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PaGouass mporpamMma y4ueOHOM MAWCIMIUIMHEI SIBISETCS YacThIO OCHOBHOM
npodeccrHoHaIbHON 00pa3oBaTeNbHON INpOrpaMMBl UL IOATOTOBKH MAarucTpPOB
10 HampaBleHHIo MoArotoBkd 46.04.02 JloxyMeHTOBeeHUE U apXHBOBEIECHHE,
IpOrpaMMBbl ~ MarucTpaTypbl JlOKyMEHTaI[MOHHbIE CHCTEMBl U  apXHUBBl B
roCyJJapCTBEHHOW CHCTEMeE YIIpaBIIEHUSI OYHOH U 3209HOM (PopM 0OydeHHUS.

PaGouass mporpamMMa y4eOHOM IUCLUIUIMHBI pa3paboTaHa B COOTBETCTBUHU
¢ ®I'0C BO - MarucTpaTypsl 1o HaIpaBIeHUIO MTOATOTOBKHU
46.04.02 JloxyMeHTOBEIeHE U  apXUBOBEIEHHE, YTBEPXKAEHHBIM IPHUKa30M
MpunuctepcTBa HayKd M BbIcmiero oOpasoBanus Poccuiickolt ®@eneparun
ot 29 oxTs16pst 2020r. Ne 1345 (¢ u3MEHEHMSMU U JOIIOJIHEHHUSIMH);
ITpodeccuonanpupiM  cramapToM «CHenpaniucT 1O  OpraHW3alMOHHOMY W
JOKyMEHTAlIMOHHOMY OOECIIEUECHUIO YIpPaBIEHUs] OpraHu3aIfel», yTBEep)KIeHHBIM
[Tpuxazom MuHucTepcTBa TpyJda M coluaibHOM 3amuThel Poccuiickoit Menepanuu
«O06 yTBepXIeHUH NpodecCHOHANBHOTro cranaapta» oT 15 wmions 2020 r. Ne 333m;
IIpodeccuonanpupiM craHgapToM «CHENHUaIUCT O YIPaBICHUIO JOKYMEHTaMH
opraHu3anun», yTBep)KIeHHbIM Ilpukazom MuHHcTEpCTBA TpyAa M COLHAIBLHOM
sammTel  Poccuiickoit ®@epmepamyu  «O0  yTBEpXKIEHUH HPOQECCHOHAIBHOTO
crangapta» ot 27 amperst 2023 r. Ne 4211.

COCTABUTEJIN:

KaHIuIaT  IICUXOJOTMYECKMX  HayK, CTapmMii  IpemnojaBaTenb  Kadeapsl
nokymeHntoBeneHuss u apxuBoBelneHus OI'BOY BO «JIITIY» Epmam Hatames
HukomnaeBna

VTBepkIeHa Ha 3acelaHuy Kadeaphl JOKYMEHTOBEICHHUS U apXUBOBEICHHS
[TpoTokoin oT «_ 74 » 202L 1. Ne F
3aBenyromui kadenpoi

JIOKyMEHTOBEICHHSI ¥ apXUBOBEICHHUS /7 1/1 Vapuenko 10.B.

Onobpena Ha 3acefaHuM y4eOHO-METOIUYECKOH KoMmuccuu MHCTUTYTa HCTOpHH,
MEXK/IyHapOIHbIX OTHOIIEHUH U COLIMANIBHO-IIOUTHIECKUX HayK

IIpoToKOI OT « 73 » 20 ZL 1. Ne 5~

[Ipencenarens yueOHO-MePOIUUECKOU

Komuccuu MHCTUTYTa UCTOPHH,

MEX[yHapOJHBIX OTHOIIEHUH

Y COLIMAJIbHO-TIOTUTHYECKUX HayK AxunmeBa W.I1.

COT'JTACOBAHO:

Hupextop [lenaprameHTa 00pa3oBaHuUs (// 1 Cagenkos B.B.



1. Hean u 3aga4n y4eOHOM TMCHMIIJIMHBI

Llenp ocBoeHMs yueOHOW AMCUMIIMHBI «YTIPaBICHHE TOKYMEHTAMH» OOECIEUUTh
0o0Oy4aroluxcsi TEOPETUYECKUMHU 3HAHMSIMU M TMPAKTHYECKHUMH HaBbIKAMU B 00JIacTH
NESTENIbHOCTH, BKIIOUarouieil B ce0st 3(PQPeKkTUBHBIH U CUCTEMATHYECKHH KOHTPOJIb
CO3/71aHusl, MOMYYEeHHs, COXPAHEHUs, UCTIOIb30BaHusI U 0TOOpa (mepeaaun) TOKYMEHTOB, B
TOM 4YHCJIE€ TpPOILECChl BKIIOUEHUS B CHUCTEMY M coxpaHeHus (B (opme JOKYMEHTOB)
JI0Ka3aTeNbCTB U MH(POPMALIUU O JIEJIOBOM U YIIPABICHUECKON AESITEIbHOCTH OPraHU3aI|H.

