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HosicHuTebHASA 3aNIMCKA
1.1. Heas u 3224y JUCHUILIHHBI (MOXYJIA)

Lenp AUCUMIIIMHBI — MOATOTOBUTH BBITYCKHMKA, 3HAIOLIETO OCHOBHBIE HAIPABJICHUS
rOCy/IapCTBEHHOW periiaMeHTalnu padoThl ¢ JoKyMeHTamu B Poccuiickoii Deneparuu, 3a1adu
CIIyObI JJOKYMEHTAIIMOHHOTO OOeCleyeH!s yIpaBieHHs U BIAICIONIET0 METOJaMH aHalu3a U
COBEPILIEHCTBOBAHUS TEXHOJOTUU TUIIOBBIX JIEJIONPOU3BOJICTBEHHBIX ONEpaIUH.

3ajaun JUCUUILIINHBL:

- U3YYUTh HCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CHCTEMBI JICJIOIPOU3BOJICTBA;

- OBJIAJIETh CIELUUATIbHON TEPMUHOJIOTUEH;

- M3yYUTh COBPEMEHHYI 3aKOHOJATEIbHYIO, TPaBOBYI0O W HOPMATHUBHYIO 0a3y,
perJaMeHTUPYIONIYIO PaboTy ¢ TOKyMEHTALUEH;

- chopMHpOBaATh Y CTY/IEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICTIOMPOU3BOICTBEHHBIX
ONepalyii B YCJIOBUSAX IPUMEHEHHUS TPAJULUMOHHBIX M ABTOMATHU3UPOBAHHBIX TEXHOJIOTUMI
00pabOTKH JOKYMEHTOB;

- chopMupoBaTh HABBIKM aHaIW3a CHCTEMbl JOKYMEHTAI[MOHHOTO OOecreueHus
YIpaBJICHUS;

- ONpEeAeNIUTh  HANpaBJIEHUS  BO3MOXKHOIO  COBEPILIEHCTBOBAHUS  CHCTEMBI
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs yIPABIICHHUS;

- U3YYUTh TMOPAOK OpraHu3alldd CIyKObl JOKYMEHTAI[MOHHOTO oOOecreyeHus
yIpaBJICHUS] B COBPEMEHHOM OpraHu3aliu.

1.2. [lepevyeHb MJIAHMPYEMBbIX Pe3yJIbTATOB 00yUeHHs 110 JUCHUILINHE (M00Y10),
COOTHECEHHBIX ¢ HHANKATOPAMM J0CTHKEHUS] KOMIIeTeHI U

Komnerenuust
(K01 1 HANMEHOBAHNE)

HNuankaTopbl KOMIETEHIUI
(K0 1 HANMEHOBAHHUE)

Pe3yabTaThl 00yueHUs!

[K-7

Cnocoben K
COCTaBJICHHUIO 0030poB,
aHHOTAaLMH,  pedepaTtoB U
oubimorpadguu 1O TEMaTHKE
NPOBOJMMBIX HCCIICIOBAHHH.

MNK-7.3 OcyuwecTtsndaer
aHHOTMpOBaHUe, pedepupoBaHue,
6ubnunorpadpuyeckoe onncaHue B
COOTBETCTBUM C AEeNCTBYHOLLMMU
CTaHAapTamu. -

3HaTb: AeNcTBytoLLMe CTaHAaPTbI 1
KOHLENLUN UCTOPMUYECKOM HayKn

YMeTb: OCyLLEeCTBAATb aHHOTUPOBaHUE,
pedepnpoBaHune u
6ubnnorpacduryeckoe onmcaHue B
cBoei npodeccMoHaNbHOM
[eATeNbHOCTU

Bnagetb: OCHOBHbIMM MPUHLMNAMKU U
MEeTOANKAMM aHHOTUPOBAHUA U
pedeprpoBaHMA B UCTOPUYECKOM
HayKe

1.2. Mecrto 1McHUIINHBI (MOYJIsl) B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOI NPporpaMMbl
Jucuumnuza (Moaynb) «Vcropust 1 opraHu3aiysi COBPEMEHHOIO JIEJIONPOU3BOICTBA B
Poccun» oTHOCHTCA K yacTu OJl0Ka TUCHMIUIMH Y4eOHOTo IiaHa, (OpMUPYEeMOil ydacTHUKAMU
00pa3oBaTeNbHBIX OTHOIICHUH.
Jlisi OCBOEHUSI JUCHMIUIMHBI HEOOXOAWMBI KOMIIETEHIIMH, C(HOPMHUPOBAHHBIE B XOJI€
W3Y4YEHUs CIEAYIOINX AUCIUIUIMH U NMPaKkTHK: «JlokyMeHTOBeneHne», « OCHOBBI pOCCUICKOIO
paBa» U NPOXOXKICHUS Y4eOHON MPaKTUKU.

2. CTpyKTYypa IHCHMILIMHBI (MOIYJISA)



Oo6mmas TpyA0EMKOCTh TUCHUIUTHHEI cocTaBiusier 3 3.e., 108 akamemmueckux waca

(oB).

CTpyKTypa IMCHUILINHBI 1JI51 04HOI (popMBI 00yUeHus

O0BEM  TUCIIAIUIAHEL

B ¢opMe KOHTaKTHOW pabOThl OOYyYalOUIMXCS C TIeNarormdecKuMHU

paboTHUKaMH U (WJIK) JIMLAMH, TPUBJICKAEMBIMH K Pealn3alii 00pa30BaTeIbHON MPOrpaMMBbl Ha MHBIX
YCIIOBUSAIX, IIPU MPOBEACHUM yUCOHBIX 3aHATHUIH:

Cemectp | Tum yuyeOHBIX 3aHATUI KonuuectBo
4acoB
3 Jlexuun 30
3 CemuHapbl/madbopaTopHbie PabOTHI 30
Bcero: 60

O0beM TUCIUIUIMHBI (MOJTyJIsT) B (hOpME CaMOCTOSITEIIbHON paboThl 00YJIAFOIIHUXCS
cocraBnsieT 48 axageMuueckux yaca(oB).

3. Conep:xkanue TUCHUILIAHBI (MOTYJIs1)

Ne [ HaumenoBaHme pa3jaena Conep:xanue
JUCIHHUILINHBI
1 1. Hazgauenmue Kypca, [Ipeamer, comepxanue W 3adadud Kypca.

HCTOYHHUKH U JINTCpATypa

TepMuHosiOrHs OCHOBHBIX HOHATUH B o0nacTu
JEJIONPOU3BOACTBA, €€  dBomonusa.  OueHka
TEPMHUHOB B OT€UECTBEHHOM JIUTEPATYpE.

B3aumocBss3p OpraHM3alyu U
TE€XHOJIOTMH TOCYAApCTBEHHOTO JEJIONPOU3BOCTBA
c pa3BUTHEM TOCYAAPCTBEHHOIO ammapara, ero
GYyHKIMSAMH M CTPYKTYPOH. [lepnonnsanus
OCHOBHBIX ITallOB Pa3BUTHS JEIONPOU3BOJICTBA.

OcoOeHHOCTH U 3aKOHOMEPHOCTU pPabOTHI C
JOKYMEHTaMU B yupexacHusx Poccun B paznnuHbie
HUCTOPUYECKHE MEPHUOAbl, WX IPEEMCTBEHHOCTh B
YCIIOBUSIX €ATEIBHOCTH COBETCKOTO M POCCUMCKOTO
rocy/1apCTBEHHOIO amnmnapara.

MecTto Kypca cpeau Ipyrux H3y4aeMbIX
JUCIUILINH.

OO030p HCTOYHUKOB U JIUTEPATyphl IO
Neonpou3BoACTBY B Poccum mo 1917 r.

Jlutepatypa 1o Hay4yHOM oOpraHu3aLuu
ynpasiendeckoro tpyna B 1920 - 1930-x rr., ee
3HAUEHUE JUUIS U3yUEHUs Kypca.

PabGoTter mo nenompoumsBomctBy  1960-x -
1980-x IT., ¢dbopmupoBaHue HOBBIX
palMOHANIN3aTOPCKUX HIEH U MX OTpakeHHe B
HCTOYHUKAX U JUTEPATypE, IEPUOINIECKON ITEYaTH.

CoBpeMmeHHass croelualibHas JHUTEpaTypa,
yuyeOHUKM M ydeOHble nocoOusi. M3meHeHue




TEMaTUKU HAY4YHO IMpakThdeckux padot B 1900-e -

2010-e IT. B CBSI3U C CO3JaHuEM
ABTOMATHU3MPOBAHHBIX CHUCTEM JEIIONPOM3BOICTBA,
COBpCMCHHbIX CpGZ[CTB KOMMyHI/IKaI_[I/II/I,

OpPraHU3alMOHHON Y BEIYMCIUTEILHON TEXHUKH.
JlutepaTypa 1O TEOPUU H TPAKTHKE YIIPABICHHUS
JOKyMeHTalued 3a pyoexoM. OleHKa BO3MOXKHOCTH
3aMMCTBOBAHUS 3apy0OeXHOTO OIBITa PabOTHI c
JIOKYMEHTaMH

2.1. Bo3HUKHOBeHHE W pa3BUTHE

1€JI0NPOU3BOACTBA

B

yupexaenusix Poccun XVI - XVII

BB.

PernamenTanus 3aKOHOJATEIILHBIMU aKTaMH
XVI - XVII BB. oTneiapHBIX CTOPOH CO3JaHUS H
odopmiteHUS JIOKYMEHTOB, 00s13aHHOCTEH
“CIyXWIbIX JIIOJIEN. Opranuzanus
JICJIONPOU3BOJICTBA B IEHTPAIBHBIX YUPESKICHUSIX
Pycckoro HEHTPaTN30BaHHOTO rocyaapcTBa
(npukaszax), 1 MECTHBIX YUPEXKIEHUAX (IIPUKA3HBIX
n30ax), ero ocooeHHocTH. OCHOBHBIE 3TaIbl PaOOTHI
c JOKYMEHTaMH, JIEJIONIPOU3BOICTBEHHBIC
oneparuu. Ctonbuosas popMa AeTONPON3BOACTBA.

2. 2. JAenonpousBopctso
yupexkaeHunax Poccum XVl B

Xapakrepucruka «I'eHepanbHOTO
periiaMeHTa» 1720 T. KaK OCHOBHOTO
3akoHogarenpHoro akta XVIII B. mo opranuszanuun
JIeJIONIPOU3BOICTBA. PeriameHTanus J10JKHOCTHBIX
0053aHHOCTEH  CIIy’)KalllUX B 3aKOHOJATEIbCTBE
XVIII B. Tabenp o panrax 1722 r. Ponb cexperaps
B KOJIJIEXKCKOM Jiel0onpou3BoacTBe. OCOOEHHOCTH
TEXHOJIOTUM  JEJOoNpou3BojAcTBa.  OpraHusaunus
ApXUBHOTO XPaHEHUS TOKYMEHTOB.

«Ob61ee yupexaeHue ryoepHckoe» 1775 . o
MOpSIZIKE  JENIOTIPOM3BOJICTBA M yCTAHOBIICHHE
HepapXuu B JOKYMEHTUPOBAHUM B3aMMOOTHOILIECHUN
HEHTPAIBHBIX W MECTHBIX yupexaeHud. Otmudaums
TexHosorun  aenomnpousBoactea  XVIII B, ot
TEXHOJIOTUH TPEJIIIECTBYONIETO TEPHOA.

2. 3. Jlenonpou3BOACTBO
yupexkaenusix Pocemn  XIX
Hauyajie XX BB.

B

«Oob1ee yUpexKICHUE MUHHCTEPCTB»
1811 r. Kak OCHOBHOM 3aKOHOJATEILHBINA aKT IO
eMHOOOPa3HOMY TMOPSIIKY JIEIONMPOU3BOJCTBA B
yupexaenusix  XIX B, Co3maHue  CcHCTEMBI
JICJIOTIPOU3BO/ICTBRA, COOTBETCTBYIOIICH
€IMHOHAYATLHOMY TOPSIKY MPUHATHS PElIeHUN B
LEHTpaJdbHBIX  yupexnaeHusx Poccum XIX  B.
PermamenTarus ABM>KEHUS JOKYMEHTOB.

TenpeHIMM pocTta JOKYMEHTOOOOpOTa W
Mephl IO €ro COKpPAIIEHUI0 B 3aKOHOJATEIbCTBE
XIX B. Bnusaue HOBEIX CpEICTB
JTIOKYMEHTUPOBAHUS, CBSI3H, KOMTUPOBaIbHOU
TEXHHUKH Ha CHUCTeMy padOThl ¢ JOKYMEHTaMH.
Pa3pabotka parroHaTbHBIX CHCTEM
JICIIONPOU3BOJICTBA B OTJICIBHBIX BEJOMCTBAX M




3HAQUEHHE HTOr0 ONbITa I  MOCIEAYIOIIEro
pa3BUTHUS AEIONPOU3BOCTBA.

CoBpeMeHHas OIICHKA CHUCTEMBI
JIEJIONIPOU3BOJICTBA JOPEBOJIIOUUOHHON Poccun u
€ro BJIMSHHE Ha JallbHElIee pa3BUTHE CIIOCOO0B U
METOO0B Pa0OTHI C IOKYMEHTAMH.

2.4.

CraHoB/leHHe U pa3BUTHE
J1eJ10NPOU3BOACTBA B
COBETCKHUX TOCYAapPCTBEHHBIX
yupexKIaeHusix.

[Towrcku paroHaIbHBIX (HOPM OpPraHHU3AIIH
nenornpoun3BojicTsa B 1919 -1920-¢ roppi.

Hayunass opraHmzamnus ymnpaBJICHYECKOTO
Tpyda Kak (opma OOIIECTBEHHOTO JBMXKCHHS 3a
paIMoHaIN3aIuIo Tocanmapara.

Cosnanue HAYYHO-HCCIICIOBATEIbCKUX
WHCTUTYTOB, BEJJOMCTBCHHBIX U BHEBEIOMCTBCHHBIX
OpraHoB paroHaIM3aIuH, ux
HCCIICIOBATEIILCKAS JICATEIIBHOCTh M MPAKTUYCCKHEC
pa3pabOTKH 10 BHEAPEHHUIO HAYYHOM OpraHU3aI[uu
ynpasierueckoro tpyaa (HOVT).

OneiT pabotel OTaena aIMUHHCTPATUBHOU
texuuku (ATO) HK PKM CCCP, axkuuonepHoro
obmectBa  «Oprcrpoity, HWHCTUTYTa  TEXHHUKHU

YIPaBJICHUS o panMoHaNIM3aLUuN
JEJIONPOU3BOJCTBA B LIEHTPAIbHBIX M MECTHBIX
YUPEKICHUSAX.

Xapaktepuctuka W 3HadyeHme «OOmux
MPaBWI JOKYMEHTAIUM H JIOKyMEHTO00OpOTa» Kak
MOTIBITKA OOOOIIEHHUs] METOJOB PAlMOHAIHU3AINH
JIEJIONIPOU3BOJICTBA W BHEAPEHHS B MPAKTHKY
paboThl  €IUHBIX MpaBWJI ~ OpPraHM3alMd |
TEXHOJIOTHH JIEJIOTIPOU3BOJICTBA.

JleaTenpbHOCTD I'maBHOTO ApPXUBHOTO
ynpasnenuss ('AY) CCCP mno wmeroanueckomy
PYKOBOJACTBY JEIOMPOU3BOICTBOM.
Mertonuueckue pazpadborku I'AY CCCP 1960-x rr.
110 OpraHU3alMKU U TEXHOJOTUHU JEIOMPOU3BOICTBA.
Co3manne u BHenpeHue OCHOBHBIX TOJIOKEHUI
Ennnon rOCy1apCTBEHHOM CHUCTEMBI
nenonpousBogctBa (EI'CJl), ee 3Hauenue ist
OpraHM3alMK JETONPOU3BOJICTBA B YUPEKACHUIX U
OpraHu3aIusIX.

AKTHBU3AIUS COBEPIIICHCTBOBAHUS
neonpouspoacTea B 1970-¢ — 1980-¢ rr. Pa3sutune
TEOPETUYECKUX W TPUKIATHBIX HCCIEAOBAHUN B

o0nactu COBEpIICHCTBOBAHUS
JOKYMEHTAIMOHHOTO OOECTIeYEeHUsl  YIpaBICHHUS.
®opMUpOBaHHE  KOHUEHMIIHHI JOYVY. e,

Ha3HaueHue, coctaB  (OCHOBHBIX  IOJIOXKEHUI
I'CIOY, xapakTepuCTHKa OCHOBHBIX IMOJIOKEHUN U
TEMaTUYECKHUX Pa3/eioB.




3.1. Opranusanusi
AOKYMEHTAIHOHHOT 0
o0ecreyeHus ynpaBjieHus

Jlokymenmayuonnoe obecneuenue
YNpaeneHus - OCHO8A MEXHON02UU YNPAGNeHUs.

[TonsiTue «JIOKYMEHTALIMOHHOE
obecnieuenue ympasienus» (JOVY). CoorHomeHue
MOHATUI «J1eJI0NPOU3BOICTBOY,
«JTOKYMEHTALIMOHHOE O00ECIeUeHHE YIPaBICHUSN,
«yIpaBJICHUE JOKYMEHTaMn. VYnpasneHue
JOKYMEHTaMU KaK COBOKYIIHOCTb JIEUCTBUH C
JOKyMEHTaMU OpraHu3aluu c LEbI0
JI0Ka3aTeNbCTBA  IIPOBEJIEHUS  YIIPaBJIEHUYECKUX
onepanuu. TpeboBanus K YIIPaBJICHUIO
JIOKYMEHTaMH.

VYnpasneHueckas NEeATEIbHOCTh u
JOKYMEHTAllMOHHOE  00ecleyeHne  yNnpaBiIeHUS.
JIoKyMeHTaImoHHOEe OOecreueHe yIpaBlIeHUs Kak
(GYHKIMS yHIpaBIEHUS, €r0 MECTO Cpeau JPYTrHx
GbyHKIMA ynpaBieHus. 3HAYEHHE TOKYMEHTOB IS
peanu3alnuy YIpaBJICHUYECKUX peleHuil. BrusHue
XapakTepa yIpaBi€HUs, NPUHIUIOB MPUHITHUSL
yOpPaBJICHUYECKUX PELICHUH  Ha OpraHu3aluio U
TEXHOJOTHI0  JOKYMEHTAIMOHHOTO 00ecredeHus
yIpaBICHUSL.

JloxyMeHTaunoHHOE obecrnieueHue
yIpaBJICHUSI KaK CUCTeMa pabOTHl C JOKYMEHTaMH.
@akTophl, BIMAIOIIME HA €ro OpraHU3alUl U
TEXHOJIOTHIO B YUPEXKIEHHUSIX, OPraHU3alUiIX U Ha
NpeANpUIATHSX  PA3JIMYHBIX  OpPraHU3ALMOHHO-
npaBoBbIX (opM. OpraHu3aliOHHbIE, IPABOBHIE,
COLIMAJIbHBIE U TICUXOJIOTMYECKHE AaCMEKThI
JIOKYMEHTAIlMOHHOT0 00ecrieueHusl yIpaBIeHUsI.

Bansane aBTOMaTPI3I/IpOBaHHOﬁ TCXHOJOTI'NH1
00pabOTKM  JIOKYMEHTOB  Ha  JIOKYMEHTAI[HOHHOE
o0ecrieyeHue ynpaBJieHHS.

