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1. MosicuuTeNLHAA 3aNIUCKA
1.1. Heanb u 320294 AUCHUILIHHBI

lenp AMCUMIUIMHBI — TMOArOTOBUTH BBITYCKHHMKA, 3HAOLIETO OCHOBHBIE HANpPABIICHUS
rocyJJapCTBEHHOM perjiaMeHTanuu padboTel ¢ JokymeHTamu B Poccuiickoii ®epepauuu, 3anadu
CIIy’)KObl JTOKYMEHTallMOHHOT'O OOECIEeYeHHUsl YINPaBICHHUS W BIAJCIONIET0 METOJaMU aHalu3a U
COBEPUICHCTBOBAHHMS TEXHOJIOTUU TUIIOBBIX JIE€JIONPOU3BOJICTBEHHBIX ONIEPALIUN.

3ajaun JUCUUIIIIUHBL:

- I3YYHUTh UCTOPHUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPOU3BOICTBA;

- OBJIQJIETh CHIEUATbHON TEPMUHOJIOTUEH;

-  U3YYUTh COBPEMCHHYIO 3aKOHOJATEJIbHYIO, TIPaBOBYIO ¥ HOPMAaTUBHYIO 0azy,
peraaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIUe;

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

- chopMHpOBATh HABBIKU aHAIHM3a CUCTEMBI JOKYMEHTALIMOHHOTO 00eCIIeYeHHsI YIIPABIICHUS;

- ONPENEIIUTh HAIPABICHUS BO3MOKHOIO COBEPIIEHCTBOBAHUS CUCTEMbI JIOKYMEHTALIHOHHOTO
o0ecrnieueHus ynpaBIeHUS;

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

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

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

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

OIIK-2.2. Opranu3oBbIBaeT 3HaTh: NOPSIOK pabOTHI CITYKO

paboTty moapasaesieHui B JIOKYMEHTAIIMOHHOTO 00ecreueHust

cdepe T0KyMEHTAIlMOHHOTO yIpaBJICHUS U apXUBOB

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

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




1.3. MecTO TUCUMILIIMHBI B CTPYKTYpe 00pa30BaTeILHON NPOrpaMMbl

Huctunmuaa «OpraHu3anuss M TEXHOJOTHS JOKYMEHTAllHOHHOTO OOECIICUCHUs YIPaBICHUS
OTHOCHTCSI K 00513aTeIbHON YacTH OJIOKA JUCHIUIUINH YIeOHOTO IJIaHa.

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

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

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

CTpyKTypa JUCHUILIMHBI /151 04HOI (pOopMBI 00yUeHUs

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

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

O06beM AUCHUILTUHBL B (pOpMe caMOCTOSATENbHON pabOThl 00yYaIOIIMXCcs COCTaBIseT 46
aKaJeMHUYECKHUX YacOB.

3. Coep:xaHue UCHUTIIMHBI

Ne [ HaumenoBaHmue pasaeiia Couepmaﬂue
AUCHUIIJIUHBI

1 |1. Ha3snayenme Kypca, | [Ipenmer, conepxkanue U 3amgauu Kypca. TepMHHONOTUA
HUCTOYHUKH U JIUTEepaTypa OCHOBHBIX IOHSATHH B O0JIACTH J€IONPOM3BOJICTBA, €€
oo,  OleHka TEpMHHOB B OTE€YECTBEHHOM

JuTepaType.
B3aumocBs3b OpraHu3aIuH u TEXHOJIOTUU
TOCYJIapCTBEHHOTO JICTIOTPOU3BOJICTBA C pa3BUTHEM

rOCyJapCTBEHHOTO  ammapara, ero (QyHKOUSIMH |
cTpykTypoil. Ilepmoamsaius OCHOBHBIX 3TAlOB Pa3BUTHUSA
JIETIONPOU3BOJICTBA.

Oco0eHHOCTH M 3aKOHOMEPHOCTU PabOThI ¢ TIOKYyMEHTaMU
B yupexacHusx Poccum B pasinyHble HCTOPUYECKHE
MIEPUO/IbI, UX MPEEMCTBEHHOCTh B YCIOBHSX JESATEIBHOCTH
COBETCKOI'0 U POCCUMCKOIO TOCYyAapCTBEHHOIO armnapara.
Mecto Kypca cpeau IpyTrux U3y4aeMbIX JUCHUIIINH.
O030p UCTOYHUKOB M JIUTEPATYPHI MO JIETONPOU3BOJICTBY
B Poccun o 1917 r.

JIureparypa mo Hay4yHOM OpPraHM3aLUU YIIPABIECHYECKOIO
tpyna B 1920 - 1930-x rr., ee 3Ha4YeHHE ISl U3YYCHHUS




Kypca.
PaGoter mo pemompoms3BoacTBy  1960-x -1980-x rr.,

(dbopMHpOBaHHE HOBBIX PAIMOHAIN3ATOPCKUX HACH M HX
OTpaKEHHE B UCTOYHHMKAX M JIUTEpaAType, MEPUOTUICCKOM
MCYaTH.

CoBpeMeHHasi CHelnuanbHas JIMTEpaTypa, YYEOHUKH H
yueOHble mocobus. l3MeHeHHMe TeMaTHKH HAay4HO
npaktuueckux padbor B 1900-e - 2010-e rr. B cBsi3u ¢
CO3JIaHUEM ABTOMATH3MPOBAHHBIX cHCTEM
JIEIIOTIPOU3BO/ICTBA, COBPEMEHHBIX Cpe/CTB
KOMMYHUKAIIMH, OPTaHU3allMOHHON W BBIYMCINTEIBHON
TEXHUKHU.

Jluteparypa 1O TEOpHMM W TIPAKTUKE YIPaBICHUS
JOoKyMeHTanueld 3a pyOexxom. OlleHKa BO3MOXKHOCTHU
3aUMCTBOBaHUS 3apyOeXHOTO OmbITa PabOTHI c
JIOKYMEHTaMHU

2.1. Bo3HukHOBeHHE W
pa3BuTHE
1€eJ0NPOU3BOACTBA B
yupexaenusix Poccuu XVI -
XVII BB.

PernamenTanus 3akoHomatenbHbiMu aktamMu XVI - XVII
BB. OTACIbHBIX CTOPOH CO3JaHUS M  OQOPMIICHUS
JOKYMEHTOB,  00si3aHHOCTEH  “CIy’KWUJBIX~ — JIIOJeH.
Opranu3anus  JEJIONPOU3BOACTBA B LIEHTPAJIBbHBIX
YUpEKACHUAX Pycckoro 1eHTpaqIn30BaHHOTO TOCYAapCTBA
(mpuka3ax), M MECTHBIX YUPSKICHHUAX (IPUKA3HBIX
n3bax), ero oco0eHHOocTH. OCHOBHBIE 3Tambl pabOTHI C
JOKYMEHTaMH,  JIeJIONPOU3BOJCTBEHHBIE  OIEpaLUy.
Cron6rmoBas opma J1eT0MPOU3BOJICTBRA.

2. 2. Jle1onpou3BOACTBO B
Y4pexIeHuAX Poccun
XVIll B

Xapakrepuctuka «['eHepampHOro permamenta» 1720 r.
KaK OCHOBHOIo 3akoHogareiabHoro akra XVIII B. mo
OpTraHu3aIuu JICIIOTIPOU3BO/ICTBA. PernmamenTanus
JIOJKHOCTHBIX 00s13aHHOCTEM CITy’KaIluX B
zakoHomartenscTBe XVIII B. TabGemp o panrax 1722 r.
Ponb cekperaps B KOJUIEKCKOM JIETIOTIPOM3BOJICTBE.
OcobeHHoCcTH TEXHOJIOTHH JIeIOTIPON3BOICTRA.
Opranu3anus apXuBHOTO XPaHEHUS JIOKYMEHTOB.

«Obmee yupexaeHue ryoepHckoe» 1775 r. o mopsiike

JIEJIOTIPOU3BOJICTBA U YCTAaHOBJICHUE uepapxuu B
JIOKYMGHTI/IpOBaHI/II/I BSaI/IMOOTHOHIeHI/IfI HeHTpaJ'II)HI)IX nu
MECTHBIX YUpEKIACHUH. OTnnums TEXHOJIOTHH
JIETTONTPOU3BOJICTBA XVIII B. oT TEXHOJIOTUU

IpeINIECTBYIOMIETrO MePUoIa.

2. 3. Jle1onpou3BOACTBO B
yupexnenusx Poccun XIX -
Hauyajie XX BB.

«O06mee yupexxnenue wmuHHCTepcTB» 1811 1. Kak
OCHOBHOM 3aKOHOJATEJIbHBIA aKT IO eIWHOOOpa3ZHOMY
HOPSAKY JIeTONpPOM3BOJACTBA B yupexiaeHusx XIX B.
Co3nanne CHCTEMBI JIeTTOTIPON3BOJICTBA,
COOTBETCTBYIOIIEH €AMHOHAYATLHOMY MOPSIKY MPUHSATHUS
pelIeHuil B IEHTpabHBIX YyupexaeHusx Poccum XIX B.
PernamenTanus IBI>KEHUSI JOKYMEHTOB.

TenneHunn pocrta AOKYMEHTOOOOpPOTa M MeEphl IO €ro
coKpamieHuto B 3akoHoaarenbcTBe XIX B.  BrusiHue
HOBBIX CPEICTB JOKYMEHTHUPOBaHHUS, CBSI3H,
KOIMPOBAJIbHOM TEXHMKH HA CHUCTeMy paboThl ¢




NoKyMeHTaMu. Pa3zpa®oTka  palMOHAJIBHBIX  CHCTEM
JICTIOTPOU3BOCTBA B OTJCIBHBIX BEJIOMCTBAX M 3HAUCHUE
3TOrO0  ONBITA  JUIi  HOCIEIYIOMIEr0  Pa3sBHTHSA
JIeITIOTIPOU3BOICTBA.

CoBpeMeHHass OIGHKAa CHCTEMBI  JIEJONPOU3BOACTBA
JIOpeBONMIONMOHHON ~ Poccun  u ero  BIMsIHME  Ha
JanpHelee pa3BUTHE CHOCOOOB M METOAOB pabOTHI C
JOKYMEHTaMH.

2.4. CraHOBJIeHHE "
pa3BuTHE
JeJI0NPOU3BOACTBA B
COBETCKHX
rocy1apcTBeHHbIX
yupeKIeHUsIX.

[Toucknu palroHAIBHBIX bopm OpraHu3alu
nenonpousBoacTea B 1919 -1920-e rozsr.
Hayunasg opraHusanus ynopaBJI€HUYECKOro TpyJa Kak
dbopMa OOIIECTBEHHOTO ABMKCHUS 32 PAIMOHATH3AIUIO
rocarnapara.
Coznanue  Hay4yHO-MCCJENOBATEIbCKMX  MHCTUTYTOB,
BEJIOMCTBEHHBIX U BHEBEJOMCTBEHHBIX OpraHoB
palMoHaIM3alul, HX MCCIEI0BaTeNbCKas 1eITeIbHOCTD
U IpPaKTUYECKHE pa3pabOTKU [0 BHEAPEHHUIO HAYYHOM
opranuzanuu ynpasiendeckoro tpyna (HOVYT).
OnpiT  pabotrel  Otnena aJIMHUHHCTPATUBHOM TEXHHUKHU
(ATO) HK PKMU CCCP, akuuoHepHoro oOuiecTBa
«Oprerpoit», MHCTUTYyTa TEXHUKH yIOpaBIEHUS IO
paloHaIN3aUy JeJI0NPOU3BOJCTBA B LIEHTPAIbHBIX H
MECTHBIX YUPEXKICHUIX.
XapakTepuctuka W 3HadeHue  «OOmMX  MpaBuUI
JOKYMEHTAallUd ¥ JIOKYMEHTOOOOpOTa» KaK IOMBITKH
0000111eH!S] METOI0B PallMOHATIN3ALlUY IEJIOTPOU3BO/ICTBA
U BHEJIPEHUs B NPAKTUKY pabOThl €AMHBIX  MpaBUII
OpraHU3ali U TEXHOJIOTHH JIeI0NPOU3BO/ICTBA.
HesrensHocTh ['maBHOTrO apxuHoro ynpasieHus (I'AY)
CCCP 1no  MeroauyecKomy PYKOBOJICTBY
JIeNIONPOU3BOACTBOM.  MeToauueckue pa3pabotku ['AY
CCCP 1960-x rr. mo oOpraiu3alud € TEXHOJOTUHU
nenonpousBoicTBa. Cosznanue u BHeApeHHe OCHOBHBIX
MOJIOKEHUH  ENMHOM  rocynapCTBEHHOM  CHCTEMBI
nenonpousBogctea  (EI'CII), ee  3HadeHwme A
OpraHM3alMy JEJONPOU3BOJACTBA B YUPEXKACHUIX U
OpraHu3aIusIX.

AKTHBH3a1Usl COBEPUIEHCTBOBAHNUS JEIONPOU3BOJCTBA
B 1970-e — 1980-e¢ rr. Pa3BuTHE TEOpETHUYECKHX H
MPUKIIAJTHBIX UCCIIEIOBaHUM B obnactu
COBEpUICHCTBOBAHUS JIOKYMEHTAIIMOHHOTO O0eCcreueHust
ynpasnenus. @opmuposanue konuenuuu JOVY. Ilens,
HazHadueHue, coctaB OcHoBHBIX mojoxenuit ['CIOYVY,
XapaKTEPUCTUKA OCHOBHBIX IOJOXEHUN M TEMaTHYECKHX
pa3ernos.

3.1. Opranmn3anust
JOKYMEHTAIlHOHHOT0
olecrieyeHust ynpaBJieHHsA

Hoxkymenmayuonnoe obecneuenue ynpasienus - 0CHO8A
MEeXHOI02UU YNPABTIeHUS
[TonsiTre «JIOKyMEHTallMOHHOE obecrieueHue
YIIPaBJICHUS (IOY). CooTtHomieHHuE TOHATUI
«JICTIOTIPOU3BOJICTBOY, «TOKYMEHTAIIMOHHOE 00ECIICUCHHE




YIPAaBIEHUNY, «YNpPaBICHUE TOKYMEHTaMW». YIIpaBJIcHUE
JOKYMEHTaMH  KakK  COBOKYNHOCTb  JCUCTBUH ¢
JOKyMEHTaMH OpraHM3allMM C LEeJbl0 JOKa3aTelbCTBa
MPOBEJCHUS YIIpaBICHUYECKUX omepauuil. TpeboBanus K
YIPAaBIEHUIO JOKYMEHTaMH.

VYipaBneHueckass JAEATENbHOCTh U JOKYMEHTAILIMOHHOE
oOecnieueHue YIIPaBJICHUS. JIOKyMEeHTalMOHHOE
oOecrieueHre ynpaBlieHUs] KaK (YHKIUS YIPaBICHUS, €ro
MECTO cpeau Apyrux (YHKUMN yOpaBieHHA. 3HaueHHE
JIOKYMEHTOB [UIsl pealu3aliy YIPaBICHUYECKUX PELICHUM.
Bnusinue xapaktepa ynpaBieHUs, IPUHLMIIOB HPUHATHUS

YVOPaBIEHYECKUX  PEHICHUI HA OpraHu3aluilo u
TEXHOJIOTHIO JOKYMEHTAI[HOHHOTO  O0eCreueHus
yIpaBIeHUSI.

JlokyMeHTalmoHHOe  O0ecHeueHue YNpaBiICHUs  Kak
cuctemMa paboThl ¢ JOKyMeHTaMu. DakTOphl, BIUSAIOIINE
Ha €ro OpPraHu3alMi0 U TEXHOJOTHIO B YUYPEKICHUSX,
OpraHu3alusIXx ¢ Ha  [PEAIPHUATHAX  Pa3IMYHBIX
OpraHU3aIMOHHO-TIPAaBOBBIX ¢GopM.  OpraHuszallioHHEIE,
MpaBOBbIC, COLMAIBHBIE M NCUXOJOTMYECKHE ACHEKThI
JIOKYMEHTAIlMOHHOTO 00eCIIeYeH s yIpaBICHUS.

Bnusinue aBTOMAaTU3UPOBAHHOM TEXHOJIOTHH
00paboOTKM  JTOKyMEHTOB  Ha  JOKyMEHTallMOHHOE
obecrieueHre ynpaBieHHs.

B3anmMocssi3b JOKYMEHTAIMOHHOTO obecrieyeHust
yOpaBiICHUST C XpaHEHUEM JOKYMEHTOB B apXHBE
OpraHu3alyi U B TOCYAApPCTBEHHBIX apXUBaX.

Hanpaenenus cocyoapcmeennozo pe2ynuposanust
0enonpou3800cmaa
6 1990-e — 2000-¢ 20001.

XapaKTCpI/ICTI/IKa 3aKOHOAATCJIbHBIX W  HOPMAaTUBHBIX

MPaBOBBIX aKTOB Poccuiickoii denepaunu,
perIaMEHTUPYIOIINX paboty c JIOKYMEHTAMH.
Hanpasnenus rOCyJIapCTBEHHOIO peryJIMpoBaHus.

3aKkoHOJATENbHOE 3aKpeIuieHne oOIuX TpeOOBaHUN K
JIOKYMEHTaM U CUCTEMaM yIpaBiieHus. (OTBETCTBEHHOCThb
3a paboTy € TOKyMEHTaMH U UX COXPAaHHOCTb.
XapakTepucTuka HOPMAaTHUBHO-METOIUUYECKUX
JOKYMCHTOB MEXKOTPACIICBOT'O )Iel\/'ICTBI/IH.

3.2. Opranm3anus CJIyKObI
J0Y.

Opraan3anoHHbIE dbopMBI  JOKYMEHTAIMOHHOTO
obecrieueHus ympaBieHUs.  DakTOphI, OMPEIENAIONINe
BbIOOp  OpraHM3allMoOHHOM  (OpMBI B  KOHKPETHOM
OpTraHH3aIIH.

OcHOBHas 11€71b, 33124 ¥ GyHKIMH cIy>k0b1 JJOY.
Tumnossie cTpyKTypbI cayx0b1 IOY.

Perimamenranus byHKIMMA MOJIpa3IeJICHUI 1o
JOKYMEHTallMOHHOMY  OOCTyKMBaHWIO. THUMOBBIE W
WHIUBHUIyaIbHBIC TTONOXKeHus o ciyxoe JIOY. Tumooit
bopMyIIIp TOJIOKEHHS, COCTaB WH(POPMAILUU, MOPSIOK
pa3pabOTKH U YTBEPKICHUS.




JIOJKHOCTHOW M YMCIICHHBIM COCTaB paOOTHUKOB CITY>KObI
JOY. ®ynknuu padbotHukoB cinyx0b1 JIOY (cekperapb
CTPYKTYPHOTI'O IOJIpa3/ie/IEHUs, CEKpeTapb pPyKOBOJIUTES,
MHCIEKTOp MO KOHTPOJIO U T.J.). 3akperuieHue
OTBETCTBEHHOCTH U TIOJHOMOYHMHA DPaOOTHHKOB CITy>KOBI
HOYV. JlomKHOCTHAsE MHCTPYKUMS KaK OCHOBHOM
HOPMAaTUBHBIN JIOKYMEHT, OIIpeAEIAIOIUI
OpraHU3aI[IOHHO-TIPABOBOE  MOJIOKEHHE  pabOTHUKA.
Dopmyisp JIOJKHOCTHOM UHCTPYKLUH, COCTaB
uH(pOopMaLKH, TOPSAOK pa3pabOTKU U YTBEPKICHUS.
[Tonoxxenue o ciayx6e IOV u 10KHOCTHAsS MHCTPYKLUS
KaK HOpMaTMBHAs OCHOBA paCIpEACNICHUs TPyJa MEXIy
MOJIPa3/ICJICHUAMHU U UCTIOJTHUTEISIMHU.

WHcTpykuusg 1O AETONPOU3BOACTBY -  OCHOBHOM
HOPMATHBHBIM aKT, PErIAMEHTUPYIOIUNA TEXHOJIOTHIO
JIOKYMEHTAIlMOHHOTO 00ecredeHusl yrpaBieHus. TUoBsie
U MHJIUMBUIYyalbHble UHCTpyKUuuU. [lopsinox pa3paboTku,
coctaB  MH(OpMalMM, TIpaBWiIa  YTBEpPXKIEHUS U
BHeJipeHUs1. OTBETCTBEHHOCTh COTPYIHUKOB OpPraHHU3alUU
3a coOtoieHre TpeOOBaHUN UHCTPYKIIUH.

HopmupoBanue Tpyna pabGotHukoB ciyx0el JOVY,
TUIIOBBIE HOPMaTHUBBI BpPEMEHU Ha
JIEIONPOU3BOICTBEHHBIE PAOOTHI.

