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1. MosicuuTeNLHAA 3aNIUCKA
1.1. Heanb u 320294 AUCHUILIHHBI

lenp AMCUMIUIMHBI — TMOArOTOBUTH BBITYCKHHMKA, 3HAOLIETO OCHOBHBIE HANpPABIICHUS
rocyJJapCTBEHHOM perjiaMeHTanuu padboTel ¢ JokymeHTamu B Poccuiickoii ®epepauuu, 3anadu
CIIy’)KObl JTOKYMEHTallMOHHOT'O OOECIEeYeHHUsl YINPaBICHHUS W BIAJCIONIET0 METOJaMU aHalu3a U
COBEPLICHCTBOBAHHMS TEXHOJIOTUU THUIOBBIX JEJIONPOU3BOICTBEHHBIX ONIEPALIUI.

3ajaun JUCUUIIIIUHBL:

- I3YYHUTh UCTOPHUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPOU3BOICTBA;

- OBJIQJIETh CHIEUATbHON TEPMUHOJIOTUEH;

-  U3YYUTh COBPEMCHHYIO 3aKOHOJATEJIbHYIO, TIPaBOBYIO ¥ HOPMAaTUBHYIO 0azy,
perJaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIUe;

- chopMHUPOBATh y CTYJCHTOB HABBIKA BBHIMOJIHCHHSI OCHOBHBIX JICJIOTPON3BOICTBCHHBIX
orepalyii B yCIOBUAX MPUMEHEHHUS TPAAUIMOHHBIX U aBTOMATHU3UPOBAHHBIX TEXHOJIOTH 00paboTKU
JIOKYMEHTOB;

- chopMHpOBATh HABBIKU aHAIM3a CUCTEMBbI JOKYMEHTAIIMOHHOTO 00eCIIeYeHHsI YIIPABICHUS;

- ONPENEIIUTh HAIPABICHUS BO3MOKHOIO COBEPIIEHCTBOBAHUS CUCTEMbI JIOKYMEHTALIHOHHOTO
o0ecrnieueHus ynpaBIeHUS;

- U3YYUTh TOPAJIOK OpraHU3AIMH CIY>KObI IOKYMEHTAlIMOHHOTO OOECIeUEHUsl YNPaBICHUS B
COBPEMEHHOM OpraHHU3alUu.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUSsI N0 JHCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH JOCTUKEHUS] KOMIIeTeHIIUH

Komnerenuus NHaukaTopbl KOMIIETEHIHI Pe3yabTaThl 00y4yeHus
(xom m (Kol ¥ HAMEHOBaHUE)

HaWMEHOBAHHE)
OIIK-2. Crocoben | OIIK -2.1. 3HaeT OCHOBHEBIE 3HaTh: COBPEMEHHbIE MPOOIEMbI
HaXOIUTb COBpPEMEHHBIE TPOOIEMbI JIOKYMEHTALMOHHOTO 00eCTIeueHHs
OpraHU3alMOHHO- MIOCTPOEHHUSI CUCTEMBI YIpaBJIE€HUS U apXUBHOTO Jieia
YIPaBIEHYECKHE JOKYMEHTAllMOHHOI O VYMeTh: pemats npodeccHOHaIbHbBIE 331241 B
pelieHus 1pu | obecrieueHus yrnpaBieHUs U cepe JOKYMEHTAlMOHHOIO 00ecnedeHus
pellleHny  3aJad B | QpXUBHOIO Jeja YIPAaBJIEHUSA U apXUBHOTO Ji€Ia
chepe CBOEH Bnagers: HaBbIKaMU OLIEHKH COBPEMEHHOIO
npodeccuoHanbHOM COCTOSIHUSI CUCTEMBI JIOKYMEHTAIIHOHHOTO
JESATEIIBHOCTH oOecrieyeHus ynpaBlIeHUs U apXUBHOT'O JeJia

OIIK-2.2. Opranu3oBbIBaeT 3HaTh: NOPSIOK pabOTHI CITYKO

paboTy moapasaesieHui B JIOKYMEHTAIIMOHHOTO 00ecreueHust

cdepe T0KyMEHTAIlMOHHOTO yIpaBJICHUS U apXUBOB

oOecrnieueHus ynpaBieHUss 1 | YMETb: perJaMeHTHpOBaTh paboTy cIyK0
apXHMBHOTO JieNa JIOKYMEHTALMOHHOTO 00eCTIeueHHs
YIPaBJICHUS U apXUBOB

Brnaners: HaBbIKaMU OpraHu3auy padoThI
oApa3AesicHud B cepe
JOKYMEHTALMOHHOTO 00eCTIeueHHS
yIpaBJIEHUs U apXUBHOTO JIeJia B
COOTBETCTBUH C HOPMATUBHBIMU
TpeOOBaHUSIMHU




1.3. MecTO TUCUMILIIMHBI B CTPYKTYpe 00pa30BaTeILHON NPOrpaMMbl

Jucrunmmaa «OpraHu3anuss M TEXHOJOTHS JOKYMEHTAllMOHHOTO OOECIICUCHUs YIPaBIICHUS
OTHOCHTCSI K 00513aTeIbHON YacTH OJIOKA JUCHIUIUINH YIeOHOTO IJIaHa.

JIst OCBOCHMSI TUCHMIUIMHBI HEOOXOIUMBI 3HAHUS, YMEHHUS M BIIaJIeHUs, c(POPMUPOBAHHBIE B XOJE
M3YUYEHHUS CIEIYIOUIMX JUCHUIUIMH U MPOXOKIACHUS MPAKTUK: «J{OKYMEHTOBEIEHUE», « IKOHOMHUKAY,
«MeHeKMEHTY.

B pesynbTare ocBOCHMS TUCHUTUIMHBI (DOPMHUPYIOTCS 3HAHUS, YMCHHSI M BIIaJICHUS, HEOOXOIUMBIC IS
M3yUYEHHUs CICAYIOIHUX AWCHUIUIMH W TPOXOXKICHUsS TNpakTuk: «HopManmoHHOEe MpaBoy,
«MHpopMaIIOHHBIE TEXHOJOTUU B JOKYMEHTAIlMOHHOM oOOecredeHnH yrpasieHus», «KaapoBoe
JIEIONIPOU3BOJICTBO», YUeOHas (0O3HAKOMUTEIbHAS) ITPAKTHKA, MPOU3BOJICTBECHHAS NIPAKTUKA (Hay4YHO-
HCCIIeIOBAaTENbCKas paboTa), MpeIIUIIOMHAs PaKTHUKA.

2. CTpyKTYpa THCHUIIHHBI
Obmas Tpya0EMKOCTh IUCHHUIUIMHBI COCTaBiseT 4 3.e., 144 akageMruecKkux Jaca.

CTpyKTypa JUCHUILIMHBI /151 04HOI (pOopMBI 00yUeHUs

O0beM IUCHUIUIMHBI B (OpME KOHTAKTHOM pa0OThl OOYYAMOIIUXCS C MeJarorm4ecKuMU
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonnuectBo
4acoB
6 Jlekuun 32
6 CeMuHapbl/1abopaTopHble paboThI 48
Bceero: 80

O06beM AUCHUILTUHBL B (pOpMe caMOCTOSTENbHON pabOThl 00YYAIOIIMXCs COCTaBIsAET 64
aKaJeMHUYECKHUX YacOB.

CTpyKTypa JUCHUILIMHBI AJ51 3204HOI (popMBbI 00yUeHUs1

O0bemM auCHUIUIMHBI B (OpME KOHTAKTHOM pPabOThl 0O0ydYaromuxcsi ¢ TeAaroru4ecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOTpaMMbl Ha
WHBIX YCJIOBUSX, IPU MTPOBEICHUH YUCOHBIX 3aHITHIM:

Cemectp | Tun yueOHBIX 3aHITHI KomnuectBo
4acoB
8 Jlexnun 12
8 Cemunapsbl/mabopaTopHblie paboThI 20
Bcero: 32

O0beM AUCHUILTUHBL B (popMe caMOCTOSATENbHON paboThl o0yUaronmxcs cocrapiser 112
aKaJeMUYeCKHH Jaca.

3. Conep:xaHue TUCHUTIIMHBI

Ne [ HaumeHoBaHme pa3jaena Conep:xkanue
AUCHHUILINHBI

1 1. Hasnayenme  Kypca, | [Ipenmer, comepkanue u 3amadu Kypca. TepMuHOIOTHS
HCTOYHUKHU M JUTEPATypa OCHOBHBIX TOHSATHUH B 00JAacTU MEJIONMPOU3BOJCTBA, €€
sBomoIMA. OIlEeHKa TEPMHUHOB B  OTE€YECTBEHHOMU




JUTEpaType.
B3aumocBs3b OpraHu3aluu u TEXHOJIOTUU
roCyJJapCTBEHHOI'O JEJIONPOU3BOJCTBA C pa3BUTHEM

rOCyJapCTBEHHOTO  ammapaTra, ero GQYHKUMAMH U
CcTpyKTypoil. llepmoamsaiusi OCHOBHBIX 3TallOB Pa3BUTHS
JIeJIOTPOU3BOICTBA.

Oco0eHHOCTH M 3aKOHOMEPHOCTH pabOThI ¢ TOKYMEHTaMHU
B yupexkaeHusax Poccum B pasinyHble HCTOPUYECKHE
NEPUOJIBI, UX MPEEMCTBEHHOCTh B YCIOBUSX IESATEIHHOCTH
COBETCKOI'0 U POCCUHCKOT0 I'OCYJapCTBEHHOIO almapara.
Mecto Kypca cpeau JpyTruxX U3y4aeMbIX TUCIHILIHH.
O030p UCTOUYHUKOB U JIMTEPATYPHI 110 JIEIONPOU3BOJICTBY
B Poccun o 1917 1.

Jluteparypa 1o Hay4HOH OpraHu3alMM YIPaBICHUECKOTO
tpyaa B 1920 - 1930-x rr., ee 3HauYeHHE A WU3YyYCHUS
Kypca.

Pabotsl mo nemompomsBonctBy  1960-x -1980-x rr.,
(dbopMHpOBaHHE HOBBIX PAIMOHAIN3ATOPCKUX HACH M MX
OTpaKeHHE B MCTOYHHMKAX M JUTEpaAType, MEPUOTUICCKOM
HeYaTH.

CoBpeMeHHas CHenuanbHas JUTepaTypa, YYCOHUKH U
yueOHble mocobus. l3MeHeHuMe TeMaTUKH HAay4HO
npaktudeckux pador B 1900-e - 2010-e rr. B cBsI3M ¢
CO3/1aHUEM aBTOMAaTU3MPOBAHHBIX cucTeM
JIeNTOTIPOU3BO/ICTBA, COBPEMEHHBIX CpecCTB
KOMMYHHUKAIMHM, OPraHU3allMOHHON U BBIUYMCINUTEIBHON
TEXHUKH.

Jluteparypa 1O TEOpUM U TPAKTUKE YIPaBICHUS
JTOKyMeHTanue 3a pyoexom. OreHKa BO3MOXXHOCTU
3aMMCTBOBaHUS 3apyOeKHOrO OIbITa PabOTHI c
JIOKYMEHTaMHU

2.1. Bo3znukHOBeHHe WH

pa3BuTHe
eJIONPOU3BO/ICTBA

B

yupexaenusix Poccun XVI -

XVII BB.

Pernamenranusa 3akoHogarenbHbIMu akTamu XVI - XVII
BB. OTJCIBHBIX CTOPOH CO37MaHUS U odopmIIeHUs
JOKYMEHTOB,  O0si3aHHOCTEH  “CIyKUIBIX~  IIOJEH.
Opranusanus  JICTONPOU3BOJICTBA B IEHTPAITBHBIX
yUpeXIeHUSX Pycckoro meHTpaaIn3oBaHHOTO TOCYIapcTBa
(mpukaszax), M MECTHBIX YUPESKIEHUSX (IPUKa3HBIX
u3bax), ero ocobeHHocTu. OCHOBHBIE ATambl pabOTHl ¢
JIOKyMEHTaMH, JIEJIONIPOU3BOICTBEHHBIC oreparum.
CronbuoBast popMa IeTONPOU3BOICTBA.

2. 2. Jle1onpou3BOACTBO B

yupexKaeHUusIX
XVII B

Poccun

Xapakrepuctuka «['eHepanpHoro permamenta» 1720 r.
Kak OCHOBHOI'o 3akoHogareinpHoro axra XVIII B. mo
OpraHu3aIu JIeTIOTIPOU3BOICTBA. Pernamenrarus
JOJKHOCTHBIX 00s13aHHOCTEH CITy>KaIIuX B
3akoHogarenscTBe XVIII B. TabGenp o panrax 1722 r.
Ponp cekperapss B KOJJIEKCKOM  JENONPOHM3BOICTBE.
Ocobennoctu TEXHOJIOTUHI JIeNTOTIPOU3BO/ICTBA.
Opranu3zanys apXuBHOTO XpPaHEHHUS IOKYMEHTOB.

«O0mee yupexaeHue ryoepHckoe» 1775 1. o mopsiake
JIETIONPOMU3BOACTBA M YCTAHOBJICHHE uepapxuu B
JJOKYMEHTHPOBAHUHM B3aUMOOTHOIICHUH IIEHTPAJIbHBIX M




MECTHBIX YUpEXKICHUH. Ornnuns TEXHOJIOTUU
JIETIOTIPOU3BO/ICTBA XVIII B. oT TEXHOJIOTUH
MPEIIIECTBYIOMIETO TIEPUO/IA.

2. 3. Jle1onpou3BOACTBO B
yupexnenusnx Poccun XIX -
Hayajge XX BB.

«Obmee yupexnmenue wmwumHHCTepcTB» 1811 1. Kak
OCHOBHOI 3aKOHOJATEJIbHBII aKT MO €AMHOOOpa3HOMY
NOPSAJKY JeJOoNpou3BoJcTBAa B yupexaeHusax XIX B.
Coznanue CUCTEMBbI JIeJIONPOU3BO/ICTBA,
COOTBETCTBYIOIICH €AMHOHAYATLHOMY MOPSIKY MPUHSATHS
pelIeHU B IEHTPAJbHBIX yupexaeHusx Poccum XIX B.
PernamenTanus IBH>KEHUSI JOKYMEHTOB.

TenneHuun pocrta AOKYMEHTOOOOpPOTa M MEphl IO €ro
COoKpamieHuto B 3akoHoaarenbctBe XIX B.  Brusinue
HOBBIX CpEeICTB JOKYMEHTHUPOBAHUS, CBSI3H,
KONMPOBAJIbHOH TEXHHKH Ha CHUCTeMy paboTel ¢
JOoKyMeHTaMu. Pa3pa®oTka  palMOHANBHBIX  CHCTEM
JIeJTOTIPOU3BO/ICTBA B OTACIBHBIX BEJOMCTBAX M 3HAUYCHUE
3TOTO ompiTa AN MOCIIEAYIOIIETO pa3BUTHUA
JIeITOTIPOU3BO/ICTBA.

CoBpeMeHHasi  OLIEHKA CHUCTEMBI  JIEJIOMPOU3BOJCTBA
JIOPEBOMIOLIMOHHON  Poccun  ©M ero  BIWMAHUE  HA
JanbHeWIee pa3BUTUE CIOCOOOB M METOJOB pPabOTHI ¢
JOKYMEHTaMHU.

2.4. CraHoBjeHune "
pa3BuTHE
1eJ0NPOU3BOACTBA B
COBETCKHX
rocy1apCcTBEHHbBIX
yupeKIaeHusix.

[Toucku paloHaIbHBIX bopm OpraHu3aluu
nenonpousBoacTea B 1919 -1920-e rozsr.

Hayunas opranuzanus yHnpaBlI€HYECKOTO TpyJa Kak
¢dopma OOILIECTBEHHOIO JBMXXEHHS 3a PALMOHAIN3ALUIO
rocarrapara.

Cozlanue  Hay4HO-MCCIENOBATEIbCKMX  MHCTUTYTOB,
BEJJOMCTBEHHbIX M BHEBEJOMCTBEHHbBIX OpraHoB
palMoOHaIN3all, HX MCCIEN0BaTENbCKas NEATEIbHOCTD
U TpaKTUYECKHE pPa3padOTKM IO BHEIPEHUI0 HaydHOU
opranu3zaiuu ynpasiendeckoro Tpyna (HOVT).

Oneir  pabotel OTaena agMHUHUCTPATUBHOM TEXHUKHU
(ATO) HK PKU CCCP, akmuoHepHoro ooOmiecTBa
«Oprcrpoi», HWMHCTUTYTa TEXHUKH YHOPABICHHUS 10
paloHaIN3aUu JEIONPOU3BO/CTBA B ILIEHTPAIBHBIX U
MECTHBIX YUPEKICHUSIX.

Xapaktepuctuka W 3HaueHHe — «OOmMX  MpaBHI
JOKYMEHTallud U JOKYMEHTOOOOpOTa» Kak IOMBITKU
0000111eHNsI METO/I0B PAllMOHAIN3ALIUY JI€TTOIPOU3BOJICTBA
U BHEJPEHHA B MPAKTUKy pabOThl €IUHBIX  MpPaBHII
OpraHU3al1 U TEXHOJIOTHH JIEIO0IPOU3BO/CTBA.
HestensHocth ['maBHOTO apxuBHoro ympasieHus (I'AY)
CCCP mno  MeroauyecKomy PYKOBOJICTBY
JIeTIOTIPOU3BOJICTBOM.  Mertoaudeckue paszpadotku ['AY
CCCP 1960-x rr. mo opraHu3zalud U TEXHOJIOTUU
nenonpousBojacTBa. Co3ganue W BHeapeHue (OCHOBHBIX
NOJIOKEHUH  ENMHONM  rocyIapCTBEHHOM  CHCTEMBI
nenonpousBonactea  (EI'CH), ee  3HaueHue A
OpraHM3alMy _ JIEJIONPOU3BOJICTBA B  YUPEXKACHUSIX U




OpraHu3aIusX.

AKTHBH3aIUsl COBEPIICHCTBOBAHUS JIEJIONPOU3BOICTBA
B 1970-e — 1980-¢ rr. Pa3ButHe TeOpeTHUYECKHX H
MIPUKIIATHBIX UCCJIETOBAHUM B obrnactu
COBEPIIICHCTBOBAHUS JIOKYMEHTAIIHOHHOTO O0ECTICUeHUS
ynpasieausi. opmuposanue konunenuuu JOVY. Llens,
Ha3zHaueHune, coctaB OcHoBHBIX mnonoxenuit ['CHOY,
XapaKTePUCTHKA OCHOBHBIX TOJIOKEHUN M TEMaTUYECKUX
pa3elos.

3.1. Opranu3anust
JAOKYMEHTAIMOHHOT 0
obecrieyeHusi ynpaBjieHHs

Lokymenmayuonnoe obecneyenue ynpasieHus - 0CHO8A
MexHOI02UU YNPAGIeHUs

[Tonsitue «JIOKyMEHTallHOHHOE obecrieueHne
YIIPABIICHUS» (A0Y). CootHolieHHe MOHATUI
«IeNOTIPOU3BOICTBOY, «JOKYMEHTALMOHHOE OOECIIeYeHHE
YIpaBJICHUSN», «yIPaBICHUE AOKYMEHTaMW». YIIpaBJIeHUE
JIOKYMEHTaMHl  KaK  COBOKYNIHOCTb  JCUCTBUH €
JOKYMEHTaMHU OpraHu3aluud C LEJbI J0Ka3aTelbCTBa
MPOBEICHUS yMpaBlIeHUECKUX onepamnuii. TpeGoBanus k
YIPaBJICHUIO JOKYMEHTaAMU.

VYipaBneHueckas JeATENbHOCTh U JOKYMEHTAIlMOHHOE
obecrnieueHue yIpaBJiICHUSI. JlokymMeHTalmoHHOE
oOecrieyeHne ynpaBieHUs Kak (QYHKIHMS YIpPaBJICHUs, €To
MECTO cpeau Apyrux (GYHKIUH ynpaBieHus. 3HaueHUe
JOKYMEHTOB Ul pealu3aliy YIpaBIeHYECKUX PELIeHHH.
BnusiHue xapaktepa ynpaBieHHs, NPUHLIMIIOB NPUHATHUSA

YIPaBICHYECKUX  pELICHUN Ha OpraHu3alui u
TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO  00eCTeYeHus
yIIpaBJICHUS.

JlokyMeHTalmoHHOe ~ o0ecleyeHne  YIpaBIeHHs  Kak
cucreMa paboTHl ¢ TOKyMeHTaMu. DakTOpbI, BIHUSIONIHE
Ha €ro OpraHu3alMi0 ¥ TEXHOJOTHIO B YUPEIKACHHSX,
OpraHM3alusX ¥ Ha  OPEANPHITHSX  Pa3IMYHBIX
OpraHU3alMOHHO-TIPaBOBBIX (opM. OpraHu3alMOHHEIE,
NPaBOBbIC, COLMAIbHBIE M MCHXOJOTMYECKUE ACTIEKTHI
JOKYMEHTAIIMOHHOTO 00ECTICUCHHS yIIPABICHUSI.

Bnusiaue aBTOMAaTU3UPOBAHHON TEXHOJIOTUH
00pabOTKM  JOKYMEHTOB  Ha  JIOKYMEHTAIIMOHHOE
o0ecrieyeHue yrpaBieHHs.

