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OTHOLIEHUH

1. MecTo qucuMIUIMHBI B cTpyKType OOII

I[I/ICL[I/IHJII/IHa OTHOCHUTCA K 4acCTu,

Bb1.B.01, mo

apXuBOBEICHME, OaKanaBpuaT

HaIpPaBJICHUIO

dbopMupyeMoil  ydacTHUKaMH 0Opa3oBaTEIbHBIX

noarotoBkn  46.03.02  JIokyMEHTOBEIEHUE U

Ne MecTO IMCHUIIMHBI B y4e0HOM CraHgapTHBIN TEKCT 1J aBTOMATHY€CKOI0
Bapu IJIaHe 00pa3oBaTebHOM 3amoJIHeHUus1 B KOHcTpyKTOope PILI
aHTa NPOrpaMMbl
1 biok 1. Jucuumnuuel (Moaynu) | ducrunianHa b1.B.01 «BBenenue B
YacTp, dbopmupyemas | JoOKyMeHTOBeneHue» oTHocuTcss Kk  dvactu  OOII
y4aCTHHKaMH  00pa30BaTeNIbHBIX | HampaBiieHUs NoAroToBku 46.03.02 JlokymeHTOBEeiEHNE
OTHOIICHUN W apxuBOBeleHUE, OakamaBpuar, GopMUPYEMOit
yYaCTHUKAMH 00pa30BaTEIILHBIX OTHOIICHHIA. .
2. Ilnmanupyemble pe3yJabTaThl 00y4eHUsI 0 JUCIUIIUHE, COOTHECEHHBIE ¢
IUIAHUPYEMBIMH Pe3yJIbTATAMH 0CBOEHHUSI 00pPa30BaTeJbLHOMH MPOrpaMMbl
(KOMIeTeHIMSIMH M MHIMKATOPAMH J0CTHKEHUs] KOMIIeTeHIN )
I[InanupyemMsble pe3yjbTaThl 00yYeHHS 110 HaumenoBanue
®opmupyemble AUCHUILINHE (MOAYJII0), B COOTBETCTBHH € OII€EHOYHOI0
KOMIIeTeHIHH HHIMKATOPOM /I0CTHKEHHS KOMIIeTeHIMHU cpeacTBa
(xon1, conepKaHue HNuauxartop Pe3yabTaThl 00yYeHUs
KOMIIETEHIIIH) JOCTHKEHHUS 10 AUCIHHILINHE* *
KOMIIeTeHIINN ™
(xon, comepkaHue
WH]JIUKATOpa)
IIK -3 ITK-3.1. 3uamu: 0oKyMenmoseoueckyo Peghepam,
Cnocoben eradems Braoeem snanusmu u | mepmunonozcuro cobecedosanue
npuRyUnaM U OCHOBHBIMU Ymems: cocmasname u
emMOOAMU npobnemamu 6 ooracmu | 0popmaams OOKYMeHmol NO
OOKYMeHmMOBeOeHUsi U | YCMAHOBIeHHbIM NPAGUILAM
onmumusayuu apxueo8eoenust Braoemw: cnocoonocmoio
OOKYMEHMONOMmOKos, 0p2aHu308v186aMb pabomy
cocmasa cayacool JJOY
O0OKYMEHmMO8 U
UHPOPMAYUOHHBIX 1IK-3.2. 3nams: cnocobdwvl u cpedcmaa Peghepam,
noxazameneii Buvinoansem O0OKYMEHMUPOBAHUSL cobecedosanue
mpeboeanus K Ymemuw: opeanuzosvieamo
8bIAGNEHUIO HApYWEeHUl | pabomy ¢ OOKYMEeHMAaAMU.
6 obnacmu peaucmpayuro, KOHmMpOob 3d
O00KYMeHmMOoBeOeHUs. cobO00eHueM CpoKos
UCNOIHeHUs. OOKYMEHMO8 U
nopyyYeHull, CUCMemMamu3ayuio
U XpauneHue OOKyMeHmos
Braoemyw: cnocobnocmoio
OpP2aHU308b16AMb APXUEBHOE
XpaueHue 0OKYMeHMOo8
IIK-3.3. 3nams: 3a0auu u gynkyuu Peghepam,
Haxooum owubru 6 cayaconvl J[OY,; mexunonoeuu cobeceoosanue
ogopmnenuu u pabomoi ¢ OOKyMeHmamu




XpaHeHuu OOKyMeHMOo8

Ymems: pabomams ¢
NUCbMEHHbIMU 00PaUeHUAMU
2pasicoan, a makaice ¢
OJoKymenmayuetl
02PaHUYEeHHO20 00CmYyna
Braoemws: cnocoonocmoio
0p2aHu308v16amMb pabomy
cayoucont JJOY u apxusno2o
XpaHeHus 0OKYMEeHMO8

1IK-10 Cnocoben 1IK-10.1 Buinoansiem | 3uams: cnocobwl pabomol 8 Konmponvnas
pabomams & OP2aHU3AYUOHHO- Kayecmee UCHOIHUmens 8 paboma
Kauecmee mexHuueckue YyHkyuu | cgpepe 00KyMeHmayuoHHo20
wcnonnumens npu u 6cnomoeamenvhvle | 0obecneyeHus: ynpagieHus u
3a0auu (coop u apxusHo2o oend
pearuzayuu cucmemamuzayust Ymemo: pewamo
npoeKmos, HeoOxX00UMOll OpPeaHU3AYUOHHbBLE U
CBA3AHHbBIX C uHgopmayuu, anaiuz | uHGopmayuoHHsle 3a0a4u 8
OOKYMEHMAYUOHHBIM UCXOOHBIX OAHHDBIX, npogheccuonanbHoll
obecneuenuem ogopmnenue oesamenbHOCmu
ynpaerenus u npeosapumenbHou Brademu: nasvikamu
3a56KU) 8 Xx00e YCMAaHOo81eHUsl
APXUBHBIM O€LOM
peanuzayuu npoekma | KOMMYHUKAMUBHO20
100 PYKOBOOCMBOM 83AUMOOEUCMBUSL MEHCOY
ONBIMHO20 PYKOBOOCMBOM OP2AHUZAYUU U
cneyuanucma. ee UCNOIHUMETbHBIMU
cayrcoamu
I111K-10.2 3uamu: cnocobw pabomoi 6 Koumponvnas
Obecneuusaem Kauecmee UCHOIHUmens 8 paboma
aghgpexmuenyio cghepe 0OKyMeHmayuoHHO20
KOMMYHUKAYUIo mexcoy | obecneyeHus: ynpagieHus u
UCNOTHUMENAMU apxusHozo oena
npoexma Ymemo: pewamo
OpeaHU3AYUOHHBLE U
ungopmayuonnvie 3a0ayu 6
npogheccuoHanbHoll
desmenvHOCMU
Braoemu: Hagvikamu
YCmanosnenus
KOMMYHUKAMUBHO20
83AUMOOCUCMBUSL MEHCOY
PYKOBOOCMEOM OP2aHU3AYUU U
ee UCNOIHUMENbHbIMU
cyorcoamu
3. CTpykTypa u coep:kaHue THCHUTIIHHbI
3.1 TpynoeMKoCTh AMCUMIJIMHBI
oyHasi popMa | OYHO-3204YHASA | 3a04HAasI
o0y4eHHUs ¢popma popma
o0yueHust o0y4eHust




