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1 TIlosicHHUTEIbHAA 3ANMUCKA

1.1 Ieab u3agaum AMCHUILINHbI
]_ICJ'IB AUCHUIIJIINHBI — IIOATI'OTOBUTH BBIHYCKHI/IKa, 3HAKIIECTO OCHOBHBIC HaHpaBHCHI/IH

roCyJJapCTBEHHOM perjiaMeHTaluuu padoThl ¢ JokyMeHTamu B Poccuiickoit denepanuu, 3aaauu
CIIyObI JJOKYMEHTAIlMOHHOTO OOecleyeHus yIpaBieHHs U BIAICIONIET0 METOJaMH aHalInu3a U
COBEPILEHCTBOBAHUS TEXHOJOTUH TUIIOBBIX JI€JIONPOU3BOICTBEHHBIX ONEPALIUM.

3ajaun JUCHUTIIINHBI:

- U3YYUTHh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIONPOU3BO/ICTRA;

- OBJIAJIETh CIEUATIbHON TEPMUHOJIOTUEH;

- M3y4YUTh COBPEMEHHYIO 3aKOHOJATEJIbHYIO, IPaBOBYI0O U HOpPMAaTHUBHYIO 0a3y,
PETrIaMEHTHPYIONIYIO PaboTy C TOKYMEHTAIIUEIH;

- cpopMUPOBATH y CTYJICHTOB HABBIKH BBIMOJHEHUS OCHOBHBIX JEJIOMPOU3BOICTBEHHBIX
omnepanuii B YCJIOBUSX INPUMEHEHHS TPAIUIUMOHHBIX M aBTOMATU3MPOBAHHBIX TEXHOJOTUH
00paboTKH JOKYMEHTOB;

- chopMHupOBaTh HABBIKM aHAW3a CHCTEMBI JOKYMEHTAIIMOHHOTO OOECTeUeHUs
YIpaBJICHUS;

- ONpeAeNuTh  HaNpaBJI€HUS  BO3MOXKHOTO  COBEPILICHCTBOBAHUS  CHCTEMBI
JIOKYMEHTAIlMOHHOTO 00eCTieueHu s yIpaBICHHUS;

- U3YYUTh MOPSIIOK OPTraHU3AIUH CIIYKOBI TOKYMEHTAIIMOHHOTO 00EeCTICUeHUsI yTIPABIICHUS

B COBPEMEHHOM OpraHU3allH.

1.2 TlepeuyeHb NJIAHMPYEMBIX Pe3yJIbTATOB 00yUeHUsI MO JUCHUIIIHHE,
COOTHECEHHBbIX ¢ HHANKATOPAMH J0CTHKEHUS KOMIIEeTeHIUil

Komnerenuus MuaukaTopbl KoMNeTeH Ui Pe3yabTaThl 00yueHus

(K01 ¥ HAMEHOBaHUE)

(KoJ1 1 HAMEHOBAHUE)

OIIK-2. CnocobGeH HaxoAuTh
OpraHU3aIHOHHO-
YIPaBICHICCKHUE PEIICHUSI TIPH
pelieHnu 3a1a4 B cdepe cBoei
npogecCHOHABHON
JeATEeIbHOCTH

OIIK -2.1. 3HaeT OCHOBHBIE
COBPEMEHHBIC TIPOOJIEMbI TOCTPOCHHUS
CHCTEMbI JOKYMECHTAI[HOHHOTO
oOecrieueHus yIPaBIICHHUS U ADXUBHOTO
nena

3HaTh: COBpEMEHHBIE MPOOIIEMBI
JOKYMECHTAIMOHHOT'O obecreueHus
YIpPaBJICHUS U apXUBHOTO Jeja

VMeTh: penraTs NpodeccuoHaIbHbIE 3a1auu
B cepe TOKYMCHTALIOHHOTO
obecrieueH s YIPaBICHNS U ApXHUBHOTO
Jena

BrajsieTs: HaBBIKAMH OLICHKH COBPEMEHHOIO
COCTOSIHHSI CHCTEMBI IOKYMEHTAIIHOHHOTO
obecrieueH s YIPaBICHNS U ApXHUBHOTO
Jena

OIIK-2.2. Opranu3zoBsiBaeT paboTy
Mo/Ipa3iesIeHnii B cdepe
JOKYMEHTAIIHOHHOTO 00CCIIeUeHUS
YIpaBICHUS U ApXUBHOTO eI

3HaTh: MOPAIOK PabOTHI CITyX0
JOKYMCHTAIMOHHOT'O obecrieueHus
YIpaBJICHUS U apXUBOB

YMeTh: periiaMeHTHpOBaTh paboTy Ciryk0
JIOKyMEHTAI[HIOHHOTO 00ecreyeHunst
YIpaBJICHUS U apXUBOB

BrnaneTs: HaBbIKaMU OpraHU3aLMK PAOOTHI




HojipasiesieHuii B cepe
JOKYMEHTALMOHHOTO 00eCTeUeHUsI
YIpPaBICHUS U apXUBHOTO JieNia B
COOTBETCTBHU C HOPMATHBHBIMU
TpeOOBaHUSIMHU

1.3 MecTo AUCHUILUIMHBI B CTPYKTYpe OCHOBHOI1 00pa3oBaTeIbHOI
NPOrpamMMmblI

Juctunauaa (Moayib) «Opranuzanus u Texaojorus JJOY» oTHocHTCs K 00s13aTeIbHOM
yacTu OGJI0Ka JUCHUILIUH Y4eOHOTO MIlaHa.

Jlis ocBOEHUWSI JUCUUIUTMHBI HEOOXOJMMBI KOMITETEHIIUH, C(HOPMUPOBAHHBIE B XOJE
W3Y4YeHUs CICAYIOIIMX TUCHUIUIMH U IpakTuK: JJokyMeHTOBeieH e, Y IpaBieHue JOKyMEeHTaMu
KaKk 005acTh NMpodeccuOHAIbHON NesATeNbHOCTH, McTopus u opraHuzanusi rocyaapcTBEHHBIX
YUpEXKJIEHUN JOPEBOMIOUMOHHONW Poccuu M MPOXOXKIACHHS O3HAKOMUTENBHOW MPAKTHKU IO
JIOKYMEHTOBEICHUIO.

B pesynbrare 0CBOCHUS MUCIUIUIMHBI ()OPMUPYIOTCS KOMITETEHIIUU, HEOOXOAMMBIE JJIst
U3y4YeHUs  CIEAYIOIMX JUCUUILUIMH W [POXOXKACHHS HOpakTuK: «OpraHuzanuoHHOE
MPOEKTUPOBAHUE B JOKYMEHTAI[MOHHOM OOECNedYeHHH YIMpaBieHUs», «Jlenomnpous3BojCTBO B
opraHax TrOCYyJIapCTBEHHOW BJIACTH M MECTHOTO CaMOYIpaBleHHWW», MeEToauKa yIpaBiIeHUs
JOKYMEHTaMH B oOpraHm3anusx», «MHpopManmnoHHBIE TEXHOJOTUU B JIOKYMCHTAIIMOHHOM
o0ecrieueHn! yrpaBieHus», «PerynmupoBanrue qJOKyMEHTAIMOHHOTO 00ecreueHus yIpaBIeHUs B

AIMUHHUCTPATHBHBIX PCTIIAMCHTAX» U IIPOXOKIACHUA HpeHHHHHOMHOﬁ IIPAaKTHUKH.

2 CTpyKTypa THCHUIIHHBI

OO61mas TpyA0eMKOCTh AUCHHUILINHBI COCTaBIseT 4 3.e., 144 u.

CTpyKTypa AUCHMILIMHBI 1)1 04HOH (opMBbI 00yYeHHUs

OO0BeM TUCUMIUIMHBI B (JOpME KOHTAKTHOM paboThl 00y4aromUXCs C MEAarorHuyecKuMH
paboTHUKAaMU U (WJIM) JIMLAMU, IPUBJIEKAEMbIMU K peanu3alii 00pa30BaTeIbHON MpOrpaMMbl Ha
UHBIX YCIOBMSIX, IPH MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tumn yueOHBIX 3aHATUH KomnuectBo
9acoB
2 Jlexnun 32
2 CeMuHapbl/1abopaTopHble paboThI 48
Bcero: 80

O0beM TUCHUIIIMHBL B (pOpMe caMOCTOSATENbHON PabOThI 00YUAIONINXCs COCTAaBIsAET 64
aKaJIeMHUYECKUX YaCOB.
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CTpyKTypa AMCUMIIMHBI JJIS 0YHO-32049HON (opMbI 00yUeHHsI

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW pPabOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU
pabOTHUKaMU U (WMJIH) JIUI[AMH, IPUBJIEKAEMBIMH K peai3alii 00pa3oBaTeIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPY MTPOBEJCHUH YICOHBIX 3aHATHH:

Cemectp | Tum yueOHBIX 3aHATHI KomnuectBo
4acoB
2 Jlexuuu 20
2 CemuHapbl/J1a00paTOpHBIE PAOOTHI 20
Bcero: 40

O6beM TUCHUIIIMHEI B (popMe caMOCTOSATeNIbHON paboThl o0yyatomuxcs cocrasisier 104

aKaICMHUYCCKUX YaCOB.

CTpyKTypa JTUCHUIIMHBI VIS 3204HO0i ()OpMBbI 00yUeHH st

O0beM TUCIUIUIMHBI B (pOpME KOHTAKTHOW PabOThI OOYYArOMIMXCS C TEIaroru4eCKUMHU
paboTHUKaMU U (WJIK) TUI[AMH, TPUBJIEKAEMBIMH K pealin3aiuy 00pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCJIOBHSX, IIPU IPOBEICHUN YUCOHBIX 3aHATHMN:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
2 Jlexuun 16
2 CemuHapbl/J1a00paTOpHBIE PaOOTHI 16
Bcero: 32

O0beM TUCIUIUIMHBL B (POpME caMOCTOSATENbHON PabOThI 00yJaronmxes coctapiser 112

AKaICMHUYCCKUX YaCOB.

3 Coaepxanue THCHMILTHHBI

VCTOYHMKHU U JIUTEPATYpA

Ne | HaumeHoBaHue pasnena Copepxanue
JUCIHUTIJINHBbI
1 1. Hazumauenue Kypca, [Ipenmer, comepkaHue W  3aJadd Kypca.

TepMUHOIOTHST OCHOBHBIX TOHATHM B 00JacTH
JeONpou3BOACTBa, ee  3Boitonus.  OrieHka
TEPMHUHOB B OT€YECTBEHHOM JINTEpaType.

B3anmocss3s OpraHu3alyu u
TEXHOJIOTMH T'OCYAAPCTBEHHOIO ACJIONIPOU3BOACTBA C
pa3BUTHEM TOCYAAPCTBEHHOIO  ammapara, €ro
GYHKIIUSIMH W CTPYKTYpOH. Ilepnonusanus
OCHOBHBIX ATAallOB Pa3BUTHUS JEIONPOU3BO/ICTBA.

Oco0OeHHOCTH U 3aKOHOMEPHOCTU PAOOTHI C
JIOKyMEHTaMH B yupexaeHusx Poccuu B pasnuyHbie
HUCTOPUYECKHE IEepUOABI, MX IPEEMCTBEHHOCTh B
YCJIOBUSIX JEATEIIBHOCTU COBETCKOIO U POCCUMCKOTO
roCyJJapCTBEHHOTO aIrapara.




MecTo Kypca cpemu JAPYTruX H3y4aeMbIX
JUCITUTLINH.

O030p HCTOYHUKOB U JIUTEPATYpPHl IO
nenonpousBoicTBy B Poccun n0 1917 1.

JlutepaTypa 1O Hay4dHOl OpraHU3alUuU
ympasieHdeckoro Tpyaa B 1920 - 1930-x rr., ee
3HaYEHHE JIsl U3yUeHUs Kypca.

Pabotel mo pgemompousBoactBy  1960-x -
1980-x IT., ¢dbopmupoBanue HOBBIX
paIoOHATN3aTOPCKUX HUACH W WX OTPAKEHUE B
HUCTOYHUKAX U JTUTEPATYpE, MEPUOTUICCKON TIEHATH.

CoBpeMeHHast CHielMaIbHAs — JIHTEpaTypa,
y4eOHMKH W y4deOHble TocoOusa. M3menenue
TEMAaTUKH HAY4YHO IMpakThueckux padot B 1900-e -
2010-e IT. B CBSI3U C CO3IaHUEM
ABTOMATU3UPOBAHHBIX CHUCTEM JEJIONPOU3BOJICTBA,
COBPEMEHHBIX CpeICTB KOMMYHHKAITIH,
OPraHU3alMOHHON U BBIYMCIUTEIBHON TEXHUKH.

Jluteparypa mo TeopuM W TPAKTUKE YIpaBICHUS
JOKyMEHTaluenl  3a  pyOexom. Ouenka
BO3MOKHOCTH 3aMMCTBOBAaHHMS 3apyOe€KHOTO OIbITa
paboThl C IOKYMEHTAMHU

2.1. Bo3HUKHOBeHHE W pPa3BUTHE
JeJI0TPOU3BOICTBA B
yupexaenusix Poccun XVI - XVII
BB.

Permamenranus 3aKOHOJATENFHBIMU aKTaMHU
XVI - XVII BB. oTHenpHBIX CTOPOH CO3JIaHUS M
opopmienus JIOKYMEHTOB, o0s13aHHOCTEH
“CyKumibIx” JIIOJEM. Opranuzanus
JIeNIOTIPOU3BO/ICTBA B IIEHTPAJBbHBIX YUPEKACHUSIX
Pycckoro LEHTPATU30BaHHOTO rocyapcTBa
(mpukasax), 1 MECTHBIX YUPEXKJIEHUSAX (IPHUKA3HBIX
n30ax), ero ocobeHHocTH. OCHOBHBIE 3TaNbl pabOTHI
C IOKyMEHTaMH, JIEJIOTIPOU3BOICTBEHHBIE OTEpaIiH.
CronbuoBas popma AeIONPOU3BOACTBA.

2. 2. Jleronmpou3BOACTBO B
yupexxaenusax Poccun XVIII B

XapakTepucTuKa «I'eHepaIbHOT O
perjiiaMeHTa» 1720 T. KaK OCHOBHOT'O
3akoHoxarensHoro akra XVIII B. mo opranuzanuu
JENONpPOU3BOACTBA. PernmameHTtanus AOMKHOCTHBIX
00s3aHHOCTEN CHyKalMX B 3aKOHOJATENbCTBE
XVIII B. Tabens o panrax 1722 r. Pousb cexperaps B
KOJIJISKCKOM ~ JIeTIONpou3BojicTBe.  OCOOCHHOCTH
TEXHOJIOTUH  JIeJONpon3BocTBA.  OpraHu3arus
ApPXUBHOTO XPaHCHHS JIOKYMECHTOB.

«Obmmee yupexaeHue ryoepackoe» 1775T. o
MOpsIKE  JENOMPOM3BOACTBA U yCTAaHOBJICHUE
UepapXuH B JOKYMEHTUPOBAHUHU B3aMMOOTHOIICHHIA
HEHTPaJbHBIX W MECTHBIX YyupexkaeHuu. OTiauuus
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TexHojorun genonpoussoactsa  XVIII B, ot
TEXHOJIOTUH MPEAIIECTBYIOIIETO IEPHOA.

2. 3. [denonpousBoacTBo B

yupexkaenusix Poccuu
Hayaje XX BB.

XX -

«O0bmee yupexaeHue muHucTtepcTB» 1811
T. KaK OCHOBHOW 3aKOHOJATEJbHBIA aKT IO
eIMHOOOPa3HOMY TMOPSIIKY JEIOMPOU3BOJCTBA B
yupexaenusix  XIX B, Co3gaHue  CcHCTEMBbI
JIeJIONPOU3BO/ICTBA, COOTBETCTBYIOIIEH
€IMHOHAYAJIbHOMY MOPAIKY MPHUHATHS PELICHUN B
HEeHTpalIbHBIX yupexnaeHusx Poccun XIX  B.
PernamenTanus ABH>KEHUS JOKYMEHTOB.

Tennmenuuun pocra JOKYMEHTOOOOpOTa H
MEpBHI 10 €r0 COKPAILEHUIO B 3aKOHOaTeNbCTBE XIX
B. BiusHHe HOBBIX CpPEICTB JOKYMEHTHPOBaHMUS,
CBsI3H, KOITUPOBAJIHLHON TEXHUKH HA CHCTEMY PaOOTHI
¢ JokymeHTamu. Pa3paboTka panmoHaJIbHBIX CUCTEM
JEJIONPOU3BOJCTBA B OTAEIBHBIX BEIOMCTBaX U
3HAaYEHHE ITOTO OMbITA AJIS MOCIETYIOIIETO PA3BUTHS
JIEJIONPOU3BO/ICTBA.

CoBpemenHast OLIEHKa CHCTEMBI
JIETIONPOU3BOJICTBA JOPEBOIIKONMOHHON Poccun u
€ro BIMSHHME Ha JajbHEWIee pa3BUTHE CIIOCOOOB U
METOJI0B pabOThI C JOKYMEHTaMH.

2.4.Crta”HoBJIecHHEe W
AeJI0NPOU3BOACTBA

pa3BuTHe
B

COBCTCKHX TIOCyIapCTBCHHBIX

yupexKIeHusix.

IToucku panuoHanbHBIX (HOpM OpraHU3aLUn
nenomnpousBoacTBa B 1919 -1920-e rozsr.

Hayuynas opranuzamus ynpaBlI€HYECKOTO
Tpyda Kak Qopma OOIIECTBEHHOTO JBMKEHHUS 3a
paloHa N30 Tocanmnapara.

Coznanue HAYYHO-HCCIIEIOBATEIbCKIX
WHCTHUTYTOB, BEJIOMCTBEHHBIX U BHEBEJOMCTBEHHBIX
OpPraHOB PAllMOHAIM3AIMU, HUX HCCIIEA0BATENbCKAs
NeSITeIbHOCTh W MpPAaKTUYECKHe pa3paboTKH IO
BHE/IPEHUIO Hay4YHOMH OpraHu3alu
ynpasiendeckoro Tpyaa (HOVT).

OmneiT pabotel OTAena agMUHUCTPATUBHOM
texuukn (ATO) HK PKU CCCP, akumonepHoro
obmectBa «Oprcrpoit», WHCcTUTyTa  TEXHUKH
YIpaBJICHUS IO PAIIMOHATM3AIMH JIEIIOTIPOU3BOICTBA
B IICHTPAJBHBIX M MECTHBIX YUPEKICHHSIX.

XapakTtepucTuka M 3HaueHue «OOmmx
NpaBUi JOKYMEHTALlMU U JOKYMEHTOOOOpOTa» Kak
MOMBITKM  O0OOIIEHUs] METOJIOB pPalMOHATM3ALNN
JIeNIOTIPOU3BOICTBA U BHEJIPEHUS B IPAKTUKY PAOOTHI
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€AMHBIX  TpaBUJ OpraHU3alMd M TEXHOJIOTUH
JIeTIOMPOU3BO/ICTBA.

JleaTenbHOCTh I'maBHOTO apXUBHOTO
yopasinenuss ('AY) CCCP no wmeroguueckoMmy
PYKOBOJCTBY JI€JIONPOU3BOJICTBOM. MeToauvecKre
paszpabotku ['AY CCCP 1960-x rr. mo opraHu3zanuu
W TEXHOJIOTHH jeionpou3BoicTBa. Co3maHue u
BHeApeHue  OCHOBHBIX  moJoxkeHud  EnuHoi
rOCYJJapCTBEHHOM  CHUCTEMBI  JEJIONPOU3BOJICTBA
(ETCH), ee 3HaueHue g  OpraHU3ALMUHA
JIEJIOTPOU3BOJICTBA B YUPEIKICHUAX U OpraHU3ALIMSIX.

AxTuBm3anus COBEPILIEHCTBOBAHUS
nenonpouspojictea B 1970-e — 1980-¢ rr. Pa3Butune
TEOPETHYCCKUX M TPHUKIAJHBIX HMCCICIOBAHUA B
obnactu COBEPIIICHCTBOBAHUS
JIOKYMEHTAllMOHHOTO o0OecredeHus yIpaBIeHUS.
@opMHUPOBAHUE KOHUEMIUN J1OY. Llens,
HasHaucHHe, coctaB (OCHOBHBIX  ITOJIOJKCHUMH
I'CAOY, xapakTepuCTHKa OCHOBHBIX IMOJOKEHUM U
TEMaTUYECKUX Pa3JIeIIoB.

3.1. Opranusanus
AOKYMEHTAIHOHHOI' 0
olecreyeHust ynpaBJjieHHUsA

Jlokymenmayuonnoe obecneyerue
ynpaeieHusd - OCHO8A MEXHOJI0cUU YyNnpAaeEleHUAd
Iloustue CAOKYMCHTAIIUOHHOC
obecrieuenue ympasierus» (HOVY). CoorHomeHune

MOHATUI «IETOTIPOU3BOJICTBOY,
«JIOKyMEHTAallHOHHOE O00ecCnedYeHrue YIpaBICHUS,
«yTIpaBIIeHUE JIOKYMEHTaMn». VYnpasnenue
JOKYMEHTaMH KaK COBOKYIHOCTb JIEUCTBHI C
JIOKyMEHTaMu OpraHu3aluu c LEJIbIO
JI0OKa3aTelbcTBAa  NPOBEIEHUS]  YNPABIECHUYECKUX
Onepaluii. TpeGoBanus K YIpaBJICHUIO
JOKYMCHTaMMU.

VYnpasneHueckas JIESATENBHOCTh u

JOKYMEHTAllHOHHOE  00ECHEYEHUE  YIpPaBICHHUS.
JloKyMeHTallMoOHHOEe O0ecreueHue ynpaBlIeHUsT Kak
(GYyHKLIMS yNpaBlIeHUs,, €ro MECTO Cpeau Jpyrux
byHKUMI yrpaBieHus. 3HaYCHUE AOKYMEHTOB JJIs
peanu3alM yrpaBlIeHUYeCKUX peuleHuid. BrusHue
XapakTepa yNpaBJIE€HUS, MPUHIUIOB TNPUHITUSA
YOpPaBIE€HYECKUX pELIEHUH  Ha OpraHu3alui Hu
TEXHOJOTHI0  JTOKYMEHTallMOHHOTO O0OecredeHus
yIpaBlIeHUS.

