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1. Mecto gucuuninHsbl B cTpykrype OOIT

Hucuunnuna b1.0.05 «JlokymeHTOBeieHUE» OTHOCHUTCS K OO0S3aT€NbHOM YacTd, IO
HarpasjeHuto moArotoBku 46.03.02 JlIokyMEHTOBEICHHE U apXUBOBEJICHUE, OaKaTaBpraT

Ne MecTO IMCHUILIMHBI B y4e0HOM CraHgapTHBIN TEKCT AJI aBTOMATHY€ECKOT0
Bapu IJIaHe 00pa3oBaTebLHOM 3amoJIHeHUus1 B KOHcTpyKTOope PILI
aHTa NPOrpaMMBblI

1 biok 1. Jucuumnuuel (MOIYIH)
OO6s3aTenbHas 4yacThb

Hucnurnnuna 51.0.05 «/lokyMeHTOBeIeHHE» OTHOCUTCS
Kk oOs3arenbHON yactu OOII HampaBseHUsT TOATOTOBKU

46.03.02 JIoKkyMEHTOBEIEHUE U apXUBOBEJCHHE.

2. Ilnanupyemble pe3yJibTAThl 00yUeHHs 10 JUCHHUILIMHE, COOTHECEHHbIE C
IUIAHUPYEMBIMH pe3yJIbTaTaAMHU 0CBOCHHsI 00pa30BaTe/IbHON NPOrpaMMblI
(KoMIeTeHUMAMH H MHHIMKATOPAMH JA0CTHKEHUs KOMIIeTeHIMiA)

I[InanupyemMble pe3yJbTaThl 00yUeHHS 0 HaumenoBaHue
dopmupyembIe AUCHHIUTAHE (MOIYJII0), B COOTBETCTBUH C OIIEHOYHOT 0
KOMIIeTeHI[HH HHIHKATOPOM JOCTHKEHHUS] KOMIIeTeHIIHH cpeacTBa
(ko1, conepKaHue HUuaukarop Pe3ysabTaThl 00yueHus
KOMIICTCHIIHH ) MOCTHKEHU S Mo JUCHUNIHHE
KOMIIeTeHIUU*
(xom, comeprkanue
WHJIMKATOPa)
OIIK-3 OIlK-3.1. 3Hamu: 0cHOBbl Tecm,
Cnocoben Ipumensiem ocHo6bl | OOKYyMEeHMOBeOeHUs NPAKMUYECKasl
npUMeHImMb JIO2UKU U Meopuu Ymemo: npumenameo 3adaua,
meopemuyecKue apeymenmayuu OCHOBHbBLE NPUHYUNBL 3HAHUI, KOHMPOIbHASL
3HAHUA OJI5l pEUEeHUs] NOYYEHHBIX 8 X00e 0CBOEHUSL paboma
NOCMABILEHHBIX OUCYUNTUH, 8
3a0au 6 obracmu npogheccuonanbHoll
OOKYMEHMOBEOeH sl OdesimenbHOCMU
U apxueoeeoeHus Braoemws: cnocobnocmuio
JIOCUYECKU MbLCIUMD,
AHATUSUPOBATND,
copmuposams nNOJYyHeHHble
3HAHUSA U NPUMEHAMb UX 8
uccne0o8anuu 00beKmos
npogheccuonanbHoll
OoesimenbHOCMU
OI1K-3.2. 3nams: ocroswl Tecm,
Koppexmmno eedem apxuBosedeHs. NPAKMUYECKast
ouanoe no Ymems: npumensameo 3adaua,
AKMYanbHbIM OCHOBHblEe NPUHYUNBL 3HAHUL, KOHMPOIbHASL
MUPOBO33PEHYECKUM | NOJLYYEHHBIX 8 XOO0€ 0CBOEHUs paboma
gonpocam OUCYUNTUH, 8
npogeccuonanvbHol
OdesimenvbHOCMU
Braoemyw: cnocobnocmuio
JI02UYeCKU MbICIUND,
AHAIUBUPOBAMD,




COpmMUPOB8amMsb NONYYEHHbLE
3HAHUSL U NPUMEHAMb UX 8
uccaeoo8anuu 00vLeKkmoes

npogeccuonanvbHol
oesamenbHOCmu
OI1K-3.3. 3nams: ocroswl Tecm,
Jlo2uuno O00KyMeHmogedeHUs U NPAKMUYECKasl
dopmynupyem, apxue08e0eHuUs 3a0aua,
usnazaem u Ymems: npumensameo KOHMPOIbHASL
aApeyMEeHmupo8anHHo | OCHOBHbIE NPUHYUNBL 3HAHUL, paboma
omcmausaem NOJYYEHHbIX 8 X00€ 0CBOCHUS.
cobcmeennvle 6uoeHUsl | OUCYUNTIUH, 8
npobiem u cnocodwvl ux | NPoQheccUoHaIbHOU
paspeueniist oesimenbHOCmU
Bnaoemw: cnocobnocmuio
JIO2UYeCKU MbLCIUMD,
AHAU3UPOBAMD,
copmuposams noJy4eHHble
3HAHUSL U NPUMEHAMb UX 8
UCCe006aAHUU 00BEKMO8
npogeccuonanvrol
oesamenbHOCmuU
OI1K-3.4. 3nams: ocroswl Tecm,
Braoeem nayunvimu | 0okymenmoseoenusi u NPAKMUYECKAsl
Kame2opusmu u apxuo8e0eHsl 3a0aua,
Memooamu, Ymems: npumensmo KOHMPOIbHASL
NOOKPENISIOUWUMU OCHOGHbLE NPUHYUNBL 3HAHULL paboma
MUPOBO33PEHYUECKYIO | NOJYUEHHBIX 8 X00€ 0CBOCHUS
nO3UYUIO OUCYUNTIUH, 8
npogeccuonanvbHol
oesamenbHOCmu
Brnaoemw: cnocobnocmuio
JI02UYeCKU MbLCIUMDb,
AHAUBUPOBAMD,
copmuposams nOJyHeHHble
3HAHUSL U NPUMEHSMb UX 8
UCCe006aHUU 00BEKMO8
npogeccuonanvbHol
oesamenbHOCmuU
OIIK-4 - Criocoben | OIIK-4.1. Bnaxgeer 3HATB: OCHOBHBIE  METOJBL, Tecm,
HCIIOJIE30BAaTh 0a30BBIMU 3HAHMSIMH B | CIOCOOBI M CPEACTBA  IOWCKA, |  MpaAKMUYECKAsl
0a30BbIE 3HAHKUA B | 00J1aCTH TIOTyHCHMA, XpaHCHUA 3a0aua,
obyracTu WH(OPMAITMOHHO- E:;T;SH;;ZHE)’ nepepadoTkn KOHMPOIbHASL
WHPOPMAIIMOHHO- | KOMMYHHUKAITHOHHBIX prat paboma
KOMMYHHKATHBHBIX | TEXHOJIOTHH B chepe VMeTh: cosepmars pasmidbie
TEXHOJIOTHH B chepe | TOKyMEHTAIMOHHOTO MAHHTYISIME ¢ WH(OPMAIHEH
CBOCH obecreueHust PasHBIMKM METOIAMH M CTIOCO6aMH,
npodecCHOHANBFHON | YIIpaBIICHUS U B JAenarb BBIBO/IbI u
NEATENILHOCTH; aApXUBHOM JIeJIe. [IpOTHOSMpOBAHME B pamKax




MPOaHATN3UPOBAHHOM
nHpOpMaIN

OIIK-4.2. Ucnons3yer | BIAleTh: cnocoGHocTbI0 Tecm,
HpOFpaMMHBIe aHaJIu3upoBaThb, CHHTE3UPOBATD, npakmulteCKa}Z
CUCTEMATHU3UPOBATH I/IH(l)OpMaHI/I}O
HpOHyKTBI B U MPOTHO3UPOBATH [[aﬂbHeﬁIHyIO 361()61'{61,
YUpaBJICHUN NESATENHHOCTD YUPEKICHUS KORmMpO/NIbHAA
JIOKyMEHTaMH, paboma
NPUMEHSECT HAaBBIKH
BEJICHUS SJICKTPOHHOTO
JIOKYMEHTO000pOTa,
BJIQJICET TEXHOJIOTHSIMH
CKaHUPOBAHUS
JIOKYMEHTOB.
OIIK-4.3. Beictpo Tecm,
aJanTUPYETCs B npakmuyeckas
UCTIOJIb30BaHUHT 3a0aua,
nporpamMm COJI u ux KOHMPOIbHAA
0OHOBJICHUH paboma
1IK -3 I1IK-3.1. 3namo: Tecm,
Cnocoben 6rademsv | Brnadeem 3nanusmu u | 00OKyMeHmMo8e04ecKyo NpaKmu4ecKast
APUHYUNAMU U OCHOBHBIMU MEPMUHOTIO2UIO 3adaua,
Memooamu npobremamu 8 Ymemn: cocmasnsimo u KOHMPOIbHASL
onmumuzayuu obnacmu ogopmasms 0OKymMenmol no paboma
OOKYMEHMONOMOKO8, | OOKYMEHMOBEOCHUS U | YCMAHOBIEHHbIM NPABULAM
cocmasa apxugoseoenus Braoemyw: cnocobnocmsio
OOKYMEHMO8 U Opeanu306v16aMb pabomy
UHDOPMAYUOHHBIX cayoucont JJOY
nokasameieu
1IK-3.2. 3nams: cnocobdwvl u cpedcmasa Tecm,
Buvinonusiem OOKYMEHMUPOBAHUSL npakmuyeckas
mpebosanus K Ymemo: opeanuzosvieams 3adaua,
BbISIBIIEHUIO HAPYUEHUU | pabomy ¢ OOKYMEeHmMAamu: KOHMPOIbHASL
6 obracmu peaucmpayuro, KOHMPOib 3d paboma
O0OKYMeHmogeoeHus: | cobnodeHuem cpoKos
UCNONHeHUs. OOKYMEHMO8 U
nopy4enut,
cucmemamuzayuio u
XpaueHue 0OKYMeHMOo8
Braoemyw: cnocobnocmsio
OP2eaHU306bI6ANMb APXUBHOE
XpaueHue 0OKYMeHMO8
1TK-3.3. 3uamo: 3a0auu u pynkyuu Tecm,
Haxooum owubku ¢ | cayacovl JJOY,; mexnonocuu NpaKmu4ecKas
ogopmnenuu u pabomwl ¢ OOKyMeHmamu 3adaua,
XpaueHuu 0oKymenmos | Ymemn: pabomamo ¢ KOHMPOIbHASL
NUCbMEHHBIMU 00PaUeHUAMU paboma

2pasicoan, a makice ¢
Odoxkymenmayuet
02PAHUYEHHO20 OOCMYNA
Bnaoems: cnocobrnocmobio
Op2anuU306v16aMb pabomy




cayaconvl JIOY u apxusnoeco
XpaueHust 00OKYMeHMOo8

3. CTpykTypa u coJep:kaHue TUCHUILINHBI «/loKymMeHTOBeeHHME)

3. CTpyKTypa U coJep:kaHHe TUCHUTIIUHBI

3.1 TpynoeMKOCTb AMCUUNJINHBI
ouHasi popMa | OYHO-320YHASI | 3209HAS
00y4eHust dpopma dopma
o0y4eHHUs o0y4eHus
OO01ast TPy10€eMKOCTh 6 3ET 3ET 3ET
YacoB 1o yueOHOMY IJIaHY 216 - -
B TOM 4ucCJIe - -
ayIMTOPHbIE 3AaHATHS (KOHTAKTHAas 123 - -
padora): 60
- 3aHATHS JeKIMOHHOI0 THUIA 60
- 3AHATHUA CEMHUHAPCKOI0 TUIIA
( mpakTHYeckue 3aHATHS /
JadopaTopHbie padoThl)
caMoCTOsITeJIbHasi padoTa 57 - -
KCP 3 - -
IIpomexyTouHas aTTecTanus — 36 - -
JK3aMeH
3.2. Conep:xanue THCIUTIHHBI
HaumeHnoBanue u Bcero B TOM 4HCJIE
KpaTKoe Co/iep:KaHue (4achr) KOHTaKTHas pabora (padoTa BO B3auMoJelicTBUM ¢ g
PAa3esioB u TeM npenoaaBaTesiemM), Yachl l§ _
AUCHUILUTUHBI (MOAYJIsT), W3 HUX 2 3
dopma npomeKyTOUHOI EF5
Bcero z .
aTTecTaluy 1o - e 25
JAHCHHIUIHHE (MOIYJIIO) E § s § e
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Tema 1.
JIoKkyMeHTOBEIeHHE KaK 6 |-|-| 2 - - 2 - - - -l -]-]-1- 4 -l -1 2]-]-
HayKa
Tema 2.
ITonsiTHE M CYITHOCTH 10 | -| -| 4 - 1-1 4 - - - -l -]-]-1- 8 -l -1 20-|-
JIOKYMEHTa




Tema 3.
DOyHKINU U
KITacCUpUKAIIHS
JIOKyMEHTa

10

Tema 4.

