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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieanb 1 3aaa4u JUCHUILIMHBI
I_ICJ'II: AUCHUIUIMHBI — HM3YYCHUC MCTOJOB M TCXHOJIOTUH YIPABJIICHHUA ANOKYMCHTAMH B

OpraHu3alusax, a TaKKe HaIpPaBJICHUN COBEPILICHCTBOBAHUSA JACIONPOU3BOACTBA U YIPABICHUS

AOKYMCHTaAaMHU B COBPCMCHHBLIX OpraHu3aluiax C HOPUMCHCHHUEM HOBBIX I/IH(bOpMaI_[I/IOHHBIX

TEXHOJIOTHIL.

Banaqﬂ AUCHUIUIMHBL COCTOAT B CICAYIOIICM:

- H3YYUTb COBPEMCHHLIC MCTObL OGCJIC,Z[OBaHI/IH opranusanuyv, MCTOJAblI aHAJIM3a

ACIIOMPOU3BOACTBA MW YHPABJICHUA HNOKYMCHTAMHU B OpraHu3allid W STallbl

OPTTIPOEKTHBIX padoT;

- IPOAHAIM3UPOBATh COBPEMEHHBIE HOPMATUBHBIE IIPABOBbIE AKTHI, 4 TAK)KE HOPMATUBHO-

MCTOAUYCCKUC JTOKYMCHTEI,

PEryJIUPYIOIIHE BOIPOCHI

ACIIOMMPOU3BOACTBA U YIPABJICHUSA

JOKYMEHTaMH, paCCMOTPETh CIEIM(PHUKY UX PUMEHEHUS B OPraHU3aIHIX;

- UI3YUUTb COBPCMCHHBIC HAIIPABJICHUS COBCPIICHCTBOBAHUA YIIPABJIICHUSA JOKYMCHTAMU B

OpraHusanuiax.

Jucuumrza (MOynb) HarpaBiieHa Ha (JOPMHUPOBAHUE CIEAYIONINX KOMIIETECHIIUI

1.2 Hepequb MJIAHUPYEMBIX peE3yJIbTaToB oﬁyqumI o IMCHHMIIINHE,
COOTHCCCHHBIX ¢ HHAUKATOPAMH JOCTHKCHHUSA KOMHeTeHHHﬁ

Komnerennus
(KOst M HaMEHOBaHME)

WNHaukaTopbl KOMIIETEH U
(Koz1 M HaMEHOBAHNE)

Pe3ynbraTel 00ydeHus

TIK-1. Bnageer HaBBIKaMU
pa3paboTKu ¥ BHEPEHHUS
JIOKQJIbHBIX HOPMATHBHBIX
AKTOB M0 JIOKYMEHTAIIUOHHOM Y
00€ecIeueHNIO yIpaBIICHNS B
OpraHHU3aIUsIX Pa3IUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX
¢dbopm u popM COOCTBEHHOCTH,
rOCYIapCTBEHHBIX OpraHax u
OpraHax MECTHOTO
CaMOYIIPaBJICHHS

IK-1.1. [IpumensieT 3HaHUS CTPYKTYPHI
rOCYIApCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYIIpaBJICHUS,
OpraHM3ali Pa3INIHbIX Gopm
COOCTBEHHOCTH; HOPMaTHBHBIX U
MIPaBOBBIX aKTOB B cepe
JIOKyMEHTAI[HOHHOTO 00eCIIeYeHNs
YIOpaBJIEHUs; BUAOBOTO COCTAB
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB IO
JIOKyMEHTAI[HOHHOMY 00€cTIedeHHIO
YIIpaBIIeHUs IPH Pa3pabOTKe JIOKATBHBIX
HOPMAaTHBHBIX aKTOB

3HATh: CTPYKTYPY FOCYAaPCTBEHHBIX
OpraHoB, OPraHOB MECTHOTO
CaMOYIPaBIICHHUS, OPTraHU3AIMHN Pa3THIHBIX
(hopM COOCTBEHHOCTH, HOPMATHBHO-
MPaBOBbIC aKThI B chepe
JIOKYMEHTAI[HOHHOTO 00eCIIeUeHNUS
YIIpaBJIeHHs

YMeTh: aHaIU3UPOBATh MPABOBLIC AKTHI B
cdepe TOKYMEHTAMOHHOT'O 00ECIICYCHHSI
YIPABIICHUSI U BBISBISITH BUIOBOM COCTAB
00sI3aTeNBbHBIX JIOKATBHBIX HOPMATHBHBIX
aKTOB

Briajgers: HaBbIKAMU [TPUMEHEHUS
00I1erocy1apCTBEHHBIX HOPM B cepe
JIOKYMEHTAI[HOHHOTO 00ECIICUCHNUS
YIPaBJICHUSI IPH Pa3pabOTKeE JTOKATBHBIX
HOPMATHBHBIX AKTOB

[1K-1.2. PazpabatsiBacT Ha OCHOBE
JIECTBYIOIUX NIPABOBBIX AKTOB
JIOKAJIbHBIE HOPMATHBHBIE AKTHI 1O
JIOKYM EHTAI[IOHHOMY 00€CTIedEHHIO
YIpaBIICHUS

3HaTh: IpaBmIIa pa3padOTKH JOKAIBHBIX
HOPMAaTHBHBIX aKTOB, UX CTPYKTYPY U
coJiep KaHue

YMets: pa3pabaTeIBaTh JTOKAIBHBIE
HOPMaTHBHBIE aKTHI B cepe

JIOKYM EHTAI[IOHHOT'0 00€CTIeYeHNUS
YIIPaBJICHUSI B COOTBETCTBHH C
JICWCTBYIOIUMH IIPABOBBIMH aKT
Biraners: HaBBIKAMH MOATOTOBKH IIPOEKTOB
JIOKAJIbHBIX HOPMATHBHBIX aKTOB, UX
COTJIACOBAHUSI U YTBEPK/ICHHS

I1K-1.3. BHeapsieT u akTyanusupyer

3HATh: NOPAAOK BBCJICHHS B ﬂeﬁCTBHG

IIPOBEICHUS




JIOKQJIbHBIE HOPMATHUBHBIX AKThI MO
JIOKYMEHTAI[HOHHOMY 00eCTieueHHIO
YIIPaBJICHUSI B TOCYIAPCTBEHHBIX
opraHax, opraHax MECTHOTO
CaMOYMpPaBIICHUS] U OPTraHU3AIHSAX
Pa3IMYHBIX OPraHU3AIUOHHO-IPABOBBIX
¢dbopm u popM coOCTBEHHOCTH

JIOKQJIbHBIX HOPMATHBHBIX AKTOB 10
JIOKYMEHTAI[HOHHOMY 00€CTeueHHIO
YIIPaBJICHUSI B TOCYIAPCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYITPABJICHHS U
OpraHU3aIUsIX Pa3ITUYHBIX
OpraHU3aIMOHHO-IPABOBBIX (hOPM U PopM
COOCTBEHHOCTH

YMeTh: BHEAPATH TOKAILHBIC
HOPMATHBHBIC aKThI

Biiajgers: HaBbIKAMU repepabOTKU U
AKTyaJIN3alMH1 JIOKAJTbHBIX HOPMATHBHBIX
AKTOB

[IK-2. CiocoGen opranu3oBaTh
U OCYLIECTBIIATh
JOKYMEHTalIMOHHO®
obecrieueHre ynpaBIeHUS B
OpraHU3aLUsIX PA3THIHBIX
OpraHU3alMOHHO-IIPABOBBIX
¢dbopm u popM COOCTBEHHOCTH,
rOCyJapCTBEHHBIX OpraHax
OpraHax MEeCTHOTO
CaMOyYTPAaBIICHUSI

IIK-2.1. IIpuMensieT TeopeTUIecKue
3HaHUSA B cepe JOKYMEHTALIOHHOTO
obecrieueHns ynpaBiIeHHs B
MIPAKTUYECKOH NEATENbHOCTH

3HaTh: TEOPETHYECKUE OCHOBEI
JOKYMEHTAI[HOHHOT'0 00eCIIeYeHHUS
VIpaBICHHS

YMeTbh: NPUMEHSATH TEOPETHYCSCKUE 3HAHUS
NIPY OPraHU3alUK JOKYMEHTAMOHHOTO
obecrieueHns! ynpaBIeHHs

Bnazgets: MmeTononorueit
JIOKYMEHTAI[HOHHOT'0 00eCTIeYeHHS
yIpaBICHHs

IIK-2.2. OpranusyeT 10KyM€EHTaLlHOHHOE
obecrieueHre ynpasIieHUS B
OPraHU3aLUsIX PA3THIHBIX
OpraHU3alMOHHO-TIPABOBBIX (OPM H
(hopM cOOCTBEHHOCTH, TOCYAaPCTBEHHBIX
OpraHax M opraHax MecTHOT'O
CaMOYIIpaBICHHS]

3HaTh: 0COOCHHOCTH IIOCTAHOBKH
JOKYMEHTAI[MOHHOT'O 00eCIICUeHUSI
VIIPABJICHHUS B OPTaHU3ALMAX PA3IUYHBIX
OpraHU3alHOHHO-IIPABOBBIX (hOpM U Gopm
COOCTBEHHOCTH, TOCYIAPCTBEHHBIX OPraHax
W OpraHax MECTHOTO CaMOYyIPaBIICHHS
YMeTb: OpraHH30BaTh JOKYMEHTAMOHHOE
obecreueHre B OpraHU3alHsAX PA3IHIHBIX
OpraHU3alHOHHO-IIPABOBBIX (hOpM U GopM
COOCTBEHHOCTH, TOCYIAPCTBEHHBIX OPraHax
W OpraHax MECTHOTO CaMOYIpaBIICHHS
YIpaBICHHS

BiaseTs: HaBBIKaMH COBEPIICHCTBOBAHUS
CHCTEMBI JOKYMEHTAL[HOHHOTO
obecrieueHns! ynpaBIeHHs

[1K-2.3. Bemonnsier paboty no
JIOKyMEHTAI[HOHHOMY 00€cTIedeHHIO
YIIPaBJICHYECKUX IPOLIECCOB B
OpraHU3aLUSIX PA3THIHBIX
OpraHU3alMOHHO-TIPABOBBIX (OPM H
(hopM COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax M OpraHax MECTHOT'O
CaMOYIIPaBICHHS]

3HaTh: cocTaB (QYHKIMH CIYKO

JIOKYM EHTAI[IOHHOT'0 00€eCIIeYCHUS
VIpaBICHHS

YMeTh: ocymecTBIsATh padoTy 1Mo
JIOKYM EHTAI[HIOHHOMY 00€CTIedEeHHIO
YIIPaBICHYECKUX MPOIIECCOB

Biasets: HaBBIKaMH JJOKYMEHTUPOBAHUSI
YIIPaBICHYECKUX MPOLECCOB U pabOTHI
JOKYMEHTAI[MEH B OpraHU3alHsax
Pa3IUYHBIX OPraHU3aHOHHO-TIPABOBBIX
¢dbopm u hopM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpPraHax W OpraHax
MECTHOT'O CaMOYITPABJICHHSI

T1K-4. Bnageer 3HaHUSAMU
COBPEMEHHBIX
WHPOPMAIMOHHBIX CUCTEM U
HABBIKAMHY ITPOSKTHPOBAHUS U
BHEJIPCHUS CUCTEM
AJIEKTPOHHOTO
JIOKyMEHTO0000pOTa B
OpraHU3aIuu

I1K-4.1. [IpumensieT 3HaHuE
COBPEMEHHBIX HH()OPMAIIMOHHBIX
CUCTEM, CHCTEM DJIEKTPOHHOT' O
JIOKYMEHTO000pOTa, IIPAaBOBEIX aKTOB B
cdepe yrpapieHus HHPOpPMALUEH U
JIOKyMEHTalUe! B MPAKTUIECKON
EeSITCIbHOCTH

3HaTh: COBpEMEHHBIE HH(POPMAIMOHHBIE
CUCTEMBI, CUCTEMBI DJIEKTPOHHOTO
JIOKyMEHTO0000pOTa, TPaBOBOE
perynupoBanue cepsl ynpaBIeHHs
nHpopmanuen 1 JOKyMeHTaeH
YMeTh: IpUMEHSTh 3HaHNE HOPMATUBHO-
NIPaBOBOH 0a3bl B chepe ynpaBiIeHHs
nHpOpPMANUEH U JOKYMEHTAIUEH B
MPAKTUIECKOH EATENbHOCTH

