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1. MosicuuTeNLHAA 3aNIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Ilens nmucHMIUIMHBI cooTHeceHa ¢ pe3ynbratoM ocBoeHuss OII BO  (dbopmupyembimu
KOMITETCHIIUSIMU ).

Llenp AMCHMIUIMHBI — TMOArOTOBUTH BBITYCKHHMKA, 3HAIOIIET0 OCHOBHBIE HAIPABIICHUS
roCyJapCTBEHHOM perjiaMeHTanuu padboTel ¢ JokymeHTamu B Poccuiickoit ®enepanuu, 3amadu
CIIy’)KObl JTOKYMEHTAllMOHHOT'O OOECHEeYeHHUsl YIPaBICHHUS W BIAJCIONIET0 METOJaMU aHalu3a U
COBEPILIEHCTBOBAHUS TEXHOJOTHUU TUIIOBBIX JIEJIONPOU3BOICTBEHHBIX OINEpaIuil.

3ajaun JUCUUILIIUHBIL:

- I3YYHUTh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIOMPOU3BOICTBA;

- OBJIQJIETh CIELUATbHON TEPMUHOIOTHEN;

-  U3YYUTh COBPEMCHHYIO 3aKOHOJATEIbHYIO, TIPaBOBYIO ¥ HOPMAaTUBHYIO 0azy,
peraaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIUeiH;

- chopMUPOBATh y CTYJICHTOB HABBIKA BBHIMOJTHCHHUS OCHOBHBIX JEIOMPON3BOACTBEHHBIX
orepalyii B yCIOBUAX MPUMEHEHHUS TPAJUIIMOHHBIX ¥ aBTOMATHU3UPOBAHHBIX TEXHOJIOTUI 00paboTKH
JIOKYMEHTOB;

- chopMHUpOBaTh HABBIKH aHAIHM3a CUCTEMbI IOKYyMEHTALIMOHHOTO 00eCIIeYeH sl YIIPABICHUS;

- OIPEACIIUTh HAMPABICHUS] BO3MOKHOTO COBEPIIEHCTBOBAHMS CUCTEMBI JTOKYMEHTAIIMOHHOTO
o0ecrnieueHus ynpaBiIcHUS;

- U3YYUTh TOPAJIOK OpraHU3AIMH CIY>KObl TOKYMEHTAIlMOHHOTO OOECreYeHus! YIpaBlIeHUs B
COBPEMEHHOM OpraHHU3alUu.

1.2. MepeyeHb NMIAHHPYEMBIX Pe3yJbTATOB OOY4YeHHS MO JUCIUIJIUHE, COOTHECEHHBIX C
HHAUKATOPAMHM JOCTHKEHUsI KOMIEeTeHIH

Komnerenuus Nupukatopsl Ilepeuenn IVIAHUPYEMBIX  pe3yJIbTaToB
(xox U | KOMIIeTeHIU 00y4eHus Mo AMCHHUILINHE
HAauMEHOBAHHE) (xon u

HaWMEHOBAHHE)
OIIK-2. Cnoco0Oen | OIIK 2.1. VYcBoun | 3HaTh: OCHOBHBIE METObI, CIIOCOOBI M CpeACTBA
HaXOJIUTh OCHOBHbIE NOJyYeHUs,  XpaHEHUs U IepepaboTKu
OpraHu3aIMOHHO- COBpPEMEHHBIE uHpopMalun
yIpaBlieHYECKUE poOIEMBI YMeTh: MCHOJIb30BaTh TONYyYCHHBIC 3HAHHUS B
pereHus IPU | HIOCTPOEHUS CHUCTEMBI | obmacTh  paboThl ¢ HMH(GOPMALMOHHBIMU
pemieHnn 3a7a4 B | TOKYMEHTAIIMOHHOTO | pecypcaMi Ha IPaKTHUKE
chepe cBoell | obecrieyeHus Brnaners: HaBbIKaMU TOJY4EHHUs, XPaHEHUS U
npodeccuoHanbHOM | ynpaBieHUsS U | nepepaboTKu uH(bopMauu B LETAX
NesTeNbHOCTH; apXMBHOTO JIeNa; npodeccuoHaIbHOMN 1S TeTbHOCTH




apXUBHOTO JIeJIa;

OIIK 2.2. | 3Hath: OCHOBHBIE MH(POpPMAIMOHHbIE
OpraHu3oBbIBaeT TEXHOJIOTUH, UCIIOJIb3yEMbIE B
pabory JOKYMEHTAllMOHHOM OO0€CIICYeHUH YTIPaBIICHUS
N0JIpa3/ieleHui B | M apXMBHOM Jejie, MCTOPHI0 HUX CO3JaHUS U
chepe HaNpaBJICHUS PA3BUTHUS

JOKYMEHTAlUOHHOTO | YMETh: IIPUMEHSTh OCHOBHbIE
obecrieyeHus MH(POPMALIMOHHBIE TEXHOJOTHH, HCIIOJIb3yeMbIe
yIpaBjeHUs u|B JIOKYMEHTallMOHHOM obecrieyeHun

YVOpaBIICHUS U ApXUBHOM JIeJIe Ha MPAKTUKE
Bnaners: HaBblkaMu pabOTBI B CHUCTEMax
AIIEKTPOHHOTO JIOKYyMEHTOOOOpOTa, a TakKke
ANEKTPOHHO-IIU(DPOBOI 00PaOOTKH JOKYMEHTOB
B cdepe TOKYMEHTAIMOHHOTO o0OecredeHus
YIPaBJICHUS] M aDXUBHOTO JIeJia

1.3. MecTo TUCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl

Jucnunnuna (Moayns) «Opranuzanus u Texnonorus JJOY» oTHocutcs k 00s3aTeIbHON YacTH
0JIOKa JUCHIUIUIMH Y4eOHOTO IUIaHa MO HampaBlieHUIo0 moarotoBku 46.03.02. JJokyMEeHTOBEACHHE U

APXHUBOBCIACHHUC

I[JISI OCBOCHUA THUCHUIIIINHBI HGO6XOI[I/IMI)I KOMIICTCHIIUU, C(l)OpMHpOBZlHHBIC B XO0AC U3YyUYCHUA
CICAYIOIUX JUCHUIUIMH W MPAKTHUK! ((I[OKYMCHTOBG,Z[CHI/IC», «OCHOBBI pOCCHfICKOFO npaBa» H
IMPOXOKACHUA IMPAKTHUKHU 10 JOKYMCHTOBCIACHUIO.

B pe3yjibTare OCBOCHUA OUCHUIIJIMHBI (I)OpMI/Ip}/IOTCH KOMIICTCHIIUH, H606XOI[I/IMBIG JJIA
HU3YYCHUA CICAYIOIUX NUCHUIIIMH U ITPOXOKACHUA ITPAKTUK! «Kaapm;oe ACJIOIIPOU3BOACTBOY.

2. CTpyKTYpa THCHUIITHHBI

O6mas TpyA0EMKOCTh IUCHHUIUINHBI COCTaBiseT 4 3.e., 144 akageMuueckux Jaca.

CrpyKTypa AMCIMILIMHBI 1JIs1 04HOH (opMbl 00yUeHust
O0beM JUCHUIUIMHBI B (QOpME KOHTaKTHOM padoThl OOyyarolmuxcs C IeAaroru4ecKuMHu
paOoTHHKaMu M (WIM) JMIIAMH, NPUBJIEKAaeMbIMM K pealu3alui o0pa30BaTeNbHOW MporpaMMbl Ha
MHBIX YCJIOBUSX, IPU MPOBEACHUH YUEOHBIX 3aHATU:

Cemectp | Tun yueOHBIX 3aHATHIA KomnnuectBo
4acoB
3 Jlekumu 32
3 JIaGopatopHble paboThI 48
Bcero: 80

O06bemM TUCHUTITUHBI (MOIYJIs) B (JOpME CaMOCTOATENLHON pabOThl 00YUAIONIUXCSl COCTABIISET

46 akaJIeMHUUYECKHUX YaCOB.

3. CoeprxaHue AUCHUILIMHBI

HUCTOYHUKHU U JIUTCPATypa

Ne | HammeHoBaHue pasaeaa | Cogep:xxanue
AUCHUTINHBI
1 1. Haznauenue Kypca, [Ipenmer, coxepxanue U 3aJa4l  Kypca.

TepMHHONOTHS OCHOBHBIX MOHATHH B  00JacTH
JIEIIONPOU3BOJICTBA, ee ABoonus. OlleHKa TEPMUHOB B
OTEUECTBEHHOMU JIUTEpATYpE.

B3auMocBsI3p  OpraHu3alMd U TE€XHOJOTUHU




rOCyJJapCTBEHHOT'O JINIONIPOU3BOJACTBA C  PAa3BUTHEM
TOCYAAapCTBEHHOTO amnmapara, ero QyHKIUSIMH |
CTPYKTYpPOH. [lepuoausanus OCHOBHBIX 3TalloOB
Pa3BHUTHS JIEIIONPOU3BO/ICTBA.

OcCOOeHHOCTH ¥ 3aKOHOMEPHOCTH paloThl ¢
JOKyMEHTaMH B yupexaeHusx Poccum B pa3nmuyHble
UCTOPUYECKHE TMEPUOJbl, HMX IMPEEMCTBEHHOCTh B
YCIOBUSIX JESATENBHOCTH COBETCKOTO M POCCHIICKOTO
roCyJIJapCTBEHHOT'O armapara.

Mecto Kypca cpeam JIpyrux — HM3y4aeMbIX
JVCIIUTUIHH.

O030p HWCTOYHMKOB W  JIUTEpATypsl IO
nenonpousBoictBy B Poccuu no 1917 1.

JlutepaTtypa 1m0  HAy4YHOW  OpraHM3aIMH
ynpaBiendeckoro tpyna B 1920 - 1930-x rr., ee
3HAYEHHE /IS U3yYCHHUs Kypca.

Pabotsl mo amenompousBonctBy 1960-x -1980-x
IT., POPMHUPOBAHNE HOBBIX PAMOHAIU3ATOPCKUX HJICH
U HUX OTpPaXEHHE B HCTOYHHKAX W JIHTEpaType,
NEepUOAMYECKOM MeUaTH.

CoBpemMeHHas crienuanbHas JUTEpaTypa,
y4eOHUKU U y4deOHble mocoOus. M3MeHeHne TeMaTuKu
HAy4YHO NpakTHueckux padbot B 1900-e - 2010-e rr. B
CBSI3M C CO3JaHHEM AaBTOMATH3UPOBAHHBIX CHCTEM
JIeJTOTIPOU3BO/ICTBA, COBPEMEHHBIX Cpe/ICTB
KOMMYHUKAIMH, OPTaHU3AI[HOHHON U BBIYUCIUTEIHHOM
TEXHUKU.

JlutepaTypa 1O TEOPUH U MPAKTHKE YIPaBICHHS
JIOKyMeHTaluen 3a pyoexom. OlleHKa BO3MOKHOCTH
3aMMCTBOBaHUS  3apyOeXHOro OmbITa paboTel €
JIOKYMEHTaMHU

2.1. Bo3HukHOBEHUE u
pa3BUTHE  JEIONPOU3BOJACTBA B
yupexaeusax Poccun XVI - XVII
BB.

PernamenTanus 3akoHoAaTeILHBIMHE akTaMHu X VI
- XVII BB. OTAECNBHBIX CTOPOH CO3JAHUSA H
oopMIIeHHS JOKYMEHTOB, O0S3aHHOCTEH “‘CITyKHUIIbIX”
Troaei. Opranuzanus JIeJIONPOU3BOICTBA B
LHEHTPaIbHBIX YUPEKACHUAX Pycckoro
LEHTPaJIN30BaHHOIO  rocyiapcTBa (Impukazax), U
MECTHBIX YUpeXICHMIX (IpUKa3HbIX U30ax), ero
ocobeHHoctd.  OcHOBHblE ~ 3Tambl  paboOTBl ¢
JIOKyMEHTaMH, JEJIONPOU3BOACTBEHHBIE  OIEpALUH.
Cron61oBasi hopma J1eJI0MPOU3BOJICTBA.

2. 2. ]Jlenompou3BOJCTBO B
yupexaeHusax Poccun XVIII B

Xapakrepuctuka «l eHepalbHOrO periaMeHTa
1720 r. xkak OCHOBHOTO 3akoHOJaTenbHOro akta X VIII
B. o OpraHU3aLNN JIeJIONIPOU3BOJICTBA.
PernamenTanus JIOJIKHOCTHBIX 00s13aHHOCTEH
cnyxamux B 3akoHomarenbctBe XVIII B. Tabemb o
panrax 1722 1. Poub cekperaps B KOJUIEKCKOM
JIETIONTPOU3BO/ICTBE. OcoGenHoctu TEXHOJIOTUH
JIETTONTPOU3BO/ICTBA. Opraau3zanus ApXUBHOTO
XpaHEHUs IOKYMEHTOB.

«Obmee yupexnenue rybdeprckoe» 1775 1. o
MOPSIIKE  JCJIONPOU3BOACTBA M YCTAHOBJICHUE




UepapXuu B JOKYMEHTUPOBAHHHU B3aMMOOTHOILIEHUN
LEHTPAJIbHBIX M MECTHBIX YyupexiacHu. Ornmuus
TexHosioruu  genonpomssoiacrtea XVIII B, or
TEXHOJIOTUH NPEAIIECTBYIOIIETO NEPHOJA.

2. 3. ]Jlenompou3BOJACTBO B
yupexkaenusix  Poccun  XIX -
Hayane XX BB.

«O0miee yupexaeHue MUHUCTEpCTB» 1811 T.

KakK OCHOBHOM 3aKOHOJATENbHBIA aKT 110
eIMHOOOPa3HOMY  TIOPSAKY — JIEJIONPOU3BOJICTBA B
YUPESKICHUAX XIX B. Co3nanue CUCTEMBI
JIeJIOTPOU3BOJICTBA, COOTBETCTBYIOLIEH

€IMHOHAYAJIbHOMY TOPSAKY MPHUHITHS pELIeHUH B
LEHTpalbHBIX  ydpexaeHusx Poccunm  XIX  B.
PernamenTanus ABHKEHUS JOKYMEHTOB.

TenaeHMM pocTa TOKYMEHTOO00POTa ¥ MEPHI 110
€ro COKpalleHHI0 B 3akoHojaarenbcTBe XIX B.
Biusinue HOBBIX CpPEACTB JOKYMEHTHPOBAHMUSI, CBSI3H,
KOMUPOBAJIbHOW TEXHUKHM Ha CHUCTeMy paboThl ¢
JokymMeHTaMu. Pa3paboTka palMoHAIBHBIX CHUCTEM
JEIONPOU3BOJCTBA B  OTHEIBHBIX BEAOMCTBAX H
3HAQUYEHHE STOTO OMBITA ISl MOCJIEAYIONIET0 Pa3BUTHUS
JIEJIONPOU3BO/ICTBA.

CoBpemMenHast OIICHKA CHUCTEMBI
JIEIONPOU3BOJICTBA JOPEBOMIOIIMOHHON Poccuu u ero
BIUSHUE Ha JaJbHCWINEE pa3BUTHE CIIOCOOOB U
METOJIOB pabOThI C JOKYMEHTaMH.

CraHoBiEHHE U  pa3BUTHE
JETONPOU3BOACTBA B  COBETCKUX
TOCYJapCTBEHHBIX YUPEKICHUIX.

[Towicku panMoOHANBHBEIX (OPM  OpraHU3aAIUN
nenornpounspojictea B 1919 -1920-e rospsl.

Hayunast opraHm3amusi ynpaBJICHYECKOTO TpyJa
Kak  ¢opmMa  OOIIECTBEHHOTO  JABW)KEGHUA  3a
panMoHaANIM3aIMIO rocanmnapara.

Co3pnanue HAYYHO-HCCIIEeI0BATENbCKUX
WHCTUTYTOB, BEJIOMCTBEHHBIX W BHEBEJOMCTBEHHBIX
OpraHOB pallMOHAIM3AIMH, MX HCCIEA0BaTeIbCKas
JESTEIIbHOCTh M TPaKTHYeCKWe pa3pabOTKH  TI0
BHEJIPCHUIO HAy4HON OpraHHu3allii yHpaBIeHYECKOTO
tpyna (HOVYT).

Oneir  pabotel  OTaena  aAMHHHCTPATHBHOU
texuuku (ATO) HK PKU CCCP, akuuoHepHOro
obmectBa  «Oprerpoii»,  MHCTHTYyTa ~ TEXHUKHU
YOPaBIICHUS TI0 PANMOHAIM3AINH JICIOTPOU3BOICTBA B
[EHTPATbHBIX U MECTHBIX YUPEKICHUAX.

Xapakrepuctuka u 3HaueHue «OOMmUX MpaBUII
JOKYMEHTAllMd U JOKYMEHTOOOOPOTa» KakK IMOMBITKH

000011IeHNA METOI0B paroHaIN3aIux
JIEIONPOU3BOJCTBA U BHEAPEHUS B MPAKTUKY PaOOTHI
C€INHBbIX HpaBI/IJ'I OpFaHI/ISaHI/II/I 58 TCXHOJIOTUN
JIEIONPOU3BOICTBA.

JestenpHOCT [ TTaBHOTO apXWBHOTO YIPaBICHHS
(T'AY) CCCP mo Meronuueckomy PYKOBOJICTBY
JIeTIONPOHU3BOACTBOM. Meroanueckue pa3pabOTKu
I'AY CCCP 1960-x rr. o opraHu3anuy 1 TEXHOJIOTUU
nenonponsBozacTBa. Coznanue u BHeapeHne OCHOBHBIX
oJIOKEHUH  EnvHONM  rocygapCTBEHHOM — CHCTEMBbI




nenonpousBojactea  (EI'CJl), ee 3HaueHue nns
OpraHu3aly JeJIONPOU3BOJCTBA B YUPEXKICHUSAX U
OpraHu3aIusX.

AKTHBHU3aIUS COBEpIICHCTBOBAHUS
nenonpousBogacTBa B 1970-e — 1980-e rr. Pa3sutue
TEOPETUYECKMX M TPUKIATHBIX HCCIEIOBaHUI B
00J1aCTH COBEPIICHCTBOBAHUS  JIOKYMEHTAIIMOHHOTO
obecrnieueHus yopasneHusi. DopMupoBaHue
KOHIISIIIUN J1OV. Ilenp, Ha3HaYCHHE, COCTaB
OcHoBHbix nonoxenud ['CHOY, xapaktepucTuka
OCHOBHBIX MOJIOKEHUN U TEMATHUYECKUX Pa3/IeIIOB.

3.1. Opranuzanust
JTOKYMEHTAI[MOHHOTO 00ECIICUeHUS
yIpaBiIeHUS

I[OKYMCHTaHI/IOHHOG obecneyeHne YIIpaBJICHUA -
OCHOBA TCXHOJIOTUU YIIPABJICHUA
ITousTue CAOKYMCHTAIIMOHHOE obecneyenne

YIIPABIICHUS» (1OY). CoorHomieHre MOHATUN
«JIeJIOTIPOU3BOJICTBOY, «JIOKyMEHTallMOHHOE
obecrnieueHue yIpaBICHUSY, «yTIpaBJIEHUE

JOKYMEHTaMn».  YIPaBICHUE JOKYMEHTaMHM  Kak
COBOKYIIHOCTb JIEMCTBHMM C JTOKYMEHTAMH OpraHU3aluu
C LIEJIbI0 JOKA3aTeNIbCTBA IPOBEIECHUS YIIPABIECHYECKUX
onepanuii. TpeGoBaHUs K YIIPABICHHUIO TOKYMEHTAMHU.

VYnpasiendeckas JESATEIIBHOCTD U
JIOKYMEHTAllMOHHOE oOecrnieueHue yIPaBJICHUS.
JlokyMeHTalMoHHOe O0OecreueHre YIpaBiIeHUs Kak
(GyHKIUS YIpaBJIEHUS, €ro MECTO Cpeau Jpyrux
GyHKUMH ynpaBieHUs. 3HAYEHHE JIOKYMEHTOB JUIS
peanu3auyy  yIPaBICHUYECKUX pelleHud. BiumsHue
XapakTepa  YNpaBJICHMs, [PUHLUUIOB  IPUHATHUSA

YIPaBICHYECKUX PpELICHUN Ha OpraHu3alMi |
TEXHOJIOTHIO JIOKYMEHTAIMOHHOTO  00ecreveHus
yIIpaBJICHUS.

JIoKyMeHTaIMOHHOe O00ECIICUeHNEe YIpaBICHUS
Kak cuctema paboTbl C JOKyMeHTamH. DaxTopsl,
BIMSIONIME HAa €ro OpPTraHW3aldi0 M TEXHOJOTHIO B
YUPEXKICHUSAK, OPTraHU3alUsIX W Ha TPEANPUATHIX
Pa3ITUYHBIX OpraHHU3aIIOHHO-TIPABOBBIX bopm.
OpraHu3alMoOHHbIC,  TPABOBbIC,  COLMUAIBHBIC H
NICUXOJIOTUYECKUE  aCTeKThl  JOKYMEHTAIMOHHOTO
oOecrnieyeHus ynpaBaeHUs.

BnusHue  aBTOMaTH3MPOBAaHHON  TEXHOJIOTHH
00pabOTKM  JOKYMEHTOB Ha JIOKYMEHTAI[MOHHOE
o0ecrieyeHue yrpaBieHHs.

B3anMOoCBsI3b JOKYMEHTAIMOHHOTO 00eCreueHus
yIpaBIeHUST C XpaHEHWEM JOKYMEHTOB B apXUBE
OpraHM3aluy U B FOCYJapCTBEHHBIX apXUBaXx.

HampaBneHust Tocy1apCTBEHHOTO PETYJIHPOBAHHUS

JIETTONTPOU3BOJICTBA
B 1990-¢ — 2000-€ rozsl.
XapakTepucTrka 3aKOHOJIaTETLHBIX Hu
HOPMAaTUBHBIX MPaBOBBIX aKTOB Poccuiickoit
denepanuu, periIaMeHTHPYOIINX paboty c

JOKYMCHTaMHU. Hanp aBJICHUA TOCYHAapCTBCHHOI'O




perynupoBaHus.  3aKOHOJATENBFHOE  3aKpEIICHHE
o0mux TpeOOBaHWUN K JOKyMEHTAaM M CHCTEMaM
yIpaBIeHUS. OTBEeTCTBEHHOCTh 3a paboTy ¢

JIOKYMEHTaMHU ¥ UX COXPAHHOCTb.
XapakTepucruka HOPMAaTHUBHO-METOIUYECKUX
JIOKYMEHTOB MEKOTPACIeBOro ICHCTBUSI.

JOV.

3.2. Opranuzamus CiryxO0bl

Opranu3anroHHbie (POPMBI TOKYMEHTAIIMOHHOTO
oOecnieueHus ynpasiaeHus. DakTopsl, ONpeaessomue
BHIOOp OpraHu3alMOHHONH (GOpPMBI B  KOHKPETHOMH
OpraHu3alum.

OcHoOBHas 1eNb, 337aud U (PyHKIUH CITY>KOBI
JOYV.

Tunossle CTpyKTYypHI cayxk0s1 JIOY.

Pernamenrtanus  QyHknuit  mompasaencHUi
10 JOKYMEHTAI[HOHHOMY OOCITy>KWBaHUIO. THIIOBBIE U
WHIUBHUIyaIbHBIC TOJOXKeHus o ciayxbe JIOVY.
TumoBoii popmyIsip NOJI0KEHHUs, COCTAaB UHPOPMALINH,
HOPSI0K Pa3pabOTKU U yTBEPKICHHUS.

JIOJ>KHOCTHOW M YHMCIICHHBIH cOCTaB paOOTHHUKOB
ciyx6b1 JIOY. ®ynkiun paboTHUKOB cinyx0bl JJOY
(cekperapb CTPYKTYpPHOIO MOJpPa3/AEiCHUs, CEKpeTapb
PYKOBOJUTENS, HMHCIEKTOP IO KOHTPOJI U T.1.).

3aKkperyieHue  OTBETCTBEHHOCTH U IOJIHOMOYHMA
pabotHukoB  cayxOb1  JIOV. JlomxHoCTHas
WHCTPYKIUS KaK OCHOBHOW HOPMATHBHBIA JOKYMEHT,
ONpeCIIIOIINI OpraHU3aI[MOHHO-IIPABOBOE
MoJIo)KeHWe paboTHuKa. DopMyIssp JTOHKHOCTHOU
UHCTPYKIIHH, coctraB  uHPOpMAIUH,  IOPSIOK

pa3pabOTKU U YTBEPKICHUS.

[Tonoxxenne o cuyx6e JOY u momxHOCTHas
MHCTPYKLHMS Kak HOpMaTHUBHAsi OCHOBA paclpe/esieHus
Tpy1a MEXKIY MOAPA3ACICHUSIMU U UCTIOJIHUTEIISIMU.

