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I'OCYJAPCTBEHHOE OBPA3OBATEJIBHOE YUYPEXX/IEHUE
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YTBEPX/IAIO
Jlexan akynpTeTa MaTEMaTHKU U
MH(POPMAIIMOHHBIX TEXHOJIOTHMA

H. A. Mouceenko

«20» anpens 2021 r.
M. II.

PaGouass mporpamma yueOHOW  gUCHMIUIMHBI «OpraHu3amuss W TEXHOJIOTHS
AOKYMEHTAIIHOHHOI0 oO0eclneYyeHusl yIPaBJIEHHSA» COCTaBJI€HAa HAa OCHOBaHMU PenepasbHOro
TOCY/IapCTBEHHOTO 00pa30BaTEIBHOrO CTAaHAApTa BHICIIETO O0pa3oBaHUs — OakajgaBpuar IO
HarpaBiaeHuto noaArotoBku 46.03.02 JIokyMeHTOBEAEHHUE W APXUBOBEIACHUE, YTBEPKICHHOTO
nprka3oM MuHuctepcTBa oOpazoBanust U Hayku Poccuiickoit @enepannu ot 29.10.2020 Ne 1343;
['ocynmapcTBeHHOrO 00Opa3oBarenbHOro cranpapra Beiciiero obpaszosanus (I'OC BO) [oneuxoi
Hapomnoit  Pecny6mmku  (IHP) (mpoekta) mo  Hampaeienuto nonaroroBku — 46.03.02
JokymenToBenenue u apxuBoBeneHue; Ilopsimka opranmzanuu  y4eOHOTO —mpolecca B
00pa30BaTeNbHBIX OPraHU3aIUsAX BRICIIETO TpodeccnoHanbsHOTo oOpasoBanws Jlonernkoit Hapoaaoit
PecniyOnuiku, yTBep>KIEHHOro MpuKazoM MuHHcTepcTBa oOpasoBaHuss W Hayku JloHenkoi
Haponanoii Peciy6suku ot 10.11.2017 Ne 1171 (¢ u3MeHEHUSIMH U JOTIOJIHEHUSMHU ); y4EOHOT O IIIaHa
U OCHOBHOH mpodecCHOHANbHONW 00pa30BaTelbHONW MPOTrpPaMMbI  BBHICIIETO 00pa3oBaHUs
HanpaBieHuss moArotoBku  46.03.02  JIokyMEHTOBEJICHHWE ©  apXUBOBEICHUE, MPOQHIIS:
«/lokymeHTOBeieHHE U apXUBOBeAeHHEY, pazpaboTanHbix B ['OY BIIO «JloHenkuii HallMOHATbHBIN
YHUBEPCUTET».

Pa3paboTruunk:
JIOLIEHT Kadeapbl UHPOPMAITMOHHBIX CUCTEM
yIpaBiIeHUs, KaHAUIAT SKOHOMUYECKUX HayK 4. B. ®unarosa

Paboyas nporpamMmma yueOHOM TUCIUIIITUHBI YTBEPKICHA Ha 3aceqaHuu Kadeapbl HHHOPMAITHOHHBIX
CHUCTEM YIPABICHUS

ITporoxoi ot «04» mapra 2021 r. Ne 10

3aBeayromuii kadenpoit H. III. ITonomapeHnko

PaGouass mporpamma y4eOHOW AWCHUIUIMHBI OJ00peHa Y4eOHO-METOAMYECKON KOMHCCHEH
dakynpTeTa MaTeMaTUKH U HH(OOPMAIIMOHHBIX TEXHOJIOTHI

ITporoxoin ot «14» anpens 2021 1. Ne 4

[Ipencenarens yueOHO-METOIUIECKON KOMUCCUHI
(dakynpTeTa MAaTEMAaTUKH M HHPOPMAIIMOHHBIX TEXHOJIOTHI JI. . CensixoBa




1. OBJIACTb IPUMEHEHUA U MECTO JUCHUIIJIMHBI B YYEBHOM ITPOLTECCE

YueOHas JTUCIUIUINHA «Opranuzanus u TEXHOJIOT s
JIOKYMEHTAIMOHHOTO 00CCIICUCHUS YIIPABICHUS» SBISETCS YACTHYHO TPAKTHKO-OPUEHTUPOBAHHOM
JUCIUIUIMHON U OTHOCUTCS K 6a30BOil (00s13aTeNIbHOI) YyacTH 00pa3oBaTelbHON MporpaMMel. s
W3YYCHUS JaHHOW Y4eOHOW IUCIUIUIMHBI HEOOXOIWMBI 3HAHUS W YMEHUs, (GopMupyembie
npeouiecmayrowumMy TUCUUIIMHAME — «JloKyMeHToBeneHney», «Pycckuil S3bIK U KyJIbTypa peun»,
«JloxyMeHTabHas JMHTBUCTHKAY (conymcemesyowumu oucyuniunamu — «Pycckuit si3bIK U KyJIbTypa
peuny, «cTopust 1 OpraHu3aIys rocyIapCTBEHHbBIX YUPEKICHUIN»). SHAHUS U YMEHHS, TOJTYICHHbBIC
B X0/1e M3y4YeHUs JUCHUTLTUHBI «Opranuzanus u TEXHOJIOTHS
JIOKYMEHTAIMOHHOTO OOECTIeUeHUs YIPaBICHUS» SBISIOTCS OCHOBOM UIS U3YUECHUS NOCE0YIOUUX
JUCUHUIUINH: «JlOKyMEHTUPOBAHHUE JACSATEIBbHOCTA MPEANPUSATHS, OpraHU3alud, YUPEKIACHUSNY;
«MHpopMaliOHHBIE TEXHOJOTUU B JOKYMEHTAIIMOHHOM OOECIICUEHUHU YIPABICHHUS U apXHUBHOM
nene»; «ApxuBoBeneHue»; «OpraHu3alMoOHHO-JOKYMEHTAIMOHHOE OOEeCIeUeHUEe ICSITeIbHOCTH
PYKOBOOMTENSA»;, «IIEKTPOHHBIA JAOKYMEHTO000pOoT»; «Apxeorpadus»; «locymapcTBeHHBIE,
MYHUIIMIIAJIBHBIE W BEJIOMCTBEHHBIC apxuBbl»; «KaapoBoe AeNONMpOM3BOACTBO M APXHBBI
JOKYMEHTOB IO JHYHOMY cOCTaBy»; «Opranuzanus paboThl C OOpalleHUsSIMUA TpakIaH»;
«KoHpuaeHIInaTbHOE IETOIPOU3BOJICTBOY; «APXHB OPraHU3aIN»; UCIIOIB3YIOTCS TPU HATHCAHUN
BCEX KYpPCOBBIX paOOT M BBITYCKHOM KBATH(PHUKAIIMOHHON paObOTHI.

2. CTPYKTYPA JUCHUIIJIMHBI

®dopma 00ydeHus

XapakTepucTHKa YIeOHOM AUCIIATUTHHEI

OuHnasg 3aouHasa

HanpaBnenue noaroToBku 46.03.02 JIokyMEHTOBEICHHE U APXUBOBEICHUE

Ipodun JIOKYMEHTOBE/ICHUE U apXUBOBEICHHUE
OO0pa3oBaTebHas IPOrpaMMa Bakanaspuar
Kpanugukanus AkaieMu4eckuii OakaiaBp
KonmuecTBo conepkaTebHBIX MOIYJIEH U TeM 2 (13)

Jucuuriaa 6a30B0# / BapuaTUBHON 9acTH

. ba3oBoii yactu
00pa3zoBaTeIbHON MPOTPaAMMBI

2 MOJIyIBHBIX KOHTPOJIS, 3a4eT B 3-M ceMecTpe,
9K3aMeH B 4-M cemecTpe I O9HOH (popMBI 00yUeHHS,
Ha 2 Kypce Ji1s 3209H0i (OpMbI 00ydeHus

@DopMbI KOHTPOJIS

T'ox moAroToBKH 2 2
Cemectp 3,4 X
KomnyecTBO 3a4€THBIX €IHHMUIL 10 10
KonmuecTBo yacoB Bcero 360 360
BT. 4..
— JIEKIIHOHHBIX 68 12
—MPAKTUIECKHUX FIIH CEMHUHAPCKUX 84 16
—11a00paTOPHBIX 16 4
—CaMOCTOSTENIbHON padoTHI 192 328
B T. Y. MHIUBHIYaJIbHOE 3a/IlaHUe x X
HenenbHoe KOIMYECTBO YacoOB 13; 18,5 X
B T. 4. — QyIUTOPHBIX 9;11 X
— CaMOCTOSITENILHOM paboThI CTy/IeHTa 4:75 X

3. OIMCAHUE JUCHUIIJIMHBI

He.m, N3Yy4YCeHHUSA AUCHHUIIJIHHBI «Opraﬂmaunﬁ H TEXHOJJOIufd AOKYMCHTAIIMOHHOIO
obecmeueHus YIpaBJIC€HUS» — OCBOCHUC OCHOBHBIX IIpaBUJI COBPEMCHHOI'O ACIOIPOMU3BOJACTBA U
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HaNpaBJIeHUH TOCYAapCTBEHHOM perjaMeHTanuu padoTel ¢ qokymeHTamu B Jlonerkoit HapomHoit
PecniyOnuku, a Takke NpUOOpETeHHE 3HAHUI IO OpraHU3alMM CIIyKObl JTOKYMEHTALlMOHHOTO
oOecrnieueHys ynpaBIeHUs U TEXHOJIOTUYU TUIIOBBIX JEJIONPOU3BOACTBEHHBIX OEpaLUil.

3aga4u AUCHMILIMHBI:

— H3Y4EHHE ¥ OCBOCHHE OCHOBHBIX TOHSATHHA JOKYMEHTAIMOHHOTO oOecreueHus
YIIPaBJICHUS, OIIPELIETICHHE COBPEMEHHOIO COCTOSHUSI TEPMUHOCUCTEMBI;

— O3HAKOMJIEHHE CTYJIEHTOB C KpaTKOM HCTOpUEH pa3BUTHUS JOKYMEHTAI[MOHHOTO
oOecrieueHus ynpapiieHus (JeI0NPOU3BOCTBA) U €r0 COBPEMEHHON CTPYKTYpOIA;

— M3yYEHUE OCHOBHBIX 3aKOHOIATEJIbHBIX U HOPMAaTHUBHO-METOJWYECKUX MATEpPHAJIOB II0
JOKYMEHTUPOBAHUIO  YIPABJIECHYECKOW  JEATCIBHOCTH;  CYIIECTBYIOIIMX  CTAaHAAPTOB IO
yIpaBICHUYECKON JOKYMEHTAIUH;

— O03HAaKOMJICHHME CTYJEHTOB C peaji3alueil NPUHIMIOB YHU(DUKALUKM U CTaHAAPTU3ALUU
yIPaBIECHYECKUX JOKYMEHTOB;

— H3y4eHUEe  NPUHLIMIIOB  OpraHu3alMd  JOKYMEHTOOOOpoTa M OpraHu3aluu
JIEJIONPOU3BOJCTBEHHOMN CIIy>KOBI IPEANPUATHH, YUPEXKIEHUN U OpraHu3aluii;

— IMpHOOpETeHNEe TEOPETUYECKUX U MPAKTUUECKUX 3HAHUH MO COBPEMEHHBIM TPeOOBaHUSAM
K OpraHM3allii W TEXHOJOTUU JIEJONpPOU3BOJCTBA HAa OCHOBE MCIIOJIIb30BAHUS KOMIIBIOTEPHOMN
TEXHUKHU;

— YCBOEHHE CTYJCHTaMH IPABWJI COCTABICHUS M O(OPMIICHHS Pa3IMIHBIX YIIPABICHYECKUX
JOKYMEHTOB:  OpPraHM3aLMOHHBIX,  PACHOPAAUTENbHBIX,  CIHPAaBOYHO-UH(POPMALMOHHBIX  C
HCII0JIb30BaHUEM IIEPCOHAILHOTO KOMIIBIOTEPA.

TpeOoBanus k pe3yJabTaramM OCBOCHHS AWUCHMILIMHBI. [Iponecc u3ydyeHus AMCLUIIIMHBI
«OpraHuszanusi U TEXHOJOTUs JIOKYMEHTALIMOHHOTO OOecHedeHMs YIpaBiICHMs» HaIpaBlieH Ha
dbopMupOBaHUE IEMEHTOB cleAyomuX komnerenuuii B coorsercteuu ¢ ®I'OC BO PO, 'OC BO
JIHP (npoexT) mo HampaBieHuio moArotoBku 46.03.02 JlokyMeHTOBEJIE€HHE U apXUBOBEACHHE U
OCHOBHOM IpodeccHoHaIbHON 00pa30BaTeIbHON MPOrpaMMBbl BBICIIET0 00pa30BaHUs HAIPaBICHUS
noarotoBku 46.03.02 JlokymeHTOBeCHHE U apXHWBOBeAeHHE, Mpoduis: «JlokymeHTOBeAeHUE U
apXUBOBEICHUE)!