JIoKyMeHTalmoHHOE obecrnieueHue
yIpaBJIEHUsI KaK cUCTeMa paboThl ¢ JOKyMEHTaMH.
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@akTopsl, BIMAKOIME HA €ro OpPraHUu3alUuil U
TEXHOJIOTHIO B YYPEKICHUAX, OPraHM3alUAX U Ha
NPEANPUATHAX ~ PA3IMYHBIX  OPraHU3aLMOHHO-
npaBoBbIX GopM. OpraHu3alMOHHBIC, IPABOBBIE,

CcoLMaIbHbIE A IICHUXOJIOTUYECKHE AaCIIEKTHI

JIOKYMEHTAIIMOHHOTO 00eCIIeUeHUs yIIPABICHHMS.
Bmmsaune aBTOMaTU3UPOBAHHOMN

TEXHOJIOTHH 00pabOTKM  JOKYMEHTOB Ha

JOKYMCHTAlIMOHHOC obecrneucHue YHpaBJICHUA.

BzanMocBs3b AOKYMCHTAIIUOHHOTI'O
obecneucHus yYpaBJCHUA C XPAHCHUCM JOKYMCHTOB
B AapXHMBC OpraHu3aliu W B TOCYAapCTBCHHBIX
apXrBax.

Hanpasnenus eocyoapcmeennozo
pe2ynuposanus 0enonpou3800cmea
6 1990-e — 2000-¢e 200w1.

XapakTepucTuKa  3aKOHOJATENbHBIX U
HOPMATHBHBIX  IIPaBOBBIX  akTOB  Poccuiickoit
@enepauuy,  perlaMEHTUpYyOLUMX  pabory ¢
JOKyMeHTaMu.  HampaBneHuss rocyn1apCcTBEHHOIO
peryiupoBaHus. 3aKOHOJATEJIBHOE 3aKpEIUICHUE
o0mux TpeOOBaHUM K JOKyMEHTaM WU CHUCTEMaM
yIIpaBICHUS. OTBETCTBEHHOCTh 3a paboTy ¢
JIOKyMEHTaMHU U UX COXPaHHOCTb.

XapakTepucTuKa HOPMAaTHUBHO-
METOAMYECKUX  JOKYMEHTOB  MEXOTPacIeBOro

JIEHCTBHSL.

3.2. Opranmsanus cayxosr JOY. OpranuzannoHHbIE bopmbl
JOKYMEHTALlMOHHOTO ~ O0ECTeYeHUsl  YIpaBlICHUS.
dDaxTopBHl, OIIpEACIAIOIINE BBIOOD
OpraHM3alMOHHON (hopMbI B KOHKPETHOU
OpraHH3aIiHy.

OcHoBHas 11eJ1b, 337a4U U (PYHKIIMH CITY>KOBI
JOYVY.
Tumnossle cTpykTypsbl ciayx0b1 IOY.
Pernamenranus byHKIMI
NoJIpa3IeJIeHuI 0 JTOKyMEHTAallHOHHOMY

oOcnyxuBaHuto. TuIMOBBIE UM HHIUBUAyaJbHbIC
nosiockeHus o ciayx6e JJOVY. Tumosoit dopmyssp
MOJIOKEHUS, COCTaB  HMH(pOpMAIUH,  MOPSI0K
pa3paboTKU U YTBEPKICHUS.

JIOMKHOCTHOM W YHCICHHBIM  COCTaB
paboTHUKOB ciyk0b1 JIOY. OyHKIMKM paOOTHUKOB




11

CITYKOBI A0y (cexperapb CTPYKTYpPHOTO
1oJIpa3aeyeHus, CeKpeTapb PYKOBOIUTES,
MHCIEKTOp IO KOHTPOJIO U T.A.). 3aKpeIuieHHue
OTBETCTBEHHOCTH M TIOJHOMOYHH pPaOOTHUKOB
cayk6er J1IOY.  JloJpKHOCTHAsE WHCTPYKIMS Kak
OCHOBHOI HOPMAaTHUBHBIN JOKYMEHT, ONPEICIISIIOIINIMA
OpraHU3aIMOHHO-TIPABOBOE MOJIOXKEHUE PaOOTHHKA.
@opmysip AOHKHOCTHOW HMHCTPYKIMH, COCTaB
uH(pOpMaIUH, TOPSIOK Pa3pabOTKU M YTBEPKICHHUS.

[Monoxenue o ciyx6e JJOY u nomkHOCTHAS
UHCTPYKIUHUS KaK  HOpMaTHBHAas  OCHOBa
pacnpezeneHuss TpyAa MeXAy NOoJpa3fesieHUusIMU U
UCIIOJTHUTEIISIMU.

WuceTpykuus 1o JeNONPOU3BOACTBY -
OCHOBHOW HOPMATUBHBIN AKT, PErIAMEHTUPYIOLINN
TEXHOJOTHIO JOKYMEHTAllMOHHOTO OOecreyeHus
yopapineHusi.  TumoBele W MHAMBHIyallbHBIC
uHcTpykiuu.  [lopsimok  pa3paboTku,  cocTaB
uH(popMaIuu, mpaBuiIa YTBEPKACHUS U BHEIPCHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHM3allM 3a
coOnrofeHre TpeOOBaHMI UHCTPYKIIMH.

HopmupoBanue Tpyaa paOOTHUKOB CITyKObI
JOY, TunoBble  HOPMATUBBl  BPEMEHHU  Ha
JIEJIONPOU3BOJICTBEHHBIE PAOOTHI.

Pa3merienne CTPyKTypHBIX MOJpa3aeneHuit
cayx0b1 JIOY. VcnoBust Tpyna, opraHuzauus U
obopyioBaHue paboyux MecT.

[Topsimok xpaHeHuss Tiedareil, OJIAHKOB |
nmpaBuja TIOJI30BaHUA HMMH. OTHKA JEJIOBBIX
OTHONICHMI, TICUXOJOTMYECKUN aCHeKT paboThl ¢
JIOKYMEHTaMH. [ToaroroBka KaJIpoB
JENONMPOU3BOJCTBEHHBIX  CITYXKO. dopMbl
MOBBIICHUS  KBaNU(UKALUKA  CICHUATHCTOB B
obmactu JIOY.

3.3.
AOKYMEHT0000poTa

Opranusanus

Omnpenenenue MOHATUS «TOKYMEHTOO00POTY.
OO0mme  OpPUHIUOBL W METOJWYECKUE OCHOBBI
OpTraHMU3aIH TOKYMEHTOO00pOTa, UX pealln3alus B
JNEHCTBYIOIIUX TOCYJIAPCTBCHHBIX HOPMATHBHBIX
JIOKYMEHTaX.

CtpykTypa U o0mmas XapaKTepUuCTHKa
JOKYMEHTONOTOKOB.  O0beM JOKyMEHTOOOOpOTa.
VY4er koau4ecTBa JOKYMEHTOB.

[Tpuewm, MIPOXOXKICHUE u MOPSIIOK
HCIIOJTHEHUS MTOCTYTAIOIIIX JTIOKYMEHTOB.
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ITepBuunas AKCIEAUIIMOHHAS o0paboTka
nokyMeHToB.  IIpenBaputensHOoe — paccMOTpEHHE
JOKYMEHTOB. PaccmoTtpenue JOKYMEHTOB
PYKOBOJICTBOM OpraHW3alluy, IPHUHATUE PEIICHUS O
XapakTepe HMX  HCHOJHEHHS. Hamnpasnenne
JOKYMEHTOB Ha UCIIOJTHEHHE.

JlocTaBka  JOKYMEHTOB  HCIIOJHHTEISM,
HOpSIIOK WX TIpuemMa U mepegadn. Pabora
UCTIOJIHUTEIIS C JIOKyMEHTaMU. DTarbl UCIIOTHEHHUS.
[Topsimoxk 0OpabOTKH OTHPABISEMBIX JTOKYMEHTOB.
[lpaBuna opraHu3anuy ABMXKEHUS BHYTPEHHHX
JOKYMEHTOB. HampaBieHus COBEpIICHCTBOBAHHUS
JOKyMEHTOOOOPOTa U ITyTH €T0 COKPAIICHUS.

Tenmennuu pocra JOKyMEHTOOOOpOTa B

COBPEMEHHBIX OpraHu3aIusX. Bnusiaue
aBTOMaTu3aluu  00paboTkM  HMHPOpMAIMK  Ha
KOJINYECTBECHHbBIE u KayeCTBEHHBIC

XapaKTepUCTUKHU JOKYMEHTO000POTA.

3.4. Perucrpaumsi JOKYyMEHTOB H
opraHu3anus CIIPaBOYHO-
HHG(pOPMaALMOHHOT O
00CcTy;KMBaHMS.

Perucrpanuss  kak ~ cocTaBHas  4acTb
texHoiorun  JIOVY. IlpuHumnbel  perucrpanuu
JIOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
pEerucTpanoHHbIX (OpM, COCTaB HMHPOPMALUU H
HOPSIOK  MX 3amojHeHusa. Pas3Butue crnoco6oB
perucTpanuu B rocy1apCTBEHHOM
JIETIONIPOU3BOJICTBE.

B3anMocCBs3b perucrpanuu JOKYMEHTOB C
opraHu3anuein CIPaBOYHO-MH(POPMAITMOHHOMN
paboThl, OpraHu3ayel KOHTPOJISI HCHOJHEHUS |
nocJyeyromnein 00padoTKoM TOKYMEHTOB.

WNHunekcupoBaHne JOKYMEHTOB. 3HAUEHHE U
IIpaBuJIa ¢dbopmupoBaHus UHJICKCOB.
WNHpekcupoBaHue  JOKYMEHTOB B YCJIOBHSAX
TPaIUIIMOHHON 00pabOTKH TOKYMEHTOB.

[IpuHIMOBl MOCTPOEHUST HH(POPMALMOHHO-
nouckoBbix cucteM (UIIC) pydnoro tuna, ux BHUJIBI.
WHupopmaninoHHO-CIIpaBOYHOE o0ciyKuBaHUE
arrapaTta yOpaBJIEHMS B YCIOBUAX IPUMEHEHHS
apTomMaTuzupoBaHHbIx TexHonoru JIOVY. Ilouck wu
HCITOJIb30BaHUE nHpopManuu B
aBromarusupoBanHbix UIIC.
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3.5. KoHTpoab  HcCHOJHEHUS
AOKYMEHTOB

dopmupoBanue TpeOOBaHUN K OpraHU3aLUU
KOHTPOJIA WCIIOJTHEHUS JIOKYMEHTOB B
JIETIONIPOU3BOJICTBE.

3HaueHue KOHTPOJIA 3a CpoKamu
WCIIOJIHEHUS JIOKYMEHTOB B amnmnapare yrnpaBiIeHUS.
OCHOBHBIE IPUHIIUIIBI €M0 OPraHU3aLUH.

3amaun  cayx06b1  JIOY 1o  KOHTpOJIO
WCIIOJIHEHUS] TOKyMeHTOB. KaTteropum 10KyMEHTOB,
MOJJIEKAIUE  KOHTPOJIIO Cpoku ucHoJIHEHUs
JIOKYMEHTOB. TeXHOJI0rusl KOHTPOJIBHBIX OIIEPALIUN.

PernamenTsl  BHYTpEHHEH  OpraHu3aluu
(benepanbHBIX OPraHOB UCIIOTHUTEIBHOM BIACTH KaK
OCHOBa KOHTpPOJISI HCIIOJIHEHUS JOKYMEHTOB B
roCyJ1apCTBEHHOM arrapare Poccuiickoit
®denepanuu.

O0o001Ienre, aHaau3 W HCIOJIL30BAHUE
JaHHBIX OO0 WCIOJHEHUH IOKYMEHTOB B YCIOBHUSX
TPaJULIMOHHON U aBTOMATU3HUPOBAHHON TE€XHOJIOTHUH
00paboOTKH JOKYMEHTOB

ABTOMAaTU3UPOBAHHBIE CUCTEMbI KOHTPOJIS 32
CPOKaMHU UCIIOJIHEHHSI JIOKYMEHTOB, OIBIT HUX
MIPUMEHEHUS.

11

3.6. Opranusanus
JeJIONPOU3BO/ICTBA no
NpeI0KeHUAM, 3asiBJICHUAM M
J)KaJ100aM rpaxaaH

OO0111eCTBEHHO-TIOJINTUYECKOE U COLIMATIBHOE
3HauYe€HHE OOpaIleHU TpaxkaaH. 3aKOHOJATEIbHAas
pernmaMeHTanuss  paboOTBl € HPEIJIOKEHHUSIMH,
3asBJICHUAMU U KaJl00aMH Irpax</iaH.

dopMupoBaHue HOPMAaTUBHOM 6a3sl,
periaMeHTHpYIOLel  OopraHuzanuilo  paboTel ¢
oOpamieHussMH ~ TpPaXXJAaH B  TOCYJapPCTBEHHOM
ammapare.

OcHoBHble 3amaun  ciayx0e  JIOY 1o
OpraHu3aiy paboThl ¢ OOpaleHUSIMUA TPaXkJIaH, ee
ocobeHHocTd. Onepanuu 1no npuemy, perucTpanum,
KOHTPOJIIO HCIOJHEHUS, NPUHATHIO PpEIIeHUH 1o
oOpamieHussM  rpaxjgaH. CpokKM  HMCIIOJHEHHUS.
TpeboBaHMs K COJEPKAHUIO OTBETHBIX JOKYMEHTOB.
dopmMupoBaHUe U XpaHEHHE JIeJl C MPEATIOKEHUAMH,
3agBJIEHUSAMU M kanobamu rpaxnaaH. OOoOuieHue,
aHaJM3 W WCIOJB30BaHWE JAHHBIX O padore ¢
oOpamnieHus MU TPaKIaH B amiiapare yrpaBlIeHHsI.

Opraamnzanus npremMa rpakaaf B
rOCYJIapCTBEHHBIX YUPEKICHUIX. DOPMBI 1 METOIBI
COBEPILEHCTBOBAaHUS paboThl ¢  OOpaleHusIMHU
rpaxJaH B OpraHax TOCYAAapCTBEHHOM BIIACTH H
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yOpaBleHUs], B OOIIECTBEHHBIX OpTaHU3aIUsIX.

[Ipumenenue ABTOMATHU3MPOBAHHBIX
TEXHOJOTHUH i  TOATOTOBKH  OTBETOB U
OpraHu3aIuu UH(POPMAITMOHHO-CIIPABOYHON
CIY)KOBI B YUPESKICHUSIX C OOJBIIUM OO0BEMOM
oOpalieHnii TpaKIaH.

12

3.7. XpaHeHue [IOKYMEHTOB B
AeJI0NPOU3BOACTBE OPraHU3ALNHU

Opetmumuuﬂ mexKyweco XxpanerHus
OOKyMeHmOG u obecneuenue ux COXpaHHocmu

OCHOBHBIE ITOJ0KEHHS 3aKOHOAATEIBHON
perjiaMeHTalK XpaHEHUs JOKyMEHTOB B
Poccuiickoit denepannu. Metoguyeckue
JIOKYMEHTBI 110 OpraHu3alui XpaHEHHUs.

XpaHeHue JOKYMEHTOB B CTPYKTYpPHBIX
nojpasiesieHusx opranuzanuu OTBETCTBEHHOCThH 3a
COXPaHHOCTh JIOKYMEHTOB. Opranuzanus
CIPaBOYHON pabOTHI ¥ TOPSAOK BBIJAUH IOKYMEHTOB
BO BPEMEHHOE TIOJIb30BAaHUE TIPH XPAaHCHUU B

CTPYKTYPHBIX HOJIpa3ieIeHUsX. XpaHeHue
JOKYMEHTOB Ha HETPAJUIIMOHHBIX HOCHTEIISX.
CoxpaHHOCTb JIOKYMEHTOB npu

pcoprann3aivii U JUKBUAALIUA opraHmauHﬁ.

Homenxnamypa oen

[onsatne «HOMeHKIaTypa nem». HazHauenue
HOMEHKJIATyphbI 1ei1. HoMeHkmatypa jen kak ocCHOBa
CUCTEMAaTH3aIH IOKyMEHTOB B IENIIX UX
MOCJEIYIOIIEro XpaHEeHHs.

TpeboBaHMsI K COCTABICHNUIO HOMEHKIIATYPHBI
nen. VX periameHTanusi B 3aKOHOJATEIBHBIX
aKTax ¥ HOPMaTHBHO-METOAMYECKHX JIOKYMEHTaX
MEKOTPACIEBOrO JCHCTBUS.

Buasr HOMeHKIaTyp /1€, uX 0COOEHHOCTH U
HazHayeHre MeToInKa COCTaBIeHUS
HOMEHKJIATypHhI JIeJ: H3yuYeHUe cOCTaBa
JIOKYMEHTOB, pa3paboTka KiacCH(PUKAIMOHHON
CXEMBI; COCTaBJICHHE 3ar0JIOBKOB JIEN U UX
CHCTEMaTH3aIHs C YIETOM YCTaHOBIICHHBIX
TpeOoBaHUIl.

[Mopsimok oopmMIIeHHS, COTIIACOBAHUS H
YTBEPKIACHHS HOMEHKIATYPHI Jesl. CpOKH XpaHEeHUs
JIOKYMEHTOB

Hcnonb30BaHre HOMEHKIIATYPHI JIEN B
OTIEpaTUBHOM XPAaHEHUU M apXHUBE OpPraHU3alNU.
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Opeanuzayusi u ROPsi00K hopmMuposanus
oen

[onsarue “popmupoBanue 1en”’, OCHOBHbIC
TpeOOBaHUS K IMPOBEIECHHUIO 3TON PabOTHI.
CoBpeMeHHass HOpMaTUBHO-MeToAuYecKas 0asa,
onpenensomas TpeboBaHus K GOpMUPOBAHUIO [T
B JIEJIONIPOU3BO/ICTBE.

®opMupoOBaHUE /I€] B OPraHU3alMsIX
Pa3IMYHBIX YPOBHEN YIIPaBICHH. 3aa4 CIIyKObI
JOVY u apxuBa opraHu3aiyu no 00eCIeueHUI0
KadecTBEHHOTO opmupoBanus aein. Ilpasuna
(bopMHpOBaHUs B /1ea JOKYMEHTOB pa3IMuHbIX
BUOB. [I[pUHIMIIBI cUCTEMATH3AIMH JJOKYMEHTOB
BHYTPH JIEJI.

OPZCIHMS’LZL;M}Z IKcnepmusbl YyeHHocmu

O0OKYMEeHmMO8
[TonsaTne “akcriepTusa LIEHHOCTH
IOoKyMeHTOB”.  HopmaTuBHO-MeTOonMYeCKHE U

TEOPETUYECKHE OCHOBBI IIPOBEJAECHUS 3KCIEPTU3HI.
TpeGoBaHus K MPOBEICHUIO IKCIEPTU3BI LIEHHOCTU
JIOKYMEHTOB.

Opranuzanus paboThl  IIEHTpPaTbHOU
skcrieptHoit  komuccuu  (LIDK) wu  skcmepTHOU
komuccun (OK) yupexneHus (opraHuzanuu) IO
MIPOBEJICHUIO AKCIEPTU3bl LIEHHOCTU JOKYMEHTOB.
[Tonoxxenne o0 skcnepTHOM Komuccuu. [IpaBa u
(YyHKIMM  SKCHNEPTHOW KOMHCCHH, TIOPSAOK €€
paboThL. JlokymMeHTUpOBaHUE NeSATEIbHOCTH
SKCIIEPTHOM  KOMHCCHM.  JTalbl  IPOBEICHUS
AKCIEPTHU3Bl LIEHHOCTU MOKYMEHTOB. OdopmieHue
PE3yIBTATOB SKCIEPTU3bI IIEHHOCTH IOKYMEHTOB.

[TonsaTne “nepedeHb JIOKYMEHTOB”.
HasHaueHne 1 MCHOJIb30BAHUE MEPEUYHEN B KAUECTBE
OCHOBHBIX HCTOYHHMKOB I10 YCTAHOBJICHHIO CPOKOB
XpaHeHHus1 U o0ecreueHus €IUHCTBA OMEPATHBHOTO
XpaHEHHs] JIOKYMEHTOB B JIENIONPOU3BOJACTBE U
apXMBE OpPraHU3aIINH.

TunoBble M  BEIOMCTBEHHbIE MEPEUHH.
Wcnonb3oBaHue mepeuyHeld il COCTaBIICHMS
KIIACCU(UKATOPOB M HOMEHKJIATYP JIe.

Ilooecomoska u ogpopmaenue den

Yuudukanus  TpeOoBaHHMN K Jenam,
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CAaBaCMbIM B apXUB. HOpMaTI/IBHO'MCTOI[I/I‘ICCKI/Ie
JOKYMEHTBI ~ MEXOTpacleBoro  JeictBus 00
0(OpPMIICHHUH JIEII.

OcHoBHbIC TpeOOBaHUS K O(DOPMIICHHIO .
[TonHoe u yactuuHoe opopmieHue aen. [lommmeka
nen. Hymepanus nuctoB. 3aBepUTEIbHAS HAIIMUCH.
Buytpennsis onuch. OdopmicHrne OOJOXKKHA el
MOCTOSTHHOTO U BPEMEHHOT'O XpaHCHHUSI.

Onucu oen
[TonsiTue «OIHCH JET. [IpaBuna
COCTaBJICHUSA OIHCH nen CTPYKTYpPHOTO
[oApa3IeICHHUs. Bunst onmceir.  Odopmiuenue

OIMUCH JIeJ1 CTPYKTYPHOTO TIOIpa3/IeICHUsI.
Tlopsiook nepedauu den 6 apxus
opeanuzayuu

[lepenqaua nen B apXWB OpraHU3alMH.
Bzaumopeiicteue ciayx6sr JJOY u apxuBa mpu
(GOpMUPOBAHUM  OCHOBbI  JUIsl  IOCJIEAYIOILErO
XpPaHEHHS U MCTOJIb30BAHUS JOKYMEHTOB. EqMHCTBO
OpraHu3alu JOKYMEHTOB B JIEJIONPOU3BOJICTBE U
apxuBe.

