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[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

PaGouas mporpamma aucuuIuinHbl kKak coctaBHas 4acth OIIOIT Ha 3acenanuu coBeTa
(dakynpTeTa JOKYMEHTAIBHBIX KOMMYHHKAITUH M TyprU3Ma PEKOMEHJI0BaHA K PAaCCMOTPECHHIO
AKCIEPTHOM KoMuccuen, mpotokoa Ne 7 ot 17.04.2023

Oxcneptu3za mposeaeHa 15.05.2023, akt Ne 2023/J10Y

PaGouas mporpamma aucuuiuinHbl Kak coctaBHas 4actb OIIOII yTBepxkaena Ha 3ace-
JTaHUW YYEHOTO COBeTa MHCTUTYTa ITpoToKoa 15.05.2023, akt No 2023/J10V.

Cpoxk aeiicTBus pabodeil mporpamMmbl JUCIUILTAHBI IPOJUICH HA 3aceJaHUH Y YEHOTO
COBETA MHCTUTYTA!

Y4eOHbIi rog Ne mpoTokosa, 1aTa yTBEep:KIeHHS
2024/25 [Iporokos Ne 11 ot 27.05.2024
2025/26 ITporokoi Ne 8 ot 26.05.2025
2026/27 IIporokon Ne 10 ot 25.05.2026
2027/28
0-64 OpraHuszanyss ¥ TEXHOJIOTMs JOKYMEHTAlMOHHOTO OOECIeYEeHMs YIIPaBICHHs

pabouasi mporpaMMa JUCLMIUIMHBI : Mporpamma OakanaBpuara «JlokyMeHTalmoHHOE
o0ecrieyeHne yIpaBJIeHUs» 10 HanpasieH!uto noarotoBku 46.03.02 JlokymeHToBee-
HUE U apXUBOBeJIeHUE, KBaMuKaiys : Oakanasp / aBr.-cocT. Mantyposa H.C.; Uens-
OUHCKUIA rOCYIapCTBEHHBI MHCTUTYT KyJbTypbl. — Yensounck, 2023. — 47 ¢. — (PI'OC
BO Bepcust 3++). — TekcT : HemoCpeACTBECHHBIMN.

Pabouast mporpaMMa IMCIMIUIMHEI BKIIIOYAET: MepeueHb INIAHUPYEMbIX PE3y/IBTaToB 00yye-
HUSL 110 TUCLMIUIMHE, COOTHECEHHBIX C IUIAHUPYEMBIMH PE3yJIBTaTaMU OCBOCHHUSI 00pa30BaTelib-
HOH MporpaMMBbl; YKa3aHHe MecTa JUCHUIUTHHBI B cTpykType OIIOIT; 00beM qUCHUTIIIMHEL B 3a-
YETHBIX SJIMHUIIAX C yKa3aHHEM KOIMYECTBA aKaJeMHYECKHMX 4YacOB, BBIICIICHHBIX HA KOHTAKT-
Hyl0 paboTy oOydJaronmxcsi ¢ mperioiaBareneM (10 BUIaM YYeOHBIX 3aHSATHII) U Ha CaMOCTOsI-
TENIBHYI0 paboTy OOyYarOIMXCsl; COICpYKaHUe MMCLHIUIMHBL, CTPYKTYPUPOBAHHOE IO TEeMaM
(pazzaenam), ¢ yKkazaHUEM OTBEJICHHOIO HA HUX KOJIMYECTBA aKaJIEMHYCCKUX YaCOB M BHJIOB yueO-
HBIX 3aHSTHIH; IepedeHb y4eOHO-METOMMYSCKOTO OOCCIICUCHHUS JUIS CaMOCTOSITENIBHONW PaboThI
00yHYaroIIMXCs O AUCHIHILTUHE; (DOH/T OLICHOUHBIX CPENICTB [UIS MPOBE/ICHHS TEKYILIETO KOHTPOIIS
1 IPOMEIKYTOYHOM aTTeCTAlUK 00YJaIOIIUXCs 110 AUCLIHUITIMHE; IepeYeHb OCHOBHOW M JIOTIONTHM -
TEJIBHON Y4eOHOM JIMTepaTypbl, HEOOXOIMMMOM JUIS OCBOCHHS AMCLHUILINHBL, IEPeUeHb PECYPCOB
MH(OPMAIMOHHO-TEICKOMMYHHKAILIMOHHOH ceTH VIHTepHET, HEOOXOMMMBIX Il OCBOCHHUS JIHC-
LUTUIMHBI; METOAUYCCKUE YKa3aHUA I 06y11a101111/rxc;1 10 OCBOCHHMIO JUCHUILIWHBI; IIEPCYCHb
MH(POPMAIMOHHBIX TEXHOJIOTHH, HCIIONB3yeMbIX TPH OCYILECTBICHUH 00pa30BaTelbHOro
Tporecca 1o AUCUHILINHE, BKIIIOYas IepeYeHb MPOrPaMMHOTO 0OECTICUCHHMST; OMMHCAHNE MaTepH -
ATFHO-TEXHIMYECKON 0a3bl, HEOOXOMMMOM IUIST OCYIIECTBICHHS 00pa30BaTeILHOIO Iporiecca 1Mo
JUCLMILIAHE.

© YensOMHCKUI rocyJapCTBEHHBIH
UHCTUTYT KyJIbTypbl, 2023
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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
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. Bcero uacos
Buj yuedHoii padoTnl
Ounas ¢popma | 3aounas ¢popma
OO61mmas Tpy10eMKOCTh AUCIUILIMHEI 110 YIeOHOMY TUIaHyY 396 396
— KonrakTtHas pabota (Bcero) 236,5 100
B TOM YHCIIE:
JICKLUU 84 20
6 M. 4. 8 hopme npaKkmu4eckol n0020MosKuU 10
CEMUHAPHI 60 18
MIPAKTUYECKHUE 3aHIATUS 90 18
KOHCYJIBTALIUS 8 PAMKAX NPOMENCYMOUHOU ammecma- 2 2
yuu (KoncllA)
nHas koHTakTHas pabota (UKP) 6 paumxax npomesrcy- 0,5 4
MOYHOU ammecmayuy
KOHCYJIbTalluH (KOHC.) 5% ot 14
KOHTpPOJIb camocTosiTenbHoi padboTsl (KCP) JIEKIMOHHBIX 4ac. 6
— CamocrosTeNbHas padoTa o0yJarommxcs (BCero) 132,8 305
6 M. 4. 8 hopme npaxkmu4eckol n0O20MosKU 10
— [IpomexyTouHast aTTecTanusl 00y4aroerocss — 3ayer, 26,7 9
9K3aMEH: KOHTPOJIb

4. COAEPXKAHUE JUCHUNJIWHBI, CTPYKTYPUPOBAHHOE MO TEMAM
(PA3JEJIAM) C YKA3AHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJIEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHI

4.1. CTpyKTypa npenojaaBaHus JUCUMILIIHHbI

Taodaunma 3
Ounas ¢popma 00yuenus
. Buasbi yueoHoii padoThl, ®opma
55 BK.J'[I(6)'{aﬂ CgMOCTOﬂTeJILHyIO NPOMEKYTON-
EZS PaboTy 00YIAIOIHMXCIL, U HOIi aTTeCTANMA
HaumenoBaHue pa3aesioB, TeM E 3 = TPYA0EMKOCTS (B akajeMm. (mo cemecTpam)
S5 qac.)
C =3 BT.4.C
= A KonTakTHas padoTa .
g~ KOHTAKTHOH pa-
NpaKT c/p .
JIeK. ceM. 0oToii
1 2 3 4 5 6 7
Paznen 1. I'ene3uc u 3Bosoums aejonpousBojacTtsa B Poccun
Tema 1. Bo3HUKHOBEHUE U pa3BUTHE 24 8 4 - 12
JIETIONPOM3BOICTBA B YUPEKICHHSIX
Poccuu 1o Hauana XX Beka
Tema 2. CtaHOBIIEHUE U Pa3BUTHE Jie- 24 8 4 - 12
JIONPOU3BOJICTBA B COBETCKHIA IEPHOJT
(1917-1991 rr.)
Tema 3. PasButue AenonpoU3BOJ- 24 8 4 - 12
CTBEHHOM mnpakTuku B Poccuiickoit
®Deneparuu (1990-2000-¢ rr.)
HUroro B 3 cem. 72 24 12 0 36

Pasgen 2. HopmaTnBHasi periiaMeHTANUS JOKYMEHTAIIHOHHBIX 1T

oneccoB B Poccniickoii Denepannu

Tema 4. HopmaTtuBHO-TIpaBoBas 6aza
B chepe uHPOpMAIUK, IOKYMEHTa-
I[MH, KOMMYHHKAIIHH

22

6

4

- 12




Tema 5. HopmaTuBHbIE U MeETOAMYE- 22 6 2 - 14
CKHE JIOKYMEHTHI 110 JEJIONPOU3BOI-
CTBY
Pazgen 3. Oprann3zanuoHHas cpeia JOKYMEHTAIMOHHBIX NIPOLECCOB B YIIPABJICHNU OpraHu3anueii
Tema 6. JlokymMeHTaMOHHOE oOecIe- 32 4 2 12 14
YCHUC YIIPaABJICHUA: OpraHU3alluOH-
HBIC aCTIEKTHI
Tema 7. JlokalibHas perjaMeHTaIus 318 4 2 12 13,8
JIOKYMEHTAIIHOHHBIX ITPOLIECCOB
Bauet 4 CEMECTP 0,2 3aver MUKP — 0,2 gac.
HUroro B 4 cem. 108 20 10 24 53,8 0,2
Pa3nen 4. TexHOT0TMM JOKYMEHTAIIMOHHOT O 00ecrieYyeHHs1 YIpaBJIeHHs
Tema 8. TexHomorus oOpabOTKH H 22 6 4 8 4
JIBIDKCHUS IOKYMEHTOB
Tema 9. Perucrpanus 10KyMEHTOB 18 4 0 8 6
Tema 10. KoHTponp wucHONHEHUS 20 4 6 6 4
JIOKYMEHTOB M TIOPyUYeHHUH
Tema 11. MapopManmoHHO-CIIPaBOY- 24 4 6 8 6
Hast paboTa Mo JOKyMEHTaM OpraHH-
3aIu
Paznes 5. CucremaTuzanus u odecrniedeHre COXPAHHOCTH 10KYMEHTOB
Tema 12. HoMmeHknaTypa aen opraiu- 20 4 6 6 4
3aIiH
Tema 13. dopmupoBanue e 22 4 4 8 6
Tema 14. Opranuszanus onepaTHUBHO- 20 4 4 8 4
IO XpaHeHUsl e
Pa3nes 6. JkcnepTH3a HEHHOCTH IOKYMEHTOB B /1€J10NPOU3BOICTBE
Tema 15. DkcmepTu3bl IEHHOCTH 24 6 4 8 6
JIOKYMEHTOB
Tema 16. IloaroroBka aen k nepeaa- 17 4 4 6 3
4e B apXUB OpraHU3alu
Ox3aMeH 5 cemecTp 29 DK3aMeH
KOHTpOJIb — 26,7
4.
KOHCITA — 2 gac.
MKP - 0,3 ygac.
HUmoezo 8 5 cem. 216 40 38 66 43 29
Bcero mo gucuunjimHe 396 84 60 90 132,8 29,2
3aounas popma 00yueHust
2 Buawbi yueoHoii padoTsl, dopma
- § BKJIIOYasi CAMOCTOSITEIbHYI0 padoTy IIPOMeDKyTOll-
HamMeHoBaHHe Pa3enos, g ; o0yuaromuxcs, 1 HOW aTTecTalMu
Tem 2 2 TPYA0EMKOCTH (B aKajeM. 4yac.) (mo cemecTpam)
o X KonTakTHasi pa6ora BT.4.C
= oK cem npakt KOHC, | c¢/p KOHTAKTHOH
) ) " | Kcp paboroii
1 2 3 4 5 6 7 8
Pasnean 1. 'ene3uc u 3BoJionus aesionpou3Boacrsa B Poccun
Tema 1. Bo3HukHOBeHUE U 22 2 2 - 18
pa3BHUTHE AEIONPOU3BO/ICTBA B
yupexnaenusax Poccuu no
Hauvana XX BeKka
Tema 2. CraHoBieHHE W pa3- 22 2 2 - 18
BUTHE JICJIONIPOM3BOACTBA B
coBerckuii meprox (1917-1991
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IT.)

Tema 3. Pa3BuTHe nemomnpowns-
BOJICTBEHHOM NpakTUKHU B Poc-
cuiickoit  Penepanmu  (1990-
2000-¢ rT.)

22

20

Koncynbranmu
KonTpoms  camocTosTeNb-
HO# pabOTHI

2

Umoeo 6 3 cem.

72

6

4

0

6

56

Pazgen 2. HopmaTnBHasi perjiaMeHTANUs JOKYMEHTAIIMOHHBIX TP

OLCCCOB

B Poccuiickoii ®egepanun

Tema 4. HopmatuBHO-mpaBo-
Basg Oasa B cdepe uHpopMa-
UM, JAOKYMEHTAIUH, KOMMY-
HHUKALUH

20

2

2

16

Tema 5. HopmaTuBHBIE U Me-
TOAUYECKHE JOKYMEHTBl IO
JIJIONPOU3BOACTBY

24

20

Pazgen 3. OpranusaimoHHas cpeia J0KYMEHTAIHOHHBIX NMPoLec

COB B yII

ABJICHHUH 0prann3auneifl

Tema 6. JlokymeHTalmoOHHOE
obecrieuenne YIpaBICHUS:
OpraHU3alHOHHBIC ACTICKTHI

26

2

4

20

Tema 7. JlokanpHast periameH-
Tanus JIOKYMEHTAI[IOHHBIX
POLIECCOB

28

22

Koncynpranuu
Kontpons  camocrosTens-
HO# pabOTHI

N A~

3auet 4 cemecTp

3adeT KOHTPOIb—
24
HKP — 2 4ac.

HUmoeco 6 4 cem.

108

6

6

8

6

78

4

Pa3gen 4. TexHO10rMH JOKYMEHTAIIMOHHOTO 00ecrieYyeHHs] YIIPaBJIeHHS

Tema §. TexHomnoruss obpa- 22 2 - - 20
OOTKM W IBI)KEHHS JOKYyMEH-

TOB

Tema 9. Pernctpanus 22 2 - 2 18
JIOKYMEHTOB

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

Tema 11. WudopmannonHO- 22 - 2 2 18

cIpaBOYHAs pabota 1o
JOKYMEHTaM OpraHu3aluH

Pa3gen S. Cucremaruszanus U odecniedeHrue COXPAHHOCTH IOKYMEHT
Tema 12. Homenxmatypa nein 22 2 - 2 18
OpraHH3aU
Tema 13. ®opmupoBanue e 22 - 2 - 20
Tema 14. Opranusanus omnepa- 20 - - 2 18

TUBHOI'O XpaHCHUSA JICTT

Pa3nea 6. IxcnepTus

a4 HCHHOCTH JOKYMEHTOB B /ICJIOIMPOU3BOACTB

Tema 15. DkcriepTH3bl IIEHHO-
CTH JIOKYMEHTOB

24

2

2

20

Tema 16. IloaroroBka Ien K
nepenade B apXuB OpraHu3a-
LU

21

2

19

Koncynpranuu
Kontpons  camocrosrens-
HO# pabOTHI

(o)}
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Dx3ameH 5 cemecTp 11 Ox3aMeH
KOHTPOJIb — 7 4.

Komnc. ITA — 2 gac.

HKP — 2 yac.
Hmoezo 6 5 cem. 216 8 8 10 8 171 11
Bcero mo pucuunimnne 396 20 18 18 20 305 15
Taoauna 4

4.1.1. Mampuuya komnemeHnyuil

HaumMmeHnoBanue
pasnesioB, TeM

OIIK-2
MK-2
K-5
IK-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

Tewma 2. CTaHOBJICHHE W Pa3BUTHE NIEJIONMPOU3BOJICTBA B COBETCKUi mepuox (1917-1991 | + |+ |+ | +
IT.)

Tema 3. Pa3zBuTHe nenonpon3BoACTBeHHON mpakTuku B Poccuiickoit @enepanum (1990- | + + + +
2000-¢ rT.)

Pa3nen 2. HopmaTnBHasi perjiaMeHTALUS IOKYMEHTAIMOHHBIX NponeccoB B Poccniickoii @enepanuu

Tema 4. HopmaruBHo-nipaBoBas 6a3a B cepe nHpopManyu, 1OKyMeHTalul, KOMMyHu- | + |+ | + | +
Kaluu

Tewma 5. HopmaTuBHBIE U METOAMYECKHE JOKYMEHTHI 110 1€J0NPOU3BOJICTBY + + + +
Paznen 3. Opranu3zaumonHas cpeia 10KYMEHTAIIMOHHBIX MPOLECCOB B YNIPaBJIeHUHN Opranu3anueii
Tema 6. JlokymMeHTanmOHHOE 0OECTICUeHHE YIIPABICHHS: OPraHU3aIOHHBIE aCTIEKTHI + |+ |+ |+
Tema 7. JlokanbHasi perJaMeHTANNs JOKYMEHTAIIHOHHBIX TPOIIECCOB + |+ |+ |+
3auer 4 cemectp + |+ |+ |+
Pazgen 4. TexHo10rHM JOKYMEHTALIMOHHOTO o0ecnieYeHUs] YIIPaBJIeHUS
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. DxcnepTu3a 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.

14



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.
Cocrasiienue u oopmiieHue 3aBepuTenbHON Hagnmucu. Hymepamus muctoB nena. [lonstue
«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. O0mue no10KeHUs

CamocrodrenbHas paboTa 00ydaroUIMXCsl — OCOOBIN BUJ MO3HABATEIbHON JesTeNb-
HOCTH, B IIpOIecce KOTOPOU MPOUCXOAUT (HOPMUPOBAHHE ONTHMAIBHOTO Il JAHHOTO WH/IU-
BUJA CTHJIA MOJy4eHUsi, 00pabOTKH U YCBOEGHHUs y4eOHOW MH(POpPMALMU Ha OCHOBE MHTErpa-
IIUH €r0 CyObEKTUBHOTO OIBITA C KYJIBTYPHBIMH 00pa3IaMu.

CamocrosrenbHas paboTa MOXKET ObITh ayJUTOPHOM U BHEAYAUTOPHOM.

AyIuTOpHAs cCaMOCTOSITEIbHAS pab0Ta OCYIIECTBIISICTCS HA JIEKLIUAX, PAKTHUIECKUX
U CEeMHMHApCKUX 3aHATUAX M JAp. BHeayauropHas camocTtosTenbHas padoTa MOXET OCy-
IIECTBIATHCS:

— B KOHTaKTe C IperojaBaTeieM: Ha KOHCYJIbTalUAX 110 Y4eOHbIM BOIIPOCaM, B XO/1€
TBOPYECKHUX KOHTAKTOB, MTPH JMKBUAALUH 33/10JDKCHHOCTEH, IIPU BHIITOJTHEHUN WHAWBUIY b -
HBIX 3aJlaHUH U T. 11.;

— 0e3 KOHTaKTa ¢ IpenojaBaTeieM: B ayJJUTOPUH JUISl WHAWBUIYAIbHBIX 3aHITHUH, B
Ooubsmoreke, oMa, B OOLIEKUTUM U JIPYT'HX MECTax IpHU BbINOJIHEHUH Y4eOHBIX U TBOpUE-
CKHX 3aJlaHUN.

