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I. IlosicuuTebLHAA 3alHCKA
1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Henp AMCHUTIIMHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOLIETO OCHOBHBIE HAIPABJICHUS
rOCY/IapCTBEHHOW periaMeHTaInu padoThl ¢ JokymMeHTamu B Poccuiickoit Deneparuu, 3aqadu
CITY>OBI JTOKYMEHTAITMOHHOTO OOECTICUCHUsI YIPABJICHHUS U BJIAQJCIOIIETO METOJAaMHU aHAIU3a U
COBEPIICHCTBOBAHMS TEXHOJIOTUU TUIMOBBIX I€JIONPOU3BOICTBEHHBIX ONIEPAIUN.

3amayn TUCLHUILIMHEL:

- U3Y4YUTHh HCTOPUIO POPMHUPOBAHUS HAIIMOHATHHON CUCTEMBI IEJIOPOU3BOJICTBA;

- OBJIQJIETh CIIEHMATILHON TEPMUHOJIOTHUEN;

- M3YYHTh COBPEMEHHYIO 3aKOHOJATEIbHYIO, IPaBOBYID M HOpPMAaTHBHYIO 0a3y,
peraMeHTHPYIONIYI0 paboTy ¢ TOKYMEHTAIIHEIH;

- chopMHpOBaATh y CTYEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JEIOMPON3BOACTBEHHBIX
onepauydii B YCIOBUSIX MNPUMEHEHUS TPAAUIMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJOTHI
00pabOTKH JOKYMEHTOB;

- chopMUpOBaTh HABBIKM aHAlM3a CHCTEMBI JOKYMEHTAIlMOHHOTO OOeCTeUeHus
YIPaBJICHHUS;

- ONpeAeInTh HaIpaBJICHUS BO3MOKHOTO COBEPIIEHCTBOBAHUS CHCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPABJICHHUS;

- U3YYHTh TIOPANOK OpraHU3alUd CIYyKObl JOKYMEHTAI[MOHHOTO OOecTeueHus

YIIPABJICHUS B COBPEMEHHON OpraHU3alllH.

1.2. ®opmupyemMble KOMIETEHUHH, COOTHECEHHbIEe C IUIAHMPYEMbIMH Ppe3yJbTaTaMH

00y4yeHus 10 TUCHMILINHE (MOIYJII0):

Koambi Coaepixanue Ilepeyenn IVIAHUPYEMbIX  Pe3yJbTaTOB

KOMIIETEHIMI | KOMIIeTeHIUi 00yuyeHus M0 TUCHHILINHE

OK-10 CIIOCOOHOCTH K | 3HaTh: OCHOBHBIE METO/IbI, CIIOCOOBI M CPEACTBA
UCII0JIB30BaHUIO MOJTyYEeHHUs, XPaHEHUs U 1epepaboTKH
OCHOBHBIX METO/IOB, uHpopmalmu

CHOCO0OB M CPENCTB
MOIYy4YEHUs, XPAHECHUs,
nepepadoTKu
uHpopmaruu

YMeTh: UCIIOIb30BaTh IMOJIYYCHHBIC 3HAHUSA B
obmactu paboThl ¢ MHPOPMAITMOHHBIMHU
pecypcamu Ha IPaKTHKE

Brnaners: HaBbIKAaMH TONYYCHHS, XPAHCHUS H
nepepadoTKu uHpopmaruu B eTIsX
npodeccHoHaABbHOMN eATEeTbHOCTH




OIIK-2

BJIaJICHUE 0a30BBEIMU
3HAHUSAMHU B 00JacTH
nH(}OpPMaAITMOHHBIX
TEXHOJIOTHI
(mporpaMMHbI€
MIPOJTYKTHI,
HCIIOJIb3YCMbIC B
yIpaBICHUHU
JOKYMEHTaMH,
CUCTEMBI JJIEKTPOHHOTO
JIOKYMEHTO0000pOTa,
TCXHOJIOT'NH
CKaHHUPOBAHHUS
JIOKYMEHTOB

3nams: OCHOBHBIE MH(pOpPMAaIOHHbIE
TEXHOJIOTHH, UCIIONIb3yEMBbIC B
JOKYMEHTAIMOHHOM OOECTIEYeHUHU YIPABICHUS
U apXUBHOM Jieie, MCTOPHIO WX CO3JaHHS H
HaNpaBJICHUS Pa3BUTHUS

Ymemns: MPUMEHSTH OCHOBHBIE
nH(OPMAaLIMOHHBIE TEXHOJIOTUH, UCIOJIb3yeMbIe
B JIOKYMEHTAIlMOHHOM obecrieueHnn

yIpaBiIeHUS U ApXUBHOM JIeJie Ha MPAaKTUKE

Bnaoemv: HaBbikamMu pabOTBl B CHCTEMax
ANIEKTPOHHOTO JTIOKYMEHTOOOOpOTa, a TaKxke
AJIEKTPOHHO-IIU(DPOBOIT 00paOOTKH TOKYMEHTOB
B cdepe TOKYMEHTAIMOHHOTO OOecTeueHus
yIIpaBJICHUS] ¥ apXUBHOTO JIeJia

1.3.

MecTo AucHMIUIMHBI (MOLYJ/IS1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOH IPOrPaMMBbI

Hucuummuaa (Moayns) «Opranuzanus u Texnonorus JJOY» oTHocutes k 6a30BOM yacTu

0JI0Ka TUCIMIUIMH y4eOHOTO TIJIaHa.

JIist OCBOEHHUS JTUCUUILIMHBI HEOOXOIWMBI KOMIIETEHIIMH, CHOPMHPOBAHHBIE B XOJE

W3YYEHHUs CIEIYIOIIMUX AUCLUUIUIMH U MpakTHK: «/lokymeHToBeneHue», «OCHOBBI POCCUHCKOTO

npaBa» U MPOXOXKACHUS MPAKTHKH 110 TOKYMEHTOBEACHUIO.

B pesynbrare ocBOeHUS AMCHUILUIMHBI (POPMUPYIOTCS KOMIIETEHITUH, HEOOXOAUMBIC ISt

M3YUYEHUS CIEAYIOIMX JUCIUILUIMH U TPOXOKIEHUS NPaKTUK: «KaapoBoe 1enonpon3BoICTBO”

2. CTpyKTypa IMCHHUILIHHBI (MOAYJIs1)

Cmpykmypa oucuyuniunsl (MoOy1s) 01 04HOU hPOpMbL 00yUeHUA
(2017 200 naoopa)

OO0mas Tpy10EMKOCTh JUCITUIUIMHBI COCTABISCT _4 3.€., _144 4., B TOM YuCIie KOHTaKTHas padoTa
00yJaronuxcs ¢ mpenojaBareneM __S6_ 4., mpoMexyTouHas artectarus _18__ 4.,

caMocCToOsITelIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas paboTa

_70_u.

/o

Paznen
MUCIIAILIINHEL/

Bunbr yue6HOM paboThI, (B 9acax)

DOpMBI TEKYILIETO
KOHTPOJIA (no

CemMmect

KOHTaKTHaA

Heoesim ce-
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COZIEpPIKAHUE,
3a7a4M Kypca
Pa3nen 2. Mcropus rocy1apcTBeHHOr0 IeJI0NPON3BOIACTBA
2.1 |Bo3uuknosenu |4 2 4 6 Ouenka
€ U pa3BUTHE MPAKTUIECKIX
JIETIOTIPOM3BO/IC 3aaHui
TBA B
YUPEKIEHUIX PTC
Poccum XVI -
XVII BB.
2.2 |Aenompoussosc |4 2 4 8 Ouenka
TBO B MPAKTUIECKIX
YIpeXKACHUAX 3aJlaHHH.
Poccun XVIII B
u
PTC
2.3 4 2 4 8 Orenka
MPAKTUIECKIX
HemonpousBo/ic .
BO B 3aJaHUMH.
YUPEKICHUAX IIposepka u
Poceun XIX - OLICHKA
"Hauaie XX BB. KOHTPOJBHBIX
pabor,
PTC
2.4 4 2 6
CraHoBIEHUE U [IpoBepka u
pasBUTHC ouenka PTC
JIETONPOU3BOJIC
TBA B
COBETCKHUX
roCyIapCTBEHH
BIX
YUPEKICHUSAX.

Pa3nen 3. Opranu3anus v TEXHOJIOTHsI JIOKYMEHTALIMOHHOT0 o0ecreyeHust
ynpasienus B Poccuiickoit ®@enepanuu




3.1 4 CobecenoBanmne
Opranuzanus
JOKyMEHTAIU
OHHOI'O
obecrieyeHust
yIpaBiICHUS
3.2 |Opranumzamus |4 Ouenka
ciyx061 JIOY. MPAKTHYCCKUX
3aJaHuH,
KeMcoB
3.3 |Opranmzauus |4 Ouenka
JOKYMEHT0000 NPaKTUYECKUX
pora
3aJlaHuU, KEUCOB
3.4 |Peructparus |4 Onenka
JOKYMCHTOB H HpaKTI/IquKI/IX
opraHu3anus
CIIpaBOYHO- 3alaHuU,
HUHPOPMaAaINOHH o
bop KEHCOB,
oro
00CITyKHBAHHS KOHTPOJIbHBIX
pabot
3.5 |Kourpois 4 Ouenka
HUCITIOJIHCHUS HpaKTI/I‘IeCKHX
MOKYMCHTOB 3aJaHui, KENCOB
3.6 4 CobecenoBanmne
Opranuzanus
JIETONPOU3BOJIC
TBa I10
MpEAIIOKCHUAM
3asBJICHUAM U
s)Kanodam
TpaxxaaH
3.7 Ornenka
XpaHeHue 5
MPaKTUYECKHUX
TOKYMEHTOB B A
CITONPONIBOIC 3aJJaHHi, KEHCOB
4

[BC




DpraHu3aIuu
3.8 |Hampasnenus 2 2 CobecenoBanue

COBEPIIEHCTBOB

anus JIOY

18 Umo208asi
Isarten KOHMPOTbHASL
paboma
Hroro 4 28 28 18 70
(2018-2019 200a naovopa)

OO0mas Tpy10€MKOCTh UCIUIUIMHBI COCTABIsACT _4 3.€., _144 4., B TOM UuClie KOHTaKTHas paboTa
00yJaronuxcs ¢ mpenojaBareneM __S6_ 4., mpoMexyTouHas arrectarus _18__ 4.,
camocTosTeapHas paboTa oOydJaromuxcs, B T.4. KypcoBas pabora __70_ 4.

Ne |Pa3pgen Bunbr yue6HO paboThl, (B 9acax) DopMBI TEKYIIETO
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Pa3znen 2. Mcropusi rocy1apcTBEeHHOI0 1eJIONPOU3BOACTBA

2.1 |Bo3uuknosenu |4 2 4 6 Onenka
€ U pa3BUTHE MPaKTUYECKUX
JIETIONPOU3BO/IC 3aaHuN
TBa B
VUPEXKTEHUAX PTC
Poccnu XVI -
XVII BB.

2.2 | demompoussoc |4 2 4 8 Ornenka
TBO B MPAKTUYECKUX
VUPEXKTEHUIX 3aJJaHuH.
Poccun XVIII B




u
PTC
2.3 4 2 4 8 Ornenka
MPAKTHYECKUX
JemonpousBo/ic .
TBO B 3aJJaHU M.
VUPEXKTEHUIX IIpoBepka u
Poccun XIX - OIICHKa
Hayane XX BB. KOHTPOJIbHBIX
pabor,
PTC
2.4 4 2 6
CranoBnenue u [Iposepka u
pasBuTHC onenka PTC
JIEJIOTIPON3BOJIC
TBa B
COBETCKHX
roCyJapCTBEHH
BIX
YUPEKACHUSIX.

Pasznen 3. Opranuszanus ¥ TEXHOJIOTUsI JTOKYMEHTALMOHHOIO o0ecrevyeHust

ynpasJienusi B Poccuiickoit @enepanun

3.1 4 2 6 CobecenoBanue
Opranuzanus
JIOKyMEHTAI!
OHHOI'O
oOecreueHus
yIpaBIeHUS
3.2 |Opranuzanus |4 4 4 6 Ouenka
cyx661 JIOY. MPAKTHYECKUX
3aJaHuH,
KeMcoB
3.3 |Opranuzanus |4 2 4 6 Ouenka
JIOKYMEHTO000 MPAKTUYECKUX
pota oL
3aJaHul, KEHCOB
3.4 |Peructpamms |4 2 4 6 Ornenka
JOKYMCHTOB H HpaKTI/I‘IeCKHX
opraHusanus
CIPaBOYHO- 3aJaHuH,
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UHGOPMAIUOHH KEHCOB,
oro
0BCITyKUBAHHS KOHTPOJIbHBIX
pabort
3.5 |KonTpoas 4 2 6 Orenka
UCIIOTHEHUA MPaKTUYECKUX
AOKYMCHTOB 3aJlaHHM, KECHCOB
3.6 4 2 2 CobecenoBanue
Opraam3anus
JETOIPOU3BOJIC
TBa I10
MpEAIOKCHUAM
3ad4BJICHUAM U
KajmobaMm
TpaxxaaH
3.7 2 4 6 Ouenka
XpaHeHue H
MPaKTUYECKHUX
TOKYMEHTOB B o
e TI0NPON3BOIC 3a/IaHM#, KEHCOB
'BE 4
DpraHu3anuu
3.8 |Hanpapnenus 2 2 CobecenoBanue
COBEPIIECHCTBOB
aaus JIOY
18 umoeoeas
Iesanen KOHMPONbHAS
paboma
Hroro 4 28 28 18 70
3. Coaep:xanue TUCHUIJIMHBI (MOYJIs1)
Ne | HaumeHoBaHue pa3jena Conepxanue
JUCIHUTLITNHBI
1 1. Hasuauenue Kypca, [Ipenmer, comepkaHue W 3amadyd Kypca.
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VCTOYHHUKH U JIUTEpPATypa

TepMuHOJIIOTHS OCHOBHBIX TIOHATHH B 00JacTH
NENONpON3BOJACTBA,  ee  sBomouus.  OreHka
TEPMUHOB B OT€UECTBEHHOM JIUTEpaType.

B3anmMocBs3b OpraHu3anuu Hu
TEXHOJIOTUU TOCYIapCTBEHHOIO JEJIONPOU3BOICTBA
c pPa3BUTHEM TOCYJIApCTBEHHOI'O ammnapara, €ro
GYHKIMSIMH W CTPYKTYPOM. [Tepuonuzanus
OCHOBHBIX 3TAlOB Pa3BUTHUS JEIONPOU3BOJCTBA.

Oco0eHHOCTH W 3aKOHOMEPHOCTH PabOTHI C
JNOKYMEHTaMU B yupexaeHusx Poccuu B pasznuyHbie
HUCTOPUYECKUE TEpPUOAbl, X MPEEMCTBEHHOCTh B
YCJIOBHSIX ACSTEIBHOCTA COBETCKOTO U POCCHIICKOTO
rocyJapCTBEHHOTO amnmnapara.

Mecro kypca cpeaud APYrMX HM3ydaeMbIX
JVCLUTIIIVH.

O0630p HCTOYHHKOB U JIUTEPATYphl IO
nenonpou3BoicTBy B Poccun o 1917 1.

Jluteparypa 1O Hay4HOM OpraHU3alHUHA
ynpasiiendeckoro tpyaa B 1920 - 1930-x rr., ee
3HAUYEHHE JIJISl U3YUCHHS Kypca.

PaGoter mo nenompousBoactBy  1960-x -
1980-x IT., ¢dbopmupoBanue HOBBIX
pallMOHANM3ATOPCKUX HJEH U HUX OTPAXKEHUE B
HMCTOYHMKAX U JINTEpaType, NEPUOINYECKON ITeYaTH.

CoBpeMeHHass crnenuanbHas JUTEpATypa,
yaeOHHMKH u y4eOHble TmocoOus. VI3MeHeHue
TEeMAaTUKW HAy4dHO TMpakThueckux pador B 1900-e -
2010-e IT. B CBSI3U c CO3JIaHUEM
ABTOMATU3HPOBAHHBIX CHUCTEM JIEJIONPOU3BOJICTBA,
COBPEMEHHBIX CpEICTB KOMMYHUKAIUH,
OpPraHu3alMOHHON U BBIYMCIUTEIbHON TEXHUKU.

JlutepaTtypa 1m0 TEOpMM W TPAKTHKE YIPaBICHUS
JOKyMeHTaIruel 3a pyoexxoMm. OIleHKa BO3MOXHOCTH
3aMMCTBOBaHMsI  3apyOCKHOTO OmbITa pabdOThI  C
JIOKyMEHTaMH

2.1. Bo3HUKHOBEHUHE U pa3BHUTHE

JeJIONPOU3BOJACTBA B
yupesxkaenusx Poccun XVI - XVII
BB.

PernmamMeHTanus 3aKOHOJATEIbHBEIMH aKTaMH
XVI - XVII BB. OTHENbHBIX CTOPOH CO3JaHHUS U
oopmIIeHUS JIOKYMEHTOB, 00s13aHHOCTEH
“CHyXUIbIX JIIOJIEN. Opranuzanus
JIENIONPOU3BOJICTBA B IEHTPAIBHBIX YUPEKICHUIX
Pycckoro [[EHTPATU30BAHHOTO rocynapcTna
(mpuKa3zax), 1 MECTHBIX YUPEXKACHHUAX (IIPUKa3HbBIX
n30ax), ero ocooeHHocTu. OCHOBHBIE 3TAIbl Pa0OTHI
c JIOKYMEHTaMH, JIETIOTIPON3BO/ICTBCHHBIC
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onepanuu. Ctonb1oBas hopma IeT0mpoOru3BOICTBA.

2.

2. [denonpounsBoacTtBo

yupexaeHuax Poccuum XVIll B

XapakTepucruka «['eHepanbHOrO
periiaMeHTa» 1720 T. KaK OCHOBHOT'O
3akoHojarenbHoro akrta XVIII B. mo opranuzauuu
JEJIONPOU3BOJCTBA. PernmameHTanus JOKHOCTHBIX
00s3aHHOCTEN  CcIOyXallMX B 3aKOHOJATEJIbCTBE
XVIII B. Tabenb o panrax 1722 r. Ponb cexperaps
B KOJIJIEKCKOM Jieionpon3BojacTBe. OcOOEHHOCTH
TEXHOJIOTUU  JAesionpous3BoAcTBa.  Opranuszanus
apXUBHOT'O XPaHEHUS JOKYMEHTOB.

«Obmiee yupexaenue ryoepackoe» 1775 . o
MOPSIAKE  JEJONPOU3BOACTBA W YCTAHOBJICHUE
HepapXuu B JOKYMEHTUPOBAHUHU B3aUMOOTHOIIEHUHN
LEHTPAIbHBIX M MECTHBIX Yy4YpexaeHuil. OTauuus
TexHoJoruu  genonpousBoiactea XVIII B. ot
TEXHOJIOTHH MPEIIIECTBYIOLIErO MePUoaa.

2.

3. Jlesonpou3BOACTBO

yupexkaenusax Poceun  XIX
Hayaje XX BB.

B

«Ob6mee yupexaeHue MUHUCTEPCTB»
1811 r. Kak OCHOBHOH 3aKOHOJATEILHEBIN aKT IIO
eAMHOOOPa3HOMY TIOPSIIKY JCJIONMPOM3BOJCTBA B
yupexaeHuax XIX B. Co3gaHWe — CHCTEMBI
JIEJIOTIPOU3BO/ICTBA, COOTBETCTBYIOILIEH
€AMHOHAYAJILHOMY TOPSJIKY HPUHSTUS PEUICHUN B
LeHTpanbHBIX yupexnaeHusx Poccun XIX  B.
PernamenTanus qBUKeHUS TOKYMEHTOB.

TenmeHMM pocTa JOKYMEHTOOO0OpOTa W
MEphl IO €ro COKpAIEHHUIO B 3aKOHOIATEIIbCTBE
XIX B. Bnusaue HOBEIX CpEICTB
JTOKYMEHTUPOBAHUSI, CBSI3H, KON POBAIBHON
TEXHUKH Ha CHCTeMYy pabOThl C JTOKYMEHTaMH.
Pa3zpabotka palMOHATBHBIX CHCTEM
JIEJIONPOU3BOJICTBA B  OT/AEIBHBIX BEJIOMCTBAX U
3HAQUEHHE JTOr0 ONbITa JJis  MOCIEAYIOIIETO
pa3BUTHS JEIONPOU3BO/ICTBA.

CoBpemMeHHast OLICHKA CHCTEMBI
JIEJIONPOU3BOJICTBA JOPEBOJIIOIIMOHHOW Poccun u
€ro BIIMSHHE Ha JalbHEWIee Pa3BUTHE CIIOCOOOB U
METOJIOB pabOTHI C JOKYMEHTaMHU.

24.

CraHoBJIecHHe W pa3BUTHE

JeJIONPOU3BOACTBA

B

[Toucku panuoHaNBHBIX (OPM OpraHU3aALUN
nenorpou3Boactsa B 1919 -1920-e roapt.
Hayynass opranuzamusi ynpaBlIEHUYECKOTO
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COBETCKHX TOCyAapCTBEHHBIX
yupesKIeHusix.

Tpyna Kak ¢opma OOIIECTBEHHOTO IBIKECHUS 3a
palnMoHaIM3alluIo0 Tocamnmnapara.

Cosznanue Hay4YHO-UCCIIET0BATEIbCKUX
WHCTUTYTOB, BEJIOMCTBEHHBIX U BHEBEJIOMCTBEHHBIX
OpraHoB panuoHaNu3aluu, X
HCCe0BaTeNbCcKas JESTEIbHOCTh M MPAKTUUYECKUE
pa3paboTKu TO BHEAPEHUIO HAYYHOU OpraHHU3aIIU
ynpasienueckoro tpyaa (HOVYT).

OnbiT pabotel OTnena aaMHUHUCTPATHBHOMN
texuuku (ATO) HK PKM CCCP, akuuoHepHOro
obmectBa  «Oprcrpoit», WHCTUTYTAa  TEXHUKH
yIpaBieHUs 15{0) panroHaNN3aluu
JIEJIONPOU3BOJICTBA B LIEHTPAJbHBIX U  MECTHBIX
YUPEKICHUSX.

XapakTepuctuka u 3HaueHHe «OO0mux
MpaBUJl JOKYMEHTAIIMH M JOKYMEHTO00O0pOTa» Kak
MONBITKA  O0OOIIEHUsI METOJOB pPaIlHOHATA3AIUN
JIENONIPOU3BOJICTBA W BHEAPCHHUS B TMPAKTUKY
paboThl  €IMHBIX MpaBUJl  OpPraHU3allud |
TEXHOJIOTHH JICJIONPOU3BO/ICTBA.

JearenbHOCTH I'maBHOrO apXHUBHOT'O
ynpasinenus ('AY) CCCP no wmeroguueckoMy
PYKOBOJICTBY JEJIOMPOU3BOJICTBOM.
Metonuueckue pazpadbotku I'AY CCCP 1960-x rr.
10 OpraHU3alMK ¥ TEXHOJOTUHU JIEIOMPONU3BOICTBA.
Co3nanue u BHeapeHue OCHOBHBIX MOJOKEHUN
Ennnon rOCyJ1IapCTBEHHOU CUCTEMEI
nenonpousBonactBa (EI'C/]), ee 3HaueHue mid
OpraHu3aluy JJIONPOU3BOACTBA B YUPEKICHUIX U
OpraHu3alusx.

AxTuBuzanus COBEPILIEHCTBOBAHUS
nenornpou3BojictBa B 1970-e — 1980-e rr. PazButue
TEOPETHYECKUX M TPHUKIAAHBIX HCCICAOBAaHUN B
obnactu COBEPIIICHCTBOBAHUS
JTOKYMEHTAIIMOHHOTO O0OeCIreueHus YIpaBJICHUS.
dopMupOBaHUE  KOHIEHMIHHU JOY. Iens,
Ha3zHadueHHe, cocTaB  (OCHOBHBIX  IOJIOKCHUH
I'CAOY, xapakTepuCTHKa OCHOBHBIX MOJIOXKEHUH U
TEMAaTUYECKUX Pa3JIeJIoB.

3.1.

