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PaGouas mporpamma aucuumianabel «OpraHu3anus ¥ TEXHOJIOTUU JOKYMEHTAI[MOHHOTO
o0ecrieyeHns yrpaBlIeHUs» COCTaBI€HA B COOTBETCTBUU C TPEOOBAHUSAMMU:

- @enepanbHOTO  TOCYJApCTBEHHOTO  00pa3oBaTENBbHOTO  CTaHAApTa  BBICIIETO
oOpa3zoBaHusi MO HampaBiieHU0 noArotoBku 46.03.02 JloxymeHTOBEJAEHUE U apXHWBOBEIICHUE
(ypoBeHb OakanaBpmara), YTBEpKACHHOTO mpukazom MuHoOpHayku Poccum ot 06.03.2015 Neo
176;

- Ilpukaza MwunHoOpHayku Poccum «O06 yrBepxkaeHuu Ilopsinka opraHuzanue |
OCYIIEeCTBIICHUSI 00pa30BaTeNIbHOM AESITEILHOCTU MO 00pa30BaTEeIbHBIM MPOTrPAMMAaM BBICIIETO
oOpa3oBaHusi — ImporpaMMaM OakajlaBpuaTra, MporpamMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatyps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOiuMKaHCKash akaJeMus TOCYIapCTBEHHOMN
CIYXOBl W ympaBieHus» 1o HampasieHuto 46.03.02 JlokyMEHTOBEICHHE W apXUBOBEICHUE
(ypoBeHb OakamaBpuara) HaIlpaBIeHHOCTh (NMpoduiib) «JloOKyMEeHTallMOHHOE o0ecreyeHne
yIpaBICHUS.

© Komu pecmyOnrkaHcKast akaeMust
rOCy/IapCTBEHHOMU CITYKObI
u ynpasienusi, 2020
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Ienbto ocBoeHus aucUUIUIMHBL «OpraHuzanys M TEXHOJIOIMH JOKYMEHTallMOHHOTO
obecrieyeHus yIpaBlICHUS SBISIETCS TOATOTOBKA Oaxkanaépos K Oynymieil npodeccrHoHalbHON
NeSITEIbHOCTH Ha OCHOBE (DOPMUPOBAHUS IpPEICTaBIEHUS 00 OCOOEHHOCTSIX Pa3BUTUS CUCTEM
HAI[MOHAJIBHOTO JEJIONPOU3BOJICTBA B PA3IMYHbIE HUCTOPUYECKUE MEPUOJBI U O3HAKOMIIEHMS C
TEOpHEH W TPAKTUKOM OpraHu3alud COBPEMEHHOIO JOKYMEHTAIlMOHHOIO OOecreueHUs
YIIpaBICHHUSL.

1.2. 3a0auu yueonoii oucyuniunut

3amagyaMyl OCBOCHHS TUCHHIUIMHBI «Opranu3amnvs W TEXHOJIOTHH JOKYMEHTAI[HOHHOTO
oOecrieyeHust yIPaBICHUSD SBIISTFOTCS:

—  MPOCIEIUTh CTAHOBJICHWE W  Pa3BUTHE TIOHSITUH  «JICJIONPOU3BOJICTBO» W
«IOKYMEHTAIIMOHHOE 00CCIICUCHUE YIIPABIICHUS;

— OCBETUTH MECTO JICTIONPOU3BOACTBA B ITPOIIECCAX YIIPABIICHUS,

— O3HAKOMHTH C HCTOPUEH Pa3BUTHSI CHCTEMBbI TOCYIaPCTBEHHOTO JICIONPOM3BOJICTBA;

— O3HAaKOMHTh C METOAaMHU pPa3pabOTKM W BHEAPCHUS JIOKAIBHBIX JOKYMEHTOB,
pErJIaMEHTUPYIOIIHX JCIONPOU3BOICTBO OPTraHU3alIHH;

— O3HAKOMHTH OOYYAlOIIUXCS C COBPEMEHHBIMH THIIOBBIMH CTPYKTYPaMHU CITYKO
JOKYMEHTAIIMOHHOTO 00ECIICYCHH S YIIPaBIICHUS;

— M3YYUTh COBPEMEHHBIC TEXHOJIOTUH JOKYMEHTAIIMOHHOTO 00CCTICUCHUS YIIPABIICHHSI;

— HAYYHTh BHITIOJHEHUIO OTIEpaIfii o 00paboTKe JOKYMEHTOB,

— W3YYUTh TEKYyIllee XpaHCHHE IOKYMEHTOB, IMOJATOTOBKY K Iepeaade el Ha apXUBHOE
XpaHEHHe.

1.3. Buowl komnemenuuil, popmupyemole 6 pe3yivmame 0C60€HUA OUCYUNTUHDL

Nzydenne mucturuinnbl « OpraHu3anysi 1 TEXHOJIOTUH JTOKYMEHTAIIMOHHOTO 00eCTieueHHs
VIIPaBJICHUSD» HAIIPABJICHO Ha (POPMHUPOBAHUE CIIEAYIONTUX KOMITCTEHITHI:

1) oOmIeKyIbTypHBIX:

— OK-2 - cnocoOHOCTh aHATM3UPOBATh OCHOBHBIE OJTallbl W 3aKOHOMEPHOCTH
HCTOPUYECKOTO Pa3BUTHS 00IIecTBa sl POPMHUPOBAHUS TPAXKIAHCKON TO3HIINH;

2) mpodeccuOHANTBHBIX:

— IIK-2 — BnajgeHue OCHOBaMH HWH()OPMAIMOHHO-AaHATUTUYECKOW JEATEIBHOCTH H
CIOCOOHOCTRIO MMPUMEHSTh MX B MPOQecCHOHAIBHOU chepe;

— ITIK-5 BrnageHWe TEHACHIMSIMH Pa3BUTUA WH(OPMAIMOHHO-JOKYMEHTAIMOHHOTO U
oOecrieueHHs YIIpaBJIeHUSI apXUBHOTO JIeIa;

— TIK-7 — cnnocoOHOCTh OIEHUBATh MCTOPUIO U COBPEMEHHOE COCTOSIHHE 3apyO0eKHOTO
OTIBITa YIPABIICHUS JOKYMEHTAMH M OPTaHU3aIllUN UX XpaHCHUS;

— I1K-8 — crmocoOHOCTh aHATH3UPOBAThH IIEHHOCTh JOKYMEHTOB C IEJIbI0 UX XPAaHEHHUS;

— I[1K-10 — BnajieHe MPUHIMIIAMEA U METOJaMH CO3JIaHUS CIIPABOYHO-HH(DOPMAIIMOHHBIX
CPEICTB K JOKYMEHTaM,

— TIK-20 — cmocoOHOCTh MCHOIB30BaTh MpaBHia OPraHU3AlUKA BCEX ITAlloOB pabOTHI C
JOKYMEHTaMH, B TOM YHCIIE apXUBHBIMU JJOKYMEHTaMHU,

— [1K-21 — BmajieHre HaBbIKAMU COCTABJICHUS OMUCEH eI, TOATOTOBKH JIe] K Iepeaade B
apXUB OpraHU3aINH, TOCYIapCTBEHHBIN WIM MyHHUIIUIIATHHBIA apXUB;

— [IK-22 — crnocoOHOCTh MPUHUMATh ydacThe B paboOTe MO MPOBEIACHHUIO IKCIIEPTU3BI
[IEHHOCTU JOKYMEHTOB;

— TIK-26 — BrmageHue HaBbIKAMHU OOpaOOTKM JOKYMEHTOB Ha BCEX JTarax
JIOKyMEHTO000pOTa, CUCTEMATHU3AIINH, COCTABIICHUSI HOMEHKJIATYPHI JIET;
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— TIK-27 — cnocoOHOCTh MPUHUMATh yYacTHE B paboTe MO MPOBEIEHHUIO SKCIEPTH3BI
[IEHHOCTH JIOKYMEHTOB.

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazo6amenvHoil RPOZPAMMBbL:

Hucuunnuna  «OpraHuzais ¢ TEXHOJIOTMH  JOKYMEHTAIMOHHOTO  OO€CIeYeHUs
VIIpaBJICHUS» SBISACTCS 005A3amenbHOU Ui W3YYEHHUS, OTHOCHUTCS K 6apuamusHou dacmu
nporpammel biioka 1 «/lucuurminnasl (MOLyIIH)».

2. TpeﬁoBaHnﬂ K pe3yJbTaTaM 0CBOCHHUSA yqeﬁﬂoﬁ JAUCHHUIIINHBI
B PE3YIbTATC U3YUYCHUA NUCHUILINHBI <<OpI‘aHI/I3aLII/I$I N TCXHOJIOTMU JOKYMCHTAIIMOHHOI'O

o0ecreueHus YIIpaBJICHUS o6yqa}omﬂec;1 JOJDKHBI  OBJIaA€Th CICAYHOINMMH 3HaHUIMU,
YMCHUSMU W HaBbIKaMH, COOTHCCCHHBIMH C IIJNIAHUPYCMBIMU pPE3YJIbTaTaMU OCBOCHHUA

00pa3oBaTeNbHOIN MPOrpaMMBbl:

dopmMupyemsbie IliianupyemMbie pe3yabTaTbl OCBOCHUS
KOMIIeTeHI[UH Y4eO0HOi TUCIHUIIIHHBI
(xon, comepxaHue 3HaTh Ymernb Baaners
KOMIICTCHITHH )
ObuiexynomypHole KomMnemeHyuu
OK-2 — ciocoOHOCTh | OCHOBHEBIC JTaIIbI, aHAIM3UPOBATh CIIOCOOHOCTBIO
aHAIU3UPOBATH 3aKOHOMEPHOCTH U OCHOBHBIE 3Tallbl, aHAIIM3UPOBATh
OCHOBHBIE JTaITbl U TEHJICHLIUU PA3BUTHUSL | 3aKOHOMEPHOCTH U OCHOBHBIE JTAIlbI,
3aKOHOMEPHOCTH JEJONPOU3BOJCTBA B | TEHIACHIIMH PAa3BUTUS | 3aKOHOMEPHOCTH U
HCTOPUYECKOTO rOCYJapCTBEHHOM JIEJIOTIPOU3BOJICTBA B | TCHACHIIMHU Pa3BUTHUS
pa3BUTHA OOIIECTBA | amiapare yIpaBlIeHUsl | TOCYAapCTBEHHOM JIEJONPOU3BO/ICTBA B
11st GOPMHUPOBAaHUSI | B pa3JIMUHBIE ammapare yrnpaBJieHUs | ToCyJapCTBEHHOM
rpa)KTaHCKOU HUCTOPUYECKHE B pa3INuHbIC amnmapare yrnpaBlIeHUs
MTO3UIINH MIEePUOJIbI HUCTOPUYECKHE B pa3INYHBIC
MEepUOIbI HUCTOPUYECKHUE
TIEPUOJIbI
Ilpogheccuonanvrvie komnemenyuu
Buo oesmenvrocmu: nayuno-ucciredosamenvcxast