13

3.8. HanpasJenust
copepmieHcTBOBanus J0Y

VYnpaBiaeHue  JOKyMEHTaMHM Kak  4acTh
CUCTEMBI yIpaBiieHusl kauecTBOM. CraHiapTu3anus
opolenyp — YHpaBlIeHMs  JOKyYMEHTaMH  Kak
METOAMYECKas OCHOBa  JIESITEIbHOCTH  CIyXkO
JIOKYMEHTAllMOHHOTO O00EeCreueHHs YNpaBJICHUS B
POCCUICKHUX OpraHU3aLMsIX.

Pa3Butne peraaMeHTanuu
JOKYMEHTAllMOHHOTO  O0eCHeYeHus: yMpaBiICHUS.
Pounb TUIIOBBIX perJamMeHToB OpraHoB
rOCylapCTBEHHOM BJIACTU M YNPABICHUS B
PEryJIupoBaHUU JOKYMEHTAIHOHHOTO OOeCreyeHHs
UX  JIeATENbHOCTU. BHYTpeHHHE  perilaMeHTBI
OpraHu3aluim.

CoBepIlIeHCTBOBaHUE  JTOKYMEHTAILIHOHHOTO
o0OecrieueHHs yNOpaBI€HUS B TOCYAApCTBEHHOM
anmapare, OpraHu3alusix  pa3Iu4HbIX  (opMm
CcOOCTBEHHOCTHU (rocynapCcTBEHHBIX u
HEroCy/1apCTBEHHBIX ). VYnopsanouenue
OpPraHU3alMOHHBIX (OPM U METOZO0B paboThl ¢
JIOKyMEHTaMHU.

Pernamenrtanust (QyHKUMN, CTPYKTYpHl U
OpPraHU3allMOHHO-TIPABOBOIO  IOJIOKEHUS  CIIyXkKO0
JOYVY.
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Bnnsanune
TEXHOJIOTUH Ha

HOBBIX HMH(OPMAIMOHHBIX
COBEPILIEHCTBOBAHUE

ypasiieHueckol aesrenbHocTd U JJOVY.

4 OOpa3oBaTe/ibHbIE TEXHOJIOTHHU

Jlist mpoBeieHns y4eOHBIX 3aHATHIA O TUCITUTLIMHE UCTIONB3YIOTCS pa3IndHbIe 00pa3oBaTeIbHbIC
TexHoJIoruu. JIjisi opraHu3ay y4eOHOro mpolecca MOKET OBbITh MCIIOJIB30BAHO AJICKTPOHHOE
o0yueHue 1 (W) AUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTUH.

5.1 Cucrema oleHUBaHUA

5 OueHka IVIAaHUPYEMBbIX Pe3y/JIbTATOB 00y4eHHA

‘ dopma KOHTPOJIs Makc. Koyn4ecTBO 6aIoB
3a ogHy Bcero
paboty

Texkymuii KOHTPOJIb:

- cobecenioBaHNE 5 Gannos 15 6amnoB
- OIICHKa JIA0OPAaTOPHBIX 33JIaHUM, KEHCOB 5 Oaiu1oB 25 6asutoB
- KOHTpoJbHast paborta (Temsr 2.1-2.3) 5 6amioB 5 6amioB
- KOHTpoJbHast pabora (Tembi3.1- 3.4) 5 6aioB 5 6aioB

- PTC

5 Gannos 10 6amnoB

[TpomexxyTouHas aTTecTanus 40 6anoB

(9K3aMeH)

Htoro 3a cemecTp (AMCUUILIINHY) 100 GansoB

[Tomy4eHHBIN COBOKYMHBIN pe3yibTaT KOHBEPTUPYETCS B TPAIUIIMOHHYIO IIIKATY OLIEHOK U B
niKany oueHok EBponeiickoil cucreMsl nepeHoca u HakorsieHus: kpeautos (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHH ¢ TabIUIIEH:

100-6anmpHas TpaumonHas mKkana [kana
IKanza ECTS
95 -100 A
8304 OTJINYHO B

68 — 82 XOpOIIO 324TEHO C

56 — 67 D
5055 yJIOBJICTBOPUTEIBHO E
2049 FX
0_19 HEYIOBJICTBOPUTEIHHO HE 3a4TE€HO F

5.2 Kputepum BbICTABJIEHUSI OLEHKH MO TUCUUILINHE
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Banael/
HMIxana
ECTS

OneHka nmo
AUCUUILIHHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 1o
AUCHHUILINHE

100-83/
AB

«OTIUYHOY/
«3aUTE€HO
(oTm4HO)»/
«3a4TEHOY

BricTaBnsercs oOydaromiemMycsi, €Ciu OH TIy00Ko U
IIPOYHO YCBOMJI TEOPETUYECKUN U TPAKTUUECKUI
MaTtepua, MOXET MPOAEMOHCTPUPOBATH ITO HA 3aHATUAX
U B XOZI€ IPOMEXYTOYHOM aTTECTallUU.

OO0yJarmuiics UCUEPITBIBAIOIIE U JIOTHIECKH CTPOMHO
u3JIaraeT yuyeOHbIN MaTepual, yMeeT yBsI3bIBaTh TEOPHIO C
MIPaKTUKOM, CIIPABIISIETCS C PEIICHUEM 3a/ad
npodeCCHOHATBLHON HANPABIEHHOCTH BHICOKOTO YPOBHS
CJIOHOCTH, MPAaBUILHO 0OOCHOBBIBAET NMPUHSTHIC
peleHusl.

CB0OOOJIHO OpHEHTUPYETCS B yUeOHOU U
npodeCCHOHATBLHOMN JINTEpaType.

OneHka o JUCIUILIMHE BBICTABISAIOTCS 00y4daroleMycs ¢
y4€TOM pe3yJIbTaTOB TEKYILIEH U MPOMEXYTOUHON
aTTECTALIUU.

Komnerennuu, 3akpeni€HHble 3a AUCHUIUIMHOM,
c(OpMHUPOBAHbI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOoIIo»/
«3a4TCHO
(xoporo)y»/
«3a4TECHO»

BeicTaBisercs o0y4aromemycs, €ciau OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUI MaTepUall, FPAMOTHO U 110
CYILLIECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOYHOM aTTECTAllMH, HE TOIIyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicst mpaBUIbHO IPUMEHSET TEOPETHUUECKUE
II0JIO’KEHHUS IIPY PEILICHNUN IPAKTUYECKUX 3a7a4
poheccuoHaNBbHOM HAIlPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIeeT HEOOXOUMBIMHU I TOTO HaBbIKAMU
U IpUEMaAMHU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npo¢eCCHOHATIBHOM JIUTEpPaType.

OreHka 1o JTUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
Y4ETOM PE3yJIbTATOB TEKYIEW U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenuuu, 3akperniéHsple 3a JUCHUIUIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «KXOPOLIMIA».

67-50/
D,E

«YIOBIIETBOPH-
TEIBHOY/
«3a4TECHO
(ynoBierBopu-
TETBHO)»/
«3aUTCHOY

BricTaBnsercs oOy4aroiieMycsi, €CI1 OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUUECKUN MaTepual,
JIOITyCKaeT OT/AEIbHbIE OMIMOKHU MPU €r0 U3JI0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUYHOM aTTECTALUH.
OOyuaromuiics UCTIBITBIBAET ONPEEIEHHBIE 3aTPyAHEHUS
B IIPUMEHEHUN TEOPETUUECKUX TOJI0KEHUIN NPU PELIEHUH
MPaKTUYECKUX 3a/1a4 IPO(ECCHOHATLHON HANPaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, BJIAJEET
HEOOXOUMBIMHU IS 3TOT0 6a30BBIMU HAaBbIKAMU U
IPUEMAMH.

JleMOoHCTpHpYyeT 1OCTaTOUHBIN ypOBEHb 3HAHUS yUeOHOU
JUTEPATYpPHI 110 TUCLHUIIIMHE.
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Banasl/ Onenka no Kpurtepun oneHkn pe3y1bTaToB 00y4eHus 1o
Hlkamna AUCHHUILINHE AUCHHUILINHE
ECTS

OneHka 1o JUCIUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
Y4E€TOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUU.

KomnereHnuuu, 3akpeni€éHnple 3a TUCUUIIIMHOM,
c(hOpMHUPOBaHbI HA YPOBHE — «IOCTATOYHBIN».

49-0/ «HEeyZoBJIETBOpUTE | BricTaBisgercs oOydaromemMycs, €CiM OH He 3HaeT Ha
F.FX JIBHOY/ 0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKUI
HE 3aUTEHO MatepHal, J1onyckaeT rpyoble olMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHUIX U B XO/1€ IPOMEKYTOUHOMN
aTTeCTalMH.

OOyuarouiics UCTIBITHIBAET CEPbE3HBIC 3aTPYAHECHUS B
IIPUMEHEHNUN TEOPETUYECKUX TI0JI0KEHUH NIPU PELICHUH
NPaKTUYECKHX 3a/1a4 MPO(eCCHOHATFHON HANPaBIEHHOCTH
CTaHapTHOI'O YPOBHS CII0)KHOCTH, HE BIIa/IEET
HEOOXOJUMBIMHU IS 3TOTO HaBbIKaMU U MpUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHble 3HaHUS y4eOHOMH
JIUTEPaTyphl 10 JUCLUILIIMHE.

OneHka 1o TUCHMIUIMHE BBICTABIIAIOTCSA 00yYaromeMycs C
Y4ETOM PE3YJIBTATOB TEKYIEW U IPOMEKYTOYHOU
aTTECTALIUH.

KoMnereHnun Ha ypoBHE «1OCTATOYHBIN», 3aKPEIUIEHHBIE
3a IUCUUIUIMHON, He CPOPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MAaTEPHAJIBI) JJIsl TEKYIIET0 KOHTPOJISI
yCIIeBaAeMOCTH, IPOMEKYTOYHOM aTTECTAMU 00Y4AIOIIMXCS 110

ANCIHUIIJINHE
Keiichl 11 Tekyliei arrecTanum:

1. CymiecTByeT 1M B HACTOSIIEE BPEMs TOCYIapCTBEHHOE PETyIMPOBAHIE BOTIPOCOB,
CBSI3aHHBIX C TEXHOJIOIHEeH 00pabOTKU JOKYMEHTOB (HanpuMep, ONpeaAeeHb! I TUITOBbIE
orepanuu o0pabOTKH TOKYMEHTOB, UX MOCIE0OBATEIILHOCTD) B YUPEKICHUAX, OPIraHU3ALUAX U
Ha MPeIIpUATUSIX CTPaHBbI?

Kakumu 10KyMeHTaMM JOJKHBI MIIM MOTYT PYKOBOJCTBOBAaThCS KOHKPETHBIE CTPYKTYPBI
IIPU pElIeHNH JAHHOTO Borpoca?

2. JIns pemieHust Kakux 3a7a4d UCIIONb3YIOTCS TOCYIapCTBEHHBIEC CTaHAApTHl B chepe
nenonponsBozacTBa? Ha3oBuTe Takue CTaHAapTHI.

Kakum o0pa3om opranuszanus MoKeT JOOUTbCS OT CBOUX paOOTHUKOB 0053aTEILHOTO
yuera nonoxxenuit 'OCT?

3. OnHoii U3 BaXKHEUIINX SBIISETCS MTPOOJIEMa COXPAHHOCTH (XpaHEHHs) TOKYMEHTOB
opranu3anuii. Kakumu npaBoBbIMH aKTaMU U TOCYJIaPCTBEHHBIMHU MEKOTPACIEBBIMU
JIOKYMEHTaMU CJIeyeT PyKOBOACTBOBATHCS MIPU €€ PELICHUH:
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3aKOHOI[aT€J'II)HI>IC OCHOBBI XpaHCHHA JOKYMCHTOB

WHble npaBoBbI€ aKThI, OMPEIEIAIONINE PEIICHUE BOIPOCOB, CBA3aHHBIX C
COXPAHHOCTBIO (XpaHEHHEM) TOKYMEHTOB

HOpMaTI/IBHO'MeTOI[I/ILIeCKI/Ie JAOKYMCEHTEI, COACPKAIMNE METOAUKY pa6OTBI 110
OII€paTUBHOMY XPaHCHHUIO JOKYMCHTOB U IIOAT'OTOBKE HUX K IIE€PEAaU€ B apXHUB OpraHu3aluu

4. PykoBoauTenb NpeANpUsATUS PACIIOPAIUICS TIOATOTOBUTH JOKYMEHTBI, KOTOPbIE
JIOJDKHBI PETJIaMEHTHPOBATH ICATEIBHOCTD CITy>KO0bI JIOY (kaHenspun), opraHu3anuio u
HOPSI0K PabOThI C TOKYMEHTAaMHU.

beuo paspaborano Ilonoxenne 06 nHGOPMAILIMOHHOMN MOJIUTUKE, OJAUH U3 Pa3/iesioB
KOTOPOTro HaszbIBascs «Opranuszaius padoThl ¢ JOKyMEeHTUpyeMoi nHdopmanuei». B pasnene
3aKperIsIcs CTaTyC KaHLEISIPUH KaK CIyKObl Je0NpOonU3BOACTBA U (PYHKIIUH €€ COTPYIHUKOB
1o paboTe ¢ JOKYMEHTaMHU.

Onpenenure, Kakue OpraHM3alMOHHbIE IOKYMEHTHI 3aMEHIIT co00i1 paznen
«Opranusanus padoThl ¢ JOKYMEHTUpYeMoil nHpopmanuein». [IpaBomepHa 11 Takast mpakTuka?

Kakoii emie BHyTpeHHHIT HOPMAaTUBHBINA JOKYMEHT CIIEIOBAIIO pa3padoTaTh, YTOOBI
YCTaHOBUTb €AMHBIN MOPSIOK JEJIONPOU3BOACTBA HA IPEIIPUATHH?

5.0mnpenenure nopsaaok coctaBieHus u opopmiienus [lonoxenus o ciyx6e JJOV:

= paspabatsiBacT (KT0?)

= MOAMKCHIBAaET (KTO?)

. JIOJKHO OBITH COTJIACOBAHO (C KeM?)

. yTBEpKAaeT (KTo?)

. BBOJMTCS B IHCTBUE (KEM UK yeM?)

. MOJIJIEXKAT NEPECMOTPY (IIPH KaKUX
oOcTrosiTenscTBaX?)

3anoIHUTE MPOITYCKHU.

6. Pa3paboranHas B opranuzauuu MHCTpyKIKs 1O J€I0NPOU3BOJCTBY COAEPKUT
CJICAYIONINE TEMATUIECKHUE PA3IeIbl:

- Opranuzanus J0KyMeHT0000poTa

- Perucrpanus 1oKkymMeHTOB

- KoHTpoJb 32 HCHIOJHEHHEM JOKYMEHTOB

- Homenknarypa agen

- XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ACICHUSIX.

OTpakeH 1 B MHCTPYKITUU BECH MPOIIECC pabOTHI C JOKYMEHTaMH?
Ecnm met, kakumu paznenamu Bol ObI TOTIOTHUIIN TaHHBIA JJOKYMEHT.
OO6ocHyliTe CBOE pEIICHHE.
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7. UHCTpYyKIIUS TIO JAEIOMPOU3BOCTBY — 3TO 00SA3aTEIbHBIN JOKYMEHT JIJIsl BCEX
pabOTHUKOB OpraHU3aIMU MM TOJIBKO JJIS €€ CIIY>KOBI 1eJI0MPON3BOICTBA?
Kto u kakum oOpa3om onpenenser chepy pacnpoCcTpaHSHHSI JAHHOTO TOKYMEHTa?

8. KoMmanus uMeeT HECKOJIbKO OTJIEICHUH, OJTHO U3 KOTOPBIX PACIIOJIaracTcsi B TOM K€
3[IAHUH, YTO U IIEHTPaAIbHbIH oduc. [Ipyrie oTaeneHus pacinoiokeHbl B pa3HbIX pailoHax
ropoja.

Kak OyzeT opranu3oBaH JOKYMEHTOOOOPOT KOMITAHHH B 3TOM cliy4ae: OyneT jiu
IICHTPaIbHBINA 0(HUC PadOTATh CO BCEMH JOKYMEHTaMHU KOMITAHUH (OCYIIIECTBIISATh
[EHTPAIM30BaHHbIN MTPUEM BCEX JOKYMEHTOB, UX PETHCTPALIMIO, BECTH CIPABOYHYIO padoTy,
KOHTPOJIb 32 HCIIOJIHEHUEM JIOKYMEHTOB U T.JI.) WU TIepeaacT 3T QyHKIHH B oTaeneHus? Ecnu
nepenacT, kakoa Oyaet poib ciyx0sr IOY nentpansuoro opuca? Kak OymyT padoTtaTh ¢
JOKYMCHTaMHU OTACIICHUS, HAXOAAIICMCA B TOM KC 3JaHHUU, YTO U HeHTpaJIbHBIﬁ 0(1)I/IC?

9. IlepBuunas 00paboTKa JOKYMEHTOB, MOCTYMUBIIMX B KOMIAHHIO 10 TIOYTE, CBOAUTCS
K cienytoniemy. PaOOTHUKY, BBIMONHSIONINE ATy OMEPAINI0, BCKPHIBAIOT U TYT K€ YHUUTOXKAIOT
KOHBEPTBHI, POCTABIISAIOT HA BCEX JOKYMEHTAaX, B TOM YuCIe, (PUHAHCOBBIX, OyXTalTePCKUX U
T.IL., IITaMII O IOCTYILJIEHUU JOKYMEHTA B OPraHU3aLUIO U IIEPEJAI0T UX UHCIIEKTOPY 110
peructpanuu. MHCIIEKTOp MpocMaTprBaeT JOKYMEHTHI H (PUKCHPYET B PETUCTPAIIMOHHBIX
¢dopMax, MOMUMO IPOUYHMX CBEACHUN, KOJIMYECTBO JUCTOB U HAJIMYKME NPUIIOKEHUN K
JIOKYMEHTaM.

Onpenenure, Kakue TpeOOBaHUS K MpOIECCY IEPBUUHON 00pabOTKH JOKYMEHTOB B
JJAHHOM CJIy4yae HapylIarTCs, U KAKUE HEraTUBHBIE IMOCIEACTBUS ITUX HAPYIICHUH 15
KOMITAHUH MOTYT MPOSIBUTHCS BIIOCIEACTBUH .

10. IToMOILTHUK PYKOBOAMUTES, MPEABAPUTEIHHO IPOCMOTPEB JOKYMEHTAIIHIO,
MOCTYNHBIIIYIO B OPraHU3allNIo, BCIO €€ TIepe1aeT pyKOBOAUTEN0. B manky ¢ tokyMeHTaMu
BKJIQJIBIBAETCS MUCHbMEHHBIM KOMMEHTAPHI O COCTaBe MOCTYIUBIINX JOKYMEHTOB,
KOPPECIOH/IEHTaX, a/ipecaTax U COAEepKaIIUXCs B KaXI0M JTOKYMEHTE BOIIPOCaX.

B ueMm cocTout HazHaUEHUE OMEpaAlUU «ITIPEABAPUTEIHHOE PACCMOTPEHUE JOKYMEHTOB?
[TpaBUIIbHO NI €r0 MOHUMAIOT B JAHHOM OpraHu3anuu?

11. O61mas TexHoiorus paboThl ¢ JOKyMEHTaMH B OPraHU3allul COCTOUT U3 THIIOBBIX
OIIepaLIMiA:

. MpUEM JOKYMEHTOB;

. nepBUYHasi 00paboTKa JOKYMEHTOB;

.

. perucTparus;

. pPacCMOTpPEHHE IOKYMEHTa PYKOBOJIUTEIIEM U ONPEEICHUE XapaKTepa PeIIeHUs

BOMpoca (Pe30IIOLNs);

. MOCTaHOBKA JOKYMEHTa Ha KOHTPOJIb;
u IMOATO0TOBKA IMPOCKTA JOKYMCHTA,
. oopmIteHHE | COTTIaCOBAHUE;

. Y0CTOBEpPEHHUE;
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. OTITpaBKa U3 OpraHU3aINH;

I[OHOJIHI/ITG NEpCUCHb HEAOCTAOIMMU OIICpallusIMU

12. B cOOTBETCTBUHU € TOCYJAPCTBEHHBIMU MEXOTPACICBBIMH JJOKYMEHTAMH B
WH()OPMAITMOHHO-TIONCKOBYIO CHCTeMY I10 AokyMeHTam opranuzanuu (MUI1C) BxoasT:
perucTpanus, uHaeKcamus, GopMUpPOBAHUE JEI.

KakoBo HazHauenue kaxnoi cocrasisromeii UIIC? Uro no3Bosisger 00beIUHATE UX B
oaHy cucteMy? Kak OHM MOT'YT HCITOJIb30BaThCS MPU MTOUCKE TOKYMEHTHON HH(pOpMAITIH?

13. B peructpanuonasie GOpMbI BXOISAIIMX TOKYMEHTOB OpTaHU3aIisl BHECIA
CIIEYIOIINE JaHHBIC:

JlaTa TMOJIy4YEeHMs, BXOJAIUN PETUCTPAaMOHHBIA HOMEDP, KOPPECIIOHIEHT, HOMEP U J1aTa
JIOKYMEHTa, KpaTKoe COJEpKaHne, PE30II0LUSA PYKOBOAUTENS OPraHU3alNuU, PyKOBOINUTENb
CTPYKTYPHOTI'O MIOJPA3AEICHUS, PE3OJIIOLMS PyKOBOJUTENS IOAPA3ACIICHUS, UCIIOTHUTED.

Omnpenenure, COOTBETCTBYIOT JIM 3TU JAHHBIE PEKOMEHAYEMOMY COCTaBY PEKBU3UTOB
peructpanioHHON Gopmsbl. Vimeet u cityx0a 1e10npou3BOJICTBA [IPABO BKIIOYATh B
perucTpanioHHbIe POPMBI PEKBU3HUTHI IO CBOEMY YCMOTPEHHUIO?

