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1. MosicuuTeNLHAA 3aNIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Llenp AMCUMIUIMHBI — TMOArOTOBUTH BBITYCKHHMKA, 3HAOIIETO OCHOBHBIE HANpPABIICHUS
rocyJJapCTBEHHOM perjiaMeHTanuu padboTel ¢ JokymeHTamu B Poccuiickoii ®epepauuu, 3anadu
CIIy’)KObl JTOKYMEHTallMOHHOT'O OOECIEeYeHHUsl YINPaBICHHUS W BIAJCIONIET0 METOJaMU aHalu3a U
COBEPLICHCTBOBAHHMS TEXHOJIOTUU TUIOBBIX JIE€JIONPOU3BOICTBEHHBIX ONIEPALUN.

3ajaun JUCUUIIIIMHBIL:

- I3YYHUTh UCTOPHUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPOU3BOICTBA;

- OBJIQJIETh CHIEUATbHON TEPMUHOJIOTUEH;

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

- chopMHUPOBATh y CTYJICHTOB HABBIKM BBHIMOJTHCHHSI OCHOBHBIX JEJIOMPON3BOACTBEHHBIX
orepalyii B yCIOBUAX MPUMEHEHUS TPAAUIIMOHHBIX U aBTOMAaTHU3UPOBAHHBIX TEXHOJIOTHI 00paboTKU
JIOKYMEHTOB;

- chopMHpOBATh HABBIKU aHAIHM3a CUCTEMBI JOKYMEHTALIMOHHOTO 00eCIIeYeH sl YIIPABICHUS;

- ONPENEIIUTh HAIPABICHUS BO3MOYXXHOI'O COBEPIIEHCTBOBAHUS CUCTEMbI JIOKYMEHTALIHOHHOTO
o0ecrnieueHus ynpaBIeHUS;

- U3YYUTh TOPAJIOK OpraHU3AIMH CIY>KObI IOKYMEHTAIMOHHOTO OOECIEeUEHUs! YIpaBICHUS B
COBPEMEHHOM OpraHHU3alUu.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI N0 JUCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH JOCTUKEHUS] KOMIIeTeHIIUH

Komnerenuus NHaukaTopbl KOMIIETEHIUI Pe3yabraThl 00yuyeHus
(ko m (Ko ¥ HAMMEHOBAHUE)

HaWMEHOBAHHE)
OIIK-2. Crnocoben | OIIK -2.1. 3HaeT OCHOBHEIE 3HaTh: COBpPEMEHHBIE MPOOIEMBI
HaXOAWTb COBpPEMEHHBIE TPOOTIEMBbI JIOKYMEHTALMOHHOTO 00eCTIeueHHs
OpraHU3alMOHHO- MIOCTPOEHHUS CUCTEMBI YIpaBJIE€HUS U apXUBHOTO Jiea
YIPaBIEHYECKHE JOKYMEHTAllMOHHOT O VYMeTh: pemats npopeccHOHaIbHbIE 331241 B
pelieHus pu | obecrieueHus yrnpaBieHHs U cepe JOKYMEHTAlMOHHOI0 00ecnedeHus
pellleHnn  3aJad B | apXUBHOIO Jeja YIPAaBJIEHUSA U apXUBHOTO Ji€Ia
chepe CBOEH Bnagers: HaBbIKaMU OLIEHKH COBPEMEHHOIO
npodeccuoHaIbHOM COCTOSIHUSI CUCTEMBI JIOKYMEHTAIIMOHHOTO
JEATEIIBHOCTH oOecrieyeHHs ynpaBJIeHUs U apXUBHOTO Jeja

OIIK-2.2. Opranu3oBsIBaeT 3HaTh: NOPSIOK pabOTHI CITYKO

paboTy moapasiesieHuil B JIOKYMEHTAIIMOHHOTO 00ecreueHus

cdepe T0KyMEHTallMOHHOTO yIpaBJICHUS U apXUBOB

oOecrnieuyeHns ynpaBieHUss 1 | YMETb: perJaMeHTHpOBaTh paboTy ciyK0
apXHMBHOTO JieNa JIOKYMEHTALMOHHOTO 00eCTIeueHHs
YIPaBJICHUS U apXUBOB

Bnaners: HaBbIKAaMH OpraHU3alyuu padoThI
MoApa3ieNieHuid B cepe
JIOKYMEHTALMOHHOTO 00eCTIeueHHs
YIpaBJICHUS] M apXUBHOTO JIeTia B
COOTBETCTBUH C HOPMATUBHBIMU
TpeOOBaHUSIMHU




1.3. MecTO TUCUMILIMHBI B CTPYKTYpe 00pa30BaTeILHON NPOrpaMMbl

Jucrunuaa «OpraHu3aiss M TEXHOJIOTHS JOKYMEHTAallHOHHOTO OOECIICUCHUs YIpPaBIICHUS»
OTHOCHTCSI K 00513aTeIbHON YacTH OJIOKA JUCHIUIUINH YIeOHOTO IJIaHa.

JIst OCBOCHMSI TUCHMIUIMHBI HEOOXOIUMBI 3HAHUS, YMEHHUS M BIIaJIeHUs, c(POPMUPOBAHHBIE B XOJE
M3YUYCHHUS CIEAYIOUIMX JUCHMIUIMH U MPOXOXKICHUS MPAKTUK: «J[OKyMEHTOBEICHHE», « IKOHOMUKAY,
«MeHemKMEHT».

B pesynbTare ocBOCHMS TUCIUTUTHHBI (DOPMHUPYIOTCS 3HAHUS, YMCHHSI M BIIaJICHUS, HECOOXOTUMBIC TSI
M3YYEHHUs CICAYIOIHUX AWCHUIUIMH W TPOXOXKICHUsS TNpakTuk: «MHbopMarmoHHOE MpaBo»,
«MHpOpMaIIIOHHBIE TEXHOJOTUU B JOKYMEHTAI[MOHHOM OOECIeYeHHH YyIpaBieHus», «KaapoBoe
JIEIONIPON3BOJICTBO», YUeOHasi (0O3HAKOMUTEIbHAS) ITPAKTHKA, MPOU3BOJICTBEHHAS NIPAKTUKA (Hay4YHO-
HCCIIeIOBATeNbCKas paboTa), MpeIIUIIOMHAs PaKTHUKA.

2. CTpyKTYpa THCHUILITHHBI
OO6mast TpyA0€MKOCTh TUCIMIUIMHBI COCTaBIseT 4 3.¢., 144 akageMuyecKkux Jaca.

CTpyKTypa JUCHUILIMHBI /151 04HOH (pOopMBbI 00yUeHUs

O0beM IUCHUIUITMHBI B (OpME KOHTAKTHOM pabOThl OOYYAMOIIUXCS C MeJarormyecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud 00pa30BaTeIbHONW MpOrpaMMbl Ha
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonnuectBo
4acoB
3 Jlekuun 32
3 Cemunapsl/mabopaTopHbie pabOTHI 48
Bcero: 80

O0BeM TUCHUIUTMHBI B (POpME CaMOCTOATEIbHON paboThl 00yYarIIMXCcs cocTaBiseT 46
aKaJIeMHUYECKHUX 9acOB, KOHTPOJIb — 18 yacoB.

CTpyKTypa AMCHMILIMHBI I 0YHO-32049HOI (popMBbI 00yUeHH s

O0pvemM naucHUIUIMHBL B (popMe KOHTAKTHOM paboThl OOydarOMMXCSl C MeJarorndecKuMu
paboTHUKaMU M (WJIK) JUIAMH, TIPUBJIEKAEMBIMH K peaju3aliyd 00pa30BaTeIbHONW MpOrpaMMbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHATUN KomuuectBo
9acoB
4 Jlexuun 12
4 CeMuHapbl/1abopaTopHble paboThI 20
Bcero: 32

O0bemM TUCIHITIHHEI B (popMe caMOCTOSTETbHON pabOThl 00YYAIOIIUXCS COCTABISIET 76
aKaJIeMUYeCKUI 4acoB, KOHTPOJIb — 18 vacos.

CTpyKTypa JUCHHUILIMHBI JJ51 3204HOI (popMbI 00yUeHUs1

O06beM auCHUIUIMHBEI B (OpME KOHTAKTHOW pPAabOThI 0OyYaromuxcsi ¢ TeAarorudecKuMu
paboTHUKaMu ¥ (WIIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOTpaMMbl Ha
WHBIX YCJIOBUSX, IPH MTPOBEICHUH YICOHBIX 3aHITHM:

Cemectp | Tun yueOHBIX 3aHITHIT KomnuectBo
4acoB

3 Jlexnun 12




3 ‘ Cemunapsl/mabopaTopHblie pabOTHI 20

Bcero:

32

O0beM TUCIUIUTMHBI B (popMe caMocToATeIbHON paboThl o0yyaromuxcs coctaiseT 103
aKaJeMHYeCKH yaca, KOHTPOJIb — 9 yacoB.

3. Coep:xaHue TUCHUILIMHBI

Ne | HaumeHoBaHue pa3jena Conep:xanue
JAUCHUILIMHBI
1 1. Hasnayenme  Kypca, | [Ipeamer, comepkanve u 3amauu Kypca. TepMuHOIOTHS

HCTOYHUKHU U JIUTEPATYpPa

OCHOBHBIX TOHSATUH B 00JacTH JEJIONMPOU3BOJICTBA, €€

sBomonust.  OleHKka TEpPMHUHOB B OTEYECTBEHHOMU
JUTEpaType.

B3aumocssi3b OpraHu3alu u TEXHOJIOTUHI
roCy/IapCTBEHHOI'O JIEJIONPOU3BOJCTBA C pa3BUTHEM
rOCy/IapCTBEHHOI'O  ammapara, ero (QyHKIMSIMH U
cTpyktypoii. Ileproauzaiiys OCHOBHBIX ATAaloB Pa3BUTHUS
JIeJI0NPOU3BO/ICTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTH pabOThl C TIOKyMEHTaMU
B yYpeKACHUAX Poccuu B pa3inyHbIE HCTOPUYECKHE
HEPUOJIbl, UX IPEEMCTBEHHOCTh B YCIOBUAX AEATEIBHOCTH
COBETCKOTO U POCCHHCKOTO TOCYJapCTBEHHOTO arapara.
Mecto Kypca cpeau Jpyrux U3y4aeMblX TUCLMILIMH.
O030p MCTOYHUKOB U JIMUTEPATYpPHI IO JEIONPOU3BOICTBY
B Poccun o 1917 r.

JIuTepatypa nmo Hay4yHOM OpPraHM3aLMU YIPABIECHYECKOIO
tpyna B 1920 - 1930-x rr., ee 3HaYCHHE IS W3YUYEHUS
Kypca.

Pabotsl mo nenompousBoiactBy  1960-x -1980-x rr.,
(dbopMHpOBaHNE HOBBIX PAIMOHAIN3ATOPCKUX HACH M HX
OTpa’keHHe B UCTOYHMKAX M JUTepaType, NepruoINIECcKOM
MICYaTH.

CoBpeMeHHas crHeuuanbHas JUTepaTypa, Y4YeOHUKH U

yueOHble mocoOms. l3MeHeHMe TeMaTHKHM HAay4HO
npaktnyeckux pabor B 1900-e - 2010-e rr. B cBs3M ¢
CO3JTaHHEM ABTOMATH3MPOBAHHBIX CHCTEM
JIeNIOTIPOU3BO/ICTBA, COBPEMEHHBIX CpeZCTB

KOMMYHHKAIIUH, OpFaHI/ISaHI/IOHHOfI W BBIYHUCIUTEIHLHOU
TCXHHKU.

Jlutepatypa 1o TEOpUM M TPAKTUKE YIIPaBJICHUSA
JokyMeHTanueil 3a pyb6exxom. OIleHKa BO3MOXHOCTH
3aMMCTBOBaHUS 3apy0eKHOro OmbiTa padoThI c
JIOKYMEHTaMU

2 2.1. Bo3nukHoOBeHue
pa3BuTHE
1eJ10NPOU3BOACTBA

XVII BB.

u

B

yupexaenusix Poccuun XVI -

Pernamenranusa 3akoHogarenbHbIMA akTamu XVI - XVII

BB. OTIEIBHBIX CTOPOH coO37aHus ©  odopMIeHUS
JOKYMEHTOB,  OO0si3aHHOCTEH  “CNYKUJBIX®  IIOJEH.
Opranm3anust  JeJONPOU3BOJCTBA B IEHTPATBHBIX

yUpeXKACHUAX Pycckoro neHTpaan3oBaHHOTO TOCyIapcTBa
(mpukaszax), W MECTHBIX YUPEKIEHUSX (IPUKa3HBIX
u36ax), ero ocobeHHocTH. OCHOBHBIE ATambl PabOTHl ¢
JOKYMEHTaMH,  JIeJIONPOMU3BOJCTBEHHbIE  OINEpallvu.




CronbuoBasi opMa IeTONPOU3BOJICTBA.

2. 2. Jle1onpou3BOACTBO B
YUpeKIAeHUusAX Poccun
XVIll B

Xapakrepuctuka «['enepanpHoro permamenta» 1720 r.
Kak OCHOBHOro 3akoHogareiapHoro axkra XVIII B. mo
OpraHu3aIuu JIEJIONIPOU3BO/ICTBA. Permamenranus
JIOJDKHOCTHBIX 00s13aHHOCTEH CITy’KaIlnuX B
3akoHogarensctBe XVIII B. TabGenp o panrax 1722 r.
Pome cekperaps B KOJUIGKCKOM  JICIOTPOHM3BO/ICTBE.
Ocobennoctu TEXHOJIOTHH JIeJIONIPOU3BOICTRA.
Opranu3anus apxXuBHOTO XPaHEHUS IOKYMEHTOB.

«Obmee yupexaenue ryoepHckoe» 1775 1. o mopsiake

JEJIONPOU3BOJCTBA U YCTAaHOBJIEHUE uepapxuu B
JOKYMCHTHPOBAaHUU B3aUMOOTHOIICHUN HOCHTPAJIBbHBIX H
MECTHBIX YUpEXKICHUH. Otnuuus TEXHOJIOTHH
JIETIONPOU3BOJICTBA XVIII B. OT  TEXHOJIOTHH

NpeaAMICCTBYIOMICTO IIEpHUOIA.

2. 3. JlenonpousBoaCTBO B
yupexaenusx Poccun XIX -
Hayasie XX BB.

«O0mee yupexxnenue wmuHHcTepcTB» 1811 1. kak
OCHOBHOHM 3aKOHOJIATSJIHBIN aKT 10 €IMHOOOPa3HOMY
MOPSIIKY  IEJIONPOU3BOJICTBA B yupekaeHusx XIX B.
Co3nanne CHCTEMBI JIeJIONPOU3BO/ICTBA,
COOTBETCTBYIOIIEH €AMHOHAYAILHOMY MOPSAIKY MPUHSATHUS
pelieHuit B LEHTpaJIbHbIX yupexaeHusix Poccun XIX B.
PernamenTainus 1BH>KeHUSI JOKYMEHTOB.

TenmeHIMM pocTa AOKYMEHTOOOOPOTa M MEpHI IO €ro
COKpamieHuto B 3akoHogarenbcTBe XIX B.  BrusHue
HOBBIX CPEICTB JOKYMEHTHUPOBAHUS, CBsI3H,
KOMUPOBAJIbHOW TEXHHMKH Ha CHUCTeMy paboThl ¢
JTOKyMeHTaMu. Pa3paboTka  palMOHAIBHBIX  CHCTEM
JIENIONPOU3BOJICTBA B OTACIBHBIX BEJOMCTBAX M 3HAUCHUE
3TOTO ombITa  JIA MTOCIIEAYIOIIETO pa3BHUTHSA
JIEIONPOU3BOICTBA.

CoBpeMeHHAsl  OIEGHKA CHCTEMBI  JICIOMPOU3BOJICTBA
JOPEBOMIOLIMOHHON  Poccunm  u  ero  BiausiHME  HA
JanbHeWIee pa3BUTHE CIOCOOOB M METOJOB paldOTHI ¢
JIOKyMEHTaMHU.

2.4. CraHoBJIeHHE H
pa3BuTHE
1eJ10NPOU3BOACTBA B
COBETCKHX
rocy/1apcTBeHHBIX
yUpeKIeHUsIX.

[MToucku paIoHaIBHBIX bopm OpraHu3aIu
nenonpounsBoscTBa B 1919 -1920-e rozsl.

Hayunass opraHu3amnms ynpaBJICHUECKOro TpyJda Kak
dbopma OOIIECTBEHHOTO IBWIKEHHUS 3a PalMOHATU3AIHIO

rocariapara.
CO3I[aHI/I€ HAay4YHO-HCCICIOBATCIIbCKUX HHCTHUTYTOB,
BCOAOMCTBCHHBIX W  BHCBCAOMCTBCHHBIX OpraHoB

panyoHaNM3aId, WX WCCIEeI0BATENbCKAS eI TeIbHOCTD
U TpPaKTUYEeCKHe pa3padOTKU IO BHEAPEHHIO HAYYHOU
opranuzaiuu ynpasiendeckoro tpyna (HOVYT).

OnbiT pabotel OTaena aJIMUHHCTPATUBHOM TEXHUKHU
(ATO) HK PKU CCCP, aknuoHepHoro ooOuiecTBa
«Oprcrpoit», HWHcTUTYyTa TEXHUKHA YOpaBICHUS IO
panroHaIN3aIMH JICTONPON3BOJICTBA B IEHTPAIBHBIX H
MECTHBIX YUPEXKJICHHSIX.




Xapaktepuctika W 3HadeHWe  «OOmMHUX  MpaBUI
JOKYMEHTallMd UM JOKYMEHTOOOOpOTa» Kak IOMBITKU
00001IeHUST METOIOB PAIIMOHATTN3AIINY JISTIOPOU3BOICTBA
U BHEJPEHUA B MPAKTUKY pabOThl €IUHBIX  MPaBHII
OpraHu3aIMy U TEXHOJIOTHH JIeJIONPOU3BO/ICTBA.
HestensHocTh ['maBHOTO apxuBHOro ympasienus (I'AY)
CCCP 1no  MeroauyecKomy PYKOBOJICTBY
JIeTIONPOU3BOJICTBOM.  Mertoaudeckue pa3zpadotku ['AY
CCCP 1960-x rr. mo opraiu3alud | TEXHOJOTUHU
nenonpousBojcta. Co3manne u BHenpeHue OCHOBHBIX
NOJIOKEHUH  ENMHONM  rocyJapCTBEHHOM  CHCTEMBI
JIETIONTPOU3BOJICTBA (ETCL), ee 3HAYECHUE IS
OpraHu3alMy  JEJONPOU3BOJCTBA B YUPEKACHUSAX U
OpraHu3aIusx.

AKTHBM3AIMs COBEPIICHCTBOBAHUS JIEJIONPOU3BOJICTBA
B 1970-¢ — 1980-¢ rr. Pa3BuTue TEOpETHUYECKHX U
MPUKJIIATHBIX UCCIe0BaHUI B obsactu
COBEPIIICHCTBOBAHUSL  JIOKYMEHTAIIMOHHOTO O0eCTIeYeHUs
ynpasieHusi. @opmupoBanue koHuenuuu JOY. llens,
Ha3zHaueHne, coctaB OcHoBHBIX mnonoxennin ['CHOY,
XapaKTEePUCTHKAa OCHOBHBIX IMOJIOKEHUN M TEMaTUYECKUX
pa3elos.

3.1. Opranusanus
AOKYMEHTAIlHOHHOTO
ol0ecrneyeHus: ynpasBJeHUs

Jokymenmayuonnoe obecneyenue ynpasieHus - 0CHO8a
MEexXHON02UU YNPABLeHUS

[Tonsitue «JIOKyMEHTallMOHHOE o0ecrnieueHue
YIIPaBIICHUS» (IOY). CootrHomieHHue MOHSATUN
«JIeJIOTIPOU3BOJICTBOY, «JIOKYMEHTALIMOHHOE O0ecreueHne
YIpaBJICHUSN, «YIPaBICHUE JOKYMEHTaMU». YIpaBlIeHUE
JOKYMEHTaMH  KaK  COBOKYNHOCTb  JEUCTBUH ¢
JOKYMEHTaMH OpraHM3allMi C IeJbl0 J0Ka3aTelbCTBa
MPOBEJICHUS YIpaBICHUECKUX omnepanuii. TpeGoBaHus K
YIPaBJICHUIO TOKYMEHTaAMHU.

VYrpaBneHueckass JAEATENbHOCTh W JOKYMEHTAIIMOHHOE
oOecrieyeHue yIpaBJieHUSI. JlokymMeHTanmoHHOe
obecrieueHre yrpaBieHuUs: Kak (PYHKIUs yIpaBiIeHUS, €ro
MECTO cpeau Apyrux (GYHKIUN ynpaBieHus. 3HaueHUe
JIOKYMEHTOB [JIsl peayiu3alliy YIPaBICHUYECKUX PEIICHUM.
BnusiHue xapakrtepa ynpaBiI€HHs, NPUHLMUIIOB TPUHATHUS

YIPaBICHYECKUX  pEUICHUN Ha OpraHu3alMi W
TEXHOJIOTHIO JOKYMEHTAIMOHHOTO  00eCTeueHUs
yIIpaBJICHUS.

