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I[TPOTPAMMA BCTVYTIUTEJIBHOI'O UCIIBITAHWA
[10 HATTPABJIEHUIO 46.04.02 TIOKYMEHTOBEJJEHUE U APXVBOBEJIEHUE

MarucTepckas nporpamMmma «JJoxymeHTauHoHHOE oOecneueHue yrpasieHu s 2JIEKTPOHHOTO
NpaBUTENLCTBAY
cTenenb (KBasupuKaLus) - MarucTp

I. IlosicHUTeAbLHAY 3aMUCKA

[IporpamMma BCTYNMUTENBHOTO UCMBITAHUS B MarucTparypy 10 HarpaBJIEHUIO
46.04.02 [1okymeHTOBeJeHME M apxXuUBOBeAeHMEe Marucrepckas nporpamma
«JlokyMeHTalMoHHOe obecrieueHHe YMpaBieHUs DJJIEKTPOHHOIO I[PaBUTEILCTBA»
COCTaBJ€Ha B COOTBETCTBMH C TpeOoBaHMSIMH DelepaibHOTO TOCYJapCTBEHHOTO
00pa30BaTebHOTO CTaHAapTa BBICIIEr0 OOpa30BaHMs IO HAIPABJIEHHIO IMOATOTOBKH
46.04.02 JlokyMeHTOBeINeHME M  apXUBOBEJEHME, YTBEPKIECHHOIO  IPUKA30M
MunncTtepcTBa 06paszoBanus u Hayku Poccuiickoit @eaepauuu ot 30.04.2015 r. Ne 375
JlanHas ~MarucTepckas TmporpamMma oOecrneyuBaeT TMOJy4eHHE TIIIyOOKHX
TEOPETHYECKUX 3HaHUI B 00JacTH [OOKYMEHTOBEIEHHS U apXHUBOBEICHHS.
JlokyMeHTOBeleHHe M apXWBOBEJEHHUE - 00JACTH HAyKH M Mpo(ecCHOHATbHOH
NesTeJbHOCTH,  HaNpaBJieHHble  Ha  INPOEKTUPOBAHME U OpraHU3aLHUIo
HH(GOPMAIIMOHHO-I0KYMEHTAIIHOHHOTO obecrnieyeHus JOeSATEIbHOCTH
rocy1apCTBeHHBIX, OOILIECTBEHHBIX, KOOMEPATHUBHBIX M YaCTHBIX Y4YpEeKJIECHUH, B

TOM YHCJ/Ie, OCHAIEeHHBIX M0 CTaH/ apTaM 3JeKTPOHHOTO oduca.
CTyI{eHT MarmcTpaTtypbl JOJKEH OBITE MMoAroTOBIEH K TAKHM BHIaM l]pOd)CCCHOHBﬂbI-!Oﬁ

ACSATENILHOCTH, Kak HAyYHO-UCCJIEA0BaTeNbCKas; TEXHOJIOTMYECKas; OpraHHW3allMOHHO-
yrpaBJieH4ecKas; IPOeKTHasl; KOHCY/IbTallHOHHAS; Nelarornyeckas.

B npouecce ocBoeHMs TNpPOrpaMMBl MAarucTpaTypbl CTYIAEHT [IOJDKEH
oBnafgeTh (QyHIaMEHTalbHBIMH 3HaHHSIMH B 00JlacTH HJOKYMEHTOBELEHHS H
apXMBOBENIEHUs, 4 TaKXKEe CMEXHBIX C HHMH HayK, HaBBIKAMH Hay4YHO-
MCCJIEI0BATE/IbCKOW U HAYYHO-TIeJarorn4eckoi padboTel, METOL0JIOTHENH HAYYHOT O
TBOPYECTBA, UHPOPMALHMOHHBIMU TEXHOJIOTUSAMH.

[Tporpamma obecneunBaer yriayOnéHHOe H3ydyeHUE TEOPUM U MPAKTHUKH
CO3NaHUS M BEJEHUS CUCTEMBl YNpaBlIeHUS MJOKYMEHTaMH U WX apXHBHOTO
XpaHeHHs B opraHusauuu Ha Oaze HoBeHmUX HHPOPMALMOHHBIX TEXHOJOTHH,
na€T CTyAeHTaM IIpeAcTaBlieHue 00 3JIEKTPOHHOM MNpaBUTENbLCTBE, Kak HOBOH
dbopMe oOpraHM3alUM  OEATENBHOCTHM OPraHOB TOCYJAapCTBEHHOH  BIIACTH,
ofecneunBaromeil 3a cueT IHUPOKOTO TpPHUMEHeHUS  UHPOPMALHOHHO-
KOMMYHHUKALHOHHBIX TEXHOJOTUH Ka4eCTBEHHO HOBBIH YPOBEHB ONEPAaTHBHOCTH U
yno0CTBa MOJIydyeHHs OpraHu3alusMH U TpakIaHaMH roCyapCTBEHHBIX YCIyT U
uHQopMaLMu O pe3ybTaTax AesITeTbHOCTH FOCYAapCTBEHHBIX OPraHOB

BecTtynuTenbHple  MCHbITaHUST — NpoBOAsATCS B (GopMe  SK3ameHa.
DK3aMeHaUHOHHBIH OuIeT COCTOMT M3 JABYX BOMpocoB. OT MOCTyNarINEro B
Marucrpatypy  TpeOyeTcs  TNOHMMaHHWE  OCHOBHBIX  BONPOCOB  TEOPHUHU
JIOKYMEHTOBEAEHHUS U apXUBOBEJECHUS.

TpeboBanus K YPOBHIO NOATOTOBKH, He0OX0AUMO# 1/ist 0OCBOEHHUS
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nporpaMmbl crielHaJIM3HPOBAHHOMN NMOArOTOBKH MarucTpa u ycjaoBus
KOHKYpCHOro oréopa

JInua, *Kenarolde OCBOMTH MPOrpaMMy CHelHaJIM3UpPOBAHHON IMOATOTOBKH
MarucTpa, JOJKHBI HMMeTh  BbiCllee TpodeccHOHanpHOEe  o0Opa3oBaHue
onpeaeNeHHONH CTYNeHW, TOATBEPKACHHOE [IOKYMEHTOM TOCyAapCTBEHHOTrO
o6pasia. 3aucieHre HAa MAarkCTEPCKYK MOATOTOBKY TMPOXOAUT Ha KOHKYPCHOH
OCHOBE. VYCIIOBHS KOHKYPCHOTO oOTOOpa OIpeNeNsioTcs BY30M Ha OCHOBE
rocyJapCTBEHHOTO 00pa30BaTeNbHOrO0 CTaHAapTa BBHICIIErO MPOhECCHOHATBHOTO
obpasosanus OakanaBpa 10 HampaBieHuo 46.03.02 JlokymeHTOBeAeHUE H
apxuBOBeJeHHe npoduab NOKyMeHTaunoHHoe obecneyenne ynpasienus (HOVY).
Hacrtosimas mnporpaMMa BCTYNMHUTEJNBHBIX HCIBITAHUW BKJIOYaeT TEpPEeYeHb
BOMPOCOB AMCUMIUIMH TMPOQUIBHON MOATOTOBKM OakanaBpa COOTBETCTBYIOUIETO
HarnpasJaeHUus 1 mpoQuIs.

[leab BCTYNHTENBHOTO MCTIBITAHUS (9K3aMe€Ha). MPOBEPUTH TEOPETHHYECKHE
3uaaus no JIOY © omnpenenuTh TOTOBHOCTh aOWTypHeHTa K OCBOEHHIO
MarucTepcKkoii mporpaMmbl «JJOKyMEHTOBE/IEHHE U aPXUBOBEICHHEY).