14. Cucrema peructpanuu B OpraHu3alii IMEeT CMEIIaHHYI0 (hOpMYy, IPU KOTOPOH
4acTh JJOKYMEHTOB (IIOCTYMAOIIKE HAa UMsI pyKOBOJUTENS, IPUKAa3bl U Ap.) PETUCTPUPYIOTCS B
ciyx0e JemTonpon3BOACTBA, & OCTATbHBIC — B CTPYKTYPHBIX MOAPA3ICICHUSIX.

B cny»x6e nenonpousBoaCcTBa BceM 0€3 MCKITIOUEHHS TIOKYMEHTaM MPUCBANBACTCS
WHCKC, COCTOSALINI U3 MOPSAKOBOIO HOMEpa JJOKyMEHTa B COOTBETCTBYIOLIEH rpyIine
(Hampumep, BXOJSIINX JOKYMEHTOB) U JIUTephl «Py», 03HaUaromei «pykoBoACTBOY, Hanpumep, P
45. B CTpyKTYpHBIX MTO/Ipa3/IeNIEHUSX PErUCTPAIIMOHHBIN HHIEKC COCTOUT U3 MHJEKCa
CTPYKTYPHOTO MOJpa3ieaeHus (110 BHYTPEHHEMY KJIacCU(PUKATOPY CTPYKTYPHBIX
MIOJIpa3 IeNIeH i) ¥ TIOPSIKOBOTO HOMepa, Harpumep, 3-25 v 4-12 u T.10.

UYem Takoi NOPSAAOK NHIECKCUPOBAHUS HE COOTBETCTBYET YCTaHOBIIEHHBIM TPeOOBaHUAM?
Pemenne kakux HHGOPMALIMOHHO-TTOMCKOBBIX 337a4 YCIOXKHSIOT TaKUE UHAEKCHI?

15. Jlena B opranu3zanuu GopMHUPYIOTCS U XPAHATCS CIEIyIOIUM 00pa3oMm:
CMELUAINCTHI OT/ENIOB 3aBOASAT MAMKH, B KOTOPHIE BKJIAJBIBAIOT IOKYMEHTHI,
Kacarolluecs pelieHus OTAeIbHbIX BopocoB. Ha 06okkax nomemnarorcs GpaMuwing 1
WHUIIAATB] HCTIOTHUTENICH U YKa3aHNEe Ha KOHKPETHOE HalpaBJIeHUE €ro JIeATEIIbHOCTH,
Harpumep:
A.C. TepentbeB
N3roToBjieHHE H YCTAHOBKA CBETOBOH peKJIaMblI

B teueHune rosna B TakoM Iarke HAKaIIMBAIOTCS PA3JIMYHbIE JOKYMEHTBI, C KOTOPBIMU
OPUXOIUTCS paboTaTh CHENMAINCTY B paMKax JJaHHOU MpoOieMsl. B uncie qokymMeHToB
BCTPEYAIOTCs MMUCbMA-TIPEUI0KEHNUs, INCbMa-0TBETHI Ha IIPEIIIOKEHM, IMCbMa-pEKIaMaliiiy,
JIOTOBOPBI U IPUIIOKEHUS K JOTOBOPaM, aKThl, TPOTOKOJIBI U p. Eciiu cnenuanuct padoraet He
C OJIHOM OpraHU3alMel, TO BHYTPH AKX OH IOMEIIAET KAPTOHHBIE PA3JIEIUTENH C YKa3aHUEM
KOHKPETHBIX OpraHU3alnii-KOHTpareHToB. Korjga J0KyMEeHTOB CTAaHOBUTCS CIMIIKOM MHOTO,
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3aBOJAT BTOPYIO (TPETHIO U T.J.) MANKY C TAKOH K€ HAAMUCHIO U YKa3aHUEM, YTO 3TO BTOPOE
(TpeTbe U T.A.) AENO0:

A.C.TepentbeB
H3roroBieHne U YCTAHOBKA CBETOBOI peKaaMbl. Ne 2

B koHIe roga nanku nomeuaroTcs B mkKad, B OTACICHUs], TJI€ XPAHATCS TOKYMEHTbI
OIpEIEeIEHHBIX CIIELUATICTOB.

Taxoit opsiIoK XpaHeH!s! JOKYMEHTOB OOBSICHAIOT TEM, YTO UMEHHO TaK CHelHaIncTaM
y100HO paboTaTh C JOKYMEHTaMH B TEUEHHUE JICIONPON3BOICTBEHHOTO Ir0/1a, UCKATh JTOKYMEHTHI
1ocje OKOHYaHUs PabOThI C HUMHU M 00€CIIEUNBATh UX COXPAHHOCTb, TAK KaK KaXKIbIi
CIEIUAJINCT 3HAET CBOM BOIPOC U, 3HAYUT, CBOU JTOKYMEHTBHI.

Cornacusel 11 Bel ¢ Takum o0bsicHerneM? KTo B TakoMm citydae Oyner HecTH
OTBETCTBEHHOCTH 32 00ECIEeYeHHEe COXPAaHHOCTH JOKYMEHTOB? OOOCHYHTE CBOM OTBET.

16. B Teuenue rona y opraHu3aluu MOSBUIMCH HOBBIE HANIPABICHUS JESTEIBLHOCTH U
HOBBIE TapTHEpHl. HoBas pabota Obuia mopyueHa AByM otaenam. Kak crneacTBue, MOsBUIHCH
3HAYUTENILHOE KOJUYECTBO HOBBIX JIOKYMEHTOB, KOTOPbIE HE OBLIN MPEyCMOTPEHBI
JIEHCTBYIOIUMHI HOMEHKJIATYpaMH JIeJ1 JaHHBIX OT/IEJIOB.

PykoBoauTens opraHu3anuy CBOMM MPUKa30M 00s13a1 BHECTH U3MEHECHHS B
HOMEHKJIATypy Ziei. B pe3ynbrare 3TO CBENOCH K COCTABIECHUIO B CEPEIMHE I'0/1a HOBBIX
HOMEHKJIATyp el ABYX OTIENIOB. PyKOBOIUTENb OpraHu3aliy UX YTBEPAUIL.

[Touemy Takue neHCTBUS HE MOTYT OBITh MpU3HAHKI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBIICHUIO U OOPMIICHUIO HOMEHKIATYPHI Jie1 ObLITH HApYIICHbI?

17. Ilocne ommOOYHOTO YHUUTOKEHHS Psijia BaXKHBIX JIOKYMEHTOB B KOMITAHUU OBLIO
MPUHSTO pelIeHe O cO3aHuu 3KkcrnepTHO komuccuu (OK) u pazpaboTke BHyTPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOIIUX €€ ASITEIbHOCTD.

B neiicTByromuye KOpnopaTuBHbIE TOKYMEHTBI, PErJIaMEHTUPYIOLIUE 1EATEIbHOCTh
CITY>KOBI JIEJIOTPOU3BOJICTBA U MOPSIAOK pabOTHI C JOKYMEHTaMHU KOMIIAHUU OBbLTN J0OaBIIEHbI
COOTBETCTBYIOIUE pa3felibl, B KOTOPBIX OBLIN ONpEeAEIeHbI CTaTyC, COCTaB, IpaBa, 00I3aHHOCTH
OK 1 nopsi10k NpoBeIEHMSI IKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢ynxnun OK 6b110 BKITIOUEHO clieAyoliee:

- IpOBepKa MPaBUIBLHOCTH OPOPMIICHHS JOKYMEHTOB;

- y4eT JOKYMEHTOB;

- OIPEIENICHUs YCIOBUM XpaHEHUsI TOKYMEHTOB;

- IpoBepKa KauecTBa (OPMUPOBAHHUS JIETT;

- Y4eT el C IJIUTEbHBIMU CPOKaMH XpaHEHHUS,

- 0TOOp J1e)1 Ha XpaHEHHUE U YHUUTOXKEHHE;

- OIIPEJIEIIEHUE CPOKOB XPAaHEHUS JOKYMEHTOB;

- OIIPEJIEJIEHNE NIOJHOTHI COXPAHHOCTH JOKYMEHTOB KOMITAHUH.

Kakue Hapymenus 6b11M AoNyeHs! npyu co3aanuu DK ?

Kaxkue, na Bam B3y, GyHKIIMM HE COOTBETCTBYIOT Ha3HaueHHuto DK u He BXOAIT B
MOHSTHE «IKCIEPTU3a HEHHOCTU JOKYMEHTOB)?
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18. HacTp BXOJAIINUX U UCXOISAIIMX JOKYMEHTOB OpraHU3alliM MPE/ICTABICHA B
aneKTpoHHOH opMme. [Ipu moAroToBKe A€ K Mepenadye B apXuB BCTal BOIIPOC, B KAKOM BUJIE HX
HY>KHO CJIaBaTh: B BUJIEC IUCKOB WJIH IEPEBEICHHBIX HA OyMaXHYI0 OCHOBY TPaJIUIIMOHHBIX
JOKYMEHTOB.

CTOpOHHUKH TIepeBOia TOKYMEHTOB B TPAJAULUOHHYIO OyMaxHYIO (hopMy
MOTHUBHUPOBAIM CBOIO TOUKY 3PEHHSI TEM, YTO HE U3BECTHO, IO KaKoi (opMe T0JDKHA OBITH
COCTaBJICHA OIKCH HA AJICKTPOHHBIC JJOKYMEHTBI, U KaK OMPEIEITUTh CPOK UX XPAHCHUS.

Kaxk 651 Bol moctynwm B 1aHHOM citydae? MOKHO JIH ONIPEACIIUTD CPOKH XPaHCHHUSI
TaKUX IOKYMEHTOB U ()OpPMY OMHCH, IO KOTOPOH OHH MOTYT OBITh TIEPEIaHbl B apXUB?

IIpumep BapuaHTa TeCTOB AJI51 KOHTPOJIBbHOMI padoThI

Bapmuanr 1

1. [TpaBuna nesnonpous3BoACTBa B (peiepanbHBIX OpraHax UCIOJHUTEIbHON BIACTH U
Meronnyeckue pekOMEHJAlMM 1O pa3paboTKe MHCTPYKUMI 10 JIEJIONPOM3BOJICTBY B
(benepanbHbIX OpraHax UCHOIHUTEIbHOM BIACTH ObUIM MPUHSTHI B rofy.

Kakne wn3 MNEPCUUCIICHHBIX BOIIPOCOB MeTtoandeckue PEKOMCHAAINN PCKOMCHAYIOT
BKJIIOYUTH B MHCTPYKIUIO 11O ACTIOIIPOU3BOACTBY:

. IpaBUJIa COCTABJICHUS H OPOPMIICHHS TOKYMEHTOB

o MpaBHJia OpPraHU3aIMK JOKyMEHTO000poTa

o MpaBHUJIa PETUCTPALIUU U KOHTPOJIIS

o NpaBUiIa XpaHEHUS JOKYMEHTOB

o npaBuiia 00pabOTKU SIEKTPOHHBIX JOKYMEHTOB

o npaBuiia nepenadn (HakCUMHUIBHBIX COOOIIEHUM

o npaBUiIa XpaHEHHS AJIEKTPOHHBIX TOKYMEHTOB

1. OTMETBhTE B CIIMCKE TUTIOBBIE Ha3BaHUSI CITYKO JI€TOMPON3BO/ICTBA:
° Otnen nenonpou3BoICTBa

. Otnen nokyMmeHToo00poTa

o VYmpasrnenue genamu

° Kannenspus

J OO6mmuii ornen

. Perucrparypa

o Cekperapuar

J OTnen KagpoB U JeTONPON3BOICTBA

2. OTMmeThTe B CHHMCKE CTPYKTYpHOE IMOApa3JielieHne, KOTopoe pa3paldaThiBaeT

HHCcTpyK1IMIO IO AETONPOU3BOICTBY, U IOJKHOCTHOE JIMII0, KOTOPOE YTBEPKAAET 3TOT JOKYMEHT

e Cuyx06a JIOY
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e [Opunnueckas ciry:x0a opraHu3aluu

e KanpoBas ciry:x0a opranu3anuu

e Otaen Tpy/lia u 3apIuiaThl

e PykoBoauTens OpraHu3au

e PykoBoauTENb KOJJICTHAILHOTO OpTraHa

C Kakou aThI HayuHaeT IENUCTBOBATH
105 (6y/0) 7911 SO

4. IlponymepyiiTe MpaBUIbHYIO MOCJIEI0BATEIBLHOCTD IE€JIONPOU3BOICTBEHHBIX ONEepalui

0 MOATOTOBKE U 00pabOTKE UCXOISIINX TOKYMEHTOB:

pa3paboTKa MpoeKTa JIOKyMEHTa
odopmienue anpecara

3aroJIOBOK K TEKCTY

OTIIpaBKa

oopMIICHHE IPUITOKCHUS
MPOCTaBJICHUE OTMETKH 00 UCTIOJTHUTEIIES
BU3BI COI'JIaCOBAHUS

IIoAIMMCaHUuC

perucTpanus

. PGFI/ICTpaI_II/II/I IIOAJICIKAT .
BCC IIOCTYNIHUBHINC U OTIPABIIACMBIC JOKYMCHTbBI
TOJIBKO BHYTPCHHUC JOKYMCHTBI
TOJIBKO OIIEPAaTUBHBIC U CPOUYHBIC JOKYMCHTBI

TOJIBKO JOKYMCHTBI, IOCTYIIMBIINC U3 BBIICCTOANINX OpFaHI/ISaHI/Iﬁ n

OTIHPABJIIEMBIC UM

OeIax

JAOKYMCHTHI, Tpe6yfonme yueTa, UCITIOJIHCHUA U UCTIO0JIb30BAHUS B CIIPABOYHBIX

KOHTpOJ’[LHLIe BOIIPOCHI M 3aJJaHUA TJIs HpOMe)KyTO‘lHOﬁ aTTeCTAallMl II0 HTOramM
OCBOCHHUSA JUCIHUIIJINHBI:

1. OcobGeHHOCTH CHUCTEMBI IETIONPOU3BOICTBA B LIEHTPAIbHBIX YUpexaeHusax Poccun

XVI-XVI., XVIII, XIX BB.. HantpaBnenus u crocoObl palliOHaTU3aIMH JIETOMPOU3BOJICTBA B

yupexaenusx Poccun XIX - Hau. XX B.

2. HampasnieHus MorcKa panroHaIbHBIX (HOpM OpraHU3aIiH AeTONPON3BOICTBA B

1920-e roast

3. Poas HapkomaTa padoye-KpecTbSIHCKOM HHCIIEKIMH B CO3IaHUU

CHUCTEMBbI COBETCKOI'0 1¢JIONMPOU3BO/ICTBA.

4. Hau6os1ee 3HaunMBbIe pa3padoTKi aKIIMOHEPHOTo o0mecTBa «Oprerpoin,

HHcTUTyTAa TeXHUKH ynipaBJjieHus B 1920-e roasbl.
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5. XapakrepucTuka 1 3HaYeHHe «OOUIMX MPaBWJI JOKYMEHTALMH U
AoKyMeHTooOopoTa» (1931 r.)

6. IIporpammbl COBEpPIIICHCTBOBAHMS JICIOMPOU3BOJICTBA, IPUHATHIC HA
MexoTpacieBbix copemanusx 1941, 1960 rr.

7. HampaBneHUS TEOPETUYECKUX W MPUKIIATHBIX UCCIEI0BaHUI B 001acTH
COBEPIIICHCTBOBaHUS Aenonpon3BocTBa B 1970-1980-e rossi.

8. T'ocynapctBeHHOe perynupoBanue aenonpou3BoacTsa B 1990-e — 2000-e robt

9. HopmaTuBHO-MeTOANYECKHE JOKYMEHTHI MEXKOTPACIIEBOr0 JEHCTBUSA, KOTOpBIE
OIpEeNeNI0T COBPEMEHHYI0 OpPraHU3aluio padoThl ¢ JOKyMEHTaMH (HAaMMEHOBAaHUE IOKYMEHTa,
roJ] ero pa3paboTKH, KpaTKasi XapaKTePUCTUKA)

10. Opranmzanus ciryx0s1 JIOY. OcHoBHas 1eNb, 337241 U QYHKITUH CITYKOBI, €€
JIOJ>KHOCTHOM M YMCJIEHHBIN COCTaB.

11. TunoBbIe BUABI U CTPYKTYpPHI ciyx0 JOVY.

12. JIokanbpHbIE aKThI, pETJIaMEHTUPYIOIINE OPTaHU3AINIO JIeJIOMPOU3BOICTRA.
Haznauenwue, coctaB nndopmanuu, nopsaok pa3paboTKH U yTBEPKACHUS.

13. I/IHCTp}/'KI_[I/ISI o ACJIOIIPOU3BOJACTBY. Ha3HaquI/Ie, CTPYKTYypa TCKCTa, MNOPAAOK
HOArOTOBKH.

14. Ilonsartue «10KyMEHTO000pOT», IPUHLIUIIBI €T0 OpraHu3aluu. XapaKTepUCTUKU
JIOKyMEHTO000pOTa

15. Dransl nokyMmeHTOOOOpOoTa. Oniepaliuu, KOTOPbIE BBIIIOJIHAIOTCS NPH padboTe C
BXOJSLIMMU IOKyMEHTaMU

16. Dramnel okyMeHTOOO0poTa. Oneparu, KOTOpble BHIMOIHAIOTCS IpU padboTe ¢
UCXOJALIMMHU JOKYMEHTaMH

17. Dramnel JOKyMEHTOOOOpOTA. ONepalii, KOTOPbIE BHIIOIHSIIOTCS ¢ BHYTPEHHUMHU
JIOKyMEHTaMU

18. Perucrpanus J0KyMeHTOB, ee Ha3HaueHue. [IpaBuia perucrpanuu JOKYMEHTOB.
XapakTepucTUKa COBPEMEHHBIX PETUCTPALMOHHBIX (DOPM, cOCTaB MH(OPMALIUU U TIOPSAOK UX
3aI10JIHEHMSL.

19. TTonsTHS «perUCTpaIysl JOKYMEHTOBY, «HHICKCHPOBAHUE IOKYMEHTOB.
3HaueHue U rnpasuiia GOpMUPOBAHUS UHIEKCOB

20. 3naueHue KOHTPOJIA 3a CPOKaMH UCIOJHCHHUA AOKYMCHTOB B aIlllapaTe
YHpaBJICHUA. Tpe6OBaHI/I$I K OpraHu3anu KOHTPOJIA UCIIOJIHCHUA JOKYMCHTOB B
ACJIONIPOU3BOJACTBC. Baﬂaqn KOHTpOHBHOf/'I ACATCIIBHOCTH.

21. Cpoku UCTIOTHEHUS TOKYMEHTOB. TeXHOIOTUSI KOHTPOJIS 32 CPOKAMH UCIIOJIHEHUS
JIOKYMEHTOB.

22. 3akoHOAaTeIbHAs PeryIaMEHTAIUs M METOIHYECKOe 00eCIIeYeHIEe OpraHu3aIiuy
XpaHeHus JOKyMeHTOB B Poccuiickoit @enepannu.

23. OpraHu3zanus TeKyIIero XpaHeHus IOKyMEHTOB B JIEJIOMPONU3BOJICTBE
OpraHu3aliy U o0ecredeHne X COXPaHHOCTH
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24. HomeHkunatypa e, ee Ha3HaueHHe B JIeI0NPOU3BOICTBE. Buabl HOMEHKIATyp
nen, ux ocodeHHocTu. TpeOoBaHUa K HOMEHKJIATYpe Jell, UX 3aKpeIyIeHne B HOpPMaTHBHO-
METOJMYECKUX JOKYMEHTaX MEXOTPacI€BOI0 AEUCTBHUS.

25. MeTtouka coCTaBlIeHHsI HOMEHKIATYphI 1ei. [lopsinok odhopmienus,
COTJIaCOBAHUS U yTBEPKICHHSI HOMEHKIIATYpBhI JI€]1.

26. [IpaBuiia hopMUpOBaHUS B Jiesia JOKYMEHTOB Pa3IUYHbIX BUJIOB. [IpuHIUIIBI
CUCTeMaTU3allH IOKyMEHTOB BHYTpH JIEII.

27.Tlonarue ‘“‘PKcrepTr3a IEHHOCTH JOKYMEHTOB”. HopmaTuBHO-METOIUYECKHE
U TEOPETUYECKHE OCHOBBI IIPOBEICHUS AKCIIEPTU3bL. [IpUHIUIIBI U KPUTEPUU IKCIEPTU3BI
LIEHHOCTH JIOKYMEHTOB.

28. Opranuzanusi paOOTHI IO MPOBEACHUIO IKCIEPTH3bl LEHHOCTH JIOKYMEHTOB.
JloKkyMeHTHpOBaHHUE AeSITEILHOCTH SKCIEPTHON KOMUCCHH U 0(pOpMIICHHE €€ PE3yIbTaTOB.

29. Haznauenwue onucu nein. Bunel onuceit. [IpaBuiia cocraBieHus 1 0hOpMIICHHE
OIIHCH JIEJT CTPYKTYPHOTO MOIPa3ACICHHS.

30. OnepauHH 10 IOATOTOBKE JOKYMCHTOB K IIEPCAavUC B apXHUB OpraHU3alluu.

31. OcHoBHble TpeboBaHUs K 0ODOPMIICHUIO A€l IPU UX MOATOTOBKE IS Mepeaayu B
apxuB opranuzanuu. YactTuyHoe u nmoiaHoe opopmieHue.

6 YuyeOHO-MeTOAUYECKOEe U HH(pOPMALIMOHHOE O0ecTeYeHHue TUCIIUTTMHBI

6.1 Cnucoxk HCTOYHUKOB M JTUTEPATYPHI
Hcrounuku

Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM fene B Poccuiickoit
Oenepaunn»  //  [OnexktpoHHBIA  pecypc]. — M., 2019. - Pexum gocryma:
https://base.garant.ru/12137300/.

®enepanbublif 3akoH 0T 02.05.2006 Ne 59-@3 «O nopsiike paccMOTpeHHs oOparieHuit
rpaxnan Poccuiickoit ®enepanuny»// [InaekTpoHHslid pecype]. — M., 2019. — Pexum nocryna:
https://base.garant.ru/12146661/.