BueaynutopHas camocrosiTenbHas paboTa, MPEeXJEe BCEro, BKIKOYAET MOBTOPEHUE
MaTepHala, U3y4eHHOIO B XO/I€ ayJUTOPHBIX 3aHATUN; paOOTy ¢ OCHOBHOM W JIOTIOJIHUTEIb-
HOW JIUTEpaTypol M MHTEPHET-UCTOYHMKAMHU; HMOJATOTOBKY K CEMHUHAPCKHUM, MPAKTHUYECKUM
3aHSATHUM; BBITIOJTHEHHUE 33/1aHUH, BBIHECEHHBIX MTPETI0IaBaTeNIeM Ha CAMOCTOSATEIBHOE U3yde-
HHE; HayYHO-MCCIIEeI0BATEIbCKYIO0 U TBOPUECKYIO paboTy 00ydarouierocs.

Lenbro caMOCTOATENBHOM PabOTHl 00yUaIOIMIEToCs SBISAETCS:

— (opmupoBaHue MPUBEP)KEHHOCTH K Oymymieit npodeccuu;

— CHCTeMaTHh3alusl, 3aKpeIuieHue, yriyOJeHne U paciiupeHue MoTydYeHHBIX 3HAHUHA
YMEHUH, BJIaJICHUI;

— (QopmupoBaHUE YMEHHIA UCTIOIB30BATh PA3TUYHBIC BUIBI U3AaHUH (O(QUIHATIBHEIE,
Hay4HbI€, CIIPaBOYHbIE, MH()OPMAIIMOHHBIE H JP.);

— pa3BUTHE MO3HABATENBHBIX CIIOCOOHOCTEN U aKTUBHOCTH OoOyuaromierocs (TBopue-
CKOM MHMLIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH M OPIraHU30BaHHOCTH);

— (GopMupOoBaHUE CAMOCTOSTEILHOCTH MBIIIJIEHHS, CIOCOOHOCTEH K caMOpa3BUTHIO,
CaMOCOBEPIICHCTBOBAHHIO, CAMOPEATH3AIIHH;

— pa3BUTHE HCCIIEAOBATEILCKOTO U TBOPUECKOTO MBIILICHHS.

CamocrodrenbHast paboTa sBIseTCA 0043aTEIbHON IS KaXI0ro 00y4aromerocs, u
ee 00beM M0 KaXKJOU JUCLHUIUIMHE ONpesieNseTcsl yueOHbIM IJIaHOM. MeToiuKa ee opraHusa-
IIUH 3aBHCUT OT CTPYKTYPBI, XapakTepa U OCOOCHHOCTEH M3ydaeMOi MUCHUIUIMHBI, UHIUBU -
JyaJbHbIX Ka4eCTB M YCIOBUM yueOHOM JesITeIbHOCTH.

st 5 dEeKTUBHOM OpraHU3alUuK CaMOCTOSITEIbHON paboThl 00yYarOIIUIACs TOJHKEH:

3HaAMb:

— cucrteMy (OpM U METOZIOB OOYYEHHS B BY3€;
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— OCHOBBI HAy4YHOHN OpPraHU3alMH TPYa;

— METOJMKHA CAMOCTOSTEIILHON pabOThI;

— KpPUTEPUH OLICHKH KAaueCTBAa BBIIOJIHIAEMON CaMOCTOSATENILHOM padoThI;

ymemy:

— MPOBOJUTH TIOUCK B Pa3IMYHBIX MOMCKOBBIX CUCTEMAX;

— HCTOJb30BaTh PA3TUYHbIC BUIbI H3IaHUN;

— TPUMEHSTh METOJIUKHA CaMOCTOSTEIbHON pabdOTBI C YYeTOM OCOOEHHOCTEMH
U3y4aeMO JUCIUTUTNHBL

8naoemsy:

— HaBBIKaMU IJIAHUPOBAHUS CAMOCTOSTENTbHON paOOThI;

— HaBbIKaMH COOTHCCCHUSA IIAaHUPYEMBIX ueneﬁ H MOJIYYCHHBIX PE3YJILTAaTOB B XOA€
CaMOCTOSTENIbHON PabOThI;

— HaBbIKaMH IIPOCKTUPOBAHHA W MOACIIHMPOBAHUA PA3HBIX BHUJIOB W KOMIIOHCHTOB
npodeCcCUOHATBLHOM 1eATEIbHOCTH.

Meroanka CcaMOCTOSITEIBHOW pabOThl TPEABAPUTEIBLHO PA3bSICHACTCS Mpernoja-
BaTeJIeM U B IOCJEIYIOIEM MOXET YTOUHATHCS C YUYe€TOM HMHAMBHUIYaJIbHBIX OCOOCHHOCTEH
oOyuaromuxcs. BpeMs u MecTo camMocTOsTeNbHON paboThl BHIOMPAIOTCS 00yYarOIUMUCS IO
CBOEMY YCMOTPEHHIO, HO C YYETOM PEKOMEHIAlNI penoaBaTessl.

CamocrosiTennbHyl0 paboOTy HaJ AUCHMIUIMHOW CJEAyeT HadyuHATh C HW3Y4YeHUS
paboueil mporpamMMmbl JTUCHUIUIMHBL, KOTOpPasi COAEPKUT OCHOBHBbIE TPeOOBaHMS K 3HAHHUSAM,
YMCHUAM W BJIAJACHUAM 06yqaeMLIX. O0s13aTENBHO CJICAyCeT IIOMHUTH PEKOMCHIAALUH
IpernoiaBaTess, JaHHbIe B X0/I¢ YCTAHOBOYHOI'O 3aHATHS, a 3aTeM — IPUCTYIIATh K U3YUYEHUIO
OTIENbHBIX pa3JeioB M TEM B TNOpAAKE, MPEAYyCMOTPEHHOM pabodeil mporpaMMoil
JUCIUTIAHBI.

5.2. Y4eOHO-MeTOqUYECKOE 00ecIIedeHHe CAMOCTOATEILHOH padoThI

Tabauna S
5.2.1. Cooepircanue camocmoamenvHou padomot
HaumeHnoBaHue Conep:xanue Dopma
pa3aesioB, TEMbI CaMOCTOSTEIbHOM padoThI KOHTPOJIsI
Pasnea 1. 'ene3uc u 3BoJonms aesonpou3Boacrsa B Poccun
Tema 1. Bo3HUKHOBEHHUE U pa3BUTHE JIET0- CamocrositensHas pabora Ne | Yyactue B cemu-
MPOMU3BOJICTBA B yupexaeHusx Poccuu 1o L. Hape

Hayaja XX Beka

Tema 2. CraHoBllcHHE U Ppa3BUTUC NOCII0- CaMocrosTeapHas pa60Ta Ne | VuacTue B ceMu-

MPOU3BOACTBA B COBETCKHM mepuoy (1917- | 2 Hape

1991 rr.)

Tema 3. Pa3zButue nenomnpousBonactBeHHol | CamocTositenbHas padora Ne | Yyacrtue B ceMu-
npakTuki B PO (1990-2000-¢ rr.) 3 Hape

Pazpnen 2. HopmaTuBHas perjiaMeHTanusi JOKyMEHTAIIMOHHBIX IIPOLECCOB B
Poccuiickoii @enepaunu

Tema 4. HopmaTtuBHO-1ipaBoBast 6a3a B cepe | CamocrositenbHas padora Ne | Yyactue B ceMu-

nH(OpMAIMH, TOKYMEHTALMH, KOMMYHUKauuu | 4 Hape
Tema 5. HopmartmBHble m wmetommdeckue | CamocrositensHas pabora Ne | Yyactue B cemu-
JIOKYMEHTBHI 110 1E€JONPOU3BOACTBY 5,5.1 Hape
Pa3nen 3. Oprann3anuoHHas cpeia J0KyMeHTAIMOHHBIX MPOIECCOB B YNIPABJIeHUH
opraHusanueit
Tema 6. JlokymeHnrammonHoe obecreuenne | CamocrositensHas pabota No | Yyactue B ceMu-
YIpaBJICHHS: OPTraHU3AIMOHHBIE ACTIEKTHI 6 Hape
Tema 7. JloxampHast  permamenrtauus | CamocrositensHas pabota No | Yyactue B ceMu-
JIOKYMEHTAIIMOHHBIX NTPOLIECCOB 7 Hape

Pa3znen 4. TexHOJ0TMH JOKYMEHTAMOHHOTO 00ecnieYeHUusl ynpaBJeHUsl
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Tema 8. TexHomnorust 00pabOTKH U ABHKCHUS
JIOKYMEHTOB

CamocrosTensHas pabota Ne
8

Yuactue B cemu-
Hape

Tema 9. Peructpauus 10KyMeHTOB

CamocrosTensHas padoTta Ne
9

Beim. mpakr. pad.

Tema 10. KoHTpons HCIOTHEHUS AOKyMEH-
TOB U IOPYYCHUM

CamocrosTensHas pabota Ne
10

Yuactue B cemu-
Hape

Tema 11. MapopmannoHHO-CTIpaBOYHAs pa-
00Ta 1Mo IOKyMEHTaM OpraHU3aIiH

CamocrosTensHas padoTta Ne
11

VYyacTtHe B ceMu-
Hape

Pa3gen 5. CucremaTusanus u odecriedeHHe COXPAHHOCTH JOKYMEHTOB

Tema 12. HomeHknaTypa aen opranu3anuu

CamocTtosTenbHas padoTta Ne

Yuactue B cemu-

12,12.1 Hape
Tema 13. ®opmupoBanue et CamocrosTenbHas padora Ne | Ygactue B ceMu-
13 Hape

Tema 14. Opranuzanus OnepaTUBHOTO Xpa-
HEHHS AT

CamocTtosTensHas padota Ne
14

YuacTue B ceMu-
Hape

Pa3zgen 6. JkcnepTu3a HEHHOCTH JOKYMEHTOB B J1€JIONPOU3BOIACTBE

Tema 15. DkcnepTu3sl IEHHOCTH JOKYMEH-
TOB

CamocrosTensHas pabota Ne
15

Yuactue B ceMu-
Hape

Tema 16. [loaroToBka Aen kK mepenaye B ap-
XWUB OpTraHU3aIHH

CamocTtosTensHas padota Ne
16

YyacTtHe B ceMu-
Hape

5.2.2. Memoouueckue yka3anus no 6binoIHEeHUI0

camocmoamensvHoil padomol
Camocmoamenvuasn paboma Ne 1. Tema «Bo3uuknosenue u pazgumue 0e10npouU3800cmea
6 yupeoicoenusax Poccuu 0o navana XX eexa»
Llenb paGoThI: HOATOTOBKA K CEMUHAPAM I10 TEME.
3agaHre ¥ METOANKA BBITIOJIHEHUS: MO3HAKOMHTLCS C PEKOMEHAYEMOH JTUTEpaTypoH 1o
TeMe, BBISIBUTH JIOTIOIHUTEIBHO JINTEPATYPY 10 TEME CeMUHApA.

Camocmosmenvras paboma Ne 2. « Tema Cmanoeienue u pasgumue 0e10npou3g00cmaa
6 cosemckuil nepuoo (1917-1991 e2.)»
Lenb paboTHI: MOATOTOBKA K CEMUHAPY 110 TEME.
3aiaHue U METOJIMKA BBIMTOJHEHMYSI: IO3HAKOMUTBCS C PEKOMEHIyeMOH JINTepaTypoi 1o
TeMe, BBISIBUTH JIOTIOJTHHUTENBHO JINTEPATYPy MO TEME CEMUHApA.

Camocmosmenvuas paboma Ne 3 « Tema Pazgumue 0enonpou3800cmeeHHol NpaKmuxy 8
Poccuiicxoti @edepayuu (1990-2000-¢ 22.)»
Ienb paboTHI: MOATOTOBKA K CEMUHAPY 110 TEME.
3amaHue U METOMKA BBITOJHEHUS: TO3HAKOMHUTBCS C PEKOMEHIyeMOH JINTEPaTypo 1o
TEME, BBISIBUTH JIOTIOJHUTENIBHO JIMTEPATYPy MO TEME CeMUHAapa.

Camocmosamenvuas paboma Ne 4. Tema «Hopmamueno-npasosas baza 6 cpepe ungopmayuu,
O0OKYMenmayuu, KOMMYHUKAYUUY
Lenb paboThl: TOATOTOBKA K CEMUHAPY I10 TEME.
3aiaHre ¥ METOIMKA BBITIOJHEHHS: TO3HAKOMUTHLCS ¢ PEKOMEHYEMOI TUTEepaTypoH 1o
TEME, BBISIBUTH JIOTIOJHUTEIBHO JINTEPATYPy 0 TEME CEeMHUHapa.

Camocmosmenvrasn paboma Ne 5. Tema «HopmamusHvie u memoouueckue 0OKyMeHmbl
no 0e10npoU3B00CmMa8y»
Lenb paboThI: MOATOTOBKA K CEMUHAPY 110 TEME.
3agaHre U METOANKA BBITIOJIHEHUS: MO3HAKOMHTLCS C PEKOMEHAYEMOH JTUTEpaTypoH 1o
TeMe, BBISIBUTH JOTIOIHUTEIBHO JINTEPATYPY 10 TEME CeMUHApA.

Camocmosmenvras paboma Ne 5.1. Tema «O606wenuvie mpyoosvie hyHKyUU 8 nPOPeCcCUoHaANbHbIX
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CManoapmax Kaxk 0CHO8a 0151 hOPMUpPOBAaAHUsL NPOPECCUOHATLHBIX KOMNEeMeHYUL 015l OCHOBHBIX NPO-
Geccuonanvhvix 00PA308aMENLHBIX NPOSPAMM BbICULE20 0OPAZ0BAHULY
3adanue svinonusemcs 6 popme npakmuueckou no020MoOBKU HA MAMeEPUALax CmpyKmypHo20
noopazoenenus UHCMUmMyma: yueoHo-mMemoouyecKko20 ynpagieHus
[lenp paOoOTHI: MO3HAKOMUTCS CO CTPYKTYypoil mNpodecCHOHANBHBIX CTaHAApPTOB;
ycranonenue coorsercTBus I1IK k OT® B nmpodeccroHanbHBIX CTaHAAPTaX.
3ajaHue W METOAMKA BBINOJHEHUS: HCIIONb3Yysl pa3paboTaHHBIC M YTBEP)KICHHBIE B BY3€
nokymeHTsl «OIIOIT: oOmiast xapakTepucTHUKa», MO YKa3aHHBIM B BapuaHTe o00pa30BaTeIbHBIM
nporpaMmam MpoaHaIu3upPOBaTh (HOPMYIUPOBKH MPOPECCHOHATBHBIX KOMIIETEHLIUI U YCTAHOBUTD X
COOTBETCTBHE 000OIIIEHHBIM TPYJOBBIM (PYHKIIHSIM.

Camocmosmenvras paboma Ne 6. Tema «/oxymenmayuonnoe obecneuenue ynpasienus.
Op2aHU3AYUOHHBIE ACNEKMbLY
Lenp paboThl: TOATOTOBKA K CEMUHAPY 10 TEME.
3anaHue U METOMKA BBHITOJHEHHS: TO3HAKOMHUTbHCSA C PEKOMEH IyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENBHO JINTEPATYPY MO TEME CEMUHApA.

Camocmoamenvnas paboma Ne 7. Tema «Jlokanvuasn peenamenmayus
OOKYMEHMAYUOHHBIX NPOYECCOBY
Lenp paboThl: MOATOTOBKA K CEMUHAPY I10 TEME.
3amaHue U METOJMKA BBHITOTHEHHS: TIO3HAKOMHUTHCS C PEKOMEHTyeMOH JINTepaTypon 1o
TeMe, BBISIBUTH JOTIOJTHUTEIHHO JIUTEPATYPY MO TEME CEMUHApa.

Camocmoamenvras paboma Ne 8. Tema « Texnonoeus 06pabomxu u 08udCenuss 0OKYMEHMO8»
Lenb paboTHI: MOATOTOBKA K CEMUHAPY 110 TEME.
3aiaHue U METOJIMKA BBITOJIHEHYSI: IO3HAKOMUTBCS C PEKOMEHIyeMOH JINTepaTypo 1o
TeMe, BBISABUTH JOTIOJHUTENLHO JINTEpATypy MO TEME CeMUHapa.

Camocmosmenvrasn paboma Ne 9. Tema «Pecucmpayus 00KymMenmos»
Lenp paboThI: MOATOTOBKA K MPAKTHYECKOMY 33aHHUIO IO TEME.
3amanue U METOJMKA BBHITOTHEHMSI: TO3HAKOMHTHCS C 33/IaHHEM TI0 TEME.

Camocmosmenvras paboma Ne 10. Tema « Konmponv ucnonuenusi 0OKyMeHmMo8 u nopyyeHui»
Ienb paboTHI: MOATOTOBKA K CEMUHAPY 110 TEME.
3amaHue U METOMKA BBITOJHEHMS: TO3HAKOMHUTBCS C PEKOMEHIyeMOH JINTEpaTypo 1o
TEME, BBISIBUTH JIOTIOJHHUTENBHO JINTEPATYPy MO TEME CEeMUHApa.

Camocmosamenvras paboma Ne 11. Tema «Ungpopmayuonno-cnpasounas paboma
10 OOKYMEHMAM OP2AHU3AYUUY
Lenp paboThl: TOATOTOBKA K CEMUHAPY 10 TEME.
3aaHre ¥ METOIMKA BBHITIOJHEHHUS: TO3HAKOMUTHLCS ¢ PEKOMEHYEMOI TUTEepaTypoH Mo
TEME, BBISIBUTH JIOTIOJHUTEIBHO JINTEPATYPy 0 TEME CEMHUHAapa.

Camocmosmenvuas paboma Ne 12. Tema «Homenxnamypa oen opeanuzayuuy
Iesb paboThI: MOATOTOBKA K CEMUHAPY II0 TEME.
3agaHue U METOAMKA BBITIOJTHEHHS: TO3HAKOMUTHCS C pEKOMEHIyeMO TUTepaTypoit o
TeMe, BBIIBUTH JIOTNIOJIHHUTENBHO JINTEPATYPY MO TEME CEMUHApA.

Camocmosmenvuas paboma Ne 12.1. Tema «Homenxnamypa oen noopaszoenenuii 8y3a»
3aoanue evinonnsiemcs 6 popme npakmuueckol NOO20MOBKU HA MAMEPUATAX CIPYKIMYPHO20 HOO-
PpazoeneHus UHCMUmyma. OeKaHamos, Kagheop u opyaux cmpykmypruix noopazoeneruti I UK

Lenb paboOTHI: MO3HAKOMUTCS HOMEHKIATYypoil aen nonpasnaenenuss UMK B coorBer-
CTBHH C ITOJIYYEHHBIM BapUAHTOM.
3alaHie W METO/IMKA BBIMIOIHEHHS: TPOCMOTPETh JOKYMEHTAIIUIO TTOPa3Ie/ICHHs B COOTBET -
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CTBHH C YTBEPXIECHHOM HOMEHKIIATYpoil aei. B ciydae BBISBICHHS HEIOCTATKOB C(HOPMYIUPOBATH
MyTH UX YCTPAHEHUS.

Camocmosmenvuas paboma Ne 13. Tema « Dopmuposanue oeny
Lenp paboThl: TOArOTOBKA K CEMUHAPY 10 TEME.
3ajaHre ¥ METOIMKA BBITIOJHEHHS: MO3HAKOMUTHLCS ¢ PEKOMEHYEMOI TUTEepaTypoH 1Mo
TEME, BBISIBUTH JIOTIOJHUTEIBHO JINTEPATYPy M0 TEME CEeMUHapa.

