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|. losicHuTe/IbHAA 3anMCKA
1.1. Heas u 33124y AUCHUNIMHBI (MOTYJIA)

Lenp auCUUINIUHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOLIETO OCHOBHBIC HAMPABIICHUS
roCyJapCTBEHHOU perjaMeHTanuu padoTsl ¢ JokymMeHTamu B Poccuiickoit denepanuu, 3aaaun
CIy’KOBI JOKYMEHTAITMOHHOTO OOECIICUYEHUs YIPABICHUS U BJIAJICIOMIEI0 METOJAaMHU aHAln3a U
COBEPLICHCTBOBAHUS TEXHOJIOIMH TUIOBBIX JI€JIOIPOU3BOICTBEHHBIX ONEPALIUM.

3aaun TUCIUTIITUHBL:

- U3y4UTh UCTOPUIO POPMHUPOBAHUS HAIIMOHAIBHON CUCTEMBI I€JIONPOU3BO/ICTBA;

- OBJIAJIETh CIIEIMAJIBLHON TEPMHUHOJIOTHEN;

- U3y4UTb COBPEMEHHYIO 3aKOHOJATENIbHYI0, IIPaBOBY0O M HOpPMaTUBHYyIO 0a3y,
perJaMeHTHPYIONLYIO padoTy C TOKYMEHTAalNeH;

- chopMHUPOBATh Y CTYJEHTOB HaBBIKH BBHIMOJHEHUSI OCHOBHBIX JIEIOMPOU3BOICTBEHHBIX
Oomepanvii B YCIOBHSAX MPUMEHEHUS TPAAUIIMOHHBIX M aBTOMATU3UPOBAHHBIX TEXHOJIOTHH
00paboOTKH JOKYMEHTOB;

- chopMmupoBaTh HAaBBIKM aHalM3a CHCTEMbl JTOKYMEHTAIMOHHOTO oOOecreueHus
YIPaBJICHUS;

- ONpEeAeNUTh  HANpAaBIECHUA  BO3MOXKHOIO  COBEPIICHCTBOBAHUS  CUCTEMBI
JOKYMEHTAI[MOHHOTO O0eCTieueHus yIpaBiIeHUs;

-  M3Y4YUTb TMOPSJIOK OpraHu3aluyd CIYKObl JOKYMEHTAI[MOHHOTO oOecreueHus

yIpaBleHUs B COBPEMEHHOM OpraHu3aiuu.

1.2. @®opmupyemble KOMIIETEHIIUH, COOTHECEHHbIe € IJIAHMPYEMbIMH pe3yJbTaTaMH

00yuyeHusi 10 JMCUHUILINHE (MOIYJII0):

Konwl Conepxanue Ilepeyennb IVIAHUPYEMBIX  Pe3yJIbTATOB

KOMIIETeHIIMII | KOMIeTeHI i 00y4YeHus 0 JMCUMILINHE

OK-10 CIIOCOOHOCTD K | 3HaTh: OCHOBHBIC METO/IbI, CIIOCOOBI M CPE/ICTBA
HCIIOJIB30BAHUIO MOJIyYEHUS], XPAaHEHUS U NepepaboTKU

OCHOBHBIX METOJIOB, uHpopMaLH
croco0OB M CpENCTB
HOJy4eHUs, XpaHEHHUS,
nepepadoTKu
UHpOpMaLun

YMeTh: UCNIOIB30BaTh MOJTYYECHHBIE 3HAHUS B
o0nactu paboThl ¢ HH(OPMAILIMOHHBIMU
pecypcaMu Ha NPaKTUKE

Brnanets: HaBBIKAMHM TOJy4EeHUsS, XpaHEHHsS W
nepepadoTKu uHpopMaIu B LENSIX
npoecCHOHATBLHOMN 1eITeNbHOCTH




OIIK-2 BIaZicHHEe  0a30BBIMH
3HAaHMSIMH B o0nactu
UH(POPMAIMOHHBIX
TEXHOJIOTHI
(mporpaMMmHBbIE
IPOJYKTHI,
UCIIOJIb3YeMbIe B
yIpaBICHUN
JOKYMEHTaMH,
CUCTEMBI JJICKTPOHHOTO
JTIOKYMEHTOO00O0POTA,
TEXHOJIOTUHU
CKaHUPOBAHHUS

JIOKYMEHTOB

3nams: OCHOBHBIE UH()OPMAIIMOHHBIE
TEXHOJIOTUH, UCTIOJIb3yeMbIe B
JOKYMEHTAITMOHHOM OOECIIEYEeHUH YIPaBJICHUS
U apXWBHOM [Ielie, MCTOPHIO HMX CO3JaHUS U
HaIlpaBJICHUS PA3BUTHUS

Ymemn: MMPUMCHATH OCHOBHBIC
I/IH(l)OpMaIII/IOHHI)Ie TEXHOJIOTHUH, HCIIOJIb3YCMBIC
B JOKYMCHTAIIlMOHHOM obecrieueHUH

YIIpaBJICHUA U apXUBHOM JCJIC HA IMTPAKTUKE

Bnaoemws: HaBpikamMu pa0OThl B cHUCTEMax
JJIEKTPOHHOTO JIOKYMEHTOO0OpOTa, a TaKxKe
AIEKTPOHHO-IU(PPOBOI 00pabOTKU JOKYMEHTOB
B cdepe [TOKyMEHTAlMOHHOTO oOecrneueHus
yIpaBJICHUS U apXUBHOTO JeNa

1.3.

MecTo MUCHMILUIMHBI (MOYJIs1) B CTPYKTYpe OCHOBHOM 00pa30oBaTe/ibHOI MPOrpamMMbl

Juctunnuna (Moaynb) «Opranusanus u texHosorus JJOY» otHocutes k 6a30BOM YacTu

0JI0Ka TUCIUTUIMH y4eOHOTO TUTaHA.

JInst OCBOGHHMSI TUCUMIUIMHBI HEOOXOIUMBI KOMIETEHIIMH, CHOPMHPOBAHHBIE B XOJE

M3Y4YEHUS CJCAYIOMUX AUCIUIUIMH U MPakTHK: «JlokymeHToBeneHue», « OCHOBBI pOCCHUHCKOTO

ImpaBa» U NPOXOXKACHUA IMPAKTHUKU 10 JOKYMCHTOBCIACHUIO.

B PE3YIbTATEC OCBOCHHA TUCHUIIIMHBL (1)OpMI/Ipy}0TC5{ KOMIICTCHIIMU, HCO6XOI[I/IMI>IC JIIA

M3Y4YEHUS CIACAYIOMNX AUCIUIUIMH M MPOX0XKACHUI pakTuK: “KaapoBoe neaonpon3BoicTBo”

2. CTpyKkTypa JUCHMILIMHBI (MOXYJISA)

Cmpykmypa oucyuniunst (Mo0yns) 011 04HOU hopmul 00yueHUA

OO6mas Tpy10EMKOCTh AUCIUTUIMHEI cocTaBisier 4 3.e., 144 4., B TOM Yncie KOHTaKTHAs pabora
00yJarommxcs ¢ mpernoaaBaTerneM 56 4., mpoMmexyrodHas aTtectarus 18 4.,
caMoCTosATeNbHAas paboTa oOyJaronmxcs, B T.4. KypcoBas padora 70 wu.

Paznen

n/n I[I/ICI_[I/IHJ'II/IHI)I/

Bunsl yaeGHoM paboThl, (B yacax)

@DopMBI TEKYILETO
KOHTPOJIS (1o

Cemect

KOHTaKTHas

Heoensm ce-




TeMa ° o 3 Mecmpa)
% g é E § dopma
s § E = § = | & g | % i} POMEKYTOUHOM
2|5 |3 E 3 E s = % é aTTecTalnuu (no
SI8|EE|E 5B |85 E emeompun

1 |IIpenmer, 4 2 2
coliepKanue,
3a/1a4M Kypca

Pa3nen 2. Ucropusi rocyiapcTBeHHOTO 1eJIONPOH3BOACTBA

2.1 |Bo3uuxuoBenu |4 2 4 6 OueHka
€ 1 pa3BUTHUC HpaKTI/I‘-ICCKI/IX
JIETONIPOU3BOJIC 3aaHuit
TBA B
YUPEKIEHUSIX
Poccun XVI -

XVII BB.

2.2 |denonpoussouc|4 2 4 8 Onenka
TBO B MPaKTUYECKUX
YIpOKICHUAX 3alaHUM.
Poccuu XVIII B

2.3 4 2 4 8 Ouenka
Henonpoussoac HpaKTH?CCKHX
TBO B 3alaHUM.
VIpEKICHUAX [IpoBepka u
Poccun XIX - OLICHKa
Hayanme XX BB. KOHTPOJIBHBIX

pabor,

2.4 4 2 6 Ouenka
CraHOBJEHUE U HpaKTH?eCKHX
pasBuTHe 3afaHuu
JICTIOTIPOM3BOJIC
TBa B
COBCTCKHX
rocyaapCTBCHH
BbIX
YUPEKICHHUSIX.

Pa3nen 3. Opranusanusi ¥ TEXHOJIOTHS JTOKYMEHTALMOHHOIO o0ecrnevyeHust
ynpasienus B Poccuiickoit @enepanun

3.1 4 2 6 CobecenoBanue

Opranuzanus
JOKYMEHTaIU




OHHOT'O

obecrieueHus
yIpaBIICHUS
3.2 |Opranuszanus |4 Ouenka
ciyx0s1 JIOV. [IPaKTUYECKUX
3aJIaHHi,
KEeHCcoB
3.3 |Opranmszanus |4 Ouenka
JOKyMEHT0000 MIPaKTUYECKUX
pora
3aJJaHUM, KeHCoB
3.4 |Perucrpauus |4 OreHka
JOKYMEHTOB M HpaKTH‘ICCKI/IX
OopraHu3aius
CIIPaBOYHO- 3a/1aHUH,
NHOOPMAIUOHH o
bopman KeHCoB,
oro
00CTy)KUBaHHUS KOHTPOJIbHBIX
pabot
3.5 |KonTposb 4 Ouenka
HCIIOTHEHMSI MPaKTUYECKUX
JIOKYMEHTOB 3aJIaHUM, KEHCOB
3.6 4 CobecenoBanue
Opranu3arus
JIETONPOU3BOJIC
TBa I10
MPEIIOKEHUAM
3asABJICHUSAM U
)Kamobam
rpaxxJiaH
3.7 OrneHka
XpaHenue N
MPaKTUYECKUX
TOKYMEHTOB B A
S 3aJlaHuM, KEHCOB
[BE 4

pPpraHu3alun




3.8 |Hanpasnenus 2 2 CoGocenoBatie
COBEPILICHCTBOB
anusa [J0Y
18 umozeo8as
Dxzamen KOHmMPONbHAS
paboma
Hroro 4 28 28 18 70

3. Conep:xaHue TUCHUTLTHHBI (MOIYJIs1)

HNCTOYHUKHU U JIUTCPATYpPA

Ne | HammeHoBaHue pa3jaena Conepxanue
AUCHUILIUHBI
1 1. Hazgauenue Kypca, [Ipenmer, conepkaHve W 3aJadd  Kypca.

TepMuHONOTHST OCHOBHBIX TMOHSATUA B oOnacTu
JenonpousBoacTBa, ee  sBoaronusa.  OreHka
TEPMUHOB B OT€YECTBEHHOH JINTEpaType.

B3aumocBs3b OpraHu3auu u
TEXHOJIOTUU TOCYIAPCTBEHHOIO JEJIONPOU3BOCTBA
c pa3BUTHEM TIOCYJapCTBEHHOIO ammapara, ero
(GYHKIUSAMH U CTPYKTYpOM. [epuonu3zanus
OCHOBHBIX 3TAIlOB Pa3BUTHUS JIJIONPOU3BOICTBA.

OCOOGEeHHOCTH M 3aKOHOMEPHOCTH PAabOThI €
JOKYMEHTaMH B yupexaeHusx Poccuu B pa3nuunble
UCTOPUYECKHE IEPHOMbI, MX IPEEMCTBEHHOCTh B
YCIOBHSIX JI€ATEIbHOCTU COBETCKOTO M POCCUICKOI0
roCcyJapCTBEHHOT'O ammnapara.

Mecto Kypca cpead ApPYrMX M3y4aeMbIX
JUCLUTUIMH.

O030p HUCTOYHHMKOB U JUTEpaTypsl IO
nenomnpousBoAcTBy B Poccun o 1917 r.

Jluteparypa 1O HaydyHOM OpraHu3aluu
ynpasieHdyeckoro tpyaa B 1920 - 1930-x rr., ee
3Ha4YeHHeE AJIS U3y4YeHUs Kypca.

PaGotel mo nenompousBoactBy  1960-x -
1980-x IT., dopmupoBaHue HOBBIX
pPallMOHATM3ATOPCKUX HUAEH M HMX OTpPaKCHUE B
UCTOYHUKAX U JIUTEPAType, NEPUOTUIECKOI MmevaTu.

CoBpeMeHHass crHeuuanbHas JUTeparypa,
yuyeOHUKH U y4yeOHble mocoOus. M3meHeHue




TEMaTUKH HAay4YHO HpakTudyeckux pador B 1900-e -
2010-¢ IT. B
ABTOMAaTH3UPOBAHHBIX CHCTEM JEJIOTIPOU3BOJICTBA,

CBsA3HU C CO3JaHHUEM

COBPEMEHHBIX CpEACTB KOMMYHUKALIUH,
OPraHU3alMOHHON U BBIYMCIUTEIbHON TEXHUKHU.

JlutepaTypa TO TEOPHMHM U MPAKTHKE YIIPaABICHUS
JOKyMeHTanue 3a pyoexom. OIleHKa BO3MOXKHOCTH
3aMMCTBOBaHHS  3apyO©KHOro omnbiTa paboThI c

JIOKYMEHTaMH

2.1. Bo3HUKHOBEHHE W pa3BUTHE
AeJI0NPOU3BO/ACTBA B
yupexneHusix Poccun XVI - XVII
BB.

PermamenTtanusi 3aKkoHOAATEILHBIMA aKTaMH
XVI - XVII BB. oTHenpHBIX CTOPOH CO3JaHUS H
ohopmIIeHHS JOKYMEHTOB, 00s13aHHOCTEM
IO JICH.

JIIIONPOU3BOJICTBA B ILEHTPAIBHBIX YUPEKIACHUAX

“CITY>KMITBIX Opranuzanus

Pycckoro LEHTPAJIN30BaHHOTO rocyiapcTBa
(mpukazax), 1 MECTHBIX YUPEKICHHUSAX (IIPUKA3HBIX
n30ax), ero ocooeHHocTH. OCHOBHBIE 3TaIbl paOOTHI
c JOKYMEHTaMH, JIeJIONIPOU3BOICTBEHHbIE

oneparuu. CtoyidroBas Gopma AeITOTPOU3BOICTBA.

2. 2. [OenonpousBoactso B
yupexkaeHuax Poccum XVIll B

XapakTepucThKa
periaMeHTa 1720 T.
3akoHomarenbHOoTO akta XVIII B. mo opranuzarmm
JICIIONPOM3BOICTBA. PeriamMeHTanus J0JDKHOCTHBIX
00s3aHHOCTEH  CIOyXKallMX B 3aKOHOJATCIIbCTBE
XVIII B. Tabens o panrax 1722 r. Poisb cekperaps
B KOJUISKCKOM JIEJIONPOU3BOJACTBE. (OCOOEHHOCTH
TEXHOJIOTHH  JIeJIONpPOu3BoJCTBA.  OpraHu3arus
ApPXUBHOTO XPAHCHHS IOKYMEHTOB.

«O0miee yupexaeHue ryoepuckoe» 17751. 0
HOpSIZIKE  JIETIONPOM3BOJICTBA M YCTAHOBJICHUE

«["eHepaibHOTO

KakK OCHOBHOT'O

UEepapXHH B JOKYMEHTHPOBAHHH B3aMMOOTHOIICHUH
HEHTPaJIbHBIX W MECTHBIX YUpexJeHui. Orianuus
TexHoJioruu  nenonpousBojgctea  XVII - B
TEXHOJIOTUH MPEANIECTBYIONIEr0 MepHo/Ia.

OT

2. 3.
yupe:xkaenussix Poccun

desonpou3Boacreo B
XX -
Havajie XX BB.

«O06miee yUpeKICHHE MUHUCTEPCTBY»
1811 r. kak OCHOBHOM 3aKOHOJATEIbHEIN aKT 110
€AMHOO0pa3HOMY TMOPSAKY JEJNOMPOU3BOJICTBA B
yupexxaenusx  XIX B, CozmaHue  CHCTEMBI
JIENIOTIPOU3BO/ICTBA, COOTBETCTBYIOIIEH
€MHOHAYAIILHOMY TOPSIIKY MPUHSATHS PEIIeHU B
HEHTpalbHBIX  yupexaeHusx Poccunm XIX  B.
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Pernmamenranus ABMKCHUS TOKYMEHTOB.

TenneHuuu pocTa JTOKYMEHTOOOOpOTa U
MEphl 0 €ro COKpalleHHI0 B 3aKOHOAATEIbCTBE
XIX B. Bnusinue HOBBIX CpEACTB
JIOKyMEHTUPOBAHUS, CBSI3H, KOTIMPOBATBHOU
TEXHUKM Ha CHCTEMY pabOThl C JOKYMEHTaMH.
Pazpabotka palroHaIBHBIX CUCTEM
JIETIOTIPOU3BOJCTBA B OTHCIBHBIX BEIOMCTBaX M
3HaYeHWE OTOTO ONbITa IS TOCIEAYIOIIEro
pa3BUTHS JIETOTIPOU3BO/ICTBA.

CoBpemeHHas OIIEHKa CHUCTEMBI
JIETIONTPOU3BOJICTBA JIOPEBOIIOLIMOHHON Poccun un
€ro BIMSHUE Ha JaJbHEUIee pa3BUTHE CIIOCOOOB U
METOJIOB pabOTHI C JOKYMEHTAMH.

2.4.CraHoB/IeHHe M pa3BUTHE
JeJIONPOU3BOICTBA B
COBETCKHX TOCYIapCTBEHHBIX
yUpeKIeHUsIX.

[Toucku paroHaIBHBIX (HOPM OpTraHH3AINH
nenornponsBoacTBa B 1919 -1920-e rozpr.

Hayunast opranuszamus ynpaBJIEeHYECKOTO
Tpyda Kak ¢opMa OOIIECTBEHHOTO BIDKEHHUS 3a
palMoHaIu3alrIo rocanmnapara.

Coznanue Hay4YHO-HCCIIEeI0BATENbCKIX
MHCTUTYTOB, BEJJOMCTBEHHBIX U BHEBEJJOMCTBEHHBIX
OpraHoB paroHaIu3aIHH, ux
UCCIIEIOBATENbCKAs IEATEIIbHOCTh U MPaKTUYECKUE
pa3paboTKu MO BHEAPEHUIO HAYYHOW OpraHu3alvu
ynpasierdeckoro tpyaa (HOVT).

OnpiT paborel OTaena aaMHUHUCTPATHBHOM
texuuku (ATO) HK PKU CCCP, akumonepHOTro
obmectBa «Oprcrpoit»y, HWHcTUTYyTAa  TEXHUKH
yIpaBICHUS o paroHaIu3auu
JEIONPOU3BOJICTBA B IIEHTPAIBHBIX M MECTHBIX
YUPEKICHUSIX.

XapakTepuctuka W 3HadeHwe «OOmux
IpaBWI JOKYMEHTAlMM U JOKYMEHTOOOOpOTa» Kak
MOTBITKA O0O0OIIEHHsT METOJOB pallMOHATIU3AINN
NENOMPOU3BOJCTBA W BHEAPEHHS B MPAKTHKY
paboThl  €AMHBIX MpaBWJI OpraHu3al |
TEXHOJIOTUH JIETONPOU3BOJICTBA.

JlessTenbHOCTh I'maBHOTO aApXUBHOTO
ynpasnenus (AY) CCCP mno weroaumueckomy
PYKOBOJICTBY JIEJIOTIPOU3BOJICTBOM.
Mertoauueckue pa3zpabotku ['AY CCCP 1960-x rr.
M0 OpraHu3alliy U TEXHOJIOTUU JEeTOTPON3BOICTBA.
Coznmanue u BHeApeHHe OCHOBHBIX TOJIOXKEHHMA
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Enunou rOCyJ1apCTBEHHOU CHCTEMBI
nenonpousBojictea (EI'CI), ee 3Hauenuwe mist
OpraHu3alluy JICJIONPOU3BOJICTBA B YUPESIKICHUAX U
OpraHu3aLusX.

AKTHBH3AIHS COBEPIIICHCTBOBAHHUS
nenomnpousBoacTea B 1970-¢ — 1980-¢ rr. Pa3sutne
TEOPETUYCCKUX W TMPHUKIAIHBIX HCCICIOBAHUHA B
obnactu COBEPLICHCTBOBAHUS
JOKYMEHTAIMOHHOTO OOECTIEYeHUsI  YIpPaBJIICHHUS.
@opMUpPOBAHUE  KOHUECHIINU J0OY. [ens,
HazHaueHWe, cocTaB OCHOBHBIX  TIOJOXKECHUH
I'CAOY, xapakTepHCTHKa OCHOBHBIX TOJIOKCHHUHN U
TEMATUYECKHUX Pa3zeiioB.

3.1. Opranunzanus
AOKYMEHTAIMOHHOT 0
olecrieyeHns ynpaBjieHHs

Jokymenmayuonnoe obecneuenue
VApAGenus - 0CH08A MEXHOJI02ULU YNPAGTIeHUs.
IMoustue «IOKYMEHTaIIMOHHOE
obecnieuenue ympasieHus» ([AOVY). CooTHomieHHne

MOHSITHH «JIEJIONTPOU3BOJICTBOY,
«IOKyMEHTALlMOHHOE O0OecreyeHne YIpaBICHUN,
«ymIpaBlieHUE JOKYMEHTaMM. VYnpapnenue
JOKYMEHTaMHU KaK COBOKYIHOCTb JEHCTBUH C
JOKyMEHTaMU OpraHu3alun c LEJIbIO
JOKa3aTeNbCTBA  IPOBEJIEHUS  YIPaBICHYECKUX
orepanui. TpeboBanms K YIpaBJICHUIO
JTOKyMEHTaMHU.

YnpapneHueckast JEeSITeNIbHOCTD U

JOKYMEHTAllMOHHOE  O0eclieYeHue  yIpaBJICHMSL.
JIOKyMEHTallMOHHOE O0ecleYeHue YIpaBJIeHUs Kak
(GYHKIUS yOpaBIeHUS, €ro MECTO Cpeau APYTrHux
GyHKuuil ynpaBieHus. 3HaYEHHE JOKYMEHTOB JUIS
peanu3alMy yIpaBiIeHYeCKUX pelieHuil. BausHue
XapakTepa YNpaBJICHUS, MPUHLUUIOB MPUHATUA
yIPaBJICHYECKUX PELICHUH Ha OpraHu3aluio U
TEXHOJIOTUIO  JOKYMEHTAllMOHHOTO oOecreyeHus
yTIpaBJICHUSL.

JlokyMeHTallMOHHOE oOecrieueHue
yIIpaBJIEHUS] KaK CUCTeMa paboThl C JOKYMEHTaMH.
@akTophl, BIMSIOIIME HA €ro OpraHu3alul U
TEXHOJIOTHIO B YUPEKICHMIX, OPraHHU3ALMIX U HA
OPENPUATHIX  pa3IMYHBIX  OpPraHMU3aLUOHHO-
npaBoBbIX (opM. OpraHuzalMOHHBIE, IPABOBBIE,
COILIMAJIbHBIE U TICUXOJIOTUYECKUE AaCIEKThI
JOKYMEHTAITMOHHOTO 00eCTIeYeHUs yIPABICHHMSL.
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BiusHMe  aBTOMAaTH3MPOBAHHOM  TEXHOJOTHH
00pabOTKM  JIOKyMEHTOB  Ha  JIOKYMCHTAIIMOHHOE
obecrieueHue yrpaBieHHsL.

B3aumocss3b JOKYMEHTALIMOHHOTO
obecrnieyeHus yIIpaBJICHUS C XpaHEHUEM
JOKYMEHTOB B  apxuBe OpraHu3alud U B
rOoCy/IapCTBEHHBIX apXHUBaXx.

Hanpaenenus ecocyoapcmeennoz2o
Pe2yIupos8anusi 0eonpou3B00Ccmea
6 1990-¢ — 2000-¢ 200wbi.

