‘,,4' ‘\.. @roc BO
/A
Welly ¢ (eepcuad+

OPI'AHM3AIIUA U TEXHOJIOI'UA
JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA
YIIPABJIEHUA

Paboyasi nporpaMmma QM CHUIIIHHBI

YEJISIABUHCK
YT'UK
2026

sy LOOKYMEHT NOAMUCAH
\:1’;‘ ‘;'4 SNEKTPOHHOW NOAMNUCHIO
W

N7
<

C 45880871 D 0AA3C
Bnapeneu: CuHeukuii Cepreit Bopucosiy
Deii eH: ¢ 29.09.2025 po 23.12.20:




MMUHHUCTEPCTBO KYJbTYPbl POCCUIICKOI ®EJIEPALIAN
®EJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJ)KETHOE OBPA30BATEJILHOE

YYPEXXIEHHUE BBICHIEI'O OBPA3OBAHUS
«YEJABUHCKHAMN T'OCYJAPCTBEHHBIA HHCTUTYT KYJIbTYPhD»

Kadeapa ucropuu, Mmy3eoioruu u 10KyMeHTOBeIeHUsI

OPI'AHUM3AIIUA U TEXHOJIOI'UA
JOKYMEHTALIMOHHOI'O OBECIHHEYEHUA
YIIPABJIEHUSA

Paboyas nporpaMma M CUMILTAHBI

nporpaMmma 0akajgaBpuara
«/lokymMeHTallHOHHOE O00ecrieyeHne yIpaBJIeHUs»
C IPMMEHEHHEM MCKJIIOYNTENbHO IUCTAHIMOHHBIX
o0pa3oBaTeJbHbIX TEXHOJOTIUH
110 HATIPABJICHHUIO MOATO0TOBKH
46.03.02 /lTokyMeHTOBe/IeHHE U aPXHBOBEACHUE

KBaJIMpuKanusa: 0akajgaBp

YeasaOMHCK
YI'uK
2026



VIIK 651 (073)
BBK 65.050.2473
0-64

[Iporpamma coctaBneHa B cootBeTcTBUU ¢ TpeboBanusimu @I'OC BO (Bepcus 3++)
0 HarnpapyieHUI0 MoAroToBKH 46.03.02 JIokyMEHTOBEIEHUE U APXHUBOBEICHUE

ABTtOp-coctaButenb: Mantyposa H.C.., notieHT kadeapsl HCTOpUU, My3€0JI0THU U
JIOKYMEHTOBEJICHUS, KaH/l. Ie/l. HAYK, TOLIEHT

Pabouas nmporpamma aucuuIuinHbl kKak coctaBHas yacth OINIOII Ha 3acenanuu coBeTa
(bakynpTeTa JOKYyMEHTAIBHBIX KOMMYHHUKAIIMH W TypH3Ma PEKOMEHIOBaHA K PaCCMOTPEHUIO
AKCIEPTHON KomHccuel, mpotokoi Ne 7 ot 24.05.2021.

OxcnepTtusa mposeaeHa 27.05.2021, akt Ne 2021/10VY ().

Pabouas nporpamma aucuuiuinHbl kak cocrtaBHas yacth OITOII yTBepkaeHa Ha 3ace-
JTaHUM YYEHOTO coBeTa MHCTUTYTa MPoToKoa Ne 9 ot 31.05.2021

Cpok neiictBust paboyeil mporpamMmbl AUCHUILTAHBI TPOJUICH Ha 3acelaHUM Y YEeHOTO
COBETa MHCTHUTYTA:

Y4eOHblii 1o Ne mpoToKoJIa, 1aTa YTBEPAKACHUS

2022/23 poTokos Ne 8 ot 30.06.2022

2023/24 npotokon Ne 8 ot 29.05.2023

2024/25 npotokoa Ne 11ot 27.05.2024

2025/26 npotokoa Ne 8 ot 26.05.2025

2026/27 npotokon Ne 10 ot 25.05.2026

0-64 Opranuzanyiss ¥ TEXHOJIOTHS JOKYMEHTAlMOHHOTO OOECIieYeHMs YIIpaBICHHs

pabouasi mporpamMmMa AUCIMIUIMHBI : Mporpamma OaxanaBpuara «JlokyMeHTalmoHHOe
o0ecrieyeHne yIpaBJICHUs 10 HanpasieH!Io moarotoBku 46.03.02 JlokymeHToBeIe-
HUE W apXHUBOBeICHHE, KBandukarms : O6akanaBp / aBT.-cocT. Mantypora H.C.; Yens-
OWMHCKMIA TOCYIapCTBEHHBI MHCTUTYT KyABTYpbl. — Yensounck, 2021. — 47 ¢. — (PI'OC
BO Bepcust 3++). — TekcT : HemocpeACTBEHHBIMN.

PaGouas nmporpamMma JMCIMILIMHBI BKITIOYACT: TIEPEUCHb IUIAHUPYEMbIX PE3yJIBTaToB 00y4e-
HUS 110 TUCLIMIUIMHE, COOTHECEHHBIX C IUIAHHUPYEMBIMH Pe3yJIbTaTaMi OCBOCHHUS 00pa3oBaTelb-
HOH TIPOrpaMMBI;, YKa3aHHe MeCTa TUCITUITIHHEL B cTpykType OITOIL; 00beM AUCIMTUIMHEI B 3a-
YCTHBIX CAMHHUIAX C YKA3aHHMCM KOJIMYCCTBA aKaJICMUYCCKHX 4YaCOB, BBIJICJICHHBIX HA KOHTAKT-
HyI0 paboTy 00ydaroIIMXcs ¢ TperoxasareneM (1Mo BruiaM y4eOHbIX 3aHSTHII) U Ha CaMOCTOsI-
TENBHYI0O PaboTy OOYdYalOIIMXCs; COIEp)KaHWE JUCHUILUIMHBIL, CTPYKTYPHPOBAHHOE IO TeMaM
(pazzenam), ¢ yKasaHUEM OTBEICHHOIO HA HUX KOJIMYECTBA aKaJIEMHICCKUX YaCOB U BHIIOB yueO-
HBIX 3aHATHIA; MEPEUYCHb YYCOHO-METONMYECKOrO 00CeCIIeYeHHsI UIsl CaMOCTOSITEIIbHON paboThI
00yHaroIMXCs M0 JUCIHILINHE; (POH]T OLEHOYHBIX CPEZICTB IS IPOBEICHHMS TEKYIIIEro KOHTPOJIs
Y TIPOMEXKYTOYHOM arTecTarui 00yJaroIuXcs 10 JUCIUITINHE; TIepedeHh OCHOBHOM M JIOTIOTHH -
TeJIbHOM Y4eOHOH JTTepaTypbl, HEOOXOAMMOMN A1 OCBOSHMSI TUCIMILIMHBL, MIepedeHb PECYPCOB
MH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH VIHTepHeT, HeOOXOIMMBIX Ui OCBOCHUS JUC-
[ATUTAHBI, METOAMYECKNE YKa3aHWs JUIs 0OYYalOIIUXCs TT0 OCBOCHHIO JVCIUILIMHEL, TIepedeHb
WH(OPMAIMOHHBIX TEXHOJIOTHH, HCIIONB3yeMbIX TPH OCYILIECTBICHUH 00pa30BaTebHOro
nporecca 1o AUCIUILIHE, BKIIF0Yas TIepeueHb TPOrPaMMHOTO OOCCIICYCHUS; OITMCAHUE MAaTepH -
AITBHO-TEXHHYECKOW 0a3bl, HEOOXOIMMMOM JUTSl OCYIIECTBICHHST 00Pa30BaTeILHOIO TIporiecca Mo
IOUCIUATIIAHE.

© YensOMHCKUH TOCYAapCTBECHHBIN
MHCTUTYT KyJIbTyphl, 2021
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AHHOTANUA

WNHnexkc wu  Ha3BaHue
JUCIMILTHHBL TI0  y4eO-
HOMY IUIaHYy

b1.0.12 Opranuzaiys 1 TEXHOJIOTHS JTJOKYMEHTAIMOHHOTO oOecre-
YEHUs YTIpaBICHUS

Ilens qUCHUTITAHBI

JIaTh CTYJCHTaM TpejcTaBlIeHHe 00 0COOSHHOCTIX (OpMUPOBaHUS U pa3-
BUTHS CHCTEM HAIMOHAILHOTO JIENIONPOM3BOJICTBA B PA3IUYHBIC UCTOPHU-
YECKUE IIEpUOJbl, O3HAKOMUTb C TEOpPUEH U IPAaKTUKOH OpraHu3aluu
COBPEMEHHOr0 JIOKYMEHTAIIMOHHOTO O0ECIeYeHHss Ha OCHOBE HAYYHO
O6OCHOBaHHLIX TIPUHIUIIOB U METOJOB €0 COBCPIICHCTBOBAHUA

3amayn IUCHUINIMHEI 3a-
KITIOYAIOTCS B:

— M3YYCHHH JIEATEIHHOCTU MO0 OPTaHW3alUN U TEXHOJOTHH pabOoTHI C
JOKYMCHTAMU B COBPEMEHHBIX YUPCIKIACHUAX

— PAacKpBITUM OCHOBHBIX 3TAIlOB Pa3BUTHS CUCTEMBI FOCYIapCTBEHHOIO
JIEJIONPOU3BO/ICTBA;

— pa3BUTHH CIIOCOOHOCTEH, CBSA3aHHBIX C pPa3pabOTKOM IJTOKAaJIBHBIX
HOPMATHUBHBIX dKTOB 1 HOPMAaTHUBHO-METOAUYCCKNUE TOKYMCECHTBI (HOJ’[O)KC-
HUSI, HHCTPYKLIUH U Jp.) TI0 BEICHUIO JOKYMEHTAIIMOHHOTO 00ECIICUeHHS
YIPABJICHUS U apXUBHOTO JIENA;

— W3y4YeHWH OpTraHu3anuu ciryx0ob1 JJOVY;

— TI0Ka3aTh 3HAYMMOCTb YUETHBIX U CIIPABOYHBIX (POPM B ACATEIHHOCTH
CITy>KOBI JIETIONIPOU3BO/ICTBA;

— U3y4YEHHH COBPEMEHHBIX TEXHOJOTHi JOKyMEHTallMOHHOro obecre-
YEHMs yNpaBJICHUS;

— OCBOCHMM OCHOBHBIX TpaBWJI OpraHW3allii »JTamoB paboThl ¢
JOKYMEHTaMH, METOJOB OINTUMHU3AINN NOKYMCHTOIIOTOKOB W OpraHusa-
UM JOKYMEHTAIIHOHHOIO 00ecleueHus yIpaBiIeHus: B KOHKPETHOH opra-
HU3AIUH,

— (opMupoBaHUH OOIIET0 YPOBHS MPO(HECCHOHANEHOW KOMIETEHTHO-
CTH 4YCPE3 YCTAHOBJICHHUEC MECKIIPECIMCTHBIX CBs3El C JUCHUITIIIMHAMU
JOKYMEHTOBETICCKOTO MPOQHIISL.

IInanupyemslie OIIK-2; [1K-2; TIK-5; TIK-6
pe3yJIbTaThl OCBOCHHS
OO0mrast  TPyIOEMKOCTH | B 3aUeTHBIX equHHUIax — 11

JUCIUAIIIINHBL COCTAaBJISI-
€T

B aKaJeMHAYECKUX Jacax — 396

PazpaboTunku

MantypoBa H.C.., goueHT xadeapbl UCTOPHH, MY3€0JIOTUH U
JIOKYMEHTOBECHUS, KaH[I. Ie/l. HayK, TOIICHT




1. [IEPEYEHD IINIAHUPYEMBIX PE3YJLTATOB OBYUEHUS 11O JUCIHUILIIUHE,
COOTHECEHHBIX C IINTAHUPYEMBIMU PE3YJIBTATAMH OCBOEHUSA
OBPA3OBATEJIbHOM MPOT'PAMMBI

B nporiecce ocBoeHus1 0CHOBHOI MpodeccoHalIbHONW 00pa30BaTeIbHON MPOTrPaAMMBI
(manee — OIIOIT) oOyuaromuiics JOMHKEH OBIAAETh CIEIYIOIUMH pe3yibTaTaMi O0Y4YEeHuUs 110

NUCLIUIIINHE:
Tabmuma 1
IlepeyeHb MJIAHMPYEMBIX Pe3YJbTATOB 00y4eHUsI
IInanupyembie (MHANKATOPBI JOCTHKECHHS KOMIIETECHINI)
pe3yabTaThl Kon j1eMeHThI 10 KOMIIeTEeHIMHU 10 JMCIHUIIHHE
ocsoenusi OIIOIl | ungukaTopa | KOMIETEH- B IIEJIOM
1107074
1 2 3 4 5
OIIK-2. Cmocoben | OIIK-2.1 3HaATH OCHOBHBIE TIPUHLMIIBL | OCHOBHEIC TIPHHIIATIBD
HaXOIWUTh (yHKIMOHMpOBaHWS ~ CH- | (DyHKIMOHMPOBAHMS  CH-
OpTraHHU3aIOHHO- CTEeM a[MMHHUCTPATUBHOIO | CTEM aJMHMHUCTPATUBHOTO
yIpaBleHYECKHE YIpaBJICHUs ¥ UX IOKYMEH- | yIpaBIIEHUs! U UX JOKyMEH-
peeHus npu TALMOHHOIO 00eCTIeYeH!sl | TAllMOHHOTO 00ecreYeHust
pemeHnu  3agad B | QIIK-2.2 YMerh OCYILECTBIISATh ~ 0a30BBIC | OCYIICCTBIIATH 6azoBbie
chepe CBOEH JIOKYMEHTAI[FIOHHbIE JOKyMEHTAI[IOHHBIC
npodeccrnoHaNbHOM TIPOIECCHI MPOLIECCHI
JIESITEIIEHOCTH OI1IK-2.3 Braaners OpraHM3aI[IOHHO- OpTaHM3aIIOHHO-YIIPaB-
YIpaBJICHYECKUMH Ha- | JICHYECKMMH  HaBBIKAMH
BBIKAMH OCYILECTBICHHS | OCYIIECTBICHUS
JIOKYMEHTAI[HOHHBIX JIOKYMEHTAI[HOHHBIX
MPOLIECCOB, WX OLEHKH | MPOIECCOB, UX OLEHKH U
Y aHaIn3a aHaJIM3a
[K-2. Cmocoben | TTK-2.1 3HaTE HOPMATHBHBIE IPaBOBbIE | HOPMATHUBHBIE IPABOBBIE
COBEpPILICHCTBOBATh aKThl W HOPMATHUBHO- | aKTBl W HOPMAaTHBHO-
JIOKyMEHTAI[OHHBIC METOJIMYECKHE JIOKYMEH- | METOJMYECKHE JOKyMEH-
MPOLIECCHI B TBI, ONpENEISIIOIIME I0- | ThI, ONpEeAeNSAIoIIue Mo-
YIIpaBJIeHUU B PSIIOK  OKYMEHTAIMOH- | PSIIOK  JIOKYMEHTalMOH-
COOTBETCTBHUH c HOTO 00ecreueH s ynpas- | HOTO o OecrieueHus
TpeOoBaHUAMHU JIeHUS, TOPSIIOK | YIpaBJICHHS, HOPSAOK
HOPMAaTHBHO- JOKyMEHTHPOBAaHMS, pa- | JOKYMEHTHPOBAaHHS, pa-
MPaBOBOTO 0O0TBI C TOKYMEHTaMH, UX | OOTHI ¢ JOKYMEHTaMH, UX
PperyJIupOBaHuUs B APXHMBHOT'O XPaHEHHS APXMBHOTO XpaHEHHS
cpepe unpopmarum u | [1K-2.2 VYmMmeTb NPUMEHATL  COBPEMEH- | IIPUMEHATH COBPEMEHHBIE
JIOKyMEHTaI1H HbIE METOJIbl HOpMa- | METOJbl HOPMaTHBHO-TIPa-
THUBHO-IIPABOBOT'O PEry- | BOBOTO  PEryJIMPOBaHMUs,
JMPOBAHUS, pPETJIAMEH- | PeriaaMeHTaluu u
TaMd ¥ yHAQUKAUWHM | yHUQHUKAUA ~ JOKyMEH-
JOKYMEHTAI[OHHBIX TallMOHHBIX  IPOLECCOB
MPOLIECCOB € HENbI0 | C LEIBIO nx
HX COBEPLICHCTBOBAHMUS | COBEPILIECHCTBOBAHUS
[IK-2.3. Bnaners Crmoco0aMM MW METOaMH | CrocobaMH U METOAaMU
palOHAIN3ALIH U | palyoHaIH3aluH u
COBEPILICHCTBOBAHMS COBEPIICHCTBOBAHUS
JIOKYMEHTAI[IOHHOTO JOKYMEHTAI[HOHHOTO
obecriedeHHs1  ympaBie- | oOecredeHHs yIpaBICHUS
HUA W OTHCTBHBIX | M OTJCIBHBIX JOKYMEHTa-
JIOKYMEHTAIIHOHHBIX IIMOHHBIX ITPOIIECCOB
TIPOLIECCOB
TIK-5. Cnocob6en | TTK-5.1 3HaTH TEXHOJIOTUYECKUE TEXHOJIOTUYECKUE OCHOBBI
co3JaBaTb U BECTU OCHOBBI CO31aHUAN CO3aaHuA u
pean3alii  CHCTEMBbI | pealn3anuu CHCTEMBI




CHUCTEMBI JOY u apxusHoro aena. | JIOY u apxuBHOTO nena.
JOKYMEHTALIUOHHOTO T1K-5.2 Ymern co3maBaTh M BECTH | CO3JaBaTh 31 BECTH
obecreyeHus CHUCTEMBI CHUCTEMBI
yIIpaBIIeHUs ~ JIOKYMEHTAITHOHHOTO JIOKYMEHTAIHOHHOTO
APXMBHOTO JleNa Ha obecreyeHus obecreyeHus
6 N YIpaBJICHUS U | yIpaBJicHUS u
aze HOBEUIINX
N apXMBHOTO JieNia Ha 0a3e | apxWBHOrO jeja Ha 0Oase
TEXHOIOTHH HOBEHIITHUX TEXHOJIOTHI HOBEHIITHUX TEXHOJIOTHI
I1K-5.3. Bnanets HaBBIKAMHU HaBBIKAMHU HCIIOJIL30BAHUS
HCTIOJTH30BAHUS UH(POPMAITMOHHBIX
HH()OPMAITHOHHBIX TEXHOJIOTUHT B CHCTEME
TexHosmoruii B cucreme | [IOY u apxuBHOro aena
JOY u apxuBHOro iena
[TK-6. Crocob6en | TTK-6.1 3HaTh OCHOBHbIE HOPMATHBHBIC | OCHOBHBIE HOpPMaTHBHBIC
OCYIIIECTBIIATh TpeOOBaHMs K IOKyMEH- | TpeOOBaHUS K JOKYMEH-
pa3pabotky u TaIFIOHHBIM TIPOLIeCCaM M | TAallMOHHBIM IIpOIeccaM H
BHENIPEHNE JIOKATFHBIX CHICTEMaM B YIIPABIICHAH | CHCTEMaM B YIPaBICHUU
HOPMATHUBHEIX  akToB | [1K-6.2 VMeThb MIPOCKTUPOBATh  JIOKATb- | MPOCKTUPOBATh  JIOKAJh-
no I0Y opranuzanueit HyI0 HOpPMAaTHBHYIO 0a3y | Hyl0O HOpMaTHUBHYIO 0azy
JIOKYMEHTAITIOHHOTO JIOKYMEHTAITHOHHOTO
obecrieyeHust [EITEBHO- | OOCCIIEUCHHs IesATEIIbHO-
CTH OpraHu3aliyiun. CTH OpTraHHU3alnHN.
I1K-6.3. Baagers METOAMKOW aHalM3a M | METOOMKON aHauu3a H
CO37aHMsS  JIOKAJIBHOW | CO3TaHHS JIOKATbHON
HOPMaTHBHOM 0a3pl | HOPMAaTUBHON 6a3bl
JIOKYMEHTAITHOHHOTO JIOKYMEHTAIHOHHOTO
obecrieyeHus obecreyeHus
JCATCIABHOCTHU JCATCIABHOCTHU
OpraHm3anumn OpraHmu3anuun

2. MECTO JUCIHUATIMHBI B CTPYKTYPE OBPA3OBATEJILHOM ITPOT'PAMMBI

JlucuurinHa BXOIUT B 00s13aTEIbHYIO YacTh YU4€OHOTO TUIaHaA.

JlucumiimHa JOTMYEeCKH M COJEp’KaTelbHO-METOAUYECKH B3aWMOCBS3aHA C JAMC-
LIUIUIMHAMU: « DKOHOMHMKA KYyJIbTYpbl», «CoBpeMeHHasi OpraHu3aliys rocyJapCTBEHHBIX yupe-
*kaeHuid Poccun», «AIMHHHCTpaTHBHOE INpaBo», «TpynoBoe mpaBo», «KOHCTHUTyLHHMOHHOE
npaBoy», «KagpoBblil MeHeDKMEHT» / «YTpaBieHue nepcoHaiomy», «MHpopMalimoHsusle Tex-
Hosioruu B JIOY u apXuBHOM Jiene», K ApXUBOBEICHHUEY.

OcBoeHue AMCHUIIMHBI OyAeT HE0OXOAUMO MpHU U3yueHUH auctuiuiuH: «Kaaposoe
JIEJIONPOU3BOJCTBOY, «I paskJaHCKOE NPAaBO», «APXUBHOE MPABO», K APXUBBI TOKYMEHTOB I10
JUYHOMY COCTaBy», «OpraHu3allMOHHOE NpOeKTUpoBaHHue», «MHopManuoHHoe obecneye-
HUe yrpaBieHus», «Oduc-meHeHKMEeHT» / «MHOOPMAIIMOHHBI MEHEKMEHT», MPOXOXKIe-
HUU NPAKTHUK: HAYYHO-UCCIEA0BATEIbCKON pabOThl, IPEAUINIOMHOMN; TOATOTOBKE K rocyaap-

CTBEHHOU UTOTOBOM aTTECTAIHUH.

3. OBBEM JUCHHUTIJIUHBI B 3AYETHBIX EJJMHALIAX C YKASAHUEM
KOJIMYECTBA AKAJEMHUYECKUX YACOB, BBIAEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOHINXCA C MMPENOJABATEJIEM (IO BUJIAM YYEBHBIX
3AHSTHIT) 1 HA CAMOCTOSITEJIbHYIO PABOTY OBYYAIOIIUXCS

OO0miass TpyIOEMKOCTh AMCUUIUIMHBI B COOTBETCTBUU C YTBEPXKICHHBIM Y4YEOHBIM
IUTaHOM cocTaBiigeT 11 3adeTHbIX equumIl, 396 dacos

Taoauma 2




Buj yuednoii padoThI

Bcero uacos

3aouHasn ¢opma ¢
NpUMEeHEeHNEeM HC
KJIIOYHTETHHO TH
CTAHIHOHHBIX TeX

HOJIOT Uil
00111251 TPYIOEMKOCTh JUCIUILIMHBI IO YIeOHOMY IIJIaHy 396
— KonrakTtHas pabora (Bcero) 78
B TOM YHCIIE:
JIEKIINHT 18
8 M. Y. 8 hopme npakmuyeckoi n0020mogKU
CEMHUHAPBI
MIPAKTUYECKUE 3aHATUS 30
KOHCYJIBTALIUS 8 PAMKAX NPOMENCYMOYHOU ammecma- 2
yuu (KoncllA)
uHas koHtaktHas padota (UKP) 6 pamxax npomesrcy- 4
MOYHOU ammecmayuu
KOHCYJIbTAIINH (KOHC.) 18
KOHTPOJIb camocToATenbHOI paboTs! (KCP) 6
— CamocrostenbHas paboTa 00yuaronuxcs (BCero) 309
8 M. Y. 8 hopme npakmuyeckol no020mosKU
9

- HpOMe)XCYTO‘IHaSI aTTeCTanusa 06yqa101uer005{ — 3a4€T,

OK3aMCH: KOHTPOJIb

4. COAEP)KAHUE JUCHUAIINHBI, CTPYKTYPUPOBAHHOE IO TEMAM
(PA3JEJAM) C YKA3BAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJIEMUYECKHWX YACOB Y BUJIOB YUEBGHBIX 3AHATHUI

4.1. CTpyKTypa npenogaBaHus TUCHUIINHBI

Tabumuuna 3
3aounas ¢opma 00yueHust
¢ IPMMEHEeHHeM MCKJIIOYUTEIbHO TUCTAHIIMOHHBIX TEXHOJIOI i
2 Buasbl yueOHol padoThI, ®opma
- § g BKJIIOYAsl CAMOCTOSITEJILHYIO padoTy NPOMEKYTOY-

HaumeHoBanme pas1e/oB, % E Z o0yvyaromuxcsi, u HOIi aTTecTalUM
Tem 2 32 TPYJ0eMKOCTh (B aKajieM. 4ac.) (mo cemecTpam)

=} = § KonTakTHasi pa6ora BT.4.C
B~ nex. | cem. | mpar. KOHC, | ¢/p | KOHTAKTHOM pa-

KCP ooToM

1 2 3 4 5 6 7 8

Pa3znea 1. I'ene3uc u 3Bosonms aejonpousBojacrsa B Poccuu

Tema 1. Bo3zaukHoBeHHE U 22 2 2 - 18
pa3BUTHE IETIOMPOU3BOICTBA B

yupexaenusx Poccuu 1o

Havyajga XX Beka

Tema 2. CtaHoBIEeHHE U pa3- 22 2 2 - 18

BUTHE [ICJIONPOU3BOACTBA B
coBeTckuii  mepuon  (1917-




1991 rr.)

Tewma 3. Pa3Butne nenomnpowns-
BOJCTBEHHOM NPaKTUKHU B Poc-
cuiickoit Penepammu  (1990-
2000-¢ rT.)

22

20

Koncynbranmu
KonTpone  camocrositens-
HO# pabOTHI

B~

2

Umoeo 6 3 cem.

