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1. MACIOPT NPOT'PAMMBI YUEBHOM JJUCHUATIJIAHBI

JIOKYMEHTAIMOHHAS JIeITEeJbHOCTh I'OCYAAPCTBEHHbIX U MYHUIIMNIAJbHBLIX OPraHOB

1.1. O6s1acTb npuMeHeHus1 padoveil MPOrpaMmbl

PaGouas mnporpamMmma yd4eOHONW AUCHUILIMHBI SBISCTCS YacThIO IPOrPaMMBbI
ITOATOTOBKHU CIEIHAIMCTOB cpeaHero 3BeHa B cooTBeTcTBUU ¢ GI'OC mo crnenuaabHOCTH
CIIO 46.02.01 JloxymeHTaImOHHOE OOeCIICUCHUE yIIpaBIeHNS M apXHBOBEIeHNE 0a30BOM
ITOATOTOBKH.

1.2. Mecro y4yeOHoi nucununannbl B ctpykrype IHIICC3:

VYyeonas muctmmmaa OI111 JlokymMeHTanmMOHHAsT MEATEIBHOCTh TOCYJAApCTBEHHBIX U
MYHHIIATIATIBHBIX OPTaHOB SIBIISETCS MPHUKIATHON JUCIHUILIMHON M BXOJUT B BapUATHBHYIO
gacte (I1.00) ob6menpodeccronanbubix auciuiine (OI1.00) mporpaMMbl MOATOTOBKH
CHEIHAMCTOB CPEHETO 3BEHA.

1.3. Heau u 3apa4u y4eOHOW TUCHMILIMHBI — TPeOOBAHHUS K Pe3yJibTaTaM OCBOCHHUSA
y4eOHOM AUCHUIINHBI:

JucnnmuimHaa — «JlOKyMEHTaMOHHAs  JEATENIBHOCTh  T'OCYJApCTBEHHBIX U
MYHHLIMIAIBHBIX OPraHOB» MNPENYCMATPHUBAET MOJYYEHUE 3HAHWM M HABBIKOB II0 BCEM
acIieKTaM JOKYMEHTAI[MOHHOM JAESATEIbHOCTH TOCYIAPCTBEHHBIX M MYHUIMITAIBHBIX
OpraHoB C Y4Y€TOM TpeOOBaHUl HOPMATHUBHBIX JOKYMEHTOB U C HCIOJIb30BaHUEM
COBPEMEHHBIX TEXHOJIOTUN PAOOTHI C TOKYyMEHTAMH.

3agaum:
- 00BSCHUTH CYIIHOCTH TOCYIapCTBEHHOI'O JOKYMEHTAI[MOHHOT'O 00CCIICUCHHUS
yIpaBJieHHUs], €r0 IPaBOBYIO 6a3y;

- AaTb CTYyACHTaM IIPCACTABJICHHUC O I[OKYMGHTaHHOHHOﬁ ACATCIIBHOCTHU
roCyJapCTBCHHBIX U MYHHUIINIIAJIBHBIX OPIraHOB,

- IaTh CTYJICHTaM TpeACTaBICHHUE 00 OCHOBAX OpraHU3aINK PadOTHI C JOKYMECHTAMH,

- IOKa3aTh MECTO JICJOMPOU3BOJICTBA B 00CCIICUCHUH YIIPABICHUCCKOU JIEATECILHOCTH,
PaCKPBITh TEXHOJIOTHIO JOKYMEHTHPOBAHUS OPTraHU3aI[MOHHO-TTPABOBBIX,
pacnopsIUTeIbHbIX, HH)OPMAITMOHHO-aHATUTHIECKUX, CIIPABOYHBIX JJOKYMCHTOB;

- IaTh BO3MOYKHOCTh CTYJICHTaM OCBOWTH HABBIKU JOKYMEHTHPOBAHUS Ha KOHKPETHBIX
YIPABJICHUYECKUX CUTYyaIUAX, HAYYUTh pad0TaTh C TJOKYMEHTAMH, YMETh aHAJIM3UPOBATh U
HAXOJIUTh OMMOKY MPU COCTABICHUHN U O(DOPMIICHHH TOKYMEHTOB;

- c1ocoOCTBOBaTH (POPMHUPOBAHUIO ¥ CTY/ICHTOB aKTUBHOM COIUATHLHON TTO3UIINH,
MOTPEOHOCTH B IMYHOCTHOM M MPO()ECCHOHATBFHOM CaMOPa3BUTHUH U TBOPUYSCKOM
OTHOIIICHUH K BBIOpaHHOM ITPOQeCCHH.

B pesynbpTaTe ocBoeHUs y4E€OHON JUCITUTUIMHBI O0YUYAIOIIUNACS TOJDKEH:

yMeTh:



- pa3palarbiBaTh HOPMATHBHBIE aKThl M HOPMATHBHO-METOAMYECKUE JOKYMEHTHI,
pErilaMeHTUPYIOUIUE  BEJICHHE JOKYMEHTALIMOHHOTO  O0ecnedYeHus  JeATEIbHOCTH
roCyJapCTBEHHBIX U MYHHUIIMIAIBHBIX OPIaHOB;

- aHAIM3UPOBAaTh IMPOILECCHl JOKYMEHTHPOBAaHHWS U OpraHu3aluu padoThl C
JOKYMEHTAaMU TOCYJApCTBEHHBIX W MYHULUMAIBHBIX OPraHoB, (QOpPMYIUPOBATH
MIPEIOKEHMS TI0 UX COBEPLIEHCTBOBAHUIO;

- opraHuzoBaTh JS(PPEKTUBHYIO JACATEIBHOCTh  CIYXObl  JIOKYMEHTAI[MOHHOTO
oOecrieueHus B roCyJapCTBEHHBIX U MyHUIIUNIATBHBIX OpraHax;

- pa3pabaTbiBaTh U PEaTU30BBIBATH MEPHI IO COKPAIICHUIO 00beMa IOKYMEHTOO00pOTa
B TOCYJapCTBEHHBIX M MYHHUIIUTIAIBHBIX OpPTaHaX.
3HATh:

- TEPMHUHOJIOTHIO IOKYMEHTALIMOHHOTO 00€CIIEYeH I YIIPABIICHUS

- 3aKOHOJATENIbHBIE AKTBl W  HOPMAaTUBHO-METOIWYECKHE  JOKYMEHTBI  I10
JOKYMEHTUPOBAHHUIO  JIESITEIIBHOCTA W  OpraHu3aldd  paboThl C  JIOKYMEHTaMu
roCyJapCTBEHHBIX U MYHHUIIUIAIBHBIX OPTaHOB;

- OCHOBHbIE  MNpUHUUIBI  3(P(PEKTUBHONM  OpraHu3aluu  JOKyMEHTOOO0OpOTa
roCyJapCTBEHHBIX U MYHHUIIMIAIbHBIX OPIaHOB;

- OCHOBHBIE€ MPUHLHUIBI OpraHu3auud 3()(PEKTUBHON CHUCTEMbI KOHTPOJS HCHOJIHEHUS
JOKYMEHTOB U MMOPYUYEHU;

- OCHOBHbBIE TPHUHIUIBI OPraHU3ALUH ACSITEIBHOCTU CIIYX Obl JOKYMEHTALIHOHHOTO
o0ecrnedeHus B rocyJapCTBEHHBIX U MyHUIMIAIBHBIX OpraHax;

- 3aKOHOMEPHOCTU U3MEHEHUS 00beMa JOKyMEHTOO00pOTa OPraHOB rOCYJapCTBEHHOTO
Y MYHULIUNTAIBHOTO YIPABICHUS;

- TEHJCHIIMM Pa3BUTHUS JOKYMEHTAIIMOHHOTO obecrieueHus ypasieHus B Poccun.

