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1 TIlosicHuTe/JbHAsI 3aIIUCKA
1.1 Ileap v 33024 JTUCHUTNIMHBI

Heanb

JTUCIHUIIINHDBI:

aTh CTYAEHTY

IIOJIHOC

MMpEaACTaBJICHUC 0

JOKYMCHTOBCACHNH KaK Hay‘IHOfI JUCHHUIIIINHE, J'IG)K&HIGI\/'I B OCHOBEC BBI6paHHOFO WM HallpaBJICHUSA

«JlokymeHTOBeZleHHEe U apXUBOBeACHUE» U 0o0pa3oBaTenbHOM mnporpamMmbl «HbopMalnoHHO-

AOKYMCHTAIHUOHHOC obecrneucHue YHUPABJICHU).

33}13‘{1/[ AUCHUIIJIMHBI:

—IPOCICINTDb UCTOPUIO MTOABJICHUA U PASBUTHUA JOKYMCHTA

— IPOCJIETUTH UCTOPHUIO MOSBICHUS MPOPECCUH «TOKYMEHTOBE

—IIPpOCICIUTL HCTOPUIO TIOABJIICHHUA W Pa3BUTUA JOKYMCHTOBCIACHUS KaK HaquOﬁ

NUCHUIIINHBI

—OMpeaACIINTb MECTO JOKYMCHTOBCACHUA B CUCTEMEC HAYYHBIX OUCHUILINH

MO3HAKOMUTH C OOIIMMU TPeOOBAaHUSIMHU K YPOBHIO MOATOTOBKH OakajiaBpa MO HaIpaBIICHUIO

((I[OKYMGHTOBCI[GHI/IG " apXHUBOBCIACHUCH, €TO 3HAHUAM U YMCHUSIM.

1.2 IlepeveHb NIaHMPYyeMBbIX Pe3yJIbTATOB 00y4YeHHs MO0 AUCHUILIHHE,
COOTHECEHHbIX C MHAMKATOPAMM /I0CTHKEHUSI KOMIIeTeH M i

IIK-2. CriocobeH opraHu30BaTh H OCYIIECTBISATh
JOKYMEHTALIHOHHOE 00eCIIeUeHUE YIIPABICHUS B
OpraHU3alMAX PA3INYHbIX OPraHU3aLHOHHO-
mpaBoBbIX GopM u popM COOCTBEHHOCTH,
roCyJapCTBEHHBIX OpraHax U OpraHax MECTHOT'O
CaMOYIpaBJICHHUS

[IK-2.1. ITpumenser
TeopeTHYeCcKre 3HaHU B chepe
JIOKyMEHTAIMOHHOTO 00ECTICUCHNUS
YIPAaBJICHUS B MPAKTHUECKOH
JIeSITeTTBHOCTH

3namo: meopemuueckue ocrogul
OOKYMEHMAYUOHHO20 06eCheyeHus.
VApAeLeHuUs.

Ymemn: npumensme meopemuueckue
npu op2aHu3ayuLu OOKYMEHMAYUOHHO:
obecnevenus ynpasieHus.

Braoemw: memoodonozueti
OOKYMEHMAYUOHHO20 0becneyenus.
YynpaeneHus

IIK-2.2. Opranusyet
JIOKyMEHTAI[HOHHOE 00ecIieyeHne
YIpaBJIeHUS B OPTaHU3AMAX
Pa3IMYHBIX OPTraHU3aMOHHO-
MpaBOBBIX GopM U Gopm
COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax U OpraHax MECTHOTO
caMOyIpaBlICHUs

3nams: ocobennocmu nOCMAHOBKU
OOKYMEHMAYUOHHO20 0Decneverus
VAPAGNIEHUSL 8 OP2AHUZAYUSIX PAZIULHE
OP2aHU3AYUOHHO-NPABOGBIX POPM U (
cobcmeeHnocmu, 20Cy0apCmeeHHbIX ¢
U OP2aHAX MECTHO20 CAMOYNPABIEHU:
Ymemo: opeanuzoeamv dokymenmayt
obecneueHue 8 OP2aHU3aAYUSIX PA3IUYH
OP2aHU3AYUOHHO-NPABOBLIX POPM U
cobcmeeHHOCmU, 20CYOAPCMBEHHBIX ¢
U OP2aAHAX MECMHO20 CaMOYNPAGIEeHU:
YynpaeneHus.

Braodems: nagvikamu cogepuiencmeo
cucmemvl QOKYMEHMAYUOHHO20 06eck
ynpasnenus

[1K-2.3. Bemmonusiet padoty 1mo
JIOKyMEHTAIHOHHOMY
00€CIIeUeHHIO YIIPABIEHUIECKUX
MIPOLIECCOB B OPraHU3aIMAX
pa3UUHBIX OPraHU3aI[MOHHO-
paBoBbIX (GopM u Gpopm
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax u opraHax MECTHOTO
caMOyIpaBIICHHs

3namv: cocmas ynxyuii ciyxco
OOKYMEHMAYUOHHO20 06ecneyeHus.
ynpaenenus

Ymems: ocywecmenamo pabomy no
OOKYMEHMAYUOHHOMY 06eCheyeHuio
VAPABLEHYeCKUX NPOYeccos
Brnaoemy. nasvikamu dokymenmupos
YHPABLEHYeCKUX npoyeccos u paboms
O0OKYyMeHmayuell 8 OpeaHu3ayuaX pas;
Op2aHU3AYUOHHO-NPABOEHIX POPM U {




CO6CWI6€HHOCW!M, zocydapcmeeHHbzx C
U op2anax Mecmmnoco camoynpasileru:

ITK-5. CnocoGeH opraHu3oBaTh ONEpaTHBHOE U
apXMBHOE XpaHEHUE JOKYMEHTOB B OpraHU3alMsIX
pa3nuuHbIX GOPM COOCTBEHHOCTH,
rOCYIapCTBEHHBIX OpraHax U OpraHax MECTHOTO
CaMOYIIPaBICHUS

[IK-5.1. Ucnons3yet
TEOPETHUYCCKHE, TIPABOBBIC H
METOJMYECKUEC OCHOBBI
OMEPATHBHOTO ¥ APXUBHOTO
XpaHeHUsI IOKyMEHTOB B
OpraHH3alHsIX Pa3IuuHbIX POpM
COOCTBEHHOCTH, TOCYJAPCTBEHHBIX
opraHax u opraHax MECTHOTO
caMOYIpaBIIeHUs B TPAKTHYECKOM
JESITeIbHOCTH

3HaTh: TEOPETHYECKHUE, TIPABOBBIE 1
METO/IMYECKHE OCHOBBI ONIEPaTHBHOTC
apXMBHOT'O XpaHEHUs! JOKyMEHTOB B
OpraHU3alKAX Pa3IuIHbIX Gopm
COOCTBEHHOCTH, TOCYJaPCTBEHHBIX Of
OpraHax MECTHOT'O CaMOYIIPABJICHH
MIPAKTHYECKOH JAeSATEILHOCTH

YMeTb: IPUMEHSTh 3HAaHHE TEOPHH ap
Jie1a B PaKTUYeCKON IesTeIbHOCTH
Bianers: HaBbIKaMH IPUMEHEHUSI P2
HOPM B c(hepe apXHUBHOTO JieNa IpH
OCYIIECTBIICHUH OTIEPATHBHOTO U apX
XpaHEHHsI JOKYMEHTOB B OpraHU3allH:
pa3nuuHbIX (OPM COOCTBEHHOCTH,
TOCYAApCTBEHHBIX OPTaHaX U OpraHax
MECTHOT'O CAaMOYIPABJICHHS B IPAKTH
JesATeITbHOCTH

[TK-5.2. Opranusyer ornepaTuBHOE
1 apXUBHOE XPaHEHHE JOKYMEHTOB
B OpTaHM3alMAX PA3IUYIHBIX Gopm
COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M OpraHax MECTHOT'O
caMOyIpaBlIeHUs

3HaTh: NpaBHIa OPraHU3alKH OTIepaT
1 apXHBHOTO XpaHEHHs JOKyMEHTOB
YMeTb: OpraHH30BbIBaTh ONIEPATHBHO
apXUBHOE XpaHEHHE JOKYMEHTOB B
OpraHM3aIHsIX Pa3IuuHbIX (HOPM
COOCTBEHHOCTH, T'OCYJAPCTBEHHBIX Of
OpraHax MECTHOI'O caMOYIIPaBJIeHHs
Bnaners: HaBbIkamu 00pabOTKU U
MTOJITOTOBKH JTOKYMEHTOB JIJIs TEKYIIIE
ApXMBHOTO XpaHEHUs

[1K-5.3. BermonaseT paboTs! 1Mo
OTIEpPaTHBHOMY U apXHBHOMY
XpaHEHHUIO JOKyMEHTOB B
OPTaHM3AIMSX Pa3TUIHBIX HOpPM
COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax U OpraHax MECTHOTO
caMOyIpaBIICHUs

3HaTh: cOCTaB (QYHKIMI apXHUBOB U
MTOIpa3AeIeHIH IO IOKYMEHTAMOHH
00€ECIICUCHNIO YIIPABICHHUS 110 OPTaHM
OTIEPAaTHBHOTO W apXUBHOTO XPaHEHH:
JOKyMEHTOB

YMeTh: BBINOTHITE KOMIUIEKC PaboT I
OTIepaTHBHOMY M apXMBHOMY XpaHEHY
JIOKYMEHTOB B OpraHHU3alUsX pa3iinyt
(hopM COOCTBEHHOCTH, FOCYJapCTBEHE
OpraHax M opraHax MECTHOTO
caMOyIpaBJICHUS

Braners: HaBBIKaMM COBEPIICHCTBOB
OTIEPAaTHBHOTO M apXUBHOT'O XPaHEHHS
JIOKYyMEHTOB

1.3 MecTo TMCUMILIMHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTe/IbHOM

Hucuuniuba  «YmpaBieHue

ACATCIIBHOCTHN»

NpOrpaMMbl

JOKYMCHTaMU KakKk

o0Jracte

npo¢ecCuoHATBHON

OTHOCUTCS K 4YacTH, (OPMHPYEMOHl ydacTHMKamMH OOpa30BaTENbHBIX OTHOIICHUH OJ0Ka

JTUCIUILIINH y4eOHOTO TUTaHA.

Jlns ocBOeHUs AMCHUIUIMHBI (MOOYis) HEOOXOMUMBI 3HAHHWS, YMEHUS M BIIAJICHUA,
chopMHpOBaHHBIE B X0/ U3YUEHHUs ciemyoumx aucuumui: «Mctopus Poccun 1o navana XX
BeKay, «Mcropust Poccun Hogeliliero BpeMeHm».

B pesynbTare OCBOCHMS IUCHMIUIMHBI (MOIyJsl) (OPMHUPYIOTCS 3HAHUS, YMEHUS U

BJIQ/ICHUS, HEOOXOJUMBIE Il U3YUYEHMs CIACAYIOLIUX TUCUUIUIMH (MOIyJiel) U MPOXOKIECHUS



npaktuk:  «JlokymenroBenenue», «KaapoBoe  J1€JI0MPOU3BOJCTBOY,

«PerynupoBanue

AOKYMCHTAITUOHHOT'O obecrneueHHs YHOpaBJICHUA B AAMUHUCTPATUBHBIX PETIIAMCHTAX» U AP.

2 Crpykrypa IUCHUILINHBI

OO6mmas TpyA0€MKOCTh TUCIMIUIUHBI COCTAaBISIET 3 3.€., 108 4.

CTpyKTypa JUCHUNJIMHBI AJsl 04HOH ()OpMBbI 00yUeHUsI

O0bemM muCHMIUIMHBI B ()OpME KOHTAKTHOW PabOTHI OOYYAOIIMXCS C MEJaroru4ecKuMU
paboTHHUKaMU U (UJIH) JIMIIAMH, TIPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha

WHBIX YCJIOBUSIX, IPU MPOBEACHUH YUEOHBIX 3aHATUH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuecTBo
4acoB
2 Jlexmum 24
2 CemuHapbl/1a00paTOpHbIE pabOTHI 36
Bcero: 60

O0BeM AUCIUIUIHHBI B (hOpME CaMOCTOITEIbLHON PabOThl 00YYAIIIMXCS COCTaBIsAET 48

aKaICMHUYCCKUX 4aCOB.

