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|. [losicHUTEIbHAS 3aIIMCKA
1.1. Heas u 32024 JUCHUILTHHBI (MOTYJIA)

Henp AUCHUTIIMHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOLIETO OCHOBHBIC HAIPABJICHUS
rOCYy/IapCTBEHHOW periiaMeHTaIu padoThl ¢ JokyMeHTamu B Poccuiickoit Deneparuu, 3a1auu
CITY)KOBI JOKYMEHTAITMOHHOTO O00ECIICUCHUs yIPABICHUS U BJIQJCIOIICTO METOJaMU aHAJIU3a U
COBEPIICHCTBOBAHMS TEXHOJIOTUU TUIMOBBIX JIEIONPOU3BOICTBEHHBIX OTEpaIUid.

3a1aun TUCHMILINHbI:

- U3YYUTHh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIOMPOU3BO/ICTRA;

- OBJIQJIETh CIIEHMAIILHON TEPMUHOJIOTHUENH;

- M3Y4YUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, IPAaBOBYI0O W HOpPMaTUBHYIO 0a3y,
perIaMEeHTHPYIOIIYIO padoTy C JOKYMEHTAIIUEH;

- chopMHpOBaATh Y CTYIEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JIEIIOMPOM3BOJICTBEHHBIX

onepaunﬁ B YCIOBUAX IMPUMCHCHHUA TPAAULOHUOHHBIX W aABTOMATH3UPOBAHHBIX TEXHOJOr Ui

00paboTKU JOKYMEHTOB;

- chopMHupOBaTh HABBIKM aHAM3a CHCTEMBI

YIpPaBJIECHUS;

- OIIPCACIINTD HaIlpaBJICHUA BO3MOXXHOI'O COBCPIUICHCTBOBAHHA CHCTCMbI

JAOKYMCHTAlIUOHHOT'O obecrnieueHUs YHPaBJICHUA,

-  H3y4YUTH

MOPSIZIOK  OpPTaHM3AIUU  CITYXKOBI

YIIPaBJICHUS B COBPEMEHHON OpraHU3allkH.

JOKYMCHTAlIHOHHOT'O obecreueHus

1.2. IlepedeHb IIaHUPYEMBIX PE3yJIbTATOB O0YUYEHHS IO JUCUUIUIMHE (M00YI10), COOTHECEHHBIX
C UH/IMKATOPAMU JOCTUKEHHSI KOMITETEHIUI

Komnerenuus

(K01 1 HAMMEHOBAHUE)

HNuaukaTopbl KOMNIeTeHU U

(K01 1 HAMMEHOBAHNE)

Pe3yabTaThl 00yuenust

OIIK-2. CrnocobeH HaxOIWTh
OpTraHU3aIMOHHO-
YOPABJICHYCCKHUE PEIICHHS PU
pemennu 3a1ad B chepe cBoer
poeCCHOHATBHOM
JIESITeITBHOCTH

OIIK -2.1. 3HaeT OCHOBHBIE
COBpPEMCHHBIE IIPOOJIEMBI TOCTPOCHHUS
CUCTEMBI JOKYMEHTAI[MOHHOTO
o0ecrieueHHs yIIPaBICHHUS U ApXHUBHOTO
zena

3HaTh: COBPEMEHHBIE TPOOIEMBI
JIOKyMEHTAI[HOHHOTO 00eCIeYeHus
yIpaBIEHUS U apXUBHOTO JeNia

YMeTh: penaTh NpodecCHOHAIbHBIE 3a1a41
B cepe TOKYMEHTAIMOHHOTO
obecrieyeHuns! ynpaBieHNs] U apXUBHOTO
nena

Brnanets: HaBbIKaMM OLIEHKH COBPEMEHHOIO
COCTOSIHUS CUCTEMBI IOKyMEHTALIMOHHOTO
oOecriedeHns yIIpaBlIeHHUs U apXHUBHOTO
Jena

OIIK-2.2. OprannzoBbiBaeT paboTy
HoZIpa3iesieHni B cdepe

3HaTh: NOPANOK PabOTHI CIry)O
JIOKyMEHTAI[MOHHOTO 00eCIedeHus

JOKYMCHTAlIUOHHOTI'O obecrnieueHus




JIOKYMEHTAIMOHHOT'O 00CCIICYCHUS VIpaBJICHUS U APXHBOB
yIpaBlIeHUS U apXUBHOTO Jlea
YMeTh: periaMeHTUPOBaTh padoTy ciayx0

JOKYMEHTAI[HOHHOTO 00eCIIeYeHUs
YTIPaBICHUS U ApXUBOB

Biiagets: HaBbIKAMH OpTaHU3AIH PAOOTHI
moipa3iesieHuit B cepe
JOKYMEHTAI[MOHHOTO 00eCIeYeHuUs
yIpaBJICHUS U APXUBHOTO JIeja B
COOTBETCTBHU C HOPMATHBHBIMHU
TpeOGOBaHUSIMU

1.2. Mecrto AucCUMILINHBI (MOYJIsI) B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOIM MPOrpaMMbl
Jucuumnnuna (Moxynb) «Opranusanus U TexHonorus JJOY» oTHocuTcs k 00g3aTenbHOM
yacTH 0JIOKA JUCIMILINH YIeOHOTO TUIaHa.
Jlis OCBOGHUWSI JHCIUILTMHBI HEOOXOAMMBI KOMIIETCHIIUU, C(HOPMHpPOBAHHBIE B XOJE
M3Y4YEHUs CIEAYIOIIUX AUCHUIUIMH: «/{okymMeHnToBeaeHue», « OCHOBBI pOCCUICKOTO MpaBa».
B pesynbrare ocBOeHMS TUCHUIUTMHBI ()OPMUPYIOTCS KOMIIETEHIIMU, HEOOXOAUMBIE IS
W3YUYeHUs CIEAYIOMMX TUCHUIIINH U MPOXOXKICHUS MpakTHK: «KaapoBoe Jenonpon3BOICTBO»,

((OpFaHI/I3aIII/IOHHI>IC OCHOBBI CTaHAAPTHU3aAlUN JOKYMCHTAIITMOHHOI'O obecrneyeHus YOpaBJICHUSA »



2. CTpyKTypa AMCHMILIMHBLI (MOXYJIs1)

OO6mas TpyJ0€MKOCTh AUCHUIUIMHBI COCTABISIET 4 3.€., 144 akajeMuueckux yaca.

CTpyKTypa AUCHUNIMHBLI /ISl 04HOH ()OPpMBbI 00yUeHH s
O0beM IUCHUTIIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYAIOMIMXCS C IMeJarorn4eCKUMH

paboTHUKaMU U (WJIM) JTUIAMU, TIPUBICKAEMBIMHU K peaju3aliu 00pa3oBaTeIbHON MPOrpaMMBI
Ha MHBIX YCJIOBUSX, IIPU NPOBEJCHUN YUEOHBIX 3aHITHI:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
3 Jlekuun 32
3 JlaGopaTopHbie pabOThI 48
Bcero: 80

O6beM TucHUIIMHBL (MOTyJIs) B (hopMe caMOCTOSATEIbHON PaOOThI 00YUYAIOIIKUXCS COCTABIISIET

64 akazeMHyecKuX 4aca.

3. Conep:xkanue TUCHUILIUHBI (MOTYJIs1)

VCTOYHMKHU U JIUTEPATYpPA

Ne [ HaumenoBanme pa3jaena Conep:xanue
JUCIHUILIMHBI
1 1. Hasaauenue Kypca, [Ipenmer, copepkaHue W  3aJadd Kypca.

TepMUHOIOTHST OCHOBHBIX TOHATHM B 00JacTH
NeJIONpPOU3BOACTBa, €€  a3Bomonus.  OleHka
TEPMHHOB B OT€UECTBEHHOW JIUTEpaTypeE.

B3aumocBss3p OpraHu3aluu u
TEXHOJIOTMH TOCYAApCTBEHHOIO JEJIONPOU3BOICTBA
c pa3BUTHEM TOCYAAPCTBEHHOIO ammapara, ero
GYHKIUSAMHA ¥ CTPYKTYPOH. Ilepnogusanus
OCHOBHBIX 3TaINoOB Pa3BUTHS JEJIONPOU3BOJICTBA.

Oco0GeHHOCTH U 3aKOHOMEPHOCTU PabOTHI C
JOKyMEHTaMH B yupexaeHusX Poccuu B pa3nuuHbie
UCTOpUYECKHE MEepPHUObl, WX IPEEeMCTBEHHOCTh B
YCIIOBUSIX JI€ATEIBHOCTU COBETCKOTO M POCCUIICKOTO
roCyJJapCTBEHHOTO amnmnapara.

MecTo Kypca cpeau JOpyrux H3y4aeMbIX
JUCLUTLTUH.

O030p HCTOYHMKOB U JUTEPaTyphl IO
JeIonpou3BoACTBY B Poccum mo 1917 r.

Jluteparypa 10 Hay4yHOHW OpraHu3alvu




ynpasiendeckoro tpyaa B 1920 - 1930-x rr., ee
3HaYEHUE JJIS U3yUeHUs Kypca.

Pabotsl mo pnemompousBoactBy  1960-x -
1980-x IT., dbopmupoBanue HOBBIX
paIMOHANN3aTOPCKUX HIEH M WX OTpPakeHHE B
HMCTOYHUKAX U TUTEPAType, MEPUOTNICCKON ITeUATH.

CoBpeMeHHass cHelualibHas JHUTEpaTypa,
y4eOHUKH W ydeOHble mocoOus. M3meHeHue
TEMaTUKU HAy4YHO IMpakThueckux pador B 1900-e -
2010-e IT. B CBsI3U C CO3IaHUEM
ABTOMATHU3MPOBAHHBIX CHUCTEM JCIOMPON3BOACTBA,
COBPEMEHHBIX CpEICTB KOMMYHHKAITIH,
OPraHU3alMOHHON U BEIYMCIIUTEIbHON TEXHUKHU.

JlutepaTypa 1O TEOPHH U IPAKTUKE YIPABICHUS
JMOKyMEHTaIruen 3a pyoexxom. OIleHKa BO3MOXHOCTH
3aMMCTBOBaHMUS  3apyOeXHOTO OMBITa padOTBI  C
JOKYMEHTaMH

2.1. Bo3HNKHOBeHHE M pa3BHTHE
J1eJIONPOU3BOICTBA B
yupexaenusix Poccun XVI - XVII
BB.

PernamenTanusi 3aKOHO/ATEILHBIMU aKTaMU
XVI - XVII BB. oTHneapHBIX CTOPOH CO3JaHUS H
odopmieHus JIOKYMEHTOB, o0s13aHHOCTEH
“cy)unpix” JIIOEN. Opranuzanus
JIEIONPOU3BOJICTBA B IIEHTPAIBHBIX YUPEXKICHUIX
Pycckoro LHEHTPATN30BaHHOIO rocyaapcTBa
(mpukaszax), 1 MECTHBIX YUpEXKIEHUAX (IIPUKA3HBIX
n30ax), ero ocooeHHocTH. OCHOBHBIE 3Tallbl padOTHI
c JIOKyMEHTaMHU, JIEIOTIPON3BO/ICTBEHHbIE
onepanuu. Ctonb1oBas opma 1eT0npOru3BOICTRA.

2. 2. [enonpoussoactso B
yupexxkaeHunax Poccum XVl B

XapakTepucruka «I'eHepanbHOrO
periamMeHTa» 1720 T. KaK OCHOBHOTO
3akoHogarensHoro akta XVIII B. mo opranuszanuu
JIeTIOTIPOM3BOCTBA. PeriameHTanust JTOMKHOCTHBIX
0053aHHOCTEH  CIIy’)KalllMX B 3aKOHOJATEIhCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cekperaps
B KOJUIGKCKOM Jenonpou3BojcTBe. OcoOeHHOCTH
TEXHOJIOTUM  JEJONpou3BojAcTBa.  OpraHuzaunus
apXMBHOT'O XpPaHEHUs TOKYMEHTOB.

«Obee yupexaeHue ryoepackoe» 1775T. o
MOPSIIKE  JIENTOTIPOU3BOACTBA ¥ YCTAHOBIICHHE
MepapXuu B JOKYMEHTHPOBAHUH B3aMMOOTHOIICHHH
[EHTPAIGHBIX W MECTHBIX yUYpexaeHud. OTmuuaums
TexHosorun  aenomnpousBoactea  XVIII B, ot
TEXHOJIOTUH IPEJIIIECTBYIONIETO MEPHOAA.




2.

3. Jleonpou3BOACTBO B

yupexaenusax Pocemu  XIX -
Hayajge XX BB.

«O0miee yupexIeHue MUHUCTEPCTB»
1811 r. Kak OCHOBHOH 3aKOHOIATEIbHBIN aKT IO
€IMHOOOPa3HOMY TMOPSIIKY JEIONPOU3BOJCTBA B
yupexaenusix  XIX B, Co3gaHue  CHUCTEMBI
JIEJIONIPOU3BO/ICTBA, COOTBETCTBYIOIICH
€IMHOHAYAIILHOMY TOPSIIKY MPUHATHS PEIICHUN B
LHEeHTpaIbHBIX  yupexaeHusx Poccum XIX B,
PernamenTanus ABM>KEHUS JOKYMEHTOB.

TenpeHuun pocra JOKYMEHTOOOOpOTa H
Mepbl IO €ro COKpAIIEHUI0 B 3aKOHOJATEIbCTBE
XIX B. Bnusinue HOBBIX CpPEICTB
JOKYMEHTHUPOBAHUS, CBSI3H, KOITUPOBATHHOU
TEXHHUKH Ha CHUCTEMy padOThl € JOKYMEHTaMH.
Pazpabotka palloOHATBHBIX CUCTEM
JIEJIONPOU3BOJCTBA B OTIEIBHBIX BEIOMCTBaX U
3HaUEHUE OJTOr0 ONbITa JJiA  IOCJIEIYIOIIEro
Pa3BUTHUSA JEIONPOU3BOJICTBA.

CoBpemeHHas OIICHKA CUCTEMBI
JIETIONPOU3BOJICTBA JOPEBOIIOUUOHHON Poccun u
€ro BJIMSHHE Ha JaJIbHEHIee pa3BUTHE CIIOCOOOB U
METOJI0B pabOThI C JOKYMEHTaMHU.

2.4.

CraHoB/iIeHMe M pa3BUTHE
JeJI0NPOU3BO/ICTBA B
COBETCKHX TOCYIapCTBEHHBIX
yupexRIeHHusX.

[Toucku parroHaJbHBIX (POPM OpraHU3aALUU
nenonpousBoacTsa B 1919 -1920-e roasr.

Hayuynas opranuzamus ymnpaBiIeHYECKOIO
Tpyda Kak (opma OOIIECTBEHHOrO [BM)KEHHUS 3a
paloHaIN3alHIo rocanmnapara.

Co3znanue HAy4YHO-HCCIIEI0BATENbCKUX
MHCTUTYTOB, BEJOMCTBEHHBIX U BHEBEIOMCTBEHHBIX
OpraHoB panroHaIN3aIMH, ux
HCCIIEIOBATENbCKAs JEATENBHOCT U MPAKTUYECKHE
pa3paboTKK MO BHEAPEHUIO HAYyYHOW OpraHU3aINH
ynpasieHdeckoro tpyga (HOVYT).

OmnbiT paboTel OTnena agMUHUCTPATUBHOM
texuukn (ATO) HK PKM CCCP, akuumonepHoro
obmectBa  «Oprcrpoit», WHCTUTYTAa  TEXHUKH
yIpaBlIeHUS 1o paloHaIn3auu
JIEJIONPOU3BOJICTBA B LIEHTPAJIBHBIX M MECTHBIX
YUPEXKIECHUSAX.

XapaktepucTuka M 3HadeHue «OOmux
MPaBUJ TOKYMEHTALlUM M JJOKYMEHTOOOOPOTa» Kak
MOTBITKM OOOOIIEHUSI METO/0B palMOHATU3ALNH




JIETONPOU3BOJICTBA W BHEAPECHHS B MPAKTHKY
paboThl  EAMHBIX MpaBUJl  OpPraHU3allud |
TEXHOJIOTHH JISJIOTIPOU3BOJICTBA.

JleaTenbHOCTD I'maBHOrO ApPXUBHOTO
ynpasinenuss (I'AY) CCCP no wmeroauueckomy
PYKOBOJACTBY JIEIONPOU3BOICTBOM.
Metoanueckue pa3paborku 'AY CCCP 1960-x rr.
10 OpraHU3AIMK M TEXHOJIOTHHU JEIONMPOU3BOCTRA.
Co3nanue u BHeapeHue (OCHOBHBIX MOJOKEHUN
Enunon roCy1apCTBEHHOM CUCTEMEI
nenonpousBogctBa (EI'CJl), ee 3HaueHue yist
OpTraHH3aIMH JICTONPOU3BOJICTBA B YUPESIKICHUIX H
OpraHu3aIusX.

AKTHBU3AIUS COBEPIIICHCTBOBAHUS
nenonpouspoacTea B 1970-e¢ — 1980-¢ rr. Pa3zsutue
TEOPETHYECKUX M TPHUKIQJHBIX HCCIICIOBAaHUH B

o0iacTu COBEPIICHCTBOBAHUS
JOKYMEHTAIMOHHOTO OOeCcTeueHus YIPABIICHHUS.
@opMHUPOBAHUE KOHIECHIUA J1OY. Llens,

HazHayenne, coctaB OCHOBHBIX  IOJIOKEHUHI
I'CAOY, xapakTepuCTHKa OCHOBHBIX MOJOKEHUN U
TEMATHYECKHUX Pa3J/IeiIoB.

3.1. Opranusanus
JAOKYMEHTALIMOHHOT0
olecrieyeHust ynpaBJIeHHA

Jlokymenmayuonnoe obecneuerue
VNPABeHUst - 0CHO8A MEXHOJI02UL YNPABTIeHUs.

[TonsiTue «JIOKYMEHTAIIMOHHOE
obecrieuenue ymnpasierus» (HOVY). CooTHomeHne
TMOHSATHH «AEJTOTPOU3BOJICTBOY,
«JIOKyMEHTAllUOHHOE 00€eCleYeHne YIpaBICHUN»,
«yIpaBlieHUE JOKYMEHTaMm. VYmpasnenue
JOKYMEHTaMU KaK COBOKYIHOCTb JIEUCTBHM C
JIOKyMEHTaMHU OpraHu3aIn c LENbIO
JI0OKa3aTelibcTBa  NPOBEIEHUS]  YNPABIECHYECKUX
orepanui. TpeboBanus K yIpaBICHUIO
JIOKYMEHTaMH.

VYnpasneHueckas JEeATEIbHOCTh u
JOKYMEHTAllMOHHOE  oOecrieyeHne  yrnpaBieHUS.
JIoKyMeHTalMoOHHOE OoOecrieueHne yIpaBlIeHUs Kak
(GyHKIOMS yNOpaBlIeHUs,, €r0 MECTO Cpeau IPYTUX
GbyHKIUE ynpaBieHus. 3HAYEHHE TOKYMEHTOB JUIS
peanu3alnuy ynpaBiIeHUYECKUX pelieHuid. BrnusiHue
XapakTepa yOpaBlIEHUS, TMPUHIUIOB MPUHATHS
YOPaBJICHUYECKUX pEUICHUH  Ha OpraHu3aluio M
TEXHOJOTHI0  JOKYMEHTAllMOHHOTO 00ecredyeHus
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yIIPaBJICHHUS.

JloxyMeHTannoHHOE o0ecrnieueHue
yIpaBlIeHUs] KaKk cUCTeMa palboThl ¢ JOKYMEHTaMHU.
@akTopbl, BIUAKOLIIME HA €ro OPraHu3alui Hu
TEXHOJIOTHIO B YUPEKICHUAX, OPraHU3aLMUsAX U HaA
NPEANPUATHAX  PA3IUYHBIX OpPraHU3alMOHHO-
npaBoBbIX GopM. OpraHu3aliOHHBIC, TPABOBEIE,
COLMAJIbHBIE U IICUXOJOIMYECKUE ACIIEKThI
JIOKYMEHTAIlMOHHOTO 00eCrieueHus yIpaBIeHUsI.

BnusiHne  aBTOMAaTH3MPOBAHHOH — TEXHOJIOTUH
00pabOTKM  JOKYMEHTOB Ha  JIOKyMEHTAI[MOHHOE
obecrniedeHune ympaBieHHs..

B3anmocssi3b JOKYMEHTAIL[MOHHOTO
oOecnieyeHus yIpaBJICHUS c XpaHEHUEM
JOKYMEHTOB B  apXUBE OpraHu3alud U B
roCy/1apCTBEHHBIX apXUBaXx.

Hanpasnenus cocyoapcmeennozo
pe2yIuposanus 0enonpou3800cmea
6 1990-e — 2000-e 200w1.

XapakTepUCTUKAa  3aKOHOJATENbHBIX U
HOPMAaTUBHBIX  IPaBOBBIX aKTOB  Poccuiickon
@enepanyy,  perlaMEHTUpPYIOLUX  paboTry ¢
JOKyMeHTaMu.  HampaBneHusi rocyJapCTBEHHOTO
perynupoBaHus. 3aKOHOJATENbHOE 3aKperieHue
o0mux TpeOoBaHUM K JOKyMEHTaM WU CHCTeMaMm

yIpaBJIeHUs. OTBETCTBEHHOCTh 3a paboTy ¢
JOKYMEHTaMH M UX COXPaHHOCTb.
XapakTepucTuKa HOPMAaTHUBHO-

METOANYCCKUX JOKYMCHTOB MCKOTPACICBOro

JEUCTBHS.