B3aumocBss3p JOKYMEHTAIL[MOHHOT O
oOecrnieuyeHus yIpaBJIEHUS c XpaHEHUEM
JOKYMEHTOB B  apXMB€ OpraHu3alud U B
roCy/1apCTBEHHBIX apXHBaXx.

Hanpaenenus cocyoapcmeennozo
pe2yiupos8anus 0el0npou3800Ccmad
6 1990-¢ — 2000-¢e 200w1.

XapakTepucTuka 3aKOHOJIAaTEIbHBIX u
HOPMAaTUBHBIX  INPaBOBBIX aKTOB  Poccuiickoin
Qdenepanyn,  perIaMEHTUPYIOIIUX  paboTy ¢
JTOKyMeHTaMu.  HampaBieHusi rocyIapCTBEHHOTO
peryinupoBaHusi. 3aKOHOJATEIbHOE 3aKPEIJICHHE
o0mux TpeOOBaHUN K JOKYMEHTaM M CHCTEMam

yTpaBJIeHUs. OTBETCTBEHHOCTh 3a paboTy ¢
JIOKYMEHTaMH M UX COXPaHHOCTb.
XapakTepucTuKa HOPMAaTHUBHO-

METOANYCCKUX JOKYMCHTOB MCKOTPACICBOro




IEUCTBUSL.

3.2. Opranu3anus ciayxon1 JJOY.

Opranu3zanuoHHbIE dbopMbI
JOKYMEHTAI[MOHHOTO  OOECIeUeHHUsl yIpaBICHUS.
DaxTopHl, oTpeeNsone BBIOOD

OpraHU3alMOHHON bopmbl B KOHKPETHOU
OpraHH3alyH.
OcHoBHas 11eMTb, 337Ja4i U (PYHKIIH CITY>KOBI

JOV.
Tunossle CTpyKTyphl cayxk0s1 JIOY.
Permamenranus GbyHKIMHA
MoApa3AesICHUI Mo  JTOKYMEHTAIIHOHHOMY

oOciy>)xuBaHuto. TunoBble UM HMHIUBUIYyaJbHbIE
nonoxkeHust o ciyx6e JIOY. Tumosoii dopmyisip
MIOJIOKEHMsI,  CcOCTaB  MH(OpManuu,  MOPsSA0K
pa3paboOTKU U YTBEPIKICHUS.

JIOIDKHOCTHOM M YHCIICHHBIM  COCTaB
pabotHukoB ciyx0b1 JJOY. OyHKIMH paOOTHUKOB
CITyKOBI A0V (cexperapb CTPYKTYPHOT'O
IIOJIPa3/ACIICHHUS], CeKpeTapb PYKOBOIUTEIIS,
UHCIIEKTOP IO KOHTPOJIO M T.1.). 3aKperjieHue
OTBETCTBEHHOCTHM U TOJHOMOYMH pabOTHHKOB
cnyx0b1 JIOY.  JlomkHOCTHas WHCTPYKIUS Kak
OCHOBHOM HOPMATHBHBIN JIOKYMEHT,
OIIpeAEIAOIUI OpPraHU3alMOHHO-IIPABOBOE
M0JIOKEHHE paboTHHUKA. DPOpMyJsip TOJKHOCTHOM
UHCTPYKIIMH, COCTaB  HMH(POpPMALUH, MOPSAOK
pa3paboOTKU U YTBEPKIECHUS.

[Tonoxxenue o ciyx6e JIOY u gomkHOCTHas
HUHCTPYKLHUS Kak  HOpPMaTHBHasT  OCHOBa
pacnpeneneHus Tpyda MeXAy NOApa3fesIeHUsIMUA U
HCIIOJTHUTEIISIMHU.

WHcTpykuus 1O JEJIONPOU3BOACTBY -
OCHOBHOW HOPMAaTUBHBIN aKT, PETJIAMEHTUPYHOLIUI
TEXHOJIOTHUIO JIOKYMEHTAIlMOHHOTO o0ecreyeHus
ynpasieHus.  TumoBele W MHAWBUyaJIbHBIE
uHCTpykumu.  Ilopspmoxk  pa3paboTku,  cocTaB
nH(pOpMaluY, IpaBUia YTBEPKICHUS U BHEIPEHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHM3allAHA 32
coOntofeHre TpeOOBaHUI UHCTPYKIIUH.

HopmupoBanue tpyna paOOTHHUKOB CITy>KObI
JIOY, TunoBele = HOPMAaTUBBl  BPEMEHM  Ha
JIeTIOTIPON3BOICTBEHHBIE PaOOTHI.

Pasmenienne CTpyKTypHBIX MOAPA3ACICHUN
cnyx0b1 JIOY. VYcnoBus Tpyna, opraHusanus u
obopyoBaHue pabOYnX MECT.

[Topsimox xpaHeHHs TmeyaTeld, ONaHKOB U
MpaBUja IMOJB30BAHWS MMHU. OTHKA JEJIOBBIX
OTHOIICHHUH, TCHUXOJOIMYECKHI acmeKT pabdoThl ¢
JIOKYMEHTaMH. [ToaroroBka KaJIpOB




JCIIONPOU3BOJCTBEHHBIX  CIIYXkO. dopmbl
MOBBIIICHUS  KBATM(UKAIIMA  CIICIUAINCTOB B
obmactu JIOVY.

3.3.
JOKYMEHT0000poTa

Opranuszanus

Omnpenenenue MOHSTHS
«JIOKYMEHTO000pOT. OO0mme mnpUHOMNBL U
METOIUYECKHE OCHOBBEI OopraHu3aIuu
JIOKyMEHTO000pOTa, ux peanuzanus B
JNEUCTBYIOIINX TOCYJApPCTBEHHBIX HOPMATHUBHBIX
JIOKyMEHTax.

CtpykTypa n o0mas XapaKTepUCTHUKa

JOKYMEHTOMOTOKOB.  O0BeM JTOKyMEHTOOOOpOTA.
VYder KoJu4ecTBa JOKYMEHTOB.

IIpuewm, IIPOXOXKIECHUE 51 MOPSIOK
UCTIOJTHEHUS HOCTYTAIOLINX JIOKyMEHTOB.
[lepBuunas AKCIEAUIIMOHHAs o0OpaboTka
IOKyMEHTOB.  [IpenBapuTenbHOe  paccMOTpEHHE
JOKyMEHTOB. Paccmotpenne JOKYMEHTOB
PYKOBOZICTBOM OPraHHM3alluy, NIPUHITHE PEIICHHS O
Xapakrepe HUX  HUCIHOJIHEHHUS. Hamnpasnenue

JOKYMEHTOB Ha UCIIOJIHEHUE.
JlocTaBka  JIOKYMEHTOB  HCIIOJHUTESM,
MOpANOK WX Tmpuema © nepenaun. Pabota
WCTIOTHUTEINS C IOKYMEHTAMU. DTarbl UCIIOTHEHHUS.
[Topsimox 00pabOTKH OTHPaBISIEMBIX JOKYMEHTOB.
[IpaBuna opranuzanuu JABWKEHUS BHYTPEHHUX
JOKyMeHTOB. HamnpaBneHuss CoBEpILIEHCTBOBaHUS
JIOKYMEHTOO0O0pOTAa U IYyTH €r0 COKPAIIEHHUS.
TenmeHunu pocTta JOKYMEHTOOOOpOTa B

COBPEMEHHBIX OpTaHu3aIHIX. Brusiaue
aBTOMaTH3alMu  o0paboTKM  HMH(OpPMALMK  Ha
KOJIMYECTBEHHBIE " Ka4eCTBEHHBIE

XapaKTepUCTUKH JOKYMEHTOO0O0pOTa.

3.4. Perncrpanusi 10KyMEeHTOB H

opraHu3anus
UHGOPMALHOHHOIO
00CTy:KNBAHMS.

CIpPaBOYHO-

Perucrpamuss ~ kak ~ cocTaBHas  4acThb
texHonorun  JIOVY. IlpuHuumnel  perucrpanuu
JIOKyMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanoHHbIX (opM, cocTaB HMHPOPMALUU U
MOpANOK MX 3amoiHeHus. Pa3Butne cnoco6oB

perucTpanuu B roCy1apCTBEHHOM
JEJIONPOU3BOICTBE.

B3auMocBs3bp perucrpanuu JOKYMEHTOB C
opraHu3anuein CIPaBOYHO-MH(GOPMAITMOHHON

paloThl, opraHu3anueil KOHTPOJS HCIOJHEHUS H
rocyenyromeid 00padboTKOM TOKYMEHTOB.
WNunexcupoBaHue JOKYMEHTOB. 3HAYEHHE U
npaBuIia dbopMupoBaHus WHJIEKCOB.
WupekcupoBaHue  JIOKyMEHTOB B YCIIOBHSX
TpaJIULIUOHHON 00pabOTKH TOKYMEHTOB.
[TpuHIMOBL  TOCTPOSHMST MH(OPMAIIMOHHO-




nouckoBbIx cucteM (UIIC) pyunoro tuma, ux BUIBIL.
WNudopmannoHHO-CIIpaBOYHOE o0cCITy’)KNBaHUE
anmapara yOpaBJICHHS B YCIOBUAX IPUMEHEHHS
aBToMaTu3upoBaHHbIX TexHoJorui JJOY. Ilouck u
HCIIOJIb30BAaHUE uHbopMauu B
aBToMaru3upoBaHHbIx UIIC.
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3.5. KoHTpogb  HCHOJHEHMS
JOKYMEHTOB

dopmupoBaHue TpeOOBaHUM K OpraHU3aINU
KOHTPOJIS WCIIOTHEHUS JTOKYMEHTOB B
JIETIONIPOU3BOJICTBE.

3HaveHue KOHTPOJIA 3a CpoKamu
WCTIOTHEHUS JIOKYMEHTOB B amnmnapare
yIpaBJICHUS. OcHOBHbIE NPUHLUIIBI €ero
OpraHu3aIyu.

3amaun  cmyxk661  JIOY 1m0  KOHTpOIIIO
WCIIOHEHUS TOKYMEHTOB. KaTeropuu 10KyMEHTOB,
NoJJIeKale  KOHTPOJIIO Cpoku HUCHOJIHEHHUSA
JOKyMEHTOB. Te€XHOIOTMs KOHTPOJIBHBIX OIIEpPALIUN.

PernamenTel  BHYTpEeHHEW  OpraHu3alMH
(denepanbHBIX OPraHOB HCIIOJHUTEIHHOW BJIACTH
KaK OCHOBAa KOHTPOJII UCIIOJIHEHHS JIOKYMEHTOB B
TrOCyJapCTBEHHOM arnmapare Poccuiickoit
®enepanuu.

O0o001IeHe, aHaau3 M HCIOJL30BaHUE
JaHHBIX OO0 WCIOIHEHUH TOKYMEHTOB B YCIOBHUSX
TPAJAULIMOHHOW M aBTOMATU3HPOBAHHON TEXHOJIOTUH
00pabOTKH JOKYMEHTOB

ABTOMAaTH3UPOBAHHBIE CHUCTEMBI KOHTPOJIS
3a CpOKaMH HCIHOJIHEHHS] JTOKYMEHTOB, OIIBIT HX
MIPUMEHEHUS.
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3.6. Opranusanus
J1eJI0NPOU3BOICTBA no
NpeAT0KeHUsIM, 3asBJEHUAM U
’Ka100aM rpaxxian

OO11ecTBEHHO-TIOJIUTUYECKOE U COLMAIbHOE
3Ha4YE€HHE OOpalleHH TpakaaH. 3aKOHOJaTeIbHAas
pernaMeHTanus  paboOThl C  MPEUIOKEHUSMH,
3asIBJICHUSMH U 5Kajl00aMu TpakJlaH.

®opMupoBaHue HOPMAaTUBHOMN 6a3sl,
pernaMeHTHpyIOIled  opraHu3anuio  padoThl  C
oOpalleHussMH ~ TpaXJaH B  TOCYJapCTBEHHOM
anmapare.

OcHoBHble 3amaun  cayx0el  JIOY 1o
OpraHu3aluu padoThl ¢ 0OpaIleHUSIMHU TpakJaH, ee
ocobeHHocTH. Onepanuu 1o NpueMy, perucTparui,
KOHTPOJIIO HCIOJIHEHUS, MPHUHSITUIO pELIeHUil o
oOpamieHussM  rpaxkgaH. CpoKM  HCHOJHEHHS.
TpeboBanust K coJiep>KaHNIO0 OTBETHBIX JOKYMEHTOB.
DopMHUpPOBAaHUE U XPAHEHUE JIEN C MPEIJIOKEHUIMH,
3asMBICHUSMH U Kaiobamu rpaxmad. O0oOmenue,
aHaJlM3 W HCHOJb30BAHUWE JAHHBIX O paboTe ¢
oOpallleHusIMU Tpak/laH B anmapare yrpaBiIeHHUs.

Opranuszanus npuema rpaxkJaH B
rOCY/IapCTBEHHBIX yUpekaeHUsIX. POPMbI U METOIbI




COBEpIICHCTBOBAaHUSA pPAadOTBl ¢  OOpalleHusIMu
rpaxkJaH B OpraHax TrOCYyJAapCTBEHHOW BJIACTH H
yIpaBieHUs, B O0IIECTBEHHBIX OpraHU3aIHsIX.

IIpumeHenune aBTOMAaTU3UPOBAHHBIX
TEXHOJIOIMM I  HOArOTOBKH  OTBETOB W
OpraHu3anyuu MH(POPMALIMOHHO-CIIPAaBOYHON

CIY)KOBI B YUYPEKICHUSIX C OOJBIIUM OO0OBEMOM
oOpartieHu# rpaxkiaH.
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3.7. XpaHeHHe JOKYMEHTOB B
JeJIONPOU3BO/ICTBE OPraHU3ALUU

Opeauuaauuﬂ meKyuleco xpanernust
()OKyMeHI’I’l06 u obecnevenue ux CoxXparnHocmu

OCHOBHBIE TIOJOKEHHS 3aKOHOIATEIIHLHOMI
periaMeHTauu XpaHEHUst JIOKYMEHTOB B
Poccuiickoi ®Denepanuu. Mertonuyeckue
JIOKYMEHTBI 10 OpraHu3aliy XpaHEHHUs.

XpaHeHHEe ~ OOKYMEHTOB B CTPYKTYPHBIX
noApas3ieieHusIx opranusagud  OTBETCTBEHHOCTh 3a
COXPAaHHOCTb JOKyMeHTOB. OpraHuzanus CIpaBOYHON
pa6OTI)I nu HOpﬂI[OK BbIa4Uu I[OKYMCHTOB BO BpCMCHHOC
IIOJIb30BaHUE IPU  XPaHEHWHM B CTPYKTYPHBIX
TOJIPA3IETICHUSAX. Xpanenue JIOKYyMEHTOB Ha
HeTpaI[I/IIII/IOHHLIX HOCUTCIIAX.

COXpaHHOCTh JOKYMEHTOB IPU pPEOpraHU3ALHU
Y JUKBHUJIALUU OpraHU3alui.

Homenxnamypa oen

[TonsTHe «HOMEHKIIAaTypa Aen». HazHauenue
HOMEHKJIATYphI Aen. HoMeHkmatypa fen Kkak oCHOBa
CHCTEMAaTH3allud  JOKYMEHTOB B  I[EIIX  MX
MOCTIEeTYIOIEro XpaHeHUs..

TpeboBaHMs K COCTaBICHHIO HOMEHKJIATYPHI
nen. Wx permaMeHTanuss B 3aKOHOJATEIbHBIX
aKTaXx ¥ HOPMATHUBHO-METOJMYECKUX JOKYMEHTaX
MEXOTPacieBOro JeHCTBUS.

Buasl HOMEHKIATYp Z1e)l, BX OCOOEHHOCTH U
Ha3HauYeHUE Metoauka COCTaBIICHUS
HOMEHKJIATYPHI Te: U3ydeHHE cocTaBa
JOKYMEHTOB, pa3paboTka  KiIaccu(UKAIIMOHHOM
CXEMBI; COCTAaBIIEHHE 3aroJOBKOB JIel MW WX
CUCTeMaTH3alusi ¢  Y4eTOM  YCTaHOBJICHHBIX
TpeOoBaHUM.

[Topsimox  odopMIIeHHs, COTJIACOBAaHUS W
YTBEpKIEHUSI HOMEHKIATYphI fei. CpOKH XpaHEHHSI
JOKYMEHTOB

Hcnonp3oBaHne HOMEHKJIATYpHI JIeT B
OTIEpaTHBHOM XPaHEHUU M apXUBE OpraHU3aIUH.

Opeanusayusa u nopsaoox ghopmuposanus
oern
[TonsiTre “GopmMupoBanue faen’, OCHOBHBIC




TpeOOBaHUS K  MPOBEACHUIO 3TOMl  pabOTHI.
CoBpeMeHHasi HOpMaTUBHO-METOAMYEcKas 0a3a,
omnpezenstomas TpeboBaHus K GOpMUPOBAHUIO eIl
B JICJIONIPOU3BO/ICTBE.

dopmHupoBaHUE el B OpraHU3aIUaX
pPa3IUYHBIX yPOBHEH ympaBlieHUs. 3aadd CITyKObI
JIOY um apxuBa opraHu3zaiud IO  OOECIICUCHUIO
KauecTBeHHOro (GopmupoBanusi nen.  [IpaBuna
¢bopMupoBaHus B Jella JOKYMEHTOB pa3iHMYHbIX
BUOB. [IpuUHIUIIBI cHCTEeMaTH3alUd JOKYMEHTOB
BHYTpH JeJl.

Opeanmauuﬂ oKcnepmu3vl YeHHocmu

O0OKYMEHmMO8
ITousatue “akcnepTusa LHEHHOCTH
NoKyMeHTOB”.  HopmaTuBHO-MeTOIMYECKHE U

TEOPETUYECKHE OCHOBBI MPOBEJIEHHS SKCIEPTU3BI.
TpeboBaHus K IPOBEIECHUIO IKCIEPTU3BI LIEHHOCTU
JIOKYMEHTOB.

Opranu3zanus paboThl  LEHTpaIbHOU
skcrieptHoit  komuccun  (UOK) wu  skcmeprHOi
komuccun (OK) yupexnenus (opraHuszanuu) o0
IIPOBE/ICHUIO SKCIEPTH3bl I1IEHHOCTU JIOKYMEHTOB.
[Tonoxxenne o0 skcnepTHOM komuccuu. [lpaBa u
(GYHKIMH SKCIIEPTHOM KOMHCCHM, TOPSJIOK ee
paboThl. JlokyMeHTHpOBaHNE JeSTEIbHOCTH
OKCIIEPTHOM  KOMHUCCHM.  OTalbl  NPOBEACHUS
9KCIIEPTHU3bl LIEHHOCTH JTOKYMEHTOB. OdopmieHue
PE3yNIBTAaTOB 3KCIEPTU3HI LICHHOCTH JOKYMEHTOB.

ITonsiTne “repedeHb JIOKYMEHTOB”.
Haznauenne u UCIIOJIb30BAaHUE TIEPEYHEU B
KAauecTBE OCHOBHBIX HCTOYHUKOB IO YCTaHOBJIEHUIO
CPOKOB XpaHeHMs U oOecrneueHus eJMHCTBA
OTIepaTUBHOTO XpaHeHus JIOKYMEHTOB B
JIEJIONPOU3BOJICTBE U APXUBE OPraHU3ALUH.

TunoBsle M  BEJOMCTBEHHBIE NEPEYHHU.
Hcnonp3oBaHne  mepeuyHed Ul COCTaBJICHMS
KJIaCCU(UKATOPOB U HOMEHKJIATYp JIE.

