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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

I[IK-2 Cmnocobern ocymecTBIaTh 00pabOTKy IOKYMEHTOB Ha BCEX JdTamax JIOKyMEHTOOO0OpOTa,
CHCTEMaTH3aINI0, COCTABIICHHE HOMEHKIIATYPHI JIEN, SKCIIEPTU3Y IEHHOCTH U XpaHCHHE JTOKYMEHTOB

IIK-6 Cnocoben mpuHUMAaTh ydacTHE B pa3pabOTKe M BHEIPEHUHU JIOKAJBbHBIX HOPMATHUBHBIX aKTOB TIO
JOKYMEHTAI[MOHHOMY O0O€CIIeUeHHUI0 YIpaBICHHUS OpraHu3anuen

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETbHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHHA NJUCLHMITIIIMHBI:

- OpPraHMU3aLMOHHO-YIIPABICHYECKUN

- TEXHOJIOTUYECKUN

1.3 JIucuumniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JEsATEIPHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIMpaBiieHYeCKast U oUCHAS JAeATEIBHOCTh (B chepe OpraHu3allmOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCTIeYeH sl YIIPABIECHUS! OPTaHU3alMsIMHU )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMUXCsl TOJKHBI ObITH COPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(hyHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GbyHKUMY / TPYyZOBBIC MU HEOOXOIUMOM ISt .
WuankaTopbl JOCTHXKEHHSI KOMIIETEHIHHA
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeiicTBus (Ipy HaTUYUHU WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
- A loxymernranmonnoe  |[IK-2 Crnocoben OcymecTBIIeT OpraHU3alni0 JOKyMEHTO000pOTa, IIpUeM
oOecCIieueHUe YIIPaBICHUS |OCYLICCTBIATh 00pabOTKy |M IEpBHYHYIO 00pabOTKY, pErrcTpaliio, KOHTPOJIbL 3a
OpraHu3anuen JOKYMEHTOB Ha BCEX 3Talax |MCIOJHEHHEM, OTIIPABKY JOKYMEHTOB

- A/03.6 Opranusaius
TIOKyMEHTO000pOTa B
OpraHu3aIuu

- A/05.6 OcymiecTBiieHue
WH(pOPMAITMOHHO-CIIPABOYH
Ol pabOTHI ¢ TOKyMEHTaAMH
OpraHu3aIuu

- A/06.6 OcyiecTBiieHue
KOHTpOJIsS TIpoliecca u
CPOKOB HCITOJTHEHUS
JOKyMEHTOB B OpraHu3aI[uH

- A/07.6 Opranusaius
OTIEPAaTHBHOTO XPaHEHUS
JOKyMEHTOB B OpraHu3aI[uH
W TIepeadu Jed JUIst
MOCIIEYIOIIETr0 XPaHECHHsI

JIOKyMEHTO000pOTa,
CHCTEMAaTH3AIIHIO,
COCTaBJICHUE
HOMEHKJIATYPHI JIeT,
9KCIIEPTU3Y [IECHHOCTH U
XpaHEeHUE JIOKYMEHTOB

OcymiecTBisgeT  cUCTEMaTH3allMI0  JTOKYMEHTOB U
(dopMupOBaHHE JdE, COCTaBIsIeT HOMEHKIATypy e,
BeAeT  MH(POPMALMOHHO-CIIPaBOYHYIO  paboTy Mo
JOKyMEHTaM OpraHu3alin




- A JlokyMeHTallMOHHOE
o0ecrieueHue ypaBIeHHs
opraHu3anueu

- A/01.6 Pazpabotka u
BHE/IPCHUE JIOKAJILHBIX
HOPMAaTHBHBIX aKTOB T10
JOKyMEHTAIlIOHHOMY
00€eCIeUeHUI0 YIIPaBICHUS
opraHu3anueu

- C OpraHuzaioHHoe,
JOKYMEHTAIlMOHHOE U
WHPOPMALTHOHHOE
obecrieueHue IesITeIbHOCTH
PYKOBOIUTESI OpraHU3alH

- C/09.6 Pazpabotka
JIOKaJIbHBIX HOPMAaTUBHBIX
aKTOB, perJIaMEHTHPYIOLIIX
paboty cekperaps

[1K-6 CriocobeH npuHUMATh
ydacTue B pa3pabdoTKe U
BHE/IPCHUH JIOKAJIbHBIX
HOPMAaTHBHBIX aKTOB T10
JOKyMEHTAIlIOHHOMY
00€eCIeUeHUI0 YIIPaBICHUS
opraHuzanueu

AHanuzupyer JIOKYMEHTAallMOHHOE obecrieueHue
yhpaBieHHUS OpraHu3alell u pa3padaThIBaeT JOKAIbHBIC
HOpPMAaTHBHbBIC aKThl (MHCTPYKLHMH, TOJOXKECHHSA) TIO
BOIPOCAM YIIpaBJICHUS TOKyMEHTaluel

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH TUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-2 Cnocoben

OCYLIECTBIIATh

00paboOTKy  JTOKyMEHTOB

Ha BCEX 9Tarax

,Z[OKYMGHTOOGOpOTa, CUCTCMATHU3alnl0, COCTABJICHHUC HOMCHKJIATYPBI [CJI, SKCICPTUIY
HCHHOCTU U XpaHCHUC TOKYMCHTOB

No HanmenoBanme
/1 JIACLIVIUINH,
OTIPEIEIISIOIINX
MEKTUCIUTUTHHAPHEIE
CBS3U

®opma
0o0ydJeHus

3aouHas
(cemecTtp)

50167

1 | ApxuBoBeneHHE

+ |+ |+

2 | lemommpon3BoacTBO
o0 o0paIeHusIM
rpaxkJIan

J’_

3| Aenonpou3BoICcTBO
0 o0paIeHusIM
TpaXKIaH B OpraHax
rocyaapCTBEHHOU
BJIACTH

4| JoxyMeHTHpOBaHNE
paboTHI IO
obOpareHusIM
rpaxkJaH

5|Opraam3aius paboTs
¢ obOpareHus MU
rpaxkJan

6 | TexHomornueckast
MIPaKTHKA

[IK-6 CnocobGeH mnpuHHUMATh Yy4yacTHe B pa3padOTKe W BHEIPEHUW JIOKAJIBHBIX
HOPMaTHUBHBIX aKTOB MO JJOKYMEHTAI[MOHHOMY O00O€CIIEUEHHUIO YIPaBICHHs OpraHu3anuen

Ne HaumenoBanue
/o JHCIUATLINH,
OTIPEICTISIONINX
MEXTUCITUTUTMHAPHBIS
CBSI3U

dopma oOyyeHus

3aouHas
(cemectp)

41516171819




1 | ApxuBoBeneHHE + |+ |+

2 |Uudopmarmonsoe u | +
apXHUBHOE TPABO

3 |IIpakTuka mo +
MOJTY4YEHUIO
poheCCHOHATTLHBIX
YMEHUH U OIIbITa
npoheCcCHOHATTLHOU
JeSITeIbHOCTH

4 |IIpenmuriomMHast +
NpaKTHKA

5 |IIpoexTupoBanue + |+
CHCTEM YIpPaBICHUS
JIOKyMEHTAaIueH

6 | Texnomoruu +
rOCyIapCTBEHHOTO
YIpaBICHHUS

2. MecTo nucuuiuiaiabl B cTpykrype OII 0akanaBpuara:

JuctumuinHa «OpraHu3anusi 1 TEXHOJIOTHUS JOKyMEHTAIIMOHHOTO 00ecneueH sl yIpaBIeHUs» OTHOCUTCS K
yacTu, popMupyeMoil yuacTHuKaMu 00pa30BaTeIbHBIX OTHOLIEHHUH, ydeOHoro miaHa OIl mo HanpaBieHUIO
1oarotoBku 46.03.02 - JIokyMEHTOBEIEHUE U apPXUBOBEACHHUE.

I[I/ICI_[I/IHHI/IHa ((OpFaHI/I?)aL[I/ISI N TCXHOJIOTHA JOKYMCHTAITUOHHOI'O obecreueHust YHOpaBJICHUA» U3YHACTCA B
5, 6 cemecTpax.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM qucrmIuiiHEL: 11 3.€.
3aounas: 11 3.e.

Bun yueOHOM paboTh (Bciigqf;:%)

OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 398
KonTaktHas pabora 96
Jlexuuu (Jlexummn) 42
[Tpaktuueckue (IIpakr. pab.) 54
CamocrositenbHas pabota (CP) 287
DK3aMeH 9
3auer 4
Kypcosas pabora 2

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | @opMBbI TEKyIIETO
TEMBI paszena/TeMsbl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
UM | KT.
pao.
31313

5 cemecTp




[Ipenmer, Pemntenue
CoZIep)KaHUE U MPAKTHYECKUX
3aJa4u Kypca 4 | 10 |3amau (BeimonHeHue
«Opraauzanus u MPAKTHYECKUX
texHonorun JJOY» 3a7[aHUN )
Hcropus CemuHapckoe
JIEIIOTIPON3BOJICTBA 3aHATHE;
B Poccun [InceMenHas pabora
4 |10
(ITucemennas
CaMOCTOSITeIIbHAS
paborta)
HopmaTtusHo-MeTO BricTymenue ¢
nueckas 60aza JI0OY IOKJIAJIOM
(KoHTpOnbHBIH
cpe3); [lucemennas
> | 12 pabora
(ITucemennas
CaMOCTOSITeNIbHAS
pabora);
CeMuHapckoe
3aHATHE
Opranuzanus TecTtupoBanue;
cyx0s1 1IOY [Tucemennas pabota
4 | 14 (ITucemennas
CaMOCTOSITeNIbHAs
pabora)
Opranuzanus IToaroroska u
JIOKyMEHTO000pOTa 3aIuTa
Mpe3eHTaIui
> | 12 (HO,Z[FOTOBKil
ANIEKTPOHHOMN
MIPE3CHTAITNH);
[Tucemennas pabota
(TecTupoBaHme)
Perucrpanus [Tucemennas pabota
JTIOKyMEHTOB (TecTupoBaHue);
4 |14 BricTymienue ¢
JIOKJIaZIOM
(KoHTpOnbHBIH
cpes)
6 cemecTp
NudopmarmonHo-c CemuHapckoe
MpaBOYHAs cUCTEMa 4 | 28 3aHATHUE;
0 TOKyMEHTaM [TucemenHas pabora
OpraHu3aINH (TecTupoBaHme)
KonTpomns 3a [Tucemennas pabota
WCTIOJTHCHHEM 4 |28 (TecTupoBaHme)
JOKYMEHTOB
Homenxknarypa nen: [Tucbmennas pabora
METOJHKA 5 | 08 (ITucbmennas
COCTaBIICHUS U CaMOCTOSITeIIbHAS
IIPUMEHEHHUS pabora)




10 Opranuzanus BeicTymuienue ¢
TEKYIUETO XPAaHEHUA |, | 5 | 5¢ JOKJIa/I0M
JIOKYMEHTOB (KonTtposnbHbIit

cpes)

11 ITonroroBka gen u TecTtupoBaHue;
MOPSZIOK Mepeaadn [TucpmenHas paboTa
JIeJ1 B apXUB JUIS 4 | 4|26 (ITucemennas
JaJIbHENUIIETO CaMOCTOSITEIIbHAS
XpaHeHus pabora)

12 ApxuBHOE [TucpmenHas paboTa
XpaHECHHE 4|6 |27 (ITncemennas
JOKYMEHTOB U A€l CaMOCTOSITEIIbHAS

pabora)

13 DNEeKTpOHHBIN [TucpmenHas paboTa
JOKYMEHTOO00POT 4 | 6 |26 | [(rectupoBaHme)
OpraHu3aIIH

14 JlokanbHbIe BricTymienue ¢
CUCTEMBI > 16 |26 JIOKJIaZIOM
JIOKyMEHTO000pOTa (KoHTpOnbHBIH

cpes)

Tema 1. Ilpeamer, conep:kanue u 3axa4u kKypca «Opranuzanus u texnoaoruu J10Y» (ITK-6)

Jlexknus.
[IpemMer W 3agaum  Kypca, €ro Mecro B  OOpa3oBaTeNbHONH  TporpaMMe  THOATOTOBKU
CHEIHAIMCTOB-TOKYMeHTOBeI0B. OO0IIHe TpeOOBaHUSIMU K YPOBHIO MOJTOTOBKH CIICIIUATIICTA, €T0 3HAHUSIM
U yMEHHSM B oOnacTtu TexHojoruii JI0Y.
JIOKyMEHTHpPOBaHUE YMPABIEHYECKON NEATeIbHOCTH M JIOKyMEHTAIIMOHHOE OOCITy)KMBaHWE KakK TJIaBHas
obOecrieunBaromiasi (QYHKIUS YOPABJICHHs, BBIMOIHAEMAs KaJpaMd, HMEIOIMMMH TpodheCCHOHAIBHYIO
moarotoBKy. COOTHOIIIEHHWE TOHATHH <«JIOKYMEHTHPOBAHHUE», «JIEJIOMPOU3BOACTBO, («JIOKYMEHTAIIMOHHOE
obOecrieueHre yrmpaBiaeHUs». VCTOUHMKHM Il M3y4YeHHUs Kypca. 3aKOHOAATEIbHBIE aKThl M MaTepHalibl.
PykoBopsimue mokyMeHThI o cTaHAapTu3auu. KiaccuukaTtopsl TEXHUKO-DKOHOMUYECKON U COIMATBLHOM
nHpopmaruu. MeTtoardeckue peKOMEHIAlMA B O0JIACTH JEIONPOU3BOICTBA M apXUBHOTO jAena. ExuHas
TOCyJlapCTBEHHAss CHUCTEMa JIOKYMEHTAIIMOHHOTO oO0ecriedeHusi ympaBieHus. HaydHas wu  ydeOHas
nureparypa. [lepuoanueckue uzganusa. IHTEpHET-pECyPCHI.

IIpakTnyeckoe 3aHsATHE.
Cemunap.
Bomnpocs! nist o6cyxnenus:
1. Henu u 3amaun kypca «Opranuzanusa u texHonorus JJOY» u ero MecTo B MOATOTOBKE CIELMAIACTA
JIOKYMEHTOBE/IA.
2. Texnonoruyeckasi HarpapIeHHOCTh Kypca «Opranuzanus u rexnonorus JOVY».
3. Bonpocsr JIOY Ha cTpanumax npodeccruoHaIbHON MEPUOIUKH.
4. IIpodeccronanbHbIE AEKTPOHHBIE pecypchl 1Mo Borpocam JOY u BO3SMOXKXHOCTH UX UCTIOIB30BAHUS TIPU
IOJTOTOBKE K 3aHSATHUSIM.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
Coneprxanue 3a1aHus: Ha OCHOBE (POHIOB OMOIMOTEKH YHHBEPCUTETA M MOAMKMCHBIX KaTajaoroB Pocrnieuatn
COCTaBBTE CITUCOK MEPUOTUIYCCKHUX U3IaHui 110 Tipodiiemam JJOV.
[Ipp camMOCTOATENTHHOM BBIMOJHEHUW 3aJaHUs CTYACHT JOJDKEH BOCIOJB30BAaThCS — aJTOPUTMOM
TEeMaTUYECKOTO TIOWCKa HWHMOpMaIMK, YCBOCHHBIM B Kypce «WHpopMmanuonHas KymbTypa». OmHa u3
IJIaBHBIX 3a/1a4, OOECIEUYMBAIONINX YCIENTHOCTh TMOUCKAa — TPABWIBHOE BBIJEICHUE W (DOPMYITHMpPOBKA
TIePEYHS KJTFOUEBBIX CJIOB ITOMCKOBOTO 3ampoca.



