





1.  OBJACTb IPUMEHEHMS U MECTO JUCLMUILIMHBI B YYEBHOM
MPOLIECCE

VYuebnas qucuuiuiiHa «BBenenue B mpodeccuio» sBsieTcs AUCUUIUIMHONW 0a30BOil yacTu
npodeccuonanbHoro 6yoka OOII mo Hanpasienuto nmoarotoBku 46.03.02 «J/lokyMeHTOBeIeHHUE U
apXUBOBEACHUEY.

JucuumnnuHa peanusyercs Ha (QaKyabTeTe MaTeMaTUKU U MH(POPMAIMOHHBIX TEXHOJIOTUN
JNOHHY kadenpoit ”HPOPMAIIMOHHBIX CUCTEM YIIPABICHUSI.

CrneuunanbHble TpeOOBaHHUS K BXOJHBIM 3HAHUSM, YMEHHUSIM M KOMIIETCHLIUSAM CTYJIEHTa HE

peyCMaTPUBAIOTCSL.

JlucuumimuHa  SIBJISIeTCS 0a30BOif ISl MOCNEAYIOUIEr0 H3Yy4YCHUS  TUCHHILUIAH
npodeccuoHanbHoro  6moka:  JlokymeHToBeneHue, ApxuBoBenenue, bubnuorpapus wu
oubnuorpadpuyeckoe xgeno, OpraHuzanuss ¥ TEXHOJOTHS JOKYMEHTAIMOHHOTO OOeCIeUeHUsI
yIIpaBICHHUS.

2. CTPYKTYPA JUCHUIIJIMHBI

XapakTepucTruKa y4eOHOM TUCIUTITUHBI

Hanpanenune noarotoBku 46.03.02 JIokyMEeHTOBEICHUE U apPXUBOBEJICHHUE

HanpaBneHHOCTh JIOKyMEHTOBeIeHUE U apXHBOBEJICHHE
Kpanuduxanus bakanasp

KonngecTBo conepkaTeabHbIX MOTyICH 1(11)

(Tem)

JucnuriuHa 6a30B0M / BApHAaTUBHON YacTH

o bazoBas yacTb npoeccuoHabHOro 6J10Ka
00pa30BaTebHOM POrpaMMbl

DopMBbI KOHTPOJISI 1 MOyNbHBIN KOHTPOJIb U | 3a4er

ouHas popma 3aouyHas popma
TokazaTenu oOyueHust Ha 6aze o0y4eHus Ha 0aze
HOpMarT. ycKop. HOpMar. ycKop.
CPOK CpoK CPOK cpox
KonuyecTBO 3a4eTHBIX eAMHUIL (KPEAUTOB) 2,5 2,5 2,5 2,5
I'ox moAroToBKM 1 1 1 1
Cemectp 1 1
KonmgecTBo yacoB 90 90 (AP) 90 90(AP)
- JIEKIIMOHHBIX 36 6
- IPAKTUYECKHIX, CEMUHAPCKUX - -
- 1a00paTOPHBIX - -
- CAaMOCTOSTEJIbHOM paboThI 54 90 84 90
B T.4. HHJMBHIyaJbHOE 3a/IaHUE
HenenpbHOE KOJTMUYECTBO YacoOB, 5
B T.4. ayTUTOPHBIX 2

3. OMUCAHUME JUCHUINIJINHBbI

eau u 3agaun

Heaw - chopMupoBaTh y CTy/ICHTA MPESICTABICHHE O BEIOPAHHOM HarparyieHnH roaroropku 46.03.02
JIOKYMEHTOBEICHUE W apXHMBOBEICHUE, O 3HAUCHUM JIOKYMECHTA M JIOKyMEHTAIIIOHHOTO OOCCIICUCHUS B
YIPABIICHYSCKO# JISITEITLHOCTH, O METOIMKE OCBOCHHS CIICIIMATBHOCTH B BY3€.

3agaum — IPOCIEUTh UCTOPUICCKHUN MyTh CTAHOBJICHUS W Pa3BUTHUS NPOQECCHU; TOKa3aTh
poJib M MECTO JIOKyMEHTOBeJa B HMH(MOPMAIMOHHOM OOIIECTBE; OXapaKTepU30BaTh OCHOBHBIC
HaMpaBJICHUS CIEIMATU3ANNA B paMKaxX CICIUAILHOCTH U TCHICHIMU €€ Pa3BUTHS, JaTh YETKOE
npejcTaBicHue 0 ['ocy1apCTBEHHOM 00pa30BaTEIbHOM CTaHAAPTE MO HAMPABJICHHIO MOATOTOBKH



46.03.02 JIokyMEeHTOBEICHUE U apXUBOBEICHHUE M YICOHOM IIJIaHE CIEIIUATbHOCTH.

TpebdoBanus K pe3yjabTaTaM OCBOEHHSI JUCHHUILUIMHBI: TIPOIIeCC M3YUCHUS AUCIUTLIMHBI
HampaBlieH Ha (OpMHpOBaHHE »JJIEMEHTOB CIEAYIOIIMX KOMIIETEHIIMH B COOTBETCTBUH C
tpeboBanusiMmu ['OC BIIO no nanpasnenuto mnoaroroBku 46.03.02 JloxymeHTOBeneHHE U
apXMBOBEJCHHE U OCHOBHON 00pa30BaTeIbHOW MPOrpamMMbl BBICHIETO O0Opa30BaHUs HaIpaBlICHUS
noarotoBku 46.03.02 JlokyMeHTOBE/IEHHUE U apXUBOBEICHUE:

a) oowexynomypuuvix (OK):

- CIOCOOHOCTH HCIIOJNB30BaTh OCHOBBI (punmocodckux 3HaHUU g HOpMHpPOBAHUS
MupoBo33peHuecko mosummu (OK-1);

- CIOCOOHOCTH K caMOoOpraHu3aiuu U camoodpazosanuto (OK-7).

0) oowenpogheccuonanvuvix (OIIK):

- CIIOCOOHOCTH UCHOJB30BaTh TEOPETUYECKUE 3HAHUS U METOJIbI MCCIIEIOBAaHUSI HA MPAKTUKE
(OIIK-1);

8) npogheccuonanvnuvix (IIK):

- BJIaJICHHE OCHOBaMHU HWH()OPMAIMOHHO-AHAIIUTUYECKON MACSATEIHBHOCTH U CIIOCOOHOCTHIO
OpUMEHATH UX B podeccronansHoi chepe (ITK-2);

- BIIQJICHUE 3HAHUSMH OCHOBHBIX MPOOJIEM B 00JaCTH JOKYMEHTOBEICHUS U apXUBOBEICHHUS
(IIK-3);

- co0OJTI0IeHNe IpaBUIl M HOpM oxpanbl Tpyaa ([1K-34).

B pe3ysbTare nzyueHus y4eOHOH JUCHUILINHBI CTYIEHT JI0JIZKEH

3Hamp: OCHOBHBIE 0a30Bble TIOHATHUS, HCHOJIb3yeMble B JOKYMEHTAI[MOHHOM
o0OecrieueHn: yIpaBleHUs; MecTO B posib ciiy:)k0 JIOY B coBpeMeHHOM 00IIecTBe; TpeOOBAHUS K
YPOBHIO KBaTH(PHUKAIUK CHEIHATUCTA-TOKYMEHTOBEAa; MMETh MPEACTaBICHUE O XapakTepe Hu
OCOOCHHOCTSIX CBOEH OyyIiei paboThl; YCBOUThH aITOPUTM HAIMCAHUS KYPCOBOU paOOTHI,

yMemsb: OPUEHTHPOBATHCS B y4yeOHOM IUIaHE HampaBieHue mnoarotoBku 46.03.02
«JIOKyMEHTOBE/ICHHE W apXHBOBEICHHUE»; BHIOMpATh TEMy, MOJOMpPATh HEOOXOIUMBIA MaTepHal,
CTPYKTYpUPOBATh, 0POPMIISITH KypCOBYIO paboTy.

4. COAEP) KAHUE JUCIUAIIVIMHBI U ®OPMbI OPTTAHU3ALIUU YYEBHOI'O
ITPOLOECCA

Kypc muctumuinnel «Benenue B mpodeccuioy» npeaycMaTpuBaeT Takue (popMbl OpraHu3aluu
y4eOHOTO Mpolecca Kak JEKIMU U CaMOCTOATENbHas paboTa CTyIeHTA.

[Ipu npoBeneHHM JEKIMM A OOCYXAEHHS MaTepuaia I[IHPOKO  HCIONb3YIOTCS
MYJIbTUMEIUIHBIC IPE3CHTALINY, AHUMALUH.

CamocTtosTenbHass paboTa CTYAEHTOB NPEIyCMAaTPUBAET BBINOJIHEHHE WHIUBUIYaTbHBIX
3aJjaHMi, U3y4eHrne y4eOHOM U METOIMYECKOH TUTepaTyphl, COCTaBIEHUE KOHCIIEKTOB.

Hopsaaxoselii Kparkoe cogepxanue TeMbl
HOMeEp U TeMa

Cooepicamenvuuliit Modys 1

Tema 1. Beenenne B | I[lpeamer, HazHaueHue u 3amaun Kypca. Ero cBs3p ¢ 00IIMMH T'yMaHUTApHBIMU H
JIOKyMEHTOBEJIEHHE | COIMAIBbHO-3KOHOMUYECKUMH, MaTeMaTHYeCKMMH ¥ €CTECTBEHHO-HAyYHBIMU,
Y apX1BOBEJECHHUE oOmenpodeccnoHaTbHBIMY, AUCHUIUIMHAMHE H3y4aeMbIMH IO Y9eOHOMY IUIaHY.
Crpyktypa Kypca. OcHoBHast popma yueOHOH pabaThl 10 Kypcy, UX crenuduka.
Dopma oruerHocTH. JIuTeparypa, HeoOXxoaumMas AJisl U3y4EHHsI Kypcea.

Tema 2. CocrosiHne | AHanM3 HalMOHAIBHOTO phIHKA Tpynaa. OCHOBHBIE (DAaKTOPHI, OMPEACISIONIIe
1 0COOEHHOCTH CUTyallMl0 Ha phIHKe TpyAa. [lomymspHele mpodeccun W ayTcaiifiepbl Ha
Pa3BUTHS PHIHKA HaIlMOHAJIBHOM pBIHKE Tpyaa. OOpa3oBaHHe U MOJIOJIEKHAS 3aHATOCTh. TpynoBas
TpyAa opueHranus Mojonexku. CryneHueckas 3aHITOCTh: e, MaciuTtal, cdepsl
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3aHATOCTH, CBS3b MPOQuis pabOThl C BY30BCKOM crHenHMaabHOCTBIO. Cepsl
JESITeIbHOCTH, TIOMYJISIPHBIE Y MOJIOASKU. MIHTEHCUBHOCTL pabOThl CTYJEHTOB U
BO3MOXKHOCTh COBMEIIEHHs ee ¢ ydeboi. Bo3MoxHOCTH TpymoycTpoiicTBa
Mononexu. OCHOBHBIE TpeOOBaHUS PBIHKA TPyAa K YPOBHIO IOATOTOBICHHOCTH
CHENUAINCTA C BBICIIUM O0pa30BaHUEM I10 HAMPABICHHUIO TOKYMEHTOBEICHHUE U
apxuBoBeseHue. COCTOSHHE H TIEPCICKTUBBI pa3BUTHS pBIHKA TpyAa IO
HAIPaBICHUIO «IOKYMEHTOBEICHNE U ADXUBOBEICHHE).