3agauu: yCcBOEHHME CTpaTeruil ynpaBJieHHUs JOKyYMEHTaMH, KOTOpPble€ OCHOBBIBAETCS
Ha pa3pabOTKe M MPHUHATUU OCHOBHBIX OPraHM3alMOHHBIX MOJOXKEHUH, HarpaBICHUM
pPa3BUTHSI U CTaHIAPTOB, MPOLEAYP M MPAKTUKU, a TAKKe NPOEKTUPOBAHUHU U BHEIPEHUU
CUCTEM YIPABJICHHUS JOKYMEHTAaMH B COOTBETCTBHUM C MOTPEOHOCTSIMU OpTraHU3alMKM U
TpeOOBaHUSMU HOPMATHUBHBIX MPABOBBIX AKTOB.

2. Mecto nucuumninnsl B cTtpykrype OIIOII

VYyeOHast qUCHUIUIMHA «YTpaBlieHuEe JOKYMEHTaMMW» BXOJUT B 4acTh, POpMUpPYyEMYIO
YYaCTHUKaMH 00pa30BaTENbHbIX OTHOMIEHWH JUCHMUIUIMH TOJITOTOBKH CTYJEHTOB IO
HarpaByieHnio oaAroToBku 46.04.02 JIokyMeHTOBEICHHE U apXHUBOBEICHHE.

Heo0xo1mMbIMH yCTIOBUSIMU AJ1s1 OCBOCHHS YUEOHOM AUCIMIUTUHBI SIBIISIFOTCS:

3HAHMS: 3aKOHOJATENIbHBIX, HOPMATUBHO-METOJMYECKMX AaKTOB B  00JacTu
JOKYMEHTallMOHHOTO 00OecreyeHus] yIpaBJIeHHs] JOKYMEHTaMH, OCHOBHBIE HampaBlICHUS
pa3BUTHSI HTHPOPMAIIMOHHBIX TEXHOJIOTUN B 00JIACTH YIIpaBJICHUs JTOKYMEHTaMHU;

YMEHUA: CO34aBaTh, HWCIIOJIb30BaTh M XPAHUTh JOKYMEHTbl B OpraHU3alUsAX U
apxuBax; pa3pabaTbiBaTb HOPMATUBHBIE aKThl [0 YIPAaBJICHUIO JOKYMEHTaMH B
OpraHu3aluu;

HaBbIKM: paboTaTh € KOMIUIEKCHOM NporpaMMoil ympaBieHUst JOKYMEHTaMu
OpraHu3aly, CTPATErUsIMU BHEIPEHUS IOKYMEHTHBIX CUCTEM.

ConepxaHve JOUCUUIUIMHBI SBJSETCA JIOTMYECKUM IPOJOJKEHUEM COJEpIKaHUs

JUCIHHUITINH <<HOKYM6HT3HHOHHI)IG CHUCTCMBI YIPABJICHUA, «FOC}/I[apCTBeHHOC
PETYJIINPOBAHUC JOKYMCHTAIIMOHHOI'O obecrieueHus YIIPABJICHUA WM aAPXUBHOI'O ACJIa» U
CIIYyKUT OCHOBOM JIJISI TaJIbHEMIIIEro OCBOSHUS IUCIUTLINH «HpaBOBBIe OCHOBBI YIIPAaBJICHHUA
,Z[OKYMeHTaHI/IefI n apXxuBaMHu 3a py6e>1<0M», «I[OKYMGHT&I_II/IOHHOG obOecrieyeHue
JACATCIIBHOCTHU FOCYI[apCTBeHHOﬁ CUCTCMBI YIIPABJICHUA).

3. IlepevyeHb MJIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHs MO JUCHHILINHE (MOIYJIIO),
COOTHECEHHBIX ¢ HHAUKATOPAMH JOCTHKEHUS KOMIIeTeHIIUi

Kox mo ®I'OC BO \ HNHaukaTop 1OCTHKEHNS | Pe3ysnbTaTnl 00yUeHHs N0 JUCHMILIUHE
[TpodeccuonanpHbIC
TIK-2.1. Crocoben | 3Haer: OCHOBHBIE TIPUHITUTIBI
aspabaTeiBaTh W BHEAPATH | OpraHu3anud | KIIMOHUPOBAHUS
[1K-2 Cnocoben pasp P P I bynxu P
JIOKAJbHBIE HOPMAaTHUBHBIE | CUCTEMBI JOKYMEHTAI[MOHHOTO
OpraHU30BbIBaTh
eSITEBHOCTD aKkThl B OOJIACTH YMpaBleHUs | oOecrieueHus ypaBlIeHus;
JOKYMEHTaMU OpraHu3aluu YMeer: MPUMEHATH 3¢ deKTUBHbBIE
MO PA3AEIICHUS IO
ABJICHIIO [IK-2.2. CrnocoOeH | MeToAbl  YNpaBi€HHUs B Ipolecce
Zgi CHTAMI OpraHu30BaTh JACSITENBHOCTh | (YHKIMOHUPOBAHUS JOKYMEHTOO0OPOTA;
M MO Apa3ACIICHUS 10 | ONTUMU3ZUPOBATH COCTAB JIOKYMEHTOB B
YIPABJICHUIO JOKYMEHTaMHU COOTBETCTBUU C LEISIMA M 3aJadaMu