WHCcTpyKLKs MO J€JI0NPOU3BOJICTBY - OCHOBHOM

HOPMAaTUBHBIM  aKT, perIaMeHTHPYFOIIHIA
TEXHOJIOTHUIO JAOKYMCHTAIIUOHHOT'O oOecrieueHns
yIOpaBIeHUs. Tumossie u WHIUBUIYaIbHbBIE
WHCTPYKITUH. [Topsimox pa3paboTKH, COCTaB

uHpOpMalUY, TpaBUIa YTBEPXKICHHUS M BHEIPEHUS.
OTBETCTBEHHOCTh  COTPYAHUKOB OpraHU3alud  3a
colOuro/ieHre TpeOOBaHUI MHCTPYKIUH.

HopmupoBanne Tpyna paOOTHHKOB —CITyX OBl
J0YVY, TUIIOBBIE HOpPMaTHUBbl ~ BPEMEHHM  Ha
JIeJIONPOU3BOICTBEHHBIE PAOOTHI.

Pasmemienne  CTpYKTYpHBIX  NOApa3JEIECHUN
ciyx0b1  JIOY. VcnoBus Tpyna, opraHuzaumuss u
o0opyaoBaHue paboUnX MecCT.

[Topsimox xpaHeHus neyareld, OJIaHKOB U IpaBHiIa
MIOJIb30BAHNUSA WMMH. OTHKA JIEJOBBIX OTHOLUEHMH,
MICUXOJIOTHYECKUH acnekT padoThl C JIOKYMEHTaMHU.
[ToaroToBka KajapoB JENOMPOM3BOJCTBEHHBIX CIIYXO.
@®opmbl MOBBIIEHNS KBaTU(GUKALMK CIENHUAINCTOB B

oomactu JIOVY.
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3.3.

JOKYMEHTO00O0pOTa

Opranuzanust

OnpeneneHue MOHATHS — «IJOKYMEHTOOOOPOT».
OO6mue OPUHIUIBI ¥ METOAWYECKHE OCHOBBI
OpraHu3aluy JIOKyMEHTOO0OpOTa, UX peanu3anus B
JNEHCTBYIOIIMX  TOCYNApCTBEHHBIX  HOPMATHUBHBIX
JOKYMEHTax.

Crpykrypa u  ol0mas  XapaKTepUCTHKa
JIOKYMEHTOIIOTOKOB. O0bvem JOKyMeHTOOOOpOTA.
VYuer konu4ecTa JOKyYMEHTOB.

[Tpuem, npoxokaeHHWE W HOPSAOK HCHOJHEHUS
MOCTYTAIOLINX JIOKYMEHTOB. [TepBuunas
HKCIETUIMOHHAS obpaboTka JIOKYMEHTOB.
[TpenBaputensHOE paccMoTpeHue JOKYMEHTOB.
Paccmotpenue JOKYMEHTOB PYKOBOJICTBOM
OpraHu3alliy, TPUHATHE pEIICHUS O XapakTepe HX
UCIIOJIHEHUS. Hanpasnenue JOKYMEHTOB  Ha
UCTIOJTHEHHE.

JlocTaBka JOKYMEHTOB MCIIOJHHUTENSM, MOPSAIOK
uX TmpueMa u Tnepenadd. Pabora wucmomHuTEns C
JOKyMeHTaMu.  Otanbsl  ucnosHeHus.  Ilopsmox
00paboOTKKM OTHpaBIsEMBbIX JOKyMeHTOB. IlpaBuia
OpraHu3allii JBM)KEHUS BHYTPEHHHUX JOKYMEHTOB.
Hamnpasienusi cOBepIIeHCTBOBAHMS JOKYMEHTO000pOTa
U IyTH €r0 COKpAaILEeHHS.

TenmeHuuu  pocTa  JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aLUsX. Bnusaue
aBTOMaTHU3aIU 00paboTku uHpOpMaIUU Ha
KOJINYECTBEHHBIE U KAYECTBEHHBIE  XapaKTEPUCTHKHU
JIOKYMEHTO000pOTA.

3.4.
JIOKYMEHTOB

n

Perucrpanus
OpraHu3aLus

CIPaBOYHO-MH(POPMALIUOHHOTO

o0CITy)KMBaHUS.

Perucrpanus kak cocTaBHas 4acTb TEXHOJOTUU
JOVY. [IpuHIMIBI perUCTpalluU TOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpallMoHHbBIX (opM, cocTaB HHOpPMALUU H
HNOpSI0K  UX  3amojiHeHus. Pa3ButHe  cmocoOoB
PETUCTPALIMM B FOCYAAPCTBEHHOM JE€JIONPON3BOICTBE.

B3aumocBs3p  perucrpanMu  JOKYMEHTOB €
OpraHu3anyeil crpaBoYHO-MHPOPMAIIMOHHON paboThI,
OpraHusanueu KOHTPOJIA UCIIOJIHEHUS "
nocJyeyromnein 00padoTKoM TOKYMEHTOB.

NunexcupoBaHue JOKYMEHTOB. 3HAue€HHE U
npaBwia (opMUpOBaHUs HHJEKCOB. MHIekcupoBaHue
JIOKYMEHTOB B YCJIOBHUSX TpPaIUIMOHHONH 00pabOTKU
JIOKYMEHTOB.

[Tpuninel  mocTpoeHus  MH(OPMAIMOHHO-
nouckoBbix cuctem (UIIC) pyunHoro Tuma, ux BUIBL
HNHudopManinoHHO-CIIPaBOYHOE o0CITy’)KUBaHUE
anmapara YIOpaBJIeHHS B YCIOBHSX HIPUMEHEHHUS
aBTOMaTU3UpoBaHHBIX TexHoioruil JIOVY. Ilonck u
HCIOJIb30BaHNE UH(POPMAIIMM B aBTOMAaTHU3UPOBAHHBIX
NIIC.
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3.5. KoHTposib UCHOTHEHUS

JOKYMCHTOB

dopmupoBaHue TpeOOBaHWH K OpraHu3aluu
KOHTPOJIA VCIIOJTHEHUS JIOKYMEHTOB B
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JEIIONIPOU3BOICTBE.

3HayeHUe KOHTPOJIS 3a CpPOKaMH HCIOJHEHHUs
JIOKYMEHTOB B  ammapare ynpasieHus. OCHOBHbIE
IPUHLUIBI €T0 OPraHU3aLUH.

3agaun cimyx6b1 JIOY Mo KOHTPOIIIO UCTIOTHEHUS
JIOKyMeHTOB. Kareropuu AOKyMEHTOB, IOJUIeKallue

KOHTPOJIIO Cpoku HCIONHEHHUS JOKYMEHTOB.
TexHOJIOrus KOHTPOJIBHBIX ONEPALIUN.
PernamenTsl BHYTPEHHEHN Opranu3anuu

denepanbHBIX OPraHOB HCIOJHUTENIBHON BIAcTH Kak
OCHOBa  KOHTpOJISI  WCIIOJHEHUS JIOKYMEHTOB B
rocyJlapcTBeHHOM arnapare Poccuiickoit @enepanuu.

O0o001enne, aHalu3 U HCIOIL30BAaHUE TAHHBIX
00 UCIOJNHEHUH  JOKYMEHTOB B  YCJOBHSIX
TPAJULIMOHHOM M aBTOMATH3MPOBAHHOM TEXHOJIOTUHU
00pabOTKH JOKYMEHTOB

ABTOMATH3UPOBAaHHBIE CHUCTEMBI KOHTPOJISI 3a
CPOKaMHU  HCIIOJHEHUS  JOKYMEHTOB, OIBIT HX
IPUMEHEHUS.
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3.6. Opranuzauus
JIeJIONPOU3BOICTBA o
MPEIIOKEHUSIM,  3asBICHUAM U
*Kano0aM rpakaaH

OO1eCTBEHHO-TIOJUTUYECKOE U COLMAJIbHOE
3HAYeHHWE OOpameHnid TpaKAaH. 3aKOHOJAATENbHAs
pernaMeHTauus — pabOThI c IPEUIOKEHUSMH,
3asBIICHUSAMU U KaJI00aMH rpax/iaH.

dopmupoBaHue HOPMAaTHUBHOM 6a3bl,
perIaMeHTHPYIOIIEH  OpraHu3aluio  pabdoTel ¢
oOpalIeHUsAMHU TpaKIaH B TOCYJapCTBEHHOM aIlnapare.

OcHoBHble  3amaun  cayx6sl JIOY  mo
opraHuzanuu paOoThl ¢ OOpaIleHUsIMU TpaxJiaH, ee
ocobenHocty. Omnepanuu MO NpUEMy, perucTpalu,
KOHTPOJIIO MCIIOJHEHMS, TPHUHATHIO pEUIeHuH 10
oOpamieHussM  TpaKAaH. CpokH  WCIIOJNHEHWS.
TpeboBaHMs K COAEPIKAHUIO OTBETHBIX JOKYMEHTOB.
dopmupoBaHNe W XpaHEHHUE el C MPEIOKCHUIMH,
3afBICHUAMU U kanobamu rpaxzaaH. OOoOuieHue,
aHaM3 ¥ UCIOJNB30BaHUE JAaHHBIX O paboTe C
oOpaleHusAMHU TpaKIaH B anrapare yrnpaBieHHs.

Opranm3anus npremMa rpakJIaH B
rOCYJJapCTBEHHBIX YUpexJeHHsX. PopMbl U METOAbI
COBEpUIEHCTBOBAHUS pabOThI C OOpalIEHUSIMH TpaXk1aH
B OpraHax rocyJapCTBEHHON BJIaCTH M YIPABICHMS, B
OOLIECTBEHHBIX OpPraHU3aLUsAX.

[TpuMeHeHHEe aBTOMATU3MPOBAHHBIX TEXHOJIOTUIH
JUIE ~ TONTOTOBKM  OTBETOB M OpPTaHM3alUHU
MH(POPMALIMOHHO-CITPABOYHOM CITYkKObI B YUPEIKICHUAX
¢ 60apIIUM 00bEMOM O0OpaIeHUH TpaXKaaH.
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3.7. XpaHeHHe TOKyMEHTOB B
JIeJI0TIPON3BOICTBE OPraHU3alNN

Opranuzanus TeKyLIero XpaHeHus: JOKYMEHTOB
U o0ecrieueHne uX COXpaHHOCTH.

OcHOBHbIE MOJIOKEHUS 3aKOHOJATEIbHON
perjiaMeHTallMu XpaHEeHUus: JOKYMEHTOB B Poccuiickoi
denepanuu. Meroanueckue JIOKYMEHTBI o

OpraHMu3aIKi XpaHEeHHU .
XpaHeHHe  JIOKYMEHTOB B CTPYKTYPHBIX
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noJipa3JiesieHusIX opranu3anuu OTBETCTBEHHOCTh 3a
COXPAaHHOCTh JOKYMEHTOB. OpraHuzainus cCpaBOYHOMN
paboThl U MOPSAAOK BBIJAUYU IOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHWE IPU  XPaHEHUU B  CTPYKTYPHBIX
NOJpa3JelIeHUsIX.  XpaHEHUe  JOKYMEHTOB  Ha
HETPaJUIMOHHBIX HOCUTENSX.

CoxpaHHOCTb JIOKYMEHTOB IIPH PEOPraHU3aluu U
JUKBUJALMU OpraHU3aLHN.

Homenkiarypa nen

[lonsiTue «HOMeHKiIatypa nen». Ha3HaueHue
HOMEHKJIATypbl nen. HomeHknaTypa nen Kak OCHOBa
cUCcTEeMaru3aluuuM  JOKYMEHTOB B LEIIX  HX
MOCJIEAYIOLIEr0 XpaHEHUS.

TpebGoBaHusi K COCTaBICHHIO HOMEHKJIATYpPbI
nen. VX pernameHTtanys B 3aKOHOJATEIbHBIX aKTax U
HOPMAaTHUBHO-METOUYECKUX JIOKYMEHTax
MEKOTPACIEBOrO JACHCTBUS.

Bunel HOMEHKIATyp [ed, WX OCOOEHHOCTH U
Ha3HaueHue MeToauKa COCTaBJIEHUST HOMEHKJIATypbl
JeNl: M3yYeHHe CcocTaBa JOKYMEHTOB, pa3paboTka
KJIacCU(UKAMOHHONW CXEMBI; COCTABIICHHE 3ar0JIOBKOB
Jlel ¥ UX CUCTEMAaTHU3alUsl C y4eTOM YCTaHOBJIEHHBIX
TpeOoBaHUI.

[Topsmox  odopMmieHHs,  COIJIACOBaHUS U
YTBEPKACHUSI HOMEHKJIATypbl neia. CpoKu XpaHEHUs
JIOKYMEHTOB

Hcnonbs3oBanue HOMEHKJIaTypBbl nen B
ONEPATUBHOM XPAaHEHUU U apXMBE OpPraHU3aluu.

Opranuzanus 1 nopsiiok GopMupoBaHUs Je

[Tonsatue “dbopmupoBaHue JAen’, OCHOBHbBIE
TpeOOBaHUSI K  MPOBEACHUIO  OTOH  PalbOTHI.
CoBpeMeHHass ~ HOpMaTHBHO-MeToAMYecKas  0Oasa,
onpezensoomas TpeboBaHus K (GOPMUPOBAHUIO JIET B
JIEJIONIPOU3BOJICTBE.

dopMupoOBaHUE JEN B OPraHU3aLUIX Pa3TUUHBIX
ypoBHe# yrpaBnenus. 3anauu ciayx0sl JOY u apxuBa

OpraHu3aluu 10 00€CTeYeHNI0 KaueCTBEHHOTO
¢dopmupoBanus nen. IlpaBuna ¢popmupoBaHus B jaena
JIOKYMEHTOB pa3IMYHBIX BUJIOB. ITpuHLATIEI
CUCTEMAaTHU3aIH JOKyMEHTOB BHYTpH /€Il

Opranuzanus JKCIEPTU3BI LIEHHOCTHU
JIOKYMEHTOB

ITonsTue “aKcnepTusa LIEHHOCTHU
JIOKYMEHTOB” . HopMmaruBHo-MeToqnueckue u

TEOPETUYECKUE OCHOBBI IIPOBEIEHUS DKCIIEPTHU3BL.
TpebGoBaHusi K TPOBEACHHUIO SKCIEPTU3bl  LEHHOCTU
JIOKYMEHTOB.

Opraauzanus paboTel  LIEHTPAJIBHOM
skcrieptHoi kKomuccuu (LI9K) u sxcnepTHO# KomMuccun
(OK) yupexnaenus (opraHu3andy) IO TPOBEICHUIO
HKCHEePTH3bl LEHHOCTH JO0KyMeHTOB. [lonoxxenue o6
sKcriepTHON koMuccuu. IlpaBa u dyHKIMU SKCiepTHON
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KOMHUCCHH, TOPSAOK ee paboThl. JIOKyMEHTHpOBaHUE
JEATEIbHOCTH  DKCIIEPTHOM  KOMHCCHH.  OTambl
MPOBEACHUS  DKCIEPTU3bl IIEHHOCTH  JIOKYMEHTOB.
Odopmnenne pe3yiabTaTOB AKCHEPTU3BI  LIEHHOCTU
JIOKYMEHTOB.

[Tonstue “nepedyenp AokymeHToB”. HaznaueHwue
M UCIOJIb30BAaHUE IEepeYHEHd B KaueCTBE OCHOBHBIX
HMCTOYHUKOB IO YCTAaHOBJIEHUIO CPOKOB XpaHEHUs U
obOecrieueHUsT €AMHCTBA  OINEPAaTUBHOIO  XpaHEHUs
JOKYMEHTOB B  JICJIONIPOM3BOJICTBE U  apXUBE
OpraHu3aIu.

Tumnoseie u BEJIOMCTBEHHbIE MIEPEYHHU.
Hcnonp3oBanne MepeyHen JIRIE: COCTaBJICHUSA
KJIaCCU(UKATOPOB M HOMEHKJIATYP Je.

[TonroroBka u oopmiieHUE aeT

VYuudukanuusa tpeOoBaHuUil K JejiaM, C1aBaeMbIM B
apXuB. HopmaTtuBHO-MeTOIMYECKHE ~ JTOKYMEHTHI
MEXKOTPACIEBOro AeHCTBUSA 00 0OopMIIEHUH Jell.

OcHoBHbIE TpeOOBaHMS K OGMOPMIICHHIO JEl.
[Tonnoe u uwactuynoe odopmienue nen. I[loammuska
nen. Hymepauusi nuctoB. 3aBepuTeNbHas HAJIUCh.
Buytpennsas onuce. OdopmieHue O0O0JI0KKH el
MOCTOSTHHOTO ¥ BPEMEHHOT'O XpaHEHUSI.

Omucu nen
Ilonstne «ommcws nem». IlpaBuiia cocraBieHUs
ONMCHU €1 CTPYKTYPHOI'O MOAPa3JEIICHUS. Buner

omucei.  OdopmieHne OmuUCH AeT CTPYKTYpPHOTO
HOJpa3/IeeHusl.

[Topsinok nepenauu Aen B apXUB OpraHU3aIUU

Ilepemawa pgenm B apXMB  OpraHU3ALUH.
Bsaumopeiicteue cinyx0Ob JIOY u apxuBa mnpu
(OpMHPOBAHNUN OCHOBBI JJISI TOCIIEIYIOIIEr0 XpaHEHHsI
u MCIIOJIb30BaHUS JIOKYMEHTOB. EnuncrBo
OpraHM3alMy JOKYMEHTOB B JIEJIONPOU3BOJCTBE U
apXUBE.
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3.8. Hamnpasnenus
cosepuieHcTBoBanus JIOY

VYropaBrneHue MOKyMEHTaMU KaK 4acTh CHUCTEMBI
yrpaBiaeHus: kadecTBoM. CraHmapTu3aius MpPOIETyp
yIpaBi€HUs] JOKYMEHTaMH KaK METOJINYECKas OCHOBA

JIEATEITbHOCTH CITy k0 JIOKYMEHTAllHOHHOTO
obecrnieueHus YIIPaBJICHUS B POCCUNCKUX
OpraHU3aLMIX.

Pa3Butne permaMmeHTalnuu JOKYMEHTALOHHOTO
obecrnieueHus YIIPaBJICHUA. Posb THUIOBBIX

pErIaMEHTOB OPraHOB TI'OCYJapCTBEHHOM BJIACTU U
YIPaBJICHUS B PETYJIUPOBAHUM JIOKYMEHTAIIHOHHOTO

o0ecrieyeHUss  MX  JAEATENBHOCTH.  BHyTpeHHuHe
pErJlaMeHThl OpraHU3aAIHM.

CoBepIieHCTBOBaHUE JOKYMEHTAllMOHHOTO
oOecriedeHHsT  YNpaBJI€HHUS B TOCYAapCTBEHHOM
anmapare, OpraHM3aIusaX pa3IMuYHBIX bopm
CcOOCTBEHHOCTHU (rocynapCTBEHHBIX u

HET OCY,I[apCTBCHHLIX) . Ynop;moquI/Ie
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OpPraHU3alMOHHBIX (GOPM M METOJOB paboThl C
JIOKYMEHTaMHU.
PernamenTanus (GyHKIMHA, CTPYKTYpHI "
OpraHU3aIMOHHO-TIPABOBOTO TOJIOKEHUs Ci1y)0 JIOY.
Bnusinue HOBBIX  MH(OPMAIMOHHBIX
TEXHOJIOTHIl Ha COBEPIICHCTBOBAHUE YIIPABICHYECKOM
nestenbHocTH U JIOY.

4. Oopa3oBaTejibHbIe TEXHOJIOTHH

B paznene ykazansl 00pa3zoBaTenbHbIE TEXHOJIOTUH, UCIIOIb3yEeMbIE MPU PeaTu3allii Pa3InuHbIX
BHUJIOB yUCOHBIX 3aHATUH s Haubosiee 3((HEKTHBHOrO OCBOCHHS MUCHMILTUHBL [Ipu mpoBeneHuw
y4eOHBIX 3aHATUN OOecleynuBaeTcsl pa3BUTHE y OOYyYaroIIMXCS HAaBBIKOB KOMaHIHOW padoThl,
MEXJIMYHOCTHOM KOMMYHUKAIIUU, TPUHATHS PEIICHUN, JMISPCKUX KadecTB (BKIOYas TIpU
HEOOXOUMOCTH TPOBEJCHHE WHTEPAKTHUBHBIX JICKIUH, TPYIIOBBIX TUCKYCCHM, pPOJEBBIX HWID,
TPCHUHTOB, aHAJIN3 CUTyalluii ¥ WMUTAIMOHHBIX MOJICJICH, MPEroJaBaHue TUCIUILUIMH (MOIYJICH) B
(dbopMe KypcoB, COCTaBICHHBIX Ha OCHOBE pE3yJbTaTOB HAY4YHBIX HCCIEAOBAHWUW, B TOM YHUCIE C
y4€TOM PETHOHAIBHBIX OCOOEHHOCTEH MpO(eCcCHOHANBPHOW JEATENbHOCTH BBIYCKHUKOB |
notpeOHOCcTEel paboTomareneii.

JUis  TmpoBeACHHSI 3aHATUH JICKIIMOHHOTO THIIA [0 JUCIHMIUIMHE TPUMCHSIOTCS TaKue
o0Opa3oBaTeNbHbIe TEXHOJIOTUU KaK MHTEPAKTUBHBIC JIEKIIUHU, TPpobIeMHoe 00ydyenue. i npoBeneHus
3aHSTHIA CEMUHAPCKOTO TUTIA UCIIONIB3YIOTCS TPYIIIIOBBIC JUCKYCCHH, POJICBBIC UTPBI, aHAIA3 CUTYAIHA
Y UMHUTAIIMOHHBIX MOJIEIICH.

Ne |HamMeHOBanue Buabr  yuyeOHOM
Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH
n/m|pasaesna padoThI
1 |2 3 5
1. |[Ipenmer, coxaepxkanue,|/Iexuns 1. BBonnas JeKIus c HCIIOJIb30BAHUEM
3a/1auu Kypca BHJIEOMATEPHAIIOB
[logroToBka K JEKUIUM C HCHOJb30BaHUEM
CamocrosiTenbHas
npaBoBbIXx 0a3 «Koucynerant», «["apant» u ap.,
pabora N )
caiita «Zakonbase»: 3akoHonmatenbHas 0a3a
Poccuiickoit @enepanyuun
2. |Bo3nukHOBeHHE u|Jlexuus 2. Jlexuus-6ecena
pa3BuTHe

NETONPOM3BOJCTEA g [HIpaxTiyeckoe 1 PaGora ¢  MeToauMyeckKUMH ~ MaTepHalaMu,
yupesxrermax  Poceuu KOJUICKIIUSAMH JIOKYMEHTOB (poHma mabopaTopuu
XV - XVII BB JIOKYMEHTOBEICHUS

[ToaroToBKa K JIEKIIUU C UCIIOJIb30BaHUEM (POHIOB
CamocTosTensuas |ON0IHOTeKH PITY u naboparopuu
pa6ora JIOKYMEHTOBEICHHS M TIPAKTUICCKOMY 3aHSTHIO B
COOTBETCTBUU C METOJAMYECKUMHU yKa3aHUSIMH II0
BBITIOJTHCHUIO TIPAKTHYCCKUX 3aHATHM.