Camocmosmenvras paboma Ne 14. Tema «Opeanuzayusi onepamugHo20 Xpanenus 0eny
Iesnp paboThI: MOATOTOBKA K CEMUHAPY IO TEME.
3anaHue U METOJMKA BBHITOJHEHHS: TO3HAKOMHUTbHCSA C PEKOMEHIyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENBHO JINTEPATYPY MO TEME CEMUHApA.

Camocmosmenvhas paboma Ne 15. Tema «dxcnepmu3zvl yeHHOCMU OOKYMEHMOB)
Lenp paboThI: TOATOTOBKA K CEMUHAPY 10 TEME.
3aaHue ¥ METOAMKA BBITIOJHEHHS: MO3HAKOMUTHLCS ¢ PEKOMEHIYEMOM TUTEpaTypoH Mo
TeMe, BBISIBUTH JIOTIOJHUTENHHO JINTEpATypy MO TeME CeMUHapa.

Camocmosmenvrasn paboma Ne 16. Tema «Iloocomoska Oen k nepedaue 6 apxue opeanu3ayuny
Iesnp paboThI: MOATOTOBKA K CEMUHAPY IO TEME.
3anaHue 1 METOJMKA BBHITOJHEHHS: TO3HAKOMHUTHCSA C PEKOMEHIyeMOH JINTepaTypon 1o
TeMe, BBIIBUTH JIOTIOJHUTENBHO JIUTEPATYPy MO TEME CEMUHApa.

5.2.3. Ilepeuensv neuamnuix u 371eKMPOHHBIX 00PA306AMETbHBIX U UHPOPMAUUOHHBIX
pecypcoe HeodXo0uUMbIX 011 CAMOCHOAMETbHOU padomul

Cwm. Paznien 7. IlepeueHb mevaTHbIX U 3JEKTPOHHBIX 00pa3oBaTeilbHBIX U HHPOpMA-
IIMOHHBIX PECYPCOB HEOOXOIMMBIX JJISi OCBOCHUS TUCITUTUTAHBIL.

http://gramota.ru/ — CnpaBouHO-uH(OPMALMOHHBIN MopTan ['paMoTa.py — pycckuit
SI3BIK JJIS1 BCEX .

6. ®OHJ OLIEHOYHBIX CPEJCTB JJIs1 MPOBEJEHUSA TEKYIIETO KOHTPOJISA
YCIHIEBAEMOCTH W IPOMEXYTOYHOM ATTECTAIIUY OBYYAIOIUXCS MO JAUCIUATIIMHE

6.1. [lepeyeHb KOMNETEHIIUI ¢ YKa3aHMeM 3TanoB uX GopMHUPOBaHUS B Mpolecce
0CBOEHHUS 00pa30BaTEJIbHON MPOrpaMMbI

Tabauna 6
IHacnopT ¢goHaa OLIEHOYHBIX CPEACTB JJIA TeKyleil GopMbl KOHTPOJISA
HaumenoBanue Ilnanupyembie Koabi HaumenoBanue
pa3nenoB, TeMbl pe3yJbTaThl 0CBOe- | MHANKATOPO OLICHOYHOT0 CpeacTBa
nus OIIOII B
JOCTHKEHMS
KOMIeTeHIH
i
1 2 3 4
Paznea 1. I'ene3uc u 3Bosoums aejonpousBojacTtsa B Poccuu
Tema 1. Bosuukuose- | OIIK-2.  Cmocoben | OIIK-2.1 — Cemunap Ne 1. Hcropusa
HUC W DA3BUTHE NCIIO- | HAXOHWTH pa3BUTHA CUCTEMBI
HPOU3BONCTBA B YHUPC- | opraHM3aliMOHHO- OIIK-=2.2 roCyJapCTBEHHOT'O
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KaeHusx Poccuu 10 | ympaBieHUECKUE OIIK-2.3 nenonpousoacTea XIV-XVII Ba.
Hayaja XX Beka pelieHus pu — Cemunap Ne 2. Passurue

pelreHMM  3amad = B JIEIOTIPOU3BOJICTBA

cepe CcBOEH TOCYJJAPCTBEHHBIX YUPEKACHUI B

poheCCUOHATHHOM XVII-XI BB.

IesITeIILHOCTH — Cam. pabora Ne 1.

[K-2. Cnocoben | ITK-2.1

COBEpIIEHCTBOBATh [1K-2.2

JIOKYMEHTAI[MOHHbIE [K-2.3.

TPOIIECCHI B

YIIpaBJICHUN B

COOTBETCTBHHU c

TpeOOBaHUAMU

HOPMAaTHBHO-

MPaBOBOTO

PEryJIMpOBaHUs B

chepe nHGOPMAITHN H

JIOKYMEHTALIH

[K-5. Crocoben | ITIK-5.1

co3laBaTb W BECTH

CHCTEMBI [IK-5.2

JIOKYMEHTAIIMOHHOTO | [TK-5.3.

oOecrieueHust

YIpaBIeHHS u

apXMBHOTO JleNa Ha

Oaze HOBEHIITUX

TEXHOJIOTHI

[1K-6. Crocoben | T11K-6.1

OCYIIIECTBIISTh

pa3paboTKy u | IIK-6.2

BHEJIPEHHE I1K-6.3.

JIOKATHHBIX

HOPMaTHBHBIX

aktop 1mo JIOY

opraHuzanuei
Tema 2. Cranosnenue | Te ke Te xe — Cemmrap Ne 3. I'ocymapcTBeH-
1 Pa3sBUTHC CJIONPOU3- HO€ JEJIONPOU3BOJCTBO B COBET-
BOACTBa B COBETCKHI CKI/Iﬁ HepI/IOZ[
nepuox  (1917-1991 — Cam. pabota Ne 2.
IT.)
Tema 3. Passutne me- | Te xe Te xe - Cemunap Ne 4.
JIOIPOU3BOJICTBEHHO WNHcTuTynroHaasHOe pasBurue
npaktukn - B Poc- JIOKYMEeHTaIlMoHHOH cdepbl B 1990
culickoii ~ ®enepauuu ~2000-€ TT.
(1990-2000-¢ rr.) — Cam. paboTta Ne 3.

Pa3gen 2. HopmaTnBHas perinaMeHTanus JOKyMEHTAIHOHHBIX nponeccoB B Pocceniickoilt denepannu
Tema 4. Hopwma- | Te xe Te xe — Cemunap Ne 5. TIpaBoBast ocHOBa
THUBHO-TIpaBoOBas Oa3a COBPEMEHHOTO JAETIOTIPONU3BOICTBA
B cdepe uHpopma- — Cam. pabora Ne 4,

UM, JOKYMEHTAIUH,

KOMMYHUKAIIAN

Tema 5. Hopmarus- | Te xe Te xe — Cemunap Ne 6. HopmatuBHbIe 1
HBIE U METOJINYECKHUE METOANYECKHE JOKYMEHTBI  TI0
JOKYMEHTHI 110 JeJI0- JIEJIONPOU3BOJICTBY

MIPOU3BOJICTBY — Cam. pabora Ne 5,
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Paznen 3. Opranuszanuonnasi cpefa JOKyMEHTAIMOHHBIX NMPOLECCOB B YNIPAaBJIeHUN OpraHu3anuei

Tema 6. Jlokymentanu- | Te jxe Te xe — Cemunap Ne 7. Opranuzanus
OHHOe  obecrieyeHne cyx6s1 JIOY
YUPaBJICHUS: OpraHu3a- — Ilpakr. 3anarue Ne 1. OcHOBHBIE
LHOHHBIC CICKTBI HOPMATUBHBIE W  METOAUYECKHE
JIOKYMEHTBI IO JIeJIONPOU3BO/ICTBY;
Ne 2. Opranmsamus ciayx0s1 JJOY;
Ne 3. YuncneHHBII COCTaB CITyKOBI
i(0)%
— Cam. paboTta Ne 6.
Tema 7. Jlokanbnas | Te ke Te xe — Cemuuap Ne 8. JlokanbHas
periaMeHTaIus periameHTanus
NOKYMCHTAllMOHHBIX JOKYMEHTALIMOHHBIX IIPOLIECCOB
Tponeccos — Ilpakr. 3amstue Ne 4.
PermamenTamms cimyx0s1 IOY; No
5. CocraBiieHue HWHCTPYKIHU IIO
JIEJIONPOU3BOJICTBY
— Cam. pabora Ne 7.
Pasnen 4. TexHo10ruu JOKYMEHTALMOHHOI0 00ecrie4eHusi ynpaBJjaeHUs
Tema 8. Texnomorus | Te xe Te xe — Cemunap No 9. TexHonorus
00paboTKH ¥ JBHNKE- 00paboTkn u JBUOKCHUS
HUA JOKYMCHTOB JIOKyMEHTOB
— Ilpakr. 3amatme Ne 6.
Opraamu3anus J0KyMeHT0000poTa
— Cam. pabora Ne 8.
Tema 9. Peructpauus | Te xe Te xe — Ilpaktuueckoe 3ansTHe Ne 7.
JMOKYMCHTOB Perucrpanus 1okyMeHTOB
— Cam. pabora Ne 9,
Tema 10. KouTpois uc- | Te xe Te xe — Cemunap Ne 10. Koutpons
TTOTHCHUS IlUOKYMCHTOB HUCTIOJIHCHUSA JOKYMCHTOB Hu
1 IOPYYCHUHU HOpy‘IeHI/Iﬁ
— llpaktnueckoe 3ansTHe Ne 8.
KonTpons WCTIOJTHEHUS
JIOKYMEHTOB
— Cam. pabora Ne 10.
Tema 11. Unpopmamm- | Te xe Te xe - Cemunap Ne 11.
OHHO-CIIPaBOYHAs  pa- WndopmanmoHHO-crIpaBovHas
GoTa 1O OOKyMEHTaM pabota o JOKYMEHTaM
OpraHuzanuun OpraHu3aIun

— Ilpaktuueckoe 3ansTHe Ne O.
WNudopmarmonHo-cipas. pabdbota—
— Cam. pabora Ne 11.

Pa3nen 5. CucremaTuszanus 1 o

oecrieueHmne COXPAaHHOCTH JOKYMEHTOB

Tema 12. Homenxkmary-
pa Jien opraHu3anum

Te xe

Te xe

— Cemuuap Ne 12. Homenkiarypa
Jen  Kak  KIacCU(HUKAIMOHHBINA
CHPaBOYHUK

— Ilpaktuueckoe 3anarue Ne 10.
Homenkiatypa Jen KaK
KJIacCU(HUKALMOHHBIN CIIPaBOYHUK
— Cam. pabora Ne 12, 12.1

Tema 13. ®opmupona-
HHE JeT

Te xe

Te xe

— Cemmaap Ne 13. @opMupoBaHwme
Jen

IIpakTnueckoe 3anstTe Ne 11
dopmMupoBaHue Jei

24




— Cam. pabora Ne 13,

Tema 14. Opranuzanus
ONEepPaTUBHOTO XpaHe-
HUS €N

Te xe

Te xe

— Cemunap Ne 14. Opranuzanus
OIIEPAaTUBHOI'O XPAHEHHUS JIET

— IlpakTnueckoe 3ansitne No 12.
Opranuszanus OIepaTUBHOIO
XpaHeHUs J1el

— Cam. pabora Ne 14

Pazgen 6. DxcnepTu3a HEHHOCTH JOKYMEHTOB B

J1eJI0NIPOU3BO/ICTBE

Tema 15. DxcnepTusst
LEHHOCTH JOKYMEHTOB

Te xe

Te xe

— Cemunap Ne 15. Opranuzanus
SKCTIEPTU3HI IEHHOCTH
JIOKyMEHTOB B JI€JIOTIPOU3BOACTBE
— Ilpaktuueckoe 3anarue No 13.
Opranuzanus JKCTIEPTU3HI
LIECHHOCTH JIOKYMEHTOB B
JIEeJIONPOU3BOICTRE; No 14.
[lepednn JOKYMEHTOB CO CPOKaMHU
XpaHEHUSs

— Cam. pabora Ne 15

Tema 16. Iloaroroska
Jlen K Iepenaye B ap-
XUB OpTaHU3aluU

Te xe

Te xe

— CemuHap Ne
JIOKYMEHTOB
XpaHEHUs

— Ilpaktuueckoe 3anstue Ne 15.
IlonrotoBka pgen k mnepedade B
apXUB OpTraHu3alluu

— Cam. pabora Ne 16

16. Tlepeunu

co CpOKamu

Tabauua 7
IHacnopT ¢oHaa OLEHOYHBIX CPEACTB AJIs1 IPOMEKYTOUYHON ATTeCTAlUM
HaumeHnoBanue Ilnanupyembie Konsi HanMeHoBaHue
pa3aeJioB, TEMbI pe3yJabTaThl 0CBOE- | HHAMKATOPO OLICHOYHOI'0 CPeACTBA
nus OITIOIL B
JOCTHKEHU S
KOMIIETeHH
i
1 2 3 4
Pasnea 1. I'ene3uc u 3BoJonms aesonpou3soacrsa B Poccun
Tema 1. Bosnuknose- | OIIK-2. Cnocob6en | OITK-2.1 — Bompocsr k 3auety (4 cemectp):
HUC W PAa3BUTHEC ICIIO- | HAXOIUTH No TeopeTnieckux Bompocos: 1-3
MPOU3BOJICTBA B y4pe- | OpPraHH3aIl[iOHHO- OIK-2.2 Ne  [PAaKTHKOOPHEHTHPOBAHHBIX
KIEeHUsIX PocCcHMM 10 | yIpaBleHUeCKHe saganmii: 1
Havayna XX Beka peleHus npu | OIIK-2.3
pemieHHn  3agad B
chepe cBoei
Ipo(eCCHOHATBHOM
JEATEIbHOCTH
IIK-2. Cnocoben | TTK-2.1
COBEPILICHCTBOBATh TIK-2.2
JIOKyMEHTALIMOHHBIE [IK-2.3.
HPOLIECCHI B
yIpaBICHUH
COOTBETCTBHU c
TpeOOBaHUAMHU
HOPMAaTHBHO-
PaBOBOTO
PEryJIMpOBaHHs B
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chepe uHDOpPMAIUE U
JTIOKYMEHTAITHH

[1K-5. Cmocob6en | ITK-5.1
co31aBaTb U BECTHU

CHCTEMBI [IK-5.2

JIOKyMEHTAIIMOHHOTO | [TK-5.3.

obecrieueHus

YIIPaBJICHUS u

apXUBHOTO J€ja Ha

Oaze HOBEWIITIX

TEXHOJIOTU

IK-6. Cnocoben | TTK-6.1

OCYILLECTBIATH

pa3zpaboTky 1 | [IK-6.2

BHCAPCHUEC JIOKAJIBHBIX

Hopil/II;TI/IBHLIx aKTOB 110 TK-6.3.

JOY opranuzanueit
Tema 2. Cranosnenue | Te xe Te xe — Bompocs! k 3auery (4 cemectp):
U Pa3BUTHUE JIETIONPOU3- No TeopeTnyeckux BONpocoB: 4-6
BOJICTBA B COBETCKHH No mpakTKOOpUEHTUPOBAHHBIX 3a-
nepuox  (1917-1991 naHmii: 2
IT.)
Tema 3. Pasutue ne- | Te xe Te xe — Bompocsr! k 3auety (4 cemectp):
JOTIPOU3BOICTBEHHON Ne TeopeTnueckux BOnpocos: 7

mpaktuku B Poc-
cuiickoit ~ depepauun
(1990-2000-¢ 1T.)

No MPAKTUKOOPUEHTUPOBAHHBIX
3aIaHuN: 3

Paznen 2. H0pMaTl/lBHafl periiaMeHTalnus I0KYMEHTAHOHHBIX IT

poueccoB B Poccuiickoii @enepanuu

Tema 4. Hopwma- | Texe Te xe
TUBHO-TIpaBoBas 0aza
B cdepe wuHpOpMa-
IIUH, JOKYMEHTAIHH,
KOMMYHHUKAIUH

— Bompocsr! k 3auety (4 cemectp):
No TeopeTndeckux Bompocos: 8§, 9
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3aJanuii: 4

Tema 5. Hopmarus- | Te xe Te xe
HBbIE U METOANYECKHE
JIOKyMEHTBI IO J€N0-

— Bompocs! k 3auety (4 cemectp):
Ne Teopernueckux Borpocos: 10
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX

MIPOU3BOJACTBY 3aaHui: 6
Pa3gen 3. Opranu3anuoHHas cpeia JOKYyMeHTAIHOHHBIX MPOLECCOB B YNIPABJIeHUH OPraHu3anueii
Tema 6. Jlokymenraim- | Te xe Te xe — Bompocs! k 3auety (4 cemectp):

OHHOE o0ecrieueHmne
YIpaBICHUS: OpraHu3a-
[IMOHHEIE aCIEKTHI

No teopernueckux Bompocos: 11-
13

Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3ajaHuil: 5

Tema 7. JlokampHas | Te xe Te xe
periaMeHTanus
JIOKYMEHTAITUOHHBIX
MPOIICCCOB

— Bompocsr k 3auety (4 cemectp):
Ne teopermueckux BompocoB: 14-
16

Ne  mpakTHKOOPHEHTHPOBAHHBIX
3amanuit: 7

Paznen 4. Texnosiornu AOKYMEHTALIUOHHOI'0O odecreyeHust yupaBJi€eHUsA

Tema 8. Texnomorus | Te ke Te xe
00paboTKH W IIBHKE-
HUSI JIOKYMEHTOB

— Bompocet k 3x3ameny (5
CeMecTp)

Ne Teopernueckux Bompocos: 1-7
Ne  mpakTHKOOPHEHTHPOBAHHBIX
3aJaHuii: 8

— TECTHPOBaHUE

Tema 9. Peructpauus | Te xe Te xe

— Bompocet kx 23x3ameny (5
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JAOKYMEHTOB

CeMecTp)

No TeopeTnueckux BOmpocos: 8§, 9
No  mIpakTHKOOPHUEHTHUPOBAHHBIX
3aJaHuii: 9

Tema 10. Konrpons uc- | Te xe Te xe — Bompocet k 3x3ameny (5

TIOJJHEHUSA OOKYMEHTOB CCMCCTp)

¥ IOpYyYCHUI Ne TeopeTrueckux BOIIPOCOB:
10,11
Ne  mpaKTHKOOPUEHTHPOBAHHBIX
samanui: 10

Tema 11. Uadopmamu- | Te ke Te xe — Bompocst k 3k3ameny (5

OHHO-CIIPaBOYHAs  pa-
00oTa 1O JOKyMeHTam
OpraHu3aluu

ceMecTp)

Ne Teopernuecknx Bompocos: 12
Ne  mpakTHKOOPHEHTHPOBAaHHBIX
3anasuil: 11

Paszgen 5. CucremMaTu3anus 4 o

OecrieyeHmne COXPAHHOCTHU TOKYMEHTOB

Tema 12. Homenknaty- | Te ke Te xe — Bompocst k 3x3ameny (5
pa zier opraHusanun ceMecTp)
No TeopeTnyeckux BoOIpocoB: 13-
16
Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3amaHun: 12
Tema 13. ®opmuposa- | Te Xke Te xe — Bompocet k 3k3ameny (5
HHE e CeMecTp)
No TeopeTnueckux BOIIPOCOB:
17,18
Ne MIPaKTUKOOPUEHTUPOBAHHBIX
3ajanuii; 13
Tema 14. Opranuszanus | Te xe Te xe — Bompocet k 23x3ameny (5

OIICPATUBHOT'O  XpaHE-
HUA OCi1

ceMecTp)

Ne Teopernueckrx Bompocos: 19
Ne  mpakTHKOOpPHEHTHPOBAaHHBIX
3amanui: 14

Pazgen 6. DxcnepTu3a HEHHOCTH JOKYMEHTOB B

JIeJI0NIPOU3BO/ICTBE

Tema 15. DOxcnepruser | Te xe Te xe — Bompocet k 3x3ameny (5
LIEHHOCTH JOKYMEHTOB ceMecTp)
Ne Treopernueckux Bompocos: 20-
22
Ne  mpaxkTHKOOPHEHTHPOBAaHHBIX
3aganuii: 15
Tema 16. IloaroroBka | Te Xe Te xe — Bonpocel k 3x3ameny (5

JIel K mepeaade B ap-
XHB OpraHu3aluu

ceMecTp)

Ne TeopeTnyeckux
23,24

Ne  mpaKTHKOOPHMEHTHPOBAHHBIX
3amanuii: 16

BOIPOCOB:

6.2. Onucanne nokasarejied 1 KPUTEPUEB OLCHMBAHUS KOMIIETCHI[UI HA Pa3JINYHBIX
Tanax ux (popMUpPOBaHUS, ONIUCAHME IIKAJ OLlEHUBAHUA
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6.2.1. Ilokazamenu u Kpumepuu oUeHUBAHUA KOMHEMEHWUIL HA PATUYHBIX
Imanax ux gopmuposanusn

Taoauma 8

Iloka3zatenu u KPUTEPUH OLICHUBAHUSA KOMIIeTeHIInii

ILlnanupyembie Iloka3zaTesn
Pe3yJabTaThl c¢()OpMHPOBAHHOCTH Kpurtepun oueHuBanus
OCBOCHUS KOMIIeTeHIM I
onon
1 2 3

OIIK-2 — HMOHUMAeT CYIIHOCTh opranuza- | OOyuarommiicsi o01agaeT HEeOOXOIUMOM CH-
LHOHHO-YIIPaBJIEHUYECKUX pe- | cTeMoli 3HaHWM, JOCTUT OCO3HAHHOTO BIIasie-
HICHUIA; HUS YMEHUSIMH, HaBBIKAMH M CHOCO0aMu
— TMpHUMEHSET OpraHW3allMOHHO- | MpoeCCHOHANbHONW  AesTensHOCTH.  [le-
yIpaBJIEHYECKUE PELICHUS; MOHCTPUPYET CHOCOOHOCTb aHAIU3HPOBATh,
— cHoco0CH HCIIOIB30BAaTh 3HA- | IPOBOJIUTH CPaBHEHHE M OOOCHOBAaHHE BbI-
HUSI, YMEHHS, BIAJCHUS B MpO- | OOpa METOAOB pEUICHUS 3aJaHuil B Mpak-
(heccuoHaNbHON AESATEIBLHOCTH. TUKO-OPHUEHTHPOBAHHBIX CUTYalUsIX.