Pasmernienne CTPYKTYypHBIX TOAPA3ACIICHUNM  CITYKOBbI
JOVY. VcnoBusi Tpyna, opraHuzanuss U 00OpyJOBaHHE
pabouux MecT.

[Topsimox xpaHeHuMs medaredf, OJaHKOB W MpaBuia
MOJIb30BAHMA MMHM. OTHKa JIEJIOBBIX  OTHOIICHHUH,
IICUXOJIOTUYECKUN  acleKkT paboThl C  JOKyMEHTaMH.
[TonroroBka KaapoB JI€JONPOU3BOJICTBEHHBIX CIIYXO.
@®opmbl TIOBBIIICHUS KBaTU(PUKALWK CHEIUAINCTOB B
obmactu JIOY.

3.3. Opranusanust
JOKYMEHT0000poTa

OmnpeneneHne MOHATHS «IOKyMEHTOOOOpoT».  OOmmue
OPUHINAOBL M METOJMYECKHE OCHOBBI OpraHH3alluH
JOKYMEHTOO0OpOTa, WX peanu3aius B JICHCTBYIOIIUX
rOCYAapCTBEHHBIX HOPMATHUBHBIX JJOKYMEHTAX.

CrpykTypa u oOmrast XapaKTEePUCTHUKA
JTOKYMEHTONOTOKOB.  O0BEM JOKyMEHTOOOOpoTa. Yder
KOJIMYECTBA IOKYMECHTOB.

[lpuem, TPOXOXKICHWE W  TOPSAOK  HCIOTHEHHS
NOCTYNAMOIIMX JOKYMEHTOB. [lepBUYHAs SKCIICTUIIMOHHAS
o0paboTka nokymeHTOB. [IpeaBapuTensHOe pacCMOTpEHNE
JOKYMEHTOB. PaccMOTpeHHe IO0KyMEHTOB PYKOBOICTBOM
OpraHM3aluy, TpPUHSATHE peIIeHHS O XapakTepe WX
ucrosHeHusi. HampaBieHue TOKYMEHTOB Ha MCIOJHEHHE.
JlocTaBka JIOKYMEHTOB HCIIOJHHUTENSIM, TIOPSIOK HX
npuemMa W mepemaud. Pabora  WCHONHUTENS ¢
JOKyMeHTaMu. Jtanbl ucnonHeHus. [lopsnok oOpaboTku
OTIIPABIISIEMBIX  JIOKyMEHTOB. [IpaBuia opraHu3anuu
NBIDKCHHsT BHYTPEHHHX JIOKYMeHTOB. HampaBnenus
COBEPILICHCTBOBAHMS JOKYMEHTOO0OpPOTa W MYTH €ro
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COKpAILLEHUS.
TenneHuun pocra JOKYMEHTOOOOPOTa B COBPEMEHHBIX
opranusanusax. BrusHue aBTOMaTu3zamuu 00pabOTKH
uH(pOpMallMd Ha KOJIMYECTBEHHbIE W KaueCTBEHHBIC
XapaKTEPUCTUKU TOKyMEHTOO00pOTA.

3.4. Perucrpanus
JOKYMEHTOB u
OpraHu3anusi CHPaBOYHO-
HH(OPMAIIHOHHOTO
00CTy>KNBAHMS.

Perucrpanus kak cocraBHasg 4acTh TexHoioruu JlOVY.
[TpyHLIMIIBI perucTpanuy T0KyMEHTOB

XapaKkTepuCTUKa COBPEMEHHBIX PETHCTPALMOHHBIX (HOpM,
cocTaB MH(OpMaIK U NOPSIOK UX 3arojHeHus. Pa3Butue
croco0oB perucrpanuu B rocy/1apCTBEHHOM
JIEJIOIIPOU3BOJCTBE.

B3anMoCBsA3b perucrpanuu JOKyYMEHTOB C OpPraHHM3aLuen
CIPaBOYHO-UH(POPMALIMOHHON  paboThl, OpraHu3anuen
KOHTPOJIS  HMCIOJIHEHUS ¥ TOCIEAyromel o0padoTkon
JIOKYMEHTOB.

WunexcupoBaHue JIOKyMEHTOB. 3HAu€HHWE M IIpaBHIIa
(dbopmMHpoBaHUs UHAEKCOB. MHIEKCUpOBaHUE JOKYMEHTOB
B YCJIOBUSIX TPaJULIMOHHON 00pabOTKU JOKYMEHTOB.
[TpuHiunsl  mocTpoeHust  HUHGOPMALMOHHO-TIOMCKOBBIX
cucTeM (UIIC)  pyuyHoro  Tuma, UX  BHJBL
HNHdopmannoHHO-CIIpaBOYHOE 0OCTyXKMBaHHUE ammapara
yIpaBJIEHUs B YCIIOBUSX [IPUMEHEHUS
aBTOMaTu3upoBaHHbIX TexHojoru JIOVY. Ilouck 5
UCIOJIb30BaHNE MHQOpMAallMM B aBTOMAaTH3UPOBAHHBIX
HIIC.
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3.5. KoHTpo/b HCIOJIHEHHSA
JOKYMEHTOB

dopmupoBaHre TpeOOBaHMH K OpraHU3alMd KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 32 CpPOKaMU HCIOJIHEHUS
JOKYMEHTOB B  ammapare YympasieHus. OCHOBHbIE
IIPUHLIMIIBI €70 OpPraHU3aluy.

3amaun  ciyxObl  JIOY 1O KOHTPOJIO HCIOJIHEHUs
JOKyMEHTOB.  Karteropum IOKyMEHTOB, MOJUIEKAllINE
KOHTpomto CpOKHU UCHOTHEHMsSI TOKYMEHTOB. TexHoorus
KOHTPOJIBHBIX OIEPALINH.

PernamenTsl BHyTpeHHEH opranuzanuu (enepaabHbIX
OpraHOB HCIIOJIHUTEIBHOM BIACTH KaK OCHOBAa KOHTPOJISA
UCIIOJIHEHUS! JIOKYMEHTOB B TOCY/JapCTBEHHOM arlmapare
Poccuiickoit denepanuu.

O000menne, aHaaW3 W HCIOIL30BAHWE MAaHHBIX 00
UCIIOJJHEHUHM JTOKYMEHTOB B YCJIOBHAX TPAAULMOHHOW WU
aBTOMAaTU3UPOBAHHOM TEXHOJIOTHH 00paboTku
JIOKYMEHTOB

ABTOMaTH3UPOBAHHBIE CHCTEMbl KOHTPOJIA 3a CPOKAMHU
VCIIOJIHEHUS IOKYMEHTOB, OIIBIT UX IPUMEHEHHUS.
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3.6. Opranunszanus
N1eJIONPON3BO/ACTBA o
NpeI10KeHUIM,
3asiBJIEHUSIM M KajJobdam
rpaxIan

OO0I11eCTBEHHO-TIOIMTUYECKOE U COIHAILHOE 3HAYCHUE
oOparieHuil rpakaaH. 3aKOHOJATENbHAS periaMeHTaIus
paboThl C TPEIIOKEHUSIMU, 3asSBICHUSIMU M KalmobaMu
TPpaKJIaH.

dopmMupoBaHre HOPMATUBHOM 0a3bl, perJaMeHTUPYIOLIeH
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opraHuzanuio paboTbl C OOpamleHHSAMU TpaxIaH B
rOCY/IapCTBEHHOM arlrapare.

OcHoBHbIe 337auu ciy>k061 JIOY 10 oprannzanuu padoTs
¢ oOpaleHusAMH TpaxkaaH, ee ocodeHHocTu. Oneparun 1o
OpueMy,  PETUCTpallMi,  KOHTPOJK  HCIIOJHEHUS,
OPUHATUIO peIIeHui Mo oOpameHusiM rpaxigad. Cpoku
UCTONHEeHus. TpeOoBaHUS K COAEPIKAHUIO OTBETHBIX
nokymeHTOB. @DopmupoBaHHe W XpaHEHHE Jel C
NPEUIOKEHUSMH, 3asBICHUSIMH M JKaI00aMu TpakIaH.
O06o001enne, aHanu3 ¥ UCHOJIb30BaHKUE IAHHBIX O padoTe ¢
oOpaleHusMHU TPaXKAAH B alrapare yrpaBieHHs.
Opranuzanus nOpueMa TpakAaH B TOCYAAPCTBEHHBIX
yupexaeHusx. GopMbl U METOABl COBEPIIECHCTBOBAHUS
paboTel ¢  oOpamieHHMsSMH TpaXJaH B  OpraHax
TOCY/IapCTBEHHOW  BJIACTH U yIOpaBJICHUS, B
OO0IIECTBEHHBIX OPTraHU3AIUIX.

[IpumeHeHre aBTOMATH3UPOBAHHBIX TEXHOJOTHHA IS
MOJTOTOBKH OTBETOB M OpTaHU3alui WH(POPMALUOHHO-
CIPaBOYHOW CIYXKObI B YYPSKACHUSIX C OOJBIINM
00BbeMOM 00paIleHUI rpaXaaH.
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3.7. XpaHeHue 1OKYMEHTOB
B 1eJIONPON3BOICTBE
OpraHu3anuu

Opeaﬁumuu}l meKyuweco XpaneHu:s aOKyMeHmOS u
obecneyenue ux COXparnHocmu

OCHOBHBIE TIOJIOKEHUS 3aKOHOIATEIFHON periaMeHTaIluu
XpaHeHus TOKyMeHTOB B Poccuiickon denepannu.
Mertoanueckre TOKYMEHThI IO OpraHu3alid XPaHEHHUS.
XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX IOAPA3AEIECHUIX
OpraHu3aluu OTBETCTBEHHOCTD 3a COXPAaHHOCTh
JIOKYMEHTOB. Opranuzaiuss CHpaBOYHOM paboOThl U
MOPSA0K BBIJTAYH JIOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE pu XpaHEHUU B CTPYKTYPHBIX
MOJpa3/IeICHUX. XpaHeHue JIOKYMEHTOB Ha
HETPAJULIMOHHBIX HOCHUTEIISX.

CoxpaHHOCTh JOKYMEHTOB NP pEOpraHu3alvu |
JIMKBUIAIIMU OPTaHU3ALIHI.

Homenxnamypa oen
[TonsTne «HOMEHKaTypa 1en». HazHauenue
HOMEHKJIATyphI fesl. HoMeHkiaTypa e Kak OCHOBa
CUCTEeMaTH3allui JOKYMEHTOB B LIEJIAX MX IMOCIEAYIOIIEro
XpaHCHHS.
TpeboBaHMs K COCTABICHHUIO HOMEHKIATYyphl Aen. Mx
periiaMeHTanus B 3aKOHO/IATENBHBIX aKTax |
HOPMAaTHBHO-METOJUUECKUX JJOKYMEHTax
MEKOTPACIEBOTrO JCHCTBUS.
Busl HOMEHKIaTyp /1e11, uX 0COOEHHOCTH U Ha3HAYCHHE
MertoauKa cocTaBIeHNsI HOMEHKIIATYPHI JIe]I: H3y4YeHUE
cocTaBa JJOKYMEHTOB, pa3paboTka KiacCU(pUKaMOHHOM
CXEMBI; COCTaBJICHHUE 3ar0JIOBKOB JIeJI M UX
CHCTEMaTH3alMs C YIETOM YCTaHOBJICHHBIX TPeOOBAHUH.
[Nopsimok oopmIteHHs, COTTACOBAHUS U YTBEPIKICHHUS
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HOMEHKJIATYyphbl 1e1. CpOKU XpaHEHUs! TOKYMEHTOB
Hcnonp30BaHNe HOMEHKIIATYPBI €Nl B OIIEPaTUBHOM
XPaHEHHUU U apXUBE OpraHU3aALMH.

Opeanusayus u nopsoox popmuposanus oe
[TonsiTue “hopmupoBaHue 1en”’, OCHOBHBIC TPEOOBAHUS K
IpOBeIEHUIO 3T0i paboTel. CoBpeMeHHass HOPMATUBHO-
MeToauyeckas 6a3a, onpezaessomas TpeOoBaHUs K
(opMHPOBaHHUIO JET B ICIONPOU3BO/ICTBE.
dopmupoBaHue Je]1 B OpraHU3alMax pa3IuyHbIX YPOBHEH
ynpasienus. 3agaun cinyx0sr IOY u apxuBa
OpraHu3alUy 10 00eCreUeHHI0 KaueCTBEHHOTO
dopmuposanus aen. IlpaBuna hpopmupoBanus B gena
JIOKYMEHTOB pa3iINuHbIX BUJOB. [IpuHIMIIBI
CUCTEMAaTU3alH JOKyMEHTOB BHYTpH J€EII.

Opzanuzayus s5Kcnepmu3svl YeHHOCmu 0OKYMEHMO8
ITonsTne “akcriepTusa LIEHHOCTU JIOKYMEHTOB .
HopMaTuBHO-METOIMYECKHE M TEOPETHUYECKHUE OCHOBBI
IIPOBEJEHUS dKCNepTu3bl. TpeOoBaHUS K IPOBEJIECHUIO
DKCIEPTU3BI IIECHHOCTH JIOKYMEHTOB.

Opranuzanus paboThl LEHTPaJbHOW HKCHEPTHOMN
komuccun (UDK) wu oskcmeptHoit komuccuu (OK)
yupexJieHus (OpraHu3alnuu) Mo MpOBEIEHUIO IKCIIEPTU3BI
LIEHHOCTHU nokyMeHToB. [lonmoxkeHne 00 3KcrmepTHOMN
komuccuu. IlpaBa M QyHKIMM 3KCHEPTHONH KOMHCCHH,
nopsiiok ee paboThl. JIOKyMEHTHPOBaHHE JESTEIbHOCTU
AKCIEPTHOM KOMHUCCUHU. DTalbl MPOBEACHUS IKCIEPTU3BI
LHEHHOCTH  JIOKyMeHTOB. OdopmiieHHe  pe3ysbTaToB
AKCIEPTU3BI IEHHOCTU JOKYMEHTOB.
[TonssTne “nepedenp JOoKyMeHTOB . HasHauenue n
UCIOJIb30BAaHUWE TE€peuyHell B  KayecTBE OCHOBHBIX
HUCTOYHUKOB [0 YCTaHOBJIEHUIO CPOKOB XpAHEHUS U
oOecriedeHHsT  €AMHCTBA  ONEpPATUBHOIO  XpaHEHUs
JIOKYMEHTOB B JI€JIOTIPOU3BO/ICTBE U apXUBE OPraHU3alMH.
TumoBble W BEAOMCTBEHHBIE NepedHH. lcnosb3oBanue
nepeyHed Ui COCTaBJIEHUS  KIAacCU(UKATOPOB H
HOMEHKJIATyp eIl

Iloozomoska u ogpopmnenue oen
Yaudukamus TpeOoBaHUN K Jie7aM, CIaBaEMbIM B apXUB.
HopMaTuBHO-MeTOAMYECKHE JOKYMEHTBI MEKOTPACIEBOIO
neiictBus 00 opopmiieHuu €.
OcHoBHBIE TpeOoBaHus K odopmieHuto aen. [lomHoe u
yactuuHoe odopmiienue nen. [logmmska nen. Hymepanus
JUCTOB. 3aBepUTENbHAs HAANNUCh. BHYTpEHHsA ONMCH.
Odopmienue 0OTOXKKHU A€ MOCTOSIHHOTO M BPEMEHHOTO
XpaHEHUsI.

Onucu oen
[Tonstue «onuce nen». [IpaBuia cocraBieHus: ONMUCH €I
CTPYKTYPHOTO  TOAPA3ACICHUA. Bugel  onuceid.

OdopmieHne onucu ea CTPYKTYPHOTO MOIpa3IeIICHUS.
Tlops0ok nepedauu den 6 apxus opeanuzayuu
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Ilepenaua nen B apxuB opraHusaunuu. Bsaumopeilictsue
cnyx0n1 [IOY u apxuBa npu GOpMUPOBAHUM OCHOBBI IS
MOCJIEAYIOLEr0 XPaHEHHs] U UCIOJIb30BaHUS IOKYMEHTOB.
EnuncTBO Opranm3anuy JOKYMEHTOB B JEJIONPOU3BOJCTBE
U apXUBe.

13 | 3.8. Hanpasienus | YopaBineHue  JI0OKyMEHTaMH KaK  4acTb  CUCTEMBI
copepuieHcTBoBanus JJOY | ynpaienuss kadectBoM. CrangapTuzamusi MOpoLEAyp
yOpaBlI€HUS JOKYMEHTaMH KaK METOJMYECKass OCHOBA
JESTEIIbHOCTH CIIyK0 JTOKYMEHTAllMOHHOTO O0ecredeHus
YIPaBJIEHUS B POCCUICKUX OpraHU3aLUsiX.

PazButue perJamMeHTaluu JOKYMEHTAI[MOHHOT O
oOecnieueHus ynpaBiieHUs. Posib THUIIOBBIX PETIaMEHTOB
OpraHOB TOCYJapCTBEHHOW BJIAcTH U YIpaBICHUS B
PETyIUpPOBaHUM JIOKYMEHTAIIMOHHOTO OO0ECIIeYeHUs] HX
JesTeIbHOCTH. BHYTpeHHHE periaMeHThl OpraHu3alui.
CoBepIIIeHCTBOBAaHUE JOKYMEHTAIMOHHOTO OOECTICUeHUSs
yIOpaBleHUs B TOCYJapCTBEHHOM ammapare, OpraHu3alsix
pa3nu4HbIX (OopM COOCTBEHHOCTH (TOCYIApCTBEHHBIX H
HEroCyJIapCTBEHHBIX). YTOPSIA0YEHHE OpPraHU3aIlIOHHBIX
(dopM U METOZ0B pabOThI C JOKYMEHTaMH.

Pernamenrarnus GYHKIUHA,  CTPYKTYpBI u
OpraHU3alMOHHO-IIPABOBOIO MOJIOKEHUS c1yk0 JJOVY.
Bnusuue HOBBIX HMH(pOPMAIIMOHHBIX TEXHOJIOTHH Ha
COBEPILICHCTBOBAHUE YTPABICHYECKON JIEATEIBHOCTH H
JOV.

4. O0pa3oBaTe/ibHbI€ TEXHOJIOTHH

[Tpu peanu3zanuu nporpamMmbl AMCHUUIUIMHBI HCHOJB3YIOTCA pa3iUyHble 00pazoBaTeIbHbIE
TEXHOJIOTUM — BO BpeMsl ayIUTOPHBIX 3aHATHUI 3aHATUSA TPOBOAATCS B (QopMme JIEKIH ¢
ucnonp3oBanueM [IK M KOMIBIOTEPHOrO MpOEKTOpa, BO BpEMS CEMUHAPCKUX 3aHATHH C
3aCIyIIMBaHUEM U OOCYKICHHEM JIOKIaJ0B MarucTpantoB. CaMocrosTenbHas padoTa MaruCTpaHTOB
noJipazymMeBaeT paboTy MOJ| pyKOBOJCTBOM HpenojaBareis (KOHCYJIbTAllMU M MOMOIIb B HAIMCAHUU
pedeparoB U 10KIaI0B) U UHAUBUIYATbHYIO padOTy MaruCTpaHTOB B OMOJIMOTEKaX U apXUBax.

B mnepwon BpeMEHHOTO TPUOCTAHOBJICHHUS TIOCEIICHHS OOYYArOUUMHUCA TIOMEIICHUNH W
tepputopuu PI'TY mist opranusammu ydyeOHOTO Mpoliecca ¢ MPUMEHEHHEM dJIEKTPOHHOTO 00yYEeHUS U
JTUCTAHIIMOHHBIX  O0Pa30BATENBPHBIX TEXHOJIOTHMH MOTYT OBITh  HWCIOJIB30BAaHBI  CJIEIYIOININE
o0pa3oBaTeNnbHbIC TEXHOJIOTHH:

— BUJICO-JICKIIUH;

— OHJIAH-JIEKI[MU B PEKUME PEATBHOTO BPEMEHU;

— DJICKTPOHHBIC YYCOHUKH, yueOHbIE TOCOOHSI, HAyYHbIC W3aHUS B SJIEKTPOHHOM BHUJE M JOCTYI
K MUHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CHCTEMBI 1T SJIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTallM! C UCIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEICTB.