3. |demonpou3BoaCTBO B|JIekmus 3. Jlexnus-Oecena
yupexaeHusix  Poccuu
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XVIIl B
[TpakTrueckoe PaGora ¢  MeToauyeckuMH ~— MaTepHaliaMi,
3aHsATHE 2. KOJUJICKIIMSIMA TOKYMEHTOB  (pOHJIa J1abopaTopuu
JIOKYMEHTOBEICHUS
[ToaroroBka K JEKIUU C UCIIOJI30BaHUEM (POHJIOB
CamocTosaTenbHas 616 PITY 6
NOJINOTEKU u nabopaTopuu
pabora JIOKYMEHTOBEACHUS U MPAKTUUYECKOMY 3aHATHIO B
COOTBETCTBUU C METOJAMYECKUMHU yKa3aHUSMU I10
BBIMIOJTHEHUIO MPAKTUYECKUX 3aHSITHHA.
Jenonpoun3BoicTBO B|JIeknus 4. Jlexknus-Oecena
yupexaenusax  Poccuu
XIX - gauane XX BB. IIpakTrueckoe PaGora ¢  MeToaumyeckumMu ~— Marepualamy,
3aHartue 3. KOJUIGKLIIUSIMH JIOKyMEHTOB (poHIa J1abopaTopuu
JIOKYMEHTOBEACHUS
[ToaroroBKa K JEKIIUU C UCIIOJIb30BaHUEM (POHIOB
OoubIMOTEKU PITY u naboparopuu
CaMocTosaTepHas [IOKYMEHTOBEACHHS U MPAKTUYECKOMY 3aHATHIO B
paGota COOTBETCTBUU C METOJAMYECKUMHU yKa3aHUSMU I10
BBITIOJTHEHUIO MPAKTUYECKUX 3aHITHIA.
CraHOBIIEHHE u|Jlekmus 5. Jlekuus-nuckyccus
pa3BuTHe
IEIIOTPOU3BOICTEA B CamocTtosarenbHas ([IoAroToBka K JEKIHUU C UCIOIb30BaHHEM (OHJIOB
COBETCKIX pabora OubIMoTEKH PITY u nabopaTopuu
FOCY/IAPCTREHHBIX JIOKYMEHTOBEACHUS/
YVUPESKICHUIX
Opranuzanus Jlexuus 6. [TpoGieMHas nexkus
JIOKYMEHTAllMOHHOTO
P —— CamocrositensHas |[logrotoBka K J€KIMM C  HCHOJb30BaHUEM
yIpaBeHHs paboTta npaBoBbix 0a3 «Koucynerant», «["apant» u ap.,
carita «Zakonbase»: 3axkoHomarenbpHas 0Oasa
Poccutickoin ®enepannun
Opranuzanus  ciyxOs1|Jlexiuu 7 Jlexuus ¢ pa300poM KOHKPETHBIX CUTYallui
A0V
[TpakTnueckoe Pabora C METOINYECKUMU Marepuaiamu
3aHsTHE 4. nabopaTtopuu JOKYMEHTOBEICHUS
CamoctosrenbHas ([ToAroToBka K JEKIHUU C UCTOIb30BaHHEM (OHJIOB
paboTta OoubInoTEKN PITY u naboparopuu
JIOKYMEHTOBEJIEHUSI U MPAKTUUYECKOMY 3aHSATHIO B
COOTBETCTBUU C METOJMYECCKUMHU yKa3aHUSMHU I10
BBITIOJTHEHUIO TPAKTUUYECKUX 3aHATHI/
Opranuzanus Jlexuus 8. Jlexuust ¢ pa300poM KOHKPETHBIX CUTYallui
JIOKYMEHTO0000pOoTa
[IpakTuueckoe PaGora ¢  MeToguyeckMMH ~— MaTepuaIaMu
3aHATHE 5. nabopaTopun TOKYMEHTOBEICHUS
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CamocrosrenbHas ([IoaroToBka K JIEKIIUU ¢ UCIOIb30BaHHEM (OHJIOB
pabota oubimorexu PITY " nabopaTtopuu
JIOKYMEHTOBEACHHS M MPAKTUUYECKOMY 3aHATHIO B
COOTBETCTBUHU C METOAMYECKUMH YKa3aHUSMH IO
BBITIOJTHEHUIO MPAKTUYECKUX 3aHATHI/
9. [Peructpanms Jlexkuus 9. Jlexmus ¢ pa360pOM KOHKPETHBIX CUTYaIHi
JIOKYMEHTOB u
OpraHH3aIHs [TpakTrueckoe PaGora ¢  MmeToauueckMMH ~— MaTepuaIaMu
CIPABOUHO- 3aHATHE 6. 1abopaTopun JOKYMEHTOBEIEHUS
MH(pOPMALMOHHOTO CamocrosrenbHas ([ToAroToBka K JIEKIUU C WCIOIh30BaHUEM (OHJIOB
OBCITyKHBARMA pabora OnbIMoTEKH PITY u nmabopaTopun
JIOKYMEHTOBE/ICHUS! U MPAKTUYECKOMY 3aHITHIO B
COOTBETCTBUU C METOJAMYECKUMHU YKa3aHUSIMHU 10
BBITTOJIHEHUIO MMPAKTHYECKUX 3aHATHI
10. |KonTpons wucnonnenus |Jlexuus 10. Jlexuus ¢ pa300poM KOHKPETHBIX CUTYyallui
JIOKYMEHTOB
CamocTtosarenbHas ([IoAroToBka K JEKIHUU C UCIOIb30BaHHEM (OHJIOB
pabota OoubanoTeKu PITY u naboparopuu
JIOKYMEHTOBEICHUS
11. |Opranuzarmus Jlexmus 11. Jlekuus-0Oecena
JIEJIONPOU3BOJICTBA  I10
N —— CamoctosarenbHas ([logrotoBka K JEKIMH C  WIIOJIb300BAHUEM
3ASTBTCHISIM H JKATO6AM pabota npaBoBbiXx 0a3 «Koucynerant», «['apant» u ap.,
cafita «Zakonbase»: 3akoHomarenbpHas 0asza
Poccuiickont @enepanun
12. XpaHeHue J0KyMeHTOB Jlexuun 12 Jlexmust ¢ pa300pOM KOHKPETHBIX CUTYaIHit
B ACIIOIIPOU3BOACTBE HpaKTI/I‘leCKOG Pabora C METOANYECKUMHU MaTepuajaMu
praHu3anuu 3aHaTHe 7. nabopaTopuu JOKYMEHTOBEIEHUS
CamoctosarenbHas ([IoAroToBka K JIEKIIMU C UCTOIb30BaHUEM (POHIOB
pabota oubnmorexu PITY " nabopaTtopuu
JOKYMEHTOBE/ICHUSI U TIPAKTUYECKOMY 3aHITHIO B
COOTBETCTBUHU C METOJMYECKUMH YKa3aHUSMH I10
BBITTOJIHEHUIO MMPAKTHYECKUX 3aHATHI
13. |HampaBnenus Jlexuus 13. [TpoGieMHas nexus
COBEpPILIEHCTBOBAHUS
0V CamocrosrenbHas |[IoaroroBka K JIEKIIMU ¢ UCIOIb30BaHUEM (POH/IOB
pabota oubaroTeKN PITY u naboparopuu
JIOKYMEHTOBE/ICHUSI.

Kaxnpiii oOyuaromuiics B TE€YeHHE BCEro mnepuoja oO0ydeHUs oOecredeH WHIAMBUAYaTbHBIM
HEOTPaHMYEHHBIM JIOCTYIIOM K 3JIEKTPOHHOW HH(pOpMarmoHHO oOpa3zoBaTtenbHoit cpene PITY wu3
M000M TOYKH, B KOTOPOM HMEETCS JAOCTYNl K HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOW CeTH
"Untepuer”, kak Ha Teppuropuun PITY, Tak u BHe ee. ODieKkTpoHHass MH(OPMAIIMOHHO-
oOpaszoBarenbHas cpena PITY obecrneunBaeT: gocTyn K y4eOHBIM IJIaHAM, pabOyuM IporpaMmMam
JUCLUUIUIMH (MOJyJIeH), mporpaMMaM HpPaKTUK, 3JIEKTPOHHBIM Y4eOHBIM HM3aHUSAM M 3JIEKTPOHHBIM
o0Opa3oBaTeNbHBIM pecypcaM, YyKa3aHHbIM B pa0ouux mporpamMmax JUCHUIUIMH (MOZyJeil),
nporpaMMax IpakTHK; (OpMHpPOBaHUE 3JIEKTPOHHOrO NOPTQOIMO OOydaroulerocs, B TOM YHUCIIE
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COXpaHEHHe ero paboT M OLEHOK 3a 3TU paboThl. B cinyuae peanuzanuu nporpamMMbl OakajiaBpuara ¢
MPUMEHEHHEM  DJIGKTPOHHOTO  OOydYeHHs, JUCTAHIMOHHBIX  00pa3oBaTEeNbHBIX  TEXHOJOTHIA
ANEeKTpOoHHas HMHQOpMaAMOHHO oOpa3zoBatenbHas cpena PITY oGecneunBaer: ¢ukcanuio Xxona
00pa30BaTEeNBLHOTO MPOIECCa, PE3yIbTATOB MPOMEKYTOUYHOW aTTECTAIlMH U PE3yJhTAaTOB OCBOCHUS
IporpaMMebl OakagaBpHarta; MpoBeieHue YUYEOHbBIX 3aHATHI, IPOLEAYP OLEHKU Pe3yJIbTaTOB 00yUYEeHMUS,
peanu3anusi KOTOPBIX MPEeIyCMOTPEHA C MPUMEHEHHEM 3JEKTPOHHOTO OOy4YeHHMs], TUCTAHLUOHHBIX
00pa30BaTeNbHbIX TEXHOJIOTHI; B3aUMOJICHCTBUE MEXYy yYaCTHUKaMU 00pa3oBaTesbHOTO Ipolecca,
B TOM YHUCJIE CHHXPOHHO€ M (WJIM) aCUHXPOHHOE B3aUMOJEHCTBUS mocpeiacTBoM cetu "Mutepner".
OYHKIMOHUPOBAHUE DIIEKTPOHHOM HMHGOPMAIIMOHHO-00pa30BaTEeIbHON Ccpelbl  00ecreurnBaeTcs
COOTBETCTBYIOIIMMU  CPEACTBAMH  HH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTUH |
kBaM(ukalyeir pabOTHUKOB, €€ HCIONB3YIOMUX U HoJAepKUBAOMMX. (OYHKIIMOHUPOBAHUE
ANEKTPOHHOU WH(POPMAIMOHHO-00pa3oBarenbHoi cpenbl PITY cooTBEeTCTBYyeT 3aKOHOIATENLCTBY
Poccuiickoit @enepanuu.

B nmepuon BpeMEHHOrO MPHOCTAHOBICHUS TIOCEHICHHUS OOYYaIONIMMUCS TOMEIICHUH U
tepputopun PITY s opranuzanuu yueOHOro npoiiecca ¢ IpUMEHEHHEM 3JIEKTPOHHOTO 00y4YeHUs U
JTUCTAHIIMOHHBIX ~ O00pa30BaTEIbHBIX TEXHOJIOTUHA MOTYT OBITh HCIOJB30BAHBI  CICTYIOIINE
00pa3oBaTeNbHbIE TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-TIEKLIUU B PEKUME PEaTbHOTO BPEMEHH,

— DJIGKTPOHHBIC YUYCOHHUKH, YIeOHBIC TOCOOMS, HAyIHBIC U3/IaHUS B AJICKTPOHHOM BHJIE M JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CHUCTEMBI JIJIsl SJICKTPOHHOT'O TECTUPOBAHUS,

— KOHCYJIbTAIIUH C UCTIOJIH30BAHUEM TEIICKOMMYHHUKAIIMOHHBIX CPEJICTB.

5. OneHKa MJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUs

5.1 CucreMa oleHUBAHUA

Cucrema OIEGHUBaHUS BBICTPOCHA B COOTBETCTBHHM C y4YCOHBIM IUIAHOM, TJI€ OMpeiesieHbl (Hopmbl
MIPOMEXYTOYHOM arTecTanuu (3a4€T/3au€T C OLEHKOI/IK3aMeH), U CTPYKTYpPOW IUCIHILIUHBI, TIe
onpezeneHbl (OPMbI TEKYIIEr0 KOHTPOJS.  YKa3blBaeTCsl pachpefesneHue O0amioB 1o ¢dopmam
TEKYILEro KOHTPOJIS U MPOMEXYTOUYHOM aTTeCTallui, CPOKH OTYETHOCTU. MOKET MPOBOAUTHCS KaK B
TPAIUIIMOHHON, TaK U B MHHOBAIITMOHHOW (hopMe (3aIuTa MPOEKTOB, JAeJI0Bas UTpa, KEHUCHI U T.11.).

Cucmema OUECHUBAHUA MoaHcen Obimb npe()cmaeﬂeHa KaK 8 mexkcmosou, maK U 8 madauyHoOU
opme.

Hanpumep:

®opma KOHTPOJIA Makc. K0JIM4eCTBO 0aJJ10B
3a oany|Bcero
paborty

Texynmi KOHTPOJIb:

- onpoc 5 bannos 30 bannos

- yyacmue 8 OUCKYCCUU HA ceMUHape 5 6annos 10 6annos

- KOHmMpoavHas paboma (memol 1-3) 10 6annos 10 6annos

- KOHmMpobHas paboma (memol 4-5) 10 6annos 10 6annos

[TpoMexxyTOUHasl aTTeCTALMS — HK3AMEH 40 6annoB

HToro 3a cemectp 100 GanmoB

[losy4eHHBII COBOKYIHBIH PE3yJIbTaT KOHBEPTUPYETCS B TPAJAMLMOHHYIO LKAy OLEHOK U B
HIKaxy oueHoK EBpomeiickoii cuctemsl nepeHoca u HakoruieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B coOTBETCTBUM € TaOIUIICH:
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[Mkana
100-6amnpHast mkana | TpaguiuoHHas mkana ECTS
95 —100 A
8394 OTJINYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 — 67 D
50 _55 YIOBJIETBOPUTEIHHO E
20—49 FX
0_19 HEYJIOBJIETBOPUTEIBHO HE 3a4TEHO =

5.2 KpnTeplm BBICTABJICHHUSA OLCHKHU IO TUCHUIIIMHE

Bananl/
HMIxana
ECTS

Ouenka 1o
AUCUUILINHE

Kpurtepun oneHkn pe3yibTaToB 00y4eHHsl 110 JMCHUIIIMHE

100-83/
AB

OTJINYHO/
3a4TEHO

BrictaBnsercs oOydaromeMycsi, €cid OH TIIyOOKO M MPOYHO YCBOWII
TEOPETUYECKUI u IIPaKTUYECKUN Marepuall, MOXET
MPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX M B XOJE MPOMEKYTOUYHOM
aTTECTALIUU.

OOyuaromuiicss MCUEpHbIBAIONIE W JIOTUYECKH CTPOMHO H3/araer
y4eOHBIi MaTepuan, YyMEET YBS3bIBaTb TEOPUIO C IPAKTUKOMH,
CIPABIIETCS C pEHIeHHeM 3ajad MpodeccHOHAIbHON HANpaBICHHOCTH
BBICOKOTO YPOBHSI CJIOKHOCTH, TPABHJIBHO OOOCHOBBIBACT NPUHSTHIE
pelIeHusl.

CBOOOIHO OpHEHTHUpYeTCS B y4eOHOM ©  TPOo(deCcCUOHATLHOM
JUTEepaType.

OueHka MO AUCHUIUIMHE BBICTABISAIOTCS oOOydarouiemycs C y4€Tom
pPEe3yJIbTAaTOB TEKYILEW W MPOMEKYTOUYHON aTTECTALINY.

Komnerenmnuu, 3akpennéHHble 3a AUCHUILTUHONW, CHOPMHUPOBAHBI Ha
YPOBHE — «BBICOKHIN.

82-68/

xoporo/
3a4TCHO

BricraBisiercss oOydaromiemycsi, €Clii OH 3HaeT TEOPETHUYECKHH U
IIPAKTHUYECKUM MaTepHuall, TPaMOTHO M IO CYLIECTBY HM3JIaraeT €ro Ha
3aHATUAX U B XOAE IPOMEKYTOYHOM AaTTECTalMd, HE JOIlycKas
CyIIECTBEHHBIX HETOYHOCTEH.

OO0yuaromuiics TpaBUIbHO MPUMEHSET TEOPETUYECKHE TOJI0KEHUS TTPU
pEIIeHNN NPAKTHUYECKUX 3a/iad Mpo(ecCHOHAIBbHON HAaNpaBICHHOCTH
pasHOrO YpPOBHS CJIOXKHOCTH, BIIJIEeT HEOOXOAMMBIMU JUISL 3TOTO
HaBBIKAMH U IIPUEMAMHU.

JlocTaTouHO XOpOIIO OpHUEHTUpPYETCsS B yueOHOH U mpodeccnoHaIbHON
JUTEpaType.

OneHka 1O JUCHMIUIMHE BBICTABISAIOTCS oOOydyaromeMmycs C Y4EToM
PE3yABTATOB TEKYIIEH U MPOMEKYTOYHOU aTTECTALIUH.

Komnerennuu, 3akpeni€HHble 3a JUCHUIUIMHOW, CPOPMHUPOBAaHBI Ha
YPOBHE — «XOPOIIHI».

67-50/
D,E

yIOBJICTBO-
purenbHO/
3a4TCHO

BrictaBisiercss oOydarolemycsi, €Ciid OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKUN W MPAKTHYECKUN MaTepuall, JOIMYCKaeT OT/AEIbHbIE
OLIMOKHM NPU €ro M3J0XKEHUU Ha 3aHATHUAX U B XOJIe NMPOMEXKYTOUHOMH
aTTeCTalUN.

OOyuaromuiics  UCHBITHIBACT  ONpeAei€HHbIE  3aTpyAHEHUS B
IIPUMEHEHHUN TEOPETHUYECKUX MOJIOKEHUN IIPU PEIIECHUH MPAKTHYECKUX
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Banasl/ | Onenka 1o | Kpurepun oneHkH pe3yibTaToOB 00y4eHHs 10 JMCHUIIIHHE

HMIxana | gucHUIIAHE
ECTS

3aja4  [Ipo(eCCUOHAILHON HANpPaBICHHOCTH CTAaHJAPTHOIO YPOBHS
CJIO)KHOCTH, BJIaJieeT HEOOXOAMMBIMH JUISL 3TOTO 0a30BBIMH HABBIKAMHU U
MpUEMAMU.

JleMOHCTpHpYyeT JOCTaTOYHBIA YpOBEHb 3HAHUs y4eOHOH JMTepaTypbl
10 JUCLUILINHE.

OneHka 1O JIUCHMIUIMHE BBICTABISIOTCS OOyYaromeMycs C Y4EToM
pE3yJIbTaTOB TEKYIIEH U MPOMEXYTOYHOHN aTTeCTaluu.

Komnerenmuu, 3akpemi€HHbIE 3a AMCUUIUIMHOW, c)OpMHUpOBaHBI Ha
YPOBHE — «JIOCTaTOYHBIN».

49-0/ HEYJIOBJIET- BricraBisiercss oOydaromiemMycsi, €ciii OH HE 3HaeT Ha 0a30BOM ypOBHE
FFX BOPUTEIBHO/ | TEOPETUUECKUI U MPAKTUIECKUH MaTepHall, JOIMyCKaeT IpyObie OMHOKH
HE 3a4TEHO IpU €ro H3JIOKEHWH Ha 3aHATUSX U B XOJ€ IIPOMEKYTOUHOU
aTTECTALINN.

OOyyaromuiicsi UCIBITHIBAET CEPhE3HBIE 3aTPYAHEHUS] B NPUMEHEHHUU
TEOPETUYECKUX IIOJIOKEHUN TIpU pEIICHHH NPAaKTHUYECKUX 3anady

IpoeCCHOHATBHON HaIIPaBJICHHOCTHU CTaHIapTHOI'O YPOBH:
CJIIO)KHOCTH, HE BIJIZeeT HEOOXOAMMBIMU Ui 3TOrO HaBBIKAMU U
puEMaMu.

JlemoHCTpHpyeT (parMeHTapHble 3HaHUS Y4YeOHOW JUTEepaTypbl IO
JUCLIUIUINHE.

OneHka MO AUCHUIUIMHE BBICTABISIOTCS oOOydaromiemycs ¢ y4€ToMm
pPEe3yJIbTAaTOB TEKYILEW 1 MPOMEKYTOUYHOM aTTECTALIUU.

KoMmnereHnmn Ha ypOBHE  «IOCTATOYHBIM», 3aKpEIUIEHHBIE 3a
JUCITUTIMHOM, HE CHOPMUPOBAHBI.

5.3 OueHouyHble cpeacTBa (MaTepuHasdbl) AJdf TeKYIIero KOHTPOJS YCIeBaeMOCTH,
MPOMEKYTOUYHOI aTTecTaluu o0y4yaommxcs no gucuumiie (OIK-2)

B nanHOM pasznene npuBOIATCS MPUMEPHI OLIEHOUHBIX CPEACTB B COOTBETCTBUM CO CTPYKTYPOM
JTUCIUTIIMHBL U CUCTEMOW KOHTPOJIS: BapHaHThl TECTOB, TeMaTHKa MHUCbMEHHBIX padoOT, MPUMEPHI
HK3aMEHAIIMOHHBIX OWJIETOB, TUTIOBBIC 33Ja4yu, KeWchl U T.M. OLIEHOYHBIMU CPEJICTBA JOJDKHBI OBITH
obecrieueHbl Bce (POPMBI TEKYIIETO KOHTPOJISI M MPOMEXKYTOUHOW arrectaniud. OHU JOKHBI OBITh
OpPUEHTUPOBAHBI HE TOJIBKO HA MPOBEPKY CPOPMUPOBAHHOCTH 3HAHUMN, HO TaK)K€ YMEHUU U BIaJICHUH.

Bonpocs! 1J1s1 MOATOTOBKY K KOHTPOJIbHOM padoTe:

1. CymectByeT M B HacToslIlee BpeMs TOCYJIapCTBEHHOE pEryJUpPOBaHHE BOIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKH JIOKYMEHTOB (HAarpuMep, ONpeAesIeHbl I TUIOBbIE ONepaluu
00pabOTKM JOKYMEHTOB, HX IOCJEI0BAaTEIIbHOCTh) B YUPEXKIEHUSIX, OpraHu3alusx U Ha
MPEANPHUATHIX CTPAHbI?

Kaknmu 1OKyMEHTaMH JTOJKHBI MM MOTYT PYKOBOJICTBOBATHCSI KOHKPETHBIE CTPYKTYPBI IIPH
pelIeHnn JaHHOT O Bompoca?

2. Jlna pemieHust Kakux 3a7ad HCHOJBb3YIOTCS TOCYJapCTBEHHbIE CTaHAApThl B cdepe
nenonpousBozcTBa? HazoBure Takue CTaHIapThl.

Kakum o0pa3om opraHuzanusi MOXKET JOOHTHCS OT CBOMX PaOOTHUKOB 00S3aTENBLHOTO yuyeTa
nonoxeuuit OCT?
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3. OmHOll W3 BaXHEUIIUX SBISETCS TMpoOJIeMa COXPAaHHOCTH (XpaHEHHS) JIOKYMEHTOB
OpFaHH3aHHﬁ. Kaxumn MPpaBOBbBIMU AKTaMHU U TOCYAAPCTBCHHBIMU MCKOTPACICBBIMU JOKYMCHTAMU
CIIEZyeT PYKOBOJICTBOBATHCS TIPU €€ PEHICHUU:

3aKoHOaTEIbHbIE OCHOBBI XpaHEHUS JIOKYMEHTOB

VHble mpaBOBbIE AKTHI, ONPEAECISAIOIINE PEIIEHHE BOIIPOCOB, CBS3aHHBIX C COXPAHHOCTBIO
(XpaHeHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I‘ICCKI/Ie AOKYMCEHTEI, COACpKaIUe METOJUKY pa6OTH 10 OIICPATUBHOMY
XPaHCHUIO JOKYMCHTOB U IMOATI'OTOBKEC UX K IICPEAAYC B apXUB OpraHu3aliniu

4. PykoBonuTenb NPEANPHUATHS PacOpAIWICA MOATOTOBUTh JAOKYMEHTBI, KOTOPbIE JOJKHBI
pEerIaMeHTHPOBATh JeATENBHOCTD Ciyxk0b1 IOV (kaHuensipun), OpraHu3aifio 1 MOpsSAoK padoThl ¢
JOKYMEHTaMH.

beuto pazpadorano I[lonoxenne 06 MHPOPMALMOHHONW MOJIUTUKE, OMH U3 Pa3JIesIOB KOTOPOTO
Ha3piBasicst «Opranuzanust paboThl ¢ JOKyMEHTUpyeMoll mHpopmanuein». B paszgene 3akperuisiics
CTaTyC KaHLEIIPHUHM KaK CIyXKObl JEIONpOM3BOACTBA M (YHKIMHM €€ COTPYIHHKOB IO pabore C
JOKYMEHTaMH.

Onpenenure, Kakue OpraHU3allMOHHbBIE JOKYMEHTBHI 3aMeHMJI coOoi paznen «OpraHuzanus
paboThI ¢ JOKyMeHTHUpyeMoi nHpopmarueit». [IpaBomepHa i Takas nmpakTuka?

Kakoli eme BHYTpeHHHMI HOpPMAaTHBHBIM JOKYMEHT CJEl0Bajo pa3paboTarb, YTOOBI
YCTaHOBUTB €IMHBII MOPSIOK AEIONPOU3BOACTBA HA IPEAIPUITHNA?

5.0mpenenute mOpsIoK cocrasieHus u odopmieHus [Tonoxenus o ciyxoe JIOY:

. pa3pabaThiBaeT (KT0?)

. MOJMHUCKIBAET (KTO?)

. JIOJKHO OBITH COTJIACOBAHO (C Kem?)

= yTBepkJaeT (KTo?)

. BBOJMTCS B IeHCTBUE (KEM UK yeM?)

. noJyiexar epecMoTpy (pu KaKnX
o0cTosITeILCTBAX?)

3aroNHUTE IPOITYCKH.

6. Pa3paborannas B opranuzanuu VHCTPYKIMS 1O AETOMPOU3BOJICTBY COJEPKHUT CIETYIOIIHE
TEMaTUYECKHE pa3/Ielibl:
- Opranusanus J0KyMeHT0000poTa
- Peructpanus 10kyMeHTOB
- KOHTpOJ'II) 3a UCIIOJTHCHUEM JJOKYMCHTOB
- Howmenknarypa nen
- XpaHeHnEe JOKYMEHTOB B CTPYKTYPHBIX MTOAPA3ICICHUSX.

OTpakeH 1 B MHCTPYKIIMHU BECh MpoIiecc paboThl ¢ TOKyMeHTaMu?
Ecnu mer, kakumu paznenamu Bol ObI TOTIOMTHUIN TaHHBIA JOKYMEHT.

