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1 Heau ocBOCHNS AUCHUNIMHBI (MOAYJIs)
[ensiMu OCBOGHMSI TUCHUIUIMHBI (Mo1yJisi) «Opranusaius U TEXHOJIOTHS JOKYMEHTa-
[IUOHHOTO 00ECTICUCHUS YIIPABICHHUSI SBIISIOTCS:
W3yuenune TeopuM M MPAKTHUKUM OPraHU3aldHd COBPEMEHHOIO JOKYMEHTAllMOHHOTO
oOecrieueHHs yIpaBIeHUs HA OCHOBE HAYYHO-O0OCHOBAHHBIX TPUHIIUTIOB.

2 MecTO TUCHUIJIMHBI (MOAYJIs]) B CTPYKTYpPe 00pa30oBaTe/ibHOI MPorpaMMbl
NMOAroTOBKM 0akajnaBpa (MarmcTpa, Cnennaaucra)

Jucuumnuza «OpraHu3anys U TEXHOJIOTH JOKYMEHTAMOHHOTO 00eCeueHUs yrpas-
JICHUS» BXOJUT B 0a30BYIO 9acTh Oyioka 1 0Opa3oBaTenbHON MPOrPaMMBI.

JUis u3ydeHus: JUCUUIUIMHBI HEOOXOAUMBbI 3HaHUs (YMEHMsI, BIIaJieHHs), CHOPMHUPOBAH-
HbIe B pe3yibTare u3ydeHus «Bpenmenwe B mpodeccuio», «OCHOBBI JOKYMEHTOBEACHUSY,
«OCHOBBI apXMBOBEIICHUNY, «/[OKyMEHTOBECHUEY.

3HaHus (YyMEHUs, BIAJECHUA), IOTYYEHHbIE P U3YUYEHUU JAHHON TUCUUIUIMHBI OyIyT
HeoOxoauMbl «MoJlenupoBaHUEe CUCTEM JOKYMEHTalluu opraHuzauun», «KaxpoBoe nerno-
IIPOU3BOJCTBOY, «MH(popMaLinoHHOE 00ecrieueHne yrpaBIeHUsI».

Kypc usyuaercs Ha TpeTbeM, 4ETBEPTOM Kypcax M OPHEHTHUPOBAH Ha IOJTOTOBKY K
IIPOM3BOJICTBEHHOH MPAKTUKE MO TOIYYCHHUIO MPOPECCHOHATBHBIX YMEHHI U OTbITa Tpodec-
CHOHAJIBHOM JiesITeabHOCTH. M3yueHne Kypca 3aBeplaeTcss HalucaHueM KypcoBOH paboThI IO
OpraHMU3alHi U TEXHOJIOIMH JOKYMEHTAlMOHHOIO 00eCIeYeH s YIIPaBICHUS.

3 Komnerenuuu o0y4aromerocsi, gopmupyemblie B pe3yJibTaTe 0CBOCHUS
AUCHMILIMHBI (MOAYJIs1) ¥ IVIAHUPYeMble Pe3yJIbTAaThl 00y4eHHus

B pesynbrate ocBOeHHs TUCHUIUTUHBI (Momyss) «OpraHusanus U TEXHOJIOTHUS JOKY-
MEHTAIMOHHOTO O0ECTIeYeHUsl YIPaBICHU» 00ydaroLiicsa JoKeH o0naaaTh CIeAYOIUMU
KOMITETCHIIUSIMU:

CtpyKTypHBII
DIIEMEHT [Tnanupyemble pe3yabTaTbl 00y4eHUs

KOMIICTCHIIN U

OK-10 ctocoOHOCTHIO K UCIOJIB30BAHUIO OCHOBHBIX METOJ/IOB, CITIOCOOOB U CPEJICTB TMOJTY-

YeHUsl, XpaHeH!sl, nepepadoTKU HHPOPMALIUU

3HaThL OMpCaAcCICHUA MNPOUCCCOB HCIOJIb30BAaHUA OCHOBHBIX MCTOOOB, croco0oB u

CpEeACTB NOJIY4YEeHHUs, XpaHEeHUs, nepepaboTKu HHpopMaluu

YMers: Boiensite, 00BACHATH (BBISABIATh M CTPOUTH) THUIMUYHBIE MOJAENH, IPUOOpETATh

HUs, IepepaboTKu HHPOPpMAIIY;

3HAHUS B 00JIACTH OCHOBHBIX METOJ0B, CIIOCOOOB U CpCACTB IIOJYUCHUA, XPAHC-

Brnanets: MPaKTUICCKUMU HaBBIKaMU HCIIOJIB30BaHUA, BO3MOXHOCTBIO

MOJTyYeHHUsl, XpaHEeHus, nepepaboTK HH(OpMAIHH;

MCKIUCHUIINIMHAPHOTO IMPUMCHCHUA OCHOBHBIX MCTOHOB, cImoco0oB u CpEaAcCTB

OIIK-1cmocoOHOCThIO UCTIOJIB30BATh TEOPETHUECKUE 3HAHHUS M METOJBI UCCIICIOBAHUS Ha

PaKTUKE

3HaTh OCHOBHBIE OIPE/IeIICHHs M TIOHSTHS, OCHOBHBIE METO/IbI HCCIIEIOBAaHUI, Onpeie-
JICHUS TPOIIECCOB HCIOIb30BAHUS TEOPETUUECKUX 3HAHUI U METO/I0B MCCIIE0-
BaHUs HA IPAKTHUKE

YmMmeTh pacrio3HaBath 3 (EeKTUBHOE pelieHue oT Hea((HEeKTUBHOTO,

SHAaHUA U MCTOJbI UCCJICIOBAHUS HA IMTPAKTUKC

MIPUMEHSTh TEOPETUYECKUE 3HAHUS U METO/IbI UCCIIEIOBaHMs 3HAHUS B mpodec-
CHOHAJIBHOU JIEATEIbHOCTH; UCHOJB30BaTh UX Ha MEXAUCIUIIIIMHAPHOM YPOBHE;
KOPPEKTHO BBIpaKaTh M apryMEHTHUPOBAHHO OOOCHOBBIBaTb TEOPETHYECKHE




CTpyKTypHBII

JJIEMEHT [Tnanupyemble pe3yapTaTbl 00y4eHUs
KOMIIETCHLIUH
Buaners MPAKTUYECKHUMHU HaBBIKAMH, CIIOCOOAMHU OLIEHUBAHHS 3HAYMMOCTH U

HpaKTH‘leCKOﬁ IMPUTOJHOCTH HUCIIO0Jb30BaHUA TCOPETUUCCKUX 3HAHWUH U METOJ0B
HCCIICAO0BaHUA HA NPAKTUKC; OCHOBHBIMU MCTOJaMH1 PCIICHUS 3a/1a4 B obiactu
HCII0JIB30BATh TCOPETUYCCKUC 3HAHUA U METOJIbI UCCIICAOBAHUA HA ITPAKTUKE,

[TK-4 cnocoOHOCTBIO CaMOCTOATENBHO PadOTaTh ¢ pa3IMYHBIMU UCTOYHUKAMU HWH(pOpMa-

o

3HaTh

OCHOBHBIE OTPE/ICTICHUS U MIOHATHS PA3JIMYHBIX HICTOUHUKOB HUH(OPMAIIH;
OCHOBHBIC METO/IbI MCCIIEIOBAaHHUH, UCTIONIB3YEMBIX B paboTe ¢ pa3InYHBIMU HC-
TOYHHKAMH HH(POpMAINY,

YMeTn

o0cyxmarh crocoObl d(PPEKTHBHON CaMOCTOATEILHON PAbOTHI ¢ pa3IMYHBIMU
HMCTOYHUKAMH HH(POPMAINH; OOBSCHATH (BBISBIATH U CTPOHUTH) TUITUYHBIE MO-
JeNTA CaMOCTOSITEIILHOW Pa0OThI C Pa3JIMYHBIMH HMCTOYHHKAMH; TPHOOpETATh
3HaHUS B OOJIACTH CAaMOCTOSTEIBHO PadOTaTh C Pa3IMYHBIMU MUCTOYHUKAMHU HH-

dhopmaruy;

Brnaners

MIPaKTUYECKUMH HaBbIKaMH, CIIOCO0aMH OLIEHUBAHUSI 3HAUUMOCTH U
IIPAKTUYECKON IIPUTOTHOCTHU MOJYYEHHBIX PE3Y/IbTATOB IIPU CAMOCTOSTEIIBHON
paboTe ¢ pa3nTMYHBIMU HCTOYHHKAMH WH(POPMAIIUN; OCHOBHBIMH METOIaMH
peleHus 3a/1a4 B 00JIaCTH CaMOCTOATEIbHOM paboThI ¢ Pa3IMYHBIMU
VMCTOYHUKAaMU UH(OpMaLuy,

[1K-5 BnageHneM TEHISHIUSAMHU Pa3BUTHS HHPOPMAIIMOHHO-TOKYMEHTAIMOHHOTO U o0ec-
MIEYCHUS YIIPABIICHUS ADXUBHOTO JeJIa

3HaTh

OTpesieNIeHUs] MPOLECCOB Pa3BUTHS HHPOPMAIMOHHO-I0KYMEHTAIIUOHHOTO H
o0ecreyeHus yrpaBieHHsi apXUBHOTO Jieia

VYmMmern

BBIJICJISITh TEHJICHIIUU, OOBACHSTH (BBISIBIATH U CTPOUTH) TUIIMYHBIE MOJIEIH,
KOPPEKTHO BBIpaXXaTh U apryMEHTHPOBAHHO OOOCHOBBIBATH MOJIOXKEHUS TEH-
JEHIIMA  pa3BUTHS  WHGOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO U  00ecIeueHus
YIPaBICHUS apXUBHOIO JIEJIA.

BraneTs

croco0aMu JIEMOHCTPALIMKM YMEHHUS aHAJTM3UPOBATh CUTYAITUIO, BO3MOKHOCTBIO
MEXIUCHUTTMHAPHOTO MPUMEHEHUS, MPOPECCUOHANBHBIM SI3bIKOM B 00JIaCTH
TEeHJICHIIUN pa3BUTHUS HH(OPMAITMOHHO-TOKYMEHTAIIMOHHOTO U 00ecreueHus
YIPaBICHUS apXUBHOIO JIEJ1a;

[TK-6 criocoOHOCTBIO aHATU3UPOBATh CUTYALIMIO HA PhIHKE MH(MOPMAIMOHHBIX MPOAYKTOB
U YCIIYT, AaBaTh SKCHEPTHYIO OILIEHKY COBPEMEHHBIM CHUCTEMaM JIEKTPOHHOTO JOKYMEHTO000PO-
Ta ¥ BEJICHUS AJIEKTPOHHOIO apX1Ba

3HaTh

OCHOBHBIE OIIPECIICHNs U ITOHATUS, OCHOBHBIE METO/bI UCCIIEJOBAHUMN, OIIpEIe-
JIEHUS IPOLIECCOB aHaJIN3a CUTYallMH Ha PhIHKE HH()OPMALIMOHHBIX IPOAYKTOB U

yCIIyT

VYmMmern

HCIOJIb30BaTh CIIOCOOHOCTh aHATU3UPOBATh CUTYAIMI0 HA PhIHKE MH(pOpMAaIu-
OHHBIX IIPOAYKTOB M YCIIYT, 1aBaTh IKCIEPTHYIO OLEHKY, KOPPEKTHO BbIpaXkaTh
U apryMEHTHPOBAHHO OOOCHOBBIBATh MOJIOKEHUSI CIOCOOHOCTH aHAJIM3UPOBATh
CUTYyallUl0 Ha phIHKE MH()OPMAIIMOHHBIX MPOIYKTOB M YCIYT, AaBaTh JKCIEPT-
HYIO OLIEHKY COBPEMEHHBIM CHUCTEMAaM 3JIEKTPOHHOTO JOKYMEHTO0OOpOoTa U Be-
JIEHMSI DJIEKTPOHHOI'O apXHBa.

Bnanets

OCHOBHBIMM METOJJAMH UCCIIEI0BAaHMsI, CIOCOOAMH COBEPIIEHCTBOBAHUS TPO-
(eccroHaTbHBIX 3HAHUHN U YMEHUI IyTeM HCII0JIb30BaHUS BO3MOXKHOCTEH MH-
(bopMaLMOHHOH cpeibl IPU aHAJIN3€ CUTYaLUU Ha PbIHKE MH()OPMAIIMOHHBIX
IIPONYKTOB U yCIIYT, a4l KCIIEPTHOU OLIEHKU COBPEMEHHBIM CUCTEMaM JJIEK-
TPOHHOI'O JOKYMEHTO000POTAa U BEJICHHsI JIEKTPOHHOI'O apXHUBa.

ITK-7 crtocoOHOCTHIO OIICHMBATh UCTOPUIO M COBPEMEHHOE COCTOSTHHE 3apyOeKHOTO OIbITa
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CTpyKTypHBII
AIIEMEHT
KOMIIETEHINH

[Tnaaupyemblie pe3yiabTaThl O0yUeHUS

YIIPABJICHUS 10

KYMCHTAMU U OpPraHU3allu UX XpaHCHHUA

3HaTh

OCHOBHBIC OIIPECACIICHUA U ITIOHATHSA, OCHOBHBIC METObI HCCHCHOBaHHﬁ, omnpenac-
JICHUA MPOHCCCOB OLCHKU HCTOPUHU M COBPEMCHHOI'O COCTOSHUC Sap}IGG)KHOFO
OIIbITA YIIPABJICHUA NOKYMCHTAMU W OpraHu3alllui UX XPaHCHUS

YMetb pacnio3HaBath YP(GEeKTUBHOE penieHrne OT Hed((PEKTUBHOTO, OOBICHATH (BBISB-
JSATh U CTPOUTH) THIIMYHBIC MOJIENU, MPUOOPETATh 3HAHHS B OOJIACTH OIICHKU
HCTOPUU M COBPEMEHHOTO COCTOSIHUS 3apyO€KHOTO OIBITa YIPABICHUS TOKY-
MEHTAaMH ¥ OPTaHMU3alliu UX XPaHCHUS;

Bnanets MPAKTUYCCKIMH HaBBIKAMHU UCTIOJIB30BAHUS JIEMEHTOB OIEHKH, BO3MOKHOCTHIO

MEXIUCIUIIIIMHAPHOTO IPUMEHEHUS OLEHKH, TPO(ECCUOHAIIBHBIM SI3bIKOM
IIpeIMETHOM 00J1aCTH OLIEHKU UCTOPUH U COBPEMEHHOT'O COCTOSIHUS
3apy0eKHOI0 OIbITA YIPaBJIEHHs JOKYMEHTaMHU M OpraHU3allii UX XPaHEHUS;

[1IK-11 BnajgeHueM HaBbIKaMu pedepupoBaHHsS W aHHOTUPOBAHUS HAYyYHOW JIUTEpPaTyphl,
HaBBIKAMU PEAAKTOPCKON pabOThI

3HaTh

OCHOBHBIE OMPE/ICIICHHUS U TIOHATHS, OCHOBHBIE METO/IbI HCCIICIOBAHUH,
olpezieNieHus MpoLeccoB pedepupoBaHUsl U aHHOTUPOBAHMSI HAyYHOW JMUTEpa-
TYpBbI, HABBIKAMU PEJAKTOPCKON padOTHI,

YmMmern

BBIJICJISITH CTPYKTYPHBIE 3JIEMEHTBI, OOBSICHATH (BBISBISATH U CTPOUTD) TUITUYHBIC
MOJIeTIH, MPUOOpeTaTh 3HAHUS B oOsacTu pedeprpoBaHUS U AHHOTUPOBAHUS
Hay4YHOU JIMTEPATYPHI, HABBIKAMH PEIAKTOPCKON pabOTHI;

Bnaners

MPAKTUYECKHUMH HaBBIKAMH, BO3MOKHOCTHIO MEKTUCITUTLIMHAPHOTO
MIPUMEHEHHUS], TPO(HECCUOHATIBHBIM A3BIKOM IIPEIMETHON 00acTH
pedepupoBaHus 1 AHHOTUPOBAHMS HAYYHOH TUTEPATYpPhl, HABBIKAMU
peIaKTOPCKOi padoTHI;

IIK-14 BJIaACHHUCM HaBbIKaMHM HMCIIOJIbB30BaHUA KOMHBIOTepHOP’I TCXHUKU H I/IH(i)OpMaI_II/IOH—
HBIX TEXHOJIOTHII B JOKYMCHTAIlTMOHHOM obecrnieueHN YIpaBJICHUA U apXUBHOM ACJIC

3HaTh

OCHOBHBIE OIIPEIEICHUS U ITOHATUS, OCHOBHBIE METO/(bI UCCIIEOBAHUH, OlIpee-
JIEHUS POIIeCCOB MH(POPMALIMOHHBIX TEXHOJIOTUI B TOKYMEHTALlHOHHOM 00ec-
[IEYECHUU YIIPABIICHHUS U ADXUBHOM JICIIE;

VYmMmern

MIPUMEHSTh OCHOBHBIE METO/IbI UCCIIEIOBAaHUI U IPUOOpPETATh 3HaHUS B 00JIaCTH
KOMIBIOTEPHON TEXHUKU M MH()OPMAIIMOHHBIX TEXHOJOTUH B JOKYMEHTAIL[MOH-
HOM 00€ecreyeHNH YIPaBJICHUS U apXUBHOM JIEJIE;

Bnanets

[IPAKTUYECKUMU HaBBIKAMHU, BO3MOKHOCTBIO MEKIUCLUILIMHAPHOTO
MPUMEHEHHUs], TPO(HECCHOHATIBHBIM S3BIKOM MIPEeIMETHON 00acTH
KOMIIBIOTEPHON TEXHUKH U MH(POPMAITMOHHBIX TEXHOJIOTHH B
JIOKYMEHTAIMOHHOM O0€CIeUeHUH YIIPABJICHUS U apXUBHOM JIETIE;

ITK-15 cnocoOHOCTBIO COBCPHICHCTBOBATH TCXHOJIOTHHU JOKYMCHTAITUOHHOT'O obecrneueHUs
YIpaBJICHUA U apXHUBHOT'O ACJIa HA 0ase UCIOoJIL30BaHUS CpCACTB aBTOMAaTU3alln

3HaTh

OCHOBHBIE ONIPEICTICHHUS U TTOHSATHS, OCHOBHBIE METOIbI UCCIIEIOBAaHUH, OTIpe/ie-
JIEHUS TPOIIECCOB JOKYMEHTAI[MOHHOTO O0ECTIeUeHUs YIIPABICHUS U ApXUBHOTO
nena Ha 0asze MCIOIb30BaHMs CPEJICTB AaBTOMATH3AIINH;

YmMmern

BBIJICTISITh TEXHOJOTUU JTOKYMEHTAIlMOHHOTO OOECTIeUeHUsl YIpaBIICHUS U ap-
XUBHOTO Jiefla Ha 0a3e WCIMOJIb30BAaHUS CPEJCTB aBTOMATH3aIlMU, OOBSCHATH
(BBISIBJSITH M CTPOUTH) TUITMYHBIE MOJIENIA COBEPILIEHCTBOBAHMS, KOPPEKTHO BBI-
paxkaTb M apryMEHTHUPOBAHHO OOOCHOBBIBATH MOJIOKEHUS COBEPILIEHCTBOBAHUS
TEXHOJIOTHH JOKYMEHTAI[HOHHOTO O0ECIIeUeHUs YIIPaBICHUS U apXUBHOTO Jieja
Ha 0a3e UCIOJIb30BaHMSI CPEJICTB aBTOMATHU3AINH,

Bnanets

crioco6aMu JeMOHCTPALMKA YMEHHUSI aHATU3UPOBATh, OIICHUBAHUS 3HAYUMOCTH U
MPAKTUYECKOU MPUTOTHOCTH, OCHOBHBIMH METO/IaMH PEIICHUS 3a/1ad B 00J1aCTH
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CTpyKTypHBII
AIIEMEHT
KOMIIETEHINH

[Tnaaupyemblie pe3yiabTaThl O0yUeHUS

COBCPUICHCTBOBAHUSA TCXHOJIOTHUU JOKYMCHTALITMUOHHOT'O obOecrieueHus
YHpaBJICHUA 1 apXHUBHOI'O AC€JIa HA 0a3e UCHOoJIL30BaHU CpCacTB
aBTOMAaTU3aluu,

IIK-18 BJIaACHUEM COBPCMCHHBIMU CUCTEMAMU I/IH(i)OpMaHI/IOHHOFO M TEXHUYECKOro odec-
MNCYCHUA JOKYMCHTALITMOHHOI'O obecrneucHus YIIPpaBJICHUA U YIIPABJICHUA apXHUBaAMHU

3HaTh

OCHOBHBIE OIIPENIECTICHUS U MTOHATHSA, OCHOBHBIE METO/IbI UCCIIEOBAaHUH, ONpee-
JICHUS TIPOIIECCOB COBPEMEHHBIX CUCTEM MH()OPMAIIMOHHOTO U TEXHUYECKOTO
o0ecrniedeHrs JOKYMEHTAIIMOHHOTO O0eCIieueHus YIIPaBICHUS U yIIPaBICHUS
apXuBaAMU,

YMeTn

BBIJICJIATH COBPEMEHHbBIE CUCTEMBbI, OOBSACHSTD (BBISBIIATh U CTPOUTDH) TUIIMUHBIE
MOJIETTM COBPEMEHHBIX CHUCTEM MH(OPMALMOHHOIO M TEXHUYECKOro obecrieye-
HUS JOKYMEHTAI[MOHHOIO OOecreueHus YIpaBiIeHHUsl U YIPaBICHUs apXHUBaMU;
KOPPEKTHO BbIpa)kaTb M apryMEHTHPOBAHHO OOOCHOBBIBATH IOJIOKEHUS COBpE-
MEHHBIX CHCTEM HH(OPMAIIMOHHOIO U TEXHUYECKOI0 00ecreyeHus J0KyMEHTa-
LIMOHHOT'0 00eCNeUYeHH s yIIPaBJICHMsI U YIIPaBICHUS apX1UBaMu,

Bnaners

INPAaKTUICCKUMU HABbIKAMHA HUCIIO0JIb30BaHUA 3JICMCHTOB COBPCMCHHbBIX CHCTEM,
criocobamu OLICHUBAaHW 3HAYNMOCTHU U HpaKTHHeCKOﬁ MMpUrogHOCTH, OCHOBHBI-
MU MCTOJlaMHU pCIICHUS 3a1a4 B obnactu COBPCMCHHLBIX CUCTEM I/IH(l)OpMaI_II/IOH—
HOI'0 U TEXHUYECKOI0 00eCIIeueHuUs AOKYMCHTAIITUOHHOT' O obecreucHus yipaB-
JICHUSA U YIIPABJICHUA apXHUBAMU,

[TK-20 criocoOHOCTBIO UCTIOB30BATh MPABHIIA OPTAHU3AIMH BCEX ITANOB PAOOTHI C JOKY-
MEHTaMH, B TOM YHUCJI€ apPXUBHBIMU IOKYMEHTaMU

3HaTh

OCHOBHBIC OIIPCACIICHUA U MOHATUA, OCHOBHBIC METO/IbI I/ICCJ'ICI[OBaHI/II\/‘I, onpenc-
JICHUA TPOUECCOB OpraHu3anun BCEX 3TAIlOB pa60TI>I C JOKYMCHTaMH, B TOM
YHCJIC ApXUBHBIMM JOKYMCHTAMH,

VYmMmern

IMPUMCHATH IpaBUjia OpraHu3alun BCEX 3TAIlOB pa6OTBI C JOKYMCHTaMH, B TOM
YHUCJIC apXUBHBIMH JOKYMCHTAMU B HpO(l)eCCHOHaHLHOﬁ ACATCIIBHOCTH, UCITIOJIb-
30BaTh MX Ha MCKIAWCHUILUIMHAPHOM YPOBHE; HpI/IO6p€TaTI) 3HAHUSA B 00JIaCTH
HCIIOJIb30BAaHUSA MPaBUJI OpraHU3alii BCEX I3TAIIOB pa6OTLI C NOKYMCHTaMH, B
TOM YHUCJIC apXVWBHBIMH JOKYMCHTAMMU,

Bnanets

MMPaKTUYICCKUMHU HABBIKAMH, crocoboaMu OLICHUBAHW 3HAYNMOCTHU U
HpaKTHHGCKOﬁ MNPUTroJHOCTH, OCHOBHBIMH METOJaMU PCHICHUS 3a/1a4 B obOnacTu
HCIIOJIb30BAHUA ITPABUJI OpTaHU3allUH BCCX 3TAIIOB paGOTLI C JOKYMCHTaMH, B
TOM YHUCJIC apXWBHBIMH JOKYMCHTAMU,

[1K-26 BnaseHueM HaBbIKaMH 00paOOTKH JJOKYMEHTOB Ha BCEX ATarax JOKYMEHTO00O0poTa,
CHUCTEMAaTH3alllH, COCTABJIEHUS HOMEHKJIATyphl JeJ

3HaTh

OCHOBHBIE OTpEETICHNS U MIOHATHS, OCHOBHBIE METO/Ibl UCCIIEIOBAaHUMH, OIIpee-
JIEHUS MpolieccoB 00pabOTKH JOKYMEHTOB Ha BCEX 3Tanax JOKYMEHT000opoTa,
CHCTEMaTHU3allii, COCTaBJICHHUS HOMEHKJIATYpHhI JelT;

VYmMmern

OOBSACHATH (BBISBISATH U CTPOUTH) TUIUYHBIE MOZENU OOpPabOTKU JTOKYMEHTOB
Ha BCEX ATanax JOKYMEHTOO0OpOTa, CUCTeMaTH3allui, COCTABICHUs HOMEHKIIa-
TYpBbI J€J1; KOPPEKTHO BBIPAXKaTh U apryMEHTUPOBAHHO OOOCHOBBIBATDH TOJIOMKE-
HUS 00pabOTKM JIOKYMEHTOB Ha BCEX JTalax JOKYMEHTOO0OpOTa, CHCTeMaTH3a-
LIUH, COCTaBJICHUs] HOMEHKJIATYyphl €7,

Bnanets

MeToAaMu 00pabOTKM JOKYMEHTOB Ha BCEX 3Tamax JOKyMEHT0000poTa,
CHCTeMaTH3alliH, COCTABICHUSI HOMEHKJIATYPhI JIeJl; CIIocO0aMH OLIEHUBAHUS
3HaYMMOCTHU U NMPAKTHUECKONW MPUTOJHOCTH 00pabOTKH JOKYMEHTOB Ha BCEX
JTamax J0KyMEeHT0000pOTa, CHCTeMaTH3alluH, COCTABICHUSI HOMEHKIIATYpPhI JIe;
OCHOBHBIMH METOJIAMHM PElIeHUs 3ajad B 001acTu 00pabOTKH JOKYMEHTOB Ha
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CTpyKTypHBII
AIIEMEHT [Tnaaupyemblie pe3yiabTaThl O0yUeHUS
KOMIIETEHINH

BCECX oTaliax I[OKyMeHTOO60p0Ta, cucreéMaTru3salmm, COCTaBJICHUA
HOMCHKJIATYpPbI OCII.




4 CTpyKTypa U co/lepKaHue TUCUMILTUHBI (MO1YJIs1)

OO6m1ast Tpy10eMKOCTh TUCIMIUIMHBI COCTaBisIeT 9 enqunul 324 4acoB:

— KOHTakTHas pabdora — 18,9 akan. yacos:
— aynauTopHas — 14 akaj. 4acos;
— BHeayauTopHas — 4,9 akaj. yacoB

— camocTosATelbHas padora — 292,5 aka. 4acos;

— TOJTOTOBKA K dK3aMeHy — 8,7 akaj. Jaca;
— TMOATOTOBKA K 3a4ery — 3,9 akaj. yaca.