Opranusanus

AOKYMEHTAIHOHHOT O
o0ecriedeHUs ynpaBJeHUs

Hoxymenmayuonnoe obecneuenue
VAPABIeHuUst - 0CHO8A MEXHOL02UU YNPAGLEHUsL
[Mousitue «IOKyMEHTAI[HOHHOES
obecnieuenue ynpasieaus» (JJOVY). CooTHomieHue
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MMOHSTHI «JI€JIOTIPOU3BOJICTBO»,
«JIOKYMEHTAIIMOHHOE O00ECIICUCHUE YIPaBICHUSI»,
«yIpaBJIeHUE JTIOKYMEHTaMM». VYnpasnenue

JOKYMEHTaMU KaK COBOKYIIHOCTb JI€UCTBHM C
JNOKyMEHTaMU OpraHu3anuu c LETIbIO
JOKa3aTelIbcTBa  IPOBEICHUsS  YIPABICHYECKUX
OIlEpaLAi. TpeboBanus K YIIPaBIECHUIO
JOKYMEHTaMHU.

VYmpasneHueckas NEeATEIbHOCTD u
JOKYMEHTAl[MOHHOE  00ecreueHue  YIpaBICHMSL.
JIOKyMEHTallMOHHOE O0eclieueHne YNpaBiIeHUs Kak
(GyHKLIHMS yIpaBlIEHUs, €r0 MECTO Cpelu JApPYrux
byHKUMi yrpaBieHus. 3Hau€HHE TOKYMEHTOB IS
peanu3aluy YIpaBICHYECKUX pelleHud. BiusHue
Xapakrepa YIpaBiICHUS, IPUHLUUIOB IPUHATHUSA
YIPAaBICHYECKUX PEIICHUN  Ha OpPraHM3aluil |
TEXHOJIOTUIO  JOKYMEHTAI[MOHHOI'O OOeCIeYeHHUs
yIIpaBJICHU.

JloKyMeHTaluOHHOE obecrieyeHne
yIpaBJIEHUS] KaK CUCTeMa paboThl ¢ JOKYMEHTaMH.
@akToOphl, BIMAIOIME HA €ro OpPraHUu3aluil U
TEXHOJIOTHIO B YYPEKICHUAX, OPraHM3alUAX U Ha
NPEANPUATUAX ~ PA3IMYHBIX  OPraHU3alMOHHO-
npaBoBbIX (opM. OpraHu3alMoOHHBIE, IPABOBBIE,
COLIMAJIbHBIE U IICUXOJIOTMYECKUE AaCIEKThI
JOKYMEHTAIMOHHOTO 00ECTIeUeHUs yIIpaBJICHUS.

BinsiHue  aBTOMaTH3HMpPOBAHHON  TEXHOJIOTHMH
00paboTKM  JOKyMEHTOB  Ha  JOKYMEHTallMOHHOE
obecriedyeHue yrnpapieHUs.

B3anmocssss JOKYMEHTAllUOHHOT O
obecrieyeHus YIPABJICHUS c XpaHEHUEM
JOKYMEHTOB B  apXMB€ OpraHM3alludi U B
rOCYAapCTBEHHBIX apXHUBaX.

Hanpaenenus cocyoapcmeennozo
Pe2yiuposars 0eionpouU3s00Ccmea
6 1990-e — 2000-e 200v1.

XapakTepucTuKa  3aKOHOJATEIbHBIX U
HOPMAaTUBHBIX  IPAaBOBBIX aKTOB  Poccuiickon
Odenepanuu,  periaMEHTUPYIOIIUX  paboTy ¢
JOKyMeHTamMu.  HampaBieHusi rocyaapCTBEHHOTO
perynupoBaHus. 3aKOHOJATENLHOE 3aKpETUICHUE
o0mux TpeOOBaHUN K JOKYMEHTaM M CHCTEMaM
yIpaBiIeHUS. OTBETCTBEHHOCTh 3a paboTy ¢
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JOKYMEHTaMH M UX COXPaHHOCTb.
XapakTepucThkKa HOPMaTHUBHO-
METOJIMYECKUX  JOKYMEHTOB  MEXKOTPAaCIEBOTO

JEUCTBUA.

3.2. Opranu3anus cay:xon1 JJOY. Opranu3anvoOHHbIE dbopmbl
JOKYMEHTAI[MOHHOTO  OOECreueHus: yrpaBJieHHUs.
daxTopHl, oTpeeNsone BBIOOD
OpraHu3alMOHHOMN hopmbl B KOHKPETHOMU
OpraHu3aIH.

OcHoBHas 11eJ1b, 33a4u U (PYHKIIUH CITY>KOBI
JOY.
Tumnossie cTpykTypsI ciryx0b1 IOY.
PernmamenTanus byHKIHI
nojipa3aesieHui M0  JIOKYMEHTAalHOHHOMY

obcnykuBaHuio. TuMOBBIE UM HMHIUBUAYaIbHBIE
nonoxenus o ciyxoe JIOY. Tumosoit dhopmyssp
MOJIOKEHMsSI,  COCTaB  MH(OpManuu,  MOPAAOK
pa3pabOTKU U YTBEPKICHUSI.

JIOIDKHOCTHOM M YMCJICHHBIM  COCTaB
paboTHUKOB ciyk0b1 JJOY. OyHKIMH pabOTHUKOB
CITY>KOBI J0Y (cexperapb CTPYKTYPHOT'O
IOJIpa3cIICHNS, CEKpeTaphb PYKOBOJUTEIIA,
WHCIEKTOp MO KOHTPOJK M T.O.). 3aKperieHHe
OTBETCTBEHHOCTH M TOJIHOMOYMHA pabOTHUKOB
cryx0sr JIOY.  JlomKHOCTHAsE WHCTPYKIHMS Kak
OCHOBHOM HOPMATHUBHBIN JIOKYMEHT,
OIIpeAEIAIOIUI OpraHU3alIOHHO-TIPaBOBOE
noJiokeHue padboTHHKa. DOopMyIsip AOKHOCTHOU
MHCTPYKLIMH, COCTaB  HMH(POPMALUHU, MOPSAOK
pa3pabOTKU U yTBEPKICHUS.

[Tonoxenue o ciayx6e JIOY u gomxHOCTHAs
MHCTPYKLUS KaKk  HOpPMAaTHBHas  OCHOBa
pacnpeeNeHuss TpyAa MEXAY HMOAPA3ACICHUSIMU U
HCIIOJIHUTEISIMH.

WHeTpykuusa 1o JeNONpOU3BOACTBY -
OCHOBHOM HOPMAaTUBHBIN aKT, PETJIaMEHTUPYIOILIUMI
TEXHOJIOTHIO  JOKYMEHTAI[HOHHOTO OOecreyeHHs
ynpasiaeHus.  TumoBble M MHAUBUAYAJIbHbIE
uHcTpykuuu.  Ilopspmoxk  pa3paGoTku,  cocraB
uHpoOpMaLny, NpaBUia YTBEPKIAECHUS U BHEAPEHMUS.
OTBETCTBEHHOCTh COTPYAHMKOB OPTraHU3AaLMM 3a
coOmroieHne TpeOOBaHMI MHCTPYKIIHH.

HopmupoBanue Tpyna paOOTHHKOB CITYy>KOBI
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JAOY, TunoBble HOPMATHBBI  BPEMEHHW  Ha
JIeJIONPOU3BOJICTBEHHBIE PaOOTHI.

Pa3mMelieHne CTpYKTYpHBIX MNOApa3IeICHUAN
cyxx6b1 JIOY. VYcnoBus Tpyna, opraHuzanus u
o0opynoBaHue pabouuX MecCT.

Ilopsimoxk XxpaHeHus mnedateil, OJIaHKOB H
MpaBujia TMOJb30BAHUS MMHU. OTHKA JIEJIOBBIX
OTHOIIIEHUH, TICHXOJIOTMYECKHN acmleKT paboThl C
JNOKYMEHTaMHU. [ToaroroBka KaJpoB
NEJIONPOU3BOJCTBEHHBIX  CIYXO. ®opMbI
MOBBIICHUS  KBaJM(UKALMK  CIIELUAJIUCTOB B
obnactu JIOV.

3.3.
AOKyMeHT000opoTa

Opranu3anus

Onpenenenue MOHSATHUSA
«ITIOKyMEHTO000POT>. OO0mue npuHIUOBL U
METOMYECKHUEC OCHOBBI OpraHu3aIiu
JTOKYMEHTO000pOTa, ux peanu3arus B

JNEUCTBYIOIUX TOCYJApPCTBEHHBIX HOPMATHBHBIX
TOKYMEHTaX.

CrpykTypa U o0mas XapaKTepPHUCTHKA
JOKYMEHTOMOTOKOB.  O0BEeM TOKyMEHTOO0OpOTA.
VYder KoJIM4ecTBa JOKYMEHTOB.

[Ipuem, [IPOXOXKICHUE u MOPAIO0K
WCTIOJTHEHUS MOCTYMAIOMINX JTOKYMEHTOB.
IlepBuunas AKCHEAUIMOHHAs o0paboTka
IOKyMeHTOB. llpeaBapuTenbHOe  paccMOTpeHHE
JOKYMEHTOB. Paccmotpenune JTOKYMEHTOB
PYKOBOJICTBOM OpPTaHU3ALUU, IPUHITHE PELICHUS O
XapakTepe MX  HUCIOJHEHUS. Hanpasnenue

JOKYMEHTOB Ha HCIIOJHEHHE.
JlocTaBka  JOKYMEHTOB  HCHOJHHTEISIM,
NOpSIOK WX TpuemMa u  nepenaud. Pabora
UCTIOJHUTENS C JOKYMEHTaMH. DTarbl UCTIOJHEHHS.
[Topsimoxk 0OpabOTKH OTIPABISAEMBIX JOKYMEHTOB.
[lpaBuna opraHu3anuy ABWXKCHHS BHYTPEHHUX
TOKyMEHTOB. HampaBieHus COBEpIICHCTBOBaHMS
TOKYMEHTOO00POTa M ITyTH €r0 COKPAIICHHS.
TenpeHnumu pocra JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHM3aLMIX. Bnusnue
aBTOMaTH3alMu  OO0pabOTKM  HMHPOpPMALMU  HA
KOJINYECTBEHHBIC U Ka4eCTBEHHbIC
XapaKTePUCTHKH JOKYMEHTOO0O0pOTA.
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3.4. PerucTpanusi 10KyMeHTOB H
opranu3anus CIPaBOYHO-
UHG(pOPMALHOHHOIO
00CTy:KNBAHMS.

Peructpamuss  kak  cocTaBHasg  4acThb
texHonorun  JIOVY. IIpuHuMnel  perucrpanuu
JIOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanvoHHbIX (HopMm, cocTaB HMHPOPMALUU H
NOpANOK MX 3amofHeHus. Pas3Butue cmnoco6oB
perucTpanuu B roCyJapCTBEHHOM
NEJIONPOU3BOJICTBE.

B3auMocBaA3p perucrpanuu JOKYMEHTOB C
OpraHu3anuen CIIPaBOYHO-MH(GOPMAITTOHHON
paloThl, OpraHu3anueil KOHTPOJS HWCHOJHEHUS H
nocneayromei 00padoTKo TOKYMEHTOB.

WNHnexkcupoBaHue NOKYMEHTOB. 3HAUEHUE U
npaBuiia ¢dbopmupoBaHus UHJIEKCOB.
WNHnekcupoBaHne  JOKYMEHTOB B YCJIOBHSX
TPAIUITMOHHON 00paOOTKU JOKYMEHTOB.

[Tpunuunel noctpoeHus: MHGOPMAIMOHHO-
nouckoBbix cuctem (UIIC) pyunoro tumna, ux BUIbI.
WHudopmannoHHO-CIIPaBOYHOE o0cCITy’)KUBaHUE
anmapara yIpaBJI€HUs B YCIOBUSAX IPUMEHEHHUS
aBTOMAaTH3UpoBaHHBIX TexHonorui JJOVY. Ilouck u
HCI0JIb30BaHUE uHpOpMaLIUU B
aBToMmatuzupoBanubix UIIC.

10

3.5. KoHTpoab  ucCHOJHeHHS
JOKYMEHTOB

®dopmupoBaHue TPeOOBAHWUN K OpraHU3AINHI
KOHTPOJIS WCTIOTHEHUS JIOKYMEHTOB B
JEJIONPOU3BOICTBE.

3HaueHue KOHTPOJIA 3a cpokamu
WCIIOTHEHUS JIOKYMEHTOB B amnrmnapare
yIpaBJI€HUS. OcHOBHBIE MIPUHIUIIBI €ro
OpraHu3alyu.

3amaun  cayx0b1  JIOY 10  KOHTpPOIIO
WCIIOJTHEHUS TOKYMEHTOB. Kareropum 10KyMeHTOB,
MOJJIeKAIUE  KOHTPOJIIO Cpoku UCHOJIHEHUS
JOKYMEHTOB. TE€XHOIOTUs KOHTPOJIBHBIX OIEepaLUil.

PernamenTsl  BHYTpEHHEH  OpraHu3aluu
denepanbHBIX OPraHOB HCIOJTHUTEIBLHOW BJIACTH
KaK OCHOBAa KOHTPOJI MCIOJIHEHHSI TOKYMEHTOB B
roCyJ1apCTBEHHOM arnmapare Poccuiickoit
denepanuu.

O000meHre, aHaaInu3 W  HUCIHOJIb30BAHUE
JaHHBIX 00 WCIOJIHEHUH JOKYMEHTOB B YCIOBUSX
TPaJULIMOHHON U aBTOMATU3UPOBAHHOW TEXHOJIOTUU
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00pabOTKH JOKYMEHTOB

ABTOMAaTHU3MPOBAaHHBIE CHCTEMBI KOHTPOJIS
3a CpOKaMH HCIIOJHEHHS JIOKYMEHTOB, OTBIT WX
MPUMCHCHUS.

11

3.6. Opranuzanusi
J1eJIOMPOU3BO/ICTBA no
NpeI0KEeHUsIM, 3asiBJI€HUSIM H
JKaJ100aM rpaxaan

OO0111eCTBEHHO-TTOJIUTUYECKOE U COLIMAIIbHOE
3Ha4YCHHE OOpalIeHW TpakaaH. 3aKOHOJATEIbHAs
permameHtanust  paboOThl € MPENJIOKEHUSIMHU,
3asIBJIICHUSAMU U kaio0aMu Tpak/iaH.

dopmupoBaHHe HOPMAaTUBHOM 0a3bl,
pEeTrIaMEeHTHPYIONIeH  opraHu3anuio  paboTel ¢
oOpalieHusIMA ~ TpaXJaH B  TOCYAapCTBEHHOM
ammapare.

OcHoBHble 3amaun  ciayx0sl  JIOY 1o
opraHu3amnuu paboThl ¢ OOpAIICHUsIMU TPaXKIaH, e
ocobeHHocTH. Onepalnuu Mo mpueMy, perucrTpaium,
KOHTPOJIO HCIOJIHEHUS, MPHUHITHIO PELIEHUN 110
oOpameHusiM  rpaxkaadH. Cpoku  UCHOJTHEHHUS.
TpeboBanust K COEPIKAHUIO OTBETHBIX JOKYMEHTOB.
dopMUpoOBaHUE U XpaHEHHUE JIeT C TMPEII0KCHISIMH,
3asiBJICHUSAMH W Kanobamu TpaxaaH. O6obmeHue,
aHaJlM3 W WHCIIOJIb30BAaHHME JAaHHBIX O pabore ¢
oOpallleHusIMU Tpak/laH B anmnapare yrnpaBiIeHHUs.

Opranuzanus npuemMa rpaxaaH B
rOCy/IapCTBEHHBIX yUpekaeHUsIX. DOPMbI U METOIbI
COBEPIIICHCTBOBaHUS PabOTBI ¢  OOpaIIeHUSIMH
rpaXJaH B OpraHax TOCYJapCTBEHHOH BIacTH U
yIpaBleHUs], B OOIIECTBEHHBIX OpraHU3aIUsIX.

[Ipumenenue ABTOMATHU3UPOBAHHBIX
TEXHOJIOTUH  JNisi  TOATOTOBKH  OTBETOB U
OpraHu3aIu nH(pOpPMaLMOHHO-CIIPABOYHOM
CIIyXOBbl B YYPEKICHUAX C OOJBIIUM OO0BEMOM
oOparieHu# rpaxaaH.

12

3.7. XpaHeHHe [OKYMEHTOB B
AeJI0NPOU3BOACTBE OPraHU3alUH

Opzanus'auuﬂ meKyuleco Xxpanerus
aOKyMeHWIO@ u obecneveHue ux COXparnHocmu

OCHOBHBIE IIOJOKEHHUSA 3aKOHOIATEIbLHOMI
periiaMeHTaIu XpaHCHUS JIOKYMEHTOB B
Poccuiickou denepanuu. Metoanueckue
JIOKYMEHTBI 110 OpTraHU3aINH XPaHEHUS.

XpaHeHue  JOKYMEHTOB B  CTPYKTYPHBIX
roApa3AeNeHusAX opranm3anui  OTBETCTBEHHOCTHh 3a
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COXPaHHOCTb JOKyMeHTOB. OpraHuzanusi CHpaBOYHOU
paboThI ¥ TOPSIOK BBIJAYM JIOKYMEHTOB BO BPEMEHHOE
MONIb30BaHUE  TpPHU  XpaHEHWH B  CTPYKTYPHBIX
Mmoipa3aeNIeHIsX. XpaHneHnue JIOKYMEHTOB Ha
HETPaTUIIOHHBIX HOCHUTEISX.

COXpaHHOCTB JAOKYMCHTOB IIpU pCOpraHvu3anin
1 JIUKBUJAIlUH opraﬂnsaunﬁ.

Homenxnamypa oen

[TonsiTne «HOMEeHKIaTypa nen». Haznauenue
HOMEHKJIATypHI jJell. HoMeHKIaTypa Jelr Kak OCHOBa
CHUCTEMATH3allMk  JIOKYMEHTOB B  IEIAX  HX
MOCITIEAYIOIETO XPaHEHHUSI.

TpeOGoBaHMs K COCTABICHUIO HOMEHKIIATYPHI
nen. Wx permaMmeHTanus B 3aKOHOAATEIBHBIX
aKTax ¥ HOPMATHUBHO-METOJWYECKUX JOKYMEHTaX
MEKOTPACIEBOro ACHCTBUA.

Buael HOMEHKIATYp €T, ©X OCOOCHHOCTH U
Ha3HaYCHHE Meroanka COCTaBJICHHS
HOMEHKJIaTYPhI Je: U3YYCHHUE cocTaBa
JOKYMEHTOB, pa3paboTka  Kilaccu(PUKAITMOHHOMN
CXEMBI; COCTaBJICHHE 3aroJIOBKOB JE€I MW HX
CUCTeMaTh3alusi ¢  Y4eTOM  yCTaHOBJICHHBIX
TpeOOBaHUH.

[Topsimok  ohOpMJICHMS, COTJIACOBAaHUS M
YTBEP)KACHHUS HOMEHKJIATYphI J1ei. CpoKH XpaHSHUS
JTOKYMEHTOB

Hcnonp30BaHWe HOMEHKIATYpHI JIeT B
OTIepaTUBHOM XPAaHEHUU M apXHUBE OpraHU3aINU.

Opeanusayus u nOpsi0oK hopmuposanus
oen

[Tonsitue “dopmupoBanue nen’, OCHOBHBIC
TpeOOBaHUSI K  TPOBEACHUIO OTOM  PabOTHI.
CoBpemeHHass HOpMaTHUBHO-METOAMYECKas 0asa,
ompenenstomas TpedoBanus K GOPMUPOBAHUIO JIETT
B JICIONPON3BOJICTBE.

dopmMupoBaHHE €N B OpPraHU3aLMAaX
pPa3IUYHBIX YPOBHEH yIpaBlieHUs. 3ajadd CITykKObI
JIOY u apxuBa opraHm3zanuu Mo 00eCleYeHHIO
KaueCTBEHHOTO0 (HOPMHUPOBAHUS . [IpaBuna
dbopMupoBaHUsS B Jella JOKYMEHTOB pPa3iMYHbIX
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BUJIOB. [IpWHIUIIBI CHCTEMAaTH3allud JOKYMEHTOB
BHYTPH JIE]I.

OpeaHus'auuﬂ IKCnepmu3bl YeHHocmu

O0OKYMEeHmOo8
ITonsarue “aKcrnepTusa LIEHHOCTHU
nokyMeHTOoB”.  HopmaTuBHO-MeTOIMYECKHE U

TEOPETUYECKUE OCHOBBI IPOBEIACHUS SKCIEPTU3BI.
TpeGoBaHus K MPOBEACHUIO SKCIIEPTU3bl IIEHHOCTH
JTOKYMEHTOB.

Opranuzanus paboTHl  IIEHTPAIBHOU
skcnieptHoi  komuccuu (LIDK) wu  skcmeprHo#
komuccun (OK) yupexaeHus (opraHuszanuu) IO
IIPOBEJICHUIO SKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB.
[Tonoxenune 06 skcrepTtHOW Komuccuu. IlpaBa u
(GYHKIUM 3KCHEPTHOW KOMHUCCHH, TMOPSAIOK €€
paboThLI. JlokymeHnTupoBanue JEATEIbHOCTH
SKCIEPTHOM  KOMHUCCHHU.  JTambl  MPOBEIACHUS
AKCIEPTHU3bl LIEHHOCTH OKYMEHTOB. OdopmieHue
PE3yIABTATOB IKCIEPTU3BI IEHHOCTH TOKYMEHTOB.

[lonsTtue “riepedyeHb JIOKYMEHTOB”.
Ha3nauenne wu UCIIOJIb30BAHUE IIEpEYHEH B
KaueCTBE OCHOBHBIX MCTOYHHMKOB MO YCTAHOBJICHUIO
CPOKOB XpaHEHUSs U o0ecreueHuss eIUHCTBA
ONEepPaTUBHOTO XpaHeHUs JIOKYMEHTOB B
JEJIONPOU3BO/ICTBE U APXHUBE OPTAHU3ALIHH.

TumoBble ¥  BEAOMCTBEHHBIE IEPEYHM.
HUcnonb3zoBanne mnepeyHed ISl COCTaBJICHUS
KJIAaCCU(UKATOPOB U HOMEHKJIATYP JIe.

Iloozomoska u oghopmnenue oen

Yuudukamus  TpeOoBaHMU K Jenam,
caaBaeMbIM B apxuB. HopmaTuBHO-meTOIHUYECKHE
JOKYMEHTBl ~ MEXOTpacleBoro  JeiicTBus 00
opopMIICHUH JET.

OcHoBHBIE TpeOOBaHUS K OPOPMIICHUIO IEI.
[TomHoe u wactuyHoe opopmiienue nein. IlogmuBka
nen. Hymepanusi nuctoB. 3aBepuTenbHas HAIUCh.
Buytpennsas omnuck. OcdopmieHune 0OJTOKKU el
MIOCTOSIHHOTO ¥ BPEMEHHOT'O XPaHEHHUS.

Onucu oen

IMonsatue «OIIACH ST, [IpaBuna
COCTABJICHUS ONHUCH nen CTPYKTYPHOTO
MOJIpa3IeJICHHUSI. Buner ommceit.  Odopmiienne
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OIHCH JIeJI CTPYKTYPHOTO MOpa3aeaeHUs.
Tlopsioox nepedauu den 6 apxue
opeaHuzayuu

Ilepenaua penm B apXWB  OpraHU3aIMH.
B3aumoneiicteue cinyx6s1 JIOY u apxuBa mpu
(GbopMHpOBaHMM  OCHOBBI  JJISI  IOCJEIYIOIIETO
XpaHEeHHUs U UCTOJIb30BaHUS JOKYMEHTOB. ENUHCTBO
OpraHu3alyy JTOKYMEHTOB B JEJIONPOU3BOJACTBE U
apxuBe.

13
3.8.

coBepuieHcTBoBaHusa J0OY

Hanpasiienus

VYhpaBineHue AOKYMEHTaMU KaK 4YacTh CHUCTEMBI
ynpaeieHust kadecTBOM. CrTaHAapTH3alus MPOLETyp
yHOpaBiIeHus] JOKYMEHTaMH KaK METOJIWYecKas OCHOBA
JESATSILHOCTH CIYXKO0 JTOKYMEHTAIMOHHOTO 00SCIICUeHUS
YIpaBICHUS B POCCUHACKUX OpraHU3aIlHsIX.

PasBuTHe permameHTanuyd JOKYMEHTAIIHOHHOTO
obecrniedeHust ynpasicHHs. Poob TUTIOBBIX PErIaMEHTOB
OpPraHOB TOCY/JapCTBEHHOM BIACTH W YIpPaBIEHUS B
pEryIUpOBaHUH JTOKYMEHTAIIMOHHOTO OO0ECTeUeHHs HX
JIeATeIbHOCTH. BHYTpeHHUE periiaMeHThl OpraHu3aiuil.