Brraners: HaBbIKaMy BEIOOpa HEOOX OMMBIX
TEXHOJIOTUYECKUI pelIeHHi B IIpoLecce
yrpaBiieHus! ”HpopMarme u




JIOKyMEHTaluen

I1K-4.2. IIprMeHsieT METO0IOTHIO
OpPraHU3alMOHHOI0 IPOEKTUPOBAHHUS IIPH
aHAJIN3€E CUCTEMBI JOKYMEHTALMOHHOIO
obecrieueHust yIpaBIeHHs B OpraHU3aluH

3HaTh: METOOJIOTMUECKUE OCHOBEI
MIOCTPOECHHUS YIIPABICHUYECKUX CUCTEM U
CHCTEeM JIOKyMEHTAI[IOHHOTI'0 00eCIIey eHHU S
YIIpaBJICHHS

YMeTb: NpUMEHSTh Pa3INYHbIE
METOAOJIOIMYECKHE OIXObI IPU
IIPOEKTUPOBAHUU CUCTEM

JIOKYM EHTAI[IOHHOT'0 00€CIIeYCHUS
YIIpaBJICHHS

Brraners: HaBBIKaMU aHaIHM3a U
OpPraHU3aMOHHOTIO IPOEKTUPOBAHUS
CHCTEM JJOKyMEHTAI[IOHHOT0 00ecCIIey eHHU S
YITpaBJICHHS

I1K-4.3. YuacTByeT B IPOEKTUPOBAHUU U
BHEJIPEHUH CHCTEM DJIEKTPOHHOTO
JIOKyMEHTO0000pOTa B OpraHU3aluH

3HATh: paBujia 1 METOAOJIOTUICCKUC
NMOAXOAbI K MTPOCKTUPOBAHNUIO CUCTEM
QJICKTPOHHOT'O I[OKyMeHTOO60pOTa

VMmerts: BHCAPATH CUCTCMBbI DJICKTPOHHOT'O
,HOKyMeHTOO60pOTa

BJ'IaﬂeTBZ HaBBLIKAMH BBISBIICHHUS HauOoee
OIITUMAJIBHBIX HOKa3aTeJI€I\/’I, HGO6XOHI/IMBIX
JUTA IDOCKTUPOBAHUS U HaCT‘pOfIKI/I CUCTEM
QJICKTPOHHOI'O I[OKyMeHTOO60pOTa

IIK-10 Cnocoben
OCYIIECTBIIATH
OpraHHU3aLHOHHOE U
METOMYECKOE COMPOBOXKICHNE
udpoBoit TpanchopMann
JIOKyMEHTHPOBAaHHBIX cep
JIeSITeIFHOCTH OpTaHU3aIiu

[1K-10.1. Pa3pabaTpIBaeT J0KaIEHBIE
HOPMAaTHBHBIE aKThl U METOJUYECKHE
JIOKYMEHTHI IT0 00€CTIEYeHHIO IU(PPOBOI
TpaHcdopMannyu JOKyMEHTHPOBAHHBIX
cdep IeaTeNbHOCTH OpraHu3aIni

3HaTh: COCTAB JIOKATBHBIX HOPMATHBHBIX
aKTOB, PETYIHPYIOLINX IPUMEHEHHE
mndpoBsIx TexHonorui B chepe JOY
YMets: pa3pabaThIBaTh JIOKAIbHBIC
HOPMATHBHBIE aKThI, PETYIHPYIOIIIE
MIpUMEHEeHNE U(PPOBLIX TEXHOIOTHI B
chepe 10Y

Brraners: HaBBIKaMH MOBBIIIICHHS

3¢ PEKTUBHOCTH ISSITENEHOCTH HA OCHOBE
TIPUMEHEHHS JIOKAIBHBIX HOPMATHBHBIX
aKTOB, PETYIHPYIONINX IU(PPOBYIO
TpaHcdopManuio T0KyMEeHTHPOBAHHBIX
cep eITebHOCTH OpraHn3aIun

I1K-10.2 Pa3pabaTbIBaeT CTpaTETHIO U
KJIFOUeBbIe MoKa3zarenu 3 dexTuBHOCTH
IpoLeccoB nU(poBoi TpaHchOpMaIH
JIOKyMEHTHPOBAaHHBIX chep
JIeSITENbHOCTA OpraHU3aLUi

3HAaTh: KIIOYEBEIC MTOKA3aTEIH

3¢ (EKTHBHOCTH ITPOIIECCOB IU(POBOI
TparchopMaIyy JOKYMEHTHP OBAaHHBIX
cdep AeATeNbHOCTH OpraHu3aIui
YMeTh: IPUMEHATH KITFOUEBBIC TOKA3aTEIH
3¢ (EKTHBHOCTH MPOIIECCOB MUDPOBOU
TpaHchopMaIu JOKyMEHTHP OBaHHBIX
cdep AeATEIEHOCTH OpraHu3aIuil B
MIPAKTUIECKOH IETETFHOCTH
Brnanmers: HaBBIKaMU MOICUETA

3¢ (EKTHBHOCTH ITPOIECCOB IU(POBOI
TparchopMaIyy JOKYMEHTUP OBAaHHBIX
cdep AeATeNBHOCTH OpraHu3aIui

IIK-10.30cymecTBigeT KOHTPOIb 32
COOJTI0/ICHNEM KOPPEKTHOCTH
NPUMCHEHHUS BUAOB dJICKTPOHHBIX
MOATKCEH B IOKYMEHTUPOBAaHHBIX
cdepax IesITeNbHOCTH OpraHU3aIuN

3HATh: MOPSIIOK IPUMEHEHHUS PA3ITMIHBIX
BHJIOB DJICKTPOHHOM ITOMIICH B paMKax
obecrieueHns TOKYMEHTHPOBAHHBIX chepax
JIESITETFHOCTHA OpPTaHU3aIUH

VMers: obecrieunBaTh 0€30MaCHOCTD
MIPUMEHCHHUS PA3IMIHBIX BUIOB
AJIEKTPOHHOH ITOAITMCH B paMKaX
obecrieueHHs TOKYMEHTHPOBAHHBIX chepax
JIESITETFHOCTHA OpPTaHU3aIUH

Brnanmers: HaBEIKAMU KOPPEKTHOTO
MIPUMEHCHUS BUIOB JICKTPOHHBIX
oJHceH B JOKYMCHTHPOBAHHEIX cepax
JIESITETTFHOCTH OPTaHU3aIUH




[1K-10.4 OuennBaer ypoBeHb IU(POBOI
Tpancdopmanuy JOKyMEeHTO000pOTa
OpraHU3alUK U BHOCHUT MPENTI0KEHUS IO
€r0 COBEPIIEHCTBOBAHUIO

3HaTh: YpoBHU IN(PPOBOI TpaHchopMau
JOKYMEHTO000pOoTa

YMeTh: peai30BbIBATh TPOCKTHI
rdpoBoit TpaHchopmMay
JOKYMEHTO000pOoTa

Biraners: HaBBIKAMH COBEPIICHCTBOBAHMS
JIOKyMEHTO0000pOoTa C IPUMEHEHHUEM
U(POBBIX TEXHOIOTHH

IK-10.5®opmynupyer
(YHKIIMOHATBHEIC TPEOOBAHUS K
CHCTeMaM 3JIEKTPOHHOTO
JIOKyMEHTO0000pOoTa P UX BEIOOpE U
BHEJIPEHUY B OpTaHU3AINN

3naTh: PYHKIMOHAIEHBIE TPEOOBAHMS K
CHUCTEMaM 3JIEKTPOHHOIO
JOKYMEHTO000pOoTa

YMets: hopMynrupoBaTh GyHKIIHOHATIHHBIE
TpeOOBaHMS K CUCTEMaM JIEKTPOHHOTO
JOKYMEHTO000pOoTa

Brraners: HaBbIKaMy BHEJPEHNUS CHCTEM
3JIEKTPOHHOI'0 JOKYMEHT0000pOoTa B
OpaHU3aNIUIX

IK-11

CriocobeH IpUMEHSTh HayqHbIE
METO/IBI TSI OpTaHNU3aINN
JIOKYMEHTALIUOHHOTO
obecrieueHns! yIpaBIICHHs C
HCIOJIE30BAaHUEM
nH(pOpManOHHBIX TEXHOJIOTHH

IK-11.11InaHupyeT U OCYILECTBISIET
JIOKYMEHTHPOBAHHE YIIPABJICHUYECKOM
JIeSITENbHOCTY OPraHU3allui Ha OCHOBE
Hay4YHO-000CHOBAHHBIX KPUTEPHEB

3HaTh: HAY4YHBIE OCHOBBI
JIOKYMEHTHUPOBAHUS YIPABIEHYECKON
JIeSITENbHOCTH

YMeTb: NIPUMEHSTh TEOPETHUECKUE U
Hay4JHBIC 3HaHUS PU B paMKax
COBEPILLICHCTBOBAHUS JOKYMEHTHPOBAHHUS
YIpaBIEHUYECKOHN JEATENbHOCTH
Brraners: HaBBIKaMU YHUDUKALIIH U
(hopManu3anuy JOKyMEHTOB

IK-11.2 [TnanupyeT U OCYILECTBISAET
JIOKyMEHTOO0OOPOT B OpraHU3aINH C
COOJTI0/ICHUEM TTPUHIINTIOB
PalrOHAIIBHOTO B CHUS IOKYMEHTOB

3HATh: MPUHIUIIBI OpraHru3alun
HOKyMeHTOO60pOTa 1 HAaYYHBIC ITOAXO/bI K
€Tro aHaJIN3y

Ymers: OIITUMHU3UPOBATH
HOKyMeHTOO60pOT Ha OCHOBC
COBPCMCHHBIX MCTOAHK

BJ'Ia,HeTI)Z HAaBbIKAMU TVIAHUPOBAHUA U
COBCPHICHCTBOBAHUA ,HOKyMeHTOO60pOTa

[IK-11.3 Ipennaraer npuHUUIBI
OpraHM3aLK PAOOTHI CITYXKOBI
JIOKyMEHTAI[HOHHOTO 00eCIIeYeHNS
YIIpaBJICHHUS HA OCHOBE COBPEMEHHBIX
Hay4YHBIX 3HAHUH

3HaTh: HAyYHBIC TPUHIMAIBI IPABUIBHON
OpraHM3alMH YIPABIEHUYECKOT0 TpyIa
YMeTh: BHEAPATh METOAMKHI
COBepIIEHCTBOBAaHUS paboTsl ciryx6 10Y
Brraners: HaBBIKAMU OpraHU3aINH
nestenbHOCTH CITy k051 JIOY Ha ocHOBe
COBPEMEHHBIX JOCTW)KEHUH HAYKH U
TEXHHUKH

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IibHOM

JucuuiuimHa

JTOKYMEHTaMHU B

00pa3oBaTeNbHBIX OTHOIICHUH.

NMporpaMMmbl
(Mogynp) «MeToauKa COBEpPUIEHCTBOBAHHS CUCTEMBI  YIIPABJICHHUS
OpraHu3alusax» OTHOCUTCI K 4YacTH, (QopMHUpyeMOH y4dacTHUKaMHU

Jlis OcBOEHHS JMCUUILTUHBI (MOJYJNsl) HEOOXOMUMBI 3HAHUS, YMEHUS U BIIAJCHHS,
chOpMHUPOBAHHBIE B XOJI€¢ M3YYCHHS CICAYIONIMX AUCHUIUIMH ¥ MPOXOXKICHUS MPAKTHK:
«lokymeHnToBeneHne», «OpraHuzanus W TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOecTeueHus
ynpaBneHus», «KagpoBoe nemompousBoAcTBO», «OpraHuzanus pabOTel ¢ OOpanieHUsIMU

rpaxnaany», « THpopMalMOHHbIE TEXHOJIOTHH B JOKYMEHTAIHOHHOM OOECIIEYCHUN YIIPABICHUS,



«Opraiu3aoHHbIE OCHOBBI CTAaHAAPTH3AIMHU JOKYMEHTAIIMOHHOTO 00ECIIeYeHHs YIIPaBJICHUS B
Poccuu u 3a pydexom».

B pesynbprare OCBOEHUS IUCHMIUIMHBI (MOAyis) (OPMHUPYIOTCS 3HAHUS, YMEHUS U
BJIQJICHUsI, HEOOXOJUMBIC ISl M3YYEHHs CICIYIOIIUX AUCHUIUINH M TPOXOXKICHHUS MPAKTUK:
NPOEKTHAsl NPaKTUKa, MPEeIIUIIIOMHAs MPAaKTHUKA, «YTpaBleHUE TOKYMEHTAaMH B CHCTEMax
ANIEKTPOHHOTO JIOKYMEHTOO0OpOTa», «ABTOMAaTH3MPOBAHHBIE CHUCTEMBI IOKYMEHTAIIHOHHOTO

oOecrieyeHus yrpaBICHU.