JlokyMeHTallMOHHOe  O0ecrieueHrue yMpaBieHHUs  Kak
cucreMa paboThl ¢ JAOKyMeHTamMHu. DaKkTOpHI, BIHSIONINE
Ha €ro OpraHu3alii0 U TEXHOJOTHIO B YUPEKICHUSX,
OpraHu3aysIX W Ha  [OPEAUPHUATHAX  Pa3TUYHBIX
OpPTraHU3aIMOHHO-TIPABOBBIX (GopM.  OpraHuzalMoOHHBIE,
MpaBOBbIC, COIMATBHBIE W TICUXOJOTHMYECKHE aCTEKThI
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHUs yIpaBICHHUS.

Bmmsgune aBTOMAaTU3UPOBAHHOM TEXHOJIOTUH
00paboTku JIOKYMEHTOB Ha JIOKYMEHTAIMOHHOE
obecrieueHre ynpaBJIeHHs.




B3aumMocssi3b JIOKYMEHTAIMOHHOTO obecrnieueHus
yVOpaBleHUS C XpaHEHHEeM JIOKyMEHTOB B apXHBE
OpraHu3alliu U B TOCYapCTBEHHBIX apXHBaX.

Hanpasnenus cocyoapcmeentozo pe2yiuposanust
0enonpouzeo0cmaa
6 1990-e — 2000-e 200w1.

XapaKTepI/ICTI/IKa 3aKOHOJAATCIIbHBIX W  HOPMATHUBHBIX

MPABOBBIX aKTOB Poccuiickoi denepanuu,
perIaMEeHTUPYIOIINX pabory C JIOKYMEHTaMH.
Hanpasnenus rOCyJIapCTBEHHOIO peryJMpoBaHus.

3aKkoHO/MATENbHOE 3aKpeIvieHHe OOImMX TpeOoBaHUN K
JIOKyMEHTaM U cucTteMam yrnpasiieHus. OTBETCTBEHHOCTh
3a paboTy C JOKYMEHTaMH M UX COXPaHHOCTb.
Xapaktepucruka HOPMaTHUBHO-METOUYECKUX
JIOKYMEHTOB MEXOTPACIEBOTO JCHCTBHUS.

3.2. Opranmu3anusi cJayxKObl
JA0Y.

OpranuzanuoHHbIe dbopMBI  JOKYMEHTAI[MOHHOTO
oOecrieueHus ympapiieHUus.  DakTophl, ONPENEIAIOIINe
BBHIOOp  OpraHu3alMoHHOW  (OpMBI B KOHKPETHOM
OpraHu3aIu.

OcHoBHas 11€1b, 331a4u ¥ GyHKIUM cayx0s1 1OY.
Tunosble CTpYKTYypHI cayx0b1 JJOVY.

Pernamenranus GyHKUMH ~ moxpaszeneHui 1o
JOKYMEHTallMOHHOMY  0OciykKuBaHut0. TumoBble u
WHIUBHIyalbHBIC TONOXKeHus o ciyxoe JIOY. Tunooi
bopMyJIIp TIOJIOKEHHSI, COCTaB WH(MOPMAIUH, IMOPSIOK
pa3pabOTKU U yTBEPXKICHHS.

JIOJKHOCTHOW M YMCIICHHBIM COCTaB PaOOTHUKOB CITY>KOBI
JOY. ®dyuknuu pabotHUKoB ciyx0bl IOV (cexperapb
CTPYKTYPHOTI'O IOJIpa3fiesieHus, CeKpeTapb pyKOBOJIUTES,
UHCIIEKTOp MO KOHTPOJIK U T.J.). 3akpenjeHue
OTBETCTBEHHOCTH U TMOJHOMOYMH PaOOTHUKOB CIY>KObI
JOVY. JlolKHOCTHAsT MHCTPYKLIHMS KaKk  OCHOBHOM
HOpPMaTUBHBIN JIOKYMEHT, ONpeAEIAIOINN
OpPraHU3al[MOHHO-TIPAaBOBOE  TOJIOKEHHE  pabOTHUKA.
dopmysp JIOJIKHOCTHOM MHCTPYKLUH, COCTaB
uH(pOopMaLnH, TOPSAAOK pa3pabOTKU U YTBEPKICHUS.
[Tonoxenue o ciyx6e JIOY u 10mKHOCTHASE HHCTPYKIMS
KaK HOpPMaTUBHAas OCHOBA pACIpEAETCHHS Tpyda MEexay
NOPa3JEJICHUMHU U UCTIOJTHUTEISIMHU.

WHcTpyKlug 1O JAETIONPOMU3BOJACTBY -  OCHOBHOM
HOPMAaTUBHBIM aKT, PErJaMEHTUPYIOIIMM TEXHOJIOTHIO
JIOKYMEHTAllMOHHOTO 00ecledeHtsl yrpaBieHus. TUmoBble
U UHAMBHIYyaJbHbIE MHCTPYKIMHU. [lopsnok paspaboTkw,
coctaB  MH(OpMalMM, TpaBWiIa  YTBEPXKIEHUS U
BHeJpeHUA. OTBETCTBEHHOCTh COTPYJHUKOB OpPTaHU3ALUN
3a coOmtoieHre TpeOOBaHUN HHCTPYKITHH.

HopmupoBanue Tpyna pabotHukoB ciayx0el 1OV,
TUIIOBBIE HOPMaTHUBBI BpEMEHU Ha
JIeNTOTIPOU3BOICTBEHHBIE PAOOTHI.

Pa3mernieHne CTPYKTYpHBIX —TOAPA3CICHUN  CITYKOBI
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JOY. VYcnoBus Tpyna, opraHuzanuss ¥ 00OpyJOBaHUE
pabouux MecT.

[Topsimox xpaHeHus medared, OJaHKOB W MpaBuia
NOJb30BaHUA MMH. OTHKa JEJIOBBIX  OTHOIIEHUIA,
NICUXOJIOTHYECKUH acmeKT paboTel C JOKyMEHTaMH.
[ToaroToBka KagpoB JENONPOM3BOJCTBEHHBIX CIIYXkKO.
@®opMbl TMOBBIIIEHUS! KBaTM(UKALMK CIEHUAINCTOB B
oomactu JIOY.

Omnpenenenue MOHATUA «AOKyMeHTooOopoT».  OOmwue
OPUHIUIBI ¥ METOAMYECKHE OCHOBBI OpraHH3alud
JOKYMEHTOO0O0pOTa, MX peanu3alus B JEHCTBYIOIIMX
rOCyIapCTBEHHBIX HOPMATHUBHBIX JIOKYMEHTAX.

Crpykrypa U oOmas XapaKTepUCTHKA
JIOKYMEHTOTIOTOKOB.  O0BEM JOKyMEHTOOOOpoTa. Yder
KOJINYECTBA JIOKYMEHTOB.

[lpuem, mTpOXOXAEHWE H  TOPSAIOK  HCIOJHEHHUS
HOCTYMAKOUINX JOKYMEHTOB. [lepBrudHas skcne uIMoHHast
o0OpaboTka 1okyMeHTOB. [IpeaBapurenbHOe paccCMOTpEHNE
JOKYMEHTOB. PaccMoTpeHne 10KYMEHTOB PYKOBOICTBOM
OpraHu3alliy, TPHUHITAE PEUICHHS O XapakTepe uX
ucrnonHenus. HampaBnenue JOKyMEHTOB HA UCIIOJIHEHHE.
JlocTaBka JTOKYMEHTOB HCIIOJIHUTEISIM, TOPSAIOK HX
npuema W neperaud. PaGora  ucmosnHUTEns ¢
JOKyMEeHTaMHu. Dtanbl ucronHeHus. [lopsmok obpaboTku
OTIIpaBIsieMbIX  JIOKyMeHTOB. [IpaBuna opraHuzanuu
JOBIDKCHUS BHYTPEHHHX JOKyMEHTOB. HampaBneHus
COBEpPILEHCTBOBAHUS JOKYMEHTOOOOpPOTa U IyTH €ro
COKpAIIIeHUSI.

TenaeHuMu pocTa JTOKYMEHTOOOOpOTa B COBPEMEHHBIX
opranuzanusax. BiusHue aBTOMaTmzauuu 00pabOTKU
uHpOpPMAllMM HAa KOJWYECTBEHHBbIE M KauyeCTBEHHBIE
XapaKTePUCTHKH TOKYMEHTOOOOPOTa.

3.3. Opranusanus
JOKYMEHT0000poTa

3.4. Perucrpanus
JAOKYMEHTOB u
OpraHu3anusi CHPaBOYHO-
UHGpOPMALHOHHOIO
00CTy:KNBaHMS.

Perucrpanmus kak cocraBHas uacTh TexHosnoruu J[OVY.
[TpyHIMIIBI perucTpauuy J0KyMEHTOB

XapakTepucTUKa COBPEMEHHBIX PErMCTPALlMOHHBIX (OpM,
cocTaB MH(OpMaIUK U MOPSIOK UX 3arojHeHus. Pa3BuTtue
croco0oB perucrpanuu B rocy/1apCTBEHHOM
JIEJIONIPOU3BOJICTBE.

B3anMocCBs3p perucrpanuy JOKYMEHTOB C OpraHHM3aluen
CIPaBOYHO-UH(POPMALMOHHOM  palboThl, OpraHu3aluen
KOHTPOJIS ~ HMCHOJIHEHUS ¥ TOCIeAyrome o0padoTkoin
JIOKYMEHTOB.

NHnekcupoBaHWe JOKYMEHTOB. 3HAaueHUWE M IpaBHia
(dbopmupoBaHUs WHAECKCOB. MHIEKCUpOBaHHE JOKYMEHTOB
B YCJIOBUSIX TPaJULIMOHHON 00pabOTKU JOKYMEHTOB.
[TpuHIMOBl  MOCTpOEHUsT  MH(GOPMAIIMOHHO-TIOMCKOBBIX

cucTeM (UIIC)  pyuHoro THUIIA, UX  BUJBIL
HNHdopmaninoHHO-CIIpaBOYHOE 0OCTY)XKMBaHHWE ammapara
yIpaBlIeHUs B YCIIOBUSAX MIPUMEHEHUS

aBToMaTu3upoBaHHbIXx TexHojorud JIOVY. Tlomck )31
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UCTOJIb30BaHUE WH(pOpMAIUU

HIIC.

B aBTOMATHU3UPOBAHHLIX

10

3.5. KoHTpoJIb MCIOJIHEHUSs
JOKYMEHTOB

®opmupoBaHue TpeOOBaHMH K OpraHU3alMd KOHTPOJIS
MCIIOJIHEHUS IOKYMEHTOB B JIEJIONIPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 3a CPOKAMH HCIIOJIHEHUS
JOKYMEHTOB B  ammapare ympasieHus. OCHOBHbIE
IIPUHLIMIIBI €70 OpPraHU3aluy.

3agaun  ciayx661 JIOY 10 KOHTPOJIO HCHOJHEHHUS
JOKyMEHTOB.  Kareropum IOKyMEHTOB, IOJUICKAILHE
KOHTpomto CpOKHU UCHOIHEHMSI TOKYMEHTOB. TexHomorus
KOHTPOJIbHBIX OIIEPALIUN.

PernamenTsl BHYTpeHHEH opraHu3anuu QenepaibHbIX
OpPraHOB HCIIOJIHUTEIBHOM BIACTH KaK OCHOBA KOHTPOJIA
UCIIOJIHEHUS! JIOKYMEHTOB B TOCY/JapCTBEHHOM ammapare
Poccuiickoit deneparumu.

O0o001IeHe, aHaau3 W HCIOJIB30BAHHE JAHHBIX 00
WCIIOJHEHUHU JIOKYMEHTOB B YCJIOBMSX TPaJULMOHHON MU
ABTOMAaTU3UPOBAHHOM TEXHOJIOTMH 00paboTKH
JIOKYMEHTOB

ABTOMaTH3UPOBAHHBIE CHCTEMbI KOHTPOJIA 32 CPOKAMHU
VCIIOJIHEHUS IOKYMEHTOB, OIBIT UX IPUMEHEHUS.

11

3.6. Opranuzanus
1€J0NPOU3BOACTBA no
NnpeI0KeHUsIM,

3asiBJIEHHUSIM M KaJ100aM

rpaIan

OO011eCTBEHHO-TIOJIUTUYECKOE M COLMANbHOE 3HAYCHHE
oOpamieHul rpakaaH. 3aKOHOJATENbHAs perjiaMeHTaIus
paboThl C NPEUIOKEHUS MM, 3asBICHUSAMHU U KajloOamu
rpax/iaH.

dopmMupoBaHre HOPMATUBHOM 0a3bl, perjaMeHTUupYIoLeH
opranuzanuio paboTel ¢ OOpameHHsMH TpaxaaH B
roCyJJapCTBEHHOM aIlnapare.

OcHosHble 3a1aun cayk0b1 JIOY no opranuzanuu paboTsl
¢ oOpaleHusMHU rpax/iaH, ee ocooeHHOCTH. Onepanuu no
npUeMy,  PETUCTpalliH,  KOHTPOJI  HCIIOJHEHUS,
NPUHATHIO pElIeHnd 1o oOpameHusM rpaxaad. Cpoku
UCTIONHEHUs. TpeOoBaHUS K COAEPIKAHUIO OTBETHBIX
JOKyMeHTOB. @DOopMHpOBaHHME U XpaHEHHE Jiel C
NPEUIOKEHUSIMH, 3asBICHISIMA M JKAI00aMU TpakIaH.
O06o00611eHMe, aHaIU3 U UCIIOIb30BaHKE JAHHBIX O paboTe ¢
oOpamnieHnsMHU TPaKIaH B amiiapare yrpaBlIeHHs.
Opranusanus TpHeMa TIpaxJaH B TOCYJapCTBEHHBIX
yapexxaeHusx. DopMbl U METOABl COBEPIICHCTBOBAHUS
paboTel Cc  oOOpamieHHsMH TpaxJaH B  OpraHax
rocyAapCTBEHHOM BJIACTH " yIpaBJICHUS, B
OOIIECTBEHHBIX OPraHU3aIUIX.

[lpumeHeHHe aBTOMATH3UPOBAHHBIX TEXHOJOTHHA  JUIS
MOJArOTOBKM OTBETOB M OpraHU3alMi HH(POPMALHUOHHO-
CIPAaBOYHOU CHyX Obl B YUpPEXKIECHUAX C OONbIIUM
00BeMOM 0OpalleH! rpax/iaH.
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3.7. XpaHeHHne JOKYMEHTOB
B 1eJIONPOU3BO/ICTBE
OpraHu3anuu

Opeanusayus mexyueco XpaHeHus OOKYMeHmos u
obecneueHue ux coxpaHHocmu
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OCHOBHBIC ITOJIOKCHU L BaKOHOI[aTeHLHOﬁ peFHaMCHTaL{I/II/I
XpaHeHHs: JOKyMeHTOB B Poccuiickoit denepanum.
MGTOI[I/I‘-IGCKI/IG I[OKyMeHTBI 110 OpI‘aHI/I3aLII/II/I XpaHeHHH.
XpaHeHHUE JOKYMEHTOB B CTPYKTYPHBIX IMOAPA3ACICHUIX
OopraHu3alu OTBETCTBEHHOCTh 32  COXPaHHOCTH
JIOKYMEHTOB. Opranmzanus CIpaBOYHOW pabOTHI H
HOpSIIIOK BbIa4uu ILOKYMCHTOB BO BpeMeHHOC
MOJIb30BaHUE npu XpaHCHUHU B CTPYKTYPHBIX
Mo/pa3ieNCHUsX. Xpanenue JIOKYMEHTOB Ha
HETPAJMIIMOHHBIX HOCHUTESX.

CoxpaHHOCTb  JIOKyMEHTOB IIpM pEOpraHu3aluud U
JUKBUAIIUN OpTaHU3AIIHA.

Homenxnamypa oen
[TonsiTre «HOMEHKIIaTypa nein». Haznauenne
HOMEHKJIATyphI 1ell. HoMeHkIiaTypa e Kak OCHOBa
CUCTEMATH3AINH IOKYMCHTOB B IEJISIX UX MOCIIEAYIOIIETO
XpaHEHHUSI.
TpeboBaHMsI K COCTaBICHUIO HOMEHKIATYphl Aen. Mx
periIamMeHTanus B 3aKOHOAATEIbHBIX aKTaX U
HOPMATHUBHO-METOIMUECKUX JOKYMEHTAX
MEKOTPACIEBOrO JACHCTBUS.
Bupl HOMEHKIIaTyp J1ei, UX 0COOCHHOCTH U Ha3HAUCHHE
MeTtouka cocTaBIeHUS HOMEHKIIATYPBI ST U3YUCHHE
cocTaBa JOKYMEHTOB, pa3paboTka Kiaccu(pUKanOHHOM
CXEMBI; COCTABJICHUE 3ar0JIOBKOB JIENI U X
CHUCTEMaTH3aIHs C YIETOM YCTaHOBIICHHBIX TPEOOBaHUIA.
[Topsimox oopmIteHUsI, COTIIACOBAHUS M YTBEPIKICHHS
HOMEHKJIATyphI Jesl. CpOKU XpaHEHHsI TOKYMEHTOB
Vcnonp30BaHe HOMEHKIIATYPHI JIENT B OTICPATUBHOM
XpaHEHUU U apXUBe OpraHU3aInu.

Opeanuzayusa u nopsaodoxk opmuposanus oei
[Tonsitue “hopmupoBanue nen”’, OCHOBHbIE TPEOOBaHUS K
IpoBeeHUI0 3T0i paboTel. CoBpeMeHHass HOPMAaTHUBHO-
MeToandeckas 6aza, onpeaessromas TpeOOBaHMs K
(bopMHPOBaHHUIO JET B JIEJIONPOU3BO/ICTBE.
dopmupoBaHue JeNT B OpraHU3aMIX Pa3IHIHbIX YPOBHEH
ynpasienus. 3aaaun cinyx0sl IOV u apxuBa
OpraHu3aIiy 1Mo 00ECTICYeHUIO KaueCTBEHHOTO
¢dopmuposanus aen. IlpaBuna popmupoBanus B aena
JOKYMEHTOB pa3iIMYHBIX BHIOB. [IprHINTIBI
cUCTeMaTH3alluy JOKYMEHTOB BHYTpH JIEI.

Opeanuzayus sKcnepmu3sbl YeHHOCU OOKYMEHMO8
IMTonsarue “akcnepTusa LIEHHOCTH JIOKYMEHTOB .
HopMaTuBHO-METOIMUYECKHE U TEOPETHUECKHUE OCHOBBI
MPOBEJEHUS SKCIepTu3bl. TpeOoBaHUS K MPOBEIECHUIO
AKCIEPTU3BI IIEHHOCTH IOKYMEHTOB.

Opraauzanus paboThl LEHTPaJbHOW HKCHEPTHOMN
komuccun (UOK) wu okcmeptHoit komuccuu (OK)
yupexJieHusl (OpraHu3alyy) Mo MpPOBeICHUIO IKCIIEPTU3HI
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LICHHOCTH nokymMeHToB. IlonmoxkeHne 00 3KCHEpTHOMN
komuccuu. IIpaBa W (QyHKIUM DKCIEPTHOM KOMHCCHH,
nopsiiok ee paboTel. JIOKyMEHTHPOBAaHHE JESTEIbHOCTH
HKCIEPTHONM KOMHUCCHUHU. DTanbl MPOBEACHUS IKCIEPTU3BI
HEHHOCTH  JOKyMeHTOB. OdopmiieHHe  pe3ysibTaToB
AKCIIEPTU3BI IEHHOCTU JOKYMEHTOB.

[TonsTue “nepedeHp JOKyMeHTOB”. Hasnauenue wu
UCIOJIb30BAaHUWE IepeuyHeld B  KayecTBe OCHOBHBIX
UCTOYHHKOB II0 YCTaHOBJICHHUIO CPOKOB XpaHEHUS U
oOecriedyeHUsT  €AMHCTBA  OMEpPATUBHOTO  XpaHEHUs
JIOKYMEHTOB B JICTIOIPOU3BOJICTBE U apXHBE OPraHU3AIUH.
TunoBble W BeIOMCTBEHHBbIC IepeuHu. lcmonb3oBaHue
nepeyHel Uil COCTaBJICHUS  KIAacCU(UKATOPOB |
HOMEHKJIATYDp JIEJI.

Iloozomoska u ogpopmnenue oen

VYuudukauusa TpeboBaHU# K JejaM, ClaBaeMbIM B apXUB.
HopmaTtnBHO-METOAMYECKUE TOKYMEHTBI MEKOTPACIEBOTO
JeicTBUs 00 ohopMIIeHUH J1eI.
OcHoBHble TpeOoBaHus k odopmienuto nen. [lomnoe u
yactuyHoe oopmienue aein. [logmmueka nen. Hymepanus
JUCTOB. 3aBepuTelbHas HAANUCh. BHYTpEHHsS OMKCH.
Odopmienue 0OIOXKKHU €N MOCTOSIHHOTO U BPEMEHHOTO
XpaHEeHUsl.

Onucu oen
[lonsitue «onuch nen». [IpaBuna cocraBieHUs: ONMUCH €I
CTPYKTYPHOTO  IOJAPA3ACIICHUS. Buael  onwucen.