IIpu pabGore c karamoramu Pocredatm BaXHO OOpaTHTh BHUMAaHME Ha HaIUuYMe B HHX
CIIPABOYHO-IIOMCKOBOIO aIliapaTra M BOCIOIb30BAaTbCA UM JUIS BBIABICHUS IIEPEYHs I[EPUOIAHUYECKUX
u3AaHui 1o 3aganHoi Teme. [Ipu pabore ¢ karanoramMu M KapToTeKaMu OMOIMOTEKU HAJl0 03HAKOMHTBLCS CO
BCEM HUMEIOMIMMCS B OHOIMOTEKE CIPaBOYHO-TIOMCKOBBIM ammaparoM M 0co00oe BHUMaHHE YICTUTDH
CTHELMATU3UPOBAHHBIM KapTOTEKaM TEPUOAMKH, HU3YyYUTh HX CTPYKTYpY U BBISIBHTH HPOQUIbHBIC
[IEPUOJNYECKUE U3AHUS, OTPAKCHHBIC B HUX.

ITpoGneMbl TOKYMEHTALMOHHOIO OOECHEYEeHUs YNpaBICHHUs HOCSAT MEXIUCLMIIMHAPHBIA XapakTep M
MOTYT OTPa)kaThCsl HE TOJIBKO B y3KOOTPACIEBBIX CHELUATM3UPOBAaHHBIX U3AaHusAX. [loaToMy, onupasce Ha
3aKOH paccesHus MH(OpMalMK, HEOOXOAMMO INPOAHAIM3UPOBAaTh KpPYr H3IaHUI CMEXHOH TeMaTuKy,
CBSI3aHHBIX C MPOOIEMaMU MEHEIKMEHTA, YKOHOMHUKH, YIIPABICHUS IEPCOHAIOM, KaJJpOBO JESATEIbHOCTH,
apXUBHOTO JIeJ1a, BHEAPEHUS MH()OPMAIIMOHHBIX TEXHOJIOIHH U JIp., HA MPEIMET OTPAXKEHUS B HUX MpoliieM
JOV.

Brimonnenne 3amanus odopmiisieTcss B Buae OuMOIMOrpauMuecKkoro CrIucKa MEePUOIUYECKHX H3JaHHM.
Crnucok nenutcss Ha 2 pasgena: | - mepuopmueckue u3ganusi u3 ¢oupoB Oubmmorexku TIY, 2 —
NepUOMUECKUe U3JaHus B Katanorax Pocreuarn. BHyTpu pa3aenoB onucaHus M31aHUM pacrojaraloTcs B
asnaBuTHOM MOpsike. OnucaHust JODKHBI BKIIIOYATh Ha3BaHUE M3/IaHUS, €r0 B, IEPUOANYHOCTh BHIXO/A,
10 BO3MOXKHOCTHU cBefieHusl 00 yupenutene m3gaanus. CIUCOK JOJDKEH BKIIOYATh HE MeHee 15 Ha3BaHMU
MEPUOANYECKUX U3TAHUMN.

Tema 2. Uctopus nesonpoussoacrsa B Poccun (IIK-6)
Jlexknus.
Jlenonpoun3BoOICTBO Tiepuoaa 00pa30BaHUSI M YKPEIUIEHUS PYCCKOrO IIEHTPATU30BAHHOTO TOCYAapCTBa
(XV-XVII BB.) OcCHOBHBIE pEIITAaMEHTHUPYIOIINE 3aKOHOJATENbHBIE AaKThl MEpHOAa IPHUKA3ZHOIO
NeNonpoun3BocTBa. LleHTpanbHble yupexaeHus Pycckoro neHTpaan30BaHHOIO rocyaapcrsa (MpUKasbl) U
MECTHBIC yupexaeHus (mpukasHple u30b1). OpraHu3anusi JIBIKEHHS JTOKyMEHTOB. Peructpanus
JOKYMEHTOB U KOHTPOJIb 32 MX UCIOJHEHHEM. TeKyllee XpaHEeHHE TOKyMEHTOB. TE€XHOJIOTHs MOATOTOBKU
IOKyMeHTOB. Opranu3anusi XpaHeHus TOKyMeHTOB. Hainnuue crieranucToB 1o padboTe ¢ J0KyMEHTaMH.

Henonpou3BoactBo B yupexnaeHusix Poccuiickoii umnepun XVIII B. HopmaruBHbIE — aKThI,
pEerIaMEeHTUPYIOLINE OPraHU3aIU0 paboThl C JOKYMEHTaMH B MEPHUOJ] KOJUIEKCKOTO JEJIOMPOU3BOACTBA -
"I'enepanphbiii permament” 1720 1., "Tabenmp o panrax" 1722 r, "YupexnaeHus sl yHpaBicHUS
ryoepaueit” 1775 1. Cucrema rocynapctBeHHoro ympasienus nepuoga XVIII - XIX BB. Opranuzanus
JBUKEHUS TOKYMEHTOB U MOPSAJIOK UX paccMoTpeHust. OCOOEHHOCTH perucTpanuy 10KyMEHTOB U KOHTPOJIb
3a ux ucnoinHeHneM. OpraHusaiys apXUBHOIO XpaHEHUs TOKyMEHTOB. XpaHWIUIIE JOKYMEHTOB, MOHSATHE
"apxuB".

HenonpousBoacto yupexaenuii Poccuiickoit umnepun XIX - XX BB. OCHOBHBIE pErIaMEHTUPYIOIIUE
HOPMAaTHBHBIC aKThl TIEpPHOAA HCIOIHUTENBHOTO naenonpou3BoacTBa: "Manudect" 1802 1., "OOmee
yupexaenue wmuHuctepctB" 1811 1 Co3gaHue cuCTeMbl JI€JIONPOU3BOJCTBA, COOTBETCTBYIOIICH
€IMHOJIIMYHOMY TOPSAKY TPUHATHS peleHuil B yupexnaeHusx (muHucrepcrBax) Poccuun. Ilopsamox
paccMOTpeHHsI JOKYMEHTOB B MUHHCTepcTBaX. OCOOEHHOCTH perucTpaluu T0KyMEHTOB U KOHTPOJb 3a UX
ucnonHeHueMm. OpraHuzanusi apXMBHOTO  XpaHEHHs JOKyMeHTOB. (CTaHOBJIEHHE U  pa3BUTHE
JIEJIONPOU3BOJICTBA B COBETCKUX YyupekIeHUsiX. llepBbie NeKpeThl COBETCKOW BIACTH O periaMeHTaluu
OTJIEJIbHBIX CTOPOH IOKYMEHTUPOBaHUA. Pa3BuTre HaydHOU OpraHu3alyy yrpaBjieHueckoro Tpyaa B 1920-e
rr. Co3laHue Hay4YHO-UCCIIE0BATEIbCKOTO HHCTUTYTa TEXHUKH yIpaBiIeHUs. XapaKTepUCTHKA U 3HAUCHUE
npoekTa "OO0mux mpaBuiI TOKyMEHTAIlMK U JOKYMEeHTooOopoTa'.

Coznanne ImaBHoro apxupHoro ympasieHuss CCCP u ero meromumveckue paspabotku. Co3manue u
BHenpenue EnwHoil rocymapctBeHHol cucteMbl aenonpousBogactBa (EI'CI). Crpykrypa u OCHOBHBIC
nonoxenust EI'CI. 3nauenne EI'CI] nmng opraHuszanuy  JeIONpPOU3BOACTBA B YUPESKICHUAX U
OpraHu3aIusIX.

N3nanne I['OCToB Ha ympaBiaeHueckue AokyMeHTBI B 1970-80 rr. Pa3paGoTka u BHempeHue
KJIacCCU(UKATOPOB TEXHUKO-IKOHOMHUYECKOW M CcOLMalbHOM HHGpopMmanuu. Pa3zButue TeopeTHyecKux u
MPUKIAIHBIX HCCIENOBAaHMII B OOJIAaCTH  COBEPILIEHCTBOBAHMS JOKYMEHTAIIMOHHOTO OOEeCHeueHus
ynpasienusi. @dopmupoBanne koHuenuuu JIOY. TocymapcTBeHHass cucTeMa JOKYMEHTAIMOHHOTO
obecnieuenus ynpasienus (I'CHOY). Llens, naznauenue ['CIOVY.
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IIpakTH4Yeckoe 3aHATHE.
Cemunap.
Bomnpocs! a1 06cyxaeHus:
1. denonpoussoacteo B Poccun B IX-XV BB. (mpukazxoe).
2. Konnexckoe nenonpousBoactso XVII-XIX Ba.
3. MunucTepckoe n1enonpou3BoacTBo 101917 .
4. Jlenonpou3BoAcTBO B coBeTckuii nepuoxa 1917-1950 rr.
5. Pa3zButHe 1e10NpON3BOICTBA HA COBPEMEHHOM 3Tare

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
CocraBbTe Tabnuiy « OCHOBHBIE ATAIbI I€JIONPOU3BOACTBA B Poccuu 1 UX OTIIMYUTENbHBIE 0COOEHHOCTHY.
N3yyast ucTopuio U OpraHu3alio OTEYECTBEHHOTO JEJIONPOU3BOACTBA, CTYACHT JIOJDKEH 3HATh, YTO OHA
JEUTCS Ha TPU MEPHUOAA: TIOPEBOTIOLMOHHBIHN, BKIIOYAIOUIUN MPUKA3HOE JETONPOU3BOJCTBO, KOJLIEKCKOE
JIEIONPOU3BOJICTBO, MUHHUCTEPCKOE JEIONMPOU3BOICTBO; COBETCKHUW, KOTOPBIA Takke pa3duBaercs Ha
HECKOJIBKO XPOHOJIOTHYECKUX ITANIOB U COBPEMEHHBIN.
[IpuHIMNIHATBEHO BaXKHBIM JJII U3YUYEHHUS! TEMbI SIBJSIETCA YETKOE OMPEICICHHE XPOHOJIOTMYECKUX PaMOK
M3Yy4YEHUS! UCTOPUH JEIOMPOU3BOICTBA KA I0T0 EPHOA.
[Tpu 3amonHeHUN TaOIUITHI BAXKHO YCTAHOBUTH, YTO OKA3bIBAJIO BIUSHUE HA CHCTEMY JIEJIONPOU3BOJICTBA B
KaXIBIH TIEpUOJl, KAKUMHU 3aKOHO/IATEIPHBIMU aKTaMH OHA PEryJIMPOBAIaCh, KAKUE CTPYKTYpPHBIS
MOJpa3ICTICHIsI U JIUIIa OTBEYAIH 32 paObOTy C JOKyMEHTaMH, KaK pacipeAesiIuCh 00sI3aHHOCTH MEXKITY
HUMHU, COCTaB, IpaBwiia 0POpMIICHUS JOKYMEHTOB, OPTaHU3AIUIO paOOTy ¢ HUMH (IBUKCHHUE JOKYMEHTOB B
YUPEXKICHUSIX, TOPSTOK UX 00pabOTKH, XpaHEeHU U T.1.). Kpome Toro, mpu U3y4eHUH TEMBI BaXKHO YSICHUTh
O0COOCHHOCTH OpPraHM3AINH JEIOMPOU3BOICTBA KaXI0T0 MEPHUOa U YMETh MPOBECTH COMOCTABUTEIbHBIH
aHaJIN3 OCHOBHBIX JIEJIONPON3BOACTBEHHBIX ONEPALIHi, BHIMOIHIBIINXCS B PA3JIMYHbIE IEPUO/IBI,
HarpuMep: MEeXI1y NepruoJaMu MPUKA3HOTO JEIOMPOU3BOACTBA U KOJUIEKCKOTO, MEXKY IepUOIaMU
KOJIJIEXKCKOTO JCJIONPOU3BOICTBA U MUHUCTEPCKOTO.

Tema 3. HopmaTuBHo-MeTonnueckas 6a3a J10Y (IIK-6)

Jlexknus.
Omnpenenenue TmOHATHA "HOpMaTUBHO-Meromuueckas ©6aza JIOY". HopmaTtuBHO-IpaBOBBIE — aKTHI,
peraMeHTUpYIOIIMe JOKYMEHTAllMOHHOEe oOecrieueHre yhpaBieHHss Ha (QeaepaibHOM — ypOBHE:
3aKOHOJATEIbHbIE aKThl B cdepe TOKYMEHTAIlMH;, YKa3bl W paclopshkeHus mpesuaeHta Poccuiickoit
@®enepanny; MOCTAHOBICHUS U PACHOPsKEHUs IIpaBUTENbCTBAa Poccuiickoin denepanny; MpaBOBbIE aKThl
HOPMAaTHUBHOTO W HMHCTPYKTHBHOTO XapakTepa. l[OCylapCTBEHHbIE W MEXAyHApOIHBIC CTaHAAPTHI Ha
nokymeHTtanuioo.  OOmepoccuiickue  KIacCU(UKAaTOpbl  TEXHHUKO-SKOHOMHUYECKOHM W COIMaIbHOU
uHpopmanuu. BenoMCTBeHHbIE HOPMATHBHBIE aKThl. PernoHanabHbIE HOPMAaTUBHO-IIPABOBBIC AaKTHI.
WNHCcTpyKIMK M METOANYECKHE JOKYMEHTBI IO JEIONPOU3BOICTBY NPEANPUATHI U OpraHu3aluil

IIpakTH4eckoe 3aHATHE.
3amanue 1.
1. [aiitre omnpenenenue ¢enepaibHoMy HHPOpMAIIMOHHOMY (OHAY TEXHHUECKHUX PpErIaMEHTOB U
cranaaptoB. Kakue qokymeHTHl OH BKitodaet? B kakoit popme? Kem cozmaercs ¢ponn?
2. YcTaHOBHTE, KaKu€ JOJKHOCTH CIIYXKAIIHUX, CBSI3aHHBIE C 1€JI0NPOU3BOACTBOM BKIItoueHb! B OKIITP?
3. YkaxuTe 1o KjacCU(pUKaTOpy MPaBOBBIX aKTOB KO/l yCTaBa MyHHIIMIIAIBHOTO 00pa30BaHMsL.
4. Ilo OK®C (popm coOCTBEHHOCTH) ycTaHOBHUTE KO (hopMbl cOOCTBEHHOCTH [0CyaapCTBEHHOTO apXuBa
Tam6oBcKO# 00nacTy.
5. YcTaHOBUTE KOJ OpPraHU3aI[IOHHO-TIPAaBOBOM (pOpMBI a) TOBapuIlecTBa COOCTBEHHUKOB XHibs, 0) OAO,
B) 00O0.
3ananue 2.
PazpaboraiiTe mepeueHb HOPMATHBHO-TIPABOBBIX akTOoB 1o JIOY HEOOXOmUMBIX [JIsi OpraHU3aINHN
NESATEILHOCTH KaHUEISIPUU a) 00pa30BaTENbHOTO YUYPESXKACHHs, O) NPOMBIIIICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIHI YeThIpe OoKa:
- (enepanbHbIC 3aKOHBI,



- MEXKOTpaceBble HOPMAaTUBHO-IIPABOBbBIE aKThI,
- OTpacjeBble HOPMATUBHO-IIPABOBbIE AKTHI,
- JIOKQJIbHbIE HOPMAaTUBHO-IIPABOBBIE AKTHI.