CoBeplIeHCTBOBAaHUE JIOKYMEHTAI[MOHHOT'O
oOecrieyeHus yIpaBJIeHHsI B TOCYJapCTBEHHOM armapare,
OpraHM3alUsAX  pa3iuyHbIX  (HOpM  COOCTBEHHOCTH
(rocyapCTBEHHBIX u HEroCyapCTBEHHBIX).
YnopsigoueHre OpraHU3alMOHHBIX (OPM W  METOIIOB
paboTHI C TOKYMEHTaMH.

PernamenTtauuss ~ QyHKUMH, CTPYKTYpHl U
OpTaHU3alMOHHO-TIPABOBOTO MOJIOKeHHs ciryk0 1OV,

Baustaue HOBBIX  HMH(GOPMAIIHOHHBIX
TEXHOJIOTHI Ha COBEPIICHCTBOBAaHHE YIPaBICHUECKOM
nestenbHocTH U JIOY.

4. O0pa3oBaTe/bHbIE TEXHOJIOTHH

Oo0pa3oBaTe/ibHbIE TEXHOJOTHHI

Ne Buab! yueoHoii
HaumenoBanue pa3nesa Oo0pa3oBaTeJIbHBIE TEXHOJIOTHHA
n/n padoThI
1 2 3 5
1. |IIpeamert, conepxanue, |Jlexuus 1. BBoanas jeknusa ¢ UCIOIbL30BaHUEM

3aJa4u Kypca

BUACOMATCPUATIOB
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IloaroroBka K JEKIHMH C UCIIOJIb30BAHUEM
npaBoBhIX 0a3 «KoHcynbranT», «["apant» u ap.,

CamocrosiTensHas | . .
calita «Zakonbase»: 3akoHomaTenbpHas 0a3a
pabota Lo
Poccuiickoit ®enepannu
Bo3HukHoBeHue u Jlexmug 2. Jlexuus-6ecena

pa3BuTHue
JIEIIONPON3BOJICTBA B
yupexaeHusix Poccun
XVI - XVII BB.

JlaGoparopHoe 1

Pabota ¢  METOAMYCCKMMH  MaTepHaniaMHu,
KOJUISKLIUAMU JTOKYMEHTOB (OHIa J1abopaTopuu
JIOKYMEHTOBEICHUSI

[loaroToBka K JEKUHMU C UCHOIB30BAaHHEM (POHIOB
oubnuorexu PITY u naboparopuu
JOKyMEHTOBEACHHUS M JIAOOPATOPHOMY 3aHITHIO B
COOTBETCTBHU C METOJMYECKUMH YKa3aHUSMHU IO
BBITIOJTHCHHIO TIPAKTUYECKUX 3aHATHI.

CamocrosiTenbHast
pabota
Jlemonpoun3BoJCTBO B Jlexmms 3. Jlekius-6ecena
yupexaeHusx Poccuu
XVII B
JlaboparopHoe Pabota ¢ MeTOTUIECKUMHU MaTepHalaMH,
3aHsTHE 2. KOJIJICKIIUSIMU JIOKYMEHTOB (DOH/IA JTa00paTOpHH
JIOKYMEHTOBEICHUS
[MoaroToBka K JNEKIUU C UCIOJIB30BaHUEM (POHIOB
OMOIHOTEKH PITY u 71a00paToOpun
JIOKYMCHTOBEJICHUSI M JIA0OPaTOPHOMY 3aHSATHUIO B
COOTBETCTBHHM C METOJUYECKHMH YKa3aHUSMHU II0
CamocTosTenbHas

paboTa

BBITIOJTHCHHUIO ITPAKTHYCCKUX 3aHITHUH.
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Jemonpoun3BoJCTBO B Jlexmms 4. Jlekius-6ecena
yupexaeHusx Poccun
XIX - Hauane XX BB.
JlaGopatopHoe Pabora ¢ MeToMUECKUMU MaTepHaIaMH,
3aHsTHE 3. KOJUTEKIIUSAMU IOKyMEHTOB (poHaa 1abopaTopuu
JIOKYMEHTOBEICHUS
[MoxroToBka K JIEKIMK C HUCTOJIB30BaHHEM (DOHIIOB
oubnuorexu PITY u naboparopuu
CaMmocTosTenbaas |ZOKYMEHTOBEIEHHsI U J1a00opaTOpHOMY 3aHSTHIO B
paborta COOTBETCTBHHM C METOJUYECKUMHU YKa3aHUSIMHU II0
BBITIOJTHCHUIO MTPAKTHYSCKUX 3aHATUH.
CranoBnenue u pasButue [Jlekuus 5. Jlexuusi-nuckyccust
JISIIONPON3BOJICTBA B
COBETCKHX
rocyiapCTBCHHBIX CamocrosrenpHast |[ToAroToBKa K JEKIIUU ¢ UCTIONIL30BaHUEM (DOHIIOB
YUPCKIACHUAX pabota 6ubnuorexu PITY u nabopatopun
JIOKYMEHTOBE ICHISI/
Opranuzanus Jlexmus 6. [IpoGnemHuas nekuus
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHust
YIPpaBJICHHUA CamocTosTenbHas |[loAroToBKa K JEKIUH C UCTIOIH30BAHUEM
pabora npaBoBbIX 0a3 «KoHcynmbTanT», «['apant» u 1p.,
caiita «Zakonbase»: 3akoHOAaTelIbHAS Oaza
Poccuiickoit @enepannn
Opraam3arus cryx061  [JIekuu 7 Jlexmwmst ¢ pa300poM KOHKPETHBIX CUTYaAITUN
A0y
Pabora ¢ MmeTomMuecKUMH MaTepHUaIaMu
n1abopaToOpuu TOKYMEHTOBEICHUS
JlaboparopHoe
3aHsTHE 4. [MonroToBka K JIEKIUK C HUCTOJNB30BaHHEM (DOHIIOB
oubnuorexu PITY u naboparopuu
JIOKyMEHTOBEJICHUSI W J1a0OpaTOPHOMY 3aHSATHIO B
COOTBETCTBHHM C METOJUYECKUMHU YKa3aHUSIMHU II0
BBITIOJTHCHUIO MTPAKTHYECKUX 3aHATUH/
CamocTosTenbpHas

pabora
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8. |Opranuzamnmst Jlexmms 8. Jlexmmst ¢ pa300poM KOHKPETHBIX CUTYaITUN
JIOKYMEHTO000pOTa
Pabora ¢ MmeToMuecKUMH MaTepHUaIaMu
nab0opaToOpuu TOKYMEHTOBEICHUS
JlaboparopHoe
3aHsTHE 5. [MonroToBka K JIEKIMK C HUCTONB30BaHHEM (DOHIIOB
OnOIIMoTEKN PITY u mabopaTopuun
JIOKyMEHTOBEJICHUSI W J1a0OpaTOPHOMY 3aHSATHIO B
COOTBETCTBHHM C METOJUYECKUMHU YKa3aHUSIMHU II0
BEITIOJTHCHUIO MTPAKTHYECKUX 3aHATUH/
CamocTosTenbHas
paboTa
9. |Peructpamms Jlexmms 9. Jlexmwmst ¢ pa300poM KOHKPETHBIX CUTYaITUN
JIOKYMEHTOB U
OpraHM3anus CIPaBOYHO-
UHGOPMAIHOHHOTO
00CITyKUBAHHSI Pabota ¢ MeToguYIECKUMHU MaTepHaIaMu
nabopaTopuu TOKYMEHTOBEICHUS
JlaGopatopHoe
3ansTHE 6.
[MoaroToBKa K JEKIMU C UCIOJIB30BaHUEM (POHIOB
OnOIIMoTEKN PITY u nmabopaTopuun
JIOKYMEHTOBEJIEHUSI W J1a0OpaTOPHOMY 3aHATHIO B
COOTBETCTBHHM C METOJUYECKHMH YKa3aHUSMHU II0
BBITIOJTHEHUIO MTPAKTHYECKUX 3aHATHI
CamocrosiTenbHas
pabota
10. |KonTpons ncnonnenns  |Jlexuus 10. Jlexums ¢ pa300poM KOHKPETHBIX CUTYaIHHA
JIOKyMEHTOB
[MoxroToBKa K JISKIIUH C HCIOIh30BaHUEM (DOHIIOB
oubmmotexu PI'TY u maboparopun
JIOKYMEHTOBEICHUS
CamocrosiTenbHas
pabota
11. |Opranuzanus Jlexmus 11. Jlexuusa-6ecena
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JICJIONPOM3BOJICTBA 110
MPEIIOKCHHSIM,
3asIBJIEHUSIM H Kao0aM

CamocrosTensHast |[loAroToBKa K JEKIHUU C UTIOIB300BaHUEM
pabota npaBoBbIX 0a3 «KoHcyneTanT», «['apanT» u ap.,
caiita «Zakonbase»: 3akoHomaTenpHas 6a3a
Poccuiickoit ®enepannu
12. Jlexium 12 Jlexums ¢ pa300poM KOHKPETHBIX CUTYAIHHA
XpaHeHHEe JOKYMEHTOB
8 IEJIONIPONU3BOJACTBE
bprasu3anuu
Pabora ¢ MmeTognYecKUMHI MaTepHUaIaMu
nabopaTopuu TOKYMEHTOBECHHUS
JlaGopatopHoe
3aHATHe 7.
[loaroToBka K JIEKUHMU C UCHOIB30BAaHHEM (POHIOB
OMOIHOTEKH PITY u 71a00paTopun
JIOKYMCHTOBEJICHUSI M JIA00OPATOPHOMY 3aHSATHUIO B
COOTBETCTBHHM C METOJUYECKHMH YKa3aHUSMHU II0
BBITIOJTHEHUIO MTPAKTHYECKUX 3aHATUI
CamocrosiTenbHas
pabota
13. |Hanpasnenus Jlexmus 13. [IpoGnemHuas nekus
COBEPILICHCTBOBAHUS
J0Y
CamocrosTensHast |[loAroToBKa K JEKIHHU C UCTIONB30BaHUEM (POHIOB
pabota oubmuorexu PITY u nabopatopun

JIOKYMEHTOBEICHIS

S. OueHka JIAaHUPYEMbIX Pe3yJIbTATOB 00y4YeHM st

5.1. CucremMa olleHUBAHUA

®opma KOHTPOIA

Makc. KOTu4ecTBO 0aioB

3a ongHy padoty Bcero

Texkymuii KOHTPOJb:

- cobecemoBaHue

5 OayuioB 15 OayutoB




- OLIEHKA MPaKTUUECKUX 3aJJaHui, KeHCOB 5 daJuIoB 25 OajuioB

- KOHTpOJbHas padoTa (Temsr 2.1-2.3) 5 GainoB 5 GamnoB

- KOHTpOJbHas padoTa (Temb13.1- 3.4) 5 GaynoB 5 GamnoB
-PTC

5 GanoB 10 GayutoB

IIpomexyTOUHAS aTTECTaIUs 40 6amioB
(PKK3aMEH)
HWroro 3a ceMecTp (AUCUUILINHY) 100 6annoB

[TosryueHHBIN COBOKYIHBIN pe3ylIbTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKaTy OLICHOK U B
mKany oreHok EBpomneiickoii cucteMbl mepenoca u HakorieHus kpeautoB (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TaOiIHIIEH:

100-0ayupHas Tra oA e IIxama

IKama DAMHHOMHA i ECTS

95 -100 A
OTJINYHO

83 -94 B

68 — 82 XOPOIIO 3a4TE€HO C

56 — 67 D
yIOBJIETBOPUTEITHHO

50 - 55 E

20 -49 FX
HEYIOBJICTBOPUTEIHHO HE 3a4TEHO

0-19 F
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5.2.KpuTepun BbICTABJIEHUS OLIEHKHU MO JUCIUIJIMHE

Baanwl/
HIxanaa
ECTS

Onenka nmo
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHus M0
AUCHUILINHE

100-83/
A,B

«OTIANYHO»/

«3a4TEHO
(oTIIMYHO)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH ITyOO0KO U
IIPOYHO YCBOUJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepHaj, MOXET ITPOJEMOHCTPUPOBATE 3TO Ha 3aHATHUIX
U B XOJi€ IPOMEKYTOYHOU aTTECTALUH.

OO0yuaromuiicst KICUEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
u3naraet yueOHbIi MaTepua, yMeeT YBSA3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3aad
npodeccroHaTLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO O6OCHOBBIBa€T IIPUHATHIC
pelIeHuUs.

CB0OOIHO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHaBLHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTEeCTaLlUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIMHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOIIO»/

«324TEHO
(xoport110)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUN MaTepuai, rpaMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUYHON aTTECTAlUU, HE JOIIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIBHO MPUMEHSET TEOPETHICCKUE
MTOJIOXKEHUS MTPU PEIICHUH TPAKTUYECKUX 3a/1a4
npodeccroHaAbHOM HAMPaBICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
A IpUEMaMH.

JIOCTaTOYHO XOPOIIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCHOHATIBLHOM ITepaType.

OrneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydaromeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTaluu.

Komnerenium, 3akperiéHuble 3a AUCHUIUIMHOM,
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banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIU».
67-50/ «YIOBIIETBOPH- BricraBisiercs: o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
TEIBHO»/ YPOBHE TEOPETUYECKUN U ITPAKTUYECKUM MaTepUall,
DE JIOTMTYCKAaET OTACNbHbIC OMIMOKH MTPH €T0 U3JI0KEHUHU Ha
(«ATATEHO 3aHATUSAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
(ynoBneTBopH-
TENbHO)»/ OOyuaromuiicst HICTIBITHIBAET OMPEICAEHHBIC 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN NPU PEILICHUH
(GAATEHO> MPaKTUYECKHX 3a7a4 MpodeccnoHaNbHOM HAlIPaBICHHOCTH
CTaHAAPTHOI'O YPOBHSI CIIOXKHOCTH, BJIaJICET
HEO0OXOTMMBIMHU ISl 5TOTO 0a30BBIMH HABBIKAMU U
NpUEMaMHU.
JIeMOHCTpHpPYET 1OCTaTOYHBIN YPOBEHb 3HAHUS YUEOHOM
JUTEpaTypsl 10 AUCIUIIIMHE.
OrneHka no JUCHUILIMHE BBICTABJISAIOTCS 00ydaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.
Komnerenium, 3akperniéHuble 3a AUCHUIUITMHOMN,
c(OpMUPOBAHBI HA YPOBHE — «JI0CTATOUHBIII».
49-0/ «HEYIOBJIETBOpUTE | BricTaBisercst oOydaromemMycs, eCiu OH He 3HAeT Ha
JIBHO»/ 0a30BOM ypOBHE TEOPETUUECKHUMN M MPAKTHICCKUIN
FEFX Marepua, J0MmycKaeT rpyObie OmMUOKY MPH €ro
HE 3a4TEHO

W3JIOKEHUH Ha 3aHATHSIX U B XOJI€ POMEKYTOUHOU
aTTeCTallUU.

OOyuaronuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PELLICHUN
MPAKTUYECKHX 33/1a4 MPO(hecCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIO)KHOCTH, HE BIaEET
HEOOXOAUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPUEMAMHU.

JleMoHCTpUpYET (parMeHTapHbBIE 3HAHUS YICOHOU
JUTEPATyPhI IO JUCIUTUIAHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.




29

banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS

Kommerenmum Ha ypoBHE «1OCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCITUTLIMHOW, HE CPOPMUPOBAHBI.

5.3. OuenouHble cpeacTBa (MaTepuabl) AJI51 TEKYIIET0 KOHTPOJISI yCIIeBAeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4Aal0IIMXCS N0 JUCHHUILIMHE (MOOY10)

Keiicbl 1191 Tekylueil arrecTanum:

1. CymiecTByeT Jiu B HACTOSALIEE BpEMs TOCYIapCTBEHHOE PETYJIMPOBAHUE BOIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEW 00pabOTKM JOKYMEHTOB (HalpuMep, ONpeeSICHbI I THUIIOBbIE
oncpannuu 06pa6OTKI/I JOKYMCHTOB, UX HOCHGI[OB&TG.HBHOCTB) B YUPCKACHUAX, OpraHn3anuiax u
Ha MPEINPUITUIX CTPAHbI?

Kakumu nokymeHTamMu JOKHBI WIIM MOTYT PYKOBOJICTBOBATHCSI KOHKPETHBIE CTPYKTYPhI
MIpY PEUIEHUH TAaHHOTO Borpoca?

2. JIst peneHnst Kakux 3aJ1a4 UCTIONB3YIOTCS TOCYAapCTBEHHbBIE CTaHIapThl B chepe
nenonpou3BoacTBa’? Hazosure Takue cTaHAapTHI

Kakum 00pazom opranusaiuss MOXeT JOOUThCS OT CBOMX PA0OOTHHUKOB 0053aTEIIEHOTO y4eTa
nonoxenut 'OCT?

3. OnHOM M3 BAXKHEHUINIUX SBIISIETCS MPoOIeMa COXpaHHOCTH (XpaHEHHUs) JOKYMEHTOB
opranu3anuii. Kakumu npaBoBbIMH aKTaMU U TOCYIaPCTBEHHBIMU MEXOTPACIEBBIMU
JAOKYMCHTAaMU CJICAYCT PYKOBOACTBOBATHCA MPHU €€ PCIICHUU:

3aKOHOI[aTeJILHBI€ OCHOBBLI XpaHCHUA TOKYMCHTOB

Wuble mpaBOBbIE aKThl, ONPEACIISAIONINE PELICHHE BOIIPOCOB, CBSI3aHHBIX C
COXPAHHOCTBIO (XpaHEHUEM) JOKYMEHTOB

HopmatuBHO-MeTOIMUECKHE TOKYMEHTHI, COIEPIKaINe METOAUKY pabOThI IO
OIEPATUBHOMY XPAHEHUIO JOKYMEHTOB M IOJArOTOBKE UX K I€pelaye B apXUB OpraHU3aluu

4. PyKoBOJIUTEh IPEANPUSTHS PACTIOPSAWICS MMOATOTOBUTH JOKYMEHTBI, KOTOPHIS
JIOJDKHBI PEeTIaMEHTHUPOBATH NEATEILHOCTD Cy)O0bI IOV (kaHenspun), OpraHu3anuo 1
MOPSITIOK pabOTHI C JOKYMEHTAMH.
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brimo paspaborano Ilomosxkenrne 06 nHOOPMAITMOHHON TTOJUTHKE, OJWH U3 Pa3IeiioB KOTOPOTO
HasbIBaICs «Opranu3aius paboThl ¢ JOKYMEHTUPYeMoii nHpopMaIueii». B pasnene 3akperuisiics craTyc
KaHIESPUU KaK CITY>KOBI JICITOMPOU3BOJICTBA ¥ (DYHKITUHU €€ COTPYTHUKOB 10 pab0Te ¢ JOKYMEHTAMHU.

Omnpenenure, Kakue OpraHU3aIMOHHbBIE IOKYMEHTBI 3aMeHIIT coboit paznen «Opranu3anys
paboTH ¢ TOKyMEHTHpYyeMOU nHpopMareii». [IpaBomepHa 1 Takas MMpakTHKa?

Kakoii €I BHYTPCHHI/Iﬁ HOpMaTHBHBIf’I AOKYMCHT CJICAOBAJIO pa3pa60TaTI>, YTOOBI YCTaHOBUTH
CZ[I/IHHﬁ MOpAAOK ACJIOIIPOU3BOJACTBA HA l'[pe,[[l'[pI/DITI/II/I{.7

5.0npenenurte NopsaaoK coctasieHus U opopmieHus [lonoxenus o ciayxoe JOY:

" paspabaTsiBaeT (KT0?)

. MOANMCHIBaET (KTO?)

. JTOJDKHO OBITh COTIACOBaHO (C KeM?)

. yTBepKIaeT (KTo?)

. BBOJIMTCS B JISHCTBHUE (KEM WIIK yeM?)

. noaneskat nepecmoTpy (Npu Kakux
obcToaTenbCcTBaX?)

3amoHUTE TIPOITYCKH.

6. PaspaboTaHHan B opraHn3auun MHCTPyKUUA NO AeN0NPOU3BOACTBY COAEPKUT CaeaytoLime
TemaTuyeckue pasgensbl:

- Opraamsarus JOKyMeHTo000poTa

- Peructparus 1oKkyMeHTOB

- KoHTpons 3a ncnomHeHneM JOKYMEHTOB

- Howmenkinarypa gen

- XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX MOIpa3AcICHIIX.

OTpa)KCH JI1 B UHCTPYKIIUU BECh IPOIECC pa60TBI (¢ Z[OKyMeHTaMI/I?
Ecmm HCT, KAKMUMU pa3aciiaMu Br1 051 JOITOJTHUIN ,Z[aHHBIf’I HAOKYMCHT.

Ob6ocHyiiTe cBOE peleHHE.

7. HCTPYKUMA NO AeN0Npon3BOACTBY — 3TO 0653aTe/bHbIN AOKYMEHT ANA BCeX paboTHUKOB
OpraHusauumn AN TONbKO ANA ee Cy*Kb6bl 4eNonpon3BoacTea’?
Kto u kakum 00pa3om ompeenser chepy pacnpocTpaHeHUs JaHHOTO JOKyMeHTa?

8. Komnanus UMeeT HECKOJIBKO OTEIEHHUM, OTHO U3 KOTOPBIX PaclojaraeTcsi B TOM XKe
3IaHUH, YTO U IEHTpaNbHBIN oduc. [[pyrue oTneneHns pacnoJokKeHbl B pa3HbIX pailoHax
ropoJa.
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Kaxk 6yner oprann3oBaH TOKYMEHTOOOOPOT KOMITAHWH B 3TOM Ciydae: OyneT Ju
HEHTpaIBHBINA 0(rc paboTaTh CO BCEMH JOKYMEHTAMHU KOMITaHUH (OCYIIECTBIISATh
[ICHTPAIN30BAHHBIN MTPHEM BCEX JOKYMEHTOB, X PETHCTPAIINIO, BECTH CIPABOYHYIO PadoTy,
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB U T.JI.) WM TepeacT 3TH QpyHKIuK B otaeneHus? Ecnu
nepeaact, kakosa 0yzaer pousb cinyx0s! JJOY nentpansHoro opuca? Kak Oynyt paboraTs ¢
JOKYMEHTaMH OT/EJICHHUS, HAXOISAIIEMCS B TOM K€ 3/1aHUH, YTO M LEHTPAIbHBINA oduc?

9. [lepBuuHas 06paboTKa JOKYMEHTOB, TOCTYIIMBIINX B KOMIIAHHIO IO TTOYTE, CBOAUTCA K
crnenyromeMy. PaOOTHUKY, BRITIONHSIONINE Ty ONEPAIIHIO, BCKPBIBAIOT U TYT K€ YHUUTOXKAIOT KOHBEPTHI,
MPOCTABJISIIOT HAa BCEX JJOKYMEHTAX, B TOM YHcIe, DUHAHCOBBIX, OYXTaNTEPCKUX U T.11., IITAMII O
MOCTYIUICHUH TOKYMEHTa B OpraHU3allMIO U MEPEAAIOT UX HHCIIEKTOPY MO peructpauuu. Macnexktop
POCMATPUBAET JOKYMEHTHI H (PUKCHUPYET B PETUCTPALIMOHHBIX (hopMax, MOMUMO TIPOYUX CBEIICHHH,
KOJIMYECTBO JIUCTOB U HATUYKE MPUIOKECHUHN K JOKYMEHTaM.

Ompenenure, Kakue TPEOOBAHUS K MPOIECCY MTEPBUIHON 00paOOTKH TOKYMEHTORB B JAHHOM
Clly4ae HapyIIAIOTCs, M KAKKE HETaTUBHBIC MTOCIIEACTBUS ATUX HAPYIICHHUHA 1T KOMIAHHH MOTYT
MPOSBUTHCS BIOCICICTBUY .

10. IToMOUTHUK PyKOBOIUTENS, PEABAPUTEIHHO TPOCMOTPEB TOKYMEHTAITUIO, TIOCTYIHBIIYIO B
OpraHu3alMIo, BCIO €€ MepeacT pyKOBOAUTEN 0. B manky ¢ JoKkyMeHTaMu BKJIaAbIBACTCS MMCbMEHHBIN
KOMMEHTapHil 0 COCTaBe MOCTYNHUBIINX IOKYyMEHTOB, KOPPECIIOHACHTAX, aJjpecaTax M COAEp KaIliuxcs B
Ka)KIOM JOKYMEHTE BOIIPOCaX.

