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- chopmupoBars y

l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieab 1 327244 TUCUMILIINHBI

Lesb AUCIUIUIMHBI — 03HAKOMHTB 00YYaIOIIEroCs C ayTCOPCUHIOM B YIPABICHUN
JOKYMEHTaMU OpraHu3allnid.
3anaun TUCIUTLTAHbG!

- copMUpPOBaATH y 00Y4AIOLIETrOCs MPEICTABICHUS O IOHATUH ayTCOPCUHTA;

- O03HAKOMHTH OOYYaIOLIErocsi ¢ MCTOPUEH Pa3BUTUS ayTCOPCHHTOBBIX YCIYr B 00JacTu
yrpaBlieHus JOKyMeHTaMmu B Poccuu;
- chopMupoBaTh y OOYYaIOMIETOCS TMPEACTABICHUS 00 OCOOCHHOCTSAX ayTCOPCHHTa
yIpaBlIeHUH JOKYMEHTaMH HETOCYIaPCTBEHHBIX OpPraHU3aIlNi;

- chopMupoBaTh y OOYydYaIOLIErocsi MpPEACTaBICHUS 00 OCOOEHHOCTSX AayTCOPCHMHIa B
yIpaBlIeHUH TOKYMEHTaMU OPraHOB rOCYAaPCTBEHHOM BIACTH U MECTHOTO CaMOIIIPaBIICHHUS;

oOyugaromierocss  3HaHUS

OCHOBHBIX

OTaloB  MPCAOCTABJICHUA

ayTCOPCUHIOBBIX YCIYT B YIPABJICHUU JOKYMEHTAMU OpraHU3alluii;
- cpopMHpoOBaTH Y 00YJAIOLIETOCs YMEHHUSI aHATU3UPOBATH PHIHOK ayTCOPCUHTOBBIX YCIYT B
YIPABJICHUU TOKYMEHTaMH.

1.2 Hepequb MJIIAHUPYEMBIX peE3yJabTaToB oﬁyqumI o IMCHHMILINHE,
COOTHCCCHHBIX ¢ HHAUKATOPAMH JOCTHKCHHUSA KOMHeTeHHHﬁ

Komnerenuus
(K021 1 HAHMEHOBAHME)

NHaukaTopbl KOMIETEeHUMI
(K021 1 HAMMEHOBAHME)

PesynbTaThl 00yueHus

[TK-2. Cnocoben
OPraHU30BaTh M OCYLICCTBIIATH
JOKYMEHTalIMOHHO®
obecrieueHre ynpasIeHUS B
OpraHHU3aIUSIX Pa3TUYHBIX
OpraHU3alMOHHO-IIPABOBBIX
¢dbopm u popM COOCTBEHHOCTH,
rOCyJIapCTBEHHBIX OpraHax
OpraHax MEeCTHOTO
CaMOYTPAaBIICHUSI

K -2.1

[Tpumensier TeopeTHUecKre 3HAHNS B
cdepe JOKyMEHTAI[HOHHOT0 00ecIIey eHU s
YIIpaBJICHUS B MIPAKTHYECKON
JIeSTeNTbHOCTH

3namo: meopemuueckue 0CHOBbL
OOKYMEHMAYUOHHO20 0becneueHUs
VApasneHust

Ymems: npumensimo meopemuueckue 3HAHUS
npu opeaHu3ayuL OOKYMEHMAaAYUOHHO20
obecneyenust ynpaeieHus.

Braoems.: memooonozueii
OOKYMEHMAYUOHHO20 0becneueHUs
VIPAGIeHUsL

[TK-2.2. Opranusyer
JOKYMCHTAIIMOHHOE 00eCIIcICHHe
VIIPABJICHHUS B OPraHU3aLMIX Pa3InIHbIX
OpraHU3alHOHHO-TIPABOBBIX (HOPM H
(hopM COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax M OpraHax MeCTHOTO
CaMOyYIpPAaBIICHUSI

3namv: ocobennocmu nOCMaHoOBKU
O0OKYMEHMAYUOHHO20 0becneyenus
VAPABIeHUs 8 OPLAHUZAYUAX PAZTULHBIX
OP2aHU3AYUOHHO-NPABOBLIX POPM U Popm
COOCMBEHHOCMU, 20CYOAPCNBEHHBIX OP2AHAX
U Op2aHax Mecmuoz20 CamoynpasneHus
Ymems: opeanuszosams doxymenmayuonmoe
obecneyenue 6 Op2aHUAYUAX PA3TUYHBIX
Op2aHU3AYUOHHO-NPABOBLIX POPM U Popm
COOCMBEHHOCMU, 20CYOAPCMBEHHBIX OP2AHAX
U Op2aHax Mecmmoz20 CamoynpasneHus
YHpagieHus

Braoemy: nasvixamu cosepuiencmeoganus
cucmembvl OOKYMEHMAYUOHHO20 0becneyeHus.
YIpaGieHus.

[1K -2.3. Bemonnser pa6oty 1o
JIOKYMEHTAlIHOHHOMY 00€CIICY CHUIO
YIIPaBIEHYECKHX MPOLIECCOB B
OpraHU3aLUsIX PA3THIHBIX
OpraHU3alHOHHO-TIPABOBBIX (HOPM H
(hopM cOOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax W OpraHax MeCTHOTO
CaMOyYTpAaBIICHUSI

3nams: cocmae pynxyuil cysco
OOKYMEHMAYUOHHO20 0becneyeHus
VApasNeHus.

Ymemyw: ocywecmenams pabomy no
OOKYMEHMAYUOHHOMY 0DeCneyeHuro
VAPAGIEHUECKUX NPOYeccos

Braoemw: nagvikamu doxymenmuposarnus
VAPAGIEHUECKUX NPOYeCccos u pabomul
OOKYMeHmayuell 6 OpeaHu3ayusx PasIudHbIX
OP2aHU3AYUOHHO-NPABOBYIX hopM U hopm
CcOOCMEEHHOCMU, 20CYOAPCMEEHHBIX OP2AHAX
U OP2AHAX MECTNHO20 CAMOYNPABTICHUS




IIK-7. Cnocoben
OCYIIECTBIISATH
JIOKyMEHTAIUOHHOE
obecrieueHne AITEIBHOCTH 110
mo100py, OIICHKE, PA3BUTUIO U
OpraHM3alUy TPy/a NepcoHaa

[TK-7.1. Tpumenser npasosbie 1
TEOPETHYECKHE 3HAHMS TIPH
JIOKyMEHTHPOBAHUH TPYIOBBIX
OTHONIEHMI, TOKyMEHTHPOBAHHUH
POXOYKJICHUS TOCYIaPCTBEHHON H
MyHHIMIANBHOI CITyKObI, paboTe ¢

3unamv: npasosvie Hopmbl 6 chepe
VAPAGLEeHUs NEPCOHATIOM U KAOPOBO2O
0enonpousso0cmed

Ymemyw.: npumensams meopemuyecxue u
npasogvie 3HAHUs NPu OOKYMEHMUPOBAHUU
MpyO08bIX OMHOULEHULL U CTYHCEOHOU

NEPCOHAIBHBIMU JaHHBIMHU U OesmenvHoCmu

KOH(MHICHIHATBHOH HH(OPMALHCH Braoemv: nasvikamu pabomul ¢
NePCOHANLHBIMU OAHHBIMU U

KOHQUOeHyuanbHol uHghopmayuel

ITK-7.2. CocraBnser xaaposyo 3namo: npasuna cocmaenenus Kapoeoi
JIOKYMEHTAIUIO, paboTaeT ¢ OOKyMeHmayuu u pabomvl ¢ OOKYMEHMAaMu
JOKYMEHTAIUEH 10 TMIHOMY COCTaBy B no IuiRoOMYy cocmasy

rOCYIApPCTBEHHBIX OpraHax, opraHax Ymemo: 0oxkymenmuposams mpyooswie
MECTHOT'O CAaMOYIIPABIICHHS 1 OMHOUWIEHUS U CLYHCEOHYIO 0eSTMENbHOCHID 6
OpTaHU3aIUIX PA3TUIHBIX (POPM 20CY0apCMBEHHbIX OP2AHAX, OP2AHAX
COOCTBEHHOCTH U OPraHH3AIUOHHO- MECHHO20 CAMOYNPABNIEHUSL U OP2AHUSAYUSX
HpPaBOBEIX (POPM PA3UYHBIX POPM COOCMEECHHOCMU U

OP2aHU3AYUOHHO-NPABOBYIX (hOPM
Braoems: nasvikamu pabomul ¢
OOKYMEHMaMu HO TUYHOMY COCAsY 8
20CYO0apPCMBEHHBIX OP2AHAX, OPSAHAX
MECMHO20 CaMOYNPABNEHUA U OPSAHUZAYUAX
PA3TUYHBIX popM cobCmEeHHOCMU U
OP2aHU3AYUOHHO-NPABOBYIX (hOPM

IIK-7.3. HUcnonssyer 3Hams: nopadox gyHKyuoHUposanus

WHPOPMAIMOHHBIC CUCTEMBI IS UH(OPMAYUOHHBIX CUCTEM 6 MPY 0060l

JIOKyMEHTUPOBAHUS TPYIOBBIX cepepe

OTHOIIICHUH U CITY’KEOHO e TEIEHOCTH, Ymemo: npumenamo ungopmayuonnvie

PpaboTHI ¢ KapOBOI TOKYMEHTAITUCH cucmemvl npu pabome ¢ Kadposo
OoKymenmayueu

Braoemu: nagvikamu cosepuiencmeosanus
pabomul KAOPOBLIX NOOPAa30eieHUll Hd OCHOGe
NPUMEHEHUsL COBPEMEHHBIX UHPOPMAYUOHHBIX
MexHoL02Ull

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IibHOM
NPOrpamMmblI

JucuuminHa (MOIyab) «AYTCOPCHUHI B YIPaBJIE€HUM JOKYMEHTaMH OpraHU3aluii»
OTHOCHUTCS K 4YacTH, (OpPMHUpPYEeMOHl ydaCTHHKaMHM 0Opa30BaTeNbHBIX OTHOIICHUH OJ0Ka
IUCUUIUIMH y4eOHOTO TUIaHa.