O06ocHyiiTe cBOE pelieHue.
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7. HCTpYKUMS MO AETOMPOU3BOJICTBY — ITO O0S3aTENFHBIN TOKYMEHT /ISl BCeX PaOOTHHKOB
OpTaHU3aIMH WIH TOJBKO IS €€ CITyKObI JeoNpon3BOCTBA?
KTo 1 xakuMm 06pa3om onpenenseT chepy pacupoCTpaHEHHUS TAHHOTO JOKYMEHTa?

8. KommaHusi ¥MeeT HECKOJIbKO OTICJIICHHH, OHO M3 KOTOPBIX pACIOyiaracTcs B TOM JKe
3[IaHKH, YTO U IICHTPAIbHBIN ouc. [Ipyrue oTaeneHus pacioioKeHbl B Pa3HbIX palOHaX ropoja.

Kaxk Oyzmer opranu3oBaH JOKyMEHTOOOOPOT KOMIIAHUH B 3TOM Cliydae: OYyJeT JIi [EHTPAIbHbIN
oduc paboTaTh CO BCEMHU JIOKyMEHTAMU KOMITAHUU (OCYIIECTBISATH IIEHTPAIM30BAHHBIN TIPUEM BCEX
JIOKYMEHTOB, UX PETHCTPAIMIO, BECTU CIPABOYHYO PabOTy, KOHTPOJIb 3a UCIOJIHEHUEM TIOKYMEHTOB U
T.JI.) WIK Tiepenact 3T GyHKIuU B otaeneHus’? Eciaum mepenact, kakoBa Oyaer poiib ciyx0wr JJOY
neHtpaigbHoro oduca? Kak OymyT paboTarth ¢ JHOKYMEHTAMH OTIC/ICHHS, HAXOJSIIEMCS B TOM Ke
3J1aHWH, YTO U IEHTPaIbHBIN odrc?

9. IlepBuuHas 00pabOTKa JOKYMEHTOB, IMOCTYIHUBIIUX B KOMIIAHHUIO IO TOYTE, CBOJMTCS K
cieayronieMy. PaOOTHUKH, BBIMOJHSIOIIAE 3Ty OIEPAIUI0, BCKPHIBAIOT M TYT X YHUUYTOXKAIOT
KOHBEPTHI, MPOCTABISIOT HA BCEX MOKYMECHTaX, B TOM 4HCIe, (PUHAHCOBBIX, OYXraaTepCKUX U T.II.,
mTaMIl 0 MOCTYIUICHUHU AOKYMCHTA B OpraHU3alvi0 U MEPCHANOT UX HHCIICKTOPY IO PCrucCTpanuu.
WHCIeKTOp MpOCMaTpUBaeT JOKYMEHTBI M (PUKCUPYET B PETHCTPAIMOHHBIX (hopMax, IOMUMO MPOYUX
CBCI[@HI/Iﬁ, KOJIMYECTBO JIUCTOB U HAJINYUC HpI/IJIO)KeHI/Iﬁ K JOKYMCHTaM.

Onpenenurte, kakue TpeOOBaHUS K MPOIECCY NMEPBUYHON 0OpabOTKH JOKYMEHTOB B JJAHHOM
cJIydya€ HapylmaroTCsa, U KaKMC HCTATHBHBIC IMOCICACTBUA 3TUX HapymeHI/If/'I AJI1 KOMIIAHUHU MOTYT
MPOSIBUTHCSI BITOCIICCTBHUH .

10. IToMOLTHUK PYKOBOJIUTENS, IPEABAPUTENBHO IPOCMOTPEB TIOKYMEHTAIINIO, TOCTYIUBILYIO
B OpraHU3aLUIO, BCIO €€ IepeJacT pPYKOBOAUTEN0. B manky ¢ JOKyMEHTaMu BKJIaJbIBAETCS
IIUCbMEHHBIH KOMMEHTapuil 0 cocTaBe MOCTYNHBIIUX JOKYMEHTOB, KOPPECIOHJEHTAxX, ajpecarax U
COJIEprKaIMXCs B KaXKIOM JOKYMEHTE BOIPOCAX.

B uem cocTOMT Ha3Hauye€HHE ONEpALUU «IIPEABAPUTEIBHOE PACCMOTPEHHUE JOKYMEHTOB)?
[IpaBmiIbHO JI €r0 NOHKUMAIOT B JAHHOW OpraHU3aluu?

11. OOmas TtexHonorusi paboThl C JOKYMEHTAaMH B OpraHU3allMd COCTOUT U3 THIIOBBIX
onepauui:

. MpUEM JOKYMEHTOB;

. nepBUYHas 00paboTKa JOKYMEHTOB;

]

. perucTpanus;

= pacCMOTpEHHE JIOKYMEHTAa PYKOBOAMTEIIEM U OMNpPEACNICHHE XapakTepa

pelieHns Bonpoca (pe30ItoLus);
]

= MOCTAaHOBKA JIOKYMEHTa Ha KOHTPOJIb;
. MOArOTOBKA MPOEKTA JJOKYMEHTA;

= oopmieHHE U COTIacoBaHUE;

. YAOCTOBEPEHHUE;

]

. OTIIpaBKa U3 OpraHU3aluy;

JlomomHUTE TIEpeUeHb HEIOCTAIONMMHU OTIEPAITUSIMHU

12. B CcOOTBETCTBMH C TOCYAApCTBEHHBIMM  MEXOTpPACIEBBIMM  JIOKYMEHTAaMH B
MH(POPMAIIMOHHO-TIONCKOBYIO cHcTeMy Mo JoKkymeHTam opranuzanuu (MUIIC) Bxoxasar: perucrpanms,
UHJeKcanus, popMUpOBaHUE JIE.

KakoBo naznauenume kaxmou coctasistomeir UIIC? Uto mo3BonsieT 00bEeAMHUTL UX B OJHY
cucremy? Kak OHM MOTYT UCTIOJIb30BaThCS MPU TIOUCKE TOKYMEHTHOM nHpopmarmu?
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13. B perucrpanuonsbsie ¢GopMbl BXOISIMIMX JOKYMEHTOB OpraHH3alUsl BHECIA CIEAyIoIIne
JaHHbBIE:

JaTa IOJIy4EHHUs, BXOJSIIMNA PETUCTPALMOHHBI HOMEpP, KOPPECHOHJEHT, HOMEp M JaTa
JNOKYMEHTa, KpAaTKO€ COJEpkKaHUE, pE30JIOLMs PYKOBOJUTENS OpPraHU3allUh, PYKOBOJIUTEIb
CTPYKTYPHOTO MOJPAa3IeICHUs, PE30JIIOLMS PYKOBOAUTENS NOIpa3AeiCHuUs], UCTIOHUTEb.

Onpenenure, COOTBETCTBYIOT JIM 3THU JIaHHBIE PEKOMEHIYEMOMY COCTaBy pEKBH3UTOB
peructpanioHHoi  ¢gopmbl.  Mmeer nm  ciyx0a  JIelonpoM3BOACTBA IIPaBO  BKJIOYATh B
perucTpanoHHble POPMBI PEKBUZUTHI IO CBOEMY YCMOTPEHUIO?

14. Cucrema perucrpanuu B OpraHU3alMd HUMeEeT CMEUIaHHYIo (GopMmy, MpH KOTOPOH dYacThb
JOKYMEHTOB (ITOCTYMAOUIMEe HA MM PYKOBOJIUTENS, MPHKa3bl U JIp.) PErHCTPUPYIOTCS B CIyk)Oe
JIEJIONPOU3BO/ICTBA, & OCTAJIBHBIE — B CTPYKTYPHBIX MOJIPA3IEICHUAX.

B ciyx0e neinonpou3BoJCTBAa BCeM 0€3 HCKIIOUCHHUS JTOKYMEHTaM IPHUCBAaWBaeTCsA HHJICKC,
COCTOSIIIIUN U3 TIOPSIKOBOTO HOMEpa JIOKYMEHTa B COOTBETCTBYIOIEH TpyIIe (HampuMmep, BXOISIINX
JOKYMEHTOB) U JHTEpbl «P», o3Hauaromend «pykoBOJACTBO», Hampumep, P 45. B crpykrypHBIX
MOJIPA3/ICIICHUSX PETUCTPAIIMOHHBINA WHICKC COCTOWT M3 WMHACKCA CTPYKTYpPHOTO Tojpa3zieiieHus (1o
BHYTPCHHEMY KJIACCH(HUKATOPY CTPYKTYPHBIX MOJPA3/ICIICHUI) U MOPSAIKOBOTO HOMEpA, HaIpUMep, 3-
25 nmn 4-12 u T.11.

Uem Takoil MNOPAIOK HMHJIAEKCUPOBAHHS HE COOTBETCTBYET YCTAaHOBJIEHHBIM TpeOOBaHUSIM?
Pemienue kakux HHPOPMALMOHHO-TIOMCKOBBIX 33124 YCIIOKHSAIOT TaAKHE UHAEKChI?

15. [lena B opranu3anuu GOPMHPYIOTCS ¥ XPAHATCS CIETYIOIUM 00pa3oM:

CHEIHMANIMCTHl OT/EJOB 3aBOJAT MAlKd, B KOTOpPBIE BKIAJBIBAIOT JOKYMEHTBHI, Kacarollhecs
pelIeHUs OTICIBHBIX BOMPOcoB. Ha 001oXkKax moMemarTes GaMmInd ¥ HHUITUAIBI UCIIOJTHUTEIICH |
yKa3aHHe Ha KOHKPETHOE HAIlPaBJICHUE €ro AeITeIbHOCTH, HalpuMep:

A.C. TepeHTbeB
H3roroBjieHHe H YCTAHOBKA CBETOBOH peKJIaMbl

B Tewyenue roga B Takoil mamKe HAKAIUIMBAIOTCS Pa3IMUHbIE JOKYMEHTBI, C KOTOPBIMH
MPUXOJUTCS paboTaTh CIELUANNCTY B paMKaX JaHHOH mpoOsieMsl. B uncie 70KyMEeHTOB BCTpEUaroTCst
MUCbMa-TIPE/UIOKEHNSI, TNHCbMA-OTBETbl Ha MPEAJIOKEHHUs, MHCbMa-peKiIaMalliy, JOTOBOPHI U
NPUIIOKEHNUS K JOrOoBOpaM, aKTbl, MPOTOKodbl M ap. Ecimm cnenumamuct paboTaeT He € OJHOM
OpraHu3alyeil, To BHyTpU ManKu OH MOMeEIIaeT KapTOHHBIE pa3/IeNUTENN C YKa3aHWEM KOHKPETHBIX
OpraHM3anuii-koHTpareHToB. Korma JOKYMEHTOB CTAaHOBHUTCS CIMIIKOM MHOTO, 3aBOJAT BTOPYHO
(TpeThIo U T.JI.) MAIKy C TAaKOM K€ HAaJIUChIO U YKa3aHHEM, YTO 3TO BTOPOE (TPEThe U T.[.) JEJI0:

A.C. Tepentben

W3roroBieHue U yCTaHOBKA CBETOBON pekyiaMbl. Ne 2

B KOHII€ ToJa IIallKyu IIOMCIIAIOTCA B HIKa(l), B OTACJICHUA, TAC XpPaHATCA JOKYMCHTBI
OIMPCACIICHHBIX CIICIUAJIMCTOB.

Takol MOPSAAOK XpaHEHHs JOKYMEHTOB OOBSACHSIOT T€M, YTO MMEHHO TaK CIEeLUAINCTaM
yA00HO paboTaTh C JOKyMEHTaMH B TE€UEHHE JEJIONPOU3BOACTBEHHOTO T0/d, HUCKATh JTOKYMEHTBI
rocjae OKOHYaHUs paboThl ¢ HUMHU U O0ECIeUMBaTh UX COXPAHHOCTh, TaK KaK KaXAbIM CHEelHalInuCT
3HAEeT CBOM BOIIPOC U, 3HAYMT, CBOU JOKYMEHTHI.

Cornacusl 11 Bel ¢ Takum 00bscHenneM? KTo B TakoM citydae Oy/IeT HECTH OTBETCTBEHHOCTh
3a 00ecreYeHne COXPaHHOCTH TOKyMeHTOB? OOOCHYHTE CBOM OTBET.
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16. B TeyeHue roxa y opraHu3alyy NOSBHIACH HOBBIC HAIIPABJIICHUS EATEIBHOCTH U HOBBIE
naptHepbl. HoBast pabora Oblia mopydeHa aByM oTnenaM. Kak ciepctBue, MOSIBIIIMCH 3HAUUTEIHLHOE
KOJIMYECTBO HOBBIX JIOKYMEHTOB, KOTOpble HE ObUIM MperyCMOTPEHbl  JIeHCTBYIOIIMMU
HOMEHKJIaTypaMH JIeJl JaHHBIX OTIEJIOB.

PykoBoauTens opraHu3allid CBOMM IPUKa30M 00s3a]1 BHECTH W3MEHEHUS B HOMEHKIATYpy
nen. B pesynbpraTe 3TO CBEIOCH K COCTaBICHUIO B CEpEIMHE I'0JIa HOBBIX HOMEHKJIATYP JAEN JBYX
OTIeNOB. PyKoBOIUTENb OpraHu3alii UX YTBEPAUIL.

[Touemy Takue OecTBUS HE MOTYT OBITH MpHU3HaHBI MpaBoMepHbIMU? Kakue TpeGoBaHHsS K
COCTABJICHUIO 1 O(OPMJICHHIO HOMEHKJIATYPbI /1€ ObLIIM HapyIIEeHbI?

17. Ilocne omnOGOYHOr0 YHUUTOXKEHUS PAAA BaKHBIX JOKYMEHTOB B KOMIIAHUU OBLIO MPUHATO
peumieHne o co3gaHuM 3kcnepTtHo komuccun (OK) u pa3paboTke BHYTPEHHHX HOPMAaTHBHBIX
JOKYMEHTOB, PETYJUPYIOIIUX €€ 1eATeIbHOCTb.

B neiicTByromue KOpHopaTUBHBIE TOKYMEHTHI, PETJIAMEHTUPYIOLIUE ACATEIbHOCTD CITY>KOBI
JeJIONIPOU3BOACTBA M MOPAJOK paboThl C  JOKYMEHTaMHM KOMIIAHUM ObUIM  100aBIIEHBI
COOTBETCTBYIOIIME pa3zeiibl, B KOTOPBIX OBUIM ONpENIeIeHbl CTaTyC, COCTaB, Mpasa, oo0s3anHoCTH DK 1
MOPSA0K IPOBEIECHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢ynkunu 9K Obu10 BKIIOYEHO ClIeqyIOIIEE:

- IPOBEpPKA MIPABUIBHOCTH OPOPMIICHHSI JOKYMEHTOB;

- Yy4€T JOKYMEHTOB;

- OIIpe/IeNIeHUs YCIOBUIM XpaHEHUs JOKYMEHTOB;

- IpOBepKa KayecTBa (POPMUPOBAHUS JICTT;

- yUeT JieJl C JUIUTEIbHBIMU CPOKAMH XPaHEHMUS;

- 0TOODp J1€J1 Ha XpaHEHUE U YHUUTOKEHUE;

- OIIpe/IeIeHue CPOKOB XPaHEHUs IOKYMEHTOB;

- ONPEJEIIEHNE TIOJTHOTHI COXPAHHOCTU JOKYMEHTOB KOMITaHUU.

Kakue nHapymenus 6putn gomnyiieHsl npu coznanuu OK ?

Kakwue, Ha Bam B3ris, GQyHKIUN HE COOTBETCTBYIOT Ha3HaueHUI0 DK U HE BXOJAT B NOHSTHE
«3KCIIEPTU3a LICHHOCTU JIOKYMEHTOB»?

18. YacTp BXOAAIMMX M UCXOAAIIMX JTOKYMEHTOB OpraHU3allMy IPEJCTABICHA B IEKTPOHHOU
¢dopme. IIpu moAroToBke Aen K mepenade B apXUB BCTAJ BOIPOC, B KAKOM BHUJI€ UX HYXHO C/1aBaTh: B
BHUJI€ ICKOB WJIM NIEPEBEIEHHBIX Ha OyMa)KHYI0 OCHOBY TPAJUIIMOHHBIX JOKYMEHTOB.

CTOpOHHUKH TMepeBo/a JAOKYMEHTOB B TPAaJULIUOHHYI0 OyMakHylo (oOpMy MOTHBHUPOBAIH
CBOIO TOYKY 3PEHHUS TE€M, YTO HE M3BECTHO, IO Kakoil (opme mommkHa OBITH COCTAaBJIEHA ONMMCh Ha
ANEKTPOHHBIE JOKYMEHTBI, U KaK OMPEIENIUTh CPOK UX XPAHEHUS.

Kak 651 Bbl moctynwim B qaHHOM citydae? MOKHO JIM ONpPENeNIUTh CPOKU XPAHEHUS TaKUX
JIOKYMEHTOB ¥ (OpPMY OMKCH, O KOTOPOH OHU MOT'YT OBbITh MepeaaHbl B apXUB?

IIpumep BapuaHTa TecTOB AJIsl KOHTPOJIbHOI PadoThI
Bapmunanr 1

1. [TpaBuna nenonpou3BoACTBa B (eiepabHbIX OpraHax HCIOJHUTEIbHON BIIACTH
n Meroanueckue pPEKOMEHJAIMU MO pa3pabdOTKe HHCTPYKUUH MO JAEJIONpPOU3BOACTBY B
benepanbHbIX opraHax UCIIOJIHUTEIILHON BJIACTU ObuH IIPUHSATHI B
TOfy.

Kakue 13 nepeuncieHHbIX BOIPOocoB MeToanueckue peKOMEHJAMN PEKOMEHIYIOT BKIFOUHUTh
B MHCTPYKILIHIO 1O JIE€IONPOU3BOJICTBY:

IIpaBHJIa COCTaBICHUS U 0(OPMIICHHS TOKYMEHTOB
IpaBUiIa OPraHu3aluy JOKYMEHTO000poTa
IpaBUjIa PETUCTPALlMU U KOHTPOJIS

IpaBujia XpaHEHUs JOKYMEHTOB
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o npaBuia 00pabOTKH HIEKTPOHHBIX JOKYMEHTOB
. npaBuia nepenadu GakCUMUIBLHBIX COOOIIEHU
o NpaBUiIa XpaHEHUS DJICKTPOHHBIX JJOKYMEHTOB

1. OTmerbTe B CIUCKE THUIIOBBIE Ha3BAaHUS CIIYKO JAEIOMPON3BOICTBA:

o OTtaen nenonpou3BoACTBA

o Otaen nokyMeHTO0O0pOTA

o YnpasneHue neaamu

) Kanuensapust

. OO0wmui oTnen

. Peructparypa

o Cekperapuar

. Otnen KaapoB U JEIONPOU3BOICTBA

2. OTMeThTE B CHHUCKE CTPYKTypHOE IMOApa3JeicHne, KOTOpOe pa3pabarsiBact
WHCTpyK1HIO MO AETONPOU3BOJICTBY, U JOHKHOCTHOE JIUIIO, KOTOPOE YTBEPKIAET 3TOT JOKYMEHT :
Cnyxb6a JI0Y

KOpunnueckast ciny»x6a opraHuzanuu
Kanposas cinyx6a opranuzanuu
Otnen Tpyna u 3apriiaTel
PykoBoaurenb opranuzanuu
e PyKOBOJIUTENb KOJUIETHAILHOTO OpraHa
C Kxakoy JaThl HAYUHACT ACHUCTBOBATD MHCTPYKIIHS. .. uvvteteenteeete et eieeaieeieenaeennenns

4. IlponyMepyiiTe TpaBUIbHYIO TOCIEAOBATEIBHOCTD JIETOMPOU3BOJICTBEHHBIX ONEpaIuii mo
MOATOTOBKE U 00paboTKe UCXOASIINX TOKYMEHTOB:

pa3paboTKa MPOeKTa JOKYMEHTA
odopmileHHE aapecara
3aroJIOBOK K TEKCTY
OTIIpaBKa
odopmIIeHHE TTPUITOKEHHUS
MIPOCTaBJICHUE OTMETKH 00 MCIIOHUTEE
BU3BI COTJIACOBAHUS
MOJINMCaHUE

o perucTpanus
5. Perucrpauuu nojjiexar:

L4 BCC IMNOCTYNNHUBIINC U OTIPABIACMBIC JTOKYMCHTbBI

L4 TOJILKO BHYTPCHHUC NOKYMCHTBI

L4 TOJILKO OIICPATUBHBIC U CPOUHBIC JOKYMCHTBI

L4 TOJBKO JOKYMCHTBI, IOCTYIIMBIIMWC W3 BbIMICCTOAIINUX OPr aHU3alul u
OTIIPAaBJIACMbBIC UM

L4 JAOKYMCHTHI, Tpe6yIOIJ_[I/IC yuc€Ta, UCIIOJHCHHUA U UCIIOJIb30BAHUA B CIIPABOYHBIX

Oeax

KOHTpOJILHbIe BOIIPOCHI U 3aJaHUs AJIA AaTTECTAIIMHA 11O UTOraM OCBOCHHUA TUCHUIIJIMHBI:
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11.

12.

13

14.
15.

16.

17.

18.

19.

20.

21.

22.

23.
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OCOOEHHOCTH CHCTEMBI JENONPOU3BOACTBA B IIEHTPAIbHBIX yupexaeHusx Poccun XVI-XVI.,
XVIII, XIX BB.. HampaBnenus u cnocoObl panuoHAIM3AIMU JCJIONPOU3BOACTBA B
yupexaeHusax Poccun XIX - Hay. XX B.

Hanpapnenus noucka panoHajabHbIX (OPM OpraHu3aluu Aenonpon3Boactsa B 1920-e rozsl

Ponp Hapkomara paboye-KpeCTbSIHCKOH MHCHEKIIMM B CO3/JaHUM CHUCTEMBI COBETCKOTO
JEJIONPOU3BOCTBA.

Haubonee 3Haunmbie pa3pabOTKH aKIIMOHEPHOTO 0obmecTBa «OpreTpoity, MHCTUTYTa TEXHUKH
yrpaniieHusi B 1920-e roasl.

XapakrepucTuka 1 3HaueHue «OOUIMX MpaBuil TOKYMEHTAlUU M JOKyMeHToobopoTa» (1931
T.)

[IporpamMmMbl  COBEpIIEHCTBOBAHMS  JICJIONPOU3BOJACTBA, MPUHSITHIE HAa MEXKOTPACIEBBIX
copemanuax 1941, 1960 rr.

HampapiieHus: TCOpETUYECKUX | MPHUKIAIHBIX UCCICAOBAHUN B 00JaCTH COBEPIICHCTBOBAHHUS
nenorpoun3BojictBa B 1970-1980-¢ rossl.

['ocynapcTBeHHOE peryiaupoBanue aenonpon3Boactsa B 1990-¢ — 2000-e rombr

HopmaTtuBHO-METOAMYECKHE TOKYMEHThl MEXOTPACIE€BOr0 JIEHCTBHS, KOTOPBIE ONPEAEISIOT
COBPEMEHHYIO OPTaHM3AIMI0 Pa0OTHl ¢ JOKyMEHTaMU (HAMMEHOBaHWE JOKYMEHTa, TOJ[ €ro
pa3paboTKu, KpaTKas XapakTepUCTUKA)

Opranmzanus cinyx0s1 JIOY. OcHoBHas 11eI1b, 3a7a9u ¥ GYHKINHU CITY>KOBI, €€ TOJHKHOCTHOM |
YHCJICHHBIH COCTaB.

Tunosble BUABI U CTPYKTYpHI cityxk0 JIOY.

. JlJokanpHbBIE AKTbI, PCMIIAaMCHTUPYIOINHUEC OpraHnu3aluro JACJIOIIPOU3BOACTBA. Ha3HaquI/Ie,

cocTaB HH(OPMAITHH, TIOPSIIOK pa3pabOTKH U YTBEPKICHUS.
HNHcTpyKus 110 AesnonpousBoAcTBy. HasHauenue, CTpyKkTypa TeKCTa, MOPSAO0K IOATOTOBKH.

[TonsiTne  «JOKYMEHTOOOOpPOT»,  NPUHLHUIBI ~ €ro  OpraHu3alMu.  XapaKTEepPUCTUKU
JOKyMEHTOO00pOTa

Otanbl A0KyMeHTooOopoTa. Omnepanuu, KOTOpbIE BBIIOJHSAIOTCS NpU padoTe ¢ BXOIAIMIMMHU
JOKYMEHTaMU

Otanbl JOKyMeHTooO0opoTa. Onepanuu, KOTOpble BBIIOJHSIOTCS MPU padoTe C UCXOIAIIMMHU
JOKYMEHTaMU

Oranbl JOKyMEHTOO00pOTa. ONepalii, KOTOPbIE BBHIOJIHAIOTCS C BHYTPEHHUMH JTOKyMEHTaMU

Perucrpamuss JOKyMEHTOB, €€ Ha3HAa4YCHUE. IIpaBunma perucTpauvu JOKYMEHTOB.
XapaKkTeprucTUKa COBPEMEHHBIX PErMCTPALIMOHHBIX (OPM, COCTaB HH(OPMALIUU U MOPSA0K UX
3aI0JIHEHHUS.

