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Pabouas mporpamma aucuurianHbl «MeToauka paluoOHATU3alUUU JTOKYMEHTAMOHHOTO
obecrnevueHus ypaBIeHUS» COCTABIIEHA B COOTBETCTBUH C TPEOOBAHUSMU:

- @enepanbHOTO  TOCYJAPCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApTa  BBICIIETO
oOpa3zoBaHusi Mo HampapiieHH0 moArotoBku 46.03.02 JoxymeHTOBEACHHUE U apXUBOBEJCHUE
(ypoBeHb OakanaBpuaTa), YTBEpKIeHHOro mpukazomM 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 CHEIHaJIWTeTa, IIporpaMmmam
maructpatryps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOiuKaHCKash akaJeMus TOCYIapCTBEHHOMN
CIyXObl W ympaBieHUs» 1o HampanieHuto 46.03.02 JlokyMEeHTOBEIEHHE W apXUBOBEJCHUE
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (Tpodwmib) «JloKyMEeHTaIMOHHOE OOecIeYeHHe
yIpaBICHUS.

© Komu pecriybnukaHckas akaieMust
TOCYJaPCTBEHHOM CITYKOBI
u ynpasienus, 2020



1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl

[lenpto OCBOGHMS IUCIUIUIMHBI ««METOIMKa palMOHAIM3AIMHA JIOKYMEHTAIIHOHHOTO
obecriedeHusl yIpaBJICHUsD SBJISIETCS MOATOTOBKA Oaxanaepos K Oymymei mpodeccHoHaTbHON
NESTEIbHOCTH HA 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 ««MeToIuKa palMoHAIM3aHA JOKYMEHTAIIMOHHOTO
o0ecrieueHusl yIpaBIeHUs SABIISIOTCSA:

— O03HAKOMHUTHh OOYYAIOUIMXCS C OCHOBHBIMH 3TanamMu B (OPMUPOBAHHHM W Pa3BUTUH
MCTOAUKU pallMOHAIM3alINU JOKYMCHTAITUOHHOI'O obecrieueHus yr[paBJ’IeHI/ISI;

— W3YYUTh METOJbI OOCICHIOBAaHUs, aHaIM3a W MPOCKTHPOBAHUS JOKYMEHTAIIMOHHOTO
obecrieueHust YIIPaBJIICHUA JJI BBISIBJICHHA COCTOAHHSA €T0 CUCTEMBI B KOHerTHOﬁ OpFaHI/IBaIII/II/I;

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

— BBIPabOTaTh CIIOCOOHOCTH COBEPIICHCTBOBATH TEXHOJIOTMH JOKYMEHTAIIMOHHOTO
oOecrieyeHusl yIpaBJICHNs] B KOHKPETHOM OpraHu3aliy.

1.3. Buowst komnemenuuii, hopmupyemeoie 8 pezyivmame 0C60eHUs OUCYUNIUH b

N3ydenne nucuuruinHbl ««MeToauKa palioHaTU3aliK JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
VIIPaBIICHUSD» HAIIPABIICHO HA (DOPMHUPOBAHUE CISAYIONINX MPO(eCcCHOHATEHBIX KOMITETCHITHIA:

— [IK-5 — BrnageHue TEHASHIMSAMH DPAa3BUTHS UHGOPMAIMOHHO-IOKYMEHTAIIMOHHOTO H
obecrieueHust yrpaBaeHUs apXUBHOTO JIETIa;

— [IK-10 — BnageHue MpUHIMIIAMHA ¥ METOJIaMH CO3JaHHS CIIPAaBOYHO-MH(POPMAITMOHHBIX
CPENICTB K JOKYMEHTaM;

— TIK-15 — cnocoOGHOCTh COBEPIICHCTBOBATh TEXHOJIOTHUU JAOKYMEHTAIIHOHHOTO
obecrieueHust yrpaBJIeHUsI U apXUBHOTO JieJia Ha 0a3e UCIOJIb30BaHUs CPEJICTB aBTOMATH3AIINH .

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoil RPOZPAMMBbL:

Huctunnuaa  ««MeToiuka — palMoOHAIM3allid  JIOKYMEHTAIIMOHHOTO  00ecIevYeHust
VIIpaBICHUS» SIBISIETCS 00s3amenvbHOU Nl W3YYeHUs, OTHOCHUTCS K 6apuamugHou udacmu
nporpammel biioka 1 «/lucturummas! (MOTyIH)».