[1K-2 — Bnanenue OCHOBBI MPUMEHSTh OCHOBBI OCHOBaMU
OCHOBaMH MH(OpPMaLIOHHO- MH(}OPMaLIOHHO- MH(OPMaLIOHHO-
uH(OPMAIIMOHHO- AHATUTUYECKOM aHATUTUYECKOM aHATUTUYECKOM
AHATTUTHIECKOM JIEeATETLHOCTH B NIeATETLHOCTH B cepe | NeITebHOCTH B cepe
JIeATETbHOCTH U obnactu JIOKYMEHTAIlMOHHOTO | TOKYMEHTaIlMOHHOT'O
CIIOCOOHOCTH JIOKYMEHTAIIMOHHOTO | o0ecredeHust oOecrieueHns
MPUMEHSTDH UX B obecrnieueHus yIpaBIeHUsS yIpaBICHU
npodeccuoHaNbHOM | yrpaBiIeHUsS
chepe
IIK-5 Bmangenme TEHJCHIIUA PA3BUTHS | MPOCIICKUBATH 3HAaHUSIMH TEHJICHITHI
TEHACHIIUSIMHU uH(OPMAIIMOHHO- TEHJCHIIMM PA3BUTHUS | PA3BUTHUS
pa3BUTHS JIOKYMEHTAIIMOHHOTO | HH(GOPMAIIMOHHO- nH(pOpPMaIMOHHO-
uH(OPMAIIMOHHO- obecrnieueHus JIOKYMEHTAIlMOHHOTO | TIOKYMEHTaIlMOHHOT'O
JIOKYMEHTAITMOHHOTO | YIIPABJICHUS obecrieueHus obecrieueHus
U o0ecrieueHus yIpaBIeHUS yIpaBIeHUS
yIpaBiIeHUS
ApXUBHOTO JIeTia
[1K-7 — ctocoOHOCTh | HCTOPHIO M OCHOBHBIC | OIEHWBATh UCTOPHIO U | CIOCOOHOCTHIO
OIICHUBATh UCTOPUIO | ATAIbl PA3BUTHUS COBpPEMEHHOE OLICHUBATh UCTOPUIO U
Y COBPEMEHHOE JIOKYMEHTAIlMOHHOTO | COCTOSIHHE COBPEMEHHOE
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COCTOSIHHE
3apy0eKHOTO OTbITa
yIpaBICHUS
JOKYMEHTaMH U
OpraHHU3aIluK UX

obecrieueHus
YIIpaBJICHUS B
3apyOeKHBIX CTPaHaX

JIOKYMEHTAIHOHHOT'O
obecrnieueHus
yIpaBICHUS B
3apyOeKHBIX CTPaHAX

COCTOSIHUE
Z[OKYMCHTaI_[I/IOHHOI‘O
obecrieyeHus
YIpaBJICHUS B
3apyOeKHBIX CTpaHaX

XpaHeHUus

[1K-8 — cnocoOHOCTE | METObI OIIPEEIICHUsS] | aHAIN3UPOBAThH CIIOCOOHOCTBIO
aHaJIM3UPOBAThH LIEHHOCTHU LIEHHOCTb JOKYMEHTOB | aHAJIN3UPOBATH
LIEHHOCTb JOKYMEHTOB C LICJIbI0 | C LIEJIBIO UX LIEHHOCTb JOKYMEHTOB

JIOKYMEHTOB C
[IEJIBI0 UX XPAHEHUS

HUX XpaHCHHA

APXHUBHOI'O XpaHCHUA

C OCJIbI0 UX XpaHCHUA

[1K-10 — Bnagenue

COCTaB CIIPaBOYHO-

HCIIOJBb30BaTh 3HAHUA

3HaHUAMH O

NPUHINATAMHA | UH()OPMAIIMOHHBIX O IPUHIIMIAX U NPUHINIAX U METOJIaX
METOJIaMH CO3JJaHUsl | CPEICTB K METOJIaX CO3JaHuUs CO3/JaHUS CIIPAaBOYHO-
CIIPaBOYHO- JOKYMEHTaM, CIIPaBOYHO- UH(POPMAIIMOHHBIX
I/IH(l)OpMaIII/IOHHI)IX MPUHIMIBI 1 METOAbI HHq)OpMaHHOHHBIX CpCACTB K JIOKYMCHTaM
CPE/ICTB K UX CO3aHUs CPE/ICTB K
JOKYMCHTaM JOKYMCHTaM

Buo oesmenvrocmu. mexunonocuueckas
[1K-20 — [IpaBUJia OpraHU3ally | UCIOJIb30BATh CIIOCOOHOCTBIO
CIIOCOOHOCTH BCEX JTaroB paboThl C | MpaBWJIa OPTaHU3ALUH | UCTIOJIB30BATh IPaBHiIa
HCIIOJIBb30BaTh JOKYMCHTaMU BCECX OTaIloOB pa6OTI)I C | OpraHus3anuun BCECX
npaBuiIa JOKYMEHTaMHU 3TanoB paboTHI ¢
OopraHu3alrn BCEX AOKYMCHTaMH
3TaIoB paboThI ¢
JOKYMEHTaMH, B TOM
quciie apXUBHBIMU
JIOKYMEHTaMH
[1K-21 — Bnagexue IpaBUJIa COCTABJIEHUS | UCIOJIb30BATh HaBBIKAMHU
HaBBIKAMHU oruceit nier, IpaBWJIa COCTaBICHHUS | COCTAaBIICHUS OMHUCEN
COCTaBJIEHUS ONUCEH | MOJTOTOBKH JeJ K omnuceit e, 7eJ1, TIOATOTOBKH JIeJ K

Jiell, TIOATOTOBKH JIEN

nepeaye B apXuB

IIOATOTOBKMH I€JI K

nepeaye B apXuB

K TiepeJiaue B apXuB | OpraHu3aluy, nepenayde B apxuB OpraHM3aIH,
OpraHu3aIniy, rOCyJJapCTBEHHBIH OpraHu3aIum, rOCY/IapCTBEHHBIN UITH
rOCY/IapCTBEHHBIN WJIM MyHUIUITATBHBIA | TOCYAapCTBEHHBIN MYHHUIIHATIATBHBIH

WM MYHUIUITATb- apXuB WM MYHUIUITATBHBIA | apXUB

HBIN apX¥B apXuB

[K-22 — MOPSIOK U 3TaIbl MPUHUMATh y4acTHE B | CIOCOOHOCTHIO
CHOCOOHOCTh IIPOBEICHUS pabote 10 | IPUHUMATh y4acTHe B
NPUHUMATD y4acTHEe | SKCIEPTU3bI IEHHOCTH | IPOBEIACHUIO pabote o

B pabore 1o JTOKYMEHTOB HKCHEPTHU3bl LIEHHOCTH | IPOBEACHUIO
MIPOBEICHUIO JIOKYMEHTOB OKCIEPTH3BI ICHHOCTH
HKCIEPTHU3BI JTOKYMEHTOB
[IEHHOCTH

JJOKYMEHTOB

[1K-26 — Bmagenue 3Tambl IBUKECHUS OCYIIECTBIIATh 3HAHHUSAMH T10
HABBIKAMU JIOKyMEHTOB B 00paboTky o0paboTke

00paboTkH OpTaHM3aLUH U UX JOKYMEHTOB Ha BCEX | TOKYMEHTOB Ha BCEX

JOKYMCHTOB Ha BCCX
JTamnax
JOKYMEHTO0000pOTa,
CHCTEMaTHU3aluH,

00paboTKH Ha BCeX
JTanax
JIOKyMEHTO0000pOTa;
paBujIa

Tamnax
JIOKYMEHTOO000pOTA,
CUCTEeMATHU3UPOBATh
JIOKYMEHTHI U

rarax
JIOKYMEHTO000pOTa,
CUCTEMaTu3alun
JOKYMEHTOB H
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COCTaBJICHUS
HOMEHKJIATypHhI JIeJT

CHCTEMaTU3aLUU
JIOKYMEHTOB U
COCTaBJICHUSA
HOMEHKJIATYPbI €]

COCTaBIISATh
HOMEHKJIATYPY 1€

COCTaBJICHUA
HOMCHKIJIATYpPhI ACJI

I1K-27 —
CIIOCOOHOCTH
PUHUMATh y4aCTHE
B pa0oTe 1o
IIPOBEJICHUIO
IKCIIEPTHU3BI
LIEHHOCTHU
JIOKYMEHTOB

MOPSIAOK M 3TAIlbl
MPOBEICHUS
SKCIEPTU3HI [IEHHOCTH
JIOKYMEHTOB

IIpUHUMAaTh Yy4aCTHUE B

pabote 1o
POBEICHUIO
9KCIICPTU3BI HICHHOCTU
JIOKYMEHTOB

CITIOCOOHOCTBIO
MPUHUMAThH Y4aCTHE B
pabore 1o
MIPOBEICHUIO
AKCIIEPTHU3BI IEHHOCTH
JOKYMEHTOB

3. O0bém yueOHOH TUCHHUIIINHBI

Ounas ¢popma 00yueHus
JucuuminHa peanu3yercs B 2-X ceMecTpax:
1 cemecmp peanuzayuu