B3anmocBsi3b JOKYMEHTAIMOHHOTO obecrieueHHs
yIOpaBlIeHUST C XPaHEHHEM JOKYMEHTOB B apXHBE
OpraHu3alluy U B TOCYAaPCTBEHHBIX apXHUBaX.

Hanpaenenus 20cyoapcmeeHno2o pe2yiuposaHust
0e10npouU3800Ccmad
6 1990-e — 2000-¢e 200w1.

XapaKTepI/ICTI/IKa 3aKOHOAATCJIbHBIX W  HOPMATUBHBIX

MPaBOBBIX aKTOB Poccuiickoit denepanuu,
perIaMEHTUPYIOIINX paboty c JOKYMEHTaAMU.
Hanpasnenus roCy1apCTBEHHOTO peryIMpoBaHusl.

3aKOHOJATENPHOE 3aKperuieHHe oO0muX TpeOOBaHUU K
JIOKYMEHTaM M cUCTeMaM yrpasiieHHs. OTBETCTBEHHOCTh




3a paboTy € TOKyMEHTaMH U UX COXPAaHHOCTbD.
XapakTepucTukKa HOPMAaTUBHO-METOIHYECKUX
JIOKYMEHTOB MEXOTPACIEBOI0 JEHCTBHUS.

3.2. Opranu3anus CJIyKObI
J0Y.

OpranuzanvoHHbIe GopMBI  JOKYMEHTAI[HOHHOTO
oOecrnieueHus ynpaBieHus.  PakTopbl, ONpEENSAIoINe
BBIOOp  OpPraHM3alMOHHOW  (GOpPMBI B KOHKPETHOM
OpraHu3alum.

OcHoBHasl 11eTb, 3a1a4u ¥ QyHKImu cayx0s1 JJOY.
Tumnoseie cTpyKTYpHI cayx0b1 JJOY.

Pernamenranus byHKuImi MOAPA3ACIICHAN o
JOKYMEHTALlMOHHOMY ~ OOCIIy>XMBaHUIO. THUIOBBIE |
WHJUBUIyalIbHBIE TONOXKeHus o ciyxoe JJOY. Tunosoit
bopMysslp MOJIOKEHUsI, cocTaB HHGOPMAIMM, HOPSAOK
pa3pabOTKU U YTBEPKICHUSI.

JIOJKHOCTHOM M YMCIIEHHBIH cOCcTaB paOOTHUKOB CITY>KObI
JOY. ®yaknun pabotHukoB ciyx0er JJOY (cexperapb
CTPYKTYPHOI'O HOJIpa3Je/ieHHs], CEKpeTapb PyKOBOJIUTEII,
MHCIEKTOp MO KOHTPOJO U T.J.). 3akpeluieHue
OTBETCTBEHHOCTH U TOJHOMOYMHA DPAOOTHUKOB CIIy>KOBbI
JOVY. JIOJDKHOCTHAsT MHCTPYKLMS KaK OCHOBHOM
HOPMAaTHBHBIH JIOKYMEHT, OIpEe SISO
OpPraHW3allMOHHO-TIPABOBOE  TIOJIOXKEHHE  PabOTHHKA.
dopmyiisip JIOJPKHOCTHOM MHCTPYKIIUH, COCTaB
uH(pOopMaLnu, TOPSAOK pa3pabOTKU U YTBEPKICHUS.
[Tonoxenue o ciyx6e JIOY u A0MKHOCTHAST HHCTPYKIMS
KaK HOpPMaTHBHAas OCHOBa pACIpeAeieHHs Tpyda MEXIy
MOPa3JECIICHUSIMHU U UCTIOJTHUTEISIMHU.

WHCcTpykug 1O JAETIONPOMU3BOJACTBY -  OCHOBHOM
HOPMAaTUBHBIM aKT, PErJaMEHTHPYIOIIMM TEXHOJIOTHIO
JIOKYMEHTAllMOHHOTO 00ecledeHtsl yrpaBieHus. Tumossle
U WHAMBHIyaJbHbIE MHCTPYKIMHU. [lopsnok pa3paboTkw,
coctaB  MH(OpMalMM, TpaBWiIa  YTBEpPXKIEHUS U
BHeJpeHUsA. OTBETCTBEHHOCTh COTPYJHUKOB OpPTaHU3ALNN
3a co0JIr0/IeHNE TPeOOBAaHUI HHCTPYKIIHH.

HopmupoBanue Tpyna pabGotHukoB ciyx0el OV,
TUIIOBBIE HOPMaTHUBBI BPEMEHU Ha
JIEJIONPOU3BOJICTBEHHBIE PAOOTHI.

Pazmerienue CTPYKTYpHBIX —MOApa3AeiIeHUN  CITyKOBI
JHOY. VcmoBus Tpyna, opraHuzainus W 000py/IOBaHUE
pabouux MmecT.

[Topsimox xpaHeHusi rmeyarei, OJaHKOB U IpaBWIIa
MOJIb30BAHMSA MMM. OTHKa JIEJIOBBIX  OTHOIIECHHUH,
MICUXOJIOTHYECKUH  acleKT pabdoThl € JIOKyMEHTaMHU.
[ToaroToBka KagpoB JEIONPOM3BOJICTBEHHBIX —CIYXKO.
@®opmbl TOBBILIEHUS KBaJU(PUKALUK CHEIUAINCTOB B

oomactu JIOY.

3.3. Opranusanus
JOKYMEHT0000poTa

OrnpesiesieHre TOHATHSA «JIOKYMEHTO000POTY. OO6mmue
HpI/IHI_[I/IHbI U MCTOAUYCCKHUE OCHOBBI OpI‘aHI/I3aI_II/II/I
JIOKYyMEHTOO0OpOTa, HX pealu3alus B JICHCTBYIONIUX
TOCYapCTBEHHBIX HOPMATHBHBIX JIOKYMECHTAX.
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Crpyktypa u o0rmas XapaKTepUCTHKA
JOKYMEHTONOTOKOB.  O0BEeM JOKyMeHTOoOoOOpoTa. Yder
KOJIMYECTBA TOKYMEHTOB.

[Ipuem, mnpoxokIeHUE U  MOPSIOK  HCIOJHEHUs
NOCTYNAKOUINX TOKyMEHTOB. [lepBuuHas sKcIeUIIMOHHAs
o0OpaboTka qokyMeHTOoB. [IpeaBapuTenbHOe pacCMOTpEHUE
JIOKYMEHTOB. PaccMOTpeHne AOKYMEHTOB PYKOBOJCTBOM
OpraHM3aly, NpPUHATHE pEIIeHUs O XapakTepe HX
ucnonHeHus. HampaBieHne NOKyMEHTOB Ha UCIIOJIHEHHE.
JloctaBka [IOKyMEHTOB HCIIOJIHUTENSIM, TMOPAJOK HUX
npuemMa u  nepegaud. PaGora  ucnonHuTens ¢
JOKyMeHTaMu. DTamnbl ucnonHenud. [lopsaok oOpaboTku
OTIpaBIsEMbIX JOKyMeHTOB. IlpaBuima opranuzauuun
JIBUKEHHUS BHYTPEHHHUX JOKYMEHTOB. HampaBnenus
COBEpUICHCTBOBAHUS JOKYMEHTOO0OpOTa M IYyTH €ro
COKpAIICHHUSI.

TenneHnMu pocTa JTOKYMEHTOOOOpOTa B COBPEMEHHBIX
opraHuzanusax. BiumsHue aBToMaTH3amuu  00pabOTKU
uH(pOpMallMd HA KOJIMYECTBEHHbIE W KaueCTBEHHBIC
XapaKTepUCTUKU JOKYMEHTO000pOTA.

3.4. Perucrpanust
JOKYMEHTOB "
OpraHM3anusi CIPaBOYHO-
HH(pOpMALOHHOT O
00CTy’)KNBAHMS.

Peructpanuss kak cocraBHas yacTb TexHosnoruu JOVY.
[IpuHIUITBI perucTpanyuu 10KyMEHTOB

XapakTepucTUKa COBPEMEHHBIX PErHCTPAIIMOHHBIX (OopM,
cocTaB MH(OpPMALIMK U TOPSAAOK UX 3alloyHeHus. Pa3Butue
croco0oB perucTpanuu B rocyZapCTBEHHOM
JIETIOTIPOU3BOJICTBE.

B3anMocBsA3b perucrpauuu JOKYMEHTOB C OpraHHU3alUen
CIIPaBOYHO-UH(OPMAIIMOHHON  pabOTHI, OpraHu3aluen
KOHTPOJISI ~ MCIOJIHEHMS U MOcleAyroued o0paboTKoi
JTOKYMEHTOB.

WNunexcupoBaHue JIOKyMEHTOB. 3HA4€HHE M IIpaBHIIA
(dbopMupoBaHus MHIEKCOB. IHAEKCMpOBaHUE JOKYMEHTOB
B YCJIOBUSX TPAJUIIMOHHON 00pabOTKHU IOKYMEHTOB.
[TpuHiMnsel  mocTpoeHust  MH(GOPMAIIMOHHO-TIOMCKOBBIX
cucTeM (UIIC)  pywynoro  Tuma, UX  BHJBIL
HNHdopMannoHHO-CIIpaBOYHOE 0OCTY)XKMBaHHUE amrmapara
yIpaBJiIeHUs B YCIIOBHSX MIPUMEHEHUS
aBTOoMaTu3upoBaHHbIX TexHojoruii JOVY. Ilouck u
UCIOJIb30BaHNE MHQOpPMAllMM B aBTOMAaTH3UPOBAHHBIX
UIIC.
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3.5. KoHTpOJIb HCHIOJIHEHUSA
AOKYMEHTOB

®opmupoBaHue TpeOOBaHUI K OpraHuM3allMd KOHTPOIIS
HCIIOJIHEHUS IOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 3a CPOKaMU HCITOJIHEHUS
JOKYMEHTOB B  ammapare ymnpasieHus. OCHOBHbIE
MIPUHIIMIIBI €TO0 OpraHU3alUu.

3agaun  cayx66l JIOY 10 KOHTPOJIO HCHOJHEHHUS
JOKyMEHTOB.  Kareropmm IOKyMEHTOB, IOJUICKAILHE
KOHTpomo CpoKHU UCHIOIHEHMSI TOKYMEHTOB. TexHomorus
KOHTPOJIbHBIX ONIE€paIUid.

PernamenTsl BHYTpeHHEW opranm3anuu (QenepasbHbIX
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OpPraHOB HCIIOJIHUTEIHHON BIACTH KaK OCHOBAa KOHTPOJIS
WCIIOJIHEHUST JIOKYMEHTOB B T'OCYJapCTBEHHOM aIapare
Poccuiickoit denepanumu.

O000menne, aHaaW3 W HCIOJL30BAHHWE MAaHHBIX 00
UCIIOJTHEHUHN JIOKYMEHTOB B YCJIOBHSX TPAAUIIMOHHOW W
ABTOMATH3UPOBAHHOM TEXHOJIOTHH 00paboTKH
JIOKYMEHTOB

ABTOMaTH3UPOBAHHBIC CHCTEMbl KOHTPOJII 3a CPOKAMH
WCIIOJTHEHUS JIOKYMEHTOB, OIBIT MX TPUMEHEHHUSI.
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3.6. Opranunszanus
1eJIONPOU3BO/ICTBA no
NpeAI0KeHHIM,

3afiBJICHHAM W  KaJl00aM
rpaxaa”

OO011ecTBEHHO-TIOJUTUYECKOE M COLMAIBHOE 3HAYCHHE
oOpaieHuii rpakJaH. 3aKOHOJATeIbHAs periaMeHTalus
paboTBl C TPEIIOKEHUSAMH, 3asSBICHUSIMUA M KalobaMu
rpakJaH.

®opmHUpoBaHUE HOPMATUBHON 0a3bl, periaMeHTHPYIOIIEN
opraHu3anuio paboTbl C OOpalleHHSAMU TIpaxIaH B
rOCyJJapCTBEHHOM aIlapare.

OcHoBHbIe 3a7aun ciyk0b1 JIOY 1o opranuzanuu paboTsl
¢ oOpalleHusIMU TpakJiaH, ee ocooeHHoCcTH. Ornepanuu mo
OpUeMy,  PEruCTpalMy,  KOHTPOJK  HCIIOJIHEHUS,
NPUHATHIO PEUICHWH 1o oOpameHusiM rpaxaan. Cpoku
UCTONHEHUs. TpeOoBaHUS K COAEPIKAHUIO OTBETHBIX
JOKyMeHTOB. QDOpMHpOBaHHWE U XpaHEHHE el C
HPEUIOKEHUSAMH, 3asBICHUSIMH U JKalo0aMu TIpakIaH.
O0600611eHne, aHaJIW3 U UCIIOJIb30BAaHKUE JaHHBIX O padoTe ¢
oOpaleHusIMHU TpaKIaH B amrapare yrnpaBlieHHs.
Opranm3anus TpHeMa TpaxIaH B TOCYIapCTBEHHBIX
yupexaeHusx. PopMbl U METO/Abl COBEPIIEHCTBOBAHUS
paboTel c  oOpalleHHsMH TpaxJaH B  OpraHax
roCyJJapCTBEHHOMN BJIACTH u yIpaBieHus, B
OOIIECTBEHHBIX OpPraHU3aLUsAX.

[TpumeHeHHe aBTOMATH3UPOBAHHBIX TEXHOJOTMHA JUIs
MOJTOTOBKH OTBETOB M OpTaHU3alui WH(POPMAINOHHO-
CIpPAaBOYHOW CIYy)KObl B YUpeXJEHHUSX C OOJIBLIINM
00BeMOM 00OpallleHu rpax/iaH.
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3.7. XpaHeHue 1O0KYMEHTOB
B JeJI0NIPOU3BOACTBE
OpraHu3anuu

Opeanuzayus mekyuje2o XpaHeHusi OOKyMeHmos u
obecneyeHue ux COXpauHHoCmu

OcHOBHBIE TIOJIO’KEHUS 3aKOHOIaTENBHOM pETIaMEHTalluu
XpaHeHus: JOKyMeHTOB B Poccuiickoit @enepannu.
Meroanudeckue JOKYMEHTHI 110 OpraHUu3aliy XpaHEHUS.
XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX IMOAPA3JEICHUAX
oprauu3aiui  OTBETCTBEHHOCTb 332  COXPAHHOCTb
JIOKYMEHTOB. Opranuzanus CHpaBOYHOM paboOThl U
MOPSIOK  BBIJAYM  JOKYMEHTOB  BO  BPEMEHHOE
MIOJIb30BaHWE  TNPU  XpPaHEHUH B  CTPYKTYPHBIX
MIOAPAa3ACICHUsX. XpaHeHue JIOKYMEHTOB Ha
HETPAaJULMOHHBIX HOCHTEISX.

CoxpaHHOCTb  JTOKyMEHTOB IIpM pEOpraHu3aluud U
JMKBUJIALIUU OPTaHU3ALNN.
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Homenxnamypa oen
[TousiTre «HOMeHKIIaTypa aeim». Ha3HadeHue
HOMEHKJIATYphI Ae1. HoMeHkaTypa el Kak OCHOBa
CHCTEMAaTH3aIlMU JTOKYMEHTOB B IIEJISIX MX MOCIICIYIOIIErO
XpaHCHUSI.
TpeboBaHus K COCTABICHUIO HOMCHKIATYPBI neil. WX
periiaMeHTalrs B 3aKOHOIATE/IbHBIX aKTaX U
HOPMAaTHBHO-METONYECKUX JTOKYMEHTaX
MEKOTPACIEBOrO JACHCTBUS.
Buibl HOMEHKJIATYp €71, UX OCOOCHHOCTH U Ha3HAUCHHE
MertorKa COCTaBICHUSI HOMEHKIJIATYPBI JIeJ: U3YUCHUE
COCTaBa IOKYMEHTOB, pa3pa0doTKa KJiacCH(PHUKAIMOHHON
CXEMBI; COCTABJICHUE 3ar0JIOBKOB JIEJT U UX
CHCTEMAaTH3AaIlMs C YYESTOM YCTAaHOBJICHHBIX TPEOOBAHHIA.
[MTopsiiok ohopMIICHHUS, COTTIACOBAHUS M YTBEPIKICHHS
HOMEHKJIATypbI Aei1. CpOKH XpaHEeHHs JOKYMEHTOB
Hcnonp30BaHne HOMEHKIIATYPBI JIE] B OTIEPATHBHOM
XpaHCHHUH U apXHUBE OPraHU3AIHH.

Opeanuzayus u nopsi0ox hopmuposarus oei
[TonsiTue “hopmupoBanue e, OCHOBHBIE TPeOOBaHUS K
IIPOBEJEHUIO 3TOM paboThl. CoBpeMeHHAsi HOPMATHUBHO-
MeToaudeckas 0asa, onpezenstonas TpeOoBaHUS K
(OpPMUPOBAHHUIO JIEN B IEJIOIPOU3BOICTBE.
dopMupoBaHUE A€l B OPraHU3aLUsAX PA3TUYHbIX YPOBHEHN
ynpasneHus. 3agauu ciyx0bl JJOY u apxusa
OpraHu3aluy o 00eCIeYeHNI0 KaueCTBEHHOTO
dbopmuposanus aen. [Ipasuna popmupoBanus B nena
JIOKYMEHTOB Pa3In4HbIX BUAOB. [ [pUHIIMIIBI
CUCTEMAaTHU3aIH JOKYMEHTOB BHYTpH JI€II.

Opzanuzayus sKcnepmu3sbl YeHHOCmuU OOKYMEHMO8
ITonsTue “aKkcnepTrsa LIEHHOCTH JIOKyMEHTOB’ .
HopmaTuBHO-MeTOIMYECKHE M TEOPETHUECKHE OCHOBBI
npoBeieHusl dKcnepTusbl. TpeOoBaHMS K IMPOBEACHUIO
AKCIEPTU3bl IIEHHOCTH IOKYMEHTOB.

Opranuzanus paboThl IEHTPaAJILHOW 3KCIEPTHOM
komuccun (UOK) wu oskcmeptHoit komuccuu (OK)
yupekaeHus (OpraHu3aluu) Mo MPOBEIECHUIO SKCIIEPTU3bI
LEHHOCTHU nokymeHToB. [lonoxenue 00 3SKcrepTHOM
komuccuu. IlpaBa M (QYHKIMM SKCHEPTHOH KOMHCCHH,
NnopsAIoK ee paboThl. JIOKyMEHTHUpOBaHUE AESTEIbHOCTU
AKCIIEPTHOM KOMHUCCUHU. DTalbl MPOBEACHMS DKCIEPTU3BI
LHEeHHOCTH  JOKyMeHTOB. OdopmieHue pe3yiabTaToB
AKCIEPTU3BI IEHHOCTU JOKYMEHTOB.

[lonsiTne “nepedyeHp JOoKyMeHTOB”. Ha3zHaueHune wu
UCIIOJIb30BaHUE IIEpEUYHEd B  KayeCcTBE OCHOBHBIX
HUCTOYHUKOB II0 YCTaHOBJIEHUIO CPOKOB XpAaHEHUS U
o0ecrieyeHUss  €IUMHCTBA  ONEPATHBHOIO  XpaHEHHUs
JIOKYMEHTOB B JEJIONPOU3BOACTBE U apXUBE OPTaHU3ALMH.
Tumnossle U BEAOMCTBEHHBbIE IepedHH. lcnosb3oBaHue
nepeyHed I COCTaBJIEHHUSl  KJIACCU(UKATOPOB MU
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HOMEHKJIATYp JEII.
Iloocomoska u ogpopmnenue den
Yuudukanus TpedOBaHUN K JieTaM, CIaBaeMbIM B apXUB.
HopmaTtuBHO-METOIMYECKHE TOKYMEHTBI MEXOTPACIEBOIO

neiictBust 00 0(hOpMIICHUH JIEIT.

OcHoBHble TpeOoBaHus k odopmienuto nen. [lomnoe u
yactuaHoe oopmiienue aen. Ilogmuska nen. Hymepanus
JUCTOB. 3aBEpUTENIbHAs HAANUCh. BHYTpEHHssS OINUCH.
OdopmieHne 00JIOKKH JIeT TOCTOSIHHOTO U BPEMEHHOTO
XpaHEHUSI.

Onucu oen
[Tonsitue «onuch nen». [IpaBuia cocraBieHUs: OMUCH €I
CTPYKTYPHOI'O  IOJAPA3ACIICHU. Bunel  onucen.

Odopmnenune onucu aea CTPYKTYPHOTO MOIpa3/IesIeHuUs.
Ilopsook nepedauu den 6 apxus opeanuzayuu
[lepenaua nmen B apxuB opraHusainuu. B3ammoneiicTBue
ciyx6s1 JIOY u apxuBa nipu (OpPMUPOBAHHKA OCHOBBI IS
MOCJIEIYIONIET0 XPaHEHHU U UCIIOJIb30BAHUS JIOKYMEHTOB.
EnuHCTBO OpraHu3aiuy TIOKyMEHTOB B JICJIOTIPOU3BOICTBE

U apXuBe.
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3.8. Hanpasienust
copepuieHcTBoBanus 10Y

VYhpaBieHue  JOKyMEHTaMH  KaKk  4acTb  CHCTEMBI
yopasieHuss KadecTBoM. CraHpapTuszanus HpoLEeayp
yIOpaBIE€HUs JOKYMEHTaMH KakK METOJUYecKass OCHOBA
JESITEIbHOCTH CIIY’KO JOKYMEHTAIllMOHHOIO 00ecredeHus
YIPAaBIEHUS B POCCUICKUX OpraHU3alusiX.

