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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieanb 1 3aaa4u JUCHUILIMHBI
Llenb OUCHMIUIMHBL (MOOYAs) - W3Y4EHHE TEOPETHYECKHX NpOOJIeM M TMPHUKIATHBIX

acIeKTOB CTaHAAPTU3ALMU JOKYMEHTAI[MOHHOTO obOecrieueHusi ympasieHus (manee J10OY) B
Poccun u 3a pyoesxxom.

3aaun QUCIIUIUIAHEL (MOOYIs):
- W3Y4YCHHE OCHOBHBIX TOHATUH, UCTOJB3yEMBIX MPHU MPOBEACHUH PabOT MO CTaHIApTU3AIUU

cdeprr JIOY;

- u3yuenue ucropuu cranpapruzauuu JJOY B Poccuu;

- U3y4eHHE HOPMAaTUBHO-IIPaBOBBIX OCHOB cTaHaapTusanuu J10V;

- U3y4eHrne MH(HOPMAITMOHHBIX CUCTEM M OCHOBHBIX HH()OPMAITHOHHBIX PECYPCOB, HCIOIb3yEMBIX
IIPU OpraHU3aluK U IpoBeieHNH padoT no crangapruzanuu 10Y;

- U3y4eHHe CTaH/IapTOB, peryiaupyoumux chepy 10Y B PO.

- U3y4eHHE OCHOBHBIX MOHSITHH, MCIIOJB3YEMbIX MPHU MPOBEIECHUH PadOT MO MEXIYHApOIHOM
CTaHJAPTU3ALUU YIIPABIICHUS TOKYMEHTALUECH;

- U3yYEHUE UCTOPUU MEXKIYHAPOAHOU CTaHJAPTU3ALUHU YIIPABIICHHUS;

- M3yYEHHE HOPMATUBHO-IIPABOBBIX OCHOB CTAHAAPTU3ALMHU YIPAaBICHUS NOKYMEHTALMEH Ha
MEXKYHAPOJHOM YPOBHE;

- U3y4eHrne UH(HOPMAIITMOHHBIX CUCTEM M OCHOBHBIX HH()OPMAITHOHHBIX PECYPCOB, HCIIOIb3yEMBIX
IIPU OpPraHU3alMU U TPOBENECHUH pabOT MO CTaHAAPTH3ALMM YIPABICHHUS JOKyMEHTaluel Ha
MEXKyHAPOJHOM YPOBHE;

- U3yYeHHE MEXIYyHApOIHBIX CTAHIAPTOB, PETYIUPYIOMINX cepy yIpaBleHUs TOKyMEHTauuel

U CMEXHBIX C HEW o0nacTei.

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

Komnerenuus HNapnkaropsl KoMneTeH Ui PesynbraTsl 00yuenus

(ko1 v HaNMEHOBAaHHUE)

(ko1 v HaMMEHOBAHHUE)

VK-5. Cocoden
BOCIPUHUMATH
MEXKYJIbTYPHOE pa3HooOpasue
0011IecTBa B COLIUAIBHO-
HUCTOPHUYECKOM, STUIECKOM H
(UIT0COPCKOM KOHTEKCTaX

VYK-5.1. JIeMOHCTpUPYET TOJIEPAHTHOE
BOCHPHSATHE CONUAIBHBIX U KyIbTYPHBIX
pas3nnunii, yBaXXUTEINbHOE U OEpEXHOE
OTHOIIEHHIO K HCTOPHYECKOMY HACIIEHIO
U KYJIbTYPHBIM TPaaULUsaM

3HaTh: crienuUKyY ¥ TPaIUINHU PA3THIHBIX
KYJBTYP M COL[MAJBHBIX TPYII

YMeTh: yBaKUTEIBHO U OEpeXHO
OTHOCHUTBCS K UCTOPHYIECKOMY HACIIEAMIO U
KYJIBTYPHBIM TPaIHLIISIM

Brraners: BiazieTh HABBIKAMU BOCIIPUSTHS
COLMAJIBHBIX U KYJIBTYPHBIX Pa3JInduii
HapoJIOB MHpA

VK-5.2. TIposiBiisieT B CBOEM MOBEIEHU U
YBaKHUTEIFHOE OTHOIICHUE K
HCTOPUICCKOMY HACIICTIUIO U
COLMOKYJIBTYPHBIM TPATUIIASIM
PA3TUYHBIX COITUANIEHBIX TPYIIIL,
onuparoIieecst Ha 3HAHUE ITATIOB

3HATh: COLMOKYJIbTYPHBIC TPAAUIIUN
PA3JIMYHBIX COIUAJIbHBIX I'PYIIIL, 3TAIIbI
HUCTOPHUYCCKOI'O pa3BUTHSA Poccuu B
KOHTCKCTC MI/IpOBOI\/'I HUCTOPUHA U Vmerts:
MPOABJIATH YBAKUTCIBHOC

OTHOIICHUEC K UCTOPUICCKOMY HACJICIUIO U




HCTOpHUYecKoro passutusa Poccuu B
KOHTEKCTE MUPOBOM UCTOPHUHU U
KYJIBTYPHBIX Tpaaulnii Mupa

KYJIBTYPHBIM TPAJHIHIIM MHpa
Brraners: HaBBIKaMU cOOIIOICHUS
STHYECKUX HOPM M IIPaBWJI MTPH
B3aUMOJICICTBHU C APYTMMH COLIUATBHBIMU
rpynIiaMyu ¥ HapojiaMHu MUpa

VK-5.3. [loHuMaeT MEXKyIbTYpHOE
pa3Ho00Opa3us o0IIecTBa B €ro
Ppa3INYHBIX KOHTEKCTaX: husocodcekom,
COLMAJIBHO-MCTOPHIECKOM, ITHIECKOM

3HaTh: rtocodckue, conuansHo-
HCTOPHYECKUE U STHYECKHE OCOOCHHOCTH
KYJBTYp APYTHX COLHATBHBIX TPYIII U
HapOJIOB MHpa

YMeTh: HOHNMATh MEXKYIbTYpHOE
pa3zHo00Opa3us odIecTra

BuaseTs: HaBbIKaMH B3aUMOJCHCTBHS C
Pa3IUYHBIMH COLMATBHBIMU IPYIIAMH U
HapoIamu Mupa

TIK-1. Bnageer HaBBIKaMU
pa3paboTKu ¥ BHEPEHHUS
JIOKQJIbHBIX HOPMATHBHBIX
AKTOB M0 JIOKYMEHTAIIUOHHOM Y
00€ecCIeUeHHIO YIpaBIICHNS B
OpraHHU3aIUSIX PA3ITUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX
¢dbopm u popM COOCTBEHHOCTH,
rOCYIapCTBEHHBIX OpraHax u
OpraHax MECTHOTO
CaMOYIIPaBJICHHS

IK-1.1. [IpumensieT 3HaHUS CTPYKTYPHI
rOCYIApCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO CaMOYIIpaBJICHUS,
OpraHM3ali Pa3INIHbBIX Gopm
COOCTBEHHOCTH; HOPMaTHBHBIX U
MIPaBOBBIX aKTOB B cepe
JIOKYMEHTAI[HOHHOTO 00€eCIIeYeHNS
YIpaBJIEHUs; BULOBOTO COCTAB
JIOKAJIbHBIX HOPMATUBHBIX AKTOB IO
JIOKyMEHTAI[HOHHOMY 00€cTIeueHHIO
YIIpaBIIeHUsI IPH Pa3pabOTKeE JIOKATIBHBIX
HOPMAaTHBHBIX aKTOB

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

YMeTh: aHaTM3UPOBATH PABOBBIC AKTHI B
cdepe TOKyMEHTAMOHHOTO 00CCIICUCHHUS
YIIPABJICHUSI U BBISBIISATH BUJOBOI COCTAB
00sI3aTeNbHBIX JTOKATBLHBIX HOPMATHBHBIX
AKTOB

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

[1K-1.2. PazpabatsiBaeT Ha OCHOBE
JIEHCTBYIOIMX NIPABOBBIX AKTOB
JIOKAJIbHBIE HOPMATHUBHBIE AKTHI 1O
JIOKYM EHTAI[HIOHHOMY 00€CTIedEeHHIO
YIpaBIICHUS

3HaTh: IpaBmIIa pa3padOTKH JOKAIBHBIX
HOPMaTHBHBIX aKTOB, UX CTPYKTYPY U
coziepKaHue

YMeTh: pa3pabaThIBaTh JIOKAIbHBIC
HOPMaTHBHBIE aKTHI B cepe
JIOKyMEHTAIIHOHHOTO 00€eCIIeYeHNS
YIIPaBIICHUSI B COOTBETCTBHH C
JIEWCTBYIOIIUMH TIPaBOBBIMU aKT Brazers:
HaBBIKAMH HO/ITOTOBKH ITPOEKTOB
JIOKAJIBHBIX HOPMATHBHBIX AKTOB, HX
COTJIACOBAHUSI M YTBEPIKICHHS

IIK-1.3. BHeapsieT u akTyalu3upyeT
JIOKAJIbHBIE HOPMATHBHBIX AKTHI IO
JIOKyMEHTAI[HOHHOMY 00€cCTIeueHHIO
YIIpaBIICHUS B TOCYIapPCTBEHHBIX
opraHax, opraHax MECTHOTO
CaMOYTpaBIICHNS] U OPTaHU3aLMsIX
Pa3IMYHBIX OPraHU3aIMOHHO-IIPABOBBIX
¢dbopm u popM cOOCTBEHHOCTH

3HaTh: MOPSIIOK BBEICHUS B ICHCTBHE
JIOKJIBHBIX HOPMATHBHBIX AKTOB I10

JIOKyM EHTAI[HOHHOMY 00€CTIeueHHIO
YIIpaBJICHUSI B TOCYIapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYIIPaBJICHHS U
OpraHM3aLMSIX PA3JIMYHBIX OPraHN3aI[IOHHO-
TIPaBOBBIX (OpM M (HOPM COOCTBEHHOCTH
YMeTh: BHEIPSTH JIOKAIbHbIE HOPMAaTHUBHEIE
AKTHI

Brianers: HaBBIKaMU repepabOTKH U
aKTyaJIN3al1H JIOKAJIbHBIX HOPMAaTHBHBIX
AKTOB

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IibHOM
NPOrpamMmblI




JucuumnuHa (Mooyns) «OpraHu3allMOHHBIE OCHOBBI CTaHAAPTU3ALUU JOKYMEHTAIHOHHOTO
oOecrieyeHus ympapieHuss B Poccum u 3a pyOexom» OTHOCHUTCS K 4acTd, (OpMHpPyeMOi

y4aCTHUKaMHU 00pa3oBaTeNbHBIX OTHOIIEHUH OJ0Ka TUCHUIUIMH y4eOHOTO IJIaHa.

Jlnsi OCBOEHMSI JUCHMIUIMHBI (M0OYJs) HEOOXOAWMBI 3HAHMSA, yMEHHS M BIIAJCHUS,
c(OPMHUpPOBAHHBIE B XOJE H3YUYEHHS CIEAYIOIIMX TUCHUIUIMH W TPOXOXKICHUS MPAKTUK:
Opranuzanua u texHonorus JOVY; Hcropus rocymapctBeHHbIX yupexaeHuit CCCP u P®;
WNudopmanmonnsie TexHosoruu B JI0Y.

B pesynbTare OCBOEHUS IUCLUUIUIMHBL (M0Oyna) (HOPMUPYIOTCS 3HAHMSA, YMEHUS U
BJIQJICHUsI, HEOOXOJUMBIC JJISI M3YYEHHS CICIYIOIUX AUCUUIUINH M TMPOXOXKICHUS MPAKTUK:
ApxuBoenenue; HpopMaIimoHHO-T0KyMEHTAMOHHOE 00ecrieueHIe YIpaBJICHUs POCKTAMHU.

2 Crpykrypa JUCUMILIMHBI

OO01mast Tpy10eMKOCTh TUCIUIUTHHEI cocTaBisieT 3 3.e., 108 4.

CTpyKTYypa AMCUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

OO0beM IUCUMIUIMHBI B ()OpMe KOHTAKTHOM paOOThl OOYYAIOUIUXCS C MEAAarorHuecCKUuMHU
paOOTHUKAMU | (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K pean3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IIPH MPOBEACHUHU YI€OHBIX 3aHSATHIL:

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

O0beM AUCHIUTITUHBI B OPME CAMOCTOATENHHON pabOThI 00YUYAIOIIUXCS COCTABIISAET 48
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI 151 04HO-3204HOI (GopMbI 00yUeHHsT

O0beM mucHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYeCKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa30BaTeIbHOM MpOorpaMMbl Ha
WHBIX YCIOBUSX, IPH MPOBEICHUH YI€OHBIX 3aHSATHH:

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

O0beM AUCIUTITUHBI B OPME CAMOCTOATETHHON pabOTHI 00YUAIOIIUXCS COCTABIISET 72
aKaJeMHYECKUX YacoB.




CTpyKTypa AUCHUNJIMHBI 1J5 3209H0H GOpMBbI 00yUeHHsI

O0beM muCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYArOIIMXCS C MEAaroTHYECKUMU

pabOTHUKAMU M (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K pean3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MIPOBEACHUHU YI€OHBIX 3aHSATHIL:

Cemectp | Tun y4eOHBIX 3aHATHIA

KommuecTBo yacos

2 Jlexumn 8
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bceero: 24

O0beM AUCUUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIINXCS COCTABIISAET 84

AKaACMHUYCCKHUX YaCOB.

3 Conpepxanve TUCHUILIHHBI

Ne | HammeHoBaHMe pa3jea Coaepxanne
AU CHMILIUHBI
1. | BBeaenne [Ipenmer, COJEpXKaHMe W  3aJada  Kypca

«Cranpaptuszanus JOV».

Pons xypca «Crangapruzanusa IOY». Mecrto kypca
Cpeay ApPYruX HU3ydaeMbIX AUCUUIUIMH. [loHsTHA
«CTaHJAPTU3ALU) U «KYHU(DUKALIU.

O030p UCTOYHUKOB U JIUTEPATYPHI IO TEME.

2. | Pazgen 1. Hcropusn
cranpaptusanuu 10Y

Poub I'maBapxuBa u MockoBcKOro
roCylapCTBEHHOI'O MCTOPUKO-APXUBHOI'O MHCTUTYTA
B pEIIEHUH BOIPOCOB OTPACIEBON YHH(PHKALNH
JOKYMEHTOB. BenomcreeHnHas yHUDUKAITISL
NOKyMeHTOB B 1920-x r. BBeieHne e1MHbIX YYETHBIX
dopm, mepeuHedl  JAOKYMEHTOB, YHHU(UKaUU
onucanusi B 1930-e ronpl. Crannaptuzauus JOY B
1960-80-e rr. Cranpmaptsl cucrembl YCJI. ET'C/,
Ircaoy, THIIOBAst UHCTPYKLUS, npaBuiIa
nenonpoussoacrTsa B ®ONB u npyrue HopmaTuBHbIE
nokymentel mo JIOY wu uX BIusHHE Ha
cranaaprusanuto J[OY B PO.

Knaccugpukamumss  kak  cocTaBHas  4acTh
crangaptuzannu JIOY. Knaccudukaroper TOCU un
METO/IbI KJIaccupuKauu MH(POPMAIHH.
Cranpaptuzanus JJOY B 1990 rr.

3. | Pazgen 2. Opranm3anmsi CHCTeMbI
cragaaprusauuu B Poccuiickoit
Denepauuu

Hcropusi cTaHOBJIEHUS W Pa3BUTHUSI CUCTEMBI
crangapruszauuu B PO.

XapakrepucTuka 3aKOHOJIaTCIIbHBIX,
HOPMaTUBHO-TIPABOBBIX aKTOB, HOPMAaTUBHO-
METOJUYECKUX  JIOKYMEHTOB W  CTaHAapTOB,
pEerIaMeHTUPYIOIIUX TMPOLECChl CTaHIAPTU3ALUU B
Poccniickoit enepanuu.




Oprasbl cTaHzapTU3aLUU U CcepTUDUKAITUN
Poccniickoit ®Pepepauun: PocrexperynupoBaHue
(I'occrannmapr Poccun), Crannaptunpopm
(BHUUCranpapruzauun), BUHUTU, BHUNMAIIL
u apyrue. X nHPOpMaLMOHHBIE PECYPCHI.

HopmaruBHbIE [OKYMEHTBI M  CTaHIAPTHI,
periaMeHTHpYIOUIEe MPOLECChl  pa3paboTKu |
BHEJpEHUs cTaHAapToB B PO. Opransl U CTPYKTYpHI,
Y4acTBYIOILKE B TOM IIPOLECCE.

