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1 TIlosicHHUTEIbHAA 3ANMUCKA

1.1 Ieab u3agaum AMCHUILINHbI
Llenb AUCIUTUIMHBI — 03HAKOMUTH 00YYaIOIIErocs ¢ ayTCOPCUHTOM B YIPABICHUN
JIOKyMEHTaMH OpraHu3alui.
3ajaun JUCHUTLIINHb!
- c(pOpMHUPOBATH Y 00YYAIOIIETOCs MPEACTABICHUS O TIOHSITUH ayTCOPCHUHTA,;
- 03HAKOMHUTH OOYYAOLIETOCsS C HCTOPUEH Pa3BUTHS ayTCOPCHHIOBBIX YCIYT B OO0JIACTH
yIpaBieHUs ToOKyMeHTamu B Poccuu;
- chopmupoBaTh y O0OydYaromierocss IpPeACTaBICHUS 00 OCOOEHHOCTSAX AayTCOPCHHTA
yIPaBJICHUHU TOKYMEHTaMH HETOCYIapCTBECHHBIX OpraHU3allni;
- chopmupoBaTh y OOydaromerocss MpeAcTaBlieHUs 00 OCOOCHHOCTSX ayTCOPCHHTa B
yIPaBICHUU JOKYMEHTaMH OPraHOB rOCYAapCTBEHHO BJIACTH U MECTHOTO CAMOLITPABIICHUS;

- chopMupoBaTh

y oOydaromerocss 3HaHHS

OCHOBHBIX

9TaIlloOB  MPEAOCTAaBJICHUA

ayTCOPCUHIOBBIX YCIIYT B YIIPABJIECHUN JOKYMEHTAMU OpraHU3alHil;
- chopMupoBaTh y 00y4arOMErocss yMEHHsI aHATU3UPOBATh PHIHOK ayTCOPCHHIOBBIX YCIYT B
yIpaBiI€HUU JOKYMEHTAMM.

1.2 TlepeuyeHb MIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsI N0 TUCHUIIHHE,
COOTHECEHHbIX C MHAMKATOPAMM IOCTH/KEHHUsI KOMIIEeTeH Ml

Komnerenuus
(Kol 1 HAMEHOBAHUE)

NuaukaTopbl KOMIEeTeHIM A
(K01 ¥ HAMMEHOBAHUE)

Pe3yabTaTsl 00yueHus

ITK-2. Cnoco6en
OpraHU30BaTh U OCYLIECTBIATH
JOKYMEHTAalUOHHOEC
o0ecrieyeHre yIpaBiIeHUs B
OpraHnu3anusax pasiaInIHbIX
OpraHnu3alMOHHO-IIPABOBBIX
¢dhopM u hopM COOCTBEHHOCTH,
rOCYyZapCTBEHHBIX OpraHax u
OpraHax MeCTHOTO
CaMOyIpaBIICHUS

K -2.1

[IpuMenseT TeopeTUUECKUe 3HAHUS B
cdepe 10KyMEHTAIOHHOTO 00ECIIeUeHUS]
yIPaBJICHUS B IIPAKTUYECKOM
JESTEIIBHOCTH

3namv: meopemuueckue 0cHo8bl
OOKYMEHMAYUOHHO20 0becneyenus
YHpaeneHust

Ymemn: npumensimo meopemuueckue sHanus
npu op2aHu3ayuu OOKYMEHmMayuoHHO20
obecneuenus ynpasieHus.

Bnaoemo: memooonozueti
OOKYMEHMAYUOHHO20 0becneyenus
YNpPasIeHus.

[1K-2.2. Opraausyer
JIOKYMEHTaIIMOHHOE obecriedeHne
YIIpaBJIEHHUs B OPraHU3aIUAX Pa3IHIHbIX
OpraHU3alMOHHO-TIPABOBBIX HOPM H
dopM coOBCTBEHHOCTH, TOCY1apCTBEHHBIX
OpraHax M OpraHax MeCTHOTO
caMOyTIpaBJIeHHs!

Buamo: ocobennocmu nOCMAHOBKU
OOKYMEHMAYUOHHO20 0becneyenus
YNPAGNICHUS 8 OP2AHUZAYUSAX PAZIUYHBIX
OP2AHU3AYUOHHO-NPABOBHIX POPM U hopm
coOCcmeeHHOCmU, 20CYOAPCMBEHHBIX OP2AHAX
U Op2anax MecnmHo20 CamoynpagieHus
Ymems: opeanuzosams 0okymenmayuonnoe
obecneuenue 8 OPeAHU3AYUSX PAZTUYUHBIX
OP2AHU3AYUOHHO-NPABOBLIX (OPM U opm
cobcmeeHHoCcmu, 20CY0apCMEEHHBIX OP2AHAX
U OPeaHax MecmHo2o CamoynpaeieHus.
YnpasieHus.

Brademu: nasvikamu cosepuiencmeosanus
cucmemvl QOKYMEHMAYUOHHO20 0OecneyeHuUs.
YNpasieHus.

I1K -2.3. Bemonuser padoty 1o
JOKyMEHTAI[MOHHOMY 00€CIIeUeHUIO
YIIPaBJIEHYECKHUX IPOIECCOB B
OpraHHU3aIUsIX Pa3InyHbIX
OpTraHM3aIMOHHO-TIPABOBBIX (HOPM H
(opM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX
opraHax M opraHax MeCTHOTO
caMOyIpaBIICHUS

3nams.: cocmae ghynxyuil cyco
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Ymems: ocywecmename pabomy no
OOKYMEHMAYUOHHOMY 00eCneHeHuIo
VIPABILEHUECKUX NPOYECCO8

Bradems: nasvikamu 0okymeHmuposanusi
VIPABIEHYEeCKUX NPOYECCO8 U pabombl
OOKyMeHmayuel 8 Op2aHu3ayusix pasiuiHbix
OP2aHU3AYUOHHO-NPABOBLIX POPM U Popm
cobcmeenHocmu, 20Cy0apCmMEeHHbIX OP2aAHAX
U OpP2aHax MecmHo20 CamoynpagieHus
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[TK-7.
OCYIIECTBIISATD
JOKYMEHTAIIHOHHO®
o0ecreueHne NesITeNbHOCTH 0
noa0opy, OLEHKE, Pa3sBUTHIO U
OpraHu3aliy TPyJa IepcoHaa

Cnocoben

[TK-7.1. Tlpumensier npaBoBbie U
TEOPETUYECKUE 3HAHUS IIPH
JTOKYMEHTHPOBAaHUH TPYHOBBIX
OTHOIICHUH, TOKYMEHTUPOBAHUH
MPOXO’KIACHUS TOCY IaPCTBEHHOH
MYHHITUIATFHOHN CITyKOBI, padoTe ¢
NePCOHAILHBIMH JAHHBIMH
KOH(pUICHIMATBHOM nHpOopManueit

3uams: npasoswvie Hopmbl 6 chepe
YIPasieHusi NEPCOHAIOM U KAOPOBO2O
denonpouzgoocmesa

Ymems: npumensmo meopemuueckue u
npasosvle 3HaAHUsL NPU OOKYMEHMUPOBAHUU
mpyoosbiX OMHOUEHUTL U CILyHCeOHOU
desamenbHOCU

Braodemw: nagvikamu pabomei ¢
NePCOHANbHBIMU OAHHBIMU U
KOH@uoenyuanvrou ungopmayueil

ITIK-7.2. Cocranser xaaposyio
JIOKYMEHTaIUI0, paboTaeT C
JIOKYMEHTAIMEH 10 JINYHOMY COCTaBY B
TOCYAapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYIIPABJICHHS 1
OpraHU3aIsIX Pa3nyHbIX GOpM
COOCTBEHHOCTH U OpraHU3alMOHHO-
MIPaBOBBIX GOpM

3uamu: npasuna cocmasnenus Kaposoii
OOKyMeHmayuy u pabomsl ¢ OOKyMeHmamu
1O JUYHOMY COCMAsy
Ymemvw: ooxymenmuposams mpyoosvie
OMHOWIEHUS U CYHCEOHYIO 0eAMeNbHOCHb 6
20CY0apcmeeHHblX Op2anax, Opeanax
MECMHO20 CAMOYNPAGNEHUS U OP2AHUSAYUAX
PasnuyHbIx hopm cobcmeeHHOCHU U
Op2aHU3AYUOHHO-NPABOGYIX POPM
Braodemuw: nasvixamu pabomer ¢
OOKYMEHMAaMU N0 TUYHOMY COCIMABY 8
20CYOapCmMEeHHbIX OP2aAHAX, OP2aAHAX
MECMHO20 CAMOYNPAGIEHUS. U OP2AHUZAYUAX
PA3IUYHBIX YOPM cODCMBEeHHOCMU U
0P2aHU3AYUOHHO-NPABOBBIX hopM

I1K-7.3. Ucnons3yer
HH(POPMALMOHHBIE CHCTEMBI JIs
JIOKyMEHTHPOBAHHUS TPYIOBBIX
OTHOIIEHHUH U CITyKeOHOM NeqTeTbHOCTH,
paGOTHI ¢ KaAPOBOI JOKyMEHTAIHEH

3unams: nops0ox ynkyuonuposanus
UHPOPMAYUOHHBIX cucmeM 8 MPYOOosoll
cghepe

Ymems: npumensmo ungpopmayuonnvie
cucmemvl npu pabome ¢ Ka0poeou
Odoxkymenmayuet

Brademw: nagvikamu cogepuiencmeoganus
pabomul Kadposwix NOOpa3zoesieHull Had OCHO8e
NpUMEHEHUs. CO8PEMEHHBIX UHPOPMAYUOHHBIX
MexHoa02Ull

1.3 MecTo TUCHUIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/bHOI
NporpaMMmblI

JucuunnuHa (MOIysb) «AYTCOPCHHT B YOPaBJIEHUU JOKYMEHTAMU OpraHU3aluii»

OTHOCUTCSI K 4acTd, (GOpMHUPYEMOHl Yy4YaCcTHMKaMH OO0pa30BaTeIbHBIX OTHOIIEHUN OJioKa

JAUCIHUITIINH yqe6Hor0 IJ1a”Ha.

Z[J'ISI OCBOCHUA OUCHUIIIINHBI (MO,[[y.TI}I) HeO6XOI[I/IMI>I 3HAaHUA, YMCHUA U BJIAJACHUA,

c(OpMUPOBAHHBIE B XOJI€ U3YUEHHUS CIEIYIOIMMX TUCIUIUINH: « THpOpMallIOHHBIE TEXHOIOTHH B
JIOKYMEHTAllMOHHOM O0ecreueHnn ynpasieHus», « MHpopmanoHHbIe TEXHOJIOTUN B apXUBHOM
nene», «MeToauka COBEpLIEHCTBOBAHUS CUCTEMBI YIIPABICHHS JOKYMEHTAMHU B OpPraHU3aLUsaX».

B pesynbTare OCBOCHMS TUCHMIUIMHBI (MOIYJsl) (OPMUPYIOTCS 3HAHMS, YMEHHUS U
BJIQ/ICHUS, HEOOXOAMMBIE IJISi M3YyUEHHUS CIEAYIOMIUX IUCHUUIUIMH U TPOXOXKJIEHUS NPaKTHUK:
«ABTOMAaTU3UPOBAHHBIE  CHUCTEMBI obecrnieueHus

JOKYMCHTAIlMOHHOI'O YHOpaBJICHUA»,

((HpCI[,Z[I/IHJ'IOMHaﬂ IMPpaKTHKa», ((Hay‘-IHO-I/ICCJ'ICIIOBaTCJIBCKaH pa60Ta», ((FOCYI[apCTBeHHaH

HUTOTOBasd aTTCCTAllUAg).



