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1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ieas u 3aga4u AU CHUATTHHBI
Heﬂb AUCHUIUIMHBI - U3YUYCHUC TCOPCTHUICCKUX HpOGJIeM U NPUKIAJHBIX ACIICKTOB YIIPABJICHUSA
uH(dopmaIen u JOKyMEeHTaIMel 3a pyoexom.

3agaun:

- U3Y4YCHHE MOJUTUKH MEXIIyHAPOJHBIX OpraHu3aluuii B cepe ynpaBieHus: HHPOPMAMOHHBIMU
pecypcamu;

- U3YUYCHUC OCHOBHBIX MCKIYHAPOAHBIX IPOCKTOB IO COXPAHCHUTIO L[I/I(prBOFO Hacjaceaus,

- M3YYCHHE OCHOBHBIX MEXIYHApOJHBIX OOIIECTBCHHBIX OPTaHU3aIli, 3aHUMAIOIINXCS
npobiaeMaMu yrpaBieHUs HHPOPMALMOHHBIMH PECypcamMi;

- W3y4YeHHWE CYIICCTBYIOIIUX OpraHW3alMOHHBIX (OPM YIpaBieHUs WHPOPMAIMOHHBIMU
pecypcamu 3a pyOexoM;

- paccMOTpeHHE BOMPOCOB 3aKOHOAATEIBHOTO W HOPMATHUBHOTO pPETyJIUpOBaHHS pabOTHI ¢
MH(QOPMALMOHHBIMU pecypcamMu 3a pyOexom;

- OCBEIICHUE JESTEIHHOCTH 3apyOeKHBIX OpraHH3alHid IO YNPaBICHUIO WH(POPMAIMOHHBIMH
pecypcamu;

- WCCJEOBAaHWE COBPEMEHHBIX TEXHOJOTHH paboThl ¢ WH(POPMAIMOHHBIMH pecypcaMu 3a
pyOexoM.

1.2 TlepeyeHb MUIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUS 1O AUCIHUILINHE,
COOTHECEHHbIX C MHIAUKATOPAMM /IOCTHKEHUSI KOMIIETeH UM

Komnerenuun NuaukaTopsl KOMIIETEHIUI Pe3yabTaToB 00y4eHus no
AUCHUILINHE
ITIK-2 Cniocoben [TIK-2.1. [Ipumensier 3HaTh: TEOPETHUUYECKUE
OpraHu30BaTh U TEOpPETUYECKHE 3HAaHUS B chepe | OCHOBBI JOKYMEHTAIIHOHHOTO
OCYIIECTBIISATh JIOKYMEHTallMOHHOT'O o0ecrnieueHus yrnpaBiaeHUs
JIOKYMEHTAIMOHHOE o0ecrieyeHus yrpaBieHHs B YMeTb: IPUMEHSTh
o0ecrnieueHre yrnpaBieHusl | MPaKTUYECKOU JAesITebHOCTH TEOpeTUUeCKre 3HaAHUsI IPU
B OpPTaHU3aIMIX OpraHu3aIIH
pa3IMYHBIX JOKYMEHTAIMOHHOTO
OpraHU3aIMOHHO- o0ecrieyeHns ympaBieHUs
paBoBbIX opMm u hopm Bnanmers: MeTogonorueit
COOCTBEHHOCTH, JOKYMEHTAIHOHHOTO
rocy/1apCTBEHHBIX o0ecrnieueHus ynpaBiIeHHUs
OpraHax M opraHax I1K-2.2. Opranusyer 3HaTh: 0COOEHHOCTH
MECTHOTO JIOKYMEHTaIlMOHHOE IIOCTaHOBKH
CaMOYIIpaBIICHHS o0ecriedeHre yrpaBieHHs B JOKYMEHTAIIHOHHOTO
OpraHM3alMsIX PA3ITUYHBIX oOecrnieueHus ynpaBiacHUs B
OpraHU3aIMOHHO-TIPABOBBIX OpTaHU3AIMIX Pa3THIYHBIX
dbopm u popM COOCTBEHHOCTH, OpraHU3aIMOHHO-TTPABOBBIX
roCy/1apCTBEHHBIX OpraHax u ¢dopm u hopm
OpraHax MECTHOTO COOCTBEHHOCTH,
CaMOYIIpaBIICHHS rOCYJapCTBEHHBIX OpraHax u
OpraHax MECTHOTO
CaMOYITIpaBIICHHS
YMeTh: OpraHnu30BaTh
JTOKYMEHTAIHOHHOE
oOecrieueHue B
OpraHU3aIMIX PA3THYHBIX




OpraHn3alluOHHO-IIPABOBLIX
dhopm u popm
COOCTBEHHOCTH,
rOCyJJapCTBEHHBIX OpraHax W
OpraHax MECTHOTO
CaMOYTIpaBJICHUS
yIpaBICHUS

Bnaners: HaBbIKaMu
COBCPUICHCTBOBAHUA
CHUCTEMBI
AOKYMCHTAIIUOHHOT'O
obecreueHUsl YIIpaBICHUS

[1K-2.3. Beinonusier padboTy no
JIOKYMEHTAITMOHHOMY
00€CTIeYEeHHUIO YTIPaBIEHYECKUX
MPOIIECCOB B OPTaHU3AIUAIX
Pa3JIMYHBIX OPraHU3allMOHHO-
paBoBbIX GopMm u hopm
COOCTBEHHOCTH,
TOCYJapCTBEHHBIX OpTaHaxX U
opraHax MecTHOTO
CaMOYIIpaBIICHHS

3HaTh: cocTaB (PyHKITHIA
CITY’0 TOKYMEHTAIIMOHHOTO
o0ecrieyeHns yrpaBiIeHUs
YMeTh: OCylIECTBIATh
paboty 1o
JIOKyMEHTAITMOHHOMY
00€eCcIeYCHUIO
YIIPaBJICHYECKUX TPOIECCOB
Bnaners: HaBpIKaMu
JTIOKyMEHTUPOBAHHUS
YIpaBIEHYECKUX MTPOLIECCOB
1 paboThI IOKYMEHTAIIUECH B
OpraHM3AIMIX PA3TMYHBIX
OpraHU3aIMOHHO-TTPABOBBIX
¢dopm u hopm
COOCTBEHHOCTH,
rOCy/IapCTBEHHBIX OpraHax u
opraHax MECTHOTO
CaMOYIIpaBIICHUS

ITK-5. Criocoben
OpraHu30BaTh
OIIEPaTUBHOE M aPXUBHOE
XpaHEHHUE TOKYMEHTOB B
OpTaHU3AIMIX Pa3TUIHBIX
¢dbopM coOCTBEHHOCTH,
rOCyJapCTBEHHBIX
opraHax ¥ opraHax
MECTHOTO
caMOyIIpaBJICHUS

[T1K-5.1. Ucnonb3yer
TEOPETUYECKHE, TPABOBBIC U
METOJINYECKHUE OCHOBBI
OIICPATUBHOI'O KU ApXHUBHOT'O
XpaHEeHHS TOKYMEHTOB B
OpTaHU3aIMIX Pa3TUUHBIX GOpM
COOCTBEHHOCTH,
rocyaJapCTBCHHBIX OpraHax U
opraHax MECTHOTO
caMOyIIpaBJIEHUA B
MPaKTUYECKOU JeATETbHOCTH

3HaTh: TEOPETHUECKHUE,
MIPaBOBbIE U METOJINYECKUE
OCHOBBI OIIEPATUBHOTO U
apXUBHOT'O XpaHEHUS
JOKYMEHTOB B OpTaHU3aLMSIX
pa3nu4HbIX HopM
COOCTBEHHOCTH,
roCyJJapCTBEHHBIX OpraHax H
OpraHax MECTHOT'O
CaMOYTIpaBJICHUS B
MPAKTUYECKOHN JeSITeIbHOCTU
YMeTb: IPUMEHSTH 3HAaHUE
TEOpUHU apXUBHOTO JIeNa B
IIPAKTUYECKOU NeATEIbHOCTH
Bnaners: HaBBIKaMU
MIPUMEHEHHUS MPABOBBIX HOPM
B chepe apXuBHOTO Jeiia Mpu
OCYILIECTBIICHUU
OIIEPaTUBHOIO U APXUBHOTO
XpaHEHUs TOKYMEHTOB B
OpraHU3aNMIX Pa3IMIHBIX




(hopM cOOCTBEHHOCTH,
rOCyIapCTBEHHBIX OpraHax u
OpraHax MECTHOTO
CaMOYITPaBIICHUS B
MPAKTUYECKON JeITEIbHOCTH

[1K-5.2. Opranusyet 3HaTh: NpaBuja OpraHU3alu
OIIEpaTUBHOE U apXUBHOE OIIEpaTUBHOI'O U APXUBHOI'O
XpaHeHUEe IOKyMEHTOB B XpaHeHUus JOKYMEHTOB
OpraHu3aIMsIX Pa3IMuHbIX GopM | YMeTh: OpraHu30BbIBAThH
COOCTBEHHOCTH, OIlepaTUBHOE U apXUBHOE
roCy/1apCTBEHHBIX OpraHax u XpaHEHUE IOKyMEHTOB B
OpraHax MECTHOTO OpraHMU3alMIX PA3ITUYHBIX
caMOyIIpaBJICHUS ¢dbopM cOOCTBEHHOCTH,

rOCyJIapCTBEHHBIX OpraHax M
OpraHax MECTHOTO
caMOYTIpaBJICHUS

BnaneTs: HaBRIKAMH
00pabOTKHU M TIOJITOTOBKHU
JOKYMEHTOB JIJISl TEKYIIETO U
APXMBHOT'O XpaHCHUS
[1K-5.3. Bemmonnsier paboTel o | 3HaTh: cOCTaB (yHKIMNA

OIEPaTUBHOMY U apXHBHOMY apXUBOB U MOJPa3ICICHUI
XpaHCHUIO TOKYMCHTOB B M0 JOKYMCHTAIMOHHOMY
OpraHU3aLMsIX Pa3INYHbIX GOpM | 0OCCHECUYCHUIO YIIPABICHHUS
COOCTBEHHOCTH, 110 OpraHu3alUuN
roCyJIapCTBEHHBIX OpraHax ONEPAaTHUBHOIO M apXUBHOTO
opraHax MECTHOIO XpaHCHUA NOKYMCHTOB
CaMOYIIPaBIICHUS VMeTb: BBIIOJIHSITh

KOMIUIEKC paboT 1o
OIIEPATUBHOMY U apXHUBHOMY
XpaHEHUIO JOKYMEHTOB B
OpTaHU3aAIMIX Pa3TUIHBIX
(dhopM cOOCTBEHHOCTH,
TOCYJapCTBEHHBIX OPTaHaX U
OpraHax MECTHOTO
CaMOYIIpaBIICHHS

Bnaners: HaBbIKaMu
COBEPILICHCTBOBAHHSI
OTIEPaTHUBHOTO U APXUBHOTO
XpaHEeHHUs JOKYMECHTOB

1.3 MecTo TMCUMILIHHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTe/IbHOM
MPOrpamMmblI

JucuuruinHa «YnpasieHue nHpopmanueil u JOKyMeHTaIen 3a py0exomM» OTHOCHTCS K
BAapUATUBHOU YacTHU AUCLUUIUIMH Y4eOHOIO IUIaHa.