CTpyKTypa AUCHUIIMHBI 115l 04HO-3204HOI (POpMBbI 00yUeHUsI

O0beM TuCIUIUIMHBI B ()OpME KOHTAKTHOW PaOOTBI OOYYAIOMIMXCS C TEAaroru4ecKuMHU
paboTHUKaMU U (UJTK) JIMIIAMH, TIPUBJICKAEMBIMHU K peasi3aliii 00pa3oBaTeIbHOM MPOrpaMMbl Ha

MHBIX YCIOBUSX, IPYU IPOBEACHUM YUEOHBIX 3aHATU:

Cemectp | Tun yueOHBIX 3aHATHIA KomnyectBo
4acoB
2 Jlekuu 14
2 CeMuHApHI/1a00paTOPHBIE PAOOTHI 22
Bcero: 36

O0beM TUCIMITIHHEIL B (popMe caMOCTOATEIbHON PabOThl 00YYAIOIINXCS COCTABISET 72

AKaJCMHNYCCKHUX 4aCOB.

CTpyKTypa IMCUMILIMHBI I 3204HO0 ()OPMBbI 00yYeHUs

O0beM JUCIUTUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYaromuXxcs ¢ MeJaroru4ecKuMu
paboTHUKaMU ¥ (WIH) JTUIIaMU, TPUBJICKAEMBIMHU K pear3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha

HHBIX YCJIOBUAX, ITPHU IIPOBCIACHUN y‘Ie6HBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexun 8
2 CeMuHapb1/1a00paTOPHBIE PAOOTHI 12




Bcero:

O0beM TUCIMITIMHBI B (hopMe caMOCTOATEIbHON paboThl 00YUAIOIINXCS COCTABIACT 88

aKaICMHUYCCKUX 4YaCoOB.

3 Copaepxkanue TUCUUILINHBI

HaumeHoBaHue pa3aejia AMCHUITJINHbI

Coaep:kanmne

Pa3zpnen 1. AkTyajabHOCTB
AOKYMEHTAIHOHHOI0 00ecreYeHust
ylpaBJieHUsl ¥ IOTPeOHOCTH B

rPaMOTHBIX KaJapax

- “HpOpMAIHsI — OCHOBA TIPUHSITHS JIFOOOTO
peleHus

- TOKYMEHT KaK HOCUTEIIb HHPOpMAIUU

- poJib MH(OPMAIIUH B COLUATEHO-YKOHOMHYECKHUX
mporeccax

- nH(OpMaLKS B Pa3INYHBIX Cpeaax: AMEKTPOHHOU
Y TPAJAULIMOHHON

- poct 00BEeMOB HH(pOPMALIIH

- yOpaBlieHue HHPOPMAIIHOHHO-
JIOKYMEHTAIMOHHBIMH pecypcamMu

- "H()OPMAITMOHHO-OKYMEHTAIIHOHHOE
00cy>)XKMBaHUE KaK TJIaBHAs 00eCIeYnBaroIIast
(GyHKIHS yIIpaBIeHUs, BBITIOJHICMAs
CHEIMAIMCTaMH, UMEIOIIUMU TPO(ECCUOHATIFHYIO

MOATOTOBKY

Paznea 2. [lousaTne «undgopmanusd» u
«10KYMEHT», HX B3aUMOCBSI3b

- TOHATUS «uHbOpMaALUs» U «JIOKyMeHT». CBs3b
uHbopMalmu U JnokymeHta. Ponbp umHbopmanuu B
COIIMANBHBIX M  SKOHOMHUYECKHMX  IpOLeccax.
Nudopmanus KaK OCHOBa TIPUHSATHS
YIPaBIE€HYECKOTO PEIICHUS.

- BO3HUKHOBEHHE JOKyMEHTa, €ro Ha3HauYCHHE.
[TonsiTHE  «IOKYMEHT», ero TpaHCchopMaIusl.
JIOKYMEHT - OOBEKT HCCIICIOBAHUS TCOPCTHUECKUX
U MIPUKJIAIHBIX JVCIIUILINH. [IpaBoBoii,
YOpaBIEHYECKUI, HCTOPUYECKHI  acleKThl B
ONpEeNIeJICHUN JOKYMEHTa. PaciimpeHue MNOHATHS
«JIOKYMEHT» C pa3BUTHEM HAyKH U TEXHUKHU.
[ToHsTHE «3NEKTPOHHBIA TOKYyMEeHT». OnpeneneHue

AOKYMCHTa B rocyJapCTBCHHBIX CTaHJapTax.




[TonsiTHE «AOKYMEHT)» B TOKYMEHTOBEACHUHU.

- 3aKOHOJATeNbHbIE aKThl 00 00sA3aTeIbHOCTU
NOKyMeHTupoBaHua uHpopmauuu. Haznauenue
JMOKYMEHTHOW uH(popMmaruu. dakTopsl, BIUSIOLINE
Ha UHQOPMALMOHHYIO IEHHOCTh JIOKYMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(pOpPMAIUU OT HOJHOTHI,
00BEKTUBHOCTH, IOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefauyd M TOJYYEHHUs, TMEePUOJAMYHOCTH WIHU
4yacToThl nepepauu. OnepaTuBHAs U UCTOpUYECKast
(peTpocnieKTHBHAs) JOKYMEHTHasi MH(OpMaIus Kak

enuHast nHGOpMaIMOHHAs CUCTEMA.

Pasnen 3. UcTopus nosiiieHust
CIEeNMAJIBHOCTH U ee pa3BUTHE B

JA0PEBOJIOLUMOHHBIH MEePUoI

- HICTOPUYECKUI XapaKTep JOKYMEHTOB U
JIOKYMEHTUPOBaHUS

- HHCTUTYT IUIOMIA/IHBIX NOJBAYNX KaK 3apOXKICHUE
PYCCKOT0 HOTapuara

- COCTaB JIOJDKHOCTHBIX JIMLL (CITYKHJIBIX JIFOJIEi) B
yupexnenusax XV-XVII Bs.

- LITaTHBIN COCTaB M JIOJKHOCTHBIE 00sI3aHHOCTHU
pabotHukoB KaHuemsipuu X VIII B.

- Tabenb 0 paHrax

- IITaTHBIN COCTAB U JIOJDKHOCTHBIE 00S3aHHOCTH
KaHUEeApcKux ciykamux XIX-nayana XX BB.

- IOSIBJICHHE KEHCKOTO TPpy/ia B cepe ynpaBIcHUs

B koHIe XIX-Hauajse XX BB.

Pazpnen 4. Cay:x6a
AOKYMCHTANHOHHOI'0 of0ecreyeHus

yIpaBJ/ieHHs B COBETCKUI Mepuo

- Beapenne npuniunoB HOT B cdepy ynpasnenus
B 1920-¢ rT.

- IKK-HK PKU — Oprctpoit — UTY u ux paboTsl
M0 pallMOHAIN3alUK rocamnmnapara

- pa3pabOTKH MHCTHTYTAa TEXHUKHU YIIPABJICHHUS B
00J1aCcTH JEIONPON3BOICTBA

- TIOSIBJICHUE U Pa3BUTHE OPITIPOCKTUPOBAHUSA

- opranuzanus 1OV B 1930-50 rr.

- IOCTAHOBKA 3a/1a4ll COBEPILIEHCTBOBAHUS
yIpaBiieH4ecKoro Tpyaa B 1950-e roapl

- HeoOXxoauMocTh pa3padbotku EI'C/]




- NOTPeOHOCTh B KBAIM(UIIMPOBAHHBIX KaJpax s
paspabotku u BHenpeHus: ETCJl B 1950-x rrT. u
HAYaJIo MOATOTOBKH CIIEIUAINCTOB-
nokymeHnToBesioB B MIMAU B cenTsiope 1960 r.

- [TocranoBnenue Cosera MunuctpoB PCOCP ot
08.05.1964 «O06 yBenn4eHnH BBITyCKA CPECTB
MEXaHU3aIUH JeIONPOU3BOJICTBA U YIIyUILIECHUN
MOJTOTOBKU KaJpOB IO JIEIOMPOU3BOJACTBY» U
otkpeitue B MI'MAU daxynbrera
roCyapCTBEHHOTO JIEJI0IPOU3BO/ICTBA.

- pa3BUTHE CIIEHHAIBHOCTU B KOHIE 1980-X rT.

- OTKPBITUE (PaKyJIbTETOB B IOHEIIKOM,
CBEP/JIOBCKOM TOCYAapCTBEHHBIX YHUBEPCUTETAX,

MOCKOBCKOM MHCTUTYTE yIIPABIICHHUS.

Paszgea 5. U3MeHeHue 3a1a4 C1yKObI - HoBbIe 3anaun ciyx061 IOY B TOCT P UCO
JOY B XXI B. [losiBJIeHHE NOHATHI:
«JIeKTPOHHBIH TOKYMEHT0000pPOT» U
«YrnpasjeHne J0KyMeHTAMI» - BHEIPEHHUE MEKIyHAPOIHBIX CTAaHAAPTOB

15489-1-2007 «YnpaBiieHHE JOKyMEHTaMU»

MCHCPKMCHTA Ka4YCCTBA B YIIPABJIICHHUC

- peanu3aluy IporpaMMbl « JIEKTPOHHOE
IPaBUTEIILCTBO»

- AIMUHUCTPATUBHBIC CTAHAAPTHI — IIar K
HPO3Pa4YHOCTH YIIPABIICHU

- YBCJIIMYCHHUC 1'[0Tp66HOCTI/I B crieiuajInucrax I1o
JIOVY B yci0BusiX NepecTpoiiku SKOHOMUKHU CTPaHBbI;
noscemecTtHoe BHeapenue ACIIOY, nporpamm
JIEKTPOHHOI'0 TI0KyMEeHT0000poTa. OTKpBITHE

CIICIHUAJIBHOCTH BO MHOTHMX BYy3aX CTpPaHBI.

Pa3nen 6. TpeGoBanus - o01He TpeOOBaHUS, IPEIBSIBIIEMBIC K
o0pa3oBaTebHBIX U

BBIIIYCKHHUKY, ITOJIYUAKOIIIEMY BBICIIICC
npodecCHOHATBHBIX CTAHIAPTOB Y Y, MOy YaroIIeMy

ryMaHUTapHOE 00pa3oBaHUE

- TMCUUIUIAHBI, TAIOIIE STH 3HAHUS ¥ YMCHUS
- TpeOOBaHUS K 3HAHUSMU B MPAKTHUECKOHU U
npohecCHOHATBLHON e TEbHOCTH

- IUCLIAILUINHEI 0a30BOr0 IIUKJIA

- JUCHUILIMHBI BApUATHUBHOT'O LIUKJIA
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- 3HaHU, MoJIydaeMble OakagaBpaMu MPH U3YYEHUH
JTMICIUTUTAH 0a30BOTO W BAPUATHBHOTO IIUKJIOB

- KOMIUIEKC 3HAHUM O JOKYMEHTAaX,
3aKOHOMEPHOCTSIX JOKYMEHTOOOpa30BaHHUS,
CUCTEMAaX JOKYMEHTALMH B YUPEXKICHUSX,
OpraHu3alusIX, IPEAIPUITUIX Pa3TIUnIHbIX
OpraHHU3aIIOHHO- MTPABOBBIX (PopM,
uHGOPMaIMOHHO-T0KYMEHTAIIMOHHOM
oOecrieyeHnH yrpaBiieHUs (0T CO3JIaHHsI JOKYMEHTa
JI0 CZJauy €ro B apXUB U YHUUTOXKEHHUS)

- 3HaHUS U YMEHHUS, [T0JIly4aeMble OaKaJaBpoM IpH
OCBOEHUU JAUCLUHUIUIMH 0230BOT0 U BApUATUBHOTO
LIUKJIOB

-TpeOOBaHMS K UTOTOBO BBIITYCKHOM
KBATH(UKAIIMOHHON paboTe U TOCYy1apCTBEHHOMY
3K3aMEHY

- BUJIbI U 0OBEKTHI PO ECCHOHATILHON

ACATCIIBHOCTH

4 OoOpa3oBaTejibHbIE TEXHOJOTUH

Jlnist mpoBeieHus y4eOHBIX 3aHSATHIH 110 JUCIUIUINHE UCTIOJIB3YIOTCS pa3INuHbIe 00pa30BaTeIbHbIC
TEXHONOTUH. J[1s1 opranuzanuu y4eOHOro mporecca MOXeT ObITh HCIIOJIBb30BAaHO 3JIEKTPOHHOE
oOydeHue u (1) TUCTAaHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHH.

