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I. lTosicHuTeIbHASA 3aNIMCKA
1.1. Heab u 3aga4u JUCHUIIMHBI (MOYJIf)

Lens aucuuIivHbBl — MOATOTOBUTH BBIYCKHHKA, 3HAIOLIETO OCHOBHBIC HANPABJIEHUS
roCcyJapCTBEHHOM perjaMeHTaluu paboThl ¢ JoKymMeHTamMu B Poccuiickoit deneparuu, 3a1adu
CITY>KOBI JIOKYMEHTAIIHOHHOTO OOECIICUeHUsI YNPaBICHUS U BIIAJCIONICTO METOJAMH aHalu3a 1
COBEPIICHCTBOBAHUS TEXHOJOTUU TUITOBBIX JIE€JIONPOU3BOICTBEHHBIX ONEpaluil.

32[,[[8.‘11/1 JAUCHUIIINHBI:

- U3YYUTH UCTOPHUIO (POPMHUPOBAHNUS HAIIMOHAIBHON CHCTEMBI IETIONPON3BOJICTBA;

- OBJIQJIETh CHENHAIBHON TEPMUHOIOTHUEH;

- HU3Y4YUTb COBPEMCHHYK 3aKOHOIATCIIbHYIO,

periIaMeHTHPYIOLYI0 padoTy ¢ JOKyMEHTAIHeH;

- C(bOpMI/IpOBaTI) Y CTYACHTOB HABBIKW BBITTIOJTHCHUS OCHOBHBIX ACJIOMPONU3BOACTBCHHBIX

onepaunﬁ B YCIOBHAX IMPUMCHCHUA TPAAWUIUMOHHBIX W aBTOMATHU3UPOBAHHBIX TEXHOIOTHI

00pabOTKH TOKyMEHTOB;

- C(I)OpMI/IpOBaTB HaBBIKM aHalin3a CHCTCMBI

YIpaBJICHUS;

- OIpPECaACIINTb HaIrpaBJICHUA BO3MOJXHOT'O COBCPUICHCTBOBAHUA CHCTCMBI

AOKYMCEHTAIITUOHHOI'O obecreyeHus YIIpaBJICHUA,

- HU3Y4YUTHb

MOopAAOK  OpraHu3anuu CJ'Iy>K6LI

YIIPaBJICHUS B COBPEMEHHOW OpraHU3allUu.

1.2. ITepedens m1aHUPYEMBIX pe3yJIbTaTOB 00yYeHUs 10 JUCHUILIMHE (M00Y110), COOTHECEHHBIX

C MHAuUKaTOpaMu OOCTIKCHUA KOMIIETCHIINIA

MPaBOBYIO U HOPMaTUBHYIO 0a3y,

AOKYMCHTAIIUOHHOT'O obecrneueHus

Komnerenuus

(KoI 1 HauMEeHOBaHNe)

NHauKaTopbl KOMIETeH M

(Kom 1 HaMMeHOBaHUE)

Pe3yabTaThl 00yueHHs

OIIK-2. CnocobeH HaXOaUTh
OpraHU3aI[HOHHO-
yIpaBieHYECKUE PEIICHUS TPU
peuieHnu 3a1a4 B cepe cBoei
npodeCCUOHATBHOM
JeSATEIbHOCTH

OIIK -2.1. 3HaeT OCHOBHBIE
COBpEMEHHbIE TPOOIEMbI IOCTPOCHHUS
CHCTEMBI JOKyMEHTAIIMOHHOTO
obecrieueHus: yIpaBIeHHs K apXUBHOTO
zena

3HaTh: COBPEMEHHBIE MPOOIEMBI
JIOKyMEHTAIIIOHHOTO 00eCIeYeHns
YIpaBJICHUS U apXUBHOTO Jeja

VMeTh: penraTs npoQeccuoHaIbHbIC 3a1aul
B cepe MTOKYMEHTAIHOHHOTO
obecrieueHus yIpaBICHUs U QPXUBHOTO
Jena

Biagers: HaBbIKaMu OLIEHKM COBPEMEHHOI'O
COCTOSIHUS CUCTEMBI JIOKYMEHTALIMOHHOT'O
oOecrieueHus yIpaBICHUs U apXUBHOTO
Jena

OIIK-2.2. Opranu3oBsIBaeT paboty
oJipa3ieNiecHuH B cdepe

3HAaTh: MOPAIOK PabOTHI CITYXO

JAOKYMCHTAIIUOHHOT'O obecrieueHus




JIOKYMEHTAITHOHHOTO 00ECTICYCHHUS JIOKYMEHTAIIHOHHOTO 00ECTIeYCHNUS
YIpaBJICHUS W apXUBHOTO JIeNa YIOPAaBJICHUS U aPXUBOB

YMeTh: periiaMeHTHPOBaTh PaboTy CIIyK0
JOKYMEHTAI[IOHHOTO 00ECIIeUeHUS
YTIpaBJICHUS U apXUBOB

BirageTb: HaBBIKAMHU OpraHu3aliy paboThI
MOJIpa3IeIICHUH B cdepe
JOKYMEHTALIMOHHOTO 00ECIICUeHUS
YIPABIICHUS U apXUBHOTO Jielia B
COOTBETCTBHH C HOPMAaTHBHBIMU
TpeOOBAHUSIMH

1.2. MecTto AucuMnJIMHbI (MOAYJI51) B CTPYKTYpPe OCHOBHOM 00pa30oBaTe/IbHOM NPOrpaMMblI

Jucuunnuna (Monyinb) «Opranuzanus u texHonorus JJOY» otHocutes k o0s3aTenbHON
qacTy OJ10Ka AUCHUILIMH y4eOHOT 0 IJIaHa.

Jii OCBOEHUS TUCHMIUIMHBI HEOOXOJIUMBI KOMIIETCHIUH, C(HOPMHPOBAHHBIE B XOJ€
U3YYEHHS CIEIYIOIMX AUCLUUIUIMH U NpakTUK: «/lokymeHToBeneHne», «OCHOBBI pPOCCHICKOTO
IIpaBa» ¥ MPOXOKIAEHUS MPAKTUKH MO JOKYMEHTOBEACHHUIO.

B pe3synbrare ocBOeHMS JUCLUIUIMHBI (POPMUPYIOTCS KOMIIETEHLIUH, HEOOXOAUMBIE IS

HU3YUCHUA CICAYIOINUX JUCHUIIINH U MMPOXOKACHUS ITPAKTHUK! «Kaﬂpome ILCHOHpOI/I?)BOIlCTBO”



2. CrpykKTypa IMCUHUILIMHBI (MOAYJIsST)

OO6m1ast Tpy10EMKOCTh TUCIUILIMHBI COCTABIISCT 4 3.€., 144 akaJeMUYeCKUX Jaca.

CTpyKTypa AUCHUIIMHBI JIS1 04HOH ()OPpMBI 00y4YeHH s
O0beM TUCHUIUTMHBI B (JOpME KOHTAKTHOW PabOThI OOYYArOMIMXCS C TEIarOrHIeCKIMHU

paboTHUKaMU U (WJIM) JTUIAMH, TPUBIEKAaEMBIMH K pealu3aluu 00pa30BaTeIbHONU MPOTrpaMMBbl
Ha MHBIX YCJIOBUSX, TIPU MPOBEICHUN yUEOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
4 Jlekuun 32
4 JlabopaTopHblie pabOTHI 48
Bcero: 80

O0beM TUCHMIUIMHBI (MOTYJIsI) B JOpME CaMOCTOSTEIbHONW PAOOTHI O0YYAFOIIMXCS COCTABIISET

64 akageMHUYECKHX Yaca.

3. ConeprkaHue QM CHUIIMHBI (MOLYJIs1)

WCTOYHMKH U JIUTEpPATypa

Ne | HaumeHoBaHue pasjesia Coaep:xanue
AUCHHUILIMHBI
1 1. HasHauernHne Kypca, IIpenmer, comepkaHue W 3aJadd Kypca.

TepMuHOIOTHS OCHOBHBIX MOHATHM B oOnactu
JEeJIONpOu3BOACTBa,  ee  sBomonud.  OuneHka
TEPMHHOB B OT€UECTBEHHOM JIUTEpATYypE.

Bsaumocss3p OpraHH3aLNH u
TEXHOJIOTMM TOCYJapCTBEHHOTO JAEJIONPOU3BOACTBA
c pa3BUTHEM TOCYJApCTBEHHOIO ammapara, ero
(GYHKIMAMH M CTPYKTYPOH. ITepuogusanus
OCHOBHBIX ITAIlOB PAa3BUTHS €IONPOU3BOJICTBA.

Oco0eHHOCTH M 3aKOHOMEPHOCTH paboThI C
JOKYMEHTaMH B yupekIeHUsX Poccun B pasnuuHbie
UCTOPUYECKHE IEPUOABI, MX IPEEMCTBEHHOCTb B
YCIIOBUSIX AESITEIBHOCTU COBETCKOTO U POCCUHCKOIO
roCy/IapCTBEHHOIO alapara.

Mecto Kypca cpeam JpYrux H3ydaeMbIX
JUCLUILINH.

O030p HCTOYHMKOB M JIMTEpAaTypbl IO
nenonpou3BoacTBy B Poccun 1o 1917 1.

Jlutepatypa 1O Hay4yHOW OpraHu3aluu




yrpasiieHdeckoro tpyaa B 1920 - 1930-x rr., ee
3HAYCHHE JIJIS1 U3YUCHUS Kypca.

Pa6oter mo pemompomsBoactBy  1960-x -
1980-x IT., dbopmupoBaHue HOBBIX
palMOHAIN3AaTOPCKUX HJEH U HMX OTPAKEHHUE B
MCTOYHHKAX U JIUTEpaType, NEPUOJNYECKON NEeUaTH.

CoBpeMeHHas  crieuuaigbHas JIMUTEepaTypa,
y4eOHMKH W y4eOHble mocoOms. V3meHeHue
TEMAaTUKA HAy4YHO MpakThdeckux pador B 1900-e -
2010-e IT. B CBsI3U C CO3JaHUEM
ABTOMATU3HPOBAHHBIX CHUCTEM JEJIONPOU3BOJCTBA,
COBPEMEHHBIX CpeNCTB KOMMYHUKAIUH,
OPraHU3allMOHHON U BBIYMCIUTEIBHON TEXHUKHU.
Jlutepatrypa 1o TeopuM M IPAKTUKE YIPABJICHHUS
MOKyMeHTaruen 3a pyoexom. OIEHKa BO3MOXHOCTH

3aMMCTBOBAaHUA 3apy6e>KHoro OIIbITa paGOTBI C
JAOKYMCHTaMH

2.1. Bo3HMKHOBEHHE M pa3BUTHE

AeJIONPOU3BOACTBA B
yupexaenusax Poccun XVI - XVII
BB.

PerramMeHTamnus 3aKOHOMATEIBHBIMUA AKTaMH
XVI - XVII BB. OTHENbHBIX CTOPOH CO3JlaHUSI U
odopmITeHUs JIOKyMEHTOB, 00s13aHHOCTEH
“ciyunpix” JMoJIeH. Opranuzanus
JEJIONPOU3BOJCTBA B LEHTPAJIbHBIX YUPEKICHUIX
Pycckoro LEHTPATN30BAaHHOTO rocyaapcTBa
(mpukaszax), ¥ MECTHBIX YUPEXKJIEHUSX (IIPUKA3HBIX
n30ax), ero ocobeHHoctu. OCHOBHBIE ATAIBl paObOTHI
C IOKyMEHTaMH, JeJIONPOU3BOACTBEHHBIE OMEPAIIHH.
CronbuoBas popma 1e710mpOU3BOJICTBA.

2. 2. [OenonpousBoactBO B
yupexkaeHuax Poccun XVill B

XapakTepucruka «I'enepasbHOrO
periaMeHTa» 1720 I. KaK OCHOBHOT'O
3akoHoarenpHoro akra XVIII B. mo opranusanuu
JIEJIONPON3BOACTBA. PernmameHTanus JIOJKHOCTHBIX
00s3aHHOCTEN CIy’)KallMX B 3aKOHOJATENIbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cexperaps B
KOJUIS)KCKOM  AenonpousBoacTBe. OcobeHHOCTH
TEXHOJIOTMM  JejonpousBojacTBa.  OpraHuzanus
ApXMBHOT'O XpaHEHUs JOKYMEHTOB.