2 Crpykrypa JTUCUMILIMHBI

OO01mas Tpy10eMKOCTh TUCIUTUTHHEI cocTaBisieT 3 3.e., 108 4.

CTpyKTypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00ydeHUsI

OO0beM IUCUMIUIMHBI B ()OpMe KOHTAKTHOM palbOThl OOYYAIOUIUXCS C MEAarorH4ecCKUuMHU
paOOTHHUKAMU M (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K pean3aiii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexuun 24
2 Cemunapsbl/mabopaTopHbIe pabOThI 36
Bcero: 60

O0BbeM AUCHIUTITUHBI B POPME CAMOCTOATEIbHON pabOThI 00YUAIOIIUXCS COCTABIISACT 48
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI A5l 04HO-3204HOI (GopMBbI 00yUeHHst

OO0beM IuCHHMIUIUHBI B ()OpME KOHTAKTHON paboThl OOyYaromuXcsl ¢ MeJarormyecKuMH
pabOTHUKAMU M (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K pean3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexumn 16
2 Cemunapsl/mabopaTopHble pabOThI 20
Bcero: 36

O0beM AUCIHUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIIUXCS COCTABIISET 72
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUNJIMHBI 1J15 3209H0 (OpMBbI 00yUeHHsI

O0beM muCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYeCKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa30BaTeIbHOMN MpOorpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YI€OHBIX 3aHSATHH:



Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexnuu 12
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bcero: 28

O0beM AUCIUTITUHBI B OPME CaMOCTOATETbHON paboThl 00yUarommxces cocrapiser 80

AKaACMHUYCCKHUX YaCOB.

3 Copepxanve TUCHUIIHHBI

Ne | HaumeHoBaHue pasaesia Coaepxanne
AU CHMILIHHBI

1 Beenenue [lonsaTus “I1enonpon3BOACTBO” u
ba3oBrble 3Tanbl NpoBeaeHUs “yIpaBiieHHE JOKyMEHTaMH~  Ha COBPEMEHHOM
OPrIpoeKTHBIX PadoT 1o JTarne. I'ocynapcTBeHHbIE CTaHJAPTHI
COBEPLICHCTBOBAHUIO npodeccuoHaNbHBIE  CTaHAAPTBI B 00JIACTH
yIpaBJIeHHs JIOKYMEHTAMH yIpaBJICHUS TOKYMEHTAMHU
Metoasl NPEANPOCKTHOI 0 KoMmnekcHplii ¥ JIOKaJbHBI  MPOEKT
o0ciie10BaHusA OpraHM3anuy, | paluOHAJILHON OpraHMu3ald JOKYMEHTALHOHHOI'O
MeTOABbI aHaJIN3a u | o0ecriedenus. CocTtaB OprupoeKTa: U3ydeHue 3amad
NMPOEKTHPOBAHUS OpraHu3alluM, CTPYKTYpbI, MITATOB, cIyx0bl IOV,
AOKYMEHTAIHOHHOI' 0 JIOKaJIbHBIX HOpPMaTHUBHBIX aKTOB u
olecreyeHNns ynpaBjieHHsA OpPraHM3alMOHHBIX JOKYMEHTOB, OIPEAEIAIOUINX

paboty ciuyx0b JIOY, mopsiaka COCTaBICHUS U
odopmiteHHs JOKYMEHTOB, OpraHu3aluu
JOKYMEHTOOOOpOTa,  TEXHOJOTHMH  PabOTHI  C
JTOKYMEHTaMH, OpPraHU3alui XpPaHEHUS JOKYMEHTOB.
OnwucarenvHas (aHamUTHYECKast), Tpaduyeckas u
TabIMuHas 4acTH OPITIPOEKTOB; pacuer
HSKOHOMHUYECKOH 3(P(PEeKTUBHOCTH MpeararaeMbIx
MeponpusaTUi.  BHeapeHue - KOMIUIEKCHBIX U
JIOKAITBHBIX MIPOEKTOB OpraHu3aluu
JOKYMEHTAI[MOHHOTO 00ecreueHus! yInpaBiIeHUs Ha
0a3e HOBEHIIMX TEXHOJOTHI, BEIOOP MPOrPaMMHOTO
oOecrieueHHs.

OTansl IpoBEIEHUS OPIIPOEKTHBIX padoT 1Mo

COBEpILIEHCTBOBAHUIO JOKYMEHTALMOHHOTO
oOecrieueHus yIIpaBJICHHUS: IIPEAIIPOEKTHOE
o0cre10BaHueE; COCTaBJIECHUE TEXHUUYECKOTO
3aJlaHMs; JIETaIbHOE o0cienoBaHue

JOKYMEHTAI[MOHHOTO O0ECIeYeHusl  YIpaBJICHUS;
BBISIBJICHHE HEJOCTAaTKOB B JIOKYMEHTAI[HOHHOM
o0ecrieueHNH YIIPABIICHUS; pas3paboTka
HarpaBJICHUN COBEPIICHCTBOBAHMUS
JOKYMEHTAI[MOHHOTO O0ECIeYeHusl  YIpaBJICHUS;
pacyer >KOHOMHMYECKOW 3((PEKTUBHOCTU MPOEKTa;

BHEJIPCHUE IIPOEKTa palMoOHAIU3aluu
JOKYMEHTAI[MOHHOTO O00eCreueHus! YIpaBJICHUS B
OpraHu3aluy.

MeToabl IpeAnpoOeKTHOTO 00CIeJOBaHUS: U3yUEHUE




JTOKYMEHTOB uccieyeMon OpraHu3aluu
(BBISIBJICHHE U aHAJIU3 YUPEIUTEIbHBIX TOKYMEHTOB,
aHaJM3 OpPraHU3alMOHHBIX JOKYMEHTOB, BBISBICHHUE
U aHAIN3 YHU(PUIUPOBAHHBIX GOPM U TpadapeTHHIX
TEKCTOB JOKYMEHTOB, aHAJIM3 PA3JIMYHBIX CHCTEM
JOKYMEHTAIlMN U BUJOB JOKYMEHTOB, CO3/1aBaE€MbIX

B OpraHM3aIun); METOIbI HaOIrI01eHUS
(mermocpencTBeHHOE — HabmopeHue,  ¢ororpadus
pabGouero nus, camodotorpadus paboyero Hs,
XPOHOMETPAX); METO/IbI ornpoca
(MHTEpBBIOMPOBAHUE U AHKETUPOBAHUE).

Mertonap! aHanusa pe3yabTaToB
o0ce0BaHUs: METO KJIaccu(pUKauu
(cucremaruzaiyun) MaTepuasoB; METOJ

COIMOCTABJICHUSI WJIM CpPABHEHHUS; TpaduyuecKue Hu
MaTEMAaTHYECKUE METO b

Pasznen 2. CoBpemeHHbBIE Pernamenranus JEJIONIPOU3BOICTBA B
HOpPMATHBHbIE€ TPaBOBbIe aKThl, | peepaibHBIX  3aKOHAX W Kojekcax PO,
peryjaupyrouue Bonpocsl | [locranoBnenusx IIpaBurenscTBa P®;
AeJIONMPOU3BOACTBA U YNIPABJIEHHUS | perIaMeHTalusl JeJIONPOU3BOACTBA B HOPMATUBHBIX
AOKYMEHTaMH, 00513aTeJbHOCTH | IIPABOBBIX aKTax benepanabHBIX OpraHoB
X NPUMEHEHHUs] B COBPEMEHHBIX | MCIIOJHUTEILHON BIACTH

OpraHM3anusx

Paznen 3. AHaJIN3 JTOKAJIBHBIX
HOPMATHBHBIX AKTOB H
perjiaMeHTHbIX JOKYMEHTOB 0
JOY, MeToguka ux
COBEPIICHCTBOBAHUS

CoBpeMeHHbIE HOPMaTUBHO-METOIMYECKUE
JOKYMEHTBI 110 JI€JI0NIPOU3BOICTBY U UX IPUMEHEHUE
sl pa3pabOTKH JIOKAJbHBIX aKTOB OPraHU3aIUi.
Heo6xoaumocTts MIOATOTOBKH KOMILJIEKCa
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB OPTaHU3AIlMH Kak

OCHOBBl  pammoHanu3zauuu  JIOY:  pazpaborka
noynoxkenust o  cayxbe JIOY;  paspabotka
JOJKHOCTHBIX MHCTPYKIMH COTPYIHHUKOB CIY>KOBI
JOVY; pa3paboTka MHCTPYKLIUH Io
JeTIOTIPOU3BOCTBY;  pa3paboTku  Tabenss Qopm
JOKYMEHTOB; pa3paboTka anpboma bopm
JTOKYMEHTOB.  HeoOXoquMOCTh  aKTyaJH3aluu
JOJDKHOCTHBIX ~ MHCTPYKUMH, HMHCTPYKIMHM IO
IETIO0NPOU3BOICTBY.

Meroauka aHanusa UHCTPYKLUHI o
JETIOTIPOU3BOICTBY (yrounenue paszaenos
WHCTPYKLIMU, BBIABICHHE  YYacTKOB, KOTOpbIC
HEJIOCTaTOYHO  MOJPOOHO  perjJaMeHTHpPOBAHBI,

yTOUYHEHHE U  J0paboTKa  MPHIOXKEHHH K
MHCTPYKLIUHU, TepeBo]] MIa0JIOHOB JOKYMEHTOB B
SNIEKTPOHHBIA  BUA). Bo3MOXHOCTH pa3zpaboTku
JOTIOJIHUTENIBHBIX PErJIaMEHTHBIX JIOKYMEHTOB B
JOTIOJIHEHHE K HMHCTPYKLUU IO JEJIONPOU3BOJACTBY
(mopsAOK  corjlacoBaHMsl JTOKYMEHTOB, HOPSAIOK
KOHTPOJIsl HCTIOJIHEHUS] JOKYMEHTOB U T.[1.).

Pasnen 4. Mertoauka aHaJIH3a

Mertoauka aHanmu3a CIyXObl JeIONPOU3BOJCTBA

CJIyKOBI JeJIONPON3BOACTBA, | (M3yUYeHHE CTPYKTYPhl U YMCIEHHOCTH PaOOTHUKOB
BH/IOB JIOKYMEHTOB M CHCTEM | CIYyXObI JeI0OIIPOU3BO/ICTBA, OIIpe/IeIICHUE
JAOKYMEHTAIINH, CO31aBAeMbIX B | BEPTUKAJIbHBIX M TOPU3OHTAIBHBIX CBsi3eH ¢
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OpraHuM3anum Tunossbie
NP eII0KEHU S no
COBEPUICHCTBOBAHMIO

PYKOBOJICTBOM M JIPYTUMH  COTPYAHUKAMHU
OpraHM3aliy, YTOYHEHHEe  (YHKIMH  CIyXObI
JIeTIOTIPOU3BOICTBA, BBISBICHUE MEPETrPYKEHHOCTU
WIA HEJOCTAaTOYHOM 3arpy’>KeHHOCTHU COTPYAHUKOB
CIIy’kObI Zienonpon3BocTBa). [IpoBenenre anammsa
OpraHU3alMOHHBIX JOKYMEHTOB CITYXOBI
JIETIOTIPOU3BOJICHBA U TEXHUYECKOW OCHAIIEHHOCTH
pabouux mecrT.

[IpoBeneHne aHamm3a CHCTEM JOKYMEHTAllUU U
BUJIOB JIOKYMEHTOB, H3y4eHUE Ha3HAUCHHS KaXKJI0T0
BUJIA IOKyMEHTA, COCTaBa PEKBU3UTOB M CTPYKTYPHI
TEKCTa.

Paznenr 5. Meroamka aHaau3a

AOKYMEHT0000poTa U
OpraHu3anuu padoThI c
AOKYMEHTAMH. Tunosbie
NpeAI0KeHU s o
PALHOHAIN3ANUHA

[IpumeneHne rpapuuecKuX METOIOB IS aHAIU3a

JOKyMEHTOOOOpOTa  OpraHu3aiu  (IOJrOTOBKA
omneporpamMm IO JOKYMEHTOIIOTOKaM, COCTaBJIEHUE
MaplIpyToB IOBW)KEHUS ~ OTHENBHBIX  BUJOB
NoKyMeHTOB). llpexncraBienue OHW3HEC-TPOLIECCOB
OpraHM3alMi B  BHJEC  OJIOK-cxeM.  AHanm3
BXO/IAILETO, UCXOMSIIETO, BHYTPEHHETO

JOKYMEHTOTIOTOKOB TI0 BHUJAaM JOKYMEHTOB, IIO
KOPPECHOHAEHTaM, [0 CIocobaM JIOCTaBKH U
ormpaBku. lIpencraBiieHne pe3ylbTaToB aHAM3a B
BUJIE TPaMKOB U AUATPAMM.