Paznen 3. VYuuduxanusa wu
CTAHJAPTH3ALUA
AOKYMEHTOBEI4eCKUX TEPMHUHOB.

TepMHUHOJIOTUS OCHOBHBIX MOHATHH B JTaHHOU
cdepe u ee »pomonusa. Hayunsie muckyccuu 1920-x
IT. 3aKkpeIuleHHEe  OCHOBHBIX  IIOHATHH B
HOPMAaTUBHBIX TOKyMeHTax oTrpaciu B 1930-70-e rr.
YHaudukanus 10KyMEHTOBEIUECKOW TEPMUHOJIOTHH.
I'OCT P 51141 -98 «JlokyMEeHTOBEIEHUE U APXUBHOE
neno. Tepmunbsl u omnpenenenus». ['OCT P 7.0.8-
2013 «J/lokyMEHTOBEEHME U AapXUBHOE JIEJO.

TepmuHel u OIIPEACIICHUSY. IonsTus
«JIEJIONIPOU3BOJICTBO, «IOKyMEHTALIMOHHOE
obecrieueHue YIIPaBIICHUSD, «yIlpaBJIEHUE

nokyMeHTamuy. [IOHATHS «TIOAJIMHHUKY», «KOIUS,
«opuruHam» TepMHUHOIOTUs, HCTIONIB3yeMasi B cdepe
JIOY, BkiIOYEeHHAs B CTaHAAPTHI APYTUX OTpacieil.
TepMUHBI ~ «IOKYMEHT»,  «JOKYMEHTHMPOBAaHHAs
uHpOpMaIHD», «opUIHATBHBIN TOKYMEHTY,
«CITY>KEOHBIN TOKYMEHT», «3aIHCh» U JIp.

OG630p IIPaBOBBIX u HOPMAaTUBHBIX
JOKYMEHTOB, COJEpXAIIMX OCHOBOIOJArarwIue
JOKYMEHTOBEAUECKUE  TEPMUHBL OGzop m
COINOCTAaBJIEHUE OCHOBHBIX JOKYMEHTOBEIUECKUX
TEPMUHOB B OTEYECTBEHHBIX M MEXIYHApOIHBIX
CTaHJIapTOB.

Paznen 4. YuHupuxkammsa wun
CTAHAAPTH3AIUAA TOKYMEHTOB Ha
Pa3JIMYHBIX HOCHUTEJIAX u
TeXHOJIOTHH padoThl ¢ HUMH.

YHudukanus AOKyMEHTOB Ha TPAJAUIIMOHHBIX
Hocurenax. Cranpaptuzanuss U yHUDUKAIHA
YIPABICHUYECKUX  JOKYMEHTOB.  JleicTByromue
I'OCTer B ob6mactu JIOY 11 [OKyMEHTOB Ha
TpaiMLMOHHBIX  HocuTensix.  CraHgapTel  Ha
«YHU(PULIUPOBAHHBIE CHUCTEMBI  JOKYMEHTAIHID»
ToCcr P 6. - 2003). I'OCT P 6.30-2003
«YHU(PUUIUPOBAHHBIE  CHUCTEMbl  JOKYMEHTAIIHH.
YHuuuupoBaHHas CHUCTeMa  OpraHU3alMOHHO-
pacropsaIuTeNbHON JOKyMEeHTaluu. TpeboBaHus K
0QOpPMIICHHIO JOKYMEHTOB» W €ro  3BOJIOIHS.
IIpaBoBbIe u HOPMAaTUBHO-METOIUYECKUE
JOKYMEHTBI 110 TEME.

[lonsiTHE  «JOKYMEHTHl Ha  MAIIWHHBIX
HocuTenax». CTaHaapTu3anus IpOLECCOB CO3JaHM
JOKYMEHTOB Ha MAIIMHHBIX HOCHUTENSAX. OCHOBHBIE
CTaHAAPTHI, PEIIAMEHTUPYIOLIUE BOIIPOCHI CO31aHUS
u VCII0JIb30BAHUS «MalIMHOYHUTAEMBbIX




JOKYMEHTOB.

ITonsatue «QIEKTPOHHBIN JOKYMEHT».
CranpmapTel,  perjJiaMeHTHUpyIOIIMe  paboTy ¢
AIEKTPOHHBIMU  JOKYMEHTamMu  (mpaBuwia  UX
CO3/IaHUsl, UCITIOJIb30BAHUS, BOIPOCH OLU(PPOBKU H
T..). Crapgaptel Ha (GopMmaTbl  ANEKTPOHHBIX
JOKYMEHTOB. IIpaBoBbIe u HOPMAaTHUBHO-
METOAUYECKUE TOKYMEHTHI 110 TEME.

Paznen S. Cranpapruzauus B
odsacTax, cMexkHbIx ¢ JIOY.

TepMuUHONIOTHYECKNE CTAaHIAPThl  CMEXKHBIX
obOmacreif. CranmgapTbl Ha aBTOMAaTU3MPOBAHHBIN
cuctembl ympasienus (I'OCT 25.702-85; I'OCT
34.03-90; T'OCT 34.601-90; I'OCT 35.003-90).
CoBpeMeHHbIE  crelU(UKALMA  HAa  CHCTEMBI
ANIEKTPOHHOTO JOKyMeHToOoOopoTa. CTaHmapThl Ha
Oymary Juis JIOKyMEHTOB M HHBIE HOCHUTEIHU
uHpopmanuu. CTaHIapThl CHCTEMbl MEHEKMEHTa
kauectBa (I'OCT P CO 9000-2008; 'OCT P NCO
9001-2008 wu gp.). CranmapTsl Ha CHUCTEMBI
yIpaBI€HUS  JOKYMEHTaMH  (MEXIyHApOJHbIE
cragnaptel UCO cepun 30300) u cnermuduka ux
BHeapeHus B Poccun. CraHpmapTel MHBIX 0OnacTei,
cMmexHBIX ¢ JJOY.

Pasznen 6. Crannapruzanus 10Y
HAa COBPEMEHHOM JTare.

HopmaTuBHBIE JOKYMEHTBI M CTaHIApTHI,
periaMeHTHPYIOUIMEe MpPOIECChl  pa3paboTKu |
BHenpeHus crangaproB JJOY B P®. Cucrema
CTaHJAapTOB MO HWHpOpManuu, OUOIMOTEUHOMY U
nznarenbekomy neny (CUBU).

Opranbl W CTPYKTYpbI, Yy4YacTBYIOIIHME B
npouecce  cra”gaptuzauuu  JJOY B PO.
Poccranagpar/TK 191  «Hayuno-TexHuueckas
uHpopMmanus, OUOINOTEYHOE U U3AATEIBCKOE JIETI0»
(BUHUTH).  Poccranamapt/TK I9I/TIK 4
«Ynpasinenue  gokyMmeHrauuein»  (BHUMAN).
Poccrananapt/TK 459/TIK 6 <« Ku3HEHHBIN UK
AIIEKTPOHHOTO JTOKYMEHTO000pOTa» (20C).
Poccrananapt/TK 076 «Cuctembl MEHEKMEHTa
(BHUUC). Nx pa3paboTku.

OO1iecTBeHHBIE OpPraHU3alK, YYacTBYIOIINE
B npouecce cranaapruzauu JJOY B PO.

HaumonaneHble cCTaHIApTBl M POCCHICKHE
aHAJIOTH  MEXJIYHapOJHBIX  CTaHAAPTOB IO
YIPaBJICHUIO JIOKyMEHTAllMeH, HCIOIb3yeMbIe B
JIOVY Ha cOBpeMEHHOM 3Tarie.

Paszpnen 1.  MexayHnapoaHas
OpraHu3anys no CTaHIApPTU3ALMHT
NCO wu ee crangaprbel 10
yYIpaBJIeHUIO J0KYMeHTanueii

Uctopus cranoBnenuss u passutus HCO.
OpranuzannoHHas CTPYKTYpa, npouIbHbIE
KOMUTETBl W OCHOBHBIE  HANpaBICHUS  UX
JESITEbHOCTH.

OcHOBHBIE  MpaBOBBIE U HOPMATHUBHO-
METOJMYECKUE JIOKYMEHTHI, PErJIaMEHTHPYIOLINE




nearenpuocts MCO.
PocrexperynupoBanue U CTENEHb €0 y4acTUs

B pabore WCO. CorpyaauuectBo HNCO c
Poccuiickoit ®enepanuei.
Texunueckuit  komurer HNCO  Ne 46

«apopmanist M JOKYMEHTaUs» U €ro
noakomuretsl. [loakomurer Ne 11 «YmpaBnenue
apXWBaMU/JOKyYMEHTaMu». [lepcrieKTUBbI pa3BUTHUS
KOMUTETa U HOBBIE TIPOEKTHI.

Baxmueiimue paspabotku Komurtera B cdepe
ynpasieHus AokymeHtanueil. Crangaptel 70-90-x
rojoB. CoBpeMeHHbIE CTaHIAPTHI 1O YIPABICHUIO
JOKYMEHTaMHU U CMEKHBIX cep.

00630p COBPEMEHHBIX poccuiickux
HAIIMOHAJIBHBIX CTAHJAPTOB, CO3JAHHBIX Ha Oase
MexayHapoaHbsix crangaptos UCO.

Paznen 2.  MexayHapogHas
3JIEKTPOTEeXHUYECKAsi KOMHCCHUS
U ee CTAHIAPThI 10 YNPABJICHUIO
AOKyMEHTaIHeil.

Hctopus craHoBieHus u pasutus MOK,
CTPYKTypa U OCHOBHBIE HAIIPaBJIECHUS IEATEIBHOCTH.
HanmoHnaipHble KOMUTETBHI 10 CTaHJAPTU3ALMUA —
wieHbl MOK. PocrexperynupoBaHue U CTENEHb €T0
yuactus B pabore MOK. OcHOBHBIE TpaBOBBIE H
HOPMaTUBHO-METOIMYECKUE JOKYMEHTBI,
pernameHTupyoomue aestenbHocte MOK n  ee
coTpyaHuuectBo ¢ Poccuiickoit denepanuei.

Baxueiimue paspabotku MOK B
yIpaBICHUs  JOKYMEHTAIUEH. CoBpemeHHbIE
CTaHZApThl 0  YIPaBJIEHHUIO  JOKYMEHTAMH.
IlepcniektuBel pazsutusg MOK 1 HOBbIE TPOEKTHI.

0630p POCCHUICKHX HAI[MOHAILHBIX
CTaHJapTOB, CO3JaHHBIX Ha 0a3e MEXIyHapOJHBIX
cranzapro MOK.

chepe
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Pasznen 3. Unble Me:xkIyHAPOAHBbIE
OPraHU3alUM N0 CTAHAAPTH3ALUT
U UX CTAHAAPTHI [0 YNPaBJICHUIO
AOKYMEHTalMe.

MO3M, EBponelickuii KOMHUTET 1o
craggaprusauuu, EBpomelickas opraHusanus I10
Ka4ecTBY U JpyTHe.

OcHOBHBIE ~ TIPaBOBbIE M HOPMATHBHO-
METOMYECKUE JJOKYMEHTHI, pEriaMeHTUPYIOLINE UX
NEATENbHOCTh U COTPYAHMYECTBO ¢ Poccuiickon
Oenepanueit.

Baxmweiimme pa3paboTKu 3TUX OpraHu3anuil B
oOmacTu ynpasiieHus JoKyMeHTauuel. Poccuiickue
CTaHJapTHl, CO3JJaHHbIE HA UX 0asze.

Crnenudukanus MOJEIbHBIX TpeOOBaHUHA K
YIIPaBJICHUIO AJIEKTPOHHBIMU JOKyMeHTamu (Model
Requirements for the Management of Electronic
Record. Specification.)- MOReq. MOReq 2.

11

Paznen 4. IIpodeccuonaibHble
o0beMHEeHUs1 CHeNHAJINCTOB B
obJacTu ylpasBJIeHUs
uHopmManuen M TOKyMEeHTAlueH,

Accotmanysi yrpasJsiFOIUX TOKYMEHTAIIUeH 1
anMuHHUCTpatopoB  (Association  of  Records
Managers and Administrators).

MexayHapoaHblii TPECT IO  YIPABICHUIO
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BJIUAIOIIIHNE
CTaHAaApTU3alUU.

Ha

nokymenTanueil (International Records Management
Trust).
I'mnbaus ynpaBisiroux JOKyMEHTALUEH.

NPOLECCHI

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH

Jlnist ipoBeIeHUs YUeOHBIX 3aHATHH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoJioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET ObITh MCIOJIb30BAHO DJIEKTPOHHOE

oOyueHue U (MIM) TUCTAHIIMOHHBIC 00pa30BaTEeIbHBIC TEXHOJIOTHH.

5 OueHka INIAaHUPYEMBbIX Pe3yJabTATOB 00yYeHUs

5.1 Cucrema oneHUBAHUSA

®opMa KOHTPOJISA Maxc. KoJ1M4ecTBO 0aJ1JI0B
3a oany Bcero
padory
TexyImuit KOHTPOJIb:
- onpoc 5 6annos 30 b6annos
- yuacmue 8 OUCKYCCUU Ha ceMunape |5 6anios 10 6annos
- KonmponvHas paboma (memwvt 1-3) |10 6annos 10 6annos
- KoHmponvHas paboma (memwt 4-5) |10 6annos 10 6annos
[TpomexxyTouHas aTTecTaus 40 6annos
(pegpepam)
HToro 3a cemecTp (Qucyuniumy) 100 6annos
IK3AMEH

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

100-0anapHast TpaimoHHas mKana IIkamna
[IKajIa ECTS
95 -100 A
3304 OTinnyHO B

68 — 82 Xopoo 334TEHO C

56 — 67 D
5055 VY 10BIIETBOPUTEIILHO E
20-49 FX
0-19 HeynosneTBoputenbHO HE 3a4TE€HO F

5.2 KpnTeplm BBICTABJICHHUA OLHCHKH 110 JUCHUIIJIMHE

bannsl/ Ormenka 1o Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUINHE
[lkana ECTS | nucuuniause

100-83/ «OTJINYHO» BricraBnsercs oOyyaromemycs, €Ciid OH IITyOOKO U

AB IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI

Marepuai, MOXKET IPOJAEMOHCTPUPOBATH 3TO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JIOTHYECKH CTPOIHO
u3naraeT yuyeOHbIH MaTepHuaj, yMeeT YBA3bIBATh TEOPUIO C
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Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

MPAKTUKOH, CIIPABIISETCS C PEIICHUEM 3a]ad
npodeccuoHaTbHON HAIPaBICHHOCTH BEICOKOTO YPOBHS
CJIOKHOCTH, ITPABUJIBHO 00OCHOBEIBAET IPUHATBIC
peLIeHMS.

CB000HO OpUEHTUPYETCS B y4eOHO 1
npoheccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLluu.

KoMnereniuu, 3akperui€HHble 3a JUCLUIIIMHOM,
c(OpMHUPOBAHbBI HA YPOBHE — «BBICOKHII».

82-68/

«XOopomo»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U NPAKTUYECKUI MaTepUal, IPaMOTHO U 110
CYILECTBY U3JIaraeT €ro Ha 3aHATUSAX U B XOJE
IIPOMEKYTOYHOU aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIOXKEHHUS IIPU PELICHUH IIPAKTUYECKUX 3a1a4
npoeccuOHaTBbHON HANPaBJIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUeOHOH 1
npoheccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYIEN U IPOMEKYTOUHOU
aTTeCTaLuu.

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

67-50/
D.E

«YZIOBIIETBOPHU-
TEIILHO»

BrictaBnsiercs o0ydaroiiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JOITYCKAET OTJENIbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEKYTOYHOM aTTECTALINH.
OOy4Jaromuiicss UCTILITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHUU TEOPETUUYECKHUX MMOJIOKEHUN ITPU PELIEHUHN
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJCET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yI4EeOHOMH
JUTEPaTyphl 1O JUCIUILIIMHE.

OreHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
y4€TOM PE3yJIBTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTallUu.

Komnereniuu, 3akpemyi€HHble 3a JUCIUTUITMHOM,
chopMHUPOBaHBI HA YPOBHE — «IOCTATOYHBIN.

49-0/
F,FX

«HCYOOBJICTBOPUTC
JIBHO»

BrictraBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHUIA U MPAKTUUECKUI
MaTepHall, JI0IycKaeT rpyoble OMUOKH MTPH €ro
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Bamsl/ O1eHKa 110 Kputepuu onieHKH pe3yabTaToB 00y4eHHUs IO TUCIUTUTHHE
Hlkama ECTS | gucuuruimnae

W3JI0KEHUU HA 3aHATUAX U B XOJE IIPOMEKYTOUHOU
aTTeCTaLluu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX MTOJIOKEHUN IIPU PEILIEHUN

CTaHIAPTHOIO YPOBHS CIIOKHOCTH, HE BJIAJEET
HEOOXOAUMBIMHU JJIs1 3TOTO HAaBBIKAMU U MIPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOH
JIUTEPaTypsl 110 JUCLUIIIIMHE.