Odopmnenue onucu e CTPYKTYPHOTO MOIpa3/iesieHusI.
Ilopsook nepedauu den 6 apxus opeanuzayuu
[lepenaya nmen B apxuB opranuszanuu. B3aumonelicTBue
ciyx0b1 JIOY u apxuBa npu popMHUPOBaHUU OCHOBBI JJIS
MOCJEIYIOIEro XpaHeHUs U UCIOIb30BaHUS JTOKYMEHTOB.
EnuHCTBO OpraHn3anuy TOKyMEHTOB B JIEJIOTIPOU3BOICTBE

U apXuBe.
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3.8. HanpasJienus
copepieHcTBoBanus 10Y

VYmpaBineHue  AOKYMEHTaMM  KaK  4acTb  CHUCTEMBI
yopasieHus KadecTBoM. CraHpapTuszanust HpoLeayp
yIpaBICHUSA JIOKYMEHTaMH KaK METOAMYECKas OCHOBA
JESITEIBHOCTH CIIY’KO JOKYMEHTAllMOHHOIO 00eCredeHus
YIIPaBJICHUSA B POCCUMCKUX OPraHU3aLUAX.

PasButne periaMeHTanuu JOKYMEHTAIL[MOHHOTO
oOecrieyeHHs ynpaBieHUs. Poib THUIIOBBIX pEriIaMeHTOB
OpraHOB TOCYAApPCTBEHHOW BJIACTM M YIPABJICHUSA B
PEryJIupoOBaHUM JIOKYMEHTAIIMOHHOTO O00€CHeueHus] HX
JIeATEIbHOCTH. BHyTpEeHHNE periiaMeHTsl OpraHu3aluil.
CoBepIICeHCTBOBAHNE JOKYMEHTALMOHHOTO O0eCreyeHus
YIIpaBJI€HUS B TOCYAApPCTBEHHOM amnmapare, OpraHu3anusx
pa3nu4HbIX (OopM COOCTBEHHOCTH (IOCYJApCTBEHHBIX H
HEroCyJIJapCTBEHHBIX). YTIOPSI0YEHHE OpPraHU3allMOHHBIX
¢dopM U1 METO10B pabOTHI C TOKYMEHTAMHU.

PernamenTanus GyHKIUH,  CTPYKTYpBI u
OpraHU3alMOHHO-TIPABOBOTO MOJIOXKEeHU ciryx0 JJOVY.
Binsiaue HOBBIX HH(GOpPMALMOHHBIX TEXHOJOTUH Ha
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JIOY.

COBCPHICHCTBOBAHUC praBHqueCKOﬁ JACATCIIPHOCTU U

4. Oopa3oBaTejibHbIe TEXHOJIOTHH

Jiis  mpoBeneHUss  y4yeOHBIX

3aHSATUH IO

JUCLUMITIINHE

HCIIOJIb3YKOTCA

Pa3IndHBIC

oOpa3oBaTenbHbIe TEXHOJOTHH. I OpraHu3aly y4eOHOTo Mpolecca MOXKET OBITh HMCIIOJIB30BaHO
ANEKTPOHHOE 00ydeHue U (UJIM) JUCTAHIIMOHHBIE 00pa30BaTeIbHbIE TEXHOIOTHH.

5. OneHKa MJIAHUPYEMBIX Pe3yJabTATOB 00y4YeHHsI

5.1 CucreMa oleHUBAHUSA

Texyuuii KOHTPOJIb OCYILECTBIIAETCS B BUAE OLEHOK KOHTPOJBHON PAOOTBHI U BBINOIHEHUS
3aJaHUi Ha MPAaKTUYeCKHX 3aHATHAX. KoHTponbHas paboTa MpOBOAMTCSA HAa MEPBOM MPAKTHUECKOM
3aHSATUH, BBIABIIAET TOTOBHOCTh CTYACHTOB K IPAaKTU4eCKOH paboTe n oneHusaercs 10 20 Gayos.
MaxkcumainbHast OIIeHKa BBIMIOJIHEHHUS KaKJ0T0 PAKTUYEeCKOTo 3aHsaTus — 10 6amos.

[TpomeKyTOUHBIH KOHTPOJb 3HAHUNA MPOBOIUTCS B (hOpME MTOTOBOW KOHTPOJBHON pPabOTHl,
BKJTIOYAIOIIEH TEOpEeTHYECKHEe BOIPOCHI U MPAKTHYECKOEe 3ajaHue, U oueHuBaercs a0 40 6auios. B
pe3yJsIbTaTe TEKYIIEro ¥ MPOMEKYTOYHOIO KOHTPOJIS 3HAHUH CTYACHTHI MOIYYaroT 3a4€T 110 KYypCy».

dopma KOHTPOIIS Makc. KoM4ecTBo 0aJljioB
3a onny pabory|  Bcero
Texymui KOHTPOJIb:
- oIpocC 5 6ayioB 20 6ayoB
-pedepar 20 6ammoB 20 6amioB
- KOHTpOJbHast pabora (Tema 1, 3, 6) 20 6amioB 20 GanoB
[TpomexyTouHas aTTecTalus 40 6anoB
(3a4eT C OlEHKOH)
HToro 3a ceMecTp (TUCHMILIMHY) 100 6amioB

[Toy4yeHHBIH COBOKYIHBII pe3ylbTaT KOHBEPTHPYETCSI B TPAUIIHOHHYO IIIKATY OLCHOK U B IIKAITY
olieHOK EBpomneiickoii crcteMsl epeHoca u Hakoruienus kpeautos (European Credit Transfer System;

nanee — ECTS) B cOOTBETCTBHH C TaOIHIICH:

100-6annpHas mkana | TpaauiimoHHAs HIKaIa Ixana ECTS
95 -100 A

8304 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 - 67 D

5055 YAOBIETBOPUTEIHHO E

20-49 FX

0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TEHO =

5.2.KpI/ITepI/II/I BBICTABJICHUA OLICHKHU 110 JUCILHMITIIMHC

Ounenka no
JAUCITUIIJINHE

Banael/
HIkanaa
ECTS

JUCIHUIIJINHE
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Banael/
HIxanaa
ECTS

OneHka mo
JUCHUILIMHE

KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
AUCHMILIAHE

100-83/
AB

«3a4YTCHO»

BricTaBnsiercs o0yvaromieMycsi, €Ciii OH TTyO0KO U
IIPOYHO YCBOWJI TEOPETHUUYECKUM U MPAKTUYECKUI
MaTepuai, MOXeT IPOJEMOHCTPUPOBATh 3TO HA 3aHIATUSIX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OO0yuaroImuiicsi KCYEPIBIBAIOIIE U JIOTHYSCKH CTPOUHO
M3JaraeT yueOHbIi MaTepuall, yMeeT yBs3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIpaBiIsIeTCs C PelICHUEM 3a/1a4y
npo¢eCCHOHATBFHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, MPAaBUILHO OOOCHOBBIBACT MPUHSTHIC
pelIeHus.

CB0OOIHO OPUEHTHPYETCS B y4eOHOH U
npoeCCUOHATILHOM JIUTepaType.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydarolemMycs ¢
yu€TOM pe3yJIbTaTOB TEKYILIeH U MPOMEXYTOUHON
aTTeCTalLlUU.

Komnerenuu, 3akpeniéHHble 3a JUCLUIUIMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«3a4YTCHO»

BricTaBisiercs o0yyaromemMycs, €Ciii OH 3HaeT
TEOPETHYECKUHN U MPAKTUYECKUI MaTepuall, FPaMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHAX U B XOJI€
IIPOMEKYTOYHON aTTECTAllUH, HE JOITyCKas
CYILLECTBEHHBIX HETOUHOCTEH.

OOyyaromuiics MpaBUJIbHO IPUMEHSAET TEOPETUUECKUE
II0JIO’KEHHUS IIPU PELICHUN IPAKTUYECKUX 3a7a4
npoeCCHOHATTLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAUMBIMHM Il 3TOTO
HaBBIKAMH U IPUEMAMHU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOU U
npodeccnoHanbHOM TUTEpaType.

OneHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
Y4ETOM pE3yIbTaTOB TEKYIIEH U IIPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeniéHnble 3a JUCUUILIAHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUH».

67-50/
D,E

«3a4YTCHO»

BricraBnsiercst o0yuaromemMycs, eciu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUHN U IIPAKTUYECKUN MaTepual,
JIOTTYCKaeT OT/JENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATUAX U B XOJ€ IIPOMEKYTOYHOU aTTECTALIUH.
OO0yuaromuiicst UCIIBITHIBAET OINPENEIEHHBIE 3aTPYIHEHUS
B IPUMEHEHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PELLICHUH
MPaKTUYECKUX 3a]a4 MpodeccnoHanibHON
HAIIPaBJIEHHOCTH CTAHAAPTHOIO YPOBHS CI0KHOCTH,
BJIaJieeT HEOOXOUMBIMU JI1 TOT0 6a30BBIMU HAaBbIKAMU
U IpUEMaMU.

JleMOHCTpUpYeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUEOHOI
JIUTEPATYyPBbI 110 TUCLHUIIINHE.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00yyaroiemMycs ¢
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
lkana AUCHMILIAHE AUCHMILIAHE
ECTS

aTTeCTalluH.

Komrniereniuu, 3aKkperiéHnabie 3a JUCUUTLUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN».

49-0/ BricTaBnsiercst o0ydaromemycs, eCiiu OH He 3HaeT Ha
F.EX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUYECKHIA U MPAKTUIECKUI
MaTepHall, J1oMyckaeT rpy0oble oIMOKH IpU ero
W3JI0KEHUU Ha 3aHATHUAX U B XOJI€ IPOMEKYTOYHOU
aTTECTaLlUN.

OOyu4aronuiicst UCTIBITHIBACT CEPhE3HBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUYECKHUX IOJIOKEHUH IIPU PEIIEHUN
MPAaKTUYECKHX 33/1a4 MPO(HeCCHOHATLHON
HaIIPaBJIEHHOCTH CTaHAAPTHOT'O YPOBHS CII0XKHOCTH, HE
BJIa/1e€T HEOOXOUMBIMU JI1 TOTO HaBbIKAMU U
MpUEMaMHU.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS Y4eOHOMH
JIUTEPATYyPHI 110 TUCLUIIIMHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00y4daroleMycst ¢
YYETOM PE3yIbTATOB TEKYLIEH U IPOMEKYTOUHOMU
aTTeCTaluu.

KomMmnereHiumn Ha ypoBHE «JOCTaTOUYHBIN», 3aKPEIUIEHHBIC
3a AMCUMILUIMHOW, HE CHOPMHUPOBAHBI.

5.3. OueHo4nble cpeacTBa (MaTepuasbl) A/ TEKYIIero KOHTPOJISA yCIIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTAMM 00y4YaIOUIUXCSl 110 UCHHILIHHE

Keiicol 1J1 Tekyniei arrecTanum:

1. CyiiecTByeT Ji B HACTOSIIIEE BPEMS FOCYJapCTBEHHOE PETYIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEN 00pabOTKU JOKYMEHTOB (HAIpUMep, ONPEIEICHBI JIU TUTIOBBIE ONlEepaIiH
00pabOTKH JOKYMEHTOB, UX MOCJIEI0BATENLHOCTD) B YUPEKICHUIX, OPraHU3alMIX U Ha
NPEANPUITUSIX CTPAHBI?

Kaknmu TOKyMeHTaMU JOJIKHBI WJIM MOTYT PYKOBOJICTBOBATHCSI KOHKPETHBIE CTPYKTYPBI IIPU
pelieHnu JaHHOTo Borpoca?

2. J1nd penieHus: Kakux 3a7a4 UCIOJIBb3YIOTCSA TOCYIapCTBEHHBIE CTAaHIAPTHl B cepe
neronpousBojcTBa? HazoBure Takue CTaHIAPTHI.

Kakum 06pa3om opraHuzaiusi MOXKeT T10OUTbCS OT CBOMX PaOOTHUKOB 0053aTeIHHOTO yueTa
nonoxxerut ' OCT?

3. OnHoM U3 BaXHENIINX SIBJISETCS MpoOieMa COXPAHHOCTH (XpaHEHUs) IOKyMEHTOB
opranusanuii. Kakumu npaBoBbIMH aKTaMU U TOCYJapCTBEHHBIMU MEKOTPACIEBBIMU JOKYMEHTAMHU
ClIelyeT PyKOBOJICTBOBATHCS IPH €€ PELICHUN:

3aKOHOAATEIbHBIE OCHOBBI XPAaHEHUS JOKYMEHTOB

WHble mpaBOBbIE aKThl, ONPEAEIIAIONINE PEIIEHUE BOIIPOCOB, CBSI3aHHBIX C COXPAHHOCTHIO
(XpaHeHHEM) JOKYMEHTOB
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HopmatuBHO-MeTO[MUeCKHe TOKYMEHTHI, COIepIKaIlie METOAUKY pabOThI IO OTIEPATUBHOMY
XPaHEHUIO JOKYMEHTOB M MOArOTOBKE UX K II€peaye B apXUB OpraHU3aluu

4. PykoBoauTenb NPEANPUATUS PACIIOPAIUICS TOATOTOBUT JOKYMEHTBI, KOTOPBIE JOKHbI
perIaMeHTHPOBATh JIEATEIbHOCTh CiIykO0bI JIOY (kaHLenspun), OpraHu3aluio 1 Mopsaok padboTsl ¢
JOKYMEHTaMH.

bruio pazpaborano [lonoxenne 06 nHGOpMaALIMOHHON MOTUTHKE, OJIMH U3 pa3/ie]IOB KOTOPOTO
HasbiBascs «Opranuzanus paboTel C TOKyMEHTHPYEeMO# nH(popMarueit». B pa3aene 3akperuisiics
CTaTyC KaHUEJSIPUU KaK CIY>KObI AeTONPOU3BOACTBA U (DYHKIIUU €€ COTPYAHHUKOB 110 paboTe ¢
JOKYMEHTaMH.

Omnpenenure, Kakre OpraHU3alMOHHbIE TOKYMEHTHI 3aMeHUI co00H pazaen «Opranusarus
paboThl ¢ JOKyMeHTUpyeMoi nHpopmarueit». [IpaBomepHa Jin Takast mpakTuka?

Kakoii erie BHyTpeHHUN HOpMATUBHBIN JJOKYMEHT CIIEZIOBaJI0 pa3paboTarh, YTOOBI
YCTaHOBUTH €AMHBII MOPSIIOK AEIONPOU3BOACTBA HA IPEAIPUITUN?

5.0npenenute nopsaok coctaBieHus U opopmienus [lonoxenus o ciyxoe JJOY:

. paspabaTbiBaeT (KT0?)

" MOAMKUCHIBAET (KTO?)

. JOJDKHO OBITH COTJIaCOBaHO (C Kem?)

. yTBepKaaeT (KTo?)

. BBOJIUTCS B JciiCTBHE (KEM MM 4eM?)

. noanexkaT nepecmoTpy (Npu Kakux
obcToaTenbcTBax?)

3anonHuTe IIPOITYCKH.

6. Pazpabortannas B opranuzauuu MHCTpYKIKS O JEIONPOU3BOJCTBY COAEPIKUT CIEIYIOIIHE
TEMAaTUYECKHUE pa3/ieiibl:

- Opranu3zanus J0KyMEHT0000poTa

- Perucrpanus 1okymMeHTOB

- KoHTposb 3a ucnoiHEHHEM TOKYMEHTOB

- Howmenxkiarypa nen

- XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX NTOAPA3AEIEHUSX.

OTpakeH i B MHCTPYKIUHU BECh MpoIiecc paboThl ¢ JOKYMEHTaMu?
Ecnu Her, kakumu paznenamMu Bel ObI JOTIOTHUIN TaHHBIA JOKYMEHT.
OO6ocHyiiTe cBOE pelIeHue.

7. MHCTpYyKLMS TIO JENOMPOU3BOJCTBY — 3TO 00S3aTENbHBIN JOKYMEHT ISl BCEX paOOTHHUKOB
OpraHU3aIMK WA TOJIBKO JIJISl €€ CIIYKOBbI JeIOMPON3BOICTBA?
Kto u xakum oOpazom onpenenser chepy pacnpocTpaHeHHs JaHHOTO TOKYMeHTa?

8. KoMmnaHnust uMeeT HECKOJIbKO OT/IEICHUH, OIHO U3 KOTOPBIX PACIIONATraeTCsl B TOM XKe
3[IaHWH, YTO W IIEHTPAIBHBIN ouc. [Ipyrue oTaeneHns pacioIoXKeHbl B pa3HbIX paifoHax ropoa.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cliydyae: OyJeT JH LEeHTPaIbHbIH
ouc paboTaTh co BceMH TOKyMEHTaMH KOMITAHUH (OCYIIECTBIIATH IIEHTPAIM30BAaHHBIN ITPHEM BCEX
JOKYMEHTOB, UX PETUCTPAIINIO, BECTH CIIPABOYHYIO pabOTy, KOHTPOJIb 32 UCTIOJIHEHHUEM JJOKYMEHTOB U
T.J.) WK nepenact 3ty GyHkuuu B otaenenus? Ecnu nepenact, kakosa OynieT posb ciayx6os1 JJOY
neHtpaibHoro oduca? Kak 6yayT paboTarh ¢ TOKyMEHTaMHU OTAEICHHS, HAXOIAIIEMCS B TOM K€
3/1aHUH, YTO U UEHTPaIbHBINA 0puc?
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9. IlepBuunast 06pabOTKa TOKYMEHTOB, OCTYIUBIINX B KOMIAHUIO IO TTOYTE, CBOJUTCA K
crnenyronemy. PaOOTHUKY, BBITOTHSIONIME 3Ty ONEPAIMIO, BCKPHIBAIOT U TYT K€ YHHUYTOXKAIOT
KOHBECPTHLI, IPOCTABJIAIOT HA BCCX JOKYMCHTAX, B TOM YHUCIIC, q)HHaHCOBBIX, 6YXFaJIT€pCKI/IX uT.Il.,
IITaMII O OCTYIUICHUHU JIOKYMEHTA B OPTaHH3ALHUIO U ePEeIaloT X HHCIEKTOPY MO PErHCTPAIHH.
WHcnekTop mpocMaTpuBaeT TOKyMEHTHI M (PUKCUPYET B PETUCTPAILIMOHHBIX (hOpMaxX, TOMUMO MPOYUX
CBEJICHNH, KOJIMYECTBO JIMCTOB U HAJTMYHE MPHIIOKESHUI K JOKyMEHTaM.

Omnpenenure, Kakue TpeOOBaHUA K MPOIIECCY MEPBUYHON 00PaOOTKU JOKYMEHTOB B JAHHOM
cllyyae HapylIAroTCs, U KaKUe HEraTHBHBIC TOCIEACTBHS ATUX HAPYLICHUH 11 KOMIAHUU MOTYT
IMPOABUTHCA BIIOCJIICACTBUU .

10. IToMOLIHUK PYKOBOJAUTENS, IPEABAPUTEIBHO IPOCMOTPEB JOKYMEHTAIUIO, [IOCTYIHUBIIYIO
B OpraHM3alyIo, BCIO €€ MepeaacT PyKOBOAUTENIO. B nanky ¢ JOKyMEHTaMu BKJIAJbIBAETCS
IIMCbMEHHBI KOMMEHTapUil 0 COCTaBe MOCTYNUBIINX JOKYMEHTOB, KOPPECIIOHAEHTAX, aIpecaTrax u
COJIEPIKAIIMXCS B KaXJA0M JOKYMEHTE BOIIPOCAX.

B yem cocTout Ha3HauUEHHE ONEPALNU IIPEIBAPUTEIBHOE PACCMOTPEHUE TOKYMEHTOB»?
IIpaBrIIbHO JIM €r0 IOHUMAIOT B JAHHOM OpraHU3aLUN?

11. O6mas TexHonorus paboTsl ¢ JOKyMEHTaMH B OPraHU3allMl COCTOUT U3 THIIOBBIX
OIIEepaLIA:

. MIpUEM JOKYMEHTOB;

. nepBuYHas 00padoTKa JOKYMEHTOB;

]

. perucTpanus;

. pPacCMOTpPEHHE TIOKYMEHTa PYKOBOJUTEIIEM U ONPE/ICTICHUE XapaKTepa pelieHus

BOIpoca (Pe30IIIoIHs);

. MOCTAHOBKA JJOKYMEHTA Ha KOHTPOJIb;
. MOJITOTOBKA MPOEKTA IOKYMEHTA;

. oopmieHre 1 coTIacoBaHME;

. yJIOCTOBEpEHHE;

]

. OTIIpaBKa U3 OpraHU3alluy;

I[OHOJ'IHI/ITC MEpCUCHb HCAOCTAOIIUMU OIICpalIuAIMU

12. B cOOTBETCTBUM € rOCYIapCTBEHHBIMU MEKOTPACIEBBIMHA JOKYMEHTaMU B
MH(}OPMAaLIMOHHO-TIOUCKOBYIO cucTeMy 1o JokymeHntaM opranuzanuu (MI1C) BxoasaT: perucrpanus,
uHAeKcalus, popMupoBaHue aei.

KaxoBo Haznauenue kaxaoit cocrapisronieit MIIC? Uto mo3BossieT 00beIMHUTD UX B OJIHY
cucremy? Kak OHM MOTYT MCIIOJIb30BaThCsI ITPH MOUCKE JOKYMEHTHON HH(pOpMauu?