2. TpeGoBanust K pe3yJibTaTaM OCBOCHHS Y4eOHOM JMCIUIIIHHBI

B pesynbrare u3ydeHus AUCHUILUTNHBI ««MeToIuKa parMoHAIN3aluH JOKYMEHTAlMOHHOTO
oOecriedeHHsT  YIpaBJICHUs» OOyJaroIIuecsl JOJDKHBI OBJIAJETh CISAYIOIIUMH 3HAHUSMH,
YMEHUSIMH ¥ HaBBIKAMH, COOTHECEHHBIMH C IUIAHUPYEMBIMHU pe3yJbTaTaMH OCBOCHHS
00pa3oBaTesbHOI MPOrpamMMmBbl:



dopmMupyemblie

I[Inanupyemble pe3yjbTaTbl 0CBOCHHS

KOMIIETeHIIH U y4eOHOH THCHHILIMHBI
(xom, comepraHue 3HaTh Ymernb Baagers
KOMITETECHIINH )
Ilpogheccuonanvnuvie Komnemenyuu
Buo oeamenvHocmu: Hay4HO-UCC1008AMENbCKAS
[1K-5 — Bnanenue TEHJCHIIUU Pa3BUTUS | UCTOJIb30BATh TEHACHIUSIMU
TEeHJICHUUSAMHI JIOKYMEHTAIlMOHHOTO | TEHJCHIIMU Ppa3BUTHUS | PA3BUTHUS
pa3BUTHUA obecrnieueHus nH(OPMAaLIOHHO- uH(GOPMaIMOHHO-
uH(OPMAIIMOHHO- YIOPaBJICHUS U MyTH JIOKYMEHTAIMOHHOTO | JIOKYMEHTallHOHHOTO
JOKYMEHTAIMOHHOTO | €ro obecrnieueHus obecrnieueHus
U o0ecrieueHus COBEPILICHCTBOBAHUSL | YIIpaBJICHUS JUISL | YIIPABJICHUS
yIpaBiIeHUS paroHaIn3anuu JUISL paliMoOHAIU3aIIH
apXMBHOTO JieJia JIOKYMEHTAIIMOHHOTO | JIOKYMEHTallHOHHOTO
obecrnieueHus obecrnieueHus
YIPaBJICHUS YIPABJICHUS

Ilpogheccuonanvnvie komnemenyuu

Buo oesmenvrocmu. mexunonocuueckas

[1K-10 — Biagenue

BHAbI CITIPaABOYHO-

HUCIIOJIB30BAaThb

IIpUHOUIIAMH U

IMpUHIOUIIaMH 1 HHq)OpMaHHOHHBIX MNPUHIMIIBI 1 METOAbL METOAAaMU CO3JaHUA
METOJIaMU CO3/IaHUsl | CPEJNICTB K CO3aHUS CIIPABOYHO- | CIIPaBOYHO-
CIIPaBOYHO- JIOKyMEHTaM; MH(OPMaLMOHHBIX UH(POPMAIIMOHHBIX
UH(GOPMaIMOHHBIX MPUHIIMIIBI K METOJIBI | CPEJICTB K CPEICTB K
CpCACTB K HUX COo3JaHus AJId JOKYMCHTaM JIA AOKYMCHTaM JJIA
JTOKyMEHTaM parroHaIn3auu paroHaIn3anuu parroHaIn3aun
JIEJIONPOU3BOJICTBA JIEJIONPOU3BOJICTBA JIEJIONPOU3BOJICTBA
IK-15 - 0COOEHHOCTH ONTUMHU3UPOBATH CIOCOOHOCTHIO
CHOCOOHOCTh OpraHu3aIy padoThl | COCTaB JOKYMEHTOB U | ONITUMU3UPOBATH
COBCPIICHCTBOBATH C JIOKYMCHTaMH1 Ha I/IH(bOpMaHI/IOHHBIG COCTaB JOKYMCHTOB 1
TEXHOJIOTHH 0aze cpeacTB MOTOKH, COKpPAIATh UH(GOPMaITMOHHBIX
JOKYMCHTAIIMOHHOT' O aBTOMaTu3anuu KOJINYECTBO II0OTOKOB,
o0ecrieueHus JIOKYMEHTOB B COKpAIIeHUs X

YIIpaBICHUS U
apXUBHOTO Jiejia Ha
0ase NCIOoIL30BaHuUs
Cpe/CTB
aBTOMAaTHU3aIUH

opraHu3anuu Ha 0aze
UCTIOJIb30BaHUS
CpEnCTB
aBTOMaTu3anuu

KOJIMYecTBa Ha Oa3e
HCIIONB30BaHUSA
CpencTB
aBTOMAaTHU3aIInuu




3. O0béM y4eOHOI JUCHTUNIMHBI

Ounas gopma o0yueHus

Buabl yueOHoii padoTsl

Pacnpenesienue yue0HoOro

BpeMeHH
Konmaxmmnas paboma 54,25
AynutopHble 3aHATHUS (BCETO): o4
Jexyuu 18
Ilpakmuueckue 3anamus 36
Jlabopamopnule 3ansmus
[IpomexxyTouHast aTTecTamus 0,25
Koncynomayus nepeo sxzamenom 0
Ix3amen
3auem 0,25
Pyxosodcmeo kypcosoil pabomoii
Camocmosamenvnas paboma 53,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 49,75
Hanucanue xypcosoti pabomoi
TIloozomoeka Kk npomescymouHol ammecmayuu 4

Bup Texyiuei arrecranuu

KOHTpOJIbHasA paboTa

Oouwan mpyooémkocmep OUCUUNTUHBL:

4acol

108

3ayémuvie eOUHUYbL

3

3aounas opma o0yueHus

Bupabl yueOHoii padoThI

Pacnpene.nemle yqeﬁnoro

BpeMeHH
Konmaxmmnas paboma 18,25
AynutopHble 3aHATHS (BCETO): 18
Jlexyuu 8
IIpakmuyeckue 3ansmus 10
Jlabopamopnule 3anamus
[TpomexyTouHas arTecTanus 0,25
Koncyremayus neped sxzamenom
Ox3zamen
3auem 0,25
Pyxosodcmeo kypcosoii pabomoii
Camocmosmenvnas paboma 89,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 85,75
Hanucanue xkypcosoti pabomoi
Iloozomoeka k npomedxncymouHou ammecmayuu 4

Bun Texyiuen arrecranuu

KOHTpOJIbHAast paboTa

Oowas mpyooémkocmes OUCYUNTUHDBL:

yacwol

108

3ayémuvie eOUHUYbL




4. Coep:xkanne TeM y4eOHOM TUCHMILINHBI

HaumeHnoBaHue
membl
yueOHoit
JTUCIUTINHBI

Conep:xaHue TeMbl

Tema 1.
CraHOBJICHHE U
paszBuTHe paboT 1o
COBEPIIICHCTBOBAHUIO
CTHJIS pabOThI
rOCY/IapCTBEHHOTO
amnmapara u
JIEJIONIPOU3BOJICTBA B
TIePBBIC TOBI
COBETCKOI BIaCTH

(TIK-5)

CkrnaibIBaHHE COBETCKOTO ammapara yrpasieHus. CTuiab paboTbl HOBOTO
anmapata. Heo6xomumocts BHenpenus npuHiunoB HOT B chepy
ynpasieHus. [[BuxkeHue 3a HaydHy0 OPraHU3al|io YIPaBJIEHYECKOTO
Tpyna. Co3nanuie BeJOMCTBEHHBIX U BHEBEJOMCTBEHHBIX
panMoHaTU3aTOPCKUX IIEHTPOB IO COBEPIICHCTBOBAHHIO CTHIISA PAOOTHI
amnmapata u nenonpousBojictea. Ocodoe coBemanue mo HOT npu
HKIIC, 61opo crannapruzanun npu BCHX; Taranporckuiit HHCTUTYT
HAy4YHOH OpraHu3aivy Ipou3BoIcTBa, KazaHCKUI MHCTUTYT HAYYHOU
opranusanuu Tpyna. Opranusanusi €IMHOT0 pyKOBOJCTBa
BEJIOMCTBEHHBIMU U BHEBEJJOMCTBEHHBIMH PAllMOHAIN3aTOPCKUMU
ueHTpamu. OTaen Hopmanuzauuu. Pacmmpenue padbot no
COBEPILIEHCTBOBAHUIO rocalapara u AeJI0NPOU3BOACTBA, BHEAPEHHE
HOBBIX OPTaHU3AMMOHHBIX (POPM TIPOBEACHHSI PAIIIOHATN3ATOPCKOMN
paboTHI.

Cosznanne LIKK u HK PKH, ero nesiteapHOCTH 10 001IeMy pYKOBOJICTBY
HOTOBCKHM JIBI>KEHUEM U paboTamHu 10 yIy4IISHUIO U
COBEpIICHCTBOBAHUIO allllapara yrnpaBjieHHs. Y IpaBlIeHUE 110
yIyUYLIEHUIO Tocanmnapara, OTAeN aMUHUCTpaTuBHON TexHuku /ATO/,
I'ocynapcTBeHHOE OIOPO OPraHU3aIMOHHOTO CTPOUTEIHCTBA /
Oprctpoit/, 'ocyaapcTBeHHBIN HHCTUTYT TeXHUKH yripaBiaeHus/UTY/.
BenomcTBeHHbIE OpraHbl palliOHAIU3allMy rocanmnapaTa: oproopo,
O10pO M OTAEIbI palliOHATN3AIUH.

PazpaboTka nmepBbIX METOAMK pallMOHATU3AIMH TOcarnmapara 1
nenonpoussonactsa. Meroguka M.U. Bacunsesa. [Ipensioxennsie um
ATambl ¥ METOJIBI MPOEKTUPOBaHUsA. MeToanka KazaHckoro HHCTUTYTa
Hay4YHOW OpraHu3aluu TpyAa. DTanbl U METOAbI TPOEKTUPOBAHUSI.
Pa3paboTka enquHbIX TpeOOBaHUI K OpraHU3allK IO POU3BOJICTBA B
yupexaeHusx. CpaBHUTENbHBIN aHanu3 MeToauk (E. AnpnupoBud,
JI.A.Bo130B, f.I'abunckuit) u ux 3nauenue. Meroauka C.C.YaxotuHa, ee
3HaueHune. Meroaunka A.A.Dpacmyca u ee ocooeHHocTH. MeToanka
WHCTUTYTa TEXHUKU YNPABIIECHUSA 10 COBEPILIEHCTBOBAHUIO
nenonpousBojcTBa. CocTaB IpoeKTa pallMoOHAIU3aNH
JIEJIONPOU3BOCTBA

Tema 2. Metonuku
paIoHaTN3aIuu
JTOKYMEHTAIMOHHOTO
obecrieueHus
ynpasienus 1960—
2000-x rT.