Jns  oCcBOeHMS ~ AMCUMIUIMHBI ~ HEOOXOIMMBI  3HAHMS, YMEHUS M  BIaJCHUS,
c(OPMHPOBAHHBIE B XOJ€ M3YUYCHMs CIEAYIOIIMX JUCLHMIUIMH M HPOXOXKICHHUA IPAKTHK:
Wnoctpanusiii 361K, UHOpMaMOHHAS IBPUCTHKA.



B pesynbraTe OCBOCHMSA AMCHMIUIMHBI (DOPMUPYIOTCS 3HAHUS, YMEHHUs W BIaJICHUS,
HEOOXOUMBIE AJIi M3y4YEHUS CICAYIOUUX JAUCHUUIUIMH U TPOXOKICHUS MPAKTUK: MPOEKTHas
NpakTuKa, YIpasieHHe nHpopManrei 1 JOKyMEHTaue 2IeKTPOHHOTO IPaBUTENILCTBA.



2 Crpykrypa IUCHHUILINHBI

OO6mmas TpyA0€MKOCTh TUCIMIUIMHBI COCTAaBIsIeT 3 3.e., 108 4.

CTpyKTypa JUCHUNJIMHBI 1JIsl 04HOH ()OPMBbI 00yUeHUsI

O0beM mUCHMIUIMHBI B ()OpME KOHTAKTHOW PabOTHI OOYYAOIIMXCS C MEJaroru4ecKuMU
paboTHHKaMU U (UJIH) JIMIIAMH, TIPUBJIEKAEMBIMHU K peau3alii 00pa30BaTeIbHON MPOrpaMMBbl Ha

WHBIX YCJIOBUSIX, IPU MPOBEACHUH YUEOHBIX 3aHATU:

Cemectp | Tun yueOHBIX 3aHATUI

Konunuecto
JacoB
2 Jlexknun 24
2 CemuHapbl/1a00paTopHbIE pabOThI 36
Bcero: 60

O0beM AUCIUIUIHHBI B (hOpME CaMOCTOITEIbHON PabOThl 00YYAIIIMXCS COCTABIsAET 48

AKaICMHUYCCKUX 4aCOB.

CTpyKTypa JUCHUNIMHBI 1JI5l 04HO-3204HOI (POpMBI 00yUeHUsI

O06bemM auCHUIUIMHBL B (hOpME KOHTAKTHOW PAOOTHI OOYyYarOUIuXcCs C MeJaroru4ecKuMu
paboTHUKaMU U (WIIK) TUIIAMH, TPUBIIEKAEMBIMU K pealin3aiuu 00pa3oBaTebHOM MPOrpaMMbI Ha

WHBIX YCJIOBUSIX, IPU MIPOBEACHUH YUEOHBIX 3aHATUM:

Cemectp | Tun yueOHBIX 3aHATUI

Konuuectro
4acoB
2 Jlexiuu 16
2 CemuHapsbl/1ad0paToOpHbIE pabOThI 20
Bcero: 36

O0beM AUCHUIUTHHBI B (POpME CaMOCTOSITENIbHON PaboThl 00YYAIIIMXCS COCTABIsET 72

AKaICMHUYCCKUX 4aCOB.

CTpyKTypa AUCHUILIMHBI VIS 3204HOI (POpMBbI 00y4deHHs

OOBbeM AUCHMIUIMHBL B ()OPME KOHTAKTHOW PabOTHI OOydarOIUXCS C MENaroruuyecKUMU
paboTHUKaMU U (WIK) IMLAMU, IPUBJIEKAeMbIMU K peaiu3alii 00pa3oBaTeIbHOM IPOrpaMMbl Ha

UHBIX YCIIOBHSIX, TP MTPOBEACHNUHN YUCOHBIX 3aHATHUIL:

Cemectp | Tun yueOHBIX 3aHATHI

KomnuectBo
4acoB
2 Jlexumn 8
2 CemMuHApHI/T1a00paTOPHBIE PAOOTHI 16
Bcero: 24

O6beM TuCIMIUIMHEI B (popMe caMOCTOATEIbHON paboThl 00YYAIOIIUXCS COCTaBIAET 84

aKaI€CMHUYCCKUX 4YaCoOB.




3 Coaep:xkanue JTUCUUILINHBI

Beenenue

[Ipeamer, comepkaHue U 3amada Kypca «YmpaBlieHHe HHPOPMAIMEH M JOKYMEHTAIHEH
3a pyOexxom». TepMHHOIOTHS OCHOBHBIX MOHSATUN B HaHHOUW chepe u ee »Bomonus. OreHka
TEPMHUHOB B OTEUECTBEHHOU M 3apyO0eKHOW JIUTEepaType.

B3aumocBs3p mpoOieM yrpasieHHs HH(GOPMAIMOHHBIMH pecypcaMu ¢ IpobiemMaMu
JNEKTPOHHOIO JTOKyMEHTOOOOpOTa M HOPMATHBHO-IPABOBBIM OOECIEUYEHHEM 3TOrO Mpoliecca.
[lepronu3anust OCHOBHBIX 3TAllOB 3BOJIIOLUH MOHATHA WHPOPMALMOHHBIM pecypc U MPOLECCOB
YIPABJICHUS UM.

N3yuenue ocoOEHHOCTEH U 3aKOHOMEPHOCTEH paboThl ¢ HH(POPMALIMOHHBIMH PECYpCaMu
B 3apyOEXHBIX CTpaHaX Ha OCHOBE IPABOBBIX, HOPMATHUBHBIX, METOAMYECKUX JOKYMEHTOB WU
CTaH/IapTOB.

Mecto Kypca cpeau ApyTrux U3y4aeMbIX JUCLUIIINH.

O0630p UCTOYHUKOB U JIUTEPATYPHI 110 TEME.

Paznen 1. MexayHapoiHast MOJIMTHKA B chepe yrnpaBiIeHUs TOKYMEHTaMU

[IpoGneMbl MOCTpOEHHSI COBPEMEHHOr0 WHGOPMAIMOHHOIO OOIEeCTBa U YIPaBJICHUS
MHUPOBBIMU MH()OPMAIIMOHHBIMHU PECYPCAMHU.

[Ipob6rneMbr mocTpoeHUs: WHGOPMAIMOHHOTO OO0IIecTBa Kak MPEAMET MPUCTATBLHOTO
BHUMAaHUS MEXyHAPOIHBIX MEXIPABUTEIbCTBEHHBIX U HENIPABUTEIbCTBEHHBIX OPTaHU3ALNM.

OxwunaBckas Xaptus riaodansHoT0 HHopMarmoHHoro odmectsa, 2000 rona.

BceemupHhslii cammut o nHpopmannoHHomy oorectBy o sruaoit OOH. «Jlexnapanus
npuHIUOBY» oT 12 nexadbps 2003 r u «Ilnan netictBuit» ot 12 nexadbps 2003 rona.

Jlupupyromas pons FOHECKO (United Nations Educational Scientific and Cultural
Organisation) 1o Bompocam oOpa3oBaHMs, HayKM M KyJbTypbl B cdepe BbIpabOTKU
MHTEPHALMOHAIBHON MH()OPMAIIMOHHOMN MOJIUTHKY.

VYcera FOHECKO 16 nHos06ps 1945 roma. «Bceobmast aexmapamuss FKOHECKO o
KyJIbTYPHOM pa3HooOpazum», «[lman nelictBuit mo peammzanmu BceeoOmieir aexnmapanuu
IOHECKO o xynpTypHOM pazHooOpazum», «PexomMeHganuu O pa3BUTUHM M HWCIOJH30BAaHUU
MHOTOS13bI4HS M BCEOOIIEM JOCTYIE K KHOEPIPOCTPAHCTBY».

«Xaptust o coxpaneHuu 1udposBoro Hacaeaus» ot 17 oktsaops 2003 r. HoBble TOKyMEHTHI.

Mexnynapoanas nporpaMmma FOHECKO «Ilamats Mupay.

[Iporpamma «Mudopmanust mist Becex», 2000 r., kak miardgopma g MEXITyHApOIHbBIX
JMCKYCCUIM U JeSITeNbHOCTH B cepe MHPOPMALMOHHOMN MOJUTHUKY, JUIS Pa3BUTHs JIOCTYyNa K
uHGOpPMaIIMU U COXPAHEHUS TOKYMEHTUPOBAHHbBIX 3HAHUM.

Poccuiickuit komuret [Iporpammsl KOHECKO «Mupopmanus s Bcex». Beepoceuiickuit
dbopym «BracTte u 0011€CcTBO: TPOOIEMBI TyOJIUIHOTO TOCTYMA K OPHUIIMAIBLHON HHPOpMALIUK B
Poccuiickoit @eneparumn» (25-26 urons 2002 r., MockBa) U €XErofHble MEXKIyHAapOIHBIC
koH(pepenumit: «Mudpopmanus mis Bcex», «lIpaBo u UaTepHeT, « ONEeKTpOHHBIE H300paKEHUS
u BusyasbHble uckyccTBa» (EVA), «3XOJIOT» (ayauokynabTyposaorusi, ayauoapXUBUCTUKA U
HOBBIE TEXHOJIOTUH), « DIIEKTPOHHBIN BEK KYJIbTYpbI» U Jp.

MesxayHapoanslii coBet apxuBoB (International Council on Archives) — MCA. Komurer
[0 JIeJIONPOU3BOJICTBEHHBIM JIOKyMeHTaM B 3JyiekTpoHHO# cpene npu MCA (Committee on
Current Records in an Electronic Environment). IIpaktudyeckoe mnocoOue komuTeTa IO
yIPaBJIEHUIO, XPAaHEHUIO U 00€CIIEYEHHIO I0CTYIIa K 3JIEKTPOHHBIM JIOKYMEHTaM I10J] Ha3BaHUEM
«OnexTpoHHbIE TOKyMeHThl: Pabouas kaura apxusuctoBy» (Electronic Records: A Workbook for
Archivists) u «PykoBonctBo MCA 10 ynpaBieHHIO 3J€KTPOHHBIMH JIOKYMEHTAMU C apXUBHOM
touku 3peHus» (ICA Guide for Managing Electronic Records from an Archival Perspective).

Pernonansusie otnenenus MCA. JledarenbHocTh EBpoa3znaTckoro peruoHaibHOIroO
otaeneHust MexxayHapoanoro cosera apxusoB (EBPA3UKA).
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[Iporpamma InterPARES (International Research on Permanent Authentic Records in
Electronic Systems), kak oAHa W3 Ba)KHEHIINX MEXIYHApOAHBIX MPOTPamMM, MOCBSIIEHHBIX
JOJATOBPEMEHHOMY XPaHEHUIO IIU(PPOBBIX JaHHBIX.

Poitk apXHBHBIX OpraHOB 3apyOEKHBIX CTpaH B 00J1aCTH ynpaBieHNss HHPOPMAITMOHHBIMA
pecypcamu.

Mexnynapoanbsie apxuBHble opranuzanud. UNESCO Archives Portal; 1st International
Congress on Architectural Archives; International Council on Archives; Association of
Commonwealth Archivists and Records Managers; International Records Management Trust;
Association of Records Managers and Administrators (ARMA); List of various archives around
the world; Historical Archives of the European Communities; Archives of the Organization for
Economic Co-operation and Development; Pacific Manuscripts Bureau u npyrue.