XapakTepucTuka  3aKOHOJATENbHBIX U
HOPMAaTHBHBIX  IPaBOBBIX akTOB  Poccuiickoit
denepanun,  perIAMEHTUPYIOIIUX  paboTy ¢
JOKyMeHTaMu.  HampaBneHus rocyaapCTBEHHOTO
peryaupoBaHus. 3aKOHOJATEIhHOE 3aKpeIUieHUE
0o0mux TpeOOBaHWN K JOKYMEHTaM W CHCTeMam
YIpaBJICHHUS. OTBETCTBEHHOCTh 3a paboTy ¢
JOKYMEHTaMHU U UX COXPAHHOCTb.

XapakTepucThKa HOPMATHBHO-
METOJUYECKUX  JOKYMEHTOB  MEXOTPAaCIEBOr0
IEUCTBUSL.

3.2. Opranm3anus ciay:k0b1 JJOY.

OpranuzanuoHHbIE (hopMbI
JOKYMEHTAIlMOHHOTO O0ecnedeHus yIpaBieHHUs.
®DaxkTophl, OTIpEeeIAoIINe BBIOOD

OpraHu3aIMOHHON hopmbl B KOHKPETHOU
OpraHu3aIuy.
OcHoBHas 11eN1b, 331248 U PYHKIUU CITY>KOBI

JOV.
Tunossle cTpykTypsl ci1yx0b1 JIOY.
Pernmamenranus byHKIMi
NOIpa3JeIICHu I [0  JTOKyMEHTallMOHHOMY

oOciyxuBanuto. TumoBble W HMHIUBUAYaTIbHbIE
nosoxenus o ciayx6e JJOY. Tumosoit dopmyinsp
HOJIOKEHHs, CcOCTaB  MH(OpMaluH,  MOPAIOK
pa3paboOTKU U YTBEPKICHHUS.

JIOMKHOCTHOM M YHCJICHHBIM  COCTaB
paboTHUKOB ciyxkObl JIOY. @yHKIMM pabOTHUKOB
CITY>KOBI A0y (cexkpetapb CTPYKTYPHOTO
HOJIpa3/ieNieHus, CeKpeTapb PYKOBOUTENS,
MHCIIEKTOP MO KOHTPOJII M T.J.). 3aKperuieHue
OTBETCTBEHHOCTH M TIOJHOMOYMHA pabOTHHUKOB
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cnyx6b1 JIOY.  JlomkHOCTHasE WMHCTPYKIUS Kak
OCHOBHOM HOPMAaTHUBHBII JOKYMEHT,
OTIpENEIAIOINI OpraHU3alMOHHO-IIPABOBOE
M0JIO)KEHHUE paboTHHKA. DPOpMyNsip JOJKHOCTHOM
UHCTPYKLMH, COCTaB HMHPOPMALUH, MOPSIOK
pa3pabOTKU U YTBEPKICHUS.

[Tonoxenue o cnyx6e JJOY u nomxHOCTHAs
UHCTPYKIHUS KaKk  HOpMaTHBHas  OCHOBa
pacrnpeneneHus TpyAa MEXIy NOoJApa3JesieHusIMU U
VCIIOJIHUTEIISIMH.

HNHcTpykms 1o €IONpPOU3BOJCTBY -
OCHOBHOU HOPMAaTUBHBIN aKT, PETJIAMEHTUPYIOIINI
TE€XHOJIOTHIO JOKYMEHTAI[MOHHOTO 00ecredeHus
ynpaBiaeHus.  TumoBble U UHAUBUAYaJbHbIE
uHCTpyKuuu.  [lopsimok  pa3paboTku,  cocTaB
uH(pOpMalnK, MpaBUjia YTBEPKIACHUS U BHEJIPEHUS.
OTBETCTBEHHOCTh COTPYAHHKOB OpraHu3aluud 3a
cobmtoaeHne TpeOOBaHUN MHCTPYKIIMH.

HopmupoBanue tpyna paOOTHHKOB CITYXKOBbI
JOY, TumnoBble  HOPMATHUBBI  BPEMEHH  Ha
JIeJIONPOU3BOICTBEHHBIE PAOOTHI.

Pa3mMelieHue CTPYKTYpHBIX MOApa3AeieHUn
cnyx0bsr JIOY. VYcnoBus Ttpyma, opraHuzamusi u
000opynoBaHUE PabOYUX MECT.

[Topsmox xpaHeHus meuaTeil, OJAHKOB H
IpaBWia IOJIb30BAHUS MMHU. OTHKA JIEJIOBBIX
OTHOUICHHH, TCHUXOJIOTMYECKUN acmleKT paboThl ¢
JOKyMEHTaMHU. [ToaroroBka KaJpoB
JEJIONPOU3BOJICTBEHHBIX  CITYXO. Dopmbl
NOBBIIICHUS  KBaTM(UKALMK  CIEHUATNCTOB B
ob6mactu J10Y.

3.3.
AOKYMEHT0000poTa

Opranuszanus

Ornpenenenue MIOHATHS
«ITIOKyMEHTO000POT». OOmue MNPUHLUIIBI |
METOJUYECKHE OCHOBBI OpraHU3aIH
JTOKYMEHT0000poTa, X peanuzanus B

NEHCTBYIOIIUX TOCYJAapCTBEHHBIX HOPMATHBHBIX
JOKYMEHTaX.

Crtpykrypa u oOmas XapakTepuCTHKa
JOKYMEHTONIOTOKOB.  O0BeM JOKYyMEHTO00OpOTa.
VY4er konu4ecTBa JOKYMEHTOB.

[Ipuewm, MIPOXOXKICHUE U TOPATIOK
UCTIOJTHEHUS MOCTYMAIOIIUX JTOKYMEHTOB.
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[epBuunas AKCTIETUIIMOHHAS o0OpaboTka
JNOKyMeHTOB.  IIpenBapurensHOoe — paccMOTpeHHE
JOKYMEHTOB. PaccmoTpenue JOKYMEHTOB
PYKOBOJICTBOM OpPraHM3alliH, MIPUHITAE PEUICHUS O
XapakTepe WX  HUCIOJHCHUS. Hanpasnenue
JOKYMEHTOB Ha UCTIOTHEHHE.

JloctaBka  JTOKYMEHTOB  HCHOJHHTEISM,
NOpAJIOK WX TpueMa U nepenaud. PaOora
UCTIOJIHUTEIS C JIOKyMEHTaMHU. DTarbl HCIIOTHEHUSI.
[Topsinok 0O6pabOTKH OTMpaBISEMBIX JOKYMEHTOB.
[IpaBuna opraHuzanyy JIBUKCHUS BHYTPEHHUX
JOKYMEHTOB. HampaBieHus COBEpIICHCTBOBAHHS
JOKYMEHTO000pOTa M ITyTH €r0 COKpAIICHUSI.

TenmeHnuu pocra JOKYMEHTOOOOpOTa B
COBpPEMEHHBIX OpraHu3aIusIX. Brustane
aBTOMaTu3anuu  00paboTkM  WHPOpMAIUM  HA
KOJIMYECTBEHHBIE " KayeCTBEHHBIC
XapaKTEPUCTUKH JIOKYMEHTO000POTa.

3.4. PerucTpanusi J0KyMeHTOB M
opraHu3zanus CIPABOYHO-
UH(GOPMAIITHOHHOT O
00CTyKUBAHMS.

Perucrpanuss ~ kak  cocTaBHasg  4acTb
texHonoruun  JIOY. IlpuHimumnel  perucrpauvu
JOKYMEHTOB

XapakTepucTuKa COBPEMEHHBIX
perucTpanvoHHbIX (GopM, cocTaB HHGOpPMaLUU U
HOpSAAOK MX 3amojiHeHus. Pas3Butue crnoco6oB
perucTpanuu B roCcyapCTBEHHOM
JEJIOIIPOU3BOJICTBE.

B3aumocBs3p perucrpauyu JJOKyMEHTOB C
opra"usanuei CIPaBOYHO-UH(POPMALMOHHOM
paboThl, OpraHu3alueil KOHTPOJS HUCHOJHEHUs u
nocleayromeit 00paboTKoi JOKYMEHTOB.

HNupexcupoBaHue JOKYMEHTOB. 3HAYCHHE U
IIpaBUJIa (dbopmHpoBaHus UHJIEKCOB.
NupekcupoBaHne  JTOKYMEHTOB B YCIOBHSX
TPaJUIIMOHHON 00pabOTKH TOKYMEHTOB.

[TpuHIMnel nocTpoeHuss HH(POPMAIMOHHO-
nouckoBbix cucteM (UIIC) pydnoro Tuma, uX BUJIBI.
NHpopManmoHHO-CIIPaBOYHOE oOciy’)xuBaHue
anmapara yIpaBJI€HHs B YCIOBHAX NIPUMEHEHUS
aBTOMaTU3upoBaHHbIX TexHosoruil JJOVY. Ilouck n
UCIIOJIb30BaHUE uHpopMaIun B
aBromarusupoBaHHbix UIIC.
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3.5. KoHTpoab  ucHoJIHeHHUsI
JTOKYMEHTOB

dopmupoBaHue TpeOOBaHUN K OpraHU3aLUU
KOHTPOJIS HCIIOJIHEHUS JOKYMEHTOB B
JIEJIONIPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 3a CpOKamMu
UCIIOJIHEHUS JOKYMEHTOB B anmnapare
yIpaBJICHUS. OcHoBHbIE MIPUHLINIIBI ero
OpraHu3aIyHy.

3amaun  cayx6sl  JIOY 1o  KOHTpOJIO
UCIIOJIHEHUS] JOKYMEHTOB. Kareropum g10KyMEeHTOB,
HNOJJIEXKAIUE  KOHTPOJIIO Cpoku UCHOJHEHHS
JOKYMEHTOB. TeXHOIOTUsI KOHTPOJIBHBIX OIlEpaluil.

PernmamMeHTBl  BHYTpEHHEW  OpraHM3aluu
(denepalibHbIX OPraHOB MCIIOJIHUTEIBHON BIIACTH
KaK OCHOBa KOHTPOJIS UCIOJHEHHS JOKYMEHTOB B
TOCYJapCTBEHHOM arnmapare Poccuiickoit
denepanuu.

O0oOmmenne, aHaau3 W  UCIOJL30BaHUE
JaHHBIX 00 WCIOJHEHUH OKYMEHTOB B YCIOBUSIX
TPAIUIIMOHHON U aBTOMAaTU3UPOBAHHON TEXHOJIOTHUH
00pabOTKH JOKYMEHTOB

ABTOMAaTU3UPOBAHHBIE CUCTEMBI KOHTPOJISA
3a CpPOKaMH MWCIIOJIHEHHS JOKyMEHTOB, OIBIT MX
IIPUMCHEHHS.

11

3.6. Opranuszanus
JeJIONPOU3BO/ICTBA o
NpeUIoKEeHUsIM, 3asiBJI€HUSIM H
’KaJ100aM rpaskIaH

OO0111eCTBEHHO-TIOIUTUYECKOE U COI[MAIBHOE
3HaYeHHe OOpalleHHI rpakaaH. 3aKOHOJAATeJbHas
permameHTanust  paboOThl € MPEIIOKEHUSIMH,
3asBJICHUSMH U 5KaJ00aMu rpak/JiaH.

dopmMupoBaHUE HOPMAaTHUBHOMN 0a3wl,
perIaMeHTHPYIOIIEH  OpraHu3almuio  padoThl  C
oOpallleHUsMU  TpaxJaH B  TOCYIapCTBEHHOM
amnmapare.

OcHoBHble 3amaun  cayxOel  JJOY 1o
OpraHu3anuy padoThl ¢ OOpalIeHUSIMH TPaKIaH, e
ocoberHocTu. Omnepanuu mno npruemy, perucTparum,
KOHTPOJIIO HCIIOJHEHUS, MPUHATUIO PEIICHU 10
obpamenusm  rpaxkaadH. Cpoku  UCHOJTHEHHS.
TpeOGoBaHMs K COEPIKAHUIO OTBETHBIX JOKYMEHTOB.
DopMHUPOBAHUE U XPAaHEHUE €I C NPEJI0KEHHUIMH,
3agBIEHUSIMM M kajobamu TpakaaH. OOoOieHue,
aHAJIM3 W WCIOJb30BaHUE JaHHBIX O pabore ¢
oOpalleHusMHU TpaX<IaH B anmapare yrpaBIeHUs.

Opranuzanus npuemMa rpaxaaH B
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TOCYIapCTBEHHBIX yUPEKIACHUSIX. DOPMBI U METOIBI
COBEpIICHCTBOBaHUA pPabOTBl ¢  oOpalieHusMu
TpaXIaH B OpraHax TrOCYAapCTBEHHOW BIACTH U
YIIPaBJICHUS, B OOIECTBEHHBIX OPraHU3AIHSIX.

[Ipumenenwue ABTOMATHU3HPOBAHHBIX
TEXHOJOTHUH  JJii  TOJTOTOBKH  OTBETOB M
OpraHu3auu MH(OPMAIIMOHHO-CITPABOYHOM
CIyKObl B YYPEXKICHUAX C OOJBIINM OOBEMOM
oOpareHni rpaXKaaH.

12

3.7. XpaHeHue [OKYMEHTOB B
AeJIONPOU3BO/ICTBE OPraHU3alHH

Opeanuzayus mexkyuje2o XpaHeHus
O0OKYMeHmMOo8 U obecneyerue ux COXpaHHoCmu

OcHOBHBIE TIOJIOKEHHUSI 3aKOHOJATEIILHOM
pel"J'IaMeHTaHI/II/I XpaHeHI/ISI HOKYMQHTOB B
Poccuiickoit denepanuu. Metoguyeckue
JIOKyMeHTI)I 110 OpFaHI/ISaI_[I/II/I XpaHeHI/IH.

XpaHeHuEe  JIOKYMEHTOB B  CTPYKTYpPHBIX
nmozapasfieNeHus X opranuzanmuu  OTBETCTBEHHOCTh 32
COXPaHHOCTh TOKyMEHTOB. OpraHu3amnusi CIpaBOYHON
paboTHl U TOPSIAOK BBIAAYH JOKYMEHTOB BO BPEMEHHOC
MOJb30BAHUE  [PU  XPAaHEHUM B CTPYKTYPHBIX
MOJpa3ACIECHUSX. XpaHeHue JIOKYMEHTOB Ha
HETPAOAUITUOHHBIX HOCHUTECIIAX.

CoxpaHHOCTh JOKYMEHTOB TIPH PEOpraHU3aIluU
Y JINKBUIAIIAN OpTaHU3aIlHil.

Homenxnamypa oen

[Tonstne «HOMEHKIIaTypa nen». Haznauenue
HOMEHKJIATyphI Jiesl. HoMeHkaTypa fen Kak 0OCHOBa
cUCTeMaTH3allMid  JOKyMEHTOB B  I[ESIX  HX
MOCTICIYIOLIETO XPaHEHHUS.

TpeGoBaHus K COCTaBICHUIO HOMEHKIIATYPHI
nen. Mx pernameHtanuss B 3aKOHOJATEIbHBIX
aKTaX W HOPMATHBHO-METOJWYECKHUX JIOKyMEHTaX
MEXXOTPACIIEBOTO JEUCTBUS.

Buasl HOMeHKIaTyp Jies1, uX 0COOEHHOCTH U
Ha3zHaueHHe Meroauka COCTaBJICHUS
HOMEHKJIaTyphI aen: U3y4yeHue cocraBa
JOKYMEHTOB,  pa3paboTka  KiaccU(UKAIMOHHOM
CXEMBI; COCTAaBJIIGHHME 3arojlOBKOB Jel U HX
cucTeMaTH3alMs C  y4eTOM  YCTaHOBJICHHBIX
TpeOOBaHUH.
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IMopsimox  odopmiieHHs, COTIACOBAHUS U
YTBEPKACHUSI HOMEHKIIATYphl €. CpoKu XpaHEHUsI
JIOKYMEHTOB

Hcnonp3oBanne HOMEHKJIATYpBl A€l B
OIICPATHUBHOM XPAHCHUHU U apXHWBC OpraHru3alnu.

Opeanusayusi u ROPsL00K PopMuposanus
oen

[lonstne “@opmupoBanue nen”’, OCHOBHbBIE
TpeOOBaHUsI K  TPOBEACHUIO JTOW  palOTHI.
CoBpeMeHHass HOPMAaTHBHO-METOJHMYECKast 0a3a,
ompenaenstomas TpeboBaHus K GOPMUPOBAHUIO JIENT
B JICJIONPOU3BO/ICTBE.

dopmupoBaHue el B OpraHU3alUsaX
pPa3IUYHBIX YPOBHEH ympaBiieHus. 3agadu CIIyKObl
JOVY u apxuBa opranm3aiiud Mo OOECTICUCHHIO
KayeCTBEHHOTO (OpMHUpOBaHMS JIEll. [IpaBuna
dopMupoBaHUS B Jella JIOKYMEHTOB pa3iIMYHBIX
BUIOB. [IpMHIMIBEI cHcTeMaTH3alUU JIOKYMEHTOB
BHYTpU J€I.

OPZCZHMS‘(IL;uﬂ IKCnepmu3vl YyeHHocmu

O0OKYMEHMO8
[TonsiTne “aKcrepTusa LIEHHOCTH
JIOKYMEHTOB”. HopmartuBHO-MeTOIuUYeCKre U

TEOPETUYECKHE OCHOBBI IMPOBEICHUS JKCIEPTHU3BI.
TpeOGoBaHus K MPOBEICHUIO AKCIEPTU3Bl LIEHHOCTU
JOKYMEHTOB.

Opranuzanus paboThl  LIEHTPATIBHOM
skcrieptHoit  komuceun (LIDK) wu  akcmeprHO#
komuccuu (OK) yupexzaenus (opraHusanuu) IO
MPOBEJCHHUIO AKCIEPTU3Bl I[EHHOCTU JOKYMEHTOB.
[Tonoxxenne o6 skcrepTHOM Komuccuu. IlpaBa u
(GYHKIIMM HKCHEPTHOW KOMHCCHM, TOPAJOK ee
paboTHI. JloxymeHTHpOBaHNE JesITeNbHOCTH
SKCIIEPTHOM  KOMHUCCHUM.  OJTambl  MPOBEACHUS
9KCHEPTHU3bl LIEHHOCTH JOKYMEHTOB. OdopmiieHne
PE3YNbTAaTOB IKCMEPTU3bI IEHHOCTH IOKYMEHTOB.

[TonsTre “niepedeHb JOKYMEHTOB”.
Hasnauenue wu WCIIOJIb30BAaHUE TEpeyHEd B
KaueCTBE OCHOBHBIX MCTOUYHHMKOB MO YCTAHOBJICHUIO
CPOKOB XpaHEHMs U o0OeclieueHus eIUHCTBA
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ONIEPaTHUBHOTO XpaHEeHUS JIOKyMEHTOB B
JIEJIONIPOU3BO/ICTBE U apXUBE OpraHU3al1y.

TumnoBble ¥  BEJIOMCTBEHHBIC IEPEUHH.
Hcnonb3oBanue nepeyHerd  Uisi  COCTaBJICHHUS
KJIacCU(UKATOPOB U HOMEHKIIATYp Jedl.

Iloozomoexa u opopmnenue den

Yuudukanus  TpeOOBaHMI K Jelam,
cIaBaeMbIM B apxuB. HopMaTuBHO-MeTOAMYECKHE
JOKYMEHTbl ~ MEXOTpaclieBOoro  JeHcTBUS 00
ohopMIIEHUHU JIEe.

OcHoBHbIE TpeOOBaHUS K OPOPMIICHUIO JEI.
[Tonnoe u yactuunoe odopmiienue aen. IlogmmBka
nen. Hymepauust nuctoB. 3aBepuTenbHas HaJIUCh.
Buytpennsas onuck. OdopmiieHne 0O0JIOXKKH e
MOCTOSTHHOTO ¥ BPEMEHHOTO XpaHEHHUSI.

Onucu oen
[TonsTne «OTHUCHh JIET. [IpaBuna
COCTaBJICHUSA OIMMCH Jen CTPYKTYPHOTO
Mo JIpa3ieJICHHUs. Bunger ommceir.  Odopmiienue

OTIMCH JIeJI CTPYKTYPHOTO TOApa3AeICHUS.
Tlopsidox nepedauu den 6 apxue
opeanusayuu

[lepemaya nenm B apXuB  OpraHU3alHU.
B3aumopeiicteue ciyx6b1 JIOY u apxuBa mpu
(GOpMHUpPOBAaHUM  OCHOBBI  JUISI  TOCIIEAYIOIIETO
XpaHEHUs U UCTOJIb30BaHUs JOKyMEHTOB. EqnHCTBO
OpraHu3alui JOKYMEHTOB B JICJOTIPOHM3BOJCTBE U
apXxwuBe.

13

3.8. HanpasJsienust
coBepuieHcTBOBaHus 10Y

VYrpaBneHue DOKYMEHTaMU KaK 4acTh CHCTEMBI
ympaBiaeHus KadectBoM. CraHmapTu3amus MpOLEIyp
yIpaBiIeHUs JOKyMEHTAaMH KaK METOAWYecKas OCHOBa
JIESITENFHOCTH CITYKO TOKyMEHTAI[MOHHOTO 00eCIIeYeHHUS
YIIPaBJICHUS B POCCUHCKHX OPTaHU3AIIMIX.

PasBurtue periaMeHTallul JOKYMCHTAIMOHHOI'O
obecrneueHuUs YIIpaBJICHUA. Ponp THIOBBIX periiaMeHTOB
OpraHoOB FOCYI[apCTBCHHOﬁ BJIaCTU U YIIPABJICHUA B
peryjampoBaHu JOKYMCHTALITMOHHOT'O oOecreueHuss ux
ACATCIbHOCTH. BHYTpeHHI/Ie PpErilaMeHThI OpFaHH3aHHﬁ.

COBepI_HeHCTBOBaHI/Ie AOKYMCHTAIlTUOHHOI'O
obecrneueHuUs YIipaBJICHUS B TOCYJapCTBCHHOM alIiapare,
OpraHusanuax Pa3JINMYHbIX q)OpM COOCTBEHHOCTH
(Focy,[[apCTBeHHBIX n HeFOCYI[apCTBeHHLIX).
Ynop;moquI/Ie OpPraHu3alMOHHBIX (l)OpM n MECTOAOB
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paboThI ¢ JOKYMEHTaMH.

PernamenTtauus ~ QyHKUMH, CTPYKTYpel U
OpraHU3alMOHHO-TIPABOBOTO MoNoXxeHus ciyxo JOVY.

Brnustaue HOBBIX  WH(OPMAIIMOHHBIX
TEXHOJIOTUH Ha COBEPIICHCTBOBAHWE YIPABICHYCCKOU
nestenbHocTH U JIOY.

4. O0pa3oBaTejibHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

Ne Buasbi yueOHoit
HaunmeHoBaHnue pasaena Oo6pa3oBaTesibHbIE TEXHOJIOTUH
n/n padoThI
1 2 3 5
1. |Ilpenmer, conepxkanne, |Jlexmms 1. BBoaHas jIeKus ¢ UCITOJIL30BaHUEM
312491 Kypca BHJICOMATEPHATIOB
ITonroroBka K JIEKIIUH C HCTIOIIb30BAHUEM
mpaBoBEIX 0a3 «KoHcymbTanTy», «["apanT» u 1p.,
CamocrosTensuas |caiTa «Zakonbase»: 3akoHomaTenpHas 6a3a
paGota Poccuiickoit ®enepanuu
2. |Bo3nukHOBeHHE U Jlexrms 2. Jlexmus-Oecena

pa3BuTHE
JeTIONPOU3BOCTBA B
yupexaeHusx Poccuun
XVI - XVII BB.