B yeMm cocTouT HazHaueHHE Ornepanuu «IpeaBaprUTCIbHOC paCCMOTPCHUC I[OKYMCHTOB»?
HpaBI/IJ'IBHO JIN €T0 IIOHUMaroT B Z[aHHOf’I Opl"aHI/IBEII_II/II/I{.7

11. O6I]_Ia}1 TCXHOJIOT U pa6OTBI C JOKYMCHTAaMHU B OpraHu3alvii COCTOUT U3 TUIIOBBIX onepaunﬁ:

. IpUEM TOKYMEHTOB;

. nepBuYHas 00paboTKa JOKYMEHTOB;

.

- perucrpaunus;

. paccMOTpeHHe TOKYMEHTa PYKOBOJUTEIEM U OTPEIeIICHNE XapaKTepa PelieHus

BOIpoca (Pe30II0IHs);

. MOCTAaHOBKA JOKYMEHTa Ha KOHTPOJTb;
. MOJITOTOBKA MTPOEKTA IOKYMEHTA;

. odopMIIEHHE U COTJIACOBAHUC;

. yJIOCTOBEPEHHUE;

.

. OTIIpaBKa U3 OpraHU3alluy;

JlomoHUTE TIepedeHb HeTOCTAIONTAMH OTIEPAITASIMH
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12. B COOTBETCTBHHU C rOCYAaPCTBEHHBIMU MEKOTPACICBBIMH JOKYMEHTAMH B HH(POPMAIIHOHHO-
MOMCKOBYIO CUCTEMY M0 AokyMeHTaM opranuzauuu (MIIC) BXoasaT: peructpaiusi, MHIeKcaIus,
(hopMupoBaHue ied.

KaxoBo naznauenue kaxmoit cocrapisromei MIIC? Yto mo3BosseT 00bEAMHUTH X B OJTHY
crucreMy? Kak OHH MOTYT HCITOJTB30BAThLCS MIPH IMOMCKE TOKYMEHTHOU HHMOpMAaITHm ?

13.B PErucCTpaliuOHHbIC (bOpMBI BXOOAMIUX JOKYMCHTOB OpraHu3alysa BHECIA CICAYIOMINC
JaHHBIC:

JiaTa MoJTydeHus], BXOIAIINA PEeTUCTPAIlMOHHBIN HOMEpP, KOPPECIIOHEHT, HOMEP U JaTa
JIOKYMEHTA, KPaTKOe COACPKAHUE, PE30TIOLUS PYKOBOJUTEINSI OPraHU3aliK, PYKOBOIUTEb
CTPYKTYPHOTO TIOJIpa3AeTICHHs, PE3OIIOUS PyKOBOJUTENS TOAPA3IEICHNS, HCTIOMHUTEb.

Onpenenure, COOTBETCTBYIOT JIM 3TU JaHHBIE PEKOMEHIYEMOMY COCTaBY PEKBU3UTOB
peructpannonHoii popmel. iMeeT nu ciryx0a 1e1onpon3BOACTBA IPABO BKIIOYATH B PErUCTPAIIIOHHBIE
(hOopMBI pEKBU3UTHI TI0 CBOEMY YCMOTPEHHUIO?

14. Cucrema peructpaliy B OpraHu3alyy IMeeT CMEIIaHHy0 (opMy, IpH KOTOPOH yacTh
JIOKYMEHTOB (IIOCTYTIAIONINE HA UMSI PYKOBOIUTEIS, PUKA3HI U Jp.) PETUCTPUPYIOTCA B CIIyK0e
JIEIIONPON3BO/ICTBA, & OCTAJIBHBIE — B CTPYKTYPHBIX MOpa3AeICHIIX.

B cnyx0e nemonpon3BoIcTBa BceM 0€3 UCKIIIOUEHUS TOKYMEHTaM IPUCBAUBACTCS MHACKC,
COCTOSIIINN U3 TIOPSIKOBOTO HOMEpPA JOKYMEHTa B COOTBETCTBYIOIIEH Ipymie (Hanmpumep, BXOISIINX
JIOKYMEHTOB) U JTUTEPHI «P», 03HaUaromenl «pykoBOACTBO», HampuMep, P 45. B cTpyKTypHBIX
MOAPA3ICTCHUSX PErUCTPALMOHHBIN HHICKC COCTOUT U3 UHJEKCA CTPYKTYPHOTO MOApa3AeacHus (1o
BHYTPEHHEMY KJIaCCH(DUKATOPY CTPYKTYPHBIX MMOJPa3/ICIeHui) 1 MOPSIKOBOTO HOMepa, Hanpumep, 3-25
i 4-12 u 111

Yem Takom MOPAAOK UHACKCUPOBAHUSA HE COOTBETCTBYCT YCTAHOBJICHHBIM Tpe6OBaHI/I$IM{.7
Pemenne xakux I/IH(l)OpMaLII/IOHHO—HOI/ICKOBBIX 3aa4 yCJIOXKHAIOT TaKUC I/IHZ[CKCBI?

15. lena B opranu3anuu GOPMUPYIOTCS M XPAHATCS CIACAYIOIIMM 00pa3oMm:

CIICUAIMUCTBI OTACIOB 3aBOAAT IMAIIKKW, B KOTOPBIC BKIIAJAbIBAIOT JOKYMCHTBI, KaCaroIHueCsa
pe€UI€HUA OTACIBbHBIX BOIIPOCOB. Ha o6nosxkax ITOMCIIAKOTCA (baMI/IJII/II/I 1 MHHUITHAJIbI HCITOJIHUTEIICH 1
YKa3aHHWE HA KOHKPETHOE HAIMPABJIICHHUE €TI0 IESATEIbHOCTH, HAIPUMED:

A.C. TepeHTbEB

HN3roroBiieHue u YCTaHOBKa CBETOBOII PEKIAMBbI

B TedeHune roma B Takoi TManke HAKATUTUBAIOTCS Pa3IUYHbIC JOKYMEHTHI, C KOTOPBIMU
MPUXOIUTCS paboTaTh CIEIUATUCTY B paMKax TaHHOW pobJieMbl. B drcie JOKyMeHTOB BCTPEUYAIOTCs
MUCHMa-TIPEIIIOKEHHSI, TUCHhMA-0TBEThI Ha MIPEIIOKECHNS, TTHChbMa-PEKIIaMaIliH, JOTOBOPHI U
MIPHUJIOKEHUS K JIOTOBOPaM, aKThl, MPOTOKOJBI U Jip. Eciin cnenmanuct paboraet He ¢ 0{HOM
OpraHM3anuel, TO BHYTPH MANKy OH MOMEIIaeT KapTOHHBIC Pa3/ICIUTENH ¢ yKa3aHNeM KOHKPETHBIX
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OpraHM3aui-KOHTpareHToB. Korja 10KyMEeHTOB CTAHOBHUTCS CIIMITKOM MHOTO, 3aBOJST BTOPYIO (TPETHIO
Y T.Jl.) alKy C TaKOW K€ HaJIMHUChIO U YKa3aHUEM, UTO 3TO BTOPOE (TPEThE U T.J.) JEJO0:

A.C.TepeHTbeB

MN3roToBneHne 1 yCTaHOBKA CBETOBOM peknambl. No 2

B KOHIIC roJa IIanKu MOMEIIar0oTCA B I]_IKa(i), B OTACJICHUS, T'AC XPAHATCA JOKYMCHTLI
OIPEACIICHHBIX CIICIIUATIUCTOB.

Takoli TOpsIIOK XpaHSHUS JOKYMEHTOB OOBSICHSIOT TEM, YTO MMEHHO TaK CIIEIIHATNCTaM YA00HO
paboTaTh ¢ JOKYMECHTAMH B TCUCHHUE ETOTPON3BOJICTBEHHOTO T'Oa, HCKATh IOKYMEHTHI ITOCIIE
OKOHYaHUs pabOThl C HUMHU M 00€CIICYMBATh UX COXPAHHOCTb, TaK KaK KaXIbIH CIICIIUAIKCT 3HACT CBOM
BOIPOC U, 3HAYUT, CBOU JOKYMEHTBHI.

Coracusl it Bel ¢ TakuM 00bsicHeHreM? KTo B TakoM cirydae OyeT HECTH OTBETCTBEHHOCTh
3a 00eCIIeYeHHE COXPAHHOCTH TOKyMeHTOB? OOOCHYIWTE CBOW OTBET.

16. B TeueHue roga y opraHu3anyy NOSIBUINCH HOBbIE HAIIPABIEHUS ACSITEIbHOCTH U
HOBbIe napTHepbl. HoBas paGorta Obuta mopydeHa aByM otnaenam. Kak crieactBue, MosBUINCH
3HAYUTEIHHOE KOJMUYECTBO HOBBIX JIOKYMEHTOB, KOTOpPbIE HE ObLTH MPETyCMOTPEHBI
JEUCTBYIOIMMU HOMEHKIIATypaMU JI€J1 IaHHBIX OT/ENOB.

PykoBoauTens opraHuzanuy CBOUM MPHKa30M 0051321 BHECTH U3MEHEHUS B
HOMEHKJIATYpy Jield. B pe3ynbrare 3T0 CBENOCh K COCTABICHUIO B CEPEIUHE I'0/1a HOBBIX
HOMEHKJIATYp A€JI ABYX OTIEJIOB. PyKOBOAUTENb OpraHu3alii UX YTBEPAUIL.

[Touemy Takue AeWCTBUS HE MOTYT ObITh IPU3HAHKI TpaBoMepHbIMU? Kakue TpeGoBanus
K COCTaBJICHUIO ¥ 0(OPMIICHHIO HOMEHKJIATYPHI J1eJ1 ObUIM HapyIIEHBI?

17. Tlocne ommOOYHOTO YHUUTOKEHHS PsIa BAXKHBIX JTOKYMEHTOB B KOMITAHUH OBLIO
MIPUHSATO pelIeHNe O CO3aHnu dKcnepTHoU Komuccnn (DK) u pazpaboTke BHYTpEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYIUPYIOLIUX €€ AeSITebHOCTD.

B neiictByromire KOpropaTuBHbBIE TOKYMEHTHI, perilaMeHTUPYIOIINE JeSTEIbHOCTh
CITYKOBI JISJIOMPOU3BOJICTBA U MOPSAIOK pabOTHI ¢ JOKYMEHTAaMH KOMITAHUH ObLUTH JTOOABJICHBI
COOTBETCTBYIOIIIKE Pa3/Aeiibl, B KOTOPHIX OBLIH OMPEJENICHBI CTAaTyC, COCTaB, IpaBa, 00SI3aHHOCTH
OK 1 nopsi1ok IpoBeeHMsI SKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB.

B ¢ynkumu OK Ob110 BKITIOUEHO Clieyromiee:

- MPOBEPKa MPABMWIBHOCTH 0(hOPMIICHUS TOKYMEHTOB;

- y4eT JOKYMEHTOB;

- OIPEENICHUs YCIIOBUHM XpaHEHHs IOKYMEHTOB;

- MpoBepKa KauecTBa GOPMUPOBAHHUS JIET;

- Y4eT el C IITUTEbHBIMU CPOKaMH XPaHEeHHUS;

- 0TOOp J1eN1 Ha XpaHEeHUE U YHUUTOKEHUE;

- OIpEeJIEICHNE CPOKOB XPaHEHUS JOKYMEHTOB;

- OIpEe/IEICHNE TTOTHOTH COXPAHHOCTH JJOKYMEHTOB KOMITAHHH.
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Kaxkue napymenust Obuti 1onymieHsl npu coznannu DK ?
Kaxkue, na Bam B3, GyHKIIMM HE COOTBETCTBYIOT Ha3HaueHHI0 DK 1 He BXOIAT B
MOHSTHE «IKCIIEPTH3a IEHHOCTH JOKYMEHTOB»?

18. HacTb BXOASIINX U UCXOJAIIMX JOKYMEHTOB OpraHU3alluy PEACTaBIEHA B
aNeKTpoHHOH (opMme. [Ipy moAroToBKe Ae K Nepenade B apXuB BCTA BOMPOC, B KAKOM BUJIE HX
HY)KHO CJIaBaTh: B BUJIEC TMCKOB WJIH MIEPEBEICHHBIX HA OYMa)kKHYIO OCHOBY TPaJHIIHOHHBIX
JIOKYMEHTOB.

CTopoHHUKHU NIEpeBOia TOKYMEHTOB B TPAJUIIMOHHYIO OyMaxHYI0 (hopmy
MOTHUBHPOBAJIM CBOIO TOUKY 3PEHHSI TEM, UTO HE U3BECTHO, 10 Kakoi (hopMe T0KHA ObITh
COCTaBJICHA OMKUCH Ha 3JIEKTPOHHBIE JOKYMEHTBI, U KaK ONPEIEIUTh CPOK UX XPAHEHHUS.

Kaxk 651 Bel mocTynuim B tanHOM citydae? MOKHO JTM ONIPEACIIUTh CPOKU XPAHCHHS
TaKUX JOKYMEHTOB U (hOpMY OIHCH, IO KOTOPOW OHU MOTYT OBITh IIEpE/IaHbl B apXHB?

IIpumep BapuaHTa TeCTOB AJIs KOHTPOJIbHOI padoThl
Bapuanr 1

1. [IpaBwiia pemompou3BOACTBA B (pelepanbHBIX OpraHax WCIOJTHHUTEIBHON BIIACTH H
MeTtoandeckue pPEeKOMEHJAIMK O pa3padOTKe WHCTPYKIMHA IO JETONpPOU3BOACTBY B (eaepalbHbIX
OpraHax MCIIOJIHUTENbHOM BIACTH OBUIH MPHHSTHI B TOTy.

Kakue u3 NEPCUYNCIICHHBIX BOIIPOCOB MCTOZ[I/I‘-ICCKI/IC PEKOMEHAAIUN PCKOMCHAYIOT BKJIFOUUTH B
HWHCTPYKIHIO IO ACJIONPONU3BOACTBY:

. IIpaBHJjIa COCTABJICHUSA H 0(OPMIICHHUS JOKYMEHTOB
. TIpaBHiIa OPTaHU3AIMHN TOKYMEHTO000pOTa

. MpaBUJIa PETUCTPALUHA U KOHTPOJISA

° ImpaBuJia XpaHCHUA JOKYMCHTOB

L4 ImpaBuJia O6pa6OTKI/I OJICKTPOHHBIX JOKYMCHTOB

. npaBuIia nepenavn GakCUMIIBHBIX COOOLICHNI

° ImpaBuia XpaHCHUSA DJICKTPOHHLIX TOKYMCHTOB

2. OTMeThTe B CITUCKE TUITOBBIC HA3BAHUS CITY)KO JEITOTPON3BOICTRA!
° Otnen nenonpou3BoICTBa

° Otnen nokymeHToo00poTa

° VYnpasnenue nenamu

[ Kanuenspus

° OO0mui oTnemn

. Perucrparypa

o Cekperapuar

° Otnen KaapoB U JEIONPOU3BOCTBA
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3. OTMeTbTe B CIHCKE CTPYKTYPHOE TMOApAa3ACIICHHE, KOTOPOE paspabaTpiBaeT
WHCTpYKIIUIO TIO JCIOPOU3BOICTBY, U JOIKHOCTHOE JIUI0, KOTOPOE YTBEPKIACT ITOT TOKYMEHT :

e  Cuyxb6a JI0OY
e  HOpuamdeckas ciry)x6a opraHu3amuu
e KampoBas ciryx0a opraHu3aiiu
e  Oraen Tpyna v 3apIiaThl
® PykoBomuTeNb OpraHU3aIuu
®  PyKkoBOIUTEIb KOJJICTHATBHOTO OpPTaHa
C Kako¥ MaThl HAUMHACT JCHCTBOBATD MHCTPYKITHS. .. uvveteentieeteete et enneenneeneenneeaneennens

4, HpOHyMepyﬁTe MMPpaBUJIBHYIO IMOCJICA0OBATCIbHOCTh ACIOMPOU3BOACTBCHHBIX onepaunﬁ 10
IOATrOTOBKE N 06pa60TKe HUCXOOAMUX JOKYMCHTOB:

o pa3paboTKa MmpoeKTa J0KyMEeHTa

. odopmIIeHHE aIpecara

o 3aroj0BOK K TEKCTY

. OTIpaBKa

o odopMIIeHHE TPUIOKCHUS

. MPOCTABJICHHUE OTMETKH 00 UCTIOHUTEIC
. BHU3bI COTJIACOBAHHUS

o HO/IMTUCAHKE

o perucTpanus

5. Peructpanuu nojjiexar:

. BCE TIOCTYTNHBIINE U OTIIPABIIIEMbIE JOKYMEHTHI

. TOJIEKO BHYTPEHHHE JOKYMEHTHI

. TOJIBKO ONEPaTUBHBIC U CPOYHBIC TOKYMECHTHI

. TOJNIBKO JTOKYMEHTBI, TOCTYIMUBIINE U3 BHIIIECTOSAIINX OpPraHU3alUi U OTHPABIISIEMbIC UM
. JIOKYMEHTBI, TPEOYIOIINE y4eTa, HCIIOJIHEHUS ¥ UCTIOJIh30BAHMS B CITPABOYHBIX ENISIX

KOHTpOJIbHBIe BOIIPOCHI U 3aJJaHUA IJIA HpOMe)KyTO'-IHOﬁ aTTeCTAllUd II0 UTOraM OCBOCHMHA
JAUCHUIIJIMHBI?

1. OcobeHHOCTH CHCTEMBI JEIOMPOU3BOICTBA B IICHTPAIBHBIX YUpekaeHusx Poccrm XVI-
XVL, XVIII, XIX BB.. HampasiieHus ¥ cr1ocoObI paliioHaIH3aINH JSIOTIPOU3BOJICTBA B YUPEIKICHUIX
Poccun XIX - mau. XX B.

2. Hanpasnenus moucka panroHaJbHBIX (POPM OpraHU3alMy AeionponsBoacTsa B 1920-¢
roJbl
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3. Ponr Hapkomara pabode-KpecThbTHCKOW WHCIICKITUU B CO3JJaHUU CUCTEMBbI
COBETCKOT0 JIEJIONPOU3BO/ICTBA.

4. Haunbonee 3HaunMBbIe pa3pabOTKH aKIIMOHEPHOTO 001IecTBa «OpreTpoii»,
WNHctuTyTra TeXHUKH ynpasiaeHus B 1920-e roasl.

5. Xapakrepuctuka 1 3HaueHHE «OOIIMX MPaBWII JOKYMEHTAIUH 1
JIOoKyMeHTooOopoTa» (1931 1.)

6. IlporpaMMbI COBEPIIICHCTBOBAHHS JICIIONPON3BOJICTBA, IPUHSTHIC HA MEKOTPACICBBIX
cosemauuax 1941, 1960 rr.

7. HampapiieHHsS TEOPETHUSCKUX | MPUKIIATHBIX UCCIICTOBAHUHN B 00JaCTH
COBEPILIEHCTBOBaHUS Jieaonpon3BoAcTBa B 1970-1980-e rosl.

8. T'ocymapcTBeHHOE peryiupoBaHue aesonpon3BoacTBa B 1990-¢ — 2000-¢ robt

9. HopMaTMBHO-METOAMYECKUE JOKYMEHTBI MEXOTPACIEBOT0 1EHCTBUS, KOTOPBIE
OTIPEEIISAIOT COBPEMEHHYIO OPTaHU3AINI0 pabOThI ¢ JOKYMEHTaMU (HaUMEHOBAaHUE IOKYMEHTA,
roJl ero pa3paboTKH, KpaTKasi XapaKTepUCTHKA)

10. Opraauzanus ciyx0b1 JIOY. OcHOBHas 11€1b, 331291 U QYHKIIMH CITYKOBI, €€
NOJDKHOCTHOM M YMCJIEHHBIN COCTAaB.

11. TunoBsie BUIBI U CTPYKTYPHI ciayx0 JJOY.

12. JlokayibHBIE aKThI, PETIAMEHTHPYIOIINE OPTaHU3AIMIO JIEIONpOon3BoACcTBa. HazHaueHnwue,
coctaB HH(GOPMAITUH, TTOPSAAOK Pa3pabOTKK U YTBEPIKICHHUSL.

13. MHCTpYKIMS TI0 ASIONPOU3BOICTBY. HazHadueHue, CTPyKTypa TEKCTa, MOPSIOK
MOATOTOBKHU.

14. TToHsATHE «TOKYyMEHTOOOOPOT», MPUHLIUIIBI €70 OPraHU3alUU. XapaKTEPUCTUKU
JOKYMEHTO0000poTa

15. Dransl nokymeHTo000poTa. Onepannu, KOTOpbIE BHITOTHSIIOTCS MPH padoTe ¢
BXOJSLIMMU TOKYMEHTaMU

16. DTaner tokymeHTo000pOTa. Oneparu, KOTOPhIE BRIOIHAIOTCS MpU padboTe ¢
UCXOMSAIIMMHU JOKYMEHTaMH

17. DTanel TOKyMEHTOOOOPOTA. OTEpalliH, KOTOPHIE BBITIOJHSIOTCS C BHYTPEHHUMH
JIOKyMEHTaMu

18. Perucrpanus 10OKyMEHTOB, €€ Ha3HaueHue. [IpaBuia perucrpanuu J0KyMEHTOB.
XapakTepuCcTUKa COBPEMEHHBIX PETMCTPAIMOHHBIX (hOPM, cOCTaB HH(POPMALIUU U MOPSAIOK UX
3aI10JIHECHUS.

19. [loHsTHS «peTrUCTpalvs JOKYMEHTOB», «<MHJIEKCUPOBAHUE JJOKYMEHTOB.
3HaueHue U MpaBuiIa GOPMUPOBAHUS HHICKCOB

20. 3HaueHuEe KOHTPOJS 3a CPOKAMU MCIIOJHEHHS JOKYMEHTOB B ammapare
ynpaieHus. TpeOoBaHUS K OpraHU3aIK KOHTPOJIS UCTIOTHEHNS JOKYMEHTOB B
JIETONPOU3BOJICTBE. 3aa4l KOHTPOJIbHOM AEATEIbHOCTH.
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21. Cpoku UCTIOTHEHHUSI TOKYMEHTOB. TE€XHOJIOTHS KOHTPOJIS 32 CPOKAMU UCTIOJTHEHUS
JIOKYMEHTOB.

22. 3akoHOAaTeNIbHAs perIaMeHTaIUsI U METOANYECKOe 00eCTICUCHHE OPTaHU3alluN
XpaHeHUs JOKYMEHTOB B Poccuiickont @enepanuu.

23. Opranu3zanys TEKYILEro XpaHEeHUs1 JOKYMEHTOB B JIEJIONPOU3BOJICTBE
OpraHu3aly U 00eCTIeYeHNEe UX COXPAHHOCTH

24. HomeHknatypa Aell, €€ Ha3HaueHHUE B JIeJ0NPOU3BOJACTBE. Buabl HOMEHKIIATYp
nen, ux ocooeHHoctu. TpeboBaHus K HOMEHKIJIAType JeJl, X 3aKpeIuieHne B HOpMaTHUBHO-
METOJANYECKUX TOKYMEHTAX MEXOTPACIEBOTO ACHCTBHUS.

25. Mertoauka cocTaBieHUsI HOMEHKIIATyphl Ael. [Topsimok odhopmieHus,
COTJIACOBAHUS U YTBEPK/IEHUSI HOMEHKIJIATYPHI JIE.

26. [IpaBuna hopMupoBaHus B JejIa JOKYMEHTOB PA3IMYHBIX BUIOB. [[puHIUIIBI
CUCTCMAaTU3allu JOKYMCHTOB BHYTPHU ACII.

27.IlonsTve ‘“‘OKCcnepTH3a ILIEHHOCTH NOKyMEHTOB”. HopmaTuBHO-MeETOOMUYECKHE
Y TEOPETUUYECKNE OCHOBBI IPOBEIEHUS AKCIIEPTU3bL. [IpUHIMIIBI U KPUTEPUU IKCIEPTU3BI
LIEHHOCTU JOKYMEHTOB.

28. Opranuzanust pabOTHI IO TMPOBEICHUIO DKCIIEPTHU3Hl [IEHHOCTH JTOKYMEHTOB.
JloKyMEHTHpOBaHUE JEATETLHOCTU SKCIIEPTHONH KOMHCCHU B O(OPMIICHHUE €€ PEe3yIbTaTOB.