N3yuenne AUCIUTUIMHBI CTOCOOCTBYET OCBOCHHUIO OOIIUX KOMIETEeHIHIA:

OK 1. [loHumMaTh CyHIIHOCTh M COLMAIBHYIO 3HAYUMOCTh CBOeW Oyayiied mpodeccuu,
MIPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JE€ATEIBbHOCTh, BBIOMPATh TUIOBBIE METOIBI U
CroCOOBI BBINOJHEHUsI MNPO(EeCcCCHUOHATBHBIX 3a/ad, OUEHUBATh MX A(P(PEKTUBHOCTH U
KauecTBO.

OK 3. [IpuHuMaTh pelieHus B CTaHAApPTHBIX U HECTAHAAPTHBIX CUTYalUsIX U HECTH 32 HUX
OTBETCTBEHHOCT.

OK 4. OcymecTBIaTh IOWCK M HCIOJb30BaHWEe WHGPOPMAIUKA, HEOOXOIUMOM IS
(¢ ()EKTUBHOTO BBHIMOMHEHUS TNPODECCUOHATBHBIX 3a7a4, NpPo(EeCcCHOHATHLHOTO W
JUYHOCTHOT'O Pa3BUTHSIL.

OK 5. Hcnonp3oBath  WHGOPMANMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTHH B
PO eCCUOHATILHOM IESITEIIBHOCTH.

OK 6. Pabotath B KOIEKTHBE W KOMaHje, d(PPEKTUBHO OOMIATHCA C KOJUIETAMU,
PYKOBOJICTBOM, TOTPEOUTEISIMHU.

OK 7. bparp Ha ce0si OTBETCTBEHHOCTh 3a pPabOTy YJIEHOB KOMaHJbl (ITOAYUHEHHBIX ),
pE3yJIbTaT BBINOJIHEHUS 3a1aHUM.



OK 8. CamocToATenbHO OIpEeAeNarTh 3aladyd Npo(ecCHOHATBHOTO M JUYHOCTHOTO
pa3BUTHS, 3aHUMATbCAd CaMOOOpPa30BAHMEM, OCO3HAHHO IUIAHMPOBATH IOBBIIICHHE
KBaTH(DUKAIIHH.
N3yyeHne AUCIUIUIMHBI CIOCOOCTBYET OCBOCHHIO MPOG)eCCHOHATbHBIX KOMIICTEHIMIA:
ITIK 1.1. KoopaunupoBath paboTy opraHuzanuu (IpUeMHON PyKOBOJUTENs), BECTU
MIPUEM TTOCETUTENIEH.
I[IK 1.2. OcymectBisaTh pabOTy MO MOATOTOBKE M IPOBEACHUIO COBEIIAHMIA,
JEJIOBBIX BCTPEY, IPUEMOB M MPE3EHTALIHM.
ITIK 1.3. OcymiecTBasiTh NOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOAMUTENS U JIPYTUX
COTPYJAHHKOB OpraHU3aLIHH.
I1K 1.4. Opranu3oBbeIBaTh pabodyee MECTO CEKpeTapsi U pyKOBOIUTEIS.
IIK 1.5. OdopmasTe u pErucTpupOBaTh OpraHu3alMOHHO-
pacropsiIuTeIbHbIE JOKYMEHTHI, KOHTPOJIUPOBATH CPOKHU UX UCIIOJTHEHUS.
[IK 1.6. OGpabaTbIiBaTh BXOASIINE U UCXOIAIINE JOKYMEHTBI, CACTEMAaTU3UPOBATH
UX, COCTaBIISATh HOMEHKJIATYPY A€l U (GOPMHUPOBATH JOKYMEHTHI B J€a.
I[IK 1.7. CamocrosiTenbHO paboOTaTh C  JOKYMEHTaMH, COJEpKalluMu
KOH(pHICHIMAIbHYIO0 HH(DOPMALMIO, B TOM YHCIIE C JOKYMEHTaMH 10 JUYHOMY COCTaBY.
IIK 1.8. OcymectBiaTh TenepoHHOE OOCTyKMBaHHE, MPUHUMATh U IepeaBaTh
(akchl.
ITIK 1.9. OcymiecTBiATh NOATOTOBKY A€M K Iepeaade Ha apXUBHOE XPAHECHUE.
IIK 1.10. CocTaBasiTe ONUCH 1€, OCYIIECTBIATh MOATOTOBKY JEN K Iepenaye B
apXWB OpraHU3alliH, TOCY/IapCTBEHHBIE U MYHUIUIIAJIbHBIE apPXUBBI.
[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa.
[1K 2.3. Pa3paGaThiBaTh ¥ BECTH KJIaCCU(PUKATOPHI, TAOCTH U JpP. CIPABOYHUKH T10
JOKYMEHTaM OpraHu3aluu.

1.4. PekoMeHayeMoe KOJIMYECTBO YaCOB HA OCBOCHHME padoyeil NporpaMMbl y4eOHOM
AUCIHUNJIMHBI:

MaKCHUMaJIbHOW y4eOHOM Harpy3ku o0ydaromierocsi /2 4acoB, B TOM YHCJIE:

00s13aTeIbHON ayIUTOPHON yueOHOM Harpy3ku oOyuaromierocs 48 4acoB (M3 HUX JICKIUN
— 28, npaktudeckux 3aHaTui — 20 (B TOM yucie 2 KOHTPOJIbHBIE padOThI);
CaMOCTOSITeNIbHOM paboThl oOyyaromerocs 24 yaca



2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIHUILIUHBI

2.1. O0beM yueOHOM TMCIUILUIMHBI M BUAbI Y4eOHOH padoThI

Bun yuyeo6Hoii padoThl

Oo6vem uacos

MakcuMasibHasi yueOHasi HAarpy3ka (Bcero) 72
Oo0s3aTe/IbHAS ayAUTOPHAS y4eOHAsi HATPY3Ka (BCero) 48
B TOM YHUCJIE!
JIEKIINHU 28
MPaKTUYECKUE 3aHSITHUS 20
CamocrosiTesibHas padoTa o0y4yawinerocs (Bcero) 24
B TOM YHCJIE:
BBITIOJTHCHHE ITMCBMEHHBIX padO0T (COYMHEHHUS, XapaKTePUCTHKH, 2
TaOJIUIIbl, KOHCIIEKTHI)
MOATOTOBKA K MPAKTUYECKUM 3aHATHUAM U CEMUHApaM 10
MOATOTOBKA COOOIIECHUM 2
OCBOEHHE PEKOMEHAOBAHHOM JIUTEPATYPhI 10