[IpakTuueckoe 1

CaMocTogTenbHast
pabora

PaGora ¢  MerogM4eckKMMH ~ MaTepHaJaMH,
KOIUIEKIIUSIMU JIOKyMeHTOB (onma mabopaTopun
JOKYMEHTOBE/ICHHS

[ToaroToBka K JISKIUYU C UCIOIb30BaHUEM (DOHIIOB
OoubmoTeKu PITY 51 nabopaTopuu
JIOKYMEHTOBE/ICHHS ¥ TPAKTHYECKOMY 3aHSTHIO B
COOTBETCTBHU C METOAWYECKHMH YKa3aHHSIMH II0
BBITIOJTHEHUIO TIPAKTUYECKUX 3aHATUH.
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enonpons3BoacTBo B Jlexnus 3. Jlekmus-Oecena
yupexaeHusx Poccun
XVIII B
IIpakTHueckoe Pabota ¢ MmeromuueckuMH MaTepraIamMH,
3aHATHE 2. KOJUICKIIMSIMU JIOKYMEHTOB (OH1a 1abopaTopuu
JIOKyMEHTOBEICHUS
[ToxroroBka K JIGKIIMH C MCIIOJIb30BaHUEM (DOHJIOB
OubIIoTeKN PITY u nabopaTopun
JIOKyMEHTOBENICHNUS W TPAKTHYECKOMY 3aHATHIO B
COOTBETCTBHH C METOAMYECCKIMH YKa3aHUSIMHU II0
CaMocCTOATENbHAS | gLi110/HEHNIO IPAKTHYECKUX 3AHATHIA.
pabora
Jlenonpon3BoncTBO B Jlexmus 4. Jlexnmsi-6ecena
yupexaeHusx Poccun
XIX - gauane XX BB.
IIpakTuueckoe Pabora ¢ MeTomnueckuMH MaTepraiaMH,
3aHsATHE 3. KOJUTEKITUSIMA IOKYMEHTOB (hOH/Ia Ta00paTOpru
JIOKYMEHTOBEICHHS
[TonroroBka K JEKIMH C HCIOJIb30BaHWEM (DOHIOB
OMOTNOTEKH PITY u nmabopaTopuu
CaMocTosTensHas |JOKYMEHTOBEICHUS W TPAKTHYECKOMY 3aHSATHIO B
pabora COOTBETCTBHH C METOAMYECKUMH YKa3aHUSIMH I10
BEITIOTHEHHUO TTPAKTHYECKUX 3aHITHH.
CranoBnenue u pa3sutue |Jlekus 5. Jlexuusi-nuckyccust
JIENTOTIPOU3BOJICTBA B
COBETCKUX
rocynapCTBEHHBIX CamocrostensHas |[lonroToBka K JIEKIIUN € HCIIONB30BaHUEM (DOHIOB
YIpCKACHUAX pabora oubimorexu PI'TY u maboparopun
JOKYMEHTOBEIeHH s1/
Opranuzanus Jleknusga 6. [IpoGnemuas nekius
JIOKYMEHTaIIHOHHOT O
obecriedeHust
yIpaBJICHUA CamocrostenbHas |[IonroroBka K JEKIIUU C UCTIOIb30BAHUEM
pabota npaBoBbIX 0a3 «KoHcynmbTaHT», «["apanT» u 1p.,

caiita «Zakonbase»: 3akoHozarenpHas Oas3a
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Poccuiickon ®enepanuu

Opranunzanus cnyx061  [Jlexkuuu 7 Jlexuus ¢ pa360poM KOHKPETHBIX CUTYaIHH
A0y
Pabora ¢ MmeToguueckuMu MaTepruaIaMu
71a00paTOPUH JIOKYMEHTOBEICHHS
IIpakTHueckoe
3aHsTHE 4. [ToaroroBka K JIGKIUHM C MCHONB30BaHHEM (DOHIOB
OUOIMOTEKH PITY 17§ naboparopuu
JOKYMEHTOBEJICHHUSI M TPaKTUYECKOMY 3aHATHIO B
COOTBETCTBUM C METOAMYECKUMHU YKa3aHUSIMHU II0
BBITIOJIHEHHU IO TIPAKTUYECKUX 3aHATHIT/
CamocrosTenpHas
pabora
Opranu3arus Jlexrus 8. Jlexiust ¢ pa300poM KOHKPETHBIX CHTYaITui
JIOKyMEHTO000pOoTa
Pabora ¢ MmeTogudeckuMu MaTepruaIaMu
1ab0paToOpUH TOKYMEHTOBEIEHHS
IIpakTuueckoe
3aHsATHE 5. [TonroroBka K JEKIMH C HCIOJNB30BaHWEM (DOHIOB
OMOITHOTEKH PITY u mabopaTopuu
JOKYMEHTOBEJICHHSI M TPAKTUIECKOMY 3aHATHIO B
COOTBETCTBHH C METOAMYECKUMH YKa3aHUSAMH II0
BBITTOJTHEHU IO TIPAKTHYECKUX 3aHATHIT/
CamocrosiTenpHas
pabora
Perucrpanus Jlexrus 9. Jlexmust ¢ pa300poM KOHKPETHBIX CUTyallui
JIOKYMEHTOB U
OpTaHM3aNHs CIIPABOYHO-
“H(}OPMAITMOHHOTO
00CITy)KUBAHHUS Pabora ¢ MmeToguieckuMu MaTepruaIaMu
nabopaTopuy JOKYMEHTOBEACHUS
[IpakTuueckoe

3aHsaTue 0.
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[loaroroBka K JIEKIUH C WCHONb30BaHHEM (DOHIOB
OubIMoTeKH PITY u nabopatopuu
JOKYMEHTOBEACHUS M IMPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBHU C METOAWYECCKUMH YyKa3aHUSIMH IO
BBITTOJTHEHU IO IPAKTHUECKHUX 3aHATUI

CamocrosTensHas
pabora
10. |[KonTpons ucnionnenus:  |Jlexus 10. Jlexkuus ¢ pa360pOM KOHKPETHBIX CUTYAIHi
JOKyMEHTOB
[MoaroroBka K JIEKIMH € HCIIOIB30BaHUEM (OH/IOB
oubimorexu PITY u maGoparopun
JIOKYMEHTOBEICHUS
CamocrosiTensHas
pabora
11. |Opranuzamus Jlexmms 11. Jlexmus-Oecena
JIeTIONPOU3BOICTBA IO
MIPEIIOKEHHUSM,
3asBIICHUSM H Kalo0aM
CamocrositenpHas |[ToAroToBKa K JISKITUH C HITOJTb300BAHHEM
pabora npaBoBEIX 0a3 «KoHcymbTanTy, «["apanT» u 1p.,
caiita «Zakonbase»: 3akoHogarenpHas 0aza
Poccuiickoit ®enepanuu
12. Jleknum 12 Jleknus ¢ pa30opoM KOHKPETHBIX CUTYAIHi
XpaHeHue JOKyMEHTOB
3 JICIIONPOU3BOJICTBE
PpPraHu3auu
Pabora ¢ MeTouecKMMH MaTepHaIaMu
nabopaTopuu TOKyMEHTOBEICHUS
IIpaktuueckoe
3aHsitue 7.
[MoaroroBka K JIGKIUHM € HCIHONB30BaHHEM (HOHIOB
OnOIMOTEKN PITY " nmabopaTopun
JIOKYMCHTOBEJICHUSI ¥ TMPAKTUYSCKOMY 3aHSATHIO B
COOTBETCTBHU C METOAWYECCKUMH YKAa3aHUSIMH IO
BBIMOJTHEHU IO IPAKTHUCCKHUX 3aHSITHH
CamocrosiTenbHast
pabora
13. |Hanpasnenus Jlexkuus 13. [IpoGnemuas nekuus

COBCPLICHCTBOBAHUA
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A0y

CamocrosgTenbHas
pabota

[ToxroTroBka K JIEKIMH C UCTIOIb30BaHUEM (DOHIOB
oubnmorexu PI'TY u maGoparopun
JIOKYMEHTOBE/ICHHS

5. OueHka mIaHNpPyeMbIX pe3yJIbTATOB 00y4YeHHs

5.1. CucreMa oleHUBAHU A

®dopma KOHTPOIIS Makc. Konn4ecTBo OaioB
3a ogHy padboty Bcero
Tekylmuii KOHTPOJIb:
- cobecemoBaHue 5 GamoB 15 6ammoB
- OIIEHKA MPAKTUYECKUX 3aJaHUH, KSHCOB 5 6amnoB 25 6amioB
- KOHTpONbHas padora (Temsr 2.1-2.3) 5 GaioB 5 GaioB
- KOHTpOJNbHas padora (Temb3.1- 3.4) 5 bamtoB 5 6amioB
- PTC
5 GamoB 10 6amnoB
[IpomexxyTouHas aTTecTanus 40 6amoB
(3KK3aMeH)
Uroro 3a cemectp (quCHHILTHHY) 100 6ammoB

ITosrydeHHBI COBOKYMHBIHM pe3ynbTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKAJTy OLIEHOK U B
HIKaiy olieHoK EBpomnelickoii cucteMsl nepeHoca u HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ Tabnueil:

100-6annpHas
LIKajia

TpagunmoHHas nkana

[Ixana
ECTS
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95 -100 A
OTJIUYHO

83-94 B

68 — 82 XOPOIIIO 324TEHO C

56 — 67 D
YIOBJICTBOPUTEIBHO

50 -55 E

20-49 EX
HEY/IOBJIETBOPHUTEIILHO HE 3a4TEHO

0-19 F
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5.2.KpnTeplm BBICTABJICHHUA OHCHKHU IO JUCHHUIIJINHEC

Bananl/
Ml kana
ECTS

Ouenka no
MUACHUTIIINHE

Kpurepuu onenku pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
A,B

«OTIIUYHOY/

«3a4YTCHO
(oTnyHO)»/

«BaYTCHO»

BrictaBnsieTcst oOyuaromemycs, eciu oH riIy0oKo U
IIPOYHO YCBOMJI TEOPETUYECKUN U MPAKTHYECKUI
MaTepuai, MOXKET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B XOJI€ TPOMEKYTOUHOH aTTeCTaI1H.

OO0yuaromuiicst HICYEPITBIBAOIIE U JIOTUYECKUA CTPOMHO
u3JiaraeT ydeOHbBIH MaTepra, yMeeT YBSA3bIBATh TEOPHUIO C
MIPAKTUKOH, CIIPABJISACTCS C PEIICHUEM 3a/1a4
podecCHOHAIEHON HAIPaBICHHOCTH BBICOKOTO YPOBHS
CJIOXKHOCTH, MIPAaBHIFHO 000CHOBBIBACT MPUHSTHIC
pelICHHS.

CB0OOIHO OpHEHTUpPYETCS B y4eOHOM U
npodecCHOHAIBHON IUTEepaType.

Onenka no JUCIUILIMHE BBICTABISAIOTCS 00ydaromemMycs ¢
Y4ETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallUu.

Kommnerennuu, 3akperiéHHbIe 3a TUCIUILUIMHOM,
chopMuUpOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/

«3a4YTEHO
(xoporo)»/

«BavyTCHO»

BricTaBisieTcst oOydaromemycs, €Ciu OH 3HaeT
TEOPETHUYECCKUHN M TIPAKTUICCKUN MaTepHal, TPaMOTHO U TI0
CYIIECTBY M3JIaraeT ero Ha 3aHATHUSIX U B XOJIe
IPOMEKYTOUHOM aTTeCcTaIllH, HEe IOMYCKas CYIECTBEHHBIX
HETOYHOCTEM.

OOyuaromuiics IpaBUIbHO MPUMEHSET TEOPETUUECKHUE
II0JIO’KEHHUS IIPU PEILIEHUN IPAKTUYECKUX 3a/1a4
npo¢ecCHOHATBLHON HAMPABJIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZIEET HEOOXOJUMBIMHU U1 TOTO HaBbIKAMU
U IpUEMaMU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B YUeOHOH U
npogeccuoHaTBLHOMN IuTepaType.

OreHka 1o JUCHUITIMHE BBICTaBIAIOTCSA 00yJaromeMycs C
Y4ETOM pE3yJIBTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTeCTalUu.

KOMHeTeHI_II/II/I, 3aerl’IJ’IéHHLIC 3a HHCHHHHHHOﬁ,
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Banasl/ Ouenka no Kpurtepuu oneHku pe3y1bTaToB 00y4eHHs 110
Ikana AUCHUILINHE AUCUHMIITIHHE
ECTS
c(OpMHUPOBAHBI HA YPOBHE — «XOPOLIHIA».
67-50/ «YIOBJIETBOPHU- BrictaBnsiercst oOyuaromemycs, eciii OH 3HaeT Ha 6a30BOM
TEIbHOY/ YPOBHE TEOPETUYECKUI U TPAKTUYECKUNA MaTepHral,
D.E JIOITyCKAeT OTAETbHBIE OMIMOKHU TPH €T0 U3JI0KEHUHU Ha
(3aTTEHO 3aHATHUSIX U B XOJIE POMEKYTOUHOH aTTeCTaIIH.
(ymoBneTBOpH-
TEJBHO)»/ OOyyaromuiics UCIIBITHIBAET OINpeIeEHHbIE 3aTPyAHEHUS
B IIPUMECHEHUH TEOPETHICCKUX TTOJIOKEHUH IPU PEIICHHH
(GAITEHOY MPAKTUYECKHX 3a/1a4 MPO(ecCHOHATBHON HATIPaBICHHOCTH
CTaHJAPTHOTO YPOBHS CII0KHOCTH, BIIAJICET
HEOOXOIMMBIMH ISl 3TOTO 0a30BBIMHU HABBIKAMH U
pUEMaMHU.
JleMOHCTpHUpYET TOCTaTOYHBIN YPOBEHDb 3HAHUS y4eOHOM
JUTEPaTyphl MO TUCHUTUIINHE.
Onenka no JUCIUILIMHE BBICTABIISAIOTCSA 00y4aromeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalllu.
Komnerenuuu, 3akpeniéHHble 3a AUCUUTIINHOMH,
chopMUPOBaHbI Ha YPOBHE — «I0CTATOYHBIN».
49-0/ «HEeynoBjIeTBOpUTE | BhIcTaBisieTcss oOydarmeMycs, eCiId OH He 3HAeT Ha
FEX JBHOY/ 0a30BOM ypOBHE TEOPETHUECKUN U MPAKTUUECKUN
' MaTepual, I0MycKaeT rpyobie OMHOKH MPH €ro
HE 3a4YTEHO

HN3JI0KCHHUH Ha 3aHATHUAX U B XOAC HpOMe)KYTO‘IHOﬁ
aTTeCTalu.

O6yqa10mnﬁc;1 HUCIIBITBIBACT CCpBé3HHe 3aTPYAHCHHS B
IMPUMCHCHHUH TCOPCTUYCCKUX IMOJIOKEHHU I IIpH PCIICHUU
IMMPAKTHUYICCKUX 3a4a4 HpO(l)CCCI/IOHaJIBHOI\/’I HAIIpaBJICHHOCTH
CTAaHAAPTHOTO YPOBHS CJIOKHOCTHU, HC BJIIAZICCT
HCO6XO,Z[I/IMLIMI/I AJI 59TOIrO HaBbIKaMH U HpI/IéMaMI/I.

JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOM
JUTEPATYPHI MO JUCLUIUINHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIIAIOTCS 00yJaroieMycs ¢
Y4ETOM PE3yJIBTATOB TEKYILIEH U IIPOMEKYTOYHOU
aTTeCTalUu.
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Baanbl/ Ouenka no Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
Mlkana AUCHUILINHE AUCHUILINHE
ECTS

Komnerennuu Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIIIEHHBIE
3a JUCUUIUIMHON, HE C()OPMHUPOBAHEI.

5.3. OueHouynble cpeacTBa (MaTepuaJibl) ISl TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOH aTTecTALMH 00y4YaroIUXCH M0 AUCHUIIUHE (MOOY10)

Keiichbl 17151 TeKyleil aTTecTannm:

1. CymiecTByeT 1 B HacTOsIIIee BpeMs TOCYAapCTBEHHOE PEryIMpOBaHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEN 00pabOTKU JOKYMEHTOB (HapuMep, OIPEeIICHbI JIU TUTIOBbIE
onepanuu 00pabOTKH TOKyMEHTOB, UX MOCIIEI0BATEIbHOCTh) B YUPEKICHUAX, OpraHU3ausax u
Ha MPEANPUATHAX CTPaHbI?

Kaknmu toxkymeHTaMu JOJDKHBI MIIM MOTYT PYKOBOJICTBOBATBCSI KOHKPETHBIE CTPYKTYPBI
IIPU PELICHUH JTAaHHOTO Bompoca?

2. Jlnst permenns Kakux 3a7a4 NCHIOIB3YIOTCS TOCYJapCTBEHHBIE CTaHIApTHl B cdepe
nenorpon3BocTBa? Ha3oBuTe Takue cTaHIAPTHI.

Kakxnm obpazom opraHuzaiis MOKET JOOUTHCS OT CBOMX PaOOTHHKOB 00S3aTEIHHOTO yUIeTa
nonoxxeruit 'OCT?

3. OgHOM U3 BayKHEHIINX SIBJSIETCS TPo0ieMa COXPAHHOCTH (XpaHEHus) TIOKyMEHTOB
opranuzanuii. Kakumu npaBoBbIMH aKTaMU U TOCYJApPCTBEHHBIMHU MEKOTPACIEBBIMU
JOKYMEHTaMU CJIeIyeT PyKOBOJACTBOBATHCS IIPU €€ PELICHUU:

3akoHOJaTeIbHbIE OCHOBBI XpaHEHUS JOKYMEHTOB

WHbie nmpaBoBbI€ aKThI, OMPEICIISAIONINE PEICHIE BOIIPOCOB, CBI3aHHBIX C
COXPAaHHOCTBIO (XpaHEHHEM) JOKYMEHTOB

HOpMaTI/IBHO'MeTOI[I/ILIeCKI/Ie AOKYMCHTBI, COACPIKAIIUEC METOJAUKY pa60TBI 1o
ONICPATUBHOMY XPAHCHUIO JOKYMCHTOB H IIOATOTOBKEC HUX K IIEpCAavY€ B apXUB OpTraHU3aAlnN

4. PykoBoauTENb NPEANPUATHS PACTIOPSIUICS TOATOTOBUTH JOKYMEHTBI, KOTOpBIE
JIOJKHBI PErJIaMEeHTHPOBATH JEATENIbHOCTE clykO0bl JIOY (kaHuenspun), opraHn3anuio 1
MOPAZIOK PadOTHI C TOKYMEHTaMHU.
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Brino pa3pa60TaH0 [Tonoxenue 06 HH(I)OpMaHI/IOHHOI)’I IMOJIMTUKE, OAUH U3 Pa3I€iOB KOTOPOro
Ha3bIBAJICA «Opl"aHI/I?;aHI/ISI pa6OTI>I C ,HOKYMCHTpreMOfI HH(bOpMﬂHHCfI». B pas3acie 3aKpeIyiICsa CTaTyC
KaHICIIAPHUU KaK CJ'Iy>K6I>I ACIOIPOU3BOACTBA U q)yHKHI/II/I €€ COTPYAHUKOB I10 pa60Te C JOKYMCHTaMHU.

OnpezaenuTe, Kakue OpraHU3allMOHHBIC JOKYMEHTBI 3aMEHIIT OO0 pa3zaen «OpraHu3aius
paboThI C TOKyMEHTHpYeMOil nH(popmaluei». [IpaBoMepHa v Takas mpakTHka?

Kakoii emie BHyTpeHHHI HOPMATHBHBINA JOKYMEHT CIIEIOBAIIO Pa3padoTaTh, YTOObl YCTAHOBHUTH
€/IMHBIH MOPSAIOK JeTONPOU3BOCTBA HA MIPEAIPUATHH?

5.0mpenenure MOpsIOK cocTaBieHus U odopmiteHus [lonoxenus o ciayxoe J10Y:

. paspabatsiBaer (KT0?)

" MOMMHUCKHIBAET (KTO?)

= JIOJDKHO OBITH COTJIACOBAaHO (C KeM?)

. yTBepkaaeT (KTo?)

. BBOJIUTCS B JICHCTBHUE (KEM HIIA YeM?)

. noAanexat nepecMmoTpy (Npu Kakux
obcToATenbcTBax?)

3amoIHAUTE TTPOITYCKH.

6. PaspaboTaHHaA B opraHM3auumn MHCTPyKLMA NO AeN0NPON3BOACTBY COAEPHKUT Caeaytolme
TemaTuyeckue pasgens:

- Opranu3zamus 10KyMeHTo000poTa

- Perucrpanus 1oKkymeHTOB

- Kontposns 3a ucrosHeHueM JOKyMEHTOB

- Homenxknatypa aen

- XpaHeHHEe TOKYMEHTOB B CTPYKTYPHBIX ITOApPA3AETICHUSX.

OTpakeH JTM B MHCTPYKITUH BECh MIPOIecCc pabOThHI C TOKYMEHTaMu?
Ecnu wer, kakumu paszaenamu Bel Ob1 TOMOMHUIIN TaHHBIH JTOKYMEHT.

O6ocHyiiTe cBOE peleHune.

7. IHCTPYKUMA NO AeN0NPOn3BOACTBY — 3T0O 06A3aTeNbHbINA AOKYMEHT AN5 BCeX paboTHMKOB
OpraH13aLunn UM TONbKO ANA ee cay»Kbbl Aenonponssoacrtesa?
KTo n xakum o0pa3om onpenensier chepy pacnpocTpaHeH s JAHHOTO JOKyMEHTa?

8. KomnaHus MMeeT HECKOJIBKO OTIIENIEHUH, OJTHO U3 KOTOPBIX PACIIONIAraeTCsl B TOM K€
3JTaHUHM, YTO U LEHTpalbHBIN o¢uc. [Ipyrue oTaeneHus pacnoaokKeHsl B pa3HbIX paioHax
ropoja.
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Kak Oymer oprann3oBaH JOKyMEHTOOOOPOT KOMITAHUH B 3TOM cliydae: Oyaer Ju
[EHTPATBHBIN 0HUC padOTaTh CO BCEMU JJOKYMEHTAMU KOMITAHUH (OCYIIECTBIISATh
[IEHTPAJIM30BAaHHBII MPHEM BCEX JOKYMEHTOB, HX PETUCTPAIIMIO, BECTH CIIPABOYHYIO PaboTy,
KOHTPOJIb 3@ UCIIOJIHEHUEM JOKYMEHTOB U T.J.) WU IepeaacT 3TH GyHKUUU B oTaeneHus? Ecnu
nepenacT, kakoa oyzaer poib ciyx0sl IOY nentpansHoro oduca? Kak Oyayr paborats ¢
AOKYMCHTAMH OTACJICHUSA, HAXOAAIEMCA B TOM K€ 3JaHUH, UTO U HeHTpaJ’IBHbeI O(i)I/IC?

9. [lepBuuHas 00pabOTKa JOKYMEHTOB, IIOCTYIUBIINX B KOMIIAHUIO 110 TIOYTE, CBOJUTCS K
cienyroiiemMy. PaOOTHHKY, BHITIOTHSIOIINE 3TY OIEPAIUI0, BCKPBIBAIOT U TYT e YHHUTOXKAIOT KOHBEPTHI,
MIPOCTABJISIFOT HA BCEX JIOKYMEHTAaX, B TOM 4HCJIe, (UHAHCOBBIX, OYXTalTepPCKHUX U T.II., IITAMII O
MOCTYIUICHUH JIOKYMEHTa B OpraHU3aI|io U MEPEAA0T UX MHCIIEKTOPY IO perucTpanuu. MHcnekTop
MPOCMaTPUBAET IOKYMEHTBI U (PUKCUPYET B PErUCTPAIMOHHBIX (hopMax, IOMUMO MTPOUHUX CBEICHHH,
KOJIMYECTBO JINCTOB M HAJIMYHUE MPUIIOKEHUH K JIOKYMCHTAM.

Ompenenute, Kakue TPEOOBAHUSI K TIPOIIECCY TIEPBUIHON 00paObOTKH TOKYMEHTOB B TAHHOM
ClIydae HapyIIAIOTCs, U KaKWe HETaTUBHBIC TIOCIEACTBUS ITHX HAPYIIICHUH JJIs1 KOMIIAHUH MOTYT
TIPOSIBUTHCS BIIOCIIECICTBUH .

10. TToMOIHUK PYKOBOAUTEINS, MIPEABAPUTENHHO IIPOCMOTPEB JOKYMEHTAIIHIO, TIOCTYTHBIIYIO B
OpraHu3allMIo, BCIO €€ MIEPEAAET PYKOBOAUTENI0. B manky ¢ JOKyMEHTaMH BKJIAJbIBAECTCS MUCbMEHHBIN
KOMMEHTapHui O COCTAaBE MOCTYNUBIINX JOKYMEHTOB, KOPPECIIOHIEHTAX, aIPECaTaX U COAEPKAILUXCS B
KaXJIOM JTOKYMEHTE BONpPOCcax.

B uem coctonuT Ha3HauUEHHE OMEpaIiy «IPEABAPUTETFHOE PACCMOTPEHHIE JOKYMEHTOBY?
[IpaBWIBEHO T €r0 MOHUMAIOT B JAHHON OpraHU3aIlin?

11. Obmmas TexHomorust pabOThI ¢ JOKYMEHTAMHU B OPTaHU3AIINN COCTOUT U3 THITOBBIX OTepaIliii:

. IIpUEM JIOKyMEHTOB;

. nepBUYHas 00paboTKa JOKYMEHTOB;

| ]

. perucrparus;

. paccMOTpEeHHE JJOKyMEHTa PYKOBOJIUTEIIEM H OTIPEICIICHUE XapaKTepa PelICHUs

BoIpoca (pe30JIroLus);

- IIOCTAHOBKA JOKyMEHTA HAa KOHTPOJIb;
. HOJrOTOBKA MPOEKTa JIOKYMEHTA;

. oopmIIeHHE U COTJIACOBaHHUE;

. yIOCTOBEPEHHE;

.

