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Pabouas mporpamma aucuurianHbl «MeToauKa paluOHATU3ALUN JTOKYMEHTAlHOHHOTO
oOecrieueHns ypaBIeHUS» COCTABIICHA B COOTBETCTBUH C TPEOOBAHUSMU:

- @enepanbHOTO  TOCYJAPCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApTa  BBICIIETO
oOpa3zoBaHusi MO HampaBiieHU0 noArotoBku 46.03.02 JloxymeHTOBEJACHUE U apXHWBOBEIICHUE
(ypoBeHb OakanaBpuaTa), YTBEpKIeHHOro mpukazoM MunoOpHayku Poccum ot 06.03.2015
Nel76;

- Ilpukaza MwunHoOpHayku Poccum «O06 yrBepxkacHuu Ilopsinka opraHuzanuv H
OCYIIEeCTBIICHUSI 00pa30BaTeNbHOI AESITEILHOCTU MO 00pa30BaTeIbHBIM MIPOrPAMMAaM BBICIIETO
oOpa3oBaHusi — IMporpaMMaM OakajlaBpuara, MporpaMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatryps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOiuKaHCKash akaJeMus TOCYIapCTBEHHOMN
CIYOBl W ympaBjieHus» 1o HampasieHuto 46.03.02 JlokyMEHTOBEICHHE W apXUBOBEICHUE
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (TIpodmib) «JlOKyMEeHTaIIMOHHOE OOeCIeUCHHE
yIpaBICHUS.

© Komu pecrybnukaHcKas akaieMust
rOCyAapCTBEHHOM CITY>KOBI
u ynpasienus, 2020



1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl

[lenpto OCBOGHHMS IUCIUILUIMHBI ««METONMKa palMOHAIM3AINHA JTOKYMEHTAI[HOHHOTO
obecriedeHusl yIpaBJICHUsD SBISIETCS MOATOTOBKA Oaxanaepos K Oynymei npodeccHoHaIbHOM
NESTEIbHOCTH HAa OCHOBE OOy4YeHHS METOAWKE paIlMOHATHM3AIMH JOKYMEHTAI[HOHHOTO
oOecriedeH st yIpaBIISHHUS C IEPBBIX JIET IPOBEICHHS 3TON PadOTHI CTPaHE 0 HACTOSIIIETO BPEMEHH.

1.2. 3a0auu yueonou oucyuniunsl

3amauaMu OCBOCHHS JIMCIMIUIMHBI ««MeTonKa palyoHAIM3aA JOKYMEHTAIIMOHHOTO
o0ecIIeueH sl YIIPaBICHUSD) SBIISIOTCS:

— O03HAKOMHUTHh OOYYAIOIIMXCS C OCHOBHBIMH 3TanaMu B (OPMUPOBAHHHM W Pa3BUTUH
MCTOAUKU pallMOHAIM3alU JOKYMCHTAIITMOHHOI'O o0ecnieueHus yr[paBJIeHI/Iﬂ;

— W3YYUTh METOJbI OOCIICIOBAaHUsS, aHAIM3a W MPOCKTHPOBAHUS JOKYMEHTAIIMOHHOTO
obecrieueHus YIIPABJIICHUA JJI BBISIBJICHHA COCTOAHHSA €T0 CUCTEMBI B KOHerTHOﬁ OpFaHI/ISaIII/II/I;

— HAYYWTh BBIABJISATH 3aKOHOMEPHOCTH W3MEHEHHsT 00beMa JIOKYMEHTOOOOpOoTa
opranusanuvy, yrnopsAaaodCcHus COCTaBa AJOKYMCHTOB M JOKYMCHTHLIX IIOTOKOB, COKpAIICHUA HX
KOJIMYECTBA,

— BbIpabOTaTh CHOCOOHOCTH COBEPIICHCTBOBATh TEXHOJIOTHH JOKYMEHTAIMOHHOTO
oOecrieyeHusl yIpaBJICHNs] B KOHKPETHOM OpraHu3aliy.

1.3. Buowvl komnemenuuii, ghopmupyemole 6 pezyivmame 0C60€HUA OUCUUNTUHbL

N3ydenne nucuuruinHbl ««MeToauKa palioHaATH3aIH JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
YIpaBJICHUs» HAMPABIEHO Ha (OPMHUPOBAHUE CIAEAYIOMMX MPOPECCUOHATBHBIX KOMITETECHIIHNA:

— [IK-5 — BrnajgeHune TEHASHIMSAMHU DPa3BUTHS WHPOPMAIMOHHO-IOKYMEHTAIIHOHHOTO H
obecrieueHust yrpaBIeHUsI apXUBHOTO JIETIa;

— [1K-10 — BnajeHre NpUHIMIIAMHA U METOJAAMHU CO3JIaHUS CIIPABOYHO-UH(DOPMAIIMOHHBIX
CPENICTB K JOKYMEHTaM;

— TIK-15 — cnocoOGHOCTh COBEPIICHCTBOBATH TEXHOJIOTUU JAOKYMEHTAIIHOHHOTO
obecrieueHust yrpaBJIeHUsI U apXUBHOTO JieJia Ha 0a3e UCIOJIb30BAHUs CPEJICTB aBTOMATH3AIINH .

