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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieanb 1 3aaa4u JUCHUILIMHBI
I_ICJ'II: AUCHUIUIMHBI - TOATOTOBUTH BBIITYCKHHKA, YMCIOIICTO OPraHnU30BaTh YIIPABJICHUC

JOKYMEHTaMH B CUCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO000pOTa U pa3padboTaTh HEOOXOIUMbIE
JIOKaJIbHbIE HOPMATHBHBIE aKThl OPraHU3AIMH, PETryIUPYIOIIUe paboTy B CUCTEME 3JICKTPOHHOTO
JTOKyMEHTOo0OOopoTa.

3ajaun AUCIUIUIAHBI:

- U3y4YUTh TPAaBOBbIE M METOJMYECKHE OCHOBBI YIIPABICHUS JOKYMEHTAMHU B
OpraHu3aLusX;

- U3YYUTh KPUTEPUH U TPEOOBaHHS K BEIOOPY CHCTEMBI AJIEKTPOHHOTO IOKYMEHTO000pOTa;
- U3YYUTh METOJIUKY IIOCTPOCHHSI ¥ BEJICHUS KIacCU(UKATOPOB U CIIpaBOYHUKOB B CO/I;
- U3YYUTh METOJIUKY Pa3pab0TKU MapIIPYTOB ABIKEHHSI JOKYMEHTOB B COJI;
- OBJAJETh NPAKTUYECKUMU HaBBIKAMU pa3pabOTKH U COBEPIICHCTBOBAHUS JIOKAJIbHBIX
HOPMAaTHUBHBIX AaKTOB U pAaCIOPAIUTEIbHBIX JOKYMEHTOB, (OPMHUPYIOUIUMX IMPABOBOE IIOJE

npumenenust COJ1 B opranuzanuu.

1.2 Hepequb MJIAHUPYEMBIX pE3yJIbTaTOB oﬁyqumI o IMCHHMIIINHE,
COOTHECCCHHBbIX ¢ HHAUKATOPAMHU JOCTHKCHUSA KOMHeTeHHHﬁ

Komnerennus
(ko1 v HaMMEHOBAaHHUE)

HNuaukaTopbl KOMIETeHIM A
(ko1 v HaMMEHOBAHHUE)

PesynbraTsl 00yueHus

T1K-4. Bnageer 3HaHUAMU
COBpPEMEHHBIX
WHPOPMAIMOHHBIX CUCTEM U
HaBBIKAMHY IPOSKTHPOBAHUS U
BHEJIPCHUS CUCTEM
AJIEKTPOHHOTO
JIOKyMEHTO0000pOTa B
OpraHU3aIuu

I1K-4.1. [IpumensieT 3HaHuE
COBPEMEHHBIX HH()OPMAIIMOHHBIX
CUCTEM, CHCTEM DJIEKTPOHHOT' O
JIOKYMEHTO000pOTa, IIPAaBOBEIX aKTOB B
cdepe yrpaBieHus HHPOpPMALIUEH U
JIOKyMEHTalUEH B MIPAKTUUECKON
EeSITCIHbHOCTH

3HaTh: COBpeMEHHbIE HH(OpMaIOHHbIE
CHUCTEMBI, CUCTEMBI DJIEKTPOHHOTO
JIOKyMEHTO0000pOTa, TPaBOBOE
perynupoBanue cepsl ynpaBIeHHs
nHpopmanmen 1 JOKyMeHTaen
YMeTh: NpUMEHATh 3HaHHE HOPMATHBHO-
NIPaBOBO 0a3bl B chepe ynpaBiIeHHs
nHpOpPMANUEH U JOKYMEHTAINEH B
MPAKTUYECKOH NeATETbHOCTH

Brraners: HaBbIKaMu BBIOOpa
HEOOXOANMBIX TEXHOJIOT HUECKHI
peLleHNni B MPOLIECCE YIPaBICHUS
nH}opmanmel 1 JOKyMeHTanuen

I1K-4.2. IIprMeHsIeT METOIOIOTHIO
OpPraHU3alUOHHOI0 IPOEKTUPOBAHHUS IIPH
aHAJIN3€ CUCTEMBI JOKYMEHTALMOHHOIO
obecrieueHust yIpaBiIeHHs B OpraHU3aluH

3HaTh: METOOJIOTMUECKUE OCHOBEI
MIOCTPOECHHUS YIIPABICHUYECKUX CUCTEM U
CHCTEM JJOKyMEHTAI[IOHHOTI'0 00ecCIIey eHHU S
YIIpaBJICHHS

YMeTb: NIpUMEHSTh PAa3INYHbIE
METOAOJIOIMYECKHE OAXOIbI IPU
IIPOEKTUPOBAHUYU CUCTEM

JIOKYM EHTAI[IOHHOT'0 00€eCIIeYCHUS
YIIpaBJIEHHS

Brraners: HaBBIKaMU aHaIHM3a U
OpPraHU3aMOHHOTIO IPOEKTUPOBAHUS
CHCTEM JIOKyMEHTAI[IOHHOTI'0 00ecCIIey eHHU s
YITpaBJICHHS

I1K-4.3. YuacTByeT B IPOEKTUPOBAHUU U
BHEJIPEHUH CHCTEM DJIEKTPOHHOTO

3HATh: IpaBujia U MCTOAOJIOTMYCCKUC
NOAXOAbI K NPOCKTUPOBAHNIO CUCTCM




JIOKYyMEHTO000pOTa B OpraHu3aIuu 3IIEKTPOHHOT'0 JOKYMEHT0000pOTa Y METh!
BHEJ[PSATH CUCTEMBI 3JIEKTPOHHOI'O
JIOKyMEHTO000poTa Brasiets: HaBbikamMu
BBISIBJICHUSI HAHOOJIEE ONTUMATBHBIX
nokasaTeseil, HeOOX OIUMBIX TSt
MPOEKTUPOBAHUS U HACTPOUKH CHCTEM
3NIEKTPOHHOTO JIOKYMEHTOO0O0pOoTa

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IibHOM
NPOrpaMMblI

JqucuuminHa (Moaynap) «YNpaBiaeHUE JOKYMEHTAaMU B CHUCTEMAax dJIEKTPOHHOIO
JTOKYMEHTO000pOTa» 4acTH, (OpMHUPYEeMOH ydaCTHUKaMU 00pa3oBaTeIbHBIX OTHOLICHUN OJ0Ka
JIUCUUIUIMH Y4eOHOTO TUIaHa.

JUisi OCBOEHMSI AMCHUIUTUHBL (M0O0Y/s) HEOOXOIUMBI 3HAHUS, YMEHHS M BIAJCHUA,
c(OPMHUPOBAHHBIE B XOJI€ M3YUEHHUS CIEAYIOIMIMX TUCHUIUIMH M MPOXOXKICHUS MPAKTHK:,
«lokymeHToBeieHue», «Opranuzanusi M TEXHOJOTHS JOKYMEHTAllMOHHOTO o0OecreueHus
yrpaBiieHUs», «HPOopMannonHbie TexHoorun», « Madpopmannonnsie TexHoaoruu B 10V »..

B pesynbprare OcBOEHHMS IUCHMIUIMHBI (MOAYJs) (OPMUPYIOTCS 3HAHHS, YMEHUS U
BJIQJICHUsI, HEOOXOAUMBIC Uil M3YyYCHMs CIEIYIOIUX JUCLUUIUIMH (MOAYNECH) U MPOXOXKICHUS
NpPaKTUK: «YTpaBieHue HUHPOpMaLMel M JOKyMEHTalued 3a pyOexxom», «YIpaBiieHHE

uHpopManrei 1 TOKYMEHTAIMeH IEKTPOHHOTO PAaBUTEILCTBAY.

2 Crpykrypa JUCUMILIMHBI

OO0mas Tpy10eMKOCTh TUCIUIUTHHEI cocTaBisieT 3 3.e., 108 4.

CTpyKTYypa AMCUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

O0beM AUCHUIIITUHBI B ()OpME KOHTAKTHOW PAaOOTHI OOYYAIONIUXCS C TIEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa30BaTeIbHOMN MpOorpaMMbl Ha
WHBIX YCIOBUSX, IPH MPOBEICHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuectso
4acoB
2 Jlexuun 24
2 [IpakTnueckue 3aHATUSA 36
Bcero: 60

O0BbeM AUCHIHUTITUHBI B OPME CAMOCTOATEIbHON pabOThI 00YUYAIOIIUXCS COCTABIISAET 48
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI A5l 04HO-3204HOI (GopMbI 00yUeHHsI



O0beM mucCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa3oBaTeIbHOMN MpOrpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBECHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA

KommuecTBo yacos

2 Jlexumn 16
2 [IpakTnueckue 3aHATUSA 20
Bcero: 36

O0beM AUCIUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIIUXCS COCTABIISET 72

AKaACMHUYCCKHUX YaCOB.

