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1. IlosicHuTeIbHAA 3aIUCKA
1.1 Heab u 3a1aun TUCHUILTHHBI

Lenp aucuMIIuMHBI COOTHEceHa ¢ pe3yibTatoM ocBoeHus OIl BO (dbopmupyeMbivu
KOMITCTCHIIHSIMHU ).

Lenp npWCOUIUIMHBI — NOATOTOBUTH BBITYCKHUKA, 3HAIOUIETO OCHOBHBIE HalpaBJICHUS
TOCYJapCTBEHHOM perjiiaMeHTanuu padboThl ¢ JokyMmMeHTamu B Poccuiickoii ®Depepanmm, 3amadu
CIIyObl JTOKyMEHTAIlMOHHOTO OOECIEeUeHHUsl YMpaBICHHUS W BIAJCIONIETO METOJaMU aHalu3a |
COBEPIICHCTBOBAHMS TEXHOJIOTUY TUIOBBIX JIETONMPOU3BOICTBEHHBIX OMEpaIU.

3ajaun JUCHUIUIMHBL:

- U3yYUTh UCTOPHIO (DOPMUPOBAHUS HAITMOHAIBHON CHCTEMBI JICJIONPOU3BO/ICTBA;

- OBJIQJIETh CIIEHUAIIBHON TEPMUHOJIOTHUEH;

-  W3yYATh COBPEMEHHYIO 3aKOHOJATEIIbHYyI0, TMPaBOBYID H HOPMAaTHUBHyIO  0a3sy,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKYMEHTAIIUEH;

- copMupoBaTh y CTYJCHTOB HAaBBIKH BBIMOJHEHUS OCHOBHBIX JICIONPOU3BOJICTBEHHBIX
oTiepaIfii B yCIOBUSAX MPUMEHEHHS TPAAUIIMOHHBIX M aBTOMATH3UPOBAHHBIX TEXHOJIOTUN 00paboTKH
JIOKYMEHTOB;

- chopMHpOBaATH HABBIKM aHAIHM3a CHCTEMBI IOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBICHUS;

- ONPENENIUTh HAIMPABICHUS BO3MOMXHOI'O COBEPIICHCTBOBAHUS CUCTEMBI JTOKYMEHTAIMOHHOTO
obecrnieueHus yIpaBIeHUs;

- M3YYUTH TIOPAJIOK OPTaHU3AIMH CIY>KObI JTOKYMEHTAIIMOHHOTO OOCCIIEYCHHS YIIpPaBICHUS B
COBPEMEHHOM OpraHU3aLUH.

1.2. IlepeyeHb IVIAHMPYEMBbIX Pe3yJabTATOB 00y4YeHUSs MO AUCHUILINHE, COOTHECEHHBIX C
HHAUKATOPAMU JOCTHKEHHUS KOMIIETECHIIMH

Komnerenuus HNuaukaTopbl IlepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB
(ko m KOMIIeTeHI Ui 00y4eHMsl M0 JUCIHUIJINHE
HAaUMEHOBAaHUE) (xox u
HAaMEHOBAHHUE)
OIIK-2. Cniocoben OIIK 2.1. 3naer 3HaTh: OCHOBHBIE METO/BI, CIIOCOOBI U CPECTBA
HAaXOJNTh OCHOBHBIE HOJTy4eHHS, XPaHEHUS U IepepaboTKu
OpraHu3aI[IOHHO- COBpPEMEHHBIE uHpOpMaLIUU
yIpaBJIeHYECKUE poOIIeMbI VYMeTh: UCTIOJIB30BATH TTOJTyYCHHBIC 3HAHUS B
pelieHus Ipu MOCTPOCHHUS CUCTEMBI | 00sIacTH paboThl ¢ UHPOPMALMOHHBIMU
peLIeHUH 33/1a4 B JOKYMEHTAIIMOHHOTO | PeCcypcaMy Ha MPAaKTHUKE
cdepe cBoeit obecrieueHHs BnaneTs: HaBbIKaMH MTOYyYSHUSI, XPAHEHUS
npodeccruoHanbHON | yIpaBlIeHUS U nepepa®oTku MHGOPMALIUH B HEIAX
JeSITeTbHOCTH; ApXHUBHOTO JIENa; npodecCHOHATBHOM eI TETbHOCTH
OIIK 2.2. 3HaTh: OCHOBHBIE UH(POPMALIMOHHBIE
OpraHn3oBBIBaET TEXHOJIOTHH, UCTIONTb3yEMbIe B
paboty JOKYMEHTAIIMOHHOM OOECIIE€YeHUN YIIPABICHUS
MOJIpa3 IeIICHUH B U apXUBHOM JeJie, MCTOPHIO WX CO3MaHUS W
chepe HalpaBJICHUS Pa3BUTHUS
JOKYMEHTAIMOHHOTO | YMETh: IPUMEHSITh OCHOBHEIC
obecrieueHus MH(POPMALIMOHHBIE TEXHOJOTHH, HUCIIOJIb3yeMble
yTpaBJICHUS U B JOKYMEHTAIMOHHOM o0ecrieyeHnn
ApXUBHOTO JIeNa; YIpaBJICHUS U apXUBHOM JIeJie Ha TPAKTHKE




Brnanets: HaBbIKaMu pabOTHI B CHCTEMaX
AIIEKTPOHHOTO JIOKYMEHTO000pOTa, a TAKXKe
AIIEKTPOHHO-TIUPPOBOIT 00PaOOTKH TOKYMEHTOB
B c(hepe TOKyMEHTAITMOHHOTO O0eCTIeYeHUS
YHOpaBJICHUSA U apXUBHOTO Aeia

1.3. MecTo AucuuMnJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOI IPOrpaMMbl

Huctummia «Opranu3anust U TEXHOJOTUS JOKYMEHTAMOHHOTO OOECTICYEeHHUsI YIPABICHUS
OTHOCHTCS K 00513aTeIbHON YacTu OJI0Ka AUCUUIUIMH y4eOHOTro IJIaHa 10 HaNpaBJIeHUIO MOJITOTOBKU
46.03.02. JlokyMEHTOBEICHUE U APXUBOBEACHNE

JlJi1 ocBOEHUSI IUCUHUIUTMHBI HEOOXOAUMBI KOMITETEHIINH, C(HOPMHUPOBAHHBIE B X0OJI€ U3yUCHUS
CIeNYIOIIMX JUCUMIUIMH W NOpakTuk: «JlokymeHtroBenenue», «McTopusi rocynapcTBEHHBIX
yupexaeHuit CCCP u P®» «OcHOBBI poccuiickoro mpaBa», «O3HaKOMHUTENIbHAS MPAKTUKAY.

B pesynbraTte OCBOEHHS IUCHMIUVIMHBI (DOPMHUPYIOTCS KOMIETEHIMH, HEOOXOIUMBIE s
W3Y4YEeHHs CJEAYIOUIMX AMCHUIUIMH M TPOXOoXAeHUd mpakTuk: «KaapoBoe Aenonpon3BOACTBOY,
WNudopmanroHHble TEXHOIOTHH B JOKYMEHTAIIMOHHOM oOecrieueHun yrpasieHus, «lIpexaumiomuas
MIPAKTHKAY.

2. CTpyKTYypa AMCUUIJIMHBI
O6mast TpyA0EMKOCTh JUCIUIUTHHBI COCTaBIseT 4 3.¢., 144 akageMHuecKux Jaca.

CTpykTypa IMCUMILIMHBI 1J1s1 04HOH (popMbI 00yUeHust

O0veM aucHUIUIMHBI B (DOpME KOHTAKTHOM paboThl OOyyarolMXCsl C IeJaroru4ecKuMu
paboTHMKaMu U (WIM) JMIAMH, TPUBJIEKAEMBIMH K pean3aliii 00pa30BaTeNbHON MPOrpaMMbl Ha
UHBIX YCIIOBUSIX, P NTPOBEACHNUHU YUEOHBIX 3aHATUI:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
4 Jlekun 32
4 CemuHapbl/1abopaTopHblie paboThI 48
Bceero: 80

O6bveM auCHUIIMHBL B (OpME CaMOCTOATENbHOM paboThl Oo0ywaromumxcs cocTaBisier 64
aKaJIeMHYECKHUX YacoB.

3. Conep:xanue TUCHHUILIHHBI

Ne | HammeHoBaHue pa3aesa Conep:xkanue
JUCIUIIIMHDBI

1 1. Ha3znauenue kypca, [Ipeamer, copepxanue u 3aJaud  Kypca.
HCTOYHUKH U JIUTEPATypa TepMuHOMOTHMST  OCHOBHBIX MOHATHUH B  00JIACTH

JEJIONPOU3BOACTBA, €€ BoonUd. OlleHKa TEPMUHOB B
OTEYECTBEHHOM JINTEPATYPE.

B3aumocBs3p  OopraHumzanMd M TEXHOJOTUU
roCy/IapCTBEHHOI'O JIEJIONPOU3BOJICTBA C  Pa3BUTUEM
rOCy/IapCTBEHHOTO ammaparta, ero QyHKIUSIMH U
CTPYKTYPOH. [lepuoau3anyst OCHOBHBIX 3TaloB
pa3BUTHUSA JEIONPOU3BOICTBA.

Oco0OeHHOCTH U 3aKOHOMEPHOCTH pPaldOTHI C
JOKYMEHTaMHu B yupexzaeHusx Poccunm B pas3nuyHble
VCTOPUYECKHE TEpUOJbl, MX MPEEMCTBEHHOCTh B




YCIOBHSIX JEATEIbHOCTH COBETCKOTO M POCCHUMCKOTO
roCy/IapCTBEHHOI'O anmnapara.

Mecto Kypca cpeau Jpyrux — H3y4aeMbIX
JTUCLUILITUH.

O030p  HUCTOYHMKOB U  JIUTEpATypbl IO
Jenonpous3BoicTBy B Poccun o 1917 1.

Jlutepatypa o HAay4YHOU OpraHu3aluu
yrmpasiieHdeckoro Tpyaa B 1920 - 1930-x rr., ee
3HAUYEHHUE IS U3YUCHHS Kypca.

Paboter mo nenompousBoactBy 1960-x -1980-x
IT., (GOPMHUPOBAHNE HOBBIX PAIIMOHATH3ATOPCKUX HJCH
U WX OTpaXEeHHEe B UCTOYHHKAX M JIUTEpaType,
MEPUOJUYECKON MEYATH.

CoBpemeHHas crielranbHas JauTepatypa,
y4eOHUKU U y4eOHbIe mocoOus. M3MeHeHne TeMaTHKu
Hay4YHO TpakTtudeckux pador B 1900-e - 2010-e rr. B
CBS3U C CO3JIaHHEM aBTOMATHU3UPOBAHHBIX CHCTEM
JIeJIONPON3BOICTBA, COBPEMEHHBIX CpeacCTB
KOMMYHUKAIUU, OPTaHU3aIIMIOHHON U BBIYMCIUTEIbHOMN
TEXHUKH.

Jlutepatypa 1o TEOpUM U MPAKTUKE YIPABICHUS
JIoKyMeHTanuei 3a pyoexom. OIlleHKa BO3MOXHOCTH
3aMMCTBOBaHHUS  3apyOeXHOro ombiTa paboThl ¢
JOKYMEHTaMHu

2.1. Bo3HukHOBEHUE U
pa3BUTHUE AEIONPOU3BOJICTBA B
yupexaenusax Poccun XVI - XVII
BB.

PermamenTamnus 3akoHoIaTeNbHBIMI akTaMHu X VI
- XVII BB. OTAENBHBIX CTOPOH CO3MaHUS M OhOpMIICHUS
JOKYMEHTOB, OOSI3aHHOCTEM  “‘CIIy’>KMJIBIX”  JHOJEH.
Opranuzanus  JENONPOM3BOACTBA B LIEHTPAIBHBIX
YUPEXKICHUAX Pycckoro LEHTPaIN30BaHHOTO
rocygapcTBa (IIpHUKa3ax), U MECTHBIX YUPEKICHUAX
(mpuka3HbIXx u30ax), ero ocobeHHOCTH. OCHOBHEIC
JTamnbl paboTHI C JOKYMEHTaMH,
JEIONPOU3BOACTBEHHbIE  omepanuu.  CtonbioBas
¢dbopma 1eJ10npOU3BOCTBA.

2. 2. 1enonpou3BOJICTBO B
yupexaenusax Poccun XVIII B

Xapaktepuctuka «l'€HepallbHOrO perjiaMeHTay
1720 r. xak OCHOBHOI'O 3aKoHojaaTespbHoro akra X VIII
B. 10 OpraHu3alvu IeJI0NPON3BOICTBA. PermamMenTanus
JOJIPKHOCTHBIX 00s3aHHOCTEN CITy Kalux B
3akoHonarenscTBe X VIII B. TaGens o panrax 1722 r.
Ponb cexkperapst B KOJJIEKCKOM JEJIOMPOU3BOACTBE.
OcobenHocTH TEXHOJIOTHH JIETTONTPON3BO/ICTBA.
Opranuzanusi apxXuBHOTO XPaHEHHUS IOKYMEHTOB.

«Obmee yupexaenue ryoepHckoe» 1775 1. o
MOPSAKE JIeI0NPOU3BO/ICTBA i YCTaHOBJICHHE
WepapXud B JOKYMEHTHPOBAHHH B3aUMOOTHOIICHHUI
LEHTPAIbHBIX U MECTHBIX YyUpexaeHud. OTauuus
TexXHojoruu  aenonpomsBoactBa XVIII B, or
TEXHOJIOTUH TTPEIIECCTBYIONIETO MepHoa.

2. 3. 1enonpou3BOJICTBO B
yupexaenusax Poccun XIX -
Hayaiie XX BB.

«Obmee yupexaeHune MHHHCTEpcTB» 1811 T.
KakK OCHOBHOI  3aKOHOJATCIBHBIA aKT IIO
€IMHOO0OPa3HOMY  TIOPSIIKY  JCJIONPOM3BOACTBA B
YUPEKICHUAX XIX B. Cosmanune CHUCTEMBI




JIEJIONPOU3BOICTBA, COOTBETCTBYIOIIEH
€MHOHAYAJIbHOMY TIOPAJKY TIPUHATHS PELICHUA B
LEHTpaIbHBIX  yupexaeHusax Poccunm  XIX  B.
PernamenTanus qBUKEHUs JOKYMEHTOB.

TenaeHuu pocra T0KyMEHTOOOOPOTa U MEPHI 10
€ro COKpalleHHI0 B 3akoHojatenbcTBe XIX B.
Biusinue HOBBIX CpPENICTB JIOKYMEHTHPOBAHUS, CBS3H,
KOMUPOBAJbHOW TEXHUKM Ha CHCTEMYy palOThl ¢
noKymMeHTamMu. Pa3paboTka palMOHAIBHBIX CHUCTEM
JEJIONPOU3BOACTBA B  OTHCJIBHBIX BEAOMCTBaX U
3HAQUYEHHUE ATOTO OIbITa JJIS MOCIEAYIOIIETO Pa3BUTH
JIeJI0NPON3BO/ICTBA.

CoBpeMeHHas OIICHKA CHUCTEMBI
JIEJIONPOU3BOJICTBA JOPEBOIIOLMOHHON Poccun u ero
BIUSHUEC Ha JalbHEiIIee pa3BUTHE CIOCOOOB U
METOJIOB pabOThI C JOKYMEHTaMHU.

CraHoBII€HHE U pa3BUTHE
JIETIONPOU3BO/ICTBA B COBETCKUX
TOCYJTApPCTBEHHBIX yUPEKICHUSIX.

[Mouckn pamuoHaNbHBIX (HOPM  OpraHHU3aLUU
nenornpou3BoAcTsa B 1919 -1920-e roapt.

Hayunas opranuzanusi ynpaBlI€HYECKOIO TpyJa
Kak  (opma  OOILECTBEHHOrO  JBW)KEHUS  3a
paloHaIM3aIHIo Tocanmnapara.

Coznanue Hay4YHO-HMCCIIE0BATEIbCKUX
MHCTUTYTOB, BEIOMCTBEHHBIX M BHEBEJOMCTBEHHBIX
OpPraHOB pallMOHAJIM3AlUM, MX  HCCIeI0BaTeNbCKas
NEeSATeIbHOCTh M IpaKTHYeCKue pa3paboTKu IO
BHEIPEHUIO HAyYHOW OpraHu3alMM YIpaBlIEHUYECKOTO
tpyna (HOVYT).

OnmbiT  pabotel  Othena  aAMHUHUCTPATUBHOM
texuukn (ATO) HK PKM CCCP, akuuoHepHOro
obmectBa  «OprcTpoit»,  MHCTUTYyTa  TEXHHUKH
YOpPaBJIEHUS MO palMOHAIM3AMH JIEJIONPOU3BOJICTBA B
LEHTPAIbHBIX U MECTHBIX YUPEKACHUSX.

XapakTtepuctuka U 3HaueHue «OOmMX MpaBUI
JOKYMEHTallUM M JIOKyMEHTOOOOpOTa» KakK IMOMBITKH

000011eHHS METO/I0B paroHanu3aun
JEeTONPOU3BOJICTBA M BHEAPEHUS B IMPAKTHKY palbOTHI
CAUHBIX IIpaBuI oprannM3aiii W  TCEXHOJIOTHHU
JeTI0NPOU3BO/ICTBA.

JlesitenbHOCTh [ TTABHOTO apXWUBHOTO YIIPaBICHUS
(T'AY) CCCP mno wmeroauyeckomy PYKOBOJICTBY
JIEIOTIPOU3BOCTBOM. Meroanueckue pa3pabOTKu
I'AY CCCP 1960-x rr. no opranu3anuuy U TEXHOJIOTUU
nenornpoun3BoacTBa. Co3znanue u BHenpeHue OCHOBHBIX
MOJOKEHUM  ENMHOW  TrOCyIapCTBEHHOM  CHCTEMBI
nenonpousBoactBa (EI'CJl), ee 3Hauenuwe st
OpraHu3alluM JIEJIONPOU3BOJACTBA B YUPEKACHUIX U
OpraHu3aIusX.

AKTUBH3aIUSl COBEPIICHCTBOBAHUS
nenornpoun3Boactea B 1970-e — 1980-e rr. Passutue
TEOPETUYECKUX W TMPUKIAAHBIX HCCIEIOBAHUM B
00J1aCTH COBEPIICHCTBOBAHUS JIOKyMEHTAI[MOHHOTO
obecreyeHus yrpaByieHusi.  DopMUPOBaHUE




KOHIIEIIIIU JOYV. ILlens, Ha3HAaueHHE, COCTaB
OcnoBubix mnonoxenuid ['CHOY, xapakrepuctuka
OCHOBHBIX TOJIO)KEHHH M TEMAaTHUYECKUX Pa3JIeIIoB.

AOKYMCHTAIITUOHHOT'O obecrieueHus

3.1. Opranuzanus

yIpaBJIeHUsS

JIOKyMeHTallMOHHOe o0ecleYeHne YIpaBIeHHs -
OCHOBA TEXHOJIOTMH YIIPABIICHHUS
[lonatne  «JOKyMEHTAllMOHHOE oOOecredyeHue

YIPaBIICHUS (A0VY). CootHouieHue MOHATHHA
«JIETIOTIPOH3BOICTBOY, «IOKyMEHTALMOHHOE
obecrieueHne YTIPaBICHUNY, «yTpaBJICHUE

JNOKYMEHTaMu».  YTpaBI€HUE JOKYMEHTaMU  Kak
COBOKYIIHOCTh JIEWCTBHMM C JTOKYMEHTaMU OpTraHU3ALUU
C LIEJIbI0 JOKA3aTEJIbCTBA IPOBEACHMS YIIPABICHUECKUX
omnepaiuii. TpeOoBaHMs K YIPaBICHUIO TOKYMEHTAMHU.

VYnpasieHdyeckas JEATENBHOCTD U
JOKYMEHTAlMOHHOE obecrieueHne YIPABJICHMUS.
JIOKyMeHTallMOHHOe O00ecreueHne YNpaBJIeHUs] Kak
(GyHKIMS YTpaBlIEHHs, €ro MeCTO Cpeau IpYyTuX
¢GbyHKUMH ynpaBieHHsA. 3Haue€HUE JOKYMEHTOB JUIS
peanu3anvy  YNpaBJICHYECKHX pelIeHui. BiusHue
XapakTepa  yIpaBJIEHUs, IPUHLMIIOB  IPHUHATHUSA

YIIPaBICHYECKUX PELICHUN Ha OpraHu3alMi |
TEXHOJIOTUIO JOKYMEHTAI[HOHHOTO  00ecreyeHust
yIIpaBJIECHUSI.

JIoKyMeHTaIlMOHHOe O0eCTieYeHHEe YIpaBJICHUS
KaKk cHhcTteMa paboThl ¢ JOKyMeHTaMHu. akTopsl,
BJIMSIIOIIME HA €ro OpPraHW3allMi0 U TEXHOJIOTHIO B
VUPSKACHUAK, OpraHM3alMsX W Ha TPEANPUATHIX
pa3INnIHbIX OpraHU3aIMOHHO-TIPABOBBIX bopm.
OpraHu3alMoHHBIC,  TIPAaBOBBIE,  COIMAIBHBIE U
MICUXOJIOTHYECKUE  aCHEKThl  JIOKYMEHTAIIMOHHOTO
oOecrniedyeHus ynpaBieHusl.

BnusiHue = aBTOMATH3MPOBAHHOW  TEXHOJIOTHH
00pabOTKH  JOKYMEHTOB Ha  JIOKYMEHTAllHOHHOE
o0ecreYeHne yIpaBIeHHUSI.

B3anMOCBsI3b TOKyMEHTAIIMOHHOTO 00ECIIeYeHUs
yIpaBJICHUs] C XPAaHCHUEM JIOKYMEHTOB B apXHBE
OpTaHU3aIMH U B TOCYIaPCTBEHHBIX apXUBaX.

HanpasieHus: rocy1apcTBEHHOTO PEryJIMpPOBaHUS

JIETIONPOU3BOJICTBA

B 1990-e — 2000-¢ roxasl.

XapakTepucTHKa 3aKOHOIATETLHBIX u
HOPMAaTHUBHBIX IIPaBOBBIX aKTOB Poccuiickoit
®denepanuu, pEerIaMEeHTHPYIOIINX paboty c
JIOKyMEHTaMH. Hamnpasnenus rocyaapcTBEHHOTO
peryJIMpOBaHUA. 3akoHOAATEILHOE 3aKpeIUICHUE
o0mmx TpeboBaHMN K JOKYMEHTaAaM U CHUCTEMaMm
YIIPaBJICHUS. OTBETCTBEHHOCTh 3a pabory ¢
JIOKyMEHTaMH U UX COXPaHHOCTb.

XapakTepucTHKa HOPMAaTHBHO-METOANYECKHUX

JOKYMCHTOB MCIKOTPACJICBOI'O JIEUCTBUSL.

J0Y.

3.2. Opranuzanus ciaykO0bl

Opranuzannonubie  (GOPMbI JOKYMEHTAIIHOHHOTO
obecrieyeHus: ynpapiaeHus. DakTopbl, ONpeaessonme




BbIOOp OpraHm3anoHHOW (OPMBI B  KOHKPETHOM
OpraHM3aIliH.

OcHoOBHast 1eNb, 3aMaud M (YHKIHUU CIYXKOBI
JOYVY.

Tumnossie cTpykTypsl cayx0b1 IOY.

PernamenTamust  GyHKUMA — moApasneneHUN
M0 JJOKYMEHTAIMOHHOMY 0OCTyXHBaHUIO. THUIIOBBIE H
WHIUBHyaJlbHBIC TOJOXKEeHHsT o ciyxoe JIOVY.
TurnoBoit GpopmyIsip MOJIOKEHHUSI, COCTaB HH(DOPMAITHH,
MOPSAIOK pa3pabOTKU U YTBEPKICHUS.

JIOMKHOCTHOM M 4MCIIEHHBIN COCTaB paOOTHUKOB
cyx0n1 JIOY. ®Oynkiuun paboTHUKOB ciryx0b1 JIOY
(cekpeTapb CTPYKTYpHOTO MOJpAa3JesIeHUs, CEKpPeTaphb
PYKOBOJUTENS, WHCIEKTOP MO KOHTPOJI M T.I.).

3aKkperuieHue  OTBETCTBEHHOCTH U TIOJIHOMOYHUH
pabotHukoB  ciuyx0b1  JIOVY. JlomkHOCTHAS
MHCTPYKLUS KAK OCHOBHOW HOPMATHUBHBIM JOKYMEHT,
oTpeAeNsoIui OpraHU3aIMIOHHO-TIPAaBOBOE
nojioxxeHne pabotHuka. Dopmymsp IOHKHOCTHOM
UHCTPYKLUUHU,  cOCTaB  UHGOpMaIuH, HOPSAIOK

pa3pabOTKU U yTBEPKICHHUS.

[Tonoxenune o ciuyx6e JJOY wu momKHOCTHas
WHCTPYKIUSI KaK HOPMaTHUBHAsI OCHOBA PACTIPEICICHUS
TpyJla MEXIy MOAPa3ACICHUSIMH ¥ UCTIOJTHUTEISIMU.