13. B peructpanrioHHble (pOpMbI BXOJAIIMX JOKYMEHTOB OpraHU3aIisl BHECHA CIIEIYIOLIHE
JaHHbIE:

JlaTa MOJy4EeHHMsI, BXOIALIUI pEerucTpaliMOHHbIN HOMED, KOPPECTIOHIEHT, HOMEP U JaTa
JIOKYMEHTa, KPaTKoe CoJIepKaHue, P300S PyKOBOIUTENS OpraHu3allui, PyKOBOJIUTENb
CTPYKTYPHOTO MOAPAa3IeICHMs, PE30JIIOLHS PYKOBOAUTEIS OAPA3AEIICHUS, UCTIOJTHUTED.

Omnpenenure, COOTBETCTBYIOT JIU 3TU JaHHbIE PEKOMEHAYEMOMY COCTaBY PEKBU3UTOB
peructpanoHHoi ¢popmbl. iMeeT u ciryx0a 1e710npor3BOICTBA IPaBO BKIIOYAThH B
perucTpaoHHble (POPMbI PEKBU3UTHI IO CBOEMY YCMOTPEHHIO?
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14. Cuctema perucTpanyi B OpraHU3alli UMEET CMEIIaHHy0 GopMy, TPpU KOTOPOH YacTh
JOKYMEHTOB (ITOCTYTAOIINE HA UM PYKOBOJIUTENS, IPUKA3bl U JIP.) PETUCTPUPYIOTCS B CIIyk)Oe
JIEJIONPOU3BO/ICTBA, & OCTAJIBHBIE — B CTPYKTYPHBIX MOJIPa3ICICHUSAX.

B ciyx0e nenonpon3BoicTBa BceM 0€3 NCKITI0UEHUS IOKYMEHTaM MPHCBANBACTCS WHACKC,
COCTOSIIIIUN U3 MOPAIKOBOTO HOMEpa TOKYMEHTa B COOTBETCTBYIOIIEH Ipyie (HapuMep, BXOASIINX
JIOKYMEHTOB) U JIUTEPHI «P», 03Hauaroel «pyKkoBOACTBOY», Hanpumep, P 45. B cTpykTypHBIX
MO/IPa3ICIICHUSAX PErUCTPAIIMOHHBIN HHIEKC COCTOUT U3 UHJEKCA CTPYKTYPHOTO MOapa3aenaeHus (1o
BHYTPEHHEMY KJIAaCCU(PUKATOPY CTPYKTYPHBIX MOIPA3/ICICHUI) U TOPSIKOBOTO HOMEpa, Harpumep, 3-
25 nm 4-12 u ..

UYem Takoi nOpsAJ0K UHJIEKCUPOBAHUS HE COOTBETCTBYET YCTaHOBJIEHHBIM TPEOOBAHUAM?
Pemenne kakux nH()OPMALIMOHHO-TTOMCKOBBIX 33/1a4 YCIOXKHSIOT TaKUe UHACKCHI?

15. [lena B opranu3anuu GOPMHUPYIOTCS U XPAHATCS CICIYOIIUM 00pa3oMm:

CHICHHUAIMCTBI OTACIIOB 3aBOJAT IAIIKH, B KOTOPBIC BKIIAAbIBAIOT JOKYMCHTBI, KaCaromHueCs
peleH sl OTIENBHBIX BOIIPocoB. Ha 0010kKaxX moMeraTes: (paMHIui 1 MHUIIAAIBI HCIIOTHUTEICH 1
yKa3aHHe Ha KOHKPETHOE HAIIPABJICHUE €T0 JeITeIbHOCTH, HAIPUMED:

5111 A.C. TepentbeB
N3roToBjieHHe U YCTAHOBKA CBETOBOM pPeKJIaMbl

B Teuenue rona B Takoil INanke HaKaIJIMBAIOTCS PA3IMYHBIE JOKYMEHTBI, C KOTOPBIMU
IPUXOJUTCS PabOTaTh CHEHHUATINCTY B paMKax JaHHOU npoOseMbl. B ducie ToKyMeHTOB BCTpedaroTcs
MU CbMa-TIPEI0KEHU S, TUCbMa-OTBEThl Ha IIPEI0OKEHMS], IMCbMa-peKJIaMalliy, J10TOBOPbI U
IIPUIIOKEHHUS K JOTOBOpaM, aKThl, IPOTOKOJIBEI U Ap. Eciu cienmanuct paboTaer He ¢ OHON
OpraHu3alyei, To BHyTpU AKX OH [TOMEIAET KapTOHHBIE PAa3AEIUTENN C YKa3aHUEM KOHKPETHBIX
opraHu3anuii-koHTpareHToB. Korja J0KyMeHTOB CTAaHOBUTCS CIUILKOM MHOTO, 3aBOJSIT BTOPYIO
(TpeThIo U T.J.) MAIKy C TaKOM K€ HAJIUChIO U YKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.1.) JIEJO:

A.C.TepentbeB
5.1.1.2 H3roroBieHue U YCTAHOBKA CBETOBOM pekjaamMbl. Ne 2

B koHIIe roa manku momMemaroTcs B mkad, B OTACIEHUs, T XPaHATCS TOKyMEHTHI
OTIpEJICIIEHHBIX CIEIHAJIICTOB.

Takoi mopsiiok XpaHeHUs] JOKYMEHTOB OOBACHSIOT T€M, UTO UMEHHO TaK CIIeHaINCcTaM
yA00HO paboTaTh ¢ JOKYMEHTaMH B TCUCHHE JISTIONPOU3BOICTBEHHOTO I'0J1a, HCKATh JIOKYMEHTBI
MocIie OKOHYaHUS pabOThl ¢ HUMU M 00€CTIeYnBaTh X COXPAHHOCTh, TaK KaK KKl CHIEIHAINCT
3HAET CBOM BOIPOC M, 3HAYUT, CBOU JOKYMEHTHI.

Cornacusl 11 Bl ¢ Takum o0bsicienneM? KTo B TakoM citydae OyJeT HECTH OTBETCTBEHHOCTh
3a o0ecrieyeHre COXpPaHHOCTH TIOKYMEeHTOB? OOOCHYHMTE CBOI OTBET.

16. B Teuenue roja y opraHu3alyy NOSIBUJINCH HOBbIE HAPABIEHUS I€ATEIbHOCTU U HOBBIE
naptHepsl. HoBast pabora Obliia mopydeHa 1ByM otnenaM. Kak cinencteue, mosiBUIINCH 3HAYUTETIBHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OBLIM MPEAYCMOTPEHBI JEHCTBYIOIUMU
HOMEHKJIATyPaMH €I JaHHBIX OT/AEIIOB.

PykoBonuTenb opraHu3aluy CBOMM MPUKa30M 00s13a]1 BHECTH U3MEHEHHS] B HOMEHKJIATY Py
nei. B pesynpTaTe 3T0 CBEIOCHh K COCTaBJICHUIO B CEPEAMHE I'0JJa HOBBIX HOMEHKIIATYP A€ ABYX
0TJIeN0B. PyKoBOIUTENb OpraHU3allui UX YTBEPAHIL.

[Touemy Takue AEWCTBUS HE MOTYT OBbITh IPU3HAHBI TpaBoMepHbIMU? Kakue TpeGoBaHus K
COCTaBJICHUIO 1 0()OPMJIIEHUIO HOMEHKJIATYPHI /1€ ObTH HapyIIEHbI?

17. Tlocne omuOOYHOT0 YHUUTOXKEHHUS psifia BAXKHBIX JOKYMEHTOB B KOMITAHUU OBLIO IPUHSTO
pelieHue o co3aanuu 3kcnepTHoit komuccuu (OK) u pazpaboTke BHYyTPEHHUX HOPMaTHBHBIX
JIOKYMEHTOB, PETYJIMPYIOIIUX €€ JeSTEIbHOCTb.
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B neiicTByromire KOpnopaTuBHbBIE TOKYMEHTBI, PErJIaMEHTUPYIOLIUE 1eATEIbHOCTh CITYKObI
JIEIIOTIPOU3BOJICTBA U MOPSIOK padOTHI C TOKYMEHTaMU KOMIIaHUH ObLITH 100aBIICHBI
COOTBETCTBYIOIIIME Pa3/Ieiibl, B KOTOPBIX ObUIM OMpeesieHbl CTaTyC, COCTaB, Ipasa, o0a3anHocTu JK u
TOPSTOK TIPOBEACHHUSI SKCIIEPTU3bI [ICHHOCTH JOKYMEHTOB.

B ¢ynkiun DK Ob1710 BKITIOUEHO CIIEayOIIEE:

- POBEPKA MPABIIBHOCTH O()OPMIICHHS IOKyMEHTOB;

- y4eT JOKYMEHTOB;

- OTIPEICIICHUS YCIIOBUH XPaHCHHSI IOKYMEHTOB;

- IPOBepKa KauecTBa (OPMUPOBAHUS JIET;

- y4eT JIeJl C [UTUTeIbHBIMA CPOKAMH XPAHCHHUS,

- 0TOODp Je)1 Ha XpaHEHHE U YHUYTOKECHHUE;

- OTIpE/ICIICHNE CPOKOB XPaHEHHS IOKYMEHTOB;

- OMpe/esIeHre OTHOTHI COXPAaHHOCTH JOKYMEHTOB KOMITaHHUU.

Kakue Hapymenus Obu11 JonmyieHsl npu co3aanuu DK ?

Kakwue, na Bam B3, pyHKIMHM He COOTBETCTBYIOT Ha3HaueHUI0 DK 1 He BXOJAT B MOHATHE
«OQKCTIEPTU3a IICHHOCTHU JIOKYMEHTOBY?

18. HacTb BXOAALIUX U UCXOAAIINX JOKYMEHTOB OpraHU3aliy IPEACTaBIeHa B JIEKTPOHHOMN
¢dopme. [Tpu noaroToBKe A€ K Mepeadye B apxXUB BCTAJl BOIPOC, B KAKOM BUJIE UX HY)KHO ClaBaThb: B
BU/JIE IMCKOB WJIM NEPEBEACHHBIX Ha OYMaXKHYI0 OCHOBY TPaJULIMOHHBIX JOKYMEHTOB.

CTopoHHUKH IIepeBoJia IOKYMEHTOB B TPAAULIMOHHYIO OyMaXHYt0 (POpMy MOTUBUPOBAIIN
CBOIO TOYKY 3PEHHUS TEM, YTO HE U3BECTHO, 110 KaKO (popMe J10JI’KHA ObITh COCTaBJIEHA ONKCH Ha
JIEKTPOHHBIE JOKYMEHTBI, U KaK ONPEICINUTh CPOK UX XPAHEHUS.

Kak 651 B moctynmim B ganHOM citydae? MOKHO JTM ONPEeTUTh CPOKHA XPAHEHUS TAKHX
JOKYMEHTOB U (hOpMY OMHCH, 10 KOTOPOH OHU MOTYT OBITh NE€pe/laHbl B apXUB?

IIpumep BapuaHTa TeCTOB JISi KOHTPOJbLHOM PadoThI

Bapuant 1

1. [IpaBmia nenonpou3BOACTBa B (peiepalibHbIX OpraHax HCIOJHUTENbHON BJIAcTH U
Metoanyeckre peKoOMEeHAAUK Mo pa3paboTKe MHCTPYKLUUH IO JeIONpPOU3BOJCTBY B (eliepaibHbIX
OpraHax MCIOJIHUTEIbHON BJIACTH OBbLIN MPUHSATHI B rOJy.

Kakue 13 nepeuncieHHbIX BOpocoB MeTtoaudeckre peKOMEHJAUU PEKOMEHIYIOT BKIOYHUTh
B MHCTPYKIIMIO I10 JI€JIONPOU3BOJICTBY:
IIpaBWJIa COCTABICHUS U 0()OPMIICHUS TOKYMEHTOB
IpaBWJia OpraHu3aly JOKyMEHTO000poTa
IIpaBUJIa PETUCTPALIMU U KOHTPOJIS
IIpaBUJIa XpaHEHUS JOKYMEHTOB
npaBuia 00pabOTKH 3JIEKTPOHHBIX JJOKYMEHTOB
npaBuia nepegavu GakCUMHUIbHBIX COOOLICHUN
IIpaBUJIa XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB

=

OTMeThTE B CIIMCKE TUIIOBBIC HA3BAHUS CJ'Iy>I(6 ACJIOIIPOU3BOACTBA:

Otnen nenonpou3BOICTBA
Otnen ToKyMeHTO000pOTa
VYmpasieHue aenamu
Kannenspus

OOmwmii otaen
Perucrparypa
Cekperapuar
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L4 OT,Z[GJI KaJApOB U JCJIOIPOU3BOJCTBA

2. OTMeTbTe B CHHCKE CTPYKTypHOE MOApa3JeleHue, KOTOpoe pa3pabaThiBaeT
NHcTpyK1LIKIO MO E10MPOU3BOICTBY, U JIOJBKHOCTHOE JIMIIO, KOTOPOE YTBEPKAACT 3TOT JOKYMEHT !

e Cuyxb6a JIOY
o [Opuanueckas ciry:x06a opraHu3anuu
e Kanposas ciayx0a opranusamnuu
e Otnen Tpyaa U 3apIuiaThl
e PykoBonuTens opraHu3anun
e PykoBomuTenh KOJUIETHATBHOTO OpraHa
C Kako# JaThl HAUMHAET JEUCTBOBATD MHCTPYKIIMS. .. ouuvtet et e e

4. IIpoHymepyiiTe MPaBUILHYIO MOCIIEAOBATEIBHOCTD JCIONMPOU3BOICTBEHHBIX OMEPAIUii 11O
MOJITOTOBKE U 00pa0OTKE UCXOISIINX JOKYMEHTOB:

o pa3paboTKka mpoeKTa JOKyMEHTa
odopmiieHHe aapecaTa
3aroJIOBOK K TEKCTY
OTITpaBKa
odopMIICHHE TTPHITOKECHUS
MPOCTABJICHHE OTMETKU 00 UCIIOJIHUTEES
BHU3bI COTJIACOBAHUS
MO/IIACAHNE
perucTparus

5. Perucrpanuu moajiexar:

o BCC MMOCTYNNMUBIIUC U OTIIPABIISICMBIC JOKYMCHTBI

o TOJIBKO BHYTPCHHUC JOKYMCHTbBI

L4 TOJIBKO OIICPATHBHBIC U CPOUHBIC JOKYMCHTBI

L4 TOJIBKO AJOKYMCHTBI, TIOCTYIIUBIIUC U3 BBIICCTOAIINX opraHmauHﬁ " OTHPaBIACMbIC

508
L4 HAOKYMCHTHI, Tpe6y10mI/Ie yue€Ta, UCIIOJIHCHUA U UCIIOJIb30BAHUA B CIIPABOYHBIX HEIAX

KOHTpOJIbHLIe BOIIPOCHI M 3a/ITaHUA NJH HpOMe)KyTOqHOﬁ aTTeCTAllMi 10 UTOraM OCBOCHHUSHA
AUCHHUIIJINHBI:

1. OcoOGeHHOCTH CHUCTEMBI JeONPOU3BOICTBA B IIEHTPAIbHBIX yupexkaeHusx Poccun XVI-
XVI., XVIII, XIX Bs.. Hanpasnienus u cnocoObl palimoHalIn3aluy AeJIONPOU3BOACTBA B YUPEXKICHUAX
Poccun XIX - Hau. XX B.

2. HampaBneHwust morcka pannoHaIbHBIX (HOPM OpraHU3aIMH AeIONPON3BoACcTBA B 1920-¢
rOJbl

3. Ponr Hapkomata paGode-KpecThsTHCKON WHCITEKITUU B CO3JJaHUU CUCTEMBI
COBETCKOI'O JIEJIONPON3BOCTBA.

4, HaunGonee 3HaunMbIe pa3pabOTKH aKIIMOHEPHOTO o01iecTBa «OpreTpoiny,
WNHcTuTyTa TeXHUKH ynpasiaeHus B 1920-e roasl.

S. XapakTtepuctuka 1 3HaueHue «OOUIMX MpaBHI JOKYMEHTAIUH U
nokymeHroobopora» (1931 r.)

6. IIporpamMmbl COBEpIICHCTBOBAHHUS JEIOTPOU3BOICTBA, IIPUHSITHIE HA MEKOTPACIIEBBIX
coBemanusx 1941, 1960 rr.
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7. HampaBneHus TEOPETUYECKUX U MPUKIATHBIX UCCIEA0BaHUN B 00JacTH
COBEpIICHCTBOBaHUs Aenonpou3BoacTsa B 1970-1980-e rozs.

8. T'ocymapctBeHHOE peryiaupoBanue jaenonpou3BoacTsa B 1990-e — 2000-e roasr

9. HopmaTuBHO-METOIMYECKHE JOKYMEHTHI MEKOTPACIEBOTO JACHCTBUS, KOTOPHIC
OTIPEEIISIOT COBPEMEHHYIO OPTaHU3alMI0 pabOThI ¢ JOKYMEHTaMU (HaMMEHOBaHHUE JOKYMEHTa, TOJ1
€ro pa3pabdOoTKH, KpaTKasi XapaKTEPUCTUKA)

10. Opranuzanus ciay>x0b1 JIOY. OcHOBHas 11€71b, 33/1a4U U (YHKIIMH CITY>KOBI, ee
JIOJZKHOCTHOM M YMCJIEHHBIN COCTaB.

11. TunoBbIie BUABI U CTPYKTYpPHI ciyx0 JIOVY.

12. JlokanbHBIE aKThI, PETIIAMEHTHPYIOIIUE OPTaHU3ALUI0 JIEJIONPOU3BOJICTBA.
Haznauenue, cocraB nuHdopmaiuu, mopsaaok pa3padoTKH U yTBEPKACHHUS.

13. UncTpykuws 1o nenonpous3BoAcTBy. Hasnadenue, cTpykTypa TeKcra, MOpsIoK
MOJITOTOBKHU.

14. TlonsiTHe «JOKYMEHTOOOOPOTY, IPUHIIMIIBI €T0 OPraHU3AIMH. XapaKTePUCTHKH
JOKYMEHTO000poTa

15. Dramnel fokymMeHTo000poTa. Onepaiiu, KOTOpble BBITOIHAIOTCSA U padboTe ¢
BXOJIALIUMH TOKyMEHTaMU

16. Dramer qokyMeHTO000poTa. Onepariu, KOTOpbIe BBIOIHAIOTCS IpU padboTe ¢
UCXOJSIIUMU JJOKYMEHTaMU

17. Oransl JOKYMEHTOOOOpOTA. OlE€pallk, KOTOPBIE BBHIIOIHAIOTCS C BHYTPEHHUMHU
JIOKYMEHTaMu

18. Perucrpanus J0KyMeHTOB, ee Ha3HadeHue. [IpaBuiia perucTpaniu JOKYMEHTOB.
XapakTepucTUKa COBPEMEHHBIX PETUCTPALMOHHBIX (hOpM, cocTaB HH(OPMALIMK U TTOPSATOK UX
3aIOJTHEHHUS.

19. IlonsaTusa «peructpanus 10KyMEHTOBY», KHHICKCUPOBAHUE TOKYMEHTOBY. 3HAUCHHUE U
npaBuia GOpPMUPOBAHHS HHAECKCOB

20. 3HaueHre KOHTPOJS 32 CPOKAMH HUCIIOJIHEHHUS JOKYMEHTOB B ammapaTe YIpaBlICHUS.
TpeboBanust kK OpraHU3aluy KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB B IEJIOMPON3BOICTBE. 3a1aun
KOHTPOJIbHOHN JAESITeTbHOCTH.

21. Cpoku HCTIOTHEHHS JOKYMEHTOB. TeXHOJIOTHS KOHTPOJIS 32 CPOKAMH MCTIOTHEHUS
JIOKYMEHTOB.

22. 3akoHOAaTebHAs peryIaMEHTAIUs M METOIMYECKOe 00eCIIeYeHIuEe OpraHnu3aiuu
XpaHeHus JOKYMEHTOB B Poccuiickon denepannu.

23. Opranu3zaius TeKyIIero XpaHeHus JOKyMEHTOB B JIEJIONPON3BOICTBE OPTaHU3AINH U
o0ecreyeHrne uX COXpaHHOCTH

24. HomeHKkIaTypa Jiell, ee Ha3HaueHHE B JAEJIONPOU3BOICTBE. BHUIBI HOMEHKIATYp /€T, UX
ocoOeHHOCTH. TpeOoBaHUs K HOMEHKJIAType J1e1, UX 3aKperieHHe B HOPMAaTUBHO-METOMUECKUX
JTOKYMEHTaX MEKOTPACIIEBOTO JIEHCTBHUSI.

25. MeTtoauka coCTaBIeHUsI HOMEHKIATYphl Jeil. [lopsiok odopmiieHus, coriacoBaHus U
YTBEPKJICHHSI HOMEHKJIATYPHI JIET.

26. I1paBuna ¢hopMupoBaHus B Jiesia JOKYMEHTOB Pa3TUYHbBIX BUIOB. [IpuHIIUTIBI
CHCTEMaTH3alll1 JJOKyMEHTOB BHYTPH JIEIL.

27.1lonsTHe ‘OKCHepTH3a LEHHOCTH JOKYMEHTOB”. HopMaTHBHO-METOAMYECKHE U
TEOPETHYECKHE OCHOBBI IPOBEICHUS SKCIIEPTU3EL. [IpUHIMITBEI M KPUTEPUH SKCIIEPTU3BI IEHHOCTH
JIOKYMEHTOB.