[Moncyer oOvemMa TOKyMEHTOOOOpOTa 3a TOM,
CpaBHEHME TIOKa3arens JOKYMEHTOO0opoTa ¢
TIPEIBLTYIITUMH.

AHanu3 TEXHOJOTUUM pabOThl C JOKYMEHTaMH
(KaxIbplii TEXHOJIOTMYECKHUI 3Tal paccMaTpUBAETCs

OTJENBHO, OTIPEIEIISIIOTCS y3Kue MECTa).
KoppektupoBka  Habopa  mokaszarened Ui
pEeruCcTpalMoOHHbIX  (opMm, pa3paboTka TMOpsIKa

KOHTPOJIS HMCIOJHEHUS JOKYMEHTOB, pa3paboTKa
IIEPEUHs] HEPETUCTPUPYEMBIX JOKYMEHTOB U T.J.

AHanu3 OpraHu3alMy  XpaHEHWs JIOKYMEHTOB:
MOPSAT0K (bopmMupoBaHUS nen, KaueCcTBO
HOMCHKIJIATYpPBbI JICII.
Pazgen 6. CoBepuieHcTBoBanme | Kputepun — BbIOOpa  CHCTEMBI  3JIEKTPOHHOTO
ynpaBJjieHusl AOKYMEHTAMH NyTeM | 1oKyMeHTooO0opoTa. OO0CHOBaHME BBIOOpA CUCTEMBI
BHE/JPEHMS CHCTEM 3JIeKTPOHHOIO | 3JIEKTPOHHOTO JOKYMEHTO000poTa nepes
AOKYMEHT0000poTa PYKOBOJMTENIEM  OpraHusanuu,  (opMupoBaHue
paboueii IPYIIIBI 1o BHEJPEHUIO u

JIOKyMeHTUpoBaHue ee padotel. [locTaHoBKa 3amau
nepen pa3paboTIUKOM MPOTPAMMHOTO 0OeCTICYCHUSI.
C60op HEOOXOOMMBIX MaTepHalioB M IMOJATrOTOBKA
JOKYMEHTOB JUIs1 BHEJPEHUS CUCTEMBI 3JIEKTPOHHOTO
IOKyMeHTooOOpoTa (Tabenb (opM JTOKYMEHTOB,
MapHIpyTsl  JBW)KEHHS  JIOKyMEHTOB,  CIIMCOK
MOJIb30BaTENeH C MpaBaMH JOCTyNa, albOoM (Gopm
JOKYMEHTOB, pErUCTpallMOHHbIC bopmpl,
HOMEHKJaTypa  Jiel,  KJIacCU(UKATOpel  BUIOB
JOKYMEHTOB, KOPPECIIOHICHTOB, JIOJDKHOCTHBIX JIUI
u T1.1.). OnpeneneHue nepeyHss AOKYMEHTOB JUIS
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NepeBoia B ANIEKTPOHHYIO hopmy. PazpaboTka minana
IpoeKTa, CcocTaBleHHe rpaduka paboT 1o
BHE/IPEHUIO CHCTEMBI AIIEKTPOHHOTO
JIOKyMeHTooOopoTa.  IlpenmyiecTBa  OMBITHOTO
BHEJ/IPCHUSL.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH

Jlnist ipoBeIeHUs YUeOHBIX 3aHATHH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoyioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET OBITh MCIOJb30BAHO DJIEKTPOHHOE
oOy4eHue U (UIM) IMCTAaHIIMOHHBIE 00Pa30BaTEIbHBIE TEXHOJIOT HH.

5 OueHka INIAHUPYEMBbIX Pe3yJabTATOB 00yYeHUS

5.1 Cucrema oneHUBAHUSA

DopMa KOHTPOJISA Maxc. KoJ1M4ecTBO 0a/1JI0B
3a oany Bcero
padory

Texywuii kKoHmponw:

- yuacmue 8 OUCKYCCUU U BbINOJHEHUE 3A0AHUL 10 6annos 40 bannos

Ha NPAKMUYecKux 3aHAmusax

- mecm (memvl 4-7) 30 6annos 30 6annos

IIpomedcymounas ammecmayus 40 6annos

(3auem c oyeuKoli)

Hmoeo 3a cemecmp (Oucyuniuny) 100 6annos

ITony4eHHBIN COBOKYIIHBIN PE3YJIBTAT KOHBEPTUPYETCS B TPAJULIMOHHYIO LKAy OLICHOK U B
mKany oneHok EBpomneiickoii cucremsl nepeHoca 1 HakoruieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TaOJIHUIIEH:

100-6amsHas Ixama
LKA TpaguuroHHas mKana ECTS
95 -100 A
83904 OTJINYHO B
68 — 82 XOpOILIO 3a4TEHO C

— D
28 - 2; YIOBJIETBOPUTEIILHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIILHO HE 3a4TEHO F
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5.2 KpHTepnn BBICTABJICHHUA OHCHKH 110 JUCHUIIJIMHE

Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

100-83/
AB

«OTIIMYHO»

BricraBnsercs oOyyaromemycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI
MaTepual, MOKET MPOJAEMOHCTPUPOBATH ATO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JIOTHYECKH CTPOITHO
u3naraeT yuyeOHbI MaTepHuai, yMeeT yBA3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPaBJISIETCS C PELLICHUEM 3a/1a4
npodeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 0OOCHOBBIBAET MPUHSTHIC
peleHus.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoOHaNLHON TUTEpaType.

OreHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLuu.

KoMnereniuu, 3akperui€HHble 3a JUCLUILIIMHOM,
cOpMHUPOBaHbI HA YPOBHE — «BBICOKHII».

82-68/

«XOpomo»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U PAKTUYECKUI MaTepUal, IPaMOTHO U I10
CYILECTBY U3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUCCKHE
IIOJIOXKEHHUS IIPU PELICHUH NIPAKTUYECKUX 3a1a4
npodeccuoHaTbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOJMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npoheccuoHaNBLHON IUTEpaType.

OreHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3akpemyi€HHble 3a JUCIUTUITMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHIi».

67-50/
D,E

«YZIOBIIETBOPHU-
TEIILHO»

BrictaBnsercs o0ydaroiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U NMPAKTUYECKUN MaTepHall,
JOITYCKAET OTJENbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSAX U B XOJI€ IPOMEXYTOYHOM aTTeCTaLUH.
OOy4Jaromuiicss UCTIBLITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B MPUMEHEHUH TEOPETUUECKUX MOJIOKEHHUIN MPU PEILICHUHN
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHAAPTHOTO YPOBHS CJIOXHOCTH, BJIAJICET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEeOHOMH
JUTEPaTypPhl 1O JUCIUIIIIMHE.
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Bamsl/ O1eHKa 110 Kputepuu onieHKH pe3yabTaToB 00y4eHHUs IO TUCIUTUTHHE
Hlkama ECTS | gucuuruimnae

O1eHKa MO TUCIMITIIMHE BHICTABISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalluu.

KoMmnerenium, 3akperui€HHble 3a JUCLUIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «JJOCTATOUHBII».

49-0/ «HeyznoBieTBopuTe | BricTaBnsercs oOyuaromemMycs, €ciii OH He 3HAeT Ha
FFX JIBHO» 6a30BOM ypOBHE TEOPETUUYECKHUI U MPAKTUUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
U3JI0’KEHUU Ha 3aHATHUSAX U B XOA€ IPOMEKYTOUHOMN
aTTecTalllu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUYECKHUX TOJIOKEHUH TIPU PELIEHUHT
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HalIPaBJICHHOCTH
CTaHJApPTHOI'O YPOBHS CJIOKHOCTH, HE BJIaJI€ET
HEOOXOAMMBIMHU JJIsl 3TOTO HAaBBIKAMU U MPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOH
JUTEPATypHI 110 AUCLUIIIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTecTalllu.

KoMmiereH1um Ha ypoBHE «JI0CTaTOYHbINY, 3aKPETIIEHHBIE
3a IMCUUIUIMHON, HE C()OPMHUPOBAHBI.

5.3 OueHouHble cpecTBa (MaTepPHUAJIbI) AJM TEKYIIer0 KOHTPOJIS
ycneBaeMOCTH, IPOMEKYTOUHOM aTTecTAllUN 00yUAOIIMXCS M0

JUCHHUILINHE
IIpuMmep TecTOBOrO 3a1aHUSA

Bompoc 1

K metonam npeanpoekTHOro 06cie0BaHus OpraHu3aluy OTHOCSTCS:
A) dororpadus paboyero rHs

b) unrepBrronpoBanue

B) cpaBHeHME

I') u3yyeHune JOKyMEHTOB OpraHU3aLuu

Bompoc 2

Oranamu OpraHu3alMOHHOTO IPOEKTUPOBAHMUSI SIBJISIFOTCSL:

A) npenmnpoekTHoe o0ciie0BaHue

b) pazpaboTka TeXHUUECKOTO 3a/laHus

B) pa3paboTka monoxxeHust 06 oTaese KapoB

I') BHEnpEeHUE oprupoekTa

Bompoc 3

K opranuzanuonssiM fokymeHTam ciyxobl I0Y otHOcsTCS:

A) ycraB 0) mpaBuia  B)HOJOXXEHUE T')HHCTPYKIHS IO ICIONPOU3BOJICTBY
Bomnpoc 4

I'ep6oBoii meuaThio (eYaThI0 OpraHU3aIiH) 3aBEPSIOT:

A) rapanTHifHbIe TUCHMA 0) IPUKA3HI

B) norosops! I') TpynoBble KHMKKH

Bomnpoc 5

K cnoco6am yHH(UKAIIUN TEKCTOB yIPABICHUYECKUX JOKYMEHTOB OTHOCSTCSI:
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A) mpejacTaBieHUE TEKCTOB B BUJIE TAOIUIT
b) pazpabotka TpadapeTHbIX TEKCTOB JOKYMEHTOB
B) pacnosioxxeHne peKBU3UTOB JOKYMEHTOB Ha CTPOTO OTBEACHHBIX MECTaX
I') mpencraBiaeHre TEKCTOB B BUJE AHKET
Bomnpoc 6
K HopMaTHBHO-MeTOANYECKHM JOKYMEHTAaM I10 1eJI0NPOU3BOACTBY OTHOCATCS:
A. MeToanYecKue peKOMEHIAluu
b. nepeunu
B. ¢enepanbHbIe 3aKOHBI
I rocymapcTBEHHBIE CTaHAAPTHI
Bonpoc 7 OcHoBHBIE IpaBH/Ia Pa00THI apXUBOB OPraHU3ALMIA ONIPeesIsAIoT:
A. CpOKM XpaHEHHUs JOKYMEHTOB
b. mnopsmox npoBeneHus 3KCIEPTU3bI IEHHOCTU IOKYMEHTOB
B. mnpaBuna popmupoBanus aen
I BUABI HOMEHKIIATYD JEI
Bonpoc 8. IlpaBuna nesionpou3BoacTsa B (perepaabHbIX OPraHax HCNOJTHUTEIbLHOM
BJIACTH ONIPee/IsIIOT:
A. cOCTaB pEKBU3UTOB JOKYMEHTOB (pe/iepabHbIX OPraHOB UCIIOJHUTEIBHOHN BIIACTH
b. npaBuna odopmiieHus: peKBU3UTOB (eiepaIbHbIX OPraHOB UCTIOTHUTEIBLHOM BIACTH
B. npuHIune1 opraauzanum J0KyMeHTo000poTa
I'. noxymeHTansHbIN GOHT (heaepaTbHOrO OpraHa UCIOJHUTEIBHOM BIACTH
Bomnpoc 9. K cnoco6am coBepiieHCTBOBAHHMA JOKYMEHTHPOBAHUSI OPTaHU3ALMHU OTHOCSITCS:
A) pa3paboTka oneporpaMm IBHKEHUS JJOKYMEHTOB
b) pa3pabotka anpOoma hopM TOKyMEHTOB
B) pa3paboTka HHCTPYKIMH IO IEIOTPOU3BOICTBY
I') pa3paboTtka mosoxxenus o ciayxoe JJOY
Bomnpoc 10. K cniocodam coBepiieHCTBOBaHUSI 1esITeTIbHOCTH cay:k0b1 JIOY oTHOCHATCS:
A) pa3paboTKa JI0JKHOCTHBIX HHCTPYKIIMHA paOOTHUKOB ciryx0b1 IOY
b) pacuer HE0OX0AMMOI YHCTICHHOCTH paOOTHUKOB
B) BHeapeHue CUCTEMBI AJIEKTPOHHOTO TIOKyMEHTO000pOoTa
I') BHEApEHNE CUCTEMBI AIIEKTPOHHBIX IIaTEKEN

IIpuMepHbBIii epevyeHb BONMPOCOB K 3a4eTy ¢ OLEHKO M0 BceMy KYpCy:

1. Meroabl MpeanpOEKTHOro 00CIEe0BaHUS OpraHU3aLUH.

2. Meroapl aHanu3a pe3yabTaToB oocnenoBanus IOV B opranuszanu.

3. Bompocsl ynpaBieHus JOKYMEHTAMH B COBPEMEHHBIX HOPMATHUBHBIX ITPABOBBIX aKTax
Poccuiickoit @enepanuu.

4. OOmerocynapcTBeHHbIE HOPMAaTUBHO-METOJANYECKHE aKThl 1O JEIOTPOU3BOJACTBY U
YIIPaBJICHUIO JTOKYMEHTaMH, UX MPUMEHEHHE ISl pa3pabOTKH JIOKAJbHBIX HOPMATUBHBIX aKTOB
OpraHu3anui.