Ilpogheccuonanvnvie komnemenyuu (I1K):

Crocoben OpPTaHHU30BBIBATH U OCYHICCTBJIATE JOKYMCHTAIMOHHOC obecrieucHHe

[1K-3 .
yIpaBIE€HHUs OpraHU3alnen

NHaukaTopsl JOCTHXKEHHSI KOMIIETEHIMH W pe3yJbTaThl o0yuyeHus. JlocTmkeHue
KOMIIETEHIIMI OI[EHMBAETCSI HA OCHOBE TAKMX MHAMKATOPOB U COOTBETCTBYIOIIUX UM PE3YyIbTaTOB
00yJeHus:

Ipodeccnonanbubie
NupnkaTopsl PesynabTarel 00yueHus
KOMIIeTeHIIM U
[1K-3. Crrocoben [IK-3. U-1. Ymeer | 3HaeT BUBI JOKYMEHTOB CHUCTEMbI OPraHU3alMOHHO-
OpraHU30BHIBATh U OpPraHU30BbIBATh | PACHOPSAUTENbHON TOKYMEHTAUU
OCYIIECTBIISITH JOKYMEHTHUPOBaHHUE | 3HAET PEKBU3UTHI CUCTEMbI OpPTraHU3aI[IOHHO-
JOKYMEHTAI[HOHHOE YIOPABJICHYECKOW | paclopsiAUTEIbHON TOKyMEHTAIUI
obecneueHue JCATENIBHOCTU B 3HaeT 3aKOHOJATENbHYI0 U HOPMaTHBHO-METOINYECKYIO
YIOPABICHUS OpraHu3anuu JTOKYMEHTAIIHNIO, PETIIAMEHTUPYIOIIYIO BEACHNE
opraHuzanuen JIEIIONPON3BOJICTBA
3HaeT nopsAAoK 0hOopMIIEHHS OPraHU3ALMOHHO-
[Ipodeccrnonanbhpiit pacnopsIUTENbHBIX TOKYMEHTOB
cranaapt 07.004 VMeET NPOBOIMT aHAIIM3 OPTraHU3ALMOHHbIX 1
«Crnienuanuct no HOPMATHUBHLBIX JOKYMEHTOB, YCTaHABJIMBAIOIINX IIpaBHIa
YHIpaBJICHUIO co3aHus ¥ 0popMIICHHS JOKYMEHTOB
JIOKyMCHTaLHeH YMeeT mpoeKTUpOBaTh OJaHKH IOKYMEHTOB TSI
OpraHuzanum», A BBIOPAHHO} OpraHU3aIKH




YMeeT cocTaBisTh B OPOPMIIATH JOKYMEHTHI Pa3HBIX
BHJIOB CHCTEMBI OPTaHNU3allMOHHO-PACTIOPSIIUTENBHOM
JIOKYMEHTAIUH
YMeeT OCyIIeCTBIATh ONTUMHU3AIHIO COCTaBa
JIOKyMEHTOB OpTaHU3aI[K U €€ CTPYKTYPHBIX
noApasaeaeHuin
3HaeT NpUHIUTHI U (OPMBI PETUCTPAIH JOKYMEHTOB
3HaeT TEXHOJIOTHIO, POPMBI U CPOKH KOHTPOJIS
WCTIOJTHCHHS IOKYMEHTOB
3HaeT TpeOOBaHMs K OpraHU3alry JOKYMEHTO000poTa B
OpraHM3aIny
3HaeT IPUHIIUIIBI OPTaHNU3ALNHN TPY/Ia
JIEJIONPOU3BOICTBEHHOTO NIEpCOHAJIA
[IK-3. -2. YmeeT | 3HaeT TEXHOJOTHUIO U MTpaBUIa OPraHU3aAINH
OpPraHU30BBIBATh | ONEPATUBHOI'O XPAHEHHsI JOKYMEHTOB
JOKYMEHT0000pOT | YMeeT NpOBOANThL aHAIN3 TANIOB 00Pa0OTKH BXOISIIUX,
OopraHnu3zanuu HCXOOAIIUX, BHYTPCHHUX JOKYMCHTOB B OpraHu3alivin
YMeeT COCTaBISITh CXEMbI MAPLIPYTOB JTOKYMEHTOB
YMeeT mpoBOANTh aHAIN3 00BeMa IOKYMEHTO000pOTa
CTPYKTYPHOTO TIOIpa3AeIICHHsI WIIH OpraHU3aIiH
YMeeT NpoBOJUTh aHAJIN3 JCSATSILHOCTH CIyK0b1 JJIOY
Ymeer opopmitaTs u HGopMHPOBATH JieNa ISl CAAYH B
apXUWB, IPOBOJUTH IKCIIEPTU3Y IICHHOCTH JJOKYMEHTOB,
COCTaBIISITh HOMEHKJIATYPY JIEJN, OTIACH 1T

4. ®OPMBI OPTAHU3ALIUY YYEBHOI'O ITPOLIECCA U COJEPKAHUE
JUCHMUIIIAHBI

Jucuumnnuna «Opranu3anus U TEXHOJIOTUS JOKYMEHTAIIMOHHOTO 00eCTIeueHUS YIIPaBICHUS»
npeaycMaTpuBaeT clieayronme (GopmMbel OpraHu3aluu y4eOHOro mpoliecca: JISKIIUU, TPaKTUYECKUe
3aHsTHSI, Ta00PAaTOPHBIE 3aHATHS, CAMOCTOSATEIbHYIO PaOOTy CTYIEHTOB.

Marepuan H3JIaraercs c HCIIOJIb30BaHUEM 00BSICHUTEIIbHO-UJUTFOCTPATHUBHBIX,
HBPUCTUYECKUX W HCCIEAOBATENIbCKUX METOAOB NpenojaBanus. [lpu mpoBeneHuu nekuuil aiis
06CY)KI[CHI/I$I MaTepHana HII/IpOKO I/ICHOJ'II)SYIOTCSI M}’J'II)TI/IMGJII/II\/’IHI)IG HpCSCHTaHI/II/I, pa3Z[aTOLIHI)I€
MaTepuabl, ClielinaaIbHOEe 000PYAOBaHHUE.

B yuebHOM mporecce MIMPOKO NPUMEHSIOTCS AaKTUBHBIE M WHTEPAKTHBHBbIE (POPMBI
MPOBEJCHNUS 3aHATUH (pa300op KOHKPETHBIX CUTYyallMid, BHITIOJHEHHE 3aJaHuil 10 O(OPMIICHHIO
OpFaHI/ISaHI/IOHHO-paCl'IOpﬂI[I/ITeJ'II)HI)IX )IOKYMGHTOB, }II/ICKYCCI/IZ, HOJ'IeMI/IKa), BHeay,JII/ITOpHaSI
camocTosTeNbHas paboTa, OaNIbHO-PEUTHHTOBAas CHUCTEMa OIICHKH YCIEBAaeMOCTH, JTUYHOCTHO-
OpUEHTUPOBAHHOE 00yUEHHUE.

B yueGHOM mpoliecce HCMONB3YIOTCS HMHTEPHET-PECYpChl 1O JAaHHOMY  KYpCY;
paCCManI/IBaIOTCSI CI/ITyaIII/II/I, MAaKCUMAJIbHO l'[pI/I6J'II/I}KeHHI)Ie K KOHerTHI)IM HpaKTI/IquKI/IM
CUTYaIUsIM, TECThI, CAMOCTOSITEIbHAs paboTa.

CaMOCTOﬂTeHBHaﬂ pa60Ta CTYJIGHTOB Hpe)IYCManI/IBaeT BBIITIOJIHCHUEC I/IHHI/IBI/I)IyaJ'II)HI)IX
3a/laHui, TOJATOTOBKY K TPAaKTHYECKUM U JTa0OpaTOPHBIM 3aHATHSAM, HM3ydeHHE Y4YeOHOU W
METOMYECKOU JIUTEepaTyphl, COCTABIEHNE KOHCIIEKTOB, 3AIUTY MPE3CHTAINI 1 IOKJIA0B.

TemaTnueckuii miian «Oprasu3anus ¥ TEXHOJIOTHS
JOKYMEHTAIIMOHHOT0 o0ecreyeHusl yIpaBJIeHUus»

Tembl ‘ Bomnpocel Tem

Cooeporcamenvnuutii mooyas 1. Texnonozusn u opzanuzayus padbomul ¢ 00OKymeHmamu
1. OCHOBHBIC MTOHSTHS 1.1. Iemnu, 3amaun, coepkaHue Kypca.
JIOKYMEHTAITMOHHOTO 1.2. Oo6mias xapakrepuctuka [OCT P 7.0.8-2013 «CUBH/I.




TeMbl

Bonpocskl Tem

obecrieueHust JlesonpoU3BOACTBO M apXUBHOE 7€710. TepMUHBI U ONPEICIICHUS.

ynpasierus (JJOVY) 1.3. OcHOBHBIE MOHATHS TOKYMEHTAIMOHHOTO 00ECIICUeHHS YITPABICHHUS
(Ienonpou3BOJICTBA).

2. Uctopus 2.1. Or npeBuero Erumnta k [IpeBneii Pycu.

JETTOTIPOU3BOJICTBA C
JPEBHUX BPEMEH 10
1991 r.

2.2. lenonpou3sBoncTBo B [IpeBHeii Pycu.

2.3. Tlpuka3Hoe aenonpou3BOJICTBO.

2.4. Komnnexckoe Jeonpon3BOCTBO.

2.5. MuHHCTEpCKOE JIeT0IPON3BOICTBO.

2.6. Opranmuzanus nenonpounsBoactsa B 1917-1941 rr.
2.7. lenonpousBonctso B 1945-1991 rr.

3. O6mas
XapaKTepUCTHKa
3aKOHOJIATCILHON U
HOPMAaTUBHO-

METOINYECKON 0a3bl
JOVY*

3.1.3akoHomatensHOe perynuposanue JJOV:

3.1.1.Koncruryuus JJHP.

3.1.2. Tpynosoii kogekc — K30T (Vkpauna, B penakimu ot 01.04.2014).
3.1.3.I'paxxnanckwmii kogexc JJHP.

3.1.4.Konekc 00 anMUHUCTPATUBHBIX NMPaBOHAPYIIeHUAX (YKpanHa) u
Yronosusiil kogekc JJHP.

3.1.5.3akon JIHP «O6 undopmannu u HHPOPMAITMOHHBIX TEXHOJIOTHUSIX).
3.1.6.3akon JIHP «O0 31neKTpoHHON TOIIICH.

3.1.7.3akon JIHP «O6 obparieHusx rpakiany.

3.1.8.3akon JIHP «O rocyaapcTBeHHOH rpaxIaHCKOH CIIykOe».
3.1.9.3akon /JIHP «O HOpMATHBHBIX MTPABOBBIX aKTaX.

3.1.10. 3akon JIHP «O rocynapcTBeHHO TaiftHE».

3.1.11. 3akon JHP «O nepcoHalbHBIX JaHHBIX).

3.1.12. 3akon IHP «O Oyxranrepckom ydere v (MHAHCOBOH OTYETHOCTH.
3.1.13. 3akon JIHP «O cucreme rocynapcTBeHHoM ciryk0b1 JloHerkoit
Hapognoit Pecrrybnukmy.

3.1.14. 3akon JIHP «O mexayHnapoaabix qoroBopax Jlonenkoi HapomHoit
PecrryOnukmy.

3.1.15. 3akon IHP «O cpexncrBax MaccoBoil HHGOpMaLIIN».

3.1.16. 3akoH YkpanHns! «O HAIMOHAILHOM apXWBHOM (DOHJIE U APXUBHBIX
YUPEKICHUSIX.

3.1.17. 3akon YkpauHs! «O0 37E€KTPOHHBIX TOKYMEHTaX U 3JIEKTPOHHOM
JIOKYMEHTO000POTEY.

3.1.18. 3akoH YkpanHus! «O KOJIIEKTUBHBIX JIOTOBOPAX U COTJAIICHHAX (B
penaxmum ot 24.07.2013).