MexnyHapoaHblli  ypOBEHb pEryJMPOBaHUS BOIPOCOB YIPABICHUS SIEKTPOHHOMN
JNOKyMeHTanuei: aedrenbHocTh Opranmzaumu OOH mo BompocaMm mHpocBelIeHHs, HAyKU H
kyasTypsl — FOHECKO u Mexaynapoanoro cosera apxuBoB (MCA). JlestensHocTh Komurera
MCA 1o n1enonpou3BOJICTBEHHbIM JTOKyMEHTaM B 3JIeKTpoHHOHM cpene (Committee on Current
Records in an Electronic Environment).

Paznen 2. MexmyHnapoabie 00IECTBEHHbBIE OpraHu3aluy, padboTaromue B 3Toi chepe

MexayHapoanble  OOIIECTBEHHbIE — OpraHM3allMd, 3aHMMarollecs npodiemMaMu
yIpaBieHusT MHQOPMAIMOHHBIMUA PECypCaMH, JJIEKTPOHHBIMH JIOKYMEHTAMH W COXPaHCHHS
U(PPOBOro  KyJbTYpHOTO Hacjenus: Accouuanus YOpaBsAIOIIMX JOKyMEHTalued u
aagmuHucTpaTopoB (Association of Records Managers and Administrators), MexayHapoaHbii
TPEeCT 1o ynpasieHuto qokymenrtanuei (International Records Management Trust).

OO6mecTBeHHbIC (0IarOTBOPUTENBHBIC) OPTraHU3AINH, COJACHCTBYIONINE PA3BUBAIOIIIUMCS
CTpaHaM B 00JacTH pa3pabOTKM HOBBIX CTpaTeruil MO YNPaBIECHUIO TOCYAAPCTBEHHBIMU
nokymentamu. CoBmecTHbIH poekT Tpecta u Becemupnoro 6anka (World Bank) no ynpasnenuto
JIEKTPOHHBIMU JTOKYMEHTaMHU NpaBUTEIbCTBEHHBIX yupexxaeHuil (Evidence-based Governance
in the Electronic Age).

Posnb 1 BIMsiHME OOILIIECTBEHHBIX OPraHU3alMi 1 y4eOHBIX 3aBeieHUI Ha (OpMHUpPOBaHUE
HOPMAaTUBHOM 0a3bl B 00JIACTH YIIPABJICHHUS AJIEKTPOHHBIMU JJOKyMEeHTaMu B Poccun 1 3a pyOexom
— IRMT, ARMA International, GERA, Cohasset Associates Inc., YauBepcurteta IlutrcOypra,
VYHuBepcurera HIMaHbI 1 MHOTUX JIPYTUX OpraHU3ALMM.

Paznen 3. EBpocoro3 u ero noiurtuka B chepe ynpapiieHus: JOKYMEHTaMU

Ponp u gesarensHOCTh EBpomneiickoit komuccuu mo mporpamme Interchange of Data
between Administrations (IDA) — “O0MeH TaHHBIMH MEXAYy OpraHaMH YIIPaBICHHS , a TaKXKe
pois DLM-¢popyMa B HOpMATUBHOM PEryJIUPOBaHUM PAOOTHI C JIEKTPOHHBIMHU JOKYMEHTAaMH B
ctpanax EBpomeiickoro coro3a (pazpabotka «MopaenbHbIX TpeOOBaHUNM K YNPABICHUIO
JIEKTPOHHBIMU JIOKyMeHTaMu» — MoReq).

Hctopuueckue apxuBbl EBpomeiickoro Coro3a (Historical Archives of the European
Communities), ApxuBsl Opranuzanuu SKOHOMHUYECKOTO COTpyAHHYECTBA U pa3BuTHs (Archives
of the Organisation for Economic Co-operation and Development)

Pa3nen 4. YnpasieHue JOKyMEHTaMU B Pa3BUTHIX CTpaHaX MUpa

Omneit CLIA

Pome u 3nauenwe HammonampHoro apxuB CIIIA (National Archives and Records
Administration (NARA)) B o6mactu ynpasiieHus: ”HGOPMAIMOHHBIME pecypcamu ctpanbl LienTp
AJIeKTpOHHOU nokyMeHTanuu HammonansHoro apxuBa CILIA. Ynpasnenne nokymenrarun (Office
of Records Administration) u ero posib B MOATOTOBKE MPO(PMIBHBIX METOJIUK U CTAHIAAPTOB JIJIs
IIPAaBUTEIbCTBEHHBIX yupexaeHuil CIIA.

Apxussl CIIIA: Utah State Archives, State Historical Society of Wisconsin, Georgetown
University Library: Special Collections Division.
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IIpaBoBO€e perynaupoBaHue yrpasieHus nHpopMarMoHHbIME pecypcamu B CIHIA. 3akon
1950 rona o denepanpubix mokymenrtax (Federal Records Act of 1950) u 3akon 1984 rona o
HAIlMOHAJIBHOM  apXMBHO-JOKyMeHTalMoHHONH ciyx0e (National Archives and Records
Administration Act of 1984). 3akon CIHIA 00 37€KTPOHHBIX MOJMHUCSIX B MEXIYHAPOAHBIX U
BHYTPHUIOCY1apCTBEHHBIX TOProBeIxX oTHOIIEHUAX (“Electronic Signatures in Global and National
Commerce Act” 2000) u apyrue.

OcHoBHbIE TpeOoBaHMs K paboTe C JOKyMEHTaMH B (eAepalibHBIX YUPEKICHUAX
coxepxariuecs: B 44-it rmaBe Cromaa 3akoHoB CIIIA (44 United States Code) u 36-ii rmaBe CBojna
(enepanbHBIX MpaBUTENbCTBEHHBIX HOpMaTHBHBIX akToB (36 Code of Federal Regulations).
Hopwmbl 10 co3maHuio, NCTIONB30BAHUIO M XpaHEHHIO (peepanbHbBIX 3JIEKTPOHHBIX JOKYMEHTOB,
3akperuieHHble B 1234-i1 wactu 36-if rnaBel CBoja ¢enepanbHBIX PABUTENbCTBEHHBIX
HopMatuBHbIX akTOB (36 Code of Federal Regulations, Part 1234 — Electronic Records
Management).

[IporpamMma aBTOMaTHM3alMU YINpaBieHHUs AoKyMeHTanueil MunuctepctBa OOOpOHBI
CIOA (Records Management Software Application). Cranmapter DoD 5015.2-STD, Design
Criteria Standard for Electronic Records Management Software Applications, Bepcuu 1997 u
2002 r. Ceprucdukar JITC (Joint Interoperability Test Command).

[Tpumepsl cucTeMHBIX (GYHKOMHA A7 YOpPaBICHHUS DIIEKTPOHHBIMH JTOKYMEHTAMHU
(Examples of System Functions for Electronic Recordkeeping (ERK) and Electronic Records
Management (ERM) / NARA. 2000.).

KoHuenuus 371eKTpOHHOrO MpaBUTENbCTBA. VHUIMATHBA «YTIpaBIE€HUE 3JIEKTPOHHBIMU
JOKYMEHTaMHu 3JIeKTpoHHOro mnpaButenbcTBa» (the E-Government Electronic Records
Management Initiative) kak ogHa u3 24 UHMLIMATUB B pPaMKax CO3/aHUS 3JIEKTPOHHOIO
npasurenscTBa B CLIA.

OneKkTpoHHas mouTa: LUPpPbl U (aKTl MO JaHHBIM AMEpPUKAHCKOM accolMaluu
MeHeKMeHTa (American Management Association). YnpaBiieHU€ 3JIEKTPOHHOM MOYTOM, OMBIT
CIIA.

OnsIT ABcTpanuu.

IIpaBoBble aKkThl ABCTpaJiuM, peryJUpylOIlMe YHOpaBieHHEe HHPOPMALMOHHBIMU
pecypcamu. 3akoHoM 00 apxuBax (Archives Act, 1983); 3akon o cBo6ozae nndopmanuu (Freedom
of Information Act, 1982); 3akoH 0 KOH(pHUIEHIHATHLHOCTH HHPOPMALUU O YACTHOW >KHU3HU
(Privacy Act, 1988); 3akon o (cyneOHbIX) nokasarenbcTBax (Evidence Act, 1995); 3akon o6
anekTpoHHbIX caenkax (Electronic Transaction Act, 1999) u ux HOBbBIE peaKIuu.

Ponb n 3nauenne HanmonansHoro apxuBa ABctpanmu (Archives of Australia, Directory
of Archives in Australia) B permamMeHTanuM MpPOLECCOB YIPABICHUS JIOKyMEHTaluen
IPAaBUTEIBCTBEHHBIX YUPEXKACHUN HA TeppuTopun ABcTpasiniickoro Corosa.

HccnenoBanuss HanmonaneHOro apxmBa ABCTpanuM: «YIpaBieHHE 3JIEKTPOHHBIMU
nokymentamm» (Managing Electronic Records), «PaboTa ¢ 3JeKTpOHHBIMH JOKYMEHTaMID)
(Keeping Electronic Records), «YmpaBiaeHue coOOUICHUSIMH 3JIEKTPOHHON TOYTHI Kak
nokymentamm» (Managing Electronic Messages as Records) u apyrue.

Konuenuus xpaneHus: 1okyMeHTOB B HanumoHanbHbI apxuB ABcTpanuu. XpaHeHHE U
ynpaBieHue BeO-mokyMeHTamu. KOHIEnmwst W MOJENu YHpaBieHHs HWHPOPMALNOHHBIMA
pecypcamMu ABCTPaJIHH.

«DNEKTPOHHON MPaBUTEIBCTBO» ABCTpAIMM ¥  TOCYNApPOCTBEHHBIM  MCTaHIApT
metagaHHbIX (AGLS). Te3aypyc MHTepakTUBHBIX (DYHKIMH aBCTPAIMHCKUX TI'OCYJapCTBEHHBIX
yupexnaenuit (AGIFT).

3aKOHBI O JOKYMEHTAIMH aBCTPATMHCKUX LITATOB.

l'ocynapcTBeHHBIE U peTHOHAIBHBIE apXUBBI cojpyskecTBa ABcTpannu (Commonwealth,
State and Territory archives): Archives Office of Tasmania; National Archives of Australia;
Northern Territory Archives Service; Queensland State Archives; Public Record Office of
Victoria; State Records of South Australia; State Records Office of Western Australia, ux
UCCIIEIOBATEIbCKAsi © HOPMOTBOPYECKAS ACATEIBHOCTb.
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rtar Buxtopusa. Ilpoexkt VERS (Victorian Electronic Records Strategy). Cranmapt
PROS99/007 «YnpaBnenue 3JIeKTpOHHBIMU ToKyMeHTaMm» (Management of Electronic Records).
ITpoexThl apxuBHON ciayxObl mTata HoBeiii HOxHbIE VYanse — VYnopaieHus

rOCyIapCTBEHHBIX TOKyMeHTOB: State Records Authority of New South Wales, cokpamenno State
Records NSW; Standard on full and accurate records; Standard on records management programs;
Standard on physical storage of State records; Standard on recordkeeping in the electronic business
environment; NSW recordkeeping metadata standard; Standard on counter disaster strategies for
records and recordkeeping systems u apyrue.