[1IK-2.3. Perynupyer OpraHu3aunuy, pa3pabarbIBaTh u

COBEPLICHCTBOBAHNE yYTBEP)KIaTh YHU(DUIIUPOBAHHBIE (DOPMBI
CHCTEMBI yIIPaBIICHUS JIOKYMEHTOB, UCTIOJIB3yEeMBIX B
JOKYMEHTAaMH OpraHu3allii | OpraHu3aluH.
Bunaneer: HaBBIKAMU PYKOBOJACTBA
ciyx001 JOKYMEHTAIIMOHHOTO
obecrnieyeHus yIIpaBJICHUS B
OpraHu3anusix Pas3INYHOTO

IOPUUYECKOTO  CTaTyca,  MacmiTada,
OTpacjeBOM HANPaBIECHHOCTH; HAaBBIKAMU

OIpEaEIEHUS uesnen u 3a7a4
MO Ipa3IeICHUI JIOKYMEHTAILMOHHOTO
oOecrieueHUs]  yNpaBIICHUS,  OICHKU

3p(HEKTUBHOCTH U DKOHOMUYHOCTH
paboThl  CIyXOBl JOKYMEHTAI[MOHHOTO
obecrieueHust yIpaBJeHUsS, KOHTPOJS WU
MIPOTHO3UPOBAHUS nporecca
OCYIIECTBIICHUSI  JOKYMEHTAI[MOHHOTO
obecreyeHyst yrnpaBJIeHHs

4. CTpyKTYpa ¥ coep:KaHue Y4eOHOM TUCUMIIIMHBI
4.1. O6beM yuyeOHOW TUCHUNIMHBI U BUAbI Y4eOHOH padoThI

O06beM 4acoB / 3a4eTHBIX
. eTMHHIT
Bua yueOHo# padboThl Ounast 3a0unan
dhopma dbopma
OO01ast TPY/I0€MKOCTh THCHUTLTHHbI 108 (3 108 (3
3a4. efl.) 3a4. efl.)
Obs13aTesqibHAsE ayAUTOPHAsI HArpy3Ka (BCero 4acoB), B TOM 36 14
qucie:
Jlexkun 12 6
CeMUHAPCKH 3aHSTHS — -
[TpakTrueckue 3aHATHS 24 8
JlaGopaTopHbie pabOTHI — —
Kypcosas paboTa / KypcOBOM MPOEKT — —
Hpyrue  ¢Gopmbl  opraHuzanmum  y4eOHOro  Ipolecca - -
(KOHTPOJIbHBIC paboThI, WHIUBUTyaJIbHbIC 3aHATHS,
KOHCYJIbTAIlMH U JIP.)
CamocrosiTesibHas padoTa CTy/JAeHTa (BCero 4acoB) 45 85
KonTtposib 27 9
dopma aTTecraryu IK3aMEH IK3aMEH

4.2. Conepxxanue pa3jiesioB yueOHOM TUCHUILINHBI
Tema 1. IIpuHsAiTHE OCHOBHBIX OPraHM3alMOHHBIX  IOJIOKEHHH,

HANpaBJICHUN Pa3BUTHS U CTAHAAPTOB B c(pepe yNnpaBJIeHUSA JOKYMEHTAMH
CymHOCT,  TOHSATUS ~ YNpaBICHUS  JOKyMEHTamMH. B3auMocBs3b €O

CIENYIONIMMHU JUCIUIUTMHAMH: YIPABICHUE JTOKYMEHTOOOOPOTOM, YIpaBIECHUE

0azamMu  3HAHWHW, ymOpaBileHuWe  WHPOpMaANMEN,  YIOpaBICHHE  apXUBaAMHU.

Tepmunonorunyeckue nmpodseMsl chepsl padboThl ¢ fokyMeHTamu. HopmatuBHas 6a3a



JEIONPOU3BOICTBA U APXUBHOTO JIEa

Tema 2. PacnpenesieHue 0OTBETCTBEHHOCTH M MOJTHOMOYHA M0 YIIPABJICHUIO
AOKYMEHTAMH B OPraHU3 AU

Cuctembl nokymeHTanuu. CucreMa oUIIMAIBHBIX JOKYMEHTOB. JKU3HEHHBIN
LUK JOKYMEHTa U JOKYMEHTOOOOpOT. YmpaBiieHHWE apXuBHbIM nenoM. Cucrema
APXUBHBIX YUPEKICHUIN. ITarbl OLITOBAaHUS APXUBHOTO TOKYMEHTaAMU