PazsuTne periaMCeHTallnunu AOKYMCHTAIITUOHHOT'O
oOecrieueHMs ympaBieHUs. Poib THUIIOBBIX pErIaMeHTOB
OpPraHOB TOCYJAapCTBEHHOM BJIACTM W YIPAaBICHHUS B
PEryJIupOBaHUM JIOKYMEHTAIlMOHHOTO O00ECHeueHus] HX
JIEeATEIIbHOCTH. BHYTpEeHHNE perylaMeHTsl OpraHu3alui.
CoBeplIeHCTBOBAHNE JOKYMEHTALMOHHOTO 00ecreyeHus
YHOpaBJICHUA B TOCYAapCTBCHHOM allrapare, OpraHnu3anusax
pa3nuyHbIX (GOpM COOCTBEHHOCTH (IOCYJIApCTBEHHBIX U
HErOCy/apCTBEHHBIX). YTOpPAJ0YEHHE OpraHU3allMOHHBIX
¢dbopM u MeTOZI0B paboThI C JOKYMEHTaMH.

Pernamenranus GyHKIMHA,  CTPYKTYpPHI u
OpraHU3aIMOHHO-TIPABOBOTO MOIOKeHUs ciyx0 JJOVY.
Bnusinue HOBBIX WH(OPMAIMOHHBIX TEXHOJOTHH Ha
COBEpUICHCTBOBAHUE YINPABICHUYECKON JAESITEIbHOCTH U
J0Y.

TCXHOJIOTUM — BO BpPEMA ayIUTOPHBIX 3aHATHI

ucnosibzoBanreM [IK u KOMIOBIOTEPHOrO MPOEKTOPA,

[Ipu peanuzanuu OporpaMMbl JUCHUIUIMHBI HCIOJB3YIOTCA pa3uyHble 00pa3oBaTelbHbIE
3aHATHS TMPOBOJAATCS B (opme JeKuuid c
BO BpeMsi CEMHMHAPCKUX 3aHATHH C
3aCIIyIIMBaHUEM U OOCYXKICHHEM JIOKJIAJ0B MaructpantoB. CamocrosrenbHas paboTa MarucTpaHTOB
nojipa3ymMeBaeT padoTy O]l PYKOBOACTBOM IpenojaBaTesis (KOHCYJIbTAallMd U MOMOIIb B HAITMCAHUU

4. Oopa3zoBaTe/ibHbIe TEXHOJIOTHH

pedepaToB U TOKJIAZ0B) U HHAMBHYAJIbHYIO PA0OOTY MaruCTpaHTOB B OMOIIMOTEKAX U apXUBaXx.
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B nmnepuon BpeMEHHOro NPHOCTAHOBIEHHUS TOCEHICHHUS OOyYarolMMHCS TOMEIICHUH U
tepputopuu PITY mist opranusamnuu yqyeOGHOTO Mpoliecca ¢ MPUMEHEHHEM 3JIEKTPOHHOTO O0YUYCHUS U
JUCTAHIIMOHHBIX  O0pa30BaTEJIbHBIX TEXHOJOTUH MOTYT OBITh HCIOJB30BAaHBl  CJEAYIOIIHE
00pa3oBaTeNbHbIC TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-JIEKIIUU B PEKUME PEATBHOTO BPEMEHU;

— DJIEKTPOHHbIE YUYEOHUKH, YdeOHbIe MOCcOoOus, HayYyHbIe W3/IaHUs B 3JIEKTPOHHOM BHUJIE U JOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIIbHBIM pecypcam;

— CUCTEMBI JIJI51 SJIEKTPOHHOI'O0 TECTUPOBAHUS;

— KOHCYJIBTallM! C UCIOJIb30BAHUEM TEJIEKOMMYHUKALMOHHBIX CPEICTB.

5. OneHka NJIAHUPYEeMBbIX Pe3yJIbTATOB 00y4eHHs

5.1 Cucrema oneHUBaHUSA

Texymuid KOHTPOJIb OCYIIECTBISIETCS B BHJIE OLEHOK KOHTPOJIbHOM pabOThl M BBINOIHEHUS
3aJJaHMi Ha MpPaKTUYecKUX 3aHATHAX. KoHTponbHas paboTa MpOBOAMTCA HAa MEPBOM MPAKTHUECKOM
3aHSATUH, BBISBIAET TOTOBHOCTh CTYACHTOB K NPAaKTHYECKOH padoTe u oneHmBaercs a0 20 Gamios.
MaxkcumainbHast OLIeHKa BBIMOJIHEHUS KaKJ0I0 IPAaKTHYeCcKoro 3ausatus — 10 6amos.

[TpomMeXyTOUHBI KOHTPOJb 3HAHUWA MPOBOIUTCS B (hOpME MTOTOBOW KOHTPOJIBHOW DPabOTHI,
BKJIFOYAIOIEH TEeOpeTHUeCKue BOIMPOCHl U MpAaKTHUYECKOe 3aJjaHue, U oueHuBaercs a0 40 Gaios. B
pe3ysbTare TEKYIIEro U MPOMEKYTOUYHOTO KOHTPOJIS 3HAHUHM CTYAEHTHI MOIYYatoT 3a4€T 10 KYypCy».

®opma KOHTPOIIS Makc. KoJIM4ecTBO 0aJIoB
3a ogny padoty| Bcero

Texymmii KOHTPOJIb:
- oIpoc 5 6anos 20 6amnoB
-peepat 20 GaynoB 20 6amnoB
- KOHTpOJIbHast paboTa 20 GanoB 20 GayoB
[TpomesxyTouHast aTTecTanus (IK3aMeH) 40 6annos
HToro 3a cemMecTp (TUCHUILIMHY) 100 6amoB

[Tosy4yeHHbIH COBOKYIHBII pe3ybTaT KOHBEPTHPYETCSI B TPAUIIHOHHYO IIIKATY OL[CHOK U B IIKAITY
olieHOK EBporneiickoii cructemsl epeHoca u Hakoruienus kpeautos (European Credit Transfer System;
nanee — ECTS) B COOTBETCTBHHM C TaOIHIICH:

100-6annpHas mikana | TpaauiimoHHAs MIKajIa HIxkana ECTS
95 -100 A

8304 OTJIMYHO B

68 — 82 XOpOLIO 3aUTEHO C

56 — 67 D

50 _55 YIOBIETBOPUTEIHHO E

20 - 49 FX

0_19 HEYJIOBJICTBOPUTEIHHO HE 3aYTEHO =

5.2.Kputepuu BbICTaBICHUS OILIEHKU MO AUCLMILINHE
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Banael/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCHMILIAHE

100-83/
AB

«3a4YTCHO»

BricTaBnsiercs o0yyaromieMycsi, €Ciid OH TITyO0KO U
IIPOYHO YCBOWJI TEOPETHUUYECKUM U PAKTUYECKUI
Marepuai, MOXET IPOJAEMOHCTPUPOBATH 3TO HA 3aHATUAX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OO0yuaromuiicst KCYEPIBIBAIOIIE U JIOTHYECKHA CTPOMHO
M3JaraeT yueOHbIi MaTepuall, yMeeT yBs3bIBaTh TEOPHUIO C
MIPAKTHUKOM, CIIPABIIIECTCA C PELICHUEM 3a7a4
npo¢ecCHOHATBFHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, MPAaBUILHO OOOCHOBBIBACT MPUHSTHIC
pelIeHus.

CB00OIHO OpUEHTUPYETCS B Y4eOHO U
npoeCCHOHATILHOM JINTepaType.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydarolemMycs ¢
yu€TOM pe3yJIbTaTOB TEKYILIeH U MPOMEKYTOUHOU
aTTeCTalUU.

Komnerenuu, 3akperiéHHble 3a JUCUUIUIMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«3a4YTCHO»

BricraBnsiercs o0yuaromiemMycs, €Clid OH 3HaeT
TEOPETHYECKUI U MPAKTUYECKUI MaTepual, rPaMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHSX U B XOJIE
MIPOMEKYTOYHON aTTECTAlllU, HE AOIYCKast
CYILLIECTBEHHBIX HETOYHOCTEN.

OOyuaromuiics MpaBUJIbHO MPUMEHSIET TEOPETHUUECKHE
MIOJIOXKEHUS IIPU PELICHUH NTPAKTUYECKUX 3a1a4
npodeccnoHalIbHOM HAaNIPaBIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHU I 3TOTO
HaBBIKAMU U IIPUEMAMHU.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B yUeOHOU U
npodeccnoHanbHOM TUTEpaType.

OneHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
Y4ETOM pe3yabTaTOB TEKYLIEH U MPOMEKYTOYHOMN
aTTeCTalUu.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUILTAHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHIY.

67-50/
D,E

«3a4YTCHO»

BricTaBnsiercs oOy4daromemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U MPAKTUYECKUI MaTepuall,
JIOTTYCKaeT OTJENIbHbIE OMIMOKH MPH €ro U3JI0KEHUH Ha
3aHATHUSX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OO0yyaronuiicst UCIIBITHIBAET OIPeIETIEHHBIE 3aTPYIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUH
MPaKTUYECKUX 3a71a4 MpodhecCuoHaIbHOM
HaIPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CJII0XKHOCTH,
BJIaJIe€T HEOOXOAUMBIMHU AJISl 3TOT0 6a30BBIMHM HAaBbIKAMHU
U IIPpUEMaMU.

JIeMOHCTpUpYET TOCTATOYHBIN YPOBEHb 3HAHUS yIeOHOM
JUTEPATYpPHI 110 TUCLUIUIMHE.

OneHka o JUCHUIUIMHE BBICTABIISAIOTCS 00Y4aIOMEMYCs C
y4ETOM PE3YJIbTATOB TEKYILEH U IPOMEKYTOYHOU
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
kana AUCUHMILINHE AUCHMILIAHE
ECTS

aTTeCTalluH.

Komrniereniuu, 3akperi€éHHbie 3a JUCUUTLIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/ BricTaBnsiercst o0ydaromnemycs, €Ciii OH He 3HaeT Ha
F.EX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUYECKHIA U MPAKTUIECKUI
MaTepHall, J1oMyckaeT rpy0oble oliMOKU IpU ero
W3JI0KEHUHU Ha 3aHATHUSAX U B XOJI€ POMEKYTOUHON
aTTeCTallUH.

OOyyaromuiics UCIIBITHIBAET CEPhEZHBIE 3aTPYIHEHUS B
IPUMEHEHUH TEOPETUYECKUX MOJIOKEHUH IPU peLIeHUN
MPAaKTUYECKHX 33124 MPO(HeCCHOHATEHON
HaNpaBJICHHOCTU CTaHAAPTHOTO YPOBHS CIOKHOCTH, HE
BJIaJIe€T HEOOXOAUMBIMU JJISl 3TOTO HABBIKAMU U
MpUEMaMHU.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS Y4eOHOH
JUTEpaTyphl [0 JUCLUIUIMHE.

OreHka 1o JUCHUTUTMHE BBICTABIISIOTCS 00YYarOIMEMYCs C
yu€TOM pe3yJIbTaTOB TEKYILIeH U MPOMEXKYTOUHON
aTTeCTAIlHH.

KomnereHM Ha ypOBHE «10CTaTOUHBINY, 3aKpEINIEHHBIE
3a AMCUMUIUIMHOW, He CHOPMHUPOBAHEI.

5.3. OueHo4nble cpeacTBa (MaTepuAaJbl) A/l TEKYIero KOHTPOJISA yCIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTANMHU 00y4aI0IHUXCS 10 JUCHHILIMHE

Keiicol 1J1 Tekyniei arrecTanum:

1. CyiiecTByeT Ji B HACTOSIIIEE BPEMS FOCYJapCTBEHHOE PETYIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEN 00pabOTKU JOKYMEHTOB (HAIIpUMeEp, OMPEICICHBI JIU TUTIOBBIE ONEepaIiu
00pabOTKH JOKYMEHTOB, UX MOCJIEI0BATENbHOCTD) B YUPEKICHUIX, OPraHU3alMIX U Ha
NPEANPUITUSIX CTPAHBI?

Kaknmu oKkyMeHTaMu JOJIKHBI HJIM MOTYT PYKOBOJICTBOBATHCSI KOHKPETHBIE CTPYKTYPBI IIPU
pelIeHnu JaHHOTO Borpoca?

2. JIns pemieHus Kakux 3ajiad UCIOJIb3YIOTCS TOCYIapCTBEHHBIE CTaHAapThl B chepe
nenornpou3BocTea? Ha3oBure Taknue cTaHIapThl.

Kakum o0pa3om opranusaiust MOkeT JT0OUThCS OT CBOUX paOOTHHUKOB 0053aTEILHOTO yUeTa
nonoxenu 'OCT?

3. OnHOoM U3 BaXHEHIINX SIBIISETCS MpoOiieMa COXPAaHHOCTH (XpaHEHUs) IOKyMEHTOB
opranusanuii. Kakumu npaBoBbIMH aKTaMU U TOCYJapCTBEHHBIMHU MEKOTPACIEBBIMU JOKYMEHTaMU
ClIelyeT PyKOBOJICTBOBATHCS IPH €€ PELICHUN:

3aKkoHOAATEIbHbIE OCHOBBI XPAaHEHUS JOKYMEHTOB

Wnarie MPaBOBLIC AKTHI, OIMIPECACIIAIONNEC PCIICHNUEC BOIIPOCOB, CBA3AHHLIX C COXPAHHOCTBIO
(XpaneHueM) JOKYMEHTOB
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HopmatuBHO-MeTOIMUECKHE TOKYMEHTHI, COIEPIKaIINe METOAUKY pabOThI IO ONIEPATUBHOMY
XPaHEHUIO JOKYMEHTOB M MOArOTOBKE UX K II€peaye B apXUB OpraHU3aluu

4. PykoBoauTenb NpeANpUaTUs PaclopsIAUiCs MOATOTOBUTH JOKYMEHTBI, KOTOPBIE JOJIKHbI
perIaMeHTHPOBATh JIeATEIbHOCTE CiIykO0bI IOV (kaHLenspun), OpraHu3aluio 1 MopsaoK paboTsl ¢
JOKYMEHTaMH.

bruio pazpaborano [lonoxenne 06 nHGOpMaLIMOHHON MOTUTUKE, OJIMH U3 Pa3/ieJIOB KOTOPOTO
HasbiBascs «Opranuzanus paboTel C TOKyMEHTHPYEeMO# nH(popMarueit». B pa3aene 3akperuisiics
CTaTyC KaHUEJSIPUU KaK CIY>KObI AeTONPOU3BOACTBA U (DYHKIIUU €€ COTPYAHHUKOB 110 paboTe ¢
JOKYMEHTaMH.

Onpenenure, Kakue OpraHU3alMOHHbBIE TOKYMEHTBI 3aMeHIT co00# pazaen «Opranuzanus
paboThI ¢ JOKyMeHTHUpyeMoi nHpopmarueit». [IpaBomepHa i Takas mpakTuka?

Kakoii erie BHyTpeHHUN HOPMATUBHBINM JOKYMEHT CIIeZIOBaJio pa3paboTarh, YTOOBI
YCTaHOBUTD €UHBIN MOPSAAOK JEIONPOU3BOJCTBA HA IPEANIPUATHH?

5.0npenenute nopsaok coctaBieHus U opopmienus [lonoxenus o ciyxoe JJOY:

. paspabaTbiBaeT (KT0?)

" MOAMKUCHIBAET (KTO?)

. JOJDKHO OBITH COTJIaCOBaHO (C Kem?)

. yTBepKIaeT (KTo?)

. BBOJIUTCS B JIciCTBHE (KEM MK 4eM?)

. nognexKaT nepecmoTpy (Npu Kaknx
obcToaTenbcTBax?)

3aroNHUTE IPOITYCKH.

6. PazpaboTtanHas B opranuzanuu MHCTPYKIIKS O JEIONPOU3BOJICTBY COAECPIKUT CIEIYIOIIHE
TEMAaTUYECKHUE pa3/ieiibl:

- Opranu3zanus JOKyMEHT0000poTa

- Perucrpanusa 1okymMeHTOB

- KoHTposb 32 uCHIOTHEHHEM TOKYMEHTOB

- Howmenxkiarypa nen

- XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX NTOAPA3AEIEHUSX.

OTpakeH i B MHCTPYKIIUHU BECh MpoIiecc paboThl C JOKYMEHTaMH?
Ecnu mer, kakumu paznenamu Bel ObI JOTIOTHUIN TaHHBIA JOKYMEHT.
OO6ocHyiiTe CBOE pelieHue.

7. IHCTpYKLUS 11O I€TONPOU3BOJICTBY — 3TO 0053aTENbHBINA JOKYMEHT /ISl BceX paOOTHUKOB
OpraHM3alMK UIIH TOJIBKO JUISl €€ CIIyKObI 1e70Ipon3BoicTBa?
Kro n xakum o6pazom onpezensier chepy pacnpocTpaHEeHHUs JTaHHOTO T0KyMeHTa?

8. KoMmnaHnust nMeeT HECKOJIbKO OT/IEICHUH, OIHO U3 KOTOPBIX PACIIONAraeTcsl B TOM XKe
3[IaHWH, YTO W IIEHTPAIBHBIN ouc. [Ipyrue oTaeneHns pacioIoXKeHbl B pa3HbIX paifoHax ropoa.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cllydyae: OyJeT JH LEeHTPaIbHbIH
oduc paboTaTh CO BCEMH JTOKYMEHTAMH KOMITaHUU (OCYIECTBIISTH LIEHTPATM30BaHHBIN ITPHEM BCEX
JOKYMEHTOB, UX PETUCTPALIHIO, BECTH CIIPABOYHYIO pabOTy, KOHTPOJIb 33 UCTIOJIHEHUEM JJOKYMEHTOB U
T.J1.) WK Tiepenact 3Tu GyHknuu B otaeneHus? Ecim mepenact, kakoBa Oyaet poiib ciyx0b1 JIOY
neHtpaibHoro oduca? Kak 6yayT paboTarh ¢ TOKyMEHTaMHU OTACICHHS, HAXOIAIIEMCS B TOM K€
3IaHHH, YTO U LIEHTPATBHBIN 0uc?
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9. Ileprunas 00pabOTKa JOKYMEHTOB, MOCTYMUBIINX B KOMIIAHUIO 110 TIOYTE, CBOAUTCS K
crnenyromemy. PaOOTHUKY, BBITOTHSIONIME 3Ty ONEPAIMIO, BCKPHIBAIOT U TYT K€ YHHUYTOXKAIOT
KOHBECPTHLI, IPOCTABJIAIOT HA BCCX JOKYMCHTAX, B TOM YHUCIJIC, q)HHaHCOBBIX, 6YXFaJIT€pCKI/IX uT.Il.,
IITaMII O OCTYIUICHUH JIOKYMEHTA B OPTaHU3ALHUI0 U epelaloT X HHCIIEKTOPY M0 PETHCTPALHH.
WHcnekTop mpocMaTpuBaeT T0KyMEHTHI M (PUKCHPYET B PETUCTPAIMOHHBIX (hOpMax, TOMUMO MPOUUX
CBEJICHNH, KOJIMYECTBO JIMCTOB U HATMYHE MPHIIOKEHUH K JOKyMEHTaM.

Omnpenenure, Kakue TpeOOBaHUA K MPOIIECCY MEPBUYHON 00PaOOTKU JOKYMEHTOB B JJAHHOM
cllyyae HapylIAroTCs, U KaKue HEraTHBHBIC OCJIEACTBHS ATUX HAPYIICHUH U1l KOMIAHUU MOTYT
IMPOABUTHCA BIIOCJIICACTBUH .

10. IToMOLIHUK PYKOBOJUTENS, IPEABAPUTEIBHO IPOCMOTPEB JOKYMEHTALUIO, [IOCTYIHUBIIYIO
B OpraHM3alyIo, BCIO €€ MepeaacT PyKOBOAUTENIO. B nanky ¢ JOKyMEHTaMu BKJIAJbIBAETCS
IIACbMEHHBIA KOMMEHTAPHI O COCTaBE NOCTYIHUBIINX JOKYMEHTOB, KOPPECIIOHICHTAX, apecarax u
COJIEPIKAIIMXCS B KaXJA0M JOKYMEHTE BOIIPOCAX.

B uem cocTout Ha3HaUEHUE ONEPALNU IIPEABAPUTEIHLHOE PACCMOTPEHNUE JOKYMEHTOB»?
IIpaBrIIbHO JIM €r0 IOHUMAIOT B JAHHOM OpraHU3aLUN?

11. O6mas TexHonorus paboTsl ¢ JOKyMEHTaMH B OPraHU3allMl COCTOUT U3 THIIOBBIX
OIIEepaLIA:

. MIpUEM JOKYMEHTOB;

. nepBuYHas 00padoTKa JOKYMEHTOB;

]

. perucTpanus;

. PacCMOTPEHHE TOKYMEHTA PYKOBOJUTEIIEM U OIPEIEICHUE XapaKTepa pelIeHus

BOIpoca (Pe30ITIoIHs);

. MOCTAaHOBKA JJOKYMEHTa Ha KOHTPOJTb;
. MOJITOTOBKA MPOEKTA JIOKYMEHTA;

. oopmieHre 1 coTIacoBaHME;

. yJIOCTOBEpEHHE;

]

. OTIIpaBKa U3 OpraHU3alluy;

I[OHOJ'IHI/ITC MEpCUCHb HCAOCTAOMIUMU OIICpalIuAIMU

12. B cOOTBETCTBUU € TOCYAapPCTBEHHBIMH MEXXOTPACIEBBIMH JTIOKYMEHTAMH B
MH(POPMAITMOHHO-TIONCKOBYIO cUCTeMY 10 AokymeHTam opranuzanuu (UIIC) Bxoasat: peructpanus,
UHJeKcaIus, opMUpOBaHUE eIl

KakoBo Haznauenue kaxaoit cocrapisromieit MIIC? YUto mo3BossieT 00beIMHUTE UX B OJTHY
cucremy? Kak OHM MOTYT UCTIOJIb30BaThCS TIPH MTOUCKE TOKYMEHTHON HHPOpMAITIH?