OO0mas Tpy10eMKOCTh 33ET ___3ET ___3ET
YacoB 1o yueOHOMY IJIAHY 108 - -
B TOM 4YHCJIe - -
ayJIUTOPHbIE 3aHATHUS (KOHTAKTHAasI 66 - -
padora): 32

- 3aHATHUSA JeKIMOHHOI0 THIIA 32

- 3aHATHS CEMHHAPCKOT0 THIA

( mpakTHYecKue 3aHATHS /

J1abopaTopHbie padoTh)

caMoCTosITeIbHAs padoTa 6 - -
KCP 2 - -
IMpome:kyTouHasi aTTecTAIUS — JK3aMeH - -
IK3aMeH/3a4eT

3.2. Conep:xkanue TUCIUTNIHHBI

Haumenosanue u | Beero

B TOM 4YHCJIC

KpaTKoe (uacnl)
coaepxaHue

pa3aesioB U TeM

KOHTaKTHasi padora (pabora Bo

N3 HUX

B3aHMO/IeliCTBHM € MpenoaaBaTejieM), 4achbl

Camocr
osATeb
Has

pabora
Avuan

AUCHHILIMHBI
(monyas), gopma
MPOMEKYTOYHOM
aTTecTalMu 1o
AUCHHUILIMHE

SanaTus

Bcero

THIIA
JaHgaTus
CEMHHAPCKOT
TIATIA
3aHgaTus
adopaTopHor
TUIMIA

(Mony.110)

OyHas
Beuenugasa
RaouyHasg
Ounas

BeqepHﬂ;{ VIECKIITUOHHOI'O

RaouHag
Ounas
BeuepHas |
3ao4yHad
Ounas
BeuepHssa o
3aoyHad
Ounas
Beuepnss

Baounas

Ounas

Beuephsis

BaouHas

Tema 1.
Bsenenue B
peaMET

12 | -| -

N
1

1
N
1
1
1
1
1

Tema 2.
AKTYyaJIbHOCTh
CHEIUAIILHOCTH B
COBPEMEHHBIX
YCIIOBUSX

Tema 3.

ITousTHs
«TOKYMEHT,
«uHGOpMAaTH3AIIHS
». CrocoObl
JIOKYMEHTHPOBAHU
o

12 | -| -

Tema 4.
Hocurenu
uHpopmanuu XX

12 | -| -




— XX BB.

Tema 5.
OyHKIUN 12 |- -1 4| -|-14|-|-|-|-|-18]|-]-1]1]-]|-
JOKYMEHTA.

Tema 6.

Oransl pa3BUTHA
CHELHUATbHOCTH.
IlepBbie
TEOpPETUYECKHE
paboThI MO
JIeJIOTIPOU3BO/ICTBY

Tema 7.
Co3nanue
HOPMaTHUBHO-
IIPaBOBOM 0a3bl 122 (-1-14|-1-14]-]-|-1-|-] 8] - - - -
JIeTIONPOU3BOJICTBA
BO BTOPOU
noiaoBuHe XX B.

Tema 8.

TpeboBanus K
npodeccuonanbusl | 12 |- -| 4 | - 4 1 -|-| - |-|-| 8 |- - -
M 3HaHHSM 110
CHEeIHATBHOCTH.

Tema 9.

Pons JIOV B
paborte anmapara
yIPaBJICHUSL.

12 | -[-[a|-|-|a|-|-|-|-|-|81]-]- -

B 1.4. Tekymumi
KOHTPOJIb

2 2

IIpomexyToOUHASI ATTECTAMSA
DK3aMeH

4. Y4eOHO-MeTOIMYeCKOe o0ecleyeHre CaMOCTOSITeIbHOMH PadoThl 00y4YaI0IUXCsl
K camocrosTenbHOl paboTe CTyAeHTa OTHOCUTCS JIeSTebHOCTh, KOTOPYIO OH OCYILECTBIISET
0e3 yJacTHs IperoaBaTelis, HO 10 ero 3aJaHHI0, 0] €r0 PYKOBOJCTBOM M HAOIIOJCHUEM.
CamocrosrenbHas paboTa MPOBOAUTCS C LIEIbI0 YIIyOJIEHUS M PacIIMpPEeHHs] TEOPETHUECKUX
3HaHI/II\/’I, CUCTEMATU3aAlIUN W 3aKPCINICHUA MMOJTYYCHHBIX TCOPETUYCCKUX 3HAaHUHA H MPAKTUYCCKUX
yMeHHMH, (POpPMHPOBAHUS CAMOCTOSITEILHOTO MBIIUIEHUS, CIOCOOHOCTEl K CaMOpa3BUTHIO,
CaMOCOBEPILEHCTBOBAHUIO M CaMOpPEATH3aLHH.