[TocTynawmui B MarucTparypy A0KeH:

3HATH:

- OCHOBHBIE HANpPaBIEHHUs FOCYIAapPCTBEHHOMN perjaMeHTaunu padoTsl ¢
noxkymenTtamu B Poccuiickoii @enepanun;

- METOABl ¥ TEXHOJOTMH 00paboTKH JOKYMEHTOB Ha OCHOBE
UCTIONB30BAHMSA CPEICTB OPTaHM3ALUOHHON U BEIYMCINTEIBHON TEXHUKH

- OCHOBHBIE TPUHIMMB ¥ 3aJadd OPTaHM3aLMU CIIyKO HOY u
apXUBHOIO XpaHEHUs JOKYMEHTOB;

yMeTh:

- aHaJIM3MPOBATh HOPMATHBHBIE aKThl C MO3HULIUI JOKYMEHTOBEACHHA

- BBITIOTHATH BCE TEXHOJOTHUYECKME OTEpalyn B rpouecce paboTsl ¢
NOKYMEHTAMH B YCJIOBHSX NMPHMEHEHMs TPAIHLHMOHHBIX W ABTOMATH3NPOBAHHAIX
TEeXHOJIOTHI UX 00pabOTKH;

- opranusoBare paborty cnyx06el JIOY u apXWBHOTO XpaHCHHMA
JOKYMEHTOB B KOHKPETHOM YUYPEKICHUH;

BJiaJeTh:

- TepMHHOJOTHUECKUM anmapaTtom chepsl JIOY n apXuBHOTO Aea;

- MeTojojoruel pa3paboTKM HOPMATHBHBIX W METOJAMYECKHX aKTOB TI0
A0V,

- HaBBIKaMH paboTBl ¢ DJJEKTPOHHBIMH  CJIOBApAMH M JpPYTHMH
3J1eKTPOHHBIMU PecypcaMH [l pellleHns] Hay4uHO- HCCIIEN0BATETbCKHUX 3a/1ad.

- MeTonosormeii amanuza W npoektupoBaHus cuctem JOV B
OpraHM3alUgaX pasIMYHbIX THIIOB.



I1. Conepixanue BCTYNUTEIbHOTO HCITLITAHUS

e Ionpou3BOACTBO

Ponb [OKYMEHTOB B [JESTENIbHOCTH JIIOJAEH, YINpPaBJIIEHYECKUX CTPYKTYP,
rocynapctsa. CBoicTBa IOKYMEHTA: ayTEHTHYHOCTH, MOCTOBEPHOCTH, LEJIOCTHOCTD,
MPUTOJHOCTE JUISt UCMONB30BaHUsA. DYHKUMM [J0KyMeHTOB. OCHOBHBIC TEPMHUHE,
CBA3aHHBIE C JOKYMEHTHpOBaHWeM HWH(OpMALMK: [IOKYMEHT, OJNaHK [JOKYMEHTa,
Gopmynsp DOKyMeHTa, SNEeKTPOHHBIH JOKYMEHT, MeTalaHHble, AOKYMEHTHPOBAHHME,
JOKYMEHTOOB0POT, OMEepaTMBHOE XpaHEHHWE JOKYMEHTa, [e/0, HOMEHKIaTypa el
KpaTkas XapakTepucTHKa HAalpaBieHUH OeATEBHOCTH MO JAOKYMEHTALHOHHOMY
obecrieueHuio  ynpapjenus opranusauud. CooTHomeHue cdep  ynpaBieHHA
JOKyMEHTAMH, JOKYMEHTAIHOHHOTO OOeCrieYeHusi yNpaBleHUst U [JEJ0NPOU3BOICTBA.
XapakTepHble OCOGEHHOCTH COBPEMEHHOTO Jenonpou3soacTea. OcHOBOMOJAralue
HOPMATHBHO-METOMYECKHe JOKYMEHThl - 0aza OpraHusallM COBPEMEHHOIO
JIeJIOTIPOM3BO/ICTRA. JIeHcTBYIONINE HOPMATHBHBIE aKThI, OTpeeNsiolne TpedoBaHus K
oopmieHmI0 foKyMenToB. O61acTh UX TpUMeHeHHs. Buasl OJaHKOB TOKYyMEHTOB
TpeGoBaHusl K WX KOHCTpyHpoBaHuio. IloHATHE «YHH(QHIMPOBAHHBIE CHCTEMBI
NOKYMEHTALUN». YCOP/I. Yuuduxauus TeKcTa  Kak CpeICTBO ero
COBEpIIEHCTBOBAHMS. TWIIBl YHH(QUIMPOBAHHBIX TekCTOB. Ilonoenue o ciyxbe
NeNonpou3BoACTBa.  MHCTpyKIMs 1O  OENOMPOM3BO/ICTBY. Ansbom u Tabens
yHUQUIMPOBAHHEIX GopM JIoKyMeHTOB. HoMeHKIaTypa aell.

TeXHONOrHYecKas cxeMa [POX0KIEHHs JOKYMEHTOB OT TOJlydeHHs (COo3NaHus)
1o xpanenus. OCOGEHHOCTH OpPraHW3aluK XpaHEeHUs JOKYMEHTOB Ha pasHbIX STafax
KU3HM JOKyMeHTa. Posib periucTpauvy B JKU3HEHHOM LIMKIE NOKYMEHTA. Cuctemsl
perucTpalyy JI0KYMEHTOB Ha NpeanpusTHd. OCHOBHBIE PEruCTpaliOHHbBIE (hOpMBEI.
OcoGeHHOCTH PericTpalyy pasHbIX MOTOKOB NOKyMeHTOB. KoHTposb — BaJKHEHIIas
dyHKuus yrpasneHus. Buasl u GopMbl KOHTPOJIS.

ApxuBOBeeHHE

ApxuBoBejieHue - Hayka o0 apxusax. Pons Kanayesa H.B. u CamoxBacosa JI.51.
B CTAHOBJIEHUN HaykH 06 apxupax. HanpasieHus 3HaHuil B cocTaBe Hayku. MIX KpaTkas
xapakTepucthka. ApxwB. ['OCyHapCTBEHHBI apXHWB. MyHULMNAIBHBIA  apXHB.
ApxusHsiit pora P@. Knaccudukauus J0KyMEHTOB, MOJIEKAIIHNE TOCTOAHHOMY CPOKY
XpaHeHus. Buapl, MpUHUMIEBL, NpusHakd. COCTaB Hay4yHO-CIPaBOYHOIO arnmapara K
nokymentam @egaepanbHoro apxusHoro Qonma P®. OcHOBHBIE HarpaBJICHUA
nesitenbHOCTH apXuBoB. HopmaTnBHas 3aKkoHO/IaTeIbHas 0a3a apXMBHOTO Jera.

Kaaposoe 1e/101pon3BOACTBO

Poib KkampoBoil ciyxkOel B [esATENbHOCTH opranusauuu. HopmarnBHasd
3aKOHOJATeNbHAs 06asa Ka[poBOrO JeNonpon3BoicTBa B Poccmiickol ®Denepauuy.
3aKOHOJATENBCTBO 00 BJIEKTPOHHOM KaIpOBOM IOKyMeHTooOopote. MHCTpYKIHS TIO
Ka[pOBOMY JIeJONMpon3BoAcTBy. [lopsAnok ogopmieHHs NOKyMEHTOB MNPU [PUEME,
[epeBosie ¥ yBOJNbHEHN! COTpyAHHKOB. HeoGxoaumble NOKyMEHTBI MPH oopMiieHIH
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KOMaHaupoBoK. Ilopsgok cocTaBieHuss M OQOPMIEHMS TPYAOBOro AOTOBOpA
(cyxeGHOro KoHTpakTa). IlpaBusia oGOpMIICHUS TPYJAOBBIX KHHMIKEK. DJIEKTPOHHbIE
TpyaoBble KHWKKH. COOCTBEHHHUK, MOJB30BATEb U AepKaTeNb IEPCOHAIbHBIX TaHHBIX.
[Topsimok paboThI ¢ MEPCOHATBHBIMUA JaHHBIMH.