Bnusiare oOIIecTBEeHHBIE OpraHW3allii Ha MPOLECCH YIpaBiIeHUsS MH(POPMAIMOHHBIMA
pecypcamu — ABcTpanuiickoe ob0mectBo apxuBucToB (Australian Society of Archivists) u
ABcTpanuiickas accolalys ynpasisitolux gokyMenTamueit (Records Management Association
of Australia).

Ponp u 3HaueHume ABCTpaIUIICKOrO HAallMOHAIBHOIO opraHa cranfaptuzauuu (SAI —
Standards Australia International Ltd.).

Pa3znen 5. Ynpasnenue nokymenramu B ctpanax CHI'

[Tonutuka CHI' B o6actu ynpaBieHHs JOKyMEHTaMU.

«Cornamenue o co3ganuu ConpykKecTBa HE3aBUCHMBIX TIOCYNAapCTB» Kak 0a30BbIi
3akoHoAarenpHbld akT CHI'. IlpaBoBble M HOpPMAaTUBHBIE aKThbl, HAlpaBJIEHHbIE Ha CO3JAHUE
€IMHOr0 MH(POPMALIMOHHOTO IMpocTpaHcTBa cpeau crpad — wieHoB CHI'. OcHoBHbIE MTPOGIEMBI
B JIaHHOM cdepe M MyTH UX peweHus. ['ocyrapcTBeHHbIE M OOILIECTBEHHbIE OpraHU3alluy,
3a/IeiCTBOBaHHbBIE B JJAHHOM IIPOIIECCE.

OOmue TeHIeHUMH M pa3iauuus B mnonaxojax crpaH — uwieHoB CHIT x mpobiemam
ynpaBieHus] MH()OPMAIMOHHBIMU PECypcaMH B LEJIIOM U 3JIEKTPOHHOI'O JOKYMEHTO000pOTa B
YaCTHOCTH.

Omnpit Pecniy6nuku benapych.

OcCHOBHbBIE TEHJECHLUUHU U MPOOJIEMBI IO YIPABIECHUIO HH()OPMALIMOHHBIMU pecypcamu B
Pecny6sinke benapyce. ['ocynapcTBeHHBIE OpraHbl, OTBEUaroIIKe 3a 3Ty padoTy.

[IpaBoBeie noxymeHTHl PecryOmmku bemapych, perynupyrommye BOIpPOCH YHPaBICHUS
UHPOpPMALMOHHBIMU pecypcamu. 3akoH Pecny6mukun benapycs or 10.01.2002 r. «OG06
JJIEKTPOHHOM  JOKyMeHTe»; 3akoH PecmyOmuku bemapycr ot  06.09.1995 r. «OG06
uHpopmatuzaum»; ['paxxnanckuii kogeke Pecrryonuku benapycs. 1998. — c1.161 «Ilucemennas
(dhopma crenkmy, cT1.404; I'pakmaHcKo-TIporieccyalibHbIN Koaekce PecyOnvku benapyce. — cT.192.
«IIucemenHble noka3zarenbcTBay; [locranoBnenne Cosera MunuctpoB Pecniy6nuku benapych ot
22.12.1998 1. «O06 ytBepxaeHnn IlomoxkeHUss 0 TOCYIapCTBEHHOM HAA30pe 3a COOJIFOICHUEM
3aKOHOJATEIbCTBA 10 ApXMBHOMY JIeTy M BEICHUIO JIeI0npou3Bo/icTBa B Pecniybinke benapyce»;
IMocranoBnenne benkomapxuBa ot 24.07.2003 1. «O06 yrBepx)naeHun WMHCTpyKIMU 10
0(opMIIEHHIO JOKYMEHTOB C MCIIOJIb30BaHUEM KOMITbIOTEPHBIX TEXHOJOTHH B pecIyOIMKaHCKUX
OpraHax TOCYJapCTBEHHOI'O YIIPaBJIEHMS U HHBIX TOCYJApCTBEHHBIX OpraHax, MOJYUHEHHBIX
[IpaButenbctBy Pecny6nuku benapycb». HoBbie 1OKyMEHTHI.

HopmaTtuBHO-MeTOIMUeCKHEe TOKYMEHTHI ©  crtaHmaptel PecnyOnuku  bemapyce,
peryaupyrolue BOIpochl YIpaBieHUs HHPOPMALMOHHBIMU pecypcamMu

Omnpit PecniyOnuku Kaszaxcran

OcCHOBHbBIE TEHJICHIIMUA U NPOOJIEMbI MO YNPaBIEHUIO MHPOPMALMOHHBIMU PECypcamMH B
Pecny6nuke Kazaxcran. Opranbl, oTBeUaromue 3a 3Ty padoTy.

IIpaBoBble noxkymeHThl PecnyOnuku Kazaxcran, peryiaupyrone BOIpPOCHl yHpPaBICHUsS
UHPOpPMAMOHHBIMU pecypcamu. 3akoH PecmyOnmuku Kaszaxcran ot 07.01.2003 1. «O BHeceHun
U3MEHEHUH U JIOTMOJIHEHUI B HEKOTOpbIE 3aKOHOAATENbHbIE aKkThl pecrnyOnauku KazaxcraH mo
BOIIPOCAM AJIEKTPOHHOTO JOKYMEHTA, JIEKTPOHHOU NU(POBOM MOANMKUCH W WH(POPMATHUZALIUN.
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3akoH Pecny6nuku Kazaxcrana ot 07.01.2003 1. «O0 31€KTPOHHOM JAOKYMEHTE U 3JIEKTPOHHOU
uugposoit moanucu». ['paxnanckuii kogekc PecryOmukn Kazaxcran ot 27.12.1994. Obmas
yacte. — Pa3gen 1. — I'maBa 4. — Cr1. 152. «Ilucemennas ¢opma caenku». Kogexc PecryOnuku
Kazaxcran ot 30.01.2001r .«O6 amMUHUCTPATUBHBIX PABOHAPYIICHUIX». — pazaen 1. — Ct. 615
«loxkyments»; Pazgen 2. Crt. 497-1. «Hapymenue tpeOoBaHMH O SKCIUTyaTallddl CPECTB
3alUThl UHPOPMALIMOHHBIX pecypcoBy»; cT.497-2 «Hapymienue 3akoHomarenscTBa PecryOmuku
Ka3zaxcran 00 »JI€KTPOHHOM JOKYMEHTE M 3JIEKTPOHHOW LudpoBoi moxmucu»; cr. 497-3
«Hapymenue 3akoHomarenbcTBa pecnyOnukn Kazaxcrtan 00 wunbopmatuszamum»; cT. 615
«loxymeHnTb». HoBbIE JOKYMEHTBHI.

HopmatuBHo-MeToanueckue JOKyMEHTbl M craHaapThl PecnyOnuku Kazaxcran,
perynupylomiye BoIpock! yrpaBieHus: HHOOPMAIIMOHHBIMU pECYpcaMu

OnsIT ynipaBiaeHHs TOKyMEHTaMU B OCTalbHBIX cTpaHax CHI'.

OcCHOBHbBIE TEHJICHIIMM U MPOOJIEMbI MO YNPaBIeHUI0 MHPOPMALMOHHBIMU PECypcamMH B
octajbHbIX cTpaHax - wieHax CHI': Azepbaiimxanckoil pecrydnuke, Pecrybnuke Apmenus,
Keipreizckoit pecnyonuke, Pecny6nuke MonnoBa, Pecny6nuke Tamxukucran, PecnyGnuke
VY30ekucran u apyrux. 'ocy1apcTBeHHbIE OPTaHbl, OTBEYAIOIINE 32 IPOBEICHHUE TaHHOU pabOTHI.

IIpaBoBBIE JOKYMEHTBl 3THUX TOCYAApPCTB, PErYJIUPYIOLUIME BOIPOCH YIIPaBICHHUS
MH(GOPMALIMOHHBIMU PECYPCAMHU, FITEKTPOHHOTO IOKYMEHTOO00pOTa 1 JIEKTPOHHOTO JOKYMEHTA.

HopMaTtuBHO-MeTOAMYECKHE JOKYMEHTHI U CTaHApThl 3TUX TOCYIapCTB, PETYIHPYIOIINE
BOIPOCHI yIpaBIeHUs] HHPOPMALIMOHHBIMU PECYPCAMH.

4 QOo0pa3oBaTebHbIE TEXHOJIOTHA
I[J'ISI IMPOBCACHUA y‘Ie6HBIX 3aHATHM 1O AUCHUIIIIMHE UCITOJIB3YIOTCS PA3JINYHBIC OGp&BOB&TCHBHHC
TexHoJoTuH. JJis opraHu3anuu y4eOHOTro mpolecca MOXKET OBITh MCIOJIB30BAHO AJIEKTPOHHOE
O6y‘-ICHI/IC n (I/IJ'II/I) JUCTAaHIITMOHHBIC O6pa30BaTeJIBHLIC TCXHOJOI'uHu.

5 OueHka IJIAHMPYEMBIX Pe3yJIbTATOB 00y4YeHUs!
5.1 Cucrema oneHUBaHUs

dopma KOHTPOJIsA Makc. Ko1u4ecTBO 0a/1710B
3a oxny Bcero
padoTty

Tekymuii KOHTPOJIb:

- onpoc (memul 2-5) Soannos 20 6annos

- yuacmue 6 OUCKyCccuu Ha cemunape |5 b6annos 20 bannos
(memwi 2-6)

- KOHMpPOJbHbLe 3a0anust (memwl 2-6) |5 bannos 20 bannos
[IpoMexxkyTouHas arrecTanus 40 6annos
Hmoeosas konmponvras paboma
Hroro 3a nucuunjanxy 100 6annos
3auem

[TomyueHHBI COBOKYNHBIN PE3YIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLICHOK U B
IIKay olleHoK EBporeiickoii cuctemsl nepeHoca 1 HakomieHus kpeantos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHM € TaOIULIEH:

100-0anpHas Tpa IO AS KA lkaia
[IKajaa pajut ECTS

95 -100 OTJINYHO A
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83 -94 3a4TEHO B
68 — 82 XOPOIIO C
56 —67 D
50_55 YAOBJIETBOPUTEIHHO E
20 — 49 FX
0-19 HEYJOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kpurepuu BbICTaBJeHHUsI OLEHKH MO IMCIUIIHHE

Bamnel/
HIxkama ECTS

OrneHKa 110
ITUCIIAIIINHE

Kputepuu onieHKH pe3ynbTaToB 00yUdeHus M0 AUCIUILTUHE

100-83/
AB

«OTJIHUYHO»

BricTaBisieTcs 00y4aromemMycsi, €Ciiiu OH TITyO0Ko u
MPOYHO YCBOWJI TECOPETUYCCKHIA U MPAKTHUCCKUH
Marepuall, MOKET MPOJIEMOHCTPUPOBAT 3TO HA 3aHATHSIX U
B X0JI¢ IPOMEKYTOUHOM aTTECTAIIHH.

OO0y4armuiicss HCUEPIBIBAIOIIE U JOTUYECKUA CTPOMHO
u3jaraet yueOHbI MaTepuall, YMEET yBI3bIBATh TCOPHUIO C
NPAKTHKOH, CIIPABIISIETCS C PELHICHUEM 3a/1a4
poeCCUOHATLHON HAIIPAaBICHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, PABUIBHO 00OCHOBBIBACT MTPUHSTHIC
peIIeHHUS.

CB00OHO OpUEHTHPYETCS B YUeOHOH U
npoeCCUOHATILHOM JTIUTEpaType.