3.1.19. 3akon Ykpauns! «O0 0053aTSIIBHOM 3K3EMILIAPE TOKYMEHTOBY.
3.2. ipyrue HITA, pernamenTupyroiue chepy J0V:

3.2.1. TlepeyeHp TUTIOBBIX JOKYMEHTOB, OOPa3yIOIUXCS B TIpoIiecce
JESITEbHOCTH TOCYTaPCTBEHHBIX OPIaHOB U OPraHOB MECTHOTO
CaMOYIIpaBJIEHUS, IPYTUX YUPEKIACHUHN, IPEANPUITUA U OpraHu3alni, ¢
yKa3aHHEM CPOKOB XpaHeHHs HJoKyMeHTOB (YkpauHa) ot 12.04.2012 Ne 578/5.
3.2.2. IlpaBuna paboThl apXUBHBIX MOAPA3eCHUN OPraHOB rOCy1apCTBEHHOM
BJIACTH, MECTHOI'O CaMOYIPABIICHUS, IPEANIPUATUH, YUPEKICHUN U
oprauu3anuii Ne 16.

3.2.3. TunoBasi MHCTPYKLUS 110 JIJIONPOM3BOJICTBY B OpraHax
roCyJapCTBEHHO! BIIACTH, OpraHax MECTHOTO caMoyIpaBieHus JJonernkoi
Hapognoit Pecy6nuku.

3.2.4. llpaBuia npeaocTaBieHus MOUTOBIX ycuyr B Jonenkoit Haponnoit
PecnyOnuxe.

3.2.5. T'ocynapcTBeHHOE PEryIUpOBaHKE ACIONMPOU3BOICTBRA [ TaBHBIM
roCyJapCTBEHHBIM YIIPaBICHUEM JOKYMEHTALIMOHHOIO 00eCTICYEeHUs U
apxusHoro nena JIHP.

3.3. HopmaTuBHO-MeTOIWYECKUE TOKYMEHTBI, periiaMeHTupyomue JOY
(HarmoHampHEIE cTaHIapTH Poccuiickoit Memeparivn).




TeMbl

Bonpocskl Tem

4, Yaundukanus u
CTaHIapTU3AIHS
YIPaBICHYECKUX
JIOKYMCHTOB B
JIOKYMEHTAIIHOHHOM
obecrieueHuN
YIpaBICHUS

4.1. Yaudwukanus yrnpaBlIeHIeCKHX JOKyMEHTOB. Y HUMUITUPOBAHHBIE
CHCTEMBI TOKYMEHTALHH.

4.2. Tlonstus «yaupunupoBanHas GopmMa TOKYMEHTay, «yHU(PUIUPOBAHHAS
cucTtema JoKkyMeHTanum». OCHOBHBIE MPUHIHAIIE pa3padotku Y C/I.
4.3. Knaccudukanuusi ynpaBieHYeCKUX JOKYMEHTOB.

4.5. OcCHOBBI CTaHIAPTU3ALINH:

4.5.1. KpaTkue cBeeHUs U3 HCTOPHUH PA3BUTHS CTaHIAPTH3AINH.
4.5.2. TocynapcTBeHHas (HAIIMOHANBHAS ) CHCTEMA CTAaHAPTH3AINY.
4.5.3. 3amauyn cTaHIapTH3AIINY.

4.5.4. OcHOBHBIC IOHATHSA U ONPE/ICIICHUS B CUCTEME CTaHJapTH3ALNH.
4.5.5. Opransl U CITy>KOBI CTaHJAPTU3AIUH.

4.5.6. HopmaTuBHBIC JOKYMEHTHI [0 CTaHJAPTH3ALINH.

4.5.7. Knaccudukatopsl.

5. Opranuzanus
JTOKyMEHTOOOOopoTa™

5.1. ®opmbI 00IIIETO ASIOTPOU3BO/ICTRA.

5.2. lokymeHTO000pOT.

5.3. JIOKyMEHTOIOTOK.

5.4.O0beM TOKyMEHTOO0O0POTA.

5.5. DneKTpoHHBIH TOKyMEHTOOOOPOT.

5.6. Cucrema 37eKTpOHHOTO JJoKyMeHTooO0opoTta (CO/I).

5.7. TexHOIOTHYECKHUE ITAITBI PA0OTHI C JOKYMEHTAMHU:

5.7.1. PaccMoTpeHure 3TaroB MPOXOKIACHHUS BXOAIIETO JOKYMEHTA.
5.7.2. PaccMOTpeHHE 3TAIOB MPOXOXKACHUS UCXOISIIETO TOKYMEHTA.

6. Peructpanus
JOKYMEHTOB™*

6.1. [TonsiThe, LeNb ¥ MPUHIUITEI PETUCTPALIMN JOKYMEHTOB.
6.2. DopMBI perucTpaly JOKyMEHTOB.

6.3. Mapexcanus JOKYMEHTOB.

6.4. MndopMaimoHHO-CIIpaBo4Hast paboTa ¢ JIOKyMEHTaMHU.

7. Kontpois
HUCIIOTHEHUSA
JIOKYMEHTOB™

7.1.11enb, CYIIHOCTb, 3aJ1a4l KOHTPOJISI UCHIOTHEeHHS. Y clioBHst () (HEKTHBHON
OpraHU3alMy KOHTPOJISI HCIIOTHEHUS. TeXHOI0rnsl KOHTPOJIS HCIIOJTHEHUS
JOKYMEHTOB.

7.2. DopMBI KOHTPOJIS.

7.3.Tlepeynn JOKyMEHTOB, MOIIEKANUX KOHTPOIIO UCITOTHEHUSI.

7.4. CpOKM HCHOJHEHUSI JOKYMEHTOB.

7.5.006paboTKa HCIOTHEHHBIX U OTNPABIISEMBIX JOKYMEHTOB.

8. OnepaTuBHOE
XpaHeHHe JOKyMEHTOB™

8.1. Opranuzanys XpaHeHHs! JOKyMEHTOB.

8.2. HomeHkmnaTypa nei.

8.3. CocraBiieHueE 3arojIOBKOB JIEI.

8.4. YcraHoBIIeHHE CPOKOB XpaHEHUS JIell.

8.5. TunoBbIe ¥ BEJJOMCTBEHHBIE IEPEYHH JOKYMEHTOB 1 UX 3HAYCHHE.
8.6. DopmupoBaHue 1ei.

8.7.Odopmiienue 00I0XKKH JeT1.

8.8. Odbopmiienue nei.

8.9. DkcnepTr3a IEHHOCTH JOKYMEHTOB.

8.10.OkcnieprHas komuccus (LleHTpanbHas 3KCIepTHAsT KOMUCCHS).
8.11.CocraBnenue u opopmIICHHE OIMCEH eIl

8.12.Tlopsiok nepesiauu J1eN1 B apXKUB OPTaHU3alNH.

9. JIokanbHbIE
HOPMATHBHBIC aKThI 10

9.1. MHCTpYyKUMS IO TOKYMEHTAUOHHOMY O0ECTICUEHHUIO YIIPaBIICHHSL.
9.2. Tabenb GopM TOKYMEHTOB OpraHU3AIHH.

JIEJIOTPON3BOJICTBY ™ 9.3. An60oM (hopM JTOKYMEHTOB, IPUMEHSIEMBIX B OpraHHU3aIInH.
10. Opranmzanus Tpyaa | 10.1.Cnyx0a 1oKyMEHTAIIMOHHOTO 00eCIeUeHHs YIIPaBICHUS! B COBPEMEHHBIX
JEeII0NIPOU3BOICTBEH- OpraHHU3alMsIX.

HOTO TIepcoHama™

10.2.1lenu u 3amaun cinyx0b1 JJOY.

10.3. dynkimu cayxos1 JOVY.

10.4.CrpyxTtypa ciryx0s1 JJOY.

10.5. JlomxHOCTHOM cocTaB ciry:k0b1 JIOY.
10.6.Yucnennslii coctas ciy:xos1 JJOY.
10.7.PernamenTanus nestenbHOCTH Cryk0br IOY.




TeMbl

Bonpocskl Tem

10.8.[TpuHIHMITEI OpraHU3aIuy TPYAA.
10.9. ®akTophl, KOTOPBIC BIMSIOT HA OPTaHU3AIIUIO TPY/Ia.
10.10. 3akpeiTHE AeTONPON3BOICTBEHHOTO TOA.

CooepotcamenbHotit MoOyb 2.

Jlokymenmuposanue desamenpnocmu opzaHu3ayuu, RPEONPUAMUL, yUpeHcOeHUs

Tema 11. Cucrema
OpraHU3alMOHHO-
[IpaBOBOM
JIOKYMEHTAIH™

11.1. OcoOGeHHOCTH OpraHU3aIMOHHO-TIPABOBBIX IOKYMEHTOB.
11.2. Ycras.

11.3.Buabl IOa0KEHHIA.

11.4.Buapl HHCTPYKUIUH.

11.5. JlomxHOCTHBIE U pabodre HHCTPYKIIHH.

11.6.Buapl npaBuI.

Tema 12. Cucrema
pacnopsaIuTeIbHON
JIOKYMEHTAIHH™

12.1.Buasl pacropsAuTeNbHBIX JOKYMEHTOB.

12.2. KonneruanabHble OpraHbl B OpraHU3aIInY.

12.3.Bunsr mpukazos.

12.4.OcHoBanus I U3JaHUS IPHUKA30B.

12.5.CnenunanbHbiii OJaHK MpUKa3a.

12.6. YaudunupoBaHabie GOpPMBI IPUKA30B.

12.7.0cobenHocTr 0hopMIIeHHS PEKBU3UTOB MPUKA3a 0 OCHOBHOW U
aIMUHUCTPATUBHO-XO35IICTBEHHOU 1E€ATEILHOCTH.

12.8. AHanM3 OCHOBHBIX OLIMOOK B TEKCTE MPHUKa3a.

12.9.1lomaroBerii anropuT™ co3gaHus (MMOATOTOBKH) MTPHKa3a;

12.9.1. Onpenenenure Bonpoca (BOMPOCOB), IO KOTOPBIM IJIAHUPYETCS H31ATh
npurkas, cOop M aHaJIM3 COOTBETCTBYIOLIEH HH(OpMaIHK.

12.9.2. IlogroroBka nmpoekTa mpuKasa.

12.9.3. CornacoBaHune MpOEKTa MpHUKa3a.

12.9.4. IMoanucanue mpukasa.

12.9.5. JloBenenne nprkasa 10 ucroidHuteneil. OTMeTKa 00 03HAKOMIICHUH C
MIPUKa30M.

12.10.Ocobennoctr ohopMIIeHHS TPUIOKEHHUN K TIPUKA3aM.
12.11.Cpoku XpaHEeHUs U CPOKH JICHCTBUSI ITPHUKa3a.

12.12.3naHrie COBMECTHOTO MPUKA3a.

12.13.OcdopmiteHue BHITMCKHU U3 TIprKasa. [IpaBuiia 3aBepeHust KOMTUH
MpUKas3a.

12.14.OtmMeHa ¥ aHHYIMPOBaHHUE IPUKa3a.

12.15.OcoGennoctu 0hopMIICHHUS PACIOPSIKEHHUS.
12.16.[TpuHIMnuanbHble OTIIMYHS PUKA3a OT PacTIOPsHKEHUSL.

Tema 13. Cucrema
nHPOPMALIUOHHO-
CIIpaBOYHOM
JTIOKyMEHTAITIH ™

13.1. TIpoTokout: o01IMe CBEACHUS.

13.1.1. Knaccudukauus NpoTOKOJIOB.

13.1.2. ®opmynsip npoTOKOIA.