Urorosas arrecranus B popme aud¢epeHIIUPOBAHHOIO 3a4eTa




2. TemaTnyeckmii JIaH U coiep:KaHUe YUeOHOH TUCUMILUIMHBI J[OKyMeHMAayuoHHas 0esmeibHOCmb 20CY0apCMBEeHHbIX U
MYHUYUNATILHBIX OP2AHO8

HaumenoBanue Coaepsxanue y4eOHOro MaTepHuaJia, JJadopaTopHbie padoThl M NPAKTHYECKHE 3aHATHS, O0bem Yposenn
pa3/ieJioB U TeM CaMOCTOSITeJIbHAS padoTa o0y4yarouuxcs 4acoB OCBOEHMSI
1 2 3 4
Beenenue OCHOBHBIE NMOHATHS O JOKYMEHTAIL[MIOHHON JAESITeIbHOCTH TOCYAAPCTBEHHBIX U MYHUIIUIAJIBHBIX OPTaHOB. 2 2
Paznen 1. 68 26
JIOKyMEeHTAIMOHHOe
olecmeyenmne

ynpaBJieHUS B
rocyIapcTBEeHHBIX H

MYHHIHIAIbHBIX
opraiax
Temal.l1. Cojaep:kanue yueGHOro MaTepuaia
PoJb u mecTo
JIOKYMEHTALHOHHOT0
obecTieueHust B padoTe 1. [oHsiTHE «ICTONPOU3BOICTBOY, «TOKYMEHTAIIMOHHOE o0ecneueHue ynpasieHus» (JJOVY). 5 5 5
roCYAapPCTBEHHDBIX U J1enonpor3BOICTBO KaK (DyHKIMS yIPABIECHHMS, €r0 MECTO CPEIM APYTHX yIPABICHYECKUX (DYHKIIUIMA.
MYHHUHIAIBHbIX J1enonpor3BOICTBO KaK CUCTEMA PabOTHI C JOKYMEHTAMH.
opraHos 2. 3aKOHOTBOpYECKAs, YIPABJIECHYECKAs IEATEILHOCTE TOCYIAPCTBEHHBIX U MYHUIIUIIAILHBIX OPIraHOB U

JISIIONPOU3BO/ICTBO. 3HAUEHHE JOKYMEHTOB JUIS PEaTU3aIiy YIPaBISeHUESCKUX PEIICHUH.
IIpakTuyeckue 3aHATHS.

Hcropust pa3BuTHs 1€I0IPOU3BOACTBA B Poccuu. 2 2
CamocTosiTeibHAas padoTa 00yUyalouuxcs.

3akoHOAATEIbHAS U HOPMATUBHO-TIPaBOBast 0a3a B 00JIACTH JIEIOMPOU3BOICTBA HA COBPEMEHHOM JTarle

4 4
(cocTaBUTH NepeueHb T0KyMEHTOB B pabouMX TETPaIsix).
H Tema 1.2. Copaepxanne yueOHOro MaTepHuajia
H"ﬁ:‘fg;‘;ﬁ:{gg‘%g?gﬂ 1. [IpaBoBas ocHOBa Aenonpou3BoaAcTBa. DenepanbHble 3aKOHBI U TocTaHoBIeHus [IpaBuTenscTBa Poccuiickoit 2 2
per ﬂaMeHTprmmaﬂ’ ¢denepanun B 001acTH HHPOPMALIOHHO-TOKYMEHTALIHOHHOTO 00eCTIeYEeHUSI.
AOKYMEHTAIIMOHHOE 2. OcHOBHbIE HOPMAaTUBHO-TIPABOBBIE M METOAMYECKHE TOKYMEHTHI 10 JIETIONPON3BOJCTBY.
obecreueHune IMpakTHYecKkune 3aHATHSI. 5 5
rocyaapcTBEeHHBIX U
MYHHIHIATBHBIX 1. IToHATHS «TOKYMEHT», «TOKYMEHTHPOBAHHEY, «CPEACTBA JOKYMEHTHPOBAHHS», «CIIOCOOBI
OpraHoB JOKYMEHTHUPOBAHUS.

2. CpoiicTBa, Ipu3HaKH, GYHKIINU TOKYMEHTA.
3. Knaccuduxanus J0OKyMEHTOB.
CamocTrosiTesibHasi paGoTa 00y4alOIMXCS.
OsznakomuThed ¢ [IpaBunaMu 1enonpon3BoAcTBa B hegepaybHBIX OpraHax UCIOMHUTENbHON BiacTH. COCTaBUTh 2 2
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KOHCICKT OCHOBHBIX moHsThi (4.11).

Tema 1.3. Coaeprxanue yuedOHOro MaTepuajia
Opranmmsaums 1. OcHoBHBIC 331291 U QYHKIIUN JACIOMPON3BOICTBEHHOH Ciry k05! (JIOY)
1eJI0NIPOM3BOCTBEHHON | = y (¢ Ty :
CITYKOBI 2. [Tonmosxenue o ciyx6e JOY. JIoKHOCTHOM U YMCICHHBIN cOCTaB ciyx0b1 JJOVY.
rocyiapcTBEHHOI0 U 3. TunoBbIle opraHU3allMOHHBIE CTPYKTYPHI ciTyk0b1 IOY. MHCTpYKUHMS N0 1ENONPOU3BOACTBY TOCYAaPCTBEHHOTO
MYHHLIHIAJIBHOTO ¥ MYHHIMIIAJBHOTO OpTraHa.
oprana
IIpakTHyeckune 3aHATHUS.
1. Ponb ciy>k0b1 JOKYMEHTAIMOHHOTO 00ECTICeYeHHs] YIPaBICHUS B OBBIIEHUN () ()EeKTUBHOCTH PabOTHI
YIPaBJIEHYECKOTO anmapaTa rocyJapCTBEHHBIX U MyHHLIUTIAIbHBIX OPTaHOB.
2. TonoxxeHue o Ciry)0e JOKyMEHTAIIMOHHOTO 00ECIIeUeHsI: OCHOBHBIC Pa3JICNbl U MOPSJIOK COCTABICHHS U
YTBEPKICHUSI.
3. JJomKHOCTHBIE HHCTPYKIIMU paOOTHUKOB CITY>KOBI JIOKYMEHTAIIMOHHOTO 00ECIIEUCHHS: OCHOBHBIC Pa3/Ieiibl,
MOPSIZIOK COCTABIICHUS M YTBEPIKICHUSI.
CamocTrosiTeqibHasi pa60oTa 00y4aoIMUXCS.
1. O3nakomuthcst ¢ MHCTpyKIMeH 10 1eIONpOU3BOICTBY TOCYAaPCTBEHHOTO MM MYHUIIMIIAIILHOTO OpraHa.
[Ipoananm3upoBaTh €e OCHOBHBIE ITOJIOKECHHUS.
2. [1oaroTOBUTH MPUMEPHYIO AODKHOCTHYIO HHCTPYKIUIO PAOOTHHKA CITYKOBbI TOKYMEHTAIIHOHHOTO 00eCTICUeHUS
yhpaBlieHHs,, TPOAHATU3UPOBATH €€ OCHOBHBIE MOJI0KEHHUSI.
Tema 1.4. Conep:xanue yueOHOro MaTepuaJia
YHugpuuuposannas 1 YHubummpoBaHHble CHCTEMBL. Y HU(DHIIMPOBaHHAS CHCTEMA OPTraHU3AIMOHHO-PACTIOPSTUTEIEHOM
cucremMa ' 1p : 1Hp P 1 p pAn
OPraHU3alUOHHO- noxymenraumn (YCOPJ).
pacnopsiiuTeIbHOM 2. | CocraB JOKyMEHTOB, ()YHKIIHOHHPYIOIINX B OpraHax roCyAapcTBEHHOTO M MyHHUIIMIIAILHOTO YITPaBJICHUSI.
AOKYMEHTAIUH
(YCOPL)
IIpakTHYeckue 3aHATHS.
1. [TonsiTust «crcTeMa JOKYMEHTAIMN) U «yHU(PUIIMPOBAHHASI CHCTEMA JOKYMEHTALIUI.
2. 'ocynmapcTBeHHas cucrtemMa TOKyMeHTauu. OyHKIMOHAIBHBIC, OTPACIEBbIE M BEJOMCTBEHHBIE CUCTEMBI
JOKYMEHTAIINH, UX B3aUMOCBS3b.
Koumponvnas paboma Ne 1.
«/loxymenm u e2o HasHawenue: nooauHnux, oyonuxam, konus. FOpuouueckas cuna doxymenmany.
CamocTrosiTessbHasi pa0oTa 00y4arOIMXCS.
CocraButh 00pa3el OAHOTO U3 BUIOB CIIPaBOYHO-MH()OPMAIIMOHHOTO U aHAIMTHYECKOTO IOKYMEHTA: CIIPABKH,
aKTa, JOKJIaJHON M1 0OBSICHUTEIHHOM 3aIUCKH, JOBEPEHHOCTH, CITYKEOHOTO IMHChMa, TeleQOHOrpaMMBI,
TEeJNerpaMMBl.
Tema 1.5. Conepkanue yueGHOro MaTepHaia
Tpebopanus k d1ankam 1 Ucnonb3yemslie popmarsl Oymaru. bnanku nokymentos. Kiaccudukanus 6i1ankoB
JTOKYMEHTOB : Y P y : AOKYMCHTOB. 1 .
rocyAapCcTBEHHBIX H 2. TexHom0rus N3roToBJICHUS U ydueTra OJIAaHKOB CTpPOTOH OTUYCTHOCTH.
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MYHHUIMNAJbHBIX
OpraHos