OreHka o JUCIUIUIMHE BBICTABISIOTCA 00yYarOIIEeMYycCs C
Y4ETOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnerenuuu, 3akpeniéHnble 3a TUCIHUIIIMHOM,
c(hopMHUPOBaHbBI HA YPOBHE — «BBICOKHIDY.

82-68/

«Xopouio»

BrictaBisiercst o0y4aromemMycs, €Ciii OH 3HaeT
TEOPETUYECKHUM U IPAKTUYECKUI MaTepuall, FpaMOTHO U IO
CYILIECTBY M3JIaraeT €ro Ha 3aHATUSX U B X0/
IIPOMEXKYTOYHOM aTTeCTalluM, HE JOIyCKasl CyLIEeCTBEHHbIX
HETOYHOCTEH.

OOyuatoluiics NpaBUIbHO MPUMEHSET TEOPETHUECKUE
MIOJIO’KEHHUS IIPU PEIICHNN NPAKTUUECKUX 3a7a4
npodecCHOHATBLHON HANPABIEHHOCTH Pa3HOI'0 YPOBHS
CJI0HOCTH, BJIaJICET HEOOXOAUMBIMHU ISl 3TOTO HaBBIKAMU
1 IPUEMAMU.

JlocTaTouHO XOpOIIO OPUEHTHUPYETCS B yUEOHOU U
npodeccCHOHAIBHOM TUTEpaType.

OreHka 1o JUCHUTUTMHE BBICTABIISIOTCS 00YYarOmEMYCs C
Y4ETOM pe3ysbTaTOB TEKYIEH U IPOMEKYTOUHON
aTTECTALIUU.

KomnereHuyy, 3akperi€HHble 3a JUCHUIUIMHOM,
c(hOpMHPOBAHBI HA YPOBHE — «XOPOIIHIAY.

67-50/
D.E

«YyOOBJICTBOpH-
TCIIBHO)

BricTaBnsiercs oOy4aromemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTeprall,
JIOITYCKaeT OTJENbHbIE OIIHMOKH MPHU €ro U3JI0KEHUH Ha
3aHATHSX U B XOJI€ MPOMEKYTOUHOM aTTECTALIUH.
OO0yyaronuiicst UCTIBITHIBAET ONPeAeIEHHbBIC 3aTPYTHEHHS
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Bamnel/
Ixama ECTS

Orwenka 110
IUCLIUTUINHE

Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

B IPUMEHEHUU TEOPETHUUECKUX IOJO0KEHUN MTPU PEIICHUN
NPaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HAPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOIUMBIMH JJISI TOT0 0a30BBIMH HABBIKAMU U
MpUEMaMU.

JleMOHCTpHpYET H0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHhI 10 JUCLHUILIMHE.

OreHKa 1o TUCIUILIMHE BBICTABIISIOTCS 00YYarOIIEeMYyCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALIUH.

KomnereHnnuu, 3akpeni€éHHble 3a TUCIUIIIIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/
F,FX

«HCYOOBJICTBOPUTC
JIBHO»

BricraBisiercs oOyuaromemMycs, €Ciid OH He 3HAeT Ha
0a30BOM YpOBHE TEOPETUYECKHUI U MPAKTUUECKUI
MaTepuall, 10MycKkaeT rpy0oble OlIMOKH IpU €ro
M3JI0’)KEHUU Ha 3aHATHUSIX U B XO/1€ IPOMEKYTOUHON
aTTECTALINH.

OO0y4aromuiics UCTIBITHIBAET CEPbE3HbIEC 3aTPYIHECHUS B
IIPUMEHEHNN TEOPETUYECKUX MOJI0KEHUM IIPU PELICHUH
NPAaKTUYECKHX 33/1a4 MPO(ECCHOHATLHON HAPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CII0KHOCTH, HE BJIaICET
HEOOXOJUMBIMHU I TOTO HABbIKAMU U MPUEMaMHU.
JeMoHCTpHpyeT dhparMeHTapHbIE 3HAHUS Y4eOHOM
JUTEPATYpPHI 110 TUCLUIUIMHE.

OrneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYyCs C
Y4ETOM pe3yIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTECTALINH.

KomneTeHnyu Ha ypoBHE «JOCTaTOUHBIN», 3aKPETUIEHHBIE
3a AUCUUILIMHON, He CPOPMHUPOBAHBI.

5.3 OueHo4HbIe cpeacTBa (MaTEepPHUAJIbI) VISl TEKYLIEr0 KOHTPOJIS
yCIIeBAeMOCTH, IPOMEKYTOYHON aTTecTallMi 00Y4aroUMuXCs 1m0

AUCHUIIJINHE
KOHTpOJ'IBHI)Ie BOIIPOCHI U 3alaHUA JIJIsA HpOMC}I(YTOqHOﬁ arrecraguu I10 UuToraM OCBOCHHA

NUCHUILIINHBI

1. B3aumocss3p npobiieM ympaBieHHs MH(QOPMAILMOHHBIMHU pecypcamMH ¢ IpoOieMaMu
3JIEKTPOHHOT'O IOKYyMEHTO000pOTa M1 HOPMAaTHBHO-TIPABOBBIM 00€CIIEUeHHUEM ITOTO MPOIIecca.

2. OcCHOBHEIE

MEKTyHApOIHBIC

HOpPMAaTUBHBIE  JIOKyMEHTBHl IO  YIPAaBIICHUIO

UH(POPMALMOHHBIMU pecypcamu (0OOMEHY NaHHBIMH, COXPaHEHHIO HHU(POBOTO HACIEIUS — II0
BBIOOPY CTYIIEHTA).
3. [TonuTrka MEXAyHApOIHBIX OpraHu3alMii B cdepe yrpaBieHUs HHPOPMAIUMOHHBIMU

pecypcamu.

1. IOHECKO u ee nporpammsl.
2. OOH wu ee nmporpaMmsi.

3. MexayHapo/JHBI COBET apXMBOB M €r0 pojb B YIpPaBICHHUH HHPOPMALMOHHBIMU
pecypcamu U coXpaHeHHH LU(POBOro HacHe s




16

4. Accoumanys yHpaBisIOMIMX JOKyMEHTAlMed M aaMuHHUCTpaTopoB (Association of
Records Managers and Administrators): HCTOpHsl cO3[qaHUs, HaIlpaBJICHUS JESITEIbHOCTH,
HPOEKTHI.

5. MexnyHapoaHblil TpecT 1o ynpasieHuto ngokyMmeHrtauueidt (International Records
Management Trust): uCTOpHs CO3/1aHuUs, HAIPABICHUS AEITEIbHOCTH, IPOESKTHI

6. [Tonutuka EBpocorosa B cepe ynpapieHuss HHGOPMaAITMOHHBIMHU peCcypcaM.

7. HopmartuBHO-1IpaBoBoe oOecrieueHre yrpaBieHUus HH()OPMAIMOHHBIMH pecypcaMu B
EBpocoro3e.

8. VYnpasienue HHQOPMAIMOHHBIMU pEeCypcaMu B CTpaHax Mupa (CTpaHa o BbIOOpY)

9. HopMmartuBHo-nipaBoBoe oOecrieueHre ympaBiieHUusT MHGOPMAllMOHHBIMU pecypcaMu B

CTpaHax MHpa (CTpaHa 10 BEIOOPY CTY/AEHTA).
10.  Ymnpasnenue nndopmanroHHsiMu pecypcamu B ctpanax CHI' (cTpana no BbIOopY)

11.  HopmaTtuBHO-TIpaBOBO€ oOOecCIeUeHHEe yMpaBiIeHUs HHPOPMAIIMOHHBIMH pecypcaMu B
ctpanax CHI" (cTtpana mo BEIOOpY CTyIEHTA).
12.  CpaBHUTENbHBI aHAIN3 HOPMATHUBHO-NIPABOBBIX JOKYMEHTOB, PETJIaMEHTUPYIOIINUX

BONPOCH! yIpaBiieHus: nHopMalnoHHbIMU pecypcamu B ctpaHax CHI' (mpoGyieMbl mpuMeHeHus
3JIEKTPOHHOT'0 JOKYMEHTOO0O0POTA B LIEJIOM, SJIEKTPOHHOMN MOJIMUCH U T.II. — Ha BBIOOD CTY/IEHTA).

6 YueOHO-MeTOaAMYeCcKOe U HH(POPMALITHOHHOE o0ecriedeHne JUCHUIIINHbBI

6.1 CnHcoK HCTOYHMKOB M JIUTEPATYPbI
OcHoBHas

1. Kacatkuna H. M. OTkpbITO€ MpaBUTENBCTBO 3a pyOeskoM. [IpaBoBOe perynupoBanue u
npakTuka : Monorpadusa. MockBa: OOO «Hayuno-uzgarensckuii nentp MHOPA-M», 2016.
284 c. - ISBN 9785160106427 http://znanium.com/go.php?id=497053

2. Paitz6epr b. A. I'ocymapcTBeHHOE yIpaBiieHHE 3KOHOMHYECKHUMH U COIUAIbHBIMHU
npoliieccamu [ DIeKTpoHHBIN pecypc]: Yuebnoe nocodue. Mocksa : OO0 «Hayuno-uznarenbckuit
uentp MHOPA-M»y, 2016. 384 ¢. ISBN 978-5-16-006792-6.

JlononHuTeNbHAS

1. ApramonoBa M.A. DnekTpoHHas MOANMCH U 3JIEKTPOHHBIA JIOKyMEHT B akre “O0
ANEKTPOHHBIX MOJIMUCAX B MEKTYHAPOIHBIX U BHYTPUTOCYIaPCTBEHHBIX TOPTOBBIX OTHOLICHUSX
// NemonpouzBoactro. 2002. Ne 3. C. 72—74.

2. ApxuBBl W YyIOpaBleHUE JOKyMeHTauued 3a pyOexom: OCHOBHBIE MPOOIEMBI:
Amnanutnueckuit 063op / A.H. Cokoa. M., 1989. 60 c.

3. AcranoBuu A.O. MexayHaponHas deaepanus mo HHGOpPMAIMU U JOKyMEHTAIu //
Orteu. apxuBbl. 1995. Ne 4. C. 101—105.

4. banacrokesnu B.J[., CoxoBa A.H. YmpaBrneHue nokymeHTarued (U3 3apyOexHOTO
omnbiTa) // OTedyecTBEHHBIE apXUBBL. 1992, Ne 2.

5. bepk ®.I'. HanmonaneHbIi apxuB W ynpaBineHue aokymenrtamueit B CIIIA // Cos.
apxuBbl. — 1988. — Ne 3. — C. 92-101.

6. Boponona JIL.H. KommnekroBanue HaIlMOHAJILHOT'O apxuBa Kanananr
MAIIMHOYUTAEMbIMH JTOKyMeHTamu // Dxcnpecc-uHpopMmarus. Cepusi:  ApxXuBHOE [IelO,
apxuBoBejeHHe, apxeorpadus. 1991. Neo 6.

7. JIOKyMEHTOBETUECKHE W apXUBOBEAYECKHE IMPOOJIIEMBI JJIEKTPOHHBIX JOKYMEHTOB:
Ananmutnyeckuii 0030p / BHUUJIA. M., 1999. 212 ¢. CU® OLIHTU BHUN A/, Ne 10438.