108

6

4

0

6

56

Pazgen 2. HopmaTnBHas perjiaMeHTAIUs JOKYM

CGHTAIMOHHBIX NpouneccoB B Poccuiickoii @enepanun

Tema 4. HopmatuBHO-IpaBo- 20 2 2 - 16
Bas 0aza B cepe uHbpopma-

UM, JOKYMEHTALUH, KOMMY-

HUKAIIH

Tema 5. HopmaTuBHBIE U Me- 24 2 2 - 20

TOAUYCCKUC JOKYMCHTBHI 110
JACJIOPOU3BOACTBY

Pazgen 3. Opranu3aioHHas cpeia JOKYMEHTAIIMOHHBIX MPOIECCOB B YN

ABJICHHUH 0prann3auneifl

Tema 6. JloxkymeHTanmoHHOE 26 2 - 4 20

obecrieuenne YIpaBJICHUS:

OpraHU3alHOHHBIC ACTICKTHI

Tema 7. JlokanbHas perjiaMeH- 28 - 2 4 22

TauusT  JOKYMEHTAI[HOHHBIX

HPOLIECCOB

Koncynprammm 6 4

Koutpons camocTosiTens- 2

HO# pabOTHI

3auet 4 cemecTp 4 3a4eT KOHTPOIIb—
24

HKP — 2 gac.
Hmoeo 6 4 cem. 144 6 6 8 6 78 4

Pa3gen 4. TexHo10rMM JOKYMEHTAIIHOHHOTO 00ecrieYeHHs] YIIPaBJIeHH

Tema 8. Texnomnorus oOpa- 22 2 - - 20
OOTKHM M JBIKCHUS TOKyMEH-

TOB

Tema 9. Peructpanns 22 2 - 2 18
JIOKYMEHTOB

Tema 10. KonTtponp ucnomine- 22 - 2 - 20
HUSl JOKYMEHTOB U IOPYYEHUH

Tema 11. WudopmannonHo- 22 - 2 2 18

cIpaBOYHAs pabota o
JOKYMEHTaM OpraHu3aluH

Pa3gen S. Cucremarnsanus u odecneyeHne COXpPAHHOCTH JOKYMEHTOB
Tema 12. Homenknarypa nen 22 2 - 2 18
OpraHu3aIIH
Tema 13. ®opmupoBanue e 22 - 2 - 20
Tema 14. Opranuzanus onepa- 20 - - 2 18
TUBHOTO XpaHEHHS JIeN

Paznes 6. JkcnepTH3a HEHHOCTH IOKYMEHTOB B /1€10NIPOM3BO/ICTBE

Tema 15. DxcnepTH3sl IICHHO- 24 2 - 2 20
CTH JIOKYMEHTOB
Tema 16. IloaroroBka nen x 21 - 2 - 19
nepefaye B apXuUB OpraHM3a-
oHun
Koncynprammm 8 6
Koutpons camocTosiTens- 2

HO# pabOTHI

10




Dx3ameH 5 cemecTp 11 OKx3aMeH
KOHTpOJIb — 7 4.

Konc. ITA — 2 ygac.

HUKP — 2 yac.
HUmoezo 6 5 cem. 144 8 8 10 8 171 11
Bcero mo pucuunimnne 396 18 30 20 305 15
Taoauna 4

4.1.1. Mampuuya komnemeHnyuil

HaumMmeHnoBanue
pasnesioB, TeM

OIIK-2
K-2
K-5
K-6

1 2 |3 4 5
Pasnea 1. I'ene3unc n 3Bos1100M Aes10npon3BoacTBa B Poccnn
Tema 1. Bo3HHKHOBEHHE U pa3BUTHE JENONPOU3BOACTBA B yupexaeHusx Poccun no + |+ |+ |+

Havana XX Beka

Tema 2. CTaHOBIIEHUE W Pa3BUTHE IEJONPOU3BOJCTBA B coBeTckmid mepuox (1917-1991 | + |+ |+ | +
IT.)

Tema 3. Pazurue nemonpon3BOACTBEHHON npakTuku B Poccuiickoit @epepannu (1990- | + + + +
2000-¢ rT.)

Pa3nen 2. HopmaTnBHasi perjiaMeHTALUS IOKYMEHTAIMOHHBIX NponeccoB B Poccniickoii @enepanuu

Tema 4. HopmatuBHo-1ipaBoBasi 6a3a B chepe nHPOpMAlMK, JOKYMEHTAllUK, KOMMYHH- | + | + |+ | +
Kaluu

Tewma 5. HopmaTuBHBIE U METOAMYECKHE JOKYMEHTHI 110 1€J0NPOU3BOJICTBY + + + +
Paznen 3. Opranu3zaumonHas cpeia 10KYMEHTAIIMOHHBIX MPOLECCOB B YNIPaBJIeHUH Opranu3anueii
Tema 6. JlokymMeHTanmOHHOE 0OECTICUeHHE YIIPABICHHS: OPraHU3aIOHHBIE aCTIEKTHI + |+ |+ |+
Tema 7. JlokanbHasi perJaMeHTANNs JOKYMEHTAIIHOHHBIX TPOIIECCOB + |+ |+ |+
3auer 4 cemectp + |+ |+ |+
Pazgen 4. TexHo10rHM JOKYMEHTALIMOHHOIO o0ecnieYeHUs] YIIPaBJIeHHUSs
Tema 8. TexHonorus 006pabOTKH M JBMKCHHUS JOKYMCHTOB + + + +
Tema 9. Perucrtpanus 10KyMEHTOB + + + +
Tewma 10. KoHTpoIh HCIIOTHEHUS TOKYMEHTOB U TTOPYYSHIH + |+ | + | +
Tema 11. UudopmanimoHHO-CcIIpaBodHas padoTa Mo JOKyMEHTaM OpraHU3aIu| + |+ | + | +
Pa3nen 5. CucremaTu3zanus u odecrnevyeHue COXPAHHOCTH TOKYMEHTOB
Tema 12. HomeHknaTypa aen opranu3anuu + |+ | + | +
Tema 13. ®opmupoBanue e + |+ |+ | +
Tema 14. Opranuzanusi onepaTuBHOTO XpaHEHHUS JIET + + + +
Pa3gen 6. JxkcnepTu3a IEHHOCTH JOKYMEHTOB B J1€JI0NPOU3BOICTBE
Tema 15. DxcnepTr3bl IEHHOCTH T0KyMEHTOB + + + +
Tewma 16. [ToaroToBka nen k nepeaade B apXuB OPraHU3ANNH + |+ | + | +
DK3aMeH 5 ceMecTp + |+ |+ | +

4.2. ConepxaHue QTMCUUILTUHBI

Paznea 1. I'ene3uc u 3BoIouMs AejionpousBoacTsa B Poccun
Tema 1. Bo3nuxnogenue u pazgumue 0eionpouzso0cmea 6 yupexcoenusx Poccuu no
nHauana XX eexa. Ilpenmer, 3amaun U couepkaHue Kypca. [IOHATHS «1€7I0TPOU3BOJICTBOY,
«IOKyMEHTallMOHHOe obOecreueHue ynpasieHus» (JOY). Jlenonpon3BoacTBO Kak (YHKIIHS
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YIpaBJICHUS, €r0 MECTO CPEeIu APYTUX YIpaBIeHUECKUX (QYHKUUH. J[eT0mpon3BOJICTBO KaK
cuctema paboThl ¢ JOKYMEHTaMH. YIIpaBieHUYecKas NesTeIbHOCTb U JIEIOMPOU3BOJCTBO. 3HA-
YEeHHE JJOKYMEHTOB JIJISl peau3aliy YIPaBICHYECKUX PEILICHUM.

Jlenonpou3BoACTBO B JIPEBHEPYCCKOM TocynapcTBe. PernmameHTtanusi 3aKOHOAATENb-
HeiMH akTamMu X VI-XVII BB. OTAETBHBIX CTOPOH CO3/IaHUSI U OOPMIICHHSI JOKYMEHTOB, 005~
3aHHOCTEH «CIYXUIIbIX» Jrofeil. Opranusaius AeJ0NpOU3BOACTBA B IEHTPAIbHBIX yUpeKIe-
HusAX Pycckoro rocynapcTsa (Ipukas3ax) ¥ MECTHBIX YUPEXKIEHUSAX (IIPUKA3HBIX U30ax), €ro
ocobeHHocTd. OCHOBHBIE ATanbl pabOThl C JOKYMEHTaMH, AEIONPOU3BOACTBEHHBIE Olepa-
ruu. CtonbuoBas opMa AeTOMPOU3BOJICTBA.

Konnexckoe nenonpou3BoACTBO. XapakTepucTuka «['eHepanbHOro periaMeHTa
1720 r. kak ocHOBHOTrO 3akoHojaarenbHOoro akra XVIII B. mo opranuzanuu aeia0mnpou3BOI-
ctBa. [lopsiok paccMOTpeHus €7 B KOJUIETUSIX U JOJDKHOCTHBIE 00513aHHOCTH YMHOBHUKOB.
Tabenb 0 panrax 1722 r. JlesTenbHOCTh CEKpeTapsi B KOJUIEKCKOM Jieionpou3Bojctee. Oco-
OCHHOCTH TEXHOJIOTHH JAeNonpoun3BoacTBa. Opranusalysi apXUuBHOTO XPaHEHUS JOKYMEHTOB.
«O6miee yupexaenue ryoepackoe» 1775 T. 0 mopsake IeIONpoOru3BOJCTBA U YCTAHOBJICHUN
UepapXUH BO B3aMMOOTHOILIEHUSX IEHTPAIbHBIX U MECTHBIX yupexaeHud. OTIUYus TeXHO-
soruu Aenonpous3BoAcTsa X VIII B. OT TEXHOJOTUHU NPEAIIECTBYIOMIETO IEPUOLA.

Munucrepckoe aenonpou3BoacTBo XIX - Hayama XX BB. Xapakrepuctuka «O01iero
yupexxaeHuss MUHUCTepcTB» 1811 T. Kak OCHOBHOTO 3aKOHOZATEIBHOTO aKTa I0 €IMHO00pa3-
HOMY TOPSAKY JEJIONPOU3BOJCTBA B YUpEXKICHUSAX. BiusHuE TEXHUYECKHX CpPEICTB Ha
COBEPILICHCTBOBaHHE pabOTHl C JOKyMeHTamH. Pa3paboTka paroHAIBHBIX CHCTEM JIeJo-
MIPOU3BOJICTBA B OTJEJIbHBIX BEJOMCTBAX M 3HAYEHHE TOTO ONbITA JJIS MOCIEAYIOLIEro pas-
BUTUS JieT01Ipon3BoicTBa. COBpEMEHHAs OLIEHKA CUCTEMBI JI€JI0NPOU3BOJICTBA IOPEBOIIOLM -
oHHOM Poccuu, BiusHUE AeTONPOU3BOACTBA Ha JajbHeilIee pa3BUTHE CIIOCOOOB U METOJOB
paboThI ¢ JOKyMEHTaMH.

Tema 2. Cmanosienue u pazgumue 0eionpoussoocmea 8 cosemckuii nepuoo (1917-
1991 22.). TlepBbie AEKpPEThI COBETCKOW BJIACTH O JESITEIBHOCTH COBETCKUX YUPEKICHUM,
perIaMeHTaluy OTJIENbHBIX CTOPOH IOKYMEHTHPOBAHMUS.

Brenpenve nmpuHIMIIOB Hay4YHOW OpraHu3aiuu ympasienudeckoro tpyaa (HOVYT) B
JIeSITENIbHOCTB rocanmapara U B JIeJIONPOU3BOCTBO.

Co3nanue palnrMoOHANU3aTOPCKUX LIEHTPOB COBEPILIEHCTBOBAHMS YINPABICHUECKOTO
TpyZa U JIeJ0IPOU3BOJICTBA (HAyUHO-UCCIEA0BATEIbCKUE HHCTUTY T, BEAOMCTBEHHBIE U BHE-
BEJIOMCTBEHHBIX OPraHOB PAllHOHATHU3AIIIH).

Hesrenpnocts Otnena anmunuctpatuBHor Texuuku (ATO) HK PKU CCCP, akmu-
OHEpPHOro 00IIecTBa OpraHU3alMOHHOrO cTpouTenbeTBa («Oprerpoit»), I'ocygapcTBeHHOTO
MHCTUTYTa TeXHUKHU ynpasieHus (UTVY) no panmonanuzanuu AeI0npou3BOACTBA B LIEHTPAJIb-
HBIX ¥ MECTHBIX YUPEKICHUSIX.

XapakrepucTuka 1 3HadeHne « O0ImuX mpaBuil JOKYMEHTALUU U JOKYMEHTO000pOTa»

3Hauenue onbiTa 1920-X rT. I MOCIEAYIOIIETO TEOPETHUYECKOrO U MPAKTUYECKOTO
COBEpLIEHCTBOBAHUS JEJIONPON3BOACTBA.

PazButne coBeTckoro rocymapcTBeHHOro penonpom3BoicTBa (1930-1950 rr.).
[Iporiecc cBepThIBaHUS pallMOHAIM3ATOPCKON JIeaTeNIbHOCTH B Havane 1930-x rr., ero nmpuan-
HBI U TIOCTIC/ICTBHUSL.

[HestenpHocth ['maBHOrOo apxusHoro ymnpasienus (I'AY) CCCP no meroauueckomy
PYKOBOJICTBY M KOHTPOJIIO 32 OpraHMU3aIllel 1eJI0MPOU3BOJICTBA B COBETCKUX YUPEKICHUSIX B
roasl Benukoit OteuecTBeHHOM BOWHBI. Pazpabotka mpoGieM kinaccuukanuu JOKyMEHTOB
['maBapXvBOM M OTAEIBbHBIMH BEIOMCTBAMH.

l'ocynapctBennoe nenornpousBoactBo B 1960-1990-e rr. [lombiTku peryiaupoBaHus
JIEIIONPOU3BOJICTBA ITyTEM HOPMATHUBHBIX aKTOB Pa3HOT0 ypoBHA. MeTonndyeckue pa3paboTKu
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I'AY CCCP 1960-x rr. 1o opraHu3anuy 1 TEXHOJOTUY JI€JIONIPOU3BOJICTBA.

CotpyannuectBo MI'TMAM u BHUMJIA/L no ucciaenoBaHuio TEOPETUUECKUX U METO-
IUYecKux mpobieM nokyMeHToBeneHus. Co3ganue W BHeApeHue OCHOBHBIX IMOJIOKEHUM
Enunoit rocymapcrBennor cuctemsl nernonpousBojcta (EI'CI). Xapakrepuctiuka OCHOB-
Hbix nonoxenuit EI'CJl, 3HaueHune cucTeMbl AJi OpraHu3alliu JeJONpPOU3BOJICTBA B yUpe-
KJICHUAX U OpraHU3alUsAX, ONBIT IPUMEHEHUS.

[Tytu coBepmeHcTBOBaHMA Aenonpon3Boactsa B 1970-1980-e rr. PazpaboTka npoekra
EnuHoil rocymapCTBEHHON CHCTEMBI JOKyMEHTallMOHHOTO oOecrieueHus ynpasienus (EI -
CHAOY), TocymapCTBEHHOW CHCTEMBI JOKYMEHTAIIHOHHOTO OOECHEUYCeHHs YIIPaBJICHUS
('CHOY). OcuoBubie monoxkenuss ['CJIOY: menb, Ha3HaUYCHHE, COCTaB, XapaKTEPHUCTHUKA
OCHOBHBIX II0JIO’)KEHUIN U TEMAaTUYECKUX Pa3/eiloB.

Bnusinue pabot mo craHgapTU3aluy U YHU(PHUKAIUMHN YIPABIEHYECKUX JTOKYMEHTOB B
1970-1990 rT. Ha TOKYyMEHTHPOBAHKE M OPTaHU3ALUIO PAOOTHI C IOKYMEHTaMHU

Tema 3. Pazeumue Oenonpouszeoocmeennou npaxmuku 6 Poccutickoti @edepayuu
(1990-2000-e 22.). HopmaTuBHO-MeTonudeckass 0a3a, peraaMeHTHpyromas padoty ¢
nokymentamu B 1990-2000 rr. (denepanbHblii KOHCTUTYIIMOHHBIN 3akoH «O ['ocynmapcTBeH-
HoM rep6e Poccuiickoit @enepannn» ot 25.12.2000 Ne 2-OK3, Tunosas MHCTPYKIHS 1O Jie-
JIOTIPOM3BOJICTBY B MHHHUCTEpCTBaxX U BepoMcTBax PD (1993 r.), pacniopsikeHUsT U TOCTAHOB -
JIEHUs] TPAaBUTENBCTBA O COXPAHHOCTH JOKYMEHTOB, CPOKAaX BEJOMCTBEHHOI'O XpaHEHHS
JIOKYMEHTOB, [lepedyeHb TUIOBBIX YIPABIEHYECKUX JOKYMEHTOB, 00pa3yIOUINXCs B JESITElNb-
HOCTH OpraHu3aiuii, ¢ ykazanuem cpokoB xpaHeHus 2000 r.), OcHOBHBIE NpaBuia pabOThI
apxuBoB opranmu3aiuii 2002r., OcHOBHBIE MpaBmiia pabOTHI apXuBOB opranu3aruii 2002r.).

Pa3nes 2. HopmaTuBHas periiaMeHTanus J0KYMEHTALMOHHBIX NPOLIECCOB
B Poccuiickoit ®@enepanun

Tema 4. Hopmamueno-npasoeas b6asa é cghepe ungopmayuu, 0oxymenmayuu, KOMmy-
nHukayuu. Penepanbuble 3akoHbl: KoHcTUTYMSA PP Kak ocHoBomosararomuil 3akoH Pd; @3
«O0 anektponHol M@posoit noanucu» 2002 r.; O3 «OO6 nHpopmannu, HTHPOPMAITMOHHBIX
TEXHOJIOTUAX U 3amuTe uHpopmarum» 2006 r.; Tunosass HHCTPYKLUUH O EJIONPOU3BOJICTBY
B (enepanbHbIX OpraHax HCNoiIHUTENbCKOM Bractu 2005 r.; @3 «O6 apxuBHOM aene B Poc-
cuiickoit @eneparun» 2004 . (c u3menenusmu Ha 13.05.2008 r.).

Vkassl [Ipesunenta Poccuiickoit denepannn: Ykas [Ipesunenra PO «O nposenenun
aTTeCTallMy IOCYyAApCTBEHHBIX I'Pa)IaHCKUX ciaykammx Poccuiickoit @enepanum» 2005 1.5
Vka3 Ilpesugenta PO «O mopsiake caaun KBadu(UKAIIMOHHOTO SK3aMEHa TOCYAapCTBEH-
HBIMH IPKIAHCKUMHU ClTy>KaluMu Poccuiickoit denepanyy U OLICHKE MX 3HAHWH, HABBIKOB U
ymeHuil (npodeccuonanbHoro ypoBHs)» 2005 r.; Yka3 [Ipesugenra PO «O koHkypce Ha
3aMeIlleHUe BAaKAHTHOW JIOJDKHOCTH TOCYJapCTBEHHOM IpakJIaHCKOW ciy>kObl Poccuiickoit
®eneparmm» 2005 r.; Yka3 [Ipesunenta PO «O npumepHoit popme cirykeOHOTro KOHTpaKTa o
MPOXOKJCHUN TOCYapCTBEHHOM ciyxO0bl Poccuiickoit dexepanuu u 3aMeICHUH JOKHOCTH
rocyJapCTBEHHOM rpakIaHcKom ciry»x0b1 Poccuiickoit @enepanum» 2005 r.

ITocranosnenus IlpaButenscrBa Poccuiickon ®enepanuu: Ilocranosnenue IlpaBu-
tenbcTBa PO «O TumoBoMm periameHTe B3aMMOAECHCTBUS (heliepajbHBIX OPraHOB MCIOJHU-
tenbHOM Biactw» 2005 r.; IlocranoBnenue IIpaBurenscrBa PP «O TumoBom periameHte
BHYTPEHHEH OpraHu3alnuu (eaepalbHbIX OpraHoB HcHoiIHHUTENbHOU Biactu» 2005 r.; Ilo-
cranoyienue [IpaBurenscrBa PO «O6 yTBepkaenun [IpaBui oka3aHus yciayr HOYTOBOH CBA-
3u» 2005 r.; [locranonenue [IpaButenscrBa PO «O0 yrBepxaenuu [IpaBui okazanus yciyr
tesnerpadHoit cszu» 2005 r.; Iloctanonenue IlpaButensctBa PO «O6 yrBepxnenun I[pa-
BWJI JICJIONTPOU3BOCTBA B (De/IepaibHBIX OpraHax UCIIOIHUTENbHOM BiacTu» 2009 T.
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Tema 5. Hopmamusnvie u memoouueckue OOKYMeHmMbl NO 0el0npou3eoocmsy (6
Jekyuu ucnoav3yemces npaxmudeckuti onmol 41'UK). Nuctpykuu u npaswia: «lIpaswuia me-
JIOTIPOU3BOJICTBA B (helepanbHBIX OpraHax HcmoHuTenbHOW Biuactm» 2009 1., «IlpaBuia
OpraHu3aly XpaHEeHHUs, KOMIUIEKTOBAHHUS, YUeTa U UCIOJIb30BaHUS JOKYMEHTOB APXHBHOIO
¢donna Poccuiickoit @enepanuu U APYruxX apXUBHBIX JTOKYMEHTOB B OpraHax rocyAapCTBEH-
HOM BJIACTH, OpraHax MECTHOIO caMOyMpaBJeHus U opranuzanusx» 2015 r.;

Hanumonaneneie cranpaptsel: FOCT P UCO 15489-1-2007 Cuctema craHAapToB IO
uHbopMaluu, OUOIMOTEUHOMY U U3JIaTENbCKOMY JeNy. YIpaBiieHue AokyMeHTamu. OOmiue
tpebdoBanus, [OCT P 7.0.8-2013 Cuctema cranaapToB no uHpopmanuu, OHOINOTEIHOMY U
U3JIATENIbCKOMY Jienty. Jlemonpou3BOACTBO U apXHMBHOE J1€J0. TepMHHBI U OIpeleieHHUS,;
I'OCT P 7.0.97-2016 Cucrema crangaptoB o uHpopManuu, OUOIUOTEYHOMY H U3-
JnaTenbckoMy Aeny. OpraHu3alluOHHO-pacHopsAUTeNbHAs JTOKyMeHTalus. TpeOoBaHUS K
o opMIIEHUIO TOKYMEHTOB.

[lepeunu: [lepeueHb TUMOBBIX YIPABIEHYECKUX JTIOKYMEHTOB, 00pa3yroIIMUXCs B Jesi-
TEJIbHOCTU OpraHM3alUii, ¢ ykazanueM cpokoB xpaHeHus 2003 r., [lepeueHp TUIIOBBIX apXUB-
HBIX JIOKYMEHTOB, 00Pa3ymIIHUXCs B HAYYHO-TEXHUYECKOW U MPOU3BOICTBEHHOM JESTEIBHO-
CTH OpraHu3auuil ¢ ykazaHuem cpokoB xpaHeHus 2007 r., [lepeueHb TUIIOBBIX yIpaBlieHYE-
CKUX apXUBHBIX JIOKYMEHTOB, 00pa3yIoOUIMXcs B IMpoLecce NESTEIbHOCTH T'OCYIapCTBEHHBIX
OpPraHoOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUS U OpraHM3alUil, ¢ yKa3aHHMEM CPOKOB XpaHe-
Husa 2010 1.

Hopwmbl Bpemenu u kBanmpUKaMOHHBIE XapakTepucTuku: Hopmbl BpeMeHH Ha pa-
00TBhl N0 JOKYMEHTAIIMOHHOMY OOECIEUEHUIO YIIPaBJICHUYECKUX CTPYKTYp B (eaepabHbIX
opraHax ucnojHuTenbckoi Biaactu 2002 r.; KBanmupukamoHHBIH COPaBOUYHUK JODKHOCTEH
PYKOBOJMTENCH, CHEIMHAIMCTOB U Jpyrux ciayxamux 1998 r. IlpodeccronanbHbie
CTaHJapThI.

Pa3znen 3. OpranuzanuoHHas cpeaa J0KYMEHTAIIHOHHBIX MIPOLIECCOB
B YIIPaBJIeHUH OpraHu3amuei

Tema 6. [okymenmayuonnoe obecneuenue ynpasieHus: opeaHu3ayUoOHHble ACHeKmbl.
HoxymenTtanmonHoe obecrieuenue ympasieHus (JIOY) Ha coBpemenHoM dTamne. DakTopsl U
acnekTbl  (OpraHu3alMOHHBIN, IOPUAMYECKHM, TEXHUYECKUM  IMCUXOTMTMEHUYECKH),
BIIUSIONINE Ha OPTaHU3AIUIO JEJIONPOU3BOICTBA B YUPEKICHUH.

ABTOMaTH3UPOBAHHBIC TEXHOJIOTHMH OOPaOOTKU JOKYMEHTOB W WX BIIMSHHUE HA CH-
CTeMY JIeJIOIPOU3BOJICTBA KOHKPETHOW OpraHu3aluu. BiusHue XapakTepa YIpaBJIeHHUS,
MPUHIUIIOB MPUHATHUS YIPABICHYECKUX PEIICHUN Ha OPraHu3alldi0 U TEXHOJOTHUIO JIEJ0-
MPOU3BOJCTBA. B3anMMOCBSI3b [EIOMPOU3BOJACTBA C OpraHu3alueld BEJIOMCTBEHHOIO U
roCyJapCTBEHHOTO XpaHEHHUS IOKYMEHTOB.

OCHOBHBIE 1I€TTH JISJIOMPOU3BOICTBEHHON CITykO0bI (ci1y>k0b1 JIOY). AcniekTsl opranu-
3alUU CITYKOBI JIETONPOU3BOJICTBA (FOPUINICCKUI, OpraHU3allMOHHBIN, TEXHUYECKHA, TICU-
xoduznonorudyeckuii). OpraHuzanoHHbIe (HOPMBI JOKYMEHTAITMOHHOTO obOecrieueHus (J1e1o-
MPOU3BOJCTBA): LEHTPAIM30BaHHAs, JCUEHTpAIN30BaHHasA, cMemanHas. MakTopel, onpeae-
JSIOUINE UX BBIOOP B KOHKPETHON OpraHU3alliH.

