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Jlonenxk 2024



Pabouas nporpaMMa JHCIMIUTHEL «Opranu3anus ¥ TeXHONONHS JOKYMEHTANHOHHOI0
ofecnevennsi YNpaBJieHHs» Ul OOYHAIOUMXCS 10 HANPaBIeHHIO NojroToBku 46.03.02
JloxymenTosencnue #u apxusosesenue (Ilpopuab mnoarotosku: JIOKyMEHTOBCACHWC W
apXMBOBEJIEHHE),  COCTaBJeHa Ha  OCHOBaHWH  (MeJepaibHOrO  rocyapCTBEHHOIO
obpa3oBaTelbHOr0 CTaHAapTa Beicmero obpasoanus — OakazaBpuar N0 HaNpaBJICHHIO
noarorosku  46.03.02 JIoKyMeHTOBe/ICHHE M apXMBOBE/JICHHE, YTBEPXKICHHOIO MPHKa3OM
MunKcTepeTBa HayKH M Bhiciiero obpaszosanus Poccuiickol Menepaumu ot 29 okrsdps 2020 r.
No 1343 (c wm3m. u gor.), Ilopsaka opraumzanuu W ocymecTeieHus o0pa3oBaTeNbHON
NeATebHOCTH 1o 00pa3oBaTesbHBIM TNPOTPAMMaM  BhICIIETO 00pa3oBaHus — MporpaMMam
GakanaBpuara, NporpaMMaMm CHEIMATATETAa, NPOrPaMMaM MarkCTparypbl, YTBEPKICHHOTO
npukazom MHHUCTEpCTBa HAYKH | Bhicliero obpasosanus Poccuiickoii Menepaunn ot 06 anpess
2021 r. Ne 245 (¢ u3M. W JION.), B COOTBETCTBHU ¢ Y4eOHBIM IUIAHOM, YTBEPXKICHHBIM Y4YEHbIM
coserom OI'BOY BO «Jlonl'Y» s nabopa 2024 rona.

PaspaboTumnk:
aoueHT Kadeapbl HHPOPMAIHOHHBIX  CHCTEM _
yIpaBieHus, Kanjl. JKOH. HayK (.74%" 5. B. ®unarosa

PaGouas mporpamma opoOpeHa Ha 3acenanun Kadeapsl HWHPOPMALMOHHBIX CHCTEM
yIIpaBjICHUS.
[Tporokosn ot 22.03.2024 r. Ne 6a

3aeyiomuii kadeapoit %‘“ﬂ/ H. I11. IoromapeHko

COI'JTACOBAHO:

Jlexan daKysbTeTa MaTEMaTHKH 0
MH(OPMALIHOHHBIX TEXHONIOIHH
28.03.2024 r.

H. A. MouceeHko

YuebHO-MeToIHuecKas KOMUCCHs (akyibTeTa MAaTeMaTHKH H HHPOPMAIIHOHHBIX TEXHOIOIH.

[Tporokon ot 27.03.2024 r. Ne 7.
Ipencenarens W JI. K. CensxoBa

PykoBouTe b OCHOBHOM MpodeccuonanbHon

o0pazoBaTenbHOM NPOrpaMMbi,
JI-p 3KOH. HayK, JIOLEHT " H. I11. ITonomaperko
26.03.2024 r.
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1. MECTO JUCHUIUIMHBI B CTPYKTYPE OBPA30BATEJILHOM ITPOT'PAMMBbI

1.1. TpeGoBaHusi K MpeABAPUTEIBHON IMOATOTOBKE OOYUYaIOIIUXCS, MPEaUIeCTBYIOLINE
JTUCITUTIMHBI, HA KOTOPBIX OCHOBBIBACTCS U3YUCHUE JAHHOM:

Pycckuit s3b1k U KynbTypa peul, JJokymenroBeaenue, JlokyMeHTalbHas TMHTBUCTUKA.

1.2. IucuuIuiMHel, KypCcOBbIE€ paOOTHl M TPAKTHKHU, I KOTOPBIX OCBOCHHE JIaHHOM
JUCIUILIMHBI HEOOXO0IMMO KaK IMpeIIecTBYIOLIee!

JIOKyMEHTUpOBaHUE  ACSATCILHOCTH  TMPEANPHUSATUS, OPraHMU3AMH,  YIPESIKICHUS;
HNudopmalinoHHble TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOECICUYEHUHU YIPABICHUS U apXHUBHOM
nene; ApxuBoBeneHue; OpraHu3alliOHHO-TOKYMEHTAIMOHHOE O0O0ECIeYeHHE AeSITeIbHOCTH
pykoBoautensi; lLludpoBas TpaHchopmanus AOKYMEHTHUPOBAaHHBIX cdep AeATeIbHOCTH;
Apxeorpadus; [ocymapcTBeHHbIE, MYHHUIIMIAIbLHBIE W BEJOMCTBEHHBIC apXWBBI, ApPXUB
opranuzanuii; KampoBoe nenonpous3BOACTBO M apXUBBI JOKYMEHTOB 10 JMYHOMY COCTaBY;
Opranuzanus paboThl ¢ oOpameHussMu Tpaxkiad / JlokyMeHTupoBaHrue paboThl ¢ 0OpaIIeHusIMU
rpaxnaan; KonduaeHuuanbHoe aenonpon3BoAcTBo; KypcoBas pabora mo opraHusanud U
TEXHOJIOTUH JIOKYMEHTAIIMOHHOTO OOECIIeYeHHs YIpaBJICHUs, YUeOHas MpaKTHKa: HaydHO-
uccienoBarensckas pabora (MOdydyeHHE TMEPBUYHBIX HABBIKOB HAy4YHO-HCCIEI0BATENbCKON
pabotsr); [IpomsBoacTBeHHass MpakTUKa: OpeanuiuioMHas; [lonroroBka k cmade W crava
rocyapcTBEHHOro »5k3ameHa; [loaroroBka K mpoleaype 3aluThl M 3allUTa BBITYCKHON
KBaJIM()UKALIMOHHON pabOTBhI.

2. OIMMCAHUME ANCHUITJIMHbBI

2.1. OOmas xapakTepucTuKa

HanmeHoBaHue moka3aTesis 3HadeHNE MOoKa3aTes

Ha3zBanue oOpa3oBaTesbHOM MPOrpaMMbl 46.03.02 JlokyMEHTOBEIEHUE U
apxuBoBeaenue (Ilpopunb noaroToBku:
JIOKyMEHTOBEIEHUE U apXUBOBEICHUE)

[[Indp 1 Ha3BaHKE B COOTBETCTBUU C b1.b.27 Opranu3zaius 1 TeXHOJIOTHUS

yueOHBIM TIJIAHOM JIOKYMEHTAIMOHHOTO 00ecTrieueHus
YIPaBJICHUS

Yacte 00pa3oBaTeNbHOM MPOTrpaMMBbl basoBas yactp

KoymnuecTBo 3a4eTHBIX eqUHHULL / BCETO 4acOB 10/ 360

2.2. Pacmpenenenue yacoB 1o (hopMaM U epruoiaM o0ydeHust

OO11€ee KOJIMYECTBO YaCOB
Dopma 2 § CamMoCTosI-
oByueHs > 2 | mekum- nmabopa- | MpakTh- | TETbHOU BCero dopma
8 | OHHBIX | TOPHBIX | YeCKHUX | paboOThHI + KOHTPOJIS
KOHTPOJIb
Ounast 2 3 34 - 34 112 180 3a4er
Ounas 2 4 32 16 48 84 180 9K3aMeH
OuHnasi, BCero 66 16 82 196 360
3aoyHas 2 3 6 - 6 168 180 3a4yeT
3aouHas 2 4 6 6 8 160 180 | osk3amen
3aouHas, Bcero 12 6 14 328 360




O3HaKOMHTH CTYACHTOB C CHUCTEMHBIM M3JI0KCHUEM TCOPECTUUCCKUX, HCTOPHUUYCCKHUX,
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3. HEJIN ANCHUITIIMHbBI

MCTOANYCCKUX U OpTraHU3allMOHHBIX HpO6JIeM O6H.[CI‘O JOKYMCHTOBCACHUS.