2 CTpyKTypa TUCHUIIUHBI

OO0m1as TpyJA0€MKOCTh JUCIUIUIMHBI COCTABISIET 3 3.€., 108 u.

CTpyKTypa IMCUMIIMHBI IS 04HOM GopMBbI 00yYeHust

O06beM mUCHMIUIMHBI B ()OpME KOHTAKTHOW pabOThl 0OYyYarOUIUXCs C IMEIarorn4eCKUMHM
paboTHUKaMU u (WIJIK) TUI[AMH, TTPUBJICKAEMBIMU K pealin3aiuu 00pa3oBaTelbHOM MTPOrpaMMbI Ha
WHBIX YCIIOBHSX, IPU IPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHbie pabOTHI 36
Bcero: 60

O0BeM TUCIUIUTHHBI B (POpME CaMOCTOATEIbHON paboThl 00yYarIuXcs cocTaBiseT 48
aKaJIEMHUYECKUX YaCOB.

CTpyKTypa JUCHUIIMHBI JAJI5l 0YHO-3204HOI (POpMBI 00yUeHUs

O0beM IUCHUIUIMHBI B (JOPME KOHTAKTHOM paboOThl 0Oy4aroIIMXCs ¢ MelarornyecKUMU
paboTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMU K peanu3alii 00pa30BaTeIbHOM IpOrpaMmMbl Ha
UHBIX YCIOBUSIX, TP MIPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
2 Jlexun 16
2 CeMuHapbl/1abopaTopHble paboThI 20
Bceero: 36

O0beM TUCHUIIMHBL B (popMe caMOCTOATENbHON pabOThl 00YYAIOUINXCS COCTABISAET 72
aKaJIeMUYECKIX JacOoB.

CTpyKTypa TUCHUIIMHBI JJs1 3204HOI (hOpMBI 00yUeHUsI

O0beM IUCHUIIIMHBI B (JOPME KOHTAKTHOM paboOThl 0OyYaroIIMXCs € MelarornyecKuMU
paboTHUKAaMU U (WJIM) JIMLAMU, IPUBJIEKAEMbIMHU K peanu3alii 00pa30BaTeIbHOM MpOrpaMmMbl Ha
UHBIX YCIOBMSIX, IPH MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHATUI KomnuectBo
9acoB
2 Jlexuun 8
2 CeMuHapbl/1abopaTopHble paboThI 16
Bceero: 24

O0beM TUCHUIIMHBL B (pOpMe caMOCTOSATENbHON PabOThI 00yUaronmxces cocTaBiuser 84
aKaJIEMUICCKIX JacOoB.




3 Copaepkanue IUCHUILTHHBI

Ne [ HaumeHoBaHme pa3jaesia Conep:kanue
AUCHMITUHBI

1 [TonsiTHE ayTCOpCUHTA U pa3HbIE MOAXOIBI K €ro

onpenenenuto. Bunel ayrcopeunra. 1 T-ycimyru kak

Paznen 1. Ilonsitie ayrcopcunra. OJIMH U3 BUJIOB ayTCOPCHHTA. YTIPaBICHUNE
JIOKYMEHTaMH M apXUBaMH KaK ayTCOPCUHIOBbIE
YCIYTH.

2 [TpennocelIky BO3HUKHOBEHUS U PA3BUTHUS

Paznen 2. Pa3Butue ayrcopcuHra B
aytcopcunra. 9 (peKTUBHOCT U BBITO/bI
yIpaBJIeHUH TOKYMEHTaMHU 3a
pyBeNROM, ayrcocuHra. Pa3Butue ayTcopcuHIa B YIpaBlI€HHH
JOKYMEHTAMHU U apXHBaMHU 32 PyOEkKOM.

3 | Paznen 3. PazButue ayrcopcunra B | IIpeanochiiku BOSHUKHOBEHUS U PA3BUTHUS
YIPaBJIEHUU TOKYMEHTAMH B aytcopcunra B Poccun. Oco6eHHOCTH pa3BUTHE
Poccun ayTCOPCUHIOBBIX YCIYT B yIIPaBICHUU

JOKYMEHTaMH 1 apxuBamu B Poccumn.

4 | Paznen 4. AyTcopcuHr B Oco0eHHOCTH ayTCOPCUHIOBBIX YCIIYT B
yIpaBJIeHUU IOKYMEHTaMU yIpaBJIEHUU TOKYMEHTaMU HETOCYy1apCTBEHHBIX
HETOCYAAapCTBEHHBIX OpraHu3aluii | opranuzanuii. Opranu3anuu cpeHero OuzHeca Kak

OCHOBHBIE ITOTPEOUTENN ayTCOPCUHIOBBIX YCIyT B
YIPaBJICHUH TIOKYMEHTAMHU U apXHUBaMHU.

5 | Pa3nmen 5. AyrcopcuHr B Oco0eHHOCTH ayTCOPCUHIOBBIX YCIIYT B
YIPaBJICHUHU TOKYMEHTaMH OPTaHOB | YIIPABJICHUH TIOKYMEHTAMU OPTaHOB
roCyJapCTBEHHOH BJIACTH U roCyJJapCTBEHHO BJIACTU U MECTHOT'O
MECTHOTO CaMOYTIPaBJICHUS camoyrmpasiieHus. ['ocyjapcTBEHHbBIE 3aKYITKH

ayTCOPCUHIOBBIX YCIYT B yIPaBICHUU
JIOKYMEHTaMHU.

6 | Pazmen 6. AyTcopcuHr B AyYTCOpPCHUHT B YIIPaBICHUH OyMa)KHbIMU apXUBaMU
YIPaBJICHUU apXUBaMHU opraHuzaiii. AyTCOPCHHT B YIIPaBJICHUN
OpraHu3aIuii HJIEKTPOHHBIMU apXHWBAaMH OpraHU3alui.

7 | Paznmen 7. AHanu3 pblHKa PBIHOK ayTCOPCHHTOBBIX YCIIYT B YIIPABICHUU
ayTCOPCHHTOBBIX YCIIYT B JOKyMeHTaMu  apxuBamu B Poccun. Benymue
YIpaBJICHUU TOKYMEHTaMHU KOMITaHWH, OKa3bIBAIOIINE ayTCOPCUHTOBBIE YCITyTH

B YIIPaBJIEHUH JJOKYMEHTaMHU U apXUBaMH.
CopnepxaHnue, CTOUMOCTb U 3()(PEKTUBHOCTH
ayTCOPCHHIOBBIX YCIYT B yIPaBICHUU
JOKYMEHTAMH H apXUBAMH.

8 | Pazmen 8. JloroBop ayrcopcunra OTarbl NOIy4YeHUs ayTCOPCUHTOBBIX YCIIYT B
yIpaBJIeHUH TOKYMEHTaMU U apxuBamu. Pucku npu
BBIOOpE MpoBaiiziepa 1 BO3MOKHOCTH UX
MUHUMH3UPOBATH. Jloroop ayTCOpCHHIOBBIX
YCIIYT.

4 (Oo0pa3oBaTesibHbIE TEXHOJIOT UM

Jns npoBeieHNs y4eOHbIX 3aHATHH MO JUCIUILIMHE UCTIONB3YIOTCS pa3indHble 00pa3oBaTeIbHbIE
TEXHOJIOTUH. {51 opraHuzanuu y4yeOHOro mpolecca MOXeT ObITh MCIIOJIB30BAaHO 3JEKTPOHHOE
oOydeHue U (UI1) JUCTaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOIOTHH.



5 OueHka IVIAHUPYEMBIX Pe3y/JIbTATOB 00y4eHHA

5.1 Cucrema oneHMBaHUs
Texymmii KOHTPOJIb OCYLIECTBISIETCS B BUJE OLIEHOK KOHTPOJBHBIX pabOT U 3alaHUi Ha

npakTHueckux 3aHATusAX. KoHTponpHas pabGota Nel BBISBISET 3HAHHE COCTaBa M MOpPSAKA
o(opMIIEHHS JOKYMEHTOB B X0/I€ OCHOBHBIX KaJIPOBBIX MPOLIEAYp, U oleHuBaeTcs 10 10 6amios,
KOHTpOJIbHas paboTta Ne 2 mokasbIBaeT 3HaHUS CTYIEHTOB 110 BOIPOCAM OpraHU3anuu paboThl ¢
KaJpOBOH JOKYMEHTAIlMeH M BBIABISET TOTOBHOCTh CTYACHTOB K IPAaKTHYECKOW pabote,
onieHuBaercs 10 20 6amioB. MakcumanbHas OlIeHKa BBITOTHEHHS KayK10i 1abopaTopHOil paboThI
— 5 6atoB. [TpoMexyTOUHBIN KOHTPOJIb 3HAHUN MTPOBOIUTCS B (POpME UTOTOBOM KOHTPOJIHHOM
paboThI, BKITIOYAIOIIEH TEOPETUYECKHE BOIPOCHI U MPAKTHYECKOE 3a/1aHKe, U olleHuBaeTcs 10 40
OasioB.

B pesynpraTe TEKylmero v mpomMexyTOYHOTrO KOHTPOJS 3HAHUW CTYAEHTHI MOJIy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 34a 3a4€T.

®opma KOHTPOJISA Makec. KOJM4eCcTBO
0aJlJI0B
3a oxny Bcero
padoty
Tekymuii KOHTPOJIb:
- yuacmue 6 OUCKYCCUU, BbICIYNIICHUSI HA CeMUHApax |5 6annoe 40 6annos
- UMO0208asi KOHMPOJIbHAS paboma 20 6annos 20 6annos
[IpomexyTouHas aTTecTanus 40 6annos 40 6annos

(nucomennwiil omeem Ha 2 6onpoca 6 popme 3auema)

HTroro 3a cemectp (ducyuniuny) 100 6annos

OrneHka «yJIOBIETBOPUTENHHO» BBICTaBIsIeTCs 0o0yyaroniemycs, Habpasmiemy ot 50 10 67
O0ayutoB OAJIJIOB, OIEHKA «XOPOIIO» BBICTABIISIETCS OOyuaromeMmycs, HaOpaBiiemy ot 68 g0 82
0aJToOB, OIIEHKA «OTJIIMYHOY» BBICTABISETCS oOydaroniemycs, Habpasiemy oT 83 mo 100 Gamios,
c(hOpMUPOBAHHBIX B PE3yJIbTATE CyMMUPOBAHUS 0AJIIOB, TOJYYEHHBIX MPU TEKYIIIEM KOHTPOJIE U
MPOMEXKYTOUHOM arrectanuu. [lonydeHHBIH COBOKYMHBIA pe3ynbTaT (Makcumym 100 6anioB)
KOHBEPTHUPYETCS B TPAAUILIMOHHYIO KAy OIEHOK M B IIKaly OlIeHOK EBpomeiickoll cucTeMsl
nepeHoca u HakoruieHus KpeautoB (EuropeanCreditTransferSystem; mamee — ECTS) B

COOTBETCTBUU C TAOJIUIIEH:

100-6an1bHas TpaionHas mKaa Hlxana
[IKaJia ECTS
95— 100 OTIn4HO A
83-94 B

68— 82 Xoporo SATEHO C

56 - 67 Y 10BIETBOPUTENHEHO D




50 -55 E
20 — 49 Heynosner FX
0_19 YAOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kputepum BbICTABJIEHHUS OLEHKH IO JUCIUIINHE

Bamnel/
Ixama ECTS

Onenka 1o
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

100-83/
AB

«OTJIHUYIHO»

BricraBisiercs o0yuaromemMycs, €Ciii OH IITyOOKO U
MIPOYHO YCBOUJI TEOPETUYECKUI U MPAKTUUECKUI
MaTepua, MOXXeT IPOJEMOHCTPUPOBATh 3TO HA 3AHATUSIX U
B XO/I€ MPOMEKYTOYHON aTTECTALIUU.