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
JlaiiTe MUCEMEHHYIO XapaKTEPUCTUKY C(hepbl MPUMEHEHHS U OCHOBHBIX MOJIOKEHUH HALlMOHATIBHOTO
cranpapra [OCT P MICO 15 489-1-2007. CUBU/I. YnpaBieHue 10KyMEHTaMH.
IIpn caMOCTOATENBHOM BBINOJIHEHUU 33JaHMsI CTYAEHT AOJDKEH HMMEThb IPEICTaBICHHE O pPa3IMYHBIX
YPOBHSIX TOCYIapCTBEHHOM pENIaMEHTAllMM JOKYMEHTHUPOBaHHUS, 3HaTh OCHOBHBIE  IOJIOKEHUS
@enepanbHOro 3akoHa «O TEXHHMYECKOM PpErYIMPOBAHMM», TPEACTABISAIOLIETO IIPAaBOBYIO OCHOBY
CTaHAapTH3alui. BakHO yuuTBIBaTh, YTO CTAHAAPTHI JAEIATCA HA TPHU KAaTErOpPUM: MEKIYHapOIHBIE,
HallMOHAJIbHBIE, CTAHAAPTHl OPraHU3ALHA, - U B 3aBUCUMOCTH OT 3TOTO UMEIOT Pa3HyI0 cepy NPUMEHEHHUS.
Mexy 3TUMM KaTeropusMH CYLIECTBYIOT B3aUMOCBS3M M B3aMMO3aBHUCHMOCTh. MexIyHapoaHbIe
CTaH/apThl BHICTYIIAIOT OCHOBOM JUIsl CO3/1aHUsI HALIMOHAJIBHBIX, 1I03TOMY IPU XapaKTEPUCTUKE YKa3aHHOIO
CTaHJapTa HaJl0 yCTAaHOBUTH, YTO MOCIYKHJIO €T0 OCHOBOM.
Brimonnsis 3aganue Hago oOpaTuTh BHUMaHKUE Ha TO, YTO TOCY/IapPCTBEHHBIE CTaHAAPTHI SIBISIOTCS OCHOBOM
COBPEMEHHOM MPAKTUKU JOKyMEHTHpoBaHuUs. OHU KIaCCUPUIMPYIOTCS 110 OTAEIbHBIM HAIPABICHUSIM
peryiIMpoBaHus TOKYMEHTUPOBAHUS U JOKYMEHTAIIMOHHOTO 00eCIIeueHHS.

Tema 4. Opranmnzanus cayxost 1OY (IIK-6)

Jlexknus.
CoBpeMeHHass TEXHOJOTHS W OpraHu3alys JelonpousBojacTBa. OpraHu3anuoHHbIE (GOpMBI pabOTHI €
JTOKyMEHTaMH. THUIIOBBIE OpraHu3alMOHHbIE CTPYKTYpbl ciayxO0bl JIOY. 3anaun u ¢pynkuuu cimyxosr J1OV.
OyHKIUH CTPYKTYPHBIX NofpasaencHuii ciyx0s1 JJOY. JlomKHOCTHON U YMCIIEHHBIN cocTaB ciryx0b1 JJOY,
ero (yHkiuoHaneHble oOs3aHHOCTH. [lomoxkenne o cayx6e JJOY U JOMKHOCTHBIE HMHCTPYKLUUH
corpyaaukoB. HopmarusHast permamenrtanus ciyxoObl /IOY. HopMupoBanue AOKyMEHTAIIHOHHBIX PaloT.
Opranuzanusi pabouero Mecra W ycioBusi Tpyna paborHukoB ciyx0 JIOY: caHuTapHO-TUTMEHHYECKUE
TpeOoBaHUSI.

IIpakTH4Yeckoe 3aHATHE.
Cemunap.
Bomnpocs! a5 06cyxaeHusi.
1. Bugsr cayx6 JIOY, ux cTpykrypa u GyHKIUH.
2. JIoKyMeHTBI, perilaMeHTHpYIOIIHEe co3aanue ciyxo J1OV.
3. UuCIIEHHOCTh U IOJKHOCTHOM coctaB ciyx0b1 JIOY. HopmupoBanue Tpyna ee paOOTHUKOB.
4. @yHKUIMOHATIbHbBIE 0053aHHOCTU CEKpeTaps PyKOBOJUTENS U 0pHC-MeHEKEpa.
5. MHCTpYKLMS 1O ACJIONPOU3BOICTBY OpraHu3aiuu. Ee conepkanue u Ha3HaueHUE

3anaHus AJ151 CAMOCTOSITeILHOI padoThI.
[Tpoanammsupoars «I[IpumepHoe monoxenue o ciayxoe JJOY», npemmaraemoe B I'C JIOY, coctaButh Ha
ero ocHoBe «Ilonoxenue o ciayxoe JJOY» niis KOHKpETHOW OpraHu3alIliu.
IIpy m3ydeHUM STOW TEMBI CTYAEHT IOJDKCH IOHATH, KAKYI0 BaXXHYIO POJIb B IIPOLIECCE YIPABICHHUS
opranuzanueit BeimoaHseT ciayxk6a JIOY. OT Toro HacKOJIBKO MPOAYMAaHHO OHA OPTraHM30BaHA, 3aBHCHUT
3(QPEKTUBHOCTD YIPABIECHUS B KOHKPETHON OpraHU3aliH.
[Tpu mOATOTOBKE K BBIMOJHEHUIO 33JaHUS CJeIyeT oOpaTuTh BHUMAaHKE Ha TO, YTO B OCHOBE OpraHMU3aLUU
ciryk0b1 JIOY Kak CTpYKTYpHOTO MOApPA3ACIICHUs] YUPESKICHUS JIekKAT BOIIPOCHI, CBI3aHHBIE C BEIOOPOM ee
HAaNMEHOBAHUs, ONpeneieHneM (YHKUMH, 3a7ad 3TOM CiIyKObI, JOJDKHOCTHOTO M YHCIEHHOTO COCTaBa,
KBaJM(HUKALMOHHBIX TPeOOBaHMMA, MpenbsIBIIeMbIX K paboTHuKam ciyx0sl JJOY. YacTh 3THX BOMPOCOB
pernamentupyercs B «Ilonoxenuu o cimyxoe JJOY».
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CryneHTy BaXXHO OOpaTuTh BHMMAaHHE Ha TO, YTO OPraHU3AllMOHHBIC TOKYMEHTHI SIBJISIIOTCS IPAaBOBOM
OCHOBOH JnesitenpbHOCTH opranmzanuu. «llomokenue o ciuyx6e JOY» ciuyxur 06a3oii co3maHus
palMOHANBHOTO JJOKYMEHTAIMOHHOTO O00eCleueHHs] OpraHu3aliK, I03TOMY OHO JIOJDKHO HUMETh
JOCTAaTOYHYIO CTENEeHb KOHKPETHOCTH, YYHUTBHIBaTh OCOOCHHOCTH OpraHU3ally JeJONpPOU3BOJICTBA B
KOHKpeTHOH opranuzanuu. [lo cpaBHeHHIO ¢ « TUIOBBIM MOJOKEHHEM...», OHO JOJDKHO BKIIIOUaTh Oolee
TOYHBIC W OJHO3HA4YHbIC (DOPMYIHUPOBKH, OMHUCAHHME TEX IMporeccoB M (yHkumid ciyxob 1OV, koTopbie
peasibHO BBITMIOJIHSAIOTCS B 3TOM OpraHM3aluu, oTpaxars ¢opmy opranuzanuu ciayx0sl JIOY. Haubonee
CJIOKHBIM TIPH BBINOJIHEHUM 33/JaHUS SBISETCS YCBOCHHE TPEOOBAaHMM K TEKCTY TAKHX JTOKYMEHTOB, Kak
MOJIOKEHUS,, MHCTPYKUMHU. TEeKCT He IOJDKEH CoAep)kKaTh HMOBTOPOB, MPOTHBOPEUMH, HEOAHO3HAYHBIX
nojoxxeHuil. [Ipu BeImomHEeHNN 3a7jaHNs BaXKHO Pa3BUTh HABBIKU pa3pabOTKU TaKOTO POja JOKYMEHTOB.
CTyneHT JOKeH MOMHHUTB, 9TO «ciyxk0a JJOY» - 310 0000111eHHOE Ha3BaHKe, B peaJbHOU YIPaBIEeHIECKON
NpakTuKe HaszBaHue ciayxO0bl JJOY KOHKpeTusupyercs B 3aBUCHUMOCTH OT OpraHH3allMOHHO-TIPaBOBOM
¢dbopMbI Opranuszaimu, oobemMa ee J0KyMEHTO000pOoTa U JPYTrUX 0COOEHHOCTEH.

BoinonHenune 3agaHusi mpeanojaraeT CaMOCTOSATEIbHOE YCTAaHOBJIEHHE CTYIEHTOM IE€pEeYHs PEKBU3UTOB,
UCIIONB3YEMbIX JJIi JAHHOTO JOKYMEHTa, UM HUX OQOpMIIEHHE B COOTBETCTBHHM C TpeOOBaHUSIMHU
rOCyAapCTBEHHOTO CTaHAapTa.

«ITonoxxeHue. ..», COCTABICHHOE CTYJEHTOM JIOJDKHO COOTBETCTBOBATH TUIIOBOM CTPYKTYpE
OpPraHU3AIMOHHOTO JOKYMEHTA JIaHHOTO BHJIAa ¥ BKJIIOUATh BCE YCTAHOBIICHHBIC /IS HETO Pa3/IeIibl.

Tema 5. Opranuzanus 1okymenroooopora (I1K-2)

Jlekumus.
[Tonsitue " HOKYMEHTOOOOPOT", €ro KOJWYECTBEHHbIE W KAaYCCTBEHHBIE XapaKTepUCTUKU. Macmrabd
nokymeHToobopota. CTpykTypa U oO0Iiasi XxapakTepuCTHKa JOKYMEHTOIOTOKOB B opraHuzanuu. [loHsaTus
"BXOASIIMI JOKYMEHT", "UCXOMAIMI TOKYMEHT", "BHYTpEHHUN TOKYMEHT".
Texnonorun 00pabOTKM MOCTYMAIOUIMX TOKyMEeHTOB. llpmem u mnepBu4Has 00pabOTKa JOKYMEHTOB,
OpraHu3alus MPOXOXKJICHUS U TMOPSJAOK HCHOJHEHUS TOCTYMAMIMX JIOKYMEHTOB. BHyTpeHHUM
nokymeHToo00poT.  I[lpenBapurensHOe  paccMOTpeHHE JOKyMEHTOB. Ilepemaua  TOKyMEHTOB B
noapaznencHus. OpraHu3anus ABMKCHUS TOKYMEHTOB MEXIy moapasfaencHusmu. Kymbrypa paboTel ¢
JOKyMEHTaMH Ha pabouux mectax. [lopsmok opranu3anu paboThl C OTIPABISIEMBIMH JOKYMEHTAMH. Y4YeT
o0beMa U ONTUMHU3ANHS JOKYMEHTO000pOTA.

IIpakTnyeckoe 3ansATHE.
1. Ha ocHOBe u3ydeHus MHCTPYKIIUU TI0 JEJIONMPONU3BOICTBY KOHKPETHOM OpraHu3aiuy pa3padoTaiTe cxemy
MapUIpyTHU3aLHUH BXOJALIUX, UCXOASIINX, BHYTPEHHUX IOKYMEHTOB B HEM.
2. Ha ocHOBe JaHHBIX U3 )KYPHAJIOB PETUCTPALIMH BXOAAIINX, HCXOISAIINX, BHYTPEHHUX TOKYMEHTOB
COCTaBbTE CIPaBKy 00 00beMe JOKyMEHTO000pOTa 3a MECSILI, KBapTaJ, IO/

3anaHus AJ51 CAMOCTOSITeILHOI padoThI.
N3yuuB onbIT OpraHu3anuy AeJIONPOU3BOICTBA B KOHKPETHON OpraHU3alMy 110 MaTEpUAJIaM BBIITYCKHBIX
KBaTM(UKAIIMOHHBIX padOT CTyACHTOB crienaibHOCTH «JlokymenToBenenue u JIOY», coctaBbTe
ONeporpaMMmy JBUKEHUS BXOAAIINX U UCXOASIINX JOKYMEHTOB OpraHU3aliy.
OcHOBY 1711 BBITIOJIHEHUSI 3aJaHUSl COCTaBISIOT 3HAHUS CTYAEHTa O JOKYMEHTOOOOpPOTE KaK CIIOKHOM
TEXHOJIOTUYECKOM TPOIIeCce, KOTOPBIM XapaKTepU3yeTcsi pas3IMyHbIMU Mapamerpamu. B wyacTHOCTH,
OpSIMYI0 W OOpaTHYIO CBSI3b B YIPABICHUU OCYIICCTBISIOT ONPEICICHHbIE IMOTOKH JIOKYMEHTOB.
Cobmnronenne TPUHIMIIOB M TMPABUJ OPTaHU3AIHMU JOKYMEHTOOOOPOTa TO3BOJSET JOCTUYh TOYHOCTH
HAmNpaBIEHUS JTOKYMEHTOIIOTOKOB, COKPaTHUTh BpeMsi Ha O00pabOTKy JIOKyMEHTOB U TPUHSATHE
YOPaBIECHYECKUX PEHICHHH M B KOHEYHOM CYETe BIMATH HAa IPPEKTUBHOCTH ACSITEIHLHOCTH armapara
yIIpaBJiICHUS.
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Texnonornueckas enovka IBUKEHUS U 00pabOTKM TOKYMEHTOB MPEACTABICHA PSIIOM TUIOBBIX (DYHKITHIA,
KOTOpBIE TPHU PEIICHUH KOHKPETHBIX 3a/lad MOTYT OBbITh JETaJIM3UPOBAaHBI 10 OTAEIBHBIX OIEpaIdil.
Crnenyer o0s3aTebHO YYHUTHIBATH TO, YTO MOPSAJOK pabOTHI C JOKYMEHTaMH, ONEpaluu Mo UX 00paboTKe
3aBUCAT OT BUOB JIOKYMEHTOB U OT WX NMPUHAAJICKHOCTU K ONPEACTICHHOMY JOKYMEHTONOTOKY. CTyaeHTY
BAXHO TIOMHUTbH, YTO CYIIECTBYIOT pa3jIMYHbIe METOJUYECKHE TOAXOAbl K MPOBEICHHUIO aHaIHM3a
JOKyMEHTOO00pOTa MO €ro KaueCTBEHHBIM M KOJIMYECTBEHHBIM mapamerpaM. OTHUM U3 HUX SIBISETCA
COCTaBJICHUE ONEPOrpaMM, IMO3BOJISIONINX IpapuuecKu H300pa3uTh MOCIEI0BATEILHOCTD MPOXOKACHUS U
TEXHOJIOTHIO 00pabOTKH pa3NUYHBIX TPYII JOKYMEHTOB. OTpaOarbiBasi HABBIKM COCTABICHHS CXEM
JBIDKEHHSI JJOKYMEHTOB, BXOJSIIMX B OIpPECIICHHBIE JTOKYMEHTOIOTOKH, CTYIEHT JOJDKEH HAy4HUThCS
OIIPENEIIATh 3a7a4l TAaKOro TpapuuecKoro aHajau3a, JieaTh Ha OCHOBE MOJTYYEHHBIX OMEPOTrPaMM BBIBOBI O
BO3MO)KHOCTSX PAl[MOHAIN3ALUU U COBEPILIEHCTBOBAHMS JOKYMEHTO000POTa KOHKPETHOTO MPEAIPUSITHSL.