5.1

S OueHka WJIaHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI
Cucrema oueHUBaHUA

DopmMa KOHTPOJIA Makc. K0JIHM4eCTBO 0aJL10B
3a oany Bcero
padory

Texywuti KoHmponw.

- onpoc 5 6annos 10 bannos
- ceMuHapul 3 6annos 426ann06
- KOHmMpOIbHAsA paboma 8 bannos 8 6annos

Ilpomesicymounas ammecmayus 8 6ude umo2oeou 40 40 6annos

KOHMPOJIbHOU pabomul

Hmoeo 3a cemecmp (Oucyuniumy) 100 6annos
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[Toy4eHHbII COBOKYMHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IITIKATy OIICHOK U B
IIKaly olleHOK EBporneiickoii cucteMbl iepeHoca u HakorieHus kpenutoB (European Credit
Transfer System; nanee — ECTS) B COOTBETCTBHHM C TaOIHIICH:

100-6anmpHas TpaionHas mkata [xama
IKajia ECTS
95-100 A
2304 OTJIMIHO B

68 — 82 XOPOIIIO0 3a4TE€HO C

56 — 67 D
50_55 YIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJOBJIETBOPUTEIHHO HE 3a4TCHO F
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5.2 Kpwutepum BbICTaBJIeHUSI OLEHKH MO JUCUMUILINHE

Bamnel/
HlIkama ECTS

OrneHKa 110
IUCIIAIIINHE

Kputepuu onieHKH pe3ynbTaToB 00y4eHUs MO0 JUCIUILTHHE

100-83/
AB

«OTJIHUYHO»

BricTaBisieTcst 00yJaronemycsi, €Clid OH TITyO0Ko u
MPOYHO YCBOWJI TEOPETUICCKHIA U MPAKTHUECKUH
Marepuall, MOKET MPOJIEMOHCTPUPOBATH ATO HA 3aHATHSIX U
B X0JI¢ IPOMEKYTOUHOW aTTECTAIIHH.

OOyuaroIuiicst KICYSPIBIBAOIIE U JIOTHYECKH CTPOHHO
u3jaraet yueOHbIH MaTepuall, YMEET yBI3bIBATh TCOPHUIO C
NPAKTHKOH, CIIPABIISIETCS C PELICHUEM 3a/1a4
npoeCCHOHATLHON HANIPAaBICHHOCTH BEICOKOTO YPOBHS
CJIOXHOCTH, IMPAaBUIIBHO OGOCHOBBIBaeT IIPUHATHIC
pereHuMs.

CB00OHO OpUEHTHPYETCS B YUeOHOH U
npoQeCCUOHATBLHOM JTIUTEpaType.

OrneHka no JUCIUIUIMHE BBICTABISAIOTCA 00Yy4arOIIEeMYycCs C
Y4ETOM pE3yIbTAaTOB TEKYILEW U IPOMEKYTOYHOU
aTTeCTalUu.

Komnerenuuu, 3akpeni€éHnble 3a TUCHUIIMHOM,
c(hopMHUPOBaHbI HA YPOBHE — «BBICOKHIDY.

82-68/

«Xopouio»

BricTaBisieTcst 00yJaromemycsi, €Clid OH 3HaeT
TEOPETHUYECKUI U MPAKTUUECKUN MaTepua, PaMOTHO U TIO
CYLIECTBY M3J1araeT €ro Ha 3aHATUSAX U B XOJ€
MIPOMEKYTOUYHON aTTECTAllMH, HE I0ITyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicst MpaBUJIbHO MPUMEHSIET TEOPETUYECKHE
MOJIOKEHUS MIPU PELIEHUH MPAKTUYECKUX 3a]1a4
npodeccuoHaNbHOM HAMIPABICHHOCTH PA3HOTO YPOBHS
CJIOHOCTH, BJIAJICET HEOOXOUMBIMHU JIJISl 3TOTO HABBIKAMH
1 IPUEMAMHU.

JlocTaTouHO XOPOIIIO OPHEHTUPYETCS B yUeOHOU U
npodeccuoHanbHOM JTUTEepaType.

OreHKa 1o TUCIUTUIMHE BBICTABIISIOTCS 00YJarOIIEMYCs C
Y4ETOM PE3yIbTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCcTaluu.

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

67-50/
D.E

«YOOBJICTBOPH-
TCIIBHO)

BricTaBnsiercs oOy4aromiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepuall,
JIOTTYCKaeT OTJENbHbIE OIIHMOKH MPHU €Tr0 U3JI0KEHUH Ha
3aHATHSIX U B XOJI€ MPOMEKYTOUHOM aTTECTALIUH.
OO0yuaronuiicst UCTIBITHIBAET ONPeAETIEHHBIC 3aTPY THEHHS
B IPUMEHEHUH TEOPETHYECKUX IMOJ0KEHUH TTPU PELIEHUN
MPAKTHYECKHX 3a71a4 Mpo(dhecCHOoHaNbHOM HAMIPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOUMBIMHU JJI 3TOT0 6a30BBIMU HABBIKAMU U
IPUEMaMH.

JleMOHCTpHpYyeT JOCTaTOUHBIN YPOBEHb 3HAHUS y4eOHOU
JUTEPATYpPBI 10 JUCLHUIUIMHE.
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Banner/ Onenka 1o Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

HIxama ECTS | pucuuniube
OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYCs C
Y4ETOM pE3ysIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTECTALINH.
Komnerenuuu, 3akpeni€éHnble 3a TUCHUIIMHOM,
c(hOpMHPOBAHbI HA YPOBHE — «JOCTATOUYHBII».

49-0/ «HEeynoBJIeTBOpUTE | BricTaBisercs oOydaromemMycs, €CIu OH He 3HaeT Ha

F,FX JILHO» 0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKUI

MaTepHal, 10ImycKkaeT rpy0oble OlMOKH IpHU €ro
M3JI0KEHUU Ha 3aHATHAX U B X0J1€ IPOMEKYTOUHON
aTTECTALIUH.

OO0yuaronuiicst UCIIBITHIBAET CEPbE3HbBIE 3aTPYAHEHUS B
IIPUMEHEHNU TEOPETUUECKUX MOJIO0KEHUM NTPU PELICHUH
MPAKTUYECKUX 3a71a4 Npo(hecCHOHATbHON HallPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CII0)KHOCTH, HE BIIaIEET
HEOOXOUMBIMHU JJI1 TOTO HAaBbIKAMU U MpUEMaMHU.
JleMoHCTpHpyeT parMeHTapHble 3HaHUS y4eOHOMH
JUTEPATYpPHI 10 JUCLHUIUIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISAIOTCS 00YYarOMEMyCs C
Y4ETOM PE3yIbTATOB TEKYIIEW U IPOMEKYTOYHOU
aTTECTALIUH.

KoMnereHuyu Ha ypoBHE «IOCTAaTOYHBIN», 3aKPETUIEHHBIE
3a IUCLUILIMHON, He CPOPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MaTEepPUAJIbI) 1Sl TEKYLIEr0 KOHTPOJIS
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTAIUN 00Y4aAIOUIUXCS 10

AUCHUIIJINHE
IIpuMmepHbIii nepeyeHb BONPOCOB, 321aBaeMbIX IPH YCTHOM OINpOcCe CTY/ICHTOB:

Omnpoc 1

1. Kak Bel nonnmaere TepMuH «uHDOpMAIIHS» ?

A

L.

UYro Takoe no Bamemy «10KymMeHT»?
C kakumu 1okyMeHTamu Bel crankuBanuch B Bamei xu3zau?
HazoBuTe nepBbIX CIENUAINCTOB, pAa0OTAIOIIUX C TOKYMEHTaMHU.

Pacckaxxure, kakoB ObLT HOBBIHM B3IJIS]] HA JEIONPOU3BOCTBO B IepHo/ IipasieHus [lerpa

6. Kak wuMeHOBaJMChb YMHOBHUKH B 18B., 3aHUMAromuecsa «IMUCbMOBOACTBOM» H

«YCTPOEHHUEM KaHILEJIAPCKOT0 NOopsaKa»?

7. Kak Ha3pIBanuch COOpPHUKH OOPA3IOBBIX JOKYMEHTOB, COCTABJICHHBIX JJISI Pa3IHYHBIX
YIPaBJICHUYECKUX CUTYallUN U CITy4aeB?

8. Kak pazBuBanocs aenonpousBoacTBo ¢ 18-ro mo 19 Beka?

9. Kakue u3aMeHeHus npeTepren MTaTHbIM COCTaB KaHUEISIPUU BO BTOPOW MoJIoBUHE 19-r0

Beka?
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10. Kakue HOBBIE CpeACTBa CBA3M MOSIBISIOTCS BO BTOpoi nojoBuHe 19-ro Bexa? M kak 310

BJIUACT Ha IIOKYMCHTI/IpOBaHI/Ie?

Omnpoc 2

1.

UTo HOBOTO MPOUCXOANUT B JOKYMEHTAIIMOHHOM OOECIEUYEeHUHU YTpaBJICHHs B Hayaie
21Beka?

Kakue HOBBIE TeHACHIMH B 00JACTH JTOKYMEHTHPOBAHUS U PabOTHI ¢ IOKyMEHTAMHU
Hanun otpaxenue B 'OCT P MCO 15489-1-2007 «YmpaBieHue 1OKyMEHTAMHU.
OO6mmme TpeboBaHU?

Kakme nBe cpembl BeACHHS JOKYMEHTAllMOHHOTO OOECMEUYeHHsS YIpaBIICHUS
CYILIECTBYIOT B HacTosiee BpeMs? Kak oHu Mexay coboii B3auMOACHCTBYIOT?

Kakue TenneHnuu aenonpou3BOACTBA OBLIM YCTAHOBJIEHBI B CBS3H C MPOBEICHUEM
aIMUHUCTPATHUBHOUN pedopmbI?

Jlig 9ero u3AarTCs aIMUHUCTPATUBHBIE pernaMeHThl? Kakue Bonmpockl OHH pemiaT?
Pacckaxxure 0 pa3paboTKax rocy1apcTBEHHBIX 00pa30BaTEIbHBIX CTAHJAPTOB B HAIIECH
cTpane?

Kakue guctumiuHbl 11 M3y4YeHUs MpeaycCMOTpeHbl cTtaHgapToM OakanaBpa PI'OC
3+7?

Kakumu koMneTeHnusIMu T0JDKEH 001a/1aTh OakantaBp, MOyYUBIINN 00pa3oBaHUE TIO
HaIpaBJICHUIO «JlokyMeHTOBeIeH e u apXUBOBEJCHUEY, npopuiro

«MHpOopMaIOHHO-TOKYMEHTAMOHHOE 00eCTIeYeHrE YIIpaBIeHUD) ?

IIpumepHBIii IepeYeHb BONPOCOB K KOHTPOJIbHOM padoTe:

1.

Kaxue HOBBIE Oopranbl rocygapcTBeHHOM Biactu cosnatorcs B nepuoa CCCP? Kaxue
JIOKYMEHTBI OHU U3J1a10T?

Pacckaxxute o HK PKI? JI;1s1 uero oHo ObLIO CO3aHO?

Uro takoe HOT?

Pacckaxute 00 MHCTUTYyTE TEXHUKH W YIPABICHUS U €ro JCJIONPOU3BOACTBEHHBIX
pa3paboTKax.

Kaxoif HopMaTUBHBII TOKYMEHT IO JIEIOMPOU3BOACTBY ObLT M37aH B 1973r.?7
Pacckaxxute o0 cCTpykType H coaepkaHuM EIMHOM TOCyJapCTBEHHOM CUCTEMBI
JIEJIONPOU3BOICTRA.

HazoBure HOpmaTHBHBIE JOKYMEHThl IO JOKYMEHTAallHOHHOMY  OO€CIEeYeHHIO
yrpasiienusi, uznanueie nocie EI'CJI.

Kakue Bompochkl periaMeHTanuu Aeiaonpou3BojacTBa Obutun otpaxensl B EI'COVY u

I'CI0Y?
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IIpumepHBIii NepeYeHb BONPOCOB K HTOTOBOI KOHTPOJIbHOI padoTe:

S

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.

20.
21.

22.

23.

24.

25.

26.

27.

28.