(TIK-5)

Meronnueckue Mmarepuaisl Bcecoro3HOro HaydHo -
HCCIIEIOBATENILCKOIO MHCTUTYTA JOKYMEHTOBEAEHHUS M apXUBHOTIO JIeJIa
(BHUNAA): Metoauueckas mporpaMMa UCCIIeI0OBaHH
JIEJIONPOU3BOJICTBA B MUHUCTEPCTBAX M BEJOMCTBAaX, METOIMKA
HCCIIEIOBAHUS JEJIONPOU3BOICTBEHHBIX TPOLIECCOB; METOIUUECKUE
PEKOMEHIALMK IO MPAKTUYECKOMY MIPUMEHEHUIO OCHOBHBIX MOJI0KEHUN
EI'C/I; Metoauka pacuera S5KOHOMHUYECKOH 3((EeKTUBHOCTH BHEIAPEHUS
ocHOBHBIX nosioxkeHniit EI'CJl; pekoMeHaanuu rno BeIeHUIO
JIEJIONIPOU3BO/ICTBA B HAYYHO-UCCIEA0BATEIbCKUX OPraHU3aIUsX;
PEKOMEHIAlIMK IO COBEPIIEHCTBOBAHUIO JAEJIONPOU3BOCTBA B
HCronKkoMax MecTHbIX COBETOB J€NYTATOB TPYIAIIUXCS.
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lNocynapcTBeHHas cuctemMa TOKyMEHTallHOHHOTO 00eCTIeYeHHUsI
yrpaBiieHUs. TUMOBas cucTeMa JOKYMEHTAllMOHHOTO 00eCeueHHs
(TCHO).

Metoanyeckue pa3paboTKu Bcecoro3HOro HHCTUTYTa OPTTEXHUKU
(BHUHoprrexnuka): TUNOBOM MPOEKT pallMOHAILHONW OpraHu3aIiiu
aJIMUHUCTPATUBHO-YIPABICHYECKHX Pa0dOT; METOIMYECKHUE MaTEPHUAIBI
10 OPIIPOEKTUPOBAHUIO; METOIUUECKHE MATEPUAJIbl 10 OpraHu3aluu 1
MEXaHM3al1H YIPaBJIEHYECKOrO Tpya B annapaTe MUHUCTEPCTB U
BEJIOMCTB; PYKOBOSAIIMKN TexHuueckuit matepuai (PTM). Opranuzanms
1 MexaHu3anus ynpasieHdeckoro tpyna 8 HUM u Kb.

Meroaudeckuii onbIT HAyYHO-HCCIIenoBareabckoro cekropa (HHCa)
MOCKOBCKOr0 rocyiapCTBEHHOT0 HCTOPUKO-apXUBHOT'O MHCTUTYTA 110
MIPOBEJICHUIO MPEIPOESKTHOTO 00CIEIOBaHMS OPraHU3aluu
JIeTIOTIPOU3BOCTBA B allapaTre MUHUCTEPCTB U BEIOMCTB U pa3paboTKe
MEPONPHUSTHI MO €€ COBEPILICHCTBOBAHUIO.
HopMaTuBHO-MeTOAMUYECKHE MaTEpUaIbl IO OpraHU3auu
JOKYMEHTAI[MOHHOTO 00EeCTIeUeHus yIpaBIeHHUs], IPUMEHsIeMbIE Ha
coBpemenHoM atane: 'C/IOVY, ['ocynapcTBeHHbIE CTaHAAPTHI;
OcHoBHbI€ NpaBUjIa padOThl apXUBOB OpraHU3aLUil, IEPEUHU
JOKYMEHTOB CO CPOKaMH XpaHEHUs (TUIIOBBIC, BEJOMCTBEHHBIE,
peTrHOHAaNbHEIE), TUIIOBBIE HHCTPYKIMH, HOPMAaTUBBI BpEMEHHU Ha paboTy
C IOKyMEHTaMH (TpaJuIOHHbIE U aBTOMATH3UPOBAHHBIE TEXHOIOTHH),
CPaBHUTEJIbHBIA aHAJIU3 IPOTPAMMHBIX CHCTEM JIEJIONPOU3BOJICTBA U
JOKYMEHTO00O0pOTa AJI1 aBTOMATHU3aIH POCCUNCKUX OPraHOB
roCyAapCTBEHHOM BJIACTH, NPEAIPUITHI U YUPEKICHUN.

Pazpaborkn BHUNJIA 1990-x rr. — 2000-X rT. 110 METOIUKE
OpI'TPOEKTHBIX paboT

Tema 3. Boripocsr
JOKYMEHTHPOBaHHUS
Y OpraHu3aInu
paboThl ¢
JOKyMEHTaMH B
3aKOHOJIATEeNTbHO-
IPaBOBBIX aKTaX
Poccniickoit
®enepanun. 1990-¢
—2000-e rr.