JInsi OCBOGHHUSI TUCHMIUIMHBI (MOAYJNs) HEOOXOAMMBI 3HAHHS, YMEHHMS W BIaJICHUS,
c(OpMHUPOBAHHBIE B X0O€ N3YUCHUS CIETYIOUNX AUCHUIUINH: «TH(pOpMAIIMOHHbBIE TEXHOJIOTUI
B JIOKYMEHTAIIMOHHOM 00€CIIeUeHUH yIpaBieHus», «THPOopMaIIMOHHbIE TEXHOJIOTHU B ApXUBHOM
nene», «MeToiuKa COBEpIICHCTBOBAHUS CUCTEMBI YIIPABICHUS JOKYMEHTAMH B OpraHU3aIHsIxy.

B pesynprare OCBOCHMS AMCHUIUIMHBI (MOIYNs) (OPMHUPYIOTCS 3HAHUSA, YMEHUS H
BJIQJICHUSI, HEOOXOIUMBIC U M3YYEHHUS CIEIYIOIIUX AUCHUIUIMH U TPOXOXKJICHHS MPAKTHK:
«ABTOMAaTH3UPOBAaHHBIE  CHUCTEMBl  JOKYMEHTALMOHHOTO  oOecredeHHus  YIpaBJICHUS,
«[IpenmunomMuas mpaktuka», «HayuHo-uccrnenoBarensckas pabota», «locymapcTBeHHas

HUTOroBas aTTeCTatusia.




2 Crpykrypa JTUCUMILIMHBI

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

CTpyKTYypa AMCUMILIMHBI /151 04HOH (hOpMBbI 00yUeHUsI

O0beM AUCHUIIIUHBI B ()OpME KOHTAKTHOW PAaOOTHI OOYYAIONIUXCS C TIEAaroTHYECKUMU
paboTHUKaMHU U (WIJIH) JIUIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa30BaTeIbHOMN MpOrpaMMbl Ha
MHBIX YCIOBUSX, IPH MPOBEICHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuectso
9JacoB
2 Jlexuun 24
2 Cemunapsbl/mabopaTopHbIe pabOThI 36
Bcero: 60

O0beM AUCHIHUTITUHBI B OPME CAMOCTOATEIbHON pabOThI 00YUYAIOIIUXCS COCTABIISAET 48
aKaJIEMIYECKUX YACOB.

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

O0beM mucCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYArOIIMXCS C MEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa30BaTeIbHOMN MpOrpaMMbl Ha
WHBIX YCIOBUSX, IPH MPOBEICHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun yaeOHBIX 3aHATHIA Kommuaecto
9JacoB
2 Jlexunn 16
2 Cemunapsl/mabopaTopHble pabOThI 20
Bcero: 36

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

CTpyKTypa AUCHUNJIMHBI 1J5 3209H0 GOpMBbI 00yUeHHsI

O0beM muCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYArOIIMXCS C MEAaroTHYeCKUMHU
paboTHUKaMHU ¥ (WIJIH) JIUIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa3oBaTeIbHOM MpOorpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YI€OHBIX 3aHATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexumn 8
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bceero: 24

O0beM AUCIHUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIINXCS COCTABIISAET 84
aKaJIEMIYECKUX YACOB.




3 Conpepxanve TUCHUIIAHBI

Ne | HaumeHnoBaHue pasjesia Coaepxanne
AU CHUILIMHBI

1 IloHATHE ayTCOpPCUHTA U pa3HBIC IOAXOBI K €T0
onpeneneHuro. Buael ayrcopcunra. IT-yciyru kax
Pazpnen 1. [lonarue ayrcopcunra. OJIMH U3 BUJIOB ayTCOPCUHTIA. YIIpaBICHUUE
JOKYMEHTaMHU U apXUBaMU KaK ayTCOPCHUHIOBbIE

YCIYTH.

2 IIpeanocslnku BOSHUKHOBEHMS U Pa3BUTUSA
Pa3nen 2. PazButue ayrcopcunra B
ayrcopcuHra. D(QpQeKTUBHOCTb U BBITOIbI
YIpPaBICHUU TOKYMEHTaMHU 3a
ayTcocHHra. Pa3Burtue ayrcopcuHra B ynpaBiIeHUHU

pyoexou. JOKYMEHTAaMH U apXMBaMHU 32 PyOSKOM.

3 | Paznen 3. Pa3zButue ayrcopcunra B | IIpeAnocsuiky BOSHUKHOBEHHS U Pa3BUTHUSA
YIPABJICHUU TOKYMEHTaMH B ayrcopcunra B Poccun. OcoGeHHOCTH pa3BUTHE
Poccun ayTCOPCUHIOBBIX YCIYT B YIIPAaBICHUHU

JOKYMEHTaMu U apxuBamu B Poccun.

4 | Paznen 4. AyrcopcuHr B OCoOEeHHOCTH ayTCOPCUHTOBBIX YCIIYT B

YIPaBICHUH TOKyMEHTaMU YIPaBICHUH TOKYMEHTaMU HErOCy1apCTBEHHBIX

HETOCYIapCTBEHHBIX OpraHu3amnuii | opranusanuii. OpraHu3aiuy cpejHero 6u3Heca Kak
OCHOBHBIE NTOTPEOUTENIN AyTCOPCUHTOBBIX YCIIYT B
YNpPaBJIEHUH TOKYMEHTaMHU U apXUBaMHU.

5 | Pa3zgen 5. AyrcopcuHr B OCoOeHHOCTH ayTCOPCUHTOBBIX YCIIYT B
YIIPaBJICHUH JOKYMEHTAMH OPTaHOB | YIPABJIECHUH JJOKYMEHTaMHU OPraHOB
rOCyJlapCTBEHHOM BJIACTH U rOCYJIapCTBEHHOM BJIACTH U MECTHOTO
MECTHOTO CaMOYITPaBJICHUS camoymnpasiieHus. ['ocy1apcTBEeHHbIE 3aKYIIKH

ayTCOPCUHIOBBIX YCIIYT B YIIPAaBICHUU
JOKYMEHTAMU.

6 | Pa3zgen 6. AyrcopcuHr B AyTCOpPCHUHT B yIpaBJIeHUN OyMaXHBIMHU apXHUBaMH
YIpaBICHUHN apXUBaMHU OpraHu3anuil. AyTCOpCHHT B YIPaBJICHUU
OpraHu3anui JJIEKTPOHHBIMU APXUBAMHU OpraHU3aLUi.

7 | Pa3zgen 7. Ananus pbiHKa PBIHOK ayTCOPCUHIOBBIX YCIIYT B YIIPaBICHUU
ayTCOPCUHIOBBIX YCIYT B JOKyMEHTaMu U apxuBamu B Poccun. Benymue
yIpaBICHUH JOKYMEHTAMHU KOMITaHUH, OKa3bIBAIOLINE ayTCOPCUHT OBBIE YCIIYT'H

B YIIPaBJICHUU JOKYMEHTAMU U apXUBAMHU.
Copnepxanue, CTOUMOCTb ¥ 3PPEKTUBHOCTD
ayTCOPCUHIOBBIX YCIYT B YIIPaBJICHUU
JOKYMEHTAMHU U apXUBAMHU.

8 | Pa3gen 8. [loroBop ayrcopcunra Oransl NOIy4EHUs1 ayTCOPCUHIOBBIX YCIIYT B
yIpaBJIEHUH JOKYMEHTaMH U apxuBamu. Pucku npu
BbIOOpE MpOBaiiiepa 1 BOBMOKHOCTH UX
MUHUMH3HPOBATh. JJorogop ayrCOPCHHIOBBIX

YCITYT.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH
Jlnst ipoBeIeHUs YUeOHBIX 3aHATHH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iinuHble 00pa3oBaTeNbHbIC
TexHoJioruu. Jlns opraHuzanuu y4eOHOTo Ipolecca MOKET ObITh MCIOJb30BAHO DJIEKTPOHHOE
oOyueHue U (MIM) JUCTAHIIMOHHBIC 00pa30BaTEeIbHBIC TEXHOJIOTHH.



