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1. HACHHOPT ®OHJIA OIIEHOYHBIX CPEJACTB

1.1. Ob61acTh NpUMEHEHUSs

®onx ouneHounsix cpeacts (®OC) — HeoTbemiieMass dYacTh paboueit
pPOrpaMMbl  JTUCHMIUIMHBL  «/{OKyMEHTAallMOHHBIE CHCTEMBl  YOPABICHHUS» U
MpeIHa3HaYeH ISl KOHTPOJS U OLICHKM 00pa3oBaTeNIbHbIX JOCTHXKEHUU CTYIEHTOB,
OCBOMUBIIHX MPOrPAMMY JUCHUTUIUHBIL.

1.2. llesan n 3a0aum GOHAA OLIEHOYHBIX CPEJCTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKH OOY4YaromIerocs
tpeboBanusam PI'OC BO wmarucrpaTypa mo HampapieHHIO0 noArotoBku 46.04.02
JIOKyMEHTOBE/IEHHE M apXUBOBEJEHUE, YTBEPKIECHHBIM MpPUKa30M MUHHCTEPCTBA
HayKu M BbIciiero oopasoBanusi Poccuiickoit ®@enepanuu ot 29.10.2020 Ne 1345 ot
(c wu3MeHeHus MM U JomnojgHeHusiMH) U llpodeccroHanbHBIM  CTaHIAAPTOM
«Cnenuanuct Mo OpPraHU3allMOHHOMY U JOKYMEHTAallMOHHOMY OOECHeYeHUIO
yIpaBlieHUsl OpraHu3anuen», yrBepxkaeHHbM [Ipukazom MunuctepcTBa Tpyna u
COLMAIIBHOM 3a1UTHI Pocculickon ®denepanuu «O6 YTBEPKIACHUHU
npodeccronaabHoro ctangapta» ot 15 urons 2020 1. Ne 333H; [IpodeccrnonanbHbpIM
cragaaproM «CrnenuanucT MO YNpaBlIE€HUIO JOKyMEHTAIMel OpraHu3aiun,
yTBepkJaeHHbIM  [Ipukasom MuHucTtepcTBa TpyAa W COLUMAIBHOM  3aIUTHI
Poccuiickoit ®enepanun «O0 yTBepKIeHUH NMPOPECCHOHAIBHOTO cTaHAapTa» ot 10
mas 2017 1. Ne 416nH; IlpodeccuonansupiM cTangapToM «CHENHAIUCT apXuBay,
yTBepkaeHHbIM [Ipukasom MuHucrepcTBa Tpyra M COLMAJIBHONW  3aLIUTHI

Poccuiickoit ®enepanuu «O0 yTBepkaeHUN NMPodecCUOHANIBHOIO CTaHaapTa» oT 18
mapta 2021 r. Ne 140m.

1.3. IlepeuyeHb kommeTeHUMi, (GoOpMHpPYeMbIX B Mpolecce OCBOECHUsI
OCHOBHOI 00pa30BaTe/IbHOI MPOrPaMMBbI

[Ipouiecc ocBOeHMST AMCIHMIUIMHBI HAMpaBlieH Ha (HOPMHUPOBAHUE CIIEAYIONIUX
KOMIIETEHI[UI U WHJIUKATOPOB UX TOCTUKEHUS:

Ko mo ®T'OC BO | UHANKATOP J0CTHKEHHS

[TpodeccuonanpHbie

ITK-2. Crniocoben opranm3oBeBath | [1K-2.3. Opranuzyet JIESATEIIbHOCTh
JESTEIBHOCTb MOJIPA3/ICIICHUS TI0 YIIPABICHUIO | TIOApa3/ICIICHHSI 1o YIIPaBIICHUIO
JOKYMEHTaMHU JOKYMCHTAITMOHHBIMU CUCTEMaMH