«Ob6mmee yupexnenue ryoepackoe» 1775 1. o
MOpSAJIKE  JIEJONpPOU3BOJCTBA U YCTaHOBJICHHE
UepapXuu B JOKYMEHTHPOBAHUU B3aMMOOTHOIIECHUN
LEHTPAIbHBIX M MECTHBIX y4YpexaeHud. Ornuuus
TexHonorun AenonpousBoactBa XVIII B. or
TEXHOJIOTMH NIPEAIIECTBYIOIIErO EPUOA.




2.

3. Jesonpou3BoACTBO B

yupexaenusax Pocemu XIX -
Hayajie XX BB.

«O06miee YUpeKICHUE MUHHUCTEPCTBY»
1811 r. Kak OCHOBHOI 3aKOHOHATEILHEBIN aKT IO
€IMHOO0Pa3HOMY TOPSAKY JIETOMPOU3BOJICTBA B
yupexaenusix  XIX B. Co3maHue  CHUCTEMBI
JIETIOTIPON3BO/ICTRA, COOTBETCTBYIOIICH
€IMHOHAYaJIbHOMY TOPSIAKY MPUHATHS PEIICHUN B
LHEeHTpalbHbIX  yupexaeHusx Poccum XIX B.
PernamenTanus qBUKeHUs JOKYMEHTOB.

TenaeHMu pocta JOKYMEHTOOOOpoTa U
MEpBI 110 €r0 COKPAILLIECHUIO B 3aKOHOAATENbCTBE XX
B. BrusHMe HOBBIX CpPEICTB JOKYMEHTHUPOBAHUS,
CBSI3H, KOITUPOBAIHHONM TEXHUKH HA CUCTEMY PabOTHI
¢ JokyMeHTamH. Pa3paboTka palMoHaIbHBIX CHCTEM
JIEJIONPOU3BOJCTBA B OTHCJIbHBIX BEIOMCTBAX U
3HAQUEHHE OSTOr0 OMbITa Uil  IOCJIEAYIOIIEro
pa3BUTHS JEIONPOU3BOJICTRA.

CoBpeMeHHas OIICHKA CHCTEMBI
JIETIONPOMU3BOJICTBA JIOPEBOIIOLMOHHON Poccun u
€ro BIHUSHHUE Ha JajbHeIee pa3BUTHE CIIOCOOOB U
METOJIOB pa0OTHI ¢ JOKYMEHTaMHU.

24.

CraHoBJIeHMe W pa3BUTHE
AeJI0NPOU3BOACTBA B
COBETCKHUX TOCyJapCTBEHHBIX
yupexKIeHusix.

[Towcku panoHATBHBIX (OPM OpTaHH3AINH
nenornpoun3BoacTBa B 1919 -1920-e rossl.

Hayunast opranmsanus ymnpaBJIEHUYECKOTO
Tpyna Kak ¢opma OOIIECTBEHHOTO ABMKEHUS 3a
palMoHANIHM3aIMIO Tocanmapara.

Co3nmanue Hay4YHO-HCCIIEA0BATEIbCKUX
WHCTUTYTOB, BEJIOMCTBCHHBIX M BHEBEIOMCTBEHHBIX
OpraHOB palMoHaNn3aInH, X
UCCIIeJIOBATENbCKas EATENIbHOCTh M MPAKTUYECKUE
pa3pabOTKX 1O BHEAPCHHIO HAYYHOW OpraHU3alluu
ynpasiendeckoro tpyaa (HOVT).

OneiT pabotrel OTAena agMUHUCTPATUBHOMN
texuuku (ATO) HK PKM CCCP, akuuonepHoro
obmectBa  «Oprctpoity, HMHcTHUTyTa  TEXHUKH
yIpaBIeHUS 1o paloHaIu3aIuu
JENIONPOU3BOACTBA B IICHTPAIBHBIX W MECTHBIX
YAPEKICHUSX.

XapakTepuctuka © 3HaueHHe «OOmux
MPaBWI JOKYMEHTAIUM U JOKYMEHTOOOOPOTa» Kak
TIOTIBITKA  OOOOIIEHUsT METOJOB pPallMOHATU3AINN
JCJIONPOU3BOACTBA W BHEAPEHUS B TPAKTHKY




paboThl  eIUHBIX NMpaBWw  OpraHu3alud |
TEXHOJIOTHH JIETIOTIPOU3BOJICTBA.

JlesTenbHOCTD I'maBHOTO aApXUBHOIO
ynpasnenuss ('AY) CCCP mno weroanyeckomy
PYKOBOJICTBY JIETTOTIPOU3BOJICTBOM.
Meroanueckue pazpadorku 'AY CCCP 1960-x rr.
M0 OpraHU3allMi U TEXHOJOTUU JETONPOU3BOJICTBA.
Co3ganve u BHenpeHue OCHOBHBIX MOJOKCHUN
Ennnoi roCyJ1apCTBEHHOM CHCTEMBI
nenonpousBoactea (EI'CI), ee 3HaueHue is
OpraHu3alMK JEIONPOU3BOJCTBA B YUPEKICHUAX U
OpraHu3alMsIX.

AKTUBH3AIUS COBEPIICHCTBOBAHUS
nenonpousBoactsa B 1970-e — 1980-e rr. Pa3zsurue
TEOPETUUECKUX M TMPUKIAAHBIX HCCIEIOBAaHUN B
obiactu COBEPILIEHCTBOBAHUS
JIOKYMEHTAIMOHHOTO O0eCTIeueHus yIpaBJICHUS.
DopMUpPOBaHHE  KOHUEILINHU JOY. Lemns,
HazHaueHue, coctaB OCHOBHBIX  ITOJIOJKEHHI
I'CAOY, xapakTepucTuKa OCHOBHBIX MOJOKEHUA U
TEMaTUYECKHUX Pa3/eioB.

3.1. Opranuszanus
AOKYMEHTAIMOHHOT O
o0ecrieyeHusi ynpaBJIeHHsI

Hoxymenmayuonnoe obecneuenue
VAPABAEeHUs. - OCHOBA MEXHOIO0SUU YNPABIEHUS
[onsTHe «TIOKYMEHTAITMOHHOE
obecrieuenue ympasiaeHus» (JOVY). CooTHomenne

HOHATHH «JIEJIOTIPOU3BOICTBOY,
«JIOKYMEHTAaLlMOHHOE 00ecleYeHue YIpaBlICHUs,
«yHnpaBJeHue JOKyMEHTaMI». VYnpasnenue
JOKYMEHTaMH KaK COBOKYIHOCTb JE€HCTBHH C
JIOKYMEHTaMHU OpraHu3anuu c LIENIbIO
JI0Ka3aTelNbCcTBA  IPOBEAEHUS  YIPABICHUECKUX
oreparuii. TpeboBanus K yTpaBJICHUIO
JOKyYMEHTaMH.

VYnpasieHdyeckas JESTENIHOCTD u

JOKYMEHTAI[MOHHOE  OOeCIieueHue  yMpaBICHHUS.
JIOKyMEHTAIIMOHHOE OOECTICUeHUE YMPABICHHUS KaK
GyHKIUS yOpaBlIeHHUs, €r0 MECTO Cpeld IPYTrux
GYHKIMA yripaBicHus. 3HAYCHHE JOKYMEHTOB IS
peali3aluy YOpaBIECHYECKUX peElleHUuld. BrnusHue
XapakTepa yOpaBJCHHS, MPUHLMIOB MPUHATHUA
YIIPABJIICHUYECKUX PELICHUM  Ha OpraHu3aluio U
TEXHOJIOTHUIO  JOKyMEHTAI[MOHHOTO OOECTICUCHHsI
yIIpaBJICHHUS.
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JlokyMeHTanmoHHOE obecrieueHne
yIpaBJICHUS KaK cuUcTeMa padOThl ¢ JOKyMEHTaMH.
@akTopbl, BIUAKOUIME HAa €ro OpraHu3alyi |
TEXHOJIOTHIO B YUPEKICHUSIX, OpraHMW3alusIX U Ha
NPEANPUATHSIX Pa3MTAYHBIX OpraHru3alMOHHO-
npaBoBbIX GopMm. OpraHu3alvOHHBIE, TPABOBBIC,
COLMATbHbBIE U TICUXOJIOTUYECKHE AaCIEKThI
JIOKyMEHTAITMOHHOTO O0ECIIEYCHUS yIIPaBIICHHUS.

BrnusiHue  aBTOMATH3HPOBAHHOW  TEXHOIOTHH
00pabOTKM  JIOKYMEHTOB  Ha  JIOKYMCHTAIlHOHHOE
obecrieueHue yrpaBacHUs.

B3aumocssi3p JIOKYMEHTAI[HOHHOTO
oOecrnieuyeHus yIOpaBlIeHUS c XpaHEHUuEM
JOKYMEHTOB B  apXMBE€ OpraHu3allili U B
roCy/1apCTBEHHBIX apXHUBaXx.

Hanpaenenus cocyoapcmeennozo
Ppe2yiupoBarus 0eionpou3800Ccmaed
6 1990-e — 2000-e 200wi.

XapakTepucTuka 3aKOHOAATEIbHBIX u
HOPMATHMBHBIX  MPaBOBBIX akTOB  Poccuiickoi
Qenepanyiv,  perJaMeHTUPYIOIIUX  paboTy ¢
JIOKYMEHTaMHU. HamnpaBnenuss rocynapcTBEHHOTO
perynupoBaHus. 3aKOHOJATENBHOE 3aKpeIyICHHE
o0mmx TpeboBaHMN K JOKYMEHTaM U CHCTeMaM
yTpaBJICHUSL. OTBETCTBEHHOCTh 3a paboOTy C
JOKYMEHTaMH U UX COXPAHHOCTb.

XapakTepucTuka HOPMAaTUBHO-
METOJUYECKHX  JOKYMEHTOB MEKOTPACIEBOT0

JEUCTBUA.

3.2. Opranu3anus cayxos1 1OY. OpranuzaimoHHbIC hopmbl
JIOKYMEHTAIlMOHHOTO ~ 00€CIEYEeHHs]  YTpPaBJICHHUS.
®daxTopHl, OTIpeIETISIOINe BBIOOD
OpraHU3alOHHON bopmbI B KOHKPETHOH
OpraHu3alyy.

OcHoBHasl 1eJb, 337a4d U QYHKIUHN CITY>KObI
JOVY.
Tunossle cTpyKTYpHl i1y k051 JJOY.
PermamenTanus byHKUIMI
NOpa3AcIeHUuN 0  JOKyMEHTALIHOHHOMY

oOciyxuBaHuto. TuIOBbIE W HHIUBUAYaTbHbBIC
noyioxkeHus: o ciykoe JIOY. Tunopoit dopmyssp
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NOJIOXKEHUs, CcOCcTaB  MHpOpMaLMH,  HOPSI0K
pa3paboOTKU U YTBEPIKICHUS.

JlomKHOCTHOIT W YHCJICHHBIM  COCTaB
paboTHukoB ciayx0b1 JIOY. OyHKIMU paObOTHUKOB
CITYKOBI A0V (cexperapb CTPYKTYpPHOTO
NOJIpA3ACIICHUs, CEeKpeTapb PYKOBOIUTEI,
UHCIIEKTOP IO KOHTPOJIIO U T.JA.). 3aKperuieHue
OTBETCTBEHHOCTH U IOJHOMOYHMI pPaOOTHUKOB
cinyx6s1 JIOY.  JIomKHOCTHAsE HMHCTPYKLUS Kak
OCHOBHOM HOPMAaTUBHBIN JOKYMEHT,
OTpeAEIAIOIUI OpraHMU3alMOHHO-TIPaBOBOE
nojoxeHue paboTHHKa. PopMyssp AOKHOCTHOM
UHCTPYKLIMU, COCTaB  MH(pOpMAIMU, HOPSI0K
pa3pabOTKU U yTBEPIKICHHSL.

[Monoxenue o cinyx6e JOY u H0mKHOCTHAS
MHCTPYKLUS KaKk  HOpMaTHBHasT  OCHOBA
pacnpesesieHuss TpyJa MEeXIy MOApPa3IeIeHUSIMU U
UCIIOJTHUTEISIMHU.

HNHcTpykums 1o AEIONpOU3BOACTBY -
OCHOBHOWM HOPMATUBHBIN aKT, PErIIaMEHTUPYIOILHAN
TEXHOJIOTHIO  JIOKYMEHTALIMOHHOIO  00ecredyeHus
ynpasieHus.  TumoBble ¥ MHAWBHUIYyaJbHBIC
uHcTpykimu.  [lopsimoxk  pa3paboTku,  cocTaB
uHpoOpMaIuy, TpaBUia YTBEPKIECHUS U BHEIPEHUS.
OTBETCTBEHHOCTh COTPYIHUKOB OpraHU3aluu 3a
coOnroaeHue TpeOOBaHUM MHCTPYKIIMH.