5 OueHka INIAaHUPYEMBbIX Pe3yJabTATOB 00yYeHUS

5.1 CucreMa oueHUBaHUA
Texymuit KOHTPOIb OCYIIECTBISIETCS B BUE OIICHOK KOHTPOJILHBIX pa0dOT M 3a/laHui Ha

npakTudeckux 3aHsATHsAX. KoHTposibHas pabGora Nel BbIsSBIsSIET 3HAHME COCTaBa M TOPSIKA
o(opMIIeHHS JOKYMEHTOB B X0JI€ OCHOBHBIX Ka/IpOBBIX MPOLEAYp, U olleHuBaercs 10 10 6aos,
KOHTpoJIbHast paboTa Ne 2 moka3pIBaeT 3HAHUS CTYAEHTOB MO BOIPOCAM OPTraHU3aIUN PAOOTHI C
KaJpOBOW JIOKYMEHTAllMel U BBISBIIET TOTOBHOCTH CTYJCHTOB K IPAaKTHYECKOil paboTe,
onenuBaercs 10 20 6amioB. MakcuMalibHas OI[EHKA BBITOJIHEHHS KaX/101 1ab0paTopHOil paboThI
— 5 OannoB. IIpoMexyTOUYHBIH KOHTPOJIb 3HAHUH MPOBOJAUTCSA B (OPME UTOTOBON KOHTPOIBHOM
paboThI, BKIIIOYAIOIIEH TEOPETHUECKHE BOMPOCHI U PAKTUUECKOE 3a/laHKe, U olleHuBaeTcs 10 40
0aIoB.

B pesynpraTe TEKylIero M MpPOMEXYTOYHOTO KOHTPOJIS 3HAHUM CTYNEHTHI IOJIy4aroT

COOTBCTCTBYIOIYIO OLICHKY 3a 3a4cCT.

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

Texymuil KOHTPOJIb:

- yuacmue 8 OUCKYCCUU, 8bICIYNIEHUSL HA ceMuHapax |5 bannos 40 6annos
- UM0208as KOHMPOLHAS paboma 20 b6annos 20 b6annos

[TpomexyTouHas aTTecTanus 40 6annos 40 6annos

(nucvmenHwvlll omeem Ha 2 gonpoca 8 ghopme 3avema)

HToro 3a cemectp (ducyuniumy) 100 6annos

O1eHKa «y0BJIETBOPUTEIBHOY BBICTABISIETCS OOyydaroniemycsi, HabpasieMy oT 50 1o 67
0a/uIoB 0alJIOB, OILIEHKA «XOPOIIO» BHICTABISETCS oOydaronemycsi, HabOpaBmemy ot 68 mo 82
0aJIoB, OLIEHKA «OTIMYHO» BBICTaBJIsieTCs oOyuaromemycs, Habpasmemy oT 83 no 100 Ganos,
c(OPMHUPOBAHHBIX B Pe3yJIbTaTe CyMMHUPOBAaHUS 0AaJUIOB, MOJYYEHHBIX IPU TEKYILIEM KOHTPOJE
U TIPOMEXYTOYHOH arTectanuu. [lomydeHHbIN COBOKYNHBIN pe3yabTar (MakcumyM 100 6amioB)
KOHBEPTUPYETCSA B TPAAULUMOHHYIO IIKAIY OLEHOK M B IIKAJy OLEHOK EBpONENCKON CHUCTEMBI
nepeHoca W HakoruieHust kpeautoB (EuropeanCreditTransferSystem; manee — ECTS) B

COOTBETCTBUH C TAOIUIEN:

100-6amsHas TpasionHas mKaa Hlkana
IKaia ECTS
95 -100 A
3304 OTinyHOo B

68 — 82 Xoporio 3a4TEHO C

56 — 67 D

30— 55 Y IOBIIETBOPUTEIBHO E
20-49 FX
0-19 HeynosneTBoputenbHO HE 3a4TE€HO F




5.2 KpnTeplm BBICTABJICHHUA OLNCHKH 110 JUCHUIIJIMHE

Bamsl/
lxkama ECTS

O1eHKa 110
JIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

100-83/
AB

«OTJIIMYHO»

BrictraBnsercs oOyyaromemMycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI
MaTepHal, MOKET POJAEMOHCTPUPOBATH ATO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

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

CB000IHO OpUEHTUPYETCS B y4eOHO 1
npodeccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJILTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalluu.

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

82-68/

«XOopomo»

BricraBnsiercs oOydaromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U NPAKTUYECKUI MaTepUal, FPaMOTHO U 110
CYILECTBY U3JIaraeT €ro Ha 3aHATUSAX U B XOIE
IIPOMEKYTOYHOM aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIOKEHHUS IIPU PELICHUH NIPAKTUYECKUX 3a1a4
npodeccuoHaTbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOJMMBIMU JIJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUeOHOH 1
npodeccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaluu.

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

67-50/
D.E

«YZIOBIIETBOPHU-
TEIILHO»

BrictaBnsiercs o0ydaromiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepHall,
JOITYCKAET OTJENIbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSIX U B X0JI€ TPOMEKYTOUHOH aTTeCTaI|Hu.
OOy4Jaromuiics UCTILITHIBACT ONIPEACTIEHHBIC 3aTPYAHCHUS
B MPUMEHEHHUH TEOPETUIECCKHUX TOJIOKEHUH TIPU PEIICHUN
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHON HAPABICHHOCTH
CTaHJIAPTHOTO YPOBHSI CIIOKHOCTH, BJIAJICCT
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHu.




Bamsl/ O1eHKa 110 Kputepuu onieHKH pe3yabTaToB 00y4eHHUs IO TUCIUTUTHHE
Hlkama ECTS | gucuuruimnae

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEeOHOMH
JINTEPATYPBI O TUCLUILIMHE.

OreHKka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
Y4€TOM PE3yJIBTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTallUu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUTMHOM,
chopMHUPOBaHBI HA YPOBHE — «IOCTATOYHBINY.

49-0/ «HeyzoBieTBopuTe | BricTaBisercs oOyuaromemMycs, €Ciii OH He 3HAeT Ha
FFX JILHO» 6a30BOM ypOBHE TEOPETUYECKHUI U MPAKTHUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
U3JI0’KEHUU Ha 3aHATHUSAX U B XOA€ MPOMEKYTOUHOMN
aTTeCTalllu.

OOyuaromuiicsi UCTIBITHIBAET CEPbE3HbIE 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUYECKHUX TOJIOKEHUH TIPU PELIEHUHT
MPAaKTUYECKUX 3a7a4 MPo(dhecCHOHaTbHON HalIPaBJICHHOCTH
CTaHJApPTHOI'O YPOBHS CJIOKHOCTH, HE BJIaJI€ET
HEOOXOAUMBIMHU JJIsl 3TOTO HAaBBIKAMU U MIPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOH
JUTEPATYpHI 110 AUCLUIIIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJILTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCcTalllu.

KoMmiereH1m Ha ypoBHE «I0CTaTOYHBIN», 3aKPETIIEHHBIE
3a JMCUUIUIMHON, HE C()OPMHUPOBAHBI.

5.3 OueHouHble cpecTBa (MaTePHUAJIbI) AJM TEKYIIer0 KOHTPOJIS
ycneBaeMoOCTH, IPOMEeKYTOUHOM aTTecTAIlUN 00yUAOIINXCSH M0

JUCHHUILINHE
IlepeyeHb BOPOCOB K HTOT0OBOM KOHTPOJIbLHOM padore

1. AHanu3 pbIHKa ayTCOPCUHIOBX YCIYT B YIPABJIEHUHU JOKYMEHTaMHU.
2. AHanu3 pblHKa ayTCOPCUHIOBBIX YCIYT B YIPABICHUH apXUBaMH.

3. HOpuandeckoe oopmiieHHE ayTCOPCHHTOBBIX YCIIYT B YIPABICHUU TOKYMEHTAMHU U
apXUBaMHU.
6 VYueOHO-MeTOoaMUYECKOE M HHPOPMAITMOHHOE o0ecniedeHUue U CIUNINHBI
6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI
HMcToyHMKH OCHOBHbBIE
. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 unpopmanuu, HHPOPMAITHOHHBIX

TEXHOJIOTHUSX U 0 3ammuTe uHhopmarum // [ 3nekTpoHHsiid pecypce]. — M., 2019. — Pexxum pocrtyma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/



http://www.consultant.ru/document/cons_doc_LAW_61798/
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[IpaBuna pgenompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHUs”, YTBepKIeHHbIE Tpuka3zoM PocapxuBa ot 22.05.2019 N 71 // [DnexkTpoHHBII
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_ LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnenuu IlepeyHst THUIIOBBIX
YIPaBJICHYECKUX ApPXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpoLecce IesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKazaHHEeM
CpokoB uX xpaHeHus'"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW_ 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepxaeHHH
IIpaBWJI OPraHu3alliid XpaHEHMs, KOMIUIEKTOBAaHMS, Y4e€Ta U HCIOJIb30BaHMs JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®exepauuu M Opyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBlieHUs W opranuzauusax’ //

[DnexTponHbI pecypc]. — M., 2020. — Pesxum nocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. Jlenonmpous3BoJACTBO M apxuBHOE Aeno. Tepmunbl u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiil cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB M0 UH(pOpMAINU, OUOTMOTEUHOMY M U3JaTeIbckoMy aeny. MHbopmarus u
JNOKyMeHTanus. YnpasiaeHue fokyMeHTamu. Yacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipuxazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

JIureparypa
OcHoBHas

babunines B.A. pazButue nokymentoodopra kak ynyru // Uapomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.J]. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U FKOJIOTUYECKU MeHeJkMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description

PrikoB A.JlokyMeHTarimoHHOE oOecrieueHue ypapieHus kak ycryra. Madogokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

6.2 TlepeueHnb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOI CeTH

«AnTepuer»
Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/

Ecm-Journal. XypHan 00 >1neKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmsromux gokymenramuei. Caitt. URL/ https://www.gdm.ru/


http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
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6.3 IIpodeccuonanbubie 62361 JaHHBIX U HHGOPMALIMOHHO-CIIPABOYHbIE
CHCTEMBI

JlocTyn Kk mpodeccnoHanbHbIM 0a3aM gaHHBIX: https://liber.rsuh.ru/ru/bases
WHupopmanioHHbIE CITPABOYHbBIE CUCTEMBI:

1. Koncynsrant ITmoc
2. Tapanr

z MaTepI/IaHLHO-TeXHI/I‘leCKOC o0ecreueHue JAUCIHUIIIINHBI
Aynutopun ajsi IpOBEACHUS JIEKLIIUNA U CEMUHAPCKUX 3aHITUN ¢ TEXHUYECKUMU CPEJICTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), SKpaH (IEPEHOCHOMN MU CTAIIHOHAPHBIN)),

KOMIBIOTEPHBIH KJIACC JUIS MTPOBEACHUS JTa00PATOPHBIX 3aHATHH.