HNHcTpykimsa 1o em0npou3BOACTBY - OCHOBHOM
HOPMATHBHBIN aKT, PErIAMEHTHPYIOIIUNA TEXHOJOTHIO
JIOKYMEHTAIMOHHOTO obecneueHuUs yIpaBJICHHUS.
TunoBele U WHAWBHIyaTbHBIE MHCTPYKUWHU. [lopsimok

pa3paboTku, COCTaB uH(popMaIuy, MpaBUIIa
yTBepXkaeHus ©  BHeApeHus.  OTBETCTBEHHOCTH
COTPY/IHUKOB OpraHH3aluu 3a co0ro/IcHHe

TpeOOBaHUI MHCTPYKIIUH.

HopmupoBanue Ttpyna pabOTHHUKOB — CITy>KOBI
JH0Y, TUIIOBBIC HOPMAaTHUBBI BpEMEHU Ha
JIEJIONPOU3BOACTBEHHBIE Pa0OTHI.

Pa3merienue  CTPyKTYpHBIX  MOJpa3zesieHuit
cryxk0s1  JIOY. VYcnoBuss Tpyaa, opraHuzanus H
obopyoBaHre pabOYUX MECT.

[Topsimok xpaHeHHs neyaTeid, OJIaHKOB U MpaBHIIa
MOJIb30BaHUA HMMH. OTHKA JEJIOBBIX OTHOIICHMIA,
TICUXOJIOTHUECKUI acreKkT padoThl € JOKYMEHTaMH.
[loaroroBka KaapoB IEIONPOU3BOACTBEHHBIX CIYXkO.
@OopMbI MOBBIIICHUS! KBAUIM(UKAIUKN CHEIHATNCTOB B
obmactu JIOV.

3.3. Opranuzanus
JIOKYMEHT0000pOTa

OmnpeneneHne TMOHATHS — «IOKYMEHTOOOOPOT».
Oo6mue MPUHLIMIIBI AU  METOOUYECKHE OCHOBBI
OpraHM3alMK JAOKYMEHTO00OpOTa, UX peanu3anus B
NENCTBYIONINX roCyJapCTBEHHBIX HOPMAaTHBHBIX
JIOKYMEHTaX.

Crpykrypa u  o0mas  XapakTEepUCTHKA
JIOKYMEHTOOTOKOB. O0BeM  TOKYMEHTOOOOpOTA.
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VYyer konM4uecTBa JOKyMEHTOB.
[Ipuem, npoxoxaeHHe M MOPSJIOK HCIOJTHEHUS

MOCTYHAOIINX JIOKYMEHTOB. [lepBuunas
JKCIEIULMOHHAs o0paboTka JOKYMEHTOB.
IIpenBapurenbHoe paccMOTpeHHe JIOKYMEHTOB.
Paccmotpenue JIOKYMEHTOB PYKOBOJCTBOM
OpraHM3alliM, IPHUHATHE PELIEHUS O XapakKTepe HX
UCIIOJIHEHMSL. Hanpasienue JOKYMEHTOB  Ha
UCIIOJIHCHHE.

JlocTaBka JOKYMEHTOB HCIOJHHUTEIISAM, MOPSAIOK
UX TMpueMa W Tepenadr. Pabota HCIOTHHUTEIS C
JIOKyMEHTaMH.  OJTambl  UcmojHeHus.  [lopsimok
00pabOTKH  OTMpaBJIIEMBbIX JOKYMEHTOB. [IpaBuia
OpraHM3alii JBHXXCHUS BHYTPEHHHX JIOKYMCHTOB.
HanpagiieHus: COBEpIIEHCTBOBAHUS JOKYMEHTOO00pOTA
U IyTH €0 COKPAIICHUSL.

Tenmenuuu  pocra  JAOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHU3aNusgX. BiusHue aBTOMaTH3aANN
00paboTKu WHQOpPMAIIMK HAa KOJIMYECTBEHHBIE U
Ka4eCTBEHHBIC XAPAKTEPHCTHKH JOKYMEHTOO0OPOTA.

3.4. Peructpanus
JOKyMEHTOB W OpraHH3auus
CIPaBOYHO-UH(POPMALTMOHHOTO
00CITyKUBaHUSI.

Perucrpamus kak cocraBHas 4acTb TEXHOJIOTHHU
JOY. IIpyHuMns! perucTpanuy 10KyMEHTOB

XapakTepuctuka COBPEMEHHBIX
perucTpanMoHHbIX (GOpM, CcOCTaB HMH(OpMaLUM U
NOpAOK WX  3amoyHeHus. Pa3Butne  cnocoOoB
PETUCTPALIMU B FOCYAAPCTBEHHOM JEJIONPOU3BOICTBE.

B3anMocBsA3p  perucrpanuM = IOKYMEHTOB €
opraHuszanuen crpaBo4HO-UH(POPMAIMOHHON paboTHI,
OopraHu3anueu KOHTPOJIA VCITOJTHEHMS u
nocienyomeil 00paboTKol JOKYMEHTOB.

WnnexcupoBaHue JOKYMEHTOB. 3HAau€HHE U
npaBuia (HopMUpPOBaHMS HHAEKCOB. VHaekcupoBaHuUe
JOKYMEHTOB B YCJOBHSAX TPAJAUIMOHHOW 00pabOTKH
JOKYMEHTOB.

[Mpunmuner  mocTpoeHuss  WH()OPMAIMOHHO-
nouckoBbix cucreM (UIIC) pyuyHoro tuma, uX BHUJBI.
WNHupopmaninoHHO-cIpaBoYHOE o0ciyKuBaHue
anmapata YIpaBI€HHs B YCIOBHUAX IIPUMEHEHUS
aBToMaTu3upoBaHHbIX TexHosoruil JJOVY. Ilouck u

HCIIOJIB30BaHHUC I/IHq)OpMaI_II/II/I B aBTOMAaTU3UPOBAHHBIX
NIIC.
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3.5. KoHTpOJIb UCTIOJIHEHUS
JIOKYMEHTOB

®opmupoBaHue TpeOOBAaHMH K OpraHU3aALMH
KOHTPOJIA VCITOJTHEHMS JTOKYMEHTOB B
JEJIONPOU3BOICTBE.

3HaueHHE KOHTPOJsA 32 CpPOKAMH HCIIOJIHEHMS
JOKYMEHTOB B  amnmapaTte ymnpasieHus. OCHOBHbIE
MIPUHIUIIBI €70 OPraHU3aLNH.

3agaun ciayx0bl JJOY 1o KOHTPOIIIO UCTIONHEHUS
JNOKyMeHTOB. Kareropum JOKYMEHTOB, MOJIEKALIUE
KOHTPOJIIO CpokM WCHONHEHHS JOKYMEHTOB.
TexHOI0rns KOHTPOJIBHBIX ONEPALIUN.

PernameHTsl BHYTPEHHEN OpraHu3aLuu
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(denepanbHBIX OPraHOB HCIIOJIHUTEIBHON BIIACTH Kak
OCHOBAa KOHTPOJSI  WCIIOJIHEHUS  JIOKyMEHTOB B
rocynapcrseHHoM annapare Poccuiickoin denepanuu.

O060061enre, aHaiau3 U UCMHOJIb30BAaHUE JAHHBIX
00 HCIIOJIHEHNH  JOKYMEHTOB B  YCIOBMAX
TPaJIUIMOHHON M aBTOMAaTU3WPOBAHHON TEXHOJOTUU
00pabOTKH TOKyMEHTOB

ABTOMaTH3UpPOBAHHBIE CHUCTEMBI KOHTPOJS 3a
CpOoKaMu HUCIIOJIHCHUA AOKYMCHTOB, OIIbIT ux
IPUMEHEHUSI.
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3.6. Opranu3zanus
JIETTOTIPOU3BOICTBA TIO
NPEUTONKCHISIM, 3asIBICHUSM U
xKanobaM rpakiaaH

OOI1eCTBEHHO-TIOJIUTUYECKOE U COLMAIBLHOE
3HaueHHe OoOpalleHni TrpakaaH. 3aKoHOJaTeNlbHas

periiaMeHTanus paboTsl c NPEIJI0KECHUSIMH,
3asIBIICHUSIMU U )kKallo0aMu Tpak/iaH.
dopmMupoBaHUE HOPMAaTUBHOU 0a3bl,

pernaMeHTHpyIoLell  opraHuzanmui  paboTel €
oOpallleHusIMU TpakJlaH B TOCYJapCTBEHHOM arrapare.

OcCHOBHEIE 3a7a4u CITyKObI J0Y o
OpraHu3alMi padboTel ¢ OOpallleHUusIMU TpaxaaH, ee
ocoOeHHocTH. Ormepauuu N0 TMPHEMY, PErUCTpPaIUH,
KOHTPOJIIO MCHOJHEHMs, TMPUHATHIO pELIeHUH 1o
o0paleHusIM rpaxkJaH. Cpoku UCTIOJTHEHUS.
TpeGoBaHus K COJIEPKAHUIO OTBETHBIX JOKYMEHTOB.
dopMUpOBaHME U XpaHEHUE Jed C MPEUIOKEHUSIMH,
3asBICHUAMU W Kajobamm rpaxnaH. OOoOmeHue,
aHaJlM3 M UCIOJb30BaHUE JaHHBIX O pabore ¢
oOpallleHusIMU Tpak/laH B alrapaTe yIpaBieHHUs.

Opranunzanus npuema rpakJjaH B
rOCy/apCTBEHHBIX YUpexAeHUIX. DopMbl U METOJbI
COBEpILEHCTBOBAHMS PabOThI C OOpAIIEHUSAMH I'pakIaH
B OpraHax rocyJapCTBEHHOM BJIACTH U YNpaBJIECHUS, B
OOIIECTBEHHBIX OPTaHU3ALMIX.

[IpuMeHeHre aBTOMATU3UPOBAHHBIX TEXHOJIOTUN
JUIs  TOJATOTOBKM  OTBETOB W OpraHU3aliH
MH(}OPMaLIMOHHO-CIPABOYHOM CIYXKObI B YUPEKICHUSIX
¢ 00JIBIITMM 00BEMOM OOpAIICHUH IpaXkIaH.
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3.7. XpaHeHHe TOKYMEHTOB B
JIEJIONPOU3BOACTBE OpPraHU3aluu

OpraHmauI/m TEKYIIETO XPAaHCHUA AOKYMCHTOB
U 00CCIIeUCHHE UX COXPAaHHOCTH.

OcHOBHEBIE MTOI0KEHUS 3aKOHOIATEIILHOM
periiaMeHTaly XpaHeHus: JOKyMEHTOB B Poccuiickoit
denepanuu. MeTtoamueckue JIOKYMEHTBI o

OpraHu3aliy XpaHEHUS.

XpaHeHne  JOKYMEHTOB B CTPYKTYPHBIX
nojpasfesieHusax opraHusanud OTBETCTBEHHOCTh 32
COXPaHHOCTh JOKYMEHTOB. OpraHuszanus CIpaBOYHON
paboThI ¥ MOPSIOK BBIIAYH JTOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHWE IPU  XPAaHEHWH B  CTPYKTYPHBIX
MOAPAa3ACIICHUsX. XpaHeHUe  JOKyMEHTOB Ha
HETPaJUIMOHHBIX HOCUTENSX.

CoxpaHHOCTb IOKyMEHTOB IIpU PEOPraHU3ALMH U
JIMKBUAALMY OPraHU3aLNN.

HomeHkiatypa nen
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[lonstue «HOMeHKIaTypa nemn». HasHauenue
HOMEHKJIaTypbl Aen. HoMmeHkiaTypa Jen Kak OCHOBa
CUCTEMAaTH3allUh  JOKYMEHTOB B  ILeliX  HX
MOCIICAYIOIIEr0 XpaHEHUSI.

TpeboBaHus K COCTaBIEHNUIO HOMEHKJIATYpbl JIE.
Nx pernameHtanus B 3aKOHOJATENbHBIX aKTax U
HOPMAaTUBHO-METOINYECKUX JIOKYMEHTax
MEXOTPAcleBOT0 ACHCTBUS.

Bunsl HOMEHKNATyp JAen, WX OCOOCHHOCTH U
HazHayeHre MeToMKa COCTaBICHUS HOMEHKJIATYpPbI
JIeJl: M3yYEHUE COoCTaBa JIOKyMEHTOB, pa3paboTKa
KJIacCCU(UKAMOHHON CXEMBbI; COCTaBJICHHUE 3ar0JIOBKOB
JeJl U UX CUCTEMaTHU3alUsl C y4eTOM YCTAHOBJIEHHBIX
TpeOOBAHMIA.

[lopsimox  odopmiieHusi,  COIJIaCOBaHUS U
YTBEPKACHUS HOMEHKIATypbl Aen. Cpoku XpaHeHUus
JIOKYMEHTOB

Hcnons3oBanue HOMEHKJIaTyphI nen B
OIIEpaTUBHOM XPaHEHUU U ApXMBE OpPraHU3aLUU.

Opranuzanust ¥ nopsiaok GOpMUPOBAHUS JEI

[lonsatue “popmupoBanue jaen”’, OCHOBHBIE
TpeOOBaHMSI K  NPOBEACHHIO  3TOM  paboTHI.
CoBpemeHHas HOPMAaTUBHO-METOANYECKAs 6aza,
onpezenstomas TpeboBaHus K (HOPMHUPOBAHUIO JEN B
JIEJIONPOU3BOICTBE.

dopmupoBaHue A€l B OPraHu3alusix Pa3IndHbIX
ypoBHE# yrpaBienus. 3amaun cayx0sl JJIOY u apxuBa

OpraHu3aluu 10 00ECIeYCHNI0  Ka4eCTBEHHOTO
dopmupoBanus nen. [lpaBwiia ¢popmupoBanus B jaena
JTOKYMEHTOB pa3INIHBIX BUJIOB. [TpuHIUTIBI

CUCTEMATU3aLUN JOKYMEHTOB BHYTPH €.
Opranuzanus 3KCrepTU3bl ICHHOCTH I0KyMEHTOB
[lonsatue ‘“SxcnepTusa LIEHHOCTH JOKYMEHTOB’.

HopmartuBHo-MeToqMueCKE U TEOpeTHUYECKUE

OCHOBBI IIPOBEJEHUS OKcrepTu3pl.  TpeOoBaHus K

IIPOBE/ICHUIO SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB.
Opranuzanusi  paboTHI IEHTPAIBHOMN 3KCIIEPTHOM

komuccnn (LIOK) wm skcmeptHoit komuccuu (OK)

yupexJaeHuss  (OpraHusanuy) IO IPOBEJIEHUIO

9KCHEpPTH3bl ILIEHHOCTH JOKyMeHTOB. IlonoxeHnue 06

sKcnepTHOM komuccuu. [IpaBa U QyHKIMH SKCTIEPTHOM

KOMHCCUH, HOPSIOK ee pabotTel. JlokymMeHTHpOBaHUE

NESATEIbHOCTH ~ JKCIIEPTHOM  KOMHUCCUM.  OTarbl

IIPOBEICHUSI  DKCIEPTU3bl LEHHOCTH JOKYMEHTOB.

OdopmiieHre  pe3ynbTaTOB  3KCIEPTU3bl  LIEHHOCTH

JOKYMEHTOB.

[lonstue “nepeueHn noxkymeHTOB”. Ha3HaueHue

U HCIOJb30BAaHME IEpPEeYHEd B KayeCTBE OCHOBHBIX

HCTOYHUKOB II0 YCTAHOBJIEHHMIO CPOKOB XpaHEHHs H

o0ecrieyeHnss €JMHCTBA  ONEPATUBHOIO  XPAHEHMS

JOKYMEHTOB B  JIEJIONIPOM3BOJACTBE M  apXuUBE

OpraHu3alIMH.
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TunoBbie u BEJIOMCTBECHHBIC MEePEeYHHU.
Hcnons3oBanue nepeyHe s COCTaBIICHUS
KJ1accu(hUKaTOpOB U HOMEHKIIATYP JIE.

[ToaroroBka u odopmiieHue aen

Yuudukanus TpeboBaHUN K J1e1aM, CJaBaeMbIM B
apXuB. HopMmaTtuBHo-MeTonnyeckue JIOKYMEHTBI
MEXOTPACIEBOTO JACUCTBUS 00 0POPMIICHUN JCIT.

OcHoBHble TpeOoBaHHs K OGOPMIICHHUIO JIEeIl.
[lonmHoe u wactuunoe odopmieHue aen. [lommmka
nen. Hymepauus nucroB. 3aBepuTenbHas HAAMKCH.
Buytpennsis omuck. OdopmiieHne OOIOXKKH el
MIOCTOSTHHOTO U BPEMEHHOT'O XpaHEHUSI.

Onucwu nen

[lonstue «ommch nen». IlpaBuna cocraBneHUs
OMMHCU JIeT CTPYKTYPHOTO MOAPA3ICICHHUS. Buner
omuceid.  OcdopmieHne omucu JAel CTPYKTypHOTO
MOJIpa3/IeIeHusI.

[Topsanok nepenauu Jes B apXuB OpraHU3aINH

Ilepemaua ngen B apXWB ~ OpraHU3alLUH.
B3aumopeiicteue cmyx6sr JIOY wu apxuBa mpu
(hOpMUPOBAHUN OCHOBBI TSI TTOCIIEAYIOMIETO XPAaHEHUS
u UCIIOJIb30BaHUS JOKYMEHTOB. EnunctBo
OpraHM3alMi JOKYMEHTOB B JCIOMPOU3BOJICTBE U
apXuBe.
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3.8. HampaBnenus
cosepuieHcTBoBaHuA JIOY

VYnpapiieHue JOKyMEHTaMH KaK 4YacThb CHCTEMBbI
ynpasieHust kadecTBoM. CraHaapTu3auus NpOLEAyp
YIpaBJI€HUS JOKYMEHTaMH KaK METOAMYECKas OCHOBA

JeSITeNbHOCTU ciyx0 JIOKYMEHTAITMOHHOTO
oOecnieueHus YIIpaBICHUS B POCCHICKUX
OpraHM3aIusIX.

PasButne periaMeHTanMM JTOKYMEHTAallHOHHOTO
obecrieyeHus ynpapieHus. Posib TUIIOBBIX perjgaMeHTOB
OpraHOB TOCYJAapCTBEHHOM BIIACTM M YIPABICHUSA B
peryJIupoBaHUU TOKYMEHTALIMOHHOTO OOeCreyeHHs MX
NEesATENbHOCTH. BHYyTpEHHNE perylaMeHThl OpraHUu3alui.

CoBepI11eHCTBOBaHUE JOKyMEHTAIIHOHHOTO
oOecriedeHHsT  YOpaBlIeHHS B  TOCYAAPCTBEHHOM
armapare, OpraHHU3aLuUsIX Pa3IUYHBIX bopm
COOCTBEHHOCTHU (rocynapcTBEHHBIX u
HEroCyapCTBEHHBIX). VYnopsnouenue
OpPTraHU3aIMOHHBIX (OPM ¥ METOJOB PAabOTHI C
JTOKyMEHTaMHU.

Pernamenranmst ~ QyHKUWH, CTPYKTYpHl H
OpraHU3alMOHHO-TIIPAaBOBOr0 Moj0keHus ciyx6 J0Y.
BnusiHue HOBBIX HH(OPMALIMOHHBIX TEXHOJIOTUI
Ha COBEPLICHCTBOBAHNE YIPaBIE€HYECKON
nestenbHOCTH U JIOY.

4. O0pa3oBaTte/ibHbIE TEXHOJIOTUH
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B pa3zznene ykazansl 00pa3oBaTesbHbIe TEXHOIOTHH, UCIIOIb3yEMBbIE MTPU PEeATH3aMU PA3InIHbBIX
BHUJIOB y4YeOHBIX 3aHATHI Ayi1 Hanbojee 3(pGEeKTUBHOTO OCBOCHHUS NUCUUIUIMHBL. Ilpu mposenenuun
y4eOHBIX 3aHATHH oOecreynBaeTcsi pa3BUTHE y OOYYarOIIMXCS HABBIKOB KOMAaHJHOM paboTHl,
MEXJINYHOCTHOM KOMMYHHMKAIMM, TPHUHIATHS pEIIeHUH, JUIAEpCKUX KadecTB (BKJOYas Mpu
HEOOXO/MMOCTH TPOBEJCHUE WHTEPAKTUBHBIX JIEKIIMH, TPYMNIOBBIX JUCKYCCHH, PpOJIEBBIX UIp,
TPEHUHIOB, aHAIM3 CUTyallMi U UMUTAIIMOHHBIX MOJENEH, MpernojaBaHue AUCHUILIMH (MOayJel) B
(opMe KypcoB, COCTaBJICHHBIX Ha OCHOBE pe3yJIbTATOB HAYYHBIX HCCIEIOBaHHUN, B TOM YHUCIE C
y4€TOM PpPErHOHAJbHBIX OCOOCHHOCTEM TMPOGECCHOHANbHONW JEATENbHOCTH  BBIMYCKHUKOB H
notpeOHOCTEH paboTonarenei.

Jns mnpoBeaeHHs 3aHATUI JIEKUUOHHOTO THNA [0 JAWCHUIUIMHE NPUMEHSIOTCS TaKue
o0pa3oBaTenbHbIE TEXHOJIOIMH KaK MHTEPAaKTUBHBIC JIEKIIUHU, IpoOieMHoe oOyuenue. i mpoBeneHus
3aHATUNA CEMUHAPCKOT0 TUIIA UCIIONIb3YIOTCS IPYIIIOBBIE JUCKYCCUH, POJIEBBIE UTPHI, aHATIU3 CUTYyalUl
Y UMUTALIMOHHBIX MOJIENIEH.

Ne HaumeHnoBanue Buabl yueOHoi
Oobpa3oBaTe/ibHbIE€ TEXHOJIOTUH
n/n pa3nena padoThbI
1 2 3 5
1. |IIpenmer, conepxanue, |Jlexmus 1. BBoaHas ekuus ¢ UCIoJib30BaHUEM
3a/1auu Kypca BUJIEOMATEPHUAIIOB

HOIIFOTOBK& K JICKIIUMH C UCITIOJIb30BAHUECM

CaMocTosgTensrHas
npaBoBbIX 0a3 «KoHcynbrant, «l"apant» u ap.,
pabora .
caiita «Zakonbasey: 3akoHomarepHas 0a3a
Poccuiickoit denepanuu
2. |Bo3HuKHOBEHHE U Jlexnus 2. Jlekuusa-6ecena

pasBuTHE
JIeJIONIPOU3BO/ICTBA B
yupexaenusax Poccun
XVI - XVII BB.