HopmupoBanue Tpyna paGOTHUKOB CITy>KObI
JAOY, TunoBele  HOpPMAaTWBBI  BPEMEHM  Ha
JIeJIOTIPON3BOICTBEHHbBIE pAaOOTHI.

Pa3menienue CTpyKTYpHBIX TOAPA3AEICHUN
cinyx6sl JIOY. VYcnoBus Tpyaa, opraHuzauus u
obopyoBaHue paboYMX MeECT.

[lopsmox XpaHeHus medaTeil, OJaHKOB U
IpaBWjia IIOJIB30BAHUA MMH. OTHKa JEJIOBBIX
OTHOIICHUH, TICUXOJOTMYECKHH acmeKT paboThl ¢
JIOKYMEHTaMH. [Tonroroska KaJpoB
JIEJI0NPON3BOACTBEHHBIX CITyK0. ®opmbl
HOBBILIEHUS]  KBAIM(UKALMU  CHELHUAIUCTOB B
obnactu JIOVY.

3.3.
AOKYMEHT0000poTa

Opranusanus

OHpC,Z[eJIeHI/IC IIOHATHA «,[[OKYMCHTOO60pOT».
O6H_II/IG IMPHUHIUIIBI Hn MCTOAHMYCCKHE OCHOBBI
opraHnu3anu I[OKyMeHTOO60pOTa, X peajinzanuga B
HCﬁCTBymH.IHX IrOCYyAApCTBCHHBLIX  HOPMATHUBHBIX
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JOKyMEHTax.

CtpykTtypa u oOmas XapakTepucTHKa
JIOKyMEHTONOTOKOB.  O0BbEeM JTOKyMEHTOOOOpOTA.
VY4er koanuecTBa JOKYMEHTOB.

[Ipuem, MIPOXOXKICHUE u MOPALOK
VCIIOJTHEHUS MOCTYHAOIINX JIOKYMEHTOB.
[epBuunas SKCTIETUITOHHAS o0paboTka

JNoKyMeHTOB.  [IpenBapurenbHOE  pacCMOTpEHHE
JOKYMEHTOB. Paccmotpenue JIOKYMEHTOB
PYKOBOJCTBOM OPIaHU3ALNU, NPUHATHE PELICHUS O
XapakTepe HUX  HCIOJHEHUS. Hanpasnenue
JIOKYMEHTOB Ha UCIIOJIHEHUE.

JlocTaBka  JTOKYMEHTOB  HCIIOJIHUTEISM,
HNOpsAZIOK WX mpuema U nepepauu. PaGora
UCIIOJIHUTENS € AOKyMEHTaMH. DTallbl UCIOJHEHUS.
[Topsinok 00pabGOTKH OTHPABISEMBIX JTOKYMEHTOB.
[lpaBuna opraHu3anMy JBHXKEHUS BHYTPEHHHMX
JOKyMEeHTOB. HampaBiieHus COBEpILIEHCTBOBAHHUS
JOKYMEHTO000pOTa U IMYTH €Tr0 COKpAIEHUS.

Tennenuuun pocra JOKyMEHTOOOOpOTa B

COBPEMEHHBIX OpraHM3aIusIX. Brnusinue
aBTOMaTu3aluK  00paboTKM  wWHPOpPMAIMK  Ha
KOJIMYECTBEHHBIC u KaueCTBEHHbBIC

XapaKTepUCTUKH JOKYMEHTOO0O0POTa.

3.4. Perucrpanusi JOKYyMEHTOB H
OopraHu3aunms CIIPABOYHO-
HH(pOpMALMIOHHOT 0
00CcJTy;KMBaHMSA.

Peructpauss  kak  cocraBHas ~ 4acTb
texHonorun  JIOY. IlpuHiunsl  perucrpaunuu
JIOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanvoHHbIX (GopM, coctaB HHGOpMAIMHU U
NOPSIIOK WX 3amoyiHeHus. Pa3ButHe cmocoOoB
perucrpanuu B roCy/1apCTBEHHOM
JIeJI0NIPOU3BOICTBE.

B3aumocBsI3p  peructpanuu JOKYMEHTOB C
opraHuzanueu CIPaBOYHO-UHPOPMAITMOHHON
paboThl, OpraHu3aeil KOHTPOJS UCHOJIHEHHUS W
nocJierytomiei 00paboTKOM TOKYMEHTOB.

WNHnekcupoBaHue NOKyMEHTOB. 3HAU€HHUE U
IIpaBuiIa dbopmupoBaHus UHJIEKCOB.
UnpekcupoBaHue  JTOKyMEHTOB B YCIOBHSX
TPaJULIMOHHON 00pabOTKH JOKYMEHTOB.

[IpuHnunel mocTpoeHus: HMH(OPMAIIOHHO-
nouckoBbix cucreM (MIIC) pyyHoro tuna, Mx BUIbI.
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NudopmanimoHHO-CcIIpaBOYHOE 00cy )KMBaHUe
ammapaTra yhpaBJeHHS B YCJIOBHUSX TNPUMEHEHUS
aBTOMaTu3npoBaHHbIX TexHosorud JJOY. Ilouck wu
HCIIOJIb30BaHNE nHbopMauu B
aBTomaTtuzupoBanHHbix UIIC.

10

3.5. KoHTpoab  ucHoJHeHHUS
AOKYMEHTOB

®opmupoBaHue TpeOOBaHUI K OpraHu3aluu
KOHTPOJIA WCTIOTHEHUS JIOKyMEHTOB B
JIeJI0TIPON3BO/ICTBE.

3HayeHue KOHTPOJIS 3a CpOKaMH
UCIIOJIHEHHS JIOKYMEHTOB B alIapare yIpaBJICHHUS.
OCHOBHBIE IPUHIIMIIBI €M0 OPTaHU3ALUU.

3agaun  cayx6b61  JIOY 1o  KOHTpOIIO
WCIIOJIHEHHS TOKYMEHTOB. Kareropuu 1oKymMeHTOB,
NOJJIeKAIINEe  KOHTPOJIO Cpoku HUCHOJIHEHUS
JOKyMEHTOB. TeXHOJIOrusi KOHTPOJIbHBIX OIEpaluil.

PernamenTel  BHYTpeHHEH  OpraHU3allUU
(henepaabHBIX OPTaHOB UCTIOTHUTEIBLHON BIACTH KaK
OCHOBa KOHTPOJSL HCIIOJIHEHUS JIOKYMEHTOB B
TrOCyJapCTBEHHOM arnmapare Poccuiickoit
®denepanuu.

O0OoOmenne, aHaIu3 ©W  HCIOIL30BAHHUE
JTaHHBIX 00 WCIOJHEHUHN JOKYMEHTOB B yCIIOBHSX
TPAAMLUUOHHOW U aBTOMAaTU3UPOBAHHOW TEXHOJIOTHUH
00paboOTKH JOKYMEHTOB

ABTOMAaTU3UPOBAHHBIE CHUCTEMBI KOHTPOJIA
3a CpOKaMH WCIIOJTHEHHUS JOKYMEHTOB, ONBIT HUX
IPUMEHEHUSI.

11

3.6. Opranusanus
JeJIONPON3BOCTBA no
NpeIoKEeHUAM, 3asiBJEHUAM H
JKaJI00aM rpaskaan

OO01IEeCTBEHHO-IIOJUTHYCCKOS B COIHAILHOE
3Ha4YeHHE OOpaleHuil TpakIaH. 3aKOHOAATeIIbHAS
periiaMeHTanusi  paboThl € TPEAIOKCHHIMH,
3asIBJICHUSMU U KaI00aMu TpaXkKaaH.

dopmMupoBaHUE HOPMAaTUBHOMN 0a3bl,
perIaMeHTHPYIONISH  OpraHu3anuio  padoThl ¢
oOpameHusIMA ~ TpaxaaH B  TOCYJAapCTBEHHOM
ammapare.

OcHoBHble 3amaun  cayxO0br  JIOY mo
OpraHu3aluu padoThl ¢ OOpalleHUsIMU TpaxaaH, ee
ocobenHocTd. Onepanuu mo MpuemMy, perucTparvH,
KOHTPOJIFO HCIIOJHEHUS, MPUHATUIO PELIEHUN TI0
obpamenussMm  rpaxaaH. Cpokd  HCIIOJIHCHHS.
TpeOoBaHMS K COJICP)KAHUIO OTBETHBIX JOKYMEHTOB.
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®opmupoBaHNe U XpaHEHHE JeIT C TIPEUI0KEHUIMH,
3asBJICHUSAMU U >kajoOamu rpaxiaaH. OGoOuieHue,
aHaIM3 ¥ HCIOJB30BAaHME JaHHBIX O padoTe C
oOpallleHusIMU Tpak/laH B annapare yrnpaBiIeHHUs.
Opranuzanus npuema rpakaaH B
TOCYAapCTBEHHBIX yUpeXIeHUsIX. POPMBI B METOIbI
COBEpUICHCTBOBaHMSI pabOTBl ¢  OOpaIieHHsIMHU
TpakAaH B OpraHax TOCYAAapCTBEHHOW BIIACTU U
yIpaBJIeHUs, B OOIIECTBEHHBIX OPraHU3aLUsIX.

[Ipumenenue aBTOMaTU3MPOBAHHBIX
TEXHOJIOTMM  AJI1  TOATOTOBKM  OTBETOB U
OpraHu3aIUH MH(POPMALOHHO-CIIPABOYHOM

CIyObl B YUPEeKICHHUSIX C OONBIIUM OO0BEMOM
oOpariieHu# rpakaH.

12

3.7. XpaHeHHe JOKYMEHTOB B
AeJIONPOU3BO/ICTBE OPraHU3aLHH

OpeaHus*auuﬂ meKyujeco xpanenust
OOKyMeHmOG u obecneueHue ux COXpaHHOocmu

OCHOBHBIC ITOJIOKEHHS 3aKOHOJATEIIHLHOM
periiaMeHTalu XpaHeHUs JIOKYMEHTOB B
Poccuiickoit denepanuu. Mertonnueckue
I[OKyMeHTI:I 110 OpF aHU3alnunu XpaHeHI/ISI.

XpaHeHue  JOKYMEHTOB B CTPYKTYPHBIX
ToApa3AeIeHUSIX opranm3anud  OTBETCTBEHHOCTh 32
COXpPAaHHOCTb AOKYMCHTOB. Opramxmaunx CHpaBO‘lHOf/i
pa6OTBI nu HOp;IZIOK BbIJa4Yn Z[OKYMCHTOB BO BpeMeHHOG
MOJIb30BAHUE  IIPU  XPAaHEHUHM B CTPYKTYPHBIX
MOJIpa3ACICHUIX. XpaHeHue JIOKYMEHTOB Ha
HETpAJUIIUOHHBIX HOCUTECIIAX.

CoXpaHHOCTh JJOKYMEHTOB IIPH pEOpTaHU3aINN U
JUKBUIALUU OpraHU3alui.

Homenxnamypa oen

[MonsaTne «HOMEHKIaTypa nenm». HazHauenue
HOMEHKJIATyphI Jen. HoMeHKkaTypa en Kkak OCHOBa
CUCTEMATH3allMh  JIOKYMEHTOB B  IEIIX  HX
HOCJIEYIOIIETO XPaHSHHS.

TpeOoBaHHS K COCTABIICHUIO HOMEHKJIATYPHI
nen. Mx  permaMmeHTanuss B 3aKOHOAATEIBHBIX
aKTaX M HOPMATUBHO-METOAMYECKHX TOKYMEHTax
MEXOTPACIEBOTO JCHCTBUSI.

Buapl HOMEHKIAaTyp e, UX OCOOCHHOCTH U
Ha3zHaYeHHEe MeTo/IMKa COCTaBICHUS HOMEHKIATYPbI
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Jiesl: U3y4yeHHe COCTaBa JOKYMEHTOB, pa3padoTka
KJIaCCU(PHUKAITUOHHOMN CXEMBI; COCTaBJICHUE
3arojOBKOB €]l U HX CHCTEMATH3alUs C y4eTOM
YCTaHOBJIEHHBIX TpeOOBaHUIA.

[lopsimox odopmieHusi, coriacoBaHus U
YTBEPKICHHUS HOMEHKIATypsl en. CpoKu XpaHEeHUs
JIOKYMEHTOB

Hcnonb3oBaHne HOMEHKIATypbl 1€l B
OIlIEpaTMBHOM XPaHEHUU U apXUBE OpPraHU3aLUu.