5. OneHka NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs

5.1 Cucrema oneHUBaHUA
Texymuid KOHTPOJIh OCYIIECTBISICTCS B BHJIE OICHOK KOHTPOJBLHOW pa0OThI M BBHIMOJTHEHUS
3aJlaHUH Ha TPAKTUYECCKHX 3aHATHAX. KOHTposibHas paboTa MPOBOJMUTCSA Ha MEPBOM MHPAKTHYSCKOM
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3aHSTHUH, BBISBJISIET TOTOBHOCTh CTYIEHTOB K IpPaKTHUeCKON pabore u oueHuBaercs A0 20 Gamos.
MaxkcuMaibHas OleHKA BBITIOTHEHUS KXKIOTO MPAKTUYECKOTo 3aHsaTHs — 10 6amios.
[TpoMexxyTOUHBI KOHTPOJIb 3HAHWUU MPOBOAMUTCS B (hOPME UTOTOBOM KOHTPOJIBHOW PadOTHI,
BKJTIOYAIOIIEH TEOPETHYECKHUEe BOIMPOCHI U MPAKTHUECKOE 3a1aHue, u oueHuBaercs 1o 40 Gamos. B
pe3ynbTare TEeKYyIIEro ¥ MpOMeKyTOYHOTO KOHTPOJIS 3HAHUHM CTYICHTHI MOTYYaroT 3a4€T M0 KYypCy».

dopma KOHTPOIIS Makc. Konu4yecTBo 0aioB
3a ogny padoty| Bcero
Tekyumuii KOHTPOJIb:
- OTIpoC 5 GamioB 20 6amioB
-pedepar 20 6amtoB 20 GamioB
- KOHTpoJbHast pabora (Tema 1, 3, 6) 20 6amoB 20 GayoB
[TpomexxyTouHasi aTTecTalus 40 6annoB
(3a4eT C OIEHKOM)
Htoro 3a cemecTp (AUCLMILIUHY ) 100 GannoB

[Tosry4eHHBIN COBOKYITHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO IIKATY OICHOK U B IIKATY
oueHok EBporeiickoii cuctemsl iepeHoca u HakorieHus kpeautos (European Credit Transfer System;
naiee — ECTS) B COOTBETCTBUM ¢ TaOJIUIICH:

100-6amtpHast mkana | TpaguuuoHHAS MIKaia kama ECTS
95-100 A
8394 OTJIMYHO B
68 — 82 XOpOLIO 3a4TEHO C
56 — 67 D
50 55 yJIOBIIETBOPUTEIHHO E
20-49 FX
0_19 HEY/IOBJIETBOPUTEIHHO HE 3aYTEHO F
5.2.Kputepun BBICTaBICHHS OLIEHKHU TI0 JUCIUTUTIHE

Banasi/ Onenka no Kpurtepuu oneHku pe3yibTaToB 00y4eHHs 110
Hlkana AUCHMILIAHE AUCHMIIHHE

ECTS

100-83/ BricraBisiercs o0yuaromemMycs, €ciid OH IITyOOKO U
A,B «3a4TEHO» MIPOYHO YCBOMJI TEOPETUUYECKUN U MPAKTUYECKUN

MaTepual, MOKET POIEMOHCTPHPOBATh ATO HA 3aHATHUIX
U B XOJI€ TIPOMEKYTOUHOMN aTTeCTaIIHH.

OOyyaromnuiicsi HICYEPIBIBAOLIE U IOTHYECKU CTPOIHO
u3naraet yueOHbI MaTepua, yMeeT yBSA3bIBaTh TEOPHIO C
MPaKTUKOM, CIIPABIISETCS C PEIICHUEM 33714
podecCHOHATBHOM HAPABICHHOCTH BBICOKOTO YPOBHSI
CIIOYKHOCTH, ITPABUIIBHO OOOCHOBBIBACT PUHSTHIC
peLICHHS.

CB000IHO OpUEHTHPYETCS B YUeOHOH U
npodecCHOHaTBHON JIUTEpaType.

OneHka o JUCHUIUIMHE BBICTABIISAIOTCS 00Y4aIOMEMYCs C
y4ETOM PE3YJIbTATOB TEKYIEH U IPOMEKYTOYHOU
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Banael/
HIxkaJnaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCLHMILINHE

aTTeCTalUU.
Komniereniuu, 3aKkperi€éHabie 3a AUCUUILUIMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKHIIY.

82-68/

«3a4YTCHO»

BeicraBnsercs: 00y4arommemMycsi, €clid OH 3HaeT
TEOPETUYECKUN U MPAKTUUECKUI MaTepua, 'paMOTHO U
110 CYIIECTBY M3J1araeT ero Ha 3aHATHUSX U B XOJI€
IIPOMEKYTOYHOM aTTeCTallK, HE IOMyCKast
CYHICCTBCHHBIX HETOYHOCTEH.

OOyuaronuiics NpaBUIbHO NPUMEHSAET TEOPETUUECKUE
ITOJIOKCHMUS ITPU PCHICHUH IMTPAKTUUYCCKHUX 3aJa4d
npo¢ecCHOHAILHON HANPaBIEHHOCTH Pa3HOI'O YPOBHS
CJI0KHOCTH, BJIaJIEET HEOOXOIUMBIMHU ISl 3TOTO
HaBBbIKAMHU U NIPUEMAMHU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢ecCUOHATILHOM JINTepaType.

OreHka 1Mo JUCHUIUTMHE BBICTABIISIOTCS 00YYarOIEMYCs C
yu€TOM pe3yJIbTaTOB TeKYIIeH U MPOMEXYTOUHON
aTTeCTalUH.

Komnerenuu, 3akpeniéHuble 3a JUCUUIUINHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHIAY.

67-50/
D,E

«3a4YTCHO»

BericraBisiercs o0yyaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUUECKHUI MaTepuall,
JIOMyCKAeT OTAeNbHbIE OMINOKHU MPHU €Tro U3JI0KEHUN Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOU aTTECTALINH.
OOyuaromuiicss UCTIBITHIBACT ONpeIeTIEHHbIE 3aTPyAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX MTOJI0KEHHUN IPU PEIICHUH
MPAKTUYECKHX 3a/1a4 MPO(ecCHOHATbHON
HaIIpaBJIECHHOCTH CTaHJAAPTHOTO YPOBHS CI0KHOCTH,
BJIaJIe€T He0OXOAUMBIMHU JJIsl 3TOT0 0A30BBIMU HABBIKAMU
U IpUEMaAMH.

JIeMOHCTpHUpYET 10CTaTOYHBIN YPOBEHB 3HAHMS yUeOHOI
JIUTEpaTyphl 0 JUCHUILIMHE.

OreHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYaIOEMYCs C
Y4ETOM pE3yabTAaTOB TEKYLIEH U MPOMEKYTOUHOMN
aTTeCTaluu.

Komniereniuu, 3aKpeni€Habie 3a JUCIUTLIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JIOCTATOUHBINY.

49-0/
F.FX

HC 3a4TCHO

BricTaBnsiercsa oOy4daromiemMycsi, €Ciii OH HE 3HAeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepual, 10IMycKaeT rpyObie oMOKY MPH €ro
U3JIOKEHUHU Ha 3aHATHUSAX U B XOJI€ POMEKYTOUHON
aTTeCTallu.

OOyuaromuiicst UCTIBITHIBACT CEPhE3HBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUYECKUX MOJIOKEHUH TPU pEeLIeHUN
MPAKTUYECKHX 33/1a4 MPO(hecCHOHATLHON
HaIpaBJIEHHOCTU CTaHAAPTHOTO YPOBHS CIOXKHOCTH, HE
BJIaJIe€T HEOOXOAUMBIMHU JJISl 3TOTO HAaBBIKAMU U
MPUEMAMHU.

JleMOoHCTpHpYET (pparMeHTapHbIe 3HAHUS Y4eOHOH
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
kana AUCUHMILINHE AUCLHMILINHE
ECTS

JIUTEpaTyphl 10 JUCHUILIMHE.
OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3yJIbTATOB TEKYIIEW U MPOMEKYTOUYHOU
aTTeCTalUU.

KomnereHniumn Ha ypoBHE «JIOCTATOUHBIIN), 3aKPEIVIEHHBIE
3a AMCUUIUIMHON, HE CHOPMHUPOBAHBI.

5.3. OneHo4Hble cpeAcTBA (MaTepHAJIbI) AJIsl TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NMPOMEKYTOYHOM aTTECTAMM 00Y4YaIOIIUXCSl 10 JUCIHUIIJIMHE

Keiicel 11 TeKkyuei arrecralum:

1. CymecTByeT 11 B HACTOSALIEE BpEMS TOCYIaPCTBEHHOE PErYJIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJOTHEH 00pabOTKU JOKYMEHTOB (HapuMep, OIPEACTICHBI JIU THIIOBBIE ONEPAIIH
00pabOTKH JOKYMEHTOB, UX [IOCIIEI0BATEIbHOCTD) B YUPEKICHUSIX, OPraHU3aLUAX U Ha
MPEANPUATHIX CTPAHbI?

Kakumu 10KyMeHTaMHu JOJKHBI MIIM MOTYT PYKOBOZCTBOBAThCS KOHKPETHBIE CTPYKTYPBI IIpU
pelIeHnr JaHHOT O Bornpoca?

2. J1nst pemieHust KaKuX 3a/1a4 UCIOIB3YIOTCS TOCYIapCTBEHHBIE CTAaHAAPTHI B cdepe
nenornpousBozcTa? Ha3oBuTe Takue CTaHJapThl.

Kaxum 06pa3om opraHuzanusi MOXKeT 100UTbCS OT CBOMX paOOTHUKOB 0053aTEIbHOIO yueTa
nostoxkennit ['OCT?

3. OnHo¥ 13 BaXKHEHIINX SBIISETCS MPOOJIeMa COXPAHHOCTH (XpaHEHHsI) JOKYMEHTOB
opranusanuii. Kakumu npaBoBeIMH aKTaMi U TOCYIapCTBEHHBIMU MEKOTPACIEBBIMU JJOKYMEHTAMU
ClIelyeT PyKOBOACTBOBATHCA IIPH €€ PELLICHUU:

3aKoHOAATEIbHbIE OCHOBBI XPAaHEHUS JOKYMEHTOB

HHble mpaBOBbBIE aKThl, ONPEAEIIAIOIINE PEILIEHUE BOIIPOCOB, CBS3aHHBIX C COXPAHHOCTBHIO
(XpaHeHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTO,Z[I/I‘-ICCKI/IC AOKYMCHTEI, COACPIKAIINUEC MECTOAUKY pa6OTBI IO OIICPATUBHOMY
XPaHCHUIO JOKYMCHTOB U IMOATIOTOBKE UX K IIEPCAAYC B apXUB OpraHu3aliuin

4. PykoBoauTenb NpeANpUATHS PACTIOPSIANICS OATOTOBUTH JOKYMEHTBI, KOTOPBIE JOJIKHBI
perIaMeHTHpPOBaTh 1eATENbHOCTh CiIykO0bI IOV (kaHLenspun), OpraHu3aluio 1 mopsiaok padboTsl ¢
JOKYMEHTaMH.

br1o paszpaborano [lonoxenne 06 nHPOPMAITMOHHOMN TOJUTHUKE, OJUH U3 Pa3/IeIOB KOTOPOTO
Ha3bIBaJics «Opranuzanus paboThl ¢ TOKYMEHTHpYeMol uHpopmanueiny. B pazaene 3akpensics
CTaTyC KaHUEJSIPUU KaK CIy>KObI AeTONPOU3BOACTBA U (YHKIIUU €€ COTPYAHHUKOB 110 paboTe ¢
JOKYMEHTaMH.

Omnpenenute, Kakue OpraHU3alMOHHbIE TOKYMEHTBI 3aMeHUI c000ii pa3aen «OpraHuszanus
paboThI ¢ JOKyMeHTHupyeMoi nHpopmarueit». [IpaBomepHa i Takast mpakTuka?

Kaxoii emie BHyTpeHHU HOPMATHBHBIN TOKYMEHT CJIEIOBAJIO pa3padoTaTh, YTOOBI
YCTaHOBUTB €AMHBII MOPSIIOK AEIONPOU3BOACTBA HA IPEAIPUATHH?
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5.0npenenute mopsaok coctaBineHus U opopmieHus [lonoxenus o ciyxoe JJOY:

. pa3pabarsiBaet (KT0?)

. MOAMKCHIBAeT (KTO?)

. JOJKHO OBITH COTJIACOBAHO (C Kem?)

. yTBepxaaeT (KTo?)

= BBOJHUTCS B JeicTBUE (K€M MU YeM?)

. noanexart nepecMoTpy (Npu Kakmx
obcToATeNbCTBAX?)

3anoiHUTe MPOMYCKH.

6. Pazpaborannas B opranuzauuu MHCTpyKIUS O JEIONPOU3BOJCTBY COACPIKUT CIEIyIOIIHE
TEeMaTUYECKHUE Pa3/Ieiibl:

- Opranu3zanus J0KyMEHT0000poTa

- Perucrpanus 1oKkymMeHTOB

- KoHTposib 3a ucniosIHEHHEM TOKYMEHTOB

- Homenkiarypa nen

- XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ICICHUSIX.

OTpakeH JI B MHCTPYKLUH BECh IIPOIIECC paOOTHI C TOKYMEHTaMu ?
Ecnu Het, kakumu paszzenamu Bl Obl JONOTHIIIN TaHHBIN IOKYMEHT.
OO0ocHyiiTe CBOE pEIICHHE.

7. UHCTpYyKLIKSA 110 ACIONPOU3BOACTBY — ATO 0053aT€bHBIN JOKYMEHT JIJIsl BCEX paOOTHUKOB
OpraHM3alNH WU TOJIBKO JUISI €€ CIIyKObI 1e0Ipon3BoicTBa?
KTto u kakum o6pazom onpenensier chepy pacrpoCTpaHEHUs TaHHOTO IOKyMeHTa?

8. KoMmanusi iMeeT HECKOJIBKO OTIEJICHUH, OJTHO U3 KOTOPBIX PACIIOIAraeTCs B TOM XKe
3J1aHUH, YTO U HEHTpaIbHBINA oduc. [Ipyrue oTaeneHus pacrnoloKeHbl B pa3HbIX palioHaX ropoja.

Kaxk Oyner oprann3oBaH TOKYMEHTOOOOPOT KOMITAHUH B OTOM CiIydae: OyIeT JIu IIEHTPaTbHbBIN
oduc paboTaTh cO BCEMH JOKYMEHTAMH KOMITaHUU (OCYIIECTBIISITh LIEHTPAIM30BAHHBIN MIPHEM BCEX
JIOKYMEHTOB, MX PETHCTPAIINIO0, BECTH CIIPABOYHYIO PaObOTy, KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB U
T.J1.) WK niepenact 3ty GyHkiuu B otaenenusa? Ecnu nepenact, kakosa Oynet poib ciayk0s1 JIOY
neHTpainbHoro oduca? Kak Oyayt paboTarh ¢ JOKyMEHTaMU OTJIETICHUS, HAXOISAIIEMCS B TOM Ke
3J1aHUH, YTO U EHTPaIbHBINA 0puc?

9. IlepBuunas 00pabOTKa TOKYMEHTOB, OCTYIUBIINX B KOMIAHUIO MO MTOYTE, CBOJUTCA K
cienyromemMy. PaOOTHHKY, BBITTOJHSAIONIME 3Ty ONEPaIfio, BCKPBIBAIOT U TYT K€ YHUUTOXKAIOT
KOHBEPTHI, MPOCTABJISIIOT HA BCEX JIOKYMEHTAX, B TOM 4Hce, PUHAHCOBBIX, OYXTalTepCKUX U T.II.,
LITaMII O MOCTYTJIEHUH TIOKYMEHTA B OpraHU3alUIo U MepeatoT UX HHCIEKTOPY MO perucTpalyi.
WHcnekTop mpocMaTpuBaeT T0KyMEHTHI M (PUKCUPYET B PETUCTPALIMOHHBIX (hopMax, TOMUMO MPOUUX
CBEICHMI, KOJIMUECTBO JIUCTOB U HAIMYHUE MPUIIOKEHHUHN K JOKYyMEHTaM.

Onpenenure, kKakue TpeOOBaHUA K IIPOIIECCy MEPBUYHON 00paOOTKU JOKYMEHTOB B JJAHHOM
cllydae HapylIaloTCs, U KaKhe HeraTUBHbIE OCIEICTBUS STUX HAPYUICHUH JJIsl KOMITAHUU MOTYT
IIPOSIBUTHCSI BIIOCIIEICTBUU .

10. TToMOILIHUK PYyKOBOJIUTENS, PEABAPUTEIHHO MPOCMOTPEB TIOKYMEHTALIUIO, TOCTYTUBIIYIO
B OpPraHM3aIMIO, BCIO €€ MepelaeT PYKOBOIUTENIO. B manky ¢ TokyMeHTaMu BKJIaIbIBACTCS
IIACbMEHHBIA KOMMEHTAPHM O COCTaBe MOCTYIUBIIUX JOKYMEHTOB, KOPPECIIOHICHTAX, aApecarax u
CoJIepKaIINXCs B KaXJI0M IOKYMEHTE BOIIPOCAX.

B 4em cocTouT Ha3HAaUEHUE ONEPALUU KITPEABAPUTEIILHOE PACCMOTPEHUE JOKYMEHTOBY?
[IpaBuiIbHO M €ro MOHUMAIOT B JAHHOW OpraHu3aiuu’?
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11. Obmias TexHoONMOTHS PAOOTHI C TIOKYMEHTAMH B OpTraHU3aI[UU COCTOMT U3 TUITOBBIX
onepanuid:

. IIPUEM JIOKyMEHTOB;

= nepBu4Has 00paboTka JOKYMEHTOB;

[ ]

. perucTparys;

. paccMOTpeHHE TOKYMEHTa PYKOBOIMUTENIEM U OIPEACICHUE XapaKTepa PeIleH s

BOIpoca (Pe30ITrOIHs);

. MMOCTaHOBKA JOKYMEHTA Ha KOHTPOJIb;
. MOATOTOBKA MPOEKTA JOKYMEHTA;

. odopMmIIeHHE U COTTIaCOBAHMUE;

. YAOCTOBEPEHHUE;

]

. OTIpPABKa U3 OPTaHU3AIUY;

,Z[OHOJIHI/ITC NEpCUCHb HCAOCTAIOIUMU OIICpalIuAMU

12. B COOTBETCTBUM € rOCYAaPCTBEHHBIMU MEXKOTPACIEBBIMU JOKYMEHTaMU B
MH(OPMAaLMOHHO-TIOMCKOBYIO cUCTeMY 10 JokymeHTam opranuzauuu (MIIC) Bxoadar: perucrpanus,
uHAeKcaus, popMupoBaHue Jeil.

KakoBo HazHauenue kaxaoi coctasistouieid UI1IC? Uto no3Bonser 00beAMHUT UX B OJHY
cucremy? Kak OHM MOT'YT UCIIOJIb30BaThCS IIPU MTOUCKE TOKYMEHTHON MHPOpMAIu?

13. B perucrpanuonsbsie pOpMbl BXOIALINX JOKYMEHTOB OpraHu3alys BHECIA CIAEAYIOLNe
JaHHbIE:

JaTa MoJy4eHHUsl, BXOIALIUI perucTpaliOHHbIN HOMEp, KOPPECTIOHIEHT, HOMEpP U JaTa
JOKYMEHTA, KPaTKO€ COJIEPKaHUE, P300S PYKOBOJUTENS OPraHU3aluN, PyKOBOJNUTENb
CTPYKTYPHOTO MOJPa3IeICHUs, PE30JIIOLHS pyKOBOAUTEIS MOAPA3ACICHUS, UCTIOTHUTEb.

Onpenenure, COOTBETCTBYIOT JIU 3TH JaHHBIE PEKOMEHAYEMOMY COCTaBY PEKBU3UTOB
peructpauroHHoi popmbl. imeer nu ciay»x6a 1e10npon3BoICTBA PAaBO BKIOYATh B
perucTpanoHHble GOPMbI PEKBU3UTHI IO CBOEMY YCMOTPEHUIO?

14. Cucrema peructpaiyy B OpraHu3alii UMEeT CMEIaHHyIo (GopMy, IPU KOTOPOH 4acTh
JIOKYMEHTOB (TTOCTYIAIOLIUE Ha UMS PYKOBOJUTEIS, PUKA3bl U JIp.) PETUCTPUPYIOTCS B CITyK0e
JEJIONIPOU3BO/ICTBA, & OCTAIIBHBIE — B CTPYKTYPHBIX IOPa3ICICHUAX.

B ciayx6e nenonpousBoJcTBa BceM 0€3 NCKITIOUEHHS IOKyMEHTaM NMPUCBAUBAETCS MHIIEKC,
COCTOSILIHMIA M3 TOPSIKOBOTO HOMEpa JOKYMEHTa B COOTBETCTBYIOILEH rpynie (Hanpumep, BXOIAIINX
JIOKYMEHTOB) U JIUTEpHI «Py, 03HaUaromel «pykoBOACTBOY», Hanpumep, P 45. B cTpykTypHBIX
MO/Ipa3IEJIEHUSAX PErMCTPALIMOHHBIN HHIEKC COCTOUT U3 UHIEKCA CTPYKTYPHOTO MOApa3AeaeHus (110
BHYTPEHHEMY KJIacCU(UKATOPY CTPYKTYPHBIX MOJIpa3iesieHuil) U MOPsAIKOBOT0 HOMEpa, Hanpumep, 3-
25 nmm 4-12 u T.o.