TUNOBBIE CTPYKTYPHI i COCTaB JCIIONPON3BOACTBCHHOMN CITyKObI B OpraHU3aIfsaX pas-
JUYHBIX YPOBHEW ymnpaBiieHUs. 3a/ladydl ¥ TUMOBbIE QYHKIUHU (TEXHOJOTUYECKUE, KOHTPOIIb-
HbIe, MeToau4eckue) ciryk0 JIOVY. JIoKHOCTHOM M YHCICHHBIH COCTaB paOOTHUKOB CITY>KOBI
JOVY (pykoBOAUTENH, CIIEHUATUCThI, TEXHUUECKHE UCTIONHUTEINHN). 3a1aun U GYHKIH padboT-
HUKOB JICJIONPOU3BOJCTBCHHON CITY»OBI. YCIIOBUS TpyAa, 00OpYyI0BaHHE MECT pabodmnx pa-
OOTHHUKOB.

Tema 7. Jlokanvnas peziramenmayusl 0OKyM€Hmab;u0HHblx npoyeccoes. TuroBsle 1 HUH-
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TUBUAyadbHBIE TONOXkeHUs o ciayxoe JOY. Tumooit Qopmymsp mHOIOXKEHUs, COCTaB
uH(pOpMaLIUK, MOPAAOK Pa3pabOTKU U YTBEPKACHUA. JJOJDKHOCTHAS MHCTPYKLUS KaK OCHOB-
HOM HOPMATUBHBIA JOKYMEHT, ONPEACIAIONIMI OpraHu3allMOHHO-IIPABOBOE IIOJIOKEHUE Pa-
O0oTHHMKA. TUMOBOM (QOpPMYJNIAp AOIKHOCTHOM MHCTPYKLIMH, COCTaB MH(OpPMaLUH, MOPAIOK
pa3paboTku u yTBepxaeHus. OcHOBHbIE TpeOOBaHMSA K OGOPMIICHHIO M CTPYKType TEKcTa
JOJDKHOCTHBIX MHCTPYKLUI pyKoBoAdAlIero cocrasa ciyxosl JIOY, crnenuaiucToB U TEXHU-
YEeCKUX HUCHONHUTENeH. MHCTpYKIMs MO0 JOKYMEHTAIHOHHOMY OOECIICYCHUIO YIPABICHHUS.
TunoBsle 1 UHIUBUAYaAIbHBIE MHCTPYKUUH. [lopsiiok pa3zpaboTku, coctaB MH(pOpMaIuu, mo-
PAIOK pa3paboTKu U yTBepkaeHus. HopmupoBanue Tpyaa paboTHukoB ciayx0sr JJOY, turmo-
Bbl€ HOPMAaTHBBI BPEMEHU Ha JIEJIONPOU3BOJICTBEHHBIE paboThl. MeTonuka pa3padotku Tabe-
751 yHU(HUIMPOBAHHBIX (HOPM TOKYMEHTOB.

Pa3nen 4. TexHoJI0THH TOKYMEHTALIHOHHOTO 00ecTieYeHusl yIPaBIeHUA

Tema 8. Texnonoeus obpabomxu u 0gudxicenus 0oKymermos. ONpeneieHue MOHATHS
«IOKYMEHTO000pOT». PernamenTtanus J0KyMeHTOO00pOTa.

[ToHsATHE «OKYMEHTOINOTOK», CTPYKTYpa M 00mIasi XapaKTepHCTUKa BXOJISIIETO, UC-
XOJISIIIIETO W BHYTPEHHETO JOKYMEHTOIIOTOKOB. AHAIN3 JOKYMEHTOOOOPOTa YUPEKICHUS.
[Topsimox 00pabOTKK MOCTYNAOIINX JOKYMEHTOB | IIepe/jada uX Ha UCTIONIHEHUE, XapaKTepH-
CTHKA JTaloB M ONepanuil 00pabOTKH BXOAAIIUX JOKYMEHTOB: NMPUEM W MEpBUYHAsS 0o0Opa-
0OTKa JIOKyMEHTOB, IPEIBAPUTEIILHOC PACCMOTPEHHE W paclpelelieHHe JTOKYMEHTOB,
perucTpanus, pacCMOTPEHHE TOKYMEHTOB PYKOBOJICTBOM, Tepeadya JTOKyMEHTOB Ha HCIIOJI-
HeHue. [lopsnok 00pabOTKM MCXOISMIIMX JOKYMEHTOB (COCTaBJIIGHHE IMPOEKTa JOKYMEHTa,
COTJIACOBAaHUE U BU3UPOBAHUE, MOAMNMCAHNUE, YTBEPKICHUE, PETUCTPAIIUs, OTIPAaBKa U3 Opra-
Hu3auu). OpraHuszaius paluoOHAJIBHOTO JIBUKCHHUS JIOKYMEHTOB BHYTPH YUPEKICHUS,
MPEIPHUSITHS, OPTaHH3AIIH.

OOBeKTHBHBIE U CYOBEKTHBHBIC NMPUYHHBI POCTa JOKyMeHTooOOpoTa. HamnpasieHus
COBEPIICHCTBOBAHUS JIOKYMEHTOO00OpOTa M MYTH €ro COKpAaIeHHUS. ABTOMATH3UPOBAHHBIC
CHCTEMBI JIOKyMEHT0000pOTA.

YrpaBieHYeCKUH AIEKTPOHHBIN JTOKYMEHTOOO0OPOT: MPOOIEeMbl BHEIPCHHS W IIPUME-
HeHus. KOHIenmus «3JIeKTPOHHOTO MPAaBUTENBCTBA» M MPOOJIEMbI pa3BUTHS (OPM BHYTpPH-
BEJIOMCTBEHHOTO W MEXBEJIOMCTBEHHOTO WH(POPMAIMOHHOTO B3aMMOJICHCTBUS B YCIIOBHUSIX
HOBBIX HH(POPMAIMOHHBIX TEXHOJIOTHH.

Tema 9. Pecucmpayusi 0oxymenmos. Peructpanys Kak cOCTaBHas 4acTb TEXHOJOTHU
JOVY. [IpuHIMnIb! perucTpanuy 10KyMEHTOB.

CoBpeMeHHbIE perucTpalMoHHble (popMbl (KypHalbHas, KapTO4YHasl, aBTOMaTH3HPO-
BaHHas), MX CpaBHUTEJIbHAs XapaKTEpUCTHKA, 3all0OJIHEHUWE U BeleHHE. B3aumocBs3b
perucTpanuy J0KyMEHTOB ¢ OpraHU3aluell ClipaBoOYHO-NH(POPMAIMOHHOHN paboThl, OpraHu3a-
uen KOHTpOoJs ucnoaHeHus. IIpasuna naaexkcanuu 1okymeHToB. [IpuMeHeHre aBToMaTu3u-
POBAHHBIX CUCTEM PErHCTPALUH.

Tema 10. Konmponwv ucnonuenuss 0oKymenmos u nopyueruil. [1oHATHE «KOHTPOJIb UC-
MOJIHEHUST TOKYMEHTOBY», €ro 1ejiu U 3agayr. KoHTpoJib 32 UCIOJIHEHUEM JOKYMEHTOB Kak
OJIHa M3 OCHOBHBIX (yHKIHH ciyx0b1 JIOY. PermameHTamnuss KOHTPOJIS 3a HCIOJHEHHUEM
JIOKYMEHTOB, KaTerOPUU JOKYMEHTOB, MOJJISKANUX KOHTPOIt0. OpraHu3anoHHbIe (HOPMBI
KOHTpOJIsl (LeHTpaIu30BaHHas, JeUEHTpaIN30BaHHAasl, CMelIaHHas ). Tumbsl KOHTpouis (1o cy-
IIECTBY, KOHTPOJb 3a CPOKAaMMU HCIOJHEHUs1). BHIBI CPOKOBOro KOHTPOIS (TEKYIIMH,
MpeynpeUuTeNbHbIi, UTOTOBBIH). CpPOKH HCIOJHEHUS JOKYMEHTOB (THIIOBbIE U MHAMBHIY-
anbHbIe). TpalulMOHHAs ¥ ABTOMATU3UPOBAHHASI TEXHOJIOTUSI KOHTPOJIBHBIX ONEpaliuii.

AHanu3 ¥ UCIOIb30BAHUE JAaHHBIX 00 HCIIOIHEHUN JOKYMEHTOB B YCIOBUSAX TPAIUIIH -
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OHHOU M aBTOMAaTH3UPOBAHHONW TEXHOJIOTHH 00padOTKH JOKYMEHTOB.

Tema 11. Hugpopmayuonno-cnpasounas paboma no OOKYMEHMAM Op2SaAHU3AYUU.
HNudopmanmonHo-cripaBoyHas padota riaBHas 3agava ciyx0b1 JJOY. TpaaunuoHHbie crpa-
BOYHBIC KapTOTEKU: BHJBI, XapaKTEPUCTUKA, OCOOCHHOCTH BEICHHS, CPOKU XpaHEHUS.
[TpuHIMIBI TOCTpOSHUSI MH(GOPMALMOHHO-TIOUCKOBBIX CHUCTEM IO JOKYMEHTaM, OCHOBHBIC
MIPU3HAKU TTOCTPOCHUS CITPABOYHBIX KAPTOTEK.

CoBpeMeHHbIE CUCTEMBI yIpaBieHUs 0a3aMu JaHHBIX: 3HAYE€HUE, OCOOCHHOCTHU Bejie-
HUs1, TIOUCK JJOKYMEHTOB, BblJIaua CIIPABOK.

Pa3zgea 5. CucremaTuzanus u odecrneyeHue COXPAHHOCTH JOKYMEHTOB

Tema 12. Homenxnamypa oen opeanuzayuu (8 JeKyuu Ucnonb3yemcs npakmuyeckul
onmul YI'HIK). TloHATHE «HOMEHKIJIATypa Jei». 3HaUYeHUE HOMEHKIIATYPhI 1. Buapl HOMeH-
KJIATYpBI e (THIOBas, MPUMEpPHasi, CBOAHAs ), UX Ha3HaueHue. TpeOoBaHMS K COCTABJICHUIO
HOMEHKJIATyphI JIe]1, UX perjaMeHTalksi B HOPMAaTHBHO-METOANUECKUX MaTepuaax.

Meroanka cocTaBiaeHUs HOMEHKIIATYPhI JeJl: U3yUYeHHUE COCTaBa JOKYMEHTOB, pa3pa-
00TKa Ki1accU(PUKAIIMOHHON CXeMbl; TpeOOBaHMS K COCTABICHUIO 3ar0JIOBKOB JIe]l U MpaBUiia
UX CUCTEMaTHU3ALINH.

[Topsimox odopmiieHnss HOMEHKIATypbl Aenl. Cpoku XpaHeHHs HOKyMeHTOB. Mcmob-
30BaHME HOMEHKJIATYPHI JIe] B OTIEPATUBHOM XPAHEHUH U BEJIOMCTBEHHOM apXHUBE.

Tema 13. @opmuposanue oen. Ilonstue «popmupoBanue aen». DopMupoBaHue el B
OpraHu3alUsaX pPa3IMYHbIX YpPOBHEH ympapinenus. OOmpe mnpaBuiaa (GopMUpOBAHUS JIE.
['pynmupoBKa pa3IUYHBIX KATErOpWil JOKYMEHTOB B Jjena. [IpUHIUMIBI CHUCTEeMATH3AINH
JIOKYMEHTOB BHYTpH JICJ.

Tema 14. Opeanuzayusi onepamusroco xpauerus Oein. HopMaTHBHO-METOAMYECKAs
0a3a, peraaMeHTHPYIOIasi OPraHU3alrio0 TEKYIIETr0 XpaHEeHUs! JOKYMEHTOB B JEJIOMPOU3BO/I-
CTBE.

3amaun paboTHHKOB ciayx)0bl JIOY mo opraHu3anuu TEKyIIero XpaHEHUs TOKyMCH-
TOB. XpaHEHHUE IOKYMEHTOB B CTPYKTYPHBIX MOJIpa3Ae/IeHUsIX OpraHu3aluu.

Opranuzanusi cipaBOYHOM pabOThI U MOPSIOK BbIJAYH TOKYMEHTOB JIJIi BPEMEHHOT'O
MOJIb30BaHUs MPU XPAaHEHUH MX B CTPYKTYPHBIX MOJpa3iefieHusiX. XpaHEeHHEe MalliHOYNTA-
€MBIX JOKYMEHT» U JOKYMEHTOB HA MarHUTHBIX HOCUTEIISX.

Pa3jnen 6. DxcnepTu3a HEHHOCTH JOKYMEHTOB B /1€JIONIPOU3BO/ICTBE

Tema 15. Dxcnepmu3svl yenHocmu OokymeHmos. 1loHATHE «IKCIEepTH3a HEHHOCTHY.
HopmaTuBHO-METOIMYECKHE U TEOPETUUECKUE OCHOBBI MPOBEACHUS SKCHEPTU3bL. 3HAUYCHUE
sKCIepTU3bl HeHHOCTH JokyMeHToB (DL/1). TpeboBanus Kk NMpoBeIEHUIO SKCIEPTU3HI LIEHHO-
CTH JOKyMEHTOB. KpuTepuu OIleHKH JOKYMEHTOB (IPOUCXOXKICHUE, COACPKAHUE, BHEIIHHUE
ocobennoctn). [Ipunnumnel D11J] ncropusm, BCeCTOPOHHOCTh, KOMITJIEKCHOCTb.

Opranuzanus 3KCrepTU3bl HIEHHOCTU IOKYMEHTOB, LIEHTPAIbHBIX 3KCIEPTHBIX KOMHUC-
cuii (IIOK) u skcmepteix komuccuit (OK) yupexnenus. Ilomoxxkenus o6 OK. IlpaBa m
(GYHKIIUM KOMHCCHH, OpTaHHM3aIs padOThl M JTOKyMEHTHPOBAHHE NEATEIBHOCTH. llopsaok
npoBeaeHUs U opopmiieHus pe3yabratoB DI,

[Topsimok YHUUTOXKEHHS U CIIMCAHUSI JJOKYMEHTOB.

Tema 16. Iloocomoska den k nepedaye 8 apxue opeanuzayuu. [lorsTie «opopmieHue
nem». HopmatuBHo-mMeToanueckue Matepuaibl OenepalibHON apXUBHOM CiTykO0bl 00 odopM-
JICHUU JIe.

Oranbel 00paboTKH Aen (cucTemarusalusi AOKYMEHTOB B Jiena, odopmiieHHE HAel,
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COCTaBJICHHE OIKCH JIeN, clladya Jell B BEJAOMCTBEHHBINM apxwB). OCHOBHBIC TpeOOBaHHS K
opopmienuto nen. [lonnoe u yactuunoe opopmienue nen. [loammBka qJOKYMEHTOB B jefa.
CocraBienue n opopmiieHHE 3aBepuTeNbHON Haanmucu. Hymepauus nucroB nena. Ilonsitue
«BHYTPEHHSSI OIKUCh JOKYMEHTOB jesia». Buael onuceid. IIpaBuia cocraBiieHus onucu el
CTpYKTypHOTO ToapasneneHus. [lonsatue «obmoxka nena», opopmiaeHne 0OIOKKU JIen TO-
CTOSIHHOTO Y BPEMEHHOT'O XPaHEHUSI.

[lepenaya nenm B BeIOMCTBEHHBIN apxuB. B3ammopeiictBue ciayxOb JJOY u BenoM-
CTBEHHOI'O apXvBa MpH (GOPMHUPOBAHUU OCHOBBI JUIS MOCIEAYIOIIET0 XPaHEHUS U HCIOIb30-
BaHUS JOKYMEHTOB.

5. IIEPEYEHb YYEBHO-METOJAYECKOI'O OBECIIEYEHUS
JJIS1 CAMOCTOSITEJABHOM PABOTHI OBYYAIOIIUXCS 11O JUCIUILIAHE

5.1. O6uue moJ10KeHUA

CamocTosTenbHas paboTta 00y4aromuxcs — 0coObId BHUJI MO3HABATEIHLHOU JIEATENb-
HOCTH, B TIPOIECCE KOTOPOU MPOUCXOAUT (POPMUPOBAHUE ONTHUMAIBLHOTO IS JAHHOTO WHIH-
BUJA CTUJISI TIOJY4YeHUs, 00paOOTKHU U yCBOEHUS yueOHON MH(pOpMAIMK Ha OCHOBE MHTETpa-
IIUU €T0 CYOBEKTHBHOTO OTBITA C KYJIBTYPHBIMU 00pa3iiaMu.

Lenbto camocTosITeNsHOM paboThl 00y4aroLIerocs sSBIsSETC:

— ¢dopMupoBaHUE IPUBEPKEHHOCTH K Oyaymiei npodeccuu;

— CcHCTeMaTu3allus, 3aKperUIeHne, YIriIyOJleHne U paclIupeHue MOTyYeHHBIX 3HAHHMA
YMEHUH, BIIaJICHU;

— ¢dopMupOBaHHE YMEHU HUCIIOJIB30BATh Pa3IMYHbIe BUIbI U3AaHUN (OPHUIIHATBHBIE,
Hay4HbI€, CIPaBOYHbIE, HTH(POPMAIIMOHHBIE U JIP.);

— pa3BHUTHE MO3HABATEIBHBIX CIIOCOOHOCTEHW M aKTUBHOCTH 00ydJaromierocs (TBopye-
CKOM MHUIIMATUBBI, CAMOCTOATEIbHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH);

— (dopMUPOBaHHE CAMOCTOSTEIIHPHOCTH MBIIUICHHS, CIIOCOOHOCTEH K CAMOPA3BHUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO, CAMOPEATIN3ALINY;

— pa3BUTHE UCCIIEAOBATENBCKOTO U TBOPUECKOTO MBILICHHUS.

CaMmocTosTenbHast paboTa SBIISETCS 00s13aTENILHOM A KaKI0ro o0ydaromerocs, u
ee 00beM IO KaKJOU JUCHUIUIMHE ONpeeNsieTcsl yueOHbIM IJIaHOM. MeToIuKa ee opraHu3a-
I[UU 3aBUCUT OT CTPYKTYPBI, XapakTepa U OCOOCHHOCTEH M3ydaeMOW AUCHMILIUHBI, UHIAUBH-
JyalTbHBIX Ka4eCTB U YCIIOBUH Y4eOHOU eATeIHbHOCTH.

st 5ppexTUBHOM OpraHU3aluy CaMOCTOSTENILHONU pabOThl 00YUaIOIIMIACS TOJIKEH:

3Hamb:

— cuctemy GopM U METOZOB OOYUYEHHS B BY3€;

— OCHOBBI HAy4YHOUM OpraHu3aliy TPyIa;

— METOJIMKU CaMOCTOSITENIbHON pabOThI;

— KPUTEPHUU OLIEHKH KaueCTBA BBIMOIHIEMON CaMOCTOSITENIbHOM paboThI;

ymems:

— MPOBOJUTH MOUCK B PA3TUYHBIX TOMCKOBBIX CHCTEMAX;

— HCTOJB30BaTh PA3TUYHbIC BUIbI H3IaHUN;

— TPUMEHSTh METOJIUKHA CaMOCTOSTEIBHON pabdOThI € YYeTOM OCOOEHHOCTEMH
U3y4aeMO JUCIUTITNHBL

81a0emsy:

— HaBBIKaMU IJIAHUPOBAHUS CAMOCTOSTENTbHON paOOThI;

— HaBBIKAMHU COOTHECEHUS TUTAHUPYEMBIX IIEJIEH U MOTYYEHHBIX PE3yJIbTaTOB B XOJI€
CaMOCTOSITENTLHOU PabOTHI;

— HaBBIKAMH TMPOCKTUPOBAHUS M MOJCIHPOBAHUS PA3HBIX BHIOB U KOMIIOHCHTOB
npohecCuOHaNBHOU e TEIbHOCTH.

Meroanka caMOCTOSITENIBHOW pabOTHl TPEABAPUTEIHLHO PA3bSICHACTCS Mpernojia-
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BaTesieM (B (hopMe BHJICO3AMKCH) U B TIOCJIEAYIOUIEM MOXKET YTOUHATHCS C YI€TOM UHIUBUY -
aJIbHBIX OCOOEHHOCTEN 00YYaroIUXCsl C UCIIOIb30BAHUEM MHIUBHUyaJIbHBIX KOHCYJIbTALUI.
CamocrosTenbHy0 paboTy Haa AUCHMIUIMHON ceqyeT HauMHATh C U3Yy4eHHs pabo-
4yel IporpaMMbl JUCHUIUIMHBL, KOTOPast COAEPKHUT OCHOBHBIE TPEOOBaHMS K 3HAHUSAM, YMEHHU-
M ¥ BIaieHUsIM oOydaembIX. O0s3aTenbHO ciaelyeT TOMHUTh PEKOMEHIAINH [IPeroiaBaTe-
151, JaHHBIE B XOJI€ YCTAHOBOYHOTO 3aHATHUSA, 4 3aT€M — IPUCTYNATh K U3YYECHUIO OTIENIbHbIX

pa3/esioB ¥ TeM B MOPSIKE, IPEyCMOTPEHHOM pabodel mporpaMMoi TUCIUTUIHHEL.

5.2. Y4eOHOo-MeTOAUYECKOE 0O0ecTieYeHHe CAaMOCTOATEIbLHOMH padoThI

Taoauna 5
5.2.1. Cooepircanue camocmosamenvHoul pabomol
HaunmeHoBanue Conep:xanue ®opma
pa3iesioB, TeMbI CaMOCTOSITEJbHOI PaGOTHI KOHTPOJIsI

Pazgen 1. I'ene3nc u 3B0JII0

U 1€JI0IIPOU3BOJACTBA B Poccun

Tema 1. Bo3HUKHOBEHHUE U pa3BUTHE JIET0-
MIPOU3BOJACTBA B yupexxaeHusx Poccuu 1o
Hayasa XX Beka

CamocTtosiTensHas padota Ne
1.

YuacTue B ceMu-
Hape

Tema 2. CraHOBJICHHE W pa3BUTUE HETIO-
MPOU3BOJACTBA B COBETCKHM mepuoy (1917-
1991 rr.)

CamoctositenbHas pabora Ne
2

Yuactue B cemu-
Hape

Tema 3. Pa3BuTHe nemompoON3BOACTBEHHON
npakTuku B PO (1990-2000-e rr.)

CamocrostensHas pabora Ne
3

VYyactue B ceMu-
Hape

Paznen 2. HopmaTuBHasi persjiaMeHTanus A0KYMEHTAIIMOHHBIX TP

Poccuiickoii @enepannu

Ol[eCCOB B

Tema 4. HopmarusHO-TIipaBoBast 6a3a B cdepe
nH(OpPMAIWH, TOKYMEHTALMH, KOMMYHHUKAIIN

CamocrositensHas pabora Ne
4

VYyactue B ceMu-
Hape

Tema 5. HopmaruBHBIE M MeETOAMYECKHE
JIOKYMEHTHI 110 JIEJIONPOU3BOJICTBY

CamoctositensHas pabota Ne
5,5.1

YuacTue B ceMu-
Hape

Pa3znen 3. Opranu3anuonHasi cpeia J0KYMEHTAIMOHHBIX MPOIECCOB B YIIPaBJeHUH

OpraHusanmen

Tema 6. JloxymeHtammonHoe obecneuenue | CamoctositenbHas padota Ne | Yyactue B cemu-
YIPAaBICHUS: OPraHU3ALMOHHBIE ACTIEKTHI 6 Hape

Tema 7. JloxkampHast  permamenrtanus | CamocrositensHas pabota No | Ygactue B ceMu-
JIOKYMEHTAIIMOHHBIX NPOLIECCOB 7 Hape

Pa3nen 4. TexH010rMH TOKYMEHTALIMOHHOT0 o0ecnedeHusi YIIpaBJIeHUs!

Tema 8. TexHomnorust 00padoTku u ABmkeHus: | CamocrositenbHas pabora No | Yyactue B ceMmu-
JIOKYMEHTOB 8 Hape

Tema 9. Peructpanus 10KyMeHTOB

CamocrosTenpHas pabota Ne
9

Bein. mpaxr. pa0.

Tema 10. KoHTpOdb HCIONHEHHS] JOKYMEH-
TOB U NOPYYECHUHU

CamocrosTensHas padoTta Ne
10

VYyacTtue B ceMu-
Hape

Tema 11. MuadopmanmoHHO-cripaBoYHas pa-
00Ta 10 IOKyMEHTaM OpraHHu3aluH

CamocrosTensHas pabota Ne
11

Yuactue B cemu-
Hape

Paznen S. Cucremarusanms M odecneyeHue COXPAHHOCTH TOKYMEHTOB

Tema 12. HomeHkmatypa mei opranu3arim

CamocrosTenbHas padora Ne

YyacTne B ceMu-

12, 12.1 Hape
Tema 13. ®opmupoBanue aen CamocrositensHas padota Ne | Yyactue B ceMu-
13 Hape

Tema 14. Opranuzanus omepaTUBHOTO Xpa-
HEHUS O

CamocrosTenbHas padora Ne
14

YyacTue B ceMu-
Hape

Pa3jnen 6. JkcnepTu3a HEHHOCTH JOKYMEHTOB B /1€JI0NIPOU3BOACTBE

Tema 15. DxcnepTu3sl IIEHHOCTH AOKyMEH-
TOB

CamocTtosTensHas padota Ne
15

YyacTtHe B ceMu-
Hape
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Tema 16. [ToaroToBka aen k nepenade B ap- | CamocrostensHas padbota No | Yuactue B ceMu-
XUB OpraHu3aluu 16 Hape

5.2.2. Memoouueckue ykazanus no 6bIn0JHEHUIO
CamocmosamenbHoll padonut
Camocmosmenvhas paboma Ne 1. Tema « Bo3nuxknosenue u pazeumue 0e10npou3600Ccmed
6 yupesicoenusx Poccuu 0o nauana XX eexa»
Iens paboOTHI: MOATOTOBKA K CEMUHAPAM II0 TEME.
3amaHue U METOJMKA BBHITOJHEHHS: TO3HAKOMHUTHCS C PEKOMEHIyeMOH JINTepaTypon 1o
TEME, BBIAIBUTH JOMOJHUTEIBHO JIMTCPATYPY IO TEMC CECMUHApPA.