29. Haznauenwue onucu nen. Bunet onuceit. [Ipasuna cocraBienus u opopmieHue
OIMCH JIeJI CTPYKTYPHOTO MOJpa3ieIeHHUs.

30. OnepauHH 10 MOATOTOBKE JOKYMCHTOB K IIEPCAAvC B apXHUB OpraHu3alnuun.

31. OcHoBHBIE TpeOOBaHMS K 0OPMIICHHUIO JIeJT TIPH MX MOATOTOBKE IS TIEpeiadul B
apxuB opranuzanuu. YactuyHoe u nojaHoe oQpopMIICHHUE.

IIpumepHBIe TeMBbI KypCOBBIX padoT:

IIpumepHbIe TeMBbI KypCOBBIX padoT:

1. PernmamenTanus Jenonpou3BOICTBA B 3aKOHOJIATENIbHBIX aKTaX JOPEBOJIIOIMOHHON Poccuu.

2. CiyxOBbI IeIONPOU3BOICTBA B YUPEKIACHUIX TOPEBOTIONMOHHON Poccun.

3. TexHonorus JeNONPOM3BOJCTBEHHBIX oOlepanuii B ydpexaeHusx Poccuum (16-
1788B.,18B.,198B.)

4. PanuoHanu3zanus A€I0Npou3BoACTBa B yupexxaeHusx Poccun B 19 - Hau. 20 BB.

5. HampaBneHusi palnrioHaIU3aMKM JIEJIOMPOU3BOJICTBA B IEHTPAIHHBIX M MECTHBIX
yupexaeHusax B 1920-e rogsl.

6. 0030p oreuectBeHHOI muTepaTypshl 1920 - 1930-x rr. (1960 - 1980-x rr., 2000-2018rT.) O
BOTIPOCAM JICJIOIPOU3BOJICTRA.

7. Pa3BuTHe 3aKOHONATENBHON periaMeHTanuu padoThl ¢ JOKyMeHTaMH B Poccuiickoit

®enepaunu B 190-e-2010rrT.
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8. AHamu3 WHCTPYKIHH TIO0 JCIIONPOW3BOJICTBY (HA TpUMEpPEe HHCTPYKIIUHA KOHKPETHOMN
OpraHu3aIim)

9. AHanu3 JOHKHOCTHBIX HHCTPYKUHMH paboTHHKOB ciyxObl [IOY (Ha mnpumepe
MHCTPYKLUN KOHKPETHOIO YUPEKICHUS).

10. Ananmu3 CTpyKTypel W (QYHKUMN CIoyxObl JeNonpou3BOACTBa (Ha THpuMepe
KOHKPETHOW OpPTaHU3aLiN).

11. Opranuzanus padotsl ciryx661 JIOY (Ha mpuMepe KOHKPETHON OpraHU3aIlim).

12. Opranmzanus AOKYMEHTOOOOpOTa (Ha MpUMepe KOHKPETHOW OpraHu3alu) |
OCHOBHBIE HAIIPABJICHUs €TI0 COBEPIICHCTBOBAHMS.

13. Opranusanus perucTpanuy J0KyMEHTOB (Ha IPUMEpPE KOHKPETHON OpraHU3aliH).

14. Metonpl opraHu3anuy KOHTPOJIS 32 UCIIOJIHEHUEM JIOKYMEHTOB IIPH TPAJAULIMOHHOM
JIETIONIPOU3BOJICTBE.

15. Opranuzanus padoTsl ¢ 00paIIeHUSIME TPaKIaH B TOCYJaPCTBEHHBIX YUPESKACHUSIX.

16. Meronuka cocTaB/I€HNs HOMEHKIATYPHI 1€ YUPEKACHHUS.

17. TIpobGaembl 3KCTIEpPTU3BI IEGHHOCTH IOKYMEHTOB B I€JIONPOU3BO/ICTBE.

18.  OmnsIT opranu3anuu paboThI ¢ TOKyMEHTaAMH 32 PYOESIKOM.

6. YueOHO-MeTOAMYECKOEe U HH(OpMALIMOHHOE 00ecnieyeHne T CIUTITHHbI
6.1. CnucoK HCTOYHHMKOB M JTUTEPATyPHI
HUcrounuku

®enepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
®enepaunn»  //  [OnextponHeld  pecype]. - M., 2019. - Pexum pgocryna:
https://base.garant.ru/12137300/.

®enepanpublii 3akoH 0T 02.05.2006 Ne 59-03 «O mopsigke paccMOTpeHUs OOpalleHH

rpaxkaan Poccuiickoit ®enepanuu»// [Dnexkrponnsiii pecypc]. — M., 2019. — Pexxum noctymna:
https://base.garant.ru/12146661/.

[Tocranosnenue IIpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkneHun IIpaBui
JIETIOTIPOM3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIBHON BIACTU»// [DIEeKTpOHHBIN
pecypcl. - M., 2019. - Pexxum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Toctanosnenue I[IpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBEep>KIeHWUU MPaBUII
oOMEHa JOKyMEHTaMH B DOJCKTPOHHOM BHJE TMPH OpraHW3alud HH(POPMAIMOHHOTO

B3aumonenicreus //  [OnekTpoHHbi  pecypc]. — M., 2019. - Pexum pgocryna:
https://base.garant.ru/70832680/
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MeTtoauyeckie pekOMEHAAMU M0 pPa3paboTKe MHCTPYKIHMM MO JeNONpOM3BOACTBY B
denepalbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLUSA 110 AETONPOU3BOICTBY B FOCYAAPCTBEHHBIX OpraHU3aIUsaX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexktponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Tpukaz MunkynabTypsl Poccum ot 31.03.2015 Ne 526 «O6 yTBep)ACHUM TNPaBUI
OpraHM3ali XpaHEHUs, KOMIUIEKTOBAHUS, Y4e€Ta M HUCIOJIb30BaHUS TOKYMEHTOB ApPXMBHOIO
donaa Poccuiickoit deneparnuu U Ipyrux apXMBHBIX JTOKYMEHTOB B OpraHax roCy/lapCTBEHHOU
BJIACTH, OPraHaXx MECTHOI'O CaMOYIIpaBJIEHUs U OpraHu3alusax» // [DnexkTpoHHsbI pecype]. — M.,
2019. — Pexum gocryna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P MCO 15489-1-2007 Cucrema ctannapToB 1o nHpopmanuu, OUOIMOTEUHOMY U
W3/IaTeNIbCKOMY JieNy. YTpaBiieHue aokymeHtamu. OOmme TtpeboBaHus. // [DIEKTPOHHBIN
pecypcl]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXHWBHOE J€710. T€pMUHBI U OMPEIEIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexnm JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JonosHuTe/bHbIE HCTOYHUKHU

[TpodeccuonanpHbIM CTaHIapT «CrennanucT no OpPraHu3aliOHHOMY  H
JTOKYMEHTAI[MOHHOMY OOECIICUCHHUIO YIPABJICHUS OpraHu3aluel», YTBEP)KIEHHBIA MPUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [Dnexktponnsiii pecypc]. — M., 2019. — Pexum
nocrtyna: https://base.garant.ru/71064518/.

[Ipodeccuonanpupiii  ctangapt «CHenuaiucT IO  YIOPaBICHUIO JIOKyMEHTAIMei
OpraHu3anuu», YTBEPKICHHBIM IpHUKa3oM MUHHUCTEpPCTBA Tpyda U COLMAIBHON 3aLIUTHI
Poccuiickoit ®enepanuu ot 10.05.2017 Ne 416u // [DnexktponHblif pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHbr THUMOBBIX YHPABIEHYECKHX aPXUBHBIX JOKYMEHTOB, O0Opasylomuxcs B
IpoLecce NIEATEIbHOCTH TOCYIAapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYIpPABICHUS U
OopraHu3anui, C YyKa3aHUEM CPOKOB XPAaHEHHWs, YTBEpXKACHHBIM NpHUKa3oM MuHuCTEpCTBA
KynbTypbl PO ot 25.08.2010 Ne 558 (B geiicTB. pen.) // [Dnexrponnsii pecypc]. — M., 2019. —
Pexxum noctymna: https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.
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Jlutreparypa

beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrWe  ympaBieHHS  (JAEIOIMPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yuebroe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/

bo6suteBa M.I1. HekoTtopsie 0coOEHHOCTH COBpEMEHHOTO IoKyMeHTooOopoTa // BectHuk PITY.
2015.  Ne2.  [Omexkrtponnsldi  pecypc]. — M., 2019. - Pexum  pgocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTOpbIXx mpobnemax chepbl ympaBiaeHus JOKyMmMeHTaMu B Poccuiickoii
®enepauun // Bectauk PITY. 2014. Ne2. [Dnextponssiii pecypc]. — M., 2019. — Pexum
nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. Ilepeyenr pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOH  CeTH

«AHTepHeT»

IIpaBoBBIe 0a3bl JaHHBIX: WWW.consultant.ru, www.garant.ru.

7. MarepuajbHO-TeXHUYECKOe o0ecnedeHne TUCHUNINHBI (MOTYJIs)

AyauTtopuu Uisi TPOBENCHHUS JICKIUH U CEMHUHAPCKUX 3aHATHH C TEXHUYECKUMHU CPEACTBAMU
00ydeHHS (MyTbTUMEANA-TTPOCKTOP (BUACOMPOCKTOP), IKpaH (MIEPSHOCHOHN MIIN CTAITMOHAPHEIH)).

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHnbIX npodeccnonaabHbIX 6a3 1aHHbIxX (B/1) 1
uHpopManuoHHo-cnpaBounkie cuctem (MCC) (2017 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue [10 [TpouzBoautens | Crnocol pacnpocTpaHeHUs
/n (tuyensuonHoe unU
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE

3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
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7 Microsoft Share Point 2010 Microsoft TUIEH3NOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepevyens Bl u UCC
Tabauya 2
Nori/nn HaumenoBanue

Web of Science

Scopus

MexnyHaponHbie pedepaTuBHbie HaykoMeTpuieckue bJl, mocTymHble B paMkax
HaIlMOHAJIFHOH noamucku B 2017 T.

2017 r.

SAGE Journals

Kypnans! Taylor and Francis

HpO(i)CCCI/IOHaIIBHBIe IIOJTHOTCKCTOBBIC BH, AOCTYIIHBIC B paMKax HaHHOHaHBHOﬁ IOAIINCKH B

Kypuansr Oxford University Press
ProQuest Dissertation & Theses Global

JSTOR

[Ipodeccrnonanbubie TOMHOTEKCTOBEIE B/

W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HAyKam

l"apanT

KouncynsranT Ilntoc,

KommeroTepHble cripaBoYHbIE TIPABOBBIE CUCTEMBI

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHHbIX npodeccnonaabHbIX 6a3 aHHbIxX (B/1) 1
uHdopmauunoHHo-cupapoynsie cuctem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nent Haumenosanue [10 [TpousBogutens | Crmocobd pacmpocTpaHeHUs
/i (tuyensuonnoe unu
c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
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2. Ilepevens Bl u UCC

Tabauya 2

Nerni/mt

HaunmenoBaunue

Mexaynapoansie pedepaTuBHbIC HayKoMeTpudeckre b/I, mocTymHbie B paMkax
HaIlMOHAJILHOH moanucku B 2018 T.

Web of Science

Scopus

ITpodeccronanpubie nonHoTekcTOBBIE BJI, HOCTYNHBIE B paMKax HALlMOHAIBHOM HOAMUCKU B
2018 r.

Kypuansr Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnans! Taylor and Francis

[Ipodeccrnonanbubie TOMHOTEKCTOBEIE BJ]

JSTOR

W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKam

KommsrotepHble cripaBoYHbIE TIPABOBBIE CUCTEMBI

KouncynsranT Ilntoc,
l"apanT

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHHbIX npodeccnonaabHbIX 0a3 naHHbIX (B/]) 1

uHpopManuoHHo-cnpaBounkie cuctem (MUCC) (2019 r.)

1. Ilepeyens 110

Tabnuya 1
Ner/ Hanmenosanwue 10 [TpousBoauTEND Crioco6 pacrpocTpaHeHHs
I (ruyenzuonnoe uau c60600HO
pacnpocmpaHsiemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
12 Windows 10 Pro Microsoft JINIIEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

2. Ilepevyens Bl u UCC
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Tabauya 2

Nori/nt HaumenoBanue
Mexaynapoansie pedepaTuBHbIC HayKoMeTpudeckrue b/I, mocTymHbie B paMkax
HaIlMOHAJILHOH moamucku B 2019 r.

Web of Science

Scopus

ITpodeccronanpubie nonHoTekcTOBBIE BJI, HOCTYMHBIE B paMKax HALlMOHAIBHOM NOAMUCKU B
2019r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

DNeKTPOHHBIC M3JaHUs U3/IaTeIbCTBA Springer
[IpodeccruonanbHbie TOTHOTEKCTOBBIC B/

JSTOR
W3nanus no o01ecTBEHHBIM U TYMaHUTApHBIM HayKaM
KOMHBIOTCPHBIC CIIPaBOYHBIC ITPABOBLIC CUCTCMbI

Koncynbrant Ilmoc,
l'apanT

8. OOecneyenne o0pa3oBaTeIbHOr0 Mpouecca I JIMI € OrPaAaHMYCHHBIMH

BO3MOKHOCTSIMM 310POBbS 1 HHBAJIUIA0B

B xoze peanuzanuu IUCHUILTMHBI HCTIOIB3YIOTCS CIIEYIONTNE JOTIOTHUTEIbHBIC
METOJIBI O0YYEHUSI, TEKYIIEr0 KOHTPOJISI YCIIEBAEMOCTH M TPOMEKYTOYHON aTTeCTAINH

06yqa101u1/1xcsl B 3aBUCUMOCTH OT UX MHAUWBUYAJIbHBIX 0COOEHHOCTEIA:

. IUIS CJIETBIX U CJTA0OBUISIIINX

- Jgexuuu OoQOPMIISIFOTCS B BHUJE SJECKTPOHHOTO JTOKYMEHTA, JIOCTYITHOTO C TTOMOIIBIO
KOMHBIOTepa CO CHGI_II/Ia.HI/ISI/IpOBaHHBIM HpOFpaMMHBIM OGGCHG‘-IGHH@M;

- IIHMCBMCHHBLIC 3a/IaHVs BBIIIOJHAKOTCA Ha KOMHBIOTepe (6]0) CHGI_[I/Ia.HI/ISI/IpOBaHHBIM
MIPOrpaMMHBIM 00ECIIeYEeHNEM, U MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCss MHIMBHIYATbHOE paBHOMEpHOE ocBemieHne He Menee 300 Jrokc;

- IJI1 BBIIIOJIHCHUSA 3adaHUuA HpI/I HGOGXO,Z[I/IMOCTI/I Hpe,Z[OCTaBJIHeTCH YBG.HI/I‘-II/IBaIOH_[ee

YCTPOHCTBO; BO3MOXHO TAaK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUUBAIOIIUX YCTPOUCTB;
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- IUCbMEHHBIE 3aJJaHUs OPOPMIISIOTCS YBEIMYEHHBIM IPUPTOM;

- DK3aME€H U 3a4€T MPOBOJATCA B YCTHOM (pOpME WM BBIIOJHSIOTCS B MHCbMEHHON
¢dopme Ha KOMITBIOTEPE.

. JUIS TITyXUX U cIa00CTbIIIAIHX:

- Jekuuu o(OpMISIIOTCS B BHJIE 3JEKTPOHHOTO JOKYMEHTa, JHOO MpPeqoCTaBIIseTCs
3BYKOYCHJIMBAIOLIAs anmapaTypa WHANBHyaTbHOTO ITOJIb30BaHUS;

- IUCbMEHHBIE 33JJaHHs BBIIOJIHAIOTCS HA KOMIIBIOTEPE B MUCBMEHHOM (hopme;

- 9K3aMEeH M 3a4€T IMPOBOJAATCS B IMUCBMEHHOH (hopMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBesieHUe B (hopMe TECTUPOBAHMSL.

. JUIsl JIML C HApYIIEHUSIMU OMIOPHO-/IBUTATENIBHOTO alapaTra:

- JIeKUuu o(pOpPMIIIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOUIbIO
KOMIIbIOTEPA CO CHEIMATN3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUEHUEM;

- TNHCHMCHHBIC 3a/laHUs BBINOJHAIOTCS Ha KOMIBIOTEPE CO CIELHUATN3UPOBAHHBIM
MPOrPaMMHBIM 00€CTICYeHUEM;

- DK3aMeH U 3a4€T MPOBOJATCA B YCTHOM (pOpMe WM BBIIOJHSIOTCS B MHCbMEHHON
¢dopme Ha KOMITBIOTEPE.

ITpu HEOOXoMMMOCTH MpelycMaTpUBAEeTCs yBEINUYEHUE BPEMEHHU AJIs TIOATOTOBKH OTBETA.

IIponienypa  mpoBeaeHHMs  HPOMEXKYTOYHOM — arTecrauuu s OOydarommxcs
YCTaHABIMBACTCSI C Y4YETOM HUX HMHIUBUAYAJIBHBIX TCHUXO(PHU3UYECKHX OCOOEHHOCTEH.
[IpomexyTo4yHas aTrTecTanus MOKET IPOBOJUTHCSA B HECKOJIBKO ATAIOB.

ITpu npoBeneHNM NpoLEaypbl OLEHUBAHUS PE3yIbTATOB OOyUEHMs MpeaycMaTpUBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOOUMBIX B CBA3M C WHAMBUIYaJIbHBIMU
0COOCHHOCTSAMHU O00yYaroIuXcs. DTU CPENCTBA MOTYT OBITh MPEJOCTABICHBI YHHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPECTBA.

IIpoBenenne mpoueaypbl OLIEHUBAaHHUS pe3ylbTaroB OOy4eHHs [JOMYyCKAaeTcs ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIHH.

ObecneunBaeTcs AOCTYN K HH(GOPMAIIMOHHBIM U OubinorpaduyeckuM pecypcam B CETH
WnTepHer nns kaxzaoro oOydaromerocss B (opMax, aganTUPOBAHHBIX K OTPAHUYCHUSM HX
3JI0POBbsI U BOCIIPUATHUS UH(DOPMALIUK:

® JUIS CJIETIBIX U CTTa00BHIAIINX

- B IeYaTHOU (hOpMe YBEITMUYCHHBIM MIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

® I TIYXUX U CJ'Ia6OCJ'IBII_HaH_H/IXZ
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- B Ie4aTtHou opme;
- B (hopme 31eKTPOHHOTO TOKYMEHTA.
® /15151 0OyYaIoLUXCsl ¢ HApPYIICHUSIMU ONOPHO-JIBUTATEIBLHOTO alapara:
- B meyaTtHo# (opme;
- B (hopMe 2IEKTPOHHOTO IOKYMEHTA;
- B hopme aynuodaiina.
VYyeOHBIC ayauUTOpPUM I BCEX BUIOB KOHTAKTHOM W CaMOCTOSITEIHHOW pPalOOTHI,
HayyHas OuOiMOoTeKa M UHBIE TOMENIeHHs] Ui OOy4YeHHUS OCHAIICHbl CIelUuaTbHBIM
o0opymoBaHrEeM U Y4eOHBIMU MECTaMU C TEXHUYECKUMU CPEACTBAMH OO0YUCHUS:
® /ISl CJICTIBIX U CIIA0OBUASIINX:
- YCTpOMCTBOM U1 cKaHupoBaHUs U uTeHus ¢ kamepoid SARA CE;
- nucruieeM bpaitnst PAC Mate 20;
- mpuHTepoM bpaitnsg EmBraille ViewPlus;
® sl TAYXHUX U CIa0OCBIIIAIINX:
- aBTOMAaTH3UPOBAaHHBIM pPa0OYMM MECTOM /s JIIoJed C HapylleHHeM ciyXxa u
¢1a00CIIBIIIAIINX
- aKyCTUYECKHUI YCHIIMTEh U KOJIOHKH;
® /it O0YYaIONIUXCsI ¢ HAPYIICHUSIMH ONIOPHO-JIBUTATEIILHOTO arapara:
- IEPEABIKHBIMU, PETYIIHPYEMBIMU 3proHomudeckumu napramu CU-1;

- KOMITBIOTEPHOM TEXHUKOM CO CTielUaIbHbIM TPOrPaMMHBIM 0OecTieYeHUEM.

9. MeToauyecKkne MaTepHaIbl

9.1. Il;1anbl 1200paTOPHBIX 3aHATHI

Ilnanel na0opaTopHbIX 3aHsATHiE.  MeToanyeckHe YKa3aHHsl 10 OPraHu3alMH M
MPOBEIEHUI0

BeiOop Tem 51abopaTopHBIX — 3aHATHA OOYCIIOBJIEH OOIIMM COJEpKaHHEM Kypca u
HAaIleJIEH Ha YriyOJIeHHOE N3YYEHHE €ro OTJENIbHBIX Pa3/IeNioB.

[Tnan maGopaTOpHBIX 3aHATHH BKJIIOYAeT 1Ba pasjaena: "OpraHu3anus U TEXHOJIOTHS
JIETTONPOU3BOJICTBA B  YUPEXKACHUAX JOpeBOMONMOHHON Poccun" wu "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOTO JEJIOMPOU3BOJICTBA" .

]_ICJ'IB na60paT0pHHx 3aHATHH - 3aKPCIICHUC CTYACHTAMU TCOPCTUICCKUX 3HaHUH JICKIITMOHHOI'O
Kypca # (QopMUpOBaHHE NPaKTUYECKUX HABBIKOB OpPraHU3allMd COBPEMEHHOH  CIIy>KOBI
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JIENIOTIPON3BOJICTBA, TPHEMOB W METOJIOB TEXHOJOTHH pPabOThI C JOKYMEHTAMH B YIIPaBICHYECCKOM
ammapare.

B pesynbpraTe BBINOTHEHNS TA00PATOPHBIX 3aHATHI CTYACHTHI JOJDKHBI
3HATH!

. XapaKTepHble OCOOCHHOCTH OpTraHM3allud pPa0OThl ¢ JOKYMEHTaMU B YUPEKICHUSIX
Poccun B paznuuHble MCTOPUYECKHUE MEPUOJBI, B3aUMOCBS3b 3TUX MPOIECCOB C TOCYAAPCTBEHHBIM
anmapaToM yIpaBJIeHUS;

. COBpeMEHHBIE TpeOOBaHUS K JOKyMEHTALIMOHHOMY OOECICUEHHUIO YIpaBICHUS B
yUpexJIeHUAX U opranuzausax Poccuiickoit denepanyu;

. HPUHIIMIIEl OPTaHU3alMU JOKYMEHTAI[HOHHOTO 00€CIIeYeH s YIIPaBICHUS;

YMETB:

. OPraHU30BbIBATH CIIYKObI JOKYMEHTAIIHOHHOI'O 00ECIIEUEeHUs! YIIPaBJICHUS;

° pa3pabarbiBaTh JIOKaJbHbIE HOPMAaTHBHBIE AaKThl H  HOPMAaTHBHO-METOIWYECKUE

JAOKYMCHTBI (HOJ'IO)KCHI/IH, HUHCTPYKIHUU U T.Z[.) o BCACHUIO NOKYMCHTAIIMOHHOTO obecrneueHus

YIIpaBIICHAS

. BBITIOJTHATD KJTFOUEBBIC TEXHOJIOTHYECKHUE OIIEpPaIliH B pab0Te ¢ JOKYMEHTAMH;

BIIJICTh:

. MIPaBWJIaMH OpPTraHU3aI[K BCEX 3TANOB PabOTHI C JOKYMEHTAMH;

° METOJaMH TPOBEJICHUS aHaju3a OpraHu3alui JIOKYMEHTAI[MOHHOTO O0eCIeUYeHHUS
YIpaBJICHHS,

. METOJaMH ONITUMHU3AINH JOKYMEHTAIIMOHHEIX ITPOIIECCOB.

[MoxroroBka K JIJAOOPATOPHBIM 3aHATHSAM OCHOBaHA Ha CaMOCTOATENLHOM paboTe CTYICHTOB IO
U3YYECHUIO JICKIIMOHHOTO KypCa, HCTOYHUKOB U JINTEPATYPhl, PEKOMEHAOBAHHBIX K KaXKJAOMY 3aHSATHUIO.

PA3JEJ 1. OPTAHU3ALIMS IEJIOITPON3BOJICTBA B YUPEKIEHMSIX
JTIOPEBOJIIOIIMOHHOI POCCUH

1.1.  enonpousBoactso B yupexaeHusx Pycckoro rocygapctsa XVI-XVII BB.
1.2.  JenonpomsBoactso B yupexacHmsx Poccun XVIII B.