AyautopHas
KOHTaKTHas pabo- - E
e =8 @opMBbI TEKYLIETO U é s
Pazznen/ Tema 2 | (Baxam uacax) | 2 & | BuxcaMOCTOATENBHOI p Y X
JUCLUTUIMHBI Z < | & v ow| 3 paloThI HMPOMEIKYTOTHOTO §§
S w|= 5l O KOHTPOJISI YCIIEBAEMOCTH S &
S| BE|ES 5
<o)
1. Pazgen. Ha3znauyenme kypca, mcrounuxku u| |11l
JuTeparypa
1.1. Tema: IIpenmer, coneprkanue, 3aj1a4u Kypca mn | 11 14 | domamnee 3agaHue CocraBnenue Oubnmorpa-|I1K-113ys;
(uyeckoro crucka I1K-4 yB
1.2. Tema: HopmatusHo - mpaBoBas 6a3a opranu-| |1l | 1/1 20 |/lomamrHee 3amaHue CocraBnenue cnucka mo-|I1K-113ys;
3alluy JIeIIONPOU3BO/ICTBA KYMEHTOB I1K-4 yB
HToro mo pazaeny 2/2 34 CocraBiieHHe cIMCKA 10-
KYMEHTOB
2. Pazgen. Ucropus rocy1apCcTBEHHOIO /1€J10- 1]
NPON3BOJCTBA
2.1. Tema: Bo3HukHoBeHue u pazpurue aenonpo-| 11 22 |IIpopabotka nekumoHHOro|AHHOTHpoBaHKE UcTOUHU- |OK-10 3y;
n3BojACTBa B yupexjaeHusx Poccum XVI — XVII Marepuaia KOB U JIUTEpaTyphl I1K-4 3yB;




AynutopHast
KOHTaKTHasi pabo-

Ta

= E
S 06)) i E
Paznen/ Tema 2 | (Bakax. yacax) § & | Bux camocToATENBHOM OPMBI TEKYIICTO H g e
JUCLUIUIMHBI Z < | & v ow| 3 palboThI HMPOMERYTORHOTO §§
5 | 8 x|= 5| © KOHTPOJISl YCIIEBAEMOCTHU S &
2 | & 5|8 & 5 2
° |8 5|88 22
T == = 3
<o)
BB. [IK-73y
2.2. Tema: [enompousBoiactBo B yupexaeHusx| 111 22 |IIpopabotka nexkunoHHOTo|AHHOTHpOBaHKuE UcTouHu- |OK-10 3y;
Poccun XVIII B. Marepuaia KOB U JIUTEpaATyphl [1K-4 3y;
ITK-73yB
2.3. Tema: [lenonpousBonactBo B yupexaenusx| |l 22 |[IpopaboTtka nexunoHHOrO|AHHOTHpOBaHHE UCcTOUHU- |OK-10 3yB;
Poccun XIX — nagane XX BB. Marepuaia KOB U JIUTEpaTyphl [1K-4 3y;
I1K-73y
2.4. Tema: Cra"oBnenue u pazpurue aenonpous-| 11 22 |[lomaminee 3amanue AHanu3 uHpopManuu B I[IK-6  3ys;
BOJICTBA B COBETCKHUX TOCYAAapCTBEHHBIX Yydpe- cetu MHTEpHeT I1K-5 ys;
KIICHUSX.
Hroro no pazneny 88 Onpoc
3. Pasnen Texnosnoruss m opranmsanms aeso-| |1
NPOU3BOJCTBA
3.1. Tema: Ponp u mecro JIOY B coBpemennom| Il | 1/1 18 |IIpopabotka nexmuonHOro|Onpoc I1K-5 3yB
yIpaBJIeHUH. MaTtepuana
3.2. Tema: Opranuzanus cinyx0st JOY: ctpykry-| Il | 1/1 22 |[lomaminee 3a1aHue AHanu3 nHpopmanuu B I1K-5 3yB
pa CITy»OblI, KaIPOBBIM M YNCIECHHBIN COCTaB cetu MHTEpHET
3.3. Tema: Opranuszanus JOKyMEHTO0O0pOTA. i 11 22 |domariHee 3aaHue AHanu3 BO3MOXKHOCTEH [IK-14 ys;
Coa [1IK-15 ys;
IIK-18 ys;
IIK-20 ys;
I1K-26 ys.
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AynutopHast
KOHTaKTHasi pabo-

Ta

o =\ . @DOopMBI TEKYILLErO U 2 5
Pa3znen/ Tema 2 | (Bakax. yacax) g & | Bua camocrosTensHOM ee
JUCLUIUIMHBI Z < | & v ow| 3 palboThI HMPOMERYTORHOTO & §
5 | 8 x|= 5| © KOHTPOJIS YCIIEBAEMOCTH S o
5 | &= & ol
2 |8 E|3F = g3
= |85 |E8 g
<o)
3.4. Tema: Peructpauusi JOKyMEHTOB. 11 1/1 | 21,4 |[domaruHee 3agaHue AHaIN3 BO3MOKHOCTEN [IK-14 ys;
Col [IK-15 ys;
[IK-18  ys;
[IK-20 ys;
I1K-26 ys.
IMoaroroBka Kk 3a4eTy 11 3,9 |IIpopaboTka JEKIMOHHOTO OIIK-1 3yB;
MaTepuaia OK-10 3yB
Bcero 3a kypc I | 4/4 2/2 | 205,4 IIpomexyTOUHBIH KOH-
TPoJib (3a4eT)
3.5. Tema: KoHTpOJIb NCIIOJTHEHUS TOKYMEHTOB vV | 2/2 22,1 |JlomamiHee 3a1aHue Anamm3 cucteM KoHTpoist |OK-10  3yB
OpraHu3aluin [IK-18  ys;
[IK-20 ys;
IT1K-26 ys.
3.6. Tema: Hcnone3oBanue, xpanenue, yuuuro-| IV | 2/2 21 |[lomamiHee 3a1aHue ITpopabotka HopmatuBHOU |OIIK-1 3y
JKEHUE NleYaTey U ITaMIIOB B OPraHU3aluu. JIOKYMEHTAIUH 110 TEME [IK-18 ys;
[IK-20 ys;
I1K-26 ys.
3.7. Tema: ®opmupoBaHue U XpaHeHue aen B ae-| 1V | 2/2 1/1 22 |[lomariHee 3aaHue AnnHotupoBanue ucrounn- (OK-10 3yB
JIONIPOU3BOJICTBE KOB U JIUTEpaTyphl IIK-11 3yB
3.8. Tema: DkcnepTusa EHHOCTH JTOKYMEHTOB B| [V 1/1 22 |[lomaminee 3a1aHue AnHoTHpOBaHue ucrounu- |(OK-10 3yB
JIEJIOIIPOU3BOJICTBE KOB M ureparypsl o teme |[1K-11 3yB
Bcero 3a kypc IV | 6/6 22 | 87,1
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Pasgnen/ tema
JIACHATUTUHBI

Kypc

AynutopHast
KOHTaKTHasi pabo-
Ta
(B akaj. yacax)

JIEKIHN
nabopar.
3aHATHUS
MPaKTHY.
3aHATHUS

pao.

CaMOCT.

Bun camocrosTenprHON
paboThI

@OpMBI TEKYILETO U
IIPOMEXYTOYHOTO
KOHTpPOJISL YCIIEBAEMOCTH

Kon u cTpyxTypHBIit
DJIEMEHT KOMITETEHIIUH

IHoaroroBka K 3K3aMeHy

8,7

[IpopaboTka TeKIIMOHHOTO
MaTepuaia

OIIK-1 3ys;
OK-10 3yB

HToro mo nucuunjinHe

v

10/10 4/4

292,5

IIpoMe:RyTOYHBII KOH-
TPOJIb (3K3aMeH)
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5 Oopa3oBaTe/ibHbIe H HH(P)OPMAIMOHHBIE TEXHOJIOTHH

B xone peanuzamuu nporpamMmbl TUCHUIIIMHBI «OpraHu3anus ¥ TEXHOJOTHS JOKY-
MEHTAIIIOHHOTO O0ECIeUeHHUs YIPaBICHUS» HCIOIb3YIOTCS 00pa3oBaTeibHble TEXHOJIOTUH,
HamnpaBlieHHbIC HAa (OPMUPOBAHUE 3asBICHHBIX KOMIICTCHIIMN: WH(POpPMAIIMOHHAS JICKIIHS,
CEMHUHAp, UHTEPAKTUBHBIE TEXHOJIOTUU (JieKuusi — Oecefa, JIEKIUA-I1ajor), HHPOpMaIMOH-
HbIE TEXHOJOTUHU (MCIOJIb30BAHUE MPE3CHTAIINM, MEIUapeCcypcoB, CpaBOUHbIX cucteM «l a-
panT», «KoHCynpTaHT +» u ap.)

CamocrosTenpHas paboTa CTyIEHTOB MOApa3yMeBaeT padoTy HaJ KypcoBoi paboToi,
BBIMIOJTHEHHE MPAKTUYECKUX 3a/laHui; MHANBUAYAIbHYIO pabOTy B KOMIIBIOTEPHOM Kilacce U
oubmmoreke. OHa HampaBieHa Ha 3aKpeIJICHUE U YriyOJjeHrne 3HAHWM, MOJYyYCHHBIX B XO/€
ayJTUTOPHBIX 3aHATHUI.

OreHka 3HaHUN TIPEACTABIISIET COOOM COBOKYIMHOCTD Pa3IMYHBIX MTOKa3aTesien padbo-
ThI CTYJICHTA B T€UEHUE BCEro mnporecca o0ydeHus. [IpomMexxyTouHbIif KOHTPOJIb 10 UTOTaM
ocBoeHus auciuiuinabl Bkimovaetr 3adet (I kypc) u sxzamen (1V kypc).

6 YueOHO-MeTOAUUYeCKOEe 00ecTieueHle CAMOCTOSITeILHOIH PadoThl 00y4YaommXxcst

L]ens: U3yunTh HOPMATHUBHBIC TPEOOBAHUS K OpraHU3AIMK U TEXHOJOTUU JTOKYMEHTA-
[IMOHHOTO 00ECIICUCHHUS YIPABICHUS YUPEKICHUS UIH MTPEAPUSITHSL.

PaccmoTpuTe nmepeyncieHHble HOPMATUBHO — METOJIMYECKHAE JTOKYMEHTBI, IPOaHAJIN-
3UpPYITE NMPUBEICHHbIE HOPMAaTUBHO — METOIMUECKHUE IOKYMEHTBI C TOUYKU 3PEHUSI OpraHu3a-
[IUU ¥ TEXHOJIOTUH JIOKYMEHTAIIMOHHOT'O 00ECIICUCHHS YIIPABICHUS U BBIIOJIHUTE 33 JaHS:

1. BemummuTe TEPMUHBI U ONPEICTICHUS, OMICHIBAIOIINE MPOIECC TOKYMEHTO000pO-

Ta, OPraHU3aIUU AEJIONPOU3BOJACTBA, JOKYMEHTONOTOKOB, PACIPEACICHUS JOKY-
MEHTOB Ha JJOKYMEHTOINOTOKH. J[aTh CPaBHUTEIbHBIN aHATIU3 HOHSATUM.

2. Tlpoananmu3upyiiTe HOpMAaTUBHBIE TPEOOBAHUS K OpraHHU3AIMH JOKYMEHTO000pOTa
B YUPEKIEHHUH, K paclpepeNieHUuI0 JOKYMEHTO000pOoTa Ha TOKYMEHTOMOTOKH, IO~
PSAIOK U YacToTa yyeTa 00beMa JOKYMEHTO000pOTa B YUPEIKIACHHUH.

3. BeimummTe TEpMUHBI U ONpPEAETICHHS, ONMUCHIBAIOIINE MPOIECC PETUCTPALIUU J0-
KYMEHTOB, PETHCTpAaIlMOHHBIE (POPMBI JOKYMEHTOB, KOHTPOJIb UCTIONHEHUS JOKY-
MEHTOB. J[aTh CPaBHUTEBHBIN aHAIA3 TTOHSATHMN.

4. Tlpoananu3upyiTe HOpMATHBHBIE TPEOOBAHUS K OpraHMU3AIMU IpoIlecca peru-
CTpAIMH B YUPEKICHUH, K OTIPEACIICHUIO PETUCTPAITMOHHBIX ()OPM B YUPEIKICHUH.

5. Ilpoananu3upyiiTe HOpMaTHUBHBIE TPEOOBAHUS K OPTaHU3AIMH TTPOIIecca KOHTPOJIS
HCIIOJIHEHUSI JOKYMEHTOB B YUPEKJICHUH, HATUYUE JOJKHOCTHBIX JIMIL, OTBEYArO-
LIMX 32 OPraHU3alUI0 KOHTPOJISI UCIIOIHEHUS IOKYMEHTOB B YUPEXKICHUU.

6. BeimummTe TEPMUHBI U OMPEIEICHUS, OMUCHIBAIONINE MPOIECC HCIOIb30BaHU,
XPaHEHHUs] U YHUUTOXKEHHUS MeYaTel U ITaMnoB. /[aTe CpaBHUTENIBHBIN aHAIN3 I10-
HATHMN.

7. Tlpoanamu3upyiiTe HOpMATUBHBIE TPEOOBAHUS K OpTraHU3AIUU IMPOIECCa MCIOb-
30BaHUsl, XPAHECHHUS] M YHUUTOKECHHS TIeYaTel W IITAMIIOB B YUPEXKIEHUHU, K OIpe-
JeNeHuto (hopM ydeTa IedaTei v MTaMIIOB B YUPEKICHUH.

8. Ilpoanamu3upyiiTe HOpMaTUBHBIE TPEOOBAHMS K OpraHU3AIMK TPOIlecca YHUUTO-
YKEHHS MEYaTEN U IITAMIIOB B YUPEKJICHUHU, HAUIMYHE TOJLKHOCTHBIX JIML, OTBEYa-
IOLIMX 32 OPraHU3alHIO MPOLECcCa YHUUTOKEHHUS I€YaTe U ITAaMIIOB B YUPEKIe-
HUM.



9. TlombGepute mpuMepbl TOKYMEHTOB (MPUKA3bl, aKThl, KypHAJIbl y4eTa U JAPYTHE),
COIMPOBOXAAMOIINUX MPOIECC M3TOTOBJICHUS, XPAHCHUS, 3aMCHBI U YHHUYTOKEHUS
revaTei U MTaMIIOB yUpeXkKICHHUs/OpraHu3aui. (2-3 10KyMeHTa).

10. BeimummTe TEPMHUHBI U OMpEACIICHUs], OMUCHIBAIOIINE TpoIecc (OpMUPOBAHUS
JIeNl ¥ ONEPAaTUBHOTO XPAaHEHUS JeNl B y4peKIeHuUu/opraHuzanuu. /[aTh cpaBHU-
TEJIbHBIN aHAIN3 NOHATHH.

11. IIpoananu3upyiiTe HOpMaTUBHBIE TPeOOBAaHUS K OpraHu3aluu mpoiecca GhopMu-
pOBaHMsI JIe]1 U OTIEPATUBHOTO XPAHEHUS JeJl B yUPEKICHHH.

12. TlonGepute nmpuMepsl JOKYMEHTOB (ITPUKAa3bl, aKThl, CIIPABKU M JIPYTHUE), COMPO-
BOXKJIAIOIIUX TIpoIiecc (OPMUPOBAHUS JIe M OIMEPATHBHOTO XPAHCHHsI JeT ydupe-
XKJICHUS/Opranu3anuu. (2-3 J10KyMeHTa).

[TpaBwia nenonponu3BoICcTBA B eiepaTbHBIX OPraHax TOCyIapCTBEHHON BIIACTH (YTB.
[Tocranosnenuem Ipasutenbcrta PO ot 15 urons 2009roma Ne 477)

MeToaudeckie peKOMEHIAMH 10 pa3paboTKe WHCTPYKIIUHU IO JISJIOMPOU3BOJICTBY B
denepanbHbIX OpraHax rocynapctBeHHol Biactu (yTB. [Ipukasom PocapxuBa ot 23 nekaOps
2009 roga Ne 76).

«["ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO obecriedenust ynpapieHusi. OCHOB-
HbIC TIoJIoKeHUs. O0Ime TpeOOBaHUS K IOKYMEHTaM | CITy)k0aM JTOKYMEHTAIIMOHHOTO 00ec-
neueHus» (yrBeprkaeHa nprukasom [naBapxua CCCP ot 25 mas 1988 roma Ne 33).

I'OCT P 51141-98 «Jlenonpou3BOJACTBO U apXHUBHOE Jei0. TEepMUHBI M OIpesese-
Hus»(yTB. [loctanoBnenuem ['occrangapra PO ot 27 despans 1998 r. N 28) (oTmeHeH)

I'OCT P UCO 15489-1-2007 «Cucrema ctaHaapToB Mo uHpopMaiuu, 0udiImo-
TEYHOMY M H3JaTeNbCKOMY Jeny. YmpaBieHue aokymeHTamu. OOmiue TpeOoBaHUM)
(yrB. [Ipukazom Pocrexperynuposanus ot 12.03.2007 N 28-cT).

I'OCT P 6.30-2003 «YHuduupoBaHHble CUCTEMBI TOKYMEHTALUU. YHUDUIIUPOBAH-
Hasl CHCTEMa OpPTaHHU3AI[MOHHO-PACTIOPSIUTEILHON JOKyMeHTauu. TpeboBanus kK odopmire-
HUIO0 10KyMeHTOB» (yTB. IloctanoBnenueMm ['occrangapra Poccum ot 03.03.2003 Ne 65-cT).
(oT™MeEHEH)

IocCt P 54471-2011/ISO/TR 15801:2009 «Cucremsl 3J€KTPOHHO-
ro JOKyMeHTooOopoTa. YmpaBieHue fokymeHtanued. MHdopmanus, coxpaHsemas B dJeK-
TPOHHOM BuUJE. PekoMeHaanuu nmo o6ecrneyeHnIo JOCTOBEPHOCTH U HaJexKHOCTH» (yTB. [1pu-
kazom DenepaabHOr0 areHTCTBAa MO TEXHUYECKOMY PETYJIHUPOBAHUIO M METPOJIOTHH OT
18.10.2011 Ne 466-cT).

Hammonaneueiii crangapt Poccuiickont ®@enepaunu ['OCT P 7.0.8-2013 «Cu-
cTeMa CTaHAapTOB Mo HMH(pOpManuu, OMOTMOTEYHOMY M U3JAaTelnbCKOMy neny. Jlemo-
MIPOM3BOJICTBO U apXuBHOE Jieno. Tepmunsl u onpeneneHus» (yrB. [Ipukazom Poccran-
napta ot 17.10.2013 N 1185-cr).

Harmmonaneuenii crangapt Poccuiickoit ®enepanmun 'OCT P 7.0.97-2016. «Cucrema
CTaHJAPTOB MO WH(OPMALUHU, OUOIMOTEYHOMY U H3JATEIbCKOMY Jneny. OpraHu3alMOHHO-
pacriopsauTeabHas JoKyMenTanus. TpeboBanus Kk oopMIIeHUIO TOKyMeHTOB» (yTB. IIpuka-
30oM Poccrannapra ot 08.12.2016 N 2004-cT)

7 OueHOYHbBIE CPeACTBA 1/ NPOBEJAeHUs MPOMEKYTOYHOI aTTecTalNU

a) [lnanupyemble pe3yabTaThbl 00y4eHUsI M OLlEHOYHbIE CPeICTBA 1JIsl MPOBedeHUA
NPOMEKYTOYHOM aTTecTALMHU:
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

OK-10 cr1tocoOHOCTBIO K UCTIOJIB30BAHUIO OCHOBHBIX METO/IOB, CIIOCOOOB M CPEICTB HOIyYe-
HUSI, XpaHEHHUs, TepepaboTKu HHpopMaIu

3HaTh

OIIpeJIeTICHUS TIPOLIEC-
COB HCIOJIb30BaHUS
OCHOBHBIX METO/IOB,
CIIOCOOOB U CPEICTB
HOJTY4eHHS, XPAHCHHUS,
nepepaboTku HHPOP-
Manuu

Ilepeuenv» meopemuueckux 60npocos K IK3ameny
1. XapakTepucTuka AeJ0NpoU3BOACTBA B yUpeKe-
HUsAX Pycckoro uLeHTpaliM30BaHHOIO TOCYyIapcTBa
XV —XVII BB.

2. XapakTepHble 4epThl aenonpousBojacTBa XVIII
B.

3. XapakTepHucTUKa [EeNONPOU3BOJCTBA BBICIIMX U
LIEHTPAJIbHBIX FOCYAAPCTBEHHBIX yupexaeHun Poc-
cuu B repBoi nososuHe XIX Beka.

4. OnbIT panuoHaIU3aluyu JEJI0NPOU3BOJICTBA B OT-
JIENbHBIX BEJAOMCTBAaX BO BTOpoW nosioBuHe XIX —
Hauvase XX Beka.

5. Pabora opraHoB pabode-KpeCThbIHCKON HHCIICK-
MU 10 PalMOHAIN3ALMU Jelonpon3BoacTea. MH-
CTUTYT TEXHUKU YOpPABJIEHUS, €ro Hay4yHO-
METONYECKas U MPAKTUYECKas NEATEIbHOCTD.

6. IIpoOnembl cOBEpILIEHCTBOBAHUS AEIONPOU3BOI-
crea B 1950-1980-x rr. Ux 3akoHOmarenpHas M
HOpMAaTUBHAas periaMeHTalusl.

7. 3HaueHHe HOPMAaTUBHO-METOJWYECKON peria-
MEHTaluu Aenonpou3Boacrtsa. CocTaB COBPEMEH-
HBIX JIEHCTBYIOIIUX TOCYJAapCTBEHHBIX HOPMAaTHB-
HO-METOJIMYECKUX JOKYMEHTOB. XapaKTEepHUCTUKA
rOCy/IapCTBEHHOW CHUCTEMBI JIOKYMEHTAIlMOHHOTO
obecneuenus ympasnenus (I'CLOYVY).

8. OpranuzannoHHble (HOPMBI JETONPOU3BOICTBA.
Wx 3aBUCMMOCTBH OT cHElM(UKH U OpraHu3alrOH-
HOM CTPYKTYpBI yUPEKACHUSL.

9. CtpykTrypa U QyHKIUH HOApa3AeleHuil mo 1o-
KYMEHTAI[HOHHOMY OOCITY’)KHBaHUIO YUpPEXKICHUI.
10. XapakTepuCTUKa OCHOBHBIX HOPMAaTHBHBIX J10-
KYMEHTOB, PErJIaMEHTUPYIOIIHUX JIEIO0INPOU3BOICTBO
YUpEXKICHUS.

11. JIomXHOCTHOW M YHUCIIEHHBIH COCTaB JAEIOMPO-
M3BOJICTBEHHOM CITY)OBI y4upexaeHus. J{oymKHOCT-
HbIE 00513aHHOCTH pabOTHUKOB CIIyk0b1 JJOY.

12. JloxkymenToo0opoT. OnpenerieHne, XapakTepu-
CTHKAa OCHOBHBIX JIOKYMEHTONOTOKOB. [IpaBuna op-
raHM3alUHU TOKyMEHTO000poTa.

13. IlpaBuna npuemMa u oOpabOTKK MOCTyHAroIIeH
KOPPECIOHICHIIMN, UX BIUSHUE HA OPraHU3aLHIo
JBUKEHMSI TOKyMeHTOB. HampaBiieHne 10KyMeHTOB

Ha HUCIIOJTHCHUC.
14. OcHOBHbBIE HaIpaBIICHUSI COBEPIICHCTBOBAHUS
JOKYMEHTO000pOTa.

15. 3agaum peructpanuu JOKYMEHTOB, €€ OpraHH-
3anusi. CpaBHUTENIbHBIE XapaKTEPUCTUKH (opM pe-
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

TUCTpalyH T0KyMeHTOB. CocTaB HH(pOpMAIIHH.

16. B3aumocBs3b IPOLECCOB PErucTpalil U KOH-
TPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

17. TexHonoruss KOHTPOJSA 3a MUCIOJHEHUEM JOKY-
MCHTOB.

18. Opranuzanus
paboThI yUpEKICHUH.
19. Homenkiatypa aein, ee 3HaueHUE U IPUMEHEHUE
B JICJIOTIPOU3BOJICTBE.

20. Buabl HOMEHKIATYp Aell, OCOOEHHOCTH HX IO-
CTPOCHUS U IPUMEHEHHUS.

21. ®opMupoBaHUe JIe7 KaK TEXHOJOTHYECKas OIe-
panus jaenonpousBojacTBa. IlpaBuma dopmupoBa-
HUS B JIe7Ia JOKYMEHTOB OT/CJIbHBIX KaTeTOPUA.

22. DKcnepTu3a NUEHHOCTH JOKYMEHTOB B JIEJIONPO-
M3BOJICTBE. 3a7]a4uM U MOPSAO0K MPOBEICHUS.

23. DKcnepTHbIE KOMHUCCHM YUPEXKICHHM, UX 3a1a-
YH U TIOPSIIOK paboTHI.

24. IloaroTtoBka Jien yYpeKIeHUs K JajbHEUIIeMy
HCIoab30BaHul0. OIHcaHue el MOCTOSHHOIO M
BPEMEHHOT'0 XpaHCHUS.

25. Onucanue Jen TMOCTOSHHOTO U BPEMEHHOTO
xpaHeHus. Buapl onucel, co3gaBaemMbIX IpU mepe-
Jlaye J1e] B apXHUB.

CIPaBOYHO-UHGOPMAITMOHHOMN

YMmern

Beinenars, 0OBACHATH
(BBISIBIISIT U CTPOUTD)
TUIMYHBIE MO/IEJH,
npuoOpeTaTh 3HaHHS B
00J1aCTH OCHOBHBIX Me-
TOHOB, CIIOCOOOB H
CpeACTB  TOJIyYeHHUs,
XpaHeHus, mepepadboT-
K1 UH(POpMALINY;

1. JIaThb cpaBHUTENBbHYIO XapaKTEPUCTHKY TPEM HC-
TOPUYECKUM dTanaMm JeJIONPOU3BOJCTBA: TMpPUKa3-
HOMY, KOJJIS)KCKOMY U MUHUCTEPCKOMY, IO CIeay-
IOIIMM TTapaMeTpam:

1)  XpOHOJIOTHYECKHE PAMKH;
2) CTPYKTYpa OpTaHOB
yTIpaBJICHUS;

3)  cOCTaB M JOJDKHOCTHBIC OOSI3aHHOCTH JIEJI0-
MIPOU3BO/ICTBEHHBIX CITY)KaIIHX;

4)  xapaktepucTtuka GOpMbI JOKYMEHTA;

5)  dopmynsap foKyMeHTa (PEKBH3HTHI);

6)  xapakTepHCcTHKa orepanuii B paboTe C JTOKY-
MEHTaMHU;

7)  HOpMaTHBHas Oa3a B pabOTe C IOKYMCHTaMH.
3ananue oopMuUTh B BUJE TaOTUIIBI.

2.  IlepeuncnuTh  OCHOBHBIE  HOPMATHBHO-
METOJMYECKUE JTOKYMEHTHI B cdepe TOKyMEeHTaIu-
OHHOTO 00ECTICUCHHSI yIIPABJICHUSI B COBETCKHU Tie-
puon 1917-1991 rr. Onucarh Ha3HAYEHUE KAXKIOTO
JOKYMEHTA.

rOCyJapCTBEHHOTO

Bnanets

MPAKTUYECKUMH HABBI-
KaMHM HCIIOJIL30BaHUS,
BO3MOKHOCTBIO MEXK-
JUCLUIIIIMHAPHOTO

Ilpumepnana memamuka Kypcoevlx paoom:

1. PernamenTanus nenonpou3BoJCTBa B 3aK0-
HOJIaTENIbHBIX aKTaxX JIOPEBOJIIOIMOHHON Poccun.
2. CayxOBbI 1eTONIPON3BOCTBA B YUPEKICHH-
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

NPUMEHEHHS OCHOBHBIX
METOHO0B, CIIOCOO0B U
CPE/ICTB MOJTYYCHHUS,
XpaHeHHs, epepadoT-
K1 HH(POPMAIINH,

SIX IOPEBOJIOIMOHHOM Poccuu.

3. Pa3Butue 3aKkoHOAATENHEHOM perjaMeHTa-
UM padboThl ¢ ToKyMeHTaMu B Poccuiickoit deje-
pauuu B 1990-¢ -2010rr.

4. HccnenoBanue HOpMATUBHOM M 3aKOHOIA-
TENBHON 0a3bl KOHKPETHOU ChEephl ACITEITLHOCTH.
5. AHanu3 JIOKaJbHBIX aKTOB OpraHU3aluu (Ha

MIpUMepe JOKATbHBIX aKTOB KOHKPETHOW OpTraHu3a-
IIUH)

6. AHanmm3 CTpyKTYpbl 1 QYHKIUNA CITy>KOBI J1e-
JIOTIPOU3BOJICTBA (Ha MPUMEpPE KOHKPETHOW OpraHH-
3aIin).

7. Opranuszanus padotsl ciryxk0s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3aIim).

8. Opranu3zanusa JOKyMeHT000opoTa (Ha MpH-
Mepe KOHKPETHOM OpraHu3aliui) 1 OCHOBHbIE
HaIpPaBJICHUS €T0 COBEPIICHCTBOBAHUSI.