13. B peructparmonsbie GOpMbI BXOISAIINX JOKYMEHTOB OpraHU3allis BHECIA CIAEAYIONTNe
JaHHBIC:

JlaTa MOJIy4eHHs], BXOAIIUN PErUCTPALlMOHHBIN HOMEp, KOPPECTIOHAEHT, HOMEp U JaTa
JIOKyMEHTA, KpaTKOE COJIepKaHUe, PE30JTIOIHS PYKOBOIUTENS OPraHU3aINH, PYKOBOJIUTEIb
CTPYKTYPHOTO NIOJIpa3/IeNICHUs, PE30IIOLHUS PYKOBOIUTENS MOAPA3ACIICHUS], UCTIOTHUTEND.

Onpenennure, COOTBETCTBYIOT JIM 3TH JJAaHHBIE PEKOMEHIYEMOMY COCTaBY PEKBU3UTOB
peructpanuonHoi Gopmel. Fimeer u cayx6a qe1onporu3BOICTBA MPABO BKIIOYATH B
perucTpaoHHbie (POPMbI PEKBU3UTHI IO CBOEMY YCMOTPEHHIO?
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14. Cuctema perucTpanyi B OpraHU3alii UIMEET CMEIIaHHY0 popMy, PpU KOTOPOH YacTh
JOKYMEHTOB (ITOCTYTIAIOIINE HA UM PYKOBOJIUTENS, IPUKA3bI U JIP.) PETUCTPUPYIOTCS B CIIykKOe
JEJIONPOU3BO/ICTBA, & OCTAJIBHBIE — B CTPYKTYPHBIX MOJIPa3/ICICHUSX.

B ciyx0e nenonpon3BocTBa BceM 0€3 NCKITI0UEHUS IOKYMEHTaM IIPHCBAUBACTCS WHACKC,
COCTOSIIIIUN U3 MOPAIKOBOTO HOMEpa TOKYMEHTa B COOTBETCTBYIOIIEH Ipyie (HapuMep, BXOASIINX
JIOKYMEHTOB) U JIUTEPHI «P», 03Hauaroel «pyKkoBOACTBOY», Hanpumep, P 45. B cTpykTypHBIX
MO/IPa3ICIICHUSAX PErUCTPAIIMOHHBIN HHIEKC COCTOUT U3 UHJEKCA CTPYKTYPHOTO MOapa3aenaeHus (1o
BHYTPEHHEMY KJIAaCCU(PUKATOPY CTPYKTYPHBIX MOIPA3/IEICHUI) U TIOPSIIKOBOTO HOMEpa, Harpumep, 3-
25 nm 4-12 u ..

UYem Takoi nOpsAJ0K UHJIEKCUPOBAHUS HE COOTBETCTBYET YCTaHOBJIEHHBIM TPEOOBAHUAM?
Pemenne kakux nH()OPMALIMOHHO-TTOMCKOBBIX 33/1a4 YCIOKHSIOT TaKUe UHAECKCHI?

15. [lena B opranu3anuu GOPMHUPYIOTCS U XPAHATCS CICIYIOIIUM 00pa3oMm:

CHICHHUAIMCTBI OTACIIOB 3aBOJAT ITAIIKH, B KOTOPBIC BKJIAJIbIBAIOT JOKYMCHTLI, KaCaromnuecs
peleHusl OTIIENbHBIX BOIIPocoB. Ha 0010%KaxX moMeIaTes: (paMHIui U MHUIIAATBI HCIIOTHUTEICH U
YKa3aHHE Ha KOHKPETHOE HAMPABJICHHUE €0 JACSITSIIbHOCTH, HaIpUMeED:

5111 A.C. TepentbeB
N3roToBjieHHne U YCTAHOBKA CBETOBOM pPeKJIaMbl

B Teuenue rona B Takoil INanke HaKaIJIUBAIOTCS PA3IMYHBIE JOKYMEHTBI, C KOTOPBIMU
IPUXOJUTCS PabOTaTh CHEHMAIMCTY B paMKax JaHHOU npoOseMbl. B yucie 10KyMeHTOB BCTpedaroTcs
MU CbMa-TIPEI0KEHU S, TUCbMa-OTBEThl Ha IIPEI0KEHM S, TMChbMa-peKJIaMalliu, 10TOBOPbI U
IPUIIOKEHHUS K JOrOBOpaM, aKkThl, IPOTOKOJIbI U Ap. Eciu cienuanuct paboTaer He ¢ OHON
OpraHu3alyei, To BHyTpY NANKK OH [TOMEIAET KapTOHHBIE PAa3AEIUTENN C YKa3aHUEM KOHKPETHBIX
OpraHM3anuii-KkoHTpareHToB. Korna JOKyMEHTOB CTAaHOBUTCS CIIMIIKOM MHOTI'O, 3aBOJST BTOPYIO
(TpeThIo U T.J.) MAIKy C TaKOU e HaJIUChIO U YKa3aHHEM, YTO ATO BTOPOE (TPEThE U T.1I.) JEJO:

A.C.TepentnbeB
5.1.1.2 M3roToB/ieHHe U YCTAHOBKA CBETOBOM pekJambl. Ne 2

B koHIIe rofa manku nmomemaroTcs B mkad, B OTACNCHUS, T/Ie XPAHATCS JOKYMEHTHI
OTIpEJICIIEHHBIX CIEIHAJIICTOB.

Taxoi mopsiiok XpaHeHUs] JOKYMEHTOB OOBACHSIOT T€M, UTO UMEHHO TaK CIeHaINCcTaM
yaA00HO paboTaTh ¢ JOKYMEHTaMH B TCUCHHE JISTIONPOU3BOICTBEHHOTO I'0J1a, HCKATh JIOKYMEHTBI
MocIie OKOHYaHUS pabOThl ¢ HUMU M 00€CTIeYuBaTh X COXPAHHOCTh, TaK KaK KKl CIEI[HAINCT
3HAET CBOM BOIPOC M, 3HAYMT, CBOU JOKYMEHTHI.

Cornacusl 11 Bel ¢ Takum o0bsicHerremM? KTo B TakoM citydae OyJeT HECTU OTBETCTBEHHOCTh
3a o0ecreyeHre COXPaHHOCTH TOKyMEeHTOB? OOOCHYHWTE CBOM OTBET.

16. B Teuenue roga y opraHu3alyy NOSIBUJIMCH HOBbIE HAPaBICHUS I€ATEIbHOCTH U HOBBIE
naptHepsl. HoBast pabora Obliia mopydeHa 1ByM otienaM. Kak crnenctBue, mosiBUIIMCH 3HAUUTEITLHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OBbLIM MPEAYCMOTPEHBI IEHCTBYIOIUMU
HOMEHKJIATypaMH €1 JaHHBIX OT/IEJIOB.

PykoBonuTenb opraHu3aluy CBOMM MPUKa30M 0053a1 BHECTH U3MEHEHHSI B HOMEHKJIATY Py
nei. B pesynpTaTe 3T0 CBEIOCHh K COCTaBICHUIO B CEPEAMHE I'0JJa HOBBIX HOMEHKIIATYP A€ ABYX
OTJIeN0B. PyKoBOIUTENb OpraHU3allui UX YTBEPAMIL.

[Touemy Takue AeWCTBUS HE MOTYT OBbITh TPU3HAHBI TpaBoMepHbIMU? Kakue TpeGoBaHus K
COCTABJICHUIO ¥ O(OPMJICHHIO HOMEHKJIATYPBI /1€ ObIIIM HAapyIIEeHbI?

17. Ilocne ommnOGOYHOro YHUUTOKEHHS Psijla BaXKHBIX JIOKYyMEHTOB B KOMITAHUU OBLIIO IPUHSATO
peleHue o co3aanuu 3kcnepTHoit komuccuu (OK) u pazpaboTke BHyTPEHHUX HOPMaTHBHBIX
JOKYMEHTOB, PETYJIUPYIOIINX €€ AeATEIbHOCTb.
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B neiicTByromire KOpopaTuBHbBIE TOKYMEHTBI, PETJIaMEHTUPYIOLIUE 1eATEIbHOCTh CITYKObI
JICIIONIPOU3BOJICTBA H MOPSIOK paOOTHI C TOKYMEHTaMU KOMIIAaHUH ObLTH T00ABIICHBI
COOTBETCTBYIOIIKE Pa3/Ielibl, B KOTOPBIX ObUIM OMpeesieHbl CTaTyc, COCTaB, ipaBa, o0s3anHoctu JK u
MOPSTOK TIPOBEACHUSI SKCIIEPTU3bI IICHHOCTH JOKYMEHTOB.

B ¢ynknun DK Ob1710 BKITIOUEHO ClIeIyIONIEE:

- POBEPKA MPABIIBHOCTH O()OPMIICHHS IOKyMEHTOB;

- y4eT JOKYMEHTOB;

- OTIPEICIICHUS YCIIOBUH XPaHCHHSI IOKYMEHTOB;

- IpOBepKa KauecTBa (OPMUPOBAHUS JIET;

- y4eT JIeJl C [UTUTeIbHBIMA CPOKAMH XPAHCHHUS,

- 0TOODp J1e)1 Ha XpaHEHHE U YHUYTOKECHUE;

- OTIpEIeICHNE CPOKOB XPAaHEHHUs JOKYMEHTOB;

- OMpe/esIeHre OTHOTHI COXPAaHHOCTH JOKYMEHTOB KOMITaHHUU.

Kakue Hapymenust Obu11 JOMyIIeHBI TpH co3aannu DK ?

Kakwue, na Ba B3, QyHKIIMH HE COOTBETCTBYIOT HazHaueHut0 DK 1 He BXOAT B IOHATHE
«OKCIIEPTU3a IICHHOCTHU JIOKYMEHTOBY?

18. HacTb BXOAALIUX U UCXOAAIINX JOKYMEHTOB OpraHU3aliy IPEACTaBIeHa B JIEKTPOHHOMN
¢dopme. [Tpu noaroToBKE A€ K neperadye B apxuB BCTal BOIPOC, B KAKOM BUJIE UX HY)KHO ClaBaTh: B
BU/JIE IMCKOB WJIM NEPEBEACHHBIX Ha OYMaXXHYI0 OCHOBY TPaJULIMOHHBIX JOKYMEHTOB.

CTopoHHUKH IIepeBojia JOKYMEHTOB B TPAAULIMOHHYIO OyMaXKHY0 (hOpMy MOTHBUPOBAIIN
CBOIO TOYKY 3PEHHUS TEM, YTO HE U3BECTHO, 110 KaKOH (popMe 10JI’KHA ObITh COCTaBJIEHA ONKCH Ha
JNEKTPOHHBIE JOKYMEHTBI, U KaK ONPEICIUTh CPOK UX XPAHECHUS.

Kak 651 B moctynminm B ganHOM citydae? MOXKHO JTM ONPEeTUTh CPOKH XPAaHEHUST TAKUX
JOKYMEHTOB M (hOpMY OMHCH, IO KOTOPOH OHU MOTYT OBITh Mepe/iaHbl B apXUB?

IIpumep BapraHTa TECTOB 1JIsi KOHTPOJIbHON padoThl

Bapmuanr 1

1. [IpaBmia nenonpou3BOACTBa B (peepalibHbIX OpraHax HCIOJHUTENbHON BJIAacTU U
Metoanyeckre peKoOMEeHAAUK Mo pa3paboTKe MHCTPYKLUUH IO JeIONpPOU3BOJCTBY B (eliepaibHbIX
OpraHax MCIOJIHUTEIbHON BIACTH OBbLIN MPUHSATHI B rOJy.

Kakue n3 nepeuncieHHbIX BOIpocoB MeTtoaudeckre peKOMEHJAuU PEKOMEHIYIOT BKIOYUTh
B MHCTPYKIIMIO I10 JI€JIONPOU3BOJICTBY:
IIpaBWJIa COCTABICHUS U 0()OPMIICHUS TOKYMEHTOB
MpaBWJIa OpraHu3aly JOKyMEHTO000poTa
IpaBUJIa PETUCTPALIMU U KOHTPOJIS
MpaBUJIa XpaHEHUS JOKYMEHTOB
npaBusa 00pabOTKH 3IIEKTPOHHBIX JJOKYMEHTOB
npaBuia nepeaavu GakCUMHUIBHBIX COOOICHUN
MpaBUJIa XpPaHEHUS JIEKTPOHHBIX JOKYMEHTOB

=

OTMEThTE B CIIUCKE TUIIOBBIC HA3BAHUS CJ'Iy>K6 ACJIOIIPOU3BOACTBA:

Otnen nenonpou3BOICTBA
Otnen ToKyMeHTO000pOTa
VYnpasnenue nenamMu
Kannenspus

OO6mwuit oTaen
Perucrparypa
Cekperapuar
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L4 OT,Z[GJI KaJApOB U JCJIOIPOU3BOJCTBA

2. OTMeTbTe B CHHCKE CTPYKTYypHOE TMOApa3JeleHue, KOTOpoe pa3pabaTsiBacT
NHcTpyK1LIKIO MO EA0MPOU3BOICTBY, U JIOJBKHOCTHOE JIMIIO, KOTOPOE YTBEPKAACT 3TOT JOKYMEHT !

e Cuyxb6a JIOY
o [Opuanueckas ciry:x06a opraHu3anuu
e Kanaposas ciayx6a opranusamnuu
e Otnen Tpyaa U 3apIuiaThl
e PykoBoauTens opraHu3auu
e PykoBomuTens KOJUIETHATBHOTO OpraHa
C Kako# JaThl HAUMHAET JEUCTBOBATD MHCTPYKIIMS. .. ouuvvet vt eeie e e e e eaee e

4. TlpoHyMmepyiiTe MPaBUILHYIO MOCIIEA0BATEIBHOCTD JEIONMPOU3BOICTBEHHBIX OMEPAIHii MO
MOJITOTOBKE U 00pabOTKE MCXOSIINX JOKYMEHTOB:

o pa3paboTKa IpoeKTa JOKyMeHTa
odopmiieHHe aapecaTa
3aroJIOBOK K TEKCTY
OTITpaBKa
odopMIICHHE TTPHITOKECHUS
MPOCTABJICHHE OTMETKU 00 UCIIOJIHUTEES
BHU3bI COTJIACOBAHUS
MO/IIACAHNE
perucTparus

5. Peructpanuu noiexar:
° BCE€ MMOCTYNUBILINE U OTIPABIISIEMbIE JOKYMEHTBI

L4 TOJIbKO BHYTPCHHUC JOKYMCHTbBI

L4 TOJIBKO OIICPATHBHBIC U CPOUHBIC JOKYMCHTBI

L4 TOJIBKO AJOKYMCHTBI, TIOCTYIIUBIIUC U3 BBIICCTOAIINX opraHmauHﬁ " OTHPaBIACMbIC
508

L4 HAOKYMCHTHI, Tpe6yfonme yueTa, UCIIOJIHCHUA U UCITIOJIb30BAHUA B CIIPABOYHBIX LEIAX

KOHTpOJILHbIe BOIIPOCHI M 3a/ITaHUA IJH HpOMe)KyTOqHOﬁ aTTeCTAllMH 10 UTOraM OCBOCHHUSA
AUCHHUIIJINHBI:

1. OcoOGeHHOCTH CHUCTEMBI JeNTONPOU3BOICTBA B IICHTPAIBHBIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. Hanpasnienus u cnocoObl palimoHalIn3aluy AeJTONPOU3BOACTBA B YUPEXKICHUAX
Poccun XIX - Hau. XX B.

2. HampaBneHwust morcKa panoHaIBHBIX (HOPM OpraHU3aIMH AeTONPON3BoACcTBa B 1920-¢
roJbl

3. Ponr Hapkomata paGode-KpecThsTHCKOW WHCIIEKITUU B CO3JJaHUU CUCTEMBI
COBETCKOI'O JIEJIONPON3BOCTBA.

4, HaunGonee 3HaunMpIe pa3pabOTKH aKIIMOHEPHOTO o01iecTBa «OpreTpoiny,
WNHcTuTyTa TEXHUKH ynpasiaeHus B 1920-e roasl.

5. XapakrepucTuka 1 3HaueHue «OOmMX npaBuil JOKyMEHTAUH U
nokymenroobopora» (1931 r.)

6. IIporpammbl COBEpIICHCTBOBAHMSI JEIONPOU3BOICTBA, IPUHATHIE HA MEKOTPACIIEBBIX
coBemranusax 1941, 1960 rr.
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7. HampaBneHus TEOPETUYECKUX U MPUKIATHBIX UCCIEA0BaHUN B 00JacTH
COBEpIICHCTBOBaHUS Aenonpou3BoacTea B 1970-1980-e rozsr.

8. T'ocymapctBeHHOe peryiaupoBanue aenonpou3BoacTsa B 1990-e — 2000-e rosr

9. HopmaTuBHO-METOIMYECKHE JOKYMEHTHI MEKOTPACIEBOTO JACHCTBUS, KOTOPHIE
OTIPEEIISIOT COBPEMEHHYIO OPTaHU3alMI0 pabOThI ¢ JOKYMEHTaMU (HaMMEHOBaHHUE JOKYMEHTa, TOJ1
€ro pa3pabdOTKH, KpaTKasi XapaKTEPUCTUKA)

10. Opranuzanus ciay>x0b1 JIOY. OcHOBHa 11€71b, 33/1a41 U (PYHKIIHH CITY>KOBI, €¢
JOJDKHOCTHOM M YUCJICHHBIM COCTAaB.

11. TunoBbIe BUABI U CTPYKTYPHI ciyx0 JIOVY.

12. JlokanbHBIE aKThI, PETIIAMEHTHPYIOIIUE OPTaHU3ALUI0 JIEJIONPOU3BOJICTBA.
Haznauenue, cocraB nuHopmanuu, mopsaaok pa3padoTKH U yTBEPKACHHUS.

13. UncTpykuws 1o nenonpou3BoAcTBy. HasHadenue, cTpykTypa TeKcTa, MOpsIoK
MOJITOTOBKHU.

14. IlonsTre «J1I0KyMEHTOO00pOT», HPUHLIUIIBI €70 OpraHu3aluu. XapaKTepUCTUKU
JOKYMEHTO000poTa

15. Oransl qokyMeHTOOOOpOoTa. Onepaliuu, KOTOPbIE BBIITOIHSIOTCS MpU paboTe ¢
BXOJIALIUMH TOKyMEHTaMU

16. Dramer qokyMeHTO000pOoTa. Onepaiiu, KOTOpbIe BBIOIHAIOTCS IpU padboTe ¢
UCXOJSIIUMU JJOKYMEHTaMU

17. Oransl JOKYMEHTOOOOpOTA. OlNEepallk, KOTOPBIE BBHIIOIHAIOTCS C BHYTPEHHUMHU
JIOKYMEHTaMu

18. Perucrpanus JOKyMEeHTOB, ee Ha3HadeHue. [IpaBuia perucTpanuu JOKYMEHTOB.
XapakTepucTUKa COBPEMEHHBIX PETUCTPALMOHHBIX (hOpM, cocTaB HH(OPMALIMK U TTOPSATOK UX
3aIOJTHEHHUS.

19. TlonsTHs «perucTpanyst JOKYMEHTOBY, «MHJEKCUPOBAHUE IOKYMEHTOBY». 3HAYCHUE U
npaBuia GOpPMUPOBAHHS HHICKCOB

20. 3HaueHne KOHTPOJS 3a CPOKaMM MCIOJIHEHHUS JIOKYMEHTOB B ammnapaTe ynpaBJIeHUs.
TpeboBanust kK OpraHU3aluy KOHTPOJIS UCTIOJTHEHUS IOKYMEHTOB B JIEJIONPOM3BOICTBE. 3a1aun
KOHTPOJIbHOM J1€ATEIIbHOCTH.

21. Cpoku HCTIOTHEHHS JOKYMEHTOB. TeXHOJIOTHS KOHTPOJIS 32 CPOKAMH UCTIOTHEHUS
JIOKYMEHTOB.

22. 3akoHOAaTeIbHAs PeryIaMEHTAINS M METOAMYECKOE 00eCIIeYeHUE OPraHnu3aliu
XpaHeHus JOKYMEHTOB B Poccuiickon denepannu.

23. Opranu3zaius TeKyIIero XpaHeHus JOKyMEHTOB B JIEJIONPON3BOICTBE OPTaHU3AINH U
o0ecreyeHrne uX COXpaHHOCTH

24. HomeHkItaTypa Jiell, ee Ha3HaueHHe B JAETOMPOU3BOICTBE. BHUIBI HOMEHKIIATYp /e, UX
ocoOeHHOCTH. TpeOoBaHUs K HOMEHKJIAType JIe], UX 3aKperieHHe B HOPMAaTUBHO-METOMUECKUX
JTOKYMEHTaX MEXOTPACIIEBOTO JICHCTBHUS.