3.2. Opranmsanus cayxon1 JJOY. Opranu3zanuoHHbIE bopmbl
JOKYMEHTAIIMOHHOTO  O0ECTeYeHUsl  YIPABICHHUS.
dakTopsl, OTIpeIeNISIoIe BBIOOP

OpraHu3alMOHHOW  (QOpMBI B KOHKPETHOM
OpraHu3alyH.
OcHoBHas 11€J1b, 33/1a4U U PYHKIIMH CITY>KOBI

JOV.
Tunosble CTpyKTYpHI ciyx0b1 JJOY.
PernamenTanus byHKIII
MOJpa3IeJICHUI 0  JOKYMEHTAallHUOHHOMY

O6CJ'Iy)KI/IBaHI/IIO . TunoBele u UHAUBUYAJIbHBIC
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nonoxenus o ciyxoe JIOY. Tumosoit dhopmyssp
MOJIOKEHUSI, cOoCTaB  MHGOpMaluu,  HOPSAOK
pa3paboTKU U YTBEPHKICHUSI.

JIOJPKHOCTHOM M YHCJIEHHBIA  COCTaB
pabotHuKOB ciyx0b1 JJOY. @yHKIMN paOOTHHKOB
CITY OBl A0V (cexperapb CTPYKTYPHOTO
0JIpa3esieHus, CEKpeTaphb PYKOBOJUTES,
WHCIEKTOp MO KOHTPOJII U T.JA.). 3aKpervieHHe
OTBETCTBEHHOCTH U TOJHOMOYUN pPabOTHUKOB
cyx6er JIOY.  JIoJDKHOCTHAsE WHCTPYKIUS Kak
OCHOBHOM HOPMaTHBHBII JIOKYMEHT,
oTpeAe oIl OpraHU3aLIOHHO-TIPABOBOE
MoJIOKeHHE paboTHHKA. DPOopMyJIsip TOJKHOCTHOM
UHCTPYKLIMH, COCTaB HH(pOpMauuu, HOPAIOK
pa3paboOTKU U YTBEPIKICHUS.

[Tonoxxenue o ciyx6e JJOY u gomkHOCTHas
WHCTPYKUUSA KaKk  HOpMaTHBHas  OCHOBa
pacrmpezneneHus Tpyaa MEXIy MOJpa3JeieHUsIMUA U
WCTIOTHUTEIISIMHU.

WNHCTpykng 1o JAenonpou3BOACTBY -
OCHOBHOW HOPMAaTUBHBIN aKT, PETJIaMEHTUPYIOLIUI
TEXHOJOIMI JOKYMEHTAallMOHHOTO  00ecreueHus
ynpasieHus.  TumoBele W MHAMBUyaJIbHBIE
uHcTpykumu.  Ilopsgoxk  pa3paboTku,  cocTaB
uH(bOpMalNK, paBUia YTBEPKIAECHUS U BHEAPECHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHMU3alMM 3a
co0uroIeHre TpeOOBaHUM HHCTPYKIIMH.

HopmupoBanue tpyna paOOTHHUKOB CITy>KObI
JOY, TunoBble  HOPMATHUBBI  BPEMEHH  Ha
JIeJIONPOU3BOJICTBEHHBIE PA0OTHI.

Pasmenienne CTpyKTypHBIX NOAPA3ACICHUN
cnyx0b1 JIOY. VYcnoBus Tpyna, opraHuzanus u
o0opyaoBaHHEe pabOUUX MECT.

[Topsimox XxpaHeHHs mieyaTed, ONaHKOB U
IpaBWwja IOJIb30BaHMSI MMH. OTHKA JEJIOBBIX
OTHOIICHUH, TCHUXOJOTMYECKUNA acleKT paboThl ¢
JIOKYMEHTaMHU. [ToaroroBka KaJIpoB
NEJIONPOU3BOJCTBEHHBIX  CITYXkO. DopMbI
MOBBIIEHUS  KBaJUM(UKAIMM  CIIEHUAINCTOB B
obmactu JIOY.

3.3.
JOKYMEHT0000poTa

Opranuzanus

Onpenenenue HOHITHSI
«JTOKYMEHTO000POTY. OOmme TNPUHIUIBI |
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METOMYECKHUE OCHOBBI OpraHu3aIuH
JTOKYMEHTO000pOTa, 1704 peanu3arys B
JCHCTBYIOINX TOCYJIAapPCTBEHHBIX HOPMATHBHBIX
JOKYMEHTaX.

CrpykTypa u o0mas XapakTepUCTHKA
JTOKYMEHTOMOTOKOB.  O0BeM IOKyMEHTOOOOpOTA.
VYyer konruecTBa JOKYMEHTOB.

[Tpuem, MIPOXOKICHHE u MOPSAIOK
WCIIOJTHEHUS MOCTYHAIOIINX JIOKYMEHTOB.
[lepBuunas SKCIIEUIIMOHHAS o0OpaboTka

nokymeHntoB. [IpenBaputenbHoe  paccMOTpeHHE
JIOKYMEHTOB. Paccmotpenue JIOKYMEHTOB
PYKOBOJCTBOM OPraHU3allU{, IPUHITHE PELICHUS O
XapakTepe UX  MCIOJIHEHMS. Hanpasnenue
JIOKYMEHTOB Ha UCIIOJIHEHUE.

JloctaBka ~ TOKYMEHTOB  HCIIOJIHHUTEISM,
MOpANOK WX Tmpuema © nepemaun. Pabota
WCIIOJIHUTENS C JOKYMEHTaMH. DTarbl UCTIOTHEHHUS.
[Topsimox 00pabOTKH OTHIpaBISIEMBIX JOKYMEHTOB.
[IpaBuia opraHuzauuu JBUKEHUS BHYTPEHHUX
NOKyMeHTOB. HarmpaBieHust coBepLIEHCTBOBaHUS
JIOKYMEHTO00O0pOTa U MMYTH €r0 COKPAIICHHUS.

TenneHunn pocra JIOKyMEHTOOOOpOTa B

COBPEMEHHBIX OpraHu3aIusIX. Bnusiaue
aBTOMaTH3alMu  o0paboTKM  HMHOpPMALMM  Ha
KOJINYECTBEHHbBIE U KayeCTBEHHbIE

XapaKTepUCTUKH TOKYMEHTOO00pOTa.

3.4. Perncrpanusi 10KyMEeHTOB H
opraHu3anus CIIPABOYHO-
UHGpOPMAIHOHHOIO
00CTy’)KNBAHMS.

Perucrpanmss ~ kak  cocTaBHas  4acTb
texHonorun  JIOVY. IlpuHnummel  perucrpanuu
JIOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanoHHbIX (opM, cocTaB HMHPOpPMALUU H
MOpANOK MX 3amojHeHus. Pa3Butue cmnoco6oB
perucrpamnuu B rocyapCTBEHHOM
JIEJIONPOU3BO/ICTBE.

B3aumocBsi3p perucrpanum JOKYMEHTOB C
OpraHusanuen CIPaBOYHO-MH(POPMALTMOHHON
paloThl, opraHu3anueil KOHTPOJS HCIOJHEHUS H
nocneayoieil 00paboTKOM TOKYMEHTOB.

WNunexcupoBaHue JOKYMEHTOB. 3HAYEHHE U
IpaBuJIa dbopmupoBaHus WHJIEKCOB.
WnnekcupoBaHne  TOKYMEHTOB B YCIIOBHSIX
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TPaIUIUOHHON 00PabOTKH TOKYMEHTOB.

[Tpunuunel noctpoeHus MHGOPMAIMOHHO-
nouckoBbIx cucteM (UIIC) pyunoro tuma, ux BUIBIL.
HNudopmannoHHO-CIIpaBOYHOE o0cITy’)KUBaHUE
anmapara yOpaBJ€HUS B YCIOBHUAX IPUMEHEHHUS
aBTOMaTU3UpoBaHHBIX TexHoJoruit JIOY. Ilouck u
HCII0JIb30BAaHUE uHpOpMALIUU B
aBromatuzupoBanubix UIIC.

10

3.5. KoHTpogb  HCHOJHEHMS
JTOKYMEHTOB

®opmupoBanue TpeOOBaHUN K OpraHU3aLUU
KOHTpPOJIA HCIIOJTHEHUS JIOKYMEHTOB B
JEJIONPOU3BO/ICTBE.

3HaueHue KOHTPOJIA 3a CpoKamu
HCIIOJTHEHUS JIOKYMEHTOB B amnmapare
YIPaBICHUS. OcHoBHbIE IIPUHLINATIBI €ro
OpraHH3alyH.

3agaun  cayx6b1  JIOY 1o  KOHTpoiro
UCIIOJIHEHUS JOKYMEHTOB. Kareropuu 10KyMEHTOB,
HoJIe)Kalue  KOHTPOJIIO Cpoku HCHOJHEHUS
JOKyMEHTOB. Te€XHOIO0TUsI KOHTPOJIBHBIX OIEPALIUN.

PernamenTel  BHYTpEHHEH  OpraHu3alUuU
(benepanbHBIX OPraHOB HCHOJHHUTEIBHON BJIACTH
KAaK OCHOBAa KOHTPOJIA HMCIOJIHEHMsI JOKYMEHTOB B
rOCyIapCTBEHHOM arnmnapare Poccuiickoit
denepanuu.

O0Oo0Ommenye, aHaau3 W  HCIOJIL30BaHUE
JaHHBIX 00 HCIOJIHEHUH JIOKYMEHTOB B YCJIOBHUSX
TPaJAUIIMOHHON U aBTOMATU3UPOBAHHOW TEXHOJIOTUHU
00paboOTKN JOKYMEHTOB

ABTOMaTH3UPOBAHHBIE CHUCTEMBI KOHTPOJIS
3a CpOKaMM MCIIOJIHEHMSI JOKYMEHTOB, OIBIT HX
IIPUMEHEHMS.

11

3.6. Opranunzanus
1eJIONPON3BO/CTBA no
NPECIIOKCHUAM, 3asiBJICHUAM M
JKaJ100aM rpaxaan

OO0111eCTBEHHO-TTOJINTUYECKOE U COLIMAIIbHOE
3Ha4YCHHE OOpalIeHW TpaaaH. 3aKOHOJATEIbHAs
pernmameHTanust  paboOTBl € MPENIOKEHUSIMHU,
3asIBJICHUSMU U jKajlo0aMu Tpak/iaH.

dopMupoBaHue HOPMAaTUBHOMN 6a3sbl,
perinaMeHTHpYIoIeil  OpraHuM3anuio  paboThl ¢
OoOpalleHus MU~ TpaXJaH B  TOCYJapCTBEHHOM
anmapare.

OcHoBHble 3amaun  ciayx0sl  JJOY 1o
OpraHu3anuu padoThl ¢ 0OpaIlleHUsIMHU TpakKIaH, ee
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ocobennoctH. Onepanuu 1o npueMy, perucTparyy,
KOHTPOJIIO HWCIIOJIHEHHMS, TNPUHATHIO PEIICHUH MO
oOpamenusaM  rpaxnadH. CpokdM  HCHOJHEHHS.
TpeboBanust K COAEPKAHNUIO OTBETHBIX JOKYMEHTOB.
dopMupOBaHUE U XpaHEHHE JEIT C TMPEATOKEHUSIMH,
3afBICHUAMU M jkajnobamu rpaxaan. O6oOmeHue,
aHaIM3 M MHCIONb30BaHME MJaHHBIX O pabore ¢
oOpalleHUsAMH IrpakJaH B arnapare yrnpaBiIeHHs.

Opranuzanus npueMa  TpakaaH B
TOCYapCTBEHHBIX YUpeKACHUSIX. DOPMBI U METO/IBI
COBEpIICHCTBOBaHMS pabOTHl ¢  OOpaIieHus MU
rpaXIaH B OpraHax TOCYAapCTBEHHOW BIIACTH H
yIpaBJICHUS, B OOIIIECTBEHHBIX OPTaHU3aALUSAX.

[Tpumenenue aBTOMAaTH3MPOBAHHBIX
TEXHOJIOTUH  JUIA ~ TOArOTOBKH  OTBETOB U
OpraHHU3aLH UH()OPMAIOHHO-CIIPAaBOYHON
CIy’)Obl B YYpEXKACHUAX C OONBIINM 00BEMOM
oOpalleHuii TpaXkiaH.

12

3.7. XpaHeHHe JOKYMEHTOB B
JeJIONPOU3BO/CTBE OPraHU3aAUNHU

Opeauwauwz meKyuleco Xxpanernus
OOKyMeHI’I’IOG u obecneverue ux COXparnHocmu

OCHOBHBIE TIOJIOKEHUSI 3aKOHOAATEIIbHOU
perinaMeHTanuu XpaHEHUst JIOKYMEHTOB B
Poccuiickoit denepanuu. Meroanueckue
JOKYMEHTBI 10 OpraHu3alyy XpaHEHHUs.

XpaHeHHEe  JOKYMEHTOB B CTPYKTYPHBIX
nojpazfeneHusix opraHuzanuud  OTBETCTBEHHOCTh 3a
COXpPAaHHOCTb HNOKYMCHTOB. OpFaHI/IBaLII/IH CHpaBO‘IHOﬁ
pa6OTI)I " HOpAJOK BblIa4YW JOKYMEHTOB BO BPEMCHHOC
IOJb30BaHUE  IPU  XPaHEHUHM B CTPYKTYPHBIX
noApa3aACICHUAX. XpaHeHHe JAOKYMCHTOB Ha
HETpaJUIIUOHHBIX HOCHUTCJIAX.

CoxpaHHOCTh JTOKYMEHTOB TpY pPEOpPraHHU3aldN
1 JIMKBUJIALIMU OPTraHU3aIui.

Homenxnamypa oen
[TonsTHE «HOMEHKIIATYypa Aen». HazHaueHue
HOMEHKJIATyphI 1en. HoMeHkatypa fenm kak OCHOBa
CHUCTEMATH3allMK  JIOKYMEHTOB B  IICNIAX  HX
MOCIIEYIOIIEr0 XpaHEHUSI.
TpeGoBaHMs K COCTABICHUIO HOMEHKIIATYPBI
nen. Wx pernaMeHTanuss B 3aKOHOJATEIbHBIX
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aKTaX W HOPMATHBHO-METOJUYECKUX JIOKYMEHTax
MEXKOTPaCIIEBOTO JCHCTBUSI.

Buapl HOMEHKIATYp Ziei, uX 0OCOOCHHOCTH U
Ha3HAYeHUE MeTtoauka COCTaBJICHHUSI
HOMCHKJIATYPbI hi(S U3y4eHHe cocraBa
JOKYMEHTOB, pa3paboTka  Kiaccu(UKAIMOHHON
CXEMBI; COCTaBJICHHE 3aroJIOBKOB Jell U HX
CHUCTEMAaTH3alusg C  Y4YeTOM  YCTaHOBJICHHBIX
TpeOOBaHMIA.

[Topsimok  odopmileHUs, COTJIACOBaHUS U
YTBEPXKICHHUSI HOMCHKJIATYPBI Aesl. CPOKH XpaHCHHUSI
JIOKYMEHTOB

Hcnonp30BaHWe HOMEHKIATYpPHI J€T B
OTIEpaTUBHOM XPaHECHUH M ApXHUBE OpraHU3aINU.

Opeanuzayus u nopsoox gopmuposanus
oen

[TonsiTue “dopmupoBanue nen”’, OCHOBHBIC
TpeOOBaHUSI K  MPOBEACHUIO 3TOM  PabOTHI
CoBpeMeHHAasT HOpPMAaTUBHO-METOAHMYECKas 0a3a,
orpeensomas TpedoBaHus K (OPMHUPOBAHUIO JEIT
B JICJIONPOU3BOJICTBE.

®opmupoBaHHE JI€1 B OpraHU3alUsiX
Pa3MUYHBIX YPOBHEH ympaBlieHHUs. 3afaud CIIyKObI
JIOY u apxuBa opraHu3zanuu Mo 00ecrnedyeHuro
KauecTBEHHOTo (OPMUPOBAHUS JIEII. IIpaBuna
dbopMupoBaHHs B JeNa JOKYMEHTOB Pa3IUYHBIX
BUAOB. lIpuHIMIBI cucTEMaTU3alvu JAOKYMEHTOB
BHYTPH JICII.

OPZCIHI/BCZL;M}Z IKcnepmu3vl YeHHocmu

O0OKYMEHmMO8
IlonsTue “aKkcnepTHsa LIEHHOCTHU
NOKyMeHTOB”.  HopmaTuBHO-MeTOIMYECKHE U

TEOPETUYECKHE OCHOBBI IIPOBEJECHUS 3KCIEPTHU3BI.
TpeboBanus K IPOBEIEHUIO SKCIIEPTU3BI IIEHHOCTH
JIOKYMEHTOB.

Opranusanus paboThl  LEHTpPaJIbHOU
skcriepTHoi  komuccun (UOK) wu  sxcneptHOi
komuccuu (OK) yupexneHus (opraHusanuu) IO
IIPOBEJIEHUIO DKCIIEPTU3bl LEHHOCTU JOKYMEHTOB.
[Tonoxenune 06 skcnepTHOW komuccuu. IlpaBa u




16

(GYHKIMU  SKCIEPTHOM KOMHUCCUH, TMOPAIOK €€
paboThL. JlokyMeHTHpOBaHUE JEeSITeIIbHOCTH
OKCIIEPTHOM  KOMHUCCHHM.  DTambl  MPOBEACHHUS
AKCIIEPTH3bI IIEHHOCTH IOKyMEeHTOB. OdopmiieHue
PE3YJIBTaTOB IKCIEPTU3HI IICHHOCTH JOKYMEHTOB.

ITonsTue “riepedeHb JIOKYMEHTOB”.
Hasnauenue wu WCIIONIb30BaHUE TIEpeuHed B
KauecTBE OCHOBHBIX HUCTOYHUKOB IO YCTAHOBJICHUIO
CPOKOB XpaHEHUSs U o0ecnedeHus eIUHCTBA
OTIepaTUBHOTO XpaHeHus JIOKYMEHTOB B
JIEJIONPOU3BOJICTBE U apXUBE OPraHHU3AIIH.

TunoBele ©  BEJOMCTBEHHBIC IIEPCUHHU.
Hcnonb3oBanne mnepedyHed ISl COCTABJICHUSA
KJ1acCU()UKATOPOB U HOMEHKIIATYP JIEI.

Iloozomoska u ogpopmnenue oen

Yuudukamuss ~ TpeOOBaHMUW K JelaM,
claBaeMbIM B apxuB. HopmaTHBHO-METOAMYECKHE
JOKYMEHTBI ~ MEXOTPAacleBOro  JeicTBUS 00
o opMIICHHUH JICIT.

OcHoBHBIE TpeOOBaHUS K OGOPMIICHHIO JICI.
[TomHoe u wactnyHoe opopmiienue nen. IlogmmBka
nen. Hymepanus nuctoB. 3aBepUTEIbHAS HAAIHUCH.
Buytpennsst onuchk. OdopmieHue OONOXKKH e
MOCTOSIHHOTO U BPEMEHHOTO XPaHEHHSI.

Onucu den
ITonsTHe «OTINCh JeID. IIpaBuia
COCTaBJICHUS OITHCU Jel CTPYKTYPHOTO
MO/Ipa3IeJICHus. Buner onuceir.  Odopmnenue

OIIMCH JIeJI CTPYKTYPHOTO MOIpa3IE€ICHUSI.
Ilopsiook nepedauu oen 6 apxue
opeanuzayuu

Ilepemawa nenm B apXMB  OpraHU3aLlUU.
B3aumoneiicteue cmyx6s1 JIOY u apxuBa npu
(GOpMHUpPOBaHMHM  OCHOBBI  JJISI  IOCIEAYIOIIEro
XpaHEHUs U UCIOJIb30BaHUs JOKYMEHTOB. EMuHCTBO
OpraHu3alyy JOKYMEHTOB B JIEJIONPOU3BOJACTBE M
apXuBe.

13

3.8. Hanpasiienus
copepuieHcTBOBaHus J0OY

VYmpapieHue AOKyMEHTaMH KaK YacTh CHCTEMBI
ynpasineHuss kadecTBoM. CraHpapTu3anys MNpoLEAyp
yOpaBIeHUs] JOKYMEHTaMH KaK METOJUYECKas OCHOBA
JESITENBHOCTH CIIy’KO JTOKYMEHTAlMOHHOI'O 00ecIeYeH s
YIPAaBIEHMS B POCCUNCKUX OpraHU3aLHIX.
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Pa3BuTHe pernaMeHTanuu JAOKYMEHTAIlMOHHOIO
obOecrniedeHusi ynpapieHus. POb TUIIOBBIX PErIaMEHTOB
OpraHOB TOCYJAapCTBEHHOM BJIACTH U YIPABJICHUS B
PETYIMPOBAHUN JIOKYMEHTAIMOHHOTO OOECICUCHUST HX
NesTeNbHOCTH. BHYTpEeHHNE perfaMeHThl OpraHu3aliiii.

CoBepIIIeHCTBOBAHHE JOKYMEHTAIIHOHHOTO
oOecrieyeHuns ynpaBiIeHus B TOCYJapCTBEHHOM armapare,
OpraHW3alUIX  PA3THYHBIX  (HOPM  COOCTBEHHOCTH
(rocynapcTBEHHBIX u HETrOCYAapCTBEHHBIX).
VYnopsimoueHne OpraHu3allMOHHBIX (OPM U METOIOB
paboTHI C TOKyMEHTaMHU.