9. [TocraHoBka AENOMPOU3BOACTBA TOIpPA3Jie-
JICHUS YUPEKICHHSL.

10.  Metozapl opranu3ay KOHTPOJS 3a HC-
MOJTHEHWEM JTIOKYMEHTOB TP TPAIUIIOHHOM Jie-
JIOTIPOU3BO/ICTBE.

11. [IpoGnembl 3KkCepTU3bI IEHHOCTH JI0KY-
MEHTOB B JI€JIONPOU3BOJICTBE.

OIIK-1crmocoOHOCTRIO UCIIOIB30BaTh TCOPCTUUCCKHUEC 3HAHUA U METObI HCCIICAOBAaHUA Ha

IIPaKTHUKE

3HaTh

OCHOBHBIE  OIpejerne-
HHUS U TOHSTHS, OCHOB-
HBIC METOABLI MCCICIO-
BAHUM,  OIpEIEICHUS
MPOIECCOB  HMCIOJIb30-
BAHUS TEOPETUUYECKUX
3HaHUH U METOHOB MC-
CIEJOBAaHMUS Ha IpaK-
THKE

Tecr
1. IIponomxkute «/1enonpon3BoCTBO» — 3TO..
a) Cucrema XpaHeHus! JOKYMEHTOB.
6) CocraByieHHE TOKYMEHTOB.
B) OTpacip neaTeabHOCTH, 00eCIIeuYnBaro-
1ast JOKYMEHTHPOBAaHUE U OpTraHU3aIHI0 paboTHI ¢
ouMaNbHBIMUA JOKYMEHTaMH.
2. [ToHsATHE «TOKYMEHTHUPOBAHUE) - 3TO:
a) OdopmiieHre TOKYMEHTA.
6) 3anuch nH(pOPMAIMK Ha Pa3TUYHBIX HOCUTEINAX
10 YCTAHOBJICHHBIM IIpaBUJIaM.
B) lcnionHenune nokymeHra.
3. Kakas ¢popma paboThl ¢ TOKyMEHTaMU B yIpaB-
JICHYECKOM arapare He CylmecTByeT?
a) [Ipsmas.
0) LlenTpanu3oBaHHasl.
B) CmemianHasl.
4. 3akoHunTe HayaToe npeaaoxenue: JlokymeH-
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

TOOOOPOT — ATO JIBUKEHUE JIOKYyMEHTOB B OpTaHu-
3allMy ¢ MOMEHTA UX CO3aHUs J10:

a) [lepenaun Ha UCTIOJIHEHHE.

0) [ToamuBKH B J€I10.

B) 3aBepIICHUS UCTIOJHEHUS U OTIIPABKHU.

5. Kakue [OKyMEHTOIIOTOKH 110 HAIIPABJICHUIO HE
CYIIIECTBYIOT?

a) ['opu3oHTaNBbHBIE TOTOKH.

0) BepTukanbHbIC TOTOKH.

B) CninpanbHble TOTOKH.

6. JIokyMeHTBI, CO3/1aBacMbI€ B JJaH-

HOM OpraHu3aluu ¥ OTIPABIIsIEMBIE 3a €€ IPEIEbl,
COCTaBJISIOT:

a) Bxoasiuii JOKyMEHTOIOTOK.

0) Ucxonsamumii TOKyMEHTOMOTOK.

B) BHyTpeHHU# JOKYMEHTOMOTOK.

7. B kakoii cpok JT0JKHA MPOU3BOAUTHCS 00paboT-
Ka JTJOKyMEHTOB U Mepeiaya uX UCIOTHUTENAM?

a) B neHp mocTyrieHns JOKYMEHTOB B OpraHu3a-
LUIO.

0) B Tpex1HeBHBII CPOK MOCTE MOCTYMICHUS JOKY-
MEHTOB B OpPraHU3alIUIO.

B) B HeenpHBINM CPOK MOCIe MOCTYIUIEHUS TOKY-
MEHTOB B OpPraHU3alIUIO.

8. C uero HauyMHAETCS UCIIOTHEHUE TOKYMEHTA?

a) Co cObopa uHpOopMaIIHH 1O BOIIPOCY.

0) C coBemanus B KaOMHETE PyKOBOJIUTEIIS.

B) C u3nanus nprkasa 00 UCIIOIHEHNH JOKYMEHTA.
9. Kak ycTaHaBiMBaeTcs CPOK UCIIOIHEHUS JOKY-
MEHTa, €CJIM €r0 HE yKa3ajl pyKOBOJAUTEIND?

a) [lo pemenuro cexperaps.

6) Ha ocHOBE TUTIOBBIX CPOKOB MCIIOTHEHUS IS
aHAJIOTHYHBIX JIOKYMEHTOB.

B) B 3aBUCHMOCTH OT cuTyanuu.
10. Kakue sTamnbl He IPOXOISIT UCXOISI-

e J0KyMEHTBI?

a) CocTaBieHHE IPOEKTa JOKYMEHTA.

6) Peructparus.

B) [Ipuem u nepBuuHas o0paboTKa.

r) KoHTpOo:b 32 HCTIOTHEHHEM.

11. Ecnu B pe3oitonuy yka3aHO HECKOJIb-

KO UCIIOJTHUTEIIEH, TO KTO OTBEYAET 3a BHINOJIHEHHE
MOpYYEHUS PYKOBOIUTENS?
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CTpyKTypHBII

[Inanupyemblie pe3yib-

AJIEMEHT OueHouHbIe CpeicTBa
TaThl 00y4YeHHUS
KOMIIETEHIIUH
a) JIuio, ykazaHHOE B CIIUCKE UCTIOIHUTE-
JIEH TIEPBBIM.
0) JIuto, onpeneIeHHOe COOTBETCTBYIO-
LM JOTOJHUTEIBHBIM YKa3aHUEM PYKOBOIUTEIIS.
B) Jlumo, koropomy nepBomMy OyneT mnepeaan
JIOKYMEHT Ha UCIIOJIHEHHE.
YmMmets pacnio3HaBath 3 dek-
THBHOE pelieHHE OT 1. Beinummre TepMHUHBI M ONPEEIEHUS, OIHU-
Hea)HEKTHBHOTO, CBHIBAIOLIME MPOLECC HCIOIb30BAHUS TEOPETUYE-
IPUMEHATL TEOpPETHYe- | CKMX 3HAHWM M METOJOB UCCIIEA0BAHMs Ha MPAaKTH-
CKHE€ 3HaHMs U METOJIbI | Ke. JIaTh CPABHUTEIIbHBIM aHAIN3 TIOHATUH.
MCCICNOBAHIS  SHAHMA | 2, [Ipoananu3upyiite HOpMaTHBHBIE TpeOOBa-
B NPOQECCHOHANBHON | 1y« oprammsamm| mpoIecca HCTOB30BAHHS TEO-
JIEATEIIbHOCTH; UCIIOJb- .
PETHYECKMX 3HAHUN U METOJOB HMCCJIEHOBAaHUS HA
30BaThb UX Ha MEXIUC-
IUIIMHAPHOM ypoBHe; | TPAKTHKE.
KOPPEKTHO BBIPAXKATD H 3. [Ipoananuzupyiite HOpMaTHUBHBIE TpeOOBa-
apryMEHTUPOBAHHO HUS K OpraHu3aliy IpoLecca UCIOIb30BAHUS TEO-
000CHOBBIBAaTh TCOPC- | peTUYECKUX 3HAaHUHA U METOJOB HCCJIEIOBAHUS Ha
THYECKHE 3HAHUA U Me- | mpakryke.
TOABI MCCIIEIOBAaHUS Ha
MIPaKTHUKE
Bnanets MPaKTUYECKUMHU Ilpumepnaa memamuka Kypcoswix paoom:
HaBbIKaMH, criocobamu | 1. PermamenTanus 1eonpon3BoACTBA B 3aK0-
OIICHUBAHUS HOJATENIbHBIX aKTax J0PEeBOIIOIMOHHON Poccun.
3HAYMMOCTH U 2. Cry>x0bl AeTONPON3BOACTBA B YUPEXKICHU-
MPaKTUYECKON SIX IOPEBOJOLMOHHOM Poccun.
MIPUTOTHOCTH 3. Pa3BuTHe 3aKkOHOIAaTENBHON periaMeHTa-
HCTIOIB30BaHUS uu paboThl ¢ qokyMeHTamu B Poccuiickoit dene-

TEOPETUYECKUX 3HAHUHI
1 METOJIOB
HCCIIEIOBAHUS HA
MPAKTUKE; OCHOBHBIMH
METOJIaMH PEIICHUS
3a1a4 B 00J1aCTH
HCIIOJIb30BaTh
TEOPETUYECKHUE 3HAHUS
U METOJIbI
HCCIICIOBAHUS HA
MIPAKTUKE;

paruu B 1990-¢ -2010rT.

4. HccnenoBanne HOpPMaTUBHOM M 3aKOHOJa-
TeNbHON 06a3bl KOHKPETHOMN Cepbl 1eATEIbHOCTH.
5. AHanu3 JOKaJIbHBIX aKTOB OpraHU3aluK (Ha

MpUMepe JIOKaJIbHBIX aKTOB KOHKPETHOW OpraHu3a-
1005079

6. AHanu3 CTpyKTYyphl U QYHKIUHN CITY>KOBI Je-
JIONPOU3BOJICTBA (Ha MIPUMEpPe KOHKPETHOM OpraHu-
3aIin).

7. Opranuzanus pabotsl ciryx6s1 JJOY (Ha
pUMepe KOHKPETHOW OpTraHU3aIiH).
8. Opranuzanus J0KyMeHTo000poTa (Ha npu-

Mepe KOHKPETHON OpraHU3alliK ) U OCHOBHBIC
HaHpaBHeHI/I}I cro COBepHIeHCTBOBaHI/IH.

9. [TocTaHOBKa AEIOMPOM3BOACTBA TOPA3JIC-
JIEHUA YUPEXKICHUA.

10. Mertoapl opranu3any KOHTPOJS 3a HC-
ITIOJIHCHUCM I[OKYMGHTOB HpI/I TpaI[I/ILII/IOHHOM ae-
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

JIONIPOU3BO/ICTBE.
11. [Ipo6nembl 3KCTIEPTU3BI LIECHHOCTHU JI0KY-
MEHTOB B JI€JIOIIPOU3BOJICTBE.

[1K-5 BnageHueM TEHISHIMSIMH Pa3BUTHUS HH(POPMAIIMOHHO-IOKYMEHTAIIMOHHOTO M o0ecIie-
YEHUS! YIPABJICHUS apXUBHOTO JeJia

3HaTh

OTIpeNieNieHusl  Tpolec-
COB pa3BuTHs HUH(OP-
MalluOHHO-
JOKYMEHTAI[MOHHOTO U
obecrieueHus ympasiie-
HUS APXUBHOTO JIelia

Ilepeuens meopemuueckux 60npocog K IK3ameny
1. Xapakrepuctuka JeJI0MpPOU3BOJICTBA B yUpexkae-
HusAX Pycckoro HeHTpanM30BaHHOIO TOCYyIapcTBa
XV —XVII BB.

2. XapakrtepHble 4epThl aenonpousBojcTBa XVIII
B.

3. XapakTepucTHKa JeJIONPOU3BOJCTBA BBICIIUX M
LIEHTPAJIbHBIX FOCYAAPCTBEHHBIX yupexaeHun Poc-
cuu B nepBou nosiosuHe XIX Beka.

4. OnbIT paMoHaIU3alUyU JEJI0IPOU3BOJICTBA B OT-
JIEJIbHBIX BEJIOMCTBAaX BO BTOpOW mosioBuHe XIX —
Havase XX Beka.

5. Pabora opranoB pa0oue-KpecTbsIHCKON HMHCIIEK-
LMU 10 pallMOHAIU3ALMU JAesionpou3BoacTBa. MH-
CTUTYT TEXHUKU YIOpPABJIEHUS, €ro Hay4yHO-
METOJINYECKas U MPAKTUYECKas IEATEIbHOCTD.

6. IIpoOnembl cOBEpILIEHCTBOBAHUS AEIONPOU3BO-
crBa B 1950-1980-x rr. Ux 3akoHOmarenpHas u
HOpMaTUBHas periaMeHTalusl.

7. 3HaueHHE HOPMAaTUBHO-METOJMYECKOM peria-
MEHTaluu jAenonpou3Bojactsa. CocTtaB COBpEMEH-
HBIX JCHCTBYIOIIMX TOCYIapCTBEHHBIX HOPMAaTHUB-
HO-METOJIMYECKUX JOKYMEHTOB. XapaKTepHUCTUKA
rOCy/IapCTBEHHOW CHUCTEMBl JIOKYMEHTAIlMOHHOTO
obecnieuenus ympasnenus (I'CIOY).

8. OpranuzannoHHble (HOPMBI JIETONPOU3BOICTBA.
Hx 3aBUCMMOCTBH OT CHENM(UKH U OpraHU3alroH-
HOM CTPYKTYpBI yUPEKACHHUSI.

9. CtpykTypa ¥ (QYHKUMHU TOApA3ENEHHH MO J10-
KYMEHTAIIMOHHOMY OOCITYKUBAaHUIO YUPEXKICHUH.
10. XapakTepuCTUKa OCHOBHBIX HOPMATHUBHBIX J10-
KYMEHTOB, perjlaMeHTUPYIOIIHUX JI€I0MPOU3BOJICTBO
YUPEXKIEHUS.

11. JIomXHOCTHOW M YHUCIIEHHBIA COCTaB JEIOMpPO-
W3BOJICTBEHHOM CITYKOBI y4upexaeHus. J{oimKHOCT-
HbIE 0053aHHOCTH paOOTHUKOB CIIyk0bI JJOVY.

12. JloxymenToo0opoT. OnpeaesieHne, xapakTepu-
CTHKa OCHOBHBIX JIOKYMEHTONOTOKOB. [IpaBuia op-
TraHU3aIKMK TOKYMEHTO000pOTa.

13. IlpaBuna nmpuema U 00OpabOTKM MOCTYMAIOMIEH
KOPPECHOHICHIINM, WX BIMSHHE HAa OpPraHU3ALMIO
JBUKEHMSI TOKyMEHTOB. HarnpaBieHne 10KyMEHTOB
Ha WCIIOJTHEHUE.
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[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

14. OcHOBHbIC HaIpaBICHHS COBEPIICHCTBOBAHUS
JIOKYMEHTO000pOTA.

15. 3agaun perucrpanuu 1OKyMEHTOB, €€ OpraHu-
3arusi. CpaBHUTEIIbHBIE XapaKTEPUCTUKU PopM pe-
ructTpanuu 1oKymeHToB. CoctaB nH(pOpMAITIH.

16. B3auMocCBs3b MPOIECCOB PErUCTpaAllMd M KOH-
TPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

17. TexHonoruss KOHTPOJSA 3a MUCHOJHEHUEM JOKY-
MCHTOB.

18. Opranuzanus
paboOTHI yUpEKICHUI.
19. HomenknaTypa zien, ee 3Ha4eHHe U IPUMEHEHHE
B JICJIOTIPOU3BOJICTBE.

20. Bunabl HOMEHKJIATYpP 1€, OCOOEHHOCTH MX TO-
CTPOCHHUS U IPUMCHCHHSI.

21. ®opmupoBaHMe A€ KaK TEXHOJOTrn4yecKas ome-
panus jaenonpousBojacTBa. IlpaBuma dopmupoBa-
HUS B JIe7Ia JOKYMEHTOB OT/CJIbHBIX KaTeTOPUA.

22. DKcnepTu3a NUEHHOCTH JOKYMEHTOB B JIEJIONPO-
M3BOJICTBE. 3a71a4M U MOPSAOK MPOBEICHUS.

23. DKcHepTHbIE KOMUCCHM YUPEXKACHHM, UX 3a1a-
YU U MOPSIJIOK pabOTHI.

24. TloaroToBKa Aen Y4YpexAeHUs K NajbHeiiemy
HCnoab30BaHui0. OmucaHue Oel IMOCTOSHHOTO U
BPEMEHHOT'0 XpaHEHUSI.

25. OnucaHue [en TMOCTOSSHHOTO U BPEMEHHOTO
xpaHeHus. Buapl onucel, co3gaBaeMbIX IpuU nepe-
Jlaye J1eJ B apXHUB.

CIPaBOYHO-UH(POPMAITUOHHOMN

VYmMmern

BBIJICTISIT  TCHJICHITUH,
OOBSACHATH (BBISIBIATH U
CTPOUTH) THITMYHBIE
MO/IENH, KOPPEKTHO
BBIpAXaTh W apryMeH-
TUPOBAaHHO OOOCHOBBI-
BaTh IIOJIOKEHUS TEH-
JNEHINI pa3BUTUS HWH-
dbopmMaroHHO-
JOKYMEHTAITUOHHOTO U
obecrieueHus ympaBiie-
HUS QpXUBHOTO JIejIa.

1. BeimummMre TEPMUHBI U OINpPEICIICHUs, OIMUCHI-
BAIOLIME IPOLIECC BIAACHUS TEHICHLIMIMHU pa3-
BUTHSA UH()OPMALIMOHHO-JOKYMEHTAIMOHHOTO U
o0OecrieyeHrs yOpPaBJIEHUS apXUBHOTO Jena.
JlaTh cpaBHUTENbHBIN aHAIN3 MOHSITUH.

2. [Ipoananu3upyiite HOpMaTHBHbBIE TpeboBa-

HUs K OpPraHM3aluu Ipolecca IpoLecc BIaAcHUs

TEHJCHLUAMU pa3BUTHUSA UH(POPMALIMOHHO-

JOKYMEHTAI[MOHHOTO W OOeCreyeHHs YIpaBJICHUs

apXHUBHOIO JIeTA.

3. [Ipoananusupyiite HOpMaTHUBHBIE TpeOOBa-

HUsS K OpPraHM3aluy Mpouecca IpoLecc BIaACHUs

TEHJCHIUSIMHU pa3BuUTHUA nH(pOPMaLOHHO-

JOKYMEHTAI[MOHHOTO W OOeCreyeHHs YIpaBJICHUs

apXHUBHOIO JIeJa.

Bnanets

cnocobamu
I[eMOHCTpaI_II/II/I YMCHI/ISI

Ilpumepnaa memamuka Kypcoewvix paoom:
1. PersnaMeHTanus 1e10nponu3BOICTBA B 3aKO-
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aHaJIM3UPOBATH
CUTYAIHIO,
BO3MOKHOCTBIO
MEXKTUCITUTUTHHAPHOTO
MIPUMEHEHUS,
po(hecCHOHATLHBIM
SI3BIKOM B 00JIaCTH
TEHJICHUUI Pa3BUTHUSL
nH(pOpMaIMOHHO-
JIOKYMEHTAIMOHHOTO
obecneyeHus
YIIPaBICHUS ApXUBHOTO
nena;

HOAATCIBbHBIX aKTax ,Z[OpeBOJIIOHPIOHHOI;'I Poccumn.

2. CayxOBbI 1eTOTIPON3BOACTBA B YUPEKICHH-
SIX IOPEBOJIOIMOHHOM Poccuu.
3. Pa3Butue 3aKkoHOAATENHEHOM perjaMeHTa-

UM padboThl ¢ ToKyMeHTaMu B Poccuiickoit deje-
paruu B 1990-¢ -2010rT.

4. HccnenoBanue HOpMAaTUBHOM M 3aKOHOA-
TENBHON 0a3bl KOHKPETHON CEphI ACATSILHOCTH.
5. AHanu3 JIOKaJbHBIX aKTOB OpraHU3aluu (Ha

MIpUMeEpE JOKATBHBIX aKTOB KOHKPETHOW OpTraHu3a-
100079

6. AHanm3 CTpyKTYpbl U QYHKIHNA CITY>KOBI J1e-
JIONPOM3BOICTBA (HAa IPUMEPE KOHKPETHOM OpraHu-
3aIin).

7. Opranu3zanus padotsl ciryxk0s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3aIiH).
8. Opranu3zanus J0KyMeHTo00opoTa (Ha Impu-

Mepe KOHKPETHOM OpraHu3alin) 1 OCHOBHbIE
HaIlpaBJIEHUS €r0 COBEPIIEHCTBOBAHUS.

9. [ToctaHOBKa /€I0NPOM3BOJCTBA HOJpa3jie-
JICHUS] YUPEXKICHUS.

10.  Metoap! opranu3aly KOHTPOJIsS 3a HC-
MIOJIHEHUEM JIOKYMEHTOB IPU TPaJULMOHHOM Jie-
JIONIPOU3BOJICTBE.

11. [IpoGnembl 3KkCepTU3BI IEHHOCTH JI0KY-
MEHTOB B JIEJIOITPONU3BOJICTBE.

[1K-6 crmocoOHOCThIO aHATM3UPOBATH CUTYAIMIO Ha PHIHKE WH()OPMAIMOHHBIX MPOAYKTOB H
YCIIyT, AaBaTh SKCIEPTHYIO OIIEHKY COBPEMEHHBIM CHCTEMaM JJIEKTPOHHOTO JTOKYMEHT000O0-
poTa M BEJACHUS JIEKTPOHHOTO apXHBa

3HaTh

OCHOBHBIE  OIpefene-
HHUS U TOHSTHS, OCHOB-
HBIE METOJIBI HCCIEJIO-
BaHUM, OIpEICIICHUS
MPOLECCOB aHaIU3a CHU-
Tyallud Ha PBIHKE WH-
(GbOpMaIMOHHBIX  TPO-

JTYKTOB U yCIyT

Ilepeuens meopemuueckux 60npocog K IK3ameny
1. XapakTepucTuka AeIonpor3BOACTBA B yUpexKe-
HUSX PycCKOro uneHTpaauM30BaHHOIO TOCYAapCcTBa
XV —XVII BB.

2. XapaktepHble 4epTsl aenonpousBoiactsa XVIII
B.

3. XapakTepucThKa JeJIONPOU3BOJCTBA BBICIIUX M
LEHTPAIbHBIX FOCYAAPCTBEHHBIX yupexaeHun Poc-
cuu B riepBoi nosoBuHe XIX Beka.

4. OnpIT pauMoOHAIM3alKN AEJIOMPOU3BOJICTBA B OT-
JIETIbHBIX BEJOMCTBAX BO BTOpOW mosnoBuHe XIX —
Hauvasie XX Beka.

5. PabGoTa opraHoB paGode-KpeCThbIHCKOW WHCIICK-
LHMM [0 palMOHAIM3ALMKU Jenonpou3BoacTtBa. MH-
CTUTYT TEXHUKH YIOpaBJIECHUS, €ro Hay4dHO-
METOJIMYECKAsA U MPAKTUYECKAS JEATENBHOCTb.

6. IIpoGnemMbl COBEpPIICEHCTBOBAHUS JIEIOMPOU3BO/I-
ctBa B 1950-1980-x rr. Mx 3akoHomarenbHas
HOPMAaTHBHAs PErJIaMEHTAalHsL.
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

7. 3HaueHWE HOPMATUBHO-METOJMYECKOM peria-
MEHTaluu jAenonpousBojactsa. CocraB COBPEMEH-
HBIX JCHCTBYIOIIMX TOCYIapCTBEHHBIX HOPMATHUB-
HO-METOJIMYECKUX JOKYMEHTOB. XapaKTepHUCTUKA
roCyJapCTBEHHOM CHUCTEMBI JOKYMEHTAIlHOHHOTO
obecrieuenus ynpasienus (I'CIOVY).

8. OpranuzanuoHHbsie (HOPMBI JETONPOU3BOACTBA.
Wx 3aBucumocTh OT crieliuuKd U OpraHu3alroH-
HOM CTPYKTYPBI YUPEKICHUS.

9. Ctpyktypa U (GyHKIUU TOIpa3felieHuil Mo Jo-
KYMEHTAIIMOHHOMY OOCITYKMBAHHIO yUPEKIACHUI.
10. XapakTepucTuka OCHOBHBIX HOPMATHBHBIX JO-
KYMEHTOB, periiaMeHTUPYIOIINX JIeIOMPOU3BOICTBO
YUPEKICHUS.

11. JIoJBKHOCTHOM M YKMCJIEHHBINM COCTaB JEIO0Mpo-
M3BOJICTBEHHOM CIIykObl yupexxaeHus. JommKHOCT-
Hble 0053aHHOCTH paOOTHUKOB CI1yk0bI JJOVY.

12. okymenToobopor. Onpenenenue, xapakTepu-
CTHKa OCHOBHBIX JIOKYMEHTONOTOKOB. [IpaBuia op-
raHU3alKK T0KYMEHTO000pOoTa.

13. IlpaBuna npuema U 0OpabOTKU MOCTYMAOIIEH
KOPPECTIOHJICHIINM, WX BIWSHHE HA OPTraHU3AIMIO
JBIDKEHUS TOKYMEHTOB. HampaBiieHne JOKyMEHTOB

Ha HCIIOJIHEHHE.
14. OcHOBHbIE HamNpaBlIE€HUS COBEPLUICHCTBOBAHMUS
JOKYMEHTO000pOTa.

15. 3agaun perucrpanuu 1OKyMEHTOB, €€ OpraHu-
3anusi. CpaBHUTENIbHBIE XapaKTePUCTUKH (popM pe-
rucTpanuu 10KymeHToB. CoctaB HH(pOpMAIIIH.

16. B3auMOCBsA3b IPOLECCOB PErMCTpalMi U KOH-
TPOJIst 32 UCIIOJHEHUEM JJOKYMEHTOB.

17. TexHONOrWsI KOHTPOJS 3a UCHOJHEHUEM JOKY-
MEHTOB.

18. Opranuzanus crnpaBOYHO-UH(POPMAIIMOHHOM
paboThI yUpeKIeHUH.

19. Homenkiarypa nen, ee 3HaueHue U IPUMEHEHNE
B JIEJIONIPOU3BOJICTBE.

20. Bumbl HOMEHKJIATYp 1€, OCOOEHHOCTH HMX TIO-
CTPOEHHS Y IPUMEHEHMSL.

21. ®opMupoBaHUE J1€] KaK TEXHOJIOTHYECKAs OIe-
pauus nenonpousBojcTBa. IlpaBuna dopmuposa-
HUS B Jiefla JOKYMEHTOB OT/I€TIbHBIX KaTEerOpHii.