Buant yueonoii pacorsi Pacnpenesienue yueOHOro
BpeMeHH
Konumaxkmmnan paboma 54,25
AynuropHble 3aHATHS (BCETO): 54
Jlexyuu 36
Ipaxmuueckue 3anamus 18
Jlabopamopnvie 3anamus
[IpomexxyTouHas arrectaus 0,25
Koncynemayus nepeo sxzamenom 0
Ox3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 53,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomot
Tloocomogka Kk npomesrcymouHol ammecmayuu 4
Bup Texymei arrecranuu KOHTpOJIbHAs paboTa
Oowan mpyooémkocmep OUCYUNTUHDBL:
yacwl 108
3auémHule eOUHUYbL 3




2 cemecmp peanuszayuu

Buabl yuedHoii padoThI

Pacnpenesienune yue0HOro

BpeMeHH
Konmaxmmuasn paboma 41,35
AynuTOpHBIE 3aHATHUS (BCETO): 36
Jlexyuu
Ilpakmuueckue 3anamus 36
Jlabopamopnule 3ansmus
[TpomexxyTodHas aTTecTarus 5,35
Koncynomayus nepeo sxzamenom 2
Drzamen 0,35
3auem
Pyxosoocmeo kypcosoil pabomoii 3
Camocmoamenvnasn paboma 138,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 93,65
Hanucanue xypcoeoti pabomuwi 9
Iloocomoeka Kk npomedicymouHol ammecmayuu 36

Bup Texyiuei arrecranuu

KOHTpOJIbHas paboTa

Oobuwan mpyooémkocmep OUCUUNTUHBL:

qacwol

180

3ayémmvie eOUHUYbL

5

3aounas popma o0yueHnus
Jucnunnuna peanusyercs B 2-X CECCHIX

1 ceccusn
Buabt yueonoii pacorsi Pacnpenesienue yueOHoOro
BpeMeHH
Konmaxmmuasn paboma 20,25
AyIuTOpHBIE 3aHATHUS (BCETO0): 20
Jlexyuu 10
Ilpakmuueckue 3anamus 16
Jlabopamopnule 3anamus
[TpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom 0
Ox3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 81,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 77,75
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxxcymounou ammecmayuu 4

Bup Texymei arrecranuu

KOHTpPOJIbHAsI paboTa

Oowan mpyooémkocmep OUCUUNTUHDBL:

yacwel

108

3auémmuovle eOUHUYbL
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2 ceccusn

Bujant yuebnoii paorsi Pacnpenesienune yue0HOro
BpeMeHH
Konmakmmuasa paboma 5,35
AynutopHble 3aHATHS (BCETO): 0
Jlexyuu
IIpakmuyeckue 3anusimus
Jlabopamopnule 3ansmus
[TpomexxyTodHas aTTecTarus 5,35
Koncynomayus nepeo sxzamenom 2
Drzamen 0,35
3auem
Pyxosoocmeo kypcosoil pabomoii 3
Camocmoamenvnasn paboma 174,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 156,65
Hanucanue xypcoeoti pabomuwi 9
Iloocomoeka Kk npomedicymouHol ammecmayuu 9
Bup Texyiuei arrecranuu
Oobuwan mpyooémkocmep OUCUUNTUHBL:
yacwl 180
3ayémmvie eOUHUYbL 5
N3ydenne  guctumumimabl  «OpraHu3amuss ¥ TEXHOJOTHMH  JIOKyMEHTAIlMOHHOTO

oOecrieyeHHs YIpaBIEHUs» IPelycMaTpUBAET IOATOTOBKY KypcoBOM paOoThl (IHEBHas H
3ao4yHast (opmbl o0yueHus). IlpumepHas TemaThka KypcOBbIX palOT NpeJCTaBlI€HA B
«MeToIMYECKNX YKa3aHHIX [0 OCBOCHMIO IUCLUIUIMHBDY.



4. Conep:xkaHue pa3aesioB M TeM Y4eOHON JUCIUNINHBI

HaunmenoBanmue
pazoena/ memul
yueOHoM
AUCTUTLIHHBI

Conep:xkanue pasaesa/TeMbl

Pa3/:[en 1. HCTOpI/IH CTaHOBJICHUA U PA3BUTHA IOCYAapCTBCHHOI'0 ACJIOIIPOU3BOACTBA

Tema 1.
Bo3HukHOBEHUE U
pa3BUTHE

JACJIOIIPOU3BOJICTBA B

YUPEKICHUIX
Poccuu XVI-XVII
BB

PernamenTanus 3akonomarenbHbIMU akTaMi X VI-XVII BB. oTAeIbHBIX
CTOPOH cO3AaHusI U 0POPMIICHUS JOKYMEHTOB, 00sI3aHHOCTEN
CCIY>KHJIBIX» JtoJied. Opranusanus JeJI0MPOU3BOACTBA B IEHTPAIbHBIX
yupexaeHusx Pycckoro rocynapersa (mprka3ax) 1 MECTHBIX
yupexkIeHusX (MPUKa3HbIX n30ax), ero ocooeHHocTU. OCHOBHBIE TAITBI
paboThI ¢ JOKYMEHTaMH, JEIONPOU3BOJICTBEHHBIE ONEPAIIHH.
CroubrioBas popma IeI0mpOu3BOICTBA

(OK-2)
Xapakrepuctuka «I['enepanbaoro periamenta» 1720 r. kak OCHOBHOT'O
3akoHojatenbHoro akra X VIII B. o opranuzanuu Jea0mporu3BOJICTBA.
PernamenTanus qoJKHOCTHBIX 00SI3aHHOCTEH CITy)KalllUX B
Tema 2. 3akoHoaarenbcTBe X VIII B. Tabens o panrax 1722 r. Ponb cexkperaps B
Jlenonpon3BoACTBO | KOJIEKCKOM JIeNonpon3BoacTBe. OCOOCHHOCTH TEXHOIOTHU
B YUPEKACHUAX Jenonpoun3BoAcTBa. Opranu3anus apXuBHOTO XPaHEHUSI IOKYMEHTOB.
Poccnn XVIII B. «YupexaeHue Juisl ynpasiieHust ryoepuuii» 1775 r. o nopsiake
(OK-2) JIEJIONPOU3BOJICTBA U YCTAHOBIIEHUH HEPAPXHH BO B3aUMOOTHOILLIEHUSAX
LEHTPATBHBIX U MECTHBIX yupexaeHui. OTIUYUs TEXHOIOTUN
nenonpousBoacTsa X VIII B. 0T TEXHOIOTMHU PEAIIECTBYIOLIETO
Iepuoaa
«Ob1ee yupexxaeHrne MUHHCTEpPCTB» 1811 1. Kak OCHOBHOM
3aKOHOJATEIBHBINA aKT IO €AMHOOOpPA3HOMY HMOPSAJKY J1E€I0MPOU3BOJICTBA
B yupexaenusax XIX B. Coznanue cuctemsl AeI0NPOU3BOJICTBA,
COOTBETCTBYIOIICH €IMHOHAYAIHHOMY TOPSJIKY MPUHATUS PEIICHUN B
Tema 3. LEeHTpaIbHBIX yupexaeHusax Poccun XIX B. Pernamenranus 1BuKeHUs
JIOKYMEHTOB.
Jenonpon3BoicTBO
I TenneHuu pocta TOKyMEHTOO00OPOTa U MEPHI TI0 €r0 COKPAIICHHUIO B
Pocemn XIX — 3aKOHOJIaTEJIbCTBE XDV( B. BinsiHME HOBBIX CPEICTB TOKYMEHTUPOBAHUSA,
s XX B, CBSI3H, KOITUPOBAJIHHOW TEXHUKH Ha CUCTEMY pa0OThHI C TOKyMEHTaMHU.
(OK-2) Pa3paboTka panmoHanbHBIX CUCTEM JETONPOU3BOICTBA B OT/IEIBHBIX
BEJIOMCTBAX U 3HAYEHHUE ITOTO OMbITA AJI MOCIEAYIOLIEr0 Pa3BUTHUS
JIEJIONPOU3BO/ICTBA.
CoBpeMeHHast OLIEHKa CUCTEMBI JEIONPOU3BO/ICTBA JOPEBOIIOLMOHHON
Poccun, BnusiHEE nenonpon3BOACTBA HA JAJIbHENIIIEE pa3BUTHE
Croco00B U METOJIOB pabOTHI C JOKYMEHTaMH
[TepBbie 1EKpPETHI COBETCKOM BIACTH O JEMOKPATU3ALMNU AEATEIbHOCTH
COBETCKHX YUPEXKIACHHH, pEriiaMeHTAIlN OTJEIbHBIX CTOPOH
Tema 4. JOKYMEHTHUPOBAHMUS.
CraHoBieHME U [Toucku paunonanbHbIX popm opranuzanuu JJOY B 1919-1920 rr.
pa3BUTHE Hayunas opranusaius ynpaBieHYecKoro Tpyaa kKak gpopma
COBETCKOI'0 OOIIIECTBEHHOTO ABM)KCHUS 32 PAIIOHATH3AINIO BCEX CTOPOH
JIENONPOU3BOJICTBA | AEATEIBbHOCTH rocamnmapara.