Tema 3. Pors
UHPOpPMaLUH U
JIOKyMEHTA B
COIMATBbHO-
9KOHOMHYECKHX
nporueccax

WNudopmanus - ocHOBa NpWHATHS THOOOTO pemeHus. J(OKyMeHT: MOHATHE,
cymHocTh. Posib mH(OpManuu U JOKyMEHTa B COIMAIbHO - 3KOHOMHUYECKUX
mporieccax. MHpopmanus B aBTOMAaTH3WPOBAHHBIX  CHCTEMaX. YTIpaBJIeHHE
WH(POPMAITMOHHO-IOKYMEHTAIIHOHHBIMHU pecypcammu. HNndopmarmonnoe
oOciayxuBaHWE, KaK TJaBHas oOecreuuBaronias (QyHKIUS  yIpaBICHUSA,
BBITIOJIHAEMAs CIICIIMATBHBIMU CTPYKTYPHBIMHU MOAPA3ACICHUAMA U KaJapamu
UMEIONIIMH MTPO(ECCHOHATBHYIO TIOATOTOBKY.

Tema 4. Buns u
CITIOCOOBI
JIOKYMECHTUPOBAHUS
nHpOpMAITUN

Hoxyment  kak  cpernctBo  (uxcupoBanmst — uHpopmammu.  CrocoOsl
JIOKyMEHTUPOBaHUS HHGOpMAIUU. OBONIONMS HOcHuTened uHopmammu. Pob
JOKyMEHTa B JKM3HHM oOmecTBa. JlOKyMeHTanus Kak CpEICTBO OTPAKEHUS
yhpaBieHueckoil aestenpbHOCTH. FOpunndeckas ¢yHknms AokymeHTa. Cucrema
JOKYMCHTalWU: MOHATUA, CYIIHOCTb. CDYHKHI/IOHHJH)HI)IC CHUCTCMBI JOKYMCHTAlIUH.
DJIEKTPOHHBIN JIOKYMEHT: TIOHATHUS, OCOOEHHOCTH KCITOJb30BaHUS.

Tema 5. Uctopus
npodeccuun

HokymentupoBarue B IX-XV BB. IlpukasHoe nemonpousBoactso (XVI-XVII
BB.). Kommexckoe nemonpomsBonctso (XVIII B.) [emonpomssomcteo XIX —
Hagano XX B. [lemonpou3BoacTBo B coBeTcKyto anoxy (1917-1991r.) Uctopus u
OpraHM3aIysl apXUBHOTO JENa: CTAHOBJICHUE W JBOJIONUS apXHBOB. APXUBHBIN
¢doum: obmas xapakrepuctuka. Mcropus npodeccun moxymeHntosena B XIX-XX
BB.

Tema 6. Cnyx0a
HOYVY u apxus:
3amaqn, QyHKIUH,
periaMeHTaIus
JIeSATeIILHOCTH.

3agaun cuyx0er  JIOY Ha npennpuiatud. @yHkuun cayx6s  JJOV:
TEXHOJIOTHYECKHE, OpPraHM3alHOHHBIC, KOHTPOJbHBIE. J[OKHO-CTHOH cocTaB
cryx0b1  JIOY. Permamentamms — cioyx6b1 JIOY: monoxerme o ciyxkoe,
JOJDKHOCTHBIE MHCTPYKIUH, WHCTPYKIUS 1O JIETOTPOU3BOJICTBY KakK OCHOBHOMU
HOPMaTHBHBIH aKT, pErJIAMEHTUPYIOIIHH TEXHOJIOTHUIO pabOTHI ¢ JJOKYMEHTaMH Ha
NpENNpPUSATHN. APXHUBBI: OCHOBHBIC 3aJaudl M (YHKIHMH. ApPXUBHBIA (POHI Kak
COBOKYITHOCTh apXUBHBIX JIOKYMEHTOB, HUX COCTaB, KIACCH(DUKAIHSI u
UCIIOJIb30BAHUSL.

Tema 7. BHUNJIA]]
KaK Hay4HO-
HUCCIIEIOBATEIILCKUN
LEHTp 1O
JIOKYMEHTOBEICHUIO
Y apXUBOBEJICHUIO

BHUMJAJl xak 1ieHTp Hay4dHO-HccienoBatenbckoi paborsl (HHUP) B chepe
apXHUBHOTO J€Ja U JOKYMEHTOBEICHHMS: 3a/1a4i, QYHKLIUH, CTpyKTypa. OCHOBHBIE
HalpaBJIeHUs  JEATEIbHOCTH: HCCIEJOBaHHE TEOPETHYECKUX npobiem
apXMBOBEICHHUS M JOKyMEHTOBEICHHS, apXUBHOTO JieJia M JOKYMEHTAlMOHHOTO
obecrnieueHus yrpasieHus. [lepcrneKTuBbl pa3BUTHS HHCTHUTYTA.

Tema 8.

ONEeKTPOHHBIA  JOKYMEHT:  TIOHSATHE, CYIIHOCTb, HCTOPUS  Pa3BUTHSL.

ONEeKTPOHHBIE XapakTepUCTHKAa THUIIOB HOCHUTENSl JJIEKTPOHHOIO JOKYMEHTa (MarHuUTHBIE,
JOKYMEHTBI W UX ONTUYECKHE, MAarHuToonTHyeckue u Ap.) OcoOeHHOCTH HCIOIB30BAHUS
HUCIIOJIB30BAaHUE OJICKTPOHHBIX ITOKYMCHTOB B AJOKYMCHTAIIMOHHOM oOecrieyeHnn YHpaBJICHUA
NPEANPUATHS U ApXUBHOM JIEIIE.

Tema 9. [IpaBoBoe peryiaupoBaHue OTHOLICHUH B 00JIACTH BBICIIETO NPO(ECCHOHATIBHOTO
O6pazoBaTenbHBINA oOpazoBanus. ['ocymapcTBeHHass TMOJUTHKA M TOCYAapCTBEHHbIE TapaHTHUHU TPaB
CTaHJApPT BBICIIETO | FpakJaH B 0ONAacCTH BBICIIETO NpodeccHoHaNbHOro oOpa3oBaHus. Briciiee
npodecCHOHANBHOTO | yueOHOE 3aBeleHHe, ero 3ajadd M CcTpykTypa. OOpa3oBaTelbHBIM CTaHAAPT
o0pa3oBaHHA BBICHIET0 NPOQeCcCHOHATBFHOrO 00pa3oBaHUsl 10 HANPaBJICHUIO ITOATOTOBKU
46.03.02 o «TOKyMEHTOBEIEHWE ¥  apXWBOBEACHWE»: MEeNH, 3aJadd, CTPYKTypa,
HaIlrpaBJICHUIO XapaKTECpUCTUKa OCHOBHBIX ITUKJIOB JAUCHUITIINH. Tpe6OBaHI/I$[ K
MOJATrOTOBKH npodecCHOHAIBHBIM 3HAHUSIM, YMEHUSIM U OmbITy. TpeOoBaHus K IPaKTHUECKON
«JlokymenToBeaeHue | MpohecCHOHATBHON ACSITEIHHOCTH.

Y apXHUBOBEIICHUEC)»

Tema 10. O0beKTEI

Cayx06a JIOY u apxuB: opraHu3alliOHHbIE (OPMBI, CTPYKTYPa, AOJDKHOCTHOM




U BHJIBI coctaB. Buabl  npodeccHOHANBHON  JICSITENFHOCTH:  OPraHU3aIMOHHO-
mpo(heCCUOHANBHON | yIpaBlIeHUECKas, OpITIPOCKTHAS, aHAIUTUYECKas, HCCIIeIOBATEIbCKAs,
JIeSITEIIbHOCTH neiarornyeckas, KOHCYJIbTaloHHass. OCOOEHHOCTH KaXKI0TO BHJIA IEATCIHHOCTU
JIOKYMEHTOBEIa U U obmue TpeOoBaHMS K HUM. BO3MOXHOCTH MpOQecCHOHANEHON aJanTaiud K
apXH1BOBEA. BUJIaM CMEXHOU PO ECCHOHALHOM JCSITEITLHOCTH.

Tema 11. OcHOBHBIE TIEpHOABI Y4eOHOTO TMporecca: Y4eOHBIA TOHA, CEMECTp, Ceccus,
XapakTepucTHKa KaHUKYJbl. BUIBI YIeOHBIX 3aHSITUH W MX XapaKTEPUCTHKA: JICKIIUH, CEMHHAPBI,

yueOHOro mpolecca
BBICIIIEr0 y4eOHOTO
3aBe/ICHHSI.

MPAKTHYECKUE 3aHATHUS, JIA0OpaTOPHBIE Pa0OTHI, pedeparhl, KYPCOBBIC Pa0OTHI.
Pacrincanme 3ansTwii. KOHTpOIb OIEHKHM ycleBaeMOCTH, TEKyHIuil (Ompoc Ha
CeMHUHapaX, MPaKTUYECKUX 3aHATHIX, JIA0OPATOPHBIX pPa0dOTax: KOHTPOJBHBIE,
7na0b0paTOpHbIC M KYpPCOBBIC pAOOThI) M OKOHYATENIBHBIM KOHTPOJL - 3auerT,
3K3aMeH. YyeOHass W TPOU3BOACTBCHHAs  IPaKTHUKA. Brimycknast
KBaM(UKaIMOHHAs paboTa W TOCYNapCTBEHHBIE 3K3aMeHbl. OKOHUaHHE BY3a,
MOPSAAOK TPYIOYCTPOKCTBA.