4. KOMIIETEHIMN OBYYAIOILIEI'OCA, @OPMUPYEMBIE B PE3YJIbTATE
OCBOEHU S KOMIIOHEHTA OBPA3OBATEJIbHOU ITPOI'PAMMEI, X
NHAMKATOPEHI U INTAHUPYEMBIE PE3YJIbTATBI OBYUEHUA

Komnerenuuu

Nupukaropel

PesynbraTel 00yueHus

I1K-3. Criocoben
OpPTaHW30BBIBATH U
OCYIIECTBIISTh
JIOKYMEHTAIMOHHOE
obecneyenne
yIIpaBICHUS
opraHu3amuein

(ITpodheccronanbHbIN
crangapt 07.004
«Crenuanuct no
YIPaBJICHUIO
JOKyMEHTaluen
opraHuzaum», A)

I1K-3.3.
Opranu3oBbIBacT
JTOKYMEHTUPOBaHUE
YIPABJICHYECKOU
JeSITeJIbHOCTH B
OpTaHu3aIH

[1K-3.3.1. 3HaeT BUABI JOKYMEHTOB CUCTEMBI
OpTraHU3aIOHHO-PACTIOPS AN TEIHLHOM
JIOKYMEHTAIIUH, 3aKOHOIATSIIHHYIO U
HOPMAaTHBHO-METOIMYECKYIO IOKYMECHTAIIHIO,
pErJaMeHTUPYIOILYIO BEJCHHE
JIEJIONPOU3BOJICTBA, & TAKKE MOPSIOK

o opMIIEHHS OpPTaHU3aIMOHHO-
pacTOpSANTEIHHBIX JJOKYMEHTOB

[1K-3.3.2. YMeeT npoBOIUTh aHAIIN3
HOPMATUBHBIX ¥ OPTaHU3AIMOHHBIX
JIOKYMEHTOB, YCTaHABJIUBAIOIINX MpaBUiia
co3nanus 1 0hOpMIICHUS TOKYMEHTOB;
MPOEKTUPOBATH OJIAHKH JOKYMEHTOB JJIs
BBIOpaHHOW OpTaHW3aIH; COCTABIISATH U

0 OpMIIATH TOKYMEHTHI Pa3HbIX BUJIOB
CUCTEMBI OPTaHU3AIOHHO-
pacmopsiANTEeILHON JOKYMEHTAIIUU
I1K-3.3.3. BiiajieeT HaBBIKaMU ITOKMCKA
HE00X0IMMON HOPMATUBHO-TIPABOBOM
WH(OPMAIIMY B 3aKOHOIATEITHHBIX
HOPMATHBHBIX aKTax MO JIEIOMPOU3BOJICTBY;
MpUEMaMH U METOJIaMHU COCTaBJICHHSI U
o(opMIIeHHS BUJIOB M Pa3HOBUAHOCTEH
OpTaHHU3AIIOHHO-TIPABOBBIX,
pacmnopsiAUTEIbHBIX, HTHPOPMAIIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB; IPHEMAMH U
MeTOJaMH YHU(DUKAIIMK U CTaHIapTU3AIHH
OpTraHU3aIIIOHHO-PACTIOPSANTEILHOM
JTIOKYMEHTAITU!

IK-3.4.
OpranuzoBbIBacT
JIOKYMEHTO000pOT
OpraHu3ally, Biajies
TEXHOJIOTHSIMH U
OpraHu3anuen
paboThI ¢
JOKYMEHTaMu

[1K-3.4.1 3naet npuHIUIB  HOPMEI
PErUCTpaIK JOKYMEHTOB; TEXHOJIOTHIO,
(OpMBI 1 CPOKH KOHTPOJISI HCITOJTHEHHS
JIOKYMEHTOB; TpeOOBaHUS K OpraHU3aIlUH
JTIOKYMEHTOO0OpOTa B OpraHU3aIlHH;
TEXHOJIOTHIO U MTPAaBUJIa OTIEPATUBHOTO
XpaHeHHs JOKYMEHTOB

[1K-3.4.2 YMeeT mpoBOAUTH aHAIM3 STAIOB
00pabOTKH BXOMAIINX, HCXOISIINX,
BHYTPEHHUX JJOKYMEHTOB B OpraHHU3alllu;
COCTaBJIATh CXEMBbI MApIIPyTOB JTOKYMEHTOB;
MIPOBOJNTH aHATHN3 00beMa
JOKYMEHTO000pOTa CTPYKTYPHOTO




Kommerenmn

Nunankatopel Pesynbrarel o0ydeHus

MO/Ipa3/ICIICHUs U OPTaHU3AIUN; TPOBOJAUTH
aHaJIM3 JeATEIBbHOCTH CcTyK0bI JJOY
[1K-3.4.3. Bnageer Mexanu3mMaMu
yIpaBJIeHHs OM3HEC-TIPoIIeccaMu
JIOKYMEHT0000pOTa

5. ITPOI'PAMMA JTMCHUITJIIMHBI

HazBanue teMbl

Kpatkoe coaeprkanue TeMbl (BOIIPOCHI TEMBI)

Paszgen 1.

TexHomnorust 1 opranu3anys paboTbl ¢ JOKYMEHTaMH

OCHOBHBIC TTOHATHS

1. Henwu, 3amauu, conep:kanue Kypcea.

JIOKYMEHTAallHOHHOT'O 2. O6mas xapakrepuctuka OCT P 7.0.8-2013 «CUBW/I.

o0ecrieueHus Jlenonpou3BoACTBO U apXUBHOE J1€J10. TepMUHBI U OIPEICTICHUD.

ynpasnenus (JJ0VY) 3. OCHOBHBIE IOHATUS TOKYMEHTALIMOHHOTO 00eCreueHUs
yInpaBiieHus (JIeJI0NPOU3BOJICTBA).

Hcropus 1. Ot npesnero Erunra x lpeBHeit Pycu.

JICIIONIPOU3BO/ICTBA C
JPEBHHUX BPEMEH [0
1991 rona

2. lenonpoussoactso B [peBueii Pycu.

3. [IpukazHoe 1e7T0PON3BOJICTBO.

4. Konyexckoe Aeonpon3BOICTBO.

5. MuHucrepckoe Aen10nponu3BOACTBO.

6. Opranuzarnus aenonpousBojactea B 1917-1941 rr.
7. HenonpounsBoacteo B 1945-1991 rr.

OO0m1as XxapakTepuCcTUKa
3aKOHOJATEIbHON 1
HOPMAaTHUBHO-
METOINYECKOH 0a3nl
J0Y

1. 3akoHonarenspHOe perynupoBanue 10V:
1.1. KoHucturyrusi.
1.2. TpynoBo#t KoJeKc.
1.3. T'paxxmaHckuii KOJIEKC.
1.4. Kopekc 00 aAMUHUCTPATUBHBIX MPAaBOHAPYILIEHUSAX U
YTOI0BHBIN KOAEKC.
1.5. 3axon «O6 nHpopmanu U MHGOPMAITMOHHBIX
TEXHOJIOTUSIX.
1.6. 3axoH «O0 31€KTPOHHON MOIIHCHY.
1.7. 3akon «O0 oOpalieHusIX Tpaxaan.
1.8. 3akon «O rocyaapcTBeHHOM Ipa)kTaHCKOU CITyKOe».
1.9. 3axoH «O HOPMAaTHUBHBIX ITPABOBBIX aKTaX).
1.10. 3akoH «O rocyaapcTBeHHOM TaitHe».
1.11. 3akon «O nmepcoHaTBHBIX JaHHBIX).
1.12. 3akon «O OyxranTepckoM yuere U (PMHAHCOBOM
OTYETHOCTH».
1.13. 3axon «O06 apxuBHOM zene B Poccuiickoit @enepanum.
2. pyrue HITA, peritamentupytronmue chepy J0V.
3. HopmaTtuBHO-MeTOIMUECKHE TOKYMEHTHI, perilaMeHTUPYIOIINE
JOV (marmmonanpHbIe cTaHAapTH Poccuiickont deaepanyn).