HWcropus nosiBneHus
JOKyMEHTA, Pa3BUTHE
JOKyMEHTOBEJICHUS B
Poccuu

11

Tema 5.

HopmatusHo - npaBoBbie
JIOKYMEHTHI,
WCIOJIb3YEMBIE B
JIOKyMEHTOBEICHUU U
ApXUBOBEACHUU

Tema 6.

IlonsiTue u
KIIaccu(puKaIus
OpTaHU3AIOHHO —
pacropsaIuTeIbHON
nmokymenraruu (OP /1)

Tema 7.

TpeboBanust k
0(OpMIICHUIO OJIAHKOB
OPJI

Tema 8.

I'OCT P 6.30-2003
PexBu3uTHI 1 TpeOOBaHUS
K X 0()OpPMIICHHIO

Tema 9.

Odopmienne
OpraHU3alHOHHO —
IPaBOBBIX JOKYMEHTOB

11

Tema 10.
Odopmienne
pacnopsaUTeNIbHBIX
JIOKYMEHTOB

11

Tema 11.
Odopmnenue u
KaccupuKaIust
MPUKA30B

11

Tema 12.
Odopmienue
CITyXeOHBIX MTUCEM U
JPYTUX OTIEPATUBHO -
HHPOPMAIUOHHBIX
JIOKYMEHTOB

11

Tema 13.

Odopmienue
JIOKyMEHTOB T10 JINYHOMY
COCTaBY

11

Tema 14.
JIoKyMEeHTO000pOT U eTo
OpraHu3aIHs

Tema 15.

Opranuzanus paboTs ¢
BXOJSIIIIUMU U
15(.(018:011070%87%1
JIOKYMEHTaMU

Tema 16.
Cocrasiienue
HOMEHKJIATYPHI e H

11




TCKYIICC XpaHCHUC ACJ1

Tema 17.
TToaroroBka fei K ciadu 7 |-1-] 2 - -] 2 - - - -l -0-1-1- 4 - -
B apXUB

Tema 18.
DKcrepTr3a IeHHOCTH 7 |--] 2 - -] 2 - |N= - -l - -l --] 4 -] -
JOKYMEHTOB

Tema 19.
XpaHeHne JOKyMEHTOB B 7 |-1-] 2 - -1 2 |- - - N I I R D I
apxuBe

Tema 20.

Cucrtema aBTOMaTH3aLUU
U 3JIEKTPOHHBII
JIOKyMEHT0000pOT

-] 4| - |- a |-|-] - |-1-1-1-/-18|-]-

B 1.4. Texymmii
KOHTPOJIb

IIpomexyTouHas
aTTeCTaIHA:
3aueT — 1 cemecTp; 36
9K3aMeH (ycTHas popma)
— 2 ceMecTp

UuToro 21 60 60 120

Copep:xkaHue TMCHUILINHBI «[[0KyMeHTOBeIeHHEe» 10 pa3iejiam:
Tema 1. /lokymenmogedenue Kaxk Hayka
1. Tlonstue nnpopmanus
2. Pabota ¢ uH(bOpMaIMOHHBIMU TOKYMEHTAMHU
3. CooTHomeHHe NOHATUI «MH(DOPMATUI» U «TOKYMEHT».
4

3HayeHHe I/IH(I)OpMaI_II/II/I B 3KOHOMHYCCKHX, COOHUAJIbHBIX H ITOJIMTUYCCKUX IIPpOLECCax,

JUISL IPUHSTHS YIIPABICHYECKUX PEILICHUM.

5. TIlonsatue CIOKYMCHT» B HAYYHbBIX JUCHHUIUIMHAX: IpaBE, HCTOYHUKOBCIACHUH,

apXUBOBEACHUU, UHPOPMATHKE, TOKYMEHTAJIUCTHKE U JIp.
Tema 2. llonamue u cywynocmo 00Kymenma
1. OcHoBHbBIE IMOHATHA, UCITIOJIB3YEMBIC B JOKYMCHTOBCACHUN
2. Ponb noxymeHTa B IOpUANYECKOHN AE€ITETbHOCTH

3. IIpaBoBoii, yripaBieHYECKAN ¥ HCTOPHUECKUI aCIIEKTHI B ONPEICTICHIH IOKYMEHTa

4. Buasl JOKYMEHTOB
5. CpencTsa a1 U3rOTOBJIEHUS JOKYMEHTOB
Tema 3. @ynkyuu u Kraccupurayus 0OKymenma
1. ®yHkuum noKymeHra
2. 3HayeHMe U3y4eHMs QYHKIMHA JOKYMEHTA JUIsl IPAKTHKH JeJIONPOU3BOJICTBA

3. CBsa3b QyHKINHU TOKYMEHTA C JOKYMEHTO0Opa3yroIei cpenoi
4. JlokyMeHTOOOpa3yrolue Npu3HaKy.
5. Knaccudukanus 10KyMEHTOB IO TPU3HAKAM.
Tema 4. Hcmopusa nosaenenus 00Kymenma, pazeumue 00Kymenmoegeoenus 6 Poccuu
1. Tlepuon pa3BuTHs nucbMeHHOCTH Ha Pycu
2. TlepBble BUIBI JOKYMEHTA
3. Pabota mo pabore ¢ qokymenTamu B miepuos XV — XVIII BB.
4. TlepBble paOOTHUKH CITYXOBI AEIONPOU3BOACTBA, KOJUIETHH, KaHIIESPUU
5. JenonpoussoactBo B COBETCKUIA MEPHOJ
6. Drambl pa3BUTHUS AETONPOU3BOJICTBA U UX OCOOEHHOCTH

Tema 5. Hopmamueno - npagogvie OOKYMEHMbl, UCHOb3YyeMble 8 OOKYMEHMOBEOCHUU U
apxueoeeoenuu



5.
Tema

Knaccudukanus 3akoHOJATENbHBIX, HOPMATUBHBIX, METOAMYECKUX MAaTEpPHAaJIOB,
KACAIOUIUXCSl MOPSAIKA JOKYMEHTUPOBAHUS. YPOBHHM TOCYJAapCTBEHHON periamMeHTaluuu
JIEJI0NPOU3BOJICTBA

3akoHoJlaTeNbHbIe akThl, YKa3bl [Ipe3unenta Poccuiickoin deaepaiuu, mNOCTAaHOBICHUS U
pacnopskeHust  IIpaButensctBa  Poccuiickoin  @enepanuu,  periaMeHTUPYIOLIHE
IIPaBOBbIE HOPMBI 0OPMIICHHS JOKYMEHTOB. HampaBienus pa3BuTHs 3aKOHOAATEILHOTO
PEryJIupOBaHMS JOKYMEHTUPOBAHUS YIIPABICHUECKOMN NESITEIbHOCTH.

['ocynapcTBeHHbIe (HALIMOHAIBHBIE) CTAHIAPTHI Ha TOKYMEHTALIUIO, perilaMeHTUPYIOIIHNE
coctaB U 0QpOpMIIEHHE PEKBH3HTOB CIY)XEOHBIX JOKYMEHTOB; TpEOOBaHHS K
0(OPMIICHHIO 00JIOKKH /1€ TOCTOSIHHOTO U JJIMTEJIBHBIX CPOKOB XpaHEHHUs; Ha (hOpMaThI
JUTsE ipon3BojicTBa Oymaru. CraHmapTu3anus TepMUHOJIOTHUU. MHBIE TOCyIapCTBCHHBIE
CTaHJapThI

OO6mepoccuiickue  KIacCU(UKATOPBl  TEXHUKO-DKOHOMHYECKOM ¥ COIMAIBHON
nHpopmarnuu. OOMmEpPOCCHCKUN  KIacCU(UKATOpP YIPaABICHYECKON JTOKYMEHTAIlUH,
3aKPEIUISIONIMI  COCTaB  YHH(PUIIMPOBAHHBIX CHCTEM JOKYMEHTAllMd W JIpyrue
KJIaCCU(PUKATOPBI

Mertoanueckue MaTepHrabl IO IETOMPOU3BOJICTBY OpraHU3aIii, YUpeKaIeHul, Gupm

6. Ilonamue wu Klaccuukayusa Op2aAHUZAUUOHHO — PACROPAOUMENbHOU

ookymenmayuu (OP/])

1.

o

Tem

PO

S

Ha3nauenue cucteMbl OpraHu3alliOHHO-PACIOPSIUTENbHON JOKyMeHTauuu, posib OP/I B
yIpaBJICHUU
Knaccudukanus OPJ]
CocTaB 10KyMEHTOB, B XOAAIIKX B rpymisl OP/]
Conepxxanne OP /]

7. Tpeboeanusn k ogpopmnenuto onankoe OP/J
Dopmynsp ynpaBleHYECKOro JOKYMEHTa U €r0 COCTaBHbIC YacTU (PEKBU3UTHI).
CocraB yHU(UITUPOBAHHBIX (OPM TOKYMEHTOB
WuauBuayalbHbBIN U TUTIOBOU (DOPMYIISPHI
[TonsiTne «OnMaHK JOKyMEHTa». Buabl OIaHKOB M TOPSIOK PACIIONIOKEHUSI PEKBU3UTOB B
Onanke (yrJIoBO€ U LIEHTPOBAHHOE)
OO6muit 6maHk, OJaHK MUCbMa, OJaHK JOJDKHOCTHOTO JIMIA, OJIAHK KOHKPETHOTO BHJIA
JIOKYMEHTA, OJJaHK CTPYKTYPHOT'O MOApa3/ieNeHHs
CocTaB pekBU3UTOB, Ha3HAUEHUE, OCOOEHHOCTH O(POPMIIEHUS PA3IMYHBIX BUI0B OJIaHKOB
bnanku ¢ um3oOpaxenueMm [ocymapcTBeHHOro repba u repba cyObekta deneparu.
OcoOenHocTH pabOTHI ¢ OJaHKaMU, UMEIOIIUMHU N300pakeHne repOoBOi CUMBOJIMKH

Tema 8. I'OCT P 6.30-2003. Pexeéuszumul u mpedbosanus K ux opopmienuio

1.

o

o

3nauenne ['OCTa P 6.30 — 2003 B memonpou3BOACTBE M B IOPUIUYECKOM AacCIEKTe.
Cratyc, obnacTb NpUMEHEHHs, cojepkaHue l'ocynapcTBeHHOro cranjaapra. Paziensl
CTaHjaapTa

I'OCT P 6.30-2003. YHuduipoBaHHbsle CUCTEMbI JOKYMEHTALH

TpebGoBanust K 0POPMIIEHUIO TOKYMEHTOB

[ToHsATHS «pPEKBU3UT JOKYMEHTa», «popmyisip-obpasen». CocTaB U pacroyioKeHHUe
PEKBHU3UTOB

Pernamenranus odpopmiieHust pekBU3UTOB ['0cy1apCTBEHHBIM CTaHAAPTOM
CpaBnautensnbiii ananu3 ['OCT P 6.30-2003 ¢ paHee neWCTBYIOIIMMH HOPMAaTUBHBIMU
aKTaMH

Tema 9. Oghopmaenue opzanuzayuonno — npasoevlX 0OKYMeHmos

1.
2.