ITocranosnenue IlpaBurenscta PO ot 25.12.2014 Ne 1494 “O06 yTBepkaAeHUU MpaBUIl
oOMeHa JOKyYMEHTaMH B OJJIGKTPOHHOM BHJE TpU OpraHu3aluud HHGPOPMAIMOHHOTO
B3auMojeiictBua”//  [DnekTpoHHbii  pecypc]. — M., 2019. — Pexum nocrymna:
https://base.garant.ru/70832680/

HpaBI/ma ACIIOINIPOU3BOACTBA B TOCYAAPCTBCHHBIX OpraHax, OpraHax MECTHOI'O

camoynpasinenus, yTB. [Ipukaszom PocapxuBa ot 22.05.2019 Ne 71 // [DnexTpoHHBIH pecypc]. —

M., 2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

MCTOI{I/IHCCKHG PECKOMCHAAINU I10 pa3pa60TKe I/IHCTpYKI_II/Iﬁ o ACJIOIIPOU3BOJACTBY B
TOCYHAapCTBCHHBIX OpraHax, opraHax MECTHOI'0 CaMOYIIpaBJICHUA, YTB. HpI/IKaSOM POCEleI/IBa OoT
24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyna: http:/
http://www.consultant.ru/document/cons_doc LAW 373895/.



https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
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[IpumepHas HHCTPYKIHS IO JETIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Haumonanwsubiii ctanmapt Poccuiickoir ®@enepaunu. Cucrema
CTaHAapToB 1o uHGOpManuu, OHUOIMOTEYHOMY M H3JaTelbCKOMy neny. OpraHu3alnuoHHO-
pacnopsiuTenbHas ToKyMeHTanus. TpeboBaHus K 0opOpMIICHHIO JOKYMEHTOB // [ DIEKTPpOHHBIN
pecypc]. — M., 2019. Pexxum JIOCTYTIa:
http://www.consultant.ru/document/cons_doc LAW 216461/

I'OCT P HCO 15489-1-2019 HamumonanpHbii ctanmapT Poccuiickorn ®enepammm.
Cucrema craniapToB 1o uHpopMalyu, OHOIMOTEUHOMY | H3AaTeNbeKoMy aeny. Mupopman3us
U IOKyMeHTauus. YrpasieHue fokyMmentamu. Yacts 1. [Torarus u npuHuunsl. // [ DNeKTpOHHBINR
pecypc]. - M., 2021. Pexum JOCTYyIIa: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1e€70. TepMUHBI U OMpPEIETICHUS. -
[DneKTpOHHBIH pecypc]. — M., 2019. Pexxum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[Ipukaz MunkynsTypsl Poccum ot 31.03.2015 Ne 526 «O6 yTBepkAE€HUU MpaBUII
OpraHM3alMi XpaHEHHs, KOMIUIEKTOBAaHHUS, y4€Ta U HCIIOJIb30BaHMS JOKYMEHTOB ApPXUBHOIO
¢donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOMN
BJIACTH, OpPraHaX MECTHOTO CaMOYIIPABJICHUS M OpTaHU3amsIX» // [DIeKTpoHHbIH pecype]. — M.,
2019. — Pexxum nocrtymna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoTHUTEeIbHbIC HCTOYHNUKH

ITpuka3 MunTtpyaa Poccun ot 15.06.2020 N 3331 "O6 yTBepkaeHUN TPOHECCHOHATBHOTO
crangapra "CoenmuamucT MO OpraHU3allMOHHOMY M JOKYMEHTAllMOHHOMY O0€CHedeHUI0
yrpaBieHus: opranuzaiuein’// [DnekTponHbii pecypc]. — M., 2021. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

ITpodeccuonanbublit  crangapT «CHenuanucT 1O  YIPaBICHHIO JIOKyMEHTaluen
OpraHM3aln», YTBEPKICHHBIA IPUKa30M MMHHHCTEPCTBA TpyJa WM COLMAIBHOW 3aIUTHI
Poccuiickoit @eneparmu ot 10.05.2017 Ne 4161 // [DnekTponHsIit pecypc]. — M., 2019. — Pexxum
nocryma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxiaeHun IlepedHs THUIOBBIX
yIpaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3ymloluxcs B TIpolLecce AesTeIbHOCTU
rOCy/IapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPaBJICHUS U OpraHU3aluil, ¢ yKa3aHUEM

cpokoB ux xpaHeHus" (3apeructpupoBano B Munwcte Poccun 06.02.2020 N 57449) //


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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[ONeKTpOHHBIN pecypc]. - M., 2021. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBEpX IECHUU MNPUMEPHOTO
MOJIOXKEHUSI 00 3KCHEePTHON KoMmHccuM opraHu3zanuu” (3apeructpupoBaHo B MuHiocte
Poccun 15.06.2018 N 51357) // [Dnextponnsiii pecypc]. — M., 2021. — Pexum jgoctyna:
http://www.consultant.ru/document/cons_doc_LAW_ 300357/

Jluteparypa

beikoBa T.A. JloKyMEHTallMOHHOE  OOEcIlieYeHUEe  ympaBiieHUs  (JeI0mpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTyna:
http://znanium.com/go.php?id=942800/

BooOsuieBa M.I1. HekoTopsle 0cOOEHHOCTH COBPEMEHHOI0 NOKYMeHTooOopoTa // BectHuk PITY.
2015.  Ne2.  [Omexkrtponnmld  pecypc]. — M., 2019. — Pexum  pgocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/\Vestnik 2 15.pdf.

Beikoa T.A. O Hekoropwix npobiiemax cdepsl vOpaBieHHUs AOKYMEHTaMH B Poccuiickoit
Deneparyu // Bectauk PITY. 2014. Ne2. [DnekTpoHHsIii pecype]. — M., 2019. — Pexxum noctyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

6.2 IlepeueHb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHUKANIMOHHOM CeTH

«AHTepHeT»
- Tapant [DnexTpoHHbI pecypc]. — DmekTpoH. mad. — M., cop. 2013. — Pexxum pocryna:

http://www.garant.ru.
- KoncynberanT Ilmoc [OnekTpoHHBIN pecype]. — DnekTpoH. naH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.

6.3 IIpodeccuonaibHbie 6a3bl JAHHBIX U HHPOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k npodeccroHanbHbIM 6a3am naHHbIX: https:/liber.rsuh.ru/ru/bases
WubopmMalinoHHbIE CIIPABOYHBIE CUCTEMBI:

1. KoncynpranT [lmtoc
2. Tapant

7 MartepuajibHO-TeXHHYECKOe o0ecnevyeHne TUCIUIINHBI

Ayautopuu JUIsl IpOBEASHHUS JIEKIIMI U CEMUHAPCKUX 3aHATUH C TEXHUYECKUMU CPeICTBaMU
00yueHHs (MyJIbTUMEIUA-TIPOEKTOP (BUACONPOEKTOP), IKpaH (IIEPEHOCHOM WIIM CTAl[HOHAPHBIN)),
KOMIIBIOTEPHBIN KJIacc JUIsl MPOBeIeHNUs JTa00paTOPHBIX 3aHATUH.

1. Ilepeuens 1O


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
http://www.consultant.ru/
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Nent Haumenosanue 10 IIpousBogurens Crioco6
/n pacrpocTpaHeHUs
(ruyensuonnoe unu
c80600HO
pacnpocmpamsiemoe)
1. Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JUIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALEH3UOHHOE
4, Microsoft Office 2013 Microsoft JUIEH3MOHHOE
5. Windows 10 Pro Microsoft JIALIEH3NOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIMIICH3HOHHOE
8. Zoom Zoom JIMLIEH3UOHHOE

2. Hepeyens Bl u UCC

Nont HaumenoBanue
/m

1 | MexnayHaponusie pedepatuBHble HaykomeTpudeckue bJl, moctymHbie B paMkax
HaMOHAJILHOM noamucku B 2020 r.

Web of Science

Scopus

2 | [Ipodeccuonanpubie monHOTEKCTOBBIE b/, TOCTyHBIE B paMKaX HaIl[MOHATHHOU
moamucku B 2020 T.

XKypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuanst Taylor and Francis

3 | Ilpodeccuonanbublie momHoTekcTOBbIE B/

JSTOR

W3nanus mo oO1IecTBEHHBIM U T'yMaHUTApHBIM HayKam
DnekrponHas oubaunorexa Grebennikon.ru

4 | KoMnbploTepHbIE CIIPaBOYHBIE TIPABOBBIE CUCTEMBI
Koncynsrant Ilmroc,
l"apanT

8 ObecneyeHue 00pa3oBaTeJbLHOI0 MPoOLECCA JIs JIUI] C OTPAHUYEHHBIMH
BO3MOKHOCTSIMM 3/10POBbSI 1 HHBAJIU/I0B
B X0A¢ peam3anuu JUCHUIIIINHBI UCTIOJIB3YIOTCA CICAYIOMUC TOITOJTHUTCIIbHBIC
METOABI O6yquI/I$I, TEKYIIETO KOHTPOJIA YCIEBAEMOCTH H HpOMe)KYTOQHOﬁ arrecranmnuu
O6yanOH_[I/IXC$I B 3aBUCUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® IS CHEMNBIX U CIIa00BUAAIINX:
- JeKmuu O(OPMISIOTCS B BHJIE AJIEKTPOHHOTO JOKYMEHTA, IOCTYMHOTO C TOMOIIBIO
KOMITHIOTEPA CO CHEIUATU3UPOBAHHBIM TPOTrPAMMHBIM 00ECTICYCHHUEM;
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- THCBMEHHBIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHEIHMAIM3UPOBAHHBIM
IPOTPaMMHBIM 00ECTIEYCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrnieunBaeTcs UHANBUAYAIbHOE paBHOMEpPHOE ocBelleHue He menee 300 Jrokc;

- JUIS BBIIOJHEHUS 3aJaHHs TPH HEOOXOJUMOCTH TPEAOCTABISCTCS YBEIMYHMBAIOIICE
YCTPOHCTBO; BO3MOYKHO TAK)K€ MCII0JIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIINUX YCTPOUCTB;

- MUCHbMEHHBIE 3a7]aHNs O(POPMIISIOTCS YBEIIMYEHHBIM HIPUPTOM;

- 9K3aMEH M 3au4€T NPOBOASATCSA B YyCTHON (hOpME UM BBIIOJHSIOTCS B IMCbMEHHOM (opme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CIa0OCIBIIIAIINX:

- Jekuud O(OPMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JHOO MPedoCTaBIsAETCS
3BYKOYCWJIMBAIOLIAsl annapaTypa UHAXBUYaIbHOTO 110JIb30BaHMS;

- MUCHbMEHHBIE 3a[aHUs BBITTOJIHSIIOTCS Ha KOMITBIOTEPE B MUCbMEHHOM (hopme;

- 3K3aMEH U 3a4€T ITPOBOJIATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOKHO IIPOBE/ICHUE
B (hopMe TECTUPOBAHUSI.

® IS JIUL C HAPYIICHUSMH OTIOPHO-/IBUTATEILHOTO ammapaTra:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMITHIOTEPA CO CHEIHMATHN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeueHHEM;

- TIHUCBMEHHBIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEeYeHUEM;

- 9K3aMeH M 3au4€T MPOBOAATCS B YCTHOU (hopMe UM BBIOJIHSIIOTCSA B TUCbMEHHON (hopme Ha
KOMITBIOTEPE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAECTCs yBETUUYEHUE BPEMEHH /IS IOATOTOBKU OTBETA.

[Iponienypa  mpoBefeHMsT  NPOMEXKYTOYHOM  aTTecTamuu Uit OOyJaromIuxcs
YCTaHABIMBACTCSI C Y4YETOM HUX MHIUBUAYAIbHBIX IMCUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTEeCTAIHsI MOKET TPOBOJAUTHCS B HECKOIBKO ITAIIOB.

IIpu npoBeneHNH NpPOLEAYPHl OLEHUBAHUS PE3yIbTaTOB OOyUYEHMs HMpPEAyCMaTpUBaETCs
UCTIOJIb30BAaHNE TEXHUYECKHX CPEACTB, HEOOXOAMMBIX B CBSI3M C HWHIWBUAYAIbHBIMU
0COOEHHOCTAMH 00yUaroIuXcs. TH CPEACTBA MOTYT ObITh IIPEJOCTABIEHBl YHUBEPCUTETOM, WU
MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[IpoBenenne mpoueAypbl OLIEHUBAHUA  pe3ylbTaToB  OOy4deHUs  JIOMyCKAaeTcss ¢
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHIA.

ObecneunBaeTcs A0CTyN K MH(MOPMAIMOHHBIM U OuMOIHOrpauyeckuM pecypcaMm B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B ¢gopMmax, aJalTUPOBAHHBIX K OTPaHUYEHHUSM HX
3/I0pOBbsI U BOCTIPUSTHS HHPOPMALIU:

® IS CJIEIIBIX U CIA0OBUISAIIUX:

- B [Ie4aTHOM (hopMe YBEITMYEHHBIM HIPUPTOM;
- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayauodaiina.

® I TUIYXUX U CTA0O0CTBIIIANTNX:

- B IeyaTHOH opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e Ui O0yYaroIUXCs ¢ HAPYIICHUSIMU OMTOPHO-IBUTATEIBHOTO arapara:
- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

VY4eOHble ayAUTOPUH IS BCEX BUIOB KOHTAKTHOW M CaMOCTOSITEIIbHON pabOTHI, HaydHast
O6ubnMoTeKa M MHbIE MOMEIIEHUs sl 0Oy4eHUs! OCHAIICHBI CIEIHabHBIM 000pYAOBaHHEM U
y4eOHBIMH MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUICHUS:

® IS CHEMNBIX U CIIa00BUAAIINX:

- YCTPOMCTBOM Il CKaHUPOBaHUs U uTeHus ¢ kamepoil SARA CE;

- mucrieeM bpaiins PAC Mate 20;

- npuntepoM bpaitns EmBraille ViewPlus;
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® Ui TJIYXHX M CIa0O0CIbIIAIINX:
- aBTOMATU3MPOBAHHBIM pPA0OYMM MECTOM JUISl JIIOJCH C HapylIeHHeM clyXa |
CJ1a00CIbIIIAIINX;
- aKyCTHUYECKUH YCUIIUTENb U KOJIOHKH;
e U 00yYarOUIMXCs C HAPYIIEHUSIMU OIIOPHO-/ABUTaTENILHOIO anapara:
- IePEABMKHBIMU, PETyJINPYyEMbIMHU 3proHomuueckumu napramu CHU-1,
- KOMIIBIOTEPHON TEXHUKOMN CO CIIEHUAIBHBIM IPOrPAMMHBIM 00ECTICYCHHEM.

9 MeTtoanuyeckne MaTepualbl

9.1 Ilnanbl Ja0OpaTOPHBIX 3aHATHIA.

I[lnanbl JgadopaTopHbIX 3aHATHH. MeToauyecKue yKa3aHMsl 10 OPraHM3alUU M
NPOBeIeHUI0

Br16op Tem nabopaTopHbIX 3aHATHIT 00yCIOBIIEH OOLIUM COJEpKaHUEM Kypca U HalleJIeH
Ha YIIyOJIEHHOE N3YYEHHE €r0 OTJENbHBIX Pa3/IesIoB.

[Inan naGopaTOpHBIX 3aHATUH BKJIIOYAET JBa pasjena: "OpraHuzaunus U TEXHOJIOTHUS
JIETIOTIPOU3BOJICTBA B YUPEKACHUSAX JOpeBotolinoHHoN Poccun" n "Opranuzanus 1 TEXHOJIOTH
COBPEMEHHOTO JICJIONPOU3BOACTBA" .

Lenp nabopaToOpHBIX 3aHATUNA - 3aKpelyIeHHWE CTYJEHTAaMU TEOPETUYECKUX 3HAHUU
JIEKIIMOHHOTO Kypca W (OpPMHUpPOBAHHE MPAKTUYECKUX HABBIKOB OpraHU3allMUd COBPEMEHHOMN
CIIyObI JIeJIOTPOU3BOJICTBA, MPUEMOB M METOAOB TEXHOJOTHH paboOThl C JOKYMEHTaMU B
YIpaBIEHYECKOM ammapare.

B pe3ynbrare BeinonHeHNs 1a00paTOPHBIX 3aHATUN CTYEHTHI JOKHBI

3HATh:

J XapakTepHble 0COOEHHOCTH OPraHU3alMU padOThI C JOKYMEHTAMHU B YUPEXKIECHUAX
Poccuu B pa3innyuHble HCTOPUUYECKHE IIEPUOIBI, B3AUMOCBS3b 3THX IIPOLIECCOB C TOCYJapCTBEHHBIM
anmnapaTtoM yIpaBlICHUS;

. COBpEMEHHbIE TPEeOOBAHUS K JIOKyMEHTAllMOHHOMY OOECHEYEHHUIO YNpaBJICHUS B
YUpexRIACHUAX U opranusanuax Poccuiickon Penepauny;

. HNPUHIUIBI OPraHU3aluy JOKYMEHTAIIMOHHOTO 00ecieueHus YIpaBIeHMs;

YMETB:

. OpPraHU30BBIBATH CIYKObI TOKYMEHTALIMOHHOTO 00eCcneueH s yIpaBiIeHus;

. pa3pabaTbiBaTh JIOKaJbHbIE HOPMATHUBHBIE AKThl MU HOPMAaTHBHO-METOAWYECKHE

JIOKYMEHTHI (TIOJIOKEHHS, MHCTPYKIIUU U T.J.) TIO BEJCHUIO JOKYMEHTAIIMOHHOTO OOeCreueHus

yIpaBJICHUS
. BBITNOJHATH KJIIOUEBbIE TEXHOJOTHYECKHE ONepalny B paboTe ¢ JOKYMEHTaMH;
BIIAJICTh:
. IpaBUJIaMU OpTaHU3AIMK BCEX 3TAIOB pabOThI C JOKYMEHTAMU;
. METO/IaMU MPOBEICHUS aHAJIM3a OPraHU3alUU JOKYMEHTAIIHOHHOTO 00eCeueHHs
yIIPaBJICHUS;

° METOdaMHU ONITUMHU3AIIUN JOKYMCHTAIHMOHHBIX ITPOILIECCOB.
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[lonroroBka Kk 5abOpaTOpHBIM 3aHATHUSM OCHOBaHA Ha CaMOCTOSITEIbHOW padoTe
CTYJICHTOB 10 U3yUYEHHUIO JICKIIMOHHOTO Kypca, ICTOUHUKOB U JIUTEPATYPbl, PEKOMEHJOBAaHHBIX K
KaXJIOMY 3aHSATHUIO.

PA3JIEJI 1. OPTAHU3AIUA JEJIOITPOU3BOACTBA B YUPEXKIEHUAX
JTOPEBOJIIOIIMOHHOM POCCHUH

1.1.  JlenonpousBoactBo B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBoactBo B yupexaeHuax Poccuu X VIII B.
1.3.  JlenonpousBonactso B yupexacHusx XIX - Hau. XX B.

PA3JIEJ 2. OPTAHM3ALA COBPEMEHHOTI'O
JAEJOITPON3BOACTBA

2.1. Opranuzanus ciayxObl 1€JI0MPOU3BOICTBA

2.2.  Opranuzanus JOKyMEHT000O0poTa

2.3. Perucrtpanus 10KyMEHTOB.

2.4. Homenknarypa jaen

2.5. [loaroToBKa JOKYMEHTOB K MOCJIEAYIONIEMY XPAHEHUIO U UCIIOJIb30BAHUIO
2.6. CocraBiieHrn€e UHCTPYKIUU 10 JAEIONPOU3BOICTBY

PA3JIEJI 1. OPTAHU3ALIUS JEJIONPOU3BO/ICTBA B YUPEKIEHUS
NOPEBOJIIOLIMOHHOM POCCUHN

Tema 1.1. /lesionpoun3BoacTBo B yupexaeHusax Pycckoro rocygapersa XVI-XVII BB.
— 4 gaca.

3AJIAHUA
1. U3yuuts Cyneonuk 1550 r. u Coboproe ynoxenue 1649 r. Ilo 3TuM akTam BBISIBUTH:

* CTPYKTYpPY OpraHOB IOCyJapCTBEHHOI'O YIIPABJICHNUS;
* COCTaB U JOJKHOCTHBIE 00S3aHHOCTH "CITYKUIIBIX JTFOACH".
* HallpaBJICHUS perjaMeHTaluu paboThl C TOKYMEHTAMHU.

2. HSyLII/ITB CXCMY OpraHu3an UCIIOJIHCHHUA JOKYMCHTOB B IPUKA3HOM
ACJIOIPOU3BOJACTBE.

3. [Ipoananu3upoBaTh NEPBUYHBIM KOMILJIEKC JOKYyMEHTOB (Ha MpUMeEpe Jea Mo
yenobutHoit Skosa lletmnosa B [lomecTHOM npukase) U yACHUTH TOPAIOK GOPMUPOBAHUS
Jena.

VKA3AHMS 110 BBITIOJTHEHWIO 3AJAHUM
1. WMsyuute Cynebnux 1550 r., CobopHoe ynoxxenue 1649 r. u yscHUTe cieayroiee:

¢ COCTaB JIMII "BCpH_II/IBH_II/IX Cy'ﬂ" U JOKYMCHTHPOBABHIUX ACATCIILHOCTL CyJa;

¢ IMIOPAJOK MoJa4Yr, paCCMOTPEHUSA U UCITOJTHCHUA '—IGJ’IO6I/ITHI)IX;



34

* MOPSZIOK BEJICHUS PETUCTPAMOHHBIX (popM miist "CymHBIX nen'”;

¢ OTBCTCTBCHHOCTD 3a MOAACIIKY JOKYMCHTOB U H€I[O6pOCOBeCTHOC OTHOIICHHUEC K
JOJXKHOCTHBIM 00S13aHHOCTSIM.

2. PaccMoTpuTe cxeMy NMpOX0KI€HUS U UCTIOJIHEHUS JOKYMEHTOB B IIpUKa3ax U
CZIeJIaiiTe BBIBOJ O COCTABE TEXHOJIOTMUYECKUX ONEPALUN ¢ JOKYMEHTaMH, IPUMEHSIBIINXCS B
IIPUKA3HOM CHCTEME JI€JI0NPOU3BOICTBA.