5. YHu¢ukamus ¥ cTagAapTU3alnus JOKYMEHTOB B opraHuzanuu. llpumeHenue
YHU(UIUPOBAHHBIX (OPM JTOKYMEHTOB, TpadapeTHBIX TEKCTOB JIOKYMEHTOB, IIa0JIOHOB

JIOKYMEHTOB.
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6. Meronuka pa3paboTKu U NpUMEHEHUs Tabens (GopM TOKYMEHTOB B COBPEMEHHBIX
OpraHu3aLusX.

7. Pa3paboTka 1 BHeApeHHE aibOoMa (GOpM JOKYMEHTOB B OPraHU3ALIUH.

8. Pa3zpaboTka kiaccudukaropa BHJIOB IOKYMEHTOB, KaK OCHOBAa CHCTEMAaTHU3alluU
JOKYMEHTOB B CUCTEME IEKTPOHHOTO J0OKYMEHTO00O0pOTA.

9. CoBpeMeHHbIe HAaITPaBIICHHS COBEPLICHCTBOBAHUS JJOKYMEHTAITMOHHOTO 00eCTIeUeHUs
YIpaBIEHUS B OpPraHU3aLH.

10. Opranu3anroHHbIe TOKyMEHTHI, pa3pabdaTbiBaeMble TPU MPOBEJCHUN OPIIPOEKTHBIX
pa0or.

11. Ananu3 opranmzanuu  ciayxOs1  JIOY, THIIOBBIE HEIOCTaTKU M BO3MOXHOCTHU
COBEpILIEHCTBOBAHUSL.

12. AHanu3 OOKyMEHTOOOOpOTa M TEXHOJIOTUH pabOThl C JOKYMEHTaMH, THUIIOBbIC
HEJ0CTaTKU U BO3MOKHOCTH COBEPLICHCTBOBAHMUSI.

13. AHanu3 MHCTPYKUUH IO JEIONPOU3BOJICTBY, METOAMKA €€ COBEPILIEHCTBOBAHUSI.

14. Ananu3 HOMEHKJIATYphI 1€l OPraHu3allui, METOANKA €€ COBEPLLIEHCTBOBAHMSL.

15.CogepiuencTBoBanye  ynpaBieHUs] JOKYMEHTaMH IIyT€M BHEAPEHHSA CHUCTEMBI

ANIEKTPOHHOTO JOKYMEHTO000pOTAa.

6 VYueOHO-MeTOoaMUYECKOE M HHPOPMAIITUOHHOE o0ecliedeHUue U CIUNINHBI

6.1 CnuCOK HCTOYHUKOB M JIUTEPATYPHI

6.1.1 MHMcrounuku
6.1.2 OcHoBHbBIE
@enepanbHblii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wundopmaimu,
UH(POPMAIIMOHHBIX TEXHOJIOTHUSX u 0 3alIuTe uHpOpMAIIHNY. URL:
http://www.consultant.ru/document/cons_doc LAW 61798/ (nata obpamenus 20.03.2024)
@enepanbubiii 3akoH 0T 06.04.2011 Ne 63-®3 “O6 »nextponHoit moamucu” URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ (mata o6pamienus 20.03.2024).
®enepanpubiit 3ak0H 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
@eneparmm»  URL:  http://www.consultant.ru/document/cons_doc LAW 53749/  (mata
obpamenus 20.03.2024).
[lpaBuna JeNONpPOU3BOJACTBA B TOCYAaPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasnenus, yrB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamienus 20.03.2024).


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
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Mertoanyeckrue peKOMEHAALUUU 10 Pa3pabOTKe MHCTPYKIHMH IO AEIONPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW 373895/
(mata obpamenus 20.03.2024).

[TpumMepHast HHCTPYKLHUS MO AETOMPOU3BOICTBY B TOCYIaPCTBEHHBIX OpPraHU3aIsiX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata obpamienus 20.03.2024).

[Tpuka3 Muntpyna Poccuu ot 15.06.2020 N 3331 "O06 yrBepxkaeHu# nMpodecCHOHATEHOTO
cranfapta "CoenMaiucT TO OpraHU3alMiOHHOMY U JIOKYMEHTAallMOHHOMY OO0€CIeYeHHUI0
ynpasnenus opranuzamueid. URL: http://www.consultant.ru/document/cons_doc LAW 357714/
(mata obpamenus 20.03.2024).

[Tpodeccuonanpubiii  cTangapT «CHeUUMANIUCT TO  YOPaBICHHIO JIOKyMEHTaluen
OpraHu3anun», YTBEPKIACHHBIM IpHUKa3oM MuHuCTEpCTBAa TpyJa M COLMAIBHOW 3allUTHI
Poccuiickoit Denepanun oT 10.05.2017 Ne 416n URL:
https://www.garant.ru/products/ipo/prime/doc/71587776/ (nara o6pamenus 20.03.2024).

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenun IlepeyHs THUIOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OOpa3ymioIIuxcs B Tpolecce JeATeTbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKazaHHEeM
cpokoB uX xpaHeHus" (3apeructpupoBaHo B Munrocte Poccun 06.02.2020 N 57449) URL:
http://www.consultant.ru/document/cons_doc LAW 345020/ (mata o6pamenus 20.03.2024)

I'OCT P 7.0.97-2016. HanumonaneHslii ctanmapt Poccuiickoit @enepauuu. Cucrema
CTaHJApTOB MO HH(OpManuyU, OUOIMOTEUHOMY M H3JAaTeNbCKOMY aerny. OpraHuzaluoHHO-
pacriopsauTenbHas —JOKyMeHTanusi. IpeboBanuss Kk odopmiieHuto gokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nata obpamienus 20.03.2024).

I'OCT P HCO 15489-1-2019 Hanumonanenelii crangapt Poccuiickoit ®enepanuu.
Cucrema craniapToB 1o uHpopMaimu, OMOIMOTEUHOMY U U3JaTenbekomy neny. Muadopman3us
U JoKyMeHTanus. YnpasieHue nokymeHtamu. Yacte 1. [onstus m npunmumnst URL: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata oOpamienus 20.03.2024) .

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE J1€10. TepMHUHBI U ONpEIEICHUSs.-
URL: http://www.consultant.ru/document/cons_doc LAW 163800/ (mata  oOpameHus
20.03.2024).

Jlumepamypa

Bo6simeBa M.I1. YnpaBrneHdeckuii JOKYMEHTOOOOPOT: OT OyMa)KHOTO K AJIEKTPOHHOMY. Bompochl
TEOPHUH U MPAKTHUKU. — 3-€ u31., nepepad. u porn. — M.: OOO «TEPMUKA.PY», 2023. — 426
C.

Pexxum mocryma:https://edou.olimpoks.ru/books/administrative_document _flow.pdf



http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_357714/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_329486/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://edou.olimpoks.ru/books/administrative_document_flow.pdf
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beikoBa, T. A. JIokyMeHTAIlMOHHOE OOECIIeUeHHE yIpaBiIcHHs (JAETOMPOU3BOJICTBO) : yueOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; mox o6ur. pen. T. B. Ky3uenonoii.
— 2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —304c — (Briciiee oOpaszoBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : onekrponnsii. - URL:
https://znanium.com/catalog/product/1078152 (nata oOpamienus: 26.03.2024). — Pexxum gocrymna:
IO TOJUTHUCKE.

C.A. I'nmotoBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTallMOHHOE

obecrnieueHue ynpasieHus, o oomeit pegakiueit T.A. beikooit. — M.: OO0 “1C-IlabmumuHr”,
2016.-350c.

6.2 Tlepeuennb pecypcoB HH(POPMAIHMOHHO-TEJIEKOMMYHUKALMOHHOI CeTH

«AnTepuer»
- I'apanT [OnektpoHHBIl pecypc]. — OnekTpoH. aaH. — M., cop. 2024. — Pexum npoctyna:

http://www.garant.ru.
- Koncynprant Ilntoc [OnexktponHBIN pecypc]. — OnekTpoH. aaH. — M., cop. 2024. — Pexxum

nocrymna: http://www.consultant.ru.

6.3 IIpodeccuonanbHbie 62361 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

JlocTyn Kk mpodeccnoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WHupopmalioHHbIE CITPABOYHbBIE CUCTEMBI:

1. Koncynsrant ITmoc
2. Tapanr

z MaTepl/IaHLHO-TeXHI/I‘leCKOC o0ecreueHue JAUCIUIIIINHBI
Aynautopun ajsi IpOBEACHUS JIEKLIIUNA U CEMUHAPCKUX 3aHITUN ¢ TEXHUYECKUMU CPEJICTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), IKpaH (IEPEHOCHOM HUITH CTAIIHOHAPHBIN)),

KOMIBIOTEPHBIH KJIACC JUIS MTPOBEACHUS JTa00PATOPHBIX 3aHATHH.

1. Ilepeuens IIO

Nent Haumenosanue [10 [IpousBoaurens Cnoco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
Cc60H000HO
pacnpocmpausiemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
5. Windows 10 Pro Microsoft JIALIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIneH3noHHoe



http://www.garant.ru/
http://www.consultant.ru/
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| 8. | Zoom | Zoom JIMLEH3HOHHOE

2. Ilepeyens B/{u HCC

Nern HaunmenoBanue
/i

1 | MexnyHapoaHbie pedepaTuBHbIE HayKoMeTpuieckue b/l, mocTymHbie B paMkax
HanuoHaILHOH moanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccuonanbHble NOTHOTEKCTOBBIE b/, TOCTynHBIE B paMKax HAIlHOHAIBHOM
noanucku B 2020 T.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | lIpodeccuonansubie moaHOTEKCTOBBIC b /]

JSTOR

W3 nanus o oO1eCTBEHHBIM U TyMaHUTAPHBIM HayKaM
OnexkrponHas bubnuoreka Grebennikon.ru

4 | KoMIbloTepHbIE CIIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 OO0ecneyenue 00pa3oBaTeJIbHOIO MPOLECCA ISl JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/I10B
B xone peanuzanuy AMCUUILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOIHUTENbHBIE
METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIaO0BUIIIUX:

- JeKIuu O(GOPMIIIOTCS B BHJIE SJIEKTPOHHOTO JTOKYMEHTa, JOCTYITHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCS HAa KOMIBIOTEPE CO CHELHATM3HPOBAHHBIM
IPOrpaMMHBIM 00ecTieueHHEM, MIIK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHAMBUIAYaIbHOE paBHOMEpHOE ocBelieHne He MeHee 300 Jirokc;

- JUIsL BBIMOJIHEHUS 3aJaHMUA TPU HEOOXOJMMOCTH IPENOCTaBISIETCS YBEIHYMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAaK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEINYHBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 33aJJaHNs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPU(PTOM;

- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBIIOJIHSIIOTCSA B TUCbMEHHON (opme Ha
KOMIIBIOTEPE.