Camocmosamenvuas paboma N 2. « Tema Cmarnosnenue u pazgumue 0e10npou3800cmed
6 cogemckuti nepuoo (1917-1991 22.)»
Lenp paboThl: TOATOTOBKA K CEMUHAPY I10 TEME.
3aiaHre ¥ METO/IMKA BBITIOJHEHHUS: TO3HAKOMHUTHLCS ¢ PEKOMEHYEMO TUTEepaTypoH 1o
TEME, BBISIBUTH JIOTIOJHUTEIIBHO JIMTEPATYPy MO TEME CeMUHapa.

Camocmoamenvras paboma Ne 3 « Tema Pazeumue 0enonpouzso0cmeenHol npakmuKy 8
Poccuiickou @edepayuu (1990-2000-¢ 22.)»
Lenb paboThI: MOATOTOBKA K CEMUHAPY 110 TEME.
3agaHre ¥ METOANKA BBIIOJIHEHUS: MO3HAKOMHUTECS C PEKOMEHAYEMOH JIUTEpaTypoH 1o
TeMe, BBIIBUTH JOIIOJIHUTENIBFHO JINTEpATypy M0 TEME CEMUHapa.

Camocmosmenvras paboma Ne 4. Tema «Hopmamuseno-npaeoeas 6aza 6 cgpepe ungpopmayuu,
OOKYMeHmMayuu, KOMMYHUKAYULY
Lenp paboThl: TOATOTOBKA K CEMUHAPY 10 TEME.
3asaHue U METOJIMKA BBIITOJHEHUS: TO3HAKOMUTBHCS C PEKOMEHTyeMOH JINTepaTypon 1o
TeMe, BBISIBUTH JOMOJHUTEIBHO JIUTEPATYPY MO TEME CEMUHApA.

Camocmosmenvhas paboma Ne 5. Tema «Hopmamusnvie u memoouueckue 0OKyMeHmbl
10 0e10npPoU3800CMEY»
Llens paboThI: MOATOTOBKA K CEMUHAPY IO TEME.
3aaHre ¥ METO/IMKA BBHITIOJHEHUS: TO3HAKOMHTHLCS ¢ PEKOMEHIYEMOH JTUTEepaTypoH 1o
TeMe, BBISIBUTH JOTIOJTHUTENBHO JINTEpaTypy Mo TeMe CeMUHapa.

Camocmosamenvrasn paboma Ne 5. 1. Tema « Ob06wenmvie mpyoosvie Qyuxyuu 8 npoghecCuoHabHbIxX
CManoapmax Kaxk 0CHO8A 0151 hOPMUPOBAHUsL NPOPECCUOHATLHBIX KOMNEeMeHYUL 0151 OCHOBHBIX NPO-
Geccuonanvbhvix 00PA308AMENLHBIX NPOSPAMM BbICULE20 0OPAZ0BAHULY
3adanue svinonusemcs 6 popme npakmuueckou no020MoBKU Ha MAMepuanax cmpyKkmypHo20
noopazoenenus UHCMUmMyma: y4ueoHo-mMemoouyecKko20 ynpagieHus

[lenp paOOTHI: MO3HAKOMUTCS CO CTPYKTYypoil mNpodecCHOHANBHBIX CTaHAApPTOB;
ycranosnenue cootBetcTBus [1IK k OT® B npoeccroHaNbHBIX CTaHAAPTaX.

3ajaHne M METOAMKA BBINOJHEHUS: MCIIONb3Yysl pa3paboTaHHBIC M YTBEP)KACHHBIE B BY3€
nokyMmeHThl «OIIOIl: obmiast xapakTepucTHKa», MO YKa3aHHBIM B BapuaHTe 00pa30BaTENbHBIM
nporpaMmam MpoaHaIu3upoOBaTh (HOPMYIUPOBKH MPOPECCHOHATBHBIX KOMIIETEHLIUI U YCTAHOBUTD X
COOTBETCTBHE 000OIIEHHBIM TPYJIOBBIM (PYHKIIHSIM.

Camocmosmenvras paboma Ne 6. Tema «/oxymenmayuonnoe obecneuenue ynpasienus.
Op2aHU3AYUOHHBIE ACNEKMbLY
Lenp paboThl: TOATOTOBKA K CEMUHAPY 10 TEME.
3anaHue 1 METOJMKA BBHITOJHEHHS: TO3HAKOMHUTBCS C PEKOMEHIyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENBHO JIMTEPATYPY MO TEME CEMUHApA.

Camocmosamenvras paboma Ne 7. Tema «Jlokanvras peanamenmayus
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OOKYMEHMAYUOHHBIX NPOYECCOBY
Lenp paboThl: TOATOTOBKA K CEMUHAPY I10 TEME.
3amaHue U METOMKA BBHITOIHEHISI: IO3HAKOMHUTHCS C PEKOMEHTyeMOH TINTepaTypon 1o
TeMe, BBISIBUTH JOMOTHUTEIHHO JTUTEPATYPY MO TEME CEMUHApa.

Camocmoamenvhas paboma Ne 8. Tema « Texnonoeus o6pabomru u 08udCenuss 0OKYMEHMO8»
Llens paboThI: MOATOTOBKA K CEMUHAPY I10 TEME.
3agaHne ¥ METOANKA BBITIOJIHEHUS: TO3HAKOMHTHCS C PEKOMEHAYEMOH JIUTEpaTypoH 1o
TeMe, BBISIBUTH JIOTIOIHUTEIBHO JINTEPATYPY M0 TEME CeMUHApA.

Camocmosmenvhas paboma Ne 9. Tema « Pecucmpayusi OOKyMeHmMOo8»
Lenp paboThI: MOATOTOBKA K MPAKTHYSCKOMY 3aaHUIO TIO TEME.
3ajaHre ¥ METOINKA BBITIOJHEHHSI: TO3HAKOMHTLCS € 33IaHUEM TI0 TeME.

Camocmosmenvhas paboma Ne 10. Tema « Konmponv ucnonuenusi 0OKyMeHmMo8 u nopyYeHui»
Ienb paboTHI: MOATOTOBKA K CEMUHAPY TI0 TEME.
3a/jaHne ¥ METO/IMKA BBITIOJHEHHUS: TO3HAKOMHTLCS ¢ PEKOMEHYEMO TUTepaTypoH 1o
TEME, BBISIBUTH JIOTIOJHUTEIBHO JINTEPATYPy MO TEME CeMUHapa.

Camocmosmenvuas paboma Ne 11. Tema «Ungpopmayuonno-cnpasounas paboma
10 OOKYMEHMAM OP2AHU3AYUUY
Lenb paboThI: TOArOTOBKA K CEMUHAPY I10 TEME.
3aaHre ¥ METOIMKA BBITIOJIHEHHS: TO3HAKOMUTHLCS ¢ PEKOMEHYEMOM TUTEpaTypoH 1o
TEME, BBISIBUTH JIOTIOJHUTEIBHO JINTEPATYPy M0 TEME CEeMUHAapa.

Camocmoamenvrasn paboma Ne 12. Tema « Homenxnamypa oen opeanuzayuuy
Ienp paboThI: MOATOTOBKA K CEMUHAPY IO TEME.
3anaHue 1 METOJMKA BBHIMTOJHEHHS: TO3HAKOMHUTBCS C PEKOMEHIyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENBHO JINTEPATYPY MO TEME CEMUHApA.

Camocmosmenvuas paboma Ne 12.1. Tema «Homenxramypa den noopaszoenenuii 8y3a»
3aoanue evinonnsaemcs 8 hopme NPaKMu4eckou NOO20MOBKU HA MAMEPUANAX CIPYKMYPHO20 NOO-
Ppazoenenus UHCMumyma. 0eKaHamos, Kagheop u opyaux cmpykmypruvix noopazoeneruti I UK

Lenb paboOTHI: MO3HAKOMUTCS HOMEHKJIATypoil aen nonapasnaenenuss UI'MK B coorBer-
CTBHH C MTOJTYYEHHBIM BapHUaHTOM.

33,H3HI/IC U MCTOJIUMKA BBITIOJIHCHUSA: IPOCMOTPETh JOKYMCHTALIUIO IMMOAPA3ACIICHUA B COOTBET -
CTBUH C yTBEP)KICHHOI HOMEHKIATYypO#l Jen. B ciyuae BBISBICHHSI HEIOCTATKOB CHOPMYIHPOBATH
IyTH UX YCTPAHCHHUSI.

Camocmoamenvuasn paboma Ne 13. Tema «Dopmuposanue deny
Ienp paboThI: MOATOTOBKA K CEMUHAPY IO TEME.
3amaHue U METOJMKA BBHITOJHEHHS: TO3HAKOMHUTHCS C PEKOMEHIyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENBHO JIUTEPATYPy MO TEME CEMUHApa.

Camocmosamenvrasn paboma Ne 14. Tema « Opeanusayusi onepamusHo20 Xparenusi 0ei
Lenb paboThl: MOATOTOBKA K CEMUHAPY 110 TEME.
3aaHue U METOIMKA BBITOIHEHYSI: TO3HAKOMHUTHCS C PEKOMEHTyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENHLHO JINTEpATypy MO TeME CeMUHapa.

Camocmosmenvhas paboma Ne 15. Tema «dxcnepmu3zvl yeHHOCMU OOKYMEHMO8)
Ienb paboTHI: MOATOTOBKA K CEMUHAPY 110 TEME.
3amaHue U METOMKA BBITOJHEHUS: TO3HAKOMHUTBCS C PEKOMEHIyeMOH JINTEPaTypo 1o
TEME, BBISIBUTH JIOTIOJHUTENIBHO JIMTEPATYPy MO TEME CEeMUHapa.
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Camocmosmenvhas paboma Ne 16. Tema «Iloocomoska Oen k nepedaye 6 apxue opeaHu3ayuu»
Lenp paboThl: TOATOTOBKA K CEMUHAPY I10 TEME.
3ajaHre ¥ METO/IMKA BBITIOJHEHHS: TO3HAKOMHTRLCS ¢ PEKOMEHYEMO TUTepaTypoH 1o

TEME, BBISIBUTH JOMOIHUTENBHO JINTEPATYPY M0 TEME CEMUHApA.

5.2.3. Ilepeuenv neuamnulx u 371eKMPOHHBIX 00PA306AMETbHBIX U UHPOPMAUUOHHBIX
Pecypcoe HeodXo0uUMbIX 011 CAMOCHIOAMETbHOU padompl

Cwm. Paznen 7. TlepeueHb mevaTHBIX U 3JCKTPOHHBIX 00pa30BaTeIbHBIX U HHPOpPMA-
[MOHHBIX PECYPCOB HEOOXOTUMBIX JIJISi OCBOCHUS JTUCIIUATIITHHEL.
https://sdo.chgik.ru — cucrema aucranmnuonroro ooyuenus UI'MK (aBToprzoBaHHBIH

JTIOCTYTI)

XKyxona, E. JI. Opranuzamnusi caMOCTOATEIbHONU paboThl cTyaeHTOB [Tekct] : yueO.
nocobue / E. JI. XKykosa. — Ya, 2007. — 164 c.

www.edu.ru — Poccuiickoe oOpazoBanue. denepaibHbIii TOPTAT
www.gramota.ru — CrpaBo4HO-UH()OPMAIMOHHBIA TTOpTal ['paMoTa.py — pyccKuit

SI3BIK JJIs1 BCEX

www.study.ru — f3b1KOBOM calT

www.twirpx.com/ — Bee st cryaenTa

6. ®OHJT OLIEHOYHBIX CPEJICTB JJIsI TIPOBEJEHHS TEKYIIETO KOHTPOJISI
YCHEBAEMOCTH M IIPOMEKYTOYHOM ATTECTAIIMHA OBYYAIOIIMXCS MO JUCIHUATIINHE

6.1. Ilepeuenb KOMNETEHINH ¢ YKa3aHUEM 3TanoB ux GopMUpoOBaHus B mpoiecce
0CBOEeHMsI 00pa30BaTeJIbHOM MPOrPaMMBbI

Taoauua 6

IHacnopT ¢poHaa OLEHOYHBIX CPEACTB AJIA TeKyleil GopMbl KOHTPOJIS

HaumenoBanue ILlnanupyembie Konpi HaunmeHoBaHue
pa3aesioB, TEMbI pe3yJabTaThbl 0CBOE- | HWHAMKATOPO OLIEHOYHOT'0 CPeACTBA
nus OIIOII B
JOCTHIKEHU S
KOMIIETEeHIIH
114
1 2 3 4
Paznea 1. I'ene3uc u 3Bosoums aejaonpousBojacresa B Poccun
Tema 1. Bosmmknose- | OIIK-2.  Cnocoben | OIIK-2.1 — Cemunap Ne 1. Ucropusa
HMC W PA3BUTHUC ICJIO- | HaXOIUTh pa3BUTHA CUCTEMBI
HPOU3BOACTBA B YHUPE- | opraHK3alldOHHO- OIIK-2.2 rOCYJJapCTBEHHOTO
xKnenuax Pocenn g0 YIIPABJIEHIECKHE nenonpoussoacTsa XIV-XVII Bb.
Hauvana XX Beka OIIK-2.3
peleHus pu — Cemunap Ne 2. PazButue
pelieHnyd  3amad B JIEJIONPOU3BOICTBA
chepe CBOEH TOCYJApPCTBCHHBIX VUPEKICHUNA B
poheCCUOHATLHOM XVII-XI BB.
IEITEIILHOCTU — Cam. pabora Ne 1.
IK-2. Crocoben | TTK-2.1
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http://www.twirpx.com/
http://www.study.ru/
http://www.gramota.ru/
http://www.edu.ru/

COBEPILIEHCTBOBATH I1K-2.2

JIOKYMEHTAI[OHHbIE [K-2.3.

TPOIIECCHI B

YIIPaBJICHUU B

COOTBETCTBUHU c

TpeOOBaHUAMU

HOPMAaTHBHO-

MPaBOBOI'0

peryMpOoBaHus B

chepe nabGOPMAITHN H

JIOKyMEHTAL!

IK-5. Cnocoben | TTK-5.1

CO3MaBaTh W BECTH

CHCTEMBI [IK-5.2

JIOKYMEHTAI[MOHHOTO | [TK-5.3.

obecrnieueHus

yYIpaBIeHHS u

apXUBHOI'O JieJa Ha

Oaze HOBEHIITUX

TEXHOJIOTUH

[1K-6. Crocoben | T11K-6.1

OCYILECTBIISTh

pa3paboTKy u | IIK-6.2

BHEJIPEHHE [1K-6.3.

JIOKaJIbHBIX

HOPMaTHBHBIX

aktoB 1o IOV

opraHuzanuei
Tema 2. Cranosnenue | Te ke Te xe — Cemurap Ne 3. I'ocymapcTBeH-
W PasBHTHE JICIONpPOK3- HOE JICJIOTIPOU3BOJICTBO B COBET-
BOACTBA B COBCTCKHH CKI/Iﬁ HepI/IOI[
nepron (1917-1991 — Cam. pabora Ne 2.
IT.)
Tema 3. Passutue ne- | Te xe Te xe - Cemunap Ne 4.
JIONIPOU3BOJICTBEHHON HHcTuTyIHOHATBHOE pa3BuTHE
npaktukn B Poc- JOKyMEHTAIMOHHOi cdepsl B 1990
cuiickoii ~ ®enepauuu —2000-€ T.

(1990-2000-¢ rr.)

— Cam. pabota Ne 3.

Pasnen 2. HopmaTuBh

asl perjaaaMeHTanus 10Ky

MEHTALMOHHBIX NpoueccoB B Poccuiickoit @enepanuu

Tema 4. Hopwma- | Te xe Te xe — Cemunap Ne 5. TIpaBoBast ocHOBa
TUBHO-TIpaBoBas 0aza COBPEMEHHOI'0 JIEJIONPOU3BOJICTBA
B cdepe uHpopma- — Cam. pabora Ne 4,

UM, TOKYMEHTAlLHH,

KOMMYHHKaLIUI

Tema 5. Hopmarus- | Te xe Te xe — Cemunap Ne 6. HopmatuBHbIE 1

HBIC U METOJNYCCKHE
JTOKYMEHTBI TIO JIeJIO-
MTPOU3BOACTBY

METOANYECCKUEC JOKYMCHTBI 110
JICTTOTIPOU3BOJICTBY
— Cam. pabora Ne 5,

Paznen 3. OpranuzanuoHHasi cpea J0KyMeHTAIlHOHHBIX MPOIL

€CCOB B YIIPABJIEHUH OpraHu3amueii

Tewma 6. JlokymMeHTaIH-
OHHOE obecrieuenne
YIpaBJICHUS: OpraHu3a-
LIMOHHEIE aCIEKTHI

Te xe

Te xe

— Cemunap Ne 7. Opranuzanus
ciyx0b1 JIOY

— Ilpakr. 3anarue Ne 1. OcHOBHbIE
HOPMATHBHBIE M  METOJUYECKHE
JIOKyMEHTBI I10 JIeJIONPOU3BO/ICTBY;

Ne 2. Opranmzauus cayx0s1 1OY;
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Ne 3. YucnenHslif cocTaB CITyKOBI
JH0Y
— Cam. pabota Ne 6.

Tema 7. JlokanbHas | Te ke Te xe — Cemuuap Ne 8. JlokampHas
peryiaMmeHTarust periaMeHTaIus
AOKYMCHTAllMOHHbIX JOKYMEHTAaUMOHHBIX IIPOLIECCOB
Tiponeccos —  IIpakr. 3amstme Ne 4,
PernamenTarus ciayx0s1 JJOY; Ne
5. CocraBieHue HHCTPYKIUHU 10
JIEIIOTIPON3BOJICTBY
— Cam. pabora Ne 7.
Pa3gen 4. TexHO10rMM JOKYMEHTAIIHOHHOT 0 00ecrieYeHHs1 yIPaBJIeHHs
Tema 8. Texnomorust | Te xke Te xe — Cemunap Ne 9. TexHonorus
00paboTKH H JBUKe- 00paboTku u IBUKEHUS
HUS JOKYMCHTOB I[OKyMeHTOB
— Ipakr. 3amstme Ne 6.
Opranusaiys JOKyMEHTO000poTa
— Cam. pabora Ne 8.
Tema 9. Peructpauus | Te xe Te xe — llpaktuyeckoe 3aHsTHE Ne 7.
JIOKYMEHTOB Peructpariust JTOKyMeHTOB
— Cam. pabora Ne 9.
Tema 10. Kontpons uc- | Te xe Te xe — Cemunap Ne 10. Kontpons
TIOJIHCHMS HPKYMGHTOB HCIIOJIHCHUS JOKYMECHTOB u
1 HOpYHCHIN MOPYYECHU
— Ilpaktuueckoe 3ansTHe Ne 8.
KonTtpons WCTIOTHEHHS
JIOKyMEHTOB
— Cam. pabora Ne 10.
Tema 11. Uudopmanu- | Te ke Te xe - CemuHap Ne 11.
OHHO-CIIPaBOYHas  pa- WNudopmanmonHo-cripaBovHas
6ota Mo OKyMEHTaM paboTa 1o JIOKyMEHTaM
OpraHu3aluu OpraHH3aIIH

— Ilpaktuueckoe 3aHsTHe No O.
WNudopmarnmonHo-cipas. pabdota—
— Cawm. pabora Ne 11,

Paszgen 5. CucremaTu3anus 1 o

OecrieyeHmne COXPAaHHOCTHU TOKYMEHTOB

Tema 12. Homenknary-
pa 1ie1 opraHu3aluu

Te xe

Te xe

— Cemunap Ne 12. Homenknarypa
Jen  Kak  KiIacCU(HUKALUOHHBINA
CIPaBOYHUK

— IlIpaxtnueckoe 3anste Ne 10.
Homenknarypa aen KakK
KJIacCU(HUKALMOHHBIN CIIPABOYHUK
— Cam. pabora Ne 12, 12.1

Tema 13. ®opmupona-
HHE JIeN

Te xe

Te xe

— Cemunap Ne 13. ®opmupoBanue
Jen

IIpaktnaeckoe 3amstue Ne 11
DopMHUPOBAHUE JIET

— Cam. pabora Ne 13.

Tema 14. Opranuzauus
ONEepPaTUBHOIO XpaHe-
HHSA e

Te xe

Te xe

— Cemunap Ne 14. Opranuzauus
OTIEPaTHBHOTO XPAHEHUS eI

— IlpaxkTnueckoe 3ansTHe No 12.
Opranunzanus OIEpaTHUBHOIO
XpaHeHus JeJ

— Cam. pabora Ne 14
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Pa3znea 6. 3Kcnean3a HEHHOCTH JOKYMEHTOB B 1€JIOIIPOU3BO/ICTBE

Tema 15. DxcnepTusst
LEHHOCTH JOKYMEHTOB

Te xe

Te xe

— Cemunap Ne 15. Oprannzanus
9KCHEPTHU3HI LEHHOCTU
JIOKYMEHTOB B JISIIOTIPOU3BOJICTBE
— Ilpaktrueckoe 3amstue Ne 13.
Opranuzamus 3KCIIEPTU3HI
LEHHOCTH JOKYMEHTOB B
JIeTTIOTTPOU3BO/ICTBE; No 14.
[lepedHu TOKYMEHTOB CO CPOKaMH
XpaHEHUS

— Cam. pabora Ne 15

Tema 16. Iloxroroska
IIeNl K Tepemade B ap-
XUB OpTraHU3aluU

Te xe

Te xe

— Cemunap Ne
JIOKYMEHTOB
XpaHEHHUS

— Ilpaktuueckoe 3anarue Ne 15.
IlogroTroBka nen k mepenadye B
apXuB OpraHU3aluu

— Cam. pabora Ne 16

16. Ilepeunu

co CpOKaMH

Tabauua 7
IHacnopT ¢oHIa OLEHOYHBIX CPEACTB AJIsl IPOMEKYTOYHON ATTeCTALUMN
HaumenoBanue Ilnanupyembie Konsi HanMeHoBaHue
pa3nenosB, TeMbl pe3yJbTaThl 0CBOe- | MHANKATOPO OIIECHOYHOTO CpeacTBa
nus OIIOII B
JOCTHKEHU S
KOMIIETeHIH
i
1 2 3 4
Paznen 1. I'ene3uc u 3Bosoums aejonpousBojacrtsa B Poccun
Tema 1. Bosnuknose- | OIIK-2. Cmocoben | OITK-2.1 — Bompocs! k 3auety (4 cemectp):
HUC M pasBUTHEC JACIO- | HAXOIUTh No TeopeTndeckux Bompocos: 1-3
MMpoUu3BOACTBA B YUYpEC- | OpraHu3aliMOHHO- OHK-22 N(_) HpaKTHKOOpI/IeHTI/IPOBaHHBIX
JKIeHusx Poccum 110 | ympaBieHYecKue 3anaHmii; 1
Havyaja XX Beka pelieHust npu | OIIK-2.3
peUHICHUN 3a1a4 B
chepe cBoei
po¢eCCHOHATIBHOM
ACATCIBHOCTH
IK-2. Cnocoben | TTK-2.1
COBEPLIEHCTBOBATH TIK-2.2
JIOKyMEHTAllUOHHBIE IK-2.3.
HPOLIECCHI B
Y1rpaBJI€HUA
COOTBCTCTBHUH C
TpeOOBaHUAMHU
HOPMATUBHO-
IIPaBOBOIO
PperyaupoBaHus B
chepe uHGOpPMAIUHE U
JOKYMCHTAIINU
IK-5. Criocoben | ITK-5.1
CO37aBaTh U BECTH
CHCTEMBI [IK-5.2
JIOKyMEHTAIMOHHOTO | [TK-5.3.
obecrieueHust
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YIIPaBJICHHUS u
apXUBHOIO Jela Ha

Oaze HOBEHIINX

TEXHOJIOTHH

TIK-6. Crocoben | TTK-6.1

OCYILIECTBJIATH

paspaboicy | IK-6.2

BHCAOPCHUEC JIOKAJIBHBIX

Hopf\[/II;.TI/IBHHX aKTOB IO TK-6.3.

JOY opranuzanueit
Tema 2. Cranosnenue | Te e Te xe — Bompocs! k 3auery (4 cemectp):
1 pa3BUTHE JEI0NPOU3- Ne Teoperndeckux Bompocos: 4-6
BOJICTBA B COBETCKHH No mpakTKOOpUEHTUPOBAHHBIX 3a-
nepuox  (1917-1991 JaHWi: 2
IT.)
Tema 3. Passurme ne- | Te ke Te xe — Bompocs! k 3auety (4 cemectp):
JIOTIPOM3BOZCTBEHHON Ne Teopernueckux Bomnpocos: 7
npaktukn - B Poc- Ne  mpakTHKOOPHEHTHPOBaHHBIX
culickoi ~ Denepauuu

(1990-2000-¢ 1T.)