Tema 3. IlIpeasocraBiieHHe YCJIYI, OTHOCHAIIUXCH K YINPABJICHUIO
AOKYMEHTAMH M UCII0JIb30BAHMIO JOKYMEHTOB

3agauu, pemaemble CYJl. Crangaptei Ha CVY/[. Perynupyroomas cpena
nokyMeHTOB. [IpeumymiectBa ymnpaBieHHsi JOKyMeHTaMH. [lonuTuka yrpaBiieHUS
nokymeHTamMu. OTBETCTBEHHOCTh M TIOJHOMOYHMSI B OOJIaCTH  YNpPaBJICHUS
JTOKYMEHTaMHU

Tema 4. [IpoekTUpPOBaHHE M AAMHHHCTPUPOBAHUE CNIENUAIUIUPOBAHHBIX
CHCTEM JIJISl YIPABJIEHUA TOKYMEHTAMH

[TpunIUTIBI pazpaboTKu porpamMm yIpaBJICHUS JIOKYMEHTaMH.
XapakTepucTUKU JOKYMEHTA. Crparerus yIpaBJICHUS JIOKYMEHTaMH.
XapakTepuCTUKM  JIOKYMEHTHBIX  CHUCTEM.  MeTojoyorusi  NPOEKTUPOBAHUS
JOKYMEHTHBIX CUCTEM

Tema 5. DJeKTpPOHHBI  JOKYMEHT B  CHCTeMe  YyIPaBJICHHSA
HHG(OPMAIMOHHBIM 001ECTBOM

VYrpaBneHne JOKyMEHTaMH KaK 3JEMEHT CHUCTEMbl MEHEKMEHTa KauyecTBa
oprannzanuu. CoBpeMeHHass  TEXHOJIOTHS  YNpaBJIEHUS  JOKYMEHTAMH U
MH(GOPMAIIMOHHBIE CUCTEMBI

Tema 6. IIponeccyl ynpapjaeHusi JOKYMEeHTAMHU

OkcnepTu3a THUCHMEHHON WHGOpMAIMKM, TOAJEKAIIeH BKIOYCHHUIO B
NOKYMEHTHYIO cucteMy. CpoKH XpaHEHHUsI TOKYMEHTOB B JOKYMEHTHOM CHCTEME.
[{enp BKIIOUEHUS JOKYMEHTOB B CUCTEMY. XpPaHEHHWE HOKYMEHTOB Ha HOCHUTEISX.
Joctyn K pQokyMeHTaM U peryiupyroomas cpena. [Ipoueccel perucrpanuu B
TOKyMEHTHOU cucteMe. Kiaccudukanus neioBod JeATEIBHOCTH IO YIPaBICHUIO
NOKyMeHTaMHu. KOHTpOJIb IBUKEHUSI U UCIIOJIb30BAHUS TOKYMEHTOB B JOKYMEHTHOM
cucTeMe. DJIEKTPOHHBIA JOKYMEHT: TEOPHs U MPAKTUKA MPUMEHEHUS. DIEKTPOHHBIM
JOKYMEHT B CHCTEME YIpaBjieHUs HWHPOpMAMOHHBIM obmecTBoM. Ot1Oop
nepegaya JIOKYMEHTOB Ha XpaHeHue. [IpuHuunsl mpu QpU3NUYECKOM YHHYTOKEHHUH
TO0KyMeHTOB. OO053aHHOCTH M TOJHOMOYHS B O0JACTH YIPABICHHUS TOKYMEHTaMU
Pa3NMYHBIX TPYNI COTPYAHHUKOB opraHu3auu. DyHKIUH CHCTEMBI YHPABICHUS