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

KoMmiereH1umn Ha ypoBHE «I0CTaTOYHBINY, 3aKPETNIEHHBIE
3a MCUUIUIMHON, He C()OPMUPOBAHBI.

MPAaKTUYECKUX 3a7a4 MPo(hecCHOHaTbHON HalIPaBJICHHOCTH

5.3 OueHouHble cpeacTBa (MAaTEPHUAJIbI) A TEKYILIEr0 KOHTPOJIA
ycneBaemMocCcTu, leOMe)KyTO‘lHOﬁ arTreCcraliuu Oﬁy‘laIOHII/IXCSI o
JUCHHUILINHE

IIpumepHas TeMaTnka pedepaTos (TeMbl A1 3cce)

. 3Ha4YeHUE U POJIb CTAHAAPTH3AIMH JJIs1 JOKYMEHTAIIMOHHOTO 00eCTIeYeHNs YIIPaBICHUS
. OcHOBHBIE 3TaIbl pa3BUTHUs cTaHAapTU3anuu B chepe JJOY
. HopmatuBHO-1IpaBoBoe o0ecriedeHne cranapruzanuu B PO.

. Opranu3zanus cuctembl cTanaapTusauu B PO

1
2
3
4
5. OCHOBHBIE OpPTaHbl U CTPYKTYPBI CUCTEMBI CTaHAApTU3aLUHU B PO
6. Ctpyktypsl PocTexperynupoBanus, BOBJI€USHHbIE B Ipoliecc ctannapruzanuu chepst J0VY.
7. @®opMUPOBaHUE U Pa3BUTUE CUCTEMBI CTAaHIAPTOB, UCIOJIb3yeMbIX B JIOV.

8. Yaudukamnus u ctanaaptusanus repmuHonoruu JJ0Y.

9. Cranpaptsl, peryimmpymomme padoTy ¢ JOKyMEHTaMH Ha MAaIIMHHBIX HOCHUTENIX. VcTopus
CO3AaHHUS U aHAIIN3.

10. CoBpemeHHBbI€ CTaHAAPTHI, TpuMeHsieMble B chepe JJOY.

11. HamuonanbHble CTaHIAPTHI aHAJIOTM MEXAYHApOJHBIX CTAaHAAPTOB IO YIPaBICHHUIO

JOKYMEHTALMEH.

12. Pors BHUNJIA]L B Bo3poxkaeHuu crannapruszamuu chepst OV,

KOHTpOJIbeIe BOIIPOCHI 1JId aTTECTAIUHU IO UTOraM OCBOCHUSA TUCHUIIJIUHBI?

1. 3nauenue u poas crangaptuzauuu g J10Y
2. OCcHOBHBIE ATaIbl pa3BUTHUS cTaHAapTuzanuu chepsl JJOY

3. HopmartuBHO-1IpaBoBO€ oOecnieueHre cranaaprusamnuu B PO.
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4. O6mas CTpyKTypa 1 HalpaBICHUS JeITEIbHOCTH OCHOBHBIX OPT'aHOB 110 CTaHAAPTU3ALNU B
PO.

5. OO0mas xapakTepuCcTUKa CTaHAapTOB, IpuMeHsieMbIX B chepe JOV.

6. CrangapTuzanys OCHOBHBIX IOKYMEHTOBEJYECKUX TEPMHUHOB.

7. CraHpmapThl, peryiupymomnme padoTy ¢ JOKyMEHTaMH Ha MAIIMHHBIX HocuTensix. Mcropus
CO3AaHUS U aHAIIN3.

8. CoBpeMeHHbIe CTaHIapTHI, IpuMeHsiemMbie B chepe JJOY.

9. IToHATHS «TOKYMEHT», «3aIlUChy», «JOKYMEHTHPOBaHHAas HH(OpMAIMA» B CTaHAapTaX.

10. HaunoHanbHbIE CTaHAAPThI — aHAJIOTU MEeXAyHapoaHbIX cTanaapTos MCO.

11.TOCT P UCO 15489-1-2007 u ero 3nauenue ans Poccun.

12. TK 191 CUBU/ u ero poisb B ctanaapruzanuu JJOY B PO.

13. OtpacneBble TEpPMUHOJOTUYECKUE CTaHAAPTHI PD: ncTOpUs co3qaHMsI U pa3BUTHS.

14. CrangapTsl Ha yHU(HUIUPOBAHHBIE CHCTEMBI IOKYMEHTAIIUH.

15.TOCT P 6.30-2003 u cBsi3aHHBIE ¢ HUM HOPMAaTHUBHBIE T0KyMeHTHI JIOY B PO.

IIpumepHast TemaTHKa pedepaToB

1. 3HaueHue craHgapTU3ALMU AJIS YIPABIECHUS JOKYMEHTaEN

2. MexnyHapoJHble OpraHu3alliy CTaHAApTU3 ALY,

3. OcHOBHBIE 3Tallbl Pa3BUTUSL MEXIYHAPOAHOW CTAHJAPTU3ALMU YIPABIEHUS TOKyMEHTAIMEN
4. MexnyHapoaHas opranuzanus no crangaprusauuu (MCO): ucropus co3ganus, CTpyKTypa 1
HaIpPaBJICHUS JESTEIBHOCTH.

5. HopMaTtuBHBIE JOKYMEHTHI, perjlaMeHTupyomue aesreabHocts HCO.

6. HopmaTuBHBIE TOKYMEHTHI, perIaMeHTHpYIole pa3padoTky ctannaptos B CO.

7. Crangaptel UCO 1o ynpaBiieHUIO JOKYMEHTAIel u cMexHbIX oOmacteit 70-90-x rr. U ux
BIusiHUE Ha crangaptuzanuio 10V B CCCP.

8. Ananu3z coBpeMeHHbIX cTannapToB MCO, npuMeHseMble B yIIpaBIeHUH JOKYMEHTALUEH.

9. MexnyHaponHas 3nekTpoTrexHuueckas komuccusa (MOK): uctopus cosganus, CTpykTypa U
HAIpPAaBJICHUS JESTEIBHOCTH.

10. OcHOBHBIE HOPMATUBHBIE JOKYMEHTBI, PETJIAMEHTUPYIOLUE OPraHU3aLUI0 U IEATENBHOCTh
MOK.

11. CoBpemennsle cranaapTsl MOK, npuMeHsieMble B yIIpaBiIeHUH JOKYMEHTALUEH.

12. EsBpomelickasg opraHusaunus 10 CTaHJAapTU3alMM: MCTOPHUS CO3/JaHUsA, CTPYKTypa,
HaNpaBJICHUS JEATEIbHOCTH M JOKYMEHTHI, perjaMeHTUpYIoIIue ee aesTenbHOCTh. (JIrobas
Apyrasi eBpoIeiickas OpraHu3alvs, BOBJICUEHHass B MPOLECC CTaHIAPTH3AIMU - 1O BBIOOpY

CTYJICHTA).
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13. CoBpemeHHbIE CTaHIAPThl €BPONEUCKUX OpPraHM3aLMN IO YNPABICHUIO JTOKYMEHTALUEH.
(Onucanue, CpaBHUTEIbHBIA aHAJINU3 U T.I1.)

14. CoBpeMeHHBIE CTAaHAAPTHI U CIEHUPHUKAIMHE €BPONEHCKUX OpraHu3aluii Mo 00JacTsM,
CMEXHBIM C yIpaBjeHueM JokymeHTaruel. (Onucanue, CpaBHUTENbHBIA aHAIN3 U T.11.)

15. Amnanu3 mnyOnuMKamuii OTEYECTBEHHBIX M 3apyOeKHBIX aBTOPOB MO Impoliemam
MEKyHAPOJHOM CTAHNAPTU3ALMH YIIPABICHUS JOKYMEHTALUCH.

16. ®enepanbHOE areHTCTBO MO TEXHUYECKOMY PETYIMPOBAHUIO U METPOJIOruH, Kak uiaeH MCO
u MOK.

17. Crpykrypsl PoctexperynupoBaHusi, y4acTBYIOIME B MEXKAYHAPOJHOM CTaHIapTU3aLUU
YIIPABJICHUSA JOKYMEHTALUEH.

18. Texunueckuii komutet 46 CO: nctopust co3aanus, CTpyKTypa, HalpaBJIEHUs 1€ TEIbHOCTH.
19. Opranmzanus u mpoBeAeHUs paboT Mo pa3pabOTKe HALMOHAIBHBIX CTAaHAAPTOB Ha Oaze
MEXAYHApOAHbBIX CTAaHAJAPTOB.

20. IIpodeccronanpHble 0ObEMHEHUS CIIEIUATUCTOB B 00JACTH YIPaBJICHUS TOKYMEHTALUU:
Hcropus coznaHus, CTpyKTypa, OCHOBHBIE HaIlpaBJICHUs JEATENBbHOCTH, IpoeKThl. (Ha mpumepe

KOHKPETHOTO 0OBEMHEHHUSI [0 BBIOOPY CTY/ICHTA).

KOHTpOJIbeIe BOIIPOCHI M 3alaHUA IJIsA l'lpOMQ)KyTO‘lHOﬁ aTTeCTalluu o UuTOoram

OCBOCHHUSA JUCIUIIJIMHBI

. Ponp Mexx1yHapOJHOM CTaHIaPTU3ALMY B YIIPABICHUH JOKYMEHTALUEH.

. MexlyHapoiHbIE OpraHU3aluy CTaH1apTU3ALUH.

. OCHOBHBIE 3Tallbl Pa3BUTUSL MEXIYHAPOAHOW CTAHJAPTU3ALNU YIPABIEHUS TOKYMEHTAIUEH.
. UCO: ucropus co3nanus, CTpyKTypa U HalpaBJIEHUS EATEIbHOCTH.

. Oransl pazpabotku ctangapToB B MCO; BOZBMOKHOCTH y4acTHs B UX pa3paboTKe.

. Crannapter UCO no ynpaBieHHI0 JOKYMEHTAIMeH U cMexHbIX oOnacteit 70-90-x rr.

. CoBpemennsle crangaptel MCO, npuMeHsieMble B yIIpaBiICHUH JOKYMEHTALUEH.

0 9 N n B~ WD -

. MOK: ncropus co3nanus, CTpyKTypa U HalpaBJIEHUS IEATEIbHOCTH.

9. Oramnbl pazpaboTku cranaapToB B MOK; BOZMOKHOCTB y4acTHsI B UX pa3paboTke.

10. CoBpemennsble cranaapTsl MOK, mpuMeHsieMble B yIIpaBiIeHUH JOKYMEHTALUEH.

11. EBponeiickas opraHuzanys IO CTaHJApTH3alMM: MCTOpUS CO3JaHMs, CTPYKTYpa,
HaIpPaBJICHUS JEATENBHOCTH U JOKYMEHTBI, PETJIAMEHTUPYIOLIUE €€ IEATEIBHOCTD.

12. CoBpeMeHHBIE CTAaHAAPTHI EBPOIIEHCKUX OPraHU3alui 110 YIPaBJIECHUIO JOKYMEHTALUEH.

13. Uctopus yuactus Poccun B paboTe 1o MexyHapOJHOM CTaHIapTU3ALUH.

14. CoBpemeHHast OpraHu3anys CUCTEMBbI CTaHAAPTU3ALMY YIIPaBIEHUS JOKyMeHTauuen B PO,

y4acTBYIOIIAsl B MEXIyHAPOAHOHM cTaHAapTU3aluK chepbl YIpaBiIeHUs JOKYMEHTAIHEH.
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15. Dransl opraHu3auy U IpoBeeHUs padoT Mo pa3paboTKe HAMOHAIBHBIX CTaHAApTOB B PO
Ha 0a3ze MEeXTyHapOIHBIX CTaHJaPTOB.

16. PoctexperynupoBaHue: UCTOpUSI CO3AAaHUs, CTPYKTYpa, HAlpaBJICHUS ACATEIBHOCTH U €ro
POJIb B MEXKIYHAPOIHOMN CTaHAAPTU3ALINH.

17. UCO/ TK 46: uctopus cozianusi, CTpyKTypa, HalpaBJICHUs AESTEIbHOCTH.

18. UCO/TK46/IIK 11: uctopus co3panusi, HalpaBICHUS IEATEILHOCTH, pa3pabOTKH.

19. 3HaueHHe MeXAYHApOAHOW CTaHJAPTU3ALMM YIPaBICHUS JOKYMEHTAIMEH [UIsl pa3BUTHS
HOPMAaTUBHOU 0a3bl 3T0# cdepbl B PD.

20. HaumoHasbHBIE CTaHAAPTHI — AHAJIOTM MEXKIYHApOJHBIX CTaHAAPTOB IO YIPABICHUIO
JOKYMEHTALIMEH.

21. Acconmanus ynpaJsIOmUX JOKYMEHTalue 1 aaMuHUCTpaTopoB (Association of Records
Managers and Administrators): UCTOPHsI CO3/1aHUs, HANIPABJICHUS IEATEIbHOCTH, IIPOCKTHI.

22. MexXayHapoJHblii TpecT To ympaBieHHio jgokymeHTauuer (International Records

Management Trust): ucTopusi co3aHusi, HaPaBJIEHUs AEATEIbHOCTH, IPOEKTHI

6 VYueOHO-MeTOoaMUYECKOE M HHPOPMAIITMOHHOE o0ecliedeHUue U CIUNINHBI

6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI
Hemounuku
OcHogHvle

1. ®enepanbHbiii 3akoH oT 27 pekabps 2002 roma Ne 184-03 «O TeXHHUECKOM
perynmupoBanumn» (B pen. 0105.04.2016) // http:www. gost.ru (pexumM J0cTyra CBOOOTHBIN).

2. ®enepanpHblii 3ak0H 0T 29.06.2015 Ne 162-®3 «O cranpaprusanuu B Poccuiickoit
Denepamumy» (B pen. oT 03.07.2016) // http:www. gost.ru (pexxum A0CTyna CBOOO HBIN).

3. TOCT P 1.12-2004 «I'ocynapcTBeHHass cucrema craHgaptuzauuu Poccuiickoit
@eneparnun. CTangapTH3aLMS U CMEXKHbBIE BUABI AESTEIbHOCTH. TepMUHBI U onpeAeaeHus». M.:
Crannaptungopm, 2004.

4. TOCT P 1.2-2014. Cranpaptuzauusa B Poccuiickoit ®enepanuun. CraHmapTbl

HaroHanbHble Poccuiickoit @enepanuu. IlpaBuna pa3paOoTkH, YTBEpXkAEHUS, OOHOBICHUS U
ot™eHbl. M.: Crangaptundopm, 2014.

5.TOCT P UCO 15489-1-2007 «Cucrema crannaptoB 1no uadopmamu. bubanoreunomy
U U3JAaTeNbCKOMYy Jeny. YmpaBiaeHus JokymMeHTamu. OOmwme TpeboBanus». M.:
Crannaptundopm, 2007.

6. TOCT P NCO 23081-1-2008 «CHUBU/. ITpoueccsl ynpaBiieHUs AOKYMEHTAMH.
Metananusie st fokymMeHToB: Yacte 1. [Tpuanuney. M.: Crarnaptuadopm, 2008

7. TOCT P CO 22310 — 2009 «CUBM1/I. PykoBoicTBO Jutsl pa3pabOTYMKOB CTAaHAAPTOB,
CTaHABJIMBAIOIINX TPEOOBAHUS K YIIPABICHUIO JokyMeHTamu». M.:Cranmaptuadopm, 2009

8. T'OCT P 7.0.8.-2013 CUBU/. «/lenonpou3BoACTBO U apXUBHOE Je0. TepMUHBI U
onpenenenus». M.: Crangaptuadopm, 2013.

9. TOCT P HUCO 30300-2015 «CUBU/. Cucremsl ynpaBieHus AokymMeHTamu. OOmue
MOJIOKEeHUS U cinoBapby. — M.: Crangaptundopm, 2015
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10. TOCT P UCO 30301-2014 «1udopmanus u nokymenranus. Crucrema MEHEKMEHTA
3amuceit». — M.: Crannaptundopm, 2014.

11. TOCT P HCO 30301-2017 «CHUBM/J. Cucrembl ynpaBieHUsIOKYMEHTaMH.
TpeboBanus». — M.: Crannaptundopm, 2017.

12. TOCT P 7.0.97-2018 «CUBM/I. Oprann3aiinoHHO-paciopsAuTeNbHas JOKYMEHTALIHS.
TpeboBanus k opopmienuto 1okymeHToB». M.: Crangaptuadopm, 2018.