1. Ilepedens IIO

Nent Haumenosanue [10 [Ipoussonurens 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 HaunmenoBanue
/i

1 | MexnayHapoaHble pedepaTuBHbIE HaykoMeTpuieckue b/l, mocTymHbie B paMkax
HamuoHaIbLHOH nmoanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccuonanbHble NOTHOTEKCTOBBIE b/, TOCTynHBIE B paMKax HAIlHOHAIBHOM
noanucku B 2020 1.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

3 | IIpodeccuonanbHble moHOTEKCTOBBIE B/]
JSTOR
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W3nanus o o01eCTBEHHBIM U TyMaHUTAPHBIM HayKaM
OnekrponHas bubauoreka Grebennikon.ru

4 | KoMIbloTepHBbIE CIIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 Oobecneuyenue 00pa3zoBaTeJbLHOIO MPoOIECCA IJIA JMI[ C OTPAHUYEHHBIMU

BO3MOKHOCTSAMMU 3/1I0POBbHA 1 HHBAJIHU/10B
B xone peannzanuy AMCUMILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOIHUTENbHbIE
METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIaO0BUIIIUX:

- JeKIuu O(GOPMIIIOTCS B BHJIE SJIEKTPOHHOTO JTOKYMEHTa, JOCTYITHOTO C IOMOIIBIO
KOMIBIOTEpA CO CIIEUATU3UPOBAHHBIM IIPOTPAMMHBIM 00ecIIeueHIEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMAIM3HPOBAHHBIM
IPOrpaMMHBIM 00ecTrieueHHEeM, MIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCs MHIUBUYAIbHOE paBHOMEpHOE ocBerieHue He menee 300 JTrokc;

- JUIsL BBIMOJIHEHUS 33aJaHMUA TPU HEOOXOJMMOCTH IPENOCTaBISIETCS YBEIHYMBAIOLICE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BAHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 33aJJaHUs 0(YOPMIIIOTCS YBEIIMYCHHBIM HIPUPTOM;

- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MM BBIIOJHSIOTCS B TUCbMEHHON (popme Ha
KOMIIBIOTEpE.

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- Jekuuu OoQOpMISIIOTCA B BUJAE DIEKTPOHHOTO IOKYMEHTa, JHOO MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIAs alllapaTrypa MHAUBUAYAJIBHOTO TIOJIb30BaHUS;

- MUCHbMEHHBIE 331aHUS BBITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOH (opMme;

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

*  JUIsl UL C HAPYLIEHUSMU ONIOPHO-/IBUTaTENIBHOTO alnapara:

- JeKIUu O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C IOMOIUIBIO
KOMIBIOTEPA CO CIIEIUATU3UPOBAHHBIM IIPOTPAMMHBIM 00eCIIeueHIEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHBIM 00eCTIeUeHUEM;

- 9K3aMEH M 3au€T MPOBOJSATCS B YCTHOM (popMe MM BBHIIOJIHSIOTCS B TUCbMEHHON (popme Ha
KOMIIBIOTEpE.

[Tpu He0OX0AMMOCTH TPETyCMATPUBAETCS YBEIMUYCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Ipouenypa  mpoBeAcHHsS]  MPOMEXKYTOYHOW  arTecTaliuu s O0y4aronuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAMBUIYAJIBHBIX TCHXO(U3MUECKHMX OCOOEHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Ipu mpoBeneHUH MPOLEAYPHl OLIEHUBAHUS PE3yJIbTaTOB OOYYCHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00yJarOIUXCs. DT CPEACTBA MOTYT OBITh IPEJOCTABICHBl YHUBEPCUTETOM, WIH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueqypbl OLEHUBAHHUS  pe3yJIbTaTOB OOY4EHHUS JOMYCKaeTcs ¢
MCIOJIb30BAHNEM JTUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH()OPMAIMOHHBIM M OuOIMorpadguyeckuM pecypcaMm B CETH
WuTepHer mis kaxjaoro oOydaromierocss B (opmax, aZalnTHPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBBSI U BOCIIPHUSATHUS HH(POPMAITUH:

* IS CIENBIX U CIaO0BUIIIUX:
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- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

* IS TIIYXUX U CIaOOCIBIIIAIINX:

- B Ie4aTHOH opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

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

- B (hopMe 37IeKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMOTEeKa W MHbIE MOMEIUICHUs Il 00Y4eHHUs! OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU OO0yUEHUSI:

* IS CIENBIX U CIaO0BUIIIUX:

- YCTPOICTBOM Ul CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- mpunTepoM bpaitns EmBraille ViewPlus;

* IS TIIYXUX U CIaOOCTBIIIAIINX:

- aBTOMATU3MPOBAHHBIM pabOYMM MECTOM JUIi JIIOJEH C HapylleHHeM Cciyxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCHIIUTEINb ¥ KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBMKHBIMHU, PETYIHPYEMbIMH 3proHOMu4YeckuMu napramu CH-1;
- KOMITIBIOTEPHON TEXHUKOM CO CIEIMATIBHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.

2 MeToaudeckue MaTepHuajbl

9.1 IlnaHbl NPAKTHYECKUX 3aHATHIA.

Tema 1. (2 4.) IlonsiTHe ayTCOpCcHHTa
Lenb 3aHATHSA — CPOPMUPOBATH Y 00YJAIOLIMXCS MPEACTABICHUE O 00 ayTCOPCUHTE KaK
OJTHOM U3 HalpaBJICHUH IESATETLHOCTH COBPEMEHHBIX OpPTraHU3aIHi.

®opma npoBeIeHHsI — OTBETHI Ha BOTIPOCHI U 00CYKJICHHE MPEATIOKEHHOM TEMBI.

Bomnpocs! st 06¢cyxkaeHust (KOHTPOIbHbBIE BOTIPOCHI):

1. IloHsATHE ayTCOPCUHTA U pa3HbIE MOAX0/bI K ET0 OIPEICIICHHIO.

2. Buppl ayrcopcuHra.

3. IT-ycnyru kak OAMH U3 BUJIOB AyTCOPCUHTA.

4. YupaBieHuue TOKyMEHTaMHU U apXMBaMH KaK ayTCOPCUHTOBBIE YCIIYTH.
3amaHue s CaMOCTOSATENILHON PabOTHI:
[Ipoananu3upoBaTh  HCIOJIB3yeMble B  HAy4yHOM  JUTEparype  OIpelesieHUs
ayTcopcuHra. Beiopats u3 HUX Hanbojee COOTBETCTBYIOIIEE COJCPKAHUIO MMOHITUS U
1 000CHOBAThH CBOI BBIOOD.

CnHcoK MCTOYHHMKOB M JINTEPATypPhI



14

N cTOYHNKY OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 undopmanuu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U 0 3ammuTe uHpopmarum // [ InekTpoHHblid pecypc]. — M., 2019. — Pexxum pocryma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna pgenompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHus”, YTBepKIeHHbIE Tpuka3oM PocapxuBa ot 22.05.2019 N 71 // [DneKTpoHHBI
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnenuu IlepeyHst THUIIOBBIX
YIPaBJICHYECKUX ApPXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpolLecce JesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKazaHHEeM
CpokoB uX xpaHeHus"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepxaeHHH
IIpaBWJI OPraHu3alluid XpaHEHMs,, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCIOJIb30BaHMS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit ®exepauuu M Jpyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBleHUs U opranuzauusax’ //

[DnexTponHbIH pecypc]. — M., 2020. — Pesxum mocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. JlenonmpousBoJACTBO M apxuBHOE Aeno. Tepmunel u omnpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiil cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJAapTOB M0 HH(pOpMAINU, OUOTMOTEUHOMY M U3JaTeTIbckoMy aeny. MHbopmarus u
JNOKyMeHTanus. YnpasiaeHue f1okyMeHTamu. Yacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipukazom Poccrannmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

JIureparypa
OcHoBHas

babunnes B.A. pazButue nokymentoodopra kak ynyru // Uapomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.J]. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U SKOJIOTUYECKU MeHekMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTalmoHHOE oOecrieueHue yrpapieHus kak ycryra. Madoagokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeuyensb pecypcoB HHPOPMALHOHHO-TEJIEKOMMYHHUKAIMOHHO ceTH « UHTEepHeT»



http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
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Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1eKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmstromux gokymenramuei. Caitt. URL/ https://www.gdm.ru/