Yem Takoil MOPSAAOK HHIEKCUPOBAHUS HE COOTBETCTBYET YCTAaHOBJIEHHBIM TpeOOBaHUAM?
Pemienune kakux HHPOPMALMOHHO-TTIOMCKOBBIX 33/1a4 YCIOKHSIOT TaKHE UH/IEKChI?

15. [lena B opranu3zanuu GOpMHUPYIOTCS U XPAHATCS CIEIYIOIUM 00pa3oMm:

CIEIHANIMCTHI OT/IETIOB 3aBOJIAT MAMKHU, B KOTOPbIE BKJIAAbIBAIOT JOKYMEHTHI, Kacaloluecs
peIICHUA OTACIIBLHBIX BOIIPOCOB. Ha O6JIO)KKaX IIOMCIIATCA q)aMI/IJII/II/I 1 MHUIIUAJIbI HUCIIOJIHUTEJIEH U
yKa3aHHe Ha KOHKPETHOE HalpaBJeHHE ero JesITeIbHOCTH, HallpUMep:

5.1.1.1 A.C. TepentbeB
N3roroBiieHre M YCTAHOBKA CBETOBOM PeKJIaMbl
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B Teuenue rona B Takoil Marnke HaKAIIMBAIOTCS Pa3IUYHbIC JOKYMEHTBI, C KOTOPHIMU
MPUXOAUTCS PabOTaTh CIEUAINCTY B paMKax JIaHHOU npo0sieMbl. B uncie 10KkyMeHTOB BCTpeyaroTcs
MHUChMa-TIPEJIOKEHHUS, MMCbMa-0TBETHI Ha MPEJIOKEHUs, MMChbMa-peKIaMallii, 10rOBOPHI U
MIPUJIOKEHHUS K JOTOBOpaM, aKThl, MPOTOKOJIbI U p. Ecnu crienmanuct paboTaer He ¢ OgHON
OpraHu3alyeil, TO BHyTPHU MMANKX OH MOMEIIAET KAPTOHHBIEC Pa3/IEIUTENH C YKa3aHUEM KOHKPETHBIX
opranuzanuii-kontpareHToB. Koria 70KyMEeHTOB CTAHOBUTCS CIIMIIKOM MHOTO, 3aBOJST BTOPYIO
(TpeTbio M T.JI.) MANKy C TaKOH K€ HAJIMUChIO U YKa3aHUEM, YTO 3TO BTOPOE (TPEThe U T.J.) JENO0:

A.C.TepenTbeB
5.1.1.2 H3roroBiieHne U YCTAHOBKA CBETOBOI pekjamMbl. Ne 2

B koHIIe TO/1a ManKy MoMenarTcs B MKad, B OTACICHUS, T/I€ XPAHATCS JTOKYMEHTHI
OTIpEJICJIEHHBIX CIEIHAJIICTOB.

Taxoli OpsIIOK XpaHEHUs TOKYMEHTOB OOBSICHSIOT TEM, YTO UMEHHO TaK CIICIIHATUCTaM
ya00HO paboTaTh ¢ JOKYMEHTaMH B TCUCHHE JISTIOMPOU3BOICTBEHHOTO I'0J1a, HCKATh JIOKYMEHTBI
Mocjie OKOHYaHHs PabOThl C HUIMU U 00ECIICYHBATh MX COXPAHHOCTh, TAK KaK Ka)Iblii CIICIIMATHCT
3HAET CBOM BOIIPOC U, 3HAYMUT, CBOU JOKYMEHTHI.

Cornacusl 11 Bl ¢ Takum o0bsicHennem? KTo B TakoM citydae OyJeT HECTU OTBETCTBEHHOCTh
3a 00ecIeYeHre COXPAHHOCTH JTOKyMeHTOB? OOOCHYITE CBOM OTBET.

16. B Teuenune roaa y opraHusalyu MOSABUJIMCH HOBBIC HAITPABJIICHUA ACATCIBHOCTU U HOBBIC
naptHepsl. HoBast pabora Oblia mopydeHa 1Bym otnenaM. Kak cinenctBue, nosiBUIMCh 3HAUUTEILHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OBLIM MPEAYCMOTPEHBI JEHCTBYIOIUMU
HOMEHKJIATYPaMH J€J1 JaHHBIX OTAEIIOB.

PYKOBOI[I/ITCJ'II) opraHn3alivii CBOUM IIPUKA30M 00s13aJ1 BHECTH U3MEHEHHUS B HOMCHKIJIATypy
neil. B pesynbpTaTe 9TO CBEOCH K COCTaBICHUIO B CEPEAMHE I'0JJa HOBBIX HOMEHKIIATYP A€ ABYX
OTJeN0B. PyKoBOIUTENb OpraHU3alui UX YTBEPAUIL.

[Touemy Takue AeWCTBUSA HE MOTYT OBbITh ITPU3HAHBI TpaBoMepHbIMU? Kakue TpeGoBaHus K
COCTaBJICHUIO 1 0()OPMJIICHUIO HOMEHKJIATyphlI /1€ ObUTN HapyIIEHbI?

17. Tlocne omnOOYHOT0 YHUUTOXKEHUS psAfia BAXKHBIX JOKYMEHTOB B KOMITAHUU OBLIIO IPUHSTO
peleHue o co3aanuu 3kcnepTHoi komuccuu (9K) u pazpaboTke BHyTpEHHUX HOPMAaTHUBHBIX
JIOKYMEHTOB, PETYJIMPYIOIINX €€ JeSTEIbHOCTb.

B nelicTByroniue KOpnopaTUBHbIE TOKYMEHTBI, periIaMeHTUPYIOIINE AEATEIbHOCTD CITYKObI
JIEIOTIPOU3BO/ICTBA U TTOPSIIOK PAOOTHI C TOKYMEHTAMH KOMIIAaHUHW OBLITU JT00aBICHBI
COOTBETCTBYIOIIME pa3/eiibl, B KOTOPBIX OBLIN ONpeAEIeHbI CTaTyC, COCTaB, paBa, oos13aHHocTH JK n
MOPSAIOK POBEAECHUSI SKCTIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢ynkmum 9K Ob110 BKIIIOUEHO crienyronee:

- IPOBEpKa MPaBHIBHOCTH 0(OPMIICHHS IOKyMEHTOB;

- y4€T JOKYMEHTOB;

- OTpEIENICHUS YCIOBUM XpaHEHHsI IOKyMEHTOB;

- IpOBepKa KauecTBa (OpMHUPOBAHHUS JET;

- Y4eT JieJl C JUIUTENbHBIMA CPOKaMH XPaHEHNUS;

- OTOOp J1e)1 Ha XpaHEHHE U YHUUTOXKEHHE;

- OTpe/IeNIeHNEe CPOKOB XpaHEHHS IOKYMEHTOB;

- OIPEJEIIEHNE TIOJTHOTHI COXPAHHOCTU JOKYMEHTOB KOMITaHUH.

Kaxkue napymenust Obuti qomyiieHsl npu cozpanun DK ?

Kakue, Ha Bam B3risi1, pyHKIMU HE COOTBETCTBYIOT Ha3HaueHUI0 DK U He BXOASAT B TIOHSATHE
«AKCIIEPTU3a LIEHHOCTU JT0KYMEHTOB)?
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18. YacTp BXOJAIIMX U UCXOASAIIMX JOKYMEHTOB OpraHU3alli1 MPEJICTABICHA B JIEKTPOHHOM
¢dopme. [Ipu moArOTOBKE JEI K Mepeiade B apXUB BCTAJ BOMPOC, B KAKOM BHJIE MX HYKHO C/IaBaTh: B
BHJIC TUCKOB WJIM TIEPEBEJCHHBIX HA OYMaKHYIO OCHOBY TPAIUIIMOHHBIX JTOKYMEHTOB.

CTOpOHHUKY TIepeBO/ia IOKYMEHTOB B TPAAULIMOHHYIO OyMaXXHYI0 (hOpMy MOTHBUPOBAIIN
CBOIO TOYKY 3PEHHS TEM, UTO HE U3BECTHO, IO Kakol (hopme JT0KHA OBITh COCTABJICHA OIUCH Ha
DJIEKTPOHHBIE JOKYMEHTEI, U KaK OIIPEIEIINTE CPOK UX XpaHEHU.

Kaxk 651 Bel mocTynwim B 1anHOM citydae? MOKHO JIM ONIPEJSIUTh CPOKH XPAHCHHS TAaKUX
JOKYMEHTOB M (DOpMY OIHCH, IO KOTOPOH OHU MOTYT OBITh IEepeiaHbl B apXuB?

IIpumep BapuaHTa TeCTOB AJIsi KOHTPOJIbHOI padoThI

Bapuanr 1

1. [IpaBuia nenonpou3BOACTBa B (eiepalibHbIX OpraHaxX HCIHOJHUTENBHON BJIAcTU U
Mertoanyeckre peKOMEHIAUH M0 pa3padoTKe MHCTPYKLUUH IO EIONpPOU3BOJACTBY B (elepaibHbBIX
OpraHax MCIOJIHUTEIbHOW BIACTH OBLITU MPUHSTHI B TOfy.

Kaxue u3 MNEPCUUCIICHHBIX BOIIPOCOB MCTOI[I/I‘-IGCKI/IG PEKOMEHAAINU PCKOMCHAYIOT BKIIOYHUTDH
B MHCTPYKIIUIO 110 JICJIONIPON3BO/ICTBY:
o IpaBUJIa COCTaBIICHHUS U O(OPMIICHHUS TOKYMEHTOB
IpaBWJIa OPraHU3aluy JOKYMEHT0000poTa
IIpaBUJIa pETUCTPAlMU U KOHTPOJIA
IIpaBHJia XpaHCHHUA JOKYMCHTOB
npaBmiia 00pabOTKU 3JIEKTPOHHBIX JJOKYMEHTOB
npaBwIa niepenavyn (pakCUMIIBHBIX COOOIICHUN
ImpaBHJia XpaHCHHUA SJICKTPOHHBIX JOKYMCHTOB

=

OTMeThTE B CIIMCKE TUTIOBBIE Ha3BaHUSI CITYKO JI€JTOTPOU3BO/ICTBA:

OTtaen nenonpon3Bo/ICTBA

Otnen 1oKyMeHTO000pOTa
VYnpasnenue aenamMu

Kannensapus

OO0mmi oTmen

Perucrparypa

Cekperapuar

OTnen KaapoB U JATONPOU3BOICTBA

2. OTMeTbTe B CHHUCKE CTPYKTYpHOE TOJpa3JiejI€HUue, KOTOpOe pa3pabaTsiBaeT
HNHCTpyKIINIO IO IETOTIPOU3BOICTBY, M IOJDKHOCTHOE JIUIIO, KOTOPOE YTBEPKIAACT 3TOT JOKYMEHT !

Cnyxb6a JI0Y
IOpunnyeckas ciyx0a opranuzanuu
Kanposas ciyx0a opranuzanuu
Otnen Tpyna u 3apruiaTel
PykoBonurens opranuzanuu
e PykoBoauTENs KOJIETHATBHOTO OpraHa
C kakoi JaThl HAYMHACT ACUCTBOBATD MHCTPYKIIMS. .. uvvtntteeittetteiite et eie e eieeeiaanns

4. IIponyMepyiiTe TpaBUIbHYIO MOCIEAOBATEIBHOCTh JEIOMPOU3BOJACTBEHHBIX OIEpaluil mno
MOATOTOBKE U 00pabOTKE UCXOIANINX TOKYMEHTOB:

° pa3paboTKa IpoeKTa JOKyMeHTa

. odopmiieHrE aapecara
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o 3arojIOBOK K TEKCTY
o OTIIpaBKa

o odopmIiIeHHEe TPUITOKEHHUS

o MIPOCTaBJICHHE OTMETKH 00 UCIIOJIHUTENE
o BU3BI COTJIACOBAHUS

o MO/ CAaHUE

o perucrpanus

5. Peructpanuu nozasyexar:

o BCE ITOCTYIUBIINE U OTIPABIIIEMbIE JOKYMEHTBI

o TOJIBKO BHYTPEHHHUE JOKYMEHTBI

o TOJIBKO OIIEPAaTUBHBIC U CPOYHBIE TOKYMEHTHI

. TOJIBKO JIOKYMEHTBHI, IOCTYIIMBIINE U3 BBIILIECTOSALIUX OPTaHU3aLUN U OTIIPABIIIEMbIE

508
o HAOKYMCHTHI, Tpe6y10mne y4eTa, UCIIOJIHCHUA U UCIIOJIb30BAHUA B CIIPABOYHBIX LEIAX

KOHTpO.]'IbeIe BOIIPOCHI M 3aIaHUA NJs l'lpOMe)KyTO'lHOﬁ aTTeCTAallMi 10 UTOraM OCBOCHHUSA
AUCHHUIIJINHBI

1. OcobGeHHOCTH CHCTEMBI IeJIOMPOU3BOJICTBA B IIEHTPAIbHBIX yupexaenusx Poccun XVI-
XVI., XVIII, XIX BB.. HanpaBnenus u criocoObl palluOHATU3AIMH IETOTPOU3BOICTBA B YUPEIKICHUSIX
Poccun XIX - nau. XX B.

2. HampaBneHwust morcka pannoHaIbHBIX (HOPM OpraHU3aIMH AeTIONPOn3BoACcTBa B 1920-¢
TOfbI

3. Pons Hapkomara pabode-KpecThsIHCKOM UHCTICKIIUU B CO3/TAaHUU CHCTEMBI
COBETCKOI'O JIEJIONPON3BOCTBA.

4. HaubGonee 3nHaunmbie pa3pabOTKU aKIIMOHEPHOTO 0011ecTBa «OpreTpoiiy,
WNHcTuTyTa TeXHUKH ynpasiaeHus B 1920-e roael.

S. XapakTtepuctuka 1 3HaueHue «OOIIMX IpaBUI JOKYMEHTAIUHN U
nokyMmeHTooboporta» (1931 r.)

6. IIporpamMmbl COBEpIICHCTBOBAHHUS JEIOTIPOU3BOICTBA, PUHSITHIE HA MEKOTPACIIEBBIX
copemanusx 1941, 1960 rr.

7. HampaBneHus TEOpeTUYECKUX W MPUKIIAJHBIX HCCIEOBaHUH B 00JIacTH
COBEpIIIEHCTBOBaHUS Aenonpou3BoacTsa B 1970-1980-e rozs.

8. TocymapctBeHHOe perynupoBaHue Jaeinonpon3BoacTBa B 1990-¢ — 2000-¢ robr

9. HopmaTuBHO-MeTOIMYECKHE JOKYMEHTHI MEXOTPACIEBOTO JIeHCTBUS, KOTOpPHIE
OTIPEIEIISIOT COBPEMEHHYIO OPTaHU3aIMI0 padOThI ¢ JOKYMEHTaMU (HaMMEHOBaHHUE JOKYMEHTa, T0J1
€ro pa3pabdOoTKH, KpaTKasi XapaKTePUCTHUKA)

10. Opranm3arus ciyx0sr JIOY. OcHOBHaS 11e1Tb, 337291 U (PYHKITUH CITY>KOBI, e¢
JOJDKHOCTHOW M YUCIIEHHBIN COCTaB.

11. TunoBele BUIBI U CTPYKTYpHI cityxk0 JIOY.

12. JlokanbHBIE aKThI, pETIIaMEHTHPYIOIIME OPraHU3alHI0 JEJIONPOU3BOJICTBA.
Haznauenwue, cocraB nuHdopmanmu, nopsaaok pa3paboTKH U yTBEPKACHHUS.

13. UncTpyxkuwms 1o nenonpous3BoAcTBy. HasHadueHnue, cTpykTypa TekcTa, MOpsIoK
MOJITOTOBKH.

14. TlonsiTHEe «JOKYMEHTOOOOPOTY, IPUHIIHUIIBI €T0 OPraHU3aIMH. XapaKTePUCTHKH
JIOKyMEHTOO000pOTa

15. Dramnel fokyMeHTO000poTa. Onepaliu, KOTOpbie BBIIOIHAIOTCS U paboTe ¢
BXOJIALIUMH TOKYMEHTaMU

16. Dramnel qokymMeHTOOO00pOTa. Onepariu, KOTOpble BBIMOIHAIOTCS IpU padboTe ¢
UCXOSAIIUMU JOKYMEHTaMU
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17. Drampl JOKYyMEHTOOOOpOTA. ONepaIiui, KOTOPBIC BHIMOIHSIIOTCS C BHYTPEHHUMH
JOKyMEHTaMHU

18. Perucrpauusi TOKyMEeHTOB, ee Ha3HaueHue. [IpaBuiia peructpauuu JOKYMEHTOB.
XapaKkTepuCcTUKa COBPEMEHHBIX PETUCTPAIIMOHHBIX (hOpM, cOCTaB HHPOPMALIUU U MOPSAOK UX
3aIOJIHEHUS.

19. lonsTHs «perucTpanyst JOKYMEHTOBY, «MHJCKCHPOBAHUE IOKYMEHTOBY». 3HAUYCHUE U
npaBmiia (GOpMUPOBAHUS UHIEKCOB

20. 3naueHne KOHTPOJS 3a CPOKaMH MCIOJIHEHHUS JTOKYMEHTOB B ammapaTe yIpaBJICHUS.
TpeboBanust K OpraHu3aluy KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB B JICJIONPOU3BOJICTBE. 3a1au
KOHTPOJILHOH JI€ATEIIEHOCTH.

21. Cpoku UCTIONHEHUS JOKYMEHTOB. TE€XHOJIOTUSI KOHTPOJISA 32 CPOKAMH UCIIOJIHEHUS
JTOKYMEHTOB.

22. 3akoHoAaTeIbHAas perjiaMeHTalls U METOANYEcKOoe 0OecreueHue OpraHnu3aluu
XpaHEHMs JOKYMEHTOB B Poccuiickoi @enepannn.

23. Opranu3zanus TeKyIero XxpaHeHus: JOKYMEHTOB B JIEJIOMPOU3BOJICTBE OPraHU3AINH U
o0ecriedeHrne uX COXpPaHHOCTH

24. HomeHkuaTypa Aell, ee Ha3HaYeHHe B JIEIONPOU3BOICTBE. BUIbI HOMEHKIATYp JIeMd, UX
ocobenHocTH. TpeOoBaHUS K HOMEHKJIATYPE /€M, UX 3aKpeIuIeHHe B HOPMATUBHO-METOJUIECKUX
JOKYMEHTaX MEXOTPaclIeBOTrO ACHCTBHUS.

25. Meroauka cocTaBIeHHsI HOMEHKIATYpHI et [lopsiiok oopmiteHus:, coriaacoBaHus U
YTBEPKACHUSI HOMEHKJIATYPbI JIeTI.

26. [IpaBuiia popMHpPOBaHUS B Jiea JOKYMEHTOB pa3IMuHbIX BUIOB. [IpuHIIUIBI
CUCTEMAaTH3allK TOKYMEHTOB BHYTpH JIETI.

27.TlonsTHe ‘OKcHepTH3a LEHHOCTH JOKYMEHTOB”. HOpMaTHBHO-METOAMYECKHE W
TEOPETUYECKHE OCHOBBI IPOBEIECHUS SKCTIEPTU3bl. [IpUHIMIBI U KPUTEPUH IKCIIEPTU3BI HEHHOCTH
JTOKYMEHTOB.

28. Opranuzanusi pabOThI IO MPOBEACHUIO SKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB.
JIOKyMEHTUPOBaHUE AESITEIbHOCTH SKCIIEPTHON KOMHUCCHUU U 0(DOPMIIEHHE €€ PE3yJIbTaTOB.

29. Haznauenue omnucu nen. Buapl onuceit. [IpaBuina coctaBieHus 1 oopMIIeHHE ONHCH
JIeJ1 CTPYKTYPHOTO TIOJApa3ieIeHUsl.

30. Onepanuu no NOAroTOBKE JOKYMEHTOB K Iepe/laue B apXUB OpraHU3aliu.

31. OcHoBHBIE TpeOOBaHHS K OPOPMIICHHIO JIENI IPU MX TOATOTOBKE /IS TIEpEIavyl B apXHB
opranuzanuu. YacTuuyHoe U MojiHoe 0popMIICHHE.