NOKyMeHTaMH. TpebOoBaHUsI K CUCTEME yHpaBieHUs AoKymMeHTaMu. COCTaBISIONINE



CTPpAaTCruu BHCAPCHUSA AOKYMCHTHBIX CHCTCM. MOHI/ITOpI/IHF H ayauT JOKYMCHTHBIX

cucteM. [IporpaMmmbl oOydeHHs B 001aCTH yIIpaBieHUs JOKYMEHTAMHU

4.3. Jlekunu
Ne O0bem yacoB
u/n HaumeHoBaHue TeMbl Ounas | 3aounas
dpopma dpopma
1 cemectp / 6 TpUMeECTp
1. | lIpuHATHE OCHOBHBIX OPraHU3ALMOHHBIX MOJIOKEHNUN, HAIIPABICHUN 2
pa3BUTHSI U CTAHAAPTOB B chepe ynpaBieHUs: JOKYMEHTaMHU 5
2. | Pacripenenenue oTBETCTBEHHOCTH U MOJHOMOYMH IO YIPaBICHHUIO 2
JJOKYMEHTaMU B OpraHU3aliu
1 cemectp / 7 TpuMeECTp
3. | llpenocraBnenne  yciayr,  OTHOCALIMXCA K  YIPAaBJIEHUIO 2
JJOKYMEHTaMU U HCTI0JIb30BaHMIO IOKYMEHTOB 9
4. | IlpoexktupoBanue, BHEJ[pEHUE u aJMMHHCTPUPOBAHUE 2
CHeIMaIM3UPOBAHHBIX CUCTEM JJISl YIIPABJICHUS JOKYMEHTaMH1
5. | OnexTpoHHbIN JOKYMEHT B CUCTEME yIIpaBJICHUS 2
nH(OPMaLMOHHBIM 00IIECTBOM 2
6. | IIpomecch yrpaBieHus: JOKyMEHTaAMHA 2
Hroro 12 6
4.4, llpakTnyeckue / cCeMUHAPCKHE 3aHSITUSA
Ne O0beM yacoB
HaumeHoBaHMe TeMBbI Ounas | 3aounas
n/n
dopma dopma
1 cemectp /7 TpumecTp
1. | I[IpuHsATHE OCHOBHBIX OPraHU3ALMOHHBIX MOJIOKECHHM, HampaBICHHI 4
pa3BUTHSI U CTAHAAPTOB B cepe ynpapieHUs: JOKYMEHTaM1 9
2. | Pacripenenenrie OTBETCTBEHHOCTH U TOJHOMOYHUI MO YHpPaBIECHHUIO 4
JOKYMEHTaMU B OpraHU3aliu
3. | IlpenocraBneHue yciyr, OTHOCSIIUXCS K YIPABICHUIO JOKYMEHTAMH U 4
WCI0JIb30BAHUIO TJOKYMEHTOB 5
4. | IlpoexktupoBanue, BHEJPEHUE u aJIMUHHCTPUPOBAHUE 4
CHEIMAM3UPOBAHHBIX CUCTEM JJISl YIIPABJICHUS JOKYMEHTaMU
5. | DnekTpoHHBIH TOKYMEHT B CHUCTEME YIpaBJICHUS HHPOPMAIOHHBIM 4 2
00IIECTBOM
6. | IIporeccol yrpaBieHus JOKyMEHTAMH 12 2
Hroro: 24 8
4.5. JlabopaTopHble pad0ThI Y4eOHBIM IIJIAHOM He NPe1yCMOTPEeHbI
4.6. CamocrosiTesibHasi paboTa CTy/IEHTOB
No Bun O0BneM yacosB
u/n HaunmenoBanue pa3aesia / TeMbl camocrosaTeJbHON | OuHas | 3aouHast
padoThI ¢popma | ¢opma
1 cemectp /6-7 TpumMecTp
1. | lpunsatue OCHOBHBIX OpraHU3aIMOHHBIX
MIOJIOKCHUM, ~ HAlpaBJICHUHW  pa3BUTHA WU Hoxroroska K 8 20
CTaHJIapTOB B cpepe ynpaBieHus: JOKYMEHTaAMH JKsaMery
2. | Pactipenenenue OTBETCTBEHHOCTHU u | Hanmcanue 8 13




MOJIHOMOYHMH IO YIPaBJICHUIO JOKyMEHTaMH B | pedepara
OpraHu3aluu
3. | llpenocraBnenue  yciayr, OTHOCALIUXCA K Hamcare
YUPABICHHIO JOKYMEHTAMHA ¥ HCHONESOBAHEIO | |\ 0w 8 13
JJOKYMEHTOB
4. | IlpoextupoBanue, BHEApPECHUE u | [logroroska k
aJIMMHHUCTPUPOBAHUE CHEUAIN3UPOBAHHBIX | IPAKTUYECKON 7 13
CUCTEM JUIsl YIPaBJIEHUS JOKYMEHTAMHU pabote
5 DNEKTPOHHBIN TOKYMEHT B CUCTEME YIIPABIICHUS HonroTosxa x
IPAKTHYECKON 7 13
MHGOPMAIIMOHHBIM 00IIIECTBOM
pabote
6. IToaroroBka x
[Ipoueccel ynpaBieHHs] JOKYMEHTaMHU MPAKTUYECKOU 7 13
pabote
Hroro: 45 85

4.7. KypcoBbie padoThl / IPOEKThI Y4eOHBIM IIJIAHOM He MPexyCMOTPEHBI

5. MeToauueckoe obecrnevyeHue, 00pa3oBaTejibHbIE TEXHOJIOTUH
[IpenogaBanne yuyeOHON MUCIUILIMHBI BEAETCS C MPUMEHEHHEM CJICIYIOIINX
BUJIOB 00pa30BaATEIbHBIX TEXHOJIOTHI:

Hngopmayuonnvle MexXHON0UU: UCIOJIb30BAHHE AJIEKTPOHHBIX
0o0pa3oBaTeIbHBIX  PECYpPCOB  (DJEKTPOHHBIA  KOHCIEKT, pPa3MEIICHHBIA  BO
BHYTPEHHEW CE€TH) MPH MOATOTOBKE K JIEKITUSAM, TPAKTUUECKUM 3aHITHSIM.