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazo8amenbHoi RPOZPAMMBbL:

Huciunnmaa  ««MeToauka — palMOHAIM3alliKd  JIOKYMEHTAIIMOHHOTO  00eCTeYeHus
VIIPaBJICHUS» SBISIETCS 00sA3amenbHol Nl W3Y4YeHUs, OTHOCUTCA K GapuamueHou yacmu
nporpammel biioka 1 «/lucturumas! (MOTyIH)».

2. TpeOoBaHus K pe3yJibTATAM OCBOCHHMS Y4eOHOM JUCIUIIMHBI

B pe3ynbrate n3yueHus: AUCUUILTHHBI ««MeTouKa palioHATU3aIUN TIOKYMEHTAIIMOHHOTO
oOecIiedeHusl  yIpaBJIeHUs» OOydJaroluecs JODKHBI OBJIAJIETh  CICAYIONIUMH  3HAHHUSIMH,
YMEHHSIMH ¥ HaBBIKAMH, COOTHECEHHBIMH C IUIAHUPYEMBIMH pe3yJIbTaTaMH OCBOSHUS
00pa3oBaTebHOI MPOrpamMMBbl:



dopmMupyemblie

I[Inanupyemble pe3yjbTaTbl 0CBOCHHS

KOMIIETeHIIH U y4eOHOH THCHUILINHBI
(xom, comepraHue 3HaTh Ymernb Baagers
KOMITETECHIINH )
Ilpogheccuonanvnuvie Komnemenyuu
Buo oeamenvHocmu: Hay4HO-UCcie008amenbcKas
[1K-5 — Bnanenue TEHJCHIIUU Pa3BUTUSL | UCIOJIb30BATh TEHACHIUSIMU
TEeHJICHUUSAMHI JIOKYMEHTAIMOHHOTO | TEHACHIIMU Pa3BUTHUS | PA3BUTHS
pa3BUTHUA obecrnieueHus nH(OPMAaLIMOHHO- uH($OpPMaIMOHHO-
uH(OPMAIIMOHHO- YIOPaBJICHUS U MyTH JIOKYMEHTAIIMOHHOTO | JIOKYMEHTallHOHHOTO
JOKYMEHTAIMOHHOTO | €ro obecrieueHus obecrnieueHus
U o0ecrieueHus COBEPILIEHCTBOBAHUSL | YIIpaBJICHUS JUTSl | yTIpaBJICHUS
yIpaBIeHUS palroHaIn3auu JUISL pallMOHAIU3AINH
apXMBHOTO JIeJia JIOKYMEHTAIIMOHHOTO | JIOKYMEHTaIlHOHHOTO
obecrieueHus obecrieueHus
YIPaBJICHUS YIPABJICHUS

Ilpogheccuonanvnvie komnemenyuu

Buo oesmenvrocmu. mexunonocuueckas

[1K-10 — Biagenue

BHAbI CITIPaABOYHO-

HUCIIOJIB30BAaThb

IIpUHOUIIAMH U

IMpUHIOUIIaMH 1 HHq)OpMaHHOHHBIX MPUHIHIBI 1 METOAbL METOAaMU CO3JaHUs
METOJIaMU CO3/IaHUsl | CPEJNICTB K CO3aHMSI CIIPABOYHO- | CIIPABOYHO-
CIIPaBOYHO- JIOKyMEHTaM; MH(OPMaLMOHHBIX MH(pOPMaILMOHHBIX
UH(}OPMaIMOHHBIX MPUHIUIIBI 1 METOJBl | CPEICTB K CPENCTB K
CpEACTB K HUX COo3aHusa I JOKYMCHTaM JIA JOKYMCHTaM JJIA
JIOKyMEHTaM panMoHaNu3aluu panMoHaNM3aluu panuoHaNIU3aluu
JIEJIONPOU3BOJICTBA JIeIIONPOU3BOJICTBA JIEJIONPOU3BOJICTBA
IK-15 - 0COOEHHOCTH ONTUMHU3HUPOBATH CIOCOOHOCTHIO
CHOCOOHOCTh OpraHu3aIy padoThl | COCTaB JOKYMEHTOB U | ONITUMU3UPOBATH
COBCPIICHCTBOBATH C JIOKYMCHTAaMH1 Ha I/IH(l)OpMaIII/IOHHBIG COCTaB JOKYMCHTOB 1
TEXHOJIOTHH 0aze cpeacTB MMOTOKH, COKpPAILATh UH(GOPMaIIMOHHBIX
JOKYMCHTAIIMOHHOT' O aBTOMaTu3anuu KOJINYECTBO ITIOTOKOB,
o0ecrieueHus JIOKYMEHTOB B COKpAIlIEHHS X