8. DLM-¢dopym “EBpormeiickue TpaxkaaHe W 3JIEKTpOHHAs WHQPOpMAIUS: TMaMSTh
nHdopmarmonHoro obmectsa” 18-19 oktadps 1999 r., r. bproccens // Und. 6romn. / Pocapxus.
1999. Ne 25. C. 104—105.


http://znanium.com/go.php?id=497053
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9. KysnemoBa WM.B. HekoTopsle acnekTel OpraHu3aluy JAEJONpPOM3BOJACTBA U
NesITeIbHOCTH BEJOMCTBEHHBIX apxuBoB BenukoOputanuu // Bectuuk apxusucra. 1999. No 4—
5(52—53).

10. Ky3nenosa M.B. O EBpomelickoii koH(pepeHIIMH MO 3JIE€KTPOHHBIM JOKYMEHTaM U
OpraHu3aIiK MEKTPOHHOro AocTyna // BectH. apxusucra. 1999. Ne 2—3 (50—51).

11. CenemeneB B.JI. Hanumonaneueiii apxuB PecnyOnuku benapych: wucropus u
coBpeMeHHOCTh // Orted. apxuBbl. 2002. Ne 3.

1. Credenc J1.0. O I'mobGanpHOM TeOpUHU yHpaBiIeHHs JOKyMeHTanuei.: [lep. ¢ aHrm.
— CHN® OLIHTU BHUMIA /L. Ne 190-98.

6.2 IlepedyeHnb pecypcoB HHGPOPMANMOHHO-TEJTCKOMMYHHUKAIIMOHHOM CEeTH

«AnTepHEe?
1. Oduuumanbuelii caiit MexayHaponHoi opranuzanuu no crangapruzanuu (MCO)
[DnexTponnslit pecypc] — Pexxum moctyma: www.ISO. org, cBoOomHBIN. — 3ari. ¢ SKkpaHa. —

AwHrm., ¢p. u 1p. 3.

2. Odunmanpheiii cailt MexayHaponHoil anekTporexHuueckoi komuccuun (MOK)
[DnexTponHsIii pecype] — Pexum noctyna: www. [EC. org, cBoOOAHBINH. — 3ari. ¢ sKkpaHa. —
AHTIL, Qp. U 1p. 3.

3. Odunmansueiil calt ARMA International [DnexTponHsIil pecypc] — Pexxum nocryna:
www. ARMA. org, cBoO6oaHbINH. — 3ari. ¢ skpaHa. — AHTII., Qp. u ap. 53.

4. Odpunmanbubsiit cadt IRMA [DnektponHbIi pecypc] — Pexxum noctyna: www. IRMA.
org , cBOOOAHBIN. — 3ari. ¢ 3kpaHa. — AHTIL., ¢p. U ap. 53.

5. Odpunmanbublil caiiT PenepaabHOro areHTCTBA M0 TEXHUYECKOMY PEryJIMpPOBAHUIO U
metposioruu. — Pexum nocryna: www. GOST. ru , cBoGo1HBIN. — 3aril. ¢ 3KpaHa.

6. Odunmaneuelii callT Bcepoccuiickoro Hay4YHO-MCCIIEIOBATENBKOIO HHCTUTYTa
nokymeHToBefeHus: u apxuHoro aema (BHUMAJ) [Dnextponnsiii pecypc] /BHUMIA]L -
OnexTpoH, AaH.- M., [2001].— Pexxum noctyna: www.vniidad.ru, cBo60oaHbIi. — 3ari. ¢ 3KpaHa.

6.3 IIpodeccnonanbHbie 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIE

CHUCTEMBI

Hoctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

- I'apant [DnekTpoHHbId pecypc]. — DmekTpoH. madH. — M., cop. 2013. — Pexum pocrymna:
http://www.garant.ru.
- Koncynbraut Ilmtoc [DnekTpoHHBI pecypce]. — DiekTpoH. aad. — M., cop. 2013. — Pexum

nocryna: http://www.consultant.ru.

7 MarepuajibHO-TeXHUYECKOe o0ecnevyeHne 1 CIUITHHbI

AynuTOopuH [T TPOBEACHNUS JICKIHIA 1 CEMUHAPCKUX 3aHATHI C TEXHUYECKUMH CPEJICTBAMH
o0y4deHus (MyJIbTUMEINA-IPOEKTOP (BUACOMPOEKTOP), IKpaH (MIEPEHOCHOM WITH CTallMOHAPHBII)),
KOMITBIOTEPHBIH KJIaCC IS POBEACHUS TaOOPaTOPHBIX 3aHATHIHA.

1. Ilepeuens I1O

| Nenn | Haumenosanue 110 | [Ipon3BoauTEIbH Cnoco0
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/m pacnpocTpaHeHHs
(muyensuonnoe unu
6000010
PACNPOCMPAHIEMOE)

1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINIICH3MOHHOE
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoe
8. Zoom Zoom JIMLIEH3UOHHOE

2. Ilepeuens B/l u UCC

Nenr HaunmenoBanue
/1

1 | MexnayHnaponusle pedepatuBHble HaykomeTpuueckue bJl, noctymnnbie B paMkax
HanuoHaJIsHOU moanucku B 2020 r.

Web of Science

Scopus

2 | [Ipodeccuonanbubie monMHOTEKCTOBBIE B/, 1OCTYyIHBIE B paMKaxX HAIIMOHATIBHON
noanucku B 2020 r.

Kypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnuansr Taylor and Francis

3 | [Ipodeccronanbubie MOTHOTEKCTOBBIC B/

JSTOR

N3nanus o oO1mEeCTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnekTponHas oubanoreka Grebennikon.ru

4 | KoMmnbroTepHbIE CIIpaBOYHBIE TPABOBBIE CUCTEMBbI
KoncynpranT [Ltoc,
I'apant

8 Oobecneuenue 00pa3oBaTeJIbHOIO NMpoIEcca sl JIUI ¢ OTPAHMYEHHBIMHA

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIO0B
B xoze peanuzanuy JUCHUIIIIMHBL KCTIOJIB3YIOTCS CIIEYIOIUE JOTIOTHUTEIIbHBIC
METOJIbIl O0OYyYeHHMsI, TEKYIIEr0o KOHTPOJS YCIEBAEMOCTH W MPOMEXKYTOUYHOM aTTeCTalluu
00y4arouuxcs B 3aBUCUMOCTU OT UX UHIUBUAYaJIbHBIX OCOOEHHOCTEH:

® A CIIENBIX U CIa00BUIAIINX

- JIeKIuu O(GOPMIISIOTCS B BHUJE AJICKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TOMOIIIBIO
KOMIIBIOTEPA CO CICIUATU3NPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- TIMCbMEHHBIC 3aJaHMS BBIMOJHIIOTCS HAa KOMIIBIOTEpE CO CIEIHATM3UPOBAHHBIM
POrPaMMHBIM 00€CTIeYeHUEM, UITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- o0ecreuynBaeTCsl MHIMBHIyallbHOE paBHOMEpHOE OcBelieHne He MeHee 300 JItoKC;



19

- U1 BBIIOJMHEHMS 3aJlaHusl NPU HEOOXOJUMOCTH TPEJOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)KE€ MCIIOJIb30BaHIE COOCTBEHHBIX YBEIMUUBAIOIIAX YCTPOUCTB;

- MUCbMEHHBIC 3a/1aHUsT OPOPMIISIFOTCS] YBETTUUYCHHBIM MIPHUPTOM;

- 9K3aMEH U 3a4€T MPOBOJIATCS B YCTHOM (DOpMe MITH BBITTOTHSIOTCS B MUCHMEHHOHN opme Ha
KOMITBIOTEPE.

® IS TIyXHUX U CIa0OCTBIIIAIINX:

- JekmMu O(OPMISIIOTCS B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBIIseTCs
3BYKOYCHJIMBAIOIIAs allmapaTypa WHAWBHIYaTbHOTO MTOJIb30BaHMS,

- IUCHbMEHHBIE 33JJaHNS BBIMOJIHSAIOTCS Ha KOMIIbIOTEPE B MUCHbMEHHOM (hopMe;

- DK3aMEH ¥ 3a4€T MPOBOATCS B MUCEMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOYKHO IIPOBE/ICHUE
B hopMe TECTHPOBAHUSI.

® IS JTUI] C HAPYIICHUSIMA OTTIOPHO-ABUTATEIILHOTO armapara:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIIbIO
KOMIIBIOTEpA CO CIIEIATN3UPOBAHHBIM ITPOTPAMMHBIM 00eCIieueHUEM;

- TUChbMEHHBIC 3aJaHHS BBIMONHSIOTCS HA KOMIIBIOTEpE CO CIEHUATH3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CIICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (popMe MK BBIMOJHAIOTCS B MUCbMEHHOHN opme Ha
KOMITBIOTEPE.

ITpu HeoOX0AUMOCTH IPEyCMaTPUBACTCS YBEIMUEHUE BPEMEHH J1JIsl HIOATOTOBKU OTBETA.

[lponienypa  mpoBeACHUST  NMPOMEXKYTOYHOM  aTTecTalliil Ui OOyYaromuxcs
YCTAHABIMBAETCS C Y4YETOM HMX HMHIMBUAYAIBHBIX THCUXO(U3UYECKHX OCOOEHHOCTEH.
[IpomexyTouHast aTTeCTanus MOXKET MIPOBOIUTHCS B HECKOJIBKO ITAIIOB.

[Tpu mpoBeneHUH MpOLEAYpPhl OLEHUBAHUS PE3YJIbTAaTOB O0yUeHHs HpeaycMaTpUBaeTCs
UCTIOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIWBUAYAIbHBIMU
0COOEHHOCTAMH 00yUaroIUXCst. DTH CPEACTBA MOTYT ObITh IPEJOCTaBIEHBl YHUBEPCUTETOM, TN
MOTYT HCIIOJIb30BaThCsi COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBenenue mpoueaypbl OLEHMBAHUS  PE3YyJbTaTOB OOyYEHHUS JIOMyCKaeTcs ¢
UCTIOJIb30BaHUEM JHCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcst AOCTYN K MH(GOPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WnTtepner nns kaxgoro oOywaromierocsi B (GopMax, aJalnTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbS U BOCTIPUSATHUS HHPOPMAIIH:

® IS CJCTIBIX U CITAa00BUISIINX:

- B meyaTHO! (hopMe yBEIUYEHHBIM HMIPUPTOM;
- B JopMe 3IEKTPOHHOTO TIOKYMEHTA;

- B popme ayanodaiina.

® I TIyXUX U CIa0OCIIBIIIAINTNX

- B meyaTHOU dopme;

- B (hopMe IEKTPOHHOTO JOKYMEHTA.

® uig 00yYarOIIUXCS C HAPYUICHUSIMHU OMOPHO-BUTATEILHOTO alapara:
- B IeyaTHou opme;

- B opMe IEKTPOHHOTO TIOKYMEHTA;

- B popme ayauodaiina.