3. O3nakoMbTech ¢ nenom [ToMecTHOrO Npukasa no yenodutHoi SAxosa lllernnora u
COTIOCTaBBTE MOCIIEIOBATEIHFHOCTh PACCMOTPEHHMS M PEIISHUS BOIIPOCA U TTOCJIEI0BATEILHOCTh
pacmoJIoKeHUs JOKyMEHTOB B jene. Onpenennure KpalHUE JaThl eja i 0COOCHHOCTH
JIOKYMEHTHUPOBAHUSI.

KOHTPOJIBHBIE BOITPOCHI
1. Ilepeuncnure 0COOEHHOCTH CUCTEMBI JI€JIONPOU3BOJICTBA B LICHTPATIbHBIX
yupexaenusx Poccun XVI-XVII BB.

2. HazoBurte 3aKOHOAATCIIbHO PCTIIAMCHTHPOBAHHBIC 0053aHHOCTH "CJ'IY)KI/IJ'IBIX J'IIO,Z[CI‘/'I" B
pa60Te C JOKYMCHTaMHU.

3. Kakue oneparuu B paboTte ¢ JOKyMEHTaMu c(hOPMUPOBAIHCH B TIPUKA3HOM
JIETIOTPOU3BOJICTBE?

4. JlaiiTe XapaKTEpPUCTUKY CTOJIOIIOBOM (POPMBI I€TOMPOU3BOJICTBA KAK TEXHUKH
JIOKYMEHTHUPOBaHUs U (HOPMHUPOBAHHUS JIETI.

5. Koryia Obl1a BBeieHa U KOrja OblIa OTMEHEHA CTONI010Bas (popMa JAeI0IPOU3BOACTBA?

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTalMOHHOE  oOecredeHue  yrpaBlieHUs  (AeI0NpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. — Pexxum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 1.2. Jlenonpoussoactso B yupexaeHusix Poccuu XVIII B. — 4 gaca.

3AJIAHIMA

1. Usyuuts ['enepanbubiii persameHT 1720 . UM BBIABUTH OCHOBHBIE TpeOOBaHMS K
OpraHM3aliy J1eJO0MPOU3BOJCTBA B KOJUIETHUAX M JOJKHOCTHBIE OOSI3aHHOCTH KaHUEISPCKUX
CIIy’KallHX.

2. MH3yunTh cXeMy HCIIOIHEHHS JOKYMEHTOB B KOJUICTHSX.

3. MWzyuuts "Yupexnenue i yrnpamieHus ryoepHuii" 1775 T., BBISIBUTH OCHOBHBIE
TpeOOBaHUS K OpraHU3alMM JEJIONPOU3BOJCTBA B MECTHBIX YUPEKIEHUSIX U JOJDKHOCTHBIE
00513aHHOCTH KaHLIEISIPCKUX CITY>KaIlHX.

4. I/ISYI-II/ITB CXCMY UCHOJHCHUA JOKYMCHTOB B MCCTHBIX YUPCIKICHUAX.

5. HpoaHaJ'II/ISI/IpOBaTB €10, C(I)OpMI/IpOBaHHOC B MCCTHBIX YUPCIKACHUAX.
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YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUI
1. W3yuus "I'enepanbHblii perinament 1720 r., ysiCHUTE cilenytouiee:

1.1.  cTpyKTypy KOJIEruy;

1.2. [OMKHOCTHOHW COCTAaB KaHLEIAPCKUX CITY>KaIIHX;

1.3. 00s3aHHOCTH KaHILEISIPCKHUX CITYXKaIUX;

1.4. mnopsaoK mosydyeHus JOKYMEHTOB B KOJIJICTHSX;

1.5. mnopsmok paccMOTpeHHUs: JOKYMEHTOB B KOJUIETHUSIX;

1.6. opranuzanus U TEXHOJIOTHUS PETUCTPALIUU JOKYMEHTOB;
1.7. mocTpoeHHE CripaBOYHO-UH(DOPMAIIMOHHOTO aIapara;
1.8.  cpoKM HCIOTHEHUS JOKYMEHTOB;

1.9. opranuzanuo XpaHEeHUsS JOKYMEHTOB B KOJUICTHSX.

2. I/I?,yLII/ITC CXCMY UCIHOJHCHHA JOKYMCHTOB B KOJIJICTUAX U BBIIBUTC COCTAB
JACJIOIIPOU3BOJACTBCHHBIX onepauﬂﬁ.

3. UzyuuB "OO6uiee rydbepHckoe yupexaenue " 1775 r., onpexnenure:

3.1. CTPYKTYPY KaHLCIAPUH, ,HOH)I(HOCTHOﬁ COCTaB KaHICIAPCKUX CIIYKAIUX, UX
0053aHHOCTH B pa60Te C JOKYMCHTAaMU;

3.2.  TEXHOJOTHIO pabOTHI C JOKYMEHTAMHU:
3.2.1. mopsA0OK NepBUYHOI 00pabOTKH MOCTYIUBIINX TOKYMEHTOB;

3.2.2. TEXHOJOTHS PETUCTPAIMU JTOKYMEHTOB: IPUMEHSIEMbIC PETUCTPAIIHOHHBIC
(GopMBbI, UX Ha3HAUEHUE U COCTaB MH(OPMALINY;

3.2.3. TOpAAOK PaCCMOTPEHUS T0KYMEHTOB;

3.2.4. TOpPSAAOK UCIIOJIHEHUS JOKYMEHTOB;

3.2.5. TEXHOJOTHIO KOHTPOJIS 32 UCIIOJIHEHUEM JJOKYMEHTOB;

3.2.6. MOpSAAOK OTIPABKH TOKYMEHTOB;

3.2.7. opraHuzalyio XpaHEHUs! JOKYMEHTOB B MECTHBIX YUPEXKIECHUSIX.

4, I/I?,yLII/ITe CXEMY HUCHOJHCHHA JOKYMCHTOB B MCCTHBIX YUPCIKACHUAX U BHIABHUTEC
COCTaB ACJIOIIPOU3BOACTBCHHBIX onepaunﬁ.

5. PaccmotpuTte nena mectHbix yupexxaenuit X VIII B., oOparure BHuMaHue Ha
odopmieHre 00JI0XKKH Jie]1a, COCTaB JOKYMEHTOB JI€J1a, 10CIE10BaTEIbHOCTh UX PACIIONI0KEHNUS,
HOPSIOK M CPOKU PACCMOTPEHUS IOKYMEHTOB, YSICHUTE IPUHIUIIBI ()OPMHUPOBAHUS /€.

KOHTPOJIBHBIE BOITPOCBI
1. CpaBHHTE cHCTEMY IPUKA3HOTO U KOJIJIEKCKOTO JEJIONPOU3BO/ICTBA, OOBICHUTE
Haubosee XapaKkTepHbIE OTIUYHUS.
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2. Ilepeuncnure HOBBIE AEIONPOU3BOACTBEHHBIC ONIEPALMH, BO3ZHHUKIINE B
yupexaenusax XVIII B.

3. Ilepeuncnute 0053aHHOCTHU J1€JIONPOU3BOICTBEHHOI CITy>KOBI 110 OTOTOBKE
JIOKYMEHTOB K apXMBHOMY XpaHEHHIO (110 3akoHy 1775 r.).

4. Ha3zoBuTE 3aKOHOJIATEIbHBIN aKT, KOTOPHIM BIIEPBbIE ObLI ONPEIEIICH CPOK XPaHECHUS
JIOKYMEHTOB B TEKYIIEM JCIIONPOU3BOCTBE (10 CAAYM JOKYMEHTOB B aPXHB).

5. HazoBurte XapaKTCPHBIC YEPThI CHUCTEMBI PETUCTPALIMU JOKYMCHTOB B KOJIJICTHUAX.

NCTOUYHUKHU U JIMTEPATYPA

beikoBa T.A. JlokyMeHTalMOHHOE  oOecHevYeHHue  yhpaBieHHS  (JEIOMpPOM3BOICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocooue/ T.A. beikoBa, T.B. Ky3uenosa. -2-¢ u3a. nepepad. u
JIOII. - MockBa: HNudpa-M, 2018. -304 C. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 1.3. JlesonpousBoactso B yupexaeHusix XIX - nau. XX B. — 8 yacos.

SAJAHUSA

1. Mzyunts "O0mee yupexacane Muauctepcts” 1811 1. ¥ yACHUTH OCHOBHBIC
TpeOOBaHUS K OpraHU3aIiH JIEIOMPOU3BOJICTBA B IICHTPAIBHBIX YUPEKICHUAX, a TAKKE
JOJIKHOCTHBIE 00S3aHHOCTH KAHIEISAPCKUX YNHOBHHUKOB.

2. [Ipoananu3upoBath 0cCOOEHHOCTH (GOPMUPOBAHUS A€l B yupexkaeHusax XIX - naa. XX

3. U3yuuts "llonoxeHue o MIChbMOBOJICTBE U JIEJIONPOU3BOJICTBE B BOCHHOM BEIOMCTBE"
1911 r. ¥ BBISIBUTH OCHOBHBIE HAIPaBJICHUS pallMOHATN3aLUHU JAEJIONPOU3BOJICTBA.

4. N3yunth cxemy ucrnoyiHeHus 1okyMeHToB B Kanuenspuu [loneunrens MOCKOBCKOTO
y4eOHOT0 OKpyTa.

5. O3HaKOMHTHLCS C JAOKYMCHTaMU KaHHeJ’IprI/II/I ITonmeunTenss MOCKOBCKOTO yqe6H0ro
OKpYyTa 1 BbIABUTL 3JICMCHTLI pallHOHAJIN3AallUU ITPOoLecCa NX UCITIOJIHCHU.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. W3yuus "OO0uee yupexaenue Munuctepets” 1811 r., onpenenure cienyrouee:

1.1. opranu3anMoOHHYIO CTPYKTYpy MUHHUCTEPCTBA;

1.2. cTpyKTypy IOenonpon3BOACTBEHHON CITYKOBI;

1.3. opraHu3anuio J0KyMeHT0000poTa:

1.3.1. mopsimok mocTymieHus JoKyMeHToB: B Kanuenspuio MunmucTpa; B jenapTaMeHThl;

1.3.2. OopraHu3anuvio ABMKCHUSA JOKYMCHTOB, HAIIPABJICHHBIX B KAHICIIAPUIO MUHUCTPA ;
B ﬂeHapTaMCHT; B CoBert MHHUCTpA: B 0611166 MNPUCYTCTBUC ACTIAPTAMCHTA, B Oco0nie
YCTAHOBJICHUA ,


http://znanium.com/go.php?id=942800/
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1.3.3. mopsa0K MCTIOTHEHHST JOKYMEHTOB: B Kanuensapuu munuctpa; B Jlenapramenrax;
1.4. opranuzanuio ¥ TEXHOJIOTHIO PErUCTPALINH;

1.5. opranuzanuio KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB (PEBU3U);

1.6. mopsimox (hopMHUPOBAHHUS JIET;

1.7. opranuzanuio XxpaHeHus JOKYMEHTOB;

1.8. Ha3HaueHWE OTYCTOB.

2. O3HaKOMBTECH C Jieiamu yupexaennii XIX B., oOpatute BHEMaHuE Ha ohopmiIeHHE
00JIOKKH JieN1a, COCTaB JOKYMEHTOB Jieja, OCIE0BATEeIbHOCTh UX PACTIOIOKEHUS, TOPSIIOK U
CPOK PacCMOTPEHHUSI TOKYMEHTOB.

3. Uzyuure "IlonoxeHne o NMCbMOBOJACTBE U JAEJIONPOU3BOICTBE B BOECHHOM
BegomMctBe" 1911 r. u 0OpaTuTe BHUMAHKE HA:

3.1. pernameHTaIMIO MPUMEHSIEMBIX BUJOB JOKYMEHTOB;

3.2. ynopsijoueHHEe NPaBUJ COCTABIIEHUS U O(POPMIIEHUS JOKYMEHTOB;
3.3. peryiaMeHTaIuIo ClpaBOYHO-MHPOPMAIIMOHHOTO (HOHIA;

3.4. MeXaHU3AIHIO JICJIONPOU3BOJICTB;

3.5.0praHu3ainuio ONEepPaTUBHOTO U APXUBHOTO XPAaHCHHUS JOKYMEHTOB.

Ha ocHose pPacCMOTPCHUA ICPCUUCIICHHBIX BOIIPOCOB cz[enaﬁTe BBIBOJ O HAIIPABJICHUAX
panuoHaIn3alnuu JCJI0pPOrU3BOACTBA B BOCHHOM BCIOMCTBC.

4. TlpoananusupyiiTe cXeMy OpraHM3alMU  JEJIONPOM3BOACTBA B  KaHuensapuu
[Torreuntenss MOCKOBCKOTO Y4eOHOTO OKpyTa M CHIEIalTe BBIBOJ O CIIOCO0AX palMOHAIH3AINN
ATaIOB UCIOJHEHUS TOKYMEHTOB U MOATOTOBKHA OTBETHOTO JOKYMEHTA B ’TOM YUPEKICHUH.

5. O3nakoMbTeCh ¢ KOJUIEKITHEH nokymeHToB Kanuensipuu IloneunTtenss MockoBckoro
y4eOHOro OKpyra, oopariasi BHUMaHHE Ha:

. AJIEMEHTHI MEXaHU3UPOBAHHON 00pabOTKH TOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJTy4YE€HUH, HAIIPaBJIEHUH HA UCTIOJHEHHE U UCTIOJTHEHUH JOKYMEHTOB);

. XapakTep pe30IroLui;

. CHOCOOBI COCTaBJICHUS MPOEKTA JOKYMEHTA;
. 3JIEMEHTbI YHU(PHUKAIIUN TEKCTa TOKYMEHTa;
. BU/IbI OJTAHKOB U CITIOCOOBI UX U3TOTOBJICHUS.

CrenaiiTe BbIBOJI 00 OCHOBHBIX M BCTIOMOTATEIHHBIX HAIIPABICHUSIX PallMOHATN3AINN
IIPOLIECCOB PACCMOTPEHMSI U UCTIOJTHEHUS IOKyMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHHUTE CHCTEMY KOJUIEKCKOTO M MUHUCTEPCKOTO (MCIIOJIHUTEIHLHOTO)
JIEIIONPOU3BOJICTBA, OOBICHUTE HanOoJIee XapaKTePHbIE OTIUYUSI.

2. Kak pa3BuBasiach CTpyKTypa JIeI0NpOU3BOJICTBEHHOH Ci1yKObl MUHHCTEPCTBA B
nepBoi nosoBuHe XIX B., 4eM OHa OTJIMYAIACH OT KOJUIEKCKOM?
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3. HazoBute ocHOBHBIE TpeOOBaHUS K OpraHU3AIMH JTOKYMEHTO000pOTa B
muHucTeperBax XIX B. Ha kakue OCHOBHbBIE JOKYMEHTOIIOTOKU PA3IEISUINCh TOKYMEHTHI B
MUHHCTEPCTBAX?

4. HazoBure xapakTepHble YepThl CUCTEMBI PETUCTPAIIMH JOKYMEHTOB B
MUHHCTEPCTBAX?

5. B kaxoii popme ocyIecTBIIsIICS KOHTPOJIb 3a UCIIOJHEHUEM IOKYMEHTOB B
CUCTEME MUHHUCTEPCKOTO JEIONPOU3BOCTBA?

6. HazoBuTe 0co0eHHOCTH OpraHU3aluy XpaHeHUsI TOKYMEHTOB B JIEJIONIPOU3BOJICTBE
MUHHUCTEPCTB.
1. HazoBute HanpaBieHUs ¥ CIIOCOOBI pallOHATH3AINH JISTIONPOU3BOJICTBA B

yupexaenusax XIX - Hau. XX B.

NCTOUYHUKU U JINTEPATYPA

beikoBa T.A. JloKyMEHTallMOHHOE  OOEcCIlieYeHUEe  ympaBiieHUS  (JIeI0mpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JOII. - MockBa: HNudpa-M, 2018. -304 C. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3ALIASI COBPEMEHHOI'O
JEJONPOMU3BOCTBA

Tema 2.1. Opranuszanms ciay:k0bl 1eJ10NPOU3BOACTBA — 12 yacos.

3AJJAHUA
1. Usyunts TpeGoBaHMs JEHCTBYIOMIMX HOPMATHBHBIX AaKTOB M  HOPMATHBHO-
METOMYECKHUX JOKYMEHTOB K OPraHU3all1, CTPYKTYPE U PYHKIIMSIM CITy>KOBbI 1€JI0TPOU3BO/ICTBA.

2. TIpoaHaIM3MpOBaTh  OPraHW3AlMI0  CIyXKOBI  JIENONPOU3BOJCTBA B yCJIOBHOM
OpraHM3al1H U BBIIBUTH €€ 0COOEHHOCTH.

3. IMoAroToBUTH CXeMy OpPraHM3alMOHHON CTPYKTYPBI 1€J0NPOU3BOACTBEHHOM CITyKObI B
YCJIOBHOM OpPTraHU3alvu.

4. Pazpa6orats [Tonoxenue o ciaysxkbe JeI0MPOU3BOICTBA YCIOBHOM OpraHU3alkHg.

5. Pa3paboTaTh IOIKHOCTHBIE MHCTPYKIMH PabOTHHKAM CIyKObI JEIONPOM3BOICTBA
YCJIOBHOM OpPTraHU3alUu.

YKA3AHUA 10O BBITTOJIHEHWIO 3AIAHUUN

1. 3yunte KpaTKyro XapakTepHCTHKY JESTENBHOCTH YCIOBHON OPraHU3aliK, BBIICHUTE
0COOEHHOCTH OpPraHU3aIMH JI€I0IPOU3BOICTBEHHOM CITyKObI, €€ HECOOTBETCTBUE COBPEMEHHBIM
TpeOOBaHUAM IO CTATYyCy, NOAYNHEHHOCTH, HAUMEHOBAHUSIM CTPYKTYPHBIX YacTel, UX COCTaBy.
AprymMeHTHpyiTe OTBET.

2. TloAroToBbTE CXEMY OPraHU3allMOHHONM CTPYKTYpBl CIYKObI J€JONPOH3BOJICTBA
YCIIOBHOH OpraHu3anuy, 3apuKcupyiTe MoJYMHEHHOCTh CIYkKO0 U CTPYKTYPHBIX OJpa3IeICHUM.


http://znanium.com/go.php?id=942800/
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JUis Kakaoro CTpyKTYPHOIO MOJPA3/ENECHUS U ydacTKa CIIy:KObl JEONPOU3BOJICTBA HA CXEME
buKcupyercs BUI MOAYUHEHHOCTH (MIpsiMasi aIMUHUCTPAaTUBHAS UK MeToanyeckas). O6ocHyliTe
HaMMEHOBAHME U ITOJYMHEHHOCTb KaXXJI0I0 CTPYKTYPHOTI'O ITOAPA3/ICIICHHUS.

3. Ha ocnose IIpuMepHOro INONOKEHUS O CIyXOe JIeNONpOM3BOJACTBA pa3paboTaiite
cTpyKTypy Tekcta [lonokeHust o ciyxOe JelIonpou3BOACTBA YCIOBHOW OpraHu3anuu. TeKkcT
MOJIOXKCHHS JIOJDKCH COJIEp)KaTh KOHKpETHbIC (OPMYJIUPOBKM 3ajgad, (YHKIMHA, I[paB,
00s13aHHOCTEH U B3aMMOOTHOIICHHI cITyKO0bI. Ciienyer odopmuts [Tonoxenne Ha oOiem O1aHkKe,
OIPEICTUTh MOPSIOK €ro COrJIaCOBAHUS U YTBEPXKICHHUS (COCTAB CTPYKTYPHBIX TOApa3ICICHUH 1
JIOJDKHOCTh PYKOBOJHUTEJSI, YTBEPKIAIOIIETO JOKYMEHT). APryMEHTUPYHTE CBOM MPEIIOKECHHUS
1o npoekty I[lonoxxeHus.

4. PaspaGoTaiiTe JOUKHOCTHBIE MHCTPYKIMH Ha BECh JOJDKHOCTHOM ~ cocTaB
JIeJIONPOU3BOJCTBEHHON — CITy>KObl ~ yCIIOBHOM  opraHuzanuu. Ha ocHOBe moOJyuyeHHbIX
WHIMBUYAJIbHBIX 3aJJaHUN pa3paboTaiiTe CTPYyKTYpy TEKCTa M COCTaB Pa3JesioB JOJKHOCTHON
UHCTpyKUuuu. OOpaTuTe BHUMAHHUE, 4TO NpU (HOPMYIMPOBKE JOJKHOCTHBIX 0O0s3aHHOCTEN
COTPYAHHKOB, CJIEIYET COTJacoBaTh X C OCHOBHBIMH 33/la4aMi M (QYHKIUSMH CIyXOBI (T.€. ¢
tekctoM [lonoxenust). B pasgene "B3aumooTHomieHus, CBA3M" ClENyeT 3aKpENUTh
B3aUMO/ICHCTBHS PAOOTHUKOB CITYKObI M MX CBSI3U HAa YPOBHE NPEACTABICHHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. Ilepeuncnute CTPYKTYpHBIE YacTHU CIIyKObl JAEJIONPOU3BOACTBA B OpraHU3aLUAX
Pa3IMYHBIX YPOBHEU yIIPABIICHMUS.

2. Ilepeunciure AEUCTBYIONIUE TOKYMEHTHI, ONIPEICIISIONINE 3a1a91 U (YHKIIHH CITYKOBI
JIETTONTPOU3BOJICTBA.

3. HazoBute TpeOoBaHUS K CTPYKType U coctaBy mHpopmanuu [lomoxkeHust o ciryxoe
JIEJIONPOU3BOJICTBA; TOJKHOCTHON MHCTPYKITUH.

NCTOUYHUKU U JINTEPATYPA
IIpaBuna [enompou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHaXx MECTHOIO

camoynpasinenus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [OnexTpoHHBIH pecypc]. —

M., 2021. — Pesxum moctyma: http:// https://base.garant.ru/72291836/.