K Bumam camocTosiTenbHONH pabOThl CTyJIEHTa OTHOCHTCS ayJUTOpHAas M BHEAyJUTOpHas
paborta. AynuTopHas paboTa BBIMOJHAETCS Ha Y4YeOHBIX B3aHATUAX 10 3aJaHUI0 U 0]
PYKOBOJICTBOM TIpenojaaBarens. BreaynuTopHas paboTa BBINOJHAETCS IO 33JaHUI0O U TIpU
METOAMYECKOM PYKOBOJCTBE IIPENOIaBaTeNsl, HO 0€3 ero HeMOCPEICTBEHHOIO Y4acTHs.

Bunel camocTosiTennbHON pabOThHI CTYAEHTOB:

- MOJITOTOBKA K CEMMHAPCKHUM U MPAKTUUYECKUM 3aHATHUAM;
- MOJITOTOBKA K KOHTPOJIHBIM pad0OTaM U K KOHTPOJIbHBIM TECTHPOBAHUSM;
- MOJITOTOBKA K 3a4eTy.
CTyaeHT JO0IDKEH yMETh CaMOCTOSITEIbHO MOAOHpPATh HEOOXOAUMYIO Uil Y4eOHOW M Hayd-
HOH paboThl nutepatypy. IIpu 3TOoM ciienyeT oOpamarbes K MPeAMETHBIM KaTtajoram U Oubiano-
rpauIecKUM CIIPaBOYHUKAM, KOTOPbIE UMEIOTCSI B OMOJIMOTEKAX.



OcHOBa TeKyIIEro KOHTPOJISA CTYJEHTOB 10 JUCLIUIIIIMHE «BBECHUE B JOKYMEHTOBEICHUE) —
IIPOBEICHUE CEMUHAPCKUX 3aHATUM. [Ipy 3TOM KaxAblld CTYAEHT B XOAE€ CEMHUHAPCKUX 3aHATUU B
TE€YEHHE CeMecTpa JOJDKEH OJUH Pa3 BBICTYNUTH C MOATOTOBJIEHHBIM COOOLIEHHMEM U INPUHUMATH
AKTUBHOE y4acTHE B JUCKYCCHIX MO COOOLICHUSAM JPYTHX CTYIEHTOB.

O3HaKOMHMBIIUCH C MPOrPaMMOil Kypca, CTYACHTHI OO0S3aHbl NPUCTYHNHTb K MOAOOPY
UCTOYHUKOB U JINTEpaTypbl. PekoMenayeTcs cHavana u3yduTh obmue paboTsl U yyeOHble ocoous,
a 3aTeM pa3JInYHbIE CTaTbU II0 OTHEJIBHBIM aCIEKTaM TeMbl. [IpMBETCTBYETCS NOMCK CTYAEHTOM
JIOTIOJTHUTEIIbHON CIIPABOYHOU U CIELMAIBHON JIUTEPATYPBHI.

3amaHus U1l CaMOCTOSITENIbHOM paboThl  pas3faloTcsl CTYAEGHTY MpernojaBaTesieM Ha
IPAKTUYECKUX 3aHATUAX. [IpemnonaBaTens Ha 3aHATHM OCYLIECTBISIET IPOBEPKY JIOKYMEHTOB,
IIPOBOJUT YCTHBIN OIIPOC.

BaxxHoe MecTo B CaMOCTOATENBHOW pabdoTe 3aHMMaeT MOATOTOBKa pedepaToB. CTyAeHTHI
BBIOMPAIOT OJHY M3 MPEUIOKEHHBIX TeM pedepara, HO MOTYT HCIIOJB30BATh CBOIO TEMAaTHUKY Ha
OCHOBaHUU MaTepUaa MPaKTUYECKUX 3aHATUH.

ITo uToram n3ydeHust TeMbl HeOOXOAMMO O(POPMUTH pedepaT, CTPYKTYpa KOTOPOro BKIIIOYAET
JJIEMEHTBI: TUTYJIBHBIM JINCT, OCHOBHAs 4YacTh, 3aKJIIOYEHHE, CIUMCOK HCTOYHHUKOB JIUTEPATYpHI.
Ccpuiku B pedepare He o0s3arensHbl. O0beM pedepata oT 5 10 15 cTpaHuil.

KoHTponbHbIE BOIIPOCHI U 3aJjaHus JUIsl IPOBEIEHUS TEKYLIEro KOHTPOJIS U IPOMEXYTOUHON
aTTECTAIMX TI0 UTOT'aM OCBOCHHS JMCUUIUIMHBI IPUBEJCHHI B 1I. 5.2.

Jns obecrieueHHst CaMOCTOSITETLHONH PaOOThI OOYYAIOUIMXCS HCIONB3YETCS SJICKTPOHHBIHN
Kypc Benenme B mokymeHToBeneHue  https://e-learning.unn.ru/enrol/index.php?id=6888,
CO3JJaHHBIN B cucTeMe AekTporHoro ooyuyenuss HHI'Y - https://e-learning.unn.ru/.

ILnaHbl ceMUHAPCKHUX 3aHATHH

Tema 1. BBenenue B npeamer.

1.3akoH 00 oOpazoBaHuu. OOIIME MONOXKEHUSA: MPUHLUIBI TOCYJapCTBEHHON MOJUTHKH B
obnactu 0OpazoBaHwUs.

2.JloxymeHThI 00 0O0pazoBanuu. Cuctema 00pa3oBaHusl.

3. Yopasnenue cucreMoil oopazoBanusa. MuHHCTEPCTBO 00pa30BaHUS U HAYKU.

4. DxoHOMHKA cucTeMbl 00pa3oBaHus. ColManbHble TapaHTUN pean3aliy IpaB Tpaxk/iaH Ha
o0Opa3oBaHmUe.

Tema 2. AKTyaJIbHOCTD CIIEIIHAJIBLHOCTH B COBPEMEHHBIX YCI0BHAX

1.YBennuenue norpebHocTH B crenuanucrax no JJOY B ycnoBuAX pa3BUTHS 3KOHOMMKH
CTpaHbl U MOBCEMECTHOTO BHEJIPEHHS AaBTOMATHU3UPOBAHHBIX CHCTEM YyrpaBieHUs. OTKpbITHE
CHEINAIbHOCTH BO MHOTHX By3aX CTpaHBbI.