OOyuaronuiicst UCUEPIBIBAIOIIE U JOTMYECKH CTPOITHO
u3naraet yueOHbI MaTepua, yMeeT yBA3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPaBIISIETCA C PEUICHHEM 3ajad
npoeCCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0)KHOCTH, MPAaBUIBHO OOOCHOBBIBAET MPUHSATHIC
pelIeHus.

CB00OIHO OpHEHTUPYETCS B Y4eOHOH U
npoeCCHOHATILHOM JINTepaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCSA 00Y4arOIEMYCs C
Y4YETOM PE3YIbTATOB TEKYLIEH U POMEKYTOYHON
aTTECTALUN.

Komnerenuu, 3akpeni€HHuble 3a AMCUUTIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«Xopouio»

BricTaBnisiercsa 00y4aromemMycsi, €CiIi OH 3HaeT
TEOPETUUYECKUH U MPAKTUYECKUN MaTepHUall, FPaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B X0/
IIPOMEKYTOYHOU aTTECTallUU, HE JTOIYyCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUJIbHO IPUMEHSET TEOPETHUUECKUE
MIOJIOXKEHUS [IPU PELICHUN TPAKTUYECKUX 3a1a4
npodeccnoHalbHOM HAaNIPaBIEHHOCTH PA3HOTO YPOBHSI
CJIO’KHOCTH, BJIa/Ie€T HEOOXOUMBIMHU I TOT0 HABBIKAMU
U IPUEMAMH.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeccnoHanbHOM TUTEpaType.

OneHka 1Mo JUCHHUIUIMHE BBICTABISAIOTCS 00yYaromeMycs C
YYETOM PE3yIbTAaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€Hnble 3a TUCIUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/
D,E

«YyOOBJICTBOpH-
TCIIBHO))

BricTaBisiercs oOydaromemMycsi, €Cli OH 3HaeT Ha 0a30BOM
YPOBHE TE€OPETUUECKUI U MPAKTUYECKUN MaTepuall,
JIOTYCKaeT OT/JENbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHAX U B X0JI€ MPOMEKYTOYHOM aTTECTALINH.
OOyyaromuiics UCTIBITHIBAET OMPeIeTIEHHbBIE 3aTPYAHCHHUS
B IPUMEHEHUH TEOPETUUECKUX IOJI0KEHUM TIPU PELLIEHUN
MMPAKTUYECKHUX 3a/1a4 TPOo(eCcCHOHATEHON HANTPaBICHHOCTH
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Bamnel/
Ixama ECTS

Ormenka 1o
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

CTaHapTHOI'O YPOBHS CJII0KHOCTH, BJIAZICET
HEOOXOAUMBIMU JJIS1 3TOTO Oa30BBIMH HABBIKAMU U
MPpUEMAMHU.

JleMOHCTpUpYyET JOCTaTOUHBIM YpOBEHb 3HAHUS yUEOHOI
JIUTEPATYPHI 110 TUCLUIIIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYatOIMEMYCs C
Y4ETOM pEe3yJIbTaTOB TEKYIEH U IPOMEKYTOYHON
aTTeCTaluu.

Komnerenuu, 3akpeniéHHble 3a AUCIUTIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIY.

49-0/
FFX

«HEYOOBJIETBOPHUTEC
JIBHO»

BerictraBnsiercs oOyuaromiemMycs, €Clid OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUIN U TPAKTUUECKUN
MaTepHall, J1o1yckaeT rpy0oblie oIMOKY IIpU ero
M3JI0KEHUU Ha 3aHATHUIX U B X0JI€ TPOMEKYTOUHON
aTTEeCTaLlUN.

OOyyaromuiics UCIIBITHIBAET CEPhEZHBIE 3aTPYIHEHUS B
IIPUMEHEHUH TEOPETUUECKUX TI0JI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HECCHOHAILHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIaJI€ET
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMHU U IIPUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPHI 110 AUCLUILIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00YYarOIEMYyCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaLlUN.

Komnerenumn Ha ypoBHE «IOCTaTOYHBIIN», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, HE COPMHUPOBAHBI.

5.3 OueHouHbIe cpeacTBa (MAaTEPHAJIBI) JJIsSl TEKYIIIET0 KOHTPOJISI
yCIIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTAlUM 00Y4aIOIUXCS 10
TUCHMUILIAHE

ITepeyeHb BOIPOCOB K HTOT0BOIl KOHTPOJILHOM padoTe

1. Amnanu3 pblHKa ayTCOPCHUHIOBX YCIYT B YIPaBJIE€HUHN JOKYMEHTAMHU.

2. AmnHanmum3 pbIHKa ayTCOPCUHTOBBIX YCIYT B YIPABICHUN apXUBAMHU.

3. IOpuanueckoe ohopMiieHnEe ayTCOPCUHTOBBIX YCIYT B YIPABICHUU JOKYMEHTaMH U

apxXuBaMHu.

6 VYueOHO-MeToaAMUYECKOe U MH(OPMAITUOHHOE OOecTiedeHUe TUCHMILTHHbI

6.1 Cnucok HCTOYHUKOB U JTUTEPATYPbI

NcTOoYHNKH OCHOBHBIE
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. ®enepanpublii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 undopmaiuu, nHGOPMAITMOHHBIX
TEXHOJIOTHUSX U 0 3a1uTe HHpopmarum» // [ dnekTponHslii pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBuia nenonpous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyTpaBlieHUs’, YTBEPKIeHHbBIE puka3oM Pocapxusa ot 22.05.2019 N 71 // [DnexTpoHHBIN
pecypc]. — M., 2020. — Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

[Ipuka3z PocapxmBa ot 20.12.2019 N 236 "OO6 ytBepxuenun IlepeuHs THIOBBIX
YIOPaBICHUYECKUX AapXUBHBIX JOKYMEHTOB, OO0pa3yloluxcsi B IMpolecce JIesTeIbHOCTU
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHHUS U OpraHU3allMi, ¢ yKa3aHUEM
cpokoB wux xpaHenus'// [OnektpoHHbId pecypc]. — M., 2020. — Pexum poctyma:

http://www.consultant.ru/document/cons doc LAW 345020/

[Ipuka3 Munucrepcrsa KyapTypsl PO ot 31 mapra 2015 r. Ne 526 “O0 yTBepKaeHUH
IpaBWJI OpPraHU3alUy XpaHEHMs, KOMIUJICKTOBaHMs, y4e€Ta W HCIOJb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®enepaunu M APYrux apxXUBHBIX JOKYMEHTOB B OpraHax
rOCy/IapCTBEHHOW BJIACTH, OpraHaXx MECTHOIO CaMOymlpaBlieHWss u opranuzauusx” //

[DnexTponHsIii pecypc]. — M., 2020. — Pexxum pocryma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. [enonpou3BoAcTBO M apxuBHOe jAeno. Tepmunbl u onpenenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P MCO 15489-1-2019. HaumonansHslii ctannapt Poccuiickoit @eneparuu. Cuctema
CTaH/apTOB [0 UHPOpMALNK, OMOINOTEYHOMY U H3/aTenbckomy aeny. Uudopmanus u
JOKyMeHTalus. YnpasieHue fokymentamu. Yacts 1. [Tonatus u npununsr"

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

Jlureparypa
OcHoBHast

babunies B.A. pazsurue nokymentoooopra kak yiuyru // Mudonoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorus aytrcopcuHra B apXxuBHOM jene. IIpoGnembr u pemienHus //

Henonpouzsoactso 2016. Nel.

KotnsipoB U./l. AyTCOpCHHT: OIBIT TeOpeTnueckoroonucanus. // Hayunslii xypaan HUY
HNUTMO. Cepus «DKOHOMHKA U DKOJOTHYECKUI MeHemKMeHTy, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description

PrixoB A.JlokymeHTanmoHHoe o0ecnieueHre ynpasieHus kak ycayra. Maogoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

6.2 IlepeyeHb pecypcoB HH(OPMAIHMOHHO-TEJIEKOMMYHMKALIMOHHOM CeTH
«AHTepHeT»
Kypuan «Jlemonpoussoactsor. URL: https://www.top-personal.ru/


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
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Ecm-Journal. XKypHam 00 3JIeKTpOHHOM KOHTEHTE, JOKyMeHTaXx H OwmsHec-mporeccax UR:

https://ecm-journal.ru/

['mnpaus ynpasistronmx nokymenranueit. Caitr. URL/ https://www.gdm.ru/

6.3 IlpodeccuoHajbHble 6a3bl JAHHBIX 1 HHPOPMALIMOHHO-CIIPABOYHbIE
CHCTEMBbI

Joctyn k mpodeccronanbHbIM 0a3am naHHbIX: https:/liber.rsuh.ru/ru/bases
WudopManroHHbIE CIPAaBOYHBIE CHCTEMBI:

1. Koncynbrant [Tmtoc
2. Tapanr

7 MaTepHaJIbHO-TeXHH‘IeCKOC o0ecrneueHue ANCHUIIINHBI

AynuTopuu JUis IPOBEJCHUS KLU U CEMUHAPCKUX 3aHATUI C TEXHUUECKUMHU CPEICTBAMU
00yudeHus (MyJIbTUMEUA-TIPOEKTOP (BUAECOIPOEKTOP), IKpaH (IIEPEHOCHOM MM CTallMOHAPHBII)),
KOMITbIOTEPHBIH KJ1acc Ui IPOBEAECHUS J1TAOOPATOPHBIX 3aHATHUI.

1. Mlepeuens 1O

Nenr Haumenosanue 110 [IpousBoauTenb Cmoco6
/m pacrpocTpaHeHHs
(ruyenszuonnoe unu
€c80000HO
pacnpocmparsiemoe)
1. Adobe Master Collection CS4 Adobe JIMIICH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIICH3HOHHOE
3. Windows 7 Pro Microsoft JUILEH3UOHHOE
4, Microsoft Office 2013 Microsoft JIMIICH3HOHHOE
5. Windows 10 Pro Microsoft JIALIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3HOHHOE
7. Microsoft Office 2016 Microsoft JIuteH3noHHOE
8. Zoom Zoom JINIIEH3UOHHOE

2. Hepeyens B u UCC

Nern HanmenoBanue
/1

1 | MexnayHaponnblie pedepaTtuBHble HaykoMeTpuueckue bJl, noctynHbie B pamMkax
HaIlMOHAJIbHOM noamucku B 2020 1.