I'me ceromnst 3akperyieHo MOHATHE «UHMOPMAITHS»?

I'ne ceroanst 3aKpemyieHO MOHATHE «AOKYMEHT»?

Kak omnpenensieTcst « JOKyMEHT», «3JI€KTPOHHBIN TOKYMEHT»?

B yem Brbl BuiuTe CBSA3b MOHATUS «UHPOPMALHA» U «TOKYMEHT»?

Kaxue 3nanus tpedyrorcs oT cocTaBUTeNs U 0QOpPMUTENS TOKYMEHTOB?

Kak HazpIBasiach TOMKHOCTS JIIO/IEH, 3aHUMAIOIIKXCst paboToil ¢ JokymeHTamu B X VI-
XVII BB.?

Kakue nomkHOCTH 3aHMMan juua, padotarouue ¢ fokymentamu B X VIII-nagane XIX
BB.?

Kaxoe MecTo 3annMan cexkperaps B cTpykType kosuierun X VIII B.?

Korna cran nucnonp3oBaThcs )KEHCKUI TPyl B yIIpaBICHUECKOM amrnapate?

Kro 3anumancs BaeapenneM npuniunoB HOT B cdepy ynpasnenus B 1920-e rr.?

B uem 3acimyra UTY B pa3BuTHHN 1OKyMEHTOBEICHHUS?

B yem 3aximoyanack HeoOxoauMocTh B paspadbotke EI'CJ?

Cocrasubie yactu EI'CJ] u xTo ux paspabarbiai?

Korna nosiBuiicst nepBblii (hakyJIbTET MO0 JOKYMEHTOBEACHUIO U rie?

Kaxkue 3amaun noctasnens! nepes ciyxoou JOY 8 TOCT P UCO 15489-1-2007
«YmupasneHue fokymeHTamu. Oouue TpedoBanus»?

Kax Bbl noHnmaete npo3paqyHocThb YIpaBiIeHUs U YTO JJIsl ITOI0 HEOOXOUMO CeaTh?
Jiist uero pazpabaThIBalOTCS aIMUHUCTPATUBHBIC PErJIaMEeHThI?

Kaxue npobaemst IOY oTpaxkeHbl B aAMUHUCTPATUBHBIX perjiaMeHTax?

B kakux 3aKOHOAATENBHBIX aKTaX paccMaTpuBaroTcs npodiemsl JJOY?

KaKoi o0acTy BO3MOXKHA MpodeccruoHaIbHas AesITeIbHOCTh OaKkaiaBpa?

Kakue npodeccroHanbHble 3314l MOKET peraTh 0akanasp, MOJYyYUBIINN 00pa3oBaHHe
10 HaIpaBJICHUIO «J{OKyMEHTOBEIEHNE U apXHUBOBEJCHHUE), TPOPHUITIO
«MH(popMaIMOHHO-T0KyMEHTAIIMOHHOE 00ecrieueHNe yIpaBIeHus»?

Kaxumu npodeccroHanbHbIMU KOMIIETEHIUAMH JODKEH 001a1aTh Oakanasp,
HOJY4YMBIIUI 00pa3oBaHue MO HANpaBleHHIO «/[0KyMEHTOBEICHUE U apXUBOBEICHUEY,
npodmio «MHpOpMAIIMOHHO-TOKYMEHTAIIHOHHOE 00eCTIeueHUE YIPABICHUD)?

Kakue o0s3aTenbHble AUCHUIUIMHBI 00eCTIeYMBAIOT PO ECCHOHATbHBIE 3HAHUS 1O
JIOKYMEHTAIlMOHHOMY 00€CIIeYeHHIO YIIpaBIeHus?

UTo BXOIUT B UTOTOBYIO aTTECTALMIO OaKajaBpa MO HanpaBieHuIo «JloKyMeHTOBeIeHe
U apXuBOBeIeHUEY, Mpodmiro « MTHPOpMAIMOHHO-TOKYMEHTAITMOHHOE 00eCTIeYeHHE
YIPaBICHUS»?

[IpoBeauTe cpaBHEHHE ABYX MPOGECCHOHATBHBIX CTAHIAPTOB: MPO(HECCHOHATBHBIN
crangapt Ne07.004. «Crennanuct no yrnpaBieHUIO JOKyMEHTalMel OpraHu3alumny u
npodeccronanbHbiil cranaapt Ne07.002. «CriennanucT o opraHu3anuoOHHOMY U
JIOKYMEHTAIIMOHHOMY 00€CIIEUEHUIO YIIPABICHHS OpraHu3aluein.

[lepeuncnure OCHOBHBIE TPYAOBbIE (DYHKIIMH CIEIIMAIHCTA 110 YIPABICHUIO
JOKYMEHTalMeN OpraHu3alnu.

[IpuBennTe mpuMepsl TPYIOBBIX JEHCTBUN CIIEMAIIACTA IO OPraHU3allMOHHOMY U
JOKYMEHTAIUOHHOMY 00€CIICUEHUIO YIIPABICHUs OpraHu3alieH.

Kakwue nporiecchl B ynpaBieHUH TOKYMEHTaMH OTPa3HIM MPO(eCcCHOHATBHBIE CTaHIAPThI

2020 n 2023 rr.?

6 YueOHO-MeTOaAMYeCKOEe U HH(POPMALIHOHHOE o0ecTiedeHue JUCHUIIINHbBI

6.1 CnHcOK HCTOYHHMKOB M JIMTEPATYpPbI
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HcTounuku
OcHOBHBIE

®enepanbhblil 3akoH «O06 o0pasoBanuu B Poccuiickoii @eneparumy [IIeKTpOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc LAW 140174/

@®enepanbHblii 3akoH oT 27 wutons 2006 Nel49 «OO6 wunbopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTUSIX u 0 3aluTe uHpOpPMALIUN [DneKTpOHHBIH pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 61798/

®enepanbubiii 3akoH «O cranmapTuzanuu B Poccuiickoit @enepanum» [IIEKTPOHHBINA pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 181810/

ITocranosnenne Cosera MunuctpoB PCOCP ot 08.05.1964. «O0 yBenrueHHH BbIITyCKa
CPEIICTB MEXaHU3ALIUHU JeJIONPON3BOACTBA U YIyUIIEHUH TOATOTOBKH KaJpOB 110
JEJI0NPOU3BOACTBY» [ DJIEKTPOHHBIN pecypc]
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#096650668093869
11

[Tpuxa3 Muno6puayku Poccun ot 06.03.2015 Nel76 «O0 yTBepkaeHuu ¢enepaabHOro
roCy/1apCTBEHHOI0 00pa30BaTEIbHOIO CTAHIaPTA BHICIIET0 00pa30BaHUs 10 HAIIPABIICHUIO
noarotoBku 46.03.02 «/lokymMeHTOBeIeHUE U apXUBOBEICHNE» (YPOBEHb OakagaBpuaTa)
(3apeructpupoBano B Muntocte Poccun 27.03.2015 Ne36613) [DnexTpoHHBIN pecypc|
http://base.garant.ru/70932788/

IIpuka3 Pocapxusa (®enepanbHoe apxuBHoe areHTcTBO) 0T 11 anpens 2018 r. Ned4 "O06
YTBEPKACHUH TPUMEPHON UHCTPYKIIMHU IO JIEIONPOU3BOJCTBY B FOCYAAPCTBEHHBIX
opranuzanusax" [DIeKTpoHHBIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT P 7.0.8 - 2013 Jlenomnpous3BOJACTBO M apXUBHOE J€J0. TepMHHBI U ONpeesIeHUs
[DnexTponHsIii pecypce] http://docs.cntd.ru/document/1200108447

[Ipodpeccuonaneubiit crangapt Ne 07.004. CneuumanucT Mo yHOpaBi€HUIO JIOKyMEHTalUeH
opranmzanun. Haugano ¢opmer 3apeructpupoBano B Muntocte Poccun 31 mas 2017 r. N 4689.
Yr1BepxkaeH npukazoM MHUHUCTEPCTBA TPya U COUUAIbHOM 3auThl Poccuiickon denepanuu ot
10 Mas 2017 T. N 416nH [DnexTpoHHbIT pecypc]
https://www.garant.ru/products/ipo/prime/doc/71587776/

[Ipukaz Muntpyaa Poccun ot 27.04.2023 N 4211 «OO0 yTBepkIeHUU MNPOPECCHOHATHHOTO
crangapra  "CroenuanucT 1O YHOpaBlIeHUIO  JOKyMmMeHTamu  opranm3anum»  URL:
https://legalacts.ru/doc/prikaz-mintruda-rossii-ot-27042023-n-421n-0b-

utverzhdenii/?ysclid=1ul50123e0324956539

[Ipodeccuonanbupiii  cranmapt Ne  07.002. Coeumanuct 1O  OpPraHU3AIlIOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€eCIIeYeHHIO YIIPaBIEeHUS OpraHu3annei. 3aperucTpupoBaHo B MuHiocte
P® 2 urons 2015 r. Y1B. npukazom MuHHucTEpcTBa Tpy1a U couManbHON 3amuThl PO ot 6 Mas
2015 r. N 276n [DnexTponnsiii pecypc] http://base.garant.ru/71064518/

[Ipuka3 MunuctepctBa TpyAa u counanbHou 3amuThl PO ot 15 urons 2020 r. N 3331 "O0
yTBEpKACHUH TpodeccuoHanbHoro cranaapra "CHenuaiucT 10 OpraHu3allMOHHOMY U


http://www.consultant.ru/document/cons_doc_LAW_140174/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_181810/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://base.garant.ru/70932788/
https://www.garant.ru/products/ipo/prime/doc/71920678/
http://docs.cntd.ru/document/1200108447
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://legalacts.ru/doc/prikaz-mintruda-rossii-ot-27042023-n-421n-ob-utverzhdenii/?ysclid=lul50123e0324956539
https://legalacts.ru/doc/prikaz-mintruda-rossii-ot-27042023-n-421n-ob-utverzhdenii/?ysclid=lul50123e0324956539
http://base.garant.ru/71064518/
http://base.garant.ru/71064518/
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JOKYMEHTAllUOHHOMY o0ecrne4yeHno YIIPABJICHUS opranusanuen” URL:
https://base.garant.ru/74385595/?ysclid=lul4tksgzb763612798

OKCO — Obuiepoccuiickuil KiaccupUKaTop CEHaIbHOCTEH M0 00pa30BaHUIO [ DIEKTPOHHBIN
pecypc] https://classifikators.ru/okso

[TocranoBnenue IlpaBurensctBa PO ot 22.09.2009 Ne 754 “O06 yTBEp>KIEHHUH IOJOXKECHUS O
CUCTEME MEKBEJIOMCTBEHHOTO AIIEKTPOHHOTO JIOKyMEHTOoOOopoTa” MB10)
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102132605

JlonosHUTEIbHBIE

[Ipuka3 PocapxuBa ot 22.05.2019 N 71 «O6 ytBepxkaenuu IlpaBun menonpousBoJCTBa B
TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBlieHUs» (3aperucTpupoBaHO B
Muntocte Poccum 27.12.2019 N 57023) URL:__https://sudact.ru/law/prikaz-rosarkhiva-ot-
22052019-n-71-o0b/?ysclid=lul4kijd4w57483364

[locranoBnenue IlpaBurensctBa P® or 08.09.2010 Ne 697 «O enguHOl cucTeMe
MEXBEJIOMCTBEHHOT'O 3JIEKTPOHHOTO B3aUMOJICUCTBUS [DnexTpoHHBIH pecypc]
http://base.garant.ru/199319/

I'OCT P NCO 15489-1-2019. Hamumonanweubiii cranmapt Poccuiickoit deneparuu. Cucrema
CTaHIApTOB MO HWHGOPMAIUK, OUOIMOTEYHOMY M U3JIaTeIbCKOMYy Jeny. HMHdbopmanus u
JTOKyMeHTaIus. YnpasneHnue nokymeHtamu. Yacte 1. [lonarus u nmpuniunel (yTB. [Ipukazom
Poccrannmapra ot 26.03.2019 N 101-ct) URL: https://sudact.ru/law/gost-r-iso-15489-1-2019-

natsionalnyi-standart-rossiiskoi/?ysclid=lul4e37mte776693951

l'ocynapcTBeHHas crucTeMa TIOKYMEHTAIIMOHHOTO oOecrieueHus ynpasieHus. OCHOBHbBIE
nonoxeHus. Ooure TpedoBaHUs K TOKYMEHTaM U CITy>K0aM JOKYMEHTAI[HOHHOTO 00EeCTIeYEeHHSI.
Ono6peno koymerueit ['maBapxusa CCCP 27.04.1988. [1puka3 'maBapxuBa CCCP ot
25.05.1988 Ne33 [DnextpoHnHsIit pecypc] http://docs.cntd.ru/document/901730479