2.IloarotoBka CHEIHATUCTOB-TOKYMEHTOBEI0B B By3ax. lNocynapcTBeHHbII
o0pa3oBaTeNbHbI CTaHAAPT BBICIIET0 00pa30BaHUs IO HANpPAaBJICHUIO «/loKkymMeHTOBeleHHE U
apXUBOBEACHUEY.

Tema 3. [loHATHS «TOKYMEHT», «HGopMaTH3anus». Cnocodbl JOKYMEeHTHPOBAHUS

1.JlokyMeHT Kak HocuTenb nHpopmanuu. Poib nHpoOpManMK B COIMUATBHO-IKOHOMHYECKUX
nporieccax.

2. Uadopmanmsi B aBTOMAaTU3UPOBAHHBIX CHUCTEMax. YBeIWYeHHE O00BEMOB HWH(OpMaIUU.
VYnpasienne HHPOPMAITMOHHO-TOKYMEHTAITHOHHBIMHU PECYPCaMHU.


https://e-learning.unn.ru/enrol/index.php?id=6888
https://e-learning.unn.ru/

3.MHpopManiMOHHO-TOKYMEHTAIIMOHHOE OOCTy)KMBaHHWE KaK TJIaBHas oOOecredYrBaromas
(GYHKIUS  yOpaBlIeHUS, BBIOJHACMAs CHCHHAIBHBIMA CTPYKTYPHBIMH TOAPA3JCICHUSIMHA U
KaJ[paMH, UMEIOITUMH MPOPECCHOHATHHYIO TOATOTOBKY.

4.Cnyx6a JIOY B cucteMe ynpalieHUs], €€ KaJPOBbII COCTaB.

S5.IlonsatHe nOKyMeHT u ero pasButrue. COOTHOIIEHHE TOHATHA «HH(OpMAIUSI» U
«TOKYMEHT.

6.1Ipunanue ropuaMYECKON CUIIbl JOKyMEHTaM. CHUCTEMBbI TIOKYMEHTAIIUH.

7. IIpobnema 3JIeKTPOHHOTO IOKYMEHTOO00POTA.

Tema 4. Hocuresn nagpopmannu XX — XX BB.

l.IlITaTHBII cOCTaB U JOHKHOCTHBIC 00SI3aHHOCTH KAHIIEIAPCKUX cayxammux B XIX — Havane
XX B.

2.IlosiBneHME )KEHCKOTo Tpyia B cdepe ynpasieHus B KoHue XIX — Hagane XX B.

3.IlosiBneHre HOBBIX BUAOB HOcUTeNeH nHpopmanuu: pororpadusi, KHHOJOKYMEHT.

4.CoBpeMeHHbIe HOCUTENU UH(OpMAIUH.

Tema S. DyHKUMH JOKYMEHTA

1.Meronuka yHH(UKaIMW W CTaHAApTH3AIMKA (YHKIMOHAJIBHBIX M OTPACIEBBIX CHCTEM
JOKYMCHTAllMU, IMPOCKTUPOBAHHA PALUMOHAJIBHBIX I/IH(bOpMaIII/IOHHO-I[OKYMGHTaIII/IOHHI)IX CHUCTEM
oOecrnieueHus JeSTeIbHOCTH YIPaBIEHYECKUX CTPYKTYp JIF000r0 ypOBHSI.

2.Metoauka pa3pabOTKH PAMOHAIBHBIX TEXHOJIOTHM TOKYMEHTAIIMOHHOTO OOCITY>KHWBAaHMS,
ocBanBaeMasl B Iporiecce 00yueHHsL.

Tema 6. Jranbl pa3BuTusa cnenuaabHocTH. IlepBblie Teopermyeckue padoThI 1O
JAeJI0NPOU3BOACTBY

l.McTropuyeckuil XxapakTep HOKYMEHTOB M JIOKYMEHTHpOBaHMs. MHCTUTYT ILIOIIAQAHBIX
NOJbSAYUX KaK 3apOXKJIEHNUE PYCCKOTO HOTapHara.

2.CocraB JOHKHOCTHBIX JIUI (CITYKUIbIX Jtoei) B yupexaeHusx XV-XVII Bs.

3.1taTHBIN cocTaB U TOJKHOCTHBIE 00s3aHHOCTH paboTHUKOB KaHuenspuit XVIII B. Tabens
0 paHrax.

4.City>x0bl 1€70IPOU3BOJICTBA U UX COCTaB B COBETCKHI MEPUO/I.

5.Buenpenne npunuunos HOT B chepy ympaBnenus B 1920-e rr. LIKK-HK-PKU —
Oprcrpoit — UTY u ux paboTa 1o panroHaIu3alMy rocarnmapara.

6.IlosiBEeHNE U pa3BUTHE OPIIPOEKTUPOBAHHUS.

7.0pranu3anus  JICJIONPOU3BOJICTBA B 1930-1950-e rr. IlocraHoBka  3amauu
COBEPIICHCTBOBAHMS yIpaBiIeHYECKOro Tpyaa B 1950-e rr.

8.ITocranoBnenne CoBera MunuctpoB PCOCP ot 08.05.64 «OO0 yBenuyeHHM BBIIyCKa
CPEICTB  MEXaHM3alMM  JIEJIONPOM3BOJACTBA W  YIYYLIEHMM  TOJArOTOBKM  KaJIpoOB IO
JIEJIONIPOU3BOJCTBY».

9.Pa3BuTHe crienuanbHOCTH B KoHIIE 1980-x rT.

Tema 7. Co3npaHue HOPMATHMBHO-NPAaBOBOW 0a3bl /eJONPOM3BOACTBA BO BTOPOil
nojiopuHe XX B.

1.IToHsATHE HOPMATUBHO-METOIMUECKON Oa3bl.

2.IlepeyeHr  HOPMATHBHO-METOJWYECKUX  JOKYMEHTOB.  HopMmaruBHO-TIpaBOBas W
MeToandeckas 6a3a aenonpoun3BoacTBa B 1945-1960 romax.



3.HopmaTuBHO-TIpaBoBasi u Meroaudeckass 0aza nenomnpousBojctBa B 1960-1980 ronpr.