(1917-1950 rr.)
(OK-2)

C03I[aHI/Ie HAay4YHO-UCCICAOBATCIILCKUX NHCTUTYTOB, BCAOMCTBCHHLIX U
BHEBEJIOMCTBEHHBIX OPTaHOB PAIMOHAIHM3AINHN, HX HCCIIEIOBATEIbCKAs
JESATENbHOCTh U MTPAKTUYECKHE Pa3pabOTKH 10 BHEPEHUIO HAYIHOM
opranuzanuu ynpasiaeHueckoro tpyaa (HOVT).
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OmnpiT padotsl Otaena anmuaUCTpaTuBHON TexHUKH (ATO) HK PK
CCCP, akuuonepnoro obmecta «Oprerpoity, ['ocynapcrBeHHOTO
WHCTUTYTa TEXHUKHU YIPABJICHUS 110 palliOHATU3ALUN
JIEJIONPOU3BO/ICTBA B LICHTPAIBHBIX U MECTHBIX YUPEKIACHUSX.
XapakTtepuctuka u 3Hadenne «OOUmxX MpaBuil JOKYMEHTAIUU U
JOKYMEHTO000POTa» KaK MOIMBITKH 0000IIEHNsT METOI0B
paloHaIN3aUH 1eJIOMPOU3BOJICTBA U BHEIPEHUS B MPAKTUKY PabOThI
€MHBIX [TPaBUJI OpraHU3al[Mi U TEXHOJIOTHH JIEIOIPOU3BO/ICTBA.
3Hayenue onbiTa 1920-X rr. 4151 HOCIEAYIOMIETO TEOPETUYECKOTO U
IIPaKTUYECKOI0 COBEPLIEHCTBOBAHMUS Jienonpon3BoacTBa. [Ipouece
CBEpPTHIBaHUS PALIMOHAIM3ATOPCKON JIeSITENLHOCTH B Havane 1930-x rr.,
€ro MPUYHUHBI U MTOCJIEICTBUSL.

[lepenaya rocyaapcTBEHHBIX apXUBOB U (PYHKIINI MO OXpaHe
nokymeHToB B BegomcTBax opranam HKBJI B 1930-x rr. Orpanuuenue
JOCTyMA K IOKYMEHTaM.

HestensHocTh ['maBHOTO apxusHoro ynpasieHus (I'AY) CCCP no
METOJINYECKOMY PYKOBOJICTBY JI€JIONPOU3BOICTBOM B ro/ibl Benukoii
OteuecTBeHHOI BOiHBI. PazpaboTka mpobiiem kinaccuduranuu
JIOKYMEHTOB | JTaBapX1BOM M OTJEIHHBIMH BEIOMCTBAMHU

Tema 5.
I'ocynapcTBeHHOE
JIEJIONPOU3BOJICTBO B
1960-2000-¢ rr.
(OK-2)

[TombITKa COBEPIIEHCTBOBAHUS CTUIISI paOOTHI TOCYIapCTBEHHOTO
anmapara yIpasJICHUs U J€JIONPOU3BOACTBA aIMUHUCTPATUBHBIMU
METOJIaMU: NapTUHHBIE U IPABUTEIBCTBEHHBIE TOCTaHOBIEHUS 1960-
1980-x rr., HampaBJIeHHbIE HA PETJIAMEHTAIUIO OT/IEIbHBIX CTOPOH
paboTsl ¢ nokymeHTamu. Metonudeckue pazpadbotku ['AY CCCP 1960-x
IT. IO OPraHU3alUu ¥ TEXHOJIOTHH JIEI0IPONU3BOJICTBA.

Coznanne u BHeapenue OCHOBHBIX MOJoKeHU Ennnoi
rocynapcTBeHHoi cuctemsl nenonpoussoactsa (ET'CH). Ctpykrypa
OcnoBubix nonoxxennit EI'C/l, 3HaueHnne cucteMbl AJi OpraHu3aIuu
JIEJIONPOU3BO/ICTBA B YUPEXKICHUAX U opraHu3anusax. ONbIT IPUMEHEHUS
B YUPEXKJEHUSAX PA3INYHbIX YPOBHEH yHpaBiIeHUSI.

AKTUBU3aIUS COBEPUICHCTBOBAHUS Aeonpoun3BoacTea B 1970-1980-

e rr. Pa3BuTHe TeopeTnyeckux U MPUKIIaJHBIX HCCIEI0BaHUM B 00nacTu
COBEPILIEHCTBOBAHUS JOKYMEHTAIMOHHOTO 00ECIeUueH sl YIIpaBIeHUsI.
®opmuposanue konuenuuu JI0OY u pazpabdorka npoexra Equnoit
rOCyJJapCTBEHHOHN CUCTEMBI IOKYMEHTAIlMOHHOTO 00ecreueHust
ynpasnenus (EI'CIOY), I'ocygapcTBeHHOM cUCTEMBI
ToKyMeHTarmoHHoro obdecrieueHus ynpasienus (I'CAOY). Lens,
HazHaueHue, cocraB OcHoBHBIX nosoxkeHui I'CJIOY, xapakTepucruka
OCHOBHBIX IIOJIO’)KEHUH M TEMAaTHUYECKHUX Pa3eloB.

PazButue paboT 1o cTaHIapTU3aALUN U YHUPUKALMH YIIPaBIEHYECKUX
nokymeHTOB B 1970-2000 rT. 1 MX BIMSIHUE HA TOKYMEHTUPOBAHUE U
OpraHu3aIuio paboThl C JOKYMEHTaMHU.

Pa3Butre HOpMATUBHO-METOIMYECKON Oa3bl, perIaMEHTHPYIOMIEH
paboty ¢ nokymeHntamu B 1990-e rr. TumoBas HHCTPYKIIUS IO
JIeJIONPOU3BOJICTBY B MUHUCTEPCTBaX U BegomcTBax PO (1993 r.),
pacnopsKEHHsI ¥ TOCTAHOBJIEHUSI IPAaBUTENIBCTBA O COXPAHHOCTHU
JOKYMEHTOB, CPOKaX BEJOMCTBEHHOT'O XpaHEHHSI JOKYMEHTOB.
YrBepxkaeHue TUNIOBOM HHCTPYKIIUHU 10 ACJIONPOU3BOACTBY B
(dhenepabHBIX opraHax ucnoaHuTenbHOM Biactu 2001 r. PermamenTarus
CPOKOB XpaHeHus 10KyMeHTOB B TunosoM nepeune 2000 r.
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Tewma 6.
CoBpeMeHHOe
roCy1apCTBEHHOE
peryJIupoBaHHe
JOVY B PO
(TTIK-20, TTIK-26)

3akoHomarenscTBO PD B 0051acT HHPOPMAIITMOHHON TOJTUTUKH:
®denepanbHblii 3akoH «O0 nHOpMaIK, HHPOPMAITUOHHBIX
TEXHOJIOTHX U 0 3amuTe nuHpopmanumn». Genepanbupiii 3akoH «O0
00513aTeIbHOM SK3EeMIUIIpEe JOKYMEHTOBY» U ap. HopmaTuBHO-
METOJIMYECKOE PEeryINpOBaHUE JeIONpon3BoCcTBa B PD.

Tema 7. Vctopust u
COBPEMEHHOE
COCTOSIHUE
JIeJIOTIPON3BO/ICTBA B
3apyOeKHBIX
CTpaHax

(TIK-7)

HcTopus nenonponsBoAcTBa B 3apy0eKHbIX cTpaHax (AHIIUS,
I'epmanus, @pannms).

CoBpeMEeHHOE COCTOSIHHE JETIONPOM3BOICTBA B 3apyOeKHBIX CTpaHax
(CIIA, Anarmus, ['epmanms)

Paznen 2. COBpeMeHHaH opraHu3anuAa U TEXHOJOTHUA JOKYMCHTAIITUOHHOT'O obecreyeHus

YIPABJICHUS

Tema 8.
Opraauzanus
cyx0os1 [IOY
(TK-2)

[TonsTue “moxyMmenTanmonHoe oodecrneuenue ympasienus” (JOY).
Jlenorpon3BoACTBO KaK (PYHKIUS YIPABJICHUS, €T0 MECTO CPEIU APYTHX
¢byHkuuit ynpasiaeHus. Je1onpon3BoICTBO Kak CUCTEMa pabOThl C
JNOKYMEHTaMu. YTIpaBieHuUecKas JeSTeIbHOCTb U JEJIOIPOU3BOICTBO.
3HayeHue JOKYMEHTOB JJIsl pealn3aluy YIPaBICHYECKUX PELICHUH.
OneHka COBpeMEHHOTO COCTOSIHUSA JeNI0NPOU3BOCTBAa. DaKTOpHI,
BIIUSIOLIUE HA €0 OPraHU3aLMI0 U TEXHOJIOTHIO B YUPEKICHUAX
pa3IuYHbIX ypoBHEH ynpasiieHus. OpraHu3aluoOHHbIE, IPaBOBbIE,
COLIMAJIbHBIE U TICUXOJIOTUYECKUE ACTIEKTHI IE€JIONPOU3BOJICTBA.
ABTOMaTH3UPOBAHHBIE TEXHOJIOTUN 00pabOTKH TOKYMEHTOB U MX
BIIMSIHUE HA CUCTEMY JIEJIONPOU3BOJCTBA KOHKPETHOM OpraHu3aluy.
Bnusinue xapakrepa ynpaBieHUs], IPUHIUIIOB TPUHSITHS
YIIPaBIEHUYECKUX PEIIEHUI Ha OPraHU3a1I0 U TEXHOJIOTHIO
JIeJIONPOU3BOICTBA.

B3aumocBsI3p A€10MPOU3BOACTBA C OPraHU3aMEd BEAOMCTBEHHOTO U
roCy/1apCTBEHHOI'O XpaHEHUs JOKyMeHTOB. Oprann3alioHHble (POPMBbI
JOKYMEHTAIMOHHOTO o0ecreueHus (1enonpoun3BocTa). GakTopsl,
OTpeIeIISAIONINE UX BEIOOP B KOHKPETHOW OpraHU3aIiy.

OcHoBHast 3a/1a4a ¥ PYHKLIUH JIIOIPOU3BOJCTBEHHOM CITY:KOBI (CITyXKOBI
JOY). TumnoBsie CTPYKTYPHI I€TOMPOU3BOICTBEHHOU CITY>KOBI B
OpraHM3alMsaX pa3IMUHBIX YPOBHEN ynpasieHus. Pernamenranus
GbyHKIUI Moapa3ieneHui 1o TOKyMEHTallnOHHOMY 00CITyKHBAHHUIO.
TumnoBsle 1 UHAMBUTYATbHBIE MTOJIOKEHHS 0 ciayx0e JIOY. Tunosoii
(hopMyIIp MOJIOXKEHUS, COCTaB HHPOPMAINH, TOPAIOK pa3pabOTKU U
YTBEPKACHMUS.