Paboma 6 oodunouxe: camocrtosiTenibHasi padoTa CTYACHTOB NPU MOJTOTOBKE K
NPAKTUYECKUM 3aHITHIM, HalucaHue pedepara u JoKIaa.

6. ®opMBbI KOHTPOJIAA OCBOEHUS YUEOHOM TMCIIUTIUHBI

Texymas arrectauus CTYAEHTOB IMPOU3BOAMUTCS B JHUCKPETHBIE BPEMEHHbBIC
MHTEPBAJIBI TMPENOJAaBaTEIeM, BEIYIIETO MPAKTUYECKHEe 3aHATUS 10 Yy4eOHOU
JTUCIUIUIMHE B CIEAYIOMINX (popmax:

— NUCbMEHHBIE TOMAIIIHHUE 3a]IaHHUS;

— BBITMIOJTHEHUE CAMOCTOSITEIIbHBIX MTPAKTUYECKUX padoT;

— KOHTPOJIbHBIC pabOTHI;

— HanMcaHue pedepara.

Texymuii KOHTPOJIb OCYHIECTBISIETCS B XOJ€ Y4YeOHOro rmporecca W
KOHCYJIbTUPDOBAHUSL CTYAECHTOB, II0 PpPE3yJbTaTaM BBIIIOJIHEHUS CaMOCTOSTEIbHBIX
pabot. OcHOBHBIMH (pOPMaMU TEKYIIETO KOHTPOJISI 3HAHHUM SIBIISIOTCS :

— 00CyXJIeHHE BRIHECCHHBIX B TIJIaHAX MPAKTHUYECKUX 3aHATUN BOIIPOCOB TEM H
KOHTPOJIBHBIX BOIPOCOB;

— BBINIOJIHEHUE KOHTPOJIBHBIX 3aJJaHU U 00CYKJIEHHE Pe3yJIbTaTOB;

— 00CYXKIeHUS 3aKOHOIaTEIbHBIX, TPABOBHIX 1 HOPMATHUBHBIX aKTOB;

— A3y4E€HUE TEOPETUUECKOTO MaTepHaa;

— JVCLUIUIMHBI Ha JICKIUSX C UCIIOJIb30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTUH;

— CaMOCTOATENBHOE HM3YYEHHE TEOPETHUYECKOrO MaTepralia JUCLUIUIMHBL C
ucnois3oBaHueM Internet-pecypcoB, HUHPOPMAIIMOHHBIX 0a3, METOJIMYECKUX




pa3paboToK, crienuaibHOM yueOHOM U HAy4YHOH JIUTEepaTyphl.

OreHka 3HaHUI CTYIEHTOB OCYILECTBISETCS B 0auiax ¢ yueToM:

— OIEHKM 3a paboTy B cemecTpe/Tpumectpe (OIEHKH 3a BBINOJHEHHE
KOHTPOJIbHBIX 33JIaHUH, y9acTUs B JUCKYCCUU HA MPAKTUISCKUX 3aHIATHUAX U JIP.);

— BEJICHUE 3aIlrceil BO BpEMS JICKIIMH, TPOPaOOTKa JIEKIIHiA;

— OLICHKM 3HaHUM B XOJI€ DK3aMEHa.

[IpoMeXyTOUHBI KOHTPOJb TIO pe3ylbTaTaM OCBOSHHUS JAHCIUILIHHBI
MPOXOANT B (pOpME YCTHOTO IK3aMEHA.

Cucrema olleHMBaHUS yUeOHBIX JOCTIKEHUN CTYJCHTOB, OIICHOYHBIE CPEJICTBA

npejacTaBieHbl B (OHIE OILIEHOYHBIX CPEICTB K paboued mporpaMme ydeOHOM
JTUCHIUTUIMHE (IPUITIOKEHUN).

7. Y4eOHO-MeTOANYeCKOe U MPOrpaMMHO-HH(OPMALIHOHHOE o0ecmeyeHue
AUCUMILTHHBI

@) OCHOBHAs TUMepamypa.:

1.TOCT P HUCO 15489-1-2019. HammonanpHblii cTanmapt Poccuiickoit
@®enepanuu. Cucrema craHgaproB 1o uHpopmanuu, OuOIMOTEYHOMY U
u3narenbckomy aeny. Mupopmanus u gokymMeHTanus. YTpaBieHUE JTOKYMEHTaMHU.
Yacte 1. Tlonsatus u npuHmMnbl  [DIeKTpoHHBIH pecypc] : (yrB. Ilpuxazom
Poccranpapra ot  26.03.2019  Ne 101-cT). —  Pexum  poctyna:
http://www.consultant.ru/document/cons_doc_LAW _329486/.