Yuudukanus u
CTaHIapTH3AIUS
yIpaBIeHYECKUX
JIOKyMEHTOB B
JIOKYMEHTAIMOHHOM
obecrnieueHNH
yIpaBIeHUS

1. Vaudukanus ynpaBieHUECKUX JOKYMEHTOB. Y HU(PUIIMPOBAHHBIE
CHCTEMBI JJOKYMEHTAIUH.
2. llonarus «yHupunupoBaHHas popma JOKYMEHTay,
«yHA(UIIMPOBaHHAS CUCTEMa TOKyMeHTarun». OCHOBHBIE
npuHIUns pazpadorku YCII.
3. Knaccudukanus ynpaBieHIeCKUX TOKYMEHTOB.
4. OCHOBBI CTaHJAPTU3ALNHN:
1.1. Kparkue cBeieHUs U3 UCTOPUH Pa3BUTHsI CTaHIAPTU3ALUH.
1.2. TocynapcrBerHast (HallMOHABHAS) CHCTEMA CTaHIaPTH3AITHH.
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HazBanue teMbl

KpaTkoe coaepxaHnue TeMbl (BOIPOCH TEMBI)

1.3. 3amaum craHgapTU3AIMH.
1.4. OCHOBHBIE MIOHATHS U ONIPEICIICHHS B CUCTEME
CTaHJApTU3ALHH.
1.5. Opransl 1 ciry>k0bI CTaHapTU3AIIH.
1.6. HopMaTuBHBIC TOKYMEHTHI 110 CTaHIAPTH3AIIHH.
. Kimaccuduxaropsr.

Opranuzanust
JIOKyMEHTO000pOoTa

. @opMbI 00111eT0 JAeTONPOU3BOICTBA.

. [lokyMeHTO000pOT.

. JIOKyMEHTONOTOK.

. O06beM T0KyMEHTO0000pOoTA.

. DNEKTPOHHBIN JJOKYMEHTOOOOPOT.

. Cucrema anekTpoHHOTr0 JoKyMeHTooOopota (CD/I).

. TexHonoruueckue 3Tamnbl pabOTHI C TOKYMEHTAMU:
1.1. PaccmoTpenue 3TanoB NpoX0oXkKA€HUs BXOIALIET0 JOKYMEHTA.
1.2. PaccMoTpeHnue 3TanoB NpoX0xkKASHUS UCXOASIIETO

JIOKYMEHTA.

~NoO ok~ WN Ol

Perucrpanus
JIOKYMEHTOB

. [lonsiTre, 1enb ¥ MPUHIMITBI PETUCTPALIMU TOKYMEHTOB.
. DOpMBI perucTpanum JT0OKyMEHTOB.

. Ianexcanust TOKyMEHTOB.

4. NndopmarioHHO-cripaBoyHast paboTa ¢ TOKyMEHTaMH.

WN -

KoHntpoib ucnonnenus
JIOKYMEHTOB

1. Ilenp, cymHOCTS, 33141 KOHTPOJIS UCIIOJIHEHUS. Y CIIOBUS

3G PEKTUBHON OpraHU3auy KOHTPOJISI HCIIOTHEHUS. TeXHOIOTHs
KOHTPOJISI UCIIOJTHEHUS JJOKYMEHTOB.

2. ®OpMBI KOHTPOJISL.

3. [lepeunu JOKYMEHTOB, MOJIIEKAILUX KOHTPOJIIO UCTIOJHEHHS.
4. CpOoKH HCIIOJIHEHUS JOKYMEHTOB.

5. O6paboTKa UCIIOJHEHHBIX U OTIPABISIEMBIX JOKYMEHTOB.

OnepaTtuBHOE XpaHEHHE
JIOKYMEHTOB

1. Opranuzanust XpaHeHusi JOKYMEHTOB.

2. Homenknarypa nedn.

3. CocTaBneHne 3aroJI0BKOB JIEI.

4. YcTaHOBJIEHUE CPOKOB XpaHEHUS JIe.

5. TumoBkIe U BeIOMCTBEHHBIE TIEPEYHH IOKYMEHTOB U HX 3HAUCHHE.
6. ®opmupoBaHue Jien.

7. OdopmiieHne o0I0KKHU AeII.

8. Odopmnenue nen.

9. DkcnepTH3a MEHHOCTH JOKYMEHTOB.

10. OxcneptHas komuccus (LlenTpanbHas sKCiepTHAsE KOMHCCHS).
11. CocraBnenue u oopMIICHUE OTTUCEH JEIT.

12. Tlopsinok nepeayuu Jie B apXUB OpraHu3alty.

JlokanpHbBIE
HOPMAaTHBHBIE aKThI 11O
JIETIOTIPON3BOJICTBY

1. UncTpyKuus o JOKyMEHTallHOHHOMY 00€CTIE€YeHHIO YITPaBJICHHUS.
2. TaGenb hopM TOKYMEHTOB OpraHU3AlINH.
3. Anp00oM (hopM TOKYyMEHTOB, PUMEHIEMBIX B OPTaHU3aIHH.

Opranuzanus Tpyaa
JIeNIONPOU3BOICTBEHHOTO
nepcoHaia

1. Cy:x6a TOKyMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPaBIICHUS B
COBPEMEHHBIX OpTaHHU3AIHSIX.

2. lenu u 3anaun cinyx6s1 JJOY.

3. ®ynknuu ciyx0s1 JJOY.

4. Ctpykrypa ciyx0s1 JJOVY.

5. lomkHOCTHO#M cocTaB ciyx0b1 JIOY.

6. Uncnennslii coctaB cayx0s1 JJOY.

7. PermaMmeHTanus aestenbHOCTH CyKOb1 JJOY.

8. [IpuHIIMTIIBI OpraHU3aIy TPY/Ia.
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HazBanue teMbl

KpaTkoe coaepxaHnue TeMbl (BOIPOCH TEMBI)

9. @akTOphI, KOTOPHIE BIUSIOT HA OPTaHU3AINIO TPY/IA.
10. 3akpeITHE 1EIONMPOU3BOJICTBEHHOTO I'OJIA.

Pa3nen 2. JlokymMeHTHpOBaHUE JEATEIBHOCTH OpraHU3aluu, IPEANPUATUS, YIPEKACHUS

Cucrema
OpraHu3alMOHHO-
IIPaBOBOM
JOKyMEHTaluu

1. OcobennocTr OpraHn3alMOHHO-TIPABOBBIX JOKYMEHTOB.
2. Ycras.

3. Bupl nonoxeHui.

4. Busibl THCTPYKIIHH.

5. loiokHOCTHBIE B paboyre HHCTPYKIIHH.

6. Buasl npaBuit.

Cucrema
pacropsIUuTeIbHON
JIOKyMEHTaluu

1. Buzap!l paciopsiiuTeNbHbIX JOKYMEHTOB.
2. KonnernanbHble Opranbl B OpraHu3aIum.
3. Bubl npukasos.
4. OcHoBaHUSA JJIs1 U3JIaHUS MTPUKA30B.
5. CriennanbHBIN OJIaHK TIPUKa3a.
6. Yauduuupoanusie GOpPMBI IPUKA30B.
7. OcobeHHOCTH 0OPOPMIICHUS PEKBU3UTOB IIPUKAa3a IO OCHOBHOM U
aIMUHUCTPATUBHO-XO3SIMICTBEHHOM JESITEIBHOCTH.
8. AHaJIN3 OCHOBHBIX OIIMOOK B TEKCTE MPUKa3a.
9. [lomaroBslit anropuTM co31anus (TIOATOTOBKH) MIPUKA3a:
1.1. Ompenenenue Bompoca (BOIpPOCoOB), 10 KOTOPbIM
IUTAHUPYETCS U3AaTh IpUKa3, cOOp U aHaIN3
COOTBETCTBYIOILIEH HH()OPMAIIHH.
1.2. TloaroroBka nmpoeKTa npukKasa.
1.3. CortacoBaHue MpOeKTa MpUKasa.
1.4. [loanucanue npukasa.
1.5. loBenenue npukasa 10 ucrosHurene. Otmerka oo
03HAKOMJIEHUH C ITPUKA30M.
10. OcoGeHHOCTH OPOPMIICHHS TPUIIOKEHUN K TIPUKa3aM.
11. Cpoxu xpaHeHHsI U CPOKH JIeHCTBUS PUKa3a.
12. V3nanue cOBMECTHOTO MPUKa3a.
13. Odopmrenne Beimucku U3 npukasza. [IpaBuina 3aBepeHust KOUK
NpHKasa.
14. Otmena u aHHyTUpOBaHHE MTPHUKa3a.
15. OcobenHoctu opopmIIeHUs PACTIOPSIKEHUS.
16. IIpyHIMONaTbHBIE OTJIMYMS TPUKa3a OT PacIoOpsKEHHUS.