Opeanuzayus u nopsooxk ghopmuposarus oe

[Tonstue “dbopmupoBanue aen”’, OCHOBHBIE
TpeOOBaHUS K  MPOBEACHUIO  ATOH  PabOTHI
CoBpeMeHHass HOpMaTHBHO-MeTOJMYecKas 0a3a,
ompezenstomas TpedoBaHus K GOPMUPOBAHUIO LI
B JIEJIONIPOM3BOJICTBE.

dopmupoBaHHE JAE€N B OpraHu3alusax
Pa3NUYHBIX YpOBHEW ympaBieHUs. 3aiauu CIyKObl
JOVY wu apxuBa opra"uzanud Mo 0OeCIeYeHHUIO
Ka4yeCTBEHHOTO (opMHUpOBaHUS  JIe. [TpaBuna
dbopMupoBaHUs B Jena JOKYMEHTOB Pa3IMYHBIX
BUIOB. HpI/IHHI/IHBI CUCTCMATHU3allU OOKYMCHTOB
BHYTpPH JEIL.

OpeaHu3auuﬂ IKCnepmu3vl YeHHoCcmu

OOKYMEHmMO8
Tlousarue “akcnepTu3a LIEHHOCTH
JIOKYMEHTOB”. HopMmatuBHO-MeTOMUECKHE "

TEOPETHUYECKHE OCHOBBI TPOBEACHUS OSKCIIEPTHU3BL.
TpeboBaHus K MPOBEACHUIO SKCTIEPTU3bl 1IEHHOCTU
JIOKYMEHTOB.

Opranuzanus paboThl  LIEHTpaJIBHOU
skcrieptHoit  komuceun (IIOK) wu  skcmeprHOU
komuccun (OK) yupexaeHus (opraHu3amuu) II0
IIPOBEJCHUIO DKCIIEPTU3bl LIEHHOCTU JIOKYMEHTOB.
[Tonoxenne 06 skcrepTHON Komuccuu. [IpaBa u
(YHKIMH DKCIEPTHOM KOMHCCHUHU, TOPAJOK €€
paboThI. JIOKyMeHTUpOBaHuE JESTEIbHOCTU
OKCHEPTHOM  KOMHUCCHM. OJTambl  INPOBEACHUS
9KCHEPTHU3bl IIEHHOCTH AOKyMeHTOB. OdopmieHue
Pe3yJIbTaTOB 3KCHEPTU3bI LICHHOCTH JOKYMEHTOB.

[TonsiTue “nepeueHb JIOKYMEHTOB”.
Ha3nauenue wu UCIOJb30BAaHUE TNEpeyHeil B
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KayecTBE OCHOBHBIX MCTOUYHUKOB IO YCTAaHOBJIECHHUIO
CPOKOB XpaHECHHUS W OOCCIICYCHHS CJIMHCTBA
OTIepaTUBHOTO XpaHeHUs JIOKYMEHTOB B
JIETIOTIPOU3BOJICTBE U apXUBE OPTaHHU3AIUH.

TumoBble ¥  BEIOMCTBEHHBIE TEPEYHU.
Hcnonp3oBanne  mepeyHed I8 COCTaBJICHUS
KJIACCU(PUKATOPOB M HOMEHKJIATYP JIe.

Iloocomoska u oghopmnenue den

Yuudukanus  TpeboBaHMI K Jeram,
chaaBaeMbiM B apxuB. HopmaTuBHO-MeTOAHYECKHE
JOKYMEHTBI ~ MEXKOTpAaclIeBOro  JACUCTBHS 00
oopmieHuu sen.

OcHoBHbIE TpeOOBaHHS K OPOPMIICHUIO JIEI.
[MonmHoe u wactTnuHOe odopmienue aen. [loammska
nen. Hymepanus nuctoB. 3aBepUTeNbHAST HAAMKUCH.
Buytpennsss omuck. OdopmiieHne OOIOXKKH e
MIOCTOSTHHOTO ¥ BPEMEHHOT'O XpaHEHUS.

Onucu oen
Tlousarue «OITNCH IEI. IIpaBuna
COCTaBJICHUS OIICU nen CTPYKTYPHOTO
MOApa3ACICHUS. Bunpr ommceit.  Odopmienue

OIHCH JIeJ1 CTPYKTYPHOTO MOAPAa3/IEICHHUS.

Tlopsiook nepedauu den 6 apxus opeanuzayuu

[lepenaya nen B apXxuB OpraHU3alUU.
Bzanmopeiicteue ciayx6er JIOY u apxuBa mpu
GbopMUPOBAaHUK  OCHOBBI  JJIsi  MOCIEAYIOLIETO
XpaHEHUs! U UCTIOJIb30BaHUS JOKYMEHTOB. EMuHCTBO
OpraHM3aliK JOKYMEHTOB B JIEJIONPOU3BOJICTBE U
apxuBe.

13

3.8. Hanpasaenus
cosepmieHcTBOBaHus 10Y

VYnpaBnenue AOKYMEHTaMU KaK 4acTb CHUCTEMBI
ynpaBieHus KkadecTBoM. CTaHgapTu3alus MpoIenyp
YIOPABICHHAS JOKYMEHTAMH KaK METOAMYECKash OCHOBA
JESITENbHOCTH CITY’K0 JOKYMEHTAllMOHHOTO O0ecreueHHs
YHpaBIeHHUS B POCCHUICKIX OPTaHU3aLUAX.

Pa3zBuTne periameHTanuMM JOKYMEHTALIMOHHOTO
obOecrniedeHus ympapiieHus. POilb THIIOBBIX periaMeHTOB
OpPraHoB TOCYJApCTBEHHON BJIACTU MW YNOPABJICHUSA B
peTYIUPOBAHUH JTOKYMEHTAITIOHHOTO OOECIICUeHUsT WX
JesATeIbHOCTU. BHYTpeHHHE peraaMeHThl OpraHu3alui.

CoBepieHCTBOBaHUE JOKYMEHTalOHHOTO
o0ecrieueHus! ynpaBjieHus B TOCYIapCTBEHHOM arapare,
OpraHM3alyAX  pa3IMYHBIX  (GOpM  COOCTBEHHOCTH
(rocynapcTBEHHBIX u HETOCy1apCTBEHHBIX).
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VYnopsiioueHne OpraHU3allMOHHBIX (OpPM U METOJI0B
paboThI C TOKYMEHTaMH.

PernamenTtammst  QyHKIUNA, CTPYKTYpHl |
OpraHHU3alIOHHO-TIPABOBOTO NoJoxeHus ciyx0 J1OY.

Bnusuue HOBBIX  WH(MOPMAIMOHHBIX
TEXHOJOTUA HAa COBEPILIEHCTBOBAHHE YIMPABICHUYECKON
nestenbHOoCcTH B JJOY.

4. O0pa3oBaTe/ibHbIC TEXHOJTOTHI

Oo0pa3oBaTte/ibHbIE TEXHOJIOTUH

Ne HanmeHoBaHue Buabl yueOHbIX
. Oo0pa3oBaTesibHbIE TEXHOJIOT UM
n/n pasgena 3aHATHI
1 2 3 5
1. |Ilpenmer, comepxkanue, |Jlexrus 1. BBogHas jeknys ¢ UCIOJIb30BaHUEM
3a/1a4u Kypca BHJIEOMATEPUAIIOB
[ToaroroBKa K JIEKIIMU C HCIOIB30BAaHUEM
paBoBBIX 0a3 «KoHcymbTanTy, «["apanT u mp.,
CamocrostenpHas | CaliTa «Zakonbasey»: 3akoHoaTenbHas 0a3a
pabota Poccuiickoit ®@enepanuun
2. |Bo3HuKHOBEHHE U Jlexuus 2. Jlexus-6ecena

pa3BuTHE
JIeJIONIPOU3BOJCTBA B
yupexnenusx Poccun
XVI - XVII BB.

JlaGopatopHoe 1

CamocTosTenbHas
pabota

PaGora ¢  MeromuueckuMH ~— MaTepUallaMH,
KOJUIEKIIUSMU JOKyMeHTOB (oHma mabopaTtopuu
JIOKYMEHTOBEICHUS

[MoaroroBka K JEKUMHU C UCHONb30BaHHEM (OHIOB
OUOIMOTEKH PITY u nabopaTopuu
TOKYMEHTOBE/ICHHS M THPAKTUYECKOMY 3aHITHIO B
COOTBETCTBHH C METOAMYECKHMHU YKa3aHUSIMHU IO
BBITOJIHEHUIO TIPAKTHYECKHUX 3aHSATHH.
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Jlenonpon3BoacTBO B Jlexmms 3. Jlexnus-6ecena
yapexaeHusx Poccun
XVIII B
JlaGopaTopHoe PaboTa ¢ MeToaMIECKUMH MaTepUAIAMH,
3aHATHE 2. KOJUICKLIMSMH JOKYMEHTOB (hOHAA TabopaTopun
JIOKYMEHTOBEICHHUSI
[MoaroroBka K JEKIWHU C UCTIONB30BaHHEM (OHIOB
OMOTHOTEKH PITY u nmabopaTopuu
JOKYMEHTOBEJICHHSI M TMPAKTHYECKOMY 3aHATHIO B
COOTBETCTBHU C METOAMYECKHMH YKa3aHHSIMHU TIO
CamoCTOATeNbHAS | g 110 THEHNIO IPAKTHYCCKUX 3aHSTHIA.
pabora
Jenonpon3BoacTBo B Jlexuus 4. Jlexus-6ecena
yupexaeHusx Poccun
XIX - Hauane XX BB.
JlabopaTtopHoe Pabora c MeTommueckuMu MaTepualiaMH,
3aHATHE 3. KOJUICKIMSMH JOKYMEHTOB (OHAA TabopaTopuu
JIOKYMEHTOBEICHHS
[MoaroroBka K JIGKIIUH C UCTIONB30BaHHEM (OHIOB
OMOTHOTEKH PITY u nmabopaTopuu
CaMmocTosTensHas | IOKYMEHTOBEICHHUSI U NPAKTUUYECKOMY 3aHITHIO B
pabora COOTBETCTBUH C METOAMYECKUMH YKa3aHUSMHU IO
BBITTOJTHEHUIO TIPAKTHYECKHUX 3aHSTHIA.
CranoBnenue u pazputue |Jlexkuus 5. Jlexuus-guckyccus
JIEJIONPON3BOJICTBA B
COBETCKHX
FoCyNapCTBCHHBIX CamocrostenbHas [[IoAroTOBKA K JIEKLIUH € UCTIONB30BaHUuEM (HOHIOB
YIPEKACHUAX pabora oubmorexu PI'TY u naboparopun
JIOKyMEHTOBEICHHT/
Opranuzanus Jlexkuusa 6. [IpoGiemuas nexkuus
JOKYMEHTAIlHOHHOTO
obecrieveHust
YIpaBJICHHA CamocrosTensHas |[IoAroToBKa K JEKIMH C UCTIOJIB30BaHUEM
pabota npaBoBbIX 0a3 «KoHcynsTanty, «["apant» u ap.,

caiita «Zakonbase»: 3akoHogarenpHas 0a3a
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Poccuiickoii @enepannu

Opranuzanus cinyx0b1  |Jlexuun 7 Jlexuus ¢ pa300pOM KOHKPETHBIX CUTYalHi
A0y
Pabota ¢ MeTogMUeCKMMHU MaTepUaaMH
J1a00PaTOPUU IOKYMEHTOBEICHUS
JlabopatopHoe
3aHdaTHE 4. [MoaroroBka K JIEKIUHU C UCTIONBb30BaHHEM (OHIOB
OMOTHOTEKH PITY u nmabopaTopuu
JOKYMEHTOBEACHHUSI U NPAKTHUECKOMY 3aHATHIO B
COOTBETCTBHM C METOAMYECKHMH YKa3aHHSIMHU TIO
BBITTOJIHEHUIO TIPAKTHUECKUX 3aHATHI/
CamocrosTenpHas
pabora
Opranuzanus Jlexmust 8. Jlexmust ¢ pa360poM KOHKPETHBIX CUTYyalni
TIOKyMEHTO000pOoTa
PaboTa ¢ MeTogMUeCKMMHU MaTepralaMH
JabopaTopun JOKYMECHTOBEICHHS
JlaGopaTopHoe
3aHATHE S. IloaroroBka K JEKLUUHU C UCIONb30BaHUEM (OHAOB
OoubIHOTEKN PITY u nabopaTopuu
JOKYMEHTOBEACHUS U NPAKTHUECKOMY 3aHATHIO B
COOTBETCTBHM C METOAMYECKHMHU YKa3aHHSIMHU TIO
BBINOJIHEHUIO IIPAKTHUECKUX 3aHATUH/
CamocrosTensHas
pabota
Perucrpanus Jlexmus 9. Jlexuus ¢ pa300pOM KOHKPETHBIX CUTYaIHi
JOKYMEHTOB H
OpraHu3auys CIpaBoOvHO-
HHPOPMALTUOHHOTO
00CITy)KHBAHHUsI Pabora ¢ MeTomnueckuMH MaTepruaIaMu
J1a00PaTOPUU JIOKYMEHTOBEICHUS
JlabopatopHoe

3agAThe 6.