CTpyKTypa AUCHUNJIMHBI 1J15 3209H0 (OpMBbI 00yUeHNsI

O0beM muCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYArOIIMXCS C MEAaroTHYeCKUMU

pabOTHHUKAMU | (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K peau3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA

KommuecTBo yacos

2 Jlexnuu 12
2 IIpakTnueckue 3aHATUSA 16
Bcero: 28

O0beM AUCIUTITUHBI B OPME CaMOCTOATETbHON paboThl 00yUarommxces cocrapiser 80

AKaACMHUYCCKHUX YaCOB.

3 Copepxanve TUCHUIIHHBI

Ne | HammeHnoBaHme pa3iena
JUCIUTLINHEI

Conep:xanmne

1 Bsenenue

IIpegmer, nenu, 3amaud  H3y4eHUs  Kypca.
HcroyHuky U ouTeparypa 1o Kypey

2 1. IlpaBoBO€ perynupoBaHue
yIIpaBJICHUS TOKyMEHTaMHU

HopmaTuBHbIE 1IpaBOBBIE aKTBI, PETYIUPYIOLIUE
BOIIPOCHI JOKYMEHTALUOHHOTO oOecrieueHus
YIOpaBJIEHUs U YIOPaBICHUAd  JOKYMEHTAMMU:

denepanbHBIE  3aKOHHI, yKa3bl [Ipe3unenra
Poccniickoit ®enepanny, [IOCTaHOBJICHUS
[IpaBuTenbcTBa Poccuiickoit denepauuu,
BEJIOMCTBEHHbIE HOPMATHBHBIE TPABOBBIE AKThI
®denepanbHOTO apXUBHOTO arcHTCTBA,

MunucrepcTBa IM(PPOBOTO  pPa3BUTHUS, CBSI3H H
MaccoBbIX KOMMyHukauuii P®, ®denepanbHon
cnyxk0bl  oxpanel P® wu gp. HanuonanbHbie
crangapTsl PO 06 ynpaBieHNH JOKYMEHTaMHU.

3 | 2. Kpurepuu BbIOOpa CHCTEMBI
3JIEKTPOHHOTO JOKYMEHTO000pOTa
Tunossie TpeboBanus k CO/l u

COBOKYMHOCTh ~ KpUTEpUEB U  TpeOOBaHMIA,
UCTIOJIBb3YEMBIX JIIsl BBIOOpA CHCTEMBI AJIEKTPOHHOTO
JOKYMEHT0000poTa: PyHKIIMOHATbHBIE TPEOOBAHMSI,
CHCTEMHO-TEeXHHUECKHE TpeOOBaHMs, TpeOOBaHUS K




CX3/1 B rocymapcTBEHHBIX unTepdeiicy, TpeOOBaHUS TIO UHTETPAMH CO
oprasax CMEXHBIMH  CHCTEMaMHM,  MCIIOJIB3yeMBIMH B
opraHuzanuu, TpeOoBaHHUA IO HH(POPMALMOHHOM
0€3011acCHOCTH, HA/IC)KHOCTH, YIPaBICHUIO
TOCTYIIOM, TpeGoBaHuUs 0 BO3MOKHOCTH

MH()OPMAIIMOHHOTO B3aUMOJICUCTBUS C JAPYTHMH
cuctemamu (MDJ10, CM3B u np).

4 3. Onpenenenue BumoBoro cocrapa | POpMUpOBAaHME  CUCTEMbI  CIPAaBOYHHUKOB U
JOKYMEHTOB ~ OpraHu3alu Uit knaccudukatopoB B COJl : BHIOB JOKYMEHTOB,

MOCTPOCHUS knaccudukaropa | KOPPECIOHACHTOB, CTPYKTYPHBIX —IOApa3/eICHUH
BHUJIOB JIOKyMeHTOB B CO/1. OpraHu3alnuu, JOOJDKHOCTHBIX JIMI[ OpraHu3aluH,
Pa3paboTka MapuIpyToB ABM>KEHHsI | BOIIPOCOB ICATEIBHOCTH U JIp.

nokymeHToB B CO/1. Opranuzanus BEJICHUS CIIPaBOYHUKOB "
Omnpenenenue poneil ydacTHHKOB | KIACCH(UKATOPOB B CHCTEME  DJIEKTPOHHOIO
nporieccoB B COJI . JOKYMEHTO000pOTa, OPSIOK BHECEHUSI U3MEHEHUH,

TpeOOBaHMA K 3aIOJHEHUIO HH(POPMAIIMOHHBIX
II0JIEH CIIPAaBOYHUKOB.

[loctpoeHne  THUNOBBIX W WHAMBUAYAJIbHBIX
MapIIpyTOB JBW)KEHHS JIOKYMEHTOB B CHUCTEME
AIIEKTPOHHOTO JOKYMEHTOO00pOTa

Omnpenenenne cocraBa IOJIB30BATeNel  CHUCTEMBI
ANIEKTPOHHOTO  JOKYMEHTOOOOpOTa W HX IIpaB
JIOCTYTIa B CUCTEMY, OTIpE/IeJIEHHE POJIel YIaCTHUKOB
npoueccos B CO/I.

5 |4 PazpaboTka nokanbpHbIX | COBEpILIEHCTBOBaHUE UHCTPYKLUH 10
HOpPMaTHUBHBIX aKTOB U | AETONpPOU3BOACTBY  OpPraHM3allMd  C  Y4ETOM
pacropsIUTENbHBIX  JIOKYMEHTOB, | BHEAPEHHE CUCTEMBI JIEKTPOHHOTO

dopMHpyIOIIMX ~ [PaBOBOE  IOJie | TIOKYMEHT0000opoTa. PyKOBOJACTBO — MOJIB30BaTENs
npumeHenust COJ1 B opraHuzanuu Con.

Kommeke pacropsiAuTeTbHbBIX JOKYMEHTOB,
HEOOXOJUMBIX JUIS BBOJA CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHTO000pOTa B AKCIUTYaTalHIo u
YCTaHOBJICHHsI IPABOBOW OCHOBBI JUIS PaOOTHI B HEH:
npuKa3 o Hayajge padoT 10 AaBTOMAaTU3AMU
JOKYMEHTO000pOTa M CO3JaHHM pabodeil TPYIIb;
IIPUKa3 O 3aIlyCKe B ONBITHYIO AKcIuryaTanuo CO/L,
IIPUKa3 O 3allyCKe B MPOMBIIUICHHYIO 3KCILTYaTaIHIO
CO/1; mpuka3 o padote B CO/1 u 1p.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH

Jlnist ipoBeIeHUs YUeOHBIX 3aHATHH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoyioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET ObITh MCHOJb30BAHO JIEKTPOHHOE
oOy4eHue U (UIM) IMCTAaHIIMOHHBIE 00Pa30BaTEIbHBIE TEXHOJIOT HH.



5 OueHka INIAaHUPYEMBbIX Pe3yJabTATOB 00yYeHUS

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

npakTudeckux 3aHsATHsAX. KoHTposibHas pabora Nel BbIsSBIsSIET 3HAHWE 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 JIOKYMEHTAIlMel U BBISABIIET 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 MPAKTUYECKOE 3a/laHKe, U olleHuBaeTcs 10 40
0aIoB.

B pesynpraTe TEKylIero M MpPOMEXYTOYHOTO KOHTPOJIS 3HAHUM CTYNEHTHI IOJIy4aroT

COOTBCTCTBYIOIYIO OLICHKY 3a 5K3aMCH.