PermamenTtammst ~ QyHKIMHA, CTPYKTYpHl |
OpTaHU3aIMOHHO-TIPABOBOTO MOJIOKeHHS ciryk0 J10Y.

Binsuue HOBBIX  MH(OPMAIMOHHBIX
TEXHOJIOTUA Ha COBEPUICHCTBOBAHUE YNPABIECHYECKOMN
nestenpHOoCcTH U JJOY.

4. Ob6pa3oBaTesibHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH

Ne Buapl yueOHbIX
HaumeHnoBanue pa3gesa . Oo0pa3zoBaTeJIbHBIC TEXHOJIOTHH
n/n 3aHATHI
1 2 3 5
1. |IIpenmer, conepxanue, |Jlexnus 1. BBoHas jexius ¢ UCIIOJIb30BaHHEM
3a1a4u Kypca BUIEOMATEPUAIIOB
[ToaroroBka K JIEKIMH C UCHOIb30BAHHEM
npaBoBbIX 0a3 «KoHcynbranty», «["apant» u ap.,
CamocTosTensuas |caiTa «Zakonbase»: 3akoHonaTenbHas 6a3a
pabota Poccuiickoit @enepanuun
2. |Bo3HUKHOBEHUE U Jlexmusg 2. Jlexmust-Oecena

pa3BuTHE
JIeJIONPOU3BOJICTBA B
yuapexaeHusx Poccun
XVI - XVII BB.

Jlaboparophoe 1

Pabora ¢  MerogMuYecKMMH ~ MaTepUalaMHy,
KOJUICKIIUSIMU  IOKYMEHTOB (OHJa J1a00paTopuu
JIOKYMEHTOBEICHHUS
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[ToaroToBka K JIEKIHHU C WCIOIb30BaHUEM (DOHIOB
OoubnmoTexu PITY u naboparopuu
JOKYMEHTOBEJCHHSI M IMPAKTUYECKOMY 3aHITHUIO B
COOTBETCTBHHM C METOJMYECKHMHU YKa3aHHUSIMH IO
BBITIOJTHEHUIO IPAKTHUECKUX 3aHATHH.

CamocrosiTenbHast
paborta
Henonpou3BoacTBo B Jlexuus 3. Jlexmus-Oecena
yupexaeHusx Poccuun
XVII B
JlaGopaTtopHoe Pabora ¢ MeToIMYECKUMH MaTepUaIaMH,
3aHsTHE 2. KOJIJICKIIUSIMHU JIOKYMEHTOB (OH/IA Tab0paTopuu
JIOKyMEHTOBEICHUS
[ToaroroBka K JCKIUU C HMCIOJb30BaHUEM (DOHIOB
OoubmmoTexn PITY u naboparopuu
JOKYMCHTOBCJACHUA M IIPAKTUYCCKOMY 3aHATUIO B
COOTBCTCTBUU C MCTOAWYCCKHMMHU YKa3zaHUSAMU 110
CamoCTOATENBHAS | gy 110 /1HEHMIO IPAKTHYECKHX 3aHATHIL.
pabora
Jenonpon3BoJCTBO B Jlextmst 4. Jleknusi-Oecena
yupexaeHusx Poccun
XIX - nagane XX BB.
JlabopaTopHoe Pabora ¢ MeToIMYECKUMH MaTepUaIaMH,
3aHsTHE 3. KOJUIEKIIUSAMU JIOKYMEHTOB (poHaa 1abopaTopuu
JIOKYMEHTOBEICHUS
[ToaroroBka K JCKIUH C HMCIOJb30BaHUEM (DOHIIOB
oubmmoTexu PITY u naboparopuu
CaMmocTosTenbaast |AOKYMEHTOBEIEH!sI U TPAKTHYECKOMY 3aHSITHIO B
pabota COOTBETCTBUHM C METOJUYECKUMHU YKa3aHUSIMU I10
BBITIOJTHEHUIO MTPAKTHYECKUX 3aHATHH.
Cranosnenue u pa3sutue [JIexmus 5. Jlekuug-nuckyccus

ACJIONPOU3BOJCTBA B
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COBETCKHUX
rOCyIapCTBEHHBIX
T —_ CamocrostenbHas |[loAroToBka K JEKIUH C UCTIONH30BaHNEM (OHIOB
pabora oubnmorexu PITY u nabopatopun
JOKyMEHTOBeICHUs1/
Opraam3anus Jlexmmst 6. [Ipobnemuas mexIus
JIOKYMEHTAI[IOHHOTO
obecrieyeHus
ynpaBJICHUA CamocrostensHast |[IoaroToBka k JEKIIMH C UCITOJIb30BAHUEM
pabora npaBoBbIX 0a3 «KoHcymnbranty, «I'apant» u ap.,
caifta «Zakonbase»: 3akoHomaTenpHas Oa3a
Poccuiickoit @enepanuu
Opranuzanust cIyXO0bl Jlexuun 7 Jlexums ¢ pa360poM KOHKPETHBIX CHTYaIHH
A0y
Pabora c MeTonmnyeckiMH MaTepruaIaMu
mabopaTopru TOKyMEHTOBEICHUS
JlaGopaTtopHoe
3aHsTHE 4. [MoaroroBka K JIGKIIMU C UCIIOJIb30BaHHEM (DOHIOB
OoubmmoTexn PITY u naboparopuu
JIOKyMEHTOBEJICHUSI M TPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBUHM C METOJUYECKHMH YKa3aHUSIMHU I10
BBITIOJTHEHHIO TIPAKTHYECKHUX 3aHSTHH/
CamocTosTenbHas
pabora
Opranusanus Jlexuus 8. Jlexmust ¢ pa300pOM KOHKPETHBIX CUTYaIIHd
JIOKyMEHT0000pOTa
PaboTa ¢ MeToMUeCKUMH MaTepruaiaMu
JabopaToOprn JOKYMEHTOBEICHHUS
JlabopatopHoe
3aHsTHE 5. [MoaroroBka K JIEKIIMU C UCIIOJIb30BaHUEM (DOHJIOB

CaMmocTosTenbpHas

OoubmmoTexn PITY u naboparopuu
JOKYMCECHTOBCJACHUA M IIPAKTHYCCKOMY 3aHATUIO B
COOTBETCTBUU C METOAWYECKHMMHU YKa3zaHUAMU 110
BBITIOJTHEHHIO TIPAKTUYECKHUX 3aHATHIT/
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paborta
9. |Peructparus Jlekrus 9. Jlexust ¢ pa360pOM KOHKPETHBIX CHTYAITHA
JOKyMEHTOB H
OpraHu3alHs CIPaBOYHO-
MHQOPMALTUOHHOTO
00CTy KHBAHHS PaboTa ¢ MeTogMUECKUMH MaTepruanaMu
nabopaTopuu TOKYMEHTOBEICHHUS
JlaGopaTopHoe
3aHsATHE 0.
[ToaroToBka K JIEKIWHU C MCHOIb30BaHUEM (DOHIOB
OouOIHoTEKN PITY u nmaboparopun
JOKyMEHTOBEICHHUS U TPAKTHYECKOMY 3aHITHIO B
COOTBETCTBHHM C METOJMYECKHMHU YKa3aHHSIMH IO
BBITTOJIHEHHUIO IPAKTUUECKUX 3aHITUH
CaMocTosTenpHas
paborta
10. |KonTpons ucnonnenust  |Jlexmms 10. Jlexums ¢ pa360poM KOHKPETHBIX CHTYaIHH
JIOKyMEHTOB
[MoaroroBka K JEKIMH C HCIOIB30BaHHEM (OHIOB
oubnmorexu PITY u nabopatopun
JIOKYMEHTOBEICHHSI
CamocrosTenbHas
pabora
11. |Opranuzanus Jlexuus 11. Jlexnms-6ecena
JIeTIONPON3BO/ICTBA 110
HPEIUTOKEHUSM,
3asBJIICHHSM H jKano0am
CamocrosrenbHas |[1IoAroToBKa K JEKIUH C UTI0JIE300BAHUEM
pabora npaBoBbIX 0a3 «KoncymnbranT», «['apanT» u ap.,
caifta «Zakonbase»: 3akoHomaTenpHast Oa3a
Poccuiickoit @enepanuun
12. Jlexuuu 12 Jlexums ¢ pa300poM KOHKPETHBIX CUTYaIUH
XpaHeHHE JTOKYMEHTOB
3 IEJIOIPOU3BOJICTBE
PpraHu3aliu
Pabora ¢ MeTonnyecKkiMH MaTeprataMu
nabopaTopuu TOKYMEHTOBEICHHUS
JlabopatopHoe
3aHATHE 1.

HOI[FOTOBKa K JCKIIMHU C HCIIOJIb30BaHUCM (bOH,Z[OB
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OoubmmoTexn PITY u naboparopuu
JOKYMEHTOBEJICHHSI M IMPAKTUYECKOMY 3aHSITHUIO B
COOTBETCTBHHM C METOJMYECKHMHU YKa3aHHUSMHU IO
BBITIOJTHEHHIO TIPAKTUYECKHUX 3aHITHH

CamocrosiTenbHast
pabota
13. |Hanpasieunus Jlexus 13. [IpoGiieMHas JeKus
COBEPIIIECHCTBOBAHHS
A0y

CamocrostenbHas |[IoAroToBKa K JEKIUH C UCTIOIb30BaHUEM (DOHIOB
pabora oubnmorexu PITY u nabopatopun
JIOKYMEHTOBEICHUS

B mnepuon BpeMEHHOro NPUOCTAHOBJIECHUS MOCEIIEHUS OOYYaroIMMUCS MOMEIEHUH H
tepputopun PITY nang opranuzanuum ydeOHOro mpoiecca ¢ HIPUMEHEHHEM AJIEKTPOHHOIO
o0yuyeHMsI W JAMCTAaHIMOHHBIX OOpPa30BaTENIbHBIX TEXHOJIOTUH MOIYT OBITh HCIOJIb30BAHBI
cienyroue 00pa3oBaTeNIbHbIE TEXHOJIOTHH:

— BUJCO-JIEKIINH;

— OHJIAWH-JIEKIINY B PEKUME PEATBHOTO BPEMEHH;

— DJIEKTPOHHbIE YYeOHHUKH, yuyeOHble OCcOOUs, HAyUHbIE W3JaHUsI B IEKTPOHHOM BUIE U
JIOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM PECYPCaM;

— CUCTEMBI JJIs1 JJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIbTallU! C UCIOJIb30BAaHUEM TEIIEKOMMYHUKAIIMOHHBIX CPECTB.

5. OneHka IAHUPYEMBIX pPe3yJabTATOB 00y4eHUsI

5.1. CucTeMa oleHUBAHUSA

®opma KOHTPOJIA Makc. KoIu4ecTBo 0aioB

3a ogHy paboty Bcero

Texyniuii KOHTPOJIb:

- cobeceioBaHMe 5 6annos 15 Gamos
- OIleHKa JTJA0OPaTOPHBIX 3a/IaHNi, KEHCOB 5 6aioB 25 GamioB
- KOHTpOJIbHAs paboTa (Tembl 2.1-2.3) 5 6annos 5 6amioB
- KOHTpOJIbHAs padoTa (Tembi3.1- 3.4) 5 6amnoB 5 6annos

-PTC
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5 GanoB 10 6amnoB
IIpomexyTouHas arTecTanus 40 6annoB
(3KK3aMeEH)
HTtoro 3a cemecTp (AMCUUIUIMHY) 100 6annos

[Tony4yeHHBI COBOKYIHBIH Pe3yIbTaT KOHBEPTHPYETCS B TPATUIIMOHHYIO IIKAy OIICHOK U B
nIKany oueHok EBpormeiickoil cucteMsl epenoca u HakorieHus kpeautos (European Credit
Transfer System; ganee — ECTS) B COOTBETCTBUU ¢ TAOIHUIICH:

100-6ammpHast T [kaia

KA paMIIMOHHAS IIIKaJIa ECTS

95 -100 A
OTJIMYHO

83 -94 B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D
YAOBIETBOPUTEIBHO

50-55 E

20-49 FX
HEYJIOBIETBOPUTENHHO HE 324TEHO

0-19 F
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5.2.KpuTepun BbICTABJIEHHSI OLIEHKH MO AUCIHUILIHHE

Banapl/
IxaJuaa
ECTS

Onenka o
JUCHHUILINHE

Kpurepun oueHKH pe3yJibTATOB 00y4eHHs 10
AUCHUILINHE

100-83/
A.B

«OTIIMYHOY/

«3aYTCHO
(oTI4HO)»/

«3a4YTCHO»

BeicraBisercs 00y4aromemMycsi, €Clid OH INIy0oKo U
IIPOYHO YCBOWJI TEOPETUYECKHUM U MPAKTUYECKUI
MaTepHaj, MOXKET IPOJEMOHCTPUPOBATH 3TO Ha 3aHATHIX
U B XOJ€ IPOMEKYTOYHON aTTECTALlUN.

OO0yyaromuiicst HCYEPIIBIBAIOIIE U JOTHUYECKH CTPOHHO
u3naraet yueOHbI MaTepua, yMeeT yBSI3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3ajad
npodeccHnoHaATbHOM HAMPABICHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, MPABHJIBHO 0OOCHOBBIBAET IPUHSITHIC
perieHusl.

CB000/IHO OpUEHTHUPYETCS B yUeOHOH U
npo¢eccCUOHATILHOM JINTepaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCS C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTECTALlUN.

Komnerenium, 3akpeniéHHble 3a AUCIUIUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUII».

82-68/

«XOpOouIoy/

«3aUTCHO
(xoporo)»/

«3a4YTCHO»

BricTaBnsiercs o0y4aromemMycsi, €CiIi OH 3HaeT
TEOPETHYECKUHN U MPAKTUYECKUN MaTepHall, IPaMOTHO U 110
CYILIECTBY M3JIAraeT €ro Ha 3aHATUAX U B XOJE
MIPOMEKYTOYHON aTTECTAllUH, HE AOITYCKAasl CYyIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKHE
IIOJIO’KEHUS IIPH PELIEHUH IIPAKTUYECKUX 3a/1a4
po¢eCCHOHAILHON HANPaBIEHHOCTH Pa3HOIO YPOBHS
CJI0KHOCTH, BJIaJIeeT HEOOXOIUMBIMHU JIJIsl 3TOTO HaBBIKAMHU
U NIpUEMaAMHU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢eCCHOHATILHOM JITepaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYatOIEMyCs C
y4E€TOM PE3YJIbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlNN.

Komnereniuu, 3aKkpeni€Hnble 3a TUCIUILITMHOM,
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Bbanasl/ Ouenka no Kpurepun oueHKH pe3yJIbTATOB 00y4eHHs 10
Ixana AUCHHUILINHE AUCHHUILINHE
ECTS
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIMMA».
67-50/ «y/I0BJIETBOPU- BrictaBmisiercst o0yyaromemMycs, €Ciii OH 3HaeT Ha 6a30BOM
TEIbHOY/ YPOBHE TEOPETUYECKUM U IIPAKTUYECKUNA MaTepual,
D.E JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KECHUHU Ha
(3ATTERO 3aHATUSIX U B XOJ1€ IPOMEXKYTOUHOH aTTecTaluu.
(ynoBneTBopu-
TEJIBHO)»/ OOyuarouiics UCTIBITHIBACT ONpPEIEIEHHBIE 3aTPy IHEHUS
B IPUMEHEHUH TEOPETUUECKUX I0JI0KEHUH TPU PELICHUU
(GATTEHOY MPAKTUYECKHX 3a/1a4 PO(HeCCHOHAIbHONW HalpaBI€HHOCTH
CTaHIapTHOI'O YPOBHS CJI0KHOCTH, BJIAZICET
HEOO0XOAUMBIMU JJIs1 3TOr0 Ga30BBIMM HAaBBIKAMU U
NpUEMaMHU.
JleMOoHCTpUpYyEeT JOCTaTOUHBIM YpOBEHb 3HAHUS yUeOHOU
JUTEPATYPBI 110 JUCLUILIMHE.
OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YYaIOIEMYyCs C
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTeCTalLlUN.
Komniereniuu, 3akpeni€éHnble 3a JUCUUTITMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «A0CTATOUHBIN».
49-0/ «HEeYyJIOBIIETBOpHUTE | BricTaBnsercst oOydaroieMycsi, €ciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FFX MaTepHal, J1oMycKaeT rpy0oble OMOKH IpU ero
HE 3a4TEHO

MN3JI0KCHHUU Ha 3aHATUAX U B XO0I€ HpOMe)KYTO‘lHOﬁ
aTTeCcTanuu.

OOyuaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUSI B
MPUMEHEHUH TEOPETUIECKUX TTOJIOKEHUH MTPH PEIICHUN
MPAKTHYECKHX 3a/1a4 MPO(HECCHOHAILHOW HAIPaBICHHOCTH
CTaHJAPTHOT'O YPOBHS CJIOKHOCTH, HE BJIaJCET
HEOOXOUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MPUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHble 3HaHUS y4eOHOMH
JUTEPATyphl 10 AUCLHUIIINHE.

OneHka o JUCHHUIUIMHE BBICTABIISAIOTCS 00YYarOEMYCS C
YYETOM pE3yIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTECTALlNN.
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Bbanasl/ Ouenka no Kpurepun oueHKH pe3yJIbTATOB 00y4eHHs 10
Hxana AUCHUILINHE AUCHUILINHE
ECTS

KommereHiuu Ha ypoBHE «IOCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCIUIUINHOM, HE CPOPMUPOBAHBI.

5.3. OueHouHble cpeacTBa (MaTePHAJIbI) AJI51 TEKYLIEr0 KOHTPOJISI yCIIeBAeMOCTH,
MPOMEKYTOYHOM aTTeCTAMU 00YYAIIUXCS 10 IUCHUILINHE (M00YJ110)

Keiicpl pJ1s1 Tekylueil arrecrauum:

1. CymiecTByeT Jii B HAaCTOSALIEE BPEMs TOCYIapCTBEHHOE PETYJIUPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEW 00padOTKU JOKYMEHTOB (HaIpuMep, ONpeaeIICHBI JIU TUITOBBIE
orepanuu 00pabdOTKH JTOKYMEHTOB, UX IOCIEI0BATEIBHOCTD) B YUPEIKICHUSAX, OPTraHU3ALUAX U
Ha IPEANPUITUIX CTPAHBI?

Kakumu okyMeHTaMu JOJIKHBI MJIK MOTYT PYKOBOJICTBOBATHCSI KOHKPETHBIE CTPYKTYPbI
IIPU PELIEHUU JaHHOTO Bompoca?

2. Jlns peleHust Kakux 3ajad UCIOJb3yITCS TOCYIapCTBEHHBIC CTaHAAPTH B chepe
nenonpousBoacTBa? HazoBute Takue CTaHAapTHL.

KakuMm 006pa3omM opraHu3anusi MOKET TOOUTHCS OT CBOMX PAaOOTHHUKOB 00S3aTEILHOTO y4eTa
nonoxxeuuit ' OCT?

3. OnHol 13 BaXKHEHIINX SIBIIsIETCS MTPOOJIeMa COXPAHHOCTH (XpaHEHHs) TOKYMEHTOB
opranuszanuil. Kakumu npaBoBbIMHM aKTaMH U TOCYIapCTBEHHBIMU MEXKOTPACIEBBIMU
JIOKYMEHTaMU CJIelyeT PyKOBOACTBOBATHCS IIPU €€ PELICHUH:

3aKoHOJaTeNbHbIE OCHOBBI XpaHEHMSI IOKYMEHTOB

WHble npaBOBbIE aKThl, ONPEICISAIONINE PEIIEHHE BOIPOCOB, CBS3AHHBIX C
COXPAaHHOCTBIO (XpaHEHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I'-IeCKI/Ie JOKYMCHTBI, COACPKAINE METOAUKY pa6OTI)I o
OINICPaTUBHOMY XPaHCHHUIO JOKYMCHTOB U ITOATOTOBKE UX K IEPEAaUC B apXHUB OpraHu3aluu

4. PykoBoauTens NpeAnpusTUS PACIIOPSINICS TOATOTOBUTH JOKYMEHTBI, KOTOPBIE
JIOJKHBI PETJIaMEHTUPOBATH JIEATENIbHOCTD ClTy>K0bI JIOY (kaHuenspun), opraHu3anuio u
HOPSI0K PabOTHI C TOKYMEHTAMHU.
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Bruno paspaborano [onoxenune 00 HHPOPMAIIMOHHOW OJUTHKE, OJIUH U3 Pa3JIeiOB KOTOPOTO
HazbpiBaics «Oprann3anus paboThl ¢ JOKYMEHTHpYeMOii nHpopMaIei». B pazaene 3akperursics cratyc
KaHIESIPUU KaK CITY>KOBI JICIIOMPOU3BOJICTBA U (DYHKIIUHU €€ COTPYTHUKOB 110 padOTe ¢ JOKYMEHTAMH.

Onpenenure, KaKUe OpraHU3aIlMOHHBIC JOKYMEHTHI 3aMEHUI o000 pasnen «Opranusanus
paboTsI ¢ moKyMeHTupyeMoi nadopmanuein». [IpaBomepHa i Takas mpakTuka?

Kakoii emie BHyTpeHHHIT HOPMATHBHBIN TOKYMEHT CIIE0BAJIO pa3padoTaTh, YTOOB YCTAHOBUTH
€IIUHBIN MOPSIOK JCIOMPOU3BOICTBA HA IPEAIPUITUN?