28. Opranuzanusi paOOTHI MO MPOBEACHUIO IKCIIEPTH3Bl [IEHHOCTH JTOKYMEHTOB.
JIOKyMEeHTHUpOBaHHE JeSITEIbHOCTH SKCIIEPTHONH KOMUCCHH U O(hOpMIICHHE €€ PEe3yIbTaTOB.

29. Haznauenwue onvicu nen. Buser onceid. [IpaBuia coctaBieHus 1 0pOPMIICHHE OTTHCH
JIe7T CTPYKTYPHOTO MOJIpa3/IeJIeHusl.

30. Onepanmu o MOATOTOBKE JOKYMEHTOB K Iepeiadye B apXUB OpraHU3aIlNH.

31. OcHoBHBIE TpeOOBaHMS K OPOPMIICHHIO JIEJI IPU MX MOATOTOBKE JJIs IIepe/iaul B apXHB
opranuzanuu. YacTuaHoe u mojHoe oopmMieHuHe.
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6. YueOHO-MeTOAMYECKOEe U HH(POPMAIIMOHHOE 00ecTieyeHne T CIUTIIITHHBI

6.1 Cnucok HCTOYHUKOB M JIUTEPATYPHI

Hcrounukn
Oenepanbubiii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jxene B Poccuiickoit
@Oenepanun»  //  [Onektponned  pecypc]. — M.,  2019. - Pexum  goctyna:

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

@®enepanbhbiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mnopsiake paccMOTpeHHUs OOpaleHHi
rpaxkaan Poccuiickoit ®enepanun»// [Onexktponasii pecypc]. — M., 2019. — Pexum pgocryma:
https://base.garant.ru/12146661/.

[TocTanoBnenue IIpaButenscTBa PO ot 25.12.2014 Ne 1494 “O06 yTBep)kKIeHUH MPaBHII 0OMEHA
JOKYMCHTaMH B JJICKTPOHHOM BHJE MPH OpraHu3aiud HHGOPMAIMOHHOTO B3auMoeicTBus’//
[DaexTponHsIit pecype]. — M., 2019. — Peskum mocryma: https://base.garant.ru/70832680/

[IpaBusia  fenoNpoM3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoyrmpasieHust, yTB. IIpukazom Pocapxusa ot 22.05.2019 Ne 71 /I [Dnexktponnsii pecypc]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

MeToauueckie pEKOMEHAAlMM TO0 pa3padoTKe MHCTPYKIMA M0 JEJIOMPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTo camoymnpasieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponusiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLHUS O JEJIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHM3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexkrponnsiit pecype]. — M., 2019. Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HauwonaneHbeiéi crangapt Poccuiickoit ®Depepanun. Cucrema
CTaHIAapTOB MO0 HH(OpManMM, OUOIMOTEYHOMY M HU3JAaTelIbCKOMY JAeny. OpraHuszanuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHUIO AOKYMEHTOB // [DIEeKTpOHHBII
pecypc]. — M., 2019. Pesxxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonaneHbii ctanaapt Poccuiickoit @enepanuu. Cucrema
CTaHIApTOB 10 MH(OpPMAIUK, OHOIMOTEYHOMY U H3JAaTelbCcKoMy gneny. Wabopman3us u
JTOKyMeHTalus. YmpaBieHue aokymMeHTamu. Yacte 1. Ilonsatus w npuHmunel. // [DneKTpOHHBII
pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemompou3BOJACTBO W apXWBHOE JeJI0. TEpMUHBI M OIMPEICIICHUS. -
[DneKTpOHHBIN pecypcl]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpuka3 Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBepkKIeHUH MPaBUII OpraHU3aluN
XpaHeHUus, KOMIUIEKTOBAaHUS, YUeTa W UCIOJb30BaHUS JOKyMeHTOB ApxuBHoro ¢gouna Poccuiickoit
denepanu U IPYruX apXUBHBIX JOKYMEHTOB B OpTaHax rocyJapCTBEHHOM BIACTH, OpraHax MECTHOTO
caMmoyTipaBlicHHsT M opraHusanusax» // [DnekTponnsiii pecypc]. — M., 2019. — Pexxum noctyrma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoTHUTEIbHBbIC HCTOYHUKH

[Ipukaz Muntpyna Poccun ot 15.06.2020 N 333u "OO6 yTtBepkaeHuu npodecCHoHATHLHOTO
crangapta "CrneuuanucT Io OpraHu3allMOHHOMY U JTOKYMEHTAllMOHHOMY OOECHeUeHHIO YIpaBJICHUs
opranm3zammen”//  [DnmekTpoHHbli  pecypc]. - M., 2021, -  Pexum  pmocryma:
http://www.consultant.ru/document/cons_doc_ LAW _357714/.

[Tpodeccuonanbupiii cTanaapT «CHeUaNINCT MO YIPABISHUIO JOKYMEHTAIlMe OpraHu3aiiumny,
YTBEPKIACHHBIN MIPUKAa30M MUHHUCTEPCTBA TpyAa U COLMAIBHON 3ammThl Poccuiickon denepanuu ot
10.05.2017 Ne 416n // [DnextponHwni pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Tpuxaz PocapxuBa ot 20.12.2019 N 236 "OO yrtBepxkaeHun IlepeuHss THUMOBBIX
yNpaBIEHYECKUX  apXMBHBIX  JOKYMEHTOB, o0Opasymoluxcs B  Ipolecce  JesTeIbHOCTH


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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rOCyIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYITPABJICHUS U OPTraHU3allMil, C YKa3aHUEM CPOKOB
ux xpanenus" (3apeructpupoBaHo B Muniocte Poccum 06.02.2020 N 57449) /[ [DOnexkTpoHHBIN
pecypc]. — M., 2021. — Peskum pocryma: http://www.consultant.ru/document/cons_doc_LAW 345020/

ITpuka3 Pocapxusa ot 11.04.2018 N 43 "OO0 yTBep>KIeHUN MPUMEPHOTO TOJIOKEHUS 00
JKCHEePTHON KoMHccuM opranuzanuu’ (3apeructpupoBano B Muntwocte Poccun 15.06.2018 N

51357) /| [Dnektpommemi  pecypc]. — M. 2021. —  Pexum  g0CTyma:
http://www.consultant.ru/document/cons_doc_LAW_300357/
Jumepamypa

beikoBa T.A. JloKyMEHTaIlMOHHOE OOECHEYCHHE YMpaBJICHHs (JETONPOU3BOACTBO) [DIIEKTPOHHBII
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepab. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

bo6rsuteBa M.II. Hekotopsie 0COOCHHOCTH COBpPEMEHHOTO AoKymeHTooOopota // Bectnuk PITYVY.
2015. Ne2. [Onexkrponnbii  pecype]. - M.,  2019. -  Pexum = jgocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brixoBa T.A. O HekoTOpbIX Mpobiiemax cepsl ynpasieHus qokyMmeHTamu B Poccuiickoit deneparym
/" Bectauk PITY. 2014. Ne2. [Dnekrponssiii pecypc]. — M., 2019. — Pexum mpocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2 IlepeueHnb pecypcoB HHGOPMALHOHHO-TETeKOMMYHUKANIMOHHOM ceTn « AHTEpHETY.

HanunonaneHnast anexrponnas 6ubnmuorexa (HOb) www.rusneb.ru
ELibrary.ru Hayunast snektpornas 6ubanoreka wWww.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccnoHaibHbIe 0a3bl JaHHBIX M HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Jloctyn k npodeccuoHanbHbIM 0a3am nanubix: https://liber.rsuh.ru/ru/bases

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

7. MaTepuajibHO-TeXHHYECKOe ofecredeHHe JUCHUILINHBI

Jns obecnieyeHWs  JUCHMIUIMHBI  HCTOJB3YeTCS  MaTepuagbHO-TEXHHUUYECKas  0asa
00pa30BaTEeNBHOTO YUPEKICHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
JUTSI IEMOHCTPAIMU y4eOHbIX MaTepUasoB.

CocraB mporpaMMHOT0 00ECTICUCHHUS
1. Windows
2. Microsoft Office


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://liber.rsuh.ru/ru/bases
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8. O0ecnieuenne 00pa3oBaTEIbHOIO MpoLEcca JJIsl JUIl ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU
310POBbSI H HHBAJIWI0B

B xonme peamuzaumy JUCHUIUIMHBI MCIOJNB3YIOTCS CIEAYIOLME JOINOJHUTENbHBIE METO/BI
0o0y4yeHMsl, TEKyLIero KOHTPOJS YCIEBAaeMOCTH M IPOMEXYTOUHOW aTTecTaluu oO0ydaroluxcs B
3aBHCUMOCTH OT UX WHIMBHUIYaTbHBIX 0COOCHHOCTEH:

® Uil CJENBIX W CIA0OBUIAIIMX: JIEKUUH O(QOPMIISIIOTCS B BHJE JIEKTPOHHOTO JIOKYMEHTA,
JOCTYITHOI'O € IOMOUIbI0 KOMIIBIOTEPA €O CIELUAIM3UPOBAHHBIM IPOrPaMMHBIM 00ECIIEUEHUEM;
IIUCbMEHHBIE 3a/1aHUS BBINOJHAIOTCA Ha KOMIIBIOTEPE CO CHELMAIM3HMPOBAHHBIM IPOTrPAMMHBIM
o0ecrieyeHneM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEYMBAETCS WHAMBHUIYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JtOKC; A7 BBINOJIHEHMs 3aJaHusl NP HEOOXOJUMOCTH
MPEJOCTABIISACTCS YBEIMYMBAIONIEE YCTPOWCTBO; BO3MOXKHO TaKKe HCIIOIb30BAaHHE COOCTBEHHBIX
YBEJIMYMBAIOUINX YCTPOMCTB; MMCbMEHHBIE 3aJaHUs 0(OPMIIIOTCS YBEIMYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOSATCSA B YCTHON (hopMe MIIM BBITIOJIHAIOTCS B MIUCbMEHHOM (popMe Ha KOMIIBIOTEpE.

® Uil TIIyXUX M CJIA0OCHBIIAIINX: JIEKIUKH OQOPMIISIOTCS B BHJE AJIEKTPOHHOI'O JOKYMEHTA,
au00  IpenocTaBisAeTCs  3BYKOYCWIMBAMOLIAS — anmapaTypa  HWHAMBUAYAJIBHOTO  IOJb30BAHUSA;
MUCHMEHHBIC 33JaHUs BBIMOJHSIOTCS Ha KOMIIBIOTEPE B THCBMEHHOW (opme; dK3aMeH M 3a4éT
IIPOBOJIATCS B MUCBbMEHHOM (hopMe Ha KOMIBIOTEPE; BOZMOKHO ITPOBEACHUE B (POpPME TECTUPOBAHMSL.

® /Ul JIMIl C HapyLIEHUSMU OIOPHO-JBUTATEIBHOIO ammapara: JIEKIUU Oo(GOopMIISIIOTCS B BHJIE
ANEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOIIBIO KOMIIBIOTEPA CO CIEHUAIM3UPOBAHHBIM
IPOrpaMMHBIM  OO€ClieYeHHEeM; IHCbMEHHbIC 3a/laHUsl  BBINOJIHAIOTCS HAa KOMIIBIOTEpE CO
CIEIMAIM3UPOBAHHBIM IPOTPAMMHBIM 00eCTIieueHIEeM; YK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Ipn HEOOXOIMMOCTH NPENyCMaTPUBACTCS YBEIMUEHNE BPEMEHHU ISl IOATOTOBKU OTBETA.

IIponienypa npoBeneHHs MPOMEKYTOUYHON aTTecTalMM JUlsl OOydyaroIIMXCs yCTaHAaBIMBACTCS C
y4€TOM MX MHJIMBUIYaJbHBIX ICUXO(pU3HUECKUX ocoOeHHOCTeN. [IpoMexyTouHas arrecTalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[Ipy npoBeaeHMHM MpoLENYphl OLEHUBAHUS PE3yJIbTaTOB OOYy4YEHMsI MpedycMaTpuBaeTcs
UCIOJIb30BaHNE TEXHUYECKUX CPEACTB, HEOOXOJUMBIX B CBSA3M C MHAMBUIYaJIbHBIMU OCOOCHHOCTAMU
oOyyaromuxcsi. OTH CpeACTBA MOTYT OBbITh MpPEAOCTaBICHbl YHUBEPCUTETOM, WJIM MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenue npoueaypsl OLEHUBAHUS PE3yAbTaTOB OOYUYEHHS JOIYCKAETCsl C MCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss JOCTyll K HWHGOPMAlMOHHBIM M OMOIMOrpapuueckuM pecypcaM B CETU
WHTepHeT it Kaxa0ro odydaromierocs B popmax, aJalTUPOBAHHBIX K OTPaHUYEHUSM UX 37I0POBbS U
BOCHPHUATHS HH(OPMALIUU:

e UIsl CIENbIX WU CHA0OBUIANIMX: B I€YAaTHOM ¢opMme yBEIWYEHHBIM LIPUPTOM, B (opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopMme aynnodaiina.

® JUUIsl TIIyXUX U CJIa0OCIBIIAIUX: B Te4aTHOU dopme, B GopMe IEKTPOHHOTO JOKYMEHTA.

® 1151 00Y4YarOLINXCSl C HApYIIEHUsIMH OMOPHO-/IBUraTeIbHOIO amnmapara: B meyaTHoil ¢popme, B
(hopme 2IEeKTPOHHOTO JOKYMEHTa, B popMme aynuodaiina.

VY4eOHble aylUTOpUU AJIi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIbHON paboThl, HayudHas
O6ubnuoTeka M WHBIE TMOMELICHHUsS i OOY4YEeHHs OCHAIIEHBI CIEelHaTbHBIM O0OpPYJIOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKMUMHU CPEICTBAMU O0YUECHHUS:

® sl CIIENBIX U CJIIa0OBUSIIUX: YCTPOWCTBOM JJIsi CKAHUPOBAaHMS M UTEHUs ¢ kamepoid SARA
CE; nucruteem Bpaiis PAC Mate 20; npuntepom bpaiins EmBraille ViewPlus;

eI TIHYXUX W CHaOOCHBIIIAIIUX: ABTOMAaTH3MPOBAaHHBIM pabouynM MeCcTOM JUIsl JIoAeH ¢
HapylUIeHHEM CIyXa U c1ab0CIbIIIalNX; aKyCTUYECKUI YCUIIUTEh U KOJIOHKH;

o isi OOyYaroUMXCs € HapyLIEHUSIMH OIOPHO-IBUTATENLHOTO ammapaTa: MepeBUKHBIMU,
perynupyeMbIMu sproHomMuyeckumu napramu CH-1; KOMOBIOTEPHON TEXHUKOW €O CHEIUAIbHBIM
IPOrpaMMHBIM 00€CTIEYEHHEM.
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9. Metoanyeckue MaTepHAJIbI

9.1 Ilnanbl JaOOPATOPHBIX 3aHATHI

Ilnanbl saboparopHbiX 3aHaATHA. MeToauyeckue YyKa3aHMsi 10 OPraHM3alMd U
NMPOBeIeHUI0

Bri6op Tem 1a00paTOpHBIX 3aHATHI 00YCIIOBICH OOIIMM COJICpX)aHHEM Kypca W HalelieH Ha
yTIyOJICHHOE U3YYEHHUE €T0 OTIIECTBHBIX Pa3JIeyioB.

[Iman mabGopaTOpHBIX 3aHATHIA  BKIOYaeT JABa pasfena: "OpraHuzamuss W TEXHOJIOTHUS
JICJIONPOU3BOJICTBA B YUPEKICHUAX AOpeBOMOIMOHHON Poccun" m "Opranuzamuss ¢ TEXHOJOTHS
COBPEMEHHOT0 JISJIONPOU3BOICTBA".

Ilenr J1a0OpaTOpPHBIX 3aHATHH - 3aKpeIUICHWE CTYJICHTaMH TEOPETHYECKUX 3HAHWH
JEKIMOHHOTO Kypca U (JOPMUPOBAHHE NPAKTHYECKUX HABBIKOB OPraHU3AIMU COBPEMEHHOW CITYXKObI
JIEIONIPOU3BOJICTBA, MPUEMOB M METOJOB TEXHOJOTHH PabOThI C JIOKYMEHTAaMH B YIIPaBICHYECKOM
amnrmapare.

B pe3ynbrarte BbINONHEHUS 1a00paTOPHBIX 3aHATUN CTYJIEHTHI JOKHBI

3HATD:

° XapaKkTepHbIe OCOOCHHOCTH OpraHU3allid pPa0OThI C JOKYMCHTAMH B YUYPEKICHHUSIX
Poccun B paznuuHble MCTOpPUYECKUE MEPHOJbI, B3AUMOCBS3b 3TUX MPOIECCOB C TOCYAapCTBEHHBIM
anmapaToM yIpaBJIeHUS;

° COBpEMEHHBIC TpPEeOOBaHUS K JOKYMCHTAIIMOHHOMY OOCCIICUCHUIO YIPABICHUS B
yupexaeHusax u opranusanusax Poccuiickon @enepaunu;

° MIPUHIUIIBI OPraHU3alUK JOKYMEHTAIIMOHHOTO 00ECIICYEHUs YIIPABICHUS;

YMETb:

° OpPTraHU30BBIBATH CIIYKObI TOKYMEHTAIIMOHHOTO 00ECIIeYeHHsI YIIPABICHUS;

° paspabaThiBaTh JIOKAJbHBIE HOPMATHBHBIC aKThl M HOPMATHBHO-METOJMYCCKHE

JNOKYMEHTHI (TIOJIOKEHUSl, MHCTPYKIMHU M T.JA.) MO BEJIEHUIO JOKYMEHTALlMOHHOIO 00ecreYeHUs
YIIPaBJICHUS

. BBINOJIHATH KJIIOUEBbIE TEXHOJIOIMYECKHE ONepaluy B paboTe ¢ JOKyMEHTaMH;

BJIAJIETh:

. MIpaBWJIaMU OPTaHU3AIMH BCEX 3TAIIOB padOTHI C JOKYMEHTaAMU;

o METOJIaMU TIPOBEJICHUS aHalM3a OpraHMU3alli JOKYMEHTAI[MOHHOTO obecreueHus
YIIpaBJICHUS;

. METOAaMH ONTUMHU3aLHUHA JOKYMEHTAMOHHBIX ITPOLIECCOB.

[ToaroroBka K 1a0OpPaTOPHBIM 3aHATUSAM OCHOBAHA HA CaMOCTOSATEIIBHOM paboTe CTyIEHTOB 110
U3YYECHHIO JIEKIIMOHHOTO Kypca, UCTOYHUKOB M JIMTEPATYPhl, PEKOMEHJOBAHHBIX K KaXJA0MY 3aHATHIO.

PA3JEJ 1. OPTAHU3AINSA AEJIOIIPOU3BOICTBA B YUPEKIAEHUAX
JOPEBOJIIOIIMOHHOHU POCCHUHA

1.1.  [denomnpou3BoacTtBo B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBonctso B yupexaeHusax Poccun X VIII B.
1.3.  [denonpousBoactso B yupexacHusax XIX - Hau. XX B.

PA3JAEJ 2. OPTAHU3ALIUA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

2.1. Opranuzanus ciryk0bl JeJIOMPON3BOICTBA
2.2. Opraauzaius J0KyMeHTo000poTa
2.3. Perucrtpanusi JOKyMEHTOB.
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2.4. Homenknatypa nein
2.5. IloaroToBka 1OKyMEHTOB K ITOCIEAYIOIIEMY XPAaHEHUIO U HCIOJIb30BaHUIO
2.6. CocraBineHue UHCTPYKIIMHU T10 JI€JIONPOU3BOJICTBY

PA3JEJ 1. OPTAHU3AINS AEJTOIIPOU3BOACTBA B YUPEKIEHUS
JOPEBOJIIONMOHHOHU POCCHUU

Tema 1.1. IetonpousBoacTio B yupexaenusx Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

3ATAHUA

1. U3yunts Cyne6nuk 1550 r. u Coboproe ynoxenue 1649 r. I1o 3TuM akTam BBISIBUTB:

* CTPYKTYpPY OpraHoB IrOCyJAapCTBEHHOTO YIPABICHUS;

* COCTaB U JIOJDKHOCTHBIC 00S3aHHOCTH "' CITYKUJTBIX JIFOICH".

* HaNpaBJICHUS periaMeHTaluu paboThl C JOKYMEHTaMHU.

2. 3yunth cxemy opraHU3alliy UCIIOTHEHUS JOKYMEHTOB B IPUKA3HOM JIEIOMPOU3BOJICTBE.

3. IIpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC IOKYMEHTOB (Ha IpUMEpE JieJia 0 YeJI0OUTHON
SxoBa lletunosa B [loMmecTHOM npuKkase) U yICHUTH TOPSAIOK POPMUPOBAHUS J€Ta.