Dopma konmpona Makc. konuuecmeo 6annog
3a 00mny pabomy Bceeo
Tekymuii KOHTPOIIb:
- Konrponbhas padora Ne 1 (temst 1- 10 6annos 10 6annos
4)

- Pedepar 20 6annos 20 bannos
- CemuHapckue 3aHsTus (TeMbl 4-6) 10 6annos 30 6annos
[TpomexyTouHas aTTecTalus 40 6annos

(3auer)
Htoro 3a cemecTp (AUCHUILIHHY) 100 6annos

O1eHKa «yOBIETBOPUTEIBHOY BBICTABISIETCS OOydaroniemycsi, HabpasieMy oT 50 1o 67
0a/uIoB 0alJIOB, OILIEHKA «XOPOIIO» BHICTABISIECTCS oOydaronemycsi, HabpaBmemy ot 68 mo 82
0aioB, OLIEHKA «OTIMYHO» BBICTaBJIsIeTCs oOyuaromemycs, HaOpasmemy oT 83 no 100 Ganos,
C(OPMHUPOBAHHBIX B Pe3yJIbTaT€ CyMMHUPOBAaHUS 0AJUIOB, MOJYYEHHBIX IPU TEKYILIEM KOHTPOJE
U TIPOMEXKYTOYHOH arTectanuu. [lomydeHHbIN COBOKYIHBIN pe3yabTar (MakcumyM 100 6amioB)
KOHBEPTUPYETCSA B TPAAULUMOHHYIO IIKAJIY OLEHOK M B IIKaJy OLEHOK EBpONENCKON CHUCTEMBI
nepeHoca u HakoruieHus: kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBETCTBUH C TAOIUIIEH:

100-6annbHas TpazionHas mKaa [kana
IIKasa ECTS
95 - 100 A
8304 OTnnuHo B

68 — 82 Xoporwo 3aHTCeHO C

56 — 67 yIOBJIETBOPUTEIILHO D




50 —-55 E
20 —49 FX
0-19 HEYJOBJIETBOPUTEIILHO HE 3a4TEHO F

5.2 KpnTeplm BBICTABJICHHUA OLHCHKH 110 JUCHUIIJIMHE

Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4EHUS 110 TUCHUIUINHE

100-83/
AB

«OTJIIMYHO»

BricraBnsercs oOy4aromemMycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUN
MaTepual, MOKET MPOJAEMOHCTPUPOBATH ATO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

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

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoOHaNBLHON IUTEpaType.

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

KoMnereniuu, 3akperui€HHble 3a JUCLUIIIMHOM,
cOpMHUPOBAHBI HA YPOBHE — «BBICOKHII».

82-68/

«XOpomo»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U PAKTUYECKUI MaTepUall, FPaMOTHO U 110
CYILECTBY U3JIaraeT €ro Ha 3aHATUSAX U B XOIE
IIPOMEKYTOYHOM aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIOXKEHHUS IIPU PELICHUH IIPAKTUYECKUX 3a1a4
npodeccuoOHaTbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJI0’KHOCTH, BJIaJIeeT HEOOXOJMMBIMHU JIJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npodeccuoHaNBLHON IUTEpaTypE.

OreHKa Mo TUCIMITIIMHE BHICTABISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalluu.

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

67-50/
D,E

«YZIOBIIETBOPHU-
TEIILHO»

BrictaBnsercs o0ydaroiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MMPAKTUYECKUN MaTepuall,
JOITYCKAeT OTAEIbHBIC OMIMOKU TPHU €ro U3JI0KEHUN Ha
3aHATHUSAX U B XOJIE IPOMEXKYTOUHOM aTTECTAIIUH.
OOyuaromuiicsi ICIIBITHIBAET OIIPEICIEHHBIC 3aTPYAHEHUS
B IPUMEHEHUHU TEOPETHYECKHUX MOJI0KESHUH NPH PEIICHUH




Bamsl/ O1eHKa 110
Hlkama ECTS | gucuuruimnae

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJCET
HEOOXOIUMBIMH JJIsSI 3TOT0 0a30BBIMH HaBBIKAMHU H
IpUEMaMHu.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEOHOH
JIATEPATYPBI MO TUCLUILIMHE.

OneHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCcTalluu.

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

49-0/ «HEY/IOBJIETBOPHUTE
F,FX JIBHOY»

BrictaBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHUI U MPAKTHUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MIPH €ro
W3JI0KEHUU Ha 3aHATHUAX U B XOJI€ IPOMEKYTOUHON
aTTeCTaLluu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIE 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJIOKEHUN IIPU PEILICHUN
MPAaKTUYECKUX 3a7a4 MPo(hecCHOHaTbHON HAlIPaBJICHHOCTH
CTaHAAPTHOIO YPOBHS CIIOKHOCTH, HE BJIAJEET
HEOOXOAUMBIMHU JJIsl 3TOTO HAaBBIKAMU U MPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOM
JIUTEPaTypsl 110 JUCLUIIIIMHE.

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

KoMmiereH1um Ha ypoBHE «JI0CTaTOYHbINY, 3aKPETIIEHHBIE
3a MCUUIUIMHON, He C()OPMHUPOBAHBI.

5.3 OueHouHble cpecTBa (MaTepPHUAJIbI) AJM TEKYIIer0 KOHTPOJIs
ycneBaeMOCTH, IPOMEKYTOUHOM aTTecTAIlUN 00yUAOIINXCSH M0

AMCIUILTHHE

IIpuMepHBIi IepedeHb BOIIPOCOB K HK3AMEHY

1. HopmaTuBHbBIE IIpaBOBBIE AKThI, PEIVIAMEHTUPYIOLIUE YIIpaBICHUE IOKYMEHTAMHU B

Poccuiickoit @enepanuu.

2.HarmonaneHeie cranaapTsl PO 06 yrpaBiieHUN JOKyMEHTaMU.
3.Kpurepuu BbIOOpa CUCTEMBI JOKYMEHTO00O0POTA B OpraHU3alMH.
4. Tunossle (GyHKIIMOHANbHBIE ~ TpeOOBaHUS K CUCTEMaM  3JEKTPOHHOTO

JOKYMEHTOO0OpOTa U  CHUCTEMaMm
rOCyIapCTBEHHBIX OPraHOB.

XpaHEHHsI IEKTPOHHBIX JOKYMEHTOB B  apXuBax

5.IlpaBuna Jenonpou3BOACTBA B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIpaBICHHsI 00 yIpaBJIEHUH TOKYMEHTaMHU B CUCTEMaXx 3JIEKTPOHHOTO IOKYMEHTO000pOTa.

6. [IpuMepHast HHCTPYKLHUS 110 JETOTPOU3BOJICTBY B FOCYJAPCTBEHHBIX OpraHU3aIusIx 00
yIIpaBJIEHUH JOKYMEHTaMU B CHCTEMax 3JIEKTPOHHOTO IOKYMEHTO00O0poTa.

7.TOCT P CO 15489-1-2019 o npoueccax BBOJa TOKyMEHTOB B CUCTEMY U yIIPaBICHUU

JOKYMEHTAMHU.
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8.CucremMa cripaBOYHHMKOB U Kiaccupukaropos B CO/L.
9.Ilopsmok popMHpPOBaHUS U BeIeHUS KilaccuukaTropa BUI0B JOKyMeHTOB B CO/.
10. Ilopsimok MOCTPOEHUS THUNOBBIX W HWHAWBHUIYAIBHBIX MapUIpyTOB  JIBKCHHUS
JOKYMEHTOB B CHUCTEME JIEKTPOHHOTO JJOKYyMEHTO000pOTA.

11. Onpenenenne npas JOCTyINa y4aCTHUKOB IPoOLieccoB (mosb3oBaTeneii) B COJI.

12. CoBeplIeHCTBOBAaHUE MHCTPYKLUHU MO JEIONPOU3BOJACTBY OPraHHU3ALMM C YYETOM
BHEPEHHE CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000POTA.

13. Pa3paboTka KOMILIEKCa paclopsaIUTEIbHBIX JOKYMEHTOB, (POPMHUPYIOIIUX ITPABOBOE
nose npumenenuss COJ[ B opranuszanumu.

14. Pa3paboTka JIOKaJbHBIX HOPMATHBHBIX aKTOB OPraHU3aIlMM, PEriJaMeHTUPYIOIIUX

paboty B CO/I.

6 VYueOHO-MeTOAM4YecKoe U MH(GOPMALIMOHHOE o00ecTiedeHUe TUCIHILJINHBI
6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI

Hctounuku

OcHOBHBIE

@enepanbublii  3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wuHpopmanmm,
UH(POPMAIIMOHHBIX TEXHOJIOTUSIX u 0 3aIIuTe UHPOPMAITHH URL:
http://www.consultant.ru/document/cons_doc LAW 61798/ (mata oOpamenus — 20.03.2024)..

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O0 »snextponHoi moamucu” URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ (nara obparmenus — 20.03.2024).

[Tocranosnenue IlpaButensctBa PO ot 24.07.2021 Ne 1264 “O06 yrBepxaenun [Ipasun
oOMEHa JOKYMEHTaMH B DJJEKTPOHHOM BHJIE TIPM OpPraHu3aluyd  HH(OPMALKOHHOTO
B3aumojeiictBuss” URL: http://www.consultant.ru/document/cons doc LAW 391793/ (nmara
obpammenus - 20.03.2023).