Iloozomoska u ogpopmnenue oen

Vuudukauus  TpeboBaHMNH K  Jenawm,
clraBaeMbIM B apxuB. HopmaTnBHO-meTOAMUYECKHE
JOKYMEHTBl ~ MEXOTpacleBOoro  JeictBus 00
oopmieHuu aen.

OcHoBHbIE TpeOOBaHUS K 0GOPMIICHHIO JIE.
[TonmHoe u yactuuHoe opopmienue nen. IloamuBka
nen. Hymepanusi nucToB. 3aBepuTeNbHAs HAJIKCh.
Buytpennsist onuck. OcdopmieHue OOJIOKKH el
MIOCTOSIHHOTO U BPEMEHHOT'O XPaHEHHSI.

Onucu den

ITonsarue «OIHNCH ST, [TpaBuiia

COCTaBJICHUS OINCH Jel CTPYKTYPHOTO




MOJIpa3IeJICHHUSI. Buner omumceir.  OdopmiieHue
OTHCH JIeJl CTPYKTYPHOTO MOJIpa3/ICICHUsI.
Ilopsiook nepedauu den 6 apxue
opeaHuzayuu

[lepemaya nenm B apXuMB OpraHU3alUU.
BsaumopneiictBue cmyx6b1 JIOY u apxuBa npu
(GhopMUpPOBaHMHM  OCHOBBI  JUIsl  IMOCJIEIYIOIIETO
XPaHEHUS U UCIOIb30BaHUS TOKYMEHTOB. EnuHCTBO
OpraHu3alyi JOKYMEHTOB B JENONPOM3BOJACTBE U
apXuBe.

13 | 3.8. Hanpasaenus
coBepuieHcTBoBanus JOY

VYrpaBneHue JOKYMEHTaMH KaK 4acTh CHCTEMBI
ynpaBieHust KadecTBoM. CraHaapTu3anusi MpOLesyp
YOpaBIE€HUs] NOKyMEHTaMHU KaKk METOAMYECKas OCHOBA
JESITENBHOCTH CITY’KO TOKYMEHTAL[HOHHOTO 00ECIIeUeHHs
YIIPABJICHUS B POCCUICKUX OPraHU3aLUsX.

PaszButue periaMeHTaluiu AJOKYMCEHTAIlUOHHOI'O
oOecriedeHus ynpasieHus. Pojlb TUIIOBBIX PErjlaMEHTOB
OpPraHoB TOCYIAapCTBEHHON BJIACTH W YIPAaBJIEHUS B
PETYyJIMPOBaHUN JIOKYMEHTAI[AOHHOTO OOECICUCHUST HX
JesITeNbHOCTU. BHyTpeHHHUE peryiaMeHThl OpraHu3anui.

CoBepI1IeHCTBOBaHHE JOKYMEHTAILlMOHHOTO
o0ecrieyeHus ynpaBJieHUs B TOCYJapCTBEHHOM armapare,
OpTaHM3alUAX  pa3idudHbIX  (HOpM  COOCTBEHHOCTH
(TocynapcTBEHHBIX " HEroCyIapCTBEHHBIX ).
YnopsimoueHne OpraHu3allMOHHBIX (OPM U METOJNOB
paboThI ¢ TOKYMEHTaMH.

Pernamenrtauus  QyHKOMH, CTPYKTYypel U
OpTaHU3aIMOHHO-TIPABOBOTO MOJIOKeHHS ciry:k0 JTOY.

Binsuaue HOBBIX  WH(OPMAIMOHHBIX
TEXHOJIOTHMH Ha COBEPIICHCTBOBAHUE YHPABICHYECKOM
nesitenbHOCTH 1 JIOY.

4. O0pa3oBaTeJIbHbIC TEXHOJIOTHH
Jns mpoBeneHuss  y4yeOHBIX — 3aHATUH

1o JUCIHHUITIIINHE HCIIOJIB3YIOTCA Ppa3jIn4YHbBIC

oOpa3oBaTenbHble TeXHOJOTMM. JIJis opraHm3anmuu y4eOHOro mpolecca MOXeT ObITh
MCITOJIb30BAHO DJIEKTPOHHOE 00ydeHHe U (MJIH) IMCTAaHIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH.
5. OneHka IAHUPYEMBIX pPe3yJabTAaTOB 00y4eHUs!

5.1. CucTeMa oOleHUBAHU A

Dopma KOHTPOJIS Makc. KoJIM4ecTBO 0aioB
3a ogHy paboty Bcero
Texyniuii KOHTPOJIb:
- cobecejoBaHNE 5 bamos 15 6annos
- OIleHKa JTA0OPaTOPHBIX 3a/laHNi, KEHCOB 5 6aioB 25 GamioB
- KOHTpOJIbHAs padoTa (Tembl 2.1-2.3) 5 bamos 5 6amios
- KOHTpOJIbHAs paboTa (Tembi3.1- 3.4) 5 6amnoB 5 Gamnmos
-PTC
5 6amoB 10 6annos
[IpoMexyTouHas arTecTanys 40 6anoB




(PKK3aMeH)

Wroro 3a cemecTp (IUCITUILTHHY)

100 6aymtoB

[Tony4eHHBIN COBOKYITHBIM pe3yJIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO KAy OIIEHOK U B
HIKaJTy olleHOK EBpomelickoli cucTeMsl nepeHoca 1 HakoruieHus kpenutoB (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHH ¢ TabJIUIIEH:

100-6amnpHast TpamonHas mana [xana
nIKasa ECTS
95-100 A
8394 OTIINYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50 55 YJIOBJICTBOPUTEIHLHO E
20—49 FX
0-19 HEYJIOBJICTBOPUTEIHHO HE 3a4TCHO E




5.2.KpuTepuu BbICTABJIEHHSI OLIEHKH 10 JUCHHUILIUHE

Banapl/
HIxkana
ECTS

Onenka o
JTUCIHUIIINHE

Kpurtepun oueHKH pe3yJibTaTOB 00y4eHHs 10
AMCHMILINHE

100-83/
A.B

«OTIIMYHOY/
«3aYTEHO
(oTHIuHO)»/
«3a4TEHO»

BeicraBisercs 00y4aromemMycsi, €Clid OH IIy0OoKo U
MIPOYHO YCBOWJI TEOPETHYECKUI U PAaKTHYECKUI
MaTepHall, MOXXET MPOJIEMOHCTPUPOBATH 3TO Ha 3aHATHUAX
U B XOZI€ IPOMEXYTOUYHOH aTTeCTalNH.

OOyu4aronuiicst UCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
n3JaraeT yaeOHbI MaTepuall, yMeeT yBs3bIBaTh TEOPHIO C
MIPAKTUKOH, CIIPABIISIETCS C PEIICHUEM 3ajad
npodecCHOHaIbHON HANPABICHHOCTH BEICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO 000CHOBBIBAET IIPUHATBIC
peuieHusl.

CB000IHO OpUEHTHPYETCS B yUeOHOH 1
npodeccCHOHaIbHOM JIUTeparType.

OneHka no JUCHUILTMHE BBICTABIISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3aKkpeniéHnble 3a JUCUUILTMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«XOopouIo»/
«3a4TCHO
(xopor0)»/
«3a4TEHO»

BeicTraBnsercs o0yyaromemMycs, €ClIM OH 3HAeT
TEOPETUYECKUM U IPAKTUYECKUHA MaTEpHas, FPaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATUSAX U B X0/
IIPOMEKYTOYHOU aTTECTallUU, HE JTOIYyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKHE
ITOJIOYKEHUS [TPU PEIICHNUN TPAKTUYECKHX 3a/1a4
npo¢ecCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJI0KHOCTH, BJIaJIE€T HEOOXOIUMBIMHU ISl 3TOTO HaBBIKAMU
U IpUEMaMU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢ecCHOHATILHOM JITepaType.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlUN.

KomnereHuu, 3akpeniaéHsble 3a JUCIUILINHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIA».

67-50/
D,E

«yIOBIETBOPH-
TEIIbHOY/
«3a4TCHO
(ymoBieTBOpH-
TEIILHO)»/
«3a4TECHO

BricraBisiercs: o0yyaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKNN U TPAKTUYECKHUI MaTepuall,
JIOMyCKAeT OTAEIbHBIE OMMOKY MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOU aTTECTALIUH.
OOyuaromnuiics UCTIBITHIBACT ONpeIEIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX IMOJIOKEHUN ITPU PEIICHUH
MPAKTUYECKHX 3a/1a4 MPO(HheCCHOHAIbHON HApaBIEHHOCTH
CTaHapTHOI'O YPOBHS CII0KHOCTH, BJIAZICET
HEOOXOAUMBIMHU JJISl 3TOT0 Oa30BBIMH HAaBBIKAMU U
NIpUEMAMHU.




Bbanasl/ Ouenka no Kpurepun oueHKH pe3yJIbTATOB 00y4eHHs 10
Hlxana AUCHMILINHE AMCHMILINHE
ECTS

JleMOHCTpUpYET JOCTaTOUHBIM YpOBEHb 3HAHUS yU4EOHOI
JIUTEPATYyPHI 110 TUCLUIIIMHE.

OreHka 1o JUCHHUIUIMHE BBICTABIISIOTCS 00YYatOmEMyCs C
Y4ETOM pE3yJIbTaTOB TEKYIEH U POMEKYTOYHOU
aTTeCTalUu.

Komnerenuu, 3akpeninéHuple 3a JUCHUILINHOM,
c(OpPMHPOBAHBI HA YPOBHE — «JOCTATOUHBIN».

49-0/ «HEYHOBIETBOpUTE | BricTaBisieTcst oOyyaromemycs, ecii OH He 3HAeT Ha
F.EX JTBHOY/ 0a30BOM ypOBHE TEOPETUYECKHI U TPAKTUIECKUI
HE 3a4TEHO MaTepuail, JI0MycKaeT rpyOble OIUOKH IIPH €ro
M3JIOKEHUHU Ha 3aHATHUSX U B XOJIE TPOMEKYTOTHOM
aTTeCTaIHH.

OOyyaromuiics UCIIBITHIBAET CEPhEZHBIE 3aTPYIHEHUS B
IIPUMEHEHUH TEOPETUUECKUX TI0JI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HECCHOHAILHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CII0)KHOCTH, HE BJIaJIEET
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMAMHU.
JleMOoHCTpUpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPBI 110 AUCLUILIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00YYar0OEMYCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTaLlUN.

Komnerennumn Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIUIEHHBIC
3a AMCLUUILUIMHON, HE COPMHUPOBAHBI.

5.3. OneHo4nbIe cpeacTBA (MATEPHAJIBI) IJIsl TEKYIIEro KOHTPOJIS yCIIeBaeMOCTH,
NPOMEKYTOYHOH aTTeCTAlUH 00y4aKOIIUXCS 0 JTUCHUILINHE (MOOY10)

Keiicbl 10191 Tekyleil arrecTamum:

1. CymiecTByeT Ji B HACTOSIIIEE BpEMS FOCYJapCTBEHHOE PETyJINPOBAaHNE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKU JOKYMEHTOB (HalprUMep, ONpeIeICHbI JIU TUTIOBBIS
omnepanuu 00paboTKH TOKYMEHTOB, UX MOCJIEI0BATEILHOCTD) B YUPEKICHHIX, OpTaHU3AIUIX U
Ha NPEeANPUITUIX CTPAHBI?

Kakumu 1okyMeHTaMu JTOJKHBI HIIH MOTYT PYKOBOJCTBOBAThCS KOHKPETHBIE CTPYKTYPBI
MIPH PELIEHNU JaHHOTO Bompoca?

2. Jlns pemeHus Kakux 3a/1a4 UCTIOIb3YOTCS TOCYIapCTBEHHBIE CTaHAAPThl B cepe
nenonpoun3BojacTsa? Hazoure Takue cTaHAapThI.

Kakum 00pa3om opraHu3aiusi MOXeT JOOUThCS OT CBOMX PAOOTHHUKOB 005A3aTEILHOTO yUeTa
nostoskeHut I'OCT?

3. OxHoM u3 BaKHEHIINX SIBIISIETCS TPoOieMa COXPAHHOCTH (XpaHEHUs1) IOKyMEHTOB
opranusanuii. Kakumu npaBoBbIMH aKTaMHU U TOCYJIapCTBEHHBIMHU MEKOTPACIEBBIMU
JIOKYMEHTaMU CJIeIyeT PyKOBOACTBOBATHCS MIPU €€ PELICHHUH:

3aKOHOJATENbHbIE OCHOBBI XpaHEHMSI IOKYMEHTOB




Hubie mpaBOBbIE aKThl, ONPEACISAIONINE PEIICHHE BOIIPOCOB, CBSI3aHHBIX C
COXPAHHOCTBIO (XpaHEHHEM) TOKYMEHTOB

HOpMaTI/IBHO'MCTO,I[I/ILIeCKI/Ie JAOKYMCHTBI, COJACPIKAIIMUC MCTOAUKY pa6OTBI 10
ONICPAaTUBHOMY XpPaHCHHUIO JOKYMCHTOB U IOAT'OTOBKC UX K IIEPCAAUC B apXUB OpPraHu3aluu

4. PykoBoaMTEIb NPEANPUATHS PACIOPSAWICS IOATOTOBUTH JOKYMEHTBI, KOTOPbIE
JIOJKHBI PETJIAMEHTUPOBATH JCSITENLHOCTH cy)O0bl JJOY (KaHIensspun), OpraHu3aiuio u
MOPSAIOK pabOThI C JOKYMEHTaMHU.

Bruo paspaborano [lonoxkenue 06 nHpOpMaIOHHON MOTUTHKE, OAWH U3 Pa3AEioOB KOTOPOTO
Ha3biBasica «Opranuzanus paboThl ¢ JOKyMEHTHpYeMoil nHbopmanueit». B pasnene 3akperuisics cratyc
KaHLEJSIPUHU KaK CIy>KObI IETONPOU3BOACTBA U (YHKIUH €€ COTPYIHHUKOB IO paboTe C TOKYMEHTaMH.

Omnpenenure, Kakue OpraHU3allMOHHBIE TOKYMEHTBI 3aMeHIT co0oi pazaen « OpraHu3anus
paboTsI ¢ MoKyMeHTupyeMoi naopmanuein». [IpaBomepHa m Takas mpakTuka?

Kakoii emie BHyTpeHHHIT HOPMATHBHBIN TOKYMEHT CIIEOBAJO0 Pa3padoTaTh, YTOOBI YCTAaHOBUTH
€JMHBII MOPSIIOK AEJIOMPOU3BOACTBA HA MPEANPUATHH?

5.0mpenenute nopsaok cocraBierus u opopmieHus [lomoxenns o cnyxoe JJOY:

. pa3pabatbiBaeT (KT0?)

. MOAMHUCHIBAET (KTO?)

. JTIOJDKHO OBITH COTIIACOBAHO (C KeM?)

" yTBepxAaeT (KT0?)

= BBOJIUTCS B JCHCTBUE (KEM WM YeM?)

. noasiexat NnepecmoTpy (Mpu Kakux
obcroATenbcTBax?)

3arnoyHUTE NPOITYCKH.

6. Pa3paboTaHHan B opraHM3aummn MHCTPYKLMA No Ae0NPOM3BOACTBY COAEPKUT CneaytoLime
TemMaTUyecKue pasgensi:

- Opranusaius JT0KyMeHT0000poTa

- Perucrpaius JOKyMEHTOB

- KOHTpOHB 3a UCIIOJTHCHUEM JJOKYMCHTOB

- Homenknatypa nen

- XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ICICHUSIX.

OtpaskeH 1 B HHCTPYKIIUK BECh MPOIEcC PadOTHI C JOKyMEHTaMH?
Ecnu Het, kakuMu paszaenaMu Bul Obl JONOTHUIN JaHHBIN TOKYMEHT.
Ob6ocHyiiTe cBOE peleHHE.

7. UHCTPYKUMA NO AeN0NPOon3BOACTBY — 3TO 0653aTe/IbHbIN AOKYMEHT A1a BCeX paboTHUKOB
OpraHM3aLMm Uan TONbKO ANAa ee cayXbbl AenonponsBoacTsa?
Kto u kakum o0pazom ompesenser chepy pacnpoCcTpaHEeHUs JaHHOTO JOKYMEHTa?

8. Kommanus uMeeT HECKOIBKO OTJIETIEHUM, OJTHO U3 KOTOPBIX PACIIOJIAraeTcsi B TOM ke
3/1aHUH, YTO U LEHTPaTbHBINA ouc. [Ipyrue oTaeneHus pacoIoKeHbl B pa3HbIX palioHaX
ropoja.

Kak Oyzaer oprann3oBaH JOKyMEHTOOOOPOT KOMITAHUHU B ATOM Ciiy4ae: OyJeT u
HEHTpaJIbHBIA 0PHC paboTaTh CO BCEMH TOKYMEHTAMU KOMIIAHUU (OCYILECTBIISATh
[EHTPaTN30BaHHBINA TIPUEM BCEX TOKYMEHTOB, MX PETUCTPAIIMIO, BECTH CIPABOYHYIO padoTy,
KOHTPOJIb 32 UCTIOJHEHWEM JJOKYMEHTOB | T.JI.) WJIU Tiepeaact 3Tu PyHKiuu B otaenenus? Eciou



nepeaact, kakoBa oynet poiib ciyk0n1 JIOY nenrpanpHoro oduca? Kak Oyayt padorats ¢
JOKYMEHTaMH OTJEJICHUs, HAXO/ISIIEMCSI B TOM K€ 3JaHUH, YTO U IIEHTPAIbHBIN 0puc?

9. [lepBruHas 00pabOTKa JOKYMEHTOB, IIOCTYITUBIINX B KOMITAHHUIO TIO MTOYTE, CBOAUTCS K
ciemyromeMy. PaOOTHHKH, BRITIONHSIONIVE ATy OMEPAIHIO, BCKPBIBAIOT U TYT K€ YHUUTOXKAIOT KOHBEPTHI,
MIPOCTABIIAIOT HA BCeX JOKYMEHTaX, B TOM 4HCIe, (PHHAHCOBBIX, OYXTaNTePCKUX U T.II., IITAMII O
MOCTYIJICHUU JIOKYMEHTa B OpPraHU3aIIUIO U NIEPEAAIOT UX UHCIIEKTOPY MO peructpauuu. MucnekTop
MPOCMATPUBAET TIOKYMEHTHI M PUKCUPYET B PETUCTPAITHOHHBIX (popMax, TOMUMO MPOUYHNX CBEICHUH,
KOJIMYECTBO JINCTOB M HATWYHE MTPIIIOKEHUH K TOKyMEHTaM.

Onpenenure, Kakue TPeOOBaHMS K MPOLIECCY MEPBUYHON 00pabOTKY JOKYMEHTOB B JJAHHOM
claydyae HapyIIAlOTCs, M KaKWe HETaTUBHBIC MMOCIEICTBUS STUX HAPYIICHUN TSI KOMITAHUHA MOTYT
MIPOSIBUTHCS BIIOCIIEICTBUH .

10. IToMOUTHUK PyKOBOIUTENS, IPEIBAPUTEIBHO IPOCMOTPEB JOKYMEHTAIIHIO, TOCTYIHUBILIYIO B
OpraHU3alMIo, BCIO €€ IepeacT pyKOBOAUTEN 0. B manky ¢ JoKyMeHTaMH BKJIabIBACTCS MICbMEHHBII
KOMMEHTapHH 0 COCTaBe MOCTYMUBIINX JOKYMEHTOB, KOPPECIIOHACHTAX, alpecaTax U COAEPKaIIuXcs B
Ka)KJ0M JOKyMEHTE BOIPOCaX.