(IIK-5)

Bonpocsr nokymentupoBanus B Koncruryuu Poccuiickon @enepanum.
®denepalibHbII KOHCTUTYIHOHHBIN 3akoH «O ['ocynapcTBeHHOM repoe
Poccuiickoit eneparuny. OnpeneneHne nopsiaKa u3roToBICHUs,
XpaHEHUs U YHUUTOXKEHMS IrepOoBbIX OJaHKOB U revareil B
nocraHoBieHuu [IpasutensctBa PO ot 27.12.1995 Ne 1268.
®enepanbHblif 3ak0H 0T 21 HOsIOpst 1996 1. Ne 129-03 «O
OyxranTepckoM yuére» 00 00s13aTeTbHOCTH MPUMEHEHHS
YHU(UIUPOBAHHBIX (POPM MEPBUUHBIX YUETHBIX TOKYMEHTOB. [lopsaok
pa3paboTKU U MPUMEHEHHs 3TUX (GOPM B TOCTAHOBICHUU
[TpaButensctBa PD ot 08.07.1997 Ne 835 u mocTaHOBIICHHS
I'ockomcrara P® ot 24.03.1999 Ne 20 u ot 05.01.2004 Ne 1. A3bik
JIEJIOTIPOU3BO/ICTBA B (peiepaibHBIX 3aKk0oHaX. 3aK0oH Poccuiickoit
®enepaunn ot 25.10.1991 Ne 1807-1 «O s3p1kax HapooB Poccuiickoii
Oenepaunn» u enepanpHsblii 3akoH oT 01.06.2005 Ne 53-D3 «O
rocyJapcTBeHHOM s3bike Poccuiickoii @enepanumn». TpeGoBanus k
opraHu3aiuu padoTsl ¢ oOpalieHUsIMU HaceraeHus: B DeepanbHOM
3akoHe oT 02.05.2006 Ne 59-@3 «O nopsiike paccMOTpEHuUs: 0OpaIeHnit
rpaxaan Poccuiickoit @eaepannn» u B TUITOBBIX perjiaMeHTax pabOThI
(benepanbHBIX OPraHOB UCTIOJHUTENFHON BIIACTH, YTBEPKIAEHHBIX
noctanoBieHusMu [IpaBurensctBa PO ot 19.01.2005 Ne 30 1 ot
28.07.2005 Ne 452. udopmalrioHHbIe TEXHOJIOTUH B 3aKkoHaxX P®D ot
27.07.2006 Ne 149 «O6 unopMaryy, THPOPMAIMOHHBIX TEXHOIOTHSIX
1 o 3amute uHpopmarum» 1 Ne 152 «O nepcoHanbHBIX JAHHBIXY.
PernaMenTanus J0KyMEeHTHPOBaHUS TPYIOBBIX MPABOOTHOIICHUN U




paboTHI C KaapOBBIMU TJOKyMeHTaMu B TpynoBom koaekce PD (pen.
2006 r.) u yka3os [Ipe3uaeHTa 0 JOKYMEHTUPOBAaHUH Mpoliecca
MIPOXOXKIICHHS TOCYIAPCTBEHHOM CITyKObI (KOHKYpPC, aTTeCcTalus,
BEJICHUE JTUYHOTO JIeia U T.1.)

Tema 4. Metoapl
o0caemoBaHus,
aHauu3a u
MIPOCKTUPOBAHUS
JIOKYMEHTAIMOHHOTO
obecnieueHus
yhpaBieHus. DTarnbl
MIPOCKTUPOBAHUS
palMOHAIBHON
OpraHu3aIu
JIOKYMEHTAIMOHHOTO
obecrneyeHus,
00BEKTEI
HCCIIEN0BaHUS
(ITK-10, IIK-15)

MeTop1 IPeANPOEKTHOTO 00CIeI0BaHUS: U3yUEeHUE TOKYMEHTOB,
HernocpeacTBeHHoe Habmoaenue, hotorpadus padouero nus (OPL),
camodoTtorpadus padouero gus (COP/I), Xponomerpaxk,
OIIPOC/UTEPBLIONPOBAHKE/, AHKETUPOBAHUE, IPaUIECKUH,
CTaTUCTUYECKUH. 3HAUCHHE KaXX0T0 METO/Ia 1 0COOEHHOCTH
MPUMEHECHHUS.