6.2 IlepeueHn pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHHUKALIMOHHOMN CeTH

«AnTepHe
- lunpausa Ynpasmstomux Jlokymenranueii — http:// www.GDM.ru
- Cekperapb-pedepent. XKypnan — http://www.sekretar.com.ru
- [lonnoe cobpanue 3akoHoB Poccuiickoit umnepun - http://www.nlr.ru/e-res/law_r/content.html
- CBop 3akoHOB Poccuiickoit mmnepun - http://civil.consultant.ru/code/

6.3 IIpodeccuonanbHble 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

Joctyn k mpodeccruoHanbHbIM 0a3aM naHHBIX: https://liber.rsuh.ru/ru/bases

WndpopmanroHHble CIIPaBOYHbBIE CUCTEMBI:
1. Koncynsrant [Ltoc


https://base.garant.ru/74385595/?ysclid=lul4tksgzb763612798
https://classifikators.ru/okso
https://sudact.ru/law/prikaz-rosarkhiva-ot-22052019-n-71-ob/?ysclid=lul4kijd4w57483364
https://sudact.ru/law/prikaz-rosarkhiva-ot-22052019-n-71-ob/?ysclid=lul4kijd4w57483364
http://base.garant.ru/199319/
https://sudact.ru/law/gost-r-iso-15489-1-2019-natsionalnyi-standart-rossiiskoi/?ysclid=lul4e37mte776693951
https://sudact.ru/law/gost-r-iso-15489-1-2019-natsionalnyi-standart-rossiiskoi/?ysclid=lul4e37mte776693951
http://docs.cntd.ru/document/901730479
http://www.sekretar.com.ru
http://www.nlr.ru/e-res/law_r/content.html
http://civil.consultant.ru/code/
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2. Tapanr

7 MarepuajJibHO-TeXHHYECKOe o0ecneyeHne T CIUIIAHbI

AyIuTOopuH IS TPOBEACHUS JICKIMIA 1 CEMUHAPCKUX 3aHATHI C TEXHUYECKUMH CPEJICTBAMH
o0yueHus (MyJIbTUMEIUA-IIPOEKTOP (BUAEONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAl[MOHAPHBIN)),
KOMIIBIOTEPHBIHN KJIACC IS TPOBEACHUS JIA0OPATOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [IpousBoauTens Croco0
/m pacrpocTpaHeHHs
(muyensuonrnoe 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 JINIICH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINISH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoOE
8. Zoom Zoom JINIICH3UOHHOC

2. Ilepeuens B/l u UCC

Nenno Haumenosanue
/m

1 | MexayHnaponusle pedepatuBHble HaykomeTpuueckue bJl, noctymnnbie B paMmkax
HanuoHaJILHOU moanucku B 2020 r.

Web of Science

Scopus

2 | [Ipodeccuonanbuble monHOTEKCTOBBIE B/, 1OCTYyIHBIE B paMKaX HaIIMOHATIBHON
noanucku B 2020 r.

XKypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnuansr Taylor and Francis

3 | [Ipodeccuonanbubie MOTHOTEKCTOBBIC B/

JSTOR

I/I3l[aHI/I$I 10 O6H.[CCTB€HHLIM U 'yMaHUTapHbIM HayKaM
DnekrponHas oubanoreka Grebennikon.ru

4 | KoMnbroTepHbIe CIIPaBOYHBIE TPABOBBIE CUCTEMBI
Koncynsbrant Ilmtoc,
I'apant
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8 Ooecneuenue 00pa3oBaTeIbLHOIO NMPoLECCa AJIsl JTUI C OTPAHUYEHHBIMHU

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIO0OB
B xoze peanuzanuy JUCHUIIIIMHBL UCTIOIB3YIOTCS CIIEYIOLIUE JOTIOIHUTEIIbHBIC
METOJIbl O00yYeHHMsI, TEKYIIero KOHTPOJS YCIEBAEMOCTH W MPOMEXKYTOUYHOM aTTeCTaluu
00yYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYaJIbHBIX 0COOCHHOCTEH:

® I CIETbIX ¥ cIa00BHIAIINX:

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

- TMCbMEHHbIE 3aJJaHHs BBINOJHSIOTCA Ha KOMIBIOTEpE CO CIEUATU3UPOBAHHBIM
IpOrpaMMHBIM 00ECTIeYeHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneunBaeTcs UHIMBHIYyaIbHOE paBHOMEpHOE ocBelieHne He Menee 300 Jrokc;

- s BBIIOMHEHMS 3aJlaHusl TPU HEOOXOTUMOCTH TPEJOCTABISETCA YBEIWYHMBAIOIIEE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCII0JIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MIUCBbMEHHBIE 33JJaHUs OPOPMIISIOTCS YBEJIIMYSHHBIM HIPUPTOM;

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

® I TIIyXUX U CJIA0OCIbILIAIINX:

- JekimMu O(OPMISIIOTCS B BHIE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBIIseTCs
3BYKOYCWJIMBAIOLIAsl allllapaTypa WHAWBUIYAIbHOTO 110JIb30BaHMS;

- MIMCHbMEHHBIE 33JJaHNS BBITOJIHSAIOTCS 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-ABUraTeIbHOIO anmnapara:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIbIO
KOMIIBIOTEPA CO CHEUATN3UPOBAHHBIM IIPOrPaMMHBIM 00€CIICUEHUEM;

- THMCbMEHHBIC 3aJ]aHMs BBINOJHSIOTCA Ha KOMIBIOTEpE CO  CIEHUATU3UPOBAHHBIM
IPOrPaMMHBIM 00€CTIEUCHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (pOpMe MIIM BBIMOJHAIOTCS B MUCbMEHHOH opme Ha
KOMIIBIOTEPE.

[Tpu HeoOX0AUMOCTH IPEyCMATPUBACTCS YBEIIMUECHUE BPEMEHH /1715l IOATOTOBKU OTBETA.

ITponenypa  mpoBeAeHHs  NPOMEXKYTOYHOM — arTecTalud Uil OOydYaroluxcs
YCTAHABIMBACTCS C Y4YETOM HMX HMHIMBUAYAIBHBIX TCHUXO(U3MYECKHX OCOOEHHOCTEH.
[TpoMexyTouHast aTTeCTalys MOXKET IPOBOJAUTHCS B HECKOJIBKO ITAMOB.

[Tpu mpoBeneHUN MPOLEAYpPhl OLEHUBAHUS PE3yJIbTaTOB O0yUeHHs MpeaycMaTpuUBacTCs
WCIIOJIb30BAHNE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3M C WHIUBUAYaIbHBIMU
0COOEHHOCTAMH 00yUarOIMIUXCsL. DTH CPEACTBAa MOTYT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, WIIN
MOTYT HMCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHE CPEICTBA.

[IpoBeneHne mpouenypsl OLIGHUBAHHMS  pe3yJbTaTOB  OOY4YEHHs  JOMYCKAETCS C
WCIIOJIb30BaHNEM JMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WuTtepner nns kaxgoro oOyuwaromierocsi B ¢GopMax, aJalTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0POBbsI U BOCIIPUATHUS HHPOPMALIUH:

® IS CIIETBIX M CJIa0OBHISIINX:

- B Ie4aTHOU (popMe yBEINUECHHBIM HIPUPTOM;

- B JopMe 3IEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TAYyXUX U CIA0OCIBIIIAIINX:

- B Ie4aTHoH popme;

- B opMe 3JIEKTPOHHOTO IOKYMEHTA.

® 17151 00YyYAOLIUXCS C HApYIIEHUSIMH OTIOPHO-/IBUTATEJILHOTO anmapaTra:
- B IeyatHou opme;
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- B opMe IEKTPOHHOTO IOKYMEHTA;
- B popme ayaunodaiina.

Y4eOHble ayAUTOpUH IS BCEX BUAOB KOHTAKTHOM M CAaMOCTOSITENILHON pabOThI, HAydHAas
OMOIMOTEKAa W WHBIE TIOMEIICHHsI N1 0OyYEHHUs OCHAIICHBI CIEIUaIbHBIM O000pYyJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUEHHUS:

® IS CIIETIBIX M CJIa0O0BHISIINX:

- YCTPOMCTBOM 11Jisl CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nucreeM bpaitns PAC Mate 20;

- npunHTepoM bpaitng EmBraille ViewPlus;

® IS TAYXUX U CIA0OCHBIIIAIINX:

- ABTOMATH3MPOBAaHHBIM pabOYUM MECTOM /s JIOJed C HapylleHHeM ciyXxa |
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCUIIUTEINb U KOJIOHKHU;

® 17151 OOyYarONIUXCsl C HAPYIICHUSIMU OTIOPHO-/IBUTATEILHOTO anmnapara:
- IePEIBKHBIMU, PETYIHPYEMBIMU 3proHoMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEUATIbHBIM TPOTrPAMMHBIM 00ECTICYECHUEM.

9 MerToauvecKkue MaTepHaJIbI

9.1 IlnaHbl cCeMUHAPCKHUX 3aHATHI.
Tema 1. (44.) AKTYaJbHOCTH [JOKYMEHTAIIMOHHOIO oOO0ecmeyeHHsl YNpPaBJIeHUS M

NOTPeOHOCTH B TPAMOTHBIX KajJpax.
Llenv 3anamus: onpeeNuTh IPUYUHY BOCTPEOOBAaHHOCTH MPOQEecCuu T0KyMEHTOBEA.

Dopma nposedenus: pa3BepHyTas Oecena Mo 3aJlaHHbIM BOIIPOCAM.
Bonpocwl ona 06cysrcoenus:

1. Kro 3aHumaeTcst opraHu3alueit 1 BeICHHUEM JIeIONPOU3BOICTBA B KOMIIAHUAX ?
2. ITlodyemy BaxHO TOJJIEP)KUBATH PAbOTy C IOKYMEHTaMH Ha BHICOKOM ypOBHE?
3. Tlouemy apXuBBI TPAAULIMOHHO OCYIIECTBIISIIOT KypaToOpCTBO Ciryk0b1 JJOY?

KOHmpOJleble 680Nnpocsl.

1. HazoBuTe nmpu4YMHBI BAXKHOCTH NPO(HEcCHH JOKYMEHTOBEAA JAJIsi OpraHu3aum’?
2. VYKaxuTe 3HaYECHHE TPaMOTHOW OpraHU3AlMM ONEPATUBHOIO XPAHEHUS TOKYMEHTOB JUIS

MOCJICAYIOUICTO apXHUBHOI'O XpAaHCHUA.
Cnucox ucmouyHuKos u Jumepamypbol.

[Mpukas MwunoOpuayku Poccum ot 06.03.2015 Nel76 «OO6 yrtBepxkaeHuUU QenepaTbHOTO
rOCyapCTBEHHOTO0 00pa30BaTEIbHOIO CTAaHIApTa BBHICIIErO0 OOpa30BaHUsS MO HANpPaBICHHUIO
nonroroBku 46.03.02 «/lokyMeHTOBeZIcHHE W apXWBOBEICHHE» (YPOBEHb OakalaBpHara)
(3apeructpupoBano B Munwocte Poccum 27.03.2015 Ne36613) [DnexTpoHHBIH pecypc]
http://base.garant.ru/70932788/
MamepuanbHo-mexnuueckoe obecneyenue CeMUHapcKo20 3aHAMu.
®  ayIUTOpUS;

® MCTOAMYCCKHC YKa3aHHUs 10 OpraHU3alU U IIPOBCACHUIO CEMHAHAPCKUX 3aHATHH.

Tema 2. (4 4.) IlonsiTne «<MHGOPMALMD U «IOKYMEHT», HX B3AHMOCBS3b.


http://base.garant.ru/70932788/
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Llenv 3anamus: aHATUTHYECKOE COMOCTABICHUE TEPMHHOB «JJOKYMEHT» U «MH(OPMAIIHSD.