Web of Science

Scopus

2 | IIpodeccronanbubie moaHOTEKCTOBBIE BJl, MOCTYITHBIE B paMKaX HAI[HOHATEHOU
noamucku B 2020 T.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global



https://ecm-journal.ru/
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SAGE Journals
XKypuansr Taylor and Francis

3 | Ipodeccrnonanbubie momHOTEKCTOBBIC B/]

JSTOR

W3 1anus Mo o0IIeCTBEHHBIM U TYMaHHTAPHBIM HayKam
DnexkrponHas oubaunoreka Grebennikon.ru

4 | KoMIbIOTEpHBIE CITPABOYHbBIC TPABOBBIC CUCTEMBbI
Koncynsrant Ilmtoc,
I"apant

8 OobecneyeHue 00pa3oBaTeJbLHOI0 MPOIECCA JIS JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTAMH 3I0POBbSI U HHBAJIHUIA0B
B xoxme peam3an JUCHUIIIIMHBI UCIIOJIB3YIOTCA CIICAYIOIIUC TOITOJTHUTCIIbHBIC
METOAbI O6y‘I€HH§I, TEKYIIETO KOHTPOJIA YCIIEBAEMOCTH H HpOMeH(YTOqHOﬁ arrecrauuu
06yqa}onmxca B 3aBUCUMOCTH OT UX MHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® IS CIENbIX U CIa00BUISAIINX:

- JeKIUH O(OPMIISIFOTCS B BHJE AIIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C MOMOIIBIO
KOMIIBIOTEpA CO CIEeHUaIN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUeHUEM;

- TIMCbMEHHBIC 3aJlaHUs BBITIOJIHSIOTCA HA KOMIIBIOTEpE CO CHEIUATU3UPOBAHHBIM
MPOrpaMMHBIM 00ecTiedeHUEM, U MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrnieunBaeTCsl MHIUBUIyIbHOE paBHOMEPHOE ocBelieHue He meHee 300 srokc;

- Q7S BBIIONHEHUS 3aJaHUsl TMPH HEOOXOAMMOCTH IMPEIOCTABISETCS YBEIMYUBAIOIIEE
YCTPOMCTBO; BO3MOKHO TaK)X€ UCII0JIb30BAHUE COOCTBEHHBIX YBEJIUUYHMBAIOIIUX YCTPONUCTB;

- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEIMUEHHBIM HIPU(TOM;

- 9K3aMEH | 3a4€T MIPOBOASTCS B YCTHOM (DOpME HITH BBITOJHSIOTCS B MMCbMEHHOM (popme Ha
KOMIIBIOTEPE.

® IS TIIYXUX U CIa0OCTBIIIAIINX:

- Jexuuu Oo(OpMIISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTa, JUOO0 MpeaoCTaBisieTcs
3BYKOYCWJIMBAIOIIAs anmapaTypa UHIUBUIYAIbHOTO MOJIb30BAHMS;

- MUChbMEHHBIE 3aJ]aHUs BBITIOJHAIOTCS HA KOMITBIOTEPE B MUChbMEHHOH (hopMme;

- 9K3aMEH M 3a4€T MPOBOJIATCS B MUCbMEHHOU (JOpMeE Ha KOMITBIOTEPE; BOZMOYKHO MPOBEICHUE
B (hopMe TECTHPOBAHUS.

e JUIs JIMI C HAPYIIEHUSIMU OIOPHO-/IBUTaTEILHOTO anmapara:

- JeKIuu O(OPMIAIOTCS B BHUJE AJIEKTPOHHOTO JOKYMEHTA, IOCTYMHOTO C TOMOIIBIO
KOMIIBIOTEpA CO CTIEHUAIN3UPOBAHHBIM IIPOTPAMMHBIM 00ECIIEUEHUEM;

- TIMCbMEHHBIC 33JlaHUs BBINOJHSIOTCA Ha KOMIIBIOTEPE CO CHEUATN3UPOBAHHBIM
MIPOrpaMMHBIM 00€eCIIeYeHUEM;

- 9K3aMEH | 3a4€T MPOBOAATCS B YCTHOM (pOpMe UITH BBIMOTHSIIOTCS B TUChbMEHHON (hopMe Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MPENYCMATPUBAETCS YBETTMUEHNE BPEMEHHU IS TOITOTOBKH OTBETA.

[Ipoienypa  mpoBemeHHS  MPOMEXKYTOYHOM  aTTeCTallud  JUIA  OOYYaIOIIHUXCs
YCTaHABIMBAETCS C YYETOM WX HMHAUBHIYANbHBIX TCUXOPU3UUYECKUX OCOOSHHOCTEH.
[TpomexxyTouHast aTTecTalsl MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.

[Ipu mpoBeneHUN MPOLETYPHl OICHUBAHUS PE3YIBTATOB OOyUEHUS MpeayCcMaTpuBaeTCs
WCIIOJIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOAMMBIX B CBS3M C WHAUBUIYUTBHBIMU
O0COOCHHOCTSIMHU OOYYarOIIUXCS. DTHU CPEICTBA MOTYT OBITh MPEIOCTABICHBI YHUBEPCUTETOM, HITH
MOTYT HCIOJIb30BaThCsl COOCTBEHHbBIE TEXHUUECKHE CPEJICTBA.

[IpoBeneHne mpoUEAypbl OIEHUBAHUS  pPE3yabTaTOB  OOyuYeHUsS  JIOMYyCKaeTcs C
HCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.
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OGecneunBaeTcss AOCTyN K MH(GOPMAIIMOHHBIM M OMOIHMOrpaguvIecKuM pecypcam B CETH
WuTepHer Ui Kaxkaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OrPaHUYEHUSIM HX
3JI0POBbSI U BOCIIPUATHUS HH(DOpMAIUH:

® IS CJICTIBIX U CJIA0OBUISIIUX:

- B ICUATHON (OpPME yBEITUYCHHBIM HIPUPTOM;
- B (hOpMeE IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayaunodaiina.

® Ul TIYXHX H CITa0OCIbBIIIAIINX:

- B Ie4aTHOH opMme;

- B (hOpMe IIEKTPOHHOTO JOKYMEHTA.

e Ui OOyYarOIIUXCs C HAPYIICHUSIMHU OMOPHO-IBUTATEIBHOTO arapara:
- B IeYaTHOU opMme;

- B (hOpMeE IEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

Y4eOHbIe ayTMTOPHH Il BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITEIILHOW PaOOThI, HAy4YHAs
O0ubnMMoTEeKa M MHBIE MOMEIICHUS sl 0Oy4eHHUs! OCHAIICHBI CIICIHATbHBIM 000pYyAOBAaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMU O0YUCHUS:

® IS CJICTIBIX U CJIA0OBUISIIUX:

- YCTPOMCTBOM /Ui CKaHUpOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucreeM bpaiina PAC Mate 20;

- npuntepoMm bpaits EmBraille ViewPlus;

® I TUIYXUX U CIa0O0CTBIIIANTNX:

- aBTOMATHU3MPOBAaHHBIM pPA0OYMM MECTOM JUIsI JIFOJICH C HapylICHHEM cliyXa |
¢l1a00CIIBIIIAIINX;

- AKyCTUYCCKHI YCUIIUTENb U KOJIOHKH;

e Ui OOyYaroIIUXCs ¢ HAPYIICHUSIMHU OMOPHO-IBUTATEIBHOTO arapara:
- IEPEABIKHBIMH, PETYIIMPYEMBIMH dproHomMuueckumu napramu CU-1,
- KOMIIBIOTEPHON TEXHUKOMW CO CIICIUAIbHBIM TPOTPAMMHBIM 00ECTICUCHHEM.

9 Metoauyeckue MaTepuasibl

9.1 IlnaHbl NPAKTHYECKUX 3AHATHI.

Tema 1. (2 u.) [lonsiTne ayrcopcunra

Lenb 3ansaTHS — chOpMUPOBaTh y 00yUaIOMIUXCS MPEACTABICHUE O 00 ayTCOPCUHIE KaK
OJIHOM M3 HAIlPaBJICHUH JEATEIBHOCTH COBPEMEHHBIX OpraHu3aluil.

®dopma npoBeIeHNs — OTBEThI Ha BOMPOCH! U 00CYKIEHHE MPEAT0KEHHON TEMBI.

Bompocs! 11t 06cyxneHns (KOHTPOJIbHbBIE BOIIPOCHI):

1. INonsiTue ayTcOpCcHUHTa U pa3HbIe MOAXO/IbI K €T0 OMPEIEIICHHUIO.

2. Bwunael ayTcopcuHra.

3. IT-ycnyru kak oiMH U3 BUJIOB ayTCOPCUHTA.

4. VYmpaBieHurue JOKYMEHTaMH U apXUBaMU KaK ayTCOPCUHTOBBIE YCITyTH.

3aiaHue A1 CaMOCTOSITENIbHOM paboThI:
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[Ipoananu3upoBaTh HCHOJB3yeMbIE B  HAaydyHOW JIMHTEpaType  ONpEACICHHS
ayTcopcuHra. BeiOpars u3 HuX Haubosiee COOTBETCTBYIOIIEE CONEPKAHUIO MOHATHS U
1 000CHOBAThH CBO BBIOOP.

CHHCOK HCTOYHUKOB U JUTEPATYPHI

HcTouHNKH OCHOBHEIE

. ®epepanpubiii 3akoH PO ot 27.07.2006 1. Ne149-03 «O06 undopmarmu, nHGOPMAITMOHHBIX
TEXHOJIOTHSX M 0 3a1tuTe nHdopmarum» // [dnektponHsli pecypc]. — M., 2019. — Pexxum noctyma:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBuna nenonmpou3BOACTBA B TOCYJIApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camMoympaBlieHUs’, YTBEPKAeHHBIC pruka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. - M., 2020. - Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

IIpukaz PocapxuBa ot 20.12.2019 N 236 "OO0 ytBepxkaeHuu IlepeuHss TUIOBBIX
YOpPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, OOpa3yloluxcs B Ipolecce AesTeIbHOCTU
rOCy/IapCTBEHHBIX OPTaHOB, OPIraHOB MECTHOT'O CaMOYIIPABJICHUS U OpraHHU3alui, ¢ yKa3aHHEeM
cpokoB wuXx xpaHenws'// [OnekTpoHHBIH pecypc]. — M., 2020. — Pexum poctyma:

http://www.consultant.ru/document/cons doc LAW 345020/

[Tpukaz MunucrtepcrBa KynpTypsl PO ot 31 mapra 2015 1. Ne 526 “O0 yTBepKIeHUH
IIPaBWJI OpPraHU3alMy XpaHEHMs, KOMIUIEKTOBaHMS, y4Ye€Ta M HCIOJIb30BAHUSA JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii @enepanii U APYTUX apXUBHBIX JIOKYMEHTOB B OpraHax
TOCYJapCTBEHHOW BIIACTH, OpraHaXx MECTHOTO CaMOyIMpaBlieHHs W opraHuzaiusax” //

[DnexTponHsii pecype]. — M., 2020. — Pexxum mocrtyma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. [lenonpou3BoAcTBO U apxuBHOe neno. Tepmunbsl u ompenenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P CO 15489-1-2019. HantuonanwHsiii crannapT Poccuiickoit @enepanuu. Cuctema
CTaHJapTOB MO UHQOpPMAIIHH, OMOTHOTEYHOMY U U3JaTenbckoMy aeny. Mudopmanus u
JOKyMeHTaIus. YmpasiaeHue jokymerntamu. Yacts 1. [Tonstus u npuHune"

(y1B. I[Ipukasom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlurepartypa
OcHoBHas

babunues B.A. pa3Butne 1okymeHTooboprta kak ynyru // Unponokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/



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

Kotsipos U.J[. AyTcopcuHT: onbIT TeopeTrnaeckoroonucanus. // Hayunsiit sxypuan HIY
HUTMO. Cepus «IKOHOMHKA U IKOJIOTrHYecKnuii MeHerkMeHT, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A./lokymMeHTalimoHHOE oOecnieueHue yrpasieHus kak yciyra. Madomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

Ilepeuens pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « AHTEepHET»

Kypnan «Jlenonpoussoactso». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan 00 3J€KTpOHHOM KOHTEHTE, JOKyMEHTax u Ou3Hec-mporeccax UR:

https://ecm-journal.ru/

['uabaus yrnpasisionmx gokymenranueii. Caiir. URL/ https://www.gdm.ru/

Tema 2. (2 4.) Pa3BuTHe ayTCOPCHHIa B YIIPABJIEHHH JOKYMEHTAMH a Py0OesKkoM.
Henb 3ansaTus — chopMUpPOBATh y OOYYAIOIIMXCS MPEICTABICHUE O BOSHUKHOBEHHH U