Hasnauenne cucteMsl OpFaHI/ISaHI/IOHHO-HpaBOBOﬁ JOKYMCHTAlI1

Opl" AHU3aMUOHHO-IIPABOBLIC NOKYMCHTBI — YCTAaBbI, ITOJIOXKXCHUSA, IITATHBIC paClIMCAHUA,
CTPYKTYpa U HITaTHasA YUCICHHOCTb, PCTJIAMCHTHI. Tpe6OBaHI/I${ K X COCTaBJICHHUIO

CTpyKTypa TEKCTOB, MOPAIOK YIOCTOBEPEHHS OPTraHU3alIMOHHO-TIPABOBBIX TOKYMEHTOB



4. OdopmieHue y4pemuTeNbHBIX JOKYMEHTOB. YHHM(MKALUS LITATHOTO PACIHCAHUSL.

Odopmnenune nacTpykuu. CTpyKTypa periameHTa

Tema 10. Opopmnenue pacnopaoumenbHvix 0OKyMeHmM o8

1. PacnopsnuTenbHble JOKYMEHTBI — MIOCTAHOBIICHUS, PELICHUS, MPUKA3bl, PACIIOPIKEHUS,
yka3sl. [lopsiiok ux coctaBneHus U ohopMIeHUs
2. IlpaBoBbIe aKThI (peiepaIbHOTO YPOBHSI, BEAOMCTBEHHOI'O YPOBHS, YPOBHA cyOBbekTa PO
3. PacmopsautenbHble JOKYMEHTBI, HW3/1aBaeMble B YCJIOBHSX KOJUICTHAILHOCTH H
€AMHOJINYHOTO MPUHATHUS PELICHUS
4. DTanbl NOATOTOBKU PACTIOPSIUTEIBHBIX TOKYMEHTOB
5. CtpykTypa, 3JIeMEHThI TEKCTOB PACIOPATUTEIBHBIX TOKYMEHTOB
6. IlpaBuia MOATOTOBKH M FOCYIapCTBEHHOW PETUCTPALMU HOPMATHBHO-TIPABOBBIX AKTOB
Tema 11. Ogpopmaenue u Knaccugpukauus npukazoe
1. Bunasl npuka3on
2. OcobenHoct ohopMIIeHHS MPUKA30B 110 JINYHOMY COCTaBY
3. DTamnbl MOATOTOBKU MPUKA30B
4. Tlopsaok coctaBieHus: U opopmiieHUs: TPUKA30B
5. CrpykTypa, 3JIeMEHTBI TEKCTOB NMPUKA30B PA3IUYHOTO BUIA
Tema 12. Oghopmnenue cnyxicebnvlx nucem u Opyeux ONEPAMUGHO - UHPOPMAUUOHHBIX
00KyMeHm o8
1. Cucrema nH(pOpMaMOHHO-CIPABOYHOMN JOKYMEHTAIIMH
2. PasnoBumHOCTH WH(MOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, WX COCTaBICHHUE U
odopmiieHre
3. CmpaBku, aKkThl, JOKJIaTHBIE U OOBSICHUTEIBHBIC 3aIUCKH, IOBEPEHHOCTH, CIIy)KEOHBIE
MUChMa, TeJIe(POHOTPAMMBI, TEJIETPaMMBI, (paKCOrpaMMbl
4. PermameHnt  pa0®oOTBl  KOJUIETHAJIbHOrO  opraHa. [lman  paboOTBl  KOJUICTHH.
JlokyMeHTUpOBaHUE X0/ 3acelaHus
5. Crpykrypa Tekcra mporokona. [lomaeile ©  KpaTkue (OpMBI  TPOTOKOJIOB.
®opmynupoBanue moBecTku IHA. [lopsaok ymocToBepeHus MpoTokoja. Beimucka us
IIPOTOKOJIA
6. Bunsl nucem
7. CTpyKTypa, 3JI€MEHThl TEKCTOB IMHCEM Pa3IMYHOrO BHUIa
8. IlpaBuia nenoBOTo CTUIIS TP HAMTMCAHUH MHCHhMa
Tema 13. Opopmnenue 00Kymenmos no 1uuHOMy COCMagy
1. Cucrema u KOMIUIEKCHI KapOBOH TOKyMEHTAIUU
2. JIokyMeHTaIus 1O JUYHOMY COCTaBy — TPYIOBBIC JIOTOBOPHI, MPUKA3bl 1O JTHYHOMY
COCTaBY, TPYIOBbIE KHIKKH
3. VaudunupoBaHHbIe (OPMBI IEPBUIHON YICTHON JOKYMEHTAIIMH 110 TPYLY H €r0 OIUIaTe
4. Cucrtema OyxralTepckoil TOKyMEHTalluu
5. Tlopsinok 3anonHeHns YHUPHUIMPOBAHHBIX (GOPM.
6. Buabl Oyxrantepckoil TOKyMeHTaluu
Tema 14. /lokymenmoobopom u e2o opzanusayus
1. JoxyMmeHTanbHble (OHIBI YUPEXKIECHUHN, OpraHu3alui, MNPEANpPUATHH, CTPYKTYPHBIX
MOopa3IeICHUI
2. TloaBM»XHOCTH JOKYMEHTAIBLHOTO (OHA
3. VBennmueHune oObeMa JOKYMEHTOOOOPOTA B IOPHINUYECKOM chepe
4. HeoOXoauMOCTh peryIrpoBaHUs Ipoliecca JOKyMeHT0000opoTa
5. CoBpeMeHHBIE 3a/1a4M [TPaBOBOIO PETYJIMPOBAHUS ITpoliecca 00pa3oBaHMsI TOKYMEHTOB
6. DTambl ABMKEHUS JOKYMEHTOB B OpraHU3allud
Tema 15. Opzanuzayus pabomol ¢ 6X00AUWUMU U UCXOOAUUMU OOKYMEHMAMU
1. TlonsiTHE «BXOISIINI TOKYMEHT»
2. OOpaboTka BXOIAIICH JOKYMEHTAITUH
3. Perucrpanus BXOASIIUX JOKYMEHTOB



4.
5.
6.

AJTOPUTM JBUKEHUS BXOASIIEH KOPPECTIOHACHIINI
[ToHsTHE «HCXOOSIINI JOKYMEHT)
Perucrpanus ncxoasmux J0OKyMEHTOB

Tema 16. Cocmasnenue Homenkaamypuol 0ejl U meKyujee Xpanenue oen

1.
2.

How

o

6.

IIpocTble U CII0KHBIE KOMIUIEKCHI TOKYMEHTOB. 1 IoHATHE «KOMIUIEKC JOKYMEHTOBY
[IpusHaky TIpyNNUpPOBKH [IOKYMEHTOB B IIEpBHYHBIE KOMILIEKCH.. HomuHaIBHBIY,
IIPEAMETHO-BOIIPOCHBIN, ABTOPCKUH, KOPPECIIOHIEHTCKHUI, reorpaguuecKuii,
XPOHOJIOTUYECKUH NPU3HAKY 3aBEICHUS 1€

CymecTByronias NpakTHKa NEPBUYHON IPYNIIUPOBKU TEKCTOBBIX TOKYMEHTOB

JInynoe geno

XpaHeHue JOKyMEHTAJIbHBIX (DOHIOB YUPESKICHHWN, OpraHU3allUi, MpeInpuiTui,
CTPYKTYPHBIX IIOpa3eJICHUI

Ilepeyny TOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS

Tema 17. Iloozomoeka 0en Kk coaue ¢ apxue

1.

o

[TonsiTne «apXxuBHBIA HOHI»

[lepeuyHn 1OKyMEHTOB € YKa3aHUEM CPOKOB XpaHEHHUs

Cocras cBeeHuil 1 popMHUpPOBaHUS ApXUBHOTO Jieia

[Tponienypa nepenaun eAUHUL TOKYMEHTALUHU JAJs TOJTOBPEMEHHOIO WIIM IOCTOSHHOTO
XpaHEHUs B apXUB

Tema 18. Ixcnepmu3sa yeHHocmu 0OKYMEHmMO8

oukrwdE

8.

Hayuno-ucropudeckast u mpakTUyeckasi IEHHOCTb JOKYMEHTOB

[ToHATHA «1LIEHHOCTh TIOKYMEHTa», «3KCIIePTU3a LIECHHOCTHY

[TpuHIUIIBEI 1 KPUTEPUU LIEHHOCTH JOKYMEHTOB

Bo3HUKHOBEHME U Pa3BUTHE SKCIIEPTU3BI

AHanm3 aBTOpCTBA, COACPIKAHUS, TATUPOBAHUS, TOCTOBEPHOCTH IOKYMEHTOB

Meronvka omnpeaeneHusi NPOUCXOXKIECHUS U COACPKAHUA PAHHUX JIOKYMEHTOB.
OrnipeziesieHre MECTa U BPEMEHH CO3/IaHMsI IOKYMEHTa

[ToBTOpsieMOCTh, TMEPUOJUYHOCTH OOpa30BaHUSI JOKYMEHTOB. BHIBI TOBTOpSEMBIX
TOKyMeHTOB. JlyOneTHbie JHOKYMEHTHl. DakTOphl, BBI3BIBAIOIINE BO3HUKHOBEHHE
JIOKYMEHTOB C MOBTOpstoleicss nHbopMaruei

BriOopounasi oleHka JIOKyMEHTOB. M3ydeHue [OOKyMEHTAllMd TI0 TEMaTHKe,
KOHCTPYKIUSAM. OCOOEHHOCTH OLIEHKH MAITUHOYUTAEMBIX TOKYMEHTOB

Tema 19. Xpanenue 0oKkymenmos 6 apxuee

agrwbdE

[ToHsITHS «KOJINEKIUSA JOKYMEHTOBY, «APXUB)

ApxuBHBIN (HOHJT TUUHOTO MPOUCXOXKIAEHUS. «OOBEIMHEHHbIE apXUBHBIE (DOHIBI»
Me:XBeIOMCTBEHHBIE, BEJOMCTBEHHBIE aPXUBbI

ApXUBBI OpraHU3alMi, IPENPUITHH, yupexkaeHui. ['ocy1apcTBeHHbIE apXUBBI

. T'ocynapcTBeHHbIH apXuBHBIN (OH

Tema 20 Cucmema aemomamu3sayuu u I1eKmMpPoHHbLIL OOKYMEHMO000poOm

1.

2.

o

@DakTopbl, BAUAIOIINE Ha yBeTUYeHHE 00beMa HH(OPMAIMK U KOJIMYECTBA IOKYyMEHTOB B
COBPEMEHHBIX YCIIOBHSIX

BausiHue HayyHO-TEXHUYECKOW PpEBOJIIOLUMU Ha WH(POPMAMOHHO-I0KYMEHTAllMOHHbIE
MIPOLIECCHI

3amaya ympaBleHUs JAOKYMEHTAIMEW B OpraHU3alUsX W TpoOJIeMbl aBTOMAaTH3AIUU
YIIPABJIEHUS JOKYMEHTALMEN

DJEeKTPOHHBINH JOKYMEHT U IpobiieMa ero IpaBoBOro cTaryca

[Ipunanue IOPUAMYECKON CHIIBI JOKYMEHTY B JJeKTpoHHOU (opme. OcobeHHOCTH
COIJIACOBAHUS DJIEKTPOHHOTO JIOKyMEHTAa. BO3MOXHOCTb YCKOPEHHS NpOIETyphl
COTJIaCOBaHUS

DeKTPOHHO-LIM(POBasi MOANUCH

[TpumeHenne 6a3 TaHHBIX, IA0JIOHOB, TEKCTOBBIX PeaKTOPOB. [IporpaMMHBIE TTPOLYKTHI
10 JIEJIONIPOU3BOJICTBY



Texkymuil KOHTpOJIb YCIIEBAEMOCTH IIPOXOJUT B paMKaxX 3aHATUM CEMHHApCKOro u
IIPAKTUYECKOTrO THIA, TPYNIOBBIX WM MHIMBUAYAIbHBIX KOHCYIbTalMi. MITOroBBI KOHTPOIB
OCYILIECTBIIIECTCS HA DK3aMCHE.