13.1.3. TpeboBanuto k 0QOPMIICHHIO PEKBU3UTOB IMPOTOKOJIA.

13.1.4. Beinucka u3 mpoToKoIa.

13.2. Akt: onpenenenue, BUIbI, GopMyIsip, OCOOEHHOCTH COCTaBICHUS U
odopmiteHusl.

13.3. JloxnamHas 3amucKa: orpeeieHue, BUIbl, (hopMyIisp, 0COOCHHOCTH
cocTaBJIeHUsI U O)OPMIICHHS.

13.4. CnyxeOHas 3amucka.

13.5. O0bscHUTENbHAS 3AIKCKA.

13.6. CipaBku: BHyTpEHHHUE 1 BHELLIHHE:!

13.6.1. CnpaBka ciry>keOHOTO Xapakrepa.

13.6.2. CnpaBka JJUYHOTO XapakTepa.

13.7. Tenedonorpamma.

13.8. 3asBnenue: peKBU3UTHI, 0QOPMIICHHE, BUIBI.
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Crpykrypa gucuunannbl «Opranu3anus U TeXHOJIOTUsSI JOKYMEHTAIIMOHHOI0 00ecreYeHust
ylpaBJieHUs» 110 BHAaM Y4eOHOM 1esiTeJIbHOCTH

KoanuecTBo 4acoB

Ounas ¢popma o00yueHust

3aounasi popma o0yueHus

BT. 4. BT. 4.
Haspanus coaepxare/bHbIX MOAYJIEH U § §
Tem 2| 2|2 2| %4
% ost O I an 3]
Q o = Q o =
o © = 9] o xR
2| E| 282 S| E|&|8e
5| E| 218|585 E| 5|88
2|2 |E|S(S&|a| 2| E|5|S8
Cooeprcamenvhutii mooyas 1. Texnonozusn u opzanuzayus padoomel ¢ O0OKyMeHmamu
1. OcHOBHBIE TIOHSITHSI IOKyMEHTAITHOHHOT O 10 2 2 B 6 10 1 B B 9
o0ecrieyeHus! ypaBJIeHHsI
2. Kpartkast uctopusi A4eI0Npon3BOJCTBA C 12 | 2 o | _ 8 | 12 B B | o
JipeBHUX BpeMeH 10 1991 r.
3. O0mias xapakTepUCTHKa HOPMAaTHBHO-
MeToaudeckoii 6a3sr JJOY* 224616 - 11032271 21 -1
4. YHnUKAIM U CTaHIapTU3ANNS
yIpaBlieHYECKUX JOKYMEHTOB B 181414l _-110]18 1 2 |15
JOKYMECHTAIIHOHHOM 00eCTIeYeHU
yIpaBJICHUS
5. Opranusarys ToKyMeHToo0opoTa™ 14 | 4 | 4 | - 6 | 14 1 2 - | 11
6. Peructpamust ToKyMeHTOB™ 8 2 2 — 4 8 1 1 — 6
7. KoHTpOJIb UCTIONTHEHHUS JOKYMEHTOB™ 8 2 | 2| -1]4 8 1 — — 7
8. OnepaTuBHOE XpaHEHUE TOKYMEHTOB™ 16 | 4 | 4 | — 8 | 16 1 - - | 15
9. JlokanbHbIE HOpl\iaTI/IBHble aKTBI IO 61 alal_1|3s/l16 1 | Z | 15
JIeJIOTIPOU3BOJICTBY
10. Opranuzanus Tpyna . 20 | 6 6 | 8 | 20 1 1 _ | 18
JIEJIOTPOU3BOJICTBEHHOTO TIEPCOHAJIA
HToro no copep:kateJbHOMY MOAYJIIO 1 144 136 |36 | — | 72 |144| 9 8 - | 127
Cooepoicamenvhviit Mooyas 2. /loKymenmupoganue oeamenbHocmu
Op2aHu3ayUU, NPEONPUAMUSL, YUPEHCOCHUS
11. Cucrema O[faHI/ISaHI/IOHHO-HpaBOBOI/I 48 | 4| a | — | a0 48 1 B | a7
JOKYMEHTal1H
12. Cuctema pafHOpH,I[I/ITeJ'IBHOI/I 84 1141221 8 | a0 sa 1 4 2 77
JIOKYMEHTAIH
13. Cucrema I/I}i@opMauHOHHo-CHpaBOqHOH 84 |14 1221 8 | 240 | 84 1 4 o | 77
JOKYMEHTalUH
HToro no coxepkareIbHOMY MOAYJIIO 2 216|132 | 48 | 16 120|216 | 3 8 4 | 201
Bcero uacos 360 | 68 | 84 | 16 |192 1360 | 12 | 16 | 4 | 328

5. TEMATHKA JIEKITMOHHBIX, MIPAKTUYECKHUX U JIABOPATOPHBIX 3AHATHIA

TeMbl JIEKIIHOHHBIX 3AHATHM

KoanuecTBo 4acoB

r‘z‘j‘i Ha3zBanue TeMbI Ouynas | 3aouHasn
¢opma dopma
1 | OcHOBHBIE TOHSITH TOKYMEHTAITMOHHOTO 00CCIICUCHHUS YIIPABICHUS 2 1
2 | KpaTkas ucropust 1eI0npou3BOJCTBA ¢ APEBHUX BpeMeH 10 1991 r. 2 —
3 | OOGI1as xapakTepuCTHKa HOPMAaTUBHO-MeToau4Yeckor 0a3el JJOY* 6 1
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4 | Yaudukanus v cCTaHAAPTH3ALMS YIIPABIECHUYECKUX JOKYMEHTOB B 4 1
JOKYMEHTAIIMOHHOM 00ECIICUeHNH yIIPABICHHS
5 | Opranuzanus foKyMeHTO000poTa™ 4 1
6 | Peructpauus nokymeHTOB * 2 1
7 | KoHTposib HCTIOJTHEHUS IOKYMEHTOB™ 2 1
8 | OneparuBHOE XpaHEHUE JOKYMEHTOB® 4 1
9 | JlokayibHBIE HOPMATHUBHBIC aKTHI IO JICIIONMPOU3BOJICTBY 4 1
10 | Opranm3anus TpyAa ASIONPOU3BOJCTBEHHOTO epcoHana™ 6 1
11 | Cucrema opraHM3allMOHHO-IPABOBOM TOKYMEHTALIMH™ 4 1
12 | Cucrema pacnopsiauTedbHON JOKYMEHTauu™* 14 1
13 | Cucrema HHGOPMAIIMOHHO-CITPABOYHON JIOKYMEHTAITUI ™ 14 1
Bceero 68 12

TekcThI IEKIUil MPUBEAEHBI B JUCTaHIIHOHHOM Kypce Ha miardopme Moodle yauBepcurera
«OMUT. HUCY. OTHAOY Opranuzanusi U TEXHOJOTUSA JOKYMEHTAIIMOHHOTO OOeCIeyYeHus
ynpasienus (Ounarosa)y: http://dl-test.donnu-support.ru/course/view.php?id=723.

TeMbl NPaKTHYECKUX 3aAHATHI

KoanuecTBo 4acoB

lij‘il Ha3spanue TeMbl Ounas | 3aounas

¢opma ¢opma
1 | OcHOBHBIE MOHATHSI JOKYMEHTAIIIOHHOTO 00ecTieYeHus yIpaBIeHUs 2 —
2 | Kpartkas uctopus qeonpon3BOJICTBA C IPEBHUX BpeMeH 110 1991 T. 2 —
3 | OOmras xapakTepuCTHKa HOPMaTUBHO-METOAM4YeCKOM 0a3bl JIOY™ 6 2
4 | YHudukanus 1 CTaHJapTH3aLus YIPaBICHYECKUX JOKYMEHTOB B 4 2

JIOKYMEHTAIlHOHHOM 00€CTIeYeHUH yIIpaBICHHS

5 | Opraauzanusi 1oKyMeHToobopoTa™ 4 2
6 | Peructpanms gjokymMeHTOB* 2 1
7 | KoHTponp ncnosHeHUs JOKYMEHTOB™ 2 —
8 | OnepaTuBHOE XpaHEHHUE JTOKYMEHTOB™ 4 —
9 | JlokanbHble HOPMAaTHBHBIE aKTHI 110 JIJIONPOU3BOJICTBY ™ 4 —
10 | Opranusauus TpyJa JeJONPON3BOICTBEHHOIO IepcoHata™ 6 1
11 | Cucrema opraHM3aIiiMOHHO-TTPABOBOI TOKyMEHTAIUH ™ 4 —
12 | Cucrema pacnopsiiuTeNIbHON JOKYMEHTAIluN™* 22 4
13 | Cucrema nHGOpPMaLIMOHHO-CIIPABOYHOM JOKYMEHTALUU™* 22 4
Bcero 84 16

[Imanpl NpaKTUYECKHUX 3aHATUN C YKA3aHUEM PACCMaTPUBAEMBIX BOIIPOCOB M BBIITOJIHIEMBIX
3aJ]aHu il TPUBEICHBI B IMCTaHIIMOHHOM Kypce Ha mardgopme Moodle yausepcurera « OMUT. UCY.
OTHAOY Opranuzanus ¥ TEXHOJIOTHS TOKYMEHTAIIMOHHOTO oOecnieueHus ynpasieHus (Oumatosa)y:

http://dl-test.donnu-support.ru/course/view.php?id=723.

Tembl 1a0opaTOpHBIX padoT

Ha3Banue TemMbl
n/n

KoanuecTBo 4acoB

Ounas

3aouHad

OCHOBHbIE TOHATHS JOKYMCHTAaIMOHHOI'O obOecrieueHus YHpaBJICHUSA

¢popma

dopma

Kpatkas uctopust 1enonpon3BoCTBa ¢ JPEBHUX BpeMeH 110 1991 T.

OO0m1ast xapakTeprCcTHKa HOPMAaTUBHO-MeToIuuecKkoii 6a3pl JJIOY™*

AIWIN| -

YHubpUKaIus v cTaHAapTH3AIMS YIIPABICHYSCKUX TJOKYMEHTOB B
JIOKYMEHTAI[IOHHOM 00eCTieueHU N YIPaBICHU

Opraam3aius JOKyMeHToo0opoTa™

Perucrpanusi JOKyMeHTOB™

KOHTpOJ'IB HUCIIOJTHCHUA ,I[OKYMCHTOB*

O N O

OHCpaTI/IBHOG XPaHCHHUC ,Z[OKyMCHTOB*



http://dl-test.donnu-support.ru/course/view.php?id=723
http://dl-test.donnu-support.ru/course/view.php?id=723
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9 | JlokaibHBIE HOPMATHBHBIE AKTHI TIO JACIOMPOU3BOJICTBY ™ — —
10 | Opranmzanus TpyAa ASIONPOU3BOJCTBEHHOTO epcoHana™ — —
11 | Cucrtema opraHM3allMOHHO-TIPABOBOM JOKYMEHTAIIMA™ — —

12 | Cucrema pacnopsiIuTeIbHON JOKyMEHTauu™* 8 2
13 | Cucrema uHQOPMAIIOHHO-CITPABOYHON TOKYMEHTAITUH™ 8 2
Bcero 16 4

Conepxanue 1abOpaTOPHBIX PabOT U METOIMYECKHE PEKOMEHAALWU K UX BBITOJHEHUIO
IPUBEICHBI B JUCTAHIIMOHHOM Kypce Ha riatdopme Moodle yausepcurera «OMUT. UCY. OTAIO0OY
Opranu3aiys 1 TEXHOJIOTHsI IOKYMEHTAIMOHHOT0 oOectieueHus yrpasienus (Punatosa)y»: http://dl-
test.donnu-support.ru/course/view.php?id=723.

6. OPTAHU3AIIUA CAMOCTOATEJBbHOM PABOTHI CTYJIEHTOB

OCHOBHBIMHU 33/1a4aMU CaMOCTOSITENIbHONU PabOThl 00yUarOIINUXCsl SABIISIOTCS:

— OBJI3/ICHUE HaBbIKAMHM CaMOCTOSITEJIBHOIO OOyuyeHus, (pOopMHpOBaHUS MOTpeOHOCTEH B
camM000pa30BaHMH;

— OCO3HaHUE, yrayOJeHHe COIepKaHNs U OCHOBHBIX OJIO)KEHUIN Kypca BO BpEMsl YCBOCHHUS
3aKOHCIIEKTHPOBAHHOI'O Ha JIEKIUSAX MaTepuana, ero npopaboTKH Ha NPOTSHKEHUM MOATOTOBKU K
IPAKTUYECKUM U J1a00paTOPHBIM 3aHSTUSM;

— HCHOJb30BAaHHWE MAaTE€pHaJOB, NOJIYYEHHBIX BO BpEMs BBIIIOJHEHHMSI CaMOCTOATEIbHBIX
3aJaHuid, HanmucaHus pedeparoB aas APPEKTHBHONH MOATOTOBKA K MOAYJIBHBIM KOHTPOJBHBIM
3aJJaHUsAM, 3a4€Ty U SK3aMEHY.

CaMmocrosiTenbHasi paboTa CTYAEHTOB MO juciuiuinHe «OpraHu3anuss U TEXHOJOTHUs
JOKYMEHTAIIMOHHOTO ~ O0ECIIEYEHUs]  YNpPaBJICHUS» COAEPKUT CIEAYIoLIMe BHUAbI y4eOHOU
JeSITEJIbHOCTH

1) mepBHYHOE O3HAKOMIICHHE C MaTepUaIaMy JICKIIHUiA;

2) u3yd4eHHe U YCBOCHHUE JICKIIMOHHOTO MaTepuaa;

3) caMOCTOATENbHYI MPOPabOTKy JTHTEPATYPHBIX MCTOYHHKOB M 00OOIICHHE H3yYEHHOT'O
MaTepuana;

4) MOAroTOBKY K MPAKTUYECKUM H JJAOOPATOPHBIM 3aHSITHSM;

5) MOArOTOBKY YCTHBIX OTBETOB Ha BOIIPOCHI ISl CAMOIIPOBEPKHU;

6) MOArOTOBKY K TECTOBBIM 33/IaHUSIM 10 YCBOCHHOMY MaTepuay;

7) MHIMBUIYabHYIO paboTy MO 33IaHUSIM TPEToaaBaTers;

8) MoAroTOBKY K BBIMOIHEHUIO MHCHMEHHBIX MOIYJIbHBIX KOHTPOJIBHBIX paboT;

9) MoOArOTOBKY K 3a4eTy;

10) moaroToBKY K 9K3aMEHY.