* IS TIYXUX U CIa00CIBIIIAIINX:

- Jekuuu OoQOpMISIIOTCA B BUAE DIEKTPOHHOTO IOKYMEHTa, JHOO MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIAs allllapaTypa MHAUBUAYAJIbHOTO TOJIb30BaHUS;

- MUCHbMEHHBIE 331aHUS BHITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOM (opMme;

- 9K3aMEeH M 3a4€T POBOATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEpPE; BO3MOKHO ITPOBEACHUE
B (hopMe TeCTUPOBAHUSI.

* JUIsl UL C HAPYLIEHUSMU OTIOPHO-/IBUTaTENBHOTO allnapara:
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- JeKIUu O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPaMMHBIM 00eCIIeueHIEM;

- THCBMEHHBIC 3aJaHUsl BBINOJNHAIOTCA HAa KOMIIBIOTEPE CO CHEIHAIM3UPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;

- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (hopMe MITH BBITIOJHSIOTCS B MUCbMEHHON (opme Ha
KOMIIBIOTEPE.

[Tpu HeoOX0IMMOCTH TPETyCMATPUBAETCS YBEIMYCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Ipouenypa  mpoBeAeHHWsS]  MPOMEXKYTOYHOW — aTTecTaliud s oOydarouiuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAWBUIYAJIBHBIX TCHUXO(U3MUECKHMX OCOOCHHOCTEH.
[TpomexyTouHas aTTECTalUsl MOXKET MPOBOIUTHCS B HECKOJIBKO JTAlOB.

[Tpu mpoBeneHUH MPOLEAYpPHl OLIEHUBAHUS PE3yJIbTaTOB OOYUCHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEJACTB, HEOOXOAMMBIX B CBS3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00yYarOIUXCs. DTHU CPEACTBA MOTYT OBITH IPEOCTABIECHBl YHUBEPCUTETOM, WITH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHWS  pe3yJIbTaTOB OOY4EHHUS JOMYCKaeTcs ¢
MCIOJIb30BAHNEM JTUCTAHIHMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyN K MHQOPMAIMOHHBIM M OuOIMOrpadguyeckuM pecypcaM B CETH
WuTepHer mis kaxjaoro oOydaromierocst B (opmax, agalnTUPOBAHHBIX K OTPAHMYEHUSAM HUX
3JI0POBBSI U BOCTIPHUATHUS HH(POpMAITUK:

* IS CIENBIX U CIaO0BUIIIUX:

- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

* IS TIIYXUX U CIaOOCIBIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- B Ie4aTHOH opme;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMoTEeKa W MHbIE MOMEIICHUs Il 00YUYeHHUsS OCHAILEHBI CIEelUaTbHBIM 000pYJOBaHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUSI:

* IS CIENBIX U CIaO0BUISIIUX:

- YCTPOICTBOM Ul CKaHHpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpuntepoM bpaits EmBraille ViewPlus;

* IS TIIYXUX U CIAOOCTBIIIAIINX:

- aBTOMATU3UPOBAHHBIM pabOYMM MECTOM JUIi JIIOJEH C HapylleHHeM ciyxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCHIIUTEINb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBM>KHBIMHU, PETYIHPYEMBIMH S)proHOMU4YeckuMu napramu CU-1;
- KOMIIBIOTEpHON TEXHUKOM CO CIEIHMATIBHBIM IIPOrPAMMHBIM 00€CIICYEHHEM.

2 MeToaudeckue MaTepHuajbl

9.1 IlnaHbl NPAKTHYECKUX 3aHATHIA.
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Tema 3. AHaiM3 JIOKAJIBbHBIX HOPMATHBHBIX AKTOB M pPerjiaMeHTHBIX JOKYMEHTOB IO
MeJI0NMPOU3BOCTBY, METOINKA UX COBEPUIEHCTBOBAHUS — 8§ 4aCOB.

I_ICJII: 3aHATUA — MMpOBCACHHUC aHaJIn3a JJOKAJIbHBIX HOPMATUBHBIX aKTOB,
PErIIaMCHTUPYIOIIUX ACIOIMPOU3BOACTBO B OpraHu3alvdx W BbIABJIICHHUC HaHpaBHCHI/Iﬁ ux
COBCPIICHCTBOBAHMUA.

9.1.1 3amanus ajisi CAMOCTOSITENILHOI PaGoOThL

1. IlpoananmsupoBatb IlonoxkeHue o ciyx0Oe eIONmpOU3BOJCTBA, JOJDKHOCTHBIE
MHCTPYKLUU COTPYIHUKOB CIYXOBI AETONPOU3BOCTBA K MHCTPYKIHUIO 110 JAETOMPOU3BOJICTBY 110
MPEUI0KEHHBIM KPUTEPUSM, BBIBUTh HEJOCTATKH.

2.PazpaboTath Tabenb GopM JOKYMEHTOB JUIs CITYXKObI JIEJIONPOU3BOJICTBA.

3.M3yunth TpeOOBaHMS HOPMATUBHO-METOAMYECKHX JOKYMEHTOB K pa3paboTke
MHCTPYKLUU TIO AETIONPOU3BOJICTBY.

9.1.2 HcToyHMKH M IUTEpaTypa

[lpaBuiia /eNONPOU3BOJICTBA B TOCYIAPCTBEHHBIX OpraHaxX, OpraHax MECTHOTO
camoympasnenus, yrB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamienus 20.03.2024).

Meronuueckne peKOMEHAAMH MO pa3paboTKe HHCTPYKUHUI IO JIENOMPOU3BOJCTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL:http:// http://www.consultant.ru/document/cons doc LAW 373895/
(mata obpamenus 20.03.2024).

[IpuMepHas MHCTPYKLHS IO AEJIONPOU3BOACTBY B TOCYJAapPCTBEHHBIX OpraHU3aLMsX, YTB.

IIpukaszom Pocapxusa oT 11.04.2018 Ne 44)
URL:http://www.consultant.ru/document/cons_doc LAW 305137/ (mata oOparteHus
20.03.2024).

[Tpuka3 Muntpyna Poccun ot 15.06.2020 N 3331 "O06 yrBepxkaeHU# nMpo(ecCHOHATEHOTO
crangapta "CroenMaiucT TO OpraHU3alMOHHOMY U JIOKYMEHTAallMOHHOMY OO0€CIeYeHUIO
ynpasnenus opranuzamuei” URL: http://www.consultant.ru/document/cons_doc LAW 357714/
(mata obpamenus 20.03.2024).

[Tpodeccuonanpubiii  cTangapT «CHEUUMAIUCT TO  YOPaBICHHUIO JIOKyMEHTalHen
OpraHu3anun», YTBEPKIACHHBIM IpHUKa3oM MuHucCTEpcTBa TpyJa U COLMAIBHOW 3allUTHI
Poccuiickoit Denepanun oT 10.05.2017 Ne 416u URL:
https://www.garant.ru/products/ipo/prime/doc/71587776/ (nara o6pamenus 20.03.2024).

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenun IlepeyHs THUIOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OO0pa3ymioIIuxcs B Tpolecce JesATeTbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alii, C yKazaHHEeM
CcpokoB uX xpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449) URL:
http://www.consultant.ru/document/cons_doc LAW 345020/ (mata o6pamenus 20.03.2024)


http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_357714/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://www.consultant.ru/document/cons_doc_LAW_345020/
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I'OCT P 7.0.97-2016. Hamumonanenslii ctanmapt Poccuiickoit @enepauuu. Cucrema
CTaHJApTOB MO HH(OpMaIuyU, OUOIMOTEUHOMY M H3AaTeNbCcKoMy aeny. OpraHu3aluoHHO-
pacriopsauTenbHas JOKyMeHTanus. IpeboBanuss Kk odopmienuto gokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nata obpamienus 20.03.2024).

I'OCT P HCO 15489-1-2019 Hanumonanenelii crangapt Poccuiickoit ®enepanuu.
Cucrema crannaptoB 1o uHpopmaruu, OMOIMOTEUHOMY M U3JaTenbckomy neny. Madopman3us
U JOKyMeHTaius. YmpasieHue npokymeHtamu. Yacte 1. Ilonstus u npunmunsl URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ (nara oOpamienus 20.03.2024).

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE J1€10. TepMHUHBI U OMpPEIEICHUS. -
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/  (mata  oOpareHus
20.03.2024).

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIeUeHHE yIpaBicHHs (JIETOMPOU3BOJICTBO) : yueOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Briciiee o6pa3oBaHue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : onekrponnsii. - URL:
https://znanium.com/catalog/product/1078152 (nata oOpamienus: 26.03.2024). — Pexxum gocrymna:
IO TOJUTHUCKE.

C.A. I'nmotoBa, A.IO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko JlokyMeHTallMOHHOE

obecnieueHue ynpasieHus, o oomeit pegakiueit T.A. berkooit. — M.: OO0 “1C-ITabmumuHr”,

2016.-350c.

Tema 4. (8 yacoB) MeToauka aHaaM3a BH/I0B JOKYMEHTOB M CHCTEM JOKYMEHTAIIMH,
co3JaBaeMbIX B Opranuzanuu. TUnoBble npeaJio:KeHUsI M0 PAIIMOHAIM3AIUH.

Llenp 3aHATHA — HM3YY4EHHE CHCTEM IOKYMEHTAllMW WU BHJIOB JOKYMEHTOB, CO3[aBacMbIX B
OpraHu3zaiuu U papaboTka aap00MOB (HOpPM TOKYMEHTOB.

3amanue A7l CaMOCTOSITEIbHOM PadOTHI:

1.3yunts TpeOOBaHHS HOPMATHBHO-METOJMYECKMX JOKYMEHTOB TI0 COCTaBJICHHIO U
0(pOPMIICHHIO TOKyMEHTOB.

2. Pazpabotare Anp00M (popM JOKYMEHTOB ISl CIIYKOBI INIPON3BOJICTBA.

9.1.3 HcroyHmMkH M auTEpaTypa

[lpaBuiia /eNOMPOU3BOJICTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasnenus, yrB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamienus 20.03.2024).

Meronuueckne peKOMEHAAMH MO pa3paboTKe HHCTPYKLHUI IO JIENONPOU3BOJCTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrnpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL:http:// http://www.consultant.ru/document/cons doc LAW 373895/
(mata o6pamenus 20.03.2024).

[TpumepHast HHCTPYKIIHS 10 AEIOTPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPraHU3aIHsX, YTB.

IIpukazom Pocapxusa oT 11.04.2018 Ne 44)


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_373895/
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URL:http://www.consultant.ru/document/cons_doc LAW 305137/ (mata oOparteHus
20.03.2024).

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenun IlepeuHs THUIOBBIX
YIPAaBICHYECKUX aAPXMUBHBIX JOKYMEHTOB, O0pa3yIOIIMXCSi B Mpolecce ACATEIbHOCTH
rOCyJapCTBCHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alli, ¢ yKa3aHHEeM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B Mwuntocte Poccum 06.02.2020 N 57449) URL:
http://www.consultant.ru/document/cons_doc LAW 345020/ (mata o6pamienus 20.03.2024)

I'OCT P 7.0.97-2016. HanumonaneHslii ctanmapt Poccuiickoit @enepauuu. Cucrema
CTaHJapTOB MO WH(pOpPMaIUK, OUOIHMOTECUHOMY M H3JAaTelbckoMy aeny. OpraHu3alnuoHHO-
pacnopsauTenbHas  JAOKyMeHTauus. TpeOoanust k odopmiiennto gokymentoB  URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nata obpamienus 20.03.2024).

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE J1€10. TepMHUHBI U OMpPEIEICHUS. -
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/  (mata  oOparieHus
20.03.2024).

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOECIIeUeHHE yIpaBiIeHHs (JAETOMPOU3BOJICTBO) : yueOHOE
nocob6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; nox o6ur. pen. T. B. Ky3uenonoii.
— 2-e u3n., nepepad. u gon. — Mocksa : UTHOPA-M, 2020. — 304 c. — (Bsiciiee o6pa3oBaHue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : onekrponnsii. - URL:
https://znanium.com/catalog/product/1078152 (nata oOpamienus: 26.03.2024). — Pexxum gocrymna:
IO TOJUTHUCKE.

C.A. T'noroBa, A.JO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko J[oKyMeHTallMOHHOE

obecrnieueHue ynpasieHus, o oomeit pegakiueit T.A. berkooit. — M.: OO0 “1C-ITabnumuHr”,
2016.-350c.

Tema S. (8 yacoB) MeToanka aHaan3a JOKYMEHTO0000pOTa H OpraHu3anusi padorsl ¢
AOKyMeHTaMHu. THIOBBIE NPeIOKeHHS M0 PAlMOHATU3ALNH.