IIpaktuyeckoe 1 [PabGota ¢  METOOMYECKMMH  MaTepuallaMH,
KOJUICKIIMAMHU JIOKYMEHTOB (OHJa J1abopaTopuu
JIOKYMEHTOBE/ICHUS

[ToaroTroBKa K JIEKIIUU C UCTIOIH30BAaHUEM (POHIIOB
CaMocTosTeIbHas | OnoImoTexku PITY u nabopaTopuu
pabora JIOKYMEHTOBE/ICHUS U TIPAKTHUECKOMY 3aHITHIO B
COOTBETCTBUHU C METOJMYECKUMHU YKA3aHHUSAMH 10
BBITIOJTHCHHIO MPAKTUICCKUX 3aHITHH.
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HenonpousBoactBo B [Jlexuus 3. Jlexuus-Oecena
yupexaeHusax Poccun
XVIII B
[IpakTuueckoe Pabora ¢ MmeTognueckuMu MaTepuagamH,
3aHATHE 2. KOJUIEKLUSMU JJOKYMEHTOB (poH/a 1aboparopuu
JIOKyMEHTOBEACHUS
[ToaroToBKA K JICKITUU C UCTIOJIb30BaHUEM (DOHIOB
CamocrosiTenbHas
OoubIMoTEKH PITY u naboparopun
pabora JIOKyMEHTOBEACHUS U MPAKTUIECKOMY 3aHATHUIO B
COOTBETCTBUU C METOJAMYECKUMHU YKa3aHUSIMH I10
BBITIOJITHEHUIO TIPAKTUYECKUX 3aHATHM.
HenonpousBoacto B |Jlekius 4. Jlexuus-Oecena
yupexaeHusx Poccun
XIX - nayasie XX BB.
[IpakTuueckoe PaGora ¢ MmeTognueckuMu MaTepuagamH,
3aHATHe 3. KOJUIEKIIMSAMHU JOKYMEHTOB (hoHJIa TabopaTopuu
JIOKyMEHTOBEACHUS
[ToaroroBka K JIGKIIMH ¢ UCTIOJIB30BaHUEM (DOHJIOB
OuOIMOTEKH PITY u nmabopaTopuu
CamocTosiTenbHas | IOKYMEHTOBEICHUSI M TIPAKTUUYECKOMY 3aHSITHUIO B
pabora COOTBETCTBHUHU C METOJMYECKUMHU YKa3aHUSIMH T10
BBITIOJIHEHUIO TIPAKTUYECKUX 3aHATHUM.
CraHoBneHue u Jlexuus 5. Jleknus-nuckyccus
pa3BuTHE
JIeJIONPOU3BO/ICTBA B
COBCTCKHUX CamocrogrenbHad [ [Toaroroska K JIEKIIUU C UCIIOJIL30BAHUEM (bOHz[OB
roCy1apCTBEHHBIX pabota oubmnorexu PI'TY u naboparopun
YUIPEKACHUIX JIOKyMEHTOBEACHUS/
Opranuzanus Jlexuusa 6. [TpoGieMHas nexius
JIOKYMEHTAIMOHHOTO
obecrieueHus
YyIpaBJICHUSA CamocrosgrensHasd [[Toaroroska K JEKIIUU C UCIIOJIHL30BaHUEM
pabota npaBoBbix 0a3 «Koncynbranty, «l"apant» u 1p.,

canita «Zakonbase»: 3akoHonarenbHas 0a3a
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Poccniickoit ®enepanun

7. |Opranuzanus cinyx0b1  |Jlexuu 7 Jlexuus ¢ pa300poOM KOHKPETHBIX CUTyaluil
1 (00
[IpakTuueckoe Pabota ¢ MmeToguyeckuMu MaTepruagaMu
3aHATHE 4. 1abopaTopuu JOKyMEHTOBEICHHUS
CamocrosrenbHas [[IoAroToBka K JIEKLHUU C UCIOJIb30BaHUEM (OHJIOB
pabota 6ubnuorexu PITY " nabopaTopuu
JOKYMEHTOBEJIEHUS] U MIPAKTUYECKOMY 3aHATHIO B
COOTBETCTBUHM C METOAMYECKUMH YKAa3aHUSAMU I10
BBITIOJTHEHHUIO MPAKTUYECKUX 3aHITHH/
8. |Opranuzanus Jlexuns 8. Jlexuus ¢ pa300pOM KOHKPETHBIX CUTyaluil
JOKYMEHTO000poTa
[IpakTnueckoe PaboTa ¢ MmeToguyeckuMu MatepruagaMu
3aHATHE 5. nabopaTtopun JOKYMEHTOBEIECHUS
[ToaroToBka K JeKIMU € UCTIOJIb30BaHHEM (DOHJIOB
O6ubnuorexku PITY u nabopaTopuu
JOKYMEHTOBEJIEHUS] U MIPAKTUYECKOMY 3aHATHIO B
COOTBETCTBUHM C METOAMYECKUMHU YKA3aHUSIMH I10
BBINOJIHEHUIO TPAKTUYECKUX 3aHATHIH/
CamocTosiTenbHas
pabora
9. |Peructpanus Jlexus 9. Jlexumst ¢ pa300pOM KOHKPETHBIX CUTYaIIHHA
JIOKYMEHTOB U
OpraHu3aIus
CIPaBOYHO-
UH(POPMAILIMOHHOTO
IIpakTnyeckoe PaboTa ¢ MeTonueckuMu MaTepuaiaMu
00CITy KUBaHUSI 3aHATHE 6. nabopaTtopur JOKYMEHTOBEIECHUS
CamocrosrensHas [[IoAroToBka K JIEKIUU C UCIOIb30BaHUEM (OHJIOB
pabota OoubaMoTEKN PITY " naboparopun
JIOKYMEHTOBE/ICHUS U MPAKTHYECKOMY 3aHITHIO B
COOTBETCTBUHM C METOAMYECKUMHU YKA3aHUSIMH I10
BBITNIOJTHEHUIO MPAKTUYECKUX 3aHITHH
10. |Kontposnb ucnonnenus |Jlexmus 10. Jlexuus ¢ pa300pOM KOHKPETHBIX CUTYyaluil
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JIOKyMEHTOB
CamoctostenbHas | [IoAroToBka K JEKIKU C UCTIONB30BaHHEM (POHIOB
pabora oubmuotexu PI'TY u naboparopun
JIOKYMEHTOBEICHUS
11.|Opranuzanus Jlexkmus 11. Jlekuusa-6ecema
JIETIOTIPON3BOICTBA 110
MIPEIIOKCHHSIM,

3aABJIEHUSM U )Kalio0am

CamocrostenpHas |[IoAroToBka K JIEKIUH ¢ UIIOJIb300BAHUEM
pabota npaBoBbIX 0a3 «KoHcynbranTy, «"apant» u 1p.,
caiita «Zakonbase»: 3akoHogaTenbHas 0a3a
Poccuiickoit ®enepanyn

12. Jlexkmuu 12 Jlexmma ¢ pa300poM KOHKPETHBIX CATYaI[AI
XpaHeHHe J0KyMEHTOB H L3t ¢ pasbop P yau

B ICJIOIIPOU3BOJACTBE

DpraHu3aInN
[IpakTuueckoe Pabora ¢ MmeTognueckuMu MaTepranaMu
3aHgTHE 7. 1a00paTOpUN TOKYMEHTOBEACHUS
CamoctostenbHas | [IoAroToBka K JIEKIIMK € UCTIONB30BaHUEM (DOHIOB
pabota 6ubaroTeKn PITY u naboparopuu
JIOKyMEHTOBEACHHUS W MPAKTUICCKOMY 3aHATHIO B
COOTBETCTBUU C MCTOOINYCCKUMHU YKaSaHI/IHMI/I 110
BBITIOJTHCHHUIO TIPAKTUYCCKUX 3aHATHHA
13. |HanmpaBnenus Jlexkmus 13. [TpobGnemHuas nexmst
COBepHIGHCTBOBaHI/ISI
A0V

CamocrostensHast | [ToaroroBka K JIEKIUH ¢ UCIIOIB30BaHHEM (OHIOB
pabota 6ubmauorexu PI'TY u naboparopun
JOKyMEHTOBEICHHS.

Kaxnpiii oOyuaromuiicss B Te4eHHE BCero mnepuojaa oOydeHHs oOecreueH HWHIMBHIYaJbHBIM
HEOTPAaHUYEHHBIM JIOCTYIIOM K SJIEKTpOHHOW uH(OopMarmoHHooOpa3oBaTenbHol cpene PITY w3
1000 TOUYKH, B KOTOPOW HMeeTcs AOCTYHn K HH(POPMAIMOHHO-TENEKOMMYHHKAIIMOHHON CeTH
"Unarepuer", kak Ha Tepputopuun PITY, Tak u BHe ee. DnexkTpoHHas WH(POPMAIIMOHHO-
oOpa3oBatenbHast cpena PITY obecrneunBaer: JOCTYN K y4eOHBIM IUIaHaM, pabOYuM IporpaMMam
JTUCHMIUTUH (MOZYyJeil), mporpaMMaM MHpPaKTHK, 3JEKTPOHHBIM Y4Y€OHBIM M3/IaHUSM U DJIEKTPOHHBIM
o0Opa3oBaTeNbHBIM pecypcaM, YKa3aHHbIM B paboduMx MporpamMmax JIUCHMIUIMH (MOAaynei),
nporpaMMax TpaKTUK; (GOPMHUPOBAHWE 3JIEKTPOHHOTO MOPTHOIMO OOYyYaromerocs, B TOM YHCIIE
COXpaHeHHe ero padoT M OIEHOK 3a 3TH paboThl. B ciyuae peanuzanuu mporpammbl OakanaBpHara C
MPUMEHEHHEM  DJIGKTPOHHOTO  OOydYeHHus, JHUCTAaHIMOHHBIX  00pa3oBaTeNbHBIX  TEXHOJIOTUN
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aNeKTpoHHass HMHpopManmonHooOpa3oBarenbHas cpena PITY obecneunBaeT: ¢ukcanmo Xxona
00pa30BaTeNpHOrO MpoIIecca, Pe3yIbTaTOB MPOMEXKYTOYHOW aTTECTAllMd M PEe3yJbTaTOB OCBOCHUS
nporpaMMsl OakanaBpuara; IpoBeIeHUE YUeOHbBIX 3aHATHH, IPOIETyp OLEHKH pe3yIbTaToB 00yUYeHus,
peanu3zanusi KOTOPhIX NPEIyCMOTPEHa C MPUMEHEHHEM 3JIEKTPOHHOrO OOy4eHHs, AMCTAHIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTUI; B3aUMOJICHCTBUE MEXIY yYaCTHUKAaMHU 00pazoBaTeIbHOIO Ipoliecca,
B TOM YHUCJIE CUHXPOHHOE U (WJIM) aCHHXPOHHOE B3aMMOJEHCTBHs mocpenctBoMm cetu "HHtepHet".
OyHKIIMOHUPOBAHUE AJIEKTPOHHOM HMH(POPMAIIMOHHO-00pa30BaTeIbHON  CpeAbl  00ecreunBaeTCs
COOTBETCTBYIOIIMMHU  CpPEACTBAMH  HH(POPMAIIMIOHHO-KOMMYHHUKAIIMOHHBIX ~ TEXHOJOTUH U
KBaJMpUKanMed paOOTHUKOB, €€ MCIONB3YIOMUX U HoJaepKuBaronmx. @OyHKIMOHUPOBAHUE
3JIEKTPOHHON HWH(}OpMaImoHHo-00pa3oBaTenbHOM cpeasl PITY coOTBETCTBYET 3aKOHOIATENHCTBY
Poccuiickoi denepanuu.

B nmepuon BpEeMEHHOTO NPUOCTAHOBJICHMSI IOCEIICHHS OOyYalolMMHUCA MOMEIIEHUN |
teppuropuu PITY nist opranuzanuu yueGHOro mpoiecca ¢ IpuMEHEHHEM 3JIEKTPOHHOT0 00y4eHUs U
JUCTAHIIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJOTUH MOTYT OBITh HCIIOJIB30BAHBI  CIIEAYIOIIKE
o0pa3oBaTeNnbHbIC TEXHOJIOTHHU:

— BUJICO-JIEKIIUH;

— OHJIAMH-JIEKLUU B PEKUME PEaTbHOIO BPEMEHY;

— DJIEKTPOHHbIE YUEOHUKH, YUeOHbIe TOCOOUS, HAyYHbIE N3JaHUS B AJIEKTPOHHOM BUJIE U IOCTYII
K MHBIM 3JICKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CHCTEMBI JIJIs DJIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTALIUU C UCTIOJIb30BAHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPE/CTB.

5. Onenka nJIaHUPyeMbIX Pe3yJbTATOB 00y4eHHs

5.1 CucreMa oLleHUBAHUA

Cucrema OlleHUBaHUS BHICTPOCHA B COOTBETCTBUH C yUEOHBIM TUTAHOM, TJI€ OIIpeIesieHbI (hOPMBI
MIPOMEXKYTOYHOM aTTecTaruu (3a4€T/3a4€T ¢ OIICHKOW/9K3aMeH), U CTPYKTYPOU TUCITUTUINHEI, T/Ie
onpesenacHbl POPMBI TEKYIIET0 KOHTPOJIS. Y Ka3bIBaeTCs pacipenesieHrne 6amioB mo ¢popMam
TEKYLIEro KOHTPOJIA U MPOMEKYTOUHON aTTECTAllMU, CPOKH OTYETHOCTH. MOKET MPOBOAUTHCS KAK B
TPaJMIIMOHHOMN, TaK U B UHHOBAIIMOHHOH (hopMe (3aluTa MPOEKTOB, ACJIOBast UTPa, KEHCHI U T.11.).

Cucmema ouenusanus Modxcem Ovlmb NPeOCmasieHa Kax 8 MmeKCcmosol, max 1 6 mabauyHou
opme.

Hanpumep:

DopMa KOHTPOJIS Makc. KoJIu4ecTBO 0aJJI0B
3a oxny Bceero
padory

Texkyui KOHTPOIIb:

- onpoc 5 bannos 30 6annos

- yyacmue 8 OUCKYCCUU HA CeMUHAape 5 bannos 10 bannos

- KoHmpoavHas paboma (memwl 1-3) 10 bannos 10 bannos

- KoHmpoavbHan paboma (memwl 4-5) 10 bannos 10 bannos

[IpomexyTouHas aTTecTanus — IK3aMeH 40 6amoB

HTroro 3a cemectp 100 GansoB

[Tomy4yeHHBI COBOKYIHBIN PE3YNbTAT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKAJTy OLICHOK U B
IKany oueHok EBporelickoil cucreMsl nepeHoca u HakorieHus kpenutos (European Credit Transfer
System; nanee — ECTS) B cCOOTBETCTBUU ¢ TaOJIULICH:
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100-6amibHas TpaimoHHas mKana [kana
IKajga ECTS
95 -100 A

2304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 - 67 D

5055 YIIOBJIETBOPUTEIBHO B

20-49 FX

0-19 HEYJIOBJICTBOPUTEIILHO HE 3aUTEHO F

5.2 KpurTepuu BbICTABJIEHHSI OIIEHKH IO JUCHUILIUHE

banasl/ | Onenka mo
HIkana | AUCHUIIAHE
ECTS

KpnTepnn OLICHKHU pe3yjabTaToB Oﬁy‘IEHI/lﬂ o JMCHMIIVINHE

100-83/ OTJINYHO/
A.B 3a4TEHO

BeicraBisiercst 00y4aroneMycs, eClid OH TIyOOKO U [TPOYHO YCBOUII TEOPETUUSCKUIN U
MPAKTHYECKUH MaTepHa, MOKET MPOJEMOHCTPHPOBATH ATO HA 3aHATUSAX U B XOJIE
MPOMEKYTOYHOU aTTECTALIUY.

OO0y4JaroUuiics NCUCPITHIBAIOIIE U JIOTHIESCKH CTPOWHO M3JIaracT yucOHBI MaTepua,
YMEeT yBsI3bIBaTh TEOPHIO C MPAKTUKOM, CIIPABIISICTCS C PELICHUEM 3a1a
poheCCUOHATBPHOIN HAMIPABICHHOCTH BBICOKOT'O YPOBHS CJIOXKHOCTH, IPABUIILHO
00OCHOBBIBACT IPUHSTHIE PELICHUSL.

CB0OOOIHO OpHEHTHPYETCS B yUeOHOH 1 Tpo(ecCHOHATBHON JTUTEpaType.

Or1eHKa 1Mo JUCIUTUIAHE BRICTABIIIOTCS 00yYaloeMycs ¢ YIETOM pe3yIbTaToB
TEKYLIEH U MPOMEXYTOUHOM aTTecTaliy.

Komnerenmyu, 3aKperIéHHbIC 32 TUCIUILIHHON, COPMHPOBAHBI HA YPOBHE —
«BBICOKHID.

82-68/ XopoIo/
C 3a4TEHO

BeicraBisiercst 00y4aronieMycsi, €CJid OH 3HAeT TEOPETUUECKUN 1 MPAKTHYECKUI
MaTepHal, FPaMOTHO U 110 CYIIECTBY U3J1araeT €ro Ha 3aHATHSAX U B XOJI€
IIPOMEKYTOUHOM aTTECTALNH, HE NOITYCKasl CyILlECTBEHHBIX HETOUHOCTEN.
OOyuaronuics MpaBWILHO IIPUMEHSIET TEOPETHYECKUE TTOJI0KEHHS IPH PELICHUH
MIPAaKTHYECKUX 3a1a4 Mpo(ecCHOHANTFHON HAPaBICHHOCTH PAa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIe€T HEOOXOJUMBIMH ISl 9TOTO HAaBBIKAMH U ITPUEMaMH.
JlocTaTo4YHO XOPOIIO OPUEHTUPYETCS B Y4eOHOW 1 podeccnoHaNBHOM IuTepaType.
Or11eHKa 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00ydaromeMycs ¢ y4ETOM pe3yIbTaToB
TEKYLIEH U IPOMEKYTOUYHOH aTTeCTaluy.

Komnerenmmn, 3akperi€éHHbIC 3a TUCIATIINHON, COPMHUPOBAHEI HA YPOBHE —
«XOPOIIUNY.

67-50/ YIOBJIETBO-
D,E puUTEIbHO/
3a4YTEHO

BricraBnsercst oOyyaronieMycsi, €Clid OH 3HaeT Ha 0a30BOM ypOBHE TEOPETHUYECKHUI 1
MIPaKTHYECKUH MaTepHal, IOITyCKaeT OTAEIbHBIC OIIMOKH MPH €ro U3JI0KEHUH Ha
3aHATHAX U B X0OJI€ TPOMEKYTOUYHON aTTeCTallUH.

OOyuaronuiicst NCIBITHIBAET ONPE/CAEHHBIE 3aTPyTHEHHS B IPHMEHEHUH
TEOPETHUYECKUX MOJ0KEHUH NPH PEIIEHUHN NPAKTUYECKHX 3a4a4 NPopeCcCHOHATbHON
HaIPaBICHHOCTH CTAaHIAPTHOTO YPOBHSA CIIOKHOCTH, BaJieeT HEOOXO0UMBIMH IS
3TOro 6a30BBIMH HaBBIKAMH W TIPHEMaMHU.

JIeMOHCTpHpYeT JOCTaTOUHBIH YPOBEHb 3HAHHUS YIEOHOM TNTEPATyPHI 1O AUCIUIUINHE.
Or1ieHKa 10 JUCHUIUIMHE BBICTABISIIOTCS 00ydaronieMycst ¢ y4éToM pe3yIbTaToB
TEKyIleH U MPOMEKYTOUHON aTTeCTaluu.

KomrmereHnuu, 3akperui€HHbIe 3a TUCHUILIIMHON, C(hOPMUPOBAHBI HA YPOBHE —
«J10CTATOYHBIHY.

49-0/ HEYJIOBJICT-
F,FX BOPHUTEIIBHO/
HE 3a4TCHO

BeicraBnsiercst oOy4aroieMycsi, €CJIi OH He 3HAaeT Ha 0a30BOM ypOBHE TEOPETHUECKUI
U TIPAKTUYECKUI MaTepHal, AOMyCKaeT rpyOble OMIMOKH MPU €ro U3I0XKEHUH Ha
3aHATHUAX U B XOJ€ MPOMEKYTOUHON aTTeCTallUH.

OOyuaronuicst NCIBITHIBACT CEPhE3HBIC 3aTPYAHEHHS B IPUMCHEHUH TEOPETHIECKUX
MIOJI0)KEHHUH TIPH PELISHUHN IPAKTUYECKHX 3a/1a4 MPopecCHOHaIbHON HallPaBIEHHOCTH
CTaHAAPTHOTO YPOBHS CJIOXKHOCTH, HE BJIa/IeeT HEOOXOANMBIMHU JJIsl TOT'O HaBbIKAMHU H
IpUEMAMHU.

JleMoHCTpHpYeT hparMeHTapHbIe 3HaHHsL y4eOHOI JIUTepaTyphl 10 JUCHHILIMHE.
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Bamabsl/ | Ouenka mo Kpurepuu ouneHKH pe3yJbTaTOB 00yUYeHUs 10 TUCHUTIIIHHE

HIkana | AUCHUIIAHE
ECTS

Or1ieHKa 110 JUCHMIUIMHE BBICTABISIIOTCS 00ydaroneMycsi ¢ y4éToM pe3ysIbTaToB
TEKyIlel U MPOMEKYTOUHON aTTeCTaluu.

KomnereHnuu Ha ypoBHE «IOCTATOYHBINY, 3aKpEIUIEHHBIC 32 TUCIUIUINHON, HE
c(OpPMHUPOBaHBI.

5.3 Omuenounblie cpeacTBa (MaTrepuajbl) s TeKYyIIero KOHTPOJIS YCIeBAeMOCTH,
NMPOMEKYTOUHOM aTTecTanuu odydaomuxcs no aucuumiude (OIIK-2)

B nanHOM pasznene npuBOISATCS NPUMEPBI OLIEHOYHBIX CPEICTB B COOTBETCTBUU CO CTPYKTYpPOU
JUCLUIUINHBI U CHCTEMOM KOHTPOJIS: BapUaHThl TECTOB, TEMATUKA MMCbMEHHBIX padoT, MpUMEpPHI
9K3aMEHALIMOHHBIX OUJIETOB, TUMOBBIE 331a4H, KEHCHI U T.11. OLIEHOYHBIMU CPEJICTBA JOJKHBI OBITH
obecreyeHsl Bce (POpMBbI TEKYIIETO KOHTPOJIS M TPOMEXYTOUHOM aTTecTaiiui. OHM JOJKHBI OBITH
OpPUEHTHPOBAHBI HE TOJIBKO HA IPOBEPKY CPOPMUPOBAHHOCTH 3HAHUHN, HO TAKXKE YMEHUH U BIIaJICHUM.

Keiichl 119 TeKyeil arrecTannm:

1. CymecTByeT JIn B HAaCTOSALIEE BPEMs FOCYIapCTBEHHOE PETYJIMPOBAHUE BOPOCOB,
CBSI3aHHBIX C TEXHOJOTHEH 00pabOTKH JTOKYMEHTOB (HApUMeEp, ONPE/IEICHBI JIU THIIOBBIC OTIEPAITHH
00pabOTKU JOKYMEHTOB, UX MOCJIEI0BATEILHOCTD) B YUPESIKICHUSAX, OPTaHN3ALUAX U HA
MPEANPUATHIX CTPAHBI?

Kakumu noxymMeHTaMu JOKHBI WIIM MOTYT PYKOBOJCTBOBATHCS KOHKPETHBIE CTPYKTYPHBI IIPU
peLlIeHNH JaHHOTO Bompoca?

2. JIns pemieHus Kakux 3ajiad UCIOJIb3YIOTCS TOCYIapCTBEHHBIE CTaHAAPThI B cdepe
nenonpou3BojicTBa? HazoBurte Takue cTaHAapThl.

Kakum 006pa3oM opranuzanusi MOXKeT JOOUTHCS OT CBOMX PAOOTHUKOB 00S3aTENILHOTO yUyeTa
nosioxkenuit 'OCT?

3. OnHoM U3 BaKHEHIINX SIBIISIETCS MPoOJieMa COXPAaHHOCTH (XpaHEHHs1) TOKyMEHTOB
opranu3anuii. Kakumu npaBoBbIMM aKTaMU U TOCYJIaPCTBEHHBIMHU MEKOTPACIEBBIMU JOKYMEHTaMHU
ClielyeT PYKOBOJACTBOBATHCS MIPH €€ PEIICHUH:

3akoHOJATEIbHbIE OCHOBBI XpaHEHUS TOKYMEHTOB

VHble npaBOBbIE aKThl, ONPEEINIAIONINE PEIIEHHE BOMPOCOB, CBA3aHHBIX C COXPAHHOCTBIO
(XpaHeHHEM) JOKYMEHTOB

HOpMaTI/IBHO—MeTO,Z[I/ILIeCKI/IC JOKYMCHTLI, COACPKAIMNEC METOAHUKY pa6OTBI I10 OIICPATUBHOMY
XPAaHCHUIO JOKYMCHTOB U IMOAIOTOBKE UX K IICPEAAYC B apXUB OpraHu3alinuun

4. PykoBoauTeNb MPEATNPUSTUS PACTIOPSATUICS TOATOTOBUTH JOKYMEHTBI, KOTOPBIE JOKHBI
peraaMeHTHpOBaTh 1EATENbHOCTh Ci1ykO0bl IOV (kaHuenspun), OpraHu3almio 1 nopsiok paboThl C
JIOKYMEHTaMHU.

boino pazpaborano [lonoxenue 06 UHPOPMALIMOHHON MOTUTUKE, OAUH U3 PA3EIIOB KOTOPOTO
HazbIBasics «Opranuzanus paboThl ¢ TOKyMEHTUpYeMoil nHpopmalieit». B pasnene 3akpermsiics
CTAaTyC KaHIEJSIPUU KaK CITY>KOBI ASITOMPOU3BOICTBA U (YHKITUH €€ COTPYIHUKOB TI0 paboTe ¢
JIOKYMEHTaMHU.

Omnpenenure, Kakue OpraHU3allMOHHBIE JOKYMEHTHI 3aMEeHIIT co00M pasnen «OpraHu3ans
paboThl ¢ JoKyMeHTupyeMoil nHdopmarmein». [IpaBomepHa u Takas npakTuka?
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Kakoii enie BHyTpeHHUI HOPMATUBHBIN JOKYMEHT CIIEI0BAJIO pa3padoTaTh, YTOOBI
YCTaHOBUTH €UHBIN MOPSI0K JEIONPOU3BOACTBA HA MIPEAIPUITHH?

5.0mnpenenure nopsaok cocrabiienus u opopmiienus [lomoxenus o cinyxoe JOVY:

. paspabatbiBaeT (KT0?)

= MOAMKCHIBAaET (KTO?)

. JIOJI’KHO OBITH COTJIACOBAHO (C KeM?)

= yTBepxaaeT (KTo?)

= BBOJMTCS B IEUCTBUE (KEM WJIK 4yeM?)

. noanexar nepecMoTpy (npu Kakmx
obcroaresbcTBax?)

3anoaHUTE MPOITYCKH.

6. PazpaboTaHHas B opraHm3aummn VIHCTpYKUMS Mo AeN0NPOU3BOACTBY COAEPXKMUT Ceaytolme
TeMaTuyeckune pasgebl:
- Opranuzanus J0KyMeHT0000poTa
- Peructparus 10KyMeHTOB
- KOHTpOJH: 34 UCIIOJIHCHHUEM JOKYMCHTOB
- Homenknarypa aen
- XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX MOJpa3IeICHHUSIX.