5.0npexenure MOpsAAOK cocTaBieHus 1 opopmienus [lonoxkenus o ciyxoe 10V:

obcroATenbcTax?)

pa3pabatbiBaeT (KT0?)

MTOAMHCHIBAET (KTO?)

JTIOJDKHO OBITH COTJIACOBAHO (C KeM?)

yTBepxaaeT (KTo?)

BBOJIUTCS B JAcHCTBHE (KEM MK 4eM?)
noAasexat nepecmoTpy (Npu Kakux

3anoJHUTE IPOIYCKHU.

6. PaspaboTaHHan B opraHn3aumm MHCTpyKUMA No Aes0npon3BOACTBY COAEPKUT Ceaytolume

TemaTnyeckme pasgenbl:

Opranu3aius JJ0KyMeHT0000poTa

Perucrpaiust JOKyMEHTOB

KOHTpOHB 3a UCIIOJTHCHUEM JJOKYMCHTOB

Homenknatypa nen

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ICICHUSIX.

OtpaxkeH 1 B UHCTPYKIIUHU BECH MPOLIECC pabOTHI C TOKYMEHTaMH?

Ecam Her, kakumu pazzgenamMu Bel ObI JOTTOTHIIN JaHHBIA JJOKYMEHT.

Ob6ocHyiiTe cBOE pelleHHE.

7. HCTPYKUMA NO AeN0NPOn3BOACTBY — 3TO 0653aTe/IbHbIN AOKYMEHT ANA BCeX paboTHUKOB
OpraHM3aLMm Uan TONbKO ANA ee cayXbbl AenonponsBoacTsa?

Kro n xakum oOpazom onpeaensier chepy pacnpocTpaHEHUs TaHHOTO TIOKYMEHTa?

8. KoMImanus umMeeT HECKOIBKO OTJIEIEHUH, OJJTHO U3 KOTOPBIX PACIIOJIaracTCsl B TOM XK€
3JTaHUH, YTO U LEHTpalIbHbIN oduc. Jlpyrue oTaeeHns pacionokKeHbl B pa3HbIX pailoHax

ropoa.
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Kak OyzeT opraHu3oBaH JOKYMEHTOOOOPOT KOMITAHUH B 3TOM Cilydae: OyAeT Jiu
ICHTPaIbHBINA 0(HUC PadOTATh CO BCEMH JOKYMEHTAMHU KOMITAHUH (OCYIIIECTBIIATh
[CHTPAIM30BAHHBIN MPHEM BCEX JOKYMEHTOB, HX PETHCTPALMIO, BECTH CIIPABOYHYIO paboTy,
KOHTPOJIb 32 HCIIOJIHEHHUEM JIOKYMEHTOB U T.JI.) WJIM TIepeaacT 3T GYHKIMH B oTAeneHus? Ecou
nepenacT, kakoa Oyaet poib ciyx0sr IOY nentpansuoro opuca? Kak OymyT padoTtaTh ¢
JOKYMCHTaMHU OTACIICHUSA, HAXOAAIICMCA B TOM K€ 3JaHHUU, YTO U HeHTpaJ’IBHLIﬁ O(i)I/IC?

9. [lepBruHas 00pabOTKa JOKYMEHTOB, IIOCTYITUBIIIMX B KOMITAHHUIO TIO MTOYTE, CBOIUTCS K
criemyromemMy. PaOOoTHUKH, BRITIONHSIOIINE Ty OTEPAIHIO, BCKPHIBAIOT U TYT )K€ YHHUTOXAIOT KOHBEPTHI,
MPOCTABJISIOT HA BCEX JOKYMEHTAX, B TOM YHCIIE, PHHAHCOBBIX, OYXTaITEPCKUX U T.II., IITAMII O
MOCTYTUIEHUH IOKYMEHTa B OPTaHU3AINIO ¥ [IEPEAI0T NX MHCIIEKTOPY Mo peructpanuu. MHcmekrop
MPOCMATPUBAET TIOKYMEHTBI U (PUKCUPYET B PETUCTPAIMOHHBIX (hopMaxX, TOMUMO MPOYKX CBEICHUM,
KOJIMYECTBO JIUCTOB U HAJTMYKE MPIIOKCHUHN K JOKYMEHTaM.

Omnpenenure, kakue TpeOOBaHUS K MPOIECCY NEPBUYHON 00paOOTKH JOKYMEHTOB B IaHHOM
cllydae HapyIIAlOTCS, M KaKHe HETaTHBHBIC ITOCIIEACTBHS 3TUX HAPYIICHUH ISl KOMIITAHUU MOTYT
IMPOABUTLCHA BIIOCJIICACTBUMH .

10. TToMOUTHUK PyKOBOIUTENS, IPEIBAPUTEIHHO TPOCMOTPEB JOKYMEHTAIIHIO, TOCTYIHUBIIYIO B
OpTraHM3alMIo, BCIO €€ MepenacT pyKOBOJUTENIO. B manky ¢ ToKyMeHTaMH BKJIabIBAETCS TMCbMEHHBIN
KOMMEHTapHil 0 cCOCTaBe MOCTYMUBIINX TOKYMEHTOB, KOPPECIIOHJEHTAX, aJjpecaTax U coAep Kaluxcs B
KaKIOM JOKYMEHTE BOIIPOCAX.

B ueM cocToUT Ha3HAUEHUE ONEepalluu IIPEABAPUTEILHOE PACCMOTPEHHUE JOKYMEHTOBY ?
[IpaBuIBHO K €T0 TOHUMAIOT B TAHHOW OpraHU3aIiuu’?

11. O6mas TexHoNIorHs PaboThl C JOKYMEHTAMH B OPTaHU3allUM COCTOUT M3 TUIIOBBIX OTEpaInii:

. IPUEM TOKYMEHTOB;

. nepBUuYHas 00paboTKa JOKyMEHTOB;

.

. perucTpanus;

. paccMOTpeHHe JOKYMEHTa PyKOBOAUTEIEM U ONPEEIICHUE XapaKTepa peIeHUs

BOIpoca (Pe30ITIOIHs);

. MOCTAaHOBKA JJOKyMEHTa Ha KOHTPOJIb;
. MOArOTOBKA ITPOEKTA JOKYMEHTA;

. oopmIIeHHE U COTTIaCOBaHMUE;

. Y0CTOBEpPEHUE;

.

. OTIIpaBKa U3 OpraHu3aluy;

I[OHOJ'IHI/ITC NEepeUCHb HEAOCTAOIIMNMU OIICPALIUAMHU
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12. B cOOTBETCTBHH C TOCYJAPCTBEHHBIMU MEXOTPACIEBBIMU TOKYMEHTaMH B HHPOPMAIIIOHHO-
HOMCKOBYIO cucTeMy 110 okyMeHTam oprann3ammu (MI1C) BxonsaT: peructpanus, MHICKCAIHS,
¢dbopmupoBaHue Ae.

KaxkxoBo HazHaueHue kax o cocrapistomiei UIIC? Yto mo3BosiseT 00beIUHUTD UX B OJTHY
cuctemy? Kak oHM MOTYT UCTIONB30BATHCA MIPH MOUCKE JOKYMEHTHON HH(pOpMann?

13. B peructpannoHabie (OPMBI BXOISAIINX JOKYMEHTOB OpTaHH3AIHs BHECIA CIETyIOIINe
JAHHBIE:

JlaTa MOJIy4eHUs], BXOJALINIM PErUCTPallMOHHBIN HOMEp, KOPPECTIOHEHT, HOMEp U JaTa
JOKYMEHTa, KpaTKOe COJIepXKaHUe, PE30TIOLNS PyKOBOIUTENS OPraHNU3al|H, PyKOBOIUTEb
CTPYKTYPHOTO HOAPA3AEICHUS, PE30TIOUNS PyKOBOIUTES TOIPA3IEIICHHS, UCTIOTHUTENb.

Omnpenenure, COOTBETCTBYIOT JIM 3TH JaHHBIE PEKOMEHAYEMOMY COCTAaBY PEKBU3UTOB
peructpannonHoi ¢popmel. Umeet mu cyx0a emonpon3Bo/ICTBa MPaBO BKIIOYATh B PETUCTPALIMOHHBIE
(opMBI PEKBU3UTHI 110 CBOEMY YCMOTPEHHIO?

14. Cuctema perucTpaliivi B OpraHu3aliyd UMEeT CMEIaHHy 0 (popMy, PU KOTOPOIl 4acTh
JIOKYMEHTOB (IIOCTYTIAIOIINE HA UMl PYKOBOJUTEIISA, TIPUKA3BI U JP.) PETHCTPUPYIOTCS B CITYKOe
JeJIOTIPON3BOJICTBA, & OCTAIBHBIC — B CTPYKTYPHBIX HOAPa3ACICHUSX.

B cnyx6e nenonpoun3BoacTBa BceM 0€3 HCKITIOUEHHS JOKYMEHTaM IPUCBANBAETCs MHIEKC,
COCTOSIIMI M3 TIOPSAKOBOTO HOMEPa TOKYMEHTa B COOTBETCTBYIOIIEH Ipymiie (HanmpuMep, BXOASLIHX
JIOKYMEHTOB) U JIUTEPBI «P», 03HauaroIIe «pyKkoBOACTBOY», Hanpumep, P 45. B cTpykTypHbIX
NOJpa3eNICHUAX PETUCTPALMOHHBINA HHACKC COCTOUT U3 UHJIEKCA CTPYKTYPHOrO HOoApasaeseHus (1o
BHYTPEHHEMY KJIACCH(DUKATOPY CTPYKTYPHBIX TOApa3/IeICHNH) U MOPSAAKOBOTO HOMEpa, Harpumep, 3-25
wim 4-12 u 1.1

Yem Takoi MOPAAOK UHACKCUPOBAHUS HE COOTBETCTBYCT YCTAHOBJIICHHBIM Tpe6OBaHI/I$IM?
Pemenne xakux I/IH(l)OpMaHI/IOHHO-HOI/ICKOBBIX 3a7a4 yCJIOXKHAIOT TaKUC I/IHILCKCLI?

15. Jlena B opranu3anuu GOpMUPYIOTCS U XPaHATCS CIETYIOLUM 00pa3oM:

CIICUATIUCTBI OTACJIOB 3aBOAAT MAIIKKW, B KOTOPBIC BKIIAJIbIBAIOT JOKYMCHTLI, KaCaronueca
peuI€HUA OTACIBbHBIX BOIIPOCOB. Ha o60xkax IIoMeHIarTCA (I)aMI/IJ'II/II/I 1 MHUIIHUAJIbI HCHOJHUTENEH 1
YKa3aHHUC Ha KOHKPETHOC HANIPAaBJICHUE €TI0 ACATCIIBHOCTH, HaanMep:

A.C. TepeHTbEB

H3rorossieHne U yCTAHOBKA CBETOBOI peKJIaMbl

B Tedenne roxa B Takoil manke HaKalIMBAIOTCS pa3IMYHbIE JOKYMEHTBI, C KOTOPBIMU
MPUXOIUTCS paboTaTh CIENUATUCTY B paMKax TaHHOW pobiieMbl. B dncie JOKyMeHTOB BCTPEUYaIOTCs
MACHhMA-TIPEIIOKEHUS, TNCbMA-OTBETHI HA MIPEJIOKEHHUS, TMCbMa-pEKIIaMaliy, 10TOBOPLI U
NPUIOKEHUS K JOTOBOpaM, akThl, IPOTOKOJBI U ap. Eciu cienuanuct padoTaer He ¢ 0AHON
OpraHu3alMel, TO BHYTPY NAaKU OH IOMENIAET KAPTOHHBIE Pa3JIEIUTENN C YKa3aHUEM KOHKPETHBIX
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opraHm3aluii-koHTpareHToB. Korma J0KyMeHTOB CTAHOBUTCS CIIMIITKOM MHOTO, 3aBOJIST BTOPYIO (TPETHIO
U T.JI.) TIANIKY C TAKOH e HaIMIChI0 M yKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.1.) AEIO:

A.C.TepeHTbeB

MN3roToBneHne 1 ycTaHOBKa CBETOBOM peKknambl. Ne 2

B koHIIe ro1a manku moMemaroTcs B mKad, B OT/IENEHNUS, T XPAHATCS TOKyMEHTHI
OTIpEICTICHHBIX CTICITHAIICTOB.

Taxkoit MOPAAOK XpaHCHUA NOKYMCHTOB OOBACHSIOT TEM, YTO UMCHHO TaK CIICIHHAJIMCTaM yHO6HO
pa6OTaTI) C JOKYMCHTAaMH B TCUCHUEC ACJIONPONU3BOACTBEHHOIO I'0Jid, UICKATh JOKYMCHTHI ITIOCJIC
OKOHYaHMHA pa60TBI C HAMM U 00€CIeUYrBaTh UX COXPaHHOCTb, TaK KaK Ka)K,I[LIfI CIICIUaaIuCT 3HACT CBOI1
BOIIPOC U, 3HAYUT, CBOU JOKYMCHTBI.

Cornachbl 1 Bel ¢ Takum 00bsicnenreM? KTo B TakoM ciydae OyeT HECTH OTBETCTBEHHOCTD
3a obecrieueHne COXpaHHOCTH TOKyMeHTOB? OOOCHYITE CBOH OTBET.

16. B Teuenune roJa y opraHusanyvy NOABUIIMCH HOBBIC HAIIPABJICHUA ACATCIBHOCTH U
HOBbIe mapTHepbl. HoBas paborta Obuta mopydeHa 1ByM otnenaM. Kak ciepcTBue, MosIBUIINCH
SHAYUTCIBbHOC KOJIMYCCTBO HOBBIX JOKYMCHTOB, KOTOPBIC HE ObLIN npeaAyCMOTPCHBI
NeHCTBYIOIIMMU HOMEHKIIATYpaMu /1€ JaHHBIX OTJIEJIOB.

PykoBoauTenb opraHn3alui CBOMM IPUKa30M 00s513a1 BHECTH U3MEHEHHS B
HOMEHKJIATypy Zei. B pe3ynbrare 3TO CBENOCH K COCTABIEHUIO B CEPEIUHE I'0/1a HOBBIX
HOMEHKJIATyp €I ABYX OTAEJIOB. PyKOBOOUTENb OPraHU3alvy UX YTBEPAUIL.

[Touemy Takue nelCTBUS HE MOTYT ObITh MpU3HaHbI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO U O(POPMIIEHUIO HOMEHKIJIATYPHI /1€ ObTN HapyIIEHbI?

17. Ilocne ommOOYHOTO YHUUTOXKEHHS psAJia BaXKHBIX JJOKYMEHTOB B KOMIIAHUU OBLIO
HPUHATO PEUIeHHE O CO3JIaHuM IKcnepTHON komuccun (IK) u pazpaboTke BHyTPEeHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJINPYIOIIUX €€ AESITEIbHOCTD.

B neiicTByromue KOpnopaTuBHbIE TOKYMEHTHI, PEIVIAMEHTUPYIOLIUE 1EATENBHOCTD
CIIy>KOBI 1€T0MPOU3BO/ICTBA U MOPAAOK PAOOTHI € TOKYMEHTaMHM KOMIIAaHUHU OBbLTH 100aBJIEHBI
COOTBETCTBYIOIIUE pa3zeiibl, B KOTOPBIX ObLIN ONPEIENICHBI CTaTyC, COCTAB, IPaBa, 00s13aHHOCTH
OK u nopsiiok mpoBeeHHsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢pynkunu 9K Obu10 BKIIOYEHO ClleayIolee:

- IPOBEPKA MPaBUIBHOCTH 0(OPMIICHHS TOKyMEHTOB;

- y4€T JOKYMEHTOB;

- OIIPEJIENICHU YCIOBUIN XPaHEHUsI IOKYMEHTOB;

- IpOBepKa KauecTBa (POPMUPOBAHUS JIEIT;

- Y4eT A€l C JIIIMTEIbHBIMU CPOKaMH XPaHEHHUS;

- OTOOp J1e]1 Ha XpaHEHHUE U YHUUTOXKEHHE;

- OIIpeJIeIeHHEe CPOKOB XpaHEHUS IOKYMEHTOB;

- OIpeJeNIeHNe MOJHOTHI COXPAHHOCTH JJOKYMEHTOB KOMITAHUU.
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Kaxkue napymenust Obutn 1omyiieHsl npu coznannu DK ?
Kakwue, Ha Bamm B3ruisiz, pyHKIIMM HE COOTBETCTBYIOT Ha3HaueHuto DK u He BXOJAT B
MOHSTHE «IKCIEPTU3a IEHHOCTU JOKYMEHTOBY?

18. YacTb BXOASIIUX U UCXOSAIINX JOKYMEHTOB OpraHU3aliy IIPEACTaBIeHa B
3NIeKTpOHHOH popme. IIpu MOAroTOBKE /€1 K Nepegade B apXuB BCTANl BOIIPOC, B KAKOM BUJIE UX
HY’KHO C/IaBaTh: B BHJIE IMCKOB MJIM MEPEBECHHBIX HA OYMa)KHYIO0 OCHOBY TPaJUIIMOHHBIX
JIOKYMEHTOB.

CTopoHHHUKH NIEpeBOa TOKYMEHTOB B TPAJUIIMOHHYIO OyMaxHYyI0 (popmy
MOTHUBHPOBAJIM CBOIO TOUKY 3PEHHsSI TEM, UTO HE U3BECTHO, 110 Kakoi ¢opMe A0KHA ObITh
COCTAaBJIEHA OIUCH HA 3JIEKTPOHHBIE JOKYMEHTBI, U KaK OIPEIEIUTh CPOK UX XPAHECHHUS.

Kak 051 Bel moctynunu B jaHHOM citydae? MOKHO JI OTIpeAeTUTh CPOKU XPaHEHHS
TaKUX JJOKYMEHTOB M (DOpPMY OIIHCH, O KOTOPOH OHU MOTYT OBITh IEepeIaHbl B ApXUB?

I[Ipumep BapuaHTa TeCTOB /ISl KOHTPOJIbHOI PadoThI
Bapuanr 1

1. [IpaBuna penonpousBoacTBa B (eAepalbHbIX OpraHax WCIOJHUTENIbHON BIACTH U
Metoandeckne pEKOMEHIALMHU TO pa3paboTKe HHCTPYKIHMH IO JENONPOU3BOJACTBY B (elepantbHbIX
opraHax MCIOJHHUTENBHON BIACTH ObUTH TIPUHSITHI B rofy.

Kakue n3 TNEPECUNCIICHHBIX BOIIPOCOB MeToanyeckue pPE€KOMEHAAIUU PEKOMEHAYIOT BKIIOYUTHL B
HWHCTPYKIOHIO 11O ACTIONPOU3BOACTBY:

° MpaBUIJIa COCTABICHHS M OQPOPMIICHHUS IOKYMEHTOB
° NpaBuJIa OpraHU3aluu JOKYMEHT0000poTa

] [paBUJjIa PETUCTPALUA U KOHTPOJIA

L] npaBuJia XpaHCHUSA JOKYMCHTOB

. mpaBwiia 00padOTKHA 3IEKTPOHHBIX IOKYMEHTOB

. MpaBwiia epefay (pakCUMUIBHBIX COOOIIEHUH

L] paBuia XpaHCHUS DJICKTPOHHBIX TOKYMCHTOB

3. OTMEThTE B CIIUCKE TUITOBBIC Ha3BaHUS CIIYKO JICIIONPOU3BOJICTBA!
. Otnen nenonpou3BoICTBa

° Otnen nokymMeHToo00poTa

° VYmpasienue aenamu

° Kannenspus

° OO0mwui oTaen

. Perucrparypa

o Cekperapuar

° Otnaen KaapoB U JEIONPOU3BOJICTBA
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OTMeThTe B CIOHCKE CTPYKTYpHOE TMOJpasjeicHne, KOTOpOe pa3pabarbiBacT

WHCTpYKIHIO TIO AEOPOU3BOJACTBY, M TOIHKHOCTHOE JIUI0, KOTOPOE YTBEP)KIAAET ATOT TOKYMEHT :

Cnyxb6a JI0Y

HOpuanueckas ciry:x0a opraHu3aIiuu
Kanposas ciry:x0a opranuzaruu

Otxen Tpya u 3apIuiaThl
PykoBoauTeNs OpraHu3anum
PykoBoAHTEIH KOJIIETHATEHOTO OpTraHa

C xaKo¥ 1aThl HAYMHACT AEACTBOBATD MHCTPYKITH. .. vttt etetiaie ettt eieeeeaeaieaaans

4. IlponymepyiiTe MpaBUIBHYIO IOCJIEAOBATEIBHOCTh AEIONPOU3BOJICTBEHHBIX ONEpaluid Mo

MOJITOTOBKE ¥ 00pabOTKE UCXOIAIIMX TOKYMEHTOR:

pa3paboTKa MPOoeKTa JOKyMEHTa
odopmIIeHHE asipecara

3aroJIOBOK K TEKCTY

OTHpaBKa

odopMIIeHHE TIPUITOKECHUS
HPOCTABJICHUE OTMETKH 00 MCTIOTHUTEIE
BU3BI COTJIACOBAHUS

MHOJIIMCaHUE

perucrpanus

5. Peructpanuu nojyiexar:

BCC MOCTYINMUBHIME U OTIIPABIACMBIC NTOKYMCHTEBI

TOJIBKO BHYTPCHHUEC JOKYMCHTBI

TOJIBKO OIICPATHUBHBIC U CPOYHBIC TOKYMCHTBI

TOJIBKO HOKYMCHTBI, IOCTYIHMBIINEC U3 BBIICCTOAIINX OpFaHH3aHHﬁ " OTHPAaBJIAACMBIC UM
JAOKYMCHTHI, Tpe6yIOI]_II/Ie y4€Ta, UCITIOJIHCHHA Y UCTIOJIb30BAHUA B CIIPABOYHBIX LEIIAX

KOHTpOJIbHLIe BOIIPOCHI U 3aJaHUA IJIsA HpOMe)KyTO'{H()ﬁ aTTeCTallud II0 UTOraM OCBOCHMHA

JUCIUIIINHEIL:

1. OcobeHHOCTH CHCTEMBI JICIONPOU3BOJICTBA B IIEHTPAIBHBIX YUpexeHusx Poccun XVI-

XVI., XVIII, XIX BB.. Hanpasnenust v cnocoObl pavoHaNU3aluK JeJIONPOU3BOICTBA B YUPEKICHUAX
Poccun XIX - Hau. XX B.

