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1. OBJIACTH HIPUMEHEHUMA U MECTO JUCHUIIJIMHBI B YYHEBHOM ITPOLHECCE

VYuebnast mucuurmHa «OpraHu3anist U TEXHOJOTHS JOKYMEHTAlMOHHOTO OOeCTeueHHS
yhOpaBieHUs» sABiIgeTCs 0a30BOM uacThio MpodeccHnoHalbHOTO OJoKa AMCHMUILIMH IO
HanpasyieHuto noAarotoBku 46.03.02 «/loxkymeHToBeneHue u apxuBoBeneHue». M3yuenue
JAaHHOW  JIMCUUIUIMHBI ~ OCHOBBIBaeTcsi Ha 0a3e  AuCHMIUIMH:  «JlOKyMEHTOBeIeHUue»,
«JlokyMeHTaNbHAs TUHTBUCTHKAY, «PYCCKUIl SI3bIK M KYJIbTYpa peun» U (OPMHUPYET OCHOBY IS
OCBOCHMS JUCUUIUIMH: «ApxuBoBeneHue», «KagpoBoe 1enonpou3BOACTBO U apXUBbI
JOKYMEHTOB 10 JIMYHOMY COCTaBy», «OpraHuzamysi CEKpEeTapcKoro oOCTyKHBAHUS»,
«/loxymeHTanbHble HMH()OPMALMOHHBIE CHCTEMBI», «IJIEKTPOHHBIH  JIOKYMEHTOOOOPOTY,
«["ocymapcTBeHHBIE, MYHHUIMIAIbHBIE M BEAOMCTBEHHBIE apXuBbl», «HpOpMaLMOHHbIE
TEXHOJIOTHH B IOKYMEHTAlMOHHOM OOECIICUEHUH YIIPABICHUS U APXUBHOM JIEJIe.

B paGoueii nmporpamme y4eOHON AUCUUIUIMHBI UCTIOIB30BAHBI HOPMAMUBHbIE CCHLIKU HA
CJEeIYIOLINE CTAaHAAPThl U HOPMATHUBHO-TIPABOBBIE AKTHI:

— I'OCT P 7.0.8-2013. Cucrema cranmaptoB mo wuH(popMamuu, OHOIMOTEYHOMY U
uznatensckomy geny (CHUBUJ). Jlemompou3BoacTBO W apXWBHOE [en0. TepMHHBI U
OIIpEIEIICHNUS;

— TunoBas MHCTPYKUHMS IO JEJIONPOU3BOJICTBY B OpraHax IOCYJAapCTBEHHOW BIIACTH,
opraHax MecTHOro camoymnpasienun Jlonenkoir Hapomnoit PecnyOmmkm (yTBepkIeHa
noctanosienuem Cosera Munuctpos JTHP ot 16.10.2015 Ne19-27).

2. CTPYKTYPA JUCHUIIJIMHbI

Xapakmepucmuka y4eoHoi Oucyuniunbl
HanpaBneHnue noaroToBKu 46.03.02 «JlokymMmeHTOBECHUE U
OO6pa3zoBarenbHas IporpaMMa OakanaBpuaT
Kpanudukanms aKaJeMHUYCCKH OakaIaBp
KonnuecTBo coepKaTeabHbIX MOyIEN 2
Jucuumnirna 6a30Boii / BapuaTUBHOM YacTh
00pa30BaTeNbHOM MPOrpaMMbl

0a3oBas 4yacTh MPo(ecCHOoHATLHOTO O10Ka

2 MOJyJbHBIX KOHTpOJIs, 1 3auer,

®opmsl kouTpoua (MK, sk3ameH, 3auer) | HCEMEHHELH SK3aMEH

ouHas (popma 3aouHas Gpopma
Moxasaten oOyueHus o0OyueHus
HOpMAT. |  yCKOp. HOpMar. YCKOD.
CpOK CpOK CpOK CpOK
KosmgecTBo 3a4eTHBIX eMHUIL (KPEIUTOB) 8 8 8 8
["'ox moAroToBKM 2 2 2 2
CemMectp 3,4 3,4 — —
KonnuecTBo yacos: 288 288 (AP) 288 288 (AP)
—  JJEKIIMOHHBIX 68 — 12 —
— TPaKTUYECKUX, CEMHUHAPCKHUX 66 — 14 —
— J1ab0paTOPHBIX 16 — — —
—  CcaMOCTOSITEIbHON pabOThI 138 288 262 288
B T. 4. MHJAWBUIYAIBHOE 33aJaHHE — - - —
HenenrHoe KOMHMYECTBO YacoB, 8,9 — — —
B T. 4. ayTUTOPHBIX | 3,6 — — -

AP — akagempasHuia




4
3. OIIMCAHME JJUCIHUITIJINHbI

Ileau v 3a1a4u

Henp aucuumiuHel — (QOPMUPOBAHME KOHLENTYalbHO-WH(OOPMALIMOHHOW MOJENU H
HEOOXOIUMBIX MPAKTUYCCKUX HABBHIKOB YIIPABJICHHS JOKYMEHTAMU (JIOKyMEHTAIUEH ).

3aa4yu TUCHUIUINHBIL

— O3HAKOMJICHUE CTYICHTOB C HMCTOpPUEH pPa3BUTHs JTOKYMEHTAIIMOHHOTO O0OECIeYCHUS
yIpaBJeHus (IeT0NPOU3BOICTBA) U €r0 COBPEMEHHON CTPYKTYPOIA;

— W3y4eHHWE U OCBOCHHUE OCHOBHBIX TOHSATHH JOKYMEHTAI[MOHHOTO OOeCredeHUs
yIpaBieHUS, ONPeIeJIeHHEe COBPEMEHHOTO COCTOSIHHUSI TEPMUHOCHUCTEMBI;

— NpUOOpPETCHHE TEOPEeTUYECKMX H MPAKTUYECKHX 3HAHWW 10 COBPEMEHHBIM
TpeOOBaHUSIM K OpraHU3alliy JIeJOMPOU3BOJICTBA HAa OCHOBE MCIIOJIb30BAHHUS KOMIIBIOTEPHOU
TEeXHHKHU;

— YCBOGHHME CTyJEHTAaMU TIPaBWJ COCTaBlIeHUS M  O(OpPMIICHUS  Pa3IUYHBIX
VIPaBICHYECKUX  JOKYMEHTOB:  OPraHU3allMOHHBIX,  PACIOPSIUTEIBHBIX,  CIPABOYHO-
WH(OPMALIMOHHBIX, OKYMEHTOB MO JIMYHOMY COCTaBy C HCIOJIb30BaHUEM MEPCOHAIBHOIO
KOMITBIOTEpA.

TpeOoBanus K pe3yJibTaTaM 0CBOEHHS JMCUMILIMHBI. [Ipoliecc n3yueHus AUCIMILTUHBI
HampapJiecH Ha (OPMHPOBAHHE DSJIEMEHTOB CJCIYIONIMX KOMIICTEHIIMA B COOTBETCTBUU C
tpeboBanussMu ['OC BIIO no wnampaenenuto moarotoBku 46.03.02 JlokymeHTOBeneHuEe u
ApXWBOBEJACHHE ¥ OCHOBHOW 00pa3oBaTebHOW MPOrpPaMMBI  BBHICIIETO  0Opa3oBaHUs
HarpaBjeHus: noAroToBku 46.03.02 JlokyMeHTOBEIEHUE U apXUBOBEICHHE!

a) oouwexynomypuoix (OK):

— CIOCOOHOCTH K caMOOpraHu3aiuy u camooopaszosanuio (OK-7);

— CIMOCOOHOCTH K MCIOJIh30BAaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPEJICTB MOJTydeHUS,
xpaHenusi, nepepabotku uHGopmarnuu (OK-10).

0) oowenpogpeccuonanvnvix (OIIK):

— BiajgeHWe O0a30BBIMH 3HAHUSAMH B o00nacTd WHGOPMAIMOHHBIX  TEXHOJIOTHMA
(mporpaMMHBIE  TPOAYKTHI, HWCIOJb3yeMbIe B  YIPABICHUM JOKYMEHTAMH, CHCTEMBI
BIEKTPOHHOT'O JOKYMEHTO000POTa, TEXHOJIOTHU CKaHUPOBaHHs JokymMeHTOB) (OITK-2);

— BJIaJICHUEC HAaBBIKAMHU WCIIOJIH30BAaHUS KOMITHIOTCPHON TEXHWKH W WH(OPMAIMOHHBIX
TEXHOJIOTMIl B TMOUCKE UCTOYHUKOB M JUTEPATyphl, UCMOIH30BAaHUU TMPABOBHIX 0a3 NaHHBIX,
COCTaBJICHUH OHONMorpaduueckux u apxuBHbIX 0030poB (OITK-4);

— CIOCOOHOCTh pellaTh CTaHAApTHBIE 3a7auud TpPodEecCHOHATBHONW AESITeTbHOCTH Ha
OCHOBE MH(OpMalMOHHON 1 Oubnuorpaduyeckoil KyabTypbl ¢ IpUMEHEHHEM HH(OPMAIMOHHO-
KOMMYHHUKAITIOHHBIX TEXHOJOTMH MU C Yy4E€TOM OCHOBHBIX TpeOoBaHUN WHGOPMAIMOHHOMN
6e3zonacHocTu (OITK-6).

6) npogpeccuonanvnuix (I1IK):

HAYYHO-UCCTIe008aMENbCKASL 0esAMeNbHOCMb !

— BIIaJiCHUE 3HAHUSAMH OCHOBHBIX TMpoOJeM B O0OJACTH JIOKYMEHTOBEICHHS W
apxuBoBeaenus (ITK-3);

— CIMOCOOHOCTh CaMOCTOSITENILHO paboTaTh C Pa3NMUYHBIMH UCTOYHUKAMU HH(OpMAINH
(TIK-4);

— BIAJEHUE TEHACHIMSIMH Pa3BUTUS  HMHYOPMAIMOHHO-TOKYMEHTAIIMOHHOTO |
obecrieueHus ynpasieHus u apxusHoro jaena ([1K-5);

— CMOCOOHOCTh aHAJTM3UPOBATH IIEHHOCTh JJOKYMEHTOB ¢ 1ielibto uX XpaHenus (I1K-8);

MEeXHON02UYEeCKas 0esIMelbHOCb.

— BIIaJICHUE HaBBIKAMU HUCIOJb30BAaHUS KOMIBIOTEPHON TEXHUKU M WH(OPMAIMOHHBIX
TEXHOJIOTUH B JIOKYMEHTAIHOHHOM OOecrieueH!n yrpasieHus u apxuBHoM jene (I1K-14);

— BIIaJICHUE TMpaBUJIAMH OKCIUTyaTallud TEXHUYECKUX CPEACTB M CIIOCOOHOCTHIO
HCIIOJIb30BaTh TEXHUYECKHE CpPEJCTBAa B JOKYMEHTAI[HOHHOM OOCCIICYCHHH YIIPABJICHUS W
apxuBHoM jene ([TK-16);
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— BIQJICHUE COBPEMEHHBIMH CHCTEMaMH HH(GOPMAIMOHHOTO UM  TEXHHYECKOTO
o0ecrieueHns JTOKYMEHTAllMOHHOTO oOecrieueHusi ymnpaBieHUs u ynpaieHus apxuBamu (I1K-
18);

— CIOCOOHOCTh HCIIOJIB30BAaTh IMpaBUJIa MOATOTOBKHU YIPABIECHUYECKHX JOKYMEHTOB H
BejieHus aesnoBoit nepenucku (ITK-19);

— CIOCOOHOCTh HCIIOJIB30BAaTh IMpaBWJIa OpraHU3allMd BCEX OTamoB paboThl ¢
JOKYMEHTaMU, B TOM 4Hcie apxuBHbIMU nokymeHTamu (I1K-20);

— BIJIaJIcHUE HAaBBIKAMU COCTABJICHHS OMHUCEH eI, MOArOTOBKH Jied K Iepeiaye B apXuB
OpraHu3alliy, TOCYAapCTBCHHBIN Wik MyHUIUNaIbHbIN apxuB (ITK-21);

— BIIaJIcHUE HaBBIKAMH TOJTOTOBKU YIPABICHUYECKHX TOKYMEHTOB U BEJICHUS JEJIIOBOM
nepenucku (I1K-25);

OpP2aHU3AYUOHHO-YNPABIEHYECKAsl 0esIMelbHOCMb.!

— CMOCOOHOCTh OPraHU30BBIBATH PA0OTY CIYKOBI JOKYMEHTAIMOHHOTO O0eCIeYCHHUS
yIpaBJIeHUs] ¥ apXuBHOro XpaHeHus gokymentos (ITK-30);

— crnocoOHOCTh pa3palaThiBaTh JIOKAJbHbIE HOPMAaTUBHBIE AaKThl M HOPMAaTUBHO-
METOJUYECKHE JOKYMEHTHI MO BEACHHIO HH(DOPMALMOHHO-TOKYMEHTAllMOHHOTO OOecreueHus
yrpasienus u apxuBnoro jena (I1K-31);

— BIIaJICHUE 3aKOHOJATENbHOM M HOPMaTUBHO-METOAMYECKON 0a3oi MHGOpPMAIMOHHO-
JOKYMEHTAITMOHHOTO  OOECTICYeHHs YNpaBJICHUS H  apXUBHOIO Jeja, CIOCOOHOCTBIO
OPHEHTHPOBATHLCS B IIPaBOBOI 0aze cMekHbIX obnacteit (ITK-32);

NPOEKMHAsL OesIMENbHOCIb:

— BIIaJicHUE TMPUHIUIAMH M METOJaMU YIOPSAOYEHHs] COCTaBa JOKYMEHTOB U
uH(opMmarronHbix nokasareneit (I1K-43);

— BJIJICHUE METO/aMH ONTUMH3ALUH JOKyMeHTOonoTokoB (ITK-45);

— BIIQJICHUE HABBIKAMHM ONTHUMH3AIMH COCTaBa JOKYMEHTOB M HH(OPMAIMOHHBIX
IIOTOKOB, COKpaieHus ux koauuecrsa (ITK-48);

— CIOCOOHOCTh COBEPILIEHCTBOBATh JOKYMEHTAllMOHHOE oOecnieuenue ynpasiaeHus (I1K-
50).