OTpakeH JI1 B MHCTPYKITUU BECh MPOIECC PabOTHI ¢ JOKyMEHTaMu?
Ecnu Het, kakumu pazaenamu Bel ObI JOMTOHMIN TAaHHBIA JOKYMEHT.
OO6ocHyiiTe CBOE pelicHue.

7. IHCTPYKUMS NO Ae/I0NPON3BOACTBY - 3TO 0653aTe/IbHbIN AOKYMEHT A5l BCeEX pabOTHUKOB
OpraHM3aLumn Uam ToJIbKO A5 ee CNyXK6bl Ae/10Npon3BoACTBa?
Kto u xakum o6pa3zom onpezenser chepy pacpocTpaHEHHsI JaHHOTO TOKyMeHTa?

8. KoMmaHust UMeeT HECKOJIBKO OTJIEJIEHUH, OTHO U3 KOTOPHIX PACHOIAracTcs B TOM XKe
3[IaHHH, YTO U IEHTPAIBHBIN ouc. [lpyrue oTneneHus pacroioKeHbl B Pa3HbIX palOHaX ropoja.

Kak Oyner oprann3zoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM ciiy4yae: OyJeT J1 LEeHTPaJIbHbIN
ouc paboraTh co BceMHU TOKYMEHTaMU KOMITAHUH (OCYIIECTBIISATh IICHTPATH30BaHHBINA IPUEM BCEX
JOKYMEHTOB, UX PETUCTPAIINIO, BECTH CIPABOUYHYIO paboTy, KOHTPOJIb 32 HCIIOJHEHUEM JOKYMEHTOB U
T.J1.) WIK nepeact 3tu GyHKIUK B oTAeneHus? Ecinu nepeaact, kakoBa OyeT poiib ciyx0s1 JJOY
ueHtpansHoro oduca? Kak 0yayt pabotaTh ¢ JOKYMEHTaMH OT/AEICHHUS, HAXOSIIEMCS B TOM XKe
3IaHUH, YTO U LIEHTPAIBHBINA Ouc?

9. IlepBuuHas 006pabOTKa JOKYMEHTOB, HOCTYIUBIINX B KOMIAHUIO IO ITOYTE, CBOIUTCS K
cienyronieMy. PaOOTHHKY, BBITIONHSIONINE Ty ONEPAIINI0, BCKPBIBAIOT U TYT )K€ YHHUTOXKAIOT
KOHBEPTHI, IPOCTABIISIIOT HA BCEX IOKYMEHTAX, B TOM 4Hcie, (PMHAHCOBBIX, OyXTaJITEPCKUX U T.II.,
IITaMI O TIOCTYIUICHUH JIOKYMEHTA B OPTaHU3AIMIO U NIEPEAI0T WX WHCIIEKTOPY 110 PETUCTPAIIHH.
WHcnekrop mpocMaTpuBaeT JOKYMEHTHI U QUKCUPYET B PETUCTPALIMOHHBIX (popMax, HOMUMO MIPOUUX
CBEJICHUI, KOJIMYECTBO JIUCTOB M HAIMYHE MTPUIIOKECHUHN K JJOKyMEHTaM.

Omnpenenure, kakue TpeOOBaHUSA K IPOLIECCY MEPBUYHON 00paOOTKH TOKYMEHTOB B JaHHOM
Cllydae HapyIIAIOTCs, U KaKie HETaTHBHBIC MOCIIECICTBHS STUX HAPYIICHUN 11 KOMITAHUH MOTYT
MIPOSIBUTHCS BIIOCIIE/ICTBHUH .

10. [ToMOLTHUK PYKOBOAMTES, MPEABAPUTENHHO IPOCMOTPEB JOKYMEHTAIINIO, TOCTYTUBIIYIO
B OpraHM3allMIo, BCIO €€ MepPeIaeT PyKOBOAUTENIO. B manky ¢ JOKyMeHTaMH BKJIa/IbIBA€TCs
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MUCbMEHHBIA KOMMEHTApUI O COCTaBE MOCTYNUBIINX JOKYMEHTOB, KOPPECIIOHICHTAaX, aipecaTax u
COJIEPXKAIINXCS B KAXIOM TOKYMEHTE BOIIPOCAX.

B uem cocTout Ha3HaUYeHME ONEPaALIUU «IIPEABAPUTEIHHOE PACCMOTPEHHUE TOKYMEHTOBY?
[IpaBunbHO JI1 €ro NOHUMAIOT B JJAHHON OpraHu3anun?

11. Obmas TexHomorusi paboThI C TOKyMEHTaMU B OpPraHU3aI[MH COCTOUT U3 THUIIOBBIX
onepauui:

. MIPHEM JOKYMEHTOB;

. nepBuYHas 00paboTKa JOKYMEHTOB;

[ ]

. perucrpanus;

. paccMOTpeHHe JOKYMEHTa PYKOBOAUTENIEM U OTpeesieHUe XapakTepa

pelieHus Bonpoca (Pe30Itonus);

. MOCTAHOBKA JJOKYMEHTa Ha KOHTPOJIb;
. MOJITOTOBKA MTPOEKTA IOKYMEHTA;

. oopmIeHrE U COTIIaCOBaHHUE;

. yIIOCTOBEPEHHE;

.

. OTIPaBKa U3 OpraHU3aINH;

I[OHOJ'IHI/ITC MNEPCUCHb HCJOCTAIOIUMU OIICPALUAMU

12. B cOOTBETCTBHHM € rOCYIapCTBEHHBIMU MEXOTPACIEBBIMU JJOKYMEHTaMU B
MH(POPMALMOHHO-TIOMCKOBYIO CUCTEMY 10 JoKyMeHTaM opranuzauuun (UIIC) BxoasaT: peructpanus,
UHAEKcaus, pOpMUPOBAHUE JIET.

KaxoBo HazHauenue kaxoii cocrapistomieit UTIC? Yto mo3Bossier 00beANHUT UX B OJHY
cuctemy? Kak OHM MOTYT HCITOJIB30BATHCS MPHU TIOUCKE JOKYMEHTHOU nH(popmanun?

13. B peructpanuonsbie GOpMbl BXOIALUINX JOKYMEHTOB OpraHU3allys BHECTA CIEAYIOLUe
JAHHBIC:

JlaTa MOJIy4eHHUs, BXOISIIINNA PETUCTPAlMOHHBIA HOMEpP, KOPPECTIOHICHT, HOMEp U JaTa
JIOKYMEHTA, KPaTKOe COJIEpKaHue, PE30IIOLHS PyKOBOIUTEINS OpraHU3alui, pyKOBOIUTEIb
CTPYKTYpPHOTO MOAPa3IeICHHs, PE30IOLNS PYKOBOAUTENS OPA3ACTICHUS, UCTIOIHUTENb.

Onpenennre, COOTBETCTBYIOT JIM 3TU JaHHbIE PEKOMEHTyEMOMY COCTaBY PEKBHU3UTOB
peructpanuoHHoii Gopmel. Mimeer nu cayk0a eI0nporu3BOCTBA MPABO BKIIOYAThH B
perucTpanoHHbie (GOPMBI pEKBU3UTHI [0 CBOEMY YCMOTPEHHUIO?

14. Cuctema peructpalyy B OpraHu3aluy UMEEeT CMELIaHHyI0 (hopMy, Ipu KOTOPOH YacThb
JIOKYMEHTOB (IIOCTYTAIOILINE HA UMS PYKOBOJIUTES, IPUKA3BI U JIP.) PETUCTPUPYIOTCS B CIIyk0e
JIeJIONPOU3BOJICTBA, & OCTAJIbHbIE — B CTPYKTYPHBIX [1O/IPA3ICICHHUSX.

B cnyx6e nenonpounsBojcTBa BceM 0€3 HCKIIOUEHUS TOKyMEHTaM IIPUCBAaUBAECTCsI MHJIEKC,
COCTOSLIMH U3 HOPSIIKOBOTO HOMEpa JOKYMEHTa B COOTBETCTBYIOLIEH Ipymiie (Hanpumep, BXOASIINX
JIOKYMEHTOB) U JIUTEpHI «P», 03Hadaromel «pyKkoBOJACTBOY», Harpumep, P 45. B cTpykTypHBIX
MOJIPa3/IeJIEHUSIX PETUCTPALIMOHHBIN HHAEKC COCTOUT U3 MHJIEKCA CTPYKTYPHOIO HoJpasaesieHus (1o
BHYTPEHHEMY KJIaCCU(UKATOPY CTPYKTYPHBIX MOAPA3IEICHHI) U IOPSAKOBOIO HOMEpa, Harpumep, 3-
25wm 4-12 n T.I.

Uem Takoi NOPSAAOK UHIEKCUPOBAHHUS HE COOTBETCTBYET YCTAHOBJIEHHBIM TPEOOBaHUAM?
Perenue kakux HHPOPMALMOHHO-TTIOMCKOBBIX 33/1a4 YCIIOKHSIOT TaKHE UH/IEKChI?
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15. [lena B opranu3zauuu GopMHUPYIOTCS U XPAHATCS CIETYIOIUM 00pa3oM:

CHEIMATUCTBI OT/IEIOB 3aBOJAT MAINKH, B KOTOPbIE BKJIAIBIBAIOT TOKYMEHTHI, Kacaroluecs
peleHus OTIeNbHBIX BolpocoB. Ha 060xkKax moMeratorces: paMuIui 1 MHULMAIBI UCTIOJTHUTENEH U
yKa3aHHE Ha KOHKPETHOE HalpaBJeHHE ero JesiTeIbHOCTH, HallpUMep:

A.C. TepeHTbLEB

M3roToBjieHHEe H YCTAHOBKA CBETOBOM peKJIaMbl

B teuenue rona B Takol Tarke HAKAIIMBAIOTCS PAa3IMYHbIE JOKYMEHTHI, C KOTOPBIMHU
MPUXOAUTCS PabOTaTh CIEIUAIMCTY B paMKax JIaHHOU MpoOieMbl. B uncie TOKyMEeHTOB BCTPEYArOTCS
MHACHbMa-TIPEJIOKEHHS, TMChbMAa-0TBETHI Ha MPE/JIOKEHUS, MUChbMa-peKJIaMaIliH, I0TOBOPHI U
MIPUIIOKEHHUS K IOTOBOPAM, aKThl, MPOTOKOJBI U 1p. Eciu crienmanuct paboTaer He ¢ OQHON
OpraHu3aIKeN, TO BHYTPH IMMAIKH OH MOMEIIAET KAPTOHHBIC PA3/ICTUTENN C YKa3aHUEM KOHKPETHBIX
opraHu3alMii-KOHTpareHToB. Korna J1o0KyMeHTOB CTAHOBUTCS CIIMILIKOM MHOTO, 3aBOJSIT BTOPYIO
(TpeThIo M T.J1.) MANKy C TAKOW K€ HAJMUCHIO M YKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.1I.) JEJIO:

A.C. TepentbeB

M3rotoBaeHMe N yCTaHOBKa CBETOBOM peKnambl. N2 2

B xoH1e roaa Mnarikm roMeuiaroTcCsa B H_IKa(b, B OTACJIICHUS, I'IC XPaHATCA TOKYMCECHTBI
OIMPCACIICHHBIX CIICIIUAIMCTOB.

Takoit mopsI0K XpaHeHHsI JOKYMEHTOB OOBACHSIOT TEM, UTO UMEHHO TaK CHEeUAINCTaM
yA00HO paboTaTh ¢ JOKYMEHTaMH B T€YEHHE JIEIOMPOU3BOJCTBEHHOIO I'0J1a, UCKATh IOKYMEHTHI
rocje OKOHYaHus paboThl C HUMU M 00eCIeunBaTh UX COXPAHHOCTD, TAK KaK KaXKIbIH CIICIIUATUCT
3HAET CBOM BOIPOC M, 3HAYMT, CBOU JOKYMEHTHI.

Cornachsl 11 Bbl ¢ Takum o0bsicHeHneM? KTo B TakoM citydae OyZieT HECTH OTBETCTBEHHOCTh
3a o0ecrieyeHne COXpaHHOCTH JOKyMeHTOB? OOOCHYHTE CBOI OTBET.

16. B Teuenue roga y opraHu3alnuy NOSIBUIINCH HOBBIE HAIPABICHUS IEATEIbHOCTH U HOBBIE
naptHepsl. HoBas pabora Obliia mopydeHa 1ByM otaenam. Kak ciencTBue, MOSBHINCH 3HAYUTEIBHOE
KOJINYECTBO HOBBIX JOKYMEHTOB, KOTOpbIE HE OBLIM IIPEIYCMOTPEHBI IEHCTBYIOIIUMU
HOMEHKJIATypaMH JeJ1 JaHHbBIX OT/IEJIOB.

PykxoBoauTenb opraHu3ali CBOMM IIPUKa30M 00513a1 BHECTH U3MEHEHHsI B HOMEHKJIATypy
nei. B pesynpTaTe 3T0 CBENOCH K COCTaBJICHUIO B CEPEIMHE I'OJJa HOBBIX HOMEHKJIATYp €Il ABYX
OTIeN0B. PyKOBOOUTENb OpraHu3alii UX YTBEPAUIL.

[Touemy Takue AEWCTBUSA HE MOTYT OBITh IPU3HAHBI TpaBoMepHbIMU? Kakue TpeGoBaHus K
COCTaBJICHUIO U OOPMIICHUIO HOMEHKJIATYPBbI J1eJ1 ObUIM HapyILIEHbI?

17. Tlocne ommuOOYHOro YHUUTOKEHHS Psiia BaXKHBIX JOKYMEHTOB B KOMIIAHUU OBbLIO MIPUHATO
pelieHue o co3aanuu 3kcnepTHoi komuccnu (OK) u pazpaboTke BHyTPEHHUX HOPMATHBHBIX
JIOKYMEHTOB, PETYJIUPYIOIUX €€ 1eATEIbHOCTb.

B neiicTByromnue KOpopaTuBHBIE JOKYMEHTHI, PEerJaMeHTHPYIOIIUE IeATeIbHOCTh CITYKObI
JIeJIONIPOU3BO/ICTBA U MOPAIOK PabOThI ¢ JOKYMEHTaMH KOMIIAHUU ObLIN 100aBJIEHBI
COOTBETCTBYIOILINE Pa3feibl, B KOTOPBIX ObUIN OIPE/ENIEHbI CTAaTyC, COCTaB, MpaBa, oosi3anHoCcTH DK 1
MOPSI0K IPOBEIEHUSI SKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB.

B ¢ynxmmu OK ObU10 BKITIOUEHO ClIeAyIONIee:

- IIpOBEpKa MPABUILHOCTH OPOPMIICHHS JOKYMEHTOB;

- Y4€T JOKYMEHTOB;

- ONpe/IeIeHUs YCIOBUM XPaHEHUs IOKYMEHTOB;
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- IpOBepKa KauecTBa (GOPMUPOBAHUS JIET;

- YYEeT JIeJl C JUIUTEIbHBIMU CPOKAMH XPaHEHUS;

- 0TOOp J1e)1 Ha XpaHEHUE U YHUUTOXKEHUE,

- OIIPEZEIICHHE CPOKOB XPAHEHMSI IOKYMEHTOB;

- OIIPEZCIICHHE MTOTHOTHI COXPAaHHOCTH TOKYMEHTOB KOMITAHHH.

Kaxkue napymenust 6putn qomnyieHsl npu co3nanuu JK ?

Kakue, Ha Bam B3risi1, yHKIMM HE COOTBETCTBYIOT HazHaueHHIo DK 1 He BXOJAT B MOHATHE
«OKCIIEPTU3a LICHHOCTH TOKYMEHTOBY?

18. YacTp BXOIAIIMX U UCXOAAIIUX JOKYMEHTOB OpraHU3allMy MPEICTaBICHA B JIEKTPOHHOU
¢dopme. [Tpu moaroToBKe A€M K epeiaue B apXuB BCTAJI BOIPOC, B KAKOM BUJIE UX HY>KHO C/1aBaTh: B
BH/JIE IMCKOB WJIM MEPEBEACHHBIX Ha OYMaXXKHYI0 OCHOBY TPaJUIIMOHHBIX JOKYMEHTOB.

CTOpOHHUKH TepeBojia JOKYMEHTOB B TPAIUIIMOHHYIO0 OyMakHYI0 (JOPMY MOTHBHPOBAIIH
CBOIO TOYKY 3PEHHUS TEM, UTO HE U3BECTHO, M0 KaKoil popme 10JKHA ObITh COCTAaBIIEHA OMKCH HA
3JIEKTPOHHBIE JOKYMEHTBI, U KaK OIPEICIIUTh CPOK UX XPAHEHUSI.

Kak Ob1 Bel moctynuiu B jaHHOM citydae? MOKHO JIU ONPeeIUTh CPOKU XPaHEHUS TaKUX
JOKYMEHTOB U ()OpMY OIUCH, MO KOTOPOI OHU MOTYT OBITh NE€peJaHbl B apXUB?

IIpumep BapuaHTa TeCTOB AJIs1 KOHTPOJBHOMI PadoThI
Bapuanr 1

1. [IpaBuna nemonpounsBoicTBa B (henepaibHBIX OpraHax MCIOJHUTEILHON BIACTH
u Meroanueckue pPEKOMEHIAIMKM 10 pa3paboTKe WHCTPYKIUH TO ACTOMPOU3BOJACTBY B
(benepanbHBIX opraHax WCTIOJIHUTENLHOMN BJIACTHU ObLTH MPUHSITHI B
roay.

Kaxkue u3 nepedncieHHbIX BOIIPOCOB MeToAMUeCKHE PEKOMEHIAMU PEKOMEHIYIOT BKIIFOUUTh
B MHCTPYKLMUIO 110 JEJIONPOU3BOACTBY:

| NpaBUiIa COCTABJICHUS M OOPMIICHHSI TOKYMEHTOB
| IpaBUiia OpPraHU3alku JOKYMEHT0000pOoTa

o IpaBUjIa pETUCTPALMU X KOHTPOJIA

. [paBWJIa XpPaHEHUS JOKYMEHTOB

o npaBuiia 00pabOTKU 3JEKTPOHHBIX JOKYMEHTOB

J npaBuiIa nepeaayu GakCUMUIbHBIX COOOICHUI

b npaBujia XpaHCHUS SJICKTPOHHLIX TOKYMCHTOB

1. OTMeThTE B CITMCKE THITOBBIC HA3BaHMS CJ'Iy>K6 ACJIOIIPONU3BOACTBA:

o Otnen 1enonpou3BoICTBA
o OTtaen nokyMmeHTO000pOTA
o YnpasneHue aenamu
o Kanuenspus
. Oo6mwmii otnen
o Peructparypa
o Cexkperapuar
o OTtaen kaapoB U J1E€JI0NPOU3BOJICTBA
2. OTMeTbTe B CIIMCKE CTPYKTYpHOE MOJApA3JCICHUuEe, KOTOpOe pa3pabaThiBaeT

WHCTpYKIHIO 1O JETOPOU3BOACTBY, U JIOJDKHOCTHOE JTUII0, KOTOPOE YTBEPKIAET ATOT JOKYMEHT :
Cnyx6a 10Y
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e [Opuanueckas ciyx06a opraHu3aIuu
e Kanposas cinyx6a opraHu3anuu
e Ortnen TpyAa v 3apIuiaThbl
* PykoBoauTens OpraHu3alnuu
* PykoBoaMTENh KOJIETHATBHOTO OpraHa
C Kkakoil 1aThl HAUUHAET JEUCTBOBATD MHCTPYKIIHS. ...\ venttet ettt e eeie e e eieeeeiaeaanns

4. TIpoHyMepyiTe MPaBWIBHYIO MOCJIE€I0BATEILHOCTD JEIONPOU3BOACTBEHHBIX ONEpalui 1Mo
MOATOTOBKE U 00pabOTKE UCXOAAIIUX TOKYMEHTOB:

| pa3paboTKa MPOeKTa JOKyMEHTa

o odopmIiieHHE aapecaTa

| 3aroJIOBOK K TEKCTY

| OTITpaBKa

o odopMIIeHHE TTPUIIOKEHUS

| MPOCTaBJICHHE OTMETKH 00 UCTIOJTHHUTEIES
L4 BU3bI COI'JTaCOBAHUS

| MOJIITHCaHNE

o perucrpanus

5. Peructparuu nojiexar:

o BCE ITOCTYNMBUIME U OTIPABISAEMBIE JTOKYMEHTBI

o TOJIbKO BHYTPEHHHUE TOKYMEHTBI

o TOJIBKO OIIEPAaTUBHBIEC U CPOYHBIE JTOKYMEHTHI

o TOJIBKO JTOKYMEHTBI, [IOCTYIIUBIINE U3 BBIIIECTOSIIUX OpPraHu3aluil u
OTIIPABJIIEMbBIE UM

o JOKYMEHTBI, TPeOYIOLIHE yueTa, UCIIOJHEHHS U UCTIOIb30BaHUs B CIIPABOYHBIX

JE(521520,€

KOHTpO.]'II)HI)Ie BOIIPOCHI M 3a/laHUA JIA l'lpOMQ)KyTO'lHOifI aTTeCTallui 10 UTOraM OCBOCHHHA
AUCHHUIIJINHBI

1. OcobGeHHOCTH CUCTEMBI JENOMPOU3BOCTBA B IEHTPAIbHBIX
yupexaenusx Poccun XVI-XVI., XVIII, XIX BB.. Hanpasnenus u crocoOsl
palMoOHANIN3AIUY IEIOPOU3BOACTBA B yupexkieHusax Poccun XIX - Hau. XX B.

2. HampapneHus moucka paoHaIbHBIX (POPM OpraHU3AINH
nenonpousBojicTBa B 1920-e rojibl

3. Pomub HapKOMaTa pa60‘le-erCTBHHCKOI>'I HHCIICKIIMHU B CO3JaHUNU
CHUCTEMBI COBETCKOI'0 JCJIOIPOU3BOACTBA.

4. Hauboinee 3HaunMble pa3pabOTKH aKLIHOHEPHOTO ob11ecTBa «Oprerpoin»,
NHctutyTa TeXHUKM ynpasiieHus B 1920-e roasl.

5. Xapakrtepuctuka u 3HadeHHE «OOIUX MPABUIT JOKYMEHTAIIUH U
nokymeHToobopota» (1931 r.)

6. IlporpaMMsbl COBEpIIEHCTBOBAHUS JI€IONPOU3BOJCTBA, IPUHSATHIC HA
MexoTpaciieBbix coemanusax 1941, 1960 rr.

7. HampaBiieHust TEOPETHUECKUX U MPUKIATHBIX UCCIEIOBAHUI B 00JaCTH
COBEPILIEHCTBOBaHUS Aesionpous3BoacTsa B 1970-1980-¢ roapi.
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8. T'ocynapcTBeHHOE peryiaupoBaHue JenonponsBoacTtsa B 1990-e —2000-e
TOJIBI

9. HopMaTuBHO-METOAMYECKHUE JOKYMEHTBI MEXOTPACIEBOTO ACHCTBUS,
KOTOpBIE OMPEEIIAI0T COBPEMEHHYIO OpraHU3aIHI0 pabOThl ¢ JOKYMEHTaMU
(HaMeHOBaHUE TOKYMEHTA, TOJ ero pa3paboTKu, KpaTKasi XapaKTepUCTHKA)

10. Opranuzanus ciryx0s1 IOY. OcHOBHas 11e71b, 334291 U (PYHKITUH
CITY>KOBI, €€ JOKHOCTHOW W YUCIICHHBIN COCTAB.

11. TunoBsie BUIBI U CTPYKTYpHI ciayx0 JJOVY.

12. JlokanbHbIE aKThl, PETJIAMEHTUPYIOIIUE OPTaHU3ALINIO
nenornpoun3BoicTBa. Hasnauenune, cocraB mHPOpMAaLUH, MOPSAIOK pa3paboTKU U
YTBEPKICHHUS.

13. UucTpyKius 1o eionpou3BoAcTBy. HazHauenue, CTpyKTypa TeKCTa,
TOPSIIOK TIOJITOTOBKH.

14. TlonATHE «IOKYyMEHTOOOOPOT», IPUHLIUIIBI €T0 OPraHU3alKH.
XapakTepucTUKU JOKYMEHTO000poTa

15. Oransl fokymenToobopoTta. Onepannu, KOTOPbIE BBITOTHSIIOTCS MPH
paboTe ¢ BXOISAIIMMHU JOKYMEHTaMH

16. Oransl fokymMeHTOo000pOoTa. Onepannu, KOTOPbIE BBITOTHSIIOTCS MPH
pabdoTe ¢ UCXOAAMMMU JOKYMEHTaMU

17.3ransl JOKyMEHTOO00POTA. ONEepaLlui, KOTOPBIE BHIIOIHIIOTCS C
BHYTPEHHUMU JOKYMEHTAMH

18. Perucrpanus 10KyMeHTOB, ee Ha3HaueHue. [IpaBuia perucrpanuun
JOKYMEHTOB. XapaKTepUCTUKAa COBPEMEHHBIX PETUCTPALIMOHHBIX (POPM, COCTaB
MHGOPMALIUU U MOPATO0K UX 3aIIOJTHEHMUS.