Pycckmii i3bIK M KyJbTYpa pequ

Pycckuii s3blKk — rocygapcTBeHHbIM si3bik Poccuiickoit ®enepaumu. Hopmel
IpaBoIMCaHKsl B JeJIoBOM cTwiie. TpeOoBaHUSA K TEKCTaM CIIyKeOHBIX JOKYMEHTOB.
[IpaBuna BeleHHs [eJOBOM mepenucku. Vcrmose3oBaHue oOpallleHWit B ITHCBEME,
0COOEHHOCTH NyHKTyaluu. I[IpaBuia BeOeHHs [eJOBBIX meperoBopos. IIpnemsl
HelTpanu3auuu 3amedanuil naptaepa. [IpaBuna apryMeHTaluu.

UndopmaumnoHHbie TEXHOJIOTMH B JOKYMEHTAUHOHHOM olecrniedeHUH ynpaB/ieHUs
¥ APXMBHOM jeJie

[TousiTne uH(GOpMauyy W WHGOOPMALMOHHBIX TexHosnorui. MHpopMauroHHbIE
TeXHOMOTMH B  JOKYMEHTalmHoHHOM  obecneuenun  ynpasnenus  (J1OV).
Undopmanronnsle TexHojorun B apxusHoMm gene (AJl). HopmatuBHO-mpaBoBas H
HOpMaTHBHO-MeTOAMYeCKas 0a3a, perjaMeHTHpyromas MpoOieMbl W HCHOJb30BAHUS
unopmaimonnsix Texuosoruiit B JIOY u AJl. Iludposas tpanchopmarims cepsl
J1I0V.

TocynapcrBeHHbie HHGOPMALIHOHHBIE PeCyPChI

INopsijiok mpemocTaBieHnss WHGOPMALUM O [ESTeJIBHOCTH OPraHOB BJIACTH.
[Monste  «DNEKTPOHHOE  TpaBMTENBCTBOY».  ['ocynapcTBeHHas rporpamma
«MudopmarponHoe  obwectso».  IlpaBuia  okasaHMs  rOCyIapCTBEHHBIX — H
MYHHIMNAAbHBIX yeayr. OCHOBHbIE TpaBuia paboTbl ¢ OOpalleHuAMH paKAaH.
JneKTpoHHEle oOpamenus. HopmaTiBHas 3akoHozaTenbHas 0asa 37EKTPOHHOIO
NOKYMEHTO00O0pOTA.

NCTOYHHUKH

1. Tpynosoii kogeke P® ot 30.12.2001 Ne 197-®3 (c moc1. U3M.).

2. @enepankHbIii 3akoH oT 27.07.2006 Ne 149-®3 «O6 wuHopMaLuH,
MH(OPMAIMOHHBIX TEXHOJIOTUSIX | O 3aliiTe HHPopMauuu» (¢ Moci. U3M.).

3. ®enepasnbHbiil 3akoH 0T 27.07.2006 Ne 152-@3 «O mepcoHaNbHBIX JaHHBIX) (c
MocJl. U3M.).

4. ®epepanshblii 3akoH or 02.05.2006 Ne 59-@3 «O mopsiike pacCMOTPCHHUS
obpammeHuit rpaxaan POy (¢ moci. u3m.).

5. @enepanbHblit 3ak0H 0T 06.04.2011 Ne 63-®3 «OO >/1eKTPOHHOM MOAMHCH (C
MOCJI. U3M.).

6. enepanbHblii 3akoH orT 27.12.2002 Ne 184-®3 «O  TeXHMYECKOM
peryJupoBaHUM» (C MOCII. U3M.).
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7. denepanbHblit 3akoH «O6 apxuBHOM fene B PO» ot 22.10.2004 Ne 125-@3 (c
MOCJI. U3M.).

8. Vka3 Ilpesumenta P® or 07.05.2018 Ne 204 «O HaumoHAaNBHBIX NESIX H
cTpaTernueckux 3amadax passutus PO na mepuon go 2024 rogay.

9. TocynapctseHHas nporpamma P® "MndpopmainoHHoe 0011ecTBOY.

10. Pacriopsikernue Ilpasutenscta P® ot 28.07.2017 Ne 1632-p «O0 yTBepiKACHUN
nporpammsl "L{udposas 3xoHOMHUKa PD"».

11. Tlpuka3s Pocapxusa ot 22.05.2019 Ne 71 «O6 yTBepIeHUH TPABHI ACJIOMPOU3BOACTBA
B roCyJapCTBEHHBIX OpraHax, opraHax MeCTHOIO caMoyInpaBJIeHHA».

12. TIlpuka3 MunTpyna u couzamutsl P® ot 19.05.2021 Ne 3201 «O06 yTBepKaAeHUH
dopMBIL, TTOpAZIKA BEIEHUST U XPAHEHUS TPYAOBBIX KHHIKEKY.

13. TIlpukaz Munkynstypsl P® ot 31.03.2015 Ne 526 «OO6 yTBepiIAeHHM TpPaBUI

OpraHM3aluyl XPaHEeHHH, KOMIUIEKTOBAHHMS, ydyeTa M HCIONIB30BaHUS [OKYMEHTOB

Apxusnoro ¢ounga P® u apyrux apXuBHbIX JOKYMEHTOB B OpraHax rocyaapCTBEHHOM

BJIACTH, OPraHax MECTHOTO CaMOYIPABJICHNS U OPraHu3aLusxo).

14. OcHOBHBIE TpaBWia pabOThl apXMBOB OpraHM3aLlMil, OJOOPEHBI pEeHHEM

Konnerun Pocapxusa ot 06.02.2002.

15. TlpumepHass MHCTPYKUMS MO  JIEJONMPOM3BOACTBY B  TOCYIapCTBEHHBIX
OpraHm3alusX, yTBepkieHa npukasoM (elepanbHOro apXWBHOro areHTCTBa OT
11.04.2018 N 44.

16. TOCT P 7.0.8-2013 «CucteMa CTaHIApTOB M0 WH(OpPMALKMK, OHOTHOTEIHOMY H
u3gaTenbckoMy  aedy. Jlenompow3BOACTBO M apXuBHOE  [EJIO. TepMuHBI H
OTPeCIIEHUD.

7. TOCT P 7.0.97-2016 «Cucrema craHoapToB M0 HHGOOPMATH3ALNH,
6GUOIMOTEYHOMY M M3JartelibckoMmy jeiy. OpraHu3alMOHHO-pacropsAIuTeEIbHAS
nokyMeHTauus. TpeboBanus K O(QOPMICHHIO JOKYMEHTOBY. YTB. [Tpukazom
Poccranaapra ot 08.12.2016 N 2004-cT.

18. Tlpodeccuonanbuplii crangapt "CrenqupamuctT M0  OpraHM3allMOHHOMY M
JIOKyMEHTAIIMOHHOMY OO€CTeYeHNI0  YIPaBJICHNUs opranusaiueii”, yrB. Ilpnkasom
MHHHCTEPCTBO TPyLa 1 coLmanbHol 3amutel PO o1 15.06.2020 N 333H.

19. Tlpuka3 MuHKHCTEpCTBA TPYAA ¥ COLMATBHOH 3aIUThI P® ot 10 mas 2017 r. N
4161 "O6 yTBep)KIEHHHN MPOYECCHOHATBHOIO CTaHaapTa "CrieliHaJIMCT 110 YIIPaBIIEHHUIO
NIOKyMeHTaluei opranusaunn”

JINTEPATYPA

|. uonosa JLP. Ocsoenme npoeccHOHANbLHEIX KOMIETeHUUH B ctepe
JOKYMEHTALHOHHOTO 06ecieyeH st yrpasJieHust : yueo. / JL.P. ®uonosa. — Ilen3sa : U3a-
o IIT'Y, 2016. — 200 c. http://elibrary.ru/download/elibrary_ 26492419_85136544.pdf

2. ®uoHOBAa, JL P. JlokyMeHTaLMOHHOE obecneueHue yTIpaBlieHus
rocyapcTBeHHo ciyx6oit : yuel. / JI. P. @roHosa. — 2-e u3g., ucnp. — [ensa : U3a-Bo
[ITY, 2016. — 134 c. http:/elibrary.ru/item.asp?id=28850582
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3. Beikosa T.A., Banosa JL.M., Cankuna JI.B. Jlenonpou3BoacTBO: YUeOHUK. — 3-¢€
u3n. Tlepepab. u por. / Tox o6m.pen.npod. T.B. Kysuenosoit. — M.: MFHOPA M, 2012.
—364 c.