yIpaBJICHUS U
apXUBHOTO JIejia Ha
0ase UCIOIL30BaHUsA
Cpe/CTB
aBTOMAaTHU3aIUH

opraHu3anuu Ha 6aze
WCTIOTb30BaHUS
CpPENCTB
aBToOMaTHu3alnmu

KOJIMYecTBa Ha Oaze
HCIIONB30BaHUsA
CpeacTB
aBTOMAaTHU3allnn




3. O0béM y4eOHOI JUCHTUNIMHBI

Ounas gopma o0yueHus

Buabl yuedHoii padoThI

Pacnpenesienune yue0HOro

BpeMeHH
Konmakmmuasa paboma 48,25
AynutopHble 3aHATHUS (BCETO): 48

Jexyuu 16
Ilpakmuueckue 3anamus 32
Jlabopamopnvie 3anamus
[IpomexxyTouHast aTTecTamus 0,25
Kouncynomayus nepeo sxsamenom 0
Ox3zamen
3auem 0,25
Pyxosodcmeo kypcosoil pabomoii
Camocmosamenvnas paboma 59,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 55,75
Hanucanue xypcoeoti pabomuwi
Iloozomoska k npomedxcymounol ammecmayuu 4

Bup Texyiuei arrecranuu

KOHTpOJIbHas paboTa

Oobuwan mpyooémkocmes OUCUUNTUHBL:

4acol

108

3ayémmvie eOUHUYbL

3

3aouHas popma o0yueHust

Buabl yuedHoii padoThI

Pacnpeneﬂeﬂl/le yqeﬁﬂoro

BpeMeHH
Konmaxmmnas paboma 18,25
AynutopHble 3aHATHS (BCETO): 18

Jlexyuu 8
IIpakmuyeckue 3ansmus 10
Jlabopamopnule 3ansamus
[TpomexyTouHas aTTecTanus 0,25
Koncynemayusa nepeo sxzamenom
Oxzamen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoii
Camocmosmenvnas paooma 89,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 85,75
Hanucanue xkypcosoti pabomoi
Iloozomoeka k npomedxncymouHou ammecmayuu 4

Bun Tekyiuen arrecranuu

KOHTpOJIbHAsA paboTra

Oouwasa mpyooémkocmes OUCYUNTUHDBL:

yacwol

108

3ayémubvie eOUHUYbL




4. Copep:xkanne TeM y4eOHOM THCHMILINHBI

HaumeHnoBaHue
membl
yueOHoit
JTUCIUTINHBI

Conep:xaHue TeMbl

Tema 1.
CraHOBJICHHE U
paszBuTHe paboT 1o
COBEPIIICHCTBOBAHUIO
CTHJIS pabOThI
rOCY/IapCTBEHHOTO
amnmapara u
JIEJIONTPOU3BOJICTBA B
MIEPBBIE TO/bI
COBETCKOI BIaCTH

(TTK-5)

CkraibIBaHHE COBETCKOTO amnmapara yrpasieHus. CTuiab paboTbl HOBOTO
anmapata. Heo6xonumocts BHenpenus npuniunoB HOT B chepy
ynpaBieHus. [[BukeHue 3a Hay4HYI0 OPraHU3al|io YIPaBJIEHYECKOTO
Tpyaa. Co3iaHue BEAOMCTBEHHBIX U BHEBEJOMCTBEHHBIX
panMoHaTU3aTOPCKUX IIEHTPOB IO COBEPIICHCTBOBAHHIO CTHIIS PAOOTHI
anmnapara u jienonpoussoactsa. Oco6oe coemanue no HOT npu
HKIIC, 61ropo crannapruzanun npu BCHX; Taranporckuii HHCTUTYT
Hay4HOW OpraHu3aluy Npou3BoACTBa, KazaHCKNI MHCTUTYT Hay4HOR
opranusanuu Tpyaa. Opranusanusi €IMHOr0 pyKOBOJCTBa
BEJIOMCTBEHHBIMH Y BHEBEIOMCTBEHHBIMHU PAaLlMOHAIN3ATOPCKUMHU
ueHtpamu. OTaen Hopmanuzauuu. Pacmmpenue padbot no
COBEPLICHCTBOBAHUIO rocallapara 1 JeJ0Npou3BOICTBA, BHEAPEHUE
HOBBIX OPTaHU3AIMOHHBIX (POPM MIPOBEACHUS PAIIMOHATN3aTOPCKON
paboTHI.

Cosznanne LIKK 1 HK PKH, ero nesiteapHOCTH 10 001IeMY pyKOBOJICTBY
HOTOBCKHUM JIBUKEHUEM U PabOTaMHU 110 YIYUIIEHUIO U
COBEpIICHCTBOBAHUIO allllapara yrnpaBjieHus. Y IpaBlieHUE 110
YIY4IIEHHUIO Tocalnapara, OT/1es aAMUHUCTpaTUBHOM TexHuku /ATO/,
I'ocynapcTBeHHOE 010pO OPraHMU3alMOHHOTO CTPOUTENHCTBRA /
Oprcrpoii/, 'ocynapcTBeHHBIN HHCTUTYT TeXHUKH yripaBineHus/UTY/.
BenomcTBeHHbIE OpraHbl palluoOHAIN3allMy TocanmnapaTa: oproopo,
O1OpO 1 OT/ENbl PAlMOHAIN3ALINY.