B yem cocTouT Ha3HAUEHHE ONEpaIH «IPEABAPUTENBHOE PACCMOTPEHUE TOKYMEHTOB» ?
[IpaBUiIbHO M €r0 NOHUMAKOT B JTAHHOW OpraHu3anuu’?

11. O6mas texHomorus paboThl ¢ JOKYMEHTaMU B OPraHU3al[id COCTOUT U3 THITOBBIX OTIEPALIUii:

= IIPUEM JIOKYMEHTOB;

. nepBuYHas 00paboTKa JOKYMEHTOB;

[

= perucrpanus;

= pPacCMOTPEHUE JOKYMEHTA PyKOBOJUTEIIEM U ONPEACIICHUE XapaKTepa PELICHUS

BOIpoca (Pe30IIroIus);

. MIOCTAaHOBKA JOKYMEHTa Ha KOHTPOJTb;
. MOJrOTOBKA MTPOEKTA IOKYMEHTA;

. oopmMIIeHHE U COTTIaCOBAHHE;

. yJI0CTOBEPEHHUE;

u

. OTIIpaBKa U3 OpraHu3alluy;

I[OHOJ'IHI/ITG NEepeUCHb HEAOCTAOIINMHU OIICPAlIUAIMHU

12. B cOOTBETCTBHH C TOCYJAPCTBEHHBIMH MEXOTPACIIEBBIMU IOKYMEHTaMH B HHPOPMAIIOHHO-
MMOMCKOBYIO CHCTeMY 110 IokymeHTam opranuzamuu (MIIC) Bxonsat: perucrpaius, HHASKCAus,
(hopMUpOBaHUE JIEI.

KaxoBo nHaznauenne kaxaoit cocrapisromeid UIIC? Uto mo3BoaseT 00beAMHUTD UX B OJTHY
cuctemy? Kak oHM MOTYT UCTIONB30BAThCS MTPH MOUCKE JTOKYMEHTHON MH(OpMaun?

13. B peructpanronasie (OpMBbI BXOISAIMINX TOKYMEHTOB OpTaHHU3aIlHsl BHECTA CIIeIyIoIIne
JTaHHBIE:

JlaTa MOJIy4EHUs], BXOJALINHM PETUCTPAlMOHHBIN HOMEp, KOPPECIIOHJEHT, HOMEP U JaTa
JIOKYMEHTa, KpaTKO€E COJIepIKaHue, PE30JIIOLUS pPyKOBOJUTENS OpraHU3alui, pyKOBOAUTENb
CTPYKTYPHOI'O IIOAApa3A€JICHUs, PE30IIOLUS PyKOBOIUTES 110IPA3/I€JICHHS], UCTIOIHUTEIb.

Onpenenure, COOTBETCTBYIOT JIM 9TH JaHHBIE PEKOMEHTyEMOMY COCTaBY PEKBH3UTOB
peructpaunonHoi ¢popmel. Mmeer u cayx0a 1eonpon3BoICTBa MPAaBO BKIIIOYATh B PETUCTPALIMOHHBIE
(OpMBI PEKBU3UTEHI 110 CBOEMY YCMOTPEHHIO?



14. Cuctema perucTpaiiiyl B OpraHu3alid UMEeT CMEIIaHHy 0 GOopMy, IIPH KOTOPOil 4acTh
JIOKYMEHTOB (IIOCTYTIAIOIINE HA UMSI PYKOBOJUTEIISA, IIPUKA3HI U JP.) PETUCTPUPYIOTCS B CITY)KOe
JICIIONPOU3BOJICTBA, & OCTATBHBIC — B CTPYKTYPHBIX MMOAPa3ACICHUIX.

B ciyx06e nemompon3Bo/IcTBa BceM 0e3 HCKITIOUeHHS IOKyMEHTaM IPUCBANBAETCI HHICKC,
COCTOSIIUN U3 TIOPSIKOBOTO HOMEPa JOKYMEHTA B COOTBETCTBYIONICH IpyTIe (HampuMep, BXOISIIUX
JIOKYMEHTOB) U JIUTEPhI «Py, 03HaUAIONIeH «pyKOBOJACTBOY, Hanpumep, P 45. B cTpykTypHbIX
MOIpa3AeNeHISIX PETUCTPAIIMOHHBIN HHIEKC COCTOUT U3 MHIEKCA CTPYKTYPHOTO TIOApa3aeieHus (1o
BHYTpPEHHEMY KJIACCH(DUKATOPY CTPYKTYPHBIX MOAPa3/ICICHUI) U MOPSAKOBOTO HOMEpa, Hanpumep, 3-25
v 4-12 u T.11.

UeM Takoil MopsIOK MHIEKCUPOBAHUS HE COOTBETCTBYET YCTAaHOBJICHHBIM TPEOOBAHUSIM?
Pemenne kakux MHGOPMAIIMOHHO-TIONCKOBBIX 33124 YCIOXKHSIIOT TAKHE MHIEKCHI?

15. Jlena B opranuzanuu GOpMUPYIOTCS U XPAHATCS CIEAYIOMUM 00pa3oMm:
CIIELIUAJIUCThI OTJEJIOB 3aBOAAT MAIIKU, B KOTOPbIE BKJIAIbIBAIOT JOKYMEHTBI, KACAIOLINECs
peui€HuA OTACIBbHBIX BOIIPOCOB. Ha o6n0xxkax IIoMeuiarTcCA (I)aMI/IJ'H/II/I 1 MHUIIHUAaJIbl HUCHIOJIHUTEIEH 1
yKa3aHHe Ha KOHKPETHOE HaIlpaBJIEHUE €T JesTeIbHOCTH, HallpUMep:
A.C. TepeHTbEB
H3roroBiieHHe M YCTAHOBKA CBETOBOM pPeKJIaMbl

B Teuenue roga B TAaKOM ITallke HaKaIlIUBaIOTCS pas3in4HbI€ JOKYMEHTEI, C KOTOPBIMU
MPUXOAUTCS paboTaTh CICHUANUCTY B paMKax JAHHOM MpoOJeMbl. B dnciie TOKYMEHTOB BCTPEYAIOTCS
MUCHMa-TIPEIOKEHUS, THChMa-OTBEThI Ha MPEIOKEHHS, MUChMa-pPEeKIIaMalliH, JOrOBOPHI U
MIPUJIOKEHUS K JIOTOBOpaM, aKThl, TPOTOKOJIBI U Jip. Eciiu cienmanict paboTaeT He ¢ O JHOU
opranusaryei, To BHyTPH MankKd OH IOMEIAeT KAPTOHHBIC Pa3eTUTEIH ¢ YKa3aHHEeM KOHKPETHBIX
opranusalui-KoHTpareHToB. Korna TOKyMEHTOB CTAHOBUTCS CIUIIKOM MHOTO, 3aBOJISIT BTOPYIO (TPETHIO
U T.J1.) IAIKy C TAKOU e HAIMUChI0 M yKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.1.) ACIIO:

A.C.TepeHntbeB
MN3rotoBneHne 1 ycTaHOBKA CBETOBOM peKknambl. No 2

B KOHIIC I'0Jia ITallKu ITIOMEIIar0TCA B IHKa(i), B OTACJICHUA, I'/I€ XPAHATCA JOKYMCHTBI
OMPEJICIICHHBIX CIEIUATTUCTOB.

Taxoli OPSIOK XpPaHEHUs TIOKYMEHTOB OOBSICHSIOT TEM, YTO MIMEHHO TaK CIeNUATUCTaM yI00HO
pa6OTaTB C JOKYMCHTAaMH B TCUCHUEC ACJIONPONU3BOACTBEHHOI'O Io/ld, UICKAaTh TOKYMCHTHEI ITOCJIC
OKOHYaHHuA pa6OTBI C HUMHU U O6CCHCT-II/IBaTB X COXPAaHHOCTb, TaK KaK Ka)KI[BIﬁ CIICIUAJIMCT 3HACT CcBO
BOMPOC U, 3HAYUT, CBOU JIOKYMECHTHI.

Cornachbl 1 Bel ¢ Takum 00bsicieHreM? KTo B TakoM ciiydae OylieT HECTH OTBETCTBEHHOCTD
3a o0ecreueHrue COXPaHHOCTH JJOKyMeHTOB? OOOCHYHTE CBOW OTBET.

16. B Teuenune rona y OpraHmu3alny NOSIBUINCH HOBBIE HAIPABIEHUS IEATEIbHOCTH U
HoBbIe apTHephl. HoBast paboTa Obuia mopyueHa AByM otnenam. Kak cieacTsue, MosBUINCH
3HAYUTEIHHOE KOJIMUYECTBO HOBBIX JIOKYMEHTOB, KOTOpPbIE HE ObLITH MPETyCMOTPEHbBI
JIEMCTBYIOIIMMH HOMEHKJIATYPaMH €] JaHHBIX OT/IEIIOB.

PykxoBoauTenb opraHu3aiui CBOMM ITPUKa30M 00s513a1 BHECTH U3MEHEHHS B
HOMEHKJIATypy Zel. B pe3ynbrare 3TO CBENOCH K COCTABICHHUIO B CEPEAMHE I'0J1a HOBBIX
HOMEHKJIATyp J€J1 ABYX OTAEIO0B. PyKOBOAUTENb OPraHU3aluy UX YTBEPIAUIL.

[Touemy Takue neiCTBUS HE MOTYT ObITh MpU3HAHbI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJIEHUIO ¥ 0(OPMIICHHIO HOMEHKJIATYPbI JIeJ1 ObUIN HapyIICHBI?

17. Tlocne ommuOOYHOr0 YHUUTOKEHHS Psijia BXXHBIX JIOKYMEHTOB B KOMITAHUU OBLIIO
MPUHSTO pelIeHe 0 co3/laHuu 3KkcnepTHo komuccuu (OK) u pazpaboTke BHyTpPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOLUX €€ ACSITEIbHOCTD.



B neiicTByromuye KOpnopaTuBHbIE TOKYMEHTBI, PErJIaMEHTUPYIOLIUE 1eATEIbHOCTh
CITyOBI IeJIOMPOU3BOJICTBA U TIOPSAOK PabOTHI C TIOKYMEHTAMH KOMITAHUHU ObLTH JOOABJICHBI
COOTBETCTBYIOIINE Pa3/eiibl, B KOTOPHIX ObUIH ONPEEIICHbI CTaTyC, COCTaB, MIpaBa, 00sI3aHHOCTH
OK 1 nopsiiok mpoBeaeHNUs SKCIEPTH3bI IEHHOCTH JOKYMEHTOB.

B ¢ynxnun DK Ob110 BKITIOUEHO CIICTYOIIEE:

- IpOBEpKa MPaBUIBLHOCTH OPOPMIICHHS TOKYMEHTOB;

- y4eT JOKYMEHTOB;

- OTIpe/IeTICHUs YCIOBUN XpaHEHUs IOKyMEHTOB;

- IpoBepKa KauecTBa GOPMUPOBAHHUS JIEIT;

- Y4eT JIeJI C JUIUTEIbHBIMUA CPOKAMH XpaHEHHS;

- 0TOOp J1e)1 Ha XpaHEHUE U YHUUTOKECHHUE;

- OTIpe/IeTICHNE CPOKOB XPaHEHHUs JOKYMEHTOB;

- OIpe/eNIeHHEe OIHOTHI COXPAHHOCTU JOKYMEHTOB KOMITAHUU.

Kaxue napymenus 6bu11 JomnyieHsl npu co3nanunu JK ?

Kakwue, Ha Bam B3ruisi, GyHKIIME HE COOTBETCTBYIOT Ha3HaueHuto DK 1 He BXOJAT B
MOHATHE «IKCTIEPTH3a LIEHHOCTH TOKYMEHTOBY?

18. HacTb BXOASIIUX U UCXOAIINX JOKYMEHTOB OpraHU3aliy MpeACTaBiIeHa B
a5eKTpoHHOU (opme. [Tpu moAroToBKE A€M K nepeiaye B apXuB BCTall BOIPOC, B KAKOM BUJIE UX
HY’KHO CJIaBaTh: B BUJIE IUCKOB WJIM I1€PEBEICHHBIX HA OYMakKHYIO0 OCHOBY TPaJUIIMOHHBIX
JIOKYMEHTOB.

CTOpOHHUKH TIEpeBOIa TOKYMEHTOB B TPAJAULIMOHHYIO OyMaxXHYIO (hopMy
MOTHBUPOBAJIN CBOIO TOUKY 3PEHHS TE€M, YTO HE U3BECTHO, 10 KaKoi (hopme 10/KHA ObITH
COCTAaBJIEHA OIKACH HA 3JIEKTPOHHBIEC JOKYMEHTBI, U KAK ONPEICIUTh CPOK UX XPAHCHHUS.

Kak 651 Bel moctynuiau B fanHOM citydae? MOKHO JIM ONPeAEIUTh CPOKU XPAHEHUS
TaKUX JJOKYMEHTOB M (DOpPMY OIIHCH, IO KOTOPOW OHU MOTYT OBITH TIEPEIaHbl B APXHB?

I[Ipumep BapuaHTa TeCTOB ISl KOHTPOJILHOI PadoThI
Bapuanr 1

1. [IpaBuna penonpousBoAcTBa B (eAepalbHbIX OpraHax MWCIHOJHUTENIbHOM BIAaCTH U
Metoandeckne peKOMEHJAlKMU MO pa3padOTKe HHCTPYKLUUH IO AEJIONPOM3BOACTBY B (eaepabHbBIX
opraHax MCIOJHHUTEIBHOW BIACTH ObUTA PUHSITHI B rOfy.

Kaxue 3 nepeuncieHHbBIX BOPOcoB MeToanuecKkne peKOMEeHJallil PEKOMEHYIOT BKIIOYUTH B
MHCTPYKLHIO 110 JEJIONPOU3BOJCTBY:

NpaBUJIa COCTaBICHUS U OPOPMIICHHUS TOKYMEHTOB
NpaBuiIa OpraHU3alnuy JOKyMEHT0000poTa
NpaBUJIa PErUCTPALIMHA U KOHTPOJIS

NpaBUiIa XpaHEHHUs JOKYMEHTOB

npaBuiia 00pabOTKH BIIEKTPOHHBIX JOKYMEHTOB
npaBuiIa nepenavn GakCUMHIBHBIX COOOLICHNUI
NpaBuiIa XpaHEHHs JJIEKTPOHHBIX TOKYMEHTOB

N

OTMeThTe B CITUCKE TUIIOBBIC HA3BAHUS CITYKO JEIOTPON3BOCTRA!

Otnen nenonpon3BOICTBA
Otaen nokyMeHTO0O0pOTA
VYnpasnenue nenamu
Kannemnspus

OO0wmui oTnen
Perucrparypa



J Cekperapuar
o Otpaen kapoB U AETONPOU3BOICTBA

3. OTMeThTe B CHOHCKE CTPYKTYpHOE TOJpasjeiicHue, KOTOpoe paspabaThiBaeT
WHCTPYKITHIO 110 IITONPOU3BOACTBY, U JOJDKHOCTHOE JIUI0, KOTOPOE YTBEPIKIAET 3TOT JOKYMEHT :

Cnyxb6a JI0Y

HOpunuueckas cinyx6a opraHu3anuu

Kanposas ciry:x0a opranusaruu

Otnen Tpyna u 3apIiaThl

PykoBoauTens opranusain

PykoBoauTENh KOJUIETHAIIBHOTO OpTraHa

C kaKo¥ 1aThl HAYMHACT AEACTBOBATD MHCTPYKITHS. .. ettt eteit et et aeeeieeeeeeaaeaaans

4. IlponymMmepyiTe NMpaBWIbHYIO IOCIEIOBATENbHOCTh JIE€JIOMPOMU3BOACTBEHHBIX OIepaluil Mo
MOJITOTOBKE ¥ 00pabOTKE HUCXOAIINX TOKYMEHTOB!

o pa3paboTKa MpoeKTa JOKyMEHTa
odopmIileHHE anpecara
3aroJIOBOK K TEKCTY
OTHpaBKa
odopMIIeHHE TIPUITOKECHUS
HPOCTABJICHUE OTMETKH 00 MCIIOTHUTEIE
BU3BI COTJIACOBAHUS
HO/ITUCAaHNe
perucrpanus

5. Peructpanuu nojexar:

o BCC MNOCTYINMMUBUINE U OTIIPABIACMBIC NTOKYMCHTLL

TOJIBKO BHYTPEHHHUE JOKYMEHTHI

TOJIBKO OIICPATUBHBIC U CPOYHBIC TOKYMCHTBI

TOJIBKO AOKYMCHTEI, NIOCTYNIMBIINE U3 BBIICCTOAIINX opraHmanHﬁ " OTHPAaBJIACMBIC UM
JOKYMCHTHI, Tpe6y}ou11/1e yueTa, UCIIOJIHCHUA U UCII0JIB30BAHUA B CIIPABOYHBIX LCIIAX

KonTposbHble BOMPOCHI W 3aJaHUs JJIsi MPOMEKYTOUYHOH aTTEeCTAIMH MO UTOraM OCBOEHHA
JUCHUIIIMHBI:

1. OcoOeHHOCTH CHCTEMBI JEOPOU3BOJICTBA B IIEHTPAIBHBIX yupexkaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. HarrpaBneHus u crmocoOb! palfiOHAIH3AIH JeTOMPOU3BOJICTBA B YUPEKISHUIX
Poccun XIX - nau. XX B.

2. HamnpaneHus novcka palroHaIbHBIX (OPM OpraHU3aluy J1eI0Npon3BoaAcTBa B 1920-¢
TOJTBI

3. Ponr Hapkomata paGode-KpecThbsTHCKOW WHCIICKITUU B CO3JJaHUU CUCTEMBI
COBETCKOTO JIENIONPOU3BOICTBA.

4, HaubGonee 3HaunMbIe pa3pabOTKH aKIIMOHEPHOTO o01ecTBa «OpreTpoiiy,
WNucTuTyTa TEXHUKN ynpasieHus B 1920-e roasl.

5. XapaktepucTtuka U 3HaueHHE «OOIIMX MPaBUJI JOKYMEHTAIIMH 1
nokymeHtoobopota» (1931 r.)

6. TIporpamMMmbl COBEpIICHCTBOBAHHMS JEIOMPOU3BOJICTBA, IPUHATHIE HA MEKOTPACIEBBIX
copemanusax 1941, 1960 rr.

7. HampaBneHUS TEOPETUYECKUX U NMPUKIIAIHBIX UCCIICOBaHUHN B 00JIACTH
COBEPIICHCTBOBaHUS Jieionpou3soactea B 1970-1980-¢ roabl.

8. TocymapcrBeHHOE peryaupoBaHue aenonpou3soactsa B 1990-e — 2000-e rompt



9. HopmaTuBHO-METOJIMYECKUE TOKYMEHTBI MEXOTPACIEBOr0 IEHCTBUS, KOTOPbIE
OIPEAEIIAI0T COBPEMEHHYIO OPIaHU3alMI0 padOThl ¢ JOKYMEHTaMH (HaHMEHOBaHHUE TOKYMEHTA,
roJl ero pa3paboTKH, KpaTKasi XapaKTepUCTHUKA)

10. Opraam3anus ciyx0s1 JIOY. OcHoBHas 1eMb, 337241 U QYHKITUH CITYKOBI, €€
JIOJKHOCTHOM M YMCJICHHBIN COCTaB.

11. TunoBsle BUABI U CTPYKTYpHI ciryk0 JOY.

12. JlokanpHbIe aKThl, PErIaMEHTUPYIOIIHE OPraHu3alUIo0 J1e0Npor3BoACcTBa. HazHaueHue,
coctaB WH(OPMAITHH, TTOPSAAOK Pa3paOOTKH U YTBEPIKIACHISL.