1.4. Jranbl GopMUpPOBAHHA KOMIIETEHIHI M CpeICTBA OLEHUBAHMS
YPOBHA UX ¢(pOPMHUPOBAHHOCTH

N KoHTpo1bHO-0LIEHOYHbIE

Jransl popmupoBanusi komnerenuuii | Komnerenuun
cpeacrsa/ cnocod oneHuBaAHUs

Tema 1. OOmwue TpeboBanus k coctapy | I1K-2 BeicTynnenne Ha HpPakTUYECKHUX
u HAa3HA4YECHUIO OpraHU3aLMOHHO- 3aHATHUAX, YCTHBIN OIPOC
IIPaBOBBIX IOKYMEHTOB.
Tema 2. Cocras 1 HazHayeHue cuctemsl | [1K-2 BricTyruieHHe Ha NPaKTUYECKUX
HMH(OPMAIIMOHHO-CIIPAaBOYHOM 3aHATHUAX, YCTHBIN OIPOC
JOKYMEHTALIUU.
Tema 3. Opranuzanuonso- | [1K-2 BeicTynieHne Ha NpakTUYEeCKUX




pacnopsiauTenbHas yIIpaBJIeHYECKas 3aHATUSAX, YCTHBIA OIPOC
nokymenTarus (OP/T).

Tema 4. Cranpmaptmzamuss  u | [1K-2 BeIcTyIuleHHE Ha NPAaKTHYECKUX
yHU(DUKAIIS JOKYMEHTO000pOoTa 3aHATHUAX, YCTHBIHN OIpoc

Tema 5. T'ocynapctBennsie ctangapTbl Ha | [1K-2 BeIcTyluleHHE Ha NPAaKTHYECKUX
JOKYMEHTALHUIO. 3aHATHUSAX, YCTHBIA OIPOC

Tema 6. T'ocynapctBenubie cranaapTel Ha | [TK-2 BricTyruieHre Ha MPaKTUYECKHUX
JOKYMEHTALUIO. 3aHATHUAX, YCTHBIM OIIPOC

Tema 7. MexayHnapoaasie crangapthl o | [TK-2 BricTyruieHre Ha MPaKTUYECKHUX

YIPaBJICHUIO TIOKYMEHTAUEN U apXUBaMH

3aHATHUAX, YCTHBIA OIIPOC

3a pyoexom

Tema 8. Mexaynapoaasie crangaptei o | [TK-2
YIPABJICHUIO JOKYMEHTAIMEN U apXUBAMH

BeIcTyuleHHEe Ha INPAaKTHYECKUX
3aHATHUAX, YCTHBIM OIPOC

3a pyoexxomM
Texkywmas arrecranust IK-2 Kontposbhas pabota
IIpoMe:xxyTOYHAs aTTECTALUS [1K-2 DK3aMeH

1.5. Onucanue noka3areJei popMupoBaHUsA KOMIIETEHIHIA

Kox kommnereHumu PesyabTaTsl chopmMupoBaAaHHOCTH

T1K-2 3HaeT: OCHOBHBIE MPUHIMUIIBI OpraHU3alyU JIEJIONPOU3BOACTBA U
JOKYMEHTOO0OpOTa B OpraHax rocyJapcTBEHHOM BiacTu Poccuiickoit
®denepanun, opraHax rocyJapcTBEHHON BiIacTH cyOBeKTOB Poccuiickoit
®denepanun, opraHax MECTHOTO CAMOYIPABJICHHS], TOCYAAPCTBEHHBIX U
MYHUIIMTIABHBIX ~ TOPEANPHUATHAX W YUPSKICHUSX, HAydHBIX |
00pa3oBaTeNbHBIX OpraHu3alusIx, MOJINTUYECKUX MapTUsX,
0OLIECTBEHHO-TIOJUTHUYECKUX OPTaHU3alIHsIX.

YMeer: cOoCTaBATh, YYWUTHIBATh, XPAaHWUTh, 3AIUMINATE U IEPENABATh
CIIY’)KeOHYIO JOKYMEHTaLHUIO; BECTH JIEIOTIPOU3BOJICTBO u
JOKYMEHTOOOOPOT B OpraHax TOCYIapCTBEHHOW BiacTtu Poccuiickoit
denepannn, opraHax rocyJapCcTBEHHOH BiacTh CyObeKTOB Poccuiickoit
®denepannn, opraHax MECTHOTO CaMOYIPABJICHUS, FOCYAAPCTBEHHBIX U
MYHULUIIAIBHBIX ~OPEANPUATHIX M YUYPEKICHUSX, HAyYHBIX H