Pa3paboTka nepBeIX METOAMK pallMOHAIN3AIIMY rocannapara u
nenonpoussoactsa. Meronuka M.U. Bacunbesa. IIpenioxkeHnsie UM
3Tanbl ¥ METOABI IpoekTupoBanus. Mertoauka KazaHnckoro nuctutyra
Hay4yHOW OpraHu3aluy Tpyaa. JTalbl U METOABI IPOEKTUPOBAHMS.
Pa3paboTka equHbIX TpeOOBaHUI K OpraHU3a|H JIEIONPOU3BOJICTBA B
yupexaeHusax. CpaBHUTENbHbIN aHamu3 MeToauk (E. Ansnuposny,
JI.A.Bo130B, f.I'abunckuil) u ux 3nauenue. Meroauka C.C.YaxortuHa, ee
3HaueHne. Meroauka A.A.Dpacmyca u ee ocooeHHoCcTH. MeToaunka
MHCTUTYTAa TEXHUKHU YIIPABJIECHMS 110 COBEPIIEHCTBOBAHUIO
nenornpoun3BocTsa. CocTaB MPOEKTa pauoOHAIN3aUN
JIEJIONPON3BOJCTBA

Tema 2. Meronuku
paroHaTH3aIuN
JIOKYMEHTAIMOHHOTO
obecrieueHus
ynpasieHus 1960—
2000-x rr.

(TIK-5)

Meroanueckue maTepuaibsl Bcecoro3Horo HaydHo -
HCCIEA0BATENIBCKOTO MHCTUTYTA JOKYMEHTOBEACHUS U apPXUBHOTO JIea
(BHUMJA): Metoauueckasi mporpaMma HCCieI0BaHus
JIEJIONPON3BO/ICTBA B MUHUCTEPCTBAX U BEIOMCTBAX, METOJINKA
HCCIIEA0BAHUS ACIIONPOU3BOACTBEHHBIX IIPOLIECCOB; METOIUYECKHE
PEKOMEHTallNH 110 IPAKTUYECKOMY IPUMEHEHHIO OCHOBHBIX IOJIOKEHHI
EI'C/I; Mertoauka pacuera S5KOHOMUYECKOH 3(h(heKTUBHOCTH BHEIPEHUS
ocHOBHBIX nosioxkennit EI'CJl; pekoMeHaanuu no BeIeHU0
JIEJIONPOU3BO/ICTBA B HAYYHO-UCCIIEAOBATEIILCKUX OpraHU3aLysiX;
PEKOMEHIALNNU 110 COBEPIIEHCTBOBAHMIO JIEJIONPOU3BOJICTBA B
HCIOJIKOMAaxX MeCTHbIX COBETOB IENYTAaTOB TPYASIIUXCSL.
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lNocynapcTBenHast cucteMa JOKyMEHTAllMOHHOTO 00ecTIeYeHHs
yrpasiieHus. TUNOBas cucTeMa JOKYMEHTAllMOHHOTO 00eCeueHHs
(TCHO).

Metoanueckue pa3paboTKu Bcecoro3HOro HHCTUTYTa OPTTEXHUKU
(BHUHoprrexunka): TUNIOBOM MPOEKT parlMOHAILHONW OpraHu3aIiiu
aJIMMHHUCTPATUBHO-YIIPABIECHUYECKUX pabOT; METOINYECKUE MATEPUAIIBI
10 OPrIPOEKTUPOBAHUIO; METOIUUECKHE MAaTEPUAJIbI 10 OpraHu3aluu 1
MEXaHM3al1H YIPaBJIEHYECKOr0 Tpya B annapaTe MUHUCTEPCTB U
BEJIOMCTB; PYKOBOSIIMKN TexHuueckuit matepuai (PTM). Opranuzamms
1 MexaHu3anus ynpasieHdeckoro tpyaa B HUM u Kb.

Meroaudeckuii onbIT HAyYHO-HCCIIenoBareabckoro cekropa (HHCa)
MOCKOBCKOr0o rocyapCTBEHHOT0 HCTOPUKO-apXHUBHOT'O MHCTUTYTA 110
MIPOBEJICHUIO MPEIMPOSKTHOTO 00CIEIOBAHMS OPraHU3alun
JIeJIONPOU3BO/ICTBA B alllapaTe MUHUCTEPCTB U BEJOMCTB U pa3paboTKe
MEPONPHUITHI MO €€ COBEPILICHCTBOBAHUIO.
HopmaTtuBHO-MeTOAMYECKHE MaTEpUaibl IO OpraHUu3auu
JOKYMEHTAI[MOHHOTO 00ECTIieUeHus yIpaBJIeHHUs], IPUMEHIeMbIE Ha
coBpeMenHoM atane: 'C/IOVY, I'ocynapcTBeHHbIE CTaHAAPTHI;
OcHoBHbI€ NpaBuiIa padoThl apXUBOB OpraHU3aLUil, IEPEUHN
JIOKYMEHTOB CO CPOKaMU XpaHEHUs (TUIIOBBIC, BEJOMCTBEHHBIE,
pEruoHANIbHBIE), TUTIOBBIE HHCTPYKIIMK, HOPMaTUBbI BpEMEHU Ha padboTy
C IOKyMEHTaMH (TpaJuIIOHHbIE U aBTOMATH3UPOBAHHBIE TEXHOIOTHH ),
CPaBHUTEJIbHBIA aHAJIU3 IPOTPAMMHBIX CHCTEM JIEJIONPOU3BOICTBA U
JOKYMEHTO000pOTa [l aBTOMAaTH3aI[M1 POCCUICKUX OpPraHOB
roCyAapCTBEHHOM BJIACTH, PEAIPHUITHI U YUPEKIACHUN.