19. IlonsiTHs «perucTpanusi JOKYMEHTOBY, «MHJIEKCUPOBAHUE IOKYMEHTOBY.
3HaueHue U npaBuiia GOPMUPOBAHUS UHIEKCOB

20.3HaueHre KOHTpPOJI 32 CPOKaMU MCIIOJIHEHHS JIOKYMEHTOB B
anmaparte yrpaBieHusa. TpeOoBaHUs K OpraHU3alUi KOHTPOJIS UCTIOTHEHUS
JIOKYMEHTOB B JIEJIONIPOU3BOJICTBE. 3a7a4l KOHTPOJIBHOH 1eATEeIbHOCTH.

21.Cpoxu UCITOIHEHMS JOKYMEHTOB. TE€XHOJIOTHSI KOHTPOJIS 32 CPOKaMU
HCIIOJIHEHUSI TOKyMEHTOB.

22.3akoHoaTeNbHas PerjlaMeHTaIlis U METOANYECKOe 00ecriedeHre
OpraHM3aliy XpaHeHus1 TOKyMeHTOB B Poccuiickoit dexneparuu.

23. Opranuzanus TEKyIIero XpaHeH!s JOKYMEHTOB B JIEJIOTIPOU3BOICTBE
OpraHu3aluu 1 o0ecreyeHne ux COXpaHHOCTU

24. HomeHkJaTypa Jiej, €€ Ha3HaueHUE B JICTONPOU3BOICTBE. Buabl
HOMEHKJIATyp JIeJ, iX 0COOEHHOCTH. TpeboBaHusI K HOMEHKIJIAType e, UX
3aKpCIUICHUEC B HOPMATUBHO-METOAUUYCCKUX JOKYMCHTAX MCKOTPACICBOI'O HeﬁCTBHﬂ.

25.Meronuka cocTaBieHUss HOMEHKIATypsl 1ei. [lopsiiok opopmiienus,
COIVIACOBAHUA U YTBEPKIACHNSI HOMEHKIIATYPHI J€EIL.

26.1IpaBuna popmMupoBaHus B Ji€a JOKyMEHTOB PAa3IMYHbIX BUOB.
[TpuHIUIBI cUCTEMAaTU3AUHU TOKYMEHTOB BHYTPH JIell.
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27.1lonsaTHe “PKcnepTH3a LEHHOCTH AOKyMeHTOB”. HopmaTtuBHO-
METOAMYECKHE | TEOPETUYECKHE OCHOBBI IIPOBEIEHHS SKCIIEpTU3bl. [IpuHIMIIEI 1
KPUTEPUHU IKCIIEPTU3BI IEHHOCTH JTOKYMEHTOB.

28.Opranuzamusi  pabOTHI 11O MPOBEICHUIO YKCIIEPTH3bl [IEHHOCTH
JOKYMEHTOB. JIOKyMEHTHUpOBaHUE AEATEeIHLHOCTH IKCIEPTHON KOMUCCUU U
odopMmIieHHE ee Pe3yIbTaTOB.

29. Haznauenue onucu aen. Bunbl onmceit. [IpaBuia cocraBieHus U
o opMIIeHHE OTIMCH JIeTT CTPYKTYPHOTO TIOApa3IeTICHUSI.

30. Onepanuu 1Mo MOATrOTOBKE JOKYMEHTOB K IIEpe/iaue B apXHB
OpraHu3alNH.

31. OcHoBHBIE TpeOOBaHUS K 0OPMIICHHIO JIEJT TIPU MX MOATOTOBKE TSI
nepeaady B apXxuB opraHuzanuu. YactTuuanoe u nosiHoe opopMieHue.

6. YueOHO-MeTOAN4YecKOe U HH(pOPMaLIHOHHOE O0ecTieyeHHne TN CUMILTHHBI
6.1 Cnucoxk HCTOYHHUKOB M JINTEPaTypbl

[Tpu pazpaboTke cuCcKa UCTOYHUKOB M TUTEPATYPhl ObLITH YUTCHBI TPEOOBAHUS
o0pa30BaTeNbHBIX CTAHIAPTOB MO KHUTOOOECTIEUEHHOCTH.

HUcTounuku

OcHogHble UCMOYHUKU

®denepanbHblil 3akoH 0T 22.10.2004 Ne 125-03 «O06 apxuBHOM jene B Poccuiickoit
Oeneparumy // [DnekTporHbId pecype]. — M., 2019. — Pexxum noctyma:
https://base.garant.ru/12137300/.

®enepanbhblil 3akoH 0T 02.05.2006 Ne 59-D3 «O nopsiake paccMOTpeHuUs: oOpaleHui
rpaxnaan Poccuiickoii @eaeparumny// [DnekTpoHHBIH pecypc]. — M., 2019. — Pexxum gocrtymna:
https://base.garant.ru/12146661/.

[TocranoBnenue [IpaButensctBa PO ot 15.06.2009 Ne 477 «O6 ytBepxkaenuu [IpaBun
JICJIONPOU3BOICTBA B (PeiepalIbHBIX OpraHaX UCTIOTHUTEIBLHOU BIACTHY// [ DICKTPOHHBIN pecypc]. —
M., 2019. — Pesxxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[TocranoBnenue [IpaButenscTBa PO ot 25.12.2014 Ne 1494 “O06 yTBep>KICHUH MPaBUI 0OMEHA
JIOKYMEHTaMH B 3JIEKTPOHHOM BHJI€ MIPH OpraHu3aiuu HHGOPMAIMOHHOTO B3auMoaencTBus //
[DnexTponnsIil pecypc]. — M., 2019. — Pexxum noctyna: https://base.garant.ru/70832680/

MeTtoauueckre peKkoOMEeHIaluu o pa3paboTke HHCTPYKIUI MO AETONMPOU3BOICTBY B
(denepanbHBIX OpraHax UCMOIHUTEIBHON BIIACTH, YTBEPKICHHBIC TTpHKa3oM PocapxuBa oT 23 nexadps
2009 Ne 76 // [ 9nexTponHbIi pecypc]. — M., 2019. — Pexxum ngocrtymna:
http://www.consultant.ru/document/cons_doc LAW_96081/

[TpumepHas HHCTPYKIUS IO JEIONPON3BOACTBY B TOCYIaPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHbiii pecypc]. — M., 2019. Pexxum noctymna:
http://www.consultant.ru/document/cons_doc LAW_305137/.

[Tpuka3 MunkyneTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBep>KACHNN TPAaBUII OPTaHU3AIIH
XpaHeHus, KOMIUIEKTOBaHUS, Y4eTa U UCTIOIb30BaHUs JOKYMEHTOB ApXuBHOTO oHna Poccuiickoit
denepanvu U IPyTUX apXUBHBIX JIOKYMEHTOB B OpraHax roCy/JapCTBEHHOU BJIACTH, OpraHaX MECTHOTO
CaMOYIpaBIIEHUS U OpraHu3anuax» // [nexTpoHHsbIl pecypc]. — M., 2019. — Pexxum goctymna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.



https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_96081/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/12146661/
https://base.garant.ru/12137300/
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I'OCT P UCO 15489-1-2007 Cuctema cTaHaapTOB 10 nHGOpManuu, ONOIUOTEHHOMY U
M3/1aTebCKOMY JieiTy. YTpaBieHue fokyMenTamu. O0mue TpedoBanus. // [ DIEKTpOHHBIN pecypc]. —
M., 2019. Pexum noctyna: http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpon3BOACTBO U apXUBHOE J1€J10. T€pMUHBI U ONIPEeACICHUS. -
[DnexTpoHHBI pecypc]. — M., 2019. Pexxum ngocryna:
http://www.consultant.ru/document/cons_doc_ LAW_163800/.

ﬂOl’lOleumeﬂbele UCMOYHUKU

[Ipodeccrnonanphsiii cranaapT « CenuaInucT Mo OPraHu3alluOHHOMY U IOKYyMEHTAllHOHHOMY
o0ecIreyeHnIo yIpaBiIeHUs OpraHu3anueily, yTBepKIeHHbIH mpruka3oM Muntpyaa Poccunt ot
06.05.2015 Ne 276H // [DnexktpoHHBIH pecypc]. — M., 2019. — Pexxum goctyna:
https://base.garant.ru/71064518/.

[Ipodeccrnonanphsiii cranaapT « CienuaIncT Mo YIpaBIeHUIO0 JOKYMEHTAlUEe OpraHn3alnumny,
YTBEPKICHHBIN IIPUKa30M MUHHUCTEPCTBA TPyAa U colmanbHOM 3amuTsl Poccuiickon denepanuu ot
10.05.2017 Ne 4161 // [9nexTponnsIil pecypc]. — M., 2019. — Pexxum noctyma:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHb TUMOBBIX YIPAaBIEHUYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCs B IpOLECcCe
JEATENIBHOCTH FOCYJAPCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIPABIEHUS U OpraHu3alui, ¢
YKa3aHUEM CPOKOB XPaHEHHUs, YTBEPKACHHBIN MTpuKa3oM Munucrepcrsa KyibTypsl PO ot 25.08.2010
Ne 558 (B meticTB. pen.) // [DnexTponHbIN pecype]. — M., 2019. — Pexxum goctymna:
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

Jlureparypa

Ocnosnas:

brikoBa T.A. JlokyMeHTaIIMOHHOE 0OECTICUCHHE YIIpaBIEHUS (AEIOMPOU3BOICTBO)
[DnexTpoHHBIi pecypc]; yuedHoe mocobue/ T.A. beikosa, T.B. Ky3Henona. -2-¢ u3a. nepepad. u JI011.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum nocryna: http://znanium.com/go.php?1d=942800/

Bo6rineBa M.I1. HekoTopble 0COOEHHOCTH COBPEMEHHOTO JOKYMEHTO000opoTa // BecTHUK
PITYVY. 2015. No2. [Dnexrponnsiit pecypc]. — M., 2019. — Pexxum moctyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

brikoBa T.A. O HeKOTOPBIX IpobiemMax cephl yrnpapieHus To0KyMeHTaMu B Poccuiickoit
Deneparnu // Bectauk PITY. 2014. No2. [DnekTpoHHBIH pecypc]. — M., 2019. — Pexxum noctyna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

Jlononnumenvnasn numepamypa

Aoymnanze /. I'. lokymeHTarmonHoe obecrnieuenue ynpasiaeHus. JJokyMeHToo00poT 1
nenornpou3BoacTBo. — M.: FOpaiit, 2020. — 300 c.

Hoponuna JI. A. JlokymeHTariioHHoe obecrieuenue ymnpasiaeHus. — M.: FOpaiit, 2020. — 234
c.

[TonoB A.B. JlokyMeHTallMOHHOE 0OecrieyeHre U JOKYMEHTUPOBaHUE AESITeIbHOCTH
nouckoBbIX 0TpsAnoB // Bectuk PITY. Cepust «/lokymMeHTOBeZIeHHE U apXUBOBEICHHE.
Nudopmaruka. 3amura nHpopmaruu u nHbpopmaimonHas 6ezonacHocTe». —2017. — Ne 4. — C. 53-65

CrpaxoB O. A., AnekceeBa T. B. JlokymeHTanlmoHHOE oOecrieueHue ynpaBieHus. Y YeOHUK. —
M.: Punon, 2020. — 132 c.

[lysanosa H. H. JlokymenTanmonnoe obecnieuenue ynpasinenus. — M.: FOpaiir, 2020. — 266


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
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
http://znanium.com/go.php?id=942800/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/71064518/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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6.2 Ilepeuenn pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHUKAUMOHHOM ceTH «HTEepHeT».

ELibrary.ru Hayunas snekrponnas 6ubnuoreka www.elibrary.ru
HanmonanwsHas anektponHas 6ubnnoreka (H3b) www.rusneb.ru
[IpaBoBbIe 06a3bl JTaHHBIX: WWW.consultant.ru, www.garant.ru.

6.3 IIpogeccnonanibubie 0a3b1 JaHHBIX U HHPOPMALIMOHHO-CIIPABOYHBIE CHCTEMbI
Hoctyn k mpodeccrnoHanbHBIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WudopMalinoHHbIe CIIPaBOYHbIE CUCTEMBI:

1. Koncynsrant Ilmoc
2. Tapanr

Ne HanmenoBanue
n/m
1 | MexnynapoaHsie pedepaTuBHbIE HayKoMeTpuueckue bJl, mocTymnHbie B paMkax
HallMOHAIBHOU moAanucku B 2022 1.
WebofScience
Scopus
2 | IIpodeccuonanpHbie MOMTHOTEKCTOBBIE B/, JOCTYyNHBIE B paMKax HallMOHAIBHOMN
noanucku B 2022 r.
KypuansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnanst Taylor and Francis
3 | IlpodeccronanbHble TOTHOTEKCTOBBIE B/
JSTOR
W3nanus mo o01IeCTBEHHBIM U TYMaHUTAPHBIM HayKam
DnextpoHHas oubimmorteka Grebennikon.ru
4 | KoMnbIoTepHBIE CIIPABOYHBIE MPABOBBIE CUCTEMBI
Koncynsrant Ilroc,
l'apanTt

7. MaTepuajJbHO-TeXHHYeCKOe o0ecnevyeHue TUCIUIIMHBI

B paznene ykazansl HeoOXxoauMoe i 00yueHHs JUIEH3UMOHHOE ITPOrpaMMHOE oOecrieueHue
(M3 peKOMEHJOBAaHHOTO CITUCKA), 000pyI0BaHKE, JEMOHCTPAIIMOHHBIC PUOOPHI, MYJIbTUMETUHHBIE
CpeAcTBa, yueOHbIE (PHIBMBI, TPEHAXKEPHI, TPEOOBAHUS K ayAUTOPHSIM — KOMITBIOTEPHBIE KJIAaCCHI,
aKaJeMHYeCKHe WM CTielnaibHO 000py0BaHHBIE ayAUTOPUH U JIaOOpATOPUH, HaJIMUKE JOCKU U T.JI.

Jnst obGecriedeHust AUCHUILTMHBI HCIIONB3YeTCsl MaTepHaIbHO-TeXHHYEeCcKas 0a3a
00pa30BaTEeNbHOrO YUPEXKACHUA: YUeOHbIE ayIUTOPUH, OCHAIIEHHbIE KOMITBIOTEPOM U IIPOEKTOPOM
JUISL IEMOHCTPALMHU YYeOHBIX MAaTepHAIIOB.

Jliis mpoBeieHUs ay TUTOPHBIX 3aHATHI HEOOX0AUM CTaHAAPTHBIA HAOOP crielnaTu3uPOBAHHOM
yueObHoil mebenu W y4yeOHOro o0OOpynOBaHMsA, B TOM 4YHCJIE ayAMTOpHas Jocka (C MarHUTHOMN
MMOBEPXHOCTHIO U HAOOPOM MPUCTIOCOOTCHUN [Tl KPETUJIEHHS IEMOHCTPAIIMOHHBIX MaTepUaioB), SKpaH
(Ha wTaTMBe WM HaBecHOW). [lng mpoBeneHHs MPAaKTUYECKHX 3aHATHH, a TaKkkKe OpraHu3aluu
CaMOCTOSITENIbHOM paboOThl CTYJIEHTOB HEOOXOIMM KOMIIBIOTEPHBIN Kiacc ¢ pabOYMMH MecTaMu,
oOecnieunBaromuMu Beixo B IHTepHeT. Kpome Toro, i nHGOPMalMOHHO-PECYPCHOTO 0OeceueHus
MPAKTUYECKHUX 3aHATUN HEOOXOAUM JIOCTYH K CKaHEPY, KOMMPOBAILHOMY alnapary U MpUHTEpY.


http://www.garant.ru/
http://www.consultant.ru/
http://www.elibrary.ru/
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Peanuzanus yyeOHOW mporpaMMbl JOJDKHA OOECTIeYMBATHCS JOCTYIOM KaXKJIOro CTYJCHTa K
MH(OPMALIMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OuOinoTeyHoMy (GOHIy U CETEBBIM pecypcam
Wntepner. [na ucnonszoBanus MKT B yueOHOM mporiecce HEOOXOAMMO HaJM4KME MPOrPaMMHOIO
oOecTieYeHrs, TO3BOJISIONIETO  OCYIIECTBIATH  MOWCK HWHpopMmarmun B cetnm  VHTepHerT,
CHCTEMaTHU3allMI0, aHAIW3 W Ipe3eHTAli0 HH(POpMAIMU, SKCIOPT HHPoOpManuu Ha HU(POBbIE
HOCHTEIN.

Hns  obecneueHust yuyeOHOro mporecca wucnonb3yercss suueHsuonHoe IIO0  Microsoft
(onmepaunonHas cucreMa WindowsXP Professional Bepcust 2002 ServicePack 3, Word, PowerPoint).

CocraB MporpaMMHOTO 00ECTICUCHHSI:
Windows
Microsoft Office
Adobe Master Collection
Kaspersky Endpoint Security

8. O0ecnieuenne 00pa3oBaTeIbHOrO MpoLecca IS JUI ¢ OTPAHMYEHHBIMU BO3MOKHOCTAMM
310POBbSl U HHBAJIU/I0B

B xonme peamuzanuu AMCHUIUIMHBI HCHOJB3YIOTCS CJEIYIONIME JIOTOJIHUTEIbHBIE METOIbI
00y4yeHHs, TEKYIIEro KOHTPOJS YCHEBAaeMOCTH M IPOMEXKYTOUYHOM arTecTanuu OOydaromMxcs B
3aBUCUMOCTH OT UX UHAUBUIYATBHBIX OCOOCHHOCTEH:

® Ui CJENbIX W CIAa0OBUIAIIMX: JIEKIUH O(GOPMIIIOTCS B BUJE 3JEKTPOHHOTO JIOKYMEHTA,
JOCTYIIHOTO C TIOMOIIbIO KOMIbIOTEpA CO CHEHUAIU3HUPOBAHHBIM IMPOIPAMMHBIM OOECIIEUEHUEM;
MIMCbMEHHBIE 33JaHMsI BBINOJHAIOTCA HA KOMIIBIOTEPE CO CHEIMAIM3UPOBAHHBIM IPOTrPAMMHBIM
o0ecrieyeHreM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEeUMBACTCS WHAUBHUAYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JOKC; JUIs BBIOJHEHMS 3aJaHHs NPU HEOOXOAWMOCTH
MIPEIOCTABIIAECTCS YBEJIMUMBAIOIIEE YCTPOIMCTBO; BO3MOXKHO TaKXe HCIOJIb30BaHUE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPONUCTB; MUCbMEHHBIE 3aJjaHNsl 0(OPMIISIOTCS YBETUUYEHHBIM HIPUPTOM; IK3aMEH
1 3a4€T MPOBOJATCS B YCTHOU (pOpME MIIH BBITIOJIHAIOTCSA B MUCbMEHHON (hopMe Ha KOMIBIOTEPE.

® Ui TIIyXHUX M CJIA0OCHBIIAIUX: JIEKIUH O(QOPMISIIOTCS B BUJAE JJIEKTPOHHOIO JIOKYMEHTA,
aubo  mpefocTaBiseTcsl  3BYKOYCWIMBAIOIIAs — ammaparypa HHIUBUAYAIbHOTO  IOJIb30BAHUS;
MUCbMEHHBIE 33JaHUSl BBINOJHAIOTCS HAa KOMIIBIOTEpE B INHUCHBMEHHOM (opme; sK3aMeH U 3auéT
MIPOBOJSATCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE; BO3MOXKHO MPOBEIEHUE B JOPME TECTUPOBAHUS.

® U JIMIl C HapyLIICHUSAMHU OIOPHO-ABUTATENIFHOIO ammapaTa: JIeKIHUH O(pOpMIISIOTCS B BUJE
JJIEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C IIOMOIIBI0 KOMIIBIOTEpPA CO CHEIHATU3UPOBAHHBIM
pOrpaMMHBIM ~ OOecrieueHHEeM; THUChbMEHHbIE 3a/laHUs  BBIOJMHSIOTCS Ha KOMIIBIOTEpPE €O
CHEIMATM3UPOBAHHBIM MPOTPAMMHBIM OOECIIeYeHUEM; SK3aMEH U 3a4€T MPOBOJATCS B YCTHOU (opme
WM BBITIOJIHAIOTCS B MIUCBMEHHOM (popMe Ha KOMIBIOTEpE.

[Tpu HE0OXOTUMOCTH MpeyCMaTPUBACTCS YBEIMUEHNUE BPEMEHHU ISl TOJITOTOBKH OTBETA.

[Tponienypa mpoBeAeHUsT MPOMEXKYTOUHON arTecTaldu i OOy4arolIUXCsl YCTaHABIMBAETCS C
y4€TOM MX MHIUBUAYaJbHBIX McUXo(pu3nyeckux ocodeHHocreil. [IpoMexyTounas arrectanus MOXET
IIPOBOJIUTHCS B HECKOJIBKO ITAIlOB.

[Ipu mnpoBeneHHMH TMpoOLEAYpPHl OLEHUBAHUS pPE3YJIbTAaTOB OOyuYeHHUs IperycMaTpUBaeTCs
HCIOJIb30BaHNE TEXHUYECKHUX CPEICTB, HEOOXOJUMBIX B CBS3U C MHIUBUAYAJILHBIMU OCOOEHHOCTMHU
oOyyaromuxcsi. OTH CpeACTBA MOTYT ObITh TPEIOCTABICHBl YHUBEPCUTETOM, WJIH MOTYT
UCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPENICTBA.

[TpoBenenue nmpouenypbl OLEHUBAHMS PE3Y/IbTATOB OOyUEHHUs JOMYCKAETCS C HCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTUH.

ObecnieuynBaeTcss 1OCTYNn K HMHPOPMAIMOHHBIM U OuOIMOrpadguyueckuM pecypcaM B CETH
WuTepHeT Ui Kak0oro odydaronierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10pPOBbS U
BOCHPUATHS HH(POPMALIUU:



31

® ISl CJETBIX M CHA0OBUISIIMX: B TeyaTHOW Qopme yBeIWdeHHbIM mpudToMm, B (dopme
3JICKTPOHHOTO IOKyMEHTA, B (hopme ayanodaiina.

® U1 TIYyXUX U cIa0OoCTbIIIaNMX: B IeYaTHOH popme, B popmMe 37IeKTPOHHOTO IOKYMEHTA.

® ;17151 00yYaloOUIMXCs ¢ HapyLICHUSIMH ONOPHO-JBUTATEIBHOIO ammapara: B neyaTHoi ¢opme, B
(bopMe 3IEeKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

VY4eOHble ayaUTOpUU A BCEX BUJOB KOHTAaKTHOM M CaMOCTOSITENbHOW paboThl, HAay4Has
O6ubiroTeka W WHBIE TMOMEIIEHHUs Ui OOY4YEeHHs OCHAIEHBl CIEHUaTbHBIM O00O0pYZOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® JIJIsl CIICTIBIX U CIIAa0OBUASAIIUX: YCTPOHUCTBOM JUIsl CKAHUPOBAHUS U YTEHUs ¢ Kamepoii SARA
CE; nucnineem bpaiinsg PAC Mate 20; npuntepom bpaitnig EmBraille ViewPlus;

® ISl TAYXUX U CHa0OCHBIMIANINX: aBTOMATH3UPOBAHHBIM padOYMM MECTOM sl JIIOJACH ¢
HapyUIeHUEM CIyXa U cIabOoCIbIIIalNX; aKyCTUYECKUIM YCUIIUTENb U KOJIOHKH;

® 11 OOy4aromIMXCs C HApYUICHUSMH OINOPHO-IBUTATENBHOIO armapara: MepeIBHKHBIMHU,
perynupyeMbpiMu 3proHoMuueckumu maptamMmu CHU-1; KOMIBIOTEpHOM TEXHHKOW CO CIEIHATbHBIM
IPOrpaMMHBIM 00eCTIeUeHHEM.

9. MeToan4yecKkne MaTepHaJIbl

9.1 Ilanbl ceMMHAPCKUX/ IPAKTHYECKUX/ J1a00PaTOPHBIX 3aHATHI

Ilnanbl npakTHyecKux 3aHsaATHil.  MeroanuyeckHe yKa3aHusi 10 OPraHuU3aluu U
NPOBEICHUI0

Bb10op TeM mpakTH4ecKUX 3aHATHIl 00yCIIOBJIEH OOLIUMM CO/AEp)KaHHEM Kypca M HalelieH Ha
yriayOJIeHHOE U3yUeHUE ero OTACIbHBIX Pa3/IeoB.

[Inan mnpakTudyeckux 3aHATHM  BKIOYaeT [Ba pasgena: "OpraHusanuss U TEXHOJOTHSA
JIEJIOTIPOU3BOJICTBA B YUPEKACHUSIX JopeBotonnoHHON Poccun" m "Opranuzanus u TEXHOIOTHUS
COBPEMEHHOTI0 JIENONPOU3BOCTBA".

[Menp mNpakTUYECKUX 3aHATUNM - 3aKPEIUICHHE CTYACHTAMM TEOPETHUYECKUX 3HAHUHI
JEKIIMOHHOTO Kypca U ()OPMHPOBAHUE TNPAKTHUECKUX HABBIKOB OPraHU3AllUM COBPEMEHHOM CITy:KOBbI
JIeJIONPOU3BOJCTBA, NMPUEMOB M METOJ0B TEXHOJOIMH pabOThl C TOKYMEHTaMU B YIPABIEHYECKOM
anmapare.