2. YopaBieHue JOKyMEHTaMH B HHUPPOBOH sKoHOMHUKE. Opranuzanus,
pernmamenTanus, peanm3anus / M. B. Jlapun, H. I'. CypoBuesa, E. B. TepenTtbeBa, B.
®. AnkoBas ; mox pemakumert M. B. Jlapuna. — 2-e usn. — M. : Poccuiickumii
TrOCYJapCTBEHHBIM TyYMaHMTapHbIM yHHBepcuteT, 2022. — 246 c. — Tekcr
anekTpoHHbIH // [ludpoBoii oOpazoatenbHbIil pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/124690.html — Pexum goctyma: Uit aBTOPHU3HP.
II0JIb30BaTENEH

0) OononnumenvHas Iumepamypa:

1. bapuun A.B. YnpaineHue NOKyMeHTaMU [DIEKTPOHHBIN pecypc]. Pexum
JOCTYyTIA: http://center-yf.ru/data/Buhgalteru/upravlenie-dokumentami.php,
CBOOOTHBIIA.

2. benoyc E.C. TepmuHonornueckoe HaMMeHOBaHUE cdepbl paboOThl C
JOKYMEHTaMH: OT JEJIOMPOU3BOJICTBA K ympasienuto nokymenrtanueii / E.C. benoyc
// Bectauk Bonrorpaackoro rocymapctBeHHoro uHctutyta. — 2013, Ne 2. — C. 139—
143.

3. bubnuorpaduueckuii ykazarenab HaydHbIX TpynoB M.B.Jlapuna. — M., OOO
HIIO
«Y Huxkunrckux Bopor», 2007. — 40 c.

4. TOCT P7.0.101-2018/MCO 30301:2011. Cucrema cTaHIApTOB IO
uHdopmary, OMOIMOTEYHOMY W  W3JaTeNbckoMmy neny. HWudbopmamus u
nokymeHTtanus. Cuctemsl ynpapienus gokymentamu. TpedoBanus (ISO 30301:2011,
Information and documentation. Management system for records. Requirements,


https://www.iprbookshop.ru/124690.html

IDT), yrB. npuka3zom denepanbHOro areHTCTBA MO TEXHUYECKOMY PEryJIUPOBAHUIO U
Metposioruu ot 30 ssuBaps 2018 r. Ne 34-cr.

5. 3apyOeXHbI  OMBIT  yOpPABICHUS  JAJICKTPOHHBIMU  JOKYMEHTaMU U
OpraHu3alyy X apXUBHOTO XpaHeHHWs. AHamuTuueckuil o63op. — M., BHUNIA/,
Pyk-np aBT. xomt., 2014. — 388 c.

6. Kopuees W.K. VYmnpasnenne noxkymentamu [Tekct] : yueOHUK /
N. K. Kopuees, A. B. Ilmenko, B. A. Mamypues. — M. : THOPA-M, 2009. —
299 c.

7. Jlapun M. B. DnextpoHHble 10KyMeHTHI B ynpasienuu / M.B. Jlapun, O.1.
PrickoB. — M.: BHUMIAL, 2008. — 208 c.

8. Jlapun M.B. VYmpaBnenue [pokyMeHTauuen: Teopusi M TpakTUKa /
M.B. Jlapun // lenonpousBoactso. — 2001. — Ne 1. — C.67-74.

9. OcHOBHBIC  HampaBJCHUS, PE3YJbTaThl U  MEPCIEKTUBBI  HAYYHBIX
UCCJIEJIOBAaHUIN 1O MpoOieMaM JTOKYMEHTOBEJCHUS U apXuBoBejeHus B Poccuiickoii
®enepanuu (1991-2015 rr.). Pyk-16 aBt.komt1. — M., BHUWUJIA/L, 2016. — 416 c.

10. Pa3paboTka HOpPMATHUBHBIX JOKYMEHTOB IO JIOKYMEHTAI[MOHHOMY
obecnieueHuto opranuzanuu. / Pyk-np aBt. koyut. — M.: BHUNIAL, 2007. — 246 c.

11. CoxoBa A.H. PexoMmeHpganuu 0O HCHOJIB30BaHWIO HarmoHanbHOrO
cragaapra ['OCT P UCO 15489-1-2007 «Cucrema ctaHaapToB 1Mo HHGOPMAIINH,
OMOJMOTEYHOMY U H3JATEIbCKOMY Jely. YTpaBieHue [aokyMeHTamu. OOmue
TpeboBaHus» B  poccuiickom  nenmompoms3Bojactee /  A.H. CokoBa //
HenonpousoactBo. — 2008. — Ne 2. — C.34-39. [DnekrponHbiii pecypc]. Pexum
nocryma: http://krasnodar.cataloxy.ru/firms/www.baltika.ru.htm

12. YnpaBnenue AOKyMeHTaMH. TepMHHBI U OIpeAeNieHUus: CjioBapb /
BHUMUIOAL; pyk. temsl M.B. Jlapun; otrB. ucnond. B.®. SHkoBas; HCHOJH.
M.B. benbnoBa, A.FO. UykosenkoB, B./[. banactokeBuu, M.JI. T'aBnuH,
B.M. XKurynos, B.C. Uputukosa, B.C. Munranes, B.. Tuxonos, I'.A. I'pores,
A.IL. Imutpuena, A.A. ITonenko. — M., 2013. — 116 c.