4. Kysuenos C.JI. Cospemennbie Texuonoruu JOY : yueOHUK 111 BY30B / 101
pen. pod. T.B.Ky3neuosoii. — M.: U3natensckuii nom M3OH, 2010.

5. Kysneuosa T.B. Kazgpooe  [eonpousBoACTBO  (TPaaHIMOHHBIE  H
aBTOMaTU3MpOBaHHbIe TexHosorkH) : yuebuuk /T.B.Ky3nenosa. — M. : MOU, 2011. —
344 c.

6. Kysuenosa T.B., Kysueuos C.JI. KagpoBoe aeaonpon3BoACTBO (TpaaULHOHHBIE
¥ aBTOMaTU3MpoBaHHbIE TexHOmoruun). - M: OO0 «bubanortexa xypHalna «YpasieHne
nepconaiiom», 2008. - C. 480.

7. Kopuees W.K., ITmenko A.B., Mamypues B.A. Ynpapienue NOKYyMEHTaMu:
YyeOnuk.- M.: UTHOPA-M, 2009, 300 c..

8. Anekceesa E.B. Apxusosenenue: yueGuuk / E.B. Anexceesa, JLI1. Adanacbesa,
E.M. Byposa; nox pea. B.I1. Kosnosa. — 6-e usn. crep. — M.: Akanemus; 2007. — 270 c.
—  (HauanbHoe mnpodeccuoHanbHoe —o6pasoBanue. IToAroToBka — CITyKalux)
(DemepaibHbIi KOMIIIEKT yueOHUKOB).

9. Vnesamea E., Sxumenko A. ApXMBOBeIEHHE: KOHCMEKT Jekuuid. M.:
UsnatenscTo Bricinee o6paszosanue, 2007. 160 c. — Cepus: Xody Bee caaTh!

10. TIposanos B. UndopmauuoHHble TeXHOJOrHM ynpasineHus. M.: M3narenbcTso
®nunta, MIICH, 2010. 376 c. — Cepusi: JKOHOMHKA U yTIPABJICHUE.

11. Cogetos, B.51. ViHbOpMalMOHHBIE TEXHOJIOTHK: yaeOHHK 11 Gakanaspos / B.J1.
Cogertos, B.B. LlexanoBckuil. — 6-¢ u3n. M.: U3snarenscto FOpaiit, 2013. 263 c. —
Cepusi: bakanasp. ba3oBbiii Kypc.

12. T'panunuuH O, Kuses B. MHpopmMalurOHHBIE TEXHOJOTHHM B YNpaBIeHHH. M.:
Wsnatensetso  MHTepHET-yHMBepcHTeT —MHGOPMALMOHHEIX —TeXHosoruii, buHOM.
Jlabopartopus s3manmit, 2011. 336 c. — Cepusa: OCHOBBI HH(POPMALMOHHBIX
TexHojoruii.305 c.

13. Jlapur M.B., Peickor O.M. DieKTpOHHBIE IOKYMEHTbI B YMPABICHUH. Hayuno-
MeToj. nocobue, 2-u3nanue, nononnennoe. BHUMJJAL M., 2008. — 208 c.

Internet-pecypcel

1. JlokyMeHTalMOHHOe oOOecrneyeHnue yIpaBICHUs (memonpou3BoacTBO): Yued.
noc. / T.A. BeikoBa u zp. - 2 u31., nepepad. u gomn. - M.: HULL Uudpa-M, 2013-304c.:
60x90 1/6 + ( Jlom. mar. znanium.com) - (Beiciee 00p.: bakanasp.). (i) ISBN 978-5-
16-004805-5 http://znanium.com/bookread2.php?book=390575.

2. CoBpeMeHHOe jenonpousBoicTBo: YueGHoe mnocodue / M.B. Kupcanosa;
Poccuiickas Axamemusi roc. cayx0sr nipu [Ipesunente PO (PATC). - 4-e u3a. - M.:
HUL] UH®PA-M,2014 - 312c.: 60x90 1/16. — (Beiciuee 06pa3oBaHHue: Baxanasp.). (1)
ISBN 978-5-16-004491-0 http://znanium.com/bookread2.php?book=395921.

3. Opranusaips 00IEro U CrHeHalbHOro AeM0NPOU3BOACTBA B OpraHax MECTHOIO
camoympasienns: Yuebnoe nocodue / C.JO. Kabamos. - M.: HULI Hudpa-M, 2013. -
421 c.: 60x90 1/16. - (Boicuree obpasopanue: bakanaBpuar). (nepemset) ISBN 978-5-
16-005372-1 http://znanium.com/bookread2.php?book=315556.
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4. ®nonosa JI.P. I'pamoTHOe yrpasiieHHe TOKyMEHTaMU - OCHOBA ((EKTHBHOTO
yripaseHus// Teopus M nmpakTHKa OOIIECTBEHHOTO pa3BuTHs : MexayHap. Hay4d. *KypH.
Ne6 / 1. pen. B.J1. Xapceesa — Kpacuogap : OO0 Usnarensckuii gom «XOPC», 2014.
C. 115-120. http://www.teoria-practica.ru/vipusk-6-2014

5. ®uonosa JI.P., Koposuna JLB. JlokanbHbie HOpPMaTUBHbBIE [1OKYMEHTHI
NpeANpUsTHs Kak OCHOBa mMpouexypsl aHanm3a cuctembl JIOV/JL.P.®uonosa, JIB.
Koposuna/HayuHslii BECTHHK. 2016. Ne 3 (9). G 118-123.
http://elibrary.ru/download/elibrary_27310361_67544686.pdf

6. @®uonosa JI.P. ApanTuBHas cTpaTterus IIOATOTOBKHM CHEIMAJIMCTOB IO
YIpaBIEHNIO JOKyMEHTaMyu IUis 3a1a4 LudpoBoii sxoHomuku// JlokymeHTauus B
WHGOOPMAITMOHHOM O0IeCTB: 3aja4i apXMBOBEIEHNS U JTOKYMEHTOBE/ICHHS B yCIIOBHAX
uudpoBoil SKOHOMHUKH: JoKmagsl M coobmenns XXV MexayHapoiHOH Hay4HO-
npakTUyeckoii kondpeperun 7-8 HosOps 2018 r./Pocapxus, BHUUJIAJL. M., 2019. —
C.262-270. https://elibrary.ru/download/elibrary 41534538 23764169.pdf

7. ®duonosa JI.P. @opmupoBaHue crEcka HEOOXOOMMBIX — KOMIETCHLUH
roCyJapcTBEHHOro  ciykamero B chepe [NOKYMEHTAUMOHHOTO — oOecreyeHus
yrpaBieHns//OBIecTBO: COLMOIOTHs, TICHXONoTHs, nefaroruka. 2021. Ne 3 (83). C. 14-
18. https://www.elibrary.ru/download/elibrary_45539728_87055032.pdf

8. Caiit xypHana «YnpasrneHue mnepcoHanom» Pasmen «/lenonpon3BoACTBO»
http://www/top-personal.ru

9. Caitt BHUMJA/ http://www.vniidad.ru

10. Caiit PocapxuBa P®. Paznen JIoKyMeHTHI: http://archives.ru/documents.shtml

11. Duumknonemus aenornpoussoactea URL:http:/www.edou.ru/enc
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[TPOTPAMMA BCTVYIIMTEJIbHOI'O UCTIBITAHMA
10 HAITPABJIEHHIO 46.04.02 JOKYMEHTOBEJIEHUE 11 APXUBOBEJIEHUE

Maructepckas nporpamma «JloKkyMeHTalIHOHHOE ObecTedeH e yIpaBIeHHs HIEKTPOHHOTO
MPaBUTETECTBAY
cTeneHb (KBaau(UKarus) - MarucTp