00pa3oBaTeIIbHBIX OpraHu3aIusx, [MOJIMTAYECKUX HapTHUsX,
0OIIIECTBEHHO-TTOJTUTHYECKIX ~OpPraHM3alusaX OOOOIIeHHsT Y4eOHOTO
Matepuasa u JIOTUYECKOTO HU3JI0KEHUS y4eOHOMH

undopmarmu. Briageer HaBblkamMu: pa3paboTKu ¥ 0QOPMIICHHS
CITy)eOHOM JOKYMEHTAIINH; BEJICHUS JIEJIOTIPOU3BOJICTBA U
JOKYMEHTOOO0OpOTa B OpraHax rocyaapcTBeHHOW BiacTu Poccuiickoit
®denepanun, opraHax rocyapcTBEHHOM BIacTH cyoObekToB Poccuiickoii
®enepannn, opraHax MECTHOTO CAMOYIPABJIEHUS, TOCYJapCTBEHHBIX U
MYHULUIAIBHBIX OPEANPUATHAX M YUYPEKIACHUAX, HAyYHBIX U
00pa3zoBaTeIIbHBIX OpraHu3alusx, MOJIMTHYECKUX MapTUsiX,
00I11eCTBEHHO-TTOJTUTHYCCKUX OPTaHU3aIUsIX.

1.6. Kpurepnu ouneHUBaHMA KOMIETEHIMA HA Ppa3HbIX JTamax Mx
(popMupoBanus

Koymyecrso
Bup yueOHoi padorsl 0a/10B
0010 300
BrinosnHenue 1 3amuTa NpakTHYecKux paboT 48 48
KonTponpHas pabota 10 10




KoHTposs camocTosITenbHOM paboThI

12

12

VY CTHBIA DK3aMeH

30

30

Bcero

100

HakonureabHasa cucrema oneHuBanud mo 100-0aabHOM HIKAJIE

YeT1oipexOaibHast
CHCTeMA OLleHMBAHUS
JK3aMeHa

100-0annbHas
IIKAJ1a

BykBennas mkaJja, coorsercrByomas 100-
0aNJILHOM mIKaJIe

Cucrema
OLICHUBaAHUSA
3a4eTa

OmmuHO 90-100

A — OTJINYHO — TEOPETHUYECKOE COTCPIKAHIE
Kypca 0OCBOCHO IMOIHOCTHIO, 6€3 MpobesoB;
HEO0O0XO0MMBIC MPAKTUYESCKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHanioM c(HOPMHUPOBAHBI;
BCE TIPEAYCMOTPEHHBIC TIPOrpaMMOn
00y4eHHsT yacOHBIC 3aJaHUs BHIMOTHCHBI,
Ka4eCTBO MX BBIMOJHEHHUS OI[CHEHO YHCIIOM
0aJ10B, OJIM3KUM K MAaKCUMAJIBHOMY

Xoporo 83-89

B — oueHb XOPOIIIO — TEOPETUYECKOE
coJliepXKaHHe Kypca OCBOCHO MOJTHOCTBIO, Oe3
npo0esoB; HeOOXOIMMbIE IPAKTHIECKUE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepUaIoM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
MpeyCMOTPEHHBIE TIPOrpaMMOi 00yUYeHHUs
yqe6H1)Ie 3alaHus BBITIOJIHCHBI, KAYCCTBO
BBITTIOJIHCHUSA 6OJ'II)I_HI/IHCTB3 N3 HUX OUCHCHO
qyCcI0M 0auIoB, OJIM3KUM K MAKCHUMAJIBHOMY

Xoporiio 75-82

C — X0pOIIO — TEOPETHYECKOE COAEPIKAHUE
Kypca OCBOEHO TOJTHOCTBIO; HEKOTOphIE
MPaKTUYCCKUEC HaBbIKU pa60T1)1 C OCBOCHHBIM
MaTtepHranoM chOpMHUPOBAHBI HEAOCTATOUHO;
BCE IIPEAYCMOTPEHHBIE IIPOrpaMMOn
o0y4yeHHs1 yaeOHbIE 3aJaHNS BBIIIOITHEHBL,
Ka4ecTBO BBIIIOJIHEHHS HU OfHOTO U3 HUX HE
OLICHEHO MHHHMAJIbHBIM YHCJIOM 0asuioB,
HEKOTOpbIE BUABI 3a1aHUI BHITIOIHEHBI C
OLINOKaMU