TemaTnuyeckui miaan

Coaep:kaTeabHblii MOAyJIb 1

KoaunuecTBo yacoB

Ounast popma 3aouynas ¢popma
HopMmaTuBHBIN CPOK Yckopennslii cpok . .
HasBaHus! cofepiKaTeILHBIX MOLYJIEH 1 pr— oGyuenus HopMaTHBHBII CpoK 00yueHust YcKOpeHHBIil cpoK 00yueHust
TeM B T.4. B T.4. B T.4. B T.9
e = = o @ 9 & : e =S| = o @95 a 9 e = = o s O & g 2 = = ol 29 = a4 ]
8| S|E252¢25sd 2| S|E59&82¢85:4 8| 5| EE| EZl¢bsd 8| | £:|E£4¢25s:
£/ 8g'%gz&gx=Y94 = £/ &8 89=s=9 = g 88| §5|lzg¢= = g 28|85 25=%
5| E 85 5 g o o q 5| BE A B O C 9 = =5 5 g| o © = E5F| BEF ©°©° =1
Tema 1. BBeneHue B JOKyMEHTOBEACHHUE U
A ROy A 8 |2|-|-| 4 8 | - | - |- 8 | 1 - - 6 8 - -
apXHBOBE/ICHUE
Tema 2. CocTosiHHE U OCOOCHHOCTH 8 8 8 8
8 4 | - - 4 -] - - 8 0,5 - - 8 - -
pa3BHUTHsI PHIHKA TPY/a
Tema 3. Posb uHpOpMAIMH U TOKYMEHTA B 3 4 6 8 8 3 05 8 8 8
COLIMATIPHO-DKOHOMHYECKUX MpoIeccax '
Tema 4. Buss! 1 criocoObt 8 8 8 8
A 8 |4|-|-1| 6 -] - 85 | 05 | - - 8 - -
JIOKYMEHTHPOBAHUS HHPOPMAIIUU
Tema 5. Mcropust npodeccun 8 2 | - | - 4 8 -l -] - 8 85 | 05 - - 8 8 - - 8
Tema 6. Ciry:x6a JIOY u apxuB: 3a1auu, 8 4 6 8 8 8 05 8 8 8
(YHKIMH, periaMeHTAaIUs e TETbHOCTH. '
Tema 7. BHUUJIA]] kak HAy4YHO- 8 8 8 8
HCCIICIOBATEIbCKHIA IISHTP I10 8 4 - - 6 - - - 8 0,5 - - 8 - -
JIOKYMEHTOBEICHUIO M apXHUBOBEIEHHUIO
Tema 8. DIeKTPOHHBIC JOKYMEHTBI U HX 8 8 8 8
P HOKY 8 |2|-|-| 4 S R 8 | 05| - - 8 - -
HCIIONB30BAHUE
Tema 9. OOpa3zoBaTesbHbIN CTaHIAPT 8 8 8 8
BBICIIIETO MPO(ECCHOHATEHOTO 00pPa30BaHMs
pod P 8 |4 |-|-| 4 - - 85 05| - | - | 8 -] -
46.03.02 mo HampaBJICHUIO TTOATOTOBKH
«JIOKyMEHTOBEIEHUE U apXHUBOBEICHHE
Tema 10. OOLEKTHI U BUILI 9 9 9 9
poheCCHOHATIBHOM NS TEIbHOCTH 10 2 - - 6 - - - 85 | 05 - - 8 - -
JIOKYMEHTOBE/A U apXUBOBEJIA.
Tema 11. XapakTtepuctruka y4eOHOTO 8 4 4 9 9 8 05 8 9 9
MpOoIIecca BBICIIETO yIeOHOTO 3aBeICHHSL. '
Hmozo no cooeprcamenvrnomy mooynio 1 90 36 | - - 54 90 - - - 90 90 6 - 84 90 - 90




5. METOAUYECKHUE PEKOMEHIAIUU J1JIs1 TPOBEAEHUS

Temvt nekyuonubIx 3aHAMUL

JEKIIMOHHBIX, MIPAKTUYECKHUX U JIABOPATOPHBIX 3AHATHI

KosnuecTBo uacoB

Oumnas popma

Ounas

3aoyHas

3aouHas

Ne n/m Ha3Banue TeMbl c bopma ¢ bopma c bopma ¢
HOPMAaTHBHBIM YCKOPEHHBIM HOPMAaTHBHBIM YCKOPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
o0yueHHs o0yueHus o0yueHHs o0yueHHs

1 BBenenue B JOKYMEHTOBEJEHUE U 2 i 1 i
apXHUBOBEJICHUE

2 CocrositHue U 0COOEHHOCTH Pa3BUTHUS 4 i 05 i
pBIHKA TpyAa ’

3 Ponw uadopmarm u 10KymMeHTa B 4 i 05 i
COIMAIIBHO-DKOHOMHYECKUX ITPOIlEccax '

4 Bunet u cnocoObl JOKYMEHTHPOBAHUS 4 i 05 i
HHGOPMAIUH ’

5 Hcropus npodeccun 2 - 0,5 -

6 Cnyx6a OV u apxuB: 3a1a4y,
(byHKuI/IH, pernaMeHTanus 4 - 0,5 -
JEATEIILHOCTH.

7 BHUUNJIA/] xak Hay4yHO-
HUCCIIEI0BATEIbCKUN LEHTp I10 4 - 0,5 -
JIOKYMEHTOBEJICHUIO U apXUBOBEICHUIO

8 DNEeKTPOHHBIE TOKYMEHTBI U UX 9 i 05 i
MCIOJIb30BaHHUE '

9 OO0pa3oBaTeNbHBIN CTAHIAPT BBICIIETO
PO eCCHOHAIBHOTO 00pa30BaHUS
46.03.02 nmo HampaBJIECHUIO TOATOTOBKHU 4 - 0,5 -
«/loKymeHTOBEIEHUE U
apXMBOBEJICHUEY

10 OOBeKTHI ¥ BUABI MPOPECCHOHATHHON
JCATECIbHOCTH JOKYMEHTOBEIA U 2 - 0,5 -
apXMBOBE/A.

11 XapakTepucTuka yueOHoro nporecca 4 i 05 i
BBICIIIETO YU4€OHOTO 3aBEACHHUSI. ‘
BCEI'O 36 : 6 :

6. METOAUWYECKHWE PEKOMEHJIAIIUHA 110 OPITAHU3ALIUN
CAMOCTOSITEJBHOU PABOTE CTYJIEHTOB

3amanus 419 CaMOCTOSTEILHOM paboThl o Kypey «BBenenue B mpodeccuio» COCTaBICHBI
0 paszjenaM TeM, TPeOYIOIUM JTONMOTHUTENLHON MpopaboTKu y4eOHOro Marepuana. 3aanus Mo
CaMOCTOSITENTLHON paboTe MpeTycMaTpUBaIOT:
- KOHCIIEKTUPOBAHHE TIEPBOMCTOYHUKOB U IPYrol yueOHOM JTUTepaTyphl;

- IpopaboTKy yueOHOro Marepuana (1o KOHCIEKTaM JIEKIUH, yaueOHOM 1 HayyHOI

JUTEpaType);

- paboTy ¢ HOPMATUBHBIMU JOKYMEHTaMH U 3aKOHOAATEIbHOU 6a30ii:

- IOMCK ¥ 0030p HAYYHBIX MyOIHUKAINHA U AIEKTPOHHBIX HCTOYHUKOB HH(OpMAIINH,
MOATOTOBKY 3aKJIFOYSHUS IO 0030DY;
- paboTa ¢ TecTaMH U BOIIPOCAMU JIJIsl CAMOIIPOBEPKH;
- MOJIETTUPOBAaHNE U aHAJIN3 KOHKPETHBIX MPOOIEMHBIX CUTYaLIUH.




Opranm.aum[ CaMOCTOAITEIbHOI paﬁoTbI CTYACHTOB

KosnuecTBo 4acoB
Ounas popma Ounas 3aouHas 3aounast
Ne i/ Ha3Banue TeMbl c (bopwma ¢ bopma ¢ (opwa ¢
HOPMATHUBHBIM | YCKOPEHHBIM HOPMATHUBHBIM | YCKOPEHHBIM
CPOKOM CpOKOM CpOKOM CpOKOM
o0yueHHs o0yueHus o0yueHus 00yueHus

1 BBenenue B JOKyMEHTOBEJEHUE U 4 8 5 8
ApXMBOBEJICHHUE

2 CocrositHre U 0COOEHHOCTH Pa3BUTHUS 4 8 8 8
pBIHKA TPYIa

3 Ponb undopmanmu u foKkymMeHTa B 6 8 g 8
COLIMAIBHO-3KOHOMHYECKHX ITPOLIECCAX

4 Bunpsl 1 criocoObl TOKyMEHTHPOBAHUS 6 8 8 8
nHhopMauu

5 Ucropus npodeccuun 4 8 8 8

6 Cnyx6a OV u apxuB: 3a1a4y, 8 8
(byHKuI/IH, perinaMeHTanus 6 8
JIEATEIILHOCTH.

7 BHUUNJIA/ xak Hay4yHO- 8 8
HUCCIIEI0BATEIbCKUN LEHTp I10 6 8
JIOKYMEHTOBEJACHMIO U apXHUBOBEICHHUIO

8 ONEKTPOHHBIE JOKYMEHTBI U UX 4 8 8 8
HMCIOJIb30BAHUE

9 OO0pazoBaTenbHbIN CTAHAPT BBICILETO 8 8
npodeccHnoHATLHOTO 00pa30BaHUs
46.03.02 no HanpaBJIEHUIO MOJTOTOBKH 4 8
«/loxymeHTOBEICHNE N
ApXHUBOBECIICHUE)

10 OObeKTHI ¥ BUIBI NPOPECCHOHATBHON 9 9
JIEeATEIbHOCTH JOKYMEHTOBEA U 6 8
apXMBOBEA.

11 XapakTepucTrka yueOHOro mpoiecca 4 9 8 9
BBICIIIETO YY€OHOTO 3aBEJACHHSI.

BCEI'O 54 90 84 90
3anaHusi K CaMOCTOATEILHOM padoTe
Ne HasBaHnue TeMbI Bubt pador
n/n

1. Brenenue B nokymentoBenenne | CaMmocTosiTenbHass MOATOTOBKA K BOMpocaM IO
U apXUBOBEJCHUE YCBOCHHOMY MaTepHary

2. CocrostHre 1 0COOEHHOCTH CaMocTosiTenbHass  MOATOTOBKA [0 YCBOCHHOMY
pa3BUTHUS PHIHKA TPYy/Aa MaTepuaay: OCHOBHBIC (DaKTOPBI, ONPEICIIIONINE

CUTYallMIO Ha PBIHKE TPYy/Ja; TMOMYJIsipHbIE Mpodeccuu u
ayrcaiiieppl Ha pBIHKE TpyZa; CTyIEeHYECKas
3aHATOCTH: IenH, MacmTad, cdepsl 3aHATOCTH,
OCHOBHBIC TpeOOBaHMS PpBIHKA TpyJa K YPOBHIO
MOJTOTOBJIEHHOCTH JIOKYMEHTOBEJAa U apXUBOBEA;
MEePCIIEKTUBBI PA3BUTHS PHIHKA TPYJa MO HAMPAaBICHUIO
«JIOKyMEHTOBEICHUE U apXUBOBEJICHUEY.

3. Ponw uadopmanyu u qokymenta | CaMocTosITeNlbHAasE ~ TOJATOTOBKA MO YCBOCHHOMY
B COITMAJIbHO-DKOHOMHUYECKHUX MaTepuaay: COOTHOIIEHUE TOHATUH «HWHpopMamms» u
rpoiieccax «IOKyMEHT»;  pOJb HHPOpPMAIMK H JTOKyMEHTa B

COITMAIBHO-O)KOHOMHUYECKUX TpOIleccax; YIpaBJICHHE
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MH(POPMALMOHHO-T0KYMEHTAIIMOHHBIMU PECYPCAMHU.

Buns 1 ciocoObl
JOKYMEHTHUPOBaHUS
uHpOopMaluu

CamocrosTenbHas  MOATOTOBKA IO  YCBOCHHOMY
Marepuaiy: croco0bI JIOKYMEHTUPOBAHHUS
nH(pOpMaLMU;  DJIEKTPOHHBIM JTOKYMEHT (NOHATHUSA,
CYUIHOCTb, UCTOPHS Pa3BUTHUS; HBOJIOLMSA HOCHUTENEH
nHpoOpMaIum); XapaKTEPUCTUKA THUIIOB HOCHUTES
JJNIEKTPOHHOTO JOKyMEHTa (MarHuTHbIC, ONTHYECKUE,
MarHUTOONTHYECKWE M J1p.); JOKYMEHTalus Kak
CPEICTBO OTPAXKEHMS YHPABICHUYECKOH HESATEIbHOCTH;

CHUCTEMA JOKYMCHTAWU: IOHATHS, CYIITHOCTb.

Ucropus npodeccun

CaMocTrosiTenbHass  MOATOTOBKA [0  YCBOEHHOMY
Matepuany: JgokymeHtupoBanue B IX-XV BB
npukasznoe aenonpousBoiactBo (XVI-XVII BB.); koiu-
aexxckoe  aenornpousBogactBo  (XVIII  B.);  nmeno-
npousBoAcTBO XIX-XX BB; HcTOpUS M OpraHU3aLUs
apXMBHOTO JIeJ1a: CTAHOBJICHHUE M YBOJIIOIMSI APXUBOB.