Lononnumenvuovie

I. TOCT P 1.5-2012 «Crangaptuzauus Poccuiickoii ®enepaunu. CranaapTsl
HaloHanbHble. [lpaBuia mocTpoeHMs, U3N0XKeHUs, odopmieHus U 0003HaueHUs». M.:
Crannaptundopm, 2012. 24 c.

2. TOCT P 1.7-2008 «Cranpaptuzamuss B Poccuiickoit ®Denepauuu. CraHaapTsl
HarroHanbHble Poccuiickoit denepanyu. [IpaBuna oopmienus u 0003HaueHHs IpU pa3paboTKe
Ha OCHOBE IIPUMEHEHHUSI MEXYHAPOIHBIX cTaHAapToB» -M.:Crangaptundopm, 2008.

3.T'OCT P 51141-98. [lenonpon3BoACTBO U apXUBHOE A€N0. TepMUHBI U onpeaeneHus. M.:

I'occranpapt Poccun, 1998. 7c.;

4. T'OCT 6.10.4-84. Ilpuganue 10puaUYECKOM CUIIBI JOKYMEHTaM Ha MAIIMHHOM HOCHTEINE
U MalIMHOTpaMMe, CO3JaBaeMbIM CpPEACTBAMHU BBIYMCIUTENbHOM TexHUKH. M.: ['occranmapr,
1984.

5.TOCT P 6.30 — 2003 YHu¢punupoBaHHble CUCTEMbI JOKYMEHTAIMH. Y HU(PHUIIMPOBAHHAS
cHCTeMa OpraHU3alMOHHO-PACTIOPSIUTENFHON JOKyMEHTaluu. TpeboBaHus K O(GOPMIICHHIO

nokymeHToB. M. M31-Bo crannaptos, 2003
6. TOCT P ICO 9000-2015 Cuctemsl MeHeKMEHTa kKadecTBa. OCHOBHBIE MOJIOXKEHHS 1 citoBaps. M.: Cranmaptuadopm,

2015;
7.TOCT P UCO 9001-2015 Cuctemsl MeHeKMeHTa KadecTBa. TpedoBanmst. M.: Cranmaptundopm, 2015;
8. TOCT P HUCO 9004-2004 CucremMbl MEHEKMEHTa KadecTBa. PexoMeHITAIMU MO YIYYIICHHIO ACATEIBHOCTH. M.:

Cranmapruadopm, 2004;
9. UCO 15489-2 2001(R) «MHpOopManus 1 JOKyMEHTalus. YTIpaBiIeHHUs 3anuciaMu. YacTh

2». I'occrannapt Poccun. ®I'YII BHUMKHN.M.: 2003.

10. UCO 15489-1 -2001 (R) «Mudpopmanms U TOKYMEHTALUsA. YTPABICHUS 3aMUCSIMH.
Yacte 1: O6mme tpeboBanus». ['occranaapt Poccuu. ®I'YIT BHUMKU.M.: 2003.

NCO 5127 (R) «Mudopmanus u pokymenranus. Crnoape» (ISO 5127 Information and
documentation — Vocabulary). Part 1:1983 «OcHoBuble moHsTHs», Part 2: 1983 «/loxymeHTHI
TpaguIMoOHHOTO THMay, Part 3: 1988 «MxoHorpaduyeckue nokymeHTsl», Part 3A: 1981 «C6op,
UACHTU(UKAIMS U aHAIN3 JOKYMEHTOB M JaHHBIX», Part 6: 1983 «JlakymeHTHBIE S3bIKH», Part
11: 1987 «AyanoBusyanbHble JOKYMEHTBI» U JIp.

MDOK 82045-1:2001 (R) «Ynpasnenue nokymentamu. Yacte 1. [TpuHLIMIIEI 1 METOABI»

MoReg 2. Tunosie TpeboBanus k ACO/l. Cnernuduxanus.

1.TOCT P CO 9000-2008 Crucrembl MeHeKMEHTa KadecTBa. OCHOBHEIC ITOJIOXKEHUS U CIIOBAPb;
2.TOCT P CO 9001-2008 CucreMsl MEHEPKMEHTa KauecTBa. TpeOoBaHS;

3.TOCT P CO 9004-2001 Cucremsl MEHEPKMEHTA KauecTBa. PeKOMEHIAIN 110 YIy4IIEHHIO JIEITEIbHOCTH,;

NCO 15489-2 (R) «MHpopmanuss 1 TOKyMeHTalusl. YIpaBieHHs 3anucsiMu. Yacts 2».
I'occranpapt Poccun. ®I'YII BHUNKM.M.: 2003.



17

NCO 15489-1 (R) «Mudopmanust U TOKyMeHTanus. YnpasieHus 3anucsmu. Yacts 1:
O6mwme TpeboBanus». ['occrannapt Poccun. ®I'YIT BHUMKU.M.: 2003.

Jlumepamypa
OcnosHas
1. Bapnamosna JI.H. Crangaptusanus ynpasieHus JoKyMeHTaMu. Y4yeOHuk. M.: U3n-Bo
TEPMUKA, 2018. 504 c.
2. Bapnamosa JI.H. Crangaptuzauus aenonpoussojictsa B PCOCP-CCCP-P®: Yuebnoe
nocobue. M.: U3n-Bo «CrytHuk+», 2016. 200c.
3. Bapnamosa JI.H., baton JI.C., bactpukoBa K.A. Ynpasnenue nokymeHranuen: AHrio-
PYCCKUI aHHOTUPOBAHHBIN CIIOBAPb CTaHAAPTU3UPOBAHHON TepMUHOJIOTHH. M.: 131-BO
«CmytHuK+», 2017. 399¢

OONOTHUMENbHASL
1. KppimoBa I'.JI. OCHOBBI CTaHAApPTU3ALMU CEPTH(PUKALNU, METPOJIOTUH: YYEOHUK IS

BVY3o0B, 3-¢ uzn. — M.: U3g-Bo «FOHUTW», 2006. — 671 c.

2. Tlocteika B.M. HaywHo-meroaunyeckue OcHOBBI cTtanimaptuzaiuu. — CIIO, u3a-Bo
ActepuoH, 2007. — 264 c.

3. CokxoBa AH. PasButue rocygapcTBEHHOH  CTaHIApTH3allMM  OpPraHU3alMOHHO-
pacropsaauTenbHbIX JokyMeHToB// Cekperapckoe aeno. —2003. - Ne 5. — C. 15-18

4. W3 ucropun crannapruzanuu 1okymenToB B CCCP. BenomctBennas yauduxarms 1920-
x rojioB. // Tpyast BHUMJA. — T.2. - M., 1973.

5. Kpsuosa I''JI. OcHOBBI cTaHAApTU3ALMU CEPTH(PUKALUU, METPOJIOTUHN: YYEOHUK IS
BVY3o0B, 3-¢ uzn. — M.: U3a-Bo «FOHUTHW», 2006. — 671 c.

6. Ilocteika B.M. Hayuno-meronumueckue OCHOBBHI cranmapTtuzammu. — CIIO, u3a-Bo
ActepuoH, 2007. — 264 c.

7. Jlapun M.B., PrickoB O.U. YnpaBiieHne 10KyMEHTaMH Ha OCHOBE MEXIyHAPOIHOTO

cragnapra UCO 15489:2001: Meroa. mocooue. M.: BHUNJIA]/L, 2005. 110 c.

8. KokopeB B.W. OcHOBBI cTanaapTU3anuu B UHGOPMAIIMOHHBIX CUCTEMaX: YUeOHUK JUis
CTYZIEHTOB BY30B, 00yUaroIuXcs MO CIEMUATBHOCTH «J{0KyMEeHTOBEIeHHE U
JOKYMEHTAI[MOHHOE o0ecriedeHue yrnpasieHus». — M.: M31-Bo crannapros, 1988. —239

C.

6.2 TlepeueHnb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOI CeTH

«AnTepuer»
- «OdunmanpHplii WHTEpHET-NOPTaN NpaBoBoM HHpopmamum». - Pexum noctyna:

WWW.pravo.gov.ru, cBoOOTHBII

- «O¢unmanpapiii caiiT denepanbHOro areHTCTBA MO TEXHHUYECKOMY PETYIHPOBAHUIO U
METpOJIOTUN». — PexxuMm poctyna: wwwgost.ru, cBOOOIHBIH.

- «OduuuanbHblii caiit BcepoccHiCKOro HaydyHO-HCCIIEAOBATEIHCKOTO HHCTUTYTA
nokymeHToBeAeHuss u apxuBHoro nema (BHUUJAD)» - Pexum moctyma: www.vniidad.ru,

CBOOOIHBIN.


http://www.pravo.gov.ru/
http://www.vniidad.ru/
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DnexTpoHHbIH pecypc] — Pexum nocryma: www.ISO. org, cBoO0IHBIN. — 3ari. ¢ skpaHa.
— Asrmn., ¢p. u ap. 3.

Odunmanbablii  caiit  MexayHapoaHOH — snekTporexHuyeckod  komuccun (MOK)
[DnexkTponHbI pecypc] — Pexum nocryma: www. IEC. org, cBoOGoaHbBINH. — 3ari. ¢ skpaHa. —
Awnra., Gp. u ap. 3.

Odunmansubiii caiit ARMA International [Onexktponnslii pecypc] — Pexxum nocryma:
www. ARMA. org, cBoOOaHBINA. — 3ari. ¢ skpaHa. — AHTIL, ¢p. U ap. s3.

Odunmansubiii cadt IRMA [Onekrponnslii pecypc] — Pexum nocryma: www. IRMA.
org , CBOOOIHBINA. — 3aril. ¢ 9kpaHa. — AHTIL, ¢p. U Jap. s3.

Odunmanbubii caiiT @enepa’abHOrO areHTCTBa IO TEXHUYECKOMY PETYIUPOBAaHUIO U
Mmetpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHbIH. — 3ari. ¢ sKpaHa.

Odunmansublii  caiiT  Beepoccuiickoro  Hay4HO-HCCIIEOBATENBKOTO — MHCTUTYTA
nokymeHnToBenenuss u apxuBHoro nena (BHUMJIAN) [Dnexkrponnsiii pecypc] /BHUNIA]L -

OnexTpoH, nad.- M., [2001].— Pexxum noctyma: www.vniidad.ru, cBo60JHBINA. — 3aril. ¢ 3KpaHa.

6.3 IIpodeccuonanbHbie 62361 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

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

WupopmalioHHbIE CITPABOYHbBIE CUCTEMBI:
1. Koncynsrant ITmoc
2. Tapanr

z MaTepl/IaHLHO-TeXHI/I‘leCKOC odecmeyeHue AUCHHUIIIINHBI

AynuTopuu Uisl IPOBEAEHUS JIEKIIMHA U CEMUHAPCKUX 3aHATUH C TEXHUUYECKUMHU CPEJICTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), SKpaH (IEPEHOCHOMN WU CTAIIHOHAPHBIN)),
KOMIBIOTEPHBIH KJIACC JUIS MTPOBEACHUS JTa00PATOPHBIX 3aHATHH.

JlaGopaTopHble 3aHATHS MPOBOAATCA B KoMmmbloTepHbIX kinaccax MAWM PITY. Hamuuue

IUTA3MEHHOM TaHeIH TMOMOTaeT B OOy4YeHHMH CTYIEHTOB, T.K. CHayajla IpernoaaBaTellb
JIEMOHCTPUPYET Ha OOJIBIIIOM OJKpaHE alrOpUTM paboThl, 3aTeM CTYACHTHI IMPHUCTYMAIOT K
CaMOCTOSITENILHOM padoTe.

[Ipu mnpoBeneHNH J1a0OPATOPHBIX pPAOOT HCHOIB3YIOTCS VIHTEpPHET - HCTOYHMKH U
MeToauueckue marepuaibl. CTyaeHThl paboTaioT ¢ OQUIMATIbHBIMH CaWTaMH OPraHoOB IIO
crangaptuzanuu P®: Poccrangapra, CtannapTuHpOpM U APYIrHUMH, a Takke ¢ O(PpUIHATBHBIMU

caiiTaMu opraHoB c¢epsl yrpasieHus fokymenTamu: Pocapxus, BHUM/IA/L u npyrumu.

1. Ilepedens IIO


http://www/
http://www/
http://www/
http://www/
http://www.vniidad.ru/
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Nent Haumenosanue [10 [IpousBoaurens Cnoco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
Cc60000HO
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
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyenb B/{u HCC

Nern
/i

HaunmenoBanue

1

MesxnyHapoanbie pedepaTuBHbIe HaykoMeTpuieckne b/l, mocTymHbie B paMkax
HanuoHaILHOU nmoanucku B 2020 r.

Web of Science

Scopus

[Tpodeccuonansuble nosHOTEKCTOBBIE B/l, TOCTYIHBIE B paMKaxX HallMOHAIBHOM
noanucku B 2020 1.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

[TpodeccronanbHbIE TOTHOTEKCTOBBIE b/l
JSTOR
W3nanus o oO1eCTBEHHBIM U TYMaHUTAPHBIM HayKaM
OnexkrponHas bubnuoreka Grebennikon.ru

KoMnproTepHbI€ clipaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 Oo0ecneyenue 00pa3oBaTeJIbHOIO MPOLECCA ISl JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/I10B

B xone peannzanuu IUCUMIUIMHBI UCIIOJIB3YIOTCS CIECAYIOIINE TOTIOJHUTEIIBHBIE
METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH U IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIaO0BUISIIUX:
- JeKIUU O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;
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- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
IPOrpaMMHBIM 00ecTrieueHHEeM, MIIK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHIMBUAYaIbHOE paBHOMEpHOE ocBelieHne He MeHee 300 Jirokc;

- JUIA BBINOJIHEHHs 3aJaHusl NMPH HEOOXOIUMOCTH MPEJOCTAaBIICTCS YBEIHMUUBAIOIIEE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BaHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 33JJaHNs 0(DOPMIIIOTCS YBEIIMYECHHBIM HIPHU(PTOM;

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

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- JeKuuu o(pOpPMIIAIOTCS B BHUJAE 3JCKTPOHHOTO JOKYMEHTa, JMOO MpEerIoCTaBIseTCs
3BYKOYCHJIMBAIOIIAs allllapaTypa MHAUBUAYAJIBHOTO TIOJIb30BaHUS;

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

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

* JUIsl UL C HAPYLIEHUSAMU OTIOPHO-/IBUTaTENBHOTO alapara:

- JeKIUU O(GOPMIIIOTCS B BHJIE 3JIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00ecIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCS HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;

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

[Tpu HeoOX0IMMOCTH TPETyCMATPUBAETCS YBEIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Ipouenypa  mpoBedeHHS]  MPOMEKYTOYHOW — aTTecTaliud g OOydJarouiuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAWBUIYAJIBHBIX TCHXO(U3MUECKHMX OCOOCHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Ipu mpoBeneHUH MPOLEAYPHl OLIEHUBAHUS PE3yJIbTaTOB OOYYCHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEJACTB, HEOOXOAMMBIX B CBS3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00yYarOIUXCs. DT CPEACTBA MOTYT OBITh IPEJOCTABICHBl YHUBEPCUTETOM, WITH
MOTYT MCIIOJIb30BAaTHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHWS  pe3yJIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
UCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH()OPMAIMOHHBIM M OuOIuorpadguyeckuM pecypcaM B CETH
WuTepHer mis Kaxjaoro oOydaromierocsi B (opmax, agalnTHPOBAHHBIX K OTPAHMYEHUSAM HUX
3JI0POBBSI U BOCIIPHUSTHUS HH(POPMAITUH:

* IS CIENBIX U CIaO0BUIIIUX:

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

- B hopme ayamodaiina.

* IS TIIYXUX U CIAOOCTBIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

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

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayaunoaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITETIBHOM pabOTHI, HayyHas
OubIMOTEeKa W MHbIE MOMEIICHUs Il 0OY4eHHUs] OCHAILEHBI CIEelUaTbHBIM 000pYJOBaHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUSI:

* IS CIENBIX U CIaO0BUISIIUX:

- YCTPOICTBOM JUIsl CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpunTepoM bpaits EmBraille ViewPlus;
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* Ui TUIYXUX U cTaOOCIBIIIAIINX:
- ABTOMAaTU3UPOBAaHHBIM pabOYMM MECTOM [UId JIIOACH C HapylIeHHEM Cclyxa H
¢1a00CIIBIIIAIINX;
- aKyCTUYECKHI YCHIIUTENb U KOJIOHKH;
* Uit 00y4aroIUXCs ¢ HAPYIIEHUSIMU OTIOPHO-IBUTATEIILHOTO alapara:
- IEPEIBI>KHBIMU, PETYITHPYEeMbIMU dproHomMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOMW CO CTIIEIHATLHBIM TPOTPAMMHBIM 00ECTICUSHHUEM.