1.3.  Jenonpou3BoacTBo B yupexacHUIX XIX - Had. XX B.

PA3JEJ 2. OPTAHU3ALUS COBPEMEHHOI'O JEJOIIPOU3BOACTBA

2.1.  Opranuzauus ciayxO0bl AeTONPOU3BOACTBA

2.2.  Opranuzanms JOKyMEHTO000poTa

2.3. Perucrpauus 10KyMEHTOB.
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2.4. HomeHknaTypa aen

2.5. [loarotoBka TOKYMEHTOB K MOCJIEAYIOMIEMY  XPAHEHHUIO U UCIOJIb30BAHUIO
2.6. CocraBneHne HHCTPYKIUH 10 JI€TOIPOU3BOICTBY

PA3JEJI 1. OPTAHU3ALUA AEJOIIPOU3BOACTBA B YUYPEXJIEHUSA
JTOPEBOJIIOIIMOHHOMN POCCUHA

Tema 1.1. [esionpou3BoaAcTBO B yupexxnenusix Pycckoro rocyrapcrsa XVI-XVII BB.

(4 gaca)

SAJJAHUA

1. M3yunts Cynebnuk 1550 r. m CobopHoe ynoxxenue 1649 r. [1o 3TuM akTaM BEISIBUTE:

* CTPYKTYpPY OpPTraHOB TOCYapCTBECHHOTO YIIPABIICHUS;

* COCTaB M JOJKHOCTHBIE O0S3aHHOCTH " CITYKHJIBIX JIFOICH .

* HalPaBJICHUS pErIaMEHTAI[H PA0OTHI C IOKYMCHTaMH.

2. 3yunts cxeMy opraHU3aI[iH UCIIOJHEHHS JOKYMEHTOB B IPUKA3HOM JICIIOTIPOU3BOICTBE.

3. [Ipoananu3upoBaTh MEPBUIHBIN KOMIUICKC JOKYMEHTOB (Ha MpUMEpE Jieja 1o 9YeT00NTHON
Sxosa lletunosa B [loMecTHOM MpHKase) U ySICHUTH NOPIOK GOPMUPOBAHHUS JIEa.

VKA3AHUS 110 BBIITOJHEHHWIO 3ATIAHUN
1. Wsyuure Cynebuuk 1550 r., CobopHoe ynoxkenue 1649 1. u ysacHUTE cienyroliee:

* COCTaB JIMIT "BEPITUBITUX CYA" U JOKYMEHTHPOBABIIHNX IEATEIHLHOCTD CY/a;
* IOPSAAOK MOAAYH, PACCMOTPEHHS U UCIIOTHEHUS YeTOOUTHBIX;
* IOPSAOK BEICHUS PETUCTPALMOHHBIX (OPM [T "CyTHBIX Aem'";

* OTBETCTBEHHOCTH 3a MOIAEIKY JOKYMEHTOB M HEIOOPOCOBECTHOE OTHOIIEHHE K TOKHOCTHBIM
00S3aHHOCTSM.

2. PaccmoTpuTe cxeMy MPOXO0XKACHUS U MCIIOJIHEHHUS IOKyMEHTOB B IPUKA3ax U CAENaiTe BHIBOI
0 COCTaBE TEXHOJOTUYECKUX OMEepalnii ¢ JOKyMEeHTaMH, IPUMEHSBIINXCS B IPUKA3HON CUCTEME
JIeJIOTIPOU3BOACTRA.

3. O3HakombTECH C mestoM [loMecTHOTO TIpHKa3a Mo yenoouTHoi# Skosa llleTnnoBa u
COIOCTaBBTE MOCIEAOBATEIILHOCTh PACCMOTPEHUS U PEIICHHS BOIIPOCA M TIOCIIEI0BATEILHOCTh
pacronoXeHus JOKyMeHTOB B Jenie. Onpeieniute KpalHKe AaThl ieja U 0COOCHHOCTH
JIOKYMCHTUPOBAHUSI.

KOHTPOJIBHBIE BOITPOCEHI
1. Ilepeuncnure 0COOEHHOCTH CHCTEMBI ISJIOMPON3BOACTRBA B IICHTPABHBIX YUPEKICHASIX
Poccuu XVI-XVII BB.
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2. HazoBute 3aKk0HOMATEIHHO PETJIaMEHTHPOBAHHBIE 00S3aHHOCTH " CITY>KIUTBIX JTI0fIei" B paboTe
C JIOKYMCHTaMH.

3. Kakue onepanuu B paboTe ¢ TOKyMeHTaMHU C(HOPMHPOBAIHCH B IIPUKA3HOM
JIETIOTIPON3BOACTBE ?

4. NaiiTe XapaKTepUCTUKY CTOJIO0BOI (hOpMBI AETONPOU3BOACTBA KaK TEXHUKU
JOKYMEHTUPOBaHUA U (POPMHUPOBAHUS JIEII.

5. Korja Gbl1a BBeIeHa 1 KOT/Ia OblIa OTMEHEHA CTONOIOBast GOpMa IeIoIpOH3BOCTBa?

NCTOUYHUKU U JINTEPATYPA

beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrWe  ympaBieHHS  (AEIOIMPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e¢ u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

Tema 1.2. [denonpoussoactso B yupe:xaeHusix Poccuu XVIII B. (4 yaca)

SAJJAHUA

1. HWzyunte ['enepanpHbIi persameHT 1720 T. W BBIABHTH OCHOBHBIC TpPEeOOBaHHUSI K
OpraHM3aIiy JCIIONPOU3BOJICTBA B KOJUIETHSIX M JOJDKHOCTHBIE 00SI3aHHOCTH KAHIEIAPCKHUX CITYKaIIHX.

2. I/I3y‘-II/ITI> CXCMY HCIIOJHCHUSA JOKYMCHTOB B KOJIJICTHUAX.

3. WMsyuuts "Yupexkmenue mius yhpaBieHus rybepuuit” 1775 T., BBIIBHTH OCHOBHBIC
TpeOOBaHMS K OPTaHU3AIUH JCIOTIPOU3BOJICTBA B MECTHBIX YUPEKICHUSIX U JOKHOCTHBIC 005S3aHHOCTH
KaHIENSPCKUX CITYKAIINX.

4, I/I3y‘-II/ITI> CXCMY HUCIIOJIHCHUSA JOKYMCHTOB B MCCTHBIX YUPCIKIACHUIX.

5. HpOS.HaJ'II/IBI/IpOBaTB Aacio, C(l)OpMPIpOBaHHOC B MCCTHBIX YUPCIKICHUAX.

YKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. Wzyuus "'enepanbublii perinamedT 1720 r., yACHHATE cleayromee:

1.1. CTPYKTYPY KOJJIETHH;

1.2. JIOJKHOCTHOM COCTaB KaHUEISIPCKUX CITYKAIUX;

1.3. 005I13aHHOCTH KaHIISISIPCKHUX CITYXKAIIHX;

1.4. MOPSIIOK MOJYYCHUS TOKYMEHTOB B KOJJICTHSIX;

1.5. MTOPSIIOK PACCMOTPEHUS JOKYMEHTOB B KOJUICTHSX;

1.6. OpTaHU3aNMsI U TEXHOJIOTHS PETUCTPAITIH TOKYMEHTOB;
1.7. MOCTPOCHUE CIIPABOYHO-UH(POPMAIIIOHHOTO aIapara;
1.8. CPOKH MCTIOJTHEHUS TOKYMEHTOB;

1.9. OpraHu3anuro XpaHCHUA JOKYMCHTOB B KOJIJICTHUAX.



49

2. I/I3y‘II/ITe CXEMY HCIIOJIHCHUA JOKYMCHTOB B KOJIJIETHUAX U BBIABUTE COCTaB
ACJIOIPOU3BOJACTBCHHBIX or[epaunﬁ.

3. M3yuuB "O6mmee ryoepHCcKoe yupexaeHue " 1775 r., onpenenure:

3.1.  cTPYKTypy KaHIEISPHUH, TOIDKHOCTHOM COCTaB KaHIEMAPCKUX CITYyXKAIInuX, UX
00s13aHHOCTH B paboTe C IOKyMEHTaMU;

3.2. TEXHOJOTHIO PabOTHI C TOKYMECHTAMH:
3.2.1. TOpPANOK MEPBUYHON 00PaOOTKH MOCTYNHBIIUX JOKYMEHTOB;

3.2.2. TEXHOJOTHS PETUCTPAINH JOKYMEHTOB: PUMEHSIEMBIE PETUCTPAIIMOHHBIE (POPMBI, UX
Ha3HAuCHHE W COCTaB WH(POPMAITUH;

3.2.3. MOpAIOK pacCMOTPEHHUs JOKYMEHTOB;

3.2.4. TIOPSIOK UCITOJTHEHHSI TOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIONHEHHEM I0KYMEHTOB;

3.2.6. TIOPSAIOK OTHPABKH JOKYMEHTOB;

3.2.7. opraHM3aluIo XpaHCHHS JJOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

4. N3yuute cxemy UCHIOMHEHUS JOKYMEHTOB B MECTHBIX YUPEKACHUSIX U BBIIBUTE COCTAB
JIEJIOTIPON3BOCTBEHHBIX OTIEePAITHid.

5. Paccmotpure nena mectHbiX yupexnenuid X VIII B., oOpaTute BHEMaHKe Ha odopMiieHHe
00JIOXKKH Aesia, COCTaB JOKYMEHTOB JIeNa, TIOCJIEA0BATEIbHOCTD UX PACIIONIOKEHHS, MTOPSIOK U CPOKU
PAacCMOTPEHUsI JOKYMEHTOB, YSICHUTE MTPUHINIBI HOPMHUPOBAHUS JEII.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHUTE CHCTEMY IIPUKA3HOTO U KOJUIEKCKOTO JEIOMPOU3BOICTBA, OOBSICHUTE Hanboee
XapaKTePHBIE OTIIAYMSL.

2. [lepeunciure HOBBIE ACIIONPON3BOICTBEHHBIE OTIEPAITUH, BO3HHUKIIHUE B yupekaeHusx X VIII

3. [lepeuncnuTe 00s13aHHOCTH JEIONPONU3BOICTBEHHON CITY>KOBI IO MMOATOTOBKE TOKYMEHTOB K
apXUBHOMY XpaHEHHIO (110 3aK0oHy 1775 1.).

4. HazoBuTe 3aKOHOJATEIBHBIN aKT, KOTOPHIM BIIEPBBIC OBLI ONPEICICH CPOK XPAHCHHS
JIOKYMEHTOB B TEKYIIIEM JEIOMPOU3BOICTBE (0 CAAYH JOKYMEHTOB B apXHB).

5. HazoBuTe XapaKTepHbIe YepThl CHCTEMBI PETHCTPAIHH JOKYMEHTOB B KOJIIETHAX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JIOKyMEHTallMOHHOE  OOECleYeHHe  yIpaBleHUs  (JIeIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e u3a. nepepad. u

JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

Tema 1.3. JlesonpousBoactro B yupexaeHusx XIX - nay. XX B. (6 gacoB)
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SAJJAHUA

1. M3yuuts "Obmmee yupexxnenne MuaucTepcTB” 1811 r. ¥ yACHUTH OCHOBHBIC TPEOOBaHUS K
OpraHM3aIiU JCIIONPOU3BOJICTBA B IECHTPATIBHBIX YUPESIKICHHSIX, a TAKKE JJOJDKHOCTHBIE 00SI3aHHOCTH
KaHIENSIPCKUX YNHOBHHUKOB.

2. [Ipoananmu3upoBats 0cOOCHHOCTH (pOopMUPOBaHMS 11ed B yupekaeHusx XIX - Had. XX B.

3. Uzyuuts "IlonoxkeHre 0 MUCbMOBOACTBE U ICTONMPOU3BOACTBE B BOeHHOM BenomcTBe” 1911 1.
Y BBISIBUTH OCHOBHBIC HAIIPABJICHHS PaIlMOHAIM3AIIAH IITIOTIPON3BOICTRA.

4. I3y4uTh CXeMy UCTIOTHEHUs JoKyMeHToB B Kannenspuu [ToneunTens MOCKOBCKOTO Y4eOHOTO
OKpyTa.

5. O3nakoMuThCs ¢ JokyMeHTamu Kannensipuu [lonednTens MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTD 3JICMEHTHI PalliOHATN3alUY MPoliecca UX UCTIOTHEHUS.

YKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. M3yuus "Obmee yupexnenue Mmuauctepcts” 1811 r., ompenenure ciemyromiee:

1.1. opraHu3anoHHYI0 CTPYKTYPY MHHHCTEPCTBA;

1.2. cTpyKTypy OeTOnpOn3BOICTBEHHOM CITYKOBI;

1.3. opranu3anuio JOKyMEeHTO000pOoTa:

1.3.1. mopsiaok nmocTymieHus: JokyMeHToB: B Kannenspuio Munuctpa; B JenapTaMeHThI;

1.3.2. opraHu3aIuio JBIKEHHS JOKYMEHTOB, HATIPABJICHHBIX B KAHIIEISIPUIO MUHKCTPA ; B
Henaptament; B CoBeT MUHHUCTpA: B 001IIee IPUCYTCTBUE AenapTamMenTa; B OcoOble yCTaHOBIICHNUS |

1.3.3. mops10K UCTIONHEHUS JOKYMEHTOB: B KaHnensapun MUHUCTpa; B JlenapraMeHTax;
1.4. opranm3anuio u TEXHOJIOTHIO PETUCTPAITNH;

1.5. opranmu3zanuio KOHTPOJIA 32 UCTIOTHEHUEM TIOKYMEHTOB (PEBU3US);

1.6. mopsmox hopMHUPOBAHUS AL,

1.7. opranmuzanuto xpaHeHus1 JOKYMEHTOB;

1.8. HasHauenue OTYETOB.

2. O3HAKOMBTECH C nenamu yupexaennii XIX B., o0patuTe BHUMaHHE Ha 0pOpMIICHHIE 00JI0KKA
JieJia, COCTaB IOKYMEHTOB JIeNa, TIOCIeI0BATeILHOCTh X PACITOIOKEHUS, IOPSIOK U CPOK PACCMOTPEHUS
JIOKYMEHTOB.

3. Uzyunre "IlonoxeHne o MUCEMOBOJICTBE U JISIONPOU3BOICTBE B BOGHHOM BemoMcTBe" 1911 T.
1 00paTUTe BHUMAHUE Ha:

3.1. peryiaMeHTAIUIO IPUMEHSIEMBIX BUIOB JOKYMCHTOB;
3.2. ynopsiioueHue MPaBUIl COCTABICHUS U OPOPMIICHHUS TOKYMCHTOB;
3.3. perjaaMeHTaluio CIIpaBOYHO-UH(GOPMAIMOHHOTO (OH/a;

3.4. MEXaHM3AITUIO JCIIOTIPON3BOICTB;
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3.5.0prasu3anuio OrnepaTiBHOTO U APXUBHOTO XPaHEHHS JOKYMEHTOB.

Ha ocHoBe paccMOTpeHHUs EPEUUCICHHBIX BOIIPOCOB CAEIAWTE BEIBOJ O HAIPABICHUAX
paImoHAIM3AITIH ICTIOTPON3BOACTBA B BOCHHOM BEIOMCTBE.

4, [Ipoananu3upyiite cxeMmy opranuzanuu paenonpousBojctBa B Kannenspun Iloneuntens
MOCKOBCKOTO y49eOHOTO OKpyTa W cIejaiiTe BBIBOA O CIIOC00ax parliOHAIM3AINK dTAllOB HCITOJTHCHHS
JIOKYMEHTOB U MOATOTOBKU OTBETHOT'O JOKYMEHTA B 3TOM YUPEKICHUU.

5. O3nakoMbTech ¢ KoIuTeKImeii okyMenToB Kannenspun IToneunrens MOCKOBCKOro y4eGHOTO
OKpyTa, o0paias BHUMaHUE Ha:

. 3JIEMEHTHI MEXaHU3UPOBAHHOU 00pabOTKM TOKYMEHTOB (CIIOCOOBI TIOMETOK O
MOJTYYCHUH, HAMPABICHHN HA UCTIOIHEHHUE M UCTIOJIHEHHU JIOKYMEHTOR);

. XapakTep Pe30IIOInii;

. CIIOCOOBI COCTABJICHHUS IIPOEKTA JOKYMEHTA;
. 3JIEMEHTHI YHH(DHUKAIMH TEKCTa JIOKYMEHTA;
. BHJIBI OJIAHKOB M CIIOCOOBI MX H3TOTOBJICHHUSL.

CrenaiiTe BBIBOJ 00 OCHOBHBIX M BCTIOMOTATEIBHBIX HAIIPABJICHHUSIX PAIlOHATIN3AIINN TIPOIIECCOB
pacCcMOTPEHUs U UCIIOJIHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHUTE CUCTEMY KOJUIEKCKOTO M MUHUCTEPCKOTO (MCIOTHUTEIBHOTO)
JIEIIONPON3BOJICTBA, OOBICHUTE HanboJee XapaKTepHbIE OTIUIHA.

2. Kak pa3BuBanach CTpyKTypa JeIOTPOU3BOCTBEHHOHN CITY:KOBI MUHHCTEPCTBA B TIEPBOI
rmosioBuHe XIX B., 4eM OHA OTIIMYAIACh OT KOJUIEKCKOH?

3. HazoBute ocHOBHEIC Tpe6OBaHI/I$I K OpraHusanvun Z[OKYMCHTOO60p0Ta B MUHHUCTCPCTBAX
XIX B. Ha kakue OCHOBHEIC JOKYMCHTOIIOTOKH Pa3aciIslINCh JOKYMCHTHI B MI/IHI/ICTCI)CTBEIX{.7

4. HazoBute xapakTepHble 4epThl CHCTEMBI PErHCTPAINi JOKYMEHTOB B MUHUCTEPCTBAX ?

5. B kaxoii hopMe ocyIecTBIsIICS KOHTPOJIh 32 HCIIOJIHEHUEM JOKYMEHTOB B CUCTEME
MHHHCTEPCKOTO JCIIONPOU3BOJICTBA?

6. HazoBuTe 0cOOCHHOCTH OpraHU3aIiy XpaHEHUs IOKYMEHTOB B JIEIIONPOU3BOJICTBE
MUHHUCTEPCTB.

7. HazoBuTe HampaBieHUs U CLIOCOOBI PaIlOHATIN3AINA JSIONPOU3BOICTBA B YIPEIKACHHUIX
XIX - Hau. XX B.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokymeHTanmoHHOe oOecrieueHrWe  ympaBieHHS  (AEIONMPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3Hnerona. -2-e¢ u3a. nepepad. u

JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?1d=942800/

PA3JIEJ 2. OPI'AHU3ALIIUA COBPEMEHHOI'O JEJIOIIPOU3BOACTBA
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Tema 2.1. Opranuzauus cjiay:k0bl 1eJJ0MPou3BoaACTBA (6 YacoB)

SAJJAHUA

1. U3yunts TpebGoBaHMs AEHCTBYIOIIMX HOPMATHBHBIX AKTOB M HOPMATHBHO-METOMHYECKHX
JIOKYMEHTOB K OpTaHU3aIH{, CTPYKTYpe U QYHKIHAM CITy»KObI IeTOPONU3BOJICTBA.

2. [Ipoananu3upoBaTh OpraHU3AMIO CIYKOBI JCIONPOU3BOJCTBA B YCJIOBHOW OpTaHU3AIUM H
BBISIBUTH €€ OCOOEHHOCTH.

3. TIoATOTOBUTE CXEMY OPTaHM3ALMOHHON CTPYKTYpHl JETONMPOM3BOACTBEHHOH CITYKOBI B
YCJIOBHOM OpraHMU3allyu.

4. Pa3paborats ITonoxeHne o ciryx0e JeNoNpPON3BOJICTBA YCIOBHONH OpraHN3aIHH.

5. Pa3zpaboTaTh MTOMKHOCTHBIC HMHCTPYKIIUK PA0OOTHUKAM CITY>KOBI JICIIOTPOU3BOJICTBA YCIOBHOM
OpTraHU3aIHH.

YKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. Usyunre kpaTkylo XapakTepMCTHKYy JEATENLHOCTH YCIOBHOM OpPraHM3alldd, BBIACHHTE
0COOEHHOCTH OpraHu3alMu AEJIONPOU3BOACTBEHHON CIyXObl, €¢ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHUAM 10 CTaTyCy, IOAYMHEHHOCTH, HAMMEHOBAaHUSIM CTPYKTYPHBIX 4YacTel, HUX COCTaBy.
AprymMeHTupyHTe OTBET.

2. TIoArOTOBETE CXEMY OPTaHM3ALMOHHOH CTPYKTYPBI CIyXOBI I€TONPOM3BOJACTBA YCIOBHOI
opraHuzanuu, 3aQUKCUpYHTE MOJYMHEHHOCTh CIYXXO W CTPYKTYPHBIX mMoApasfesneHuid. /i xaxmoro
CTPYKTYPHOTO TOApA3JeNeHNSI M Y4acTKa CIy>KObI JEJONPOM3BOJACTBA Ha CXeMe (UKCHPYETCS BH[
NOJUYMHEHHOCTH (IpsiMasl aJAMWHHUCTpAaTHUBHAs WM Meroandeckas). OOocHylTe HaWMEHOBaHHE U
HNOJUYUHEHHOCTh KKA0I0 CTPYKTYPHOTO HOAPa3/ieICHHUS.

3. Ha ocnose IIpuMepHOTo MONOXKEHHS O CIykO€ AeT0NpPOM3BOICTBA Pa3paboTaiiTe CTPYKTYpy
TekcTa IlonoxxeHust o cityx0e AeI0npoOU3BOACTBA YCIOBHOM OpraHu3alud. TeKCT MOJIOKEHUs AOJIKEH
coJepKaTh KOHKPETHbIE (OPMYIUPOBKH 3afad, (YHKUWH, mpaB, OOs3aHHOCTEH M B3aUMOOTHOLICHUHN
ciyx0b1. Cnenyet opopmuth Ilonoxkenne Ha oOmeM OJaHKe, ONPEACTUTE MOPSIOK €ro COTIacoBaHUS U
YIBEP)KIEHUS (COCTaB CTPYKTYPHBIX IOApa3AeieHUH M NOJDKHOCTb PYKOBOIMTEJNS, YTBEPXKAAIOLIEIO
JOKYMEHT). ApryMEHTUPYITE CBOM NMPEATIOKEHUS 110 MPoeKTy [lonoxenus.

4. PaspaboraiiTe  JOKHOCTHbIE  HMHCTPYKIMH HAa  BECh JIOJDKHOCTHOM ~ COCTaB
JISIIONPON3BOICTBEHHON CITyOBbI yCIOBHOHN opraHu3anuu. Ha OCHOBE MOJYYCHHBIX HHIUBUIYaIbHBIX
3aIaHA pa3paboTaiiTe CTPYKTYpy TEKCTa W COCTaB Pa3leioB JOJHKHOCTHON HMHCTpYKIMH. OOpaTuTe
BHUMAaHHE, YTO NpH (HOPMYIUPOBKE JTOHKHOCTHBIX 00S3aHHOCTEH COTPYTHUKOB, CICAYET COTIacoBaTh UX
C OCHOBHBIMH 3aJadaMH H (QYHKIUAMH  CIyKObl (T.e. ¢ TekctoM Ilomoxenus). B pasmene
"B3anMOOTHOIIICHHS, CBA3H" CIIETyeT 3aKPEMUTh B3aUMOJICHCTBUS PAaOOTHHKOB CIIYXKOBI M MX CBS3HM Ha
YPOBHE MPEACTABICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Ilepeuncnure CTPYKTYpHBIE YacTH CIYXOBI IEIOTPOU3BOJCTBA B OPTaHU3ANMAX PA3THIHBIX
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YPOBHEMN yIIpaBIEHHUA.

2. IlepeuncnuTe AEUCTBYIOIIME IOKYMEHTBI, ONpEACIAIONINE 3aAadyd ¥ (YHKUUU CIIYKOBI
JIeJIOTIPOU3BO/ICTBA.

3. Ha3oBute TpeOOBaHHA K CTPYKType M cocTaBy wuH(opmauuu [lonokeHuss o ciayxoe
JISIIONPOU3BOJICTBA; JIOJDKHOCTHOM WHCTPYKITHH.