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

Meronuueckne peKOMEHAAMH MO pa3pabOTKe MHCTPYKIHMHA MO JEJIONPOHM3BOJICTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata obpamenus — 20.03.2024).

[TpumepHast MHCTPYKIUS TI0 ICIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPraHU3AIMSAX, YTB.
ITpuxazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata o6pamenus — 20.03.2024)...

[Tpuka3z denepanpHOro apxuBHOro areHTcTBa ot 15 urons 2020 r. N 69 "O6 yrBepxaeHun

TunoBeIx (QYHKIMOHATBHBIX TpPeOOBAaHMN K CHCTEMaM HJIEKTPOHHOTO JOKyMEHTO000poTa H


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_391793/
http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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crCTeMaM XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB B apXMBax rocyaapcTBeHHbIX opraHos" URL:
https://base.garant.ru/74781642/(nara obpamenus — 20.03.2024).

IIpukas MuHuctepcTBa TpyAa M coLMalbHOM 3amuTel Poccuiickoit depepanuu OT
27.04.2023 Ne 421u. «O0 yrtBepxaAeHUM HpodeccHoHaIbHOTO cTaHgapta CHenuaauct o
yIpaBJIeHUIO JOKyMeHTamMu opranu3amum». URL: https://docs.cntd.ru/document/1301709281
(mata obpamenus - 20.03.2023).

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxkaenun IlepeyHs THUIOBBIX
YIPaBJIEHYECKUX AapPXUBHBIX JIOKYyMEHTOB, OO0pa3ymoIIuxcs B THpolecce JesATeTbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJICHUS M OpraHU3alid, C yKazaHHEeM
cpokoB uX xpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449) URL:
http://www.consultant.ru/document/cons_doc LAW 345020/ (mata o6pamienus — 20.03.2024).

I'OCT P 7.0.97-2016. Haunonanbsnsiii crangapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB N0 HH(opManyu, OUOTUOTEUHOMY M H3JAaTeNbcKoMy Jaeny. OpraHu3alnnoHHO-
pacriopsiauTenbHas  JOKyMeHTamus. TpeOoBanust k  odopmienuto jgokymentoB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nara oopamenus — 20.03.2024)..

I'OCT P UCO 15489-1-2019 HauwmonanbHblii ctanzapt Poccuiickoit ®enepauuu.
Cucrema cTaHIapTOB 10 WH(pOpMaIK, ONOTUOTEUHOMY M U3/1aTenbecKkoMy neny. Unpopmar3us
U JOKyMeHTaus. Ympasienue nokymentamu. Yacte 1. [onsrus m npunuunsl. URL: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata o6pamenus — 20.03.2024)...

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO M apXUBHOE A€N0. TepMUHBI U ONpPENEICHMUS.-
URL: http://www.consultant.ru/document/cons doc LAW 163800/ (mara oOpamenus —
20.03.2024)...

Jumepamypa

HemonpousBoactBo: Yuebnuk /beikoBa T.A., BsinoBa JI.M., Kykapuna F0.M., Cankuna
JL.B.; mox o6m. pen. nou. T.A. BeikoBo#. - 5-e u31., nepepad. u mom. - M.: Uadpa — M. 2023. 403
c. + Jlon. Marepuansl [ D1eKTpoHHBIN pecypc].

bo6buteBa ML.II. YnpaBieHueckuii TOKyMEHTOO0OPOT: OT OyMaKHOTO K 3JIEKTPOHHOMY.
Bomnpocs! Teopun u mpakTuku. — 3-e u3 ., nepepad. u gomn. — M.: OO0 « TEPMUKA.PVY», 2023.
— 426 c. URL::https://edou.olimpoks.ru/books/administrative_document flow.pdf (mara
obpamenus — 20.03.2024).

C.A. T'noroBa, A.JO. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko J[oKyMEHTallMOHHOE
obecrnieueHue ynpasieHus, o oomeit pegakiueit T.A. berkooit. — M.: OO0 “1C-ITabmumuHr”,

2016.-350c.


http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://edou.olimpoks.ru/books/administrative_document_flow.pdf
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6.2 TlepeueHnb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKALIMOHHOI CeTH

«AnTepuer»
- I'apanT [OnexktpoHHBIl pecypc]. — DnekTpoH. gaH. — M., cop. 2024. — Pexum npoctyna:

http://www.garant.ru.

- Koncynprant Ilntoc [DnexktpoHHsiii pecypc]. — DnekTpoH. gaH. — M., cop. 2024. — Pexum

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

6.3 IIpodeccuonanbHbie 62361 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

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

WuopmalioHHbIE CITPABOYHbBIE CUCTEMBI:

1.
2.

Koncynprant [L1roc
lapant

z MaTepI/IaHbHO-TeXHI/I‘leCKOC odecmeyeHue AUCHHUIIIINHBI

Aynautopun ajsi IpOBEACHUS JIEKLIIUNA U CEMUHAPCKUX 3aHITUN ¢ TEXHUYECKUMU CPEJICTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), IKpaH (IEPEHOCHOM HUITH CTAIIHOHAPHBIN)),
KOMITBIOTEPHBIN KJIacC [Tl MPOBEACHUS Ta00PaTOPHBIX 3aHSATHH.

1. Ilepeuens IIO

Nent Haumenosanue [10 [Ipoussonurens Cnoco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
Cc60000HO
pacnpocmpausiemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINLIEH3UOHHOE
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
Nomr HaumenoBanue
/i
1 | MexnyHnapoaHbsie pedeparuBHble HaykomeTpuueckue b/l, nocTymHble B pamkax

HamuoHaILHOU moanucku B 2020 r.
Web of Science

Scopus



http://www.garant.ru/
http://www.consultant.ru/
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2 | IlpodeccuonanbHble NOTHOTEKCTOBBIE b/, TOCTynmHBIE B paMKax HAI[MOHAIBHOM
noanucku B 2020 T.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | IIpodeccuonansubie moaHOTEKCTOBBIC b /]

JSTOR

W3nanus o oO1eCTBEHHBIM U TyMaHUTAPHBIM HayKaM
OnexkrponHas bubauoreka Grebennikon.ru

4 | KoMIbloTepHBIE CIIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 Oolecneuenue 00pa3zoBaTEJbLHOIO MPOIECCA IJIA JIMI[ C OTPAHUYEHHBIMU

BO3MOKHOCTSAMMU 3/1I0POBbHA 1 HHBAJIHU/I0B
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:
- JeKIUuu O(GOPMIIIOTCS B BHJIE 3JIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;
- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCS HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
IPOrpaMMHBIM 00eCTieueHHEM, MIIK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrieunBaeTCs MHIUBUyaAIbHOE paBHOMEpHOE ocBerieHune He menee 300 JTrokc;
- JUIsL BBIMOJIHEHUS 3aJaHMUA TPU HEOOXOJMMOCTH MPENOCTaBISIETCS YBEIUYMBAIOLICE
YCTPOHCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BaHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;
- MUCbMEHHBIE 33aJJaHUs 0(DOPMIIIOTCS YBEIIMYECHHBIM HIPU(PTOM;
- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBIIOJIHSIOTCSA B TUCbMEHHON (opme Ha
KOMIIBIOTEpE.
* IS TIYXUX U CIa0O0CIBIIIAIINX:
- Jekuuu OoQOpMISIIOTCS B BUAE DIEKTPOHHOTO IOKYMEHTa, JHOO MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIAs allllapaTypa MHAUBUAYAJIBHOTO TIOJIb30BaHUS;
- MUCHbMEHHBIE 331aHUS BHITIOJIHIIOTCS HAa KOMIIBIOTEpPE B MMCbMEHHOH (opMme;
- 9K3aMEeH M 3a4€T MPOBOATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOKHO ITPOBEACHUE
B (hopMe TeCTUPOBAHUSI.
*  JUIsl UL C HAPYLIEHUSMU ONIOPHO-/IBUTaTENBHOTO alnapara:
- JIeKIUH O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;
- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCS. HAa KOMIBIOTEPE CO  CHELHMAIM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;
- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBIIOJIHSIOTCS B TUCbMEHHON (popme Ha
KOMIIBIOTEpE.
[Tpu He0OX0IMMOCTH TPETyCMATPUBAETCS YBEIMUYCHUE BPEMEHH IS TOJITOTOBKH OTBETA.
[Ipouenypa  mpoBeAcHHsS]  MPOMEXKYTOYHOW  arTecTaliuu s O0y4aronuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAMBUIYAJIBHBIX TCHUXO(U3MUECKHMX OCOOECHHOCTEH.
IIpomexyrouHas aTTecTanus MOKET IIPOBOAUTHCS B HECKOJIBKO JTAIIOB.
[Tpu mpoBeneHUH MPOLEAYPHl OLIEHUBAHUS PE3yJIbTaTOB OOYYEHHs MpeaycMaTpUBaeTCs
UCTIOJIb30BAHNE TEXHUYECKUX CPEICTB, HEOOXOMUMBIX B CBSI3U C HWHIMBHIYaJIbHBIMU
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0COOEHHOCTSMH 00yUarOIIUXCs. DTU CPEACTBA MOTYT OBITH IPEJOCTABICHBl YHUBEPCUTETOM, WITH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHWS  pe3yJIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
UCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH)OPMAIMOHHBIM M OuOIMOrpadguyeckuM 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 ayaunoaiina.