Tema 2. (2 4.) PazBuTHE ayTCOPCHHIa B yNIPABJICHHUH IOKYMEHTAMH a PyOesKoM.
Lenp 3auaTHS — cHOPMHUPOBATH Y OOYUAIOUIMXCS MPEICTaBIeHUEe O BO3HUKHOBEHUHU U

Pa3BUTHH ayTCOPCHHTOBBIX YCIYT B YIIPABJICHUH TOKYMEHTAMHU 32 PyOEKOM.
®opma npoBeIeHHsI — OTBETHI Ha BOTIPOCHI U 00CYKJICHHE TPEATIOKEHHOM TEMBI.
Bomnpocs! st 06¢cyxkaeHust (KOHTPOJIbHbBIE BOIIPOCHI):
1. IlpeanocslIKy BOZHUKHOBEHHUS M Pa3BUTHUS AyTCOPCHUHTA.
2. DPPEKTUBHOCTH U BBITOABI AyTCOCHHTA.
3. Pa3BuTHe ayTCOpPCHHTa B yIPABICHUH JOKYMEHTAMH U apXHBaMH 32 PyOSIKOM.
CHUCOK HCTOYHHMKOB U JINTEPATYPbI

HcTOYHNKY OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O06 unpopmanuu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U 0 3ammuTe uHhopmarum // [ InekTpoHHsiid pecypce]. — M., 2019. — Pexxum pocryma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna pgenompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHUs”, YTBepKIeHHbIE Tpuka3zoM PocapxuBa ot 22.05.2019 N 71 // [DneKkTpoHHBI
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnenuu IlepeyHst THUIOBBIX
YIPaBJIEHYECKUX AaPXUBHBIX JIOKYyMEHTOB, OOpa3ymioIluxcs B THpolecce JesSTeTbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKa3aHHEeM
CpokoB wuX xpaHeHus'"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 MunucrepctBa KyapTypbl P® ot 31 mapra 2015 r. Ne 526 “O0 yrBepkaeHHH
IIpaBWJI OpraHu3alliid XpaHEHMs, KOMIUIEKTOBAaHMS, Y4e€Ta U HCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®exepanuu M Jpyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBleHUs U opranuzauusax’ //

[DnexTponHbI pecypc]. — M., 2020. — Pesxxum nocryma: https://base.garant.ru/71183090/



http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
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I'OCT P 7.0.8-2013. Jlenonmpous3BoJACTBO M apxuBHOE Aeno. Tepmunel u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJAapTOB M0 UH(pOpMAINU, OUOIMOTEUHOMY M U3JaTelIbckoMy aeny. Mubopmarus u
JNOKyMeHTalus. YnpasiaeHue fokyMeHTamu. Yacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipuxazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHas

babunnes B.A. pazButue nokymentoodopra kak ynyru // Uadpomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.J]. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U FKOJIOTUYECKU MeHekMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTalimoHHOE o0ecrieueHue yrpasieHus kak ycryra. Mudogokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeyensb pecypcoB HHGOPMALUOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « UHTEepHeT»

Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1neKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmsromux gokymenramuei. Caitt. URL/ https://www.gdm.ru/

Tema 3. (4 4.) PazBuTHe ayTCOpCHHIa B yIpaBJeHUH J0KyMeHTamMu B Poccnn
Lenp 3auaTHS — cHOPMHUPOBATH Y OOYUAIOUIMXCS MPEICTaBIeHUE O BO3HUKHOBEHUHU U
Pa3BUTUH ayTCOPCUHIOBBIX YCIYT B YIIPaBICHUH JOKyMeHTaMu B Poccum.
dopma npoBeIeHHSI —OTBETHI Ha BOIIPOCHI U OOCYKICHHE MPEI0KEHHBIX TEM.
Bomnpocs! st 06¢cyxkaeHust (KOHTPOJIbHbBIE BOIIPOCHI):
1. Ilpennocslaky BOSHUKHOBEHUS U Pa3BUTHS ayTcopcuHra B Poccun.
2. OcobeHHOCTH pa3BUTHE AyTCOPCUHTOBBIX YCIIYT B YNPABJICHUU JTOKyMEHTaMHU U
apxusamu B Poccum.
CnHcoK HCTOYHUKOB M JIMTEPATYPHI

N cTOYHNKY OCHOBHBIE

. ®enepanpblii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 unpopmanuu, HHPOPMAITUOHHBIX
TEXHOJIOTHUSX U 0 3ammuTe uHhopmarum // [ InekTpoHHsiid pecypc]. — M., 2019. — Pexxum gocryma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/



http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
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[IpaBuna pgenompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHUs”, yTBepKIeHHbIE Tpuka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DnexTpoHHBII
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_ LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnenuu IlepeyHst THUIIOBBIX
YIPaBJICHYECKUX ApPXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpoLecce IesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKazaHHEeM
CpokoB uX xpaHeHus'"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW_ 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepxaeHHH
IIpaBWJI OpraHU3alliyd XpaHEHMs, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCIOJIb30BaHMS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit ®exepauuu M Opyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBlieHUs W opranuzauusax’ //

[DnexTponHsIH pecypc]. — M., 2020. — Pesxum nocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. Jlenonmpous3BoJACTBO M apxuBHOE Aeno. Tepmunbl u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiil cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB M0 UH(pOpMAINU, OUOTMOTEUHOMY M U3JaTeIbckoMy aeny. MHbopmarus u
JNOKyMeHTanus. YnpasiaeHue fokyMeHTamu. Yacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipuxazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

JIureparypa
OcHoBHas

babunines B.A. pazButue nokymentoodopra kak ynyru // Uapomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.J]. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHKA U SKOJIOTUYECKU MeHekMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTalimoHHOE oOecrieueHue yrpapieHus kak ycryra. Madoaokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeyensb pecypcoB HHPOPMALHOHHO-TEJIEKOMMYHHUKAIUOHHO ceTH « UHTEepHeT»

Kypnuan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1neKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmsromux gokymenramuei. Caitt. URL/ https://www.gdm.ru/


http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
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https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
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Tema 4. (44.) AyTCOPCHHT B yIPABJIeHHHN JOKYMEHTAMHU HEr0CyAapCTBEHHBIX
OpraHu3anui
Lenp 3aHsaTHS — CPOPMUPOBATH Y OOYJAIOMIMXCS MPEICTaBICHHEe 00 0COOCHHOCTSIX

ayTCOpPCUHTIA B YIPABIEHUH JOKYMEHTAMH HETOCYIaPCTBEHHBIX OPTaHU3ALNMI.

®opma npoBeIeHHSI —OTBETHI Ha BOIIPOCHI U OOCYKICHHE MPEI0KEHHBIX TEM.
Bomnpocs! st 06¢cyxkaeHust (KOHTPOJIbHbBIE BOIIPOCHI):

1. OcoOeHHOCTH ayTCOPCHUHIOBBIX YCIYT B YIIPaBJICHUH JOKYMEHTAMHU HETOCYIapCTBEHHBIX
OpraHu3anui.

2. Opranuzanuu cpegHero Ou3Heca Kak OCHOBHBIE TIOTPEOUTENHN aAyTCOPCHHIOBBIX YCIIYT B
YIPaBJICHUH TOKYMEHTaMHU U apXUBaMHU.

CnHcoK HCTOYHUKOB M JIMTEPATYPHI

HcTOYHNKY OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 unpopmanmu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U 0 3ammuTe uHpopmarumy // [ InekTpoHHblid pecypce]. — M., 2019. — Pexxum pocryma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna pgenompoW3BOACTBA B TOCYIJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camMoyTpaBlieHUs’, YTBepKIeHHbIE Tpuka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DneKkTpoHHBI
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7{6707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnenuu IlepeyHst THUIOBBIX
YIPaBJICHYECKUX ApPXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpoLecce JesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyi, C yKazaHHEeM
CpokoB uX xpaHeHus'"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepxaeHHH
IIpaBWJI OpraHu3alliid XpaHEHMs, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCIOJIb30BaHMs JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoii ®exepauuu M Opyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBlieHUs W opranuzauusax’ //

[DnexTpoHHbI pecypc]. — M., 2020. — Pesxxum nocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. JlenonmpousBoJACTBO M apxuBHOE Aeno. Tepmunbl u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiil cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB M0 UH(pOpMAIMU, OUOTMOTEUHOMY M U3JaTelIbckoMy aeny. Mudopmarus u
JNOKyMeHTalus. YnpasiaeHue f1okyMeHTamu. Yacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipukazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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JIureparypa
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babunues B.A. pa3sutue nokymeHnroobopra kak ynyru // Uaponoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnosnorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.Jl. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayanerit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U FKOJIOTUYECKUM MeHekMEeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.J/lokyMeHTarimoHHOE o0ecrieueHue ypapieHus kak ycryra. Madonokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeyensb pecypcoB HHPOPMAIMOHHO-TEJIEKOMMYHHUKAIUOHHOM ceTH « UHTEepHeT»

Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1IeKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmsomux gokymenranueid. Caitt. URL/ https://www.gdm.ru/