4. Y4eOHO — MeTOAUYeCKOe o0ecriedeHne CaMOCTOSITE/IbHOI padoThl CTYy/IEHTOB

CamocrosTenbHas paboTa MPOBOAMTCS C€ LENbIO  YIIyOJIeHHS W PaCHIMpPEHHS
TEOPETUYECKUX 3HAHUM, CHCTEMAaTH3allUU U 3aKPEIUICHUsI MOJYyYEHHBIX TEOPETUYECKUX 3HAHUN
U TIPaKTUYECKUX YMEHHH, (HOPMHUPOBAHWE YMEHHI HWCIOJIH30BaTh HOPMATHUBHYIO, MPABOBYIO,
CIOPAaBOYHYIO JOKYMEHTAIIMI0 U CIEUHUAJbHYI0 JIMTEpaTypy, pa3BUTHE I103HABATEIbHBIX
CIIOCOOHOCTE ¥ aKTHUBHOCTHU (TBOpYECKOM  WHUIMATHUBHI, CaMOCTOSITEJIbHOCTH,
OTBETCTBEHHOCTH, OPraHM30BAaHHOCTH), (POPMHUPOBAHUE CAMOCTOSITENILHOTO  MBIIUICHHUS,
CIIOCOOHOCTEHN K CaMOPa3BUTHIO, CAMOCOBEPIIICHCTBOBAHUIO M CAMOPEATU3alIUH.

ue]lb CamocmosimenvpHoll pa6ombl - NOATOTOBKAa COBPEMCHHOI'0O KOMIICTCHTHOI'O CICHUAINCTA U
(hopMupOBaHUE CIIOCOOHOCTEN M HABHIKOB K HEMPEPHIBHOMY CaMOOOpPa30BaHUIO M MPOQPECCHOHATEHOMY
COBEPIICHCTBOBAHHIO.

K camocTosaTenbHOM paboTe CTyaeHTa OTHOCUTCS ayJUTOpHas U BHeayIuTOpHas paborta.
AynuropHas paboTa BBIMONHICTCS HAa YUCOHBIX 3aHATHUSAX IO 33JaHUIO0 U TIOJI PYKOBOJCTBOM
npenofaBarens. BHeaynuTopHas pa0oTa BBINOJHSETCS MO 33JaHUI0 U MPH METOIMYECKOM
PYKOBOJCTBE IPETOIaBaTelis, HO 0€3 ero HeMmOCPEACTBEHHOT'O YYaCTHS.

AynutopHas caMOCTOsITeNbHAsE paboTa CTyIEeHTa BO3MOXHA IMPH HUCIOJIB30BAaHUU
AKTUBHBIX M WHTEPAKTUBHBIX (opM 3aHsITHHA. TpaauiinoHHAs TaccuBHAsl (OpMa MPEAronaracT
MPOCThIE OTBETHl CTYIEHTOB Ha IIOCTABIECHHBIE BOMPOCHI M MCKIIOYAET CaMOCTOSTEIbHYIO
paboty, CTYACHT MPOCTO BOCIPOU3BOAUT 3HAHMSI, KOTOPHIE OH MOJYUMII TUOO OT MpernoaaBaTesist
B pe3y/ibTaTe MacCUBHOI'O BOCIPHUSATHS, JUOO B pe3yiabTaTe BHEAYIUTOPHON CaMOCTOSTENbHOMI
paboThL.

Buasl camocTosTenbHON pabOThI CTYACHTOB:

- IOJTOTOBKA K CEMHUHAPCKUM U MPAKTUYECKUM 3aHSATHUSIM;
- IOATOTOBKA K KOHTPOJIBHBIM paboTaM U K KOHTPOJIbHBIM TECTUPOBAHUSIM;
- MIOJTOTOBKA K IK3aMEHY.

CamocTtosTenbHas paboTa BKIIOYAET MPOIECC M3YYEHHUS OCHOBHOM M JOMOJIHUTEIBHON
auTeparypsl. M3ydeHue peKOMEHIOBAaHHON JUTEPATyphl CIENYyeT HAYMHATH C Y4eOHUKOB W
yueOHBIX TMOCOOM, 3aTeM TMepexoAuTh K HOPMATUBHO-TIPABOBBIM aKTaM, HayYHBIM
MoHOTpadusM W MaTepuajlaM TNepHoaudeckux wu3fgaHui. KoHcnekTupoBaHue — oOJHA U3
OCHOBHBIX ()OPM CaMOCTOATEIBHOTO Tpyna, TpeOyromas OT CTyIeHTa aKTHMBHO padoTaTh ¢
yueOHOI JTUTEpaTypol U HE OIrPaHUYUBATHCS] KOHCIIEKTOM JIEKIIHH.

CTyneHT JOKeH yMeTh CaMOCTOSITENIbHO MOAOWpaTh HEOOXOIUMYIO s y4eOHOM u
Hay4YHOU paboThl jutTeparypy. llpu »3ToM crienyer oOpamaThCs K MPEIMETHBIM KaTajlioram u
OoubnuorpadguueckuM CIpaBOYHUKAM, KOTOPbIE HMEIOTCS B OMOIHOTEKaX.

Jnst akkymynsiiuyd uH(OpManMyM Mo M3ydyaeMbIM TeMaM PEKOMEHIyeTcs (hOpMHpPOBATH
JUYHBIN apXHB, a TAaKXKE KaTaJlOT UCIOJIB3YEMBIX UCTOYHHUKOB. [Ipu 3TOM ecnu ye Ha MepBbIX
Kypcax 0o0ydeHHUs CTYJEHT ompenenseT Ay ceOs Hanbosee MHTEpEeCHbIe chephl Isd U3ydeHus,
TO momoOHas pabora OymeT BechbMa MPOAYKTUBHOM ¢ TOUYKM 3peHus (HOpMUPOBAHUS
Ooubmorpaduu i MOCIEIYIONIETO HATMCAHUS TUTNIOMHOTO TIPOEKTa Ha BBITYCKHOM KYpCeE.

B pamkax camocTosTenbHONM paboOThl HEOOXOAUMO YIENSATh BpPeMs M3YyYCHHIO CAWTOB IO
TeMaM JTUCIUIUTHHBI B ceTH MHTepHeT. Pecypchl UHTEpHET SBISIOTCS OJHUM U3 aJbTePHATHBHBIX
HMCTOYHUKOB OBICTPOTO MOMCKa Tpebyemoii mHpopmamnuu. VX HCIONb30BaHHE BO3MOXKHO IS
MOJTYYSHUSI OCHOBHBIX U JIOTIOJTHUTEIIBHBIX CBEJACHUHN 110 M3y4aeMbIM MaTepHaIaM.

qu6HO'MCTOI[I/I‘ICCKI/IM o0ecreyeHeM CaMOCTOSTEILHOU pa6OTBI CTYACHTOB SBJIAIOTCA
HCTOYHUKH I/IH(l)OpMaHI/II/I, MNpEaACTaBJICHHLIC B n.7 HaCTOSIHIeﬁ ImporpamMmsal, a TaKKE: TEMAaTHUKa
pe(bepaTOB, IMPUMCEPHBIC BOIIPOCHI JJIS1 OICHKH Ka4uC€CTBAa OCBOCHUA NUCHUILJIMHBI.



OCHOBa TCKYIICTO KOHTPOJA CTYACHTOB IO JUCHUIINIMHC «IOKYMCHTOBCIACHHC) —
MIPOBEICHUE CEMUHAPCKUX 3aHATUMH.
3ananus 1Js IPOBeIeHUs TEKYIIEro KOHTPOJIS CTY/IeHTOB
(IUIaHBI CEMMHAPCKUX 3aAHATHI)

3ansTue Ne 1. /[okymenmoseoenue Kak Hayka
1. PackpbiTh moHATHE <«WHMOPMALHSI» ¥ «IOKYMEHT» B Pa3IMYHBIX JIUTEPATYPHBIX
HUCTOYHUKAX
2. ComocTaBUTh COOTHOIICHHUE TOHITHN «HH(DOPMAIIHS» U «ITOKYMEHT»
3. Omnpenenuts 3HaUeHHE MHPOPMAIUU B SKOHOMUYECKUX, COLUATIBHBIX U MOJUTHUECKUX
nporeccax

3austue Ne 2. Ilonamue u cywgnocms 00OKymenma
1. Kakyio ponp wurpaer JOKyMEHT B TIpaBe, HCTOYHUKOBEIACHHM, apPXHUBOBEICHHH,
uH(pOpMaTHKe, TOKYMEHTAIIUCTUKE U JIp.
2. Bunbl 10KyMEHTOB
3. Cpencrsa i U3TOTOBICHUS JIOKYMCHTOB

3ausatue Ne 3. @ynkyuu u knaccugpurayus 0oKymenma
1. Onpenenuts 3HaUeHUE U3yueHUs! QYHKIUN TOKYMEHTA JIsl PAKTUKU JEIOIPOU3BOJICTBA
2. Bwimenmute OKyMEHTOOOpa3yrolWe TMPU3HAKH JJIsI TPOBEICHHUS  KIACCH(PHUKAIUS
JIOKYMEHTOB

3ansaTue Ne 4. Hcmopua noaenenuna 00Kymenma, pazeumue 00Kymenmoseoenus ¢ Poccuu
1. Dramnbl pa3BUTHS 1€I0IPOU3BOCTBA U UX OCOOEHHOCTHU
2. IlepBble paOOTHUKHU CI1y:KOBI A€TONPOU3BOICTBA, KOJJIETUH, KAHLIEISIPUU
3. JenomnpousBoictBo B COBETCKHI MEPUOT

3austue Ne 5. Hopmamueno - npagoevie 00KymMeHnbl, UCNOJIb3YEMble 8 0OKYMEHMO8E0eHUU
U apxueogeoenHuu
1. VYpoBHU rocynapcTBEHHON periaMeHTaluu AeJ0NpPOU3BOICTBA
2. HampaBnenuss pa3BUTHA 3aKOHOJATENLHOTO  PEryJIHPOBAaHUS  JAOKYMEHTHPOBAHUS
yIpaBJICHUYECKON AESITETbHOCTH.
3. Cranpaptuszaius TepMUHOIOTUU. MHBIE TOCYIapCTBEHHBIE CTAHIAPTHI

3ansatue Ne 6. Ilonamue u Knaccupuxkayua opzaHu3ayuUOHHO — pPACHOPAOUMENbHOU
ookymenmayuu (OP/])

1. CocraB n10KyMeHTOB, BXxoasumx B rpyrnmnsl OPJ]

2. OpraHu3aIioHHO — PACIIOPSIUTEIbHAS JISATSIEHOCTD B YIIPABICHUU

3austue Ne 7. Tpebosanus k ogpopmnenuro o61ankoe OP/]
1. Bunbl 0OnaHKOB U TOPSJIOK pACHONIOKEHUS PEKBU3UTOB B OlaHke (YrlioBoe U
[IEHTPOBAHHOE)
2. Cos3ganme oOmiero OnaHka, OjaHka MHChbMa, OJlaHKA JOJDKHOCTHOIO JIMIIA, OJIaHKa
KOHKPETHOT'O BHJIa JIOKYMEHTA, OJIaHKA CTPYKTYPHOTO TIOpa3IeTICHHIS
3. CocrtaB peKBU3UTOB, 0COOCHHOCTH O(hOPMIICHHS TTOCTOSTHHBIX PEKBU3UTOB