TOJBI

2. HanpasneHus novcka palroHaJIbHBIX (OPM OpraHU3aluy J1eI0Npon3BoacTBa B 1920-¢
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3. Ponb Hapkomara paboue-KpecTbIHCKON HHCTIEKIIMU B CO3JaHUH CUCTEMBI
COBETCKOI'0 JICJIONPOU3BOICTBA.

4, HaubGonee 3HaunMbIe pa3pabOTKH aKIIMOHEPHOTO 001IecTBa «OpreTpoii»,
WNucTuTyTa TEXHUKU ynpasieHus B 1920-e rofsl.

S. XapakrepucTuka 1 3HaueHue «OOUIMX MpaBWII JOKYMEHTAIMH U
nokymentoobopora» (1931 r.)

6. IIporpaMMmbl COBEPIIICHCTBOBAHHMS ACIONPOM3BOICTBA, IPUHSITHIC Ha MEKOTPACIIEBBIX
copemanmax 1941, 1960 rr.

7. HampaBieHHs TEOPETHUSCKUX U MPHUKIAIHBIX UCCISIOBAHHM B 00JIaCTH
COBEPIICHCTBOBaHUS Jieionpou3soactsa B 1970-1980-¢ roasl.

8. TocymapcrBeHHOE peryaupoBaHue aenonpoussoactsa B 1990-¢ — 2000-¢ rompr

9. HopmaTuBHO-METOIMYECKHE JOKYMEHTHI MEKOTPACIEBOTO ACHCTBUS, KOTOPHIC
OTIPEICIIAIOT COBPEMEHHYIO OPraHU3AIMI0 Pa0OThI C JOKYMEHTaMHu (HAaMMEHOBaHUE JTIOKYMEHTA,
TOJl ero pa3paboTKH, KpaTKasi XapaKTepPUCTHUKA)

10. Opranuzanus ciyx0s1 JIOY. OcHoBHas 1enb, 3a7a4u U GYHKIUH CITY>KObI, €€
IOJDKHOCTHOM Y YMCJIEHHBIA COCTAB.

11. TunoBelie BUIBI U CTPYKTYPHI ciryx0 JJOY.

12. JlokanpHbIE aKThI, pEeriaMeHTHPYIOLINE OPraHU3alKI0 JeNIoNpPon3BoIcTBa. Ha3sHavueHue,
coctaB WH(OPMAITUH, TTOPSAAOK Pa3paOOTKH U YTBEPIKICHISL.

13. UucTpyKIus Mo AeI0npon3BoAcTBY. HasHaueHue, CTpyKTypa TeKCTa, MOPSI0K
MOJITOTOBKH.

14. Tlonsartue «J10KyMeHTO000pOT», IPUHLUIIBI €T0 OpraHu3aluu. XapaKTepUCTUKH
JIOKyMEHTO000pOTa

15. Dransl nokyMeHTOOOOpOoTa. Onepaluu, KOTOpbIE BBITOJIHAIOTCS NPH padboTe C
BXOJSALIMMH IOKyMEHTaMU

16. Dramnel okyMeHTOOO0pOoTa. Onepariu, KOTOpble BHIMOIHAIOTCSA IpU padboTe ¢
UCXOJALIMMHU JOKYMEHTaMH

17. Dtamnel JOKyMEHTOOOOPOTA. ONepaly, KOTOPbIEe BBIMOIHSAIOTCS C BHYTPEHHUMHU
JIOKyMEHTaMU

18. Perucrpanms 10KyMeHTOB, ee Ha3HadeHne. [IpaBuia perucTpaiyu JOKYMEHTOB.
XapakTepucTuKa COBPEMEHHBIX PErUCTPALlMOHHBIX (DOPM, cocTaB MH(OPMALIUU U TIOPSAOK UX
3aI0JHEHNUS.

19. TToHsTHS «perUCTpaIsl TOKYMEHTOBY, «HHIEKCHPOBAHNE JTOKYMEHTOBY.
3HavyeHue u npasuiia GOpMUPOBAHUS UHIEKCOB

20. 3nauenue KOHTPOJIA 3a CPOKAMH HUCIIOJHCHUA OOKYMCHTOB B allllapaTre
YHpaBJICHUA. Tpe6OBaHI/I$I K OpraHu3aliiv KOHTPOJIA UCTIOJIHCHUA JOKYMCHTOB B
ACJIONIPOU3BOJACTBC. Sanaqn KOHTpOHBHOf/'I ACATCIIBHOCTH.
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21. CpOKI/I HCIIOJIHEHUA JOKYMCHTOB. Texuomorus KOHTPOJIA 3a CPOKAMU UCITOJTHCHU S
JAOKYMCHTOB.

22.3akoHozaTenbHas perilaMeHTalus 1 MeTOYecKoe o0ecreyeHne opraHu3aliu
XpaHeHus JOKyMeHTOB B Poccuiickon denepanum.

23. Opranu3zanus TeKyIIero XpaHeHus JOKyMEHTOB B JIEJIONPOU3BOICTBE
OpraHu3aly U 00ECTIEYeHUE UX COXPAHHOCTH

24. HomeHKkatypa Jiell, ee Ha3HaueHHUe B JISIOMPOU3BOCTBE. BUIbI HOMEHKIIATYP
nen, ux ocobeHHoctu. TpeboBaHus K HOMEHKIJIAType JieJ, X 3aKperuieHne B HOpMaTHUBHO-
METOANYECKUX TOKYMEHTaxX MEXOTPACIEBOIO ACHCTBUA.

25. MeToauka coctaBieHUs] HOMEHKIATyphl Aei. [lopsaok odhopmieHus,
COTJIACOBaHUS U YTBEPK/ICHUSI HOMEHKIIATYPHI JIEI.

26. [IpaBuna ¢hopMUpOBaHUS B Jiesia JOKYMEHTOB Pa3IUYHbIX BUIOB. [IpuHIIUIIBI
CHUCTEMaTH3aluu JOKYMEHTOB BHYTPH €.

27.TlonsiTHe ‘OKcrepTh3a LEHHOCTH JOKYMEHTOB”. HopMmaTuBHO-METOAMYECKHUE
U TEOPETUUYECKNE OCHOBBI IIPOBEICHUS AKCIIEPTU3bL. [IpUHIUIIBI U KPUTEPUH SKCIIEPTU3I
LIEHHOCTHU JOKYMEHTOB.

28. Opranuzanusi  pabOTHI 1O MPOBEICHHUIO SKCIIEPTH3bl IICHHOCTH JIOKYMEHTOB.
JIOKyMEHTHPOBaHHE JIESITEILHOCTH SKCIIEPTHON KOMHUCCHU U O(OPMIICHHE €€ Pe3yIbTaTOB.

29. Haznauenwue onucu nein. Bunel onuceit. [IpaBuiia cocraBnenus u odhopmicHue
OTIHCH JIeJI CTPYKTYPHOTO MOpa3AeIeHUS.

30. OnepauHH 10 IOATOTOBKE JOKYMCHTOB K IIEpeaAavC B apXHUB OpraHu3aluu.

31. OcHoBHBIE TpeOOBaHMS K OPOPMIICHHIO JIeJI IPU UX MOATOTOBKE JAJIS Mepeiaur B
apxuB opraHu3anuu. YacTuuHoe 1 NoiIHoe 0opMIICHHE.

6. YuedoHo-MeTOoqMYeCcKOEe U HH(POPMALIMOHHOE 00eceyeHue JUCIIUIIMHBI
6.1. CHHCOK HCTOYHHKOB M JIUTEPATYPbI
Hcrounuku

®enepanbubiii 3akoH oT 22.10.2004 Ne 125-@3 «O6 apxuBHOM Jnene B Poccuiickoit
Oenepatun»  // [DnexTpoHHblii  pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/12137300/.

®enepanpublit 3akoH 0T 02.05.2006 Ne 59-03 «O mopsimke paccMOTpeHUs oOparieHui
rpaxaan Poccuiickoit denepanumy»// [Dnekrponnblii pecype]. — M., 2019. — Pexxum goctyma:
https://base.garant.ru/12146661/.

ITocranosnenue IlpaBurenscta PO ot 25.12.2014 Ne 1494 “O06 yTBepkaAeHUU MpaBUII
oOMEHa JIOKYMEHTaMH B DJEKTPOHHOM BHJE TpH OpraHu3alud  HMH()OPMAIMOHHOTO
B3auMmojeiictBua”//  [DnekTpoHHbli  pecypc]. — M., 2019. - Pexum pocryna:
https://base.garant.ru/70832680/


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
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[lpaBuia  JENONPOM3BOACTBA B T'OCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTrO
camoympaBiieHus, yB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. — M.,

2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

Meroauueckre pPEeKOMEHJAMKH 10 pa3paboTKe HMHCTPYKIHUH IO IEJONPOM3BOICTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOyIpaBlicHHUS, yTB. Ilpukazom Pocapxusa or
24.12.2020 Ne 199 /[ [3neKkTpoHHbIM pecypc]l. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHasi HHCTPYKLHUSA 110 ASTONPOU3BOICTBY B rOCYAAPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsii pecypc]. — M., 2019. Pexum
nocrymna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonanwubiii ctanmapt Poccuiickoii ®@enepauun. Cucrema
CTaHJApTOB MO HH(pOpMarK, OHOIMOTEYHOMY W H3JaTeNbCcKoMy zeny. OpraHu3anuoHHO-
pacnopsiauTeNnbHas JoKyMeHTamus. TpeOoBaHus K 0POPMIICHHIO IOKYMEHTOB // [ DIEKTPOHHBIH
pecype]. — M., 2019. Pexum goctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HUCO 15489-1-2019 Hamumonansubiii cranmapt Poccuiickoit ®deneparumu.
Cucrema craniapToB 1o uHpopMaIy, OHOIMOTEYHOMY M M3AaTeNbcKoMy neny. Muadopman3us
U JIOKyMeHTauus. YmpaBieHue gokymeHtamu. Yacte 1. [lonstus w mnpuHiunsl. //
[DN1eKTpOHHBIN pecypcl]. - M., 2021. Pexum JIOCTyIa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 [1enonpon3BOACTBO M apXUBHOE A€0. TepMUHBI U ONpEAEIICHUs. -
[DneKkTpOoHHBIH pecypc]. - M., 2019. Pexum JOCTYTIA:

http://www.consultant.ru/document/cons_doc_LAW _163800/.

ITpuka3z Munkynstypel Poccun ot 31.03.2015 Ne 526 «OO06 yTBep»A€HUU NpaBUII
OpraHM3alMi XpaHEHUsS, KOMIUIEKTOBAHUSA, Y4e€Ta U MCIOJIb30BaHUS JOKYMEHTOB APXHBHOIO
¢donna Poccuiickoit denepaniuy u Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpraHax MECTHOT'O CaMOYIIPaBJICHUSI U OpraHu3ausIxy» // [DNeKTpoHHBIH pecypc]. — M.,
2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoJTHUTEeIbHbIE HCTOYHHUKH

IMIpukaz Muntpynma Poccum ot  15.06.2020 N 3338 "OO  yTBepX)ACHHUH
npodeccuonanpHoro crapaapra "CrneuuaiucT Mo OpraHM3alMOHHOMY U JIOKYMEHTAllHOHHOMY
obecrieueHn0 yrmpasieHus: opranumzanueit"// [Dnexrponnsii pecypc]. — M., 2021. — Pexum

noctyna: http://www.consultant.ru/document/cons_doc LAW 357714/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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[Ipodeccuonanpupiii  cranmapr «CHeuMamTucT MO  YHOPABICHUIO JOKyMEHTalHUen
OpraHu3alN», YTBEPKICHHBIH MpUKa30M MMUHHCTEPCTBA TpyJda M COLMAIBHOM 3allUThI
Poccwuiickoit @eneparuu ot 10.05.2017 Ne 416nu // [Dnekrponnsiii pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

IIpuka3z PocapxmuBa ot 20.12.2019 N 236 "OO ytBepkaeHuu IlepedHss THIOBBIX
YVOpPaBIEHYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3yoLIUXcsi B TMpolecce AesTeIbHOCTU
rOCYJJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CAMOYIIPABJICHHUS U OpraHU3alliil, C yKa3aHUEeM
cpokoB ux xpaHeHus" (3apeructpupoBano B Mmunrocte Poccum 06.02.2020 N 57449) //
[DneKTpOHHBIN pecypc]. - M., 2021. - Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBepkACHUU MPUMEPHOTO
MOJIOXKEHUS 00 IKCIEePTHONH KOMHCCHHM opraHuzanuu’ (3aperucTpupoBaHo B MHHIOCTE
Poccun 15.06.2018 N 51357) // [Dnexrponnsii pecypc]. — M., 2021. — Pexum mocryma:
http://www.consultant.ru/document/cons_doc_LAW 300357/

Jlureparypa

beikoBa T.A. JlokymeHTauuoHHOE  oOecliedyeHUuEe  yIpaBjieHHUs  (JeTONpPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe mocobue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e uzz. nepepabd. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

bo6suieBa M.I1. HekoTopble 0cOOEHHOCTH COBpEMEHHOT0 JoOKyMeHTooOopoTa // Becthuk PITY.
2015.  No2.  [OmektpomHbli  pecypc]. — M., 2019. — Pexum  gocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTopwIx mpobiemax chepbl ympasieHHs AOKyMeHTamMH B Poccuiickoii
@epepanmu / Bectauk PITY. 2014. Ne2. [DnekrponHsiit pecypc]. — M., 2019. — Pexum
nocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. Ilepeyenb pecypcoB  HMH(POPMAIMOHHO-TEJEKOMMYHHKAIMOHHON  CeTH
«HuTepHer»
- TlapanTt [OnexkTpoHHBI pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum poctyna:

http://www.garant.ru.

- Koncynerant [lmtoc [DaekTpoHHEIN pecypc]. — DaexTpoH. maH. — M., cop. 2013. — Pexum mocrtyma:

http://www.consultant.ru.


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
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
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6.3 IIpodeccnonaibHbIe 0a3bl JAHHBIX U HHPOPMAIHOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k npodeccuonaibHbM 6a3am maHHbIX: https:/liber.rsuh.ru/ru/bases

WHpopMaLroHHbIE CIPAaBOYHBIE CUCTEMBI:
1. Koncynbsrant [lmtoc
2. Tapant

7. MaTepuajJIbHO-TeXHHYECKOe o0ecneyeHne TUCIHIMIMHbI

Jns npoBeneHus jekuuil TpeOyeTcs yuyeOHble ayJUTOPHH, OCHAIICHHbIC CIEHUATbHBIM
obopynoBanueM (MHKpOGOHBI, MYJIbTHMEIUNHBIC cpenctBa). [msi ceMUHApCKUX 3aHATHN
HEOOXOJUMBI ayJUTOPUH, O0OOpyIOBaHHbIE MJOCKOW. JInsi mpoBeneHUss MNPOMEKYyTOUHON
aTTecTallid HY)XHAa KOMIBIOTEPHAs TEXHUKAa C TMOJKIOYCHHEM K HH(POPMAIMOHHO-
KOMMYHHKAIIMOHHON cetu «MHTepHET» H JOCTYyNOM B DJJEKTPOHHYIO HH(OPMAIMOHHO-
obpasoBarenbhuyto cpeny PITY (mpoBomHoe coeanHEeHHE UM OECIPOBOJHOE COCIWHEHUE IO
texHosjoruu Wi-Fi).

Cocrasn IIporpaMmMHOIo obecreyeHus.

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

8. ObecneuyeHue oOpa3oBaTeJILHOIO mpolecca st JHI € OrpPaHUYEeHHBIMH
BO3MOKHOCTSAIMM 310POBbSI U MHBAJINI0B

B xone peanmzanuu AUCHUIUIMHBI UCTIOIB3YIOTCS CIEAYIOMINUE JOTOTHUTEIBHBIE METO B
00y4eHHs, TEKYIEro KOHTPOJIsl YCIIEeBAEMOCTH U MPOMEKYTOYHON aTTecTallid O0ydaroluxcs B
3aBUCHMOCTH OT UX WHIUBUIYAIbHBIX OCOOCHHOCTEH:

oIS CJETBIX W CIA0OBUASIINX: JEKIUA O(QOPMIISIOTCS B BHUAE IJIEKTPOHHOTO
JOKYMEHTa, JOCTYIIHOIO C TOMOLIBI0 KOMIIBIOTEPA CO  CIELHAIU3UPOBAHHBIM
MpOrpaMMHBIM O0ecriedeHrueM; MUCbMEHHBIC 3a/IaHUsI BBITTOJIHSIOTCS Ha KOMITBIOTEPE CO
CHEIHNAM3UPOBAaHHBIM TMPOTPAMMHBIM OOECIIEUeHHEM WIU MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIIE€YNBACTCA MHANBUIYATEHOE PABHOMEPHOE OCBEILIEHUE HE MEHEE
300 mrokc, [ns  BBINOJHEHHUS 3a/laHdsl TPU  HEOOXOJWMOCTH MPEIOCTABISAETCS
YBEITUYHMBAIONIEE YCTPOMCTBO; BO3MOXHO TaKXE€ HCIOJIb30BAHHE COOCTBEHHBIX
YBEIMYUBAIOIIUX YCTPOMCTB; MUCHMEHHBIE 3aqaHus O(QOPMISIOTCS yBEIUYCHHBIM
mpuTOM; SK3aMEH W 3a4€T TPOBOJATCA B YCTHOM (opMe WM BBHITIOJHSIOTCS B
NUChMEHHOU (hopMe Ha KOMIThIOTEpE.

oISl TIIYXHX U CHAOOCHBIIIAIUX: JIEKIIUH O(QOPMIISIOTCS B BUJIE AJIEKTPOHHOTO
JIOKYMEHTA, JIM0O TIPEIOCTaBISETCS 3BYKOYCHIIMBAFOIIAs anmnaparypa WHANBUAYIBHOTO
MOJIb30BaHUsA;, NMHCbMEHHBIE 3aJaHUsl BBINOJHSIOTCS HA KOMIBIOTEPE B NMUCbMEHHOU
dbopme; PK3aMeH M 3a4€T MPOBOJAITCS B MUCHbMEHHOHN (popMe Ha KOMITBIOTEPE; BO3MOXKHO
npoBeqieHne B popMe TeCTUPOBAHUS.

e/yiss JMI[ C HApPYUIEHUSIMU ONOPHO-ABUTATEIIbHOIO  amnmapara: JEeKIHH
0hOpMIIAIOTCST B BUE IEKTPOHHOTO JTIOKYMEHTA, JTOCTYITHOTO C MTOMOIIBI0 KOMITBIOTEPA
CO CHENHMATU3UPOBAHHBIM MPOTPAMMHBIM OOECIEUYeHHWEM; MHUCHMEHHBIC —3aJaHUs
BBITIOJTHSIFOTCS HA KOMITBIOTEPE CO CIIEIUATTU3UPOBAHHBIM MPOTPAMMHBIM 00ECIICUCHUEM;
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9K3aMEH W 3a4€T MPOBOMASATCS B YCTHOH (hOpMe HITM BBIMIOJIHSIOTCS B MUCbMEHHOHN (hopme
Ha KOMIIBIOTEpE.

[Tpu HEOOXOMUMOCTH TPEIyCMaTPUBACTCS YBEITMUYCHUE BPEMEHH JIJIS TIOATOTOBKU OTBETA.

[lponienypa  mpoBeAeHHS  NPOMEXKYTOUYHOW  arTecTaluu A OOydaromMxcs
YCTaHABIMBACTCSI C Y4YETOM WX HMHIUBUAYAIbHBIX TICHUXO(PH3UYECKUX OCOOCHHOCTEH.
[TpomexyTouHast aTTeCTaIMsI MOXKET TPOBOAUTHCS B HECKOJIBKO HTAIOB.

[Tpu npoBeneHUH TPOIECTYPHl OLCHUBAHUS PE3YJIbTaTOB OOYyYEHUS IPEIyCMaTpUBACTCSI
UCTIOJIb30BAaHNE TEXHUYECKUX CPEJACTB, HEOOXOAMMBIX B CBS3M C HWHAWBUAYAIbHBIMU
0COOCHHOCTSMHU OOYYaroIIUXCs. DTU CPEICTBa MOTYT OBITh INMPEIOCTaBICHBI YHUBEPCUTETOM,
WJIA MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.