13. MucTpykuus no nenonpous3BoAcTBy. HasHaueHnue, CTpyKTypa TEKCTa, MOPSIOK
HO/rOTOBKH.

14. Tlonsarue «J10KyMEeHTOO00POT», IPUHIIUIIBI €70 OpraHu3aluu. XapaKTepUCTUKH
JIOKYMEHTO0000pOoTa

15. Oransl fokymeHTo0O00poTa. Onepaiuu, KOTOPhIE BHIOJIHAIOTCS MPH padboTe C
BXOJSIIIMMH JTOKYMEHTAMH

16. Dransl nokymMeHTOOOOpOoTa. Onepaluu, KOTOPhIE BHITOIHAIOTCS MPH padboTe C
UCXOAIIMMH JTOKYMEHTaMHU

17. Dranbl JOKYMEHTOOOOPOTA. ONEpaIiK, KOTOPHIE BHIOIHSAIOTCS C BHYTPEHHUMHU
JIOKyMEHTaMU

18. Peructpanus 10KyMEeHTOB, ee Ha3HaueHue. [IpaBuiia peructpanuu JOKyMEHTOB.
XapakTepuCTUKa COBPEMEHHBIX PETUCTPAIIMOHHBIX ()OPM, COCTAaB HH(POPMAIIUU U TIOPSIOK X
3aMO0JHEHHUS.

19. TTonsiTHS «perucTpanus TOKYMEHTOBY, «MHICKCHPOBAHNE JTOKYMEHTOBY.
3HaueHue U npaBuia GOPMUPOBAHUS UHIEKCOB

20. 3naueHue KOHTPOJS 3a CPOKaMH MCIOJTHEHHUS OKYMEHTOB B armrapare
ynpapieHusi. TpeOoBaHUS K OpraHU3alMKU KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B
JIEJIONPOU3BOJICTBE. 3a/1a4ll KOHTPOJILHOM €S TEIbHOCTH.

21. Cpoku UCTIOJIHEHHS JOKYMEHTOB. TeXHOJIOTUSI KOHTPOJIS 32 CPOKAMH UCIIOJTHEHHUS
JIOKYMEHTOB.

22.3akoHozaTeNbHas perjlaMeHTalus 1 MeTOMYECKoe o0ecTiedeHne OpraHu3aliu
XpaHeHus JOKyMeHTOB B Poccuiickoit @enepanum.

23. Opranu3zanus TeKyIlero XpaHeHus IOKyMEHTOB B J€JIONPOU3BOICTBE
OpraHMu3ay U 00ecredeHne UX COXPaHHOCTU

24. HomeHkuaTypa Jiell, ee Ha3HaueHHe B AeJIO0NPOU3BOJICTBE. Buasl HOMEHKIAaTyp
nen, ux ocooeHHoctu. TpeboBaHus K HOMEHKJIAType J1eJ, X 3aKpeIuIeHne B HOpMaTUBHO-
METOANYECKUX TOKYMEHTaxX MEXOTPACIEBOIO ACHCTBHUS.

25. MeToka cocTaBlIeHHsI HOMEHKIATYphI fed. [lopsinok odopmienus,
COTIJIACOBAHUS U YTBEPKACHUS HOMEHKIIATYPBI JEII.

26. IIpaBuiia hopMHUpPOBaHUS B Jiea JOKYMEHTOB Pa3IMYHBIX BUIOB. [IpuHIUITEL
CUCTEMAaTU3alUU JOKYMEHTOB BHYTPHU JEIl.

27.TlonsiTie ‘“OKcrepTh3a [EHHOCTH JOKYMEHTOB”. HopMaTHBHO-METOAMYECKHUE
U TEOPETUYECKHUE OCHOBBI IIPOBECHUS DKCIIEPTU3bL. [IpUHIUIIBI U KPUTEPUU DKCIIEPTU3BI
LIEHHOCTH JIOKYMEHTOB.

28. Opranm3anust pabOTHI 10 IPOBEICHUIO SKCIEPTH3bl IIEHHOCTH JIOKYMEHTOB.
JIOKyMEHTHpOBaHHUE S TEILHOCTH SKCIIEPTHON KOMUCCHH M 0(OPMIICHUE €€ Pe3yJIbTaTOB.

29. Ha3nauenue onucu nen. Buasl onuceid. [IpaBuina cocraBienus u ohopmieHue
OIKCH JIeJI CTPYKTYPHOTO TOIpa3/IEICHUSI.

30. Onepanuu 1o MNOATOTOBKE JOKYMEHTOB K IIepeiaue B apXHUB OPraHU3aINH.

31. OcHoBHbIE TpeOOBaHUS K OPOPMIICHHIO JIEJ TIPU MX MOJATOTOBKE JJIS epe/laun B
apxuB opranuszanuu. YactuyHoe u noiaHoe opopmiieHue.

6. YueOHO-MeTOAMYeCKOEe M HH(POPMALMOHHOE 00ecneyeHue JUCIUILIMHBI



6.1. CHHCOK HCTOYHHKOB U JIUTEPATYPbI

Ucrounuku
®enepanpubiii 3akoH 0T 22.10.2004 Ne 125-®d3 «O6 apxuBHOM jene B Poccuiickoit
Oeneparun»  // [DnekTponHbli  pecype]. — M., 2019. - Pexum pocryma:

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

@enepanbubiii 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsinke paccMOTpeHHsI 0OpalieHuit
rpaxnaan Poccuiickoit ®@eneparuny// [InexkTporasid pecypc]. — M., 2019. — Pexxum nocrymna:
https://base.garant.ru/12146661/.

[Tocranosnenue I[IpaBurensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBep>KIeHUU MPaBHII
oOMeHa JOKYMEHTAaMU B OJJICKTPOHHOM BHJE TpH OpraHu3anud WHOOPMAIUOHHOTO
B3aUMOJICUCTBUSA//  [DnekTpoHHBIH  pecypc]. — M., 2019. — Pexum gocryma:
https://base.garant.ru/70832680/

[IpaBwiaa AEMOMPOM3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoymnpaBiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoOHHbIN pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

Meroanueckue peKOMEHIAIMU 10 pa3paboTKe HHCTPYKLIHMM MO JETONPOU3BOACTBY B
rOCYy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO CaMOYIIpaBiieHHUd, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /[ [dneKTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHasi MHCTPYKILHUSA 110 ASTOMPOU3BOICTBY B TOCYAAPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonanwubiii ctanmapt Poccuiickoiri ®@enepauun. Cucrema
CTaHIApTOB MO HH(pOpManK, OHOIMOTEYHOMY W H3JIaTeNbCKOMy aeny. OpraHu3anuoHHO-
pacnopsiauTenbHas JoKyMmeHTanus. TpeboBaHus K opopMIIEHHIO JOKYMEHTOB // [ DIeKTPpOHHBIN
pecypc]. — M., 2019. Pexxum moctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 Hanuonanenslii ctangapt Poccuiickoit denepanmu.
Cucrema ctanaapToB 10 MHPOpMAIMK, ONOINOTEUHOMY U u3Aarensckomy nerny. Undopman3us
U JIOKyMeHTauus. YmpaBieHue gokymeHtamu. Yacte 1. [lonstus w mnpuHiunsl. //
[DneKkTpoHHbIH pecypc]. - M., 2021. Pexxum JIOCTyTa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1e70. TepMUHBI U OMPEIeTEHUS. -
[DneKTpOHHBII pecypcl]. - M., 2019. Pexxum J0CTyIIa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz MunkynaeTypel Poccum ot 31.03.2015 Ne 526 «OO6 yTBepX ACHUM NpPaBUI
OpraHu3alMy XPAHEHUs, KOMIUIEKTOBaHMS, y4e€Ta M HCIOJIb30BAHUS JTOKYMEHTOB APXUBHOIO
¢donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OPraHaX MECTHOTO CaMOYIIPaBJICHUS M OpraHu3ausx» // [DnekTpoHHsiit pecypcl. — M.,
2019. — Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoJIHUTeIbHbIE HCTOYHHKH

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333n  "OO yTBepKIeHUU
npodeccuoHanpHoro crapaapra "CrneuuaiucT Mo OpraHU3alMOHHOMY U JIOKYMEHTAIlMOHHOMY
obecrieueHnto yrpasieHus: opranmszanueii"// [Dnekrponusid pecypc]. — M., 2021. — Pexum
nocrtyma: http://www.consultant.ru/document/cons_doc LAW 357714/.

[Ipodeccuonanbublit  crangapT «CHeuualucT 1O  YIPaBICHHUIO JIOKyMEHTaluen
OpraHu3allui», YTBEPXKICHHBIM TPUKAa30M MHHHCTEpCTBA Tpyla W COIMAIBHON 3aIUTHI
Poccwuiickoit @eneparuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecypc]. — M., 2019. —
Pesxxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxaeHun IlepeuHs THIOBBIX
YIPABICHYECKUX AapPXWUBHBIX JIOKYMEHTOB, OOpa3ymoIIUXCS B TPOILECCe IeSTeIbHOCTH


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/

rOCYJITApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIIPABJICHUS M OpraHH3alnid, ¢ yKa3aHHUEeM
cpokoB ux xpaneHus" (3apeructpupoBano B Muntocte Poccum 06.02.2020 N 57449) //
[DneKTpOHHBIN pecypc]. - M., 2021. - Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBepXKACHUU MPUMEPHOTO
MOJIOKEHUSI 00 3KCHEPTHON KomHccuM opraHuszanuu’ (3apeructpupoBaHo B MuHiocte
Poccun 15.06.2018 N 51357) // [Dnekrponnsiii pecypc]. — M., 2021. — Pexxum gocryma:
http://www.consultant.ru/document/cons_doc_LAW 300357/

Jlureparypa

beikoBa T.A. JlokyMeHTanmuOHHOE  OOEClEYeHHE  ympaBieHHUS  (IEIOTMPOU3BOICTBO)
[DnexTponnsiii pecypce]; yuebnoe mocoodue/ T.A. beikosa, T.B. Ky3uerosa. -2-¢ u3z. nepepab. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

bo6suteBa M.I1. HekoTopeie 0COOCHHOCTH COBPEMEHHOTO JIOKyMeHTooOopoTa // BectHuk PITY.
2015.  No2.  [DOmektponnbid  pecypc]. — M., 2019. — Pexum = gocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTopwIx mpobiemax chepsl yrpaBieHHs AOKyMeHTaMu B Poccuiickoi
Oenepaunu / Bectauk PITY. 2014. Ne2. [Onexrponnsiii pecypc]. — M., 2019. — Pexum
nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. IlepeueHbp pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKANIMOHHON  ceTH
«HHTepHeT»
- Tlapant [OnexkTpoHHBI pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum poctyna:

http://www.garant.ru.
- KoncynberanT Ilnmroc [OnekTpoHHBIH pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum noctyna:
http://www.consultant.ru.

6.3. IIpoeccuonabHbIe 0a3bI JAHHBIX H MH(POPMAIMOHHO-CIIPABOYHbBIC CHCTEMbI

Hoctyn k npodeccuonanpubiM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases

WHpopMannoHHbIE CLIPaBOYHBIE CHCTEMBI:
1. Koncynbsrant [liroc
2. Tapanr

7. MaTepuajibHO-TeXHHYeCKoe o0ecneyeHue JUCHMIUIUHBI (MO1YJIA)

Aynutopuu I TIPOBENEHHS JIEKIMHA W CEMHWHAPCKHX 3aHATHH C TEXHUYECKHMMH CPEICTBAMHU
o0ydeHusi (MyJnbTUMEANA-TIPOEKTOp (BHIEOMPOEKTOp), SKpaH (MEPEeHOCHONW WM CTallMOHAPHBIN)),
KOMITBIOTEPHBIN KIIAacC I IPOBEACHHUS JIA0O0OPAaTOPHBIX 3aHATHI.

1. Ilepeuens I1IO

Ner/ Haumenosanue 110 [IponsBoaurens Crioco0 pacnpocTpaHeHHs
n (nuyenzuonnoe unu
€80000HO



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://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40

pacnpocmpamsiemoe)
1. Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JIMIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIUTICH3UOHHOE
7. Microsoft Office 2016 Microsoft JInnensuonnoe
8. Zoom Zoom JIMIIEH3UOHHOE

2. Ilepeyens B/l u UCC

Noerr/ HaumenoBanue
Il

1 MexnyHaponasie pedeparuBable HaykomeTpuaeckue bJl, moctymHbie B pamkax
HaluuoHanbHOU nmoanucku B 2020 r.

Web of Science

Scopus

2 | IIpodeccronanpHble MOMHOTEKCTOBBIE b/l, mOocTymHBIE B paMKaX HAITMOHAIHHOMN MOAIHCKH B
2020 .

Kypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

3 [IpodeccuonanbHbIe MOTHOTEKCTOBBIC B/

JSTOR

W3nanus mo oOMeCTBEHHBIM U T'yMaHUTAPHBIM HayKaMm
OnektponHas oudauorexka Grebennikon.ru

4 | KomnbroTepHbIE CITPaBOYHBIE PABOBBIE CHCTEMBI
Koncynbranr [toc,
I"apant

8. Olecneuyenne o0Opa3oBaTeILHOr0 mpoLecca /ISl JUI C OrpaHHYEeHHBIMH
BO3MOKHOCTSIMH 3/I0POBbSI 1 HHBAJIUI0B

B XO0A¢ pea3anuu JUCHUIIIINHBI UCTIOJIB3YIOTCA CICAYIOMUC TOITOJTHUTCIIbHBIC
METOBbI 06y‘-IGHI/I$I, TCKYIIECTO KOHTPOJIA YCIIEBACMOCTH U HpOMG)KyTO‘IHOﬁ arrecrainun
06yqa}01unxc;1 B 3aBUCUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEH:

o JUTSI CTIETIBIX M CTTA00BUISIINX:

- JIeKIMU O(pOPMIIIOTCS B BHJIE IJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOIO C IMOMOIIBIO
KOMIIBIOTEpA CO CTIELUAIN3UPOBAHHBIM IPOTPaMMHBIM 00€CIICUEHHEM;

- TMCHbMEHHBIC 3aJlaHUsl BBIMOJHIIOTCA Ha KOMIIBIOTEPE CO CHEHHAIU3UPOBAHHBIM
IMporpaMMHBIM 06ecnequI/IeM, WK MOT'YT OBLITH 3aMEHEHEBI YCTHBIM OTBE€TOM;

- obecnieunBaeTCs MHAWBUIyATbHOE paBHOMEpHOE ocBeleHne He meHee 300 Jrokc;

- JUI BBITOJIHEHUS 3a/laHUsl NMPU HEOOXOAMMOCTH MPEJOCTABIISETCS YBEIWYMBAIOLIECE
YCTPOMCTBO; BOZMOKHO TaKK€ UCIIOJIb30BAHUE COOCTBEHHBIX YBETUUYHMBAIOIINX YCTPONUCTB;

- MUCbMEHHBIE 3a/1aHusT OPOPMIISIFOTCS] YBEITHUEHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hopMe WM BBHINOJHSIOTCS B NMHCbMEHHOMN
¢dopme Ha KOMITBIOTEPE.



o JUTSI TITYXHX U CIIA00CITBIIIANINX

- JeKuuu OoQOPMIISIIOTCA B BMJIE 3JIEKTPOHHOIO JOKYMEHTa, JUOO NpeAoCTaBIseTCS
3BYKOYCWJIMBAIOIIAs allllapaTypa MHAUBUAYAIbHOIO II0JIb30BAaHUS;

- IMCbMEHHBIE 3aJJaHHs BBIIIOJIHAIOTCS Ha KOMIIBIOTEPE B MUCbMEHHOU (opMe;

- 9K3aMEH M 3a4éT MPOBOJATCS B IMHUCHBMEHHOH (opMe Ha KOMITBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

J JUIsl JIML C HApyLIEHUSIMH OIIOPHO-/IBUTATEIBHOTO arnapaTra:

- JIeKIUU O(GOPMIIIOTCS B BHJE IJIEKTPOHHOTO JOKYMEHTA, JOCTYIMHOTO C MOMOIIbBIO
KOMIIbIOTEPA CO CHELMATM3UPOBAHHBIM ITPOIPAMMHBIM 00€CIICUEHUEM;

- NHMCbMEHHbBIE 3aJaHMsl BBIINOJIHSIOTCS Ha KOMIBIOTEPE CO CHELMAIU3UPOBAHHBIM
IIPOrpaMMHBIM 00€CIIEUCHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (hopMe WM BBINONHSAIOTCS B MUCHMEHHOM
(dopme Ha KOMITBIOTEPE.

[Ipu HEOOXOIMMOCTH NPENyCMaTPUBAECTCS YBEINUEHUE BPEMEHHU ISl IOATOTOBKU OTBETA.

IIponienypa  mpoBeAeHUs ~ IPOMEXYTOYHOM  arrectamuu  Juis  OOyYaroIuXcs
YCTaHABIMBACTCS C YYETOM WX HHIUBUAYAIbHBIX TICUXO(PHU3MYECKUX OCOOEHHOCTEH.
[TpomexyTouHas aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu npoBeneHun Nnpouexypbl OLEHUBAHUS PE3yIbTaTOB OOyuUeHUs MpeLyCcMaTpuBaeTcs
UCIIOJIb30BAaHUE TEXHUYECKHUX CpEICTB, HEOOXOAMMBIX B CBSI3U C HMHJIUMBUAYaJIbHBIMU
0COOCHHOCTSAMHU O0YyYaroIuXcsi. DT CPEACTBa MOTYT OBITh MPEIOCTABICHBI YHUBEPCHUTETOM,
WA MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIC TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueaypbl OLEHUBAHUS PE3yIbTaToB OOy4YEHMsI JOIMYCKaeTcsl C
UCIOJIb30BaHUEM JAMCTAaHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaercs A0CTyN K WH(POPMAIIMOHHBIM U OMOIHOrpaduuecKuM pecypcaM B CETH
WutepHer Uit Kaxjaoro oOydaromierocs B ¢opmax, adalTUPOBAHHBIX K OTPAHUYEHUSAM HX
3JI0POBBSI ¥ BOCTIPHSTHS HHPOPMALIH:

® IS CJIENBIX U CIA0O0BUISIINX

- B Ie4YaTHO! (opMe yBEIIMUEHHBIM HIPUPTOM;

- B (popMe 37EKTPOHHOTO IOKYMEHTA;

- B (hopMme ayanodaiina.

® Ui TIYXHUX M cIa0O0CTBIIIAIHX:

- B leyatHou opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

e 111 00yUaIOMIMUXCsl ¢ HApYIIEHUSMHU OITOPHO-ABUraTeIbHOIO anmapara:

- B IeyaTtHou (opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- B popme ayanodaiina.