22. DkcnepTusa IEHHOCTH JOKYMEHTOB B JIEJIONPO-
M3BOJICTBE. 3aa4y U MOPSIIOK IPOBEAEHUS.

23. DKCNepTHbIE KOMUCCUU YUPEXKIACHUN, UX 3a/1a-
YH U TIOPSIIOK paboTHI.

24. TloaroToBka Aen yupexAeHUs K JajdbHEUIIemMy
ucnosp30BaHn0. OnucaHue Jeln HOCTOSHHOTO M
BPEMEHHOI'0 XpaHEHUSI.
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CTpyKTypHBII

[Inanupyemblie pe3yib-

AJIIEMEHT OueHouHbIe CpeicTBa
TaThl 00y4YeHHUS
KOMIIETEHINH
25. OnucaHue [en IMOCTOSTHHOTO U BPEMEHHOIO
xpaHeHus. Buapl onucel, co3gaBaeMbIX Ipu mepe-
Jaye JIeJ B apXUB.
YmMmeTh UCIIOJIb30BaTh CcI11oco0- | 1. Boinummre TepMuUHBL U ONpeAeNeHus, Onu-
HOCTb  aHAJIM3HUPOBATD | CpIBAIOIIME IIPOLIECC aHAINU3a CUTYallUd HA PBIHKE
CATYalluio  Ha - PBIHKC | yy hopMallMOHHBIX MPOAYKTOB M YCIYT, JIaBaTh
MH(GOPMaLIMOHHBIX
OKCIIEPTHYIO OIICHKY COBPEMEHHBIM CHCTEMaM
OPOAYKTOB U  YCIHYT, 5
aBath sKcrepTHyEo | >EKTPOHHOTO JOKYyMEHTOO00POTa H BENICHUA dIIeK-
OLIEHKY, KOppEKTHO | TPOHHOTO apXuBa. JlaTh CpaBHUTENBHBIA aHAIH3
BBIp@KATh M apryMeH- | IOHATHH.
TUPOBAaHHO OOOCHOBBI- | 2. [Ipoananu3upyiite HOpMaTHUBHBIE TpeOOBa-
BaTb TIOJOXKCHHUA CIO- | gys k opraHU3alUy MpoIlecca aHaan3a CUTYalluu Ha
COOHOCTH  aHAM3HPO- pBhIHKE UH(GOPMAIMOHHBIX MPOAYKTOB U YCIYT, Ja-
BaTh  CUTYyalldlI0 Ha
BaTh HKCHEPTHYIO OLIEHKY COBPEMEHHBIM CHUCTEMaM
pBIHKE WH(POPMALMOH-
HBIX  TpoaykTop  w | >IEKTPOHHOTO JOKYMEHTO00O0pOTa U BEACHUS DJICK-
yCIIyT, AaBaTh 3Kcrneprt- | TPOHHOTO apXHBa.
HYI0 OIIEHKY CcOBpe- | 3. [Ipoananu3upyiite HOpMaTHBHBIE TpeOOBa-
MCHHBIM CHUCTEMaM | oy K OpraHu3anuy Ipormecca Iporece aHain3a cu-
SJICKTPOHHOTO  IOKY- | ryanuu Ha peIHKEe HH(POPMAIMOHHBIX MPOIYKTOB H
MEHT Ta W Beje-
eHT0000poTa eac yCIyT, AaBaTh KCIEPTHYIO OLEHKY COBPEMEHHBIM
HUSL DJIEKTPOHHOTO ap-
N CUCTeMaM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U Be-
JICHUS DJIEKTPOHHOTO apXHBa.
Bnaners OCHOBHBIMM MeTOoJaMu | Ilpumepnas memamuxa Kypcoevix pabom:

MCCIJIEJOBAHMUSI, CIIOCO-
0amMM COBEpPILIEHCTBO-
BaHUs Npoeccro-
HaJIbHBIX 3HAHUW U
YMEHMH ITyTEM HUCIIOJIb-
30BaHMS BO3MOXKHOCTEN
UH(POPMALIMOHHOM cpe-
JIbl TIPYU aHAJIU3€E CUTY-
allM Ha phIHKE UH-
(dbopMaImOHHBIX MPO-
IYKTOB U yCIIyT, a4l
SKCIIEPTHON OLEHKHU
COBPEMEHHBIM CHCTE-
MaM 3JIEKTPOHHOTO J10-
KyMEHT0000pOTa U Be-
JE€HUS DJIEKTPOHHOTO
apxuBa.

1. PernameHnTanus 1e10npon3BoICTBA B 3aK0-
HOJATEJIbHBIX aKTax JOPEeBOIIONMOHHON Poccun.
2. CiyxO0Bbl 1e0TIPOU3BOCTBA B YUPEXKICHH-
SIX TOPEBOJIOLMOHHOM Poccuu.

3. Pa3BuTHe 3aKOHOJATENBHON perIaMeHTa-
uuu paboTel ¢ JokyMeHTamu B Poccuiickoit ®ene-
pauu B 1990-e -2010rr.

4, HccnenoBanne HOpMAaTMBHOM M 3aKOHOJA-
TeNbHON 0a3bl KOHKPETHOMN Chephl AeATeITbHOCTH.
5. AHanM3 TOKaTbHBIX aKTOB OpTaHU3aIny (Ha

IpUMepe JOKATbHBIX aKTOB KOHKPETHOW OpraHu3a-
AN

6. AHanu3 CTpyKTYpbl U QYHKIMNA CITy>KOBI Jie-
JIOTIPOM3BO/ICTBA (HA MPUMEPE KOHKPETHOM OpraHu-
3aIun).

1. Opranuzanus padotsl ciryx0s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3aIim).

8. Opranu3anys J0KyMeHT0000poTa (Ha Mpu-
Mepe KOHKPETHOM OpraHu3aliy) 1 OCHOBHBIE
HaIpaBJICHUs €r0 COBEPIIEHCTBOBAHUS.

9. [TocTaHOBKa /1€IONMPOU3BOJCTBA TOJpa3e-
JICHUS] YUPEXKICHUS.
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

10.  Metoab! opranu3aly KOHTPOJs 3a HC-
IIOJIHEHUEM JIOKYMEHTOB IIPU TPAJAULMOHHOM Je-
JIONIPOU3BO/ICTBE.

11. [Ipob6nembl 3KCTIEPTU3BI LIEGHHOCTHU JI0KY-
MEHTOB B JI€JIOPOU3BOJICTBE.

I1K-7 criocoOHOCTBIO OLIEHMBATh MCTOPUIO U COBPEMEHHOE COCTOSIHUE 3apyOeKHOrO OIbITa
YIPABJICHNS JOKYMEHTAMU U OPTaHU3aLUU UX XPAHEHUs

3HaTh

OCHOBHBIE  OHpejene-
HUSI U TIOHSITHS, OCHOB-
HBIE METOJBI HCCIEN0-
BaHMH,  ONpEACICHUS
IPOLIECCOB OLCHKH HC-
TOPHU ¥ COBPEMEHHOTO
COCTOSIHUE 3apyOe’KHO-
rO ONbITa YIPaBJICHUS
JOKyMEHTaMH M Opra-
HHU3aLUU UX XpaHESHUS

Ilepeuens meopemuueckux 6onpocos K 3auemy

1. PackpbITh mpenmer, cojlepkaHue, 3aJadu
Kypca;

2. PackpbITh MeCTO Kypca cpeiu JIpyrux H3y-
YaeMbIX JHUCIUILINH;

3. AHanu3 TepMUHOJOTUH OCHOBHBIX HMOHATHH
B 00J1aCTH JIEIONPOU3BOJICTBA;

4. PackpbiTh ponb kypca «OpraHuszanus Hu
TEXHOJIOTUSI  JOKYMEHTAIlMOHHOTO  OOECIIeYCHHUs
yIIpaBJICHUs» B COBEPUICHCTBOBAHUU OpraHU3aluu
paboThI C JOKYMEHTaMH.

S. Bo3HukHOBEHHE U pa3BUTHE J1EIOIPOU3BO/I-
ctBa B yupexaenusx Poccun XV — XVII BB.

6. XapakTepHble 4YepThl JEJIONPOU3BOJCTBA B
yupexaenusx Poccun XVIII B.

7. XapakTepucTUKa JeJIONPOU3BOJCTBA BBIC-
IIMX U LEHTPAJbHBIX IOCYIapCTBEHHBIX YyUpexKie-
Hui Poccun B mepsoii nososuHe XIX B. — Hauvane
XX B.

8. OnbIT panuoOHaIM3alMU JEIONPOU3BOJICTBA
B OTAENBHBIX BEJOMCTBAX BO BTOPOH IOJIOBHHE
XIX — nauane XX Beka.

9. CraHOBNEHHE M pa3BUTHE JAEIONPOU3BOA-
CTBa B COBETCKUX IrOCYJaPCTBEHHBIX YUPEKACHUAX.
10.  Pabora opraHoB paboue-KpecThSIHCKOW HH-
CHEKIUU 0 pallMOHAIU3alNH JeJIO0NPOU3BO/ICTBA.
11.  VHCTUTYT TEXHHMKH YIIpaBJIEHUS, €ro Hayy-
HO-METO/IMYECKasi U MPaKTUYeCcKas AeSITeIbHOCTD.
12.  TIpobGrembl COBEPIIEHCTBOBAHUS JAEJIONPO-
n3BoxcTea B 1950-1980-x rr. Mx 3akoHOmaTeisHas
Y HOPMaTUBHasl periaMeHTalus.

13. 3HayeHWEe HOPMATHUBHO-METOJIMYECKON pe-
rJIaMeHTaluu AenonpousBoacrtsa. CocraB coBpe-
MEHHBIX JIEWCTBYIOIIMX TOCYJapCTBEHHBIX HOpMa-
TUBHO-METOAMUYECKUX JTOKYMEHTOB. XapaKTepUCTH-
Ka TOCYJApCTBEHHOM CHUCTEMbI JOKYMEHTALMOHHO-
ro obecnieuenus ynpasnenus (I'CLOYVY).

14, Opranun3anuoHHbie GOPMBI JIEITONPOU3BO/I-
ctBa. X 3aBHCUMOCTbH OT CIELU(HUKH M OpraHu3a-
LIMOHHOW CTPYKTYPBI YUPEKICHUS.

15. Ponb 1 MecTO TOKyMEHTAIMOHHOTO o0ecrie-
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CTpyKTypHBII

[Inanupyemblie pe3yib-

HIIEMEHT OrneHouHbIE CPEACTBA
TaThl 00y4YeHHUS
KOMIIETEHIIUH

YeHHUs YIPABICHHS B COBPEMEHHOM YIPABJICHUU.
16. Opranuzanus cinyxO0s1 JJOVY.
17. CrpykTypa ¥ GYHKIHH TOJpa3IeiICHUN 10
JOKYMEHTAI[HOHHOMY  OOCIIY’)KUBAaHHUIO  YyUpexKie-
HUM.
18. JIOJ>KHOCTHOM M YMCJIEHHBIM COCTaB JIEN0-
IIPOU3BO/ICTBEHHON CIIy»KObl yupexxaeHus. Jlomx-
HOCTHBIE 00513aHHOCTH pabOTHUKOB ciyxk0b1 JIOVY.

Ymerb pacmozHaBath 3ddek- | 1. Beimuimmre TepMHHBI U OINIpEesIeHus], OIU-
TUBHOC PEIICHUE OT | cplBarOlME€ MOPOLIECC OLEHUBAHUS HCTOPUHU U CO-
HeIPHEKTHBHOTO, 00B-| phevienmoro  cocTosHMA — 3apyGeXKHOTO  OMBITA
ACHATh (BBIABIATH U

yIIpaBJICHUS TOKYMEHTaMH ¥ OpraHU3aluy MX Xpa-
CTPOUTBH) TUIIAYHbBIC N N
Mozein, TpHOGperars | HEHAL: JlaTh CpaBHUTENBHBIN aHATH3 TOHSATHH.
sgapus B o6macti | 2 [Ipoananu3upyiite HOpMaTHBHBIE TpeOOBa-
OlIEHKH HCTOPHU U CO- [ HMS K OPraHM3alMy OPOLIECCA OLECHUBAHMS HCTOPUH
BPCMCHHOI'O COCTOSIHMSI | 1 COBPEMEHHOT'O COCTOSIHMSI 3apyOeKHOr0 OIbITa
3apy0eKHOrO  OMBITA | yrpapyeHns JOKYMEHTAMH M OPraHH3al|K HX Xpa-
YHPABICHUS. JIOKYMCH- | oo
TaMM U OpraHU3aLUHU .

3. [Ipoananu3upyiite HOpMaTHBHbBIE TpebOBa-
WX XpaHECHUS;

HUS K OPTaHU3aIMH MTPOIecca OLIEHUBAHUS HCTOPHH

U COBPEMEHHOTO COCTOSHUSI 3apyO€XHOTO OIIbITa

yIIpaBJICHUS] TOKYMEHTaMH W OpPTaHU3allH UX Xpa-

HEHWUSI.

Brnanets PaKTUYECKUMHU Ilpumepnaa memamuka Kypcogvix paoom:
HaBBIKAMHU 1. PernmamenTanus eonpon3BoCTBA B 3aKO0-
UCTIOJIb30BaHUS HOJIaTEeNIbHBIX aKTaX JOPEBOMIOLMOHHON Poccun.
AJIEMEHTOB OLICHKH, 2. Cy>x0bl A€TONPON3BOACTBA B YUPEXKICHU-
BO3MOXHOCTBIO X JIOpeBOJIOIIMOHHON Poccun.
MEXIUCIUTUTMHAPHOTO | 3. Pa3BuTne 3aK0HOIATENFHON pETJIaMeHTa-

MPUMEHEHHUS OIICHKH,
po(eCCHOHATBHBIM
SI3BIKOM TTPEIMETHOM
00J1aCTH OLIEHKH
UCTOPUU U
COBPEMEHHOTO
COCTOSTHUS
3apyOeKHOTO OMBITA
yIpaBIeHUS
JIOKyMEHTaMH 1
OopraHu3alun ux
XpaHCHHUS;

nuu paboTel ¢ JokymMeHTamu B Poccuiickoii ®ene-
pauuu B 1990-¢ -2010rT.

4. HccnenoBanne HOpPMaTUBHOM M 3aKOHOJa-
TeNbHON 06a3bl KOHKPETHOMN Cepbl NeATEIbHOCTH.
5. AHanu3 JOKaJIbHBIX aKTOB OpraHU3aluK (Ha

MIpUMepe JIOKATBHBIX aKTOB KOHKPETHOW OpraHn3a-
1005079

6. AHanu3 CTpyKTYypsl U QYHKIUHN CITY>KOBI Je-
JIOTIPOU3BO/ICTBA (HA MPUMeEpEe KOHKPETHOM OpraHu-
3aIin).

1. Opranuzanus pabotsl ciryx0s1 JJOY (Ha
IIpUMepe KOHKPETHOW OpraHu3aIim).

8. Opranuzanus J0KyMeHTo000poTa (Ha Ipu-
Mepe KOHKPETHOM OpraHu3aliy) 1 OCHOBHbBIE
HaIpaBJICHUs €r0 COBEPIICHCTBOBAHUSI.
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

9. IloctaHOBKa /€I0NPOM3BOJCTBA IOJpa3je-
JIEHUS] YUPEXKICHUS.

10.  Metoab! opranu3aly KOHTPOJs 3a HC-
IIOJIHEHUEM JIOKYMEHTOB IIPU TPaJAULMOHHOM Jie-
JIONIPOU3BO/ICTBE.

11. [Ipo6nembl 3KCTIEPTU3BI IIEGHHOCTHU JI0KY-
MEHTOB B JI€JIOIPOU3BOJICTBE.

IIK-11 BmameHueM HaBbIKaMu pedepupoBaHUsS W AHHOTUPOBAHUS HAYYHOW JIMTEPATYpHI,
HaBBIKAMH PEIAKTOPCKON pabOThI

3HaTh

OCHOBHBIE  OIpe/ere-
HUS U TIOHSTHUS, OCHOB-
HBIE METOJBI HCCIIEIO-
BaHUM,

OTpeNIeJICHUsI  MpoIleC-
COB pedepHpoBaHUs H
AHHOTUPOBAHMS HAy4-
HOI JUTEPATYPHL,
HaBBIKAMH  PEIAKTOP-
CKOM paboTHI,

Ilepeuens meopemuueckux 60npocos K 3auemy
1. PackpeiTh mpenMer, coaep)KaHue, 3aJadu

Kypca;
2. PackpbITh MECTO Kypca cpeiu IpYrHx H3y-
YaCMbIX JUCHUIIINH,

3. AHalM3 TEPMUHOJIOTHH OCHOBHBIX TOHSTHIM
B 00J1aCTH JIEIONPOU3BOJICTBA;

4, PackpeiTh ponp kypca «Opranuzauus u
TEXHOJIOT U AOKYMCHTAIIMUOHHOT'O oOecrieueHus

yIIpaBJICHUs» B COBEPUICHCTBOBAHUU OpraHU3allu
paboThI C JOKYMEHTaMH.

S. Bo3HukHOBEHHE U pa3BUTHE JETONPOU3BO/I-
ctBa B yupexaenusx Poccun XV — XVII BB.

6. XapakTepHble 4YepThl JEJIONPOU3BOJCTBA B
yupexaenusx Poccun XVIII B.

7. XapakTepucTUKa JeJIONPOU3BOJICTBA BBIC-
MIUX ¥ IEHTPAJTBHBIX TOCYJAPCTBEHHBIX YUpEKIe-
Hui Poccun B mepsoii nososuHe XIX B. — Hauvane
XX B.

8. OnbIT pannoOHATM3ALMU JIEIONPOU3BOJICTBA
B OTAENBHBIX BEJOMCTBAX BO BTOPOI IOJIOBHHE
XIX — nauane XX Beka.

9. CraHOBIEHHE M pa3BUTHE JAEIONPOU3BOA-
CTBa B COBETCKUX TOCYIaPCTBEHHBIX YUPEIKIACHUSX.
10.  Pabora opraHoB paboue-KpecThSIHCKOW HH-
CHEKIUU 0 pallMOHAIU3alUH JeJI0NPOU3BO/ICTBA.
11.  VHCTHUTYT TEXHHMKH YIIpaBJIEHUs, €ro Hayy-
HO-METO/IMYECKasl U MPaKTUYeCcKas AeSITeIbHOCTD.
12. TIpobGrembl COBEPIIEHCTBOBAHUS JAEJIONPO-
n3BoxcTea B 1950-1980-x rr. Mx 3akoHOmaresHas
Y HOpMaTUBHasl periaMeHTallus.

13. 3HayeHWEe HOPMATHUBHO-METOJIMYECKON pe-
rJIaMeHTaluu AenonpousBoacrtsa. CocraB coBpe-
MEHHBIX JAEHCTBYIOUIMX TOCYIapCTBEHHBIX HOpMa-
TUBHO-METOANYECKHUX JOKYMEHTOB. XapaKTepUCTH-
Ka TOCYJApCTBEHHOM CHUCTEMbI JOKYMEHTALMOHHO-
ro obecnieuenus ynpasnenus (I'CLOYVY).

14, Opranun3anuoHHbie GOPMBI JEITONPOU3BO/I-
crBa. VX 3aBHCHMOCTbH OT CIEIIU(HUKH M OpraHu3a-
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CTpyKTypHBII

[Inanupyemblie pe3yib-

DIIEMEHT OneHouyHble CpeaCTBa
KOMIIETEHIIHH TaThl 00y4YeHHUS
LUOHHON CTPYKTYPBI YUPEHKICHUSI.
15. Ponb 1 MecTo TOKyMEHTAIMOHHOTO o0ecrie-
YEeHUs! YIPABIICHUSI B COBPEMEHHOM YIPaBIICHUU.
16. Opranu3zanus cinyx0s1 JJOVY.
17. CrpykTypa ¥ GYHKIMHM TOJApa3IeIeHUN 10
JOKYMEHTAallMOHHOMY OOCIYXUBAaHUIO yupexKie-
HUM.
18. JIOJ>KHOCTHOM M YMCJIEHHBIM COCTaB JIEN0-
MIPOU3BOJICTBEHHON CIIyObl yupexaeHus. [omx-
HOCTHBIE 00513aHHOCTH pabOTHUKOB ciryx0b1 JIOVY.
YmeThb BBIICTISITH CTPYKTYpHBIE | 1. Boinummre TepMUHBL U ONpEeAENeHus, ONu-
DJIEMCHTBI,  OOBSICHSATH | cpIBAIONIE MPOLECC BIAJCHHS HABBIKAMHU pedepu-
(BBISBIATE M CTPOUTD) | opapys M aHHOTHPOBAHHS HAYYHOI JIUTEpaTyphl,
THITHTHDIC MOACIH, | 4 aBbIKaMu penakTopckoit pabotsl. Jlath cpaBHH-
npuoOpeTaTh 3HAHHS B . .
obmacTi  pedepupopa- | T¢/IbHbIH AHAIH3 NOHSTHA.
HHS M AHHOTHPOBAHMSA 2. [Ipoananuzupyiite HOpMaTHUBHBIE TpeOOBa-
HAay4HOM JIUTEpaTyphl, | HUA K OPraHM3alluK IIPOLECCA BIAJCHUS HaBBIKAMU
HABBIKAMH  PEAAKTOP- | peepUpOBaHUS U AaHHOTUPOBAHHS HAYYHOU JTUTE-
CKOii paboThI; paTypbl, HaBbIKaMH pEAAKTOPCKOM pabOThI.
3. [Ipoananu3upyiite HOpMaTUBHBIE TpeOOBa-
HUS K OpraHM3alliyu Mpolecca BaJeHUs] HaBbIKaMH
pedepupoBaHMs U aHHOTUPOBAHUS HAYYHOU JIHTe-
patyphbl, HaBbIKAMHU PEAAKTOPCKOM pabOTHI.
Bnaners IPAKTUYECKMMHU Ilpumepnaa memamuka Kypcoevix paoom:
HaBbIKaAMH, 1. PernameHnTanus 1e10npon3BoICTBa B 3aK0-
BO3MOKHOCTBIO HOJATEJIbHBIX aKTax JIOPEBOIIOIMOHHON Poccun.
MEXIUCIUIUIMHAPHOTO | 2. CiyxO0Bbl 1e0NIpON3BOCTBA B YUPEXKICHH-
IIPUMEHEHUS, SIX TOPEBOJIOLMOHHOM Poccuu.
npodeccnoHaIbHBIM 3. Pa3BuTHe 3aKOHOJATENBHON perIaMeHTa-

A3BIKOM IIPEIMETHON
obnactu
pedepupoBaHus U
AHHOTHPOBAHMUS
Hay4HOH JIUTEPATYPHI,
HaBbIKaMU
PEAAKTOPCKOM pabOTHI;

uuu pabotel ¢ JokyMeHTamu B Poccuiickoit dene-
paruu B 1990-e -2010rr.

4, HccnenoBanne HOpMAaTMBHOM M 3aKOHOJA-
TeNbHON 0a3bl KOHKPETHON CheEphI NeATeIbHOCTH.
5. AHanM3 TOKaTbHBIX aKTOB OpTaHU3aIny (Ha

IIpUMepe JOKATbHBIX aKTOB KOHKPETHOW OpraHu3a-
1005079

6. AHanu3 CTpyKTYpbl U QYHKIMNA CITy>KOBI J1e-
JIOTIPOM3BO/ICTBA (HA MPUMEPE KOHKPETHOM OpraHu-
3aIun).

1. Opranuzanus padotsl ciryx0s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3aIig).

8. Opranu3anys J0KyMeHT0000poTa (Ha Mpu-
Mepe KOHKPETHOM OpraHu3aliy) 1 OCHOBHBIE
HaIpaBJICHUs €r0 COBEPLICHCTBOBAHUS.

9. [TocTaHoBKa /1€IONMPOU3BOJCTBA TOJpa3e-
JICHUS] YUPEXKICHUS.
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

10.  Metoab! opranu3aly KOHTPOJs 3a HC-
IIOJIHEHUEM JIOKYMEHTOB IIPU TPAJAULMOHHOM Je-
JIONIPOU3BO/ICTBE.

11. [Ipob6nembl 3KCTIEPTU3BI LIEGHHOCTHU JI0KY-
MEHTOB B JI€JIOPOU3BOJICTBE.

[1K-14 BnageHneM HaBbIKAMH HCIIOJIB30BAaHUS KOMIBIOTEPHON TEXHUKH U HMH(POPMAIIMOHHBIX
TEXHOJIOTHI B IOKYMEHTAIMOHHOM 00ECTICUCHUH YIIPABJICHHS U apPXUBHOM JIeTIe

3HaTh

OCHOBHBIEC ONIpe/iee-
HUSI U TIOHSTHS], OCHOB-
HBIE METO/IbI UCCIIEIIO-
BaHHU, OTIPEICIICHHSI
nporeccoB uH(popma-
IIHOHHBIX TEXHOJOTUI
B JOKYMEHTallHUOHHOM
obecrieueHnu yrpaniie-
HUS 1 apXUBHOM Jee,

Ilepeuens meopemuueckux 60npocog K IK3ameny
1. Xapakrepuctuka JeJI0MpPOU3BOJICTBA B yUpexkae-
HUAX PyCcCKOro LEHTpaIM30BaHHOIO TIOCYIapCTBa
XV —=XVII BB.

2. XapakrtepHble 4epThl aenonpousBojcTBa XVIII
B.

3. XapakTepucThkKa JeIONPOU3BOJCTBA BBICIIUX H
LIEHTPAJIbHBIX FOCYAAPCTBEHHBIX yupexaeHun Poc-
cuu B nnepBou nosiopuHe XIX Beka.

4. OnbIT pauoHaIU3alUu JEJI0IPOU3BO/ICTBA B OT-
JIEJIbHBIX BEJIOMCTBAaX BO BTOpOW moisioBuHe XIX —
Havase XX Beka.

5. Pabora opranoB pabOoue-KpecTbsIHCKON HMHCIIEK-
MU 10 palMOHAJIU3AlMK Aelonpous3BoacTBa. WH-
CTUTYT TEXHUKH YIpaBJICHHUS, €ro Hay4dHO-
METOANYECKasl U IPAKTUYECKas JeATeIbHOCTb.

6. IIpoOnembl cCOBEpILIEHCTBOBaHUS AEIONPOU3BOI-
crBa B 1950-1980-x rr. Ux 3akoHOmarenpHas u
HOpMaTUBHas periaMeHTalus.

7. 3HaueHHMEe HOPMATHUBHO-METOJMYECKOW peria-
MEHTaluu jAenonpou3Bojactsa. CocraB COBpEMEH-
HBIX JCHCTBYIOIIMX TOCYIapCTBEHHBIX HOPMAaTHB-
HO-METOJIMYECKUX JOKYMEHTOB. XapaKTepHUCTUKA
rOCYJapCTBEHHOM CHUCTEMBI JOKYMEHTAallHOHHOIO
obecnieuenus ympasnenus (I'CIOY).

8. OpranuzanuvioHHpie (HOPMBI JIETOMPOU3BOICTBA.
Wx 3aBuCUMOCTh OT crieUUKA U OpPTaHU3AlHUOH-
HOM CTPYKTYPBI YUPEIKICHUS.

9. CrpykTypa ¥ (QyHKIUH MOApa3eNeHUN Mo J0-
KYMEHTAIIMOHHOMY OOCITYKUBAaHUIO YUPEXKICHUH.
10. XapakTepuCTUKa OCHOBHBIX HOPMATHUBHBIX J10-
KYMEHTOB, PEINIAMEHTUPYIOIIUX JIEIO0NPOU3BOICTBO
YUPEKICHUS.

11. JIomXHOCTHOW M YHUCIIEHHBIA COCTaB JEIOMPO-
M3BOJICTBEHHOM CITY)OBI yupexaeHus. J{ommKHOCT-
HbIE 0053aHHOCTH paOOTHUKOB CIIyk0b1 JJOVY.

12. JloxymeHnToo00poT. OnpeaesieHne, XapaKkTepu-
CTHUKAa OCHOBHBIX JOKYMEHTONOTOKOB. [IpaBuina op-
TraHU3aIKUK TOKYMEHTO000pOTa.

13. IlpaBuna npuema U 00pabOTKM MOCTYMAOLICH
KOPPECHOHJICHIIMM, UX BIMSHHE HA OPraHU3ALMIO
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[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS
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JBUKEHHS TOKyMeHTOB. HampaBiieHue 10KyMeHTOB
Ha HCIIOJIHEHHUE.
14. OcHOBHbIE HaNpaBJIEHUS COBEPLICHCTBOBAHMUS
JOKYMEHTO000pOTA.

15. 3agaun perucrpanuu 1OKyMEHTOB, €€ OpraHu-
3anusi. CpaBHUTEIbHBIE XapaKTEPUCTHKH (HopM pe-
rucTpanuu 10KkyMeHToB. CoctaB HH(pOpMAIUH.

16. B3auMocCBs3b MPOIECCOB PETUCTPAIMM U KOH-
TPOJIst 32 UCIIOJTHEHUEM JJOKYMEHTOB.

17. TexHONOTHS KOHTPOJS 32 UCHOTHEHUEM JOKY-
MEHTOB.

18. Opranuzanus
paboThI yUpEeKICHUH.
19. Homenkiatypa nies1, ee 3HaueHue U IpUMEHEHNe
B JICIIONPOU3BOJICTBE.

20. Bunabl HOMEHKJIATYpP 1€, OCOOEHHOCTH UX I10-
CTPOCHHS ¥ IPUMEHEHHSL.

21. ®opmupoBaHHe A€ KaK TEXHOJOTrn4YecKas ome-
pamus genomnpou3Bozactea. [lpaBuma ¢opmupona-
HUS B Jiefla JOKYMEHTOB OT/IE€JIbHBIX KaTErOpHiA.