[lpoBeneHre mpoUEAYpbl OICHWUBAHHUS  PE3yJIbTaTOB  OOYYCHHS  JIOIyCKAeTCs ¢
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

O6GecneunBaeTcss AOCTyN K MHGOPMAIIMOHHBIM U OMOIMorpadudeckuM pecypcaM B CETH
WuaTepHer uist Kaxkaoro oOydaromierocs B (GopMmax, aJalTHPOBAHHBIX K OrPaHUYEHUSAM HX
3JI0POBbSI U BOCIIPUATHST HHPOPMAITUH:

oISl CJICTIBIX M CIa0OBHIAIIMX: B MEYaTHOW (hOpME YBEIMYCHHBIM HIPUPTOM, B
(dbopMe IIEKTPOHHOTO JTOKYMEHTa, B hopme ayanodaiina.

oISl TIIyXUX M CIAa0OCHBIIAIIKX: B TeYaTHOH (opme, B GopMe 3IEKTPOHHOTO
JOKYMEHTA.

oI OOydYaroOUIMXCS C HAPYUICHUSIMH OIMOPHO-JBUTaTeJIbHOIO armapara: B
nevaTHou Gopme, B GopMe IIEKTPOHHOTO JOKYMEHTa, B (hopMme ayanodaiina.

VueOHbIe ayIMTOPHH JIUIS BCEX BHIOB KOHTAKTHOW M CAMOCTOSITEILHON PabOThl, HAy9IHAsI
OMONIMOTEKa U WHBIC MOMEIICHHS [Tl OOYYEHHUSI OCHAIICHBI CIEHAIBHBIM 000pPYJIOBaHHEM H
y4eOHBIMU MECTAMHU C TEXHUYECKUMHE CPEICTBAME OOYUCHHUS:

oISl CJIENBIX M CIAOOBUASAIINX: YCTPOHCTBOM Uil CKaHMPOBAHUS U UYTECHHS C
kamepoit SARA CE; nucruieem Bpaiing PAC Mate 20; npunrepom bpaiins EmBraille
ViewPlus;

o Ul TIyXUX W CIabOCIBIMIANIMX: aBTOMATU3UPOBAHHBIM PAO0OYMM MECTOM IS
JFOJeH ¢ HAPYILICHUEM CIIyXa U CIa0OCIBIIIAIINX; aKyCTHYSCKUI YCUITUTENb U KOJIOHKH;

el OOydYaroONIMXCS C HAPYIICHUSIMUA  OMOPHO-ABUTATEIBHOIO  armapara:
HEePEIBIKHBIME, PEryIUPYEeMbIMU 3proHoMuueckumu mnapramMu CH-1; KoMmbroTepHOR
TEXHUKOU CO CIEIHATbHBIM IIPOTPAMMHBIM 00ECIICUCHHUEM.

9. MeToauyeckne MaTepuaJibl
9.1. Ilnanpl JAa0OPATOPHBIX 3AHATHH. MeToauYecKHe YKAa3aHHUsl 0 OPraHU3ANUN M

MPOBeIeHUI0

Br160op Tem nabopaTopHbIX 3aHATHI 00YCIIOBIIEH OOLIUM COJIEpKaHUEM Kypca U HalleleH
Ha YIUIyOJIEHHOE N3YYEeHHE €r0 OTJENbHBIX Pa3/IeNoB.

ITnan naGopaTOpHBIX 3aHATUI BKJIIOYaeT ABa paszziena: "OpraHuzalys U TEXHOJIOTHUS
JIEJIONIPOM3BOJICTBA B YUpeXACHUsX aopeBomonmonHor Poccun" u  "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOIO JEJIONPOU3BOICTBA".

eJIb JJA0OOPATOPHEBIX 3aHATHH - 3aKpEIJICHUE CT JCHTAaMH TCOPECTHUCCKUX 3HAHHUHI JICKIITMOHHOT'O
0 p y p

Kypca ¥  (QOopMUpOBaHHE MPAaKTUYECKUX HABBIKOB OPraHM3allMd  COBPEMEHHOW  CITY>KOBI
JIEIIONPON3BO/ICTBA, MPHUEMOB M METOJOB TEXHOJOTHMH paboTHl C JOKYMEHTAMH B YIPaBICHYECKOM
ammapare.
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B PE3YJIbTATEC BLIITOJIHCHUA J'Ia60paTOpHI)IX 3aHATHUI CTYACHTLI JOJIKHBI
3HATh:

. XapaKTepHbIE OCOOCHHOCTH OpraHM3aluyd Pa0OThl ¢ JOKYMEHTaMU B YUYPSKICHUSIX
Poccun B pasnmuuHbIE WCTOPHUYECKHE MEPUOIBI, B3aUMOCBS3h JTHUX MPOIECCOB C TOCYIAapCTBEHHBIM
anmapaToM yIpaBICHHUS;

. COBpEMEHHBbIE TpeOOBaHUsI K JOKYMEHTAlMOHHOMY OOECIICUCHHIO YIpaBICHUS B
yUpexkIeHUsAX U opranuzanuax Poccuiickoit denepanuy;

. HPUHIMIIEl OPTaHU3aMN JOKYMEHTAOHHOTO 00eCIeYeHns YIIPaBICHUS;

YMETB:

. OPraHU30BbIBATH CIIYKObI JOKYMEHTALIMOHHOTO 00ECIIEUEeHUS! YIIPaBICHUS,;

. pa3pabaTeiBaTh JIOKAJIbHbIE HOPMATHBHBIE aKThl W  HOPMAaTHBHO-METOJIUYECKHUE

JIOKYMEHTBI (TIOJIOXKEHUs, MHCTPYKIMH MW T.JI.) IO BEACHUIO JOKYMEHTAIIMOHHOTO OOeCreueHus

YIpaBICHUS

. BBINOJIHSATD KIIFOUEBbIE TEXHOJOTHUYECKHE ONEPALlUH B paboTe ¢ JOKYMEHTaMU;

BIIA/IETh:

. MpaBUJIaMU OPTaHU3aIMH BCEX 3TANIOB PA0OTHI C JOKYMEHTAMU;

. METOIaMH TIPOBE/ICHUS aHalW3a OpraHu3alid JOKYMEHTAIMOHHOIO o0ecredeHus
yIpaBiIeHUS;

. METOJaMH ONTHUMH3ALNA JOKYMEHTALMOHHBIX IIPOLECCOB.

[ToaroroBka Kk JJAOOPATOPHBIM 3aHSTHIM OCHOBAaHA HA CAMOCTOSTEIBHON paboTe CTYACHTOB IO

N3YUYCHHIO JICKIMOHHOTO KYpCa, HCTOYHUKOB U JIUTCPATYPbl, pPEKOMCHAOBAHHBIX K Ka)KAOMY 3aHSATHIO.

PA3JIEJI 1. OPTAHU3ALIMSA JEJIOIPOU3BO/ICTBA B YUPEXKJIEHUSX
JOPEBOJIIOIMOHHOM POCCHUHN

1.1.  [lemompou3BoacTBO B yupexaeHusx Pycckoro rocynapersa XVI-XVII BB.
1.2.  Jlemompou3sBoactBo B yupexaeHusx Poccun XVIII B.

1.3.  Jlemompou3sBoacTBo B yupexaeHusx XIX - xau. XX B.

PA3JIEJI 2. OPTAHU3AIISI COBPEMEHHOTI'O JEJOITPOU3BOJACTBA

2.1.  Opranuzauus ciayxO0bl A€JTONPOU3BOACTBA
2.2.  Opraauzanusi JOKYMEHT0000poTa

2.3. Perucrpanus 10KyMEHTOB.

2.4. HomenxiaTypa aen

2.5. IloaroroBka JOKyYMEHTOB K MOCIEAYIOIEMY XPAHEHUIO U UCIIOIb30BaHUIO
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2.6. CocraBiieHUE UHCTPYKIIUH 1O AEIOMPOU3BOICTRY

PA3JEJ 1. OPTAHU3ALMS IEJIOMTPOU3BO/ICTBA B YUPEXK/IEHUS
JIOPEBOJIIOIIMOHHOI POCCUM

Tema 1.1. leronpou3BoacTBo B yupe:xaenusx Pycckoro rocyrapersa XVI-XVII BB. — 4
yaca.

3ATIAHUS

1. U3yuuts Cynebnuk 1550 1. u CobopHoe ynoxkenne 1649 r. [To 3TuM akTam BBISIBUTH:

* CTPYKTYpPY OPraHOB rOCYJapCTBEHHOTO YIIPABIICHNUS;

* COCTaB U JOJDKHOCTHBIE 00S3aHHOCTH " CITYKMIIBIX JTFOIEH .

* HaTpaBJICHU PEerJIaMEHTAIMK Pa0OTHI C JOKYMEHTaMHU.

2. 3yunTh cxeMy OpraHu3aliy UCIIOJHEHUS JOKYMEHTOB B IPUKA3HOM JICJIONPOU3BO/ICTBE.

3. [Ipoananm3upoBaTh NEPBUYHBIN KOMILIEKC JOKYMEHTOB (Ha pUMeEpe Aelia 10 9eI00UTHOM
Slkora llletrnoa B [lomecTHOM IMpHKa3e) U YSICHUTh HOPSI0K (POPMUPOBAHUS JIeia.

YKA3AHUS 110 BBIITOJHEHUIO 3AJIAHUH
1. Wzyuure Cynebuuk 1550 r., CobopHoe ynoxeHue 1649 r. u ysacHUTE cleayroliee:

* COCTaB JHI] "BEPIIUBIINX CYA" ¥ IOKYMEHTHUPOBABIIHX JCATEIHHOCTh Cy/Ia;
* MIOPSIJIOK TOaYH, PACCMOTPEHHUS U UCIIOJHEHHUS YEITOOUTHBIX;
* OPSAIOK BEICHUS PErHCTPAIMOHHBIX (hOpM s "'CyTHBIX aen’;

* OTBETCTBEHHOCTh 3a MOJICIKY JIOKYMEHTOB M HEIOOPOCOBECTHOE OTHONICHUE K JIOTKHOCTHBIM
00S13aHHOCTSIM.

2. PaCCMOTpI/ITe CXCMY IMPOXOKACHUA U UCIIOJIHCHUA JOKYMCHTOB B IIPpUKa3ax U cz[enaﬁTe BBIBO/JI
0O COCTAaBE€ TCXHOJIOTUYCCKUX onepauﬂﬁ C JOKYMCHTaMU, IPUMCHABUINXCS B HpI/IKa3HOI71 CHUCTEMCE
ACJIOIPOU3BO/ICTBA.

3. OzHakombTeCh ¢ aenoM [lomecTHoTro MIprKa3a no yenoouTHo# Skosa Illernnosa u
COTIOCTaBhTE MOCIIEIOBATEIHFHOCTh PACCMOTPEHUS U PEUICHUS BOIIPOCA U TIOCIIEIOBATEIHFHOCTD
pacmoiokeHus JOKYMEHTOB B jene. Onpenennre KpalHHUE JaThl elia U 0COOCHHOCTH
JIOKYMEHTHUPOBAHHUS.

KOHTPOJIBHBIE BOITPOCHI
1. [lepeuncinute 0COOEHHOCTH CHCTEMBI JISTIONPONU3BOCTBA B IIEHTPAIBHBIX YUPEKICHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOJATENBEHO PErlIaMeHTHPOBAHHBIE 00S3aHHOCTH "CITYKHUITBIX Jr0jIei" B paboTte
C IOKYMEHTaMH.
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3. Kakue onepanuu B pabote ¢ JOKyMEHTaMH COPMUPOBAITUCH B IPUKAZHOM
JIEJIOTIPON3BOACTBE?

4. JlaliTe XapakTEPUCTUKY CTOJIOIOBOW (POPMBI JIEIONPOU3BOICTBA KaK TEXHUKH
JOKYMEHTUPOBaHUS ¥ (YOPMHUPOBAHUS JIEI.

5. Koria Gbl1a BBeieHa M KOTJ1a Oblia OTMEHEHa CTOJOIO0Bas (hopMa JIeIONpOH3BOICTBA?

NCTOUYHUKU U JINTEPATYPA

beikoBa T.A. JIOKyMEHTallMOHHOE  OOCCIICYCHHE  YIpaBICHUS  (JIEIOMPOU3BOJICTBO)
[DnekTponHBbIi pecypc]; yueoHoe nocodue/ T.A. brikoBa, T.B. Ky3nenona. -2-e uza. nepepab. u
JTOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTyTa:
http://znanium.com/go.php?id=942800/

Tema 1.2. [leaonpoun3Boactso B yupexaeHusix Poccuu XVIII B. — 4 yaca.

3AIAHUS

1. Uzyuuts [DeHepanpHblii permameHT 1720 T. W BBISIBUTh OCHOBHBIE TpeOOBaHMSA K
OpraHU3alMHU ACTONPOU3BOACTBA B KOJUIETHIX U JOJDKHOCTHBIE 00513aHHOCTH KaHLEISIPCKUX CITYXKaIHX.

2. HByunTh cXeMy HCHOJIHEHUS JOKYMEHTOB B KOJUICTHSIX.

3. MWzyumts "VYupexneHwe mns ynpaeieHus TyOepHuit" 1775 T., BBISIBUTH OCHOBHBIC
TpeOOBaHMs K OpraHN3alNK JIJIOIPOU3BOICTBA B MECTHBIX YUPEXKICHHUIX U JOJDKHOCTHBIE O0SI3aHHOCTU
KaHLESPCKUX CITYXKAIINX.

4, I/ISy‘lHTB CXCMY UCIIOJIHCHHUS JOKYMCHTOB B MECCTHBIX YUPCIKIACHUMAX.

5. IpoananuzupoBath 1eio, cHOPMUPOBAHHOE B MECTHBIX YUPEIKICHUSIX.

VKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUIM
1. W3yuus "['enepanbhslii perinament 1720 r., ysICHUTE CIEAYIOIIEE:

1.1.  cTpyKTypy KOJUICTHH;

1.2.  NOMKHOCTHOHM COCTaB KaHIEISIPCKUX CITYKAIHX;

1.3. 0053aHHOCTH KaHLEISIPCKUX CIyXKalllnX;

1.4. MOPSIIOK MOTYYEHUS] JOKYMEHTOB B KOJUIETHSIX;

1.5. MOPSAJIOK PACCMOTPEHNA IOKYMEHTOB B KOJUIETHSX;

1.6. OpraHu3alMs U TEXHOJOTUS PETUCTPAIUU TOKYMEHTOB;

1.7. MTOCTPOEHHUE CIPABOYHO-UH(POPMAITMOHHOTO aIlapara;

1.8. CPOKH MCTIOJTHEHHS JOKYMEHTOB;

1.9. OpraHU3ALMIO XPAHEHUS TOKYMEHTOB B KOJUIETHSIX.

2. N3yunrte cxemy MCTIOIHEHHUS JOKYMEHTOB B KOJIJIETHSIX U BBISBUTE COCTaB

ACJIOIIPOU3BOJACTBCHHBIX onepaunﬁ.

3. Nzyuus "OOmiee rydepHCKoe yupexaeaue " 1775 1., onpenenure:


http://znanium.com/go.php?id=942800/
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3.1.  cTpyKTypy KaHLEISIPUH, JOJPKHOCTHOH COCTaB KaHIENSPCKUX CITYKaIINX, UX
00s13aHHOCTH B paboTe C TOKyMEHTaMHU;

3.2.  TeXHONOTHuIO paboThI C JOKYMEHTAMHU:
3.2.1. mopsAnOK MepBUYHOI 00PaOOTKN MOCTYMUBIIUX JOKYMEHTOB;

3.2.2.  TEXHOIOTHS PETHUCTPALMH JOKYMEHTOB: IIPUMEHSEMBIC PETUCTPAIIMOHHBIC ()OPMBI, UX
Ha3HaueHHWE W COCTaB MH(POPMALUH;

3.2.3. TOpPSAIOK PacCMOTPEHUS JOKYMEHTOB;

3.2.4. TOpSAIOK UCIIOJIHEHUS IOKYMCHTOB;

3.2.5. TexXHOIOruI0O KOHTPOJIS 32 UCTIONHEHHEM I0KYMEHTOB;

3.2.6. TOPAIOK OTHPaBKH JOKYMEHTOB;

3.2.7. opraHM3aluIo XpaHCHHS JOKYMEHTOB B MECTHBIX YUPEKIACHUSIX.

4. N3yunre cxeMy HCMOTHEHNS JOKYMEHTOB B MECTHBIX YUPEKICHHUAX U BBIIBUTE COCTAB
JIEJIONIPOU3BOCTBEHHBIX ONEPALIU.

5. Paccmotpure nena mectHbiX yupexnenuid X VIII B., oOpaTute BHIMaHKe HA 0QOpMIICHHUE
00JIOKKH JeTa, COCTaB JOKYMEHTOB /I€J1a, IIOCJIEA0BATEIbHOCTh UX PACIIONIOKECHHUS, TOPSIOK U CPOKU
paccMOTpeHus IOKYMEHTOB, YSACHUTE PUHIUIIBI (JOPMUPOBAHHS JET.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHuTE cHCTEMY IIPUKA3HOTO M KOJUIEKCKOTO JISJIONPOU3BOJICTBA, 00BSICHUTE Hanboiee
XapaKTepHbIC OTINYHSL.

2. [lepeuncnure HOBbIE AEIONPOU3BOJCTBEHHbIE ONEpAIlii, BO3HUKIINE B yupexaeHusx XVIII

3. Ilepeuncnure 003aHHOCTH AEIOMPOU3BOIACTBEHHOH CITY>KOBI IO TIOTOTOBKE JOKYMEHTOB K
apXUBHOMY XpaHeHHIo (1o 3akoHy 1775 1.).

4. Ha3oBuTe 3aKOHOAATENbHBIN aKT, KOTOPHIM BIEPBBIE OB OIPEAEIIEH CPOK XPAaHEHUS
JIOKYMEHTOB B TE€KYIIIEM JEJONPON3BOCTBE (A0 CIaYM JOKYMEHTOB B apXUB).

5. Ha3zoBute XAPAKTCPHBIC YCPTbl CHUCTCMbI PErUCTPALIUU JOKYMCHTOB B KOJUICTUAX.

NCTOUYHUKU U JINTEPATYPA

boikoBa T.A.  JlokymMeHTaumoHHOEe  oOecledeHue  yOpaBieHUs  (JeTONPOU3BOACTBO)
[DnexTpoHHEIH pecypc]; yaeOHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIOTI. — Mockaa: Hndpa-M, 2018. -304 c. — Pexum J0CTyTa:
http://znanium.com/go.php?id=942800/

Tema 1.3. lenronmpou3BoacTBo B yupexaeHusx XIX - Hay. XX B. — 8 gacos.

3AIAHUS


http://znanium.com/go.php?id=942800/
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1. U3yuuts "Obmee yupexaeHune MUHUCTEPCTB" 1811 . 1 yACHUTH OCHOBHBIEC TPEOOBaHHUS K

opraHusanuy ACJIOIIPOU3BOACTBA B ICHTPAJIBHBIX YUPCIKIACHHUAX, a TAKKE JOJDKHOCTHBIC 00s13aHHOCTH

KaHICIAPCKUX YNHOBHUKOB.

2. [IpoananuzupoBaTh 0cOOEHHOCTH (HOPMHUPOBAHUS Al B yupexaeHusx XIX - Hau. XX B.

3. Uzyunts "[lonoxxeHne o MICHEMOBOICTBE M JISIONMPON3BOICTBE B BOGHHOM BenmomctBe" 1911 .

1 BbBIABUTH OCHOBHBIC HAIIPAaBJICHUS pallMOHAIN3alUX ACIOIIPOU3BOACTBA.

4. N3yunth cxeMy UCTIONHEHUs 10KyMeHToB B Kannensapuu [loneunrens MOCKOBCKOTO y4eOHOTO

5. O3HaKOMHTBCS C JOKYMCHTaMU KaHHeJ’IﬂpI/II/I IlomeunTenss MOCKOBCKOTO ylle6H01"O OKpyra u

BBIABUTH 3JICMCHTEI pallMOHATIU3AIIUHN ITPOLECCa NX UCIIOJTHCHHS.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

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

1.1. opraHu3anmoHHyI0 CTPYKTYPY MUHHCTEPCTBA,

1.2. cTpykTypy A€NONpOU3BOACTBEHHON CITyKObI;

1.3. opranuszanuro J0KyMEHT0000pOTa:

1.3.1. mopsimok mocTyIieHus: JOKyMeHTOB: B Kannensaputro MuHucTpa; B AeapTaMEeHThI;

1.3.2. opranu3zanuio IBMKEHHUs JOKYMEHTOB, HAlIPaBJICHHBIX B KAHLEISIPUIO MUHHUCTpA ; B

Henaprament; B CoBeT MUHHCTpA: B O0Iee MPUCYTCTBHE AenapTaMenTa; B OcoOble yCTaHOBJICHUS ;

1.3.3. nopsinoK UCIIOJIHEHU JOKyMEHTOB: B KaHuensipun MuHucTpa; B JlenapraMeHTax;
1.4. opranusanuio 1 TEXHOJIOTHIO PETUCTPAIIHH;

1.5. opranu3annio KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB (PEBHU3HA);

1.6. mopsiok popMupoBaHus 1e;

1.7. opranusanuio XpaHeHus TOKyMEHTOB;

1.8. nazHauenue oT4ETOB.

2. O3nHakombTeCh C Aenamu yupexaeruid XIX B., oOparute BHUMaHue Ha oopMiieHHE 00I0XKKH

AcJ1a, COCTaB JOKYMCHTOB [I€Jia, ITOCICA0OBATCIbHOCTD UX PACIIOJIOXKCHU A, TIOPAJOK U CPOK paCCMOTPCHUS

JIOKYMEHTOB.