I. IHosicuuTeNbHAA 3aNIHCKA

[Tporpamma BCTYNHUTENHHOTO HCIBITAHHUS B MAarucTpaTypy MO HaIlpaBIEHHUIO
46.04.02 JloxymeHTOBe[leHHE U apXUBOBeIeHHE Marucrepckas Iporpamma
«JlokyMeHTallMOHHOEe oOOecreyeHre YNpaBlIEeHHUs] 3JEKTPOHHOTO IMPaBUTEIHCTBAY
COCTaBjieHa B COOTBETCTBUU C TpeboBaHusMH DeneparbHOr0 TOCYAapCTBEHHOTO
00pa30BaTeNbHOrO CTaHJapTa BBICHIEr0 OOpa30BaHMS I10 HAIPABIECHHIO MOATOTOBKH
46.04.02 JloxymeHTOBeI€eHHE U apXHUBOBEJECHHE, YTBEPKICHHOTO IPUKA30M
Munucrepcrba oOpazoBanus U Hayku Poccuiickoit @enepauuu ot 30.04.2015 r. Ne 375
JlanHass ~Marucrepckas —mporpamMMa obOecnedyuWBaeT IOJNIyuYeHHe TIyOOKHX
TEOPETHYECKUX 3HAHUN B 00NacTH JOKYMEHTOBEINEHHUS U apXHUBOBEIEHUS.
JloKyMeHTOBeJleHHe U apXUBOBeJeHHe - OOJacTH HayKH H TNpodecCHOHATBHOM
NeATeIbHOCTH,  HaIllpaBJIEHHBIE HA  IPOGKTHPOBAaHME W  OpraHU3aIHUIo
UH(POPMaLlUOHHO-/I0KYMEHTAIITHOHHOTO obecrieueHus NeATEeNbHOCTH
rocynapCTBEHHBIX, OOLIECTBEHHBIX, KOOMEPATHUBHBIX U YACTHBIX YUPEKIEHUH, B
TOM YHCJIe, OCHAILEHHBIX 10 CTaHAapTaM 3JIEKTPOHHOTO oduca.

CtyneHT MarucTpaTypbl AOJDKEH OBITh MOATOTOBIEH K TaKUM BHUIaM
npodeccuoHaIbHON NEesITeNIbHOCTH, KaK Hay4HO-HCCIeI0BaTeNbCKas;
TEXHOJIOTHYECcKas; OpraHU3allMOHHO-YIIpaBieHuecKasi; MPOeKTHasl; KOHCYJIbTallHOHHAS;
neflaroruyeckas.

B npomecce ocBoeHHMss mporpaMMbl MarucTpartypbl CTYAEHT JOJIKEH
OBNaZeTh (yHIAaMEHTaJbHBIMU 3HAHUSMU B 00JIACTH JOKYMEHTOBEJEHHUS U
apXWBOBENECHHUs, a TaKKe CMEXHBIX C HHUMH HayK, HaBBEIKAMH Hay4JHO-
HCCIIEJOBATEILCKON U Hay4YHO-IIe1aroru4ecKoi paboThl, METOJOJIOTHEH HAYYHOTO
TBOPYECTBA, UHPOPMAILIMOHHBIMHU TEXHOJOTHSIMH.

ITporpamma obecrneyuBaeT yriayOn€HHOEe H3yYEeHHE TEOPHUH H IPAKTHKH
CO3/IaHMsl M BEJE€HHUS CHUCTEMBl YMpaBIE€HUS [JOKYMEHTAMU M HUX apXUBHOIO
XpaHeHus B opraHuszaluu Ha 06a3e HOBeHIIUX WH(POPMAIMOHHBIX TEXHOJIOTHH,
NaéT CTyJIeHTaM IIpeJcTaBleHUe 00 3JIeKTPOHHOM IIPaBUTENbCTBE, KaK HOBOM
GopmMe opraHu3anUU  JeSTENHHOCTH OPraHOB TIOCYJapCTBEHHOM  BIIACTH,
obecmeunBaromeil 3a cyeT IIUPOKOrO0  INpPUMEHEHUs HHPOPMALHOHHO-
KOMMYHHMKAIlHOHHBIX TEXHOJIOTHI Ka4eCTBEHHO HOBBI yPOBEHb ONEPATUBHOCTH H
yZI00CTBa MOJIy4YeHHUS] OPraHU3aLUSIMU U I'PaXJaHAMHU TOCYJAapCTBEHHBIX YCIYT H
uHpOpMALIMU O pe3ynbTaTax JAesATeIbHOCTH roCyAapCTBEHHBIX OPTraHOB

BerynurensHele  MCHOBITaHMS — OpoBOAiTCs B GopMe  3K3aMeHa.
DOK3aMeHallMOHHBIH OHIIeT COCTOMT M3 JBYX BompocoB. OT MOCTymamoIiero B
Marucrparypy  TpeOyeTcs  NOHMMaHUE  OCHOBHBIX  BOIIPOCOB  TEOpPHUU
JOKYMEHTOBEJICHHUSI U apXUBOBEJCHHUS.
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TpeGoBaHus K YPOBHIO MOATOTOBKH, HEOOX0AHMMOIi J1Jisl OCBOCHHS
NporpaMMbl clelHAJH3HPOBAHHON MOATOTOBKH MarucTpa u ycjaoBus
KOHKYPCHOro oréopa
JIuna, >KeJarol(ie OCBOWTH IPOrpaMMy CIELHaNU3MPOBAHHOMW IOArOTOBKH
Marucrpa, [JOJDKHBI HMMeTh  BhICIIee  IpodeccHoHanpbHOoe  oOpasoBaHue
ONpesieNIeHHOW CTYNeHH, IOATBEPKIEHHOE HOKYMEHTOM TOCYJapCTBEHHOI'O
o6pa3sia. 3ayuciieHre Ha MaruCTePCKylo MOJATOTOBKY IPOXOIMT Ha KOHKYPCHOMH
OCHOBE. YCIIOBMS KOHKYPCHOrO OTOOpa ONpeAeNstoTcss BYy30M Ha OCHOBE
roCyZapCTBEHHOTO 06pa30BaTENBHOTO CTaHAApTa BBICIIErO MPO(ECCHOHATBEHOTO
obpasoBanus OakamaBpa 1o HampasieHuo 46.03.02 JlokymMeHTOBeIeHHE U
apXuBOBeleHHe NMPOo(uIb NJOKyMeHTauuoHHOe obecneuenue ynpasienus (JAOY).
Hacrosmas mporpaMmMa BCTYNUTEIbHBIX MCIBITAHMM BKJIIOYAaeT IepevYeHb
BOIPOCOB JMCUMIUIAH TMPOGUIBHON MOATOTOBKM OakaiaBpa COOTBETCTBYIOLIETO
HalpaBJIeHUsI U TPODUIA.

Ileqb BCTYNUTENBHOI'O MCIBITAHUA (3K3aMEHa): NPOBEPUTH TEOPETHYECKHE
3ganuss no JIOY u omnpenenuTsh TOTOBHOCTh aOUTypHEHTa K OCBOCHHIO
MarucTepcKoi mporpaMmbl «JlOKyMEHTOBEIEHHE U apPXUBOBEICHUE.