B pe3yabTare nzydyeHus yueOHOi JUCHUNJIMHBI CTYAEHT H0JIKEH :

3Hamb HOPMATHBHYIO 0a3y JOKYMEHTAI[MOHHOTO OOecleYeHusl YNpaBieHHs; OCHOBHbIE
TEPMHHBl U OIpeNeJeHus] B 00JIacTU JeJONpPOU3BOJICTBA; KJIACCU(UKALNIO CIIYKEOHBIX
JIOKYMEHTOB; ~ aBTOMATHM3MPOBAaHHBbIE KOMIBIOTEpHBbIE TEXHOJIOTMH B cdepe oOrmiero
JIEJIONPOU3BOJCTBA M YNPABJICHMS; OCHOBHBIE BHJAbI U PA3HOBUIHOCTH OPraHU3alMOHHO-
IPaBOBBIX, PACTIOPAUTEIbHBIX, WH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB; OCHOBHBIE BHUJIbI U
Pa3HOBUIHOCTU JJOKYMEHTOB IO JINYHOMY COCTaBY; IpaBujla COCTABJIEHUS MNCEM MHOCTPAHHBIM
napTHepaMm; TpeOOBaHUS K M3rOTOBJICHHIO OJaHKOB JIOKYMEHTOB; COCTaB pPEKBU3UTOB
JIOKYMEHTOB; IpaBWJia U TpeOOBaHUS K COCTABJIEHUIO U O(OPMIICHUIO PEKBU3UTOB B Pa3HBIX
BUJAX OPraHU3allMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB; TpeOOBaHUSA K OPOPMIICHHIO TEKCTOB
CIy’)K€OHBIX  JIOKYMEHTOB; TEXHUKO-opdorpapuueckue mpaBUjia HalUCAaHUS  TEKCTOB
JIOKYMEHTOB; OCHOBHBIE€ IIPaBUjIa KOMIIBIOTEPHOIO Ha0Opa TEKCTOB JJOKYMEHTOB; TpeOOBaHUS K
JOKYMEHTaM, KOTOpbl€ M3rOTaBIMBAIOT C TmoMoulblo KoMmmbioTepHoi TexHuku (I1K);
OpraHu3aIuio PabOTHI CO CIYKEOHBIMU JJOKYMEHTaMH (TIpUeM, MTPEeIBAPUTENILHOE PACCMOTPEHHE
JOKYMEHTOB, TIOPSIIOK 00pabOTKH BXOMASIINX, UCXOAAIINX U BHYTPEHHUX JOKYMEHTOB, TIOUCK U
XpaHeHHEe JOKYMEHTOB U T. I1.);

ymems TPUMEHATh 3aKOHOJAATEIbHBbIE aKTbl, HAlMOHAJIbHbIE CTAaHIApPThI, JpYrue
HOpPMAaTUBHBIE U METOJMYECKHE JOKYMEHTHI B cdepe AeT0NpOon3BOJICTBA; CUCTEMATU3UPOBATh
VIPaBICHUYECKYI0  JOKYMEHTAlMI0 10 Pa3IMYHBIM  KJIACCU(UKALHMOHHBIM  MpPU3HAKAM;
OpPraHU30BBIBATh PALIMOHAIBHOE JBIKEHHE JTOKYMEHTOB B OpraHH3alMsIX pasIndyHbIX (opm
COOCTBEHHOCTH; MPUMEHATH MpaBUiIa KOMIBIOTEPHOro Habopa mpu o(OPMIEHHHM PA3IUYHBIX
BUJOB TEKCTOBOI'O MaTrepuaia; BHEIPSITh KOMIIBIOTEpPHbIE TEXHOJOIMHM aBTOMAaTH3aIMU
JOKyMEHTOO0OpOTa B  YHPABIEHYECKYIO JEeATENbHOCTh; COCTaBIATh TEKCThl TUIHYHBIX
YIpaBJIEHYECKUX JOKYMEHTOB (OpPraHU3allMOHHBIX, PACHOPSAUTENBHBIX, WH(OPMAIIMOHHO-
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CIPABOYHBIX, JOKYMEHTOB IO JHMYHOMY COCTaBy H [Ip.); MPO(EeCcCHOHAIBHO O(OpMIATH
pasinyHble BUIBl CIYXKEOHBIX JOKYMEHTOB Ha KOMIIBIOTEpE, HCIHONb3ys BO3MOXXHOCTU
TekcToBoro penakropa MS Word u 1. 11.;

61a0emb HABBIKAMM IIOMCKa HEOOXOAMMOM HOpPMAaTHBHO-NIPaBOBOM HH(poOpManuu B
3aKOHOJATENbHBIX M HopMmaTuBHbIX aktax JIHP mo nemompoumsBoactBy u  paboTel ¢
IIPABUTEILCTBEHHBIMU JIOKYMEHTAaMH, aKTyaJlbHBIMM Ha COBPEMEHHOM OJTale; HaBbIKAMU U
METOJAMM PELICHHUs 3a]a4, CBA3AHHBIX C JOKYMEHTUPOBAHUEM YIIPABICHYECKOU AESITEIBHOCTU
Ha OPENNpuATHSIX U B OPraHM3aLUAX Pa3IMuYHbIX (OPM XO3SMCTBOBaHMSA, B COBPEMEHHBIX
HSKOHOMHUYECKUX YCIIOBHSX; MpPUEMaMHU M METOJaMHU COCTaBJICHUS M O(OpMICHHS BHJIOB U
PasHOBUJHOCTEM  OpPraHU3alMOHHO-IPABOBBIX,  PACHOPSAUTENBHBIX,  HWH(OPMALMOHHO-
CIpPAaBOYHBIX JIOKYMEHTOB; TMpPHEMaMH M METOJaMU YHUQUKAUH M CTaHAApTU3ALUU
OpPraHU3alMOHHO-PACIOPAAUTEIBHON JOKYMEHTAUH.

4. COAEP KAHUE JTNCHUIIJIMHBI 1 ®OPMbI OPT'TAHU3ALIUA
YYEBHOI'O ITPOLHECCA

Kpr JUCHUITIINHBI «OpFaHI/I?;aIII/ISI U TCXHOJIOTHA AOKYMCHTAIIMOHHOI'O oOecrieueHus
yIIpaBJICHUS» PEAYCMATPUBACT CIIAYIoe (POPMbI OPraHU3aIluKi YISOHOTO MpoIiiecca: JCKIHH,
MPAKTUYECKHUE 3aHSITHS, JTA0OPATOPHBIC 3aHITHS, CAMOCTOSTCILHYIO Pa0OTy CTYICHTA.

Marepran  M3JaraeTcsi € KCIOJB30BAaHHEM  OOBSICHUTEIIbHO-UIUTIOCTPATUBHBIX,
9BPUCTUYCCKUX WU HCCICAOBATCIBCKUX MCETOA0B IPCIIOAaBaAHUA. HpI/I IMPOBCACHNU J'ICKIII/IfI JJIA
00CYXJIeHUs] MaTepraa MIMPOKO UCIIOIB3YIOTCS MYJIbTUMEIUHHBIC TIPE3CHTAIINY.

B yuebHOM mpoliecce IHMPOKO MPUMEHSIIOTCS AKTHUBHBIE M HHTEPAKTUBHBIE (POPMBI
NPOBE/ICHUS 3aHATHI (Pa300p KOHKPETHBIX CUTYAIIHid, BBIMOJIHEHUE 3aIaHUH 110 COCTABJICHUIO U
0(pOpMIICHHIO JTOKYMEHTOB, TUCKYCCHS, TIOJEMUKA), BHEAYAUTOPHAS CaMOCTOsTENbHAs padora,
0aJUTbHO-PEUTUHTOBAsl  CHCTEMa OLCHKH  YCIIEBAEMOCTH, JIMYHOCTHO-OPUEHTHPOBAHHOE
o0ydeHue, mpodieMHoe 00ydeHue, 6JI0YHO-MOYJIbHOE O0YUYCHHE.

[IpenycMoTpeHo Hcmonb30BaHNe B yueOHOM mporiecce HTepHeT-pecypcoB MO JaHHOMY
KYpCy JUIsl pEeIICHUs MPAKTHYECKUX 3aJaHui, MPOBEACHUs J1a00paTOPHBIX 3aHSATHH.

CaMocTtosiTenbHast paboTa CTYIEHTOB IPEIyCMAaTPUBAET BBHIMOTHEHUE WHIUBUIYATbHBIX
3a/laHui, MOATOTOBKY K IPAaKTUYECKUM U JIaDOpaTOpHBIM 3aHATHSIM, H3ydeHHE Y4eOHOH u
METOUYECKON JTUTEePaTyphl, COCTABICHIE KOHCIIEKTOB, 3aIIUTY MPE3eHTAlUN U TOKIaI0B.

IMopsinkoBbIii HOMEP U TeMa ‘ Kpatkoe cogep:kanue TeMbl
Cooeprcamenvhutii Mooyas 1. TexXHOJOTHSI M OPraHu3anus padoThl ¢ TOKYMEHTAMHU
Tema 1. OcHOBHBIE TOHATHUSA Opranmzamus  y4eOHOTO TIpollecca. 3JHAYeHHWe, LEeNH, 3aJadH,
JIOKYMEHTAITHOHHOT O comepxkanue Kypca. OCHOBHBIE TIOHATHS JOKYMEHTAIIHOHHOTO
oOecriedyeHus yrpaBieHus oOecriedeHus] yNpaBieHUsl (JIEJONMPOU3BOJICTBA): «HH(MOPMAIIHSD),
01(0)%) «TOKyMEHTUpPOBaHHasi WHGOpMAIUD», «IOKYMEHT», «PEKBU3UTY,

«OmaHK»,  «pOpMYISAp»,  «OPTraHU3AIMOHHO-PACTIOPSTUTEIHHbIC
JOKYMCHTEI, ((YHHq)HHHpOBaHHaH CHUcremMa JOKYMCHTalun»,
«YCOP[l», «memo», «HOMEHKJIATypa Ie», «IOKyMEHTHPOBAHUEY,
«TOKYMeHT0000poT», «1OVY (Ienonpon3BoicTBO)».

Tema 2. Ucropus Ot npeBuero FErunta x J[lpeBHeir Pycu. [lenmonpousBoAaCcTBO B
JIETIONTPOU3BO/ICTBA C JIPEBHUX Hpesueit Pycu. Ilpukaznoe pgenonpousBojacTBo. Koiexckoe
BpemeH 10 1991 1. JeJ0IPOU3BOLICTBO. Munucrepckoe JEIOIPOU3BOACTBO.

Opranuszanus JIEJIONPOU3BOJICTBA B 1917-1941 rr.

Henonponssoacteo B 1945-1991 rr.

Tema 3. O6mas xapaktepuctiuka | OCHOBHbIE 3aKOHOJATEIIbHBIC aKThl M HOPMATHBHO-METOIUYECKUE
HOPMATHBHO-METOUYECKON JOKYMEHTBI JUIs OpraHW3alliH JeIonpou3BojacTea B JloHerkoit
6aser JIOY Haponnoi#t  PecnyOnmke: 3akOHBI, IOCTaHOBJICHUS, THIIOBBIC
WHCTPYKIMK, TpaBWJIa, TEPEYHH THUIOBBIX  YIPABICHUYECKUX
JIOKYMEHTOB, HAIlMOHAJNbHBIE W  MEXKOTPACICBBIE CTaHAAPTHI,
Tb00MBI YHUDUITUPOBAHHBIX (POPM, HOPMBI U TIOJIOKEHUSL.
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Tema 4. Yauduxauus u
CTaH/aPTH3ALH
yIpaBleHYECKUX JOKYMEHTOB B
JOKYMECHTaIlHOHHOM
obecrieueHny yrpaBiIeHUs

YHupunmpoBaHHple CHUCTEMbI JOKyMeHTanuu. Kiaccudukarus
yIpaBJICHUYECKUX  JTOKyMEHTOB.  KiaccmpukaTtopsl  TEXHHKO-
SKOHOMHUYECKOW  HM  CcOIMalbHOW  HWH(OpManuu. OCHOBBI
CTaHIapTH3auy: o0IIre nojoxkeHus. KpaTkue CBeICHUS U3 UCTOPHH
pasBuTHsl cTaHAapTu3anmuu. [ocymapcTBeHHas (HAIMOHAIbHAs)
CHUCTeMa CTaHJapTU3aluu. 3afadd craHgaptusamun. OCHOBHBIC
MOHSITUSL U OMNpEJCNICHUs] B cUCTeMe cTaHaapTuzanuud. OpraHsl U
cnyxObl  craHmapTu3anud.  HopMaTWBHBIE  JOKYMEHTBI  TIO
CTaH/IaPTH3AIINH.

Tema 5. Opranmzamnus
JIOKYyMEHT0000pOTa

[lonsTne moxymMeHTOOOOpOTa W TPeOOBaHHWS K €ro OpraHU3aIlH.
JBi>KeHHe BXOAALIMX, HCXOISAMIMX W BHYTPEHHHX JIOKYMEHTOB.
Ilpuem, mepenava, JOCTaBKa JIOKYMEHTOB, y4eT oObema
JIOKyMeHT0000poTa. JIokyMeHTO000pOT KaK yCiyTa.

Tema 6. Perucrpanus
JOKYMEHTOB

[lonsaTHe, ULeNb W NPUHOMIIBI PETHCTPALMH JOKYMEHTOB. DOpMBI
perucTpanuu A0OKyMeHTOB. MHaekcanusi 1oKkyMeHToB. McnpaBienue
OommOOK,  JONMYIIEHHBIX  TPH  PETHCTPAllid  JIOKYMEHTOB.
WudopmarmonHo-cipaBoyHas padboTa ¢ JOKYMEHTaMHU.

Tema 7. KoHTpOb MCTIONHEHUS
JIOKYMEHTOB

Lenb, CymHOCTb, 3a7auyd  KOHTPOJIA HCHONHeHus. [lepeunu
JIOKYMEHTOB, TIOJUICKAIIUX KOHTPOJIIO HWCIIOJHEHHS. Y CIIOBHUS
3G GEKTUBHOW OpraHU3aluy KOHTPOJS HWCIONHEHHS. TeXHOIOTHS
KOHTpPOJISI HUCIOJHCHUS JOKYMEHTOB. Dopmbl KOHTpOds. Cpoku
HUCIIOJHEHUS JIOKYMEHTOB. O0paboTka HACIIOJTHEHHBIX u
OTIPABIISIEMBIX TOKYMEHTOB.