B pe3ynbraTe BbINoNHEHUs 1a00paTOPHBIX 3aHATUI CTYACHTHI 1OJIKHBI

3HATH:

o XapaKTepHble OCOOCHHOCTH OpPraHW3aIlMM PadOTHl ¢ JOKYMEHTaMH B YUYPEKICHHIX
Poccun B paznuyHble MCTOPUYECKHE NEPHUOABI, B3aHMOCBSA3b 3TUX IPOLECCOB C IrOCYAAPCTBEHHBIM
anmnapaToM YIpaBJICHUS;

. COBpEMEHHBbIE TpeOOBaHUS K JOKYMEHTAI[MOHHOMY OOECTEeUeHUI0 YIpaBIICHUS B
YUPEXKACHUAX U opranu3anusx Poccuiickon denepannu;

. MIPUHIIUIIBI OPTaHU3alUU JOKYMEHTAIIHOHHOTO 00eCTIeueHUs YIIpaBICHUS;

YMETh:

. OpPTraHHU30BBIBATH CIIYKObI TOKYyMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBICHUS;

. pa3pabareiBaTh JIOKAJIbHBIE HOPMATHBHBIC aKThl M HOPMATHBHO-METOIMYECKHE
JOKYMEHTHI (TIOJIOKEHHS, MHCTPYKIMH M T.[.) MO BEISHUIO TOKYMEHTAI[MOHHOTO O0eCIeYeHHUs
YIIpaBJICHUS

. BBITIOJTHATH KJIFOUEBBIE TEXHOJIOTHYECKHE OTepalluu B padoTe ¢ JOKyMEHTaMH;

BJIAJICTD:

. MIpaBUJIaMU OPTaHHU3AIMH BCEX ATANOB PabOTHI C TOKYyMEHTAMU;

. METOJIaMH TIPOBEJCHUS aHAJM3a OpraHU3allid JOKYMEHTAI[HOHHOTO OOeCTICUeHUs
YIPABJICHHUS;

. METOJIaMH ONTUMHU3ALNN TOKYMEHTAIHOHHBIX MTPOLECCOB.

HOI[I‘OTOBKa K MMPAKTUYCCKUM 3aHATUAM OCHOBAHA Ha CaMOCTOSITEIbHOM paGOTe CTYACHTOB I10
HU3YYCHUIO JICKIIMOHHOI'O KypcCa, HICTOYHUKOB U JIMTCPATYPbI, PCKOMCHIOBAHHBIX K KaXXI0OMY 3aHATHUIO.
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PA3JIEJI 1. OPTAHU3ALIUS JEJIOIPONU3BOJICTBA B YUPEXKJIEHUSIX
JTOPEBOJIFOIIMOHHOM POCCHUN

1.1. lenonpousBonacTBo B yupexaeHusax Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBoactBo B yupexaeHusax Poccun XVIII B.
1.3.  JlenonpousBonactBo B yupexaeHusax XIX - Hau. XX B.

PA3JIEJ 2. OPTAHM3AIMA COBPEMEHHOTI'O JEJOITPOU3BOACTBA

2.1.  Opranuzanus ciayxO0bl JeT0MPOU3BOICTBA

2.2. Opranuzanms T0KyMEHTO000poTa

2.3. Perucrpanusi 10KyMEHTOB.

2.4. Homenknatypa aein

2.5. IloaroToBka 1OKyMEHTOB K IIOCJIEAYIOIEMY XPAHEHHUIO M HCIIOJIb30BAHUIO
2.6. CocraBieHre HHCTPYKIHUH 10 JEJIOIMPOU3BOACTBY

PA3JEJ 1. OPTAHU3ALMS AEJOITPOU3BOACTBA B YYPEXKIEHUS
JOPEBOJJIIOIIMOHHOU POCCHUHA

Tema 1.1. [lesqionpousBoacTso B yupexaenusax Pycckoro rocynapersa XVI-XVII BB.
(4 gaca)

SAIAHUA

1. U3yunts Cyne6uuk 1550 r. u Coboproe ynoxenue 1649 r. I1o 5TuM akTam BBISIBUTH:

* CTPYKTYpPY OPTraHOB I'OCYJapCTBEHHOI'O YIIPABIICHHUS;

* COCTaB U JIOJDKHOCTHBIE 00S3aHHOCTH "' CITY KUJIBIX JIFOICH".

* HaIlpaBJICHUS PeTJaMeHTaluu PabOThI C IOKyMEHTAMHU.

2. I3yunTh cXemMy OpraHu3alliy UCIOJHEHUS! JOKYMEHTOB B MPUKA3HOM JEJIONPOU3BOACTBE.

3. [Ipoananu3npoBaTh MEPBUYHBIA KOMIUIEKC IOKyMEHTOB (Ha MpUMepe Aelia Mo 4eT00UTHOM
SAxosa llletmnosa B [ToMmecTHOM TIpUKase) U YACHUTH MOPSAOK (OPMUPOBAHUS JIEa.

YKA3AHWS 10 BBIITOJIHEHWIO 3AJTAHUMI

1. WMsyuute Cynebnuk 1550 r., Cobopnoe ynoxenue 1649 r. u yscHUTE cleayromiee:

* COCTaB JIMI "BEPIIMBIINX CyA" ¥ JOKYMEHTHPOBABIINX ACSATEIBHOCTD CY/a;

* IOPAZOK MOJJau, PACCMOTPEHHS U UCTIOJIHEHHS YeIOOUTHBIX;

* TIOPSIIOK BEJCHUS peruCTPallMOHHBIX (GopM 1Jis "cyaHbIX 1en";

* OTBETCTBEHHOCTD 32 MOJIETKY JJOKYMEHTOB M HEI0OPOCOBECTHOE OTHOIIICHHE K
JOJKHOCTHBIM 00SI3aHHOCTSIM.

2. PaccMoTpuTe cXeMy NMPOXOKAEHUS U UCIIOJIHEHUS JOKYMEHTOB B IIPUKAa3ax U clenaire
BBIBOJI O COCTaBE TEXHOJOTHYECKHUX ONepaluil C TOKyMEHTaMH, IPUMEHSBIINXCS B MPUKA3HOM
CHUCTEME JIEJIONPOU3BOCTBA.

3. O3nakombTech ¢ fenom [TomecTHOTO TTpHKasa mo yenooutHoi Akosa IlleTnnoBa u
COTIOCTABBTE MOCJIEI0BATEIBHOCTh PACCMOTPEHHUS U PELLIEHUS BOIIPOCA U TOCJIEI0BATENIBHOCTD
pacmosoKeHus JOKyMeHTOB B Jene. Onpenenure KpalHuUeE AaThl ieda U 0COOCHHOCTH
JIOKYMEHTUPOBAHUS.

KOHTPOJIBHBIE BOITPOCHI
1. Ilepeuncnure 0COOEHHOCTH CUCTEMBI JCIIOMPOU3BOICTBA B IIEHTPAIBHBIX YUPEIKICHUIX
Poccun XVI-XVII BB.
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2. Ha3zoBuTe 3aKOHOIaTEIBHO PETJIAMEHTUPOBAHHBIE 00sI3aHHOCTH " CITY>KUIIBIX JFOJIei" B
paboTte ¢ TOKyMEHTaMH.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaMH cPOPMHUPOBATHCH B IPUKA3HOM
JIETIOTIPOU3BOJICTBE?

4. JlaiiTe XapaKTepUCTHKY CTOJIOIIOBOM (hOPMBI IETOMPOU3BOICTBA KAaK TEXHUKHU
JIOKYMEHTUPOBaHUs U (OPMUPOBAHUS JIEII.

1. KOFI[a ObLI1a BBCACHA U KOT'Ja ObllIa OTMEHCHA CTOJ'I6I_IOB8.}I (I)opMa ,Z[eJ'IOHpOI/I3BO,Z[CTBa?

NCTOYHUMKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTallMOHHOEe oOOecreueHue yhpaBieHHUs (IeIOMPOU3BOICTBO)
[DnexTponHsIil pecypc]; yuebnoe nmocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uza. nepepad. u 1om.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum nocryna: http://znanium.com/go.php?id=942800/

Tema 1.2. Jlenonpoussoactso B yupexaeHusix Poccuu XVIII B. (4 gaca)

SAJAHUSA

1. N3yuute ['enepanbhpiii permameHT 1720 T. U BBISBUTH OCHOBHBIE TPEOOBAHUS K
OpraHM3alMK JIEJONPOU3BOJCTBA B KOJJIETUAX U JOJDKHOCTHBIE OOSI3aHHOCTH KAHIIENSPCKUX
CITyKalluX.

2. N3yunTh cxemy UCHOTHEHUSI JOKYMEHTOB B KOJUIETHUSIX.

3. M3yuuts "Yupexnaenue s ynpasieHus ryoepHuii" 1775 T., BBISIBUTH OCHOBHBIC
TpeOOBaHUS K OpraHU3alMK JIEJONMPOU3BOJCTBA B MECTHBIX YUPEKIACHHUSIX W JIOJDKHOCTHBIC
00513aHHOCTH KaHIEJIAPCKUX CITYKalUX.

4. N3yunTh cxemMy HUCHIOTHEHUSI JOKYMEHTOB B MECTHBIX YUPEKIACHUSIX.

5. IIpoananusupoBath Aen0, cHOPMUPOBAHHOE B MECTHBIX YUPEKICHUSAX.

YKA3AHWS 10 BBIITOJIHEHUIO 3AJTAHWM

1. W3yuus "I'enepanbHbiii pernament 1720 r., ysicHUTE clenytolee:
1.1.  cTpyKTypy KOJUIETHH;

1.2. NOIKHOCTHOH COCTaB KaHUENSPCKUX CIIYKAIUX;

1.3.  0053aHHOCTH KAaHIEIAPCKHUX CITY>KaIlUX;

1.4. TOpsAAOK MOJIy4YeHUs1 JOKYMEHTOB B KOJUIETHUSX;

1.5.  TmopsaoK pacCMOTPEHUSI JOKYMEHTOB B KOJUIETHSIX;

1.6.  opraHuzanus U TEXHOJIOTUS PETUCTPALUN JOKYMEHTOB;
1.7. mocTpoeHue crpaBOYHO-UH(POPMAIIMOHHOTO armapara;
1.8.  CpOKHM UCHOJIHEHMSI TOKYMEHTOB;

1.9.  opraHu3zanuio XpaHEHUs JOKYMEHTOB B KOJUIETHSIX.

2. I/I3y‘-II/ITe CXCMY UCHOJHCHUS JOKYMCHTOB B KOJUICTUAX U BBIABHUTC COCTAaB
JIeTIONPOU3BOICTBEHHBIX OTIEPAITHIA.
3. M3yuns "OOmee rydbepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CTPYKTypy KaHIEJSPHUH, TOTKHOCTHON COCTAB KAHIIEISIPCKUX CITyKaIluX, UX
00513aHHOCTH B paboTe C TOKYMEHTaMU;

3.2. TeXHOJOTHIO PabOTHI C TOKyMEHTaAMHU:

3.2.1. mopsa0OK NepBUYHOM 00pabOTKH MOCTYMUBIIUX JTOKYMEHTOB;

3.2.2. TEXHOJOTHs perucTpanuy JOKYMEHTOB: IPUMEHSEMbIE pEeruCcTpalliOHHbIE (POPMBI, NX
Ha3Ha4YEHUE WU COCTaB MH(pOpPMAIINH;

3.2.3. mopsAOK pacCMOTPEHUS JOKYMEHTOB;

3.2.4. TNOpPANOK UCIOJHEHUS JOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIOJITHEHUEM JIOKYMEHTOB;

3.2.6. MOpPsIOK OTIPAaBKU JOKYMEHTOB;

3.2.7. opraHM3alMIO XpaHEHHUS JOKYMEHTOB B MECTHBIX YUPEKICHUSIX.
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4. N3yuure cxemy UCIIOTHEHUS JOKYMEHTOB B MECTHBIX YUPEXKACHUAX U BBIABUTE COCTAB
JIETIONIPOU3BOJICTBEHHBIX ONEpaIU.
5. PaccmotpuTe nena mectHbIx yupesxxaenuid X VIII B., oOpaTure BHUMaHue Ha

O(i)OpMJ'IeHI/IC 00105KKH1 Jcia, CoOCTaB JOKYMEHTOB J1€J1a, ITOCIICA0BATCIbHOCTE UX PACIIOJIOXKCHUS,
TOPpAIOK U CPOKH PACCMOTPCHUA NOKYMCHTOB, YSCHUTC MPHUHIIUIIBI (I)OpMI/IpOBaHI/IH ACII.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE cHCTEMY IPUKA3HOTO U KOJUIEKCKOTO JEIONPOU3BOICTBA, 00BACHUTE HanboJee
XapaKTEepPHbIE OTINYHSL.

2. Ilepeuncnure HOBBIE AEIIONPOU3BOACTBEHHBIE ONEPALlMY, BO3ZHUKIINE B YUPEKICHUAX
XVIII B.

3. [lepeuncnure 00A3aHHOCTH JI€IOMPOU3BOICTBEHHON CITyKObI MO OJTOTOBKE JOKYMEHTOB K
apXMBHOMY XpaHeHHIo (1o 3akoHy 1775 r.).

4. HazoBuTe 3aKOHO/IaTENIbHBIN aKT, KOTOPHIM BIEpBbIE ObLT OMPEIeNIEH CPOK XpPaHEHUS
JOKYMEHTOB B TEKYILEM JI€TIONPOU3BOJICTBE (10 C1a4M JOKYMEHTOB B apXUB).

1. HazoBute xapakTepHble 4YepTbl CUCTEMbI PETUCTPALUU JOKYMEHTOB B KOJUIETHUSIX.

NCTOYHUMKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTallMOHHOEe oOOecreueHue yhpaBieHHUs (IeTOMPOU3BOICTBO)
[DnexTponHsIil pecypce]; yuebnoe nmocoodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uza. nepepad. u 1o1m.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Tema 1.3. lenonpousBoactso B yupexaeHusx XIX - Hau. XX B. (6 yacos)

3AJAHUA

1. U3yuuTts "OOmiee yupexaenue Munuctepcts” 1811 r. u yssCHUTH OCHOBHBIE TpeOOBaHHUS K
OpraHu3aliK JeJIONPOU3BOACTBA B LIEHTPAIbHBIX YUPEKAECHUX, a TAKKe JOHDKHOCTHBIE 0053aHHOCTH
KAHLEISPCKUX YMHOBHUKOB.

2. IIpoananu3upoBaTh 0COOEHHOCTH (POPMHUPOBAHUS J1e] B yupexkaeHusX XIX - Had. XX B.

3. M3yuurs "llonokeHne o NMCbMOBOJCTBE U JEJIONPOU3BOACTBE B BOEHHOM BenomcTe" 1911
I. U BBIIBUTh OCHOBHBIE HAalpPaBJICHUS pal[MOHAIN3AUH 1EI0NPOU3BOCTBA.

4. N3yunth cxemy UCHoJHEHUs 1oKyMeHTOB B Kanuenspuu [loneunTens MOCKOBCKOTO
y4eOHOTO OKpyTa.

5. O3nakoMuThed ¢ jokymenTamu Kannenspuu [loneunrtens MOCKOBCKOTO y4eOHOTO OKpyra U
BBISIBUTDH JIEMEHTHI pallMOHAIU3AIMH [TPOLECCa UX UCTIOTHEHHUS.

YKA3AHUS 10 BBIIOJIHEHUIO 3A JAHUM

1. Nzyuus "O6mee yupexaenue muauctepctB” 1811 1., onmpenenute ciemyroiee:

1.1.  opraHmM3alMOHHYIO CTPYKTYPY MUHHUCTEPCTBA;

1.2. CTPYKTYPY AETOTPOU3BOICTBEHHON CITYKOBI;

1.3.  opraHu3zanuio J10KyMeHTOoOOpoTa:

1.3.1. mopsiAoK MoCTyIIeHUs T0KyMEHTOB: B KaHiensputo MuHucTpa; B ienapTaMeHTh;

1.3.2. opranu3anuio IBUKEHUS JTOKYMEHTOB, HAIIPAaBJIECHHBIX B KAHLEJIIPUIO MUHUCTPA ; B
Henaprament; B CoBeT MUHUCTpA: B 0011Iee MPUCYTCTBUE AenapTameHTa; B OcoOble yCTaHOBIICHUS ;

1.3.3. nopsaok ucnosHeHus: JoKyMeHToB: B Kanuenspuu munuctpa; B JlenapramenTax;

1.4. opranu3anuio U TEXHOJOTHIO PETUCTPAIUH;

1.5. opranu3zanuio KOHTPOJIS 3a UCIIOJIHEHUEM JOKYMEHTOB (PEBU3UA);

1.6. mopsiox (hopMupoBaHUS €T,

1.7. opranu3zanuio XxpaHeHusl JOKYMEHTOB;

1.1. Ha3HayeHHE OTYETOB.

2. O3HakoMbTeCh ¢ Aenamu yupexaenuii XIX B., oOpatute BHUMaHue Ha 0popMIIeHHE
00JI0kKKH JieNia, COCTaB JOKYMEHTOB JIeNa, OCIEA0BaTENbHOCTh UX PACIIOIOKEHUS, TOPAOK U CPOK
paccMOTpEHMSI TOKYMEHTOB.
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3. Uzyuute "llonoxkeHre 0 MMCbMOBOJICTBE U ACJIONPOU3BOACTBE B BOEHHOM BeJOMCTBE"
1911 r. u oOpaTuTe BHUMaHHE HA:

3.1. pernameHTaIUIO IPUMEHSEMbBIX BUJOB JIOKYMEHTOB;

3.2. ynopsijloueHue MpaBuil COCTaBICHUS U O(POPMIIEHUS JOKYMEHTOB;

3.3. peryiaMeHTaIuIo CpaBoYHO-UH(pOpMaIMoHHOTO (HOH/A;

3.4. MEXaHHU3aLMIO JIETONPOU3BO/JICTB;

3.5.opranu3aiyio onepaTuBHOIO U apXUBHOTO XPaHEHHUS IOKYMEHTOB.

Ha ocHoBe paccMOTpeHUs TepeUrCICHHBIX BOPOCOB CAENIAaTe BHIBO O HAIMTPABICHUSIX
palMoHaNM3alMU JETONPOU3BOCTBA B BOGHHOM BEJIOMCTBE.

1. [Ipoananmu3upyiiTe  cxeMy  OpraHM3alMd JEJIONpou3BoAcTBa B Kanuenspuu
[ToneunTens MocKOBCKOTO y4eOHOTO OKpyTa U cefaiiTe BBIBOJ O CIIOCO0aX pallMOHAIN3alUU ATAIlOB
WCIIOJTHEHUS JOKYMEHTOB U MOATOTOBKHA OTBETHOT'O JJOKYMEHTA B 3TOM YUPEKICHUU.

2. O3HakombTeCh € KoJuiekiuen nokyMeHToB Kannemspuu Iloneuntens MoCKOBCKOro
y4eOHOTO OKpyra, oOparas BHUMaHHUE Ha:

. AJIEMEHTHI MEXaHU3UPOBAHHOW 00pa0OTKH JOKYMEHTOB (CIIOCOOBI IIOMETOK O
MOJTYYEHUH, HAIIPABJICHUH HA UCTIOJHEHUE U UCTIOJIHEHUH JIOKYMEHTOB);

. XapakTep pe30JIIOLHUI;

. CIoCcOOBI COCTABIICHUS MPOEKTA JOKYMEHTA;

. 9JIEMEHTHI YHU(PUKALIUN TEKCTa TOKYMEHTA;

. BHUbI OJIAHKOB U CIIOCOOBI MX M3TOTOBJIEHHS.

Cz[enaﬁTe BBIBOJ 00 OCHOBHBIX U BCIIOMOT'aTEJIbHBIX HaIpaBJICHUAX palliOHAIN3allun
IIponecCoOB paCCMOTPECHUA W UCIIOJHCHHUA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHuTE cUCTEMY KOJUIEXKCKOTO U MUHUCTEPCKOIO (MCIIOJHUTEIBHOIO)
JIEJIONPOU3BOCTBA, 00BACHUTE HarloJiee XapaKTepHbIE OTIMYUSI.

2. Kak pa3BuBanace CTpyKTypa JAeI0NpOU3BOICTBEHHON CITy»KObI MUHHCTEPCTBA B IIEPBOU
nonoBuHe XIX B., YeM OHa OTIMYajIach OT KOJICKCKOH?

3. Ha3zoBute ocHoBHBIE TpeOOBaHUS K OPraHU3AIMH JOKYMEHTOO00pOTa B
muHucTteperBax XIX B. Ha kakue OCHOBHbIE JOKYMEHTOINOTOKH Pa3JIesuIuCh JOKYMEHTHI B
MUHHCTEPCTBAX?

4. HazoBute xapakTepHble 4YepThl CHCTEMbI PETUCTPALIMU JOKYMEHTOB B
MUHHCTEPCTBAX?

5. B kaxoii popme ocyIecTBIISIICS KOHTPOJIb 32 UCIIOJTHEHUEM IOKYMEHTOB B CUCTEME
MUHHUCTEPCKOIO JEJIONPOU3BOACTBA?

6. HazoBute 0co6eHHOCTH OpraHu3aluu XpaHEHHs IOKyMEHTOB B JIEJIONPOU3BOICTBE
MUHHCTEPCTB.

7. HazoBute HanpaBieHus U criocOObl pallMOHAINU3AINH IEIONPOU3BOJICTBA B
yupexaeHusax XIX - Hay. XX B.

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JloKyMeHTallMOHHOE oOOecTeueHue yrpaBieHHus (ICIOMPOU3BOICTBO)
[DnexTponnsIil pecypce]; yuebnoe nmocodue/ T.A. beikoa, T.B. Ky3nenosa. -2-¢ uza. nepepad. u 1o1m.
— Mockga: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3ALIIUA COBPEMEHHOTI'O JEJOITPOU3BOACTBA
Tema 2.1. Opranusanus cjayx0bl 1eJIONPOU3BOJACTBA (6 4acoB)

3AIAHUS

1. W3yunts TpeOoBaHUS JAEHUCTBYIOIIMX HOPMATHBHBIX AaKTOB U  HOPMAaTHUBHO-
METOJIMYECKUX JTOKYMEHTOB K OpraHU3alllH, CTPYKTYpe U GYHKIHSIM CITY>KOBI JIEIONPON3BOACTBA.

2. [Ipoananu3upoBaTh  OpPraHU3ALMIO0  CIYKOBI  JEJIONPOM3BOACTBA B  YCIOBHOM
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OopraHu3allvii U BbBIABUTH €C 0COOEHHOCTH.

3. [TonroToBUTH CXEMY OPraHM3aIMOHHON CTPYKTYPHI JIEIOTPOU3BOICTBEHHOM CITYKObI B
YCJIOBHOM OpraHu3aliyy.

4. Pazpabotats [lonoxxenue o ciyx0e AeT0NpPOU3BOICTBA YCIOBHON OpraHU3alMH.

3. Pa3zpabotaTe JOKHOCTHBIE WHCTPYKLIMU PAOOTHUKAM CIIY>XObI JEJIONPOU3BOACTBA

YCJIOBHOM OpraHU3aliyu.

YKA3AHU 10 BBITTOJIHEHUIO 3AJIAHUM

1. N3yunrte KpaTKyr0 XapaKTEpUCTUKY IEATEIbHOCTH YCIOBHOM OpraHU3alliH, BBIACHHUTE
0COOEHHOCTH OpraHHW3alMy JEIOTPOU3BOICTBEHHON CIyKObI, €¢ HECOOTBETCTBHE  COBPEMEHHBIM
TpeOOBaHUSAM MO CTaTyCy, MOJYMHEHHOCTH, HaUMEHOBAaHUSM CTPYKTYPHBIX dYacTeil, MX COCTaBy.
ApryMeHTHpyHITE OTBET.

1. [lonroToBbTe CcXeMy OpPraHM3aLMOHHOM CTPYKTYpbl CIyXObl JeI0NpOM3BO/ACTBA
YCIIOBHOM OpraHu3anuu, 3apuKCUpyiTe NOJUNHEHHOCTh CIYXKO0 U CTPYKTYPHBIX noapasaeneHuit. s
KaKXJOro CTPYKTYPHOIO TMOAPA3JEICHUs M YydacTKa CIIy>KObl JI€JIONpPOU3BOJICTBA HA CXEMe
¢bukcupyercs BuA MOTYMHEHHOCTH (IpsiMas aJMUHUCTpAaTHBHAs Win Meroandeckas). OOocHyiiTe
HAaMMEHOBAHME U OJJYMHEHHOCTb KaXJI0T0 CTPYKTYPHOTO MOAPA3ICICHHUS.