KoanyecTBo yacoB

w/n Ha3panue Tembl Ounas | 3aounas
¢popma ¢popma
1 | OcHoBHBIEC NOHATHS JOKYMEHTAIIMOHHOTO 00EeCTICUEeHUsI yIpaBICHHS 6 9
2 | Kparkas uctopusi JeJIoNpon3BO/ICTBA C IPEBHUX BpeMeH 10 1991 1. 8 12
3 | OOras xapakTepuCTHKa HOPMaTUBHO-METOAMYEeCKOM 6a3pl JOY™ 10 19
4 | YHudukauys 1 cTaHJapTH3aLus YIPaBICHYECKUX JOKYMEHTOB B

10 15
JIOKYMEHTAIIHOHHOM 00€CTIeYeHUH yIpaBICHHS

5 | Opranuzanus JOKyMeHTO000OpOTa™ 6 11
6 | Peructparnms 1oKyMeHTOB* 4 6
7 | KoHTposb UCTIONHEHHUSI JOKYMEHTOB™ 4 7
8 8
9 8

8

OmnepatuBHOE XpaHEHUE JOKYMEHTOB™® 15
JlokanbpHbIe HOPMATHBHBIE aKTHI 110 JICIONPOU3BOJICTBY ™ 15
10 | Opranuszanus Tpyaa IeI0MPOU3BOACTBEHHOr0 IEpcoHaia™ 18
11 | Cucrema opraHu3aIiOHHO-TIPABOBOM TOKyMEHTAITHH ™ 40 47
12 | Cucrema pacnopsiiuTeNIbHON JOKYMEHTaIlun ™ 40 77



http://dl-test.donnu-support.ru/course/view.php?id=723
http://dl-test.donnu-support.ru/course/view.php?id=723
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13 | Cuctema nHQOpMAIMOHHO-CIPABOYHON TOKYMEHTAIUN ™ 40 77
Bcero 192 328

ConepxaHue CaMOCTOSTETIBHOM (B T.4Y. HWHIMBUAYaJTbHOW) pabOTHI MO TeMaM M
METOJIUYECKHE PEKOMEHAAIMH IO €€ BBIIOJHECHHIO NPUBEICHBI B JIMCTAHIIMOHHOM Kypce Ha
wiatrpopme Moodle yuuepcutera «O®MUT. HNCY. OTJIOY Oprasuszainuss 4 TEXHOJIOTHS
JTOKYMEHTAIlMOHHOTO obecrieueHus yIpaBIICHUS (dunaTtoBa)»: http://dI-test.donnu-
support.ru/course/view.php?id=723.

7. KOHTPOJIBHBIE BOITPOCHI K TIPOMEXYTOUYHOMN ATTECTALIUA

Bonpocsl k 3auery
Cooeprcamenvhulit mooynw 1. Texnonozua u opzanuzayus padoomot ¢ 00KyMeHmamu

1. OcHoBHBIE MTOHATHS JIOKYMEHTAallHOHHOTO obecrieueHus yIpaBJCHUS
(Temonpon3BOICTBA).

2. PexBH3UT MOKyMeHTa (IOCTOSIHHBIHN, IEpEeMEHHBIN ). DOpMYIIsIp TOKyMEHTA.

3. OOume TpebOBaHUA K TMOATOTOBKE, COCTABICHUIO H OGOPMIIECHHUIO CIIy)KeOHBIX
JIOKYMEHTOB.

4. Tlonartue «OnaHK TOKyMEHTa», TpeOOBaHMsS K HeMy, BUAbI OylaHkoB. Pacmonoxenue
PEKBU3UTOB Ha OJaHKE JOKYMEHTA.

5. IlpaBuna naTupoBaHuUs U MHJIEKCALIUU JOKYMEHTA.

IIpaBuna anpecoBaHus TOKYMEHTA.

Odopmnenne TekcTa JOKYMEHTA.

BayTtpennee corinacoBanue TOKyMEHTOB, BU3UPOBAHHE.
. Bremnee coriiacoBanue 10KyMEHTOB.

10 [lpaBuna mpocTaBieHUS OTMETOK Ha JOKYMEHTE: O IMOCTYIUICHMH JOKYMEHTa B
OpraHu3aluio, O B3ITHH JOKYMEHTA Ha KOHTPOJIb, 00 UCIIOJHEHUN JTOKYMEHTA U HAllpaBJIEHUH €r0 B
JIeI0, 0 HAIMYHMH KOTIMH JOKYMEHTA B 2JIEKTPOHHOU (hopme.

11. TIpaBuna nmoamucaHus JOKYMEHTA.

12. VTBepkIeHue JOKYMEHTA.

13. 3aBepeHue MOKYMEHTOB TMeuyaThl0 opraHu3anuu. [IpaBuma mpocTaBiIeHHUS OTTHCKA
MIeYaTH.

14. TlpencraBieHnue NJOKYMEHTOB Ha PaCCMOTPEHUE M PE30JIIOLUI0 PYKOBOACTBY. IIpaBuia
COCTaBJICHUS 1 OPOPMIICHHSI PE3OJTIOIINH Ha JTOKYMEHTE.

15. Odopmiienne NpUiIOKEHUN K JOKYMEHTY.

16. Opranuzanus AeI0NPOU3BOJICTBA OT npeBHero Erunra k JpesHeii Pycn.

17. HdenonpousBoactso B [peBHelt Pycu.

18. TIpukazHoe AETOMPON3BOJICTBO.

19. Koimexckoe Aemomnpon3BOICTBO.

20. MuHHCTEpCKOE JIEIONMPOU3BOCTBO.

21. Opranmzanus genornponsBojactsa B 1917-1941 rr.

22. JlenompousBoacTBO B 1945-1991 rr.

23. OCHOBHBIE 3aKOHOJATEIbHBIE AaKTHI, PETIAMEHTHPYIOIINE JOKYMEHTAIIMOHHOE
oOecrieyeHue yrnpaBaeHHUs.

24. HopmMaTHBHO-METOJIUYECKHE JOKYMEHTBI, PETIAMEHTHPYIOUIHE TOKYMEHTAIMOHHOE
o0ecrieyeHue yrnpaBiaeHHUs.

25. YHUHUIHUPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH.

26. Knaccudukanus ynpaBieHUECKUX JOKYMEHTOB.

27. Knaccudukaropbl TEXHUKO-DPKOHOMHYECKOW U COITMATbHON MHGOPMAIIIH.

28. OCHOBBI CTaHJAPTU3AINN: OOIIUE TTOJTOKEHHUSI.

29. Kpatkue cBeeHUs! U3 UCTOPUH PAa3BUTHS CTaHAAPTH3ALUY.

30. TlNocynapcTBeHHas (HaMOHAIbHAS) CUCTEMA CTaHIapPTU3ALIUH.

©ooNo


http://dl-test.donnu-support.ru/course/view.php?id=723
http://dl-test.donnu-support.ru/course/view.php?id=723

31.
32.
33.
34.
35.
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3ajauu cTaHIapTU3ALUH.

OcHOBHBIE IOHATHSA U OTIPE/ICTICHUS B CUCTEME CTaHIapTH3aIUH.

Oprasbl U C1y»0bl CTaHJAPTU3ALINH.

HopMaTuBHBIE TOKYMEHTHI 110 CTaHIAPTU3AIUH.

HammonaneHble W MEXOTpaclieBble  CTaHIAPTHI,  perynupyromue  chepy

JACJIOIIPOU3BOJCTBA.

36.
37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47.
48.
49,
50.
Y
52.
53.
54.
55.
56.
S7.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.

DopmbI 001IIETO JeTOTPOU3BO/ICTBA.

[TonsiTrie TOKYyMEHTOOOOPOTA U JOKYMEHTOIIOTOKA.

Y4yer o6beMa TOKyMEHTO000pOTA.

DNEKTPOHHBIN JOKYyMEHT0000poT. CrcTeMa 3JIeKTPOHHOTO JOKYMEHTO000POTA.
[Tpuem 1 nepBuyHast 00paboTKa BXOAAIMINUX JOKYMEHTOB.

[IpenBapuTenbHOE paCCMOTPEHHUE U paclpeiesieHue T0KYMEHTOB.

JIBI>KeHNe BXOSIINX TOKYMEHTOB.

JIBuKeHHE UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

[TonsiTHE, 11E)Tb ¥ IPHHLIUIIBI PETHCTPALINU TOKYMEHTOB.

Wupexcanus 10KyMEHTOB.

@DOpMBI peTUCTpAIH JJOKYMEHTOB.

HudopmaninoHHo-cipaBovyHasi padoTa no JOKyMEHTaM.

Llenp, CymHOCTD, 3a/1a41 KOHTPOJISI HCITOJTHEHHUS.

[lepeynu TOKYMEHTOB, OJIEKALTIUX KOHTPOIIO HCTIOTHEHHUS.

YcnoBus 3¢ (heKTUBHOM OpraHnu3alui KOHTPOJIS UCTIOHEHHS.

TexHOoMorust KOHTPOJIS UCTIOTHEHUSI TOKYMEHTOB.

DOpMBI KOHTPOJIS.

CpoKu HCTIOTHEHUS JOKYMEHTOB.

OO06paboTKa UCIIOJIHEHHBIX U OTIPABJISEMbIX JOKYMEHTOB.

Opranu3anus XpaHeHus T0KyMEHTOB.

Howmenxkiarypa gen.

CocraBieHue 3aroj0BKOB JIe.

YcTaHOBIIEHUE CPOKOB XPAHEHUS JIEI.

dopMHpOBaHUE JIE.

Odopmienue 000K A€

Odopmnenue nren.

DKCIepTH3a EeHHOCTH JOKYMEHTOB.

OkcneptHas komuccus (LleHTpanibHas sKcriepTHas KOMHCCHS).

CocraBnenue 1 0OpMIICHUE OTTUCEH JIeIT.

[Topsimok nepenayn e B apXUB OpraHU3aLUH.

WHCTpYKIIUS TI0 JOKYMEHTAIHOHHOMY O0ECTICUSHHIO YITPaBJICHUSI.

TaGenb hopM TOKyMEHTOB OpraHU3ALIMH.

Anp60M (HOpM JOKYMEHTOB, IPUMEHSIEMbBIX B OpraHU3all1H.

Cnyx0a T0KyMEHTAIlMOHHOTO 00eCTIeYeHUs YIIPaBIEHHs: BAPHAHThl HAUMEHOBAHMUS.
Llenu u 3aauu CITy>KOBI IOKyMEHTAIIMOHHOTO 00eCTIeUeHUs! YIPaBICHNUS.
OyHKIUHU cIyKObl TOKYMEHTALMOHHOTO 00ecrieueH sl yIpaBIeHusl.

CtpykTypa ciyK0bl JOKYMEHTAIITHOHHOTO OOCCTICUCHHS YIIPABICHUS.
JloIKHOCTHOM cOCTaB CiIyKObl JOKYMEHTALMOHHOTO 00ECTIeUYeHHsI YIIpaBJICHUSI.
YucneHHBIH COCTaB CIYKObI TOKYMEHTAIMOHHOTO 00ECTICUSHHSI YIIPABICHUSI.
Pernamenranus 1e4TeIbHOCTH CITY>KObI TOKYMEHTALMOHHOTO 00ECIIeYeHUs yIIpaBICHHSL.
[TpuHIMIIB OpraHU3aKy TPY/Ia IEITOTPOU3BOICTBEHHOTO ITEPCOHANIA.
@DaKTOpbI, BAUAIOMINE HA OPraHU3aINI0 TPY/a JeTONPOU3BOCTBEHHOTO IEPCOHAA.
3aKpbITHE JIETONPOU3BOJICTBEHHOTO IO/1a.



Bonpocsl k 3k3amMeny
Cooeprcamenvhulit MoOyns 2.
JloKkymenmuposanue oeamenbHoCmu Op2anu3ayuu, nPeonPUAMU, yupencoeHus
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1. OpranuzanuonHass (QyHKIMs, KaKk OJHAa W3 BAXHEHWIIUX YIPaBIECHYECKUX (PYHKIIMA.

Oco0eHHOCTH OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB.