Tema 8. OnepaTuBHOE XpaHEHHE
JIOKYMEHTOB

Opranmsanust ~ XpaHeHHs  JOKyMeHTOB. HomeHkimarypa — mem.
CocTaBieHUe 3ar0JIOBKOB JIe]l. Y CTAHOBJIEHHE CPOKOB XPaHEHUs JEII.
Tunossle u BCAOMCTBCHHBLIC NEPCYHU AOKYMEHTOB UM HX 3HAYCHHC.
®opmuposanue aen. Odopmienne oomoxku aen. OdbopmieHne med.
OKcrnepTh3a [EHHOCTH  JOKYMEHTOB.  OKCIIEpTHas  KOMHCCHS
(LenTpanbhas skcneptHast komuccust). CoctaBieHue u ohopmiieHHE
onmceit nen. Ilopsgok nepenayu ae B apXuB OpraHU3aliH.

Tema 9. JlokanbHBIE
HOpPMaTHBHBIE aKThI 10
JICTIONPOU3BOJICTBY

WHCTPYKIHUST 10 TOKYMEHTAI[HOHHOMY OOCCIICUCHHIO YIPaBICHHUS.
TaGenr ¢opM  JOKYyMEHTOB opraHuzamuud. AjabOooM  (opm
JOKYMCHTOB, IPUMCHACMBIX B OpraHu3alinm.

Tema 10. Opranuzauus Tpyaa
JIeTIONPON3BOJICTBEHHOTO
HepcoHasa

Cayx0a  [OOKYMEHTAallMOHHOTO  OOECIEUYEeHUS!  YHpaBICHUS B
COBpeMEHHbIX opraHm3aimusax. Lleim wu 3agaum  cayxOer JJOVY.
Oynknynu cnyx0sr JJOY. Crpykrypa ciyx0b1 JJOY. JomKHOCTHOI
coctaB ciyx0b1 JOY. Yucnennslid coctaB ciyx0s [JJOVY.
PermamenTtanmst  ngestenpHOocTH  cimyk0b1  JIOY.  IlpuHnmmst
opramzanuy Tpyaa. PakTopsl, KOTOPHIE BIHAIOT HAa OPTaHU3ALMIO
TpyZa.

Cooepiicamenvhulit MoOy1b 2.

JloKyMeHTHpOBaHMe 1esITeJIbHOCTH OPraHu3aliy, NPeNpPUsATHS, YUpe:KIeHHs

Tema 11. Cuctema
OpraHU3aLMOHHO-TIPABOBOM
JIOKyMEHTaLUU

OpranuzaimonHas  (QyHKIMs, Kak OJHA U3  BaKHEHIIUX
yrpaBieHueckux  QyHKiuid. OcoOEHHOCTH  OpraHM3alMoOHHO-
MpaBOBbIX JOKYMEHTOB. YcraB. Buabsl nonoxenuil. Bumel
WHCTPYKIUH. JIoJKHOCTHBIC U paboyure WHCTPYKITMH. BUabl paBuI.

Tema 12. Cucrema
paciopsAuTENbHON
JIOKYMEHTAIT|H

BI/I]II)I pacrnopAaAnTECIbHBIX MOOKYMCHTOB: IIpHUKa3, PpacHOpsAXKCHUC,
[IOCTAHOBJICHUE, yKa3aHUe, pellieHue. Buapl MpUKa30B M OCHOBAHHS
JUIS WX Wu3daHus. biaHk mpukasa. YHUPUIMPOBAHHBIE (HOPMEI
MIPUKA30B. XapaKTEPUCTUKA ITPUKa3a 10 OCHOBHOM JESTEIBHOCTU KaK
BaKHEHUIIETO mpeacTaBUTEIIA pacnopsAaUuTEIbHBIX JOKYMCHTOB.
[lpuka3 1m0 aJIMUHUCTPATHBHO-XO3SHUCTBEHHOW  JCSITEIHLHOCTH.
OcobeHHOCcTH  OQOpPMIIEHUST PEKBU3WTOB IMpHKasza. I[Iporemypa
H30aHUS pacropsauTEIbHBIX JIOKYMEHTOB. OcobeHHOCTH
odopmIleHUs] MPWIOKEHUH B mpukaze. OTMEHA W aHHYJIHPOBAHUC
npukasa. M3mganwe oOmmx npukazoB. Cpokd XpaHEHHs IPHKA30B.
Odopmiierne BRIMUCKH 13 TpuKaza. OdopMileHHe PacTOPsHKEHUS U
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€ro ommMYue OT Tmpuka3a. KaapoBble mpuKa3bl: OCOOCHHOCTH
CTPYKTYpHI U oopmieHus. UHAuBUIyalbHbIE U CBOJHBIC KaJPOBhIC
TIPUKA3BI.

Tema 13. Cuctema
HH()OPMAITMOHHO-CIIPABOYHOM
JIOKYMEHTAIH

[Iporokon:  ompeneneHue, BUIbL,  (QOPMYISIp, OCOOECHHOCTH
cocTaBlIeHHS W odopmieHUA. BrImmcka W3 NpoTOKoNa. AKT:
ompejaeneHne, BHUABI, (GOPMYISAp, OCOOEHHOCTH COCTAaBIECHUS U
odopmiieHus. JloknaaHas 3amucKa: ONpeeicHue, BUIbI, (OpMYJIsp,
ocobeHHOCTH cocTaBieHusi u odopmienus. CiyxeOHas 3amucKa.
OObsacHuTenpHas 3amvcka. CHpaBKW: BHYTPEHHWE W BHEIITHHE.
CrmpaBka ciry:)xeOHOrO Xapakrtepa. CopaBKa JHYHOTO XapakTepa.
3asBieHUE: PEKBU3UTHI, OhOPMIICHHE, BUJIBL.

Tema 14. Ilepenncka

OOmast xapaKTepUCTHKA CITy>)KeOHOW TepenucKku. PasHoBumHOCTH
CITy’)KeOHBIX THCEM (COTPOBOJUTENHFHOE MHUCHMO, MHUCHMO-TIPOCHOa,
MUCbMO-3aIlPpOC, HCHMO-OTBET, MHCHMO-COOOIIEHHE, IMHCHMO-
MOJTBEpKACHHE, HHHOPMAIMOHHOE MUCHMO, TAPAaHTUHHOE MUCHMO,
MMMCHEMO-U3BEIIEHNE, MMHCHMO-TIPUTIIANIICHHEe, MHUCHMO-TIPENIOKEHHE,
MMMCHhMO-HATIOMHUHAHHE, MMCHMO-TpeOOBaHNE, MUCHMO-
OnarolapHOCTh,  MHUCHMO-TIO3/IpAaBIICHHE). PEKBU3UTHI  MHCHMA.
Peructpammuss w wHAekcamms cCiy:)keOHbIX muceM. CxoncTtBa U
pasnuuus MACEM-TIPOCHO W mHceM-3ampocoB. [IpaBuia cocTaBieHUs
MUCEM-OTBETOB (TIOJIOKHUTEIBHBIX, OTPHIATENBHBIX). OCOOEHHOCTH
TEKCTa OTACIBHBIX BHIO0OB CJ'Iy)KC6HI)IX nuceM. IIucbMo-oTKas3.
Kommepueckoe npeanoxenue (odepra). JlokyMeHTHI, TepeaaBaeMble
Mo KaHamaM CBs3M  (TelerpaMma, TeleKc, (akcorpamma,
TesneoHOorpaMma, IIEKTPOHHOE TTHCHEMO).

Tema 15. MexnayHapoaHas
KOPPECTIOHACHIIHS

[MuceMo MeXAyHAPOTHOTO 00pa3Iia: PEeKBU3UTHI, BUIBI, OCOOEHHOCTH
cocraBienus u opopmieHus. [lucpmo-3anpoc u OTBET Ha HETO.




TemaTH4yecku njaH

KoamuecTBo yacos

OuHasn (opma o0yueHus 3aounas (opma o00ydeHust
HopmaTuBHBIii ¢poK 00y4eHUs YckopeHHBIH CpPOK 00yueHUs HopmaTuBHBIii cpoK 00y4eHus YcKkopeHHBIH CPOK 00y4ueHus
BT. 4. BT. 4. BT. 4. BT. 4.
HazBanus
coep:KaTeJbHBIX MOaYJIeH 1 o o gE § ° o § § o o § § o o § §
TEM E é 0 A E é ) A o E é W a o E é 0 )
o = O 8|5 s|E =l © = o 8|38 s 5 sl & S o s |8 =B =l = < 3] 8|5 S| E s
5] = ] o |lg gl sEl B = 3] o |8 Bl S E o = 9] o |2 Bl S E|l 0 = ] o |8 gl S E
151 = = = = Q| 2> 9| o =4 = & = Q| » 0 Q =4 = & = Q| » 0 ] = = & = o >0
A Z = =) S el ¢ A =z = < 8 Qv Hwv M < = < S Y HQ M 2 ] < s Q| He
) = Q. £ S s [ = Q. £ S = s 5] = =¥ £ S s [5) = Q, £ S B
= X 9] 0 & B = =] 1) o A« = X ) O & B o = =] 19) o 2 B
AR 20 ¢ |88 AR AR
el g2 |8 el g2 |E =l g2 |E el €|z |E
[$) = [$) = 3] = [3) =
Cooeporcamenvuutii modyns 1. Texnonozus u opzanuzayus padomsl ¢ 0OKyMeHmamu
Tema 1. OCHOBHBIE TIOHSTHUS
JIOKYMEHTAI[HOHHOTO 8 2 2 - 4 - 8 - - - 8 - 8 0,5 - - 75| — 8 - - - 8 -
obecrieyeHus! yrpaBieHus
Tema 2. Ucropus
JIEJIOTIPOU3BOJICTBA C IPEBHUX 16 6 2 - 8 - 16 | — - - 16 | - 16 1 - - 15 | - 16 | - - - 16 | -
BpemeH 10 1991 r.
Tema 3. O0mas
XapaKTepUCTHKA HOPMATHBHO- 12 4 2 - 6 - 12 | - - - 12 | - 12 2 1 - 9 - 12 | - - - 12 | -
Meroandeckoi 6a3sr JJOY
Tema 4. Yaudukanus u
CTaHIapTH3ALHS
yIpaBJeHUeCKUX JoKymeHtoBB | 10 | 4 2 - 4 - 10 | - - - 10 | - 10 1 - - 9 - |10 | - - - 10 | -
JOKyMEHTallMOHHOM
obecreyeHNH yIpaBJIeHUsS]
Tema 5. Opranuzanus
JIOKYMEHT0060POTa 14 4 2 - 8 - 14 | - - - 14| - 14 1 1 - 12 | - 14 | - - - 14 | -
Tewma 6. Perncrparus 10| 2|2 6 10 10 10| 05| 1 8,5 10 10
JIOKyMEHTOB N N N B B B ! N ! B N B N N
Tema 7. KOHTpOIb UCTIOTHEHMSI
JIOKYMEHTOB 8 2 - - 6 - 8 - - - 8 - 8 - - - 8 - 8 - - - 8 -
Tema 8. OnepaTuBHOE
XPAHEHHE JIOKYMEHTOR 10 2 - - 8 - 10 | - - - 10 | - 10 | - - - 10 | - 10 | - - - 10 | -
Tema 9. JIokanbHbIC
HOPMATUBHBIEC aKThI IO 18 4 4 - 10 | - 18 | - - - 18 | - 18 1 1 - 16 | — 18 | - - - 18 | -
JICJIONIPOU3BOJICTBY
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TemaTH4yecku njaH

KoamuecTBo yacos

OuHas dopMa 00yueHUs

3aounas (popma 00yueHu

A

HopmaTuBHBIii ¢poK 00y4eHUs

YckopeHHBIH CPOK 00y4eHus

HopmaTuBHBIii cpOK 00yueHUs

YckopeHHBIH CpOK 00yueHUs

BT. 4. BT. U BT. 4. BT. 4.
Hazpanus
coJep:KaTeJbHbIX MoaYJIei 1 = = 3 = 3 = = =
T e
o = 5 Z 5 sl B = 9 = 3 2|85 =|E | 2 = g 215 =|E =| 8 = 35 2|5 =|E =
5 S 1) o |8 els g & S ) o | gls el o = o) o |¥ e|ls g o S ) o | gls &
54 g | g E e 8lgg8l o g | = £ |=8l&g8l g g | B £ l=x8lgsl g g | = £ |l=8lg8
2 = ~ = S © H O o Z = < 8 \Q© H O M =2 = < S Qe H O M = = < 8 Qe H O
5] = Q. & S s s [5) I3 Q. 3 ] [5) = o, £ S E s 5} ~ a, £ S s
= 2 & |5 alad = ) &5 als o = = &5 alad a = > &5 ala q
AR £ e lgE AR £ ¢ |gE
= = § = =] = E = = = 5 = = = E =
o = 15 = o = o =
Tema 10. Opranu3aius Tpyua
IMEeIOTIPON3BOICTBEHHOTO 17 6 2 - 9 - | 17 - - 17 - 17 1 1 15 - 17 - - 17 -
mepcoHana
\Hmozo uacoeé no mooynio 1 123 36 | 18 | - 69 | — | 123| - - - | 123| - | 123 | 8 5 - |110| - |123| - - - 123 | -
Cooepocamenvhviii mooyas 2. [Jokymenmuposanue deamensHoCmu op2anu3ayuu, RPeonpusmus, yupeicoeHus
Tema 11. Cucrema
OpraHU3allMOHHO-TTPABOBOM 24 | 4 4 2 14 | - 24 | — - - 24 | — 24 1 1 - 22 | — | 24| - - - 24 | —
ITOKYMEHTAIHH
Tema 12. Cucrema
[PaCTIOPSIUTEILHOM 36 8 | 10 | 4 14 | - 36| - - - 36 | — 36 1 2 - 3B - |36 | - - - 136 | -
TOKYMEHTAIUH
Tema 13. Cucrema
MH(POPMAITHOHHO-CIIPABOYHOM 42 8 | 14 6 14 | - 42 | - - - 42 | — 42 1 4 - 37| — | 42| - - - | 42| -
ITOKYMEHTAIMH
Tema 14. [Tepenucka 37 7 | 14 2 14 | - 37| - - - 37 | - 37 1 2 — 4| — | 37 | — — - | 37| -
Tema 15. Mexaynapozmas 26| 5|6 | 2|13 |26 | —| - |26| - |2| | | - |2| || | -|-|2]|-
KOPPECTIOHICHIINS
\Hmozo uacoeé no mooyuio 2 165| 32 | 48 | 16 | 69 | — | 165| — - - | 165| — | 165| 4 9 - | 152 - |165| - — - | 165| -
\Bcezo no oucyuniune 288| 68 | 66 | 16 | 138| — | 288| - - - | 288 — | 288 12 | 14 | — | 262| — |288| - - - 1288 -
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5. METOAUYECKHE PEKOMEHJALINA JJIA IPOBEJAEHUST
JEKIIMOHHBIX, IPAKTUYECKHUX U JIABOPATOPHBIX 3AHATHUHU