3. OCHOBHBIC PEKBU3HTHI JOKYMEHTOB FOCYIaPCTBCHHBIX M MYHHUIIMITATHHBIX OpraHoB. COOTHOIICHHUS PEKBU3UTOB,
ycraroBieHHBIX ['OCT P 6.30-2003 u [IpaBunamu nenonpou3BoAcTBa B (heiepaIbHBIX OpTaHaX WCIOTHUTEIHHON
Bractu. @opmyisap-obpasern fokyMeHTOB. [IpaBriia ohopMiIeHUs] OCHOBHBIX U JJOTIOJHUTEILHBIX PEKBU3HUTOB.

4. opsnok ohopMIICHUS JOKYMEHTOB, 00Pa3yIOIIUXCS B ICATEIBHOCTH TOCYIaPCTBEHHBIX M MYHUIIMIIATbHBIX
opranoB. CocTaB JOKYMEHTOB, TIOPSJIOK O(OPMIICHUS OPTaHU3aI[OHHBIX JJOKYMEHTOB (PETJIAaMEHTOB, TIOJIOXKEHHH,
MIPaBMII, HHCTPYKIIUN), PACTIOPITUTENHFHBIX TOKyMEHTOB (TIPUKA30B, PACTIOPHKEHHH ), HH(POPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB (MIPOTOKOJIOB, AKTOB, IIHCEM, JIOKJIATHBIX, 00BICHUTEIBLHBIX 3aIMCOK, CIIPABOK,
TeJaerpaMm, TeyehoHOrpaMm).

IIpakTH4yeckue 3aHATHSA.

OcoOeHHoCTH co3anust U 0POPMIIEHHUS MPOSKTOB 3aKOHOATENILHBIX akTOB Poccutickoiit deneparum, akToB
[Ipe3unenta Poccuiickoit denepanuu, aktos [IpaBurensctBa Poccuiickoit denepanuu, HOpMaTUBHO-IIPABOBBIX
aKTOB (heIepaTbHOT0 OpraHa UCTIOTHHUTEIHHOHN BIIACTH.

CamocTosiTesibHast padoTa 00yYarOUIuXcs.

HpaBHna O(l)OpMJ]CHI/ISI " BblJJa4HU KOITHM JOKYMCHTOB B I'OCYyJapCTBCHHBIX U MYHUIIUIIAJIbHBIX OpraHax.

Kaxkue Bubpl JOKyMEHTOB HE pa3peliaeTcs KOMUPOBaTh U 3aBEPSITh?

Tema 1.6.
OcHOBHBbIE
JeJIONPOU3BO/ICTBEHHbIE
onepauuu. Perucrpanus
AOKYMEHTa U

Coaep:xanue y4eOHOro MaTepuaJia

1. [TonsiTue TOKYMEHTO000POTA, €r0 cOcTaBa M 00beMa. JJOKYMEHTOIIOTOKH B TOCYAAPCTBEHHBIX U
MYHUIUNATBHBIX Opranax (BXOIsIIne, UCXOASIINe, BHyTPEHHUE ). XapaKTepUCTUKA OCHOBHBIX ATANIOB Pa0OTHI C
JOKyMEHTaMHM: IpueM, IIepBOHavanbHasi 00paboTKa, pacnpeeneHue KOppecloHACHINH, Tepeiada 1 JOCTaBKa

opraHuzauusi
CIIPaBOYHO- JOKYMEHTOB, PErUCTpaLys JOKyMEHTOB.
MH(OPMANHOHHOTO 2. KoHTpOITb 32 HCTIOJTHEHUEM JIOKyMEHTOB. ABTOMATH3HUPOBAaHHbBIE CUCTEMbI KOHTPOJIS 32 UCIIOTHEHUEM
0BeTyKUBAHEA nokymMeHToB. HQopMalmoHHO-cipaBoYHas padoTa Mo JOKYMEHTAaM.
IIpakTHyeckue 3aHATHS.
1. C xako# uenpo co31aeTcs B OpraHu3alui HHPOPMALIMOHHO-TIOMCKOBAs cucTeMa?
2. Texnousorusi paboThI ¢ KAPTOTEKAMH IO TPAAUIIMOHHON CHCTEME B PYYHOM PEIKUME.
3. Kak opranmsyercs cipaBo4Hasi paboTa B aBTOMAaTU3MPOBAHHOM PEXHUMeE C hcronb3oBanuem [1K?
CamocrosiTesqibHast paboTa 00y4aromuxcs.
Packpolite npernMyniecTBa, CyLIECTBYIOLIUE NIPU OTIIPABKE JTOKYMEHTOB [0 MIEKTPOHHOM IoYTE.
Ha3zoBuTe M3BECTHBIE BAM CHCTEMBI AJIEKTPOHHOM MTOUTHI M IEPEUUCITUTE OTIEPAIIUH, KOTOPhIE MOKHO
OCYHIECTBIISITh C €€ IOMOILBIO.
Tema 1.7.

dopMUpOBaHHE U
XpaHeHue aeql B
AeJIONPOU3BOACTBE.
HomeHnkaartypa ned.