CryneHT 10KeH pa3padboTars 2 orneporpaMMEl.

Tema 6. Perucrpanus nokymentosn (I1K-2)

Jlekumus.
[Tonsitue "perucrpaumsi noxkyMeHta'. Peructpanusi TOKYMEHTOB KaK COCTAaBHAs 4YacTh TEXHOJOTHHU
oOpaGoTtku mokymeHtoB. llenn peructpauuu JOKyMeHTOB. OCHOBHBIE MPHUHIMIIBI PErHUCTPALIUU
JNOKYMEHTOB. MHpaekcanus TOKyMeHTOB. DOpMBI perucTpanuy JTOKYMEHTOB U IMOPSAOK UX 3allOJIHEHHUS.
KypnanbHas ¢popma peructpauuu. PeructpannoHHO-KOHTpOIbHAs KapTouka. KoMIbloTepHbIE TEXHOIOTHH
peructpanuu 1oKkyMeHToB. UHdopManmoHHoe cofepxaHie perucTpaioHHOM 0a3bl JaHHBIX

IIpakTnyeckoe 3ansATHE.
HpOBe,Z[I/ITe PErucCTpario KOMIUUICKTa JOKYMCHTOB, ITOJIYYCHHOT'O OT IPCIOAaBaTCIIA, B X XYPHAJIC U B
PEruCTpalluOHHO-KOHTPOJIbHBIX KapTOYKaX. HpOCTaBbTe BCEC HGOGXO,Z[HMLIG OTMCTKHU U NHACKCHI HA
JIOKyMEHTax

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
Omnpenenure nepeyHy JaHHBIX JJIS 3aHECEHUS B PETHCTPALMOHHbIE (DOPMBI IPU PETHCTPALIUN BXOSIIUX,
HUCXOOAIIHNX U BHYTPCHHUX JOKYMCHTOB, pPCKOMCHAYCMbBIX PA3JIMYHBIMU TUIIOBBIMH U UHAWBUAYAJIbHBIMU
MHCTPYKLUSAMH I10 JEJIOIPOU3BOACTBY U IIPOBEIUTE UX CPABHUTEIILHBIN aHAJIN3.
[Ipy M3ydeHUM TUMOBBIX MHCTPYKLMU CIIEAYEeT UCXOAUTh M3 TOTO, YTO PErMCTPALMs JOKYMEHTOB - 3TO, C
OJTHOW CTOPOHBI, COCTaBHAsl YaCTh TEXHOJIOTUU 00pabOTKU TOKYMEHTOB, a C APYroi - HeOThbeMJieMasi 4acThb
MH(OPMAITMOHHO-TIONCKOBOM CHUCTEMBbl O JOKyMeHTaM npenanpusatusa. [losTromy nepedeHb NaHHBIX O
JOKYMEHTE, 3aHOCHMBIX B PETUCTPALMOHHYIO (OpPMY JOKEH MO3BOJATH HE TOJBKO HMICHTH(PHUIMPOBATH
KOHKPETHBIM JOKYMEHT, HO M OBICTPO OINpeAeNsATh €ro MECTOHAXOKJEHHE. OTOT IepeueHb MOXKET
BapbUPOBAThCS B 3aBUCHUMOCTH OT 00OBbeMa OKYMEHTOOOOpOTa OpraHM3allM, KOJMYecTBa U COCTaBa
JOKYMEHTOB, TpeOyIOIIMX ydeTa M KOHTPOJS 3a WX HUCIOJIHEHHEM, HaJM4Msl CPEICTB aBTOMAaTH3aluU
OTIENBHBIX JEJIONPOU3BOICTBEHHBIX OINEpaldid WM MPOrPaMMHBIX HPOAYKTOB JUIsI KOMIUIEKCHOM
aBTOMaTHU3allMi JIOKyMEHTOoO0OpoTa. BakHoe 3HaueHHe 0IpU 3TOM HUMEEeT NPUHLHUII palMOHAJILHOU
OpraHU3alMK PErUCTPALUH.

[Tpu cpaBHEHUH NEepeYHEH TaHHBIX HY)KHO MCXOIUTH U3 TOTO, YTO COCTAB JAHHBIX O JOKYMEHTE HAIPSAMYIO
CBSI3aH C LEISAMH PETUCTPAMU M 3aBUCHT OT TOTO, K KAKOMY JOKYMEHTOIIOTOKY OTHOCHTCSI JTOKYMEHT:
BXOZISIIEMY, UCXO/SIIIIEMY WIH BHYTPEHHEMY.

Ocoboe 3HaueHHEe HMMEET TaKXe BHIOOp PEruCTpalMOHHON (OpMBI. 37€Ch Ba)XKHO HE TOJBKO 3HATh
COBPEMEHHBIEC BHJIbl PETUCTPALMOHHBIX ()OPM, HO U MMOHMMATh MPEUMYIIECTBA U HEAOCTAaTKU KaKIOW U3
HUX KaK OpU TPAAULUOHHOM, TaK ¥ IMPH aBTOMATU3UPOBAHHOM TEXHOIOTHH 00pab0TKH JOKYMEHTOB.
Pe3yneraTel paboThl peaCTaBIAIOTCS B (hopMe TaOIUIIBI 1 HTOTOBOTO KOMMEHTApHS CO CPABHUTEIBHBIM
aHaJHM30M.

Tema 7. UnopMannoHHO-cIPaBOYHAs cUcTeMa MO JokyMeHTam opranmn3anuu (I1K-2)
Jlexknus.
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Lenu co3manus WHGOPMALMOHHO-CIPABOYHBIX CHUCTEM B OpraHu3alH. Perucrpamus ITOKYMEHTOB Kak
OCHOBa 11 POPMUPOBAHMS HHPOPMALIMOHHO-CIIPAaBOYHOr0 MaccuBa. KiaccudukannoHHble ClIPaBOYHUKH.
Bunsr kaprorek. KoHTponbHO-cIIpaBouHbIe U TeMaTHYecKue (KOAM(PHUKALMOHHBIE) KapPTOTEKH, TEXHOIOTHS
opranusanuu. I[IpuHIUIBI cHCTeMaTH3alUU KapTOYeK B CIIPAaBOYHBIX KaproTekax. Ilopsnmok mnepemaum
CIIPABOYHBIX KAPTOTEK B apXUB OPraHU3aLUU

IIpakTH4Yeckoe 3aHATHE.
3amanus.
1. PaspaboraiiTe MakeT CIPaBOYHOM KapTOTEKH, IONOJIHUTE €€ KapTOYKaMH, 3allOJHEHHBIMH Ha
MIPEABIAYIIEM 3aHATUU IIPU PETUCTPALUU JOKYMEHTOB.
2. [Ipoananu3upyiTe CUTYalUIO U OTBETHTE HA BOIIPOCHI.

Jlng BeneHusi CpaBOYHOM paboThl B CEKpeTapuare pyKOBOAUTENS OpraHu3aluu chopMUpOBaHA OJIHA
pyuHas clipaBO4YHasl KapTOTeKa, COCTOsSIAs U3 TpeX OTAeNIeHuH (pyOpuK): Al BXOISIIMX, UCXOISAIIMX U
BHYTPEHHUX JIOKYMEHTOB. B oTmeneHusix mias BXOAAIIMX W HCXOMSIIMX JOKYMEHTOB KApTOUYKH
pacroyiararorcsi o, KOppECHOHAECHTaM M aJpecaraM COOTBETCTBEHHO. B oTaeleHMM M1 BHYTPEHHHUX
JOKYMEHTOB pyOpHKHU COOTBETCTBYIOT BHJIaM TIOKyMEHTOB. [Ipu 3HaunTenbHOM 00beMe T0KyMEHTO000pOoTa
MTOUCK HY>KHOM KapTOUYKH 3aTPyJHEH U 3aHUMAET MHOTO BPEMEHH.
HazoBure nmpuHIUNBI (OPMUPOBAHUS PYUHBIX CIPABOYHBIX KApPTOTEK, KOTOPHIE MOXXHO JOTOJHUTEIBHO
IIPUMEHUTD K CUCTEMATU3AlMM KAPTOUEK B JAHHOW CIIPAaBOYHOM CUCTEME.
OT yero 3aBUCHUT BBIOOP CXEMBI IIOCTPOSHHSI CITPABOYHON KapTOTEKHU?

3ajaHus AJ151 CAMOCTOSITEIbHOM PadoThlI.
N3y4ynB KOMIUIEKC TOKyMEHTALUN OJHOM U3 OPraHU3alUi 110 MaTepuaiaM BbIILy CKHBIX
KBaJM(HKALMOHHBIX padOT CTY/IEHTOB HANpaBICHHs MMOJATOTOBKH «J{OKyMEHTOBEIEHHE U apXHBOBEICHUEY,
chopMynHupyiTe 1 000CHYHTE IPEUIOKEHHUS TI0 OpraHU3aIUU PallMOHATLHON HH()OPMAIIMOHHO-TTIOMCKOBOM
CHCTEMBI, pa3paboTaliTe MakeT CIIPaBOYHON KapPTOTEKH JJIsl 3TOW OPraHU3aIMH C BBIJICICHHEM OCHOBHBIX
PYOpHK.
[Ipuctynas K BBIMOJHEHUIO 3a/laHUsl BAXHO OOpaTUTh BHUMAHUE HA TO, YTO KIFOUEBHIMH BOIPOCAMH
OpraHu3anu MHPOPMALMOHHO-CIPABOYHONH pabOTHl  SIBISIOTCS  BBHIOOP MPUHIUIIOB TOCTPOEHUS
uHpopmarmoHHo-mouckoBbix cuctem (MIIC) u mopsimox ucmonb3oBanus wHGOpManuu (0a3 MaHHBIX) O
JOKyMEHTaX B OIEPATUBHOM YHPABICHYECKOH NeATENbHOCTU. BBIOOP CXEMBI MOCTPOEHHS CIPABOYHBIX
KapTOTEK, UX KOJIMUYECTBO U BUJIbI 3aBUCAT OT BUAOBOIO COCTaBA JOKYMEHTOB OpraHU3alMM, UX KOJINYECTBA,
TUIOBBIX HMH(OPMAIIMOHHBIX 3allpOCOB PYKOBOACTBA M  CIEIHAIUCTOB OpraHu3aluu. Beiasuras
npemioxkenuss o opranuzauuu UIIC, ctygeHT AomkeH 0O0OCHOBaTh KOJMMYECTBO KAapTOTEK, MX BUJBI,
HEOOXOIMMOCTh MCIOJIb30BaHMs KaKUX-JIMOO KiIaccu(UKAaTOpoB MH(DOPMAIMH, TPUHIUIIBI, HCIIOIb3yeMbIe
IUId TIOCTPOEHHUS KAPTOTEKM W CUCTEMATU3allMM KapTodeK. MakeT KapTOTeKH JOJDKEH BKIIIOYaTh
pacrooXeHHbIe B 000CHOBAaHHOM JIOTHYECKOH MOCIIE0BaTEIbHOCTH KApTOUKH ¢ HAUMEHOBAHUSAMU PyOpHUK
KapTOTEKU M OMHMCAHUEM TOPSJIKA PACTIONIOKEHHS KapTOUCK BHYTPU KaXKI0U pyOpHKH.
B urore crynenToM momKHBI OBITH pa3zpaboTansl npemioxeHus no opranuzaiuu UIIC — 1-2 ctpaHutisl,
MaKeT KapTOTeKH, BKIItoyaronuii He MmeHnee 10 pyOopuk.

Tema 8. KoutpoJus 3a ucnonnenuem 1okymenToB (I1K-2)
Jlexknus.

Ilenp KOHTpOMISI 3a MCHOJIHEHMEM JOKYMEHTOB. HampaBneHus KOHTPOJIBHOM aAedaTenbHOCTH. OCHOBHBIE
3aa4l CIyKObl KOHTposis. Buabl M (QOpMBbI KOHTPOJS 3a CPOKaMU HCIIOJHEHHS TOKYMEHTOB. BbIOOp
JOKYMEHTOB ISl IOCTAHOBKHU HA KOHTPOJIb. THUIIOBBIE U MHIUBHUYaJIbHbIE CPOKH MCIIOJIHEHUS JOKYMEHTOB.
IlocraHoBKa Ha KOHTpOJIb. TEXHOJIOIMS OpraHU3alMM CPOKOBOM KapTOTEKU. TEXHOJOIHs TEKyILEro
KOHTpOJIsl. CHATHE TOKYMEHTOB C KOHTPOJIsA. ITOroBbIil KOHTPOJIb. AHAJIN3 UCTIOJIHUTENBCKON TUCHUIIIMHbI

IIpakTH4eckoe 3aHATHE.
3amanue.
1. CocTaBbTe OJIOK-CXEMY OCHOBHBIX 3TAllOB KOHTPOJIS 32 CPOKAMH UCIIOTHEHUS IOKYMEHTOB.
2. 3aMo0JHUTE 5 KApTOUEK ISl CPOKOBOM KaPTOTEKH.
3. Pa3bepute 1€7I0BYIO CUTYAIMIO U YKAXKUTE, HACKOJIBKO MPAaBOMEPHBI ICHCTBUS YHACTHUKOB!
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Hcnonuurtens CumonoB E.C.. obpatuncs B cioyxOy OV c mpocsboil 0 mepeHoce cpoka HMCHOTHEHUS
JOKyMEHTa Ha Oojee mo3aHIo naty. OH MOTUBUPOBAJ 3TO KEJTAaHUEM IOJATOTOBHUTH OoJiee KaueCTBEHHBIN
JOKYMEHT, JUIsI 4ero eMy MOTpeOoBaioch coOparh OOlblIe JaHHBIX, YEM paHee IUIaHHUpoBaioch. Kpome
toro, CumonoB E.C. cocnaics Ha yCTHYIO JOTOBOPEHHOCTb C MAapTHEPOM 00 HM3MEHEHHH CpOKa
npenocrasienuss uHpopmanuu. Mucnekrop mo koHTponio ciayxosl JIOY BacunbseBa A.I. cormacuiachk
BHECTH M3MEHEHHUS B PETUCTPALMOHHO-KOHTPOJIBHYIO (JOPMY M YBEIHUYWIIA CPOK HMCIIOJHEHUS Ha 5 JHEH.
PykoBomurens cmyx0b1 JIOY, KoTOphIii OBUT TOCTaBIEH B W3BECTHOCTh, COMNIACHICS C TaKHUMH
MU3MEHEHUSIMHU.
4. 3anoyIHUTE CBOIKY UTOTOBOTO KOHTPOJISA, €CIIU B OTJIEJIE MAPKETUHTA 3a MECSAL] B CPOK UCIIOJIHEHO 17
JOKYMEHTOB, C OIIO3JaHUEM Ha JIBa JHS UCIOJIHEHO TPU AOKYMEHTA, /Ul 4 TOKyMEHTOB CPOK MCIIOTHEHMUS
HACTYTMAaET B CIEIYIOIIEM MECSILEe, PUUEM s IBYX U3 HUX OH OBUT IIPOJUICH.