3. Uzyuute "[lonoxeHue 0 TUCbMOBOJCTBE U JEIOMPOU3BOJICTBE B BOGHHOM Begomctre" 1911 r.

u O6paTI/ITe BHHUMAHNWEC Ha:

3.1. permamMeHTaINIO IPUMEHSIEMBIX BHJIOB IOKYMEHTOB;

3.2. ynopsiioueHue IpaBul COCTaBICHUS 1 OQOPMIICHHUS TOKYMEHTOB;
3.3. perjgaMeHTalnio ClIpaBOYHO-HH(OPMAIMOHHOTO (POH/A;

3.4. MeXaHHM3aLHUIO JIEJIONPOU3BOJICTB;

3.5.0praHu3anmio ONepaTuBHOIO M APXUBHOT'O XpaHEHHUS JOKYMEHTOB.

Ha ocHOBe paccMOTpeHHUs MTepEIHCISHHBIX BOIIPOCOB CACNIaliTe BEIBO O HATIPABICHUSIX

panroHaIn3auu ACIOIMPOU3BOACTBA B BOCHHOM BEAOMCTBC.
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4, [Ipoananu3upyiite cxeMmy opranuzauuu aenonpousoictsa B Kanuensapuu Ilonmeunrens
MocCKOBCKOTO y4eOHOTO OKpyra M cAealiTe BBIBOA O croco0ax palMoHaIH3alud ITAMOB HCIIOTHEHUS
JTOKYMEHTOB U MOATOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEKICHUU.

5. OsnakombTech ¢ Komekimei 1okymentoB Kaunuenspun Ioneuntens MOCKOBCKOro y4eGHOro
OKpyTa, o0paIas BHIMaHUE Ha:

. 3JIEMEHTHI MEXaHU3UPOBAHHOW 00pPabOTKH TOKYMEHTOB (CIIOCOOBI IIOMETOK O
MOJTyYEHUH, HAIIPABJICHUH HA MCIIOJIHCHUE W UCTIOJTHEHUU JOKYMEHTOB);

. XapakTep pe3ooIuit;

. CIOCOOBI COCTABIICHUS TIPOCKTA JOKYMEHTA,
. 3JIEMEHTHI YHU(PHUKAIIMY TEKCTa JIOKYMEHTA;
. BHJIBI OJIAHKOB M CIIOCOOBI MX H3TOTOBIICHHUS.

CI[GJ'I&fITC BBIBO/] 00 OCHOBHBIX U BCIIOMOTaTEILHEIX HaIllpaBJICHUAX palluOHAJIM3alluU IIPOLECCOB
pacCMOTpPEHUA W UCIIOJTHEHHSA TOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE CUCTEMY KOJUIEKCKOTO ¥ MUHUCTEPCKOTO (MCIIOTHUTEIHHOTO)
JIeJIONPON3BO/ICTBA, OOBSACHUTE HaNOOIee XapaKTEePHBIC OTIUUMS.

2. Kak paszBuBanach CTpyKTypa AEIONPOU3BOJICTBEHHON CITy>KOBI MUHHCTEPCTBA B TIEPBOI
nosioBuHe XIX B., YeM oHa OTIMYAIach OT KOJUICKCKOH?

3. HazoBute ocHOBHBIE TPeOOBaHMS K OpraHU3aIMN JOKYMEHTOO00POTa B MUHUCTEPCTBAX
XIX B. Ha xakue 0OCHOBHBIE JJOKYMEHTONIOTOKH Pa3/eIsIINCh JOKYMEHTHl B MUHHCTEPCTBAX?

4. HazoBute xapakTtepHble 4YepThl CHUCTEMBI PETUCTPALIMU TOKYMEHTOB B MUHHUCTEPCTBAX ?

5. B kakoit (1)opMe OCYHICCTBIIAJICS KOHTPOJIb 3da UCITOJTHECHUEM JOKYMEHTOB B CUCTEME
MHUHHUCTCPCKOIO ,Z[eJIOHpOI/ISBO,I[CTBa?

6. Ha3oBuTe 0COOCHHOCTH OpraHU3alMK XPaHEHHS JJOKYMEHTOB B JICJIOTPOU3BOJICTBE
MUHHCTEPCTB.

7. Ha3oBuTe HampapiieHUs ¥ CIIOCOOBI paIlMOHAIM3AIMH JACJIONPOU3BOJICTBA B YUPSIKICHHUSIX
XIX - gau. XX B.

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokymeHTanmmoHHOoe oOecrieueHne  ympaBjieHHS  (JeTOTPOU3BOACTBO)
[@nexrponnsIii pecypce]; yueoHoe mocooue/ T.A. beikoa, T.B. Ky3nerosa. -2-¢ u3z. nepepal. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

PA3JIEJI 2. OPTAHU3AIUA COBPEMEHHOI'O JEJIONIPOU3BOJACTBA

Tema 2.1. Opranuzanus cay:k0bI AeJONPOU3BOACTBA — 12 4acos.


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

1. W3yunte TpeOGoBaHWMA AEHCTBYIOMIMX HOPMATHBHBIX aKTOB M HOPMATHBHO-METOIMYECKUX
JIOKYMEHTOB K OpraHU3aIiH, CTPYKType U (GYHKITUSAM CITY>KOBI 1eJI0MPON3BOACTBA.

2. [TpoaHamM3upOBaTh OPraHU3ANUI0 CIIY>KOBI JEIONPOU3BOJICTBA B YCIOBHOW OpraHMU3aIlMd H
BBIIBUTH €€ OCOOEHHOCTH.

3. IToAroToBUTH CXEMy OpTraHW3alMOHHON CTPYKTYPHl [EIONPOU3BOJCTBEHHONW CIY)KOBI B
YCJIOBHOM OpraHU3allUU.

4. P33pa6OTaTI) ITonoxenue o CJ'Iy>K6C ACIOIPONU3BOACTBA YCHOBHOﬁ opraHusanuu.

5. Pa3paboraTh TOMKHOCTHBIE HHCTPYKIIMK PAOOTHUKAM CITY>KOBI JIEIOTIPOM3BOJICTBA YCIOBHOM
OpraHU3aIHH.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. U3yunre kpaTkyro XapaKTepHCTHKy JESATEIHHOCTH YCIOBHOM OpraHH3allUM, BBIACHHUTE
0COOEHHOCTH OpraHU3alMy ACJIONPOM3BOACTBEHHON CIyXObl, €¢ HECOOTBETCTBHE COBPEMEHHBIM
TpC6OBaHI/IﬂM o CraryCcy, HNOAYMHCHHOCTH, HAWMCHOBAHUAM CTPYKTYPHBIX ‘-I&CTCIZ, HX COCTaBy.
ApryMeHTUpyITE OTBET.

2. TIoAroTOBETE CXEMy OPTAaHH3AIMOHHOH CTPYKTYphl CIyKOBI JEIOIPOM3BOICTBA YCIOBHOI
OpraHu3alyy, 3a(UKCUpyHTe MOJYMHEHHOCTb CIYX O M CTPYKTYPHBIX MozpaszmeneHuil. [ns xaxmoro
CTPYKTYPHOTO TIOIpAa3JesieHHss M Yy4acTKa CIy>KObl JEeNONPOM3BOJICTBA Ha cxeMme (ukcupyercss BUA
NOJUYMHEHHOCTH (mpsMas aJAMUHHCTpAaTHBHAas WM Meroandeckas). OOOCHyWTe HauMMEHOBaHUE U
MOJYMHEHHOCTh K&KIO0T0 CTPYKTYPHOTO MOIPa3AeIICHHUS.

3. Ha ocroBe [TpuMepHOro MOJIOKEHHs O CIIyXk0e JeIONPON3BOACTBA Pa3paboTaiiTe CTPYKTypy
tekcra [losoxenus o ciyx0e JeJI0NmpoOr3BOACTBAa YCIOBHOM OpraHu3aiuu. TEeKCT MOJOKEHHUS JTOKECH
COJICP)KaTh KOHKpETHbIE (DOPMYJIMPOBKM 3anad, (pyHKIWH, mpaB, 00sS3aHHOCTEH M B3aUMOOTHOIICHHMH
ciryx0b1. Cnenyet oopmuts [lonoxxenne Ha obmieM OJaHKe, ONPENETUTh TOPSI0K €r0 COTIIACOBAHUS U
YTBEPXKICHUS (COCTaB CTPYKTYPHBIX MOJPA3JCICHU M JOMKHOCTh PYKOBOIHUTEINS, YTBEPIKIAIOIIETO
JIOKYMEHT). ApryMEHTUPYHTE CBOM MPeAIokKeHUsI 10 npoeKTy [lonoxenus.

4. PaspaGoraiiTe  JOIKHOCTHbIE  MHCTPYKIMM HAa  BECh JIOJDKHOCTHOM ~ COCTaB
JIeJIOTIPOM3BOJICTBEHHON CIIy>KOBI yCIOBHON opraHu3auvu. Ha ocHOBe MOJTydeHHBIX WHIWUBHIYaJbHBIX
3aJjaHUil pa3paboTalTe CTPYKTYpPy TEKCTa W COCTaB Pa3/eoB JO/DKHOCTHOM WHCTpykiuu. OOpatute
BHUMaHUE, YTO MPH GOPMYITHPOBKE JODKHOCTHBIX 00s3aHHOCTEH COTPYHHKOB, CIEyET COTIacoBaTh UX
C OCHOBHBIMH 3aJaduaMd W (QYHKUMSIMH  cioyxObel (T.e. ¢ TekcroMm [lonoxkenus). B pasgene
"B3anMoOTHOIIEHHS, CBS3U" CIIEyeT 3aKpPENuTh B3aUMOACHUCTBHS PAOOTHUKOB CIYXKObl M MX CBS3H Ha
YPOBHE NPEACTAaBICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBHI
1. IlepeuncnuTe CTPYKTypHBIE YaCTH CIIY>KOBI JEJIOMPOM3BOACTBA B OPTraHU3AIMAX Pa3TUIHBIX
YPOBHEHN yIIpaBIeHUS.

2. TlepeunciuTe AEHUCTBYIOIINE JOKYMEHTBI, ONpENeNsoNre 3ajadu ¥ (QYHKIUU CIYXOBI
JIeJIONIPOU3BOICTBA.

3. HazoBute tpeOoBaHusi K CTpyKType M coctaBy wuHpopmauuu [lonmoxenuss o cmyxoe
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ACJIONPOU3BO/ACTBA, JOJDKHOCTHOM HWHCTPYKIHH.

NCTOUYHUKU U JIMTEPATYPA

[lpaBuia JENONPOM3BOACTBA B  TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpabiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoOHHbIN pecypc]. — M.,

2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

Meroaudeckue peKOMEHIAIMU 10 pa3paboTKe WHCTPYKIHMK 1O JEIONPOU3BOACTBY B
TOCYIApCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoympaBieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /[ [dneKTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW _373895/.

[TpumMepHast MHCTPYKIHMSA 110 IETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPTaHU3ALUAX, YTB.
[Mpuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanwublii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHIApTOB MO HH(pOpManK, OHOIMOTEYHOMY W H3JIaTeNbCKOMy aeny. OpraHu3anuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBaHus K opopMIIEHUIO JOKYMEHTOB // [ DIEKTPOHHBIM
pecype]. — M., 2019. Pexum goctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 HanumonanwsHelii ctanaapt Poccuiickoit ®enepauuu.
Cucrema craniapToB 1o UH(OpMaIK, OMOIMOTEUHOMY U U3AaTenbekomy neny. Mudopmarn3us
U JOKyMeHTauus. YmnpaieHue JokymMeHtamu. Yacte 1. ITlowstus u npuHuunsl. //
[DneKkTpoHHBIH pecypc]. - M., 2021. Pexxum JIoCTy1a: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonmpou3BOACTBO U apXUBHOE J1e70. TepMUHBI U OMPEIeTEHUS. -
[DneKkTpoHHbIH pecypc]. - M., 20109. Pexnm JIOCTyna:

http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz MunkynaeTypel Poccum ot 31.03.2015 Ne 526 «O6 yTBep,ACHHM TNpPaBUI
opraHu3ali XpaHCHUSA, KOMIUICKTOBAHUA, YU€Ta W HCIIOJIB30BaHUA AOKYMCHTOB ApXI/IBHOFO
¢donna Poccuiickoit @enepanii ¥ Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHON
BJIACTH, OpraHax MECTHOTO CaMOYIIpaBJICHHUs M OpraHu3alusax» // [DnekTpoHHbIl pecypc]. — M.,
2019. — Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333u  "OO yTBepKIeHUU

npodeccuonanpHoro cragaapra "CrneuuaiiucT Mo OpraHU3alMOHHOMY U JIOKYMEHTAIlHOHHOMY


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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obecrieucHnto ympasieHusi opranmszanueii"// [Dnexkrponusiii pecypc]. — M., 2021. — Pexum

nocryma: http://www.consultant.ru/document/cons_doc_ LAW_357714/.

IIpodeccuonanbublii  crangapT «CHenualucT MO  YIPABICHUIO JOKyMEHTaluen
OpraHu3anuu», YTBEPKICHHBIM IpUKa3oM MMHHCTEpCTBA TpyJa M COLMAIBHOM 3alUThI
Poccuiickoit ®@enepauuu or 10.05.2017 Ne 416n // [Dnekrponnsiii pecype]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTalMOHHOE  OOEcClieYeHUE  ympaBieHUs  (JeI0NmPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uernosa. -2-¢ u3a. nepepad. u
JIOII. - MockBa: HNudpa-M, 2018. -304 C. - Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opradusanusi JOKyMeHT0000poTa — 8 yacos.

3ATIAHUS

1. U3yuuth coBpeMeHHBIE TPeOOBaHMS K OPraHU3aLMU JOKYMEHTOO00POTa B OpraHu3alusix,
YUPEXKJISHUSIX U Ha MPEINPUATHUAX.

2. W3yunTh ¥ NIpOaHAIN3UPOBATH OPTAaHU3ALUIO JOKYMEHTOO0OPOTa B YCIOBHON OpraHHU3aliy.

3. MBy4uTh KpaTKyr0 XapaKTEpUCTUKY ACSITEIbHOCTH LIEHTPAJIBHOrO anmnapaTa yCcIoBHOM
OpTaHU3aIMH U COCTABUTH ONEPOTPAMMBI IBHKEHUS BXOISIICH, HCXO/ISIICH U BHYTPEHHEH
JIOKYMEHTaIUU.

4. HOILC‘II/ITaTB 00BEM ,Z[OKyMeHTOO60pOTa YCJIOBHOﬁ OpraHuv3anuu 3a roia.

YKA3AHUWA 110 BBITTOJIHEHUTO 3AI[AHI/H71
N3yuute IlpaBuiia nemonpou3BOACTBa B T'OCYINAPCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoyIpaBiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; Mertoanueckue peKOMEHIaluu
Mo pa3paboTKe HMHCTPYKIMHA MO JENOMPOM3BOACTBY B TOCYIJapCTBEHHBIX OpraHax, OpraHax
MECTHOTO camoyImpasieHus, ytB. Ilpukazom PocapxuBa ot 24.12.2020 Ne 199; IIpumepHyro
WHCTPYKIIMIO TIO JCJIONPOU3BOACTBY B TOCYIAapCTBEHHBIX opranusanusx (yTB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44. Caenaiite BbIBOA O CTENEHH pErIaMEHTAllMH B HOPMATHBHBIX

JOKYMEHTax OGIIII/IX IIPUHOMWIIOB OpraHu3alunu ZIOKYMGHTOO60pOTa, IIpaBUJI IPOXOKACHUA NOKYMCHTOB,

METOJUKH TI0ZICUeTa JOKyMEHTO000pOoTa.

1. Ha MpUMeEpe OMHCAaHMWs JOKYMEHTOOOOpPOTa YCIOBHOW OpTraHW3aIlldd  BBIABUTE €T0
OCOOCHHOCTH W OIPEJICINTE HECOOTBETCTBUE OpPraHU3allMi JOKYMEHTO000pOTa B JaHHOW OpraHMU3alud
TpeOOBaHUSIM HOPMATUBHBIX JIOKYMEHTOB.

2. CocraBbTe OoreporpaMmbl IBUIKCHUSA NOKYMCHTOB B yc.]'[OBHOﬁ OopraHu3anuu. I[J'IH 9TOro
OMpeACIUTEC COCTaB HOJLKHOCTHBIX JIML, Y4Y4aCTBYIOUIUX B o6pa60TKe U HUCHOJHCHHUU IOOKYMCHTOB;


https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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oCJICA0BAaTCIIbHOCTD onepauﬂﬁ 1o o6pa60TKe JAOKYMCHTOB; HU3YyUUTEC CXCMBI JABUKCHUA
JAOKYMEHTOIIOTOKOB B yCJ'IOBHOfI OopraHu3ainuu.

OneporpaMMa ABWKXCHUS BXOOANIUX HOKYMCHTOB JOJDKHA OTPA3UTh MCPEMCUICHUA JOKYMCHTOB
OT MOMCHTA NIprUeMa 10 NOAIINBKHA UX B JCJIO IOCJIC 3aBEPUICHUA UCIIOJTHCHH.

OneporpaMma HCXOIAMIMX JOKYMEHTOB JOJDKHA OTpPa3WTh IIEPEeMENIeHUs] JTOKYMEHTOB OT
MOMEHTA MOJTOTOBKH UX MPOEKTOB JI0 OTHPABKHU U3 YUPECHKIACHHUS.

OneporpamMma JABIDKEHHS] BHYTPEHHHX TOKYMEHTOB (Ha TMpUMepe MpHKasza) IODKHA OTPa3HTh
MepEMEIICHHS] TOKYMEHTOB OT MOMEHTA MOJATOTOBKU MPOEKTa TOKyMEHTA 10 TOJIIINBKU B JIETO.

3. V3yuuB cocTaB M KOIMYECTBO IOTYYEHHBIX, OTIPABIEHHBIX M BHYTPEHHHX IOKYMEHTOB
YCJIOBHOH OpraHU3alliH, NOACUUTaHTEe 00BEM ee JOKYMEHT0000poTa 3a TOf.

KOHTPOJIBHBIE BOITPOCHI

1. aiite onpenenenne MOHATHS " TOKYMEHTOO00pOT".

2. [lepeuncnuTe OCHOBHBIE TPeOOBaHMS K OpraHU3alMN JOKYMEHTO000pOTa B OpraHn3aIHsIX.
3. [lepeuncnuTe npaBmiia yueTa JOKYMEHTOO00pPOTA.

4. HazoBuTe TpeOOBaHUs K IPOXOKACHUIO U UCTIONHEHUIO BXOAALINX JOKYMEHTOB.

5. HazoBuTe 3Tarsl MMPOXOXKACHUA U UCIIOJITHCHHUA UCXOAAIINX U BHYTPECHHUX JOKYMCHTOB.

6. IlepeunciuTe MpaBuUia Nepeayn JOKYMEHTOB BHYTPH YUPEKICHUS.

NCTOUYHUKU U JINTEPATYPA
. [lpaBuna  jmenmonpousBojCTBA B TOCYJApCTBEHHBIX  OpraHax, oOpraHax MeECTHOIO

camoyrmpaBiieHus, ytB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. —

M., 2021. — Pexkum gocTtyna: http:// https://base.garant.ru/72291836/.

o Meroauueckre pEeKOMEHIAIMKA 10 pa3paboTKe WHCTPYKIMH O IETONPOU3BOJACTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMmoylpaBiieHus, yTB. [Ipukazom PocapxuBa
or 24.12.2020 Ne 199 // [2nekTpoHHbIM pecypc]. — M., 2021. — Pexkum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

. [IpumepHass UHCTPYKIUS MO JAEIONPOU3BOACTBY B IOCY/IapCTBEHHBIX OpraHU3aIUIX,
y1B. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnexrponusiii pecypc]. — M., 2019.
Pesxxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e TOCT P 7.0.97-2016. HammonameHblid cranmgapt Poccuiickoii ®enepanmu. Cucrema
CTaHJApTOB 10 MHGOPMAIMH, OUOIHMOTEYHOMY W W3AaTelbckoMy Aeiny. OpraHu3airoHHO-
pacrnopsiauTenbHas — JOKyMeHTauus. TpeOGoBaHuss K O(OpPMIIEHHIO JOKYMEHTOB //

[D7eKTpOHHBIH pecypc]. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc_LAW_216461/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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I'OCT P MCO 15489-1-2019 Hamumonanbusiii crangapt Poccuiickoit @eaepanun. Cucrema
CTaHJapTOB MO HHQpOpMaIUHU, OMOIHMOTEYHOMY U U3JAaTenbckoMmy neny. Mudopmanlus u
JOKyMEeHTalus. YrmpasieHue pokymeHtamu. Yacte 1. TloHsTHs W npuHIUOBL //
[DneKTpOHHBIN pecypc]. - M., 2021. Pexum JIOCTyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 [1enonpou3BOJCTBO U apXUBHOE J€70. TepMUHBI U OINpPEIACICHHS.-
[DneKTpOHHBIN pecypc]. - M., 20109. Pexum JIOCTyTa:

http://www.consultant.ru/document/cons_doc_LAW _163800/.

o [Ipuka3 MunkynbsTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBepkKIeHUU IPABHUI OpraHU3aIIN

XpaHCHUA, KOMIUICKTOBAaHHA, YUYCTa MW HCIOJbB30BaAHUA OOKYMCHTOB ApXI/IBHOFO (1)OHI[8.
Poccuiickoit @eﬂepaunn U ApPYrux apXuBHBIX JOKYMCHTOB B OpraHax FOCYHapCTBeHHOﬁ
BJIACTH, OPTaHaX MECTHOTO CaMOYIIPABIICHUS M OpraHu3anusax» // [DIeKTpOHHBIH pecypc]. —
M., 2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

I[OHOJIHI/ITCJII)HI)IC HCTOYHHUKH

[Tpukaz Muntpyna Poccun ot 15.06.2020 N 333w "OO6 yTBepKIACHHUH
npodeccuoHaIbHOTO CTaHaapTa "Cneuuanuct o OpraHU3aI[IOHHOMY u
JOKYMEHTAlIMOHHOMY OOECIICUCHUIO yIpaBiieHus opranusanuei”// [DnexTpoHHbI pecypc].
- M., 2021. - Pexxum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Tocranosnenue IlpaBurenscta PO ot 15.06.2009 Ne 477 «O06 ytBepxaenun IlpaBun
JIETIOTIPOU3BOJICTBA B (pelepabHBIX OpPraHax HCIOJHUTEIBHOW BIACTH»// [DIEKTPOHHBIN
pecypc]. — M., 2019. — Pexum JIOCTYyIIa:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

e [Tocranosnenue IlpaButensctBa P® ot 25.12.2014 Ne 1494 “O6 yTBep:kI1eHUH ITPaBUI 0OMeHa

JOKYMCHTaMU B SJICKTPOHHOM BUJIC npu oprannu3anvn I/IH(l)OpMaHI/IOHHOFO
B3aumozeiictBus’”//  [OnexkTpoHHbli pecypc]. — M., 2019. — Pexum gocryna:
https://base.garant.ru/70832680/.

beikoBa T.A. JlokyMeHTanmoHHOE oOOecleueHue yhpaBieHUus (JAeTOmPOU3BOACTBO)
[Onexrponnsiii pecypc]; yueOnoe mocoome/ T.A. beikoBa, T.B. Kys3Hemoma. -2-e wu3j.
nepepad. u jgom. — MockBa: Wuadpa-M, 2018. -304 c. — Pexum gocryma:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 yaca.