Conep:xanue ydeOHOro MaTepuaJia

1. @OpMHpOBaHI/Ie JCJI B TOCYJAapCTBCHHBIX U MYHUIIUITIAJIBHBIX OpraHax. HOpH}IOK COCTaBJICHUA U BCACHHUA
HOMCHKIJIATYPbI ACI.

2. Ucnonb3oBanue HepeqHﬂ TUIIOBBIX YIPABJICHUYCCKUX APXHUBHBIX NOKYMCHTOB, 06p8.3y}OH_II/IXC$I B 1Iponecce
ACATCIIBHOCTH I'OCYJAPCTBEHHBIX OPIraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUA U opraHmauHﬁ, C YKa3aHHUEM
CPOKOB XpaHCHMUA. MGTO}_'[I/IKa pa3pa60TKH BCAOMCTBCHHBIX Hepequﬁ JAOKYMCHTOB. XpaHeHHe JAOKYMCHTOB B
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CTPYKTYPHBIX MOAPA3/ICIICHUSX.
3. DkcnepTH3a IEHHOCTH IOKYMEHTOB B JITIONPO3BoIcTBe. [IpaBuia cocraBieHus omucei aen. [lepenaua gern Ha
BeIOMCTBEHHOE XpaHeHue. [loaroToBka u nepenayda aen B TOCYAapCTBEHHBIN HITH MyHHUIIUITAIHHBIN apXHB.
IIpakTH4eckue 3aHATHS.

[lepedeHp THITOBBIX YIIPAaBIEHUYECKAX aPXUBHBIX JOKYMEHTOB, 00Pa3yIONIMXCS B MPOIIECCE NEATENbHOCTH
TOCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABICHHUS M OpPTraHU3aIlNi, C YKa3aHHEeM CPOKOB XPaHEHHUS
(mpuoOpeTeHne HaBBIKOB pa0OTHI MO OMPECICHUIO CPOKOB XPAHCHUS Pa3JINYHbIX BUIOB YIPABICHYSCKUX
JOKYMEHTOB).

Konmponvnas paboma Ne 2.

«Ymo naszvisaemcs sKChepmu3otl YeHHoCmu OOKYMEHmMO8 U KaKOBbl ee OCHOBHbIE 3A0aUU».

CamocTosiTe1bHAas padoTa 00y4alomuxcs.

UTo mpoucxXouT ¢ JOKYMEHTaMH TIOCTIe OKOHYAHUS MX HCIIONHEHUs. [laliTe onpeneneHne moHITHS «1eio». Kak
MPOUCXOANT ero popmupoBanrne? Ha oCHOBaHNHM 4ero MPOUCXOAUT OIPEIEIIEHNE CPOKOB XPaHEHHUS JOKyMEHTOB.

Tema 1.8.
Opranuszanus
AeJI0NPOU3BOACTBA 110
pa6oTe ¢ oOpameHUIMH

Conep:xanue y4eOHOro MaTepuaJia

1. 3aKOHO/ATENBCTBO, PErIIAMEHTUPYIOIIEE OPraHU3aIMI0 PA0OThI C MHUCHbMaMH, 3asIBJICHHAMHE H jKaJI00aMu
rpaxaad. OcobeHHOCTH 00pabOTKH U y4eTa STHX JTOKYMEHTOB.

rpaaaH 2. [IpumeHeHre MHPOPMAIIMOHHBIX TEXHOJIOTHIT 1O paboTe ¢ MUCbMaMH, 3asBICHHSAMH U JKaT00aMU IpakiaH.
[IpaBuna cucremMaTu3anuy 1 XpaHeHUs1 OOpallleHU TPayKaaH, CPOKU X XPAaHEHHUS.
IIpakTHyeckue 3aHATHS.
AHanu3 oCHOBHBIX NoJioxkeHn PeaepanbHoro 3akona ot 2 Mas 2006 r. Ne 50-03 «O nopsake paccMOTPEeHHUs
oOpameHmit rpaxnan Poccutickoit @eneparymy,
CamocrosiTeibHasi paboTa 00y4Yarommxcs.
OsnakomuTthes ¢ DenepanbHbiM 3aKk0HOM OT 2 Mast 2006 1. Ne 50-D3 «O mopsiake paccMoTpeHus oOpanieHnit
rpaxkaan Poccuiickoil @enepainy, pacrneyararb TEKCT JUIsl TPAaKTHUECKUX 3aHITHH.

Tema 1.9. Copaepxanune yueOHOro MaTepHuajia

CexpertHoe

JAeI0TPOU3BOICTEBO H
opranmusanmsi padorsl ¢
KOH(HUIeHIHATbHOMI
uHpopmanueii B
TrOCyIapCTBEHHBIX U
MYHHMIHIIAJIbHBIX
oprasax

JIOKyMEeHTBI, periiaMeHTUpYIoIIne paboTy ¢ CeKpETHOW U KOH(UASHIIMATbHOM nHpopMarueir. CocTas
KoHuIeHnnanbHoi nHopmanmu. [Topsaok BeneHNs CIIENHAILHOTO IETOTPOU3BO/ICTRA.

IIpakTHYeckue 3aHATHS.

Opranun3zanust paboThl ¢ JOKYMEHTaMH, UIMEIOIIMMU TpU(Bl OrpaHUYEHHS OCTYTIA.

CamMmocTrosiTesbHAsi padoTa 00y4aromuxcs.

OsnakomuTtbes ¢ DepepanbHbIM 3ak0HOM OT 27 uronst 2006 1. Ne 149-D3 «O6 nnpopmanuu, THPOPMALMOHHBIX
TEXHOJIOTHSIX U O 3alIuTe HHPOPMALUN,

OenepanbHbIM 3aK0HOM OT 27 utogst 2006 1. Ne 152-D3 «O mepcoHATBHBIX JaHHBIX).
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Paznen 2. 4 4
TocymapcTBeHHBIE H
MYHUIMNAJIbHBIE
NMPOrpaMMbI
COBEPIIECHCTBOBAHNA
HH(OPMAUOHHOTO U
AOKYMEHTALHOHHOTO
olecneyeHunst
Tema 2.1. Conep:kanue yueGHOro MaTepnaJa
T'ocynapcrBeHHbie 1
My:gg;:al;?\i]n];gﬂe 1. BHeipeH#e CUCTEeMbI JIEKTPOHHOTO JoKyMeHToobopoTa (CD/1). Opranusanus BHEBEJOMCTBEHHOTO 5 5
COBEpUICHCTBOBAHHSI 3NEKTPOHHOTO NoKyMeHTooOopoTa (MO/10). Cructema MeXBEZOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOoTa
HH(OPMALMOHHOIO U (CMDBL).
AOKYMCHTALIMOHHOI' 0 2. OcobeHHOCTH PabOTHI C ANEKTPOHHBIMU JoKyMeHTaMu. [Tpobaemsr ncnonb3oBanus I B rocyjapcTBeHHOM
obecredenust JIOKyMEHTO06O0pOTE. ) )
IIpakTu4yeckue 3aHATHSA.
OO6mwmii 0630p OPITEXHUKN COBPEMEHHOTO JeIONPOU3BOACTBA. [[pUHIIMTIBI BHEPEHHS DJIEKTPOHHOTO
ILOKyMCHTOO60pOTa B ACATCIIbHOCTD rOCYAaPCTBCHHBIX U MYHUIUIIAJIbHBIX OPTaHOB.
JunddepeHIUpOBaAHHBIN 3a4€eT
Bcero: 12 12