22. DKcnepTu3a HUEHHOCTH JOKYMEHTOB B JI€JIONPO-
M3BOJICTBE. 3a1a4y U MOPSIIOK IPOBEICHUSI.

23. DKcnepTHble KOMUCCUH YYpEeXICHUH, UX 3aja-
YU U TOPSIIOK paboThI.

24. TloaroToBKa Aen Y4YpexAeHUs K NajbHeiiemy
UCIOJIb30BaHN0. OnMcaHue el NOCTOSHHOTO U
BPEMEHHOT'O XPaHEHUS.

25. OnucaHue el TNOCTOSHHOTO U BPEMEHHOIO
xpaHeHus. Buapl onucel, co3gaBaeMbIX IpuU nepe-
Jjade el B apXuB.

CIPaBOYHO-UH(POPMAITUOHHOMN

VYmMmern

IPUMEHSTh OCHOBHBIE
METOJIbl MCCIIEJOBAHUN
U MpuoOpeTaTh 3HAHUS
B 00JacTH KOMIIBIOTEP-
HOM TEXHUKHU M UHPOp-
MaIMOHHBIX TEXHOJIO-
TMiA B JOKYMEHTAI[MOH-
HOM obecrieyeHnn
VIpaBIEHUS U apXUB-
HOM JIEJIE;

1. Brimumure TEPMUHBI U ONIPENETIEHUS, OIHU-
CBIBAIOLIME IPOLECC BJIAJICHUS HABBIKAMU HCIIOJIb-
30BaHUsl KOMITBIOTEPHOM TEXHUKH W WH(}OpMmaIu-
OHHBIX TEXHOJIOTWHA B JOKYMEHTAIIHOHHOM OOecTie-
YEHUW YIPABICHUS W apXuBHOM jnene. [laTte cpas-
HUTEIBHBIN aHaIN3 MOHSITHH.

2. [Ipoananu3upyiite HOpMaTUBHBIE TpeOOBa-
HHS K OPTaHU3ALMU IIPOLIECCA BIIAJICHUS HAaBBIKAMU
WCIOJIb30BaHUS KOMIBIOTEPHON TEXHUKU U HHPOP-
MAIlMOHHBIX TEXHOJOTUA B JOKYMEHTalMOHHOM
obecrieueHnn yIpaBJICHHS U apXUBHOM JIEJIE.

3. [Ipoananusupyiite HOpMaTHUBHBIE TpeOOBa-
HHS K OPTaHU3AIMU MPOIIECCa BJIAJICHUS HaBbIKAMH
HCIIOIb30BaHUSI KOMIIBIOTEPHON TEXHUKH W UH(OP-
MAIMOHHBIX TEXHOJOTUA B JOKYMEHTAalMOHHOM
o0ecrieueHny yIpaBJICHHs U apXUBHOM JIETIE.
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CTpyKTypHBII

[Inanupyemblie pe3yib-

HIIEMEHT OrneHouHbIE CPEACTBA

KOMIIETEHIIHH TaThl 00y4YeHHUS

Brnanets MPAKTUYECKUMHU Ilpumepnas memamuka Kypcoevlx paoom:
HABBIKAMH, 1. Pernmamenranys 1e10npon3BOCTBA B 3aKO-
BO3MOXXHOCTBIO HOJATEeNbHBIX aKTax AOPEBOIIOLMOHHON Poccuu.
MEXIUCIUTUTMHAPHOTO | 2. CayxOBbI 1eOTIPON3BOACTBA B YUPEKICHH-
MPUMEHEHHUS, SIX AOpeBOOLMOHHON Poccuu.
pohecCHOHATLHBIM 3. Pa3Butue 3aKkoHOAATENHEHOM perjaMeHTa-

SI3BIKOM TIPEIMETHOM
obnactu
KOMIBIOTEPHOM
TEXHUKU H
nH(pOpPMaAITMOHHBIX
TEXHOJIOTHI B
JIOKYMEHTAIlMOHHOM
obecreyecHnn
yIpaBiIeHUS U
ApXUBHOM JIETIC;

UM padboThl ¢ ToKyMeHTaMu B Poccuiickoit deje-
pauuu B 1990-¢ -2010rr.

4. HccnenoBanne HOpMAaTUBHON U 3aKOHOA-
TEJIbHOM 0a3bl KOHKPETHOU C(Eephl NeATETbHOCTH.
5. AHanu3 JIOKaJbHBIX aKTOB OpraHU3aluu (Ha

MIpUMeEpE JTOKATBHBIX aKTOB KOHKPETHOW OpraHu3a-
100079

6. AHanu3 CTpyKTYpbl 1 QYHKIHNA CITy>KOBI J1e-
JIONPOM3BOICTBA (HAa IPUMEPE KOHKPETHOM OpraHu-
3aIin).

7. Opranuszanus padotsl ciryxk0s1 IOV (Ha
puMepe KOHKPETHON OpPTaHU3aIIHH).
8. Opranu3zaiusa J0KyMeHT0000poTa (Ha MpH-

Mepe KOHKPETHOH OpraHu3alii) ¥ OCHOBHBIE
HaNpaBJICHUs €r0 COBEPIIEHCTBOBAHUS.

9. ITocTaHoBKa [€IONPOU3BOJACTBA MOJpA3e-
JICHUS YUPEXKICHUS.

10.  Metoap! opraHu3ay KOHTPOJIS 3a HC-
MOJTHEHHEM JIOKYMEHTOB IpH TPaJUIMOHHOM Jie-
JIOIIPOU3BOJICTBE.

11. [Tpo6nembl 3KCTIEPTU3BI LIGHHOCTH JI0KY-
MEHTOB B JIEJIOIIPON3BO/ICTBE.

[IK-15 crmocoOHOCTBIO COBEPIIIEHCTBOBATh TEXHOJOTUU JOKYMEHTAIIMOHHOTO O0ECTICUeHUS
yIpaBIeHUS ¥ apXUBHOTO Jiesia Ha 0a3e MCMOJb30BaHUS CPEJICTB aBTOMATH3AINH

3HaTh

OCHOBHBIE Ompeiene-
HUS U TIOHATHS, OCHOB-
HBIE METOIBI HCCIIENO-
BaHUH, ONIpEACICHUS
MPOIIECCOB TIOKyMEHTa-
IHOHHOT0 00ecIeUeHUsI
yIpaBICHUS U apXUB-
HOTO Jejia Ha 0ase uc-
MOJIb30BaHUS CPEJICTB
aBTOMAaTH3AllNH,

Ilepeuens meopemuueckux 6onpocos K zauemy

1. PackpeiTh mpenmer, conxepxkaHue, 3anadu
Kypca;

2. PackpsITh MecTO Kypca cpenn ApYrMX U3y-
YaeMbIX JUCLUIIINH;

3. AHanmM3 TEPMHUHOJOTHH OCHOBHBIX ITOHATUH
B 00J1aCTH JIJIONPOU3BO/ICTBA;

4. PackpeiTe posp kypca «Opranuzanus u
TEXHOJIOTUSI ~ JOKYMEHTAIMOHHOTO  oOecrevYeHus
YIPaBJICHUS» B COBEPLIICHCTBOBAHMM OPTraHM3aLUU
paboThI ¢ JOKYMEHTaMH.

S. BoO3HHMKHOBEHME U Pa3BUTHE JEIIONPOU3BOI-
ctBa B yupexaeHusax Poccun XV — XVII BB.

6. XapakTepHbBIE 4YEPTHI JEIONPOU3BOJCTBA B
yupexaenusax Poccun XVIII B.

7. XapaKkTEpUCTUKA AEJIONPOU3BOACTBA BBIC-
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

IMX ¥ ICHTPAJIbHBIX TOCYJAPCTBEHHBIX YUPEKIe-
Hui Poccun B nepsoi nosoBuHe XIX B. — Hayane
XX B.

8. OnbIT panuoOHATIHM3AIMU JIEIOTPOU3BOJICTBA
B OTJIEJIBHBIX BEJIOMCTBaX BO BTOPOH IOJIOBHHE
XIX — nauvane XX Beka.

9. CraHOBJICHHE W pPa3BUTHE [EJIOTPOU3BO/I-
CTBa B COBETCKUX rOCYJapPCTBEHHBIX YUPEKIACHUSAX.
10. Paborta opranoB paboue-KpeCTbSIHCKON HWH-
CTEKIIMH 110 PAMOHAIHM3ALNY ICTOIPON3BOJICTBA.
11.  VHCTHTYT TEXHHWKH YyIpaBJICHUS, €r0 Hayd-
HO-METOAMYECKAs U MPAKTUYECKAs eI TeIbHOCTD.
12. [IpoGseMbl COBEPIICHCTBOBAHUS JICIIOIPO-
u3Bozactea B 1950-1980-x rr. Mx 3akoHOnarenbpHast
Y HOPMAaTUBHAsI periiaMEHTAIIUS.

13.  3HayeHWe HOPMATHBHO-METOIMYECKOH pe-
rJIaMEeHTalK  enonpounsBojacTBa. CocTaB CcoBpe-
MEHHBIX JICHCTBYIONIMX TOCYIapCTBEHHBIX HOpMa-
TUBHO-METOJNYECKHUX JTOKYMEHTOB. XapaKTepUCTH-
Ka TOCYJIapCTBCHHOH CHUCTEMbI JOKYMEHTAIMOHHO-
ro ooecneuenus ynpasienus (I'CAOY).

14. OpranuzannoHsbie (GOpMBbI J€TONPOU3BO/I-
ctBa. VX 3aBHCHMOCTH OT CIIEIIU(UKH M OpraHH3a-
LIUOHHOW CTPYKTYPBI YUPEKICHUS.

15. Ponbs 1 MecTO TOKyMEHTaIlMOHHOTO o0ecrie-
YEeHHUs yIPaBIEHHS B COBPEMEHHOM YIPABJICHUU.
16. Opranu3zanus cinyxO0sl JJOVY.

17. CrpykTypa U (QyHKIUM [OJApa3AeieHUul 1o
JOKYMEHTAIMOHHOMY  OOCITY’)KWBaHHUIO  YUpeKIe-
HHM.

JIOJDKHOCTHOM M YMCJIEHHBIM COCTaB JEJONPOU3-
BOJICTBEHHOM CIyXObl yupexxaeHus. JJomKHOCTHbIE
00513aHHOCTH pabOTHUKOB ci1yk0b1 JIOVY.

VYmMmern

BBIIEIISTh TEXHOJIOTHH
JTOKYMEHTAIMOHHOTO
obecrieueHus ympaiie-
HUS U apXUBHOTO Jieja
Ha 0a3e HCIOJIL30BaHU
CpPEeICTB  aBTOMAaTH3a-
[IUU, OOBSICHATH (BBISB-
JSTh W CTPOUTH) TH-
MMAYHBIE MOJEIN  CO-
BEPILICHCTBOBAHUS,
KOPPEKTHO BBIPAKATH M
apryMEeHTHPOBAHHO
00OCHOBBIBATH  ITOJIO-
JKEHUSI COBEPIICHCTBO-
BaHHUS TEXHOJIOTHH JI0-
KYMEHTAIIHOHHOTO

1. Brinuinre TepMUHBI M OTIPEIETACHUS, OIMHU-
CBIBAIOIIME MPOLECC COBEPIIEHCTBOBAHUS TEXHOJIO-
UM JIOKYMEHTAIIMOHHOTO OO0ECTieueHusl yrpaBie-
HUS W apXWBHOTO Jena Ha 0a3e HCMOJIb30BAHHS
CpeACTB aBTOMaru3auuu. JlaTh CpaBHUTEIbHBIN
aHaJiu3 OHSATHI.

2. [Ipoananusupyiite HOpMaTHUBHBIE TpebOOBa-
HUS K OpraHU3allMM MpoIecca COBEPIICHCTBOBAHUS
TEXHOJOTHH JOKYMEHTAIIHOHHOTO 00ecrevYeHus
yIPaBICHHUS U apXUBHOTO Jiena Ha 0a3e MCIOIb30-
BAaHMS CPEJICTB aBTOMATHU3AIUU.

3. [Ipoananu3upyiite HOpMaTHBHBIC TpeOOBa-
HUs K OpraHU3allMM MPOoIecca COBEPIICHCTBOBAHUS
TEXHOJOTHH JOKYMEHTAIIHOHHOTO o0OecrnedeHus
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CTpyKTypHBII

[Inanupyemblie pe3yib-

DIIEMEHT OneHouyHble CpeaCTBa
TaThl 00y4YeHHUS

KOMIIETCHIIMH
o0ecrieyeHus yIpaBJiie- | ylipaBJIeHHs M apXHBHOTO Jejia Ha 0a3e MCHOJIb30-
HHSL M apXUBHOI'O JICJIA | BaHUSI CPEICTB ABTOMATU3ALUU.

Ha 0a3e MCI0JIb30BaHMs
CpPEICTB  aBTOMaTH3a-
ouu,

Bnagers crocobamu Ilpumepnaa memamuka Kypcogvix pabom:
JNeMOHCTpauuu ymenus | 1. PermnamenTanus 1eaonpon3BoICTBa B 3aK0-
aHaJIU3UPOBATh, HOZATEJIbHBIX aKTax JOPEBOIOLMOHHON Poccun.
OLICHUBAaHMs 2. CiyxO0Bbl 1e10NIPON3BOCTBA B YUPEXKICHH-
3HAYMMOCTH U SIX IOPEBOJIOLMOHHOMN Poccuu.

IIPAKTUYECKON 3. Pa3BuTHe 3aKkOHOJATENBHON peraMeHTa-
IIPUTOJTHOCTH, uuu pabotsl ¢ JokyMeHTamu B Poccuiickoii ®ene-
OCHOBHBIMM MeToAaMu | pauuu B 1990-¢ -2010rT.

pelleHys 3a1a4 B 4. HccnenoBanue HOpMAaTUBHOM M 3aKOHOJA-
o0nactu TEeJIbHOM 0a3bl KOHKPETHOH chepbl 1eATeNbHOCTH.
COBEPIICHCTBOBAHUSA o. AHanus JIOKaJbHBIX AKTOB OpraHU3aluu (Ha
TEXHOJIOTHH IIPUMEpE JIOKAJIbHBIX AKTOB KOHKPETHOW OpraHu3a-
JIOKYMEHTALlUOHHOT O L1N)

obecrnieueHus 6. AHanu3 CTpyKTYyphl U QYHKIUHN CITY>KOBI Je-

YIIpaBJICHUS U
apXUBHOTO Jiejia Ha
0as3e UCHOIL30BaHUSA
CPEICTB
aBTOMaTHu3aluu,;

JONPOU3BOJICTBA (HA MPUMEPE KOHKPETHOM OpraHu-
3aIlUH).

7. Opranuzanus padotsl ciryx6s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3aIim).

8. Opranu3zanus J0KyMeHToo0opoTa (Ha Mmpu-
Mepe KOHKPETHON OpraHu3alii) 1 OCHOBHbIE
HaIPaBJICHUS €T0 COBEPIICHCTBOBAHUSI.

9. [ToctaHOBKa /1€I0NPOM3BOJCTBA MOJpa3e-
JICHUS YUPEXKICHHSL.

10.  Metoap! opranu3any KOHTPOJIsS 3a HC-
MOJTHEHWEM JTOKYMEHTOB TP TPAIUIIHOHHOM JIe-
JIOTIPOU3BOJICTBE.

11. [IpoGnembl 3KkCepTU3bI IEHHOCTH JI0KY-
MEHTOB B JI€JIONPOU3BOJICTBE.

[1K-18 BnaseHneM COBpEMEHHBIMU CHCTEMaMH MH(POPMALMOHHOTO U TEXHHUYECKOro olecrie-
YEeHHs! IOKYMEHTAlMOHHOT0 00eCneYeHtsl YIpaBJIeHUs U YIIPaBJIEHUs apXUBaMU

3HaTh

OCHOBHBIE OTIpe/Ieie-
HUS U IIOHSATHUS, OCHOB-
HBIE METOJIbI HCCIIEIO0-
BaHU, OTIpeICIICHUS
IPOIIECCOB COBPEMEH-
HBIX CUCTEM HH(pOpMa-
IIMOHHOI'O U TCXHHUYC-
CKOT'0 00CCIICUCHHS
JOKYMEHTAI[HOHHOTO
oOecrieyeHus yrpasJie-
HUS U YIIPABIICHUS ap-
XHUBaMU;

TECT
1. Kakue 1OKyMEHTbI HE pErUCTPUPYIOTCS?
a) JIokyMeHThI, Ha KOTOPBIX HET MOYTOBBIX MapOK.
0) JIokyMeHTBI, aipECOBaHHBIE PYKOBOIUTEIIO.
B) JIOKyMEHTBI, TTOJTyYE€HHBIEC TOJIBKO JJIsSI CBEICHHS
1 He TpeOyrolre OTBETa U UCTIOJTHCHHS.
2. CKONBKO pa3 IOKHBI pETUCTPUPOBATHCA JTOKY-
MEHTBHI?
a) OnuH pas.
0) /IBa pa3za.
B) Tpu pa3za.
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3. Kakas ¢popma peructpaiyivi JOKyMEHTOB HE Cy-
LIECTBYET?

a) KypHanbHas.

6) Kaprounas.

B) ['azeTHas.

4. Kakue »3Tarsl He MPOXOJIAT UCXOMS-

e J0OKyMEHTHI?

a) CocTaBieHHEe IPOEKTa JOKYMEHTA.

0) Perucrpanus.

B) [Ipuem u nepBuyHas oOpadoTKa.

r) Konrposs 3a ucnoiasenuem.

5. PeructpaiioHHO - KOHTPOJIbHBIE KAPTOYKHU HC-
MOJIB3YIOTCA:

a) [l KOHTPOJISI IBUOKEHUS! BHYTPEH-

HUX JOKYMEHTOB.

6) st 3anmcu nHpOpMAaIUy.

B) Jlist peructpanyu BXOISIINX, UCXOISAIINX, BHYT-
PEHHUX TOKYMEHTOB.

6. B kakux ciaydasx onpaBJaHO HUCIIOJIb30BaHUE
KYpPHAJIbHON (POPMBI PETUCTPALIUU JOKYMEHTOB?
a) [Ipu Oosb1IOM TOKYMEHTOOOOpOTE.

6) [Ipu Manom TOKyMEHTOOOOpOTE.

B) Bo Bcex ciyuasx.

7. BeiGepuTe npaBuiIbHBIN cI0C00 0(opMIIEHUS
JaThl IPU PETUCTPALMK THCbMa WK TpUKa3a?

a) 14.12.2010

0) 14.12.10

B) 14.12.2010

8. PeructpanuoHHbIli HOMEp JOKYMEHTA - 3TO...
(BBIOEpUTE IPABUIIbHBIN BapUaHT MPOIOJKEHUS
oTpeieTICHus ).

a) Ero ycnoBnoe nudposoe (nHOr1a 6yKBEHHO-
rdpoBoe) o603HaUEHUE, MPOCTABISIEMOE TIPH pe-
THCTpaLUu.

6) IlopsinikoBBIN HOMEP JOKYMEHTa B OpraHU3aIiH-
OTIIpaBUTEIIE.

B) [lopsiaKoBeIif HOMEpP JOKYMEHTa B OpraHu3alu-
roJiyJaresne.

9. Korzia Ha JOKyMEHTE MPOCTABIISIETCS PEKBU3UT
«OTMeTKa 0 KOHTpOJIE»?

a) Ecnu tokyMeHT BaXkeH, 1 HEOOXOJMMO MPeIoT-
BPaTUTh €r0 MOTEPIO.

6) Ecnu nokymeHT TpeOyeT ucnoiHeHus u Oepercst

34




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

Ha KOHTPOJIb.

B) Korna cexperaps 6outcs 3a0bITh

CPOK MCIOJIHEHHUSI IOKYMEHTA.

10. Kakum 06pa3om AenaroT OTMETKY O KOHTPOJIE 3a
UCIIOJIHEHUEM JTIOKyMeHTa?

a) O6o3Havar0T OykBOM «K», CJIOBOM HIIM IIITAMIIOM
«KoHTpOIBY.

0) O6o3HauaroT OykBOH «I», CTOBOM I IITAM-
oM «/crosmHeHo».

B) O603HauaroT OykBoii «By, CIIOBOM WK ITaM-
oM «BbINoTHEHOY.

11. KTo noanuceIBaeT u JaTupyer pekBu3uT «OT-
MeTKa 00 UCTIOJTHEHUH TIOKYMEHTAa U HalpaBIeHUU
€ro B JIeI0»?

a) PykoBoauTesnb opraHu3aiuu.

0) PykoBonuTens ¢y 0bl JOKYMEHTAIIHOHHOTO
oOecrieueHus ynpaBIeHUsl.

B) Ucnonnurens, paboTaBLuii ¢ TOKYMEHTOM, WU
PYKOBOJUTEIb €r0 CTPYKTYPHOTO MOAPa3AeICHUS.
12. Yto cnmemyeT chenatbh C HCIOJHEHHBIM JOKY-
MEHTOM?

a) [lepenath pykoBOAUTEIIO.

6) BepHyTb cocTaBUTEIIO.

B) [loAmmTh B €710 B COOTBETCTBUU C HOMEHKJIATY-
pou nen.

13. Korna mpoucXoguT CHSATHE IOKYMEHTa C KOH-
TpoJis’?

a) B xoHI1Ie KaneHaapHOro roja.

6) TonpKO MOCHE MOTHOTO UCTIOTHEHUS IOKYMEHTA.
B) [lo pemieHnto UCTIOTHUTENS.

14. I'me cnenyer 3apUKCHPOBATH PE3YIHTAT MCIOJI-
HEHUs JOKyMeHTa?

a) B perucrpanionHoi kapTouke.

6) Ha camom nokymenTe.

B) Hurne.

15. KT0 MOXET CHATh JOKYMEHTBI C KOHTPOJIA?

a) Cry>x6a 6€30macCHOCTH OpraHU3aIluH.

6) HexypHslii o ogucy.

B) JlODKHOCTHOE JTHIIO0, YCTaHOBUBIIIEE KOHTPOJIb,
1100 OTBETCTBEHHBIN UCTIOHUTENb.

YmMmern

BBIICTISITh ~ COBPEMEH-
HBIE CHUCTEMEI, OOBIC-
HATh  (BBIABISATH U
CTPOUTBH) TUTTHYHBIE
MOJICTT COBPEMEHHBIX

1. Beinummre TepMHUHBL U ONPEIEICHUS, OIHU-
CBIBAIOIIIHE IMPOIIECC BJIAJICHUS COBPEMEHHBIMH CH-
cTeMaMH HMH(POPMAIMOHHOTO U
obecrieueHrsT JTOKYMEHTAIIMOHHOTO OOECTICUeHHsI

TEXHHUYECKOI'O
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KOMIIETEHINH
cucteM HH(OpPMALMOH- | yIpaBICHUS U yIpaBieHUs apxuBamu. [laTh cpas-
HOTO M TCXHUYCCKOIO | HUTEIBHBIN aHAJIN3 HOHITHIA.
obecrieyenns JOKYMEH- | o [Ipoananu3upyiTe HOPMATUBHBIE TPeOOBa-
TAI[MOHHOTO obecmeye-

HUS K OpraHu3alliy Ipoliecca BIaJICHUS COBPEMEH-
HUSL  yOpaBi€HUS U
yrpaBienns apxusamr; | HPIMH CHCTEMaMH MH(OPMALIMOHHOTO U TEXHHYe-
KOPPEKTHO BBIpaXkaTh | CKOr0 o0ecrnieyeHrs JOKYMEHTAIMOHHOIrO olecre-
apryMEeHTHPOBAHHO YEeHHs! YIPABIICHUS U YIIPABIICHUS apXUBAMHU.
00OCHOBBEIBaTh  10JIO- | [IpoaHanu3upyiTe HOPMATHBHBIC TPEOOBaHHUS K
KEHUSI  COBPEMEHHBIX | OpraHU3alliy IMpOoIecca BIAJCHUS COBPEMEHHBIMH
cucTeM MH(OPMAIMOH- | cHCTeMaMd HH()OPMAIIMOHHOTO M TEXHHYECKOTO
HOIO M TEXHUYECKOTIO | o0eCcreyeHus JTOKYMEHTAI[HOHHOTO OOCCIIeYCHUs
obecrieueHuss JOKYMEH- | yIIpaBJICHHUS U YIPABICHHs apXHBaMH.
TalMOHHOIO obecrneue-
HUSL  yOpaBiCHUS U
yIpaBIeHUS apXUBaMH,

Brnanets MPAKTUYECKUMHU Ilpumepnas memamuka Kypcoevlx paoom:
HaBBIKAMU 1. Permamenranus Ieionpou3BOJCTBA B 3aKOHO-
UCIIOJIb30BaHUS JaTeNbHBIX aKTaxX JI0PeBOMIOIMOHHOM Poccun.
HIIEMEHTOB 2.  CiyxObI AETONPOU3BOCTBA B YUPEIKICHHIX

COBPEMEHHBIX CHCTEM,
croco0amMu OLiEHUBA-
HUS 3HAYUMOCTH U
MPAKTUYECKOUN MPUTO/T-
HOCTH, OCHOBHBIMH Me-
TOAAMU PEIIeHUs 3a/1a4
B 00J1aCTH COBpPEMEH-
HBIX CUCTeM UH(OpMa-
IIMOHHOT'O U TEXHUYE-
CKOro obecrieueHus
JIOKYMEHTAllMOHHOTO
oOecrnievyeHus ymnpanJe-
HUS ¥ YIIPaBICHUS ap-
XHUBaMU;

JIOPEBOIIIOIIMOHHON Poccum.

3. PaszBuTHE 3aKOHOJATEIHHON perjaMeHTaINN
paboTsl ¢ nokymeHTamu B Poccuiickoit denepanun
B 1990-¢ -2010rT.

4. HccnenoBaHue HOPMAaTUBHOW M 3aKOHOJa-
TeIbHOM 0a3bl KOHKPETHOU C(Eephl NeATETbHOCTH.
5. AHanu3 JIOKaJIbHBIX aKTOB OpraHu3anuu (Ha
IpUMepe JIOKaJIbHBIX aKTOB KOHKPETHOW OpraHu3a-
100079

6. AHamM3 CTPYKTYpHI U PYHKIUH CITyKOBI 11e-
JIONIPOU3BO/ICTBA (HA MPUMeEpEe KOHKPETHOH OpraHu-
3aIlin).

7. Opranuzanus pabotsl ciyx06b1 JIOY (Ha mpu-
Mepe KOHKPETHOM OpraHu3alum).

8.  Opranuzanus 10KyMeHTO0OOpoTa (Ha ImpuMe-
pe KOHKPETHOI OpraHu3alin) 1 OCHOBHbIE HAIlpaB-
JIEHUSI €70 COBEPILIEHCTBOBAHMUS.

9. TlocTaHoBKa JENONMPOU3BOJCTBA IO/pa3eie-
HUS YUPESKICHHUS.

10. MeTtozap! OpraHu3auyi KOHTPOJIS 3a HUCIIOJN-
HEHHEM JIOKYMEHTOB MpHU TPAAULIUOHHOM JIeNO0-
MIPOU3BO/JICTBE.

11.  IIpoOGriemsl SKCHEPTU3bI HEHHOCTH JJOKYMEH-
TOB B JIEJIONIPOU3BOJICTBE.

[TK-20 criocoOHOCTBIO MCIIONB30BaTh MTPaBHUiIa OPraHU3aIMK BCEX TAOB PabOTHI ¢ JOKYMEH-
TaMH, B TOM YHCJIE apXUBHBIMH JOKYMEHTaMHU

3HaTh

OCHOBHBIE OTIpeiee-
HUS U IIOHATHUS, OCHOB-
HbIE METOIBI UCCIIEN0-

TECT
1. Ilponomxute «Jlenonpon3BoACTBO» — 3TO..
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BaHUH, ONIpECICHUS
MPOLIECCOB OpPTraHM3a-
MU BCEX ATAIOB pabo-
ThI C IOKYMEHTaMHU, B
TOM YHCJIC apXHUBHBIMHU
JIOKYMEHTaMHU;

a) Cucrema XpaHeHusl JOKYMEHTOB.

6) CocraBieHnue T0KyMEHTOB.

B) OTpacib nesTenbHOCTH, 00ecreynBaro-

1as JOKYMEHTHPOBAaHHE U OpPTraHU3aIHi0 paboThI ¢
oQUIHATBHBIMH JOKYMEHTaMHU.