2. Ha ocnoBe IlpumepHOro monoxeHus O ciyk0e AeTONpPOU3BOJCTBA pa3paboTaiTe
CTpyKTypy TekcTa I[lomokeHus o ciay0e AelIoNnpou3BOJICTBA YCIOBHOM oOpraHu3amuu. Tekct
MOJIOXKEHHUS TOJKEH COZlepKaTh KOHKPETHbIE (OPMYIUPOBKH 33/1a4, GyHKIHI, paB, 00s3aHHOCTEH U
B3aMMOOTHOIIICHH Ciy)kObl. Cnemyer odopmuth [lonokenne Ha oOmeM OliaHKe, OINpPENeIUThH
MOPSAZIOK €r0 COTJIACOBAaHUS M YTBEPXKJAEHHUS (COCTaB CTPYKTYPHBIX MOJpa3fesieHudl U JOIKHOCTD
PYKOBOJUTENS, YTBEPXKAAIOIMIETO TOKYMEHT). APryMEHTHPYHTE CBOU MPEIIOKEHHS MO MPOEKTY
ITomoxxenns.

3. PazpaOotaiiTe JOKHOCTHBIE WHCTPYKIIMM Ha BECh JOJDKHOCTHOH — COCTaB
JIeTTOTIPOM3BOICTBEHHOM CITy>KOBI YCIOBHOM opraHn3anui. Ha ocHOBe MoiTyueHHBIX WHAWBUYaTbHBIX
3aIaHAK pa3paboTaiiTe CTPYKTYPY TEKCTa M COCTaB pasleiioB JAOKHOCTHOW MHCTpYKIuu. OOparute
BHUMaHME, YTO TpH (QOPMYJIUPOBKE JODKHOCTHBIX OOS3aHHOCTEH COTPYAHUKOB, CIEAyeT
COTJIaCOBaTh MX C OCHOBHBIMH 3ajJadyaMd U (QYHKIHMSIMHU CITyXObI (T.e. ¢ TekctoMm [lonmoxxenus). B
paszzaene "B3auMOOTHOIIEHNS, CBSI3U" CIIelyeT 3aKPEMHUTh B3aUMOICHCTBHS paOOTHUKOB CITY>KOBI U UX
CBSI3M Ha yPOBHE MPEICTABICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. [lepeuncnure CTPYyKTYpHBIE YacTU CIY>KObl JENOMPOM3BOACTBA B OPraHU3ALMIX
Pa3NUYHbIX YPOBHEH YIIPABICHHUS.

2. [lepeuncnure nelcTBYIOMIME JOKYMEHTHI, OMPEACISAIONINe 3a1a4l U QYHKIUU CIYKObI
JIeTTOTIPOU3BO/ICTBA.

3. HazoBute TpeGoBanust k cTpykType u coctraBy umHpopmanuu [lomoxxkenus o cimyxOe
JIeTIOTIPOM3BO/ICTBA; JIOJDKHOCTHON MHCTPYKITHH.

NCTOYHUKU U JINTEPATYPA

[TocranoBnenue IlpaButensctBa P® or 15.06.2009 Ne 477 «O6 ytBepxknenun IIpaBun
JIETOTIPOU3BOICTBA B (he/lepaIbHBIX OpraHax HCIOTHHUTEIBHON BIacTW»// [DIEKTPOHHBIA pecypc]. —
M., 2019. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoauueckie pEeKOMEHIAIMU M0 pPa3paboTKe WHCTPYKUUH 10 JeIONPOU3BOJACTBY B
(denepanbHBIX OpraHax HCIOJHUTENPHON BIIACTH, YTBEpXKAEHHBbIE mNpukazom PocapxuBa ot 23
nexkabpss 2009 Ne 76 // [OnektponHbIi pecypc]. — M., 2019. — Pexum goctyma:
http://www.consultant.ru/document/cons_doc LAW_96081/

[IpumepHas HHCTPYKIMS 1O JEIONPOU3BOJCTBY B TOCYJaPCTBEHHBIX OpraHU3ALMSIX,
y1B. [Ipuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P UCO 15489-1-2007 Cucrema crangapToB 1o HH(pOpManuu, OMOIUOTEUHOMY U
M31aTeIbCKOMY Jelly. YmpaBieHue qokymeHTamu. Oomue tpeboBanus. // [DneKTpoHHBIA pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_135548/.
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I'OCT P 7.0.8-2013 Jlenomnpou3BOACTBO M apXMBHOE Jei10. TepMUHBI U ONpEAEICHUS.-
[DnexTpoHHbII pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[Ipodeccrnonanphplii cranaapT «CrenuagucT Mo OPraHu3allMOHHOMY M JIOKyMEHTAllMOHHOMY
o0ECIeYeHNIO0 YIpaBICHUS OpraHu3alueny», YTBEpXKACHHBIH mpukazoM Muntpyna Poccun ot
06.05.2015 Ne 276um // [Dnextponssiii pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/71064518/.

[Ipodeccrnonanpublii cranaapT « CenuaIncT Mo YIpaBIeHNIO0 JOKYMEHTAlUEe OpraHn3aiumny,
YTBEPKICHHBIN IpUKa3oM MuHucCTEpCcTBa TpyAa U COLMAIbHOM 3amuTel Poccuiickon denepauyu ot
10.05.2017 Ne 416w // [DnexktponHsiii pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTanMOHHOE OOECTeUeHHe YMpaBieHUsS  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nocodbue/ T.A. brikoBa, T.B. Ky3Henosa. -2-e uza. nepepab. u Jo1m.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Tema 2.2. Opranusanusi 10KyMeHT0000poTa (6 Yacos)

3AJJAHUA

1. W3yuuts coBpeMeHHbIE TpeOOBaHUS K OPraHU3aAIMH JOKYMEHTOO0OPOTa B OpraHu3alusX,
YUpEXKICHUAX U Ha IPEIITPUITUSX.

2. WByuuTh U MpoaHAIM3UPOBATh OPraHU3ALMIO JOKYMEHTOO00POTa B YCIOBHOM
OpraHu3aliHy.

3. H3yunTh KpaTKy0 XapaKTEpUCTUKY AEATEIbHOCTH LIEHTPAJILHOTO anapaTa yCIOBHON
OpraHM3allM U COCTaBUTh OTNIEPOTrpaMMBbl ABM)KEHUS BXOJAIICH, UCXOAIIECH U BHyTpEHHEH
JIOKYMEHTAI1H.

4, [Toacuntath 00BEM JOKYMEHTOOOOPOTA YCIOBHOM OpPTraHU3aIliu 3a TO/I.
YKA3AHUNA 110 BBITIOJIHEHUIO 3A JAHWUN
1. Wzyunte IlpaBuna aemompou3BojAcTBa B (eaepadbHBIX OpraHax HCIOIHUTEIBHON

Brnactu (pazmen 1V), Meroauueckue peKOMEHIAUM 1O pa3paboOTKe HHCTPYKIUH 1O
JIEJIOTIPOU3BOJICTBY B (hefepalibHBIX OpraHax HCHOJHUTENbHOW Biactu (pasgen 3.4), IlpumepHyto
HWHCTPYKIIMIO MO JIEJIONPOU3BOJICTBY B rocyJapcTBEHHbIX opranmu3anusix (yTB. [Ipukazom PocapxuBa
oT 11.04.2018 Ne 44. Cnenaiite BbIBOJ O CTEIEHM pErIAMEHTAllMM B HOPMATHUBHBIX JOKYMEHTaX
OOIIMX MPUHIMIIOB OPTaHU3AIUN IOKYyMEHTOO00pOTa, MPABUI IPOXOXKIACHUS IOKYMEHTOB, METOIUKH
rojicueTa JOKyMEHTO000poTa.

2. Ha mpumepe omucaHus JOKYMEHTOOOOpOTa YCIOBHOW OpTraHU3AIMH BBISBUTE €r0
OCOOEHHOCTHM U OIPEJCIUTE HECOOTBETCTBUE OpraHMU3alldu JOKYMEHTO0OOopoTa B JAHHOU
OpraHu3anuy TpeOOBAaHUSIM HOPMATUBHBIX IOKYMEHTOB.

3. CocraBbTe oOIEporpaMMbl JIBIDKCHHSI JIOKYMEHTOB B YCJIOBHOM opranuzainuu. Jlis
3TOrO OMNpPEIEIUTEe COCTaB JIOJDKHOCTHBIX JIMI, YYacTBYIOIIUX B 00pabOTKE W HWCHOJHCHHH
JIOKYMEHTOB; MOCII€JIOBATEILHOCTh OMepaluii mo 00paboTke TOKyMEHTOB; H3yUYUTE CXEMbI JBUKCHUS
JIOKyMEHTOTIOTOKOB B YCJIOBHOM OpTraHM3aIlvu.

Oneporpamma JBMKEHUS BXOASAIIMX JOKYMEHTOB JOJDKHA OTpPa3UTh IMEPEMEILEHUS
JIOKyMEHTOB OT MOMEHTA MpreMa J0 MOANIMBKY UX B JIEJIO TOCTIE 3aBEPIECHUS UCTIOTHEHHUS.

Oneporpamma HMCXOASAIIMX AOKYMEHTOB JOJKHA OTPa3uTh MEPEMEIICHUS TOKYMEHTOB OT
MOMEHTA MOJATOTOBKH X MPOEKTOB JI0 OTIIPABKHU U3 YUPEKIACHHUS.

Oneporpamma JBWKEHUSI BHYTPEHHUX JOKYMEHTOB (Ha IpUMepe MpuKasza) JOKHA OTPa3UTh
repeMenieHus: JOKyMEHTOB OT MOMEHTA MOJATOTOBKH MPOEKTa JOKYMEHTA JI0 MOIINBKH B JIEJIO.

4. N3yuynB cocTaB W KOIMYECTBO IIOJYYCHHBIX, OTIPABJICHHBIX U BHYTPEHHUX
JIOKYMEHTOB YCJIOBHON OpraHU3alu, MOACYUTAlTE 00bEM ee JOKYMEHTO000pOTa 3a TO/.
KOHTPOJIbHBIE BOITPOCHI

1. Maiite onpeaeneHue NOHATUS " TOKyMEHTOO00pOT".
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2. [lepeuncnute OCHOBHBIE TPEOOBaHUS K OpraHU3aIMH TOKyMEHTOO00pOTa B OpraHU3aIUsIX.
3. [lepeuncnure nmpaBuia ydera JOKyMEHTOO0OpOTA.

4. HazoBure TpeOOBaHUS K MPOXOKIECHUIO U UCIIOJTHEHUIO BXOASAIIUX TOKYMEHTOB.

5. HazoBuTe 3Tansl MPOXOKIACHUA U UCTIOJTHCHUA UCXOOAIIUX U BHYTPCHHUX TOKYMCHTOB.

6. [lepeuncnure nmpaBuiia nepesayd JOKYMEHTOB BHYTPH YUPEXKICHUS.

NCTOYHUKU U JIMTEPATYPA

o [TocranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6
yTBep)kaeHun [IpaBui nenonpousBoACTBa B (efepalbHBIX OpraHaxX HCHOJHUTEIbHOM BiacTu»//
[DneKTpOoHHBII pecypcl]. - M., 2019. - Pexum JOCTyma:
http://www.consultant.ru/document/cons_doc_ LAW_88695/.

o ITocranosnenue IIpaBurensctBa P® ot 25.12.2014 Ne 1494 “O06 yTBEepKACHUM MTPABUIT
oOMeHa JOKyMEHTaMH B  DJJIGKTDOHHOM BHJI€ TMpH  OpraHu3aluy  HWHGOPMAIMOHHOTO
B3auMojeiictBua’//  [DnekTpoHHblii  pecypc]. — M., 2019. — Pexum  npocryma:
https://base.garant.ru/70832680/.

. Mertoanuyeckie peKOMEHJAllMM 10  pa3pabdoTKe MHCTPYKIMHA IO

JIETIOTIPOM3BOICTBY B (hefiepalbHBIX OpraHaX HCIOJHHUTENBHOW BIACTH, YTBEPIKICHHBIC MPHKA30M
PocapxuBa ot 23 nexabps 2009 Ne 76 // [Onexkrponnsiii pecypc]. — M., 2019. — Pexum nocryna:
http://www.consultant.ru/document/cons_doc LAW_96081/

. [IpumepHass MHCTPYKLHUS 1O JEIONPOM3BOJCTBY B TOCYAApPCTBEHHBIX
opranuzanusx, yTB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextpoHHBIA pecypc]. — M.,
2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

o I'OCT P UCO 15489-1-2007 Cucrema crangapToB 1o HHPOpMau, OMOINOTEUHOMY
Y M3AaTeIbCKOMY JAeny. YTpaBieHue nokymentamu. OOriue tpeGoBanHusl. // [DNeKTpOHHBIN pecypc].
— M., 2019. Pexxum nocrtymna: http://www.consultant.ru/document/cons_doc LAW_135548/.

o I'OCT P 7.0.8-2013 Jlenonpon3BOACTBO U apXUBHOE J1€710. T€pMUHBI U ONPENETICHHUS. -
[DnexTpoHHbII pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

. beikoBa T.A. JlokymeHTarmoHHoe oOecrieueHrue ympaBieHUs (JIeTONMPOU3BOICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nmocodbue/ T.A. brikoBa, T.B. Ky3Henosa. -2-e uza. nepepab. u Jom.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpaunusi 10kymeHTOB (6 4acoB)

3AJIAHUA

1. N3yunth TpeOOBaHUS HOPMATHBHO-METOJUYECKUX JOKYMEHTOB K PErHCTpalud U
MOCTPOCHUIO H(OPMAIIMOHHO-CIIPABOYHOTO aIllapaTa.

2. 3apeructTpupoBaTh HECKOJIBKO JTOKYMEHTOB, IPEJIOKEHHBIX MTPENOJaBaTeNIEM.

3. O3HaKOMUBIIUCH C OMUCAHUEM TEXHOJOTHUU PETUCTPALMU JOKYMEHTOB B YCJIOBHOM
opraHmzanuu, paszpabotaTb ¥ OOOCHOBaTh MpPENJIOKEHUS IO PalUOHAIBHOM OpraHu3aluu
perucrpanuu U HHHOPMAITUOHHO-CIIPABOYHOM paOOTHI.

YKA3AHMSA 110 BbITTOJHEHMIO 3AJAHUIA

1. U3yuute [IpaBuia aenonpou3BoAcTBa B ¢efepalbHbIX OpraHax HCIOJIHUTEIHHOU BJIACTH
(pazgen 1V), Meroanueckue peKOMEHIAIMU IO pa3pabOTKe WHCTPYKIUHU M0 JEJIONPOU3BOJICTBY B
(denepanbHBIX OpraHax HCMONHUTENbHON Bractu  (pasgen 3.4), IlpuMepHyr0 HHCTPYKIHUIO IO
JIEJIONPOU3BOJICTBY B FOCyJapCcTBEHHBIX opranu3anusx (yTB. [Ipukazom Pocapxua ot 11.04.2018 Ne
44. OOpatuTe BHUMaHHE Ha COCTaB JOKYMEHTOB, MOJUICKAIIMX PErHCTpallH, MOCIeI0BATEIbHOCTD
PaCTONIOKEHUST COCTABHBIX YacTel MHICKCa JOKYMEHTa, mpaBmia (popmMupoBaHUS WH(POPMAIMOHHO-
CIPaBOYHBIX 0a3 JTaHHBIX.

2. 3apeructpupyure npeioxKeHHbIE JOKYMEHTHI, 00paTUB 0c000€ BHUMAaHHUE HAa PETUCTPALIUIO
VHUIUATUBHBIX U OTBETHBIX MMHCEM.

3. Ilpoananu3upyiTe MOpsIOK PETUCTPAIIMN JOKYMEHTOB B YCIIOBHOM opranu3aiui. OTMeTHB
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http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_96081/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_88695/

39

0COOEHHOCTH OpraHU3allMd M TEXHOJOTHUH PErHCTpalud JOKYMEHTOB B YCJIOBHOM OpraHMW3aluu,
onpejieNuTe WX HeJocTaTKu. Ha ocHOBe mNpoBEeNEHHOro aHaiu3a U TpeOOBaHWNM HOPMATHUBHO-
METOAMYECKUX JIOKYMEHTOB pa3paboTaiiTe MpeAioKEHHs 0 OpraHU3alluy PETUCTPAIMU IOKYMEHTOB
1 IOCTPOEHUI0 NH(OPMALIMOHHO-CIIPABOYHOI'O arapara B yCJIOBHOW OpraHU3alliH.

KOHTPOJIBHBIE BOITPOCHI

1. YUto Takoe peructpanus 10KymMmeHTOB? Kakue 3agaun pemarTcs B AEJIONMPOU3BOICTBE C
MIOMOIIIBIO ATOW ONEepaLvu?

2. Kakue TOKyMEHThI MOIJIEKAT PEruCTpalum?

3. KakoB 00s13aTebHbII cOCTaB PEKBU3UTOB MPU PErUCTpariuu?

4. B yeM OCHOBHOM IPUHIIUI PETUCTPALIIH?

5. KakoBbl OCHOBHBIE IIPaBUJIa HHAEKCALIUN JOKYMEHTOB?

6. Kakoe npenmyIecTBo UMeeT CEeNUaInucT IPU PErUCTPallMi TOKYMEHTa B
aBTOMAaTH3MPOBAHHBIX CUCTEMAaX 110 CPAaBHEHUIO C TPAJAUIIMOHHBIMU METOIaMU?

NCTOYHUKU U JIMTEPATYPA

[TocranoBnenue IlpaButensctBa P® or 15.06.2009 Ne 477 «O6 ytBepxnaenun IIpaBun
JIEIOTIPOU3BOICTBA B (he/lepaIbHBIX OpraHax WCIOTHHUTEIBHON BiacTW»// [DIEKTPOHHBIM pecypc]. —
M., 2019. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_88695/.

[locranoBnenue IIpaButensctBa PD ot 25.12.2014 No 1494 “O0 yTBepKIE€HUU NpPaBUI
oOMeHa  JOKyMEHTaMH B  JJIGKTPOHHOM  BHJE TMpH  OpraHu3alud  HWHGOPMAIMOHHOTO
B3auMoACHCTBUS // [DnekTpoHHbIi pecypc]. — M., 2019. — Pexxum noctyma:

Mertoandyeckue peKOMEHIAMU M0 pa3paboTKe MHCTPYKIUM IO JeNONpPOU3BOJACTBY B
(denepanbHBIX OpraHax HCHOJHUTEIbHOM BIACTH, YTBEpXACHHble MNpukazoM PocapxuBa oT 23
nexabps 2009 Ne 76 // [Onekrtponnslii pecypc]. — M., 2019. — Pexum nocryna:
http://www.consultant.ru/document/cons_doc_ LAW_96081/

[IpumepHast HHCTPYKIUS IO AETIONPOU3BOJICTBY B FOCY/IapPCTBEHHBIX OpraHU3aIMIX,
yTB. IIpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTponHbId pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P UCO 15489-1-2007 Cucrema craHfapToB Mo uHGopManuu, OHOIMOTEUHOMY U
M3JIaTENIbCKOMY JIeny. YTpaBieHue AokyMeHTamu. O0mue TpeboBanus. // [DNeKTpoHHBIH pecypc]. —
M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO M apXUBHOE Jei0. TepMUHBI U OINpPEICICHHUS.-
[DnexTpoHHbII pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

beikoBa T.A. JlokyMeHTanmMOHHOE OO€CTeUeHHe YMpaBieHUs  (ZIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nmocodbue/ T.A. brikoBa, T.B. Ky3Henosa. -2-e uza. nepepab. u 101m.
— Mocksa: Uadpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

Tema 2.4. Opranusanus TeKylero XxpaHeHusi J0KyMeHTOB (6 4acoB)
2.4.1. Homenkiatypa ned (4 yaca.)

3AJJAHUA

1. W3yunth TpeOOBaHHUSI HOPMATHBHBIX aKTOB 1 HOPMATHBHO-METOINICCKUX JTOKYMEHTOB K
COCTaBICHHIO ¥ 0(hOPMIICHIIO HOMEHKIIATYPHI JEI.

2. W3y4nTh BO3MOKHOCTH HCITOJIb30BAHHS ITEPEUHS CO CPOKAMH XPAHECHHUS JOKYMEHTOB B
JIeJIONPOU3BOJICTBE OpraHu3alliu.

3. TlpoaHamu3upoBaTh KOHKPETHYIO HOMEHKJIATYPY JCJN YCIOBHOW OpTaHW3aIliH U BEISBUTH
OIIIMOKY B €€ COCTABJICHUU U O(DOPMIICHUH.

4, CocTaBUTh HOMEHKJIATYPY A€ YCIOBHON OpraHU3allUu.

YKA3AHWS 10 BBIITOJIHEHHUIO 3AJTAHUM

1. U3yuure [lpaBuna nenonpou3BOACTBa B (heepadbHBIX OpraHax UCHOJHUTEIHHOW BIACTH
(pazmen V), Meroandeckue peKOMEHIAIMU IO pa3padOTKe WHCTPYKIHMHA IO JEJIOMPOU3BOJICTBY B
(denepanbHBIX OpraHax HCIOJHUTENBHON BiacTu (paznmen 3.5), OCHOBHBIE MpaBuia pabOThl APXHBOB
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opranuzanuii (paszgen 2), Ilonoxxenue o mopsake M CpoKax XpaHEHHs JTOKYMEHTOB aKLMOHEPHBIX
oOuiects, [IprMepHYyI0 HHCTPYKIIKIO MO AETOMPOU3BOICTBY B FOCYAaPCTBEHHBIX OpraHU3anusx (yTB.
IIpukazom Pocapxusa ot 11.04.2018 Ne 44) VsacHute crnenyromee:

. BUJIbl HOMEHKJIATYP JIEJT;

. THUIBI HOMEHKJIATYp 1l (KIacCU(pHUKAIIMOHHbBIE CXEMBbI);

. npaBmiia GOpPMYJIUPOBAHUS 3ar0JIOBKOB JIEIT;

. VCTOYHUKHU YCTAaHOBJIEHUS CPOKOB XPAHEHHUS JOKYMEHTOB;

. MpaBWJia CUCTEMATHU3AlMU U UHAEKCAIIUH 3ar0JIOBKOB JeT;

. npaBuia 0popMIICHHS, IOJIMMCAHUS, COTIIACOBAHUS U YTBEPKACHUS
. HOMEHKJIATyphlI JIeI.

2. I/I3y‘{I/ITe YKa3aHusd 110 IpUMCHCHUTIO HepeqH;I TUIIOBBIX YIIPABJIICHYCCKUX aPXHUBHBIX
JOKYMCHTOB, 06pa3y}0m1/1xcs1 B IIPpOLECCE ACATCIIbHOCTU IrOCYJAapCTBECHHBIX OPraHOB, OPraHoOB
MCCTHOI'O CaMOYIIPABJICHUA U OPTt aHH3aLII/II>'I, C YKa3aHUCM CPOKOB XPpaHCHUS U BBIACHUTC!

. MOPSAIOK PUMEHEHUS TIEpeUHsl B JI€JI0MPOU3BO/ICTBE;

. mudQepeHIauo CPOKOB XpaHEHUs JOKYMEHTOB I10 TPYIIIaM OpraHU3allHii;

. CXeMy MOCTPOEHUS MePEUHs U €ro Hay4yHO-CIIPaBOYHBIN anmnapar.

3. [Ipoananu3upyiTe KOHKPETHYIO HOMEHKJIATYPY JA€J YCIOBHOM OpPraHU3alliy, BBIIBUTE
HE/IOCTATKU €€ CoJlepKaHus U 0(hOpMIICHHUS, IPOMILTIOCTPUPOBAB KKIBIA U3 HUX IIPUMEPOM.

4. W3yunte cTpykTypy M COCTaB JOKYMEHTAJIbHOTO (OHJA YCIOBHOM OpraHM3allUd U

paspaboTaiite KiIaccu(UKALMOHHYIO CcXeMy HOMEHKIaTypsl nein. Odopmure ee B BUIE CIHCKA
CTPYKTYPHBIX HOJpa3Je/ieHU ¢ WHAEKCAaMH, PAcIOIOKEHHBIMH 110 CTENeHH 3HauYMMocTH. OOpaTtute
BHUMaHHUE Ha TO, YTO CXeMa Kiaccu(UKalMM JO0JKHA COOTBETCTBOBATH INIaBHOM Tabmuie [lepeuns
TUIIOBBIX IOKYMEHTOB CO CPOKAMH XPAHEHUSI.

CocTaBbTe HOMEHKJIATYpPY /i€ YCIOBHOW OpraHU3aluy, A 4ero: chopMyIupyiTe 3aroJoBKU
JIeJl B COOTBETCTBUU C YCTAaHOBJIEHHBIMU TPEOOBAHUSMU U YCTAHOBUTE CPOKM XpaHEHHUS J€J II0
MIEPEeYHIO; MPOBEAUTE CUCTEMATHU3AIMIO 3arojoBKOB Aesl. OdopMUTe HOMEHKIIATYpY /€] Ha O0IIeM
ONaHKe YCJIIOBHOW OpTraHU3allMH 10 YCTAHOBIIEHHOW (hopMe, ONpe/ennTe COCTaB JOJKHOCTHBIX JIHIL,
KOTOpBIE JTOJIKHBI €€ 3aBU3UPOBATH U YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCHI

1. JlaiiTe onpeneneHre HOMEHKIATYPhI AEl.

2. OxapakTepu3yiiTe IpUMEHEHUE Pa3IMUHBIX BUJOB HOMEHKIATYPHI A€

3. [lepeuuncnure TpeboBaHus K GOPMYIUPOBKE 3ar0JIOBKOB JIe]l B HOMEHKIIAType.