6. YueOHo-MeTOoqUYEeCKOEe M HHPOPMALIMOHHOE 00ecneyeHne TUCIUTITHHBI

6.1 CnucoOK HCTOYHHMKOB U JIUTEPATYPbI

Hcrounnku
O®enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoii
@eneparun»  // [Onekrponneld  pecypc]. - M.,  2019. - Pexum = gocryma:

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

Oenepanbubiii 3akoH oT 02.05.2006 Ne 59-®3 «O mopsiike paccMOTpeHHsl oOpalieHui
rpaxman Poccuiickoit ®enepanmm»// [DnexktpoHHbli pecypc]. — M., 2019. — Pexxum nocrymna:
https://base.garant.ru/12146661/.

[Toctanosnenwue [IpaButensctBa PO ot 25.12.2014 Ne 1494 “O0 yTBepkIeHUH MPaBHII 0OMEHa
JOKyMEHTaMH B DJEKTPOHHOM BHJE MpPHU OpraHU3alul WHPOPMAIMOHHOTO B3auMojeicTBus //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma: https://base.garant.ru/70832680/

[IpaBusia  nenonmpous3BOACTBA B TOCYJApCTBEHHBIX — OpraHax, OpraHax MECTHOIO
camoyrmipasieHust, yTB. IIpukazom Pocapxusa ot 22.05.2019 Ne 71 // [Dnexkrponusii pecypc]. — M.,
2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

MeTtoauueckie peKOMEHJAalUWUW IO pa3padoTKe MHCTPYKUMA MO JEeJIOMPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympanieHusi, yTB. IIpukasom PocapxuBa ot


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
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24.12.2020 Ne 199 /I [Dnexrpounsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLUS MO JEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHMU3alUsX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hauuonanbuwlii cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHIApTOB 1O MHPOpPMaUWU, OUOIMOTEUHOMY U H3AaTeNbCcKoMy jeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHIO IOKYMEHTOB // [DIEeKTpOHHBII
pecypc]. — M., 2019. Pexxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonanwHbiii cTtangapt Poccuiickoit denepamuu. Cucrema
CTaHJApTOB 10 MH(pOpPMAIUK, OUONMOTEYHOMY U H3JAaTelbCcKoMy Jneny. Wubopman3us u
JTOKyMEHTaIus. YmpasiaeHue nokyMeHTamu. Yacte 1. IloHsTHS W mpuHOMNBL // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTYyTIA! http://
http://www.consultant.ru/document/cons_doc_ LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenmompou3BOACTBO W apXWBHOE JeJ0. TEpMUHBI M OIPEICIICHUS. -
[D51eKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpuka3z MunkynbTypsl Poccuu ot 31.03.2015 No 526 «O06 yTBep:kaAeHUHN IPABHUI OpraHU3aluu
XpaHEHUs, KOMIUIEKTOBaHUS, Y4eTa W UCIOJb30BaHUsS JOKyMEeHTOB ApxuBHOro ¢onma Poccuiickoit
denepav U IPYruX apXUBHBIX JOKYMEHTOB B OpTaHax rocyJapCTBEHHOH BJIAaCTH, OPraHax MECTHOTO
caMmoyIipaBiicHHsI M opranusanusax» // [Dnektponnsiii pecypc]. — M., 2019. — Pexxum noctyma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoJiHuTeIbHbIEe HCTOYHMKH

[Mpuka3z Muntpyna Poccun ot 15.06.2020 N 333u "OO6 yTtBepkaeHuu npodeccHoHATHLHOTO
crangapta "CrnenuanucT N0 OpraHu3allMOHHOMY U JTOKYMEHTAllMOHHOMY OOECHeueHHIO YIpaBJIeHUs
opranm3zammei”//  [DmekTpoHHbBli  pecypc]. - M., 2021, -  Pexum  pocryma:
http://www.consultant.ru/document/cons_doc_LAW _357714/.

[Tpodeccuonanbupiii cTanaapT «CHeUaIuCT MO YIPaBISHUIO JOKyMEHTAIlel OpraHu3alumny,
YTBEPKICHHBIN MIPUKAa30M MUHHUCTEPCTBA TpyAa U COLMAIBHOU 3aluThl Poccuiickon ®denepauuu ot
10.05.2017 Ne 416n // [DnexktponHwii pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Mpuka3 PocapxmBa ot 20.12.2019 N 236 "OO6 yrBepxkneHun IlepedyHs THITOBBIX
yIpaBJIEHYECKUX  apXMBHBIX  JOKYMEHTOB, o0Opasymoluxcs B  Ipolecce  AesITelbHOCTH
rOCYJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHHSI U OPTaHU3AIHiA, C YKa3aHUEM CPOKOB
ux xpanenus" (3apeructpupoBaHo B Muniocte Poccum 06.02.2020 N 57449) /[ [DOnexkTpoHHBIN
pecypc]. — M., 2021. — Peskum poctyma: http://www.consultant.ru/document/cons_doc_LAW 345020/

[Tpuka3 Pocapxusa ot 11.04.2018 N 43 "OO0 yTBep>KIeHUN MPUMEPHOTO TOJIOKEHUS 00
9KCIIepTHON KoMuccuu opranuzanuu” (3apeructpupoBaHo B Muntocte Poccun 15.06.2018 N

51357) /I [Dnektpommeii  pecypc]. - M., 2021, -  PexuMm  jgocTyma:
http://www.consultant.ru/document/cons_doc_LAW 300357/
Jumepamypa

boikoBa T.A. JlokymMeHTallMOHHOE oOOecreyeHre YIpaBiIeHUs (IeIONPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepa6. u mon. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com/go.php?id=942800/

bo6sineBa M.II. HekoTopble 0COOEHHOCTH COBpeMEHHOro aokymeHToobopora // Bectnux PITYVY.
2015. Ne2. [DnexTponnsnii  pecypc]. - M, 2019. —  Pexwm  mocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HekoTOpHIX MpobieMax cepbl yrpaBiaeHus: TokyMeHTaMu B Poccutickoit denepannn
// Bectnuk PITY. 2014. Ne2. [Onekrponnsiii pecypc]. — M., 2019. — Pexum gocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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
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6.2 Ilepeyens pecypcoB HH(PpOPMALHOHHO-TEIeKOMMYHUKAIMOHHOM ceTH « UHTEpHET».

HanumonaneHhas anexkrponHnas 6ubnmuorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunas snexkrponHast 6uodamorexa Www.elibrary.ru
Dnekrponnas oudaunorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccuonanbHbiM 0a3am nanubix: https://liber.rsuh.ru/ru/bases

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant [Tnroc
2. Tapanr

7. MaTepua/jibHO-TeXHHYECKOe ofecredeHue JUCHUILINHBI

Juis  obecrieueHuss  TUCHUIUIMHBI — UCIOJB3YeTCSl  MaTepHaIbHO-TEXHHMYECKas  0asa
00pa30BaTEeNbHOTO YUPEKICHHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
JUTSL IEMOHCTpAIMU y4eOHbIX MaTepPUAIIOB.

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

8. Obecneuenne 00pa3oBaTeJLHOr0 MpoIecca IJIsl JHUI ¢ OTPAHHYEHHBIMH BO3MOKHOCTSIMH
310POBbSI H HHBAJTHI0B

B xonme peanmmzanuy IUCHUTUIMHBI UCIIOJB3YIOTCA CICAYIONINE JOTOJHUTEIBHBIE METOIbI
o0ydeHHsl, TEKYyIIEro KOHTPOJSI YCIEBAEMOCTH W TPOMEXKYTOUHOH aTTecTaluu OO0Yy4aromuxcs B
3aBUCUMOCTH OT UX UHAUBUIYATBHBIX OCOOCHHOCTEH:

® Il CIEMbIX W CIA0OBHISAIINX: JIEKIIMH O(GOPMIISIOTCS B BHJIE DJIEKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TIOMOIIBI0 KOMIBIOTEPA CO CIEHHUATU3UPOBAHHBIM MPOTPAMMHBIM 00eCTIeYeHHUEM;
MMUCbMEHHBIC 3a/IaHUsI BBITIOTHSIIOTCS Ha KOMITBIOTEPE CO CHEIUATM3UPOBAHHBIM TMPOTPAMMHBIM
o0OecrieueHreM HIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIEUMBAETCS WHINBUAYATbHOE
paBHOMepHOe ocBemieHne He MeHee 300 JIOKC; NIl BBIMOJHEHUsS 3aJaHUs TPH HEOOXOAMMOCTH
MPEIOCTABIIACTCS YBEIMYMBAIOIIEEe YCTPONCTBO, BO3MOXKHO TaKK€ HCIIOJIIB30BAHUE COOCTBEHHBIX
YBEITUYUBAIOIINX YCTPOUCTB; MUCHbMEHHBIC 3ajaHusI O(POPMIISIOTCS YBEIMUEHHBIM MIPUPTOM; dK3aMeH
1 3a4€T MPOBOJATCS B YCTHOUM (pOpME UITH BBITIOIHSAIOTCS B MUCHMEHHOM (JOpMe Ha KOMITBIOTEPE.

o ISl TIyXUX U CHaOOCHBIMIANINX: JIGKIIHH O(QOPMIIIOTCS B BHJAE SJIEKTPOHHOTO JOKYMEHTa,
aub0  TpenocTaBisieTcs  3BYKOYCHUJIMBAIOLIAas — ammaparypa HMHIWBUIYaJbHOTO  IOJIb30BAHUS;
MMMCbMEHHBIC 3aJlaHUsl BBIMONHSIIOTCS HAa KOMITBIOTEpE B MHCHMEHHOW (opMe; DK3aMEeH U 3a4eT
MIPOBOJSTCS B MUCbMEHHOI (popMe Ha KOMITBIOTEPE; BO3MOKHO MPOBeAeHNE B (hOpMe TECTHPOBAHUSI.

e [UIsl JIML[ C HapyUICHUSIMH OIOPHO-IBUraTeNIbHOTO ammnapara: JeKUUU OQOpMIISIOTCS B BUIE
ANEKTPOHHOTO JOKYMEHTa, JOCTYIMHOIO C TIOMOIIBI0O KOMIIBIOTEPA CO CIEHUaTU3UPOBAHHBIM


https://liber.rsuh.ru/ru/bases
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IPOrpaMMHBIM ~ 00€ClieYeHUEM; THCbMEHHBIC 3a/laHusl  BBINOJHAIOTCS HAa KOMIIBIOTEpE CO
CIELMAITM3UPOBAHHBIM MPOTPAMMHBIM 0OecrieueHHeM; IK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Tpu HEOOXOIUMOCTH MpeTyCMaTPUBACTCS YBETNUYEHUE BPEMEHHU ISl IOATOTOBKH OTBETA.

IIponienypa npoBeneHHs MPOMEKYTOUHOM aTTeCTalMM JUlsl OOydyaroIMXCs yCTAHaBIMBAECTCS C
yu€TOM MX MHAMBHIYaJbHBIX NCUX0(pu3ndecknx ocobeHHocteil. [IpomexyTounas arrecTamus MOXKeET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[Ipu mnpoBexeHWH TPOLEAYPHl OLEHUBAHUSA PE3YIbTaTOB OOyYEHHS IPEIyCMaTpUBACTCS
HCIOJIb30BaHNE TEXHUYECKUX CPEACTB, HEOOXOJUMBIX B CBSA3M C MHAMBUIYAJIbHBIMU OCOOCHHOCTAMU
oOydJaromuxcsi. OTH CpeACcTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIH MOTYT
HCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenune mpoueaypsl OLCHUBAHUS PE3YJITaTOB OOyUEHHs AOMYCKAETCs C MCIOIb30BaHUEM
JMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIHH.

ObecneunBaercs AOCTYN K HMHGOpPMAIMOHHBIM W OuOmmorpaduyeckuM pecypcam B CETH
WuTepHeT uist Kaxaoro odydarouierocs B opMax, alaiTUPOBAHHBIX K OTPAaHUMUYCHUSM UX 37J0POBbS U
BOCTIPHUATHS HHPOPMALIUH:

e Ui CIENBIX W CIA0OBUISIIMX: B TEYaTHOM (opme yBenIW4eHHBIM mpupToM, B (opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopme ayauodaiina.

® JIUIsl TITyXUX U CIIA0OCIBIIAIINX: B Ie9aTHOU opme, B GOopMe HIEKTPOHHOTO JOKYMEHTA.

® U151 0OYYAIOLINXCSl C HAPYIICHUSIMU OMOPHO-/IBUTATEIbHOTO ammapara: B Ie4aTHoil gpopme, B
(opMe 3IEeKTPOHHOTO JJIOKYMEHTa, B (popme ayauodaiina.

Y4eOHble ayIUTOpUU i BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIBHOM paboThl, HaydHas
OnOIMOTEeKa W WHBIC TOMEIICHHS JUIsi OOYYCHHS OCHAIIEHBI CHEIHAIBHBIM O0OpYIOBaHUEM U
y4eOHBIMU MECTaMH ¢ TEXHUUYECKUMU CPEJICTBAMU O0yUEHUS:

® ISl CIIENBIX U CJIIa0OBHSIIUX: YCTPOUCTBOM JJIsi CKAHUPOBAHMS M YTEHUs ¢ Kamepoii SARA
CE; nucruteem bpaiinst PAC Mate 20; npunrepom bpaiinsg EmBraille ViewPlus;

oIl TUIyXUX M CJIa0OCHBIIIANINX: aBTOMAaTU3UPOBAHHBIM pabOYMM MECTOM ISl JIIOJeH ¢
HapylUICHHEM CIyXa U cIabO0CHbIIIANNX; aKYCTUYECKUI YCUITUTEIh H KOJIOHKH;

o isi OOyYaroOIMXCs C HapYLICHUSIMH OIOPHO-IBUTATENILHOTO ammapaTa: MepeIBUKHBIMHU,
perynupyeMbpiMu 3proHomMuueckumu maptamMu CH-1; KOMIBIOTEpHON TEXHUKOW CO CIEeIHATBHBIM
MPOrPaMMHBIM 00ecTIeYeHUEM.

9. MeToanuyeckue MaTepHaJIbl

9.1 Mnanbl 1a00PATOPHBIX 3aAHATHIA

Ilnanel s1a00paTopHbIX 3aHATHH.  MeToaMuyeckHe YKa3aHHMsl 10 OPraHM3auMu U
NPOBeJICHUI0

Br16op Tem 1ab0paTOpHBIX 3aHATHI OOYCIOBJIEH OOIIMM COAEpX)aHHEM Kypca U HalleleH Ha
yriyOJeHHOE U3YUYEHHE €r0 OTAENIbHBIX Pa3esioB.

[Inan nmabGopaTOpHBIX 3aHATUH  BKIOYaeT JABa paszaena: "OpraHuzanusi U TEXHOJIOTHS
JIEJIONPOU3BOJICTBA B YUPEKICHUAX NOPEBOMOIMOHHON Poccun" m "Opranuzamuss ¢ TEXHOJOTHS
COBPEMEHHOT0 JIEJIONPOU3BOACTBA" .

Ilens aboOpaTOpHBIX 3aHATHH - 3aKpEIUIEHWE CTYJCHTaMH TEOPETHUYECKUX 3HAHWH
JEKIUOHHOTO Kypca U (JOpMUPOBAHHE MPAKTHYECKUX HABBIKOB OPTraHU3AIMU COBPEMEHHOW CITYXKObI
JIeJIONPOU3BOJICTBA, TPUEMOB U METO/JOB TEXHOJOTHUU PabOThl C JOKYMEHTaMHU B YIPaBIECHUYECKOM
amnrmnapare.

B pe3ynbrate BbINoNHEHNS 1a00paTOPHBIX 3aHATUN CTYIEHTHI JOKHBI

3HATh:

. XapakTepHble OCOOCHHOCTH OpraHU3alliu padOThI C TOKYMEHTAMH B YUYPEKICHUSIX
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Poccun B pasnuuHble MCTOpPUYECKHE MEPHOJbI, B3aUMOCBS3b 3THUX MPOIECCOB C TOCYAapCTBEHHBIM
anmnapaToM yIpaBJICHUS;

° COBpEMEHHBIC TpPEeOOBaHUS K JOKYMEHTAIIMOHHOMY OOCCIICUCHUIO YTpPaBICHUS B
YUpEKICHUAX U opranu3anusax Poccuiickon denepannu;

° MIPUHIIAITE OPTaHU3AIMH JOKYMEHTAIMOHHOTO 00ECTICUeHUs YIIPABIICHIS;

YMETh:

° OpraHU30BBIBATH CIY>KOBI JOKYMEHTAITMOHHOTO 00CCIICUCHHS YIIPABICHNUS,

° paspabaThiBaTh JIOKAJbHBIE HOPMATHBHBIC AaKThl M HOPMATHBHO-METOJMYECKHE

JTOKYMEHTHI (TIOJIOKEHUS, WHCTPYKIMH ¥ T.JO.) MO BEICHUIO JOKYMEHTAIIMOHHOTO OO0ECIICUCHHMS
yIIPaBJICHUS

. BBINOJIHATH KJIIOUEBbIE TEXHOJIOIMYECKHE Ollepaluy B paboTe ¢ JOKyMEHTaMH;

BJIAJIETh:

. MpaBUJIAMH OPTaHU3AIMH BCEX TAIOB PaOOTHI C TOKYMEHTAMU;

o METOJIaMU TIPOBEJICHUS aHaJl3a OpraHM3ali JOKYMEHTAI[MOHHOIO obOecreueHus
YIIpaBJICHUS;

. METOAAaMH ONTUMHU3aLHUHA JOKYMEHTAMOHHBIX IIPOLIECCOB.

[ToaroroBka K 1a00OpaTOPHBIM 3aHATUSAM OCHOBAHA HA CaMOCTOSATEIIBHON paboTe CTyIEHTOB I10
M3YYEHUIO JIEKLIHOHHOTO Kypca, UCTOYHUKOB U JINTEPaTypbl, PEKOMEHIOBAaHHBIX K KaX10MY 3aHATHIO.

PA3JEJI 1. OPTAHU3ALINSA JEJIOIIPOU3BOACTBA B YUPEKIAEHUAX
JOPEBOJIIOLIIMOHHOU POCCHUHA

1.1.  [denonpou3BoacTso B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBonctso B yupexacHusx Poccun X VIII B.
1.3.  JlenomnpousBonactBo B yupexaeHusax XIX - Hau. XX B.

PA3JIEJ 2. OPTAHU3AIIAA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

2.1. Opranuzanus ciryk0bl JeJIOMPOU3BOICTBA

2.2. OpraHuzanus J0KyMEHTO000poTa

2.3. Perucrpanus 10KyMEHTOB.

2.4. HowmeHnkiarypa aen

2.5. [ToaroToBKa JOKYMEHTOB K TOCIEAYIONIEMY XPAHEHUIO U UCIIOIB30BAHUIO
2.6. CocraBieHHe HHCTPYKIIMH 1O JAEIONPOU3BOJICTBY

PA3JIEJI 1. OPTAHU3AIIUS JIEJTOITPOU3BO/ICTBA B YUPEXKJIEHUS
JOPEBOJIIOITMOHHOM POCCUH

Tema 1.1. lesionpou3BoacTBo B yupe:xxkaeHusix Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

3ATAHUA

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

* CTPYKTYpPY OpraHoOB IrOCyAapCTBEHHOTO YIPABIEHUS;

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

* HaIMpaBJICHUS PETJaMEHTAUN PAOOTHI C TOKYMEHTAMHU.

2. I3yunTth cxeMy OpraHu3alMK UCIIOJHEHUS JOKYMEHTOB B IPUKAa3HOM JIEJIONPOU3BOJICTBE.

3. Ilpoananu3upoBaTh NEPBUYHBIN KOMIUIEKC JOKYMEHTOB (Ha MpUMepe Jelia 10 YeT00UTHOM
SAxosa llletmnosa B [lToMmecTHOM TIpuKa3e) M YSACHUTH MOPSI0K (DOPMHUPOBAHHMS JIETIa.
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YKA3AHWM I10 BBITIOJIHEHWIO 3AI[AHI/II7I

1. WMsyuute Cynebnux 1550 r., CobopHoe ynoxenue 1649 r. u ysacHUTE cleayromiee:

* COCTaB JIMII "BEPIIMBIIKX CyA" U JOKYMEHTHPOBABIIHMX JAEATEILHOCTh CY/Ia;

* MOPSIIOK MTOIa4YH, PACCMOTPEHHUS U UCTIOTHEHUS YEIIOOUTHBIX;

* TIOPSIZIOK BEJICHUS PErUCTPAIMOHHBIX GopM Jutsl "CyaHBIX aen';

* OTBETCTBEHHOCTH 32 MOJIICIIKY JOKYMEHTOB M HEJOOPOCOBECTHOE OTHOIIICHUE K
JOJKHOCTHBEIM O0SI3aHHOCTSIM.