Tema 5. (4 4.) AyTCOPCHHI B yIIPaBJIeHHH IOKYMEHTAMH OPTraHOB roCy/1apCTBeHHOM
BJIACTH M MECTHOI'0 CAMOYIIPABJICHHUS
Lenp 3ansTuss — chOpMUPOBATH Y OOYYAIOMIMXCS IMpEACTaBIEHUE 00 OCOOCHHOCTSIX

ayTCOpPCUHIa B YIPABJIECHUU JOKYMEHTAMU OPraHOB TOCYJapCBEHHOM BJIACTU M MECTHOTO
CaMOYIIpaBJICHUSL.
Bomnpocs! s 06cyx1eHusT (KOHTPOJIbHBIE BOIIPOCHI):
1. OcoOeHHOCTH ayTCOPCHHTOBBIX YyCIYI B YIPAaBICHUUM JOKYMEHTAaMH OpIaHOB
rocylapCTBEHHON BJIACTH U MECTHOI'O CaMOYIIPABJICHUS.
2. T'ocynapcTBEHHBIE 3aKYIIKH ayTCOPCUHIOBBIX YCIYT B YIPABJIECHUU JOKYMEHTaMHU
CnHcoK MCTOYHMKOB H JIMTEPATYPHI

N cTOYHNKY OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 unpopmanuu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U 0 3ammuTe uHhopmarum» // [ InekTpoHHsiid pecypce]. — M., 2019. — Pexxum gocrtyma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna pmenompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHUs”, YTBepKIeHHbIE Tpuka3zoM Pocapxusa ot 22.05.2019 N 71 // [DnexTpoHHBII
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/



https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
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ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenuu IlepeyHst THUIIOBBIX
YIPaBJICHYECKUX APXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpoLecce JesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKazaHHEeM
CpokoB uX xpaHeHus'"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepxaeHHH
IIpaBWJI OPraHu3alliyd XpaHEHMs, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCIOJIb30BaHUS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit ®exepauuu M Opyrux apXWBHBIX JIOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBlieHUs W opranuzauusax’ //

[DnexTponHbI pecypc]. — M., 2020. — Pesxxum nocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. JlenonpousBoJACTBO M apxuBHOE Aeno. Tepmunel u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB M0 UH(pOpMAINK, OUOTMOTEUHOMY M U3JaTebckoMy aeny. Mudopmarus u
JNOKyMeHTanus. YnpasiaeHue fokyMeHTamu. HYacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipukazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

JIureparypa
OcHoBHas

babunines B.A. pazButue nokymentoodopra kak ynyru // Uapomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.JI. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U IKOJIOTUYECKU MeHekMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTarimoHHOE oOecrieueHue ypapieHus kak ycryra. Madoaokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeuyensb pecypcoB HHPOPMALUOHHO-TEJIEKOMMYHHUKAIMOHHOM ceTH « UHTEepHeT»

Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1eKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmsromux gokymenranuei. Caitt. URL/ https://www.gdm.ru/

Tema 6. (44.) AyTCOPCHHT B YIPABJICHHH apXUBAMH OPraHU3alui
Lenb 3auATHS — CHOPMHUPOBATH Y 0OYYAIOIIMXCS MPEICTaBlIeHHEe 00 ayTCOPCUHTE B

YIPaBJICHUH apXUBaMH OPraHU3ALNM.
®opma npoBeIeHHSI — OTBETHI Ha BOTIPOCHI M 00CYKICHUE MPEATI0KEHHBIX TEM.
Bomnpocs! st 06¢cyxkaeHust (KOHTPOJIbHbBIE BOIIPOCHI):

1. AyTcopcHHT B ynpaBieHUH OyMa)KHBIMU apXWBaMHU OPraHU3aIHH.


http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
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2. AyTCOPCHHT B yNpaBJIEHUH IEKTPOHHBIMHU apXUBAaMU OpraHU3aui
[TonroToBka K UTOrOBOI KOHTPOJIBHOM pabOTe «AYTCOPCUHT B YIPABICHUN apXUBAMHU
OpraHu3aumn.
CnHcoK HCTOYHUKOB M JIMTEPATYPHI

HcTOYHNKY OCHOBHBIE

. ®enepanpubiii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 unpopmanuu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U 0 3amuTe uHbopmarumy // [ InekTpoHHsiid pecypce]. — M., 2019. — Pexxum gocrtyma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna pgenompou3BOACTBA B TOCYIJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHUs”, YTBepKIeHHbIE Tpuka3zoM PocapxuBa ot 22.05.2019 N 71 // [DneKTpoHHBII
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_ LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxknenuu IlepeyHst THUIIOBBIX
YIPaBJICHYECKUX ApPXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpoLecce JesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyi, C yKazaHHEeM
CpokoB uX xpaHeHus"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepkaeHHH
IIpaBWJI OpraHu3alliid XpaHEHMs, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCIOJIb30BaHMS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoii ®exepauuu M Jpyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBlieHUs W opranuzauusax’ //

[DnexTpoHHbIH pecypc]. — M., 2020. — Pesxum nocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. Jlenonmpous3BoJACTBO M apxuBHOE Aeno. Tepmunel u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiil cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB M0 UH(pOpMAIMU, OUOTMOTEUHOMY M U3JaTelbckoMy aeny. MHabopmarus u
JNOKyMeHTanus. YnpasiaeHue f1okyMeHTamu. Yacts 1. [lonsaTus u npuHumns!"

(yrB. [Ipuxazom Poccrannmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHas

babunnes B.A. pazButue nokymentoodopra kak ynyru // Uadpomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/



http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
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Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //
HenonpouzBoactso 2016. Nel.

Kotnspos U.J]. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U SKOJIOTHYECKU MeHekMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTalmoHHOE o0ecrieueHue ypapieHus kak ycryra. Mudogokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeyensb pecypcoB HHGOPMALUOHHO-TEJICKOMMYHHUKAIMOHHOM ceTH « UHTEepHeT»

Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1neKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmstromux gokymenranueid. Caitt. URL/ https://www.gdm.ru/

Tema 7. (4 4.) AHATU3 PBIHKA aYTCOPCHHIOBBIX YCJIYT B YIIPABJICHHHU JOKYMEHTAMH
Lenp 3ansaTHA — cPOpPMUPOBATH y OOYYAIOIIUXCA MPEACTABICHHE O COBPEMEHHOM DBIHKE
ayTCOPCUHIOBBIX YCIYT B YIIPABJICHUH JOKYMEHTaMu B Poccuu..

q)opMa MMPOBCACHHA — OTBCTHI HA BOITPOCHI U OGCy)K,Z[eHI/IC MNPpCATIOKCHHBIX TCM.

Bomnpocs! it 06¢cyxkaeHust (KOHTPOJIbHbBIE BOIIPOCHI):
1. PBIHOK ayTCOpPCHHIOBBIX YCIYT B yIIpaBJI€HUH JOKYMEHTaMH U apxuBaMu B Poccum.
2. Benymue poccuilcKMe KOMIIAHMM, OKa3bIBAIOIIME ayTCOPCUHIOBBIE YCIYTHM B
YIPaBJIEHUH TOKYyMEHTaMU U apXUBaMHU.
3. ConepxaHnue, cTOMMOCTb U 3((EKTUBHOCTh ayTCOPCHUHIOBBIX YCIYT' B YIIPaBJICHUHU
JOKyMEHTaMu ¥ apxuBamu B Poccun.
3amanue A7l CaMOCTOSITEIbHOM PadoTHI:
[TonroToBka K UTOTOBOM KOHTPOJILHOW padoTe Mo TeMe «AHAJIN3 PhIHKA AyTCOPCUHTOBBIX YCIYT
B YIIPaBJICHUU TOKYMEHTaAMM».
CnHcoK HCTOYHUKOB M JIMTEPATYPHI

N cTOYHNKY OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 unpopmanuu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U 0 3ammuTe uHbopmarum // [ InekTpoHHsiid pecypce]. — M., 2019. — Pexxum gocrtyma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna pmenompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyTpaBlieHUs”, YTBepKIeHHbIE Tpuka3zoM Pocapxusa ot 22.05.2019 N 71 // [DnexTpoHHBII
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/



https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
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ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenuu IlepeyHst THUIIOBBIX
YIPaBJICHYECKUX APXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXCS B MpoLecce JesTeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alyid, C yKazaHHEeM
CpokoB uX xpaHeHus'"// [DnextpoHHslii pecypc]. — M., 2020. — Pexum npocryma:

http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 MunucrepctBa KyapTypbl PO ot 31 mapra 2015 r. Ne 526 “O0 yrBepxaeHHH
IIpaBWJI OPraHu3alliid XpaHEHMs, KOMIUIEKTOBAaHMS, Yy4e€Ta U HCIOJIb30BaHMUS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit ®exepauuu M Opyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOyIpaBlieHUs W opranuzauusax’ //

[DnexTponHsIH pecypc]. — M., 2020. — Pesxum nocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. JlenonpousBoJACTBO M apxuBHOE Aeno. Tepmunel u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HaunonansHsiii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB M0 UH(pOpMAINH, OUOTMOTEUHOMY M U3JaTelbckoMy aeny. Mudopmarus u
JNOKyMeHTanus. YnpasiaeHue fokyMeHTamu. Yacts 1. [lonsaTus u npuHuuns!"

(yrB. [Ipukazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

JIureparypa
OcHoBHas

babunines B.A. pazButue nokymentoodopra kak ynyru // Uapomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus ayrcopcuHra B apxuBHOM jene. [IpoGiembl u perienus //

HenonpouzBoactso 2016. Nel.