20

[ToaroToBka K JIEKIWHU C UCIIOIb30BaHUEM (DOH/IOB
OubIMOTEeKH PITY u nabopaTopuu
JOKYMEHTOBEACHUS U NPAKTHUYECKOMY 3aHATHIO B
COOTBETCTBHM C METOJAMYCCKHMHU YKa3aHHSIMHU TIO
BBITIOJTHEHHIO TIPAKTUYECKUX 3aHITHH

CamocrosiTensHas
pabota
10. |[Kontpons ucnonuenust  |Jlexkuus 10. Jlexuus ¢ pa300pOM KOHKPETHBIX CUTYaIHi
JIOKYMEHTOB
[MoaroroBka K JEKIMU C UCTIOIB30BaHUEM (POHJIOB
oubmorexu PI'TY u maboparopuu
JIOKYMEHTOBE ICHUSI
CamocrosiTenpHas
pabota
11. |Opranuzanus Jlexmusa 11. Jlekuusa-6ecena
JeTOMPON3BOCTBA 110
NPEATIOKCHUSM,
3asIBIICHUSIM | Kasio0am
CamocrositensHas |[loAroToBKa K JIEKIMH C UIIOTH300BAHHUEM
pabota mpaBoBbIX 0a3 «KoHcynbranT», «["apant» u ap.,
caiita «Zakonbase»: 3akoHoAaTenbHAs Oa3a
Poccuiickoit ®enepanuun
12. Jlexuun 12 Jlexmust ¢ pa30d0poOM KOHKPETHBIX CUTYalui
XpaHeHue JOKYMEHTOB
B JIEJIONPOU3BOJICTBE
bpraHu3aluu
Pabora ¢ MeTomueckuMH MaTepruaIaMu
J1a00PaTOPUU IOKYMEHTOBEICHUS
JlabopatopHoe
3aHsATHe 7.
[MoaroroBka K JEKIUU C HCIIOJIb30BaHUEM (HOHIIOB
OUOIMOTEKH PITY u naboparopun
JIOKYMEHTOBEJICHHMSI M IMPAKTHYCCKOMY 3aHATHIO B
COOTBETCTBHH C METOAMYECKUMH YKa3aHUSIMHU IO
BBITIOJTHEHHUIO MTPAKTHYECKUX 3aHATUH
CamocrosTenpHas
pabota
13. |Hanpasnenus Jlexnusa 13. [IpoGiiemuas nekuus

COBCPIICHCTBOBAHUA
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I(0)

CamocrositenbHas | [IoAroToBKA K JIEKIIMH C UCTIOIB30BaHUEM (DOHIIOB
pabota oubnmorexu PITY u nabopartopun
JOKYMEHTOBEACHUSI

B mepuon BpeMEHHOro NPHOCTAHOBJIEHUS MOCEIIEHUS OOYYaroIMMHCS TMOMEIICHUNA U
tepputopuu PITY nng opranuzanum y4deOHOro mpouecca ¢ HPHUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHsT W JUCTAHLUMOHHBIX OOpa30BaTEIbHBIX TEXHOJOTHMH MOTYT OBITh HCHOJIB30BAHBI
cieayronye o0pa3oBaTebHbIC TEXHOIOTHU!

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKIIMH B PEKUME PEATBHOTO BPEMEHH;

— DJICKTPOHHbIE YUYeOHUKH, yuyeOHbIe OCOOUs, HayUYHbIE U3AAHUS B DJICKTPOHHOM BHJIE U
JIOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcam;

— CHUCTEMBI JIJIs 3JIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTAIIMH C UCTOJIb30BAHUEM TEIIEKOMMYHHKAIIMOHHBIX CPECTB.

5. OneHka IaHUPYEMBbIX Pe3yJIbTATOB 00yUeHUs!

5.1. CucTremMa onleHUBaHUA

dopma KOHTPOJIS Makc. KoJIm4ecTBo 0aioB
3a oiHy paboTy Bcero
Texymuii KOHTPOJIb:
- cobecemoBanue 5 OamIoB 15 dammoB
- OIIEHKa JTa0OpaTOPHBIX 3aaHUH, KEHCOB 5 6amioB 25 bamtoB
- KOHTpOJIBHAs paboTa (Temsl 2.1-2.3) 5 6annoB 5 6annos
- KOHTpOJIbHAs paboTa (TeMbi3.1- 3.4) 5 bamnoB 5 6ayoB
- PTC
5 6annos 10 6annos
[IpomexxyTouHast aTTecTalus 40 6amtoB
(9KK3aMeH)
Hroro 3a cemecTp (IUCIMITINHY) 100 GamoB
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ITosrydeHHBI COBOKYIHBIN pe3ybTaT KOHBEPTUPYETCS B TPAJAULMOHHYIO LIKAIy OLIEHOK U B
mKany ouieHoK EBporneiickoil cuctemsl nepeHoca u HakorieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBHHM € TaOINIEH:

100-6ambHas T aTHIOHHAS LKA IIxama

IIKajia pajit ECTS

95 -100 A
OTJINYHO

83 - 94 B

68 — 82 XOpOIIO 3a4TEHO C

56 - 67 D
YJIOBJICTBOPUTEIHHO

50-55 E

20-49 FX
HEYI0BJIETBOPUTEIHHO HE 3aYTEHO

0-19 F
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5.2.Kpurepum BbICTABJIEHUS OLEHKHU M0 IMCIUIJINHE

Baaael/
HIkana
ECTS

OueHka no
MACHUILINHE

Kpurepun onenkn pe3ybTaToB 00y4eHHUs 110
AUCHUILINHE

100-83/
AB

«OTITUYHOY/

«3aUTEHO
(OTIIMYHO)»/

«3a4TCHO»

BricTaBmisiercs 00yJaromemMycsi, €clii OH TITyO0KO u
IIPOYHO YCBOUJI TEOPETUYECKUNA U MPAKTUUECKUI
MaTepuall, MOXKET MPOAEMOHCTPUPOBATH 3TO HA 3aHATUIX U
B XO/JI€ TPOMEKYTOUYHOM aTTECTAL1H.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbIN MaTepuall, yMeeT yBI3bIBaTh TEOPHUIO C
MPAKTHKOM, CIIPABIISIETCS C PEIICHUEM 3ajad
poQeCCHOHATIBHOIN HAIIPABICHHOCTH BBICOKOTO YPOBHS
CJIOKHOCTH, MPAaBUIHLHO 000CHOBBIBAET MPUHSTHIC
pEIICHHUS.

CB00OIHO OpUEHTHPYETCS B YUeOHOH 1
npodeccroHanbHO JIUTEeparType.

OneHka Mo JUCLHUIUIMHE BBICTABIIAIOTCS 00YYAIOIEMYCS C
YYETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTaluy.

Komnerenuuu, 3akpeni€HHble 3a AMCUUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpOILIO»/

«3a4TEHO
(xoporto)y»/

«3a4YTCHO»

BricTaBnsiercsa o0yyaromemMycsi, €ciid OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTEpHUall, IPAMOTHO U 10
CYyILIECTBY M3JIaraeT €ro Ha 3aHATHUIX U B XOJ€
IIPOMEKYTOUYHOM aTTECTAL[UH, HE IOIIyCKasl CyLIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiics MpaBUIbHO MPUMEHSAET TEOPETUUECKUE
MOJIOXKEHHUS MTPU PEIICHUU IPAKTUYECKUX 3a7a4
npodeccroHanbHON HAIIPABICHHOCTH PA3HOTO YPOBHS
CJI0KHOCTH, BJIaJIe€T HEOOXOIUMBIMHU /ISl 3TOTO HaBBIKAMU
U IpuéMamu.

JlocTaTOYHO XOPOILIO OPUEHTUPYETCS B yUeOHON U
npodeccrnoHaIbHOMN TUTEepaType.

OreHka o JUCHUILTAHE BBICTABISIOTCS 00ydaromemMycs ¢
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTecTaluu.

Komnerenmum, 3akperi€HHbIe 3a JUCITUTUITMHOM,
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Bbanasl/ Ouenka no Kpurepuu oneHkn pe3yjbTaToB 00yUYeHHS 10
Hkana AMCHMILINHE AMCHMILINHE
ECTS
c(hopMuUpPOBaHBI HA YPOBHE — «XOPOIITHIIN.
67-50/ «YIIOBJIETBOPU- BricTaBmsiercs 00y4aromeMycsi, €clii OH 3HaeT Ha 0a30BOM
TEJIbHOY/ YPOBHE TEOPETHUECKUI U IPAKTUYECKUN MaTepual,
D.E JIOITYCKAET OTAEIbHBIE OMIMOKH MPH €ro U3JI0KEHUHU Ha
(3atTeno 3aHATUAX U B X0JI€ IPOMEKYTOUHOM aTTECTALUH.
(ymoBieTBOpH-
TEIIbHO)»/ OOyuaromuiics UCIBITBIBAET ONPEIEIEHHbIE 3aTPyAHEHUS
B IIPUMEHEHNHN TEOPETUYECKUX MOJIOXKEHUN TPU PEIIEHUN
(3AATCHOY NPaKTUYECKUX 3a/1a4 MPO(eCCHOHATFHON HANPaBIEHHOCTH
CTaHJIapTHOTO YPOBHS CII0)KHOCTH, BJIAJEET
HEOOXOIMMBIMH JUISI 3TOTO 0a30BBIMU HaBBIKAMU H
puéMamu.
JleMOHCTpUpYET 1OCTaTOYHBIM YPOBEHb 3HAHUS yUeOHON
JUTEPATYPHI 110 AUCLUIUIMHE.
Onenka no JUCHUILTUHE BBICTABISIOTCS 00ydaromemMycs ¢
y4E€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHON
aTTeCTal1u.
Komnierenumu, 3akpeni€éHnble 3a JUCUUIIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIII).
49-0/ «HEYyIIOBIIETBOpPHUTE | BhicTaBiseTcst oOydaronieMycsi, €ciii OH He 3HaeT Ha
JIBHOY/ 0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKHI
FEX MaTepHal, JoIycKaeT rpyobie OMOKU IpH ero
HE 3a4TE€HO

H3JIOKCHHH Ha 3aHATHAX U B XO0A€ HpOMe)KYTOLIHOI\/’I
aTTeCTaluu.

OOy4arouuiicss UCTIBITHIBAET CEPbEIHBIE 3aTPYAHEHUS B
IPUMEHEHUU TEOPETUUYECKUX MOJIO0KEHUM NPU peLIeHUH
NpPaKTUYECKUX 3a/1a4 MPOo(eCcCHOHATBLHON HAlpaBIeHHOCTH
CTaHJIaPTHOT'O YPOBHS CII0)KHOCTH, HE BJIal€eT
HEOOXOIMMBIMH JUISl 3TOTO HAaBBIKAMU U ITPUEMAMH.

JleMoHCTpHpYET (parMeHTapHbIC 3HAHUS YIeOHOMH
JIUTEPATYPBI 110 AUCLIUILIMHE.

OneHka Mo JUCLUIUIMHE BBICTABIISAIOTCS 00YYAIOIEMYCS C
y4E€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTaluu.

KomnereHnn Ha ypOBHE «JI0CTATOYHBINY, 3aKPEIIEHHbBIE
3a TUCUUILTMHOMN, HE COPMHUPOBAHEI.
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5.3. OueHo4yHble cpeAcTBA (MaTepHUaJbl) AJsl TEKYIIEr0 KOHTPOJISA yCIIeBA€eMOCTH,
NMPOMEKYTOYHOM aTTecTallui 00y4alIIMXCS 10 TUCHUIIMHE (M0OOY10)

Keiichl 17151 TeKyueil aTrecTanuu:

1. CymiecTByeT i1 B HACTOsIIEe BpeMs TOCYIapCTBEHHOE PETYIUPOBAHNE BOPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKU JOKYMEHTOB (HampuMep, ONpe/IesIeHbl TN TUIIOBbIE
oreparuu 00paboTKU JOKYMEHTOB, X MOCJIEI0BATENIbHOCTD) B YUPEXKICHUSIX, OpTraHU3AIUIX U
Ha MPEANPUATUSIX CTPaHbI?