3austue Ne 8. I'OCT P 6.30-2003. Pexeuzumul u mpedosanus K ux ogropmaenuro
1. TpeGoBanus Kk 0POPMIIEHUIO JOKYMEHTOB
2. CocTaB U pacrnojioKeHne PeKBU3UTOB
3. Permamenranus oopmieHUsT peKBU3UTOB | 0Cy1apCTBEHHBIM CTaHAAPTOM



4. Cpasautensublii ananmu3 'OCT P 6.30-2003 ¢ paHee nelCTBYIOIMMH HOPMAaTHBHBIMU
aKTaMH

3ansaTe Ne 9. Opopmnenue opzanuzayuonHno — npagoevlx 0OKyMeHmoe
1. CocraBnenue ycTaBoB, MOJOKEHWH, IITATHBIX PACIMCAHMI, CTPYKTYPHI M LITATHOM
YUCJIIEHHOCTH, PETJIAMEHTOB
2. PaGora Haj TeKCTaMHu, TOPSAOK  YIOCTOBEPEHHS  OPraHU3allMOHHO-IPABOBBIX
JIOKYMEHTOB
3. OdopmieHue yupeauTeabHbIX JOKYMEHTOB.
4. Odopmienre UHCTPYKIMH

3austue Ne 10. Ogpopmnenue pacnopaoumenbHvlx 00OKyMeHmos
1. Ilenu w3maHus pacOPSIIUTENLHBIX TOKYMEHTOB
2. CocraBneHHe MOCTAHOBIICHUS, PEIICHHUS, PACTIOPSKEHUS, YKa30B
3. Dtambl NOATOTOBKH PACHOPSAUTEIBHBIX JOKYyMEHTOB
4. TekcTbl pacniopsIUTENIbHBIX JOKYMEHTOB

3austue Ne 11. Ogpopmnenue u knaccugpuxayusa npuxkazoe
1. Dramnbl NOArOTOBKHU MPUKA30B
2. OdopmieHus: MPUKa30B
3. CtpykTypa, 3IeMEHThI TEKCTOB MPUKA30B PA3TUYHOTO BUAA
4. Knaccudukanus npukazoB

3austue Ne 12. Ogpopmaenue cnyxicedonvlx nucem u Opy2ux onepamueHo - UHPHoOpMayuoHHbIX
O0OKYMEHMmM o8
1. Odopmiienne cupaBkH, aKkTa, JOKIAJHBIX U O0BSICHUTENbHBIX 3aIIUCOK, JT0BEPEHHOCTH
2. Crpykrypa Tekcra mporokona. IlomHple wu  Kparkue (OPMBI  IPOTOKOJIOB.
®opmynupoBanue moBecTku 1HA. [lopsaok ymocToBepeHUs MpoTokoja. Beimucka u3
POTOKOJIA
3. Bunel nucem u ux opopmieHue
4. CocTaBleHHE TEKCTa MMChMa, C YI€TOM IPABUII JIEIIOBOTO CTHIIS

3austue Ne 13. Opopmnenue 00Kymenmos no 1udHOMY COCIABY
1. Odopmiienne JOKyMEHTAIUH 10 JUYHOMY COCTaBY — TPYAOBbIE JOrOBOPHI, MPUKA3bI 110
JMYHOMY COCTaBY, TPYIOBBIE KHIKKH
2. Tlopsaok 3amonHeHHus YHU(DUIIUPOBAHHBIX (OpM
3. Pabora ¢ kKagpoBBIMU TOKyMEHTAMHU
4. ®opMHpOBaHUE JIMYHBIX €] U XpaHEHHE TOKYMEHTAIMU 10 JUYHOMY COCTaBy

3anstue Ne 14. /[lokymenmooodopom u e2o opzanuzayus
1. VBenuuenue oObema TOKYMEHTOOOOPOTa B IOpUANUECKON chepe
2. DTambl ABIKEHUS JOKYMEHTOB B OpraHU3alluu
3. Opranusamus ciryx0sr JJOY

3austue Ne 15. Opzanuzayus padbomot ¢ 6x00auWUMU U UCXOOAUWUMU OOKYMEHMAMU
1. Anroputm oOpabOTKU ¥ IBHIKEHUS BXOISIICH JOKYMEHTAINH
2. Tlponemypa perucTpaiil BXOISAIIUX TOKYMEHTOB
3. Ilpouenypa cozmaHus U perucTpaluy UCXOSAIUX JOKYMEHTOB
4. OcobeHHOCTH pabOThI KaHIIENIPUH, TPUEMHOMN, SKCTIETULIUN

3ausitue Ne 16. Cocmaenenue nomenkiamypel 0el U mexKyuiee Xxpanenue oeJ



1. I'pynnupoBka AOKYMEHTOB B IIE€PBHUYHbIE KOMILIEKCHl. HOMMHaIbHBIA, NpPEIMETHO-
BOIIPOCHBIN, aBTOPCKHM, KOPPECIOHIACHTCKUM, reorpaduuecKuii, XpOHOJIOTHYECKUN
IIPU3HAKU 3aBEJICHUS J1E]

2. XpaHeHHE JOKYMEHTAJIbHBIX (OHIIOB YUPEKICHUH,
CTPYKTYPHBIX IOJIpa3IcIICHUI

OpraHu3anui, TpeAnpusTUi,

3austue Ne 17. Iloozomoeka den k coauu ¢ apxue
1. CocraB cBenenuit st GopMUPOBAHHS APXUBHOTO Jieja
2. Hpouezlypa nepcaaun CAMHULI JOKYMCHTAIIUU IOJId OOJTOBPEMCHHOI'O0 WM MOCTOAHHOI'O
XpaHCHHUS B apXHB

3ansaTue Ne 18. Ixcnepmusza uennocmu 00Kymenmoes
1. TlpuHUMIBI U KPUTEPUU LIEHHOCTH IOKYMEHTOB
2. AHanu3 aBTOpPCTBA, COACPKAHUS, TaTUPOBAHUS, TOCTOBEPHOCTH JOKYMEHTOB
3. Metoauka ompeneneHus TMPOUCXOXKICHHUA M COICpPKAHUS paHHUX JOKYMEHTOB.
Omnpenenenne MecTa U BpeMEHH CO3/IaHus JOKYMEHTa
4. BpiOOpoyHas OIIEHKA T0KYMEHTOB

3austue Ne 19. Xpanenue ookymenmoe 6 apxuee
1. TIpaBuna xpaHeHus JOKYMEHTOB B apXHUBax
2. Pabota ¢ apXUBHBIMH IOKyMEHTaMHU
3. Coznanue apxuBHOTO (hoHIA
4. ApxuBHOE J€JI0 U UCTOPUS Pa3BUTHUS apXUBOB B PO

3austue Ne 20. Cucmema aemomamu3ayuu u 31eKmMpoHHbLIL 0OKYMEHMO0000pom
1. TlpunaHue OPUIMUECKON CHIIBI JOKYMEHTY B QJIGKTPOHHOU (opme
2. OCOOEHHOCTH COTJIACOBAHUS HJIEKTPOHHOTO IOKYMEHTa
3. DOnexTpoHHO-IIU(GPOBas MOAMNUCH
4. TIporpaMMHBIE TPOAYKTHI IO JEIOMPOU3BOICTBY

O3HAaKOMHUBIIUCH C MPOrpaMMoON Kypca, CTYIEHThl 00s3aHbl MPHUCTYNUTh K MOAOOPY
UCTOYHUKOB U JUTEpaTypbl. PexkoMeHayeTcs cHavajla U3y4uTh oOImMe paboThl U ydyeOHbIE
nocoOus 1Mo AENONPOU3BOJCTBY, a 3aT€M pa3jIM4YHbIE CTaThU MO OTAEIbHBIM aCHEKTaM TEMBI.
ITpuBeTCTBYETCS MOUCK CTYIEHTOM JOTOIHUTEIbHON CIIPABOYHON U CIELMAIBHON JTUTEPATYpPHI.

3ajaHusg A0S CaMOCTOATENBHOM paboOThl pa3faroTcs CTYAEHTY IpEnoiaBaTeleM Ha
IIPAKTUYECKUX 3aHATHsX. [IpenmojaBaTens Ha 3aHATUM OCYIIECTBISET MPOBEPKY JOKYMEHTOB,
IIPOBOJIUT YCTHBIN OIPOC.

KOHTpOJ’II)HI)IG BOIIPOCBI MW 3adaHudg I NPOBCACHHA TCKYHIECTO KOHTPOJIA U
HpOMe)KyTOLIHOI‘/’I aTTECTAllUU 11O UTOTraM OCBOCHUA JUCHUIIIIMHBI IIPUBCACHBI B 1I. 5.2.

5.M0oH/1 O1LIEHOYHBIX CPEICTB sl MPOMEKYTOUHOI ATTeCTANNH MO TUCHHUILINHE
(MoayJmio),
BKJTIOYAIOIIIHN:

5.1.0nucanue mkan OLICHUBAHUA PC3YJIbTATOB O6yquI/ISI IO JUCIHUIIIIMHE

YpoBennb IlIkaja oueHHBaHUus cGOPMHPOBAHHOCTH KOMIIETEHIIU

chopmupoBaH MJ10X0 HEY/IOBJIETBO | Y/IOBJIETBOPH X0pouIo O4YeHb XOPOII0 OTJIMYHO MpeBOCXo]
HOCTH PUTETBHO TeJTbHO HO
KOMITeTeH Ui He 324TeHO 3aYTEHO