TeMbl JeKIIMOHHBIX 3aHATHH

KoanuecTBo 4acoB

Ounas ¢popma OuHas 3aouHas 3aouHas
Ne n/m Ha3zBanue tembl N bopwva ¢ bopma ¢ bopwma ¢
HOpPMaTHUBHBIM YCKOPEHHBIM HOpPMaTHBHBIM YCKOPEHHBIM
CpOKOM CpOKOM CpOKOM CpOKOM
o0yueHus 00y4eHHs 00y4eHust 0o0y4eHust
Tema 1 OCHOBHEBIE IOHATHS JOKYMEHTAIIHOHHOTO 2 B 05 B
obecnieyenus ynpasnenus (10Y) '
Tema 2 | Hcropus aenonpou3BOACTBa C APEBHUX 6 B 1 3
BpemeH 10 1991 r.
Tema 3 OO6mmas xapaKTepuCTHKa HOPMAaTHBHO- 4 B 2 B
Meroauueckoi 6aser JJOY
Tema 4 YHubukanus u craHaapTH3aIMsI
YIpaBlIEeHYECKUX JOKYMEHTOB B 4 B 1 B
JOKYMEHTAIITHOHHOM 00eCTieYeHU
yHpaBIeHUS
Tema 5 | Oprasm3anus JOKyMEHTO0O0pOTa 4 — 1 —
Tema 6 | Perucrpanus fOKyMEeHTOB 2 — 0,5 —
Tema 7 | KoHTpOIb HCTIONHEHUS] TOKYMEHTOB 2 — — —
Tema 8 | OmepatuBHOE XpaHEHHE TOKYMEHTOB 2 — — —
Tema 9 | JlokanbHbIe HOPMaTUBHBIE aKTHI 10 4 B 1 B
JIeJIOTIPOU3BOJICTBY
Tema 10 | Opranmzanus Tpyaa 6 B 1 B
JIETIONPON3BOICTBEHHOTO MEpCcoHalIa
Tema 11 | Cuctema opranu3aniMOHHO-TIPaBOBOM 4 B 1 B
JOKYMEHTaluH
Tema 12 | Cucrema pacropsiAUTEIbHON 8 B 1 B
JIOKYMEHTAIIH
Tema 13 | Cucrema nHPOPMAITMOHHO-CIIPABOYHOM 8 B 1 B
JOKYMEHTaluH
Tema 14 | Ilepenucka 7 — 1 —
Tema 15 | MexayHapoaHas KOPPECTIOHACHIIUS 5 — —
BCEI'O 68 — 12 —
TeMbl IPAKTHYECKUX 3aHATHH
KoauyecTBo yacoB
Ounas popma Ounas 3aouHas 3aouHas
Ne n/n HasBanue TemMbl c (bopwia c (bopwa c bopwa ¢
HOPMAaTUBHBIM | YCKOPEHHBIM | HOPMATHBHBIM | YCKOPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
00y4eHust o0y4eHust o0y4eHust o0y4eHust
Tema 1 OCHOBHBIE MOHATHS JOKYMEHTallHOHHOT'O 2 B B B
obecnieuenus ynpasnenus (JIOY)
Tewma 2 Hcropus nenonpou3BOACTBA C IPEBHUX 2 B B B
BpemeH 10 1991 1.
Tema3 | OOmas xapakTepuCTHKa HOPMATHBHO- 2 B 1 3
Meroaudeckor 6a3el JJOY
Tema 4 | YHuduxanus u crangapTH3anus
YIPABIEHUYECKHUX TOKYyMEHTOB B 2 B B B
JIOKYMEHTAIIHOHHOM 00ecTieYeHUH
YIpaBJIeHHS
Tema 5 | Opranuzanms JOKyMEHTO00OpOTa 2 — 1 —
Tema 6 | Perucrpanus fOKyMEHTOB 2 — 1 —
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Tema 9 | JlokanbHble HOPMATUBHBIC aKTHI O 4 B 1 B
JIEIIONPON3BOJICTBY
Tema 10 | Opranuszanus Tpyaa 2 B 1 B
JIEIIONPON3BOICTBEHHOTO NEpCOHAIa
Tema 11 | Cuctema opranu3aniMOHHO-TIPaBOBOM 4 B 1 3
JIOKYMEHTAITIH
Tema 12 | Cucrtema pacrnopsauTeIbHOM 10 B 5 B
JIOKYMEHTAIIH
Tema 13 | Cucrema nHpOPMALMOHHO-CIIPABOYHOM 14 B 4 3
JIOKYMEHTAITIH
Tema 14 | Ilepenucka 14 — 2 —
Tema 15 | MexnyHapoaHasi KOPPECTIOHICHIINS 6 — — —
BCEI'O 66 - 14 -
TeMbl 1a00paTOPHBIX 3aHATHI
KoauuecTBo 4yacoB
Ounas popma Ounas 3aoqHas 3aoqHas
Ne n/m Hazpanue Tembl N bopwa ¢ (bopwa c bopwa ¢
HOPMAaTUBHBIM | YCKOPEHHBIM | HOPMATHBHBIM | YCKOPEHHBIM
CpOKOM CpOKOM CpOKOM CpOKOM
00y4eHust o0y4eHust o0y4eHust o0y4eHust
Tema 11 | Cuctema opranu3aniMOHHO-TIPaBOBOM ” B B B
JIOKYMEHTAIIH
Tema 12 | Cuctema pacriopsaauTensHON 4 B B B
JIOKYMEHTAITIH
Tema 13 | Cucrema nHPOPMALTMOHHO-CIIPABOYHOM 5 - B B
JIOKYMEHTAIIH
Tema 14 | Ilepernucka 2 - - -
Tema 15 | MexayHapoaHas KOPPECTIOHACHIINS 2 - - -
BCEI'O 16 - - -

6. METOOAUYECKHUE PEKOMEHJIAIINU 110 OPTAHU3ALIUN
CAMOCTOSTEJBbHOM PABOTHI CTYJIEHTOB

OCHOBHBIMHU 33/1a4aMU CaMOCTOSITENIEHONW PabOThl 00yUarOIIUXCsl ABISIOTCS:
— OBJI3/ICHHE HABBIKAMU CAMOCTOSITENILHOTO 00ydeHus, pOpMUPOBaHUS TOTPeOHOCTEHN B
camMo00pazoBaHuu;

OCBOCHHE COJACpKaHWA OUCHUIIJIMHBI

CaMOCTOSITENIBHOTO U3yUEHUS CTYICHTA;
— OCO3HaHHWe, YIIIyOJEHHE COJEpKAHMSA U OCHOBHBIX IIOJOXKEHUH Kypca BO BpeMs
YCBOEHMsI 3aKOHCIIEKTHPOBAHHOTO Ha JICKIUSAX MaTepuasa, ero MmpopaboTKH Ha MPOTSIKEHUU
MOJTOTOBKU K MPAKTUYECKUM U JaOOPATOPHBIM 3aHATHUSIM;
MCIIOJIb30BaHUE MAaTEPUANIOB, IIOJYUYEHHBIX BO BPEMs BBIIOJHEHHUS CAMOCTOSTEIbHBIX
3aJaHul, HanucaHus pedeparos, it 3PPEKTUBHON MOATOTOBKH K MOAYJIbHBIM KOHTPOJIbHBIM
3a/laHusIM, 3a4€Ty U DK3aMEHY.
CamocrosiTenbHast padoTa CTYIAEHTOB MO AUCHUIUIMHE «OpraHu3anuss U TEXHOJIOTHS
JIOKYMEHTAITMOHHOTO 00ecreueHus] YIpaBICHUs» COJCPKHUT CIEAYIOIUME BUAbI y4eOHOU
JeSITeIbHOCTH
1) mepBUYHOE O3HAKOMJICHUE C MaTepUalaMU JICKITHIA;
2) W3yd4eHHe U YCBOCHHUE JICKIMOHHOTO MaTepuaa;

3) caMOCTOSTEIBHYIO

popaboTKy

M3Y4YEHHOTO MaTepHaa;
4) OATOTOBKY K MPAKTUYECKUM U JTa0OPATOPHBIM 3aHSATHSIM;
5) MOArOTOBKY YCTHBIX OTBETOB HA BOIIPOCHI [Tl CAMOIIPOBEPKH;

6) MOArOTOBKY K TECTOBBIM 33/IaHUSIM 110 YCBOCHHOMY MaTepHaiy;

B paMKax TeM,

JUTEPATYPHBIX

HNCTOYHHUKOB u

MpEIHAa3HAYEHHBIX IS

00001eHne
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7) MHIMBUIYaIbHYIO paboTy MO 33JaHUSM MPENOoJaBaTells;

8) MOAroTOBKY K BBITOJHEHUIO MMCHbMEHHBIX MOAYJIbHBIX KOHTPOJIBHBIX padoT;

9) MOArOTOBKY K 3a4eTy;
10) moaroToBKYy K 9K3aMEHY.

Opranm.aum[ CaMOCTOAITEIbHOI paﬁoTbI CTYAEHTOB

KonuuecTBo yacoB
Ounas dhopma OuHas 3aouHas 3aouHas
Ne i/ Ha3sanue TeMbl N (bopma ¢ (bopma ¢ (bopma ¢
HOPMAaTUBHBIM | YCKOPEHHBIM | HOPMATHBHBIM | YCKOPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
o0yueHus o0yueHHs oOyueHHs o0yueHHs
Tema 1 OCHOBHBIE MOHATHS JOKYMEHTAIllMOHHOTO
4 8 7,5 8
obecnieuenus ympasienus (JJOY)
Tema 2 HcTopust nenonpoun3BoICTBa C IPEBHUX 8 16 15 16
BpemeH 10 1991 1.
Tema 3 | OOmiast XxapakTepUCTHKa HOPMATHUBHO-
. 6 12 9 12
Metoaudeckoi 6a3el JJOY
Tema 4 | Yauduxanws v cTaHgapTA3ALAS
YIPaBICHUYECKUX TOKYMEHTOB B 4 10 9 10
JOKYMEHTAllHOHHOM 00€eCTIedeHuI
yIpaBJICHUS
Tema 5 Opranu3aius J0KyMeHT0000poTa 8 14 12 14
Tema 6 | Perucrpanus 10KyMEHTOB 6 10 8,5 10
Tema 7 | KoHTpOJIb HCIIOJTHEHUS! IOKYMEHTOB 6 8 8 8
Tema 8 | OnepaTnBHOE XpaHeHHE JOKYMEHTOB 8 10 10 10
Tema 9 | JlokanbHble HOpPMATUBHBIE AKTHI 1O 10 18 16 18
JIETIONPOU3BOICTBY
Tema 10 | Opranuzaums Tpyaa 9 17 15 17
JIeJIONPOU3BOICTBEHHOTO IIEpCOHAJIA
Tema 11 | Cuctema opraHu3aliMOHHO-TIPaBOBOM 14 24 22 24
JIOKYMEHTAIIH
Tema 12 | Cucrema pacropsiiuTeILHON 14 36 33 36
JOKYMEHTaluH
Tema 13 | Cucrema nHpOPMALMOHHO-CIIPABOYHOM 14 42 37 42
JIOKYMEHTAIIH
Tema 14 | Ilepenucka 14 37 34 37
Tema 15 | MexayHapoaHas KOPPECTIOHACHIINS 13 26 26 26
BCEI'O 138 288 262 288

7. ”THANBUAY AJIBHBIE 3AJTAHUSA

KonTponbabiMu popMamMu MHAMBHYabHOM paboThl MO aucHuIuiiHe «OpraHnuszanus u
TEXHOJIOTUS JOKYMEHTAMOHHOTO 00EeCIIeYeHHs YIPaBIeHHUs» MOTYT OBITh cilenyromue: padboTa
C JINTEpaTypHbIMU NEPBOUCTOYHUKAMM IO TEMaM COAEP/KATEIbHBIX MOAYJEH; BBINOJHEHUE
WHJVBUYaJIbHBIX HAy4YHO-UCCIIENOBATEIbCKUX M IPAKTUYECKUX 3aJaHUN, a TaKKe TECTOB;
MOJIFOTOBKA HAYYHBIX JOKJIA/10B, peepaToB U aHAIN3 KOHKPETHBIX CUTYaIUH.

NHnuBuayanbHOE 3a1aHUE BBIIIOIHAETCS C LEbIO MTOBBIIICHUS PEUTHHIA.

TeMbl HHAUBUAYAJIBHBIX 32IaHU I
1. JlokyMmMeHTHpOBaHME KaK OJMH W3 BHUJOB MNPOPECCHOHATBHONU JEeSATENIbHOCTH
MEHeKepa, IKOHOMHCTA, Oyxrairepa.
2. DTansl CTAaHOBJIEHUS U Pa3BUTHS IEIIONPOU3BOICTBA B TOCYIaPCTBE.
3. Cnenuduka peueBoro opopmieHus: JOKYMEHTOB B cepe AeT0NPOrU3BOICTRA.
4. JlenoBas cdepa Kak 0JlHa U3 OCHOBHBIX c(pep MesATeTLHOCTH YeIOBEKa.
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5. HampaBnenus pa3BUTHS COBPEMEHHOI'O TOKYMEHTA.