- OTIIPaBKa U3 OpraHU3aLuy;

ILOHOJ'IHI/ITC NepeUCHb HEAOCTAOIUMU OIlCpallusIMU
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12. B co0oTBETCTBUH C TOCYAapCTBEHHBIMU MEKOTPACIEBBIMU JOKYMEHTaMHU B HH()OPMAIMOHHO-
MOUCKOBYIO cucTeMy 1o JokymeHTam opranuzaimu (UIIC) Bxoaar: perucrpanus, HHASKCAIHS,
(dhopMupOBaHHE A€

KaxkoBo Ha3zHauenue kaxou coctapisiromeii MIIC? Uto mo3BosiseT 00beAMHUTD UX B OHY
cucremy? Kak oHE MOTYT HCTIOJIB30BaThCS IPU MOMCKE JOKYMEHTHOW HHpOpMaIu?

13. B perucrpanuonabie GopMbl BXOASIMIUX JOKYMEHTOB OpTraHU3aIMs BHECHIA CIIETYIOIINE
JTaHHbIE:

JlaTa MOJy4Y€eHUs, BXOISALUIUI PErUCTPALIMOHHBIM HOMED, KOPPECIIOHAECHT, HOMEP U JaTa
JIOKYMEHTA, KPaTKO€ COJIEPIKAHUE, PE3OTIOLMS PYKOBOAUTENS OPraHU3allii, PYKOBOIUTEIb
CTPYKTYPHOI'O ITOAPA3/IEIEHUS, PE3ONIOLUS PYKOBOIUTENS [TOAPA3IEICHUS, UCIIOJHUTEID.

Onpeznenute, COOTBETCTBYIOT JIM 3TH JJAHHBIE PEKOMEHIyEMOMY COCTaBy PEKBU3HTOB
perucrpannonHol ¢popmel. meeT i ciyk0a Ienonponu3Bo/ICTBa MTPAaBO BKIFOYAThH B PErHCTPAMOHHBIE
(hOpMBI PEKBU3UTHI IT0 CBOEMY YCMOTPEHHIO?

14. Cuctema perucTpaiiy B OpraHu3aiyd UMEET CMeIanHyto (hopMy, pH KOTOPOH 4acTh
JOKYMEHTOB (TIOCTYIAIOIINE Ha UMs PYKOBOAUTEIS, IPUKA3bI U Ap.) PETUCTPUPYIOTCS B CIIyK0€
JeTIONPOU3BOCTBA, & OCTAJIbHBIE — B CTPYKTYPHBIX IOAPa3AEICHUIX.

B ciyx0e nenompon3BoAcTBa BceM 0€3 HCKITIOYEHHS TOKYMEHTaM ITPUCBANBAETCS] MH/IEKC,
COCTOSIIIINI M3 TIOPSIIKOBOTO HOMEpa JIOKyMEHTa B COOTBETCTBYIOIIEH rpymie (HalpuMep, BXOIAIINX
JIOKYMEHTOB) ¥ JIUTEPHI «P», 03Hauaromelt «pyKkoBoaCTBOY, HampuMep, P 45. B cTpyKTypHBIX
MOZIpa3ACTICHHUSIX PETHUCTPAIIIOHHBINA HHIEKC COCTOUT M3 MHAEKCA CTPYKTYPHOTO MOAApa3esieHus (1o
BHYTpPEHHEMY KJIAaCCH(DUKATOPY CTPYKTYPHBIX TTOAPA3/ICIICHHI) ¥ MOPSIIKOBOrO HOMEpa, Harpumep, 3-25
wid 4-12 1 T.10.

UeM Takoii MOpsAI0K HHAEKCHPOBAHMS HE COOTBETCTBYET YCTAHOBICHHBIM TPeOOBaHUIM?
Pemenve kaknx MHPOPMAMOHHO-TIONCKOBBIX 3324 YCIIOKHSIOT TAKAE HHJIEKCHI?

15. Jlena B opranuzanuu GOpMUPYIOTCS U XPAHATCS CIAEAYIOIINM 00pa3oM:

CIICLUAIMCTHI OT/IETIOB 3aBOJST MAIKH, B KOTOPBIE BKJIA/IBIBAIOT JOKYMEHTbI, KAaCAIOIIHECs
peLIeHHs OT/ACIbHBIX BOIPOcoB. Ha 06okKax moMeniatTes paMuiIni ¥ HHULUAIIBI UCTIONMHUTENEH U
yKa3aHHe Ha KOHKPETHOE HAMPaBICHHUE €ro JeITebHOCTH, HATPUMep:

A.C. TepeHTbEB

H3roroBiieHHe M YCTAHOBKA CBETOBOM pPeKJIaMbl

B Teuenne roza B TaKOM ITallKe HaKaIIMBaIOTCS Ppa3IMIHbIC JOKYMCEHTBI, C KOTOPBIMHA
MNpUXOAUTCH pa60TaTL CIICHUAINUCTY B paMKax ,I[aHHOﬁ Hp06HeMBI. B uucie JOKYMCHTOB BCTPCUANOTCA
NMUCbMa-MpPEeAJIOKCHU S, TNCbMA-OTBCThI HA MMPEIJIOXKCHU A, ITMCbMA-PCKIIaMalii, TOTrOBOPLI U
MPUITOKCHUSA K IOTOBOpAaM, aKThbl, IPOTOKOJIbI U AP. Ecin CIICHUAJINCT pa60TaeT HE C O,Z[HOﬁ
opraﬁnsauneﬁ, TO BHYTPH HAIKU OH IMOMCIIACT KAPTOHHLIC PA3ACIIUTCIIN C YKA3aHUCM KOHKPCTHBIX
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opraHu3anuii-KkoHTpareHToB. Koraa TOKyMEHTOB CTAHOBUTCS CIIMIIIKOM MHOTO, 3aBOJISIT BTOPYIO (TPETHIO
M T.JI.) TIANIKY C TaKOM )K€ HA/UTHCBIO U YKa3aHUEM, YTO 3TO BTOPOE (TPeThe U T.J.) ICIO:

A.C.Tepentben

MN3roToBneHne 1 ycTaHOBKa CBETOBOM peKiambl. N2 2

B KOHIIC roJia ImarmnkKy nmnoMemiaroTcs B IIIKa(i), B OTACIICHUA, I'/I€ XPAaHATCA JOKYMCHTbI
ONpPEACIICHHBIX CIICIUAJINCTOB.

Taxoii mopsIoK XpaHeHHUs JOKYMEHTOB OOBSCHSIOT TEM, YTO MMEHHO TaK CIIEHaInCcTaM YI0OHO
paboraTh ¢ JOKYMEHTaMH B T€UEHHE JICTONPON3BOICTBEHHOTO T'0/Ia, HCKATh JOKYMEHTHI TIOCIIe
OKOHYaHUS PabOThI C HUMH U 00ECTIEYMBATh UX COXPAHHOCTh, TAK KaK KXK/IbIH CIIEUAINCT 3HAET CBOU
BOMPOC Y, 3HAYHT, CBOU JOKYMEHTHI.

Cornacusl 1 Ber ¢ Takum o0bacHerrneM? KTo B TakoM cirydae OyAeT HeCTH OTBETCTBEHHOCTh
3a o0ecreueHue COXPaHHOCTH TOKyMeHTOB? OOOCHYHTE CBOH OTBET.

16. B TeueHue rofa y opranu3aluy NOSIBUINCH HOBbIE HAMPaBJICHUS IEATEIbHOCTH U
HOBBIE apTHephl. HoBas pabota Obuta mopyuyeHa nBym otaenam. Kak crneactBue, nosiBUINCH
3HAYUTENIBHOE KOJMYECTBO HOBBIX JOKYMEHTOB, KOTOPbIE HE ObLIN MPETyCMOTPEHBI
JeUCTBYIONMMHU HOMEHKJIATypaMH JIe TaHHBIX OTEIOB.

PykoBoauTens opraHuzanuy CBOMM MPUKa30M 0053271 BHECTH U3MEHEHHUS B
HOMEHKJIATYpy zeid. B pe3ynbraTe 3T0 CBENOCH K COCTABICHUIO B CEPEMHE I'0/1a HOBBIX
HOMEHKJIATYp el ABYX OTIENIOB. PyKOBOIUTENb Opranu3aliii UX YTBEPIUIIL.

[Touemy Takue neiicTBUS HE MOTYT ObITh MPU3HAHKI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO U 0(OPMIICHHIO HOMEHKIIATYPHI Jie]1 ObUIA HapYILIEHbI?

17. Tocne ommuOOYHOTO YHHUYTOKEHUS Psijia BAXKHBIX JOKYMEHTOB B KOMIAHUHU OBLIO
IIPUHATO PELIeHHUE O CO3/1aHuM IKcnepTHON koMuccun (OK) u pa3paboTke BHYTPEHHUX
HOPMAaTHBHBIX IOKYMEHTOB, PETYIHPYIOIINX €€ eI TEIbHOCTb.

B nmeficTByromyie KOpopaTuBHBIE JOKYMEHTHI, PErJIaMEHTHPYIOIINE JIESITEIbHOCTh
CITyOBI AETONPOU3BOACTBA U MOPAAOK paOOTHI C JOKYMEHTaMU KOMIIAHUH OBbLIH 100aBIICHBI
COOTBETCTBYIOIIHE Pa3Zeibl, B KOTOPBIX OBLIN OTPEJIeNICHbI CTaTyC, COCTaB, IpaBa, 00I3aHHOCTH
OK 1 nops1ok NpoBeeHUs SKCIEPTU3bI IEHHOCTH JOKYMEHTOB.

B ¢ynkumn OK 66110 BKIIIOUEHO ClieayIoIIee:

- IpOBEpKa MPaBUILHOCTH 0(OPMIIEHHS IOKYMEHTOB;

- y4eT JOKYMEHTOB;

- OIpeZieTIeHNs YCIOBUN XpaHEHUS IOKYMEHTOB;

- IpOBepKa KauecTBa (GOPMUPOBAHUS JIET;

- YUeT JIell C JUIUTEIbHBIMU CPOKaMU XpaHEHHS;

- 0TOOp /€1 Ha XpaHEeHHE U YHUUTO)KEHUE;

- ONpeZieJIeHHEe CPOKOB XpaHEHHUs JOKYMEHTOB;

- OmpezieTICHUE NOJTHOTHI COXPAaHHOCTH JJOKYMEHTOB KOMITAaHUH.
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Kakue napymenus 0butn JomymieHsl npu co3ganuu JK ?
Kakwue, Ha Bam B3risi1, GyHKIIMHM HE COOTBETCTBYIOT Ha3HaueHuto DK 1 He BXOIAT B
MOHATHE «3KCIEPTU3A LIEHHOCTU JOKYMEHTOB»?

18. HacTb BXOJAIIMX U UCXOAIINX JOKYMEHTOB OpraHU3alluy MPECTaBlIeHa B
anekTpoHHOU dopme. [Tpu moAroTOBKE €T K IMepeaade B apXuB BCTAJ BONIPOC, B KAKOM BUIE UX
HYXXHO CIaBaTh: B BUJIE JIMCKOB MJIM MEPEBECHHBIX HA OYMaKHYIO OCHOBY TPAIUIIMOHHBIX
JOKYMEHTOB.

CTopoHHUKHU NIEpPEBOJIa TIOKYMEHTOB B TPAJUIIMOHHYIO OyMakHYI0 GopMy
MOTHBHUPOBAJIM CBOIO TOUKY 3PEHHUS TE€M, UTO HE U3BECTHO, 110 Kakoi (opMe J0KHA ObITh
COCTaBJIEHA OIUCH Ha JIEKTPOHHBIE JOKYMEHTBI, U KaK OIPEJCIIUTh CPOK UX XPaHEHUSI.

Kak Ob1 Brl moctynuiiu B 1aHHOM cirydae? MOKHO JIM ONpeAeTUTh CPOKU XPaHEHUSI
TaKHUX JIOKYMEHTOB U (JOpMy OIUCH, 0 KOTOPOM OHU MOTYT OBITh NIEpEaHbl B apXUB?

IIpuMep BapuaHTa TECTOB /ISl KOHTPOJILHOI PadoThI
BapuanT 1

1. [IpaBuna pemonponsBoiucTBa B (helepaibHBIX OpraHax HWCIHOJHUTENBHOW BIACTH |
Meroanyueckne peKOMEHIAIMH 10 pa3paboTke HHCTPYKIHUWA IO JIENONPOU3BOACTBY B (pemepanbHbBIX
OpTaHax MCIIOMHUTEIHHON BIACTH OBUIA MIPUHSATHI B rofy.

Kaxkue n3 nepeuncieHHbIX BOIpocoB MeToanyeckie peKOMEH AN PEKOMEHAYIOT BKIIOYUTH B
WHCTPYKITUIO TIO AETONPON3BOACTBY:

o MpaBHJIa COCTABICHUS U OPOPMIICHUS JIOKYMEHTOB
o MpaBUJIa OPTaHU3aINHU TIOKYMEHTO000pOoTa

o MpaBUJIa PETHCTPAIMH U KOHTPOJIS

o MpaBUJIa XpaHEHUsI TOKYMEHTOB

. IpaBmiia 00pabOTKK AIIEKTPOHHBIX TOKYMEHTOB

. TpaBuiia epeaadn PaKCUMUITBHBIX COOOITEHUI

o MPaBUJIa XPAHEHHSI DJICKTPOHHBIX JIOKYMEHTOB

2. OTMeThTe B CITUCKE TUTIOBBIC HA3BAHHUS CITYXKO JEIOMPOU3BOICTRA:
. Otnen nenonpou3BOJICTBa

° OTtnen nokymMmeHTO060poTa

° VYrpasnenue nenamu

° Kannenspus

J OO6muit otnen

. Perucrparypa

J Cekperapuar

L4 OT,Z[eJ'I KaJIpOB U JCJIOIIPOU3BOACTBA
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3. OTMeThTe B CIOHCKE CTPYKTYPHOE TMOApas3ieieHue, KOTOpoe pa3pabatbiBaeT
WHCTPYKIIO 110 ICTONPOU3BOJICTBY, U TOJKHOCTHOE JIUI0, KOTOPOE YTBEPHKIAET ITOT JOKYMEHT :

e Cayx06a I0OY
e Opunudeckas cinyx0a opraHu3aluu
e KanpoBas ciry:x0a opraHu3aiuu
e Ortnaen Tpyaa U 3apIuiaThl
e PykoBomutens opraHuzanuu
e PykoBomuTenb KOIIETHAILHOTO OpraHa
C Kakoit JaThl HAUMHAET AEUCTBOBATD MHCTPYKITHS. . ..vvvveteeeeeieeeteetaneeteeneenneennennens

4. TlporyMepylTe MpaBUIBHYIO IOCIEAOBATEILHOCTh JEIOIPOU3BOICTBEHHBIX OIMEPAIMH II0
MTOATOTOBKE M 00pa0OTKE UCXOSAIINX JOKYMEHTOB:

o pa3paboTka IMpoeKTa JOKyMEeHTa

o oopmiieHre aapecaTa

o 3aroJioBOK K TEKCTY

o OTIIpaBKa

o oopmITeHHE TPHITOKEHHS

o MPOCTABJICHHE OTMETKH 00 MCIIOIHHUTENE
o BHU3bI COTITACOBAHHUS

o MOJITUCAHUE

o perucrpanus

5. Peructpanuu nojsiexar:

L4 BCC MOCTYINUBIINE U OTHPABJIAEMBIC NOKYMEHTBI

L4 TOJIBKO BHYTPEHHUE JOKYMCHTBI

L TOJIBKO OIICPATUBHBIC U CPOYHBIE JOKYMEHTHI

L TOJIBKO JOKYMEHTBI, ITOCTYIIUBIINE N3 BBIIIECTOAIINX opraHnsauHﬁ 1 OTHPAaBJIAEMBIC UM
L JOKYMEHTHI, Tpe6y}0mne yd€Ta, UCIIOJIHCHUS U UCITI0JIb30BAaHUA B CIIPABOYHBIX LEIAX

KoHTposibHBbIEe BOMPOCHI U 3aJaHUs /sl MPOMEKYTOYHOW aTTeCTAIMH MO HMTOraM OCBOEHUS
JUCHHUILIMHDI:

1. OcoOeHHOCTH CHCTEMBI JIEIOMPON3BO/ICTBA B IIEHTPAIBHEIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. HanpaBnenust u criocoObl pallMoHANIM3aIN IETONPOU3BOICTBA B YUPEXKICHUAX
Poccnu XIX - gau. XX B.

2. HanpasiieHus noMCKa palMoOHANBHBIX (JOpM OpraHu3alyy Aeionpou3BoicTsa B 1920-e
rofbl



34

3. Ponr Hapkomata pabode-KpecThIHCKON MHCTICKITUH B CO3JJaHUHM CHCTEMBI
COBETCKOTO JIEJIONPOM3BO/ICTBA.

4, Haubonee 3naunmbie pa3paboTKu aKIIHOHEPHOTO o01IecTBa «OpreTpoiny,
WHucTuTyTa TeXHUKU yrpaieHus B 1920-e roapl.

o. XapakTtepuctuka 1 3HaueHue «OOIMX IpaBul JOKYMEHTALUU U
nokymeHTooboporta» (1931 r.)

6. IIporpaMMbl COBEPIIICHCTBOBAHMSI JICIONPOU3BOJICTBA, IPUHSTHIC HA MEKOTPACICBBIX
copemanuax 1941, 1960 rr.

7. HampaBiieHHus TEOpETUYECKUX U MPUKIAIHBIX HCCIIEIOBaHU B 001aCTH
COBEpILICHCTBOBaHMSI Jienonpon3BoacTBa B 1970-1980-¢ rompi.

8. TocymapcrBenHOe peryinupoBanue Jenonpousoctsa B 1990-¢ — 2000-e ross

9. HopmaTtuBHO-METOAMYECKHE JOKYMEHTBI MEKOTPACIEBOTO JICHCTBHS, KOTOPBIC
OTIPEIEIISAIOT COBPEMEHHYIO OPIaHU3alMI0 padOThI C JOKYMEHTaMU (HAUMEHOBAHHUE JOKYMEHTAa,
roJl ero pa3paboTKU, KpaTKasi XapaKTepUCTUKa)

10. Opranmzarus ciyx0b1 JIOY. OcHOBHAS 11eITb, 337a4U U (PYHKIIUU CITYKOBI, €e
JIOJ>KHOCTHOM M YMCJIEHHBIN COCTaB.

11. TumoBbie BUABI U CTPYKTYPHI ciIyk0 IOV,

12. JlokanbHbBIE aKThI, PEriaMEHTHPYIOIINE OPraHu3aIUIo JeIonpon3BoicTBa. HasHaueHwme,
coctaB MHGOPMAITUH, TTOPSIOK pa3pabOTKH M YTBEPIKICHHUS.

13. VHCcTpyKIus 10 ACNONPOu3BOACTBY. Ha3HaueHue, CTpYKTypa TEKCTa, MOPSI0K
MTOJITOTOBKH.

14. TlonaTue «J0KyMEeHTOOO0OPOT», MPUHIIUIIBI €r0 OPraHUu3aluU. XapaKTePUCTHKU
JTOKyMEHTO00opoTa

15. Oransl gokymeHTO060pOTa. Onepaiu, KOTOpPbIE BHITIOIHSAIOTCA MPU paboTe ¢
BXOJIUIUMU TIOKYMEHTaMU

16. OTansl fokymMmeHTO060poTa. Onepaliiu, KOTOpbIe BHIIOIHSAIOTCS IpU padoTe ¢
UCXOJSIIUMH IOKyMEHTaMHU

17. Dramnsl I[OKYMCHTOO6OPOT3.. onepanuun, KOTOPbIC BBIIIOJIHAKTCA C BHYTPCHHUMU
AOKYMCHTaMH

18. Perucrpanus 10KyMeHTOB, ee Ha3HaueHue. [IpaBuia peructpanuu JOKYMEHTOB.
XapakTeprucTHKa COBPEMEHHBIX PETUCTPAMOHHBIX (POpM, cocTaB MH(POPMAIMK U TIOPSIOK UX
3aII0JHEHHUS.

19. lonsTUs «perucTpanus JOKyMEHTOBY, «UHIEKCUPOBAHUE JTOKYMEHTOB.
3HayeHue U npasuiia GOPMHUPOBAHUS UHIEKCOB

20. 3naueHue KOHTPOJIA 3a CPOKaMH UCIIOJIHCHHUA JOKYMCHTOB B alIapare
YIIpaBJICHUA. Tpe60BaHI/I}I K OpraHu3alnv KOHTPOJIA UCIIOJIHCHUA JOKYMCHTOB B
ACIIOMMPOU3BOACTBE. 38.,[13.‘-11/1 KOHTpOHBHOﬁ ACATCIIbHOCTH.
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21. Cpoku UCTIONHEHHS JOKYMEHTOB. TeXHOJIOTHSI KOHTPOJIS 32 CPOKAMH MCTIOJTHEHUS
JOKYMEHTOB.

22. 3akoHOJaTesIbHasl PErJIaMeHTalNs 1 METOIMUECKOe 00eCIeYeHne OpraHu3auu
XpaHeHHs T0KyMeHTOB B Poccuiickoit denepanun.

23. Opranu3zanus TeKyIero XpaHeHus JOKyMEHTOB B JICTIONIPOU3BOJICTBE
OpraHu3anuu 1 00ecre4eHne uX COXpaHHOCTU

24. HomeHkartypa Jie1, ee Ha3HaueHHe B JAEJOMPOU3BOICTBE. BUIpl HOMEHKIATYp
nen, ux ocodeHHocTu. TpeOboBaHUs K HOMEHKIIAType Jel, UX 3aKperieHue B HOpMaTUBHO -
METOAUYECKUX JOKYMEHTaX MEXOTPACIEBOr0 JEHCTBHUS.

25. Meromka cocTaBIIeHHs] HOMEHKIATYpHI 1ell. [lopsimok odopmitenus,
COTJIACOBAHUS U YTBEPKJICHUS HOMEHKIIATYPHI JEII.

26. [TpaBwia opMHUpOBaHHS B JIe)Ia JOKYMEHTOB Pa3IMYHBIX BHJIOB. [IpUHITUIIBI
CHUCTEMaTU3allMHd TOKYMEHTOB BHYTPH JEI.

27.TlonsiTHe ‘“OKCcmepTH3a HEHHOCTH JOKYMEHTOB”. HopmaTtuBHO-MeTOAMYEeCKHe
1 TEOPETHUYECKHE OCHOBBI IPOBEJICHUS dKCIEPTU3bl. [IpUHIMIIBI U KpUTEPUN SKCIIEPTU3BI
LIEHHOCTU JJOKYMEHTOB.

28. Opranuzaiius paOOTHI 110 IPOBEACHUIO KCIIEPTU3bI IIEHHOCTH JTOKYMEHTOB.
JIOKYMEHTHPOBAHUE JEATEITbHOCTH YKCIIEPTHON KOMHCCHH U OQOPMIICHUE €€ PE3yIbTATOB.

29. Haznauenue onmicu nen. Buasr onuceit. I[lpaBuna cocraBnenus u ohopmiieHHE
OIIHCH JIeJT CTPYKTYPHOTO TOAPa3ACICHHUS.

30. Omeparuu 1o MOArOTOBKE JOKYMEHTOB K Iiepeaye B apXUB OpraHH3al|H.

31. OcHoBHble TpeOoBaHUS K 0(GOPMIICHHIO €] MPU UX MOATOTOBKE Ui MEpe/laul B
apxuB opraHuzanuu. YactuyHoe u noiaHoe oGpopmiieHuE.

6. YueOHO-MeTOAUYeCKOEe U MH(OPMAIIMOHHOE 00ecTiedyeHre JUCIUILTHHbI
6.1. CnuCcOK HCTOYHHMKOB M JIUTEPATYPbI
Hcrounuku

@enepanbHbiii 3akoH oT 22.10.2004 Ne 125-03 «O06 apxuBHOM nene B Poccuiickoit
@eneparun»  //  [DnexTpoHHBli  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

®enepanbublil 3akoH oT 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHUs! oOparieHui
rpaxnaad Poccuiickoit denepanuny»// [Inexrponnslii pecype]. — M., 2019. — Pexum nocryma:
https://base.garant.ru/12146661/.