Kotnspos U.J[. AyrcopcHHT: ONBIT TeopeTudeckoroonucanus. // Hayansrit skypaan HUY
HUTMO. Cepust «IKOHOMHUKA U IKOJIOTUYECKU MeHekMeHT», 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTarimoHHOE oOecrieueHue ypapieHus kak ycryra. Madoaokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeuyensb pecypcoB HHPOPMALUOHHO-TEJIEKOMMYHHUKAIMOHHOM ceTH « UHTEepHeT»

Kypnan «/lenonpousBoacto». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 >1neKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unpaus ynpasmsromux gokymenranuei. Caitt. URL/ https://www.gdm.ru/

Tema 8. (84.) /loroBop ayrcopcuHra
Lenp 3anHATHS — CHOPMHUPOBATH Yy OOYYAIOUIUXCS TPEACTaBICHUE O MpoIexype

IOPUINYECKOTO 0(hOPMIICHUS TTOTYYSHHSI ayTCOPCUHTOBBIX YCIYT B YIIPABJICHUHU JTOKyMEHTAMHU.
®opma npoBeIeHHsI — OTBETHI Ha BOTIPOCHI M 00CYKJICHUE MPEATI0KEHHBIX TEM.

Bomnpocs! st 06cyxaeHusi(KOHTPOIbHbBIE BOIIPOCHI):


http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
http://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
http://www.top-personal.ru/
https://ecm-journal.ru/
http://www.gdm.ru/
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1. Ilpouenypa mnodydyeHuss ayTCOPCHUHIOBBIX YCIYI B YINPABICHUM JIOKYMEHTAaMU M
apXuBaMH. OCHOBHEBIE ATalEbl.

2. Pucku npu Bb1OOpe mpoBaiiiepa 1 BO3MOKHOCTH UX MUHUMH3UPOBATb.

3. FOpuanueckoe oQopMIICHHE ayTCOPCUHTOBBIX YCIYI' B YIPAaBJICHUU JOKYMEHTaMHU.
JIOTOBOP ayTCOPCHHIOBBIX YCIIYT.

[ToaroToBKa K HTOTOBOM KOHTPOJIEHOH padoTe mo Teme «HOpuanueckoe odopmieHuE
ayTCOPCUHTOBBIX YCIYT B YIIPABJICHUN TOKYMEHTAMH U apXUBaMK».
Cnncok NCTOYHMKOB M JINTEPATYPbI

N cTOYHNKY OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 1. Nel149-03 «O0 undopmanuu, HHPOPMAITHOHHBIX
TEXHOJIOTHUSX U O 3ammuTe uHpopmarum // [ InekTpoHHsiid pecypce]. — M., 2019. — Pexxum gocrtyma:

http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna penompoW3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camMoyTpaBlieHUs”, YTBepKIeHHbIE Tpuka3zoM PocapxuBa ot 22.05.2019 N 71 // [DneKkTpoHHBII
pecypc]. — M., 2020. — Pexxum JocTymna:
http://www.consultant.ru/document/cons_doc_ LAW_342093/d913cc94a8d76707f37178672dd7
S5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnenuu IlepeyHst THUIOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OO0pa3ymioIIuxcs B Tpolecce JeATeTbHOCTH
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9.2 MeToaudeckue PEKOMEHIAIIUMA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

B nponecce o0yuenust ctyaentsl PITY BBINMONHAIOT pa3Hble BUABI MUCBMEHHBIX PadoT.

OCHOBHBIMU IIEJISIMH ITUCBMEHHBIX Pa0OT B By3€ SIBJISIOTCS:

* 3aKpeIUIeHHUE MOTYYSHHBIX 3HAHUN 10 CTIEIUATBbHOCTH, IPUMEHEHHE 3TUX 3HAHUH TIpU
pereHnn mpoecCuOHABHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJICHUS CAaMOCTOSTEIIbHON pabOTHI, OBJIAJJICHUE METOIUKAMH U
MPUHLIUIIAMH CaMOCTOSATENILHOM UCCIEI0BATENBCKON AEATEIbHOCTH;

* (hopMupoOBaHNE YMEHHS IPaMOTHO U JIOTMYHO M3JIaraTh COOpaHHbIE HAyUHBIE JaHHBIC
U MaTepHajbl COOCTBEHHON MCCIIeI0BATEIbCKON EATEIbHOCTH.

Hawubouee mpocrasi, HO 04eHb BakHasi opMa MUCBMEHHOM pabOThI B By3€ — 3TO
KOHTpOJbHas paboTa. OHa ABIIeTCS 0053aTEIBHBIM JIEMEHTOM CaMOCTOSTEIILHOW PabOThI
CTYZIEHTA U, TIPEXKJIe BCETo, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATH U MepeaBaTh
UH(POPMAIHIO.

OTOT BUJ MUCHMEHHOM pabOThI MPEIYCMOTPEH Yy4eOHBIMU TUIAHAMH ITOATOTOBKH
OakanaBpoB M Ha Kaeape apXuBOBEACHUS MpeIaraeTcsi B paMKax U3y4eHus OOIIUX KypCOB U
KIIB.

Taxke B mporecce OOydyeHHs CTYIEHTY HPEICTOUT BBIIIOJHEHHE KYpPCOBBIX paboT,
KOTOpBIE (POPMHUPYIOT HCCIEI0BATEIBCKIE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH U
OCMBICTICHHS YyX€ CYIIECTBYIOLIETO 3HAHWSA W HAIpaBlIEHbl Ha CaMOCTOSITEIBHOE pelIeHHE
HEKOTOPBIX TEOPETHUECKUX HIIM MPAKTHUECKUX 3a1a4u. KypcoBas paboTa 1eMOHCTpUpPYET yMEHHE
paboTath C HMCTOYHHMKAMH, HCIOJB30BATh JIOCTHKEHHUS COBPEMEHHOW HayKu (Hampumep,
MCTOJb30BaTh JJOCTH)KEHUSI apXUBOBEACHUS, a TAKXKE CMEXKHBIX HayK M HAYYHBIX AUCIUIUINH),
YCIIEIIHO pelIaTh MOCTaBJICHHBIE 3aJadd, 00pabareiBaTh M 0000maTs marepuan. Hammcanue
KOHTPOJILHOH pPa0OThI, MOJrOTOBKAa M 3allUTa KYpCOBOM HMMEET psAJ OpPraHU3alMOHHBIX H
METOMYECKUX 0coOeHHOcTeH. O3HaKOMIIEHHE C JaHHBIMH METOAMYECKHMMH PEKOMEHAAIUSIMU
MIOMOKET CTYACHTaM IPAaBUIHLHO OPraHMW30BaTh CBOIO YUEOHYIO M HayYHO-HCCIEI0BATEIbCKYIO
pabory.

OO0ume TpeGOBaAHMSA K CTPYKTYPE M COJEPKAHMIO MUCbMEHHBIX padoT

Baxnoli (hopmoii camocTOATeNbHOM pabOThI CTyIEHTa SIBISAETCS KOHTPOJIbHAs padora.
Ona mpeaycMoTpeHa st OOJIBIIMHCTBA JUCIMILIMH y4eOHOTO IJIaHa, YATaeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee HammcaHue mpecienyeT 1eilb yriayOoieHHOW MpopadOTKU AUCIUILTHHEI.
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KonTponpHast paboTa BBINOJHAETCS CTYJCHTAaMH B COOTBETCTBUM C TEMAaTHKOH,
©XKEroJHO  yrBepknaemod  kadenpoit. KonrponbHas  pabota  sBISeTCS  3JIEMEHTOM
CaMOCTOSTEIILHON PabOThI CTYAEHTOB, MO3TOMY BBIOOD TEMBI IIPEAOCTABISAETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOM pabOThl CTYHEHT MJOJDKEH B IIEJIOM O3HAKOMUTHCS C
paszzienaMu Kypca, MpeyCMOTPEHHBIMU YUeOHOM MPOrpaMMOi.

PaboTa 1o HanmMcaHuIO0 KOHTPOJIBHOM HAUWHACTCS C BBISIBICHUS U M3yYE€HUSI HCTOUHUKOB
U JuTeparypsl mo teme. Ilo okoHuaHMM cOOpa M U3yYSHHS JUTEPATYypPhl M UCTOYHUKOB CIIEAYET
IPOAyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBiieHue I1aHa — Ba)kKHas 4acTh pabOThI HAJl TEMOH.
[Tnan mpencrasisier co0oii mepedeHb BOMPOCOB, OTPAKAIOLIMX coaepkaHue uccaenoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOJAYMaH U MOCTPOEH, BO MHOI'OM 3aBUCUT Ka4e€CTBO KOHTPOJIbHOM
paboTbl. B muian menecoo0pazHo BKIIOYHTH HanOoJiee BaKHbIE TEOPETUUYECKHE U MPAKTHYECKHE
BOIPOCHI TEMBbI, KOTOpbIE MPHU HEOOXOAMMOCTH MOTYT OBITh JAeTann3upoBaHbl. Kak mpasuiio,
palounii BapuaHT IUIaHa J0JKEH ObITh Pa3BEPHYTHIM, YTO o0Jyieryaer padoTy Hajl TEMOH.