2. [lonsiTHe «10KYMEHTHUPOBAHUEY - 3TO:

a) OdopmiieHre JOKyMEHTA.

0) 3anuchk nHpOpPMAIIUK HA PA3TUYHBIX HOCUTEIISAX
10 YCTaHOBJICHHBIM IIPABHJIAM.

B) lcnionHenue nokymeHra.

3. Kakas ¢popma paboThl ¢ JOKyMEHTaMU B yIIpaB-
JIEHYECKOM arrapaTe He CyleCTBYeT?

a) [Ipsmas.

0) LlenTpanu3zoBaHHasl.

B) CMeranHasl.

4. 3akoHunTe HayaToe mpenjgoxenue: JlokymeH-
TOOOOPOT — 3TO ABUKEHHUE JJOKYMEHTOB B OPTaHU-
3alMy ¢ MOMEHTA UX CO3AaHUS JI0:

a) [lepenaun Ha UCTIOJIHEHHE.

0) [ogmmuBkH B €70.

B) 3aBepIICHHS UCTIOJHEHUS U OTIIPABKH.

5. Kakue JoOKyMEHTONOTOKH MO HAaPaBJIECHUIO HE
CYyIIECTBYIOT?

a) ['opu3oHTaNBHBIE TOTOKH.

0) BepTukanbHble TOTOKH.

B) CriupasibHbIE OTOKH.

6. JIOKyMeHTBI, CO3/1aBaeMbI€ B 1aH-

HOM OpraHu3aliy 1 OTIPaBIIsiEMbIE 3a €€ TIPEebl,
COCTaBJISIIOT:

a) Bxonsmuii TOKyMEHTOTIOTOK.

0) Ucxoasmuii JOKYMEHTOIOTOK.

B) BHyTpeHHUl JOKyMEHTOMOTOK.

7. B xakoii cpok JOKHA POU3BOJUTHCS 00paboT-
Ka TOKyMEHTOB U Mepeiada uX UCTOTHUTENIM?

a) B menp mocTymieHuss JOKYMEHTOB B OpraHu3a-
IHIO.

6) B Tpex1HeBHBII CPOK MOCTE MOCTYIIICHUS JOKY-
MEHTOB B OPTraHU3aLIUIO.

B) B HeenpHBIN CpOK MOCiIe MOCTYIUIEHUS TOKY-
MEHTOB B OpPTraHU3aLIUIO.

8. C 4ero HauYMHAeTCsl UCTIOJTHEHHUE TOKyMEHTa?

a) Co cbopa uHpOpMAIIHH IO BOIIPOCY.

0) C coBemianus B KaOWHETE PYKOBOIUTEIIS.
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B) C u3anus npukasa o0 UCIIOTHEHNUHU JOKYMEHTA.
9. Kakue 10OKyMEHTHI HE PETUCTPUPYIOTCS?

a) JIOKyMEHTBI, Ha KOTOPBIX HET MOYTOBBIX MAPOK.
0) JlokyMeHTBI, aIpeCOBaHHbIE PYKOBOIUTEIIIO.

B) JlOKyMEHTBI, OJIYYEHHBIE TOJIBKO J1JIs1 CBEACHUS
1 He TpeOyIoIe 0TBETa M UCIIOTHEHUS.

10. CkonbKO pa3 JOHKHBI PErMCTPUPOBATHCS AOKY-
MEHTHI?

a) OnquH pas.

0) /IBa pa3za.

B) Tpu pa3za.

11. Kak ycranaBiuBaeTcsi CpOK UCIIOJIHEHUS JOKY-
MEHTAa, €CJIM €ro He yKa3al PyKOBOJIUTENb?

a) ITo pemenuto cexperaps.

6) Ha ocHOBE TUTIOBBIX CPOKOB UCIIOJIHEHUS JIJISI
AQHAJIOTUYHBIX JIOKYMEHTOB.

B) B 3aBUCHMOCTH OT cUTyallH.

12. Kakas popma perucrpauu JOKyMEHTOB HE CY-
HIECTBYET?

a) KypHanbHas.

6) Kaprounas.

B) ['azeTHas.

13. Kakue 3Tansl He IPOXOAAT UCXOAS-

1I1e JTOKYMEHTHI?

a) CocTaBieHHe NIPOEKTa JOKYMEHTA.

0) Perucrparus.

B) [Ipuem u nepBuuHas oOpaboTKa.

r) KoHTposs 3a ncnoiaHenuem.

14. PeructpaninoHHO - KOHTPOJIbHBIE KAPTOUKHU HC-
MOJIb3YIOTCS:

a) Jlnst KOHTPOJIS IBM)KEHUST BHYTPEH-

HUX JOKYMEHTOB.

6) [ns 3anucu nHGOpMaluu.

B) Jlist peructpanuu BXOISIINX, UCXOISIINX, BHYT-
PEHHUX JOKYMEHTOB.

15. B kakux ciay4asx OlpaBIaHO MUCIOJb30BaHUE
KYpPHAJIbHON (POPMBI PETUCTPALIUU JOKYMEHTOB?
a) [Ipu Gonb1IOM TOKYyMEHTOO0OPOTE.

6) [Ipu ManoMm TOKyMEHTOOOOpOTE.

B) Bo Bcex ciyyasx.

16. Boibepute npaBuiIbHbIH crioco0 odopmiaeHus
JaThl IPH PETUCTPAIMK THUCbMa WK TpuKasa’?

a) 14.12.2010
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0) 14.12.10

B) 14.12.2010r

17. PeructpaliuoHHBIA HOMED IOKYMEHTA - 3TO...
(BBIOEpHTE IPABWIILHBIN BApUAHT MPOIOJKEHUS
ompeecHus).

a) Ero ycinoBHoe nudpoBoe (MHOT1a OYKBEHHO-
nudposBoe) o6003HaYEHUE, TIPOCTABIIIEMOE TIPH pe-
TUCTpaIUu.

0) [TopsinkoBbIif HOMEP JOKYMEHTA B OpraHu3aluu-
OTIIpaBUTEIIE.

B) [lopsiiKoBBIi HOMEpP JOKYMEHTa B OpraHu3aluu-
roJiyyarene.

18. Eciu B pe3oronun yka3aHo HECKOJIb-

KO UCIIOJTHUTEIEH, TO KTO OTBEYAET 3a BHIMOJIHEHHE
MOpYyYEHUs] PYKOBOAUTENS?

a) Jlumo, ykazaHHoe B CIIMCKE UCIIOJIHUTE-

JIEN TIEPBBIM.

0) JIuno, onpeaeeHHOe COOTBETCTBYIO-

IIUM JIOTIOJTHUTEIbHBIM YKa3aHUEM PYKOBOJUTENS.
B) JIuno, koropomy nepBomy OyzAeT nepeaH A0Ky-
MEHT Ha UCIIOJIHEHHE.

19. Korna Ha TOKyMEHTE IPOCTABISAECTCA PEKBU3UT
«OTMETKa 0 KOHTPOJIE»?

a) Eciiu mokyMeHT BaxeH, U He00X0IMMO MPeA0T-
BpaTUTh €ro MOTEPIO.

0) Ecu jokyMeHT TpeOyeT UCIIOTHEHUS U OepeTcs
Ha KOHTPOJIb.

B) Korna cexperapb OouTcs 3a0bITh

CPOK HCIIOJIHEHUS TOKYMEHTA.

20. Kakum 006pazoM aenaroT OTMETKY O KOHTPOJIE 3a
WCIIOTHEHUEM JOKYMEHTa?

a) O603HavaoT OyKkBOIl «K», CIIOBOM MM IITAMIOM
«KoHTpomb».

0) O6o3HauatoT OykBor «», cmoBoM wmin mrtam-
oM «/cosHeHO».

B) O6o03HauaroT OykBo# «B», CTOBOM WM mITaM-
oM «BbIMOTHEHOY.

21. KTo moanuceIBaeT v 1aTupyeT peKBU3UT «OT-
MeTKa 00 UCTIOTHEHUH TIOKYMEHTA U HalpaBIeHUN
€ro B Je0»?

a) PykoBoaurtens opranusaiuu.

6) PykoBonuTens cirykObl TOKyMEHTAlMOHHOTO
obecrieueHus ynpaBicHHUS.
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B) McnionHuTens, paboTaBIIuil C TOKYMEHTOM, HITU
PYKOBOJMTEIb €r0 CTPYKTYPHOTO MOAPA3CICHHUS.
22. YUto crnenyer caenaTh C UCIOJHEHHBIM JIOKY-
MEHTOM?

a) [lepenatp pykOBOAUTEIIO.

0) BepHyTb cocTaBUTEIIO.

B) [Tonmuth B 71€710 B COOTBETCTBUU C HOMEH-
KJIATYpOU JEel.

23. Korjga mpoMCXOIUT CHSATUE JOKYMEHTA C KOH-
TpoJis?

a) B xoHI11e kKaneHaapHOro roja.

6) Tompko 1moOCIE TOJHOTO  MCIIOJHE-
HUS JOKYMEHTA.

B) [lo peleHuto ncnoJHUTEN .

24. I'ne cnenyet 3aUKCUpPOBATh PE3yNbTaT UCIO-
HEHUs JOKyMeHTa?

a) B perucrpannonHoi KapTouke.

6) Ha camom nokymenTe.

B) Hurne.

25. KT0 MOXET CHATh JOKYMEHTBI C KOHTPOJIA?

a) Ciy>x0a 6e30MmacHOCTH OpraHU3aIuH.

0) exypHblii o oducy.

B)  JlomKHOCTHOE  INHIO,  YCTaHOBHUB-
1iee KOHTPOJIb, JIMOO OTBETCTBEHHBIN UCTIOJIHUTEITb.
26. Jlns yero Ha JOKyMEHTaX MPOCTaBISIIOT OT-
TUCK miedatu?

a) Jlns 3aBepeHus MOJTMHHOCTH TOJIIUACH JTOJIK-
HOCTHOTO JIULIA.

0) Jlns moaATBEp K IEHUS TOCTOBEPHOCTH TEKCTA J10-
KyMEHTAa.

B) Jlnst oGecnievyeHus rapaHTUU HCTIOTHE-

HUS IOKYMEHTA.

27. Hy»HO 1 TUCBMO, IOJATOTOBIIEHHOE

Ha OJlaHKe, yIOCTOBEPSTH MeYaThio?

a) Jla, Bcerma.

0) Her, Hukorna.

B) Hy>XHO TOJIbKO TapaHTHUITHOE MTUCHMO.

28. COBOKYIMHOCTh JOKYMEHTOB WJIM JTOKYMEHT, OT-
HOCSIITUECS. K OJIHOMY BONPOCY WM YYacTKy Aesi-
TEJILHOCTH M TIOMEIIEHHBIE B OJTHY O0JIOXKKY, - 3TO:

a) Jleno.

0) MunuBuayanpHass HOMEHKIIATypa Jedl.

B) [IpuMepHas HOMEHKIIaTypa Jel.

29. Kak ycraHaBIMBaeTCAd CPOK XpPaHEHHS HOKY-
MEHTOB?

a) [lo ycMOTpeHHIO pYKOBOIUTENS KaJpOBOI

CITY>KOBI.
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6) Ilpu mnomommu  «llepeuns  Twumo-
BBIX YIIPABICHUECKUX JOKYMEHTOB, 00pa3yromuxcs
B JIEATENbHOCTH OpraHMu3allli, C YyKa3aHUEeM
CPOKOB XpaHEHUS.

B) [lo mpuka3y pykoBOIUTENS.

30. Ecniu neno hopMupyercst u3 TOKYMEHTOB, KOTO-
peie oTCyTCTBYIOT B «llepeune ...», TO Cpoku UX
XPaHEHUs COTJIACOBBIBAOTCS C:

a) C HayaIbHUKOM OT/IeJIa KaJpOB.

0) C pyKOBOJIUTEIEM OpPraHU3alIUH.

B) C 3KCnepTHOI KOMHCCHEH.

31. Korpa nena nenst Ha Toma (4acTtu)?

a) Korga xonuyecTBO ITOKYMEHTOB C IOCTO-
SIHHBIM U JIOJITOBPEMEHHBIM CPOKOM XPaHEHHUS Mpe-
Boimaet 100 cTtpaHuil.

6) Korma xonu4ecTBO JOKYMEHTOB C IOCTO-
SITHHBIM U JIOJITOBPEMEHHBIM CPOKOM XpaHEHHUS Mpe-
BhbIlaet 250 cTpaHull.

B) Korna konmuecTtBo AOKYMEHTOB C MOCTO-
SITHHBIM U JIOJITOBPEMEHHBIM CPOKOM XPaHEHHUS Mpe-
BoiaeT 500 crpanuil.

32. Korma cnenyer packiaiplBaTh JOKYMEHTHI B
nena?

a) ExenHeBHO B TeueHue roza.

0) B xon1e mecsa.

B) B xoHIe rona.

33. Kyna mepenaroT AOKYMEHTHI C JTATEIb-
HBIMH CpoKaMu XpaHeHwus, 3aKOHYEH-
HbIE JIEJIONPOU3BOJICTBOM?

a) OcTaBisI0T Ha MECTe.

0) OTHOCAT B KAOMHET HaYaJIbHUKA.

B) CHaroT B apXUB OPraHU3aIUH.

34. Kakve JOKYMEHTBI OTHOCSTCS K TOKYMEH-
TaM BPEMEHHOI'O XpaHEHU?

a) Nmeromue cpok xpanenus ao 10 ser.

6) Nmeromue cpok xpanenus 10 15 ner.

B) Umeromiue cpok xpanenus 1o 20 ner.

35. Yro sBnseTCs AATOM Jena, COAEp Kallero
paciopsAUTENbHYIO TIOKYMEHTALNI0?

a) He numeer 3HaueHus.

0) atel peructpanuu (COCTaBICHUS) CaMOTO
PaHHETO M CaMOro IMO3JHETO0 JTOKYMEHTOB, BKJIIO-
YEHHBIX B JIENO.

B) PacnonoxeHue JIOKyMEHTOB CeKpeTa-
PEM pYKOBOJIUTESL.

36. Kakoe ycnoBue siBIsieTCs 00s3aTeIbHBIM
pU 00bETUHEHUH HECKOIBKUX JIEN B OHO?

a) [lata cocraBiieHUsI JOKYMEHTA.

6) CoBmaneHue CpPOKOB XpaHEHUS JTOKYMEH-
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DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

TOB.
B) Coznep:xaHue JOKYMEHTA.
37. Kakue pgena He mnepemaroTcs B ap-
XUB OpraHu3anuu?
a) [To nuyHOMY cocTaBy.
0) Nmeromue cpok XpaHeHHs 10 5 JIeT.
B) Jlena mocTossHHOTO XpaHEeHHUs.

38. Uro cnemyer oOs3aTeNbHO YAAIATH IMPH
00paboTKEe JTOKYMEHTOB IOCTOSTHHOTO M JJTUTENb-
HOT'0 XpaHeHus?

a) Bce Merannnyeckue cKpenieHusl.

0) [Toamucu pabOTHUKOB.

B) JIOKyMEHTBbI, CO3JaHHBIE OT PYKH.

39. Yro BmMBaeTCcAI B Hayaje nena Iie-
pen ToKyMeHTaMu?

a) Jluct 11t 3aBepUTEIBHON 3alUCH.

0) JIucTbl BHYTPEHHEH OMUCH Jiena.

B) Jlucr ansd  moanucu pyKOBOAMTENS U
HavallbHUKA OT/ieja KaJIpoB.

40. Kakyro uH(pOpMaIuio J0HKHA CONEPKATh
BHYTPEHHSIS OMHICH IOKYyMEHTOB Jiefna?

a) ®.1.0. pykoBoauTenst opraHu3aIiu.

6) ®©.1.0. ucnonHuTENsA KaXJ10r0 JOKYMEHTA.

B) CBeneHHsI O TOPSIIKOBBIX HOMEPAX JIOKY-
MEHTOB B JJaHHOM ONHCBIBAEMOM JIETIE.

41. Cpok xpaHeHUs JOKYMEHTA UCUUCTISETCS:

a) C | aHBaps TOro roia, KOTOPBIA CIEAYET 3a
roJIOM OKOHYaHHUS Jiela.

6) C 31 nexabps roja OKOHYaHHS Jiena.

B) C MOMEHTa OKOHYaHUs Jena.

42. IloaroTroBka Jiena K XpaHEHUIO B COOTBET-
CTBUU C YCTAHOBJICHHBIMU MTPABUJIaMU - 3TO:

a) Odopmiienue naena.

0) ApxuBanus.

B) DKCIIeTUIHSI.

43. KTO m0OpoBOJHUT H3KCNEPTH3Y IIEHHO-
CTH IOKYMEHTOB?

a) PaboTtHuKM apxuBa.

0) DkcnepTHas KOMHUCCHSI.

B) PykoBoauTens opranusaii.

44. DkcnepTusa LEHHOCTH JOKYMEHTOB MpO-
BOJMTCS C IEJNbIO:

a) Yuera JOKYMEHTOB B OpraHU3allHH.

0) OTbopa TOKYMEHTOB Ha apXHWBHOE XpaHe-
HUE U YCTAHOBJICHUS CPOKOB MIX XpaHEHUSI.

B) KoHTpons mpu pabore ¢ ITOKyMEHTaMu B
OpraHH3aIlHH.

45. Kakue npu3Hakyd UCIOJIB3YIOTCA MPU CHU-
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CTpyKTypHBII

[Inanupyemblie pe3yib-

DIIEMEHT OneHouyHble CpeaCTBa
TaThl 00y4YeHHUS
KOMIIETEHINH
CTeMaTHU3alllK MEePEenucKy B enax”?
a) XpOHOJIOITMYECKUN U HyMepallMOHHBIN.
0) AnaBUTHBIN ¥ KOPPECTIOHICHTCKHUH.
B) Bce nmepeunicnennble B MyHKTax a) u 0).
46. Ilpu popMupoBaHUU A€ MPUKA3bI IO OCHOBHOM
NESATEIbHOCTH M TPUKa3bl MO JUYHOMY COCTaBy
dhopmupyrorcs:
a) B ogHnom perne.
0) B pa3HbIx gemax.
B) [lo ycMoTpeHuto pyKkoBOIUTENS OpraHu3a-
LUU.
47. B TeueHnEe HECKOJIBKUX JIET (POPMUPYIOTCSL:
a) [lepexopsmue aena.
0) lena ¢ IIUTEIbHBIMU CPOKAMH XPAHEHHUS.
B) Jlena BBIOOPHBIX OPTaHOB.
48. [lena mo y4eOHOM AesTensHOCTH 00pa3oBaTesb-
HOM opraHu3aiuu GOpMHUPYIOTCS 3a:
a) Kanengapusiii rog.
0) YueOHslii ro.
B) Heckomnbko ner.

YMmeTh npuMeHATh  npasuia | 1. CipoeKTupoBaTh (CMOAEIMPOBATH) KPYIHYIO Op-
OpraHM3alMi BCEX 3Ta- | FTaHU3ALMI0, ONPENENIUTh chepy AesaTeTbHOCTH, pe-
OB paboOThl C JIOKY- | [IIa€MbIE 33/1a4U.

MEHTaMH, B TOM uucie | 2. Pa3paboraTte CTpyKTypy OpraHu3aluil MU TOKa-
apXMBHBIMH JIOKYMEH- | 3aTh MecTO cinykObl JIOY B naHHOW CTpYKType
TaMiM B mpodeccuo- | (MOJens).

HATBHOH  JesiTeNibHO- | 3. [IpeicTaBuTh CBOWM BapuaHT CTPYKTYPHOU opra-
CTH; HUCHONB30BaTh uX |Hu3auuu ciayxkosl JIOY (paspaboraTh CTPYKTYpY
HAa MEXIUCHUIUTHHAP- | ciy)k0bl JJOY).

HOM ypoBHe; npuobpe- |4. Onpeaenuts GyHKIMH TOApPA3JeNeHU CITyKOblI
TaTh 3HaHUS B oOmactu | JIOVY.

UCTIONb30BaHus mpaBui | 5. OnpenenuTs T0DKHOCTHON U YUCIICHHBIN COCTaB
OpraHu3alii BceX 3Ta- | paboTHUKOB ciayx0bl JJOY (i xaxaoro moapas-
OB pPabOTBl C JOKY- | ACTICHUS).

MEHTaMH, B TOM 4ucie | 6. OnpenenuTs JoKalbHbIE HOPMAaTUBHBIE aKThI, HA
ApPXUBHBIMH JIOKYMEH- | KOTOPBIX OCHOBBIBae€TCSl OpraHusanus padoThl
TaMHu; ciyx0s1 JIOV.

Brnagets MPAKTUIECKUMH Ilpumepnaa memamuka Kypcogvix pabom:
HaBbIKaMH, criocobamu | 1.  PermamenTarus AeI0Mponu3BOACTBA B 3aKOHO-
OIICHUBAHMS JaTENbHBIX aKTax JOPEBOMIOIMOHHON Poccun.
3HaYUMOCTHU U 2.  CiyXOBbI IeTOMTPOU3BOICTBA B YUPEIKICHHIX
[IPaKTUYECKON JOpeBOIOLMOHHOM Poccun.

MPUTOTHOCTH, 3. Pa3BuTHe 3aKOHOJATENBHON periaMeHTalu

OCHOBHBIMHM METOIAMU
pelIcHHs 3a1a4 B
obmactu
UCIIOIb30BaHUS TPABHUIT
OpraHu3aIuHi BCeX

paboTtsl ¢ nokymeHTamu B Poccuiickoit denepanun
B 1990-¢ -2010rT.

4. HccnemoBaHwe HOPMAaTUBHOW H 3aKOHOJA-
TeIbHOM 0a3bl KOHKPETHOU C(hephl NeATETbHOCTH.

5.  AHanu3 JOKaJbHBIX aKTOB OpraHU3aIiy (Ha
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

3TanoB paboThI €
JIOKYMEHTaMH, B TOM
YHClie apXUBHBIMU
JIOKYMEHTaMU;

MpUMepe JIOKaJIbHBIX aKTOB KOHKPETHOW OpraHu3a-
LIUN)

6. AnHanmm3 CTPYKTYpHI U QYHKIUH CITYKOBI fe-
JIOTIPOU3BOJICTBA (HA IPUMEpPEe KOHKPETHON OpTraHu-
3aIlUH).

7. Opranuzanus pabotsl ciyx6b1 JIOY (Ha npu-
Mepe KOHKPETHOM OpraHu3aIum).

8.  Opranuzanust JOKyMEeHTOOOOpoTa (HA MpUMe-
€ KOHKPETHOI OpraHu3aliy) 1 OCHOBHbIE HAIpPaB-
JICHHSI €70 COBEPIICHCTBOBAHMSI.

9. IlocraHoBka AeIONPOU3BOJCTBA MOApa3Eie-
HUS yIPESKICHUS.

10. Meroabl opraHu3ayu KOHTPOJIS 32 HCIOJI-
HEHUEM JIOKYMCHTOB TIPH TPAIUIIMOHHOM JICIIO-
MIPOU3BO/JICTBE.

11.  IIpoGaembl SKCHEPTU3BI IEHHOCTH TOKYMEH-
TOB B JICJIONIPOU3BOJICTBE.

[1K-26 BrnagenueM HaBbIKaMHU OOpPaOOTKH JOKYMEHTOB Ha BCEX dTamax JOKYMEHTOOOOpoTa,

CucreMaTru3anuu, COCTaBJICHUA HOMCHKII

aTypbl ACJI

3HaTh

OCHOBHBIE ONpe/iee-
HUSI U TIOHSTHS], OCHOB-
HBIE METO/IbI UCCIIEeI0-
BAaHWM, OIIPE/IECIICHUS
poreccoB 00paboOTKH
JIOKYMEHTOB Ha BCEX
aTanax JOKyMEHT0000-
pOTa, CUCTeMaTH3aIHH,
COCTaBJICHUS] HOMEH-
KJIaTypHI JIelT;

Ilepeuenv» meopemuueckux 60npocos K IK3ameny
1. XapakTepucTuka AeJoNpoU3BOACTBA B yUpeK/e-
HUAX PyCCKOro HEHTpaIM30BaHHOIO TIOCYJIapCTBa
XV —XVII BB.

2. XapaktepHble uepThl jaenonpousBoacTBa XVIII
B.

3. XapakTepucTuKa JeJIONPOU3BOJCTBA BBICUINX U
LEHTPAJIBHBIX TOCYJapCTBEHHBIX yupexaeHui Poc-
cuu B repBoi nososuHe XIX Beka.

4. OnbIT panoHaIU3alUyu JEI0IPOU3BOJCTBA B OT-
JIENBHBIX BEJAOMCTBAaxX BO BTOpoW mnosioBuHe XIX —
Hayayie XX Beka.

5. PaGota opraHoB pa0oue-KpecThbsIHCKOW HHCIIEK-
MM 10 palMOHAIW3ALMK JAesonpon3BoacTBa. MH-
CTUTYT TEXHUKM YIpPABIEHUS, €ro Hay4yHO-
METOANYECKAsI U IPAKTUYECKAs JeATEIbHOCTb.

6. [IpoGnembl COBEpIIEHCTBOBAHUS JIEIONPOU3BO/I-
crBa B 1950-1980-x rr. Ux 3akoHomarelpHas W
HOpMaTUBHas periaMeHTalusl.

7. 3HadueHHME HOPMAaTUBHO-METOJMYECKOW peria-
MEHTaluu Aenonpou3Boactsa. CocraB COBPEMEH-
HBIX JIEHCTBYIOIIUX TOCYJapCTBEHHBIX HOPMAaTHB-
HO-METOJINYECKUX JOKYMEHTOB. XapaKTEpPHCTHKA
rOCyJapCTBEHHOM CHUCTEMBI JOKYMEHTAllHOHHOIO
obecnieuenus ynpasienus (I'CIOVY).

8. OpranuzanuoHHble (HOPMBI JETONPOU3BOACTBA.
WX 3aBUCMMOCTBH OT cHEenU(UKH U OpraHu3alHOH-
HOM CTPYKTYPBI YUPEKICHUS.

9. CtpykTrypa U (PyHKIIMU MOAPA3IACICHUN TIO J10-
KYMEHTAIIHOHHOMY O0CTY)KMBAHUIO YUPEKICHUII.
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CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemblie pe3yib-
TaThl 00y4YeHHUS

OneHouyHble CpeaCTBa

10. XapakTepucTka OCHOBHBIX HOPMATHBHBIX J10-
KYMEHTOB, PErJIAMEHTUPYIOIIUX JEIONPOU3BOJICTBO
YUPEKIACHUS.

11. IoJBKHOCTHOM M YKMCJIEHHBIM COCTaB JEIOMpPOo-
W3BOJICTBEHHOW CITYXKOBI yupexnaeHus. JlomKHOCT-
HbIE 00s13aHHOCTH paOOTHUKOB Ci1y)O0b1 JJOY.

12. lokymenToobopot. Omnpenenenue, xapakTepu-
CTHKa OCHOBHBIX JIOKYMEHTONOTOKOB. [IpaBuia op-
TaHU3AIUH TOKYMEHTO000pOoTA.

13. IlpaBuna npuema U 0OpabOTKU MOCTYMAaOIIEH
KOPPECTIOHICHIIUM, UX BIWSHHE HA OPraHU3AIMIO
JBUKEHHS TOKyMeHTOB. HampaBiienue 10KyMEeHTOB

Ha UCIIOJHEHHUE.
14. OcHoBHbIE HANpPaBJIEHUS COBEPLICHCTBOBAHMSI
JOKYMEHTO000pOTa.

15. 3agaun perucrpanuu 1OKyMEHTOB, €€ OpraHu-
3arusi. CpaBHUTEIIBHBIC XapaKTEPUCTUKU (PopM pe-
rucTpanuu 1oKkymeHToB. CoctaB HH(pOpMAITIH.

16. B3auMocBs3b MPONECCOB PETUCTPAIMM U KOH-
TPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

17. TexHonorusi KOHTPOJS 32 UCHOJIHEHHEM JIOKY-
MEHTOB.

18. Opranuzanus crnpaBOYHO-UH(YOPMAIIIOHHON
paboThl yUpEKICHUH.

19. Homenkiatypa nies, ee 3HadeHUue U MpUMEHEHNe
B JIEJIOTIPOU3BOJICTBE.

20. Bunabl HOMEHKJIATYpP 1€, OCOOEHHOCTH UX I10-
CTPOEHHUS U IPUMEHEHHUS.

21. ®opmupoBaHue AeN KaK TEXHOJOTHYecKas ome-
pamus genompou3BoacTBa. [IpaBuma ¢opmupona-
HUS B JieJIa JOKYMEHTOB OT/CJIbHBIX KaTeTOPUA.