Jln1s XapaKTepUCTHKN YPOBHSI OCBOCHHS YI€OHOT0 MaTepHraia NCTIOIb3YIOTCS ClIeAyoNIre 0003HAYCHUS:

1. — o3HaKOMHTENBHBIN (y3HaBaHHE paHEe N3YUYEHHBIX 0OBEKTOB, CBOICTB);

2. — penpoayKTHBHBIH (BBIIOIHEHHE JIESITEILHOCTH 110 00pasily, HHCTPYKIIMH HITH MO PYKOBOJICTBOM)

3. — IPOAYKTHBHBIH (INTAHNPOBAHUE U CAMOCTOSITEJIFHOE BEITIOJIHEHUE AEATEIBHOCTH, PEIIeHHE IPOOIEMHBIX 3a/1a4)
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3. YCJIOBUS PEAJIU3AIIUU YYEBHOU JUCLUILIUHBI
3.1. TpeGoBaHusA K MUHUMAJIbHOMY MaTE€PHAJIbHO-TEXHUYECKOMY 00ecre4eHH 0

Peanuzanus yueOHOM TUCITUTIIMHBI IPEATIONAracT HATMYUE Y4eOHOTO KaOMHETA.

OO6opyioBaHue yueOHOro KkabrHera u pabounx MeCT KaOMHETA:
- paboume CTOJIBI M CTYJIbS I 00YUYaIOIIUXCS;

- paboYuii CTOJ U CTYJ IS TIPETO1aBaTEeIIs;

- TOCKa KJIACCHAsi MarHUTHO-MapKepHas;

- HarJIAOHBIE TOCOOUS;

- KOMIUICKT Y4COHO-METOMYCCKON JJOKYMCHTAITUH.

TexHuueckue cpesicTBa 00yUeHUs:
- MYJIbTUMEAUUHBIN TIPOCKTOP;

- HOYTOYK.
3.2. UndopMaunoHHOe o0ecnieyeHne O0yuYeHusl:

Y4eOHO-MeTOAUYECKAN JOKYMEHTALIUA:
1. YueOHO-MeToANYECKUE KOMIUIEKCHI O pa3JeiaM U TeMaM Y4eOHON JUCIUIUIMHBI.
2. Metonuueckue PEKOMEHIAIMHU JJII CaMOCTOSTENIbHOW pPaboThl CTYACHTOB MO
TUCIUIUIMHE.
3. KoHTpobHO-01IEHOUHBIE CPEICTBA MO TEMaM U paszieiaM TUCIUTLINHEI.
4. VYdeOHO-METOIUYECKHE IOcoOUs yIpaBisitomero Ttuma (pabouue TeTpaad s
CaMOCTOSITENIbHBIX Pa0OT, METOJIMUECKHUE YKa3aHUS 10 BBHIMOJTHEHUIO CAMOCTOSTEIbHBIX
U TPAKTHYECKUX PabOT, ICHXOJOTHUECKUE TECThl U METOIUKH).

HOpMaTI/IBHbIe NMPaBOBbLIC¢ AKTHI:

1. Kouncturynus Poccuiickoit @enepanuu.
2. @enepanpubiii 3akoH OT 27 wmtons 2006 roma Ne 152-®3 «O mepcoHaIbHBIX
JAHHBIX).
3. ®enepanpubiii 3akoH oT 27 utons 2006 roma Ne 149-d3 «O6 undopmarmm,
MH()OPMAIIMOHHBIX TEXHOJOTHUAX U 3alIUTEe HHPOPMALIUN».
4. ®epnepanbHbli 3aK0H 0T 22 okTs0pst 2004 roga Ne 125-03 «O0 apXxuBHOM JeIe B
Poccutickon @enepaum.
4. ®enepanbubiii 3ak0H OT 21 utonsg 1993 r. Ne 5485-1 «O rocynapcTBeHHOMN TaliHe).
5. ®enepanbubiii 3akoH OT 27 utost 2006 1. Ne 152-®3 «O nepcoHaIbHBIX JaHHBIX.
6. Ilomoxenne o  DemepanbHOM  apXMBHOM  areHTCTBE  (YTBEPXKIACHO
[Tocranosnennem IIpaBurennctBa Poccuiickoit @enepanuu ot 17.06.2004
Ne 552).
/. PermamenT @enepaqbHOrO0 AapXWMBHOIO areHTrcrBa (yTBEPXKIEH MPHUKA30M
PykoBomutens @enepanbHoro apxuBHoro areHrersa ot 09.03.2005
Ne 17; 3apeructpupoBan Muntocrom Poccun 13.07.2005 Ne 6784).
8. Ilonoxxenne o [lemaprameHnTe Mo JenaM apxuBOB 3a0aliKalbCKOTO Kpas
(yrBepxaeHo ITocranoBnenuem IlpaBurenscTBa 3adaiikanbckoro kpast 21.03.2014 Ne
115).
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9. IlpaBuna opraHu3alMM XpaHEHMs, KOMIUICKTOBAHUS, y4yeTa M HCIOJb30BaHUS
noKymMeHTOB ApxuBHOro ¢onaa Poccuiickoii ®enepauvu W APYTHX apXUBHBIX
JOKYMEHTOB B  T[OCYJapCTBEHHBIX, MYHUUMIAIbHBIX AapXWBaX, My3eixX H
o6ubnnorekax, opranuzanusax Poccuiickol akageMun HaykK (yTBEpPXACHBI MPUKA30M
MunuCTEPCTBA KYJNBTYPBl U MacCOBbIX KOMMYyHHMKanui Poccuiickonn denepauyu ot
18 suBapsa 2007 roga Ne 19).

10. OcHoBHBIEC TIpaBHIa paboOTHl apxuBOB opranu3anmii. Pocapxus, BHUNJIA, M.,
2007.

11. [lepedeHp TUNOBBIX YNPABICHUECKUX APXUBHBIX JOKYMEHTOB, 00pa3yroluxcs B
npouecce  IEATEIBbHOCTH  TOCYJApCTBEHHBIX  OPraHOB, OPraHoB  MECTHOIO
CaMOYIIPABJICHUS M OpraHu3aluii, ¢ YKa3aHHUEM CPOKOB XpaHEHUs (yTBEpPXKIEH
npukazoM MunHucrepcTBa KynbTypbl Poccuiickoin denepanun ot 25 asrycra 2010
roga Ne 558).