VY4yeOHble ayAMTOPUHU JUIsI BCEX BUJIOB KOHTAKTHOM M CaMOCTOSTENIbHOW paloThI,
HayyHas OuOiMOoTeKa M WHBbIE TOMENIeHHs] Ui OOyuYeHHUs OCHAIICHbl CIEeHUaTbHbIM
000py/I0OBaHUEM U YUEOHBIMU MECTAMH C TEXHUUYECKUMU CPEICTBAMH 00yUEHUsI:

® IS CJIETIBIX U CITa0OBUIAIINX:

- YCTPOMCTBOM Ul CKaHUpOBaHMs U uTeHus ¢ kamepoir SARA CE;
- mucruieeM bpaitns PAC Mate 20;
- npunTepoM bpaiins EmBraille ViewPlus;
® I TIIYXHUX U CIa00CTBIIIANTIX:
- aBTOMAaTH3UPOBAHHBIM pPa0OYMM MECTOM JJis JIIoJed C HapylleHHeM ciyXxa u
¢71a00CIIBIIIAIINX;
- aKYCTUYECKHI YCUIIUTENb U KOJIOHKH;
e 17151 00yUaroUIMXcs ¢ HapyIIEHUsIMU OTIOPHO-ABUTATENbHOIO annapara:
- IEPEABMKHBIMU, PETYJIUPYEMBIMH 3proHoMuueckumu napramu CU-1,



- KOMITBIOTEPHOM TEXHUKOU CO CIIEUATbHBIM IPOrPaMMHBIM 00€CIIEYCHUEM.
9. MeToauyeckue MaTepuaJibl
9.1. Ilnanbl J1a00PATOPHBIX 3aHITHIA

Iaansl  JTA00PATOPHBI  3aHATHIA. Mertoanuyeckue YKa3aHuUsi 10 OPraHM3alMU U
NMPOBeEIeHNI0

Br16op Tem nabopaTopHbIX 3aHATHI 00YCIIOBJIEH OOIIUM COJIep:KaHueM Kypca U HalleleH
Ha YIIyOJIEHHOE N3YYEHHE €r0 OTIENIbHbBIX Pa3/IeiioB.

[Inan maGopaTOpHBIX 3aHATHH BKJIIOYAeT JBa pazjaena: "OpraHuzamus U TEXHOJIOTHS
JIEJIONIPOM3BOJICTBA B YUpPEXKACHUSX jaopeBoioimoHHon Poccun" u  "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOTO JIeJIONPOU3BOICTBA".

Llenp 1a00OPATOPHBIX 3aHSTHIA - 3aKPEIJICHHE CTYACHTAMHU TCOPETHUCCKUX 3HAHUI JIEKIIMOHHOTO
Kypca ¥  (QOpMHUpOBaHHE NPaKTUYECKUX HABBIKOB  OpPTaHW3allMd  COBPEMEHHOH  CIy»KOBbI
ACTIOMPONU3BOACTBA, IMPHUEMOB U METOAOB TEXHOJOTUH pa6OTI>I C IOKYMEHTaMHM B YIPaBJICHYCCKOM
armapare.

B pesynbraTe BeIOTHEHNUS 1a00PAaTOPHBIX 3aHSATHHA CTYACHTHI TOJKHBI

3HATB!

° XapakTepHble OCOOCHHOCTH OpraHu3alid paboThl C JOKYMEHTaMH B YUPESKICHHUIX
Poccun B Pa3iIMYHBIE HUCTOPUYCCKHUE MNEPHUOABI, B3aUMOCBA3b O3THUX IIPOLECCOB C TOCYyAapCTBEHHBIM
arnmnapaToM yIpaBIICHUS,

° COBpPCMCHHBIC Tp€6OBaHI/Iﬂ K JOKYMCHTAlMOHHOMY 00ecIeYeHHIO yapaBJICHUA B
yUpeKICHUSX U opranuzanusax Poccuiickoit denepanui;

° MPUHIMITEI OPTaHU3AIMY TOKYMEHTAIHOHHOTO 00eCTIeYeHNUs YIIPaBJICHUS;

YMETh!

. OpraHU30BBIBATh CIIY>KObI JOKYMEHTAILIMOHHOTO 00ECIIEUCHHUS YIIPABICHUS;

. paspabaTeiBaTh JIOKAJIbHbIE HOPMAaTHBHBIE AaKThl M  HOPMAaTUBHO-METOJIUYECKHUE

JIOKyMEHTBI (TIOJIOXKEHHS, WMHCTPYKIMH U T.J.) IO BEACHUIO JOKYMEHTAIIMOHHOIO O00eCIeUYCHUs
YIIpaBIICHUS

. BBITIOHATD KITIOYEBBIE TEXHOJIOTHUYECKHE OTNEPALNU B paboTe ¢ JOKYMEHTAMU;

BJaJI€Th:

. NpaBUJIaMHU OPTaHU3AIMH BCEX 3TAOB Pa0OTHI C JOKYMEHTAMU;

. METOaMH TIPOBEACHUSI aHAIW3a OpPraHM3alUM JOKYMEHTALMOHHOTO O0ecreueHus
YIpaBIeHHUS;

. METOaMH ONTHMH3ALNHY JOKYMEHTALMOHHBIX POLIECCOB.

HOI{I‘OTOBKa K HaGOpaTOpHBIN\ 3aHATHUSIM OCHOBaHA HAa CaMOCTOSTEIIbHOM pa60Te CTYACHTOB I10
N3YUYCHHIO JICKIMOHHOTO KYpCa, MCTOYHUKOB U JIUTCPATYPbI, PEKOMCHAOBAHHBIX K KAXKAOMY 3aHATULO.

PA3JIEJI 1. OPTAHU3ALIUS JIEJIOITPOU3BOJICTBA B YUPEXKJIEHUSX
JOPEBOJIIOIIMOHHOM POCCUHA

1.1.  [lemompou3BoacTBo B yupexaeHusx Pycckoro rocymapersa XVI-XVII BB.
1.2.  Jlemompou3sBoacTBo B yupexaeHusx Poccun X VIII B.
1.3.  JlenonmpousBoactso B yupexaeHusx XIX - vau. XX B.

PA3JIEJI 2. OPTAHU3ALIUS COBPEMEHHOI'O JEJONNPOU3BO/JACTBA

2.1.  Opranuzauus ciayxO0bl A€JTONPOU3BOACTBA
2.2. Opranmszanus JOKyMEHTO000poTa
2.3. Perucrparmms 10KyMEHTOB.



2.4. HomeHnkmartypa aei
2.5. [loAroToBKa JOKYMEHTOB K MOCJIEAYIOIEMY XPAHEHUIO U UCIIOJIb30BAHUIO
2.6. CocrapneHre WHCTPYKIUH I10 JIETOIPOU3BOICTBY

PA3ZJIEJ 1. OPTAHU3AIMA JEJIOITPOU3BOJCTBA B YUPEKIEHUS
JOPEBOJJIIOIIMOHHOU POCCUH

Tema 1.1. leronpou3BoacTBo B yupe:xaenusax Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

3AJAHUA

1. Uzyuuts Cynebnuk 1550 r. u Coboproe yioxenue 1649 r. [1o 3TUM akTaM BBISBUTS:

* CTPYKTYpPY OPI'aHOB FOCYAAPCTBEHHOI'O YIPABIICHUS;

* COCTaB U JIOJDKHOCTHBIC 00513aHHOCTH " CITY)KUJIBIX JTIFOIeH "

* HallpaBJIEHUS perjlaMeHTalluu paboThl C JOKyMEHTaMHU.

2. VI3y4nTh cxeMy OpraHu3alMy UCIIOTHEHUS JOKYMEHTOB B IPUKA3HOM JCIONPOU3BOJCTBE.

3. [Ipoananu3upoBaTh MEPBUYHBIN KOMILIEKC JOKYMEHTOB (Ha pUMepe elia 10 9eI00UTHON
Slkora llletrnoa B [lomecTHOM IpHKa3e) U YSICHUTH TOPSIOK (POPMUPOBAHUS JIeia.

YKA3AHUMA 110 BBITTOJIHEHUTO 3AI[AHI/II>'I

1. Wsyumre Cynebnuk 1550 r., CobopHoe ynoxenue 1649 r. u ysacHuTe ciemyroliee:

* COCTaB JUI] "BEpIIMBIINX CYA" U TOKYMEHTUPOBABIIUX ACSITEIBHOCTh CY/1a;

¢ MMOPAAOK ImoJgavyu, paCCMOTPECHUA U UCIIOJITHCHHUA ‘ICJIO6I/ITHLIX;

* IOPSIOK BEJICHUS PETUCTPAIIMOHHBIX QOpM IS "CyAHbIX nen'";

* OTBETCTBEHHOCTb 3a MOJJIENKY JOKYMEHTOB U HEIOOPOCOBECTHOE OTHOIIEHHUE K JOIKHOCTHBIM
00513aHHOCTSIM.

2. PaCCMOTpI/ITe CXEMY IMPOXOKACHUA U UCIIOJTHCHUA JOKYMCHTOB B IIpUKa3ax U cz[enaf/iTe BBIBOJL
0 COCTaBe TEXHOJIOTMYECKHX ONepaurii ¢ JOKyMEHTaMH, IPUMEHSBILUXCS B IPUKA3HON cUCTEME
JeJIOTIPOU3BO/ICTBA.

3. O3HakoMbTeCh ¢ aeiioM [TomecTHOro MprKa3sa no yenoouTHoi Skora Illerunosa u
COTIOCTaBBTE MOCIIENOBATENILHOCT PACCMOTPEHHS U PELIEHHSI BOIIPOCa U TIOCJIEI0BATEILHOCTh
pacroioxKeHus: JOKyMEHTOB B Aesie. Onpenenure KpaidHHE AaThl Aeja U 0COOEHHOCTH
JOKYMCHTUPOBAHUS.

KOHTPOJIBHBIE BOITPOCBHI

1. Ilepeunciute 0cOOEHHOCTH CHCTEMBI JIEIONPOU3BOJICTBA B IICHTPAIBHBIX YUPEIKIACHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aK0HOAATEIHHO PETIIaMEHTHPOBAHHBIE 00SI3aHHOCTH " CITY KUJIBIX JIFOZeH" B paboTe
C JIOKyMEHTaMH.

3. Kakue onepanuu B pabote ¢ JOKyMEeHTaMu CPOPMHUPOBATICH B IPUKA3HOM
JEJIONPOU3BOICTBE?

4. laliTe XapakTEPUCTUKY CTOJIOIIOBOW ()OPMBI JEIONPOU3BOJICTBA KaK TEXHUKH
JIOKYMEHTUPOBaHUS 1 (POPMUPOBAHUS JIETI.

5. Kor;[a ObL1a BBCJICHA U KOIrJa ObllTa OTMEHEHA CTOH6LIOB35{ (bopMa ,E[eJ'IOHpOI/ISBOIlCTBa?

NCTOYHUKU N JIMTEPATYPA
boikoBa T.A.  JlokymMeHTaumoHHOEe  oOecledeHue  yhpaBieHUus  (IEeJTONPOU3BOACTBO)
[DnexTpoHHEIH pecypc]; yaeOHoe mocooue/ T.A. beikosa, T.B. Ky3nernosa. -2-¢ u3. nmepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 1.2. [leaonpousBoactso B yupexaeHusx Poccuu XVIII B. — 4 yaca.
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SATAHUA

1. Uzyuuts [DeHepanbhblii pernameHT 1720 T. W BBISIBUTH OCHOBHBIE TpeOOBaHUS K
OpraHU3alMH AEIONPOU3BOACTBA B KOJUIETHX U JOJDKHOCTHBIE 00513aHHOCTH KaHLEIAPCKUX CITYXKaIIHX.

2. M3y4nTh cXeMy HCHOIHEHUS JOKYMEHTOB B KOJIJICTHSX.

3. IMByuuts "Yupexxaenue ans ympaeineHus ryOepHui" 1775 1., BBIIBUTH OCHOBHBIC
TpeOOBaHMs K OpraHN3allUK JIEJIONPOU3BOACTBA B MECTHBIX YUPEXKICHHUIX U JOKHOCTHBIE 00SI3aHHOCTH
KaHLEPCKUX CITyKaIlHX.

4. H3y4uTh cXeMy HCIIOJTHEHHUS TOKYMEHTOB B MECTHBIX YUPEKACHUSIX.

5. llpoananmu3upoBath Ae0, cQOPMUPOBAHHOE B MECTHBIX YUPEKICHUSX.

VYKA3AHMSA 110 BIIIOJTHEHHWIO 3AJAHUM
1. W3yuus "['enepanpsriii perinamenT 1720 r., ysCHHUTE CIEAYIOIIEE:

1.1.  cTpyKTypy KOJIEeTuHy;

1.2.  MOMKHOCTHOHM COCTaB KaHLEISAPCKUX CIYKAIHX;

1.3.  00sA3aHHOCTH KaHIEISAPCKHUX CIYKAIIHX;

1.4,  TOpSAMOK MOTyYeHHs TOKYMEHTOB B KOJUICTHSIX;

1.5. MOPSIIOK PACCMOTPEHUS JOKYMEHTOB B KOJUICTHSIX;

1.6.  opraHuzanys ¥ TEXHOJIOTHUS PETUCTPALIUU TOKYMEHTOB;

1.7.  mocTpoeHHe cripaBOYHO-WHGOPMAIIMOHHOTO alapara;

1.8.  cpoku UCTIOTHEHUS TOKYMEHTOB,

19.  opraHuzanyio XpaHeHUs JOKYMEHTOB B KOJIICTHSIX.

2. N3yunTe cxemy HCIIOJHEHHS JOKYMEHTOB B KOJUICTUSIX H BBISIBUTE COCTAB
JIeTIONPON3BO/ICTBEHHBIX OIIepanuii.

3. Nzyuus "OO1miee ryoepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  cTpyKTypy KaHIEIIpHH, JOJDKHOCTHOH COCTaB KaHIEISIPCKHUX CITy’KallliX, UX
00s13aHHOCTH B paboTe C TOKyMEHTaMHU;

3.2. TEXHOJIOTHIO pabOTHI C IOKYMEHTAMHU:

3.2.1. TOpAnOK NMEepBUYHON 00PaOOTKH MOCTYMHUBIIUX JOKYMEHTOB;

3.2.2.  TEXHOJOTHUS PETHCTPAlUU JIOKYMEHTOB: IPUMEHSIEMbIE PErUCTPAIOHHBIE (POPMBI, UX
Ha3HAueHHWE W COCTaB MH(POPMAIIUH;

3.2.3. TOpSAIOK pacCMOTpPEHHS JOKYMEHTOB;

3.2.4. TIOpPSAIOK WCIIOIHEHUS IOKYMEHTOB;

3.2.5. TEXHOJOTHIO KOHTPOJIS 32 UCTIOTHEHUEM JIOKYMEHTOB;

3.2.6. TOPSAIOK OTIPAaBKH JOKYMEHTOB;

3.2.7. oOpraHM3aIMIO XPAaHEHUS JOKYMEHTOB B MECTHBIX YUPEXKICHUSIX.

4. N3yunrte cxeMy UCIIOTHEHHUS JOKYMEHTOB B MECTHBIX YUPEKACHUSIX U BBISIBUTE COCTAB
JIEJIONIPOU3BOCTBEHHBIX OIEPALIUIA.
5. Paccmotpure nena mectHbix yupexnenuid X VIII B., oOpaTure BHEMaHe Ha odopmiieHue

00JIOXKKH JeTa, COCTaB JOKYMEHTOB JIeja, IIOCJIEI0BATEIbHOCTD UX PACIIONIOKEHHUS, TOPSIAOK U CPOKU
paccMOTpeHUs! IOKYMEHTOB, YSICHUTE TPUHIUTIBI (JOPMUPOBAHHS €71

KOHTPOJIBHBIE BOITPOCBHI

1. CpaBHHuTE cHCTEMY IPUKA3HOTO M KOJUISKCKOTO JIEIONPONU3BOJICTBA, 00BICHUTE Hanboee
XapaKTepHBIE OTINYHSL.

2. [lepeunciuTe HOBBIE AETONPOU3BOACTBEHHBIEC ONEPALlMK, BO3HUKIIME B yupexaeHusx X VIII
B.

3. [lepeuncnute 0053aHHOCTH JICTOTPOU3BOICTBEHHOU CITY>KOBI 110 MTOJITOTOBKE JIOKYMEHTOB K
apXUBHOMY XpaHeHHIo (110 3akoHy 1775 r.).

4. HazoBuTe 3aKOHOJIATENBHBIN aKT, KOTOPHIM BIIEPBBIE OB OTIPEJICIIeH CPOK XPaHEHUS
JIOKYMEHTOB B TEKYIIIEM JICTIONPOU3BOJICTBE (10 C/Ia4l IOKYMEHTOB B apXHB).

5. HazoBute XAPAKTCPHLBIC YCPThl CHUCTEMbI PCTUCTPALNU JOKYMCHTOB B KOJUICTUX.

NCTOYHUKU U JINTEPATYPA



beikoBa T.A. JlokyMeHTalMOHHOE  OOECIlieYeHUE  ympaBiieHUs  (JeI0mpOM3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3a. nepepald. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Tema 1.3. [learonmponsBoacteo B yupexaenusx XIX - naq. XX B. — 8 yacos.

SATAHUA

1. U3yuuts "Obmee yupexaeHrne MUHACTEPCTB" 1811 r. 1 yACHUTH OCHOBHBIEC TpeOOBaHUS K
OpraHU3alMy AEIONPOU3BOACTBA B LICHTPAJIbHBIX YUPEKICHUAX, @ TAKXKE JOJDKHOCTHBIE 005I3aHHOCTU
KaHLESIPCKAX YNHOBHHKOB.

2. [IpoananuzupoBaTh 0coOEHHOCTH (HOPMHUPOBAHUS Jel B yupexaeHusIx XIX - Hau. XX B.

3. UzyuuTts "llonoxkeHre 0 MUCHMOBOJICTBE U IETONPOU3BOCTBE B BOCHHOM BepomcTee" 1911 1.
Y BBIABUTH OCHOBHBIE HAIIPABICHUS PAallMOHAIN3ALNN AEIONPOU3BOICTBA.

4. V3yunTth cxeMy UCTIONHEHUs ToKyMeHTOB B Kannenspuu [lonmeunrens MOCKOBCKOTO Y4eOHOTO
OKpyTa.

5. OzHakomuThes ¢ fokymeHTamu Kannemsapun [lonednTens MOCKOBCKOTO Y4eOHOTO OKpyTa
BBISIBUTH JIEMEHTHI palliOHAIN3aLNHN IPOIEcCa X NCTIOTHEHHS.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Hzyuus "Obmee yupexnenne muauctepcts” 1811 1., ompenenure criemyroriee:

1.1. opranu3annoHHyI0 CTPYKTYPY MUHHCTEPCTBA,

1.2. cTpykTypy A€NONpOU3BOACTBEHHOMN CIIYKOBI;

1.3. opranuszanuro J0KyMEHT0000pOTa:

1.3.1. nopsiok nocTymieHusa JoKyMeHToB: B Kanuensputo MuHHUCTpa; B JeTapTaMEHThI;

1.3.2. opranu3zanuio ABMXEHUS TOKYMEHTOB, HAIIPaBJICHHbBIX B KaHLEISAPHIO MUHHUCTPA ; B
Henaprament; B CoBeT MUHHCTpa: B O0Lee MPUCYTCTBHE AenapTamMenTa; B OcoOble yCTaHOBJICHHUS

1.3.3. mops10K UCTIONHEHUS TOKyMeHTOB: B Kannenspun MuHuCTpa; B JlenaprameHTax;

1.4. opranusanuio 1 TEXHOJIOTHIO PETUCTPAIIHH;

1.5. opranu3anuio KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB (PEBHU3HA);

1.6. mopsiok opMupoBaHus 1ei;

1.7. opranuzanuio XpaHeHHus JOKYMEHTOB;

1.8. HasHaueHne OTYETOB.

2. O3HakombTeCh ¢ Aenamu yupexaenuid XIX B., oOparute BHUMaHue Ha ohopMIIeHHE 00I0KKH
Jieia, COCTaB IOKYMEHTOB JieJia, MOCIIeJ0BATeIbHOCTh UX PACIIOI0KEHUS, IOPSIIOK U CPOK PACCMOTPEHUS
JOKYMEHTOB.