3aIaHuN; 3

Pa3gen 2. HopmaTuBH

ast perjiaMeHTanust 10Ky

MEHTALMOHHBIX NpoueccoB B Poccuiickoit @enepauuu

Tema 4. Hopwma- | Te xe Te xe — Bompocs! k 3auety (4 cemectp):
THUBHO-IIpaBoOBas Oa3a No TeopeTndeckux BOIpocos: §, 9
B cdepe wuHpOpMa- Ne  mpaKTHKOOPHUEHTHPOBAHHBIX
WU, TOKyMEHTAIHH, 3amannii: 4

KOMMYHUKAIIUA

Tema 5. Hopmartus- | Te xe Te xe — Bompocs! k 3auety (4 cemectp):

HbIE U METOIUYECKHE
JMIOKYMEHTBI TIO JIEJI0-
MIPOU3BOJICTBY

Ne reopernueckux Bompocos: 10
Ne  mpaxkTHKOOPHEHTHPOBAaHHBIX
3anaHuil: 6

Pa3nea 3. Oprannaaunounaﬂ cpeaa TJOKYMCHTAIIHOHHBIX MPOIX

€CCOB B YIIPaBJICHUHN opraHm.auneifl

Tema 6. Jlokymenraim- | Te xe Te xe — Bompocs! k 3auety (4 cemectp):

OHHOe  obecreyeHHe Ne teopernueckux Bompocos: 11-

YIIpaBJICHUA: OpraHn3a- 13

[MOHHBIC aCTICKTBI Ne  mpakTHKOOPHEHTHPOBAHHBIX
3aJaHui: 5

Tema 7. Jlokanbhas | Te ke Te xe — Bompocs! k 3auety (4 cemectp):

perinaMeHTanms No Teopermueckmx BOMpPOCOB: 14-

JOKYMCHTAIUOHHBIX 1 6

Tiporieccos Ne  mpakTHKOOPHEHTHPOBAHHBIX
3amaHuil: 7

Pa3nen 4. TexHonorum J0KyMeHTAIIMOHHOTO 00ecrieYeHHs] YIPaBJIeHHA

Tema 8. Texnomorus | Te xe Te xe — Bompocet k 3k3ameny (5

00paboTKN ™ JABHKE- ceMecTp)

HUA IOKyMEHTOB Ne Teopernueckux Bompocos: 1-7
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3amaHuil: 8
— TECTUPOBaHHUE

Tema 9. Peructpauus | Te xe Te xe — Bompocet k ax3ameny (5

JIOKYMCHTOB ceMecTp)
Ne TeopeTndeckux BoOIpocos: 8, 9
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3a1aHui: 9

Tema 10. Konrpons uc- | Te xe Te xe — Bompocet k 3k3ameny (5

MOJIHEHUSI TOKYMEHTOB
U TIOPY4EHUl

CeMecTp)
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Ne TeopeTnueckux
10,11

Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3amanuii: 10

BOIIPOCOB:

Tema 11. Undpopmaru-
OHHO-CIIPaBOYHas pa-
6oTa TO IOOKyMEHTaM
OpraHu3aIiu

Te xe

Te xe

— Bonpocsl k 3x3ameny (5
ceMecTp)

No TeopeTnyeckux Bonpocos: 12
Ne MIPaKTUKOOPUEHTUPOBAHHBIX
3amanmii: 11

Paszgen 5. CucremaTu3anus 1 o

OecreueHne COXPAHHOCTH JOKYMEHTOB

Tema 12. Homenknary- | Te ke Te xe — Bompocet k 23x3ameny (5
pa aen opraHu3anuu ceMecTp)
Ne reopernueckux BorpocoB: 13-
16
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3aganmii; 12
Tema 13. ®opmupoBa- | Te xe Te xe — Bompocst k 3x3ameny (5
HHE JIETT ceMecTp)
Ne Teopermaeckux BOTIPOCOB:
17,18
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3amanui: 13
Tema 14. Opranmzamus | Te xe Te xe — Bompocel k 3x3ameny (5

ONEpPaTUBHOIO XpaHe-
HUS eI

CeMecTp)

Ne Teopernueckux Bompocos: 19
Ne  mpakTHKOOPHEHTHPOBAaHHBIX
3amanwii: 14

Pazgen 6. DxcnepTu3a HEHHOCTH JOKYMEHTOB B

AEJI0IIPOU3BOICTBE

Tema 15. Dkcneprussl | Te xe Te xe — Bompocet k 3x3ameny (5
LIEHHOCTH TOKYMEHTOB CeMeCTp)
Neo Teopernueckux BorpocoB: 20-
22
Ne  mpakTHKOOPHMEHTHPOBAHHBIX
3ajaHuii: 15
Tema 16. Iloaroroska | Te xe Te xe — Bompocet k 3k3ameny (5

JAC K nepeaaduc B ap-
XHB OpraHu3alun

CeMecTp)

No TeopeTnueckux
23,24

Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3amanuii: 16

BOIIPOCOB:

6.2. Onucanue nmoka3zarejed 1 KpuTepueB OLEHUBAHUS KOMIIETEHIIMIA HA Pa3JIHYHBIX
jTanax ux (popMupoBaHHsA, ONMCAHME IIKAJ OLEHUBAHUSA

6.2.1. Iloxazamenu u Kpumepuu oUyeHUBAHUA KOMREMEHYUIl HA PA3TUYHBIX

Imanax ux gopmuposanusn

Taoauna 8

ITokazaTeu ¥ KPUTEPUH OLICHHBAHUSA KOMIIETEHIHI
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Ilnanupyembie Ioka3zaTesn
pe3yJabTaThl chopmMupoBaHHOCTH Kpurtepun oueHuBanus
0CBOCHHS KOMIIETeHIH I
onon
1 2 3

OIIK-2 — MOHUMAET CYIIHOCTh opraHu3a- | O0yJarommuiics o01amaeT HEOOXOTUMOM CH-
HUOHHO-YIPaBIEHUYECKUX pe- | creMoli 3HaHWIA, JOCTUT OCO3HAHHOTO BIIaJIe-
LICHUIA; HUSl YMEHUSIMM, HaBbIKAMH M cHocoOaMu
— TpHUMEHSeT OPraHU3alMOHHO- | MPO(ECCHOHANBHOW  AesTenpHOCTH.  [le-
yIpaBJIEHYECKUE PELICHUS; MOHCTPUPYET CHOCOOHOCTh aHAIU3HPOBATh,
— Ccroco0eH WCIOIb30BaTh 3HA- | MPOBOJUTH CPaBHEHHE M OOOCHOBAaHHE BHI-
HUSI, YMEHMs, BJIAQACHUS B Mpo- | 60pa METOAOB pPELICHUS 3aJaHuil B Ipak-
(heccHOHANBHOU JICATEITLHOCTH. TUKO-OPUEHTUPOBAHHBIX CUTYaLUAX.

[K-2 - MOHUMAET Hanpasnenus | OOyvaromuiics obnanaer HeoOXOAUMOU CH-
COBEpPILIECHCTBOBAHUS JOKYMEHTa- | CTEMOW 3HaHUM, JOCTHT OCO3HAHHOT'O BiIafe-
LUOHHBIX INIPOLECCOB B yINpaBiie- | HUSI yMEHWSAMHM, HaBbIKAMH M CIOCOOaMu
HUH; npodecCHOHANBHON  nmestenbHOCTH.  Jle-
— IpPUMEHSAET JOKyMEHTALMOHHBIE | MOHCTPUPYET CIIOCOOHOCTh aHaJIM3HPOBATH,
NPOLIECCH B YIPABICHHUH, NPOBOJUTH CpPaBHEHHE U OOOCHOBAHUE BBI-
— CIoco0eH WCHOJh30BaTh 3HA- | OOpa METONOB pemIeHHs 3aJaHuid B MPak-
HUA, YMCHUA, BJIAJACHUA B IMPO- | THKO-OPUCHTUPOBAHHLIX CUTYallUAX.
(eccuoHaNbHON IESTEITLHOCTH.

TIK-5 — MOHMMAaeT CTPYKTYypy cuctembl | OOydaromuiics 001amaeT HEOOXOIUMON CH-
JOVY u apxuHOTO jAena Ha 0asze | CTEMOI 3HAHWM, JOCTUT OCO3HAHHOTO BIIajc-
HOBEHIIINX TEXHOIOTHH, HUS YMEHUSIMH, HABBIKAMH U clloco0amu
— npumensieT cucteMbl JIOY u ap- | npodeccrnoHanbHON AedaTenbHOCTH. Jle-
XMBHOTO Jiejla Ha 0a3e HOBEHIINX | MOHCTPUPYET CIIOCOOHOCTh aHAIN3UPOBATh,
TEXHOJIOTUH; MIPOBOJIUTH CpaBHEHHE U 0OOCHOBAHHE BbI-
— cnoco0eH HCIOoNb30BaTh 3HA- | OOpa METOAOB pEIICHMS 3aAaHUI B Ipak-
HUS, YMEHMs, BJIQJACHUS B MPO- | TUKO-OPUEHTHPOBAHHBIX CUTYaIUSX.
(heCCHOHAIBHOM NeSITEILHOCTH.

IIK-6 OOyuaromuiics 00siagaeT He0OX0AUMOH CHh-

— TIOHUMaeT METOJUKYy pa3pa-
OOTKM W BHEIPEHUS JIOKAIBHBIX
HOPMATHBHBIX akTOoB 10 JIOY
OpraHu3aunue;

— TMpPHUMEHSET METOIUKH pa3pa-
OOTKM M BHEIPEHUS JIOKAIBHBIX
HOpMaTHBHBIX akToB 1o JOY
OpraHu3aluei,

— CImoco0eH WCHOJIb30BaTh 3HA-
HUS, YMEHUs, BIaJCHUS B TIPO-
(heCCHOHAJILHOM eSITEILHOCTH.

CTeMOM 3HaHMH, JOCTUT OCO3HAHHOTO BJlaJie-
HUSI YMEHUSIMH, HABBIKAMH U clloco0amu
npodeccuoHaLHOH esiTenbHOCTH. [le-
MOHCTPHUPYET CIIOCOOHOCTh aHAIN3UPOBATD,
[IPOBOJUTH CPaBHEHUE U OOOCHOBAHME BBI-
00opa METOIOB PEILICHUS 3aJaHui B MPaK-
TUKO-OPHUCHTHUPOBAHHBIX CUTYaIUsX.

Taoauna 9

Jrtansl GopMUPOBAHUA KOMIIETEHIM I

HaumenoBaHue 3Tana

XapaKkTepUCTHKA JTaMna

DopMbl KOHTPOJISA

1

2

3

HavanpHbIH (BXOIHOM)
(dbopMupOoBaHUS

JTan
KOMITETCHIIU I

KaxX KOMIIETECHIINH.

JlnarHocTrvka BXOJHBIX 3HAHUM B paM-

YCcTHBIN onpoc U 1Ip.
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Texymmuii 3tan Gopmu-

Brommonnenne oOyd4aromuMucs 3aja-

AKTHBHas yd4eOHas JIeKIHS;

pOBaHUs KOMIETCHIIUI | HUH, HAIIPaBJIICHHBIX HAa ()OPMUPOBAHUE | CEMHHAPHI; IMPAKTHYECKUE 3a-
komreTeHIni OCyIIeCTBICHUE BBISB- | HATHS, CAMOCTOSTENbHAs —pa-
JeHWsI ~ TPUYMH  TPErsITCTBYIOMMX | 60Ta:
3¢(EeKTUBHOMY  OCBOCHHUIO  KOMIIE- | YCTHBIH OMPOC MO JUArHOCTH-
TEHIIMH. YECKHM BOITPOCAM.
[IpomexyTounsrii (aT- | OneHMBaHNE c(hOpMHUPOBAHHOCTH | 3auem, IKIAMEH:

TECTAllMOHHBIA)  dTaml | KOMIETSHIIMH 10 OTAEIBHOM YacTH | — OTBETHI Ha TEOPETUUIECCKUE
(hopMUpPOBaHUS KOMIIE- | AUCUUIUIMHBI WIA JTUCIHUILIUHBI B I€- | BOIPOCHL;
TCHITUH JIOM. —  BBIIOJHEHUE  IPAKTUKO-

OPUEHTUPOBAHHBIX 3aJaHUH.

6.2.2. Onucanue wiKkan oueHUGAHUA

Taoauma 10
6.2.2.1. Onucanue NIKAaJbl OLICHUBAHMSA OTBETA HA 3a4YeTe U DK3aMeHe

OneHnka nmo HoMu-

. Onucanue ypoBHeil pe3yjbTaTOB 00y4YeHHs
HAJBHOI IIKaJIe

OT1IM4YHO
/ 3auTeno

OOyyaromuiics MoKa3bIBaeT ITyOOKHE, FICUEpITBIBAIOIINE 3HAHHUA B O0OBhEeMe
MPOUJICHHON MPOrpaMMbl, YBEPEHHO JEHCTBYET IO MPUMEHEHHUIO MOITYYEHHBIX
3HAHUM Ha MpaKTHKE, JEMOHCTPUPYS YMEHMsS U BIAJCHUS, OIPEECIICHHBIE
MPOrpaMMOH.

I'paMOTHO M JnOrMYecKH CTPOMHO H3NaraeT Marepuall MpHU OTBETE, YMEET
(OpMyIHPOBAaTh BHIBOIBI H3 U3JIOKEHHOTO TEOPETHIECKOTO MarepHaa, 3HaeT JI0-
MOJTHUTENILHO PEKOMEHIOBAHHYIO JIUTEPATYPY.

Ooyyaroruiics criocoOeH JeliCTBOBaTh B HECTAHIAPTHBIX PAKTUKO-OPHEHTH-
POBaHHBIX CUTyallHUAX. OTBeyaeT Ha Bce JOIOJIHHUTCIIBHBIC BOIIPOCHI.

Pesynbrar 00yueHus OKa3bIBALT, YTO JIOCTUTHYTHIN YPOBEHB OIICHKH Pe3yJIbTa-
TOB OOy4YeHHUS IO JUCIUIDIMHE SIBISETCS OCHOBOW Uit (DOPMHUPOBAHUSI COOTBET-
CTBYIOIIMX KOMITETEHITHI.

Xopowo
/ 3auTeHo

Pesynbrar oOydeHHs MOKa3bIBACT, YTO OOYYAOIIMICSA MPOIEMOHCTPHUPOBAI
pe3yabTar Ha YpOBHE OCO3HAHHOTO BJIA/ICHUS YYEOHBIM MarepuajioM U y4eOHBIMU
YMEHHSMH, BIJICHUSIMH TI0 TUCIHUTLIHHE.

Jlomnyckaer He3HAYNTEIbHBIE OIMOKH IPU OCBEIICHUHN 33/IaHHBIX BOIIPOCOB.

OOyuaromuiicss CHnocoOeH aHalM3UpPOBaTh, IMPOBOAUTH CpPaBHEHHE W
00ocHOBaHHUE BEIOOpA METOJOB PELICHUS 33JaHUH B IPAKTUKO-OPHUEHTHUPOBAH -
HBIX CUTYAIIHsX.

Yaosiergopurenb-
HO
/ 3auTeHo

Pesynprar 00y4eHMsI MOKa3bIBaeT, YTO OOydaromuiics obyiamaeT HeoOXo-
JUMOH CUCTEMOM 3HAaHUW U BIaJEET HEKOTOPBIMU YMEHHSMMU 10 AUCLIUILINHE.

OTBeThI M3NIaraeT XOTs U C OIMIMOKaMHM, HO HCIIPABISIEMBIMHU IIOCTIE OO -
HUTEIIBHBIX M HABOIAIINX BOIIPOCOB.

OOyuatomuiics cnocoOeH MOHMMAaTh W HMHTEPIPETHPOBATH OCBOCHHYIO
WHPOPMAIHIO, YTO SBJISETCS OCHOBOW yCIHEIIHOTO (OPMHUPOBAaHMSI YMEHUH H
BIIaJICHUN JUIs1 pEIICHUS IPAKTUKO-OPHEHTHPOBAHHBIX 331a4.

Heynosaersopu-
TeJbHO
/ He 3auTeHO

Pesynbrar o0ydeHMst 0Oydaromierocst CBHUACTEILCTBYET 00 YCBOCHHHM WM
TOJIBKO 3JIEMCHTAPHBIX 3HAHUN KITIOUEBBIX BOIIPOCOB IO AUCHUILIIMHE.

Jlony1ieHHbIe OMMOKN W HETOYHOCTH B XOJI€ TIPOMEKYTOUYHOTO KOHTPOJIS TI0-
Ka3bIBAlOT, YTO OOYYAIOIIMICS HE OBJIAJeNl HEOOXOMMMON CHCTEMON 3HAHWMA W
YMEHU 10 TUCIUILIMHE.

OOy4aromuiics JI0ImycKaeT rpyoble OMMOKY B OTBETE, HE IIOHUMAET CYIITHOCTH
M3JIaraeMoro BOMpoca, He yMeeT MIPUMEHSATh 3HaHUS Ha MIPAKTHKE, TAeT HETIOTHBIE
OTBETHI Ha JONOJIHUTEIbHBIC Y HABOAAIIUE BOIIPOCHI.
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Onucanne MKAJbI OCHUBAHUSA IMPU TECTUPOBAHUU HA 0a3e TeCTOBBIX

MaTCprajlIoB HHCTUTYTA

Oue}ma 0 HOMMHAJILHOM IIKaJIe

% MPaBUWJIbHBIX OTBE€TOB, MOJYYCHHBIX HA TECTUPOBAHHUH

OtnuuHo / 3a4TeHo ot 90 1o 100
Xoporo / 3auTeHo ot 75 no 89,99
Y 1oBJIETBOPUTENBHO / 3a4TEHO) ot 60 mo 74,99
HeynosaersopurenbHo / He 3auteHo meHee 60
Tadauuna 11
6.2.2.2. OnucaHue MKAJbI OeHUBAHUS
Yemnoe eévicmynnenue (cemunap, 1oxkiaan)
Hdeckpunro- | OOpa3noBblii, 3aKoH4YeH- H3noxenHbIit, MuHuMaJIbLHBIA Ouen
pbl NMPUMEPHBbIN; | HbIi, HOJHBIN | PACKPBITHIA OT- | OTBeT (HeyaAoBJIe- Ka
HOCTOMHBIN 0TBeT BeT (Y10BJIETBO- TBOPUTEJILHO)
MOAPAKAHUA (xoporo) PHUTEJIBHO)
0TBET
(0TJINYHO)
PackpriTre [Mpobnema pac- | [IpoGmema pac- | [Ipodnema  pac- | [IpoGiema HEe pac-
poOIIeMBI KpbITa TIOJHO- | KpbITa. [IpoBe- | KppITa HE TONHO- | KpbITa. OTCYTCTBY-
cteto.  IIpose- | neH aHaJu3 | CThIO. BRIBOZBI HE | OT BBIBOJBI.
JICH aHaiM3 | mpoOiemMbl 0€3 | cAeiaaHbl  W/WiH
npoOJeMbl € | MPUBJICYCHUS BBIBOJIBI HE
TIPUBJICYEHHEM | JOTIONHUTENB- | OOOCHOBAHEL.
JIOTIOJIHUTEb- HOW JMTEepaTy-
HOW Jsmrepary- | pbl. He Bce BbI-
pel.  BeIBOABI | BOmBI crienaHbI
00OCHOBAHEI. W/ 000CHO-
BaHBL
IIpencrasne- IIpencrasmus- IIpencrasmus- IIpencrasnsemas | Ilpencrasisiemas
HUE emast uH(popMa- | emast uHpopMma- | uHpopManus He | MHGOPMAIUS JIOTH-
WSl CHCTEMATH- | WSl  CHUCTEMa- | CHCTEMATH3UpO- | YECKH HE CBS3aHA.
3UpOBaHa, II0- | TU3MPOBaHA ¥ | BaHa W/WiK He No- | He  wcrnonb3oBaHbI
ClIeioBaTeNlbHa | TIOCIIENO- ClleIoBaTeNbHA. podecCHOHANBHBIE
W Jormueckd | BarenpHa. Uc- | [Ipodeccronams- | TepMUHBL
cBs3aHa.  Mc- | monb30BaHO Hast TEPMUHO-
TMOJIE30BaHBI OONBIIMHCTBO | JIOTUSI HMCIIOJB30-
BCE HEOOX0- | HEOOXOIMMBIX | BaHA MaJIo.
JmMBble mipodec- | mpodeccro-
CHOHAJTbHBIC HAJTLHBIX
TEPMHHBL TEPMHHOB.
Odopmnenne | lupoko  wmc- | Mcmoms3oBansl | Mcmonp30BaHbI He wucnons3oBaHbl
TMOJTb30BAHBI nHpopMaIMoH- | MHPOPMALIUOH- nH(opMaIMOHHbIE
UH(OPMALIMOH- | HBIE TEXHO- | HbI€ TEXHOJOTHU | TEXHOJIIOTHH
HBIC TEXHO- | JIOTHH (PowerPoint) (PowerPoint).
JIOTHH (PowerPoint). YACTUYHO. Bompme 4 ommbox
(PowerPoint). He ©Oomee 2 |34 ommbOku B | B TpEACTABIIEMOMN
OT1cyTCTBYIOT OIIHOOK B | mpexacTaBisieMol | mH(pOpMaIUHL.
OTITNOKH B | MIpEICTaBIsI- nHbOPMAITHH.
MpeacTaBIs- eMoi
emoii nH(popMa- | HHHOPMAILIUHL.
I
OTBeTHI Ha | OTBETHI Ha | OTBETHI Ha | Tonbko  otBersl | Her oTBeTOB Ha
BOIIPOCHI BOIIPOCH  TOJI- | BOTIPOCHI TIOJI- | HA 3JEMEHTapHBIC | BOIPOCHI.
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HBIE C IIPUBENEC- | HbIE W/WJIN | BOMPOCHL.

HHUEM  [pUMe- | YaCTUYHO II0JI-

POB. HBIE.
YMmenne CBobomHO CBoboHO CkoBaH, obparnas | CkoBan, oOparHas
JACPKATbCd Ha | ACPKUTCA Ha | ACPIKUTCA Ha | CBA3b C ayJuTO- | CBA3b C aYI[I/ITOI)I/IeI\/'I
ayJIMTOPHH, ayUTOPUH, ayJUTOPUH, puel 3aTpy/JHeHa. | OTCYTCTBYET, HE CO-
KOMMYHUKa- criocobeH K | TIOMIEpKUBACT OJTI01aeT HOPMEI pe-
THUBHBIC Ha- | IMIPOBH3AIMH, | OOPATHYIO 44 B IPOCTOM
BBIKH YUUTHIBAET CBSI3b C ayJIUTO- BBICKa3bIBaHHU.

oOpaTHyO puet.

CBSI3b C ayJIUTO-

pUEH.
Hror

[TpakTuueckoe (MpakTUKO-OPUEHTUPOBAHHOE) 3aJaHHe

OneHka Mo HOMMHAJIb-
HOH HIKAaJIe

XapakTepHCTHKHU 0TBETA 00y4ar0LIerocs

O1an4Ho

OO6yuaromuiics caMOCTOSTETHHO U MPAaBUIIBHO PEII Y4eOHO-Tpodeccro-
HaJIBHYIO 33/1a4y, YBEPEHHO, JIOTHYHO, MTOCIIEI0BATEIILHO H apryMEHTHUPO-
BaHHO HM3J1araj CBOE PEILEHME, HCIIOIb3Yys IPOGECCHOHAIBHYIO TEPMUHO-
JIOTHIO.

Xopomo

OOyuaromuiics caMOCTOSITEIbHO M B OCHOBHOM IPAaBHJIBHO PEILMI
y4eOHO-IpodeCCHOHAIBHYIO 3a1a4y, YBEPEHHO, JIOTHYHO, TOCIEI0BATEIb-
HO W apryMEHTHPOBAHO H3JIaran CBOE pellleHHe, MCHOib3ysl mpodeccruo-
HaJIbHYI0 TEPMHUHOJIOTHIO.

Y0BJIeTBOPUTETBHO

OOyuatomuiics B OCHOBHOM peUIH y4eOHO-NPO(eCcCHOHANBHYIO 3a/1a4y,
JOITyCTHJI HECYIIECTBEHHBIE OMINOKHM, CI1ab0 apryMEHTHUPOBAI CBOE pere-
HUE, MyTasich B MPOHECCHOHATIBHBIX MOHATHUSIX.

HeynoBiieTBOpHTEIBHO

OOyuaronuiics He penu yueOHO-podecCHOHATBHYIO 3a]1a4y.

[enoBsie urpsl

OneHka no HOMHHAJIb-
HOJ IIKAaJIe

XapaKTepUCTHKH 0TBETA 00Y4aIOLIETr0Cst

OTJIMYHO

ﬂaHBI HUCYCPIIBIBAIOIINE U 000CHOBaHHBIC OTBETHI HA BCE IIOCTABJICHHBIC
BOIIPOCHI, IPAaBHUJIBHO U pallMOHAJILHO (C HCIIOJIb30BAHUEM PAllMOHAIBHBIX
MCTO}II/IK) PCHICHBI NPAKTUYCCKUEC 3aJa4U; IMPU OTBECTAX BBIACIAIIOCH TJIaB-
HOEC, BCC TCOPECTUIECCKHUE TTOJIOKCHUA YMEIIO YBA3BIBAJIMCH C TpC6OBaHI/I${MI/I
PYKOBOAAIIUX JOKYMEHTOB, OTBCThHI OBbUIH YETKHMU U KpaTKMMH, a MBICJIA
HU3JIaTajIuCh B JIOTHYECKOM MOoCJICAOBATCIILHOCTH,; MOKAa3aHO YMEHUC CaMO-
CTOATCIIBHO AaHAJIU3UPOBATH (I)aKTLI, COGBITI/IH, SIBJICHUS, IPOLECChI B HX
B3aUMOCBA3H U TUAJICKTUYCCKOM PAa3BUTHH.

Xopomo

JlaHbl TONHBIE, OCTaTOYHO OOOCHOBAHHBIE OTBETHI Ha IOCTABJICHHBIE
BOIIPOCHI, MPAaBUIBHO PELICHBbI MPAKTUYECKUE 3aJaHUsl; IIPU OTBETAaX HE
BCETra BBIACIAIOCH INIABHOE, OTACIIBHBIE MOJIOXKEHUS HENOCTATOYHO YBS-
3BIBAIACH C TPeOOBaHMSIMH PYKOBOISAIIMX JOKYMEHTOB, IMPH PEIICHUH
IPaKTUYECKUX 3a]a4 HE BCETJa UCIIOIb30BAIUCH PALIUOHAIIbHBIE METOAUKU
pacy€ToB; OTBETHI B OCHOBHOM OBLIM KPAaTKMMH, HO HE BCEIJla YETKUMHU.

YnoBierBopuTebHO

JlaHbl B OCHOBHOM NPaBHJIbHBIE OTBETHI HA BCE ITOCTaBJICHHBIC BOIIPOCHI,
HO 0e3 JODKHOW TIyOMHBI U OOOCHOBAHHMS, MPU PEHICHUH MPAKTHUECKUX
3a7a4y 00ydaromuiics UCTIONB30Ball MIPEXKHUN ONBIT U HE MPUMEHSIT HOBBIE
METOJIMKH BBITIOJIHEHHUS PacYeTOB M IKCIIPECC-OLICHKH ToKa3arenei addex-
TUBHOCTH YIPAaBJICHUS OpraHU3alMel, OJJHAKO HA yTOYHSIOIINE BOMPOCHI
JIaHbI TIPaBUIIbHBIE OTBETHI; IIPH OTBETaX HE BBIAEISIIOCH TTIABHOE; OTBETHI
OBLIM MHOTOCJIOBHBIMH, HEYETKUMHU U 0€3 JIOJDKHOH JIOTHYECKOH MOCIeso-
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TCIBHBIC OTBCTEI.