2 MeToaudeckue MaTepHuajbl

9.1 IlnaHbl NPAKTHYECKUX U CEMUHAPCKHUX 3aHATHIA.
Tema 2. Opranuzanus cucremMsl cTanaapTusanum B Poccuiickoit @egepaunu

Lenv 3anamus — uzyuenue op2anu3ayuoOHHOU cucmemsl cmanoapmuzayuu ¢ P®

Bonpocwl 011 06cyarcoenus:

- McTopus CTaHOBJIEHUS M pa3BUTHUS CUCTEMBI CTaHAAPTU3aLKUU B PD.

- XapakTepucTUKa 3aKOHOJATEIbHBIX, HOPMAaTUBHO-IIPABOBBIX AaKTOB, HOPMaTHBHO-
METOJMYECKUX JOKYMEHTOB U CTaHJIAPTOB, PETJIAMEHTHUPYIOLIMX IPOLECCHl CTaHAApTU3ALUU B
Poccuiickoit @enepanuu.

- Opransl crapmaptuzauun U ceptudukanuu  Poccuiickoir ®enepanu U UX
MH(pOpPMALMOHHbIE PECYPCHI.

Konmponvnwvie sonpocui:

- HopmaTuBHO-11paBoBOE 00O€cTedeHre MpoLeccOB CTaHIapTH3ALNY;

- Opranbl, BOBJIEYEHHBIE B MPOLIECC CTaHAapTU3aluu (BKItouas ctanaaptuzanuio J0Y);

- [Ipo6niems B3aumopeiictus TK u 1.1

Cnucok ucmo4HuKko6 u aumepamypbot:

- UCMOYHUKU (OCHOBHbIE, OONOHUMENbHbLE):

1. ®enepanbubiii 3akoH oT 27 pekadbps 2002 roma Ne 184-03 «O TeXHHMUECKOM
perynupoBanuny // CoOpanue 3akoHonarenbcTBa Poceniickoit denepanuu. 2002, Ne 52. 4.1 (30
nexaops)

2. TOCT P 1.12-2004 «l'ocymapcTBeHHass cucTeMa cTaHpapTusanuu Poccuiickoit
@enepauyn. CTaHAapTU3aLUA U CMEXHBIE BUJIbI AEATENBHOCTU. TEpMUHBI U onpeaencHus». M.:
Crangaptundopm, 2004. 33 c.

3. TOCT P 1.5-2012 «Cranpaptuzanus Poccuiickoit ®enepanuu. CraHnapTbl
HaloHanbHble. [lpaBuia mocTpoeHMs, H3I0KeHUs, odopmieHus U 0003HaueHUs». M.:
Crannaptundopm, 2014. 24 c.

4. TOCT P 1.2-2014. Cranpaptuzauusa B Poccuiickoit ®enepanuun. CraHnapTbl
HaroHanbHble Poccuiickoit @enepanuu. IlpaBuna pa3paOoTKH, YTBEpXKAEHUS, OOHOBICHUS U

ot™eHbl. M.: Crangapundopm, 2014. 15c.
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- Iumepamypa (OCHO8HAs, OONOIHUMENbHASA):
1. Tkauenko B.B. OcHoBbl crangaptuzauuu. — M.: U3n-Bo crangapros, 1980.
2. Kpeuosa I'.JI. OCHOBBI CTaHAApPTH3ALMU CEPTH(PUKALNU, METPOJIOTUHN: YYEOHUK IS
BVY3os, 3-e u3a. — M.: U3n-so «FOHUTH», 2006. — 671 c.
3. Tlocteika B.M. Hayuno-meronuueckue OCHOBBI cranmaptuzammu. — CIIO, u3a-Bo
ActepuoH, 2007. — 264 c.
- CNPagoyHbvle U UHPOPMAYUOHHBIE UZOAHUSL.
WNudopmanronno-npasoas cuctema «Koncynprant [Lmocy
WNudopmanronno-npasoas cucrema «MCCAO»
Ilepeuensv pecypcoé uHghopmayuoHHo-menreKOMMYyHUKayuoHHou cemu « inmepnemy.
Odunmanbubiii caiit denepanbHOTO areHTCTBAa MO TEXHUYECKOMY PETYIUPOBAaHUIO U

Mmetpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHBIH. — 3ari. ¢ sKpaHa.

Tema 3. YHn(ukanus u cranaapTu3anus 10KyMeHTOBeI4eCKHX TEPMUHOB

Lenv 3anamus — HM3yuenue 8onpocos, c6aA3aHHLIX C YHUQUKayuel u cmanoapmusayuel
O0OKYMeHmMOo8eduecKUx mepmuHoas.

Bonpocuwl ons o6cyscoenus:

- TepMHHOIOTHSI OCHOBHBIX MTOHATHI B TAHHOU cdepe U €€ IBOTIOIHS.

- Yauukanus 10KyMeHTOBEIYECKON TEPMUHOIOTUI

- Tepmunosnorusi, ucnosnb3yemas B chepe OV, BkIOUeHHAs B CTaHIAAPTHI APYTrUX
OTpaCIICH.

- O030p MpaBOBBIX M HOPMATHUBHBIX JOKYMEHTOB, COIEPKAIMX OCHOBOIIOJIATraOIIHe
JOKYMEHTOBEIUECKUE TEPMUHBI.

- O630p U CONOCTaBIIEHNE OCHOBHBIX JOKYMEHTOBETYECKUX TEPMHUHOB B OTEUECTBEHHBIX U
MEXAYHapOAHbBIX CTAHAAPTOB.

Konmponvnwvie sonpocui:

-T'OCT P 51141 -98 «/lokyMeHTOBEACHUE U apXUBHOE A€N0. TEepMUHBI U ONIPENEICHUSD.
I'OCT P 7.0.8-2013 «/loxyMeHTOBEEHUE U apXUBHOE MA€N0. TEpPMHHBI M OIPEACICHUS»:
CXOJCTBA U pa3INyHsL.

- Cranpmaptuzaiusi TEPMHHOB «JICIOMPOU3BOJICTBOY, «IOKYMEHTAIMOHHOE OOecreyeHue
YIPaBIEHUNY, «YIPABIECHUE JOKYMEHTaMMI.

- CranapTu3anys TEpPMUHOB «IIOIJTMHHUKY, «KOTIUAY, «OPUTHMHA)

- CrangapTuzalisi TEPMHUHOB «JIOKYMEHT», «JOKYMEHTHPOBaHHAas HHMOpMaLus»,
«OpUIHMATBHBIN JOKYMEHT», «CIIY)KEOHBIN TOKYMEHT», «3aIHCh»

Cnucox ucmo4HuKos u Jumepantypbol.


http://www/

23

- UCMOYHUKU (OCHOBHbIE, OONOHUMENbHbLE):

1. TOCT P 51141-98 «/lenonpon3BoACTBO U apXUBHOE /1€10. TEepMUHBI U ONIPEAETIEHUS). —
M.: U3pa-Bo crangapros, 1998

2. TOCT P 7.0.8.-2013 CHUBUM/I. «/lenonpous3BoacTBO M apXuBHOE Aen0. TepMUHBI U
onpenenenus» - M.: Crannaptuagopm, 2013.

3.TOCT P CO 15489-1-2007 «CUBU/I. YripaBnenue nokymeHTamMu. O0mmue TpeGOBaHM».
- M.: Crangaptundopm, 2007

- Iumepamypa (OCHO8HAs, OONOIHUMENbHAS):

1. Bapnamosa JI.H. Crangaptusanust yrpaBieHHs JOKYMEHTaMU: COBPEMEHHOE II0JIOKEHNE
nen // Matepuansl MexayHapoaHoH koHgepeHuuu mamatd T.B.KysHernoBoit «YmpasineHue
JOKyMEHTAIMEl: mpoIiioe, HacTosee, Oyaymee», M:PTTY, 2013.

2. Bapnamosa JI.H. CtanaapTu3zanus ynpaBieHUs JOKYMEHTAIUEN: MEXTyHapOIHbIH OIIBIT
NCO u ero npumenenue B Poccun. // Bectauk PITYVY. - 2014. - Ne 2 (124). - C. 46-58.

3. Bapnamosa JI.H. JIBoe u3 nap1ia, 0lMHAKOBBI C JIULA: FOPUANYECKAs CUIIA U IOpUANYECKas
3HaYMMOCTb JJOKyMeHTa.// JlenonpousBoactso. 2014. Ne 4. C. 14-17.

- CNpagouHbvle U UHPOPMAYUOHHBIE USOAHUSL.

WNudopmanronno-npasoas cuctema «Koncynprant [Lmocy
WNudopmanronno-npasosas cucrema «MCCAO»

Ilepeuens pecypcoé uHghopmayuoHHo-menreKoOMMyHUKayuoHHou cemu « inmepnemy.

Odunmanbubiii caiit denepanbHOTO areHTCTBA MO TEXHUYECKOMY PETYIUPOBAaHUIO U
MmeTpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHbIi. — 3ari. ¢ sKpaHa.

Odunmansubiii caiit Koncanrtunrosas rpynmna «Tepmuka». [HopmaTtuBHoO-mipaBoBasi 6aza
JAHHBIX 0 JIETOMPOU3BOJICTBY, JOKYMEHTOO0O0POTY U apXHUBHOMY JIeny]| [ DIEKTPOHHBIH pecypc|
/ «Tepmuka» - DNEKTpOH, JaH.- M., [200-].— Pexum JocTyna:

http://www.termika.ru/Catalog/catalog.html, cBo6oanbIi1. — 3ari. ¢ sxpaHa

Tema 4. YHu(pukanusi u CTaHIApTH3ANNUA JOKYMEHTOB HA PAa3JIMYHBIX HOCHTEJIAX H
TEXHOJIOTHIi padoThI ¢ HUMU

Lenv 3anamus — H3yuenue 6onpocos, c6A3aHHbIX cO cmanoapmusayueli 00OKyMeHmos Ha
PA3MUYHBIX HOCUMETIAX U MEXHON02UL pabombl ¢ HUMU.

Bonpocuwl ons ob6cyscoenus:

- CrangapTusanys U yHU(PHUKALUS YIIPaBICHYECKUX JOKYMEHTOB.

- Cranmaptel Ha «YHu(uUIIEpoBaHHBIE cucTeMbl nokymenTtammm» (COCT P 6. - 2003).
IIpaBoBbIE 1 HOPMATUBHO-METOMYECKHE JOKYMEHTHI IO TEME.

- CTaH;[ameaumI MMpOLECCCOB CO3AaHUA NOKYMCHTOB Ha MAallIMHHbBIX HOCUTCJIAX.


http://www/
http://www.termika.ru/Catalog/catalog.html
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- IloHATHe «AIEKTpOHHBIA JTOKyMEHT». IIpaBoBblE M HOPMATHBHO-METOIUYECKHE

JOKYMEHTBI 110 TEME.

Konmponvhwvie 6onpocui:

- HetictBytontre 'OCTr1 B o0mact IOY a1t JOKYMEHTOB Ha TPAJAUIIMOHHBIX HOCUTENSX.

- TOCT P 6.30-2003 «YHU(PHUUHPOBAHHBIE CUCTEMbI JOKyMEHTALUU. YHU(PHUIIMPOBAHHAS
cHCcTeMa OpraHU3alMOHHO-PACTIOPSIUTENFHON JOKyMEHTalMu. TpeboBaHus K O(QOPMIICHHIO
JOKYMEHTOB» U €T0 BOJIIOIHSL.

- TlonsiTMe «IOKyMEHTHl Ha MAIIMHHBIX HOCUTENAX». (OCHOBHBIE CTaHAAPTHI,
periIaMeHTHPYIOLINE BOIIPOCH! CO3/IaHMsI U UCIIOJIb30BAHUS «MAITMHOYUTAEMBIX JOKYMEHTOB.

- CTangapThl, perjiaMeHTHPYIOUIe padoTy ¢ 3JICKTPOHHBIMH JOKyMEHTaMHM (TIpaBHia UX
CO3/IaHMs, UCTIOJIb30BAHUS, BOIIPOCH! OLU(MPOBKHU H T.I1.).

- Cranzapthl Ha POPMATHI AIIEKTPOHHBIX JTOKYMEHTOB.

Cnucok ucmo4HuKko8 u aumepamypbot:

- UCMOYHUKU (OCHOBHbIE, OONOHUMENbHbLE):

1. TOCT 6.10.4-84. Ilpuganue :0puaAUYECKON CHIIBI JOKYMEHTAM Ha MAllIMHHOM HOCHUTEJE
U MallMHOTpaMMe, CO3JaBaeMbIM CpPEACTBAMHU BBIYMCIUTENbHOM TexHHKH. M.: ['occrammapr,
1984.

2.TOCT P 6.30 — 2003 YaupuuupoBaHHbIE CUCTEMbI JOKYMEHTAUU. YHU(PUIUPOBAHHAS
cHCTEeMa OpraHU3alMOHHO-PACTIOPSIIUTENFHON JOKyMEHTaluu. 1TpeboBaHus K O(OPMICHHIO
nokymeHToB. M. M31-Bo crannaptos, 2003

3. .TOCT 34.003—90. Kommiekc cTaHIapTOB HAa aBTOMAaTU3UPOBAHHBIE CHCTEMBI.
Tepmuns! u onpenenenus. — (MapopManimonHas TeXHOJIOTHA).

4. TOCT 34.602—89. Kommiekc CcTaHAapTOB HAa aBTOMATU3UPOBAHHBIE CHCTEMBI.
Texuuueckoe 3alaHHe Ha CO3JaHUE aBTOMATH3MPOBaHHOU cuctembl. — (MHbopmannoHHas
TEXHOJIOTHS).

5. TOCT 28388—89. Cucremsl 00paboTku uHpopMaruu. JJOKyMEHTHl Ha MarHUTHBIX
HOCUTEJAX JaHHBIX. [IopsiIOK BHINOJIHEHUS M 0OpaleHHs.

8. 'OCT P UCO/M3BK 15910—2002. Ilpouecc co3naHusi JOKYMEHTAIMH TOJIb30BaTENs
nporpaMMHOTO cpeactBa. — (MHbopManinoHHast TEXHOIOTHS ).

9. TOCT P NCO/MD3K 2382-23—2004. Uudpopmanumonnas trexuonorus. Crosaps. Yactb
23. ObpaboTka TeKcTa.

10. TOCT 6.10.3—83. YHu¢umpoBaHHble CHCTEMBbI JOKYMEHTAIH. 3aTUCh HH(POpPMAITUU
YHU(PUIIMPOBAHHBIX JOKYMEHTOB B KOMMYHUKAaTUBHOM (popmarTe.

11.TOCT P 52292—2004. DnexrponHblii 00MeH HHpopMarueit. TepMuHBbI 1 onpeieNIeHusI.

— (MuadopmarionHast TEXHOIOTHUS).
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12. TOCT 7.65-92. CUBUJ. KunomokyMmeHTHI, (OTOJTOKYMEHTHI, IOKYMEHTHI Ha
Mukpodumax. O6uue TpeOboBaHUs K ApXUBHOMY XPaHEHHUIO.

13. OCT 55.2-84. ®otonoxkymeHThl. [IpaBuiia rocy1apcTBEHHOTO XpaHEHHsI OPUTMHAIIOB U
CTpaxoBbIX Komuil. TexHuueckue TpeOOBaHMS.

14. TOCT 13.1.101-93. MuxkpodunabM AOKyMEHTa Ha IpaBax MNOMIUMHHUKA. [lopsmox
M3TOTOBIICHUS, ydeTa, XpPaHEHUS U IPHMEHEHUSL.

15. OCT. 55.1-84. JlokyMeHThl Ha MJIEHOYHBIX HOcHUTENsX. IIpaBuia rocynapcTBEHHOIO
XpPaHEHUs! OPUTUHAJIOB M CTPAXOBBIX KOMUN KHHOJOKYMEHTOB M JOKYMEHTOB CTPaxoBOro (oH[a.
Texuunueckue TpeOGOBaHMUS.

16. TOCT 7.68-95 MexrocynapcTBeHHbI crapaapr. Cucrema CTaHAapTOB IO
uHpopMmanuy, OUOIMOTEUHOMY M H3AaTelbcKoMy neny. PoHO- M BHICOJOKYMEHTHI. OOuue
TeXHUYecKue TpeboBaHus K apxuBHoMmy xpaHenuto. C 01.07.96

17. TOCT 7.69-95. (MCO 5127-11-83) MexrocynapcrBennsiii crangapt. CHUBUJIL.
AynnoBusyanbHble TOKyMeHThl. OcHOBHbIE TepMHHBI U onpeneneHus. C 01.07.1997 , nmepeusn
¢ uzMeHeH. 23.06.2009

18. TOCT 2.001-70. Enunast cucrema koHcTpykropckoi gokymentanuu (ECKJI). O6mue
nonoskeHus. M.,1985.

19.TOCT 2.501.-68. ECK/I. IIpaBuna yuera u xpanenus. M., 1985.