Dopma npogedenus: pa3BepHyTas Oecesia Mo 3aJaHHBIM BOIIPOCAM.
Bonpocwt onsa obcyscoenus:

4. T'ne ceroHs 3aKperyieHO MOHIATHE «HHPOpMAITHs»?

5. T'nme ceroaHs 3aKperuieHO MOHATHE «JIOKYMEHT»?

6. Kak onpenenstorcs NOHATUS «TOKYMEHT», «3JIEKTPOHHBIN TOKYMEHT»?
7. B uem Brl BunuTe cBsI3b MOHATHSA «UHOOPMAITUD» U «TOKYMEHT»?

Koumponvnvie onpocwi:
3. Kak coBpeMeHHbIE 3aKOHOMATEIbHBIE AaKThl OMNPEACISIIOT TOHATHE «IOKYMEHT» |
«uHpopmanms»?
4. Tlouemy mosiBUIACh HEOOXOIUMOCTbH 3aKPEIUISATH HHPOPMAIUIO B JOKYMEHTE?
Crnucox ucmouHuKo8 u iumepamypbul.

O®enepanbhbiii 3akoH oT 27 wutons 2006 Nel49 «OO6 wunbpopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTUSIX u 0 3aluTe uHpOpMALIUN [DneKTpOHHBIH pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 61798/

®enepanpubliit 3akoH 0T 06.04.2011 Ne63 «O06 37eKTpOHHOUN MOAMUCHY [ DIEKTPOHHBIN pecypc|
http://www.consultant.ru/document/cons_doc LAW 112701/

I'oCT P 7.0.8 - 2013 Jlenonpous3BOACTBO M apXUBHOE J€J0. TE€pMHMHBI W ONpEACIICHUs
[DnexTponnstit pecypc] http://docs.cntd.ru/document/1200108447

I'OCT P HMCO 15489-1-2007 Cucrtema craHgapTtoB no uHpopMmanuu, OUOIMOTEYHOMY U
U3/aTelbCcKOMy Jeny. YTpaBieHue JokyMeHTaMmu. O6mue TpeboBaHus [DeKTpOHHBIN pecypc]
http://docs.cntd.ru/document/1200049980

MamepuanbHo-mexnuueckoe obecneuerue CeMUHapcKo20 3aHAMUsL:
® ayauTOpHS,
® METOAWYECKHE YKa3aHUs M0 OPTaHU3alluU U MTPOBEACHUIO CEMUHAPCKHUX 3aHATHH.
Tema 3. (6 4.) UcTopusi nosiBjIeHUsI CNIeNMATBHOCTH U €€ Pa3BUTHE B J0PEBOJIIOLUOHHbIN
nepuoja
Lenv 3anamus: TPOCICAUTH UCTOPHUIO Pa3BUTHS TPOodeccuu T0KYMEHTOBE .

Dopma nposedenus: pa3BepHyTas Oecesia 1o 3aaHHbIM BOIIPOCaM
Bonpocwl 0n1 06cyacoenus:

1. Kakwue 3HaHUs TpeOYIOTCS OT COCTABUTENS U 0POPMHUTEIS JOKYMEHTOB?

2. Kak Ha3bIBanach JOMKHOCTS JIIOJIEH, 3aHUMAIONINXCcs paboToi ¢ tokymeHnTamu B X VI-
XVII BB.?

3. Kakue JOMKHOCTH 3aHUMAIIY JinlIa, padoTtarommue ¢ fokymentamu B X VIII-nauane XIX
BB.?

4. Kakoe mecTo 3aHUMAaN cekpeTapb B CTpykType kosueruu X VIII B.?

Korga crain ncnonb3oBaTbes )KEHCKUH TPy B YIIPABICHYECKOM arrapare?

e

KOHmpOJZbele 60npocsl.


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://docs.cntd.ru/document/1200108447
http://docs.cntd.ru/document/1200049980
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1. HasoBute «Cily>KMJIBIX JIIOJI€H», 3aHUMABILUXCSI I€0MPONU3BOJACTBOM B 16-17BB.
2. Onuivre MTaTHBIA COCTaB KaHIeasipun 18 Beka.
3. Kakue nzmeHeHus NpouCcXoIAT B KaHIIENIAPCKOM paboTe Bo BTOpOi nmosioBuHe 19 — Havyane
20 BB.?
Cnucox ucmouHuko8 u 1umepamypul:

I'enepanbubrii permament 1720 roga // TIC3 Poccuniickoit Umnepuu. Cobp. 1. T. 6. Ne 3534
[DnexTponnslit pecypc] http:// www.hist.msu.ru/ER/Etext/general.htm
[TomHOE coOpanue 3akoHOB Poccuiickoit mmmepuu - http://www.nlr.ru/e-res/law_r/content.html

Cgon 3axoHOB Poccuiickoit ummnepun - http://civil.consultant.ru/code/

Mamepuanvro-mexnuueckoe obecneuerue 1a60pamopHoll pabomsi:
®  ayIUTOpUS;

® METOAMYECCKHEC YKa3aHM:A IO OpraHu3allMy U IPOBECACHUIO CEMUHAPCKUX 3aHATHH.

Tema 4. (4 4.) Ci1y:x0a TOKyMEHTAIIHOHHOT0 o0ecrieYeHus yIIPABJIeHHUS B COBETCKMI
NepPHO/
L]env 3ansamus: yCTaHOBUTD, KaK pa3BUBAJIOCh J1€1011pou3BoAcTBO B nepuoj CCCP.

Dopma nposedenus: pa3BepHyTas Oecena 1o 3alaHHBIM BOIIPOCaM
Bonpocwl 0n1 06cyarcoenus:

1. Kro 3aammarncs Baeapenuem npuniunos HOT B chepy ynpasnenus B 1920-e rr.?
2. Buem 3acinyra UTVY B pa3BuTUU TOKYMEHTOBEICHHUS ?

3. B dewm 3akimouanach He00X0IUMOCTh B pazpabotke ET'C/I?

4. Cocrapnsie yactu EI'CJ] 1 kT0 nx pa3padartsiBan?

5. Korna nosiBuiicst mepBblid (akyJIbTeT MO JOKYMEHTOBEICHUIO U rie?

Konmponvnvie sonpochwi:
1. Kakue nenonpou3BOJICTBEHHbIE Pa3pabOTKU ObUIM CHENaHbl COTpyAHMKaMu MHcTutyTa
TEXHUKH U yIIPABJICHUSA?
2. KakoBbl npu4nHbl NosBIeHU ENMHOM rocyjapcTBEHHOM CHCTEMBI JEI0NPOU3BOICTBA?
3. Kak permamenTtupyercs AOKyMEHTalMOHHOE oOecrieueHue ympasieHuss B ET'CJOY u
Ircaoy?
Cnucox ucmouHuKo8 u iumepamypbt:

IHocranosnenne Cosera MunuctpoB PCOCP ot 08.05.1964. «O0 yBennueHHH BbIITyCKa
CPEeICTB MEXaHU3alUK JEeJIONPOU3BOACTBA U YIy4ILIEHUH IOATOTOBKU KaJpPOB I10
JEJIONPOU3BOACTBY» [ DJIEKTPOHHBIN pecypc]
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#096650668093869
11

lNocynapcTBeHHast cucteMa JOKYMEHTAIIMOHHOTO obecrieueHus yrpasieHus. OCHOBHbBIE
noyioxkeHust. O01me TpeOoBaHus K JOKyMEHTaM U CITy»KO0aM JJOKYMEHTAIIHOHHOTO 00ECTICUCHHSI.
Onobpeno xomnerueit I'maBapxusa CCCP 27.04.1988. I1puka3 I'naBapxusa CCCP ot
25.05.1988 Ne33 [Dnexrponnsiit pecypc] http://docs.cntd.ru/document/901730479


http://www.hist.msu.ru/ER/Etext/general.htm
http://www.nlr.ru/e-res/law_r/content.html
http://civil.consultant.ru/code/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://docs.cntd.ru/document/901730479

23

Mamepuanvno-mexnuueckoe obecneuenue 1a60pamopHoll pabomsi:
®  ayIUTOpUS;

® METOAMYECCKHEC YKa3aHMA IO OpraHu3alMy U IPOBECACHUIO CCMUHAPCKUX 3aHATHUH.

Tema 5. (4u.) U3menenne 3aaa4 cay:x0n1 JOY B XXI B. [losiBjIeHUE MOHATHI
«3JIEKTPOHHBIN JOKYMEHTO000POT» U KyNpaBJieHHe TOKYMEeHTaAMMI»

Llenv 3anamusa: W3yYUTh 3aKOHOJATEIbHBIE W HOPMATHUBHBIE WCTOYHHUKH, OTPaKAIOIINE
COBpPEMEHHBIC TCHICHIIMA HHPOPMAIIMOHHO-T0KYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIpaBICHUSI.
Dopma npogedenusi: TUCKYCCUs

Bonpocwt onsa o6cyscoenus:

1. Kakwue 3amaun nocrasiensl nepen ciayxooit JIOY B 'OCT P UCO 15489-1-2007
«Ympasienue qokymeHTamu. OO0mre TpedoBaHus?

2. Kak Bbpl moHMMaeTe «Ipo3pavHOCThY YIPABICHUS U YTO JIJISl ATOTO HEOOXOIUMO
clenarn?

3. Jlns gero pa3paOaThIBalOTCs aIMUHUCTPATUBHBIE PETJIaMEHTBI?
4. Kaxwue npo6nemst JJOY oTpaxxeHbl B aIMUHUCTPATUBHBIX PETJIAMEHTAX?
5. B kakux 3aKOHOJATENBHBIX aKTax paccMaTpuBaroTcs nmpooiaemsr JJOY?

Konmponvuwvie 6onpocoi:
1. Kak oTpaxxeHO B 3aKOHOJIATENILCTBE CYIIECTBOBAHUE IBYX Cpe MHPOPMALIMOHHO-

JIOKYMEHTAIlMOHHOT0 00eCIIeUeHNUs yIPaBICHUS?

2. Kakue BOIpoch! JeI0IpOn3BOJACTBA OTPAKEHBI B aIMUHUCTPATUBHBIX PETJIAMEHTAX
UCTIOJIHEHUS TOCYIapCTBEHHBIX (DYHKIMI U TPeAOCTaBICHHS TOCYIaPCTBEHHBIX YCIYT?

Cnucok ucmoyHuKo8 u 1umepamypboi:
®enepanbubiit 3akoH «O cranmapTuzanuu B Poccuiickoit @enepanum» [IIEKTPOHHBINA pecypc]
http://www.consultant.ru/document/cons_doc LAW 181810/

@®enepanbhblii 3akoH oT 27 wutons 2006 Nel49 «OO6 wunbopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTUSIX u 0 3aluTe UHpOpPMALIUN [DneKTpOHHBIH pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 61798/

®enepanbhblil 3ak0H 0T 06.04.2011 No63 «OO0 31eKTPOHHOM MOATHUCKY [ DIEKTPOHHBINH pecypc|
http://www.consultant.ru/document/cons doc LAW 112701/

[ToctanoBnenune IlpaButensctBa P® ot 15.06.2009 Ne 477 «OO6 yrBepxkaenun [IpaBun
JIeTIOTIPOU3BOCTBA B (heZiepalIbHBIX OpraHax MCIOJHUTEIBHON BIACTH» [DIEKTPOHHBIN pecypc]
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295

[ToctanoBnenue IlpaButensctBa PD ot 22.09.2009 Ne 754 “O06 yTBEp)KICHUM IOJOKECHUS O
CHUCTEME MEXBEJIOMCTBEHHOI'O 3JIEKTPOHHOTO AoKymMeHTooOopota” (MOO) [DnekTpoHHbIN
pecypc] http://pravo.gov.ru/proxy/ips/?docbody=&nd=102132605

[Tocranosnenue [IpaButensctBa PO ot 08.09.2010 Ne 697 «O eaunoit cucreme
MEXBEJIOMCTBEHHOI'0 3JIEKTPOHHOT'O B3aUMOJEHCTBUSD [DIEKTPOHHBIN pecypc|
http://base.garant.ru/199319/


http://www.consultant.ru/document/cons_doc_LAW_181810/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295
http://base.garant.ru/199319/
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IIpuka3 Pocapxusa (DenepanbHoe apxuBHoe areHTcTBO) 0T 11 anpens 2018 r. Ned4 "O6
YTBEP>KACHUH MPUMEPHON UHCTPYKIIMHU IO JIEIONPOU3BOJCTBY B FOCYAAPCTBEHHBIX
opranuzanusax" [DIeKTpoHHBIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT P HMCO 15489-1-2007 Cucrtema craHmapTtoB no uHpopMauuu, OUOIMOTEYHOMY U
U3/aTelbCcKOMy Jeny. YrpaBieHue qokyMeHTamu. O6mue TpeboBanus [DIeKTpOHHBIN pecypc]
http://docs.cntd.ru/document/1200049980

Mamepuanvno-mexuuueckoe obecneyenue 1abopamopHol pabomel:
®  ayIUTOPUS;
® METOJMYECKUE YKa3aHUs M0 OPraHU3alUU U MTPOBEACHUIO CEMUHAPCKUX 3aHATHH.