25. MeTtoauka cocTaBIeHUsI HOMEHKIATYphbI Jeil. [lopsiok odopmileHus, coriaacoBaHus U
YTBEP KIICHHSI HOMEHKJIATYPHI JIET.

26. [IpaBuiia popMHpOBaHUS B Jiea JOKYMEHTOB pa3IMuHbIX BUJIOB. [IpuHIIUIBI
CHCTEMaTH3alll1 JJOKyMEHTOB BHYTPH JIEIL.

27.TlonsTHe ‘dKCHepTU3a LEHHOCTH JOKYMEHTOB”. HopMaTUBHO-METOAMYECKHE U
TEOPETHYECKIE OCHOBBI IPOBEICHUS SKCIIEPTU3EL. [IpUHIMITEI M KPUTEPUH SKCIIEPTU3BI IEHHOCTH
JIOKYMEHTOB.

28. Opranuzanusi paOOTHI MO MTPOBEACHUIO IKCTIEPTH3Bl [IEHHOCTH JTOKYMEHTOB.
JIOKyMEHTHUPOBaHHE JESITeIbHOCTH SKCIIEPTHON KOMUCCHH U O(hOpMIICHHE €€ Pe3yIIbTaTOB.

29. Haznauenwue onucu nen. Buaer onuceit. [IpaBwmna coctaBieHus u oopMICHHE OTTUCH
JIe7l CTPYKTYPHOTO MOJIPa3IeJICHUsI.

30. Onepanuu 1o nNOoAroTOBKe TOKYMEHTOB K Iepesiade B apXUB OpraHU3aluu.

31. OcHoBHBIE TpeOOBaHMS K OPOPMIICHHIO JIEJI IPU MX MOATOTOBKE JJIs TIepeiaul B apXHB
opranuzanuu. YactuyHoe U noixHoe opopmiieHue.
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6. YueOHO-MeTOAMYECKOEe U HH(POPMANIMOHHOE 00ecTiedeHne TN CIHILTHHBI

6.1 Cnucok HCTOYHUKOB M JIMTEPATYPHI

Hcrounukn
Oenepanbubiii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jxene B Poccuiickoit
Oeneparun»  // [Onekrponned  pecypc]. - M.,  2019. -  Pexum = goctyna:

https://base.garant.ru/12137300/.

@Oenepanbubiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mopsiake paccMOTpeHHs! OOpalieHui
rpaxkaan Poccuiickoit ®enepanun»// [Onexktponnsii pecypc]. — M., 2019. — Pexum pgocryma:
https://base.garant.ru/12146661/.

[ToctanoBnenue IIpaButenscTBa PO ot 25.12.2014 Ne 1494 “O0 yTBep)kKIeHUH MPaBHII OOMEHA
JOKyMEHTaMH B 3JEKTPOHHOM BHJE IpPHU OpraHu3alul HHPOPMAIMOHHOTO B3auMojeicTBus //
[DaexTponHsIi pecype]. — M., 2019. — Peskum mocryma: https://base.garant.ru/70832680/

[IpaBuiia  fnenonmpous3BOACTBA B TOCYJApCTBEHHBIX — OpraHax, OpraHax MECTHOIO
camoympaieHus, yTB. [Ipuka3zom Pocapxua ot 22.05.2019 Ne 71 // [Dnextponnsiii pecype]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

MeToauueckie pEKOMEHAAlMKM IO pa3padOoTKe MHCTPYKIMA MO JEeJIOMPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoymnpasieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnektponusiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLHUS MO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHMU3alMsX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexkrponnsiit pecype]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. HauuonanbHbii cranaapt Poccuiickoit ®enepauuun. Cucrema
CTaHAapTOB 1O uWH(}opManuu, OWOMMOTEYHOMY U HU3AaTeNbcKkoMy Jneny. OpraHu3alMoHHO-
pacnopsAuTenbHAas JOKyMEHTalus. TpeboBaHUS K OQOPMIICHHIO AOKYMEHTOB // [DIeKTpOHHBII
pecypc]. — M., 2019. Pexxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonaneHnsblii crannapt Poccuiickoit ®@enepanun. Cucrema
CTaHIapTOB MO HHpOpManuu, OUOIMOTEYHOMY M u3aaTenbckoMmy neny. HWubopman3us u
JNOKyMeHTalus. YmpaBieHue aokymMeHTamu. Yacte 1. Ilonstus w mpuHuunel. // [DneKTpOHHBII
pecypc]. - M., 2021. Pexum JIOCTYyTIA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemompou3BOACTBO W apXHWBHOE JIeJI0. TEpMUHBI M OIPECIICHUS. -
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpuka3 Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBepkKIeHUH MPaBUII OpraHU3aluu
XpaHeHus, KOMIUIEKTOBAaHUS, YUeTa W UCIOJb30BaHUS JOKyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit
denepaluu U Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJJapCTBEHHOMW BJIACTH, OpraHaX MECTHOTO
caMmoyITipaBlicHHsT M opranusanusax» // [DnekTponnsiii pecypc]. — M., 2019. — Pexxum goctyma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

JonoJHUTEIbHbIE HCTOYHUKH

[Ipuka3z Muntpyna Poccum ot 15.06.2020 N 333n "OO06 yTtBepkaeHun npodhecCHOHATHHOTO
crangapta "CrneuuanucT N0 OpraHu3allMOHHOMY U JTOKYMEHTAllMOHHOMY OOECIHeueHHIO YIpaBJICHUs
opranm3zamen”//  [DmekTpoHHbBIi  pecypc]. - M., 2021, -  Pexum = pocryma:
http://www.consultant.ru/document/cons_doc_ LAW _ 357714/.

[Tpodeccuonanbupiii cTanaapT «CHeUaNINCT MO YIPABISHUIO JOKYMEHTAIlMe OpraHu3aiiumny,
YTBEPKICHHBIN MIPUKAa30M MUHHUCTEPCTBA Tpyda U COLMaNbHON 3ammThl Pocculickon denepanuu ot
10.05.2017 Ne 416m // [DnexktpoHHbld pecypc]. — M., 2019. — Pexum gocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxueHun IlepeuHss THUIIOBBIX
yIpaBIEHYECKUX  apXMBHBIX  JOKYMEHTOB, 0Opasymlomuxcs B  Ipolecce  AeSITeIbHOCTH


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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rOCyIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYITPABJICHUS U OPTraHU3allMil, C YKa3aHUEM CPOKOB
ux xpanenus" (3aperucrpupoBaHo B Muniocte Poccum 06.02.2020 N 57449) // [DnekrpoHHBIN
pecypc]. — M., 2021. — Peskum pocryma: http://www.consultant.ru/document/cons_doc_LAW 345020/

ITpuka3 Pocapxusa ot 11.04.2018 N 43 "OO0 yTBep>KIeHUN MPUMEPHOTO TOJIOKEHUS 00
JKCHEePTHON KoMHccuM opranuzanuu’” (3apeructpupoBano B Muntwocte Poccun 15.06.2018 N

51357) /| [Dnektpommemi  pecypc]. — M. 2021. —  Pexum  g0CTyma:
http://www.consultant.ru/document/cons_doc_LAW_300357/
Jumepamypa

beikoBa T.A. JloKyMEHTaIlMOHHOE OOECHEYCHHE YMpaBJICHHs (JETONPOU3BOACTBO) [DIIEKTPOHHBII
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepad. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

bo6rsuteBa M.II. Hekotopwie 0cOOCHHOCTH COBpEMEHHOTO AoKymeHTooOopota // Bectnuk PITYVY.
2015. Ne2. [Onexkrponnbii  pecype]. - M.,  2019. -  Pexum = jgocrymna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HekoTOpbIX NpobsemMax cdepbl ynpasieHus J1okymeHTamu B Poccuiickoit @enepanumn
/" Bectauk PITY. 2014. Ne2. [Dnekrponssiii pecypc]. — M., 2019. — Pexum mgoctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2 IlepeueHsb pecypcoB HHGOPMALHMOHHO-TETeKOMMYHUKANIMOHHOH ceTn « AHTEpHETY.

HanumonaneHnast anexktponnas 6ubnuorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunast snexktpornas 6ubanoreka www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccnoHaibHbIe 0a3bl JaHHBIX M HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Jloctyn k nmpodeccuoHanbHbIM 0a3am nanubix: https://liber.rsuh.ru/ru/bases

WHdopmanroHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koucynbrant [Tnroc
2. Tapanr

7. MaTepuajibHO-TeXHHYECKOe ofecredeHue JUCHUILINHBI

Jnst obecrniedeHHWs  MUCHMIUIMHBI  HCTOJB3YETCS  MaTepUalbHO-TEXHUWYECKas  0aza
00pa30BaTENBHOTO YUPEKICHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUTSI IEMOHCTpPAIIMU y9eOHBIX MaTepHaIOB.

CocraB mporpaMMHOTO 00ECTICUCHHS
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security


http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://liber.rsuh.ru/ru/bases

25

8. O0ecnieuenne 00pa3oBaTEIbHOIO MpoLEcca JJIsl JUIl ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU
310POBbSI H HHBAJIWI0B

B xonme peamuzaumy JUCHMIUIMHBI MCIIOJNB3YIOTCS CIEAYIOLIME JOINOJHUTENBHBIE METO/BI
0o0yuyeHMs, TEKyLIero KOHTPOJS YCHEBAEMOCTH U INPOMEXKYTOYHOM aTTecTaluu OO0ydYaroluxcs B
3aBHCUMOCTH OT UX WHIMBHUIYaTbHBIX 0COOCHHOCTEH:

® Uil CJENBbIX W CIA0OBUIAIIMX: JIEKUUH O(QOPMIISIIOTCS B BHJE JIEKTPOHHOTO JIOKYMEHTA,
JOCTYITHOI'O € IOMOUIbI0 KOMIIBIOTEPA €O CIELHUAIM3UPOBAHHBIM IPOrPaMMHBIM 00€CIIEYEHUEM;
IIUCbMEHHBIE 3a/1aHUS BBINOJHAIOTCA Ha KOMIIBIOTEPE CO CHELMAIM3HMPOBAHHBIM IPOTrPAMMHBIM
o0ecrieyeHneM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEYMBAETCS WHAMBHUIYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JtOKC; A7 BBINOJIHEHMs 3aJaHusl NP HEOOXOIUMOCTH
MPEJOCTABIISACTCS YBEIMYMBAIONIEE YCTPOWCTBO; BO3MOXKHO TaKXKe HCIIOIb30BAaHHE COOCTBEHHBIX
YBEJIMYMBAIOLIUX YCTPONUCTB; MUCHMEHHBIE 3a1aHus O)OPMIISIFOTCS YBEIMYEHHBIM MIPU(TOM; 3K3aMEH
1 3a4€T MPOBOSATCS B YCTHOW (hOpMe MM BBITIOJHSIOTCS B MIUCBMEHHOM (popMe Ha KOMIIBIOTEpE.

® Ul TIIyXUX M CJIA0OCHBIIAINX: JIEKIUH OQOPMIISIOTCS B BHJIE AJIEKTPOHHOTO JTOKYMEHTA,
au00  IpenocTaBisAeTCsl  3BYKOYCWIMBAIOLIAs — anmapaTypa HMHAMBUAYAJIBbHOTO  IOJb30BAHUS;
MUCHMEHHBIC 33JaHUS BBIMOJHSIOTCS Ha KOMIIBIOTEpPE B MHCBMEHHOW (opme; dK3aMeH M 3a4éT
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIBIOTEPE; BOZMOKHO ITPOBEACHUE B (POPME TECTUPOBAHMUSL.

® /Ul JIMIl C HapyLIEHUSMU OINOPHO-JBUTATEIBHOIO ammapara: JIEKIUU Oo(GOpMIISIIOTCS B BHJIE
ANEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOIIBIO KOMIIBIOTEPA CO CIEHUAIM3UPOBAHHBIM
IPOrpaMMHBIM ~ OOeclieYeHUEeM; IHCbMEHHbIC 3a/laHUsl  BBINOJIHAIOTCS HAa KOMIIBIOTEpE CO
CIEIMAIM3UPOBAHHBIM IPOTPAMMHBIM 00eCTIieueHIEeM; YK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WJIM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Ipn HEOOXOIMMOCTH NpENyCMaTPUBACTCS YBEIMUEHNE BPEMEHHU ISl IOATOTOBKU OTBETA.

IIponienypa mpoBeeHHs MPOMEKYTOUHOM aTTecTalMM JUIsl OOydyaroIIMXCs yCTAHABIMBAECTCS C
y4€TOM MX MHJIMBUIYAJbHBIX McUXO(pu3nueckux ocodeHHocTel. [IpomMexyTouHas arrectaius MOXKET
IIPOBOZIUTHCS B HECKOJIBKO JTAIOB.

[Ipn npoBeaeHMHM TpoLENYpPHl OLEHUBAHUS pPE3yJabTaTOB OOYy4YEHMsI MpeaycMaTpuBaeTcs
UCIOJIb30BaHNE TEXHUYECKHX CPEACTB, HEOOXOJUMBIX B CBSA3M C MHAMBUIYAJIbHBIMU OCOOCHHOCTSMHU
oOyyaromuxcsi. OTH CpeACTBA MOTYT ObITh MpPEAOCTaBICHbl YHUBEPCUTETOM, WJIM MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3yAbTaTOB OOYUYEHHS JOMYCKAETCS C MCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss OCTyll K HWHGOPMAlMOHHBIM M OHOIMOrpapuueckuM pecypcaM B CETH
WHTepHeT it Kax0ro odydaromierocs B popmax, aJalTUPOBAHHBIX K OTPAaHMYEHHUSM HUX 37J0POBbS U
BOCHPUATHS UH(OPMALIUU:

e UIsl CIENBbIX WU CHA0OBUIANIMX: B IEYaTHOM ¢opMme yBEIWYEHHBIM LIPUPTOM, B Qopme
9JIEKTPOHHOTO JIOKYMEHTa, B (hopMme ayanodaiina.

® JIUIsl TIIyXUX U CIa0OCIBIIIAIINX . B Ie4aTHOU ¢opme, B GOopMe HIEKTPOHHOTO JOKYMEHTA.

® 1151 00YYaIOLINXCSl C HApYIICHUSIMU OMOPHO-/BUraTeIbHOTO amnmapara: B meyaTHoil gpopme, B
(dhopme 2IeKTPOHHOTO JOKYMEHTa, B popMme aynanodaiina.

VY4eOHble aylIUTOpUU AJII BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHOM paboThl, HaydHas
O6ubnuoTeka M WHBIE TMOMELIECHHUsS i OOY4YEeHHs OCHAIEHBI CIEelHalbHBIM O0OpYJOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEeICTBAMU O0YUECHHUS:

® ISl CIIENBIX U CJIa0OBUISIIUX: YCTPOWCTBOM JJIsSi CKAHUPOBAHMS M UTEHUs ¢ kamepoil SARA
CE; nucruteem bpaiins PAC Mate 20; npunrepom bpaitns EmBraille ViewPlus;

eI THYXUX W CHA0OCHBIIIAIIUX: ABTOMAaTH3MPOBAHHBIM pabodyMM MeCTOM JUIsl JIIOAeH ¢
HapyIlIeHHEM ClIyXa U c1a00CIbIIIAINX; aKyCTUYECKUN YCUIIUTEINb U KOJIOHKU;

e i1 OOYy4aroIIMXCs C HapyLWIEHUSIMHM OIOPHO-ABUIATEILHOIO ammnapaTa: I[epeIBUKHBIMH,
perynupyeMbpiMu 3proHoMudeckumMu mapramMmu CH-1; KOMIBIOTEpHON TEXHUKOW CO CIEIHATbHBIM
MIPOrPaMMHBIM 00ECTICYCHHEM.
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9. MeToauuecKue MaTepuaJibl

9.1 Ilnanbl JaOOPATOPHBIX 3aHATHI

Ilnanbl sgaboparopHbiX 3aHaTHA. MeToauyeckue YKa3aHMsli 10 OPraHM3alMU U
NMPOBeIeHUI0

Bri6op Tem 1a00paTOpHBIX 3aHATHI 00YCIIOBICH OOIIMM COJICpX)aHHEM Kypca W HalelieH Ha
yTIyOJICHHOE U3YYEHHUE €T0 OTIIECTBHBIX Pa3JIeyioB.

[Inan maGopaTOpHBIX 3aHATHHA  BKIOYaeT JABa pasfena: "OpraHuzamuss W TEXHOJIOTHUS
JICJIONPOU3BOJICTBA B YUPEKICHUAX AOpeBOMOIMOHHONM Poccun" m "Opranuzamuss ¢ TEXHOJIOTHS
COBPEMEHHOT0 JISJIONPOU3BOICTBA".

Ilenp m1aboOpaTOpPHBIX 3aHATHUI - 3aKpelyieHHe CTYJEHTaMH TEOPETHYECKHX 3HAHHM
JIEKIMOHHOTO Kypca U (POPMHUPOBAHHE TPAKTHYCCKUX HABBIKOB OPraHU3AIMH COBPEMEHHOW CITYXKOBI
JIEJIONPOU3BOJICTBA, MPUEMOB U METOJOB TEXHOJOTHUU PabOThl ¢ JOKYMEHTaMHU B YIPaBIECHYECKOM
amnrmapare.

B pe3ynbrate BhINONHEHUS 1a00paTOPHBIX 3aHATUN CTYJIEHTHI JOKHbI

3HATD:

° XapaKkTepHbIe OCOOCHHOCTH OpraHU3alliu padOThI C JIOKYMCHTAMH B YUYPEKICHHUIX
Poccun B pa3nuuHble MCTOpPUYECKHE MEPHOJbI, B3AUMOCBS3b 3TUX MPOIECCOB C TOCYAapCTBEHHBIM
anmapaToM yIpaBJIeHUS;

° COBpEMEHHBIC TpPEeOOBaHUS K JIOKYMCHTAIIMOHHOMY OOCCIICUCHUIO YTPABICHUS B
yupexaeHusax u opranusanusax Poccuiickon @enepaunu;

° MIPUHITUIIBI OPTaHU3alUK JOKYMEHTAIIMOHHOTO 00eCIIeYeHUs yIIPaBICHUS;

YMETh:

° OpPTraHHU30BBIBATH CITYKObI TOKYMEHTAIIMOHHOTO 00ECTIeYeHHsI YIIPABICHUS;

° pa3zpabarhiBaTh JIOKaJbHbIE HOPMATHUBHBIE AaKThl U HOPMATHBHO-METOIMYECKHE

JOKYMEHTHI (TIOJIOKEHUSl, MHCTPYKIMM M T.JA.) MO BEJIEHHUIO JOKYMEHTAIlMOHHOTO O00ecreueHMs
YIIPaBJICHUS

. BBINOJIHATH KJIIOUEBbIE TEXHOJIOIMYECKHE ONepaluy B paboTe ¢ JOKyMEHTaMH;

BJIAJIETh:

. MIpaBWJIaMU OPTaHU3AIMH BCEX 3TAIIOB padOTHI C JOKYMEHTaAMU;

o METOJIaMU TIPOBEJICHUSl aHaJM3a OpraHMU3ali JOKYMEHTAI[MOHHOTO obOecreueHus
YIIpaBJICHUS;

. METOAaMH ONTUMH3aLHNA JOKYMEHTAMOHHBIX ITPOLIECCOB.

[ToaroroBka K 1a00paTOpHBIM 3aHATUSM OCHOBaHA Ha CaMOCTOSATEIIBHOM paboTe CTyIEHTOB 110
U3YYEHHIO JIEKIIMOHHOTO Kypca, UCTOYHUKOB M JIMTEPATYPhl, PEKOMEHIOBAaHHBIX K KaXJA0MY 3aHATHIO.

PA3JEJI 1. OPTAHU3ALINSA AEJIOIPOU3BOACTBA B YUPEKIAEHUAX
JOPEBOJJIIOIIMOHHOU POCCHUH

1.1.  [denomnpou3Boactso B yupexaeHusx Pycckoro rocynapcrtsa XVI-XVII BB.
1.2.  JlenonpousBonctso B yupexaeHusax Poccun X VIII B.
1.3.  [denonpou3Boactso B yupexaeHusax XIX - Hay. XX B.

PA3JIEJI 2. OPTAHM3ALMA COBPEMEHHOT'O JEJTOINIPOU3BOJCTBA

2.1. Opranuzanus ciryk0bl JeIOMPOU3BOICTBA
2.2. Opraamuzamus J0KyMeHTO000poTa
2.3. Perucrtpanusi JOKyMEHTOB.
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2.4. Homenknatypa nein
2.5. IlogroToBka 10KyMEHTOB K IIOCJIEIYIOIIEMY XPAaHEHHUIO U HCIOJIb30BaHUIO
2.6. CocraBneHue UHCTPYKIIUHU I10 JI€JIONPOU3BOJICTBY

PA3JEJ 1. OPTAHA3ALINSA JEJTONTPOU3BOACTBA B YUPEKIEHUA
JOPEBOJIIONMOHHOHU POCCHUU

Tema 1.1. JIetonpousBoacTBo B yupexaenusx Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

3ATAHUA

1. U3yunts Cyne6nuk 1550 r. u Coboproe ynoxenue 1649 r. I1o 3TuM akTam BBISIBUTS:

* CTPYKTYpPY OpraHOB TOCYAapCTBEHHOTO YIIPABIICHNUS;

* COCTaB | JTOJKHOCTHBIE 00SI3aHHOCTH "CITY>KUIIBIX JTFOEH".