2. YcTaB: CTpyKTypa, OCOOEHHOCTH COCTaBIIEHUS U 0ODOPMIICHUSI.

3. Bunel nmonoxenuii, 0COOCHHOCTH COCTABJICHUS U OPOPMIICHUSI.

4. Bunapl HHCTPYKIIHM, 0COOEHHOCTH COCTaBICHHS U O(OPMIICHHUS.
5. Bunel npasu.

6. Buel pacnopsaAUTEIbHBIX TOKYMEHTOB.

7. KomnernanpHble OpraHbl B OpraHu3anuy. BeiOupaeMm pacrnopsauTenbHBbIH JOKYMEHT B

3aBUCHMOCTH OT OpraHa yIpaBJICHHs.
8. Buapl mpukazos.
9. OcHoBaHus Ui U3JaHUS IPUKA30B.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.

3aIllMCOK.

32.
33.
34.
35.

CrenuanbHblid OJaHK TTPUKa3a.

YHauduuupoBaHHble GOPMBI TPUKA3OB.

CocraBnenne 1 oopMIICHUE ITPUKa3a 10 OCHOBHOW JESATEIHHOCTH.

CocraBnenue u opopmiieHHE PUKa3a [0 aIMUHUCTPATUBHO-X 0351 CTBEHHBIM BOIIPOCAM.
AHa13 OCHOBHBIX OIIMOOK B TEKCTE IPUKA30B.

AJNropuUTM CO3/1aHUS MPUKA30B.

CornacoBaHue POEKTa MPUKa3a.

JloBeneHne npukazoB 10 ucnojgHurenae. OTMeTka 00 03HaKOMIICHUH C TIPUKA30M.
[TpaBuia opopMIIeHHUS TPUIOKEHUN K PACHIOPSIAUTELHBIM JOKYMEHTAM.

Cpoku XpaHEeHHUsl U CPOKH JIeMCTBUS IPUKa3a.

OdopmieHne COBMECTHBIX PUKA30B JIBYX OpraHU3aluil.

Odopmiienne BHIMMCKH U3 puKasa. [IpaBua 3aBepeHns: KOMUU JOKYMEHTA.
OTMmeHa ¥ aHHYJIUpPOBaHUE IIPUKa3a.

Co3znanue 1 opopMIIEHHE PACTIOPSHKEHUS.

[TpuHIMNHATBHBIE OTINYXS IPUKA3a OT PACTIOPSHKECHUSI.

CrpykTypa 1 npaBuia opOpMICHHUS BCTYUTEIbHON YaCTH MPOTOKOJIA.
CrtpykTypa 1 nmpaBuiia 0opOpMIIEHHsS. OCHOBHOM YacTH MPOTOKOJIA.

CocraBnenue 1 opopMIIEHUE aKTa.

CocraBnenue u opopmiieHnEe BHYTPEHHEH JTOKIIaIHOM 3aiCKH.

Cocranenue 1 oopMiIeHUE BHEIIHEN JOKIaJHON 3aIMCKH.

CocraBnenue 1 0opMIICHHE CITY>KEOHOM 3aIlUCKU.

OcobeHHOCTH CcOCTaBIeHUsT U OGOPMIICHHUS PA3JIMYHBIX BHJIOB OOBSCHUTEIBHBIX

CocraBnenue 1 oopMiIeHUE BHYTPEHHEN CIIPaBKU.

Cocrasnenne u 0popMIIeHHE BHEIITHEH CITPABKH.

Cocrasinenue u opopmiieHHE Tee(hOHOTPaMMBI.

3asBneHHEe KaK BHUJ JOKYMEHTa KaJpOBOTO JIENONPOW3BOJACTBA. Buabl 3asBICHUN.

OCOOECHHOCTH COCTaBJICHUS TEKCTOB 3asBICHUL.

8. OBPA3EIL 3AJAHUA MOJAYJIBHOI'O KOHTPOJIA

roy BIO IOHEIIKUA HAIITMOHAJbHBII YHUBEPCUTET»

Obpazosamenvuas npoepamma: oaxanaspuam
Hanpaenenue noocomosxu: 46.03.02 /lokymenmoeeoenue u apxusogeoenue
IIpoguns: Jlokymenmogedenue u apxugogedenue

Ounas gpopma odyuenus. Cemecmp: 4
3aounas oopma ob6yuenusa. 100: 2
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Yyebnas ()ucuunﬂuﬂa: 0pzauu3auuﬂ U mexnoiocun 00Kymeumauuounozo

obecneuenus ynpaejienus

MOAYJIbBHAA KOHTPOJIBHAS PABOTA
BAPHUAHT Ne N

1. Buabl HHCTPYKIIHI, 0COOEHHOCTH COCTaBICHUS U OOPMIICHHUS.

2. IIpaxmuueckoe 3a0anue. COTIacHO MOIAHHOW YIIPABIEHYECKONW CUTYAIlUU CO3/1aTh U
0(pOPMUTH KPATKHM MPOTOKOIL.

YTBepkaeHO Ha 3acenaHud Kadeapsl MH(MOPMALMOHHBIX CUCTEM YIPABJICHHUSA, MPOTOKOJ OT
«_» 20 r. Ne .

3aBenyromuii kadeapoit
IIpenonaBarens

H. III. ITonomapeHko
1. B. ®unarosa

9. KPUTEPUU OHEHUBAHUA 3AJAHUA MOAYJIBHOI'O KOHTPOJIA

Cooeporcamenvuutii modyas 1. Texnonozusa u opzanuzayus pabomost ¢ 0OKymeHmamu

JloKymenmuposanue oeamenbHocmu Op2anu3ayuu, NPeOnPUAMU, yupeHcoeHus

Homep 3ananus Koaun4yecTBO 0a/1710B
3amanue 1 3
3agaHue 2 3
Bcero 6 0a/L10B

Cooepirrcamenvuulit Mo0ys 2.

Homep 3apanus KosmnuecTBo 0a/110B
3amanue 1 5
3amganue 2 5
Bcero 10 6ans10B

10. OBPA3EL DK3AMEHAIIMOHHOT' O BUJIETA

roy BIO JIOHEIIKUA HAIIMOHAJBbHBII YHUBEPCUTET»

Obpazosamenvuas npozpamma: oaxanaspuam

Hanpasnenue noocomosxu: 46.03.02 /lokymenmosedenue u apxusogeoenue
Ipoghuns: Jlokymenmogedenue u apxugogedenue

Ounas gpopma odyuenus. Cemecmp: 4

3aounasn ghopma obyuenus. 100: 2

Yuebnas oucyunnuna. Opeanusauus u mexHonNo2us 0OKyMeHmMayuoOHHO20

obecneuenus ynpaejienusn

3K3AMEHAIIMOHHBIA BUJIET Ne N
1. Bujasl mpaBuiL.
2. Cocrariienre U opopmIIeHHE aKTa.

3. IIpakmuueckoe 3a0anue. Co3naiite u opopMuTe MpUKa3, HEOOXOAUMBIN B CIICAyIOMIEH
YIPaBICHYECKON CUTYAIHH.

YTBepxkaeHO Ha 3aceTanny Kadeapsl THPOPMAITMOHHBIX CUCTEM YIIPABJICHUS, TIPOTOKOJ OT
« » 20 1. Ne .
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3aBenyommin
DK3aMeHaTop

Kadeapoi H. . [Toromapenko

1. B. ®unarosa

11. KPUTEPUU OHEHUBAHUSA S9K3AMEHAIITMOHHOI'O 3AJIAHUA

Howmep 3apanus KosaunuyectBo 6a/1110B
3ananue 1 10
3ananue 2 10
3aganue 3 20
Bcero 40 6au10B

12. KPUTEPUH OLHIEHUBAHUA CAMOCTOSTEJBbHOM PABOTBI

Camocmosmenvhas paboma oneHuBaercs B 11 6ammoB B 3 cemectpe m B 4 6aia B
4 cemectpe. B pazpese OTAECTBHBIX TEM OIICHUBAHUE OCYIIECTBISIETCS CIEAYIOIIMM 00pa3oM.

OunennBanue CPC no gucuuninne «Opranu3amnusi 1 TEXHOJIOTUA
AOKYMEHTAIIMOHHOI0 o0ecrevyeHusl yIpaBJeHusD)

Ha3panus coaep:kaTejbHBIX MOIYJIeH U TeM

CPC

Cooepircamenvuwtii mooynw 1. Teopemuko-memo0on02uueckue 0CHO8bl OOKYMEHMOEECOeHUS

Tema 1. OcHOBHBIE TOHATHS TOKYMEHTALMOHHOIO 00eCIeYeHUs
ynpasnenus (JJOY)

2

Tewma 2. Mcropus nenonpou3BoACTBa ¢ JPEBHUX BpeMeH 10 1991 r.

Tema 3. OOGmiast xapakTepUCTUKA 3aKOHOAATEIbHONW U HOPMATHBHO-
Metoaudeckoit 6a3el JIOY™

Tema 8. OnepaTuBHOE XpaHEHHE JOKYMEHTOB™

Tema 9. JlokanbHEIC HOPMATUBHBIC AKTHI 110 I[e.]'IOl'IpOI/ISBO,HCTBy*

Tema 10. Opranuzanus Tpyaa JeJ100pOUu3BOJCTBEHHOIO NepcoHana™

NN N |-

HTtoro mo 1-my coaepkaTeJJbHOMY MOAYJIIO

11

Cooeporcamenvhutit Modyas 2. Xapakmepucmuxka 0moeabHblX U008 U MUNO0E8 0OKYMEHM 06

Tema 11. Cucrema opraHn3allmOHHO-TIPABOBOM JJOKYMEHTAIMN ™

4

HToro no 2-my coepRaTeIbHOMY MOYJIIO

4

13. ”THANBUAY AJIBHOE TBOPYECKOE 3AJIAHUE

KontponbHbIMH (OpMaMH HMHIAMBHYaIbHOH pPabOTHl Mo aucuuiuinHe «OpraHuzanus u
TEXHOJIOTHSI JJOKYMEHTAIIMOHHOTO 00ecrevyeHus YIpaBJIeHUs» MOTYT ObITh cieayrolue: padoTa ¢
JUTEPAaTypHbIMA NEPBOMCTOYHUKAMU TI0 TEMaM COJEP)KATENbHBIX MOIYJIEH;
WHAVBUAYAJIbHBIX HAyYHO-HCCJIEIOBAaTEIbCKUX U MPAKTUYECKUX 3a/laHui, a TakkKe TeCTOB;
MOJATrOTOBKA HAYYHBIX JOKJIAJI0B, pehepaToB U aHAIN3 KOHKPETHBIX CUTYAIH.

NnnuBuayanbHOE 3a7jaHKE BBITIOIHSAETCS C LIE€IbI0 MOBBILICHUS pEHTHHTA.

TeMbl HHAUBUAYAJIbHBIX 3aIaHUM

BBITIOJTHCHHUEC

1. JlIokyMeHTHpOBaHUE KaK OJUH M3 BUA0B IPO(EeCCHOHATBHOMN NesSTEIbHOCTH MEHEIKepa,
HKOHOMHCTA, OyXTanrepa.

2. DTarbl CTaHOBJICHUSA U Pa3BUTHS IEJIONPOU3BOJICTBA B TOCYJAaPCTBE.

3. Cnenuduka peueBoro opopmieHuss JOKYMEHTOB B cepe JeT0NPOru3BOICTRA.

4. lenoBas cdepa Kak 0JJHa U3 OCHOBHBIX c(pep IesATeTbHOCTH YelIOBEKa.

5. HampaBnenus pa3BUTHS COBPEMEHHOI'O TOKYMEHTA.

6. COBpeMEHHBIN JIETIOBON JOKYMEHT M €T0 OCOOCHHOCTH.

7. JlenonpousBoJCTBO B cpepe ympaBiIeHUs: IPOU3BOJCTBOM.
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8. PeueBoii 3THKET B cpepe nenonpon3BoCTBA.

9. PekBU3UT U €ro MECTO B IOKYMEHTE.

10. Iyt cOBepIICHCTBOBAHUS HOMEHKJIATYpPhl KaK CHCTEMAaTH3UPOBAHHOTO TIEPEYHS
Ha3BaHUU Je.

11. HopmoTtBopueckast 6a3a, peryaupyromas pouecchl CO3IaHMs U XpaHEHUs JOKYMEHTOB.

12. UHcTpykuus 1O  JIeJONpPOU3BOJCTBY KaK OCHOBHOM HOPMATHBHO-METOIUYECKHIA
JIOKYMEHT.

13. TunuyHbie OMIMOKYU B CITYKEOHBIX JOKYMEHTAX.

14. I'paduueckue cokpamienus, adbOpeBuaTypsl U I1HdpoBas HHGOPMAIHMS B TEKCTaxX
JIOKYMEHTOB.

15. IlHOCcTpaHHbIE TEPMUHBI B TEKCTAX TOKYMEHTOB.

16. [Ipouenypa nepeaayn JOKYMEHTOB B apXHB.