Cnyx06a JIOY u apxuB: 3ajauu,
(byHKIUY, periiaMeHTaIus
NeSITeIbHOCTH.

CamocrosTenbHas  MOATOTOBKA IO  YCBOCHHOMY
MaTepuany: 3amaud ciyx0sl [IOY Ha mpeampusituu;
GbyHKIIN CITY>KOBI JOYV: TEXHOJIOTHYECKHE,
OpraHu3allMOHHbIE,  KOHTPOJBHBIE, CTPYKTypa |
JIOJDKHOCTHOM cocTaB ciyx0b1 JIOY; pernameHTanus
cyx0b1 JIOY: monoxenue o ciayx0e, HOTKHOCTHBIE
HHCTPYKLUH, WHCTPYKLUUS II0 JIEJIOIPOU3BOICTIBY;
APXHWBbI: OCHOBHBLIC 3aJa91 U (I)YHKHI/II/I

BHUUNA/ xak Hay4HO-
HCCIeA0BaTEeNIbCKUH IIEHTP 10
JIOKYMEHTOBEICHHUIO 1
ApPXUBOBEICHUIO

CamocrosiTesibHasi ~ MOATOTOBKa MO  YCBOEHHOMY
marepuany: BHHUUJAJ[ xak 1eHTp  HaydHO-
uccienoBarenbckoit padorel (HUP) B cdepe apxuBHOTO
Jena W JIOKYyMEHTOBEACHUS;  3afadud, (QYyHKIHH,
ctpyktrypa BHHUUJIAJIA; oOCHOBHBIE HampaBJICHUS
JeSTENIbHOCTU: UCCIIEOBAHNE TEOPETUUECKUX MPOOIEM
apXMBOBEICHUS U JIOKYMEHTOBEACHUS, aDXUBHOTO JeJa
U JOKYMEHTAIIMOHHOTO 0OecredYeHnus yIpaBJICHHS,
MEPCIEKTUBBI PA3BUTHSI HHCTUTYTA.

BHCKTpOHHBIe HOKYMCHTBI W UX
HCIIOJIb30BAHHUC

CaMmocTrosiTenbHass ~ MOATOTOBKA IO YCBOCHHOMY
MaTepuaiy: JJIEKTPOHHBI  JOKYMEHT: IOHATHS,
CYIIHOCTb, UCTOPHSI Pa3BUTHUS; XapaKTEPUCTHKA THUIIOB
HOCUTEINl BJEKTPOHHOIO JOKyMEHTa (MarHuTHBIE,
ONTUYECKUE, MATHUTOONTUYECKUE U JIP.); OCOOEHHOCTH
UCTONB30BaHUsI  DJJEKTPOHHBIX  JOKYMEHTOB B
JOKYMEHTAaIllHOHHOM obecrieyeHnn yIIpaBIEHUS
NPENPUSITHS U APXUBHOM JIETIE.

OO0pa3oBaTesbHbINA CTAaHAAPT
BBICIIIETO MTPOHECCHOHATBHOTO
obpazoBanus 46.03.02 no
HAINpaBJICHUIO TOJTOTOBKH
«JloKkyMEeHTOBEICHUE U
apXHUBOBEICHHUE»

CamocrosaTenbHass  MOATOTOBKA IO  YCBOCHHOMY
MaTepHualy: BbICIIee yueOHOe 3aBe/leHHe, ero 3aJaud U
CTPYKTypa;  00pa3oBaTelbHbIM CTaHJAPT BBICILETO
o0pa3oBaHUs o HalpaBJICHUIO HOJATrOTOBKHU
«JJOKYMEHTOBEJICHE M apXUBOBEICHUE); ey,
3aJauu, CTPYKTypa, XapaKTepPUCTHKA OCHOBHBIX LIUKJIOB
JVCLUILINH; TpeboBaHUs K NPO(ecCHOHAIBHBIM
3HAaHUSIM, YMEHHMSM M HaBbIKaM;  TpeOOBaHUS K
MIPAKTUYECKOH MPO(heCCHOHATIBLHON e TETbHOCTH.

10.

OOBEKTHI U BUILI
npodeccnoHaIbHON
NEeATEILHOCTH JOKYMEHTOBEIA U
apXUBOBEJIA.

CaMocTosiTenbHass ~ MOATOTOBKA IO  YCBOCHHOMY
MaTepuany: BUABI MPOGECCHOHATBHON IesTeIbHOCTH:
OpraHU3aLMOHHO-YIIPaBICHYECKAs, OpITIPOEKTHAS,
AQHAJINTUYECKAs, MCCIEN0BATENIbCKAsd, MeAarorndyeckas,
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KOHCYJIbTaIlHOHHAS; OCOOEHHOCTH BCEX BHJIOB
NeATeILHOCTH W o0mme TpeOoBaHUS K  HHM,
BO3MOYXHOCTH MPO(EeCCHOHATLHONM aJanTanuyd K BUIaM
CMEXHOHU MPOPECCHOHAITBHOM IS TEIHHOCTH.

11. XapakTepHucTuKa yueOHOTr o CaMocTosiTelbHAasE ~ MOJATOTOBKA K  KOHTPOJIBHBIM
nporecca BhICIIETro Y4eOHOro BOMpOCaM; IOATOTOBKA K TECTOBBIM 3aJaHHAIM II0
3aBe/ICHMSI. YCBOCHHOMY MaTepHaTy

TecToBbIE 3aJaHUA JJIsI CAMOCTOSITEILHOM paﬁoTbI

1. Boibepute Hanboigee COBPEMEHHOE OMNpEICNICHHE s MOHATUS «IOKYMEHTY,
cootBercTByromiee 'OCT P 6.30-2003:
1) Bcsikas BaykHas JiesoBasi Oymara;
2) HOcuTeIh HH(OPMAITUH;
3) nenoBasi Oymara, moaTBEpKAAroIIas KaKol-1n00 GakT UM IpaBo HA YTO-TH0O;
4) 3aguKcupoBaHHAs HA MaTepUATbHOM HOCHUTEJE HHPOPMAIIUS C PEKBHU3UTAMH, IMO3BOJISIONIAS €€
UACHTU(PUIIPOBATE.
2. Kakoe onpeznenenue ams «IeJI0NPOU3BOJCTBAY MPABHIbHOE?
1) cioco6 paboTel ¢ Oymaramu;
2) oTpacib JeATeNbHOCTH, OO0ECIeYMBAIONIasl JOKYMEHTOBEACHHE U OpraHH3alfio padoThl C
o(pUIHATEHBIMU JOKYMEHTAMU;
3) mpocTaBieHHE PEKBU3UTOB HA JJOKYMEHTE;
4) opraHu3aiysi perucTpaIu J0KyMEHTOB, IIOCTYIAIOIINX B OPraHU3alIUIO.
3. Yro Takoe neno?
1) rpynmna 10OKyMEHTOB;
2) COBOKYITHOCTh JJOKYMEHTOB, CPOPMHUPOBAHHBIX TI0 KAKOMY-JIMOO0 MPU3HAKY;
3) COBOKYIHOCTb JIOKYMEHTOB WM JOKYMEHT, OTHOCSIIMXCS K OJHOMY BONPOCY WM Y4YacTKy
JEeSTEIIbHOCTH, TIOMEIIEHHBIX B OTJIEIbHYIO O0JIOXKKY;
4) nanka c Oymaramu.
4. Kakue Buibl 1eSITETIbHOCTH BXOJIAT B c(hepy JeI0Nnpon3BocTBa?
1) cocraBneHue KaabKyJISIMMT;
2) npHeM, perucTparys BXOSIIEH U UCXOIAILEH KOPPECTIOH ICHIINY;
3) 06paboTka Tee)OHHBIX 3BOHKOB;
4) nprieM JOKYMEHTOB Ha PaCCMOTPEHHE U MOATIMCAHNE a]MUHUCTpAIIEH;
5) npoBezeHue codece1oBaHUM MY IpUeMe Ha padoTy;
6) pa3paboTKa MpeicKypaHTOB;
7) cnada e B apxuB M 00eCIieYeHNE X apXUBHOTO XPaHEHUS,
8) othopmieHre HATTISITHOM aruTalyy,
9) yueT cTaauii pOXO0XKIECHUSI U UCTIONHEHHSI JOKYMEHTOB C 00€CTIEUeHHEM X COXPAaHHOCTH;
10) pazpaboTka peKJIaMHbIX MPOCIIEKTOB;
11) pacnpeneneHne pacCMOTPEHHBIX —AJMHUHHCTPAIMEH JOKYMEHTOB MEKAY CTPYKTYPHBIMH
TMO/IPa3/ICNICHUSIMU U COTPYTHUKAMU JUTsl ICTIOJTHEHMS;
12) o3HaKOMIIEHHE COTPY/THUKOB C AMPEKTUBHBIMH aKTaMH aIMHHHCTPAIIHH;
13) 3anuck noceTuTenel Ha pUeM.
5. CKOJIBKO CYIIIECTBYET CIIOCOOOB PACMOIOKEHHUS PEKBH3UTOB Ha BHEIITHEM OJIaHKe?
1) ouH;
2) nga;
3) Tpy;
4) yetsIpe;
6. UTo Takoe NEKTPOHHBINA TOKYMEHT?
1) OyMakHBII JOKyMEHT 17151 DBM,;
2) IOKYMEHT C JIEKTPOHHBIMH PEKBU3UTaMU;
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3) TOKyMEHT, B KOTOPOM MH(OPMAIHs MPEICTaBIeHa B SJIEKTPOHHO-IIM(POBOii hopme;
4) 571eKTPOHHBII HOCUTEITb.