JIOMKHOCTHOW M YHMCIIEHHBIN cocTaB pabOTHUKOB ciayx0bl JIOY.
OyHKIUN pabOTHUKOB JIETONPOU3BOJICTBEHHOM CITyKOBI (CeKpeTaphb
CTPYKTYPHOTO MOJIPA3/IeJCHNUs, CEKPETaph PYKOBOAUTEINS, HHCIIEKTOP 110
KOHTPOJIO U T. A.). JJ0OJKHOCTHAs MHCTPYKIUS KaK OCHOBHOM
HOPMAaTHUBHBIM JOKYMEHT, OIPEEIIAIONINNA OpraHn3allMOHHO-IIPABOBOE
MOJIOKEHHE PabOTHHUKA. THUIOBOH (hOpMyJIsip JOIKHOCTHONW MHCTPYKIIUH,
cocTaB HHGOPMAITNH, TIOPSTOK Pa3pabOTKH U YTBEPIKICHHS.
[onoxenwue o ciyx6e JIOY 1 A0KHOCTHASI HHCTPYKIMS KaK
HOpMAaTHBHAsl OCHOBA PACIpEeNICHUs TPYAA MEXy IOJIPAa3AEIECHUsIMHU U
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HCTIOJTHUTEIISIMHU.

WNHcTpyKIus 1Mo TOKyMEHTAIIMOHHOMY 00ECIICUEHUIO YIIPABICHHUS -
OCHOBHOW HOPMAaTUBHBIHN aKT IO pPErVIAMEHTALIMU OPraHU3aluU U
texHosioruu JJOY. TunoBsie U UHIMBUAYAIbHBIE UHCTPYKIUU. [Topsinok
pa3paboTku, coctaB HHGOPMAIUK, TPAaBUJIa YTBEPKICHUS U BHEIPEHHUS.
Hopmupoanue Tpyaa paboTHUKOB ciryk0b1 JIOY, TUIIOBBIE HOPMATHBEI
BPEMEHH Ha JIEJIONPOU3BOACTBEHHbBIE PAOOTHI.

Pa3memienue cTpyKTypHBIX TioapazaencHuil cimyxosl JJOY. YcinoBus
TpyZAa, OpraHu3anus U 00opyaoBaHue paboyrx MecT.

[Mopsiok XpaHeHus meyaTei, OJIaHKOB U MIPaBHJIA TIOJIb30BAHUS UMHU.
DTHKa JEIOBBIX OTHOIICHUH, IICUXOJIOTUYECKUE aCTIEKThI padOTHI C
nokymentamu. [lonroroska kanpoB cnenuanuctoB ciayx6 JOVY, hopmer
MOBBIIIECHUS MX KBAJU(UKALIMH

Omnpenenenne MOHATHS «I0KyMEHTO000poT». O0IINe TPUHITUITEI 1
METOIMYECKHE OCHOBBI OpraHU3aluy JOKYMEHTO000pOTa, HX
peanu3aiys B JEHCTBYIOINX FOCYJapCTBEHHBIX HOPMATUBHBIX
JTOKYMEHTaX.

CrpykTypa 1 o01mas XapakKTepuCcTHKa JOKYMEHTOIIOTOKOB. O0beM
JTOKYMEHTO000pOTa YUPEeIKACHUS. YUeT KOJIMIECTBA JOKYMEHTOB.
[Tpuem, NpoxoXxKAEHUE U TIOPSIOK UCTIOIHEHHS MTOCTYTIAIOIIIX

Tema 9. JOKYMEHTOB. DKCIEJUIIMOHHAss 00paboTKa JOKYMEHTOB.

Opranuzanus [IpenBapuTesnbHOE pacCMOTpEHUE T0KYMEHTOB. PaccmoTpenue

JIOKYMEHTOO00pOTa | JOKYMEHTOB PYKOBOJICTBOM YUPEKACHUS U HAIIPABJICHUE UX Ha

(TMK-2, TTK-20, HCIIOHEHHE.

[TK-26) JlocTaBka TOKYMEHTOB UCIIOJIHUTEIISAM, TTOPSIOK UX ITpUEMa U Mepelauu.
Pabota ucnonuuTtens ¢ J0KyMeHTaMU. JTaIbl ucnosiHeHus. [lopsaok
00paboTKH OTHpaBIseMbIX JOKYMeHTOB. [IpaBuia opranuzanuu
JIBYDKEHUS] BHYTPEHHHX JIOKYMEHTOB. HarpaBiieHus! COBEpIIIEHCTBOBAHUS
JOKYMEHTOO00pOTa U MYTH €r0 COKpAIIEeHUs.

TenneHuuu pocta TOKyMEHTOO00pOTa B COBPEMEHHBIX YUPEKICHUSX.
Bnusiaue aBToMaTH3anMu 00pabOTKH HHPOPMALIMU HA KOJIMYECTBEHHbBIE
Y KaUe€CTBEHHBIC XapaKTEPUCTUKU JTOKYMEHTO0O00poTa. «be30ymaxkHoe»
JIeJIONIPOU3BOACTBO. ABTOMAaTH3UPOBAHHBIE CUCTEMbI JOKYMEHTO000pOTa
Perucrpanus kak cocraBHast yacth TexHosioruu J1OY. [Ipunnmms
perucTpanyu J0KyMEHTOB.

XapakTepuCTHKa COBPEMEHHBIX PETUCTPAIIMOHHBIX (hOpM, COCTaB

Tema 10. nHbOpMaIMY U MOPSAJIOK UX 3aroyiHeHus. Pa3Butue crnoco6on

Perucrparus perucTpaluy B rocy1apcCTBEHHOM J€JIONPOU3BOCTBE.

JTIOKYMEHTOB U B3anMocBs3b perucTpaiui J0KyMEHTOB C OpraHU3alueil cripaBOYHoO-

OpraHu3aIus WH(POPMAIIMOHHOM paboThI, OpraHu3aIueil KOHTPOJIS HCITOTHEHUS U

CIPaBOYHO- nociuenyomieil 00padoTKoN JOKYMEHTOB.

uH(popmanmonHoro | MHaekcupoBaHue JOKYMEHTOB B YCIOBUSX TPAAUIIMOHHONW 00paboTKU

00CITy’)KUBaHUS JOKYMEHTOB.

(IMK-2, TK-10, [IpuHnMnIBI HOCTpOEHUs HHPOpPMAMOHHO-TIOMCKOBBIX cucteM (UIIC)

[1K-20, T1K-26) PYYHOTO THIIA, UX BUJBL. MIHPOpMaIIMOHHO-CIIpaBOUHOE 00CITy)KUBaHUE

arrapara yrupaBJICHUA B YCIIOBHUAX MPUMCHCHUSA BEIYHCIIATEILHON
TeXHUKU. [Tonck 1 ucnonp3oBanue HHHOPMAINH B
aBToMatu3upoBaHHbIX UIIC

Tewma 11. KonTpoms
3a cpoKamMu
WCTIOJTHCHUS

3HaueHue KOHTPOJIS 32 UCTIOJIHEHHEM JJOKYMEHTOB B armapare
YIIpaBJICHHUSL.
dopMupoBaHre TPEOOBAHMI K OpraHU3AIMKA KOHTPOJIS 3a CPOKAMH

12




JIOKYMEHTOB WCIIOJIHEHUS TOKYMEHTOB B JICJIONPOU3BOJICTBEHHOM CiTyX0e.
(ITK-2, TIK-20, Oynkiun cayx0s1 IOY 110 KOHTPOJIIO 32 CPOKAMHU UCTIOTHEHUS
I1K-26) JIOKYMEHTOB. Kateropuu 10KyMeHTOB, OJISKAIINX KOHTPOJIt0. Cpoku
WCTIOJTHEHUS IOKyMEHTOB. TeXHOIOTrus KOHTPOIBHBIX ONEpaLnii.
O0600611eHre, aHaTU3 U UCTIOIb30BAHUE TAHHBIX 00 HCIIOTHEHUN
JOKYMEHTOB B YCJIOBHSIX TPAJULMOHHON U aBTOMATU3UPOBAHHON
TEXHOJOTHUH 00pabOTKH JOKYMEHTOB.
ABTOMaTH3MPOBAHHBIE CUCTEMbI KOHTPOJIS 32 UCTIOJIHEHUEM
JIOKYMEHTOB, OIBIT UX MPUMEHEHHUS.
Paznen 3. ®opMupoBaHue U XpaHEeHUE Je] B ICTONPOU3BOICTBE
[TonsiTue «popmupoBaHue Aen», OCHOBHbIE TPEOOBaHUS K IIPOBEICHUIO
Tema 12. 3TO# paboThl. COBpeMEeHHasi HOpMaTUBHO-MeToAnYecKas Oasa,
Opranuzauus 1 omnpezenstonas TpedoBaHus K GOPMUPOBAHUIO JeIT B
HOPSIIOK JIEJIONPOU3BO/ICTBE.
dbopmupoBanus nen | GopMHUpPOBAHUE JIe] B OPraHU3ALUAX PA3INYHBIX YPOBHEH YIIPaBICHHUS.
(ITK-2, IK-20, 3anaun ciayx6s1 JIOY 1 BEJOMCTBEHHOTO apX1Ba M0 00eCEUYEHUIO
[1K-26) KauecTBEHHOTo (pOPMHUPOBAHUS €T B YUPEKACHUU (OPraHU3AIIHH).
[IpaBumna hopMupoBaHHs Pa3INIHBIX KaTETOPUIl TOKYMEHTOB B JIEJa.
[IpuHIMIIBI cCCTEeMAaTU3allui JOKYMEHTOB BHYTPH JIElL.
[TonsTre HoMeHKIaTyph! €. TpeOoBaHUSA K COCTABICHUIO
HOMEHKJIATYPHI JIeJ1, UX perjiaMeHTalksl B HOPMAaTUBHO-METOJUIECKIX
MaTepuaiax.
Tema 13. Bunbl HOMEHKIATYpBI €], UX OCOOCHHOCTH U Ha3HadeHune. MeToauka
HoMeHKIaTypa e COCTABIICHNA HOMEHKIATYPbI JIE: I/IBY‘IGI?I/IG coCTaBa JOKYMEHTOB,
(TTK-2, TIK-20, pa3paboTka Ki1acCu(UKAIMOHHON CXeMbl; TPEOOBaHMSI K COCTABJICHHUIO
ITK-26) 3aroJIOBKOB JIeJl ¥ MpaBujla UX CUCTEMAaTU3alINH.
Iopsinok oopmieHHs, cornacoBaHus U yTBEPKACHNUS HOMEHKIIATyphl
nen. Cpoku XpaHeHUs JOKYMEHTOB.
Hcnonp3oBaHne HOMEHKIIATYPBI /1€ B OTIEPAaTUBHOM XPaHEHUH U
BEJIOMCTBEHHOM apXHUBE
Tema 14. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX [10/Ipa3/ieIeHUsX OpraHu3alnu.
Opranuzanus OTBETCTBEHHOCTh 32 COXPAHHOCTh IOKyMEHTOB. Opranu3zanus
BEZIOMCTBEHHOTO CIpaBOYHON pabOTHI U MOPSAJOK BbIIaYH JJOKYMEHTOB JIJIsl BDEMEHHOTO
XpaHEHHSI MOJTb30BaHMSA MTPU XPAHEHUH UX B CTPYKTYPHBIX MTOJIPA3/ICICHUSX.