[TocTynarouuii B MarucTparypy AOJKEH:

3HATH:

- OCHOBHBIE HalpaBJlieHHs TOCYAapCTBEHHOW periaMeHTalud paboTsl ¢
nokymeHtamu B Poccuiickoit ®enepanuu;

- METOABl M TEXHOJOTHH 00paboTKU [JOKYMEHTOB Ha OCHOBE
MCIIOJIb30BAaHUS CPEJICTB OPTAHU3AIIMOHHON U BEIUMCIUTENbHOM TEXHUKH;

- OCHOBHBIE TNPHHIMIB M 3agauyd opraHumszauuu ciayx6 JIOY wu
apXUBHOTO XpaHEHUsS NOKYMEHTOB;

yMeTh:

- aHaJIU3UPOBATh HOPMATUBHbIE AKTHI C MO3UIUH JOKYMEHTOBEICHHUS;

- BBITIOJHATH BCE TEXHOJIOIMYECKHE Olepaluu B Ipolecce pabdoTsl C
JIOKYMEHTaMHU B YCJIOBHSIX NMPUMEHEHUs TPaJMIMOHHBIX M aBTOMATU3UPOBAHHBIX
TEXHOJIOTUH UX 00paboTKH;

- opranu3oBaTth pabory cayx6s1 JJOY # apXuBHOTO XpaHCHH:
JOKYMEHTOB B KOHKPETHOM Y4YpEXKICHNH,

BJIAIETh:

- TEPMHUHOJIOTHYeCKHUM annaparoM chepsl JOY u apXuBHOTO [ena;

. METO0JIOTHEeM pa3pabOTKH HOPMATHUBHBEIX U METONUYECKHX AKTOB IIO
HOV;

- HaBBIKAMH paboThl C SJIEKTPOHHBIMHM CJIOBapsMH U JIPYTUMH
3JIEKTPOHHEIMH pecypcaMy JJIsl pellieHUs] HayYHO- HCCIe0BaTeNbCKUX 3a1a4.

- MeTonmoyioreil aHammsza ¥ InpoektupoBanms cuctem JIOY B
OpraHu3alusiX pa3iuyHbIX THIIOB.



II. Conep:kanue BCTYIHTEJILHOI0 HCIIBITAHUS

Jlenonpou3BOACTBO

Poib JOKyMEHTOB B JeSATEIbHOCTH JIOAEH, YNPaBICHYECKHX CTPYKTYP,
rocymapcrsa. CBoiicTBa TOKYMEHTa: ayTeHTHIHOCTB, NOCTOBEPHOCTB, LENOCTHOCTD,
NPUTOJHOCTh /ISl WCIOJb30BaHHs. DyHKIMH JOKyMEHTOB. (OCHOBHBIE TCPMHMHEL
CBS3aHHBIE C JOKyMEHTHpOBaHHMEM HH(OpMalUu: JOKyMEHT, OJaHK JOKyMEHTa,
bopMyISp JOKyMeHTa, SIEKTPOHHBIH JOKYMEHT, MeTaJaHHBIE, JOKyMEHTHPOBAHHE,
JIOKYMEHTO0GOpOT, OINepaTHBHOE XpaHeHWe IOKYMEeHTa, JeNo, HOMEHKIaTypa el
KpaTkas XapakTepHCTHKa HANpaBIEeHWH MESTENHOCTH I10 JOKYMEHTALHOHHOMY
obecrieyennio  yrpaBneHuss opranusanud. CooTHOuIeHHWe —cep  yNpaBieHHS
JIOKYMEHTaMH, JOKYMEHTAIlMOHHOro 00ecneveH s yIpaBlIeHus U ACTIONpPONU3BO/CTBA.
XapakTepHble 0COGEHHOCTH COBPEMEHHOro Jenonpon3BocTsa. (OCHOBONONATAIOMINE
HOPMATHUBHO-METOMYECKHe JOKyMEHThl - 0asa OpraHu3allii COBPEMEHHOTO
JeTIONPON3BOACTRa. JIeCTBYIOIIE HOPMATHBHBIE aKThl, OMPE/IENSIOLIHe TPeOOBAHHUS K
odopmiennto fokyMenToB. O6NacTh WX NpUMeHEeHUs. BHbI 0JIaHKOB JIOKyMEHTOB U
TpeGoBaHHS K WX KOHCTpyHpoBaHuio. IIOHATME «yHU(UIHPOBAHHbBIE CHCTEMbI
nokymentamuw».  YCOPJ.  Vuudukamms  Tekcta  Kak  CpelcTBO  €ro
coBeplieHCTBOBaHMsA. THIbl yHHGUIMPOBaHHBIX TekcToB. Ilonoxenne o ciyxbe
JENONPOU3BOACTRBA. VIHCTpYKIWMsL 1O  JeIONpPOM3BOACTBY. AJbOOM M Tabenb
yHUDHLEPOBAHHBIX (POPM JIOKYMEHTOB.

TexXHONOruYeCKas cXeMa TPOXOXKIEHHs IOKyMEHTOB OT TOJNydeHus (CO3MaHus)
1o xpaneHus. OcOGEHHOCTH OpraHM3allMi XpaHeHHs JOKYMEHTOB Ha Pa3sHBIX dTallaX
KU3HH JOKYMeHTa. POJb PEermcTpaliéi B JKU3HEHHOM IHKIe NOKyMeHTa. CHCTeMBI
PEruCTpalii JIOKYMEHTOB Ha mpennpustid. OCHOBHBIC PETHCTPALMOHHBIC (hopMBL.
OCOBGEHHOCTH PErHCTPAIH PasHBIX IOTOKOB JOKyMeHTOB. KoHTponb — BakHeHuIas
dynkuust ynpasnenus. Buzsl 1 Gopmbl KOHTPOIIA.

ApXuBOBeJIEHUE

ApxuBoBeJieHHe - Hayka 06 apxuBax. Ponms Kanauesa H.B. n Camoxsacosa I
B CTAHOBJIEHWH HAyKu o6 apxuBax. HarpasieHus 3HaHHH B cocTaBe HayKH. MIX KpaTkas
XapaKTepucThKa. ApXuB. [OCylapCTBEHHBIH —apXHB. MyHuunanbHbld  apXUB.
Apxuszslii Gpoug PO. Kiaccupukaips 10KyMEHTOB, IIOJJIKal{e TOCTOSHHOMY CPOKY
XpaHeHHs. Bumsl, MpUHIUNGIL, NpusHakd. CocTaB Hay4HO-CIPABOYHOTO amrapara K
noxkymentam @enepansHoro apxusHoro Qouma P®. OcHOBHBIE HAlpaBICHHSA
NeSTeHOCTH apxuBoB. HopMaTuBHas 3aKoHO[aTenbHas 6aza apXuBHOTO Jena.

KanpoBoe 1e10npou3BOICTBO

Pone  KampoBO# CykOBl B JIeATENIBHOCTH OpraHU3alluH. HopwmartusHast
3aKOHOAATebHass 0a3a KaJpOoBOro [eJONpPOM3BOJACTBA B Poccuiickoii ®Denepauuu.
HHCTpyKIMS MO KaApOBOMY IEJIONPOU3BOJACTBY. Iopsanok opopmileHUS JTOKYMEHTOB
IpY NpueMe, TepeBoie ¥ YBOJIBHEHUU COTPYIHHKOB. HeoOxoauMbie JOKYMEHTBI IIpU
opopMileHHH KOMaHAUPOBOK. IIopsmok cocTaBleHHs U odopMIileHHsT TpPYIOBOIO
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noroBopa (cmyxeOHOro KoHTpakTa). IlpaBuna odopMiIeHHS TpPYHOBBIX KHIIKEK.
CoOCTBEHHUK, TI0JIE30BATE)b U JIepKaTellb IePCOHATBHBIX JaHHBIX. [Topsnok paboTsl ¢
NIepCOHAJIBHBIMH TaHHBIMHU.

Pycckuii SI3bIK ¥ KyJIBTypa peuu

Pycckuii s3bIK — rocyaapcTBeHHBIH si3bik Poccuiickoii @enepauuun. Hopmel
MpPaBONMCaHUsl B JEJOBOM cTuje. TpeOoBaHUS K TEKCTaM CIIy>KEOHBIX JIOKYMEHTOB.
[IpaBuna BenmeHus [enoBOi mepenuckd. Fcrmonp3oBaHue oOpalleHUN B IHCHME,
ocoOeHHOCTH myHKTyauuu. [lpaBuna BefeHUs MENOBBIX IeperoBopoB. IIpuemsr
HelTpanu3aluu 3amedanuii naptaepa. [IpaBuna aprymeHTanum.