4. Ilepeuncnure TpeOOBaHUS K CUCTEMATU3allMU 3ar0JI0BKOB JI€J B HOMEHKJIATYpE.

5. Kak obOpa3zyercst MHIEKC J1eja B HOMEHKIaType?

6. Kak ucrniosnb3yercs nepeyeHb JOKYMEHTOB € YKa3aHUEM CPOKOB XpaHEHMUSI B
JIeJIONPOU3BOCTBE?

7. KakoBbl 3Tarbl pa3pad0TKU HOMEHKIJIATYPBI €77

8. KakoB cpok aeiicTBHsI HOMEHKIATypbl 1e1?

NCTOYHUKU U JINTEPATYPA

1. @enepanbHblii 3akoH oT 22.10.2004 Ne 125-03 «O6 apxuBHOM jene B Poccuiickoii
Oenepatmn»y  // [DnekTponHbBi  pecype]. — M.,  2019. —  Pexmm  gocrymna:
https://base.garant.ru/12137300/.

2. [Tocranonenue IlpaButenbctBa P® ot 15.06.2009 Ne 477 «OO06
yTBepxkaAcHUN [IpaBuir 1enmonpou3BoACTBa B (peepalibHBIX OpraHax WCIOTHUTEIBLHOW BIACTHY//
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

3. Metoauueckie pEeKOMEHIAMU MO  pa3paboTKe UHCTPYKIUN 10

JIEJIONPOU3BOJICTBY B (hellepalIbHBIX OpraHax HCIOTHUTEIBHOW BIIACTH, YTBEP)KJEHHBIE MPHUKA30M
PocapxuBa ot 23 nexadbpst 2009 Ne 76 // [DnektponHsblii pecypc]. — M., 2019. — Pexxum moctyma:
http://www.consultant.ru/document/cons_doc LAW_96081/
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4. [IpumepHass MHCTPYKLHUS 1O JEIONPOM3BOJCTBY B TOCYAApPCTBEHHBIX
opranuzanusix, yTB. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextpoHHBIA pecypc]. — M.,
2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

5. [Ipukaz Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO06 yTBEpKIE€HWU TMPaBHII
OpraHu3alM XpaHEHHs, KOMIUICKTOBAHUS, yUueTa M HCIOJIb30BAHUS JOKYMEHTOB ApXHUBHOTO (hoHIA
Poccniickoit @enepanin M IpYyrUX apXWUBHBIX JIOKYMEHTOB B OPraHax TOCYJApCTBEHHON BIIACTH,
OpraHax MECTHOTO CaMOYIPAaBIICHUS M OpraHu3anusx» // [DnexkTpoHHBIH pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. I'OCT P UCO 15489-1-2007 Cucrema crannapToB 1o uHpopmanuu, OnOINOTEUHOMY
Y U3JIaTeIhCKOMY JIey. YTpaBieHue nokyMeHTamu. OO0mue tTpedoBanus. // [DIeKTpOHHBIN pecypc].
— M., 2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_135548/.

7. I'OCT P 7.0.8-2013 Jlemonpon3BOACTBO U apXUBHOE JeJ10. TepMUHBI U ONpPECIICHMS. -
[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc_ LAW_163800/.

8. [lepeyeHb TUMOBBIX YMPABICHYECKUX AaPXUBHBIX JIOKYMEHTOB, OOpPa3yIOLIMXCS B
mporiecce JESTeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBICHHUS W
OpraHu3alyii, C ykazaHHMEM CPOKOB XpaHEHMs, YTBEPXKACHHBIA MpUKa30M MUHHCTEPCTBA KYJIbTYpPbI
P® ot 25.08.2010 Ne 558 (B nmetictB. pen.) // [DnexkTpoHHBINA pecypc]. — M., 2019. — Pexxum goctyna:
https://base.garant.ru/199315/531f89421bbdaf741eb2d1ecc4ddb4c33/.

9. beikoBa T.A. JlokyMeHTallMOHHOE oOecreueHue ynpaBieHUs (IeTOoNpOU3BOICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nmocobue/ T.A. brikoBa, T.B. Ky3Henosa. -2-e uza. nepepab. u gom.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

2.4.2. IloaroroBKa JOKYMEHTOB K MOCJEAYIOIIEeMY XPAHEHHI0 U HUCIOJb30BAHUIO (2
yaca)

SAIAHUA

1. N3yunth TpeGoBaHNs HOPMATHUBHBIX aKTOB U HOPMATUBHO-METOIMYECKHUX JTOKYMEHTOB
K (DOPMHUPOBAHHUIO J€JI, TPOBEICHUIO SKCIIEPTU3bl IEHHOCTH JOKYMEHTOB U MX MOATOTOBKE K cllaye B
apXuB OpPraHU3alMHu.

2. CoctaBuTh mnpuKa3 o0 co3gaHuM dSkcnepTHo komuccuu (OK) B ycrnoBHOI
OpraHM3alyHy.
3. [Ipoananu3upoBaTh MPaBUIBHOCTH IPYIIIUPOBKUA JTOKYMEHTOB B J€NA.

4. OdopMuts aena s CIaYu B ApXUB OPTaHU3AIINH.

5. CocTaBUTh ONHUCH HA JieJIa TOCTOSIHHOTO U BPEMEHHOTO XpaHEeHHs, MOAJIeXKallue cladye B
apXMB.

6. CoctaBUTh aKT 00 YHUUTOKEHHH JJOKYMEHTOB, YTPATUBIIUX HAYyYHO-TIPAKTHUECKOE
3HAYCHUE.

7. CocTaBuTh MPOTOKOI 3aceaHus dkcrepTHod komuccuu (OK) 06 yHHUTOXXKEHUH Jel U
U3MEHEHHUU CPOKOB XPaHEHMUS.

YKA3AHUS 10 BBINTOJIHEHUIO 3AJTAHUI

1. W3yunure OcHOBHBIE MpaBuia pabOThl apXWBOB opraHuzanuii (pasumenst 2; 3.6; 3.7),
[IpaBuna nenomnpousBojcTBa B (penepalbHBIX OpraHax HCHOJIHUTENbHOW Biactu (pasgen V),
Metoanyeckre peKOMEHJAalMK M0 pa3paboTKe MHCTPYKIMH MO JeNONpPOU3BOACTBY B (pelepanbHbIX
OpraHax MHCIOJHUTENbHONU Biactu (paszzmen 3.5), IlonoxkeHne o mopsAKe M CPOKAX XpaHEHUs
JOKYMEHTOB aKIIMOHEPHBIX 00IIeCTB, 00paTUB 0cO00€ BHUMAHUE Ha:

. npaBuia GopMupoBaHHS Jel,

. MOPSAIOK MPOBEACHUS IKCIIEPTHU3BI IEHHOCTH JOKYMEHTOB,

. MOPSAIOK TOJATOTOBKH IOKYMEHTOB K CJIau€ B apXUB OpraHU3aIiu.

2. CocraBbTe npuka3 o co3ganuu sxkcrnepTHoit komuccuu (OK) ycinoBHol opranuzanuu. B

IIpUKa3¢ oNpeaACIUTC COCTAB KOMHUCCHUH, €€ 3ala4u, CPOK €€ pa.6OTBI.
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3. [IpoBeaute aHanu3 Jel, NpeAIOKEHHBIX penogaBareiaeM. OO6paTure BHUMaHUE Ha:

. COOTBETCTBHE 3ar0JIOBKOB JI€J TIOKYMEHTaM, IIOMEIEHHBIM B JIEJI0;

. HaJIMYHE B Jieje AyOJIeTHBIX, YePHOBBIX SK3EMIUIIPOB JOKYMEHTOB M JJOKyMEHTOB,
MOJIeXkKAIUX BO3BPATY;

. HaJIMYHE B e JOKYMEHTOB C Pa3IMYHBIMU CPOKaMH XpaHEHUS,

. cootBeTcTBHE 0opmiieHHs TokyMeHToB TpeboBanusm ['OCT P 6.30-2003

4. Odopmure nemna sl CAAYM B ApXUB: MPOHYMEPYHUTE TOKYMEHTHI JIeJia, COCTaBbTE
BHYTPEHHIOIO ONHCh, 3aBEPUTENILHYIO HAAMUCH U 0(OPMHUTE OOJIOKKY JIea.

5,6. OdopmuTe ONUCH JEJT MOCTOSIHHOTO M BPEMEHHOTO XPAaHEHHS U aKT O BBIJICIICHUN K
YHUUTOKEHHUIO TJOKYMEHTOB B COOTBETCTBHH C TPEOOBAHHUSIMI HOPMATUBHO-METOIMUECKHUX
JOKYMEHTOB. [[71s1 3TOr0 onpenenure nociea0BaTeIbHOCTh PACIIONIOKEHUS JIEN B OMMCH, COCTaB
JIOJKHOCTHBIX JIMI] YCJIOBHOM OpraHU3aluy, KOTOPbIE JOKHBI IPUHUMATH Y4aCTHE B COCTABIICHUH,
BU3HPOBAHUM U COTJIACOBAHUU ITHX JOKYMEHTOB.

7. IIpu cocraBnenun nporokonia 3aceganus JK (B kpaTkoil popme) onpeaenure NoBECTKY
JHSI 3aceanus U chopMyupyiTe penieHne KOMUCCHH.

KOHTPOJIBHBIE BOITPOCHI

1.Ilepeuncanre cocTaB KOMIUIEKCa paboOT, MPOBOAUMBIX CITYKOO0 eI0NMpOnU3BOACTBA IPU
cllaue B apXUB JOKYMEHTOB OpraHU3aliu.

2.Kakwue ¢pynxnuu Beimonnser DK opranuzanun?

3.Ilepeuncnure TpeOoBaHUSI K OPOPMIICHHUIO JEJT IIPH MOATOTOBKE UX K C/Iaye B apXUB.

4. Ilepeuncnute TpeOOBaHUS K OPOPMIICHHIO TOKYMEHTOB JIeia.

5.KakoBbl paBuiia COCTaBICHUS OMHUCEH JIe] MOCTOSHHOTO U BPEMEHHOTO XpaHeHus ?

NCTOYHUKU U JINTEPATYPA

1. ®denepanbhbiii 3akoH oT 22.10.2004 No 125-d3 «O06 apxuBHOM nene B Poccuiickoit
Oeneparun»  // [DnextponHblii  pecype]. — M., 2019. - Pexum = nocryma:
https://base.garant.ru/12137300/.

2. [TocranoBnenne IlpaButrensctBa P® ot 15.06.2009 Ne 477 «O6
ytBepxkaeHun [lpaBun nenonpou3BoAcTBa B (elepalibHbIX OpraHax HCIOJIHUTEIbLHOW BIACTH»//
[DnekTpoHHBII pecypcl]. — M., 2019. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_88695/.

3. Metoanyeckue pEeKOMEHJAMKM 10  pa3padOTKe MHCTPYKIHMHA TI0

JIEJIONPOU3BOACTBY B (helepaibHbIX OpraHax HCIOJHUTENIBHON BIIACTH, YTBEP)KICHHBIE MPUKA30M
PocapxuBa ot 23 nexadbps 2009 Ne 76 // [Dnekrponnsiit pecypc]. — M., 2019. — Pexum nocryna:
http://www.consultant.ru/document/cons_doc LAW_96081/

4. [IpuMepHasi MHCTPYKIUSL MO JAEJIONPOU3BOJACTBY B TOCYIapCTBEHHBIX
opranuzanusix, yTB. Ilpukazom PocapxmuBa ot 11.04.2018 Ne 44) // [DnexktpoHHBIA pecypce]. — M.,
2019. Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

5. [Ipukaz Munkynetypsel Poccun ot 31.03.2015 Ne 526 «OO0 yTBEpKIEHHUU TMPaBHII
OpTraHM3AINK XPAHCHUS, KOMIUICKTOBAHHUS, y4eTa U HCIOIH30BaHMS JIOKYMEHTOB APXHUBHOTO (hOHIA
Poccuiickoiit @enepan U ApYyTUX apXUBHBIX JTOKYMEHTOB B OpraHax TrOCyAapCTBEHHOW BIIACTH,
OopraHax MECTHOTO CaMOYIpAaBJICHUS M OpraHu3auusax» // [DnekrpoHHBIH pecypc]. — M., 2019. —
Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o nHpopManuu, OUOIHOTEUHOMY
U U3JIaTeIbCKOMY JIey. YTpaBieHue nokyMeHTamu. O0mue TpedoBaHus. // [DIeKTpOHHBIN pecypc].
— M., 2019. Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_135548/.

7. I'OCT P 7.0.8-2013 Jlenonpou3BoACTBO U apXUBHOE A€0. TepMUHBI U ONIPEACICHUS. -
[DnekTpoHHBII pecypcl]. — M., 2019. Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_ LAW_163800/.

8. [lepeueHb THUIOBBIX YIPABICHYECKHX AaApPXHBHBIX JOKYMEHTOB, OOpPa3yIOIIUXCS B
MpoLecce JeSTeNbHOCTH TOCYJapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYIIPABJICHUS H
OpraHu3alyii, € yKa3aHUEM CPOKOB XPaHEHUs, YTBEPKICHHBIN NMPHUKa30M MUHHCTEPCTBA KyJIbTYpbI
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P® ot 25.08.2010 Ne 558 (B meiictB. pen.) // [DnexTpoHHbIN pecypc]. — M., 2019. — Pexxum gocryma:
https://base.garant.ru/199315/531t8942 1bbdat741eb2d1ecc4ddb4c33/.

0. beikoBa T.A. JlokyMeHTallMOHHOE oOOecleYeHne YNpaBieHUs (eI0npOU3BOJICTBO)
[DnexTponnsIil pecypce]; yueobnoe nmocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ uza. nepepad. u 1om.
— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum noctyna: http://znanium.com/go.php?id=942800/

9.2 MeToan4yecKkne peKOMEHIANMH N0 MOAT0TOBKEe MMCbMEHHBIX padoT

B pa3zznen BriIroueHbl TpeOOBaHUS K MOATOTOBKE, COACPIKAHUIO, M O(OPMIICHHIO MHMCbMEHHBIX
paboT MpeayCMOTPEHHBIX Y4YeOHBIM ITUTAHOM WIIM paboueld mporpaMmoi (KypcoBasi pabora, dcce,
pedepat, noxinan u T.m.). [Ipu Hammuuum kKadeapaabHbIX WK (PAKyJIBTETCKMX PEKOMEHIAIUN o
MOATOTOBKE TMHUCBMEHHBIX paboT pazmen Briatouyaetcs B PIIJ] mo ycMmoTpeHuto mpemojaBarens -
COCTaBHTEJISL.

B nmanHBIN pa3men Mbl BKIIOYWIA PEKOMEHIANNHU K TIOATOTOBKE, COJEPXKAHUI0 M 0(hOpMIICHUIO
MUCbMEHHBIX Pa0OT, MPEAYCMOTPEHHBIX Y4YEeOHBIM IUIAHOM WM pabouell mporpamMmoil (KypcoBas
pabora, scce, pedepaT, DOKIaA W T.I.). TakuMm o00pa3oM, PEKOMEHIAIIMU OTPaKarT OOIue
TpeOOBaHMS K MUCHbMEHHOHN paboTe, TpeOOBaHUS K €€ COJIepKaHnI0, 00BEMY U CTPYKTYpE.

[luceMennas pabota sBisieTcss GOpMOM OpraHM3allMd HAYYHOTO MaTepHala, OTpakarolien
JOTUKY HCCIeIOBaHMsA, OOECIeYMBAIONICH €IUHCTBO M B3aWMOCBS3aHHOCTH BCEX JIIEMEHTOB
conepxanus. CTpyKTypa MarucTepckoil paboThl JOJDKHA COOTBETCTBOBATH KPUTEPHUSAM IIEIIOCTHOCTH,
CHCTEMHOCTH, CBSI3HOCTH M COpPa3MEpHOCTH (COOTBETCTBHUS 00BbeMa ()parMeHTa TEKCTa ero Hay4dHOM
€MKOCTH).

IIpu BbIOOpe Ha3BaHHMA pabOTHl ClEAyeT IOMHHUTh, YTO OHO JOJDKHO OBITh SICHBIM,
Ooubmuorpaueck TOYHBIM, COJIEPKATEIBHO OMNPENCICHHBIM, TPOOJIEMHBIM, KOMITAKTHBIM |
JIUTEPaTyPHBIM.

OOs3aTeNnbHBIMA  CTPYKTYPHBIMH DJIEMEHTAMH TMUCHMEHHOW pa0OTHl SBIISIOTCS BBENCHHE,
OCHOBHAs 4aCTh, 3aKJIF0YeHUE U OMOIHOrpaduecKuil CUCOK/CIIUCOK HCTOYHUKOB U JINTEPATYPHI.

PaboTel MOTYT BBITIOJHSTHECS B pa3HBIX >kaHpax. U criemyer m3HavaiabHO OMpPENENTUTH ATOT
xaHp. OIHO €10, ecnu TOTOBUTCS Y4yeOHbIH TekcT. OH JOJKEH MPOJEeMOHCTPHPOBATH HAILy
KBaJTM(PHUKAIHIO, COOCTBEHHO MCCIIEIOBATEIBCKIE PE3YIIbTAThl TaM JKEIATEIbHBI, HO HE 00s3aTeIbHBI.
Jlpyroe - eciam pedb HJIET O CaMOCTOSITEIbHOH HCClefoBaTeIbCKOW paboTe, KoTopas oOpalieHa K
npodeccrnonanaMm. Tperbe - ecnu Mbl 33aJyMalid TaK Ha3bIBAEMBIH HAayYHO-TIOMYJISIPHBIN TEKCT,
KOTOPBII apecoBaH He TOJBKO NMpodhecCHoHaIbHON, HO U 0oJiee IIMPOKON ayAUTOPHUH.

OOyuarommiicsi JOKEH  MPOJEMOHCTPHPOBATH B  KOHTPOJBHOW  paboTe  BIajeHue
TEPMUHOJIOTMYECKUM  allapatoM  MEXAUCHUIUIMHAPHOCTH, 3HAHHE  METOJOB  COLMAJIbHBIX,
TYMaHHUTapHBIX, E€CTECTBCHHOHAYYHBIX JUCIUIUIMH, MPUMEHSIEMBIX B HCTOpHOTpadHUECKOW U
UCTOYHHUKOBEIYECKON TpakTuke. [Ipy 3TOM aKTHBHO HCHOJB3YIOTCS MOJyYEHHBIE B XOJI€ OCBOCHHS
JVICIIUTUTMHBI 3HAHUST MEXIUCIUTUTTHAPHBIX TIOIX0/I0B, UCIIOJIE3YEMBIX B UCTOPHOTpAQHH H3ydaeMOit
TEMbI M POJICTBEHHOM €il mpobiiemaTuke.

Crtpykrypa paboThl JOJIKHA COOTBETCTBOBATh YTBEpkKAeHHOMY pykoBoauTeneMm BKP miany u,
KaK MpaBWJIO, COCTOATh M3 CIEAYIOUIMX 4YacTed: TUTYJIBHOTO JIMCTA, OIJIABIICHHS, BBEICHUS,
0o003HaUeHUH M CcOKpalleHud (Impu HEeoOXOIMMOCTH), OCHOBHOM uacTu (TnaB u mnaparpados),
3aKIIIOYEHHUS, CIIMCKA HUCIOJIb30BAHHONW JIUTEPATYpPhl U MUCTOYHUKOB, MPHIIOKEHHUH, BCIIOMOTATEIbHBIX
yKazaTenei (pu HEO0OXOMMOCTH), rpadguIecKoit 4acTH (WILTIOCTPAITMOHHBIH
MaTepuai/npesenTtanus). O0muit 00beM AUIIOMHON paboThl 6e3 mpunoxenuit —100 crpanu.
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[Ipunoxxenue 1. AHHOTaLUA
paboueii mporpaMmsbl AUCIUIUIAHBL

AHHOTAIIAA PABOYEH ITPOT'PAMMBI JIJUCIIUILIUHBI

JuctunnuHa peanusyeTcss Ha (GakyJIbTeTe apXUBOBEIACHUS M JOKYMEHTOBEIECHMs Kadeapoi
JOKYMEHTOBE/ICHUS, Ay TUOBU3YaIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Heab AUCHUNIIMHBI - TOATOTOBUTH BBIMYCKHUKA, 3HAIOLIETO OCHOBHBIE HANpPaBIICHUS
roCyJJapCTBEHHOM perjiaMeHTanuu padboTel ¢ JokyMmMeHTamu B Poccuiickoini ®epepanuu, 3anadu
CIIy’KObl JTOKYMEHTAallMOHHOTO OOECHEeYeHHUsl YINpaBiICHHUS W BIAJCIONIET0 METOJaMU aHalu3a U
COBEPILIEHCTBOBAHUS TEXHOJOTHUU TUIIOBBIX JIEJIONPOU3BOJICTBEHHBIX OTEpAIIUH.

3agauu AMCUMIJIMHBI:

- U3YYHUTh HCTOPHUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JIEIOMPOU3BO/ICTRA;

- OBJIQJIETh CHEIMAIBLHON TEPMHUHOIOTHEIH;

-  U3YYHTh COBPEMCHHYIO 3aKOHOJATEIbHYIO, TIPaBOBYD ¥ HOPMAaTUBHYIO  0a3y,
peraaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTALUEeH;

- chopMHpOBaTh y CTYJICHTOB HABBIKA BBIMOTHEHHUS OCHOBHBIX JIEJONPOM3BOICTBEHHBIX
orepalyii B yCIOBUAX MPUMEHEHHS TPAAUIIMOHHBIX U aBTOMAaTHU3UPOBAHHBIX TEXHOJIOTUNA 00paboTKU
JIOKYMEHTOB;

- chopMHpOBaTH HABBIKM aHAJIM3a CUCTEMbI IOKYMEHTAMOHHOTO 00eCTIeYeHHs YIIPaBICHUS;

- OINpEACNIUTh HAMPABICHUS] BO3MOXKHOTO COBEPILIEHCTBOBAHUS CUCTEMBI JJOKYMEHTAIIMOHHOTO
oOecrnieueHus ynpaBieHus;

- U3YYHTh TOPSAOK OPraHW3aIlMH CIYXKObI JIOKyMEHTAIIMOHHOTO OOECIICUCHHUs YIPAaBICHUS B
COBPEMEHHO OpraHU3aIH.

JucuummuHa (MOIyIb) HAaNpaBlieHa Ha GOPMHUPOBAHUE CICAYIOMUX KOMIICTCHITHIA:

OIIK-2. CiocobeH HaXOAUTh OPraHU3alMOHHO-YIIPABICHYCCKUE PEIICHHS TIPH PEIICHUH 3a]1a4
B c(hepe cBoeit mpodheCcCUOHATBHON eI TeNbHOCTH;

B pe3ynbraTe 0cBOCHUS AUCUUIUIMHBI (MOAYJIs) 00yYaroIUNiCs JOKEH:

3namo:

- OCHOBHBIE METOJIbI, CIIOCOOBI M CpeICTBa IMOJIYYCHHUs, XpaHEHUS U nepepaboTKu
uHpOopManuy;

- OCHOBHbIe HWHGOPMAIMOHHBIE TEXHOJOTUHU, UCHOJIb3yeMble B JOKYMEHTAI[MOHHOM
o0ecrieueHn yIpaBIeHNs U apXUBHOM JIEJIe, HCTOPUIO UX CO3/IaHUS U HANIPABJICHUS Pa3BUTHS;

Ymemo:

- UCTIOJIH30BaTh MOJIyYCHHBIC 3HAHUSI B 00JacTH pabOTHI ¢ MH()OPMAIIMOHHBIMU peCypcamMu Ha
MIPAKTHKE;

- IPUMEHSATH OCHOBHBIE MH(POPMAITMOHHBIC TEXHOJIOTHUH, UCTIOIB3yEMbIC B JIOKYMEHTAIIMOHHOM
oOecrieueHn ypaBIeHHs U apXUBHOM JIeJie Ha MIPAKTHKE;

Bnaoems:

- HaBbIKAMU TMOJY4YCHHs, XpaHEHHs U TepepaboTKu MHPOPMAIMH B LEIIX NPOPEeCcCHOHAIBHON
NeSITeIbHOCTH;

- HaBbIKaMH PaOOTHl B CHUCTEMAax SJIEKTPOHHOI'O JOKYMEHTOOOOpOTa, a TaKkKe 3JIEKTPOHHO-
nudpoBoii 00pabOTKM JOKYMEHTOB B c(epe JOKyMEHTAIlMOHHOTO oOecneueHHs! yNpaBlIeHUs |
apXUBHOTO JIeNa;

[To mucruIuinHe MpeyCcMOTPEeHa TPOMEKYTOUHAsS aTTecTalus B (hopMe IK3aMeHa.

OO6mmast Tpy10EMKOCTh TUCIUILIAHBI COCTABIISACT 4 3.€., 144 akaJeMUYEeCKUX Yaca.
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