Metoanyeckre peKOMEHAAluu MO pa3paboTKe HWHCTPYKIMHA MO JEeNIONPOU3BOJICTBY B
rOCy/apCTBEHHBIX OpraHax, opraHax MECTHOTO caMOyIlpaBieHHus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199 // [Dmextponnsiii pecypc]. — M., 2021. — Pexxum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHast MHCTPYKLHUSA 110 AETONPOU3BOICTBY B rOCYAAPCTBEHHBIX OpraHU3aIMsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc_LAW 305137/.

I'OCT P 7.0.97-2016. HammonansHbni ctangapt Poccuiickoit ®epepanun. Cucrema

CTaHJapTOB MO WHGOpMAIMK, OMOTUOTEUHOMY W H3AATENbCKOMY neny. OpraHu3anuoHHO-


http://www.consultant.ru/document/cons_doc_LAW_305137/
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pacnopsiiuTeNnbHas JoKyMeHTarus. TpeboBanus kK 0OPMIICHUIO TOKYMEHTOB // [ DIEKTpOHHBIN
pecypc]. — M., 2019. Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 HamumonanpHbii ctanmapT Poccuiickori ®enepammm.
Cucrema ctanaapToB 1o uHGOpMaIK, OMOINOTEUHOMY U H3AaTeabcKkoMy nery. Mudopman3us
U IOKyMeHTauus. YpasieHue fokyMmentamu. Yacts 1. [Tonarus u npuHunsl. // [DNeKTpOHHBINR
pecypc]. — M., 2021. Pexum JOCTyTa: http://
http://www.consultant.ru/document/cons_doc_LAW_329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE A€10. TepMUHBI U ONpEaCTICHUS. -
[DneKTpOHHBIN pecypc]. — M., 2019. Pexxum JIOCTYTIA:

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

[Ipukaz MunkynsTypsl Poccum ot 31.03.2015 Ne 526 «O6 yTBepkKACHUU MpaBUII
OpraHHU3ali XpaHEHHS, KOMIUIEKTOBAHUS, Y4e€Ta U HCIOIb30BAaHUS JOKYMEHTOB APXHUBHOTO
donna Poccuiickoit denepanu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpPraHaX MECTHOTO CaMOYIIPABJICHUS M OpTaHU3ausIX» // [DIeKTpoHHbIH pecype]. — M.,
2019. — Pexxum nocrtymna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Mpuka3 MunTtpyna Poccun ot 15.06.2020 N 3331 "O06 yTBepKaeHIH TPOPECCHOHATHHOTO
craggapta "CroeuuanucT MO OpPraHU3allMOHHOMY U JOKYMEHTAI[MOHHOMY 00eCHedYeHUIO
yopaBieHus: opranuzanueit''// [Dnektponnblii pecypc]. — M., 2021. — Pexum poctyma:

http://www.consultant.ru/document/cons_doc_LAW _357714/.

[Ipodeccuonanbupiii  crannapr «CHeUMaTUCT MO  YHPaBICHUIO JIOKyMEHTalMen
OpraHM3aln», YTBEP)KICHHBIA IPUKa30M MMHHHCTEPCTBA TpyJa M COLMAIBHOW 3aIUTHI
Poccuiickoii @eneparun ot 10.05.2017 Ne 4161 // [DnexktponHsbIi pecypc]. — M., 2019. — Pexum
nocryna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTaMOHHOE  oOOeclieYeHue  yMpaBJIeHUs  (JIETOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nernosa. -2-e uza. nepepab. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexxum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opranu3anusi J0KyMeHT0000poTa — 8 4acoB.

3ATTAHUS
1. I/I3y1H/ITB COBpPCMCHHBIC Tpe60BaHI/ISI K OpraHn3anuun I[OKYMCHTOO60p0Ta B
OopraHu3aluiax, yYpCxKJACHUAX U Ha NPCAIIPUATHIX.

2. W3yuuth u npoaHaIn3upOBaTh OPraHU3ALNIO0 JOKYMEHTOO00pOTa B YCIIOBHOM
OpraHH3aIiH.


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

41

3. M3yuuTh KpaTKyO XapaKTEpUCTUKY AEATEIbHOCTH LEHTPAIBHOIO anmnapara
YCJIOBHOM OPTaHU3allMU U COCTABUThH ONEPOTrPAMMBbI JIBUKEHUS BXOISAIIEH, UCXOIAIIEH U
BHYTPEHHEN JOKYMEHTALUU.

4. TlopcunTarh 00BEM JOKYMEHTOOO0POTA YCIOBHOM OpraHM3aliy 3a TOJI.

VYKA3AHMSA 110 BBIIIOJHEHHWIO 3AJAHUM
N3yuute [IpaBuna aenonpous3BOJCTBa B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO

camoynpaBiienusi, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71; Meroauueckue
PEKOMEHIalluu 10 Pa3padOTKe MHCTPYKIIMIA MO IEIONPOU3BOJCTBY B FOCYAapCTBEHHBIX OpraHax,
OopraHax MECTHOro camoymnpasieHus, yTB. Ilpuxazom PocapxuBa ot 24.12.2020 Ne 199;
[IpuMepHyI0 MHCTPYKIMIO MO JEJIONPOU3BOJICTBY B TOCYJApPCTBEHHBIX OpraHu3anusx (yTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44. CnenaiiTe BbIBOJ O CTEIEHM peEIrIaMEHTAIlMU B
HOPMATUBHBIX JOKYMEHTaX OOIIMX MPHUHIIUIIOB OpraHu3alud JOKYMEHTOOOOpOTa, MpaBUI

IPOXOXACHUS TOKYMEHTOB, METOIMKH MOJICUETa TIOKYMEHTO000POTA.
1. Ha npumepe omnmcaHus JOKyMEHTOOOOPOTA YCJIOBHOM OPraHM3alliH BBIIBUTE €TO

OCOOCHHOCTH H OmmpeaACIMTC HECOOTBCTCTBUC OpraHHU3alluN I[OKYMGHTOO60pOTa B IIaHHOﬁ
OopraHusanuvu Tpe6OBaHI/I$IM HOPMAaTHUBHBIX JOKYMCHTOB.

2. CocraBbTe OIeporpaMmebl ABUKCHUSA JOKYMCHTOB B YCHOBHOﬁ OopraHu3aluu. I[JIH 9TOro
OmnpeaAcCIMTE COCTAB NOJKHOCTHBIX JIML, YHACTBYIOIIHX B 06pa60T1<e 1 UCIIOJIHCHUHN JOKYMCHTOB,
nocCJICJ0BAaTCIIbHOCTD onepaunﬁ 110 06pa60T1<e JAOKYMCHTOB;, H3YYUTC CXCEMblI JIBUKCHHUS
JAOKYMCHTOIIOTOKOB B YCHOBHOﬁ OpraHu3anuu.

OneporpaMMa ABUXKCHUA BXOIAMIUX HOKYMCHTOB HOJDKHA OTPAa3uThb TIICPCMCEIICHUSA
JAOKYMCHTOB OT MOMCHTA ITpUcMa 10 MOAMIMBKHU UX B ACJIO MTOCJIC 3aBCPHICHUS UCITOJIHCHUA.

OneporpaMMa HUCXOOAIUX JOKYMCHTOB JOJDKHA OTPa3vuTh NCPEMECIICHUA JOKYMCHTOB OT
MOMCHTA MMOATOTOBKHU UX IMPOCKTOB A0 OTHPABKHU U3 YUPCIKACHU .

OneporpamMma JBM)KEHHSI BHYTPEHHUX JIOKyYMEHTOB (Ha INpUMeEpe MpHKa3za) J0JKHA
OTpa3UTh NMEPEMEILECHUS TOKYMEHTOB OT MOMEHTA OJITOTOBKU MPOEKTa JOKYMEHTA JI0 TIOJIINBKU
B JIETIO.

N3y4ynB cocTaB M KOJMYECTBO IIOJYYEHHBIX, OTIIPABJICHHBIX W BHYTPEHHUX JIOKyMEHTOB
YCIIOBHO OpraHM3aluy, nojacuuraiite o0bem ee J0KyMeHT0000poTa 3a roJl.

KOHTPOJIBHBIE BOITPOCHI
1. [aiiTe onpeneneHue MOHIATHS " TOKYMEHTOO00POT" .

2. Ilepeuncnute OCHOBHBIE TPeOOBAHUS K OPraHU3aIUNA JJOKYMEHTO000pOTa B
OpraHu3aLUsX.

3. IlepeuncnuTe npaBuiia yyera JOKyMEHTOOO0POTA.
4. HazoBuTe TpeOOBaHMS K MMPOXOXKIECHUIO U UCTIOJIHEHUIO BXOSALINX IOKYMEHTOB.

5. HazoBuTte 3Tamnsl MPOXOKACHUA U UCIIOJIHCHUS UCXOJAIINX U BHYTPCHHUX
JAOKYMCHTOB.
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6. [lepeuncnure npaBuia nepegadn J0OKYMEHTOB BHYTPH YUPEKICHUS.

NCTOYHUKU N JINTEPATYPA
[IpaBuiia  A€IONPOM3BOACTBA B TIOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOIO

camoynpasnenus, yTB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [DnexkTponHsIii pecypc].

— M., 2021. — Pesxxum poctyna: http:// https://base.garant.ru/72291836/.

Metoanueckie PpEeKOMEHJAMK 10 pa3paboTKe MHCTPYKIHUH IO JETONPOU3BOACTBY B
roCyIapCTBEHHBIX OpraHax, opraHax MECTHOro caMmoyIpasiienus, yTB. [Ipukaszom Pocapxusa
ot 24.12.2020 Ne 199 // [Dnektponusiii pecypc]. — M., 2021. — Pexxum goctyma: http://
http://www.consultant.ru/document/cons_doc LAW_ 373895/.

[TpuMepHass HTHCTPYKIHUS TIO JEJIONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpPraHU3aIMsIX,
y1B. IIpukaszom PocapxuBa ot 11.04.2018 Ne 44) // [DOnextponHbli pecypc]. — M., 2019.

Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonanbuslii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB Mo MH(pOpMammu, OHMOIMOTEYHOMY W M3JATeNIbCKOMY neiny. OpraHu3airoHHO-
pacropsauTenbHas JAOKyMeHTanus. TpeGoBanust K O(QOpPMIICHHIO JIOKyMEHTOB //
[DJ1eKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTYTIA:

http://www.consultant.ru/document/cons doc LAW 216461/.

'OCT P MCO 15489-1-2019 HanumonanwHsiii ctanaapt Poccuiickoit @eneparnmn. Cucrema
CTaHAapTOB MO HHQOpMaIK, OUOIHOTEUHOMY M U3JaTenbckoMy neny. Mubopmardus u
JOKyMeHTalusa. YrmpasieHue pokymentamu. Yacte 1. TloHstus w npuHOUnbL. //
[DnekTpoHHBIH pecypcl]. - M., 2021. Pexxum JIOCTyTa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO M apXUBHOE Jien0. TepMUHBI M ONpeaeieHus.-
[DN1eKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTyTa:

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

e [Ipuka3 MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O6 yTBepkA€HUHU NPaBUIJI OpraHU3aluu

XpaHCHUA, KOMIUICKTOBAHUA, YUYCTa U HUCIHOJIB30BAHUA IOOKYMCHTOB ApXI/IBHOFO (1)OH,[[21
Poccniickoit denepanuu M ApyruxX apXUBHBIX JOKYMEHTOB B OpraHax IOCYyIapCTBEHHOU
BJIaCTHU, OpraHax MCCTHOI'0O CaMOYIIPABJICHUA U OpTaHU3ALAAX> // [QHGKTpOHHLIfI pecypc]. —
M., 2019. — Pexxum nocrtyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

I_[OHOJIHI/[TCJII)HBIC HCTOYHUKH


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/
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e [Ipuka3z Muntpyna Poccun ot 15.06.2020 N 333u "OO0 yTBepkaeHun npoheccCruoHaIbHOTO
cragaapta "CrneuuaaucTt MO OpPraHU3allIOHHOMY W JOKYMEHTAIlMOHHOMY O00€CleYeHHIO
yropaplieHus: opranusanueit// [OnekTpoHHbd pecypc]. — M., 2021. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

e [locranosnenue IlpaButenbctBa PD ot 15.06.2009 Ne 477 «O6 yrBepxkacHuu I[IpaBun
JIEIONPOU3BOJCTBA B (DelepaabHBIX OpraHaxX HCIOJHUTEIBHON BiIacTw»// [DIEKTPOHHBIN
pecypc]. - M., 2019. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

o [TocranoBnenue [IpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBepkIeHUU TIPaBHII OOMEHa
JOKYMEHTaMHd B JJICKTPOHHOM  BHJE TpU  OpraHm3alue  HWH()OPMAIMOHHOTO

B3auMojieiictBua’’//  [DnexTpoHHblii pecypc]. — M., 2019. — Pexum goctyna:
https://base.garant.ru/70832680/.

e brikoBa T.A. JlokymMeHTalMOHHOE OOECTCYCHHE YIpaBiICHUS  (JI€JIOMPOU3BOJICTBO)
[DnexTpoHHbIH pecypc]; yauedHoe mocobue/ T.A. boikosa, T.B. Ky3nenosa. -2-e uza. nepepab.
u gom. — MockBa: Hadpa-M, 2018. -304 c. - Pexum gocryna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 yaca.

3AIAHUS

1. HSy‘II/ITb Tpe60BaHI/I${ HOPMAaTUBHO-MCTOAUYCCKHUX HOKYMCHTOB K PpCErucrpanuu M
IMOCTPOCHHUIO I/IHCI)OpMaI_II/IOHHO'CHpaBO‘{HOI‘O aliriapara.

2. 3aperI/ICTpI/IpOBaTB HECKOJIBKO JOKYMCHTOB, IIPCJIOKCHHBIX IMPCIIOAAaBaATCIICM.

3. O3HaKOMHBIIKCH C ONMKMCAHMEM TEXHOJIOTHHM PETHCTPALMU JOKYMEHTOB B YCIOBHOM
opraHusanuu, pa3zpaboTatb W O0OOCHOBATh NPEUIOKEHHS IO PALMOHAIBHOM OpraHu3aluu
peructpanuu ¥ MHGOPMaIIMOHHO-CIIPAaBOYHON PaOOTHI.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. U3yunre IIpaBuna nenonpon3BoACTBa B TOCYTaPCTBEHHBIX OPraHax, OpraHax MECTHOIO
camoynpasinenus (paszgensl I, V), Meronnueckue pexkoMeH1aluu 1Mo pa3paboTKe UHCTPYKLIUI
[0 JIeJONPOU3BOJICTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOyIpaBlieHUS,
[IpyMepHyI0 MHCTPYKIHUIO MO JAEIONPOU3BOJACTBY B TOCYJapCTBEHHBIX OpraHu3anusx (yTB.
[Tpuxazom PocapxuBa ot 11.04.2018 Ne 44. OOpaTute BHUMaHHE Ha COCTaB JOKYMEHTOB,
NOJJIEKALIUX PETUCTPALMU, MOCIEA0BATENBHOCTh PACIIONOKEHHSI COCTABHBIX YacTed MHIAEKCa
JIOKYMEHTa, TpaBuiia GOpMHUPOBAHUS HHPOPMALMOHHO-CIIPABOYHBIX 0a3 JaHHBIX.

2. 3aperucTpupyire TMpeIoKeHHbIE JIOKYMEHTBI, 00paTuB o0co0oe BHHMAaHHE Ha
PETUCTPALIMIO MHULIMATUBHBIX U OTBETHBIX ITUCEM.

3. IlpoaHanu3upyiiTe NOPSAJOK PETUCTPALUM JOKYMEHTOB B YCIOBHOW OpraHM3allvu.
OTMeTHB OCOOEHHOCTH OpTraHM3allMM U TEXHOJOTHMH PEruCTpalud JOKYMEHTOB B YCJIOBHOM
OpraHu3aluy, ONpeesnTe UX HepoctaTku. Ha ocHOBe MpoOBENEHHOIO aHanu3a U TpeOOBaHUMI
HOPMAaTHUBHO-METO/IUYECKUX JIOKYMEHTOB pa3paloTaiiTe NpeyIokKEeHUsI IO OpraHu3aluu
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PETrUCTpaly JOKYMEHTOB M IOCTPOEHHUIO0 HHPOPMAIIMOHHO-CIIPABOYHOTO anmnapara B yCJIOBHON
OpraHu3aIu.

KOHTPOJIBHBIE BOITPOCHI
1. Uto Takoe peructpanus 1okyMmeHToB? Kakue 3ajaum pemaroTcs B 1€I0NPOU3BOACTBE
C ITIOMOUIBIO ATOM orepanuu’?

2. Kakue TOKyMEHThI OIJIE’KAT PErucTpaluun?

3. KakoB 00s13aTenbHbII COCTaB PEKBU3UTOB IPH PErUCTpaIun’?
4. B yeM OCHOBHOW MPUHIUI PETUCTPALIU?

5. KakoBbl OCHOBHBIE ITpaBUJIa MHAECKCAIIUHN IOKYMEHTOB?

6. Kakoe npenMyI11ecTBO UMEET CIIEUAINCT IPU PETUCTPALUU JOKYMEHTA B
ABTOMATHU3UPOBAHHBIX CUCTEMAX 110 CPABHEHHUIO C TPAIULMOHHBIMU METOAAMU?

NCTOUYHUKU U JIMTEPATYPA
IIpaBuiia nenonmponsBOJACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoynpasinenusi, yTB. [Ipukasom PocapxuBa ot 22.05.2019 Ne 71 // [DnekTpoHHBIH pecypc]. —

M., 2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/.

Meroandeckue peKOMEHIAIMU IO pa3paboTKe HHCTPYKIHMM 1O JETOMpPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO caMoyImpaBieHnus, yTB. [Ipukaszom Pocapxupa ot
24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexum noctyma: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKLHKSA 110 AETONPOU3BOICTBY B rOCYAAPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hauuonansubiii crangapt Poccuiickoit ®enepanuun. Cucrema
CTaHJapTOB MO HHPOPMALMK, OMOTUOTEUHOMY W H3AATENbCKOMY jaeny. OpraHu3anuoHHO-
pacnopsauTenbHas JoKyMeHTanus. TpeboBaHus K opopMIIEHHIO JOKYMEHTOB // [ DIeKTpOHHBIN
pecypc]. — M., 2019. Pexum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P HCO 15489-1-2019 HanumonanwHelii ctanaapt Poccuiickoit ®enepanui.
Cucrema craniapToB 1o uHpopMmaiu, 6M0IMOTEeUHOMY U H3/aTesbekomy aeny. Mupopman3us
U IOKyMeHTalus. YpasieHue fokyMmeHntamu. Yacts 1. [ToHaTus u npuHunsl. // [DneKTpoHHBIN
pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE A€10. TEpMUHBI U ONpPEICTCHUS. -
[OneKTpOHHBII pecypc]. — M., 2019. Pexum J0CTyma:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

beikoBa T.A. JloKyMEHTallMOHHOE  OOECIieYeHUE  ympaBiieHUS  (JeI0mpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3nerona. -2-¢ u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyna:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranusanusi TeKylero XpaHeHus1 JIOKYMeHTOB — 8 4acos.

3AJJAHUA

1. I/I3y‘~II/ITL Tpe6OBaHI/I$I HOPMATUBHBIX aKTOB 1 HOPMAaTUBHO-MCTOJUYICCKUX
JOKYMEHTOB K COCTABJICHHIO U O)OPMIICHHIO HOMEHKJIIATYPbI JIEI.

2. W3yunuTh BO3MOKHOCTH MCIIOJIb30BaHMSI IEPEUHS CO CPOKAMH XPaHEHUS JOKYMEHTOB
B JICJIONPOU3BOICTBE OPraHU3aLNN.

3. HpOﬂHaJ'II/ISI/IpOBaTL KOHKPCETHYIO HOMCHKJIATYPY ACJI YCHOBHOﬁ OpraHu3anuu u
BBISIBUTE OLIMOKH B €€ COCTaBJIEHUH U OQ)OpMHeHI/II/I.

4. CocTaBuTh HOMCHKIIATYPYy ACJI YCHOBHOﬁ OpraHu3anuu.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. U3yuure [IpaBuina nenonpousBoCcTBa B FOCYJapCTBEHHBIX OPraHax, OpraHax MECTHOTO
camoynpasieHus (pazgen 6,7), Merogudeckue peKOMEHIANN 10 pa3pabOTKe WHCTPYKIUN IO
JIeTIOTIPOU3BOJICTBY B TOCYJIApCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpPaBJICHHUS
(mpunoxenus: 13-23), [lonoxxeHrne O MOPSAKE U CPOKAX XPAaHEHUS JTOKYMEHTOB aKIMOHEPHBIX
obmiects, [IpuMepHYI0 MHCTPYKIHIO MO AETIONPOU3BOICTBY B TOCYJAPCTBEHHBIX OPTaHU3AIMIX
(yTB. IIpuxazom Pocapxusa ot 11.04.2018 Ne 44) VsacuuTte cienyrouiee:

. BU/Ibl HOMEHKJIATYP JEIT;

. TUIIBI HOMEHKJIATYp J1eN (K1acCu(pUKAIMOHHBIE CXEMBI);

. npaBuia GopMyIUPOBaHUS 3ar0JI0OBKOB J€;

. VCTOYHUKHU YCTaHOBJIEHHS CPOKOB XPaHEHUS JOKYMEHTOB;

. IpaBuUJia CUCTEMATHU3allMH U UHAEKCAIUH 3ar0JIOBKOB JET;

. npaBuiia 0pOPMIIEHHUS, IOUCAHUS, COTJIACOBAHUS U YTBEPKACHUS
J HOMEHKJIATyphbl JIe.

2. U3yunte yka3aHus 1o npuMeHeHuto [lepeyHs TUIOBBIX ypaBIeHUYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yroIuXcs B MIPOLECCE AEITEIbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYTIPABJICHHs U OPTaHU3aLMI, C YKa3aHWEM CPOKOB XPaHEHHUS U BBISICHUTE:

® MOPAAOK NPUMEHCHU IIEPEUYHA B JCJIOIIPONU3BOJICTBE,
° I[I/I(b(l)epeHI_[HaI_II/HO CPOKOB XpaHCHU NOKYMCHTOB I10 I'pyIIIIaM OpFaHI/I3aI_II/II71;
° CXCMY IIOCTPOCHHUS IICPCUHA U €TI0 Hay‘{HO-CHpaBO‘-IHLIﬁ arrapar.