[Tocranosnenue IIpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkaenuun [Ipasuin

ACIIONMPONU3BOACTBA B (I)C,E[epaJ'IBHBIX opraHax HCIOJIHUTEIBHON BIIACTHY// [3J’ICKTp0HHBII>i


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
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pecypcl]. — M., 2019. — Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

[loctanosnenue IlpaBurenscrBa PO ot 25.12.2014 Ne 1494 “O6 yrBepxkaeHUU NpaBUI
oOMeHa JOKyMEHTaMH B OJIEKTPOHHOM BHAE TpU OpraHu3aimuv  HWHHOPMAIMOHHOTO

B3aumozencteus”’//  [DnexkTpoHHbii  pecypc]. — M., 2019. — Pexum jgocryna:
https://base.garant.ru/70832680/

Meroandeckue peKOMEHIAIMU IO pa3pad0TKe HHCTPYKLIMM TO JEIONPOU3BOJCTBY B
(denepanbHBIX OpraHax HCIOJHUTENIBHOMN BIIACTH, YTBEpXkACHHbIE Ipuka3zoMm Pocapxusa ot 23
nexkadbpss 2009 Ne 76 // [DOnexrponnbiii pecypc]. — M., 2019. — Pexum pocryna:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/

[IpumepHast UHCTPYKITHUS 10 JIETONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPTaHU3AINAX, YTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexrponHslii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Ipukaz MunkynasTypsl Poccunm ot 31.03.2015 Ne 526 «OO6 yTBepXAE€HHUU NpPaBUI
opraHu3alvi XpaHCHUA, KOMINJICKTOBAaHHUA, Y4€Ta W HCIIOJbB30BaHUA JOKYMCHTOB ApXI/IBHOFO
donna Poccuiickoit denepanuy U Apyrux apXuBHBIX JOKYMEHTOB B OpPraHax TOCyIapCTBEHHOU
BJIACTH, OpraHax MECTHOTO CaMOYIIPaBICHHUS U opranusanusax» // [DaekTponHslii pecypc]. — M.,
2019. — Pexxum mocryna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P UCO 15489-1-2007 Cucrema ctaHaapToB M0 HHPOPMAIMH, OMOIUOTEIHOMY U
M3aTeNbCKOMY Jieny. YrpaBieHue aokymeHtamu. OOmmue TpeOoBaHus. // [DIeKTpOHHBIN
pecypc]. - M., 2019. Pexum JIOCTyTA:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [denonpou3BOJACTBO M apXUMBHOE J€710. TepMUHBI U ONPEICTCHHUS. -
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JoCTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JlonoHUTe/IbHbIE HCTOYHUKHU

[Ipodeccuonanbupiit  cranmapt  «CneuuamsucT MO OPraHM3allMOHHOMY U
JOKYMEHTAI[HOHHOMY OOECTIeUeHHUIO YIpPaBIEHUS OpraHu3alMen», YTBEP)KIECHHBIH MPUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276wn // [DnextponHslii pecype]. — M., 2019. — Pexum
nocryma: https://base.garant.ru/71064518/.

[Mpodeccronanbupiii  cranmapt «ChoenuaaucT MO  YOPaBIEHUIO JTOKyMEHTaluen

opraHusanun», YTBCp)KIlCHHHﬁ IIpUKa3oM MI/IHI/ICTepCTBa Tpyda U COIIMAJIbHON 3alllMThI


http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/71064518/
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Poccuiickoit ®@enepanuu ot 10.05.2017 Ne 4161 // [DnexkrponHsiii pecype]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeyeHb THIMOBBIX YIPABJIEHYECKUX AaPXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B
IIpOLIECCE AEATEIBHOCTH T'OCYJApPCTBEHHBIX OPIaHOB, OPraHOB MECTHOIO CAMOYIPABJICHUS W
OpraHu3aluii, C YKa3aHHEM CpPOKOB XPaHEHUs, YTBEPKACHHBIM IpHUKa3oM MuUHHCTEpPCTBA
KynsTypbl PO ot 25.08.2010 Ne 558 (B meiicts. pen.) // [Dnextponnsiit pecypc]. — M., 2019. —
Pexum nocryna: https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

Jlureparypa

brikoBa T.A. JlokymeHTanmoHHOe oOecliedeHHue  yOpaBlIeHHs  (JeTOTPOU3BOJICTBO)
[DmexTpoHHEIH pecypc]; yaebnoe mocobue/ T.A. brikoa, T.B. Ky3Henosa. -2-¢ 3. mepepad. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTyTA!
http://znanium.com/go.php?id=942800/

Bbo6rineBa M.II. HekoTopbie 0cOOEHHOCTH COBpEMEHHOTO JOKyMeHToobopoTa // Becthuk PITY.
2015. Ne2.  [OnexktponHwii  pecypc]. — M., 2019. - Pexum  moctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HexkoTopwix mpobnemax cdepbl ympaBiaeHUs TOKyMEHTamMH B Poccuiickoi
Oenepannn // Bectauk PITY. 2014. Ne2. [DOnektponHslii pecypc]. — M., 2019. — Pexum
nocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. IlepeyeHb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHHUKANIMOHHON  CceTH

«AHTepHeT»

HpaBOBBIe 0a3bl JaHHBIX: WWW.consultant.ru, www.garant.ru.

7. MarepuajibHO-TeXHHYECKOe o0ecreyeHne JMCHMILINHBI (MOLYJIs1)

B kauecTBe MaTepuaNbHO-TEXHUYECKOTO OOeCnedeHus JUCHMILIMHBI YKa3bIBaeTCs
HeoOxomuMoe s OOydeHHs JHMIIEH3MOHHOE TMporpaMMHOE oOecreueHue, o0opynoBaHue,
JIEMOHCTPAIIOHHBIE MPUOOPHI, MYIbTUMEIUNWHBIE CpPEACTBa, y4ueOHBbIE (PUIBMBI, TPEHAKEPHI,
KapThl, TJIAKaThl, HATJIATHBIE TOCOOUs; TpeOOBaHUSA K ayIUTOPHUSIM — KOMIBIOTEPHBIE KIIACCHI,
aKaJeMHUYeCKre WIH CIIeUaTbHO 000PYA0BAHHbIE AYAUTOPHUH U Ja00paTOpUu, HAIMYHE TOCKU U
T.II.

Cocra nporpammHuoro odecneuenusi (I10), coBpeMeHHBIX Mpo(eccHOHAIBLHBIX 0a3

nanubix (B/I) u ungpopmannonno-cnpaounbie cuctem (MCC) (2016 r.)

1. Hepeuens 1O


https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
http://www.consultant.ru/
http://www.garant.ru/
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Nent Haumenosanue [10 [IpousBoaurens Crnoco6
/m pacrpocTpaHeHHs
(Jlulx;eHS’uOHHoe uiu
c60000HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JIUIIEH3HOHHOE
2 Microsoft Office 2010 Microsoft JIUIIEH3HOHHOE
3 Windows 7 Pro Microsoft JIULIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CcBOOOIHO
pacupocCTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft cBOOOTHO
pacupoCTpaHsieMoe
6 SPSS Statisctics 22 IBM JIULIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIUIIEH3HOHHOE
8 SPSS Statisctics 25 IBM JIULIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE
10 | OC «AnbpT OOpazoBanue» 8 00O «bazanst CIIO | nureH3noHHOE
11 | Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE
12 | Windows 10 Pro Microsoft JIULIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JMIIEH3HOHHOE
14 | Microsoft Office 2016 Microsoft JIUIEH3UOHHOE
15 | Visual Studio 2019 Microsoft JIUIEH3UOHHOE
16 | Adobe Creative Cloud Adobe JIUIEH3HOHHOE
. Ilepeuens B/{ u UCC
Nenr HanmMmeHoBaHUE
/i
1 | Mexnaynapoansie peepaTuBHbIC HayKoMeTpuueckue bJl, nocTynHple B paMkax
HalMoOHAJILHOM noanucku B 2019 r.
Web of Science
Scopus
2 | [Ipodeccuonanbubie noaHoTekcToBBIe B/I, MOCTymHBIE B paMKaxX HAIMOHATBHOM
noamucky B 2019 r.
XKypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypuaner Taylor and Francis
3 | [IpodeccronanbHble MONHOTEKCTOBBIE B /]
JSTOR
I/I3)laHI/I$I 10 O6H_ICCTBCHHBIM U T'YMaHUTApHbBIM HayKaM
OnekrponHas oubimoreka Grebennikon.ru
4 KOMHLIOTepHLIC CIIPAaBOYHBIC IIPABOBLIC CUCTCMBbI
Koncynsranrt [1roc,
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| | I"apant

8. OO0ecneyenue o00pa3oBaTEJbHOr0 mpomecca sl JHUI € OrpaHNYeHHBIMH

BO3MOKHOCTAIMHU 3/10POBbA U HHBAJINI0OB

B X0A¢ peam3alnu JUCHUITIIMHBI UCIIOJIB3YIOTCA CICAYIOINEC JOITOJTHUTCIBHBIC
METO/IbI O6y‘-I€HI/I$[, TCKYHIETO KOHTPOJIA YCIICBAEMOCTH U HpOMC)KYTOqHOﬁ aTTrecranuu

O6yanOHII/IXC$I B 3aBUCHUMOCTHU OT UX UHAUBHUAYAJIbHBIX 0COOCHHOCTEH:

° IUTSL CIIETBIX U CIIA00BUISIIAX:

- JeKmuu o(QOPMIISIIOTCS B BHUJIE SJEKTPOHHOTO JOKYMEHTA, JIOCTYIMHOTO C TIOMOIIBIO
KOMIIBIOTEPA CO CIECIHAIM3UPOBAHHBIM ITPOTPAMMHBIM 00ECIIEUCHUEM

- TIMCbMEHHBIC 3aJaHUsl BBITIOJHSIIOTCS HA KOMITBIOTEPE CO CHEIHATM3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CTIIeYeHUEM, UJITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecreunBaeTCs MHIMBUIYAIBHOE paBHOMEpHOE ocBemenrne He Mmenee 300 Jrokc;

- JUIA BBITIOJTHEHUS 3aJaHMsl TPU HEOOXOIMMOCTH TPEIOCTaBISCTCS YBEIUYHBAIOIICE
YCTPOUCTBO; BO3MOYKHO TaK)K€ UCIIOIh30BaHNE COOCTBEHHBIX YBEIIMUMUBAIOIIUX YCTPOUCTB;

- TUChMEHHBIE 3a7]aHusT 0(OPMIIIIOTCS YBEITMYEHHBIM MIPU(PTOM;

- DK3aM€H W 3a4€T MPOBOJATCS B YCTHOW (hOpME WIIM BBIMOJHSIIOTCS B NMHCHMEHHOM
(dhopme Ha KOMIIBIOTEpE.

° JUTSI TITYXUX M CJIA00CITBIIIAIINX:

- JIEKIUU OQOPMIISIOTCS B BHUJE JJIGKTPOHHOTO JOKYMEHTa, JHOO IPEI0CTaBIIsCTCS
3BYKOYCHUJIMBAIOIIAs anmapaTrypa HHANBUYyaJIbHOTO MMOJIb30BaHHUS;

- MUCbMEHHBIE 3aJJaHUs BBITIOJHAIOTCS Ha KOMITBIOTEPE B TUCBMEHHOH (hopMme;

- 9K3aMEH MW 3a4€T NPOBOJATCS B IUCBMEHHOW (opMe Ha KOMIIBIOTEpPE; BO3MOXKHO
poBeAcHUE B (POPME TECTHPOBAHHUS.

° JUISL JIUI] C HapYIIEHUSAMH OMOPHO-/IBUTATENILHOTO allapara:

- JeKuuu O(OPMISIOTCS B BHJIE JJCKTPOHHOTO JOKYMEHTA, JOCTYIMHOTO C MOMOIIBIO
KOMITBIOTEpA CO CHEIHATU3UPOBAHHBIM MPOTPAMMHBIM 00eCTIeUeHUEM;

- TMCbMEHHbIC 33JaHUsl BBIMIOJHSIOTCA Ha KOMIIBIOTEPE CO CHEIUAIN3UPOBAHHBIM
MIPOrPaMMHBIM 00eCTIeUeHUEM;

- DK3aMeH M 3a4€T MPOBOJATCS B YCTHOU (hOpMe WM BBHITIOJNHSIOTCS B MHCHMEHHOM
(opMme Ha KOMITBIOTEPE.

HpI/I HCO6XO,Z[I/IMOCTI/I npeaycMarpmuBacTCda yBCIIMYCHUC BPCMCHU U1 TIOATOTOBKH OTBCTA.
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[Ipouenypa  mpoBeAEeHUS  HPOMEXKYTOUHOM  arTecTaluu Ui OOydYaroUIMXCs
yCTAQHABIMBAeTCI C Y4E€TOM UX HHIUBHUAYAIbHBIX ICUXO(PU3MUYECKUX OCOOCHHOCTEM.
[IpomexyTouHas arrecTalusi MOXKET IPOBOANUTHCS B HECKOJIBKO 3TaIoB.

[Ipu mpoBeneHNH MPOLEAYPHl OLEHUBAHUS PE3YIBTATOB OOYUYECHHUs NMPEAyCMAaTPHBACTCS
HCIOJIb30BAHUE TEXHUYECKUX CpEICTB, HEOOXOIUMMBIX B CBSI3M C HHIUBUAYaJIbHBIMU
0COOEHHOCTSAMHU O0YyYaromuXxcsi. ITH CPEACTBA MOTYT OBITH MPENOCTABICHBl YHHBEPCHTETOM,
WM MOTYT MCTIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenne mpoLeAypbl OLEHUBAHUS pe3ylbTaToB OOy4YeHHsS JOIMYCKAeTcsl C
HCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOT .

ObecrnieunBaeTcst 10CTyll K MHPOPMAIIMOHHBIM U OnbInorpauyeckuM pecypcaM B CETH
WnTtepHer nns kaxjaoro oOywatomierocss B ¢GopMax, aJalTUPOBAHHBIX K OTPAHMUYEHHUSM HX
3/10pPOBbSI U BOCTIPUATHUS HHPOPMAIIH:

® ISl CIIENBIX U C1a00BUISIINX:

- B MeyaTHO! (hopMe yBETMUEHHBIM HIPUPTOM;

- B (hopMe 2IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

® Ul TIYXHUX U CIa00CTBIIIANINX:

- B IeyaTHou popme;

- B (hopMe 2IEKTPOHHOTO IOKYMEHTA.

e JyIs 00yYaroIKXcs ¢ HAPYIICHUIMHU OIIOPHO-BUTaTEeILHOIO anmapara:

- B IeyaTHou popme;

- B (hopMe 3IeKTPOHHOTO IOKYMEHTA;

- B popme ayauodaiina.

VYuebHble ayAUTOpUHM sl BCEX BHUJIAOB KOHTAKTHOW M CaMOCTOSTENIBHOW paloOTHI,
Hay4yHas OuOIMOTEeKa M MHbIE MOMEIIEeHHs s OOydeHHMs OCHAIlEHbl CIEHUAIbHBIM
000pyZI0BaHUEM U y4EOHBIMU MECTAMH C TEXHUUECKUMH CPEJICTBAMU O0yUEHHUS:

® IS CIIETBIX U CI1a00BUIAIINX:

- YCTPOMCTBOM JUIsl CKaHMpOBaHUs U uTeHus ¢ kamepoid SARA CE;
- nucruieeM bpaiins PAC Mate 20;
- npuHTepoM bpaitng EmBraille ViewPlus;

® Ui TIYXUX U CIa00CTBIIIAINX:

- aBTOMAaTH3UPOBAHHBIM pPAOOYUM MECTOM Uil JIIOAEH C HapylleHHeM ciyxa |
C1a00CIBIIIAIINX;

- aKYCTI/IquKI/Iﬁ YCUIIUTCJIb U KOJIOHKH,
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e I 00yYaIOMUXCs ¢ HAPYIICHUSMHU OMOPHO-ABUTaTEILHOTO anmapara:
- IEpEABM>KHBIMU, PETYIUPYEMBIMH 3proHoMHueckuMu napramu CHU-1;

- KOMHBIOTCpHOfI TEXHUKOM CO CriCcquaJIbHBIM IIPpOrpaMMHBIM obecrieueHrueM.

9. Meroauveckue MaTepuaJbl

9.1. Inanbl NIPAKTHYECKUX 3AHATHI

Iliianpl NPaKTHYECKHUX 3aHSITHIA. MeTonuyeckue YyKa3aHusi 1O OpPraHU3alUM ¥
NPOBEIEHU IO

Br16op Tem npakTuyecKkux 3aHATHIA 00YyCIIOBIEH OOIMIMM COAEpKaHUEM Kypca U HalleleH
Ha yriyOJeHHO€ W3Y4EHHUE €ro OT/IENbHBIX Pa3eoB.

[InaH mpakTUYeCKMX 3aHATUN BKIHOYAeT JBa paszgena: "OpraHus3anus U TEXHOJIOTHS
JIEJTOTPOU3BOJICTBA B  YUPEKACHUSAX JOpeBOMONMOHHOW Poccun" wu  "Opranuzanus 51
TEXHOJIOTHSI COBPEMEHHOTO JIEJIONPOU3BOICTBA" .

Ilenp npakTUUeCKUX 3aHITUN - 3aKpEIIEHUE CTYyJAEHTAMH TEOPETUUYECKUX 3HAHUM JIEKIIMOHHOTO
Kypca # (opMupoBaHue MPAaKTUYECKUX HABBIKOB OpTaHW3aIlMA  COBPEMEHHOH  CITY)KOBI
JIEIONPON3BOJICTBA, TPHUEMOB W METOIOB TEXHOJOTHU PabOTHI C JOKYMEHTAMH B YIIPaBJICHYECKOM
armapare.

B pesynpTare BEIONTHEHNS Ta00PATOPHBIX 3aHATUH CTYIEHTHI JOJDKHBI

3HATh:

o XapaKTepHbIE OCOOCHHOCTH OpraHM3aluu paboThl C JOKYMEHTaMH B YUPEXKACHUIX
Poccun B pasmudHbIe MCTOPUYECKHE TMEPUOMABI, B3aWMOCBS3b JTHX IIPOIECCOB C TOCYJAapCTBEHHBIM
amnmapaToM yIpaBIIeHUS;

. COBpEMEHHbIC TpeOOBaHUS K JOKYMEHTAlIOHHOMY OOCCIEUEHHMIO YIIPABICHUA B
YUpexXACHUIX U opranuzanusax Poccuiickoit @enepanuu;

. MIPUHLUIIBI OPTaHU3AMN JOKYMEHTALIOHHOTO 00€ecIIedeH s yIpaBiIeHus;

YMETb!

. OPraHU30BbIBATH CIYXObl JOKyMEHTALIMOHHOT'O 00ECIICUeHNs YIIPABICHNUS;

J pa3pabaTbiBaTh JIOKaJbHbIE HOPMAaTHBHBIE AaKTbl W  HOPMAaTHBHO-METOIUYECKHE

JOKYMEHTHI (IIOJOXKEHHUs, HMHCTPYKUMH M T.JA.) MO BEICHUIO JOKYMEHTALMOHHOIO O0ecHedeHHs
yIpaBIeHUS

J BBITIOJIHATH KIIFOUEBBIE TEXHOJOIMUYECKHE ONEpally B paboTe C JOKYMEHTaMH;

BJIQJIETh:

J MpaBUJIAMHU OPTaHM3aIlUK BCEX 3TAIIOB PA0OTHI C JOKYMEHTAMU;

J METOAaMH TMPOBEICHHs aHAIW3a OpPraHM3allKd JOKYMEHTALIOHHOTO oOecredeHus
yIIpaBJICHHUS;

L4 MCTOJaMU ONTUMHU3AINU JOKYMCHTAIIMOHHBIX ITPOLECCCOB.
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HOI[FOTOBKa K IMPAKTUYCCKUM 3aHATHAM OCHOBAaHa Ha CaMOCTOSTCIILHOM pa60Te CTYACHTOB I10
HU3YUYCHHIO JICKHMOHHOI'O KypCa, HICTOYHUKOB U JIMTECPATYPbl, PCKOMCHJOBAHHBIX K KAXKIOMY 3aHATHIO.

PA3EJ 1. OPTAHU3ALIMSI JEJIOIPONU3BOJCTBA B YUPEKIEHUSIX
JTOPEBOJIIOIIMOHHOM POCCHUHA

1.1. [lenompousBoicTBO B yupexaeHusx Pycckoro rocyaapcrsa X VI-XVII BB.
1.2.  JlenompousBojcTBO B yupexaeHusx Poccun XVIII B.

1.3. JlenonpousBoiacTBO B yupexkaeHnsax XIX - Hau. XX B.

PA3JIEJI 2. OPTAHU3ALIUS COBPEMEHHOI'O JEJOITPOU3BOJCTBA

2.1.  Opraamzamnus cIy»O0bI JeTOIPON3BOCTBA
2.2. Opraamzanys J0KyMEHTO000poTa

2.3. Perucrpamnms T0KyMEHTOB.

2.4. HomenkiaTtypa nemn

2.5. IloaroToBKa JOKYMEHTOB K MOCIEAYIONIEMY XPAHEHUIO U HCIIOJIb30BaHHIO
2.6. CocraBiieHe HHCTPYKIIAH I10 IETIOMPON3BOACTBY

PA3JIEJ 1. OPTAHU3AIMS IEJIOITPOM3BOJCTBA B YUPEK/IEHUS
JTOPEBOJTIOLIMOHHOI POCCUM

Tema 1.1. [lesionpousBoacTso B yupe:xxaeHusix Pycckoro rocygapersa XVI-XVII BB.

(4 gaca)

3AJAHMS

1. U3yunuts Cynebuux 1550 r. u CobopHoe ynoxkenue 1649 r. 1o 3Tum akTam BBISIBUTD:

* CTPYKTYPY OPTaHOB rOCYAapCTBEHHOI'O YIPABJICHUS;

* COCTaB U JIOJDKHOCTHBIE 00S3aHHOCTH "'CITY KHITBIX JIFOISH .

* HaIpaBJIEHUs perjiaMeHTaluy paboThl ¢ JOKYMEHTaMH.

2. I3y4unThb cxeMy OpraHU3allH HCIIOJTHEHNS JOKYMEHTOB B IPUKa3HOM JEIONPOU3BOCTBE.

3. [Ipoananu3upoBaTh NEPBUUHBIA KOMIUIEKC TOKYMEHTOB (Ha IIpUMeEpe Jiefia 10 4eT00MTHON
Sxosa Ulernnosa B [loMecTHOM npuKase) U YSCHUTH MOPSIOK POPMUPOBAHMS AEa.
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YKA3AHNMA 110 BBITTOJIHEHUIO 3AI[AHHI>1

1. WMsyumre Cynebnuk 1550 r., CobopHoe ynoxenue 1649 r. u ysacHUTE ClIeayromiee:
* COCTaB JHI] "BEPIIUBIINX CYA" U JTOKYMEHTUPOBABIINX JIEITEIBHOCTD CY/Ia;

* MOPSIJIOK [T0IaYH, PACCMOTPEHUS U UCIIOJHEHHSI YeTIOOUTHBIX;

* MOPSJIOK BEJICHUS PErUCTPAMOHHBIX (hOpM 1 "CyIHBIX aen";

* OTBETCTBEHHOCTH 32 MOJJIENIKY JOKYMEHTOB U HETOOPOCOBECTHOE OTHOIIEHHE K JOKHOCTHBIM
00513aHHOCTSIM.

2. PaCCMOTpI/ITe CXEMY IMPOXOXKIACHUA U UCIIOJTHCHUA JOKYMCHTOB B IIpHUKa3ax U cnenaﬁTe BBIBOJ]
0 COCTaB€ TECXHOJIOI'MYECCKUX onepaum‘/i C IOKYMCHTaMH, IPUMCHABIIUXCS B HpHKaSHOﬁ CUCTEMCE
ACIOIMpOn3BOACTBA.

3. O3HakombTech ¢ AenoM [lomecTHOro nprkasa mo yeaodutHoit Axosa llerunosa u
COIIOCTaBbTE MOCIIEN0BATEILBHOCTh PACCMOTPEHUS 1 PEIICHHUs BOIIPOCa M TIOCIIEA0BATEIbHOCT
pacIoNoXeHUs TOKyMEeHTOB B jiene. Onpenenute KpaiHHUe ATl iena 1 0COOCHHOCTH
JIOKYMEHTUPOBAHU.

KOHTPOJIBHBIE BOITPOCHI
1. [lepeuncnure 0COOEHHOCTH CUCTEMBI JIETONPOU3BOICTBA B IEHTPAILHBIX YUPEKICHUIX
Poccun XVI-XVII BB.