17. ®opmupoBanue nen. [IpaBuiia xpaneHnus aei.

18. Pe3omionus kak nuHopmanus o AanpHen e padboTe ¢ JOKYMEHTOM.

19. IleuaTp KaK PEKBU3HT JTOKYMEHTA.

20. PabGoTa ¢ JOKyMeHTaMH, COAEPKAIIMMU KOMMEPUYECKYIO TallHYy.

21. CocTaBUTh CXEMY [BWKCHUS JIOKyMEHTOB II0 aIMHHHCTPATUBHBIM H KaJpPOBBIM
BOIIPOCaM.

22. PazpaboTtka OwW3HEc-TNIaHA IO YCTPAHEHHIO Y3KHX MECT JOKYMEHTAI[HOHHOTO
oOecrieueHus ynpaBiIeHUs Ha NPEANPUATUH.

23. Pa3paboTka MojI0kKeHUs O JOKYMEHTAIIMOHHOM CITy»X)0e.

24. TlocTpoeHne CXeMbl JOKYMEHTO00OpOTa, Tabelns TOKYMEHTOB M pacyeT TPYIOEMKOCTH
paboThI ¢ JOKyMEHTaMU KadeIpsl (Jpyroro CTpyKTYpHOTO MOAPA3IeIICHUS YUPESIKICHNUSA).

25. IIpoBeeHne uccieq0BaHus AeATeILHOCTH CcTapuiero tadopaHTa kadeapsl (BHIIOTHEHUE
JOJKHOCTHBIX ~ O0s3aHHOCTEH,  MCMOJb30BaHUS  pabouero  BpeMEHH, JOKYMEHTHbIE U
0€3/10KyMEHTHbIE KOMMYHHKALIMHU, OpraHn3alus pabovyero Mecta 1 €ro TEeXHUUECKOe OCHAIIIEHUE).

14. KPUTEPUU OLHEHUBAHUSA NTHANBUAYAJIBHOI'O TBOPYECKOTI' O 3AJIAHUSA

1. Llenb: HACKONBKO YETKO chopMyTupoOBaHa.

2. CTpyKTypa: JOTHYHOCTH H MOCIIEI0BATEILHOCTD U3JI0KEHHS MaTepHaia.

3. AprymeHranus: 000CHOBaHHOCTb, YO€IUTENbHOCTh, HAINYHE MOJ0KUTEIbHON OLIEHKU U
BO3MOYXHOH KPUTHKH, CEPHE3HOCTh HAYYHBIX HCTOYHHUKOB.

4. Hay4HbIil MOMCK: MCIIOJIb30BaHME COOTBETCTBYIOLIECH JUTEpaTyphl, 00BEM MPOBEAEHHBIX
HAay4YHBIX HCCJIEOBAaHUM.

5. SI3bIK pabOThI: HOHATHOCTH, TPAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOPUECKOE OTHOLIEHHE K 0TOOPY, 00paboTKe MaTepuaioB, HATUYHE
OpPUTHUHAIBHBIX BBIBOJIOB.

7. Ilpe3eHTanus: CTpyKTypa, HarJasiJHOCTb, COJEPKAHUE.

8. BricTymieHne: BBICTYNMAIONINI CBOOOHO BIAJEET COJEPKAHHEM, SICHO W T'PaMOTHO
u3JaraeT MaTepual, CB0OOOTHO U KOPPEKTHO OTBEYAET Ha BOIPOCH U 3aMEYaHUs ayJUTOPUN, TOTHO
YKJIaJIbIBA€TCS B PAMKH persiaMmeHTa (7 MUHYT).

15. KPUTEPUH OLIEHUBAHMS OBIENA YCIIEBAEMOCTH

B Teuenune cemectpa oOyuaromuiics MoxeT 3apaboraTh Oamnibl (B OOIIEH CIOXKHOCTU
MakcumyMm 100 GaioB) 3a cleayromye BUAbI eI TETbHOCTH:

1) BBIMIOJHEHHE TPAKTUYECKUX U JTA0OPATOPHBIX 3a/IaHU;

2) HamMcaHHe MOIYJIbHONW KOHTPOJIBHOM paboTHI;

3) aKTUBHOCTH Ha 3aHATHSX (OMPOC, TECTUPOBAHKE, AHATIN3 KOHKPETHBIX CUTYAIUH ),

4) BBINOJHEHHE UHIUBHUIYATbHBIX TBOPUCCKHX 3a/IaHHI, HAMTKCAHKHE JOKIA0B U pedepaToB
(GoHyCHBIEC OaIITBI);
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5) orBeT Ha 3auTeTe (IK3aMEHE).
OrneHka 3HaHMKM CTYACHTOB IpoBOAUTCA 1Mo 100-0amapHOM IIKajge COrIacHO CISAYHOIINM
KPUTEPUSIM:

Coneparenbubie Bup pa6orsl Bajiabl
MOYJIH
OpranuzanvoHHoO-yueOHas paboTa CTyIeHTa B ay IUTOPUN 63
Co;[epx(aTeanHﬁ CamocTosTenpHas pa60Ta 11
MOIyJb 1 MoynbHas KOHTpOJIbHAS paboTa 6
HNToroBoe codecenoBanue (3a4er) 20
OO01mii uTor 100
. OpranuzanroHHo-yueOHas paboTa CTyIeHTa B ay IUTOPUU 46
ConeprxarenbHbIi
MOJIYITH 2 CamocTrosrenbHas pabora 4
MonynbpHas KOHTpOJIbHAS paboTa 10
JK3aMeH 40
OO0mmii utor 100
Iopsaok oneHnBaHUA Y4eOHBIX JOCTHKEHUH 00yaIO M XCH
OLeHKa 110 Onenka o 100- OreHka 1o rocy1apCTBEHHOM IIKalie
mkane ECTS | OGamnpHoil mikane sK3aMeH, auddepeHIInPOBAHHbIN 3a4eT 3a4eT
A 90-100 5 (OTJIMYHO) 3a4TEHO
B 80-89 4 (xoporio) 3a4TCHO
C 75-79 4 (xopor1io) 3a4TEHO
D 7074 3 (YIOBJICTBOPHUTEIIHLHO) 3a4TE€HO
E 60—-69 3 (YAOBJIETBOPUTEINIBHO) 3a4TEHO
FX 35-59 2 (HeyIOBJIETBOPHUTEIHHO) C HE 3a4TCHO
BO3MO)KHOCTBIO TOBTOPHOM aTTeCTaIlluu
F 0-34 2 (HeyIOBJIETBOPUTEINILHO) C HE 3a4TEHO
BO3MOYXHOCTBIO TTIOBTOPHOM C/Ia4y¥l TIPH
YCIIOBUU 00s13aTeTbHOTO Habopa
JIOTIOJIHUTEILHBIX 0aJlJIOB

16. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLECCA

VY4eOHble 3aHATHS MPOBOAATCS B §-M yueOHOM kopmyce (. JoHenk, yi. UentocKuHIEB,
1. 198a) ynuBepcureta. st mpoBeaeHHs! JIEKIIMOHHBIX, TPAKTUYECKUX U JIAOOPATOPHBIX 3aHATHH
Tpedyercs ayauTopusi, 0OOpyJAOBaHHAS MEJIOBOM WM MapKEPHOW JTOCKOW, MYJIbTHUMEIHIHHBIM
IPOEKTOPOM M IKPAHOM, HOYTOYKOM, KOMIUIEKTOM Y4eOHOW MeOenu JUIsl CTYIEHTOB, PabourM
MeCTOM TpernoaaBarens. Beixoa B IHTepHET MPOBOIHON MK ¢ MCHoIb30BaHueM Wi-Fi.

JU1st caMOCTOATENbHOM PabOThI HCIIONB3YIOTCS TEKCTOBBIE U 3JIEKTPOHHBIE pecypcbl HayuHoit
OMOIMOTEKH YHUBEPCUTETA U IPYTHX AJIEKTPOHHBIX OMOIMOTEUHBIX 0a3 TaHHBIX.

B npouecce o0yueHHst CTyA€HTHl UMEIOT BO3MOKHOCTh MCIIOJIb30BaTh y4eOHbIE MaTepHaIIbI
no nucuuiuiiHe «OpraHu3ans U TEXHOJOTHs JOKYMEHTAI[MOHHOTO OOeCHeueHusl YIpaBICHUS»,
pa3meneHnbie Ha ratgopme Moodle IenTpa nucranironHoro oopasosanus 'OY BITO «/IorHY».
C ucrnosib30BaHUEM PeCypcoB IUIaTHOPMBI TUCTAHIIMOHHOTO 00pa30BaHMsI TaK)Ke OCYIIECTBISAETCS
TEKYIIUI KOHTPOJIb 3HAHUM CTYJEHTOB.



17. PEKOMEHJTOBAHHAS JIUTEPATYPA
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Ne
n/n

HaumenoBanue

Koua-Bo
IK3eMILISAPOB
B OMOJIMOTEKE

JOHHY

Hanu4yue
3JIEKTPOHHOMI
BepPCHHU B
9BC

Ocnosnasn numepamypa

Jlenonpon3BoACTBO o0pa3siibl, JIOKYMEHTHI,
opraHm3anus u TexHoyiorus padotsl / [B. B. 'anaxos u
np. ; nox pea. U. K. Kopneesa, B. A. Kyapsiesa]. — 3.
3-e. — Mockaa : [IpocmekT, 2015. — 479 c.

1

[Tanexa, }O. I. JlokymeHTyBaHHSI B MiANPUEMHUIIBKIN
cdepi (31 3pa3kamMu CydacHUX JOKYMEHTIB) : HaBY. MMOCi0.
st Bunl. Hapd. 3aki. / FO. 1. [Tanmexa. — Kuis : Jlipa-K,
2010. — 509 c.

20

[Tanexa, 1O. 1. Opranizariis 3arajgpbHOTO JI1JI0BOJICTBA : (31
3pazkamu cydacHuX minoBux mnamnepis) / FO. L. [Tanexa. —
2-re Buna. — Kuis : Jlipa-K, 2009. — 457 c.

15

[Torpe6nas, JI. [lenonpousBoacTBO, KAKUM OHO JIOJKHO
obITh / JI. [TorpebHas. — 2-e uzn. — XapokoB : dakrop,
2008. — 413 c.

Ounatora, . B. Meroaudeckue pekoMEHIAIMA K
CaMOCTOATENIbHOM paboTe CTYACHTOB HAaIpPaBJICHUS
MOATOTOBKHU «/{0KyMEHTOBEIEHUE U ApPXUBOBEICHHE 110
JTCITUTUTNHE «Opranuzanus " TEXHOJIOTHS
JOKYMEHTAI[MOHHOTO 00ecrieueH s YIpaBIeHUs» OYHOU
U 3a04HON (QopM OOy4eHHS C HOPMAaTUBHBIM CPOKOM
o0y4yeHMs, OYHOH U 3a04yHOM (opM o0O0ydeHHus C
COKpalleHHbIM cpokoMm oOyuenust / 1. B. ®unarosa,
A. B. Jlengen ; Jloneukwuii Hau. yH-T, ®ak. MaremMaTuku
u uaopM. texnonoruii, Kad. uadopm. cucrem ymp. —
Honenxk : JouHY, 2016. — 29 c.

Jlononnumenvnaa numepamypa

Brnacosa, E. E. CoBpeMeHHBII 1e0BOM JAOKYMEHT
Opranuzanus AeI0npoU3BOJICTBA U JOKYMEHTO000pOTa
Ha npeanpusituu / E. E. Bnacosa. — X. : Koncynbt, 2004.
—212c.

Hemun, 10. M. Jlenonpoussoactso : [loaror. cmyxeo0.
nokymenTtoB / 0. M. lemun. — 2-e u3g. — CII6. u ap :
[Tutep, 2005. — 224 c.

Enusaseruna, T. M. Jlenonpon3BoacTBO Ha
KOMIThIOTEPE [cocT. nmoxkymeHnToB. Opr. paboOTHI.
Benenue yuera] / T. M. EnuzaBetruna, M. B. Jlenucosna.
— 3-e m31. — M. : Kyaum-o6pa3s ; CII6. : ITurep, 2005. —
299 c.

Konsma, M. T, JlenompousBonactBo, Oyxrantepus H
aHanM3 OM3Heca Ha KomIbloTepe : [yued. mocobue s
pabOTHHKOB CIIY)KO JEJIONPOM3BOJICTBA, CEKPETapeH,
PYKOBOJIUTENEH, CTYAEHTOB BY30B 3KOH. mpoduis] /
M. T'. Konsma. — Honernk : BAO, 2003. — 285 c.