OpraHu3anroHHbIE MEPHI 110 Pa3BUTHIO HOPMATHBHO-TIPABOBOM 0a3bl 1EIIONPOU3BO/ICTBA.
4. Pazpaborka u BHenpenne EI'CJI. Ctpykrypa u comepxkanme EI'CJ]. T'ocymapcTBeHHas
cucTeMa IOKyMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPaBICHHUS.
5.YauduuupoBaHHBIE CUCTEMbI TOKyMeHTauuu. KiaccupukaTopbl TEXHUKO-I)KOHOMHUYECKON

U colMaIbHON MHGOpMAIIH.

Tema 8. TpeOoBanusi K Npo(hecCHOHATBHBIM 3HAHUSAM 110 CHENHAJTbHOCTH

1.

OpPTTIPOCKTHAA, aHAJIUTUYICCKAA, UCCICAOBATCIILCKAA, ICAArorn4cCKasd, KOHCYJIbTallMOHHAA.

Bune:

po¢eCcCHOHATBHON

JCATCIIbHOCTH

OpraHHu3allMOHHO-YIIpaBJICHYECKasd,

2. Oco0eHHOCTH KaXJ0TO BHJA AEATEIBHOCTH U oOuiue TpeboBaHus K HUM. Bo3mokHOCTH

po(hecCHOHANBHOM ajanTallMy K BUJIaM CMEKHOM NpOopeCcCHOHANbHON AEITEIbHOCTH.

3.TpeboBanus

O6mieoOpa3oBarenbHble  MPOGECCHOHATBHBIC  TUCITUTIINHBI.

3HaHUAM

B IIPaKTUYECKOU

po(hecCUOHATTLHOM

JACATCIIBHOCTH.

CHeI_II/IaJ'IBHBIe O6paSOBaTCJ'IBHBIC

JUCHUITIIMHBI. 3H8.HI/IH, MoJIiydqa€MbIC CIICOUAJIUCTOM IIpHU HU3YYCHHUU O6H_[€Hp0(1)eCCI/IOHaJ'IBHLIX u

CIICOUAaJIbHBIX NUCIHUIIIWH.

Tema 9. Poas /1IOY B padoTte annmaparta ynpapjieHHs
1.Cnyx06a /IOY B cucreme ympaBieHus, €€ OpraHu3alMOHHBIC (POPMBI: yIIpaBICHUs JAETaMH,

o011Me OTAeNbl, KAaHLEISAPUU, CEKPETapUaThl, UX CTPYKTYpa U TOJKHOCTHOM COCTaB.
2.Cekperapu-peepeHThl U UX MECTO B YIIPaBJICHYECKOM aIlrapare.

S. DoH/ OLIEHOYHBIX CPEACTB I MPOMEKYTOYHON aTTECTALMHU 110 JUCHUILIMHE
(Moxy.Jn0),
BKJTFOYAOLU !
5.1. OmnucaHue mKan OLICHUBAHUSA PE3YJIbTATOB O6yLICHI/I$I 10 AMCHUITIINHE
YpoBeHb IIkaja oneHnBaHusi cGOpPMUPOBAHHOCTH KOMIETEHIIU
copmupoBan
HOCTH TJIOXO HEYJIO0BJIETBO | YIOBJIETBOPH Xopo1iuo O4YeHb XOPOIIo OTJINYHO NPEeBOCX0HO
KOMﬂeTeHHI/Iﬁ PUTEJIBHO TEeJIbHO
(uHaUKaTOpa
JOCTHKEHHS He 324TeHO 3a4TeHO
KOMIIeTeHI[Hii)
OtcytcTBHE YpoBeHb MunuManbHO | YpOBEHb YpoBeHb YpoBeHb YpoBeHb
3HAHUHA 3HAHUN HIDKE JIOTTYCTUMBIH 3HAaHUU B 3HAHUU B 3HAaHUH B 3HAaHUHA B
TEOPETUYECKO | MUHHMANIbHBI | YpOBEHb o0Beme, 00BeME, oOBeMme, o0Beme,
ro MaTepuaia. | x 3HAHUIL. COOTBETCTBYIO | COOTBETCTBYION] | COOTBETCTBYIO | IPEBBIIIAOIIE
TpeOOBaHUH. JonyueHo eM €M MporpamMmme uieM M IporpamMmmy
o HeBo3MOXHOC | Wmenn mMecTo | MHOTO nporpamme MOJAITOTOBKH. Tporpamme TOATOTOBKHU.
- Tb OLICHHUTB rpyObIe HEeTpyObIX TO/ATOTOBKHU. JomymieHo MOATOTOBKH,
TIOJIHOTY OLIHOKH. OIIHMOKH. HomnymieHo HECKOJIBKO 6e3 omuoboK.
3HAHHH HECKOJIbKO HECYIIECTBEHHBI
BCJIICICTBUE HerpyObIx X ommOoK
OTKa3a OIIHMO0K
o0ydaromeroc
sL OT OTBETa
Ymenusa OtcyrcTBHE IIpu pemenun | IIpomemoncrp | IIpomemonctp | Ilpopemoncrpu | IIpomemonctp | IIpomemoncTp
MHHUMAJIBHBI | CTaHAAPTHBIX | MPOBAHBI HPOBaHbI BCe pOBaHBbI Bce HpPOBaHbI BCE HPOBaHbI BCE