JIOKYMEHTOB H
o0ecrieueHne nux

XpaHeHI/Ie MAallIMHOYUTACMBIX JOKYMCHTOB U IOKYMCHTOB Ha MAIrHUTHBIX
HOCHUTECIIAX

COXPaHHOCTHU
(IK-2, TK-20,
[1K-21, TIK-26)
[TonsiTue «kcneptusa neHHocTH». HopMatuBHO-MeToAMUECKHE U
TEOpPEeTUYECKHE OCHOBBI MPOBEICHHS SKCIepTH3bl. TpeOoBaHus K
Tema 15. MIPOBEJICHUIO IKCIEPTU3BI IIEHHOCTH JIOKYMEHTOB.
Dxcneprisa Opranunzanus SKCNEPTU3bI LEHHOCTH 10KYMEHTOB, LIEHTPAJILHBIX
HEHHOCTH skcriepTHbIX kKomuccuit (LIDK) u skcneptHbix kKomuccuit (3K)
JOKYMCHTOB B yupexaenus. [Tonoxxenus 06 OK. [IpaBa u pyHKIIMU KOMUCCHH,
ETOTPOH3BOICTEE opranusanus paboThl U JOKYMEHTHpOBaHuE edarenbHocTu. [lopsaok
(IK-2, TTK-8, pabots1 K. Drarbl mpoBeIeHUS SKCIIEPTU3HI LIGHHOCTH IOKYMEHTOB.
T1K-22. TIK-26, Odopmiienne pe3ynbTaToB IKCIEPTU3bI IEHHOCTH JOKYMEHTOB.
IK-27) Ilepeynu TOKYMEHTOB O CpoKaMmu XpaHeHus. [lonsTue «epeyeHs

JOKYMCHTOB). Hasnauenne n ncnoian30BaHHe nepequﬁ B KQ4ECTBE
OCHOBHBIX UCTOYHHKOB 110 U3YYCHHUIO COCTaBa U COACPKAHU A
JOKYMCHTOB, YCTAHOBJICHUS CPOKOB XPAaHCHUS U o00ecneyeHHIo CINHCTBA
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OIIEpaTUBHOI'O XPAHECHHUA U apXUBa.
Tunosele 1 BEIOMCTBEHHBIE ITepedHHU. Mconp30BaHue nepeuHen uist
COCTaBJICHUS KJIACCU(PUKATOPOB U HOMEHKJIATYp Ael. MeToauka
pa3paboTKK BEOMCTBEHHBIX IEpeUHel JOKYMEHTOB. Bb16op
KJIaCCU()UKALMOHHON CXeMBbl. AHAJIM3 M CUCTEMaTH3alHsl JaHHbIX B
3aBUCUMOCTH OT YPOBHEM yrnpasieHus. PopMyIMpoOBKa CTaTEH MepeyHs,
YCTaHOBJICHHE CPOKOB XpaHeHus1. DopMHUpoBaHHUE CIIPABOYHOTO
ammnapata, ero ucnois3obanue. Ilopsaok ohopmieHus, corinacoBaHus U
YTBEPXKACHUsI BEIOMCTBCHHBIX IIEPEUYHEN

Yaudukanus TpeOOBaHUI K JesiaM, caBaeéMbIM B apxuB. HopmaTuBHO-
MeTtouyeckue marepuaisl denepaabHON apXUBHOI CITyKObI 00

o opMIICHHH JIEIT.

OcHoBHble TpeboBaHus k odopmieHuto aen. [loaHoe u yacTuuHoe
odopmitenue aen. [logmmeka gen. Hymepanus nuctoB. 3aBepuTelbHAs
Haanuch. Buytpennss onucs. Odopmiienue 00I0KKHU e TOCTOSIHHOTO
1 BPEMEHHOI'O XpaHEHUSI.

Omnpenenenue onucu aein. [IpaBuna cocTaBieHus OMUCH 1€

Tema 16.
IToaroroska n
nepegayva Jen B
apXUB OpraHu3aluu

(IK-2, IK-21, .
MK-22, TIK-27) CTPYKTYpHOTO Tozipa3eieHus. Buabl onuceir. Odopmienne onucu e
’ CTPYKTYPHOT'O MOAPAa3AEICHUS.

[lepenaua nen B Be1OMCTBEHHBIN apxuB. B3anumopeiicteue ciyx0s1 JJOY
U BEIOMCTBEHHOI'O apXHBa IpHU (POPMUPOBAHUU OCHOBBI JUISI
MTOCJIEIYIOIEr0 XPAaHEHUS U UCIIOJI30BAaHUS JOKYMEHTOB. ETMHCTBO
opranuszanuu 10KyMeHTOB B JIOY u B BEJOMCTBEHHOM apXHUBE
BHenpeHne HOBBIX IPOEKTHBIX PELICHHUM, HallPaBIEHHBIX Ha
COBEPIICHCTBOBAHUE YIIPABICHUECKOH eATenbHOCcTH. Co30aHne HOBBIX

Tema 17 nH(}OPMaLMOHHBIX TexHOJIorui. KoMInekcHOCTh aBToMaTH3auu

' paboThI ¢ JOKYMEHTaMH.

Hanpasnenus
[IpoGeMbl COBEPIIEHCTBOBAHUSI COBPEMEHHOTO JOKYMEHTAIMOHHOTO

COBEPLICHCTBOBAHHUS

o0ecreyeHus B TOCYAapCTBEHHOM alllapaTe U 4YaCTHBIX OpraHU3aLUsaX
N3menenue ¢pyHkuuit 1 ctpyktypsl cityx0 JIOY, ee opranuzannoHHo-
IIPaBOBOIO MOJIOKEHUS.

VYnopsigoueHue opraHu3alioHHbIX POPM M METO/I0B PabOTHI C
JOKYMEHTaMHU

JIOY (IIK-2, TIK-5)

5. YuedHo-meToanyeckoe U HH(POPMALMOHHOE o0ecriedeHne Y4eOHOH TUCIHIIINHBI

5.1. Ocnosnaa numepamypa:

1. Ky3nenoB, C.JI. CoBpeMeHHBIE TEXHOJOTHMH JOKYMEHTAIMOHHOTO OOecreueHHs
ynpasneHus : yde6. mocobue / C. JI. Ky3sueuoB ; mox pea. T.B. Kysuenosoil. — M.
Uz narensckuii om MOU, 2010. — 231 c.

2. Hlupoxosa, E.M. Opranm3anus u TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECTICUCHHS
ynpasieHus : yue0.- meroa. nocodue / E. N. Illupokosa ; Komu pecrnyOnukaHckast akaj. Toc.
ciyxObl 1 ynpasnenus . — CeikteiBKap : U3n-so KPAI'CuVY, 2012. — 140 c.

5.2. /lononnumenvnuan aumepamypa:

1. ApacnanoBa, B.A. JlokymMeHTanmmoHHOE OOECIedYeHHuEe YIpaBIeHUsS: y4eO.-TIPaKT.
nocobue / B.A. Apacnanoga. — M.: Hupext-Menua, 2013 // -
URL: http://biblioclub.ru/index.php?page=book&id=137706.

2. I'punbepr, A.C. [oxymenrtanmonHoe obOecmneuenue ympasienus / A.C. 'punOGepr,
H.H. T'op6aués, O.A. Myxamermuna. — M. : FOuurtu-Jlana, 2015. — 391 c. : Tabmn., rpad., um.,
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http://biblioclub.ru/index.php?page=book&id=137706

CXEMBI - Pexxum JOCTYyTIA: o ITOJIITHACKE. -
URL.: http://biblioclub.ru/index.php?page=book&id=115031.

3. Kabamos, C.1O. [/lenonpon3BoACTBO U apXHUBHOE /IO B TEPMHUHAX U OTIPENIEICHUsX /
C.10. Ka6amos, 1.I'. Achanausposa. — 3-¢ u3z., crep. — M. : U3marensctBo «DmuHTaR, 2018. —
295 c. — Pexxum JOCTYTIA: no MOATMHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=69168.

4. Kosuna, E.C. [lenonpousBozacteo / E.C. Kosuna. — M. : lupexkr-Menua, 2013. — 27 c.
— Pesxum mocryma: o moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.

5. Poroxun, M.IO. [lokymenTarmonnoe obecrnedenue ynpasiuenus / M.FO. Poroxun. —
M. ; bepmun : upexr-Menua, 2014. — 398 c. : un. — Pexxum pgocTyma: mo MOAMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253705.

Hopmamuegnvie akmuoi:

O T'ocynapctBennom rep6e Poccuiickoit denepanun: denepanbHblii KOHCTUTYIIUOHHBIN
3aK0H 0T 25.12.2000 N 2-®K3 // Poccuiickas rasera, N 244, 27.12.2000.