6. CoBpeMEHHBIN JETOBON JOKYMEHT M €T0 OCOOCHHOCTH.

7. Jlenonpou3BOACTBO B chepe yIpaBICHHsI POU3BOICTBOM.

8. PeueBoii aTHKeT B chepe AeI0nmpon3BOCTRA.

9. PekBU3UT U €ro MECTO B JOKYMEHTE.

10. Ilyt coBeplIEHCTBOBaHHMS HOMEHKJIATYpbl Kak CHUCTEMaTH3UPOBAHHOIO IEpeYHs
Ha3BaHUU JEIL.

11. HopmotBopueckas 0a3a, peryaupymoomas HIpoLecchl CO3AaHUA U XpaHEHHs
JIOKYMEHTOB.

12. UncTpykuuss 1O JeNIONPOU3BOACTBY KaK OCHOBHOW HOPMAaTHBHO-METOIUYECKUIN
JIOKYMEHT.

13. TunuyHbie OMIMOKYU B CITYKEOHBIX JJOKYMEHTAX.

14. I'paduueckue cokpamieHus, adOpeBuatypsl U nudpoBas MHPOpPMALHUS B TEKCTaxX
JIOKYMEHTOB.

15. lHOCcTpaHHbIE TEPMUHBI B TEKCTaX JIOKYMEHTOB.

16. [Ipouenypa nepenauu JOKYMEHTOB B apXUB.

17. ®opmupoBanue nen. [IpaBuiia xpaneHus aei.

18. KaznpoBbie TOKYMEHTHI.

19. KoHTpakT Kak TOKyMEHT O JOTOBOPEHHOCTU MEXy MMapTHEPAMHU.

20. Pe3omonus kak nHpopManus o JaapHeimeil padore ¢ TOKyMEHTOM.

21. IleuaTp KaKk peKBU3UT JJOKYMEHTA.

22. Pabora ¢ JOKyMEHTaMH, COJIepKalluMI KOMMEPYECKYIO TaiHy.

23. CocTaBuUTh CXEMy JIBUKEHUS JOKYMEHTOB IO aJAMHHHMCTPATHBHBIM U KaJpPOBBIM
BOIIPOCAM.

24. IncTpyKIMs MO AETONPOU3BOACTBY MO 00paIlleHUsAM I'PaX/1aH.

25. PaccmoTpeHue 3aKOHOAaTeNIbHOM 0a3bl MO 3aIuTe MHOOPMAIUH.

26. Pa3zpaboTka Ou3HEec-TUIaHA 110 YCTPAHCHHWIO Y3KHX MECT JIOKYMEHTAIIMOHHOTO
o0ecrieyeHns yrpaBlieHUs Ha IPEANPUATHH.

27. Pa3paboTka MojaoKeHus 0 JOKYMEHTAIIMOHHOU CITy»KOe.

28. IlocTpoeHue cxembl JOKYMEHTOOOOpOTa, Tabenast JOKyMEHTOB U  pacyer
TPYAOEMKOCTH pabOThl € JOKYMEHTaMu Kadenpsl (Ipyroro CTPYKTYpPHOIO IOJpa3JelieHus
YUPEKICHHUSA).

29. [IlpoBeneHue wuccienoOBaHUS JEATENBHOCTH CcTapuiero JjabopaHTa Kageapsl
(BBINIOJIHEHUE JTOJKHOCTHBIX 00513aHHOCTEH, MCIIOJIb30BaHUs pabouero BpeMeHH, JOKyMEHTHbIE
u Oe310KyMEHTHblE KOMMYHHKAIlMM, OpraHu3alus paboyero MecTta M €ro TEeXHUYECKoe
OCHAIIIEHUE).

30. IloaroroBka TEXHUYECKOrO 3a/laHus, TEXHMYECKOTO IMpoeKTa, paboueit
JIOKYMEHTAIMH 110 aBTOMATU3aLMH JEJI0IPOU3BOCTBA.

Kpurtepun oneHnBanus HHAMBHAYAJIbHOH Pa0oOThI CTyIeHTA:

1. Ilenb paGoTHI: HACKOJIBKO YETKO C(HOPMYTHUPOBaHA.

2. CTpyKTypa: JOTHYHOCTH U MOCIEI0BATEILHOCTh U3NIOKEHUS MaTepuaa.

3. AprymenTarusi: 000CHOBAaHHOCTh, YOCIUTEIHHOCTh, HAIMYUE TIO3UTHBHON OIICHKH W
BO3MOKHOM KPUTUKH, CEPE3HOCTh HaYYHBIX UCTOUYHUKOB.

4. Hayusplli TIONCK: WCHOJb30BaHUE COOTBETCTBYIONIEH  JUTEpaTyphl, 0OBEM
MIPOBEICHHBIX HAYYHBIX UCCIIEOBAaHUMN.

5. SI3bIk pabOTHI: HOHSITHOCTH, TPAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOPYECKOE OTHOIICHHE K OTOOpYy, 00paboTKe MaTepuaios,
HaJN4Me OPUTHHAIBHBIX BBIBOJIOB.
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8. BOITPOCBHI K MOAYJIBHOMY KOHTPOJIIO

Cooepircamenwvnutit modyns 1. TexHOJIOTHSI H OPraHU3anusi padoTbl ¢ JOKYMEHTAMH

1. OcHoBHBIE HOHATHUS JOKYMEHTAIUOHHOTO obecreyeHus yIpaBJI€HUS
(1emonpoun3BoCTBA).

2. PexBu3UT NOKyMeHTa (ITOCTOSIHHBIN, IepeMeHHbIH ). Dopmysisap JOKyMeHTa.

3. Obue TpeOOBaHUS K IMOATOTOBKE, COCTABICHHUIO W O(GOPMIICHHIO CIYKEOHBIX
JIOKYMEHTOB.

4. Tlonatue «OnaHK JOKyMEHTay», TpeOOBaHMS K HEMy, BUAbI OnaHKOB. Pacmonoxenue
PEKBU3UTOB Ha OJIaHKE JOKYMEHTA.

5. IlpaBuia gaTupoBaHus U UHAEKCAIIUH JOKYMEHTA.

[TpaBuna agpecoBaHus TOKYMEHTA.

OdopmieHne TekcTa JOKYMEHTA.

BHyTpeHHee corinacoBaHue JOKYMEHTOB, BU3UPOBAHUE.
. BHemHee cornacoBaHue JOKyMEHTOB.

10 [IpaBuna mpocTaBieHUsT OTMETOK Ha JIOKYMEHTE: O IOCTYIUIEHHMHM JOKyMEHTa B
OpraHu3aIfio, O B3ATUHU JIOKyMEHTAa Ha KOHTPOIb, 00 MCIOJHEHUHU JOKYMEHTAa W HAlpaBJICHUU
€ro B JIeJI0, O HAJIMYMM KOIIMH JJOKYMEHTA B 3JIEKTPOHHOI (hopme.

11. IlpaBuna noanucaHus JOKYMEHTA.

12. VTBepkIeHue I10KyMeHTa.

13. 3aBepeHne MOKYMEHTOB IE€YaThbiO OpraHu3anuu. llpaBmiia mpocTaBIEHUS OTTHUCKA
HeyaTH.

14. TlpencraBieHue JAOKYMEHTOB Ha pACCMOTPEHHE U PE3OJIOLUI0 PYKOBOJCTBY.
[TpaBuna cocraBieHus 1 0pOpPMIICHUS PE30JIIOLUH Ha JIOKYMEHTE.

15. OdopmiieHne npuaoKeHui K JOKyMEHTY.

16. Opranuzauus Aea0npou3BoCTBa OT apeBHero Erunra k JlpesHeii Pycu.

17. JlemompousBoacTBo B JIpeBHeli Pycu.

18. Ilpuka3Hoe en0npoU3BOCTBO.

19. Koumnexckoe Aemomnpon3BOICTBO.

20. MuHHCcTEpCKOE 1eI0NPOU3BO/ICTBO.

21. Opranmzanms genornponsBojactsa B 1917-1941 rr.

22. JlenomnpousBoactBo B 1945-1991 rr.

23. OCHOBHBIE 3aKOHOJATENbHBIC aKThl, PErJaMEHTUPYIOIINE JIOKyMEHTAIlMOHHOE
o0ecrieyeHue ynpaBaeHHs.

24. HopMaTHBHO-METOJUYECKHE JTOKYMEHTHI, PETJIaMEHTHPYIOIINE TOKYMEHTAIlMOHHOE
o0ecrieyeHne ynpaBaeHHsL.

25. YHUpHUIUpPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH.

26. Knaccudukanus ynpapieHUECKUX JOKYMEHTOB.

27. Knaccuukatopsl TEXHUKO-9KOHOMHUYECKOH 1 COIUAIbHOW HHPOPMALIHH.

28. OCHOBBI CTaH/IaPTU3ALUU: OOIIUE MTOJIOKEHHS.

29. Kpatkue cBefieHUs U3 MICTOPUH PA3BUTHS CTaHAAPTH3AIINH.

30. TNocynapcTBeHHas (HaUMOHAIbHAs) CUCTEMA CTaHIapTU3ALIUH.

31. 3agauum cTaHmapTH3AINH.

32. OCHOBHBIE IOHATHUS U ONPENIEICHUS B CUCTEME CTaHJapTU3AIIH.

33. Oprassl ¥ CITy)KOBI CTaHIaPTU3AIUH.

34. HopmartuBHbIE JOKYMEHTBHI [10 CTAHAApPTHU3ALINH.

35. HammoHanmbHBIE W MEXKOTpACIEeBBIE  CTaHAAPTBI,  peryaupyromnme  chepy
JIeNTOTIPOU3BOICTBA.

© o~
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CooepircamenvHulii MoOYy/b 2.
JIoKyMeHTHpPOBaHHe AesITeIbHOCTH OPTraHU3aluH, PeANPUSTHS, YUPeKIeHUS

1. OpranuzanuonHast QyHKIUS, KaK OJHA M3 BAKHEHIINMX YHPaBICHYECKUX ()YHKITHA.
Oco0eHHOCTH OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB.
YcTaB: cTpyKTypa, 0COOEHHOCTH COCTABICHHUS U 0()OPMIICHUSI.
Bupl nonoxxenuit, 0COOEHHOCTH COCTABICHUS U O()OPMIICHUS.
Buast uHCTpYKIIMH, OCOOCHHOCTH COCTAaBIICHUS U O(POPMIICHHUS.
Buasl npaBu.
[ToaroToBUTENBHBIC ATAIBI K COCTABJICHUIO IITATHOTO PACTIMCAHHUSL.
Odopmitenne 1 yTBepKACHNE IITATHOTO PaCIIUCAHUSL.
Bunsl pacnopsiautensHbix ToKyMeHTOB. CocTaBiieHHMe W O(OpMIIEHHE TMpHKa3a I10
OCHOBHOMH /1€ TEILHOCTH.
9. CocraBienue u odopMmIeHHE NpUKa3a MO aAJAMUHUCTPATHUBHO-XO3SHCTBEHHBIM
BOIIPOCAM.
10. OdopmiieHre COBMECTHBIX MTPUKA30B JIBYX OpraHU3alUi.
11. OdopmieHue BbIMUCKU U3 TpuKasa. [IpaBuiia 3aBepeHus: KONUU T0KyMEHTa.
12. TlpaBuia opopMiIeHHS TPUIOKESHUAN K PaCIOPSIIUTEILHBIM JTJOKYMEHTAM.
13. Dramnbl co3aaHus NpUKa3a B OpraHU3aIiHm.
14. Co3znanue u opopMiIeHUE PACHIOPSIKEHHUS.
15. CrpykTypa u npaBuiia opopMIeHHUs BCTYIUTEIbHON YaCTH IIPOTOKOJIA.
16. CrpykTypa u npaBuia opopMIIeHNsE OCHOBHON YacTH MPOTOKOJIA.
17. CocraBnenue u opopmIIeHHE aKTa.

N Tk wN

9. OBPA3ELl MOAYJBbHOI'O KOHTPOJISA

roy BIIO «IOHEIKUIA HAIITMOHAJIbHBIA YHUBEPCUTET»
DaKyJabTeT MATEMATHKH M HH(POPMAITHOHHBIX TEXHOJIOT U

Hanpaesnenue noozomoexu: 46.03.02 /lokymenmosedenue u apxueoseoenue
Obpaszosamenvuas npocpamma: baxanasepuam

Cemecmp: v

Vuebnas oucyuniuna. Opzanusayusa u MexHon02us 00KyMeHmayuoHHozo

obecneuenus ynpaenenus

MOAYJbHAS KOHTPOJIBHAS PABOTA
BAPHUAHT Ne 1

1. Bwuapl HHCTpYKIMNA, 0COOEHHOCTH COCTAaBJICHHUS M 0(OPMIICHUSI.
2. Ilpaxmuueckoe 3a0anue. CoriacHo NoJaHHON YIIPaBJICHYECKON CUTYyallMU CO3/1aTh U 0()OPMHUTh
KpaTKHUil IPOTOKOJ.

YTBepKACHO Ha 3acelaHud Kadeapsl WHPOPMAIMOHHBIX CUCTEM YIPABJICHUS, IPOTOKOI OT
« » 20 . Ne .

3aBenyrommii kadeapoit H. III. [ToroMapeHko
IIpenonaBarens 5. B. ®unarosa

Kpurtepun oneHuBaHus MOAYJIbHOT0 KOHTPOJISI

Howmep 3ananus KouuuecTBo 62,1108
3amanune 1 5
3aganue 2 5
Bcero 10 6a10B
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10. KOHTPOJIBHBIE BOITPOCHI K IPOMEKXYTOYHOM ATTECTAIIMA

Bomnpocs! k 3a4ety
Cooeporcamenwvnutii modyns 1. TexHosiorust 1 opranusanusi padoTbl ¢ JOKYMEHTAMH

1. OcHoBHBIE HOHATHUS JOKYMEHTAIUOHHOTO obecreyeHus yIpaBJI€HUS
(1emonpoun3BoCTBA).

2. PexBu3UT NOKyMeHTa (ITOCTOSIHHBIN, TepeMeHHbIN ). DopMyIsip TOKyMEHTA.

3. Obume TpeOOBaHMS K IMOATOTOBKE, COCTABICHHUIO W O(GOPMIICHHIO CIYKEOHBIX
JIOKYMEHTOB.

4. Tlonatue «ONaHK JOKyMEHTa», TpeOOBaHMS K HEMy, BUABI OiiaHKOB. Pacmosioxenue
PEKBU3UTOB Ha OJIaHKE JOKYMEHTA.

5. IlpaBuia gatupoBaHMs U MHAEKCAIIUH JJOKYMEHTA.

6. IlpaBuia agpecoBaHus JOKYMEHTA.

7. OdopmiieHre TEKCTa JOKYMEHTA.

8. BHyTpeHHee corinacoBaHHie JOKYMEHTOB, BU3UPOBAHUE.

9. BHemHee coriacoBaHue JOKYMEHTOB.

10. IlpaBuna mpocTaBieHUs OTMETOK Ha JIOKYMEHTE: O IOCTYIUIEHMM JOKyMEHTa B
OpraHu3aINIo, O B3ATUU JIOKyMEHTa Ha KOHTPOJb, 00 MCIOJHEHUHU JOKYMEHTAa M HAIpPaBJICHUN
€ro B JIeJI0, O HAJIMYMM KOIIMH JJOKYMEHTA B 3JIEKTPOHHOI (hopme.