IMousTus «peructpanusa 10OKYMEHTOB)», KHHACKCUPOBAHUC TOKYMCHTOB)). 3HaueHNE U ImpaBujia
(bOpMI/IpOBaHI/ISI HHIACKCOB

3HaYeHWE KOHTPOJISI 3a CpOKaMHU MCIIOJIHEHHsS JOKYMEHTOB B ammapare yIpaBJICHUS.
TpeboBanus K OpraHU3aIMi KOHTPOJIS UCTIOTHEHHS JOKYMEHTOB B JITIONPOU3BOJICTBE. 3a/1aun
KOHTPOJIbHOU JIEITEILHOCTH.

CpOKI/I HUCIIOJIHCHUSA  OTOKYMCHTOB. Texunomorus KOHTpOJIA 3a CpOKaMu HUCIIOJIHCHUA
AOKYMCHTOB.

3aKOHO,Z[aTGJ'IBHa$I periraMCHTallud U MCETOAUYCCKOC obecrnieucHue OopraHu3all XpaHCHHUA
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nokyMeHTOB B Poccuiickoit @eaepanuu.

24. Opranuzanus TEKYIIETO XpaHEHUs JOKYMEHTOB B JICTONPOHM3BOJACTBE OpraHU3alUd H
obecrieueHre UX COXPAaHHOCTH

25. Homenkmnatypa JAen, €€ Ha3HaueHUE B JICJIONPOM3BOJACTBE. BUIbl HOMEHKIATYp e, UX
ocobeHHocTH. TpeboBaHHMA K  HOMEHKJIAType  JeJ, MX 3aKpelieHHe B HOPMATHUBHO-
METOAMYECKUX JIOKYMEHTAaX MEXKOTPACIEBOTO ACHCTBUS.

26. MeTtoquka cocTaBieHUST HOMEHKIaTypbl aen. [lopsgok odopMieHHs, COTJIacOBaHUS H
YTBEP>KJICHUS] HOMEHKJIATYPHhI JIEJI.

27. IIpaBuia popMupoBaHus B Jiejia TOKYMEHTOB Pa3IMYHbIX BUJOB. [IpUHIIUIIBI cucTeMaTU3aNH
JIOKYMEHTOB BHYTPHU €.

28. IToustue “akcrepTrsa LIEHHOCTH JOKYMEHTOB”. HopmartuBHo-MeToguyeckue u
TEOPETUUECKHE OCHOBBI MPOBEACHUS SKCHEPTH3bl. [IpUHIMIBI M KPUTEPUU SKCIECPTU3BI
IIEHHOCTH JOKYMEHTOB.

29. Opranuzanus paboThl IO TPOBENEHUIO HKCIEPTU3BI LIEHHOCTH JIOKYMEHTOB.
JIOKyMEHTUPOBaHHE JESTEIbHOCTH HKCIIEPTHON KOMUCCUM U O(hOPMIIEHUE €€ Pe3yJIbTaTOB.

30. Haznauenne ommcu naen. Bumer ommceii. IlpaBuia cocraBieHuss u oopMieHHE OMUCH I
CTPYKTYPHOTO MOJpa3aeacHHs.

31. Onepanuu 1o MOATOTOBKE JOKYMEHTOB K MIEpeladye B apXUB OpraHU3aIiH.

32. OcHoBHble TpeOOBaHUS K OGOPMIEHHUIO JeJ MPU UX MOATOTOBKE AJis Iepeladyd B apXuB
opranuzanun. YacTuyHoe u mojHoe oopMiIeHue.

6. YueOHo-MeToqUYecKOe U MHPOPMALHMOHHOE O0ecTieyeHue TUCIUTIHHBI
6.1 CnuCOK HCTOYHHUKOB H JINTEPATYPbI

[Ipu pa3paboTke cHUCKAa MCTOYHMKOB M JIMTEpaTyphl OBLIM YYTEHbl TpeOOBaHUSA
00pa3oBaTeNbHBIX CTAHIAPTOB 110 KHUTOOOECTIEYEHHOCTH.

HcTouHuKH
OcHogHble UCMOYHUKU

@®enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHoM jene B Poccuiickoit
Oeneparun»  // [OnektponHeld  pecypc]. — M.,  2019. -  Pexum  jgoctyna:
https://base.garant.ru/12137300/.

OenepanbHbiii 3akoH oT 02.05.2006 Ne 59-03 «O mnopsiike paccMOTpeHHsl oOpalieHui
rpaxaan Poccuiickoit ®enepanun»// [DnextpoHnsii pecypc]. — M., 2019. — Pexum gocryma:
https://base.garant.ru/12146661/.

[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrtBepxnenuun [IpaBun
JIeTIOTIPOU3BOICTBA B (hefiepalibHBIX OpraHax HCIOJHUTENBHOW BIACTW»// [DNEKTpOHHBIN pecypc]. —
M., 2019. — Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Tocranosnenue [IpaButenscrBa PO ot 25.12.2014 Ne 1494 “O06 yTBepxaeHUH IpaBUiI 0OMeHa
JOKYMEHTaMU B DJIEKTPOHHOM BHJE NpU OpraHu3aluyd HH(OPMALMOHHOTO B3auMojencTBus //
[OnektponHsIii pecype]. — M., 2019. — Pexxum nocryna: https://base.garant.ru/70832680/

Metoauueckie peKOMEHAalMu MO0 pa3pabOoTKe WHCTPYKIMHA MO JEJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJHUTENHLHON BIACTH, YTBEpKIEHHbIE TpuKa3oM Pocapxua ot 23 nexalOps
2009 Ne 76 // [Onextponmmli  pecypc]. — M., 2019. - Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW 96081/


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_96081/
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[IpumepHass MHCTPYKLUS IO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHMU3alMsX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [DnexTpoHHsbIid pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Tpuka3 MunkynsTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBep:KIeHHH MPABHI OPTaHU3AIIH
XpaHeHus, KOMIUIEKTOBAaHUS, Y4eTa U HCIOJIb30BaHUS JTOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit
denepaluu U IPyrux apXvMBHBIX JOKYMEHTOB B OpraHaxX rocyJIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO
CaMOYTIpaBJICHUsT W OpraHu3anusx» // [DnexktpoHHBId pecypc]. — M., 2019. — Pexum npocryna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P HUCO 15489-1-2007 Cucrtema cranmapToB mo HHMopmanuu, OHOIUOTCUHOMY H
W3JIaTeIbCKOMY JIeTy. YTpaBiieHue nokymeHTamu. OOmwme TpeboBanus. // [DNeKTpOHHBINA pecypc]. —
M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXMBHOE Jei0. TepMUHBI U OINpeeIeHUsI.-
[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

ﬂOnOﬂHumeﬂbele UCMOYHUKU

[Tpodeccuonanphblil crangapt «CrneunaiucT N0 OpraHU3allMOHHOMY M JOKYMEHTAallMOHHOMY
00eCreUeHnI0 yIpaBlIeHUs OpraHu3anuei», yTBepXkKACHHbIM mnpukazoM MunTtpyaa Poccum ot
06.05.2015 Ne 276m // [DnektponHwli pecypc]. — M., 2019. — Pexum pgocryma:
https://base.garant.ru/71064518/.

[Tpodeccuonanphelif ctangapt «CrennasucT Mo yIpaBJIEHUIO TOKyMEHTALUENH OpraHu3alun,
YTBEPKJICHHBIN MPUKAa30M MHUHHUCTEpCTBA TpyAa M COLUMAIbHOM 3amuThl Poccuiickoit deaepannun ot
10.05.2017 Ne 416 // [DnextpoHHbli pecypc]. — M., 2019. — Pexum pgocrymna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHp THUIOBBIX YIIPABJIEHYECKUX APXMBHBIX JOKYMEHTOB, 0Opasyloluxcs B IMpoliecce
NEeSATEIbHOCTH T'OCYIapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYMPABICHHS M OpPraHU3aluid, C
yKa3aHHEM CPOKOB XpaHEHUs!, yTBEPKIECHHBIN nprukazoM Munucrepcrsa KyabTypbl PO ot 25.08.2010
No 558 (B pme#ictB. pen.) // [Dnekrponsbiii pecypc]. — M., 2019. — Pexum gocryna:
https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

Jlureparypa
OcHosHas:

beikoBa T.A. JlokyMeHTamOHHOE oOOeclieueHue yMpaBleHUs  (IEIOMPOU3BOJCTBO)
[DnexTpoHHBIH pecypc]; yueOHoe nmocobue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepab. u Aor1.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum nocryma: http://znanium.com/go.php?id=942800/

boObeBa M.II. HekoTopsle OCOOEHHOCTH COBPEMEHHOI0 JIOKyMeHTooOopoTa // BecTHHK
PITY. 2015. Ne2. [OnexktpoHHbii pecypc]. — M., 2019. — Pexum jgocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTopeIx mpobiieMax cdepbl ympaBieHUs JOKyMeHTaMu B Poccuiickoit
@enepanun // Bectnuk PITY. 2014. Ne2. [DnextponHsiii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

Hononnumenvnas aumepamypa
Abynamze JI. TI'. JloxkymeHTanuoHHOe o0ecrieueHue ymnpasieHus. JlokymeHTooOOpoT U

nenonpoussoacTso. — M.: FOpaiit, 2020. — 300 c.
Hoponuna JI. A. JlokymeHTarimonHoe ooecrnieuenne ymnpasieHus. — M.: FOpaiit, 2020. — 234 c.


http://www.consultant.ru/document/cons_doc_LAW_305137/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
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
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[TormoB A.B. JlokymeHTarimoHHOE€ OOECIEYCHHE M JOKYMEHTUPOBAHUE ACATEIHHOCTH TOMCKOBBIX
orpsinoB // Bectnuk PITY. Cepust «/lokymeHTtoBenenue u apxuBoBeneHue. MudopmaTtuka. 3ammra
nHopMmanuu 1 naopmarmonHas 6ezonacHocThy». — 2017. — Ne 4. — C. 53-65

CrpaxoB O. A., AnekceeBa T. B. JlokymeHTanimoHHOEe OOecrieYeHHUE YIpaBiieHUs. Y4eOHUK. — M.:
Pumnomn, 2020. — 132 c.

lysanosa H. H. JlokymeHnTanmonnoe obecrieueHue ynpasienus. — M.: FOpaiit, 2020. — 266 c.

6.2 Ilepeuyens pecypcoB HH(GOPMATHOHHO-TETEKOMMYHHKANMOHHOI ceTH «AHTepHET».
ELibrary.ru Hay4unas snekrponnas oubiamnorexka www.elibrary.ru

HarnwonansHas saekrponnas oudauorexka (HOB) www.rusneb.ru
[TpaBoBbIe 0a3bl JaHHBIX: WWW.CONnsultant.ru, www.garant.ru.

6.3 IIpodeccuonanbHbIE 6a3bI JAHHBIX U HHPOPMANMOHHO-CIIPABOYHbIE CHCTEMbI
Hoctym k mpodeccruoHanbHbIM 6a3aM naHHBIX: https:/liber.rsuh.ru/ru/bases
WudopmanroHHbIe CIIPaBOYHBIE CUCTEMBI:

1. Koncynberanr [lmoc
2. Tapanr

Ne | HaumenoBanue
n/m
1 MexnyHapoanbie pedepatuBHble HaykoMmeTpuueckue bJI, mocTymHbie B pamKax
HallMOHATBHOM moanucku B 2022 T.

Web of Science

Scopus
2 [Ipodeccrnonanbupie monHotekcToBbie b/, MOCTymHBIE B paMKaxX HAIlMOHAIBHOMN
noanucky B 2022 r.

XKypuansiCambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuanst Taylor and Francis
3 [IpodeccronanbHble MONMHOTEKCTOBBIE b1
JSTOR
W3nanust o oOLIECTBEHHBIM U TYMaHUTAPHBIM HayKam
DnexkTponHas 6ubnmoreka Grebennikon.ru
4 KommnbrorepHsie cripaBOYHBIE TPABOBBIE CUCTEMBI
Koncynsrant Ilntoc,
I"apanT

7. MaTepuajibHO-TeXHHYECKOe ofecreyeHue JUCHUILIHHBI

B paznene ykazanbsl Heo0XoauMoe AJIsi 00YUYEHHUs JIMIEH3MOHHOE MPOrpaMMHOe o0ecrieyeHne
(M3 peKOMEHJOBAaHHOTO CIHCKa), 00OPYJAOBaHUE, JTEMOHCTPAUOHHBIC MPHOOPHI, MYJIbTHMEIUHHBIC
cpeacTBa, yueOHbIE (PUIBMBI, TpeHaXephbl, TPEOOBAHUS K ayJUTOPHSIM — KOMIIBIOTEPHBIE KJIACCHI,
aKaJeMHYECKHEe UJIH CTIelnaIbHO 000pyA0BaHHbIE ayIUTOPUH U JIaOOpaTOPUH, HAJTMUKE JOCKH U T.JI.

Jns  ofecriedeHuss  AUCHUIUIMHBI  HCIONB3YyeTCs — MaTepHajbHO-TeXHUUYecKas  Oaza
00pa30BaTeNbHOTO yUpEKIEHU: ydeOHble ayAMTOPHUH, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUIsL IEMOHCTPALIUU Y4eOHBIX MaTepUaJIOB.

Jlns mpoBesieHust ay TMTOPHBIX 3aHATUN HEOOXOAMM CTaHAAPTHBIA HAOOP CreUATN3UPOBAHHOMN
yuebHOil mebenu M ydeOHOro oOOpynOBaHMSA, B TOM 4HCJE ayAUTOpHas Jocka (C MarHUTHOMN


http://www.elibrary.ru/
http://www.consultant.ru/
http://www.garant.ru/
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MIOBEPXHOCTBIO U HAOOPOM IPUCTIOCOOTIEHUH ISl KPEIUIEHUS IEMOHCTPALMOHHBIX MaTEpUAIOB), IKpaH
(Ha mTatMBe WM HaBecHOM). [l mpoBeneHUs NPAKTHUECKUX 3aHATHI, a Takke OpraHu3aluu
CaMOCTOSITENIbHOW paboThl CTYAEHTOB HEOOXOAUM KOMIIBIOTEPHBIM Kjacc ¢ pabOuYMMM MeECTaMu,
obecnieunBaromuMu BeIxoa B MIHTepHeT. Kpome Toro, s mHGOPMAaLMOHHO-PECYPCHOTO 00ecneueHust
IIPAKTUYECKUX 3aHATUN HEOOXOJUM JOCTYII K CKaHEepy, KOIMMPOBAIBHOMY almapary v IpUHTEPY.

Peanuzanus yueOHOM mporpamMMbl JOJDKHA 00ECHeYUBATHCA JOCTYIIOM KaXKIAOTO CTYAEHTa K
MHGOPMALIMOHHBIM pEcypcaM — YHHUBEPCUTETCKOMY OMOIMOTEYHOMY (OHIy M CETEBBIM pecypcam
WNurepner. [ns ucnonszoBanus MKT B yueOHOM mporecce HEOOXOAMMO HAJIM4YUE MPOTPAMMHOIO
obecrieyeHus, IMO3BOJSIOIIETO0  OCYIIECTBIATH MOMCK UHpopmauuu B cetn MHrepHer,
CHCTEMAaTHU3alliI0, aHAIM3 W MPEe3eHTAUUI0 HH(GOpMAIMM, SKCIOPT HHPOpMANMKU HA IH(POBHIE
HOCHTEIIH.

Jdns  obecrieueHuss y4eOHOro rmporecca HCnojib3yercs JuneHsuonHoe [10  Microsoft
(oneparmonnas cuctema Windows XP Professional sepcust 2002 Service Pack 3, Word, PowerPoint).

CocraB nmporpaMMHOT0 00€CTICUCHHUSI .
1. Windows
2. Microsoft Office

8. Obecneuenne 00pa3oBaTeJLHOr0 Mpolecca JJisl JHUI ¢ OTPAHHYEHHBIMH BO3MOKHOCTAMH
310POBbSI H HHBAJIWI0B

B Xo4€ pfar3allui AWCHUILUIMHBI HCHOJB3YIOTCA CICAYIOIUC JOIMOJHUTCIBHBIC MCETO/AbL
O00y4YeHHsI, TEKYIIEro KOHTPOJS YCIEBAEGMOCTH M IMPOMEKYTOYHOH aTTeCTAllMM OOYy4YalolIMXCs B
3aBUCUMOCTH OT UX UHAWUBUAYAJIBbHBIX OCO6€HHOCT€I\/JIZ

® IJIA CJIICIIBIX U Cﬂa6OBI/II[$[HII/IXI JICKOUHN O(l)OpMJ'ISIIOTC?I B BHUAC DBJICKTPOHHOI'O IOOKYMCHTA,
JOCTYITHOTO C TIOMOIIbIO KOMITBIOTEpA CO CIICHUAIM3UPOBAHHBIM TPOTrPAMMHBIM 00CCIICUCHUEM;
IMUCbMCHHLBIC 3a/laHUus BBIIIOJIHAIOTCA Ha KOMIIBIOTCPE CO CICHUAIM3UPOBAHHBIM IIPOrpaMMHBIM
o0ECIeYeHUEM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIICUMBACTCS WHIMBHIYaTbHOE
paBHOMepHOe ocBenieHue He MeHee 300 JrOKC; 1UIsi BBIMOJTHEHHUS 3aJaHUsl MPU HEOOXOIUMOCTH
MPEIOCTABIIACTCS YBEIMYMBAIOIIEE YCTPOIMCTBO; BO3MOXKHO TaKXKE€ HCIOIB30BaHUE COOCTBEHHBIX
YBEJIMUMBAIONIMX YCTPOUCTB; MMCbMEHHBIE 3aJaHUsI OPOPMIISIFOTCS YBEJIIMYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOJATCS B YCTHOM (pOopMe MM BBITIOJIHSAIOTCS B MUCbMEHHOM (popMe Ha KOMIBIOTEPE.

o ISl TIyXUX U CIaOOCHBIIIANINX: JIEKIHUH O(QOPMIISIOTCS B BHJE SJEKTPOHHOTO JOKYMEHTA,
nub0  TPEJOCTaBNsieTCS  3BYKOYCHUJIMBAIOUIAs — ammaparypa WMHIUBUIYaJbHOTO  IOJIb30BAHUS,
MMCbMEHHBIE 3aJJaHUSl BBINOJIHSIOTCS HAa KOMIIBIOTEPE B INMHUCHMEHHOH (opme; 3K3aMeH M 3auér
MPOBOAATCS B MUCbMEHHOM (JOpME Ha KOMITBIOTEPE; BO3MOXKHO MPOBEIeHUE B (JOpPME TECTUPOBAHHUSL.

® ISl JIMI[ C HapYUICHUSIMH OIOPHO-JIBUTaTENIbHOTO amnmapara: JeKIUU OQOpMISIOTCS B BUIE
ANIEKTPOHHOTO JOKYMEHTa, JOCTYITHOTO C IIOMOIIBI0 KOMIBIOTEpPA CO CHEIHAIN3HPOBAHHBIM
MPOrpaMMHBIM ~ OO€CleYeHHeM; TMHCbMEHHBIE 3aJaHMsl BBIMOJHSIOTCS HAa KOMIBIOTEpPE CO
CHeHaTIN3UPOBAHHBIM NIPOTPAMMHBIM 00€CTIeUeHNEM; dK3aMeH U 3a4€T MPOBOAATCA B YCTHOU (opme
WJIH BBITIOJIHSIOTCS B MUCEMEHHOM (popMe Ha KOMIBIOTEpE.

HpI/I H€06XOI[I/IMOCTI/I npeayCcMarpruBacTCd YBCJIMYCHNUEC BPEMEHU JI1 TIOATOTOBKHU OTBETA.

[Ipouenypa mpoBeaeHUsS MPOMEKYTOUHOM aTTECTAIUU AJsi OOydaIOIUXCSl yCTaHABIUBAETCS C
y4€TOM MX MHJIUBUIYAJbHBIX MCUXO(U3HUECKUX ocoOeHHOcTel. [IpoMexxyTouHas artectaius MOXKET
MIPOBOJIUTHCS B HECKOIBKO ITATOB.

[Ipn npoBeaeHMHM MpoUEAYphl OLIEHUBAHUS pPE3ylIbTaTOB OOYy4YEHMsI MpeaycMaTpuBaeTcCs
WCIOJIb30BaHUE TEXHUYECKUX CPENICTB, HEOOXOAMMBIX B CBSI3U C MHIUBUAYATHHBIMH OCOOCHHOCTSIMU
oOyyaromuxcsi. OTH CpeACTBA MOTYT ObITh MPEAOCTABICHbl YHUBEPCUTETOM, WJIH MOTYT
HCIONIE30BaThCsl COOCTBEHHBIE TEXHHUECKHE CPEICTBA.

[IpoBenenne mporenypsl OLICHUBAHUS PE3YJIBTaTOB OOYYECHHS JTOMYCKAETCSl C MCIIOIh30BAaHUEM
JUCTAaHIIMOHHBIX 00Pa30BaTebHBIX TEXHOJIOTUH.
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ObecneunBaeTcss JO0CTyNl K HMH(POPMAIMOHHBIM W OuOIuorpaduueckum pecypcam B CETH
WuTepHeT uist Kak0ro o0ydaronierocs B popmax, aJalTHPOBAHHBIX K OTPAHUYCHUSAM UX 3J0POBbS U
BOCIIPHUSATHS HHPOPMALINH:

eIl CICNBIX W CIA0OBUISIIUX: B TEYaTHOM (opMe yBeIW4YeHHbIM MpupToM, B (opme
AJIEKTPOHHOTO JIOKYyMEHTa, B (hopMme ayanodaiina.

® JIUIs TIIYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU opMe, B GOpME AIEKTPOHHOTO JOKYMEHTA.

® JIJIs1 OOYYAIOIINXCSl C HAPYIICHUSIMU OMOPHO-JABUIaTEIbHOTO armapara: B IIeYaTHOH Gopme, B
(hopMe AIIEKTPOHHOTO JOKYMEHTa, B popme ayanodaiina.

Y4eOHble ayTUTOPHH I BCEX BHJOB KOHTAKTHOW W CaMOCTOSTEIBHON pabOThI, Hay4Has
OubnroTeka M WHBIC TOMEIIEHHs Ui OOYYEeHHs OCHAIIEHBl CIEHUATbHBIM O0OpYZOBaHHUEM U
Y4eOHBIMH MECTAMHU C TEXHHYECKHUMH CPEJICTBAMU O0YUYCHHS:

® /ISl CJICTIBIX M CITA0OBHISAIIMX: YCTPOHCTBOM JIJIsi CKAHMPOBAHUS W YTEHUsS ¢ kamepoid SARA
CE; nucnuteem Bpaitna PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

o Ui TIHYXUX W CIA0OCIHBIIIAIIUX: aBTOMAaTH3WPOBAHHBIM pabO4YMM MECTOM JUIsl JIIOACH ¢
HapyIICHUEM CITyXa M CI1a00CTBIIIAIINX; aKyCTUICCKAN YCHUIIUTEIb U KOJIOHKH;

o isi OOyYarOIIMXCS C HAPYHIICHUSMH OIOPHO-IBUTATEIILHOTO armapara: IepeIBUKHBIMH,
peryiupyeMbIMi dproHoMuueckuMu napramu CH-1; KOMIBIOTEPHOW TEXHHKOH CO CIEIHaIbHBIM
MIPOrPaMMHBIM 00ECTICUCHHEM.

9. MeTtoauyecKkne MaTepHaJIbI

9.1 Mnanbl 1a00pATOPHBIX 3AHATHIA

MeToauueckue YKa3aHHu4 110 OpraHm3anuu U nMpoBEACHUIO

Bri0op Tem mpakThueckux 3aHATHUN 00YCIOBIIEH OOIIMM COAEP)KaHMEM Kypca W HalleJieH Ha
yriayOJIeHHOE U3yUEHUE eT0 OTACTbHBIX Pa3/IeoB.

[Inan mnpakTUyeckux 3aHATHM  BKIO4YaeT JBa pazgena: "OpraHuzauus U TEXHOJIOTHS
JIEJIONPOU3BOJICTBA B YUPEKACHUSAX NOpeBOMOLUMOHHONM Poccun" u "Opranusamuss W TEXHOJIOTHUS
COBPEMEHHOTO JISJIONPOU3BOICTBA".

lenp mnOpakTUYECKUX 3aHATUM - 3aKpPEIUICHHE CTYJAEHTAMH TEOPETHYECKUX 3HaHWI
JIEKIIMOHHOTO Kypca U (OPMHUPOBAHHE MPAKTUYSCKUX HABBIKOB OPTAaHMU3AIMUA COBPEMEHHOM CITY>KOBI
JIENIONPOU3BOJICTBA, MPUEMOB M METOJOB TEXHOJOTHH PA0OTHI C JOKYMEHTAMH B YIPABICHYECKOM
amnmapare.