Pa3BUTHH ayTCOPCHUHTOBBIX YCIYT B YIPABICHUHU JTOKYMEHTAMH 33 PYOEIKOM.
dopma poBeIeHHs — OTBETHI Ha BOIPOCHI U 00CYXKICHUE MPETI0KESHHON TEMBI.
Bompocs! st 00cykaeHns (KOHTPOIbHBIE BOIPOCHI):
1. IIpenmnocbulku BOSHUKHOBEHHS U Pa3BUTHUS ayTCOPCHHTA.
2. D¢ (hHeKTUBHOCTD M BBITOJIBI ayTCOCHHTA.
3. Pa3BuTHE ayTCOpCHHTA B YIPABICHUHU JTOKYMEHTAMH M apXUBaMH 32 PyOEKOM.
CnuCOK MCTOYHUKOB U JIUTEPATYPhI

HNcTouyHNKH OCHOBHEBIE

. ®enepanpHbiii 3akoH PO ot 27.07.2006 r. Nel49-03 «O0 undpopmanuu, nHGOPMaLMOHHBIX
TEXHOJIOTUSX U 0 3aIuTe HHpopmarum» // [ nekTponHsli pecype]. — M., 2019. — Pexxum noctyna:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBmia nenonpousBOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyTIpaBJlieHUs’, yTBEPKIeHHbIE pukazoM Pocapxusa ot 22.05.2019 N 71 // [OnexTpoHHBIN
pecypc]. — M., 2020. — Pexxum JOCTyIIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

IIpukaz PocapxuBa ot 20.12.2019 N 236 "OO06 ytBepxkaeHuu IlepeyHss THIOBBIX
yIpaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yloluxcs B TIpolLecce AesITeIbHOCTU
rOCy/apCTBEHHBIX OPTaHOB, OPIraHOB MECTHOI'O CaMOYIIPAaBJIEHUS U OpraHU3alui, ¢ yKa3aHUEM
CpOKOB WX XpaHeHus'"// [DmektponHbIi pecypc]. — M., 2020. — Pexum pgocryna:

http://www.consultant.ru/document/cons doc LAW 345020/



https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
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[Ipuka3z MunucrepctBa KyabTypsl PO ot 31 mapta 2015 1. No 526 “O06 yTBepkaeHUn
IpaBWJI OpPraHU3alMy XpaHEHMs, KOMIUICKTOBaHMs, y4Ye€Ta M HCIOJb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®enepaunu M APYruxX apXWBHBIX JOKYMEHTOB B OpraHax
rOCyJIapCTBEHHOW BJIACTH, OpraHaXx MECTHOIO CcaMOylpaBlieHWss u opraHuzauusx” //

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

I'OCT P 7.0.8-2013. [enonpou3BoACTBO M apxuBHOe aAeno. TepmuHbl U onpenenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P CO 15489-1-2019. HanmonanwHsIii crannapT Poccuiickoit @enepanun. Cuctema
CTaHJApPTOB IO WH(pOopMaMK, ONOIMOTEUHOMY H U3JaTeNnbCcKoMy nery. Mndopmarms u
JIOKyMeHTalus. YrupasiaeHue nfokymentamu. Yacte 1. [onatus u npuHuuns"

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

Jlureparypa
OcHoBHast

babunnes B.A. pazsutue qokymenToobopTa kak ynyru // Uadonokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. TexHosoruss ayrcopcuHra B apxuBHOM jene. [IpoGnemel u pemenus //

Henonpounzpoactso 2016. Nel.

Kotisipos U.J[. AyTcopcuHT: OnbIT TeopeTrueckoroonucanus. // Hayunsrnii sxypaanr HUY
HUTMO. Cepus «IKOHOMHKA U dKoioruueckuii Menemkmenty, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokymeHTanmoHHoe o0ecnieuenue ynpasieHus kak ycnyra. Madogoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH « UHTEepHET»

Kypuan «Jlemonpoussoactsor. URL: https://www.top-personal.ru/
Ecm-Journal. Kypnan 00 3JIeKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mporeccax UR:

https://ecm-journal.ru/

I'unbaus ynpasistionux qokymenrtanueit. Cair. URL/ https://www.gdm.ru/

Tema 3. (4 4.) PazBuTHE ayTcOpcHHra B ynpaBJjieHUM J10KymMmeHTamu B Poccun
Lenp 3ansATHSA — chopMUPOBaTh y OOYYAIOLIMXCS MPEACTaBIEHUE O BOSHUKHOBEHHM U
pa3BUTHUHN ayTCOPCUHIOBBIX yCIIYT B YIIPaBICHUH JOKyMEeHTaMu B Poccun.
®dopma npoBeieHNs —OTBETHI Ha BOIPOCHI U 00CYKICHHE MPEATIOKEHHBIX TEM.
Bomnpocs! 11t 06cyxneHus (KOHTPOJIbHbBIE BOIIPOCHI):
1. Ilpenanocbulky BOZHUKHOBEHUS U pa3BUTHs ayTcopcuHra B Poccun.
2. Oco0eHHOCTH pa3BUTHE AYTCOPCHHIOBBIX YCIYI B YNPABICHUH JIOKYMEHTAMHU H
apxuBamu B Poccum.
CnMcOK MCTOYHHMKOB M JIUTEPaTypPhbl

HNcTouyHNKH OCHOBHEBIE


https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
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. ®enepanpubiii 3akoH PO ot 27.07.2006 1. Ne149-03 «O06 undopmarmu, nHGOPMAITMOHHBIX
TEXHOJIOTHUSX U 0 3a1uTe nHpopMarum» // [ Dnekrporusii pecype]. — M., 2019. — Pexum goctyma:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBuia nenonpous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camMoympaBlieHUs’, YTBEPKIeHHBIC pruka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. — M., 2020. — Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

IIpukaz PocapxuBa ot 20.12.2019 N 236 "OO0 yrBepxaeHuu IlepeuHss TUIOBBIX
YIOPaBJIEHYECKUX apXUBHBIX JOKYMEHTOB, O0Opa3yloLuXcsi B Ipolecce AESITeIbHOCTU
rOCy/apCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJICHUS U OpraHHU3alui, ¢ yKa3aHHEeM
CpokoB wux xpaHenus'// [OnektpoHHbId pecypc]. — M., 2020. — Pexum poctyma:

http://www.consultant.ru/document/cons doc LAW 345020/

[Ipuka3 Munucrepcrsa KyapTypel PO ot 31 mapra 2015 r. Ne 526 “O0 yTBepKaeHUH
IOpaBUI OpraHU3allUd XpaHEHUs, KOMIUIEKTOBAHMSA, y4yeTa M MCIIOJIb30BaHHUs JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoil ®enepaunu M APYruxX apxUBHBIX JOKYMEHTOB B OpraHax
TOCYJAapCTBEHHOW BIIACTH, OpraHaXx MECTHOTO CaMOyIlpaBlieHHs W opraHuzaiusax” [/

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

['OCT P 7.0.8-2013. [enonpou3BoACTBO U apxuBHOEe Aeno. Tepmuubl u onpenenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P CO 15489-1-2019. HantnonanwHsiii crannapt Poccuiickoit @enepanuu. Cuctema
CTaHJapTOB MO UHQOpPMAIIHH, OMOTHOTEYHOMY U U3JaTenbckoMy aeny. Mudopmanus u
JIOKyMeHTaIus. YmpasiaeHue jokymerntamu. Yacts 1. [Tonstus u npuHune"

(ytB. I[Ipukazom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

babunnes B.A. pazsutue qokymeHToo0opTa kak ynyru // Uagonokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonoruss ayrcopcuHra B apxuBHOM jene. [IpoGnemsl u pemenus //

Henonpounzsoactso 2016. Nel.

Kotnsipos U.J]. AyTcopcuHT: OnbIT TeopeTHueckoroonucanus. // Hayunsrif sxypnan HUY
HUTMO. Cepus «DKOHOMHKA U DKOJOTHYECKUI MeHemKkMeHTy, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTanmmoHHOE oOecrieueHne yrnpasieHus kak yciryra. Madomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

Ilepeuens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH «HTEepHeT»

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


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
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Ecm-Journal. XKypHam 00 3JIeKTpOHHOM KOHTEHTE, JOKyMeHTaXx H OwmsHec-mporeccax UR:

https://ecm-journal.ru/

['mnpaus ynpasistronmx nokymenranueit. Caitr. URL/ https://www.gdm.ru/

Tema 4. (44.) AyTCOPCUHT B YNIPABJIEHHMH JOKYMEHTAMM HErocyapcTBeHHbIX
OpraHu3anui
Henp 3aHatus — cpopMupoBaTh y 00ydHaromMxcsi IMpeacTaBieHue 00 0COOEHHOCTSX

AyTCOpCHUHI'a B YIIPABJIICHUHN JOKYMCHTAMH HCTOCY AaPCTBCHHBIX OpFaHH3aHHﬁ.

d)opMa MMPOBCACHHNA —OTBCTHI HAa BOIIPOCHI U 060y>1<):[eHHe MMPCAJIOKCHHBIX TCM.
Bompocs! 11t 06cyxaeHns (KOHTPOJIbHBIE BOIIPOCHI):

1. OcobOeHHOCTH ayTCOPCHUHTOBBIX YCIYT B YIPABJICHUU TOKYMEHTaMU HETOCYAapCTBEHHBIX
OpraHu3aIuu.

2. OpraHm3aryu cpeJHero On3Heca Kak OCHOBHBIC MOTPEOUTENN ayTCOPCUHTOBBIX YCIYT B
YIpaBJICHUHU JOKYMEHTAMH U ApXUBAMHU.

Cnmcoxk HCTOYHUKOB M JIUTEPATyPhI

M cTOYHNKH OCHOBHbBIE

. ®enepanpubiii 3akoH PO ot 27.07.2006 r. Ne149-03 «O06 undopmanuu, nHHOPMALMOHHBIX
TEXHOJIOTHUSX U O 3a1uTe nHpopMmaum» // [ Dnektpornsii pecype]. — M., 2019. — Pexum goctymna:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBmia nenonpousBOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyIpaBiieHHs”, YTBEpKICHHbIE puKa3oM Pocapxusa ot 22.05.2019 N 71 // [OnexTpoHHbIi
pecypc]. — M., 2020. — Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO06 yrtBepxaeHuu IlepeyHs THUMOBBIX
YIpaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3ymloliuxcs B TIpolecce AesTelbHOCTU
rOCy/IapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOI'O CaMOYIIPaBJICHUs U OpraHU3alui, ¢ yKa3aHUEM
CpOoKOB WX XpaHeHus'"// [DnekTpoHHbIi pecypc]. — M., 2020. — Pexum pgocryna:

http://www.consultant.ru/document/cons doc LAW 345020/

ITpuka3 Munucrepcra kyiabTypbl P® ot 31 mapra 2015 1. Ne 526 “O0 yrBepxaeHUN
IpaBWJI OpraHU3allMy XpaHEHMs, KOMIUJICKTOBaHMs, y4deTa W HCIOJb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit ®exepanu U JpyruxX apXUBHBIX JOKYMEHTOB B OpraHax
TOCYAapCTBEHHOW BIIACTH, OpraHaXx MECTHOTO CaMOyINpaBleHHs W opraHmzamusax” [/

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



https://ecm-journal.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
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I'OCT P 7.0.8-2013. lemonmpou3BOACTBO M apXWBHOE neno. Tepmuubl u onpeaenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P CO 15489-1-2019. HaumonanwHsiii crannapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB [0 UHPOpPMAIINH, OMOTHOTEYHOMY U HU3JaTenbckomy aeny. Mudopmanus u
JOKyMeHTalus. YnpasieHue fokymeHntamu. Yacts 1. [lonsaTus u npuHuuns"

(ytB. IIpukasom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHas

babunner B.A. pazButue nokymenToo6opra kak yiyru // Madonokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texuosorusi ayrcopcuHra B apxuBHOM jene. IIpoGnembr u pemenus //

HenonpousponctBo 2016. Nel.