2. PaccmoTtpuTe cxemy NMpOXOXKACHUS U UCIIOJIHEHUSI IOKYMEHTOB B IPUKa3ax U clejanTe
BBIBOJ] O COCTaBE TEXHOJOTHUECKHUX OINEpaIiii C JOKYMEHTaMH, IPUMEHSBIIUXCS B PUKA3HOMN
CUCTEME JeJIONPOU3BOJICTRA.

3. O3nakoMbTeCh ¢ nenom [lomecTHOTO NMprkasa mo yenobutHoi Sxosa lllernnosa u
COIMOCTaBbTE MOCIEAOBATEIBHOCTh PACCMOTPEHUS U PEILICHUS BOIIPOCA U TOCJIEI0BATEIbHOCTh
pacIoJIOKEHUsT JOKYMEHTOB B jene. Onpenenure KpalHUE JaThl Jieja 1 OCOOCHHOCTH
JIOKyMEHTHUPOBAHUSI.

KOHTPOJIBHBIE BOITPOCHI

1. [lepeuncnure 0COOEHHOCTH CUCTEMBI JIETIOMPOU3BOJICTBA B IICHTPAIBHBIX YUPEKICHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOIATENBHO PETJIaAMEHTUPOBAHHBIE 00SI3aHHOCTH "'CITY KUJIBIX JIto/Iei" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaMH c(pOPMHUPOBAIHUCH B IPUKA3HOM
JIEJIONIPON3BOICTBE?

4. JlaiiTe XapaKTepUCTUKY CTOIOIOBOM (POPMBI IETOMPOU3BOJICTBA KAK TEXHUKU
JOKYMEHTHUPOBAHUS U ()OPMUPOBAHUS JICII.

5. Korpa 6b11a BBefieHa M KOr/ja OblIa OTMEHEHa CTOJI010Bast (popMa eI0NPOU3BOACTBA?

NCTOYHUKU U JINTEPATYPA
boikoBa T.A. JlokyMeHTallMOHHOE oOOecreyeHue YIpaBiIeHUs (JIEIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3uenona. -2-e uza. mepepal. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 1.2. lenonpounssoactso B yupexaeHusix Poccun XVIII B. — 4 yaca.

3AJJAHUA

1. W3yuurps ID'eHepanbHblii permameHT 1720 r. M BBIABUTH OCHOBHbBIE TpPEOOBaHHS K
OpraHM3aliy JEeJIONPOU3BOJACTBA B KOJUIETHSX M JOJDKHOCTHBIE OOS3aHHOCTH KaHILEISPCKUX
CIIy KalluX.

2. M3yuuTh cXeMy HCIIOIHEHHS JOKYMEHTOB B KOJUICTHSX.

3. Wzyunts "Yupexnaenue ans ynpaBieHuss ryoepHuit" 1775 r., BBIIBUTH OCHOBHBIE
TpeOOBaHUSI K OpraHu3aluy JAENONPOM3BOACTBA B MECTHBIX YUPEXKIEHUSX U JIOJKHOCTHBIE
0053aHHOCTH KaHLIESIPCKUX CITY KAIIHX.

4. W3yuuTh CXeMy HCIIOJHEHHUS JOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

5. TlpoaHanu3upoBath Aen0, CPOPMUPOBAHHOE B MECTHBIX YUPEIKICHHSIX.

YKA3AHUS [0 BBITIOJITHEHUIO 3AJTAHUI

1. Usyuus "I'enepanbublii pernamenT 1720 1., yACHUTE ClleyIoIIEe:
1.1.  cTpyKTypy KOJUIETHH;

1.2. JOMKHOCTHOM COCTaB KAHIIEISIPCKUX CITY>KAIllHX;

1.3.  0053aHHOCTH KaHLEIAPCKUX CITY>KaIHX;

1.4,  mopsnoK MONy4eHUs: JOKyMEHTOB B KOJIJIETHUSX;

1.5. mopsnok paccMOTpeHuUsl JOKYMEHTOB B KOJUIETHUSX;

1.6.  opraHuzanus U TEXHOJIOTUS PETHCTPALUU JOKYMEHTOB;
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1.7. mocTpoeHue CripaBOYHO-UH()OPMAITMOHHOTO anmnapara;
1.8.  cpoku uCnOTHEHHUS JOKYMEHTOB;
1.9.  opraHu3anuio XpaHEHUs JOKYMEHTOB B KOJUICTHSIX.

2. I/I3y‘-H/ITC CXCMY HUCHOJHCHHUA JOKYMCHTOB B KOJIJICTUAX U BBIABUTC COCTAB
JIeTIONPOU3BOICTBCHHBIX OTIECPAIIHIA.
3. Nzyuns "OOmee rydoepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CcTpyKTypy KaHUENISpUH, JOJDKHOCTHON COCTaB KAHLEIAPCKHUX CIYKAIINX, UX
0053aHHOCTH B paboTe C TOKYMEHTAMU;

3.2. TEXHOJIOTHIO PabOTHI C IOKYMECHTAMH:

3.2.1. mopsAoK NepBUYHON 0OpabOTKH MOCTYNUBIIHMX JTOKYMEHTOB;

3.2.2. TEXHOJOTHUS PETUCTPAlUU JIOKYMEHTOB: IPHMEHIEMBIC PETUCTPALIMOHHBIE (POpMBI, HX
Ha3HAUYEHUE U COCTaB MH(POPMAIINU;

3.2.3. TOPSAI0K PacCCMOTPEHUS JJOKYMEHTOB;

3.2.4. TOpSAAOK UCTIOIHEHUS IOKYMEHTOB;

3.2.5. TEXHOJOTHIO KOHTPOJIS 32 UCIIOJIHEHHEM JJOKYMEHTOB;

3.2.6. TOpSAAOK OTIPABKH JOKYMEHTOB;

3.2.7. opraHu3alMIO XpaHEHHS JOKYMEHTOB B MECTHBIX YUPESIKIACHUIX.

4. N3yunte cxemy UCIIOJHEHUS TOKYMEHTOB B MECTHBIX YUPEXKACHUSIX U BBIIBUTE COCTAB
JIeJIOTIPOU3BOCTBEHHBIX OMNEpaIUii.
3. Paccmotpute nena mectHbix yupexaenuit X VIII B., oOpaTute BHUMaHue Ha

oopmieHne 00JI0KKH Jie1a, COCTaB IOKYMEHTOB JIeJ1a, 10CIe10BaTeIbHOCTh UX PACIIONI0KEHNU,
MOPSAZIOK ¥ CPOKH PaCCMOTPEHUS IOKYMEHTOB, YSICHUTE IPUHLIUIIBI (POPMUPOBAHUS /€.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE cHCTEMY MPUKA3HOTO U KOJIJIEIKCKOTO JIEJIONPOU3BOJICTBA, 00BICHUTE Hanbosee
XapaKTepHbIC OTIHYHSL.

2. Ilepedncnure HOBBIE JI€IONPOU3BOICTBEHHBIE ONIEpAIlM, BO3HUKIINE B YUPEXKJICHHUIX
XVII B.

3. Ilepeunciute 00s3aHHOCTH AETIONPOU3BOICTBEHHON CITY>KOBI 110 MOATOTOBKE IOKYMEHTOB K
apXUBHOMY XpaHeHuIo (10 3akony 1775 r.).

4. Ha3oBuTe 3aKOHOJATEIbHBIN aKT, KOTOPHIM BIIEPBbIE OB ONPEAEICH CPOK XPaHEHUS
JOKYMEHTOB B TEKYIIEM JIEIONPOU3BOJICTBE (10 C1auM TOKYMEHTOB B apXUB).

5. HazoBute XapPaKTCPHBIC YCEPThl CUCTEMbI PECTUCTPpAallUU JOKYMCHTOB B KOJUJICTHUAX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMeHTallMOHHOE OOecleueHue YIMpaBiICHUS (IEIOMPOU3BOJICTBO) [DIEKTPOHHBIH
pecypc]; yueonoe mocodbue/ T.A. beikoBa, T.B. Ky3nemnosa. -2-¢ u3a. mepepab. u jon. — Mockga:
Wudpa-M, 2018. -304 c. — Pexxum nocryna: http://znanium.com/go.php?id=942800/

Tema 1.3. Jlesonpoun3Boactso B yupe:xkaeHusix XIX - Hau. XX B. — 8 yacos.

3AJJAHUA

1. U3yuuts "Ob1iee yupexaenue Munuctepcts" 1811 r. 1 ysCHUTh OCHOBHBIE TpeOOBaHUS K
OpraHu3aIlK JeIONPOU3BOICTBA B IIEHTPAIBHBIX YUPEKACHUAX, a TAKXKe TOJHDKHOCTHbIE 003aHHOCTH
KaHLIETISIPCKUX YNHOBHUKOB.

2. Ilpoananu3upoBaTb 0cOOEHHOCTH (GOpMUPOBaHUS Jien B yupexaeHusx XIX - nau. XX B.

3. U3yuuTts "l[lonoxxeHne o NMCbMOBOJICTBE U JIETONPOU3BOICTBE B BOGHHOM BeqoMcTBe" 1911
T. U BBISIBUTH OCHOBHBIE HAIIPABJICHUS PALIMOHAJIN3ALNN JEJIONPON3BO/ICTBA.

4. N3yunuTth cXxemMy UCIOIHEHUs TOKyMeHTOB B Kanienspuu [loneunTtens MOCKOBCKOTO
y4e0HOTr0 OKpyTa.
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5. O3HakoMuThbes ¢ qokymenTamu Kannemsipun [loreunTesnss MOCKOBCKOTO Y4EOHOTO OKpyTa U
BBIIBUTDH 3JICMCHTBI pallMOHAJIM3alluU IMPOHECCa X UCITOJITHCHU .

YKA3AHUS 10 BBITIOJIHEHUIO 3AJIAHUN

1. Uzyuus "OOmee yupexnenue munuctepcts” 1811 r., onpenenute cienyromiee:

1.1. opranu3alMOHHYIO CTPYKTYpy MUHUCTEPCTBA;

1.2. cTpyKTypy JAenonponu3BOACTBEHHON CITyKOBI;

1.3. opranm3anuio 10KyMeHTo000poTa:

1.3.1. nopsinok mocTyruieHus 1oKyMeHTOB: B Kannensapuio MUHHCTpa; B AeTIapTaMEHTHI;

1.3.2. opranu3zanuio 1BUKEHUS JOKYMEHTOB, HAIIPABJICHHBIX B KAaHLESPUIO MUHHUCTPA ; B
Jenaprament; B CoBET MUHHUCTpa: B 001IIee MPUCYTCTBUE lenapTaMmenTa; B OcoOble yCTaHOBICHHUS

1.3.3. mopsiaok ucnoaHeHus JoOKyMeHToB: B Kanuensipuu munuctpa; B JlenapraMmenrax;

1.4. opranu3zanuio U TEXHOJIOTUIO pErUCTpaltH;

1.5. opranu3aiuio KOHTPOJISA 32 UCIIOJTHEHUEM JJOKYMEHTOB (PEBU3HS);

1.6. nopsiiok hopMUpOBaHUSI JIET;

1.7. opranuzanuio XpaHeHus! JOKyMEHTOB;

1.8. Ha3HaueHHe OTYETOB.

2. O3HakoMbTech ¢ enaMu yupexaeHuit XIX B., oOpaTure BHUMaHue Ha OpOpMIICHHE
OOJIOXKKH JIela, COCTaB JJOKYMEHTOB JIelIa, MOCIIEA0BATEIbHOCTh X PACIIOI0KEHUS, IOPSIOK U CPOK
paccMOTPEHUsI JOKYMEHTOB.

3. Uzyuwure "[lonoxxeHne o MMCbMOBOJICTBE M JEJIONIPOU3BOCTBE B BOGHHOM BezoMmcTre" 1911
I. ¥ 00paTUTe BHUMAHUE Ha:

3.1. pernamMeHTalMIO IPUMEHSIEMBIX BUI0B JOKYMEHTOB;

3.2. ynopsijoueHre MpaBUIl COCTaBJIEHUS U OPOPMIICHHSI JOKYMEHTOB;

3.3. periamMeHTaIuIo CIIPaBOYHO-UH(POPMAIIMOHHOTO (HOH/IA;

3.4. MexXaHM3aLHUIO IETONPOU3BO/JICTB;

3.5.0pranu3zaiyio onepaTuBHOIO U ApXUBHOT'O XpPaHEHUS JOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs epeurCIIEHHBIX BOIPOCOB CJIEJIaliTe BHIBOJ] O HANPaBIECHUSIX
paloHaIN3aluy I€JI0NPOU3BOICTBA B BOEHHOM BEJOMCTBE.

4. TlpoananusupyiTe CXeMy OpraHM3allMu Jejonpous3BoacTBa B Kanuenspuu Ilomeunress
MocKOBCKOro yueOHOI0 OKpyra U ceaiTe BbIBOJ O crloco0ax palloOHAIN3alUK 3TAallOB UCIIOJHEHUS
JOKYMEHTOB M MOJITOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEKACHUU.

5. OsHakoMbTech ¢ KoJuleknuedl nokymenToB Kanuenspun Ilomeuntens MoCKOBCKOTO
y4eOHOTro OKpyra, oOpaliasi BHUMaHHE Ha:

. AJIEMEHTHI MEXaHU3UPOBAHHON 00pa0OTKHU TOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJIyYCHHH, HAITPABJICHUH Ha MCITOJHEHHUE U UCITOJHCHUH TOKYMEHTOB);

. XapakTep pe3oTIoIuii;

. CTIIOCOOBI COCTABJICHHSI POCKTA TOKYMEHTA;

. AIEMEHTHI YHU(DUKALIUN TEKCTa TIOKYMEHTA;

. BUJIBI OJIAHKOB M CIIOCOOBI MX M3TOTOBICHHS.

Crenaiite BEIBOJI 00 OCHOBHBIX U BCIIOMOTAaTEIbHBIX HAMPABICHHUIX PAIIMOHATH3AIHH
MPOIECCOB PACCMOTPEHUSI Y UCIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE CHCTEMY KOJUIEKCKOTO M MUHUCTEPCKOTO (MCIIOTHUTEIHHOTO)
JeNIONPOU3BOICTBA, 00BACHUTE HanloJiee XapaKTepHbIE OTIINYUSI.

2. Kak pa3BuBanach CTpyKTypa JeIONPOU3BOJICTBEHHON CITYKObI MHHHCTEPCTBA B IIEPBOMA
nonoBuHe XIX B., YeM OHA OTIMYAJIACH OT KOJUICKCKOM ?

3. Ha3zoBute ocHOBHBIE TpeOOBAaHUS K OPraHU3AUH JOKYMEHTOO00POTa B MUHUCTEPCTBAX
XIX B. Ha kakre OCHOBHBIE JOKYMEHTOIOTOKH Pa3AESINCh TOKYMEHThI B MUHUCTEPCTBAX ?

4. HazoBute xapaktepHble 4epThl CUCTEMBI PETUCTPAUU JOKYMEHTOB B MUHUCTEPCTBAX?
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S. B kakoit popme ocy1ecTBisIcsS KOHTPOJIb 3@ UCIIOJHEHUEM IOKYMEHTOB B CHCTEME
MHUHHCTEPCKOr0 J€JI0IPOU3BOICTBA?

6. Ha3zoBuTte 0cOOEHHOCTH OpraHU3aluy XPaHEHUs] TOKYMEHTOB B J€JI0IPOU3BOICTBE
MHHHCTEPCTB.

7. Ha3zoBute HanpaBieHus U criocoObl pallMOHATIM3ALMH JeI0NPOU3BOCTBA B
yupexaeHusax XIX - nag. XX B.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMeHTaIlMOHHOE OOECreYeHUE YIpaBJICHHS (JEITONPOU3BOICTBO) [DICKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e uza. mepepad. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

PA3JIEJI 2. OPTAHU3AILIUSA COBPEMEHHOI'O JEJOINPOU3BO/JICTBA
Tema 2.1. Opranuszanus cay:k0bl JeJ0NPou3BoacTBa — 12 yacos.

3AJAHUS

1. Uzyunts TpeGoBaHus AEHCTBYIOMNX HOPMATHBHBIX AKTOB M HOPMATHBHO-METOIMYECKUX
JOKYMEHTOB K OpraHu3aliy, CTPYKType U (QyHKIHSAM CITy>KObI JeI0NPOU3BOICTBA.

2. TIpoaHanTM3upoOBaTh OPraHU3ALMIO CITY>KOBI JICIIONPOU3BOJICTBA B YCJIOBHOM OpraHM3aluu
BBISIBUTH €€ OCOOEHHOCTH.

3. [oAroTOBUTL CXEMy OpPTraHM3alMOHHON CTPYKTYphl JENONPOU3BOACTBEHHON CIIyKObl B
YCIIOBHOW OpraHu3alluu.

4. Pa3pa60TaTL ITonoxenue o CJ'Iy>K6e ACIJIOMPOU3BOJACTBA YCHOBHOﬁ OpraHu3aluu.

5. Pa3paboTaTh JOKHOCTHBIE MHCTPYKIMM pabOTHHKAM CIyKObI JIeJIONPOM3BOACTBA
YCIIOBHOW OpraHu3alluu.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUN

1. UzyunTe KpaTKyl0 XapaKTepUCTUKY JAEATENLHOCTH YCIOBHOW OpraHW3alliH, BBISCHHTE
0COOEHHOCTH OpraHU3alUK AEIONPOU3BOACTBEHHON CIYXKObI, €€ HECOOTBETCTBHE  COBPEMEHHBIM
TpeOOBaHUSAM IO CTaTyCy, MOAYMHEHHOCTH, HAaUMEHOBaHMSM CTPYKTYPHBIX 4acTed, MX COCTaBy.
ApryMeHTUpyHTE OTBET.

2. TloAroToBbTE CXEMY OPraHU3ALUOHHOM CTPYKTYphI CIIYObI JI€IOMPOM3BOACTBA YCIOBHOM
opraHu3zaiyy, 3aQuKcupyiTe MOAYMHEHHOCTh CIIYKO M CTPYKTYPHBIX MoJpa3jaeneHuid. [l kaxaoro
CTPYKTYpPHOTO TOJIpa3feNieHUus] U ydacTKa CIIyXObl JETONpPOU3BOACTBA Ha cxeMe (PUKCHpYeTCs BH]
MOJYMHEHHOCTH (TpsMasi aJIMUHHCTpAaTUBHAs WM MeToaudeckas). OOOCHyWTe HaWMEHOBaHUE U
MMOAYUHEHHOCTh Ka)KJI0I0 CTPYKTYPHOI'O ITOAPA3ACICHHUS.

3. Ha ocnoe IIpuMepHOro TOJOXKEHHS O CJIyXk0e Iel0ONpoM3BOJACTBA pa3paboTaiiTe
CTpyKTypy Tekcta IlomokeHusi o cCiayk0e Hemonmpou3BOACTBA YCIOBHOW OpraHm3anuu. TekcT
MOJIOKEHUS TOJDKEH CO/IepP)KaTh KOHKPETHbBIE (hOPMYIUPOBKY 3a/1a4, GYHKIUH, TIpaB, 00s3aHHOCTEH 1
B3aUMOOTHOIIIEHUH CiaykO0bl. Crenyer odopmuth Ilomokenne Ha o0meM OJaHKe, OIPEIACIIUTh
MOPSAZIOK €T0 COTJIACOBAHMSI M YTBEPKACHHS (COCTaB CTPYKTYPHBIX IMOAPA3JICICHUNA U JOJKHOCTD
PYKOBOJUTENSA, YTBEPXKIAIOMIETO JOKYMEHT). APryMEHTUPYHTE CBOM MPEJIOKEHHUS MO MPOEKTY
[Tonoxenus.

4. PaspaboraiiTe  [JOIDKHOCTHBIE HMHCTPYKIMM HAa  BECh JOJDKHOCTHOM ~ COCTaB
JIeJIONPOU3BOJICTBEHHON CITY>KOBbI YCIOBHOM opranu3anuu. Ha ocHOBe MOTyueHHBIX WHIUBUIYaTbHBIX
3alaHuil pa3paboTaliTe CTPYKTYpy TEKCTa U COCTaB Pa3/eloB JIOJDKHOCTHOM MHCTpyKIuu. OOpaTtute
BHHUMaHUE, 4TO IpU POPMYIHPOBKE TOKHOCTHBIX 003aHHOCTEN COTPYIHUKOB, CIEIYET COTrJIacoBaTh
UX C OCHOBHBIMH 33JadyaMH M (QYHKUUSAMH CIoykObl (T.e. ¢ TekctoM Ilonoxkenus). B pasnene
"B3anmooTHOIIEHUSI, CBSA3H" CIAEAYET 3aKPEMUTh B3aUMOACHCTBUS PAOOTHUKOB CITY)KOBI M IX CBSI3M HA
YPOBHE IIPEJICTaBICHUA JOKYMEHTOB.