[K-2 — HOHUMAET Hanpasnerus | OOyyaromuiics obmagaeT HeOOXOTUMON CH-
COBEpILICHCTBOBAHUS JOKYMEHTA- | CTEMOW 3HAaHUIA, JOCTHT OCO3HAHHOTO BJIafie-
OUOHHBIX IMPOLECCOB B yMpaBiie- | HUsI yMEHUSIMH, HaBbIKAMH M CHOCOO0aMu
HUH; npodeccuoHanbHON  IesitenbHOCTU.  [le-
— IPUMEHSET JOKyMEHTALMOHHBIE | MOHCTPUPYET CIIOCOOHOCTh aHAJIM3HPOBATh,
MPOIIECCHI B YIPABICHHUH, MPOBOJUTh CpPaBHEHHE M OOOCHOBAHUE BHI-
— cnoco0eH HCIOoNB30BaTh 3HA- | OOpa METOAOB peIleHHs 3aJaHuid B Ipak-
HUSI, YMEHHs, BJIAQACHUS B MPO- | TUKO-OPUEHTHPOBAHHBIX CUTYaIUSX.
(heCCHOHAIbHOM NEeSITeILHOCTH.

IIK-5 — TIOHUMAaeT CTPYKTYpy cucTembl | OOydaronmiics obianaeT HeoOXOAUMOM CH-
JOVY wu apxuBHOro aena Ha 0a3e | CTEMOH 3HAHHIA, JOCTUT OCO3HAHHOTO BIIaJIie-
HOBEHININX TEXHOIOTHUI, HUSI yMEHUSIMH, HABBIKAMH U clIoco0amMu
— npumensier cuctemsl JJIOY u ap- | npodeccroHanbHOMN AesTensHOCTH. [e-
XMBHOTO Jiefla Ha 0a3e HOBEHIINX | MOHCTPUPYET CIIOCOOHOCTh aHAIN3UPOBATD,
TEXHOJIOTHH; [IPOBOJUTH CPaBHEHHE U 0OOCHOBAHHE BBI-
— crnoco0eH WCIOoNB30BaTh 3HA- | OOpa METOOB pEIlCHHs 331aHUi B TIPaK-
HUSI, YMEHHS, BJIAJACHUS B MpPO- | TUKO-OPHEHTHPOBAHHBIX CUTYaIUIX.
(heccnoHaNbHON AESTEIBHOCTH.

TK-6 OObyuaromuiics 00agaeT HeoOX0AUMOH ch-

— TIIOHHMAaeT METOIOUKY pa3pa-
OOTKM W BHEAPCHHS JIOKAJIBHBIX
HOpMaTUBHBIX akToB Mo JIOVY
OpraHu3aluen;

— MpHUMEHSET METOJIUKH pas3pa-
OOTKM W BHEAPEHHS JIOKAJIbHBIX
HOpMaTHBHBIX akToB 1o JIOVY
OpraHu3anuei,

— crnoco0eH WCIONB30BaTh 3Ha-
HUSI, YMEHHs, BJIAACHUS B MpO-
(eccuoHaNbHON AEATETBHOCTH.

CTEMOM 3HAHUM, TOCTUT OCO3HAHHOTO BiIaIC-
HUSl YMEHUSMU, HABBIKAMH U CIIOCO0aMu
pohecCHOHANBHON e TeIbHOCTH. Jle-
MOHCTPHPYET CIIOCOOHOCTh aHAIM3UPOBATh,
MPOBOJIUTH CPAaBHEHUE U 0OOCHOBAHKE BbI-
0opa METOI0B pellleHus 3a/1aHuH B MpaK-
TUKO-OPUEHTUPOBAHHBIX CUTYaIUAX.

Taoauua 9

Jranbl (OPMHUPOBAHUSA KOMIIETEHIIUIT
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HauMenoBaHnmue 3Tama

XapakTepucTHKAa 3Tana DopMbI KOHTPOJISA

1

2 3

HauanpHbiit (BX0OAHOI)
sTanl  (OPMHUPOBAHUS | KaX KOMIIETCHIHH.

KOMIIETEHIUI

JluarHocTruka BXOJHBIX 3HAHUW B paM- | YCTHBIM ONpocC U Ap.

Texymmit atanm hopmu-
pOBaHMs KOMIIETEHIUM

Bremonnenne oOy4aromuMucs 3ama- | AKTHBHas —y4deOHas —JIEKIHS;
HUIi, HaIIPaBJICHHBIX Ha (JOPMUPOBAHHUE | CEMUHAPBI; IMPAKTUYECKUE 3a-
KoMrieTeHUUH OCyIIeCTBICHUE BBISIB- | HATHUS, CaMOCTOSITENIbHAS pa-
JEHWs ~ TPUYMH  TPETSITCTBYIOMHMX | O0Ta:

3¢ (EeKTHBHOMY  OCBOCHHIO  KOMIIC- | YCTHBIH OMPOC MO JUArHOCTH-
TEHIUH. YECKHUM BOIIPOCAM.

[TpomexyTouHbli (aT-
TECTAllMOHHBIM)  9Tam | KOMIETEHLIMI 10 OTAEIbHOM 4YacTh | — OTBETHl Ha TEOPETHUYCCKHE
(dopMHpOBaHHS KOMIIE-

TESHIMHI

OuenuBanue cOpMUPOBAHHOCTH | 3auem, IK3ameH:

JUCHUINIMHBI WM OUCHUIIJIMHBI B LE€- | BOIIPOCHI,
JIOM. — BBIIIOJTHCHUEC MMPAKTHUKO-
OPHUEHTUPOBAHHEBIX 3aILaHI/II\/’I.

6.2.2. Onucanue wikan oueHuUGAHUA

Taoauua 10

6.2.2.1. Onucanue NIKAJbI OLIEHUBAHUSA OTBETA HA 3a4YeTe M DK3aMeHe

OneHka no HOMH-
HAJBLHOH LIKAJIE

Onucanune ypoBHeil pe3yJbTaTOB 00y4eHHSA

OTINYHO
/ 3aureHo

OOyyatonmiicsi MOKa3bIBacT DTyOOKHE, WCUCPIIBIBAIOIINE 3HAHUS B 00bEMe
NPOMICHHO! MPOrpaMMBI, YBEPEHHO JCHCTBYeT MO NPUMEHEHHUIO MOIYyYESHHBIX
3HaHWI Ha NPAKTHKE, JEMOHCTPHPYS YMEHHS M BIAICHHUS, OIpPECICHHbIC
IIPOrPaAMMOIA.

[paMOTHO W JIOTHMYECKHM CTPOMHO H3JIaraeT MarepHall MpU OTBETE, yMeeT
(opMyITHPOBaTh BBIBOBI M3 H3JI0KEHHOTO TEOPETHIECKOTO Marepraia, 3HaeT J0-
HOJTHUTENIBHO PEKOMEH/IOBAaHHYO JINTEPATYDY.

OOyyatommiicsi CIoCOOEH JICHCTBOBATH B HECTAHIAPTHBIX MPAKTHKO-OPUECHTH-
POBaHHBIX CHTyanusix. OTBeYaeT Ha BCE JOTOTHUTEIBHBIC BOIIPOCHI.

Pesymerar 00y4eHus TOKa3bIBACT, YTO JOCTUTHYTHINA YPOBEHD OIICHKH PE3yIIbTa-
TOB OOy4eHHUs 1O JMCLMILUIMHE SIBJISIETCS OCHOBOM I/ (JOPMHPOBAHHUSI COOTBET-
CTBYIOIIMX KOMIICTCHIIUH.

Xopoio
/ 3auTeHo

Pesynbrar oOydeHHs1 TMOKa3bIBAET, YTO OOYYAIOIIMICS IMPOJEMOHCTPHUPOBAT
pe3ylbTar Ha YpOBHE OCO3HAHHOTO BJIAJICHHS YUEOHBIM MaTepHaIoM U YUeOHBIMU
YMEHHSIMH, BJIaICHUSMH T10 TUCIUTIINHE.

Jlonyckaer He3HAYNTEINbHBIE OIIMOKH IPY OCBEILEHUH 33IaHHBIX BOIIPOCOB.

OOyJaromuiics CIOCOOEH aHAIM3UPOBaTh, IPOBOIUTL CpPAaBHCHHE W
00ocHOBaHUE BEIOOpA METOJIOB PELICHUS 33/IaHUH B MPAKTUKO-OPHUEHTHPOBAH -
HBIX CUTYalHsIX.

YaoBiaerBopuTeJib-
HO
/ 3auTeHo

Pesynprar o0y4ueHHs MOKa3bIBaeT, 4TO OOYUAIOMIMICA 00agaeT HeoO0XO0-
JIUMOW CHUCTEMOM 3HaHUM U BiaJie€T HEKOTOPHIMU YMEHUSMH IO JUCIHUILIINHE.

OTBeTHI M3NaraeT XOTs U C OMIMOKaMH, HO MCIIPABISEMBIMU MOCTIE OO -
HUTEIFHBIX W HABOIAIINX BOIIPOCOB.

OOyugaromuiicss crmocoOeH IMMOHUMAaTh W WHTEPIPETHPOBATH OCBOCHHYIO
WHPOPMAIHIO, YTO SBJISIETCS OCHOBOW YCIEITHOTO (JOPMHPOBaHMsI YMEHUH U
BIIQJICHUH JUIsl pEIICHUS IPAKTUKO-OPUESHTUPOBAHHBIX 33/1a4.

HeynoBiaersopu-
TeJIbHO
/ He 3a4TeHO

Pesynbrar oOyuenust oOydaromierocsi CBHAETENBCTBYET 00 YCBOGHHU UM
TOJTBKO 3IIEMEHTAPHBIX 3HAHU KITFOUEBBIX BOMPOCOB TIO TUCITUIIIMHE.
JomnynieHabie OlMOKH M HETOUHOCTH B XO/I€ TIPOMEKYTOUHOTO KOHTPOJIS T0-
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O1neHka nmo HoMu-
HAJILHOH IIKAJIe

OnucaHue ypoBHeii pe3yibTaToB 00y4eHHs

Ka3bIBAIOT, YTO OOYYAIOIIWiiCS HE OBIIAJEN HEOOXOAWMOHN CHCTEMOW 3HAaHWU |
YMEHUM MO TUCIUILINHE.

OOy4aroIuics I0MmycKaeT rpyobie OMMOKY B OTBETE, HE TIOHUMAET CYIITHOCTH
M3J1araeMoro BOIpoca, He yMeeT IIPUMEHSTh 3HaHUS Ha MPAKTHKE, 1AeT HETIOTHbIE
OTBETHI Ha JIONOHUTEITHHBIC W HABOIAIINE BOIPOCHI.

Onucanmne MIKAJBI OICHUBAHUSA NMPUA TECTUPOBAHUM HA 0a3e TeCTOBBIX
MaTCpraJIOB HHCTUTYTA

OneHka Mo HOMHHAJIBLHON IIKAJIE

% NMPpaBUWJIBHBIX OTBETOB, IOJYYCHHBIX HA TCCTUPOBAHHHU

OTtimyHO / 3a4TeHO ot 90 1o 100
Xoporio / 3a4TeHo ot 75 mo 89,99
Y 10BJACTBOPUTEIHHO / 3aUTEHO) ot 60 o 74,99
HeynosaerBopurensHo / He 3auteHo MeHee 60
Ta6auna 11
6.2.2.2. Onucanne MKAJbLI OEHNBAHUSA
Yemmuoe svicmynnenue (cemunap, 10Kian)
Jdeckpunro- O06pa3uoBbIii, 3akoH4eH- H3noxkeHHbI, MuHuMaJbHBII Ouen
pbI NPUMEPHBIN; | HBIH, MOJHBIA | PACKPBITHIA OT- | OTBeT (HeydOBJe- Ka
HOCTOMHBIH OTBeT BeT (Y/10BJIETBO- TBOPHTEJILHO)
NOAPAKAHUSA (xopoo) puTeIBLHO)
0TBET
(0TJIMNYHO)
PackpeiTre [Ipobmema pac- | [Ipobmema pac- | [Ipobmema  pac- | [IpobGmema HE pac-
poOIeMBI KpbITa TOJHO- | KpbITa. lIpoBe- | KppITa HE TONHO- | KpbITa. OTCYTCTBY-
creto.  IIpoe- | neH aHaJIu3 | CThbIO0. BBIBO/BI HE | IOT BBIBOJBL.
JieH aHamm3 | mpoOiemMbl  Oe3 | cAermaHsl  W/WiH
mpoOJieMbl ¢ | TIPUBIICYSHUS BBIBOJIBI HE
MPUBJICYCHHEM | JIOTIOJIHUTEb- | OOOCHOBAHBI.
JOTIONTHUTENb- | HOW JIUTepary-
HOW nuTepaTy- | pbl. He Bce BbI-
pel.  BbIBoabI | Bomel crenmaHbI
000CHOBAHBI. w/wi o0ocHO-
BaHBL
[Ipencrasne- [Ipencrapmns- [Ipencrapns- [IpencraBnsiemas | IlpeacraBisemas
HUE emas nHopma- | emast uHpopMa- | uHGoOpMaIUsE He | MHPOPMALUS JIOTH-
LU CUCTEMATH- | UL  CHCTEMa- | CUCTEMaTH3HpO- | YECKH HE CBs3aHa.
3WpOBaHa, TII0- | TH3MPOBaHA W | BaHA WM He mo- | He  ucmonmbs3oBaHb
cllefioBaTeNlbHa | TIOCIIENNO- CclleioBaTeNbHa. npodeccHOHANbHBIE
u  Jorudecku | BatenbHa. Hc- | [IpodeccroHanb- | TEpMUHBL
cBsi3aHa.  Mc- | monb3oBaHO Hast TEepMHUHO-
TIOJTb30BAHBI OOINBIIMHCTBO | JIOTHSI HCTIOJNB30-
BCE HEOOXO- | HEOOXOUMBIX | BaHA MaJIo.
IuMble ipodec- | mpodeccuo-
CHOHAJIbHBIC HaITbHBIX
TEPMHHBIL. TEPMHHOB.
Odopmienue | [llupoko  wmc- | Mcnons3oBansl | Mcnonb3oBaHbl He wucnonbs3oBaHbI
TMOJIE30BaHBI nHpopMaMoH- | MHPOPMALMOH- nH(pOpMaIMOHHbIE
WHQOPMAIMOH- | HBIE TEXHO- | HbIe TEXHOJOTHH | TEXHOJOTHH
HBIC TEXHO- | JIOTHH (PowerPoint) (PowerPoint).
JIOTUHU (PowerPoint). YaCTUYHO. Bonbuie 4 ommbok
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(PowerPoint). He ©Oomee 2|34 ommOku B |B MpeACTaBISEMON

OTCyTCTBYIOT OIIHOOK B | mpexacTaBisieMod | uH(OpMaIum.

OIITNOKH B | MIpeICTaBiIs- nHGOPMAIIHH.

MPEACTABIISI- eMoit

emoii nHpopMa- | HHOOPMAIIUHL.

01708
OtBeTHI Ha | OTBeTHI Ha | OTBeTHI Ha | Tomeko  otBetsr | Her orBeroB Ha
BOIIPOCHI BOIMPOCHI  IOJI- | BOMIPOCHI MOJI- | HA 3JIEMEHTAPHBIC | BOMPOCHL.

HBIE C TIpUBEJIC- | HBIC W/WIHA | BOIPOCHI.

HUEM  TpHME- | YAaCTHYHO TIOJI-

pOB. HBIE.
YmMmenue CBoOoHO CBoOoHO CkogaH, oOparHast | CkoBaH, oOparHas
JIepKaThCs HA | JCPKHUTCS ~ HA | ICPXKUTCS  HA | CBSI3b C  ayJMTO- | CBSI3b C ayUTOpUCH
ayIMTOPHH, ayIUTOPHH, ayIUTOPHH, pueii 3aTpyiHEHa. | OTCYTCTBYET, HE CO-
KOMMYHHKa- crocooeH K | MOJIepKUBACT OJIro1aeT HOPMBI pe-
THUBHBIC  Ha- | HMIIPOBU3AINH, | OOPATHYIO Y4 B TPOCTOM
BBIKH YUHUTBIBACT CBSI3b C ayIUTO- BBICKA3bIBAHHH.

obparHyto pUCH.