B pe3ynbrate BbINONHEHUS 1a00paTOPHBIX 3aHATUN CTYICHTHI JOJKHBI

3HATh:

° XapaKTEepHbIE OCOOCHHOCTH OpraHU3alMu PabOThI C JOKYMEHTAMHU B YUPEKICHHIX
Poccun B paznuuHble UCTOPUYECKUE MEPUOABI, B3aUMOCBS3b ITHUX IMPOIECCOB C TOCYAAPCTBEHHBIM
amnmapaToM yIpaBJIeHUS;

° COBpeMEHHBIE TpeOOBaHMS K JOKYMEHTAI[MOHHOMY OOECIEUYEHUIO YIpaBICHUS B
YUpEKICHUAX U opranusauusax Poccuiickon Penepaunu;

° MIPUHIIMITBI OPTaHU3AIMY JOKYMEHTAIMOHHOTO O0EeCTIeueHus YIpaBICHHUS,

YMETh:

° OpPraHU30BBIBATH CITY>KOBI JOKYMEHTAIITMOHHOTO 00ECTICUCHHSI YIIPABIICHNUS,

° pa3zpabaTeiBaTh JIOKaJIbHBIE HOPMATHUBHBIE aKThl M HOPMATHBHO-METOJIUYECKHE

JOKYMEHTHI (TOJIOKEHMS, MHCTPYKIMM M T.[0.) MO BEICHUIO JOKYMEHTAllMOHHOTO OOecreyeHHs
YIIPaBJICHUS

. BBINOJIHATH KJIIOUEBBIE TEXHOJIOTHYECKHE ONEepaluy B paboTe ¢ JOKyMEHTaMH;
BJIAJICTh:

. MIpaBWJIaMU OPTaHU3AIMH BCEX 3TAIOB padOThI C JOKYMEHTAMU;

o METOJIaMU MPOBEJCHUS aHalli3a OpraHu3aluy JOKYMEHTAIMOHHOTO oOecreueHus

yTpaBJIeHUS;
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° MCTOAaMHU OINITUMU3ALUN JOKYMCHTAIMOHHBIX IIPOUCCCOB.
HOIIFOTOBKa K MPAKTUYCCKUM 3aHATHUAM OCHOBAHA Ha CaMOCTOSTEIbLHOM pa60Te CTYACHTOB I10
HU3YYCHUIO JICKIIMOHHOI'O KypcCa, HICTOYHUKOB U JIMTECPATYPhl, pPCKOMCHIOBAHHBIX K KaXXKIOMY 3aHATHIO.

PA3IE]T 1. OPFAHM3ALMA JEJIONPOM3BOJACTBA B YUPEXKIEHUAX
JTOPEBOJIIOIINOHHOM POCCHUH

1.1.  [enomnpousBonacTBo B yupexaeHusax Pycckoro rocynapcrsa XVI-XVII Bs.
1.2.  JlenonpousBoactBo B yupexaeHusax Poccun XVIII B.
1.3.  [lenomnpousBonactBo B yupexaeHuax XIX - Haud. XX B.

PA3JIEJ 2. OPTAHU3ALMA COBPEMEHHOTI'O JEJOITPOU3BO/JCTBA

2.1. Opranusaius ciry>X0bl ETOMPOU3BOICTBA

2.2. Opranuzanms J0KyMEHTo000poTa

2.3. Perucrpanus 10KyMEHTOB.

2.4. Homenknatypa nein

2.5. IlogroToBka 1OKyMEHTOB K IIOCJIEAYIOIIEMY XPAHEHHUIO M UCIIOJIb30BAHUIO
2.6. CocrapiieHuEe UHCTPYKIUH 110 AEIONPOU3BOICTBY

PA3JEJ 1. OPITAHM3ALIMA  JAEJONPOU3BOACTBA B YYPEXIEHMS
JOPEBOJIIOIIMOHHOU POCCHUHA

Tema 1.1. JlesionpousBoacTBo B yupe:xxaenusx Pycckoro rocynapersa XVI-XVII BB.
(4 gaca)

SATAHUA

1. U3yuuts Cynebuuk 1550 r. u Cobopnoe ynoxenue 1649 r. Ilo 3TuM akTam BBISIBUTH:

* CTPYKTYpPY OpPraHoB IroCyJapCTBEHHOT'O YIPaBJICHNUS;

* COCTaB U JIOJDKHOCTHBIE 00SI3aHHOCTH "' CITY KUJTBIX JIFOICH".

* HalpaBJICHUs PErJaMeHTaluu PaboThl C TOKyMEHTaMHU.

2. I3yuuth cxeMy OpraHu3aliy UCTIOTHEHUS JOKYMEHTOB B MPUKA3HOM JIEIOMPOU3BOICTBE.

3. IIpoananu3upoBaTh MEPBUYHBIN KOMITJIEKC TOKYMEHTOB (Ha IpUMeEpE JeNa o 4eT00nuTHON
SAxosa llletunosa B [ToMmecTHOM TIpuKase) U YSACHUTH MOPSA0K (OPMHUPOBAHUS JIeTIa.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. H3zyuute CyneOuux 1550 r., CobopHoe ynoxenue 1649 r. u yscHuTe ciegyroluiee:

* COCTaB JIUI "BEPUIMBIINX CYJ" U JOKYMEHTHPOBABUINX ACSITEIbHOCTD Cy1a;

* IOPSAJIOK MOJIa41, PACCMOTPEHUS U UCTIOTHEHUS YeJIOOUTHBIX;

* IOPSIIOK BEJICHUS PErMCTPAlMOHHBIX (opM Ui "CyaHbIX en";

* OTBETCTBEHHOCTb 3a TOJJENKY JIOKYMEHTOB U HEJOOpOCOBECTHOE OTHOILIEHHE K
JOJKHOCTHBIM 00S13aHHOCTSIM.

2. PaccMoTpuTe cxeMmy NpOXOKIEHUS U HCIOJHEHMS JOKYMEHTOB B INPHKa3ax U CHENANTE
BBIBOJI O COCTAaBE€ TEXHOJIOIMUECKHUX OINEepaluid C JOKyMEHTaMH, MPUMEHSBIIMXCS B IPUKA3HOU
CHCTEME JEJIONPON3BOCTBA.

3. OsnakombTech ¢ jaenom IlomectHoro mpuka3za mo denmobutHou SkoBa IllernnmoBa wu
COIIOCTAaBbTE IIOCJIEOBATEIBHOCTh PACCMOTPEHMSI M DPELIEHUS BONPOCA W IOCIIEN0BATEIbHOCTD
pacrojoKeHus: TOKyMEHTOB B jene. Ompenenurte KpallHUe JaThl Jela U OCOOEHHOCTH
JOKYMEHTHUPOBAHHS.

KOHTPOJIBHBIE BOITPOCHI
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1. Ilepeuncnure 0COOEHHOCTH CHUCTEMBI AENONMPOU3BOACTBA B IEHTPAIbHBIX YUPEKICHUAX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOJATEIIBHO pPETJaMEHTHPOBAHHBIC OOS3aHHOCTH 'CIY)KHJIBIX JIONEH" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue omepauuu B pabore ¢ JOKyMEHTaMH CGOPMHUPOBAIUCH, B  MPHUKA3HOM
JIeJIONPOU3BOICTBE?

4. JlaliTe XapaKTepUCTHKy CTOJOLOBON (OpMBI JENONPOU3BOACTBA KaK TEXHUKH
JOKYMEHTHUPOBAHUS U (POPMUPOBAHUS JIEII.

5. Korza Oblia BBeieHa U Korjja OblIa OTMEHEHa cToJI010Bas (hopMa JeI0NpOH3BOACTBA?

NCTOYHUKU U JIMTEPATYPA

beikoBa T.A. JlIOKyMEHTallMOHHOE OOECTeUeHUEe YIMpaBiCHHS  (IEIOMPOU3BOICTBO)
[DnexkTponHbIi pecypc]; yueObHoe nmocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3a. nepepad. u a0II.
— Mockga: Mudpa-M, 2018. -304 c. — Pexxum noctymna: http://znanium.com/go.php?id=942800/

Tema 1.2. JleaonpousBoactBo B yupe:xaenusx Poccun XVIII B. (4 yaca)

3AJJAHUA

1. Wsyuurs I'enepanbHblii pernmameHT 1720 r. U BBISIBUTH OCHOBHBIE TpeOOBaHUS K
OpraHM3aliM JIEJONPOU3BOJCTBA B KOJUIETUAX U JOJDKHOCTHBIE OOSI3aHHOCTH KaHLEISPCKUX
CITy’KalllUX.

2. M3yuuTh cXeMy HCIIOJHEHHS JOKYMEHTOB B KOJUIETHSX.

3. Wzyuuts "Yupexaenue s ynpaBieHuss ryoepHuil" 1775 r., BBIIBUTH OCHOBHBIE
TpeOOBaHMS K OpraHW3alMd JEJONPOM3BOACTBA B MECTHBIX YUPESKICHHUAX M JIOJDKHOCTHBIC
0053aHHOCTH KaHLEISIPCKUX CITYKaLIHX.

4. W3yuuTh CX€My UCIIOJIHEHHUS JOKYMEHTOB B MECTHBIX YUPEKICHUSAX.

5. IlpoaHanu3upoBath Aei10, CPOPMUPOBAHHOE B MECTHBIX YUPEIKICHHSIX.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUI

1. W3yuus "I'enepanbHblii perinament 1720 r., ysiCHUTE clelytoliee:
1.1.  cTpyKTypy KOJUIETHH;

1.2. [OIKHOCTHOHM COCTaB KaHIEISIPCKUX CITy’KallInX;

1.3.  00s13aHHOCTH KaHIESIPCKUX CITYKAIUX;

1.4,  TOpPSIIOK MONyYEHUS TOKYMEHTOB B KOJIJIETHSX;

1.5, mopsnok paccMOTpeHHs JOKYMEHTOB B KOJUIETHSIX;

1.6. opraHu3anys ¥ TEXHOJOTHS PETHCTPAINN JTOKYMEHTOB;
1.7.  mocTtpoeHue cipaBOYHO-MH()OPMALIMOHHOTO aNmapara;
1.8.  CcpOKH HCIOJHEHUS JOKYMEHTOB;

1.9.  opraHuzanuio XxpaHeHHs JOKYMEHTOB B KOJUIETHSIX.

2. I/I3y‘~II/ITC CXCMY HUCIOJHCHHA OOKYMCHTOB B KOJUICTUAX U BBISIBUTE COCTAaB
JIEIONPOU3BOJICTBEHHBIX OMEPALIUN.
3. NzyuuB "O6miee rybepHckoe yupexaenue " 1775 r., onpenenure:

3.1. CTpyKTypy KaHLEISIPUH, JJOJDKHOCTHOM COCTaB KaHLEISIPCKUX CIyKaIlUX, HX
00513aHHOCTH B paboTe C IOKyMEHTaMU;

3.2.  TEXHOJIOTHIO pabOThI C JOKYMEHTAMHU:

3.2.1. mopsAoK MepBUYHOI 00paOOTKH MOCTYNUBIINX JTOKYMEHTOB;

3.2.2. TEeXHOJOTHs PErUCTPAllUH JOKYMEHTOB: IPUMEHsIEMbIE PErUCTPAlMOHHbBIE (POPMBI, UX
Ha3HAYECHUE W COCTAaB MH(POPMAIIHH;

3.2.3. TOpAAOK PacCMOTPEHUs TOKYMEHTOB;

3.2.4. TOpSAIOK UCTIOTHEHUS IOKYMEHTOB;

3.2.5. TEXHOJIOTUIO KOHTPOJIS 32 UCTIOJIHEHUEM JJOKYMEHTOB;

3.2.6. TIOpSAIOK OTIPABKH TOKYMEHTOB;
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3.2.7. opraHmM3aiuyio XpaHEeHUs JOKYMEHTOB B MECTHBIX YUPEIKICHHUSX.

4. N3yunte cxeMy MCHOIHEHUS JOKYMEHTOB B MECTHBIX YUPEXKJIECHUAX U BBIIBUTE COCTAB
JIeJI0TIPON3BOICTBEHHBIX ONEpaLi.
3. Paccmotpute nema mectHeix yupexnaeHuit XVIII B., oOpaTtute BHUMaHue Ha

oopmieHne 00JIOKKM Jea, COCTaB JOKYMEHTOB Jeja, IOCIEJOBATENbHOCTh UX PACHOJOKCHHUS,
MOPSIOK U CPOKH PACCMOTPEHHUS JOKYMEHTOB, YSICHUTE IPHUHLIUIIBI (POPMHUPOBAHUS €.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE CHCTEMY MPHUKA3HOTO M KOJUICKCKOTO JEIONPOU3BOICTBA, OOBICHUTE HanboIee
XapaKTEPHBIC OTIUYUSL.

2. Ilepeuncnure HOBBIC JEIONPOU3BOJICTBEHHBIC OICpAIMH, BO3HUKIINEC B YUYPEKICHUSIX
XVIII B.

3. [lepeuncnurte 0053aHHOCTH JIEIOTPOU3BOJICTBEHHOM CITYKOBI 110 MIOATOTOBKE JIOKYMEHTOB K
apXUBHOMY XpaHeHUIo (10 3akoHy 1775 r.).

4. Ha3zoBuTe 3aKOHOJATEIbHBIH aKT, KOTOPHIM BIEPBBIC OBUT OMpEACTCH CPOK XpaHCHHS
JOKYMEHTOB B TEKYIIIEM JICIONPOU3BOJICTBE (10 CIa4u JIOKYMEHTOB B apXUB).

5. HazoBuTe XapakTepHbIE YePThl CHCTEMbI PETUCTPALUK JOKYMEHTOB B KOJLIETHSIX.

NCTOYHUKU U JIMTEPATYPA

beikoBa T.A. JlokyMeHTanMOHHOEe oOOecCreYyeHHe YIpaBlieHHs  (JeI0NmpPOU3BOJICTBO)
[DnexTpoHHEIH pecypce]; yaeoHoe mocobue/ T.A. brikoBa, T.B. Ky3Henosa. -2-e uzn. nepepad. u J1011.
— Mocksa: Uudpa-M, 2018. -304 c. — Pesxum goctyna: http://znanium.com/go.php?id=942800/

Tema 1.3. desonpou3BoactBo B yupe:xaeHusix XIX - Had. XX B. (6 qacoB)

3AIAHUA

1. U3yuuts "O6mee yupexaenue Munuctepcts” 1811 r. 1 ysICHUTh OCHOBHBIE TPeOOBaHUS K
OpTaHU3aINH JISIONPOU3BOCTBA B IEHTPAIBHBIX YUPEKICHHSIX, a TAKKE JTOJKHOCTHBIE 00sI3aHHOCTH
KaHIIETSPCKUX YUHOBHUKOB.

2. IIpoananu3upoBath 0COOEHHOCTH opMUpoBaHus Ael B yupexaeHusx XIX - nau. XX B.

3. U3yuuts "[lonoxeHne o NMCbMOBOJCTBE U JACJIONPOU3BOACTBE B BOEHHOM BegomcTBe" 1911
T. U BBISIBUTH OCHOBHBIE HAIIPABJICHUS PALIMOHAIIN3AIINN JEeJIONPON3BOCTBA.

4. Uzyunth cxemy HCHOIHEHMsT AoKyMeHTOB B Kanuenspum llonmeuntens MOCKOBCKOTO
y4eOHOT0 OKpyTa.

5. O3nakomuThCs ¢ qokyMeHTamu Kannenspuu [Torneunrens MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTB 3JIEMEHTHI pallMOHAIN3AIMH [TPOLIECcCa UX UCTIOTHEHUS.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. H3yuus "OOmee yupexaenue munuctepets” 1811 r., onpenenure cienyrouee:

1.1. opranu3alMoOHHYIO CTPYKTYPY MUHUCTEPCTBA;

1.2. cTpyKTypy JenonpoOru3BOACTBEHHON CITYKOBI;

1.3. opranuzanuio JOKyMeHT0o000poTa:

1.3.1. mopsmoK moCTyIIeHUs TOKyMeHTOB: B Kannenspuro MuHHCTpa; B JeTTapTaMeHTHI;

1.3.2. opraHu3zainuio ABWKEHHs JOKYMEHTOB, HAlPaBJICHHBIX B KaHLESIPUIO MUHHUCTpA ; B
JlerapramenT; B COBET MUHUCTpA: B 00IIee MPUCYTCTBHUE JlenapTaMenTa; B OcoOble yCTaHOBIICHHS ;

1.3.3. mopsAA0K UCTIOHEHUS TOKYMEHTOB: B KaHIenspun MUHUCTpA; B JlenapTamMeHTax;

1.4. oprannzanyio ¥ TEXHOJIOTHIO PErUCTPALINY;

1.5. opranu3zauio KOHTPOJIS 32 UCTIOJIHEHHUEM JJOKYMEHTOB (PEBH3HS);

1.6. mopsiox hopMupoOBaHUS JIETT;

1.7. opranuzanuio XpaHeHUs JOKyMEHTOB;

1.8. Ha3HaueHHE OTYETOB.
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2. OsHakoMbTeCh C AellamMu yupexaeHuid XIX B., oOparute BHUMaHHE Ha O(OPMIICHHE
OOJIOXKKH JIeNla, COCTaB JOKYMEHTOB JIeNa, MOCJIEA0BaTeIbHOCTh UX PACHOIOXKEHHS, TIOPSIOK U CPOK
paccMOTpEeHHsI IOKyMEHTOB.

3. Wsyuute "llonoxeHue o MUCBMOBOJCTBE U JEJIIONPOU3BOJCTBE B BOEHHOM BEIOMCTBE"
1911 r. m oOpaTuTE BHUMaHHE HA:

3.1. permamMeHTaI0 MPUMEHIEMBIX BHJIOB JOKYMEHTOB;

3.2. ynopsiioueHue npaBuil COCTaBIeHUs U 0hOpMIICHUS JOKYMEHTOB;

3.3. pernmamMeHTanuo CrpaBOYHO-HHPOPMAITOHHOTO POHA;

3.4. MexaHHU3aIUIO JEJIONPOU3BO/ICTB;

3.5.0praHu3anuio ONepaTUBHOIO U APXUBHOTO XPAaHEHUS JOKYMEHTOB.

Ha ocHoBe paccMOTpeHUs NEpEeUYHCIEHHBIX BOMPOCOB CIENIaiiTe BBIBOJ O HAIMPABICHUSAX
panroHaIu3aIiy Je0NPOU3BOACTBA B BOGHHOM BEIOMCTBE.

4. Tlpoananusupyiite cxeMy opraHumsanuu JejnonpousBoicTsa B Kaunenspuu Ilomeuntens
MOCKOBCKOT0 y4eOHOTO OKpyTa M CAeNaiTe BBIBOJ O CIIOCO0aX pallMOHATIM3AINN TANIOB UCTIOTHEHHUS
JOKYMEHTOB U IMOATOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEKIACHHUH.

5. O3HakoMbTeCh C KoJUleKIMel aokymenTtoB Kannenspuu Ilonmeunrtens MocKOBCKOTo
y4eOHOTo OKpyra, oOpamiasi BHUMaHHE Ha:

. JJIEMEHThl MEXaHM3UPOBAHHOW 00pabOTKM JIOKYMEHTOB (CIIOCOOBI TIOMETOK O
MOJTyYEHHUH, HAITPABJICHUH HAa UCTIOJHEHUE U UCTIOJIHEHUU IOKYMEHTOB);

. XapakTep pe3oTIoIuii;

. CTIIOCOOBI COCTABIICHUS MPOEKTA JIOKYMEHTA;

. AJIEMEHTHI YHU(DUKALIUY TEKCTa TIOKYMEHTA;

. BH/IbI OJTAHKOB U CITIOCOOBI MX U3TOTOBJICHHUS.

Crnenaiite BbIBOJ 00 OCHOBHBIX M BCIIOMOTATENbHBIX HAIMpPABICHUSAX pallOHAIN3AIUU
MPOLECCOB PACCMOTPEHUSL Y UCIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHuTE cuUCTEMY KOJUIG)KCKOTO ¥ MHHHUCTEPCKOTO  (MCIOJHUTEIHHOTO)
JICIIOTIPOU3BOICTBA, OOBICHUTE HAHMOOJIeEe XapaKTCPHBIC OTINYUS.

2. Kak pa3BuBanach cTpyKTypa JIeI0MpOru3BOICTBEHHOM CITY>KObI MUHUCTEPCTBA B IEPBOU
moJjiopuHe XIX B., UeM OHA OTIMYAIACH OT KOJJICIKCKOI?

3. HazoButre oOcHOBHBIE TpeOoBaHUS K  OpraHu3aldd  JOKYMEHTOOOOpoTa B

muHucTteperBax XIX B. Ha kakue OCHOBHBIE JTOKYMEHTONIOTOKM — Pa3AeIBUINCh JOKYMEHTHI B
MUHUCTEPCTBAX?

4. HazoBure xapaktepHbie YepThI CUCTEMBl pEerucTpaluu JOKYMEHTOB B
MUHUCTEPCTBAX?

S. B kaxoii (¢opMe ocyliecTBIsICS KOHTPOJIb 3@ UCIOJHEHUEM JIOKYMEHTOB B CHCTEME
MUHHUCTEPCKOIO JEJIONPOU3BOACTBA?

6. HazoBute 0ocOOEHHOCTM OpraHU3allMy XpaHEHUs JOKYMEHTOB B JI€JIONPOMU3BOJICTBE
MUHHUCTEPCTB.

7. HazoBure HampaBieHus M crnocoObl palMOHAIW3ALMK  JIEJIONPOU3BOJCTBA B

yupexacHuax XIX - nag. XX B.

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTannoHHOe oOecrneyeHue YIpaBieHHs  (J€IONpPOM3BOJICTBO)
[DnexTpoHHEIH pecypce]; yaeoHoe mocodue/ T.A. brikoBa, T.B. Ky3nenosa. -2-e uza. nepepad. u JI01I.
— Mockga: Muppa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3AIA COBPEMEHHOI'O JEJOITPOU3BO/JCTBA
Tema 2.1. Opranuzanus cay:k0bl J1eJIONPOU3BOACTBA (6 4acoB)

3AJIAHUS
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1. U3yunts TpeGoBaHMS AEHCTBYIONMX HOPMATHBHBIX aKTOB U HOPMATHBHO-METOIMYECKHMX
JOKYMEHTOB K OpraHH3allu, CTPYKTYpe U (PYHKIHSM CITy>KOBI J€TOMPOM3BOICTBA.

2. TIpoaHanM3upoBaTh OPraHU3aLMIO CIYKOBI 1EJI0NPOU3BOJICTBA B YCIOBHOM OpraHu3aluy 1
BBISIBUTH €€ OCOOEHHOCTH.

3. IMoAroTOBUTH CXEMY OPraHM3alMOHHON CTPYKTYphl JEJIONPOU3BOACTBEHHON CIyXkObl B
YCIIOBHOM OpraHU3aliu.

4. Paspaborars [Tonoxenue o ciyxk0e IeI0nPOU3BOACTBA YCIOBHONW OPraHM3alluH.

5. PaszpaboTarh JOKHOCTHBIE MHCTPYKIUM pPabOTHUKAM CIIYKObI  J€IOIPOM3BOICTBA
YCIIOBHOW OpraHu3aluu.
YKA3AHUA 110 BBITTOJIHEHUWIO 3AJJAHUN

1. Usyunte KpaTKyro XapakTEPHCTHKY JAEATENLHOCTH YCJIOBHOM OpraHM3alliH, BBISCHHUTE
O0COOCHHOCTH OpraHU3alMU JEJIONPOU3BOACTBEHHON CIIy’KObI, €€ HECOOTBETCTBUE  COBPEMEHHBIM
TpeOOBAaHUAM IO CTaTyCy, MOAYMHEHHOCTH, HAaUMEHOBAHUSAM CTPYKTYPHBIX 4acTel, UX COCTaBy.
ApryMeHTUpyHTe OTBET.

2. TloAroToBbTE CXEMY OPraHM3ALMOHHON CTPYKTYpBI CIyObl I€IONPOM3BOACTBA YCIOBHOM
opraHu3ainuy, 3apUKCUpyHTe MOAUMHEHHOCTh CIIYKO M CTPYKTYpHBIX NoapasjeneHuil. s Kaxaoro
CTPYKTYpPHOTO MOJPAa3/eieHHs] U ydacTKa CIIy’kObl JI€J0MpPOU3BOJICTBA Ha CXeMe (PUKCUpPYETCs BHJL
NOJYMHEHHOCTH (TpsiMasi aJIMUHUCTpaTHBHAas WM Meroandeckas). OOOCHyHTe HauMMEHOBAaHHUE U
MIOAYUHEHHOCTD Ka)KJI0I0 CTPYKTYPHOTI'O ITOAPA3/ICICHU.