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

1. Tlepeunciaute CTpyKTypHBIE YacTU CITyKOBbI 1€IONPOU3BOJICTBA B OPraHU3ALMAX Pa3IMUHbIX
YPOBHEW YIIPaBICHUS.

2. Ilepeunciute AECHCTBYIOIIME JOKYMEHTBI, ONpEIEAIONME 3aaud U (YHKIMH CIy>KObI
JCJIONPOU3BOICTBA.

3. HasoBure TpebGoBaHus K CTpyKType M coctaBy HHpopmanuu Ilonoxenus o ciayxOe
JEJIONPOU3BO/ICTBA; JOJDKHOCTHOM MHCTPYKIIMH.

NCTOYHUKU U JIMTEPATYPA

[IpaBuiia  #enmompou3BOACTBA B TOCYJApPCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoyrmipasieHusi, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 /I [Dnexkrponusiii pecypc]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Meronuyeckue pekoMeHAalUMu 10 pa3paboTKe MHCTPYKLUM 10 JAEJONpOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasienus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponnsii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLUS IO JEIONPOU3BOJACTBY B TI'OCYAAPCTBEHHBIX OpraHU3alMsX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecype]. — M., 2019. Pexum mocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HanuonaneHelii crangapt Poccuiickoit ®Penepauuu. Cucrema
CTaHIapTOB Mo wuH(OpManuK, OUOIMOTEYHOMY H H3AaTeldbcKoMy JAeny. OpraHuszalioHHO-
pacrnopsAMTeNnbHas JOKyMEHTalus. TpeOoBaHUS K OQOPMIICHHIO ITOKYMEHTOB // [DIIeKTpOHHBIN
pecypc]. — M., 2019. Pesxxum goctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HammonaneHbrii cranmapt Poccuiickoit ®@enepanuu. Crucrema
CTaHJApTOB 1O MH(pOpManuy, OuOIMOTEYHOMY U H3JlaTenbckoMmy Jneny. HWHbopmau3us u
JOKyMeHTaIusa. YnpasieHue nokymMeHtamu. Yacte 1. [loHsTHsS W npuHmmnbl. // [DIEKTPOHHBIN
pecypc]. - M., 2021. Pexxum J0CTyTa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE J€10. TEpMHUHBI U ONPEICIICHUS.-
[DnexkTpoHHBII pecypc]. — M., 2019. Pexnm JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpuxa3z MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBepkaeHUHN IPaBUII OpraHU3aluu
XpaHEeHUs, KOMILJIEKTOBAaHUs, yueTa U HCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii
®denepauyy U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax IOCyJIapCTBEHHOM BJIAcTH, OpraHax MECTHOIO
caMoyTpaBlieHHss W opraHuzanmsx» // [Dnextponnsiii pecypc]. — M., 2019. — Pexum pocryma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpukaz Muntpyna Poccun ot 15.06.2020 N 333 "OO06 yTBepkaeHUU TPO(heCcCHOHATHLHOTO
crarapta "CrHenuanaucT Mo OpraHU3alMOHHOMY M JOKYMEHTAIIHOHHOMY OOECIEUEHHIO YIIpaBJICHUS
opranuzanueii”// [OnexkTponnblii  pecypc]. — M., 2021 — Pexum  pocryna:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Tpodeccuonanbupiii cTanaapT «CHeUaINCT MO YIPABISHUIO JOKYMEHTAIlMeH OpraHu3aliumny,
YTBEPKICHHBIN MIPUKAa30M MUHHUCTEPCTBA TpyAa U COLMAIBHON 3aluThl Poccuiickon denepanuu ot
10.05.2017 Ne 416n // [DnextponHsni pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.
boikoBa T.A. JlokymMeHTallMOHHOE oOOecreueHue YINpaBieHHs (JIeIOMPOU3BOJICTBO) [DIEKTPOHHBII
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepab. u momn. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com/go.php?id=942800/

Tema 2.2. Opranusamnusi 10KyMeHT0000poTa — 8 4acoB.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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3AJAHUA

1. M3yuuTh COBpeMEHHBIE TPeOOBaHUS K OpraHU3alMU JOKYMEHTOOOOPOTa B OPraHU3aIUX,
YUPEKACHUAX U Ha NIPEIPUATHIX.

2. WByuuTh M MpoaHAIM3UPOBATH OPraHU3ALNIO JOKYMEHTOO00POTa B YCIIOBHOM
OpraHu3aLMH.

3. M3yuuTh KpaTKyro XapaKTEpUCTUKY AEATEIbHOCTH LIEHTPAIBHOIO anapaTa yCIOBHON
OpraHU3alK U COCTABUThH ONEPOrpaMMBbl IBUKEHUS BXOASIIEH, HCXOAA1IeH U BHY TPEHHEH
JIOKYMEHTAaLUK.

4. TToacuurats 06bEM JOKYMEHTOOO0POTA YCIOBHON OpraHU3alluy 3a Fojl.

YKA3AHMS 110 BBITTOJTHEHUIO 3AJTAHMIA

N3yuute IlpaBuna Aenonpou3BOJACTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; Metonuueckre peKOMEHAAIMH 110
pa3paboTKe WHCTPYKIMH TIO JEIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
camoynpasneHus, yTB. Ilpukazom PocapxuBa ot 24.12.2020 Ne 199; IIpumepHyr0 HHCTPYKIHUIO IO
JIEJIONIPOU3BOJICTBY B TOCYAapCTBEHHBIX opranu3anusx (yTB. [Ipukazom Pocapxua ot 11.04.2018 Ne
44. CpenaiiTe BBIBOJ O CTEMEHH pErilaMEHTAIMM B HOPMATUBHBIX JOKYMEHTaX OOIIMX MPHUHIIMIIOB
OpraHu3aliy JOKYMEHTOO0OpOTa, WPaBUJI NPOXOXKIEHUS JOKYMEHTOB, METOJIWKH IMOJCYETa
JOKYMEHTO000pOoTA.

1. Ha IMpUMEPEC OIIMCAHHA ,I[OKYMGHTOO60pOTa YCHOBHOﬁ OpraHu3anuu BbIIBHUTC C€TO
OCOOEHHOCTH | OonpeacinTe HCECOOTBCTCTBUC OpPraHu3aluu IIOKYMCHTOO60pOTa B JaHHOH
OpraHu3anuu Tpe6OBaHI/I$IM HOPMATUBHBIX NTOKYMCHTOB.

2. CocraBbTe OorneporpaMmbl ABWIKCHUA OOKYMCHTOB B yCJIOBHOfI OopraHu3alyvu. I[JI?I 9TOIr'0
OIIpeJIeJINTE COCTaB JOJKHOCTHBIX JIMI[, YYacTBYIOIIMX B OOpaOOTKE M MCIOJIHEHUHM JOKYMEHTOB;
MOCJIEZIOBATEIBLHOCTh ~ ONepalMii 1o o0paboTKe [OKYMEHTOB; H3YYUTE€ CXEMbl JIBUKCHHS
JOKYMEHTOIIOTOKOB B YCJIIOBHOM OpPraHU3allNN.

OneporpaMMa ABMIKCHUS  BXOOAIIUX  JOKYMCHTOB  OOJDKHA OTPasuTb MEPCMCHICHUSA
JOKYMEHTOB OT MOMEHTa IIpUeMa J0 NOJUIMBKY UX B JIEJI0 TIOCIIE 3aBEPIIEHUS UCTIOTHEHUS.

OneporpaMMa HCXOOAINUX AJOKYMCHTOB OOJDKHA OTPasuThb MNEPEMEHICHUA OOKYMCHTOB OT
MOMEHTA MTOATOTOBKH UX MPOEKTOB 10 OTIPABKU U3 YUPEKICHUS.

Oneporpamma JABUKEHHSI BHYTPEHHUX JIOKYMEHTOB (Ha IpHUMepe MpHKa3a) AOHKHA OTPa3HUTh
IIEPEMEILEHHS TOKYMEHTOB OT MOMEHTA IMOATOTOBKH MPOEKTA TOKYMEHTA JO MOALIUBKH B JEIIO.

3. M3y4uB CcOCTaB M KOJMYECTBO IOJNYYECHHBIX, OTIPABICHHBIX U BHYTPEHHUX JIOKYMEHTOB
YCIIOBHOH OpraHHu3allly, OACYUTANTE 00BEM €€ JOKyMEHTO00O0POTa 3a IOf.

KOHTPOJIBHBIE BOITPOCHI

1. aiiTe onpeaeneHue MOHATUSA ""TIOKyMEHTOO00POT".

2. [lepeuncnure oCHOBHbIE TPeOOBAaHUS K OpraHU3aIlK JOKYMEHTO000pOTa B OpraHU3alUsiX.
3. Ilepeuncnure npaBuia yueTa TOKyMEHTOO00pOTA.

4. Ha3oBure Tpe6OBaHI/I$I K IPOXOXKACHUIO U UCIIOJTHCHUIO BXOAAIUX JOKYMCHTOB.

5. HazoBuTe 3Tarbl MpOXO0KICHUS W UCTIOHEHUS CXOASIINUX U BHYTPEHHUX IOKYMEHTOB.

6. IlepeuncnuTe MpaBwia nepegadn JOKYMEHTOB BHYTPH YUPEKICHHS.

NCTOYHUKU U JINTEPATYPA

J [IpaBuia  jmenmompou3BOACTBA B TOCYJApCTBEHHBIX ~ OpraHax, OpraHax MECTHOIO
camoymnpasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnexkrpoHHblid pecypc]. —
M., 2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

o Mertoauueckie pEeKOMEHJAUK M0 pa3paboTKe HWHCTPYKUMH 1O JEJIONPOU3BOJACTBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOIO camoymnpasieHus, yTB. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Onektponnsiii pecypc]. — M., 2021. — Pexum pnocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.
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[TpumepHass HHCTPYKIIUS MO JEIONPOU3BOACTBY B TOCYJapCTBEHHBIX OpPTraHU3AlUiX, YTB.
IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypce]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e ['OCT P 7.0.97-2016. HaumonanwsHubrii crannapt Poccutickoit @enepanuu. Cuctema cTaHIapTOB
o uHpopMaIuu, OUOIUOTEYHOMY W M3AaTeIbCKOMY neny. OpraHu3alMOHHO-PACTIOPSIUTEIbHAS
nokymenraiusi. TpeOoBanus K 0pOpMIICHHIO TOKyMEHTOB // [DnexTpoHHbii pecypc]. — M., 2019.
Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

e [OCT P HMCO 15489-1-2019 Hamumonanpnsiii ctanmapT Poccuiickoit ®enepanmu. Cucrema
CTaHJapTOoB 1O wuH(pOpManuu, OUOIMOTEYHOMY H U3AarenbckoMmy naeny. Mudopmar3us wu
JTOKyMEHTaIus. YrnpasieHue aokymeHtamu. Yacte 1. [loHATHs u npuHOUNBL. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

e TOCT P 7.0.8-2013 Jlenompou3BOJACTBO M apXHBHOE [el0. TepMUHBI M ONpeAeTIeHUS.-
[DneKkTpoHHBII pecypc]. M., 2019. Pexxnm JOCTYyIIA:
http://www.consultant. ru/document/cons doc_LAW _163800/.

e [Ipuka3z Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkKIE€HUU MpPaBUI OpraHU3alUU

XpaHEHUs, KOMIUICKTOBAaHHUs, ydYeTa M UCIHOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢oHa

Poccuiickoit denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax roCyAapCTBEHHOW BIIACTH,

OpraHax MECTHOTO CaMOYIIPaBJCHUS W opranu3aiusx» // [DnexTponHsiii pecypc]. — M., 2019. —

Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L4 I[OHOJIHI/ITQJIBHLIE HCTOYHHUKHU

. [Tpuka3z Muntpyzaa Poccuu ot 15.06.2020 N 3331 "O06 yTBep:kaeHUHN MPOPECCUOHATBHOTO
cranfapta "CHeuuaJucT 1O OpPraHM3allMOHHOMY U JIOKYMEHTAallMOHHOMY OO€CIEeYeHMIO
ynpasienuss opranmzamuen"// [Dnekrtponsbii pecypc]. — M., 2021. — Pexum goctyna:
http://www.consultant.ru/document/cons_doc_LAW _357714/.

. ITocranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IlpaBun

JIEJIOTIPON3BO/ICTBA B (he/IepalIbHBIX OpraHaxX MUCIOJHHUTEIBHON BIACTHY// [DNEeKTpOHHBIN pecypc].
— M., 2019. — Pexxum goctyma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [TocranoBnenue IlpaBurensctBa PD ot 25.12.2014 Ne 1494 “O6 yTBepkIeHHMU IpaBUJI OOMEHa
JOKYMEHTaMHU B 3JIEKTPOHHOM BHUJE INPH OpPraHu3aluy HMH(GOPMAlMOHHOIO B3auMopaeuctBus’//
[DnekTponHsIii pecypc]. — M., 2019. — Pexxum nocryma: https://base.garant.ru/70832680/.

e brixoBa T.A. JlokymMeHTallMOHHOE o0ecrieyeHre ynpaBiaeHus (JeI0NpOoru3BOACTBO) [DIeKTPOHHBIH
pecypc]; yaeoHoe ocodme/ T.A. beikora, T.B. Ky3Henona. -2-e u3z. nepepad. u gom. — MockBa:
Nudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 yaca.

3AJJAHUA

1. Usyunts TpeGOBaHMS HOPMATHBHO-METOJMYECKHX [OKYMEHTOB K PpETUCTPAllUM U
MTOCTPOCHHIO MH(POPMAIIMOHHO-CIIPABOYHOTO arapara.

2. 3aperucTpupOBaTh HECKOIBKO 0OKYMEHTOB, IIPE/IJIOKEHHBIX TIPENOIaBaTeIeM.

3. O3HAaKOMHUBIIMCH C ONMCAHMEM TEXHOJIOTHU PETHCTPAlMM JOKYMEHTOB B YCIOBHOM
opraHuzanuu, paszpaboTaTh U O00OCHOBaTh NPEIJIOKEHHS IO PpAlMOHAIBHOW OpraHu3aluu
peructpanuy 1 ”HGOPMaMOHHO-CIIPABOYHOM pabOTHI.

YKA3AHWS IO BBITTOJIHEHWIO 3AJIAHUI

1. Uzyunre IlpaBuna nenonpous3BOACTBa B IOCYNAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O
camoympasierust (pasaenst |1, 1V), MeToauueckne peKOMEHIANMU MO Pa3pabOTKE MHCTPYKIHHA IO
JIEJIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPraHax, OpraHax MeCTHOIro camoylpasieHus, [IpumepHyto
WHCTPYKIIMIO TIO JIEJIONPOU3BOACTBY B TOCyIapCcTBEHHBIX opraHm3anmsx (yTB. [Ipukaszom PocapxuBa


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://znanium.com/go.php?id=942800/
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or 11.04.2018 Ne 44. OOparute BHMMaHHE Ha COCTaB JOKYMEHTOB, MOJICKAIIUX PETUCTPAIUU,
MOCJEA0BATEIbHOCTh ~ PACIIONOKEHUSI  COCTABHBIX  4YacTEed  HMHJAEKCAa JOKYMEHTa, IpaBHIIa
(dbopmupoBanus UH(HOPMALIMOHHO-CIIPABOYHBIX 0a3 TaHHBIX.

2. 3aperucTpupyire npeanoKeHHbIe TOKYMEHTHI, 00paTuB 0c000¢ BHUMAHUE Ha PETUCTPALIUIO
VHULIMATUBHBIX U OTBETHBIX ITUCEM.

3. [Ipoananu3upyiiTe MOPSIOK PETUCTPAIMH JOKYMEHTOB B YCIOBHOU opranu3amuu. OTMETUB
OCOOCHHOCTH OpraHU3allMd M TEXHOJOTHMH PETUCTPallMd JOKYMEHTOB B YCIOBHOW OpraHu3alui,
ONpeAeNuTe WX HeAocTaTku. Ha OCHOBe TpOBENECHHOrO aHajan3a W TPeOOBaHWN HOPMATHUBHO-
METOJIMYECKUX JOKYMEHTOB pa3paboTaiTe MPEesIOKEeHUs [0 OpraHu3aluu PEerucTpalu JT0KyMEHTOB
Y TIOCTPOCHHUIO MH()OPMAIIMOHHO-CIIPABOYHOIO anmapara B yCIOBHOW OpraHU3aI[UH.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe peructpanus 1oKkymMmeHToB? Kakue 3a1auu pemaroTcsi B ISIOIPOU3BOICTBE C
MTOMOIIIBIO ATOM Ooreparuu’?

2. Kakue TOKyMEHTbI MOJ1€KAT PErUCTPaLun?

3. KakoB 00s13aTeNIbHBII COCTaB PEKBU3UTOB MPU PETUCTpaLiun?

4. B yeM OCHOBHOM MPUHITUIT PeTUCTpanun?

5. KakoBbI 0OCHOBHBIE ITpaBUIa MHIEKCAIIUU JOKYMEHTOB?

6. Kakoe mpenMy1ecTBO UMEET CIEMUATHUCT IIPU PETUCTPALIMM JJOKYMEHTA B
ABTOMATU3HPOBAHHBIX CHCTEMaX IO CPABHEHUIO C TPAAUIITMOHHBIMA METOAMU?

NCTOYHUKU U JINTEPATYPA

[IpaBuna  genmompoW3BOACTBA B TOCYJApCTBEHHBIX ~ OpraHax, OpraHax MeECTHOIO
camoyrmpasieHusi, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 /I [Dnexkrponnsiii pecypc]. — M.,
2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

MeTtoanyeckie pEeKOMEHJAlMN M0 pa3pabdOTKe WHCTPYKIMA TIO JEJONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camMmoympaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHsiii pecypc]. — M., 2021. — Pexum pgocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHass MHCTPYKLHUS TIO JEIONPOHM3BOJCTBY B TOCYJAapCTBEHHBIX OpPTaHM3AIlUsAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexkrpounsiit pecype]. — M., 2019. Pexum mocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonaneuelii crangapt Poccuiickoit @enepauun. Cucrema
CTaHIapTOB MO wuH(popManuu, OUOTMOTEYHOMY U H3AaTeIbCKOMY JAeny. OpraHusairoHHO-
pacniopsiiuTeNnbHas JOoKyMeHTarus. TpeOoBaHuss K O(QOPMIICHUIO JOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pesxxum goctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

'OCT P UCO 15489-1-2019 HammonameHbIii cTanmapt Poccuiickoit ®deneparnuu. Crucrema
CTaHIapToB Mo wuHpopManuu, OUOMMOTEYHOMY U U3JAaTeNbckoMy neny. Hubopmai3us u
JTOKyMEHTaIusa. YmpasieHue nokymeHtamu. Yacte 1. IloHsTus w mpuHmmmel. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonmpou3BOJACTBO M apXUBHOE [ei0. TepMUHBI U ONpEAeTICHMS.-
[DnexTpoHHBIT pecypcl]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.
boikoBa T.A. JlokyMeHTallMOHHOE oOOecreueHue YIpaBieHUs (JIeIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uzn. mepepad. u mon. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com/go.php?id=942800/

Tema 2.4. Opranu3anusi TeKylero XxpaHeHusi J0KyMeHTOB — 8 4acoB.

3AJIAHUA

1. M3yunth TpeOOBaHUSI HOPMAaTHUBHBIX aKTOB M HOPMATUBHO-METOAMYECKUX JOKYMEHTOB K
COCTaBJICHHUIO ¥ O(OPMIICHHIO HOMEHKJIATYPBI €.
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2. W3y4uTh BO3MOXXHOCTH UCIIOJIH30BAHUS TIEPEUHS CO CPOKAMH XPAaHCHHS JOKYMEHTOB B
JeTOTIPOU3BOACTBE OPTraHU3AIHH.

3. TIpoananu3upoBaTh KOHKPETHYO HOMEHKIIATYPY /e YCIIOBHON OpraHU3aiuy U BBISIBUTH
OITMOKY B €€ COCTABJIICHUU U O(pOpMIICHUU.