7. Kakxori T'OCT pernmameHTHpYeT IIpaBWiIa pa3MelieHUs W OQOPMIICHHS pPEKBHU3UTOB
JIOKYMEHTOB?

1)6.37 - 98
2)P 63097
3) 16.36 98

4) P 6.30-2003
8. BeiOeprTe HOMepa OpraHM3alMOHHBIX IOKYMEHTOB U3 CIIEAYIOLIETO CIHICKA:
1) mrraTHOE pacnucaHue;
2) cmyeOHOe IMUChMO;
3) ycras;
4) npukas,;
5) KOHTPAKT;
6) MPOTOKOIT;
7) paBuiia BHYTPEHHETO PACTIOPSIIKA;
8) pemieHue;
9) noIKHOCTHAS MUHCTPYKLIUS,
10) cTpykTypa U MITaTHAs: YHUCIEHHOCTh IEPCOHAA,;
11) pacniopsixeHue;
12) akr;
13) ciipaBka;
14) reneororpamma;
15) noBepeHHOCTH;
16) mostoyxeHne O IepcoHae;
17) noxnaaHas 3anmckKa;
18) daxc;
19) Tenerpamma.
9. Bribepure HOMepa pacropsIUTENbHBIX JOKYMEHTOB U3 CIEIYIOIIEro CIUCKa:
1) mraTHOE pacnMcaHue;
2) ciyxeOHOe HChMO;
3) ycras;
4) npukas;
5) KOHTPAKT;
6) IPOTOKOIT;
7) mpaBuiia BHYTPEHHETO PACTIOPSIIKA;
8) pelenue;
9) noIKHOCTHAS MHCTPYKILIUS,
10) cTpyKTypa U ITaTHas YUCIEHHOCTh IEPCOHANIA;
11) pacniopsbxeHue;
12) akT;
13) cnpaska;
14) TenedoHorpamma;
15) noBepeHHOCTH;
16) nonoxxeHue o nepcoHa’e;
17) noxmamHas 3armcka,
18) taxc;
19) Tenerpamma.
10. Yro Takoe T0KyMEHTOOO0pOT?
1) MapmIpyT JOKyMEHTa OT PYKOBOIUTES O UCTIOTHHUTEIIS;
2) nBWKEHHE JOKYMEHTOB B OpPraHU3alMM C MOMEHTA MX CO3aHMs WIM TMOJTYy4YEeHHs 10 3aBEpIICHUS
WCTIOJTHEHHS WJIU OTTIPABJICHHUS;
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3) KpyroBOpOT JIOKYMEHTAIHH;
4) B3aMMOCBSI3b JIOKyMEHTOB.
11. Yto Takoe cuctema 3JeKTPOHHOTO JOKYMEHTOoo0opoTa?
1) HaOoOp PNEKTPOHHBIX JOKYMEHTOB;
2) cucTeMa JIeTOIPOU3BO/ICTBA, PEAT30BaHHAs Ha 0a3e 3K TPOHHO-BBIYUCIIUTEIBHON TEXHUKH;
3) anexTpoHHast 6a3a JIOKyMEHTOB;
4) TOKYMEHTAJIbHBIN ITOMCK C UCTIONIb30BaHneEM DBM.
12. O6mme TpeboBanus k ciyx6am JIOY ycTaHaBIMBarOTCS:
1) 'OCT P 6.30- 2003;
2) TuroBoi MHCTPYKLHEH MO AEIOMPOU3BOACTBY B (heepAIbHBIX OpraHax MCHOJHUTEIBHOM BIIACTH,
yrBepxkaeHHOoM [ Iprkazom MunkyasTypsl Poccun ot 08.11.2005 Ne 536;
3) TOCT P 51141-98 «/lenonpon3BoACTBO U apXUBHOE J€710. TePMUHBI 1 OIIpe/IeTICHUs;
4) OcHOBHbIMM IIpaBWJIaMH pPabOTBHl apXMBOB OpraHu3alMii, ONOOpeHHBIX peuieHueM Kosternn
Pocapxusa ot 06.02.2002.
13. Ionoxenue o ciayx6e IOV perynupyer 1esTeIbHOCT:
1) oTnena kaapos,
2) ob1ero otena;
3) ucronHUTENEN OPYUYEHUN PYKOBOIUTEIIS;
4) Bcex CTPYKTYpPHBIX [OAPA3EICHUI OpraHu3aliHy.
14. Yro Takoe nprkazHas cucrema J1eJIoNpon3BoJICTBA?
1) JMuHas KaHUEISIPUs MOCKOBCKUX Llapel;
2) xanuemnsipusi B bosipckoii [lyme XV — XVII BB.;
3) 1enonpou3BOICTBO, OCHOBAaHHOE Ha IMPUKA3aX PyKOBOJIUTEIS;
4) cucrema pabOThI ¢ JOKYMEHTAMU B YUPEXKICHHUSX YIIPABICHUS, CIOKUBIIAACSA B AMOXY COCJIOBHO-
npeacTaBuTenbHor MoHapxuu B Poccun B XV — XVII BB.
15. Kro yrBepaui I'enepaibhblii pernament B 1720 1.2
1) Happ Anekceit Muxaiiinosuy;
2) Haps Iletp [;
3) Happ Anekcanmp |;
4) Happs Huxomaii 1.
16. Yto Takoe cTondioBas cucteMa ohOopMIICHUS JOKyMeHTa?
1) HanMcaHue TeKCTa ¢ OIHOM CTOPOHBI JIUCTa OyMaru Uiu epraMenTa;
2) CBUTOK W3 MOAKJICEHHBIX JIPYT K APYTY JIMCTOB OyMart;
3) nucThI OymMaru, CJI0KEHHBIE MOTIOJIaM U CIITUTHIE HUTKOIM;
4) HarcaHue TeKCTa ¢ 000MX CTOPOH JIMCTA OyMaru WiM MeprameHTa.
17. Kaxvie TOIKHOCTH OBUTH OTpEIeieHbl B KaHIeIsIpry Kojuternu nipH 1iape [erpe 1?
1) cexpetapsi, HOTapHyca, akTyapHyca, perucTparopa;
2) 3aBEYIOIIETO OOIIUM OT/IEIIOM;
3) ApsiKa U MOIbSYUMX;
4) 6osipuHa 1 TIHCapsl.
18. Kro wm3man Manudect «YupexxaeHue Juisi ynpasieHuss Tyoepuuil Bcepoccuiickoit
AMIIEpUN»?
1) Hapuma Exarepuna I,
2) Hapuma Emmnzasera |
3) Hapuna Exarepuna Il;
4) Haps [erp I.
19. Kakoii JOKyMEHT yCTaHOBHJI MUHHCTEPCKYIO CHCTEMY JIEJIONPOU3BOICTBA B Poccun?
1) I'enepanbhbiii permament 1720 1.5
2) Manudect «Yupexaenue Juis ynpasieHus ryoepauid Beepoccniickoid umnepun» 1775 1.
3) Manudect «O0miee yapexaeHrne MUHACTEPCTB» 1811 1.;
4) Manugect «O0 ycoBepIIEHCTBOBAHUHU T'OCYIapCTBEHHOT0 Mopsiaka» oT 17 okrsiops 1905 r.
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20. Kakue coBerckue opraHusanuu 3aHuManvch BHeapennemM HOT B genonporsBOACTBO B
1930-x rr.?
1) I'ocruman CCCP;
2) aKUMOHEpHOE OOIIECTBO OPraHU3allMOHHOIO cTpouTenbeTBa «Oprerpoi» U 1'ocynapcTBEHHBIN
WHCTUTYT TeXHUKH yrpasiieaus (UTY);

3) HKBJI CCCP;
4) CHK CCCP.
21. B xakom romy Obuio mpoBeneHo IlepBoe BcecorosHoe MeKOTpacieBOe COBEIIAHHUE I10
OprTeXHUKe?
1) 19251,
2)1936r.;
3) 1941 r,;
4) 1946 .

22. B xakom rogy Obuia uznana «lIpuMepHast MHCTPYKIHS O IEIONPOU3BOJICTBE B COBHAPX03aX,
munuctepcrBax U BegomctBax PCOCP, Coerax MUHUCTPOB aBTOHOMHBIX —pECHYOIMK U
WCTIOJIHUTEJIbHBIX KOMUTETaX MECTHBIX COBETOB JICITYTAaTOB TPYISAILXCSD)?
1)1941r.,;

2) 1946 1.;
3)1953r,;
4) 1961 1.

23. B kakoM rony Obul yupexleH Bcecoros3Hblii HaydHO-MCCIIEOBATEIbCKUM HMHCTHTYT
JOKyMeHTOBe/ieHHs U apxuBHoro jena (BHUNUJAL)?
1)1926r.;

2) 19361,
3) 1966r.;
4) 1996 1.

24. B xakoMm roxy ObUla yTBep)kAeHa locynapcTBeHHass cUcTeMa JOKYMEHTallMOHHOTO
obecrieuenus ympasienus ('CAOY)?
1)1923 1,

2)19361.;
3)1977r,;
4) 1988 .

25. B xakoM ropy y4peaeHa CIENUaIbHOCTh «/IOKyMEHTOBEAEHHE M OKYMEHTAIMOHHOE
o0ecrieueHne yrpaBIeHUs»?
1) 19661,

2) 1996 1.;
3)2000r.;
4) 2001 1.

26. KakuM JIOKyMEHTOM OIpEENsoTC KBATM(UKAIMOHHBIE XapPAaKTEPUCTUKU BBITYCKHHUKA
CIIEMAIBLHOCTH «/[0KyMEHTOBEZIeHNE U IOKYMEHTALMOHHOE 00ecTIeYeHHE YIIPaBICHHUS?

1) 3akoHoM «O BBICIIEM 00pPa30BAHHUNY;
2) N'ocynapcTBeHHBIM 00pa30BaTEIbHBIM CTAaHIAPTOM;
3) ycTaBoM BYy3a;
4) mucbMoM MuHHCTEpCTBa 00Pa30BaHUS U HAYKH.
27. Crpykrypa 00pa30BaTelbHOM IMpPOrpaMMbl TOATOTOBKM JOKYMEHTOBEIOB COCTOUT W3
JMCIUTUINH:
1) dpenepanbHOro KOMIIOHEHTA;
2) MUCIUTUTAH HAIIMOHAJIFHO-PETHOHATTFHOTO (BY30BCKOTO) KOMITOHEHTA,;
3) AMCLMIUIMH 10 BBIOOPY CTYICHTA;
4) denepanbHOTO KOMIIOHEHTA, IUCLUIUIMH HAMOHAIbHO-PETMOHATIBHOTO (BY30BCKOI0) KOMIIOHEHTA,
JICLUITIMH IO BBIOOPY CTYIeHTa (PaKyIbTaTUBHBIX JUCLUIIIMH.
28. toroBasi rocyJapcTBEHHAs! aTTECTalUs CIIELUAINCTa-0KYMEHTOBE/A BKIIIOYACT:
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1) BBITyCKHYIO KBaM(UKaAIMOHHYO padoty (BKP)
2) rocy1apCTBEHHBIN 3K3aMEH;
3) BBIMYCKHYIO KBAMHUKAIMOHHYIO padoTy (BKP) 1 rocymapcTBeHHBIHM SK3aMeH;
4) cobecemoBaHMeE.
29. Kakue cymiecTByroT (hOpMbI OpraHU3aIiH JICIONPOU3BOJICTBA?
1) TONBKO LIEHTPAITN30BaHHAS,
2) TOJBKO JEUEHTPATN30BaHHAS,
3) cMmelaHHas;
4) ueHTpalM30BaHHAas, ICLICHTPAIM30BAHHAS U CMEIIIaHHAS!.
30. Yo Takoe ciryx6a JIOY B opranuzanum?
1) nmoapaznenenue, 3aHUMarOIIeeCs U3JaHUEM IIPUKA30B 110 OCHOBHOM JIEATEIbHOCTH;
2) CTPYKTYpHOE TOIpa3zeicHre, Ha KOTOPOE BO3JIOKEHBI (DYHKIMHM TIO OpraHHW3allH, BEJACHHIO U
COBEPILICHCTBOBAHUIO CHUCTEMbI JOKYMEHTALMOHHOTO OOEClieueHHsl YIpaBJiIeHUs Ha OCHOBE €IWHOMN
TEXHUYECKOH MOJIUTUKH U MIPUMEHEHHSI COBPEMEHHBIX TEXHUUECKUX CPEZICTB B pabOTE € IOKyMEHTAMH,
METOJITYECKOMY PYKOBOJICTBY M KOHTPOJIIO 32 COOJIOJICHMEM YCTAHOBJICHHOTO MOpsiIKa PabOThI C
JOKYMEHTaMH B ITOIpa3/IeICHUSX OPraHOB MCIIOIHUTEILHON BIIACTH;
3) crmeuuanbHOE TMOApAa3JeNieHre, MACUCTBYIOIee Ha TMpaBax CaMOCTOSTENBHOIO CTPYKTYPHOT'O
TIO/Ipa3IeNICHus, TOAYMHEHHOTO HETTOCPEICTBEHHO PYKOBOIUTEIIO OPraHU3allNY;
4) nopazienieHre, 3aHUMAloIIeecs PerucTparyeil JOKyMEeHTOB.
31. B yem 3aximouarorcst GyHKIHMU cekpeTaps-pedepenra?
1) okazaHue MOMOITH PYKOBOAUTENIO M SKOHOMHH €TO BPEMEHHU;
2) BeZieHHE JOKYMEHTOB U Ka/IpOBOI'0 JE€JI0NPOU3BOACTBA;
3) NOATOTOBKA BBICTYILICHUM 171 PYKOBOAUTEIISL;
4) obecrieueHne BBITTOHEHNS JTIMYHBIX TOPYYEHUI PYKOBOAUTEIIS.
32. VYkaxure, B KakuX BHUAAX NPO(ECCHOHATBHOW EeATENbHOCTH MOXKET Y4acTBOBAThH
CHEIUAITCT-IOKYMEHTOBE/T?
1) B rocynapcTBeHHBIX OpraHax (enepaabHOro ypoBHs, cyObekToB Denepali, MyHUIMIIAIBHOTO
YPOBHS;
2) B TOCYIApCTBEHHBIX, OOIIECTBEHHBIX, KOONEPATHUBHBIX M KOMMEPYECKHX YUPEKICHHSX,
opraHuszanusx, pupmax;
3) pyKkoBoIHMTENEM CITYXKOBI IETONPOU3BOCTBA;
4) oduc-MeHeKEpOM;
5) cekperapeM-pedepeHTOM.
33. K kakoil nedaTebHOCTH MOXKET aJalTHPOBAaThCsl 00YYAIOMIMICS MO CNEUAIBHOCTH ITyTEM
CrielaIn3aluHm:
1) x mpodeccHOHATBHOMN NIeITENFHOCTH, CBSI3aHHONW ¢ MH(POPMAIMOHHBIMU TEXHOJIOTHSIMU M PAa3HBIMU
BUIaMH HH(OPMAIIMOHHO-TOKYMEHTAIIMOHHBIX CUCTEM (KaJIJpOBBIMU, APXUBHBIMHU U JIP.);
2) K poecCUOHATIbHON JIESITENIbHOCTH, CBA3aHHOW C TEXHUUECKUMH IPOLIECCaMU;
3) K mpodhecCHOHATBEHOM NeATeTbHOCTH, CBSI3aHHOM ¢ UHAHCOBOM padoToii;
4) k npoeccHoHATBHOMN JIESITETLHOCTH, CBI3aHHOM C MPABOBOM pabOTOM.