(MHIMKaTOpa
JOCTHIKEHUS
KOMIIeTeHIIHi1)
OtcyrcTBHE VYpoBeHb MpunumansHo | YpoBeHb VYposeHb YpoBeHb YpoBeHb
3HAHWUHN 3HAHWH HIKE JIOTTYCTUMBIH 3HAHUH B 3HAHWUH B 3HAHUH B 3HAHUH B
TEOPETUYECKO | MUHHMAIBHBI | YPOBEHBb o0neMme, 00BeEME, o0BeMe, o0BeMe,
ro MaTepuana. | X 3HAHUI. COOTBETCTBYIO | COOTBETCTBYIOII | COOTBETCTBYIO | IIPEBBIIIAIO
Heso3morxxHoc | TpeGoBaHHIA. JonyieHo meM €M MporpamMmme memM memM
3HaHus Th OLICHHUTb NmMenu MecTo | MHOTO Iporpamme HOJTOTOBKH. porpamMmme IPOrpamMMy
HOJIHOTY rpyobIe HerpyobIxX MIO/ATOTOBKH. JomnymeHo MIOATOTOBKH, MIOATOTOBKH
3HAHUH OmnoOKy. OIIMOKH. Jonymeno HECKOJIBKO 0e3 ommooK.
BCIIEJICTBHE HECKOJIBKO HECYIIECTBCHHBI
OTKa3a HErpyObIX X OIIMOOK
o0ydJaromneroc ommrboK
s OT OTBETA
OTtcytcTBHE [Ipu pemenun | Ilpogemoncrp | Ilpomemonctp | IIpopemonctpu | Ilpomemonctp | Ilpomemonc
MHMHHUMAJIBHBl | CTaHIAPTHBIX | MPOBAHBI HPOBaHBI BCE pOBaHbI Bce HPOBaHBI BCE | TPUPOBaHBI
X YMCHHIA . 3a/a4 He OCHOBHBIC OCHOBHbIE OCHOBHbIE OCHOBHbIE BCE
HeBO3MOXHOC | IPOAEMOHCTP | YMEHHUS. YMEHHSI. YMEHUS. YMEHUs,pele | OCHOBHbIC
Th OIIEHHUTD HPOBaHbI Pemensr Pemensr Bce Pemens! Bce HBI BCe YMEHHS,.
HaJIM9Ine OCHOBHEIE THUIIOBEIE OCHOBHEIE OCHOBHEIE OCHOBHEIE Pemensr
Vvenns yMeHuit YMEHHSI. 3a1a4u C 3a7a4u C 3a1a4H . 3a/1a4uK C BCE
— BCIICJICTBHE Wmemn Mecto | HErpyOBIMH HerpyObIMU BBImONHEHB! Bce | OTIENBHBIMH OCHOBHEIE
OTKa3a rpyObIe OIIUOKAMH. OImNOKaMH. 3aJaHus, B HECYIIECTBEH | 3aJadu.
oOyyvaromeroc | ommOKu. BrinonHenst BrinonHenst MIOJIHOM HBIM Brinonnen
s OT OTBETA BCE 3a1aHU BCe 3aJaHus, B | oObeMe, HO HEZI0YeTaMH, BI BCE
HO HE B TIOJTHOM HEKOTOPBIE C BBIIOJTHCHBI 3a/1aHus, B
TIOJTHOM o0Beme, HO HEJJ0YeTaMH. BCE 3aJIaHUSI B | IIOJHOM
obOBeme. HEKOTOPBIE C TIOJTHOM obbeme 6e3
HeJ0YeTaMH. o0BeMe. HEeJI04eTOB
OtcyrcTBHE IIpu pemenun | Mmeetcs IIponemonctp | Ilponemoncrpu | IIpomemonctp | IIpomemonc
BIIQJICHUS CTAQHAAPTHBIX | MHHHMAJbHBI | UPOBAaHbI POBaHEI HPOBaHBI TPUPOBaH
MaTepHAIOM. 3a7a4 He i 0azoBbIC 0a30BbIC HABBIKU TBOPYECKHUI
HeBo3MOXXHOC | IpOAEeMOHCTp | Habop HaBBIKH HaBBIKH NP PEIICHUH | HOIXOX K
Hasbi Th OLICHHUTb HPOBAHbI HABBIKOB JUIsL | TIPM PEIICHUM | TPH PEIICHUM HECTAHJAPTH | PELICHHUIO
E— HaJM4ne 6azoBble peureHus CTaHIApPTHBIX | CTAHJAPTHBIX BIX 3314 O0e3 | HecTaHIapT
HaBBIKOB HaBBIKH. CTaHJApTHBIX | 3a1ad ¢ 3a1aq 6e3 OLIMOOK 1 HBIX 3a71a4
BCIICJICTBHE Wmemn Mecto | 3amad ¢ HEKOTOPBIMH OuIMOOoK 1 HEJI04YETOB.
OTKa3a rpyobIe HEKOTOPBIMH | HeOoYeTaMH HEJJ0YETOB.
oOyyvaromeroc | ommOKu. HeIoYeTaMu
s OT OTBETA
Ixana oueHKH NPU NPOMEKYTOYHOM aTTeCTAlluH
Ounenka YpoBeHb NOATOTOBKH
MPEeBOCXO0AHO Bce xommereHnMM (4acTH KOMIIETeHLHMH), Ha (OpMHpOBaHUE
KOTOPBIX HalpaBlieHa TUCIMIUIMHA, CPOPMUPOBAHBI HA YPOBHE HE
HUXXC «IIPEBOCXOAHO», NPOACMOHCTPUPOBAHBI 3HAHUWA, YMCHUA,
BJIaZICHUSA 11O COOTBETCTBYIOIIMM KOMIICTCHIIMAM Ha YPOBHEC, BBIIIC
IIPEAYCMOTPEHHOI0 IIPOrPaMMOU
OTJINYHO Bce xkommereHuuu (4acTd KOMIIETEHIM), Ha (opMHupoBaHUE
KOTOPLBIX HaAIIpaBJICHA AUCHUIIINHA, C(l)OpMI/IpOBaHBI Ha YPOBHC HC
HUXC «OTJIIMYHO», IIPU OTOM XOTHA OBl OHa KOMIICTCHIIUA
C(l)OpMI/IpOBaHa Ha YPOBHC «OTJIIMIHO»
0Y€eHb XOPOIIO Bce xommereHuuu (4acTu KOMIIETEHIM), Ha (opMHupoBaHHE
3auTeHo KOTOPLIX HAIIpaBJICHA JUCHUIIINHA, C(I)OpMI/IpOBaHBI Ha YPOBHC HC
HHMXXC «OUYCHBb XOpowmio», Mpu 3TOM XOTA OBl OHa KOMIIECTCHIIUA
C(l)OpMI/IpOBaHa Ha YPOBHC « OUCHBb XOPOUIO»
Xopouio Bce xommereHuuu (4acTu KOMIIETEHIM), Ha (opMHupoBaHHE
KOTOPLIX HAIIpaBJICHA JUCHUILIINHA, C(I)OpMI/IpOBaHBI Ha YPOBHC HC
HUKE «XOpOILIO», MpH JATOM XOTS OBl OJHAa KOMIETEHLHUS
C(l)OpMI/IpOBaHa Ha YPOBHC «XOpPOIIO»




yaoBJjerBopuTesa | Bce kxomnereHuuu (4acTu KOMIETEHLMM), Ha (QOpMHUpOBaHHE
bHO KOTOPBIX HAaIpaBlieHA IUCIUILINHA, C(OPMUPOBAHBI HA YPOBHE HE
HU)KE  «YIOBJICTBOPUTEILHO», TIPH  OTOM
KOMITETEHITHS cYOPMUPOBAHA HA YPOBHE «YIOBICTBOPUTEIHHOY

XoTd OBl oOxHA

eJIbHO «HEYJOBJICTBOPUTEILHO», HHU  OJHA
He 3a4TeH( chopMUpOBaHA HA YPOBHE «ILJIOXO»

Hey/oBJeTBOpUT | XOTs Obl oOJHAa KOMIETEHIHMs CcGOpMUpPOBaHA HA YpPOBHE
KOMIIETEHIIUN

J10X0 XoTs Obl 01HA KOMITETEHIINS CPOPMHUPOBAHA HA YPOBHE «IIJIOX0X

5.2. TunoBblie KOHTPOJIbHBIC 3aIaHUA WJIN UHBIC MaTEpHaJIbl, H606X0)II/IMI>IC

7151 OLIEHKH Pe3yJIbTATOB 00yYeHHsI.
5.2.1 KoHTpoJibHbIE BONPOCHI

Koumponwnoie eonpocwt k 3auemy (1 cemecmp)

Bonpoc

Kon
KOMIICTCHITHH
(coenacro

PI])

1.Pa3BuTHe NOHATHUSA «JOKYMEHT». COOTHOLIEHUE TOHATUH «IOKYMEHT» U
«H(pOpMaIHI».

2. MecTo u poJib JOKYMEHTOB B Pa3JINYHbIX 00IACTAX JESTEIbHOCTH
YyeJloBeKa.

3. HopMaTMBHO-METOINYECKUE AKTHI, PEIVIAMEHTUPYIOLIUE CO3JaHUE U
odopmIIeHHE TOKYMEHTA.

4. JIoOKyMEHTOBEICHUE KAK Hay4YHas JUCLIUIUIMHA U €€ CBA3b C IPYTUMHU
HAyYHBIMU JUCLUIUINHAMH.

5. O6mme GyHKIMN TOKyMEHTA.

6. YacTtHble (ciennanbHble) QYHKIIMN TOKYMEHTA.

7. CrocoObl TOKYMEHTUPOBaHUS U UX pa3BuTHe. OO0IIas XapaKTepUCTHKA.
8. Marepuanbuble HocuTenu uHpopManuu. Knaccuduxanms
MaTepUaIbHbIX HOCUTEIIEH.

9. TekcToBOE JOKYMEHTHPOBAHHE M 3TaIlbl €ro pazsutus. O6macTb
IIPUMEHEHHS.

10. DTansl pa3BUTHS NUCbMEHHOCTH. [IpuMeHeHne nuKTorpagu4eckoro
IIMCbMa U UCIIOJIB30BAHUE JIOTOIPAMM CETOMHS.

11. Texandeckoe TOKyMEHTUPOBaHUE. BHUIbl KOMIUIEKCOB TEXHUYECKOU
JIOKYMEHTaI1H.

OIIK-3

12. ®otonoxkymentupoBanue. [losBnenue, pa3Butue, IpUMEHEHNUE.
13. Kunonoxymentuposanue. IlosiBienue, pazsurue. Buneosanucs.
O6uacTh NpUMEHEHUs! KHHO/IOKYMEHTOB.

14. ®ononoxkymentupoBanue. IlosiBnenne, pa3BuTHe, IpUMEHEHHUE.
15. TToHATHA «CBOWCTBa» U «IPU3HAKW» JOKYMEHTA, COOTHOIIECHHE
MOHATUH.

16. OpurnHaIBHOCTH JOKYMEHTOB. [I0UIMHHOCTH TOKYMEHTOB.
danbcudukanys J0KYMEHTOB U CIIOCOOBI BBISABICHHS MTOIETIOK
JIOKYMEHTA.

OIIK-4

HC




17. KonniiHocTh fokyMeHTa. Buasl konmii. [lopsaok ynocroBepenus IK-3
KOITHU.
18. ®opmyisip nokymenTa. TunoBoit popmyiisap, hopmymsip-odpaserr.
19. PazButue dpopmynsapa nokymenta X VI, XVII Bekos.
20. ®opmynsap nokymenta XVIII Beka.
21. ®opmysip TekcToBoro nokyMenta XIX — nauana XX BB.
22. CoBpeMeHHas CTPYKTYypa U yIpaBJieHHe JoKymeHTanuei B Poccun.
23. ¥Opuanueckas cujia — OCHOBHOE CBOMCTBO JIOKYMEHTA.
24. JlokyMEeHTBI Ha IEPCIIEKTUBHBIX HOCUTEIISIX.
25. JlokyMmeHTOOOpa3yroIIHe MPU3HAKH.
26. DIEeKTpOHHOE TOKYMEeHTUpoBaHue. fOpuanueckas cuiia TOKyMeHTa B
AIIEKTPOHHOH (opMme.
27. CoBpeMeHHbIE TPOOJIEMBI IOKYMEHTOBEICHUS.
28. CpexncrBa TOKyMEHTHPOBAHHUSA, UX KIACCU(PHUKAIHS, XapaKTEPUCTHKA,
PUMEHEHHUE.
29. Bnustarie HOocUTENsE HHGOPMAITUU Ha TOJTOBEYHOCTh JOKYMEHTA.
30. IIpouenypa foKyMeHTUpOBaHUs. J[eI0npon3BOICTBEHHBIEC OTIEPAIUH.
31. BymaxxHbIli HOCUTEH HHPOPMALIUH, €r0 NOSIBICHUE, Pa3BUTHE,
IIPUMEHEHUE.
3.1.Konmponsnsie éonpocwl Kk Ikzameny (2 cemecmp)
Bomnpoc Kon
KOMITETCHIINH]
(coenacro
PII])
1. [IpaBoBbIE OCHOBBI JOKYMEHTUPOBAaHUS uH(pOpMaLIUH. OIIK-4
2. Knaccudwukamuss JTOKYMEHTOB IO Tpu3HakaMm. J{OKyMEHTHI
ounmanbHple, CIyKeOHble, JIMYHBIE, JHMYHOIO MPOHCXOMKIACHUS.
3. IIponenypa noKkymMeHTHpOBaHUs. J[€I0NPOU3BOICTBEHHBIE ONIEPALINH.
4. Tonstus «yHudukanus» U «crangaptuzanus». OOBEKTH U 3aJa4u
yaupukanuu B chepe JOY. Buasl craHmaproB, HuX cTaTyc.
5. Meronpl yHM(UKAIUMU W CTaHAAPTU3aLMU TOKYMEHTOB. Pa3Burtue
yHUDUKAITIN u CTaHapTU3aLUU JIOKYMEHTOB.
6. Ilonsatus «yHuuIpoBaHHas ¢GopMa JOKYMEHTa», «popMymsip-
oOpazer». PopMyJsip COBPEMEHHOIO YIPABJIEHYECKOTO JIOKYMEHTA.
7. CrpykTypa JOKYMEHTa. 3arojloBOYHasi, COJEp)KaTelbHas1 W
odopmMuUTEnbCKast YacTH.
8. TOCT P 6.30-2003. Ero -comepxaHue, 3HadeHHe, OO0IacTh
npuMeHeHus, craryc. CocTaB UM pacHoJIOKEHHE  PEKBU3UTOB
JIOKYMEHTOB.
9. TpeboBaHust K KOHCTPYHPOBaHUIO OiaHKOB. Bunabl OiankoB. bianku
NpennpusaTHil  pa3nuyHblXx  (GopM  cOOCTBEHHOCTH.  PeKBU3UTHI,
WCIOJIb3YEMBIE ISl U3TOTOBJIEHUS OJIAHKOB.
10.PexBU3UT «HAaMMEHOBaHWE OPraHU3AIMHU-aBTOpa JTOKYMEHTaY, OIIK-3

TpC6OBaHI/IH K HCMY. PexBU3UT «MECTO COCTaBICHUS JOKYMCHTAa».