3. Uzyuute "[lonoxeHue o NMCbMOBOACTBE U JEIONPOU3BOICTBE B BOGHHOM Begomcte" 1911 r.
1 o0paTHTe BHUMaHHE Ha:

3.1. permamMeHTalUIO IPUMEHSIEMBIX BUJIOB IOKYMEHTOB;

3.2. ynopsiioueHue IpaBUl COCTaBICHUS U OQOPMIICHHUS TOKYMEHTOB;

3.3. perjgaMeHTaluio ClpaBOYHO-HH(OPMAIMOHHOTO (POH/a;

3.4. MexaHHU3aHIO JEIOTIPOU3BO/ICTB;

3.5.0praHu3anmio ONepaTUBHOTO U ApXUBHOT'O XPaHEHHUS JOKYMEHTOB.

Ha ocHoBe paccMOTpeHus mepeyrcIeHHBIX BOIPOCOB CAEIaiTe BHIBOJ O HAIIPABICHUSIX
panroHaTH3aluH JITIONPON3BO/ICTBA B BOGHHOM BEJJOMCTBE.

4. Ipoananusmpyiite cXeMy OpraHM3alMM JeJIoNpomsBoicTBa B Kanmenspuu ITomeunrens
MocCKOBCKOTO y4eOHOTO OKpyra M ciefaiiTe BBIBOJ O CIOCO0ax palioHAIN3ald{ STAloOB MCIIOTHEHUS
JTOKYMEHTOB | IMOATOTOBKH OTBETHOTO JOKYMEHTA B 3TOM YUPEIKICHUH.

5. Osnakombrech ¢ KosTeKIHCH nokymenToB Kannenspuu [lomneunrens MockoBCkoro yueOHOTo
OKpyra, oOpamias BHUMaHHUE Ha!

. 3JIEMEHTHI MEXaHU3UPOBAaHHOW 00pPabOTKH TOKYMEHTOB (CIIOCOOBI IIOMETOK O
MOJTyYEHUH, HATIPABIICHUH HA MCIIOJIHEHUE W UCTIOJTHEHUU JOKYMEHTOB);

. XapakTep pe30JIoIuii;
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. CIOCOOBI COCTABIIEHHUS TIPOEKTA TOKYMEHTA;

. 3JIEMEHTHI YHU(DHUKAIIMH TEKCTa JIOKYMEHTA,;

. BHbI OJIAHKOB U COCOOBI UX M3TOTOBJICHH.

Crenaiite BBIBOJ 00 OCHOBHBIX M BCTIOMOTATEIBHBIX HAIIPABICHISIX PAIlHOHATN3AIINN TTPOIIECCOB
PacCMOTpPEHUS W UCIIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE CUCTEMY KOJUICKCKOTO U MUHUCTEPCKOTO (MCIIOJIHUTEIIBHOTO)
JISIIONPON3BOJICTBA, OOBICHNUTE HanOoJee XapaKTepHbIE OTIUIHA.

2. Kak pa3BuBanacek cTpyKTypa AeTONPOU3BOACTBEHHOHN CITy>KOBI MUHHCTEPCTBA B TIEPBO
nojoBuHe XIX B., 4eM OHaA OTIMYAJIACHh OT KOJIJICKCKOU?

3. HazoBute ocHOBHBIE TpeOOBaHMS K OpraHU3aIiH JOKYyMEHTO000POTa B MUHHUCTEPCTBAX
XIX B. Ha xakrie 0OCHOBHBIE JOKYMEHTOIIOTOKH Ppa3elsuInCh JOKYMEHTHI B MUHHCTEPCTBAX ?

4. HazoBute xapaktepHbie 4epThl CHUCTEMBI PETHCTPALMU JOKYMEHTOB B MUHUCTEPCTBAaX?

5. B kakoii hopme ocyIIecTBIsIICS KOHTPOJIb 32 HCIIOJTHEHHEM JTOKYMEHTOB B CUCTEME
MHUHHCTEPCKOT0 ACIONPOU3BOCTBA?

6. HazoBute 0coO€HHOCTH OpraHU3aIiy XpaHEeHUs IOKyMEHTOB B JIEJIONPOU3BOJICTBE
MUHHCTEPCTB.

7. HazoBuTe HampaBieHUs U CIIOCOOBI PalliOHATN3AINH JEIOTIPON3BOJICTBA B YUPEIKICHUSIX
XIX - Hag. XX B.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokymeHTauuoHHoe oOecrieueHue  ympaBjieHHs  (JeTONPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uzz. nepepabd. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3ALSI COBPEMEHHOTI'O JEJOIPOU3BOJCTBA
Tema 2.1. Opranuszanus cjayx0bl 1eJ0Npou3BoaAcTBa — 12 gacos.

3AJIAHUSA

1. Vsyuurts TpeGoBaHus neiiCTBYIOIIMX HOPMATHBHEIX aKTOB M HOPMATHBHO-METOIMYECKHX
JOKYMEHTOB K OpraHU3alMH, CTPYKTYpe U PyHKIHAM CITy>KObI 1eIOIPON3BOICTBA.

2. TIpoaHAIM3HPOBATH OPrAHM3ALMIO CITyKOBI JCIONPOM3BOACTBA B YCIOBHON OPraHM3aLMH H
BEISIBUTH €€ OCOOCHHOCTH.

3. TMoaroToBHUTE CXeMy OpPraHM3AILHOHHON CTPYKTYPHl JETONMPOM3BOACTBEHHONH CITyKObI B
YCIIOBHOW OpraHM3aLlNH.

4. Pazpa6orats [Tonoxkenne o cayx6e JeNOMpPON3BOACTBA YCIOBHOM OpraHH3aIHL.

5. Pa3paGorarh JOIKHOCTHBIE MHCTPYKIIHH PAGOTHHKAM CIIYXOBI JETONPOM3BOICTBA YCIOBHOI
OpTraHM3aIHH.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJTAHUN

1. Msyunre xpatkylo XapaKTepHCTHKY MAESTEIBHOCTH YCIOBHOH OpraHM3alluM, BBIACHHTE
0COOCHHOCTH OpraHW3allMd JEJONPOU3BOJICTBEHHOW CIyXKOBI, €¢ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHMUAM TIO CTaTyCy, MOAYMHEHHOCTH, HAaWMEHOBAHHSAM CTPYKTYPHBIX dYacTed, HX COCTaBy.
ApryMeHTHpYHTE OTBET.

2. TIoAroToBbTE CXEMy OpPraHM3AIMOHHOM CTPYKTYPBI CITy’KObI JENONPOM3BOICTBA YCIOBHOI
OopraHuzanuy, 3a(UKCUpYyHTE MOJYMHEHHOCTh CIYXO W CTPYKTYPHBIX monpasieneHuid. [y Kakaoro
CTPYKTYPHOT'O TOIpAa3JesieHHss M Y4acTKa CIy>KObl JeJIONPOM3BOJCTBA Ha cxeMme (pukcupyercss BUA
MOJUMHEHHOCTH (TpsiMasl aJIMUHUCTPATUBHAS WU Meroandeckas). OOOcHyWTe HavMEHOBaHUE U
MOJYMHEHHOCTD Ka)/10r0 CTPYKTYPHOT'O O3 IEIECHUSI.


http://znanium.com/go.php?id=942800/

3. Ha ocuose [IpHMEPHOTO MOIOKEHHS O ciyx0e Aemonpon3BOACTBa pa3paboTaiTe CTPYKTYpPY
TekcTa IlonoxkeHust o ciry:xOe AeIONpOM3BOACTBA YCIOBHOW OpraHM3alvd. TEeKCT MOJIOKEHHs JOJKECH
collepkaTh KOHKpEeTHhIE (hOpMYyIHMPOBKH 3afad, (pyHKIWH, IpaB, 00sM3aHHOCTEH W B3aMMOOTHOIICHUI
ciyx0b1. Cnenyet opopmuts Ilonoxkenne Ha oOimem OJaHKe, ONPENENIUTh MOPSIOK €ro COrNIaCOBAaHHS U
YTBEPXKACHUS (COCTAaB CTPYKTYPHBIX MMOJAPA3ACICHUN M JOJDKHOCTH PYKOBOIMTENS, YTBEPIKIAIOIICTO
JIOKYMEHT). ApTyMEHTUPYHTE CBOM MPEAIOKeHHsI 110 MpoeKTy llonoxenus.

4. PaspaGoraiiTe  JOIKHOCTHBIE MHCTPYKIMM HAa  BECh JOJDKHOCTHOM  COCTaB
JISIIONPON3BOICTBEHHON CITY»OBI yCIOBHOM opraHu3anuu. Ha OCHOBE TOJMYYEHHBIX WHIMBHIYAITbHBIX
3aaHuil pa3paboTaiTe CTPYKTypy TEKCTa W COCTaB Pa3AelioB IOJLKHOCTHON WHCTpyKiuu. OOpatute
BHUMAaHHE, YTO NpU (HOPMYJIUPOBKE JODKHOCTHBIX 00S3aHHOCTEH COTPYTHHUKOB, CIIEIyET COTIaCOBaTh X
C OCHOBHBIMH 3aJadyaMd W QyHKOUSAIMH  choyxObel (T.e. ¢ Tekcrom [lonoxkenus). B pasgene
"B3anMOOTHOIIEHUS, CBSA3U" CIEAYeT 3aKPEluTh B3aUMOJCUCTBUS PaOOTHUKOB CIY>KOBI M WX CBSI3M Ha
YpOBHE TpeACTaBJICHHsI JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBHI

1. Ilepeuncnute CTPYKTYpHBIC YacTH CIY)KOBI JICIONPOU3BOJICTBA B OPraHU3AIMAX Pa3IHYHBIX
YPOBHEW yIIPABJICHHUSL.

2. llepeuncnute AEHCTBYIOIIME NOKYMEHTHI, ONpENEIAIOLIME 3aJadd M (YHKLUUH CIIy>KOBI
JIeJIOIIPOU3BOACTBA.

3. HazoBute TtpeboBaHusi K CTpyKType H coctaBy wuHpopmanuu [lojoxkenuss o ciyx0e
JIENIONPON3BOICTBA; JOJDKHOCTHOW HHCTPYKIUH.

NCTOYHUKU U JINTEPATYPA

[lpaBuiaa JENONPOM3BOACTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyrmpaniieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

MeTtoanyeckre PeKOMEHJANWU 10 pa3paboTKe MHCTPYKIMHA IO JEJIOTPOU3BOJCTBY B
TOCYy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO CaMOYIpaBiieHHUs, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /[ [3neKkTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpyumepHas MHCTPYKLHKA 110 AEIONPOU3BOACTBY B FOCYAAPCTBEHHBIX OpraHU3alUsaX, YTB.
[Tpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HauuonanwHbiii crangapt Poccuiickoit ®@enepannn. Cucrema
CTaHJapTOB MO HHGOpMAIMK, OMOTUOTEUHOMY W M3JaTeNbCKOMY aAeny. OpraHuzanuoHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeOoBaHus K 0(OPMIIEHUIO TOKYMEHTOB // [D1EeKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 Hanuonanenslii ctangapt Poccuiickoit denepanmu.
Cucrema ctaHAapToB 10 MHPOpPMAIMK, ONOINOTEUHOMY U U3Aarenasckomy nerny. Undopman3us
U JOKyMeHTauus. YmnpaieHue JokymMeHtamu. Yacte 1. ITlowstus u npuHuunsl. //
[DnexTpoHHBIH pecypc]. - M., 2021. Pexxum JIOCTYTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€10. TepMUHBI U OMpPEIENEHUS. -
[DnexkTpoHHBIH pecypc]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz MunkynasTypel Poccum ot 31.03.2015 Ne 526 «O6 yTBepX ACHUM TNpPaBUI
OpraHM3alMy XpAaHEHUs, KOMIUIEKTOBAHUSA, y4e€Ta M MCIOJIb30BaHUS JOKYMEHTOB ApPXHUBHOTO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OPraHax MECTHOTO CaMOYIIpaBJICHUs M OpraHu3alusax» // [DnekTpoHHbIl pecypc]. — M.,
2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333n  "OO yTBepKIeHUU
npodeccuonanpHoro crapaapra "CrneuuaiucT mo OpraHU3alMOHHOMY U JOKYMEHTAIlHOHHOMY


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/

obecrieucHnto ympasieHus opranmszanueii"// [Dnexkrponusii pecypc]. — M., 2021. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 357714/.

[Ipodeccuonanbuplii  crangapT «CHEUUAIUCT 1O  YNPaBICHUIO JIOKyMEHTaIHuen
OpraHu3ali», YTBEPKICHHBIM MpUKa3oM MHHHCTEPCTBA TpyAa M COLMAIBHOM 3allUThI
Poccwuiickoit @eneparuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecypc]. — M., 2019. —
Pesxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.
beikoBa T.A. JIOKyMEHTallMOHHOE  OOCCIICYCHHWE  YIpaBICHUS  (JIEIOMPOU3BOJICTBO)
[DnekTponHEbIi pecypc]; yuedHoe nocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e u3a. nepepadb. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opranu3zanus 10KyMeHT0000poTa — 8 yacos.

SAJAHUSA

1. U3yuuth coBpeMeHHBIE TPeOOBaHMS K OPraHU3alMU JOKYMEHTOO00POTa B OpraHu3alusix,
YUPEXKJISHUSIX U Ha MPEITNPUATUAX.

2. WBy4nTh ¥ NpOAHANTM3UPOBATH OPTAHU3ANNIO JOKYMEHTOO00POTa B YCIOBHOW OpraHU3allny.

3. U3yuuTh KpaTKylo XapaKTEPUCTHUKY IEATEIbHOCTH LIEHTPAIbHOIO allapara yCIOBHOM
OpraHu3alMy U COCTAaBUTh ONEPOrpaMMbl ABHKCHUS BXOIAIIEH, NCXOIAIIEH U BHYTpEHHEH
JIOKYMEHTAIIHH.

4. Toacuurats 06BEM JIOKyMEHTO000POTAa YCIIOBHOM OpraHU3aIliy 3a TOJI.

YKA3AHUMA 110 BBIITOJIHEHUTIO 3AI[AHI/H7I

N3yuute IlpaBuiia nenonpou3BOACTBA B T'OCYINAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyIpaBiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; Meroanueckue peKOMEHIaluU
Mo pa3pabOTKe WHCTPYKIUMH IO JEJIONMPOM3BOJACTBY B TOCYIapCTBEHHBIX OpraHax, OpraHax
MECTHOIO camoyIlpaBieHus, ytB. Ilpukazom PocapxuBa ot 24.12.2020 Ne 199; IIpumepHyro
WHCTPYKIIMIO TIO JCJIONPOU3BOJACTBY B TOCYIapCTBEHHBIX opranusanusx (yTB. [Ipukazom
PocapxuBa ot 11.04.2018 No 44. Cpenaiite BBIBOJ O CTEIEHH pETJIAMCHTAIMH B HOPMATHBHBIX
JOKYMCHTax 06IIII/IX IIPUHLOMUIIOB OpraHu3anunu I[OKYMCHTOOGOPOTa, MpaBUJI NPOXOKACHUA TOKYMCHTOB,
METOAMKH MOACYETa JOKYMEHTOO00POTA.

1. Ha MpUMepe ONHUCaHUs JOKYMEHTOOOOpOTa YCIOBHOW OpraHW3alliil BBISBHTE €O
OCOOCHHOCTH W OIPEJICIUTE HECOOTBETCTBUE OpraHU3alMK JOKYMEHTOO00pOTa B JJAHHOW OpPraHM3alluu
TpeOOBaHMSIM HOPMAaTUBHBIX JOKYMEHTOB.

2. CocTaBbTe ONEPOrPAMMBI JBMKECHHS JTOKYMEHTOB B YCJIOBHOH OpraHmsamuu. JIs 5TOro
OIIpeJIeJINTE COCTaB JOJDKHOCTHBIX JIMIL, YYacTBYIOLUIMX B 00pabOTKe M HCIIOJHEHWH JIOKYMEHTOB;
MOCJIEJOBATENFHOCTh  Olepaudidi 10  00paboTKe  JOKYMEHTOB; M3Y4YHTE CXEMbl  JIBHOKCHUS
JIOKyMEHTOIIOTOKOB B YCJIOBHOI OpraHU3aIiiH.

Oneporpamma JBHKEHHS BXOJAIIMX JTOKYMEHTOB JOJDKHA OTPa3HTh MEPEMEIIECHUS JOKYMEHTOB
OT MOMEHTa IIpHEMa J10 MOALIMBKH UX B JIENIO MOCIIE 3aBEPILIECHUS HCIIOIHEHUS.

OneporpaMma HCXOSMIMX JOKYMEHTOB JOJDKHA OTpPa3WTh IIEPEMENICHHs] TOKyMEHTOB OT
MOMEHTa TIOJTrOTOBKH WX MPOEKTOB JI0 OTHPABKH U3 YUPEKICHHUS.

Omneporpamma JBHKEHHsI BHYTPEHHHMX JOKYMEHTOB (Ha NpUMEpe NpHKas3a) JOJKHA OTPa3HUTh
nepeMenieHns JOKYMEHTOB OT MOMEHTA TIOJrOTOBKH IIPOEKTa JOKyMEHTA J0 TOAMNBKH B JEII0.

3. M3yunB cocTaB W KOJIMYECTBO TOMYYEHHBIX, OTIPABICHHBIX M BHYTPEHHHX JIOKYMCHTOB
YCIIOBHOW OpTaHU3aIlNH, IOACUUTANTE 00hEM ee JJOKYMEHTO000pOoTa 3a TO/I.

KOHTPOJIBHBIE BOITPOCHI

1. aiite onpeneieHne MOHATUS "TOKYMEHTO000pOT".