X YMEHUH . 3a/a4 He OCHOBHBIC OCHOBHBIC OCHOBHBIC OCHOBHBIC OCHOBHBIC
HeBo3MoxxHOC | mpoAeMOHCTp | yMEHHUS. YMEHUSL. YMEHHUS. YMEHUS,pele | YMEHHUS,.
Th OLICHUTH HUPOBaHBI Pemenst Pemensl Bce Pemiens! Bce HBI BCE Pemensl Bce
HAITNYUe OCHOBHBIC THTIOBEIC OCHOBHBIC OCHOBHBIC OCHOBHBIC OCHOBHBIE
YMEHHH YMEHUs. 3a/1a4M ¢ 3a/1a4M ¢ 3aJ1a4u . 3a/1a4M ¢ 3a/1a4H.
BCJIC/ICTBUE HEerpyObIMU HerpyobIMu BrInoaHeHb Bce | OTACTbHBIMU BrinonHeHbI
OTKa3a Wmemn MeCTO | ommbkamu. OIIHOKaMH. 3aJlaHusl, B HECYIIECTBEH BCE 3a/I1aHus,
obyuatomeroc | TPyobie BrimonHeHs! BrmonHeHs! MIOJTHOM HBIM B TIOJIHOM
s1 OT OTBETa OLHOKH. BCE 3aJIaHUs BCe 3a7aHus, B | o0beMe, HO HEJI04YeTaMHu,
HO HE B MIOJTHOM HEKOTOpBIE C BBIIIOJTHEHBI obbeme 6e3
TIOJIHOM o0beMe, HO HEJI0YETaMH. Bce 3ajanHug B | HCIO0YCTOB
oOBeMme. HEKOTOPBIE C TTOJTHOM
HEJ0YETAMHU. oObeme.
OtcyrcTBHE IIpu pemenun | Mmeercs IIponemonctp | Ilponemoncrpu | IIpomemonctp | IIpomemoHncTp
BJIAJICHUS CTaHIAPTHBIX | MHUHUMAIBHBI | HPOBAHBI pOBaHBI HPOBaHbI HPOBaH
MaTepHaIoM. 3a/a4 He i1 6a3oBbIe 6azoBble HaBBIKU TBOPYECKUI
HeBo3mosxHOC | mpoaeMOHCTP HaBBIKU HaBBIKH TOAXO0T K
Tb OLICHUTH HPOBaHbI Habop TIpU PCHICHUM | pereHUIo
Hagbixku HaTHYHe Ga30BEIC HABBIKOB IS MIPH PEIICHUH | TIPU PEIICHUU HECTaHIapTH HECTaHIapTH
HABBEIKOB HABBIKHL. pemeHus CTaHAAPTHBIX CTaHIAPTHBIX BIX 3a7a4 0e3 BIX 337124
BCJICIICTBUE CTaHJapTHBIX | 3ajad ¢ 3amay 0e3 OmuboK U
oOTKaz3a HMmenu mecTo | 3amad ¢ HEKOTOPBIMH OIIUOOK U HEZ0YETOB.
06yuaroImeroc rpyObIe HEKOTOPBIMH HeZl0YeTaMu HE0YETOB.
ST OT OTBETA OmnoOKy. HeIoYeTaMu
Ika/ja oueHKH NPH MPOMEKYTOYHOM ATTECTALMHU
Onenka YpoBeHb NOAroTOBKH
NMPEeBOCXOAHO Bce xommereHuu (4acTé KOMITETEHIMIA), HA (POPMHPOBAHHE KOTOPBIX
HampaBiieHa JUCIMIUIMHA, C(QOPMUPOBaHBI Ha YpPOBHE HE HIDKE
«IIPEBOCXOAHO», MPOACMOHCTPUPOBAHBI 3HAaHUS, YMCHUS, BJIAJACHUS I10
COOTBCTCTBYIOIIIMM KOMIICTCHIIMAM Ha YPOBHEC, BbIIIC MNPECAYCMOTPECHHOI'O
porpamMmoit
OTJIMYHO Bce xommereHuu (4acTé KOMITETEHIHIA), HA (POPMHPOBAHHE KOTOPBIX
HampaBieHa JUCHMIUIMHA, C(QOPMUPOBaHBI Ha YypPOBHE HE HIDKE
«OTJIIMYHO», IPHU ITOM XOTA OBl OJHa KOMIICTCHIUA Cq)OpMI/IpOBaHa Ha
YPOBHE «OTJIUYHO»
0YeHb XOPOIIIOo Bce xommnereHiuu (4acTd KOMIIETEHIMI), HA (OPMHPOBAHHE KOTOPBIX
HarpaBJICHA AWCHUILINHA, C(l)OpMI/IpOBaHLI Ha YPOBHC HC HHIKC «OYCHb
XOpOIIO», MPU ATOM XOTs Obl OJHA KOMIETEHIUs C(HOpMHUPOBaHA Ha
YPOBHE « OYEHb XOPOIIO»
3auteHo =
XO0pOIIo Bce xommereHiuu (4acTé KOMITETEHIMI), HA (OPMHUPOBAHUE KOTOPBIX
HampaBlieHa JUCIMIUIMHA, C(QOPMUPOBaHBI Ha YpPOBHE HE HIDKE
«XOpOoI1Io», Mmpu 3TOM XOTA OBl OJHAa KOMIICTCHIIHA C(l)OpMI/IpOBaHa Ha
YPOBHE «XOpPOLIO»
YAOBJIETBOPHUTE Bce xommereHiuu (4acTd KOMITETEHIIMI), HA (POPMHPOBAHHE KOTOPBIX
BHO HampaBlieHa JAUCUMIUIMHA, C(QOPMUPOBaHbBI Ha YpPOBHE HE HIDKE
«KYHOOBJICTBOPUTECIIBHO», IIPpU O3TOM XOTA OBl OaHAa KOMIICTCHIINA
chopMUpOBaHa Ha YPOBHE «YAOBICTBOPUTEILHOY
Hey[[OBJ]eTBop]/IT Xots OBl OJaHa KOMIICTCHIIN S C(l)OpMHpOBaHa Ha YPOBHC
He 3ayrend €1PHO «HEYJIOBJICTBOPUTEIIHLHO», HH OJTHA W3 KOMIIETECHIIMH He CPOpMHpOBaHA
Ha YPOBHC «ILJIOXO»




JI0XO0 XoTs ObI 01HAa KOMIIETEHIINS CPOPMHUPOBAHA HA YPOBHE «ILIOXO0»

5.2. TunoBbie KOHTPOJIbHBIC 3aIaHUA WJIN UHBIC MaTEepUaJIbI, He()ﬁX()}II/IMbIe

JJIs1 OLleHKHU Pe3y/JbTAaTOB 00y4YeHHUsI.