11. IlpaBuna noanucaHus JOKYMEHTA.

12. VTBepxaeHHE TOKYMEHTA.

13. 3aBepeHne MOKYMEHTOB IE€YaThbiO OpraHu3anuu. llpaBmiia mpocTaBIEHUS OTTHUCKA
HeyaTH.

14. TlpencraBieHue JJAOKYMEHTOB Ha PACCMOTPEHHME U PE3OJIOLUI0 PYKOBOJCTBY.
[TpaBuna cocraBieHus 1 0pOpPMIICHUS PE30JIIOLUH Ha JIOKYMEHTE.

15. O¢dopmiieHne npuaoKeHui K JOKyMEHTY.

16. Opranuzauus Aea0npou3BoACTBa OT apeBHero Erunra k JlpesHeii Pycu.

17. JlemompousBoacTBo B JIpeBHeli Pycu.

18. Ilpuka3Hoe 1enonpou3BOCTBO.

19. Koumnexckoe Aemomnpon3BOICTBO.

20. MuHHCcTEpCKOE 1eI0NPOU3BO/ICTBO.

21. Opranmzanms genornponsBojactsa B 1917-1941 rr.

22. JlenomnpousBoactBo B 1945-1991 rr.

23. OCHOBHBIE 3aKOHOJATENbHBIC aKThl, PErJaMEHTUPYIOIINE JIOKyMEHTAIlMOHHOE
o0ecrieyeHne ynpaBaeHHsL.

24. HopMaTHBHO-METOJUYECKHE JTOKYMEHTHI, PETJIaMEHTHPYIOIINE TOKYMEHTAIlMOHHOE
o0ecrieyeHne ynpaBaeHHsL.

25. YHUpHUIUpPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH.

26. Knaccudukanus ynpapieHUECKUX JOKYMEHTOB.

27. Knaccuukatopsl TEXHUKO-9KOHOMHUYECKOH 1 COITUAIbHOW HHPOPMAIIHH.

28. OCHOBBI CTaH/IaPTU3ALUH: OOIIUE MTOJIOKEHHS.

29. Kpatkue cBefieHUs U3 MICTOPUH PA3BUTHS CTaHAAPTH3AIINH.

30. TNocynapcTBeHHas (HaUMOHAIbHAs) CUCTEMA CTaHIapTU3ALIUH.

31. 3agauu cTaHmapTH3AIUH.

32. OCHOBHBIE IOHATHUS U ONPENIEICHUS B CUCTEME CTaHJapTU3AIIH.

33. Oprassl ¥ CITy)KOBI CTaHIAPTU3AIUH.

34. HopmartuBHbIE JOKYMEHTSHI [10 CTAaHAapPTHU3ALIUH.

35. HammoHanmbHBIE W MEXKOTpACIeBBIE  CTaHAAPTBI,  peryaupyromnme  chepy
JIeNTOTIPOU3BOICTBA.

36. Ionsarne noxkymeHTO00OpOTA M TPEOOBAHUS K €T0 OpPTaHU3aIINH.

37. Ilpuem u nepsuyHast 06paboTKa BXOIAMINUX JOKYMEHTOB.

38. IIpenBapuTenbHOE PACCMOTPEHUE M paclpeieieHue TOKYMEHTOB.



39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54,
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
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JIBI>KeHNE BXOSIINX TOKYMEHTOB.

JIBM>KeHUE UCXOISIUX U BHYTPEHHHUX JOKYMEHTOB.

VY4yer o6beMa J0KyMeHTO000poTa. JJOKyMEHTOO00POT KaK yciyra.
PernamenTanust JOKyMEHTOIIOTOKOB.

[TonsiTHe, 11€)Ib U IPUHLIUIBI PETHCTPALINU TOKYMEHTOB.
WNupekcanus 10KyMEHTOB.

@DOpMBI pETUCTPAIH JJOKYMEHTOB.

XKypHanbHble (OPMBI pErUCTPALIUN JOKYMEHTOB.

Kaprounas ¢popma perucrpanuu JOKYMEHTOB.
ABToMaTu3upoBaHHas (hopMa perucTpaii JOKYMEHTOB.
Opranu3zanys BbIIOJHEHUS CITYKEOHBIX IOKYMEHTOB.
HNudopmannoHHo-cIipaBo4Has paboTa 10 JOKYMEHTAM.

Llenb, CyImHOCTD, 33141 KOHTPOJISI HCITOJTHEHHUS.

[TepeuHn 1OKyMEHTOB, OUIEKALMX KOHTPOJIO UCIIOJHEHHUS.
YcnoBust 3¢ (heKTUBHON OpraHU3aH KOHTPOJIS HCITOJHEHHS.
TexHOoIO0rHsI KOHTPOJISL UCTIOJIHEHUS TOKYMEHTOB.

DOpMBI KOHTPOJIS.

CpoKH UCTIOIIHEHUS IOKYMEHTOB.

Opraau3anus XpaHeHUs TOKyMEHTOB.

Howmenknarypa nen.

CocraBieHue 3arojlOBKOB JIE.

YcraHoBIIEHHE CPOKOB XPAHEHUS JIElI.

DopMHUpOBaHUE JEII.

Odopmnenne 006I0KKH JIe.

Odopmnenue ner.

OKcrnepTr3a HEHHOCTH JOKYMEHTOB.

OkcneprtHas komuccus (LleHTpanbHas s3KkcniepTHasi KOMUCCHS).
CocraBnenue 1 opopmiIeHHE ONUCeH Je.

[Topsiiok mepepayn 1en B apXuB OpraHU3alnH.

WNHCTpyKIIKS O JOKYMEHTAI[MOHHOMY O0ECIIEUYeHHIO YIIPaBIECHUS.
Tabenb GpopM JOKYMEHTOB OpraHU3aIIUHU.

Anb00M (hOpM TOKYMEHTOB, IPUMEHSIEMbIX B OPTaHU3ALHH.
CrpykTypa ciay)O0bl TOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPaBICHUSI.
YucneHHbli cocTaB caykObl JOKYMEHTALMOHHOTO 00ECIeUYeHHsI YIIpaBJICHUSI.
Permamenramusi  IEeSTETBHOCTH  CIY)KOBI  JIOKYyMEHTAIIMOHHOTO  OOecredeHust

yIIpaBJICHUSL.

74
75

. IIpyHIMIIBI OpraHu3alyy TPyAa JeJIONPOU3BOCTBEHHOIO IEPCOHAIA.
. @aKkTOpHI, BAUAIOLIUE HA OPraHU3aLUI0 TPYAa JEIONPOU3BOJCTBEHHOIO IEPCOHAIA.

Bonpocsl k 3xk3ameny
CooepircamenvHulii MOOYJb 2.

I[OKyMCHTHpOBaHI/Ie ACATCIbHOCTH OPraHu3alviu, NPEANPUATHA, YIPCKICHUA

1.

OpranuzanvonHas QyHKIMS, KaKk OJHA M3 BAXKHEHIIMX YIpaBiICHUYECKUX (YHKIUH.

OcoOeHHOCTH OpTraHHU3allMOHHO-TIPABOBLIX JTOKYMCHTOB.

©ONDUAWN

VYcraB: cTpyKTypa, 0COOCHHOCTH COCTaBJICHUS U OPOPMIICHUS.

Bunas! nonoxenuit, 0COOEHHOCTH COCTaBJIEHUS U OPOPMIICHHUS.

Buael nHCTpYKLINMHA, 0COOEHHOCTH COCTaBJIEHUS U O(POPMIIEHUSI.

Buaer npasui.

IToaroTOBUTENBHBIE ATAIBI K COCTABJIEHHUIO IITATHOIO PACIIMCAHUS.

Odopmitenne 1 yTBEp>KACHUE IITATHOTO PACIIUCAHUSL.

Bunel pacnopsiautensHbix J10KyMeHTOB. CoctaBiieHue M opopmiieHHE IMpHUKas3a I0

OCHOBHOH JE€ATEIHLHOCTH.
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9. CocraBienue u OQOpMICHHE TNpUKa3a MO aJMUHUCTPATUBHO-XO3SHCTBEHHBIM

BOIIPOCAM.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

3aIIuCoOK.

22.
23.
24,
25.
26.
27.

OdopmiieHre COBMECTHBIX MPUKA30B JIBYX OpraHU3AIHA.

Odopmienne BHITUCKU U3 MTpHKa3a. [IpaBuia 3aBepeHus: KOMUU JOKYMEHTA.
[TpaBuna opopmiIeHHUS PUIIOKEHUN K PACHOPSAUTEIIbHBIM JOKYMEHTAM.
Dtarnbl co3JaHus MpUKa3a B OPraHu3aluu.

Co3znanue u 0popMIICHHE PACTIOPSHKEHUSI.

CrtpykTrypa u nmpaBuiia 0opOpMICHHS BCTYIHTEIbHON YaCTH MPOTOKOJIA.
CrpykTypa 1 npaBuia opOpMICHHSI OCHOBHOW YaCTH MTPOTOKOJIA.
CocraBnenue u opopmIIeHHE aKTa.

Cocrasnenue 1 oopMIIeHUE BHYTPEHHEN JOKIaTHON 3aITCKH.
Cocrapnenue 1 0OpMIICHUE BHEIITHEH TOKIATHON 3aITUCKH.

Cocrasnenue u opopmiieHHE CITy>)KeOHOM 3aUCKH.

OcoOeHHOCTH COCTaBJICHUS U O(GOPMIICHHUS PA3IUYHBIX BUIOB OOBICHUTEIBHBIX

CocraBnenue u opopmiieHne BHYTPEHHEH CIIPaBKU.

CocraBnenue 1 oopMIIeHUE BHEITHEH CIPABKU.

Oco0eHHOCTH CTPYKTYPBI 1 0OPMIICHHSI KaJPOBBIX MPUKA30B.

NunuBuyanbHbIe U CBOJHBIC KAJAPOBHIE MIPUKA3HI.

YHuuduumpoBaHHbIe TUIIOBBIE (HOPMBI KQAPOBBIX PUKA30B.

3asBIIEHHE KakK BHJ JIOKYMEHTa KaJpoBOro jaenonpousBojactsa. CTpykrypa

MNPpCANKATHBHO-PCIIITUBHOI'O KOMILICKCA 3asBJICHUA.

28.
29.
30.
31.
32.
33.
34.
35.

OTKasa.

36.
37.
38.
39.
40.

obpasria.

41.
42.
43.
44,
45,

3asBIeHUE O MPUHITHH HA PadoTy.

3asiBIIeHHE O MEePEeBOJIE HA IPYTYIO JOJIKHOCTb.

3asiBiieHrEe 00 YBOJIbHEHUH.

3asiBIIeHHE O MPEIOCTABICHUHN OTITYCKa.

PexBu3uThl ciyxebHOro nuchbma.

Buzp! ciyeOHBIX nHceM.

Cocrasnenue 1 0oOpMIICHHE MHChMa-3aIpoca.

CocraBnenue U odopmiieHHE OTBeTa Ha MNHUCbMO-3ampoc. CocTaBlieHHE MHCbMa-

CocraBnenue 1 opopmiIeHHE KOMMEPUYECKOTO MPEITI0KEHHUS.

CocraBnenue u 0)OpMIICHHE TETIErPaMMBbI.

CocraBnenue 1 opopmiieHHe Tese(hOHOTPaMMBI.

Cocranenue 1 0OpMIICHHUE YIIEKTPOHHOTO MHUChMA.

Buzpl nenoBbIx mrceM MeXIyHapoAHOTo oOpasua. biaHk muchkMa MeXayHapoIHOTO

PexBU3UTHI MUCHbMA MEXTYHAPOAHOTO 0Opa3ia.

[TpaBuiia gaTupoBaHus U MHAEKCAIIUHM MMHCbMa MEX1yHapOAHOro oOpasnua.

[TpaBuna agpecoBanus U 0OpalieHNs B MUCbME MEKIYHApOIHOro oOpasiia.
CtpykTypa 1 opopMIIeHHE TEKCTa TMChMa MEKIYHApPOJHOTo 00pasiia.

3aBepieHre MUChbMa MEXIyHAapOoAHOTo oOpa3ua. [IpaBuia mpocTaBieHUs MOAMUCH,

OTMETKE 00 HUCIOJIHUTENE, HAIMYUH MPUIOKEHUHN U KOIHUH.
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11. OBPA3EIl DK3AMEHAIIMOHHOI'O BUJIETA

IOy BIIO JIOHEIIKA HAIITMOHAJIbHBIA YHUBEPCHUTET»
@DakyJbTeT MATEMATUKHA U HHPOPMANMOHHBIX TEXHOJIOTH I

Hanpasnenue noocomosxu: 46.03.02 /lokymenmogeoenue u apxusogeoenue
Obpazosamenvras npocpamma.  Gakaraspuam

Cemecmp: v

Yuebnas oucyunnuna: Opzanuzayus u mexHono02us 0OKyMeHmMayuoOHHO20

obecneuenus ynpaejienus

BUJIET Ne 1
1. PekBU3HTHI CTY)KEOHOTO MUChMA.
2. CocraBiienue u ohopMIICHUE aKTa.
3. Ilpaxmuueckoe 3ad0anue. Co3naiite u ohpopMHUTE IPUKA3, HECOOXOIUMBIN B CICIYIOIICH
YIIPABJICHYECKOU CUTYaLlUH.

YTBepkIeHO Ha 3aceaHnu Kadeapsl HHOOPMAIMOHHBIX CHCTEM YITPABJICHHUS, TPOTOKOJ OT
« » 2019 . Ne .