11. PekBU3HUT «CIIpaBOYHBIC JaHHBIE 00 OPTaHU3alUU-aBTOPE
JTOKyMEHTay, ero cocran. [IpaBuna oopmiieHns mouTOBOTO aapeca.
12. PexBU3UT «azpecary, ero 3HaueHue U COBpEMEHHbIE TPeOOBaHUS K
0(OPMIICHHUIO.

13. latel B nokymenTe. TpeboBanus k ux odopmiieHuro. Jlara kak
COCTaBHas 4acTb JIPYI'MX PEKBU3UTOB.

14. PeKBU3HUTHI «PErUCTPALIMOHHBIA HOMEP JTOKYMEHTAa», «CChUIKA Ha
PErUCTPALlMOHHBIN HOMEp U AaTy JOKYMEHTa.

15. Iopsanok cornacoBanusi JOKYMEHTOB. BHyTpeHHee 1 BHEIIIHEE
cornacoBanue. OopmiieHne peKBU3NUTA HA OTJCILHOM JIUCTE.

16. CocraB ynocroBepeHus qokymeHTa. [IpaBuiia odhopmiteHus
PEKBU3HUTOB, YIOCTOBEPSIIOIIMNX JOKYMEHT.

17. OT™MeTKH Ha TOKYMEHTE, X 3HAa4eHHE B 0(hOpPMIICHHE.

18. Pe3omonus, ee 3HaUeHUE, TPeOOBAHUS, IPEABSIBISIEMBIC K
pesonmonuu. OcoOeHHOCTH 0POPMIICHHUS PE3OTIOLUU Ha OTAECITEHOM
JIUCTE.

19. Yuuduxamus trekcta qokymeHnTa. CTpyKTypa TEKCTa pa3iIudHbIX
CITy’)K€OHBIX JOKYMEHTOB.

20. 3aros0BOK K TEKCTY JOKYMEHTA, IPUIIOKEHHS K TEKCTY, TPEOOBaHUS K
ux ohopmMIICHHIO.

21. Obuue TpedbOBaHUS K TEKCTY TOKYMEHTA.

22. TpeboBaHus K 0pOPMIICHUIO TEKCTOB B TAOJMYHOM opMme.
TpadapeTHbie TEKCTHI.

23. Crioco0Osl yTBepkaeHus JokyMeHToB. [IpaBuna odopmienus
peKBHU3UTA «TPU( YTBEPIKIACHHS.

24. TpeboBaHuUs K MPOCTABICHUIO PEKBU3UTA «OTTHCK TEUATH.
[lepeueHb TOKYMEHTOB, HAa KOTOPBIX MIPOCTaBisAeTCs neyaTb. OTTUCK
repOOBOY MEYaTH Ha JIOKYyMEHTaX.

25. N3o0pakenne repboBOM CHMBOJIMKH HA IOKyMEHTaX. PekBu3uT
«oM0JIeMa OpraHu3aluy WM TOBAPHBIN 3HAK (3HAK OOCITY>KMBaHHUS)»,
perjaMeHTalus UCIOJIb30BAHMUS.

26. PeKkBU3HT «MECTO COCTABJICHHS WM HW3JaHUSA JTOKYMEHTa».
27. Tlopspox moamucaHus JOKyMeHTOB. CrocoObl  odopMileHUs

pEKBU3UTA «TIOATINCHY.
28. 3aBepeHue KOIIUH JIOKYMEHTA.
29. ITouckoBssie IIPU3HAKU JIOKYMEHTA. PexBuznrsl,

UACHTU(PUIMPYIOIIKE JTOKYMEHT, €ro aBTOpa B AJIEKTPOHHOM QopMe.
30. O6mme TpeboBaHusT K OGOPMIICHHIO JOKYMEHTOB. Dopmarsl
OyMaru, WUCHOJb3yeMble JJIsi WM3TOTOBJIEHUS JOKyMeHTOB. llons Ha
JIOKYMEHTaX, HyMeparus CTpaHuIL U npoyee.
31. Bumel u 3HaueHue CHyKeOHBIX JOKyMeHTOB. Omnepanuu
JIOKYMEHTHUPOBAHUSI.

32. lloHATHe «CHUCTEMBI JIOKYMEHTAllUW», pa3BUTHE CHUCTEM.
Knaccudukanus CUCTEM JOKYMEHTAlL1H.
33. YHupuImpoBaHHbIe CHCTEMBI JIOKYMEHTAIWH.
34. Haznauenue, onpeznenenne u cocraB Y COP/I. Passutue YCOP/I.
35. TocynmapcTBeHHBIE CTaHAApThl MO O(QOPMIICHHUIO JIOKYMEHTOB,
BXOJISIINAX B YCOP/I.
36. OOmas XapakTepUCTUKa CHUCTEMbl OPTraHHU3aLMOHHO-IIPABOBOM

MK-3




JIOKYMEHTAIUU.

37. TpeGoBaHMA K COCTaBICHHIO M O(OPMIICHUIO OpraHU3allMOHHO-
MPaBOBBIX JIOKYMEHTOB.
38. CrpykTypa ycTaBa IOPHIAMYECKOTO JUIA, OOIIME TOJOKEHUS O
HopsIKe ero COCTaBJICHUS u odopmiieHusl.
39. Crpykrypa u odopmieHUEe MOJOKEHUs 00 OpraHu3aluud WIH O
CTPYKTYpHOM 1oJipa3esieHuH.
40. Odopmienne  TOBEPEHHOCTEH. Buasl  moBepeHHOCTEH.
41. Crpyktypa ©  OCOOCHHOCTH  OQOPMIICHHS  perjaMeHTa
KOJJIETMAJILHOTO oprasa.
42. IIpaBuia oopmienus MHCTPYKLUU.
43. CrpykTypa AOIKHOCTHOW HWHCTPYKIIMU, METOAMKA COCTABJICHHUS.
44. Cucrema IUIaHOBOM JoKymeHTauuu. Ha3zHayenue u cocraB
IJTAHOBO JOKYMEHTAI1H.
45. Bugst mmaHoB. CocraBineHue u  odopmileHHE TIUIAHOBBIX
JIOKYMEHTOB.

46. OOmas  XapakTepUCTHKAa  CHCTEMbl  PacHOPSIUTEIbHOM
JOKYMEHTALIUH.

47. CocraB wH(popManuu, ocoOeHHOCTH O(GOpPMIICHUS W TPOLEAypa
YIOOCTOBEPEHHUS OpraHU3allMOHHBIX [TOKYMEHTOB — CIPYKTypa H
mTaTHas YHUCJICHHOCTD, ITaTHOC pacrurucaHuc.

48. TpeGoBaHMsI K COCTAaBJICHHIO M O(OPMIIEHUIO PACHOPSAUTEIBHBIX
JIOKYMEHTOB.

49. TpeboBaHUS K COCTAaBJIECHUI0 U OGOPMIIEHUIO ITOCTAHOBIICHHIA,
pelIeHU.

50. Oransl IIOATOTOBKH PacHopsIAUTEILHOTO JIOKYMEHTA.
51. TpeboBaHus K cOCTaBIECHUIO U 0(OPMIICHUIO IPUKA30B IO JTUUHOMY
COCTaBY.

52.  OdopmieHne NpPUKA30B, PACHOPSHKEHHUNM MO OCHOBHOM
JESATEIIBHOCTH.

53. CoctaB u oOmas XapakTepUCTHKA JOKYMEHTOB CHCTEMbI
UH(POPMALOHHO-CITPABOYHOM JOKYMEHTAL1H.
54. TpeOoBaHMA K COCTaBICHUIO M O(OPMIECHHUIO CIYXKEOHBIX,
OOBSCHUTENBHBIX U JIOKJIAJHBIX 3alHUCOK. BHyTpeHHHE W BHEUIHHE
JIOKYMEHTHI.

55. TpeOoBaHMs K COCTaBIE€HUI0O M OQOPMIIEHHIO CIpaBOK. Bumisl

CIIPaBOK. CrpaBku BHYTPEHHHE u BHENIHUE.
56. TpeboBaHUsS K COCTaBIEHUIO U O(OPMIICHHIO aKTa. BUIbI aKkTOB.
OcobenHoctu YIOCTOBEPEHHUS.
57. Ilepenucka KakK BUI JIEJIOBOTO OOIIeHMS.

58. TpeboBaHusl K COCTaBIEHUIO U OPOPMIICHHUIO CITYKEOHOTO MHCHhMA.
PaznoBumHoctu muceM. OcoOeHHOCTH OGOpMIIEHUS TapaHTUIHOTO
nucbMa. Vcmonp3oBaHWE CTaHAAPTHBIX BBIPAKEHWW B JICJIOBBIX
MAChMax.

59. JlokyMeHTHpOBaHUE KOJUJIETHAIbHOM AESATEIbHOCTH OPTraHU3alnH,




CTPYKTYPHOTO NOAPA3EIEHHUS, COBETOB KOMUCCUU U T. 1. JIOKYMEHTHI,
CO31aBacMbIe B nporecce MOJITOTOBKH COBCILAHHS.
60. TpeboBaHUs K COCTaBICHHIO U 0popMIIeHHIO TpOoTOKOIa. KpaTkue u
HOJIHBIE  TPOTOKOJNBL.  OCOOCHHOCTH  NPOTOKOJIOB  3acelaHuit
(elepanbHBIX ~ OPraHOB  HCIIOJHHUTEIBHOW  BiIacTH.  [IpOTOKOIIBI

AKLMOHEPHBIX o01IeCTB.
61. TpeboBaHuss K COCTaBICHUIO U OGOPMIICHHIO TeEJErpaMM,
TenedoHOrpamMM. Crpykrypa (bhaKCUMUIBHOTO COOOIICHMS,
0COOEHHOCTH oopmienus.
62. IlpaBuna cocraBieHus W OG(OPMIICHUS PELECH3UH, OT3BIBOB W
3aKJIIOYCHUM.

63. OTUKET CITy’KeOHOTO MUCHhMA.
64. S3bIK u CTUJIb CITYKEOHBIX JIOKYMEHTOB.

65. IlpaBunma  odopmiieHHsT TPOEKTOB  3aKOHOJATEIBHBIX U
HOPMATUBHBIX  aKTOB, MPHUHATBIX B  (edepalbHBIX  OpraHax
WCIIOJIHUTEJIbHON BJIACTHU.
66. IloHsATHE «KOMIUIEKCHl JOKYMEHTOB». IlepBHUHBIE KOMILIEKCHI
TEKCTOBBIX JIOKYMEHTOB. CrnoxHele KOMILJIEKCBI.
67. TlomsaTus «O0OBEAMHEHHBI AapXWB», «IEHHOCTb JOKYMEHTa»,
«OQKCIEPTU3a NEHHOCTH». [[pUHIUIIBI, KPUTEPUHU IKCIIEPTU3BI IIEHHOCTH
JIOKYMEHTA.