22. DKcnepTu3a NEHHOCTH JOKYMEHTOB B JIEJIONPO-
W3BOJICTBE. 3a7]a4uM U MOPSAOK MPOBEICHUS.

23. DKCNepTHbIE KOMUCCUU YUPEXKACHUN, UX 3a/1a-
YU U MOPSIJIOK PaOOTHI.

24. TloarotoBka Aen yupexAeHUs K JajdbHEUIIeMy
HCcnoab30BaHuo. OIucaHue Oel IMOCTOSHHOTO U
BPEMEHHOTO XpaHEHUS.

25. OnucaHue Jen TMOCTOSHHOTO U BPEMEHHOTO
xpaHeHus. Buapl onucel, co3gaBaemMbIX IpU nepe-
Jaye J1eJ B apXUB.

VYmMmern

OOBSACHSATH (BBISIBIATH U
CTPOUTH) TUIINYHBIE
Mojenu oOpaboTKHU J10-
KYMEHTOB Ha BCEX 3Ta-
nax JOKyMEHTO0OOpo-
Ta, CHUCTEMaTH3aluH,
COCTaBJICHUSI  HOMEH-
KJIATypBbl J€JI; KOPPEKT-

1. BemummTe TepMHHBI M ONIPEIEIICHUs], OIH-
CBIBAIOIIME MPOLIECC BIIaJCHUS HaBBIKaMU 00paboT-
KH JIOKyMEHTOB Ha BCEX JTalax JOKyMEHTO00Opo-
Ta, CUCTEMAaTU3alMU, COCTABICHHUS HOMEHKIATYPHI
nen. JlaTe cpaBHUTENBHBIN aHAIN3 MOHATHIA.

2. [Ipoananu3upyiite HOpMaTHBHBIE TpeOOBa-
HUSI K OPTaHM3alliK Ipoliecca BIIaJCHUS HaBbIKAMU
00pabOTKM TOKYMEHTOB Ha BCEX JTamax JOKyMEH-
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CTpyKTypHBII

[Inanupyemblie pe3yib-

3IIEMEHT OneHouHbIe CpecTBa

KOMIIETEHIIHH TaThl 00y4YeHHUS
HO BBIp@XaThb M apry- | TooOOpPOTa, CUCTEMATU3AIMH, COCTABICHUS HOMEH-
MEHTHUPOBaHHO  000cC- | KJIaTypbl Jedl.
HOBBIBAaTh IOJIOXKEHUS | 3. [Mpoananu3upyiiTe HOpMaTUBHBIE TpeOOBa-
00paboTKH  JIOKYMEH- | HUsSl K OpraHM3alliy Mpolecca BaCHNs] HaBbIKAMHU
TOB Ha BCEX JdTamax J10- | 00pabOTKH JOKYMEHTOB Ha BCEX JTamax IOKyMEH-
KYMEHTO0000pOTa, CH- | TOOOOpOTa, CUCTEMAaTH3AIMH, COCTABICHUS HOMEH-
CTeMaTH3allH, COCTaB- | KIaTyphl Jell.
JICHUS. HOMEHKJIATyPbI
e

Bagets MeTonamu o0pabotku | Ilpumepnas memamuka Kypcoewix paoom:

JOKYMEHTOB Ha BCEX
JTanax
JTOKYMEHTO000pOTa,
CHCTEMaTH3aIlHH,
COCTaBJICHUS
HOMEHKJIATYPHI JeTT;
crocobamu
OLICHUBaHUS
3HAYUMOCTHU H
IIPaKTUYECKON
HPUTOTHOCTH
00paboTku
JIOKYMEHTOB Ha BCeX
JTanax
JIOKYMEHTO000pOTa,
CHCTEMaTH3aIlHlH,
COCTaBJICHUS
HOMEHKJIATYPHI JeTT;
OCHOBHBIMH METOJJaMU
peleHus 3a1a4 B
o0acti 06paboTKH
JIOKYMEHTOB Ha BCEX
JTanax
JIOKyMEHT0000poTa,
cUCTeMaTH3alllH,
COCTaBIICHUS
HOMEHKJIATypHI Jedl.

1. Pernamenranus 1e10npou3BOJCTBA B 3aKO-
HOJATEJIbHBIX aKTax JOPEeBOIOIMOHHON Poccun.
2. CiyxO0Bbl 1e10TIPON3BOCTBA B YUPEXKICHH-
SIX TOPEBOJIIOLMOHHOM Poccun.

3. Pa3Butue 3aKkoHOATENIBHON perjlaMeHTa-
uuu pabotsl ¢ JokyMeHTamu B Poccuiickoiit ®ene-
pauuu B 1990-¢ -2010rT.

4, HccnenoBanne HOpMAaTMBHOM M 3aKOHOJA-
TeNbHON 06a3bl KOHKPETHON Cepbl AeATeIbHOCTH.

o. AHanu3 JTOKaJIbHBIX aKTOB OpTaHu3aluu (Ha
MpUMepe JIOKaJIbHBIX aKTOB KOHKPETHOW OpraHu3a-
1IUN)

6. AHanu3z CTpyKTYpbl U QYHKIMNA CITy>KOBI J1e-

JONIPOU3BOJICTBA (HA MPUMEPE KOHKPETHOM OpraHu-
3aIlUH).

7. Opranuzanus padotsl ciryx6s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3aIim).

8. Opranu3zanusa J0KyMeHToo0opoTa (Ha mpu-
Mepe KOHKPETHON OpraHu3ali) 1 OCHOBHbIE
HaTPaBJICHUS €T0 COBEPIICHCTBOBAHUSI.

9. IToctaHOBKa /1€I0NMPOM3BOJCTBA MOJpa3ie-
JICHUS YUPEKICHHSL.

10.  Metoap! opranu3anyy KOHTPOJIS 3a HC-
MIOJTHEHWEM JTOKYMEHTOB TP TPAIUIIOHHOM JIe-
JIOTIPOU3BO/JICTBE.

11. [IpoGembl 3KkCepTU3bI IIEHHOCTH JI0KY-
MEHTOB B JI€JIONPOU3BOJICTBE.

0) [lopsinok mpoBeneHUs] NMPOMEKYTOUYHOM ATTECTALMM, MOKA3aTeJH U KPUTEPHH

OIICHUBAHUA:

IIpomexxyTouHast aTTectanus 1Mo AUCHUIUIMHE «OpraHu3anus U TEXHOJIOTHs JTOKYMEH-
TAI[MOHHOTO O0ECIeYeHHs YIPaBJICHUN» BKIIIOYAET TEOPETUUYECKHE BOIPOCHI, MO3BOJISIOIINE
OLIEHUTb YPOBEHb YCBOEHHUS OOYYalOIIMMUCS 3HAHUH, U MPAKTUYECKHE 3a/1aHUsl, BBISBIAIO-
M€ CTETeHb CPOPMHUPOBAHHOCTH YMEHHMH W BIAJCHUU, MPOBOAUTCA B (popme 3auera, dK3a-
MEHa U B (JOpPME BBINOJIHEHHS U 3aIIUThl KYpCOBOM pabOTHI.

3ayer 1o JaHHOW JUCLHUIUIMHE IPOBOJUTCA B YCTHOH (opMme B opMe KOJUIOKBUYMA IO

BOIIPOCAM.

DK3aMeH 10 JaHHOH JUCLUIUINHE MPOBOIUTCS B YCTHOM (popMe MO IK3aMEHAIMOHHBIM
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OouneraM, KaxIbplii U3 KOTOPHIX BKIIOYAET 2 TEOPETHUYECKUX BOMPOCA U OIHO NMPAKTHUECKOE
3aJlaHue.

KypcoBas paboTa BBINONHAETCS IMOJ PYKOBOJICTBOM IIpENojaBareis, B Ipolecce ee
HanucaHus 00y4JarolIUiicsl pa3BUBAaeT HaBBIKU K HAy4YHOU padoTe, 3aKperuisisi U OJHOBPEMEH-
HO pacIIMpsis 3HaHMs, MOIYYEHHbIE IPU M3ydyeHuUu Kypca «OpraHuzanus U TEXHOJIOTHS J0-
KYMEHTAIlMOHHOTO O0ecreyueHus yrnpaBieHus». [Ipu BbIMOIHEHUH KYypCcOBOM paboThl 00yya-
IOIIMIACS TOJDKEH TOKa3aTh CBOE yMEHHUE paboTaTh ¢ HOPMAaTUBHBIM MaTEPUAIIOM U JIPYTUMHU
JUTEepaTypHBIMU UCTOUHHUKAMH, a TAK)KE€ BO3MOXKHOCTh CUCTEMATU3UPOBATh U aHATU3UPOBATh
(aKTHUECKUI MaTepral U CAMOCTOSITEIIbHO TBOPUECKU €T0 OCMBICITUBATD.

B mporuecce Hanucanus KypcoBoil paboThl 00ydaromuiics JOKEeH pa3o0paThesl B T€O-
PETUYECKUX BOMPOCAaX U30PAHHOM TEMBI, CAMOCTOSTENILHO MPOAHAIM3UPOBATE MTPAKTHY €CKUI
MaTepual, pa3odpaTh 1 000CHOBATH MPAKTUUYECKHUE MPEATIOKEHUS.

Ilpumepnan memamuka Kypcoevlx paoom:

12. PernamenTanus Je0NPOU3BOACTBA B 3aKOHOAATEIBHBIX aKTaX JIOPEBOJOIMOHHON
Poccun.

13. CiyxO0bI 1enonpoOn3BOACTBA B YUPEXKICHHSIX JOPEBOIOLMOHHON Poccun.

14. Pa3BuTHE 3aKOHOJATENLHOM pernaMeHTanuu padboThl ¢ TOKyMeHTaMu B Poccuiickoii
®enepanuu B 1990-¢ -2010rT.

15. UccnenoBanue HOPMAaTUBHOM U 3aKOHOJATENIbHOIN 0a3bl KOHKPETHON cephl AesITeNb-
HOCTH.

16. AHanu3 JTOKaIbHBIX AKTOB OpraHU3alluy (Ha MpUMepE JIOKATbHBIX aKTOB KOHKPETHOU
OpraHu3aI¢)

17. AHanu3 cTpyKTYyphl U GYHKIUHN CIIYy>KOBI IEIONPOU3BOJICTBA (HA IPUMEPE KOHKPETHOM
OpTaHU3aIHH).

18. Opranuzanus padotsl ciyx6s1 JJOY (Ha mpuMepe KOHKPETHOM opraHu3anun).

19. Opranmzanus T0KyMeHT0000poTa (Ha MpUMepe KOHKPETHON OpraHu3aIii) 1 OCHOB-
HbI€ HAIPaBJIEHUS €0 COBEPILICHCTBOBAHMUS.

20. TTocTaHOBKa JIETIOMIPOU3BOJICTBA TIOPA3ACICHUS YUPEIKICHHUS.

21. MeToab!l OpraHu3alyy KOHTPOJIs. 32 MCIOJHEHHEM JIOKYMEHTOB MU TPaJULMOHHOM
JIeTTOTIPOU3BOJICTBE.

22. IIpoGneMsbl SKCHIEPTH3bI IEHHOCTH JOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

Konmponwsnuvie 6onpocwt K IK3ameny

1. XapakrepucTrka JeI0npOnU3BOACTBA B YUPEKICHUAX PycCKOro HeHTpaJIn30BaHHO-
ro rocynapcrsa XV —XVII Bs.

2. XapakrtepHsle uepThl aenonpousBoactsa X VIII B.

3. XapakTepucTUKa JEIONPOU3BOJCTBA BBICIIUX M LIEHTPAJIBHBIX IOCYAapCTBEHHBIX
yupexaeHui Poccuu B nepBoil nonoBuHe XIX Beka.

4. OnelT pauMoOHAJIN3ALKU AEIONPOU3BOACTBA B OTACIBHBIX BEAOMCTBaX BO BTOPOM
nonoBuHe XIX — Havane XX Beka.

5. Pabora opranoB pabo4e-KpecThbSHCKON MHCHIEKINH 10 pallMOHAIN3alUU JeI0IpOo-
U3BOACTBA. IHCTUTYT TEXHUKH YIIPABIIEHUS, €0 HAYYHO-METOANUYECKAs U IPAKTHYECKAs €5~
TEJIBbHOCT.

6. [Ipobnembl coBepiieHCTBOBaHUS Jenonpon3BoacTBa B 1950-1980-x rr. Mx 3akoHo-
JlaTenbHasl 1 HOPMATHBHAS perIaMeHTalusl.

7. 3HaueHHEe HOPMATUBHO-METOJUYECKON peraaMeHTaluu aenaonpoussBoacrea. Coctas
COBPEMEHHBIX JIEUCTBYIOIIMX TOCYIapCTBEHHBIX HOPMATHUBHO-METOJIWYECKUX JIOKYMEHTOB.
XapakTepuCTUKA TOCYAAPCTBEHHOM CUCTEMbI JOKYMEHTAIIMOHHOTO 00eCieueH sl YIpaBICHUs
Trcaoy).

8. OpranuzanuoHHbie GOPMBI ACIONPOU3BOACTBA. MX 3aBUCHUMOCTH OT CHeIU(UKH 1
OpPraHU3aLMOHHOMN CTPYKTYpPBI YUPEKICHUS.
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9. Crpykrypa u (pyHKIMHM TOApa3JeNeHUH 10 JOKYMEHTAIIMOHHOMY OOCITY>KHBAaHUIO
YUPEKICHUH.

10. XapakTepucTuka OCHOBHBIX HOPMATHUBHBIX JOKYMEHTOB, PErJIAMEHTUPYIOLIUX Jie-
JIOTIPOU3BOJICTBO YUPEKACHHUS.

11. JIoM>KHOCTHOM M YMCIIEHHBINH COCTaB JEIONPOU3BOJACTBEHHOM CIYXKOBI yupexe-
HUs. JloMKHOCTHBIE 00s13aHHOCTH pabOTHUKOB Ci1y) 061 JJOY.

12. Toxymentoobopot. OmpeneneHue, XapakKTepUCTUKa OCHOBHBIX JOKYMEHTOIIOTO-
koB. [IpaBuia opranu3anuu J0KyMeHTO000pOTA.

13. IIpaBuia npuema U 00pabOTKH MOCTYMAIONIEH KOPPECTIOHACHIINH, UX BIMSIHUE HA
OpraHM3alMI0 IBW)KCHHS JTOKYMEHTOB. HampasiieHne JOKYMEHTOB Ha MCIOJHECHHE.
14. OcHOBHBIEC HaNPABJICHUSI COBEPIICHCTBOBAHUS JOKYMEHTO000POTA.

15. 3agaun perucTpauuu AOKYMEHTOB, €¢ opranusanus. CpaBHUTEIbHbIE XapaKTepH-
CTUKH (popM perucrpanuu 10kyMeHToB. CoctaB MH(pOpMALUH.

16. B3anMocCBs13b NPOLIECCOB PETUCTPALIMU U KOHTPOJIS 32 UCIIOJHEHUEM JIOKYMEHTOB.

17. TexHONIOTUSA KOHTPOJIS 32 UCIIOJHEHUEM IOKYMEHTOB.

18. Opranusanus cipaBo4HO-MHPOPMAILIMOHHOMN pabOThl yUpeKACHUI.

19. Homenknatypa fen, ee 3Ha4eHUE U IPUMEHEHUE B JIEJIONIPOU3BOJICTBE.

20. Buabl HOMEHKIIATYyp e, 0COOEHHOCTH UX MOCTPOEHUS U IPUMEHEHUSI.

21. ®opmupoBaHHUE [€)1 KaK TEXHOJOTHYECKas onepanus AeaonpousBoxacrsa. Ilpasu-
7a GopMUPOBaHUS B Jiela TOKYMEHTOB OTJENIbHBIX KaTETOPHIA.

22. DKcnepTu3a LEHHOCTH TOKYMEHTOB B JIEJIONIPOU3BOJCTBE. 3aJa4i U MOPSIOK MIPO-
BEJICHMSL.

23. DKCHepTHBIE KOMUCCHH YUPEXKICHUH, UX 3a/1a4d U MOPSAJOK PabOTHI.

24. TlogroToBka Jien y4peKIeHUs K JajbHEHIIeMy ucnojbp3oBaHuio. Omnucanue aen
MIOCTOSIHHOTO ¥ BPEMEHHOT'O XpaHEHHUSI.

25. Onucanue nea NOCTOSIHHOIO M BPEMEHHOro XpaHeHMs. Bunbl onucel, co3nasae-
MBIX IIPU NIepeiade 7l B apXUB.

Ilepeuens meopemuueckux 60npocoe K 3auemy

1. PackpeITh IpeaMeT, cofiepkaHue, 3a1a4u Kypca;

2. PackpbITh MECTO Kypca cpeliu IpYruX U3y4aeMbIX AUCLUILINH;

3. AHanm3 TepMUHOJIOTHH OCHOBHBIX OHATHI B 00J1aCTH JIEIOTPOU3BOJICTBA;

4. PackpbITh posib Kypca «Opranusanusi ¥ TEXHOJIOTHS JOKyMEHTAllMOHHOTO obecrieye-
HUS YIIPaBJICHUS» B COBEPIIEHCTBOBAHNUN OpraHU3allMK pabOThI C JOKYMEHTaMH.

5. Bo3HuKHOBeHME U pa3BUTHE JEIONPOU3BOACTBA B yupexxaeHusx Poccun XV — XVII
BB.

6. XapakTepHble 4epThl 1€JIO0NPOU3BOACTBA B yupexkaeHusx Poccun XVIII B.

7. XapakTepHucTHKa JEJIONPOU3BOJCTBA BBICIIMX M LEHTPAIBHBIX TOCYIapCTBEHHBIX
yupexzaenui Poccuu B iepsoii nonosuHe XIX B. — Hauane XX B.

8. OnbIT panroHATM3aIUH JAETOMPOU3BOICTBA B OTJEIBHBIX BEJOMCTBAX BO BTOPOH ITO-
noBuHe XIX — Hauane XX Beka.

9. CraHoBleHHE W pa3BUTHE JCIOMPOU3BOJICTBA B COBETCKUX TOCYIApCTBEHHBIX YUpe-
KIACHUSAX.

10. PabGota opranoB pabode-KpeCThbIHCKON MHCIICKITUH TI0 PAIlHOHATU3AIUN JCIIOTPOH3-
BOJICTBA.

11. UHCTUTYT TEXHUKH YTpaBJICHUS, €ro HayYHO-METOJWYecKas M IpakTUdecKas [es-
TEIbHOCTD.

12. Tlpobnembl coBepieHCTBOBaHUS nenonpon3BozacTa B 1950-1980-x rr. Mx 3akoHOma-
TelbHasl © HOPMaTUBHAs perlaMeHTalusl.

13. 3HaueHne HOPMATUBHO-METOIUYECKOW periiaMeHTauu aesonpousBoacTBa. CocrtaB
COBPEMEHHBIX JEHCTBYIOIUX TOCYAAPCTBEHHBIX HOPMAaTUBHO-METOAMYECKUX OOKY-
MEHTOB. XapaKTepUCTUKA FOCYIapCTBEHHOW CHCTEMBbl JTOKYMEHTAllMOHHOTO obecre-
yeHus ynpasienus (I'CAOV).
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14. Opranuzannonssie GopMbI AeIONMPOU3BOACTBA. X 3aBUCHMOCTB OT CEM(DUKH U Op-
TFaHU3ALMOHHOM CTPYKTYPBI YUPEKIACHHUSL.

15. Ponmp M MecTO JOKYMEHTAIlMOHHOTO OOECIEYCHHs YIPABICHHS B COBPEMEHHOM
yIpaBJICHUM.

16. Opranuzanus ciryx6s1 JJOVY.

17. CtpykTypa ¥ (QyHKUMH HOJpA3/lEIEeHUN IO JOKYMEHTALlMOHHOMY OOCIYXMBAHUIO
YUPEKICHUMN.

18. JIoyKHOCTHOM M YMCIIEHHBIH COCTaB JIEIONPOM3BOJICTBEHHOMN CIIyKObl yUpexkIeHHs.
JlomKkHOCTHBIE 003aHHOCTH paOOTHUKOB CITyO0bI JIOVY.

Kputepun oueHku (B COOTBETCTBHH C (DOPMHUPYEMBIMU KOMITETEHITUSIMU U TUIAHUPYE-
MBIMH Pe3yJIbTaTaMH OOyUCHHUS ).

Jis monmydeHus 3auema 1o AUCUUIUIMHE OOYYAIOUIMICS JOJDKEH MoKa3aTh CPOpMHUPO-
BaHHOCTb KOMITETEHITHI:

CHOCOOHOCTh K HMCIOJIb30BAHUIO OCHOBHBIX METOOB, CIIOCOOOB M CPEJCTB IMOJTy4YEHUS,
XpaHeHus1, nepepaboTku nHbopMaIuy,

CIOCOOHOCTh CAMOCTOSITEIIHHO pabOTaTh C pa3IMYHBIMU NCTOYHUKAMHU HH(OPMAIIHH;

BJIaJICHHE TEHJICHUUSAMHU Pa3BUTHS MH()OPMAIIMOHHO-TOKYMEHTAIMOHHOTO U o0ecreue-
HUS yIIPABJICHUS apXUBHOTO JICTIa,

CIIOCOOHOCThH OIICHHMBATh HCTOPUI0O U COBPEMEHHOE COCTOSIHHE 3apyOe’KHOTO OIIbITa
yIpaBICHUS TOKYMEHTAMH U OPTaHU3AI[UHN UX XPAHCHHS,

BJIaJICHHE HaBbIKaMu pedepupoBaHUS U aHHOTUPOBAHUS HAYYHOUW JIUTEpPATyphl, HaBbI-
KaMH peaKTOPCKOM pabOTHI.

[Ipu cnaue skzamena oOydarOIIUNCA AOKEH MOKa3aTh CPOPMUPOBAHHOCTH CIEIYIO-
IIIUX KOMTICTEHITHIA:

CIIOCOOHOCTH HMCIIOIH30BATh TEOPETHUECKUE 3HAHUS M METOJIbI UCCIIEIOBAaHUS HA TPaK-
THKE;

CIIOCOOHOCTh AHANM3UPOBATH CUTYAIMI0 HA PHIHKE HH()OPMAIMOHHBIX MPOIYKTOB U
YCIIyT, JaBaTh YKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM JJIEKTPOHHOTO JIOKyMEHT0000-
pOTa U BEICHUS IEKTPOHHOTO apXHUBa;

BJIQJICHUE HABBIKAMH HCIIOJIb30BAHMSI KOMITBIOTEPHOW TEXHHKH W WH(OPMAIIMOHHBIX
TEXHOJIOTHI B IOKYMEHTAIlMOHHOM O0ECIIEUeHUH YIIPaBICHUS U apXUBHOM JIeJIe;

CIOCOOHOCTh  COBEPIICHCTBOBATH TEXHOJOTHH JIOKYMEHTAI[HOHHOTO OO0eCIeYeHuUs
yIpaBIeHUsS U apXUBHOTO JieNia Ha 0a3e UCIOJIb30BaHUS CPEJICTB aBTOMATHU3AIIHH;

BJIQJICHUE COBPEMECHHBIMU CHCTEMaMU HH()OPMAIMOHHOTO W TEXHHUYECKOTro oOecreye-
HUS JOKYMEHTAIIMOHHOTO 00eCTIeueH s YIIPABICHUS U yIIPaBICHUS apXUBAMU;

CHOCOOHOCTH HMCIONTB30BATh TPaBUIIa OPTaHU3AIMH BCEX ATAIMOB PabOTHI C TOKyMEHTa-
MU, B TOM YHCJIE apXUBHBIMU JTOKYMEHTAMH,

BJIaJICHHE HAaBBIKAMU 00pa0OTKM JOKYMEHTOB Ha BCEX ATalax JOKYMEHTOO0OpOTa, CH-
CTeMaTHU3aIllH, COCTaBIEHUSI HOMEHKIIATYPHI Jell.

— Ha OLICHKY «OTJMYHO» (5 0amioB) — o0yyarouiuiicss AeMOHCTPUPYET BBICOKHH ypo-
BEeHb C(POPMHUPOBAHHOCTH KOMIIETEHIINI, BCECTOPOHHEE, CHCTEMAaTHYECKOe W TTyOOKoe 3Ha-
HUE Yy4eOHOro mMaTepuayia, CBOOOIHO BBIMOJHSAET MPAKTUUYSCKUE 3a7aHus, CBOOOJIHO OIEpH-
pyeT 3HaHUSMHU, YMEHUSIMH, IPUMEHSET UX B CUTYaIUSIX MOBBIIICHHON CIOKHOCTH.

— Ha OIIEHKY «X0pomo» (4 6amna) — o0ydJaromuiicss TeMOHCTPUPYET CPETHUM YPOBEHb
c(OpPMHUPOBAHHOCTH KOMIIETEHIIUI: OCHOBHBIC 3HAHWsS, YMEHHUS OCBOCHBI, HO JOMYCKAIOTCS
HE3HAYUTEIIbHBIC ONMIMOKH, HETOYHOCTH, 3aTPYAHCHUS TIPU aHATUTHUSCKUAX OTIepaIusiX, Imepe-
HOCE 3HAHW U yMEHUI Ha HOBBIC, HECTaHIAPTHBIC CUTYAIUH.

— Ha OIICHKY «YJA0BJETBOPUTEILHO» (3 Oamia) — oOyJarouuics 1eMOHCTPUPYET TOPO-
TOBBIH YPOBEHHb C(HOPMHUPOBAHHOCTH KOMIETECHIIMIA: B X0JI€ KOHTPOJIBHBIX MEPONPUSITHN JO-
MyCKAIOTCS OLIMOKH, MPOSBIISETCS] OTCYTCTBHE OTAENIbHBIX 3HAHWM, YMEHHI, HABBIKOB, 00Y-
YAFOIIUNCS UCTIBITHIBACT 3HAYUTENLHBIC 3aTPYAHCHUS MPU OTMIEPUPOBAHUU 3HAHUSIMU U yMe-
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HUSIMH [IPU UX NIEPEHOCE HAa HOBBIC CUTYAIHH.

— Ha OILICHKY «HeYyJ0BJIETBOPHUTEJbHO» (2 0Oamia) — oOydJaromuiicss AEMOHCTPUPYET
3HaHus He Oonee 20% TeopeTHYecKoro MaTepualna, AOMYCKaeT CYHIECTBEHHBIE OIIMOKH, HE
MOJKET M0Ka3aTh MHTEJUIEKTYaIbHbIE HABBIKH PEIICHUS MTPOCTHIX 3a7au.

— Ha OIICHKY «HeYJAO0BJIETBOPUTEIbHO» (1 0amr) — o0yJarommuiicss He MOXET MOKa3aTh
3HAaHUS HAa YPOBHE BOCIIPOM3BEACHUSA U OOBSICHEHHS] MHPOPMAIMH, HE MOXET MOKa3aTh WH-
TEJUIEKTyaJIbHbIE HABBIKU PEILIEHUS IPOCTHIX 3a1a4.