12. Co3nanue COBPEMEHHBIX aApXUBHBIX CIIPAaBOYHHUKOB Ha OCHOBE
muddepenurpoBanHoro nojaxonaa. Meronnueckoe nocooue. M., BHUM AL, 2003.
13. B.®. IlpuBanoB. OO6ecrneueHne COXPAHHOCTH AapXUBHBIX JOKYMEHTOB Ha
OymaxkHoi ocHOBe. MeTonunueckoe nocoodue. M., BHUMNJIAL, 2003.

14. OTO0p Ha MOCTOSTHHOE XpaHEHUE ayIMOBU3YaJbHBIX JOKYMEHTOB. MeToandeckue
pexomenmanmu. M., BHUNJIAL, 2004.

15. 1.A. KypnukoBa. JlocTyn K MNEpCOHAJBbHBIM JaHHBIM: 3aKOHOAATEIbCTBO U
npakTUKa (OTEUEeCTBEHHBIM M 3apyOexkHbI ombIT). Meroauueckoe mocoodue. M.,
BHUNIAL, 2005.

16. Kupcanosa M.B., Kobyk C.II1., AkcenoB KO.M. Jlemonpou3BoJCcTBO B OpraHax
BJIACTU U MECTHOTO CaMOYTIpaBJIeHMsI: HOBbIE 0Osi3aTenbHble MpaBmia: [Ipaktuueckoe
nocodue: - M.: Omera-JI — 2008.

17. Marepuansl Hay4YHO-TIPAKTUIECKON KoH(DepeHnu K 90-1eTrio Tocy1apCTBEHHON
apxuBHOM cmy»)0b1 Poccun. Yuta, «Ilouck», 2008.

18. Marepuansl HaydHO-TIpakTHUeckol KoHpepeHmmu K 90-metmro 3abaiikaibCKON
apxuBHOM ciy>k0b1. Yuta, 3201y, 2014.

19. OGecnieuenne aocTyma TMOJdb30BaTeNied K JOKYMEHTaM TOCYIapCTBEHHBIX U
MYyHHLIMIAIBHBIX apXxuBOB Poccuiickon deneparnuu, U opraHu3anus IOJIb30BAHUS
nmu. Metonnueckue pekomennanuu. M., BHUNJIA L, 2009.

20. MeTtoanka coOCTaBJICHHSI OMUCEH 1eT ¥ IOKyMEHTOB YUPEXKICHUH, OpraHu3aiui u
npennpusaTuii  (pekoMeHAaluu A paOOTHUKOB MYHUIMIANBHBIX — apXUBOB).
ApxuBHBIN BecTHUK 3abaiikanbckoro kpas Ne 3, Uura, 2012.

OcHOBHbIC HCTOYHUKH
1. Ky3nenoBa M.B. JlokymeHTallMOHHOE oOOecIieyeHue YIpaBieHUsi [DIEeKTPOHHBIN
pecypc] : yuedHoe nocodue mist CITIO / W.B. Ky3nenona, I'.A. XauaTpsiH. — 2-¢
u3Jl. — ODJEKTPOH. TeKCTOBbIe AaHHble. — CapartoB: IIpododpazoBanue, At [Tu Op
Menua, 2019. — 166 c. — 978-5-4486-0404-1, 978-5-4488-0216-4. — Pexum
noctyna: http://www.iprbookshop.ru/80326.html (7.12.2018)
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. JlokymMeHTallmoHHOe oOecreyeHne ynpaBieHus [DIEeKTPOHHBIA pecypc] : yueOHUK
Uil CTYJEHTOB BY30B, OOYy4YalOlIMXCA MO HaMpaBlICHUSIM «ODKOHOMHUKA» U
«MenemxMenT», cnenuaibHoCcTsIM «MH(DopMaTuka», «JloKymeHTOBeIEHUE U
JOKYMEHTAIMOHHOE 00€CTICUCHNE YITPABICHUS, « ABTOMATU3AIIMS U YIIPABICHUE) /
A.C. I'punbepr [m np.]. — DnektpoH. TekcroBble nanHble. — M. : TOHUTU-
JHAHA, 2017. — 391 c. — 978-5-238-01770-9. — Pexum pocryna:
http://www.iprbookshop.ru/71213.html (17.11.2018)

. CumonssH  P.S.  JlokymeHTanmoHHOe OOECIEYeHHE CHCTEMbl  YIIPABJICHHUS
opraHuzanuen [DneKkTpoHHbI pecypc] : ydyeOHoe mocoodue / P.S. CumonsH. —

DneKkTpoH. TeKcToBbie naHHble. — CapatoB: Aii [1u Op Menua, 2018. — 180 ¢. —
978-5-4486-0167-5. — Pexum poctyma: http://www.iprbookshop.ru/72458.html
17.11.2018)

Jlono/JIHUTeIbHbIe HCTOYHUKHU
. Mupromikuna FO.B. [lenonpou3BoACTBO M JOKYMEHTALIMOHHOE oOOecreyeHue
rocyJapCTBEHHOW M MYHHIIMIIAIILHON CITY>KObI [ DNEKTPOHHBIN pecypc] : MPakKTUKYM
/ 1O.B. MupronikuHa. — DJIEKTPOH. TEKCTOBbIE JaHHbIe. — CTtaBponosb: CeBepo-
Kaskasckuii denepanbubiii yauBepeuteT, 2016. — 116 ¢. — 2227-8397. — Pexum
nocryna: http://www.iprbookshop.ru/66028.html 17.11.2018)
. CmupnoBa E.I1. [lenonpousBoacTBo st cekperaps. PazpaboTtka, yueT u XxpaHeHUe
CITy>KeO0HOM TOKyMEHTaluu [DNEeKTPOHHBIN pecypc] : mpakTuyeckoe nocodue / E.I1.
CmupHOBa. — 2-€ u3ll. — DIEKTPOH. TeKCToBbIe AaHHbIe. — CaparoB: At [Tu Op
Menua, 2019. — 210 c. — 978-5-4486-0465-2. — Pexum pocrymna:
http://www.iprbookshop.ru/79622.html 17.11.2018)
. PoxnstoBckas WM.P. JlokymeHTalMOHHOE oOecrnedeHre [DIeKTpOHHBIA pecypc] :
yueOHoe mocobue / WM.P. PoxHSTOBCKas. — DJEKTPOH. TEKCTOBHIC JTaHHBIE. —
Cumdeporionb: YHUBEPCUTET YIKOHOMHUKHU | yrnpasienus, 2016. — 104 ¢. — 2227-
8397. — Pexxum noctyma: http://www.iprbookshop.ru/73265.html 17.11.2018)
. beikoBa, T.A. JlokymMeHTaIlMOHHOE OOECIeYeHre yIpaBleHUs (JeIOMPOU3BOICTBO)
[Tekcr] : Yueb. mocobue / T.A. beikosa, T.B. Ky3nenosa ; JI.B. Cankuna. - 2-¢ u3s.
nepepad. u gomn. - M. : Uudpa-M, 2015. - 304 c. + Ilpunoxenus. - (Boicuee
obpasoBanue: bakanaspuar). -PYMO. - ISBN 978-5-16-004805-5
. Batonuna, M.B. Opranuzaius U TEXHOJIOTHS JOKYMEHTAIMOHHOTO OOecredyeHus
ympasienus [Tekct] : Yae6. mocobue / M.B. Batonuna. - M. : Jlamkos u K, 2015. -
320 c. + I'moccapwmii + Tectsl. - ISBN 978-5-394-02522-8

IIporpammuoe obecnieuenue u UHTEepHET-pecypChbl:
http://law.edu.ru — FOpuaudeckas Poccusi.
http://www.constitution.ru — @®oHag  pacnpocTpaHEeHHs  PABOBBIX  3HAHUMN
«KoHctutynus».
http://www.kremlin.ru - O¢unmansusiii caiit [pesunenra PO.
http://www.pravo.eup.ru — «lFOpumudeckas 3JIeKTpoHHas! OUOIHMOTEKAY.
http://www.rusarchives.ru/ - CaiiT ¢enepanbHOTO apXUBHOTO areHTCTBA.

http://vniidad.ru - Caiitr BcepoccHiickoro HMHCTUTYTa JIOKYMEHTOBEICHHUS U

apxuBHoro nena (BHUUIA).