NCTOUYHUKU U JINTEPATYPA

[Tocranosnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkneHun IIpaBui
JIeNIOTIPOU3BOICTBA B (peiepalbHBIX OpraHax HWCHOJHHUTENbHON BiacTu»// [DJIEKTPOHHBIN
pecypcl. - M., 2019. - Pexum JIOCTyma:
http://www.consultant.ru/document/cons_doc_LLAW_88695/.

Metoanyeckie peKOMEHAALUUU 10 pa3paboTKe MHCTPYKIHMH IO JEIONpPOU3BOJACTBY B
deneparbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEpPXKIACHHBIC NMpuka3zoMm PocapxuBa ot 23
nexkabpst 2009 Ne 76 // [OnekrponHbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLUS 110 AETONPOU3BOACTBY B FOCYAAPCTBEHHBIX OpraHU3aIUsaX, YTB.
IIpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P UCO 15489-1-2007 Cucrema ctannapToB 1o nHpopMmanuu, OUOIMOTEUHOMY U
W3/IaTeNIbCKOMY JieNy. YmpaBiieHue aokymeHtamu. OOmme TtpeboBaHus. // [DIEKTPOHHBIN
pecypcl]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXHWBHOE J€70. T€pMUHBI U ONMPEIEIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[TpodeccuonanpHbIM CTaHIapT «CreunanmucT no OpPraHM3allMOHHOMY U
JOKYMEHTAI[MOHHOMY OOECIICUCHHUIO YIPABJICHUS OpraHu3aluel», YTBEP)KIEHHBIA MPUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [Dnexktponnsiii pecypc]. — M., 2019. — Pexxum
noctyna: https://base.garant.ru/71064518/.

[Ipodeccuonanpupii  ctangapt «CHenuaiucT IO  YIOpaBICHUIO JIOKyMEHTAIMei

OpraHu3anuu», YTBEPKICHHBIM IpHUKa3oM MUHHUCTEpPCTBA Tpyda U COLMAIBHON 3alIUTHI
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Poccuiickoit @eneparuu ot 10.05.2017 Ne 416n // [DnexktponHsii pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokymeHTanmoHHOe  oOecrieueHrWe  ympaBieHHS  (AEIOImPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocooue/ T.A. beikosa, T.B. Ky3nerona. -2-e¢ u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?i1d=942800/

Tema 2.2. Opranu3zanus 10KyMeHT0000poTa (6 4acoB)

3AJAHUA
1. M3y4uuTh cOBpeMEHHBIE TpeOOBaHWS K OPraHMU3aLWHU JOKYMEHTOO00pOTa B OPTaHU3AIUIX,
VUPEKICHUSIX U HA TMIPEIITPUATHSX.

2. HMBy4uTh 1 IpOaHATU3NPOBATH OPTAHU3AINIO JOKYMEHTOO00pOTa B YCIOBHOM OpraHU3aIlii.

3. M3yuuTh KpaTKyr0 XapaKTepUCTUKY ACSITCIbHOCTH LICHTPAJIBHOTO anmnapaTa yCIOBHOU
OpraHU3alMU U COCTABUTH ONEPOTPAMMBI JIBHKCHUS BXOISIICH, HCXOASIIEH U BHyTPEHHEH
JIOKYMEHTAITHH.

4. TMoncuntath 06beM JIOKyMEHTO000POTa YCIIOBHOM OpraHU3aIiiy 3a TOJI.

YKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. Usyuute TlpaBuma nenompoussoicTBa B (efepanbHbIX OPraHAX HCHONHHTEIBHON BIACTH
(paszen 1V), Metoaudeckne peKOMEHAAUUH MO pa3padOTKEe HHCTPYKIMH IO JEONPOU3BOJCTBY B
GbenepanbHBIX OpraHax HCHONHUTENbHON Biactu (pasmen 3.4), [IpumepHY0 HMHCTPYKLUHMIO IO
JIETTONPOU3BOJICTBY B T'OCYIApCTBEHHbIX opranu3anusx (yrB. Ilpukazom PocapxuBa ot
11.04.2018 Ne 44. Cpenaiite BBIBOX O CTEIEHH pPETIAMEHTAIMHM B HOPMATHBHBIX JOKYMEHTAX OOIIMX
NPUHIMIIOB OPraHU3alH JOKYMEHTO000pOTa, MPaBWII MPOXOKACHUS TOKYMEHTOB, METOAUKU TOACYETa
JIOKYMEHTO000pOTA.

2. Ha pUMEpe  OMHCAHHUSA JOKyMEHTOOOOpOTa YCIOBHOW OpraHWU3allMH BBISBUTE €TO
OCOOCHHOCTH M ONPE/IEINTE HECOOTBETCTBUE OPTaHMU3AIMH TOKYMEHTOO0OpOTa B JaHHOW OpraHU3AINH
TpeOOBaHUSIM HOPMATHUBHBIX TOKYMEHTOB.

3. CocraBbTe ONeporpaMMbl JIBIDKEHHUS JOKYMEHTOB B YCIIOBHOHM opranuzanuu. [is sToro
OTIPEACITUTE COCTaB JIOJDKHOCTHBIX JIWI, YYacTBYIOIIMX B 00pabOTKE M WCIIOJHEHUH JIOKYMEHTOB;
MOCJICIOBATEIPHOCTS ~ Omeparuii 1Mo  oO0paboTke  MOKYMEHTOB; HM3yYWTE CXEMBl  JIBIDKCHHUS
JIOKYMEHTOTIOTOKOB B YCJIOBHOM OpraHU3aIUH.

OmneporpaMma JBIKCHHS BXOISIINX JOKYMEHTOB JTOJDKHA OTPA3HTh IMEPEMEIICHUS JOKYMEHTOB
OT MOMEHTA IIpUeMa 10 MOJIINBKY UX B JAETO MOCJE 3aBEPIICHUS UCTIOTHCHHUSL.

OneporpaMMa HUCXOOAIMUX JOOKYMCHTOB [JOJDKHA OTpAa3uThb MNCPEMCHICHUA OOKYMCHTOB OT
MOMCECHTA IMOJATOTOBKH X IIPOCKTOB 10 OTIPABKH U3 YUPCIKACHUA.

OneporpaMMa ABWKCHHA BHYTPCHHUX HOOKYMCHTOB (Ha nmpumMepe anKa3a) AOJKHAa OTpa3uThb
MEPEMCUICHUA JOKYMEHTOB OT MOMCHTA IMMOATOTOBKH IIPOCKTA JOKYMEHTA 0 IMOAIIMBKHU B ACTIO.

4. HBy‘lI/IB COCTaB M KOJMYCCTBO MOJNYYCHHBIX, OTIIPABJICHHBIX W BHYTPCHHUX IOKYMCHTOB
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YCIIOBHOW OpTaHU3allHH, TOJICYNTANTE 00BEM ee IOKYMEHT0000pOoTa 3a o/,

KOHTPOJIBHBIE BOITPOCDI

1. MaliTe onpeneneHne NOHATHA " TOKYMEHTOO00pOT" .

2. [lepeunciure OCHOBHBIE TPEOOBaHUS K OpraHU3AINN JOKYMEHTO000POTa B OpraHU3aIIHsIX.
3. Ilepeuncnute npaBuiia yuera JOKyMeHT0000poTa.

4. HazoBute TpeOoBaHMS K MPOXOKACHHAIO U UCTIOTHEHUIO BXOISIINX TOKYMEHTOB.

5. HazoBuTe 3Tamnsl MpoXoKACHUS M UCTIOIHEHHS UCXOSIIUX U BHYyTPEHHUX JOKYMEHTOB.

6. Tlepeunciure npaBuiia Mepeaadn JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOYHUKU U JIUTEPATYPA
o [Mocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu [IpaBun

JIETIOTIPOU3BOJICTBA B (pemepaibHBIX OpraHax HCIOJHUTEIBLHON BIACTH»// [DIEKTPOHHBIN
pecypcl]. - M., 2019. - Pexunm JocTyna:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [Tocranosnenue [IpaButenscTBa PD ot 25.12.2014 Ne 1494 “O6 yTBepxkIeHUM MpaBuil OOMeHa
JOKYMEHTaMHd B JJIGKTDOHHOM  BWJAE€ TIpM  OpraHM3alud  HH()OPMAIMOHHOTO
B3aumozeiictBus’//  [OnexTtpoHHbli pecypc]. — M., 2019. - Pexum pgocryna:
https://base.garant.ru/70832680/.

o Metoauueckie peKOMEHAALUU MO pa3paboTKe WHCTPYKIMHA MO JEONPOU3BOACTBY B
(enepanpHBIX OpraHax HCIIOJHHUTEIBFHON BIACTH, YTBEpP)KICHHBIC IpuKa3oM PocapxmBa ot
23 pexabps 2009 Ne 76 // [DnextponHslii pecypc]. — M., 2019. — Pexxum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

. [IpuMepHass HHCTPYKLUA 110 JEIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3aLusiX,
yTB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019.
Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e [TOCT P UCO 15489-1-2007 Cucrema crtanmaapTtoB mo uHpopmaiuu, OHOIMOTECUHOMY W
W3/1aTeNIbCKOMY Jieny. YmpaBiieHue nokyMeHTamu. OOmme TpeGoBaHus. // [DIeKTpOHHBIN
pecypcl. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

e TOCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE AeN0. TepMUHBI U ONPEIEICHHUS.-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexxum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
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e brikoBa T.A. JlokyMeHTalMOHHOE OOECTeUeHUE YIpaBIeHUS (IEIOMPOU3BOICTBO)
[OnexTponnsblii pecypc]; yue6Hoe mocobue/ T.A. beikoBa, T.B. Ky3neuoma. -2-e¢ wu3gm.
nepepad. u gom. — Mocka: Huadpa-M, 2018. -304 c. - Pexum gocryna:
http://znanium.com/go.php?1d=942800/

Tema 2.3. Perucrtpamusi 1oKyMeHTOB (6 4acoB)

SAJJAHUA

1. U3yunts TpeGoBaHMS HOPMATHBHO-METOAMYECKHX JOKYMEHTOB K PETHCTpalluM |
MOCTPOCHUIO NH()OPMAIIMOHHO-CIIPABOYHOTO aIapara.

2. 3ap€FI/ICTpI/Ip0BaTB HCCKOJIBKO JOKYMCHTOB, NPCAJIOXKCHHBIX ITPCIIOAABATCICM.

3. O3HAKOMHUBIINCH C OINMCAHMEM TEXHOJOTHH pPErMCTPAllMM JOKYMEHTOB B  YCJIOBHOM
OpraHM3aIyy, pa3padoraTh U 000CHOBAThH MPEIOKEHHUS 0 PaIlMOHATHLHON OpraHU3allMKd PETUCTPAIUN U
UHQOPMAITMOHHO-CITPABOYHON paOOTHI.

VKA3AHMS 110 BBITIOJTHEHHWIO 3AJAHUI

1. Uzyunte IlpaBumia memonmpou3BOACTBAa B (penepanbHBIX OpraHax HCHOJHHUTEIbHON
Bnactu (pasmen IV), Meroaudeckue peKOMEHIAMM IO pa3pabOTKe WHCTPYKIUKA 10
JIETIOTIPOU3BOJICTBY B  (hellepaibHBIX OpraHaX HMCIOJHUTEILHON BIIACTH (pazmen 3.4),
[IpuMepHyI0 MHCTPYKIMIO MO JAEIONPOU3BOACTBY B TOCYAApCTBEHHBIX OpraHu3aiusax (yTB.
IIpuxazom PocapxuBa ot 11.04.2018 Ne 44. OOpaTtuTe BHHMaHHME Ha COCTaB JOKYMEHTOB,
NOJJIEKALIUX PETUCTPALMM, MTOCIEA0BATEIbHOCTD PACIOJIOKEHUSI COCTABHBIX 4YacTeW MHJEKca
JOKYMEHTa, TpaBuiia GOPpMHUPOBAHUS HHPOPMALIMOHHO-CITPABOYHBIX 0a3 JTaHHBIX.

2. 3apeructpupyite MpeasioKEHHbIE TOKYMEHTHI, 00paTuB 0co00e BHUMAaHUE HA PETUCTPALHIO
WHUIIMAaTUBHBIX U OTBCTHBIX ITHCCM.

3. Ilpoananu3upyiiTe MOPAOOK PErHCTPAlMM JOKYMEHTOB B YCIOBHOW opranm3amuu. OTMETHB
OCOOCHHOCTH OpraHW3alliil W TEXHOJOTHUU PETUCTpallii JIOKyMEHTOB B YCIOBHOW OpTraHH3allWy,
ompeAenuTe WX HeAOCTaTku. Ha ocHOBEe mpoBeneHHOTo aHaidn3a W TpeOOBaHWH HOPMATHBHO-
METOJIUYECKHX JOKYMEHTOB pa3paboTaiiTe MPe/UIOKEHHUsS [0 OPTaHW3alUd PETUCTPAIUH JOKYMEHTOB U
MOCTPOCHUIO NHPOPMAIIMOHHO-CIIPABOYHOTO arapara B YCIOBHOW OpraHH3aIlHH.

KOHTPOJIBHBIE BOITPOCHI
1. Uto Takoe perucrpanus nokymeHToB? Kakue 3a1adu pemaroTcs B ISIOMPOU3BOACTRE C
MTOMOIIIBIO 3TOH orreparum’?

2. Kakue 1OKyMEHTBI OIekKaT pETUCTpaLuu ?

3. KakoB 00s13aTeNIbHBIN COCTaB PEKBU3UTOB TIPH PETHCTPAITIH ?
4. B ueM OCHOBHO} NPUHIMI PETUCTPALIUIH?

5. KakoBbI OCHOBHBIE MpaBWJIa HHAEKCAIUY JOKYMEHTOB?

6. Kakoe mpenmMymiecTBO UMEET CIEIHATIUCT IIPH PETUCTPAIIUU TOKYMEHTa B
ABTOMATHU3UPOBAHHBIX CUCTEMaX 10 CPAaBHCHHIO C TPATUIIMOHHBIMU METOAAMMU?
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NCTOYHUKU N JIMTEPATYPA
ITocranosnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkneHun IIpaBui

JIETIOTIPOM3BOJICTBA B (heepaIbHBIX OpraHax MCIOJHHUTEIbHON BIACTU»// [DIEeKTpOHHBIN
pecypcl. - M., 2019. - Pexxum JOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Toctanosnenue I[IpaBurensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBEep>KIeHWUU MPaBUII
oOMeHa JOKYMEHTaMH B OJJIEKTPOHHOM BHJE NpH OpraHu3zaldd HH(OPMALMOHHOTO
B3auMoeicTBus’// [DnekTpoHHsbli pecypc]. — M., 2019. — Pexxum nocryna:

MeTtoaudeckue peKOMEHIAMH IO Pa3padOTKe HHCTPYKIMH IO JENONPOU3BOACTBY B
(denepanbHBIX OpraHax HCIOJHUTEIBHONW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nekabpst 2009 Ne 76 // [Onekrponnbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpumepHas HHCTPYKIHS IO JEIONPOU3BOACTBY B TOCYJIapCTBEHHBIX OPraHU3aIUsiX, YTB.
IIpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P MCO 15489-1-2007 Cucrema ctannapToB 1o nHpopmanuu, OHOIMOTEUHOMY U
U3JIATEIbCKOMY Jeity. YmpaBieHue nokymentamu. OOmme TpeOoBaHus. // [DNEKTpOHHBIN
pecypc]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXWBHOE J€70. T€pMUHBI U ONPEIEIICHHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
beikoBa T.A. JIOKyMEHTallMOHHOE  OOECIeYeHHe  yIpaBleHUS  (JIeJIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e uza. nepepad. u

JIO1I. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JOCTyma:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzanusi TeKylero XxpaHeHusi JOKyMeHTOB (6 1yacoB)

2.4.1. HomenkaaTtypa neu (4 yaca.)

SAIAHUA
1. W3yunts TpeOOBaHMS HOPMATUBHBIX aKTOB U HOPMAaTHBHO-METOANYECKHX JJOKYMEHTOB K
COCTaBJICHHIO U O()OPMIICHHIO HOMEHKIIATYPHI JIEI.
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2. HMBy4uTb BO3MOKHOCTH MCIIOJIB30BAHMS IIEPEUHS CO CPOKAMHU XPAHEHUS TOKYMEHTOB B
JIEJIOTIPOU3BOACTBE OPraHU3AIIH.

3. TIpoananu3upoBaTh KOHKPETHYIO HOMEHKIIATYPY Je]l YCIOBHON OpraHW3aIii U BBISIBUTh
OIMOKH B €€ COCTaBJICHUH U 0()OPMIICHHUH.

4. CocTaBHUTh HOMEHKJIATYpY JeN YCIOBHOMH OpTraHH3aIIMHL.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJIAHUI

1. Uzyunte IlpaBmia memonmpou3BOACTBa B (penepanbHBIX OpraHax HCHOJHHUTEIbHON
BJIACTH (pazmen V), Meroauveckue pEKOMEHAAIIMU TO pa3padOTKe HHCTPYKIHHA 10
JIETIOTIPOM3BOJICTBY B (eiepalIbHBIX OpraHax UCIOJHUTEIbHOU BiacTu (pazaen 3.5), OCHOBHBIC
npaBuja padoOThl apXUBOB opranu3anuii (pazaen 2), [Tonoxxenue o mopsKke U CpoKax XpaHEHUS
JOKYMEHTOB AaKI[MOHEPHBIX 00IIecTB, [IpuMepHY0 HWHCTPYKLIHIO IO JEIOMPOU3BOJICTBY B
rocyapcTBeHHbIX opranm3anusx (yrB. Ilpuxazom PocapxuBa ot 11.04.2018 Ne 44) Vscuure

CIeyIoIIee:
. BUJIbI HOMEHKJIATYD JIEIT;
. TUIIBI HOMEHKIIATYP Jien (KIaccu(puKaIMOHHBIE CXEMBI);
. npaBwiIa (OPMYITUPOBAHNUS 3aT0JIOBKOB JIET;
. WCTOYHHKH YCTAaHOBJICHHS CPOKOB XPAaHCHUS JOKYMEHTOB;
. MIpaBHJIa CHCTEMATH3AINH U HH/IEKCAI[UH 3aTr 0JIOBKOB JIET;
. npaBuia 0QOpMIICHUSI, TIOANTUCAHNS, COTIIACOBAHUS H YTBEPKICHHSI
° HOMECHKJIATYPBI JCTI.

2. Uzyunre ykazaHus 1o npuMeHeHHIO [lepeyuHst THITOBBIX YIPABICHYSCKUX apXHBHBIX
JIOKYMEHTOB, 00pa3yomuxcs B MpoIecce ACSITETLHOCTH FOCYIapCTBEHHBIX OPTaHOB, OPTraHOB MECTHOTO
CaMOYTIpaBJICHUS U OpraHu3alui, C yKa3aHUEM CPOKOB XPaHCHHUS U BBISICHUTE:

. MOPSAZOK MPUMEHEHNS TIEPEYHS B JeTOTPOU3BOJICTBE;
. g hepeHINAIII0 CPOKOB XpaHEHUS TOKYMEHTOB I10 TPYIIaM OpraHU3allHii;
. CXeMy MOCTPOEHUS NIEPEUHS U €r0 HAy4YHO-CIIPABOYHBIN anmapar.

3. TlpoaHanu3upyiTe KOHKPETHYIO HOMEHKJIATYpPy /el YCIOBHOW OpraHM3alliH, BBHISBHTE
HEJOCTATKH €€ COJIepKaHusI U 0(pOpMIIEHHS, TPOMJLTIOCTPUPOBAB KKIBIN M3 HIX IPUMEPOM.

4. U3yuynte CIPYKTYpy M COCTaB JOKYMEHTaJIbHOrO (OHZA YCIOBHOH OpraHM3alUd M
paspaboTaiite KiIacCU(pUKAIMOHHYIO CXeMy HOMeHKnarypel naen. Odopmure ee B BHae chucKa
CTPYKTYPHBIX TOAPA3JEICHUN C HHICKCAMU, PACIOJIOKCHHBIMH IO CTEleHU 3Haummoctu. OOpatute
BHUMAaHHE Ha TO, YTO CXeMa KJIacCU(UKAIUU JIOJDKHA COOTBETCTBOBATH TiaBHOU Tabmure [lepedns
THUTIOBBIX JOKYMEHTOB CO CPOKAMH XPaHEHHS.

CocTaBbTe HOMEHKJIATYPY J€JN YCJIOBHOW OpraHM3alliH, JJIS 4ero: CPOPMYIHPYHTE 3aroJIOBKH
JIeT B COOTBETCTBMU C YCTAaHOBJICHHBIMH TPEOOBaHMSMH M YCTaHOBHUTE CPOKH XpaHEHHUS JeNl IO
MEePEYHIO; TPOBEIUTE CHCTEMATH3AIMIO 3arojioBKoB Jien. OdopMUTe HOMEHKIATYpPY Jen Ha oO0IeM
OJlaHKe YCJIOBHOH OpraHH3alllii MO YCTAaHOBIEHHOW (hopMe, ONpEICNIUTe COCTaB OKHOCTHBIX JIHII,
KOTOpBIE JOJDKHBI €€ 3aBU3UPOBATH M YTBEPIUTD.
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KOHTPOJIBHBIE BOITPOCDI

1. JlaitTe onpeneneHre HOMEHKIIATYPBI JET.

2. OxapakTepu3yiTe NPUMEHEHHE PA3INYHBIX BUIOB HOMEHKIIATYPHI A€l

3. Ilepeuuncnure TpeboBaHUS K POPMYIUPOBKE 3ar0JOBKOB JIeJI B HOMEHKJIATYypeE.
4. Ilepedncinute TpeOOBaHUS K CUCTEMATU3ALMH 3aI0JIOBKOB €] B HOMEHKIIATYpe.
5. Kak o6pasyercst HHACKC Aena B HOMEHKIaType?

6. Kak ncronps3yeTcs epedeHb TOKyMEHTOB C yKa3aHHEM CPOKOB XpaHEHHUS B
JIEJIOTPOU3BOACTBE?

7. KakoBsl 3Tansl pa3pabOTKH HOMEHKJIATYphI A€ ?

8. KakoB cpok neifcTBHS HOMEHKIATYPHI 1e71?

NCTOYHUKU U JINTEPATYPA

1. ®enepanbubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM jaene B Poccuiickoit
Oenepauun» //  [OnexktponHslii pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/12137300/.

2. Tlocranosnenue IIpaBurenscrBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu [IpaBuin
JIeTIOTIPON3BOJICTBA B (heepabHBIX OpraHax WCIIOJHUTEIBHOU BIACTH»// [ DIEKTPOHHBIN
pecypcl. - M., 2019. - Pexxum JIOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

3. Meronuueckne peKOMEHAAIMN TI0 pa3pabOTKe MHCTPYKIUHA IO JEIOMPOU3BOJICTBY B
denepanbHBIX OpraHax HCIOJHUTENBHON BIIACTH, YTBEp)KIEHHBbIE MpUKa3oM Pocapxusa
ot 23 nexabps 2009 Ne 76 // [DnexrpoHHsbIil pecype]. — M., 2019. — Pexxum mocryna:
http://www.consultant.ru/document/cons_doc_LAW_96081/

4. [IpumepHass MHCTPYKIUS 1O  JEJIONPOM3BOACTBY B  TOCYJAapCTBEHHBIX
opranmzanusx, yrB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIH
pecypcl. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. Ilpukaz MunkyneTypbl Poccum ot 31.03.2015 Ne 526 «OO0 yTBEpKIEHHH TMPaBHII
OpraHM3alMi XpAHEHUs, KOMIUIEKTOBAHMS, Y4e€Ta M MCIOJIb30BAaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannu u Apyrux apxXuBHBIX TOKYMEHTOB B OpraHax
rOCy/IapCTBEHHOW BJIACTH, OpPraHax MECTHOIO CaMOYIpPABJIEHUS M OpraHu3auusx» //
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexum JOCTyna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. T'OCT P UCO 15489-1-2007 Cucrema crannapToB no uHbopManuu, OHOINOTeUHOMY U

W3/IaTebCKOMY  JAely. YmpaBieHwe JokyMeHTamu. OOmme  TpeOoBanus. //
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[D51eKTpOHHBIN pecypcl]. - M., 2019. Pexunm JocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_135548/.

7. TOCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€N0. TEpMUHBI U ONpEAEICHUS.-
[D51eKTpOHHBIN pecypcl]. - M., 2019. Pexnm JocTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

8. IlepedyeHb THUNOBBIX YIPABIEHYECKUX apPXMBHBIX JOKYMEHTOB, OOpasylomuxcs B
mpouecce  ACSITENbHOCTH  TOCYJAapCTBEHHBIX ~ OpPraHoB,  OpPraHOB  MECTHOI'O
CaMOYIpAaBJIEHUS. M OpraHM3alii, ¢ yKa3aHHEM CPOKOB XpaHEHUS, YTBEPXKICHHBII
npukazoM MunucrepctBa KyabTypsl PO ot 25.08.2010 Ne 558 (B nmetictB. pem.) //
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexxum JOCTyna:
https://base.garant.ru/199315/53t89421bbdaf741eb2d1ecc4ddb4c33/.

9. beikoBa T.A. JlokyMeHTAIllMOHHOE OOECIEYCHUE YIpaBJICHUS (JETONMPOU3BOACTBO)
[DnexTponHbIii pecypc]; yueOnoe mocobue/ T.A. beikoa, T.B. Ky3nenosa. -2-¢ u3n.
nepepadb. um gmon. — MockBa: Wudpa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?1d=942800/

2.4.2. IloaroroBka JOKYMEHTOB K NOCJIEAYIOIIEMY XPAHEHHIO H MCIOJIb30BAHUIO
(2 yaca)

SAJJAHUA

1. U3yunts TpeGoBaHMS HOPMATHBHBIX AKTOB M HOPMATHBHO-METOAMYECKHX IOKYMEHTOB K
(hopMHUPOBaHUIO JIeJT, IPOBEACHUIO SKCIIEPTU3BI ICHHOCTH JIOKYMEHTOB U X TIOATOTOBKE K Ca4e B apXUB
OpTraHHU3aIHH.

2. CoCTaBUTh MPUKA3 O CO3NAHNM SKCIIePTHOH Komuccru (OK) B yCIOBHOM OpraHH3aIiy.

3. TIpoaHanu3upoBaTh MPABHIEHOCT TPYHIMPOBKH JOKYMEHTOB B JI€TIA.
4. OdopMuTh Iej1a I CAaYU B apXHUB OpraHU3aI[|H,

5. CocTaBUTH OMKUCH HA JeNia TOCTOSHHOTO U BPEMEHHOT'0 XpaHEeHHUsI, MOJIekKAIIUe claye B
apXuB.

6. CocTaBHUTh aKT 00 YHHYTOXXEHUHU JTOKYMEHTOB, YTPATHUBIINX HAYYHO-TTPAKTHUECKOE 3HAUCHHE.

7. CocTaBuTh MPOTOKON 3acelaHus »KkcrepTHoH kommccuu (DK) 00 YHHYTOXKEGHHH 1€l |
W3MCHEHUH CPOKOB XPaHCHUSI.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUI

1. M3yunte OcHOBHBIC MpaBmiia pabOTHl apXMBOB OpraHu3anui (paszenst 2; 3.6; 3.7),
[IpaBuna genornpousBoAcTBa B (efepalbHBIX OpraHax HCIOJHUTENbHON BiacTu (paszen V),
Metoauueckie peKOMEHJalUd 10 pa3palOoTKe MHCTPYKUMM IO JEeIONPOU3BOJCTBY B
dbeneparbHBIX OpraHax MCIOJHUTEIbHOW BiacTu (pasaen 3.5), [TonoxkeHne o mopsiike U Cpokax
XpaHEeHHs! JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB, 0OpaTUB 0CO00E BHUMAHHE HAa:

. npaBuiia GOPMHUPOBAHMS JECII,
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° IMOPAOOK IMPOBCACHUA SKCIIEPTU3BI HEHHOCTU JOKYMECHTOB,

¢ IMOPAAOK IMOATOTOBKH JOKYMCHTOB K CAA4UC B AapXHB OpraHU3alu.

2. CocTaBbTe HpHKA3 O CO3JAHMHM SKcrepTHOM komuccuu (DK) ycioBHOM oprammsanum. B
NpUKa3e OMpeaeNTUTe COCTaB KOMHCCHH, €€ 3aJauH, CPOK ee padOTHI.

3 . HpOBCZ[I/ITe aHaJIn3 CJ1, TPCAJIOKCHHBIX TPETIOAaBaTCIICM. O6paTI/IT€ BHUMAHHUEC Ha:
® COOTBCTCTBUC 3arojIOBKOB J1€JI JOKYMCHTAM, MIOMCIICHHLIM B ICJIO0;

° HaJIU4YUC B JCJIC ,Z[Y6JI6THBIX, YEPHOBLBIX OK3EMILIAPOB JOKYMCHTOB U JJOKYMCHTOB,
MMOoJICKAIX BO3BPATY;

. HAJIMYKE B JIeNie IOKYMEHTOB C Pa3IMYHBIMU CPOKAMH XPaHCHUS;
. cootBeTcTBHE OhopmiteHus mokymeHToB TpeboBarmsam ['OCT P 6.30-2003

4. OdopmuTe aena Ui CIa4U B apXUB: MPOHYMEPYHUTE TOKYMEHTHI JeJia, COCTaBbTE
BHYTPEHHIOIO OIIMChH, 3aBEPUTEIILHYIO HAMHCh U 0()OPMUTE OOJIOXKKY JIera.

5,6. O(i)OpMI/ITe OmucH ACJ NOCTOAHHOTO U BPCMCHHOI'O XpaHCHHUA U aKT O BBIJACIICHUU K
YHUYTOXCHUIO JOKYMCHTOB B COOTBETCTBHU C Tpe6OBaHI/I}IMI/I HOPMAaTHBHO-MCTOANYCCKUX JOKYMEHTOB.
I[JI?I OTOT'0 OIPEACINUTE IMOCIIEAOBATECIILHOCTE PACIIOJIOXKECHUA ACIT B OIIMCH, COCTAB JOJI>)KHOCTHBIX JIMIT
yCJ'IOBHOfI OopraHu3al, KOTOPbIC JOJKHBI IPUHUMATL YUAaCTHUEC B COCTABJICHUHN, BUBUPOBAHUU U
COrjIaCOBaHMU 3THUX NTOKYMCHTOB.

/. TIpu cocranennn npoTtokona 3acexanns DK (B kpaTkoi (Gopme) OmpenenuTe MOBECTKY HS
3aceflaHus U CHOPMYIIUPYITE pellieHIe KOMHCCHH.

KOHTPOJIBHBIE BOITPOCHI
1.IlepeunciauTe cocTaB KOMIUICKCA PabOT, MPOBOIUMEIX CITY)KOOM JEIOMPOU3BOICTBA MIPHU Caadue
B apXMB TOKYMEHTOB OpraHU3aIUU.

2.Kakne ¢pyukmum Beimoasser DK opranuzanun?
3.Ilepeuncnure TpeObOBaHUSI K O(DOPMIICHHIO JIEN MPH MOATOTOBKE MX K CIaue B apXUB.
4.Tlepeunciute TpeOOBaHUA K OPOPMIICHHIO TOKYMEHTOR [IeIa.

5.KakoBrsI mpaBuiIa COCTaBIEHUS OMUCEH JIE]I TOCTOSIHHOTO ¥ BpDEMEHHOTO XpaHeHUs ?

NCTOYHUKU U JINTEPATYPA
1. ®enepanbubiii 3akoH oT 22.10.2004 No 125-®@3 «O06 apxuBHOM gene B Poccwuiickoii
®enepauun» //  [DnekTpoHHbId  pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/12137300/.

2. Tlocranosnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxknenuu I[Ipasun
JIeNIOTIPOU3BOICTBAa B (peliepalbHbIX OpraHax MCIOJHHUTEIbHON BiacTH»// [DNeKTpOHHBIN
pecypcl. - M., 2019. - Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.
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Meroauueckne peKOMEHAAIMH 10 pa3paboTKe WHCTPYKIHMH 10 JIEJIONPOU3BOJCTBY B
(enepanpHBIX OpraHax HCIIOJHHUTEIFHON BIACTH, YTBEpP)KICHHBIC IpuKa3oM PocapxmBa ot
23 pexabps 2009 Ne 76 // [DnextponHsli pecypc]. — M., 2019. — Pexxum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpumepHas MHCTPYKIHMS IO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpPraHMU3AIMSIX,
y1B. IIpukasom Pocapxusa ot 11.04.2018 Ne 44) // [OnexTponHbIid pecypc]. — M., 2019.
Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Tpuxaz Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepX)ACHUM MpaBUII
OpraHHu3aIi XpaHEeHUsI, KOMIUJICKTOBAHMs, yU€Ta U UCIOJIb30BaHUs JJOKYMEHTOB APXUBHOTO
donga Poccuiickoit denepanuu W APYrMX apXUBHBIX JOKYMEHTOB B  OpraHax
rOCYJapCTBEHHON BJACTH, OpraHaXx MECTHOTO CaMOYIpAaBIECHUS M oOpraHuzauusx» //
[DnexTpoHHbIH pecypcl. - M., 2019. - Pexum JOCTyMa:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P UCO 15489-1-2007 Cucrema ctanmapToB mo HH(pOpMauu, OUOIMOTEYHOMY U
W3/1aTeNIbCKOMY Jieny. YmpaBiieHue nokyMeHTamu. OOmme TpeGoBaHus. // [DIEeKTpOHHBIN
pecypcl]. - M., 2019. Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [Ienonpou3BOACTBO U apXMBHOE N€JI0. TepMHHBI U OINPEIEICHHUS.-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexxum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[lepeueHp TUMOBBIX YIPaBICHYECKUX apXMBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B IpoIecce
NEeSTENIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CaMOYIIPaBJICHUS U
OpraHu3alnui, C YKa3aHUEM CPOKOB XPAaHEHMs, YTBEPXKACHHBIM NpHUKa3zoM MuHucrepcrBa
KynbTypbl P® ot 25.08.2010 Ne 558 (B meiictB. pen.) // [DnexkTponHslit pecypc]. — M., 2019.
— Pexxum nocryna: https://base.garant.ru/199315/53t89421bbdaf741eb2d1ecc4ddb4c33/.

beikoBa T.A. JlokyMeHTanMOHHOE oOOecleueHue yIrpaBieHUus (JeTONmPOU3BOACTBO)
[OnexTponnsblii pecypc]; yue6Hoe mocobue/ T.A. beikoBa, T.B. Ky3neunoma. -2-e¢ wu3gm.
nepepad. u gom. — MockBa: Huadpa-M, 2018. -304 c. - Pexum gocryna:
http://znanium.com/go.php?1d=942800/

9.3. UHble MaTepuaJIbl
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AHHOTAINUA JTUCHUITJINHBI

HNucuumnuaa  (MOayns) peanu3yercs Ha  (QakylbTeTe JOKYMEHTOBEACHUS W
TEXHOTPOHHBIX apXUBOB Kadeapoil ITOKYMEHTOBEICHUS, AayAHOBHU3YyaJbHBIX ¥ HAYy4HO-
TEXHUYECKHUX apXUBOB.

eap MTUCHMIUIMHBI — TOATOTOBUTH BBIMTYCKHUKA, 3HAIOIIETO OCHOBHBIC HAIpaBJICHUS
TOCY/IapCTBEHHOW periaMeHTalnu padoThl ¢ JokymMeHTamu B Poccuiickoit Deneparuu, 3a1adu
CITY>OBI JJOKYMEHTAITMOHHOTO OOECTICUCHUsI YIPABJICHHUS U BJIQJICIOIIETO METOJaMHU aHAIIU3a U
COBEPIICHCTBOBAHMS TEXHOJIOTUU THUIMOBBIX I€JIONPOU3BOICTBEHHBIX OTIEpPAIUNA.

3agaum AMCUMNJIMHBI:

- U3Y4YUTHh UCTOPUIO POPMHUPOBAHUS HAIIMOHATHHON CUCTEMBI IEJIOPOU3BOJICTBA;

- OBJIQJIETh CIIEHMATIBHON TEPMUHOJIOTHUEN;

- W3YYHTh COBPEMEHHYIO 3aKOHOJATEIbHYIO, IPAaBOBYIO M HOPMAaTHBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ TOKyMEHTAIIHEIH;

- chopMHpOBaATh y CTYEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JEIOMPON3BOACTBEHHBIX
onepauyii B YCIOBUSIX MNPUMEHEHUS TPAAUIMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJOTHM
00pabOTKH JOKYMEHTOB;

- chopMUpOBaTh HABBIKM aHAllM3a CHCTEMbBl JOKYMEHTAIlMOHHOTO OOEeCTeUeHus
YIPaBJICHHUS;

- ONpeAeInTh HaIpaBJICHUS BO3MOKHOTO COBEPIIEHCTBOBAHUS CHCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPABJICHHUS;

- U3YYHTh TIOPANOK OpraHU3alUd CIYyKObl JOKYMEHTAI[MOHHOTO OOeCTeueHus

YIIPABJICHUS B COBPEMEHHON OpraHU3aluH.

Jucnurnnuza (MoTyIb) HanpasiieHa Ha (POPMHUPOBAHKE CISAYIOIINX KOMITCTCHIIHI:

- CIIOCOOHOCTh K HCIIOJIB30BAHUIO OCHOBHBIX METOJIOB, CIOCOOOB M CpEACTB
NOJy4deHUs1, XpaHeHus, nepepadorku napopmanuu (OK-10);

- BIaJicHhe 0a30BBIMH 3HAHUSMU B 00JACTH HWH(OPMAIMOHHBIX TEXHOJOTHI
(mporpaMMHBIE  TPOAYKTHI, HCIOJIb3yeMbI€ B  YIPaBICHUU JOKYMEHTAMH, CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO000POTa, TEXHOJIOTHH CKaHUpoBaHUs JokyMeHTOB) (OI1K-2);

B pesynbpTaTe 0CBOCHMS TUCIUIUIMHBI (MOJIYJIS) 00YUYaAIOMIUNUCS TOJDKEH:

3unamo:
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- OCHOBHBIC METObI, CIIOCOOBI W CpEACTBA TOJYYCHHUS, XPAHECHUS M TepepabOTKU
unpopmanuu (OK-10);

- OCHOBHBIC I/IHq)OpMaI_II/IOHHBIe TCXHOJIOTHHU, HUCIOJB3YyCMbBIC B JOKYMCHTAIMOHHOM
O6€CH€‘IGHI/II/I YIIPpABJICHUA U aPXUBHOM [ACJIC, UCTOPUIO UX CO3JaHHA U HAIIPABJIICHUA PA3BUTHA

(OIIK-2);

Ymems:

- HUCNOJb30BaTh IOJYYEHHBIE 3HAHUS B 00sacTM paboThl ¢ HMH(DOPMAITMOHHBIMU
pecypcamu Ha nipakTtuke (OK-10);

- IOPUMEHATh OCHOBHbIE HMH(QOPMALMOHHBIE TEXHOJIOTMH, HCIOJIb3yeMblE B
JOKYMEHTAITMOHHOM O0ECTIeYeHUH yIIpaBJIeHUs U apXuBHOM jese Ha npaktuke (OI1K-2);

Bnaoempw:

- HaBbIKAMU TIOJIYYEHHs, XpaHEHUS M MepepadoTKH HUHPOpPMALMU B  LEJSIX
npodeccuoranbHOn aesitenbHoCcTH (OK-10);

- HaBbIKAMHU pPa0OTBI B CHCTEMax »JJIEKTPOHHOIO JOKYMEHTOOOOpOTa, a TakKkKe
AIIEKTPOHHO-IIUPPOBOIl 00pabOTKH JAOKYMEHTOB B cdepe MOKYMEHTAIIMOHHOTO OOeCTeueHus

ynpasiieHust U apxuBHoro jaena (OI1K-2);

[To npucrumuuHe (MOAYNIO) TperyCMOTpEHa IPOMEXYTOuHas aTTecTanus B Qopme
JK3aMeHa.
OO6mrast TpyJI0EMKOCTh OCBOCHHS TUCHIUILIMHBI COCTABJISAET 4 3a4eTHBIX €IUHMIBI, 144

qaca.



65

JIUCT UBSMEHEHUN

IIpunoxenne 2

TekcT akTyanusanuu win npunaraeMelid k PITJI mokymeHT,
coaepKalui U3MEHEHUs

Jarta Ne
MPOTOKOJA

1. ObHos1eH cChUCOK UCMOYHUKO8 U TUMepamypbl

2. O6Hosnen cocmas npoepammuozo obecneuenus (110),
COBpeMeHHbIX NPpogeccUonHarbhbix 6a3 dannvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)

13.09.2017 a. Ne 1

1. ObHOGEH CUCOK UCTMOYHUKOS U TUMEPAY bl

2. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcOBpeMeHHbIX NpogeccuonHarbhbix 6a3 oannvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)

05.09.2018 e. Nel

1. Obnosenen cnucok UCMOYHUKOS U TUMEPamypbl
Ilpunoscenue 2.1.

2. Obrosnena cmpykmypa OUCYUnaunbl Oisi OYHOU (hopmbl
o0Oyuenus

IHlpunoscenue 2.2.

3. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcOo8peMeHHbIX NpogeccuonHarbhbix 6a3 oannvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)

Ilpunoscenue 2.3.

22.06.2020 Ne 10
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Hpunoxncenue 2.1.

ITpuka3 Pocapxusa ot 22.05.2019 N 71 “O06 yTBep»aeHUU MPaBU AEJIONPOU3BOICTBA B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOrO camoymnpasieHus // [DneKTpoHHBIN pecypc]. —

M., 2020. — Pexxum noctyma: https://base.garant.ru/72291836/

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "O6 yrtBepxknaeHuu IlepeuHsi THUMOBBIX
YIPaBICHUYECKUX apPXMBHBIX JOKYMEHTOB, OO0pa3yloluxcsi B Ipolecce AesITeNbHOCTH
rOCy/IapCTBEHHBIX OPIaHOB, OPIaHOB MECTHOI'O CaMOYIIPaBJICHUS U OpraHU3alui, ¢ yKa3aHHEeM
CpokoB ux xpaHeHus" (3apeructpupoBaHo B Muntocte Poccum 06.02.2020 N 57449)
[DnexTpoHHbIH pecypc] /I - M., 2020. - Pexxnum aocrtyna:
:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134 &dst=
1000000001,0&rnd=0.5989149124283691#09893595070554722 .

I'oCT P HUCO 15489-1-2019. Hamumonanweubsiii cranmapt Poccuiickoit denepanumu.
Cucrema cTaHIapTOB 10 UH(OPMAIH, OUOINOTEYHOMY U M3/1aTelIbcKoMy aery. MHdopmarus u
JNOKyMeHTanus. YnpasiaeHue gokymeHTamu. Yacts 1. [lonstus m npunuunsl”" (y1B. Ilpukasom
Poccranmapra ot 26.03.2019 N 101-ct) // [9nekTpoHHbIN pecypc]. — M., 2020. — Pexum

poctyna: http://www.consultant.ru/document/cons_doc_LAW_329486/

Hpunoxncenue 2.2.
Cmpykmypa oucyuniaunot (Mo0yns) 0nsa 04Hou Gopmel 00yueHus

(2020 200 nabopa)

OO0mas TpyI0EMKOCTh JUCIUIUIMHBI COCTABIsCT _4 3.¢., _152 4., B TOM UuCIlie KOHTaKTHas padoTa
00yJaronuxcs ¢ mpenojaBareneM __S6_ 4., mpoMexyTouHas artectarus _18__ 4.,
camocTosTeapHas paboTa oOydJaromuxcs, B T.4. KypcoBas pabora __78_ 4.

Ne |Pa3pgen Bunbr yue6HOM paboThl, (B 9acax) DopMBbI TEKYIIETO
/11 | IMCIIAIIIINHEL/ KOHTPOJIA (no
TeEMa KOHTaKTHas HeoensIM ce-
Mmecmpa)
Q Pt E =w
> = z = w
3 £ é g = ®dopma
H v
= - § 2 = = 4% 9 % -, |IPOMEXKYTOUHOH
é = 5 % s & : = E cg & § |aTTecTanuu (no
® te} s
o | o &g | S 3 & 8 2 'S |cemecmpam
O Elo |IES |0 3% |05 & P
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1 |Ipenmer, 4 2 2
coaepyKaHue,
3aJaud Kypca
Pa3znen 2. Ucropusi rocy1apcTBEHHOI0 1eJIONPOU3BOACTBA
2.1 |Bo3uuxHosenu |4 2 4 6 Ouenka
€ ¥ pa3BUTHE MPaKTUYECKHUX
JICTTOTIPOU3BOJIC 3aIaHuiH
TBa B
YUPEKICHUAX PTC
Poccun XVI -
XVII BB.
2.2 | demompoussoc |4 2 4 8 Ornenka
TBO B MPaKTUYECKHUX
YIPSKACHUAX 3alaHUM.
Poccun XVIII B
Hu
PTC
2.3 4 2 4 8 Orenka
MPaKTUYECKHUX
HemonpousBo/ic .
TBO B 3aJaHuMN.
YUPEKICHUAX Tposepka n
Poccun XIX - OlLICHKA
Hayane XX BB. KOHTPOJIbHBIX
pabor,
PTC
24 4 2 6
CraHoBIEHUE N [IpoBepka u
pa3BUTHE onenka PTC
JICTTOTIPOU3BOJIC
TBa B
COBECTCKUX
roCyIapCTBEHH
bIX
YUPEKICHUAX.
Pa3znen 3. Opranu3anus ¥ TEXHOJIOTHsI TOKYMEHTALIMOHHOT0 o0ecreyeHust
ynpasJjenus B Poccuiickoii @exepanuu
3.1 4 2 6 CobecenoBanmne

Opranuzanus
JOKYMEHTAIHA
OHHOTO
obecrieueHust
yIpaBiICHUS
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3.2 |Opranuzanus |4 4 6 Ouenka
cyx661 JIOY. MPAKTHYECKUX
3aJaHuH,
KENCOB
3.3 |Opranuzanus |4 4 6 Ouenka
JOKYMEHT0000 NPaKTUYECKUX
pora
3aJlaHuU, KEHCOB
3.4 |Peructparus |4 4 6 Onenka
JOKYMEHTOB | MPaKTUYECKHUX
OpraHu3anus
CIPaBOYHO- 3a/IaHUH,
UHPOPMAITHOHH .
bop KEHCoB,
oro
00CTyKUBAHHST KOHTPOJIbHBIX
pabot
3.5 |Kontpous 4 6 Ouenka
UCTIOJTHEHHS MPAKTUIECKIX
MOKYMCHTOB 3aJaHui, KEHCOB
3.6 4 2 CobecenoBanue
Opranuzanus
JIEITTOTIPOH3BO/IC
TBA 110
PEUTOKEHHUAM
3asABIECHUSIM U
KajmobaMm
rpaXkJIaH
3.7 4 10 Ouenka
XpaHeHue H
MPaKTUYECKHUX
TOKYMEHTOB B A
CITONPOM3BOC 3aJIaHHM, KEHCOB
'BE 4
DPraHU3aUN
3.8 |Hampasnenus 6 CobecenoBanue
COBEPIIIEHCTBOB
aaus JIOY
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18 Umo208asi
Ixzamen KOHMpONbHAA
paboma
Hroro 4 28 28 18 78

Hpunoxncenue 2.3.

CoctaB nporpammuoro odecnedenus (II0), coBpemeHHBIX podeccuoHATBLHBIX 0a3 naHHbIX (B1) 1
uHdopmauunonHo-crupapoynsie cuctem (MCC) (2020 r.)

HauroHaJILHON mmoamucky B 2020 r.

Web of Science

Scopus

1. Mepeuens I1O
Neni/ Haumenosanue 110 IIponsBoautens Cnioco0 pacrnpocTpaHeHus
v (nuyensuonnoe unu
€c80600HO
pacnpocmpansaemoe)
1. Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3. Windows 7 Pro Microsoft TUIEH3NOHHOE
4. Microsoft Office 2013 Microsoft TUIEH3NOHHOE
S. Windows 10 Pro Microsoft JINIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
7. Microsoft Office 2016 Microsoft JlnmensnoHHOE
8. Zoom Zoom JIMLIEH3UOHHOE
2. Ilepeuenb Bl u UCC
Nen/ HanmenoBanue
v
1 | Mexnynaponnsie pedepaTuBHbie HaykoMeTpuueckue b/I, mocTymHble B paMkax
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[IpodeccnonanbHbie MOTHOTEKCTOBBIE b/], MOCTYIHBIE B paMKaxX HaIIMOHAILHOW ITOATIMCKA B
2020 T.

Kypnamnsr Cambridge University Press
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