* IS TIIYXUX U CIAaOOCTBIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

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

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMOTEeKa W MHbIE MOMEIICHUs Il 00YUYeHHUs] OCHAILEHBI CIEeUUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUSI:

* IS CIENBIX U CIaO0BUISIIUX:

- YCTPOICTBOM Ul CKaHHpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpuntepoM bpaits EmBraille ViewPlus;

* IS TIIYXUX U CIAOOCIBIIIAIINX:

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

- aKyCTUYECKUN YCHIIUTEIb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBM>KHBIMHU, PETYIHPYEMBIMH S)proHOMU4YeckuMu napramu CU-1;
- KOMITBIOTEPHON TEXHUKOM CO CIEIMATIBHBIM ITPOrPAMMHBIM 00ECIICYEHHEM.

9 Meroauveckue MaTepUaJIbl
9.1 IlnaHbl IPAKTHYECKUX 3aAHATHIA.

Tema 2. Kpurepun BbI0Opa cHCTeMBbI 3JIEKTPOHHOT0 IOKYMEHT0000poTa — 8 yacos.

Llenp 3aHATHS — M3YYEHUE CHCTEMBbI KpUTepueB M TpeGoBanui aist Beioopa COJI B
COBPEMEHHBIX OpPraHU3aLUAX, TOCYJapCTBEHHBIX OPraHax, OpraHax MECTHOI'O CaAMOYIIPABIICHHUS.

3apanns 119 CaMOCTOSITeILHOI padoThl.

1.Ha ocnoBe “THUMOBBIX (QYHKIMOHAIBHBIX TpPEOOBAaHHIA K CHUCTEMaM OSJIEKTPOHHOTO
JOKYMEHTOO0OpOTa M CHCTEMaM XpaHEHHMsS JJEKTPOHHBIX JIOKYMEHTOB B  apXuBax
rocylapcTBeHHbIX opraHoB” u “IIpaBun Jenonpou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOyIpaBJieHHUs cPOpMyIUpOBATH cUCTeMY TpeboBaHuil K BeiOopy CO/I B
rOCyJapCTBEHHOM OpraHe.

2. Ha ocnoBe “TunoBbIX (hyHKIMOHANBHBIX TPeOOBAHUN K CHUCTEMaM OSJIEKTPOHHOTO
JOKYMEHTOO0OpOTa M CHCTEMaM XpaHEHHsS JJIEKTPOHHBIX JIOKYMEHTOB B  apXuBax
rocyapcTBeHHbIX opraHoB” u “IlpaBun nenonpou3BoAcTBa B TOCYNApCTBEHHBIX OpraHax,
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OpraHax MECTHOTO caMOYIIpaBJIeHUs” cPopMyTupOBaTh cucTeMy TpeboBaHMit K BeiOopy CO/] B
OpraHe MeCTHOTO CaMOYIPABICHHS.

3. Ha ocHOBe u3y4eHHOTO MaTepuaia c(hopMyIupoBaTh CUCTEMY KPUTEPHUEB Ui BbIOOpa
CO/1 B rocyiapCTBEHHOM OpraHu3aIuu.

HUcTouynuky u aureparypa

[IpaBuna neNONpPOU3BOJICTBA B TOCYAApPCTBEHHBIX OpraHax, OpraHax MeCTHOTO
camoympasnenus, yrB. IIpukxazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamienus — 20.03.2024).

[Tpuka3 @enepanbHOro apxuBHOro areHTcTBa oT 15 nrons 2020 r. N 69 "O6 yrBepxaeHun
TunoBeix (YHKIMOHAIBHBIX TPEOOBAHMH K CHCTEMaM »JJIEKTPOHHOTO JTOKYMEHTOOOOpoTa H
CHCTEMaM XpaHEHUs DJICKTPOHHBIX JOKYMEHTOB B apXWMBaxX rocyiaapcrBeHHbIX opranoB" URL:
https://base.garant.ru/74781642/(nara obpamenus — 20.03.2024).

Mertoanyeckue peKOMEHAALUUU 1O Pa3pabOTKe HWHCTPYKIMUA MO JIEIOTPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata obpamenus — 20.03.2024).

[TpuMepHast HHCTPYKIUS IO AETONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3aIMX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata o6pamenus — 20.03.2024)...

I'OCT P 7.0.97-2016. Haunonansnsiii crangapt Poccuiickoit @enepanuu. Cuctema
CTaHJApTOB N0 HH(opMayu, OUOTUOTEUHOMY M H3JAaTeNbCcKoMy Jneny. OpraHu3aluoHHO-
pacriopsiauTenbHas  JOKyMeHTanus. TpeOoBanust k  odopmiienuto jgokymentoB  URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nara obparmenus — 20.03.2024)..

I'OCT P UCO 15489-1-2019 HaumonanbHblii ctanzapt Poccuiickoit denepauuu.
Cucrema cTaHIapTOB 10 WH(pOpMAIHK, ONOTUOTEUHOMY M U31aTenbcKkoMy aeny. Uudopman3us
U JOKyMeHTanus. Ympasienue nokymentamu. Yacte 1. [onsrus m npunuunsl. URL: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata o6pamenus — 20.03.2024)...

I'OCT P 7.0.8-2013 [enonpou3BOACTBO M apXUBHOE J€J0. TepMUHBI U ONpPEEICHUS.-
URL: http://www.consultant.ru/document/cons doc LAW 163800/ (mara oOpamenus —
20.03.2024)...

Jumepamypa

HemonpousBoactBo: Yuebnuk /beikoBa T.A., BsinoBa JI.M., Kykapuna F0.M., Cankuna
JL.B.; mox o6m. pen. nou. T.A. BeikoBo#. - 5-€ u31., nepepad. u nom. - M.: Uadpa — M. 2023. 403
c. + lon. Marepuansl [ D1eKTpoHHBIN pecypc].

bo6ruteBa ML.II. YnpaBieHueckuii TOKyMEHTOOOOPOT: OT OyMaKHOTO K 3JIEKTPOHHOMY.

Bomnpocs! Teopun u mpakTuku. — 3-e u3 ., nepepad. u gomn. — M.: OO0 « TEPMUKA.PVY», 2023.


http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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— 426 c. URL::https://edou.olimpoks.ru/books/administrative_document flow.pdf  (mara
obpamenus — 20.03.2024).

Tema 3. OnpenejieHne BUAOBOIO COCTaBa JOKYMEHTOB OPraHM3alMU VISl MOCTPOEHMSA
kJaaccupukaropa BUI0B 10KyMeHTOB B CI/I — 8 yacos.

Ienb 3aHATHS — NPOBEACHUE aHAIM3a BUAOBOIO COCTaBa JOKYMEHTOB B OPIaHU3ALMSIX
st hopMUpOBaHUA KiIaccu(pUKaTopa BUIOB JOKyMeHTOB B CO/1.
3amaHus 11 CAaMOCTOSITENIbHON paboTHI.

1. TIpoanamusupoBats “TumoBble (yHKIMOHAIBHBIE TPEeOOBAHUS K CHUCTEMaM
ANIEKTPOHHOTO  JIOKyMEHTOOOOpOTa M CHCTEMaM XpaHEHHUs 3JICKTPOHHBIX
JOKYMEHTOB B  apxXuBax TrocyJapcTBeHHbIXx opraHoB” u  “IlpaBuna
JEIONPOU3BOJCTBA B  TOCYAAPCTBEHHBIX  OpraHax, OpraHax MECTHOTO
CaMOYIpaBleHHs U BBIABUTH TPEOOBaHMSI K OCTPOCHMIO KIacCu(hUKaTOpa BHJIOB
JOKYMEHTOB.