5.2.1 KoHTpOJIbHbIE BONPOCHI

Bomnpoc Kon

KOMIIETEHINH
(coenacro
PII]])

1. Kakyro posp Urpaetr JOKyMEHT B JIMYHOM JKU3HU YelIOBEKa [1K-3

2. Kakoe 3HaueHue uMeeT JOKYMEHT B JKU3HH OOIIECTBA I1K-10

3. Yto pernamentupyet ['ocynapcTBeHHbIN 00pa3oBaTeNbHbIN CTaHIAPT I1K-3

10 nIpodeccCHOHATBLHOMY 00pa30BaHUI0

4. Kakoit Bua mnpodecCHOHATBHON JACSITEIIBHOCTH Bac  OOJbIIe [1K-10

IPUBJIEKAET

5. Kem BbI xoTenu Obl paboTaTh Mocae OKOHYaHHS By3a [1K-10

6. Uto takoe nHpopMmarus. UYto Takoe TOKYMEHT I1K-3

7. Mecro u 3HaueHMEe  HH(OPMAIMOHHO-IOKYMEHTAlMOHHOIO I1K-3

00CITy’)KUBaHUS B IESATEILHOCTH YIPABIEHYECKOI'0O anmnapara

8. KTo 3aHMMaeTcsi JOKYMEHTAIlMOHHBIM OOCTYXHBAHHUEM B armapare I1K-3

yIpaBiIeHUsS

9. Kakoe mecto 3annMaet ciyx6a JIOY B cucreme ynpapieHus I1K-3

10. Korma ToOSBWINCH  JODKHOCTHEIC — JIMIA,  3aHHMAIOIIHECS I1K-3

JIEJI0NIPOU3BOJCTBOM

11. Korga HaunHaeTcst NOATOTOBKA CIIEHUATNCTOB-I0KYMEHTOBEI0B I1K-3

12. Yro SBUIOCH NPUYMHOMN MOSIBICHUS CIEUATBHOCTH [1K-10

13. Koro roToBUT IOpuAMYECKUN (aKyapbTeT MO HalpaBICHUIO [1K-10

«JIOKyMEHTOBEJICHHE U apXUBOBEJCHUE

14. Kaxoil JOKYMEHT OIpeAeNsieT TOoCyJapCTBEHHbIE TpeOOBaHUS K I1K-3

MOJTrOTOBKE CHEIMAINCTOB C BBICIIUM 00pa30BaHUEM

15. Kakue TpeGoBaHUS NMPEeNbABIAIOTCA K TPOPECCHOHATIBHBIM 3HAHUAM I1K-3

10 HaIIPaBJIEHUIO «I0KYMEHTOBEIEHUE U apXUBOBEICHHUEY

16. YUTo OMmKEH yMETh CIEIUAIUCT-TOKYMEHTOBE]] [1IK-10

17. KakoBbl TpeOOBaHUS K BBITYCKHON KBaTU(UKAIMOHHON paboTe [1K-3

18. I'me MoxeT paboTaTh CEHATNCT-I0KYMEHTOBE] I1K-10

19. Kem moxet paboTaTh ClIeUATUCT-JOKYMEHTOBE I1K-10

20. Kakue BHIbI MPo(ecCHOHAIBHOM AEATEIHOCTH BO3MOXHBI IOCIE I1K-10

OKOHYAHUS MHCTUTYTA

21. KakoBbl  BO3MOXHOCTH npodeccuoHaIbHOM ajanTanun [1K-3

JOKYMEHTOBE1a

22. Pa3zuTue HanpasieHUs 1oKyMeHToBeneHue B XIX — Hagane XX BB. I1K-3

5.2.2. IlpumMepHbBIe BONPOCHI 15l co0eceT0BAHUSA
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1.JlokymeHT kak HocuTenb HH(popmanuu. Ponp mHbopManuu B cOLMATIbHO-IKOHOMUYECKUX
npoleccax.

2. Undopmanus B aBTOMAaTH3MPOBAHHBIX CHUCTEMaX. YBEJIUYCHHE OOBEMOB HH(OpPMAIIHH.
Ympasienrne nHHOPMAITMOHHO-TOKYMEHTAIIMOHHBIMU PECYpCaMHU.

3.MHpopMannoOHHO-TOKYMEHTALIMOHHOE ~ OOCITy)KMBaHME KakK TIJlaBHas oOecrednBaronias
GbyHKIMS yIpaBieHUs], BHIIIOJIHAEMAs CIIEHUAIBHBIMU CTPYKTYPHBIMU MOAPA3JICICHUSIMA U KaJpaMu,
UMEIOUTUMH MPOPECCHOHANBHYIO TOATOTOBKY.

4.Cnyxo6a JIOY B cucteme ynpaBlieHHUs, €€ KaJIPOBBIM COCTaB.

5.2.3. IlpumepHbIe TeMbl 151 pedepara:

1. Ponb TOKyMEHTOB B )KM3HM Y€JIOBEKA U OOIECTBA

2. Bugpl npodeccnoHanbHOM eI TENFHOCTH TOKYMEHTOBEIA

3. OOmasgs  xapakTepuCTHKa  OOpa30BaTEeIBHOTO  CTaHAapTa IO  HAaIpPaBIICHUIO
«/lokyMEHTOBEICHNE U aPXUBOBEICHUE

4. CBs13b uH(MOPMALIUY U TOKYMEHTA

5. Wcropus pa3Butus cnenuaibHOCTH B Poccun

6. CoBpeMeHHbIe HayYHO-HCCIIeI0BATEIbCKHE HEHTPBI B 00JIACTH JOKYMEHTOBEIEHUS

7. Hcropuss  co3maHuss  BcepoCcCHMUCKOrO  HAay4yHO-UCCIENOBATEIBCKOIO  MHCTUTYTa
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jieja

8. CranoBneHue HanpasieHUs «JlokyMeHTOBeneHNE U apxuBoBeneHue» B HHI'Y

9. UcTopus cTaHOBJIEHUS ClIELUaIbHOCTH «JlOKYMEHTOBEACHUE U apXUBOBeAeHUE» B Poccun

10. IToaroroBka cnenuaaIncTOB-10KyMEHTOBEAOB B Poccun

11. IIpoeccronanbHble 3HaHUS JOKYMEHTOBE1A

12. Cnyxx6a IOV B cucreme ynpaBieHUs

13. Bo3MOXXHOCTB a/ilanTalluy JOKYMEHTOBEIa K IPYTUM PO eCcCHOHATIBHOMN 1eATEIbHOCTH

14. Opranu3zanioHHble GOpMBI CTYKObI JOKYMEHTAIMOHHOTO 00eCIeueH sl yIpaBIeHUs

15. TpeOGoBaHusi craHgapra K HPOMEXKYTOYHOM aTTECTallUM CTYAEHTAa IO HaIpaBJIECHUIO
MIOATOTOBKHU «/{OKYMEHTOBEIEHHE U apPXUBOBEIACHUEY

16. Cuctema ympaBieHusi oopasoBanuem B Poccun

5.2.4. KontpoabHasi padora 1is oneHkn komnerennuun IK-3
Bapmuanr 1:
3ananue | YnpasieHueckas nHGopMalys: TpeOOBaHUS K HEH U CrIOCOObI (PUKCAlINU.
3ananue 2 JIOKyMeHT Kak HOCUTENb HH(POpMAIUH.