O rocynapctBeHHOM si3bike  Poccuiickoit ®epepanuu: DepepanbHbIi 3aKOH OT
01.06.2005 N 53-®3 // Poccutickas razera, N 120, 07.06.2005.

O nepcoHanbHBIX JaHHBIX: DeaepanbHblil 3aK0H 0T 27.07.2006 N 152-D3 // Poccuiickas
rasera, N 165, 29.07.2006.

O nopsiake paccMoTpenus obpamienuid rpaxaan Poccuiickoit denepanuu: OenepanbHbIil
3axoH oT 02.05.2006 N 59-®3 // Poccuiickas razera, N 95, 05.05.2006.

06 apxuBHoM nene B Poccuiickoit @enepannn: denepanbupiii 3akon ot 22.10.2004 N
125-®3 // Poccutickas razera”, N 237, 27.10.2004.

O6 wunbpopMmaruu, UHPOPMAIMOHHBIX TEXHOJOTHUSAX U O 3almUTe HWHPOpPMAIUH:
®enepanbHbIii 3ak0H oT 27. 07.2006 N 149-D3 // Poccuiickas razera”, N 165, 29.07.2006.

O6 osnektponnoi mnoamucu: DenepanbHbiii 3akoH Ne 63-O3 (pex. 30.12.2015) or
06.04.2011 // Poccwmiickas rasera, Ne 75, 08.04.2011.

O rocynapctBenHoi TaitHe: 3akoH P® ot 21.07.1993 N 5485-1 (pexn. ot 01.12.2007) //
Poccuiickas razera", N 182, 21.09.1993.

O s3bikax HapoaoB Poccuiickoit @enepanuu: 3akon PO ot 25.10.1991 N 1807-1 // Ben
omoctu CHJl u BC PC®CP, 12.12.1991, N 50, ct. 1740.

ITocranosnenus Ilpasurensctea PO:

06 ytBepxkaennu [IpaBuit nenonpon3BoACTBA B eiepalibHBIX OpraHaxX UCIIOTHUTEIHHOM
Bnactu: [loctanosnenue [IpasutensctBa P® ot 15.06.2009 N 477 // Poccuiickas razera, N 113,
24.06.2009.

O6 yrBepxknenun [lomokeHus O cuUCTEME MEXKBEIOMCTBEHHOTO DIIEKTPOHHOTO
nokymeHnToobopora [locranonenue [IpaButenscrtsa PO ot 22.09.2009 N 754

O emuHOM  cucTeME€  MEXBEJOMCTBEHHOI'O  JJIGKTPOHHOIO  B3aUMOJEHCTBUS
[TocranoBnenue IIpaButensctBa P® ot 08.09.2010 N 697 (Bmecte ¢ "[lonoxenuem o eauHON
CHUCTEME MEXKBEJIOMCTBEHHOT'0 3JIEKTPOHHOTO B3aUMOIeHCTBUS")

['ocynapcTBeHHBIE CTaHIAPTHI U HOPMATUBHO-METOIMUECKHE IOKYMEHTHI:

O mnpuHATHM U BBEAEHUU B JEHCTBUE TOCydapCTBEHHOro cranaapra Poccuiickoit
Oenepannn (BMecTe ¢ "YHUDUIIUPOBAHHON CHUCTEMON TOKYMEHTAIMU. YHHU(PUIIMPOBaAHHAS
CHUCTEMa OpPraHU3alMOHHO-PACTIOPSIUTENBHON AOKYMeHTaImu. TpeboBaHus K 0O(OPMICHUIO
nokymeHToB. TOCT P 6.30-2003"): I[ToctanoBnenue ['occranmapra P® ot 03.03.2003 N 65-ct //
M., UIIK U3znatenscTBO cTanaaptos, 2003.

OO0 yTBepkJACHMU HOPM BPEMEHH Ha pabOTHI MO JOKYMEHTAIIMOHHOMY OOECIECYCHHIO
YIpaBIECHYECKUX CTPYKTYp (penepallbHbIX OpPraHOB HCIIOJTHHUTEIbHOU BiacTH: llocTaHOBIEeHHE
Muntpyna P® ot 26.03.2002 N 23 // bronnerens Muntpyna PO", N 4, 2002.

Cuctema crapmapToB 1o uHpopMauuu, OMOIMOTEYHOMY M H3IATEIBCKOMY JIENY.
VYupasnenue nokymentamu. O6mue tpedboBanus. [OCT P MCO 15489-1-2007 (ytB. IIpukazom
PocrexperynupoBanus ot 12.03.2007 N 28-ct) / M., Crannaptundopm, 2007.
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I'OCT P 7.0.8-2013. Haumonansusiii ctanmapt Poccuiickoit ®enepanun. Cucrema
CTaHAapTOB MO HMH(pOpMaLKU, OMOTUOTEYHOMY M U3JATENIbCKOMY Jieny. «JleaonpousBoacTBo u
apxuBHoe nieno. Tepmunsl u onpenenenus» (yrB. [Ipukasom Poccrangapra ot 17.10.2013 Ne
1185-cT)

[Tpunanue 1OPUINIECKON CUIIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTEIIE M MallIHHOT PaMME,
CO371aBaeMbIM CpPEJICTBAMH BBIYHCIUTEIbHON TexHUuKH. OcHoBHBIC TTostoxkeHus. [[OCT 6.10.4-84
(yTB. IToctanosnenuem ['occrangapra CCCP ot 09.10.1984 N 3549) // e omy0ur.

OO6mepoccuiickuii  KraccupukaTop opraHuzannoHHO-paBoBbIXx (Gopm (OKOIID) OK
028-99. YtB. [locranoBnenue ['occtanpapra Poccuiickoit @eneparuu ot 30.03.1999 Ne 97 (pen.
ot 12.12.2014).

Ob6mepoccuiickuii knaccudukarop yrnpasineHdeckor qokymenrtauu (OKY 1) OK 011-93
Ne 299 (pen. ot 05.08.2016).

OcHoerbie [IpaBmia paGoThl apXWBOB opraHu3anuil (0moOpeHsl penienneM Koiernu
Pocapxusa ot 06.02.2002) // He omy6u1.

[lepeyeHb THIOBBIX JTOKYMEHTOB, OOpa3yIOUIMXCS B JIEATEIBHOCTH TOCKOMHUTETOB,
MUHUCTEPCTB, BEIOMCTB M APYTUX YUPEXKACHUN, OpraHHU3alMid, MPEeINpHUsITHA, C yKazaHHUEM
cpokoB xpanenus (yrB. ['maBapxuBom CCCP 15.08.1988) (pen. ot 31.07.2007) // M.: I'naBapxuB
CCCP, BHUMJAU, 1989.

Mertoanyeckre peKOMEHJAuN MO pa3paboTKe WHCTPYKIHMKA MO JEJONPOU3BOACTBY B
denepanbHBIX OpraHax UCHodHUTeNnbHOU Biactu (yTB. IIpukaszom PocapxuBa ot 23.12.2009 N
76)

O IlpumepHOM MOJIOKEHUH 00 apXHMBE TOCYAAapCTBEHHOI'O YUPEXKIEHUS, OpPTaHU3alNU,
npennpustus: [Ipukas Pockomapxusa ot 18.08.1992 N 176

I'OCT P 53898-2010 "Cucremsl 351€KTpOHHOTO JTOKyMeHTooOopoTa. BianmoneiicTBue
CUCTEM YIpaBJIeHUs JOKyMeHTaMH. TpeOoBaHUs K 3JIEKTPOHHOMY COOOIIEHHIO"

O6 yrBepxkaenun "llepeyHs THUIMOBBIX YNPABICHUECKUX APXUBHBIX JIOKYMEHTOB,
00pa3yIoNMXcsi B TPOIECCEe NEATETBHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO
caMOYIpaBlIeHUS U OPTaHU3AIINMN, C YKa3aHHeM cpokoB xpaHeHus: [Ipuka3 MunkynbTypsl PO ot
25.08.2010 N 558

3akoHoAaTeNbHbIE aKThl Poccuiickoit umnepun

Cynebnuxk 1550 r. //XV-XVII BB. / Ilox pen. B.[I. I'pexoBa. — M.; 1952.

CobopHoe ynoxenue 1649 r. / Ilox pen. M.H. Tuxomuposa, B.IIl. Enudanosa. — M,
1964.

I'enepanbnsbiit pernament 1720 r. // TIC3 Poccuiickoit umnepuun. Co6p. Ilepsoe. T.5. Neo
3636.

Obmree rybeprckoe yupexaenue 1775 r. // CBox 3akonoB Poccuiickoit nummnepun. Yacthb
2 CII6., 1842.

Ob6mee yupexnenue muauctepctB 1811r. // IIC3 Poccuiickoit ummnepun. Cobp. [lepsoe.
T.31. Ne 24686.

[TonoxxeHune o MUCHMOBOJICTBE U JETONPOU3BOACTBE B BoeHHOM Beomctse. CII6., 1911

Hopmamuegnwie npasosvie akmut Pecnyonuku Komu:

O TI'ocynapcrsennoM repoe Pecriyonuku Komu: 3akon PecriyOnnku Komu ot 06.06.1994
N XI1-20 // Bemomoctu BepxoBuoro Cosera Pecriybnuku Komu, 1994, N 6, ct. 57.

O rocynapcrBeHHbIX s3bikax PecnyOmuku Komu: 3akon Pecnybnmuku Komu ot
28.05.1992 (pen. ot 06.07.2009) // Kpacunoe 3nams", N 112, 11.06.1992.

O6 yrBepkaeHnn TUITOBOW MHCTPYKIMU IO JIEIONPOU3BOJICTBY B OpPraHax B CHCTEME
ucnonautensHoi Biactw Pecny6onuku Komm: IloctanoBnenue IlpaBurennsctBa PecryOmmku
Komu ot 11.02.2015 N 58.