20. TOCT 21.001-77. Cucrema npoektHoil gokymeHTauuu ans crpoutenscrsa (CITIC).
Oomue nomoxenusa. M.,1980.

21. TOCT 3.1001-81. Enunas cucremMa TEXHOJOTHYECKON mokymeHTaiuu. OOmiue
nonoxkeHus M., 1984.

22. TOCT 28388-89. Cucrembl 00paboTku uHpopMaruu. JJOKyMEHTHl Ha MarHUTHBIX
HOCUTENSX NaHHbBIX. [lopsiiok BeImogHeHUs U oOpaeHus. M., 1989.

23.TOCT 621.1-78 YHu¢ummpoBaHHble CUCTEMbI JOKyMeHTauuu. Cucrema JOKyMEeHTaIlu!
1o n300peTeHusIM u oTKpeITUsAM. OcHoBHbIE nostoxkeHus. M.: ['occrangapt, 1978. 12 c.

24. TOCT P HUCO 23081-1-2008 «CHUBUJI. Ilpomecchl ymnpaBiaeHUs IOKyMEHTaMHU.
Metananusie st fokymMeHToB: Yacte 1. [Tpuanuney. M.: Crarnaptuadopm, 2008

- Iumepamypa (OCHO8HAs, OONOIHUMENbHAS):

1. Kokxopes B.M. OcHOBBI cTaHgapTH3aMKA B UHPOPMALIMOHHBIX CUCTEMaxX: YUEOHHK JUIs
CTYZIEHTOB BY30B, 00yJaOLIUXCS 110 CIEUUAIBHOCTH «J{0KyMEHTOBEICHHE U JOKYMEHTAI[HOHHOE
obecnieuenue ynpasienus». — M.: M31-Bo ctanmapTos, 1988. — 239 c.

2. Anekcanaposuu ['.5. Crapmaprusanus oQHUCHBIX 3JIEKTPOHHBIX JOKYMEHTOB. McTopus

Bonpoca//3amuta napopmanuu. Mucaita. —2007. - Ne 4. — C. 26-27
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4. Mutuenko O.1O., PsickoB O.1. ®opMaThl 31€KTPOHHBIX TOKYMEHTOB, IPUMEHSEMBIX B
ynpasieHdeckoit aestensHocty // Cexperapcekoe neno. — 2004, - Ne 10. — C. 28-32
5. PoickoB O.W. HanmoHanbHeli CTaHIAPT HA OMMCAHKUE AIEKTPOHHBIX HH(OPMAIIHOHHBIX
pecypcos // lenonpousBoactso. — 2005. - Ne2. — C. 54-59
6 Ky3zun A.A, Pomans J.M. Kunodotoapxussl: Yue6Hoe nmocobue. M.,1982.
7. MarunoB B.M. KuHo1IOKyMEHTBI B KOHTEKCTE UCTOpUUECKOro 3HaHus. M.: 2005.
- CNpagouHbvle U UHPOPMAYUOHHBIE UZOAHUSL.
WNudopmanmronno-npasoas cuctema «Koncynbrant [1mroc»
WNudopmanmonno-npasosas cucrema «MCCAO»
Ilepeuensv pecypcoé uHghopmayuoHHo-menreKOMMYHUKayuoHHou cemu « inmepnemy.
Odunmanbubiil caiit denepanbHOTO areHTCTBAa MO TEXHUYECKOMY PETYIUPOBAaHUIO U
Mmetpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHBIH. — 3ari. ¢ sKpaHa.
Odunmanbublii  caiit  Beepoccuiickoro  Hay4HO-MCCIENOBATENbCKOTO — MHCTUTYTA
nokymeHnToBenenuss u apxuBHoro nena (BHUMJIAN) [Dnexkrponnsiii pecypc] /BHUNIAJL -

DnexTpoH, ga.- M., [2001].— Pexxum noctyma: www.vniidad.ru, cBo60HBINA. — 3aril. ¢ 3KpaHa.

Tema 5. Cranpaprusanus B 00JacTsix, cMexxHbIX ¢ JIOY

Lenv 3anamus — uzyyenue acnekmog cmanoapmusayuu cgep, cmedxcrvix ¢ JOY

Bonpocwl 013 06cyarcoenus:

- TepMUHONOTMUECKUE CTAaHIAPTHI CMEKHBIX 00IaCTEH.

- HenecoobpasznocTs ucnonb3oBanus B JJOVY.

- [IpoGsieMbl COBMECTHUMOCTH M ITyTH UX YCTPAHEHHUS.

Konmponvhnwvie sonpocui:

- Cranpaptel Ha aBTOMaTu3upoBaHHbIN cuctemsl ynpasieHus (I'OCT 25.702-85; TOCT
34.03-90; T'OCT 34.601-90; TOCT 35.003-90).

- CoBpeMeHHbIE crieU(UKAIIMA Ha CUCTEMBI AJIEKTPOHHOTO IOKYMEHTO000pOTa.

- Crannaptsl cuctembl MeHexkMenTa kauectsa (I'OCT P MCO 9000-2008; TOCT P UCO
9001-2008 u mp.).

- CTaHzapThl Ha CUCTEMBI YIIPaBIEHUS JOKYMEHTaMU (MexayHapoaHble ctanaapTtsl MCO
cepuu 30300) u crieruduka ux BHeIApeHus B Poccum

Cnucok ucmo4HuKko6 u aumepamypbot:

- UCMOYHUKU (OCHOBHbIE, OONOHUMENbHbLE):
1. UCO 30300:2011 (R) «udopmaunus u noxymeHtauus. CHCTEMBbl YIpaBICHUS

nokymeHTaMu. OO0IIKe MOJIOKEHUS U CIIOBAPhy.


http://www/
http://www.vniidad.ru/
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2. MCO 30301:2011 (R) «Mudopmauus u noxymeHtauus. CHCTEMBI YIpaBICHUS
JTOKyMeHTaMH. TpeGoBaHuUs.

3. TOCT P MCO 30301-2015 «Mudopmanus u goxkymeHtauus. Cucrema MEHEKMEHTa
3amuceit». — M.: Crannaptundopm, 2015.

4.TOCT P MICO 9000-2008 CucTeMbl MEHEKMEHTa KauecTBa. OCHOBHBIE HOTOXKEHUS 1 CI0BAPb;

5.TOCT P UCO 9001-2008 Cucremsl MeHEKMEHTa KadecTBa. TpeboBaHus;

6. TOCT P CO 9004-2001 Cucremsr MEHEePKMEHTa Ka4ecTBa. PEKOMEHIAINH 110 YITyYIIEHHIO 1eITEIEHOCTH.

- Iumepamypa (OCHO8HAs, OONOIHUMENbHAS):
14. MarBeeB W., Mouceenko E. JIBa Bexka u 77 JeT: WUCHOJHUTENIbHAs BIACTh W
crangaptuzanus / Ctanaaptel 1 kagecTBo. — 2002, - Ne 12,
15. BeimmioB B.A., AprembeB b.I'. Texnuueckoe peryiaupoBaHue: O€30MaCHOCTb H
kauecTBo. — M.: ®I'YII «Crannapruadopm», 2007. — 696 c.
- CNPagoyHbvle U UHPOPMAYUOHHBIE UZOAHUSL.
WNudopmanronno-npasoas cuctema «Koncynsrant [Lmocy
WNudopmanronno-npasoas cucrema «MCCAO»
Ilepeuensv pecypcoé uHghopmayuoHHo-menreKOMMyHUKayuonHou cemu « inmepnemy.
Odunmanbubiii caiit denepanbHOTO areHTCTBAa MO TEXHUYECKOMY PETYIUPOBAaHUIO U

MmeTpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHbIH. — 3ari. ¢ sKpaHa.

Tema 6. Crannapruzauus JJOY Ha coBpeMeHHOM dTane

Lenwv 3anamus — usyyenue éonpocoe cmanoapmusayuu J{OY na cogpemennom smane

Bonpocul 013 06cyarcoenus:

- HopmaTuBHbIE TOKYMEHTBI M CTAHIAPTHI, PErJIAMEHTUPYIOIINE TPOIIECCH Pa3padOTKU U
BHeJpeHus crangaptos J[OY B PO.

- CucreMa craniapToB Mo uH(popManun, oubaoTeyHomy u usnatensckomy neny (CUBU/).

- Opransl U CTPYKTYpBI, ydacTBymIue B npouecce cranaaptuzanuu JOY B PO. Ux
pa3pabOTKH.

- O01ecTBEHHBIE OpraHU3aIy, YYaCTBYIOIIHE B TIpoliecce cranaaptusanuu JJOY B PO.

Koumponvnvie 6onpochwi:

- Poccranagpar/TK 191 «HayuHo-TexHuueckass wuH(popMmauusi, OUOIHMOTEUHOE U
u3narenbekoe aeno» (BUHUTHN).

- Poccrananapt/TK 191/11K 4 «Ynpasnenue nokymenrauueit» (BHUNIAN).

- Poccrananapt/TK 459/TIK 6 «OKu3HeHHBIH LUK JIEKTPOHHOTO JOKYMEHTOO0OPOTa»
(30C). Poccrananapt/TK 076 «Cuctemsr menemxkmenta» (BHUUC).

- Ilepeuncnuth COBpEMEHHbIE HAITMOHATIBHBIE CTAHIAPTHI, Hcnob3yemble B JIOVY.
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- IlepeuncnuTh pOCCHICKHE aHAJIOTHM MEXKIYHAPOJHBIX CTaHIAPTOB IO YIPABICHUIO
JOKyMeHTaluei, ucrosb3yemsele B JJOY Ha cOBpeMEHHOM JTalle.

Cnucok ucmo4HuKko8 u aumepamypbot:

- UCMOYHUKU (OCHOBHbIE, OONOHUMENbHbLE):

1. TOCT P HCO 15489-1-2007 «Cuctema cranaapToB 1o uHGopmanuu. bubmuoreunomy
U U3JAaTeNbCKOMY Jenmy. YmpaBieHus JokymMeHtamu. OOmme TpeboBaHus». M.:
Crangaptundopm, 2007. 32c.;

2. TOCT P HMCO 23081-1-2008 «CHUBHW/I. Ilpoueccel ymnpaBieHHUsS IOKyMEHTaMHU.
Metananusie st fokymMeHToB: Yacte 1. [Tpuanuney. M.: Crarnaptuadopm, 2008

3.T'OCT P UCO 22310 — 2009 «CUBW]I. PykoBoacTBO Jijis pa3pabOTYUKOB CTAHIAPTOB,

CTAHABJMBAKOLIMX TPeOOBAHUS K YIIPABICHUIO ToKyMeHTaMuy. M.:Crangaprudadopm, 2009

4. TOCT P 7.0.8.-2013 CUBUU. «/lenonpon3BoJACTBO U apXMBHOE AeN0. TepMHHBI U
OTIPEICTICHUS.

5. TOCT P UCO 30301-2014 «Mudopmanus u gokymenTtanus. CucreMa MeHEKMEHTa
3amuceit». — M.: Crannaptundopm, 2014.

6. TOCT P MCO 30300-2015 «CUBUJI. Cucremsl ynpaBieHus IoKymMmeHTamMu. OOurue
MOJIOKEHHS U ciioBapby. — M.: Cranmaptundopm, 2015

7. TOCT P HUCO 30301-2014 «Mudopmanus u nokymenTtanus. CucreMa MEHEKMEHTa
3anuceit». — M.: Crannaptundopm, 2014.

8 TOCT P HCO 30301-2017 «CHUBU]J. Cucremsl ynpaBiaeHUSIOKYMEHTaMHU.
TpeboBanus». — M.: Crannaptundopm, 2017.

9. TOCT P 7.0.97-2018 «CHUBN/I. Opranu3aniloHHO-pacioOpsAAUTENbHAs TOKyMEHTaLU.
TpeboBanus k opopmienuto 1okymeHToB». M.: Crangaptuadopm, 2018.

- Iumepamypa (OCHO8HAs, OONOIHUMENbHAS):

1. Bapnamosa JI.H. Crannaptusaius ynpaBiaeHHUs] JOKyMEHTaMU: COBPEMEHHOE II0JIOKEHNE
nen // Matepuansl MexayHapoaHoH koHgepeHuuu mamatd T.B.KysnernoBoit «YmpasineHue
JOKyMEHTAIMEH: mpoIiioe, HacTosee, Oyaymee», M:PTTY, 2013.

2. Bapnamosa JI.H. CtanaapTu3zanus ynpaBieHUs JOKYMEHTAIUEN: MEXTyHapOIHbIH OIIBIT
NCO u ero npumenenue B Poccun. 2014. - Ne 2 (124). - C. 46-58.

3. Bapnamosa JI.H., UCO 15489-1:2001 «Mupopmarus u 1oKyMeHTaluss — YTpaBieHUE
JOKYMEHTaMU: €Ille OJHMH IIaHC BO3POJUTh TOCYAapCTBEHHOE peryaupoBanue B chepe A0V //
JlokymeHTalust B MH(GOPMAIIMOHHOM OOIIECTBE: 3aKOHOJATENbCTBO U CTaHIApTHI. Jlokmaasl u
coobuienus Ha XII MexayHapoqHON Hay4HO-IPAaKTUYeCKON KoH(pepeHmu. 22-23 Hos0psa 2005

r. M., 2006.C.271-274
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4. Bapnamosa JI.H. CoBpemenHoe cocTosiHUE Jel B cepe CTaHmapTHU3aIiK MPOIECCOB
JTOKYMEHTAIlMOHHOTO  o0ecrieyeHus ympasieHus:: onblT Poccum // Tpynsl  TpeTheit
MEeXIyHapoaHOH KoH(epeHunn «CrangapTu3anys HHPOPMALMOHHBIX TEXHOJOTHHA H
unTepornepadensHocth —SITOP 20090ckBa, - C. 137-140.

5. Bapnmamoa JLH. TOCT P HMCO 15489-1-2007: 3nauenue mis Poccum //
Jlenonpou3BOACTBO U JOKYMeHTO000poT Ha npeanpustun. 2007. Ne 3.C.18-19;

6. Jlapun M.B., Bapnamosa JI.H. HaunonanbHbIil cranaapT «YOpaBiieHUE JOKYMEHTaMHU.
Oo6mme tpeboBanus» IlepcnexTuBbl mpoekrta. (Kpyraslii cTonm B penakuuu >KypHana) //
CnpaBouHuK cexperaps u opuc-menemkepa. 2007. Ne 2. C.8-20.

- CNpagoyHbvle U UHPOPMAYUOHHBIE UZOAHUSL.

WNudopmanmonno-npasoas cuctema «Koncynprant [Lmocy

WNudopmanronno-npasosas cucrema «MCCAO»

Ilepeuensv pecypcoé uHghopmayuoHHo-menreKoOMMyHUKayuoHHou cemu « inmepnemy.

Odunmansupiii caiit denepanbHOTO areHTCTBAa MO TEXHUYECKOMY PETYIUPOBAaHUIO U
MmeTpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHBIH. — 3ari. ¢ sKpaHa.

Odunmanbublii  caiit  Beepoccuiickoro  Hay4HO-HMCCIEOBATEIbCKOIO  WHCTHTYTA
nokymeHnToBenenuss U apxuBHoro nena (BHUUJIAN) [Dnekrponnsiii pecypc] /BHUNIAAJL -
DnexTpoH, gaf.- M., [2001].— Pexxum noctyma: www.vniidad.ru, cBo60JHBINA. — 3aril. ¢ 3KpaHa.

Tema 8. Opranuszanus cucTeMbl CTAHIAPTH3ALUH HA MEKIYHAPOAHOM YPOBHe

Lenv 3anamus — uzyuenue opeanuzayuonnou cucmemvl UCO u opyaux mexcoyHapoOoHbix
op2anuzayuii no cmaHoapmu3ayuu

I1nan:

1. O6cyxnenue co CTyAEHTAaMHU COBPEMEHHOW CHUTYyalluW, CJOXMBIIEWHCS B cdepe
yIpaBieHUs JOKYMEHTAllMEW Ha MEXAyHAPOJIHOM YPOBHE.

2.3acnymnBanue JOKIJIAJ0B U 3CCE, IOATOTOBIEHHBIX CTYIEHTaMHU 10 ITaHHOM TEME.