BAaTCJILHOCTU,; HA OTACIIbHBIC AOIIOJHUTCIBHBLIC BOIIPOCHI HE JaHbI ITOJIOXHU -

HeynoBiaerBopureabHO

«YAOBJIETBOPHUTEIHHOY.

He BrImoIHEHBI Tp€6OBaHI/IH, NpeABbABIACMbBIC K 3HAHUAM, OLICHHBACMbBIM

6.3. TunoBble KOHTPOJIbHbIE 32IaHUS UJIH UHbIE MATePHAJIbI, He00X0AUMBIE s
OlleHKH 3HAHUH, yMeHM i, BJIAJleHN i, XapaKTepUu3youXx 3Tansl popMupoBaHus
KOMIIETEHIUi B MMpoiecce 0CBOEHUs 00pa30BaTeIbHOI MPOrpaMMbl

6.3.1. Mamepuanwt 0151 n0020MOGKU K 3auemy u IK3aMeHy

Tadauna 12
Martepuanbl, He00X0AUMBbI€ /sl OLEHKH 3HAHUI
(mpuMepHbIe TeOpeTHYECKHE BONPOCHI)
K 3a4eTy
Ne H Kon
i puMepHbIe (POPMYJTHPOBKH BOIIPOCOB KOMIeTeH il
1. OcHoBubIe uepThl aenonpounsBoacTea XVIII B. B nentpanbubix u MecTHbiX | OINIK-2; TTK-2;
yupexpaenusx Poccuu. [IK-5; TIK-6
2. Jlenonpon3BoACTBa BBICIIMX M LEHTPAIBHBIX TOCYJapCTBEHHBIX yupexnae- | OIIK-2; TTK-2;
Huii Poccuu B nepBoii nonosuHe XIX B. I1K-5; IIK-6
3. DopMBI 1 METOIBI PAITMOHATIU3AINA JISTIOMPOU3BOICTBA B OTACHBHBIX BegoM- | OIIK-2; T1K-2;
cTBax BO Bropou nosopuHe XIX - Havane XX B. [IK-5; TIK-6
4, Bnusuue HOVYT na penonpoussoactso B 1920-1930-¢ rr. OIIK-2; TIK-2;
[1K-5; TIK-6
5. | B3zaumoneiictBue «Oprerpos» U UHCTUTYT TeXHUKH ynpasieHus, o pamuo- | OIIK-2; I1K-2;
HalM3alluy JEeJIONPOU3BOJICTBA, UX HayuyHO-MeToauueckas u mpaktuueckas | [IK-5; TTK-6
JIeSITEITLHOCTb.
6. | 3akoHomaTenpHAsS W HOpPMATHBHAs perjamMeHTarus menompomsBoacTBa B | OIIK-2; [1K-2;
1950-1980-x rr. TIK-5; TIK-6
7. | 3akoHOonaTenpHas W HOpPMaTHMBHasg periaMeHTanus naenonpousBojctBa B | OIIK-2; ITK-2;
1990-2000-¢ rr. TIK-5; T1IK-6
8. | 3akoHOmaTeNbHBIE aKTHl B chepe mHbOpMaIHH, TOKyMeHTaIul, kommyHuka- | OIIK-2; [1K-2;
105071 TIK-5; TIK-6
9. | HopmatuBHO-IpaBoBeIe aKThl (heAepalbHbIX oOpraHoB ucnonHuTensHol | OIIK-2; T1K-2;
BJIACTH B chepe HHPOpMAITUH, TOKYMEHTAITUH, KOMMYHHKAITHH TIK-5; T1IK-6
10. | XapakTepucTHKa IEHCTBYIONINX TOCYIAapCTBEHHBIX HOpMaTthBHO-MeTommde- | OITK-2; ITK-2;
CKHX JIOKYMEHTOB. [1K-5; TIK-6
11. | Opranuzanuonssie (GopMbl nenonpousBojacTsa. Ux 3aBucumocts ot crenu- | OIIK-2; T1K-2;
(MK M OpPraHu3alMOHHON CTPYKTYPHI YIPEIKICHHS. TIK-5; T1IK-6
12. | Uenn, 3amaun, 1 GyHKITUN CTPYKTYPHBIX MTOApa3aeneHuit ciryxos1 JJOY. OIIK-2; ITIK-2;
[1K-5; TIK-6
13. | TunoBsle cTpyKTYpHI ciayx0b1 JJOVY. OIlIK-2; IIK-2;
[1K-5; TIK-6
14. | XapakTepuCTHKa OCHOBHBIX HOPMATHBHBIX ITOKyMEHTOB, perimameHtupy- | OIIK-2; ITK-2;
FOIIUX JIETONPOU3BOJACTBO YUPEKIEHHUS. TIK-5; TIK-6
15. | JloMmKHOCTHOM M YUCIICHHBIH COCTaB JICIONPOU3BOACTBeHHOM ciry)0br IOY. | OIIK-2; I1K-2;
[1K-5; TIK-6
16. | JomxHOCTHBIE 00S3aHHOCTH PaOOTHUKOB CITy k051 JJOY. OIIK-2; ITIK-2;
[1K-5; TIK-6
K DK3aMEHY
Ne | ITpumepHbIe (POPMYJIHPOBKH BOIIPOCOB Kon
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n/n KOMIIeTeHIIU
1. Omnpenenenue «JJokymeHT0000poT». XapakTepucTuka fokymentonorokos. | OITK-2; [TK-2;
[1K-5; TIK-6
2. OCHOBHBIC ITpaBUJIa OPTAHU3AITNH TOKYMEHTOO00POTa YIPEIKIACHIS. OIIK-2; ITIK-2;
[K-5; T1K-6
3. TexHomorust 00pabOTKK BXOSIINUX TOKYMEHTOB. OIIK-2; TTIK-2;
I1K-5; TIK-6
4, Texromorus 00pabOTKH UCXOIAITUX TOKyMEHTOB. OIIK-2; ITIK-2;
[K-5; T1K-6
5. OcoOeHHOCTH 00pabOTKN BHYTPEHHUX JIOKYMEHTOB. OIlIK-2; I1K-2;
I1K-5; TIK-6
6. YueT o0beMa TOKyMEHTOO00pOTA. OIIK-2; ITIK-2;
[K-5; T1K-6
7. OCHOBHBIE HANPaBJICHHsI COBEPILICHCTBOBAHUS IOKYMEHTO000pOTA. OIlIK-2; I1K-2;
I1K-5; TIK-6
8. Perucrpanus TOKyMEHTOB: ONIpeAciICHUE, TSI 1 3aaqH. OIIK-2; ITIK-2;
[K-5; T1K-6
9. CpaBHUTENBHBIE XapaKTEPUCTUKH (POPM perucTpanuu 10KyMEHTOB. OIIK-2; I1K-2;
I1K-5; TIK-6
10. B3anMoCBs3p TIPOIIECCOB perucTpanid W KOHTpoyst 3a wucnoinHeHwem | OIIK-2; T1K-2;
JIOKYMEHTOB. [1K-5; TIK-6
11. | TexHONOrust KOHTPOJISI UCIIOMHEHUS JOKYMEHTOB. OIIK-2; I1K-2;
I1K-5; TIK-6
12. | Opraauzamnus cipaBoOIHO-UH(DOPMAITIOHHON pabOTHI. OIIK-2; ITIK-2;
[K-5; T1K-6
13. | Ompenenenue «HOMEHKJIATypa Jei», €e 3HaueHue u npumeHeHue B aeno- | OIIK-2; T1K-2;
MIPOMU3BOJICTRBE. TIK-5; TIK-6
14. | Bugsr HoMeHKIATYpHI Aein. OcOOCHHOCTH MX MpUMEHeHus B nenonpon3Boa- | OITK-2; TTK-2;
CTBE. TIK-5; T1IK-6
15. | TpeboBanus K cOCTaBICHUIO HOMEHKIATYpHI Aei. CoctaBienue 3aroioBkoB B | OITK-2; TTK-2;
HOMEHKJIAType Jiedl. TIK-5; T1IK-6
16. | Ilopsmok cocTaBlIeHUS U yTBEPKICHUS HOMEHKIATYPHI JCIT. OIIK-2; ITIK-2;
[K-5; T1K-6
17. | llpaBuna popmMupoBaHHUS ZOKYMEHTOB B JIeJa. OIlIK-2; I1K-2;
[1K-5; TIK-6
18. | OcoOGeHHOCTH TTOJTHOTO M YaCTUIHOTO O0(OPMITEHHUS 00JIOKKH eI OIIK-2; ITIK-2;
[K-5; T1K-6
19. | YcTaHOBIE€HHE CPOKOB XPAaHEHHUS €L OIIK-2; ITIK-2;
I1K-5; TIK-6
20. | 3agaun ¥ OPSIOK POBEIEHUS IKCIIEPTH3BI IIEHHOCTH TOKYMEHTOB. OIIK-2; ITIK-2;
[K-5; T1K-6
21. | 3amaum u 3Tanbl pabOTHl SKCIEPTHBHIX KOMUCCHIA B YUPEKICHUSX. OIlIK-2; IIK-2;
I1K-5; TIK-6
22. | IlpuMeHeHne B ACIIONPON3BOICTBE MEPEIHSI JOKYMEHTOB CO cpokamu xpaHe- | OIIK-2; ITK-2;
HUS. TIK-5; TIK-6
23. | IlogroroBka aen yupexaeHUs K HadbHEHIIeMy XpaHeHuto u ucnonb3opanuto | OIIK-2; TTK-2;
[1K-5; TIK-6
24. | OcobeHHOCTH OINMCaHUs e IMMOCTOSSHHOTO M BpeMeHHOoro xpanenus. Bumer | OIIK-2; ITK-2;
ONMCEHN, CO3/IaBAEMBIX IPU NEpeJaye Il B APXUB. TIK-5; I[IK-6
Tabauuna 13

Marepuanbl, He00X0AMMBbIE JJis1 OLeHKH YMEHUI 1 BJIaJleHU i

(mpuMepHbIe NPAKTUKO-OPUEHTUPOBAHHBIE 3aaHMS)
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Ne Tembl IPUMEPHBIX Kon
n/n NMPAaKTHKO-OPHEHTHPOBAHHBIX 32 IaHMIl KOMIeTeH Ml
1. | Omnucanue creru@UUecKux 0COOCHHOCTEH IPUKA3HOTO JACJIONPOU3BOICTBA OIIK-2; ITIK-2;
[IK-5; TIK-6
2. OnucaHue TEHACHLUMM pa3BUTHUS AEJIONpOU3BOJCTBa B coBerckuil mepuop | OIIK-2; TIK-2;
(1917-1991 rr.) I1K-5; TIK-6
3. | CocraBjicHHUE CpAaBHUTEILHOW TaOJIMIIBI 3aKOHOAATEIBHBIX HOPM 1990-2010-x | OIIK-2; I1K-2;
IT. TIK-5; TIK-6
4. | PacupeneneHne HOpMaTHBHO-IIPABOBBIX AKTOB B cOOTBETCTBUM ¢ mpasoBoil | OIIK-2; ITK-2;
3HAYUMOCTBIO TIK-5; TIK-6
5. | XapakTepuCTHKa JOKYMEHTOB I10 CTaHJapTH3aLU1 OIIK-2; I1K-2;
[IK-5; TIK-6
6. | Bribop opranuzanuonHnoii hopmel nmoapazaenenus JOY OIIK-2; ITIK-2;
I1K-5; TIK-6
7. | XapakTepuCTHKa COCTaBa JOKAJIbHBIX OpraHU3allMOHHO-TPaBOBBIX JokyMeH- | OIIK-2; I1K-2;
TOB, pernamenTupyromux JI0Y TIK-5; T1K-6
8. | AHanm3 TOKyMEHTO000POTa YUPEKISHUS OIIK-2; ITIK-2;
I1K-5; TIK-6
9. | AHanu3 perucTpanuoHHO-KOHTPOJIBHBIX (HOpM OIIK-2; I1K-2;
[IK-5; TIK-6
10. | 3anmomHeHWE PETUCTPAIIIOHHO-KOHTPOIBHBIX POpM OIIK-2; ITIK-2;
I1K-5; TIK-6
11. | CocraBnenue KOHTPOJIBHO-CIIPABOYHOMN KapTOTEKU OIIK-2; ITIK-2;
[IK-5; TIK-6
12. | AHanu3 HOMEHKJIATYPhI A€ OpraHU3aluU OIIK-2; ITIK-2;
I1K-5; TIK-6
13. | [IpoBepka npaBUIBLHOCTH (POPMUPOBAHHS AET OIIK-2; I1K-2;
[IK-5; TIK-6
14. | OnpeneneHue Cpoka XpaHEHUs JOKYMEHTA OIIK-2; ITIK-2;
I1K-5; TIK-6
15. | AHanu3 NoJa0XKeHHs 00 PKCIIECPTHOW KOMUCCUU OIIK-2; T1K-2;
[IK-5; TIK-6
16. | CocrapneHue BHyTPEHHEN OMKCH Jena OIIK-2; ITIK-2;
I1K-5; TIK-6

6.3.2. Tembt u memoouuecKkue yKazanus no no02omoeKe peghepamoas,
Jcce u meopuUecKux 3a0anuii no OUCUUnIUHe

Hanucanue pedepatoB (3cce, TBOPUECKUX 3aJaHUI) HE TIPETyCMOTPEHO.

6.3.3. Memoouueckue yKkazanusa no blnoJIHEHUI0 Kypcoeoii padomol

KprOBaﬂ pa60Ta 0o AMCHUIIIIMHE y‘le6HI>IM IJIaHOM HC€ MMPEAYCMOTpPCHA.

6.3.4. Tunoewvie 3a0anus 011 nPoeedeHUss MEKYue20 KOHmMpOos
¢opmuposanus komnemenyuii

6.3.4.1. [l.1anbl ceMMHAPCKUX 3aAHATHH

Cemunap Ne 1. Tema «Mcmopus pazeumus cucmemul 20Cy0apCcmeeHH020
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oenonpouszgoocmea XI1V-XVII 6s.»

Bonpocul ons ob6cyocoenus:

1. Jlenonpoun3BoCTBO B APEBHEPYCCKOM IrOCYIapPCTBE.

2. Pernamenranus 3akoHogateabHbIMU akTaMu X VI-XVII BB. 0T/1€IbHBIX CTOPOH
co3/anus U 0pOpMIIEHHUS JOKYMEHTOB, O0SI3aHHOCTEH «CITYKHIIBIX)» JIFOJICH.

3. Opranu3zanus AeJ0NpON3BOACTBA B LIEHTPAIBHBIX YupexkaeHusx Pycckoro
rocynapcTBa (IIpUKaszax) U MECTHBIX YUPEKJICHUAX (MMPUKA3HBIX N30aX), ero 0COOCHHOCTH.

4. OcHOBHBIE ATAMbI ¥ ONEPaLUU PabOTHI C TOKYMEHTAMHU.

5. CronbmoBast popma enonporu3BoCTRA.

Martepuaisl s MOArOTOBKM ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00pa30BATEIBHBIX M HH(OPMAIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JTUCIUTUTAHBL

JlononHuTebHBIE MAaTEpUANIbl K CEMUHAPY BBISBISETCS CaMOCTOSATENIBHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOThI IO TEME.

Cemunap Ne 2. Tema «Pazeumue 0enonpouzsoo0cmea 20cy0apcmeeHHblX
yupeocoenuii 8 XVIII-XI 66.»
Bonpocul ons ob6cycoenus:
1. Cucrema KOLI€AKCKOr0 1eJ10NPOU3BOACTBA
— peopma LeHTpabHBIX TOCYIAPCTBEHHBIX OPTaHoOB;
— HOpMaTHBHasl perjiaMeHTal|sl JOKyMEHTAllMOHHBIX IPOLIECCOB;
— OpraHu3alMs U TEXHOJIOTUU KOJUIEKCKOIO JIEJI0NPOU3BO/ICTBA;

— OpraHu3alys XpaHEeHUsl JOKYMEHTOB.

— Xapaktepuctuka «Tabemns o panrax» 1722 r

— pedopma MeECTHBIX OpraHOB BJIAacTH (XapakTepucTuka «OOIee yupexaeHue
ryoepHckoe» 1775 1.);

— JICJIONPOU3BO/ICTBO B I'yOEPHCKUX CTPYKTYpax.

1. Cucrema MUHHCTEPCKOTO Aesgonpou3BoacTea XIX - nayana XX BB.

— «Obmee yupexneHrne MUHUCTEPCTB» 1811 r. Kak OCHOBHOMW 3aKOHOJATEIBHBIN aKT
0 €IMHOO0Opa3HOMY MOPSJIKY JAEJONPOU3BOICTBA B yupekaeHusx XIX B.;

— perylaMeHTaIus IBUKEHUS JOKYMEHTOB;

— MepbI 110 COKPAIICHHUIO IOKyMEHTO000poTa B 3aKkoHoaTenbcTBe XIX B.;

— pa3paboTKa paloOHaIbHBIX CUCTEM JIEJIONPOU3BOJICTBA B OT/IEIbHBIX BEIOMCTBAX;

— crocoObl 1 METO/1bI pabOTHI ¢ JOKYMEHTaMH B Havane XX B.

Marepuansl 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX U HH(MOPMAIMOHHBIX PECYpPCOB HEOOXOAMMBIX ISl OCBOCHHS
JUCIUIINHBL

JlononHuTEeNbHBIE MaTEpUANIbl K CEMUHAPY BBISBISETCA CaMOCTOATENIBHO B paMKax
BBITIOJIHEHUS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 3. Tema «I ocyoapcmeennoe 0e10npou3800Ccmeo 8 CO8emcKuULl nepuoo»
Bonpocul ons obcycoenus:
1. OnpiT 1920-X IT. M €ro 3HaYeHHUE I MOCIEAYIOUIET0 TEOPETUUECKOIO U IIPAKTH -
YEeCKOT0 COBEPILICHCTBOBAHMS JICIOMPOU3BO/ICTBA.
2. Pa3BuTHE COBETCKOr0 rocyJapCcTBEHHOro nenonpoussoactsa (1930-1950 rr.).
3. HesrensHOCTh [ MaBHOTO apxuBHOTo yrpasieHus (I'AY) CCCP.
4. T'ocynapcTBeHHOE Aesonpou3BoAcTBO B 1960-1990-¢ rr..
5. Ilytu coBepmencTBoBanus nenonpouspoactsa. EICAOY u I'CHOY.
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Marepuansl 111 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U MH(MOPMALMOHHBIX PECYpPCOB HEOOXOOUMBIX IJII OCBOCHUS
JCLUTIIINHBL

JlonOJIHUTENBHBIE MAaTEPUAIIbl K CEMHHAPY BBISBIISIETCS CaMOCTOSITENIBHO B paMKax
BBITIOJIHEHHS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 4. Tema « Mucmumyyuonanvnoe pazeumue 00KyMeHmayuonHol cgepol
6 1990 — 2000-e 22.»

Bonpocwl 01 06cyacoenus:

1. ®opmMupoBaHuEe CHUCTEMBbI OPraHOB T'OCYJAPCTBEHHON BIIACTH W MECTHOTO CaMoO-
yIpaBJeHUsI.

2. HopmaTtuBHOe perynupoBanue B cepe nHpopMauu U JoKkymeHTanuu B 1990-¢ rr.

3. PasBurue pabot o crannapruzanun JOY.

Martepuansl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00pa30BATEIBHBIX M HH(OPMAIIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JTUCIUTUTAHBL

JlononHuTebHBIE MAaTEpUANIbl K CEMUHAPY BBISBISETCS CaMOCTOSTENIBHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEIBLHON PabOThI IO TEME.

Cemunap Ne 5. Tema «llpasosas 0cHo8a co8pemMeHH020 0el0NPOU3B00CEA)
Bonpocwl 01 0b6cyacoenus:
1. CocrtaB npaBoBoOii 0a3bl ACIOMPOU3BOACTRA.
2. 3akoHonarenbHble akThl Poccuiickoit ®Penepaumu B chepe uHPOpMALUU U
JIOKYMEHTaI1H.
3. Vka3el u pacnopspkenust IIpesunenta Poccuiickoit depepannn, MOCTaHOBICHHS
[IpaBuTenscTBa Poccuiickoi denepanuu.
4. Tloctanosnenus IlpaBurenscrBa Poccuiickoit denepaunn.
5. IIpoGiieMbl W TEPCHEKTUBHI PA3BUTHUS HOPMATHBHO-NPABOBOM 0aszbl B cdepe
uH(POPMAIIUU U TOKyMECHTAIIUH.

Martepuaisl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00pa30BATEIBHBIX UM HH(OPMAIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JTUCIUTUTAHBL

JlononHuTeIbHBIE MaTEpUANIbl K CEMUHAPY BBISBISETCS CaMOCTOSATENIBHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOTHI IO TEME.

Cemunap Ne 6. Tema «Hopmamuenvle u memoouyeckue 0OKyMeHmbl o 0el0NPOU3BOOCMEBY»

Bonpocwl 011 06cyacoenus:

1. CocTaB HOpMAaTHUBHO-METOUYECKON Oa3bl JEIONPON3BOACTBA.

2. HopmaTuBHBIE MpaBOBBIE aKTHI (heAepallbHBIX OPraHOB MCIOJHUTEIHCKON BIACTH,
perJaMeHTHPYIOIINE BOIPOCHI JOKYMEHTAIMOHHOTO 00ECIeUeHUSI.

3. JIokyMeHTBI IO CTaHAAPTU3ALUH.

4. YHuuuupoBaHHbIE CUCTEMBI JOKYMEHTAIUH.

5. HopmaTuBHBIE TOKYMEHTHI 110 TPYAY U OXpaHe TpyJa.

Marepuansl Ay NOATOTOBKK ceMuHapy cM. Pasznen 7. IlepeueHp neyaTHbIX U dJ€K-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JUCUHUTIIINHBL

JlonoyIHUTENbHBIE MaTEepUalbl K CEMUHAPY BBISBIISIETCS CaMOCTOSITENIbHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOThI IO TEME.

Cemunap Ne 7. Tema « Opeanusayus cayacoot JJOY»
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Bonpocul 01 0b6cyarcoenus:

1. OcHOBHBIE acneKThl opraHu3anuu ciayx0el J[OY (ropuaudeckuii, opraHu3aiuoH-
HBII, TEXHUYECKUH, ICUXO(PU3NOTOTUICCKHI )

2. OpranuzanuoHHbie (HOPMBI I€JIONPOU3BOJICTBA (LIEHTPAIU30BaHHAS, ACIICHTPAIIN30-
BaHHAas, CMEIIaHHAas ).

3. @axTopsl, onpeaenstonue BEI0op (OpMbl B KOHKPETHOM OpraHu3aluu.

4. 3amauu ¥ QyHKIMH CITYkKOBI IETOMPOU3BOJICTBA.

5. TumnoBbIe CTPYKTYpPHI Ci1yKObI JJOY.

6. JIOJOKHOCTHON M YUCIIEHHBIH COCTaB CIYXObI JIEIOMPOU3BOACTB (PYKOBOJIUTEIH,
CHEIMATUCTHI, TEXHUYECKUE UCIIOIHUTENH).

7. ®yHKuH paboTHUKOB cyx0b1 JIOY.

Matepuaisl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00pa30BATEIbHBIX U HH(OPMAIIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JTUCIUTUTAHBL

JlononHuTeNbHBIE MaTEpUAJIbl K CEMUHAPY BBISBISETCS CaMOCTOSTENIBHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEIBLHON PabOThI IO TEME.

Cemunap Ne 8. Tema «JlokanvHas pecramenmayusi 0OKYMEeHMAYUOHHBIX NPOYECCOBY

Bonpocwl 01 06cyacoenus:

1. ITonoxenue o cayx6e IOV (dhopma, cTpykTypa, MOPSAIOK pa3pabOTKH U BHEIpE-
HUSA).

2. PernamenTanus q0JDKHOCTHBIX 00S3aHHOCTEH CieIIMaIMCTOB CTyk0b1 JJOY.

3. Opranuzanuonsbsie 10KyMeHTbl 10 JIOY (MHCTpyKLHs IO J€IO0NpPOU3BOJICTBY,
Tabens GopM TOKYMEHTOB U JIp.).

Marepuansl 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX U HH(MOPMAIIMOHHBIX PECYpPCOB HEOOXOAMMBIX JIJIsI OCBOCHHS
JIACUUTLITUHBL

JlomoyHUTENbHBIE MaTepHalibl K CEMHHAPY BBISBISIETCS CAMOCTOSITENIbHO B paMKax
BBITIOJIHEHHS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 9. Tema «Texnonocus o6padbomxu u 08udCeHUst OOKYMEHMOBY

Bonpocul ons obcyocoenus:

1. ITonsiTue «10KyMeHTO000pOT». OCHOBHBIE 3TAIIbI JOKYMEHTOOOOPOTA.

2. DKcIeIMIMOHHAs 00paboTKa IOKYMEHTOB, IIOCTYIAIOIINX B OPTaHU3aIHIO.

3. IlpenBapuTenbHOE pacCMOTPEHHE JOKYMEHTOB B CIIy)KO€ TOKYMEHTAllMOHHOTO
obecrieyeHus.

4. Opranu3anus pauuoHaIBHOTO JIBMYKEHUS JTOKYMEHTOB BHYTPH OpraHU3alINH.

5. O6paboTKa UCTIOITHEHHBIX U OTIPABISEMBIX JOKYMECHTOB.

6. cnionHeHne JOKyMEHTOB.

7. AHanIU3 CTPYKTYPBI JOKYMEHTOO00POTA.

8. MeTo/pl yyeTa U COKpaleHus JOKYMEHTO000pOTa.

Marepwuansl 115l TOArOTOBKH ceMuHapy cM. Pasnen 7. [lepeueHb nevaTHBIX U AJICK-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JICTIATUTHHBL

JIONOJTHUTENbHBIE MaTepHUajIbl K CEMUHAPY BBISBIISAETCS CaMOCTOSATEIBHO B paMKax
BBITTOJIHEHUS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 10. Tema «Konmponv ucnonnenus 0OKyMeHmo8 u nopy4eHui»

Bonpocul ons obcyocoenus:

1. IToHsITHE KOHTPOJIb UCTIOIHEHUS TOKYMEHTOBY. Llenu u 3a1aun KOHTPOIISL.
2. PernameHTanus KOHTPOJIS HCIIOTHEHUS JOKYMEHTOB U TIOPYYCHUH.
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3. XapakTepucTUKa perucTpanuoHHbIX (GopM (KypHaJIbHAsA, KapTOUHAas, aBTOMAaTH3H -
pOBaHHas).