Tema 6. (6 4.) TpedoBanusi 00pasoBaTeJbHBIX U NMPOdecCHOHATBHBIX CTAHIAPTOB.

L]env 3auamus: N3y9UTh CTAHIAPT BBICIIETO 0OPa30BaHUs 10 HAITPABJICHUIO MOAT0TOBKH 46.03.02
«JlokymMeHTOBeIcHHEe U apXHBOBeJeHUE» (YpOBEHb OakaiaBpuaTa) U JBa MPO(HecCHOHATBHBIX
cranaapra: Ne(7.004 «Cnenuanuct mo ynpaBieHHIO TOKyMeHTaluei opranuzanum» u Ne(7.002
«Crnenuanuct 1Mo OpPraHW3allMOHHOMY H JOKYMEHTAIIHOHHOMY OOCCIICUEHUIO YIIPaBIICHUS
OpraHu3aiuein.

Dopma nposedenust: TpeOOBaHUS 00Pa30BATEIBLHOTO U MPO(ECCHOHAIBHBIX CTAaHIAPTOB.
Bonpocwl 011 06cyacoenus:

1. B xakoi# o6macty BO3MOKHA ITpodecCHOHANIbHAS IeITeILHOCTh OakanaBpa’?

2. Kakue npodeccuoHanbHble 33/1a41 MOXKET pelaTh OaKanaBp, MOJYyYUBIINN 00pa3oBaHue
10 HampaBJeHUIO «Jl0OKyMEeHTOBeIeHNE U apXUBOBEACHUEY, TIPO(HITIO
«MH(popMalIMOHHO-T0KyMEHTAIIMOHHOE 00ecrieueHIe YIpaBIeHUus»?

3. Kakumu npodeccrnoHanbHBIMM KOMIIETEHIIUSIMU JI0JIKEH 001a1aTh Oakaiasp,
HOJY4YMBIIUI 00pa3oBaHue MO HANpaBlIeHHIO «/[0KyMEHTOBEICHUE U apXUBOBEICHUEY,
npoduito «MHpopMaMOHHO-JOKYMEHTAIIMOHHOE 00eCTIeYeHUE YIIPABICHUS» ?

4. Kaxue obs3arenbHble JUCIUIUIMHBI 00€CIeUYUBaIOT NPO(eCCHOHAIbHBIE 3HAHUS 110
JOKYMEHTAIMOHHOMY 00€CTIEUEeHUIO YIIPaBICHHS?

5. Yro BXOJWT B UTOTOBYIO aTTeCTalMIO OakaiaBpa 110 HallpaBieHHIO «/{0KyMeHTOBeIeHE
U apXuBOBeIeHUe», Mpodmiro « MTHPOpMAIMOHHO-TOKYMEHTAIMOHHOE 00eCTIeYeHHE
YIpaBICHUS?

KOHmpO]leble 60npocsl.
1. B xakoii o01acTu cMOKeT paboTaTh OaKaiaBp, MOTYYUBIIHMHA BBICIIEE 00pa30BaHUE 110

JIOKYMEHTAIlMOHHOMY 00€CIIeYeHHIO YIIpaBIeHUs?

2. Kaxue TUCHMIUIMHBI IPEICTOUT U3YUUTh OaKaJaBpy B TEUEHUE 4-X JIET MOIYyIECHUS
obOpazoBanus?

3. IlpuBenute mpuMepsl TPYIOBBIX GYHKIMN U TPYIAOBBIX AEHCTBHH COTIIACHO
npogecCHOHATBHBIM CTaHAAPTaM.

Cnucok uCmouYHuUKo8 u 1umepamypboi:

[Tpuka3z Munob6puayku Poccun ot 06.03.2015 Nel176 «O06 yTBepxkacHNH deaepasTbHOTO
rOCyIapCTBEHHOT0 00pa30BaTEIBHOTO CTAHIAPTA BHICIIETO0 00pa30BaHUs IO HATIPABICHUIO
noarotoBku 46.03.02 «JlokymeHTOBEICHIE M apXUBOBEICHNE» (YPOBEHB OaKajJaBpuaTa)
(3apeructpupoBano B Muntocte Poccuu 27.03.2015 Ne36613) [DnekrponHslii pecypc]|
http://base.garant.ru/70932788/


https://www.garant.ru/products/ipo/prime/doc/71920678/
http://docs.cntd.ru/document/1200049980
http://base.garant.ru/70932788/
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[Ipodeccuonanbueiii crangapt Ne 07.002. CenuanucT Mo OpraHu3aliOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€CIIeUeHHIO YIIpaBIeHUs OopraHu3anueil. 3aperucTpupoBaHo B
Muntocte PO 2 utons 2015 r. YTB. npukazom MuHHCTEpCTBA TpyAa U COLMAIBHON 3aUuThl PO
ot 6 mas 2015 r. N 276n [Onextponnsii pecypc] http://base.garant.ru/71064518/

[Ipodeccrnonanpupiii crangapt Ne 07.004. CenuanucT no ynpaBieHHIO T0KyMEHTaluen
opranmzanuu. Hagano ¢popmsl 3apeructpupoBano B Muntocte Poccun 31 mas 2017 r. N 4689.
VYr1BepxkaeH npukazoM MHUHUCTEPCTBA TPyJa U COUMATIBHOM 3amuThl Poccniickoit denepanuu ot
10 mas 2017 r. N 416H [DneKTpoHHBIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71587776/

Mamepuanbro-mexnuyeckoe obecneuerue 1a60pamopHou pabomul.

® ayauTopus;
®  METOAMYECKHE YKa3aHUs 110 OPraHU3alUy U IPOBEACHUIO CEMUHAPCKUX 3aHATUH.

9.2 Mertoanyeckue peKOMEHAAUMH 0 MOATr0TOBKE MUCbMEHHBIX padoT

B nporniecce o0y4enus ctyaentsl PITY BBINONHAIOT pa3Hble BUbI THCbMEHHBIX PaloT.

OCHOBHBIMH LIENSIMU TUCBMEHHBIX Pa0OT B By3€ SBJISIOTCS:

* 3aKpEIUICHUE TIOJIYUYEHHBIX 3HAHUI 110 CIENMAIBbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI NTpU
peleHny mpoecCUOHAIBHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJCHUS CAMOCTOSTENILHON pabOTHhI, OBJIaICHHE METOAUKAMU U
NPUHIMIIAMU CAMOCTOSITENILHON MCCIIe10BATENbCKON 1EATEIbHOCTH;

* (popMupoBaHNEe yMEHHUS TPAMOTHO M JIOTHYHO U3JaraTb COOpaHHbIe HAy4YHbIC JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIE10BATENbCKON 1A TEILHOCTH.

Haubonee npocrasi, HO oueHb BaykHasi popMa MMCbMEHHON pabOThI B By3€ — 3TO
KOHTpPOJIbHAsE padota. OHa ABJISIETCS 00s3aTEIIBHBIM AJIEMEHTOM CaMOCTOSTEILHON pabOThI
CTYJEHTa U, IPEXkKIE BCETr0, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U IIEPEIaBaTh
uH(dOpMAIHIO.

OTOT BUJ MUCBMEHHOM pabOThI MPEyCMOTPEH YUeOHBIMH IUIAHAMU ITOATOTOBKH
OaxanaBpoB M Ha Kadenpe apXUBOBEJICHHsI ITpeUIaraeTcsl B paMKax U3y4eHUs 0OLUX KypCcoB U
KIIB.

Taxke B mpouecce oOydeHUs CTYACHTY IPEICTOUT BBIIOJHEHHE KypCOBBIX padorT,
KOTOpBbIE (JOPMHUPYIOT UCCIIEAOBATENLCKUE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH U
OCMBICJICHHS YK€ CYIIECTBYIOUIEr0 3HAHUS M HANpaBieHbl HAa CAMOCTOSITEJILHOE pEIlIeHHE
HEKOTOPBIX TEOPETHUUYECKUX HIU MpaKkTHUECKUX 3aaa4. KypcoBas paboTa 1eMOHCTpUPYET yMEHUE
paboTaTh € HCTOYHUKAMH, MCIIOJIb30BaTh JOCTHIKEHHUS COBPEMEHHOW Hayku (Hampumep,
UCIIOJIb30BaTh JOCTHIKEHHSI apXUBOBEICHNUS, @ TAKXKE CMEXHBIX HAYK M HAYYHBIX JHUCLUIUIMH),
YCHEIIHO pelaTh MOCTaBJIEHHBbIE 3ajaud, oOpabaTbiBaTh U 0000mIaTh MaTepuan. Hamucanue
KOHTPOJIBHON paboOThl, MOArOTOBKAa M 3alUTa KypCOBOW HMEET psiJ OpraHu3allMOHHBIX U
MeToIn4YecKuX ocoOeHHocTel. O3HAaKOMIIEHHE C JAaHHBIMH METOAMYECKHMMH PEKOMEHIALUsIMU
IIOMOJKET CTYAEHTaM NPaBUJIBHO OPraHU30BaTh CBOIO yYEOHYIO0 M HAYYHO-HCCIIEOBATEIbCKYIO
pabory.

OO0mmue TpeOOBAHUS K CTPYKTYpPe H COACPKAHUIO MMCbMEHHBIX padoT

Baxxnoit ¢opmoii camocToATenbHONU paboThl CTy/IE€HTa SBISETCS KOHTpPOJIbHAs paboTa.
Ona mpenycMoTpeHa Aiisi OOJIBIIMHCTBA JUCHMIUIMH y4yeOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeieHUs. Ee HanncaHue npecienyeT 1eab yriyoJeHHOW MpopaboTKU AUCIUTIINHBIL.

KontponbHas paboTa BBINONHAETCS CTYJEHTaMH B COOTBETCTBHM C TEMAaTHUKOMH,
eXEerogHo  yTBepxkmaemoi  kadenpoit. KoHTpompHass paboTa  SABIAETCS  DJIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZICHTOB, TO3TOMY BBIOOD TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HanucaHusi KOHTPOJBHOW pPaOOTHI CTYAEHT JODKEH B IEJIOM O3HAKOMUTHCA C
paszenaMu Kypca, peyCMOTPEHHbIMH yU4eOHOM porpaMmoi.


http://base.garant.ru/71064518/
http://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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PaboTa no HanmucaHUIO KOHTPOJBHONW HAYMHAETCS C BBISBJICHUS U N3YUYEHUS] HCTOYHUKOB
U uTeparypsl o teme. [lo okoHuaHuu cOopa U U3ydeHHUs JUTEPaTypbl U HCTOUHUKOB CIIETYET
IpOyMaTh IUIaH KOHTPOJIbHOU paboThl. CocTaBlieHHE MIaHa — Ba)KHAas YaCTh paOOTHI HAJl TEMO.
[Tnan mpexacraBisieT co00il IEpeUeHb BOMPOCOB, OTPAKAIONIUX COJEpKaHue uccienoBanus. Ot
TOr'0, HACKOJIBKO YETKO OH MPOJYyMAaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kau€CTBO KOHTPOJIbHOMN
paboTel. B muian nenecoo6pa3Ho BKIOYUTH HanboJiee BaXKHbIE TEOPETUUECKUE U MPAKTHUECKUE
BOIIPOCHI TE€MBI, KOTOpbIE MPU HEOOXOAMMOCTH MOTYT OBbITh JeTanu3upoBaHbl. Kak mpaswuio,
pabounii BapuaHT IJ1aHa J0JKEH ObITh pa3BepHYTHIM, UTO 00JieryaeT paboTy HaJl TEMOH.