2. llpoananu3upoBaTh HOMEHKJIATYPY J€1 U HHCTPYKLHUIO IO JEJIONPOU3BOJCTBY
YCIIOBHOM OpraHu3allud M Ha OCHOBE H3YYEHHBIX JOKYMEHTOB COCTaBUTh
KJIaccu(uKaTop BUAOB TOKYMEHTOB JUIsl YCIOBHOM OpraHU3aIluy.

3. NoaroroButh mnpaBuia (HOPMUPOBAHMS M BEAEHUS Kiaccu(ukaTopa BHUIOB
nokymeHToB B CO/1.

HUcTouynuky u aureparypa

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

[Tpuka3 ®@enepanbHOro apxuBHOro areHTcTBa oT 15 urons 2020 r. N 69 "O6 yrBepxaeHun
TunoBbIX (QYHKIMOHAIBEHBIX TPeOOBAaHMI K CHUCTEMaM 3JIEKTPOHHOTO JOKYMEHTOOOOpOoTa M
CHCTEMaM XpaHEHUs DJICKTPOHHBIX JOKYMEHTOB B apXWMBaX rocyiaapcrBeHHbIX opraHoB" URL:
https://base.garant.ru/74781642/(nara obpamenus — 20.03.2024).

Mertoanyeckne peKOMEHAAUUU 1O Pa3pabOTKe WHCTPYKIMUA MO JIEIOTPOU3BOJCTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata obpamenus — 20.03.2024).

[TpumepHast MHCTPYKIUS TI0 ICIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIMSAX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata o6pamenus — 20.03.2024)...

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnaeHuu IlepedHs THIOBBIX
VIPaBJICHYECKUX apXMBHBIX JIOKYMEHTOB, OOpa3ylOUIMXCs B TIPOLECCe JIESITEILHOCTH

roCy/lapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIPABJIEHUS U OpPraHU3allui, C yKa3aHHUEM


https://edou.olimpoks.ru/books/administrative_document_flow.pdf
http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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cpokoB ux xpaHeHus" (3apeructpupoBaHo B Munrocte Poccun 06.02.2020 N 57449) URL:
http://www.consultant.ru/document/cons_doc LAW 345020/ (mata o6pamienus — 20.03.2024).
I'OCT P 7.0.97-2016. HaunonansHsiii crangapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB N0 HH(popManuu, OUOTUOTEUHOMY M H3AaTeNbcKoMy Jeny. OpraHu3aluoHHO-
pacriopsiauTenbHas  JOKyMeHTamus. TpeOoBanust k  odopmienuto jgokymentoB  URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nara obparmenus — 20.03.2024)..
I'OCT P UCO 15489-1-2019 HaumonanbHblil ctanzapt Poccuiickoit ®enepauuu.
Cucrema cTaHaapToOB 10 WH(popMaIHK, ONOITUOTEUHOMY M U31aTenbcKkoMy aeny. Mndopman3us
U JOKyMeHTanus. Ympasienue nokymentamu. Yacte 1. [onsrus m npunuunsl. URL: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata o6pamenus — 20.03.2024)...
I'OCT P 7.0.8-2013 [lenonpou3BOACTBO M apXUBHOE A€N0. TEpMUHBI U ONpPENEIECHMUS.-
URL: http://www.consultant.ru/document/cons doc LAW 163800/ (mara oOpamenus —
20.03.2024)...
Jumepamypa
HenmonpousBoactBo: Yuebnuk /beikoBa T.A., BsnoBa JI.M., Kykapuna F0.M., Cankuna
JL.B.; mox o6m. pen. nou. T.A. BeikoBo#. - 5-€ u31., nepepad. u nom. - M.: Uadpa — M. 2023. 403
c. + Jlon. Marepuansl [ D1eKTpoHHBIN pecypc].
bo6buteBa ML.II. YnpaBieHuecknii TOKyMEHTOOOOPOT: OT OyMaKHOTO K 3JIEKTPOHHOMY.
Bomnpocsl Teopun u mpakTuku. — 3-e u3ll., nepepad. u gomn. — M.: OO0 « TEPMUKA.PVY», 2023.
— 426 c. URL::https://edou.olimpoks.ru/books/administrative_document flow.pdf (mara
obpamenus — 20.03.2024).

Tema 4. Pazpa0oTka JIOKAJIbHBIX HOPMATHBHBIX AKTOB H PACHOPSIAUTEIbHBIX JOKYMEHTOB,
¢opMupyonmx npaBoBoe noJe npumenenust CIJ1 B opranmsanuu — 8 4acoB.

Ilenp 3aHATHA — IPOBEACHUE aHAIM3a JECHUCTBYIOIIUX JIOKAJIbHBIX HOPMAaTHUBHBIX aKTOB,
PErIaMEHTUPYIOLIUX YIIPABICHUE JOKYMEHTAMHU B OPraHU3alMU U BBISBICHUE HAIIPABICHUM UX
COBEPLIECHCTBOBAHHUS [UIsl CO3JaHUs PAaBOBOro nouid npumeHenust COJ1 B opranuzanuu.

3ananus 1J19 CaMOCTOSITeILHOI padoThl.

1. M3yuuTh NpeanoKeHHYI0 HHCTPYKLHUIO IO AEJIONPOU3BOACTBY YCIOBHOM OpraHu3aluu 1
OLICHUTH KaueCTBO OMHUCAHUA B HeW mopsiaka pabotel B CO/I.

2. MByuuts pykoBoAcTBO Tojb3oBarens COJl M BBIABUTH Kakue BOMPOCH paboTsl B COJJ
JOJDKHBL  OBITh HOPMATHBHO 3aKpeIUIEHBl B MHCTPYKIMM TIO JEJONPOU3BOJCTBY
OpraHHu3aLuy.

3. Pa3paboTarh mpemIoKeHus o COBEPIICHCTBOBAHUIO HHCTPYKLIUHU IO JIEIOTIPOU3BOICTBY
U1 CO3JaHus MPaBoOBOro nosist npumeHeHuss COJ1 B opranuzanuu.

4. Pa3paboTaTb KOMIUIEKC PpaCIOPSIIUTEIbHBIX JIOKYMEHTOB, HEOOXOJMMBIX IS BBOJA
CHCTEMBI AIEKTPOHHOTO JOKYMEHTOO00POTa B 3KCILUTYaTallMIO U YCTAHOBJICHUS MTPABOBOM
OCHOBBI 151 paOOTHI B HEM: MpHKa3 0 Havase padoT Mo aBTOMATU3AIMU IOKYMEHTO000pOoTa


http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://edou.olimpoks.ru/books/administrative_document_flow.pdf
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Y CO37aHUU pabouei TPYNIb; MPHKAa3 O 3aIyCKe B OTBITHYIO dKCIuTyatanuio COJ1, npuka3
0 3aITycKe B MPOMBIIUIEHHYIO 3KcIuTyaTanuto CO/I; mpukas o padote B CO/I.

HcTouynuky u tureparypa

[lpaBuia JeNONPOU3BOJACTBA B TOCYIAPCTBCHHBIX OpraHaxX, OpraHax MECTHOTO
camoympasnenus, yrB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/ (nata obpamienus — 20.03.2024).

[Tpuka3 @exnepanbHOro apxuBHOro areHTcTBa OT 15 Mrons 2020 r. N 69 "O6 yrBepxaeHun
TunoBbIX (QYHKIMOHAIBHBIX TPeOOBAaHWI K CHUCTEMaM 3JIEKTPOHHOTO JOKYMEHTOOOOpOoTa M
CHCTeMaM XpaHEHUs DJICKTPOHHBIX JOKYMEHTOB B apXWMBaX rocyiaapcrBeHHbIX opranoB" URL:
https://base.garant.ru/74781642/(nara obpamenus — 20.03.2024).

Mertoanyeckrue peKOMEHAAUMU 10 Pa3pabOTKe MHCTPYKIHUH IO AEIONpPOU3BOJCTBY B
rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyrpaBieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 URL: http:// http://www.consultant.ru/document/cons_doc LAW_ 373895/
(mata obpamenus — 20.03.2024).

[TpumepHast MHCTPYKIUS TI0 ICIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPraHU3AIMAX, YTB.
ITpukazom PocapxuBa oT 11.04.2018 Ne 44) URL:
http://www.consultant.ru/document/cons_doc LAW 305137/ (nata o6pamenus — 20.03.2024)...