4. OpranuzaiioHHble (OPMBI KOHTPOJIS: IEHTPAIM30BaHHAS, JICLCHTPATU30BaHHAS,
CMelIaHHasl.

5. Tunsl KOHTPOJIA (TI0 CYLIECTBY, KOHTPOJIb 38 CPOKAMH HCIIOIIHEHNUS).

6. Buabl KOHTPOJIS: TEKYIIHM, MPEeayNpPeaUTEIbHbIN, UTOTOBBIH.

7. TUNOBBIE U HHAMBUAYAIbHBIE CPOKU UCTIOJIHEHUSI TOKYMEHTOB.

8. TpanuuMOHHAsA U aBTOMATU3UPOBAHHAS TEXHOJIOTUSI KOHTPOJIA.

Marepuansl 111 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX U HH(MOPMAIMOHHBIX PECYpPCOB HEOOXOAMMBIX JIJISI OCBOCHHS
JUCIUIINHBL

JlononHuTEeNbHBIE MaTEpUANIbl K CEMUHAPY BBISABISAETCA CaMOCTOATENIBHO B paMKax
BBITIOJIHEHUS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 11. Tema «nghopmayuonno-cnpasounas paboma
1O OOKYMEHMAaM OP2aHU3ayUU»
Bonpocwl 0n1 06cyarcoenus:

1. UadopmanmnonHo-cipaBoyHas paboTa riiapHas 3agada ciryxos JIOY.

2. CrpaBo4YHbBIC KapTOTEKH: BH[IbI, XapaKTEPUCTHUKA, OCOOCHHOCTH BEICHHS, CPOKH
XpaHeHUsl.

3. IpuHOUIEI TOCTPOCHUS HHPOPMAITMOHHO-TTOMCKOBBIX CHCTEM TI0 JOKYMEHTaM.

4. CoBpeMeHHbIE CUCTEMbI yNpaBJieHHs 0a3aMu JaHHBIX: 3HAYEHHE, OCOOCHHOCTH Be-
JICHUS, IOUCK JOKYMEHTOB, BbIIaua CIPaBOK.

Matepuaisl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00pa30BATEIbHBIX UM HH(OPMAIIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JTUCIUTUTAHBL

JloTOJTHUTETbHBIE MAaTEPHANIbI K CEMHHAPY BBISBISICTCS CAMOCTOSITENILHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEIBLHON PabOThI IO TEME.

Cemunap N 12. Tema «Homenknamypa oen Kaxk KiaccupukayuoHHbIL CNPABOUHUKY

Bonpocwl 01 06cyarcoenus:

1. 3HadyeHne HOMEHKIATypbl Je.

2. Bunbl HOMEHKIATyphl €] (TUIIOBAs], IPUMEPHAsi, CBO/IHAA), X Ha3HAUECHHUE.

3. TpeboBaHusi K COCTaBICHHIO HOMEHKIATYphl J€J, WX perjaMeHTalnus B HOpMa-
TUBHO-METOJANYECKHX MaTepHaax.

4. Mero/MKa COCTaBJIEHUSI HOMEHKJIATYpPhI JeJ: U3yUYeHUE COCTaBa JJOKYMEHTOB, pa3-
paboTka kiaccu(UKAIMOHHON CXEMbI; TPEOOBaHHUS K COCTABICHHUIO 3ar0JIOBKOB JIE]I U MPaBH-
Jla UX CUCTEMAaTU3alIUH.

5. Topsimok odopmiteHUs] HOMEHKIATYpHI 1ei1. CpoKy XpaHEeHUs TOKyMEHTOB.

6. Mcnonp30BaHne HOMEHKJIATYPHI JeJI B ONEPATUBHOM XPAHEHUU U BEIOMCTBEHHOM
apxuBe.

Matepuaisl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JTUCIUTUTAHBL

JIONOJTHUTENbHBIE MaTepHUajIbl K CEMUHAPY BBISBIISAETCS CaMOCTOSATEIBHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOTHI IO TEME.

Cemunap Ne 13. Tema « Dopmuposanue oeny

Bonpocul ons obcyocoenus:

1. IlonsiTre «popMUPOBAHUE JEID).

2. ®opMupoBaHUE A€ B OpPraHU3alMIX PA3IMYHBIX YPOBHEH yIpaBICHUSI.
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3. O6mue npaBuia GopMUPOBAHUS JCII.
4. I'pynnupoBKa pa3iMuHbIX KATCTOPHA JOKYMEHTOB B JIea.
5. HpI/IHHI/IHBI CUCTCMAaTU3alu JOKYMCHTOB BHYTPU ACII.

Marepualiisl Ui TIOATOTOBKU ceMuHApy cM. Pasmen 7. [lepeueHb mevYaTHBIX M JICK-
TPOHHBIX 00Pa30BaTENBFHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JTUCITUTLTHHBL

I[OHOJIHI/ITCJIBHBIG MaTCepuajibl K CEMHUHAPY BBIABIACTCA CaAMOCTOATCIIBHO B paMKax
BBITTOJHEHUS CAMOCTOSITEIbHON pabOThI IO TEME.

Cemunap Ne 14. Tema « Opeanuzayusi onepamusrHo20 XpaHeHus 0einy

Bonpocwl 01 0b6cyacoenus:

1. HopmatuBHO-MeTOoMYeCcKas 0a3a periaMeHTHUPYIOIias OpraHU3alUi0 TEKYIIEeTo
XpaHEHUs IOKYMEHTOB B JIEJIONPOU3BOICTBE.

2. 3agaun pabOTHUKOB CIy>kK0bI JJOY 1Mo opraHu3amnuu TeKyIero XpaHeHus JOKyMeH -
TOB.

3. XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX IIOJIPA3/IEICHUAX OpraHU3aliH.

4. Opranuzanus CIpaBOYHOM pabOTHl U MOPSAJOK BBIJAYU JOKYMEHTOB JJISi BPEMEH-
HOTO II0JIb30BaHUS ITPU XPAHEHUHU UX B CTPYKTYPHBIX MTOAPa3/IEICHUSAX.

5. XpaHeHue MalIMHOYUTAEMbIX IOKYMEHT» U JJOKYMEHTOB Ha MarHUTHBIX HOCHUTE-
TSIX.

Marepuansl 111 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX U HH(MOPMAIMOHHBIX PECYpPCOB HEOOXOAMMBIX ISl OCBOCHHS
JIACUHUTLITUHBL

JlononHuTEeNbHBIE MaTEpUANIbl K CEMUHAPY BBISABISAETCA CaMOCTOATENIBHO B paMKax
BBITIOJIHEHUS CAMOCTOSITEIbHOM paboThI 10 TeMe.

Cemunap Ne 15.
Tema «Opeanuzayus 3Kcnepmu3ssbl YeHHOCMU OOKYMEHMO8 8 0el0NPOU3BOOCHBEE»

Bonpocwl 0n1 06cyarcoenus:

1. TlonsaTHe «IKCcHEepTU3a LHEHHOCTH». HOpMaTUBHO-METOqUYECKHE OCHOBBI MPOBEIE-
HUS DKCIIEPTU3BIL.

2. 3HayeHue KCIEePTU3bl HUEHHOCTH JIOKYMEHTOB.

3. TpebGoBaHus K IPOBEACHUIO KCIIEPTU3HI IIGHHOCTH IOKYMEHTOB.

4. Kpurepuu OLIeHKH JOKYMEHTOB (IIPOUCXO0XKICHHE, COJIEp)KaHue, BHEIIHIE OCOOCHHOCTH).

5. Hpunnunsr S1/] uctopusm, BCECTOPOHHOCTH, KOMIUIEKCHOCTD.

6. Opranuzanuust SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB, LEHTPAJbHBIX 3SKCHEPTHBIX
KOMHCCHM U DKCIIEPTHBIX KOMUCCUH yUPEKICHMUS.

Marepuansl Aji1 NOATOTOBKK ceMuHapy cM. Pasznen 7. IlepeueHp nmeyaTHbIX U dJ€K-
TPOHHBIX 00Pa30BaTENBFHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JUCUHUTIIINHBL

JlononHuTeNnbHBIE MAaTEPUANIBI K CEMUHAPY BBIABISAETCA CaMOCTOATENIBHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOThI IO TEME.

Cemunap Ne 16. Tema «llepeuru OOKYMeHMO8 CO CPOKAMU XPAHEHUSL)
Bonpocwl 01 06cyacoenus:
1. HazHaueHre M MCHOJB30BAaHUE MEpPEUHEH ISl ONEepaTUBHOIO XPaHEHHs JOKYMEH-
TOB B JICJIONPOU3BOJICTBE U B apXHUBE.
2. Bunel nepeuneii (TUMOBBIE, BEIOMCTBEHHbBIC) MX Ha3HAYCHHE U UCIIOJIb30BAHUE IS
COCTaBJICHUSI KJIACCH(PUKATOPOB U HOMEHKJIATYP JAEJ.
3. CtpykTypa nepeyHen.
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4. CocraB nepeuHei.

Marepuainsl Ui TOATOTOBKU ceMHuHapy cM. Pasznen 7. IlepeueHp me4aTHBIX U dJIeK-
TPOHHBIX 00Pa30BaTENBFHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JUCIUTUTHHBL

I[OHOJIHI/ITGJIBHBIG MaTCepuajibl K CEMHUHAPY BBIABIACTCA CaAMOCTOATCIIBHO B paMKax
BBITIOJTHEHUS CAMOCTOSITEIbHON pabOTHI IO TEME.

6.3.4.2. 3aganus 1JIA NPAKTHYECKUX 3aAHATHIA
Ipaxmuueckoe 3ansamue No 1. OchogHvle HOpMamugHvle u MemoouyecKue 0OKyMeHmsl no oe-
JIONPOU3BOOCMBY

1. M3yyeHne HOPMATHUBHBIX M METOJIUYECKUX JTOKYMEHTOB, PEriaMEeHTUPYIOMINX
OpraHHU3aIHIo JeJIONPOU3BOJICTBA.

2. AnHanu3 JOKyMEHTOB, PETJIAMEHTUPYIOUINX HOPMBI BpEMEHH U KBaJTH(PHUKAIIMOHHbIE
xapakrepucTuku: Hopmbl BpeMeHH Ha paboThl MO JOKYMEHTAllMOHHOMY OOeCHeYeHHIO
YIpaBJIEHYECKUX CTPYKTYP B (hefepalibHbIX OpraHax UcroiHuTenbckoi Baactu 2002r.; «Kaa-
TUUKAIMOHHBIN CIPABOYHUK JOHKHOCTEH pyKOBOJIUTENEH, CIICIUAIIMCTOB U APYTUX CITyKa-
mmx» (yTB. [loctanoBnenuem Muntpyna PO ot 21.08.1998 N 37) (pea. ot 14.03.2011).

3. IIpodeccuonanpusplii crangapt «CHenuasucT Mo OPraHU3alMOHHOMY U JOKYMEH-
TAIMOHHOMY OOECIIEYEeHHUIO YIpaBiieHus opranusanuein» (ytB. [Ipukazom Muntpyna Poccun
o1 06.05.2015 Ne 276m)

Ilpakmuuecxoe 3auamue Ne 2. Opeanuzayus cayscovt JJOY

1. 3yuenue TpebGoBaHM 1EHCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB K OpraHU3aLUH,
CTPYKType U (PyHKIUAM CIyKOBbI e0NPON3BOACTBA.

2. Ananus opranuzanuu ciayxo0s! [JOY B ycI0BHON opraHU3aluy BHISIBICHHE €€ 0CO-
OeHHOCTEH.

3. CocTtaBiieHnE CXEMbl OPraHU3aLMOHHON CTPYKTYpPBI JEIONPOU3BOACTBEHHON CITYXK-
OBl YCIIOBHOM OpraHU3AIINH.

4. Cocrapnenue [lonoxenus o ciryx0e 1eI0NpOU3BOJCTBA YCIOBHOM OpraHU3aliy.

Ipaxmuueckoe 3anamue Ne 3. Qucnennwiii cocmas ciyacovt J[OY
1. N3y4yeHne HOpMaTUBHO-METOINYECKUX JOKYMEHTOB JIOJDKHOCTHOTO M YHCIIEHHOTO
COCTaBa JIeJIONPOU3BOJICTBEHHOT O TIEPCOHATA.
2. V3yueHne METOAMK pacyueTa ITaTHOW YACICHHOCTH.
3. M3y4eHne HOpMAaTUBOB BPEMEHHU Ha BBIIIOJIHEHUE ONPEACIICHHBIX BUIOB Pa0oT.
4. Pacuer 4YHCIEHHOCTH JIeJIONPOU3BOJACTBEHHOTO IEPCOHAA.

Ilpaxmuueckoe sanamue Ne 4. Pecnamenmayus cayacoot JJOY
1. M3yuyeHne JOKyMEHTOB, PETJIaMEHTHPYIOLINX OopraHu3aiuio ciayxosr J0Y.
2. Cocrasnenue [lomoxxenus o ciayx6e JIOY KOHKpETHOW OpraHu3alluy.
3. U3yuenue u pa3zpabdorka Tabens yHuHUIupoBaHHBIX (OPM TOKYMEHTOB.

Ipaxmuueckoe 3anamue Ne 5. Cocmagnenue uHCmpyKkyuu no 0e10npou3800Ccmasy
1. N3yuenune tpeGOBaHWN HOPMATHBHO-METOJIUYECKUX TOKYMEHTOB K COCTABJICHHIO
HMHCTPYKIUU IO JIETIOMPOU3BOJICTBY.
2. U3ydyenue nesATENbHOCTH M TEXHOJOTUU DPAOOTHI C JOKYMEHTaMH B ammapare
yIIPaBJICHUS YCIOBHON OpraHU3alluM.
3. CocTaBlieHME UHCTPYKIIMH 1O IEJIONPOU3BOICTBY YCIOBHOM OpraHU3alliH.

Ilpakmuuecxoe 3auamue Ne 6. Opeanuzayust OOKymMeHmoobopoma
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1. M3yyenne HOpPMATUBHBIX TpeOOBaHUI K OpraHu3alMHd JOKyMEHTO00OpoTa B
rOCyapCTBEHHBIX YUPEKIACHHUAX.

2. N3yuyeHne JOKyMEHTOOOOPOTa B KOHKPETHOW OpPTraHU3aLIHH.

3. 3ydyeHne JIEATEIBHOCTH ammapara yIpaBJICHUS KOHKPETHOM OpraHu3aluu U
COCTABJICHUE OIIEPOrpaMM JBUKEHUS BXOIAIIECH, UCXOASIIEH U BHYTPEHHEN JOKYMEHTALIUU

4. Iloncuer u cocTaBlIeHUE CBOAKH 00beMa TOKYMEHTO000pOTa 3a ro.

Ilpaxmuueckoe 3anamue Ne 7. Pecucmpayusi 00OKymMeHmos
1. U3ydyenne TpeOOBaHMII HOPMATHBHO-METOJUYECKUX JOKYMEHTOB K PETHUCTpAIlUU
JIOKYMEHTOB ¥ MH(OPMALIMOHHO- CIIPAaBOYHOI'O anmapara.
2. Peructpanus B )XypHalie U Ha KApTOUKaX ISITH JIOKYMEHTOB.
3. O3HaKOMJICHHE C OMMCAHUEM TEXHOJIOTMU PETHCTPAlMH JIOKYMEHTOB KOHKPETHOM
OpraHu3alui U 000CHOBAHKE MPEJUIOKEHUN IO COBEPIICHCTBOBAHUIO PETUCTPAIIUH JIOKYMEH-
TOB.

Ilpakmuueckoe 3anamue Ne 8. Konmponv ucnoinenus 00KyMeHmos

1. U3ydyenne TpeOOBaHUI HOPMATHBHO-METOJUYECKUX JOKYMEHTOB, PETIIAMEHTHUPY-
IOLUX OPraHU3aUI0 KOHTPOJIS 32 UCIIOJIHEHUEM TOKYMEHTOB.

2. W3yueHne opranuzanum paboTbl CO CPOKOBOW KapTOTEKOH.

3. 3amonHeHue PerucTPaluOHHO-KOHTPOJIBbHOM KapTOUKH.

4. O3HaKOMJICHHE C OIMCAHMEM TEXHOJIOTMU BEJICHUS KOHTPOJS 32 HCIOJIHEHUEM
JIOKYMEHTOB KOHKPETHOW OpraHM3aliii U 000CHOBaHHE MPEJIOKEHUN MO0 COBEPIIEHCTBOBA-
HUIO PETUCTPALIMU JOKYMEHTOB U WH(OPMAIIMOHHO-CIIPABOYHON paOOTHI.

Ipaxmuueckoe 3anamue Ne 9. Unghopmayuonno-cnpagsounas paboma
1. U3yuenune TpeOOBaHUIT HOPMATHBHO-METOJIUYECKHUX JIOKYMEHTOB, PErIIAMEHTUPY-
IOIUX OPraHU3aIU0 HHPOPMAITMOHHO-CIIPABOYHON paOOTHI.
2. O3HaKOMJICHHE C ONMCAHUEM TEXHOJIOTHU WH(OPMAIIMOHHO-CIIPABOYHON PabOTHI B
KOHKPETHOW OpraHu3allHH.
3. O06ocHOBaHUE NPEIOKEHHUH TI0 COBEPIICHCTBOBAHUIO HH(DOPMAITMOHHO-CIIPABOY-
HOU pabOTHI.

Ilpakmuueckoe 3anamue Ne 10.
Homenxnamypa oen kak kKiaccu@uxkayuoHHslli CHpagoyHUK

1. N3yuyenue TpeOOBaHN HOPMATUBHO-METOJMYECKUX JOKYMEHTOB K COCTABICHHIO U
0(OPMIICHUIO HOMEHKJIATYPbI €7l

2. V3y4yeHue uCnop30BaHus NEPEUHs JOKYMEHTOB CO CPOKaMHU XpaHEHMs U OIpesie-
JICHHE BO3MOXHOCTEH €ro MCIOIb30BAHMS.

3. AHanu3 KOHKPETHOW HOMEHKJIATYPHI JIeJl U BBISBICHHE OIIMOOK B €€ COCTAaBICHUU
1 0(pOPMJIICHUHU.

4. CocraBieHle KOHKPETHOM HOMEHKIIATYPHI J1€] OPraHU3alNH.

Ipaxmuueckoe 3anamue Ne 1 1. @opmuposarue oen
1. ®opmupoBaHKe J1e]1 B OpraHU3alMIX Pa3IudHbIX YPOBHEN yIIPABICHHUS.
2. I'pynnupoBKa pa3IMYHbIX KaTEropuil TOKyMEHTOB B JiejIa.
3. CucremaTu3annuy JOKYMEHTOB BHYTPH JIEJ.
Ipaxmuueckoe 3anamue Ne 12. Opeanuzayus onepamusHo2o XpaHenus oejl
1. HopmatuBHO-MeTOAMYecKast 0a3za periaMeHTHPYIONIass OpPTaHMU3alUI0 TEKYIIEeTO
XpaHEHHUs JOKYMEHTOB B JIeIOTIPOU3BOICTBE.
2. AnHanu3 XpaHEHUS TOKYMEHTOB B CTPYKTYPHBIX TIOAPA3ICICHHUSIX OpTraHN3aIHH.
3. Opranu3zanusi cupaBoyHOW pabOTHI U MOPSAOK BBIIAYHM JIOKYMEHTOB JUIsI BPEMEH-
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HOTO I10JIb30BaHUS IIPU XPAHEHUHU UX B CTPYKTYPHBIX IIOAPA3ICICHUAX.

Ilpakmuueckoe sanamue Ne 13. Opeanuzayus sxcnepmu3sol YeHHOCMU
OOKYMEHMO8 8 0eJIONPOU3B00CHBEE
1. U3ydyenne TpeOOBaHUN HOPMATHBHO-METOIMYECKHX TOKYMEHTOB K OpTaHH3aI[uh
9KCIIEPTHU3HI IIEHHOCTH JJOKYMEHTOB.
2. CocraBieHHe MpUKa3a O CO3JaHUH DKCIEPTHOW KOMHCCHU B YCIOBHOW OpraHH3a-
U,

Ilpakmuueckoe 3anamue Ne 14. Ilepeynu 00KyMeHmo8 co cpokamu XpaHeHus
1. M3y4yeHue BUOB MepevHEN CO CPOKAMH XPaHEHHUSI.
2. AHanu3 nepevyHei co cpokaMu XpaHEHHUs 110 MPEJIKEHHOH cxeMme.

IIpakmuueckoe 3anamue Ne 15. Iloozomoeka Oen k nepeoaue 6 apxus op2aHu3ayuu
1. M3ydenune TpeOoBaHMII HOPMATUBHO-METOAMYECKUX ITOKYMEHTOB K (OpPMHUpOBa-
HUIO JIeJT U X TIOATOTOBKE K C/Ia4y€ B apXHB OpraHU3allvu.
2. AHanu3 NpaBWIBLHOCTHU IPYIITUPOBKH JOKYMEHTOB B Jefia.
3. Odopmiuenue aen JUIs CAaYU B apXUB OPraHU3ALHH.
4. CocraBiieHHE ONKCH HA JIeJa TIOCTOSIHHOTO ¥ BPEMEHHOTO XpaHEHHUsL.

6.3.4.3. Tembl 1 3a1aHUS 1JI51 MEJIKOTPYNNOBbIX/UHAUBUAYAJIBHBIX 3aHATHIH
MenkorpynmnoBbie/MHAUBUAYATbHBIE 3aHATUS IO JUCIUILINHE YYCOHBIM TNIAHOM HE
MIPETYCMOTPCHBI.

6.3.4.4. TunoBbie TeMbl U 32IaHUSI KOHTPOJILHBIX Pa0d0T
(KOHTPOJILHOIO YPOKAa)
KonTponbhas paboTa B ydeOHOM mpoiiecce He UCIOIb3yeTCs.

6.3.4.5. TecToBble 3a1aHUA
TecroBble 3a1aHus BKIIOUYEHBI B (DOH/ OIIEHOUHBIX CPEACTB. MCTONB3yIOTCS TeCTO-
Bble 3a/1aHus B (hopMe BBIOOp OIHOTrO, ABYX M Oosiee NMPaBUIbHBIX OTBETOB U3 MPEAJIOKEH-
HBIX, YCTAHOBJIEHUE COOTBETCTBHUS (IIOCIEA0BATENBHOCTH ), KEHiC-3a1aHusl.

6.4. MeToanueckue MaTepuaJibl, ONpeIe/solue NPouea1ypbl OlleHNBAHUS 3HAHUIA, yMe-
HUH U BJIAJICHUI, XaPAKTEPU3YIOIINX ITANbI (POPMUPOBAHUS KOMIIETEHIIHI

1. HopmaTuBHO-MeTOIMYeCKOe OOECIeueHHe TEKYIIero KOHTPOJIS YCIEBACMOCTH H
MIPOMEKYTOYHOM aTTeCTalMi OOYYAIOIINUXCS OCYIIECTBISIETCS B COOTBETCTBHU C JIOKAIHHBI-
MU aKTaMH By3a.

KoHnkpeTHbie GOpMBI U TIPOIEAYPHI TEKYIIETO KOHTPOJIS yCIIEBAEMOCTH M IPOMEXKY-
TOYHOW aTTeCTallMW IO IUCIMILIMHE OTpakeHbl B 4 pasmene «CoaepkaHue NUCIUILIHNHBI,
CTPYKTYpUPOBAaHHOE MO TemaM (pa3iesiaM) ¢ yKa3aHHeM OTBEICHHOTO Ha HUX KOJUYECTBA
aKaJICMUYECKHX YacOB M BHJIOB YUCOHBIX 3aHATHII.

AHanu3 ¥ MOHUTOPUHT MTPOMEKYTOYHOHN aTTECTAIIMH OTPAKCH B COOPHUKE CTATHCTHU-
YeCKUX MaTepuaioB: «IToru 3uMHel (JeTHEH ) 3a4eTHO-9K3aMEHAIIMOHHON CECCUI.

2. Jlnsg MOATOTOBKM K TPOMEXKYTOUHOM AaTTECTAlMH PEKOMEHIYETCS MOJIb30BaThCS
(OHIIOM OIIEHOYHBIX CPEJICTB:

— MepeYeHb KOMIICTCHIIMH C YKa3aHUEM JTaroB uUX (OPMUPOBAHUS B IpOIECCe
OCBOCHHS 00pa3oBaTeIbHON IporpamMmel (cM. 11. 6.1);

— OMHCAHUE MOKA3aTeJIe M KPUTEPUECB OIICHUBAHUS KOMIICTECHIIUI Ha Pa3IMIHBIX
sTanax ux (HopMUpPOBaHHMSI, OTMCAHKE TIKAJ OIEHUBAHUS (CM. T1. 6.2);
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— TUNOBBIE KOHTPOJBHBIC 3alaHHsl WJIM HHbIE MaTepHalibl, HEOOXOIMMBbIE st
OLICHKM 3HAHWM, YMEHUH, BIAJCHUI, XapaKTepU3yIOIIMX d3Tanbl  (HOPMHUPOBAHUS
KOMIIETEHIIMI B MpoI1iecce OCBOCHUSI 00pa30BaTeIbHON IPOrpamMmsl (CM. 1. 6.3).
3. TpeGoBaHus K NPOXOXKICHUIO MPOMEKYTOYHON aTTECTAllMK 3a4eT U dk3aMeH. O0y-
YaIOUUICS JOJIKEH:
—TPUHAMATh YYaCTHE B CEMHUHAPCKUX 3aHATHAX;
—CBOEBPEMEHHO U KaUE€CTBEHHO BBINIOJIHAThH MPAKTUYECKUE PaOOTHI;
—CBOEBPEMEHHO BBITIOJIHATH CAMOCTOSITENILHBIC 3a/IaHUS;
—IPONTH IPOMEKYTOUHOE TECTUPOBAHHUE.