CBSI3b C ayJIUTO-

pHEH.
Hror

[TpakTHueckoe (MpakTUKO-OPUEHTUPOBAHHOE) 33/1aHHE

OueHka no HOMMHAJIb-
HOJi IIKAaJIe

XapakTepuCcTHKHU OTBETA 00y4aromerocst

OT1an4Ho

OOy4aromuiicss CaMOCTOSTENBEHO | MPABMIIEHO Pl yaeOHo-TTpodheccro-
HAJIBHYIO 33/1a49y, YBEPEHHO, JIOTUYHO, TTOCTIEIOBATENFHO U apTyMEHTHPO-
BaHHO HM3JIaraj cBOE pelleHHe, MCIONb3ys MPOoPecCHOHATFHYI0 TEPMUHO-
JIOTHIO.

Xopowo

OOy4aromuiicss CaMOCTOATENHPHO W B OCHOBHOM IIPABHIJIBHO —PEIIHI
y4e0HO-TIpo(eCCHOHANBHYIO 33a7]a9y, YBEPEHHO, JIOTHYHO, TIOCIIEI0BATEIh-
HO W apryMEHTHPOBAHO H3JIaraj CBOE pellleHHe, MCIOb3ys mpodeccuo-
HaJIbHYI0 TEPMUHOJIOTHIO.

YnoBieTBopuUTeIbHO

OOy4aromuiicss B OCHOBHOM penIiil y4eOHO-TTpodhecCHOHANBHYIO 3a/1ady,
JOITyCTHJI HECYIIECTBEHHBIE OMIMOKH, C11a00 apryMEHTHUPOBaI CBOE pele-
HUE, NyTasich B MPO(ECCHOHATBHBIX MOHATHUSIX.

HeynoBieTBopuTeabHO

OOyuaromuiics He penri yueOHO-podecCHoHaIbHYIO 33/1a4y.

JlenoBbie Urpsl

O1neHka Mo HOMHHAJIb-
HOH HIKAaJIe

XapaKTepUCTHKH 0TBETA 00YYAIOLIET0CsI

OTJINYHO

JlaHbl ncueprnbiBatonie U 0OOCHOBaHHBIC OTBETHI HA BCE MOCTABJICHHBIC
BOIPOCHI, MMPAaBUJIBHO U PAIIMOHAIBHO (C MCIOJB30BAHNEM pPallMOHAIBHBIX
METOAMK) PELIeHbI IPAKTUUECKUE 3a7a4uM; IPU OTBETaX BBIACISUIOCH IJ1aB-
HOE, BCE€ TEOPETHUECKHE MOJIOKEHUS YMETIO YBA3BIBAINCH C TPEOOBAHISIMH
PYKOBOJSIIUX TOKYMEHTOB; OTBETHI OBUIM YETKHMHU W KPAaTKHMH, & MBICIIH
M3JIarajiyuch B JIOTUYECKOM MOCIEN0BATEIbHOCTH; TIOKa3aHO YMEHHUE CaMo-
CTOSTENBHO aHAIU3UPOBATh (DAKThI, COOBITHS, SIBIEHHS, NIPOLECCHl B UX
B3aUMOCBSI3H U JUAJIEKTUYECKOM Pa3BUTHH.

Xopomo

JaHbl monHBIE, AOCTaTOYHO OOOCHOBaHHBIE OTBETHl Ha MOCTAaBJICHHBIC
BOIIPOCHI, MPAaBUIBHO DPELIEHBbI MPAKTUYECKUE 3aJaHUs; IPU OTBETAX HE
BCErJa BBIACIAIOCH INIABHOE, OTAEJBHBIE MOJIOKEHUSI HEJOCTATOYHO YBS-
3BIBAJIUCH C TPEOOBAHHMSAMHU PYKOBOISIIMX JOKYMEHTOB, MpPU PpEIICHHH
IPaKTUYECKUX 3a7a4 HE BCETJa UCIOIb30BAIUCH PALIMOHAIBHBIE METONUKU
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paC‘-IéTOB; OTBETHI B OCHOBHOM OBLIH KpaTKMMHU, HO HC BCCIrJia YCTKUMMU.

YaoBiaersopureabHO

JlaHBl B OCHOBHOM TpPAaBWJIBHBIC OTBETHI Ha BCE MOCTABICHHBIC BOMIPOCHI,
HO 0€3 JOJDKHOW TITyOMHBI M 00OCHOBaHUS, NIPU PEIICHUU MPAKTHYECKUX
3ama4y 00yJaromuiics UCTIONB30BAJl IPEKHUH OIBIT U HE TIPUMEHSJT HOBBIC
METOJIUKHU BBITIOJIHEHUS PACUCTOB M SKCIIPECC-OLICHKH MoKa3aTelel 3 dek-
TUBHOCTH YIIPaBIIEHUS OpraHHW3alued, OJHAKO Ha YTOUYHSIOIINE BOIPOCH
ITaHbI TIPaBUJIBLHBIC OTBETHI; IIPH OTBETaX HE BBIIESUIOCH TIIABHOE; OTBETHI
OBLIM MHOTOCJIOBHBIMH, HEUETKMMH U 0€3 JOJDKHOM JOTHYECKOH MOCIIen0-
BaTEBHOCTH; Ha OTJICIBHBIC JIOTIOJHUTEIBHBIC BOIIPOCHI HE JTAHBI MOJIOKH -
TEITHHBIC OTBETHI.

HeynoBaerBoputeabHo

He BrImOTHEHBI TpeGOBaHI/IH, MMPpEABABIACMBIC K 3HAHUAM, OLCHHBACMbIM

«KYHOBJICTBOPUTCIIEHO».

6.3. TunoBble KOHTPOJIbHbIE 3aJAHUS WM MHbIE MATEPHUAJIbI, HEO0OX0AUMBbIe J1JIs1
OLICHKH 3HAHWH, YMEHMH, BJIAJIeHUH, XapaKTepU3yOLIHUX dTanbl opMupoBaHus
KOMIIeTEHIIHi B Mpolecce 0CBOeHNsI 00pPa30BaTeIbHOI MPOrpaMMbl

6.3.1. Mamepuanwt 011 n0020MOEKU K 3auemy u IK3ameHy

Tabauua 12
Martepuanbl, He00X0AUMBbIE /151 OLEHKH 3HAHUI
(mpuMepHbIe TeOpeTHYECKHE BONPOCHI)
K 3a4eTy
Ne n Kon
i puMepHbIe (POPMYTHPOBKH BOIPOCOB S ——
1. OcHoBHbIe uepThl aenonpousBoactBa XVIII B. B nentpanbubix 1 MectHbix | OINK-2; TTK-2;
yupexaeHusx Poccuu. I1K-5; TIK-6
2. Jlemonpon3BOACTBa BBICIINX W IEHTPATBHBIX TOCyIapCTBEHHBIX yupexme- | OINK-2; TTK-2;
Huii Poccuu B neppoii nososuHe XIX B. [1K-5; TIK-6
3. @DopMBI 1 METOJIBI PAIIMOHATIU3ALINY JICIOMPOU3BOICTBA B OTACHbHBIX BegoM- | OIIK-2; TIK-2;
cTBax Bo BTopoit mosioBuHe XIX - Havyase XX B. TIK-5; T1IK-6
4. | Bmassane HOYT na gemonpounsBosctso B 1920-1930-¢ 1. OIIK-2; TIK-2;
TIK-5; IIK-6
5. | B3zaumoneiictBue «Oprerpos» U UHCTUTYT TeXHUKH ynpasieHus, no pamnuo- | OIIK-2; I1K-2;
HaJgu3aluy JEJIONPOU3BOACTBA, UX HayyHO-Meroauueckass u mnpaktudeckas | [1K-5; ITIK-6
JeSITETLHOCTb.
6. 3akoHOomaTenpbHAs W HOpPMATHUBHAs perjiaMmeHTarust aenomnpousBojactsa B | OIIK-2; ITK-2;
1950-1980-x rT. TIK-5; TIK-6
7. 3akoHoaTenbHasT M HOpPMaTUBHAs perjameHTauus zgenomnpousBoiactsa B | OIIK-2; TTK-2;
1990-2000-¢ rr. I1K-5; I1K-6
8. | 3akoHOmaTenbHBIE aKTHl B cepe MHGopManmu, JoKyMeHTaun, kommyHuka- | OIK-2; TTK-2;
805051 TIK-5; TIK-6
9. | HopmaruBHO-TIpaBOBEIe aKTHl (QenepanbHbBIX opraHoB wucnoixautenpHOl | OIIK-2; I1K-2;
BJIACTH B chepe MHPOpMAITUH, TOKYMEHTAITUH, KOMMYHHKAITIH I1IK-5; I1K-6
10. | XapakrepucTika ACHCTBYIOMINX TOCYIapCTBEHHBIX HOpMaTuBHO-MeTomuue- | OIIK-2; I1K-2;
CKHX JOKYMEHTOB. [IK-5; TIK-6
11. | Opraanzanuonssie (GopMbI nenonpousBoacTsa. Mx 3aBucumocts ot crenu- | OIIK-2; T1K-2;
(KM ¥ OpPraHnu3alMOHHON CTPYKTYPHI YIPEKICHUS. I1K-5; I1K-6
12. | Uenn, 3anaum, 1 pyHKIUK CTPYKTYPHBIX TIoApa3aeacHui ciyxost JJOVY. OIIK-2; I1K-2;
IIK-5; I[IK-6
13. | TumoBsie cTpyKTYpHI Ciry)061 JJOY. OIIK-2; ITIK-2;
[1K-5; TIK-6
14. | XapakTepucTHKa OCHOBHBIX HOPMAaTHBHBIX JIOKYMEHTOB, perimamentupy- | OIIK-2; I1K-2;
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IOIIUX JICTIOMPON3BOJICTBO YIPEIKIACHHUS.

TIK-5; ITK-6

15. | JloMmKHOCTHOM M YUCIICHHBIH COCTaB JEIONMPOU3BOACTBeHHOM city)0br IOY. | OIIK-2; I1K-2;
[1K-5; TIK-6
16. | JomxHOCTHBIE 00S3aHHOCTH PaOOTHUKOB CITy k051 JJOY. OIIK-2; ITIK-2;
I1K-5; T1K-6
K DK3aMEHY
Ne I Kox
wn puMepHbIe (POPMYJTHPOBKH BONIPOCOB KOMITeTeH I
1. Onpenenenne «JlokyMeHTO000pOTY». XapaKkTepucTuka JoKyMeHTormoTokoB. | OITK-2; TTK-2;
IK-5; TIK-6
2. OcCHOBHBIE ITPaBUJIa OPTAHU3ALNHN TOKYMEHTO000pOTa YUPEKICHUSI. OIIK-2; I1K-2;
I1K-5; TIK-6
3. TexHomorust 06pabOTKK BXOJSAIINX TOKYMEHTOB. OIIK-2; TIK-2;
IK-5; TIK-6
4. TexHomorust 00pabOTKU UCXOASAIIUX JOKYMEHTOB. OIIK-2; TIK-2;
I1K-5; T1K-6
5. OcoOeHHOCTH 00pabOTKN BHYTPEHHUX TOKYMEHTOB. OIIK-2; I1K-2;
IK-5; TIK-6
6. Ydyer oObeMa JOKYMEHTOO0OPOTA. OIIK-2; I1K-2;
I1K-5; T1K-6
7. OCHOBHBbIE HalpaBIIeHHs COBEPIIEHCTBOBAHUS IOKYyMEHTOO0O0POTA. OIIK-2; ITIK-2;
IK-5; TIK-6
8. PerucTpanus JOKyMEHTOB: ONpPEAEIEHUE, UEIU U 3a/la4u. OIIK-2; TIK-2;
I1K-5; T1K-6
9. CpaBHUTETBHBIE XapaKTEPUCTHKH (POPM PETUCTPAITUH TOKYMEHTOB. OIIK-2; ITIK-2;
IK-5; T1K-6
10. B3auMocBs3p mpolieccoB peructpandd U KoHTposst 3a wucnoiaHeHuem | OIIK-2; TIK-2;
JIOKYMEHTOB. TIK-5; TIK-6
11. | TexHONOrUsl KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB. OIIK-2; TIK-2;
IK-5; TIK-6
12. | Opranuszaius cipaBOYHO-UHGOPMAIIMOHHON PabOTHI. OIIK-2; ITIK-2;
I1K-5; TIK-6
13. | Ompenenenne «HOMEHKIATypa HIei», e€e 3HadeHne W npuMmeHeHune B npeno- | OIIK-2; I1K-2;
HIPOU3BOJICTBE. [1K-5; TIK-6
14. | Buasl HomeHknatypsl aei. OcobeHHOCTH uX npuMeHeHus B AenomnpousBoi- | OIIK-2; TTK-2;
CTBE. TIK-5; TIK-6
15. | TpeboBanus K cocTaBieHUI0 HOMEHKIATyphI nen. CocraBnenue 3aronoBkos B | OIIK-2; I1K-2;
HOMEHKJIAType Aell. [1K-5; TIK-6
16. | Ilopsanok COCTAaBICHUS U YTBEPKIACHUS HOMEHKIIATYPBL JCIL. OIIK-2; I1K-2;
I1K-5; TIK-6
17. | llpaBuna hopMupoBaHus TOKyMEHTOB B JIeJa. OIIK-2; ITIK-2;
IK-5; TIK-6
18. | OcoOEHHOCTH TIOTHOTO ¥ YACTHYHOTO O(POPMIICHUS OOJIOKKH JICII. OIIK-2; ITIK-2;
I1K-5; TIK-6
19. | YcTaHoBIEeHHE CPOKOB XpaHEHHUS JIell. OIIK-2; ITIK-2;
IK-5; TIK-6
20. | 3agauu ¥ TOPSAIOK MPOBEICHUS IKCIIEPTU3BI LICHHOCTH IOKYMEHTOB. OIIK-2; TIK-2;
I1K-5; TIK-6
21. | 3agaun 1 3Tanbl PabOTHI SKCIIEPTHBIX KOMHUCCHN B YUPEKICHUSX. OIIK-2; ITIK-2;
IK-5; TIK-6
22. | llpumeHeHue B AETONPOU3BOJCTBE MEPEUHs TOKYMEHTOB co cpokamu xpaHe- | OIIK-2; ITK-2;
HUS. TIK-5; TIK-6
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23. | IlogroToBka gen ydapekaeHUs K HadbHEHIIeMy XpaHeHuIo u ucnonb3oBanuio | OIIK-2; TTK-2;
[IK-5; TIK-6
24. | OcobeHHOCTH OIMCaHMs e MOCTOSIHHOTO W BpeMeHHoro xpaneHus. Buasr | OIIK-2; ITK-2;
ONMCeH, CO31aBAEMbIX ITPU Mepeaye Ael B ApXUB. I1K-5; TIK-6
Tabumna 13
Marepuanbl, He00X0AMMBbI€ /1Ji51 OLeHKH YMEHUI 1 BJIaJeHn i
(mpuMepHbIe NPAKTHKO-OPUEHTUPOBAHHBbIE 3a1aHNS)
Ne TeMbI NPUMEPHBIX Kon
n/n NPAKTUKO-OPUEHTUPOBAHHBIX 3a1aHM KOMIIETEeH UM
1. | Omnucanue creru@UUEecKuXx 0COOCHHOCTEH IPUKA3HOTO ACJIONPOU3BOICTBA OIIK-2; TTIK-2;
[IK-5; TIK-6
2. Onucanue TEHACHLUMM pa3BUTHS AENONPOU3BOJCTBa B coBerckuil mepuop | OIIK-2; TIK-2;
(1917-1991 rr.) [IK-5; T1K-6
3. | CocraBjeHHUE CPAaBHUTEILHON TaOJIMIIBI 3aKOHOAATEIBHBIX HOpM 1990-2010-x | OITK-2; I1K-2;
IT. TIK-5; TIK-6
4. | PacnpenencHre HOpMaTHBHO-NPABOBBIX aKTOB B COOTBETCTBMM ¢ mpaBoBoi | OINIK-2; ITK-2;
3HAYUMOCTBIO TIK-5; TIK-6
5. | XapakTepuCTHKa JOKYMEHTOB 110 CTaHAapTH3aLUU OIIK-2; I1K-2;
[IK-5; TIK-6
6. | BeiOop opranuzanuonnoii ¢popmsl nogpasaenenus JOY OIIK-2; I1K-2;
[IK-5; T1K-6
7. | XapakTeprCTHKa COCTaBa JOKAJbHBIX OpraHU3allMOHHO-IPaBOBBIX JokyMeH- | OIIK-2; I1K-2;
TOB, periameHTupyronmx J0Y TIK-5; I[TIK-6
8. | AHanM3 JOKyMEHTOO0OpOTa YUPEKACHHS OIIK-2; I1K-2;
[IK-5; T1K-6
9. | AHanu3 perucTpanuoHHO-KOHTPOIBHBIX (HopM OIIK-2; I1K-2;
[IK-5; TIK-6
10. | 3anmomHeHWE PETUCTPAIIIOHHO-KOHTPOIBHBIX POopM OIIK-2; I1K-2;
[IK-5; T1K-6
11. | CocraBnenue KOHTPOJIBHO-CIIPABOYHON KapTOTEKU OIIK-2; TTIK-2;
[IK-5; TIK-6
12. | AHanu3 HOMEHKIATyphI €] OpTraHU3aLNN OIIK-2; I1K-2;
[IK-5; T1K-6
13. | [IpoBepka npaBUIBLHOCTH (OPMUPOBAHHS JIET OIIK-2; I1K-2;
[IK-5; TIK-6
14. | Onpenenenue cpoka XpaHSHHS JTOKYMEHTA OIIK-2; TIK-2;
[IK-5; T1K-6
15. | AHanu3 NoJj0XKeHHs 00 PKCIIEPTHOU KOMUCCHU OIIK-2; T1K-2;
[IK-5; TIK-6
16. | CocraBnenue BHYTPEHHEH OMUCH Jena OIIK-2; TIK-2;
[IK-5; T1K-6

6.3.2. Temvt u memoouuecKue yKazanus no n002omoeKe peghepamoas,

acce u meopuecKux 3a0aHuUil no 0ucuunmme

Hanucanue pedepatos (3cce, TBOPUECKHX 3a4aHUI) HE IPETyCMOTPEHO.

6.3.3. Memoouueckue yKazanusa no blnoJIHEHUI0 KypPCo8oil padomol

KypcoBas pabota no AMCHUIUIMHE YY€OHBIM IIJIAHOM HE IPEAYCMOTPEHA.
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6.3.4. Tunoewvie 3a0anus 011 nPoeedeHUss MEKYUuLe20 KOHMPOis
¢opmuposanus komnemenyuii

6.3.4.1. [l.1anbl ceMMHAPCKUX 3aAHATHH
Cemunap Ne 1. Tema «Mcmopus pazeumus cucmemul 20Cy0apCcmeeHH020
oenonpouzeoocmea XI1V-XVII 6s.»

Bonpocwl 01 06cyacoenus:

1. lenonpon3BOACTBO B APEBHEPYCCKOM T'OCYIapCTBeE.

2. Pernmamenranus 3akoHoatenbHbIMU akTaMu X VI-XVII BB. OTA€NbHBIX CTOPOH
co3/1aHus U 0(pOpMIIEHUS JOKYMEHTOB, 00S3aHHOCTEHN «CITYKHIIBIX)» JIFOJICH.

3. Opranu3zanusi 1eJI0npOn3BOJCTBA B IEHTPAIBHBIX YUpEeKICHUAX Pycckoro
rocyzapcTBa (MprKa3ax) ¥ MECTHBIX YUPESKICHUIX (IPUKA3HBIX N30aX), €ro 0COOCHHOCTH.

4. OCHOBHBIE TaITBl U ONEPAIH PAOOTHI C JOKYMEHTaMH.

5. CronbuoBas popma en0nponu3BOCTBA.

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

JlomoyHUTENbHBIE MaTepHalibl K CEMHHAPY BBISBISIETCS CAMOCTOSITENILHO B paMKax
BBITIOJIHEHUS CAMOCTOSITEIbHOM paboThI 10 TeMe.