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxnaeHuu IlepedHs THIOBBIX
YIIPaBJICHUYECKHX AapXUBHBIX JIOKYMEHTOB, 0Opa3yloIlUXcs B TIpolecce JeATelIbHOCTH
rOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABIICHHS U OPraHU3alNi, C YKa3aHUEM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B MuHrocre Poccun 06.02.2020 N 57449) URL:
http://www.consultant.ru/document/cons_doc LAW 345020/ (nata obpamenus —20.03.2024).
I'OCT P 7.0.97-2016. HaunonansHsiii crangapt Poccuiickoit @enepanuu. Cucrema
CTaH/JapTOB 10 WH(pOpMAIMU, OMOTUOTECYHOMY M H3JaTelIbckoMy aeny. OpraHu3aluOHHO-
pacriopsiauTenbHas  JOKyMeHTanus. TpeOoBanust k  odopmiienuto jgokymentoB  URL:
http://www.consultant.ru/document/cons_doc LAW 216461/ (nara obparmenus — 20.03.2024)..
I'OCT P UCO 15489-1-2019 HaumonanbsHblil ctanzapt Poccuiickoit denepauuu.
Cucrema cTaHIapToOB 10 WH(pOpMaIHK, ONOTUOTEUHOMY M U3/1aTenbcKkoMy neny. Mupopmar3us
U JOKyMeHTanus. Ympasienue nokymentamu. Yacte 1. [onstus m npunuunsl. URL: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ (nata oOpamenus — 20.03.2024)...

I'OCT P 7.0.8-2013 [enonpou3BOACTBO M apXUBHOE J€J0. T€pMUHBI U ONpPEEICHUS.-
URL: http://www.consultant.ru/document/cons doc LAW 163800/ (mara oOpamenus —
20.03.2024)...

Jlumepamypa


http://www.consultant.ru/document/cons_doc_LAW_373895/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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HenmonpousBoactBo: YueOnuk /beikoBa T.A., Bsnosa JI.M., Kykapuna F0.M., Cankuna
JL.B.; mox o6m. pex. nou. T.A. BeikoBo#. - 5-€ u31., nepepad. u nom. - M.: Uadpa — M. 2023. 403
c. + Jlon. Marepuansl [ D1eKTpoHHBIN pecypc].

bo6buteBa ML.II. YnpaBieHueckHii TOKyMEHTOOOOPOT: OT OyMaXKHOTO K 3JIEKTPOHHOMY.
Bomnpocsl Teopun u mpakTuku. — 3-e u3ll., nepepad. u gomn. — M.: OO0 «TEPMUKA.PVY», 2023.
— 426 c. URL::https://edou.olimpoks.ru/books/administrative_document flow.pdf (mara
obpamenus — 20.03.2024).

C.A. T'noroBa, A.1O. KonskoBa, FO.M. Kykapuna, E.A. Ckpunko J[oKyMeHTallMOHHOE
obecnieueHue ynpasieHus, o oomeit pegakiueit T.A. berkooit. — M.: OO0 “1C-ITabmumuHr”,

2016.-350c.

9.2 MeToaudeckue PEKOMEHIAIIUMA 110 NOATOTOBKE NHCbMECHHBIX paﬁoT

B nponecce o0yuenust ctynentsl PITY BBINMONHAIOT pa3Hble BUABI TUCBMEHHBIX PadoT.

OCHOBHBIMU IIEJISIMHU ITUCBMEHHBIX Pa0OT B By3€ SIBIISIIOTCSA:

* 3aKpeIUICHHUE MOJYYSHHBIX 3HAHUH 10 CTIEHUATbHOCTH, IPUMEHEHHE 3TUX 3HAHUH TIpU
pereHnn mpopecCHOHABHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSTEILHON pabOTHI, OBJIAJJICHUE METOIUKAMH U
NPUHLIMIIAMH CaMOCTOSATENILHOM UCCIEI0BATENBCKON AEATEIbHOCTH;

* (hopMUpOBaHNE YMEHUS IPAMOTHO U JIOTHYHO M3J1araTb COOpaHHbIC HAyYHbIC JAHHbIC
U MaTepHajbl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIHOCTH.

Hawubouee mpocrasi, HO 04eHb BakHasi (opMa MUCBMEHHOM pabOThI B By3€ — 3TO
KOHTpOJbHAs paboTa. OHa ABIIeTCS 003aTEIBHBIM JIEMEHTOM CAaMOCTOSTEIILHOW PabOThI
CTYZIEHTA U, TIPEXKJIe BCETo, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATH U MepeaBaTh
MH(POPMAIHIO.

OTOT BUJ MUCBMEHHOM pabOThI MPEIYCMOTPEH y4eOHBIMU TUIaHAMH ITOATOTOBKH
OakanaBpoB M Ha Kaeape apXuBOBEACHUS MpeIaraeTcs B paMKax U3y4eHus OOIIUX KypCOB U
KIIB.

Taxke B mporecce OOydyeHHs CTYAEHTY MPEICTOUT BBIIIOJHEHHE KypCOBBIX paboT,
KOTOpBIE (POPMHUPYIOT HCCIEI0BATEIBCKIE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH U
OCMBICTICHHS YyX€ CYIIECTBYIOLIETO 3HAHWSA W HAIpaBJICHbl HA CaMOCTOSTEIBHOE pelIeCHHE
HEKOTOPBIX TEOPETHUECKUX HIIM MPAaKTHUECKUX 3a1au. KypcoBas paboTa 1eMOHCTpUpPYET yMEHHE
paboTath C WMCTOYHHMKAMH, HCIOJB30BATh JIOCTUKEHHUS COBPEMEHHOW Hayku (Hampumep,
UCTOJIBb30BaTh JOCTH)KEHUSI apXUBOBEACHUS, a TAKKE CMEXKHBIX HayK M HAYYHBIX AUCIUIUINH),
YCIIEIIHO peliaTh MOCTaBJICHHBbIC 3aqauu, oOpabarbiBaTh M 0000maTh MaTepuan. Hammcanue
KOHTPOJIbHOH paloThl, MOJArOTOBKAa M 3allUTa KypCOBOM HMMEET psAJ OpPraHU3alMOHHBIX H
METOIMYECKUX 0coOeHHOocTel. O3HaKOMIIEHHE C JaHHBIMH METOAMYECKHMMH PEKOMEHAAIUSIMU
MIOMOJKET CTYJECHTaM IPAaBUIHHO OPraHM30BaTh CBOIO YUEOHYIO M HAayYHO-HCCIEI0BATEIBCKYIO
pabory.

OO01me TpeGOBAHMSA K CTPYKTYPE M COJEPKAHMIO MUCbMEHHBIX padoT

Baxnoli (hopmoii caMoCTOATENbHOM pabOTHI CTyIEHTa SIBISAETCS KOHTPOJIbHAs padora.
Ona mpenycMoTpeHa st OOJIBIIMHCTBA JUCIMIUIMH y4eOHOTO IJIaHa, YATaeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee HammcaHue nmpecienyeT 1eilb yriayOoieHHOW MpopadOTKU AUCHHUILTAHEI.

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


https://edou.olimpoks.ru/books/administrative_document_flow.pdf
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Jlo HamucaHus KOHTPOJBHOH pabOThl CTYAEHT JOJDKEH B IIEJIOM O3HAKOMUTHCS C
paszzenaMu Kypca, MpelyCMOTPEHHBIMU Y4eOHOM MPOrpaMMOi.

PaboTa 1o HanucaHuIO0 KOHTPOJIBHOM HAUWHACTCS C BBISIBICHUS U M3yYEHUSI HCTOUHUKOB
U JuTeparypsl mo teme. Ilo okoHuaHMM cOOpa M U3yYSHHS JTUTEPATYpPhl M UCTOYHUKOB CIIEAYET
IPOAyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBiieHue IIaHa — Ba)kKHas 4acTh pabOThI HAJl TEMOH.
[Tnan mpencrasisier co0oii mepedeHb BOMPOCOB, OTPAKAIOLIMX coJepkaHue ucciaenoBanus. Ot
TOT'0, HACKOJIBKO YETKO OH MPOAYMaH U MOCTPOEH, BO MHOT'OM 3aBUCUT Ka4€CTBO KOHTPOJIbHOM
paboTbl. B muian menecoo0pa3Ho BKIIIOYUTH HanOoJiee BaKHbIE TEOPETUUYECKHE U MPAKTHYECKHE
BOIPOCHI TEMBbI, KOTOpbIE MPHU HEOOXOJAMMOCTH MOTYT OBITh JAeTaln3upoBaHbl. Kak mpasuiio,
pabounii BapuaHT IUIaHa JI0JKEH ObITh Pa3BEPHYTHIM, YTO o0Jyieryaet padoTy Ha/l TEMOH.