3.IlpoBeneHre CPaBHUTEIHLHOTO aHAIN3a C CUTYyalluel, cioxuBiieiics B PO.

Cnucok ucmo4HuKko6 u aumepamypbot:

1. OdunmansHblii caiit MexayHapoaHoit opranuzanuu no crangaptusanuu(MCO)
[DnexkTpoHHEIN pecypc] — Pexxum gocryna: www.ISO. org, cBOOOAHBI. — 3ari. ¢ 3KpaHa. —
Awnra., Gp. u gp. 3.

2. OduumanbHbli callT MexayHapoIHOM 3yeKTpoTexHUUeckoil komuccun (MOK)
[DnexkTponHbI pecypc] — Pexum nocryma: www. IEC. org, cBoGoaHbBINH. — 3ari. ¢ skpaHa. —

Awnra., Gp. u ap. 3.

Tema 9. CtanpapTu3anus ynpapjieHHs JOKyMeHTalnueH 3a pydexom


http://www/
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Lenv 3anamus — H3yuenue 80Mpocos, CEA3AHHLIX CO CMAHOAPMU3AYUel YNpagieHUs.
OJokymenmayuetl 3a pybesicom

I1nan:

1. OOcyxjaeHue co CTyA€HTaMH COBPEMEHHOWM CHTYyalluH, CIOXKUBILIEHCs B cdepe
yIpaBJIEHUH TOKyMeHTanuel 3a pyoesxom u ctpanax CHI'.

4.3acimymmBaHue T0KJIA0B U 3CCE, MOATOTOBICHHBIX CTYAEHTAMH MO JAaHHOU TeMe.

5.1IpoBeneHne CpaBHUTEIBHOTO aHAIM3a C CUTYAL[UEH, CIIOKUBILIECS B PO.

Cnucok ucmo4HuKko6 u aumepamypbot:

1. Odwunuansusie caifiTel opraHoB no crangaptuzammu (CIIA, ABcrpamuu, @paHium,
I'epmanuun fp. - Mo BEIOOPY MarucTpaHTa);

2. OdpunmanbHbIE CAaNTHI OPraHoB Mo cranaapTu3auuu crpan CHI

3. Odununansueiii cailt ARMA International [DnexkTponHsIii pecypc] — Pexxum pocrymna:
www. ARMA. org, cBoOOaHBINA. — 3ari. ¢ 9kpaHa. — AHTIL, Gp. U Jap. s3.

4. Odunnansueiii caitt IRMA [3nekrponnsiii pecypc] — Pexxum noctyma: www. IRMA.
org , CBOOOHBIN. — 3ari. ¢ skpaHa. — AHIIL., ¢p. U Jp. 3.

5. OdunmanbHbIi callT PenepaabHOTO areHTCTBA M0 TEXHUYECKOMY PEryJIMpOBAaHUIO U

Mmetpostoruu. — Pexxum pocryna: www. GOST. ru, cBo6oaHbIH. — 3ari. ¢ sKpaHa.

Tema 10. MexayHapoaHbIe CTAHAAPTHI 10 YIPABJICHHUIO JOKyMEHTanei

Lenv 3anamus — HU3yuenue mexncoyHapoOHbiX CMAHOapmo8 no YAPasieHuo 00KyMeHmayuell

I1nan:

6. OOCy)XkJieHe CO CTyIEHTaMH COBPEMEHHON CHUTyalluH, CIOXUBIICHCS B cdepe
yhpaBieHUU AoKymMeHTauuen B crpanax CHI'.

7.3acnylMBaHue TOKIAJ0B U 3CCE, TOATOTOBIEHHBIX CTYJEHTAMH 10 JaHHOU TEME.

8.IIpoBeneHue CpaBHUTEIHLHOTO aHAIKM3a C CUTYyallueH, cloxkuBIieiics B PO.

Chucox ucmouHuKo8 u aumepamypbot:

1. OdunmansHblii caiit MexayHapoaHoit opranuzanuu no crangaptusanuu(MCO)
[DnexkTpoHHEIH pecypc] — Pexxum gocryna: www.ISO. org, cBoOOAHBI. — 3ari. ¢ 3KpaHa. —
Awnra., Gp. u ap. 3.

2. OdunmanbHbli callT MexayHapoIHOM 3yeKTpoTexHUYeckoil komuccun (MOK)
[DnexkTponHbI pecypc] — Pexum nocryma: www. IEC. org, cBoOGoaHBINA. — 3ari. ¢ skpaHa. —
Anra., Gp. u gp. 3.

5. OpunmanbHelii caiit @enepanbHOTO areHTCTBA M0 TEXHUYECKOMY PETYIHMPOBAHHIO U
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JlaGopaTopHble 3aHATHS MO Kypcy «MexayHapoaHble OpraHu3aluy 10 CTaHAAPTU3ALUN
yIpaBJIeHUSl  JTOKYMEHTAllMei» TMpOBOIATCA IO TeMmaM, TpeOyloumM MpuoOpeTeHus
MPAKTUYECKUX HABBIKOB U 3aKPETUICHHS TEOPETUKO-METO/I0JIOTHIECKUX 3HAHUH.

Pazgen 1. MexayHapoaHas opraHu3alys N0 CTaHIAPTH3AIMU M €€ CTAaHAAPTHI IO
YIpaBIEHUIO JOKyMEHTaue (2 yaca)

Pab6orta ¢ opunmansubM caiitom MCO. [Toabop JoKyMeHTOB 10 3alaHHOK TeMe, paboTa ¢
HUMHU.

Pazgen 2. MexayHapoaHas SJIEKTPOTEXHHUYECKAass KOMHUCCHS W €€ CTaHJapThl IO
YIpaBIEHUIO JOKyMEHTaIuen ( 2 yaca)

Pabora ¢ opunmansubiM caiitom MOK. [lonbop 10KyMeHTOB 1O 3aaHHOM Teme, paboTa ¢
HUMHU.

Pazgen 3. MHble Mex1yHapOJHBIC OpPraHU3alMy 10 CTAHJAPTH3AIMH U UX CTAHAAPTHI 110
YIPpaBIEHUIO JOKyMEHTalue (2 yaca)

Pabora ¢ odunuansaeiM caiitom EBpoxomuccun u  EBpomelickoro komuTeTa 1O

CTaHAapTU3alliuu.

9.2 MeToaudeckue PEKOMEHIAIIUA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

Bce muceMenHsle paboThl (IOKIAABI, 3cep, pedeparsl) AOKHBI OBITH OQOPMIICHBI IO
YCTQHOBJIEHHBIM TpeOoBaHUAM (00J0XKKa, OTJIABICHUE, COJEpXKAHHE, CIUCOK HCTOYHUKOB H
JTUTEPaTyphl) U COJIEPKaTh Ha CBOEH 000kKe ToiHbIe cBeacHus 00 aBTope (PUO, dakynbrer,
KypC, HampaBJIeHHE NOJArOTOBKH, Mpo(uiIb, HAUMEHOBAaHHE IUCIMIUIMHBI 1O KOTOPOH OHa
HamucaHa M T.1.). Bce nuceMeHHble pa®OThI ODKHBI OBITH HANMKMCAaH Ha OCHOBE MCTOYHHMKOB,
opUIMANTBHBIX CAWTOB M JIMTEPATyphl C YKa3aHUEM CCBUIOK Ha HHUX B TEKCTE M TMOJIHBIM
OoubnuorpaguyeckuM ONHMCAHUEM HCIOJIb30BAHHBIX PECYPCOB B CIHMCKE HCTOYHUKOB U
JIUTEPATYPBI.

[Tucemennbie paboThl (3cce, AOKIa, pedepaT) pa3IndyaoTcss MEXIy co00i 1Mo oObemMy H
riryouHe mpopaboTku u3ydaemoro Borpoca. O0beM 3cce He JoJKeH IpeBbimarh 1-3 crp. Oovem
JIOKJIa/1a 3aBUCHUT OT BBIOpaHHOW TEeMBI, HO HE J0JDKeH mpeBbimaTh 10-15 ctp. O6bem pedepara

3aBHCHUT OT BBIOpaHHOM TeMblI OT 15 110 25 cTp.

9.3 PexoMeHAAlMU 110 BeJIEHHIO CAMOCTOATEIbHOM paﬁoTLI CTYACHTAMH

Buo pabomer | Codeporcanue Tpyooemrxocmop Pexomenoayuu
(nepeuenv 6onpocog) | camocmosmens
-HOU pabomol

(6 uacax)
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Pazgen 1. Uctopus cranpaptuzanuu JOY

Iloozomosexa | 1. [ToBTOpPUTE | B Ucnons3oBars HWCTOYHHKHU u
K ceMuHapy | MaTrepuabl JICKIUH. COOTBETCTBUU C | TUTEPATypy MO Teme, OoduimaibHbIe
2. Ilpoananu3upoBath | y4eOHBIM caiftsl (cm. m.7.1. PILJT)

MOJTY4EHHYIO IUTAHOM Ha ToJl
UH(POPMAIHIO.
Hanucanue 1. BoiOpats Temy u3 | B Jloknan oynkeH ObITh O(opMIIeH 1o
odoknaoa CTIHCKA, 100 | COOTBETCTBUU C | YCTAHOBJICHHBIM TpaBWJIaM U He
00roBOPUTH C | yaeOHBIM npesbimath 15 crp. (em. m. 7.3. PILJT)
IpernoiaBaresieM IUTAHOM Ha IoJl

(bopMyTHUPOBKY u
HaloOJIHEHHE  TEMBI,
BBIOpaHHOM
CTYZIEHTOM

CaMOCTOATCIIBHO.

Pazgen 2. Opranu3zanus cuctemsl cTanaaptusanuu B Poccuiickoit denepanun

Toozomosxa

K ceMunapy

1. IToBTOPUTH
MaTepHaIbl JCKIHH.
2. Pabora C
o(uIaTbHBIMU
canuTamu:
Pocrexperynu
poBanuns, BUHUTU
" OI'vyIl
«CranmapTuHGopM»
3.Ilpoananu3upoBarhb

MIOJTy4EHHYIO

MH(POPMAIHIO.

B
COOTBETCTBHUHU C
y4eOHBIM

IIJTaHOM Ha o

Hcnone3oBare  MHTEpHET-pECYPCHI-
ouuMaNbHBIE CAWTBI OPraHoB IO
CTaHJApTU3ALUY.

WWW. gost.ru u Jp.

Paznen 3. YHudukanus u craHaapTU3anus J0KyMEHTOBEUECKUX TEPMUHOB

Toozomosxa

IToBTOPUTH

B

Hcnons30BaTh HCTOYHUKU u
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K cemunapy Marepuaibl  JIEKIIMUA | COOTBETCTBUU C | IUTEepaTypy no teme (cm. m.7.1.) u
10 TaHHOU TeMeE. y4eOHBIM o(uLMaNTbHBIEC CANTHI.
[IpoananuzupoBaTthb IUTAHOM Ha ToJl
MOJTY4EHHYIO
UH(POPMAIHIO.

Hanucanue CpaBHUTEIBbHBII B KontponeHast padora odopmisiercs B

Koumponvno | aHanu3 ompeneneHuil | COOTBETCTBUU € | Buje Ta0muibl (cM. 1. 7.4. PITT).

u pabomwi OCHOBOTIOJIATAIOMUX | Y4€OHBIM KoHnTponsHas pabota NOJKHA
JOKYMEHTOBEIYECKUX | TUIAHOM Ha TOJ | COAEPIKATh B cebe TOYHBIE
TEPMHUHOB U ITOHATUN (bopMyTUpOBKI ONpEJCIICHUI

1. «/loxymeHnr»,
«ouUIaATBHBIT
TOKYMEHT»,
«IOKYMEHTHPOBaH-
Hasi uHOpMAIU» U
zIp.

2.  «IeNoIpou3BOJI-
CTBOY,
«IOKYMEHTALMOHHOE
oOecrieueHue
YIIPABJICHUS,
«yIIpaBIJICHUE

JOKYMEHTALUID)

TEPMHUHOB WJIHA IIOHATHUA M MHEHHUE
aBTopa II0 BOIPOCY HUX IIOJHOTHI,

MOHATHOCTHU U AKTYaJIbHOCTH.

Paznen 4. Yaudukanus u cranaapTu3anus JOKYMEHTOB Ha Pa3JIMYHBIX HOCUTEISAX U TEXHOJIOTHHA

paboThI ¢ HUMU

Iloozomoexa | IloBTOpUTH B Hcnons3oBaTh HWCTOYHUKH u
K cemMuHnapy Marepuaibl  JIEKIMU | COOTBETCTBUU C | JIUTEpATypy 1o Teme (cM. 1m.7.1.)
u K onpocy 10 TaHHOU TeMeE. y4eOHBIM
[IpoananuzupoBathb IJIAHOM Ha TOJ
MOJIyYEHHYIO
UH(POPMAIHIO.
Hmoezo B
COOTBETCTBHUHU C
y4eOHBIM
IIJITAHOM Ha T'OJ
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Paznmen 5. Cranmaptusamus JJOY B CMEKHBIX 00JIaCTSIX

Iloozomoexa | [loBTOpUTH B Hcnons3oBaTh HWCTOYHUKH u
K ceMunapy MaTepualibl  JIEKIUHM | COOTBETCTBUU C | IUTEpaTypy Mo Teme (cm. m.7.1.)

10 TaHHOU TeMe. y4eOHBIM

[IpoananuzupoBaTthb IUTAHOM Ha ToJl

MOJTY4YEHHYIO

UH(POPMAIHIO.
Hanucanue Beibpath TemMy u3 | B Occe W JOKIAN JOJDKHBI  OBITh
acce CIIMCKa, 100 | COOTBETCTBHH C | OPOPMIICHBI [0  YCTAHOBJICHHBIM
(Ooxnaoa) 00roBOPUTH C | ydeOHBIM npaBwiaM. (cm. 1. 7.3. PILJ])

IpernoiaBaresieM IUTAHOM Ha ToJl

(bopMyTUPOBKY u

HAlOJIHEHUE  TEMBI,

BBIOpaHHOM

CTYZIEHTOM

CaMOCTOSITENIEHO.
Paznen 6. Cranpaprusanus JJOY B P Ha coBpemeHHOM 3Tane
Iloozomoexa | [loBTOpUTH B Hcnons3oBaTh HWCTOYHUKH u
K cemMunapy u | Marepuajbl  JIGKIIUK | COOTBETCTBHMM C | TUTEpATypy Mo Teme (cM. m.7.1.)
onpocy 10 JTAaHHOM Teme. y4eOHBIM

[IpoananuzupoBaTthb IUTAHOM Ha ToJl

MOJTY4EHHYIO

UH(POPMAIHIO.
Bcezo Om 32 0o 84

uacoe

Pazgen 1. Mexxaynapoanast opranuzanus o cranaaptuzanuu (MCO) u ee cranaapTel o

YIPABJICHUIO JOKyMEHTaLUeH

Iloocomoska | 1. [ToBTOPUTH
K 1a60opa- MaTepuanbl  JEKIUU
MOPHOTL 110 MCTOPUU CO3JaHUS
pabome u u nesrensaoctu NCO.
cemuHapy 2. Ha odunuanpaoM

caiite CO nonay4uts

UHpOPMAIHIO 0

B
COOTBETCTBUHU C
y4eOHBIM

IIJTaHOM Ha o

Cwm. omucaHue 1abopaTopHOi paboOTHI
No 1 u nekiuu 1o Teme.
Ucnons3oBare HMHTEpHET-pECYpCHI €
odurmansHoro caiita UCO —

www.ISO. Org
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pa3pabaTbIBaeMbIX
craHaaprax  cgepbl
yIpaBIeHUS
JOKYMEHTALIUEH. .
[IpoananusupoBats
MOJTY4YEHHYIO

UH(POPMAIHIO.

Hanucanue

pepepama

1. HCO:

UCTOPHUS
CO3/IaHMsl, CTPYKTypa
u HaIpaBJICHUS
JEATeIbHOCTH.

2. Dramnbl pa3paboTKH
cragpapro B 1UCO;
BO3MOYXHOCTH

y4acTus B ux

paspaboTke.

3. Crangapter M1CO

1o YIIPaBJICHUIO
JOKyMEHTaluen u
CMEXHBIX  oOnacteit
70-90-x rr.

4. CoBpeMeHHbIE
CTaHJapThI HCO,
MIPUMEHSIEMbIe B
yIIpaBJICHUU
JOKYMEHTALMEH.

B
COOTBETCTBUHU C
y4eOHBIM

IIJTaHOM Ha o

Pedepar momkeH ObITh HamucaH Ha
OCHOBE HUHTEPHET-PECYPCOB,
3aCTy)KUBAIOIIUX JOBEpUS u
odurmansHoro caiita NCO.