* HaIpaBJICHUS periaMeHTaIluu PaboThl C TOKYMEHTaMHU.

2. U3yunth cxemy opraHU3alliy UCIIOTHEHUS JOKYMEHTOB B IIPUKA3HOM JIEIOMPOU3BOJICTBE.

3. IIpoananu3upoBaTh NEPBUYHBIM KOMIUIEKC TIOKYMEHTOB (Ha IpUMepe Je1a Mo YeI00UTHON
SxoBa lletunosa B [loMmecTHOM npuKkase) U yICHUTH TOPSAIOK POPMUPOBAHUS J€Ta.

YKA3AHUS 110 BBITIOJIHEHHMIO 3AJAHUN

1. WMsyuwure Cynebnuk 1550 r., CobopHoe ynoxenue 1649 r. u ysacHUTE cleayromiee:

* COCTaB JIUII "BEPUIMBIINX CYJ" U JOKYMEHTHPOBABIIUX JEATEILHOCTD CYa;

* MIOPSZIOK TIO/IaYU, PACCMOTPEHUS U UCIIOTHEHUS YeTTOOUTHBIX;

* IOPSIIOK BEJICHUS PErHCTPAIIMOHHBIX (hopM Ui "CyIHBIX 1en";

* OTBETCTBEHHOCTH 32 MOJJIEIKY JOKYMEHTOB M HEIOOPOCOBECTHOE OTHOIICHHUE K
JIOJDKHOCTHBIM 00SI3aHHOCTSIM.

2. PaccmoTtpuTe cxemy MpOXOXKIACHUS U UCIIOJIHEHHSI IOKYMEHTOB B MPUKa3ax U cleIanTe
BBIBOJ] O COCTaBE€ TEXHOJOTMUECKUX ONEPALNil C TOKYMEHTaMU, IPUMEHSBILIUXCS B IPUKA3HOMN
CUCTEME JIeJIONPOU3BOJICTRA.

3. O3HakoMmbTechk ¢ nenoM [lomectHOro mpukasa no yenobutHoit SAkosa llletunosa u
COTIOCTaBbTE MOCIEA0BATEIHHOCTh PACCMOTPEHHUS U PEIIEHUS BOIIPOCA U TIOCJIEI0BATEILHOCTh
pacmooKeHus: JOKyMEHTOB B fene. Onpenenure KpaiHUe AaThl 1eJla U 0COOCHHOCTH
JIOKyMEHTHPOBAHUSI.

KOHTPOJIBHBIE BOITPOCHI

1. [Tepeuncnure 0COOEHHOCTH CUCTEMBI JISIOMPOU3BOJICTBA B IICHTPAIBHBIX YUPEKICHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOIATENBHO PETIaMEHTUPOBAHHBIE 00SI3aHHOCTH "' CITY>KUIIBIX JIOJIei" B
paboTe ¢ JOKyMEHTaMH.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaM# c(pOPMHUPOBATHCH B IPUKA3ZHOM
JIETIOTIPOU3BOJICTBE?

4. JlaiiTe XapaKTepUCTUKY CTOJIOIIOBOM (hOPMBI IETOMPOU3BOJICTBA KAK TEXHUKHU
JOKYMEHTHUPOBAHUS U ()OPMUPOBAHUS JICIT.

5. Korza Obla BBeIeHa U Korjga OblIa OTMEHEHA CTONO0Bas (hopMa AeI0NpPOM3BOACTBA?

NCTOYHUKU U JINTEPATYPA
brikoBa T.A. JlokyMmMeHTaIlmoHHOE OOecredeHUe YIpaBJICHHS (IEIOMPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepad. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 1.2. desonpou3BoactBo B yupe:xaeHusx Poccun XVIII B. — 4 yaca.
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3ATAHUA

1. WMsyuutp ['enepanbnblii permameHT 1720 r. W BBIIBUTH OCHOBHBIC TpPeOOBaHMS K
OpraHu3alyy JIeJTOMPOU3BOJICTBA B KOJUJIETHSIX H JOJDKHOCTHBIE OOSI3aHHOCTH KaHLEISPCKHUX
CITyKalluX.

2. UByuuTh cXemy HCIOJHEHUS JOKYMEHTOB B KOJUICTHUSIX.

3. Mzyuuts "Yupexnaenuwe s ynpaBieHuss TyOepHmit" 1775 T., BBIIBHUTH OCHOBHBIE
TpeOOBaHUS K OpraHu3alliy JIEJIONMPOU3BOJICTBA B MECTHBIX YUPEKIACHHUSIX U JOJKHOCTHBIC
00513aHHOCTH KaHIEJIAPCKUX CITYKalUX.

4. W3y4yuTh CXeMy UCIOTHEHUS JOKYMEHTOB B MECTHBIX YUPEKIACHUSX.

5. IIpoananu3upoBath Aeno, cHOpMUPOBAHHOE B MECTHBIX YUPEKICHUAX.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUN

1. W3yuus "I'enepanpHblii perinament 1720 r., ysiCHUTE clenytoliee:
1.1.  cTpYKTYypy KOJIETHH;

1.2. [OIKHOCTHOHM COCTaB KaHLEIAPCKUX CITYKaIIHX;

1.3.  00s13aHHOCTH KaHUESIPCKUX CITY>KAIUX;

1.4,  TOpPSIOK MONyYEHUS TOKYMEHTOB B KOJIJICTHSX;

1.5, mopsIoK pacCMOTPEHHUS TOKYMEHTOB B KOJUICTHUSX;

1.6. opraHu3zanys ¥ TEXHOJOTHS PETHCTPALNU JOKYMEHTOB;
1.7. mocTtpoeHue CpaBOYHO-UH(POPMAIIMOHHOTO aIIapaTa;
1.8.  cpoku HCIIOTHEHHUS JOKYMEHTOB;

1.9. opraHu3aunuio XpaHeHHs TOKYMEHTOB B KOJUICTHUSX.

2. HSy‘-II/ITC CXEMY HUCITIOJHCHHA JOKYMCHTOB B KOJIJICTUAX U BBIABHUTC COCTAB
JIEJIONPOU3BOJICTBEHHBIX OMEPALIUN.
3. NzyuuB "O6miee rybepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CTpyKTYpYy KaHILENIspUH, TOJKHOCTHOM COCTaB KaHIENAPCKUX CITy’KallUuX, UX
00513aHHOCTH B paboTe C IOKyMEHTAMH;

3.2.  TEXHOJIOTHUIO pabOThI C JOKYMEHTAMHU:

3.2.1. mopsAoK MepBUYHON 00pabOTKH MOCTYNUBIIHNX JTOKYMEHTOB;

3.2.2. TEeXHOJOIHs PETUCTPALMH JOKYMEHTOB: IPUMEHSAEMbIE PETUCTPALMOHHBIE (OPMBI, UX
Ha3HAYEHUE W COCTaB WH(POPMAIINH;

3.2.3. TNOpAAOK PacCMOTPEHUs JOKYMEHTOB;

3.2.4. TOpSAAOK UCTIOIHEHUS IOKYMEHTOB;

3.2.5. TEXHOJIOTUIO KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB;

3.2.6. TOpSAIOK OTIPABKH TOKYMEHTOB;

3.2.7. opraHu3aluio XpaHEHUs TJOKYMEHTOB B MECTHBIX YUPEKICHUSX.

4. N3yunte cxeMy UCHIOJHEHUS TOKYMEHTOB B MECTHBIX YUPEKACHUSX U BBISBUTE COCTAB
JEJIONPON3BOJCTBEHHBIX ONIEPALINH.
5. Paccmotpute nena mectHbix yupexxaenuit X VIII B., oOpature BHuMaHue Ha

oopmieHne 00JI0KKH Jiesia, COCTaB JIOKYMEHTOB JIeNla, TOCIe0BaTeIbHOCTh UX PACTIONI0KEHNUS,
MOPSAZIOK ¥ CPOKH PACCMOTPEHUS TIOKYMEHTOB, YSICHUTE IPUHLUIIBI (POPMHUPOBAHUS J1E.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE cHCTEMY MPUKA3HOTO U KOJUIEKCKOTO JIEIOMPOU3BOJICTBA, OOBICHUTE Hanboee
XapakTepHBIE OTINYMS.

2. [lepeuncnure HOBBIE JAETOMPOU3BOJICTBEHHBIE ONEPALIUY, BO3HUKIIKE B yUPEKICHHUSIX
XVIII B.

3. Ilepeuncnure 00SA3aHHOCTH JIETOMPOU3BOICTBEHHOM CITYKOBI IO TOATOTOBKE JOKYMEHTOB K
apXUBHOMY XpaHeHHIo (110 3aKoHy 1775 1.).

4. Ha3oBuTe 3aKOHOJATEIbHBIN aKT, KOTOPHIM BIIEPBBIE OBbLI ONPEACTICH CPOK XPaHCHHS
JOKYMEHTOB B TEKYIIEM JEIONPOU3BOICTBE (10 C1auu TOKYMCHTOB B apXUB).
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5. HazoBuTe XapakTepHbIE YEPThl CHCTEMBI PETUCTPALUK JOKYMEHTOB B KOJLIETHSIX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JloKyMeHTaIlMOHHOE OOECreUYeHUEe YIpaBJICHHS (IACIONPOU3BOJCTBO) [DICKTPOHHBIN
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e uza. mepepad. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 1.3. esonpou3BoactBo B yupe:xxaeHusix XIX - nau. XX B. — 8 vacos.

3AJJAHUA

1. U3yuuts "OOmiee yupexnenue Muauctepcts” 1811 r. u yssCHUTH OCHOBHBIE TPeOOBaHHUS K
OpraHu3alMK JeJIONPOU3BOICTBA B LICHTPAIBHBIX YUPEKACHUAX, a TAKXKE TOJDKHOCTHBIE 003aHHOCTH
KAHLIEJSPCKUX YNHOBHUKOB.

2. [Ipoananu3upoBath 0COOCHHOCTH opMuUpoBaHus Aen B yupexxaeHusx XIX - nau. XX B.

3. U3yuuts "llonokeHne o NMCbMOBOJICTBE U JIEJIONPOU3BOJICTBE B BOeHHOM BeomcTae" 1911
I. U BBISIBUTH OCHOBHBIE HAIIPABJICHUS PALIMOHAJIN3ALMN JEIONIPON3BO/CTBA.

4. N3yuuTh cxeMy UcronHeHus JokyMeHToB B Kannenspuu Iloneuntens MOCKOBCKOTO
yueOHOT0 OKpyra.

5. O3HakoMuThcs ¢ fokymeHTamu Kanuenspuu [loneunTenst MOCKOBCKOIO y4eOHOIO OKpyra u
BBISIBUTB DJIEMEHTBI PAllMOHAIM3ALMH [IPOLIECCA MX UCIIOJIHEHUS.

YKA3AHV 10 BBITIOJITHEHUIO 3AJIAHUN

1. Uzyuus "OOmee yupexnenue Munuctepcts” 1811 r., onpenenute cienyrouiee:

1.1. opranu3aMOHHYIO CTPYKTYpy MUHHUCTEPCTBA;

1.2. cTpykTypy Jenonponu3BOACTBEHHOMN CITy>KOBbI;

1.3. opraam3anuio JOKyMeHTO000poTa!

1.3.1. nopsinok nmocTyruieHus 1okyMeHToB: B Kannensapruio MuHHMCTpa; B AeapTaMeHThI;

1.3.2. opranu3zanuro IBMKEHHUS JOKYMEHTOB, HAIPABJICHHBIX B KAHIIESIPUIO MHHHUCTPA ; B
JlenapramenT; B CoBET MUHUCTpa: B 001Iee MPUCYTCTBUE JlenapTaMenTa; B OcoOble yCTaHOBICHHUS ;

1.3.3. nopsa0K ucroyiHeHus: A0KyMeHToB: B KaHnenspuu munuctpa; B JlenapramMeHTax;

1.4. opranuzanuio U TEXHOJIOTHIO PETUCTPALIVH;

1.5. opranu3zanuio KOHTPOJIS 3@ UCTIOJTHEHUEM JOKYMEHTOB (PEBU3U);

1.6. mopsiiok GopMHpOBaHUS /€T,

1.7. opranmzannio XpaHeHHs TOKYMEHTOB;

1.8. Ha3HaueHune OTYETOB.

2. O3HaKOMBTECH C enaMu yupexaeHnit XIX B., oOpaTute BHUMaHue Ha OPOpMIICHHE
00JIOXKKH JIela, COCTaB JJOKYMEHTOB JIelIa, MOC/IeA0BAaTeIbHOCTh UX PACIOI0KEHUs, TOPAIOK U CPOK
paccMOTpEeHHsI IOKyMEHTOB.

3. U3yunte "[lonoxenne o NMCbMOBOJICTBE U IEJIONPOU3BOICTBE B BOEHHOM BeoMcTee" 1911
r. 1 o0paTuTe BHUMaHuUeE Ha:

3.1. pernamMeHTalNIO IPUMEHIEMBIX BUI0B JOKYMEHTOB;

3.2. ynopsiioueHue npaBuil COCTaBIEHUS U O(POPMIIEHUS JOKYMEHTOB;

3.3. pernamMeHTanuIo CpaBoYHO-MH(POPMAIIMOHHOTO (POHIA;

3.4. MeXaHM3aLHIO JIETONPOU3BO/ICTB;

3.5.0pranuzanuio onepaTuBHOTO U ApXUBHOI'O XPAHEHUS JOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs IEPEYUCICHHBIX BOIIPOCOB CAEIIANTE BBIBOJ O HAIIPABJICHUAX
palOHaIN3alUy 1E€JI0NPOU3BOICTBA B BOEHHOM BEJOMCTBE.

4. Tlpoananmus3upyiiTe cXeMy OpraHM3alluM JelonpousBoiactsa B Kannemspun Ilomeuurens
MoCKOBCKOro y4eOHOr0 OKpyra M cleslaiiTe BbIBOJ O CII0co0axX paroOHaIM3aliK 3TAIOB CIIOJIHEHUS
JOKYMEHTOB U IOATOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEKIACHHUH.
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5. O3HakoMbTECh C KOJUICKITUCH nokyMeHToB Kanuemsipun Iloneuntenss MoOCKOBCKOTO
yueOHOTro OKpyra, oOparias BHUMaHHE Ha:

. 3JIEMEHThI MEXaHU3UPOBAHHON 00pabOTKHU TOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJIyYCHHUH, HAIIPABJICHUH HA MCIIOJHCHHUE U UCIIOJHCHUU JTOKYMEHTOB);

. XapakTep pe3oIIoIuii;

. CIOCOOBI COCTABIICHUS MPOEKTA JTOKYMEHTA;

. 3JIEMEHThI YHU(DUKALIUY TEKCTa TI0KYMEHTA;

. BU/JIbI OJTAHKOB U CIIOCOOBI MX M3TOTOBJICHHUS.

Cremnaiite BbIBOJI 00 OCHOBHBIX U BCIIOMOTaTeIbHBIX HANPABICHUSIX PAllMOHAIU3AINH
MPOLECCOB PACCMOTPEHUS Y UCIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE cUCTEMY KOJUIEKCKOI'O U MUHUCTEPCKOTO (MCIIOJHUTEIBHOIO)
JIeTIOTIPON3BOACTBA, OOBCHUTE HAaHOOIee XapaKTepHbIC OTIIHYHSL.

2. Kak pa3BuBanachk CTpyKTypa AeJI0IpOU3BOICTBEHHOH CIyObl MUHUCTEPCTBA B IIEPBOH
nonoBuHe XIX B., ueM OHA OTJIMYAJIACH OT KOJUIEXKCKOM?

3. Ha3zoBute ocHOBHbIE TpeOOBaHUS K OPraHU3aLMH JOKYMEHTOO0OPOTa B MUHHCTEPCTBAX
XIX B. Ha kakue oCHOBHbIE JOKYMEHTOIIOTOKH pa3ielisijIuCh JIOKYMEHTbl B MUHUCTEPCTBAX?

4. HazoBure xapakTepHble 4epTbl CHCTEMBI PETUCTPALMM JOKYMEHTOB B MUHUCTEPCTBAX?

S. B kakoii ¢popme ocyImecTBIsIICS KOHTPOJIb 32 HCIIOJTHEHUEM JIOKYMEHTOB B CHCTEME
MUHHUCTEPCKOIO JEJIONPOU3BOACTBA?

6. HazoBuTe 0cOOEHHOCTH OpraHu3aluy XpaHEHHs JOKYMEHTOB B JE€JIONPOU3BOICTBE
MUHUCTEPCTB.

7. HazoBuTe HanpaBieHUs U ClIOCOOBI pallMOHANIU3ALUH JI€I0IPOU3BOJICTBA B
yupexacHuax XIX - nag. XX B.

NCTOYHUKU U JINTEPATYPA
boikoBa T.A. JlokyMeHTallMOHHOE oOOecreyeHue YIpaBieHUs (IEJIONPOU3BOJICTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3nenona. -2-e uza. mepepa6. u momn. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3AIIUSI COBPEMEHHOI'O AEJOIMPOU3BOJICTBA
Tema 2.1. Opranusamus cay:k0bI JeJONpou3BoacTBa — 12 gacos.

3AJIAHUA

1. Usyunts TpeGoBaHMs AEHCTBYIOMNX HOPMATHBHBIX AKTOB M HOPMAaTHBHO-METOIMYECKUX
JIOKYMEHTOB K OPTaHM3AINH, CTPYKTYpe U QYHKITHSIM CITy>KOBI JIEIOTPOU3BOICTBA.

2. TIpoaHaTM3upOBATh OPTaHU3ALMIO CTyKOBbI JEIONPOU3BOACTBA B YCIOBHON OpPraHU3alMU U
BBISIBUTH €€ OCOOEHHOCTH.

3. IoAroTOBUTL CXEMY OpPTraHM3aLMOHHON CTPYKTYphl JENONPOU3BOACTBEHHON CIIYKOBI B
YCIIOBHOW OpraHu3alluu.

4. Paspaborars [Tonoxenue o ciyxk6e IeT0MPOU3BOICTBA YCIOBHOM OpraHU3alkHy.

5. PaszpaboTaTrh JOIDKHOCTHBIE MHCTPYKIMM pabOTHMKAM  CIIyXObI JIEIOIPOHU3BOICTBA
YCIIOBHOW OpraHu3alluy.

VKA3AHUS IO BBIITOJTHEHUIO 3A JAHUI

1. Usyunte KpaTKyro XapakTEPHCTHKY JEATENBHOCTH YCIOBHOM OpraHM3alliM, BBISCHHUTE
OCOOCHHOCTH OpraHU3alluU JIEJIOMPOU3BOJICTBEHHOM CIIyKObI, €¢ HECOOTBETCTBUE  COBPEMEHHBIM
TpeOOBaHUSAM M0 CTAaTyCy, MOJAYMHEHHOCTH, HAUMEHOBAHMSAM CTPYKTYPHBIX YacTed, MX COCTaBy.
ApryMEHTHUpPYHTE OTBET.


http://znanium.com/go.php?id=942800/
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2. TloAroToBbTE CXEMy OPraHHM3ALMOHHON CTPYKTYDBI CIIYKOBI IEJIONPOM3BOACTBA YCIOBHOM
opraHu3anyy, 3aQUKCUpyHTe MOAYNHEHHOCTh CIIY’KO M CTPYKTYPHBIX MOJpa3AeieHuid. [l Kaxaoro
CTPYKTYpPHOTO TOJpa3fefieHUus] U ydacTKa CIIyXkObl JAENONpPOU3BOACTBA Ha cxeMe (UKCHpYeTCs BH]
MOJYMHEHHOCTH (TpsMasi aJIMUHHCTpAaTUBHAs WM MeToauudeckas). OOOCHyHTe HaUMEHOBaHHE U
MOAYUHEHHOCTh KaXX/10I0 CTPYKTYPHOI'O ITOAPA3AEICHHUS.

3. Ha ocHoBe IIpuMepHOTO TONOXEHHS O CIyXkOe JENONPOM3BOACTBA pa3paboTaiiTe
CTpyKTypy Tekcta [lomoxenuss o ciyxOe AelonpoM3BOACTBA YCIOBHOM OpraHm3anuu. TekcT
TIOJIOKEHHS IOJKEH COJIepKaTh KOHKPETHBIC (hOPMYITUPOBKY 3a1ad, GyHKIIHA, IIpaB, 00SI3aHHOCTEH U
B3auMooTHoIIeHU ciayxObl. Cnemyer odopmuth [lonoxenne Ha oOmiemM OnaHke, ONPEIETUTH
MOPSIOK €r0 COTJIACOBAHMSA M YTBEPXKACHUS (COCTAaB CTPYKTYPHBIX IMOAPAa3ACICHUNA M JOJDKHOCTH
PYKOBOAMTEIS, YTBEP)KIAIOUIETO IOKYMEHT). APTryMEHTHPYHTE CBOU NPEATIOXKEHHUS IO IPOEKTY
IonoxeHus.