7. ”THAUBU Y AJIBHBIE 3AJIAHUSA

1. I[Tpu4KHBI aKTYaJTbHOCTH CIIELUATBHOCTH B COBPEMEHHBIX YCIOBUSX.

2. OxapakTepu3yiTe TEPMHHOCHCTEMY JOKYMEHTOBEICHHSI.

3. Ionatus «HoKyMeHT» U «uHpopManus». Kak 3TH TEpMUHBI OINpeleleHbl B HOPMAaTHUBHO-
METOJINYECKUX UCTOYHUKAX?

4. CnocoObl JOKYMEHTUPOBAHMS.

5. Ilepeuncaure Hocutenu uHpopmanuu 19-20 BB.

6. OxapakTepu3yiTe QyHKIUHU TOKYMEHTA.

7. icTopus BO3SHUKHOBEHHSI POohecCuu JOKYMEHTOBEA.
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8. DTamnbl pa3BUTHS CIIELUATHHOCTH.

9. [lepBoe nosiBIEeHUE TOHKHOCTHBIX JIUII, 3aHUMAIOIIUXCS JI€TONPON3BOICTBOM
10. IIpuka3bl Kak OpraHbl TOCYIapCTBEHHOTO yIipaBjeHus B 16-17 BB.

11. CocraB npuka3HOi OIOPOKpATHH.

12. AnvmunuctpatuBabie pedopmbl B 18 Beke. Koiexckoe nemonpon3BOACTBO.
13. «'enepanpHbii periamenT» 1720 1. Kak mepBblii 3aKOHOJATEITBHBIN
aKT PeryIupyIOLINil 1e10MPOU3BOICTBO.

14. 3nauenue «Tabens o panrax...» 1722 r. Jlns pa3BUTHS CHEIHATBLHOCTH.
15. CraTc-cekperapu U UX 00sS3aHHOCTH.

16. «Obmee yupexnenue muHucrepcTB» 1811 r. MunucTepckoe aeno-
MIPOU3BOJICTBO.

17. IlepBbie TeopeTHUECKHE paOOTHI IO AEIONPOU3BOJICTBY.

18. [osiBneHHE KEHCKOTO TPYJa B TOCYJapCTBEHHOM arrapare.

19. Coserckue yupexaenus 1920-1930-x rr. Buenpenue npuUHIUIIOB
HOT.

20. OcHOBHBIE 33/1a4H U ACATEIBHOCTH «OPrcTposi».

21. llestenbHOCTh HCTUTYTA TEXHUKH YIIPABICHUS.

22. Co3nanne HOPMATHBHO-METOIUYECKON 0a3bl JIEIOMPOU3BOJCTBA BO
BTOpOH nojoBuHe XX B.

24. Yto SBUIIOCH IPUYUHON TOSBICHUS HOBOH CIIEIMATBLHOCTH?

25. Koro rorossar BY3s! o cnenuansaocta 3508007

26. Kakoif TOKyMEHT oIpeieNsieT roCyAapCTBeHHbIC TPEOOBAHUSI K ITO/-
TOTOBKE CHEIMAIMCTOB C BBICIIUM 00pa3zoBaHHEM?

27. Kakue TpeGoBaHMS MPEIBSBISIOTCS K MPO(EeCCHOHAIBHBIM 3HAHHUSIM
no crenuaibaocta 3508007

28. TpeboBaHwust K BBITYCKHOW KBaTH(PHUKAIIMOHHOH paboTe.

30. Bunpl npodeccnoHaIbHON JEesITeIbHOCTH BO3MOXHBI IOCTE
okoHuaHus BY3a.

33. Bo3moxHOCTH ITpohecCHOHATBHOMN a/laNTalluy CIIeHaTuCcTa-
JOKYMEHTOBEIa

34. Mecro 3anumaer ciyx6a /I0Y B cucreme ynpaieHus

35. Pons JIOVY B pabore anmapara ynpaBieHUs

Kpurtepuu oneHnBanust HHAMBUAYAJIBHOMH PadoThI CTY/IEHTOB
1. YpoBeHb OCBOEHHsI yUeOHOTO MaTepuana;
2. YpoBeHb yMEHHsI aKTUBHO HCIIOJIB30BaTh JIEKTPOHHBIE 00pa30BaTEeIbHBIE PECYPChI, HAXOIUTh
TpeOyrorytocs HH(OPMAIINIO, U3YYaTh €€ U MPUMEHSITh Ha MIPAKTHKE;
3. O00CHOBAaHHOCTh M YE€TKOCTh M3JI0’KEHUS MaTepuaa;
4. YpoBeHb YMEHHsSI OPUEHTHPOBATHCA B MOTOKE MH(OPMAIINH, BBIICISTH INIABHOE;
5. YpoBeHb yMEeHHS YETKO CHOPMYITHPOBATH MPOOJIEMY, MPEIJIOKUB €€ pelieHne, KPUTHUECKH
OLIEHUTDH PELICHHE U er0 MOCIEICTBHS;
6. YpoBeHb yMeHUS c(hopMyITHUpOBaTh COOCTBEHHYIO ITO3UITUIO, OIICHKY M apIyMEHTHPOBATh €e.

8. BOITPOCHI HA MOJYJIbHBI KOHTPOJIb

1. Cucrembl JOKYMEHTAIMI: OCHOBHBIC ()YHKITHH.

2. Pedhopma rocynapcreennoro ammapara B XVIII Beke.
3. JIOKyMeHT, KaKk HOCUTENh HH(POPMAIIMOHHOTO JeNa.
4. lndopmanusi: TOHITHE, CYIITHOCTH.

5. ApXUBHBII TOKYMEHT: MMOHSTHE, UCTOPHUS PA3BUTHSL.
6. ApxuBOBeJIeHHE: IPEAMET, 3a]Ja4H, 1IEeJIH.
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7. T'ocymapcTBeHHBI 00pa30BaTEIbHBIN CTAHIAPT BHICHIETO MPOGECCHOHATHLHOTO 00pa30BaHUS
no cneuuanbHocTd 46.03.02 «JlokymMeHTOBeNeHHE U apXUBOBEICHHME»: XapaKTEPUCTHKA
OCHOBHBIX I[UKJIOB JTUCIUILINH.

8. JlIokyMeHTallmOHHOE 00eCTIeYCHNE YIPABICHUS: TIOHATHS, LM , 3a]a4H, (YHKIIMHA, OCHOBHBIE
JTarbl.

9. Ucropus npodeccuu.

10. Bunb! npodeccroHanbHON ASSITENFHOCTH CIEIHATUCTOB — JOKYMEHTOBEIA U apXUBOBEIA.

11. [TaTHbIA cocTaB M JOHKHOCTHBIE 0053aHHOCTH KaHLEsIpckux ciayxammx B XVIII B.

12. OcHoBHble TpeboBaHUS K MPOodeCCHOHATBHON MOArOTOBKE CIIEUATNCTOB T0KYMEHTOBEIOB U
apXHMBOBE/IOB.

13. CoorHouieHue NOHATUN «HMHQOPMALHY), «IOKYMEHT», «YHpPaBICHYECKHI JTOKYMEHTY,
«ApXUBHBIN JOKYMEHT.

14. YupaBneHuecKuil JOKYMEHT: IMOHSTUE, UCTOPUS BOSHUKHOBEHHUS.

15. Ponb 1oKyMeHTa B KHU3HHU OOIIECTBA.

16. CoBepIiieHCTBOBaHUE CUCTEM JOKYMEHTAIMOHHOTO o0ecnieuenus ynpasienus (1920-1930 rr.)
17. Bxnan B nokymenTosenenue u JJOVY.