Kakumu nokymMeHTaMu JOJKHBI WIIK MOTYT PYKOBOJICTBOBATbCS KOHKPETHBIE CTPYKTYPHI
MIPU PEIIeHUH JaHHOTO Bompoca?

2. Jlnst peteHns Kakux 3a7ad MCIIONB3YIOTCS TOCYJapCTBEHHbBIE CTaHAAPTHl B cdepe
nenomnpousBoacTea? Ha3oBure Takue cTaHIapThI.

KakuMm 00pa3oM opraHu3anusi MOXeET JOOUTHCS OT CBOMX PAOOTHHUKOB 0053aTEIIHHOTO yUeTa
nonoxeuuit ' OCT?

3. OnHo¥ U3 BaKHEHIINX SABJSETCSA MpoOIeMa COXpPaHHOCTH (XpaHEeHHUs) TOKYMEHTOB
opranuzanuii. Kakumu npaBoBbIMHM aKTaMH U TOCYJapCTBEHHBIMU MEXKOTPACIIEBBIMU
JOKYMEHTaMHU CIIEyeT PyKOBOACTBOBATHCS IIPU €€ PELICHUH:

3aKoHOJaTeIbHbIE OCHOBBI XpaHEHUS JOKYMEHTOB

WNHble npaBoBbI€ aKThl, ONPEIETSAIONINE PEIICHHE BOIPOCOB, CBA3AHHBIX C
COXPaHHOCTBIO (XpaHEHHEM) TOKYMEHTOB

HOpMaTI/IBHO-MeTOZII/I‘-IeCKI/Ie AOKYMCHTBI, COACPKAIIUEC METOAUKY pa6OTI)I o
OIICPATUBHOMY XPAHCHUIO JOKYMCHTOB U MMOATOTOBKEC HUX K IIEPCAAYC B apXUB OpTraHU3allun

4. PykoBoauTenb NpeAnpUsTUS PACTIOPSIAICS TOATOTOBUTH JOKYMEHTHI, KOTOpbIE
JOJKHBI PETJIaMEHTUPOBATh AEATEIbHOCTh CiIykO0bl JIOY (kaHUenspuu), opraHu3auo 1
MOPSAI0K pabOThI C JOKYMEHTaMHU.

br1no paspabotano [Tonoxenue 06 HHGOPMAITMOHHON ITOIUTHKE, OJUH U3 Pa3aelioB KOTOPOTO
HazbIBasICsl «OpraHu3anys paboTsl ¢ JOKYMEHTHpyeMoi HHpopManueii». B paszerne 3akpemsuics cratyc
KaHLEISIPUH KakK CITy>KOBI J€JIONPOU3BOICTBA U (YHKIIMH €€ COTPYIHUKOB 110 pPaboTe C TOKYMEHTaMH.

Onpenenure, KakKue OpraHU3alMOHHbBIC JIOKYMEHTBI 3aMEHWIT co00i pa3zien «OpraHu3alivs
paboTH ¢ MOKyMeHTHpyeMoit nHpopmaruei». [IpaBomepHa 11 Takas IpakTHKa?

Kakoii erie BHyTpeHHHI HOPMATHBHBIN JJOKYMEHT CIIEAOBAIIO Pa3paboTaTh, YTOOBI YCTAHOBHTH
€IMHBIA MOPSAIOK JEIONPOU3BOACTBA HA IPEATPUATHH !



26

5.0npeaenuTe MOpsI0K cocTaBiieHus u opopmiieHus [lonoxenus o ciyxoe JJOVY:

] paspabatsiBaeT (KT0?)

. MOMTUCHIBAET (KTO?)

. JIOJDKHO OBITH COTJIACOBAHO (C KeM?)

= yTBEpXKAAET (KTO?)

= BBOJIUTCS B ACHCTBHE (KEM I YeM?)

. noanexaT nepecmoTpy (Npu Kaknx
obcToATenbcTBax?)

3arogHUTE MPOIYCKU.

6. PaspaboTtaHHas B opraHm3saumm NHCTPyKLMA NO A4eN0NPOU3BOACTBY COAEPKUT cnesytolime
TemaTuyeckue pasgensbl:

- Opranuzaius JoOKyMEHTO000poTa

- Perucrpanus 1oKyMeHTOB

- KoHTponsb 3a ucnonHeHneM JOKYMEHTOB

- Homenxknatypa nen

- XpaHEHUE TOKYMEHTOB B CTPYKTYPHBIX IOAPA3ICICHUSIX.

OTpaxkeH T B UHCTPYKITUH BECh MpOIecc pabOTHI C JOKYMEHTaMu?
Ecnm Her, kakumu paznenaMu Bel ObI TOTIOJTHUIN TaHHBIH TOKYMEHT.

O6ocHyHTe CBOE peIIeHNE.

7. IHCTPYKUMSA NO [enonpou3BoacTBy — 3TO 06A3aTesIbHbIV AOKYMEHT A/17 BCeX paboTHWKOB
OPraHu3aLMmn AN TONbKO ANs ee CAyK6bl Ae10Npon3BoACTBa?
Kt0 1 xakum o0pa3om ompenernseT chepy pacupoCcTpaHeHUsS JaHHOTO TOKyMeHTa?

8. Komnanus nMeeT HECKOJIBKO OTIEJIEHUM, OJJHO U3 KOTOPBIX PACIIONIAaracTcs B TOM JKe
3aHHUH, YTO U IIEHTPaIbHBIN oduc. [lpyrue oTeneHus pacioiloKeHbl B Pa3HbIX paioHax
ropoja.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cliy4ae: OyJeT JIu
HEHTpaNbHBIN 0(huc paboTaTh CO BCEMH JOKYMEHTaMHU KOMITAaHUH (OCYIIECTBIIATh
[EHTPATU30BAHHBIA MTPUEM BCEX JIOKYMEHTOB, X PETHCTPALIMIO, BECTH CIIPABOYHYIO PaboTYy,
KOHTPOJIb 38 UCIIOJHEHUEM JIOKYMEHTOB U T.J.) WM nepenact 3Tu GyHkuu B otaeneHus? Eciu
nepenacT, kakoBa Oyaer poib ciryk0sr IOY nentpansHoro opuca? Kak Oymyt padoTats ¢
JOKYMEHTaMH OTJIEJICHUS, HAXOASIIEMCS B TOM K€ 3[JaHHH, YTO U IEHTPAIbHbIN opuc?

9. IlepBuunas 00pabOTKa JOKYMEHTOB, MTOCTYITUBITAX B KOMITAHHIO TI0 TTOYTE, CBOJAUTCS K
cienyroiemMy. PaOOTHHKHY, BBITIOTHSIONINE 3Ty ONEPAIUI0, BCKPBIBAIOT U TYT )K€ YHHUYTOXKAIOT KOHBEPTHI,
MIPOCTABJIAIOT HA BCEX JIOKYMEHTaX, B TOM 4HCJe, (PUHAHCOBBIX, OyXraJTePCKUX H T.IL., IIITAMII O
MOCTYIJICHUH TOKYMEHTA B OPraHU3aLUI0 U NEPENAl0T UX UHCIIEKTOPY MO peructpaund. MHcnekrop
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MPOCMAaTPUBAET JOKYMEHTHI H (PUKCHPYET B PETHCTPAIMOHHBIX (POpMax, TOMUMO MPOYHX CBEACHUH,
KOJIMYECTBO JINCTOB U HATMYHE MPUIOKEHUH K JOKYMEHTAM.

Ompenenute, Kakue TpeOOBAHUSA K MPOIIECCY MIEPBUIHON 00pabOTKH TOKYMEHTOB B TAHHOM
cllydae HapyIIaroTCs, U KaKhe HeTaTHBHBIE TIOCIIECTBYS STUX HAPYIISHUH ISt KOMIAHHH MOTYT
MIPOSIBUTHCS BITOCIICJICTBUH .

10. IToMOLIHKK PYKOBOAMTES, IPEABAPUTEIHHO IPOCMOTPEB TOKYMEHTALHNIO, TIOCTYIMBIIYIO B
OpraHu3alnIo, BCIO ee MepelaeT PyKOBOANUTEN0. B manky ¢ JoOKyMeHTaMy BKJIa/IbIBAa€TCs MUChMEHHBIH
KOMMEHTapHH O COCTaBe NOCTYIHUBIINX JOKYMEHTOB, KOPPECIOHACHTAX, afjpecaTax 1 COICPKALIUXCS B
KaKI0M JIOKyMEHTE BOIIPOCaX.

B ueM cocToUT Ha3HAYEHUE ONEPALUH «IIPEABAPUTEIBLHOE PACCMOTPEHUE TOKYMEHTOBY?
[IpaBUIBHO U €T0 TOHUMAIOT B TAHHOW OpraHu3aIum?

11. O6I].Ia§[ TCXHOJIOIusA pa60TI>I C IOKYMCHTaMU B OpTraHHU3allvii COCTOUT U3 TUIIOBBIX onepaunﬁ:

. [IPUEM JJOKYMEHTOB;

. nepBuYHasi 00paboTKa JOKYMEHTOB;

]

. perucrpanus;

. paccMOTpeHHe JOKYMEHTa pyKOBOJIUTENEM U ONpeeNieHUE XapakTepa pereHus

BOIpoca (Pe30ITroIus);

. MIOCTaHOBKA JOKYMEHTa Ha KOHTPOJIb;
= MIOArOTOBKA MTPOEKTa JJOKYMEHTA;

. oopMiieHne U cornacoBaHue;

= YAOCTOBEPEHHUE;

]

. OTIIpaBKa U3 OpraHU3aluy;

ﬂOHOJ’IHI/ITe MEpEUCHb HCAOCTAOIIUMU ONI€pallusIMU

12. B cOOTBETCTBUH C TOCYNaPCTBEHHBIMUA MEXOTPACIEBBIMH JOKYMEHTaMH B WH(OPMAIIOHHO-
MOMCKOBYIO CHCTEeMY T0 JokyMeHTaM opranm3anuu (MI1C) BXoasT: peructpanus, HHISKCAIHS,
(hopmupoBaHue A€

KaxoBo HazHauenue kaxaou cocrapisroieii MUIIC? Uro mo3BossieT 00beIUHUTD UX B OJIHY
cuctemy? Kak oHE MOTYT MCIIOJTE30BATHCS TIPH TTOUCKE TOKYMEHTHOW HHpOopMariimu?

13. B perucrpanuonsbie GOpPMBI BXOAAIUX JOKYMEHTOB OPTaHU3aIUs BHECIA CIICAYIOIIHNE
JTaHHEBIE:
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JlaTa TOJy4YEHUs], BXOISIUI PErUCTPallOHHBIA HOMED, KOPPECIIOHAECHT, HOMEP U 1aTa
JOKYMEHTA, KPATKOE CONEPIKAHNE, PE3OTIOLUSA PYKOBOAUTENSI OpraHU3alu, PyKOBOIUTEIb
CTPYKTYPHOI'O IIOAPA3EICHUS, PE30IIOLUSI PYKOBOJUTEINS ITOAPA3ACICHUS, UCIIOTHUTEIb.

Omnpenenute, COOTBETCTBYIOT JIM 3TU AaHHBIE PEKOMEHYEMOMY COCTaBy PEKBU3UTOB
peructpanmoHHON Gopmbl. ImeeT nu ciry>k0a Jeonpor3BOICTBa MIPABO BKIIIOYATH B PETHCTPAIIHOHHBIC
(hOpMBI PEKBU3UTHI TTO CBOEMY YCMOTPEHHIO?

14. Cucrema perucTpaiyy B OpraHd3aliid UMEeT CMEIIaHHYI0 OpMY, IPH KOTOPOH 4acTh
JOKYMEHTOB (TIOCTYTAIOIIKE HAa UM PYKOBOAUTENS, IIPUKA3bl U IP.) PETUCTPUPYIOTCS B CIIyXKO0e
JIETIONPOU3BO/ICTBA, & OCTAIBHBIE — B CTPYKTYPHBIX MOAPA3ACICHUSX.