Cemunap Ne 2. Tema «Pazeumue 0e1onpou3so0cmea 20¢y0apcmeeHHbIX
yupeacoenuii 6 XVIII-XI 66.»
Bonpocwl 0n1 06cyacoenus:
1. Cucrema KOJJIEKCKOTO AeJIONPOU3BOACTBA
— pedopma LEeHTPAIbHBIX TOCYIaPCTBEHHBIX OPTaHOB;
— HOpPMAaTHUBHAs perjaMeHTalus JOKyMEHTAalMOHHBIX IIPOLIECCOB;
— OpraHu3alysl U TEXHOJIOIMH KOJUIEKCKOTO JI€JI0IPOU3BOJICTBA;

— OpraHu3alys XpaHEeHUs: JOKyMEHTOB.

— xapakrepuctuka «Tabemnst o panrax» 1722 r

— pedopMa MECTHBIX OpraHoB BiacTU (xapakTepuctuka «OOmiee yupexaeHHe
ryoepHckoe» 1775 1.);

— JIETIOTIPOU3BOJICTBO B I'yOEPHCKUX CTPYKTYpaX.

1. Cucrema muHucTepckoro aenonponssoacrea XIX - Hauana XX BB.

— «Obmee yupexaenne MUHUCTEpCTB» 1811 I. kak OCHOBHOM 3aKOHOAATEIIbHBIN aKT
10 €IMHOOOPA3HOMY TOPSAIKY IEIONPOU3BOICTBA B yupexaeHusx XIX B.;

— periaamMeHTanus JBUKEHUS JOKYMEHTOB;

— MEpBI 10 COKpAILIEHUIO TOKYMEHTO000pOTa B 3aKOHOAaTeNbCTBE XIX B.;

— pa3paboTKa palroHaIbHBIX CUCTEM JIETONPOU3BOJICTBA B OT/ICIbHBIX BEIOMCTBAX;

— crocoObl U METO/1bl pabOTHI ¢ JOKYMEHTaMH B Havase XX B.

Marepuansl Aji1 NOATOTOBKK ceMuHapy cM. Pasznen 7. IlepeueHp nmeyaTHbIX M dJ€K-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JUCUHUTIIINHBL

JlonoyIHUTENbHBIE MaTEepUalbl K CEMMHAPY BBISBIISIETCS CaMOCTOSITEIbHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOTHI IO TEME.

Cemunap Ne 3. Tema «I ocyoapcmeennoe 0e1onpou3800Ccmeo 8 CO8emcKull nepuoo»

Bonpocwl 011 06cyacoenus:
1. OnpiT 1920-X rr. M €ro 3Ha4€HUE JJIS MOCIEAYIOIETO TEOPETUUECKOTO U MPAKTU-
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YECKOr0 COBEPILIEHCTBOBAHMSI JI€TIOIIPON3BO/ICTBA.
2. Pa3BuTHE COBETCKOTO rOCyAapCTBEHHOTO Aenonpoun3Boactsa (1930-1950 rr.).
3. HesarensHocTb ['maBHOrO apxusHoro ynpasienus (I'AY) CCCP.
4. T'ocynapcTBeHHOE Aen0onpor3BoAcTBO B 1960-1990-¢ rr..
5. Ilytu coBepmeHcTBoBanus aenonpoussoacrea. EI'CIHOY u I'CHOY.

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

JlonoyIHUTENbHBIE MaTepUalbl K CEMMHAPY BBISBIISIETCS CaMOCTOSITENIbHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEIBLHON PabOThI IO TEME.

Cemunap Ne 4. Tema « Mncmumyyuonanvuoe pazeumue 0OKYMeHMaAYyuoOHHOU chepbl
6 1990 — 2000-e 22.»

Bonpocul ons oocyocoenus:

1. ®opmupoBaHue CHUCTEMBl OPraHOB T'OCYJAPCTBEHHOM BJIACTM U MECTHOI'O CaMO-
yIIpaBJICHUSI.

2. HopmartuBHoOe peryiupoBanue B cepe nnpopmanmu u 1okyMmeHTanuu B 1990-e rr.

3. PasButue pabot no cranpaptuzanuu JOY.

Marepuans! 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX M HH(MOPMAIIMOHHBIX PECYpPCOB HEOOXOAMMBIX ISl OCBOCHHS
JUCIUIINHBL

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

Cemunap Ne 5. Tema «Ilpasoeasi ocHo8a co8pemMeHH020 0eloNPOU3B00CmEa
Bonpocul ons ob6cyocoenus:
1. CocraB npaBoBoii 0a3bl 1€I0IPOU3BOJICTBA.
2. 3akoHomaTenbHble akThl Poccuiickoit denepanuu B cdepe uHPOpMAMH U
JIOKYMEHTalI1H.
3. Vka3el u pacnopspkenus Ilpesunmenra Poccuiickoit denepanyu, MOCTAHOBICHUS
IIpaBurenscTBa Poccuiickoit denepanuu.
4. Tlocranosnenus [IpaButenscTBa Poccuiickoit denepanuu.
5. IlpoGneMbl W TEpPCHEKTHBHI PA3BUTUS HOPMATHUBHO-NPAaBOBOW 0a3bl B cdepe
uH(bOpMaIMU U TIOKyMEHTALIUH.

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 6. Tema «Hopmamugnsie u memoouuecxkue 0OKyMeHmsl o 0eI0NPOU3800CMaEY»
Bonpocul ons obcycoenus:
1. CoctaB HOPMAaTUBHO-METOAMYECKON Oa3bl 1EITONPOU3BOICTBA.
2. HopmartuBHbIe mpaBOBbIE aKThl (hefiepaibHbIX OPraHOB HUCIIOJIHUTEIBCKON BIIACTH,
pErIaMEeHTHPYIOIINE BOIIPOCHI JOKYMEHTAITMOHHOTO 00ECTICUCHUSI.
3. JlokyMeHThI IO CTaHAapPTU3ALMH.
4. YHU(UIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIIUH.
5. HopmaTuBHBIE JOKYMEHTHI 10 TPYLy U OXpaHe Tpy/a.
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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 7. Tema « Opeanusayus caysxcoot JJOY»
Bonpocul ons obcyocoenus:
1. OcHoBHBIE acneKkThl opraHuzanuu ciyxos JJOY (ropuamueckuii, opraHu3aoH-
HBIN, TEXHUYECKHUM, TTICUXO0(PU3HOTOTUUECKHI )
2. Opranu3annoHHble (HOPMBI AETONPOU3BOACTBA (LIEHTPAIU30BAaHHAS, AELIEHTPAIN30-
BaHHasl, CMELLIaHHas).
3. dakTopsl, onpeneNsonre BEIOOp (opMbl B KOHKPETHOIH OpraHU3aluu.
4. 3amaun ¥ QyHKIUH CIyKObI Je0NPOU3BOACTBA.
5. TunoBble cTpyKTYypHI ciyx051 JJOY.
6. JIOJKHOCTHON M YHUCIEHHBIH COCTAaB CIyXObl JEJIONPOU3BOJACTB (PYKOBOJIUTEIH,
CTIELUAINCTHI, TEXHUYECKHE UCTIOITHUTEIIN ).
7. @yHKIMHA pabOTHUKOB Ciry )06l IOV
Marepuans! 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U MH(POPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJII OCBOCHUS
JUCHUATUTMHBL
JlonoJHUTENbHbIE MaTepHUajbl K CEMUHAPY BBIABIISAETCS CaMOCTOSATENIBHO B paMKax
BBITIOJIHEHUS CAMOCTOSITEIbHOM paboThI 10 TeMe.

Cemunap Ne 8. Tema «JloxkanvHas peenamenmayusi OOKYMeHMAYUOHHBIX NPOYECCOBY

Bonpocul ons ob6cyocoenus:

1. ITonoxxenue o cimyx6e JIOY (dhopma, cTpykTypa, OPSIOK pa3pabOTKH U BHEIPE-
HUA).

2. PermameHTanus TOJDKHOCTHBIX O0S3aHHOCTEH crienuanucToB ciryx0sr JJIOVY.

3. Opraauzanuonsbeie JoKyMeHTbl 1o JIOY (MHCTpyKIHS MO J€IO0NPOU3BOJICTBY,
Tabenb popM JOKYMEHTOB U Jp.).

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

JloTOJIHUTETbHBIE MAaTEePHAIbl K CEMHHAPY BBISBISICTCS CAMOCTOSITENILHO B paMKax
BBITIOJTHEHHS] CAMOCTOATEILHON PabOThI IO TEME.

Cemunap N 9. Tema «Texnonocuss oopabomku u 08UdNCeHUsL OOKYMEHMOB )
Bonpocwl 01 06cyacoenus:
1. [TonsiTue «10KyMeHTO000pOT». OCHOBHBIE 3TAIIbl IOKYMEHTOO00pOTA.
2. DkcneAMIMOHHas 00paboTKa TOKYMEHTOB, IIOCTYHAIOIIUX B OPTaHU3aIHIo.
3. IlpenBaputenbHOe pPacCMOTPEHHE TOKYMEHTOB B CIIy)KO€ JIOKYMEHTAIlHOHHOTO
o0ecrieyeHusI.
4. Opranu3anusi palioHaIbHOIO JBUKEHUS JOKYMEHTOB BHYTPU OpPTraHU3alINu.
5. O0paboTKa UCTIOHEHHBIX U OTHPABISEMBIX JOKYMEHTOB.
6. McnosiHeHUE TOKYMEHTOB.
7. AHanIu3 CTPYKTYpBI JOKYMEHTOO00POTA.
8. MeTtoabl yueTa U COKpalleHus: JOKyMEeHTO000poTa.
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Marepuansl 111 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U MH(MOPMALMOHHBIX PECYpPCOB HEOOXOOUMBIX IJII OCBOCHUS
JUCIUIINHBL

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

Cemunap Ne 10. Tema « Konmponv ucnoinerus 00OKyMeHmo8 u nopy4eHuil»

Bonpocwl 01 06cyacoenus:

1. IToHsATHE KKOHTPOJIb UCTIOJTHEHMSI TOKYMEHTOBY. Llenu u 3a1a4u KOHTPOJIA.

2. PersniamMeHTanus KOHTPOJIS UCIIOJIHEHUSI TOKYMEHTOB U IIOPYUYEHHH.

3. XapakTepucTUKa perucTpalMoHHbIX (GopM (KypHasjbHas, KapTOUHas, aBTOMAaTH3U-
pOBaHHas).

4. OpranuzaloHHble (OPMBI KOHTPOJIS: LEHTPAJIM30BAHHAs, JELEHTPATN30BaHHA,
CMEIlIaHHas.

5. Tunel KOHTPOJIA (IO CYLIECTBY, KOHTPOJIb 32 CPOKAMU UCIIOIHEHUS).

6. Buapl KOHTpOIISL: TEKYLIHH, TpeayIpeIUTENbHbIN, HTOTOBBIM.

7. TUnoBbIE U NHAVMBUAYAIbHBIE CPOKU UCTIOJHEHMSI TOKYMEHTOB.

8. TpaguuMoHHas 1 aBTOMATU3UPOBAHHASL TEXHOJIOTUsI KOHTPOJISL.

Matepuansl 11 OATOTOBKU ceMuHapy cM. Pasznen 7. IlepeueHb neyaTHbIX U dJ€K-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JUCLUIUINHBL

JlonosIHUTENbHBIE MaTEepUalbl K CEMUHAPY BBISBIISIETCS CaMOCTOSITEIbHO B paMKax
BBINOJIHEHUS CAMOCTOSITEIbHOM paboThI 110 TEMeE.

Cemunap Ne 11. Tema « Unpopmayuonno-cnpagounas paboma
1O OOKYMEHMAM OP2aHU3aAyUU»
Bonpocul ons ob6cyocoenus:

1. UadopmanmonHo-cipaBouHas paboTa riaBHas 3a1a4a ciyxos JJOY.

2. CipaBouYHble KapTOTEKH: BHUJbI, XapaKTEPUCTUKA, OCOOCHHOCTU BEICHMS, CPOKH
XpaHEeHusl.

3. IlpuHuMIBEl OCTPOEHUS HH(POPMALIMOHHO-TIOMCKOBBIX CUCTEM 110 IOKYMEHTAM.

4. CoBpeMeHHBIE CUCTEMBI YIIpaBIeHHU 0a3aMu JaHHBIX: 3HAYCHHE, OCOOCHHOCTHU Be-
JICHUS, TIOUCK JIOKyMEHTOB, BblJ]auya CIIPaBOK.

Marepuansl 111 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U HUH(MOPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJIi OCBOCHUS
JUCIUIINHBL

JlonoJHUTENbHbIE MaTepHUajbl K CEMUHAPY BBIABIISAETCS CaMOCTOSATENIBHO B paMKax
BBITIOJIHEHUS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 12. Tema «Homenkiamypa oen Kaxk K1accupukayuoHHblil CRPAGOUHUKY
Bonpocul ons obcycoenus:

1. 3nayeHne HOMEHKJIATYPHI JIEI.

2. Bunbl HOMEHKIATYpbI €T (TUIIOBAs], IPUMEpPHAs, CBO/IHAS), X HA3HAUCHUE.

3. TpeboBaHHsI K COCTaBICHUIO HOMEHKIATYPBI JEJN, WX perjaMeHTanus B HOpMa-
TUBHO-METOAMYECKUX MaTepuaiax.

4. MetoauKa COCTaBJIEHUS] HOMEHKJIATYphI JIel: H3y4eHHE COCTaBa JIOKYMEHTOB, pa3-
paboTka kiaccu(UKaMOHHON CXeMbl; TPEOOBaHUS K COCTABJICHHUIO 3ar0JIOBKOB JIE]l U MPaBU-
Jla UX CUCTEMaTH3AIHH.

5. Hopsanok odhopmieHNss HOMEHKIATYphI Aesl. CpoKH XpaHEeHUs: JOKYMEHTOB.

6. Mcnonp30BaHnEe HOMEHKIIATYPHI JeJI B OTICPATUBHOM XPAHEHUU U BEIOMCTBEHHOM
apxuBe.
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Marepuansl 111 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U MH(MOPMALMOHHBIX PECYpPCOB HEOOXOOUMBIX IJII OCBOCHUS
JUCIUIINHBL

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

Cemunap Ne 13. Tema « Dopmuposarue oeny
Bonpocwl 01 06cyacoenus:
[TonsTHe «hopmMupoBaHue 1em».
@opMUpOBaHUE ACII B OPraHU3ALUAX PA3IIMYHBIX YPOBHEHN YIIPABIICHUSA.
OO6mue npaBwita GopMUpPOBaHUS JEIT.
I'pynnupoBka pa3nu4HbIX KATETOPUNA JOKYMEHTOB B JEJIA.
. IIpyHIMMIBI cucTeMaTu3alnuy JOKYMEHTOB BHYTPH JEII.

MaTepI/IaJIbI JUIsL TIOATOTOBKM ceMHuHapy cM. Pasznen 7. IlepedeHsb IedaTHBIX U DJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U UH(MOPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJII OCBOCHUS
JUCLUIUINHBL

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

N

Cemunap Ne 14. Tema « Opeanuzayusi onepamusHo20 XpaHeHusi 0eny

Bonpocul ons obcyocoenus:

1. HopmatuBHO-MeToanYecKass 0a3za periaMeHTHPYIOUIas OpPraHMU3aLUI0 TEKYIIEeTo
XpaHEHUs JOKYMEHTOB B JICJIOTIPOU3BOICTBE.

2. 3amauym paboTHUKOB Ciryx)0b1 JIOY 10 opraHu3anuy TeKyImero XxpaHeHus JOKyMeH -
TOB.

3. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MMOAPA3ICICHUSX OPTaHU3AIIHH.

4. OpraHu3anyus CIpaBOYHON pabOThI U MOPSIOK BBIIAYU JOKYMEHTOB JJISi BPEMEH-
HOTO TOJIb30BAHMSI IPU XPAHCHUH UX B CTPYKTYPHBIX MMOAPA3ICICHHSIX.

5. XpaHeHHEe MalIMHOYUTACMBIX JJOKYMEHT» M JOKYMEHTOB Ha MarHUTHBIX HOCHTE-
TISIX.

Marepwuansl 115l TOArOTOBKH ceMuHapy cM. Pasznen 7. [lepeueHp mevaTHBIX U AJICK-
TPOHHBIX 00pa30BATEIBHBIX UM HH(OPMAIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JICTIATUTHHBL

JloTOJTHUTETbHBIE MAaTEPHAIbl K CEMHHAPY BBISBISICTCS CAMOCTOSITENILHO B paMKax
BBITTOJIHEHUS CAMOCTOSITEIBHOM paboThI 10 TeMe.

Cemunap Ne 15.
Tema «Opeanuzayus 9KCnepmu3vl YeHHOCMU OOKYMEHMO8 8 Oel10NPOU3B00CHIEE»
Bonpocul ons ob6cyocoenus:
1. ITonsTHe «3KCHEpTU3a LIEHHOCTW». HOopMaTUBHO-METOUYECKHE OCHOBBI IIPOBE/E-
HUS SKCIIEPTU3BIL.
2. 3HayeHue IKCIEPTU3bl HIEHHOCTH JIOKYMEHTOB.
3. TpeboBanus K MPOBEACHUIO SKCIIEPTHU3BI IEHHOCTU JOKYMEHTOB.
4. Kpurtepuu OLIeHKU JJOKYMEHTOB (IIPOMCXOKICHUE, COJIEPKaHNE, BHEIITHUE OCOOCHHOCTH).
5. Hpunnunet D11 uctopusm, BCECTOPOHHOCTh, KOMILIEKCHOCTb.
6. Opranuzanusi 3KCHEPTU3bl IIEHHOCTH JOKYMEHTOB, LIEHTPAJIbHBIX AKCIEPTHBIX
KOMHCCHM U SKCIIEPTHBIX KOMUCCUHN YUPEKICHHUS.
Marepuansl 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX M HH(MOPMAIMOHHBIX PECYpPCOB HEOOXOAMMBIX JIJISI OCBOCHHS
JUCIUIINHBL
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I[OHOJIHI/ITGJIBHBIG MaTCepuajibl K CEMHUHAPY BBIABIACTCA CAMOCTOATCIIBHO B paMKax
BBIITOJIHEHHUS CaMOCTOSITEIIFHOM pa6OTBI I10 TEMEC.

Cemunap Ne 16. Tema «llepeuru OOKyMeHMO8 CO CPOKAMU XPAHEHUSL)

Bonpocwl 01 0b6cyacoenus:

1. HazHaueHre M MCHOJB30BAaHUE MEpPEUHEH ISl ONEepaTUBHOIO XPaHEHHs JOKYMEH-
TOB B JIEJIONIPOU3BOJICTBE U B apXUBE.

2. Bunel nepeuneii (TUMOBBIE, BEIOMCTBEHHbBIC) MX Ha3HAYCHHUE U UCIIOJIb30BAHUE IS
COCTaBJICHUSI KJIACCH(PHUKATOPOB U HOMEHKJIATYP €.

3. CtpykTypa nepeyHen.

4. CocraB nepeuHei.

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.