B oOkoHuaTenbHOM BapuaHTE IUIAaH MOXET OBbITh JaH B COKPALIEHHOM BHUZE, HO
00s3aTENIbHBIM  YCIIOBHEM TIPH 3TOM SIBJISIETCS OTPaKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMBbIX B KOHTPOJIbHON pa Oore. CocTaBleHHBIN IUIAH JOJDKEH HAUTH OTPaKEHUE B
OTJIaBJICHUH K KOHTPOJBHOHM padoTe. PaboTa NOIKHA BKIIIOYATh TUTYJIBHBIN JIUCT, OTJIaBICHHE,
BBEJICHHE, OCHOBHYIO YaCTh, COCTOSIIYIO U3 HECKOJIBKHUX Pa3/IeoB U aparpados, 3aKI04eHue,
CIHMCOK MCTOYHHMKOB M JIUTepaTypbl. Bo BBeAeHUM HEOOXOIMMO KPAaTKO PACKPBITH 3HAYCHUE U
aKTyaJIbHOCTh HW3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIE 3a7ayd paloOThL, ee
XPOHOJIOTHYECKHE pPaMKH, OOOCHOBAaTh CTPYKTYpPY, JaTb KpaTkuii 0030p HCTOUYHHUKOB H
auTeparypsl 1o teme. O030p UCTOYHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHUIO
MCIOJb30BAHHOTO ABTOPOM HOPMATHUBHOIO MaTepuana U OIYyOJMKOBaHHBIX cTaTeil. B Hem
ClleyeT JaTh aHajdW3 MCTOYHUKOB M JHUTEpaTyphl. B 3aBucHMOCTH OT 00beMa U IIENEBOTO
Ha3HA4YeHUs paboOThl, 0030p UCTOYHUKOB U JIUTEPATYPbl MOXKET OBITh MPECTABICH OTACIbHBIM
naparpadoM WIH Pa3/ielioM B OCHOBHOW 4acTu paboTHI.

OcHOBHast yacTb KOHTPOJBHOH paboThl NOJHKHA OBITH M3JI0KEHAa B COOTBETCTBUHU C
IUIAaHOM, OCBELIaTh COCTOSIHUE M COAEpXKaTh aHAJINU3 pPAacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOTO YpPOBHSI DPa3BUTHSI TEOPETUUYECKUX 3HAHUNH M OIbITa MPAKTUYECKOH pPabOTHI
apXMBHBIX YUPEXKIECHUH B 3TOW 00JIaCTH.

[Tpu packpbITHH TOW MM HHON TEMBI CTYICHT JOJDKEH CTPEMUTHCS OIPOOHO U IITyOOKO
U3JI0)KUTH Kpyr BOIPOCOB, BXOIAIMX B Hee. Ilo Mepe paccmMoTpeHus martepuana OTAEIbHBIE
MIOJIOKEHHSI KOHTPOJILHON paboThI clefyeT WUTIOCTPUPOBATh IPUMEPAMU U3 JIUTEPATYPHI H, IO
BO3MOJKHOCTH, U3 TPAKTHUKH pabOThl KOHKPETHBIX apXMBOB C 00A3aTEIbHBIMH CCBUIKAMHM Ha
JUTEpaTypy U UCTOYHUKU. B 3aKITI0YEHUN KOHTPOJIbHONW paboThl HEOOXOAUMO IMOJBECTH UTOTH
TEOPETHUYECKOW M TMPaKTHUECKOH pazpaboTku BompocoB. CHHCOK MCTOYHMKOB M JIMTEPATYPHI
IpeaCTaBiIsieT co0Oi IMepeyeHb MCIOJIB30BAaHHBIX pabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(bamMuIUM 1 MHULUAIBL aBTOPa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BpEMs €€ OIYOJIUKOBAHUS U
CTpaHUIIbI.
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Hpuioxenue 1

AnHomayusa Oucyunaunsl (M0o0yns)

JucuuminHa (MOIyab) «AYTCOPCHUHI B YIPaBJIE€HUM JOKYMEHTaMH OpraHU3aluii»
peamu3yercss Ha  (akynpTeTe  apXMBOBEJICHHS U JOKyMEHTOBENCHHMA  Kadeapoii
JOKYMEHTOBEACHHUS], ayTMOBU3YAJIbHBIX U HAYYHO-TEXHUYECKHX apXUBOB.

[enb AUCUIUIIINHBI — 03HAKOMUTH 00YYaIOIIErocs ¢ ayTCOPCHHTOM B YIIPABJICHUU TOKyMEHTaMU
OpraHu3anui..
3amaun  TUCIUTUTMHBI
3aaun TUCIUILTHBI
- chopMupoBaTh y 00YJarOIIET0Cs MPEACTABICHUS O MOHSATUN ayTCOPCUHTA;
- 03HAKOMHUTH OOYYAIOIIETOCss C UCTOPUEH Pa3BUTHUS ayTCOPCHHTOBBIX YCIyr B oOJacTu
yrpaBlieHus JOKyMeHTaMu B Poccuu;
- chopMupoBaTh y OOYYaIOMIETOCs TMPEACTABICHUS 00 OCOOCHHOCTSAX ayTCOPCHHTa
yIpaBlIeHUH JOKYMEHTaMH HETOCYIapCTBEHHBIX OpPraHU3aIIN;
- chopMupoBaTh y OOYydYaOLIETrOCsl MpPEICTaBICHUS 00 OCOOEHHOCTSX AayTCOpCHMHIa B
yIpaBlIeHUH TOKYMEHTaMU OPraHOB rOCYAaPCTBEHHOM BIACTH U MECTHOTO CaMOIITIPaBIICHHS;
- cdopmupoBaTh y OOydYalomIerocs 3HAHWS OCHOBHBIX OJTaloB  IPEIOCTABICHUS
ayTCOPCHUHTOBBIX YCIYT B YIIPABJICHUH TOKyMEHTAMHU OpraHU3aIii;
- copMHUPOBATh Y 00YYAIOIIETOCS YMEHHS aHATTU3UPOBATh PHIHOK ayTCOPCUHTOBBIX YCIIYT B
yIpaBIeHUU JOKYMEHTAMH.
JucuumiuHa (MOylb) HampaBlieHa Ha (JOPMUPOBAHUE CICAYIONUX KOMIIETCHITU:

[1K-2 CriocobeH opraHu30BaTh U OCYLIECTBIATh JOKYMEHTALMOHHOE 00ECIIeYeHHE YIPaBICHUS
B OpraHM3alMsAX Pa3IUYHBIX OPraHU3alUOHHO-TPABOBBIX (GOpM U (GOpPM COOCTBEHHOCTH,
roCyJapCTBEHHBIX OPraHax U OpraHax MECTHOTO CaMOYIPaBJICHUS

[1K-7 CnocobeH OCYIIECTBIATh JOKYMEHTAlMOHHOE OOeCreueHne AEATEIbHOCTU 10 HOoa00DpYy,

OILICHKE, Pa3BUTHIO U OpraHU3aly Tpy/a epcoHana

B pe3ynbraTe 0cBOCHUS AUCIUILTMHBI (MO ) OOYJArOIIHIACS TOJIKEH:

3HaTh:

TEOPETUYECKUE OCHOBBI IOKYMEHTAIIMOHHOTO 00ECTICUCHHUS yITPABICHUS

OCOOCHHOCTH TOCTAaHOBKH JIOKYMEHTAIIMOHHOTO OOECMEYEeHHs YIPABICHHUS B OPTaHU3AIMSIX

Pa3NIUYHBIX OPraHU3aIMOHHO-TIPAaBOBBIX (opM U (GOpM COOCTBEHHOCTH, TOCYJApCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO CaMOYIPaBICHUS

cocTaB (PYHKIMIA CITY>KO JOKYMEHTAITMOHHOTO 00ECTICUeHHSI yIIPABICHUS

NPUMEHATh TEOPETUYECKUE 3HAHUS MPH OpraHu3alMKd JIOKYMEHTAIMOHHOTO OO0ecreYeHus

yIIpaBJICHUS! OPraHU30BaTh JOKYMEHTAIMOHHOE OO0eCleYeHHWEe B OPraHU3alMsIX pPa3IUYHbIX
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OpraHU3alMOHHO-TIPABOBBIX (POPM U POPM COOCTBEHHOCTH, FOCYAAPCTBEHHBIX OpraHax M opraHax
MECTHOTO CaMOYIIPABJICHUS YIPABJICHUS OCYIIECTBIATH pPadOTy MO JOKYMEHTAIlMOHHOMY
00€CTIeYeHHIO YITPABICHUYECKUX MTPOLIECCOB
Bianers:
METOJI0JIOTHEN TOKYMEHTAIMOHHOTO 00eCTIeYeHHs YIIPaBICHUS
HaBBIKAMH COBEPILIEHCTBOBAHUS CUCTEMBI IOKYMEHTAIIMOHHOTO 00ECIICUeHUs! YIIPaBICHUS
HaBBIKAMU JOKYMEHTHPOBAHMS YIPABICHUECKUX MPOIECCOB U pabOTHl C JOKyMEHTAIMel B
OpraHM3alsaX pa3IMYHBIX OPraHU3aIMOHHO-TIPABOBBIX (opM ©  ¢GopM COOCTBEHHOCTH,
rOCyJapCTBEHHBIX OPraHaxX U OpraHax MECTHOTO CaMOYIPABICHHS.
o aucruruze (MOAYIIO) MPEAYCMOTPEHA IPOMEXKYTOYHAs aTTecTalys B (popme 3adera.
OOmast TpyIOEMKOCTh OCBOCHHS AMCIUILTUHBI (MOIYJSI) COCTaBISIET 3 3a4ETHBIC

€ JUHUIIEL.
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