3aBenyromnuii kageapoit H. 1II. I[Tonomapenko
DK3aMeHaTop S1. B. ®unarosa

KpuTepnn OICHUBaAHUA JK3aMeHa

Homep 3ananus KoanuyecTBo 0a/1710B
3amanue 1 10
3amanmue 2 10
3amanune 3 20
Bcero 40 6ay10B

12. OBPA3EILl TECTOBOI'O 3AJAHUSA

1. Ykaxure IMMPaBUJIbHYIO IMMOCJICA0BATCIIbHOCTD 3TAIIOB MPOUCAYPhI U3JaHUA IIPpUKa3a:

1) JloBeneHue nprKasa Wik paclopsuKEHUS 10 UCTIONHUTETEH.

2) JlopaboTka MpOoeKTa MPHUKa3a WA PACIIOPSHKEHHS TI0 3aMEUaHUSIM COTITACYIOIIHUX.
3) NuuiuupoBaHue U3AaHKs PUKA3a WA PACTIOPSKEHUSL.

4) TloaroroBka MpoOeKTa MPHKa3a WK PACTIOPSHKECHHS.

5) IMoanucanue MpUKas3a WK PacopsHKEHHS.

6) Perucrpanus nprkasa Wik pacropsiyKeHUsI.

7) C60p u aHanu3 HHGOOPMAIIUH TS TIOATOTOBKHU MPOEKTA JOKYMEHTA.

8) CormacoBaHue MpoeKTa JOKYMEHTA.

a) 3,7,4,2,8,6,5, 1;
6)3,7,4,8,25,6,
8,2,6,5

1;
B) 7,3,4,8,2,6,51

OTBert: 0)

2. Jlaroii 3asBJICHUS SABIIICTCS JlaTa:

a) YTBEPXKIEHUS 3asBICHUS PYKOBOIUTEIIEM;
0) BBIHECEHUS PYKOBOJUTEIIEM PE3OJIIOINH Ha 3asBICHUY;
B) COCTaBJICHMSI U MMOANUCAHUS 3asBICHUS;
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I') BU3UPOBAHUS 3aBICHUS PYKOBOJUTEIEM CTPYKTYPHOTO MMOIpa3IeICHHUS.

OrtBert: B)
13. KPUTEPUU OLIEHUBAHUSA

B Teuenue cemectpa oOywaromuiicss MOXKET 3apaboTaTh OaJibl (B OOIIEH CIIOXKHOCTH
makcuMyM 100 GaioB) 3a CIEIYIOIINE BHIIBI IS TEIBHOCTH:

1) BbINONIHEHNE TPAKTUIESCKUX U Ja0OPATOPHBIX 3aIaHU;

2) HamycaHWe MOJYJIbHONW KOHTPOJIBHOM PaboThI;

3) aKTUBHOCTH Ha 3aHATHSX (OMPOC, TECTUPOBAHKE, AHATN3 KOHKPETHBIX CHTYAIlUi);

4) BBHIMOJIHEHUE WHIUBUAYAJIbHBIX TBOPUYCCKUX 3aJaHUil, HAIUCAHUE JOKJIAJ0B U
pedepaToB (OOHYCHBIC OalIbI);

5) orBeT Ha 3a4reTe (IK3aMEHE).

OreHka 3HaHU# CTYIEHTOB POoBOAUTCS MO 100-0ayIbHOM ITKajIe COTJIACHO CIIEAYIOIINM
KPUTEPHUSIM:

Ne . KonnuectBo
Buabl KOHTPOJILHBIX MEPONIPUATHIA
n/n 0a/10B
Cooepirrcamenvuwiit mModyas 1

Tema 1

1. [TpakTuyeckas padora 1 6

2. OTBeThbl Ha KOHTPOJIbHbBIE BOIPOCHI U TECTOBBIE 3aaHUs 2
Tema 2

1. [IpakTrueckas padora 2 6

2. OTBeTHI Ha KOHTPOJIbHBIE BOIPOCHI M TECTOBBIC 3aaHUs 2
Tema 3

1. [TpakTrueckas padora 3 6

2. OTBeTHI Ha KOHTPOJIbHBIE BOMPOCHI M TECTOBBIC 3aaHUS 2
Tema 4

1. [TpakTuyeckas pabora 4 6

2. OTBeThbl Ha KOHTPOJIbHbIE BOIPOCHI U TECTOBBIE 33aHUS 2
Moay/ibHbIi KOHTPOJIb 10
Tema §

1. ITpakTryeckas padora 5 6

2. OTBeTHI Ha KOHTPOJIbHBIE BOMPOCHI M TECTOBBIC 3aaHUS 2
Tema 6

1. [TpakTyeckas pabora 6 5

2. OTBeThbl Ha KOHTPOJIbHBIE BONPOCHI U TECTOBBIE 3aJaHUS 2
Tema 9

1. [TpakTdeckas pabora 7 6

2. OTBeThbl Ha KOHTPOJIbHbBIE BOMPOCHI U TECTOBBIE 3aaHUS 2

3. [TpakTnyeckas pabora 8 5

4. OTBeTbl Ha KOHTPOJIbHbIE BONPOCHI M TECTOBBIE 3aaHUS 2
Tema 10

1. ITpakTryeckas pabora 9 6

2. OTBeThbl Ha KOHTPOJIbHBIE BOIPOCHI U TECTOBBIE 3aAaHUS 2
3auer 20
BCET'O 100

Cooeporcamenvhulii MoOy1b 2

Tema 10

1. ITpakTnyeckas padora 10 ‘ 1,5
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2. OTBeTHI HA KOHTPOJIBHBIE BOPOCHI 0,5
3. ITpakTryeckas pabora 11 1
4, OTBETHI HA KOHTPOJILHBIE BOIPOCHI 0,5
5. JlaboparopHas pabota 1 1
Tema 11
1. ITpakTruyeckas pabora 12 1
2. OTBETHI HA KOHTPOJIbHBIE BOIIPOCHI 0,5
3. [TpakTrueckas padora 13 1,5
4. OTBETHI HA KOHTPOJIbHBIE BOIIPOCHI 0,5
5. [TpakTrueckas padora 14 1,5
6. OTBETHI HA KOHTPOJIbHBIE BOIIPOCHI 0,5
7. [TpakTrueckas padora 15 1,5
8. OTBeTHI HA KOHTPOJILHBIE BOIPOCHI 0,5
Q. ITpakTuueckas pabora 16 1
10. OTBETHI HA KOHTPOJIbHBIE BONPOCHI 0,5
11. JlaboparopHast pabora 2 1
12. JlaGopaTopHas paborta 3 1
Tema 12
1. [TpakTrueckas padora 17 1,5
2. OTBETHI HA KOHTPOJIbHBIE BONPOCHI 0,5
3. ITpakTuueckas pabora 18 1
4. OTBETHI HA KOHTPOJIbHBIE BONPOCHI 0,5
S. ITpakTuueckas padbora 19 1
6. OTBEeTHI HA KOHTPOJIbHBIE BONPOCHI 0,5
7. ITpakTyeckas padora 20 1,5
8. OTBeTHl Ha KOHTPOJIbHBIE BOIIPOCHI 0,5
MopnyJIbHBII KOHTPOJIb 10
9. ITpakTyeckas pabora 21 1,5
10. OTBeTHI Ha KOHTPOJIBHBIE BOITPOCHI 0,5
11. ITpakTyeckas pabora 22 1
12. OTBeTHI HA KOHTPOJIBHBIE BOITPOCHI 0,5
13. ITpakTryeckas pabora 23 1
14. OTBeTHl Ha KOHTPOJIbHBIE BOIIPOCHI 0,5
15. JlaGoparopHas pabota 4 1
16. JlaboparopHast pabora 5 1
17. JlaGoparopHas paboTa 6 1
Tema 13
1. ITpakTryeckas paborta 24 1
2. OTBETHI HA KOHTPOJIBHBIE BOITPOCHI 0,5
3. [TpakTyeckas pabora 25 1,5
4. OTBETHI HA KOHTPOJIBHBIE BOITPOCHI 0,5
S. ITpakTudeckas pabora 26 1
6. OTBETHI HA KOHTPOJIBHBIE BOITPOCHI 0,5
7. [TpakTyeckas padora 27 1
8. OTBeTHl Ha KOHTPOJIbHBIE BOITPOCHI 0,5
9. ITpakTyeckas pabora 28 2
10. OTBeTHl Ha KOHTPOJIbHBIE BOITPOCHI 0,5
11. ITpakTruyeckas pabora 29 1
12. OTBeTHl Ha KOHTPOJIbHBIE BOITPOCHI 0,5
13. ITpakTnyeckas pabora 30 1
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14, OTBeTHI HA KOHTPOJILHBIE BOIPOCHI 0,5
15. JlaGoparopHas pabota 7 1
Tema 14
1. ITpakTuyeckas padora 31 2
2. OTBETHI HA KOHTPOJILHBIE BOIPOCHI 0,5
3. ITpakTudeckas pabora 32 1
4. OTBETHI HA KOHTPOJIbHBIE BOIIPOCHI 0,5
5. ITpakTrueckas padora 33 1,5
6. JlaboparopHas pabora 8 1
JK3aMeH 40
BCET'O 100

JI0 BeJIOMa CTYJIEHTOB B MIEPBbI MecsIl 00y4UeHHUS.

OneHka 3a ceMecTp BBIYHCISACTCS IyTeM CYMMHPOBAHHS 3apa0OTaHHBIX CTYACHTOM
0a/yIoB 3a CEMEeCTp M Ha 3auyeTe/3K3aMEHE U BBICTABJISETCS COIVIACHO WIKaje, MPUHATOM B
JOHHY. bonee nonpobubie KpuTepun pazpadaThIBalOTCS UCXO/AS U3 KOHTUHIEHTA U JIOBOJSATCS

IIkana coorBeTcTBHUs 0AJUI0B rOCYIapCTBEHHOM HIKAJIe

Cymma 6a/l10B 32 . Ouenka no
Ouenka . | OuneHka nmo rocyiapcTBeHHOH HIKaje .
BCe BH/IbI y4eOHOIt . rocy1apcTBeHHOi
ECTS (3x3ameH, Tu(depeHIHATbHBINI 3a4eT)
AeSITeJIbHOCTH mKaJje (3auer)
A 90-100 5 (OTIMYHO) 3a4YTEHO
B 80-89 4 (xopor1io) 3a4TEHO
C 7579 4 (xopor1io) 3a4TEHO
D 7074 3 (YIOBJIETBOPUTEIHHO) 3a4TEHO
E 60—69 3 (YIOBJICTBOPHUTEIHHO) 3a4TEHO
2 (HeyIOBIETBOPHUTEIHHO) C
FX 35-59 (neyn p . ) HE 3a4TEHO
BO3MOYXHOCTBIO TTOBTOPHOU CHAYN
2 (HeyIOBJIETBOPUTEIBHO) C
BO3MOYXHOCTBIO TOBTOPHOM C/Ia4yul MpHU
F 0-34 p A p HE 3a4TCHO
YCJIOBHH 00s13aTeIBHOTO Habopa
JIOTIOJTHUTEIbHBIX 0aJIIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLECCA

JIeKIIMOHHBIE U MNPAKTUYCCKUC 3aHATHA MPOBOAATCA B aAYAUTOPHU,

MYJIbTUMEMIHON TEXHUKON U JOCKOM.

HpaKTI/I‘leCKI/IC 3aHATUA TPOBOJAATCA B KOMIIBIOTCPHOM  KJIACCE,

OCHAaIlEHHOU

000pyI0BaHHOM

KOMIIBIOTEPAMH C JTULUCH3WOHHBIM IIPOTpaMMHBIM O6CCHC‘—IGHI/IGM, AOCTYIIOM K CE€TH I/IHTepHeT,
CTOJIaMH, JJOCKOM.

15. PEKOMEHJOBAHHAS JIUTEPATYPA

Koa-Bo Haan4mue
Ne IK3EMILIAAPOB | JIEKTPOHHOM
HaumenoBaHue
n/n B OubJmoTeke BEpPCHHU B
JAOHHY €)Ne
Ocnognaa a1umepamypa
1 | demonpou3BoacTBO 00pas3iibl, JIOKYMEHTHI, 1 -
opranmu3anus u Texnonorus padotsl / [B. B. 'anaxos u
ap. ; nox pea. M. K. Kopreera, B. A. Kynpsiea]. — Uzn.
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3-e. — Mockaa : [Ipocnekr, 2015. — 479 c.

[Manexa, FO. . JlokyMeHTyBaHHS B MiANPHUEMHUIIBKIN
chepi (31 3pa3kaMu CydyaCHHUX JIOKYMEHTIB) : HaBY.
noci6. ans Bum. Hay. 3aki. / FO. L. Ianexa. — KuiB :
Jlipa-K, 2010. — 509 c.

20

[MTanexa, FO. 1. Opranizarisi 3arajJpbHOTO JAiJIOBOJCTBA :
(31 3pa3kamMu  Cy4YaCHUX [IJIOBUX  TmamepiB) /
1O. I. [Tanexa. — 2-re Bua. — Kuis : Jlipa-K, 2009. —
457 c.

15

[Torpebnas, JI. Jlenompon3BoACTBO, KAKUM OHO JIOJIKHO
obITh / JI. [lorpebHas. — 2-e uzn. — XapbkoB : dakrop,
2008. —413 c.

®dunarosa, f. B. Meroguueckue peKkOMEHIAMU K
CaMOCTOSITENILHON  paboTe CTYISHTOB HAIPaBJICHUS
MOJATOTOBKU «J{OKyMEHTOBEJIeHHE M apXHUBOBEICHHE)
no gucuuiuinHe  «OpraHuzanusi W TEXHOJIOTHUS
JIOKYMEHTAIMOHHOTO 00eCreYeHUs YIPaBICHUS» OUHOM
U 3a04HOM (popM 00ydeHHsS] ¢ HOPMATHUBHBIM CPOKOM
oOydeHus, OYHOW U 3aouHOM (opm o0OyueHHs c
COKpaIlleHHBIM CpokoM oOydernusi / S1. B. @unartosa,
A. B. Jlengen ; Jloneukuil Hau. yH-T, @aK. MaTeMaTUKU
u uHpopM. TexHonoruii, Kad. uapopm. cucrem ymp. —
Honeuxk : lonHY, 2016. — 29 c.

ﬂonwmumeﬂbuaﬂ Jqumepamypa

Bnacosa, E. E. CoBpeMeHHbII /€JI0BOM JTOKYMEHT
Opranu3zanus J1eJ0MpOU3BOJICTBA U JOKYMEHTOO00pOTa
Ha npennpustuu / E. E. BnacoBa. — X. : Koncynbr,
2004. - 212 c.