YKA3AHUS 110 BBITIOJIHEHHMIO 3AJAHUN

1. Wzyuute Cyaebnuk 1550 r., CobopHoe ynoxxenue 1649 r. u ysicHUTE clieyromiee:

* COCTaB JIUII "BEpPUIMBIINX CYJ" U JOKYMEHTHPOBABIIUX JEATEILHOCTD CYa;

* MIOPSZIOK TIO/IaYU, PACCMOTPEHUS U UCIIOTHEHUS YeTTOOUTHBIX;

* MOPSIIOK BEJICHUS PErHCTPAIIMOHHBIX (opM Ui "CyHBIX nen";

* OTBETCTBEHHOCTH 32 MOJJIEIKY JOKYMEHTOB M HEIOOPOCOBECTHOE OTHOIICHHUE K
JIOKHOCTHBIM O0SI3aHHOCTSIM.

2. PaccmoTtpuTe cxemy NMpOXOXKACHUS U UCIIOJIHEHUSI IOKYMEHTOB B IPUKa3ax M clejanTe
BBIBOJI O COCTAaBE TEXHOJOTUYECKUX OMepaluil C TOKyMEHTaMH, IPUMEHSBIINXCS B IPUKA3HON
CUCTEME JIeJIONPOU3BOJICTRA.

3. O3nakombTech ¢ aenom [lomecTHoro mpukasa mo yenoobutHoit fkosa llletunosa u
COTIOCTaBbTE MOCIEAOBATEIHLHOCTh PACCMOTPEHHUS M PEIIEHUS BOIIPOCA U TTOCJIEI0BATEILHOCTh
pacmooKeHus: JOKyMEHTOB B fene. Onpenenure KpaiHUe AaThl 1eJla U 0COOCHHOCTH
JIOKyMEHTHPOBAHUSI.

KOHTPOJIBHBIE BOITPOCHI

1. Ilepeuncnure 0COOEHHOCTH CUCTEMBI JIEIONPOU3BOCTBA B LIEHTPAIBHBIX YUPEKACHUAX
Poccuu XVI-XVII BB.

2. Ha3oBuTe 3aKOHOAATENBHO PErjIaMEeHTHPOBAHHbIE 0053aHHOCTH "CITy KWJIBIX Jr0/Iel" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaMH c(pOPMHUPOBATHUCH B IPUKA3HOM
JIEIOTIPOU3BOICTBE?

4. JlaiiTe XapaKTepUCTUKY CTOJIOIIOBOM (hOPMBI IETOMPOU3BOICTBA KAK TEXHUKHU
JTOKYMEHTHPOBaHUS U (POPMHUPOBAHUS JICIT.

5. Korza Obla BBeIeHa U Korjga OblIa OTMEHEHA CTONO0Bas (hopMa AeI0NpPOM3BOACTBA?

NCTOYHUKU U JIMTEPATYPA
boikoBa T.A. JlokyMeHTallMOHHOE oOOecreueHue YIpaBiIeHUs (JIEIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e uza. mepepad. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 1.2. JlenonpousBoactso B yupexaeHusix Poccun XVIII B. — 4 yaca.
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3ATAHUA

1. WMsyuutp ['enepanbnblii permameHT 1720 r. W BBIIBUTH OCHOBHBIC TpPeOOBaHMS K
OpraHM3alfy JEJIONPOU3BOJACTBA B KOJUICTHSX M JOJDKHOCTHBIC OOS3aHHOCTH KAHIICISPCKUX
CITyKalluX.

2. UByuuTh cXemy HCIOJHEHUS JOKYMEHTOB B KOJUICTHUSIX.

3. Mzyuuts "Yupexnaenuwe s ynpaBieHuss TyOepHmit" 1775 T., BBIIBHUTH OCHOBHBIC
TpeOOBaHUS K OpraHu3alliy JIEJIONMPOU3BOJICTBA B MECTHBIX YUPEKIACHHUSIX U JOJKHOCTHBIC
00513aHHOCTH KaHIIEISIPCKUX CITY>KAIIHX.

4. W3y4yuTh CXeMy HUCIOIHEHUS JOKYMEHTOB B MECTHBIX YUPEKIACHUSX.

5. IIpoananu3upoBath Aeno, cHOpMHUPOBAHHOE B MECTHBIX YUPEKICHUAX.

YKA3AHMS 110 BBITTOJTHEHUIO 3AJIAHMIA

1. W3yuus "I'enepanpHblii perinament 1720 r., ysiCHUTE clelytoliee:
1.1.  CTPYKTYpy KOJUICTHH;

1.2. MOMKHOCTHOH COCTaB KaHIEISIPCKUX CITYKAIUX;

1.3.  00s13aHHOCTH KaHUESIPCKUX CITY>KAIUX;

1.4. 1OpPSIOK MONyYeHUsI JOKYMEHTOB B KOJUICTHUSIX;

1.5,  mOpsIoK pacCMOTPEHUS TOKYMEHTOB B KOJUICTHSIX;

1.6. opraHu3anus U TEXHOJOTHUS PETUCTPAIIUU JOKYMEHTOB;
1.7.  mocTpoeHue CrpaBOYHO-MH()OPMAIMOHHOTO amapara;
1.8.  cpOKH HCIIONHEHUS JOKYMEHTOB;

1.9.  opraHu3anuio XpaHEHUs JOKYMEHTOB B KOJUICTHSIX.

2. I/I3quTe CXEMY HUCITIOJHCHHA JOKYMCHTOB B KOJIJICTUAX U BBIABHUTC COCTAB
JIeTIONPOU3BOICTBCHHBIX OTIEPAIIHIA.
3. Nzyunr "OOmee rydoepHcKoe yupexaenue " 1775 r., onpenenure:

3.1.  CTPYKTYpY KaHLEIspUH, TOJKHOCTHOM COCTaB KaHLENAPCKUX CITY’KallUX, UX
0053aHHOCTH B paboTe C TOKYMEHTAMU;

3.2.  TEXHOJIOTUIO pabOThI C JOKYMEHTAMHU:

3.2.1. mopsAoK MepBUYHON 00pabOTKH MOCTYNUBIIHX JTOKYMEHTOB;

3.2.2. TEeXHOJOIHs PEerUCTpallM JOKYMEHTOB: IPUMEHAEMbIE PETUCTPALMOHHBIE (OPMBI, UX
Ha3HAYEHUE W COCTaB WH(POPMAIINH;

3.2.3. MOpAAOK PacCMOTPEHUs TOKYMEHTOB;

3.2.4. TOpSAAOK UCTIOIHEHUS IOKYMEHTOB;

3.2.5. TEXHOJIOTUIO KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB;

3.2.6. TOpSAAOK OTIPABKH IOKYMEHTOB;

3.2.7. OpraHu3aluIO XpaHEHUs JOKYMEHTOB B MECTHBIX YUPEKICHUSX.

4. N3yunte cxemy UCHIOJHEHUS TOKYMEHTOB B MECTHBIX YUPEXACHUSX U BBIIBUTE COCTAB
JEJIONPOU3BOJCTBEHHBIX ONIEPALINH.
S. Paccmotpute nena mecthbix yupexaenuit X VIII B., oOpatute BHUMaHNE Ha

oopmieHne 00JI0KKH Jiesa, COCTaB IOKYMEHTOB JIella, TOCIe10BaTeIbHOCTh UX PACTIONI0KEHNU,
MOPSAZIOK ¥ CPOKH PaCCMOTPEHUS IOKYMEHTOB, YSICHUTE IPUHLUIIBI (POPMHUPOBAHUS J1€.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHUTE cHCTEMY MPUKA3HOTO U KOJIJIEKCKOTO JIENIONPOU3BOJICTBA, 00BICHUTE Hauboee
XapaKTepHbIC OTIHYHSL.

2. Ilepeuncnure HOBBIE JIE€IONPOM3BOICTBEHHBIE ONEpaAIlM, BO3HUKIINE B YUPEXKICHHUIX
XVII B.

3. Ilepeunciute 00s3aHHOCTH JETONPOU3BOICTBEHHOMN CITY>KOBI 110 MOATOTOBKE IOKYMEHTOB K
apXUBHOMY XpaHeHuIo (1o 3akony 1775 r.).

4. Ha3oBuTe 3aKOHOJATEIbHBIN aKT, KOTOPHIM BIIEPBbHIE OBbLI ONPEAEIICH CPOK XPaHEHUS
JIOKyMEHTOB B TEKYIIEM JICIONPOU3BOICTBE (10 C1auu TOKYMEHTOB B apXUB).
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5. HazoBuTe XapakTepHbIE YEPThl CHCTEMBI PETUCTPALUK JOKYMEHTOB B KOJLIETHSIX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMeHTaIlMoOHHOE OOECreYeHUEe YIpaBJICHHS (IACIONPOU3BOJCTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3uenosa. -2-¢ uza. mepepab. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 1.3. esonpou3BoactBo B yupe:xaeHusix XIX - nau. XX B. — 8 gacos.

3AJJAHUA

1. U3yuuts "OOmiee yupexnenue Muauctepcts” 1811 r. u yssCHUTH OCHOBHBIE TPeOOBaHHUS K
OpraHu3alMK JeJIONPOU3BOACTBA B LICHTPAIbHBIX YUPEKACHUAX, a TAKXKE TOJDKHOCTHbIE 003aHHOCTH
KAHLIEJISPCKUX YNHOBHUKOB.

2. IIpoananu3upoBaTh 0COOEHHOCTH (OPMHUPOBAHUS J1e] B yupexaeHusaXx XIX - Had. XX B.

3. U3yuuts "llonokeHue o TMCbMOBOJICTBE U JEJIONPOU3BOJICTBE B BOEHHOM BegomcTae" 1911
I. ¥ BBIIBUTh OCHOBHBIE HAalpaBJICHUS PALlMOHAIN3ALUY JIeIOIPOU3BO/ICTBA.

4. N3yuuTh cxeMy UcronHeHus JokyMeHToB B Kannenspuu Iloneuntens MOCKOBCKOTO
yueOHOT0 OKpyra.

5. O3HakoMuThcs ¢ fokymeHTamu Kanuenspuu [loneunTenst MOCKOBCKOIO y4eOHOIO OKpyra u
BBISIBUTD JIEMEHTHI pallMOHATU3a1H [TPOLecca UX UCTIOIHEHHUS.

YKA3AHV 10 BBITIOJIHEHUIO 3AJIAHUN

1. H3yuus "OOmee yupexaenue munuctepctB" 1811 r., ompenenure cienyrouiee:

1.1. opranu3aMOHHYIO CTPYKTYpy MUHHUCTEPCTBA;

1.2. cTpyKTypy EIONpPOU3BOJCTBEHHON CITYKOBbI;

1.3. opraam3anuio JOKyMeHTO000poTa:

1.3.1. nopsinok noctyruieHus 1okyMeHToB: B Kannensaputo MuHucTpa; B AeapTaMeHThI;

1.3.2. opranu3zanuro IBMKEHUS JOKYMEHTOB, HAIPABJICHHBIX B KAHIIEISIPUIO MHHHUCTPA ; B
JlenapramenT; B CoBET MUHUCTpa: B 001Iee MPUCYTCTBUE JlenapTaMenTa; B OcoOble yCTaHOBICHHUS ;

1.3.3. nopsa0Kk ucnosiHeHus: A0KyMeHToB: B KaHnenspun munucrtpa; B JlenapramMenTax;

1.4. opranuzanuio U TEXHOJIOTHIO PErHCTpaLH;

1.5. opranu3zanuio KOHTPOJIS 3@ UCTIOJTHEHUEM JOKYMEHTOB (PEBU3U);

1.6. mopsiiok GopMHpOBaHUS /€T,

1.7. oprannzanuio XxpaHeHUs TOKYMEHTOB;

1.8. Ha3HaueHHe OTYETOB.

2. O3HaKOMBTECH ¢ JennaMu yapexkaeHuit XIX B., oOparuTe BHUMaHUE Ha OOPMIICHHE
O0JIOXKKH JIela, COCTaB JOKYMEHTOB JIeJIa, MOC/Ie0BAaTeIbHOCTh UX PACHOI0KEHHUS, TIOPSJIOK U CPOK
paccMOTpEeHHMsI TOKyMEHTOB.

3. H3zyunre "[lonoxenne o NMCbMOBOJICTBE U IEJIONPOU3BOICTBE B BOEHHOM BeoMcTee" 1911
r. 1 o0paTuTe BHUMaHUE Ha:

3.1. pernamMeHTalNIO IPUMEHIEMBIX BUIOB JOKYMEHTOB;

3.2. ynopsiioueHue npaBuil COCTaBIEHUS U O(POPMIIEHUS TOKYMEHTOB;

3.3. pernamMeHTanuIo CpaBoYHO-MH(POPMAIIMOHHOTO (POHIA;

3.4. MeXaHM3aLHIO JIETONPOU3BO/ICTB;

3.5.0pranuzanuio onepaTuBHOTO U ApXUBHOI'O XpPaHEHUS JOKYMEHTOB.

Ha ocHoBe paccMoTpeHus IepeyrClIEHHBIX BOIPOCOB CeNIaliTe BBIBOJ] O HAIIPABIICHUAX
palOHaIN3alUH I€JI0NIPOU3BOICTBA B BOEHHOM BEJOMCTBE.

4, Tlpoananusupyiite cxeMy OpraHM3aluu JjejonpoussojactBa B Kannenspun IToneunrens
MocKOBCKOro yueOHOTI0 OKpyTa U clieaiiTe BBIBOJ O CIIoco0ax pallOHAIN3AlUK 3TAallOB UCIOJTHEHUS
JOKYMEHTOB U IOATOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEKIACHHUH.
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5. O3HakoMbTECh C KOJUICKITUCH nokyMeHToB Kanuemsipun Iloneuntenss MoOCKOBCKOTO
y4e0HOro OKpyra, oOparias BHUIMaHHE Ha:

. 3JIEMEHThI MEXaHU3UPOBAHHON 00Pa0OTKHU TOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJIyYCHHUH, HAIIPABJICHUH Ha MCIIOJHCHHUE U UCIIOJHCHUN TOKYMEHTOB);

. XapakTep pe3oIIoIuii;

. CIOCOOBI COCTABIICHUS MPOEKTA JTOKYMEHTA;

. 3JIEMEHThI YHU(DUKALIUY TEKCTa TI0KYMEHTA;

. BU/JIbI OJTAHKOB U CITOCOOBI MX U3TOTOBJICHHUS.

Cremnaiite BbIBOJI 00 OCHOBHBIX U BCIIOMOTaTeIbHBIX HAMPABICHUSIX PAllMOHAIU3AINH
MPOLECCOB PACCMOTPEHUS Y UCIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE cCUCTEMY KOJUIEKCKOI'O U MUHUCTEPCKOIO (MCIIOJHUTEIBHOIO)
JIeTIOTIPOU3BOACTBA, OOBACHUTE HAaHOOJIee XapaKTepHbIE OTIIMYHS.

2. Kak pa3BuBasiach CTpyKTypa A€J10IPOU3BOICTBEHHOH CIyObl MUHICTEPCTBA B IIEPBOH
nojiopuHe XIX B., UeM OHA OTIIMYaNach OT KOJICKCKOM?

3. Ha3zoBute ocHOBHbIE TpeOOBaHUS K OPraHU3aLMH JOKYMEHTOO0OPOTa B MUHHCTEPCTBAX
XIX B. Ha kakue oCHOBHbIE JOKYMEHTOIIOTOKH pa3elisijIuCh JOKYMEHTbl B MUHUCTEPCTBAX?

4. HazoBure xapakTepHble 4epThl CHCTEMBI PETUCTPALMM JOKYMEHTOB B MUHUCTEPCTBAX?

S. B kakoii ¢popme ocyImecTBIsIICS KOHTPOJIb 32 HCIIOJTHEHUEM JIOKYMEHTOB B CHCTEME
MUHHUCTEPCKOIO JEJIONPOU3BOACTBA?

6. Ha3zoBute 0cOOEHHOCTH OpraHU3aly XPaHEHUs IOKYMEHTOB B JIEJIONPOU3BOJICTBE
MUHUCTEPCTB.

7. HazoBuTe HanpaBieHUs U ClIOCOOBI pallMOHANIU3ALUH JI€I0IPOU3BOJICTBA B
yupexaeusax XIX - Haud. XX B.

NCTOYHUKU U JINTEPATYPA
boikoBa T.A. JlokyMeHTallMOHHOE OO€cleYeHHe YIpaBJICHUs ([IEIONPOU3BOJICTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3suenona. -2-e uza. nepepal. u mon. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com/go.php?id=942800/

PA3AEJ 2. OPTAHU3ALIUA COBPEMEHHOI'O JEJIOITPOU3BOJACTBA
Tema 2.1. Opranusamus cay:k0bI JeJJONPou3BoacTBAa — 12 Jacos.

3ATIAHUA

1. Usyunts TpeGoBaHMs AEHCTBYIOMNX HOPMATHBHBIX AKTOB M HOPMATHBHO-METOJMYECKUX
JOKYMEHTOB K OpTaHM3AINH, CTPYKTYype U QYHKIHSIM CITy>KOBI JeIOMPOU3BOICTBA.

2. [Ipoananu3upoBaTh OPraHU3aAIMIO CIIYKOBI JETONMPOU3BOACTBA B YCIOBHON OpraHU3AIMK U
BBISIBUTH €€ OCOOEHHOCTH.

3. TloAroTOBUTL CXEMY OpPTaHM3alMOHHON CTPYKTYphl JENONPOU3BOACTBEHHON CIIYKObl B
YCIIOBHOW OpraHu3alluu.

4. Paspaborars [Tonoxenue o ciyxk6e IeT0MPOU3BOICTBA YCIOBHOM OpraHU3alkHy.

5. PaszpaboTarh JOIDKHOCTHBIE HMHCTPYKIMM paOOTHHMKAM CIIyXObI JIEIOIPOU3BOICTBA
YCIIOBHOW OpraHu3alluy.

YKA3AHWS IO BBITTOJIHEHUIO 3AJTAHUI

1. Uzyunte KpaTKyr XapakTEPHCTHKY JEATENHHOCTH YCIOBHOM OpraHM3alliH, BBISCHHUTE
0COOEHHOCTH OpraHU3alUM JeJIONPOU3BOACTBEHHON CIIy’KObI, €€ HECOOTBETCTBHE  COBPEMEHHBIM
TpeOOBaHUSAM [0 CTAaTyCy, MOJYMHEHHOCTH, HAaUMEHOBAaHMSM CTPYKTYPHBIX YacTed, MX COCTaBy.
AprymMeHTHpyHTE OTBET.


http://znanium.com/go.php?id=942800/
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2. TloAroToBbTE CXEMy OPraHHM3ALMOHHON CTPYKTYDBI CIIYKOBI IEJIONPOM3BOACTBA YCIOBHOM
opraHu3anyy, 3aQuKCUpyiTe MOAYMHEHHOCTh CIIY’KO M CTPYKTYPHBIX Mojpa3aeiaeHuid. [l Kaxaoro
CTPYKTYpPHOTO TOJpa3feNieHUus] U ydacTKa CIIyXObl JENONpPOU3BOACTBA Ha cxeMe (UKCUpYeTCs BH]
MOJYMHEHHOCTH (TpsMasi aJIMUHHCTpAaTUBHAs WM MeToauudeckas). OOOCHyHTe HaUMEHOBaHHE U
MOAYUHEHHOCTh KaXX/10I0 CTPYKTYPHOI'O ITOAPA3AEICHHUS.

3. Ha ocHoBe IlpuMepHOrO MONOXKEHHS O CIyXkOe JENONPOM3BOACTBA pa3paboTaiiTe
CTpyKTypy Tekcta [lomoxenuss o ciyxOe AelonpoM3BOACTBA YCIOBHOM OpraHm3anuu. TekcT
MIOJIOKEHHS JIOJKEH CO/IepKaTh KOHKpETHBIE (POPMYIHPOBKY 3a1ad, QyHKIHHA, IpaB, 00A3aHHOCTEN U
B3auMoOoOTHoIIeHUH ciayxObl. Cremyer odopmuth [lonoxenune Ha oOmeM OnaHke, ONPENETUTH
MOPSIZIOK €r0 COTJIACOBAHMUSA M YTBEPXKAEHHUS (COCTaB CTPYKTYPHBIX IOAPA3AEICHUN M JOKHOCTH
PYKOBOAMTEIS, YTBEP)KIAIOUIETO IOKYMEHT). APTryMEHTHPYHTE CBOU NPEATIOXKEHHUS IO IPOEKTY
IonoxeHus.

4, PaszpaboraiiTe  JOJKHOCTHBIE HMHCTPYKIMM Ha  BECh JOJDKHOCTHOM ~ COCTaB
JIeJIONIPON3BOCTBEHHOMN CITyKObl YCIOBHON opranu3anuu. Ha ocHOBE MOJIyUYEHHbBIX MHIUBHLYAJIbHBIX
3a/laHuil pa3paboTaliTe CTPYKTYpy TEKCTa U COCTaB Pa3JeioB MOKHOCTHOW MHCTpYKImu. OOpaTute
BHUMaHME, 4TO NMpHU GOPMYIUPOBKE TOJHKHOCTHBIX 0053aHHOCTEH COTPYIHUKOB, CIEy€ET COIJIacoBaTh
UX C OCHOBHBIMHU 3aJayaMM W (QYHKIMSIMH cioykObl (T.e. ¢ TekctoM Ilonoxenus). B pasnene
"B3anMooTHOLIeHUs, CBA3U" cIelyeT 3aKpenuTh B3auMoJIeiiCTBUS paOOTHUKOB CITY>KObI M X CBSI3U Ha
YPOBHE IIPEJICTaBICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute CTpyKTypHBIE YacTU CITy OBl 1€IONPOU3BOJICTBA B OPraHU3ALMAX Pa3IMYHbIX
YPOBHEH YIIPABIICHHUS.