19
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10

Kpacasun, A. C. JlokyMeHTanmMOHHOE oOecreueHne
yIpaBJIEHUS  KaJIpaMmu npakt.  mocobue  /
A. C. KpacaBun. — M. : UHOPA-M, 2003. — 191 c.

15

11

MutpodanoBa, B. B. KagpoBoe menomnponsBoacTBo B
KoMMepueckor opranusanuu / B. B. Murpodanosa. —
Mocksa : 9k3amen, 2005. — 143 c.

12

[Tanexa, }O. I. Opranizamiss cy4yacHOTO JUIOBOJICTBA :
HaBy. moci0. ans cryn. By3iB / FO. L. Tlanexa. — KuiB :
Kongop, 2007. — 190 c.

13

[Tanexa, FO. . Kymbrypa ninoBoACTBa B CydYacHHUX
ycTaHOBax  YKpaiHU:  CTaHOBJICHHS,  TEXHOJIOTIs,
oprasizaiisi, KepyBaHHs : aBToped. auc. Ha 3100. HAYK.
crym. kana. ict. Hayk (07.00.10) / IO. I Ilanexa ;
Jlepk. koM. apXiBiB YKpaiHu ; YKp. H.-1I. IH-T apX. CIIpaBU
Ta noKkymeHTo3HascTB. — K., 2005. — 18 c.

14

WNudopmanoHHbIE TEXHOJOTHH M CHUCTEMBI B OOJIACTH
JOKYMEHTOBEJIEHUS M apXUBOBEACHMS @ MaTepHalIbl
VIII MexaynaponHoi HAy4HO-IIPAKTUYECKOU
koHpepennmu / [penkon.: J. H. I'pubkoB u 1p.] ;
'OV BIIO «/lonenkuii HallMOHAJIBHBIA YHUBEPCUTETY ;
OI'bOY BO «KpacHogapckuit roCy/1apCTBEHHBIN
UHCTUTYT KynbTypb» ; @OI'BOY BO «OpnoBckuii
roCy1apCTBEHHBIN UHCTUTYT KYJIbTYPBD» ;
'Oy BIIO JIHP «JIyranckui HallMOHAIbHBIN
yHuBepcuter  uMeHn  Tapaca  IlleBueHko»
'OV BIIO JIHP «JIyranckui HallMOHAIbHBINA
yHUBepcuTeT uMeHHn Brnamgumupa [Hamsa». — JloHenx :
[JouHVY], 2019. — 150 c.

15

WNHdpopmanoHHbIE TEXHOJOTHMH M CUCTEMbI B OOJIACTH
JIOKYMEHTOBE/ICHUS u apXUBOBE/ICHUS

VIl MexnayHapoHas Hay4YHO-IIpaKTU4ecKas
koH(pepennus / [penkon.. B. H. Aunpuenko (mpen.) u
ap.] ; Jonenkwmii Han. yH-T ; JIyraHckuil Hal. yH-T UM.
T. IlleBuenko ; KpacHomapckuil roc. yH-T KYJbTYpHI ;
OpinoBckuil roc. yH-T KyJabTypbl. — Jloneuk : JonHY,
2018. - 78 c.

16

WNHdopmanoHHbIe TEXHOJIOTHH U CUCTEMbI B OOJIACTH
JOKYMEHTOBE/IEHUS M apXUBOBEACHMS : MaTepHabl
VI MexaynapoaHoit Hay4HO-IIPAaKTUYECKOU
koH(pepennun / [penkon. B. H. Auapuenko (mpen.) u
ap.] ; T'OY BIIO «/loHeukuit Hal. yH-T»
'OV BIIO «JIyranckuii Han. yH-T» ; KpacHomapckuii
roc. yH-T KyasTypsl. — [loneuk : JlouHY, 2017. — 71 c.

17

WNHudopmaninoHHble TEXHOJIOTUU M CUCTEMBI B 001acTu
JOKYMEHTOBEIEHNUS M apXUBOBEACHMS @ MaTepHalbl
V MexnyHapoaHoit Hay4YHO-TIPAaKTHYECKOU
koH(pepentuu / [penkon. B. H. Auapuenko (mpen.) u
ap.] ; T'OY BIIO «/loHeukuid Hai. YH-T»
I'OY BIIO «Jlyranckuit Hall. YH-T» ;
OI'AOY BO «tOxnbriit  denep. yH-T». — JloHenk
JouHY, 2016. - 80 c.
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18

«Iadopmarriiini TEXHOJIOT11 1 CHUCTEMHU B
JIOKyMeHTO3HaB4id cdepi», MikHapogHa HAYKOBO-
npaktuuHa KoHpepenmis (4 ; 2014 ; JloHemnsk).

Marepianu..., 02 kBitHst — 04 kBiTHs 2014 p. / [penkon.:
B. M. Aunpienko (ronoa) Ta iH.] ; JloHenbKkuit HaIl. yH-
T ; AKaJ. eKOH. HayK YKpainu ; Har. akan. kep. kaapis
KYJIbTYPH 1 MUCTEIITB ; BilopychKa pect. Cijika FopuCTiB
(binopycep) ; Cunespkuii TexHon. yH-T ([Tonbmma). —
Honenpk : [lonHY, 2014. — 137 c.

19

«ladopmaniiini TEXHOJIOT11 i CUCTEMHU B
JOKyMEHTO3HaBUild cdepi», MixHapoaHa HAYKOBO-
npaktuyHa KoHpepenuis (3 ; 2013 ; JloHeusk).

Marepianu..., 03 kBiTHs — 05 xBiTHs 2013 p. / [penxour.:
B. M. Annpienko (ronosa) Ta iH.] ; JloHenpkuii Hail. yH-
T ; Akaj. ekoH. HayK Ykpainu. — [oneusk : JJounHY,
2013. - 143 c.

20

«Indopmartitini TEXHOJIOT11 1 CHUCTEMH B
JIOKyMeHTO3HaB4id cdepi», MikHapoIHA HAYKOBO-
npaktTuuHa KoHdepenmis (2 ; 2012 ; JloHemnsK).

Marepianmu..., 03 kBitHs — 05 kBiTHs 2012 p. / [penkon.:
B. M. Annpienko (rosiosa) Ta iH.] ; JloHenbKuit Hail. yH-
T ; Akaj. ekoH. HayK Ykpainu. — [loneusk : [JonHY,
2012. — 137 c.

21

«JlokymMeHTOBEIEHUE, apXUBOBEJCHUE u
nH(pOpPMAaLMOHHAs JEeSATEIbHOCThY, BY30BCKas Hay4Has
koH(pepenuus (2016 ; [oneuk). JlokymeHTOBeIeHHE,
apXMBOBEJICHUE W HUH(POPMALMOHHAS JEATeIbHOCTb
MaTepuaiabl BY30BCKON Hay4dHOH KOH(EpEHUUH II0
UTOraM Hay4HO-HCCIIEJ0BATENbCKON paboThl CTYICHTOB
HampaBJieHUs1 «/{oKyMeHTOBeIeHIE U apXUBOBEICHUEY /
[penkon.: B. H. Augpuenko, 3. M. Muponosa] ;
I'OY BIIO «/loneukuii Hain. yH-T». — JloHeuk
'OV BIIO «JlouHVY», 2016. — 105 c.

22

«JloKyMeHTOBEICHHE, apXHUBOBEJICHUE U
uHpOpPMALMOHHAs JESATEIbHOCTbY, BY30BCKas HayuyHas
koH(pepenuus (2015 ; [oneuk). JlokymeHTOBeaeHHeE,
apXMBOBEJCHUE W HWH(POPMALMOHHAS EATEIbHOCTD

MaTepuaigbl BY30BCKOM Hay4HOH KOH(EpEeHUUH IO
UTOTaM Hay4YHO-HCCIIE0BATENbCKON paboThl CTYICHTOB

CTIEIUATBHOCTH «JlokyMeHTOBeIeHHE u
nHPOpPMAllMOHHAsA  JEATENbHOCTH»  /  [pelKoiL.:
B. H. Aunpuenko, 9. N. Muponosa] ;
'Oy BIIO «/loneukuit Har. yH-T». — JloHeuk

oY BIIO «JlouHVY», 2015. — 130 c.

23

30ipHMK MaTepialiB BY3iBCbKOi HayKOBOi KOH(epeHIii
32 TIACYMKaMHd  HAyKOBO-JOCTIIHHUIBKOI  poOOoTH
CTY/ICHTIB cHemiagbHOCTI «JlOKyMEHTO3HaBCTBO Ta
iHdopmartiiina gisupHICTEY : (JloHensk, kBiTenb 2013 p.)
/' [peaxon..  B.H. Aunpuenko, E.I. Muponosa,
I. K. Canuupka] ; JloHeupkuit Ham. yH-T. — JloHEUbK :
JouHY, 2013. - 98 c.




22

24 | 30ipHEK MarepianiB BY31BCbKOi HayKoBOi KOH(epeHITii 1 -
3a MJICYMKaMd  HAyKOBO-AOCTIIHHUIBKOI  poOOTH
CTYJICHTIB CIleLiaJIbHOCTI  «JlOKyMEHTO3HAaBCTBO Ta
iH(popMariiiHa niseHICTY : (JoHenpk, kBiTeHs 2012 p.)
/" [pemkon.:  B.H.Anapuenko, E.I. Muponosna,
I. K. Canuubka)] ; JloHeubkuid Hail. yH-T. — JlOHEIBK :
JlonHY, 2012. - 85 c.

25 | 30ipHMK MaTepiaiiB BY31BCbKOi HAyKOBOi KOH(epeHIil 1 -
32 TIACYMKaMHd  HAyKOBO-JIOCTIIHHUIIBKOI  poOOTH
CTYICHTIB CHemiadbHOCTI «JlOKYMEHTO3HaBCTBO Ta
iHdopmarriiina TSTTEHICTBY / [penxon.:
B. H. Aunpuenxo, E. I Muponosa, I. K. Canumpka] ;
Joneupbkuii Hall. yH-T. — JloHeusbk : FOro-Boctok, 2010.

—123 c.
26 | Jenompouspoactso. — 2007— . — Mocksa : JlenoBble 19 -
kommyHuKauu. — 2007— . — Beixoaur 4 pasa B rof.

2007, Ne 14 ; 2008, Ne 14 ; 2009, Ne 14 ; 2010, Ne 1 ;
2011, Ne 34 ; 2012, Ne 1-4.

18. UYH®OPMAIIMOHHBIE PECYPCbI

1. T'ocynapcTBeHHass HHPOPMAIIMOHHAS CHCTEMa HOPMATHUBHBIX MPABOBBIX aKTOB : MOpTA /
MunucrepctBo toctuiuu Jlonerkoir Hapoauoit Pecnybmuku. — Jlonenk, [2016— ]. — URL:
https://gisnpa-dnr.ru (nata oopamenwus: 10.04.2021).

2. O6 ytBepxkaeHnn THUMOBOW MHCTPYKIMH TIO JENONPOM3BOACTBY B  OpraHax
rocy/1apCTBEHHOM BJIAacTH, OpraHax MecTHOro camoynpasiieHuu Jloneuxoit Haponnoit Pecyonuku :
nocranoBienne Cosera MunuctpoB JHP ot 16.10.2015 Nel9-27 // Houeukas Hapomnas
Pecniyonuka : oduumansHbiii caiit. — URL: https://dnronline.su/download/postanovlenie-soveta-
ministrov-dnr-19-27-ot-16-10-2015-g-ob-utverzhdenii-tipovoj-instruktsii-po-deloproizvodstvu-v-
organah-gosudarstvennoj-vlasti-organah-mestnogo-samoupravlenii-donetskoj-narodnoj-re/  (nara
obpamenus: 10.04.2021).

3. Bcepoccuiickuii Hay9HO-HUCCIIEA0BATENLCKUN HHCTUTYT IOKYMEHTOBEICHUS U apXUBHOTO
nena (BHUUJAJ]) : odunmansueiii caiit / BHUUJAJZ. — Mocksa, [2001- ]. — URL:
www.vniidad.ru (mata obpamenus: 10.04.2021).

19. IPOTPAMMHOE OBECIIEYEHHUE

1. Windows 7 PRO (kopriopartusHas sunensus JOHHY Ne 46484614);

2. Microsoft Office (kopnioparuBnas sutien3ust JJOHHY nunensus Ne 46472919);

3. Microsoft Visual Studio (nunensus mporpammbl DreamSpark mist BbiCHIMX yueOHBIX
3aBEJICHUN );

4. Jlnnensuu GPL nyst cBo6ogHOTO TporpaMMHOro odecneuenus: AutuBupyc Kacnepckoro,
Libre Office, Adobe Acrobat Reader, XPDF, Paint.NET.