Y 10BIETBOPUTEIIEHO 63-74

D — ya0BIE€TBOPUTEIBHO — TEOPETHIECKOE
colepKaHne Kypca OCBOCHO YaCTHYHO, HO
1poGesIbl He HOCSAT CYIIECTBEHHOTO
XapakTepa; HeoOXOAUMBIC IPAKTHIECKUE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepPUaIOM B
OCHOBHOM C(hOPMHPOBAHBI; OOJIBIIUHCTBO
HPEAYCMOTPEHHBIX IIPOrPaMMOii 00ydeHHs
y4eOHbIX 3aaHN#1 BBIIIOJIHEHO, HEKOTOPBIE U3
BBIIOJIHCHHBIX 3aJaHHUI CONECPXKAT OLIHOKH

Y IOBIIETBOPUTEITHHO 50-62

E — mocpencTBeHHO — TEOpETHYECKOE
COZIepIKaHUE Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE MPAKTHIESCKUE HABBIKK paOOTHI HE
c(OpMHUPOBAHBI, MHOTHE MPEAYCMOTPEHHBIC
yueOHOI mporpamMmoii oOyueHus yaeOHbIe
3aJJaHUs HE BBIIOJIHEHEI JTH0O Ka4eCTBO
BBIMIOJTHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
gucIoM 0atoB, OJIU3KAM K MUHUMATBHOMY

3ayTeHo

HeynosnerBopurensHo 21-49

FX — HEeyIOBIIETBOPUTENHHO — TEOPETHUECKOE
COZIepKaHNE Kypca OCBOCHO YaCTUIHO;
HEOOXOTMMBIC TIPAKTUIECKIE HABBIKA PaOOTHI
C OCBOCHHBIM MaTepHaIoM He
c(OpPMHPOBAHEL; OOIBIIITHCTBO
MPEAYCMOTPEHHBIX YadeOHOH MporpamMmoit
o0y4eHHs yaeOHBIX 3a/IaHUI HE BHITIOITHEHO
7100 KauecTBO MX BBITIOJIHEHHUS OLIEHEHO
YHCIIOM 0alIoB, ONM3KUM K MUHUMAJIbHOMY;
TIPY JIONOJTHUTENHHO CAMOCTOSITEITbHON

He 3aureno




paboTe Ha/T MaTepHaIOM Kypca BO3ZMOXKHO
TIOBEINIICHIE KAYSCTBA BBHITIOTHEHUS YICOHBIX
3aJaHuNA

HeynosnerBoputensHo 0-20 F — HeyIOBIETBOPUTEIHHO — TEOPETUIECKOEC
coZIep)KaHue Kypca He OCBOEHO;
HEeo0X0IMMBIe MPAKTUUECKHIE HAaBBIKK pabOTHI
He c(OPMHUPOBAHBI; BCE BHITIOIHEHHBIE
y4eOHbIe 3a/IaHKs COIepIKaT rpyOble OIMOKH;
JIOTIOJIHUTEINIbHAsI CAMOCTOsITeNIbHAs paboTta
HaJl MaTeprajoM Kypca He TPUBEIET K
KaKOMY-JIN0O 3HAYMMOMY TTOBBIIIICHHIO
Ka4yecTBa BHITIOJTHEHHS Y4eOHbBIX 3aIaHUH

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEACTBA TEKYLIEro KOHTPOJIA (THIOBbIE)
Bonpock! a1t yCTHOrO onpoca:

OO6mue TpeOoBaHUS K COCTAaBYy M HA3HAYEHHIO OPraHU3alMOHHO-TPABOBBIX
nokyMeHTOB. OO1as XxapakTepuCcTHKa CUCTEMbl PaCIOPSIUTEIbHON JOKYMEHTALIMH.
TpebGoBanusi Kk colepkaHui0 U OGOPMIICHUIO PACHOPSAIUTEIBHBIX JOKYMEHTOB,
U3/1aBa€MbIX B YCJIOBHSX KOJUIeTHAIbHOCTH. [loHATHS, 0COOEHHOCTH OhOpMIICHHUS
pacnopsIuTENbHBIX JOKYMEHTOB, U3[aBa€MbIX B YCIOBHMSX €JUHOHAYAJIMS.
VYuudukanus cocraBa U opopmieHUs MPUKA30B MO JUYHOMY cocTaBy. CocTaB u
Ha3HAYeHUE CHCTEMbl MH(POPMALMOHHO-CIPABOYHOM JOKyMeHTauu. OCOOEHHOCTH
opopmieHus HHPOPMAIMOHHBIX CIPABOYHBIX JOKYMEHTOB. OpraHu3aluoHHO-
pacriopsauTenbHas ynpapieHueckas aokymentanus (OPJl). Kmaccudpuxamus OP/I.
Yuudumuposannas cuctema pokymeHtamuu (YCJD). Krnaccudukamuwo cucrem
nokymeHntanuu. Ctanaaptusanus U yHudukanus qoKkymeHToooopota. HopmaTusHo-
MeToyeckas 6a3a Jeaonpou3BoACcTBa. Y HubUKaIMI U crangapTusanus. OObeKThl
yaudukanuu. [IpaBoBsie OCHOBBI cTaHAapTH3alMU. [ 0OCy1apCTBEHHbIE CTaHIAPTHI HA
nokymeHTtanuto. CoBpeMeHHOE rocymapcrBeHHoe perynupoBanue J[OY B Poccum.
OcHoBuble monoxkenuss ['CHOY. Cucrematuszanuss W ONEPATUBHOE XpaHEHUE
JOKYMEHTOB. MeXAyHapoAHblE CTAaHAAPThl IO VYIOPABJICHUIO JOKYMEHTallMEel u
apxuBamu 3a pyoexxkoMm. Cranmaptel 1o opranusanuu CDOJl. Cranmaptsl
MeHe/pkMeHTa kadectBa. Ctanaaptel 1SO mo ynpaBieHHIO Ka4yeCTBOM MPOAYKIIHH
u ycayr cepuu 9000. Crangapt ISO 14721:2003. Crannapt ISO 15489. Cranmapt
MoReq Espomneiickoro coro3a. Cramgapr ISO/IEC 17799:2005. Crangapt
ISO/IEC 15408-99. Crangapter I1SO cepum 27000.

2.2. OuleHOYHbIE CPEICTBA VIS POMEKYTOUHOI aTTecTauuu (IK3aMeH)

Bomnpocs! 1151 MpoBeeHUsI IK3aMeHa:

1. [loHsiTve «IEIOMPOU3BOJACTBO» U «IOKYMEHTAI[MOHHOE OOecreyeHue
YOpaBICHUS».

2. Ponp nokymeHTanmoHHOTO 00ecTieYeHus B YIIPABICHUU OpraHU3aluei.

3. XapakTepucTUKa COBPEMEHHOM 3aKOHOAATEJIBHOM W  HOPMAaTUBHO-
METOUYECKON 0a3bl 1eTONPOU3BOACTBA.

4. [Tonsitue undopmanuu. TpeboBaHus, MPEbIBISIEMbIE K IPABICHYECKON

undopmanuu. MadopmanoHHbIe PECYPCHI.



S. ITouaTue noxymenra. Ponb JOKyMEeHTa B ylpaBicHUU. XapaKTePUCTHUKA
(yHKUIUN JOKYMEHTA.

6. Bunel nokymenToB. FOpuanueckas cuia 10KyMeHTA.

7. CnocoObl TOKyMEHTUPOBAHUS. DIIEKTPOHHBIN JOKYMEHT.

8. VYuudukanus u crangaptuzanus 1okymentos. OKY /1.

9. VYHuduuupoBanHas  CUCTeMa  OPTraHU3aLMOHHO-PACIIOPSIUTEIBLHOM

JOKYMEHTAIINH: XapaKTepUCTUKA, HA3HAYCHHE U COCTaB.