VHOopMaIoHHBIE TEXHOJIOTHH B JOKYMEHTAILIMOHHOM 00eCIIeueHNH YIIPaBIeHUs ’
apXWBHOM JieJie

[Tousitue uHbopmanuu ¥ WHGOPMAIMOHHBIX TexHonorui. MHdopmannoHHEIE
TEXHOJOIMH B  JOKYMEHTaUHOHHOM  oOecneuenuu  ympasineHus  (JOVY).
Nudopmanmonnsie TexHosoruu B apxuBHOM gnene (AJl). Hopmarusno-npaBoBas u
HOpMaTHUBHO-MeToau4ecKas 0a3za, periiaMeHTUpylollas NpoOiieMbl U HCIIOJIB30BaAHMSI
uHbopMauuOHHBIX TexHoJorui B IOV u A/l

["ocynapcTBeHHBIE HHPOPMALIMOHHBIE PECYPCHI

[Topsimok mpenoctaBieHuss UHGOpPMALUU O JEATENBHOCTH OPraHoOB BJIACTH.
[Tonstue  «DJEKTPOHHOE  IPaBUTENIBCTBO».  l'ocymapcTBeHHas  Iporpamma
«MudopmanmonHoe  obmiectBo». [IpaBuna  oxkazaHWsi  TrOCYHapCTBEHHBIX U
MyHHIMNAIBHBIX yciyr. OCHOBHBIE NpaBuia paboOTel € OOpalIeHUsSMU TpaxaH.
HopmatuBHas 3akoHOaTeNIbHas 0a3a SIeKTPOHHOT'0 IOKYMEHTO000poTa.

II1. UcTOoYHHKH

1. @enepanpHbiii 3akoH ot 27.07.2006 Ne 149-®3 «O6 wundbopmanuy,
WH(GOPMAIIMOHHBIX TEXHOJNOTHUSAX M O 3ammre uHGopmauum» (B pexa. ot 27.07.2010
Ne 227-D3).

2. ®epepanbHblii 3aK0H 0T 27.07.2006 Ne 152-03 «O nepcoHanbHbIX JaHHBIXY.

3. ®@enepanpubii 3akoH oT 02.05.2006 Ne 59-®3 «O mnopsaxe pacCMOTPEHUs
obpammenuii rpaxkaan POy (B pex. ot 27.07.2010 Ne 227-D3).

4. OepnepanpHbiii 3ak0H 0T 06.04.2011 Ne 63-P3 «OO6 351€KTPOHHOMI MOIITHCHY.

5. ®epepanbHbnii  3akoH ot 27.12.2002 Ne 184-®3 «O  TexHHYECKOM
perynupoBarum» (B pex. ot 28.09.2010 Ne 243-D3).

6. ®enepanbubliil 3akoH «O6 apxuBHOM gaene B PO» or 22.10.2004 Ne 125-03 (B
pex. ot 27.07.2010 Ne 227-®3).

7. Tlocranosnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yTBEpKIeHUH
[TpaBuit 1enonpou3BoCTBa B (hefilepabHBIX OpraHaxX MCIIOIHUTENLHON BIaCTh.

8. Iloctanosnenue IlpaBurensctBa P® ot 16.04.2003 Ne 225 «O TpymoBBIX
KHW)KKax», yTBepauBiIee HoBble «IIpaBuia BeleHUS W XpaHEHHUs TPYAOBBIX KHIDKEK,
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M3TOTOBIIEHHUS OJIAHKOB TPYAOBBIX KHIDKEK U obecriedeHus: UIMU paboTofareneii», B pejl.
ITocranoBnenus [IpaButensctBa PO ot 19.05.2008 Ne 373.

9. TocymapctBennasi mporpamma P® "Uudopmanumonnoe obmectBo (2011 -
2020 romer)". YTBepkneHa pacmopspkenueM [IpasurensctBa PO ot 20.10.2010
Ne 1815-p.

IV. Pexomenayemas JinTepaTypa

1. ®wuonosa JLP. OcBoenue mnpodecCHOHANBHBIX KOMIIETEHIMH B cdepe
JIOKYMEHTaIlMOHHOTO obecrieuenust ynpapnenus : yuebd. / JLP. ®uonona. — Ilensa : Uzn-
Bo [TV, 2016. — 200 c. http://elibrary.ru/download/elibrary 26492419 85136544.pdf

2. ®uoHOBa, JI. P, JIoKyMeHTalMOHHOE obecrieueHue yIIpaBJICHUS
rocyJIapCTBeHHOU ciyx0o0i : yueb. / JI. P. ®uonoBa. — 2-e u3z., ucnp. — Ilensa : U3a-8o
IT'Y, 2016. — 134 c. http://elibrary.ru/item.asp?id=28850582

3. beixoBa T.A., Bsanosa JI.M., Cankuna JI.B. [lenonpousBoactBo: YueOHuUK. — 3-€
u3n. nepepad. u gom. / ITox obm.pen.nmpod. T.B. Kysnenonoii. — M.: UHOPA M, 2012.
— 364 c.

4. KysuenoB C.JI. CoBpemennsie TexHonoruu JIOY : yueOHUK A7t BY30B / HOJ
pexn. mpod. T.B.Ky3nenonoii. — M.: U3narensckuii nom MDY, 2010.

5. Kysnenoa T.B. Kagpooe  nenompousBoACTBO  (TPagULMOHHBIE U
aBTOMAaTH3UPOBaHHEIe TexHoioruy) : yueOnuk /T.B.Ky3nenosa. — M. : MOHY, 2011. —
344 c.

6. Kysnenosa T.B., Ky3uenos C.JI. KagpoBoe nenonpou3BoAcTBO (TpaauLHOHHBIE
U aBTOMaTU3upoBaHHbIe TexHomoruun). - M: OO0 «bubnuoreka xypHaiia « YIpaBiIeHHe
niepconanom», 2008. - C. 480.

7. Kopuees UK., ITmenko A.B., Mamypuer B.A. VmpapiieHue IOKyMEHTaMH:
Vuebnuk.- M.: UHOPA-M, 2009, 300 c..

8. Anexceera E.B. ApxuBosenenue: yuebnuk / E.B. Anexceesa, JL.II. Adanacsesa,
E.M. Byposa; nox pea. B.I1. Kosnosa. — 6-e uza. crep. — M.: Axkagemus; 2007. — 270 c.
— (HauampHoe mpodeccuoHanbHOoe  oOpa3oBanue. [loaroroBka — cCiryXKalliux)
(DenepanbHbIi KOMIUIEKT Y4EOHUKOB).

9. Vnpsumna E., SkumeHnko A. ApxuBOBeIeHHE: KOHCIEKT Jekuuid. M.:
NznarenscrBo Briciiee o6pazosanue, 2007. 160 c. — Cepusi: Xouy Bce cnath!

10. TIposanoB B. MupopmanmonHsle TexHomoruu ympasieHus. M.: MznatenscTBo
®nunra, MIICH, 2010. 376 c. — Cepusi: IKOHOMUKA U yIIpaBIEHUE.

11. Cosetos, b.51. MH(dopManmoHHEIE TEXHOJIOTHHU: yueOHUK s GaxanaBpos / B.51.
CogetoB, B.B. llexanosckuii. — 6-e uzn. M.: MzparensctBo Opaiit, 2013. 263 c. —
Cepusi: bakanasp. bazoBslii Kypc.

12. T'panununn O, KuseB B. MHdopmanmioHHbIe TEXHOJIOTMM B ymnpaBieHuU. M.:
UzpatensctBo  MHTepHET-yHUBEpCcUTET HWHGOPMALMOHHBIX TEeXHOJIOrHWi, buHOM.
Jlabopatopust 3manuii, 2011. 336 c¢. — Cepus: OCHOBH HH(OPMALUOHHEIX
TexHonoruit.305 c.