2. Ha30BuTE 3aKOHOIATEIHHO PEriaMeHTHPOBAHHBIC 00S3aHHOCTH "CITYKHIIBIX JTIOeH" B paboTe
C IOKYMCHTaMH.

3. Kakue omneparuu B pabote ¢ JOKyMeHTaMu cOpPMUPOBATIHICH B IPHKAZHOM
JIEIONPON3BOICTBE?

4. JlaiiTe xapaKTepuUCTHKY CTOIOIIOBON (hOPMBI JEMOMPOU3BOJCTBA KAK TEXHUKU
JOKYMEHTHPOBaHUS U (POPMUPOBAHHS JICIT.

5. Korya 6bl1a BBeieHa 1 KOrjia OblIa OTMEHEHa cTON60Bas (hopMa AeNOMpPON3BOICTBA?

NCTOUYHUKU U JIMTEPATYPA

boikoBa T.A. JlokymeHTauuoHHOe oOecredyeHue  yhpaBieHHus  (IeTOIMpPOU3BOICTBO)
[DnexkTpoHHBIH pecypc]; yuebnoe nocodbue/ T.A. boikoBa, T.B. Ky3neuosa. -2-e u3n. nepepad. u
JIOII. — Mocksa: HNudpa-M, 2018. -304 C. — Pexum JOCTyHa:
http://znanium.com/go.php?id=942800/

Tema 1.2. Jlesompou3BoactBo B yupexaenusx Poccun XVIII B. ( 4 gaca)

3AJJAHUA
1. Uzyunrp IenepanbHblii permameHT 1720 T. W BBIIBUTH OCHOBHBIE TpeOOBaHHS K
OpraHU3alMy JIeJIOMPOU3BOJICTBA B KOJUIETUSAX U AOJKHOCTHBIE 00S3aHHOCTH KaHUEISPCKUX CITyKaIIuX.

2. I/I3y‘-II/ITB CXCMY HUCIOJHCHUA NTOKYMCHTOB B KOJUICTHUAX.

3. Wsyuuts "Yupexnenue s ynpasieHuss ryoepHui" 1775 ., BBISIBUTH OCHOBHBIE


http://znanium.com/go.php?id=942800/
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Tpe60BaHI/I$I K Oopranu3anuu ACIOMNPOU3BOACTBA B MCCTHBIX YUYPCKACHUAX U JOJIDKHOCTHBIC 00513aHHOCTH
KaHICIIAPCKUX CITyXKalluX.

4, I/I3y‘~II/ITI) CXEMY HCIOJHCHUA JOKYMCHTOB B MECTHBIX YUPCKIACHUAX.

5. Tlpoananu3upoBath Jeio, CHOPMUPOBAHHOE B MECTHBIX YUPEKICHUAX.

YKA3AHMUS 10 BBITIOJIHEHHWIO 3AJIAHMIA
1. U3zyuus "['enepanpHbiii pernamedt 1720 r., yacHUTE cienyrolee:

1.1. CTPYKTYPY KOJUIETUH;

1.2.  JOKHOCTHOM COCTaB KaHIENAPCKHUX CITYKAIIHX;

1.3.  00s3aHHOCTH KaHUENSAPCKUX CITYKaIIUX;

14. MOPSAJIOK IIOJIy4EHHUS JOKYMEHTOB B KOJUIETUSIX;

15. MOPSJIOK PACCMOTPEHUS IOKYMEHTOB B KOJUIETHSIX;

1.6.  opraHu3anys U TEXHOJOTHS PETHCTPAIIUH JOKYMEHTOB;

1.7. [TOCTPOCHUE CITPABOYHO-UH(POPMAIIMOHHOIO amapara;

1.8.  CcpOKM HCIOJIHEHUS JIOKYMEHTOB;

1.9.  opraHuzanuio XpaHEHUs JTOKYMEHTOB B KOJUICTHSIX.

2. W3yunrte cxemy UCTHIONHEHUS JOKYMEHTOB B KOJUJICTHSIX U BBISIBHTE COCTAaB

JICTIOTIPOM3BOICTBEHHBIX OIEPAIIUA.
3. Wzyuus "OO1iee ryoepHckoe yupexaenue "' 1775 r., onpeaenure:

3.1.  cTpyKTypy KaHLEISpUH, TODKHOCTHOM COCTAaB KaHIEMAPCKUX CIYKaIlUX, UX
0053aHHOCTH B paboTe C TOKyMEHTaMHU;

3.2.  TexHONOTHIO PabOTHI C TOKYMECHTAMH:
3.2.1. mopsAAoOK MepBUYHON 00pabOTKM TOCTYNUBIIMX JTOKYMEHTOB;

3.2.2.  TeXHOJIOTHUs PEruCTpaIy JOKYMEHTOB: IPUMEHSIEMbIC PErUCTPAIIHOHHBIE (DOPMBI, UX
Ha3Ha4YeHHE W COCTaB WH(OPMAIINH;

3.2.3. TIOpSAIOK pacCMOTPEHUS JOKYMEHTOB;

3.2.4. TIOpSAIOK UCIIOTHEHHS TOKYMEHTOB;

3.2.5. TexXHOIIOTHIO KOHTPOIS 332 UCTIOTHEHUEM TIOKYMEHTOB;

3.2.6. TIOpSAIOK OTTIPaBKH JOKYMEHTOB;

3.2.7. oOpraHM3alHIO XpaHEHHUs JOKYMEHTOB B MECTHBIX YUPESIKICHHUSX.

4, I/I3y‘II/ITe CXEMY HUCIOJHCHUA JOKYMCHTOB B MECTHLIX YUPCKACHUAX U BbIIBUTC COCTAB
ACITOIMPON3BOACTBECHHBIX OHepaHHﬁ.

5. Paccmorpure nena mectHbIX yupexaennii X VI B., oOpaTuTe BHUMaHNe HA O OpMIIEHUE
00JIOKKH Jiena, COCTaB JOKYMEHTOB JIeNia, [TOCIe0BATENIbHOCTD UX PACIONIOKEHHS, HOPSIOK U CPOKU
paccMOTpeHUs TOKYMEHTOB, YSICHUTE IPUHIMITEI ()OPMUPOBAHHUS AEII.

KOHTPOJIBHBIE BOITPOCHI
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1. CpaBHUTE cHCTEMY IPUKA3HOTO U KOJUIEKCKOTO JeTIONPOU3BOCTBA, OOBICHUTE Hanboee
XapaKTepHbIE OTINYHMSL.

2. [lepeuncnute HOBBIC ENONPOU3BOJICTBEHHBIC ONepaliy, BO3HUKIIME B yupexaeHusx XVIII

3. Ilepeuncnure 00S3aHHOCTH JCIOMPOU3BOICTBEHHON CIIYXKOBI 10 MOJrOTOBKE TOKYMEHTOB K
apXUBHOMY XpaHeHuto (1o 3akoHy 1775 1.).

4. Ha3oBuTe 3aKOHOAATENBHBIN aKT, KOTOPBIM BIIEPBBIE OBLT OMPEETIeH CPOK XPaHCHHS
JOKYMEHTOB B TEKYIIEM JIEIONPON3BOICTBE (JI0 cJaul JOKYMEHTOB B apXUB).

5. Hazosute XapaKTCPHBIC Y€PThbl CUCTEMBI PETUCTPALIUN JOKYMCHTOB B KOJIJICTUAX.

NCTOUYHUKU U JIMTEPATYPA

brikoBa T.A. JlokymeHTanmoHHOe oOecriedeHHue  ympaBiIeHHs  (JeTOTPOU3BOJICTBO)
[DmexTpoHHEIH pecypc]; yaeObHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ 3. nmepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JIOCTyTA:
http://znanium.com/go.php?id=942800/

Tema 1.3. Jeaonpouspoactso B yupeskaenusax XIX - nau. XX B. (6 gacos)

SAJAHUMA

1. M3yuuts "OOGiuee yupexaenne MuauctepcTB” 1811 r. U yICHUTH OCHOBHBIE TPEOOBaHMS K
OpraHU3aIliy JIEOMPON3BOJICTBA B IICHTPAJIBHBIX YUPEKICHUAX, a TAKXKE JJOIDKHOCTHBIC 00S3aHHOCTH
KaHIENSAPCKAX YNHOBHHUKOB.

2. [Ipoananmms3upoBaTh 0COOEHHOCTH (HOPMHUPOBAHUS e B yupexaeHnax XIX - Haa. XX B.

3. Uzyuaurts "[lomoxkeHne 0 MICEMOBOJICTBE H JIETONPOU3BOCTBE B BOeHHOM Bemomcte" 1911 1.
Y BBISIBUTH OCHOBHBIC HAIIPABIICHUS PALIOHAIN3AINH JETOIPOM3BOACTBA.

4. M3yunthb cxeMmy ncnoidHeHus MokyMeHToB B Kannensapun [loneunTens MOCKOBCKOTO y4eOHOTO
OKpyra.

5. O3HakoMuThCs ¢ JokymeHTaMu Kannenspun [lomeunrenss MOCKOBCKOTO y4eOHOTr0 OKpyra U
BBISIBUTD 3JIEMEHTHI PallMOHAIM3ALUH IPOLecCa UX UCIONHEHUSL.

VKA3AHW 10 BBITIOJIHEHUIO 3AJTAHUIA

1. Mzyuus "Obmee yupexxaenue munucrepets" 1811 r., onpenenute cnexyroiee:
1.1. opraHu3anMoOHHYIO CTPYKTYPY MUHHCTEPCTBA;

1.2. crpykTypy AeT0npOorU3BOICTBEHHOM CITYKOBI,

1.3. opranusanuro J0KyMeHTO000pOTA:

1.3.1. mopsaok noctyrieHus J0KyMeHToB: B Kanuensiputo MuHucTpa; B 1enapTaMeHThl;


http://znanium.com/go.php?id=942800/
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1.3.2. OpraHru3alrio ABUKCHUA NJOKYMCHTOB, HAIIPABJICHHBIX B KaHICIIAPHUIO MUHHUCTPA ; B
I[enapTaMeHT; B CoBer MHHHUCTpA: B O6HIC€ OpUCYTCTBUEC ACNIAPTAMCHTA, B Oco0nle YCTaHOBJICHUA |

1.3.3. mops 10K HCTIONHEHUS JOKyMEHTOB: B KaHIensapun MuHUCTpa; B JlemaprameHnTax;
1.4. opraHu3anuio U TEXHOJIOTHIO PETUCTPALINH;

1.5. opraHu3aiuio KOHTPOJIS 32 UCIIOJTHEHUEM JTOKYMEHTOB (pEBU3M);

1.6. nopsiok popMUPOBaHUS JET;

1.7. opraHu3anuio XpaHeHHs JOKyMEHTOB;

1.8. HasHauenue oTUETOB.

2. O3HakoMbTeCh ¢ AenaMu yupexaeHuit XIX B., obparute BHUMaHue Ha 0QOpPMIIEHHUE O0T0KKH
Jienia, COCTaB JIOKYMEHTOB JI€N1a, II0CIE10BATEIbHOCTh UX PACIIONOAKEHUS, IOPSIIOK U CPOK PACCMOTPEHUS
JIOKYMEHTOB.

3. Wzyuute "llonoxxenne 0 MUCEMOBOJICTBE U JCTIOIIPOU3BOJCTBE B BOCHHOM BegomctBe" 1911 T
W o0paThTE BHUMAaHHE Ha:

3.1. peryiaMeHTanuio MPUMEHSIEMBIX BUIOB JOKYMEHTOB;

3.2. ynopsimoueHue mpaBuil COCTaBJIeHNS U 0(hopMIIeHN TOKYMEHTOB;
3.3. periaMeHTaIuIO CpaBOYHO-UHGOPMAIIHOHHOTO (HOHIA;

3.4. MexXaHHM3AIUIO JEITOMPOU3BOJICTB;

3.5.0praHu3anmio ONepaTHBHOTIO U APXUBHOTO XPaHEHHS JJOKyMEHTOB.

Ha ocHoBe paccMOTpeHHs IepEeuNCIeHHBIX BOPOCOB CIIENaiTe BBIBOJ O HAIIPABICHUSIX
paloHaIM3auy JeJI0NPOU3BOACTBA B BOGHHOM BEIOMCTBE.

4. TpoanamusupyiiTe cxeMy OpTaHM3allMM JeNONpoM3BojacTBa B Kamnemspun ITomeunrens
MOCKOBCKOTO y4eOHOTO OKpyra W CAETAaiTe BBIBOA O CIIOCO0aX pallMOHANM3AINH ITAMOB HWCIOTHEHUS
JOKYMEHTOB U TIOATOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEXKICHUH.

5. O3nakoMbTeCh ¢ KOIUIeKIuel nokymMenTos Kannensapuu IomedanTens MocKOBCKOTO yd4eGHOro
OKpyTa, oOparas BHUMaHUE Ha:

. 3JIEMEHTHl MEXaHU3UPOBAHHOW 00pabOTKH TOKYMEHTOB (CTIOCOOBI TOMETOK O
TIOTyYeHUH, HAIIPABJICHUU Ha UCTIOMHEHHE U UCTIOTHEHUHN JIOKYMEHTOB);

. XapakTep pe30IIOui;

. CIIOCOOBI COCTaBIECHHS TPOEKTA JOKYMEHTA;
. 3JIEMEHTHI YHU(HUKAIIMN TEKCTa JOKYMEHTAa,
. BU[bI OJJAHKOB M CIIOCOOBI X W3TOTOBJICHUSI.

CﬂenaﬁTe BBIBOI 00 OCHOBHBIX M BCIIOMOTaTEIbLHBIX HAIIpaBJICHUAX pallMOHAJIN3alluH IPOLIECCOB
paccMOTpCHUA U UCIOJHCHHUA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHI/ITe CUCTEMY KOJIJICKCKOI'O 1 MUHUCTEPCKOI'O (I/ICHOHHI/ITCHBHOFO)
ACIOIMpPOn3BOACTBA, 00BsICHUTE HauboIee XapaKTCPHBIC OTJIINYHUS.
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2. Kak pasBuBasach CTpyKTypa JEIOMPOU3BOJACTBEHHON CITy)KObl MUHHUCTEPCTBA B TICPBO
noiopuHe XIX B., yeM OHa OTJIMYANIACh OT KOJUIEKCKON?

3. HazoBute ocHOBHBIE TpeOOBaHMSI K OpraHU3aIly JOKYMEHTO000pOTa B MUHUCTEPCTBAX
XIX B. Ha xakue OCHOBHBIE TOKYMEHTOIIOTOKH Pa3AesUINCh JOKYMEHTHl B MUHUCTEPCTBAX ?

4, HazoBuTte xapakTtepHble 4epThl CHCTEMBI pETUCTPAILIMHU JTOKYMEHTOB B MUHUCTEPCTBAX?

5. B kakoii opme ocyiecTBIsIICS KOHTPOIb 32 HCIIOJTHEHHEM JIOKYMEHTOB B CUCTEME
MHUHUCTEPCKOTO JIETONPOU3BOJICTBA?

6. HazoBuTe 0COOCHHOCTH OpraHU3aIMK XPaHEHUS JTOKYMEHTOB B JICJIONPOU3BOCTBE
MHUHHCTEPCTB.

7. HazoBuTte HampaBieHus U CIIOCOOBI paMOHATN3AIINHN ACTOIPOU3BOICTBA B YUPESIKICHUSIX
XIX - mau. XX B.

NCTOYHUKU U JINTEPATYPA

brikoBa T.A. JlokymeHTanmoHHOe oOecriedeHHWEe  ympaBiIeHHs  (J€TOTPOU3BOJICTBO)
[DmexTpoHHEIH pecypc]; yaeObHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3f. nmepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JIOCTyTA:
http://znanium.com/go.php?id=942800/

PA3JEJI 2. OPI'AHU3ALIUA COBPEMEHHOI'O JEJIOITPOU3BOJACTBA

Tema 2.1. Opranu3anus cJIy:k0b1 1e;ionpou3BoacTBa (6 yacos)

SAJAHUA

1. W3yante TpeOOBaHWA NEWCTBYIOIINX HOPMAaTHBHBIX AaKTOB W HOPMATHBHO-METOIMYECKHX
JOKYMEHTOB K OPTaHHU3AINH, CTPYKTYpe U (PYHKIHUIM CITY>KOBI JeITOMPOU3BOCTBA.

2. [IpoaHanu3upoBaTh OPraHU3AINIO CIYKOBI JETOMPOU3BOJICTBA B YCIOBHOW OpTraHU3aIlHd U
BBISIBUTEH €€ OCOOEHHOCTH.

3. IMoaroToBUTE CXeMy OpPraHM3alMOHHOH CTPYKTYpHI [ENOIPOM3BOICTBEHHON CIyKOBI B
YCIIOBHOM OpraHU3alIUH.

4. Pazpaborats ITonoxkenue o ciryx0e IeTONPON3BOICTBA YCIOBHOMN OpraHU3aIHH.

5. Pa3paboTath JOIKHOCTHBIE HHCTPYKIMH PAGOTHHKAM CIyKOBI I€T0NMPOM3BOICTBA YCIOBHOI
OpraHU3allyy.

VKA3AHN 10 BBITIOJIHEHUIO 3AJTAHUIA

1. Msyunte xpatkylo XapaKTepHCTHKY JeSTEIHHOCTH YCJIOBHOH OpPraHM3alluH, BBICHHTE
0COOCHHOCTH OpraHH3alyd JACIONPOU3BOJICTBEHHON CIIYKOBI, €€ HECOOTBETCTBHE COBpPEMEHHBIM
TpeOOBaHUSIM 1O CTaTyCy, HOAYMHEHHOCTH, HAMMEHOBAHHMSIM CTPYKTYPHBIX 4acTed, WX COCTaBy.
AprymeHTHpyHTE OTBET.

2. HO}:[FOTOBI)TC CXEeMy opr aHPI3aI.IPIOHHOfI CTPYKTYpPhI CJ'Iy>K6BI JACIIOIPONU3BOJACTBA yc.]'IOBHOfI


http://znanium.com/go.php?id=942800/
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OpraHM3anuy, 3aQUKCUPYHTE MOAYUHEHHOCTh CIYXO W CTPYKTYPHBIX MojpasieicHuid. (s kaxmaoro
CTPYKTYPHOTO TOJApa3JelicHUs] U Y4acTKa CIIYy:KOBI JEJIONMPOU3BOACTBA Ha CXeMe (PUKCHpYyeTCs BHJ
MOMYMHEHHOCTH (TIpsMasi aJIMUHUCTpaTHBHas WM Meroandeckas). OOOCHYyHTe HaMMEHOBaHUE H
MIOAYUHEHHOCTH KaXJ0r0 CTPYKTYPHOI'O MOAPA3ICICHUSL.

3. Ha ocnose IIpuMepHOro MONOXKEHHS O CIykOe IeIONpPOM3BOACTBA Pa3paboTaiiTe CTPYKTYpY
Tekcra [lonokeHus o ciryx0e NeNIONpOr3BOJICTBA YCIOBHONW OpraHM3aluu. TEeKCT IMOJIOKEHUS JOJIKCH
coJiepaTh KOHKPETHbIC (OPMYJIMPOBKHU 3ajaay, (YyHKIMH, mpaB, 00s3aHHOCTEH M B3aUMOOTHOIICHUM
ciyx0bl. Cienyer opopmuth [lomoxxenue Ha o0IeM OJIaHKE, ONPEISTUTh MOPSIOK €ro COrJIacoBaHUS U
YTBEP)KAEHUS (COCTaB CTPYKTYPHBIX IOAPA3ACIEHUH M JOJDKHOCTh PYKOBOJIHUTENS, YTBEPKIAAFOMIETO
JOKYMEHT). ApryMeHTHpPYHTE CBOU MPeUIOKEeHU 110 MpoekTy [lonoxenus.

4. PaspaGoraiiTe = JOIKHOCTHBIE ~ MHCTPYKIIMM HA  BeCh JIOJDKHOCTHOM ~ COCTaB
JIENTOTIPOU3BOJICTBEHHOM CITYy>KOBI YCIIOBHOM opraHm3anvu. Ha ocHOBe MONMY4eHHBIX WHIMBUAYaJIbHBIX
3aJlaHuil pa3paboTaliTe CTPYKTYpY TEKCTa M COCTaB Pa3JCNiOB JIOJKHOCTHOM HMHCTpyKIuu. OOpatute
BHHUMaHUE, 4TO NpH (OpMYIIHPOBKE NOKHOCTHBIX 0053aHHOCTEH COTPYTHUKOB, CIIENYET COracoBaTh UX
C OCHOBHBIMH 3aZlauaMd M (QYHKUUAMH  ciIykObl (T.e. ¢ TekcroMm llomoxenus). B pasmene
"B3anMOOTHOIIEHNS, CBA3K" CIEAyeT 3aKpPEelnUTh B3aMMOJICHCTBHUS PaOOTHHUKOB CITy’KObl M MX CBSI3U Ha
YpOBHE MPEACTaBICHNS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. IlepeuncnuTe CTPYKTYpHBIE YaCTH CITY>KOBI IEIOMPOM3BOICTBA B OPTraHU3AIUSAX PA3ITUIHBIX
YpPOBHEMN yIIpaBJICHUS.

2. TlepeunciuTe AEHCTBYIOIIME IOKYMEHTBI, ONPEACSAIONIME 3adadud M (DYHKIHUH CIY>KOBI
TIEIOTIPON3BOICTBA.

3. HazoBute TpeOOBaHUS K CTPYKType W cocTaBy uH(popmanuu [lonoxkeHus o cuyxoe
JIeTIONPOU3BOICTBA; JOMKHOCTHON MHCTPYKIIHH.

NCTOUYHUKHU U JIMTEPATYPA

[Toctanosnenue IIpaBurensctBa PD ot 15.06.2009 Ne 477 «O06 yrBepxkaenuu I[IpaBun
JeONPOU3BOACTBA B (heAepalbHBIX OpraHax WCIOJHUTENBHON BiacTu»// [DIEKTPOHHBIH
pecypc]. — M., 2019. — Pexum JOCTyIHa:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

Metoanueckre peKOMEHJALMU MO0 pPa3paboTKe WHCTPYKUMH MO JENONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCHOJIHMTENBHOM BIACTH, YTBEp)KIEHHbIE mpukazoMm PocapxuBa ot 23
nekabps 2009 Ne 76 // [Onextponnmlii pecypc]. — M., 2019. — Pexwum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/


http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/

49

[TpumepHas HHCTPYKIUS IO ACTOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPTaHU3AIIMSIX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiit pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P MCO 15489-1-2007 Cucrema ctaniapToB 1mo WHGOpMannu, OMOIHOTEUHOMY U
W3JIaTeIbCKOMY Jelly. YmpaBiieHue nokymeHtamu. OOmme TtpeOoBaHus. // [DIeKTpOHHBIN
pecypcl]. — M., 2019. Pexxum JoCTyma:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE Je0. TEepMUHBI M OMPEIEICHHUS. -
[DneKkTpoHHBII pecypc]. — M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[IpodeccnonanpHBIl  CcTaHIAPT «CrrenuanucT o OpPraHu3alMOHHOMY  H
JOKYMEHTAIIMOHHOMY OOECIEYCHHIO YIpaBIEHUs OpraHU3aIHel», YTBEP)KICHHBIA MPHUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276H // [DnektponHnsiii pecype]. — M., 2019. — Pexxum
nocryma: https://base.garant.ru/71064518/.

[Ipodeccuonanpubiii  crangapt «CHEMUAIUCT 1O  YIOPaBICHUIO  JOKYMEHTAIHEH
OpraHu3alui», YTBEPKACHHBIH MpHKa3oM MUHUCTEpCTBa Tpyda U COLMAIbHON 3alllUTHI
Poccuiickoit ®@enepartuu ot 10.05.2017 Ne 416n // [DnekrponHsiii pecypc]. — M., 2019. —
Pexxum nocryma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokymeHTanmoHHOe oOecliedeHHue  ympaBJIeHHs  (JeTOTPOU3BOJCTBO)
[DnexTponHbIii pecypc]; yuedHoe mocodue/ T.A. breikoBa, T.B. Ky3nenona. -2-¢ uzn. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 c. - Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opranusanusi J0KyMeHT0000poTa (6 yacoB)

3AJJAHUA
1. M3yuuth coBpeMeHHble TpeOOBaHMS K OPraHU3alMU JOKYMEHTO000pOTa B OpraHu3alusiX,
YUPEXKICHUSIX U HA PEANPUATHIX.

2. M3y4uTh ¥ IpOaHAIN3UPOBATH OPraHU3ALUIO JOKYMEHTO000pOTa B YCIIOBHOW OpTraHU3alMH.

3. UMByuuTb KpaTKyro XapaKTEpUCTUKY JEATEIbHOCTH LEHTPAIBHOIO anmapaTta yCJIOBHON
OpraHU3aliy U COCTABUTH ONEPOrPaMMBbl ABMKCHUS BXOAALIECH, UCXOASIIEH U BHYTPEHH el
JOKYMEHTaLUN.