3. Ha ocnoBe IIpuMepHOro TONOKEHUS O CIIy)Oe JeNONpOM3BOJACTBA pa3paboTaiite
CTpyKTypy Tekcta IlonokeHus o cioyx0e Aenonpou3BOACTBA YCIOBHOM opraHu3auuu. TekcT
MIOJIOKEHMSI TOJDKEH COJIep KaTh KOHKPETHbIE (POPMYIMPOBKY 3a/1a4, QyHKIMHA, IpaB, 00s3aHHOCTEH U
B3aUMOOTHOIIIEHUH ciyk0bl. Criemyer odopmuth I[lonoxenue Ha o0OmeM OJIaHKe, OMPEACIUTH
MOPSZIOK €ro COIJIaCOBAaHUS U YTBEPXKJEHHs (COCTaB CTPYKTYPHBIX MOJAPA3ACICHUNA M JIOJKHOCTb
PYKOBOJUTENIS, YTBEPHKAAIOIIETO JOKYMEHT). APryMEHTHUPYHTE CBOU HPEJIOKEHHUS IO IPOEKTY
[Tonoxenus.

4. PaspaboTaiiTe  JOJKHOCTHBIE HHCTPYKIMM HAa  BECh JOJDKHOCTHOM  cOCTaB
JIEJIONPOU3BOJICTBEHHOM CIIyKObI YCJIOBHOM opraHu3anuu. Ha ocHOBe 1oimy4eHHbIX HHIUBU 1yaJIbHbIX
3aJaHui pa3paboTaiiTe CTPYKTypy TEKCTa U COCTaB pa3ieiioB JAODKHOCTHOW MHCTpyKuuu. OOpaTture
BHUMaHHE, 4YTO MpU (QOPMYJIUPOBKE JIOJDKHOCTHBIX OO0SI3aHHOCTEH COTPYIHHUKOB, CJEIyeT
COIJIaCOBaTh MX C OCHOBHBIMM 3aJjauaMH U (QYHKLUUSAMH CIIyKObl (T.e. ¢ TekcTtoM [lonoxenus). B
pazznene "B3auMOOTHOLIEHHMS], CBSI3U" CIIEAYET 3aKPENUTh B3aUMOJIEHCTBHUS paOOTHUKOB CITYKOBI M UX
CBSI3M Ha yPOBHE NPEACTABICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute CTPYKTYpHBIE YACTH CITY>KOBI AEJIOMPOU3BOACTBA B OPraHU3ALMIX PA3TUUYHBIX
YPOBHEH YIIPABIICHHUS.

2. Ilepeuncnure NEHCTBYIOUIME NOKYMEHTBI, ONpEACISAIONINE 3aJaud U (QYHKLUUHU CITY>KObI
JIeJIONPOU3BOICTBA.

3. HazoBure TpeboBaHUS K CTpyKType M coctaBy HH(popmaruu Ilonoxenus o ciyxOe
JIeJIONPOU3BOJICTBA; TOJKHOCTHON MHCTPYKIIUH.

NCTOYHUKU U JINTEPATYPA

[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O06 ytBepxkaenuun IlpaBun
JIeTIOTIPOU3BOICTBA B (pe/iepalbHbIX OpraHax MCIOJHUTEIbHON BiacTH»// [DIeKTpOoHHBIN pecypc]. —
M., 2019. — Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

Metoauueckie peKOMEHJAMKM 10 pa3paboTKe HMHCTPYKUMH IO JIENONPOU3BOJCTBY B
(denepanbHBIX OpraHax HCIOJHUTENBHON BIIACTH, YTBEpXKIEHHbIE MNpukazoMm PocapxuBa ot 23
nexabps 2009 Ne 76 // [Onekrponsbiii pecypc]. — M., 2019. — Pexum npocryna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[TpumepHas MHCTPYKLHMS MO JEJIONPOM3BOACTBY B IOCYAApCTBEHHBIX OpraHU3aLlUsX,
yTB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsbIil pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.
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I'OCT P UCO 15489-1-2007 Cucrema craHgapToB 1o uHMOpMaIuu, OHOIMOTEYHOMY H
W3JIaTeNbCKOMY JIey. YTpaBieHue AokyMeHTamu. O0mue TpeboBanus. // [DneKTpoHHBIN pecypc]. —
M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWMBHOE J1€70. Te€pMUHBI U OMNpENEICHUS.-
[DnexTpoHHbIH pecypc]. - M., 2019. Pexxum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpodeccuonanphubiii cranaapT «CHeMUATUCT MO OPTaHU3ALMOHHOMY M JIOKYyMEHTAllHOHHOMY
00ECIIEYCHNIO YIIPABICHHUS OpTaHU3alMel», YTBEPXKACHHBIH mpukazoM Muntpyaa Poccum ot
06.05.2015 Ne 276m // [DnextponHsni pecypc]. — M., 2019. — Pexum pgocryma:
https://base.garant.ru/71064518/.

[Tpodeccuonanphbiif cranaapT « CHEUATUCT 10 YIPABICHUIO TOKYMEHTAlMEH OpraHu3alumy,
YTBEPKICHHBIN IIPUKa30M MuHHCTEpPCTBA Tpyda U coluanbHOU 3amuThl Pocecniickon denepanuu ot
10.05.2017 Ne 416um // [Dnextponnsni pecypc]. — M., 2019. — Pexum gocrymna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTanMoHHOEe oOecrieueHue yIrpaBieHUs  (IeIOMpPOU3BOICTBO)
[DnexTpoHHbI pecypc]; yuebnoe nocodbue/ T.A. brikosa, T.B. Ky3nenosa. -2-e u3a. nepepal. u 1011
— Mocksa: Uudpa-M, 2018. -304 c. — Pesxum goctyna: http://znanium.com/go.php?id=942800/

Tema 2.2. Opranmnszanusi J0KyMeHT0000poTa (6 4acoB)

3AJJAHUA

1. U3yuuts coBpeMeHHBIE TpeOOBaHUS K OpraHU3aIMH JOKYMEHTOOOOPOTa B OPraHU3aIUAX,
YUPEXKIEHUAX U HA TIPEAIPUATUSAX.

2. W3yunts u mnpoaHanu3upoBaTh OPraHU3alUI0 JOKYMEHTOOOOpOTa B YCIOBHOMU
OpraHH3alMH.

3.  M3yuuthb KpaTKyr0 XapaKT€PUCTHUKY JAEATEIbHOCTU LIEHTPAJBHOrO almapara yCIOBHOMN
OpraHM3allMM M COCTaBUTb OIEPOIPAMMBI JBM)KEHUS BXOJAILIEH, MCXONAIIEH M BHYTPEHHEU
JOKYMEHTALUH.

4. TToacuurath 06bEM JOKYMEHTO000pPOTA ycnoyﬁoﬁ OpraHu3aIyH 3a TOJI.
YKA3AHWA 110 BBITTOJIHEHWIO 3AJIAHUI

1. Usyunre TlpaBuia aenonpou3BojacTBa B (peepaabHBIX OpPraHax MCIOJHUTEIBLHON BIACTH
(pazgen V), Meroauueckue peKOMEHJAIMM MO0 pa3pabOTKe MHCTPYKIMHA MO JEIONPOU3BOJCTBY B
(denepanbHBIX OpraHax HWCHOJHUTENbHON Biactu (paszgen 3.4), [lpumepHyr0 HHCTPYKLIMIO IO
JIENIONPOU3BOJICTBY B TOCyAapCTBEHHBIX opraHu3anusax (yTB. [Ipukasom Pocapxusa ot 11.04.2018 Ne
44. CnenaiiTe BbIBOJ O CTENEHH pErjJaMEeHTAllMd B HOPMAaTUBHBIX JOKYMEHTaxX OOLIMX MPUHIUIIOB
OpraHu3ali JOKyMEHTO00OpOTa, TMpaBHJ MPOXOXKJIEHUS JOKYMEHTOB, METOJUKH IOjCYeTa
JIOKyMEHTO000POTA.

2. Ha npuMepe oOnucaHus JOKYMEHTOOOOpPOTa YCIOBHOW OpraHW3allM¥ BBIIBUTE €TI0
O0COOEHHOCTH U ONPEIEIUTEe HECOOTBETCTBHE OpraHU3alMM JOKyMEHTOOOOpOTa B JAaHHOMU
OpraHu3any TpeOOBAHUSAM HOPMAaTUBHBIX JOKYMEHTOB.

3. CocraBbTe OoneporpaMmbl ABUXKCHUA NOKYMCHTOB B y0J'IOBHOI71 OopraHu3anuu. I[J'ISI 9TOro
OMpeaAcINTE COCTaB AOJDKHOCTHBIX JIML, YYaCTBYIOUIUX B 06pa6OTKC U HUCIOJJHCHHUHN JOKYMCHTOB;
IIOCICI0BAaTCIbHOCTD onepaunﬁ 1o O6pa6OTKC AOKYMCHTOB; HU3Y4YHUTC CXCMblI JIBUXCHUA
JOKYMCECHTOIIOTOKOB B yCJ'IOBHOfI OopraHnu3anyu.

OHCpOF paMMa IBWXKCHHUA BXOAAIIHUX JOKYMCHTOB JOJDKHA OTpa3uTb IMCPEMCIICHUS
JAOKYMCEHTOB OT MOMCHTA IMpUeMa 10 IMOAIMIMBKHU UX B J€JI0 IMOCJIC 3aBCPUICHUS UCITOJTHCHUA.

OHCpOF paMMa HUCXOAAINUX HJOKYMCHTOB JOJIZKHA OTPA3UTh HNCPEMCIICHHUA JOKYMCHTOB OT
MOMCHTA NOATOTOBKHU HUX IMMPOCKTOB A0 OTIPABKH U3 YUPCIKIACHUA.

OHCpOF paMMa IBUKCHUS BHYTPCHHUX HTOKYMCHTOB (Ha npumepe HpI/IKa3a) JAO0JI’KHa OTPa3uThb
MNEpEMEIICHUA JOKYMCHTOB OT MOMCHTA MOATOTOBKHU IIPOCKTA JOKYMCHTA 10 IMOAIIWBKU B JICJIO.

4. 3yunB cOCTaB M KOJUYECTBO IOJTYyYEHHBIX, OTIIPABICHHBIX M BHYTPEHHHX JOKYMEHTOB
YCIIOBHOM OpraHu3aiuu, MoJcunuTainTe 00beM ee JOKyMEHTO000poTa 3a To/.
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KOHTPOJIBHBIE BOITPOCHI

1. Maiite ompeaeneHue MOHATUS "' TOKyMEHTO000poT".

2. Ilepeunciure OCHOBHBIE TPeOOBaHUS K OpraHU3aIMK JOKYMEHTOO00POTa B OpraHU3aIUsX.
3. IlepeuncnuTe npaBuia y4era J0KyMEeHTO000poTa.

4. Ha3oBute TpeOOBaHUS K MPOXOXKICHUIO M UCTIOTHEHUIO BXOSIINX JOKYMEHTOB.

5. HazoBuTte »Tansl MPOXOKACHUA U UCTIOJHCHUA UCXOAAIUX U BHYTPCHHUX NJOKYMCHTOB.

6. Ilepeuncnure npaBuia nepeaadu JOKYMEHTOB BHYTPH YUPEKICHUS.
NCTOYHUKU U JINTEPATYPA

o [locranosnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6
yrBepxkaeann [lpaBun nemomnpousBoAcTBa B (eiepalibHBIX OpraHax MCHOJHHUTEIBHON BIacTm»//
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

. ITocranoBnenue IIpaButenscrBa PO ot 25.12.2014 Ne 1494 “O0 yTBep»kaeHUU ITpaBUIl
oOMEHa  JOKyMEHTaMH B  JJIEKTPOHHOM BMJE€ TpU  OpraHu3alud  HMH()OPMALUOHHOIO
B3auMoneicteus’//  [DnekTpoHHbii  pecypc]. — M., 2019. — Pexum  pocryna:
https://base.garant.ru/70832680/.

o Mertoauyeckie peKOMEHJAlMM IO  pa3padoTKe HHCTPYKLHMHA 10

JCIIONPOU3BOJICTBY B (hefepaibHBIX OpraHax HCIOJHUTEIBHON BJIACTH, YTBEPXKICHHBIC NMPHKA30M
PocapxuBa ot 23 nexabps 2009 Ne 76 // [Onektponnsii pecypc]. — M., 2019. — Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

o [IpumepHass HMHCTpYKUMSI TIO JCJIONPOU3BOACTBY B  T'OCYJIapCTBEHHBIX
opranmzanusx, yTB. Ilpukazom Pocapxua ot 11.04.2018 No 44) // [DnexTpoHHBbIH pecypc]. — M.,
2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

o I'OCT P UCO 15489-1-2007 Cuctema ctaHAapTOB O HHPOPMAIUH, OHOINOTEYHOMY
U U3JaTeNbCKOMY Jelly. YTpaBieHue nokymeHntamu. Ooume tpeboBanus. // [DIeKTpOHHBINH pecypc].
— M., 2019. Pexxum nocryma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

. I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1e710. TepMHUHBI U OMPEICTICHUS. -
[D51eKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

. brikoBa T.A. JlokyMeHTalMOHHOE OOECTIEUYECHHE YIpPaBJICHUS (IEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nocobue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e u3za. nepepad. u J1011.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB (6 4acoB)

3AJIAHUS

1. U3yunts TpeGOBaHMS HOPMATHBHO-METOJMYECKUX JOKYMEHTOB K PETHCTPAlldd U
MIOCTPOECHUIO MH(POPMAIIMOHHO-CIIPABOYHOT0 arnmapara.

2. 3aperucTpupoBaTh HECKOIBKO JOKYMEHTOB, MPEIIOKEHHbIX MPET0IaBaTesIeM.

3. O3HaKOMHUBIIMCH C ONMCAHHEM TEXHOJOTHHM DETHCTPallMd JOKyMEHTOB B YCIOBHOM
OpraHmsanuu, paspadbotaTb ¥ OOOCHOBAaTh IMPEAJOKEHUS [0 PALMOHAIBHON OpraHu3anuu
perucTpanuy u HHGOpPMaIMOHHO-CIIPAaBOYHOM pabOTHI.

YKA3AHMA 10 BBITIOJIHEHWIO 3A JAHUI

1. Uzyuure IlpaBuna nenonpousBOACTBa B (peepalbHbIX OpraHax HCIOJHUTENBHON BIIACTH
(pazgen V), Meroauueckue peKOMEHJAIMM MO0 pa3pabOTKe MHCTPYKIMHA MO JEIONPOU3BOJCTBY B
(benepanbHBIX OpraHax HCIOJHUTENbHOM Biact  (pasgen 3.4), IlpumepHyr0 HMHCTPYKLIMIO IO
JIEIONPOU3BOJICTBY B TOCyAapCTBEHHBIX opraHu3anusx (yTB. [Ipuka3zom PocapxuBa ot 11.04.2018 Ne
44. OOparuTe BHUMaHHE Ha COCTaB JOKYMEHTOB, MOJUIEKAIIMX PErHCTpally, MOCIe10BaTeIbHOCTD
PAacIioyIoKEeHMs] COCTaBHBIX YacTel MHAEKCAa TOKYMEHTa, MpaBuia (GOpMHUPOBaHUS WH(OPMAIIMOHHO-
CIPaBOYHBIX 0a3 JaHHBIX.
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2. 3aperucTpupyuTe npeioxKeHHbIE TOKYMEHTHI, 00paTUB 0C000€ BHUMAaHHE Ha PETHCTPALIHIO
WHUIUATUBHBIX U OTBETHBIX IMHCEM.

3. [Ipoananu3upyiTe MOPAIOK PETUCTPALIUU TOKYMEHTOB B YCIOBHOM opranu3anuu. OTMeTuB
0COOEHHOCTH OpraHU3allMM M TEXHOJIOTUH DPETHCTPAlUU JOKYMEHTOB B YCJIOBHOW OpraHHM3alud,
onpeAenuTe UX HenocTaTku. Ha OCHOBe NpOBEACHHOIO aHainu3a M TpeOOBaHH HOPMAaTUBHO-
METOJIMYECKUX JOKYMEHTOB pa3paboTaiiTe MPEeAIoKEHUs 10 OPraHu3alui perucTpaluy JOKYMEHTOB
Y TIOCTPOEHHUI0 HH(OPMALIMOHHO-CIIPABOYHOIO anmnapara B yCJIOBHON OpraHHU3aIliH.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe peructpainusi AokymeHToB? Kakue 3amauu pemiaroTcsi B JEIONPOU3BOJCTBE C
MMOMOIIIBIO ATOM oneparuu’?

2. Kakue TOKyMEeHThI MOJIJIEkKAT PErucTpanuu?

3. KakoB 00s13aTeNIbHBII COCTaB PEKBU3UTOB IIPU pErUCTpaluu?

4. B yeM OCHOBHOU PUHIUI PETUCTPALIUU?

5. KakoBbl OCHOBHBIE ITpaBUJIa UHAECKCAIIMH JOKYMEHTOB?

6. Kakoe mnpeumymiecTBO HMEET CHEUMATUCT TMPU  PErucTpaluu JIOKYMEHTa B
aBTOMATHU3UPOBAHHBIX CHCTEMAX 110 CPABHEHUIO C TPAAULIMOHHBIMU METOAAMHU?

NCTOYHUKU U JINTEPATYPA

[TocranoBnenue IlpaButensctBa P® or 15.06.2009 Ne 477 «O6 ytBepxkaenuu IlpaBui
JIENIONPOU3BOJICTBA B (peliepalbHBIX OpraHaxX HMCIOJHUTEIBHON BIACTH»// [DIEeKTpOHHBIN pecypc]. —
M., 2019. — Pexxum mocryma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[TocranoBnenue IlpaBurensctBa PD ot 25.12.2014 No 1494 “OO0 yTBepKIE€HUU MPABUI
oOMEHa  JOKYMEHTaMH B  JJIGKTPOHHOM BHJE TIpM  OpraHu3amud  HH(YOPMAIHMOHHOTO
B3auMojeiicTBus’// [DnekTpoHHbIN pecype]. — M., 2019. — Pexxum noctymna:

Metoauyeckie pEeKOMEHIAIMKA 10 pPa3paboTKe WHCTPYKIMK IO JETONPOM3BOJCTBY B
denepanbHBIX OpraHax HUCIHOJHUTENBHON BIIACTH, YTBEpXKICHHbIE mpukasoMm PocapxuBa ot 23
nekabps 2009 Ne 76 // [Onekrponmbiii pecypc]. — M., 2019. — Pexum nmocryna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[IpumepHasi UHCTPYKIUS TIO JEIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHMU3AIUAX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHslii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P UCO 15489-1-2007 Cucrema cTaHgapToB 1o HHpoOpMauuu, OUOIMOTEUHOMY U
M3/1aTeNbCKOMY Jeny. YmpaBienue qokymeHtamu. Oomue tpedoBanus. // [DneKTpoHHBIN pecypc]. —
M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW _135548/.

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWBHOE [1€70. TE€pPMUHBI U OMNpPEIEICHUS. -
[DneKTpOHHBIN pecypcl]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

beikoBa T.A. JlokyMeHTannoHHOe oOecreyeHue YIpaBieHHs  (J€I0IpPOU3BOJICTBO)
[DnexTpoHHEIH pecypce]; yaeoHoe mocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uzn. nepepad. u J101I.
— Mocksa: Uudpa-M, 2018. -304 c. — Pesxum goctyna: http://znanium.com/go.php?id=942800/

Tema 2.4. Opranusanus TeKyuero XxpaHeHusi A0OKyMeHTOB (6 yacoB)
2.4.1. Homenknarypa aeJ (4 yaca.)

3AJIAHUA

1. M3yuuth TpeOOBaHMS HOPMATHBHBIX aKTOB M HOPMAaTHBHO-METOJAWYECKHX JOKYMEHTOB K
COCTaBJICHHUIO ¥ 0()OPMJIICHHUIO HOMEHKJIATyphI JIeI.

2. HMBy4yuTb BO3MOXHOCTH HCIIOJIb30BAaHUS IMEPEUYHS CO CPOKAMM XPAaHEHHUsS JIOKYMEHTOB B
JIeJIONPOU3BOJICTBE OPraHU3aALINH.

3. IIpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYpYy JA€J YCIOBHON OpraHU3allMy U BBIIBUTH
OLIMOKHU B €€ COCTaBJIIEHUU U O(hpOpMIICHUH.

4, CocraBuTh HOMEHKJIATYPY €N yCIOBHOM OpraHH3ALHH.
YKA3AHUA 110 BBIIIOJIHEHMIO 3A TAHUU
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1. Uzyunte IlpaBuna nmenonpousBoicTBa B (elepabHBIX OpraHax WCIOJHHUTEIBHON BIACTH
(paszgen V), Meronuueckne peKOMEHIAMU MO Pa3pabOTKe WHCTPYKIMHA IO JEIONPOU3BOJACTBY B
(benepanbHbIX OpraHax MCHOJHUTENbHOHN BiacTu (paszen 3.5), OcHOBHbIE MpaBWiia pabOThl apXHBOB
opranuszanuii (paszzgen 2), IlonoxkeHue o mopsiake M cpoKax XpaHEHHs JTOKYMEHTOB aKIMOHEPHBIX
ob1ecTB, [IpuMepHyr0 HHCTPYKIMIO N0 JETONPOU3BOJICTBY B FOCYIapCTBEHHBIX OpraHU3alusx (yTB.
IIpukazom Pocapxusa ot 11.04.2018 Ne 44) Vscuute cnenyrouee:

. BUJIbl HOMEHKJIATYp JIET;

. THUIIBI HOMEHKJIATYP Jie (K1acCu(pUKAIMOHHBIE CXEMBI);

. npaBuia GopMyIUpOBaHMS 3ar0JIOBKOB A€E;

. HCTOYHUKH YCTAHOBJIEHHSI CPOKOB XPAHEHUS JJOKYMEHTOB;

. IIpaBUJIa CUCTEMATH3AIMK U UHJEKCAIlUU 3ar0JIOBKOB JIEJT;

. npaBuiIa 0pOPMIICHHS, TOJIICAHUS, COTIACOBAHUS U YTBEPKIACHUS
o HOMEHKJIATyphI J€EIL.

2. W3zyuure ykasaHus IO HpUMEHEHHUIO llepeyHs TUNOBBIX YIPaBIEHYECKUX ApPXUBHBIX
JOKYMEHTOB, 00pa3ylolluxcsd B IPOLECCe JAEATEIIbHOCTH T'OCYJapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOI'O CaMOYIIPABJICHUs U OPTaHU3ALUN, C YKa3aHUEM CPOKOB XPaHEHHUs U BBIACHUTE:

. MOPSAIOK PUMEHEHHUS IIEPEYHS B 1€IIONIPOU3BOJICTBE;
. Qg QepeHIraIuo CPOKOB XPaHEHHUS JJOKYMEHTOB IO TPYTIIIaM OpTraHU3allHii;
. CXEeMY ITIOCTPOEHHSI IIEPEYHS U €r0 Hay4YHO-CIIPAaBOYHBIN aIapar.

3. IpoananusupyiiTe KOHKPETHYKO HOMEHKJIATYpPY /€Nl YCIOBHOH OpraHM3alliM, BBISBHTE
HE/IOCTATKHU €€ COJIepKaHusI U 0(pOpMIICHHUS, TPOMIUTIOCTPUPOBAB KAXK/IBIH U3 HUX IPUMEPOM.

4, Visyuute CTPYKTypy M COCTaB JOKYMEHTAIBHOTO (OHIA YCJIOBHOH OpraHM3ald |
pazpaboraiite Kiaccu(PUKAIMOHHYIO cXeMy HOMeHKIaTypsl aen. Odopmure ee B Buae CHHCKa
CTPYKTYPHBIX HOJpa3JesIeHU ¢ MHIEKCaMH, PacloyIOKEHHBIMU 110 CTENeHU 3HauuMoctu. Obpature
BHHMaHHE Ha TO, YTO CXeMa KjacCU(PHUKaIUU JOHKHA COOTBETCTBOBAThH IiiaBHOW Tabnuue llepeuns
TUIIOBBIX JOKYMEHTOB CO CPOKaMH XpPaHECHHS.

CocTaBpTe HOMEHKJIATYpy J€J YCIOBHOW OpraHu3aluy, Uil 4ero: cpopMyIupyiTe 3arojJoBKU
Jie]l B COOTBETCTBUU C YCTAHOBJICHHBIMH TPEOOBAaHMAMM M YCTAaHOBUTE CPOKM XpaHEHHUsS el IO
MIEPEYHIO; TPOBEIUTE CUCTEMATH3AIMIO 3arojioBKoB nies. OdopMuTe HOMEHKIATYpPY JIel Ha 00IIeM
OJlaHKe YCJIIOBHOW OpraHu3alliM 10 YCTaHOBJIEHHOW (hopMe, ONpeAesuTe COCTaB JOJKHOCTHBIX JIMIL,
KOTOPBIE JOJDKHBI €€ 3aBU3UPOBATH U YTBEPAUTD.