Llenb 3aHATHS — U3yYSHHE 3TANIOB pabOTHI ¢ JIOKYMEHTaMHU, KOTOPbIE HEJOCTATOYHO MOIPOOHO
pErIaMEHTUPYIOTCS B OpraHU3alMsIX Ha IPUMEpe OpraHu3aliyd KOHTPOJIS CIIOJHEHUS
JOKYMEHTOB.

3amanue a7l CaMOCTOSITEIbHOM PadoTHI:

1. I3yuuTh TpeOOBaHUSI HOPMAaTHBHBIX MPABOBBIX aKTOB M HOPMATUBHO-METOJMUECKIX
JOKYMEHTOB, PErYJIUPYIOINX KOHTPOJIb UCIIOJHEHHS TOKYMEHTOB.

2. Pazpabotats [Topsj0K KOHTPOJISI UCTIOTHEHUS IOKYMEHTOB.

9.1.4 MHWcroyHMKH M IUTEpaTypa

[lpaBuiia JeNOMPOU3BOJICTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasnenus, yrB. IIpukxazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamienus 20.03.2024).

Meronuueckne peKOMEHAAMH MO pa3paboTKe HHCTPYKLHUI IO JIENONPOU3BOJCTBY B

roCylapCTBEHHBIX OpraHax, opraHax MECTHOro camoyInpasiieHus, yTB. [Ipukazom Pocapxusa oT


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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24.12.2020 Ne 199 URL:http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata o6pamenus 20.03.2024).

[IpuMepHas MHCTPYKLHS IO AEJIONPOU3BOACTBY B TOCYJAapPCTBEHHBIX OpraHU3aLMsX, YTB.

IIpukaszom Pocapxusa oT 11.04.2018 Ne 44)
URL:http://www.consultant.ru/document/cons_doc LAW 305137/ (mata oOparteHus
20.03.2024).

I'OCT P 7.0.97-2016. HanumonaneHslii ctanmapt Poccuiickoit ®enepauuu. Cucrema
CTaHJApTOB MO HH(OpMaruy, OUOIMOTEUHOMY M H3JAaTeNbCcKoMy aerny. OpraHu3alnuoHHO-
pacriopsaauTenbHas JOKyMeHTanus. IpeboBanuss Kk odopmienuto gokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nata obpamienus 20.03.2024).

I'OCT P HCO 15489-1-2019 Hanumonanenelii crangapt Poccuiickoit ®enepanuu.
Cucrema crannaptoB 1o uHpopmaruu, OMOIMOTEUHOMY M U3JaTenbckomy neny. Madopman3us
U JOKyMeHTaius. YmpasieHue aokymeHtamu. Yacte 1. Ilonstus u npunmmnsl URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ (nara oOpamienus 20.03.2024).

I'OCT P 7.0.8-2013 [Ienonpou3BOACTBO M apXUBHOE A€n0. TepMUHBI U ONpeAeaeHus.-
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/  (mata  oOpareHus
20.03.2024).

beikoBa, T. A. JIokyMeHTaIlMOHHOE OOEcIeUeHHe yIpaBicHHs (JIETOMPOU3BOJICTBO) : yueOHOE
noco6ue / T. A. brikoBa, T. B. Ky3uenona, JI. B. Cankuna ; nmox o6ur. pen. T. B. Ky3uenonoii.
— 2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —304 c. — (Beicuiee oOpazoBanue:
bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : onekrponnsii. - URL:
https://znanium.com/catalog/product/1078152 (nata oOpamienus: 26.03.2024). — Pexxum gocrymna:
IO TIOJUTHUCKE.

C.A. I'nmotoBa, A.IO. KonskoBa, IO.M. Kykapuna, E.A. Ckpunko JlokyMeHTallMOHHOE

obecrnieueHue ynpasieHus, o oomeit pegakiueit T.A. berkooit. — M.: OO0 “1C-IlabnummHr”,

2016.-350c.

9.2 MeToaudeckue PECKOMEHIAIIUMA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

B nponecce o0yuenust ctyaentsl PITY BBINONHAIOT pa3Hble BUABI MUCBMEHHBIX PadoT.

OCHOBHBIMH IIENISIMHU ITUCBMEHHBIX Pa0OT B By3€ SIBIISIOTCS:

* 3aKpeIUICHHUE MOJYYSHHBIX 3HAHUN 10 CTIEHUATbHOCTH, IPUMEHEHHE 3TUX 3HAHUH TpU
pereHnn mpodecCuOHABHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJICHUS CAaMOCTOSTEIIbHON pabOTHI, OBJIaJJICHUE METOTUKAMH U
MPUHLIUIIAMH CaMOCTOSATENILHOM UCCIIET0BATENBCKON AEATEIbHOCTH;

* (hopMUpOBaHNE YMEHUS IPAMOTHO U JIOTHYHO U3J1aratb COOpaHHbIC HAyYHbIE JAHHbIC
U MaTepHajbl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Hawubouee mpocrasi, HO 04eHb BakHasi (popMa MUCBMEHHOM paboThI B By3€ — 3TO
KOHTpOJbHAas paboTa. OHa ABIIeTCS 00A3aTEIBHBIM JIEMEHTOM CaMOCTOSTEIILHOW PabOThI
CTYZIEHTA U, TIPEXKJIe BCETo, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATH U MepeaBaTh
UH(POPMAIHIO.


http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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OTOT BUJ MUCBMEHHOM pabOThI MPEIYCMOTPEH Y4eOHBIMU TUIAHAMH ITOATOTOBKH
OakanaBpoB M Ha Kaeape apXuBOBEACHUS MpeIaraeTcs B paMKax U3y4eHus OOIIUX KypCOB
KIIB.

Taxke B mporecce OOydyeHHs CTYIEHTY HPEICTOUT BBIIIOJHEHHE KYpPCOBBIX paboT,
KOTOpBIE (POPMHUPYIOT HCCIEI0BATEIBCKIE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH U
OCMBICTICHHUS YyX€ CYIIECTBYIOLIETO 3HAHWA W HAIpaBlIEHbl HA CaMOCTOSITEIBHOE pelIeCHHE
HEKOTOPBIX TEOPETHUECKUX HIIM MPaKTHUECKUX 3a1au. KypcoBas paboTa 1eMOHCTpUpPYET yMEHHE
paboTath C HMCTOYHHMKAMH, HCIOJB30BATh JIOCTHKEHHUS COBPEMEHHOW Hayku (Hampumep,
MCIOJIb30BaTh JOCTH)KEHUSI apXUBOBEACHUS, a TAKXKE CMEXKHBIX HayK M HAYYHBIX AUCIUIUINH),
YCIIEIIHO peliaTh MOCTaBJICHHBIC 3a1auu, oOpabaThiBaTh M 0000maTh MaTepuan. Hammcanue
KOHTPOJILHOH pPa0OThI, MOJArOTOBKA M 3allUTa KYpCOBOM HMMEET psAJ OpPraHU3alMOHHBIX H
METOMYECKUX 0coOeHHOcTeH. O3HaKOMIIEHHE C JaHHBIMH METOAMYECKHMMH PEKOMEHAAIUSIMU
MIOMOKET CTYACHTaM IPAaBUIHHO OPraHMU30BaTh CBOIO YUEOHYIO M Hay4HO-HCCIIEI0BATEIbCKYIO
pabory.

OO01me TpeGOBAHMSA K CTPYKTYPE M COJEPKAHMIO MUCbMEHHBIX padoT

Baxnoli (hopmoii camocToATeNbHOM pabOThI CTyIEHTa SIBJISAETCS KOHTPOJIbHAs padora.
Ona mpexycMoTpeHa st OOJIBIIMHCTBA JUCIMIUIMH y4eOHOTO IJIaHa, YATaeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee HamMcaHue mpecienyeT el yriayOoieHHOW MpopadOTKU AUCHHUILTUHEI.

KonTponpHast paboTa BBINOJHAETCS CTYJCHTAaMH B COOTBETCTBHH C TEMAaTHKOH,
©XKEroJHO  yrBepknaemod  kadenpoil. KonrponbHas  pabota  sBISETCS  3JIEMEHTOM
CaMOCTOSITEIIbHOW PabOThI CTYACHTOB, TO3TOMY BBIOOD TEMBI IIPEAOCTABISACTCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOH pabOThl CTYAEHT JOJDKEH B IIEJIOM O3HAKOMUTHCS C
paszzaenaMu Kypca, MpelyCMOTPEHHBIMU YUeOHOM MPOrpaMMOi.

PaboTa 1o HanMcaHuIO0 KOHTPOJIBHOM HAUWHACTCS C BBISIBICHUS U U3yYEHUSI HCTOYHUKOB
U JuTeparypsl mo teme. Ilo okoHuaHUM cO0pa M U3yYCHHS JUTEPATYypPhl M UCTOYHUKOB CIIEAYET
IPOAyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBiieHue I1aHa — Ba)kKHAs 4acTh pabOThI HAJl TEMOH.
[Tnan mpencrasisier co0oii mepedeHb BOMPOCOB, OTPAKAIOLIMX coaepkaHue uccienoBanus. Ot
TOr0, HACKOJIBKO YE€TKO OH MPOAYMaH U MOCTPOEH, BO MHOTOM 3aBHCUT Kaue€CTBO KOHTPOJBbHOM
paboTbl. B mutan nenecoo06pa3Ho BKIIIOYHTH HanOoJiee BaKHbIE TEOPETUUYECKHE U MPAKTHYECKHE
BOIPOCHI TEMBbI, KOTOpbIE MPHU HEOOXOAMMOCTH MOTYT OBITH JAeTann3upoBaHbl. Kak mpasuiio,
palounii BapuaHT IUIaHa J0JKEH ObITh Pa3BEPHYTHIM, YTO oOJsieryaer padoTy Ha/l TEMOH.

B okoHuaTenbHOM BapuaHTE IUIAaH MOXET OBbITh JaH B COKPALICHHOM BHUIE, HO
00s3aTENIbHBIM  YCIIOBHEM TIPH 3TOM SIBJISIETCS OTPAKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMBbIX B KOHTPOJIbHON pa Oore. CocTaBleHHBIN IUIaH JOJDKEH HAUTH OTPaKEHUE B
OTJIaBJICHUH K KOHTPOJBHOM padoTe. PaboTa NOKHA BKIIIOYATh TUTYJIBHBIN JIUCT, OTJIaBICHHE,
BBEJICHHE, OCHOBHYIO YaCTh, COCTOSIIIYIO U3 HECKOJIBKHUX Pa3/IeoB U aparpados, 3aKI04eHuE,
CIHMCOK MCTOYHHMKOB M JIUTepaTypbl. Bo BBeAEHUM HEOOXOIUMO KPAaTKO PACKPBITH 3HAYCHUE U
aKTyaJIbHOCTh HW3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIE 3a7ayd paloOThI, ee
XPOHOJIOTHYECKHE pPaMKH, OOOCHOBAaTh CTPYKTYpPY, HaTb KpaTkuii 0030p HCTOUYHHUKOB H
auTeparypsl 1o teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHUIO
UCIOJb30BAHHOTO ABTOPOM HOPMATHUBHOIO MaTepuana U OIMYyOJMKOBaHHBIX cTaTeil. B Hem
ClleyeT JaTh aHajdu3 MCTOYHUKOB M JHUTEpaTyphl. B 3aBHcHMOCTH OT 00beMa U IIENEBOTO
Ha3HA4YeHUs pPaboOThl, 0030p UCTOYHUKOB U JIUTEPATYPbl MOXKET OBITh MPEJCTABICH OTACIbHBIM
naparpadoM WIH pa3/ielioM B OCHOBHOW 4acTu paboTHI.

OcHOBHasi yacTb KOHTPOJBHOH pabOThl NOJHKHA OBITH M3JI0KEHAa B COOTBETCTBUU C
IUTAHOM, OCBEIIAaTh COCTOSIHUE W COJAEP)KaTh aHAM3 PAcCMATPUBAEMBIX BOIMPOCOB C YUETOM
COBPEMEHHOTO YPOBHSI DPa3BUTHSI TEOPETUUYECKUX 3HAHUNH U OIbITa MPAKTUYECKOH pPaOOTHI
apXMBHBIX YUPEXKICHUH B 3TOW 00JIaCTH.