MeTtop1 aHaMKM3a MaTepUAIOB OOCIIEIOBAHUS: CHCTEMaTU3alIUs
MaTepHaioB, CPAaBHEHUS, CTATUCTHYCCKUH, rpaduuecKuii, TAOINIHBIH.
KomrekcHbIi TPOEKT panoHaaIbHONW OpraHu3aIuu
JOKYMEHTAIIMOHHOTO 00ECIIEYEeHHUs, €T0 COCTaB: 33a4l OpraHU3alllHy,
CTPYKTYpa, IITaThl, OPTraHU3ALIMOHHBIE U HOPMATUBHO-METOINYECKUE
JIOKYMEHTHI oprann3anuu ciyx6 JIOY; noixydenne u SKCreAUIuoHHas
00paboTKa JOKYMEHTOB; JOCTaBKa; perucTpaIus JOKYMEHTOB U
MH(POPMAIIMOHHO-CIIPABOYHAS CITY)K0a, KOHTPOJIb 32 UCIIOJTHEHUEM
JOKYMEHTOB U MOPYYECHUHN B YCIOBHIX TPAIUIIUOHHBIX U
aBTOMATH3MPOBAHHBIX TEXHOJIOTHI; COCTaBIICHHE U O(hOpMIICHUE
JOKYMEHTOB; YHU(UKaIMs U TpadapeTusanus JOKYMEHTOB OpraHu3aus
M3rOTOBJICHUS U PA3MHOKEHUS JOKYMEHTOB; TEKYIIIEe XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypa JeJI, IKCIEPTHU3a LIEHHOCTH JOKYMEHTOB;
apXUB YUPEKICHU; OpraHu3anus pabounx MECT, OCHAILIEHUE UX
CpeICTBaMHU MEXaHU3AllMU U aBTOMAaTU3aluu. JIoKanbHbIE MPOEKTHI
paloHaIbHONW OpraHU3alui JOKYMEHTAMOHHOTO 00CTYKUBAaHUS
yIpaBJIeHUECKOH AesTenbHOCTU. Bupl opriopoekToB. OnucaTenbHas
(aHamuTH4Yeckas ), rpadudeckast ¥ TaOJIMIHAsI YaCTH OPTIIPOCKTOB;
pacuer 3KOHOMUYecKoi 3((HEKTUBHOCTH MpeJIaraeMblX MEPOTIPUSTHI.
BHenpeHne KOMIUIEKCHBIX U JIOKQJbHBIX IIPOEKTOB OpraHU3alUU
JOKYMEHTAI[MOHHOTO oOO0ecleyeHus: yIpaBieHuss Ha Oa3ze HOBeHIuX
TEXHOJIOTHH, BEIOOP MPOrPaMMHOT0 00€CTICUeHUSI

5. Y4eOHo-MeTOAMYeCKOEe U HH(POPMALMOHHOE o0ecnedeHne y4eOHOH TUCIMIINHBI

5.1. Ocnosnasn numepamypa:

1. Uruaros,

N.A. Meroauka panuoHaIM3allMM JOKYMEHTAllMOHHOIO 00ecredyeHus

ympasieHus: ydeOHo-Meroquyeckoe mnocodue / M.A. UrnaroB. — CeikteiBKap: ['OY BO
KPAI'CnY, 2019. - 87 c.

5.2. lononnumenvnasa numepamypa:

1. I'punbGepr,

H.H. I'op6aués, O.A.

CXCMbI

A.C. JloxymeHranuonHoe obecnieduenue ympasinenus / A.C. ['punoepr,
Myxamermmaa. — M. : FOnuTtH-/ana, 2015. — 391 c. : ta6i., rpad., wr.,
Pexum JI0CTyTIA: o MIOZIUCKE.

URL: http://biblioclub.ru/index.php?page=book&id=115031.

2. JlemuH,
IO.M. Jlemun. — M. ;
o moamnucke. — URL

3. Ko3una, E.

IO.M. Jlenonmpou3BoacTBO.  JIOKYMEHTAllMOHHBIH  MEHEIKMEHT  /
bepnun : [lupexr-Menua, 2014. — 205 c. : Tabn., cxeM. — Pexum gocryma:

. http://biblioclub.ru/index.php?page=book&id=253657.

C. Henonpoussoactso / E.C. Kozuna. — M. : Jlupexkr-Menua, 2013. — 27 c.

— Pexxum nmocrymna: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=141469.
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http://biblioclub.ru/index.php?page=book&id=253657
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4. Kymnup, O.H. OcHOBBI JTOKYMEHTHPOBAHUS YIPABICHUYECKON NEATEIBbHOCTH: yueO.
nocobue no crenkypey / O.H. Kymuaup, M. B. Kymnaup; Komu pecnybnukaHckas akana. Toc.
ciyk0bI 1 ynpasinenus. - CoiktbiBKap: U3n-so KPAI'CuY, 2009. - 77 c.

5. MuxaiinoB, FO.M. Kak mnpaBuipbHO # OBICTpO pa3paboTaTh JOKYMEHTAIUIO
npennpusts / FO.M. Muxaiinos. — M. ; bepnun : lupekr-Menua, 2014. — 232 c. : ui. — Pexxum
nocryna: mo nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=253689.

6. Poroxwun, M.IO. [lenonpoussoactso: kypc nekmuit / M.IO. Poroxun. — M. ; bepnuH :
Hupexkr-Menua, 2014. — 229 «c¢. : wi. — Pexum JocTtyna: MO MOAMNUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253702

7. Poroxwun, M.1O. JlokymeHTanmonHoe obecnedeHue ynpasienus / M.JO. Poroxun. —
M. ; bepmun : upexr-Menua, 2014. — 398 c. : win. — Pexxum nocryna: mo HOJINUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=253705.