Cucrema
UH(POPMAIMOHHO-
CIIPaBOYHOU
JOKYMEHTalluU

1. ITpoTokout: o0miye cBe1eHus..
1.1. Knaccudukarus mpoTOKOJIOB.
1.2. ®opmynsip MPOTOKOIIA.
1.3. TpeboBanuio k 0(OPMIIEHUIO PEKBU3UTOB MPOTOKOJIA.
1.4. Beimucka 13 mpoTOKOJIA.
2. AkT: onpenienienue, BUbl, GopMysip, 0cOOEHHOCTH COCTaBICHHUS
1 opopmiteHuS.
3. JloknaHas 3anmucka: onpeaeaeHue, Buabl, GopMysp,
0COOEHHOCTH COCTaBIICHHUS U 0(hOPMIICHUSI.
4. Ciry>xeOHast 3ammcka.
5. O0BsicHUTENbHAS 3aIIHCKA.
6. CripaBKu: BHYTpEHHHE U BHEITHHE:
6.1. CrmpaBka ciy>keOHOTO XapakTepa.
6.2. CropaBka JMYHOTO XapakTepa.
7. Teneponorpamma.
8. 3asBreHue: peKBU3UTHI, 0(OPMIICHUE, BUIBL.




6. CTPYKTYPA U COAEPXAHUE IUCHUITIIMHBI

6.1. ®opma oOyueHHs — O4YHasA, Kypc — 2, ceMecTp — 3

HanmenoBanms pa3aciioB U TEM

KonnuectBo yacoB

Jlexkn. | JlaGop. | Ilpakr. | CPC+K | Bcero

Paznen 1. TexHonorust u opraHuzanus 34 _ 34 112 180
paboThI C TOKYMEHTaAMH
OCHOBHBIE TIOHATHUS JOKYMEHTAI[HOHHOTO 9 B 9 10 14
obecrieuenus ynpasieHus (JIOY)
HcTopust 1eonpon3BOICTBA C IPEBHUX 9 B 9 13 17
BpemeH 10 1991 roxa
OO0m1as xapakTepucTUKa 3aKOHOJATEIbHON U

. 6 - 6 12 24
HOpPMaTHUBHO-MeToan4Yeckoi 6a3el JJOY
YHubukauus u cTanaapTU3aIus
YIIPaBICHYCCKUX JOKYMEHTOB B 4 _ 4 12 20
JIOKYMEHTAIlMOHHOM 00eCIieueHUun
yIIPaBICHUS
Opranuzanus JOKyMeHT000opoTa 4 - 4 8 16
Peructpanus 10KyMeHTOB 2 — 2 7 11
KoHTponb ucnonHenus JOKYMEHTOB 2 - 2 8 12
OrniepaTUBHOE XpPaHEHHUE TOKYMEHTOB 4 — 6 12 22
JlokanbHbIE HOPMATUBHBIE AKTHI IO 4 _ 4 14 29
JIEJIIONPOU3BOJICTBY
Opranuzanus Tpyaa JeJI0npoOru3BOICTBEH- 4 _ 9 16 99
HOTO TIEpCOHAa
NTOI'O 3A CEMECTP 34 — 34 112 180

6.2. ®opma oOyueHus — O9HasA, Kypc — 2, ceMecTp — 4
HanMeHnoBanwus pa3ieyioB U TeM Konmectso uacos
Jlexu. | JlaGop. | Ilpakr. | CPC+K | Bcero

Pasnen 2. JlokymeHTHpOBaHME
EeSTENbHOCTH 32 16 48 84 180
OpTaHMU3aIH, PEANPUITHS, YIPEKICHUS
Cucrtema opraHu3aloOHHO-TIPABOBOM 4 _ 4 30 40
JIOKYMEHTAIuu
Cuctema pacropsiANTEIbHON TOKYMEHTAITUN 14 8 22 26 70
Cucrema nHGpOpMaMOHHO-CIIPABOYHOI 14 8 22 26 70
JIOKYMEHTAIuu
NTOI'O 3A CEMECTP 32 16 48 84 180
NTOI'O 3A KYPC 66 16 82 196 360
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6.3. ®opma 0OydeHus — 3a049Has1, Kypc — 2, ceMecTp — 3

HanmenoBanms pa3aciioB U TEM

KonmuectBo yacoB

Jlexkn. | JlaGop. | Ilpakr. | CPC+K | Bcero
Paznen 1. TexHonorust u opraHuzanus 5 _ 5 168 180
paboThI C TIOKYMEHTAMH
OCHOBHBIE TIOHATUS JJOKYMEHTAIIHOHHOTO B B B 14 14
obecrieuenus ynpasieHus (JIOY)
HcTopust 1e0ompon3BOICTBA C IPEBHUX
- - - 17 17

BpemeH 10 1991 roxa
OO0m1as xapakTepucTUKa 3aKOHOJATEIbHOU U

N 1 - 1 22 24
HOPMAaTHBHO-MeTOan4YecKoi 6a3bl JJIOY
YHudukanus u craHgapTH3anus
YIIPaBICHYCCKUX JOKYMEHTOB B 1 _ 1 18 20
JIOKYMEHTAIlMOHHOM 00eCrieueHrun
yIIPaBICHUS
Opranuzanus JOKyMeHT000opoTa 1 - 2 13 16
Peructpanus 10KyMeHTOB 1 — 2 8 11
KoHTpob ncnonHenus JOKyMEHTOB 1 - 11 12
OrniepaTUBHOE XpPaHEHHUE TOKYMEHTOB — — — 22 22
JlokanpHbIC HOPMATHUBHBIC aKTHI 10 1 _ _ 21 29
JIEJIIONPOU3BOJICTBY
Opranuzanus Tpyaa JeJI0npOru3BOICTBEH- _ _ _ 29 29
HOTO IepCOHAJa
HUTOI'O 3A CEMECTP 6 - 6 168 180

6.4. ®opma oOyueHHs — 3a09Has1, Kypc — 2, cemecTp — 4
HanMenoBanwus pa3ieyioB U TeM Komrectso gacos
Jlexu. | JlaGop. | Ilpakr. | CPC+K | Bcero

Pa3nen 2. JlokymeHTHpOBaHME
EeSTENTLHOCTH 6 6 8 160 180
OpTaHHU3aIH, PEANPUITHS, YIPEKICHUS
Cucrema opraHu3allMOHHO-TIPABOBOM _ _ _ 40 40
JIOKYMEHTaIuu
Cucrema pacnopsiANTEeNIbHONW TOKYMEHTalluU 4 4 4 58 70
Cucrema nHGOPMAITMOHHO-CIIPABOYHOM 9 9 4 6 20
JIOKYMEHTAIuu
HUTOI'O 3A CEMECTP 6 6 8 160 180
HUTOI'O 3A KYPC 12 6 14 328 360

7. OLEHOYHBIE MATEPUAJIBI (CPEACTBA) UL TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTH, IPOMEXYTOYHOU ATTECTALINU

7.1. KoHTpONbHBIE BOIIPOCH

Paznen 1. Texnonorus u opranuzanus paboThl ¢ JOKYMEHTaMU

1. OcHoBHEBIE
(Temompon3BOICTBA).

IIOHATHUA

JOKYMCHTAITUOHHOT'O

o0ecrieueHus

2. PexBM3UT MOKyMEHTa (MIOCTOSIHHBIH, TepeMeHHbIN ). DOpMYyIIsIp TOKyMEHTA.

3. O6mme TpeOOBaHUS K TOJATOTOBKE, COCTABJICHHIO U O(OPMIICHHUIO CIY)KECOHBIX

JIOKYMEHTOB.

yIpaBJIeHUS
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[TonsiTne «OnaHK AOKyMEHTa», TpeOOBaHUS K HEMY, BHJbI OJaHKOB. PacronosxeHue

PEKBU3UTOB HA O1aHKe JOKYMCHTA.

5.