2. Ilepeuncnute AECHUCTBYIOLIME JOKYMEHTHI, ONpEAEISAIOIINE 3alaud M (YHKLUUU CIyXKOBbI
JECIIONPOU3BOICTBA.

3. HazoBure TpebGoBaHus K CTpyKType M coctaBy HHpopmanuu Ilonoxenus o ciayxOe
JEJIONPOU3BO/ICTBA; TOJDKHOCTHOM HHCTPYKIIMH.

NCTOYHUKU U JINTEPATYPA

[IpaBuna  gemompow3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MeECTHOTO
camoyrpasiieHus, yTB. [Ipuka3om Pocapxusa ot 22.05.2019 Ne 71 // [DnextponHsiii pecypc]. — M.,
2021. — Pexxum poctyma: http:// https://base.garant.ru/72291836/.

Meroandeckue peKOMEHIAIMU 10 pa3pabOTKe WHCTPYKIUMHA TI0 JEJIONPOU3BOACTBY B
rOCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO camMmoympaBieHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [DOnektponHslii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpuMepHass MHCTPYKIMS IO JEJONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3AIUSAX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecype]. — M., 2019. Pexum mocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Haumonaneubii crangapt Poccuiickoit @®enepauun. Cucrema
CTaHAapTOB 1O uWH(oOpManuu, OWOMMOTEYHOMY U HU3AATeNbcKkoMy Jneny. OpraHu3almoHHO-
pacrmopsauTenbHas JOKyMeHTalus. TpeOoBaHUS K OQOPMICHHIO IOKYMEHTOB // [DIeKTpOHHBIN
pecypc]. — M., 2019. Pexxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HammonanmeHbli cranmapt Poccuiickoit ®@eneparnuu. Crucrema
CTaHIapToB 1o wuHpopmanuu, OHOTMOTEYHOMY M uU3IaTenbckomy neny. Hudopmai3us u
JTOKyMeHTaIusa. YmpasieHue nokyMeHtamu. Yacte 1. [loHsTHs W mpuHOmmbL. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTyTa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWBHOE Je10. TepMUHBI M ONpeeIeHUsI.-
[DnexTpoHHbBIT pecypcl]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.


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/
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[Tpuka3z Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBep»KICHUHU MPABUI OpPTaHU3AIIN
XpaHEeHHUs, KOMILJICKTOBAaHUs, yueTa W HCIIOJIb30BaHMs JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoii
®denepayu U IPyrux apXUBHBIX JOKYMEHTOB B OpraHax IOCyJIapCTBEHHOMN BJIACTHU, OpraHaX MECTHOIO
caMmoyIipaBlicHHsI M opranusanusax» // [DnekTponnsiii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpukaz Muntpyna Poccun ot 15.06.2020 N 333 "OO06 yTBepkaeHUU TPOheCCHOHATHLHOTO
cranapta "CrHenuanaucT Mo OpraHU3alMOHHOMY M JOKYMEHTAI[MOHHOMY OOECIIEUeHHUIO YIpaBIICHUS
opranmzauuei”//  [DnekTpoHHwli  pecypc]. - M., 2021, -  Pexum  pocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Tpodeccuonanphsiii crangapt «CrenuasucT Mo yIpaBJIeHUIO TOKyMEHTAIMe opraHu3aiumy,
YTBEPKJICHHBIN MIPUKa30M MUHHUCTEPCTBA TpyAa U COLUMAIBHOM 3amuThl Poccuiickonn denepanuu ot
10.05.2017 Ne 416n // [DnexktponHwni pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.
beikoBa T.A. JloKyMEeHTaIlMOHHOE OOECIeYeHUE YIpaBICHUS (IACIONMPOU3BOACTBO) [DICKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepad. u mon. — Mocksa:
Nudpa-M, 2018. -304 c. — Pexxum nocryna: http://znanium.com/go.php?id=942800/

Tema 2.2. Opranusanus 10KyMeHTO000poTa — 8 4acoB.

3AJJAHUA

1. U3yuuth coBpeMeHHbIE TpeOOBaHUS K OpraHU3aluyu J0KyMEHTO000pOTa B OpraHU3aLusX,
YUPEXKACHUSAX U HA NPEANPUATHIX.

2. W3yuuTh U npoaHAIU3UPOBATh OPraHU3aLMIO JOKYMEHTO000pPOTa B yCIOBHOM
OpraHu3aLMH.

3. M3yuuTh KpaTKyro XapaKTEpUCTUKY JAEATEIbHOCTH LIEHTPAIbHOIO anmapaTa yCiIOBHON
OpraHu3alK U COCTABUTH ONEPOrpaMMbl IBUKEHUS BXOASIIEH, HCXOAIIEeH U BHYTPEHHEH
JOKYMEHTaL1H.

4. TToacuurath 06bEM JOKYMEHTO000POTA YCIOBHON OPraHU3aLliH 33 TOJL.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJTAHUI

Wzyuure I[lpaBmiia nemonpou3BOACTBA B TOCYAApCTBEHHBIX OpraHax, OpraHax MeECTHOTO
camoymnpasienus, yTB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71; MeTtoauueckre peKOMEHIAMH 110
pa3paboTKe MHCTPYKUMH IO JEJIONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoympasneHus, yTB. Ilpukasom PocapxuBa ot 24.12.2020 Ne 199; IlpuMepHyr0 HHCTPYKLHIO 1O
JIeJIONPOU3BOJICTBY B TOCYJIapCTBEHHbIX opraHu3anusax (yrB. IIpukazom Pocapxua ot 11.04.2018 Ne
44. CnenaiiTe BbIBOJ O CTETIEHU pErilaMeHTAllMM B HOPMAaTUBHBIX JOKYMEHTaX OOIIMX MPUHIUIIOB
OpraHM3ali JIOKyMEHTOO0OpOTa, MpaBUI NPOXOXKAECHUS JTOKYMEHTOB, METOIUKU IOjcYeTa
JOKYMEHTO000pOoTA.

1. Ha npumepe onmcaHus JOKyMEHTOOOOPOTA YCIOBHOW OpraHM3alldd BBISBHTE €TO
OCOOCHHOCTH M OIpeleInuTe HECOOTBETCTBUE OpraHU3alluu JOKYMEHTO0O0OpoTa B JaHHOU
OpraHu3ayy TpeOOBAHUSAM HOPMATHUBHBIX JOKYMEHTOB.

2. CocraBbTe OrneporpaMmbl ABWIKCHUA OOKYMCHTOB B yCJ'IOBHOI\/’I OopraHnu3anyvu. I[J'If[ 3TOro
OIpeJIeNIUTE COCTaB JIOJKHOCTHBIX JIMI], yYacTBYIOIIMX B OOpabOOTKE M MCIOJHEHUH JOKYMEHTOB;
MOCJIEZIOBATEIBHOCTh ~ ONepaluii 1o o0paboTKe [IOKYMEHTOB; H3Y4YUTE€ CXEMbl JBHKCHHS
JIOKYMEHTOIIOTOKOB B YCJIIOBHOM OpraHU3allNN.

OneporpaMMa ABMXKCHUS  BXOJAIIUX  JOKYMCHTOB  OOJDKHA OTPAasuTb MEPEMCEHICHUSA
JIOKYMEHTOB OT MOMEHTa IIpUeMa A0 NOJUIMBKU UX B JIEJI0 MOCJE 3aBEPLIECHUS UCTIOTHEHHUS.

OneporpaMMa HCXOOAIINX AJOKYMCHTOB OOJDKHA OTPasuThb MNEPEMEIICHUA OJOKYMCHTOB OT
MOMEHTA [TOJATOTOBKH UX IMPOEKTOB JI0 OTIPABKHU U3 YUPEKICHMUSL.

Omneporpamma JABUKEHHSI BHYTPEHHUX JIOKYMEHTOB (Ha ImpHUMepe MpHKa3a) AOKHA OTPa3HUTh
IIEpEMELLEHHS TOKYMEHTOB OT MOMEHTA ITOATOTOBKH IPOEKTA JOKYMEHTA J0 MOJUIMBKHU B AEIIO.


https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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3. M3y4nB COCTaB M KOJMYECTBO TOJNYYEHHBIX, OTIPABJICHHBIX U BHYTPEHHUX JIOKYMEHTOB
YCIIOBHOM OpraHu3aluy, MoJICUuTaiiTe 00beM ee TOKyMEHT0000poTa 3a Tol.

KOHTPOJIBHBIE BOITPOCHI

1. JatiTe onpeneneHue NOHATHS " TOKYMEHTOO00pOT" .

2. [lepeuncnure OCHOBHBIC TPEOOBAHUS K OpraHU3AINH IOKYMEHTO000POTa B OpraHU3aUsIX.
3. [lepeuncnure npaBuiia yuyeta TOKyMEHTOO00pOTA.

4. HazoBute TpeOOBaHMS K MTPOXOXKACHHUIO U UCTIONHEHUIO BXOISAIIUX JTOKYMEHTOB.

5. HazoBuTe 3Tarbl NpOX0KICHUS U UCIIOJIHEHUS UCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

6. Ilepeuncnure npaBuiia nepeaady JOKYMEHTOB BHYTPH YUPEKICHUS.

NCTOYHUKU U JINTEPATYPA

J [IpaBmiia  nenomnpousBOACTBA B TOCYJApCTBEHHBIX — OpraHax, OpraHax MECTHOI'O
camoympasieHus, yTB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 // [Dnexkrponusii pecype]. —
M., 2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

J Metoauyeckue peKOMEHAAUW 10 pa3pabOTKe MHCTPYKUMH IO JEJIONPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro caMoyIlpaBieHus, yTB. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 /I [Onektponnsiii pecypc]. — M., 2021. — Pexum pgocryna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

. [IpumepHass HHCTPYKIMS MO JEJIONPOU3BOACTBY B IOCYJAapCTBEHHBIX OpPraHU3alUsiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnektponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e T'OCT P 7.0.97-2016. HanmmonanwHbili crangapt Poccuiickoit @enepanuu. CucreMa CTaHIapTOB
no uHbopMaluu, OUOITUOTEYHOMY W M3AaTeIbCKOMY Jeny. OpraHu3almOHHO-PACHIOPSAUTENbHAS
nokymenraius. TpeOoBanus K 0pOPMIICHHIO TOKYMEHTOB // [DnekTpoHHbIi pecypc]. — M., 2019.
Pexum nocrymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

e [OCT P HMCO 15489-1-2019 Hamumonanpnsiii ctanmapT Poccuiickoit ®enepanmu. Cucrema
CTaHIapToB Mo uHpopManuu, OuOIMOTEUHOMY U u3Aarenbckomy geny. Wudopmandus wu
JOKyMeHTarus. Ympasicaue nokymeHtamu. Yacte 1. [loHATHS ¥ mpuHOUEL // [DIEKTPOHHBIN
pecypc]. — M., 2021. Pexum JIOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

e T'OCT P 7.0.8-2013 JlenompoW3BOJICTBO ¥ AapXWBHOE [eN0. TEpMUHBI W OINpPEIACICHUS.-
[DneKTpOHHBIN pecypc]. - M., 2019. Pexxum JOCTyIIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

e [Ipuka3 Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «OO yTBep:kIE€HUU NpaBUl OpraHU3aLUU
XpaHEHUs, KOMIUIEKTOBaHHWs, yueTa M UCIHOJb30BaHUS JOKYMEHTOB ApxuBHOro ¢oHja
Poccuiickoit @enepanuu U IpyruX apXUBHBIX JOKYMEHTOB B OpraHax IOCyJapCTBEHHOH BIACTH,
OpraHax MECTHOI'O CaMOYIpaBJICHHs U opraHu3aiusx» // [dnextponuslii pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L4 I_IOHO.]'IHI/ITCJIBHI)IE HCTOYHHKH

. [Tpuka3z MunTtpyaa Poccuu ot 15.06.2020 N 3331 "O0 yTBepkIeHUHN MPOPECCHOHATBHOTO
cranfapta "CHeuumaJucT TO OpPraHM3allMOHHOMY U JIOKYMEHTAllMOHHOMY OOECIeYeHHIO
ynpaBienuss opranuszamuen"// [Dnektponubii pecypc]. — M., 2021. — Pexum goctyna:
http://www.consultant.ru/document/cons_doc_ LAW _357714/.

. ITocranoBnenue IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IlpaBun

JIEIOTIPOU3BO/ICTBA B (he/IepaIbHBIX OpraHaxX MCIOJHUTEIBHON BIACTHY// [DNEeKTpOHHBIN pecypc].
— M., 2019. — Pexxum nocrymna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [TocranoBnenue IlpaBurensctBa PD ot 25.12.2014 Ne 1494 “O6 yTBepkIeHHUU IpaBHJI OOMEHa
JOKYMEHTaMH B 3JIGKTPOHHOM BHUJE NpPU OpraHU3aly HWH(GOPMAIMOHHOTO B3aMMOAEUCTBUS //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum moctyma: https://base.garant.ru/70832680/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
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e brixoBa T.A. JlokymMeHTallMOHHOE 0OecTieueHHEe YIPaBICHHS (IEIONMPOU3BOICTBO) [DIEKTPOHHBIH
pecypc]; yaebHoe nocodue/ T.A. beikoBa, T.B. Ky3Henona. -2-e u3z. nepepab. u gom. — MockBa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpamusi 10kyMeHTOB — 4 yaca.

3AJJAHUA

1. Usyunts TpeGOBaHMS HOPMATHBHO-METOJMYECKHX [OKYMEHTOB K pErUCTpalud U
MOCTPOSHHIO NH(OPMAIIMOHHO-CIIPABOYHOT'O armapara.

2. 3apeFI/ICTpI/IpOBaTB HECKOJIBKO JOKYMCHTOB, IIPEAJIOKCHHBIX ITPEIIOAaBaTCICM.

3. O3HAaKOMHUBIIMCH C OINMCAHMEM TEXHOIOTMH PErHCTPAlMM JOKYMEHTOB B YCJIOBHOM
opraHuzanyu, pa3zpaboTraTbh U O00OCHOBaTh NPEAJIOKEHHS 1O PpAlMOHAIBHOW OpraHU3aluu
peructpanuu U "HGOPMAIMOHHO-CIPABOYHON pabOTHI.

YKA3AHMS 110 BBITTOJTHEHUIO 3AJAHMI

1. Msyunre IlpaBmia nenonmpou3BOJICTBA B TOCYNAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasienus (pasaenst 1, 1V), Metoauueckue peKOMEHIAUU 0 Pa3pabOTKE MHCTPYKIHH 110
JIeTIOTIPOU3BOACTBY B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpasiieHus, [IpumepHyto
MHCTPYKIIHUIO TIO JIEJIONPOU3BOJICTBY B TOCYJIApCTBEHHBIX opranm3anusx (yTB. IIpukazom Pocapxusa
or 11.04.2018 Ne 44. OOparure BHMMaHME Ha COCTaB JOKYMEHTOB, HOJUJIEKAILIUX PpPErucTpalui,
MOCNIEOBATEIbHOCT  PACMOJIOKEHUS  COCTAaBHBIX  4YacTed  MHJEKca JOKyMEHTa, IpaBuia
(bopmupoBaHus HHPOPMALITMOHHO-CIIPABOYHBIX 0a3 JaHHBIX.

2. 3aperucTpupyire npeagoKeHHbIe JOKYMEHThI, 00paTuB 0co00e BHUMAHUE Ha PETUCTPALIUIO
WHUIUATABHBIX ¥ OTBETHBIX ITHCEM.

3. [Ipoananu3upyiiTe MOPsAIOK PErUCTpalK JOKYMEHTOB B YCIOBHOU opranu3zanuu. OTMETUB
0COOEHHOCTH OpraHW3alMU W TEXHOJOTUU PETUCTPAIlMM JOKYMEHTOB B YCJIOBHOW OpraHH3allHH,
ompeAenuTe WX HemocTatku. Ha ocHOBe mNpoBeneHHOro aHajan3a M TpeOOBaHUW HOPMATHUBHO-
METOAMYECKUX JOKYMEHTOB pa3padoTaiiTe MpeIosKEHHs 10 OpPraHU3alui PETUCTPAllii JOKYMEHTOB
Y TIOCTPOCHHUIO HH(OPMALIMOHHO-CIIPABOYHOIO anmnapara B yCJIOBHONW OpraHU3aI|H.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe peructpanus 1okyMeHToB? Kakue 3aaun pemarorcst B 1€JI0MPOU3BOCTBE C
IIOMOLIBIO ITOU Olepanuu?

2. Kakne moKyMeHTHI MOJJIeKaT PErUCTPalium?

3. KakoB 00s13aTenbHbIi cOCTaB PEKBU3UTOB IIPU PErHCTPALIUU?

4. B ueM OCHOBHOM NMPUHIMII pErucTpanun?

5. KakoBbI OCHOBHBIE ITPABUJIa UHACKCALIMH JTOKYMEHTOB?

6. Kakoe nmpenMy1iecTBo UMEET CIIEHUANINCT IPH PETUCTpallMM JJOKYMEHTA B
aBTOMATHU3MPOBAHHBIX CHCTEMAX 110 CPABHEHUIO C TPAAULIMOHHBIMU METOAAMHU?

NCTOYHUKU U JIMTEPATYPA

[lpaBuna  meNONpPOM3BOJICTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOTO
camoympaBieHus, y1B. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnekrponHslit pecypc]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHJAUMU MO0 pa3pabOTKe MHCTPYKIMA TO JAEJIONpPOU3BOJACTBY B
TOCYJapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO camoympaBieHus, yTB. [Ipumkaszom PocapxuBa ot
24.12.2020 Ne 199 /I [OnextponHuwii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLUS IO JEIONPOM3BOJACTBY B TOCYJAapCTBEHHBIX OpraHM3allusiX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onekrponnsiii pecype]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW _305137/.
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I'oCt P 7.0.97-2016. Haumonanbuwii cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHJApTOB N0 MHPOpMaLUU, OUOIMOTEUHOMY U H3AaTeNbcKoMy jeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTauus. TpeOoBaHUS K OQOPMIICHHIO IOKYMEHTOB // [DIeKTpOHHBII
pecypc]. — M., 2019. Pesxxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 Hammonanbubiii crangapt Poccuiickoit @enepanun. Cucrema
CTaHIapToB 1Mo wuHpopmanuu, OUOIMOTEUHOMY U uU3JaTelbckoMy Jneny. HWudopmand3us u
JIOKyMeHTanus. YnpasieHue nokymMeHTamu. Yacte 1. [lonatuss u mpuHOMNbL. // [DIEKTPOHHBIH
pecypel]. - M., 2021. Pexum JOCTYIIA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO W apXMBHOE Jei0. TepMUHBI WU OIpEaSICHUS.-
[DneKkTpOoHHBII pecypc]. — M., 2019. Pexum J0CTyma:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
beikoBa T.A. JlokyMeHTanmoHHOE oOOecreueHue YNpaBiIeHUS (IETOMPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ uzn. nepepab. u gomn. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?id=942800/

Tema 2.4. Opranu3anus TeKylero XpaHeHusi IOKYMeHTOB — 8 4acoB.

3AJJAHUA

1. W3yuuth TpeOOBaHUS HOPMATUBHBIX AKTOB U HOPMATUBHO-METOINYECKUX JJOKYMEHTOB K
COCTaBJICHUIO M O(OPMIICHHIO HOMEHKJIATYPBI €.

2. W3yunTh BO3MOKHOCTH MCIIOJIb30BAHMSI IEPEUHS CO CPOKAMH XpaHEHUsI JOKYMEHTOB B
JIEJIONPOU3BOJCTBE OPraHU3ALNN.

3. Ilpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYPY €1 yCIOBHOW OpraHU3aliy U BbIIBUTH
OLIMOKU B €€ COCTAaBJICHUU U O(POPMIICHHH.

4. CocraBuTb HOMEHKJIATYPY €]l yCIOBHOM OpraHu3al|m.

YKA3AHMS 110 BBITTOJTHEHUIO 3AJIAHMIA

1. U3yuure IlpaBmiia aenonpou3BOACTBA B IOCYAAPCTBEHHBIX OpraHax, OopraHax MECTHOIO
camoynpapneHus (pasgen 6,7), Meroanueckue peKOMEHIAMM MO Pa3pabOTKe HHCTPYKUUN IO
JICJIOTIPOU3BOICTBY B TOCYIapPCTBEHHBIX OpraHax, OpraHax MECTHOTO camOyImpaBieHus (MPHIOKEHHS
13-23), TTomokeHne 0 MOPSIKE U CPOKAX XPAHEHHUS TOKYMEHTOB aKIIMOHEPHBIX 0011ecTB, [IpuMepHyto
MHCTPYKLHIO IO JIEJIONPOU3BOJICTBY B rOCYJapCTBEHHBbIX opraHu3auusax (yTB. Ilpukasom Pocapxua
ot 11.04.2018 Ne 44) Vscuute cienyroliee:

. BU/Ibl HOMEHKJIATYp 1€,

. TUIIBI HOMEHKJIATYP /e (KiIaccu(UKaMOHHBIE CXEMBI);

. npaBmiia (OpMyJIHPOBAHUS 3aTOJIOBKOB JIET;

. VCTOYHUKH YCTAaHOBJIEHHsI CPOKOB XPAHEHUS JOKYMEHTOB;

. IpaBWJIa CUCTEMATHU3AlMH U UHAECKCAIIUH 3ar0JIOBKOB JET;

. npaBuia opopMIIEHHs, MOJMUCAHNUS, COTTIACOBAaHUS U YTBEPKIACHUS
o HOMEHKJIATyphbI JIElI.