Kotisipos U.[[. AyTcopcuHT: OnbIT TeopeTrueckoroonucanus. // Hayunsrii sxypaan HUY
HUTMO. Cepus «IKOHOMHKA H dKoioruueckuii MeHemkmenty, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokymeHTanmonHoe obecnieuenue ynpasieHus kak ycnyra. Magomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « UHTEepHET»

Kypuan «/lenonpousoacteo». URL: https://www.top-personal.ru/
Ecm-Journal. Kypnan 00 35IeKTpOHHOM KOHTEHTE, IJOKyMeHTax u OusHec-mpoueccax UR:

https://ecm-journal.ru/

I'unbaus ynpasisionux qokymenrtanueit. Cair. URL/ https://www.gdm.ru/

Tema 5. (4 4.) AyTCOPCHHT B yNIpaBJeHUH IOKYMEHTAMH OPIraHOB rocy/1apCcTBeHHOM
BJIACTH M MECTHOI'0 CaMOYIIPABJICHHUS
Hens 3anatus — chopMupoBaTh y OOydYAOMIMXCS TPEACTABICHHE 00 OCOOEHHOCTSIX

AayTCOpPCHHTa B YINPaBICHUH JOKYMEHTAMH OPraHOB TOCYJIAapCBEHHOW BIACTH M MECTHOTO
caMOyTIpaBJICHUsL.
Bomnpocs! 11t 06cyxaeHns (KOHTPOJIbHbBIE BOIPOCHI):
1. OcoOeHHOCTH ayTCOPCHHIOBBIX YCIYyr B YHPaBICHUM JOKYMEHTaMH OpraHOB
rOCYapCTBEHHOM BIIACTH U MECTHOTO CAMOYIIPABIICHHS.
2. TocynapcTBeHHbIE 3aKYIIKH ayTCOPCUHIOBBIX YCIYT B YIIPaBIE€HUH JIOKYMEHTaMU
CnuCcOK MCTOYHUKOB U JIUTEPATypPhI

NcToUyHNKH OCHOBHBIE

. ®enepanpuplii 3akoH PO ot 27.07.2006 1. Ne149-03 «O06 undopmaruu, nHGOPMAITMOHHBIX
TEXHOJIOTUSX U 0 3aIuTe HHpopmarum» // [ dnekTponHsli pecype]. — M., 2019. — Pexxum noctyna:

http://www.consultant.ru/document/cons doc LAW 61798/



http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/

21

[IpaBuna nenonpous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camMoympaBlieHUs’, yTBEpKIeHHBIEe pruka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DneKTpOHHBIH
pecypc]. — M., 2020. — Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

IIpukaz PocapxuBa ot 20.12.2019 N 236 "OO0 yrBepxaeHuu IlepeuHss TUIOBBIX
YIOPaBJIEHYECKUX AaPXUBHBIX JOKYMEHTOB, O0Opa3yloLIUXcsi B Ipolecce AESITeIbHOCTU
rOCy/apCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJICHUS U OpraHU3alui, ¢ yKa3aHHEeM
CPOKOB WX XpaHeHus'"// [DmektpoHHbIi pecypc]. — M., 2020. — Pexum pgocryna:

http://www.consultant.ru/document/cons doc LAW 345020/

IIpuka3 Munucrepcrsa KyapTypel PO ot 31 mapra 2015 1. Ne 526 “O0 yTBepKaeHUH
IOpaBUI OpPraHU3allMM XPAHEHUs, KOMIUIEKTOBAHMSA, y4yeTa U MCIIOJIb30BaHHUsS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoil @enepauuu U APYrMX apXUBHBIX JOKYMEHTOB B OpraHax
TOCYJAapCTBEHHOW BIIACTH, OpraHaXx MECTHOTO CaMOyIlpaBlieHHs W opraHuzaiusax” [/

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

['OCT P 7.0.8-2013. [enonpou3BoACTBO U apxuBHOe Aeno. Tepmuubl u onpenenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P UCO 15489-1-2019. HantmonansHsiii crangapt Poccuiickoit @enepanuu. Cuctema
CTaHAapTOB M0 UHQOpPMAIHH, OMOTHOTEYHOMY U HU3JaTenbckomy aeny. Mudopmanus u
JOKyMeHTalus. YnpasiaeHue qokymentaMu. Yacts 1. [lonsaTus u npuHuns"

(ytB. IIpukasom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

babunies B.A. pazsutue nokymentoooopra kak yiuyru // Mudonoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnonorusi ayrcopcuHra B apxuBHOM jene. [IpoGnembr u perneHust //

Henonpounzsoactso 2016. Nel.

KotnsipoB U./I. AyTcOpCHHT: OIBIT TeopeTnueckoroonucanus. // Hayunslii xypaan HUY
HUTMO. Cepus «DKOHOMHKA U DKOJIOTHYECKUI MeHemKkMeHT, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrixoB A.JlokymMeHTaIMOHHOE oOecrieueHue ynpasieHus kak ycayra. Magomgokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

Ilepeuens pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH «HTEepHeT»

Kypnan «/lenonpousBoactro». URL: https://www.top-personal.ru/
Ecm-Journal. JXypHan 00 »5eKTpOHHOM KOHTEHTE, JOKyMEHTax u OusHec-mpoueccax UR:

https://ecm-journal.ru/

'mnpaus ynpasisiionmx qokymenrtanueit. Caitr. URL/ https://www.gdm.ru/

Tema 6. (44.) AyTCOPCHHI B YIPABJICHHMH APXMBAMHU OPraHU3anui


http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
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Lens 3ansTHS — cChOPMUPOBATH Y 00YUAIONINXCS TIPEICTABIICHUE 00 ayTCOPCHHTE B
YIpaBJICHUHU apXUBAMH OpTraHU3aIUH.
®dopma poBeIEHNS — OTBETHI HAa BOIPOCHI U 00CYKIEHHUE MPEATI0KEHHBIX TEM.
Bompocs! 11t 06cyxaenus (KOHTPOJIbHbBIE BOIIPOCHI):
1. AyTcopcuHr B yIpaBiieHUU OyMaXHbIMU apXUBaMU OpPTaHU3aIHA.
2. AYTCOPCHHT B yIPaBJICHUU JICKTPOHHBIMH apXHUBAMU OpPTaHU3AIUi
IloaroroBka K UTOrOBOM KOHTPOJIBHOU paboTe «AyTCOPCUHT B YIIPABJIEHUU apXUBAMHU
OpraHu3aIuin.
CnHCcOK MCTOYHMKOB M JIUTEPATYPbI

M cTOoOYHNKH OCHOBHbBIE

. ®enepanpusbiii 3akoH PO ot 27.07.2006 r. Ne149-03 «O06 undopmanuu, nHGOPMALMOHHBIX
TEXHOJIOTHUSX U 0 3a1uTe nHpopMaum» // [ Dnektpornsii pecypce]. — M., 2019. — Pexum goctymna:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBuna nmenmompoW3BOACTBA B TOCYJIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympaBlieHus1’, yTBepKaeHHbIe npuka3zoM Pocapxusa ot 22.05.2019 N 71 // [DnexTpoHHBIN
pecypc]. - M., 2020. - Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

IIpukaz PocapxuBa ot 20.12.2019 N 236 "O6 ytBepxnaeHuu IlepeuHss THUIOBBIX
VOpPaBIEHYECKNX apPXUBHBIX JOKYMEHTOB, OOpa3yIoIIUXcsi B TMpolecce AeSTeTbHOCTU
rOCYJIapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOT'O CaMOYIPABJICHHUS U OpraHU3alMM, C YKa3aHUEM
CpokOB WX XpaHeHus'"// [DnekTpoHHbIi pecypc]. — M., 2020. — Pexum pgocryna:

http://www.consultant.ru/document/cons doc LAW 345020/

ITpuka3 Munucrepcra KyiabTypbl P® ot 31 mapra 2015 r. Ne 526 “O0 yTBepxaeHUH
IpaBWJI OpPraHU3allMy XpaHEHMs, KOMIUJICKTOBaHMs, y4YeTa W HCIOJIb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii @Penepanii U APYTUX apXUBHBIX JIOKYMEHTOB B OpraHax
rOCYy/IapCTBEHHOW BJIACTH, OpraHaXx MECTHOIO CaMOyIpaBlieHHss u opraHuzauusx” //

[DnexTponHsIii pecype]. — M., 2020. — Pexxum moctyma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. demonmpou3BOACTBO U apXWBHOE neno. Tepmuubl u onpeaenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P CO 15489-1-2019. HaumonansHbli ctannapt Poccuiickoit @eneparun. Cuctema
CTaH/apTOB M0 MHPOpMAIMH, OMOINOTEYHOMY U H3JaTenbckomy aeny. Uudopmanus u
JOKyMEHTalus. YnpasieHue JokymeHTaMu. Yacts 1. [lonsaTus u npuHuuns!”

(yTB. IIpukasom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlurepartypa


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
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OcHoBHast

babunues B.A. pazButie nokymenTooboprta kak ynyru / Unpomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. Texnomorusi ayrcopcuHra B apXxuBHOM jene. lIpoGnembl u pemeHust //

Henonpounspoactso 2016. Nel.

Kotnsipos U.JI. AyTCOpCHHT: ONBIT TeopeTuueckoroonucanus. / Hayunprit skypHan HAY
HUTMO. Cepus «DKOHOMHKA U DKOJIOTHYECKUI MeHemKkMenT, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrixoB A.JlokymMeHTalIMOHHOE obecrieueHue ynpasieHus kak ycayra. Magomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

Ilepeyens pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAMOHHOM ceTH « AHTEepHET»

Kypnan «Jlenonpoussoacrso». URL: https://www.top-personal.ru/
Ecm-Journal. XKypHanm 00 2JIeKTpOHHOM KOHTEHTE, JOKyMeHTaX u OmsHec-mpoueccax UR:

https://ecm-journal.ru/

['mnpaus ynpasistironmx nokymenranueit. Caitr. URL/ https://www.gdm.ru/

Tema 7. (4 4.) AHaJM3 PHIHKA AYTCOPCHUHIOBBIX YCJIYI B YIPABJICHUHN JOKYMEHTAMU
Lens 3anstuss — chopMHpOBaTH y OOYYAIOIIMXCS TPEACTABICHHE O COBPEMEHHOM pPBIHKE
ayTCOPCHHIOBBIX YCIYT B yIIpaBJI€HUH JJOKyMeHTaMu B Poccun..

®dopma npoBeIeHNs — OTBEThI Ha BOMPOCH! U 00CYKIEHUE MPEATI0KEHHBIX TEM.