13. Jlapua M.B., PeickoB O.M. DnexTpoHHBIe JOKYMEHTHI B ympasieHuu. HayuHo-
MeTOJI. mocobue, 2-u3nanue, nomnojaaenHoe. BHUNJIA L. M., 2008. — 208 c.
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V1. IlpaBunia npoBeaeHus 3K3aMeHa

BeTynuTenpHBIE  MCIBITAHWST 1O  HANpaBlIeHUIO MOATrOTOBKH  46.04.02
«JlokyMeHTOBeleHWe W  apXUBOBEJEHHE» HA  MArucTepcKyr0  IIporpaMmy
«JlokyMeHTallTMOHHOe oOecredeHre YNpaBleHUs 3JIEKTPOHHOIO IIPaBUTENILCTBAY
npoxozsT B 1 arar.

1. Ilepex BCTYNUTENBHBIM MCIBITAHUEM TIPOBOAUTCS KOHCYJbTAIlUs s
aOUTYpHEHTOB (B COOTBETCTBUU C YTBEPKAEHHBIM PACIIUCAHUEM).

2. BerynutenbHOe — MCIBITaHME — IpeAcTaBisier  coOOdM  3K3aMeH 1o
TEOPETHUYECKHUM BOIIPOCaM, COOTBETCTBYIOIIUM IIpOrpaMme J1Jisl aDUTYpPUEHTOB.

3. Tlpu BXOme B ayOUTOpUIO, T[e TPOBOAUTCS HCIBITAHHE, AOUTYPHUEHT
NpeabsIBIsSeT NacnopT (MHOH  JOKYMEHT, YJOCTOBEpSIIOIIMHM  JIMYHOCTB) |
AK3aMEHAIIUOHHBIM JIUCT.

4. Bo BpemMs TpOBENEHUS BCTYIHMTEIBHOTO WCIBITAHUS JOJDKHBI OBITH
OTKJIFOUEeHBI MOOMIIBHBIE Telle()OHbI U JPYTHe Cpe/iCTBA CBI3H.

5. Bo BpeMsi BCTYNMTENBHOTO HCIIBITAHHWS HE JIONYCKAeTCs MCIOIb30BaHUE
abuTypreHTaMU CBOel Oymaru, KOppeKTUpyromei xXuakocta u J1P-

6. Ha BCTynmuTenTbHOM MCIBITAHUU BOIPOCHI Y OTBETHl IIOCTYIAIOLIErO
(bUKCHPYIOTCS B IIPOTOKOJIE IPOBECHUS 3K3aMEHa.

7. KoHcynpTamuu ¢ 4jleHaMH MpeIMETHOM (3K3aMeHAIlMOHHON) KOMHCCHH BO
BpeMsl IIPOBENEHUs BCTYIUTEIBHOTO WCHBITAHUS JOIYCKAIOTCS TOJIBKO B YacTH
yTouHeHus: GOopMyJIUPOBKH BOIIPOCA.

8. IlpomomxuTenbHOCTH BCTYIHUTEILHOTO HUCITBITaHUS - 0,4-0,5
aCTpPOHOMUYECKUX Jaca.

9. OueHka 3a 3K3aMeH OOBSBISIETCS KOMHCCHEHW IO OKOHYaHUU OTBETA
MOCTYIAIOIETO.



10. Beixox M3 ayuTOpUU BO BpeMs IPOBEJEHUS BCTYNUTEILHOIO MCIIBITAHUS
JIOITyCKAeTCs TONBKO B COMPOBOXKIECHUH CEKpeTapsi 0TOOPOYHOM KOMUCCHH.

11. AGUTYypHEHT MMeeT NPaBO MOKHHYTH Ay AUTOPHIO (B T.Y. JOCPOUHO) TOJIBKO C
paspelleHys 5K3aMeHaTOPOB.

12. B ciy4yae Hecorjacusi ¢ BBICTaBIEHHON OLIEHKOW aOUTYpHEHT UMEET IIPaBo
NOJIaTh aNeISIIHIO.

Kpurtepun onenku orBera abutypHeHTa

MaxkcumanbsHOe KOIUYECTBO OaJIOB, KOTOPOE KOMUCCHS MOXKET BBICTABHUTH 1O
WUTOraM BCTYMUTENBHBIX UCTbITaHuM, — 100.

MunumansHOe Konu4ecTBO 0amIoB, MO3BOJISIONIEe YIAaCTBOBATh B KOHKYpCe Ha
3a4HClIeHHe Ha porpammy o0ydenus, — 60.

[ToctynaroieMy npeanaraeTcsi OTBETUTH Ha JiBa BOIpoca Ouieta B COOTBETCTBUU
C IIPOrpaMMOii BCTYNIUTENBHOIO UCTIBITAHUS B MAarCTPaTypy 1O HaNpaBIeHUIO
noarotoBku 46.04.02 «lokymMeHTOBeIeHHE U apXHUBOBEICHHUEY.

YireHsl 3K3aMeHalMOHHON KOMUCCHH IIPY HEOOXOJUMOCTH 3a1aI0T YTOUHSIOLIHE
BOIIPOCHI.

3a OTBET Ha KaXbIi BOMPOC MOCTYMAIOIIEMY HAUUCIISIOTCS OalIbl, KOJIHYECTBO
KOTOPBIX 3aBUCHUT OT NMPABUIBHOCTH U TOJIHOTEI OTBETOB.

bansl HaUUCHISIIOTCS B COOTBETCTBUH CO CIIEAYIOLIUMU KPUTEPUSIMHU.

Kaxxzp1ii Bonpoc onieHuBaeTCsi KOMUCCHeH U3 pacyéra 45 6amuioB. DTH OaTbl
HAYUCIAIOTCSA ITOCTYMAKOIIEMY 3a IPaBUJIBHBIA U IIOJIHBIA OTBET, COIPOBOXKIaEMBIi
MOSICHEHUSIMU U, TIPU HEOOXOUMOCTH, TIPUMEPaMH.

Komuccus cHuMaet Gasl 3a clieyroliye HeJOCTATKH B OTBETE:

— 32 HEMOJHBIN OTBET — J10 5 6aJIoB;

— 33 HEBEPHOE H3JIOKEHHE HEKOTOPHIX acleKTOB TeMBl — J0 S5 0aioB
(omMOKHU B TOJKOBAHUHM OCHOBHBIX ITOHSATHH H T.I1.);

— 3@ 3aTPyAHEHUS IIPUBECTU IIPUMEPHI, OIIUCATh CBA3b TEOPUH C TIPAKTUKON —
Ji0 5 6amnos;

— 3@ OTCYTCTBHE OTBETOB WM HEBEPHBIE OTBETHI HA YTOYHSIOIIHUE BOIMPOCHI
4JICHOB KOMHCCHUH — J10 5 GalioB.

[Tpu abcomoTHO HEBEPHOM H3JI0KEHUHU TIPUHIMITHAIBHBIX OCHOB TEMBI UITH
OTCYTCTBHMHY OTBETA Ha BONPOC OMIIeTa NMOCTYMAMOIIUH MMOJIydaeT 3a STOT BOIIPOC HOJIb
OaioB.

Komuccus moxet 106aButh noctymnaroiemMy ot 1 o 10 6annos. bamisl
00ABIISIOTCS

—3a KOPPEKTHOE ILUTHUPOBaHUE MACHCTBYIOIIMX 3aKOHOAATEIHHBIX HOPMATHBHBIX
aKTOB — JI0 5 6aJIOB;
— 3a U3JIO)KEHHE JIOTIOJHUTEIBHOIO MaTepuala 1o TeMe Bompoca («3a 3pyauLIHIo»)

— J1o 2 6aios;

— 32 0COOEHHO MOJHOE PACKPBITHE CBA3U TEMBI C IPAKTUKOH — 1 Gayu;
—3a ONMCaHue COOCTBEHHOI'O OIbITAa B pacCMaTpUBAEMOM IpeJMeTHOH 00JacTH —

10 2 6anyos.



[IporpamMmy cocTaBHIIH:
®uonosa JL.P., 1.1.H., npodeccop, 3aBenyromas kapeaport UHOVYII
Kuproxun HO.I'., k.1.H., noneHt kadenpst MHOVII

Ilporpamma BCTYNHMTENBHOTO HCHBITAaHHS B MAarucTparypy IO HAlpaBIECHUIO
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