Ob6bvem

pedepara  3aBUCUT  OT
BbIOpaHHOM TeMbl OT 15 10 25 c1p.

Pedepar nomken ObITh 0OpMIIEH IO
YCTaHOBJICHHBIM npaBUIaM u

comepxarb B cebe  OOJOXKKY,
OTJIaBJICHHE, TEKCT pedepara U CIUCOK
HUCIIOJIB30BaHHBIX HCTOYHHUKOB u

JIUTEPATYPBI.

Pa3nen 2. MexayHapoaHas 3J€KTPOTEXHUUYECKAs! KOMUCCHS U €€ CTaHJapThI 110 YIIPaBICHHUIO

JIOKYMEHTALIMEH.

Iloocomoska | 1. IloBTOoputs | B Cwm. ommucaHue 1abopaTopHON pabOTHI
K n1abopa- MaTepualibl  JICKIUU | COOTBETCTBUM C | Ne 2 ¥ JIEKIUH 0 TeMe.

MOPHOTL 10 UCTOPHH CO3/IaHUS | yUeOHBIM Hcnons3oBatk MHTEpHET-pecypchl C

pabome

u ACATCIBbHOCTH

MOK.

IIJTaHOM Ha o

odurmansHoro caiita MOK —

www. [EC. Org



http://www/

36

2. Ha odunmansHoM
caure MO3K
MOJYYUTh
UH(pOPMAIHIO 0
pa3pabaTbIBaeMbIX
cragmaprax  coepsl
yIpaBICHUS
JOKYMEHTALIUEH. .
[IpoananusupoBats
MOJTY4EHHYIO

UH(OPMAIHIO.

Pa3znen 3.
YIPABJICHUIO JOKYMEHTALUEH.

WHble MeXIyHApOIHBIE OpraHU3alUM 110

CTaHAapTU3al U UX CTaHAAPTHI 11O

Iloozomoska | 1. IloBToputs | B Cwm. omucaHue 1abopaTopHON pabOTHI
K n1abopa- MaTepuasibl  JICKIIMH | COOTBETCTBUU C | Ne 3 1 JIeKIuH 1Mo Teme.
MOpHOUL U 0 1aHHOH TeMe. y4eOHBIM Hcnonp3oBath MHTEPHET-PECYPCHI
koumpoavHo | 2. Yepe3 HMHTepHeT- | MIaHOM HAa TOA | 3apyOEKHBIX OpraHoB o
u pabomam | pecypcsl  HOJIy4UThb CTaHAAPTU3ALNH (Opanium,
UHPOPMAIHIO 0 repmanuy, BenukoOpuranuu u ap.) u
HaIMOHATBHBIX UX  HallMOHAJbHBIC CTaHAAPTHI,
craHaaprax  cgepbl UCTIOJIb3yeMble B cepe yrpaBlieHUs
YIIPaBICHUS JOKYMEHTAaLUEN.
JTOKyMEHTaluen Brei6op crpanbl (umm 3apyOeKHOTO
BBIOPaHHON  CTpaHbI. CTaHJapTa) OCTACTCS 33 CTYACHTOM.
[IpoananusupoBarts
MOJTY4EHHYIO
UH(POPMAIHIO.
Hanucanue 1. Mexnynaponueie | B Pedepar nomken ObITh HamucaH Ha
acce OpraHu3aluu COOTBETCTBUH C | OCHOBE UHTEPHET-PECYPCOB,
CTaHIapTU3AIMH. y4eOHBIM 3aCITY’KUBAIOLTIX JOBEpUS —
2. OcHOBHBIE JTambl | IUIAHOM HA TOJ | O(UIMATBHBIX calToB
pas3BUTHUSA MEXTyHapOIHBIX OpraHoB 1o
MEXTyHapO THOM CTaHIapTU3AIMH.
CTaHIapTU3aLU1 Pedepar moxer ObITh TOCBSIIEH
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yIpaBICHUS
JIOKYMEHTALMEH.
3. EBponeiickas
OpraHHu3aLus 1o
CTaHAapTU3AIMH:

UCTOpHSI  CO3JIaHMs,
CTPYKTYpa,
HaIpaBJICHUS
JESITEbHOCTH u
JOKYMEHTBI,
perJaMeHTUpYoLne
ee NEATEIBHOCTD.
(JTrobGas apyras
€BpONENCKast
OpraHu3anus,
BOBJICUEHHAS B
porece
CTaHJApTHU3ALUHU - IO
BBIOOPY CTY/CHTA).

4. CoBpemeHHbIE
CTaHJapThl
€BpPONENCKHUX
OpraHu3alui o
YIIPaBJICHUIO
JOKYMEHTALIMEH.
(Onucanue,
CPABHUTEIILHBIN

aHaJv3 ¥ T.11.)

3. CoBpeMeHHbIE
CTaHJapThI "
crienuprKanuu
€BpPONENCKHUX
OpraHu3arui o

00J1aCTM, CMEXHBIM

C yIIpaBJIEHUEM

OJTHOMY MEXJIYHapOJHOMY OpraHy Io
CTaHAApPTU3AlMM C AKUEHTOM Ha
KOMMTETHI, 3aHUMAaIOIIUICS
npobiaeMamu yIpaBJICHUS
JTOKYMEHTAIlMH; WJIM HECKOJBKUM C
NPOBEICHUEM U3  CPaBHHUTEIHLHOTO
aHaJIM3a.

Ob6vem  pedepata  3aBUCHUT  OT
BbIOpaHHOM TeMbI OT 15 10 25 ctp.
Pedepar nomken ObITh 0opMIiIeH 1O
YCTaHOBJIEHHBIM npaBHIaM u
comepkatb B cede  OOJOXKY,
OTJIaBJICHHE, TEKCT pedepaTa U CIHCOK

HUCIIOJIb30BAHHBIX HCTOYHHUKOB n

JIUTEPATYPBI.
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JIOKYMEHTALIMEH.
(Onucanue,
CPABHUTEIILHBIN

aHaJv3 1 T.I1.)

6. Ananus
myOuKanmi
OTE€YECTBEHHBIX 51

3apy0eKHBIX aBTOPOB
(o) npobiaeMam
MEXYHapOIHOU
CTaHAAPTU3ALNH
yIpaBICHUS

JIOKYMEHTALMEH.

Paznen 4.

CrannapTu3zaius yrpaBJieHUs TOKyMEHTalueH 3a pyoexom.

Hanucanue

pepepama

I. CoBpemeHHbIE
CTaHJAPTHI
3apyOeKHBIX CTPaH I10
YIIPABJICHUIO
JIOKYMEHTALMEH.

(Ctpana mo BBIOODPY

CTYyJCHTA, KpoMme
ctpan CHI).

2. HaumonanbHbIie
Oprasbl o

CTaHAapTHU3alluu U UX

CTaHJAPTHI ()
YIIPABJICHUIO
JOKYMEHTALIMEH.

3. Anannz
myOuKanmi
OTCYECTBCHHBIX u

3apy0eKHBIX aBTOPOB
(o) npobiemam

CTaHAapTU3alun

B
COOTBETCTBHUHU C
y4eOHBIM

IIJTaHOM Ha o

Pedepar momkeHn ObITh HamucaH Ha
OCHOBE MHTEPHET-PECYPCOB,
3aCITY’KUBAIOLTNX TOBEPHS —
o(UIMANBHBIX CANTOB HAIMOHAIBHBIX
OpPraHoB, PEryJHPYIOIIUX IPOILECCHI
yIIpaBJICHUS TOKyMEHTAllUeH CTpaHbl,
BBIOPAHHOM CTYIEHTOM.

Pedepar wmoxer OBITH MOCBAIICH
OJTHOMY HAI[MOHAJIBHOMY OpraHy ¢
aKI[EeHTOM Ha €ero pa3pabdoTKu WIH
LeJI01 CUCTEMBI yIIpaBIICHUs
JOKYMEHTAIle CTpaHbl, BHIOPaHHOM
CTYZICHTOM.

O6Bvem

3aBUCHUT oT

pedepara
BbIOpaHHOM TeMbl OT 15 10 25 c1p.

Pedepar nomken ObITh 0(OpMIIEH IO
YCTaHOBJICHHBIM npaBUIIaM u

comepxarb B cebe  OOJOXKKY,

OTJIaBJICHHE, TEKCT pedepaTa v CIIHCOK

HUCIIOJIB30BaHHBIX HCTOYHHUKOB n
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YIIPABJICHUS
JOKyMEHTaLUEN 3a

pyoeKOM.

JIUTEPATYPBI.

Paznen 5. IlpodeccnonanpHble 00BEIMHEHHS CIEHUAINCTOB B 00JACTH yIpaBIICHUS
uHpopManrei 1 TOKYMEHTaIleH, BIUSIONINE Ha TIPOLIECChl CTaHJapTH3AIHIH.

Hanucanue

pepepama

1. Acconmanus
YIIPABJISIFOIINAX
JOKyMEHTaLUEN 51
aJIMUHUCTPATOPOB
(Association of
Records Managers

and Administrators):
UCTOpHSI  CO3JIaHMS,
HaTpaBICHUS
NeSITETbHOCTH,
MIPOEKTHIL.

2.  MexayHapoaHbIH
TPECT MO YIPABICHUIO
JOKyMEHTaLUEN
(International Records
Management  Trust):
UCTOpHSI  CO3JIaHMS,
HaTpaBICHUS

JACATCIIbHOCTH,

IIPOEKTBI

B
COOTBETCTBHUH C
y4eOHBIM

IIJTaHOM Ha 1o

Pedepar momxkeH ObITh HamucaH Ha

OCHOBE UHTEPHET-PECYPCOB,
3aCITyKUBAIOIIUX JOBEpUs —
o(uUIaTbHBIX caiToB
poQecCHOHATTBHBIX o0beMHeHUH

CHEIMAIMCTOB B 001aCTH yIIpaBIICHUS
uHdopmared ©  JOKYMCHTAIUEH,
BBIOPAHHOM CTYIEHTOM.

MOXeT OBITh

Pedepar MOCBSIIICH

OJIHOM opraHusarnuu u I

00BEIMHEHUIO C AaKIEHTOM Ha €ro

pa3pabOTKU WM  HECKOJBKUM  C

NPOBEACHHEM WX CPaBHHUTEIBHOTO
aHaIN3a.
Ob6vem  pedepaTa  3aBUCHUT  OT

BbIOpaHHOM TeMbI OT 15 10 25 c1p.
Pedepar nomken ObITh 0opMIiIeH 1O
YCTaHOBJIEHHBIM IIpaBUIIaM u

comepkatb B cede  OOJIOXKKY,
OTJIaBJICHHE, TEKCT pedepara 1 CIIUCOK

HUCIIOJIB30BAHHBIX HCTOYHUKOB
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Hpuioxenue 1

AnHomayusa Oucyunaunsl (M0o0yns)

JIMCcLUIUIMHA pealn3yeTcs Ha hakynvmeme ApXUBOBEICHUS U JOKYMEHTOBEICHUS Kageopoll
Hcemopuu 2ocyoapecmeennbix yupexcoenutl U 00uecmeenHblX opeaHu3ayull

Lenb AMCHUTUIMHBL (MO0Y/I5)- - U3yUEHUE TEOPETUUECKUX MTPOOJIEM U MPUKIIATHBIX
aCIEKTOB MEKIyHApOJHOM CTaHJapTU3ALUU YIIPaBICHUS TOKyMEHTALUEN.

OcBoeHue AMCIUIUIMHBI HAITPABICHO HA MPHOOpPETEHNE CTYACHTAMH 3HaHUH O PUHITUITIAX
pa3paboTKU MEXKIYHAPOJHBIX CTaHIAPTOB, HCIOJB3YEMbIX B YIPABICHUM JIOKyMEHTaLUEH,
OpraHu3aIusaX, BOBJICUYEHHBIX B ATy paboTy, a TaK)Ke 0 caMUX CTaHIapTax 3Toi chepsl.

IIpenmMeToM u3ydeHHs SBISETCS CTaHAAPTH3ALMs YIPABICHUS JOKyMEHTalued Ha
MEXAYHapOJHOM YPOBHE.

3ajaun AUCIUIUTMHBL (MOIYJIs):

- U3y4eHHE OCHOBHBIX MOHSITHH, MCIOJB3YEMbIX MPHU MPOBEIECHUH PadOT MO MEXIYHApOIHOM
CTaHJapTHU3aLMH YIPABJIEHUS JOKYMEHTALUEH;

- U3y4EHHE UCTOPUHU MEXIYHAPOJHON CTaHIapPTU3ALMH YITPABIICHUS;

- HM3y4€HHME HOPMATHBHO-NPABOBBIX OCHOB CTAHJIApTHU3AallMM YIPABIEHUS JOKyMEHTALUEH Ha
MEXAYHapOJAHOM YPOBHE;

- U3y4eHrne MH(HOPMAIITMOHHBIX CUCTEM U OCHOBHBIX HH()OPMAITHOHHBIX PECYPCOB, HCIIOIb3yEMBIX
IIPU OpPTraHU3alMU U TPOBENEHUH padoT MO CTaHAAPTH3ALMM YIPABICHHUS TOKyMEHTalueH Ha
MEXAYHapOJAHOM YPOBHE;

- U3yYeHHE MEXIYyHApOIHBIX CTAHIAPTOB, PETYIUPYIOMINX Cepy YIpaBlIeHUs TOKyMEHTalueH

U CMEXHBIX C HEWl o0nacTei.

JlucuumurHa (Modyiy) HaripaBiieHa Ha GOPMUPOBAHHE CICAYIOIINX KOMIIETCHIINI:

- YK-5. CnocoGeH BOCIIpMHUMATh MEXKKYJIbTYpHOE pa3HOOOpa3ue 00IecTBa B COIMAILHO-
UCTOPHUYECKOM, 3TUYECKOM U (PUIOCO(YCKOM KOHTEKCTax

- [IK-1. Bnaneer HaBbIKaM# pa3pabOTKU ¥ BHEAPEHUS JOKAJIbHBIX HOPMATUBHBIX aKTOB TI0
JOKYMEHTAIMOHHOMY 00ECIICUEHHIO YITPABICHHS B OPraHU3AIUAX Pa3IMYHBIX OpraHU3aIIOHHO-
PaBOBBIX GOpM U (HOPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax U OpraHax MECTHOTO

CaMOYyIIpaBJICHUS

B pe3ynbTare 0CBOCHUS AUCIUILIUHBI (M00Y/15) O0YUIAIOIIHIACS TOJKEH:
3HaTh:
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- HICTOPHIO U OPraHU3aLMI0 MEKTYHAPOJHOU CTaHIApTU3ALMU YIIPABIECHUS JOKYMEHTAIUEH;

- OpraHbl M CTPYKTYpPbl, PYKOBOJSIIME CTaHAApTU3AI[MEH YIpPaBICHUS JOKyMEHTAlMell Ha
MEXKIYHApOJHOM YPOBHE;

- OpraHM3aIuy, pa3padaThIBAIONIME MEXIYHAPOIHBIE CTAaHIAPTHI, X CTPYKTYPY U CHEIUPUKY
JIeSATEILHOCTH,

- B3aMMOCBSI3b POCCUMCKUX U MEKIYHAPOAHBIX CTAH/IAPTOB MO YIPABICHUIO IOKYMEHTAIIUEH;

- HOPMATHUBHBIE JIOKYMEHTHI, periaMeHTUPYIOIHE pa3paboTKy U BHEIPEHUE MEXITyHAPOIHBIX
CTaH/IapTOB.

YMern:

- HCTIOJTb30BaTh HH(GOPMAITMOHHBIE PECYPCHI MEKTYHAPOIHBIX OPraHOB CTAaHIaPTHU3ALINY;

- MPUMEHSTh HOPMbI MEXKAYHAPOIHBIX CTAHAAPTOB MO YIPABJICHUIO TOKYMEHTAIUEH.

Bnaners:

- HaBbIKaMu paboThl B IHTEpHET;

- HaBBIKaMH Pa0OTHI ¢ OPHUIHATEHBIME CAaiTaMHU MEXIYHAPOHBIX OPTaHOB CTaHIaPTU3AINH;

- HaBbIKaAMU ITIOJTYYCHUA I/IH(bOpMaI_[I/II/I U3 CIICUAIN3UPOBAHHBIX I/IH(bOpMaI_[I/IOHHBIX CHUCTCM.

[To nucuumuinHe (Mody10) IPeyCMOTPEHA IPOMEXYTOUHAs aTTecTals B JOpMe IK3aMeHda.
OOm1ast Tpy10€MKOCTh OCBOEHUS TUCIMUIUIMHBI (M00Y/i51) COCTABISAECT 3 3aueTHbIC €AMHHIIBL
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