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

CocTaBbTe CBOIKY HTOTOBOTO KOHTPOJISI HA OCHOBE YCJIOBHBIX JAHHBIX UCIIOJHEHUS JOKYMEHTOB B
OpraHu3aLNH.

Cseoenus 06 ucnonnenuu 0okymenmos 3a 1 keapman 2009 2. 6 OO0 «Muey:

3a tpu Mecsita B OOO ObUIO MOCTABICHO HA KOHTPOJIh 15 BXOASIIMX TOKYMEHTOB (7 W3 HUX MOCTYIHIH B
oTIen CHaOKeHMs, 4 B IJIAHOBBIM OTHEN, 4 B OT/AEN Mo paboTe ¢ moTpeduTensiMu) u 26 BHyTpeHHUX (6
HamnpaBjieHbl HAa HWCIOJHEHHE B OTAEN CHaOXeHHs, 9 B IJIAHOBBIM, OCTalbHBIE B OTAENT MO padboTe C
MOTPEOUTETISIMH).

K xoHmy 1 xBaprama B IJIaHOBOM OTJEN€ OCTAJINCh HAa HCIOJHEHUM B CBSA3M C NPOUICHHEM CpoOKa 3
JIOKyMeHTa. B oraene cHaOxeHMs elle HE HACTYyNMJI CPOK MCIONHEHMs Ul 2 JOKYMEHTOB, 4 ObLIM
BBINOJIHEHBI C 33JIepXKKOM 0e3 MpOJUIeHUs CpOKa, OCTaJbHBIC UCIOIHEHBI BOBpeMs. B oTnene nmo pabore ¢
NOTPEOUTENAMHI CPOK HE HACTYNWI 711 6 JOKYMEHTOB, [UI OJHOTO OH MpOAJIeH A0 15 ampens, ocTaabHble
UCIIOJITHEHBI BOBPEMSI.

IIpy BBINOIHEHMH 3aJaHUs HAJO SICHO MPEACTABIIATH, YTO KOHTPOJIb 3a CPOKAMU HMCIIOJIHEHUS TOKYMEHTOB
MPEACTABISIET COO0H TEXHOJOTUYECKHUI MPOIIECC, COCTOAIINN U3 psaa MOCIeI0BaTeIbHBIX AeicTBuid. Hamo
TaKXKe YSICHUTh Pa3HUILy MEXIy TEKyIIUM (TperynpeluTeNbHbIM) U UTOTOBBIM KOHTposieM. HyxHo deTko
IPEACTaBIATh, KaKM€ CTaTUCTUYECKHE JaHHbIE 00 HMCIOIHUTENSAX, JOKYMEHTaxX M JIp. HEOOXOAMMBI JUIs
BEJICHUS KaK TEKYILEro, Tak ¥ UTOTOBOTO KOHTPOJIS, B KAKOM BUJE OHHU MOTYT OBbITh IPEACTABICHbI U AJIS
pEIICHNs KaKMX KOHKPETHBIX 3aja4 JOJDKHBI NCIIOJIb30BaThCS.

CBozika UTOTOBOTO KOHTPOJISI COCTABIISIETCS PETYIISIPHO, C IEPUOJUYHOCTBIO ONPEAEIIAEMOM PyKOBOJACTBOM
opranuzanuu. OHa umeet popmy TabIMIIBIL, JONOTHIEMON KOMMEHTAPUSIMH U BBIBOJIAMH T10
NpeACTaBICHHBIM HU(PPOBBIM JaHHBIM. DopMa CBOKM HE YHHUPHULIUPYETCS, TOITOMY CTYIACHT MOXET
OIMUPATHCS HAa 00pasel, TaHHBIN B JEKIMH WA IPEACTAaBICHHBINA B y4EOHBIX MTOCOOUIX, MOXKET MPEIIOKUTh
cBoii BapuaHTt. [Tocne 3amonueHus TabaULbI K HEH 1aeTCsi KOMMEHTapuil ¢ BEIBOIAMU 00 HCTIOJTHUTEIbCKON
JUCLMIUIMHE B OPTaHU3ALNH.

Tema 9. HomenkJiatypa es1: MeToAuKA cocTaBjieHust 1 npuMeHenns (I1K-2)

Jlexknus.
Ilonsatue "HomeHknarypa nen". HasHaueHue HOMEHKIATyphl Aeil. Buasl HOMEHKIATypsl Aenl (TUIIOBaf,
NpUMeEpHasi, MHAUBUIyalbHast), ©X 0COOCHHOCTH, MOPSAAOK UCIONIb30BaHUs. TpeOoBaHus, MpeabsBIsieMble
K COCTaBJICHUIO HOMEHKJIATYphI e opranu3anuu. HomeHknarypa aen noapasaeneHus 1 HOMEHKIIaTypa Jel
OpraHM3aliu. Permamenranuss ~ TpeGoBaHMH K COCTaBJICHHMIO  HOMEHKIATypel  Jei1 B
HOPMAaTHUBHO-METOJMUECKUX JOKyMEHTax. YHH(HUUUpOBaHHAas ¢(opmMa HOMEHKIarypsl nen. IIpaBuia
COCTaBJICHUSI HOMEHKJIATYphI Jent. KinaccupukanonHas cxeMa HOMEHKIIATypbl. @OpMYIHPOBKH 3ar0JI0BKOB
nein. Cucremarusanysl 3arojOBKOB JIEJl B HOMEHKJIAType. VICTOUYHMKYM OIpenieseHHusl CPOKOB XpaHEHMsI JIE.
ITopsaok cocTaBieHUs U yTBEPKIAEHUSI HOMEHKIIATYphl 1€ OpraHU3aluy.

IIpakTH4eckoe 3aHATHE.
CocTtaBbTe OJIOK-CXEMY aJIrOpUTMa pa3pabOTKH HOMEHKJIATYphl A€ OpraHU3alyu.
Onuiure Nocaea0BaTeIbHOCTh 3TAIIOB COCTABIEHUS HOMEHKJIIATYPhI J1€]1 0Apa3AcIeHusl.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
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PazpaboraiiTe HOMEHKIATYpy A€ JUIsl HeOOJIBIION OpraHu3auy, 3aHUMAIOLIeHCs PeKIIaMHON
JesITeIbHOCTHIO, B KOTOPOH HET BHYTPEHHUX OTIEIIOB, a IPOU3BOICTBEHHbIE (DYHKIIMM 3aKpETICHBI 32
OT/ICTBHBIMH COTPYIHUKAMH.

OnHa Y3 OCHOBHBIX 3aJlau JaHHOW paOOThI — OCBOUTH OOIIHME MPUHIUIBI CUCTEMATU3AllMU TOKYMEHTOB U
MpaBWiia TPYNIUPOBKH B Jejla OTAEIbHBIX KaTeropuil JOKYMEHTOB, H3JIO)KEHHbIE B COBPEMEHHBIX
HOPMaTUBHO-METOANYECKHUX JOKyMeHTaX. [Ipu BbIoNHEHUH 3a/1aHusl HE0OX0IMMO 00paTUTh BHUMAaHHUE HA
TO, YTO HOMEHKJIaTypa JIeJl UMEET YHHU(PHUIIMPOBAHHYIO (HOpPMY, MIOPTOMY OHA JIOJDKHA OBITH OoopmileHa C
COOJIIOZICHMEM COOTBETCTBYIOUIMX TpPeOOBaHUM, M3TOXKEHHBIX B «OCHOBHBIX MpaBuUiax pabOThl apXHBOB
opranuzanuit». B HeGompIIMX OpraHu3anusax, He UMEIOIINX CTa0UIBHON CTPYKTYpPBI, B KAUECTBE Pa3ieiioB
HOMEHKJIaTYypbl MOTYT HCHOJb30BAThCS yMpaBieHUeCKUe (GYHKIMU WM HalpaBiIeHUsS JEATeIbHOCTU
OpraHM3allM W 3ajjadya CTyACHTa BbIOpaTh ONTHMAJbHBIM BapHaHT CTPYKTYpUpPOBaHUS pa3padarbiBaeMOin
HOMEHKJIATyphl aen. [lyig onpeneneHus coctaBa JOKyMEHTOB U MIEPEUHs [l B HOMEHKJIaType HeoOX0AUMO
BOCIIOJIb30BaTbCSl  MMEIOIIMMCS JIMYHBIM  OMNBITOM, a TaKXKe pa3nYHbIMU MEPEYHSIMH TUIIOBBIX
YOpPaBIEHYECKUX  JOKYMEHTOB, OOpa3yloluxcs B  JESTEIbHOCTH  OpraHM3alyii, NpUMEPHBIMU
HOMEHKJIaTypaMH JIeJ1 JUIsl pa3IM4HbIX TUIIOB OpraHU3alui.

CryneHT noipkeH pa3paborarb | HOMEHKIATypy

Tema 10. Opranusanusi Tekyuero xpanenusi 10kyMeHnTos (I1K-2)

Jlexknus.
[Tonsatue "¢popmupoBanue xaen"'. OOmue npuHUMIB (GopMmupoBaHUus nen. OcCHOBHbIE TpeOOBaHUS,
npeabsaBisieMble K (OpMUpOBaHMIO el B TEKyIleM Jelonpou3BojicTse. llpaBmia ¢dopmupoBaHus
pa3IMYHBIX KaTeropuil JOKyMEHTOB B nena. dopMmupoBaHME €1 B OpPraHu3allid, B €€ CTPYKTYPHBIX
noapasneneHusX. OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB. Bbljaua JOKYMEHTOB JJii BPEMEHHOIO
I10JIb30BaHUS IIPU XPAHEHUH UX B CTPYKTYPHOM IOAPA3IEICHUH.

IIpakTH4eckoe 3aHATHE.
3amanue.
1. IlpoBenuTe Bce HEOOXOAUMBIE MIPOLIEAYPHI I 3aBEACHNUS Jieia B Hayasle KaJeHAapHOro roja.

2. CdopmupyiiTe B nmema Ha OCHOBE HMEIOIICHCS HOMEHKIATYphl KOMIUIEKT JokyMmeHToB OO0,
MIPEJICTaBICHHBIN MpenoaBaresem.
3. [Ipoananu3upyiiTe JEN0BYIO CUTYalUIO U YKAKUTE OIIMOKU B TEXHOJIOTUU JIEJIONPOU3BOJICTBA.
B ciyx6e JIOY opranuzanuu npu GOpMUPOBAHUM [T TPUIEPKUBAIOTCS MHEHHUS, YTO B OJTHO JIEJIO HEIb3s
noMemarb JOKYMCHTEI C pa3HbBIMU CPOKAMU XPAHCHUA. B cooTBeTcTBHU C 3TUM B OJHY HarKy MMOMCIIAar0T
Ppa3HbIC BUJbI TOKYMCHTOB C OAWHAKOBBIMU CPOKAMMH. qTO6bI OGHGI“II/ITB MOUCK HY’KHBIX HOKYMCHTOB, B
Marky MnoAmMWBAIOT KapTOHHBLIC PA3ACIMUTCIIN, Ha KOTOPBLIC 3aHOCAT HA3BAHUC BHUIOB U pa3HOBHHHOCTCﬁ
AOKYMCHTOB. OTH 7K€ Ha3BaHUI NEPCHOCAT Ha O6JIO)KKy Acja. Koma KOJIMYECTBO JIUCTOB B ACJIC AOCTHUTACT
300-350, 3aBOIAT €ro BTOPO TOM.
4. Opopmute JOKyMEHTAJIBHO BbIJAYy JOKYMEHTA U3 JieJia 10 3alpocy MPOKypaTyphl.

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
3aroNHUTe «JTUCT-3aMECTUTEINb» U «KapTy-3aMECTUTEIbY.

IIpuctymass K CaMOCTOSTEIIBHOMY M3yYEHHIO TEMbl U BBIIIOJIHEHHUIO 3aJaHUs HAJI0 YSACHUTH, 4YTO
UCTIOJIHEHHBIE JOKYMEHTHl U C(OPMHUPOBAHHBIC JleNla ONPEACICHHOE BpPEMsl XPAHATCS B CTPYKTYpPHBIX
MOApA3JEICHUAX W HCIONB3YIOTCA MUl HAaBEACHWS pa3iIu4HbIX chnpaBok. llostomy cCylectByror
oIpeaesieHHbIE CIOCO0Bl 00eCHeUeHHsT COXPAaHHOCTH JOKYMEHTOB, YCTaHOBJIEH CHELMaIbHBIN MOPSAIOK
BBIJIaYM JIOKYMEHTOB M3 3aKOHYEHHBIX (C(OPMHPOBAaHHBIX) Jei. Takke BaXXHO OOpaTUTh BHUMAaHHE Ha
ocoOble TpeOOBaHMA K XPAHEHUIO W TOPSAKY BBIIAYM HEKOTOPHIX BUAOB JOKYMEHTOB. CTymeHTY
HEOOXOIMMO YETKO MPEJCTABIATh, B KAKMX CIIy4asX MOXKET ObITh BbIIAH OTAEIbHBIN TOKYMEHT U3 JeNa, a B
KAaKUX BBIIAETCS IMOJTHOCTBIO JEJIO.

Htorom paboThI ABISIOTCA 2 JMCTA-3aMECTUTENS U 2 KapThl-3aMECTHTEI.

Tema 11. IloaroroBka ges1 M NOPSIAOK NepeAayu AeJ1 B apXuB A JajabHeiimero xpanenus (I1IK-2)
Jlexknus.
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[Tonsatue "akcmepTu3a LEHHOCTH NOKYMEHTOB". HOpMaTMBHO-METOOMYECKHE M TEOPETUUYECKHE OCHOBBI
MPOBENEHUSI HKCIEPTU3bl LEHHOCTH JOKYMEHTOB. TpeOoBaHUs, NpeabsSBIIEMble K OpraHM3allid U
MPOBEIECHUIO SKCHEPTH3bl IIEHHOCTU JOKYMEHTOB. OcHOBHBIE (yHKUUH LleHTpanbHON SKCIEepPTHOM
komuccuu (LIDK) u sxcneptHbix komuccuit (OK) opranuzanuu. Ilonoxenne 06 SKCIIEPTHONH KOMUCCHH.
[IpaBa u GyHKIMU KOMHCCUH, OPTaHU3aLKs U TOPSI0K JOKYMEHTHPOBAHUS €€ paOboThl. DTarbl MPOBEICHUS
HKCTIEPTU3BI LIEGHHOCTHU TO0KyMEHTOB. OopMiIeHre pe3yabTaToB SKCIEPTH3bI IEHHOCTH JOKYMEeHTOB. Onucu
nokymeHToB. [lonarue "opopmienue nena". OCHOBHBIE TPEOOBaHUS, IPEIbIBIsAEMbIE K 0()OPMIICHUIO eIl
[Tonnoe odopmnenue nen. IMommumeka gen. Hymepaums nucroB nena. CocTaBieHHE 3aBEPUTEIBHOM
HaAmucH, BHyTpeHHeW omucu. Odopmienue obmoxku naena. Ilepemaua nen Ha XpaHeHHE B apXuB.
BsaumoneiictBue ciy:x0s1 IOY 1 apxuBa opraHu3anii. AKTHI O BBIJICICHUH TOKYMEHTOB K YHHUTOXKEHHUIO
U CHATHIO C y4eTa

IIpakTnyeckoe 3ansATHE.
3aganus.