Y4eOHble ayAUTOpUU IS BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENIbHOM pabOThl, HAyYyHAas
OMOIMOTEKAa U WHBIE TIOMEIICHHS IJisi OOY4YEHHUs OCHAIICHBI CIIENUATBHBIM O000PYIO0BAaHUEM U
y4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEICTBAMU O0yUEHUS:

® IS CICTBIX U CITA00BUISIINX:

- YCTPOMCTBOM JJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

® I TIyXUX U CIa00CIIBIIIAITNX:

- ABTOMATU3MPOBAaHHBIM pabOYUM MECTOM /s JIOJed ¢ HapylleHHeM ciyXxa |

cl1a00CIIBIIIAIINX;
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- aKyCTUYECKUI YCUIIMTEID U KOJIOHKH;
® Ui 00yYarOIIKXCs C HapYUICHUSIMH OMOPHO-/IBUTATEILHOTO arapara:
- IEPEABMKHBIMU, PETYIUPYEMBIMHU 3proHOMUUYecKUMHU napramu CH-1;
- KOMITBIOTEPHOM TEXHUKOM CO CcTielnaibHbIM IPOrPaMMHBIM 00€CTIE€YECHUEM.

9 MeToauvecKkue MaTepHaJIbI

9.1 IlnaHbl NPAKTHYECKUX 3AHATHI.

[IpakTHueckue 3aHATHSA MO Kypcy «YmpasiieHue MH(popmanuend M JOKyMEHTaluel 3a
pyOexxom» MpOBOJATCS MO TeMaM, TPeOYIOIIMM MPUOOpPETEeHUs MPAKTUYECKUX HABBIKOB U
3aKpEIUICHUS TEOPETUKO-METOAOIOTMYECKUX 3HAHUM.

Tema: MexayHapoaHas OJIUTHKA B cepe yIpaBiIeHUs JOKyMeHTaMu (2 yaca)
Pabora ¢ odunmaneaeiMu caiitamu OOH, FOHECKO wu T.m1. Tlog®op AOKyMEHTOB IO
3aJJaHHOH Teme, paboTa C HUMH.

Tema: MexnyHapoaHbie 00IIIECTBEHHBIE OpraHU3aIuu, padoTaroire B 3Tol cepe (4 yaca)
PabGora ¢ odunmanbHeEIMEH caiiTaMu  MeXKIyHApOIOHBI TpecT TO YIPABICHHIO
nokymenTarnuei (International Records Management Trust), Accouuaius ymnpaBiIsIOIIHX
JOKyMEHTaIuel u aaMuarcTpaTopoB (Association of Records Managers and Administrators), u
Jpyrux oO1iecTBeHHbIX opranuzaiuil. [lon6op JoKyMEeHTOB 1o 3a1aHHON TeMe, paboTa ¢ HUMHU.

Tema: EBpocoro3 u ero monutuka B cpepe ynpasieHHus JOKyMeHTaMu (2 daca).
Pa6ora ¢ opunmansHpIMU caliTaMu | Jp.
[Tonbop AOKyMEHTOB 1O 3aJaHHOMN Teme, paboTa ¢ HUMHU.

Tema: YnpapneHue 10KyMeHTaMU B Pa3BUTHIX CTpaHax Mupa (4 daca).

IIman:

1.06cyxkaeHre co CTyA€HTaMd COBPEMEHHOW CHUTyalluH, CIOXHBIIEWCS B cdepe
YIPaBJICHUH JOKYMEHTAMEN B pa3HbIX CTpaHaX MHpA.

2.3acnymiBaHue JOKJIAJ0B M 3CCE, MOJATOTOBJIEHHBIX CTYJEHTAaMU II0 JAHHON TeMe.
Crpana 1o BBIOOpPY CTy/ICHTA.

3.AHanu3 nojay4eHHOI nH(OpMalIMK Ha MPEAMET 3aMMCTBOBAHHUS 3apy0eHOTrO OMbITA.

Tema: Ynpasnenue nokymentamu B crpaHax CHI™ (2 gaca)

[1nan:

1. OOcyxneHue co CTyISHTaMH COBPEMEHHOW CHUTyalluH, CIOXHUBIIeHcs B cdepe
yIpaBJIeHUH JoKyMeHTamuel B ctpanax CHI'.

2. 3acnylmMBaHUE JOKJIAJOB M 3CCE, MOATOTOBIEHHBIX CTYAEHTAMU 10 JaHHOW TEMeE.
Ctpana o BeIOOpY CTyAEHTA.

3. AHanu3 nmosy4yeHHOH nH(pOpMAIMK Ha MPEIMET 3aMMCTBOBAHUS OIbITA YIPABICHHS
nokymeHTanuen ctpan CHI'.

9.2 MeTtoanueckne peKOMEHIANNH MO MOAT0TOBKE MUCbMEHHBIX padoT
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B nponecce 00yuenus ctyaeHTsl PITY BBINMONHAIOT pa3Hble BUbI TUCbMEHHBIX PaloT.

OCHOBHBIMU 1IEJIIMU TUCBMEHHBIX pa0OT B By3€ SBJISIOTCS:

* 3aKpEIUICHUE TIOJIYUYEHHBIX 3HAHUI 110 CIENMAIbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI NTpU
penieHny npodecCuoHaNbHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJCHUS CAMOCTOSTENILHON pabOTHhI, OBJIa/IeHHEe METOAUKAMU U
MPUHIIMIIAMUA CaMOCTOSITENIbHOMN HCCIe0BAaTENbCKOM e TEIbHOCTH;

* (popMupoBaHNE yMEHHUS TPAMOTHO M JIOTHYHO U3JaraTb COOpaHHbIe HAy4YHbIE JaHHbIE
1 MaTepuaibl COOCTBEHHOW MCCIIEI0BATENbCKON 1EITEIbHOCTH.

HauOonee npocrasi, HO oueHb BaykHasi popMa MUCbMEHHON pabOThI B By3€ — 3TO
KOHTpOJIbHAs paboTa. OHa SIBIsETCS 00s3aTEIHHBIM 3JIEMEHTOM CaMOCTOSTEIIbHON PabOTHI
CTYJEHTA U, IPEXKIE BCET0, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U NIEPEIaBaTh
nH(pOpMaLIHIO.

OTOT BUJ MUCBMEHHOM pabOThI MPETyCMOTPEH YUEOHBIMH IUTAHAMU MTOATOTOBKH
OaxanaBpoB M Ha Kadepe apXUBOBEJICHUS MPEUIaracTcsl B paMKax U3yueHus: oOIIHMX KypcoB U
KIIB.

Takxe B mpouecce OOy4eHUs CTYACHTY HPEICTOUT BBIIOJHEHHE KYpPCOBBIX paboT,
KOTOpbIe (POPMHUPYIOT HCCIIEI0BATEIbCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTH3AIMH U
OCMBICJIEHHS YK€ CYIIECTBYIOUIEr0 3HAHUS M HANpaBiI€Hbl HA CAMOCTOSITEJILHOE pEIIEeHHE
HEKOTOPBIX TEOPETHUUYECKUX WU MpakTHUecKuX 3aaa4. KypcoBas paboTa 1eMOHCTpUPYET yMEHUE
paboTaTh € HWCTOYHUKAMH, HCIIOJIb30BaTh JOCTHKEHHUS COBPEMEHHOM Hayku (Hampumep,
UCIIOJIb30BaTh JAOCTHKEHHS apXUBOBEIEHUS, a TAaKKE CMEXHBIX HAyK M HAYYHBIX AMCLUIUINH),
YCHEIIHO pellaTh MOCTABJIEHHBIE 3ajaud, oOpabarbiBaTh U 0000maTh MaTepuan. Hanucanue
KOHTPOJBHON paboThl, MOArOTOBKA M 3alUTa KypCOBOW HMEET psijJ OpraHu3allMOHHBIX U
METOUYECKUX OocoOeHHOcTeH. O3HAaKOMIIEHHWE C JaHHBIMH METOJAMYECKHMHU PEKOMEHIALUSIMU
IIOMOJKET CTYAEHTaM MPaBUJIBHO OPraHU30BaTh CBOIO YUEOHYIO0 M HAYYHO-HCCIIEOBATEIbCKYIO
pabory.

OO0mme TpeOOBAHUS K CTPYKTYPe U COACPKAHUIO MMCbMEHHBIX padoT

Baxxnoil ¢opmoii camocToATeIbHON paboThl CTy/IEHTA SBISETCS KOHTpPOJIbHAs padoTa.
Ona mpenycMoTpeHa AJisi OOJIBIIMHCTBA JUCHMIUIMH y4yeOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeieHUs. Ee HanncaHue npecienyeT 1eab yriyoJeHHOW MpopaboTKU AUCIUIIIINHABIL.

KontponbHas paboTa BBINONHAETCS CTYJEHTaMH B COOTBETCTBHM C TEMAaTHUKOMH,
©XKEeroJHO  yTBepxkmaemoi  kadempoii. KoHTponmbHas pabota  SBISETCS  DJICMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZEHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HanucaHusi KOHTPOJBHOW pPaOOTHI CTYAEHT JODKEH B IEJIOM O3HAKOMUTHCA C
paszenaMu Kypca, MpeyCMOTPEHHBIMH yU4eOHOH porpaMmoi.

Pabora o HanMcaHWIO KOHTPOJILHONW HAUWHAETCS C BBISIBICHUS U U3yUEHUSI HICTOYHHUKOB
U auteparypsl o Teme. [lo okoHuaHuu cOopa U M3y4deHHs JIMTepaTypbl U UICTOUHUKOB CIEIyeT
MPOIyMaTh IJIaH KOHTPOJIbHOU paboThl. CoCcTaBlIeHUE MJIaHa — BayKHAS 4aCTh paOOTHI HAJl TEMOM.
[Inan npexncrasisier co0oii mepedeHb BOMPOCOB, OTPAXKAIOLINX cojJiepKaHue uccienoBanus. Ot
TOr0, HACKOJIBKO YETKO OH MPOJYyMaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kauy€CTBO KOHTPOJIbHOMN
paboTel. B miaH nenecoobpa3Ho BKIOYUTh HaHOOJee BaXKHbIE TEOPETUUYECKUE M NIPAKTUYECKHE
BOIPOCHl TEMbI, KOTOpbIE IIPU HEOOXOAMMOCTH MOTYT OBbITh JAeTanu3upoBaHbl. Kak mpasuio,
pabouuii BapuaHT IU1aHa JOJDKEH ObITh Pa3BepHYTHIM, UTO 00jeryaer paboTy Hall TEMOIA.

B oxoHuaTenbHOM BapuaHTE IUIAH MOXKET OBITh JaH B COKPAIlEHHOM BHJE, HO
00s3aTENIbHBIM YCIIOBUEM MPU 3TOM SBJSIETCS OTPa)XKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIBHOU pa 60oTe. COCTaBICHHBIN TUIaH JODKCH HAWTH OTPaKCHUE B
OIJIaBJICHUU K KOHTPOJBbHOM paboTe. PaboTa N0mKHA BKIIHOYATh TUTYJIBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHUE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIBKUX pa3/eJIOB UM aparpados, 3aK/I04eHNE,
CIMCOK MCTOYHMKOB M JIUTEpaTypbl. Bo BBeAeHMU HEOOXOIUMO KPaTKO PACKPBITh 3HAYEHUE U
aKTyaJIbHOCTh H3Yy4aeMoro Bompoca (TeMbl), Ha3BaThb OCHOBHbIE 3aJauud paboOThl, e€e
XPOHOJIOTHYECKHE PpaMKH, OOOCHOBaTb CTPYKTYpY, JaThb KpaTKUil 0030p HCTOYHHUKOB H
auTepaTypsl 1o Teme. O030p HCTOUYHUKOB U JIMTEPATYPbI HE JOJKEH CBOJIUTHCS K IEPEUUCIICHUIO
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UCIIOJIb30BAaHHOTO aBTOPOM HOPMAaTMBHOTO MaTepuasia M OIyOJMKOBAHHBIX cTaTeil. B Hem
clenyeT JaTh aHallu3 MCTOYHMKOB M JUTepaTypbl. B 3aBucuMocTH OT oObeMa M II€JIEBOTO
Ha3zHaueHUs! paboThl, 0030p UCTOUHUKOB M JIUTEPATYPbl MOXKET OBITh NMPEACTaBICH OTICIbHBIM
naparpadom uiu pa3aesoM B OCHOBHOM 4acTu pabOTHI.