2. [lepeuncinTe OCHOBHBIE TPEOOBaHHS K OPraHU3aIMHU JOKYMEHTO000pOTa B OpraHU3aIHSIX.
3. [lepeuncnuTe nMpaBmiia yueTa JOKYMEHTOO00POTA.


https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/

4. HazoBuTe TpeOOBaHUS K MPOXOKACHAIO U UCTIOTHEHHIO BXOSIINX TOKYMEHTOB.
5. HazoBuTe 3Tarsl NpoX0oxKACHUS U UCTIOHEHUS UCXOASIIUX U BHYTPEHHUX TOKYMEHTOB.
6. IMepeuncaure npaBuiia Nepeaavyn JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOYHUKU U JIMTEPATYPA

. [lpaBuna  mETONPOM3BOACTBA B TOCYJAApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrnpabiieHus, ytB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKkTpoHHbIN pecypc]. —
M., 2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

o Meroauueckre peKOMEHIAIMKA 10 pa3paboTKe WHCTPYKIMH 0 JEIONPOU3BOJCTBY B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOrO CcamoyIlpaBiieHus, yTB. [Ipukazom PocapxuBa
or 24.12.2020 Ne 199 // [2nekTpoHHbIA pecypc]. — M., 2021. — Pexkum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

o [IpumepHass HHCTPYKIIMS 110 JIEJIONPOU3BOJICTBY B TOCYAaPCTBEHHBIX OPraHU3AIMsAX,
y1B. Ilpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019.
Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e TOCT P 7.0.97-2016. Hanumonanehnbiii cranmapt Poccuiickont ®enepaunu. Cucrema
CTaHAapTOB MO MH(MOPMAIUK, OUOIHMOTEYHOMY U HM3IaTeIbCKOMY aeny. OpraHu3aiioHHO-
pacniopsauTeNnbHas  JOKyMeHTarus. TpeOoBaHuss K  OQOPMIICHHIO JTOKYMEHTOB //

[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTyTIa:
http://mwww.consultant.ru/document/cons_doc_LAW_216461/.

e ['OCT P UCO 15489-1-2019 Haumonaneubiii crangapt Poccuiickoit @enepanuu. Cucrema
CTaH/IapTOB 1O WHQOpMAIUHU, OHMOIMOTEYHOMY W M3aarenbckomy neny. MuHbopman3us u
TOKyMeHTalus. YmpaieHnue aokymeHTamu. Yacte 1. Tlomstus u npuHOMNbL //
[DneKTpOHHBII pecypc]. - M., 2021. Pexxnm JOCTyIIa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

e ['OCT P 7.0.8-2013 J[lenonpou3BOACTBO M APXUBHOE J€10. TE€pMUHBI U OINpPEACIICHHUS.-
[DnekTpoHHBIH pecypc]. - M., 20109. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

e [Ipuka3 MunkynbsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep:k1eHUU IpaBUl OpraHU3aINH
XpaHEeHUs], KOMIUICKTOBAHMS, y4e€Ta W HCIOJIb30BaHMUS JOKYMEHTOB ApXuBHOTO ¢HoHAA
Poccuiickoit denepanim ¥ JIpyrux apXuMBHBIX JIOKYMEHTOB B OpraHax TIOCYJapCTBEHHOMU
BJIACTH, OPTaHaX MECTHOTO CaMOYTPABJICHUS U OpraHu3anusax» // [DneKTpoHHbIN pecypc]. —
M., 2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

e JlomostHMTEJbHBIC HCTOYHUKH

. [Tpukaz Muntpyga Poccum ot 15.06.2020 N 333 "OO yTBepxkIeHHH
PO EeCCHOHAIBHOTO CTaHgapTa "Cnenuanuct o OpraHU3aIMOHHOMY u
JOKYMEHTAlIMOHHOMY OOECICUCHUIO yIpaBiieHus opranusanmeit”"// [DnexTpoHHbI pecypc].
— M., 2021. — Pexum JlocTyna:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

. [TocranoBnenue IIpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 ytBepxaenun IlpaBun
JIETIOTIPOU3BOJICTBA B (penepabHBIX OpPraHax HCIOJHUTEIBHOW BIACTW»// [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

e [locranoBnenue [IpaBurensctBa PD ot 25.12.2014 Ne 1494 “O06 yTBep)ACHUU MPaBUI OOMEHa
JOKYMEHTaMH B JJIGKTPOHHOM  BHJ€ TP  OpraHM3alud  HH(OPMAIIMOHHOTO
B3aumozeiictBus”//  [OnexkTpoHHbli pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/.

e brikoBa T.A. JlokymMeHTanMoOHHOE oOOecleyeHHe yMpaBieHUs (JA€I0NpPOU3BOJICTBO)
[OnexTpoHHBIH pecypc]; yueOHoe mocobme/ T.A. beikoa, T.B. Kysnemosa. -2-¢ wu3m.


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/

nepepadb. u gom. — MockBa: Wuadpa-M, 2018. -304 c. — Pexum gocryma:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 yaca.

SAJJAHUMA

1. U3yunts Tpe6oBaHMS HOPMATHBHO-METONMYECKHX JOKYMEHTOB K PETHCTpALMH |
HOCTPOEHHIO HH(OPMAIIMOHHO-CIIPABOYHOTO aNnapaTa.

2. 3apCI‘I/ICTpI/IpOBaTI> HECKOJIBKO JOKYMCHTOB, NPCAJIOKCHHBIX IIPCIIOAaBaTCIICM.
3. O3HAaKOMUBIINCH C OIIMCAHUEM TEXHOJOTUU perucrpauuu JOKYMCHTOB B yCJ'IOBHOfI

opraHusaiuy, papaboraTh 1 000CHOBATH MPEIIOKEHHUS IO PAIIMOHATBHOW OpraHU3alliH PETUCTPAINN U
WH()OPMAITMOHHO-CIIPABOYHON paOOTEHI.

VKA3AHMS 110 BBITTOJTHEHUIO 3AJAHUIM

1. Wsyuwmre IlpaBuna nenonpou3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, opraHax
MecTHOrO camoymnpasiienus (pazaensl I, 1V), Meroaudeckue pexomMeHAAIMU MO pa3pabOTKe
UHCTPYKUUH 10 JEJONPOU3BOJACTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasneHusi, lIpuMepHyI0 HHCTPYKIMIO TIO JEIONPOU3BOJACTBY B TOCYAapCTBEHHBIX
opranuszanusax (yB. IIpukaszom Pocapxua ot 11.04.2018 Ne 44. O6paTute BHUMaHUE Ha COCTaB
JOKYMEHTOB, MOJUICKAIIMX PETUCTPALUU, MOCIEA0BATEIbHOCTh PACIONIOKEHHUSI COCTaBHBIX
yacTell WHAEKca [OKyMEHTa, mpaBwia (GopMupoBaHUS WHGOPMAIMOHHO-CIIPABOYHBIX 0a3
JAHHBIX.

2. 3aperucTpupyiTe MpeUIoKEHHbBIC JOKYMEHTBI, 00paTHB 0C000¢ BHUMAaHHUE HAa PETHCTPALIMIO
WHHUIMATHBHBIX U OTBETHBIX ITHCEM.

3. Ilpoananu3upyiTe HNOPSAOK PETUCTPALMA JOKYMEHTOB B YCJIOBHOW opraHuzauuu. OTMETUB
0COOCHHOCTH OpraHu3allid W TEXHOJOTHU PETUCTpallid JOKYMEHTOB B YCJIOBHOW OpraHU3allvy,
OIpeIeNuTe WX HEJAOCTaTKH. Ha OCHOBe NPOBEICHHOrO aHalM3a W TPEOOBaHWI HOPMATHBHO-
METOMYECKUX JIOKYMEHTOB pa3paboTaiiTe MpeIOKEeHHs TI0 OPraHU3alii PErHCTPAUN JTOKYMEHTOB H
MOCTPOCHHIO HH(POPMAIIMOHHO-CIIPABOYHOTO allapaTa B YCIOBHOH OpraHU3aIHH.

KOHTPOJIBHBIE BOITPOCBHI

1. Yro Takoe perucrpanus 1okyMmeHToB? Kakue 3agaun pemraiorcs B AETONPOU3BOJICTBE C
MOMOILBIO 3TOH onepauuu?

2. Kakue 1oOKyMEHTBI OJIEXKAT perucTpanuu’?

3. KakoB 00s3aTepHbIH COCTaB pEKBU3UTOB MPHU perucTpanun?

4. B yeM OCHOBHOM NMPUHIUII pETUCTPALITH?

5. KakoBbl OCHOBHBIE NTPaBUIIa MHIEKCAIMU JTOKYMEHTOB?

6. Kakoe npenmyIecTBo UMEET CHEHUAINCT MPHU PETUCTPAIIUN JOKYMEHTA B
aBTOMATHU3UPOBAHHBIX CUCTEMaX 110 CPAaBHEHHIO C TPATUIIMOHHBIMU METOAAMM?

NCTOYHUKU U JINTEPATYPA

[lpaBuna AeMONPOM3BOACTBA B TOCYJApPCTBEHHBIX OpraHax, opraHax MECTHOTO
camoympaBiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoOHHbIN pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

MeTtoaudeckne peKOMEHAANU IO pa3padOTKe MHCTPYKIHMA IO AENONPOU3BOJACTBY B
TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyIpasiieHus, yTB. IIpukazom PocapxuBa or
24.12.2020 Ne 199 // [3nekTpoHHbit pecypc]. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHas HHCTPYKIUA 1O JEIONPOU3BOJCTBY B FOCYTapCTBEHHBIX OpraHU3alHNsX, YTB.
[Mpuka3zom Pocapxua ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.


http://znanium.com/go.php?id=942800/
http://www.consultant.ru/document/cons_doc_LAW_305137/

I'OCT P 7.0.97-2016. Hammonaneubiii ctanmapt Poccuiickoii ®@enepaunuun. Cucrema
CTaHAapTOB MO uH(OpMAaNUU, OMOTMOTEYHOMY U U3JATENbCKOMY jeny. OpraHu3amuoHHO-
pacnopsiauTenbHas ToKymeHTauus. TpeboBaHus K opopMIIEHHIO JOKYMEHTOB // [ D1eKTpOHHBIN
pecype]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 HamumonaneHbii ctanmapT Poccuiickoin ®eneparuu.
CucremMa cTaHAapTOB 1O HHPOPMAINH, OMOIMOTEUHOMY U M3AaTenbckomy nerny. Mudopman3us
U JOKyMeHTauus. YmnpasieHue gokymeHtamu. Yacte 1. I[lonstus wu npuHOoumnel. //
[OneKTpOHHBII pecypc]. - M., 2021. Pexum JOCTyIIa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€J0. TepMHUHBI U OMpPEIeICHUs. -
[DneKTpOHHbIN pecypc]. - M., 20109. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.
beikoBa T.A. JIOKyMEHTAaIlMOHHOE  OOECIIEYCHHWE  yMNpaBIeHUS  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uzz. nepepab. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JIOCTYTIA:
http://znanium.com/go.php?id=942800/

Tema 2.4. OpraHuzanus TeKylero XpaHeHusi IOKYMeHTOB — 8 4acos.

SAJTAHUA

1. M3yunth TpeOOBaHUS HOPMATUBHBIX aKTOB U HOPMaTHBHO-METOANYECKHX JJOKYMEHTOB K
COCTaBJICHHIO U O(OPMIICHHIO HOMEHKIIATYPhI JIEI.

2. W3y4nTh BO3MOXKHOCTH HCIIOJIb30BAHNUS IIEPEUHS CO CPOKAMH XPAHEHUS IOKYMEHTOB B
JEJIONPOU3BOJICTBE OPraHU3ALINY.

3. IlpoaHanu3upoBaTh KOHKPETHYIO HOMEHKIIATYPY A€l YCIOBHOM OpraHu3alyy U BBISIBUTH
OIMOKY B €€ COCTaBJICHUH U 0(hOPMIICHHN.

4. CocraBuTh HOMEHKIATYpY /€N YCIOBHOI OpraHU3aLMK.

YKA3AHV 10 BBIITOJIHEHUIO 3AJTAHUI

1. HNzyuute IlpaBuia [AeI0NPOM3BOJACTBA B TIOCYAApCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMoympasieHus (pasgen 6,7), Meronudyeckne peKOMEHAAlMU 1O pa3padoTke
UHCTPYKLIMH MO JIeJONPOM3BOJCTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrmpasieHus (mpunoxenus 13-23), [TosoxkeHne o MOPSAAKE U CPOKAX XpPaHEHHS TOKYMEHTOB
aKIMOHEPHBIX 0011ecTB, [IpuMepHyI0 HHCTPYKIMIO 1O JEIONPOU3BOJICTBY B I'OCYIapCTBEHHBIX
opranu3zanusax (yrB. [Ipukxazom Pocapxua ot 11.04.2018 Ne 44) Vscuute cneayroiee:

. BUJIbI HOMEHKIIATYp JET;

. THUIIBI HOMEHKJIATYP JieN (K1acCu(pUKaIMOHHBIE CXEMBI);

. npaBuia GOpMyIHPOBAHHUS 3ar0JIOBKOB JIE;

. VCTOYHVKH YCTaHOBIEHHS CPOKOB XpaHEHHS JOKYMEHTOB;

. MIpaBHJIa CUCTEMATH3AMH U MHEKCAIIUH 3ar0JIOBKOB JIET;

. npaBuiia 0opMIIEHUS, TOANMCAHNS, COTIIACOBAHUS H YTBEPKICHHS
. HOMEHKJIATYPBI A€

2. N3yunte yka3aHus o npuMeHeHuto [lepednst THIOBBIX yIPaBIeHYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIOIIUXCsl B MPOLECCE AESITENbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIPAaBJICHHS ¥ OPTaHM3alNH, C yKa3aHHEM CPOKOB XpaHEHHS W BBICHHUTE:

* MOPAOOK ITPUMECHCHUA IIEPEUHA B ACTTONPOU3BOIACTBE,
° ;[H(b(bepeHuHaumo CPOKOB XpaHCHHA JOKYMCHTOB I10 I'pyIIIaM opraﬁnsaunﬁ;
° CXCMY MMOCTPOCHHUA ICPCUHSA U €TI0 Hay‘lHO-CHpaBO‘IHBIfI armapar.

3. Ipoananu3upyiite KOHKPETHYIO HOMEHKIATYPY JeN YCIOBHOH OpraHM3alluM, BBISBUTE
HEIOCTaTKH €€ CoIepKaHus 1 0OPMIICHHUS, TPOMIUTFOCTPUPOBAB KXKBIN U3 HUX IPUMEPOM.

4. V3yunute CTPYKTYpy M COCTAaB JOKYMEHTalbHOTO (DOHAA YCIOBHOH OpraHM3alldd U
paspaboTaiiTe KiIacCU(UKALMOHHYIO CXeMy HOMeHKIarypel aen. Odopmure ee B BuAe CHHCKa
CTPYKTYPHBIX TOJpa3JielieHuid C HWHAEKCaMH, PACIOJO0KEHHBIMH II0 CTeleHH 3HaumMocTu. OOparure
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BHHMAaHHE Ha TO, YTO CXeMa KilacCH(HMKaIMy MODKHA COOTBETCTBOBAThH TJIaBHOHM Tabmuie Ilepeduns
TUTIOBBIX JOKYMEHTOB CO CPOKaMH XpaHEHHUSI.

CocTaBbTe HOMCHKJIATYPY JEJ YCJIOBHOW OpraHM3alvH, IUIs 4ero: chopMynHpyHTe 3aroJIOBKU
JIeT B COOTBETCTBUU C YCTAaHOBJICHHBIMH TPEOOBAaHWSIMH M YCTaHOBUTE CPOKH XpaHEHUS JeNl TI0
MEPEeYHIO; MPOBEAUTE CHCTEMATH3AIMI0 3aroJioBKOB Jein. OGopMUTE HOMEHKIATYpy Jen Ha o0IeM
0JlaHKe YCJIOBHOH OpraHu3alllii 0 YCTAHOBJICHHOW (hopMe, OMPEACIUTE COCTaB JOKHOCTHBIX JIHII,
KOTOpPBIE JIOJDKHBI €€ 3aBU3UPOBAThH U YTBEPIUTH.

KOHTPOJIBHBIE BOITPOCHI

1. [JaiiTe onpeaeieHue HOMEHKIATYPhl €.

2. OxapakrepusyiiTe IpUMEHEHHUE PAa3IMYHbIX BUAOB HOMEHKJIATYPHI €.

3. Ilepeuuncnute TpeboBaHUs K POPMYITUPOBKE 3ar0JIOBKOB /i)l B HOMEHKJIATYpE.

4. Ilepeunciute TpeOOBaHMS K CUCTEMATU3ALMH 3aI0JIOBKOB J€]1 B HOMEHKIIATYPE.

5. Kak obpa3zyercs nHaeKc nemna B HOMEHKIarype?

6. Kak ncronpiyercs nepeueHb JOKyMEHTOB C YKa3aHHEM CPOKOB XpaHEHHS B
JIeJIOTIPOU3BOACTBE?

7. KakoBbI 3Tamnsl pa3pad0TKA HOMEHKIATYPHI 1eT?

8. Kakos CPOK JIeUCTBUSI HOMEHKIIATYPhI IeT?
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nepepab. um gom. — MockBa: Wuadpa-M, 2018. -304 c. — Pexum pgocryna:
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9.3. Uuble MaTepHAaJIbI
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ITpunoxxenue 1. AHHOTaUA
paboueit mporpaMMBbl TUCITUTIITAHBI

AHHOTAIUA JTNCHUIIJIMHBI

esb AUCHMIUIMHBI — TIOJITOTOBUTh BBIMYCKHUKA, 3HAIOMIETO OCHOBHBIC HAIPABJICHUS
roCyJIapCTBEHHOM perjiaMeHTaluu padoThl ¢ JoKyMeHTamu B Poccuiickoit deneparuu, 3amaun
CITyOBbI JOKYMEHTAI[MOHHOTO OOECIICUeHUs YIPABICHUS W BIIAJCIONICTO METOJaMH aHaIHu3a U
COBEPIIICHCTBOBAHUS TEXHOJOTUH TUIIOBBIX JICJIONPOU3BOICTBEHHBIX OTEpaIUH.

3amauu QM CHUILINHBI:

- U3YYHUTh UCTOPHIO (DOPMUPOBAHUS HAITMOHAIBHONW CHCTEMBI JICJIONPOU3BOJICTBA;

- OBJIAJIETh CIIELUAJIbHON TEPMHUHOJIOTHUEH;

- M3y4YUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, IPaBOBYI0O U HOpPMAaTHUBHYIO 0a3y,
perIaMeHTHPYIOILYI0 paboTy C TOKYMEHTAIIMEH;

- chopMHUpOBaTh Y CTY/IEHTOB HABBIKU BBITIOJHEHUS OCHOBHBIX JIEJIONPOU3BOICTBEHHBIX
orepanuii B yCIIOBUSX NPHUMECHCHUS TPATUIIMOHHBIX W aBTOMATH3MPOBAHHBIX TEXHOJIOTHUN
00paboTKH JOKYMEHTOB;

- chopMHpOBaTh HABBIKM aHAIW3a CHCTEMbI JOKYMEHTAI[MOHHOTO OOCCIICUCHUS
yYIOpaBIEHUS;

- ONpeACIUTh  HANPABJICHUS  BO3MOXXKHOTO  COBEPIICHCTBOBAHHUS  CHCTEMBI
JIOKYMEHTAIlMOHHOTO 00eCIieueHu s yIpaBICHHUS;

- U3YYHTh TOPSAJIOK OpraHU3alldd CIYyKObI JOKYMEHTAI[MOHHOTO OOECTICUeHUs
yIOpaBlIeHUS! B COBPEMEHHOW OpraHU3aIiH.

B pesynbrare ocBOEeHUS IUCHUIUIHHBI (MOAYJIS) 00yYaromuiics JOMKEH:

3namo:

COBpEMEHHBIC TMPOOJIEMBI JIOKYMEHTAIIMOHHOTO O00SCTICUCHUS YIIPABJICHUS M apXUBHOTO
zena;

MOPSIJTIOK pa0OTHI CITYKO IOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABIICHUS U apXHBOB

Ymemon:

pemath mnpodeccuoHaNbHBIE 3amaun B cdepe  JTOKYMEHTAlMOHHOTO OOECTICUECHHS
yIOpaBlIeHUS U apXUBHOTO JIENa;

perIaMeHTHpPOBaTh PabOTy CIyKO TOKYMEHTAlIMOHHOTO OOCCIICUCHUS YIpPABICHUS H
apXUBOB

Bnaoems:

HAaBBIKAMU  OIICHKHM COBPEMEHHOTO COCTOSHUSI ~ CHUCTEMBI  JIOKyMEHTallMOHHOTO
oOecrieueHns yIpaBIIeHUS U apXUBHOTO JIEJIa;

HaBBIKAMHU OpraHu3anuu paboThl MojApa3felieHnid B cdepe TOKyMEHTAlMOHHOTO
oOecrieueHHs yIpaBJIeHUS U ApXUBHOTO JIeJIa B COOTBETCTBUHU C HOPMATHBHBIMH TPEOOBAHUSIMHU.