OO0 opraHM3anuu MMEKTPOHHOTO JOKYMEHTOO0OPOTa B CUCTEME UCIIOIHUTEIBHOM BIACTH
Pecniyommukn Komu: Ilocranosnenue IIpaBurenscrBa PK ot 23.04.2010 N 114 // Pecniybnuka",
N 84-85, 08.05.2010
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O HEKOTOpBIX BOMPOCax B 00JacTH apXUBHOTO Jena Ha Tepputopun Pecrybnuku Komu:
3akoH Pecryomuku Komu ot 07.12.2005 Ne 122-P3

5.3. dnekmponno-ouduOoMmeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHCTeMa «YHUBEPCUTETCKass OMONIMOTEKa OHJIAWH»
(www.biblioclub.ru).

2. HanmonanbHast anekrponHas oudauoreka (https:/H36.pb).

5.4. Ilpogpeccuonanvuvie 6azvt 0aHHbIX, UHPOPMAUUOHHO-CRPABCOUHBIE U NOUCKOBbIE
cucmemul:

1. CnpaBouHo-nipaBoBas cucteMa «l'apanT».

2. CnpaBouHo-nipaBoBas cuctema «KoncymnbTtant [1mrocy.

3. DNeKTpOoHHO-OMONMMOTeYHasT CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAHY
(www.biblioclub.ru).

4. Hayunas siektponHast oudanoreka (www.e-library.ru).

5. HanmonanbHast anekrponHast oudaunoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ooxymenmayuonnou cemu «Mnumepnemy

1. Caiit Beepoccuiickoro HayuHO-HCCIIE10BaTENbCKOT0 HHCTUTYTA IOKYMEHTOBEICHUS U
apxusHoro jaena (http://www.vniidad.ru).

2. Poccniickas Hay4Has AJIEKTPOHHAS Ooubamoreka «Kubepnennnka»

(https://cyberleninka.ru).

6. CpencrBa obecrieueHusi 0CBOCHHS Y4eOHO# THCIUTIMHBI

B yuebHoM mpomecce mpu peanuzanuu y4yeOHOW IUCHUIUIMHBI «OpraHuzanus Hu
TEXHOJIOTUM JTOKYMEHTAllMOHHOTO OOeCrevYeHus YMpaBiICHHs» HUCHOIB3YIOTCS CIEIYyIOIIne

pecypces:

Hugpopmayuonnvie Ilepeuensv npocpammnozo obecneuenusn u uHhopmayuoHHvix
mexHo0cuu CHPABOUHBIX cucmem
Oduchbrit maket asst padotsl ¢ | Microsoft Office Professional
JIOKyMEHTaMH LibreOffice

HNudopmannonHo-crpaBounbie | CipaBouHo-nipaBoBas cuctema "KoncymnbranT [Imoc"

CUCTEMBI CnpaBouHo-nipaBoBas cucrema "['apant”

DNEeKTPOHHO-OMOINOTEUHbIE OBbC «YHuBepcurerckas OnOIMOTeKa OHJIAH

CHUCTEMBI Hay4nas snexkrponnas oudianoreka (Www.e-library.ru)

HarmonanwsHnas anexktponnas 6ubnuoreka (https://H36.pd)

SHCKTpOHHaH rnmoydra QHCKTpOHHa}I 1o4yTa B IOMCHEC kragS.rU

CpencrBa i opranusaimu | CepBUCH BeO- U BUICOKOH(DEPEHIICBA3H, B TOM YHCIIC
BeOMHapoB, TeiemoctoB u | BigBlueButton

KOH(epeHImit

ConpoBoxk/1eHNE OCBOCHUS TUCLUIUIMHBI 00YYarOIUMCsI BO3MOXKHO C HCIOJIb30BAHUEM
ANIEKTPOHHON HH(pOpMaIMOHHO-00pazoBatenbHoi cpeasl OY BO KPAI'CuY, B TOM uucne
obpasoBatensHOro optaia Ha ocHoBe Moodle (https://moodle.krags.ru).
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7. MaTepnaibHO-TeXHHYECKOe o0ecrevyeHue
0CBOEHM S Y4eOHOM M CIUTINHbBI

[Ipu mpoBeneHUM yYEOHBIX 3aHATHH MO AWCHUILIUHE «OpraHu3anus ¥ TEXHOJIOTHH
JOKYMEHTAIlMOHHOTO O00€CleYeHHsl yIpaBieHUs» 3a/JelCTBOBaHA MaTepHAbHO-TEXHHYECKas
6aza 'OY BO KPAI'CuY, B cocTaB KOTOPOW BXOJAT CIACAYIOIIME CPEICTBA M PECYPCHI JJIs
OpraHHU3aIi CAMOCTOSATEIHHON U COBMECTHOM paboThl 00y4Jaromuxcs ¢ MpernojaBaTesieM:

— CHelMalibHble TOMEUICHMs MJIs pealu3aliyd JaHHOW TUCIHUIUIMHBI MPEeCTaBISIOT
co0oif ydeOHBICE ayaUTOPUU [UIS TPOBEICHUS 3aHATUH JIEKIMOHHOTO THIA, 3aHATHH
CEMHUHAPCKOT0 THUIIA, KYPCOBOTO MPOCKTUPOBAHUS (BBIMOJHEHUS KYPCOBBIX padoT), TPYIITOBBIX
U WHIVUBUAYAIBHBIX KOHCYJIBTAlMW, TEKYIIErOo KOHTPOJS W MPOMEXKYTOYHOH aTTecTaluu, a
TaKk)Ke TIOMEIICHHUS IS CaMOCTOSTEIbHOW pPa0OTBl M TIOMEHICHHS JUIS XpaHCHUS U
npoUIaKTHYECKOro OO0CIyXuBaHus y4eOHOro obOopynoBanus. CrenuanbHbIE MOMEIECHUS
YKOMILIEKTOBaHbI CIHEIHATM3UPOBAHHON MeOeIbl0 M TEXHUYECKUMHU CpEACTBAMHU OOyuYeHUs,
CITy’KaIllMMU JJIs1 IPEJICTaBIeHUs yueOHOM nH(popMaluu OOJIBIION ayAUTOPHH.

Jlns  mpoBelneHUss — 3aHATMH  JIGKIMOHHOTO  TWUIMA  MOpeajaralTcs  HaOopbl
JIEMOHCTPAIIMOHHOTO O0OpYAOBaHUS U Y4YEOHO-HATJSIHBIX IMOCOOM, OOecrneynBaroIne
TEMaTUYECKHE UIUTIOCTPALUY;

— IIOMCIICHUE AJIA CaMOCTOSITEIILHOMI pa6OTBI o6yqafoumxc;1 OCHaIlICHO KOMHLIOTCpHOﬁ
TEXHHKOH C BO3MOXKHOCTHIO IOAKITIOYCHHS K CETH ((I/IHTepHeT)) 1 oOecreUeHHEM A0CTYyIla B
OJICKTPOHHYIO I/IH(I)OpMaLII/IOHHO-06paSOBaTeJ'IBHy}O cpeay OpraHu3anunu,

— KOMIIBFOTCPHBIC KJIACChI, OCHAIIICHHBIC COBPEMCHHLIMU IIEPCOHAJIBHBIMHU KOMIIBIOTECpAMU,

paoTarouMMM  TOJ  YOpPaBICHHWEM  ONEepaluoHHBIX  cucteM  Microsoft  Windows,
00BbEeTMHEHHBIMHU B JIOKATBHYIO CETh M UMEIOIIMMH BBIX0O/ B IHTEpHET;

— Oubnmoreka  AKaJeMuHu, KHIKHBIM  (OHA  KOTOPOH  COAEpPKHUT  Hay4dHO-
HCCIIEIOBATEIIBCKYIO JIUTEPATYPY, HAyYHbIE )KYPHAIBI M TPY/ABl HAYYHBIX KOH(QEPEHIINH, a TaKKe
YUTATbHBIN 3aJT;

— cepBepHOE 000pyA0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takxke BUpTyaJibHbIE cepBepa, pa0oTaroIiue IMOj YIpPaBICHHEM ONEpPallMOHHBIX
cucreM Calculate Linux, BkimtouenHoil B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIIY’)KalllUMHU JUTSL pa3MELIeHUs] pa3IMYHbIX CEPBUCOB U CIYXO, B TOM 4YHCIe i oOecredeHus
pabdotet CYBJ] MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE 000pya0BaHWE, 00ecreynBaIiee padoTy JIOKAIbHONW CETH,
MpeaoCTaBlIeHNEe TOCTyna K ceTu Internet ¢ o0Omiei ckopocThio mojakitoueHus 10 Mowut/cek, a
Takke padoty 6ecipoBogHOTO cerMeHTa cetu Wi-Fi B moMemneHusx AkajaeMun;

— UHTEepaKTUBHbIE HHPOpPMaLIMOHHbIE KHOCKU «HOY;

— MpOrpaMMHBIE U alfapaTHbIe CPECTBA /Ul IPOBEIEHUS BHICOKOH(EPEHIICBS3H.

Kpome TOro, B 0Opa3zoBaTelbHOM Mpolecce OO0YJaroUUMHCS LIMPOKO HCHOIb3YIOTCS
CJIEYIOIINE HIIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh moakIOUeHuss — 5 MOuUT/cex);
— caiftr www.krags.ru;
— ©OecnpoBoanas cetb Wi-Fi (B OTKpBITOM nOCTYyTIE).

KonkpeTHbsle momeneHus A opraHu3ainuu o0ydeHus rno Aucuuiinie «Opranuszaius u
TEXHOJIOTUM JTOKYMEHTAllMOHHOTO oOecriedeHusl ympaBieHUs» mpezacraBieHbl B CopaBke o
MaTepHaIbHO-TEXHMUECKOM oOOecrieueHHH 00pa30BaTeNbHOM IMPOrpaMMbl 10 HAalpaBJICHUIO
noarotoBku 46.03.02 JlokyMeHTOBeIeHUE U apXUBOBEICHUE, C(POPMUPOBAHHON B COOTBETCTBUU
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C pacmucaHueM y4eOHBIX 3aHATUH W MPOMEXKYTOUHOM aTTecTallid U MacropTamMu KaOMHETOB
I'OY BO KPAI'CuY.
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