4. CocraBuTbh HOMEHKJIATYPY €]l yCIOBHOM OpraHu3al|y.

YKA3AHMS 110 BBITTOJTHEHUIO 3AJJAHMI

1. Nzyunrte IlpaBmiia Aemompou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoynpasiieHus (paszen 6,7), Mertoguyeckue pPEKOMEHIAIMU IO pa3pad0TKe HHCTPYKIMHA 10
JICJIOTIPOU3BOICTBY B TOCYIapPCTBEHHBIX OpraHax, OpraHax MECTHOI'O camOyINpaBieHus (MPHI0KEHHSI
13-23), [TonokeHue O MOPSIAKE U CPOKAX XPaHEHHUS JOKYMEHTOB aKIIMOHEPHBIX 0011ecTB, [IpuMepHy0
WHCTPYKIIHUIO TIO0 JIETIOTPOU3BOJICTBY B TOCYJapCTBEHHBIX opraHu3anusx (yTB. IIpukaszom PocapxuBa
ot 11.04.2018 Ne 44) Vscaute cienyroriee:

. BUJIbl HOMEHKJIATYp 1€,

. THUIIBI HOMEHKJIATYP J1eN (KJIacCU(UKALNOHHBIE CXEMBI);

. npaBuia GOpMyITUPOBAHHS 3ar0JIOBKOB JET;

. VCTOYHUKU YCTAHOBJICHHSI CPOKOB XPAHEHUS TOKYMEHTOB;

. IIpaBWJla CUCTEMATU3AlMU U UHAEKCAIUH 3ar0JIOBKOB JET;

. npaBmiia 0OPMIICHHUS, TIOJITMCAHUS, COTTIACOBAHUS U YTBEPKACHUS
o HOMEHKJIATyphI JIe7I.

2. U3yuure ykazaHus 1o npuMeHeHuto [lepedHst TUIIOBBIX YIpaBIeHUYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yoLMXCsl B MPOLECCe ACATENbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYIIPABIICHHS U OPTaHU3alnl, C YKa3aHHEM CPOKOB XPAHEHMS U BBISICHUTE:

. MOPSAAOK IPUMEHEHHS NIEPEYHS B 1€IIONIPOU3BOJICTBE;
. mudepeHIrano CPOKOB XpaHEHUs JOKYMEHTOB 10 TPYIIIaM OpTraHu3aIui;
. CXEMY IIOCTPOEHUS MEPEUHS U €T0 HAYYHO-CIIPABOYHBIM armapar.

3. IpoananusupyiiTe KOHKPETHYIO HOMEHKIATYpY Jejl YCIOBHOW OpraHH3alluH, BBISBUTE
HEJOCTaTKHU €€ coAepx aHus U 0hOpMIICHHS, MPOUUTFOCTPUPOBAB KK IbIM U3 HUX TPUMEPOM.

4. Uzyunte CTPYKTYpy M COCTaB JOKYMEHTalbHOro (OHJA YCIOBHOH OpraHW3allud U
paspaboraiite Kiaccu(PUKAIMOHHYIO CXeMy HOMEHKIATyphl jaein. OdopMute ee B BHJIE CIHCKA
CTPYKTYPHBIX MOAPA3/IeICHU C MHAEKCAMH, PACIOIOKEHHBIMH 10 cTereHn 3HaunMocTtu. OOparure
BHHUMAHHE Ha TO, YTO CXEMa KJ'IaCCI/I(l)I/IKaIII/II/I JOJIDKHA COOTBETCTBOBATH TJIaBHOM Ta6J'II/III€ HepeqHﬂ
TUTIOBBIX IOKYMEHTOB CO CPOKAMH XPaHEHUS.

CocTaBbTe HOMEHKJIATYPY JI€] YCIOBHOM OpraHM3aliu, 1 4ero: chopMyIupynTe 3aroJoBKU
Jiell B COOTBETCTBMM C YCTAaHOBIEHHBIMHU TPEOOBAHUSMU U YCTAHOBUTE CPOKM XpaHEHUS el IO
MEPEYHIO; MPOBEIUTE CUCTEMATHU3AlMIO 3aroyioBKOB nien. OdopMuTe HOMEHKIATYpPY 1€l Ha oluiemM
OllaHKe YCJIIOBHOHM OpraHM3alliy MO YCTAaHOBJICHHOU (hopMe, OMpeeNuTe COCTaB JOHKHOCTHBIX JIHII,
KOTOPBIC NOJIKHBI €€ 3aBU3UPOBATh U YTBCPAUTD.

KOHTPOJIBHBIE BOITPOCHI

1. HaiiTe onpeneneHne HOMEHKIATYPhI JEll.

2. OxapakTepu3yluTe MIPUMEHEHNE Pa3INYHbIX BUIOB HOMEHKJIATYPHI €Il

3. Ilepeuncnute TpeGoBaHUA K (POPMYIHUPOBKE 3ar0JIOBKOB JIE]1 B HOMEHKIIATYPE.

4. Ilepeuncante TpeOOBaHUS K CUCTEMATHU3AIMH 3ar0JIOBKOB JIe]l B HOMEHKJIATYype.

5. Kak o0pasyercs uHaeKc aena B HOMEHKIaType?

6. Kak ncnonb3yercs nepeueHb JOKYMEHTOB C yKa3aHUEM CPOKOB XpaHEHUS B
JIeJIONPOU3BOICTBE?

7. KakoBbI 3Tansl pa3pabOTKH HOMEHKJIATYPHI 1e71?

8. KakoB cpok JeficTBUS HOMEHKIATYPBI Je1?

NCTOYHHMKU U JIUTEPATYPA
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1. denepanpubiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit
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https://base.garant.ru/12137300/.
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5. TOCT P HCO 15489-1-2019 Haumonanbnbeiii crannapT Poccuiickoir denepanuu. Cucrema
CTaHIapTOB MO HH(popMaiyu, OUOIMOTEeYHOMY M U3JarenbckoMy aeny. Wudopman3us u
JOKyMeHTalus. YnpasieHue nokymentamu. Yacte 1. [ToHATHS ¥ npuHIUIBL // [DAeKTPOHHBIH
pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc_ LAW 329486/ .

6. TOCT P 7.0.8-2013 Jlenonpou3BOJACTBO M apXWBHOE J€l0. TEepMHUHBI U OMPEICIICHUS.-
[D51eKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTYyIIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

7. Tlpuka3z MunkynsTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBepkKIeHUU PAaBUIl OpraHU3aIUN
XpaHEHUs, KOMIUICKTOBaHHS, ydYeTa M WCIOJb30BaHUS JOKYMEHTOB ApXHMBHOTO (oHmA
Poccuiickoit ®denepanmu U APYyrux apXUBHBIX JOKYMEHTOB B OpraHax TIOCYyJIapCTBEHHOU
BJIACTH, OpraHaXx MECTHOTO CaMOYIIpaBJICHHS W opraHu3anusx» // [DnekTpoHHbId pecype]. —
M., 2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

8. Ilpmka3z PocapxmBa ot 20.12.2019 N 236 "OO0 yrBepxaenun llepedHsi THUITOBBIX
yOpaBICHYECKUX AapXUBHBIX JIOKYMEHTOB, OOpa3ymIIMXCS B TMpolecce AeITeIbHOCTH
rOCYJJApCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CAMOYIIPABIICHHS U OPTaHU3ALNH, C YKa3aHUEM
cpokoB uxX xpaHenus" (3apeructpupoBano B Munrocte Poccum 06.02.2020 N 57449) //
[DnexTpoHHBIN pecypc]. — M., 2021. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_345020/

9. Ilpuxa3 PocapxuBa ot 11.04.2018 N 43 "OO6 yTBepXI€HHU IPUMEPHOTO MOJTOKEHHS 00
JKCHEPTHOW KOMHCCUM opraHuzauuu” (3apeructpupoBaHo B MuHiocte Poccun
15.06.2018 N 51357) /I [Dnektponnsiii pecypc]. — M., 2021. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW 300357/

10. beikoBa T.A. JIOKyMEHTallMOHHOE OOECIICUYeHUE  yNpaBiICHUS  (JETOMPOU3BOICTBO)
[DnexTpoHHbIH pecypc]; yuebHoe nocodue/ T.A. beikosa, T.B. Ky3Hnenosa. -2-e u3za. nepepad.
u gon. —  MockBa: Uuppa-M, 2018. -304 c. — Pexum  gocrymna:
http://znanium.com/go.php?id=942800/

9.2 MeToanuyeckne peKOMEHIAMH N0 MOAr0TOBKE MMCbMEHHBIX PadoT

[Tucemennble paboThl (pedeparbl, peLeH3un) NPOSIBIAIOT KaK TEOPETUUYECKUE 3HAHMA, TaK U
MPAKTUYECKH HABBIKM CTYICHTOB. Teopus MoJpa3yMeBaeT 3HAKOMCTBO C TOHSTHSIMH «IOKYMEHT),
«HUCTOPHYECKUN HUCTOUHUK», «JOKYMEHTaJbHas MyOMMKAIMsI» H Jp. U HUX KIACCUPUKAUSIMHU.
[TpakTHueckre HaBBIKM 3aKJIIOYAIOTCS TAaKKe B YMEHHHM IOATOTOBHTh HAa NPAKTHKE, B KadyecTBE
NPUJIOKEHUS K padoTe, JOKYMEHTAJIbHYIO MyOJUKAIMIO, OICHUTh M NPOAHAJIM3UPOBATH YiKE
MMEIOIINECs U3AaHUs, a TAKXKE TPAMOTHO M3JIOKUTH PE3yJIbTAThl CBOMX HAOIIOICHUI B COOTBETCTBHU
C mpaBuiIaM# 0(pOpMIICHHS KBATM(UKAITMOHHBIX paloT.

[lpn BbIOOpE TeMBI HCCIECOOBAHMSA, a TaKkKe MpeAMeTa M OOBEKTa H3YYEHHs CIEAyeT
OpPHEHTUPOBATHCS HA YK€ MUMEIOIIUICS B 3TOM Jnene onbIT. PaboTel mo apxeorpadguu Moryt ObITh


https://base.garant.ru/12137300/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://znanium.com/go.php?id=942800/

37

MOCBAIIEHB! BOMPOCAaM TEOPUM, MCTOPUU WIM METOIUKU apxeorpaduu. Teopermueckue acneKThl
CBSI3aHBl, KaK IPaBWJIO, C IpaHUIAMH apxeorpaduu Kak HAy4YHOW NIUCIMIUIMHBI, €€ 3aJadyaMu U
COOTHOILIEHHEM C IPYTMMHU AUCUUIUIMHAMU U HAIIPABJICHUSIMHU.

Hcropus apxeorpaduu BKIIIOYAET aHAINU3 M3AAHWNA HMCTOYHHUKOB ONPEACICHHBIX BHJIOB WIH
3MO0X, WM HUCTOYHHUKOB, OOBEIMHEHHBIX TeMaTHYeCKH. BO3MOXKHO Takke paccMOTpeHHME BKJIajga B
apxeorpaquro OTAEIbHO B3STOTO JIMLA WU YUPEHKICHHUS.

Meroanyeckue acnekThl MOJPa3yMEBAlOT W3Yy4EHUs OTAEIbHBIX 3TAIllOB apxeorpapuueckoit
paboThl, TaKMX, HapUMep, Kak Ieperada TeKCTa MCTOYHMKOB MJIM BBIOOp TecTa s ITyOJUKAIUH.
IIpoGnembl, CBsA3aHHBIE C COJACPYKAHMEM pAcCMATPUBAEMBIX M3JaHUHM (TO ecTh OIyOIMKOBaHHBIX
MCTOYHMKOB), TAaKXKE€ MOTY COCTaBJIATH MpeAMeT i M3yueHHs. B oIHOW BBITyCKHOH paboTe Ha
IIPAKTUKE BO3MOYXKHO COYETAHUE Cpa3y HECKOJIbKUX MOIXO/0B.

XpOHOJOTHYECKUE U TEMAaTUYEeCKHE TPAaHUIBI NPU BBHIOOpE TeMbI paboThl MO apxeorpaduun
JOCTaTOYHO ILIMPOKH, YTO IO3BOJSAET JOCTATOYHO JIEKO HPUOJIM3UTh MX K HAy4yHbIM HHTEpecam
CTY/ICHTA.

IIpu Hamucanum paOoOTHI BHauyane, KaK MpPaBUIO, CTYJEHT Ha OCHOBAaHUM CBOETO
MEPBOHAYAIIBHOTO 3HAKOMCTBAa C MCTOYHHKAMH M JIMUTEPATYpOd M MpPH KOHCYJIHTAUH C HAYYHBIM
PYKOBOJUTENIEM OIpesiesieT OOLIYI0 MCCIENOBaTENIbCKY0 MpoOaeMy, PELICHHI0 KOTOpoW Oyner
MOCBAIICHA €ro padoTra. B TekcTe 3aKOHYEHHOTO UCCIIEAOBAaHU 3Ta pobiaemMa T0JHKHA OBITh BUIHA U3
Ha3BaHUs PaboThl, ee 00beKkTa W mpeamera. J{ias yTOYHEHMs HaIpaBiIeHUs AalbHEUIIMX AEeHCTBHM
CTYACHTY CJEIYyeT, C yUeTOM BHIOPAaHHOTO F€HEPAIBLHOTO IYTH, 00JIee OCHOBATEIHLHO MO3HAKOMUTHCS C
UCTOYHUKAMHU M JINTEPATYpOH MO0 MHTEPECYIOIIUM ero npobiemam. Pe3ynabraToM 3TOro 3HaKOMCTBA
SBIISICTCS  COCTABJICHHE CTYACHTOM IIJaHa paboThl W MPEIBAapUTEIBHOIO BapHaHTa CIHCKA
UCIOJb30BAHHBIX MCTOYHUKOB M JUTeparypbl. W IU1aH, M CIHCOK COIJIACOBBIBAIOTCA C HAyYHBIM
pykoBonutenem. JlanpHeWMe NEHCTBHS CTYACHTA 3aKIOYAIOTCS B PEHICHHH IOCTABICHHBIX MM
3agad. [Ipu 3TOM HEOOXO0IMMO YUUTHIBATh CIEIYIOIINE MOMEHTHI.

JIrobasi mucpbMeHHas paboTa WMEET OINpPENEeNCHHBI COCTaB: THTYJLHBIA JIUCT, OTJIaBIICHHE,

BBEJICHUE, IJIaBbl, 3aKJIIOUYEHHUE, CIHCOK HCIOJIb30BAHHBIX MCTOYHUKOB U JIMTEPATYPhl, MPUIOKEHUS
(BO3MOKHBI).
Kaxnas coctaBHas 4acTe pabOThl UMEET CBOIO CTPYKTYpPY M CTPOUTCS B COOTBETCTBUU C HAy4YHOMH
JIOTUKON U (OopMalIbHBIMU TpeOOBaHUSIMU K odopmiieHHI0 padoT. Hambomnee ctporo cobmromarorcs
TpPaJUIMM HallUCaHUs BBEJICHMsS, KOTOPOE TPATUIMOHHO MMEET CIEIyIOIIUe pa3Jiesibl: aKTyalbHOCTb
TEMBl HCCIICIOBAHMS, HMCTOYHUKU HCCIENOBaHMs, HucTopuorpadus. Paccmorpenme storo Ojoka
BBEJICHUS OmnpeseiseT o0BbEeKT, MpeaMeT, el U 3ahayd paboThl, a TaKXKe MEeTOJbl HCCIIEeIO0BaHMs,
HAYYHYIO HOBU3HY H CTPYKTYpy paOoThl. [Topsiaok pa3nenoB B HEKOTOPHIX CIydasx MOKET MEHSTHCS,
HO WX Hamuuyhe oO0s3aTenbHO BO BBeA€HUM K pabote. IIpu U3I0XKEHHH pe3ysbTaTOB CBOETO
WCCIIEIOBAHMSI CTYICHT JOJDKEH BJaJIeTh HEOOXOAUMOW KyJIbTYPOH IIUTHPOBAHHUS, KOTOpAs MO3BOJISET
CTPOrO OTJENATH BBIBOJBI aBTOpa OT HAOMIOJEHUWH W (HAaKTOB, 3aUKCHUPOBAHHBIX B MCTOYHHUKAX U
muteparype. TONBKO Takoil TOJXOM IMO3BOJSIET BIOJHE OICHUTH CTETIEHbh HOBH3HBI W 3HAYMMOCTH
pabotbl. B 3akmtouenuu k paboTte B 11e10M (a TakKe B 3aBEepIIAIONINX ad3alax B KOHIIE I1aB) JOJKHBI
OBITh MPUBEIEHBI BBIBOBI, K KOTOPHIM CTYJICHT MPHIIEI B PE3yJIbTaTe MPOBEICHHON paOoTh. BBIBOIBI
JIOJKHBI OBITH apTyMEHTUPOBAHBI.
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IIpunoxenue 1. AHHOTAIUS
paboyeii mporpaMMbl JUCIATITHHBI

AHHOTAIIUSI PABOYEHA ITPOT'PAMMBI JJUCHUATLIAHBI

Juctummaa «Opranu3anus ¥ TeXHOJIOTHS JTOKYMEHTAIMOHHOTO OOECIICUCHHUsS YIPABICHHS)
peanuzyercsi Ha (akKylbTeTe apXWBOBEICHUS U JIOKYMEHTOBEICHHUS Kadenpoil JOKyMEHTOBEICHUS,
ayAMOBU3YAJIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Henr AuMCHUIVIMHBI — TOArOTOBUTH BBITYCKHHUKA, 3HAIOIIETO OCHOBHBIE HAIPABJICHUS
TOCy/IapCTBEHHOW periaMeHTanuu paboTel ¢ JokymMeHTamu B Poccuiickoit ®eneparuu, 3agadu
CIIy’KObl JTOKYMEHTAallMOHHOTO OOeCHeUeHUs YNpaBiICHHs U BIAJCIOLIETO0 METOAaMH aHaiu3a Hu
COBEPUIEHCTBOBAHMS TEXHOJIOTUU TUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPAIU.

3agaun AUCHUNIMHBI:

- I3YYHUTh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPON3BOICTRA;

- OBJIQJIETh CIEUATbHON TEPMUHOJIOTUEH;

-  M3y4YUTh COBPEMEHHYIO 3aKOHOJATENIbHYI0, TMPAaBOBYID M HOPMaTUBHYIO 0azy,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHEH;

- chopMHUPOBATh y CTYJICHTOB HABBHIKA BBIMOJTHCHHUS OCHOBHBIX JICIIOTPON3BOICTBCHHBIX
orepalyii B yCIOBUAX MPUMEHEHHUS TPAAUIIMOHHBIX U aBTOMATHU3UPOBAHHBIX TEXHOJIOTHH 00paboTKU
JIOKYMEHTOB;

- chopMHpOBATh HABBIKM aHAIHM3a CUCTEMbI JOKyMEHTAllMOHHOTO 00eCIIeYeH sl YIIPaBICHUS;

- ONPENEIIUTh HAIPABJICHUS BO3MOYKHOIO COBEPIIEHCTBOBAHUS CUCTEMBI JIOKYMEHTALIHOHHOTO
o0ecrnieueHus ynpaBIeHUS;

- U3YYUTH TOPAJIOK OpraHU3AIMH CIY>KObI TOKYMEHTAIIMOHHOTO OOECIeYeHUsl YIpaBJICHUS B
COBPEMEHHOMN OpraHU3allHu.

Z[I/ICLII/IHJ'II/IHEI HalipaBJICHA HA (I)OpMI/IpOBaHI/Ie CJICAYIOIUX KOMIIETEHITH:

OIIK -2. Cioco0eH HaXOAUTh OPTraHU3AIMOHHO-YIIPABICHYECKUE PEIICHHSI IPU PEIICHUH
3a1a4 B cepe cBoelt mpoecCHOHATBHON IS TENHHOCTH.

B pesynbrare ocBOCHUS AUCITUTUITMHBI 00YUYaAIOIUNCS TOJKEH:

3namp:

COBpPEMEHHBIE MPOOJIEMbI JOKYMEHTAITHOHHOTO 00CCTIICUCHHSI YIIPABICHUS U apXUBHOTO JIEJa;

MOPSIOK pabOTHI CITYKO TOKYyMEHTAIIMOHHOTO 00eCIIeYeH sl YIIPABIEHUS U apXUBOB

Ymemes:

pemats npodecCUoHaIbHbIC 3a7aui B cepe JTOKYMEHTAIIMOHHOTO O0eCIeYeHHsl YIpaBIeHUs
Y apXHUBHOTO JIETIa,

perIaMeHTHpOBaTh paboTy CIYKO TOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPABICHUS U apXUBOB

Bnaoems:

HABBIKAMU OIICHKH COBPEMEHHOTO COCTOSIHUSI CHCTEMBI JOKYMEHTAIIMOHHOTO O0ecredYeHUs
yIIpaBJICHUS U apXUBHOTO JIETIa,;

HABBIKAMU OpTraHM3aIiy paboThl MOApa3IeICHU B cepe TOKYMEHTAIMOHHOTO 00eCIiedeH s
yIIpaBJIeHUS U aPXUBHOTO JIeJla B COOTBETCTBUU C HOPMAaTUBHBIMH TPEOOBAHUSIMH.

[To muctuIuIMHE MpeyCMOTPEHA TPOMEKYTOUHAs aTTecTanus B opMe dK3aMeHa.
OO01mast TpyJ0€MKOCTh OCBOSHUS JUCIUTIIIMHBI COCTABISET 4 3a4STHBIX STUHUIIBL.