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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SAJJAHUMA

1. Mzyunts TpeGoBaHMS HOPMATHBHO-METOJMYECKMX JOKYMEHTOB K PErHCTPAllH |
MOCTPOCHUIO HH)OPMAIIMOHHO-CIIPABOYHOTO arapara.

2. 3aperucTpupoBaTh HECKOIBKO TOKYMEHTOB, TPE/IOKEHHBIX PETOIaBATEIIEM.

3. O3HAKOMHBIINCH C ONMCAHHEM TEXHOIOTHH DErMCTPALMK JIOKYMEHTOB B  YCIIOBHOI
OpraHm3aIyy, pa3padoTaTs 1 000CHOBATH MPEIOKEHHUS 110 PAIMOHATFHONW OpTaHM3aIMHA PETUCTPAIAN U
MHPOPMAaIIMOHHO-CIIPABOYHON paOOTHI.

VKA3AHMS 110 BBITTOJTHEHUIO 3AJAHUIM

1. Wsyumre IlpaBuna penomnpou3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, opraHax
MecTHOro camoytpasienus (pasgenst I, 1V), Metoguueckue pekomeHaanuu mo paszpaboTke
MHCTPYKUUNA 1O JEeJONPOU3BOJACTBY B TOCYHApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoymnpabiieHus, [IpuMepHyI0 HHCTPYKIHMIO IO JCJIONPOU3BOACTBY B TOCYIapCTBEHHBIX
opranuszanusax (yTB. Ilpukazom Pocapxua ot 11.04.2018 Ne 44. O6paTute BHUMaHUE Ha COCTaB
JIOKYMEHTOB, TIOJICKAIIUX PETUCTpAIlUU, IOCIEI0BATEILHOCTh PACIOIOXKEHHUS COCTaBHBIX
yacTed WHJAEKCa JOKYMEHTa, MpaBwia (OpMHPOBaHHS WHOOPMAIMOHHO-CIIPABOYHBIX 0a3
JAHHBIX.

2. 3aperucTpupyuTe MpeIIoKCHHbBIC JOKYMEHTBI, 00paTHB 0c000¢ BHUMAHHME HA PETHUCTPAIUIO
VHUIMATABHBIX W OTBETHBIX TTHCEM.

3. Ilpoananu3upyiTe MOPSAOK pErucTpaluy JOKYMEHTOB B YCIOBHOM opranuzanuu. OTMETUB
0COOEGHHOCTH OpraHu3allid W TEXHOJOTWH PErucTpaluyd JOKYMEHTOB B YCJIOBHOW OpraHU3alvy,
OlpeliesIuTe MX HeNOCTaTku. Ha OCHOBe MNpOBeAEHHOrO aHajdu3a M TpeOOBaHM HOPMATHBHO-
METOJANYECKUX JIOKYMEHTOB pa3padoTaiiTe MpesioKEeHUS] TI0 OpraHU3aliy PETHCTPAllUN TOKYMEHTOB H
MOCTPOCHUIO HH()OPMAIIMOHHO-CIIPABOYHOT'O aIlllapaTa B YCIOBHOM OpraHU3aIiH.

KOHTPOJIbHBIE BOITPOCHI
1. Uto Takoe peructpanus qokyMmeHToB? Kakue 3a1aun pemiarrcs B JSIOMPOU3BOICTBE C
MTOMOIIIBIO 3TOH oreparuu?

2. Kakue 1oOKyMEHTBI OJIEXKAT perucTpanuu’?

3. KakoB 00s3aTepHbIN COCTaB pEKBU3UTOB MPHU perucTpanun?
4. B yeM OCHOBHO} MPUHIMI PETUCTPALIUHU?

5. KakoBbI OCHOBHBIE NTpaBHJIa MHIEKCALUU TOKYMEHTOB?

6. Kakoe nmpenmMyIecTBo UMEET CIEUATINCT P PETUCTPAIIMN JOKYMEHTa B
ABTOMATHU3HPOBAHHBIX CUCTEMAX 110 CPAaBHEHMIO C TPATAULMOHHBIMU METOAAMU?

NCTOUYHUKU U JINTEPATYPA
[lpaBuia  fmenonmpows3BOACTBA B TOCYHApPCTBEHHBIX  OpraHax, OpraHax MECTHOIO

camoympaBiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,

2021. — Pexkum pgoctyna: http:// https://base.garant.ru/72291836/.
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Meroandeckue peKOMEHIAIMU IO Pa3pad0TKe WHCTPYKIUMH 1O JACIIONPOU3BOACTBY B
TOCYIApCTBEHHBIX OpraHax, OpraHax MECTHOI'O camoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199 /[ [dneKTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpuMepHas MHCTPYKIHUSA IO JIEIOIPOU3BO/CTBY B TOCYJAPCTBEHHBIX OPraHU3aLUAK, YTB.
[Mpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanbhublii crangapt Poccuiickoit ®enepanuun. Cucrema
CTaHJApTOB MO HH(pOpManu, OHOIMOTEYHOMY W H3JIATENbCKOMYy zeny. OpraHu3anuoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBanus K opopMIIEHHIO JOKYMEHTOB // [ DJIeKTPpOHHBIN
pecype]. — M., 2019. Pexum goctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HUCO 15489-1-2019 HanumonansHueiii cranmapt Poccuiickoit ®deneparumn.
Cucrema ctanaapToB 1o uHGOpMaIMK, ONOIHOTEUHOMY U H3AaTtensckomy nerny. Undopman3us
U JOKyMeHTauus. YmpaBieHue gokymeHtamu. Yacte 1. Ilonstus w mnpuHuunsl. //
[DneKTpOHHBII pecypc]. - M., 2021. Pexum JOCTyIIa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonmpou3BOACTBO U apXUBHOE Je70. TepMUHBI U OMPEIeTEHUS. -
[OnexTpOoHHBII pecypc]. - M., 20109. Pexnm JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.
beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHne  ympaBjieHHS  (JeTONMPOU3BOACTBO)
[OnexTpoHHBIH pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepa0. u

JIOTI. — Mockaa: Nudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzanus TeKylIero XxpaHeHusi JOKYMEeHTOB — 8 4acoB.

3AJAHUA
1. W3yuuth TpeOOBaHUS HOPMATUBHBIX aKTOB U HOPMATHBHO-METOANYECKUX JOKYMEHTOB K
COCTaBJICHHIO W O(POPMIIEHUIO HOMEHKJIATYPHI JIEI.

2. I/IBY‘II/ITB BO3MOKHOCTH HUCIIOJIb30BAHUS IIEPEUYHA CO CPOKAMU XPAaHCHUA JOKYMCHTOB B
ACJIOMPOU3BOJACTBC OpraHrU3alu.

3. IIpoaHanm3upoBaTh KOHKPETHYIO HOMEHKIIATYPY A€J YCIOBHOM OpraHU3aIiy U BBISIBUTH
OomKOKN B €€ COCTaBJICHUU U OPOPMIICHHUH.

4. CocraBuTh HOMEHKIATYPY JIeN YCIOBHOI OpraHU3aIMA.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJTAHUI


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/
http://znanium.com/go.php?id=942800/
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1. Wsyumre IlpaBuna penonpou3BOACTBA B TOCYJApCTBEHHBIX OpraHax, oOpraHax
MECTHOTO camoyImpaBieHus (pazmen 6,7), MeTtomuueckue pEKOMEHAAIMU 10 pa3paboTKe
UHCTPYKUUNA 1O JEeJONPOU3BOJCTBY B TIOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoymnpasiieHus (npunoxenus 13-23), [TonoxxeHne o MOPSIKE U CPOKAX XPAHCHHUS JTJOKYMEHTOB
aKIIMOHEPHBIX 001IecTB, [IpuMepHyI0 HHCTPYKIHIO 1O JEIONPOU3BOJICTBY B IOCYIAapCTBEHHBIX
opranuszanusax (yrB. IIpukazom Pocapxua ot 11.04.2018 Ne 44) Vscuute cneayrouiee:

. BUJIbI HOMEHKJIATYP JIeJT;

. THUIIBI HOMEHKJIATYp /e (K1acCu(pUKauOHHBIE CXEMBI);

. npaBuia GOpPMYJINPOBAHHUS 3aT0JIOBKOB /€T,

. WCTOYHUKH YCTAHOBJICHUSI CPOKOB XPAHEHHSI JOKYMEHTOB;

. IpaBUIa CUCTEMATU3alMK U HHAEKCALIUY 3aI 0JIOBKOB JI€J;

. npaBuia ohOpMIICHUSI, HOATIUCAHNS, COTIACOBAHUS U YTBEPKACHUS
. HOMEHKJIATYypPbI JIEI.

2. U3yunte ykazaHus 1o npuMeHeHHIo [lepeyuHs TUITOBBIX yIPaBIeHYECKUX apXUBHBIX
JIOKyMEHTOB, 00pa3yIOIUXCs B MPOLIECCE AESATEIbHOCTU IOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIPAaBIICHNS ¥ OPraHHU3alNH, ¢ yKa3aHUEM CPOKOB XpaHEHHS U BBIACHHUTE:

. MOPSAZOK MPUMEHEHUS TIepedHs B JeIONPOU3BOJICTBE;
. IudQepeHInanuo CPOKOB XPaHEHHUSI JOKYMEHTOB 110 TPyIIaM OpraHU3alui;
. CXeMy TMOCTPOEHHMS MEePEeYHs U €ro HayyHO-CIPaBOYHBIN ammapar.

3. IpoaHanusupyiite KOHKPETHYIO HOMEHKJIATYPY Jel1 YCIOBHOI OpraHH3allud, BBIABHTE
HEJIOCTATKH €€ COo/IepKaHusl M 0POPMIICHHUS, TPOMIITFOCTPUPOBAB KXKBIH U3 HUX MPUMEPOM.

4. Usyunte CTPYKTYpy M COCTaB JOKYMEHTAIbHOrO (hOHHA YCIOBHOH OPraHH3alud H
pa3paboTaiiTe KJIaCCU(PUKAIMOHHYIO CXeMy HOMEHKatypbl Jnen. OdopMmure ee B BUIEC CIIHMCKa
CTPYKTYPHBIX TIOApA3JENeHUH C HWHIEKCAMH, PACIONIOKEHHBIMH 110 CTeneHW 3Hauumoctu. OOparute
BHMMaHHE Ha TO, YTO CXeMa KJIacCU(UKAIMU JIOJKHA COOTBETCTBOBATH TIJiaBHOUW Tabmuile [lepeduns
TUIIOBBIX TOKYMCHTOB CO CPOKaMH XpaHCHMUH.

CocraBbTe HOMEHKJIATYPY [I€JI YCIOBHOM OpraHM3alMH, Uil 4ero: chopMyiaupyHTe 3aroioBKU
JIell B COOTBETCTBUM C YCTAHOBJICHHBIMH TPEOOBaHWSIMH U YCTaHOBHTE CPOKM XpaHEHHS Jel TI0
NEPEYHIO; MPOBEIUTE CHCTEMAaTH3alMI0 3arojioBkoB nei. OdopMuTe HOMEHKIATYypy A€ Ha oOIeM
O/aHKe YCJIOBHOW OpraHM3alldd IO YCTaHOBJIEHHOH (hopMme, OIpeIeNuTe COCTaB JIOJKHOCTHBIX JIMIL,
KOTOpPBIE IOJDKHBI €€ 3aBU3NPOBATh M YTBEPAHTD.

KOHTPOJIBHBIE BOITPOCHI

1. MaiiTe onmpeneneHne HOMEHKIIATYPHI JCIT.

2. OxapakTepu3yiTe MpUMEHEHNUE Pa3IUIHBIX BHIOB HOMEHKIIATYPHI JIEI.

3. [lepeuncnure TpeOoBaHUs K POPMYIHPOBKE 3aTOJIOBKOB €]l B HOMEHKJIATYpE.
4. Ilepeuncnure TpeOOBAHUS K CHCTEMATH3AINH 3ar0JIOBKOB JIeJI B HOMEHKJIAType.

5. Kak oOpa3zyercs nHAEKC ei1a B HOMEHKIAType?
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6. Kak ucronb3yeTcst mepeueHb IOKYMEHTOB ¢ YKa3aHUEM CPOKOB XpaHEHUS B
JIEJIOTIPON3BOACTBE?

7. KakoBbl 5Tansl pa3paboTKi HOMEHKIATYPHI J1en?

8. KakoB cpok aeicTBus HOMEHKIIATypHBI Jei?

NCTOYHUKU U JIUTEPATYPA
1. ®enepanpubiii 3akoH ot 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jene B Poccuiickoit

Oeneparuny /I [Dnektponnsnii  pecypc]. — M., 2019. — Pexum gocryma:
https://base.garant.ru/12137300/.

2. TlpaBunma JenONpOM3BOACTBA B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpaniieHus, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [SneKkTpoHHbIN pecypc].

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

3. Meroaunueckue peKOMEHJAIMU MO pa3paboTKe WHCTPYKUUN MO JEIOMPOU3BOJCTBY B
TOCYZapCTBEHHBIX OpraHax, oOpraHax MECTHOIO caMoyIlipaBieHus, yrtB. llpuxazom
Pocapxupa ot 24.12.2020 Ne 199 // [9nekTpoHHbIi pecypcl. — M., 2021. — Pexkum goctyna:
http:// http://www.consultant.ru/document/cons_doc_LAW _373895/.

4. [IpumepHass MHCTPYKUUS 1O  JEJONPOM3BOACTBY B  T'OCYJAapCTBEHHBIX
opranuzaiusx, yTB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIH
pecypc]. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. TOCT P HUCO 15489-1-2019 Hauumonanenbiii crangapt Poccuiickoit ®enepamuu.
Cucrema craHaapToB Mo HHpOpManuu, OWOIMOTEYHOMY U H3/ATEIBCKOMY JIEIy.
Wndopman3us u gokyMmeHTanus. YmpasieHue aokymeHTamu. Yacte 1. Ilonarus u
npuHUMIbBL. // [OnekTtpoHHbli pecypc]. — M., 2021. Pexum nocrynma: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

6. TOCT P 7.0.8-2013 [Ieqonpou3BOJACTBO M apXUBHOE Je70. TepMUHBI B ONPEICICHUS. -
[OneKTpOHHBII pecypc]. - M., 20109. Pexum JIOCTYyIIA:

http://www.consultant.ru/document/cons_doc_LAW _163800/.

7. Tlpuxkaz Munkynstypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBep:KIEHHM IpaBHI
OpraHM3alMi XpAHEHWs, KOMIUIEKTOBAaHHUS, y4€Ta U HCIOJIb30BaHUS JOKYMEHTOB
ApxusHoro (onna Poccuiickoii @enepanuu u Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax
TOCYJapCTBEHHOM BJIACTH, OpPraHax MECTHOTO CaMOYIpPAaBJICHUs W opraHuzauusx» //
[DnexTpoHHBIH pecypc]. — M., 2019. — Pexum JIOCTYTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.


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/

8.

10.
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[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OO yrtBepxacHuu IlepedHs THUIOBBIX
YOPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, OOpa3ymOIIMXCS B TMpOIecce AeATeIbHOCTH
rOCYJJapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CaMOYIPABJICHUS M OpPTaHU3alUH, C
yKa3aHHeM CpoKoB uX xpaHeHus" (3apeructpuposano B Muntocre Poccuu 06.02.2020 N
57449) /| [DOnektponHbii pecypc]. — M., 2021. — Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBEpXIEHUU TMPUMEPHOTO
MOJIOKEHUS 00 OKCIEPTHOM KOMHUCCHU opraHu3anuu" (3aperucTpupoOBaHO B
Muntocte Poccum 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. —
Pexxum moctyma: http://www.consultant.ru/document/cons_doc LAW 300357/

beikoa T.A. JlokyMeHTalMOHHOE OOECIEYCHHE YIPaBIICHUS (JEIOMPOU3BOICTBO)
[DnexTpoHHbIi pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3neuosa. -2-e¢ usn.

nepepadb. m gom. — MockBa: Huadpa-M, 2018. -304 c. — Pexum ngocryna:
http://znanium.com/go.php?id=942800/

9.3. Uuble MaTepuabl


http://znanium.com/go.php?id=942800/
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Ipuaoxenue 1
AHHOTAIIUSI PABOYEH ITPOI'PAMMBI JJUCIIUTIIUHBI

ejb AUCHMIUIMHBI — TIOJITOTOBUTHh BBIMYCKHUKA, 3HAIOMIETO OCHOBHBIC HAIPABJICHUS
roCyJIapCTBEHHOM perjaMeHTaluu padoThl ¢ JoKyMeHTamu B Poccuiickoit deneparuu, 3amaun
CITY>KOBI JOKYMEHTAITMOHHOTO OOECTICUCHHsI YIPABJICHHS W BJIAJCIOIICTO METOJaMHU aHalM3a |
COBEPIIICHCTBOBAHUS TEXHOJOTHH THUITOBBIX JICJIOTPOU3BOICTBEHHBIX OTEPAIIA.

3amauu QM CHUILINHBI:

- U3YYUTHh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIONPOU3BO/ICTRA;

- OBJIAJIETh CIIELUATIbHON TEPMHUHOJIOTHEH;

- M3y4YUTh COBPEMEHHYIO 3aKOHOJATEIBHYIO, TPaBOBYI0O W HOPMATHUBHYIO 0a3y,
perJaMeHTUPYIONIYIO PaboTy ¢ TOKyMEHTAIIUEIH;

- chopMHUpOBaTh Y CTY/IEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JIEJIONPOU3BOICTBEHHBIX
omepanuil B YyCIOBUSX MNPUMEHEHUS TPATUIMOHHBIX M aBTOMATH3MPOBAHHBIX TEXHOJIOTUMN
00paboTKH JOKYMEHTOB;

- chopMHupOBaTh HABBIKM aHAW3a CHCTEMBl JOKYMEHTAlIMOHHOTO OOeCIeUeHUs
YIPaBIICHUS;

- ONpeACIUTh  HANPABJICHUS  BO3MOXXKHOTO  COBEPIICHCTBOBAHHUS  CHCTEMBI
JIOKYMEHTAITMOHHOTO 00ECTICUCHUS yIIPABIICHHS;

- U3YYUTh TMOPANOK OpraHu3aldd CIyXObl JOKYMEHTAllMOHHOTO OOecreueHus
yIOpaBlIeHUS! B COBPEMEHHOW OpraHU3aIiH.

B pe3ynbraTe 0cBOCHUS AUCHUIUTMHBI (MOAYJIs) 00yYarOIIUNiCs JOMKEH:

3namo:

COBpPEMEHHBIE TTPOOJIEMBI JOKYMEHTAIIMOHHOTO OOECTICUCHUs YIIPABICHUS U apXUBHOTO
Jena;

MOPSIIOK pabOTHI CITY>KO TOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPABIIECHUS U apXUBOB

Ymemn:

pemats mnpodeccuoHaNbHBIE 3amaun B chepe  JOKYMEHTAIMOHHOTO 0OecredeHus
yOpaBlIeHUS U apXUBHOTO JIENa;

pernmaMeHTHpoBaTh paboTy CIyKO0 TOKyMEHTAllMOHHOTO OOECTeueHHUs YIpaBICHUS U
apXUBOB

Bnaoemo:

HaBBIKAMH  OIEHKHM COBPEMEHHOTO COCTOSHUS ~ CHUCTEMBI  JOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBieHUs U apXUBHOTO JIeTIa;

HaBBIKAMH OpTraHM3allii paboThl MOApa3feineHuii B cdepe TOKYMEHTAIMOHHOTO
oOecrnievyeHns ynpaBlIeHUs U apXUBHOTO JieJia B COOTBETCTBUHU C HOPMATUBHBIMH TPEOOBAHUSMU.