©ooNo
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HpaBI/IJIa JaTUPOBAHUA U UHACKCAIIUHU JOKYMCHTA.
[paBuia agpecoBaHus TOKYMEHTA.
OdopmieHne TekcTa JOKYMEHTA.
BHyTpeHHee coriacoBaHue I0KyMEHTOB, BU3HPOBAHUE.
. BHemHee cornacoBanue JOKYMEHTOB.
[IpaBuia mpocTaBieHHUsS OTMETOK Ha JOKYMEHTE: O IMOCTYIUICHHMH TOKYMEHTa B

OopraHu3anuro, O B3SATHU OOKYMCHTA Ha KOHTPOJIb, 00 HCIIOJHCHUH AOKYMCHTA W HAIlIpaBJICHUU
€T0 B A€J10, O HAJIMYUHU KOIIUKU JOKYMCHTA B BHGKTpOHHOﬁ (bOpMe.

11.
12.
13.

neyartu.

14.

[IpaBuna noanucanus T0KyMEHTA.
YTBepKIeHHE TOKYMEHTA.
3aBepeHHE JIOKYMEHTOB Ie€4yaThi0 Opranu3anuu. lIpaBuia mpocTaBieHHs OTTHUCKA

[IpencraBieHne [OKYMEHTOB Ha pacCMOTPEHHE U PE3OJIOLHUI0 PYKOBOJICTBY.

HpaBI/IJ'Ia COCTaBJICHUA U OQ)OPMHGHI/IH PE30JIFOIHUHN Ha JOKYMCHTC.

15.
16.
17.
18.
19.
20.
21.
22.
23.

Odopmienune npuIoKeHU K JOKyMEHTY.

Opranu3zanus 1e’10npou3BOJACTBa OT ApeBHero Erunra k /[peBueit Pycu.
[Henonpoussoactso B [IpeBHent Pycu.

[IpukazHoe 1e0nponu3BOICTRO.

Kousmexckoe n1enonpons3BoAcTBO.

MuHmuCTEpCKOE IETONPOU3BOICTRO.

Opranuzanus aenonpoun3Boactsa B 1917-1941 rr.

HenonpousBojactBo B 1945—-1991 rr.

OCHOBHBIE 3aKOHOJIATEIbHBIE AaKThI, PErVIAMEHTHUPYIOIINE JOKYMEHTAIMOHHOE

o0ecrieyeHue yrnpaBiaeHHUs.

24,

HOpMaTI/IBHO-MeTOI[I/ILIeCKI/IG JOKYMCHTBI, PECrIIaMCHTUPYIOIIUEC NTOKYMCHTAIITMOHHOC

o0ecrieyeHue yrnpaBiaeHHUs.

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

YHupuuupoBaHHble CUCTEMBI JOKYMEHTAIUH.

Knaccugukaius ynpaBieHYeCKHX JOKYMEHTOB.

Knaccugukaropbl TEXHUKO-3KOHOMHUYECKOH U COI[MAIbHON MH(pOpMAaLIUH.
OCHOBBI CTaHIAPTU3ALUH: OOLIME MTOJIOKEHHS.

KpaTkue cBefeHUs U3 UCTOPUN Pa3BUTHUS CTaHIAPTU3AIMH.
['ocynapcTBeHHas (HalMOHAIbHAs) CUCTEMa CTaHapTH3AIHH.

3amaun cTaHIapTU3ALNH.

OcHOBHBIE IOHATHSA U ONIPEAEICHUS B CHCTEME CTaHIapTU3aLUH.

Oprassl ¥ CITy)O0bI CTaHIAPTU3AIINH.

HopmatuBHbIE TOKYMEHTHI IO CTaHAAPTU3ALUH.

HamuonaneHple W MeXOTpaclieBble  CTaHIApThl, peryjupylromue  chepy

ACJIONPOU3BOJACTBA.

36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.

@®opMBbl 001IETO 1ETONPOU3BO/ICTBA.

[ToHsiTHE TOKYMEHTOOOOPOTA U JOKYMEHTOIIOTOKA.

VYuyeTr o0beMa JOKyMEHTOO0O0pOTA.

DJEeKTPOHHBINH JOKYMEHTO000pOT. CHcTeMa 3IeKTPOHHOTO JJOKYMEHTO000pOoTa.
[Tpuem u nepBuuHas 00pabOTKa BXOAAIINX JOKYMEHTOB.
ITpenBapuTeNbHOE PACCMOTPEHHUE U PACIIPEACIEHUE TOKYMEHTOB.
JIBuKeHue BXOASIIUX TOKYMEHTOB.

JIBrKEeHME NCXOIAIIMX U BHYTPEHHHUX JOKYMEHTOB.

[TonsiTue, enb ¥ TPUHLHUIIBI PETUCTPALIMHA JOKYMEHTOB.
Nupexcanus JOKYMEHTOB.

@DOopMBI perucTpaIy JOKYMEHTOB.
HNHdopMannoHHO-CIIpaBoOYHask paboTa 1Mo JOKYMEHTaM.



48.
49,
50.
51.
52.
53.
54.
55.
56.
S7.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
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Llenp, CymHOCTD, 33141 KOHTPOJIS HCIIOTHEHHUS.

[lepevHn TOKYMEHTOB, TIOUICKAIINX KOHTPOJIIO HCITOTHCHHUS.

YcnoBus 3¢ HeKTHBHON OpraHU3aIH KOHTPOJIST UCTIOTHCHHS.

TexHOIOTHsI KOHTPOJISI UCTIOJIHEHHS TOKYMEHTOB.

DOpMBI KOHTPOJIA.

CpOKH UCTIOTHEHUS JIOKyMEHTOB.

O06paboTKa UCIIOTHEHHBIX U OTIPABIIEMBIX TIOKYMEHTOB.

Opranu3anus XpaHeHUs TOKyMEHTOB.

Howmenkiarypa nen.

CocraBieHHE 3ar0JIOBKOB JICI.

YcTaHoBIIEHUE CPOKOB XPAHEHUS JIEI.

dopmupoBaHue e

OdopmneHne 00I0KKH JIeI.

Odopmnenue nen.

DKcrnepTu3a HEHHOCTH JOKYMEHTOB.

OkcneptHas komuccus (LleHTpanbHas sKkcrepTHAs KOMHUCCHS).

CocraBnenue 1 opopMIICHHE OTHCEH JIeI.

[Topsiiok nepepayn e B apXUB OpraHU3alny.

WHCTpYKIIKS IO JOKYMEHTAIIHOHHOMY OOECTICUCHHIO YIIPABICHUSI.

Tabenb hopM TOKyMEHTOB OpraHU3AIINH.

Anp00oM (hopM TOKyMEHTOB, IPUMEHSIEMBIX B OpTaHU3AIHH.

Cnyx0a TOKyMEHTAIIMOHHOTO 00CCIICYCHUs YIIPABIICHHS: BADHAHTHI HANMECHOBAHUSI.
Llenu 1 3amauu CITy>KOBI TOKyMEHTAIIMOHHOTO 00ECIICUeHHs! YIPaBICHNUS.
OyHKIMYU cy)Obl JOKYMEHTAIIMOHHOTO 00ECTICUEHHSI YIIPaBJICHUSI.

CrpykTypa ciay)0bl JOKYMEHTAIMOHHOTO 00eCTIeUeHHsI YIIPaBICHUSI.
JIOTKHOCTHOM cOCTaB CyKObl JOKYMEHTAIMOHHOTO 00ECTIeUeHHs yIIpaBJICHUs.
UmcaeHHBIH cocTaB CIIyXObI TOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPaBICHUSI.
PernamenTtanust  JeATENbHOCTH  CIY)KOBI ~ TOKYMEHTALIMOHHOTO  OOecreueHHs

YIIPABJICHUS.

76.
77.
78.

[IpuHUMIIBI OpraHu3alny Tpy/a AeJIONPOU3BOACTBEHHOTO NIEPCOHANIA.
@®akTophl, BAUSIOLIUE HA OPraHU3aLUI0 TPY/Aa AeJIOIPOU3BOJCTBEHHOIO IEpCOHAIA.
3aKphITHE JIEJIONPOU3BOICTBEHHOTO r0/1a.

Paznen 2. JlokymeHTHpOBaHME JESTEIBHOCTH OpraHU3aluu, NPEANPUITUS, YIPEKACHUS

1.

Opranu3zannvonHas (QyHKIMS, Kak OJHA M3 BaKHEHIINX YHpPaBICHYECKUX ()YHKIIHA.

Oco0eHHOCTH OpraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.

2.
3
4.
5
6

7.

VYcras: CTPYKTYpa, 0COOEHHOCTHU COCTABIICHUS U Oq)OpMJ'IeHI/ISI.