B okoHuaTenpHOM BapHaHTe IUIAH MOXET OBITh JaH B COKpAIIEHHOM BHJE, HO
00s13aTeNbHBIM YCJIOBHEM IIPU 3TOM SBJISETCS OTPaK€HHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOM pa Oore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OTJIaBJICHUU K KOHTpPOJbHOU pabote. PaboTa nomkHa BKIIOYATh TUTYJIBHBIN JIMCT, OTJIaBJICHUE,
BBEJICHHE, OCHOBHYIO YaCTh, COCTOSIIYIO U3 HECKOJIBKHMX Pa3/IeIoB WK aparpadoB, 3aKI0UeHHe,
CIIMCOK MCTOYHHUKOB U JIUTEpaTypbl. Bo BBeneHnNn HEOOXOIMMO KpaTKO PAacKpbITh 3HAUYEHUE U
aKTyaJbHOCTh HM3y4yaeMoOro Bompoca (TeMbl), Ha3BaTh OCHOBHBbIC 3ajaud paboOThl, ee
XPOHOJIOTUYECKHE paMKH, OOOCHOBaTh CTPYKTYpYy, JaThb KpaTKuil 0030p MCTOYHHUKOB U
auteparypsl o Teme. O030p UICTOUHUKOB U JINTEPATYPhl HE JOJKEH CBOJIUTHCS K NEPEUUCICHUIO
UCIIOJIb30BAaHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuaja M OMyOJMKOBAaHHBIX cTaTeil. B Hem
clieflyeT JaTh aHalIM3 HMCTOYHHKOB M JMTEpaTyphl. B 3aBUCMMOCTH OT oObeMa M LIEJIEBOTrO
Ha3Ha4YeHHsI paboThl, 0030p MCTOYHUKOB U JUTEPATYPhl MOXKET OBbITh MPEACTABIEH OTIEIbHBIM
naparpagoM WM pa3esioM B OCHOBHOM 4acTH paOOTHI.

OcHoBHasi 4yaCTb KOHTPOJIbHOM paOOThl JOJKHA OBITh HM3JI0KEHA B COOTBETCTBUU C
IUIAHOM, OCBELIATh COCTOSIHUE M COJEP)KaTh aHAJIN3 PacCMAaTPUBAEMBIX BOIPOCOB C Y4YETOM
COBPEMEHHOT0 YPOBHSI Pa3BUTHS TEOPETHMUECKUX 3HAHUW U ONbITA MPAKTHYECKOH pabOThI
apXUBHBIX YUPEXKACHUHN B 3TON 00JIaCTH.

[Tpu packpbITUH TOM MIIM UHOW TEMBI CTYAECHT JOKEH CTPEMUTHCS MOAPOOHO U TITyO0KO
U3JI0KUTh KPYI BOIPOCOB, BXoadmux B Hee. [lo mepe paccMoTpeHHs Marepuana OTIEIbHbIE
MIOJIO’KEHUSI KOHTPOJIbHOM paboThl ClelyeT WUIIOCTPUPOBATh MPUMEpPaMH U3 JUTEPaTyphl U, 1O
BO3MOXHOCTH, M3 MPAaKTHKH PabOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEepaTypy U UCTOYHUKU. B 3aKilfoueHUU KOHTPOJIBHON pabOThl HEOOXOIUMO MOABECTH UTOTU
TEOPETUYECKOM U MpaKTUYeCKOW pa3paboTku BONpocoB. CIHCOK MCTOYHUKOB U JIMTEPATYPHI
IpEJCTaBIsIeT cOOOM NepeyeHb HCIOJIb30BAaHHBIX PAa0OT MO TEME, B KOTOPOM YKa3bIBAIOTCS
(amMUIUM 1 MHUIMAIIBl aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJUKOBaHUS U
CTpPaHHULIBI.
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Ipuiaoxenue 1

Annomauus oucyuniunvl (Mooyns)
I[I/ICI_II/IHJ'II/IHa «praBJ'IeHI/IC AOKYMCHTaMU KaK 0011aCTh HpO(bCCCHOHaHBHOﬁ

JeSITeIbHOCTH» peanu3yercss Kadeapoil JTOKyMEHTOBEICHHS, ayAWOBH3YaJbHBIX M HAYy4HO-

TCEXHUYCCKHUX apXHNBOB (1)aKy.]'IBT€Ta APXUBOBECACHUA U NOKYMCHTOBCACHU A I/ICTOpI/IKO-apXI/IBHOFO

HWHCTUTYTA.

enp quCUUIUIMHBL: 1aTh CTYACHTY IIOJIHOE IIPEICTABICHHUE O JOKYMEHTOBEICHHMM Kak
HAy4YHOH JUCHMIUIMHE, JIeXKallel B OCHOBE BBIOPAaHHOTO UM  HaIlPaBICHHA
«/lokymeHTOBe/leHE W apXUBOBEAEHHE» U 00pa3oBaTENbHOM  MPOrpaMMBbI

«MHpOopMaIIOHHO-TOKYMEHTAIIMOHHOE O0ECTIeUeHUE YIIPABICHUSD.
3amauu TUCUUIUIUHBIL:

MPOCIIEUTH UCTOPHUIO TIOSBJICHUS M Pa3BUTHS JOKyMEHTA
MIPOCIICIUTH UCTOPHIO TIOSBIICHUS IPO(ECCUU «TOKYMEHTOBE

MMpoCJICAUTL HCTOPUIO TOSABJIICHUA W PpPa3BUTUA JOKYMCHTOBCIACHHA KakK HaquOfI

JAUCHUITIIMHBI
OIpEaACIINTbL MECTO JOKYMCHTOBCACHUSA B CUCTCME HAYYHBIX JUCHUIIIINH

NO3HAKOMHUTHh C OOIUMH TpeOOBaHMAMHU K YPOBHIO IIOJTOTOBKH OakaiaBpa IO

HaITpaBJICHUIO «I[OKyMeHTOBCI[eHI/Ie H apXHUBOBCIACHUC), €TO 3HAHUAM U YMCHUSIM.

JycuuninuHa HanpaBjieHa Ha (GOPMUPOBAHUE CIIEIYIOIINX KOMIETEHIINN:
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[1K-2. CnocobeH opraHu30BaTh U OCYILECTBIIATH JOKYMEHTAIMOHHOE 0OecreueHne YIpaBIeHHs
B OpraHM3alUsAX pa3IMYHBIX OPraHU3alMOHHO-TIPAaBOBBIX (GopM U (GopM CcOOCTBEHHOCTH,
rOCYJTapCTBEHHBIX OPraHaX W OpraHax MECTHOTO CaMOYTIPaBJICHUS

[1K-5. CriocobeH opraHnn3oBaTh ONEPaTUBHOE U apXUBHOE XPaHEHUE JOKYMEHTOB B OpraHU3aIMsIX
pa3nuyHbBIX  (QOpPM COOCTBEHHOCTH, TOCYAAapCTBEHHBIX OpraHax M OpraHax MECTHOTO
CaMOYIIpaBIICHUS

B pesynbrare u3ydeHus: AUCIUTUINHBI CTYACHT TOJDKCH 3HATh:

- TEOPETUYECKHE OCHOBBI JOKYMEHTAILIMOHHOIO 00eCTIeYeHNUs YIIPABICHHUS;

- 0COOEHHOCTH TOCTAaHOBKHM JOKYMEHTAI[HOHHOI'O OOecreueHHs! YIpaBJICHHs B OpPTraHU3aIMIX
pa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (OpM U (GOPM COOCTBEHHOCTH, T'OCYNAPCTBEHHBIX
OpraHax M opraHax MECTHOT'O CaMOYIIPaBIICHHUS,

- cocTaB (QYHKIUH CITy’KO TOKYMEHTALMOHHOTO 00eCieueH sl yIpaBIeHus;

- TEOpETHYECKHE, NMPAaBOBbIE M METOJUYECKUE OCHOBBI ONEPATHUBHOIO M APXUBHOI'O XPaHEHUS
JOKYMEHTOB B OPraHH3alMAX Pa3IMYHbIX (POpM COOCTBEHHOCTH, TOCYAapCTBEHHBIX OpraHax H
OpraHax MECTHOTO CaMOYIPABJICHHUS B IPAKTHYECKOU JeSITETbHOCTH;

- IpaBUJIa OpPraHU3aluy ONIEPATUBHOIO U APXUBHOI'O XPAaHEHUS JOKYMEHTOB;

- coctaB (YHKUMH apXWBOB M MOJpPA3JEIECHUIl IO JOKYMEHTAMOHHOMY O0€CHeUeHUI0
yIpaBJICHUS 110 OPraHU3aIMK OTIEPATUBHOTO U APXUBHOTO XPAaHEHHS JJOKYMEHTOB.

B pesynbrare u3ydeHns AUCUUTUIMHBI CTYACHT JIOJKCH YMETh!

- IPUMEHATh TEOPETUYECKHE 3HAHMs IIPU OpPraHU3alUM JOKYMEHTAIL[IOHHOIO o0ecredyeHus
yIpaBJIeHUS;

- OPraHU30BaTh JTIOKyMEHTAIIMOHHOE 00ECTIeYeHHE B OPraHU3aLUAX PAa3IMUHBIX OPraHU3alHOHHO-
npaBoBBIX (GopM U (OpM COOCTBEHHOCTH, T'OCYNAPCTBEHHBIX OpraHax M OpraHax MECTHOTO
caMOyYTIpaBJICHUs YIIPaBJICHHUS;

- OCYIIECTBIIATH PabOTy MO JOKYMEHTALMOHHOMY O00€CIIEYEeHHUIO YIIPABIEHUYECKUX MTPOLIECCOB;

- IPUMEHSATH 3HAHHUE TEOPUHU APXUBHOTO JIe]Ia B MPAKTHUECKON ACATEIbHOCTH;

- OpraHW30BHIBATH ONEPATUBHOE M APXMBHOE XPAaHEHHE JTOKYMEHTOB B OPTaHU3AIUAX PA3ITUIHBIX
(opM cOOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPraHax U OpraHax MECTHOI'O CaMOYIIPaBIICHHUS,

- BBINOJHATh KOMILJIEKC Pa0OT IO ONEpaTUBHOMY M apXMBHOMY XpPaHEHHIO JOKYMEHTOB B
OpraHu3alsaX pa3IUYHbIX (OpPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax
MECTHOI'0 CaMOYTIPaBJICHUS.

B pesynbrare u3yueHus AMCUUILUIMHBI CTYACHT J0JIKEH 001a1aTh HaBbIKAMMU:

- METOJAOJIOTHeH TOKYMEHTAIlMOHHOTO 00eCIIeYeHuUs YIIPaBICHHUS;

- HaBbIKaMU COBCPIHICHCTBOBAHHUA CUCTCMbI JOKYMCHTAIITMOHHOI'O obecreyeHust YHPaBJICHUA,
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- HaBBIKAMHU JOKYMEHTHUPOBAHHs YIPABICHUYECKUX IMPOLECCOB M PabOTHl JOKyMEHTalUeH B
OpraHu3alUsIX pa3IMYHBIX OPTaHU3AIMOHHO-TIPAaBOBBIX GopM U (HopM COOCTBEHHOCTH,
rOCyJJapCTBEHHBIX OPraHax U OpraHax MECTHOI'O CaMOYTIPABJICHMUS;
- HaBbIKAMHU IPUMEHEHHs IPABOBBIX HOPM B c(epe apXUBHOIO Jiesla IMpHU OCYLIECTBICHUU
ONEPATUBHOTO M AapPXMBHOTO XpAaHEHHMsS JOKYMEHTOB B OpraHM3aLUAX pa3IUYHBIX (opMm
COOCTBEHHOCTH, TOCYJapCTBEHHBIX OpraHax WM OpraHax MECTHOTO CaMOYIIPaBJIEHUS B
MIPAaKTUYECKOU NeATEIbHOCTH;
- HaBbIKaMH 00paOOTKU U MOATOTOBKH TOKYMEHTOB JJIsl TEKYIIIETO U apXUBHOT'O XPaHEHHUS;
- HAaBBIKaMU COBEPILUECHCTBOBAHUS OIEPATUBHOIO U APXUBHOI'O XPAHEHUS JTOKYMEHTOB.

[lo pucrummuHe (MOAYINIO) MPEIyCMOTpPEHAa INPOMEXYTOUYHas arrectauus B (opme

9K3aMCHa.

OO01mas TpyI0eMKOCTh OCBOCHHUSI IUCHUTUTHHBI (MOYJIs1) COCTaBISET 3 (TPH) 3a4€THBIC €TUHUIIBL.