10. TOCT P 7.0.97-2016. O6mias xapakTepucTUKa.

11.  TlonsTus «popMynsip TOKyMEHTa» U «PEKBU3UT JOKyMeHTa». CrocoObl
pacmonoxeHuss pekBU3UTOB. [loHsTHe OnaHka JgoKkyMeHTa. Bwunabl 0iaHKoOB
JOKYMEHTOB.

12.  TpeOGoBaHusi, mnpeabsBiIsieMble K OJIaHKaM JIOKYMEHTOB. PekBU3UTHI
OnmaHka JOKyMEHTa. XapaKTePUCTHKA PEKBH3UTOB, OMPEACISIONIUX FOPUIUYECKYIO
CHITY IOKyMEHTA.

13.  PekBusuthbl, oTpaxatouge oOpabOTKYy U JBIKEHHE JOKyMEHTA.
PekBHU3UTHI conlepKkaTeIbHON YacTH JOKYMEHTA.

14.  S$I3BIK ¥ CTHIIB CITY’)KEOHBIX JIOKYMEHTOB.

15. Ha3mauenume, coctaB u oQoOpMIIEHHE OpPTraHHU3AIMOHHO-TIPABOBBIX
JTOKYMEHTOB.

16. TlonsThe nqoroBopa, €ro COCTaBICHHUE U OPOPMIICHHUE.

17.  Ha3nauenwue, cocTaB U 0()OpMIICHHE PACTIOPSIUTEIBHBIX IOKYMEHTOB.

18. IIpouemypa NOATOTOBKH PacoOpsIUTEIbHBIX TOKYMEHTOB.

19.  IIpuka3bl 10O OCHOBHOM AESTEIBLHOCTH U JIMYHOMY COCTaBY.

20. CnpaBouyHO-UH(OpPMALIMOHHBIE  JOKYMEHTHI:  Ha3HAUeHUE,  BH/IbI,
HOPSIOK pa3zpaboTKu U 0hOPMIICHUS.

21. IlpaBuna coctaBieHusi 1 0hOpMIICHUS CITY>KEOHOTO MUChMA.

22. llpaBuna cocrtaBieHuss W OG(OPMIIEHHUS CIIYXEOHOH, JOKIATHOU U
O0O0BSCHUTEIHHOM 3aITUCKH.

23. IIpoTokon Kak CHpaBOYHO-MH(POPMAIIMOHHBIH W PaCIOPSIUTEIbHBIN
JTOKYMEHT.

24.  Tlopsnmok coctaBieHus u 0hOPMIICHHUS aKTa.

25. Haznauenwue, coctaB 1 0)OpMIICHUE JTMYHBIX TOKYMEHTOB.

26. Cnyx06a JIOY, ee THMNOBBIE OpPraHU3AIMOHHBIC CTPYKTYpPBHI, MpaBa U
OTBETCTBEHHOCTb. 3afaun u pyHkuuu ciyxos JJOVY.

27.  JIomXHOCTHOW W 4YMcleHHBbIN coctaB cimyx0 JNOY. dynkuum, npasa u
OTBETCTBEHHOCTh COTPYJIHUKOB cI1yX0b1 JIOY.

28. HopwmatuBHO-MeTOmM4eckas 6a3a ciyx0nr JIOY.

29. HopwmartuBHbIC u HOPMAaTUBHO-METOANYECKHUE JOKYMEHTBHI,
PETIIAaMEHTUPYIOIINE TOPSAOK COCTaBICHUS WHCTPYKIMH IO JTOKYMEHTAIMOHHOMY
00eCneueHHI0 YIpaBICHHs OpraHu3aluu.