. Buapl monoxenuit, 0COOEHHOCTH COCTaBIEHUS U 0OPMIICHHUS.

Bungsr HHCTPYKHHﬁ, 0COOEHHOCTH COCTABIICHHS U O(I)OpMJICHI/I}I.

. Buas! mpasui.
. Buasl paciopsIuTENbHBIX JOKYMEHTOB.

KonnernaneHbie opranbsl B opranuzaiuy. BeiOupaem pacrnopsIuTenbHbI JOKYMEHT B

3aBUCHMOCTHU OT OpraHa yIupaBJICHUA.

8.
9.
10
11
12
13

Bunbl npukasos.
OcHoBaHusI ISl U3AaHUS TPUKA30B.
CrenuanbHbINi OJaHK TTPUKa3a.
YHuduuupoBanHsie GOpMbI IPUKA30B.
Cocrasnenue u oopmiieHue NprKas3a o OCHOBHOM JESTEIbHOCTH.
CocraBnenne u odopmieHHE TMpHKa3a MO aIMHUHHCTPATUBHO-XO3SHCTBEHHBIM

BOIIPOCAM.

14
15

AHann3 OCHOBHBIX OIMMOOK B TEKCTE MPUKA30B.
ANTOpPUTM CO3AaHUSI TPUKA30B.
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16. CornacoBaHue IpoOeKTa MpUKa3a.

17. JloBeneHue npuKa3oB 10 UCHOTHUTENEH. OTMETKA 00 03HAKOMJICHHUH C ITPHKA30M.

18. IIpaBuna odopMiICHHS MPUIOKECHHUA K PACTIOPSAUTEILHBIM JOKYMEHTAM.

19. Cpoku XpaHEeHHUsI U CPOKH JACUCTBUS MPHKA3a.

20. O¢opmiieHnEe COBMECTHBIX MPUKA30B JIBYX OpPTraHU3AIHA.

21. OdopmiieHue BBIIMCKH U3 MpuKa3a. [IpaBuia 3aBepeHust KOUK JOKYMEHTA.

22. OTMeHa U aHHYJIHPOBAHUE MPUKA3A.

23. Coznmanue u o(hOpMIICHHE PACTIOPSKCHHMS.

24. TlpuHUUNUAIBHBIE OTIMYUS TPUKa3a OT PACIIOPSIKEHUSI.

25. Crtpykrypa u npaBuia 0OopMIICHHUS BCTYIUTEIBHOW YaCTH MPOTOKOJIA.

26. CrtpykTypa u npaBuia 0popMICHHS OCHOBHOW YaCTH MPOTOKOJIA.

27. CocraBnenue u opopMIICHHE aKTa.

28. CocraBnenue U ohopMiIeHNE BHYTPEHHEW JOKIIAHOM 3aMUCKH.

29. CocrapneHue U 0()OpMIICHUE BHEIITHEW JTOKIaTHON 3aIIHCKH.

30. CocraBnenue u 0OpMIICHHUE CITYKESOHOH 3aITMCKH.

31. OcobenHocTH cocTaBieHUS U OGOPMIICHHUS Pa3INYHBIX BUAOB OOBSCHUTEIBHBIX
3aIMCOK.

32. Cocrapnenue u oopMIICHHE BHYTPEHHEH CIIPaBKH.

33. CocraBnenue u 0)OpMIICHIE BHEITHEH CIIPABKH.

34. Cocrapnenue u opopMiIeHHE TeIePOHOTPAMMBI.

35. 3asBreHHe Kak BUJ JOKyMEHTa KaJpPOBOTO JEJIONPOM3BOACTBA. Buabl 3asBiIeHUi.
OCOOCHHOCTH COCTABJICHUS TEKCTOB 3asIBIICHUIA.

7.2. Tembl noknanoB (pedeparon)

1. JlokyMeHTHpOBaHME KaK OJMH W3 BHUJOB MNPOPECCHOHANBHONU JEeSATEIbHOCTH
MeHeKepa, JKOHOMHCTA, Oyxrairepa.

2. DTarbl CTAaHOBJICHUS U Pa3BUTHS JI€JIONPOU3BOJICTBA B TOCYJaPCTBE.

3. Cnenuduika peueBoro opopmIIeHHs JOKYMEHTOB B chepe 1eI0npon3BOCTBA.

4. JlenoBas cepa Kak OJIHAa U3 OCHOBHBIX Cep eATeTbHOCTH YeJIOBEKa.

5. HanpaBneHus pa3BUTHs COBPEMEHHOIO JOKYMEHTA.

6. COBpeMEHHBIN JIETIOBOM JOKYMEHT M €r0 OCOOCHHOCTH.

7. JlenonpousBoJCTBO B cpepe ynpaBieHUs: IPOU3BOJICTBOM.

8. PeueBoii aTHKET B chepe Aem0npon3BOICTRA.

9. PekBU3UT U €ro MECTO B JOKYMEHTE.

10. ITyti coBepuICHCTBOBaHHMS HOMEHKJIATYPhl KaK CHUCTEMaTH3HMPOBAHHOTO II€PEUHS
Ha3BaHUU JCIL.

11. HopmotBopueckass 0a3a, peryJupyromias TMpOIEecChl CO3JaHus W XpaHEHUS
JIOKYMEHTOB.

12. UHCTpYKIHS 10 JEJIONPOU3BOJCTBY KaK OCHOBHOW HOPMATHBHO-METOIMYSCKUN
JIOKYMEHT.

13. TunuyHble OMIMOKHU B CIIY’KEOHBIX JOKYMEHTAaX.

14. I'paduueckue cokpaiieHus, abopeBuatypsl U 1udpoBas HHPOpMAIMA B TEKCTaX
JTOKYMEHTOB.

15. lHOCTpaHHbIE TEPMUHBI B TEKCTAX JTOKYMEHTOB.

16. [Ipouenypa nepegayn JOKYMEHTOB B apXHB.

17. ®opmuposanue nen. [IpaBuiia xpanenus aei.

18. Pe3omonust kak nHGopMaIus o JalbHenel padoTe ¢ JOKYMEHTOM.

19. IleuaTh KaKk pEKBU3UT JOKYMEHTA.

20. PaGoTa ¢ moKyMeHTaMH, COIePKAITMMH KOMMEPYECKYIO TalHy.
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7.3.Tembl MUCHBMEHHBIX PAOOT (THUIIBI 3a/1a4)

1. CocraButh cxeMmy [BIKEHHUS JOKYMEHTOB MO aAMHUHHCTPATUBHBIM M KaJpPOBBIM
BOIIPOCAM.

2. PazpaboTka Ou3Hec-IUIaHA 1O YCTPAHEHHUIO Y3KHMX MECT JIOKyMEHTAalMOHHOIO
obecrieueHust yrpaBieHUsl Ha TPEATNPUITUH.

3. Pa3paboTka 1moaokeHus 0 JOKYMEHTAIIMOHHOH CITykO0e.

4. T[TocTpoeHne cXeMbl TIOKYMEHTO000pOTa, Tabesl JOKYMEHTOB U PAcUeT TPYHAOEMKOCTH
paboThI ¢ TOKyMEHTaMH Kadeapsl (Apyroro CTpyKTYpPHOTO MOAPA3ICICHUS YUPEKICHUS).

5. IlpoBenenune wWcCcIeAOBaHUS JACATEIBHOCTH  cTapmiero Jjabopanta  Kadeapsl
(BBITIOJIHEHUE TOJDKHOCTHBIX 00SI3aHHOCTEH, MCIOJIb30BaHUs paboyero BpeMeHH, T0KYMEHTHbIE
u Oe30KyMEHTHbIE KOMMYHHKAIIUH, OpraHu3aius pabodero MecTa MU €ro TEeXHHYECKOe
OCHAIIICHHE).

7.4. O6pa3zer copepkaHus IK3aMEHAIIMOHHOTO OMIeTa

B cnywae BeneHus yueOHOro Ipoiiecca ¢ UCIHOJIb30BAHUEM 3JIEKTPOHHOTO OOY4YEeHUs U
JTUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHH, colep)kaHue OujieTa MOKET OTJIMYAThCS OT
MIPUBEJICHHOTO.