Bompocs! 11t 06cyxaeHns (KOHTPOJIbHBIE BOIIPOCHI):
1. PBIHOK ayTCOPCHHIOBBIX YCIYT B YIPaBJICHUHU JOKyMEHTaMM U apxuBaMu B Poccun.
2. Beagymue poccuiickue KOMIIAHMH, OKAa3blBAIOUIME ayTCOPCUHIOBBIE YCIYI'M B
YIPaBJIEHUU JOKYMEHTaAMH U apXHUBaAMHU.
3. Conepxanue, CTOMMOCTh U 3(P(EKTUBHOCTh ayTCOPCHHTOBBIX YCIYT B YIPaBICHUU
JOKYMEHTaMu M apxuBamu B Poccum.
3agaHue A1 CaMOCTOSITEIbHON pabOThI:
[TonroroBka K UTOrOBOW KOHTPOJIBHOU paboOTe MO TeMe «AHaJIU3 pbIHKA ayTCOPCUHTOBBIX YCIYT
B YIPABICHUH TIOKyMEHTaAMU».
CnMcoK MCTOYHMKOB M JIUTEPATYPBhI

HNcToYHNKH OCHOBHBIE

. ®enepanpublii 3akoH PO ot 27.07.2006 r. Nel49-03 «O06 undpopmanuu, nHGOPMaLMOHHBIX
TEXHOJIOTHUSX U 0 3aIuTe HHpopmarum» // [ nekTponHslil pecype]. — M., 2019. — Pexxum nocryna:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBuna nmemompoW3BOACTBA B TOCYJNApCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOYTIpaBJIeHUs’, YTBEPKIeHHbBIE puka3oM Pocapxusa ot 22.05.2019 N 71 // [OnexTpoHHBIN

pecypc]. — M., 2020. — Pexxum JOCTYTIA:


https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
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http://www.consultant.ru/document/cons doc LAW 342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

IIpukaz PocapxuBa ot 20.12.2019 N 236 "O0 yrtBepxaeHuu IlepeuHss TUIOBBIX
yOPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, O00pa3ymloIlHUXCcsl B IpoLecce JesTeIbHOCTH
roCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUS M OpraHu3aluii, ¢ yKa3aHHEeM
CpokoB uX xpaHeHus'"// [OnexTpoHHblii pecypc]. — M., 2020. — Pexum nocryma:

http://www.consultant.ru/document/cons doc LAW 345020/

[Ipuka3z MunucrepctBa KyabTypsl PO ot 31 mapra 2015 1. No 526 “O06 yTBepxaeHUn
MpaBUJI OpPraHU3AlMM XPAHEHHUs, KOMIUIEKTOBAaHHUSA, y4eTa M UCIHOJIb30BAaHUSA JIOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu U APYTHX apXHBHBIX JOKYMEHTOB B OpraHax

TOCYJAapCTBEHHOW BIIACTH, OpraHaXx MECTHOTO CaMOyIlpaBlieHHs W opraHuzaimusax” [/

[DnexTponHsii pecype]. — M., 2020. — Pexxum mocrtyma: https://base.garant.ru/71183090/
'OCT P 7.0.8-2013. [enonpou3BoACTBO U apxuBHOEe Aeno. Tepmuubl u onpenenenus. URL:

http://www.consultant.ru/document/cons doc LAW 163800/ .

"TOCT P MCO 15489-1-2019. Hantuonanwusiii crannapt Poccuiickoit @enepanun. Cucrema
CTaHJapTOB M0 UHQOpPMAIHH, OMOTHOTEYHOMY U HU3JaTenbckomy aeny. Mudopmanus u
JOKyMeHTalus. YnpasieHue qokymenraMu. Yacts 1. [lonsaTus u npuHuns"

(ytB. IIpukazom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

babunnes B.A. pazsutue qokymenToobopTa kak ynyru // Uadonokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. TexHomoruss ayrtcopcuHra B apxuBHoOM jene. [IpoGnembl u pemenus //

Henonpounzsoactso 2016. Nel.

Kotnsipo U.JI. AyTcopcuHT: onibIT TeopeTuueckoroonucanus. / Hayunerit skypraan HUAY
HUTMO. Cepus «IKOHOMHKA M dKoioruueckuii MeHemkMenT, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTalMOHHOE obecrieueHue ynpasieHus kak yciyra. Madomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

IIepeyensb pecypcoB HHGPOPMALMOHHO-TEICKOMMYHUKAUMOHHOU ceTH «HTEpHET»

Kypuan «/Ienonpoussoacreoyn. URL: https://www.top-personal.ru/
Ecm-Journal. Kypnan 00 3JIeKTpOHHOM KOHTEHTE, JOKyMeHTax M OusHec-mpoueccax UR:

https://ecm-journal.ru/

unbaus ynpasistomumx qokyMmentanueit. Cait. URL/ https://www.gdm.ru/

Tema 8. (84.) dorosop ayrcopcunra
Lenp 3ansaTuss — copMupoBaTh y OOYYAIOMIMXCS TMPEICTaBICHHE O MPOIEAype

HOPUINYICCKOTO O(I)OpMJ'ICHI/I}I MOJIYUCHHU aYTCOPCUHTOBLIX YCIIYT B YIIPABJICHUN JOKYMCHTAMMU.

(DopMa MMPOBCACHUA — OTBCTHI Ha BOIIPOCHI U O6CY)K,Z[CHI/IG MPEAJIOKCHHBIX TCM.


http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
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Bomnpocsr qy1s1 o0cyxneHusi(KOHTPOIBHBIE BOIPOCHI):

1. Ilpouenypa mosiydeHHs AyTCOPCHUHIOBBIX YCIYyr B YIPaBJICHUU JIOKYMEHTAMH U
apXuBaMH. OCHOBHBIE JTaIlbI.

2. Pucku nipu BeIOOpe mpoBaiiiepa 1 BO3SMOXKHOCTU UX MUHUMHU3HUPOBATb.

3. KOpuanueckoe odopmiieHue ayTCOPCHUHTOBBIX YCIYI B YIPaBICHUU JIOKYMEHTaMHU.
JIoroBop ayTCOPCUHIOBBIX YCIIYT.

[ToaroroBKa K UTOTOBOM KOHTPOJIBHOU padoTe 1o Teme «Opunnaeckoe ohopMiIcHHE
ayTCOPCUHIOBBIX YCIIYT B YIIPABJICHUHU JOKYMEHTAMH U apXUBAMM.
Cnncoxk HCTOYHUKOB M JIUTEPATYPbI

HcTouHuKH OCHOBHEIE

. ®enepanpHbiii 3akoH PO ot 27.07.2006 r. Ne149-®3 «O0 undopmanuu, nHGOPMALMOHHBIX
TEXHOJIOTHSX H O 3a1uTe HHpopMarum» // [ DnekTpornbii pecype]. — M., 2019. — Pexum goctyma:

http://www.consultant.ru/document/cons doc LAW 61798/

[IpaBuna nenonmpous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOyIpaBIIeHUs’, YTBEPKICHHBIC pruka3zoM PocapxmBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypcl]. — M., 2020. — Pexxum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "O6 yrtBepxaeHuu IlepeuHss TUIOBBIX
YOpPaBIE€HYECKUX apXUBHBIX JOKYMEHTOB, O0Opa3ylolluxcsi B Ipolecce AesITeIbHOCTU
rOCy/apCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U OpraHU3alui, C yKa3aHHEM
CpOKOB uX XxpaHeHus'"// [OnekTpoHHbli pecypc]. — M., 2020. — Pexum nocryna:

http://www.consultant.ru/document/cons doc LAW 345020/

[Ipuka3 Munucrepcrsa KyapTypsl PO ot 31 mapra 2015 1. Ne 526 “O0 yTBepKIaeHUH
IIPaBWJI OpPraHU3alMy XpaHEHMs, KOMIUICKTOBaHMs, y4eTa M HCIOJB30BaHUA [JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®enepaunu M APYruxX apXMBHBIX JOKYMEHTOB B OpraHax
TOCYJapCTBEHHOW BIIACTH, OpraHaXx MECTHOTO CaMOyMpaBlieHHs W opraHuzaiusax” //
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9.2 MeTtoauyeckne peKOMeHIalMU MO NMOAr0TOBKe MUCHMEHHBIX PadoT

B npouecce o0yuenus ctyaeHTs! PITY BbINoNHAIOT pa3Hble BUJIbI THCbMEHHBIX Pa0oT.

OCHOBHBIMU LIETSIMH ITUCBMEHHBIX pa0OT B By3€ SIBJISIOTCA:

* 3aKpeIIeHUE MOIYYEHHbBIX 3HAaHUM 10 CTIELNaIbHOCTH, IPUMEHEHUE 3TUX 3HAHUN IIPU
peleHnH IpodecCHOHATIBHBIX 3a/a4;

* Pa3BUTHE HABBIKOB BEICHUSI CAMOCTOSITEIILHON pabOTHI, OBJIAJICHHE METOAUKAMU U
IIPUHLIAIIAMU CaMOCTOSITENILHOM HCCIIE10BATENIBCKON JESTEIbHOCTH;

* (hopMupoBaHKE YMEHUS TPAMOTHO M JIOTHYHO M3J1araTb COOpaHHbIC HAYYHbIEC JTAHHbIC
U MaTepuaibl COOCTBEHHOHN MCCIe10BaTeNbCKON 1€ATEIbHOCTH.

Haubonee npocrasi, HO oueHb BaxHasi popMa MMCbMEHHOM pabOoThI B By3€ — 3TO
KOHTpoJbHas paboTa. OHa sBiIeTCs 00s13aTeIbHBIM 3JIEMEHTOM CAMOCTOSITENIbHONW PabOThI
CTYJ€HTa U, IPEXkKE BCET0, JEMOHCTPUPYET YMEHHE BOCIPUHUMATD U IIepeaBaTh
UH(OPMALIHIO.

OTOT BUJI TUCBMEHHON pabOTHI MPEAYyCMOTPEH YUEOHBIMU TUIaHAMU OJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHMS MTpeyIaraeTcsi B paMKaxX U3ydeHUs OOIIUX KypCoB U
KIIB.

Taxke B mporecce oOyueHHs! CTYAEHTY MpPEICTOUT BBIIOJHEHHE KYpCOBBIX paloT,
KOTOpBIE€ (POPMUPYIOT UCCIIEA0BATEIbCKIE HABBIKHM, PA3BUBAIOT CIOCOOHOCTH CUCTEMAaTU3alluu U
OCMBICJIEHHS YK€ CYIIECTBYIOUIETO 3HAHUS M HAINPaBICHbl Ha CAMOCTOATEIBHOE PEIIECHUE
HEKOTOPBIX TEOPETUUYECKUX WJIM MPpaKTHUYecKuX 3a7a4d. KypcoBas paboTa 1eMOHCTpUPYET YMEHUE
paboTaTh € MCTOYHUKAMH, HCIOJNb30BaTh JOCTH)KEHUS COBPEMEHHON Hayku (Hampumep,
HCIIOJIb30BATh JOCTHUKEHHSI apXUBOBEIEHHUS, @ TAaK)K€ CMEXKHBIX HAyK M HAYYHBIX IHUCLUUIUIMH),
YCIIEIIHO pelIaTh MOCTaBICHHbIE 3ahayH, oOpabareiBaTh U 0000maTh Marepuan. Hamucanue
KOHTPOJIbHOM paOoThl, MOATOTOBKA M 3allUTa KYypCOBOM HMEET psAJ OpPraHU3alMOHHBIX U
METOANYECKHX 0coOeHHOCTeH. O3HaKOMIIEHHE C JAHHBIMH METOJMUYECKUMH PEKOMEHIAlUIMHU
MIOMOXET CTYyJEHTaM MPaBUIbHO OPTaHHW30BaTh CBOIO YYEOHYIO0 M HAy4YHO-UCCIIEIOBATEIbCKYIO
paborty.

OO0uue TpedOBaHUs K CTPYKTYPE U COAEP/KAHUI0O MUCbMEHHBIX PadoT

BaxHoit ¢opmoii caMoCTOATENbHONW pabOThI CTyIEHTa ABISETCS KOHTPOJIbHAs padoTa.
Ona npengycMoTpeHa ajisi OOJBIIMHCTBA AUCHMILIMH Y4eOHOTO IIaHa, YUTAEMbIX Ha Kadenpe
apxuBoBezieHus. Ee HanucaHue npecieayer 1eib yriayOoneHHoW NpopabOTKU TUCIUIIIMHEIL.
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KonTtponbHasi paboTa BBINOJMHSETCS CTYyJA€HTaMH B COOTBETCTBUU C TEMaTHKOIA,
eXKeromHo yTBepxkmaemon  kadempoi. KoHTponmpHasi pabora  SBISETCS  DJIEMEHTOM
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB, IOATOMY BBIOOP TEMBI IPEOCTABISAETCS CTYACHTY.