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 00ecnedeHne THCITUTITHHBI

a) OCHOBHas JIMTEpaTypa:

1. JoxymeHTOBeAeHHE: y4eOHUK M TNpakTukyMm s By3oB/ JI. A. JloponuHa [u ap.]; moxg
penakmueit JI. A. JloponuHoi. — 2-¢ wm3a., mepepab. w jgon. — MockBa: M3garensctBo HOpaiiT,
2022. — 309 c. — (Bsicmiee obpa3oBanme). — Tekct: nekTpoHHbIM / OOpa3oBaTenbHas IaTGopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/489431

2. "'TOCT P 7.0.8-2013. Hammonaneueiii ctangapt Poccuiickoit ®eneparmu. Cucrema

CTaHIapTOB MO HH(pOpMaNUK, OHUOIMOTEYHOMY M HW3IATEIBCKOMY Jely. Jlenompous3BOICTBO U
apxuBHoe nie0. Tepmunsl u onpeaenenus” (yrB. Ilpukazom Poccranaapra ot 17.10.2013 N 1185-cT)
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https://urait.ru/bcode/489431

3. Kysnenos, . H. JlenonpousBoacteo: yueOHO-cripaBodHoe nmocooue / M. H. Ky3nenos. - 11-
e u3a. - MockBa: M3parenbcko-toprosast kopropauusi «JlamkoB u K°», 2022. - 405 c. - Tekcr:
anektpoHHbId. - URL: https://znanium.com/catalog/product/1865740

0) IONOJIHUTENbHAS TUTEPATypa:

1. KynseB, H. H. JlokxymentoBenenue: yueoOnuk / H. H. Kynses, JI. H. Ypanos, A. T.
®abpuunoit; mox pea. npod. H. H. Kynaesa. - 2-¢ u3z., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBas YHUBEPCUTETCKAS OubIMoTeKa). - Tekcr: 3JICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1211628

2. I'mamuii, E. B. JlokymMeHTallmoHHOE OOecriedeHre yrpaBieHus: yuyeOHoe mocobue / E.B.
magmit. — Mocksa: PUOP: MH®PA-M, 2020. — 249 c¢. — (Cpennee mnpodeccruoHaabHOe
obpazoBanue). — DOI: https://doi.org/10.12737/14202. - Tekcr: osnekrponnsni. - URL:
https://znanium.com/catalog/product/1065817

3. boikoBa, T. A. JlokyMeHTanmoHHOe oOecredYeHHue YIpaBlieHUs (IEIONPOU3BOJCTBO) :
yuebHoe nocobue / T.A. beikoBa, T.B. Ky3unenona, JI.B. Cankuna; nog oo6ur. pea. T.B. Ky3ueuosoii.
— 2-e¢ usn., nepepab. m jgon. — MockBa: UHOPA-M, 2022. — 304 c¢. + [on. marepuaisl
[DnexTpoHHbIi pecypc]. — (Bricuiee obpa3zoBanue: bakanaBpuar). - Teker : snektponHsblif. - URL:
https://znanium.com/catalog/product/1863409

B) HTEepHeT-pecypcehl:

DNeKTpOHHO-0MOIHOTeYHAas cucTeMa «3HaHuyM» [ DIeKTpOHHBIH pecypc]
(https://znanium.com/)

Hayunas anexktponnas 6ubnuorexa eLIBRARY.RU [DnexTponHBIii pecypc]
(https://www.elibrary.ru/defaultx.asp)

DneKTpoHHO-0nbIMoTeyHas cucreMa «KOHCyNIbTaHT CTyAeHTa» [ DNeKTpOHHBIN pecypc]
(http://www.studentlibrary.ru)

DnexTpoHHO-0nbmoTeyHas cucreMa «tOpaiit» cryaenTa [ DaeKTpoHHBIN pecypc]
(http://biblio-online.ru)

7. MaTepuajibHO-TeXHUYECKOe o0ecnevyeHue T CUUIIMHBI
[Tomemienust mpeaCTaBISIOT cOO0N yuyeOHbIE ayAUTOPHUH ISl IPOBEICHUS YUYEOHBIX 3aHITHIA,
MIPETYCMOTPEHHBIX MPOTPAMMOM, OCHAIEHHbIE O0OPYJOBAaHMEM W TEXHUYECKUMH CPECTBAMHU
o0yueHusl.
[Tomemenust i1  CaMOCTOATENLHONW paOOThl OOYYAIOIIMXCS OCHAIICHBI KOMITBIOTEPHON
TEXHUKOW C BO3MOXKHOCTHIO TOAKIIOYeHHS K ceTn "MHTepHer" M oOecmeueHbl TOCTYIIOM B
AJIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIIbHYIO CPEy.

IIporpamma cocraBnena B cooTBercTBuM ¢ TpedoBanusimu OC BO HHI'Y no HamnpaBieHuto
noarotoBku 46.03.02 JlokyMEHTOBEIEHUE U APXHUBOBEICHHUE.

ABTOp k.3.H. bepe3un C.B.

H.o. 3aBenyromero kadeapoit TudIl K.10.H., noreHT Kaprun K.B.

[Iporpamma ooO6peHa Ha 3aceJaHUU METOIMUECKO KOMUCCHH FOPHINYECKOTO (PaKybTeTa
oT «13» nexabpst 2021 roga, mpotokon Ne 4.
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