SK3AMEHAITMOHHBIN BUJIET Ne 1

1. PexBU3UTHI Ci1yKeOHOTO MHUCHhMA.

2. CocraBieHnue u oopmIIeHHE aKTa.

3. Ilpakxmuueckoe 3adanue. Co3naiite u opopMuTe MpUKa3, HEOOXOAUMBIN B CIICTYIOIICH
yIpaBIECHYECKON CUTYaIUH.

8. PACIIPEAEJIEHUE BAJIJIOB, KOTOPBIE ITOJIYUAIOT OBYHAIOHIMECA

OO0mast olleHKa 3HaHWM 00y4YarOIIMXCS MO AUCHUIUIMHE MpoBoAuTcs no 100-6annbHoi
HIKajle MCXOJs8 M3 MaKCUMyMa, IMpHBEJIEeHHOro B Tabiuue Huwke. OpraHu3almoOHHO-yueOHas
paboTa B ayAMTOpUHU OIICHWBAETCS HAa OCHOBE TAKMX KPUTEPUEB KaK IOCENMAeMOCTh 3aHSTHH,
CBOEBPEMEHHOE M KaueCTBEHHOE BBHIMOJIHEHUE [OMAIIHUX 3a/laHUi, aKTUBHOCTh BO BpeMs
MPOBEJCHUS JICKIMOHHBIX W TMPAKTUYECKUX 3aHATUN (ydacTHe B OOCYKIEHHHM TEKYLIero u
NpoiiIeHHOT0 MaTepuaia, peleHre 3a1ad U T. I1.).

8.1. ®opma oOyueHHs — OYHAsA, Kypc — 2, ceMecTp — 3

Howmepa pasnenos Buner pabot Marxcimarbroe
KOJIMYECTBO 0aJlsIOB
1 OpranuzanoHHo-y4yebHas paboTa B ayJJUTOPHH 9
WHauBuyanbHbIe 3a1aHNs 81
NTOT'O 90
3auer 10
OO01muii UTOT 3a CEMECTP 100
8.2. ®opma oOyueHus — o4yHas, Kypc — 2, cemecTp — 4
Howmepa pasnenos Buasr pabot MaxcimarbHoe
KOJINYECTBO 0aJIJIOB
9 Opranu3anMoHHO-y4eOHas padoTa B ayAUTOPUHI 4,8
NunuBunyanpHbIC 3a1aHUS 55,2
NTOTI'O 60
DK3aMeH 40
OO01muii UTOT 3a CeMecTp 100
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8.3. ®opma 0OydeHus — 3a04Hasi, Kypc — 2, ceMecTp — 3

MakcumanbHoe
Howmepa pazzaenos Buapr pabot
KOJIMYECTBO 0aJsIOB
1 KommnnekcHast mpakTuyeckas pabora 90
3auer 10
OOmuit uToOr 32 CeMecTp 100
8.4. ®opma oOyueHus — 3a04yHast, Kypc — 2, cemectp — 4
Howmepa pazzaenos Buap pabot Maxcumarboe
KOJINYECTBO OaJIJIOB
2 KommiekcHas npakTuyeckas padbora 60
DK3aMeH 40
OOmuit uTOT 32 CeMecTp 100

CooTBeTCTBYE OAJLIOB OLIEHKE

KOMHIecTEo GALI0n OrneHka 10 nATHOAJUILHON IIKaJIe
s 100 ECTS | Dxk3amen, ﬂnq);l;z%eTHquOBaHHbm 3auer
90-100 A OTJINYHO 3a4TEHO
80—89 B 3a4TEHO
75—79 C Xopoto 3a4TEHO
7074 D 3a4TEHO
6069 E YIIOBJIETBOPUTEIHHO p—
35-59 FX HE 3aYTEHO
034 = HEY/IOBJICTBOPUTEIIHHO o 3a9TeHo

9. OBECIIEYEHME OBPA3OBATEJIBHOI'O ITPOLECCA JJI JIUIL C
OI'PAHUYEHHBIMU BO3MOXHOCTAMU 310POBbBA 11 UTHBAJIN/IOB

B xoze peanu3zanuy AMCHUIUIMHBI UCTIONB3YIOTCS CIEIYIOUIHE JOTOTHUTEIBHBIE METOIbI
00y4eHUs1, TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U MPOMEXYTOYHOM aTTecTallui 00yJaronuxcsi B
3aBUCHMOCTH OT WX MHIMBHIYAIbHBIX OCOOCHHOCTEH:

1) nuist cnensix U caOOBHISIIUX

— JeKIMU O(GOPMIIIOTCS. B BHZE SJEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C ITOMOIIBIO
KOMITBIOTEpA CO CIEIHATM3UPOBAHHBIM POTPAMMHBIM 00ECIICUCHUEM;

— JUI BBITIOJIHEHUS 3aJaHusl NPU HEOOXOJMMOCTH NPEAOCTaBISETCS YBEIHMYMBAOLICE
YCTPOMCTBO; BO3MOXKHO TAK)K€ UCIIOJIb30BAHNE COOCTBEHHBIX YBETUUMBAIOIINX YCTPONUCTB;

— MMUChbMEHHBIE 33a7aHUs OPOPMIISIOTCS YBETMUSHHBIM IIPH(TOM.

2) TS TIyXUX U CIa00CIIbIIIAIHX

— JeKIU 0(OPMIISIFOTCSL B BUZIE DIICKTPOHHOTO IOKYMEHTA,

— MNUCbMCHHBIC 3aJIaHUS BBIITOJTHAIOTCA HAa KOMITIBIOTEPE B MMACHEMEHHOMI Q)opMe;

—3a4eT M SK3aMEH NPOBOJAATCS B IMUCHMEHHOH (OpMe Ha KOMIIBIOTEpPE; BO3MOXKHO
npoBe/icHne B (hOpME TECTUPOBAHUSL.

3) IuIst U1 ¢ HapYIIEHUSIMU OTIOPHO-JIBUTATEIBHOTO alapara:

— JeKIMK OQOPMIISIIOTCS. B BHE 3JCKTPOHHOTO JOKYMEHTA, JOCTYITHOI'O C TOMOIIBIO
KOMITBIOTEpA CO CIIEeUATH3HPOBAHHBIM IPOTPaMMHBIM 00€CIICYECHHEM;

— NUCbMCHHBIC 3a/IaHUS BBITIOJIHAIOTCS HAa KOMIIBIOTEPE,

—3aueT M AK3aMEH IPOBOJAATCS B YCTHOH (popMe WM BBINOJHSIOTCS B MHCbMEHHOU
dbopme Ha KOMIIBIOTEpE.

IIpy HEOOXOOUMOCTH NpPEIYyCMATPUBACTCS YBEIMYCHHE BPEMEHH MJIsi IOATOTOBKU
OTBETA.
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[Ipouenypa  mpoBemAeHHS  MPOMEKYTOYHOM  arTecTaliuu  Ans  O0ydJarouiuxcs
YCTAHABJIMBACTCS C Y4Y6TOM WX HWHIUBUAYAIBHBIX TCHXO(DU3MYECKHX OCOOCHHOCTEH.
[TpoMexxyTouHast aTTECTAIHUS MOKET TPOBOAUTHCS B HECKOJIBKO ATAIIOB.

[IpoBenenne mpoueaypbl OICHHBAHUS PE3YJIbTATOB OOYUYCHHS JIONYCKAeTCs C
UCIIOJIb30BaHUEM JIUCTAHIIMOHHBIX 00Pa30BaATEIBHBIX TEXHOIOTHIA.

ObecneunBaeTcss JOCTYN K MHOOPMAIMOHHBIM U OHOIHOTpaduueckuM pecypcaMm B CeTH
WuTepHer s Kaxkaoro oOywaromierocss B ¢opMmax, aJalnTHPOBAHHBIX K OTPAaHUYCHUSM HX
3JI0POBBSI U BOCIIPUATHUS HH(DOpMAIUH:

1) st cenbIX ¥ C1a00BHIAIINX

— B I1e4aTHOW (hopMe YBEITMYCHHBIM HIPUPTOM;

— B (popMe 2IEKTPOHHOTO TOKYMEHTA;

2) IS TIIyXUX U CIIa0OCIIbIIIAIINX :

— B mieuaTHoi opme;

— B (hpopMe 3IEKTPOHHOTO IOKYMEHTA.

3) 15t 00y4AKOIIMXCS ¢ HAPYIICHUSIMH OTIOPHO-/IBUTATEILHOTO arapara:

— B Ie4atHo (opme;

— B hopMe 3IEKTPOHHOTO IOKYMEHTA.

10. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YUEBHOI'O [TPOLIECCA

VYueOHble 3aHATUS NPOBOAATCA B 8-M yueOHOM Kopmyce (. [lonenk, yin. YentocKUHLEB,
n. 198a) ynuBepcuteta. Jlisi mpoBeAeHUS JICEKIIMOHHBIX, MPAKTUUYECKUX U JIA0OPATOPHBIX
3aHATUM TpeOyeTcss ayauTopus, OOOpyAOBaHHAas MEJOBOW MM MapKepHOW JOCKOM,
MyJbTUMEAUMHBIA POEKTOP U 3KpaH, HOYTOYK, KOMIUIEKT y4yeOHON MeOenu Uisl CTYAEHTOB,
pabouee MecTo IperoaaBarelis, BRIX0A B IHTEpHET — MPOBOAHOW WM C UcTojb3oBanueM Wi-Fi.

Jlnist caMOCTOSITETTbHOM pabOThl HMCIONB3YIOTCS TEKCTOBBIE W DJIEKTPOHHBIE PECYpCHI
Hayunoii 6uOnMoTekM yHHMBEpCUTETAa W JPYTUX 3JIEKTPOHHBIX OMOIMOTEYHBIX 0a3 NaHHBIX,
y4eOHO-MeToIMuecKoe oOecreueHne, MPeCTaBIeHHOE B Y4eOHO-METOJAMYECKOM KaOWHeTe
I'maBHOTrO KOpMyca (aya. 405).

OOyuaronmecss HWMEIOT BO3MOXHOCTh  HCIIOJIB30BaTh  ydeOHBIE MaTepHallbl 110
JTUCLUIUIMHE, pa3MelleHHble Ha miaardgopme Moodle LlenTpa AucTaHIMOHHOIO 00pa3oBaHMS
OI'BOY BO «/lonI'Y». Ilpu n3ydeHUH NUCHUIUIMHBI IPUMEHSIOTCS 3JIEKTPOHHOE O0y4YeHHe U
JMCTaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOIOTUH.

C  wWcronmp30BaHMEM — pecypcoB  IIaT(GOpMBI  JAWCTAHIMOHHOTO  00pa3oBaHUS
OCYILECTBIISICTCSI TEKYLIUH KOHTPOJb 3HAHMN OOY4YalOLIMXCS Ha OCHOBE TECTUPOBAHHS U
MPOBEPKH PE3YIIBTATOB CAMOCTOSATEIBHON PabOTHI.

11. PEKOMEHAYEMAA JINTEPATYPA

11.1. OcHoBHas nuTEpaTypa

1. T'anenko, H. H. OcHoBbI nenonpousBoacTBa : ydyeOHoe mocobue / H. H. Nanenko. —
Camapa : CamI'AY, 2019. — 181 c. — ISBN 978-5-88575-562-7. — TekcT : a51eKTpoHHbIH // JIaHb :
SJIEKTPOHHO-OMOMmoreunass cucrema. — URL: https://e.lanbook.com/book/123610 (mara
oopamenus: 01.03.2024). — Pexxum noctyna: AJisi aBTOPH3. OJIb30BaTENICH.

2. Eropos, B. I1. /lokyMeHTOBe/ieHHE U JOKYMEHTAIIHOHHOE 00eCTIeueHHe YIPaBICHUS B
ycnoBusix mudpoBoit skoHomuku / B. I1. Eropos, A. B. CnunbkoB. — 4-e u3sf., crep. — CaHKT-
[erepOypr : Jlanb, 2023. — 372 c. — ISBN 978-5-507-45695-6. — TekcT : anexTpoHHsIi // JlaHb :

JJIEKTPOHHO-OMOMMoreunass cucrema. — URL: https://e.lanbook.com/book/279827 (nara
obpamienns: 01.03.2024). — Pexxum gocTyma: i aBTOPH3. MOJIb30BaTEIIEH.
3. Konpimkuna, T. b. JlenoBeie KOMMYHHKAIIH, JOKYMEHTO000pOT U
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u3M., uctp. u gom. — Mocksa : FOpaiit, 2024. — 145 c. — (Breiciiee oopazoBanue). — ISBN 978-5-
534-14216-7. — Texcr : snexktpoHHBIA // OOpa3oBatenpbHas tiaTdopma OpaiiT @ [caliT]. —
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URL: https://urait.ru/bcode/538163 (nata oopamienus: 01.03.2024).

4. Cemko, . A. OcHoBBI jgemonpousBojacTBa : ydyeOHoe mocodbue / H. A. Cemko,
JI. A. AntyxoBa. — CraBpomniosib : CTI'AY, 2018. — 119 c.— Tekcr : anexTponHsiii // JlaHp :
sJeKTpoHHO-OMOmmoreunas cuctema. — URL: https://e.lanbook.com/book/141613 (mata
obpamenus: 01.03.2024). — Pesxxum pocTyna: 1Jisi aBTOPH3. MOJIb30BaTEIICH.

5. Bmacosa, E. E. CoBpeMeHHBIN J€10BOM JTOKYMEHT : OpraHU3amus JCIONPOU3BOACTBA
u okyMmeHTooOopoTa Ha npennpusitin / E. E. BnacoBa. — XaprkoB : Koncynst, 2004. — 212 c.

6. Hdemonpon3BoACcTBO : 00pa3iibl, JOKYMEHTbI, OpPraHU3alUsl U TEXHOJOTUS paboThI /
[B. B. l'amaxoB u np. ; nox pen. . K. KopueeBa, B. A. Kynpsiepa]. — 1U3n. 3-e. — Mocksa :
IIpocnekt, 2015. —479 c.

7. Hemun, FO. M.  Jlenompou3BOJICTBO : TMOATOTOBKA CIIYXKEOHBIX JOKYMEHTOB /
10. M. lemun. — 2-¢ u3a. — CII6. u ap : [Turep, 2005. — 224 c.

8. Emmzasetuna, T. M. Jlenonpou3BOACTBO HA KOMITBIOTEpPE : [COCT. MOKYMEHTOB. Opr.
pabotsl. Benenue yuera] / T. M. EnuzaBetruna, M. B. JlenucoBa. — 3-¢ uza. — M. : Kyauin-o6pas
; CIIG. : ITutep, 2005. — 299 c.

9. Tlorpebnas, JI. Jlemonpou3BoACTBO, KAKMM OHO JOJDKHO ObITH / JI. [lorpeOnas. — 2-¢
u3zl. — Xapbkos : dakrop, 2008. — 413 c.

10. ®wunarosa, 5. B. Meroaudeckue peKOMEHJAMM K CaMOCTOSTENbHOW paboTe
CTYJICHTOB HAIPaBIICHHUS TOJTOTOBKU «JlOKyMEHTOBEICHUE M apXUBOBEICHUE» 10 JUCIHILTAHE
«Opranuzanusi ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOecredyeHHsl YMNpaBiICHHs» OYHOH U
3204HOM (popM 00yUeHHS ¢ HOPMATUBHBIM CPOKOM OOYUEHUSI, OYHOM U 3a09HOU (OpM 00yUeHHUs
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AJIEKTPOHHBIH // Jlanb : 3JIEKTPOHHO-OMOIMOTEYHAS cucreMma. — URL:
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3. Kpacaun, A. C. JlokyMeHTalMOHHOE OOECTieueHHe YIpaBICHUS KaJpaMH : TPaKT.
nocobue / A. C. Kpacasun. — M. : UHOPA-M, 2003. — 191 c.

4. HNenonpousoactBo. — 2007— . — Mocksa : JlenoBeie kommyHHKaImu. — 2007—
— Beixoaur 4 paza B roa.
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13. TIPOI'PAMMHOE OBECITEYEHUE

1. Windows 7 PRO (xopriopatuBHnas nunensus JJoul'yY Ne 46484614)

2. Microsoft Office (kopnoparuBnas smuen3ust JJoul'Y Ne 46472919)

3. Microsoft Visual Studio (iunensust nporpammbl Dream Spark muis BeicInx y4eOHBIX
3aBe/IeHUN)

4. Antuupyc Kacmepckoro, Adobe Acrobat Reader, xPDF (munensun GPL, Apache,
BSD m1st cBo60HOTO MPOrpaMMHOTO OOECTICUEHUS).
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