5.3. Dnekmponno-oubIUOMEUHAn cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHUCTeMa «YHUBEPCUTETCKAas OuOIMOTEKa OHIIAWH»
(www.biblioclub.ru).

2. HanmonanbHast anekrponHast oudanoreka (https:/m36.pb).

5.4. Ilpogheccuonanvuvie 6azvl OAHHBIX, UHPOPMAUUOHHO-CRPABGOUHbBIE U NOUCKOBBLE
cucmemol:

1. CnpaBouHo-tipaBoBas cuctema «["apaHT».

2. CmpaBouno-npaBoBas cucrema «Koncynprant [Tmrocy.

3. DNeKTpOHHO-OMOIMOTeUHas cHucTeMa «YHUBEpPCUTETCKas OuOIMoTeKa OHJIaiH»
(www.biblioclub.ru).

4. HayuHas snekTpoHHas oubnmuorexa (www.e-library.ru).

5. HaumonanwHast snekrponHas 6udanoreka (https://H36.pd).

5.5. Pecypcuvl ungpopmayuonno-ookymenmayuonnoii cemu «Mnmepnemy
1. Caiit Beepoccuiickoro HayuHO-HCCIIE10BaTENbCKOTO HHCTUTYTA JIOKYMEHTOBEIEHUS U
apxXWBHOTO Jiena http://www.vniidad.ru/

6. CpencrBa obecrnieueHHsi 0CBOCHHS Y4eOHOH IMCIUTINHBI

B yuebHOM mpomecce mnpu peanu3auuMu  yuyeOHOW aAMcUMIUIMHBL  «MeTonuka
panroHaIU3alMKU JOKYMEHTAMOHHOTO 00€CIeUeHUs YIPaBICHUS» UCIOIb3YIOTCS CIIEAYIOLIHNE

pecypces:

Hughopmayuonnsie Iepeuens npozpammnozo obecneuenus u uHGOPMayUOHHBIX
mexHon02uu CRPABOUHBIX CUCHEM
OducHsrii maket st padotsl ¢ | Microsoft Office Professional
JIOKYMEHTaMH1 LibreOffice

HNudopmannonno-crpasounsie | CipaBouHo-npaBoBas cucreMa "KoncynbranT [Tmroc"

CHUCTEMBI CnpaBouHo-nipaBoBas cucrema "['apant”

ONEeKTPOHHO-OMOINOTEUHBIE OBbC «YHuBepcurerckasi OnOIMoTeKa OHJIAH

CHCTEMBI Hayunas snextponHas oudianorexa (Www.e-library.ru)

HarmonanwsHhas anekrponHas 6ubnuoreka (https://H36.pd)

3HCKTpOHHa${ rmoydra aﬂeKTpOHHa}I 1o4yTa B 1OMCHEC kragS.rU



http://biblioclub.ru/index.php?page=book&id=253689
http://biblioclub.ru/index.php?page=book&id=253702
http://biblioclub.ru/index.php?page=book&id=253705
about:blank
https://нэб.рф/
http://www.vniidad.ru/
http://www.e-library.ru/

CpenctBa juis opranusaiuu | CepBUCH BeO- M BUICOKOH(PEPEHIICBSI3H, B TOM YHCIIC
BeOMHapoB, TenemoctoB u | BigBlueButton

KOH(epeHIIHIA

ConpoBokJIeHHE OCBOCHHUS JUCLUUIUIMHBI 00YYarOIIUMCs BO3MOXKHO C HCIOJB30BaHUEM
3JIEKTpOHHOU HH(pOpManmoHHo-00pa3oBatenbHo cpeapl 'OY BO KPAI'CuY, B ToM umcie
obpasoBarenbHOro noptana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MarepuaJbHO-TEXHHYECKOe o0ecreyeHue
OCBOCHHS y4eOHOM AN CUMIINHBI

[Ipn mnpoBenaeHHH y4eOHBIX 3aHATHH MO MUCHUIUIMHE «MeETOoauKa parroHATH3AINH
JOKYMEHTAI[MOHHOTO OO0ECIICUCHHs YIPaBJICHHS» 3a/JCCTBOBAaHA MAaTEPHAIBLHO-TEXHIUYCCKAsS
0aza, B CcOCTaB KOTOPOW BXOIAT CJICAYIOIIHE CPEACTBA W PECYpChl A OpraHHU3allud
CaMOCTOSITEJIbBHOW ¥ COBMECTHOM pabOThI 00YUaIOIIUXCs C TIPETIOIaBaTeIIeM:

— CHEeUUaJIbHbIE TOMELICHUS I peaiu3alii JAaHHOW JAMCHUIUIMHBI MPEACTaBISIOT
co0oi1l yueOHBIE ayaUTOPUU [UJIsl TPOBENCHUS 3aHATUN JEKUMOHHOTO THUMA, 3aHITUU
CEMHHAPCKOT0 THUIIA, TPYIIOBBIX U WHIMBUIYAJIbHBIX KOHCYJbTAIMH, TEKYIIEro KOHTPOJS M
MPOMEKYTOUHOM aTTeCTallid, a TakKe TOMEIIEHUS IJisi CaMOCTOSTEJIbHOM paboThl U
MOMEIIEHUS ISl XPAaHCHUS U MPOQPHIAKTHYECKOTO OOCIY>KMBAaHUS y4eOHOro 00OpyHIOBaHUS.
CrenuanbHble TTOMENICHUS! YKOMIUIEKTOBAHBI CIICIIHAIM3UPOBAHHON MEOEIbI0 U TEXHHYECKUMU
cpeacTBaMu OOydeHHUs, CIYKAIlUMU Ui TpeAcTaBlIeHUs y4dyeOHOW uH(popMaluu OOJbIION
ayJIUTOPHH.

Jlnst  mpoBeNEHHWS ~ 3aHATHH  JICKIMOHHOTO  THUIIA  MpearaloTcs  Habopbl
JEMOHCTPAIIMOHHOTO  00OpYyIOBaHHUs M Yy4eOHO-HArJsSAHBIX MocoOui, oOecmednBaroIye
TEMAaTUYECKUE UIUTKOCTPALINHY;

— IIOMCIICHUE AJIA CaMOCTOSITEILHOI pa6OTBI o6yqafoumxc;1 OCHAaIlICHO KOMHLIOTCpHOﬁ
TEXHHKON C BO3MOKHOCTBIO IMOAKITIOUCHHS K CETH «I/IHTCpHCT» H o0ecrneueHueM A0CTYyIIa B
SJICKTPOHHYTO I/IH(1)OpMaI_II/IOHHO'06p330BaTCJ'IBHy}O cpeay OpraHn3anunu,

— KOMIIBFOTEPHBIC KJIACChI, OCHAIIICHHBIC COBPEMCHHBIMU IIEPCOHAJIbHBIMHU KOMIIBIOTECpAMU,

paboTaromMMHM  TOJ,  YIpaBJIEHWEM  OMEpaluoHHbIX  cucteM  Microsoft ~ Windows,
00BEIMHEHHBIMH B JIOKAIBHYIO CETh M UMEIOIIMMU BbIX0J B UHTEpHET;

— Oubnuoreka  AKaJeMWHW, KHIDKHBIM  (OHA  KOTOPOH  COAEPKHUT  HAy4dHO-
UCCIIEIOBATEIBCKYIO JTUTEPATYPY, HayYHbIE )KYPHAIBI M TPYABl HAYYHBIX KOH(PEPEHIIHA, a TaKKe
YUTATbHBIN 3aJI;

— cepBepHOE 000pyI0BaHUE, BKIIOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Take BUpTyalbHBIE cepBepa, padOTaIONIMe IO YIMpPaBIECHHEM OIEPaIlMOHHBIX
cucreM Calculate Linux, BkimouenHoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIYXAIlUMHU A7l pa3MEelIeHHs Pa3IMuHbIX CEPBUCOB U CIYKO, B TOM YHUCIE 715 00ecTeueHHs
pabdots CYBJ] MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIlMOHHOE 00OpyJoBaHuE, olecreunBaromee paboTy JIOKaJbHOW CeTH,
MpeaocTaBlIeHne T0CTyna K ceTu Internet ¢ obmielr ckopocThio moakatoueHuss 10 Mout/cek, a
Takke padoty 6ecipoBoHOTO cermMeHTa cetu Wi-Fi B moMemneHnusx AkajieMun;

— UHTEpaKTUBHbIE HHPOPMAIIMOHHbIE KHOCKH «HpOY;

— MPOrpaMMHBIE U allapaTHBIE CPECTBA IS IPOBEICHUS BHICOKOH(EPEHIICBSI3H.
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Kpome Ttoro, B oOpa3oBaTellbHOM Mpolecce OO0YYAIOIIMMHUCS MIMPOKO HCHOJIB3YIOTCS
CJICAYIOIINE AIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moakiIrOUeHUst — 5 MOUT/CeK);

— cait www.krags.ru;

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

KonkpeTHsle momerieHust Al OpraHu3anuy oOydeHus I0 AWCHMIUIMHE «MeToauka
palMoHAIN3aMU JOKYMEHTAllMOHHOTO O0ecTieueH sl yIpaBiIeHus» npeacTaBieHsl B CripaBke o
MaTepUaIbHO-TEXHUYECKOM O00ECIeueHH O0pa30BaTeNbHOM MPOTpaMMBbl 110 HANPABICHHIO
noarotoBku 46.03.02 JlokymeHTOBeieHNE U apXUBOBEACHUE, CPOPMHUPOBAHHON B COOTBETCTBHU
C pacnucaHueM Y4YeOHBIX 3aHATUH U MPOMEKYTOYHOM aTTeCTallMd M TaclopTaMu KaOWHETOB
'OY BO KPAI'CnY.

11