4. Bo Bpems IpOMEKYyTOYHON aTTeCTalluy UCTIOIb3YIOTCS:

— Onmanku OwmeToB (YCTAaHOBJICHHOTO 00pasia);

— CIIMCOK TEOPETHUYECKHX BOIPOCOB U 0a3a MPaKTHUYECKUX 3aJaHHi, BBIHOCUMBIX Ha
3a4yeT U FK3aMEH,;

— OIKCaHUE IIKaJl OLICHUBAHUS;

— CIPaBOYHbIE, METOIUYECKUE U UHBIE MATEPHAIIBI.

1. Ing ocyuiecTBlIeHUSI MPOLEAYP TEKYLIEr0 KOHTPOJIS yCIEBAEMOCTH M IPOMEXKY-
TOYHOM aTTecTaluu Uil UHBAJIWJOB U JIMI C OTPAHUYEHHBIMU BO3MOXHOCTSAMHU 3/10pPOBbS
(GOH/IBI OLIEHOYHBIX CPEJCTB aJalTUPOBAHBI 32 CUET MCIOJIb30BAHUS CIEHUATU3UPOBAHHOTO
000py10BaHUs VIl MHKJIIO3UBHOIO oOyueHusi. dopma mpoBeneHusl TEKyLeld U UTOrOBOM aT-
TECTallMM JJIs1 CTYJEHTOB-WHBAJIUIOB YCTAHABIMBAETCA C Y4€TOM HWHAMBHIYaJIbHBIX IICH-
X0(U3NIECKUX 0COOEHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIBIOTEpE, B
dbopme TectupoBaHus U T. 1.). [Ipy HEOOXOAMMOCTH CTYJIEHTY-WHBAIUIY IPEIOCTABISAETCS
JIOTIOJIHUTEIBLHOE BPEMS JIJIsl IIOJTOTOBKM OTBETA HA 3a4€TE U 3K3aMEHE.

7. IIEPEYEHDb MEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJBbHBIX U UH®OPMAIIMOHHBIX
PECYPCOB HEOBXOJAUMBIX JJIs1 OCBOEHUA JUCHUIIIUHBI

7.1. TleuaTHble ¥ (MJIK) 3JEKTPOHHBIE 00pa30BaTeIbLHbIE pecypehl’
1. Koctposa, 0. b. Opranuzamust u TEXHOJIOTHS JOKYMEHTAIIMOHHOTO obecrieue-

HUs ynpasieHus : yueonoe nocodue / 0. b. Koctposa, JI. b. Eroposa, O. B.
JlozoBas. — Cankrt-Iletepoypr : U230 CII6YTYuD, 2012. — 347 c. — ISBN
978-5-94047-522-4. — Tekct : 2JIeKTpOHHBIN // JlaHb : 3JIEKTpOHHO-OMO-
muoteyHas cucrema. — URL: https://e.lanbook.com/book/64087  (mata
oOpamienus: 24.05.2024). — Pexxum noctyna: Juis aBTOpPH3. MOJIb30BaTENCH.

2. Muenus, C. E. Opranu3anus 1 TeXHOJOTHS JOKYMEHTAIlMOHHOTO o0ecreye-
HUS YIIPaBJICHUS: 3JIEKTPOHHOE yuebHoe mocobue : yuebHoe nocobue / C. E.
Mumennn. — KemepoBo : KemI'V, 2017. — 477 c¢. — ISBN 978-5-8353-
2149-0. — TexkcT : 27eKTpoHHBIN // JlaHb : 3JIEKTPOHHO-OMOIMOTEYHAsT CH-
crema. — URL: https://e.lanbook.com/book/99438  (mara oOparieHus:
24.05.2024). — Pexxum noctyna: s aBTOPU3. MOJIb30BATENEH.

3. OpraHuzanusi 1 TEXHOJIOTHS JTOKYMEHTAIlMOHHOTO OOECIICUeHHS YIIpaBICHUS :
yuebHoe mocobue / cocraButens C. E. Mumennn. — Kewmeposo : KemI'V,
2017. — 478 c. — ISBN 978-5-8353-2149-0. — Texkcr : anexTpoHHsbIi // JlaHb

' OGecneuenvie 00yYAMOIMXCS MHBAIUIOB U JIUI| ¢ OTPAHMYEHHBIMU BO3MOXKHOCTSMU 310POBbS IEYATHBIMU U
AIIEKTPOHHBIMU 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (POpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 3JI0OPOBBS.
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AJIEKTPOHHO-OMOTHOTEUHAS cucrema. — URL:
https //e.Janbook.com/book/103098 (nara oOpamenus: 24.05.2024). — Pexxum
JIOCTYTIA: JIJIsl aBTOPU3. TIOJIb30BATEIICH.

4.
7.2. UnopmannoHHbie pecypcebl

7.2.1. Ilpogheccuonanvhvie 6azvt OaHHBLIX U UHPOPMAUUOHHBIE CHPABOUHBLE CUCHEMbL

Bba3b1 JaHHBIX:

OBC «Jlanb» — Pexxum nocryma:http://e.lanbook.com

OBbC «PykonT» — Pexxum nocryna: http://rucont.ru

http://e.sekretariat.ru/ — caiiT 3eKTPOHHOH Bepcuu *KypHaia « ClpaBOYHUK CEKpeTaps
1 0(hUC-MEHEKEPaAY.

http://www.delo-press.ru — caiit xypHana «J[e1onponu3BoJaCTBO U JOKYMEHTOOO0OPOT
Ha MPEIIPUSTHI.

http://www.kadrovik-praktik.ru — callT mMarepuasoB 1o KaJpoBOMY JEIOMPOU3BOI-

CTBY.
http://www.profiz.ru/st/ — caiit xypnana «Cexperapb-pedepeHr.
http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO -Jlenonpoussoa-

ctBo 1 COJ] (mopran anst pykoBoaureneit ciyx6 JJOY u cekperapeit Bcex ypoBHEH).
HNudopMmannoHHbie CIPABOYHBIEC CHCTEMBbI: [ apaHT.

7.2.2. Pecypcubl ungpopmayuonno-menexommynukayuonnou cemu Hnmepnem

http://e.sekretariat.ru/ — caiiT aeKTpOHHON Bepcuu xKypHana «CrpaBOYHUK CEKpeTaps
1 o(uC-MEHEeKEPAY.

http://www.delo-press.ru — caldT )xypHana «/le1onpou3BoacTBO U JOKYMEHTOOOOPOT
Ha TIPEIIPUATAN.

http://www.kadrovik-praktik.ru — caiiT marepuasioB Mo KaapoBOMY IeJIONPOU3BOJ-
CTBY.

http://www.profiz.ru/sr/ — caiit )xypHana «Cekperapb-peepeHt.

http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO -Jlemonpoun3sou-
ctBo u COJ] (moptan ans pykoBoaureneit ciayx6 JJOY u cekperapeii Bcex ypoBHEH).

8. METOIMYECKHME YKA3ZAHMS 11 OBYYAIOIIAXCS
IO OCBOEHUIO JUCHHUIIJINHbI
KommnekcHoe n3ydeHue oO0y4arolMMUCS AUCLHUILIMHBI MIPEIosaraeT: OBJaJieHHe
MaTepuagaMH JICKIUH, y9eOHOW W JOTOJHHUTEIBHOW JIMTEPAaTypoH, yKa3aHHOH B paboueid
porpaMMe JUCLMILIMHBI, TBOPUYECKY0 paboTy 00ydarolMxcsl B X0Jie IPOBEACHUS CEMUHAp-
CKUX (IIPAKTHUYECKUX, UHIUBUAYAJIbHBIX) 3aHATUN, a TAKK€ CHCTEMaTUYECKOE BBINOJIHEHUE
TECTOBBIX M MHBIX 33JJaHUH JJI1 CAMOCTOSTENIbHON pabOThl 00YYarOIUXCS.
B Xxonme nexkuumii packpbIBarOTCS OCHOBHBIE BOIPOCHI B PaMKaxX pacCMaTpUBAEMOU
TEMBI, JI€Jal0TCsA aKLUEHThl Ha HauboJiee CIOKHBbIE M MHTEPECHbIE MOJO0XKEHUS H3y4yaeMOro
MaTepuaia, KOTOpble JOKHBI ObITh IPUHATHI OOydaroluMucs Bo BHUMaHue. OCHOBOM aJis
HOJArOTOBKHM OOYYarOLIerocss K CEMUHAPCKUM 3aHSATHSIM SIBJISIOTCS JIGKLIMU U W3JaHUs, pe-
KOMEH/]IyeMbI€ mpernoaaBaTesiaeM (cM. 1. 6.3. TUnoBbie KOHTPOJIBHBIC 3a/IaHHS WJIU UHBIE MaTe-
pHaibl, HEOOXOJUMBbIE Ul OLIEHKU 3HAHWM, YMEHW, BIaJeHUH, XapaKTepU3YIOLIUX 3Tallbl
(dbopMHpOBaHUS KOMIIETCHIIUI B IIPOLIECCE OCBOSHUS 00pa30BaTEIbHOM MTPOrpaMMBbl ).
OCHOBHOH LIENIBI0 CEMMHAPCKUX 3aHATHIH SIBIISIETCS KOHTPOJIb 3a CTEIIEHBIO YCBOEHUS
IIPONJEHHOIO MaTepuaia U XOJOM BBIIOJHEHHSI 00YYarOIIMMUCS CaMOCTOSTENbHON paboThI,
oOcy»xeHue HanOoJiee CI0XKHBIX U CIIOPHBIX BOIPOCOB B paMKaxX TeMbl CEMUHApPCKOI'0 3aHs-
tus. [Ipn o0cyX/1IeHuN Ha ceMUHapax CIOKHBIX U IMCKYCCHOHHBIX BOIIPOCOB M IPOOJIEM HC-
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MOJIB3YIOTCS METOJMKH MHTEPAKTUBHBIX ()OpM OOY4YEHHMS, YTO TO3BOJIAET HOTPYyKaTh 00Yy-
YAIOLUXCSA B peajlbHyl0 aTMoc(epy [elI0BOro COTPYIHMYECTBA IO PA3pEIICHUI0 MpoOIieM,
ONITUMAJIBHYIO JJIS1 BBIPAOOTKH YMEHUH U BIIaJICHHA.

Jlns ycnemHoi MOArOTOBKY K CEMUHAPCKUM 3aHATUAM oOydaroluecs B 00s13aTelb-
HOM IIOpSIIKE, KpPOME PEKOMEHAYEMOM K HU3YYEHUIO JIUTEPATYPBI, IEKTPOHHBIX W3JIAHUN U
UHTEPHET-PECYPCOB, JI0JKHBI UCII0JIb30BaTh ITyOIUKALMY 110 U3y4aeMOM TeMe B KypHasax.

OCHOBHOM IIETBIO MPAKTHUECKUX 3aHATHH SABISIETCS OTPabOTKa MPO(ecCHOHATBHBIX
YMEHHMM M BJIaJ€HUI HaBbIKaMH. B 3aBHCHMOCTH OT COIEP)KaHUSA INPAKTUYECKOTO 3aHATHS
MOTYT OBITh MCIIOJIB30BaHbI METOAMKH MHTEPAKTUBHBIX (popM 00ydeHus. OCHOBHOE OTIMYHUE
AKTUBHBIX U UHTCPAKTUBHBIX YIPAKHEHUH U 3aJaHUH B TOM, YTO OHU HAIPAaBJIEHBI HE TOJIBKO
U HE CTOJIBKO HA 3aKPEIUICHHUE YK€ U3YYEHHOI0 MaTepHalla, CKOJIbKO Ha U3y4EHHE HOBOIO.

Jlis BBINOJHEHMS 3aJaHMH CaMOCTOATENbHOW paboThl B NMUCBMEHHOM (opme 1o
TeMaM oOydarolecs, KpoMe PeKOMEHIyeMOM K U3yUSHHIO JTUTEPaTypPbl, SJE€KTPOHHBIX U3/~
HUM U HHTEPHET-PECYPCOB, JOJKHBI UCIOIB30BATh IyOJUKALMK 10 U3y4aeMOil TeMe B XKyp-
Hasax (3aJaHus JUIs CaMOCTOATENbHON paboThl cM. B Paznene 5. Ilepeuens yueOHO-MeTOIM -
4eCKOro 00ecreyeHus sl CaMOCTOSITENbHOM paboThl 00y4arOLIMXCS 110 TUCLUILIINHE).

[IpenycMOTpeHO TpOBEIACHHE WHIAMBUAYATbHONH pabOThl (KOHCYJbTaIMii) ¢ 00y-
YAIOIIUMHUCA B XOJ€ U3yUEHUS MaTepuasia JaHHON JUCLUIIIMHBIL.

Bri6op mMeTonoB oOyueHHs Ui MHBAIMJOB U JIMIl C OTPAaHUYEHHBIMH BO3MOXKHO-
CTSIMU 3/J0OPOBbS ONPENENSIETCS C yUeTOM 0COOEHHOCTEH BOCTIpUATHS UMHU yueOHON HH(pOpMa-
UM, COJIEPKaHMsI O0YUECHHUS, METOANYECKOTO U MaTepHabHO-TEXHHUECKOro obecneueHus. B
00pa30BaTEIbHOM IPOLIECCE MCIOJIB3YIOTCS COLMAIbHO-AKTUBHBIE U pe(IeKCUBHbBIE METO/IbI
00y4YeHHUs, TEXHOJOTHMH COLMOKYJIbTYPHOH peabWiIuTanuu C LENbI0 OKa3aHUS TOMOIIH B
YCTaHOBJIEHUH TOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOILEHUH ¢ JpyruMu 0OydarolUMuUCs, Co-
31aHUs KOM(OPTHOTO MICUXOJIOTUIECKOTO KJIMMaTa B CTYACHYECKOU TpyIIIe.

Taoauna 14
O1neHOYHBIC CPEACTBA MO TUCHUTIINHE C YY€TOM BHJA KOHTPOJIS

HaumeHoBaHue
Kparkas xapakrepucruka
OLEHOYHOI'0 Buasl KoHTpOJIA
OLIEHOYHOTI'0 CpPeICTBa

cpeacTBa
ATTecTarus B CpenctBo obecrniedeHrs] OOpaTHON CBsI3W B ydueOHOM | Texymmii (aTTecTarmsi)
paMKax TeKyIero | mpouecce, popMa OLEHKH KayecTBa OCBOCHUs oOpa-
KOHTPOJIS 30BaTeNbHBIX TIPOTPaMM, BEINIOJIHEHUS Y4EOHOTO

TaHa W Tpaduka y4deOHOTo mporecca B TEPUON
00y4YeHus CTYACHTOB.

[enosas urpa KonnexkTtuBHOE mpakTU4YecKkoe 3aHATHE, TM03BO- | Tekymmii (B pamkax
nasromiee  00y4aroIMMCsS  COBMECTHO — HAXOIMThH | MPAKTHYECKOTO 3aHATHUS
ONTUMAJIbHbIC BapUAHThl PELICHUH B HCKYCCTBEHHO | WJIM CEMHMHApa)
CO3/IaHHBIX YCJIOBHUAX, MAKCUMAJIEHO UMUTHPYIOIINX
peanbHyI0 OOCTAHOBKY (HampuMep, UMHUTALUs TIPH-
HSTHS PELICHUI PYKOBOISILMMH PaOOTHUKAMU HIIN
CHENMATNUCTaM B DPAa3IMYHBIX MPOU3BOJICTBEHHBIX
BONPOCAX,  OCYIIECTBISIEMBIX  NpPH  HAIHYUH
KOH(JIMKTHBIX CUTYallMi WM MHYOPMALMOHHON He-
omnpenenénnoctu). Ilo3BonsieT oOLEHMBAaTH yMEHHE
aHaNM3UpPOBaTh W pEUIaTh THUIMYHBIE MPOogeccho-
HaJIbHBIE 33J1a4H.
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HaumenoBanue

Kpartkas xapakrepucTuka

OLICHOYHOI'0 Buasl kKoHTpOJIA
OLICHOYHOI'0 CpecTBA
cpeacTBa
Joxknan CpencTBo OIEHKM HABBIKOB MYyOIHYHOTO BHICTyIDIeH Texkymuil (B pamkax

HUA 110 MPCACTABJICHUIO IIOJYYCHHBLIX PE3YyJILTATOB
pelieHnsl  OMpeNeNIeHHOH  y4eOHO-TIPaKTUYeCKOH,
y4e0HO-HCCIIEIOBATENFCKOM HITH HAYy9IHOUW TEMBI.

CaMOCTOSITENIbHOM pa-
0OTHI U ceMHHapa)

3adeT U dK3aMeH

®DOpMBI OTYETHOCTH OOYYAIOIIETOCs, ONpeIeIsIeMble
y4eOHBIM TUIAHOM. 3a4eThl ciayx)aT (popMoil mpoBep-
KM KayeCTBa BBHITIOJHEHUs O0yUYAIONIMMHUCS yIESOHBIX
paboT, ycBoeHHs y4eOHOro Marepuana IpaKTHde-
CKUX ¥ CEMHHAPCKUX 3aHATHHA. DK3aMEH CITY)KHUT JJIs
OIICHKH pPabOTHI OOY4YAOIMIErocs B TEYCHHE CpOKa
o0ydeHusi MO AWCHUIUIHHE (MOXIYII0) W TIPU3BaH
BBISIBUTH YPOBEHb, MPOYHOCTh U CHUCTEMATHYHOCTH
MOJyYEHHBIX MM TEOPETHUYECKUX M IMPAKTHUECKUX
3HAaHUH, TPUOOPETeHUsT BIAJICHUS HABBIKAMH CaMO-
CTOSITENILHON PabOThI, PA3BUTHSI TBOPYECKOTO MBIIII-
JICHWSI, YMEHHE CUHTE3UPOBATh MOJYUYCHHBIC 3HAHUS
Y IPUMEHSTh UX B PEIICHUU MPAKTUYCCKUX 3a/1a4.

IIpoMexxyTOUHBIN

Keiic-3amaua

[MpobneMHoe 3amaHue, B KOTOPOM, OOydYaroIeMycs
[IPeIarar0T OCMBICIIHTh PEANbHYIO MPOQPECCHOHAIE-
HO OpPUEHTHPOBAHHYIO CHUTYaI[UI0, HEOOXOIUMYIO
JUISL PEIIeHUs NaHHOW MpOOJEeMBI B COOTBETCTBY-
folIel 001aCTH.

Texymuuii (B paMkax
HPAKTUIECKOTO 3aHATUS
WIIH caM. paboThI)

[IpakTuyeckast pa-
0oTa

OIeHOYHOE CPENICTBO IS 3aKPEIUICHUS TEOopeTHde-
CKMX 3HAaHUUA M OTpPabOTKU BIAJCHUSI HABBHIKAMH U
YMEHHIA, CIMOCOOHOCTH TPUMEHSTH 3HAHHUS IPU
peIIeHIH KOHKPETHBIX 3a/1ad.

Texymuit (B pamkax
NPaKTHYECKOTO 3aHsITHUS,
cam. paboTbI)

CemuHap

OmuH W3 OCHOBHBIX METOJIOB OOCYKICHUS YIEOHOTO
MaTepuana M WHCTPYMEHT OIICHKH CTEICHU ero
ycBoeHus. CeMHHaphl TPOBOMATCS IO Hawmbolee
CIOXHBIM BoOmIpocaM (TeMaM, pasaenaMm) YdeOHOH
MPOrpaMMBbI ¢ II€JIbI0 YIITyOJICHHOTO M3YYEHHUS JTUC-
[UIUIMHBL, TIPUBUTHUS O0YYAIOIIUMCS BIaJICHUS HAaBbI-
KaMd  CaMOCTOATEIBHOTO TIOMCKAa MW  aHaim3a
uHpopMmalu, GOPMUPOBAHHUS U PA3BUTHS HAYUYHOTO
MBIIIUICHHUS, YMEHHUS aKTUBHO y4acTBOBATh B TBOpYE-
CKOIl JIMCKYCCHH, JIeNaTh BEIBOJIBI, ApTyMEHTHPOBAHO
W3JIaraTh ¥ OTCTanBaTh CBOE MHEHHE.

Texkymmii

TBopueckoe 3a1a-
HUe

YueOHbBIC 3a1aHUs, TPEOYIOMNE OT 00YJIAIOIIIXCS HE
MPOCTOT'0 BOCITPOU3BOACTBAa HH(POPMAIIUH, & TBOPYEC-
CTBa, MOCKOJBKY COACPKAT OOJBIIHA UM MEHBIIHN
JJIEMEHT HEW3BECTHOCTH W HMEIOT, KaK IPaBHJIO,
HECKOJIbKO TIOJIXOJOB B PEIICHUH IOCTaBJIEHHOW B
3a/laHuK MPoOIeMbl. MOXKET BBITONHATHCS B MHIIU-
BUJIYAJTHOM TMOPSIIKE WM TPYIIOI 00yJaromuxcsl.

Texymuuii (B paMkax
CaMOCTOATEIILHOM pa-
00TBI, CEMHHApPa MU
MIPAKTUICCKOTO 3AHATHS)

Tect

Cucrema cTaHAapTHU3UPOBAHHBIX 3a/JaHUM, IT03BO-
JISAIONIAsi aBTOMATU3UPOBATh MPOLEAYPY H3MEpPEHUs
YPOBHS 3HAHUH ¥ YMEHHUH 00y4aromerocs.

Texymuii (B paMkax
BXOJIHOM TUArHOCTUKH,
KOHTPOJIA 110 JIIOOOMY U3
BHJIOB 3aHATHH),
ITPOMEKYTOUYHBIN
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http://ru.wikipedia.org/wiki/%D0%A2%D0%B2%D0%BE%D1%80%D1%87%D0%B5%D1%81%D1%82%D0%B2%D0%BE
http://ru.wikipedia.org/wiki/%D0%A2%D0%B2%D0%BE%D1%80%D1%87%D0%B5%D1%81%D1%82%D0%B2%D0%BE

9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHU S, HEOBXOJIUMOTI'O ISl
OCYHIECTBJIEHUS OBPA3OBATEJIBHOI'O ITPOLIECCA 110 JUCIUAIIJIMHE

Y4eOHbIe ayTuTOPUH U MPOBEACHUS YYCOHBIX 3aHATHH MO JUCHUIUIMHE OCHAIICHBI
obopynoBanueM (yueOHass MeOelb) U TEXHHUYECKUMU CPEJICTBAMH 00y4YeHUs (KOMITBIOTEpHAS
TEeXHHUKA, MyJIbTUMEUITHOE 000pyI0BaHKE, IPOBOIHON HHTEPHET).

B nexuusix nmo remam 5, 12 ucnons3yercs npaktudeckuiit ontel UI'MK, nemoHcTpupy-
IOTCS COOTBETCTBYIONINE JOKYMEHTBI. 3a/IaHUs 10 CaMOCTOsATeNbHON padoTe Ne 5.1, 12.1 BbI-
MOJIHAIOTCA B (pOpME MPAaKTUYECKOM MOJArOTOBKM Ha 0a3e JIOKyMEHTOB CTPYKTYPHBIX IOM-
pa3elieHnii THCTUTYTA: IeKaHata, Kadeaphl, y4e0HO-METOINYECKOTO YIIPABICHUS

[TomereHust Al caMOCTOSITENIbHOM pabOThl 0OYYarOIIUXCS OCHAIICHBI KOMIBIOTEPHOMN
TEXHUKOW ¢ BO3MOXKHOCTBIO TOJKIFOUeHUS K cetu «HTepHeT» M 00eCnedeHbl JOCTYIOM B
AIIEKTPOHHYIO HH(OPMALIMOHHO-00Pa30BaTENbHYIO CPEy HHCTUTYTA.

— JIMIEH3MOHHOE W CBOOOJHO pacHpoCTpaHsIeMOe MpOTpaMMHOE OOecIeUeHHE:
Microsoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer
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JIner nu3meHeHuii B pabo4uyro NporpaMmy M CHHUILTHHbI

B pa6oqyfo nporpamMmmy OTUCHUINIMHBI BHECCHBI CICAYIOMINC U3MCHCHUA U OOIIOJIHC-

HUS:
PexBu3uTHI
YueOublid NMPOTOKO0JIA Homep pa3neaa, Conep:xxanue U3MeHEHUH U I0IOJIHe-
rox YueHoro cose- nojapasaeJia HUH
Ta
2022/23 npotokon Ne 8 be3 uzmenenuit
ot 30.06.2022

2023/24 npotokoa Ne 8
ot 29.05.2023

2024/25 npotokon  Ne be3 uzmenenuii
Ilot
27.05.2024
2025/26 npotokos Ne 8 | P.6 m.p. 6.3.4.1 JlopaGoTaHbl IUIaHBl CEMHHAPCKUX 3a-
ot 26.05.2025 HSATUN
2026/27 npotokosn  Ne | P.8,9 JopaGoTtaHsbl
10 oT
25.05.2026
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YyebOHoe u3anue

ABTOp-COCTaBUTEIb
Haranes Cepreesna ManTypoBa

OPI'AHM3AIIUA U TEXHOJIOI'UA
JAOKYMEHTALIMOHHOI'O OBECIIEYEHUA
YIIPABJIEHUSA

nporpaMmma 0akajgaBpuara
«/lokymeHTalIHOHHOE O00ecnieyeHre YIpaBJIeHUs»
C NIpUMEeHeHHeM MCKJIIOYUTENbHO INCTAHIMOHHBIX
o0pa3oBaTeJbHbIX TEXHOJIOTUH
0 HANIPABJICHUIO NTOATOTOBKH
46.03.02 /lTokyMeHTOBe/leHIE U aPXHBOBECHHUE

KBajMpukauusa: 0akajiasp

IlewaTaercss B aBTOPCKOM pelakuu

[lodnucaHo k neuamu
@opmam 60x84/16 O6wsem n. ..
3akas Tupasxc 100 3k3.

YensOuHCKUM TOCYAapCTBEHHBIA HHCTUTYT KYJIBTYPBI
454091, Yensbunck, yn. OpmxoHukuaze, 36a
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Otneuarano B Tunorpapuu YI'MK. Puszorpad
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