Pa3zpaborkun BHUNJIAL 1990-x rr. — 2000-X rr. mo MeToauke
OPITPOEKTHBIX paboT

Tema 3. Boripocsr
JTIOKYMEHTHUPOBAHUS
Y OpraHU3aINH
paboTHI C
JTIOKyMEHTaMH B
3aKOHOJIaTeIHHO-
MPABOBBIX AKTaX
Poccuiickoit
®epnepaunn. 1990-e
—2000-¢e rr.

(TIK-5)

Bonpocsr nokymentupoBanus B Koncrurynuu Poccuiickoit @enepanyu.
®denepanbHbIil KOHCTUTYIIHMOHHBIN 3akoH «O ['ocynapcTBeHHOM repoe
Poccutiickoit deneparuny. OnpeneneHne mopsaka U3roToBICHUs,
XpaHEHUs U YHUUTOKEHHS repOOBBIX OJaHKOB U Mevareil B
nocraHoBieHuu [IpasutensctBa PO ot 27.12.1995 Ne 1268.
®enepanbHblif 3akoH OT 21 HOsIOpst 1996 1. Ne 129-03 «O
OyxranTepckoM yuére» 00 00s13aTeTbHOCTH IPUMEHEHHS
YHUPHUIIIPOBAHHBIX (POPM MEPBUYHBIX YUETHBIX TOKYMEHTOB. [Topsiiok
pa3paboTKu ¥ MPUMEHEHUS 3TUX POPM B TOCTAHOBIICHUH
[TpaButensctBa PO ot 08.07.1997 Ne 835 u mocTaHOBICHUS
I'ockomctata PO ot 24.03.1999 Ne 20 u ot 05.01.2004 Ne 1. A3bik
JIEIOTIPON3BO/JICTBA B (peepaibHbIX 3aK0OHaX. 3aKOH Poccuiickoi
®enepannn oT 25.10.1991 Ne 1807-1 «O s3p1kax HaponoB Poccuiickoii
®enepaunn» u Pepepanbubiil 3ak0H 0T 01.06.2005 Ne 53-D3 «O
rocyJaapcTBeHHOM s3bike Poccuiickoii @enepanuun». TpeGoBanus k
opraHu3amuu padoTsl ¢ oOpamieHusIMU HaceneHus B deneparibHOM
3akoHe oT 02.05.2006 Ne 59-@3 «O nopsiike paccMOTpeHuUs: 0OpareHnit
rpaxaan Poccuiickoii @eaepannn» U B TUITOBBIX perjiaMeHTax pabOThI
(denepanbHBIX OPTaHOB UCTIOTHUTEIHHOM BIACTH, YTBEPKAEHHBIX
noctanoBieHusamu [IpaBurensctBa PO ot 19.01.2005 Ne 30 u ot
28.07.2005 Ne 452. ludopmarimioHHbIe TEXHOJIOTUH B 3akoHaX PD ot
27.07.2006 Ne 149 «O6 nrdpopmanmu, ”HPOPMAITMOHHBIX TEXHOJIOTHSIX
1 o 3amute uapopmarum» U Ne 152 «O nepcoHalbHBIX JaHHBIXY.
PernamenTtanus TOKyMEHTUPOBAHUS TPYAOBBIX IPABOOTHOIICHH U




paboTHI C KaapOBBIMU JOKyMeHTaMu B TpynoBom kojaekce PD (pen.
2006 r.) u yka3oB [Ipe3usienTa o TOKyMEHTHPOBAHUU ITIpoliecca
MIPOXO>KJCHUSI TOCYIAPCTBEHHOM CIyXObI (KOHKYPC, aTTeCTalus,
BEJICHUE JTUYHOTO JIeIa U T.1.)

Tema 4. Metoapl
o0caemoBaHus,
aHajn3a u
MIPOCKTUPOBAHUS
JIOKYMEHTAI[MOHHOTO
obecnieyeHus
yhpaBieHus. DTarnbl
MIPOCKTUPOBAHUS
palMOHAIBHON
OpraHu3aIu
JIOKYMEHTAI[MOHHOTO
obecrneyeHus,
00BEKTEI
HCCIICIOBAHUS
(TTK-10, IK-15)

MeToab! IpeAnpoeKTHOro 00CIe0BAaHUS: U3YyYEHUE IOKYMEHTOB,
HernocpeacTBeHHoe Habmoaenue, potorpadus padouero nus (OP),
camodoTtorpadus padbouero gus (COPJI), Xponomerpax,
OIIPOC/UTEPBLIONPOBAHNE/, AaHKETUPOBAHUE, IPaUIECKUH,
CTaTUCTUYECKHUI. 3HaUeHne KaKJJ0Ir0 METO/1a U OCOOCHHOCTH
MPUMEHECHHUS.