18. Buabl 1 criocoObl JOKYMEHTUPOBaHUS HH(GOPMAIUH.

19. UccnenoBaTenbekas IEATENBHOCTh Kak BU MPOGECCHOHATLHON AEATEIIbHOCTH.

20. CoBepIlleHCTBOBaHHE CHCTEM JIOKYMEHTAIlMOHHOro oOecrnedenus ympasieHus (1930- 1960
IT.).

21. Xapakrepuctuka yueOHoro npoiecca BY3a.

22. CoBpeMeHHbIe HWH(DOPMAMOHHBIC TEXHOJOTHMH B JOKYMCHTAI[MOHHOM OOECIeYCHUHN
yIpaBICHUS.

23. CosepmencrBoBanue cuctembl JJOY B COBpEeMEHHBIN TIEPHO/I.

24. DBononys TOKyMEHTa KaK HOCHUTENs HHPOpMAIUH.

25. JlokyMeHTaIus KaK CPEeICTBO OTPaKEHUS YIPABICHYECKON IEATEIIbHOCTH.

9. OBPA3ZELl MOAYJIBHOI'O KOHTPOJIA

IOy BIIO «JIOHEIKH HAITMOHAJIbHBIA YHUBEPCUTET»
DakyJbTEeT MATEMATUKHA U HHPOPMALUMOHHBIX TEXHOJIOT Uil

Hanpaenenue noocomosxu: 46.03.02 /lokymenmoseoenue u apxugoseoenue
Obpaszosamenvras npoecpamma: oaxanaepuam

Cemecmp: |

Yuebnas oucyunnuna: Beenenne B npodgeccuio

MOAYJbHASA KOHTPOJIBHAS PABOTA
Bapuanr Ne 1

1. Dransl pa3BUTHS CHEIUATIBHOCTH.
2.. Mecto 3anumaert cinyx6a JIOY B cucteme ynpaBieHusl.

VYTBepkIeHO Ha 3acelaHuM Kadeapbl HHOOPMAIIMOHHBIX CUCTEM YIPaBJIEHUs, TPOTOKOI No

or« 7 20 T

3aB. kadenpoit H. . [Toromapenko
[IpenonaBarens C.H.Kamy6a
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Kputepuu oneHuBaHus MOYJbHOT0 KOHTPOJISI

Homep 3ananus KoJsnyecTBo 6a/110B
3aganue 1 8
3agadue 2 7
Bcero 15 danaos

10. KOHTPOJIBHBIE BOITPOCHI K TIPOMEXKYTOYHOMN ATTECTAIIUA

KoHTpoJsbHbIE BONIPOCHI K 3a4eTy

1. OOBscHUTE, UTO TaKOE yIpaBeHYECKass MH(OpMAIIYS.

2. Yro o3HayaeT NOHATUE JOKYMEHTOBEICHNE YITPABIEHUECKOU 1S TEIIbHOCTU?

3. O0BsicHUTE coJiepKaHKe IOHSTHUS U IIpeAHa3HaYeHHe TIOKyMEHTa B cpepe yIpaBIeHHsL.

4. Yro o3HayaeT NOHATUE «AJIEKTPOHHBINA TOKYMEHT»?

5. YTo Takoe peKBU3UT TOKYMEHTA?

6. JlaifTe onpeseneHne NOHATHS «TOKyMEHTOO00POT.

7. B uem 3akmouyaroTcsi OOBEKTUBHBIE U CYOBEKTUBHBIC MPUYMHBI ONTUMH3AILHN
JOKyMEHT0000pOTa B YIIPaBJICHYECKOM ITPOLIECCE.

8. Kak HeoOXxomuMo TMpeojoneBaTh OIMACHbIE TMOCIEACTBUS POCTa W  HEYNPABIIEMOCTH
JOKyMEHTALMOHHBIX TOTOKOB?

9. B uwem 3aKmOYalOTCd  JIOCTOMHCTBA  COBPEMEHHBIX  CHUCTEM  AIIEKTPOHHOTO
JOKyMeHTooOOpoTa?

10. KakoBo ¢yHKIIMOHATIbHOE HA3HAYEHHE IOKYMEHTAIUHU B OOIEH CUCTEME YIpaBIeHUS?

11. Jlaifre 00bsICHEHHE OCHOBHBIX XapaKTEPUCTHK MPUKAa3HOW CUCTEMBI yrpasiieHus B Poccun B
XV — XVII BB. 1 mopsizika IEIONPOU3BOICTBa B MOCKOBCKHX ITPHKA3ax.

12. OOBsicHUTE, YTO TaKOE CTOJIOIOBasi cucreMa OPOpMIIEHUS JTOKYMEHTa, M Kakas CHCTeMa
MMCHbMEHHOT0 0(OPMIICHUS IOKYMEHTA TPHUILLIA € Ha CMEHY.

13. Yem ommuanach KoJJIeKcKas cucTeMa, BBereHHas [lerpom |, or mpukaszHOM cucTeMbl
ynpasienus. OObSCHUTE, KaK 3TO MOBJIUSIIO Ha OpraHU3alMIo AEIONPOU3BOICTBA.

14. Oxapakrepusyiite conepxanue ['eHepanbHOro periamenTa, yrBepxkaeHHoro Ilerpom | B
1720 r.

15. Yem ornmuanacb MUHHCTEPCKAsl CUCTEMA YIIPABJICHUS OT MPEXKHEN KOJUIEKCKOU CUCTEMBI, U
KaK 9TO CKa3aJI0Ch HA OPraHU3aLuy JAEJIONPOU3BOICTBA.

16. Oxapakrepusyiite coaepkanne Manudecra Anekcanapa | «OOmee yupexaeHue
MuHHCTEpCTB» 1811 I

17. OObsicHUTE, B KAKOM HalpaBJICHUH Pa3BUBAIOCH JEJIONPOU3BOICTBO B IOCYAAPCTBEHHBIX
yapexenusix B XIX B.

18. OObsicHUTE, KakKe OCHOBHBIE HANPABIICHUS! PAa3BUTUS JAEIONPOM3BOACTBA CIOXKWINCH B
CCCP.

19. OObsAcHUTE, KaKOBbl KBATM(HUKALMOHHBIE XapaKTEPUCTUKU BBITYCKHHKA BY3a 10
crieanbHOCTH «/{okymenrosenenue u JJOY».

20. OOwsicHMUTE, KakWe BHIBI TMPO(ECCHOHATBHOM NEATETHHOCTH MOMKET —BBITOIHSITH
crienmanucT-nokymentosen? K kakoil mpodeccHOHaNbHON — /IESTENBHOCTH  BBITYCKHHK —MOXKET
aJlanTUpoBaThCsl MyTeM creruanu3anun? Ha Kakux JODKHOCTSX MOXKET padoTaTh BBITYCKHHUK
CIIeNMaIbHOCTH «JlOKYMEHTOBE/ICHHE U IOKYMEHTAILIMIOHHOE 0OECTICUeHUE YIIPABICHUS»?

21. O6wsicHUTE, YTO BXOIUT B 00pa30BaTEIHHYIO MPOrPaMMY TTOJITOTOBKH JJOKYMEHTOBEIOB.

22. Kakme TpeOOBaHMS TPEABSBIAIOTCS K 3HAHUAM CTYIEHTa 10 CHEHUAIBLHOCTU
«JlokymenroBenenne u JJOY» B obmactu ¢unocoduu, ucropu, KyJIbTYpOJOTUH, ICHXOJIOTHH,
MeIaroruku’?

23. Kakwe TpeOOBaHMS TPETBABISIFOTCA K 3HAHMSIM CTyIACHTAa TI0 CHEIUATLHOCTH
«JloxymenroBenenue u JIOY» B 0671aCTH COLMOIOTHH, 5KOHOMHKH, TIOJIMTOJIOTUH U TIpaBa?
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24. Kakwe TpeOOBaHMS TPETBSBISIFOTCS K 3HAHMSIM  CTyIACHTAa TI0 CHEIUATBHOCTH
«Jlokymenrtosenenue u JJOY» B 0051acTu pycCKOro si3bIka U KyJIbTYpbI peun?

25. Kakue 3HaHMS JODKEH MMETh BBITYCKHHUK IIOCIIE OCBOCHHUSI MAaTEMaTU4eCKUX H
€CTECTBEHHO-HAYYHbBIX JUCIUILIUH?

26. Kakue TpeOOBaHMS TPEABIBILIIOTCS K  MPOPECCHOHATBLHON  IMMOITOTOBICHHOCTH
creruanucra?

27. Kakue 3HaHMA JOIDKEH HMETh CHELUAIMCT-IOKYMEHTOBEI O METOJaX ONTHMH3ALUH
JIETI0NPOU3BOACTBA.

28. Kak fgomkHa MpoBOAUTHCS UTOTOBas TOCYIapCTBEHHAS! aTTeCTalUs CIIeUAINCTa?

29. Yto Takoe yrpasieH4deckas napopmanusi? Kakue TpeOGoBaHMs PEABIBISIOTCS K HEM?

30. [datb orpeaeneH o NOHTHS «IOKYMEHT?

31. Mecto u 3HaYeHNe UHPOPMALMOHHO-TOKYMEHTAIIMOHHOTO OOCITYKUBAHUS B IESITEIBHOCTH
YIIPaBJIEHUECKOTO aIlapara.

32. Kakue CTpyKTypbl 3aHMMAIOTCS JOKYMEHTAIlMOHHBIM OOCITY)KHBAaHHEM B arapare
yIpaBieHus?

33. Kaxoe mecro 3anumaet ciryx6a JIOY B cucreme ynpapieHus?

34. KaxoBa uctopus GopMUpOBaHUS CrielaIbHOCTH B Poccun?

35. Kak B cTpaHne BezieTcs MOJIr0TOBKA CIIEIMAICTOB-T0KYMEHTOBEIOB?

36. YUto s1BUIOCH MPUYMHON BO3pACTaHUS POJIM CHEUATNCTOB-I0KYMEHTOBEI0B?

37. Koro roroBiT By3bl IO CHEHUATBHOCTH «J/{OKYMEHTOBEIEHHE U JOKYMEHTAlMOHHOE
obecrieyeHue ypaBaeHUs»?

38. Kakoii JoKyMeHT orpeenseT rocy1apCTBEHHbIE TPEOOBAHUS K TIOATOTOBKE CIIEIIUATMCTOB C
BBICIIMM 00pa3oBaHUEM?

39. Kakue TtpeOGoBaHUS MPEABIBISIIOTCA K MPO(GECCHOHATBHBIM 3HAHHUAM TI0 CIHEHUATBLHOCTH
«JloKyMEHTOBE/IeHIE U IOKyMEHTAIIMOHHOE 00eCTICYCHHE YITPABICHUS»?

40. Yo 10IKEH YMETh CIIEUATIMCT-TOKYMEHTOBE?

41. KaxoBbl TpeOOBaHUs K BBITYCKHOW KBaIM(UKAIIMOHHOMN padboTte?

42. I'ne Moket paboTaTh CrIeUATNCT-I0KyMEHTOBE1?

43. Kem MoxxeT paboTaTh CIEIUATICT-TOKYMEHTOBET?

44. Kakue Bupl IpoeCcCHOHATBHOM 1eSITeTbHOCTH BO3MOKHBI ITOCIIE OKOHYAHUS aKaaeMHUu?

45. KakoBbI BO3MOKHOCTH TIPO(ECCHOHATILHOM aanTalluy JOKYMEHTOBeAa?

11.0BPA3EILl DK3AMEHALIMOHHOI'O BMJIETA - HE IIPE/]YCMOTPEHO
12. OBPA3ELl TECTOBOI'O 3AJAHUSA

1. BeiOepute Hambojee COBPEMEHHOE ONpENEICHUE sl TOHATUS <«JJOKYMEHT,
cootBetcTBytomiee ['OCT P 6.30-2003:
1) Bcsikast BaykHas iesioBast Oymara;
2) HocuTenb UH(pOpMaIuHy;
3) nenoBasi Oymara, moATBEP K AArOIIas KaKoW-Tn00 GakT UM TIPaBO HA YTO-THOO;
4) 3aukcupoBaHHast HA MaTepUAIHLHOM HOCUTENE HH(OPMAIIHS ¢ PEKBU3UTAMU, TIO3BOJISIONIAS €€
UICHTU(PUIIUPOBATD.
2. Kakoe onpezenenue Ais «AeI0MPOU3BOICTBAY» MPABUIbHOE?
1) crioco6 paboThl ¢ Oymaramu;
2) orpacnb JAEATENBHOCTH, OOecredrBaroliasi JOKYMEHTOBEAEGHHE W OpraHM3alldio paboThl C
o(UIHATEHRIMA TOKYMEHTAMU;
3) mpocTrapieHHe PEKBU3UTOB Ha JIOKYMEHTE;
4) opraHm3aIys PETUCTPAIMH JJOKYMEHTOB, TIOCTYIIAIOIINX B OPraHU3AIIHIO.
3. Yo Takoe aeno?
1) rpymma T0KyMEHTOB;
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2) COBOKYITHOCTB JIOKYMEHTOB, C(DOPMHUPOBAHHBIX TI0 KAKOMY-JTHOO MPU3HAKY;

3) COBOKYIHOCTb JIOKYMEHTOB WM JOKYMEHT, OTHOCSIIMXCS K OJHOMY BONPOCY WM Y4YacTKy
JeSTEIIHOCTH, TIOMEIIECHHBIX B OTIEIBHYIO O0JIOKKY;

4) marnka ¢ Oymaramu.