68. Ilpobmema mpPaBOBOrO pEeXHUMA OSJIEKTPOHHOTO JAOKYMEHTA.
69. CoBepuIeHCTBOBaHUE JIOKYMEHTAllMOHHBIX IIPOLIECCOB.
70. YopaBieHue 10KyMEHTalUEH.

5.2.2. TunoBbIe TECTOBBIE 3aJaHUA I OLICHKH KOMIIETEeHIIUHU
OIIK-3:

1. TapanTHiiHO€ MHCBMO — 3TO:
A) IOKyMEHT, COOOIAIOIIUT O MPUOIMIKEHUH, YCKOPEHHH, HCTCUCHUU CPOKa
UCTIOTHEHUS KaKOTO-THOO AEHCTBUS
B) mokyMmeHT, copepikaluii mpuriaieHne Ha MepOIpUsITHE
C) IOKyMeHT, B KOTOPOM T'apaHTHUPYETCs OIUIaTa BBIMOJHEHHOW pabOThI HIIH
Ipe0CTaBIICHUE
4ero-nuo6o (paboThl, MOMEINIEHUS U T.1I.)
D) 1OKyMEHT, OATBEPIK QIO TOTyIeHHE [ICHHOCTEH

IK-3:
13. lokymMeHTaIlHOHHOE 00ecnieueHne ypaBJaeHusi — ITO:
A) mporiecc yCTaHOBIICHUS U TPUMEHEHHUS TIPABUJI C TISITBIO YIOPSI0UCHUS
NeSITeTTHHOCTH B JICTIOTTPOU3BO/ICTBE.
B) nmestenbHOCTH anmapara ynpaBieHHs, OXBaThIBAIOIIAsl BOTIPOCHI
JIOKYMEHTHUPOBAHUS U OPTaHU3AIMH PAOOTHI C JOKYMEHTAMH.
C) COBOKYIMHOCTb JIOKYMEHTOB, IIPUMEHSIEMBIX B OTIPEICICHHOM cepe AesITeIbHOCTH.
D) COBOKYITHOCTh PEKBH3HTOB, YCTAHOBICHHBIX B COOTBETCTBHH C (POPMYIISIPOM JOKYMEHTA.

OIIK-4:




21. Ecaim Bam Heo0X0AUMO NPUTJIACUTH OPTaHU3ANMIO UJIHM T0JKHOCTHOE JIMIO HA
coBelllaHMe, BCTpedy, Bbl coctaBuTte
A) nHCbMO-TIpUTIIALIICHUE
B) compoBoauTensHoe
nucsMo C) MUCbMo-
nonreepxkaeHue D)
JOTOBOPHOE MMHCHMO

5.2.3.TunoBble 3a7aHus (3a1a4M) JUIsI OIEHKH KOMIIETEHINH :
OIIK-3

3amaua 1.

Bbl He sBUIMCH Ha pabOTy, Tak Kak MPOBOJMJIM BBIXOJHBIC JHU Ha Jaye, a W3-3a aBapuu Ha
JKEJIE3HOH JI0poTe JBIDKCHHUE DJJICKTPUYCK B IOHENACIBbHUK ObUIO OTMEeHeHo. Hamwmmure
OOBSCHUTEIIBHYIO 3aMICKy Ha UMS pyKoBoAuTeNs1. Kakoil JOKYMEHT MOKET MOATBEpAUTh Barm
o0bsicuenus? Kak 3to opopmuts?

3amaya 2.

Bbl Hauanm paboTaTh B JOKHOCTH FOPHCKOHCYIIBTA TOCJIE TOTO, KaK JIOJDKHOCTH OCTaBallaCh
MPOJOHKUTENFHOE BpeMsl BakaHTHOW. PykoBoautens mopyuua Bam mpeactaBuTh JOKYMEHTHI,
KOTOpBI€ OBLTM COCTaBJeHBI Balum mpeaniecTBEeHHUKOM U XpaHWIHCh B oTAene. OOHapYyKUTh
JTOKyMeHTHI Bam He ynanock, mo akty Bel ux He npuHumanu. Ha-numure AOKIaAHYIO Ha UMS
CBOETO PYKOBOTUTEIIS.

OIIK-4

3amauqa 3.

Onpenenure oTIMyus OJIaHKA MUCbMa OT OJIAHKOB JPYTUX OPraHU3AI[MOHHO-PACTIOPSAIUTEIbHBIX
nokyMmeHTOB. CocTaBbTe OJAHKHU Ul TUChMa W IS MPHUKa3a, KOTOPbIE OyIyT MPUMEHSTHCS B
rOCy/IapCTBEHHOM YUPEXK/IEHUHU WIIM B YaCTHOM OpraHu3aluu.

IK-3

3amaqa 4.

['enepanbubiii  gupektop AO  «Curma»  u3gan  MpUKa3 O  COBEPIICHCTBOBAHUU
JIOKyMEHTAIlMOHHOTO oOecrieueHusi ympasieHus B AO. llenpio M3mgaHus TpuKasza SIBISETCS
obecrieueHre eIWHOTO TMOopsJKa JOKYMEHTHPOBaHUs paboThl ¢ MokymeHTamu. CojepikaHue
MpHUKa3a CBOJUTCS K BHEAPEHUIO MHCTPYKIIMH O pabOTe C JOKYMEHTaMH, YCTAaHOBJICHHMM JAThl
nepexo/ia BCeX CTPYKTYPHBIX MOJpa3elieHuii Ha HOBBIA MOPSAIOK pabOThl, TPOBEACHUIO YUEObI
JUIsL  eOTIPOM3BOACTBEHHOTO TMepcoHana. [lpuka3 BusupoBanl rOPUCKOHCYIBT. Odopmure
MPHUKa3, yCTAHOBUTE JOJKHOCTHOE JIMII0, KOTOPOE KOHTPOJIUPYET €r0 BHIMOIHEHHUE.

5.2.4.KonTposbHasi padoTa JJisl OLeHKH KOMIIeTEeHI[UH :

1. Tlepeuncnute stamnsl pa3BuThs JokymentoBeneHus OIK-3

2. Kaxue momKHOCTH MOYKHO BBIJICITUTH Ha dTAllaxX Pa3BUTHUS JOKYMEHTOBEICHHS, CBI3aHHBIC
¢ nokymentamu OITK-3

3. Ilepeuucnute enepanbHble 3aKOHBI, OTHOCAIIMECS K ToKyMeHToBeAeHno OITK-3

4. Yo perymupytotr 'OCTsI o nokymenroBenenuto IK-3

5. B xakux cinydasx He0OX0JUMO YTBEPkKIaTh OpraHU3aMOHHbIE IOKYMEHTHI, 1

Kakue U3 HUX nojanexats yreepxkaenuto IK-3

6. Kax oprann3oBarbk JOKyMEHTOOOOPOT B KPYITHBIX BEJOMCTBEHHBIX yupexaeHusx IK-3

6. VYueOHO-MeToqHYecKOoe ¥ HH(POPMAINMOHHOE olOecreyeHHe THCIUATIHHBI
«JlokymeHTOBe/1eHH .

a) ocnogHasn 1umepamypa:



JIoKkyMeHTHPOBaHHE YIIPABIECHYECKOMN ACITEIBHOCTH: YueOHoe mocooue/Paznopoxusbrii A. A. -
M.: HUI] UTH®PA-M, 2016. - 304 c.: 60x90 1/16. - (Beicuiee oOpa3oBanue: bakanaBpuar)
(ITepermér) ISBN 978-5-16-011744-7 (ObC 3nanunym
http://znanium.com/bookread2.php?book=542806

JoxymenToBeneHue: yueOHUK [DnekTponHbii pecypc] / JlappkoB H.C. - M. : IIpocmekT, 2016. —
OBC Koncyasrant Ctyaenra http://www.studentlibrary.ru/book/ISBN9785392193295.html
Jlenonpou3BoACTBO: JOKYMEHTAIMOHHOE o0ecrieueHune ynpasieHnus: YdeOHoe nocodue /
[Tanacenko I0.A., - 3-¢ u3a. - M.:POP, UH®PA-M, 2016. - 112 c. - (BO: bakanaspuar) 9bC
3nanuym http://znanium.com/bookread2.php?book=542773

0) OononHumenvHaA TUmMepamypa:

1. OcHoBHI enonpou3BoAcTBa: YueoHoe nocooue / A.M. Acanues, 1.11. Muponosa, E.A.
Kocapesa, I'.I'. Bykosuu. - M.: HUL] UH®PA-M, 2014. - 144 c.: 60x88 1/16. - (Bricuiee
obpa3oBanue: bakanaBpuar). (0610xkka) ISBN 978-5-16-009465-6, 2000 3x3. 9BC
«3HaHUyM
http://znanium.com/catalog.php?item=booksearch&code=nokymenroBeienrne&page=3

2. JlokyMeHTaIlMOHHOE 00eCTIeUeHHE YIIPABJICHHS B COITMATBHO-KYJIBTYPHOM CEPBUCE H
Typusme: YueOnoe nocobue / I'ymuna 1. A., 3aiiuesa H. A. - M.: Ansda-M, HUL]
NH®PA-M, 2015. — 240 http://znanium.com/bookread2.php?book=489737

3. JIOKyMEHTaI[MOHHOE 00ECIICUCHHE YIIpaBICHHUS IIepcoHanoM: YueOHoe nocooue/bynar P. E.
- M.: HUL] UH®PA-M, 2015. - 234 c.: 60x90 1/16. - (Beiciiee o6pa3oBanue: bakanaBpuar)
http://znanium.com/bookread2.php?book=488066

4. JNenonpousBoactBo B YUC: Yuebnoe mocodue / TokapeBa B.U. - Psa3zanp: Akanemuss ®CUH
Poccun, 2014 http://znanium.com/bookread2.php?book=777488

5. CoBpeMeHHOE IeIOnPOU3BOACTBO: YueOHoe mocobue / M.B. Kupcanora; Poccuiickas
Axkaznemus roc. ciyx0sI ipu [Ipesunente PO (PAI'C)
http://znanium.com/bookread2.php?book=395921

7. MaTepuajibHO — TEXHHYECKOe o0ecreyeHue JUCHUTLITUHBI

[TomemnieHusi TMpencTaBisSOT co00N y4deOHbIE ayJUTOPUU JUIS TPOBEACHUS YUYEOHBIX
3aHATUN, TPEAYCMOTPEHHBIX MPOTPAMMOM, OCHAIIEHHBIE OOOPYIOBAHHEM U TEXHUYECKUMH
CpeICcTBaMU OOyUYEHUSI.

[Tomemenust 11 caMOCTOSITENNHLHOM PabOThl OO0YUYaAIOIIMXCA OCHAIIEHBI KOMITHIOTEPHOM
TEXHUKOW C BO3MOKHOCTBIO MOAKIIOYeHHS K ceTu "HMHTepHer" u obecredeHbl JOCTYIOM B
AJIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTENBHYIO CPEIY.

[Iporpamma coctasnena B coorBercTBuM ¢ TpedoBanusamu OC BO HHI'Y o nHanpasnienuto

noarotoBku 46.03.02 JlokyMEHTOBEIEHUE U APXHUBOBEICHHUE.

ABTOD (BI) K.3.H., noueHT bepesun C.B.
H.o. 3aBenyromero kadeapoit TudIl k.10.H. ConoBbeBa C.B.

[TporpamMmma omoOpeHa Ha 3acelaHUU METOJAMYECKON KOMUCCHH IOPHAUYECKOro (aKyibTeTa OT
11.06.2021 r., mpoTokomn Ne 75.
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