B okoHuarenbHOM BapuaHTE IUIAaH MOXET OBbITh JaH B COKPALICHHOM BHUIE, HO
00s3aTENIbHBIM  YCIIOBHEM TIPH 3TOM SIBJSIETCS OTPAKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuUBaeMBbIX B KOHTPOJIbHOW pa OoTe. CocTaBleHHBIN TUIAH JOJDKEH HAHTH OTpaKEHUE B
OTJIaBJICHUH K KOHTPOJBHOHM paboTe. PaboTa NOKHA BKIIIOYATh TUTYJIBHBIN JIUCT, OTJIaBICHHE,
BBEJICHHE, OCHOBHYIO YaCTh, COCTOSIIIYIO 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 paloOThI, ee
XPOHOJIOTHYECKHE pPaMKH, OOOCHOBAaTh CTPYKTYpPY, HaTb KpaTkuii 0030p HCTOUYHHUKOB H
auTeparypsl 1o teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHUIO
MCIOJb30BAHHOTO ABTOPOM HOPMATHUBHOIO MaTepuana U OIMYyOJMKOBaHHBIX cTaTeil. B Hem
ClleyeT JaTh aHajiu3 MCTOYHUKOB M JHUTEpaTyphl. B 3aBHcHMOCTH OT 00beMa U IIENIEBOTO
Ha3HA4YeHUs paboOThl, 0030p UCTOYHUKOB U JIUTEPATYPbl MOXKET OBITh MPEJCTABICH OTACIbHBIM
naparpadoM WIH Pa3/ielioM B OCHOBHOW 4acTu paboTHI.

OcHoOBHasi 4yacTb KOHTPOJBHOM paboThl NOJHKHA OBITH M3JI0KEHAa B COOTBETCTBUU C
IUIAHOM, OCBELIaThb COCTOSIHUE M COAEpKaTh aHAJINU3 pPAacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOTO YPOBHSI DPa3BUTHSI TEOPETUUYECKUX 3HAHUNH W OIbITa MPAKTUYECKOH pPabOTHI
apXMBHBIX YUPEXKICHUH B 3TOW 00JI1aCTH.

[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 cliefyeT WUTIOCTPUPOBATh IPUMEPAMU U3 JIUTEPATYPHI H, IO
BO3MOJKHOCTH, U3 TPAKTHUKH pabOThl KOHKPETHBIX apXMBOB C 00A3aTEIbHBIMH CCHUIKAMHM Ha
JUTEpaTypy U UCTOYHUKU. B 3aKIIIOUEHUH KOHTPOJIbHONW pabOThl HEOOXOAUMO IMOJBECTH UTOTH
TEOPETHUYECKOW M TMPaKTHUECKOW pa3zpaboTku BompocoB. CHHCOK HCTOYHMKOB M JIMTEPATYPHI
IpeaCTaBiIsieT co0Oi IMepeyeHb MCIOJIB30BAaHHBIX paboOT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(amMuIUM 1 MHULUAIBL aBTOPa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BpEMs €€ OIYOJIUKOBAHUS U
CTpaHUIIbI.
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puioxenue 1

AHHOmayua oucyuniuHbl

JucuuruinHa — «YnpaBJjieHHMe — JIOKYMEHTaMHM B CHCTeMax  3JeKTPOHHOIO
AOKYMEHT0000poTa» peanusyercss Ha (akylbTeTe apXWBOBEACHUS U JOKYMEHTOBEICHUS
Kaeapoii JOKYMEHTOBEICHUS, ayJMOBU3YAIbHBIX U HAYYHO-TEXHUYECKUX apXHBOB .

Lenb AMCUUIUIMHBI - IOATOTOBHUTH BBIITYCKHUKA, YMEIOIIETO OPraHU30BaTh YIIPaBJICHUE
JOKYMEHTaMH B CUCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO000pOTa U pa3padboTaTh HEOOXOIUMbIE
JIOKaJIbHbIE HOPMAaTHBHBIE aKThl OPTaHU3AINH, PETYIUPYIOIIKE pabOTy B CUCTEME HIIEKTPOHHOTO
JTOKyMEHTOooOOopoTa.

3ajaun AUCIUIUIAHBI:

- U3y4YUTh TPAaBOBbIE M METOJMYECKHE OCHOBBI YIIPAaBICHUS JOKYMEHTAMHU B
OpraHu3aLusX;

- U3YYUTh KPUTEPUH U TPEOOBaHHS K BEIOOPY CHCTEMBI AJIEKTPOHHOTO IOKYMEHTO000pOTa;
- U3YYUTh METOJIUKY MIOCTPOCHHSI ¥ BEJICHUS KIacCU(UKATOPOB U CIIPaBOYHUKOB B CO/I;

- U3YYUTh METOJIUKY Pa3pab0TKU MapIIPYTOB ABIKEHHS JOKYMEHTOB B CO/I;
- OBIAJETh NPAKTUYECKUMHU HABBIKAMU pa3pabOTKH U COBEPIICHCTBOBAHUS JIOKAJIbHBIX
HOPMAaTHUBHBIX AaKTOB U pAaCIOPAIUTEIbHBIX JOKYMEHTOB, (JOPMHUPYIOLUIMX IMPABOBOE IIOJE

npumenenust COJ1 B opranuzanuu.

JlucuumuivHa HanpaBjieHa Ha (JOPMHUPOBAHUE CISTYIOIIUX KOMITETCHIIHIA:
- TIK-4. Brnageer 3HaHUAMHU COBPEMEHHBIX MH(OPMALMOHHBIX CUCTEM U HaBBIKAMH

MMPOCKTUPOBAHUA U BHCAPCHUA CUCTEM SJICKTPOHHOTO ,Z[OKYMCHTOOGOPOT& B OpraHu3anuu .

B pesynbraTe u3ydyeHus: AUCHUILUIMHBI CTYACHT JI0JKEeH

3HarTh:

- COBpEMEHHBIE MH(pOPMALMOHHBIE CHCTEMBI, CHCTEMBI AIIEKTPOHHOTO
JTOKYMEHTOO00pOTa, TMpaBOBOE pEryaupoBaHue cdepbl ympaBieHus HHQopManueil wu
JOKYMEHTAaLUEN;

- METOJOJIOTUYECKHE OCHOBBI TIOCTPOCHHUS YIPABICHYECKUX CHCTEM M CHCTEM
JOKYMEHTAI[MOHHOTO OOECTIeYeHHUs YIIPABICHHUS;

- TpaBWJIa U METOJIOJOTMUYECKHE TMOIXOJbl K MPOEKTHPOBAHUIO CHUCTEM HIEKTPOHHOTO
JTOKyMEHTOO00POTa;

VYMeTh:
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- IPUMEHSTh 3HaHHE HOPMATUBHO-TIPABOBOM 0a3bl B cdepe ynpasieHus nHpopManuei u
JNOKyMEHTAlUeN B IPAaKTUYECKOU JEATEIbHOCTH;

- TIPUMEHSTH Pa3JInYHbIC METOIOJIOTMYECKHE MOJXOAbI MPU MPOCKTHUPOBAHUU CUCTEM
JOKYMEHTAI[MOHHOTO OOECTIeYeHHUs YIIPABICHHUS;

- BHEJIPATH CUCTEMBI DJICKTPOHHOTO JOKYMEHTO000POTa;

O0i1aaTe HaBBIKAMMU:

- BbIOOpa HEOOXOJMMBIX TEXHOJOTMYECKUH pelleHHid B Tpolecce YIpPaBICHUS
nH(popManuen U TOKyMEHTalUeH;

- aHaIM3a W OPraHU3AIMOHHOTO TPOEKTUPOBAHUS CHUCTEM JIOKYMEHTAIIMOHHOTO
oOecrieyeHus yrpaBlIeHHUS;

- BBISIBJICHUSI HAH0OJIee ONTUMAIIBHBIX MTOKa3aTeNei, HEOOXOUMBIX JJISl IPOSKTUPOBAHUS

Y HACTPOMKHU CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

[To qucuumumHe (M0O0Y110) IPETYCMOTPEHA IPOMEXYTOUHAs! aTTecTaus B opme
IK3AMEHA.

06H_Ia51 TPYAOCMKOCTb OCBOCHUSA NUCHUIIJIMHBI COCTABJISICT 3 3a4eTHBIC CAWHUIIBI.
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