13. Ynpasnenue noxkymentamu: yueOnuk / MI.K. Kopuees, A.B. Ilmenko. — M.:
NH®PA-M, 2009. — 300 c.

14. YupaBneHnue OOKyMeHTaluend B opraHuzauusax. — M.: Hayunas kHwura,
2002. — 286 c.

15. YnpaBnenue nokyMeHTaleld ¥ HOBble MH(OPMAIMOHHBIC TEXHOJIOTHH. —
M.: Hayunas knura, 1998. — 136 c.

16. DnexTpoHHBIE JOKYMEHTHI B yIipaBieHnH. HayuHo-meTonuueckoe mocooue
/ M.B.JIlapun, O.N. PrickoB; 2-uznanue, nonoimaeaHoe. BHUMJIAL. — M., UT1O «Y
Huxkutckux Bopot», 2008. — 208 c.

8) Hnmepnem-pecypcol:

http://www.iprbookshop.ru — Direkrporno-6ubaroTeuHast cuctema IPRbooks;

http://www.biblioclub.ru — YauBepcurerckas 6udmmoreka online;

http://www.gdm.ru — I'mipaus Ynpapisromux JJokyMeHTanuex;
http://www.vniidad.ru — Bcepoccmiickuii HUWUU  noxymeHTOBEIACHUS |
apXUBHOTO Jena


http://www.iprbookshop.ru/

http://lecm-journal.ru/  ECM-Journal.ru — Baxnoe 00 3JEKTPOHHOM
JTIOKyMEHTO000pOTE, OM3HEC-NPOoIIeccax U B3aUMOJICUCTBUU
http:// www.library.ru — Madopmarmonno-crpaBounsiii moptan LIBRARY.RU

8. MarepuajibHO-TeXHUYECKOe o0ecnevyeHre JUCHUIIUHbI

OcBoeHue  y4eOHOW  JUCIUIUIMHBI  TIPEAINONaraeT  MCIOJb30BaHUE
aKaJIeMUYECKUX ayJUTOPUHA, COOTBETCTBYIOIIMX JCHCTBYIOIIMM CaHUTAPHBIM U
MIPOTHUBOIIOKAPHBIM TIPABUJIAM M HOPMaM.

[Ipouee: paboyee MecTO mMpenoaaBaTeNis, OCHAIICHHOE KOMITBIOTEPOM C
noctyrnoM B MHTEpHET.

AynuTopHOE OCHAIleHWe: JIeKIHOHHAs ayAauTopusi, pabodee MecTo
npernofaBaTeNsi, OCHAIIEHHOE KOMIBIOTEpOM, paboune MecTa CTYACHTOB,
KaHIEJSIPCKOE OCHAI[EHUE y4eOHOro mpoIiecca.

JIeKIIMOHHBIE ~ 3aHATHS:  MYJIbTUMEIUWHAS ~ ayJAUTOPHUSA:  KOMIIBIOTED
MYJIBTUMENA C TPUKIATHBIM MPOTPAMMHBIM OCHAIICHHEM: MPOCKTOpP, KOJOHKH,
nporpaMma Jis MpOCMOTpa BHUAEO (ailioB, cMCTeMa BHUICOMOHTaXa, TEIEBU30D,
AJICKTPOHHBIC MPE3EHTALMH 110 TeMaM JUCITUTLINHBI.

[TpakTrdeckre 3aHATHS: KOMITBIOTEPHBIN KJIacc, MPE3CHTAIMOHHAS TEXHHUKA.

[IperogaBanre  y4yeOHOW  JUCIUILIMHBI  TPEAyCMAaTPHBAET  JOCTYI
o0yJarmnmxcss K D3JIEKTPOHHO-OubanoreunsiM cuctemam JIITIY (25eKTpOHHBIM
OmbnmoTekaM) M K DJIEKTPOHHOM WHQOpMAIMOHHO-00pa30BaTeIbHON cpelie
YHUBEpPCUTETA, KOTOpasi 0OecreyrMBaeT BO3MOXHOCTH JOCTyIa OOydYaroIuxcs K
MH(GOPMALIMOHHO- KOMMYHHUKAalIMOHHOMU ceTn «UHTepHeTY.



9. JIucT DONMOJTHEeHUH U M3MEeHEeHN

n/n

Jlara
BHeECEHH S
n3MeHeHus /
JIOTOJTHEH U s

OcHoBaHue

Conep:xanue u3MeHeHUs!
/ nomoIHeHus

Jluna, noATBepKAAIOIIHE
H3MeHeHne / JOmoJIHeHne

3aBenyromuii JdupexTtop /
kadeapou JeKaH
(®nO0, (PHUO,
MOJNNCH) MOJNNCH)