4, PaszpaboraiiTe  JOJKHOCTHBIE MHCTPYKIHMH HAa  BECH JOJDKHOCTHOM ~ COCTaB
JIeJIOTIPOU3BOCTBEHHOMN CITy»KObl YCIOBHOU opranu3anuu. Ha ocHOBE MOJIYyUYEHHbBIX MHIUBHLYaJIbHBIX
3aJlaHui pa3paboTalTe CTPYKTYpy TEKCTa U COCTaB Pa3JeNioB MOJKHOCTHOW MHCTpYKImu. OOpaTute
BHUMaHME, 4TO NMPpHU GOPMYIUPOBKE TOHKHOCTHBIX 0053aHHOCTEH COTPYIHUKOB, CIEIyET COIIacoBaTh
UX C OCHOBHBIMHU 3aJayaMM W (QYHKIMSIMH  cioykObl (T.e. ¢ TekctoM Ilonoxenus). B pasnene
"B3anMooTHOLIeHUs, CBA3U" cIelyeT 3aKpenuTh B3auMoJIeiiCTBUS paOOTHUKOB CITY>KObI M X CBSI3U Ha
YPOBHE IIPEJICTaBICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute CTpyKTypHBIE YacTU CITyKOBbI 1€IONPOU3BOJICTBA B OPraHU3ALMAX Pa3IMYHbIX
YPOBHEH YIIPABIICHHUS.

2. Ilepeuncnute AECHUCTBYIOLIME JOKYMEHTHI, ONpEAEISAIOIINE 3alaud M (YHKLUUU CIyXKOBbI
JEJIONPOU3BOICTBA.

3. HazoBure TpebGoBaHUs K CTpyKType M cocTaBy HH(popmanuu Ilonoxenus o ciyxOe
JEJIONPOU3BO/ICTBA; TOJDKHOCTHOM MHCTPYKIIMH.

NCTOYHUKU U JINTEPATYPA

[IpaBuna  genonpouM3BOACTBA B TOCYJApPCTBEHHBIX  OpraHax, oOpraHax MECTHOTO
camoyrpasieHus, yTB. [Ipuka3om Pocapxusa ot 22.05.2019 Ne 71 // [Dnextponnsiii pecype]. — M.,
2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

Meronuyeckue pekoMeHAAlMd Mo pa3paboTke WHCTPYKIUM 10 JEJONpOU3BOJACTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHus, yTB. llpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [DOnektponHsiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW _373895/.

[IpuMepHass WHCTPYKIMS MO JEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpPraHU3AIUSAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecype]. — M., 2019. Pexum mocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HamumonaneHeli crangapt Poccuiickoit @Penepaumuu. Cucrema
CTaHAapTOB 1O uWH(popManuu, OWOMMOTEeYHOMY U HU3AATeNbckoMy Jneny. OpraHu3almoHHO-
pacmopsAuTenbHAs JOKyMEHTalus. TpeOoBaHUS K OQOPMICHHIO IOKYMEHTOB // [DIeKTpOHHBII
pecypc]. — M., 2019. Pexxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HammonaneHblii cranmapt Poccuiickoit ®denepanuu. Crucrema
CTaHIapToB Mo wuHpopmanuu, OHOTMOTEYHOMY U uU3IaTenbckomy neny. HWudbopmai3us u
JTOKyMeHTaIus. YmpasiaeHue nokyMeHtamu. Yacte 1. [loHsTHS W mpuHOMNbL // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTIA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXMBHOE Je70. TepMUHBI U ONpEIeICHUsL.-
[DnexkTpoHHbIH pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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[Tpuka3z Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBep>KIeHUHU MPABUI OpPTaHU3AIUN
XpaHEeHHs, KOMILJICKTOBAHM, yueTa W HCIIOJIb30BaHMs JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
®denepalyy U IPyrux apXUBHBIX JOKYMEHTOB B OpraHax IOCyJIapCTBEHHOMN BJIACTH, OpraHaxX MECTHOIO
caMmoyIipaBlicHHsI M opranusanusax» // [dnekTponnsiii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpukaz Muntpyna Poccun ot 15.06.2020 N 333 "OO06 yTBepkaeHUU TPOheCCHOHATHLHOTO
cranapta "CrHenuanaucT Mo OpraHU3al[MOHHOMY U JOKYMEHTAIIHOHHOMY OOECIEYEHHIO YIpPaBICHUS
opranmzauuei//  [DnmekTpoHHwsli  pecypc]. - M., 2021, -  Pexum  pocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Tpodeccuonanphsiii crangapt «CrenuasucT Mo yIpaBJIeHUIO TOKyMEHTAIMe opraHu3aiumy,
YTBEPKJICHHBIN IIPUKAa30M MUHHUCTEPCTBA TpyAa U COLMAIBHOM 3amuThl Poccuiickonn denepanuu ot
10.05.2017 Ne 416n // [DnexktponHwni pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.
boikoBa T.A. JlokyMeHTallMOHHOE oOOecreueHue YNpaBieHHs (JIeIOMPOU3BOJICTBO) [DIEKTPOHHBII
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ usa. mepepab. u mon. — Mocksa:
Nudpa-M, 2018. -304 c. — Pexxum pocrtyma: http://znanium.com/go.php?id=942800/

Tema 2.2. Opranusanus 10KyMeHTO000poTa — 8 4acoB.

3AJJAHUA

1. U3yuuth coBpeMeHHbIE TpeOOBaHUS K OpraHU3aluyu J0KyMEHTO000pOTa B OpraHU3aLusX,
YUPEXKACHUSAX U HA NPEANPUATHIX.

2. W3yuuTh U npoaHAIU3UPOBATh OPraHU3aLMIO JOKYMEHTO000pPOTa B yCIOBHOM
OpraHM3alMH.

3. U3yuuTh KpaTKyro XapaKTepUCTUKY AEATEIbHOCTH IIEHTPAIbHOIO anmnapara yCiIOBHON
OpPraHM3alMK U COCTaBUTh ONEPOTrpaMMBbl ABM)KEHHUS BXOIALIEH, NCXOAIIEH U BHYTPEHHEN
JOKYMEHTaI1H.

4. IToacunutath 00BeM ,Z[OKyMCHT0060pOTa YCHOBHOﬁ OopraHu3anuru 3a rof.

VYKA3AHUS IO BBITIOJITHEHUIO 3AJIAHUN

Wzyuure I[lpaBmiia nenonpou3BOACTBA B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasienus, yTB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71; MeTtoauueckre peKOMEHIAMH 110
pa3paboTKe MHCTPYKUMH IO JEJIONPOU3BOJCTBY B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O
camoympasneHus, yTB. Ilpukasom PocapxuBa ot 24.12.2020 Ne 199; IlpuMepHy0 HHCTPYKLHIO 11O
JIeJIONPOU3BOJICTBY B TOCYJIapCcTBEHHbIX opranuzanusax (yrB. [Ipukazom Pocapxua ot 11.04.2018 Ne
44. Cnenaiite BBIBOJ O CTETIEHU pErJIaMEHTAllMM B HOPMAaTHUBHBIX JOKYMEHTaX OOIIUX MPUHIMIIOB
OpraHM3aliy JOKyMEHTOO0OpOTa, MpaBUi TMPOXOXKIEHUS JTOKYMEHTOB, METOIUKU IOjcYeTa
JOKYMEHT0000pOoTA.

1. Ha mnpumepe omucanust JOKYMEHTOOOOPOTa YCIOBHOM OpraHM3alldd BBIABHTE €rO0
OCOOCHHOCTH M OIpelenuTe HECOOTBETCTBUE OpraHU3aluu JOKYMEHTOOOOpoTa B JaHHOU
OpraHu3any TpeOOBAHUSAM HOPMATUBHBIX TOKYMEHTOB.

2. CocraBbTe OornecporpaMmbl ABWKCHHUA TOKYMCHTOB B yCHOBHOﬁ OopraHnu3alvu. 21.]'[5{ 3TOIo
OIpeJIeNIUTE COCTaB JIOJKHOCTHBIX JIMI], yYacTBYIOIIMX B OOpabOOTKE M MCIOJHEHUH JOKYMEHTOB;
MOCJIEZIOBATEIBHOCTh ~ ONepalMii 1o o0paboTKe [IOKYMEHTOB; H3Y4YUTE€ CXEMbl JIBUKCHHS
JOKYMEHTOIIOTOKOB B YCJIIOBHOM OpraHU3allNN.

OneporpaMma JBMXKEHMsI BXOJSIIMX JIOKYMEHTOB [JOJDKHA OTpasUTh IE€pPEMEIICHUs
AOKYMCHTOB OT MOMCHTA IMpUcMa 10 NOAMIMBKU UX B JCJIO IMOCJIC 3aBCPUICHUS UCITOJITHCHU.

OmneporpaMma HCXOISIMX JOKYMEHTOB JOJDKHA OTPa3sUTh MEPEMEIEHUs JOKYMEHTOB OT
MOMCHTA NOATOTOBKU UX MPOCKTOB A0 OTIIPABKU U3 YUPCIKIACHUA.

OneporpaMma JABHKEHHsI BHYTPEHHUX JOKYMEHTOB (Ha IMpUMepe MpHUKa3a) J0JKHA OTPa3UTh
nepeMeIICHUA JOKYMCHTOB OT MOMCHTA MMOATOTOBKHU IIPOCKTAa JOKYMCHTA 10 MOAIIMBKU B JICJIO.


https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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3. V3yunB cOCTaB M KOJMYECTBO MOIYyYEHHBIX, OTHPABICHHBIX M BHYTPEHHHX JOKYMEHTOB
YCIIOBHOM OpraHu3aluy, 0ACUuTaiiTe 00beM €€ TOKyMEHTO000POTa 32 TO/.

KOHTPOJIBHBIE BOITPOCHI

1. JatiTe onpeneneHue NOHATHS " TOKYMEHTOO00pOT" .

2. [lepeuncnure OCHOBHBIC TPEOOBAHUS K OpraHU3AINH IOKYMEHTO000POTa B OpraHU3aIUsiX.
3. [lepeuncnure npaBuia yuyera TOKyMEHTOO00pOTa.

4. HazoBute TpeOOBaHMS K MTPOXOXKACHHUIO U UCTIONHEHUIO BXOISAIIUX TOKYMEHTOB.

5. HazoBuTe 3Tarbl NpOX0KICHUS U UCIIOJIHEHUS UCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

6. Ilepeuncnure npaBuia nepeaady JOKYMEHTOB BHYTPH YUPEKICHUS.

NCTOYHUKU U JINTEPATYPA

J [IpaBuia  menompous3BOACTBA B TOCYJApCTBEHHBIX — OpraHax, OpraHax MECTHOI'O
camoympasienus, yB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnexkrpoHHbIid pecypc]. —
M., 2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

J Metoauyeckue peKOMEHAAUW 10 pa3pabOoTKe MHCTPYKUMH IO JEJIONPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro caMoylpaBieHus, yTB. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Onektponnsiii pecypc]. — M., 2021. — Pexum pnocryna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

. [IpumepHass HHCTPYKIMS MO JEJIONPOU3BOACTBY B IOCYJapCTBEHHBIX OpPraHU3alUiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnektponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e T'OCT P 7.0.97-2016. HanmmonaneHbili crangapt Poccuiickoit @enepanuu. CucreMa CTaHIapTOB
no uHbopMaluu, OUOITUOTEYHOMY U M3AAaTeIbCKOMY neiy. OpraHu3alMOHHO-PACHOPSAAUTENbHAS
nokymeHTanus. TpeboBaHus K 0OPMIICHUIO JOKYMEHTOB // [DnekTpoHHsbIi pecype]. — M., 2019.
Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

e T'OCT P HMCO 15489-1-2019 Hauwmonanbubiii ctanmapT Poccuiickoii ®epepanuu. Cucrema
CTaHJapTOB MO HH(popManuu, OuOIMOTEYHOMY M u3AarenbckoMy neny. Mudopmar3us wu
JTOKyMeHTaIus. YmnpasieHue aokymeHtamu. Yacte 1. [loHaTtus u npuHUUnbl. // [DAEKTPOHHBIN
pecypc]. — M., 2021. Pexum JOCTyTA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

e T'OCT P 7.0.8-2013 JlenompoW3BOJICTBO ¥ AapXWBHOE JeN0. TEpMUHBI H OIpPEIACICHUS.-
[DneKTpOHHBIN pecypc]. - M., 2019. Pexxum JOCTyIIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

e [Ipuka3 Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «OO yTBepkI€HUM NpaBUl OpraHU3aLUU
XpaHEHUs, KOMIUIEKTOBaHHWs, ydYeTa M UCIHOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢oHa
Poccniickoit @enepannu U IpyruxX apXUBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOH BIACTH,
OpraHax MECTHOTO CaMOYIIpPaBJICHUS M opraHu3anusx» // [DnexTponHslii pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L I[OHO.]]HI/ITCJII)HI)IC HCTOYHUKHU

. [Tpuka3z Muntpyna Poccun ot 15.06.2020 N 3331 "OO6 yTBepx)kaeHnn npodhecCHOHATHFHOTO
cranfapta "CrHeuuMaJucT TO OpPraHMW3allMOHHOMY U JIOKYMEHTAallMOHHOMY OOECIeYeHHIO
ynpaBienuss opranuzamuen"// [Dnektponubii pecypc]. — M., 2021. — Pexum goctyna:
http://www.consultant.ru/document/cons_doc_ LAW 357714/,

. ITocranosnenue IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IlpaBun

JIEIOTIPON3BOJICTBA B (he/IepaIbHBIX OpraHaxX MCIIOJHUTEIIBHON BIACTH»// [DNEKTpOHHBIN pecypc].
— M., 2019. — Pexxum nocrymna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [Tocranosnenue IlpaBurensctBa PD ot 25.12.2014 Ne 1494 “O6 yTBepkIeHHMU IMpaBHJI OOMEHa
JOKYMEHTaMHU B 3JIEKTPOHHOM BHUJE IMPH OpraHu3alnuyd WHGOPMAIMOHHOTO B3auMOAeHcTBUS //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma: https://base.garant.ru/70832680/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
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e brixoBa T.A. JlokymMeHTallMOHHOE OOecTieueHHe YIpaBIeHHs (JIEIOMPOU3BOCTBO) [DIEKTPOHHBIH
pecypc]; yaeoHoe ocodue/ T.A. beikoBa, T.B. Ky3Henona. -2-e u3z. nepepad. u gom. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpamusi 10kyMeHTOB — 4 yaca.

3AJJAHUA

1. Uzyuuts TpeGoBaHMS HOPMATHBHO-METOJIMYECKUX JOKYMEHTOB K PETMCTPALUM |
HOCTPOEHUIO NHPOPMAIIMOHHO-CIIPAaBOYHOTO aIlNapara.

2. 3apeFI/ICTpI/IpOBaTB HECKOJIBKO JOKYMCHTOB, IIPEAJIOKCHHBIX ITPEIIOAaBaTCICM.

3. O3HAaKOMHUBIIMCH C OINMCAHMEM TEXHOIOTMH PErHCTPAlMM JOKYMEHTOB B YCJIOBHOM
OpraHm3anuu, pa3paborarb W O00OCHOBATh WPEIUIOKEHHUS [0 PAIMOHATBHOW OpraHHU3AINH
peructpanuu 1 "HGOPMAIIMOHHO-CIIPABOYHON PaOOTHI.

YKA3AHMS 110 BBITTOJTHEHUIO 3AJAHUIM

1. Msyunre IlpaBmia nenonmpou3BOJACTBA B TOCYNApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasienus (pasgenst 1, 1V), Metoguueckue peKOMEHIAUU [0 Pa3pabOTKE MHCTPYKIHH 110
JIETIOTIPOU3BOACTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpasiieHus, [IpumepHyto
MHCTPYKIIHUIO TIO JIEJIONPOU3BOJICTBY B TOCYJIApCTBEHHBIX opranm3anusx (yTB. IIpukazom Pocapxusa
or 11.04.2018 Ne 44. OOparure BHMUMaHME Ha COCTaB JOKYMEHTOB, IOJUIEKAIIUX PpErucTpalui,
MOCNIEOBATEIbHOCT ~ PACMOJIOKEHUS  COCTAaBHBIX  4YacTel  MHJEKca JOKyMEHTa, IpaBuia
(dbopmupoBaHus HHPOPMALITMOHHO-CIIPABOYHBIX 0a3 JaHHBIX.

2. 3aperucTpupyire npeagoKeHHbIe JOKYMEHThI, 00paTuB 0co00e BHUMAHUE Ha PETUCTPALIUIO
WHUITUATABHBIX ¥ OTBETHBIX ITHCEM.

3. IIpoananu3upyiTe MOpsAAOK PErHCTPALMU JOKYMEHTOB B YCIOBHOW opraHuzanuu. OTMeTHB
0COOEHHOCTH OPraHM3alMUd W TEXHOJOTUW PETUCTPAIlMH JIOKYMEHTOB B YCJIOBHOW OpraHH3allHH,
OIpeNieNIuTe MX HeAOCTaTKH. Ha OCHOBe MNpPOBEAEHHOr0 aHaiM3a U TpeOOBaHUH HOPMATHUBHO-
METOAMYECKUX JOKYMEHTOB pa3padoTaiiTe mpesIosKEHHs 110 OpraHU3alui PETUCTPAllii JOKYMEHTOB
U TIOCTPOCHHUIO HHPOPMALIMOHHO-CIIPABOYHOTO anmnapaTa B yCJIOBHOM OopraHu3aluu.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe peructpauus 1okyMeHToB? Kakue 3agaun pemarorcs B 1€JI0MPOU3BOACTBE C
IIOMOLIBIO ITOU Olepanuu?

2. Kakne moKyMeHTHI MOJJIeKaT PErUCTPalium?

3. KakoB 00s13aTenbHbIi cOCTaB PEKBU3UTOB IIPU PErHCTPALIUU?

4. B yem OCHOBHOW MPUHIMUIT PETUCTpaln?

5. KakoBbI OCHOBHBIE ITPaBHJIa UHAECKCAIIMH TOKYMEHTOB?

6. Kakoe npenmyIecTso uMeeT CenuaanucT IpHU PErUCTPAllMM IOKYMEHTA B
aBTOMATHU3MPOBAHHBIX CHCTEMAX 110 CPABHEHUIO C TPAAULIMOHHBIMU METOAAMHU?

NCTOYHUKU U JIMTEPATYPA

[IpaBusia  f#enompouM3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoymnpasinenus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnextponHsiii pecype]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHJAUMU MO0 pa3paboTKe MHCTPYKIHMA TO JAEJIONpPOU3BOJACTBY B
roCy/apCTBEHHBIX OpraHax, OpraHax MECTHOTo camoymnpanieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLHUS IO JEIONPOHM3BOJACTBY B TOCYAAapPCTBEHHBIX OpraHM3alUsiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexkrpounsiit pecype]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW _305137/.


http://znanium.com/go.php?id=942800/
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I'oCt P 7.0.97-2016. HaumonanbhHbii cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHIApTOB 1O MHPOpPMaLWU, OUOIMOTEUHOMY U H3AaTeNbCcKoMy jeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHUIO AOKYMEHTOB // [DIEeKTpOHHBII
pecypc]. — M., 2019. Pexxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonaneHbrii crannapt Poccuiickoit ®@enepanuu. Cucrema
CTaHIapToB 1Mo wuHpopmanuu, OUOIMOTEUHOMY U uU3JaTelbckoMy Jneny. HWudopmand3us u
JOKyMeHTanus. Ynpasienue nokyMeHtamu. Yacte 1. [lomatuss u mpuHOMIBL. // [DIEKTPOHHBINA
pecypel]. - M., 2021. Pexum JOCTYIIA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO W apXMBHOE Jei0. TepMUHBI WU OIpEIeICHUS.-
[DneKkTpOoHHBII pecypc]. — M., 2019. Pexum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
beikoBa T.A. JlokyMeHTaMOHHOE oOOecreueHue YIpaBiIeHUs (IETONPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e uzn. nepepad. u non. — Mocksa:
Nudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?id=942800/

Tema 2.4. Opranu3anus TeKylero XxpaHeHusi IOKYMeHTOB — 8 4acoB.

3AJJAHUA

1. W3yunuth TpeOOBaHUS HOPMATUBHBIX AKTOB U HOPMATUBHO-METOINYECKUX JTOKYMEHTOB K
COCTaBJICHUIO M O(OPMIICHHIO HOMEHKJIATYPBI €.

2. W3yunTh BO3MOKHOCTH MCIIOJIb30BaHMSI IEPEUHS CO CPOKAMH XpPaHEHUsI JOKYMEHTOB B
JIEJIONPOU3BOJCTBE OPraHU3ALNN.

3. Tlpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYpy J€J1 yCIOBHOW OpraHU3allui U BbISIBUTH
OLIMOKU B €€ COCTAaBJICHUU U O(POPMIICHHH.

4. CocTaBUTh HOMEHKJIATYPY JI€] YCIOBHOM OpraHU3allyHy.

VYKA3AHUS IO BBITTOJITHEHUIO 3AJIAHUN

1. U3yunte IlpaBuna aenonpous3BOACTBA B IOCYJAapPCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O
camoympasneHust (paszzgen 6,7), Meronuyeckue peKOMEHAALMU IO pPa3pabOTKe MHCTPYKIMHA IO
JIeTIONPOU3BOJICTBY B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHUS (IIPUIIOKEHHUS
13-23), [TonoxeHue o0 NOPSIAKE U CPOKAX XPAHEHHs JTJOKYMEHTOB aKI[HOHEPHBIX 00miecTB, [IpumepHyo
MHCTPYKLHIO IO JIEJIONPOU3BOJICTBY B rOCYJapCTBEHHBIX opraHu3auusax (yTB. Ilpukaszom Pocapxusa
ot 11.04.2018 Ne 44) Vscaute cienyroliee:

. BU/JIbl HOMEHKJIATYp 1€,

. TUIIBI HOMEHKJIATYP /e (KJIaccu(pUKaMOHHBIE CXEMB);

. npaBmwia (GOpMyJIHPOBAHUS 3aTOJIOBKOB JIEIT;

. VCTOYHUKH YCTAaHOBJIEHHsI CPOKOB XPAHEHUS JOKYMEHTOB;

. MpaBWJIa CUCTEMATHU3alMH U UHAEKCAIIH 3ar0JIOBKOB JeT;

. npaBuia opopMIICHHs, TOJMUCAHNUS, COTTIACOBAHHS U YTBEPKICHUS
o HOMEHKJIATypbl €.