B cimyx06e nemonpon3BoaCcTBa BceM 0e3 HCKITIOUeHHS JOKYMEHTaM MTPUCBANBaeTCsl MHIIEKC,
COCTOSIIIIUI U3 MOPAIKOBOTO HOMEpa IOKyMEHTa B COOTBETCTBYIOIEH IpyIine (HampuMep, BXOSAIINX
JOKYMEHTOB) M TUTEPHI «P», 03HaYaromen «pyKoBOICTBOY, Harpumep, P 45. B cTpyKTypHBIX
MOJpa3AeNCHUAX PErHCTPAOHHBIN HHIEKC COCTOUT U3 HHAEKCA CTPYKTYPHOTO MoipasaeneHus (1o
BHYTpEHHEMY KJ1acCu(UKaTOPy CTPYKTYPHBIX MTOAPA3EIICHHUIT) U TIOPSIAKOBOTO HOMEpA, HarpuMep, 3-25
w 4-12 u 1.1

Uem Takoil MOpAI0K HHASKCUPOBAHKS HE COOTBETCTBYET yCTaHOBICHHBIM TPEOOBaHUSIM?
Pemenne kakux nH(OOPMAIMOHHO-TIOMCKOBBIX 33124 YCIOKHSIOT TAKHE UHICKCHI?

15. Jlena B opranuzanuu GopMUPYIOTCS U XPAHITCS CIEAYIOLUUM 00pa3oM:

CIICIUATIMUCTBI OTACIIOB 3aBOJAT IMAIIKH, B KOTOPBIC BKIIAABIBAKOT JOKYMCHTHI, KaCAtOIIIUECA
peUICHUA OTACIBHBIX BOIIPOCOB. Ha OGJIO)KKEIX IIOMEUIAaI0TCA (baMI/IHI/II/I 1 MHUITHUAJIbl HUCIIOTHHUTENEH U
YKa3aHUC€ Ha KOHKPETHOC HAITPAaBJICHUE €T0 ACATCIIbHOCTH, HAIIpUMED:

A.C. TepeHTbEB

N3roroB/ieHNe U YCTAHOBKA CBETOBOM peKJIaMbl

B TeyeHue rona B Takoi Narke HaKAILTUBAIOTCS Pa3IMYHbIC JOKYMEHTHI, C KOTOPBIMHU
MPUXOIUTCS paboTaTh CHENHMAIICTY B paMKaxX JaHHOM MpoOyieMbl. B drcie T0KyMeHTOB BCTpEeUaroTCs
MUChMa-TIPEJI0KESHHS, TTIChMAa-0TBEThHI Ha TPEJIOKEHUS, TMChMa-peKIaMaliu, IOTOBOPHI U
MPUJIOKEHHSI K IOTOBOPaM, aKThl, TPOTOKOJIBI U 1p. Ecu crienuanucT paboTaeT He ¢ OIHOM
OpraHu3anueil, TO BHyTPH ManKH OH MOMEIIACT KAPTOHHBIC PA3JICTUTENH ¢ YKa3aHHEM KOHKPETHBIX
opraHu3anui-koHTpareHToB. Koraa ToKyMEHTOB CTAHOBUTCS CIUIIIKOM MHOTO, 3aBOJST BTOPYIO (TPETHIO
Y T.JI.) TIANKy C TaKOU e HAMMChI0 B YKa3aHUEeM, 4TO 3TO BTOpoe (TPEThe U T.J.) JEJIO:

A.C.TepenTheB

MN3rotoBneHne n ycTaHOBKa CBETOBOM peknambl. No 2

B koHI1e roaa Iarnky nmoMeuaroTcCs B HIKa(b, B OTACJICHUA, I'IC XPAHATCA NOKYMCHTLL
OIIPEACIICHHBIX CIICIHUAINCTOB.
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Taxoii MOpsAAOK XpaHEHHs TOKYMEHTOB OOBSACHSIOT TEM, YTO IMEHHO TakK CIelUaNInCcTaM ya00HO
paboTaTh ¢ JOKYMEHTAMH B TEUCHHE EIONPON3BOICTBEHHOIO T'0/1a, NCKAaTh JOKYMEHTHI IIOCIIE
OKOHYaHHS PabOTHl C HUMH U 00ECTIIeUMBATh MX COXPAHHOCTbD, TaK KaK Ka)XIbli CIIEIUATUCT 3HACT CBOM
BOIIPOC U, 3HAYUT, CBOU JOKYMEHTHL.

Cornacusl 1 Bel ¢ Takum o6bacHenneM? KTo B TakoM citydae OyZeT HECTH OTBETCTBEHHOCTh
3a obecniedeHne COXpaHHOCTH JOKyMeHTOB? OOOCHYHTE CBOM OTBET.

16. B Teuenue rona y opraHu3aluu NOSBUINCH HOBbIE HAPABICHUS I€ATEIbHOCTH U
HOBbIe napTHepbl. HoBast paboTta Obu1a mopydeHa 1ByM oTnenaM. Kak creactBue, MOsIBIIUCH
3HAYUTENbHOE KOJUYECTBO HOBBIX JOKYMEHTOB, KOTOPbIE HE OBLIIU MPEAYCMOTPEHBI
JEUCTBYIOIMMY HOMEHKJIATypPaMH JI€J1 JAHHBIX OTJIEJIOB.

PykxoBoauTens opraHu3anyy CBOMM IIPUKA30M 00s513aJl BHECTH U3MEHEHHUS B
HOMEHKJIATypy Zeid. B pe3ynbrare 3T0 CBEJIOCH K COCTABICHHUIO B CEPEAMHE I0J1a HOBBIX
HOMEHKJIATyp J€JI ABYX OTAEJIOB. PyKOBOOUTENb OPraHU3alii UX YTBEPAUIL.

[Touemy Takue neiicTBUS HE MOTYT OBbITh IPU3HAHBI TpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJIEHUIO ¥ O(OPMIICHHIO HOMEHKJIATYPbI J1e]1 ObUIM HapyIIeHbI?

17. Ilocne omnbGOYHOTO YHUUTOKEHHS Psijia BXKHBIX JIOKYyMEHTOB B KOMITAHUU OBLIIO
IIPUHATO PEUICHUE O CO3JlaHuM IKcnepTHOH koMuccuu (OK) u pa3paboTke BHYTPEHHHX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOIUX €€ AESITEIbHOCTb.

B neiicTByromme KOpropaTuBHbIE JOKYMEHTBI, PETJIaMEHTHPYIOIINE ACSTEIbHOCTD
CITy>KOBI I€JOMPOU3BOJICTBA U TIOPSIIOK paObOTHI C TOKYMEHTaMU KOMITAaHUH OBLIIH J0OaBJICHBI
COOTBETCTBYIOIIME pa3/ieibl, B KOTOPBIX OBLIM ONpPENEIeHbl CTaTyC, COCTaB, paBa, 00I3aHHOCTH
OK 1 nops0k NpoBeAECHUS SKCIIEPTU3bI LIEHHOCTU JOKYMEHTOB.

B ¢ynxmuu OK 6b110 BKIIOUEHO Cleayrolee:

- IPOBEpKA MPABUILHOCTH 0(OPMIICHHS TOKYMEHTOB;

- Y4eT JOKYMEHTOB;

- OIIPEJIEICHNs YCIOBUN XpaHEHUsI IOKyMEHTOB;

- MpOBepKa KauecTBa (HOPMUPOBAHHUS JET;

- Y4eT JeJI C AJIUTENIbHBIMU CPOKaMH XpaHEHNUS;

- 0TOOp /1€ HAa XpaHEHUE U YHUUTOXKEHHE;

- OIIPEJEIICHNE CPOKOB XPAHEHMS JOKYMEHTOB;

- OIIPEEIICHHE MOJTHOTHI COXPAHHOCTH JIOKYMEHTOB KOMITAHHH.

Kakue Hapymenus Obutn gomyiieHsl npu co3nanuu OK ?

Kakwue, Ha Bam B3misi1, GyHKIIME HE COOTBETCTBYIOT Ha3HaueHUI0 DK 1 He BXOIAT B
MIOHATHE «AKCIEPTU3a HEHHOCTU JOKYMEHTOB)» ?

18. YacTh BXOAAIMIMX U UCXOIAIINX JOKYMEHTOB OpraHU3alliy IIPEICTaBIICHA B
anekTpoHHou (opme. [Ipu moAroTOBKE ME K TIepenaue B apXuB BCTAJI BOMPOC, B KAKOM BHJIE MX
HY>KHO CJIaBaTh: B BUJIC TUCKOB WJIH IEPEBEICHHBIX HA OyMaXKHYI0 OCHOBY TPaJIMIIMOHHBIX
JIOKyMEHTOB.
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MOTHBHPOBAIH CBOIO TOUKY 3PCHHS TEM, YTO HE U3BECTHO, IO KaKOH (hopMe J0KHA OBITh

COCTaBJICHA OITMCH Ha SJICKTPOHHBIC NOKYMEHTEI, U KaK OIPEACTIUTE CPOK UX XPAHCHUS.

Kak Ob1 Bbl noctynuiu B jaHHOM citydae? MOKHO JI ONIPEeAETUTh CPOKU XPaHEHUSI

TaKHUX JOKYMEHTOB U ()OpMY OIUCH, IO KOTOPOIl OHU MOTYT OBITh NIEpeaHbl B apXuB?

IIpumep BapuaHTa TECTOB JI KOHTPOJbHOI padoThI

Bapuant 1

1.

[IpaBuna npenonmpousBoAcTBa B (eACpPalbHBIX OpraHax HWCIOJHUTEIBHONW BIIACTH U

Meronuueckue peKOMEHAALUHM 10 pa3paboTKe MHCTPYKUMH HO JENONpPOM3BOACTBY B (heaepalbHbBIX

opraHax HCIIOJHUTEILHOM BIACTA OLUIH IIPUHATHI B rony.

Kakue n3 nmepedncieHHBIX BOIPOCOB MeToandecKkine peKOMEHIANN PEKOMEHAYIOT BKIIOUUTH B

HUHCTPYKIHIO IO ACJIOITPOU3BOJACTBY:

4.

MpaBuIia COCTAaBICHUS U 0(pOpMIIEHHSI JOKYMEHTOB
IpaBHJIa OpraHU3aluy JOKYMEHTO000poTa
MpaBUjIa PErUCTPALIUN U KOHTPOJIS

IpaBHJIa XpaHEHUs JOKyMEHTOB

mpaBwiia 00pabOTKK 3JIEKTPOHHBIX JOKYMEHTOB
npaBuiIa nepeaadd GakCUMIITBHBIX COOOIIEHHH
TpaBHJIa XPAHEHUS HIEKTPOHHBIX JOKyMEHTOB

OTMeThTE B CIIUCKE TUIIOBBIC HA3BaHUS CITYKO0 JEIONPOU3BOICTBA:

OTtnen nenonpousBoaCTBa
Otnen 1OKyMeHTO000poTa
VYnpasnenue neiaamu
Kannensipus

OO0t oTmen
Perucrtparypa
Cekperapuar

OTtnen kaapoB U ACIOMPOU3BOACTBA

OTMeThTE B  CIIHCKE CTPYKTYPHOC TOApPA3ACICHUEC, KOTOPOC

paspabaTsIBaeT

HHCTPYKL[I/IIO o ACJIONPOU3BOACTBY, U JOJDKHOCTHOC JIMI0, KOTOPOC YTBCPIKAACT 3TOT JOKYMEHT !

Cyx6a 10Y
IOpuanueckas ciry:x0a opraHu3aluu
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e Kagaposas cimyx0a opraHu3anuu
e Ortaen Tpyla U 3apIuiaThl
e PykoBoauTens OpraHu3aLuu
e PyKoBOAWTENH KOJJIETHAJIHHOTO OpTaHa
C Kako# 1aThl HAUMHAET ACUCTBOBATD MHCTPYKIIMS . ... e ettt enieeiie et it eneenieenaens

4. TlpoHym™mepyiiTe MpaBWIBHYIO TOCICAOBATEIBLHOCTh JEIOMPOU3BOICTBEHHBIX OMNEpaldid 0
ITOATOTOBKE M 00PabOTKE NCXOIAIHNX JOKYMEHTOB:

o pa3paboTKa MpoeKTa JOKYMEHTa

o odopmiieHHE aapecaTa

o 3aroJIOBOK K TEKCTY

o OTIpaBKa

o oopMIIeHHE TIPUITOKEHHS

o MPOCTABJIEHHE OTMETKH 00 MCIIOTHHUTEIE
° BHU3bI COTJIaCOBaAHUA

o MOMUCAHHE

. perucrpanus

5. Peructpauuu noanexar:

L BCC MOCTYNIMBUINE U OTIIPABIACMBIC NOKYMECHTBI

L4 TOJIBKO BHYTPCHHHUC JOKYMCHThBI

L TOJIBKO OII€EPATUBHBIC U CPOYHBIC TOKYMECHTBI

L TOJIBKO AJOKYMECHTLI, IOCTYNIHMBIINE U3 BBIIICCTOAIINX opraHmaum?I " OTHPAaBJISICMbBIC UM
L4 HOKYMCHTHI, Tp€6y10H.II/Ie yd€Ta, HCIIOJIHEHHA U UCIIOJIb30BaHHU B CIIPABOYHBIX LEIAX

KouTpoabHble BONPOCHI M 3aJaHUsl JJIsl MPOMEKYTOYHOI ATTeCTAMU MO UTOraM OCBOEHUS
JUCHUILIHHBI:

1. OcobeHHOCTH CHCTEMBI JAETONPOU3BOICTBA B IIEHTPATBHBIX YUpexkaeHusax Poccun XVI-
XVI., XVIII, XIX BB.. Hampapiienus u criocoObl pariioHAIM3aIAN ASTOMPOU3BOACTBA B YUPEIKACHUIX
Poccun XIX - Hau. XX B.