[Tpu packpbITHH TOW MM HHON TEMBI CTYICHT JOJDKEH CTPEMUTHCS OPOOHO U IITyOOKO
U3JI0KHUTh KpPYyr BOIPOCOB, BXOIAIMX B Hee. Ilo mMepe paccMOTpeHus marepuaia OTHIENbHbIC
MIOJIOKEHHSI KOHTPOJILHON paboThI clefyeT WUTIOCTPUPOBATh IPUMEPAMU U3 JUTEPATYPHI U, IO
BO3MOJKHOCTH, U3 NMPAKTHUKH pabOThl KOHKPETHBIX apXUBOB C O0s3aTENbHBIMU CCHIJIKAMH Ha
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JUTEpaTypy U UCTOYHUKU. B 3aKITIOUEHUH KOHTPOJIbHONW pabOThl HEOOXOAUMO IMOJBECTH UTOTH
TEOPETHUYECKOW M TMPAKTHUECKOH pazpaboTku BoOmpocoB. CHHCOK MCTOYHMKOB M JIMTEPATYPHI
IpeaCTaBiIsieT co0OM IMepeyeHb MCIOJIB30BAaHHBIX pabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCS

(bamMuIUM 1 MTHULMAIBL aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BpEMs €€ OIyOJIUKOBAHUS U
CTPAHULIBI.
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Hpuioxenue 1

AHHOmMauus oucyuUnIUHbL

JucuuruinHa peanusyercs Ha (DaKylnbTeTe AapXUBOBENCHHUS M JIOKYMEHTOBEICHUS
Kaeapoii JOKYMEHTOBEICHUS, ayTMOBU3YAJIbHBIX U HAYYHO-TEXHUYECKUX apXHBOB.

Llenp AMCUMIUIMHBI — HM3YY€HHE METOJOB M TEXHOJIOTHH YIPABIECHUS JOKYMEHTaMH B
OpraHu3alusaX, a TaKKe HalpaBJICHUH COBEPIICHCTBOBAHUS JICJIOMPOM3BOJCTBA U YIPABICHUS
JOKYMEHTaMH B COBPEMEHHBIX OpraHU3alMsIX C MPUMEHEHHEM HOBBIX WH(GOPMAIMOHHBIX
TEXHOJIOTUH.

3amauu TUCHUILTMHBI COCTOSIT B CIEAYIOLIEM:

- U3YYUTh COBpPEMEHHBbIE METOJbl OOCIEOBAHUS OpraHW3alMd, METOJbl aHalu3a
JETIOTIPOU3BOACTBA M YIPABJICHUS JOKyMEHTaMHM B OpraHU3allM W d3Talbl IPOBEICHUS
OPTIIIPOEKTHBIX padoT;

- IpOaHATU3UPOBATh COBPEMEHHbIE HOPMATHUBHBIEC IPABOBBIE AKTHI, & TAK)KE HOPMATHBHO-
METOJUYECKUE JOKYMEHTBHI, DErYJIUPYIOIIHE BOMPOCH JEJIONMPOU3BOJACTBA M  YIPABJICHUS
JTOKYMEHTaMH, paCCMOTPETh CIEIU(PHUKY UX PUMEHEHUS B OPraHU3aIHIX;

- U3YYUTh COBPEMEHHBIC HAIPABJICHUS COBEPIICHCTBOBAHMS YIIPABJICHUS JOKYMEHTAMHU B
OpraHHU3aLHsIX.

JucuumuivHa (MO/yIb) HarpasiieHa Ha (JOPMHUPOBAHHE CIEAYIOIINX KOMIIETEHIIUI:

[1K-1. Bnaneetr HaBbIKaM¥ pa3paOOTKH U BHEAPEHHS JIOKATbHBIX HOPMATUBHBIX aKTOB TIO
JOKYMEHTAI[MOHHOMY 00€CIICUEeHHUIO YIIPABICHHS B OpraHU3alMAX Pa3InYHbIX OpraHU3aluOHHO-
npaBoOBBIX (GopM U (HOpM COOCTBEHHOCTH, TOCYIApPCTBEHHBIX OpraHax M OpraHax MECTHOTO
CaMOYIpaBJICHUS

[1K-2. CnocoGeH oOpraHu3oBaTh M OCYIIECTBIATH JOKYMEHTALMOHHOE oOOecredyeHue
yIpaBJICHUS B OPraHM3aLMsAX PA3JIMYHBIX OPraHU3allMOHHO-TIPAaBOBBIX ¢GopM U  Gopm
COOCTBEHHOCTH, FOCYIapCTBEHHBIX OPraHax U OpraHax MECTHOTO CaMOYIIPaBIICHUS

[1K-4. Bnanmeer 3HaHUSMHU COBPEMEHHBIX HH(OPMAIMOHHBIX CHUCTEM W HaBBIKAMU
MPOEKTUPOBAHUS U BHEJPEHUS CHCTEM JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHu3aluu

[1K-10 CrocoGeH ocCyIecTBIATh OPraHU3alMOHHOE U METOJIUYECKOE COIMPOBOKICHUE
upoBoii TpaHchOpMaLUU JOKYMEHTUPOBAHHBIX cpep IesTeTbHOCTH OpraHu3aun

[1K-11 CnocobeH nMpuUMeHSATh Hay4YHbIE METOJbI ISl OpraHU3alMK JOKYMEHTAIIHOHHOTO

oOecreueHust YIIpaBJICHHUA C UCIIOJIb30BAHUEM I/IH(bOpMaI_[I/IOHHBIX TEXHOJIOTUH



27

B pe3ynbpTare 0CBOSHHS AUCIUIUIUHBI (MO/TYJ1s) 0OYUAIOIIUIACS TOIDKEH:

3Harth:

CTPYKTYpy TOCYIapCTBEHHBIX OpraHoOB, OpPraHOB MECTHOTO  CaMOYIpaBJICHUS,
OpraHu3alii pazauuHbBIX (OPM COOCTBEHHOCTH, HOPMATHBHO-TIPABOBBIE aKTHl B cdepe
JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs YIIpaBJICHUS

npaBuia pa3pabOTKU JIOKAJTBHBIX HOPMATHUBHBIX aKTOB, X CTPYKTYpPY M COJEepXKaHHE

MOPSZIOK BBEJICHHSI B ACHCTBHUE JIOKAIBHBIX HOPMATUBHBIX aKTOB TI0 IOKYMEHTALMOHHOMY
00eCIeYeHNIO YIPABJICHUS B TOCYIaPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHUS U
OpraHu3alUsaX Pa3IUYHBIX OPraHU3aIMOHHO-TIPABOBLIX (OpM U (HOpM COOCTBEHHOCTH

TEOPETHYECKHE OCHOBBI IOKYMEHTALMOHHOTO 00ECTIeYeHHS YIIPaBICHUS

0COOEHHOCTH  TOCTAaHOBKM  JOKYMEHTAI[MOHHOTO  OOecmeueHHsl  YHpaBJCHUS B
OpraHu3alusaX pa3jHuyHBIX OpraHU3allMOHHO-TIPaBOBBIX ¢GopM U (opM COOCTBEHHOCTH,
roCyJapCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYIIPaBJICHUS

cocTaB (PyHKIHI CIIY>KO JOKYMEHTAITMOHHOTO 00ECTICUYeHHS yITPABICHUS

COBpEMEHHbIE HH(OPMAIIMOHHBIE CUCTEMBI, CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000POTa,
MIPaBOBOE PETyIMpPOBaHUE CPepsl yIpaBiIeHHUs HHPOpMAIHEH U TOKYMEHTaIueH

METOJIOJIOTHYECKHE  OCHOBBI ~ TOCTPOCHMS  YIPABJIEHYECKHUX CHCTEM U  CHCTEM
JOKYMEHTAIHOHHOTO 00ECTIeYeHHs YIIpaBJICHUS

MpaBUIa U METOJOJIOTHYECKUE MOAXOAbI K MPOEKTUPOBAHHIO CHUCTEM DJICKTPOHHOTO
JOKyMEHTOO0OpOTa

Ymern:

aHAJIM3UPOBATH IIPABOBBIEC AKTHI B Chepe TOKYMEHTALIMOHHOTO 00eCIIeUeHUs YIIPaBICHUS
U BBISBIISITH BUJJOBOM COCTaB 0053aTENbHBIX JIOKAJIbHBIX HOPMAaTHUBHBIX AKTOB

pa3pabaTbiBaTh JIOKaJIbHBIE HOPMAaTHBHBIE aKThl B cdepe JTOKYMEHTAIOHHOTO
oOecrieyeHHs yrpaBleHUs] B COOTBETCTBUU C ICHCTBYIOIIMMU IPABOBBIMH aKT

BHEPSATH JIOKAJIbHbIE HOPMATHUBHBIE aKThI

MPUMEHSATh TEOPETUUECKUE 3HAHUS MTPH OPTaHMU3aALUH TOKYMEHTALIMOHHOTO 00eCTIeYeHuUs
yIIpaBJICHUS

OpraHu3oBaTh JOKyMEHTAlMOHHOE oOecneueHrWe B  OpraHM3alMax  pasInYHbIX
OpraHU3alMOHHO-TIPABOBBIX (POPM U POPM COOCTBEHHOCTH, FOCYAAPCTBEHHBIX OpraHax M opraHax
MECTHOTO CAMOYTIPABJICHHUS YIIPABICHUS

OCYILIECTBIISAITH PabOTy MO JOKYMEHTAIMOHHOMY OOECIEUCHHMIO YIPABICHYECKHX
IPOLIECCOB

NPUMEHATH 3HAaHUE HOPMATHBHO-TIPABOBOM 0a3bl B cdepe ynpaieHus HHGOpMAIEeld u

JOKYMEHTAIMEW B IPAKTUYECKOU IEATEIIbHOCTH
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IPUMEHATh PA3JIMYHbIE METO0JIOTUYECKUE IMOAXObl NMPH MPOSKTHPOBAHUU CUCTEM
JOKYMEHTAIIHOHHOTO 00ECTIeYeHHs YIIpaBJICHUS

BHEPSATH CUCTEMBI SJIEKTPOHHOTO JIOKyMEHTO000pOoTa

Baaners:

HaBBIKAMU TPUMEHEHHUsI OOILIErOCYAapCTBEHHBIX HOPM B cepe JOKYMEHTAIlHOHHOTO
oOecrieyeHus yrpaBieHHs IPH pa3padoTKe JOKAIbHBIX HOPMAaTUBHBIX aKTOB

HaBBIKAMU TIOJTOTOBKH MIPOEKTOB JIOKAIBHBIX HOPMAaTUBHBIX aKTOB, UX COTJIACOBAHUA U
YTBEPKICHUS

HaBBIKAMHU TMEPEPaOOTKHU U aKTyaJIH3alMH JOKAIbHBIX HOPMAaTHBHBIX aKTOB

METOJI0JIOTHEN JOKYMEHTALMOHHOTO 00eCIIeYeH s YIPaBICHUS

HaBBIKaMH COBEPIICHCTBOBAHUS CHCTEMBbI IOKYMEHTAIIMOHHOTO 00ECIIeYeHHUS! YIIPaBICHHS

HaBBIKAMU JJOKYMEHTHPOBAHUS YIIPABJIEHYECKUX ITPOLIECCOB U pabOTHI JOKyMEHTalUEH B
OpraHM3alsaX pa3IMYHBIX OPraHU3aIMOHHO-TIPABOBBIX (opM u  ¢GopM COOCTBEHHOCTH,
roCyJapCTBEHHBIX OpraHax M OpraHax MECTHOTO CaMOYIPaBJICHUS

HaBBIKAMU BbIOOpa HEOOXOMMBIX TEXHOJOTMUECKHH PEIIeHH B IpoIiecce YIpaBIeHUs
uHpopmanuen U TOKyMEeHTauen

HaBBIKAMU aHAJIN3a ¥ OPTaHU3alMOHHOTO MTPOEKTUPOBAHUS CUCTEM JTIOKYMEHTALMOHHOTO
oOecrieyeHus yrpaBlieHUS

HaBBIKAMU BBISBJICHUS HanOoOJee ONTHMAJbHBIX IMOKa3zaresiel, HEOOXOAMMBIX IS

MIPOEKTUPOBAHUS U HACTPOHKHU CUCTEM JIEKTPOHHOTO JJOKYMEHTO000pOTa

[To nucuumnunHe (MOIYINI0) IPEAYCMOTPEHA IPOMEXKYTOYHAsI aTTecTalus B popme 3a4yera
C OLICHKOM.

OO0mas Tpy10eMKOCTh OCBOCHHUS JUCIUILTAHBI (MOAYIISI) COCTABISAET 3 3aUeTHBIC AUHUIIBL.
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