13. KPUTEPUU OLUEHUBAHUSA

CormacHO MOJyJIBLHOMY TMPHUHIMITY OpraHW3alMyd Y4eOHOro mpoIecca COACpPKAHKE
Y4eOHON JUCIHMIUIMHBI W3 OJHOTO 3a4eTHOTO MOMAYJSA. 3a4eTHBId MOIYJIb COCTOUT W3
TEOPETUYECKOT0 MaTepHualia, KOTOpPhI TpeOyeT OBIaJCHHUS TEOPHEH B YKa3aHHOM B MOJYJIC
o0BbeMme.

Orenka 3HaHM CTyIEeHTOB mpoBoauTcs mo 100-0ayuibHON IIKaie COTIACHO CIEAYIONIIM

KPUTEPUSIM:
Ne “ KoauuecTtBo
Bubl KOHTPOJIBLHBIX MEPONPUATHIH
n/n 0aJ10B

Tema 1

1. OTBeTHI HA TECTOBBIE 3aTaHU 4

2. OTBETHI Ha KOHTPOJILHBIC BOIPOCHI 1
Tema 2.

1. OTBeTHI Ha TECTOBBIE 3aJaHUSI 4

2. OTBeTHl Ha KOHTPOJIbHBIE BOIIPOCHI 1
Tema 3

1. OTBeTHI Ha TECTOBBIE 3aJaHUSI 4

2. OTBeTHI Ha KOHTPOJIbHBIE BOITPOCHI 1
Tema 4

1. OTBeTHI Ha TECTOBBIE 3aJaHUS 4

2. OTBeTHI HA KOHTPOIIbHBIE BOMPOCHI 1
Tema 5

1. OTBeETHI Ha TECTOBBIE 3aTaHUS 4

2. OTBeTHI HA KOHTPOJIbHBIE BOMPOCHI 1
Tema 6

1. OTBeTHI Ha TECTOBBIE 3aJaHUSI 4

2. OTBeTHI Ha KOHTPOJIbHBIE BOIPOCHI 1

3. MopnyJIbHBII KOHTPOJIb 15
Tema 7

1. OTBeTHI HA TECTOBBIE 3aTaHUS 4

2. OTBeTHI HA KOHTPOIIbHBIE BOMPOCHI 1
Tema 8

1. OTBeTHI Ha TECTOBBIE 3aaHUI 4

2. OTBETHI HA KOHTPOJILHBIE BOITPOCHI 1
Tema 9

1. OTBeTHI Ha TECTOBBIE 3aaHUI 4

2. OTBETHI HA KOHTPOJILHBIE BOITPOCHI 1
Tema 10

1. OTBeTHI Ha TECTOBBIE 3aTaHUS 4

2. OTBETHI HA KOHTPOIILHBIE BOMPOCHI 1
Tema 11

1. OTBeTHI Ha TECTOBBIE 3aIaHUS 4

2. OTBETHI HA KOHTPOJILHBIE BOMTPOCHI 1
3auem 30
Bcezo 3a cemecmp: 100
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IlIkana coorBeTCTBHA 0AJLJIOB rocyuapcnseﬂﬂoii IKaJjae

Cymma 0asi10B 3a . Ouenka no
Onenka - OueHka 1o rocyapcTBeHHOM IKAaJie ”
BCe BH/IbI Y4eOHOI . rocy/1apcTBeHHOM
ECTS (3x3ameH, Tud depeHINATbHBINH 324eT)
JIeITeJIbHOCTH mKaJe (3a4er)
A 90-100 5 (OTJIMYHO) 3a4TCHO
B 8089 4 (xopor1io) 3a4TECHO
C 75-79 4 (xoporo) 3a4TCHO
D 70-74 3 (YIOBJIIETBOPUTEIBHO) 3a4TECHO
E 6069 3 (YIOBJIIETBOPUTEIHHO) 3a4TECHO
2 (HEeyOBJIETBOPUTEIHHO) C
FX 35-59 (neyn p o ) HE 3a4TEHO
BO3MOXKHOCTBIO TTIOBTOPHOM C/Ta4u
2 (HEeyOBJIETBOPUTEIHHO) C
BO3MOYKHOCTBIO ITIOBTOPHOM CIa4Yu IpU
F 0-34 p A p HE 3a4TCHO
YCIIOBUU 00513aTeIHHOr0 Habopa
JOTIOJTHUTEIBHBIX 0aJJIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLLECCA

JIeKIMOHHBIE 3aHATUS TPOBOAATCS B YYCOHOW ayIUTOpUU JUIS TPOBEICHUS 3aHATHH
JEKIIMOHHOTO THIA, TEKYIMIEro KOHTPOJII W TPOMEXKYTOYHOH AaTTeCTallid, OCHAIEHHON
KOMIUIEKTOM y4eOHOW MeOenH, KOMIUIEKTOM pabodero Mecra IperojaBaTelisi, MeJIOBOH
(MapkepHOIi ), TOCKOM, 1 MyIbTUMETUNHBIM TPOEKTOPOM, HOYTOYKOM (1 mIT.).

15. PEKOMEH/IOBAHHAS JIUTEPATYPA

Ne HanmenoBanue Koxa-Bo Hanuumne
n/n IK3EMILIAAPOB | JJIEKTPOHHOM
B OubsmorTeke BEpPCHHU B
JlonHY 9bC
OcHoBHasi IMTEpaTYpa
1.
2. | CrentokoB M. B. Cekperapckoe neno : [[Ipakt. mocobuel]. 2 -
- 3-e u3x. - M. : ITIPUOP, 2000. - 189 c.
3. | Mamesnko, H. E. ApxuBoBenenue [ DneKTpOHHBIH pecypc] - +
: yueOHoe mocobue / H. E. Mamenko ; I'OY BIIO
"JloHeuKkUil HalMOHaIbHBIA yHUBepcUTeT", DakynbTeT
MaTeMaTHKU ¥ WH(pOpMAIMOHHBIX TexHosorui, Kadenpa
MH(OPMALIMOHHBIX CUCTEM ympaBieHus. - JloHenk
JouHY, 2019. - DnexktponHble TeKCTOBbIE naHHbIE (1
daiin).
4. | KpacaBun, A. C. JlokyMeHTalMOHHOE oOecreyeHue 1

ympaBieHus Kaapamu : mpakT. nocodue / A. C. KpacaBuH.
- M. : UHOPA-M, 2003. - 191 c.

JlonosiHuTEILHAS JIUTEPATYPaA

5 ApxuBHOE A€o0 ¢ JpeBHeHmux BpemeH a0 1917 rona 3 -
[Texkct] / [penkon.: K. U. Pynenbcon (Hayd. pen.) u np.] ;
Bceecoro3Hblii Hayd.-ucCell. MH-T JOKYMEHTOBEJICHHUS U
apxuBHOro aena. - Mocksa : BHUMJIAL, 1979.

6 | Okcnep, A. b. Apxusatopsl [Tekct] : mporpammbr st 1 +
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XpaHeHus u 00paboTku nHGpopMarmu B cxxarom Buze / A. b.
Okcnep. - [Mocksa] : Anekc, 1992. - 150 c.

7 | KnumoB, EBrenmii  AnekcanapoBuu  Bpenenue B ) +
MICUXOJIOTUIO TpyAa : Yuel. A CTYACHTOB BY30B. - M. :
Kynerypa u cnopr : FOHUTH, 1998. - 352 c. :
bubmmorp.: ¢.320-336 (373 Has3B.).

8 | BBenenue B cnienmManbHbIe HCTOPUYECKUE TUCIUTLIMHBI ! 59 -
[Vueb. mocobue niist By30B mo crienuainbHocTd "McTopus”
: CO. c1.]. - M. : U3n-Bo MI'Y, 1990. - 274,[2] c.

9 | denonpon3BoACTBO : 00pasiibl, JOKYMEHTBI, OpraHU3aIUs 1 -
u TexHosorus padotsl / [B. B. I'aaxoB u ap. ; mox pen.
N. K. Kopneena, B. A. Kyapsiesa]. - U3a. 3-e. - Mockaa :
ITpocnexr, 2015. - 479 c.

INocynapcTBeHHBIN 00pa3oBaTEIbHBIN CTAaHAAPT BHICIIETO - +
mpoheCCHOHANBHOTO 00pa3oBaHUsI 110 HAMPABJICHUIO
HOATOTOBKH 46.03.02 JloxymeHnToBeeHuE u
apXHBOBECHUE.

16. MIPOTPAMMHOE OBECIIEYHEHHUE

1. Windows 7 PRO (xoprnioparusnas gurieasust JOHHY Ne 46484614)

2. Microsoft Office (xoproparusHas nutiersus JJOHHY Ne 46472919)

3. Microsoft Visual Studio (yiutiensus nporpammer DramSpark st BeICIIHX yueOHBIX
3aBeICHUN )

4. Autusupyc Kacniepckoro, Adobe Acrobat Reader, XPDF (nuniensun GPL, Apache, BSD mns
CBOOOJTHOTO ITPOTrPaAaMMHOTO 00eCIICUeHNs).

17. ACNIOJIb30BAHHUE 3JEKTPOHHOI'O OBOPYIOBAHMS 1
JUCTAHIOUOHHBIX OBPA3OBATEJIBHBIX TEXHOJIOI'NAU

Jucyunauna unu opyzou DHO npenooasamenn u 6uod INEKMPOHHO20 83AUMOOCUCM U
6UO yueOHou padbomul npenoodagameinb — CHyO0eHn no OUCYUNTIUHE

Beenenue B npogeccuto | Kamryba C.H.:
Oo6:ako (https://cloud.mail.ru/public/4iZP/2ePUGS4JF/),
e-mail (s.kashuba@donnu.ru)
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PabGouas mporpamma paccMOoTpeHa U TepeyTBepXKAEHAa Ha 3aceJaHuu Kadeapbl C
n3MmeHeHusMu (6e3 m3meHenwnii) Ha 2020-2021 rox.
B pabouyio npoepammy oucyuniunvl 6Hecenvl credyroujue usMeHeHUuss U OONOJHEHUA.!
[TpoTokon 3acenanus kadeapn Ne oT . 3aB.xadenpoit
Pabouas mnporpamMMa paccMOTpeHa W TIepeyTBEpXKAeHAa Ha 3acelaHuu Kadeapel ¢
n3MeHeHusMHu (0e3 n3menenunii) Ha 2021-2022 rog.

B pabouyio npocpammy oucyuniunvl enecenvl credyioujue usMeHeHus u OONONHEeHUs:

[Tporokon 3acenanus kapeapsr Ne oT . 3aB.kadeapoii