Ioka3zaTesu M KPUTEPUM OLIEHUBAHMS KYPCOBO# padoThI:

— Ha OLEHKY «OTJIUYHO» (5 6amnoB) — paboTa BBIIIOJIHEHA B COOTBETCTBHUH C 3aJJaHUEM,
oOyJaronuiicss MOKa3bIBaeT BHICOKUI YPOBEHb 3HAHMI HE TOJHKO Ha YpPOBHE BOCIPOHM3BEIE-
HUS U 00BACHEHHUS MH(POPMAIIMU, HO M MHTEIJUICKTYaJIbHBIC HABBIKH PEUICHUs Mpo0iIeM H 3a-
Jla4, HaXOXKJEHUSl YHUKAIbHBIX OTBETOB K MpOOJIeMaM, OLEHKU M BBIHECEHMS] KPUTHUECKHUX
CYKJICHU;

— Ha OLICHKY «Xopouio» (4 6anna) — paboTa BBIIIOJIIHEHA B COOTBETCTBUU C 3aJaHHUEM,
oOyJaromuiicsl MOKa3bIBa€T 3HAHUS HE TOJIBKO Ha YPOBHE BOCIPOM3BENEHUS U OOBSCHEHUS
uH(pOpMallK, HO U WHTEIJICKTyalbHbIE HABBIKU PEIICHUs MPOOJeM M 3a/1ay, HAXOXKICHUS
YHHUKAJIbHBIX OTBETOB K IpodiemMam;

— Ha OIICHKY «yJ10BJIETBOPUTEIbHO» (3 Oaia) — paboTa BBIMIOJIHEHA B COOTBETCTBUU C
3aJaHreM, OOYYaIOIIMICs TMOKA3bIBAaeT 3HAHHWSA HAa YPOBHE BOCIIPOM3BENEHUS U OOBSCHEHHS
uH(pOpMaIlM1, HHTEJUICKTYaJIbHbIE HABBIKH PEIICHUS MTPOCTHIX 3a7a4;

— Ha OILICHKY «HeY/10BJIETBOPUTEJIbHO» (2 0ajuia) — 3a7jaHue NPEenoiaBaTeisl BbIIOIHE-
HO YaCTUYHO, B TPOIIECCE 3aLTUTHI pa0OTHI OOYJAIOIIHMICS JOMYCKAET CYIIECTBEHHBIE OIINO-
KU, HE MOXET I10Ka3aTh NHTEJJIEKTYyaJIbHbIE HABBIKM PELLIEHUS IIOCTAaBJICHHOM 3aauu.

— Ha OLICHKY «HeY/I0BJIeTBOPUTENbHO» (1 0arn) — 3aaHue mpenoaaBaTess BhIIOIHEHO
YaCTUYHO, OOy4YarolMiCs HE MOXET BOCIHPOU3BECTH U OOBSCHUTH COACpPKAHHE, HE MOMKET
NOKa3aTh MHTEJUIEKTYaJIbHbIC HABBIKU pEIlIeHUs TOCTAaBICHHOM 3a/1aun.

8 YueOHo-MeTonn4eckoe U HHGOPMALMOHHOE o0ecnevyeHue TUCHUILIUHBI (MOTYJI1)

a) OcHoBHas JMTEpaTypa:

Awnnpeesa C. JI. Ynpasnenue unpopmaiioHHsIMU pecypcamu B Poccuiickoit dene-
panuu 1 3a pyoesxoM [DaeKTpoHHBIH pecype] : yueOnoe mocodue / C. JI. Auapeesa, H. @.
lanmen ; MI'TY. - Marautoropek : MI'TY, 2017. - 1 saektpon. ont auck (CD-ROM). - Pe-
KUM J0C-Tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3235.pdf&show=dcatalogues/1/1
136954/3235.pdf&view=true. — MakpooOBeKT

Anoxuna C. A. KypcoBas paboTa 1o JOKyMEHTOBEACHUIO, apXUBOBEICHUIO, OPTaHHU-
3aI¥ ¥ TEXHOJIOTHUHU JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIpaBIICHUS [ DJIEKTPOHHBIN pecypc|
: yuebHo-meroamueckoe mocodbue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ;
MI'TVY. - Maruutoropck : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - Pexxum no-
cTyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1
130337/2535.pdf&view=true. — MakpoOOBbeKT.

JlokyMeHTaIoHHOe obecrieueHue yrpasienus . yaeOuuk / A. C. I'punbepr u ap. -
M. : JOHUTU-JAHA, 2011. - 1 snextpon. ont. quck (CD-ROM). - 3arun. ¢ Tutyn. skpaHa. -
(Yuebnas  nureparypa g Belcll. W cped.  mpod.  obpas.). -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10
79440/427 .pdf&view=true (mara obpamenwus: 25.09.2020). - MakpooObekT. - Tekcr : 31ek-
TPOHHBIN. - CBeneHus nocTynHbl Takke Ha CD-ROM.

Hoponuna, JI. A. Opranuzamnusi ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOCCICUYCHHS
yIpaBieHUs : Y4eOHUK M MPAKTUKYM IS akagemuueckoro OakamaBpuata / JI. A. JlopoHuHa,
B. C. UputukoBa. — MockBa : M3garensctBo IOpaiit, 2019. — 233 ¢c.— (bakanasp.
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https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true

Axanemudeckuit xkypc). — ISBN 978-5-534-04568-0. — Tekcr : amektponHbd // DBC
IOpaiir [caiit]. — URL: https://urait.ru/bcode/433078 (nara obparmienus: 16.10.2020).

0) JonosHuTebHAS JUTEpaATYypA:

Benukanoa C. C. ApxuBbI 1O JIMYHOMY COCTaBY [DJIEKTPOHHBIN pecypc] : yueOHO-
meroandeckoe nocooue / C. C. Benukanosa ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1
DIIEKTPOH. OIIT. JICK (CD-ROM). - Pexum JOCTyTA:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1
514334/3518.pdf&view=true. - MakpooObekT. - ISBN 978-5-9967-1154-3.

Ka6amos, C. KO. DnekTpoHHOE MPaBUTEIbCTBO. DJIEKTPOHHBIA JTOKYMEHTOOOOPOT.
Tepmunsl u onpenenenus: YueoHoe mocoodue / C.FO. Kadamos. - Mocksa : HUI] MH®PA-M,
2013. - 320 c. (Bsicuiee obpazoBanue: bakamaspuar). ISBN 978-5-16-006835-0. - Tekcer :
anektponHbii. - URL: https://znanium.com/catalog/product/410730  (mara oGpareHus:
16.10.2020). — PeskuM moCTyIa: 1Mo MOAIMUCKE.

Kupcanosa, M. B. CoBpeMeHHOE A€IIONPOU3BOACTBO: YueOHoe mocodue / M.B. Kup-
caHoBa; Poccuiickas Akamemus roc. ciyxObl npu Ilpesunente PO (PAI'C). - 4-e uzm. -
Mocksa : HUL] UTHOPA-M,2014 - 312c¢. (Beicuiee oOpa3oBanue: bakanasp.). ISBN 978-5-
16-004491-0. - Texkct : amexrponHbiii. - URL: https://znanium.com/catalog/product/395921
(mata obpamenus: 16.10.2020). — Pexxum gocTyma: mo mozmucke.

Koxymkosa H. B. Crpykrypa nokymentra. Cucrembl  JOKYMEHTAIUH.
YHuduuupoBaHHas cHCTeMa OPraHU3allMOHHO-PACTIOPSIIUTENBHON TOKYMEHTALMU: O0IIne
TpeOOBaHUS K COCTABICHUIO U 0(OPMIICHHIO [ DJICKTPOHHBIN pecypc] : yueOHoe mocodue / H.
B. Koxymkosa ; MI'TY. - MarHI/ITOFOpCK : MI'TY, 2016. - 1 snekrpon. ont. auck (CD-
ROM). Pexnm J0CTyTA:
https://magtu.informsystema. ru/uploader/flIeUpIoad’>name 2334.pdf&show=dcatalogues/1/1
129973/2334 pdf&view=true. - MakpoOOBEKT.

B) MeToanyeckne yKazaHus:

CamocTtosTenpHas paboTa CTYACHTOB By3a: MpakTHKyMm /coctaButenu: T.I.Heperuna,
H.P.YpazaeBa, E.M.PazymoBa, T.®.OpexoBa; MarHuToropckuii roc. TEXHUYECKHUU YH-T
um.I'M.HocoBa. - Marautoropck: MITY wum.I'I. Hocosa, 2019. -1CD-ROM.-
3ara.cTUTyJ.9KpaHa.-
URL:https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogue
s/1/1530261/3816.pdf&view=true(naraoOpamenus:28.09.2020). -MakpooOBeKT.-TeKcT:
3NIeKTPOHHBIN.- CBenieHns AocTynHbI Takke Ha CD-ROM

IIo Temam
Tema 1 «Ha3nauenune Kypca, HCTOYHUKH U JTUTEPATYPa»

Ilens usyuenusa: packpvime ponv u mecmo 0aHHO20 Kypca é npouecce npogeccuo-
HAIbHO NOO20MOEKU NO OOKYMEHM0B8EOCHUIO U APXUE0EEOEHUIO.

1) U3yuuth y4eOHBIN MaTepual: CChUIKM Ha YUYeOHUKH WM ydeOHbIC TOCOOHS W3
CIHMCKa JINTEPATYPhI B KBAPATHBIX CKOOKAX C yKa3aHUEM CTPAHUI] 10 TEME.

2) PackpbITh MpeMeET, COIEPIKAHKE U 3a1a49H Kypca.

3) PackpbITh MECTO Kypca cpei IPYTUX U3ydaeMbIX JUCIUILINH, CBSI3b C KypcaMu
«BBenenue B mpodeccuto», «/lokymentoBenenuey, «Muaexcanus u Koaudpuka-
1us uHGopMaIuu B NMpodeccnoHabHON NesTenbHOCTHY, «CoBpeMeHHasi opra-
HU3alLKs TOCYIapCTBEHHBIX yupexaeHuil Poccun» u sBisercs 6a30BbIM IS Kyp-
ca «OCHOBBI TPOEKTHOW HesTeNbHOCTHY, «KampoBoe aenonpou3BOACTBO», C
KOMIUICKCOM JIUCIHILTUH, HU3YYaOIUX HH()OPMAIMOHHO-BBIYUCIUTEIBHBIE CH-
CTEeMbl, IPABOBBIMU U APYTUMHU Y4E€OHBIMU AUCLIUITIIMHAMH.

4) PackpbiTh poisib Kypca «Opranusaius 1 TeXHOJIOTHs JOKYMEHTAI[MOHHOTO 00ec-
MEYEeHUsI YIIPABJICHUS» B COBEPIICHCTBOBAHUN OPraHU3aluy paboThl C JOKYMEH-
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https://urait.ru/bcode/433078
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://znanium.com/catalog/product/410730
https://znanium.com/catalog/product/395921
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true

TaMH, CO3JaHUH ONTHUMAIBHBIX YCIOBUH PabOThI CIYKOBI JOKYMEHTAIIHOHHOTO
obecrieuenus ynpasienus (JJOY), BHeApeHUHN TEXHUYECKUX CPEACTB 00pabOTKH
JOKYMEHTHOW MH(pOpMAaLIUH.

Tema 2 «McTopusi rocy1apcTBEHHOT0 1€JI0NPOU3BOICTBA)

Iens usyuenus: ananuz ucmopuyecKux meHOeHYull pazeumus 0ea0npou3600cmea

U apxuenozo oena.

1) M3yuuTh y4eOHBIH MaTepHal: CChIKM Ha YUCOHUKHU WM y4eOHBIC TOCOOUS U3
CIIMCKa JINTEPATyphl B KBAJIPATHBIX CKOOKaX C yKa3aHUEM CTpPaHUIl IO TEME;

2) Pernamenranus 3akoHomarenabHbiMH akTamMd XVI — XVII BB. oTmenbHBIX
CTOPOH CO3/1aHUA M O(POPMIICHUS JOKYMEHTOB, OOS3aHHOCTEH «CIYKUIIBIX)»
JIOJICH.

3) Xapakrepuctuka «IeHepanbHOro periamenta» 1720 r. kak OCHOBHOTO 3aKO-
HojarenpHoro akra XVIII B. mo opranusanuu 1eI00poOU3BOICTBA.

4) «Obmiee yupexaeHue MUHACTEPCTB» 1811 r. Kak OCHOBHOM 3aKOHOATEIbHBII
aKT 0 €AMHOOOpa3HOMY MOPSAKY AEIONPOU3BOACTBA B yupexaeHusx XIX B.
Co3nanue cUCTEMBI JIEJI0NPOU3BOJICTBA, COOTBETCTBYIOLIEH €MHOHAYAILHOMY
HOPSIIKY NMPUHATHS PEUICHUN B LEHTPAIbHBIX yupexaeHusax Poccum XIX B.
PernamenTanus ABUXKEHUS JOKYMEHTOB.

5) Tloucku palrMoOHAJIbHBIX (OPM OpraHU3AIMHU JETOMPOU3BOJICTBA B COBETCKHUIA
nepuon. Haydnas opraHm3anusi yrnpaBJIEHYECKOTO Tpyna Kak ¢opma oOie-
CTBEHHOI'O JIBU’KEHHUSI 32 pallMOHAJIU3ALIMIO Tocarapara.

6) AxTHBH3aIMsI COBEPLICHCTBOBAHMUS JIeNIONpou3BoacTBa B 1970-¢ rr. Pa3Butue
TEOPETUYECKHUX U MPUKIIAJHBIX UCCIEI0BAaHUN B 00JIACTH COBEPIIICHCTBOBAHUS
JIOKYMEHTAllMOHHOT0 o0ecrieueHust yrpasieHus. QopMUpoOBaHUE KOHILETLIUU
JOVY u pazpabotka npoekta EquHOI rocyiapcTBeHHON CUCTEMBI IOKyMEHTa-
nnonHoro obecrneuenus ynpasienus (EI'CIHOVY), ['ocynapcTBeHHOM cUCTEMBI
nokyMmeHTarmonHoro obecnieuenus ynpasienus (I'CAOYVY). Lenb, HazHaueHue,
coctaB OcHoBHbIx nonoxennit [CHOY, xapakrepucTiKa OCHOBHBIX IMOJIOXKE-
HUM ¥ TEMAaTUYECKUX PA3/EIIO0B.

7) PasButhe pabOT MO CTaHIAPTH3ANMH U YHU(PHUKAIUHK YIPABICHYECKUX JOKY-
MeHTOB B 1970 — 1990 rT. 1 uX BIMsAHME HA JOKYMEHTHPOBAHHE M OpPTaHHU3a-
U0 pabOTHI C JOKYMEHTaMHU.

Tema 3 «TexHOJI0THsI 1 OPraHU3aNusi 1eJONPOU3BOICTBA)
Ilenv usyuenusn: uzyuenue meopuu u NPAKMUKU OP2AHUIAUUU COBPEMEHHO20 OOKYMEHMA-
UUOHHO20 0Decneuenus ynpaeienus Ha 0CHO6e HAYYHO-000CHOBAHHBIX NPUH LN OG.

Pons u mecto JIOY B coBpeMeHHOM ympaBieHuu. lIoHATHE «IOKYMEHTAllMOHHOE
obecnieuenue ynpasineHus» (AOVY). JlenonpousBoAcTBO Kak (YHKLHUsS yIpaBlIeHUs,
€ro MecTo cpeau ApYyrux (QyHKIMH ynpasiaeHus. [lenonpon3BoACTBO Kak CUCTEMA pa-
OOTHI C TOKyMEHTaMU. YTpaBieHYecKas JesITeIbHOCTh U JeNIONPOU3BOACTBO. 3HaUe-
HUE JIOKYMEHTOB I pealn3allii yIpaBiIeHUYECKUX PEeLICHHH.

Opranuzanus cinyx6s1 10Y. Opranuzanmonssie GopMbl Aea0npon3BoacTBa. PakTo-
pBI, OIpeneNsaIone UX BIOOp B KOHKpPETHOHN opranuzauuu. HopmartusHas 6a3za, pe-
TJIaMEHTUPYIOoIIast OpraHHU3aIIIo u TEXHOJIOTHIO uH(GOpPMaIMOHHO-
JOKYMEHTAIMOHHOTO 00eCTIeueHHs AesITEbHOCTH YUPEXKICHUS.

—OpFaHI/ISaHI/ISI I[OKyMCHTOO60pOTa. OHpC,Z[CJ'ICHI/IC IIOHATHA <<ILOKYMCHTOO60p0T».

OO0ue mpUHUIUIBI U METOAMYECKUE OCHOBBI OPraHU3aLUHU JTOKYMEHTOO0OpOTa, UX
peanu3anysi B JIEHCTBYIOIIMX TOCYAapCTBEHHBIX HOPMATHUBHBIX JIOKYMEHTAX.
Crpykrypa u o0ras XapaKTepUCTHKA JOKYMEHTOIIOTOKOB Ob6bem
JOKYMEHTO000pOTa YUPESKICHHS. YUET KOJHMUECTBA JOKYMEHTOB. TeHACHIIMU pocTa
JIOKYMEHTOO0OpOTa B COBPEMEHHBIX YUpEXKICHHSIX. BinusHue aBToMaTu3alnuu
00paboTkn wHOOpPMAIMU Ha KOJIMYECTBCHHBIC W KAYECTBCHHBIC XapaKTEPHUCTUKH
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JOKyMeHTOoo0opoTa. «be30yMakHOoe» JeNoNnpOu3BOACTBO. ABTOMATU3UPOBAHHBIE
CHCTEMBI JOKYMEHTO000pOTa.

- Peructpamuss  JOKyMEHTOB W OpraHM3alus  CIPaBOYHO-MH()OPMALMOHHOTO
obcnmyxxuBanusi. Perucrpanus xak cocraBHas yacTh TexHojoruu JOVY. Ilpunuumnst
perucTpanuy J0KyMeHTOB. [IpMHIMIIBEI MOCTpOEeHUs MH(OPMALMOHHO-TIOMCKOBBIX
cucreM (MIIC) pyunoro Tuma, wux Buabl. MHGOpMAIIMOHHO-CIIPAaBOYHOE
oOciyXMBaHUE amrapara ynpasieHuss B ycioBusx npumenenus BT. Ilouck u
UCIOJIb30BaHue HH(pOpMalMK B aBToMaTu3upoBanHbix UIIC.

- KonTponb ucnonnenus 1okymeHToB. @opMupoBaHue TpeOOBaHUI K OpraHu3aluu
KOHTPOJISI UCIIOJHEHUSI JOKYMEHTOB B JI€JIONPOU3BOACTBE. 3aJauM AEJIONPOU3BOJ-
CTBEHHOM CIIy>KOBI 10 KOHTPOJIO MCIOJHEHHUS JOKYMEHTOB. KaTeropum AOKyMeH-
TOB, MOAJEKAMUE KOHTPOI0 CpOKHM MCIOJHEHHS JOKYMEHTOB. TeXHOJIOrWs KOH-
TPOJIBHBIX Ollepali. ABTOMAaTU3MPOBAHHBIE CUCTEMBbl KOHTPOJS 32 CPOKAMM HC-
IIOJIHEHUS IOKYMEHTOB, OIBIT UX IPUMEHEHUS.

- @opmHpoBaHUE U XpaHEHHe jaed B JenonpousBoicTse. [lonsaTue «hopmupoBanue
Jiel1», OCHOBHbIE TpeOOBaHUs K IpPOBeAEHUI0 3Toi paboTsl. CoBpeMeHHas HOpMa-
TUBHO-MeTOoAMYecKass 0aza ompezensionias TpeOoBaHuS K (HOPMUPOBAHHIO €T B
nenonpousBoicTse. DopMHupoBaHME A€ B OpraHU3alUAX pas3IM4HbIX YPOBHEU
ynpasieHus. 3anaun ciy:x0sl JOY u BeJOMCTBEHHOTO apXHBa MO OOECIICYCHHIO
Ka4eCTBEHHOIo (hOpMHUPOBaHUA Jie]l B yupexaeHuu (opranuzauuu). [IpaBuna ¢op-
MHUPOBaHHUs JTOKYMEHTOB pa3jIM4HbIX Kareropuil B nena. [IpmHuunel cucremartusa-
LIUU IOKYMEHTOB BHYTpH J€II.

OKcnepTu3a LEHHOCTH JOKYMEHTOB B J€JIONpou3BoAcTBe. [loHATHE «9KcnepTu3a LeH-
HOocTW». HopMaTMBHO-METONMYECKHE U TEOPETUYECKUE OCHOBBI IPOBEIEHHUS 3KCIEPTU3bI
TpeboBaHMs K MPOBEAEHUIO KCIEPTU3bl IEHHOCTH JOKYMEHTOB. OpraHu3anus 3KCHepTH3bI
LIEHHOCTU JAOKYMEHTOB, LEHTPaJIbHBIX 3KcHepTHIX Komuccuil (LIOK) u sxcnepTHhIX KoMuc-
cun (OK) yupexxaenus. [Tonoxenus 06 OK. IlpaBa u ¢pyHKIMHM KOMHCCUM, OpTaHU3aLMs pa-
00Thl U AOKyMeHTHpoBaHHe aesTesnbHOCTH [lopsnok pabotel DK. Dtanbl npoBeneHus sKc-
HEepTU3bl IEHHOCTH AOKyMeHTOB. OdopMieHne pe3yiabTaToB 3KCHEPTH3bl LIEHHOCTH JIOKY-
MEHTOB.

r) IIporpammuoe obecnieyenue 1 MHTEpHET-pecypcebl:

Haumenoanue [10 Ne norosopa Cpok nieficTBUS TULIEH3UN
MS Windows 7 J1-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 ot 17.09.2007 0eccpouHo
FAR Manager CBOOOJTHO pacmpoCTpaHseMoe | 6eccpouHO
7Zip cBOOOHO pacrmpocTpansemMoe | 6ecCpoyHo

1. HanuonaneHas uH(QOpPMAIMOHHO-aHATUTHUYECKas cucTeMa — Poccuiickuii WHOEKC
nayuynoro nutupoBanust (PUHIT)  URL: hitps://elibrary.ru/project _risc.asp

2. DnexTtpoHHas 0aza nepuoanueckux uznanuil East View Information Services, OOO
«HBUC» https://dlib.eastview.com/

3. TlouckoBas  cucrema  Axagemuss  Google  (Google  Scholar)  URL:
https://scholar.google.ru/

4. HndopmarmonHas cucrema - EquHoe OKHO JocTyna K HHPOPMAIIMOHHBIM pecypcaM
URL.: http://window.edu.ru/

5. Poccuiickas l'ocynapctBenHas oubnmoreka. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/
6. DekTpoHHBIC pecypcbl Ooubnmoreku MITY UM. .. Hocoga

http://magtu.ru:8085/marcweb2/Default.asp
7.  YuuBepcurterckas uHdopmarmonnas cuctema POCCH S https://uisrussia.msu.ru
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https://elibrary.ru/project_risc.asp
https://dlib.eastview.com/
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://uisrussia.msu.ru/

8.

9.

10.

11.

12.
13.
14.
15.
16.
17.

18.

MexnyHaponHas HayKOMeTpudeckash pedepaThBHas M TOJHOTEKCTOBas 0a3a MaH-
HBIX Hay4dHBIX m3aanuii « Web of science»  http://webofscience.com

MesxayHnaponHasi peepaTuBHas U MOJIHOTEKCTOBAs CIIpaBOYHAsA 0a3a NaHHBIX Hayd-
HBIX U3JaHu# «Scopus» http://scopus.com

MexnyHaponHas ~ 0a3a  TOJIHOTEKCTOBBIX  JKypHanoB  Springer  Journals
http://link.springer.com/

MexnyHaponHas 0asza COpaBOYHBIX HW3JIaHUKW 1O BCEM OTpaciisiM 3HAHUM
SpringerReference http://www.springer.com/references
Wudopmarmonno — npasooit moptai ['apant.Py.- URL: http://www.garant.ru/
CnpaBounas npaBoBas cuctema Koncynbrant [Tnroc.- URL: http://www.consultant.ru/
[Mopran «Apxussl Poccun».- URL: http://www.rusarchives.ru/
®denepanibHOe apxuBHOE areHTcTBO PD.- URL: hitp://archives.ru/
XPOHOC. Bcemupnas ucropus B MUarepuere.- URL: http://www.hrono.ru/
O000mEnHbIN  3neKkTpoHHBIN Oank  jganHbix (OBJl), comepkamuii  wHGOPMAITUIO
0 COBETCKMX BOWHAX, TOTHOIINX, YMEPIIUX U MPOIABIIUX 0€3 BECTH B TOABI Bekoil
OTtevecTBEHHOI BOIMHEI, @ TaKKe B mocieBoeHHbINH nepuog OB/l «Memopuan».- URL:
https://obd-memorial.ru/html/
DNEKTPOHHBIM apXHB: pecTaBpalus U OUU(POBKA APXUBHBIX JIOKYMEHTOB, YCIYTU U
obopynosanue.- URL: https://www.elar.ru/ .

9 MaTtepHaJIbHO-TeXHHYECKOE ofecriedyeHrue TUCHHILTHHbBI (MOITYJIsI)

MaTepI/IaJILHO-TeXHI/I‘leCKOG obecneyeHne JUCHUIIIIMHBI BKIIFOYACT:

Tun u Ha3BaHUE ayJUTOPHUH OcHallleHue ayJuTOpun

YyebHble ayauTOpUU IS Cron KOMITBIOTEPHBIM, CTOJ THUCbMEHHBINA, CTYN

MPOBEICHUS JIUCTAHIIMOHHBIX 3a- | OUCHBIN, TOKyMeHT-Kamepa Epson, uctouHuk Oecrie-
HATHUHN NEKIIMOHHOT'O THUIIA peboitHoro mutanuss POWERCOMIMD-1500AP , ka-

Mepa BBICOKOTO Pa3pelICHHUs], KOMITBIOTEP IMEPCOHAIb-
HBI (THNO6), mpoekTop ViewSonicPJID7526W, cnukep-
¢on HactonpHbIA Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cucrema akycTuueckas HaCTOJIbHAs,
crepeorapHuTypa (MUKpO(OH C IIYMOIOJABICHUEM),
9kpaH HactenHbli Digis Optimal-C MW DSOC-
11032*2

Y4eOHblE ayIuTOpUU  JUIS Cron KOMIIBIOTEPHBIM, CTOJI MHUCHMEHHBIA, CTYI
MIPOBEICHUS TPAKTUYECKUX 3aHs- | OUCHBIN, MTOKyMeHT-Kamepa Epson, mctounHuk Oecrie-
TUH, TPYNNOBBIX U MHAUBHIYaNb- | peboitHoro mutanuss POWERCOMIMD-1500AP , ka-

HBIX

KOHCYJIbTAllM, TEKYIIEro | Mepa BBICOKOTO PAa3pEHICHUs, KOMIBIOTEP MNEPCOHATb-

KOHTPOJISI U TIPOMEXKYTOUHOW at- | Hell (THm6), nmpoektop ViewSonicPJD7526W, chnukep-
TeCTallH ¢on HactompHbIA Calisto-620 Plantronics, Be6-kamepa

LogiteachC920, cucrema akycTuuyeckas HaCTOJIbHAsI,
crepeorapauTypa (MUKpO(OH ¢ IIyMOTOABICHUEM),
skpaH HacteHuwni Digis Optimal-C MW DSOC-

11032*2
ITomMemenust U1 caMoOCTOS- IlepcoHanbHble KOMMOBIOTEPHI C MakeToM MS
TEJIbHOM paboThI 00yUYAIOIIUXCS Office, BbixonmoM B VIHTEpHET U C JOCTYHNOM B 3JEK-
TPOHHYIO HMH(POPMAIIMOHHO-00Pa30BaTEIBLHYIO  CpPEdy
YHUBEpCUTETA
[Tomemenue nusi XpaHeHHs Cremnaxu JUIsl XpaHeHus: y4eOHO-HAIJISIHbIX TO-
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https://ru.wikipedia.org/wiki/%D0%A1%D0%A1%D0%A1%D0%A0
https://ru.wikipedia.org/wiki/%D0%92%D0%BE%D0%B5%D0%BD%D0%BD%D0%BE%D1%81%D0%BB%D1%83%D0%B6%D0%B0%D1%89%D0%B8%D0%B9
https://ru.wikipedia.org/wiki/%D0%92%D0%B5%D0%BB%D0%B8%D0%BA%D0%B0%D1%8F_%D0%9E%D1%82%D0%B5%D1%87%D0%B5%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D0%B0%D1%8F_%D0%B2%D0%BE%D0%B9%D0%BD%D0%B0
https://ru.wikipedia.org/wiki/%D0%92%D0%B5%D0%BB%D0%B8%D0%BA%D0%B0%D1%8F_%D0%9E%D1%82%D0%B5%D1%87%D0%B5%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D0%B0%D1%8F_%D0%B2%D0%BE%D0%B9%D0%BD%D0%B0
https://obd-memorial.ru/html/
https://www.elar.ru/

Tun u Ha3BaHue ayuTOpUN

OcHallleHue ayauToOpuun

U TPOGUIAKTUIECKOTO 00CTykKH-
BaHMs Y4eOHOTO 000pyAOBaHUS

coOuii ¥ yueOHO-METOANUYECKOMN TOKYMEHTALINH.
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