KOHTPOJIBHBIE BOITPOCHI

1. MaiiTe onpeneneHne HOMEHKIIATYPBhI JEll.

2. OxapakTepu3yiiTe IpUMEHEHHUE Pa3IMUHbIX BUIOB HOMEHKIATYPHI €.

3. Ilepeuncnute TpeGoBaHUs K (POPMYIHPOBKE 3ar0JIOBKOB JIeJl B HOMEHKJIATYpeE.

4. Ilepeuncaute TpeOOBaHUS K CUCTEMATH3AIMH 3ar0JIOBKOB JIEJI B HOMEHKJIATYPE.

5. Kak obpasyercs uHAeKc aena B HOMEHKIaType?

6. Kak wucnonp3yercs rmepeueHb [OKYMEHTOB C YKa3aHHMEM CpPOKOB XpaHEHHUS B
JeIONPOU3BOJICTBE?

7. KakoBblI 3Taribl pa3pad0TKU HOMEHKJIATYPbI J1e7?

8. KakoB cpok JeiiCTBUS HOMEHKIATYPHI €17
NCTOYHUKU U JIMTEPATYPA

1. ®enepanbhblif 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM fnene B Poccuiickoit
Oenepanun»y  // [DmektpoHHBIi  pecypc]. — M., 2019. — Pexum  pmocryna:
https://base.garant.ru/12137300/.

2. [locranoBnenune IlpaBurensctBa P® ot 15.06.2009 Ne 477 «OO0
yrBepxkaeHun IlpaBun nemonpousBoAcTBa B (elepalbHBIX OpraHax HCHOJIHUTEIBHOM BiacTuy//
[DnexTpoHHBIT pecypc]. — M., 2019. Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

3. Metoauyeckiue peKOMEHJAaluu 1O pa3pabOTKe UHCTPYKUUH 10

ACJIOMPOU3BOJACTBY B (I)G)ICpB.JIBHBIX opraHax HCIIOJIHUTEIbHOM BJIACTHU, YTBCPIKACHHLIC IMPHUKA30M


https://base.garant.ru/12137300/
http://www.consultant.ru/document/cons_doc_LAW_88695/
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PocapxuBa ot 23 mexabps 2009 Ne 76 // [DnekTpoHHbIi pecypc]. — M., 2019. — Pexxum nmoctyma:
http://www.consultant.ru/document/cons_doc_LAW 96081/

4. [IpumepHass HWHCTPYKUMS 1O JEJNONPOU3BOACTBY B  TOCYAapCTBEHHBIX
opranm3anusx, yTB. Ilpukazom Pocapxua ot 11.04.2018 Ne 44) // [DnextpoHHBI pecypc]. — M.,
2019. Pexxum goctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. [Mpukaz MunkynasTypsl Poccum ot 31.03.2015 Ne 526 «O06 yTBepkIeHUU TPaBUI
OpraHM3aliy XpaHEeHUs, KOMIUIEKTOBAHUS, y4eTa U HCIOIb30BaHUS JOKYMEHTOB APXHUBHOTO (hoHAa
Poccuiickoit denepanuu M Apyrux apXMBHBIX JOKYMEHTOB B OpraHax IOCYJapCTBEHHOM BIACTH,
opraHax MECTHOT'O CaMOYIIPaBJIEHUS W OpTraHm3anusix» // [DmekTpoHHBIH pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. I'OCT P UCO 15489-1-2007 Cucrema ctaHaapToB 1Mo uHMOpMaIuu, OU0IMOoTeUHOMY
U U3JaTeNbCKOMY JIelly. YTpaBieHue qokymerntamu. Oomue TpedboBanus. // [DIEKTPOHHBIN pecypc].
— M., 2019. Pesxum mocryma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

7. I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1e710. TepMHUHBI U OMpEIeTICHUS. -
[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

8. [lepeueHp THUIOBBIX YMNPABICHUYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B
nporecce JCSTeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CaMOYIIPABICHHS H
OpraHm3aluii, ¢ ykazaHHEM CPOKOB XPaHEHHS, YTBEPKACHHBIN MpruKa3oM MHUHHCTEPCTBA KYJIbTYphI
P® ot 25.08.2010 Ne 558 (B meiicts. pen.) // [DnexTponHsIid pecypc]. — M., 2019. — Pexxum mocryma:
https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

9. brikoBa T.A. JlokyMeHTalMOHHOE OOECTEUYCHHE YMIPABJICHHS (IEIOMPOU3BOJICTBO)
[DnexTpoHHBI pecypce]; yuebHoe nmocodue/ T.A. brikopa, T.B. Ky3nenosa. -2-e uza. nepepab. u 1o1m.
— Mockga: Uudpa-M, 2018. -304 c. — Pexxum noctymna: http://znanium.com/go.php?id=942800/

2.4.2. TIloaroroBka JOKYMEHTOB K MOCJIEAYIONIEMY XPAHEHUIO U MCIOJIb30BAHUIO (2
yaca)

SATAHUA

1. U3yunts TpeOoBaHMS HOPMATHUBHBIX aKTOB M HOPMAaTHBHO-METOJIMYECKHX JOKYMEHTOB K
(GbOopMUPOBAHUIO €T, TPOBEACHHUIO IKCIEPTU3BI IEHHOCTU IOKYMEHTOB U UX MOJTOTOBKE K C/laye B
apXUB OpPTaHHU3AIIUH.

2. CocTaBUTh IPHKA3 O CO3IAHMH dKcrepTHOH komuccun (DK) B yCIOBHOM OpraHU3aIuH.

3. IpoaHanM3upoBaTh MPaBHILHOCTH IPYNIHPOBKH JOKYMEHTOB B JIENA.

4. Odopmuts nena 1Jid cauu B apXUB OpraHU3aIUH.

5. CocTaBUTh ONHUCH Ha JieJIa TOCTOSIHHOTO M BPEMEHHOT'O0 XPaHEHUs, MOoJJIeKallue ciade B
apXMB.

6. CoctaBuTh akT 00 YHHMYTOXEHHU JIOKYMEHTOB, YTPATUBIIMX HAyYHO-NPAKTUYECKOE
3HAYEHHE.

7. CocTaBuTh TIPOTOKOJ 3aceqaHms dKcrepTHoi komuccuu (DK) 00 yHMYTOKEHUH Hel |
U3MEHEHHUU CPOKOB XPaHEHHUS.

YKA3AHUS [0 BBITTOJIHEHUIO 3AJTAHUI

1. N3yunte OcHOBHbBIE MNpaBwia pPabOThl AapXUBOB opraHu3auuit (paszgensl 2; 3.6; 3.7),
[MpaBuna AenONpOU3BOJACTBA B (peepalibHBIX OpraHaxX HCIOJHUTEIbHOW Biactu (pasmen V),
Metoanyeckre peKOMEHJAMK 10 pa3padoTKe MHCTPYKIHH MO JeJONPOU3BOJCTBY B (enepaabHbIX
opraHax HWCIOJTHUTENbHOU Biactu (pazmen 3.5), IlomokeHwe O TOpsAIKE M CPOKaX XpaHEHUS
JOKYMEHTOB aKIIMOHEPHBIX 001IecTB, 00paTHB 0c000€ BHUMAHUE Ha:

. npaBuiia (GOpMUPOBAHUS JIET,
. MOPAIOK IPOBEACHUSI KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB,
. MOPSAIOK TIOJTOTOBKH JIOKYMEHTOB K C/Jau€ B apXUB OpraHU3aIiu.

2. CocTaBbTe NpHUKa3 O CO3JaHMM JKcrepTHoil komuccuu (DK) ycnoBHolM opranusamuu. B
IIPHUKa3€e ONPEAEIUTE COCTAB KOMUCCHH, €€ 3ajauH, CPOK €€ padoThI.


http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://znanium.com/go.php?id=942800/
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3. IIpoBeauTe aHanu3 ael, NpeIoKeHHbIX npenoaapareneM. OOpaTuTe BHUMaHUE Ha:

. COOTBETCTBHUE 3ar0JIOBKOB JIJ JJOKYMEHTaM, [IOMEIICHHBIM B J€JI0;

. HaJW4yHue B Jielie JyOJIEeTHBIX, YEPHOBBIX 3K3EMIUISIPOB JIOKYMEHTOB M JIOKYMEHTOB,
MOJISKAIINX BO3BPATY;

. HaJIM4YKeE B JIeJIe IOKYMEHTOB C Pa3lIMYHBIMU CPOKAMU XPaHCHHS;

. cootBeTcTBUE OpopmiieHus TokyMeHToB TpeboBanusm ['OCT P 6.30-2003

4. Odopwmure gena ajis cIa4d B apXHB: [POHYMEPYWTEe NOKYMEHTHI Jeja, COCTaBbTE
BHYTPEHHIOIO ONHCh, 3aBEPUTEIILHYIO HAAMUCH K 0OPMHTE O0JIOKKY JIena.

5,6. Odopmute omucu Jei IMOCTOSHHOTO W BPEMEHHOTO XPAaHEHHS M aKT O BBIICICHHU K
YHUYTOKCHHUIO OOKYMCHTOB B COOTBCTCTBHUH C TpeGOBaHI/IHMI/I HOPMAaTUBHO-MCTOAUYICCKUX
JTOKYMEHTOB. ISl 9TOrO OIpeAeNUTe IOCICIOBATEIbHOCTh PACIOIOKCHUS JIell B OIHUCH, COCTaB
JOJDKHOCTHBIX JIUIT yCJ'IOBHOfI OopraHu3anuu, KOTOPBIC NOJIKHBI IPUHUMATL Yy4aCTUC B COCTABJICHHU,
BU3MPOBAHUY U COTTIACOBAHMHU 3THX JJOKYMEHTOB.

7. Tlpu cocraBnenuu npotokona 3acenanus DK (B kpaTkoii GopMe) onpeaenuTe MOBECTKY AHS
3acefanus U cHopMyITUpyHTe perIeHne KOMUCCHH.

KOHTPOJIBHBIE BOITPOCHI

1.Ilepeuncnure coctaB KoMmIiekca paboT, MPOBOJMMBIX CIIyK00i IelONpon3BOACTBA TPU
c/1aye B apXHB JIOKYMEHTOB OpraHU3aI1H.

2.Kakue ¢pynknuu BeimonHset JK opranuzanuun?

3.Ilepeuncnure TpeGoBaHUS K OPOPMIICHHUIO J€]1 IPU MTOATOTOBKE X K Clladye B apXUB.

4.Ilepeunciaute TpeOOBaHUSA K OPOPMIIEHUIO IOKYMEHTOB Ji€ja.

5.KaxoBbI mpaBuiia COCTaBICHHS OMUCEH /1€ MOCTOSHHOTO U BPEMEHHOTO XpaHEeHUS?

NCTOYHUKU U JINTEPATYPA

1. ®denepanpubiii 3akoH oT 22.10.2004 Ne 125-03 «O06 apxuBHOM neinie B Poccuiickoii
@Oeneparun»  // [DnexkTponHbId  pecypc]. — M.,  2019. — Pexum  gocryma:
https://base.garant.ru/12137300/.

2. [locranoBnenue IlpaBurensctBa P® or 15.06.2009 Ne 477 «OO0
yrBepxkaeHun [IpaBun nenonpousBoAcTBa B (eAepalbHBIX OpraHax HCIOJHUTENBHON BiacTu»//
[DnekTpoHHbBIN pecypc]. — M., 2019. — Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

3. Metoauyeckue peKOMEHJaluu MO pa3pabOTKe HUHCTPYKUUH 10

JIeTIOTIPOU3BOACTBY B (hefepalibHBIX OpraHax HCHOJHHUTEIbHOM BIAcTH, yTBEp)KJIEHHBIC MPHKa30M
PocapxuBa ot 23 nexadbps 2009 Ne 76 // [DnexktpoHHbiit pecypc]. — M., 2019. — Pexxum noctyma:
http://www.consultant.ru/document/cons_doc_LAW 96081/

4. [lpumepHass WHCTPYKIMS TIO JEJONPOM3BOACTBY B  TOCYNapCTBEHHBIX
opranuzanusx, yTB. IIpukasom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHsbIi pecypc]. — M.,
2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

S. ITpuka3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkKIeHHM IpaBHI
OpTaHU3allH XpaHEHHsI, KOMIUICKTOBAHUS, Y4eTa M HCIIOJIb30BaHMsI JOKYMEHTOB APXHBHOTO (POHIA
Poccuiickoit @enepaun U APYrMX apXHMBHBIX JIOKYMEHTOB B OpraHax rocyAapCTBEHHOW BIACTH,
OpraHax MECTHOTO CaMOYIpaBJIEHUS M opraHu3anusax» // [DaexkTpoHHBIH pecypc]. — M., 2019. —
Pexxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. I'OCT P UCO 15489-1-2007 CucreMa cTaniapToB 1o nHdopmanuu, OUGINOTEUHOMY
U U3JaTeNbCKOMY Jelly. YTpaBieHue nokymeHntamu. OOmmue tpeboBanus. // [DIEKTpOHHBIN pecypc].
— M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

7. I'OCT P 7.0.8-2013 Jlenonpon3BOACTBO U apXUBHOE /1€710. T€pMUHBI U ONPENEICHMUS. -
[DnexTpoHHBIT pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

8. [lepeyeHb THTOBBIX YIPABICHYECKHX aPXHBHBIX JOKYMEHTOB, OOpPa3yIONIMXCS B
nporecce JesITeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIpaBJICHHUS U
OpraHu3aIfii, C yKa3aHHEM CPOKOB XpaHEHHs, YTBEPKIACHHBIA MPUKa30M MUHHUCTEPCTBA KYJIbTYPHI
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P® ot 25.08.2010 Ne 558 (B meiictB. pen.) // [DnexkrponHsbIit pecypc]. — M., 2019. — Pexum noctymna:
https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

9. beikoBa T.A. JlokyMeHTallMOHHOE OOECIICYCHUE YIpaBJICHUS (JIEI0NPOU3BOJICTBO)
[DnexTpoHHEIH pecypce]; yaeoHoe mocodue/ T.A. brikoBa, T.B. Ky3Henosa. -2-e uzn. nepepad. u J101.
— Mocksa: Uudpa-M, 2018. -304 c. — Pesxum pocryma: http://znanium.com/go.php?id=942800/

9.2 Metoanyeckue peKOMeHIAalMH 10 MOAr0TOBKe MUCbMEHHbIX padoT

B pa3nen BkiroueHsl TpeOOBaHUS K MOJArOTOBKE, COAEPKAHUIO, U O()OPMIIEHUIO TUCbMEHHBIX
paboT TpPeayCMOTPEHHBIX YYeOHBIM IUIAaHOM WM pabodell mporpamMmoil (KypcoBas pabota, dcce,
pedepar, noxsnan u T1.01.). Ilpu Hanuuum kadenpanpHbIX WK (PAKYJIBTETCKMX PEKOMEHAAluil 1o
MOATOTOBKE MUCBMEHHBIX paboT pasnen Bkitouaercs B PIIJ] mo ycmorpenuto mnpenopaBaTens -
COCTABUTEIISL.

B manubIii pa3gen Mbl BKIIOUMAIN PEKOMEHIAIMH K MTOATOTOBKE, COAEPIKAHUIO U 0()OPMIICHHUIO
IIUCbMEHHBIX PAa0OT, MPEAyCMOTPEHHBIX Y4YEeOHBIM IUIAHOM MM pabodell mporpamMmoil (KypcoBas
pabora, acce, pedepar, mokimag W T.1.). Takum 00pa3oM, PEKOMEHIAIMH OTPAXKAT OOIIHe
TpeOOBaHUs K NMCbMEHHOM paboTe, TpeOOBaHU K €€ COACPKAHUI0, 00bEMY U CTPYKTYpE.

[TucemenHas pabota siBisieTcss (GOpMOIl OpraHM3alM HAyyHOrO MaTepuala, OTpa)arolien
JIOTHKY HCClIeIoBaHMsl, oOecrneuynBaromell eIMHCTBO M B3aUMOCBSA3aHHOCTh BCEX 3JIEMEHTOB
cogepkanusi. CTpyKTypa MarucTepckoil paboTsl JODKHA COOTBETCTBOBATH KPUTEPHUSM IEIOCTHOCTH,
CHCTEMHOCTH, CBSI3HOCTH M COpPa3MEPHOCTH (COOTBETCTBUS 0OBbeMa ()parMeHTa TEKCTa ero Hay4HOMH
€MKOCTH).

IIpu BbIOOpe Ha3BaHMs pabOTHI CcleAyeT IOMHHTb, 4YTO OHO JOJDKHO OBITh SICHBIM,
Ooubnuorpaduyecku TOYHBIM, COJEPKATEIBHO ONPEICICHHBIM, NPOOJIEMHBIM, KOMIIAKTHBIM |
JUTEPaTypPHBIM.

OO0s3aTeNbHBIME  CTPYKTYPHBIMH DJIEMEHTAaMHU IHMCHbMEHHOW pPAaOOTHI SIBISIFOTCSI BBEJCHHE,
OCHOBHAs 4aCTh, 3aKJIIOUEHHE U Onbiuorpaduyeckuil CIMCOK/CIUCOK UCTOYHUKOB M JIMTEPATYPHI.

PaboTel MOTYT BBINOJHATBCA B pa3HBIX jkaHpax. U cnemyer m3HavanbHO ONpPEENTUTH STOT
xaHp. OIHO [1eno, ecnu TOTOBUTCS y4yeOHbIH TekcT. OH JOJDKEH NPOJEeMOHCTPUPOBATh HAILy
KBaJIM(PUKAIHIO, COOCTBEHHO MCCIIEIOBATEIBCKUE PE3YIIbTAaThl TaM JKEIaTeIbHBI, HO HE 00s3aTeIbHEI.
Jlpyroe - ecim pedb MJET O CaMOCTOSITEIbHOM HCCIIeAOBaTEeNbCKOM paboTe, koTopas oOpalleHa K
npodeccruonanam. TpeTrbe - eciu Mbl 33aayMajd TaK Ha3bIBAeMbIil HAYYHO-TIOMYJISIPHBIA TEKCT,
KOTOPBIN apecoBaH He TOJBKO MPo(hecCHOHAIbHON, HO U 00Jiee MIMPOKON ayAUTOPUH.

OOyuaromuiicss JOJKEH MPOJEMOHCTPUPOBATh B  KOHTPOJIBHOW  paboTe  BiIaJIeHHE
TEPMUHOJIOTUYECKUM  amMapaToM  MEXKAMCUUIUIMHAPHOCTH, 3HAaHHE  METOJOB  COLMAJIbHBIX,
TYMaHHUTApHBIX, €CTECTBEHHOHAYYHBIX JWCIUIUINH, MPUMEHSIEMBIX B HCTOPHOTpAQHUECKOW U
HCTOYHHUKOBEAUECKONW mpakTuke. [Ipy 3TOM aKTHBHO HCHOJB3YIOTCA MOJTYYEHHBIE B XOJ€ OCBOEHUS
JTVCIUTUIAHBI 3HAHUS MEKIAUCIUTUIMHAPHBIX MOIX00B, UCIIOIb3YEMBIX B HCTOPUOTpadhUU N3ydaeMOon
TeMBbI U POJICTBEHHOM el mpobiieMaTHKe.

CrpykTypa paboThl I0JIKHA COOTBETCTBOBATh yTBEpkKACHHOMY pykoBoautenem BKP mnany u,
KaK NpaBUJIO, COCTOATh M3 CJEAYIOIMX YacTei: THUTYJIBHOTO JIMCTA, OIJIABJIEHUS, BBEICHMS,
0003HAaYeHUH U COKpalleHui (Impu HEOOXOJMMOCTH), OCHOBHOM dacTu (rjaB U maparpagos),
3aKJIIOYEHHUs, CIIMCKA HUCIOIb30BAHHOM JUTEpaTypbl U UCTOYHUKOB, MPUIIOKEHUHN, BCIIOMOTraTeIbHBIX
yKazarenei (npu HE00X0IMMOCTH), rpaduyeckoit qacTu (WILTIOCTPallMOHHBIN
Matepuai/mpesenranus). O0muii 00beM AUIMIOMHON paboThl 6€3 npuoxxeHuit —100 cTpanui.


https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
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[Tpunoxenue 1. ABHOTaIU
pabodeii mporpaMMbl TUCIUTIITTHBI

AHHOTAIIYA PABOYEHN TPOTPAMMBI JIJUCHUTLIAHBI

Jucuummba (MOIynb) peanu3yercss Ha (aKyJbTeTe apXHBOBEACHUS M JOKYMEHTOBEACHUS
Kadeapoil JOKYMEHTOBEIEHUS, ayIMOBU3YaIbHbBIX U HAyYHO-TEXHUYECKUX apXUBOB.

Ienp AUCHUMIVIMHBI — MOJAIOTOBUTH BBITYCKHUKA, 3HAIOIIETO OCHOBHBIE HallpaBJICHUS
rOCYJapCTBEHHOH perjlaMeHTauuu paboTel ¢ JoKymeHTamu B Poccuiickoit ®epepauuu, 3agauu
CITy’)KOBl TOKYMEHTALIMOHHOTO OOEeCTeUeHHs YIpaBJICHUs W BIAJACIOUIETO METOJaMHU aHaInu3a |
COBEPLICHCTBOBAHNUS TEXHOJIOIMH TUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPaLUi.

3agauyu AUCHMILINHBI:

- U3y4UTh UCTOPUIO (POPMUPOBAHUS HALMOHAIBHOMN CUCTEMBI JI€JIONPOU3BO/ICTBA;

- OBJIJIETh CIIELUATIbHON TEPMUHOJIOTUEN;

-  U3y4yUTb COBPEMEHHYIO 3aKOHOJATEJIbHYIO, IIPaBOBYI0 U HOpPMaTHBHYyIO  0as3y,
periIaMeHTHPYIOILYI0 paboTy ¢ JOKYyMEHTALUEH;

- cGopMHpOBaTh y CTYJCHTOB HAaBbIKM BBIMOJIHEHUS OCHOBHBIX JEJIONPOU3BOICTBEHHBIX
OTepanuii B YCIOBHUIX MPUMEHEHHUS TPAJAUIIMOHHBIX U aBTOMATH3HPOBAHHBIX TEXHOJIOTUH 00pabOTKH
JOKYMEHTOB;

- chopMHpOBaTh HABBIKM aHAIM3a CUCTEMbI JOKYMEHTALIMOHHOTO 00€CIIEUeHHsI YIIPABIICHUS;

- OIPEJENIUTh HAIIPaBJICHUs BO3MOXHOIO COBEPIICHCTBOBAHMS CUCTEMBI JOKYMEHTALlHOHHOIO
o0ecrieYeHus yrpaBIICHHS;

- U3Y4YUThb HOPSIOK OpraHU3alUU CIyKObl JOKYMEHTAllMOHHOIO 0OecreueHus yrnpaBiieHUs B
COBPEMEHHOU OPraHU3aLUN.

Jucuumirza (MOlyJib) HalpaBjieHa Ha (GOpMUPOBAHHE CIEAYIOUMX KOMIIETEHLIUH:

OIIK-2. CnocobeH HaxOUTh OPraHNU3aLMOHHO-YIIPABICHUYECKHUE PEILICHUS TP PEIICHNUH 3a1a4
B cepe cBoell npodeccuoHanbHOM AesTeIbHOCTH;

B pesynbrare ocBOeHUS AUCHUILINHBI (MOYJIs1) 00YYarOIIMICs TOJIKEH:

3namo:

- OCHOBHBIE METOJbl, CIOCOOBI M CpEICTBAa IMOJIYYEHHUs, XpaHEHUS U nepepaboTKu
uH(pOpMaINH;

- OCHOBHbIE HWH(OPMAIMOHHBIE TEXHOJIOTMM, HCIHOJb3yE€Mble B JIOKYMEHTAlUOHHOM
o0ecreyeHnH YIpaBIeHHs U apXUBHOM JieJie, UICTOPHUIO UX CO3JJaHUs U HAIIPABICHUS Pa3BUTHS;

Ymems:

- MCII0JIb30BaTh MOJYYEHHBIE 3HaHUS B 00J1acTH pabOThl ¢ HH()OPMAIIMOHHBIMH pPeCcypcaMy Ha
MIPaKTHUKE;

- IPUMEHATh OCHOBHbIE MH(OPMAIIMOHHBIE TEXHOJIOTHH, UCIIOIb3yEMbIE€ B TOKYMEHTALMOHHOM
o0ecrieueHnH yIpaBIeHNsl U apXUBHOM JIEJIe Ha MIPAKTHKE;

Bnaoemps:

- HaBbIKAMH TMOJYYEHUsI, XpaHEHUS U NepepaboTKu MHPOpPMAIUK B LENSIX NPOoPeCcCHOHATbHON
NESTENIHOCTH;

- HaBbIKaMHM PAOOTHI B CHUCTEMAaX 3JIEKTPOHHOIO JAOKYMEHTOOOOPOTa, a TAaKXKe 3JIEKTPOHHO-
upoBoil 00pabOTKM JOKYMEHTOB B c(epe MOKYMEHTAI[MOHHOIO oOecreueHHsl YIpaBlIeHUs |
apXUBHOTO JIeNa;

[To qucuuIuIMHE MpeycMOTpeHa MPOMEKYTOUHAs aTTeCTalus B GopMe IK3aMeHa.

OO0mmas Tpya0€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3.€., 144 akageMuYecKux Jaca.