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

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

2. AnHanu3 JOKyMEHTOB, PETJIAMEHTUPYIOLINX HOPMBI BpEMEHH U KBaJTH(PHUKAIIMOHHbIE
xapakrepucTuku: Hopmbl BpeMeHH Ha paloOThl MO JOKYMEHTAllMOHHOMY OOECIeUYEeHUIO
YIpaBJIEHYECKUX CTPYKTYP B (hefepalibHbIX OpraHax UcroiHuTenbckoi Baactu 2002r.; «Ksa-
TUUKAIMOHHBIN CIIPABOYHUK JODKHOCTEH pyKOBOJIUTENEH, CIICIUAIIMCTOB U APYTUX CITyKa-
mmx» (yTB. [loctanoBnennem Muntpyna PO ot 21.08.1998 N 37) (pea. ot 14.03.2011).

3. IIpodeccuonanpusplii crangapt «CrenuasIucT Mo OPraHU3alMOHHOMY U JIOKYMEH-

TAIMOHHOMY OOECITIEYEeHHUIO YIpaBieHus opranusanuein» (ytB. [Ipukazom Muntpyna Poccun
ot 06.05.2015 Ne 276m)

Ipakmuuecxoe 3auamue Ne 2. Opeanuzayus cayscovt JJOY

1. U3yuenue TpeOGoBaHM 1EHCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB K OpraHU3aLUH,
CTPYKType U (PyHKIUAM CIyKObl J€T0NPON3BOACTBA.

2. Ananus opranuzanuu ciayxo0s! [JOY B ycI0BHON opraHU3alluy BHISIBICHHE €€ 0CO-
OeHHOCTEH.

3. CocTtaBiieHrE CXEMbl OPraHU3aLMOHHON CTPYKTYpPBI JEIONPOU3BOJACTBEHHON CITYXk-
OBl YCIIOBHOW OpraHU3AIINH.

4. Cocrapnenue [lonoxenus o ciryx0e 1eI0NpOU3BOJCTBA YCIOBHOM OpraHU3alny.

Ipaxmuueckoe 3anamue Ne 3. Qucnennwiii cocmas ciyacovt JJ[OY
1. N3yyeHne HOpMaTUBHO-METOINYECKUX JOKYMEHTOB JIOJDKHOCTHOTO M YHCIIEHHOTO
COCTaBa JIeJIONPOU3BOICTBEHHOT O IIEPCOHATA.
2. V3y4yeHne METOAMK pacyueTa MTaTHOW YACICHHOCTH.
3. M3y4eHne HOpMATUBOB BPEMEHHU Ha BBIIOJIHEHUE ONPEACICHHBIX BUIOB Pa0OT.
4. Pacuer 4YHCIEHHOCTH JICJIONPOU3BOJACTBEHHOTO IIEPCOHAA.

Ilpaxmuueckoe sanamue Ne 4. Peenamenmayus cayacoot JJOY

1. M3yuyeHne JOKyMEHTOB, PETJIaMEHTHPYIOLNX OopraHu3aiuio ciayxosr J0Y.
2. Cocrasnenue [lomoxenus o ciayx6e JIOY KOHKpETHOUN OpraHu3aluy.
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3. U3yuenue u pa3zpadorka Tabens yHupumpoBaHHbIX (OPM TOKYMEHTOB.

Ipaxmuueckoe 3ansamue Ne 5. Cocmagnenue uHCmpyKyuu no 0eionpou3eo0cmey
1. U3ydyenue TtpeOGoBaHUII HOPMATHUBHO-METOJMYECKUX OKYMEHTOB K COCTAaBJICHUIO
MHCTPYKLUH TI0 JEJIONPON3BOACTBY.
2. U3yyeHue nesATENBHOCTH M TEXHOJOTHU DPAOOTHI C JOKyYMEHTaMH B ammapare
YIpaBJIEHUS YCIOBHON OpPraHU3alUH.
3. CocTtaBiieHre HHCTPYKIUH 110 AETONPOU3BOICTBY YCIOBHON OpraHU3allUH.

Ilpakmuuecxoe 3auamue Ne 6. Opeanuzayusi OOKymeHmoobopoma
1. M3yyenne HOpPMATUBHBIX TpeOOBaHUI K OpraHu3alMHd JOKyMEHTO00OpoTa B
rOCyIapCTBEHHBIX YUPEKIACHUAX.
2. N3yuyeHne JOKyMEHTOOOOPOTa B KOHKPETHOW OpPTraHU3aLIHH.
3. 3ydyeHne JIEATEIBHOCTH ammapara yIpaBJICHUS KOHKPETHOM OpraHu3aluu |
COCTABJICHUE OIIEPOrpaMM JBUKEHUS BXOIAIIECH, UCXOASIIEH U BHYTPEHHEN JOKYMEHTALIUU
4. Iloncuer u cocTaBlIeHUE CBOAKH 00beMa TOKYMEHTO000pOTa 3a rof.

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

Ilpakmuueckoe 3anamue Ne 8. Konmponv ucnoinenus 00KyMeHmos

1. U3ydyenue TpeOOBaHUI HOPMATHBHO-METOJTUYECKUX JOKYMEHTOB, PETIIAMEHTHUPY-
IOLUX OPraHU3alUI0 KOHTPOJIS 32 UCIIOJIHEHUEM TOKYMEHTOB.

2. W3yuenne opranuzanum paboTbl CO CPOKOBOW KapTOTEKOH.

3. 3amonHeHue PerucTPaliOHHO-KOHTPOJIBbHOM KapTOUKH.

4. O3HaKOMJICHHE C OIKMCAHUEM TEXHOJIOTMU BEJICHUS KOHTPOJS 3a HCIOJIHEHUEM
JIOKYMEHTOB KOHKPETHOW OpraHu3alii U 000CHOBaHHE MPEIJIOKEHUN MO0 COBEPIICHCTBOBA-
HUIO PETUCTPALIMU JOKYMEHTOB U WH(OPMAIIMOHHO-CIIPABOYHON paOOTEHI.

Ipaxmuueckoe 3anamue Ne 9. Unghopmayuonno-cnpasounas paboma
1. U3yuenune TpeOOBaHUIT HOPMATHBHO-METOIUYECKHUX JIOKYMEHTOB, PErIIAMEHTUPY-
IOIUX OPraHU3aIU0 HHPOPMAITMOHHO-CIIPABOYHOMN paOOTHI.
2. O3HaKOMJICHHE C ONMCAHUEM TEXHOJIOTHU WH(OPMAIIMOHHO-CIIPABOYHON PaOOTHI B
KOHKPETHOW OpraHu3allHH.
3. OO06ocHOBaHUE NPEIOKEHHUH TI0 COBEPIICHCTBOBAHUIO HH(DOPMAITMOHHO-CIIPABOY-
HOU pabOTHI.

Ilpakmuueckoe 3anamue Ne 10.
Homenxnamypa oen kak kiaccu@uxkayuoHuslli CHpagoYHUK

1. U3ydyenne TpeOOBaHN HOPMATUBHO-METOAMUYECKUX JOKYMEHTOB K COCTABJICHUIO H
0(OPMIICHUIO HOMEHKJIATYPbI eIl

2. V3ydeHue MCIoNIb30BaHUS MEPEUYHS JTOKYMEHTOB CO CPOKaMM XPaHEHHS U OIpeje-
JICHHE BO3MOXHOCTEH €ro MCIOIb30BaHMUS.

3. AHanu3 KOHKPETHOW HOMEHKJIATYPHI JIeJl U BBISBICHHE OIIMOOK B €€ COCTABICHUU
1 0(pOPMJIICHUHU.
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4. CocraBieHHe KOHKPETHOM HOMEHKIIATYPHI J1€7 OPraHU3alNH.

Ipaxmuueckoe 3anamue Ne 1 1. @opmuposarue oen

1. ®opmupoBaHue J1e]1 B OpraHU3alMIX Pa3IudHbIX YPOBHEH yIIPABICHHUS.

2. I'pynnupoBKa pa3IMYHbIX KaTEropuil TOKyMEHTOB B Jieja.

3. CucremaTu3annuy JOKYMEHTOB BHYTPH JIE.

Ipaxmuueckoe 3anamue Ne 12. Opeanuzayus onepamusHo2o XpaHerus oejl

1. HopmatuBHO-MeTOAMYecKast 0a3za perIaMeHTHPYIONIass OpPTaHMU3alUI0 TEKYIIETO
XpaHEHHUs JOKYMEHTOB B JIeIOTIPOU3BOICTBE.

2. AnHanu3 XpaHEHUS TOKYMEHTOB B CTPYKTYPHBIX TIOAPA3ICICHHUSIX OpTraHU3aIHH.

3. Opranu3zainusi cupaBoyHOU paOOTHI U MOPSAOK BBIIAYM JIOKYMEHTOB JUISI BPEMEH-
HOTO TIOJIb30BAHUS TIPU XPAHEHUH UX B CTPYKTYPHBIX TOPA3ICIICHUSIX.

IIpaxmuueckoe 3anamue Ne 13. Opeanusayus sKxcnepmu3sbl YeHHOCMU
O0OKYMeHmo8 8 0elonpousso0cmee
1. N3yuenne TpeOOBaHWN HOPMATHBHO-METOJIUYECKUX JOKYMEHTOB K OpPTraHU3aluU
AKCIIEPTU3BI IICHHOCTH JOKYMEHTOB.
2. CocTaBieHue NMpHKa3a O CO3AaHUM SKCHEPTHOW KOMHCCHM B yCJIOBHOM OpraHm3a-
M.

Ilpaxmuueckoe 3anamue Ne 14. Ilepeunu 00KyMeHmo6 co cpokamu XpaHeHus
1. M3y4yeHue BUJOB NEPEUYHEN CO CPOKAMH XPAHEHUSI.
2. AHanu3 nepevyHei co CpoKaMU XpaHEHHS 10 MPEAJIOKEHHOU CXEME.

Ilpakmuuecroe 3auamue Ne 15. [loocomoska den k nepedaue 8 apxus opeanu3ayuu
1. U3ydyenue TpeOGoBaHUII HOPMATHBHO-METOJUYECKHX TOKYMEHTOB K (opmupoBa-
HUIO JIe]T ¥ MX MTOATOTOBKE K Cc/laue B apXUB OPTaHHU3AIUU.
2. AHaiu3 NpaBWIbHOCTU IPYIIIUPOBKH JTOKYMEHTOB B JI€Ja.
3. OdopmieHue aen 1 ciavu B apXuB OPTaHU3aAIUH.
4. CocraBieHu€e ONMKCH Ha Jieja MOCTOSSHHOTO U BPEMEHHOTO XPaHEHHUS.

6.3.4.3. Tembl 1 3a7aHUs 1J151 MEJIKOTPYNIIOBBIX/HHAMBUAYAJbHBIX 3aAHATHI
MenkorpyImnoBble/HHIUBUIYJIbHBIC 3aHITHS 10 AUCIUIUINHE YIeOHBIM IIAHOM HE
IPEIyCMOTPEHBI.

6.3.4.4. Tunosble TeMbl M 32JaHUSA KOHTPOJbHBIX padoT
(KOHTPOJILHOT0 YPOKA)
KonrpomnbHas pabora B ydeOGHOM Mpo1iecce He UCTIONb3YETCH.

6.3.4.5. TecToBble 3a1aHUA
TecToBbIe 3aaHUsT BKIIOYEHBI B (DOHJ OIICHOYHBIX CpPeACTB. MCmonp3yoTes TecTo-
BbIe 3a/1aHus B (hopMe BBIOOp OIHOTO, ABYX M Oojiee MPaBHIbHBIX OTBETOB U3 MPEATIOKEH-
HBIX, YCTAHOBJIEHUE COOTBETCTBHUS (IIOCIEA0BATEIBHOCTH ), Keiic-3a/1aHusl.

6.4. Meroanueckue MaTepHuaJbl, ONpeae/sole Npoue1ypbl OUeHUBAHUS 3HAHUI, yMe-
HHUH M BJIaJICHUH, XapaKTEePHU3YIOIIHUX ITaNbl (POPMUPOBAHUA KOMIIETCHIMI

1. HopmaTuBHO-MeTOIMUECKOE OOECreueHre TEKYIIEero KOHTPOJIA YCHEeBAaeMOCTH H
MIPOMEXKYTOUHOM aTTecTalluu O0y4aroIIMXCsl OCYIIECTBISETCS B COOTBETCTBUU C JIOKAJIbHbI-
MU aKTaMH By3a.

KonkpetHsie Gpopmbl U MporLeIypbl TEKYILIETO KOHTPOJIS YCIIEBAEMOCTH U MPOMEXKY-
TOYHOM aTTecTaluM 10 JUCLHUIUIMHE OTpakeHbl B 4 paznene «CopepkaHWe JUCLMILIMHBL,
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CTPYKTYpUPOBAaHHOE 110 TeMaM (pas3ziesiaM) ¢ yKa3aHHEM OTBEIEHHOIO Ha HUX KOJUYECTBA
aKaJeMHUYECKHUX YaCOB U BUJIOB YUCOHBIX 3aHITHII.

AHaiau3 1 MOHUTOPUHT ITPOMEXYTOUYHOM aTTECTallMM OTPaXKeH B COOpPHUKE CTaTUCTHU-
yeckux MatepuainoB: «IToru 3uMHen (JieTHei) 3a4eTHO-IK3aMEHALMOHHON CECCUM.

2. Jlnd NOATOTOBKM K IPOMEXYTOUHOM aTTeCTallMM PEKOMEHIYETCS I0JIb30BaThCs
(OHIOM OILIEHOYHBIX CPEJICTB:

— MepedYeHb KOMIIETCHLIMH € yKa3aHHUEeM 3TanoB MX (OPMUPOBAaHUS B IpoLEcCe
OCBOCHHS 00pa3oBaTeIbHON IporpamMmel (cM. 11. 6.1);

— ONMCAaHUE I0KA3aTeJIe M KPUTEPUEB OLICHWBAHUS KOMIIETEHUUI Ha pa3/InYHbIX
sTanax ux (OpMHUPOBAHMS, OIMCAHHE [IKAT OL[EHUBAHUS (CM. 1. 6.2);

— TUNOBBIE KOHTPOJbHBIC 3alaHHsl WIM HHbIE MaTepHalbl, HEOOXOIMMBbIE st
OLICHKM 3HAHWM, YMEHUH, BIAJCHUI, XapaKTepU3yIOIIMX d3Tanbl  (HOPMHUPOBAHUS
KOMIIETEHIIMI B MpoIiecce OCBOCHUSI 00pa30BaTeIbHON IPOrpamMmsl (cM. 1. 6.3).

3. TpeGoBaHus K NPOXOXKICHUIO MPOMEKYTOYHON aTTECTAllMK 3a4eT U dk3aMeH. O0y-

YaIOUUICS JOJIKEH:
—TPUHAMATh YYaCTHE B CEMUHAPCKUX 3aHATHUSX;
—CBOEBPEMEHHO U KaUe€CTBEHHO BBINIOJHAThH MPAKTUYECKUE PabOTHI;
—CBOEBPEMEHHO BBITIOJIHATH CAMOCTOSITENIbHBIC 3a/IaHUS;
—MPOWUTHU MPOMEKYTOUYHOE TECTUPOBAHHUE.

4. Bo Bpems IpOMEKYyTOYHON aTTeCTalluy UCTIOIb3YIOTCS:

— Onmanku OwmeToB (YCTAaHOBJICHHOTO 00pasia);

— CIIMCOK TEOPETHUYECKHX BOIMPOCOB U 0a3a MPaKTUYECKUX 3aJaHHi, BBIHOCUMBIX Ha
3a4yeT U IK3aMEH,;

— OIKCaHUE IIKaJl OLICHUBAHUS;

— CIPaBOYHbIE, METOIUYECKUE U UHBIE MATEPHAIIBI.

1. lnd ocyuiecTBlIeHUSI MPOLEAYP TEKYLIEr0 KOHTPOJIS yCIEBAEMOCTH M MPOMEXKY-
TOYHOW aTTECTAllMM JUI MHBAJIHMIOB M JIMI[ C OTPAaHUYECHHBIMH BO3MOXHOCTSIMH 3/I0POBBS
(GOH/IBI OLIEHOYHBIX CPEJCTB aJalTUPOBAHBI 32 CUET MCMOJIb30BAHUS CIEHUATU3UPOBAHHOTO
000py10BaHUs VIl MHKJIIO3UBHOIO oOyueHusi. dopma mpoBeneHusl TEKyLeld U UTOrOBOM aT-
TECTallMM JJIsl CTYJIEHTOB-WHBAJIUJOB YCTAHABIMBAETCA C Y4€TOM HWHAMBHIYaJIbHBIX IICH-
X0(U3NIEeCKUX 0COOEHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIBIOTEpE, B
dbopme TectupoBaHus U T. 1.). [Ipu HEOOXOAMMOCTH CTYJIEHTY-WHBAIUIY IPEIOCTABISAECTCS
JIOTIOJIHUTEIBHOE BPEMS JIJIsl IIOJTOTOBKM OTBETA HA 3a4€TE U 3K3aMEHE.

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

7.1. TleuaTHble ¥ (MJIK) 3JEKTPOHHBIE 00pa3oBaTeIbLHbIE pecypenl’
1. Koctposa, FO. b. Opranuzamust u TEXHOJIOTHS JOKYMEHTAIIMOHHOTO obecrieue-

HUs ynpasieHus : yueonoe nocodue / 0. b. Koctposa, JI. b. Eroposa, O. B.
JlozoBas. — Cankr-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. MOJIb30BaTECH.

' 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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https://e.lanbook.com/book/64087

2. Mumenus, C. E. Opranusanus v TEXHOJOTHS JOKyMEHTAIIMOHHOTO o0ecreye-
HUSI YIIPaBJICHHS: JIEKTPOHHOE yueOHoe mocobue : yuebHoe mocodue / C. E.
Mumennn. — Kemeposo : KemI'V, 2017. — 477 c¢. — ISBN 978-5-8353-
2149-0. — TexcT : 2neKTpoHHBIA // JlaHb : 3JEKTPOHHO-OMOIMOTEYHAs] CH-
crema. — URL: https://e.lanbook.com/book/99438  (mara oOpauieHus:
24.05.2024). — Pexxum mocTtymna: i aBTOPU3. TOJIb30BATENICH.

3. OpFaHI/ISaIII/Iﬂ N TCXHOJIOTUA JOKYMCHTAIUMOHHOI'O obecrieucHHs YIPpaBJICHUA :

yuebHoe nocobue / cocrtaBurenb C. E. Mumenun. — Kemeposo : KemI'V,
2017. — 478 c. — ISBN 978-5-8353-2149-0. — Texkcr : anexTpoHHSbIi // JlaHb
3JICKTPOHHO-OMOIMOTEUHAS cUcTeMa. — URL.:

https://e.lanbook.com/book/103098 (mara obpamenus: 24.05.2024). — Pexum
JIOCTYTIA: JIJISl aBTOPU3. TIOJIb30BATEIICH.

4.
7.2. UndopmanuoHHbIE pecypchl
7.2.1. Ilpogheccuonanvnvie 6azvl 0anHbIX U UHPOPMAUUOHHBIE CHPABOYHbBIE CUCHIEMbL

Ba3bpl JaHHBIX:

OBC «Jlanw» — Pexxum gocryna:http://e.lanbook.com

3BC «PykonT» — Pexxum nocryma: http://rucont.ru

http://e.sekretariat.ru/ — cailT 35eKTpOHHOM BepcHM xypHaia « ClipaBOYHUK CEKpeTaps
1 o(uc-MEHEKEPAY.

http://www.delo-press.ru — caiiT *ypHana «Jle1onpon3BojacTBO U JOKYMEHTOOOOPOT
Ha TPEIPUATAN.

http://www.kadrovik-praktik.ru — caldlT mMaTepuasoB M0 KaJIpOBOMY JIEIONPOU3BOI-

CTBY.
http://www.profiz.ru/sr/ — caiit xypHana «Cekperapb-peQepeHry.
http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO -Jlemonpoun3so-
ctBo 1 COJ] (mopran ans pykoBoautenei ciyx6 JJOY u cekperapeit Bcex ypoBHEH).
HNHupopmanuoHHbIe CIPABOYHbIE CHCTEeMBI: ['apaHT.