Hemun, 0. M. JlenonpousBojacteo : Iloaror. cimyxeoO.
nokymenToB / 0. M. [lemun. — 2-e u3a. — CII0. u ap :
ITutep, 2005. — 224 c.

Enuzaseruna, T. M. Jlenonpon3BocTBO Ha
KOMITbIOTEpPE : [cocT. AokymMeHTOB. Opr. paloTHI.
Benenue yuera] / T. M. EnuzaBetruna, M. B. Jlenucosna.
— 3-¢ w3n. — M. : Kyaum-o6pas ; CIIO. : [Turep, 2005. —
299 c.

Komsina, M. I'.  JlenonpousBojacTBo, Oyxrantepus H
aHanmu3 OM3Heca Ha KoMIbloTepe : [yded. mocodue Juis
pabOTHUKOB CIIY0O JEIOMPOU3BOJICTBA, CEKpETapei,
PYKOBOJUTENEH, CTYIEHTOB BY30B 3KOH. mpoduis] /
M. T'. Konsga. — Houenk : BAO, 2003. — 285 c.

19

10

KpacaBun, A. C.  JlokyMeHTaluoHHOe  obOecreueHue
yhOpaBieHUs  KaJpaMud  :  TOpakT. mocobue  /
A. C. Kpacasus. — M. : UHOPA-M, 2003. - 191 c.

15

11

Mutpodanona, B. B. KagpoBoe nenonpousBoactso B
KoMMepueckoil opranuzanuu / B. B. Murpocdanosa. —
Mocksa : Ox3amen, 2005. — 143 c.

12

[Tanexa, }O. I. Opranizamiss cyd4acHOro aiJIOBOJCTBA :
HaBy. 1oci0. s crya. By3iB / 0. 1. [lanexa. — KuiB :
Konnop, 2007. — 190 c.

13

[Tanexa, 0. 1. KynbTypa nimoBoAcTBAa B Cy4YacHUX
ycTaHOBax  YKpaiHM: CTAHOBJICHHS, TEXHOJIOTIS,
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oprasizariisi, KepyBaHHs : aBToped. quC. Ha 3100. HaYK.
cryn. kaupa. ict. Hayk (07.00.10) / FO. I Ilamexa ;
Hepx.koMm. apxiBiB Ykpaimm ; YKp. H.-I. 1H-T apX.
cupasu Ta jokymMeHTo3HaBcTB. — K., 2005. — 18 c.

14

HNudopmalinoHHble TEXHOJOTUU M CUCTEMBI B 001acTu
JIOKYMEHTOBEJICHHS U apXUBOBeAcHUS : MmaTepuainsl VIII
MEXIYHApOJAHON HAay4YHO-TPAKTUUYECKON KOH(pepeHINH
/" [pemxon.: H.H.Tpubkos u gap.] ; T'OY BIIO
«JloHenkuii HanuoHadbHbIA yHUBepcuteT» ; ®I'BOY
BO «KpacHomapckuii rocyaapCTBEHHBIH HMHCTUTYT
KYJbTYPBI» ; dI'bOY BO «OpJioBCKHi
roCy/IapCTBEHHBIH MHCTUTYT KyabTypeD» ; ['OY BIIO
JIHP «JIyranckuii HallMOHAJIBHBIN YHUBEPCUTET UMEHU
Tapaca IlleBuenko» ; I'OY BIIO JIHP «Jlyranckuii
HallMOHAJIbHBIM ~ YHHUBEpCUTET HMMEHM Bragumupa
Hans». — lonenk : [[{oaHY], 2019. — 150 c.

15

HNHpopMalnoHHbIE TEXHOJIOTMH M CUCTEMbI B 00JIACTH
JOKYMEHTOBEACHUsI M apxuBoBeneHus :  VII
MesxayHapo/iHasi Hay4dHO-IIpakTU4YecKast KOH(pepeHus /
[peaxoin.: B. H. Auapuenxo (npen.) u ap.] ; Jonerkuii
Hal. yH-T ; Jlyranckuii Hau. yH-T um. T. llleBueHko ;
KpacHonapckuii roc. yH-T KyabTypsl ; OpiioBCKHi roc.
yH-T KyJnbTypbl. — Jlonenk : JlonHY, 2018. — 78 c.

16

WNHpopManmOHHbIE TEXHOJIOTHH M CUCTEMBI B OOJIACTH
JIOKYMEHTOBE/ICHUS M apXUBOBEACHUsS : MaTepuaibl VI
MexayHapoIHOW HayYHO-TIPAKTUYECKOH KOH(epeHInn
/ [penxon. B. H. Aunpuenxko (npex.) u np.] ; TOY BIIO
«onenkuit Han. yu-™» ; 'OY BIIO «Jlyranckuit Hail.
yH-T» ; KpacHomapckuii roc. yH-T KynbTypsl. — JloHerk
: louHY, 2017. - 71 c.

17

WNHpopMalnOHHbIE TEXHOJIOTMHM M CHUCTEMbI B O0JIACTH
JIOKYMEHTOBEJCHUSI U apXWUBOBEJECHUS @ MaTepuaybl V
MexayHapo/IHOW Hay4HO-TIPAaKTUUYECKON KOH(pepeHInu
/ [penxon. B. H. Aunpuenko (nipea.) u ap.] ; TOY BIIO
«doneukuit Hau. yH-t» ; 'OV BIIO «Jlyranckuii Hai.
yH-T» ; DI'TAOY BO «OxHbI# denep. yH-T». — JloHEenk
: lorHY, 2016. — 80 c.

18

«IHopmaniiini TEXHOJIOT'11 1 CUCTEMU B
JOKYMEHTO3HaB4i cdepi», MiKHapoJHa HAyKOBO-
npakTuuHa KoHbepenuis (4 ; 2014 ; Jloneusk).
Marepianu..., 02 kBitHs — 04 kBiTHS 2014 p. / [penkomn.:
B. M. Anapienko (ronosa) Ta iH.] ; JloHeubkuit Hail. yH-
T ; AKaj. eKoH. HayK Ykpainu ; Har. akan. xep. kaapis
KyIbTypu 1 MHUCTENTB ; binopyceka pecn. criika
fopuctiB  (binopycs) ; Cune3bkuili TEXHON. YH-T
(ITonmpma). — Houenpk : JlonHY, 2014. — 137 c.

19

«Indopmaniiini TEXHOJIOT11 1 CUCTEMH B
JOKyMEHTO3HaByill cdepi», MixHaponHa HayKOBO-
npaktuyHa KoHpepenuis (3 ; 2013 ; JloHeusk).
Marepianu..., 03 xBiTHs — 05 xBiTHS 2013 p. / [penxou.:
B. M. Annpienko (ronosa) Ta iH.] ; JloHenpkuii HaIl. yH-
T ; AKaja. ekoH. HayKk Ykpaiau. — Jloneusk : JlomHY,
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2013. - 143 c.

20

«Indopmaniiini TEXHOJIOT11 i CUCTEMHU B
JIOKyMEHTO3HaBuii chepi», MikKHapogHA HAYKOBO-
npaktuyHa KoHpepenmis (2 ; 2012 ; JloHeuskK).
Marepianu..., 03 xBiTHs — 05 xBiTHs 2012 p. / [penkou.:
B. M. Annpienko (ronosa) Ta iH.] ; JloHenpKkuii HaIl. YH-
T ; Akan. ekoH. Hayk Ykpainu. — [oneupk : JonHY,
2012. - 137 c.

21

«/loxymeHToBeieHHE, apXUBOBEJICHHE u
uH(GOPMAIIMOHHAS JIESITEIHHOCTEY, BY30BCKas HaydHas
koH(pepenmms (2016 ; [donenk). JlokyMeHTOBeneHue,
ApXUBOBEACHHEC W WH(POPMAIIMOHHAS JIEATEIBHOCTh
MaTepuaibl BY30BCKOM HaydHOH KOH(EpEeHUUHU IO
UTOTaM HAay4HO-HCCIIE0BATEIHCKON PaboThl CTYJICHTOB
HarnpasiacHUs «J{OKyMEHTOBEICHUE M apXHUBOBEACHHE /
[peaxon.:  B. H. Aumpuenko, 3.UW. Muponora] ;
'Oy BIIO «/loneukuii Hau. yH-T». — JloHeuk
I'OY BIIO «JlouHY», 2016. — 105 c.

22

«/loxymeHToBeneHue, apXUBOBEJICHHE u
UH(POPMALIMOHHAS JIeSITeIBHOCTEY, BYy30BCKash Hay4dHas
koH(pepenuus (2015 ; Honeuk). JlokymeHTOBeIeHHE,
apXMBOBEJCHHE W WH(POPMALMOHHAS JESTEIHHOCTD
MaTepuaibl BY30BCKOM HaydHOH KOH(EpEeHUUH IO
UTOTaM HAay4HO-HCCIIEOBATELCKON PabOThl CTYICHTOB
CHEIUAIBHOCTH «/lokymeHTOBeicHHE u
UHPOpPMALIMOHHAS ~ JAEATENBHOCTE»  /  [peaKolL.:
B. H. Augpuenko, 3. U. Muponosa] ; 1'OY BIIO
«Jdoneuxkuit nHau. yH-™». — J[Homeux : I'OY BIIO
"HonHY", 2015.-130 c.

23

30ipHUK MaTepiajiiB BY31BCbKOI HayKOBOi KOH(epeHIii
32 MOiICYMKaMM  HAyKOBO-JIOCTIJHUIBKOI  poOOTH
CTYJEHTIB CHelialnbHOCTI «J[OKyMEHTO3HABCTBO Ta
iHdopmariitHa nismeHICTEY» : (oHenpk, kBiTeHb 2013
p.) / [penkon.: B.H. Annpuenko, E.I. Muponoga,
I. K. Canunpka] ; JloHeubkuid Hal. yH-T. — JIOHEUbK :
JouHY, 2013. - 98 c.
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30ipHUK MaTepialliB BY3IBCbKOI HayKOBOi KOH(epeHIii
32 TIACYMKaMH  HAyKOBO-JAOCTIAHUIBKOI  poOOTH
CTYAEHTIB cHemiagbHOCTI «JlOKyMEHTO3HaBCTBO Ta
iHopmariitna gisutpHICTE» : ([oHernpk, kBiTeHH 2012
p.) / [penxon.: B.H.Aunnpuenko, E.I. Muponosna,
I. K. Canunipka] ; JloHeupKkuii Hail. yH-T. — JIOHEUBK :
HouHY, 2012. — 85 c.
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30ipHUK MaTepiaiiB BY31BCbKOI HayKOBOi KOH(epeHIii
32  MOiICYMKaMHM  HAyKOBO-JOCTIJHUIBKOI  poOOTH
CTYIEHTIB cHemialbHOCTI «J[OKyMEHTO3HABCTBO Ta
iH(popMariiiHa JUSUTBHICTBY / [penxod.:
B. H. Aunpuenxo, E. 1. Muponosa, I. K. Canunpka] ;
Honenpkuii Hatl. yH-T. — [lonensk : FOro-Boctok, 2010.
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kommyHuKaru. — 2007— . — Beixoaut 4 pasa B ToJ1.

19




27

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

16. ”THO®OPMAIIMOHHBIE PECYPCbI

1. T'ocynapctBeHHass HWH(pOpPMAIMOHHAS CHUCTEMa HOPMATHBHBIX IPABOBBIX AaKTOB
noptai / MunuctepcTBo roctuimn Jlonernkoi Hapoanoit Pecniyonuku. — Jlonenk, [2016— ], —
URL: https://gisnpa-dnr.ru (mara obpamienus: 10.04.2020).

2. O6 yrBepkaeHHUH TUNOBOW MHCTPYKIMM IO JEJIONPOU3BOJCTBY B OpraHax
FOCYyJIapCTBEHHOW BJIACTH, OpraHax MeCTHOro camoynpasieHun Jlonenkon Hapoanoit
PecniyOoimuku : mocranoBienue Coera MunuctpoB JIHP ot 16.10.2015 Nel19-27 // Jloneukas
Haponnas PecnyOnuka : odunumanenbiii  caidit. — 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/ (mara oopamienus: 10.04.2020).

3. Bcepoccuiickuii  Hay4HO-HCCIEIOBATENbCKHIA ~ HHCTUTYT —JOKYMEHTOBEICHHS |
apxusHoro gena (BHUUAJ) : opunmaneubiii caiit / BHUUIA. — Mocksa, [2001- ], —
URL: www.vniidad.ru (nara oopamenus: 10.04.2020).

17. IPOTPAMMHOE OBECIIEYEHUE

1. Windows 7 PRO (xopriopatusHas jsuiensus JJouHY Ne 46484614).

2. Microsoft Office (kopnoparusHas sunensus JouHY Ne 46472919).

3. Jluuensun GPL, Apache, BSD mis cBOOOZHOrO IpOrpaMMHOrO OO€CICUEHHS:
AntuBupyc Kacnepckoro, Libre Office, Adobe Acrobat Reader, XPDF, Paint.NET, Gimp.

18. UCITOJIb30OBAHMUME JIEKTPOHHOI'O OBYYEHUSA
U JUCTAHIIMOHHBIX OBPA3OBATEJIbHBIX TEXHOJIOT U

®.1.0. npenonasares
U BH/ 3JIeKTPOHHOI0 B3aMMO/1eiiCTBHSA
NpenogaBaTe/]ab-CTyACHT N0 JUCHHILINHE
®unarosa . B.:
Ob6naxo (https://cloud.mail.ru/public/inhF/2CNYjWwKM/),
e-mail (ia.lendel@donnu.ru, philatova.yana@gmail.com).

Jlenpen T. I1.:
O6mnaxo (https://cloud.mail.ru/public/4AwKA/2N8m1XZCF),
e-mail (t.lendel@donnu.ru).

JAucuunimHa uim Apyrou
BHJ y4eOHOM padoThI

Opranuzanys u TEXHOJIOTHS
JOKYMEHTAIlMOHHOT'O
oOecrieueHus ynpaBiIeHUs
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PabGouass mporpamMma paccMOTpeHa U TepeyTBEpXKIeHa Ha 3acelaHuu Kadeapsl
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B pabouyto npoepammy oucyunnunsl 8necensi credyoujue UsMeHeHUus U OONOIHEHUSL:

[TpoTokoun 3acenanus Kagenpsl OT « » 20 r. Ne
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