1. CocraBbTe OJOK-CXEMY 3TallOB SKCIEPTH3bl LEHHOCTH J0KyMeHTOB. CocTaBbTe 00pasel] MpOoTOKoIa
3aceJaHus SKCIIEPTHON KOMUCCUU OpPTraHU3alllu.

2. TlpoBenuTe CpaBHUTENBbHBIA aHAMU3 (DYHKIMA SKCIEPTHON KOMHUCCHM OpPTaHU3AIlMU M IICHTPATbHON
AKCHEPTHON KOMHUCCHH.

3. OdopmuTte aeno Ay nepeaady Ha apXUBHOE XpaHEHHE.
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
3aroyHUTE aKT O BbIAETICHUH JIE] K YHUUTOKEHUIO.

[Tpuctynas K BBITOTHEHUIO 3a/IaHUsI HEOOXOIUMO M3YYUTh OCHOBHEIE TPEOOBAHHS K 3aBEPIIAIOIIEMY dTaITy
paboThl ¢ JTOKYMEHTaMH B JIEIOMPOU3BOACTBE — MOATOTOBKE WX K Mepeaadye Ha JallbHelIee XpaHeHHE B
apXUB OpPTaHU3ALMU WU YHUUTOKEHUIO.

OcHoBHblE TpeOOBaHHA K TOPAAKY pabOThl C JIOKyMEHTaMH Ha OTOM JTale CoAep)Karcs B
HOPMAaTUBHO-METOAMYECKUX JIOKYMEHTax, pa3paboTaHHBIX apXWBHBIMU opraHamMu. CTyIeHT [OJIKEeH
YCBOWTH, YTO J€Nla C JOKyMEHTaMHU BpeMeHHBIX (0 10 51eT) cpoKoB XpaHEHUS MOTYT XPaHUTHCA B TeEX
CTPYKTYPHBIX MOApA3IeNICHUsX, e ObUTH C(hOPMUPOBAHBI, U MO UCTEUEHUHU CPOKA XPAHEHHS] YHUUTOXKATHCS
0e3 mepegayn B apxuB opraHuzanuu. [Ipw 3ToM HEoOXOAMMO 3HATH, YTO OPTraHU3AlMsS HMMEET IPaBo
YHUUYTOXATh JieNia, BKJIIOYEHHbIE B aKT, TOJIbKO mociie Toro, kak DIIK yTBepauT omnuchk J1ed1 NOCTOSIHHOTO
CpOKa XpaHEHHUSI.

AKT 0 BBIZICJICHUU JI€T K YHUYTOXKEHUIO 0(OPMIISIETCSI B COOTBETCTBUHU € TPEOOBAHUSIMH HOPMATHUBHBIX
nokyMeHTOB. CienyeT 00s3aTeIbHO YUUTHIBATH TO, YTO aKT HUMEET CBOU OCOOEHHOCTH B OPOPMIIEHUU U
yaoctoBepeHud. [103ToMy HyKHO yMETh ONpEAeNsATh COCTAB IOJKHOCTHBIX JIHII, MPUHUMAIOIINX YyYacTHE B
COCTAaBIJIEHUU, BU3UPOBAHUU U COIIACOBAaHUH 3TOTO JOKYMEHTA

Tema 12. ApxuBHOe XpaHeHue Jo0KyMeHTOB u jeJ (I1K-2)
Jlexknus.

[loHsiTE BEIOMCTBEHHOTO M TOCYHApPCTBEHHOIO apXWBOB. OpraHuzanus BEJOMCTBEHHOIO XpaHEHUs
JOKyMEHTOB M oOecneyeHus uX coxpaHHOCTH. [IpaBa M (DyHKIMH 3KCIEPTHO-TPOBEPOYHON KOMHUCCHH.
IlonroroBka M mnepenadya A€l B apXWB oOpraHu3auud. KoMIIJIEKTOBaHHME TOCYIapCTBEHHBIX apXHBOB.
TpeOGoBanusi K JOKyMEHTaM IpH Nepeaadye Ha TOCyJapCTBEHHOE XpaHeHne. OpraHu3aius XpaHeHus1, yuera
Y KOHTPOJIS IIPU BbIJJau€ apXUBHBIX JOKYMEHTOB BO BPEMEHHOE I10JIb30BAHKE

IIpakTH4eckoe 3aHATHE.
3amanue.
Haiite kpaTtkyto xapakrepuctuky [ATO B nucsMeHHO# popme:
- laTa CO3JaHus,
- YUpEAUTENH,
- HICTOYHUKHU KOMILJICKTOBaHMS,
- 00BeM JIOKyMEeHTaIBLHOTO (poHAA,

- COCTaB SKCIIEPTHO-NPOBEPOUYHON KOMHUCCHUU,- YCJIOBHS BbIAAYM ApPXMBHBIX JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
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OdopmMuTs 00paser] apXuBHOW CIIPABKHU.
JlanHOoe 3amaHMe TMpearoyaraeT OTpaOdOTKy HAaBBIKOB COCTABICHUS apXUBHBIX cIpaBok. Ilpm ero
BBIITOJTHEHUH CTYAEHT MO THIIOBOMY OOpasily apXWBHOW CIIPaBKH JOJDKEH CaMOCTOSTEIBHO O(GOpMHTH 2
apXWBHBIC CIIPABKH.
W3yuyas naHHYI0 TeMy BaXXHO YCBOHMTb, YTO BCE KOMMEPUYECKHE U TOCYAApCTBEHHBIE OpraHHU3allMy,
TOCY/IapCTBEHHBIC W BEJOMCTBEHHbIE apXHUBBI O0s3aHBI BbIAaBaTh MO 3alpocaM OpraHM3alui, OBIBIIMX
COTPYAHMKOB M OOpamIeHHsM TpaXJaH CIpPaBKH, KOMHWU M BBIIMCKM W3 apXuBa JIOKYMEHTOB O
MOATBEPXKIACHUH caMOro (pakTa u ctaxa paboTbl, 3apabOTHOMN TUIATHI, JOHKHOCTH U IPYTHUM BOIIPOCAM.

ApxuBHas cripaBka — o(pUIIHAIBHO 3aBEPEHHBIN JOKYMEHT, UMEIOIIUHI I0OPUINUECKYIO CHIIy U COAEpKaIMi
cooOuieHne (moaTBepxkaeHNe) 00 MMEIOIMXCS B apXHMBax JIOKYMEHTaxX, CBEACHHUSAX, OTHOCSIIUXCS K
IpeIMETy 3ampoca, ¢ 00s3aTeNbHBIM yKa3aHHEeM MOMCKOBBIX NaHHBIX (Ne omucu, Ne nema, Ne nmcros). K
o(hopMIIEHHIO apXMBHOW CIIPaBKH NPEABABISICTCA psijg TpeOOBaHMM, H3JIOKEHHBIX B HOPMATHBHBIX
JOKyMEHTaX MO OpraHu3aluy paboTbl apXUBOB.

ApXUBHBIE CIIPAaBKU COCTABIIAIOTCS Ha OUCHBIX OJaHKax ¢ 0003HAYCHUEM Ha3BaHUS «APXUBHAs CIIPABKAy.

ApXUBHBIE CIIPAaBKH COCTABIISIFOTCS TOJILKO Ha OCHOBE MOJIJTMHHUKOB WJIM 3aBEPEHHBIX KOMUM TOKyMEHTOB.
B cripaBke npuBoaATCS Ha3BaHUS JOKYMEHTOB, UX JIaThl M M3JIaraloTCsl CBEICHUS U3 ATHUX JOKYMEHTOB B
XPOHOJIOTHYECKOH MOCIe10BaTeIbHOCTH COOBITHI, a HE IOKYMEHTOB, B KOTOPBIX OHHM OCBELIAOTCS.
Boiaepxku u3 JOKYMEHTOB 3aKJIIOYAIOTCS B KaBbIUKH, Ha3BaHUS OpraHu3aluii, moapasaesieHuil py nNepBoM
YIOMUHAHUU MPUBOJATCS MOJTHOCTHIO. ApXHBHAs CIIPaBKa MOMUCHIBAETCS OTBETCTBEHHBIM 32 apXUB
COTPYIHUKOM U PyKOBOJUTEJIEM OpraHU3alluH U 3aBepseTcs MevaThio (Mpy HAIMYUU - TepOOBOI),K CIIpaBKe
IIpU HEOOXOIUMOCTH MPUIIAratOTCs KOMUU TOKYMEHTOB M BBIITUCKU U3 MOJUTMHHUKOB. [Ipu coctaBnenun
CIPaBKHU HAa HECKOJIbKHX JINCTAX JIOJIKEH 3aBEPAThCS KaXKIbIH €€ JIUCT.

Tema 13. DnekTpoHHBbINH J0KyMeHTO000pOT opranu3annu (ITK-6)

Jlexknus.
Apromaruzaius JIOY u TexHudeckue cpernctBa O(pUCHON AedaTenbHOCTH. [IpobimemMbl M mepCHeKTHBHI
apromatmzanuu  JIOY. TIOHATHS <«QIEKTPOHHBIA JOKYMEHT» M «IJICKTPOHHBIH JTOKYMEHTOOOOPOTY.
DNEeKTPOHHBIA TOKYMEHTOOOOPOT KaK HEOOXOJMMOE YCIIOBHE AEATEIbHOCTH COBPEMEHHOW OpraHU3allHH.
HopmaruBHast 6a3a paboThl C AIEKTPOHHBIMH JOKyMEHTaMH. OJIEKTPOHHBIH oduc. DyHKIMM cHcTeM
aBTOMAaTH3alluM JIEJONPOM3BOACTBA M AJIEKTPOHHOTO JOKyMeHTooOopora. KoHBepcusi OyMakHBIX U
IEKTPOHHBIX JIOKyMEHTOB. ABTOMaTH3UPOBAaHHbBIE CUCTEMBI yIpPaBICHUS JIOKYMEHTaMH.
ABTOMaTHU3MPOBAHHBIE CHUCTEMBI AJIEKTPOHHOTO JoKymMeHToobopora (ACDI/). IlpoGnembl kauecTBa U
cepruduxannu ACI/I.

IIpakTH4eckoe 3aHATHE.
1. ChopmupyiiTe cxeMy TUPEKTOPHH (€€ MaroK, Ha3BaHUH JOKYMEHTOB) JIJIsi OTIEPATUBHOTO XPAHCHUS
JIEKTPOHHBIX JOKYMEHTOB Ha OCHOBE HOMEHKJIATYPBI J€CII.
2. CocTtaBbTe ONeporpaMMy IpoLeayphl OATOTOBKU U CIA4U DJIEKTPOHHBIX JOKYMEHTOB B apXUB
OpraHM3aly.

3aganus AJ151 CAaMOCTOSITEIbHOM PadoThlI.
Ha ocHoBe u3yuenus 1eneBoit heaepaibHoi mporpaMMbl « AneKTpoHHast Poccus» onpenenuTs BeayIme
HarpaBJICHUs Pa3BUTH AIEKTPOHHOTO TOKYMEHTOO00POTA.
Pa3Butue cuctem 3MIEKTPOHHOTO IOKYMEHTOO00pOTa - O/IHA U3 aKTyalbHBIX 3a1a4 B cepe JOVY. Crynenty
HEOOX0IMMO Pa300paTbcs B TOM, KaKe MEphl U Ha KaKUX YPOBHSX YIPABICHUS MPEANPUHIUMAIOTCS IS
BHeApeHus COJl B IpakTUKy yIpaBiIeHUYECKOHN eATeIbHOCTH. [[03HAKOMUBIINCH C TEKCTOM LIEJIEBOI
IIPOrpaMMBI, CTYJEHT JAOKEH 0XapaKTepU30BaTh OCHOBHYIO 11€JIb IIPOIPAMMBI, YYACTHUKOB €€ peaanu3aluy,
CPOKHU peaJli3alliH, a 3aTEM BbIACIUTh ONMCAHHBIE B IPOIrPAaMME OCHOBHBIE HAIIPABJICHUS Pa3BUTHUS
ANIEKTPOHHOTO JOKYMEHTO000pOTa U OXKHUJaeMble pe3ysIbTaThl M0 KaXI0My HampasieHuto. [Ipu stom 3agaua
CTYZICHTA - HE NIEPENUCaTh TEKCT IIPOrPAMMBI, & IIPOAHAIIU3UPOBATE €€ U CAMOCTOATEIIBHO KPATKO
chopMyTUpOBaTh IepeueHb HAIPABICHUH U 0XKUIAEMBIX PE3YyNIbTaToB M0 HUM. CTYIEHT TOJKEH TaKKe
HAy4YMTbCS YETKO pa3rpaHUUMBaTh MOHATHUS «3a1a4nl», «HAIPABICHUSY, «KMEPOIPUATHU.

Tema 14. JlokanabHble cucTeMbl JoKyMeHTo000poTa (I1K-6)
Jlexknus.



JlokyMeHTallMoHHOe obecrieueHue B Oyxranrepuu. HopmaTtuBHbIe HOKyMEHTHI MHHUCTEPCTBAa (PMHAHCOB
PO xak ocHOBa opraHumsaunuu JOKyMeHTOoOopora B Oyxranrepuu. [lepBuuyHBIE y4YeTHBIE JOKYMEHTHI.
YHuuuUpoBaHHAas cuUcTeMa (PUHAHCOBOM, YUYETHOH M OTYETHOH OyXranTepcKod JOKyMEHTAllHH.
OcobenHoctn 00paOOTKM, y4yeTa W XpaHEHUs MEPBUYHBIX YUYETHBIX OyXTaJTepCKUX JIOKYMEHTOB.
TexHnonornu BHECEHHMS H3MEHEHUH B JOKYMEHTBHI. TexHojoruu paboThl C KaapOBOW JTOKYMEHTALUEH.
CocTtaB JOKyMEHTAllMM KaJApoBOH ciykObl. OcobeHHOCTH O¢GOpMIICHHS KAApPOBBIX JOKYMEHTOB.
3aKoHONATEIbHBIE AKThl M HMHCTPYKTHBHBIC MaTepuajbl, perIaMeHTHpYIoIue O(QOopMIIeHHE KaapoBOU
JTOKyMEHTAIMH. JIOKyMEeHTHpOBaHHE OCHOBHBIX IPOLIECCOB JABIKCHHMA KaapoB. Creuumduka paboThl C
TPYZOBBIMM KHIDKKaMH. CHcTeMa yueTa U XpaHEHMs KaJpOBBIX TOKyMEHTOB. DopMHUpOBaHME U XpaHEHUE
JIMYHBIX JIEJI COTPYIHUKOB
IIpakTH4eckoe 3aHATHE.