OcHOBHasi yacTb KOHTPOJBHOH pabOThl NOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUU C
IJIAaHOM, OCBEUIaTh COCTOSIHME M COJEP)KaTh aHAJIW3 PacCMaTPUBAEMBIX BOMPOCOB C YYETOM
COBPEMEHHOI'0 YpPOBHS Pa3BUTUSl TEOPETUUECKHUX 3HAHUNW M OIBITa NPAKTUYECKOH pabOThI
apXUBHBIX YUPEKIEHUI B 3TOI 00sacTu.

[Tpu packpbITHH TOH WM UHOM TEMBI CTYIE€HT JOJKEH CTPEMUThCS OAPOOHO U IITy00KO
W3JI0KUTh KPYT BONPOCOB, BXOASIIMX B Hee. [Io Mepe paccMoTpeHHs] maTepuana OTAEIbHbIE
HOJIOKEHUSI KOHTPOJIBHOM paboThl ciieyeT WUTIOCTPUPOBATh MIPUMEPAMH U3 JINTEPaTyphl U, 1O
BO3MOXXHOCTH, W3 MPAaKTHUKUA pabOThl KOHKPETHBIX APXMBOB C 00S3aTENbHBIMU CCHUIKAMHM Ha
JUTEpATypy U UCTOUHUKHU. B 3aKimroueHNH KOHTPOJIBHON pabOoThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUUECKOH M MpPaKTUYeCKOl pa3paboTku BompocoB. CIHCOK HCTOYHUKOB M JIMTEPATYpPbI
npezcTaBisieT co0oi MepedeHb HCMOIb30BAHHBIX paboT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(haMuIMK ¥ MHULIMAJIBI aBTOpa (aBTOPOB), Ha3BaHUE PAOOTHI, MECTO, BPEMsI €€ OIyOJIUKOBaHUS U
CTPaHHULIBI.
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IIpuioxkenue 1

Annomauua oucyuniunvl (Mooyns)

JucrtunnnHa «YpasieHne nHdopMaluei u T0KyMEHTalUe 3a pyoekoM» pean3yeTcst
Ha (aKylIbTeTe apXHUBOBEACHHUS U JOKYMEHTOBEIEHUS Kadeapoil aBTOMAaTU3UPOBAHHBIX CHCTEM
JIOKYMEHTAIlMOHHOTO 00ecrieueH s yIpaBIeHUs.

lenp AMCUMIUIMHBI - HW3Y4YEHHME TEOPETUYECKUX MpOOJeM U TNPHUKIAJHBIX ACIEKTOB
ynpaBieHus: “HpopMarei u 10KyMeHTaluei 3a pyoexxom.

3anauu:

- M3y4yeHHE TOJUTHKH MEXIyHAPOJIHBIX oOpraHuzauuii B cdepe ynpaBlieHUs
UH(POPMALMOHHBIMU PECYpPCaMU;

- U3y4€HHE OCHOBHBIX MEXAYHAPOIHBIX IPOEKTOB IO COXPAaHEHUIO IU(POBOI0O HACIEIUS;

- U3y4YeHHE OCHOBHBIX MEXIYHApOJHBIX OOLIECTBEHHBIX OpPraHU3ALMM, 3aHUMAIOIINXCS
npobiieMaMu yripaBieHHsI UH()OPMAIMOHHBIMU PECYPCAMU;

- U3YYEHHE CYLIECTBYIOIIUX OPraHU3allMOHHBIX (OpM YIpaBieHHs] UHOOPMAIIIOHHBIMU
pecypcamu 3a pyOexKoM;

- pacCMOTpEeHHE BOINPOCOB 3aKOHOJATENFHOIO M HOPMAaTHUBHOI'O PETyJIMPOBAaHUs pabOThI
¢ MH(POPMAIIMOHHBIMH pecypcamu 3a pyOexoM;

- OCBELICHME JIEATEIBHOCTH  3apyOeXHbIX  OpraHu3alMii 1O  YIpPaBJICHHIO
MH(GOPMAILIMOHHBIMU PECypcaMu;

- HCCJIeZIOBAaHNE COBPEMEHHBIX TEXHOJIOTHH paboThl ¢ MH(POPMAITMOHHBIMU PECypCaMu 3a
pyoexoM.

1.2. ®opMupyemble KOMIIETEHIIMH, COOTHECEHHBIE C TUIAHUPYEMBIMH pe3yJibTaTaMu
00yuyeHHs M0 JUCLUIUINHE!

JlMcuuIuinHa HanpasieHa Ha pOPMUPOBAaHUE CIETYIOMUX KOMIIETEHIIMA:
¢ [IK-2 CnocobeH opraHu3oBaTh U OCYLIECTBIIATH JOKYMEHTAMOHHOE OOecreueHue
yIpaBJIeHUs B OpraHU3alMaX pa3IMyHbIX OPraHU3allMOHHO-IIPABOBBIX (GOpM U GopM
COOCTBEHHOCTH, TOCYTAPCTBEHHBIX OPraHax W OpraHax MECTHOTO CaMOYTIPaBJICHUS
e JIK-5. CnocobeH opraHn3oBaTh ONEpaTUBHOE U apXMBHOE XpaHEHHE JOKYMEHTOB B
opraHm3aluiax pa3jJIndHbIX q)OpM CO6CTB€HHOCTI/I, roCyJapCTBECHHBIX OpraHax M opraHax
MECTHOTO CaMOYyIpaBJIeHUs

B pesynbrare ocBOeHUS AUCHUTIIMHBI 00yYaIOIIUNCS TOKEH:

3HaTh:

TEOPETUYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0EeCTIeUeHUs YIIpaBICHUS

OCOOCHHOCTH  IIOCTAHOBKH  JIOKYMCHTAIIHOHHOTO  OOECICYCHHUs  YIPABJICHUS B
OpraHu3alMAX pa3IMYHBIX OpPraHU3AIMOHHO-NIPABOBBIX (opM ©  (GopM COOCTBEHHOCTH,
FOCYI[apCTBeHHI)IX opraHax 158 opraHax MCECTHOI'O CaMOYHpaBJ'ICHI/ISI

coctaB (QyHKUUH CIIyX0 JOKYMEHTAIIMIOHHOTO 00eCTIeueHUs YIIPaBICHUS

TeOpeTI/I‘IeCKI/Ie, HpaBOBI)IG U MCTOANMUYECCKHEC OCHOBBI OHGPaTI/IBHOFO u apXI/IBHOFO
XpaHEHUsl JOKYMEHTOB B OPraHU3alUAX Pa3IuYHbIX (OpPM COOCTBEHHOCTH, rOCYIapCTBEHHBIX
OpraHax nu opraHax MECTHOTI'O CaMOYHpaBJICHI/ISI B HpaKTquCKOﬁ OCATCIIBHOCTHU

MpaBujia OpraHU3aIMK ONEPATUBHOTO U aPXUBHOTO XPaHEHUS JOKYMEHTOB

coctaB (YHKIHMI apXWBOB M MOJpa3[eieHUl MO JTOKYMEHTAIIMOHHOMY OOECIEYEHHUIO
yHOpaBleHUs M0 OpraHU3aIMKi ONEPATUBHOTO U ApXUBHOTO XPaHEHUS JOKYMEHTOB

YMmerThb:
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NIPUMEHATHh TEOPETHUECKUE 3HAHUS MTPU OPTaHU3aLUH JIOKYMEHTAIIMOHHOTO 00ecTedeHus
yIpaBiIeHUS

OpraHu30BaTh JIOKYMEHTAIlUOHHOE oOOecreueHre B  OPraHM3alUsAX  PazIHYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (HOPM U POPM COOCTBEHHOCTH, FOCYAAPCTBEHHBIX OPraHax U opraHax
MECTHOI'O CaMOYIIPABJICHUS yIIPABICHUS

OpPraHM30BbIBATh OINEPATHBHOE M AapXMBHOE XpaHEHHE [OKYMEHTOB B OpraHM3alMsIX
pa3nuyHbBIX (QOpPM COOCTBEHHOCTH, TOCYAAapCTBEHHBIX OpraHax M OpraHax MECTHOTO
caMOyIIpaBJICHUS

OCYWIECTBIIAATh pabOTy MO JOKYMEHTAMOHHOMY OOECIEYEHUIO YNpPaBIEHYECKUX
MIPOLIECCOB

IIPUMEHSTH 3HAHWE TEOPUU apXUBHOTO JIENA B IPAKTUYECKON JAESITEIBHOCTH

BBINIOJIHATH KOMILIEKC paboT MO ONepaTUBHOMY M apXMBHOMY XPaHEHMIO TOKYMEHTOB B
OpraHu3alysaX pa3IUuYHbIX (OpPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M oOpraHax
MECTHOTO CaMOYIIpaBJICHUS

Biaagern:

METOJI0JIOTHEN JOKYMEHTAI[MOHHOTO O0eCTIieueHus yIpaBiIeHUs

HaBBbIKAMHU COBEPIIEHCTBOBAHUS CUCTEMbI JOKYMEHTALMOHHOTO 00eCIIeUeHus YIIPaBICHHS

HaBbIKaMU JJOKYMEHTUPOBAHUS YIPABIEHYECKUX MPOLIECCOB U pabOThl JOKYMEHTalueH B
OpraHu3alysaX pa3IMyHbBIX OPraHU3aIMOHHO-TPAaBOBBIX GopM U (HOpM COOCTBEHHOCTH,
roCy/apCTBEHHBIX OpPraHax U opraHax MECTHOI'O CaMOYIIPaBJICHUS

HaBbIKAMU TPUMEHEHUS MPABOBBIX HOPM B c(epe apXMBHOTO Jiesia IPU OCYLIECTBICHUN
ONEPaTUBHOTO W AapXMBHOIO XpAHEHUS JOKYMEHTOB B OpraHU3alUsiX pa3iuuHbIX ¢GopM
COOCTBEHHOCTH, TOCYJApCTBEHHbIX OpraHax UM OpraHax MECTHOIO0 CaMOYIIPaBJIEHHUS B
IPAKTUYECKOHN JeSITEeIbHOCTU

HaBbIKAMU 00Pa0OOTKHU M MOATOTOBKHM JOKYMEHTOB JJIsl TEKYILErO M apXUBHOT'O XpaHEHHUs

HaBbIKaMU COBEPIIIEHCTBOBAHUS ONEPATUBHOTO U ApPXMBHOTO XPaHEHUsI TOKYMEHTOB

[lo qucuuIuMHE NpeaycMOTpeHa IPOMEXKyTOUHAs aTTecTalus B GopMme 3auema.

OO61mas TpyA0€MKOCTh OCBOEHUS TUCLHUIUIMHBI COCTABISAET 3 3a4eTHBIX €IMHUILL.