15


http://www.iprbookshop.ru/71213.html
http://www.iprbookshop.ru/72458.html%2017.11.2018
http://www.iprbookshop.ru/72458.html%2017.11.2018
http://www.iprbookshop.ru/66028.html%2017.11.2018
http://www.iprbookshop.ru/79622.html%2017.11.2018
http://www.iprbookshop.ru/73265.html%2017.11.2018
http://www.rusarchives.ru/
http://vniidad.ru/

http://www.termika.ru — CaiiT KOHCAJITHHIOBO# rpyIbl « TepMukay.
Kypuajbl

ApXUBHOE 11€T10

ApXUBHBII BECTHUK 3a0ailkanbCcKOro Kpas

BecTHuk apxuBucra

CoBpeMeHHbIE TEXHOJIOTUH JICTIONPOU3BOJICTBA U IOKYMEHTOO00pOTA MO PEI.
A.H. Aptusosa.

4. KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUMSI YUEBHOH
JACHUAIIJINHBI

KoHTpons ©  OllGCHKa pe3yjabTaTOB OCBOCHHS  Y4EOHOM  JUCHMUIUIMHBI
OCYIIECTBJISIETCSl  IIpErojiaBaTesieM B IMPOLECCEe MPOBEACHUS MPAKTUYECKUX U
CEeMHHAPCKUX 3aHATHH, TECTUPOBAHHSA, a TaKKe BBIMOJHCHUS OOyJaIOIMUMHUCS
WHJIUBUAYJIBHBIX 3a/IaHUI, CAMOCTOSITEILHBIX pa0OT U UCCIEAOBAHUM.

DopMBbI U METOABI
KOHTPOJISAA ¥ OLleHKH
pe3yJbTATOB 00yUYeHUsI

Pe3yabTaTsl 00yyeHus
(ocBOCHHBIC YMEHHSI, YCBOCHHbIE 3HAHMS)

OcBoeHHBIEC YMEHUS

- pa3pabaThlBaTh HOPMAaTHBHBIE aKThl M HOpPMaTHBHO-MeToaundeckue | HabmoneHue 3a
JOKYMCHTHEI, PErIIaMCHTUPYIOIIHUE  BCACHUC AOKYMCHTAIIUOHHOT'O | ACATCIIBHOCTBIO
o0ecrieyeHHs JAEATENbHOCTH TOCYAAPCTBEHHBIX M MYHHUIMIAJIBHBIX | 00ydaroIIerocs B mpouecce
OpraHoOB; IIPAaKTUYECKUX 3aHATHUH,

- AHAIU3MUPOBATh IPOLECCHl JOKYMEHTHPOBAaHUS W OpraHU3alyH | OLICHKA JOCTHKEHUS
paboTel C JOKYMEHTaMH TOCYAApCTBEHHBIX M MYHUIUINAIbHBIX | pe3yibTara 4epes
OpraHoB, (hOpPMYJIUPOBATh MPEUIOKEHUS 110 UX COBEPIICHCTBOBAHUIO; | MPABUIBLHOE BBHIOJHEHNE

- OpraHu30BaTh 3¢ pexTHBHYIO JEATEIIbHOCTh CITY>KOBI | 3aJlaHU, aKTUBHOE Y4acTHE B
JTOKYMEHTAl[MOHHOTO  O0ecreueHuss B TOCYJapCTBEHHBIX U | XOJI€ 3aHATHSA,
MYHHUIIMTIAJIbHBIX OPraHax; BBITIOJIHEHHE

- pa3pabaThiBaTh M PEaTU30BBIBATH MEPHI MO COKPALICHUIO 00BbEMa | CaMOCTOSATENbHOM paboThI ¢
JIOKYMEHTO0000pOTa B FOCYIAPCTBEHHBIX M MYHUIIMIAJIbHBIX OpraHax. | y4eOHbIM MaTepHalioM

Y CBOGHHBIE 3HAHUS

- TEPMHUHOJIOTHIO JOKYMEHTAIIHOHHOTO 00eCTIeueHHs! YIIpaBJIeHNUS; KoHTposbHBIN Ccpe3 3HaHMIL:
- 3aKOHOJIaTEJIbHBIE AKThl U HOPMAaTMBHO-METOAMYECKHUE JTOKYMEHTHI | OIICHKA.
0 JOKYMEHTHPOBAHMIO JESATEIBHOCTH U oOpraHuzanuu padotel ¢ | CeMHHApCKOe 3aHSTHE:

JIOKYMEHTaMU IOCyJapCTBEHHBIX U MyHUIUIIAIbHBIX OPraHOB; HaOmroieHue 3a

- OCHOBHBIE MIPUHLIATIBI s dexkTuBHON OpraHu3alyy | JeTEIbHOCTBIO
JOKYMEHTO00O0pOTa rOCy1apCTBEHHBIX U MYHUIIUIATIBHBIX OPTaHOB; oOyuarorierocs B poiecce
- OCHOBHBbIE€ NPHUHLMIBI oOpraHu3anui 3((EeKTUBHON CHCTEMBI | CEMUHAPCKHUX 3aHATUH, U
KOHTPOJISL UCIIOJTHEHUS JJOKYMEHTOB U IIOPYYEHUH; OLICHKA JOCTHKCHUS

- OCHOBHBbIE€ TPUHLUIBI OPraHU3AlMMU JIEATEIBHOCTU CIYXOBbI | pe3ysibTaTa uepe3 akTUBHOE
JOKYMEHTAllMOHHOTO ~ O0ecle4YeHuss B TOCYJApCTBEHHBIX M | Y4acTHE B XOJI€ 3aHATHS.
MYHUIMIIAJIBHBIX OpPraHax;

- 3aKOHOMEPHOCTH HM3MEHEHHUs 00beMa JOKYMEHTOOO0OpOTa OpraHoB
rOCyJJapCTBEHHOTO ¥ MyHHUIMIIAIBHOTO YIIPABICHUS;

- TEHJICHIIMH PAa3BUTHS JOKYMEHTAI[HOHHOTO 00eCTIeYeHHU s
ynpasienus B Poccun.

Agrop: IIpenogasarens Komnemxa UM (punuana) ®I'BOY BO «BI'Y» V.B. Acradsesa, A.1O.
Hocrtoranos
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