1. OpopMUTh 1 3aperUCTPUPOBATH MIPUKA3HI O MPpUEME Ha padboTy, 00 YBOJIHHEHUH, BHECTH
COOTBETCTBYIOIINE 3aIIFCH B TPYIOBYIO KHUKKY.

2. ChopmupoBath JTHYHOE JEJI0 COTPYTHUKA
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

OdopMuTh XypHa Al PETUCTPALIMU IPUKA30B 10 JINYHOMY COCTaBY, C/AEJIaTh 3allUCh O perucrpanuu 1
MpHKasa.

KanpoBoe nenonpousBoACTBO BBIACIAETCS B CAMOCTOATEIBHYIO CUCTEMY U 3aKpeIUIseTcs], Kak MPaBHIIo, 3a
otaenoM KaapoB. [loaTomy cTyaeHTy BakKHO YSICHHTb, YTO pPErucTpanisi KaJpOoBbIX JTOKyMEHTOB, B TOM
YHClie IPUKA30B OCYIIECTBISETCS OTAEIbHO OT JPYTUX TIOKYMEHTOB.

JIOKyMEHTBI IO KaIpOBOMY COCTABY SIBJISIIOTCSI COLMAIEHO 3HAUMMBIMU JIOKYyMEHTaMHU U TpeOyroT 0co00it
TIIATEIFHOCTU M aKKYPAaTHOCTHU NP 0(OPMIICHUH, YUETE U XPAHEHUH B TEUCHHE JJTUTEIFHOTO CPOKA.
OcHoOBHasl 4yacTh JOKYMEHTOB, O(hOPMIISIONIMX OTHOLICHHUS PAOOTHUKOB, BOIILJIA B COCTAB
YHU(PUIUPOBAHHOMN CUCTEMBI IEPBUYHON YUETHOI JOKYMEHTALIMH B pa3/iesie yueTa TpyJaa U €ro OIIaThl.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI
4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS
Brictyniienue ¢ noxkiaaaom (KoHTpoJibHBII cpe3)
Tema 3. HopmatuBHO-MeTom4eckas 6aza JJOY
1 KBanudukanmonnele  TpeOGOBaHMA K COTPYIHHKAM Ciy:xk0b1 JJOY.
2 HopmupoBanue  Tpyna B JI€JIONPOU3BOJICTBE.
3 Buael HOpM B 1€JI0NIPOU3BOJCTBE.
4 Pacuer  4HMCIEHHOTO cocTaBa ciyx0s1 JJOV.

5. Bxopsmue 10KyMEHTOIIOTOKH

Tema 6. Peructpanus 10KyMEHTOB

Tema 10. Opranu3zanus TEKYLIEro XpaHEHHUS] JOKYMEHTOB

Tema 14. JlokanbHble CHUCTEMBI JOKYMEHTOO0OPOTA

ITucbmennas padora (IlucbMeHHasi caMoOCTONATEIbHAS PadoTa)
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Tema 2. Uctopus nenonpousBoacTtsa B Poccun

1. CocTaBieHue orneporpaMMbl ABHKEHHUS BXOSIIETO TOKyMEHTA

2.CocraBiieHue ONeporpaMMbl IBHKEHUS UCXOASILET0 JOKyMEHTA

3. CocraBieHue oneporpaMmbl JBUKEHNUS BHYTPEHHETO JOKyMEHTa

4. Pa3pa60TKa CXEMBbI COMIaCOBaHUs, BUSUPOBAHUS, ITOATIMCAHUA PA3JIMYHBIX BUJOB TOKYMCHTOB

5. Pa3pabotka y4eTHbIX (OpM JOKYMEHTOB

Tema 3. HopmatuBHO-MeTom4eckas 6aza JJOY

Tema 4. Opranuzanus ciyx0s1 JJOY

Tema 9. HomeHnknarypa aen: METOIUKA COCTABJICHUS U PUMEHEHHUS

Tema 11. [lonroroBka fen u NOpsAAOK MEpEAAqU €N B ApXUB Ul JaIbHEUILET0 XpaHEHUS

Tema 12. ApxuBHOE XpaHEHUE TOKYMEHTOB H JIEJT

IMucsmennas padora (TeCTUPOBaHME)

Tema 5. Opranuzanus JOKyMEHTO0O0pOTa

Tewma 6. Peructpanusi 10KyMEHTOB

Tema 7. UnpopmaninoHHO-CIIpaBOYHas CUCTEMA MO JOKYMEHTaM OpraHu3aiuu

Tema 8. KoOHTpOJIb 32 UCITOTHEHUEM IOKYMEHTOB

Tema 13. DnekTpoHHBIN TOKYMEHTOOOOPOT OpraHU3auu

IMoaroroBka u 3amura npe3enranuii (IloaroroBka 3j1eKTPOHHOM NMpPe3eHTANNH)

Tewma 5. Opranuzanus JOKyMeHTO000poTa

1. PernamenTanus TpeGoBaHUN K COCTABICHUIO HOMEHKIIATYPbI JIEJI B HOPMAaTUBHO-METOAMYECKUX
JOKYMEHTax

2. DneKTpoHHBIN oduc

3. ABTOMaTH3UpPOBAaHHBIE CUCTEMBI YIIPABICHUS JOKYMEHTaMU

4. KagpoBblil 37IEKTPOHHBINA JOKyMEHTOO0OpPOT

5. Byxrantepckuii 371€KTPOHHBINA JOKYMEHTOOO0POT
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Pemenue npaktuyecknx 3aaayd (BoinosiHeHne NpakTHYECKUX 3aaHUI)

Tema 1. IIpenmer, conep:xanue u 3agauu Kypca «Oprannsanus u texsonoruu J[OVY»
Crioco0b! TOKyMEHTHPOBAHUS
Perucrpanus 10KyMEHTOB (Ha KOHKPETHOM NIPUMEPE OpraHU3aL1H)
KoHTposb 3a McroTHEHHEM TOKYMEHTOB (Ha KOHKPETHOM IpUMeEpe OpraHU3alin)
Texuonoruu JJOY B opranuzanuu

Nk -

TexHonoruu paboThl ¢ JOKyMEHTaMU B OpraHU3aluu
CemuHapckoe 3aHsiTHE

Tewma 2. Uctopus aenonpousBoactsa B Poccuu
dopMupoBaHUE JIe]l B OpraHu3aliy, B €€ CTPYKTYPHBIX MOAPA3ACICHUSIX.
DNEKTPOHHBINA TOKYyMEHTO000pOT B ciryxoe JIOV.

I'enepasibHBIN PENIAMEHT: UCTOPUSA U COBPEMEHHOE COCTOSTHUE
[Tonoxxenue kak BUI JOKyMEHTa

AN

Ponsb pedopm Iletpa I B ucropuu pa3BUTHs 1€I0NPOU3BOACTBA

Tema 3. HopmaruBHo-MeTonmueckas 6aza JJ0Y

Tema 7. MUadopmaniioHHO-CIIpaBOYHAsI CHCTEMA T10 IOKYMEHTaM OpTraHU3aIluu

TecrupoBanue

Tewma 4. Opranuzanus ciyx0s1 JJOY
1. Kakoii TOKyMEeHT periaMeHTHUPYeT AesTenbHOCTh Ciry k061 JIOY B opranuzaruun?
[IpaBuna
[Tpukas
IosoxeHnne
2. Kakue rpynbl GyHKIIUN BBITIOTHSAIOTCS cityx0amu JJIOY?
YIPaBIEHYECKUE, UCIIOIIHUTENBCKHUE, TIOCPEIHUUECKUE
TeXHUYecKHe W ypaBlieHYecKne
TEXHOJIOTMUECKHE, OPraHU3aL[MOHHbIE, KOHTPOJIbHBIE, METOAUUYECKHE
Hay4HbI€, MHCIIEKTOPCKHE, PYKOBOSIIINE
3. Kakoil TOKyMEeHT yCcTaHaBIMBACT MOPSAAOK PAOOTHI C TOKYMEHTaMHU B OpraHU3aIuu?
HNHcTpyKIus 10 TOKYMEHTAHOHHOMY 00eclie4eHUI0 YIpaBJieHus
[Tonoxxenue o paboTe ¢ TOKyMEHTaMU
Pernament paboThl ¢ TOKyMEHTaMu
4. K xaKko# KaTeropuu COTpyJHUKOB OTHOCUTCS JOKYMEHTOBEA?
pyKoBOAMTENb CIyKOBI [IOY
crnenuagucT cayxonl 10Y
TEXHUYECKHUI UCTIOTHUTEIb
5. Kakuie HOpMbI IPUMEHSIOTCS AJIs pacyeTa YUCIEHHOCTH JI€JI0NIPOU3BOJCTBEHHOIO IIEpcoHaia’?
Hopwmpsl BeIpaboTkH
Hopmbl Bpemenu
Hopwme! ynpasnsiemoct
Hopwmsl o6cnmyxuBanus



Tewma 11. [ToarotoBka aen u NOPSIAOK MEPEIAUH 1€ B ApXUB U1 TAJIbHEHIIETO XpaHEHUS

1. YkaxuTe 1B MHCTaHLIMH, COIACOBBIBAIOIIME HOMEHKJIATYPY JI€]1 OpraHU3alluy, IPU YCIOBHH, YTO
JOKYMEHTBI IOCTYIAIOT HA XpaHEHUE B MYHULIUIIAJIbHBINA apXUB?

PykoBonurens opranuzanun
IKCIepTHAs KOMUCCHA OPraHU3alUuH
MyHuuMnaabHbIA apXuB

Cnyx6a JIOY opranuzaruu

2. BeiOepuTe npaBUIIbHOE yTBEPKICHHE:

B kaxnoi opranu3anum J0J1:KkHA ObITh CBOHASI HOMEHKJIATYPA /ieJ1 M HOMEHKJIATYPhI e
CTPYKTYPHBIX NOApa3aeaeHui

B kaxxnoii opranu3zanum 10kHa ObITh CBO/IHAs HOMEHKIIATypa

B kax10if opraHu3anuy 10HKHBI OBITh TOJBKO HOMEHKIIATYPBI JIEJ CTPYKTYPHBIX MOpa3ieIeHui
3. Bribepurte Tpu QyHKIMH, BHITTOIHIEMBIX HOMEHKJIATYPOU /1€ OPTaHU3aIlUH. . .

KOHTpOJIB HCITOJIHCHU TOKYMCHTOB

Yuer nea

Cucremaru3anus 10KyMeHTOB

Iouck 10KyMeHTOB

Pacnipenenenne 10KyMEHTOB 110 CTPYKTYPHBIM IOAPA3ACICHUSIM

4. Kakast U3 HOMEHKJIATyp JeJl yCTaHaBIUBAET €UHBIA COCTAB /1€ U €AUHYIO MHACKCAIIUIO 1T B
KOHKPETHOM OpraHu3aluu?

NupuBuayaibHas HOMEHKJIATYpa /1es

TunoBas HOMEHKJIATypa el

[IpumepHast HOMEHKIaTypa Jaei

5. Bxirowarorcst 11 B HOMEHKJIATypy A€l lle4aTHbIe U3aHus?
na

HeT

4.3 TIpomexxyTouHas aTTecTalus Mo AUCIUILTHHE TPOBOAUTCA B hOpME 3a4eTa, SK3aMeHa

Tunosbie Bonpocskl 3auera (IIK-2, ITK-6)
1. CocTaB coBpeMeHHOI HOpMaTUBHO-MeToan4deckon 0a3bl JIOY (oOmias xapakrepuctuka). Permamenranmst
u yaudukamus JJOV.
2. OcHOBHBIE 3aKOHOaTeIbHBIE aKThl PD B cdepe nHpopManum u JOKyMEHTAITUH.
3. Cuctema 'OCToB Ha 1OKyMEHTaLIUIO.
4. Obmepoccuiickue Kiraccu(puKaTopbl TEXHUKO-2KOHOMHUYECKOM U COIMATLHON HH(POPMAIIUH.
5. TumnoBele HHCTPYKTUBHO-METOAMYECKUE Marepraibl o JJOY.

Tunosble 3axanus s 3adera (IIK-2, ITK-6)
1 KBanudukammonasle  TpeOOBaHUS K COTpyIHUKAM cITyk0b1 JJOV.
2 HopmupoBanue  Tpyda B JEIONPOU3BOJICTBE.
3 Buabl HOpM B JI€TTONTPOU3BOJICTBE.
4 Pacyer  4ymcIeHHOTO cocTaBa ciykobl JJOV.

Tunosbie Bonpocskl 3k3amena (I1K-2, ITK-6)
1. Tlpukaznoe aenonpousBoacTBo Ha Pycu B XV — XVII BB.
2. CocraB COBpeMEHHOI HOpMaTUBHO-MeToanaeckoi 6a3el JJOY (o0mas xapakrepuctuka). PermamenTanms
u yauduxanus J10Y.
3. Bunsi cnyx6 1OV, ux crpykrypa, 3a1a4u U GyHKIIUH.
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4. OpraHuzanusi T0KyMEHTOO0OpOTa B YUPEKICHUU U MTPOOJIEMBI €T0 COBEPIICHCTBOBaHUS (aHATIHN3
CTPYKTYpBI, YYET U COKpaIeHHE JOKyMEHTO000pOTa).

5. Nudopmarmonno-nouckosas cuctema J{OY, ee cocTaB 1 3a7a4u, OpraHu3alysi CipaBOYHbIX KapTOTEK,
UX BUJBI.

Tunosble 3aganusa 1s 3x3amena (IIK-2, I1IK-6)
3ananue 1. [IpoBecTu cpaBHUTENBHBIN aHAIW3 OCHOBHBIX NIEPUOAOB Pa3BUTHUS AEIONPOU3BOACTBAa B Poccun
3ananue 2. [IpoBecTu perucTpanyo BHyTPEHHETO JOKYMEHTA.
3ananue 3. [IpoBecTH perucTpanno UCXOIALIETO0 JOKYMEHTA.
3aganue 4. [IpoBecTH perucTpanuio BXOASIIEro JOKyMeHTa
3ananue 5. [IpeacTaBuTh cXeMy TEXHOJIOTUU PAOOTHI ¢ OOpAIICHUSIMH TPaXKIaH

Tunosbie TeMbl KypcoBbix pador (ITK-2, ITK-6)
JIOKyMEHTOOOOPOT KOMMEPUYECKON OpraHU3aIINH.
Opranuzanust paboTsl C JOKYMEHTaMU (Ha IpUMepe. ...)
TexHomornu paboTHI C TOKYMEHTAMH B ....(Ha MPUMEPE OpraHU3aIINHN )
Opranuzanus 3JeKTPOHHOTO JOKyMEHTO000poTa (Ha mpumepe ...)