Jlo HamucaHWsi KOHTPOJBHOW pPAaOOTHI CTYACHT JODKEH B IIEJIOM O3HAKOMHTHCS C
paszzenamMmu Kypca, IpeyCMOTPEHHBIMH Y4eOHOM TPOorpaMMoii.

Pabora o HanMcaHuio KOHTPOJIBLHOW HAYMHACTCS C BBISBICHUS U H3yUCHUS] HCTOYHUKOB
U IuTepatypsl 1o teMe. [lo okoHyaHuu coopa U U3y4eHus JIUTEPaTypbl U UCTOYHUKOB CIIEAyeT
MPOJIyMaTh IJIaH KOHTPOJIbHOM paboThl. COCTaBIICHHE TUIaHA — Ba)KHAs YaCTh PaOOTHI HAJ TEMO.
[Tnan mpexacraBnsieT coOOi MepeueHb BOMPOCOB, OTPAKAIOIIUX COJEpKaHue uccieaoBanusa. OT
TOTO, HACKOJIBKO YE€TKO OH MPOJyMaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kau€CTBO KOHTPOJIbHOM
paboTsl. B muian 1enecoo0pa3Ho BKIIOUUTH HauOoJee BaKHbIE TEOPETUUECKUE U MPAKTHUECKUE
BOIIPOCHI T€MbI, KOTOPBIE TIPH HEOOXOJAMMOCTH MOTYT OBITh JeTanu3upoBaHbl. Kak mpaBuio,
pabouunii BapuaHT IJ1aHa TOJKEH ObITh pa3BepHYTHIM, YTO 00Jeryaet paboTy HaJl TEMOM.

B oxoHuaTeNbHOM BapuaHTEe IUIAH MOXET OBITh JaH B COKPAIICHHOM BHJIE, HO
00s3aTeNbHBIM YCJIOBHEM IIPU 3TOM SIBIISIETCS OTpaX€HHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMBbIX B KOHTPOJIBHON pa 0oTe. COCTaBJICHHBIN IUIaH JAOKEH HAHUTH OTpakeHUE B
OTJIaBJICHUU K KOHTPOJbHOU paboTe. Pabota momkHa BKIIOYATH TUTYJBHBIN JIHCT, OTJIABIICHHE,
BBEJICHUE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIBKUX pa3JIeloB WU aparpados, 3aKII0UEHNE,
CIIUCOK MCTOYHUKOB U JUTEpaTypbl. Bo BBeleHUU HEOOXOIMMO KPaTKO PACKPBHITh 3HAYEHHE U
aKTyaJbHOCTh HM3y4aeMoro Bompoca (TeMmbl), Ha3BaTh OCHOBHBIC 3aJayd palbOThl, €€
XPOHOJIOTUYECKUE paMKHU, OOOCHOBAaTh CTPYKTYpy, HaThb KpaTKHii 0030p HCTOYHHMKOB U
auTepaTtypsl 1o TeMe. O030p HCTOYHUKOB U JIMTEPATYPHI HE JODKEH CBOJUTHCS K TIEPEUUCIICHUTO
MCIIOJIb30BAaHHOTO aBTOPOM HOPMATHBHOTO MaTepuaia M OMyOJIMKOBaHHBIX cTaTeil. B Hem
ClIeyeT JaTh aHAM3 WCTOYHHKOB WM JIUTEpaTyphl. B 3aBUCHMOCTH OT O00bEMa M IIEJICBOTO
Ha3Ha4YeHHs paboThl, 0030p MCTOYHUKOB U JHUTEPATYPhl MOXKET OBITh MPEACTABICH OTACIbHBIM
naparpadoM wim pa3aeiioM B OCHOBHOM 9acTH paboTHI.

OcHoBHast 4acThb KOHTPOJBHOW PaOOTHI JOJDKHA OBITh H3JI0)KEHAa B COOTBETCTBUU C
IUIAHOM, OCBEIIATh COCTOSIHUE U COJIEP)KaTh aHaUM3 PacCMaTpPUBAEMbIX BOIPOCOB C YYETOM
COBPEMEHHOTO YPOBHS PAa3BUTHS TEOPETHUECKUX 3HAHUW W OMbITA MPAKTHUUYECKOH pPabOThI
ApPXUBHBIX YUPEXKJACHHUM B 2TON 00J1aCTH.

[Ipu packpbITUU TOH UM UHOM TEMBI CTYACHT JODKEH CTPEMUTHCS TIOJPOOHO U MIyOOKO
W3JI0KUTh KPYT BOMPOCOB, BXonamux B Hee. [lo Mepe paccmoTpeHusi maTepuaia OTACIIbHbBIC
MOJIOKEHUSI KOHTPOJIBHOM paboThI CleyeT WILTIOCTPUPOBATh MPUMEPAMHU U3 JUTEPATyphl U, IO
BO3MOKHOCTH, M3 TPAKTHKH PaOOTHI KOHKPETHBIX ApPXHMBOB C OO0SA3aTEIHHBIMH CCBHUIKAMH Ha
JUTEepaTypy U UCTOYHUKHU. B 3aKiIFOU€HUN KOHTPOIBHOU paboThl HEOOXOJUMO MOABECTH UTOTHU
TEOPETHUECKOM U MPAKTHYECKOW pa3paboTkKu BOIMpPocoB. CIMHMCOK MCTOYHHKOB U JIUTEPATYPHI
Mpe/CTaBIsieT coO0i MepeyeHb HMCMOJIb30BAaHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(dbaMUITMK U MHUITHAJIBI aBTOPa (aBTOPOB), Ha3BaHUE PabOThI, MECTO, BpeMsI €€ OIyOJIMKOBaHUS U
CTPaHUIBI.
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Ipuioxenue 1

Annomayus oucyuniunvl (Mooy.ns)

JucuumnuHa (MOIyNb) «AYTCOPCHUHT B YIOPaBIECHUU JOKYMEHTAMHU OpraHU3alui»
peaym3yercs  Ha  (dakyJIbTeTe  apXWBOBEICHUS W  JOKYMEHTOBEIeHUs  Kadempoi
JIOKYMEHTOBEICHUS, Ay TMOBU3YAIbHBIX M HAYYHO-TEXHUUYECKUX apXHUBOB.

[{enb MUCHUIUIMHBI — 03HAKOMUTH 00YYaIOIIErocsi ¢ ayTCOPCUHIOM B YIIPABJICHUU JOKYMEHTaMU
OpraHu3anui..
3amauu JUCIUTUIMHBI
3amaun AUCIUTUIMHBI
- chopMHpoBaTh y 00yUaIOIIErocs MPECTABICHUS O MOHATHU Ay TCOPCUHTA;
- 03HAKOMHUTH OOYYAIOIIErOCs C HWCTOPHEW Pa3BUTHS ayTCOPCHUHTOBBIX YCIYT B 00JIACTH
yhopaBlieHus JokymeHTamu B Poccuu;
- cdopMHupoBaTh y O0OydYaromerocs NpPEACTaBICHU 00 OCOOCHHOCTAX ayTCOPCHHTA
YOpaBIeHUU TOKYMEHTAMH HErOCyIapCTBEHHBIX OPraHU3alIni;
- cdopmupoBaTh y OOYyYaromerocsi MpencTaBICHUS 00 OCOOCHHOCTSAX ayTCOPCHHTA B
yIOpaBIeHUH IOKYMEHTaMU OPTaHOB I'OCYIapCTBEHHOW BJIACTU U MECTHOT'O CAMOLITPABIICHUS;
- cdopmupoBarh y O0O0ydYaromerocsi 3HAHUS OCHOBHBIX JTaloB MPEIOCTaBICHUS
ayTCOPCUHTOBBIX YCIIYT B YIPABIECHUU TOKyMEHTaMU OpraHU3aIui;
- copMHUPOBATH Yy OOYYAIOIIETOCs YMEHUS aHATU3UPOBATh PHIHOK ayTCOPCHUHTOBBIX YCIIYT B
YOpaBIEeHUU TOKYMEHTAMH.
Hucnurnnuna (MoyJib) HarpaBiieHa Ha (POPMHUPOBAHKE CIETYIONTNX KOMIIETSHITHI:

[TK-2 CniocoOeH opraHn3oBaTh U OCYIIECTBIAThH JOKYMEHTAIMOHHOE O0ECIIeueHUE YIIPaBICHUS B
OpraHu3alUsaX pa3jMyHbIX OPraHU3alMOHHO-TIPAaBOBBIX (GopM U (opM COOCTBEHHOCTH,
rOCYJTapCTBEHHBIX OpraHaxX W OpraHax MECTHOTO CaMOYTIPaBJICHUS

[TIK-7 CnocoOeH oCyIIecTBIATh JTOKYMEHTAlMOHHOE O0ecledeHrne AesTeIbHOCTH Mo moadopy,

OLICHKE, Pa3BUTHIO U OpraHM3aIlH TpyJia IepcoHana

B pesynbrare ocBOCHUS AUCITUTUTHHBI (MOIYIIs1) O0YUYarOIIUIACS TOKEH:

3HaTh:

TEOPETHYECKNE OCHOBHI JOKYMEHTAITMOHHOTO 00CCTICUECHHSI YIIPABICHUS

OCOOCHHOCTH TOCTaHOBKH JIOKYMEHTAIIMOHHOTO OOECHEeYeHUs YMpPaBICHUS B OPraHU3alUiX

pa3IMYHbIX OPraHU3allMOHHO-TIPAaBOBBIX (GopM U (opM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax ¥ OpraHax MECTHOT'O CaMOYTPaBIICHUS

cocTaB (PyHKUUH CITy>KO JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIIpaBIeHUs

OPUMEHATh TEOPETHYECKUE 3HAHUS NpPU OpPraHU3alud JOKYMEHTAIMOHHOIO obOecredeHus

YHOpaBJICHUA OPraHu30BaATb JOKYMCHTAIIMOHHOC oOecrieueHue B opraHusanuiax pasIMYHbIX
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OpraHU3aIMOHHO-TIPABOBBIX (HOPM U GOpPM COOCTBEHHOCTH, FTOCYAAPCTBEHHBIX OPraHax U OpraHax
MECTHOTO CaMOYIPABIIEHUs YIPaBICHHUS OCYHIECTBISATH pPAa0OTy MO JIOKYMEHTAIIHOHHOMY
00€eCTeueHHUI0 YIIPaBIEHYECKUX TPOLIECCOB
Bnaners:
METOJI0JIOTHEN JOKYMEHTAIIHOHHOTO 00eCTIeueHUs YIIPaBIeHUS
HABBIKAMU COBEPIIICHCTBOBAHUS CHCTEMBI JIOKYMEHTAIIMOHHOTO 00ECIICUCHISI YIIPABICHUS
HABBIKAMHU JOKYMEHTHUPOBAHHUS YIIPABICHYECKUX TMPOIECCOB M PabOTHI C JAOKYMEHTAIueH B
OpraHM3alUsaX pPAa3IMYHBIX OpPraHU3alMOHHO-TIPABOBbIX ¢GopM © (HOpM COOCTBEHHOCTH,
rOCy/apCTBEHHBIX OpraHax U opraHax MECTHOT'O CaMOYIIPaBIICHUS.
[To mucrumvHe (MOAYIIO) IPEIyCMOTPEHA IPOMEXKYTOUHAS aTTecTalus B popme 3aueTa.
OOmast TPyIOEMKOCTb OCBOCHHSI JUCHUMIUIMHBI (MOAYJIsl) COCTaBisA€T 3 3aueTHbIC

€IUHUIIBL.