30. AHanu3 W opra"mu3aius J0KyMEHTOO0OpOTa.

31.  OOBeM JOKyMEHTOOOOpOTA.

32. Cucrtema ympaBieHHS JOKYMEHTAMH: XapaKTEPUCTHKAa U  JTaIlbl
BHEPCHHUSL.



33. Ilpuem, nepBuuHas oOpaOOTKa M MpPEABAPUTEIBHOE PACCMOTPEHUE
JOKYMEHTOB.
34. CornacoBaHue JOKYMEHTOB.
35. YTBepxaeHHE JOKYMEHTOB.
36. VYyer wu peructpauus J0KyMeHTOB. HMH(pOpMaLMOHHO-TIOMCKOBBIE
CUCTEMBI.
37.  KoHTpoJib UCTIOJHEHUS JOKYMEHTOB.
38. Cucrema aBromatusanuu jgenonpousBoictBa (CAJl) u cucrema
AIEKTPOHHOTO JoKyMeHToobopoTa (CO/).
39. CoBpemenHoe nporpammHuoe obecreuenue B chepe JOVY.
40. KondunenmmanpHocts uHpopmarnuu. [IpaBunma paOoTel W 3alUTHI
KOH(UACHITMATBHBIX JIOKYMEHTOB.
41.  Opranuzaiusi XpaHeHHs TOKYMEHTOB.
42. Tlonsitue «aemno». dopmupoBaHue Jei.
43. Howmenkiatypa jaei.
44. TlonroToBKa JIOKYMEHTOB K IMepe/aue B apXuB opraHuzaruu. Opranuzanus
UCIIOJIb30BaHUS APXUBHBIX JIOKYMEHTOB.
45. OOmue TpeboBaHUS K COCTaBY M HAa3HAUEHHUIO OPraHU3AIMOHHO-TIPABOBBIX
JIOKYMEHTOB.
46. O011as XapaKTepUCTUKA CUCTEMBI PACTIOPS TUTENBHON TOKYMEHTAIUH.
47. TpeboBaHMs K COJEPKAHUIO U O(POPMIICHHIO PaCTIOPAIUTEIbHBIX JOKYMEHTOB,
U3/1aBAEMbIX B YCIOBUSX KOJIJIETHATIBHOCTH.
48.Tlonsatus, ocoOeHHOCTH OGOPMIICHUS PACHOPAIUTENbHBIX JOKYMEHTOB,
U3/IaBa€MbIX B YCIOBUSX €AMHOHAYANMs. Y HU(DUKAIUSA cOCTaBa U 0POpMIICHUS
IPUKA30B I10 JINYHOMY COCTaBY.
49. Cocras u Ha3HAaYeHUE CUCTEMBI UH(GOPMAIIOHHO-CITPABOYHOU
JOKYMEHTAIIUH.
50. OcobennocT ohopmMieHNUsS HHPOPMAITMOHHBIX CITPABOYHBIX JIOKYMEHTOB.
51. OpraHu3anmOHHO-pacopsAaUTENbHAS yrpaBiieHueckass qokymenTanus (OP/I).
52. Knaccudukamus OPJI.
53. Yaudunuposannas cucrema gokymentanuu (YCJ).
54. Knaccudukaruio CuCTeM JOKyMEHTAIUH.
55. Cranmaprtuzanus v yHU(HUKAIUs JOKYMEHTO000pOTa.
56. HopmaTuBHO-MeTOIMYECKas 6a3a IeI0MpOrU3BOICTBA.
57. YHudukamus u cTanIapTH3aImsl.
58. OOBeKTHI yHU(DUKAIIH.
59. [IpaBOBBIE OCHOBBI CTAaHJAPTHU3ALINH.
60. ['ocymapcTBeHHbIE CTaHIAPTHI HA TOKYMEHTAIIHUIO.
61. CoBpeMeHHOe rocyaapcTBenHoe peryinupoBanue [JOY B Poccun.
62. OcuoBHbIC TonoxeHus ['CIIOY.
63. CucremaTH3alysi 1 ONepaTUBHOE XpaHEHUE TOKYMEHTOB.
64. MexxnyHapoaHble CTAHAAPTHI MO YIPABICHUIO TOKYMEHTAIIUEN U apXUBaMH 32
pyoexom.
65. Crangaptel nmo opranuzauuu CO/I.
66. CTaHmapThl MEHEIXMEHTAa KayeCTBa.



67. Crannaptel 1SO mo ympaBiaeHHIO KaueCTBOM HNPOAYKIMU U YCIYI CEpHUH
9000.

68. Ctannapt 1SO 14721:2003. Cranaapt SO 15489.

69. Crangapt MoReq Espomneiickoro coro3a. Cranmapt ISO/IEC 17799:2005.

70. Cranmapt ISO/IEC 15408-99. Cranmapter 1SO cepun 27000.