3. HpO&H&HHBprﬁTe KOHKPCTHYIO HOMCHKJIATYPY ACII yCJ'IOBHOI71 OopraHnu3anunu, BbIABUTC
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HEJOCTaTKU €€ coiepKaHus U 0OPMIICHHS, TPOUUTIOCTPUPOBAB KaXK/bIA U3 HUX MPUMEPOM.

4. Vzyuurte CTPYKTYpy M COCTaB JOKYMEHTAIBHOTO (pOHJA YCIOBHOW OpPraHM3aluH M

pazpaboTaiite KiIacCH(PHUKAIMOHHYIO CXeMy HOMeHKIatypsl nen. Odopmure ee B BUe CrHCKa

CTPYKTYPHBIX IIOAPA3ACICHUNA C WMHAECKCAMHU, PACIIOJIOKEHHBIMH II0 CTEINEHU 3HAYMMOCTH.

O6paTI/ITe BHUMAaHHUEC Ha TO, 4YTO CXEMa KHaCCI/I(I)I/IKaL[I/II/I JO0JIDKHa COOTBCTCTBOBATH rJaBHOM

tabsnue Ilepeynss TUIIOBBIX JOKYMEHTOB CO CPOKaMHU XpaHEHHUSI.

CocraBbTe HOMEHKJIATYpy JeJI YCJIOBHOH OpraHusaunuy, s 4ero: chopMyIupynte

3aroJIOBKM €1 B COOTBCTCTBHU C YCTaHOBJICHHBIMH Tpe6OBaHI/I${MI/I N YCTAaHOBHUTC CpPOKHU

XpaHEHUs Jell MO TMEepeuHI0; MPOBEIUTE CHCTEMaTH3allhi0 3aroyioBkoB gen. Odopmure
HOMEHKJIaTypy Jell Ha oOmeM OJlaHKe YCIOBHOW OpraHu3aliu IO YCTaHOBJIEHHOH ¢opwme,
OTIpEeIeNIUTE COCTaB JOJKHOCTHBIX JIUL], KOTOPbIE TOJKHBI €€ 3aBU3UPOBATh U YTBEPIUTh.

KOHTPOJIBHBIE BOITPOCHI
1. [aiiTe onpeneineHue HOMEHKIIATYPHI €I

2. OxapakTepu3yuTe MpUMEHEHNE Pa3IUYHBIX BUJOB HOMEHKJIATYPHI JIE]I.

3. [lepeuncnure TpeGoBaHus K GOPMYIUPOBKE 3ar0JIOBKOB JIE]I B HOMEHKJIATYPE.
4. Ilepeuncnure TpeOOBaHUS K CUCTEMATHU3AIIMU 3ar0JIOBKOB JIeJl B HOMEHKJIIATYpe.
5. Kak o6pazyeTcs uHIeKC Jielia B HOMEHKIIaType?

6. Kak HCIIOJIB3YCTCA NEPCUCHb JOKYMCHTOB C YKa3aHHEM CPOKOB XPpaHCHUS B

JIeTIOTPOU3BOJICTBE?

7. KakoBbl 3Tansl pa3pabOTKU HOMEHKIATYPHI €717

8. KaxoB cpok JeiicTBHS HOMEHKIATYPhI J1e1?

NCTOYHUKU N JIMTEPATYPA
®enepanbhbiil 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM zene B Poccuiickoit

Oeneparun» //  [OnektpoHHbBlid  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

[IpaBuna Jnenompou3BOJACTBA B TIOCYJIApCTBEHHBIX OpraHax, oOpraHax MECTHOIO
camoymnpasnenus, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnexTpoHHBIN

pecype]. — M., 2021. — Pesxum moctymna: http:// https://base.garant.ru/72291836/.

MGTOHI/I‘IGCKI/IC PCKOMEHAAINU 110 pa3pa60TKe I/IHCTp}IKI_[I/Iﬁ o ACJIOIpOU3BOJACTBY B
TOCYJApCTBECHHBIX OpraHax, oOpraHax MECTHOI'O CaMOYIIpaBJICHUA, YTB. HpI/IKaSOM
Pocapxusa ot 24.12.2020 Ne 199 // [DnexkTponnsrIii pecypc]. — M., 2021. — Pexxum qoctyma:
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

IIpumepHass WMHCTPYKUMS 1O  JEJONPOM3BOACTBY B  TIOCYAapCTBEHHBIX

opranmzarusax, yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIN
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pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW 305137/.

5. TOCT P HCO 15489-1-2019 Haumonaneubsii crangapt Poccuiickoit denepanuu.
Cucrema crangaptoB 1o wuHdopmanuu, OUOIMOTEUHOMY M HU3JIATEIBCKOMY JEIy.
Nudopman3us u mokymeHtanms. YmpasieHue aokymeHTamu. Yacte 1. Ilonstus u
npuHOUObL. //  [DnekTpoHHbId pecypc]. — M., 2021. Pexum pocryma: http:/
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

6. TOCT P 7.0.8-2013 [1enonpou3BOACTBO U apXUBHOE JIe710. TepMHUHBI U ONPEACICHHUS. -
[D5eKTpOHHBIN pecypc]. — M., 2019. Pexxum JIOCTYTIA:

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

7. Tlpuka3 MunkynaeTypel Poccum ot 31.03.2015 Ne 526 «OO06 yTBep)kKJIE€HUU MpaBHII
OpraHM3alMy XpaHEHWUS, KOMIUIEKTOBAaHHUS, Yy4e€Ta U HCIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii @enepannu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
TOCYJapCTBEHHON BJIACTH, OpraHaX MECTHOTO CaMOYIIPAaBICHHWs W OpraHu3auusx» //
[DJ1eKTpOHHBIN pecypc]. - M., 2019. - Pexum JOCTYyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

8. Ilpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkaeHuu Ilepedns TUIOBBIX
YIPABICHYECKUX APXHBHBIX JTOKYMEHTOB, OOpa3yIOLIMXCS B MpPOIECCe EATETLHOCTH
rOCy/IapCTBEHHBIX OPraHoOB, OPraHOB MECTHOIO CaMOYIIPaBJIEHMUsS U OpraHM3aluil, c
yKazaHueM cpokoB ux xpaneHus" (3apeructpupoBano B Muntocre Poccun 06.02.2020 N
57449) /| [DnexktpoHHslii pecypc]. — M., 2021. — Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW 345020/

9. Ilpuxa3 PocapxuBa ot 11.04.2018 N 43 "OO yTBepXkIACHUU MPUMEPHOTO
MOJIOKEHUSI 00 OJKCHEPTHOM KOMHUCCUU opraHu3anuu’ (3aperucTpupoBaHo B
Mumntocte Poccun 15.06.2018 N 51357) // [Dnextponnsiit pecype]. — M., 2021. —
Pexxum noctyma: http://www.consultant.ru/document/cons_ doc LAW 300357/

10. beikoBa T.A. JlokyMeHTaIMOHHOE OOECIICYCHHE YIPaBJICHUS (JACIOTPON3BOICTBO)
[OnexTpoHHbIii pecypc]; yueOHoe mocobue/ T.A. beikoa, T.B. Ky3snenosa. -2-e u3n.
nepepad. u gon. — MockBa: Wudpa-M, 2018. -304 c. — Pexum gocryma:
http://znanium.com/go.php?id=942800/

9.2 MeroanyecKue peKOMEHIANUH M0 MOATO0TOBKE MUCbMEHHBIX padoT

B nporecce oOyuenus ctynentsl PITY BBITIONHSIOT pa3Hbie BUABI MHCHEMEHHBIX pa0oT.

OCHOBHBIMU TIENISIMU TUCBMEHHBIX pa0OT B By3€ SBISIOTCS:

* 3aKpEIUICHUE MOTYYEHHBIX 3HAHUI MO CMENUaIbHOCTH, IPUMEHEHNUE 3TUX 3HAHUU MPU
perieHnr TpodhecCUOHATBHBIX 3a7a4;

* pa3BUTHE HABBHIKOB BEJICHHS CAMOCTOSTEIHLHON paOOTHI, OBJIAICHHE METOTUKAMH 1
MPUHLMIIAMHA CAMOCTOSITEIBHON UCCIIE0BATEIbCKON AEATEIIbHOCTH;
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* (popmHupoBaHUE YMEHUS TPAMOTHO U JIOTUYHO M3J1araTh COOpaHHbIE HAyUHbIE TaHHBIC
U MaTepuaibl COOCTBEHHOHN MCCIeI0BATEIbCKON IEATEIIEHOCTH.

Haubonee npocras, HO oueHb BaxHasi opMa MUCbMEHHOM pabOThI B By3€ — 3TO
KOHTpoOJbHas pabora. OHa sBIISETCS 00s3aTEeIbHBIM 3JIEMEHTOM CAMOCTOSITEILHONU PabOTHI
CTYJIEHTA U, IPEXKJIE BCETO, IEMOHCTPUPYET YMEHUE BOCIPUHUMATh U NIEPE1aBaTh
UH(OPMALIHIO.

DTOT BUJI TUCbMEHHON PabOTHI MPEAYyCMOTPEH YUeOHBIMU TUIaHAMHU TOJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHHS MTPEIaracTcsi B paMKax U3ydeHUs OOIUX KypCOB U
KIIB.

Taxxke B mporecce oOydeHHs! CTyAEHTY MPEICTOUT BBIIIOJHEHHE KYpCOBBIX padoT,
KOTOpBIE€ (POPMHUPYIOT UCCIIEAOBATEIbCKUE HABBIKHU, PA3BUBAIOT CIIOCOOHOCTH CHCTEMaTU3alluu U
OCMBICJIEHHS YK€ CYILECTBYIOUIET0 3HAHUS M HAINpPaBIEHbl Ha CAMOCTOATEIBHOE pEIECHUE
HEKOTOPBIX TEOPETUYECKUX WJIM MPaKTHUeCcKHX 3a7a4d. KypcoBas paboTa 1eMOHCTpUPYET YMEHUE
paboTaTb € HMCTOYHMKAMH, HCIIOJIb30BaTh JOCTMIKEHHUSI COBPEMEHHOM Hayku (Hampumep,
HCIOJIb30BaTh JOCTUKEHHSI apXUBOBEICHHUSA, @ TAaK)KE CMEXKHBIX HAYK M HAYYHBIX IUCHUIUIMH),
YCIIEIIHO pelIaTh MOCTAaBICHHBIE 3aha4yH, oOpabareiBaTh M 0000maTs marepuai. Hamucanue
KOHTPOJIbHOM paboThl, MOATOTOBKA M 3allUTa KYypCOBOM HMEET psJ OPraHU3al[MOHHBIX U
METOUYECKUX OcoOeHHOCTeH. O3HAKOMIIEHHE C JIaHHBIMM METOJAMYECKUMHU PEKOMEHIALUSIMU
MOMOXET CTYJCHTaM MPaBUIBHO OPTaHMU30BaTh CBOIO YYEOHYIO M HAyYHO-UCCIIEIOBATEIbCKYIO
pabory.

OO0mue TpedOBaHUs K CTPYKTYPE H COAEP/KAHNI0 MUCbMEHHBIX PadoT

Baxnoi#t ¢opmoii caMOCTOSATENNbHONW PabOTHI CTyIEHTA ABISETCS KOHTPOJIbHAS padoTa.
Ona npegycMoTpeHa aisi OOJBIIMHCTBA AUCHMILIAH Y4eOHOTO IIaHa, YATAEMBIX Ha Kadenpe
apxuBOBeZieHUs. Ee HammcaHue mpecieayeT eib yriyOolIeHHOW TpopaOOTKU IUCIUILINHEL.

KonTtponbHas paboTa BBIIONHSETCS CTYyJACHTaMH B COOTBETCTBUU C TEMAaTHKOIA,
eXEerogHo  yrBepxkaaemoil  kadenpoit. KonTtponpHass paboTa  sBISETCS — DJIEMEHTOM
CaMOCTOSITENbHOM paObOThI CTYIEHTOB, IOATOMY BBIOOP TEMBI IPEOCTABISAETCS CTYACHTY.

Jlo HamucaHWs KOHTPOJBHOH pabOThl CTYICHT [OJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzenamMmu Kypca, IpeayCMOTPEHHBIMH Y4eOHOM MPOrpaMMoii.

Pabota o HanMcaHuio KOHTPOJIBHOW HAUWHAETCS C BBISIBICHUS U U3yUEHUS! HICTOYHHUKOB
U auTeparypsl o Teme. [lo okoHyaHuu cOopa U U3y4YeHHs JIMTepaTypbl U HICTOUHUKOB CIIETyET
MPOIyMaTh IJIaH KOHTPOJIbHOM paboThl. COCTaBIICHHE TUTaHA — Ba)KHAs YaCTh PAOOTHI HAJ TEMO.
[Tnan npexacrasisier co00i NepedeHb BOMPOCOB, OTPAXKAIOIIMX COAepKaHUe uccienaoBanus. Ot
TOT0, HACKOJILKO YETKO OH MPOJyMaH U MOCTPOEH, BO MHOTOM 3aBUCHUT Kau€CTBO KOHTPOJIbHOMN
paboThl. B mian nenecoobpa3zHo BKIOYMTH HanOoJee BaKHbIE TEOPETUUYECKHUE M MPAKTUYECKHE
BOIPOCHI TE€MBbI, KOTOPbIE IIPU HEOOXOAMMOCTH MOTYT OBbITh JeTanusupoBaHbl. Kak mpasuio,
pabounii BapuaHT MiiaHa OJKEeH ObITh pa3BepHYTHIM, YTO 00Jeryaet paboTy HaJ TEMOH.

B oxoHuaTenbHOM BapuaHTe IUIaH MOXET OBITh JaH B COKpAIIEHHOM BHJIE, HO
00s3aTeNIbHBIM  YCJIIOBUEM TMPH 3TOM SIBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIbHOU pa 60oTe. CocTaBlIeHHBIN TJIaH JOHKEH HAUTH OTpa)KeHUE B
OTJIaBJICHUU K KOHTPOJbHOU paboTe. PaboTa momkHa BKIIOYATh TUTYJIBHBIN JIHCT, OTJIABIICHHE,
BBEJIEHUE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIIBKUX pa3/IeloB UM aparpados, 3aKI0UeHNE,
CIHMCOK MCTOYHMKOB M JIUTEpaTypbl. Bo BBeeHUN HEOOXOIMMO KpaTKO PAaCKPHITh 3HAUEHUE U
aKTyaJIbHOCTh H3Yy4aeMmMoro Bompoca (TeMbl), Ha3BaThb OCHOBHbIE 3aJayd paboOThl, ee
XPOHOJIOTUYECKHE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKuil 0030p HCTOYHUKOB U
auTepaTypsl 1o TeMe. O030p HCTOUHUKOB U JIMTEPATYPhI HE JOKEH CBOJIUTHCS K EPEUUCIICHUIO
WCIIOJIb30BAHHOTO aBTOPOM HOPMATHBHOTO MaTepuaia W OMyOJIMKOBaHHBIX cTaTeil. B Hem
clenyeT JaTh aHallM3 HCTOYHMKOB M JUTEpaTyphl. B 3aBucuMocTH OT o0beMa M 1IEJIEBOTO
Ha3zHaueHUs paboThl, 0030p UCTOUHUKOB M JIUTEPATYypPhl MOXKET OBbITh MPEJICTaBICH OTAEIbHBIM
naparpadoM WM pa3aesioM B OCHOBHOM 4acTh paboTHI.

OcHOBHasi 4acTh KOHTPOJIBHOM palOThl JOJKHA OBITh M3JI0KEHA B COOTBETCTBUU C
IUTAHOM, OCBEIIATh COCTOSTHUE M COJIEp)KaTh aHallM3 PacCMaTpPUBAEMbIX BOIPOCOB C YUYETOM
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COBPEMEHHOI'O0 YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHMN M OIBITa MPAKTUYECKOM padoThI
ApXUBHBIX YUPEKJACHUH B 3TON 00JIaCTH.

ITpu packpbITHH TON UK UHOM TE€MBbI CTYIE€HT JOJKEH CTPEMUTHCS MOIPOOHO U IITyOO0KO
U3JI0KUTh KPyT BOIPOCOB, BXoIAmuX B Hee. [Io Mepe paccMOTpeHHss maTepuana OTACIIbHBIC
HOJIOKEHUS KOHTPOJIBbHOM padoThl ciieyeT MIUIIOCTPUPOBATH MPUMEPAMU U3 JINTEPATyphl U, IO
BO3MOXKHOCTH, M3 IMPAKTHKH PabOThl KOHKPETHBIX apXHMBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOUHUKHU. B 3aKiroueHnH KOHTPOJIbHON paboThl HEOOXOAMMO MOABECTH UTOTU
TEOPETUYECKON U TMPAKTHUYECKOW pa3paboTku BOmpocoB. CIMCOK MCTOYHUKOB M JIUTEPATYPHI
npeicTaBisieT co0Ol IMepedyeHb HCIOIb30BaHHBIX pabOT MO TeMe, B KOTOPOM YKa3bIBAaIOTCS
(amMuITKM ¥ MHUIHATIBL aBTOPa (AaBTOPOB), HA3BaHHE PaOOTHI, MECTO, BPEMsI €€ OIyOJIMKOBAHUS U
CTPaHULBI.



50

Hpunoxenne 1

AnHomayus oucyunaunvl (Mooyns)

Hucuummuaa  (MOAaynb) — peanm3yercs  Ha  (pakynpTeTe — apXMBOBEICHUS U
JTOKYMEHTOBEACHUS Kadeapol TOKyMEHTOBEICHHS, ayIHMOBU3YAIbHBIX U HayYHO-TEXHUYECKUX
apXHBOB.

Henp AUCHUTIIMHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOIIEIO OCHOBHBIC HANpPABIICHUS
roCyJJapCTBEHHOM perjiaMeHTalnuu padoThl ¢ JokyMeHTamu B Poccuiickoit denepanuu, 3aaauu
CIIyObI JJOKYMEHTAIIMOHHOTO OOecleyeH!s yIpaBieHHs U BIAJCIONIET0 METOJaMH aHalInu3a U
COBEPILECHCTBOBAHUS TEXHOJOTUU TUIIOBBIX JI€JIONPOU3BOICTBEHHBIX ONEpPALIUN.

3amaun JUCHUTIIINHBI:

- H3YYUTHh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPOU3BO/ICTRA;

- OBJIAJIETh CIEUUATIbHON TEPMHUHOJIOTHUEN;

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

- cpopMUPOBATH y CTYJICHTOB HABBIKH BBIMOJHEHUS OCHOBHBIX JEJIOMPOU3BOICTBEHHBIX
Omnepalnuii B YCJIOBUSX MNPUMEHEHUS TPAAUIMOHHBIX M AaBTOMATHU3UPOBAHHBIX TEXHOJOTUN
00paboTKU JOKYMEHTOB;

- chopMHpOBaTh HABBIKM aHAIW3a CHCTEMbI JOKYMEHTAI[MOHHOTO OOCCIICUCHUS
yIIpaBJICHUS;

- ONpeAeNuTh  HaMpaBJI€HUS  BO3MOXKHOTO  COBEPILIECHCTBOBAHUS  CHCTEMBI
JOKYMEHTAIIMOHHOTO 00eCTieUeHu s yIpaBICHHUS;

- U3YYUTH MOPSIIOK OPTraHU3AIMH CITYKOBI IOKYMEHTAIIMOHHOTO 00ECTICYSHUS YIIPABICHHUS

B COBPEMEHHOMN OpraHU3alllH.

Jucnunimza (MOAysb) HalpaBiieHa Ha OPMHUPOBAHUE CIAEAYIOIIUX KOMIETEHIIHM:

OIIK -2.1. 3HaeT OCHOBHBIE COBPEMEHHBIE MPOOJIEMBI TIOCTPOEHUS CUCTEMBI
JIOKYMEHTAILMOHHOT0 00ecrieyeH!s yIpaBIeHUsI U apXUBHOTO JIeJIa;

OIIK-2.2. Opranu3oBbsiBaeT paboTy mojipa3iejeHui B chepe JOKYMEHTAIHOHHOTO

obecrieueHust YHOPABJICHUA U apXHUBHOT'O ACJIa

B PE3yJIbTaTC OCBOCHUA AUCIUITIINHBI (MOI[}/JBI) O6y‘-I&IOH.[HI>iCSI JOJDKCH:

3nams:
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COBpPEMEHHBIC TTPOOJIEMBI JOKYMEHTAITMOHHOTO OOCCTICYCHHS YIIPaBJICHUS W apXUBHOTO
nena;

MOPSZIOK pabOTHI CITYKO TIOKyMEHTAIIMOHHOTO 00eCTIeYeHUS YIIPABICHUSI M APXHBOB

Ymemn:

pemath mnpodeccuoHaNIbHBIC 3amayr B cdepe  TOKYMEHTAllMOHHOTO OOCCTICUCHHS
YIOpaBIIEHUS U ApXUBHOTO JIEJIa;

pernmaMeHTHpoBaTh PabOTy CIYKO MOKYMEHTAllMOHHOTO OOECTICUCHUsS YIpPaBICHUS H
apXHUBOB

Brnaoemw.:

HAaBBIKAMU  OIICHKHM COBPEMEHHOTO  COCTOSHHUSI CHUCTEMBl  JIOKyMEHTallMOHHOTO
obecrieueHHs yIpaBlIeHUSI U ApXUBHOTO JIEJIa;

HaBbIKAMHU OpraHu3anuu paboThl Mojapa3feleHuid B cdepe TOKyMEHTAHOHHOTO

obecnieyeHus YHOpaBJICHUA U apXUBHOT'O ACJIda B COOTBETCTBUH C HOPMAaTUBHBIMU Tpe60BaHI/I$IMI/I.

[lo nmucrumuuHe (MOMAYIIO) MPEIyCMOTpPEHA IPOMEXYTOUYHast arrectanmus B (opme
JK3aMEHa.

O61ua;1 TPYAOCMKOCTb OCBOCHUSA JUCHHUIIJIMHBI COCTABJISACT 4 3a4eTHBIX CAMHUIEI.