4. HO}IC‘{I/ITaTB 00BeM ,Z[OKYMGHTOO60pOTa yCJ'IOBHOfI OpraHu3anuyu 3a rox.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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YKA3AHN 10 BBIIIOJIHEHUIO 3AJTAHUIA

1. Vzyuure ITpaBuna nenonpousBoicTBa B (heiepaTbHBIX OPraHAX HCIOTHHTEILHOH BIACTH
(pazmen V), Meroanyeckre pekOMEHIAIMM IO Pa3padOTKe WHCTPYKIMH IO JENONPOU3BOACTBY B
(enepanpHbIX OpraHax MHCIOJIHUTENbHONH Biactd (paszmen 3.4), IIpuMepHYr0 HHCTPYKIMIO IO
JIEJIOTIPOU3BOJICTBY B TOCydapcTBeHHbIX opranu3auusx (yrB. Ilpukazom PocapxuBa ot
11.04.2018 Ne 44. Cpenaiite BBIBOJ O CTEIEHH pErIAMEHTAIMHA B HOPMATHBHBIX JTOKYMEHTaX OOIIMX
MPUHIIMIIOB OPTaHU3alMK JOKYMEHTOO00POTa, TPaBUII IIPOXOXKACHUS TOKYMEHTOB, METOJAMKHU TOJCYETa
JIOKYMEHTO000pOTa.

2. Ha nupuMepe ONHCAaHMS JOKyMEHTOOOOpPOTa YCIOBHOM OpPraHM3alluMd BBISBUTE €rO
OCOOEHHOCTH U ONpeeuTe HECOOTBETCTBUE OpPraHMU3aIu JOKyMEHTO000pOoTa B JAHHOW OpraHU3aLUH
TpeOOBaHUSM HOPMATUBHBIX JJOKYMEHTOB.

3. CocraBbTe OmeporpaMMbl JIBHKEHHs JOKYMEHTOB B YCIOBHOH oOpraHmsauuu. JIjist 9TOro
OIpEIETIUTEe COCTaB JIODKHOCTHBIX JIMI, YYacCTBYIOIIUX B 0OpaOOTKE M HCIIONHEHWH JIOKYMEHTOB;
MOCTIEIOBATENFHOCTS  OMepanuii Mo  O0pabOTKE  JOKYMEHTOB; H3yYHUT€ CXEMBl JIBHKCHHS
JIOKYMEHTOIIOTOKOB B YCJIOBHOM OpraHU3allMH.

OneporpaMMa ABMKCHUS BXOJAIUX JOKYMEHTOB IOJDKHA OTPA3UTh MEPEMEIICHUA JOKYMEHTOB
OT MOMCHTA ITIprue€Ma 0 IMOJUIMBKU UX B ACJIO IMOCJIC 3aBEPUICHNA UCIIOJITHECHUA.

OneporpaMMa HUCXOOAINX JOKYMCHTOB JO/DKHA OTpasuThb IMNEPEMCUICHUA JOKYMCHTOB OT
MOMCECHTA IMOJATOTOBKHU HUX IIPOCKTOB 10 OTIIPABKU M3 YUPCIKIACHU.

OneporpaMma JABIKEHHS BHYTPEHHHX TOKYMEHTOB (Ha TpUMepe IMpHKasza) MODKHA OTPa3UTh
MepeMenIeHns JOKYMEHTOB OT MOMEHTA IMMOATOTOBKM IIPOEKTa IOKYMEHTA /IO IMOAIIHBKH B JEJI0.

4. N3yuuB cocTaB M KONMYECTBO MOMYYEHHBIX, OTHPABICHHBIX M BHYTPEHHHX JOKYMEHTOB
YCIIOBHOW OpraHM3aliy, MOACYNTalTe 00BEM ee JOKYMEHT0000poTa 3a TOI.

KOHTPOJIBHBIE BOITPOCHI

1. [aiite onpenenenue moHATHS "TOKyMEHTO000poT" .

2. Ilepeuncnute OCHOBHBIE TPEOOBAHMS K OpraHU3AIMH JOKYMEHTOO00POTa B OPTaHN3AIIUSIX.
3. [lepeuncnuTe mpaBmIiia yuera JOKYMEHTOO00pOTA.

4. HazoBuTe TpeOOBaHMS K MPOXOKICHUIO U MCIIOIIHEHUIO BXOAAIINX JOKYMEHTOB.

5. HazoBuTe »Tamsl IpoXoXKIASHHUS U UCTIONHEHUS UCXOAIINX U BHYTPEHHUX JOKYMEHTOB.

6. IlepeunciuTe MpaBmia Mepegavdn JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOUYHUKU U JIMTEPATYPA
e [Ilocranosnenue IIpaBurensctBa PD ot 15.06.2009 Ne 477 «OO6 yrBepxkaenun IIpaBun

ACJIONPOU3BOJACTBA B (l)eﬂepaJlBHHX opraHax HUCIIOJIHUTENBLHON BIIACTHY// [3J’IeKTp0HHHfI
pecypcl]. — M., 2019. — Pexxum JocTyna:
http://www.consultant.ru/document/cons_doc_LAW _88695/.
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e [Tocranosnenue [IpaBurensctBa PD ot 25.12.2014 Ne 1494 “O06 yTBepkIeHIH MpaBUIl OOMEHa
JOKyMEHTAMH B DJIGKTPOHHOM  BHUJEC TPU  OpraHm3almu  HH(OOPMAIMOHHOTO

B3auMoOJieicTBUs’// [DnmekTpoHHbii pecype]. — M., 2019. — Pexum gocryma:
https://base.garant.ru/70832680/.

e Meronuyeckue peKOMEHJALUUU 10 pa3pabOTKe WHCTPYKUUH 10 JEeJIONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJHUTEIBFHOW BIIACTH, YTBEpPKIEHHBIE NMpHKa3zoM PocapxwBa ot
23 nexabps 2009 Ne 76 // [DnexrpoHHblii pecypc]. — M., 2019. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc_LAW_ 96081/

. [IpumepHas MHCTPYKIMS IO AEIONPOU3BOJCTBY B FOCYJAapPCTBEHHBIX OPraHU3aLUsAX,
y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019.
Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e T'OCT P UCO 15489-1-2007 Cucrema ctaHmapToB Ho HHpopManuu, OUOINOTEUHOMY H
M31aTeNbCKOMY Jieny. YmpaBieHue nokymeHtamu. OOmue TpebGoBaHus. // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

e ['OCT P 7.0.8-2013 Jlemonmpou3BOACTBO U apXWMBHOE J€70. TepMUHBI M ONpPEACICHUS.-
[DnexTpoHHBIN pecypc]. - M., 2019. Pexxum JIOCTyma:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

e brikoBa T.A. JlokyMmMeHTamoHHOE oOOecrieyeHUue yrpaBieHHus (AeTOMPOU3BOJICTBO)
[DnexTponnblii pecypc]; yueOHoe mocobue/ T.A. bwixkoma, T.B. Kysnemoma. -2-¢ wusm.
nepepad. u jgom. — Mocksa: MHudpa-M, 2018. -304 c¢. — Pexum pocryna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB (6 4acoB)

3AJAHMS

1. Mzyuuts TpeGoBaHHA HOPMATHBHO-METONMYECKHX JOKYMEHTOB K PETHCTPAlMH M
MOCTPOEHUIO HH()OPMALIMOHHO-CIIPABOYHOI'0 arnapaTa.

2. 3apeFI/ICTpI/Ip0BaTB HECKOJIBKO JOKYMCHTOB, IIPCAJIOKCHHBIX ITPEIIOAaBaTCIICM.

3. O3HAKOMMBIINCh C OIMCAHMEM TEXHOJIOTMH pPETHCTPAIMH JOKYMEHTOB B  YCIOBHOIA
OpraHu3anuu, pa3padoTatb U 000CHOBAThH NPEIIOKEHHUS 10 PALMOHAIBHONW OPraHU3aluy PErUCTPALlN U
WH(OPMAITMOHHO-CIIPABOYHON PAaOOTBHI.

YKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUIA
1. Wzyuute [lpaBuma pemompou3BoACTBa B (elaepanbHBIX OpraHaxX HCIOTHUTEIHHON
Bnactu (pazmen |V), Mertonudeckue peKOMEHIAMK TIO pa3paboTKe WHCTPYKUIUNA IO


https://base.garant.ru/70832680/
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JETIOTIPOU3BOACTBY B (eiepalbHBIX OpraHax HCIOJHUTENbHOW Biacth  (pasmen 3.4),
[IpuMepHyI0 HMHCTPYKIHIO IO JEJOTPOM3BOJCTBY B TOCYIAPCTBEHHBIX OpraHU3alusx (yTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44. OOpatuTe BHHMaHHE HA COCTAaB JOKYMEHTOB,
MOJUISKAIINX PErHCTPAIMY, MOCIEI0BATEILHOCTh PACIIOIOKEHNS COCTABHBIX YacTeH HHJEKCa
JOKYMEHTa, paBuiIa GOPMHUPOBAHUS MH()OPMAITMOHHO-CITPABOYHBIX 0a3 JaHHBIX.

2. 3apeructpupyiite npeaioKeHHbIe JOKYMEHTBI, 00paTHB 0c000€ BHUMaHHUE Ha PETHUCTPALIUIO
HWHHUIUATHBHBIX U OTBETHBIX ITHCEM.

3. Tlpoananu3upyiiTe MOPSIOK PErHCTpallid JOKYMEHTOB B YCIOBHOM opraHu3anuu. OTMeTuB
O0COOCHHOCTH OpraHu3allMi M TEXHOJOIMU PErUCTPAllid JOKYMEHTOB B YCIIOBHOM OpraHHU3aluH,
omnpeieNIuTe WX HeJocTaTku. Ha ocHOBe TpOBEIEHHOTO aHaiu3a W TpeOoBaHWK HOPMAaTHUBHO-
METOJMYECKUX JIOKYMEHTOB pa3paboTaiiTe MpeIoKEHUS 10 OpTraHU3alMd PErHCTPallui JOKYMEHTOB U
ITOCTPOCHUIO UH(POPMAIIMOHHO-CIIPABOYHOIr0 alapara B YCIOBHOW OpraHHU3allHH.

KOHTPOJIBHBIE BOITPOCHI
1. Yro Takoe perucrpanus 1okyMmeHToB? Kakue 3a1a4un pemaroTcst B JISIONPOU3BOJICTBE C
TIOMOIIIBIO 3TOH oreparuu’?

2. Kakuie TOKyMEHTHI TIOJISKAT PErUCTpaIiuu?

3. KakoB 00s13aTeIbHBIN COCTaB PEKBU3UTOB IIPU PETHICTPALIAH?
4. B yeM OCHOBHOM TPUHITUT PETUCTPAITAH?

5. KakoBbI OCHOBHBIE MTpaBHJIa HHIEKCAITNH TOKYMEHTOB?

6. Kakoe mpenMyIecTBo UMeeT CIEeIUANNCT MIPU PErUCTPAIMU JIOKYMEHTA B
ABTOMAaTH3WPOBAHHBIX CHCTEMaxX MO CPABHEHHUIO C TPAJUIIMOHHBIMU METOIaMH?

NCTOYHUKU U JIMTEPATYPA
[TocranoBnenue IIpaBurensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepxkaenuu IlpaBun

JICJIOTIPOU3BOJICTBA B (helepalIbHBIX OpraHax MCIOJHUTEIbHON BIAcTH»// [DIEKTpOHHBIN
pecypc]. — M., 2019. — Pexum JOCTyIHa:
http://www.consultant.ru/document/cons_doc_LAW _88695/.

[Toctanosnenue IlpaBurenscrBa PO ot 25.12.2014 No 1494 “O06 yrBepkAeHUU MPaBUI
oOMeHa JOKyMEHTaMH B DJIIEKTPOHHOM BHUJE TMpPU OpraHu3anuvl HHPOPMAIOHHOTO
B3auMoieicTBus ’// [DnexTpoHHbIN pecypc]. — M., 2019. — Pexxum gocrymna:

Metoanueckre peKOMEHJALMU MO0 pPa3paboTKe WHCTPYKUMH MO JENONPOU3BOJICTBY B
(enepanbHbIX OpraHax HCIOJIHHUTENBHOM BIACTH, YTBEp)KIECHHBbIE MpHka3oM PocapxuBa oT 23
nekabps 2009 Ne 76 // [OnextponHmlii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW 96081/

IIpumepHas HHCTPYKIUS MO AEIONPOU3BOJICTBY B TOCYIapCTBEHHBIX OPraHU3alMsIX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnslii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.
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I'OCT P NCO 15489-1-2007 Cucrema ctaniapToB 1o uHGoOpManuu, OHOIMOTEUHOMY U
W3JIaTeIbCKOMY Jielly. YmpaBiieHue nokymentamu. OOmme TtpeOoBaHus. // [DIeKTpOHHBIN
pecypcl]. — M., 2019. Pexxum JocTyma:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXUBHOE Je10. TepMUHBI U OMPEIEICHHUS. -
[DneKTpOHHBIN pecypc]. — M, 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

brikoBa T.A. JlokymeHTanmoHHoe oOecliedeHue  yhOpaBlIeHHs  (JI€TOTPOU3BOJCTBO)
[DmexTponHEIH pecypc]; yaebnoe mocooue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ u3n. nmepepad. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTyTA!
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzanus TeKyliero XxpaHeHus J0KyMeHTOB (6 4yacoB)

2.4.1. HomenkJatypa aen (4 gaca.)

SAJAHNMA

1. M3yuuth TpeOOBaHUS HOPMAaTUBHBIX AKTOB M HOPMAaTHBHO-METOUYECKHUX JOKYMEHTOB K
COCTaBJICHUIO U O(DOPMIICHUIO HOMEHKIIATYPHI JE.

2. H3yunTh BOBMOKHOCTH HCITONIB30BaHUS MEPEYHS CO CPOKAMH XPaHEHHUS JOKyMEHTOB B
JIENTOTIPOU3BOJCTBE OpTraHU3AIIH.

3. Tlpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYPY A€ YCIOBHOW OpPraHU3allid U BHISBHTH
OITMOKY B €€ COCTABJICHUH U OOPMIICHHH.

4. CocraBuTh HOMEHKIATYDY J€T YCIOBHON OpraHU3aIHHL.

YKA3AHU 10 BBITIOJIHEHUIO 3AJTAHUIA

1. U3yuute IlpaBuna nenonmpousBOJCTBa B (hefepajbHbIX OpraHax HCIOJHUTEIbHON
BJIACTH (pazgen V), Meroandyeckue peKOMEHIALMU MO pPa3pabOTKe WHCTPYKUUH 10
JIeTIOTIPOU3BOCTBY B (eiepalibHbIX OpraHax MCIOJHUTENbHOM Biactu (paszaen 3.5), OcHOBHBIE
npaBuia paboThl apXUBOB opranu3auuil (paszaen 2), [lonoxxenue o mopsiike U CpoKax XpaHEHHs
JOKYMEHTOB aKIHMOHEPHbIX o0IecTB, [IpuMepHyI0 MHCTPYKLHIO IO JEJIONPOU3BOJCTBY B
rocynapcTBeHHbIX opranuzanusax (yrB. [Ipuxaszom PocapxuBa ot 11.04.2018 Ne 44) Vsachute

CJICOAYIOIICEC:
. BUJbI HOMEHKJIATYP JIEJT;
. THUIIBI HOMEHKIIATYp JeN (Kiaccu(pUKaOHHbBIE CXEMBI);
. npaBuia GOpMyJIMPOBAHHS 3aT0JIOBKOB JET;
. HMCTOYHUKHU YCTAaHOBJIEHUS CPOKOB XpaHEHUS JJOKYMEHTOB;

° npaBujia CUCTEMATU3allU U UHACKCALIUU 3aroJIOBKOB JICII;


http://www.consultant.ru/document/cons_doc_LAW_135548/
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° npaBujia Oq)OpMJ'IeHI/ISI, nmoAnurcaHus, CorjiaCoBanvsd U yTBCPKACHHU A
L4 HOMCHKJIATYpPbI ACII.

2. MByunte yka3aHus 110 NpuMeHeHUIo [lepedns TUITOBBIX YIPaBIeHUECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoLIUXcsi B IPOLECCE AEATENbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIpaBJICHUS U OPTaHMU3ALMHI, C yKa3aHUEM CPOKOB XPAHEHUS U BBIACHUTE:

. MOPSA0K MIPUMEHEHUS TIepeyHs B JAETONPOU3BOCTBE;
. mddepeHannio CpoKOB XpaHeH s JOKyMEHTOB 110 TPYIIIaM OpraHu3aluii;
. CXeMY MOCTPOCHHS MEPEUHsI U €r0 Hay4HO-CIIPaBOYHBIN ammapar.

3. TlpoananusupyiiTe KOHKPETHYIO HOMEHKIATYpy JeN YCIOBHOH OpraHM3alluM, BbIBUTE
HEJIOCTATKH €€ COJIePKaHus U OPOPMIICHUS, TPOMILTFOCTPUPOBAB KaXKIBIA U3 HUX TPUMEPOM.

4. Usyunre CIpyKTypy M COCTAaB JOKYMEHTANLHOrO (DOHAA YCIOBHOH OpraHM3alMd U
paspaboTtaiiTe KilacCU(UKAIMOHHYIO CXeMy HOMeHKiatypbl gnen. OdopmuTe ee B BHJE CIHCKa
CTPYKTYPHBIX TIOZpa3feNieH’ii ¢ WHIEKCaMH{, PACIONOKEHHBIMH IO CTemeHW 3HaunMoctu. Obpatute
BHMMaHHE Ha TO, YTO CXeMa KJIACCH(UKAIUM JIOJDKHA COOTBETCTBOBATH TJaBHOW Tabiwmie [lepeuns
THUIIOBBIX JIOKYMEHTOB CO CPOKaMHU XPAHEHHUS.

CocraBbTe HOMEHKIIATYpPY JieJ YCIOBHOW OpPraHU3alliH, JUI Yero: cOpMYIUPYHTE 3arojOBKU
Jel B COOTBETCTBHHM C YCTaHOBJICHHBIMH TPEOOBAaHMSAMU M YCTAaHOBUTE CPOKM  XpaHEHHS el TI0
MEPEYHIO; TPOBEANTE CHCTEMATH3aIMIO 3arojoBkoB nen. OdopMuTe HOMEHKIATYpy A€l Ha Oo0IIeM
OnaHKe YCIIOBHOW OpTaHM3alM{ IO yCTAaHOBJICHHOH (oOpMe, OIMpEeNennuTe COCTaB MOHKHOCTHBIX JIHII,
KOTOpBIE TOJDKHBI €€ 3aBU3UPOBATH M YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCDI

1. JlaiiTe onpeneneHrue HOMEHKIIATYpPbI A€l

2. OxapakTepr3yiTe MPUMEHEHNE PAa3THIHBIX BUOB HOMEHKIATYPHI eIl

3. [lepeuncnute TpeGoBaHMS K POPMYIHPOBKE 3arOJIOBKOB JIE]T B HOMEHKJIATYE.
4. Ilepeuncnute TpeOOBaHMS K CHCTEMATH3AIMA 3aTr0JIOBKOB JIeT B HOMEHKJIAType.
5. Kak obpa3zyercs nHAeKc Aena B HOMEHKIaType?

6. Kak ucrions3yercs nepedeHb JOKYMEHTOB € YKa3aHHEM CPOKOB XPaHEHHS B
JENONpPOU3BOJICTRBE?

7. KaxoBbI 3Tans! pa3paOOTKH HOMEHKIATYPHI e’

8. KakoB cpok JeiicTBHsI HOMEHKIATYPbI e’

NCTOUYHUKU U JIMTEPATYPA

1. ®enepanbublii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jnene B Poccuiickoii
@eneparun» //  [OnekrpoHHslid  pecypc]. — M., 2019. — Pexum pocryma:
https://base.garant.ru/12137300/.

2. Tlocranosnenue IIpaButenscrBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkaenuun [IpaBun

ACJIOIIPOU3BOJACTBA B (I)C,HepaJIBHBIX opraHax HCIIOJHUTEIIBHOM BIIacTH// [3J’ICKTp0HHBII>i
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pecypcl]. — M., 2019. — Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

3. Meroauueckie pPeKOMEHIAUU 1O pPa3pabOTKe WHCTPYKIMUK MO JEIONPOU3BOJICTBY B
(benepanbHBIX OpraHax WCHOJHHUTEIBHOH BIIACTH, YTBEpKIEHHBIE Mpuka3oM PocapxuBa
ot 23 nexabps 2009 Ne 76 // [Dnexkrponnsiii pecypc]. — M., 2019. — Pexxum nmocryma:
http://www.consultant.ru/document/cons_doc_LAW 96081/

4. [IpumepHass MHCTPYKIIUSL 1O  JEJOMPOU3BOJACTBY B  TOCYAapCTBEHHBIX
opranmzanusx, yrB. I[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIN
pecypc]. — M., 2019. Pexum JoCTyma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. Ilpuka3z Munkynetypsl Poccum ot 31.03.2015 Ne 526 «O6 yTBepkIeHUU MpaBHII
OpraHM3alMil XpaHEeHMs, KOMIUIEKTOBAaHHUS, y4yeTa U HCIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepannu u Ipyrux apXMBHbBIX JOKYMEHTOB B OpraHax
rocy/lapCTBEHHOW BJACTH, OpPraHax MECTHOTO CaMOYNpAaBIEHUS U OpraHu3anusax» //
[OnexTpoHHBIN pecypc]. - M., 2019. - Pexum JIOCTYyTA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. TOCT P NCO 15489-1-2007 Cuctema ctanaapToB 1mo uHdopmaiuu, Ou0IMoTeuHOMY 1
M3AaTeNbCKOMY  Jieny.  YmpaBieHwe JgokymeHtamu. OOmmume  TpeGoBanus. //
[OnexTpoHHBIN pecypc]. - M., 2019. Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_135548/.

7. TOCT P 7.0.8-2013 Jlenmomnpou3BOACTBO M apXUBHOE A€N0. TEPMUHBI U ONPEACICHUS. -
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

8. IlepeueHb THUIOBBIX YIPABIEHYECKHX AaPXUBHBIX JOKYMEHTOB, OOpa3ymoIIMXCS B
mpouecce  JeSATeNbHOCTH  TOCYJapCTBEHHBIX ~ OpPraHOB,  OpPraHOB  MECTHOTO
CaMOYTIpaBlieHUS M OpraHu3alii, ¢ yKa3aHHEeM CPOKOB XPaHEHHUS, YTBEP>KICHHBIN
npukazoM MunuctepctBa KynbTypel P® ot 25.08.2010 Ne 558 (B neiictB. pen.) //
[DneKkTpoHHbII pecypc]. - M., 2019. - Pexum JOCTyTIA:
https://base.garant.ru/199315/53f89421bbdaf741eb2dlecc4ddb4c33/.

9. boikoBa T.A. J[lokymMeHTanmoHHOE oOecreyeHue YIpaBJieHUs (JIeTOMPOU3BOJICTBO)
[DnexkTponHbIN pecypc]; yuebHoe mocobue/ T.A. beikoBa, T.B. Ky3neunosa. -2-e usm.
nepepab. u gom. — Mocksa: HWudpa-M, 2018. -304 c. — Pexum pocryna:
http://znanium.com/go.php?id=942800/

2.4.2. IloaroroBka A0KyMEHTOB K MOCJIEIYIOIIEMY XPAaHEHHIO H HCIO0Jb30BAHUIO
(2 yaca)
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3AJAHUS

1. M3yunts TpeGoBaHMS HOPMATHBHBIX AKTOB M HOPMATHBHO-METOXMYECKMX IOKYMEHTOB K
(hopMUPOBAHUIO JIEJ1, TPOBEACHUIO SKCIIEPTU3BI IICHHOCTH JJOKYMEHTOB U UX MOJTOTOBKE K ClIa4e B apXUB
OpraHU3alMH.

2. CocTaBUTb IPHKA3 O CO3IaHNUH SKCIEpTHOH Komuccun (DK) B YCIOBHOI OpraHu3aIiyy.

3. [Ipoananu3upoBaTh MPaBUILHOCTH IPYIIIMPOBKH JJOKYMEHTOB B Jieja.
4. OdopMuTh jena Jyid CAauu B apXHUB OpraHU3AINN.