2. N3yunre ykazaHus 1o npuMeHeHHto [lepednst TUIOBBIX yNpaBIeHUECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoLMXCcsl B MPOLECCe ACATENbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYTIPABIICHHS U OPTaHU3alUl, C YKa3aHHEM CPOKOB XpPAHEHMS U BBISICHUTE:

. MOPAIOK PUMEHEHHS TIEPEYHS B I€ITONIPOU3BOJICTBE;
. nudepeHrano CPOKOB XpaHEHUs JOKYMEHTOB TI0 TPYIIIIaM OpTaHU3aInil;
. CXEMY IIOCTPOCHHUS MEPEUHS U €T0 HAYYHO-CIIPABOYHBIM armapar.

3. Ipoananu3upyiiTe KOHKPETHYI0O HOMEHKJIATYPY J€Nl YCIOBHOM OpraHW3alliH, BBISBHTE
HE/IOCTATKHU €€ CoJIepKaHus U 0pOpMIICHHUS, TPOUIUTIOCTPUPOBAB KaX/IbI N3 HUX IPUMEPOM.

4, VIzyunte CTPYKTYpy M COCTaB JOKYMEHTAIbHOrO (OHIA YCIOBHOM OpraHu3allid H
paspaboTaiiTe Ki1accU(PUKAIMOHHYIO CXeMy HOMeHKJaTypbl nen. Odopmure ee B BHAE CIHCKa
CTPYKTYPHBIX IMOJIpa3/ieleHuil ¢ MHAEKCaMH, PacIOJI0XKEHHBIMU 110 CTENEHU 3HaunMocTu. Obparute
BHHMaHHE Ha TO, YTO CXeMa KJacCU(UKALUU J0JKHA COOTBETCTBOBAThH IiaBHOW Tabsuue Ilepedns


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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THIOBBIX IOKYMEHTOB CO CPOKAMH XPaHEHUS.

CocTaBbTe HOMEHKJIATYpPY €]l YCIOBHON OpraHM3aluy, Ui 4ero: chopMynpyiTe 3aroioBKU
Jiell B COOTBETCTBUM C YCTAaHOBJICHHBIMU TPEOOBAHUSMU M YCTAHOBUTE CPOKH XpaHEHHs JeN IO
MEPEYHIO; MPOBEANUTE CUCTEMATH3AIMIO 3aroJIoBKOB Aen. OdopMHuTe HOMEHKIATYpy el Ha oOrieM
OJlaHKE YCJIIOBHOM OpraHHu3aliy MO YCTAHOBJICHHOH (opMe, OMpeaesuTe COCTaB JOHKHOCTHBIX JIMII,
KOTOpBIE JOJIKHBI €€ 3aBU3HPOBATh U YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCHI

1. JlaiiTe onpeneneHre HOMEHKIATYPHI AEI.

2. OxapakTepu3yiiTe IpUMEHEHHUE PA3IMUHBIX BUJOB HOMEHKIATYPHI €.

3. Ilepeuncnure TpeboBanus K GOPMYIUPOBKE 3ar0JIOBKOB JIEJI B HOMEHKJIATYE.

4. Ilepeuncaure TpeOOBAHUS K CUCTEMATU3AIIMH 3ar0JIOBKOB JIe]l B HOMEHKIIATYpe.

5. Kak obpasyercs uHJIeKC J1ej1a B HOMEHKJIaType?

6. Kak ucnionb3yercs nepeueHb JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS B
JIeJIONPOU3BOJICTBE?

7. KakoBbl 3Tansl pa3paboTKH HOMEHKJIATYPHI €17

8. KakoB cpok JeiicTBIS HOMEHKIATYPhI €717

NCTOYHUKU U JINTEPATYPA

1. ®epepanbubiii 3axkoH ot 22.10.2004 Ne 125-®3 «OO6 apxuBHoM jene B Poccuiickoit
Oenepaunn»  //  [Onekrponnbiii  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

2. IlpaBuna  OeNONpPOM3BOJACTBA B TOCYJapCTBEHHBIX  OpraHax, OpraHax MECTHOTO
camoympasiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnekrponHslii pecypc]. —
M., 2021. — Pexxum moctyna: http:// https://base.garant.ru/72291836/.

3. Meroanueckue pEeKOMEHAAUN 10 pPa3paboTKe WHCTPYKIMUA 10 JEJIONPOU3BOJCTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrpasieHus, yTB. [Ipukazom PocapxuBa
ot 24.12.2020 Ne 199 // [Onekrponnsiii pecypc]. — M., 2021. — Pexxum nocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

4. [IpumepHass MHCTPYKIUS IO JEIONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpTraHU3alMsIX,
y1B. IIpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019.
Pexum noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. TOCT P UCO 15489-1-2019 HammonanbHsiii cranaapt Poccuiickoit ®enepanuu. Cucrema
CTaHIapTOB 1O HMH(popManuu, OMOIMOTEYHOMY M U3JaTeslbckoMy neny. Mudopman3dus u
JOKyMeHTalus. YupasieHue fokyMmeHtamu. Yacts 1. IIoHATHS ¥ npUHIUILL. // [ DAEKTPOHHBIH
pecypc]. — M., 2021. Pexum JOCTyTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

6. TOCT P 7.0.8-2013 Iemonpou3BOJACTBO W apXWBHOE J€l10. TEepPMHHBI U OMPEICIICHUS.-
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTyIma:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

7. Tlpuxa3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep»k/AeHUH NpaBUIl OpraHU3aLUU
XpaHEHUs, KOMIUJICKTOBaHMs, ydeTa M HCIOJIb30BaHUA JOKYMEHTOB ApXHMBHOro (oHaa
Poccuiickoit ®denepanuu M ApYruX apXHMBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOMN
BJIACTH, OpraHaX MECTHOTO CaMOYIMpaBlieHUs W opraHu3aiusx» // [DnekTpoHHbIH pecypc]. —
M., 2019. — Pexxum nocrymna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

8. Ilpmka3z PocapxmBa ot 20.12.2019 N 236 "OO6 yrBepxaeHun llepedHsi THITOBBIX
yIpaBJIEHYECKUX aPXUBHBIX JOKYMEHTOB, OOpa3yIOLIMXCS B IMpolecce JesTeIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPIraHOB MECTHOT'O CAMOYTPABIEHUS U OpraHU3alil, C yKa3aHHeM
cpokoB ux xpanenus" (3apeructpupoBaHo B Munrocre Poccum 06.02.2020 N 57449) //
[DnexTpoHHbBIT pecypc]. — M., 2021. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW 345020/
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http://www.consultant.ru/document/cons_doc_LAW_305137/
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9. Ilpukas PocapxuBa ot 11.04.2018 N 43 "O06 yTBep)IeHUU MPUMEPHOTO MMOJIOKEHUS 00
IKCTIEPTHOM KoMHccHU opranusanuu” (3apeructpupoBano B Muniocte Poccun
15.06.2018 N 51357) /I [Dnexrponmsiii pecypc]. — M., 2021. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc_LAW_300357/

10. beikoBa T.A. JloKyMEHTallMOHHOE oOOecleueHue ympaBieHUS  (JETOMPOU3BOICTBO)
[DnexkTponHbIi pecypce]; yuebnoe mocooue/ T.A. brikora, T.B. Ky3Hemnosa. -2-e u3za. nepepao.
mu gomn. —  MockBa: Huppa-M, 2018. -304 c¢. — Pexum pocryma:
http://znanium.com/go.php?id=942800/

9.2 MeToanyeckue peKOMeHIalMH 10 MOAr0TOBKe MUCbMEHHBIX padoT

[TucemenHbIe pabOTHI (pedepaThl, PELEH3UH) HNPOSBISIOT KaK TEOPETHYECKHE 3HAHUA, TaK U
IIPAKTUYECKH HAaBBIKM CTYJIEHTOB. Teopusi MOJIpa3syMeBAaeT 3HAKOMCTBO C IOHSTHUAMU «JOKYMEHT»,
«MCTOPUYECKUN HCTOUYHUKY», «JIOKYMEHTaJIbHAs MyOJUKalMs» M JAp. U HX KIacCU(UKALUSIMH.
[IpakTHueckre HaBBIKM 3aKJIIOYAKOTCS TAKK€ B YMEHUHM IOATOTOBUTH HA IPAKTUKE, B KayeCTBE
MPUIOKEHUs K padoTre, IOKyMEHTAIbHYIO MyOJMKAIMI0, OLEHUTh M MPOAHAJIH3UPOBATH YKe
MMEIOLIUECS U3/1aHus, a TAK)KE TPAMOTHO U3JIOKUTh Pe3yJIbTaThl CBOMX HAOJIIOJIEHUI B COOTBETCTBUUI
¢ nmpaBuiamMu ohopmMIIeHUS KBaTU(UKAMOHHBIX paboT.

[Ipu BbIOOpE TEMBI HCCIENOBaHMA, a TAKKE MpeaMeTa W OOBEKTa H3YUYCHHS CIETyeT
OpPUEHTHPOBATHCS HA YK€ HMMEIOIIUICS B 9TOM Jejie ombIT. PaboThl mo apxeorpadguu MOryT OBITH
MOCBSAIICHBI BOMPOCAaM TEOPHH, HCTOPUU WIM METOIUKU apxeorpaduu. TeopeTmueckne acmeKThl
CBSI3aHBI, KaK NPaBUJIO, C TpaHHUIIAMH apxeorpaduu Kak HAyYHOW IUCHUIUIMHBI, €€ 3ajadaMyd U
COOTHOILIEHUEM C JPYTMMH JUCLUIUIMHAMY U HAIIPaBICHUSIMH.

Hctopust apxeorpaduu BKIIOYAET aHAIM3 WM3JAaHUNA MCTOYHHUKOB OIPEACTICHHBIX BHJIOB WIIU
SMOX, WM HUCTOYHHKOB, OOBEIMHEHHBIX TEMaTHUECKH. BO3MOXKHO TakKe pacCMOTpPEHHE BKJIaga B
apxeorpaduo OTJAeNbHO B3ATOTO JIUIA WIH YUPESKICHUSI.

MeTtoanyeckie acreKThl MOAPa3yMEBAIOT M3YYCHHS OTACIBHBIX ITANOB apxeorpaduyeckoi
paboThl, TaKWX, HAIpUMEp, KaK Mepeaada TEeKCTa MCTOYHHKOB WIJIM BBHIOOp TecTa AJsl MyOIHKaIuu.
[IpoOGnemMbl, cBsi3aHHBIE C COJEpPKAHUEM pPACCMATPUBAEMBIX H3JAHHN (TO €CTh OIMYyOJIMKOBAHHBIX
HMCTOYHUKOB), TaKK€ MOTY COCTaBJISITh MpEeAMET Ui u3ydeHHus. B ofHOl BeImyckHOW paboTe Ha
MPaKTUKE BO3MOKHO COYETAHHE CPa3y HECKOJIBKUX MOAXO0JI0B.

XpoHONOrHYecKre M TeMaTHYeCKHe TPaHUIbl IMpU BbIOOpe Tembl paboThI MO apxeorpaduu
JIOCTaTOYHO IIMPOKH, YTO IO3BOJSET JOCTATOYHO JIETKO NPHUOIM3UTh MX K HAyYHBIM HHTEpecaMm
CTYJEHTA.

[Ipn Hanucanuu paOOTHl BHauaje, Kak MpPaBWIO, CTYJEHT Ha OCHOBAaHUU CBOETO
MEePBOHAYAIILHOTO 3HAKOMCTBA C UCTOYHUKAMHU M JUTEPATypOll W TpPU KOHCYIbTAlUU C HAYYHBIM
PYKOBOAMUTENIEM OTpENesieT OOIIYI0 HCCIEAOBATENIbCKYI0 MPoOJieMy, PEIIeHUI0 KOTOpoil Oynaer
MOCBAIIEHA ero padora. B TekcTe 3aKOHYEHHOr0 HCClIe0BaHU 3Ta MpolIemMa JobKHA ObITh BUIHA U3
Ha3BaHUA palOThI, ¢ O0BEKTa M Tpeamera. s yTOUHEHHS HaIpaBlIeHUS MATbHEUIINX NEHCTBUN
CTYAEHTY CJEIyeT, C yUeTOM BIOPaHHOTO FeHEPAILHOIO MYTH, 00Jiee OCHOBATEIbHO MO3HAKOMUTHCS C
HMCTOYHUKAMU M JIUTEPATYypOl IO MHTEPECYIOIIUM ero npobiemam. Pe3yiabTaToM 3TOro 3HaKOMCTBa
SBIIETCS COCTaBJICHHE CTYJEHTOM TIUIaHa paboThl W TPEABAPUTEIHHOTO BapHaHTa CIHCKa
WCIOJIb30BAaHHBIX HMCTOYHUKOB U JUTEpaTypbl. W miaH, M CHHCOK COIJIAaCOBBIBAIOTCS C HAYYHBIM
pykoBoauTenemM. JlanpHelne AEHCTBUS CTYACHTA 3aKIIOYAlOTCs B PEIICHUU TMOCTABICHHBIX WM
3amad. [Ipu 5TOM HEOOXOAMMO YUHTHIBATH CIETYIOIIE MOMEHTHI.

Jlrobas mucbMeHHas paboTa MMEET OMPECNICHHBIM COCTaB: TUTYJIBHBIA JIMCT, OTJIAaBIICHUE,
BBEJICHUE, IJIaBbl, 3aKII0UYEHHE, CIIHUCOK MCMIOJIb30BAaHHBIX MCTOUYHHUKOB U JIUTEPATYPHI, TPUIIOKEHUS
(BO3MOXHBI).

Kaxxnas cocraBHas yacTth pabOThl UMEET CBOIO CTPYKTYPY M CTPOMUTCSI B COOTBETCTBUU C HAy4YHOMU
JIOTUKOW M (OopMaJbHBIMU TpeOoBaHUAMU K odopmieHHio paboT. Haubonee crporo cobmogaroTcs
TpaJULIUM HAIlMCAaHUS BBEJIEHUS, KOTOPOE TPAIUIIMOHHO MMEET CIEAYIONIUE pa3felibl: aKTyallbHOCTh
TEMBbl HCCIEIOBaHMsI, WCTOYHHMKH HCCIeloBaHus, ucTopuorpadus. Paccmorpenue storo Oioka


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

38

BBEJICHUA ONpefessieT 0o0BbEeKT, MpeIMeT, el U 3aAadd paboThl, a TaKXKe METOJbl MCCIEIOBaHMS,
HAY4YHYIO HOBU3HY U CTPYKTYpy paboThl. [Topsaok pa3zenoB B HEKOTOPBIX CIydasX MOXKET MEHITHCH,
HO HUX Hanmuuue oO0s3aTelbHO BO BBeA€HUM K pabote. IIpu u3M0kKEHHH pe3ysbTaTOB CBOETrO
WCCIICIOBAHMSI CTYACHT JJOJDKEH BIIaJIeTh HEOOXO0AUMOW KyJIbTYPOH IIUTHPOBAHHUS, KOTOpAsk MO3BOJISIET
CTPOr0 OTJENSATH BBIBOJBI aBTOpa OT HAOMIOACHUN M (PAKTOB, 3a(UKCHUPOBAHHBIX B HUCTOYHUKAX U
aureparype. TOJIBKO TaKOW IOAXOJ IO3BOJISIET BIIOJIHE OLICHUTH CTEIEHb HOBU3HBI M 3HAYUMOCTH
paboTsl. B 3akimtoueHuu k paboTe B 11€70M (a TaKKe B 3aBEepIIAOLINX a03alax B KOHIIE I1aB) JOJKHBI
OBITh MPHUBEICHBI BBIBOBI, K KOTOPHIM CTYJCHT IPUIIEI B PE3yJIbTaTe MPOBEACHHON paboThl. BBIBOABI
JIOJKHBI OBITh APTyMEHTUPOBAHBI.
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IIpunoxenne 1. AHHOTAITHS
paboueil mporpaMMbl JTUCIUTTIHHBL

AHHOTAIIUS PABOYEM ITPOT'PAMMBI JTUCIHUILIAHBI

Jucuumnnza «OpraHu3anus U TeXHOJIOTUS TOKYMEHTALMOHHOTO 00eCIeueHMsl yIpaBlIeHUS»
peanu3yercsi Ha (haKyJIbTeTe apXMBOBEACHUS U JTOKYMEHTOBEACHHUS KadeIpoill JOKyMEHTOBEIEHUS,
ayJIMOBU3yaJIbHBIX U HAYYHO-TEXHUYECKUX aPXHUBOB.

Ienp AUCHUIVIMHBI — MOJAIOTOBUTH BBITYCKHUKA, 3HAIOLUIETO OCHOBHBIE HAIPaBJICHUS
rOCYJapCTBEHHON periiaMeHTaluuu paboTel ¢ JoKkyMmMeHTamH B Poccuiickoir ®enepauuu, 3agauu
CIIyObl JIOKYMEHTAllUOHHOTO OOECIEYECHUS YINPABICHUS U BIAJCIOLIET0 METOJaMU aHalu3a |
COBEPLICHCTBOBAHNUS TEXHOJIOIMH TUIIOBBIX JEJIONPOU3BOICTBEHHBIX OIIEpaLUil.

3agauyu AUCUMILINHBI:

- U3y4UTh UCTOPUIO (POPMUPOBAHUS HALIMOHAIBHOM CUCTEMBI IEJIONPOU3BOICTBA;

- OBJIQJIETh CIIELUAIbHON TEPMHUHOJIOTHUEH;

-  U3y4yUTb COBPEMEHHYIO 3aKOHOJATEIbHYIO, [pPaBOBYHd M HOPMaTHUBHYIO  0a3sy,
perIaMeHTHPYIOUIYI0 paboTy ¢ TOKyMEHTalueil;

- copMHpOBaTh y CTYJIEHTOB HAaBBIKM BBIMOJIHEHUS OCHOBHBIX JI€JIONPOU3BOJCTBEHHBIX
OTepanuii B YCIOBHSIX MPUMEHEHUS TPAJAUIIMOHHBIX U aBTOMATU3MPOBAHHBIX TEXHOJIOTUH 00pabOTKU
JOKYMEHTOB;

- chopMHUpOBaTh HABBIKM aHAJIM3a CUCTEMbI IOKYMEHTALIMOHHOTO 00€CIICUEHUsI YIIPABIICHUS;

- OIPEJENIUTH HAIIPaBJICHHUs BO3MOXHOT'O COBEPIIEHCTBOBAHMS CHCTEMBI JTOKYMEHTALMIOHHOTO
o0ecrieYeHus yIpaBIICHHS,

- U3Y4YUTh HOPSIOK OpraHU3aluu CIyXKObl JOKYMEHTAMOHHOIO OOECleYeHHUs! YIpPABJICHUS B
COBPEMEHHOM OPraHMU3aLUN.

JlucuuiuiiHa HarpaBieHa Ha GOPMHUPOBAHUE CICIYIOIINX KOMITETEHIIHIA:

OIIK -2. CiocoOeH HaXx0AUTh OPraHU3AIMOHHO-YIIPABICHUYECKUE PEIICHHS TP PEIICHUN
3aja4 B cpepe cBoeil mpoheccHoHaNIbHON AEATENbHOCTH.

B pe3ynbrate 0cBOEHUS IUCHUTUIHHBI 00YUYaIOIIUIICS TOJKEH:

3namep:

COBpPEMEHHBIE MPOOIEMbI JOKYMEHTAIIHOHHOTO 00ECTIeYeH s YIIPABJICHUS U apXUBHOTO JIeTa,;

MOPSIIOK pabOTHI CITYKO TOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPaBICHUsI U apXUBOB

Ymemes:

pemath npodeccruoHanbHbIe 3a7a4i B cpepe JOKYMEHTAIIMOHHOTO OOECTICUEeHHs! YIIpaBICHUS
Y apXHUBHOTO JIENa,

perIaMeHTHPOBATh PA0O0Ty CITY>KO TOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPaBJICHUS U apXUBOB

Bnaoems:

HaBBIKAMH OIIEHKH COBPEMEHHOTO COCTOSIHUSI CHCTEMblI JOKYMEHTAI[MOHHOTO O0OecreueHus
yIOpaBJIEHUS U apXUBHOIO JIeNa,;

HaBBIKAMH OpTaHU3alMK padOThl MOAPA3ACICHUN B chepe TOKyMEHTAIMOHHOTO 00eCTIeueHMs
yIpaBIeHUS U apXUBHOTO JieJia B COOTBETCTBUH C HOPMAaTUBHBIMH TPEOOBAHUSIMHU.

[To nucruIuIHE IpeIyCMOTPEeHA TPOMEKYTOUHAs aTTecTalus B popme dK3aMeHa.
OO0m1as TpyJ0€MKOCTh OCBOCHHS TUCIIUTUTMHBI COCTABIISIET 4 3a4€THBIX €IUHUIIBI.