2. 3yunre ykazaHus 110 NpUMEHEHHIO [lepedHs THIIOBBIX YyNPaBICEHYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoIMXcsl B MPOLECCe ACATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYTIPABIICHHS U OPTaHU3alnl, C YKa3aHHEM CPOKOB XPAHEHMS U BBISICHUTE:

. MOPAIOK IPUMEHEHHS TIEPEYHS B I€ITIONIPOU3BOJICTBE;
. nudepeHrano CPOKOB XpaHEHUs JOKYMEHTOB TI0 TPYIIIIaM OpTaHU3aInil;
. CXEMY IIOCTPOCHHUS MEPEUHSI U €T0 HAYYHO-CIIPABOYHBIM armapar.

3. Ipoananu3upyiiTe KOHKPETHYI0O HOMEHKJIATYpy [€Nl YCIOBHOM OpraHW3alliH, BBISBHTE
HE/IOCTATKHU €€ CoJIepKaHusl U 0POpMIICHUS, TPOUIUTIOCTPUPOBAB KAX/IbIH N3 HUX IPUMEPOM.

4, Vizyunte CTPYKTYpy M COCTaB JOKYMEHTaIbHOTO ()OHIA YCIOBHOM OpraHW3allud H
paspaboraiitTe KiaccH(PUKAIMOHHYIO CXEeMy HOMEHKIATyphl aeil. OdopMuTe €€ B BHJIE CIHCKA
CTPYKTYPHBIX IMOJIpa3/IeiCHU ¢ MHAEKCaMH, PAaCIOJIOXKEHHBIMU 110 CTENEHU 3HaunMocTu. Obparute
BHUMaHHE Ha TO, YTO CXEMa KJIACCHU(HUKAIMH JOJDKHA COOTBETCTBOBATH IIaBHOM Tabmuie [lepedns


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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TUIIOBBIX JJOKYMEHTOB CO CPOKaMH XPaHEHHUS.

CocTaBbTe HOMEHKIIATYPY €] YCIOBHOW OpraHM3aluy, Ui 4ero: chopMynpyiTe 3aroioBKU
Jiell B COOTBETCTBUM C YCTAaHOBJICHHBIMU TPEOOBAHUSMU M YCTAHOBUTE CPOKH XpaHEHHs JeN IO
MEPEYHI0; MPOBEANUTE CHCTEMATH3AIMIO 3aroyIoBKOB Aen. OdopMHuTe HOMEHKIATYpy AeN Ha oOmieM
OJlaHKE YCJIIOBHOM OpraHHM3aliy MO YCTAHOBJICHHOH (opMe, OMpeaesuTe COCTaB JOHKHOCTHBIX JIMII,
KOTOpBIE JOJIKHBI €€ 3aBU3HPOBATh U YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCHI

1. JlaiiTe onpeneneHre HOMEHKIATYPHI AEI.

2. OxapakTepu3yiiTe IPUMEHEHHUE PA3IMUHBIX BUJOB HOMEHKIATYPHI €.

3. Ilepeuncnure TpeboBanus K GOpMYIUPOBKE 3ar0JIOBKOB JIEJI B HOMEHKJIATYE.

4. Ilepeuncaure TpeOOBAHUS K CUCTEMATU3AIIMH 3ar0JIOBKOB JIe]l B HOMEHKIIATYpe.

5. Kak obpasyercs uHJIeKC J1ej1a B HOMEHKJIaType?

6. Kak ucnonb3yercs nepeyeHb JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS B
JIEJIONPOU3BOJICTBE?

7. KakoBbl 3Taribl pa3pab0TKU HOMEHKIATYPHI 1€71?

8. KakoB cpok JeiicTBIS HOMEHKIATYPhI €717

NCTOYHUKU U JINTEPATYPA

1. ®epepanbubiii 3axkoH ot 22.10.2004 Ne 125-®3 «OO6 apxuBHoM jene B Poccuiickoit
Oenepaunn» //  [Onexkrponnsiii  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

2. IlpaBuna  f#enONpOM3BOACTBA B TOCYJApPCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoympasiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnekrponHslii pecypc]. —
M., 2021. — Pexxum moctyna: http:// https://base.garant.ru/72291836/.

3. Meroanueckue pEeKOMEHAAMH 10 Pa3paboTKe WHCTPYKIHMKA 110 JEJOTPOHU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OopraHax MECTHOrO camoympasiieHus, yTB. [Ipukazom Pocapxusa
ot 24.12.2020 Ne 199 // [Onekrponusiii pecypc]. — M., 2021. — Pexum nocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

4. [IpumepHass MHCTPYKIUS IO JEIONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpTraHU3alMsIX,
y1B. IIpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019.
Pexum noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. TOCT P UCO 15489-1-2019 HammonanbHblii cranaapt Poccuiickoit @eneparuu. Cucrema
CTaHIapTOB 1O HMH(popManuu, OMOIMOTEYHOMY M U3JaTeslbckoMy neny. Mudopman3dus u
JOKyMeHTalus. YnpasieHue fokymeHtamu. Yacts 1. [IoHATHS ¥ npUHIUTBL. // [ D7AEKTPOHHBIH
pecypc]. - M., 2021. Pexnm JOCTYyTIA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

6. TOCT P 7.0.8-2013 JIenonpou3BOJACTBO M apXWBHOE Jel0. TepMHHBI W ONPEICIICHUS.-
[DneKTpOHHBIN pecypc]. - M., 2019. Pexxum JIOCTYyIIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

7. Tlpuxa3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep»k/1eHUU NPaBUII OpPraHU3aLUuN
XpaHeHUusl, KOMIUJICKTOBaHMS, ydeTa M HCIOJIb30BaHUA JOKYMEHTOB ApXHMBHOro (oHaa
Poccuiickoit ®denepanum M ApYyrux apXMBHBIX JOKYMEHTOB B OpraHax I'OCYJapCTBEHHOMN
BJIACTH, OpraHaX MECTHOTO CaMOYIpaBlieHUs W opraHu3aiusx» // [DnekTpoHHbIH pecype]. —
M., 2019. — Pexxum mocrymna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

8. Ilpmka3z PocapxmBa ot 20.12.2019 N 236 "OO6 yrBepxaeHun llepedHsi THITOBBIX
yIpaBJIEHYECKUX aPXUBHBIX JOKYMEHTOB, OOpPa3yIOLIMXCS B Mpolecce JesTeIbHOCTH
rOCyJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHUS U OpraHU3aLUH, C yKa3aHUEM
cpokoB ux xpanenus" (3apeructpupoBano B Munrtocte Poccum 06.02.2020 N 57449) //
[DnexTpoHHBIT pecypc]. — M., 2021. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW 345020/
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9. Ilpukas PocapxuBa ot 11.04.2018 N 43 "O0 yTBep)IeHUH IPUMEPHOTO MMOJIOKEHUS 00
IKCTIEPTHOM KOoMHCCcHH opranusanuu” (3apeructpupoBano B Muniocte Poccun
15.06.2018 N 51357) /I [Dnexrponmsii pecypc]. — M., 2021. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW_300357/

10. beikoBa T.A. JloKyMEHTallMOHHOE OOecleueHue ympaBiIeHUS  (JAETOMPOU3BOICTBO)
[DnexkTponHbIi pecypce]; yuebnoe mocooue/ T.A. breikora, T.B. Ky3Hemnosa. -2-e u3za. nepepao.
mu gomn. —  MockBa: Huppa-M, 2018. -304 c¢. — Pexum pocryma:
http://znanium.com/go.php?id=942800/

9.2 MeToanyeckue peKOMeHIalMH 10 MOAr0TOBKe MUCbMEHHBIX padoT

[TucemenHbIe pabOTHI (pedepaThl, PELEH3UH) NPOSBISIOT KaK TEOPETHYECKHE 3HAHUA, TaK U
MIPaKTUYECKH HAaBBIKM CTYJEHTOB. Teopusi moJpa3syMeBaeT 3HAKOMCTBO C IOHSTHUAMU «JOKYMEHT»,
«UCTOPUYECKUN HCTOYHUKY», «JIOKyYMEHTallbHAs MyOJMKalMs» M Ap. U HX KIacCU(DUKAIUSIMH.
[IpakTueckre HaBBIKM 3aKJIIOYAIOTCS TAaKK€ B YMEHUHU IOATOTOBUTH Ha IMPAKTUKE, B KayeCTBE
MPUIOKEHUs K padoTre, IOKyMEHTAIbHYIO MyOJMKAIMI0, OLEHUTh M MPOAHAJIH3UPOBATH YKe
MMEIOLIUECS U3/1aHus, a TAK)KE TPAMOTHO U3JIOKUTh Pe3yJIbTaThl CBOMX HAOJIIOJIEHUI B COOTBETCTBUU
¢ nmpaBuiamMu ohopmMIIeHUS KBaTU(UKAMOHHBIX paboT.

[Ipu BbIOOpE TEMBI HCCIENOBaHMA, a TAKKE MpeaMera W OOBEKTa H3YUYCHHS CIETyeT
OpPUEHTHPOBATHCS HA YK€ HMMEIOIIUICS B 9TOM Jejie ombIT. PaboThl mo apxeorpadguu MOryT OBITH
MOCBAIICHBI BOMPOCAaM TEOPUH, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckne acmeKThl
CBSI3aHBI, KaK NPaBWJIO, C TpaHHUIIAMH apxeorpaduu Kak HAyYHOW TUCIHUIUIMHBI, €€ 3ajadyaMyd U
COOTHOILIEHUEM C JPYTMMH JUCLUIUIMHAMY U HAIIPaBICHUSIMH.

Hctopust apxeorpaduu BKIIOYAET aHAIM3 WM3JAaHUNA MCTOYHHUKOB OIPEACTICHHBIX BHJIOB WIIU
30X, WM HUCTOYHUKOB, OOBEIUHEHHBIX TEMaTHUeCKU. BO3MOKHO Takke pacCMOTpEHHE BKJaJga B
apxeorpa@uio OT/eIbHO B3STOIO JIMLA WU YUPEKICHHUS.

Mertonuyeckue acnekThl MOApPa3syMEBalOT M3YYEHMsI OTAEIbHBIX 3TalloB apxeorpaduyeckoit
paloThl, TaKuX, HalpuMep, Kak Ieperada TeKCTa MCTOYHMKOB MJIM BBIOOp TecTa s IyOJUKAIUH.
[IpoGnemsbl, cBs3aHHBIE C COAEpPNKAHHEM pacCMAaTPUBAEMBIX H3IaHMM (TO €CTh OIyOJIMKOBAaHHBIX
HCTOYHUKOB), TAaKXe€ MOTY COCTaBJIATh NpeaMeT i u3yueHus. B oJIHON BBIMyCKHON paboTe Ha
MPaKTUKE BO3MOKHO COYETAHHE CPa3y HECKOJIBKUX MOAXO0JI0B.

XpOHOJIOTHUECKUE M TeMaTU4YeCKHe TPaHMIbl IpU BBHIOOpE TeMbl paboThl MO apxeorpaduun
JOCTaTOYHO IIMPOKH, YTO TO3BOJSET JOCTATOYHO JIETKO NPHUOIM3UTh MX K HAyYHBIM HHTEpecaM
CTYJEHTA.

[Ipn Hanucanuu paOOTHl BHauaje, Kak MpPaBWIO, CTYJEHT Ha OCHOBAaHUU CBOETO
[IEPBOHAYAJILHOTO 3HAKOMCTBA C MCTOYHMKAMHU M JIUTEPATYypOll M IPHU KOHCYJBTALlMU C HAy4YHBIM
PYKOBOAMTENIEM OTpENeseT OOIIYI0 HCCIEAOBATENIbCKYI0 MPoOJieMy, pEeIIeHHI0 KOTOpoil Oymaer
MOCBAIIEHA ero padoTra. B TekcTe 3aKOHYEHHOT0 UCCIIe0BaHU 3Ta pobiemMa T0HKHA OBbITh BUIHA U3
Ha3BaHUs palOTHI, €¢ O0BEKTa W Tpeamera. (s yTOUYHEHHs HalpaBiIeHUs MATbHEWIINX IEHCTBUN
CTYACHTY CJEIyeT, C yUeTOM BBIOPAaHHOTO FeHEePAJILHOIO MYTH, 00Jiee OCHOBATEIbHO MO3HAKOMUTHCS C
HMCTOYHUKAMU M JIUTEPaTYypOl MO MHTEPECYIOIUM ero npobiemam. Pe3ynbTaTom 3TOro 3HaKOMCTBA
ABIISICTCS COCTaBJIEHHE CTYAEHTOM IIJJaHa paboThl W IPeIBAapUTEIbHOIO BapHaHTa CIHCKa
HCIOJIb30BaHHBIX HMCTOYHUKOB U JUTEepaTypbl. M miaH, M CHHCOK COIJIAaCOBBIBAIOTCS C HAYYHBIM
pykoBoguTeneM. JlanbHelne OEHCTBUS CTyAEHTA 3aKIHOYAOTCSl B PELIEHUU IIOCTABJIECHHBIX MM
3amad. [Ipu 5TOM HEOOXOAMMO YUHTHIBATH CIETYIOIIE MOMEHTHI.

JIrobass mucbMeHHas paboTa HMMeEeT OINpPENeNeHHBI COCTaB: THUTYJBHBIA JIUCT, OTJaBlICHHE,
BBEJICHUE, TJIaBbl, 3aKJIIOYEHHE, CIIHUCOK MCMOJIb30BAaHHBIX MCTOUYHHUKOB U JIUTEPATYPhI, TPUIOKEHUS
(BO3MOXHBI).

Kaxnas cocraBHas yacTth pabOThl UMEET CBOIO CTPYKTYPY U CTPOMUTCSI B COOTBETCTBUU C HAy4YHOM
JIOTHUKOW M (QopManbHBIMU TpeOoBaHMAMU K odopmieHuio pabor. Hambonee crporo cobmogaroTcs
TpaJULIUM HAIlMCAaHUSl BBEJICHUS, KOTOPOE TPAJUIIMOHHO UMEET CIEAYIONIUE pa3felibl: aKTyallbHOCTh
TEMBbl HCCIIEIOBaHMs, WCTOYHHMKH HCCIeloBaHusA, ucTopuorpadus. Paccmorpenue storo 0Oj0ka
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BBEJICHUS ompezenseT 00beKT, MpeaMeT, e U 3aJaud paboThl, a TaKXKe METOAbl MCCIEIOBaHMUS,
HAy4YHYI0 HOBU3HY U CTPYKTYpY paOoThl. Ilopsaok pa3nenoB B HEKOTOPBIX CIIydasiX MOKET MEHATHCS,
HO HMX Haimuyue o0s3arelbHO BO BBeAeHHMM K pabote. [lpu u3n0kKEeHHHM pE3yJIbTaTOB CBOETO
HCCIIEIOBaHMS CTYJIEHT JOJDKEH BIIAJIeTh HEOOXOAUMOM KyJlIbTYpPOH LIUTUPOBAHUS, KOTOpPask MO3BOJISET
CTPOTO OTIEJATH BBIBOJBI aBTOpa OT HaOMIOACHUNW U (PakTOB, 3a()MKCHUPOBAHHBIX B HMCTOYHUKAX U
auteparype. TOabKO Takod IMOAXOJ IO3BOJISIET BIOJHE OLIEHUTH CTENEHb HOBHU3HBI U 3HAYUMOCTH
paboTtsl. B 3akimoueHnn k paboTe B 1IeJI0M (a TakKe B 3aBEpIIAIOIIMX ab3aliax B KOHIIE IJ1aB) JOKHbI
OBITh MPHUBEICHBI BBIBOBI, K KOTOPHIM CTYJCHT IPUIIEI B PE3yJIbTaTe MPOBEACHHON paboThl. BBIBOABI
JOJKHBI OBITH apTYMEHTHUPOBAHBI.
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IIpunoxenue 1. AHHOTAITHSA
paboueil mporpaMMbl JUCIUTTHHBL

AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTUCIHUILIAHBI

Hucnunnuna «OpraHu3anus U TEXHOJOTHUS JOKYMEHTAIIMOHHOTO OOCSCIEUYCHUS YIPABICHUS
peamzyercsi Ha (axKylbTeTe apXWBOBEICHUS U JIOKYMEHTOBEICHHS Kadeapoil JOKYMEHTOBEICHUS,
ayAMOBU3YyaJIbHBIX U HAYYHO-TEXHUYECKHUX apXUBOB.

Henab AMCHUNIIMHBI — TOJATOTOBUTH BBITYCKHHUKA, 3HAIOIIETO OCHOBHBIC HAaIPaBJICHUS
rOCyJapCTBEHHOM perjiaMeHTanuu padboThl ¢ JoKyMmMeHTamu B Poccuiickoit ®Depepanum, 3amadu
CIIy’)KObI JTOKYMEHTAI[MOHHOTO OOECIICUCHHUsI YIPABJICHHUS W BIAJCIONICTO METOJAAMH aHalu3a |
COBEPUICHCTBOBAHMS TEXHOJIOTUU TUIOBBIX JEJIOMPOU3BOICTBEHHBIX ONEpaIui.

3agaum AMCHMILINHBI:

- U3YYUTb UCTOPHUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JIEIOMPOU3BO/ICTBA;

- OBJIQJIETh CIIEUAIbHON TEPMHUHOJIOTHUEH;

-  U3YYUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, TIPaBOBYIO U HOPMATHBHYIO  0a3y,
pEeTIaMEHTHPYIONIYI0 paboTy ¢ JOKYMEHTAITUECH;

- chopMUPOBATh y CTYJIEHTOB HAaBBIKA BBHIMOJIHEHHUS OCHOBHBIX JEJOMPON3BOIACTBEHHBIX
Omepanuii B YCIOBUSX MPUMEHEHHS TPAIUIMOHHBIX U aBTOMATU3UPOBAHHBIX TEXHOJIOTUN 00pabOTKH
JIOKYMEHTOB;

- chopMHUpOBaATH HABBIKHM aHAJIM3a CHCTEMbI JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YITPaBICHUS;

- OIpEACNIUTh HANPABICHUS BO3MOMXHOTO COBEPILIEHCTBOBAHUS CUCTEMBI JOKYMEHTALMOHHOTO
o0ecrieYeHus yIpaBIICHHS,

- U3YYHUTh TOPSAJOK OPraHHU3aIMH CIY>KObI TOKYMEHTAIIMOHHOTO 00eCHedeHUs YNpaBICHUS B
COBPEMEHHOM OPraHMU3aLUN.

JycuuniuHa HarpaBjieHa Ha (JOPMUPOBAHHE CIEAYIOUIMX KOMIETEHIINNA:

OIIK -2. CiocoOeH HaX0IUTh OPTraHU3AIMOHHO-YIIPABJICHUECKHE PEIICHHS TP PEIICHUN
3aja4 B cpepe cBoeil nmpoheccuoHaNIbHON AEATENbHOCTH.

B pe3ynbrate 0cBOSHUS NUCHUTUIHHBI 00YUYaIOIUIICs TOJKEH:

3namep:

COBpPEMEHHBIE MPOOJIEMbI JOKYMEHTAIIHOHHOTO 00ECTIeYeHHs YIIPABJICHUS U apXUBHOTO JIeTa,

MOPSITOK pa0dOTHI CITYKO IOKYMEHTAIIMOHHOTO 00eCTIeYeHUS YIIPABIICHUS M ApXHBOB

Ymems:

pemath npodeCCUOHATBHBIC 337aui B chepe JTOKYMEHTAIIMOHHOTO 00ECIICUCHHsI YIIPABICHUS
Y apXUBHOTO JIeNa;

perIaMeHTHPOBATh Pa0OTy CITYKO TOKYMEHTAIIMOHHOTO 00ECIICYCHUS YITPABJICHUS U apXUBOB

Bnaoems:

HABBIKAMHU OIICHKH COBPEMEHHOTO COCTOSHHUS CHCTEMBI JOKYMEHTAIIHOHHOTO OOeCIeYCHHUS
yIpaBIeHUS U apXUBHOTO JeNa,

HaBBIKAMHU OpPTaHHU3AIMK PaOOTHI MOAPA3ICICHUN B chepe TOKYMEHTAIMOHHOTO 00eCIIeUCHIS
yIpaBIeHUS U apXUBHOTO JieJia B COOTBETCTBUH C HOPMAaTUBHBIMH TPEOOBAHUSIMHU.

[To nucruIuInHE MPEeIyCMOTPEeHA TPOMEKYTOUHAs aTTecTalus B popme dK3aMeHa.
OO0m1as TpyJ0€MKOCTh OCBOCHHS TUCIUTUTMHBI COCTABIISIET 4 3a4€THBIX €TUHUIIBI.