Mertoabl aHanu3a MaTepuagoB 00CIe0BAHUS: CUCTEMaTU3aLus
MaTepHalioB, CPABHEHUS, CTATUCTHYECKUH, rpad)uuecKuii, TAOINIHBIH.
KommiekcHbIN IPOEKT palnoHaIbHON OpraHu3aluu
JOKYMEHTAI[MOHHOT0 00eCIeueHusl, €ro COCTaB: 3a7aun OpraHu3alui,
CTPYKTYpa, IITAThl, OPraHU3ALUOHHBIE 1 HOPMAaTUBHO-METOINYECKHE
JTOKYMEHTHI oprann3anuu ciyx6 JIOY; noiaydenne u SKCreUIuOoHHas
00paboTKa JOKYMEHTOB; JOCTaBKa; PEruCTpalus 10KyMEHTOB U
MH(POPMAIIMOHHO-CIIPABOYHAS CITY)K0a, KOHTPOJIb 32 UCIIOJTHEHUEM
JIOKYMEHTOB U OPYYEHUH B YCIOBUAX TPAAUIIMOHHBIX U
aBTOMATH3MPOBAHHBIX TEXHOJIOTUI; COCTaBIIEHHE U O(hOpMIICHNE
JOKYMEHTOB; YHU(PHKAIMA U TpadapeTusalnus JOKYMEHTOB OpraHu3anus
M3TOTOBIICHUSI X PA3MHOKEHHS TOKYMEHTOB; TEKYIIIee XpaHCHNE
JOKYMEHTOB, HOMEHKJIaTypa J1eJ1, SKCIepTH3a LICHHOCTH JIOKyMEHTOB;
apX¥B YUPEKICHUS; OpraHu3aIis pabodnx MECT, OCHAIIEHUE HX
CpeACTBaMHU MEXaHM3alluu M aBTOMaTu3aluu. JIOKalnbHbIe TPOSKTHI
panroHaTFHON OpTraHU3aIMH JOKYMEHTAIIHOHHOTO 00CITyKUBAHHS
yIIpaBJIeHYECKOH esTenbHOCTH. Busl opripoekToB. OnucaTtenbHas
(ananutuueckas), rpaduyeckas U TaOJIMYHAS YaCTU OPTIIPOCKTOB;
pacueT SKOHOMUUECKOH 3((HEeKTUBHOCTH MpeiIaraeMbIX MEPONPUSATHH.
BHenpeHne KOMIUIEKCHBIX M JIOKAJTBHBIX TPOEKTOB OpTaHU3AIUH
JOKYMEHTAIMOHHOTO oO0ecleyeHns: yIpaBieHuss Ha Oa3ze HOBEHIINX
TEXHOJIOTHI, BLIOOP MTPOrpaMMHOT0 00ecIieueHus

5. YueOHO-MeTOANYECKOE U HH(POPMAIIHOHHOE o0ecneueHne y4eOHOH JUCHUTLINHBI

5.1. Ocnosnasn numepamypa:
1. ApacnanoBa, B.A. JlokyMeHTanMOHHOE oOOeCTeYeHUue YIpaBiICHUS: Yd4eO.-TpaKT.

rnmocooue /

B.A. ApacnaHosa. - M.:

Hupext-Menua, 2013 // -

URL: http://biblioclub.ru/index.php?page=book&id=137706.

2. Ky3Hernos,

C.JL COBpCMCHHBIC TCXHOJIOTHKM JOKYMCHTAIIMOHHOTI'O obecneucHUs

ynpasienus: yue6. mocooue / C.JI. Ky3unenos; nox pen. T.B. Ky3nenosoii. - M.: U3naTensckuii

nom MDU, 2010.

5.2. /lononnumenvuas numepamypa:
1. I'punbepr, A.C. oxymeHtanmonHoe obOecrieuenue ympasienus / A.C. I'punOepr,

H.H. I'op6aués, O.A. MyxametmnHa. — M. : FOuutn-/ana, 2015. — 391 c. :

CXEMbI -

Tabi., rpad., ui.,

Pexum o HOJITHUCKE. —

JOCTYTIA:

URL: http://biblioclub.ru/index.php?page=book&id=115031.
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2. Nemun, HKO.M. JlenompousBoactBo.  JIOKyMEHTAIlMOHHBI  MEHEIKMEHT /
IO.M. [lemun. — M. ; bepnun : {upexr-Menua, 2014. — 205 c. : Tabxa., cxem. — Pexxum pocrymna:
no noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253657.

3. Kosuna, E.C. [lenonpousBonctBo / E.C. Kozuna. — M. : Jlupekr-Menua, 2013. — 27 c.
— Pexxum nocryna: nmo noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.

4, Kymanp, O.H. OCHOBBI JOKYMEHTUPOBAHHS YIPABICHUYCCKON ESITEIBHOCTH: yueOl.
nocobue no cneukypey / O.H. Kymnup, M. B. Kymnup; Komu pecnybimkanckas akasi. roc.
ciyO0bI 1 ynpasnenus. - CeikThiBKap: U3a-so KPAI'CuY, 2009. - 77 c.