Nk -

Homenkunarypa e akiimoHepHbIX 00IIEeCTB.
4.4. llIkana oueHUBaHUS TPOMEKYTOUHOM aTTeCTALMKI

3auer

JleckpunTopsl (YpOBHU) — OCHOBHBIC IPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

I1K-2 Ha nocratrounoM ypoBHE OCYIIECTBIISIET TOKyMEHTOOOOpOTA, MPUEM
U TEpPBUYHYIO  00pabOTKy, pErucTpanuio, KOHTPOJIbL  3a
WCTIOJIHEHUEM, OTIPABKY JTOKYMEHTOB

Ha  pocrarouHOM  ypoBHE  OCYIIECTBISET  CHCTEMATHU3ALUIO
JOKYMEHTOB U (hOPMHUPOBAHHUE /€T, COCTABISET HOMEHKIATYpy Jell,

«3a4TCHO» BelleT HH(POPMALMOHHO-CIIPABOUHYIO paboTy M0 JIOKyMEHTam
OpraHu3aluu
I1K-6 Ha nmocraroyHoM ypoBHE  aHaIM3UpPYEeT JAOKYMEHTALIMOHHOE

o0ecriedeHrne YINpaBJIeHHUA OpraHu3aluel u  pa3padarbiBacT
JIOKQJIbHbIE HOPMAaTHBHBIE AaKThl (MHCTPYKLMH, TOJOXKEHUS) 10

BOIIPOCaM

[IK-2 He ocymecrtBiser TOKyMEHTOOOOpOTa, MPHEM M IEPBHUHYIO
00paboTKy, perucTpainuio, KOHTPOIb 3a HCIIOIHEHUEM, OTIPABKY
JTOKYMEHTOB

He ocymectBnsier cucreMaTu3anuio JOKYMEHTOB U (GOpMUpPOBAaHUE
«HE 3aYTCHO» ner, HE COCTaBIsIeT HOMEHKJAarypy Jell, He  BeJeT
MH(OPMAIIMOHHO-CIIPABOYHYIO pabOTy MO TOKYMEHTaM OpraHU3aliu

[K-6 He amanmusupyer NOKyMEHTAallMOHHOE OOECIeUeHUE YIpaBlICHUS
opraHuszaiyeil u He pa3padarbIBaeT JIOKaJIbHbIE HOPMAaTHBHbIE AKTHI
(MHCTPYKIIMH, ITOJIOKEHMS) IT0 BOIIPOCAM

DK3aMeH
€CKPHITTOPHI (YPOBHH) — OCHOBHBIE TIPU3HAKK OCBOCHUS (TIOKa3aTeITH
Orenka Kommerentim Hleckp peI (YP ) p (
TOCTYKCHHSI pe3YJIBTaTa)
[IK-2 Ha BBICOKOM ypOBHE OCYILIECTBISIET AOKYMEHTOOOOpOTa, MpPUEM H

MEPBUYHYIO 00pabOTKY, PETUCTPAIMIO, KOHTPOJIb 32 HUCIOTHEHHUEM,
OTIIPABKYy TOKYMEHTOB
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Ha BBICOKOM ypOBHE OCYILIECTBIISIET CUCTEMATU3ALUIO JOKYMEHTOB U
«OTIMYHO» ¢dbopMHupoBaHUE €N, COCTABIAET HOMEHKIATypy Jel, BeeT
MH(POPMALMOHHO-CIIPABOYHYIO Pa0OTy MO JOKyMEHTaM OpraHU3aluu

I1IK-6 Ha BpICOKOM ypOBHE aHAIM3UPYET JOKYMEHTAITMOHHOE O0eCIIeUeHUE
VIOpaBJICHUS  OpraHW3alMeidd ©  pa3padarbiBaeT  JIOKAJIbHBIC
HOPMAaTHBHBIE aKThI (MHCTPYKIINH, ITOJIOKEHHs1) TI0 BOIPOCaM

[IK-2 Ha nocTtaro4Ho BBICOKOM ypOBHE OCYIIECTBISIET JOKYyMEHTO00O0pOTa,
IpUeM M TIepBUYHYI0 00pabOTKy, perucTpamnuio, KOHTPOIb 3a
UCTIOJIHEHUEM, OTIPABKY JTOKYMEHTOB

Ha noctarouHo BBICOKOM YpOBHE OCYLIECTBIISIET CHCTEMAaTH3aLUIO
JOKYMEHTOB U (POPMHpOBAHHE 1€, COCTABISIET HOMEHKIATYpy Hed,

«XOPOIIO» BeeT MHGOPMAIIMOHHO-CIIPABOYHYI0 paldoTy TO JOKYMEHTam
OpTaHu3aIIH
ITK-6 Ha gocTaroyHO BBICOKOM YpOBHE aHAIU3UPYET TOKYMEHTAIMOHHOE

obOecrieueHre  yrmpaBieHUS OpraHW3anuded uW  pa3padarbiBacT
JIOKaJIbHBIE HOPMATHBHBIC aKThl (MHCTPYKIMH, IIOJIOXKEHHUS) TIO
BOTIPOCAM

I1K-2 Ha nocratounHoM ypoBHE OCYIIECTBIISIET TOKyMEHTOOOOpOTA, MPUEM
W TEpPBUYHYID  00pabOTKy, pEerucTpamnuio, KOHTPOJIbL  3a
WCTIOJIHEHUEM, OTIPABKY JTOKYMEHTOB

Ha  pocrarouHOM  ypoBHE  OCYIIECTBISET  CHCTEMATHU3ALUIO
JOKYMEHTOB U ()OPMHUPOBAHHUE /€T, COCTABISET HOMEHKIATYpy Jell,

«yIOBIETBOPUTEIILHO BelleT HH(POPMALMOHHO-CIIPABOUHYI0 paboTy M0 JIOKyMEHTaMm
OpraHu3aluu
I1K-6 Ha nmocraroyHoM ypoBHE  aHaIUM3UpPyeT JAOKYMEHTALMOHHOE

obecriedeHrne YINpaBJIeHHUS OpraHu3aluel u  pa3padarbiBacT
JIOKQJIbHbIE HOPMAaTHBHBIE AaKThl (MHCTPYKLMH, THOJOXKEHUS) 10

BOIIPOCaM
[IK-2 He ocymecrtBiser TOKyMEHTOOOOpOTa, MPHEM M IEPBHUYHYIO
00paboTKy, perucTpanuio, KOHTPOIb 3a HCIIOIHEHUEM, OTIPABKY
JTOKYMEHTOB
He ocymecTBiseT cucreMaru3aiuio JOKYMEHTOB U (hOpMHUPOBAHUE
«HEYIOBJICTBOPUTEIBHON aen, HE COCTaBJIseT HOMEHKIATypy JeJl, He  BeIeT

MH(OPMAIMOHHO-CIIPABOYHYIO pabOTy MO TOKYMEHTaM OpraHU3aliu

[K-6 He ananmusupyer NOKyMEHTAallMOHHOE OOECIEeUeHHe YIpaBlICHUS
opraHuszaiyeil u He pa3padarbIBaeT JIOKAJIbHbIE HOPMAaTHBHbIE AKTHI
(MHCTPYKIIMH, ITOJIOKEHMS) IT0 BOIIPOCAM

5. MeTonnueckue ykazaHusi AJ1s1 00y4al0IIUXCS 110 OCBOCHUIO M CHUILTUHBI (MOLYJIs)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlUN CaAMOCTOSTEIBHOM PadOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxkaHueM paboueii mporpammbl nuctuiuimabl (PITJ]), xotopas ompexaenser coaepxaHue, o0bem, a
TaKKe TMOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHnue AUCIUTITMHBD),
«YuebHo-MeTonnyeckoe U HHGOpMAIIMOHHOE 00ecTieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecriedeHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHE AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHO-meTomumueckoe U HH(POpMaLMOHHOE oOecleueHrne AMCHUIUIMHBDY — yKazaHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.



B pazmene «MarepuanbHO-TEXHUYECKOE OOECIEUeHUE TUCIUIUIMHBL, TMPOTPaAaMMHOE OOecrieueHue,
npodeccruoHanbHble 0a3bl MaHHBIX W WH(OPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IMEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
TACIIUATUIMHEL

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOT0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH elle pa3 mpe3eHTanuio Jekunu B cucreMe MOODLe, TOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOIHUTEIbHOU
JTUTEPaTyphl;

- IIPY CaAMOCTOSITEIBHOM M3yYE€HUH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccruoHayibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJIHUTENBHOM JIHUTEPATYpOl SBISETCS IIaBHOM (OpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh pedepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pasMmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCIeKT MOXKeT OBITh BBITIOJIHEH B paMKax paclieuyaTKd BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeaMery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAIUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JHUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HayyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JHUIIb OCHOBHBIE KIIIOUYEBBIC MO3MIIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexomeH1a1iuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelpl MpernoAaBareist co CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme W T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUH, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEKALIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUS TOCTaBIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PallMOHAJIBHOCTH UCIOJIb30BAHUS BPEMEHH, OTBEICHHOIO Ha 3aJJaHUE.
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YCTHBIM OIIPOC MOXKET CONPOBOXAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIIPOCOB MPAKTHYECKOTO 3aHATHUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKM€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllMN: aKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI CONIEPIKAHHUIO, COOTBETCTBHE METOAMYECKAM TPEOOBaHUSIM (IIETTH. CCBHUTKH
Ha PeCypChl. COOTBETCTBHUE CONEPXKAHHS M JIUTEPATyphl), MPAKTHUECKasT HANPaBICHHOCTh, COOTBETCTBHE
CoZIepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTD UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3aqadam,
MOCIIEIOBATEIEHOCTD U JIOTHYHOCTb MPE3CHTYEMOTO Marepuara,

- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpapUKd W aHUMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH OQGOPMIICHHS, ACTETHKA, HCIIOJIIb30BaHHE
BO3MO)KHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- TMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CITOCOOHOCTH. COOIIONEHHIE PErIaMeHTa, SMOIMOHAIBHOCTh, YMEHHUE
OTBETHTBH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIC, TITyOOKHE 1 TIOJHBIC 3HAHUS 110 BCEM pa3JieiiaM IPOTrPaMMBI:
- COIEepKaHHWE BBICTYIUICHUS: JIOTMYHOCTh W3JIOKEHUS Marepuaia, PacKpbITHE TEeMbl, JOCTYITHOCTh
u3nokeHus, d¢pdextuBHOCT, TpuMeHeHus cpeactB  WKT, cmocoObl W yCIOBUSL  TOCTHDKCHHS
pPEe3yNBbTaTUBHOCTH W 3(P(HEKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHOW WM Y4eOHOU
JESITeTbHOCTH, JOKA3aTeIbHOCTh MPUHUMAEMBIX PEUICHUH, YMCHHUE apTyMEHTHUPOBATh CBOW 3aKJIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOAUYecKOe U HHPOPMALIMOHHOE 00ecnieyeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. I'pozosa O. C. JIen0npon3BoaCcTBO : yuebHoe mocobue. - Momxkap-Omna: TIoBOmKCKHMIi rOCyIapCTBEHHbII
TexHosornueckuii yuupepcurtet, 2015. - 124 c. - Tekcr : snexkrponHsii // OBC «YHUBEpcUTETCKas
oubmmoreka onnaiin» [cait]. - URL: http://biblioclub.ru/index.php?page=book&i1d=439196

2. KysnmenoB WM. H. JlokymeHTanmoHHoe o0ecrniedeHue ynpasieHus. JlOKyMeHTOOOOpoT H
JIeTTOTIPOU3BOJICTBO : YUEOHUK U MPAKTUKYM JJIS BY30B. - Iep. U aom; 3-e u3f.. - Mocksa: IOpaiit, 2020. -
461 c. - Teker : anextpoHHsiii // DBC «FOPAWTY [caiit]. - URL: https://urait.ru/bcode/449769

3. A6ynanze /I. I'., Bempsokkuna W. B., Macnosa B. M. JlokymeHTaIimoHHOE 00€CTICUCHNUE YTPABICHUS

MEPCOHAJIOM : YUeOHUK U MPAKTHKYM IS BY30B. - TIep. U J0IT; 2-¢ u3M.. - Mocksa: IOpaiit, 2021. - 370 c. -
Texct : anexrponnsiii // DbC «FOPAUTY [caiiT]. - URL: https://urait.ru/bcode/477699

6.2 JlonosHUTENBHAS IUTEpATYpA:

1. Poroxwun M. IO. JlokymMeHTanmMOHHOE OOECIEYeHHE YIpPaBICHUS : MPAKTHYECKoe mocodue. -
Mocksa|bepmun: Jupexr-Memna, 2014. - 398 c. - Tekct : snmekrponnsiii // OBC «YHUBepcuTeTCKas
oubnuoteka onnaitly» [caidt]. - URL: http://biblioclub.ru/index.php?page=book&id=253705

2. PribakoB, A. E. OcHoBBI nenonpou3BoicTBa : yueOHUK. - 2022-08-04; OCHOBBI AEIONPOU3BOJCTBA. -

Munck: PecniyOnukanckuii HHCTUTYT npodeccronanbHoro oopazoanus (PUIIO), 2016. - 320 c. - Tekcer :
anekTpoHHbii // IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html

3. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIIEUCHHE YMPABIEHUS : yUeOHO-MPAKTHUECKOE MOCOOHe B
cxeMax, Tabmuimax, obpasmax. - 2025-03-25; JlokymeHTannoHHOe obecrieueHue ymnpasieHus. - Cypryr:
CypryTckuii rocynapCcTBeHHBIN Tiegarornueckuii yausepcutet, 2019. - 240 c. - Tekct : anexkrponnsrii // [IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/94291.html

4. Yepnosa C. I'. JlokymMeHTallmOHHOE OOecrieueHne yrnpapieHus : yuebHoe nmocodue. - HoBocubupck: WL

«3050T0# KOMOCY, 2014. - 106 c. - Teker : anexTpoHHbIH // DBC «YHUBepcuTeTCKass OMOIMOTEeKa OHJIAH»
[caiiT]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI
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I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIIINHEC HGOGXO,Z[I/IMO CJICAyoHmICcC MarCpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKHIUOHHOI'O W CCMHUHAPCKOTr0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoMi nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIA UCTIONB3YIOTCS HAOOPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHIEeCKIE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlnmeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUeHHE:

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccronanbhsrii mioc 2007
Omneparmonnas cuctema Microsoft Windows 10

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. Poccuiickast HarmoHanbHas oubnuoreka. — URL: http://nlr.ru
2. Poccuiickas rocynapctBenHas onomuoreka. — URL: https://www.rsl.ru

3. Koncynsrant crymenta. ['ymaHuTapHbIe HAyKH: OJJIEKTPOHHO-OMOMMoreyHass cucrtema. — URL:
https://www.studentlibrary.ru

4. pesunentckas 6udnmuoreka umenu b.H. Enprinna. — URL: https://www.prlib.ru
5. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

6. DIEKTPOHHBII Karajor DyHIaMEeHTaIbHON OnOIMOTEeKN TI'V. - URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

7. FOpaiiT: anexTponHOo-OnbOnHoTeunas cucrema. — URL: https://urait.ru

8. OBC «KOHCYnbTaHT cTyAeHTa»: KoJIeKUuu: MenunuHa. 3npaBooxpaHeHue. ['ymaHuTapHbple HayKd . —
URL: https://www.studentlibrary.ru

9. ObC «YnuBepcurerckas oubamoreka onnaita» . — URL: http://www.biblioclub.ru
10. Hudposoii odpazosarensHblii pecypc IPR SMART. — URL: http://www.iprbookshop.ru
11. CripaBounas npaBoBas cuctema "KorncynbranT mitoc”. — URL: http://www.consultant.ru

12.  VYuuBepcurerckas OuOIMOTEKa  OHJIAWH:  AJIEKTPOHHO-OMOMMoTeyHass cucrema. —  URL:
https://biblioclub.ru

DJIeKTpPOHHAS HH(OPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
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