5. CocTaBHTH OIKCH Ha JIENIa TIOCTOSHHOT'O U BPEMEHHOT'0 XpaHEHHsI, ITOoIeXkallre cladue B
apXHUB.

6. CocTaBUTb akT 00 YHUUTOKECHUH JIOKYMEHTOB, YTPATHBIINX HAYYHO-IPAKTUYECKOE 3HAUCHHE.

7. CocTaBHTh MPOTOKON 3aceaHms dKcrepTHOH komuccuu (DK) 06 YHHUTOXKEHHH aen |
W3MEHEHUH CPOKOB XPAHCHUS.

YKA3AHMS 10 BBIIOJTHEHMIO 3AJAHUIA

1. M3yunte OcHOBHBIE TIpaBuiIa padOTHI apXWBOB opraHu3anuii (paszmens 2; 3.6; 3.7),
[IpaBuna aenonpon3BojacTBa B (elepaabHBIX OpraHax HMCIOJHUTEIbHON Biaactu (pasmen V),
Metonuyeckie peKoOMEHJAalWd TOo pa3paboTKe WHCTPYKUUH TIO0 JENONPOU3BOJACTBY B
(dbenepanbHBIX OpraHax MCTHOJHUTEIRHOUM BiacTu (pasaen 3.5), [lonoxxeHne o mopsike U CpoKax
XpaHEeHUsI TOKYMEHTOB aKITMOHEPHBIX OOIIECTB, 0OpaTHB 0c000€ BHUMAHUE HA:

. npaBmia GOPMHUPOBAHUS JIET,
. MTOPSAZIOK ITPOBEIEHUS SKCIIEPTU3HI IIEHHOCTH JOKYMEHTOB,
. MTOPSZIOK ITOATOTOBKH JIOKYMEHTOB K ClIade B apXUB OPTaHU3AIINH.

2. CocTaBbTe TPHKA3 O CO3JAHMM SKcrepTHoil komuccuu (DK) ycmoBHO# opranmsamuu. B
MpHKa3e OMPEACTUTE COCTAB KOMHCCHH, €€ 3a][a4H, CPOK e¢ paboThI.

3. [IpoBeauTte aHanM3 1ein, TPeATOKEHHBIX mpernoaasaTerneM. OOpaTiUTe BHUMaHHE Ha!
. COOTBETCTBHE 3ar0JIOBKOB JIeJT IOKYMEHTaM, IIOMEIIEHHBIM B JIETIO;

. HaJW4ue B JIeNie JyOJIeTHBIX, YePHOBBIX SK3EMIUISIPOB TOKYMEHTOB H JIOKYyMEHTOB,
MTOUTEKAIINX BO3BPATY;

. HaJIMYHE B JIeJIe JOKYMEHTOB C Pa3IHYHBIMU CPOKAMU XpaHEHHS;
. cootBeTcTBHE 0opmiieHns JokyMmeHToB TpedoBanusam ['OCT P 6.30-2003

4. OdopmuTe gena 1Jisl cllaud B apXUB: MPOHYMEPYIHTE JOKYMEHTHI JIefla, COCTaBbTE
BHYTPEHHIOIO ONHCh, 3aBEPUTEIbHYIO HAMNUCh U 0QOPMUTE OOJIOKKY Aeia.

5,6. O(bOpMI/ITC OIMUCH ACJ1 TOCTOSAHHOI'O U BDEMCHHOI'O XpAHCHUS U aKT O BBIACICHUHU K
YHUYTOKCHUIO JOKYMCHTOB B COOTBECTCTBUH C Tpe6OBaHI/I$IMI/I HOPMATUBHO-METOANYCCKHUX JOKYMCHTOB.
I[J'IH 9TOr'0 OIPCACIIUTEC MMOCICAOBATCIBHOCTD PACIIOJIOKCHUA ACI B OIMUCHU, COCTAB JOJIPKHOCTHBIX JIMIT
yc.]'[OBHOﬁ OpraHu3sanuu, KOTOPbIC JOJKHBI IPUHUMATh Y4aCTUC B COCTABJICHUHN, BUSUPOBAHUU U
COIrJIaCOBaHWU 3THUX JOKYMCHTOB.
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7. TIpu cocraBnennn mpoTokona 3acenanns DK (B KpaTKoi (popMe) OmpeaenuTe MOBECTKY THS
3acenaHus 1 CPOPMYIUPYHTE pelIeHne KOMUCCHH.

KOHTPOJIBHBIE BOITPOCHI

1.Ilepeuncnute cocTaB KOMILIEKCa paboT, MPOBOJUMBIX CITY»OOH AETONPOU3BOACTBA MPH cAaue
B ApPXUB JJOKYMEHTOB OpIaHU3AIUU.

2.Kakne ¢pynknun Beimonuser DK opranuzanuu?
3.ITepeunciute TpeOOBaHUS K OOPMIICHHUIO JIS TIPU MOJATOTOBKE UX K C/1a4ye B apXUB.
4.Tlepeuncimte TpeOOBAHUS K OPOPMIICHUIO TOKYMEHTOB JIena.

5.KakoBbI TIpaBuIia COCTABIICHUS OMUCEH JI€T IIOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs?

NCTOYHUKU U JIMTEPATYPA
1. ®enepanbubiii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jene B Poccuiickoit
Oenepanun»y //  [DnektponHbi  pecype]. — M., 2019. - Pexum goctyna:
https://base.garant.ru/12137300/.

2. Tlocranornenue IlpaButenmsctBa PD ot 15.06.2009 Ne 477 «OO6 yrBepxacaun I[IpaBmi
JICJIOTIPOU3BOJICTBA B (pelepaibHBIX OpraHax HMCIOJHUTEILHOW BIACTHY// [DIEKTPOHHBIN
pecypc]. - M., 2019. - Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

3. Meroauueckie pEeKOMEHIAIMH 10 pPa3pabOTKe WHCTPYKIHUH TI0 JIEJIOTPOU3BOJICTBY B
(denepanabHBIX OpraHax HCIIOJHUTEIBLHOW BJIACTH, YTBEpPXKJICHHBIC MpHKa3oM PocapxwBa oT
23 nmekabpst 2009 Ne 76 // [DnexrponHsiii pecypc]. — M., 2019. — Pexum noctyna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

4, [TpumepHass HHCTPYKIUS TIO JETIOMPOU3BOJICTBY B TOCYJIAPCTBEHHBIX OpPTraHU3aAIUIX,
y1B. [Ipukasom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHslii pecypc]. — M., 2019.
Pexxum mocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. Ilpuxaz MunkynsTypsl Poccum ot 31.03.2015 Ne 526 «OO6 yTBepKIEHHM IPaBUI
OpraHHu3aIiy XpaHEeHHUs, KOMIUIEKTOBAHUS, yUeTa U MCIOIb30BaHUs IOKYMEHTOB APXHUBHOTO
¢onna Poccuiickoit dexepauMu W APYTUX ApXUBHBIX JIOKYMEHTOB B  OpraHax
rOCyJapCTBEHHON BJIACTH, OpraHaXx MECTHOTO CaMOYNpAaBJIECHUS U OpraHuzanusax» //
[DnekTpOoHHBII pecypc]. - M., 2019. - Pexum JOCTyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. TOCT P UCO 15489-1-2007 Cucrema cranmaptoB no uHpopmanuu, OMOIMOTEUHOMY U
U3JaTeIbCKOMY JieNy. YmpaBieHue JokyMeHTamu. OOmiue TpeGoBaHus. // [DneKTpoHHbBIN
pecypcl]. — M., 2019. Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_LAW 135548/.


https://base.garant.ru/12137300/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_135548/

7.

10.
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I'OCT P 7.0.8-2013 Jlenonpou3BOJICTBO M apXUBHOE JI€710. TepMUHBI U OIpEACSICHHUS. -
[DneKTpOHHBII pecype]. — M., 2019. Pexum JI0CTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[lepeueHp TUMOBBIX YIPABJIEHYECKUX AapPXUBHBIX JOKYMEHTOB, 00pa3yloIUXCs B Ipoliecce
JEATEIbHOCTH TOCYJAPCTBEHHBIX OpraHOB, OpPraHOB MECTHOTO CaMOYIIPABICHHUS U
OpraHu3aluii, ¢ yKa3aHHEM CPOKOB XPaHEHHWs, YTBEPKJICHHBIM NpHUKa3oM MuHucTepcTBa
KynbTypbl P® ot 25.08.2010 Ne 558 (B nmeticTB. pen.) // [DnexTponnsiit pecypc]. — M., 2019.
— Pexxum mocryma: https://base.garant.ru/199315/53f89421bbdaf741eb2d1lecc4ddb4c33/.

brikoBa T.A. JlokyMeHTallMOHHOE oOOecreyeHrue yrpaBieHus (JeTOmpOU3BOACTBO)
[DnexTpoHHBI pecypc]; ydueOHoe mocobue/ T.A. beikoBa, T.B. Kysnemoma. -2-e wu3m.
nepepad. u jgom. — Mocksa: Hudpa-M, 2018. -304 c. — Pexum pocryna:
http://znanium.com/go.php?id=942800/

9.3. Uuble MaTepuaJibl


http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://znanium.com/go.php?id=942800/
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AHHOTAIMS JUCUMUILIMHBI

Jucnmmumaa  (MOIynb) —peanm3yercs Ha  (akyiapTeTe  JIOKYMEHTOBEICHUS U
TEXHOTPOHHBIX apXMBOB KadeApod [TOKYMEHTOBEIACHUS, ayJuOBHU3yaJbHBIX H HAy4IHO-
TEXHUYECKUX apXHUBOB.

eab TMCUMILVIMHBI — TIOJTOTOBUTH BBIMYCKHHMKA, 3HAIOIIETO OCHOBHBIC HAMPABIICHUS
roCyJapCTBEHHOM perjaMeHTanuu padoTsl ¢ JokymeHTamu B Poccuiickoit deneparuu, 3axaun
CIIy’KOBbl JOKYMEHTAIIMOHHOTO 00eCIeUeHUsl yIpaBiICHUs U BIAJCIOIIEr0 METOJaMH aHalIu3a U
COBEPIIICHCTBOBAHUS TEXHOJIOTUH TUITOBBIX JIEJIONPOU3BOICTBEHHBIX OIEpaIni.

3agayu AMCUMILINHBI:

- U3YYUTh UCTOPHIO (POPMUPOBAHUS HAITMOHAIBHON CHCTEMBI JIEJIONIPOU3BOICTBA;

- OBJIAJIETh CIIEIMAJIBLHON TEPMHUHOJIOTHEN;

- U3YYATh COBPEMEHHYIO 3aKOHOJATENbHYIO, TPaBOBYIO U HOPMAaTHBHYIO 0azy,
peraaMeHTHPYIONLYIO padoTy C TOKyMEHTalUeH;

- cOopMHUPOBATh y CTYJECHTOB HABBIKU BBITIOJHEHHS] OCHOBHBIX JIEJIOMPOU3BOICTBEHHBIX
Oomnepanii B YCIOBHUSAX IHPUMEHEHHs TPAAUIMOHHBIX M ABTOMATU3UPOBAHHBIX TEXHOJIOTMH
00pabOTKN JOKYMEHTOB;

- chopmupoBaTh HaBBIKM aHaJU3a CHCTEMbl JOKYMEHTAI[MOHHOTO oOOecreueHus
YIPaBJICHUS;

- ONpEedeNIUTh  HANPABIEHUA  BO3MOXKHOIO  COBEPILIEHCTBOBAHUS  CUCTEMBI
JOKYMEHTAIMOHHOTO O0eCrieueHus yIpaBiIeHUS;

-  M3Y4YUThb TMOPSJIOK OpraHu3alyyd CIYKObl JOKYMEHTAI[MOHHOTO oOOecreyeHus

YIIpaBJICHHUS B COBpCMGHHOfI OpraHu3anuvu.

JucuumnnuHa (MOIyJb) HaIpaBlieHa Ha (OPMHUPOBAHHE CAEAYIOIMINX KOMIETEHIIMA:

- CIIOCOOHOCTh K MCHOJIb30BAHMIO OCHOBHBIX METOJOB, CIOCOOOB M CpPEACTB
HOJIy4eHUs, XpaHeHus, nepepadotku nHpopmanun (OK-10);

- BlaJieHue Oa30BBIMM 3HAaHHUAMU B OOJIACTH HH(POPMALMOHHBIX TEXHOJIOTUH
(mporpaMMHBI€  MPOAYKTBI, HCIIOJB3yeMble B  YIPABICHUU JIOKYyMEHTAMH, CHUCTEMBbI
AIEKTPOHHOTO IOKYMEHTO00OPOTa, TEXHOJIOTHU CKaHUpoBaHus HokyMeHTOB) (OI1K-2);

B PE3YyIbTAaTC OCBOCHUS NJUCHUIIJIMHBL (MO)Iy.TISI) O6y‘-I€lIOH.[PIfIC5I JOJDKCH:

3namo:
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- OCHOBHBIC METOJbI, CIIOCOOBI W CPEICTBA MOJYYCHHs, XPAaHCHUS M IEpepadOTKH
undopmarmu (OK-10);

- OCHOBHBIC HH(OPMAIMOHHBIC TEXHOJOTUH, HCIOJIb3YeMble B JIOKYMEHTAI[HOHHOM
o0ecIieueHUN YIPABJICHHUS U apXUBHOM JIeJie, HCTOPHIO UX CO3J[aHUSl M HAIPABICHUS Pa3BUTHS

(OTIK-2);

Ymemo:

- HCIOJIb30BaTh IIOJIyY€HHbIE 3HAHMS B 00JacTH paboThl ¢ MHGOPMALMOHHBIMU
pecypcamu Ha npaktuke (OK-10);

- TNPUMEHSITb OCHOBHbIE HH(OPMALMOHHBIE TEXHOJOTHMH, HCIOJb3yeMble B
JTOKYMEHTAI[HOHHOM 00EeCIIeUeHIH yIPaBJICHUs U apXUBHOM Jiernie Ha npaktuke (OI1K-2);

Bnaoemuv:

- HaBbIKAMM T[IOJYYEHHUs, XpaHEHUS U TnepepaboTku UHPOpMalMUd B  LENIX
npodeccronansHo aestensHoctu (OK-10);

- HaBblkKaMM pa0OTBl B CHCTEMax »JJIEKTPOHHOIO JOKYMEHTOO0OpOTa, a TaKxke
ANEKTPOHHO-IM(PPOBOK 00pabOTKM NTOKYMEHTOB B cdepe IOKYMEHTAIIMOHHOTO OO0ecreueHust

ympasienus u apxusHoro gena (OITK-2);

[To mucruruinHe (MOAYIIO) NPEIyCMOTPEHA NPOMEKYTOYHas arrectanus B (opme
SK3aMeHa.
OO6mrast TpyI0€EMKOCTh OCBOCHHS JUCHIUIIMHBI COCTABISAET 4 3a4eTHBIX €IWHUIBI, 152

qgaca.
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U3MEHEHUI!

JIUCT UBMEHEHUM

JIMCT

Ipunoocenue 2

Ne | Tekct akryanusanuu wim npuiaraemsiid K PIT/] noxymeHT, [Hara Ne
CoAEepKaIIUi U3MEHECHUS MPOTOKOJIA
1 | Ilpunoxenne Nel 21.06.2018 9
2 | [Tpunoxenne No2 22.06.2020 8
Ne | Tekcr akryanuzanuu wim npuiaraemsiii Kk PITJ[ tokymeHT, Hara Ne
CoZepKaIIui U3MEHECHUS MPOTOKOJA
1 | O6Ho61éH cnucok ucmounukos: Ykazamo
0 0
Vka3 Ilpesunenta P ot 5 mexabps 2016 r. N 646 «O06 29 oagg; 0 ]07 2
yTBepKIeHNH JIOKTPUHBI HH(POPMAIIMOHHOM GE30ITaCHOCTH T '
Poccutickoit ®eaeparum».
2 | IIpunoxenue Ne 1
3 | ObHosreHa OCHOBHAS U OONOIHUMENbHAS TUMEPamypd 31.08.2020 1
Kyp6anuits Hosan. Ynpasnenune Uurepuer. 2016.
https://cctld.ru/files/books/kurbaliya_7.pdf
4 | IIpunoxenne Ne 2

" Mpwunoxerne N1 (2016 r.) — Tonbko ans O BO cneumanvteta.



https://cctld.ru/files/books/kurbaliya_7.pdf
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[Ipunoxenne Ne 1 k nucty usmeHeHU

Cocras nporpammuoro odecniedenusi (I10), coppemeHHbIX podeccnoHANIBHBIX 0623
nanubix (b/1) u undopmanuonno-cnpasounbie cucrem (MCC) (2018 r.)

1. Ilepeyens 11O

Tabnuya 1
Nent Haumenosanue 10 [IpousBoautens | Cnocod pacnpocTpaHeHUs
/T (ruyenzuonnoe unu
c60000H0
pacnpocmpansiemoe)
1 Microsoft Office 2010 Microsoft JIULIEH3UOHHOE
2 Windows 7 Pro Microsoft JINIIEH3UOHHOE
3 Microsoft Office 2013 Microsoft JIULIEH3UOHHOE
5 Windows 10 Pro Microsoft JINIIEH3UOHHOE
2. Ilepevens b/l u UCC
Tabnuya 2
Neri/rt HaunmenoBanue
1 [Tpodeccrnonanpabie MOTHOTEKCTOBBIE B/
JSTOR
W3nanus o oOIecTBEHHBIM U TYMAHUTAPHBIM HAayKaM
2 KoMIproTepHbIe CIIpaBOYHBIC TIPABOBBIC CHCTEMBI

Koncynperant Iloc,
lapanTt
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[Tpunoxxenue K TUCTy u3MeHeHui Ne 2

1. CtpykTypa aucuumnannbl (k . 2 PIJI na 2020 )?

CTpyKTypa AMCHMILVINHBI (M00Y/15) N1 04HOI (POPMBI 00yUeHH s

OO01as TpyA0EMKOCTh AUCHUILINHBI cocTaBisieT 4 3.e., 152 4., B TOM uncie KOHTaKTHas
paboTa oOyJarommxcs ¢ mpenoaaBareneM 56 4., mpoMexyTroudHas arrectanus 18 4.,
78 u.

caMOCTOsITeNIbHAs paboTa 00yJaromuxcs, B T.4. KypcoBas padbora

No (Pazpen Buapr yue6Hoit paboThl, (B yacax) DOpMBI TEKYIIETO

T1/T1 | TUCTIUTITUHBI/ KOHTPOJIS (1O
TeMa KOHTaKTHas HeoensaM ce-

Mecmpa)
(2] = E =N
= é T o< =
= |E S5 5 |®opma
o S} > .
o, 3 A
% E E’ E § g E 5 3 5 NPOMCIKYTOUYHOH
1
g 5| S % & & q 2 £ P & |arTecTanuu (no
Z ts <
3 s | | =& | K=Y s 2 '8 |cemecmpan
O S|l0 |[E8 |50 §JEE |05 & P

1 [(IIpenmer, 4 2 2
coJiep’KaHue,
3a/1a4uM Kypca

Pa3znen 2. UcTopusi rocy1apCcTBEHHOI0 1€JI0NIPOU3BOACTBA

2.1 |Bo3nukHoBeH |4 2 4 8 Ouenka
Y€ ¥ pa3BUTHE MPAKTHYECKUX
JIeJIOIIPOU3BO/] 3aJlaHui
CTBa B
YUPEKICHUIX
Poccun XVI -

XVII BB.

2.2 |Aenomnpowusso |4 2 4 8 Ouenka
JICTBO B MPAKTUYECKUX
YUPEKICHHUIX 3aaHui.
Poccun XVIII
B

2.3 4 2 4 8 Onenka

MIPAKTUYECKUX
Jenonpousso N

3aaHui.
CTBO B
A IIpoBepka u
YUPEKICHHUIX

OIICHKA
Poccun XIX -

KOHTPOJIBHBIX

2 Brtoyaerca npu HeO6XO,£I,l/IMOCTl/I — B Cly4ae U3MeHeEHWA pacnpeaeneHna 4acos B yble6HOM NniaaHe.
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Hayaine XX pabor,
BB.
2.4 2 8 OneHka
MIPAKTHYICCKUX
CraHoBIiieHHE N
3a1aHui
Y pa3BUTHE
JIEJIOTIPOU3BOT
CTBa B
COBETCKHX
roCyJIapCTBeH
HBIX
VAPEIKICHUSX.
Paznes 3. Opranusanms ¥ TEXHOJIOTHS JOKYMEHTAIHOHHOIO o0ecneyeHnst
ynpasjenus B Pocceuiickoii ®@enepanun
3.1 2 6 CobecenoBanue
Opranuzanus
JOKyMEHTAIT!
OHHOTO
oOecreueHust
YIPaBJICHHS
3.2 |Opranuzanus 4 4 6 Oruenka
cyx0sb1 J1I0VY. MPaKTUYECKUX
3aJIaHuM,
KEHCcoB
3.3 |Opranuzanus 2 4 6 OueHka
JIOKYMEHTO00 MPaKTUYECKUX
opoTta ..
3alaHui, KeHCoB
3.4 |Perucrparus 2 4 6 OneHka
JOKYMEHTOB MPaKTUYECKUX
u o
oprasHusanus 3allaHud,
CIIPaBOYHO- KEWCOB,
UH(pOpMaIMOH
HOTO KOHTPOJIBHBIX
o0cCITy’)KnUBaHU pabot
P
3.5 |KonTtpoib 2 6 Onenka
HCIIOJTHCHUS MPAKTHYECKUX
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JOKYMEHTOB 3aJJaHuM, KeHCoB
3.6 4 2 4 CobecenoBanue
Opranuzanus
JIEJIOTIPOU3BOT
CTBA 110
MIPEIIOKEHUS
M)
3asBIICHUSAM U
s)Kajmobam
rpaXKIaH
3.7 2 4 6 Orenka
XpaHeHue
TOKYMEHTOB B HpaKTHtIeCKPUIX
TeJIOTPOM3BO,IC 3aJlaHNH, KEHCOB
BE 4
DpraHU3aIH
3.8 |Hampasnenus 2 4 CobecenoBanune
COBEPIIIEHCTBO 4
panus [JOY
18 umoz208as
KOHMpObHAS
Oxzamen P
paboma
Hroro 4 28 28 18 78

2. Oopa3oBaresibHbIe TeXHOJ0THH (K .4 Ha 2020 r.)

B nepuoa BpeMEHHOTro HNPHUOCTAHOBIEHMS MOCEUIEHHs OOy4yaroIMMHUCS MOMEIICHUH U
tepputopun PITY. nng opranuzanuu ydeGHOro mpoliecca ¢ HPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHs W JAUCTAHLMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHM MOTyT OBITh HCIIOJIb30BaHbI
creayromue o0pa3oBaTesIbHbIE TEXHOJIOTHH:

— BHUJICO-JICKIIUH,

— OHJIaMH-JICKIIUH B PEKUME PCAJIbBHOTO BPEMCHU;

— JJICKTPOHHBIC y‘Ie6HI/IKI/I, y‘Ie6HBIC HOCO6I/ISI, HAaY4HBIC U3JIaHUA B 3JICKTPOHHOM BHJC U
AOCTYII K UHBIM 3JICKTPOHHBIM O6paBOBaTeHBHLIM pecypcam;

— CUCTEMBI JJI 3JICKTPOHHOTO TCCTUPOBAHUA,

— KOHCYJIbTallUU C UCIIOJIb30BAHUCM TCIICKOMMYHUKAIIMOHHBIX CPEACTB.
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3. Ilepeuenb B u UCC (k n. 6.2 Ha 2020 r.)

Norn
/i

HaunmenoBaunue

1

Mesxnynapoanbie pedeparuBHbie HaykoMeTpuueckue bJl, moctymHabie B paMkax

HamuoHaIbpHOH rmoanucku B 2020 r.

Web of Science

Scopus

[Tpodeccuonanpabie moaHOTEKCTOBBIE B/, TOCTYMHBIE B paMKax HAIIMOHATBHOU

noanucku B 2020 1.

Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

[Ipodeccnonanpabie MOTHOTEKCTOBBIE B/l

JSTOR

W3nanus no o611ecTBEHHBIM U TYMaHUTAPHBIM HAayKaM
Dnexrponnas oubmuoreka Grebennikon.ru

KOMHBIOTepHBIe CIIPaBOYHBIC IIPABOBLIC CUCTEMBI

Koncynperant Ilmtoc,
lapanTt

4. Cocras nporpammuoro odecnedyenus (ITIO) (k m. 7 na 2020 r.)

Nenn Haumenosanue 110 [IpousBoauTEH Croco0
/m pacrnpocTpaHeHus
(nuyenszuonnoe unu
c80000HO
pacnpocmparsiemoe)
1 Adobe Master Collection CS4 Adobe JTUIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JIALIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOIHO
pacmpocTpaHseMoe
5 Archicad 21 Rus Student Graphisoft CBOOOJTHO
pacmpocTpaHseMoe
6 SPSS Statisctics 22 IBM JINIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIUIIEH3UOHHOC
8 SPSS Statisctics 25 IBM JINIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIEH3UOHHOE
10 | OC «Anbt O6pazoBanue» 8 00O «bazanst CIIO | nuuieH3MOHHOE
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11 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIAIIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
14 | Microsoft Office 2016 Microsoft JIUIIEH3HOHHOE
15 | Visual Studio 2019 Microsoft JIUIEH3HOHHOE
16 | Adobe Creative Cloud Adobe JIUIIEH3HOHHOE
17 Zoom Zoom JIMIICH3UOHHOE
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