5. MuxaiinoB, .M. Kak mnpaBwibHO © OBICTpO pa3padOTaTh JOKYMEHTAIUIO
npeanpustus / KO.M. Muxaiinos. — M. ; bepnun : [Ilupekr-Menua, 2014. — 232 c. : wi. — Pexxum
noctyna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

6. Poroxwun, M.1O. [lenonpou3BoacTo: kypc gekiuii / M.YO. Poroxun. — M. ; bepnun :
Hupext-Menua, 2014. — 229 c¢. : w1 — Pexum [gocTyma: 1O TMOIINUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253702

7. Poroxun, M.IO. [lokymeHnTarmonnoe obecrneuenue yrpasieaus / M.IO. Poroxun. —
M. ; bepmun : Hupexr-Menua, 2014. — 398 c. : wi. — Pexum pgocryna: Mo HOJAMUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Dnekmponno-oubIUOMEuUnan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAasT cucTeMa «YHUBEPCUTETCKas OuOIMOTeKa OHIIalH»
(www.biblioclub.ru).

2. HaumonanbHast snekrponHas 6udanoreka (https:/m36.pb).

5.4. Ilpogpeccuonanvhnvie 6azvl OAHHBIX, UHPOPMAUUOHHO-CRPAGOUHbBIE U NOUCKOBBLE
cucmemol:

1. CopaBouHo-nipaBoBas cucteMa «I['apanT».

2. CrmpaBouHo-nipaBoBasi cucteMa «Koncynbrant [lnrocy.

3. DNeKTpOHHO-OMONMOTeYHasT CHCTeMa «YHHBEPCHTETCKas OWOIMOTeKa OHJIAMH»
(www.biblioclub.ru).

4. Hayunas snektponHas oudmunoreka (www.e-library.ru).

5. HanmonanbHast snekTponHast ouodaunoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepuemy
1. Caiit BCCpOCCHﬁCKOFO HAYYHO-UCCICAOBATCIILCKOTI'O HHCTUTYTa JOKYMCHTOBCACHUS U
apxuBHOTO jena http://www.vniidad.ru/

6. CpencrBa obecrnieyeHHsi 0CBOCHHS Y4eOHOM TMCHUTIIMHBI

B yuebHOM mpomecce mnpu peanw3aluu  yueOHOW AUCHUIUTUHBI «MeToauka
paloHaIN3ail JOKYMEHTAIIHOHHOTO O0ECTIeUeHus YIPaBICHU» UCIIONIb3YIOTCS ClIEIYyOIIne

pecypces:

Hugpopmayuonnvie Ilepeuens npozpammmnozo odecneuenus u UHGHOPMayUOHHbIX
mexHo02uu CHPAGOUHBIX CUCmEM
Oducuerit maker s padotsr ¢ | Microsoft Office Professional
JOKYMEHTaMHU LibreOffice
Nudopmanmonno-cnpaBounsie | CripaBouHo-mipaBoBas cucrema "KoncymnbsranT [Tnroc"
CHUCTEMBI CnpaBouHo-nipaBoBas cucrema "["apant”
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DIeKTPOHHO-ONOINOTEUHBIE OBbC «YHuBepcuteTckast OMOIMOTEKa OHJIAHHY

CHCTEMBI Hay4nas snekrponnas oudiaunoreka (Www.e-library.ru)

HarmonanwsHnas anekrponnas ounbmuoreka (https://H36.pd)

DNeKTpOHHAs MouTa DieKTpoHHas 1mo4Ta B JomeHe Krags.ru

CpenctBa s opranusanuu | CepBUCH BeO- 1 BHICOKOH(DEPEHIICBSI3H, B TOM YHCIIE
BeOuMHapoB, TenemoctoB U | BigBlueButton

KOH(epeHIIHIA

CompoBOX/IeHHE OCBOCHUS AMCIMILIMHBI 00yJarOIMMCs BO3MOYKHO C HMCIOJIb30BAaHHEM
AJIEKTPOHHON HHQOpMAIOHHO-00pazoBarenbHoil cpeapl [OY BO KPAI'CuY, B ToM umcrne
obpasoBarensHOro mopraia Ha ocaose Moodle (https://moodle.krags.ru).

7. MarepHaJIbHO-TEXHHUYECKOe o0ecrevyeHne
0CBOCHHUA Y4eOHOI 1M CHUIIHMHBI

[Ipu mpoBeaeHNM y4eOHBIX 3aHATHNA MO JUCHUIUIMHE «MeTonuka paruoHaIn3aIuu
JIOKYMEHTAIIMOHHOTO OO0ECTICUCHHsI YIPABJICHHS» 3a/IeUCTBOBaHA MaTepUATbHO-TEXHUYECKAS
0a3a, B cOCTaB KOTOpPOW BXOJAT CIJIEAYIOLIME CPEICTBA M PECypchl Uil OpraHu3aluu
CaMOCTOSITENILHOM U COBMECTHON pabOTHI 00YYaIONINXCA C TPEIo1aBaTesieM:

— CHEUHAJIbHbIE TMOMEUICHUs Ui pealu3aluy JJaHHOW JUCUUILIMHBI TPEACTaBIIAIOT
co0oil yueOHBIE ayIUTOPUU [UIsl TPOBENEHUS 3aHATHI JEKIMOHHOTO THUMA, 3aHATUN
CEMUHAPCKOI'0 THUIIA, TPYIIOBBIX U WHIAMBUIYAJIBbHBIX KOHCYNbTAIMM, TEKYLIEro KOHTPOJsS M
MPOMEKYTOUHOM aTTeCTallid, a TakKe TOMEIIEHUS [Jisi CaMOCTOSITEIbHOM paboThl U
MOMEMICHUS U1 XPaHEHUs] U MPOPUIAKTUIECKOTO OOCTYKUBaHUSI y4eOHOTO OO0OpYHAOBaHUSI.
CrernuanbHble TTOMEIICHUS! YKOMIUIEKTOBAHBI CIICIIHAIM3UPOBAHHON MEOEIbI0 U TEXHHYECKUMU
cpeacTBaMu OOy4YeHUs, CIOYKallUMU JJIsl TpeACTaBiIeHUsT y4eOHOW wuHpopManuu OOIbIION
ayAUTOPHH.

Jlns  mpoBeneHUs ~— 3aHATMH  JIGKIIMOHHOTO  THUMA  TpenjiaraloTcs  HaOoOpbI
JEMOHCTPAIIMOHHOTO 00OpYyIOBaHUS M Yy4eOHO-HATMSAHBIX MOcOoOWi, oOecmednBaroIne
TEMaTUYECKHE WILTIOCTPALIUU;

— TIOMEIIEHHUE TSI CaMOCTOSITETIbHON paboThl 00YYarOIINXCS OCHANICHO KOMITBIOTEPHOM
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHHS K ceTu «MHTepHeT» M obecredeHneM A0CTymna B
AIIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTENBHYIO CPElly OpraHu3allny;

— KOMITBIOTEPHBIE KIJIACCHI, OCHAIIICHHBIE COBPEMEHHBIMH ITEPCOHALHBIMU KOMITBIOTEPAMH,

paboTaromMu  TOJ]  YIpaBJIIGHWEM  OMEpaluoHHbIX  cucteM  Microsoft ~ Windows,
00BEIMHEHHBIMH B JIOKATBHYIO CETh M UMEIOIIMMU BbIX0J B IHTEpHET;

— Oubmmoreka  AKaJeMuHW, KHIDKHBIM  (OHA  KOTOPOH  COAEPKHUT  HAy4dHO-
HCCJIEIOBATENLCKYIO JTUTEPATyPy, HAyYHBIC KYPHAIBI U TPY/Abl HAYYHBIX KOH(MEPEHIIUH, a TaKKe
YHTAJIFHBIN 3411

— cepBepHOE 000pyA0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Takke BUPTYaJIbHBIE CepBEpa, paOOTAOIIUE IT0J YIPABICHUEM OIECPAIlMOHHBIX
cucreM Calculate Linux, Bkmouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIYXAIIUMHU JIJIs1 pa3MEIICHUS Pa3IMuHbIX CEPBUCOB U CIYKO, B TOM YHUCIIE IS 00€CTIeUeHS
pabotst CYBJ] MySQL u MS SQL Server;
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— CETeBOE KOMMYTAIIMOHHOE 000pyaoBaHWE, oOecreynBarIiee padoTy JIOKAIbHON CETH,
npeJocTaBlieHHe 0cTyna K cetu Internet ¢ obmieil ckopocThio moakimodenuss 10 Mout/cek, a
Takke paboty OecripoBogHOrO cermenTta ceti Wi-Fi B moMenieHusx AKaieMuu;

— UHTEPaKTUBHBIC HHPOPMALMOHHBIE KHOCKH «H)O»;

— NMPOrpaMMHBIE U allapaTHbIe CPEACTBA IS IPOBEICHUS BHICOKOH(EPEHIICBSI3H.

Kpome TOro, B 00pa3zoBareibHOM IMPOINECCe OOYYAIOUMMMHCS NIMPOKO HCIIOIB3YIOTCS
CJICYIONIHE DIICKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTs oakIrOYeHUS — S MOUT/CEK);

— caillt www.krags.ru;

— OecrpoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

KoHnkpeTHbple TIOMEIIEHUs IS OpraHu3anuyd oOydeHus 1o JucHuIiuimHe «MeToauka
paMoOHAIN3aIMU TOKYMEHTAIMOHHOTO 00ECTICUCHHs YIIPABJICHUS» TpeCcTaBieHbl B CripaBke o
MaTepUaIbHO-TEXHHYECKOM OOCCIeueHun 00pa30oBaTe/IbHOM MpOrpaMMbl 110 HAIPaBICHHUIO
noarotoBku 46.03.02 JfokymeHTOBeieHHE U apXUBOBeIeHUE, CHOPMUPOBAHHON B COOTBETCTBUU
C pacnucaHueM Y4eOHBIX 3aHATHH W MPOMEKYTOYHOW aTTECTAIlMA W TAcIOpTaMH KaOWHETOB
I'OY BO KPAI'CnY.
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