7.2.2. Pecypcot ungpopmayuonno-menekommyHukauyuonnou cemu Humepnem

http://e.sekretariat.ru/ — caiit 31eKTpoHHON Bepcuu KypHaia « ClipaBOUYHUK CeKpeTaps
1 opuc-MeHEKEpay.

http://www.delo-press.ru — caiit xypHana «J{e1onponu3BoaCTBO U JOKYMEHTOOO0OPOT
Ha MPEIIPUSTHI.

http://www.kadrovik-praktik.ru — caliT marepuasoB 1Mo KaJpoBOMY IEIOMPOU3BOI-
CTBY.

http://www.profiz.ru/st/ — caiiT xxypHana «Cekperapb-pedepeHT».

http://www.sekretariat.ru/forum/forum1/topic781/messages — PRO -JlenmonpowusBo-
ctBo 1 COJ] (mopran ans pykoBoaureneit ciyx6 JJOY u cekperapeit Bcex ypoBHEH).

8. METOJIMYECKHUE YKA3AHUS JJISI OBYYAIOLIMXCS
IO OCBOEHMUIO JUCHUIIJINHBI
KomruiekcHoe m3ydeHue OOyYaroIUMUCS TUCHUIUIMHBI MPEIOoJIaracT: OBIAJCHHE
MarepuaiamMu JISKIMH, y4eOHOW W JIOMOJIHUTEIBLHON JIMTEepaTypoi, yKa3aHHOW B pabouei
porpaMMe JTUCIUIUIHHEI; TBOPUYECKYIO padoTy 0OyJarOIIUXCs B XOJ€ MPOBEICHUS CEMUHAP-
CKUX (IIPAKTHUUYECKUX, UHIUBUAYATIbHBIX) 3aHATUN, a TAKXKE CHCTEMAaTHYECKOE BBHIMOJTHEHUE
TECTOBBIX M WHBIX 3aJJaHUH JIsl CAMOCTOSTEIbHON pabOThI 00YYaIOIIIXCS.
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B Xone nexkuuii pacKkpbIBalOTCS OCHOBHBIE BOIIPOCHI B PaMKax pacCMaTpUBAEMOU
TEMBI, JIENAI0TCS aKIEeHThl Ha HauboJyiee CIOXKHBbIE W MHTEPECHBIC MOJOXKEHHS H3y4yaeMoro
MaTepHala, KOTOpbIe JODKHBI OBITh MPUHATHI 00y4YaromUMUCS BO BHUMaHHe. OCHOBOM ISt
MOJATOTOBKUA O0YYaromierocsi K CEMUHApPCKUM 3aHSATUSIM SBIISIOTCA JICKIIMA U WU3JIaHUs, pe-
KOMEH/]IyeMbI€ npernoaaBaTeieM (cM. 1. 6.3. TUunoBbie KOHTPOJIbHBIC 3a/IaHHS WJIM UHBIE MaTe-
pHualibl, HeOOXOIMMBIE ISl OLEHKW 3HAHUM, YMEHUH, BIIaJICHUM, XapaKTepU3YIOIINX ATallbl
(dbopMHpOBaHUS KOMIIETCHIIUI B IPOLIECCE OCBOEHUS 00pa30BaTEIbHOM MPOrpaMMBbl).

OCHOBHOH LIEJIBI0 CEMUHAPCKUX 3aHATUH SIBJIETCS KOHTPOJIb 332 CTEIIEHBIO YCBOCHUS
IIPOMJEHHOIO MaTepuaia U XOJOM BBIIOJHEHUS 00YYarOIIMMKCS CaMOCTOSITENbHON paboThI,
o0cyxJieHue HanboJsee CIOKHBIX U CIIOPHBIX BOIPOCOB B paMKax TEMbl CEMHUHAPCKOTO 3aHs-
tus. [lpu o6cyXaeHnn Ha CeMHHApax CIOXHBIX U TUCKYCCHOHHBIX BOIIPOCOB U MPOOJIEM HUC-
MOJIB3YIOTCS METOAUKH MHTEPAKTUBHBIX (OpM OOyueHHs, YTO MO3BOJIAET MOTPY>KaThb 00y-
YAIOIUXCS B peasibHyI0 atMoc(hepy JIeI0BOro COTPYIHHYECTBA MO Pa3pEIICHUI0 MpoOIieM,
ONTUMAJIBHYIO JIJIsl BBIPAOOTKM YMEHUM U BJIaJICHUH.

Jlnst ycnemrHoi MOATOTOBKY K CEMUHAPCKUM 3aHATUSAM OOydarolrecs B 00s3aTelb-
HOM TMOpSJKE, KPOME PEKOMEHAYEMOM K M3YUYEHUIO JUTEPATYPbl, JIEKTPOHHBIX W3JAHUN U
MHTEPHET-PECYPCOB, IOJDKHBI HCIIOIB30BaTh MyOIMKALNY 110 H3y4aeMOi TeMe B KypHaJax.

OCHOBHOH 11€71bI0 MTPAKTUYECKHUX 3aHATUH SIBIsIETCS 0TpabOoTKa MpodhecCHOHATBHBIX
YMEHUN U BIAJCHUNA HABbIKAMU. B 3aBUCMMOCTH OT COJAEPKAHUS NMPAKTUYECKOTO 3aHATHUS
MOTYT OBITh MCIIOJIb30BAHbI METOJAUKH MHTEPAKTUBHBIX (hopM oOyueHus. OCHOBHOE OTIHYHE
AKTUBHBIX U UHTEPAKTUBHBIX YIPA)KHEHUN U 33JaHUN B TOM, UTO OHU HaIpPaBJIE€Hbl HE TOJIBKO
1 HE CTOJIBKO Ha 3aKPEIUICHHUE YK€ U3YUEHHOI0 MaTepHalia, CKOJIbKO Ha U3y4EHHE HOBOIO.

Jlyiss BBITIOJTHEHUS 3aJ]aHU CaMOCTOATEIbHONW paboThl B MUCBMEHHOW (opme 1o
TeMaM 00ydaroIuecs, KpoMe peKOMEHAYEMOM K U3yUEHHUIO JIUTEPATyPhl, SJCKTPOHHBIX U3/a-
HUI U UHTEPHET-PECYPCOB, JOJDKHBI UCIOIB30BATh MMyOIUKAIIMH 110 H3y4aeMOi TeMe B XKyp-
Halax (3aaHus AJis caMoCTosITeNbHOM padoThl cM. B Paznene 5. [lepeuens yueOHO-MeTOAM -
YEeCKOTo 00eCIeYeHus 115l CAMOCTOSTEIbHOM paboThl 00YYaIOLINXCS 110 TUCIUILIHE).

[IpenycMoTpeHO NHpoBeICHHE WHIAMBUAYAIbHONH paboThl (KOHCYJbTaluii) ¢ o0y-
YaIOLUMUCA B XO/I€ U3yYEHHs MaTeprasa JaHHOW JUCLUIIIINHEI.

Boi6op mMeTon0B 00y4yeHHs A MHBAIMIIOB U JIUIl C OTPAaHMYEHHBIMH BO3MOXHO-
CTSIMU 3/IOPOBbS OTIPENIEISIETCS C YI€TOM 0COOEHHOCTEH BOCTIPUATHS UMHU y4eOHOH HHPOpMa-
LUH, COJEP>KaHUSI 00yUEeHUS, METOIUYECKOT0 U MaTepUaIbHO-TEXHUYECKOro odecnieueHus. B
00pa3oBaTEILHOM IPOIIECCE MCIONB3YIOTCS COLUANBHO-aKTUBHBIE U PE(IIEKCUBHBIE METOMIBI
00y4eHHUs, TEXHOJOTHMH COLUOKYJIbTYPHOU peabuiuTAllMM C LEJIbI0 OKa3aHWUsS IMOMOIIU B
YCTaHOBJICHHH TOJTHOIICHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C JPyruMU 00ydaroMUMuUCs, CO-
31aHUst KOM(OPTHOTO MCUXOJIOTHYECKOro KIIMMaTa B CTYI€HYECKOI rpyImie.

Taoauua 14
OI_ICHO‘-IHBIG CpeI[CTBa 110 JUCIIUITIJIMHE C y‘ICTOM BHUIa KOHTpOHSI

HaunMmeHoBanue
Kpatkas xapakrepucrnka
OLICHOYHOI'0 Buabl KOHTpoJIs
OLICHOYHOT'0 CPe/ICTBA

cpeacTBa
ATtTectanus B CpenctBo obecrieueHns oOpaTHON CBsi3u B yueOHOM | Tekymiuii (aTTectarst)
paMKax TeKyILIero | mpouecce, popMa OLEHKH KayecTBa OCBOCHUs oOpa-
KOHTPOJIS 30BaTENbHBIX TPOTPAMM, BBIIOJIHEHUS Y4eOHOTO

IIaHa W Tpaduka Y4eOHOro mpoiecca B TEPUOJ
00yYeHHUs CTYICHTOR.

[Henosas urpa KomnektuBHOE mpakTHdeckoe 3aHATHE, 103BO- | Tekymuii (B pamkax
nsgiomiee  oOydaromMMCsT  COBMECTHO — HAXOOUTHh | MPAKTUYECKOTO 3aHATHS
ONTHMANIbHbIE BAPUAHTHI PEIICHUH B MCKYCCTBEHHO | WM CEMHUHapa)
CO3JaHHBIX YCIOBUIX, MAKCUMAILHO HMHUTHPYHOIIMX
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HaumenoBanue
OlIEHOYHOI'0
cpeacTBa

Kpartkas xapakrepucTuka
OLIEHOYHOT'0 CPeICTBA

Buabl kKoHTpOJISK

peanbHyI0 OOCTAaHOBKY (HampuMep, UMHUTAITUS TIPH-
HATHS PEUICHUI PYKOBOISIIIMMH PaOOTHUKAMU HWIIH
CHECLMATMCTAMH B PAa3IUYHBIX MPOU3BOACTBEHHBIX
BONPOCAaX,  OCYLIECTBIAEMBIX  IPU  HAINYHHU
KOH(IIMKTHBIX CUTYal[id WM HH)OPMAIMOHHOW He-
onpenenéHHocT). Ilo3BonseT olLEeHUBaTh yMEHHE
aHaJM3UPOBAaTh M pEIIaTh THUIWYHBIE Ipodeccuo-
HaJIbHBIC 33/]1a4H.

Jloxmaz

CpencTBo OIEHKH HAaBBIKOB IYOIWYHOTO BBHICTYTLIEH
HUS TI0 IPEICTaBICHUIO IOIYYEHHBIX PEe3yJIbTaTOB
peLIeHUs]  ONpEeleNIeHHON  y4eOHO-TIPaKTUYECKOH,
y4e0HO-MCCIIe0BATENHCKOM HITH HAYYHOUW TEMBI.

Texyumii (B paMkax
CaMOCTOATEILHOM pa-
0OTBI M CEeMHUHAPA)

3ayer U dK3aMeH

®DopMBI OTYETHOCTH O0YYAROILETOCs, OMpPEeIIeMbIe
y4eOHBIM TUIAHOM. 3a4eThl ciayx)aT (popMoil mpoBep-
KM Ka4eCTBa BBITOTHEHUSI 00YYAIONIMMUCS YUEOHBIX
paboT, yCBOGHHS Y4YeOHOTO Marepuayia IMpaKThde-
CKHX U CCMUHAPCKUX 3aHATUH. DK3aMeH CIIYKUT IJId
OILICHKH pPaboThl OOY4YAIONIEroCs B TEUCHHE CPOKa
o0yJeHHUS 10 IUCHUIUINHE (MOIYII0) W TIPHU3BaH
BbIIBUTH YPOBCHb, IMPOYHOCTH M CUCTCMATHYHOCTDH
MOJTyYEHHBIX MM TEOPETHUYECKUX M IPAKTHUSCKUX
3HAHWI, TPUOOPETCHUS BIAJCHUS HABBIKAMH CaMO-
CTOSITENILHOM Pa0OThI, Pa3BUTHSI TBOPYECKOTO MBIIII-
JICHHSI, YMCHHE CUHTE3UPOBATh MOJYUYCHHBIC 3HAHUS
Y MPUMEHSTh UX B PEIICHUH MPAKTHUYSCKHX 3a]1a4.

IIpomexxyTOUHBII

Keiic-3amaga

[IpobmemHOE 3amaHue, B KOTOPOM, OOYyYaroImIeMycs
NpEeIaraloT OCMBICIHTE PealibHYI0 MPOeCCHOHANb-
HO OPHEHTHPOBAaHHYIO CHTYallUI0, HEOOXOOUMYIO
JUISL pelIeHHs JaHHOW TPOOJEeMBl B COOTBETCTBY-
fomiei obacTy.

Texymmii (B pamkax
NPaKTHYECKOTO 3aHSTHUS
WM caM. paboThI)

IIpakTrueckas pa
0oTta

OlLleHOYHOE CPENICTBO MJISl 3aKPEIUICHUSI TEOopeTHde-
CKUX 3HAaHWH M OTPabOTKH BIAJICHUS HABBIKAMU H
YMEHHA, CIMOCOOHOCTH TIPUMEHSTH 3HAHHUA TPU
perIeHnr KOHKPETHBIX 3a/1ad.

Texyumii (B pamkax
NPaKTHYECKOTO 3aHSTHUS,
cam. paboThI)

CemMuHap

OpuH U3 OCHOBHBIX METOJOB O0CYXJICHUS YUeOHOrO
Marepuasa M MHCTPYMEHT OLCHKH CTENEeHH €ro
ycBoeHusa. CeMuHapel NPOBOAATCS IO Haubojee
CIIO)KHBIM BOTIpocaM (Temam, paszzenaMm) ydeOHOMH
NpPOTrPaMMBbl C LENbI0 YIIyOJIEHHOTO M3YUYCHUS JHC-
LUIIMHBL, IPUBUTHS O0YYaIOLIMMCS BIQACHUS HAaBbI-
KaMH  CaMOCTOSITEJIbHOTO IIOMCKAa U aHaiu3a
uHQOpMaH, GOPMUPOBAHUS M PA3BUTHUSI HAYYHOTO
MBILIJICHNS, YMEHHS aKTUBHO y4acTBOBAaTb B TBOpYE-
CKOW IMCKYCCHH, A€aTh BBIBOJbI, apPTYMEHTUPOBAHO
W3J1arath ¥ OTCTaMBaTh CBOE MHEHHE.

Texymmii

TBopueckoe 3a1a-
HUE

Y4eOHbIe 3aaHus], TPEOYIOIIME OT O0YUYAIONIMXCS HE
MPOCTOT'0 BOCITPOM3BOACTBA HH(POPMALIUH, & TBOPYE-
CTBa, TIOCKOJIBKY coMep kaT OONBIINNA WU MEHBITIHI
3JIEMEHT HEM3BECTHOCTH M HMMEIOT, KaK IpPaBuUIIo,
HECKOJILKO TIOJIXOJIOB B PEIICHUH IOCTaBJICHHON B

3aJaHNH HpOGHCMLI. MoOKeT BBIIIOJHATHCS B WHIN-

Texyuuii (B paMkax
CaMOCTOSITEIBHOM pa-
0OTHI, CEMHHApA WITH
MIPAKTHYECKOTO 3aHATHSA)
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HaumenoBanue

Kpartkas xapakrepucTuka

OLICHOYHOI'0 Buasl kKoHTpOJIA
OLICHOYHOI'0 CpecTBA
cpeacTBa
BUAYaAJIbHOM NOPSAKE WIK TPYyNIoil o0yyaromuxcs.
Tect Cucrema cTaHAAPTHU3UPOBAHHBIX 3alaHuil, Mo3BO- | Tekymmii (B pamkax

JSIOIAsi aBTOMAaTU3UPOBATh MPOLEAYPY H3MEpPEHUs
YPOBHS 3HAaHUH M YMEHUH 00y4aromerocs.

BXOJHOM TMArHOCTHKH,
KOHTPOJIS IO JTF0O0OMY U3
BHJIOB 3aHATHN),
ITPOMEKYTOYHBIN

9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHUS, HEOBXOJIUMOTI'O ISl
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCHUIIJIMHE

Y4eOHble ayTuTOPUH JI MPOBEACHUS YYEOHBIX 3aHATHH MO JUCHUIUIMHE OCHAIICHBI
obopynoBanueM (yueOHass MeOeNb) U TEXHHUYECKUMHU CPEJICTBAMH 00y4YeHUs (KOMIBIOTEpHAS
TEXHHKA, MyJIbTUMEIUITHOEe 000pyA0BaHKE, POBOIHON UHTEPHET).

B nexuusx nmo remam 5, 12 ucnons3yercs npakrtudeckuit ontel UI'MK, nemoncTpupy-
I0TCS COOTBETCTBYIOIINE JOKYMEHTBI. 3aIaHUs 10 caMOCTOsATeNbHON padoTe Ne 5.1, 12.1 BbI-
MOJIHAIOTCA B (OpME MPAaKTUYECKOM MOArOTOBKM Ha 0a3e JOKyMEHTOB CTPYKTYPHBIX IOA-
pa3enieHnii THCTUTYTA: JIeKaHata, Kadeaphl, y4eOHO-METOINYECKOTO YIIPABICHUS

[Tomemnenust 11t caMOCTOSATEIBLHOW pabOThl 00YYAIONIUXCSl OCHAIIEHBI KOMITBIOTEPHON
TEXHUKOW C BO3MOXKHOCTBIO MOJKIIOUeHUS K cetu «HTepHeT» M 00ecredeHbl JOCTYIOM B

AIIEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTENbHYIO CpEAy HHCTUTYTA.

— JUIEH3MOHHOE M CBOOOJHO pAacHpOCTpaHseMOe IporpaMMHOe obecreueHue:
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
2024/25 IIporokom  Ne bes nsmenenuit
11 oT
27.05.2024
2025/26 ITpoTtokon Ne 8 be3 n3menenunit
ot 26.05.2025
2026/27 [Ipotokon Ne | P.6 m.p. 6.3.4.1 JopaboTaHbl IJIaHBI CEMUHAPCKHUX 3a-
10 oT HATHI
25.05.2026
2027/28 [Tpotokom Ne
JUI.MM.ITIT
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YyebOHoe u3anue

ABTOp-COCTaBUTEIb
Haranes Cepreesna ManTypoBa

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

Paboyas nporpaMma M CUMILIHHBI
nporpamMma 6akajaBpuara
«/lokymeHTAIMOHHOE O0ecneueHne yIpaBIeHUus»
10 HATIPABJIEHUIO MOATOTOBKH
46.03.02 lTokyMeHTOBeAeHUE U APXUBOBE/ICHHUE
kBaJuuKanms: GakaaaBp

[TeuaraeTcst B aBTOPCKOM peaKiuu

[lodnucano kK neuamu
®opmam 60x84/16 O6wsem n. ..
3akas Tupaxc 100 3k3.

YestOMHCKU rOCy 1apCTBEHHBIN HHCTUTYT KYJIBTYPBI
454091, Yensounck, yin. OpKoHUKHI3E, 362

Otneyarano B tTunorpadun YI'MK. Puzorpad
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