2. HampapneHus oucKa palroOHANBHBIX (pOPM OpraHu3aIliy AeJ0MPOU3BoACTBA B 1920-¢
TOJIBI

3. Poxs Hapromata paGode-KpecThsTHCKON WHCTIEKIINH B CO3JaHUH CUCTEMBI
COBETCKOI'0 JIEJIONPOU3BOCTBA.

4. Hawunbonee 3HaunMbie pa3pabOTKH aKIIMOHEPHOTO 001IecTBa «OpreTpoiny,
NHctuTyTa TeXHUKM ynpasiieHus B 1920-e roasl.

5. Xapakrepuctuka 1 3HaueHHe «OONIMX MpaBWII JOKYMEHTAIIMH U
nokymeHToobopoTa» (1931 r.)
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6. TIporpaMMBI COBEPIIIEHCTBOBAHMUS JEIOIPOU3BOICTRA, TIPUHSITHIE HA MEKOTPACIEBBIX
copemanngax 1941, 1960 rr.

7. HampaBneHus TEOPETHYESCKUX U MPHUKIAJHBIX UCCICIOBAHUN B 001aCTH
COBEPIIIEHCTBOBAHUS Aeonpou3BoacTBa B 1970-1980-¢ rosl.

8. TocymapcTBeHHOE peryaupoBaHue JAeaonpou3soacTsa B 1990-e¢ — 2000-e ropt

9. HopmaTMBHO-METOJIUYECKHE TOKYMEHTBI MEXKOTPACIEBOTO JEUCTBUS, KOTOPBIE
OTIPEIETISIOT COBPEMEHHYIO OPTaHU3aIHUI0 paOOThI ¢ JOKYMEHTaMH (HaMMEHOBAaHHE TOKYMEHTa,
roJ] ero pa3paboTKH, KpaTKasi XapaKkTepUCTUKa)

10. Opranuzanus ciyx0s1 JIOY. OcHoBHAas 11e1b, 337a4u U QYHKIHH CITY>KOBI, €e
JOJHKHOCTHOW M YHCJICHHBIN COCTaB.

11. Tunossie BUIbI U CTPYKTYphI ciy k6 JJOY.

12. JlokanbHbIe aKkThl, pErIaMEHTUPYIOIHE OPraHU3aLMI0 [eTI0Npon3Bo/icTBa. Ha3Hauenue,
COCTaB MHPOPMALNH, TTOPSIOK Pa3pabOTKU U YTBEPIKICHUSI.

13. Muctpykims 1o aeaonpou3BoAcTBy. HazHadeHue, CTpyKTypa TeKcTa, MOpsIIoK
MOATOTOBKH.

14. TTonsiTHe «T0KyMEHTOO00POT», MPUHIIUIIEI €70 OpraHU3aIui. XapaKTePUCTUKH
JIOKyMEHTO00O0pOoTa

15. Oranbl fokyMeHTooO60poTa. Onepanuu, KOTOPbIE BBHIIOIHIIOTCS IPU paboTe ¢
BXOOAIIMMHU JOKYMCHTaMU

16. Oranel fokymMeHTO000pOoTa. Onepannu, KOTOpbIE BHIOIHSIOTCS PU padoTe ¢
HCXOOAIIUMU JOKYMCHTaAMHA

17. Dranel TOKyMEHTOO00pOTA. ONEpaIii, KOTOPbIE BHIOIHAIOTCS C BHYTPEHHUMHU
JTOKyMEHTaMH

18. Perucrpauus 10KyMEHTOB, €€ Ha3HaueHue. [IpaBuia perucrpanuu 10KyMEHTOB.
XapakTepucTUKa COBPEMEHHBIX PErHCTPAIlMOHHBIX (hOpM, cocTaB HH(GOPMALIUU U TTOPSIIOK UX
3aM0JHEHUS.

19. [lonsiTusa «peructpanusi JOKyMEHTOBY, HHICKCUPOBAHUE JOKYMEHTOBY.
3HaueHue U npasuia GopMHUPOBAHUS UHIEKCOB

20. 3naueHue KOHTPOJIA 3a CPOKAMH UCIIOJIHCHUSI NOKYMCHTOB B aIlllapaTe
YIpaBJICHUA. Tpe60BaHI/I${ K OpraHusanuy KOHTPOJIA UCIIOJIHEHUA JOKYMCHTOB B
ACIOIMIPOU3BOACTBC. 33,[[3.‘{1/1 KOHTpOJ’ILHOI\/'I ACATCIIbHOCTH.

21. CpOKI/I HUCIIOJIHCHHUA TOKYMCHTOB. TexHonorus KOHTPOJIA 3a CPOKAMH UCITIOJITHCHU S
HAOKYMCHTOB.

22.3akoHozaTeNbHas perjlaMeHTalus 1 MeToAuYeckoe o0ecriedeHne OpraHu3auu
XpaHeHus TOKyMeHTOB B Poccuiickoit denepanuu.

23. OpFaHI/BaLII/IH TCKYLICTI'O XpaHCHUS JOKYMCHTOB B ACIIOIIPONU3BOACTBE
opraHu3anuuv U obOecrneucHUEe MX COXPAaHHOCTH

24, HOMGHKHaTypa ACJI, €€ HA3HAUCHUC B JACIOIPOU3BOJACTBC. Bugsi HOMCHKIJIATYP
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1ell, uX 0co0eHHOCTH. TpeOoBaHUs K HOMEHKJIAType Jel, UX 3aKperjieHue B HOpMaTUBHO-
METOJIMYECKUX JOKYMEHTaX MEKOTPACJIE€BOIr0 AEHCTBHUS.

25. Meroauka cocTaBieHUs HOMEHKIATYphI ael. [lopsmok odhopmiteHus,
corjraCoBaHusA U YTBCPKACHUA HOMCHKIIATYPbI ACI.

26. [IpaBuiia hopMupoBaHUs B Jies1a JOKYMEHTOB pa3IU4HbIX BUIOB. [IpuHIMIBI
CHUCTEMATHU3AINH TOKYMEHTOB BHYTPH JICII.

27.1lonsATHE ‘OKCriepTH3a IIEHHOCTU IOKYMEHTOB”. HopMaTuBHO-METOAUYECKUE
1 TEOPETUYECKHE OCHOBBI MPOBEICHUS SKCIEPTU3BL. [IpUHITUIIBI U KPUTEPUHU IKCTIEPTU3BI
[IEHHOCTH JOKYMEHTOB.

28. Opranuzamusi pabOThI IO MPOBEICHUIO SKCIIEPTH3bI [IEHHOCTH JOKYMEHTOB.
JloKyMeHTHpOBaHUE IEATEIBHOCTH SKCIIEPTHOM KOMUCCHU U 0(hOpMIICHUE €€ Pe3yIbTaTOB.

29. Haznauenue onwcu nen. Bunsr onuceid. [lpaBuna cocraBnenus u ohopmiieHne
OIIHCH €I CTPYKTYPHOTO MOAPA3/IEICHHUS.

30. Onepamuu 1Mo MOArOTOBKE MOKYMEHTOB K IEpEIade B apXUB OpPTraHU3aIliH.

31. OcHoBHbIe TpeOOBaHUS K OPOPMIICHUIO JIE] MPU UX TIOJATOTOBKE /IS ITepEeaaydu B
apX¥B OpraHu3anuu. YacTHUHOE U MOJTHOE 0POpPMIICHHE.

6. YueOHO-MeTOAMYECKOE M NH(POPMALMOHHOE 0O0eceYeHue TUCIHILIMHBI
6.1. ChnHCcOK HCTOYHHMKOB M JIUTEPATypPbl
Hcrounnku

Oenepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM pene B Poccuiickoit
@eneparun»  // [DnexktponHeld  pecype]. — M., 2019. — Pexum goctyna:
https://base.garant.ru/12137300/.

®epnepanpubiit 3akoH oT 02.05.2006 Ne 59-03 «O mopsiake paccMOTpEeHHsI 0OpaleHui
rpaxaan Poccuiickoit @eneparuny// [InexkTpoHHbd pecype]. — M., 2019. — Pexxum moctyna:
https://base.garant.ru/12146661/.

[TocranoBnenue IlpaButensctBa PO ot 25.12.2014 Ne 1494 “O0 yTBep:KIeHUU MPABUI
oOMeHa JOKyMEHTaMH B JIGKTPOHHOM BHUJAE INpU OpraHu3alud HHPOPMALMOHHOTO
B3auMojieiictBus”//  [DnekTpoHHblii  pecypc]. — M., 2019. — Pexum goctymna:
https://base.garant.ru/70832680/

[lpaBuna  AENONPOM3BOJACTBA B  T'OCYJAPCTBEHHBIX OpraHax, OpraHax MeCTHOTO
camoyrmpasiieHus, yrB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,

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

Metoauueckue PCKOMCHAAUU 110 pa3pa60TI<e I/IHCprKI_[I/Iﬁ o ACJIOIIPOU3BOJACTBY B

rOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO camoympaBieHus, yts. [Ipukazom PocapxuBa oT


https://base.garant.ru/70832680/
https://base.garant.ru/12146661/
https://base.garant.ru/12137300/
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24.12.2020 Ne 199 // [3neKkTpoHHbIn pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons doc LAW 373895/.

[TpumepHas HHCTPYKIUS MO JEIONPOU3BOICTBY B FOCYAAPCTBEHHBIX OPraHU3ALMSIX, YTB.

ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'oOCT P 7.0.97-2016. Hanuonansubsiii crangapT Poccuiickoit ®@epepanun. Cucrema
CTaHJIAPTOB 10 WHQOpPMAIUH, OUOIMOTECUHOMY M H3JAaTeNbckoMy neiy. OpraHu3alioHHO-
pacnopsauTenabHas ToKyMeHTanus. TpeboBaHus K opopMIIeHUIO TOKYMEHTOB // [DIeKTPOHHBII
pecype]. — M., 2019. Pexxwum noctyma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HCO 15489-1-2019 Hanumonaneublii cTanmapt Pocculickoit ®enepanuu.
Cucrema ctannapToB no nHpopmanuu, 6UOINOTEYHOMY U M3JaTesnbekoMy aeny. Mupopman3us
U JOKyMeHTauus. YmnpaBieHue JokymeHtamu. Yacte 1. IloHsatus wu npuHuMnel. //

[D5eKTpOHHBII pecypc]. - M., 2021. Pexum JIOCTyna: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JeJ0. TepMUHBI U ONpPEICIICHHUS. -

[DneKkTpoHHBIH pecypc]. - M., 20109. Pexum JOCTyTa:

http://www.consultant.ru/document/cons_doc LAW 163800/.

IIpukaz Munkynetypsl Poccum ot 31.03.2015 Ne 526 «OO06 yTBepKICHHHM TIPaBHUI
OpraHM3allMd XpaHEeHMs, KOMIUIEKTOBAHUS, ydyeTa U HCIOJIb30BAHUS JOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit denepanuu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpPTraHax MECTHOT'O CaMOYIIPaBJICHUS W OpraHU3anusIx» // [DIeKTpoHHBINA pecypc]. — M.,
2019. — Pexxum poctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoTHUTe IbHbIEC HCTOYHUKH

[Tpuka3z Muntpyna Poccun ot 15.06.2020 N 3331 "OO0 yTBepKAeHUU MPOPECCHOHAID-
Horo cranjapra "CnenuaiucT Mo OpraHU3allMOHHOMY M JIOKYMEHTAllMOHHOMY OOeCHeueHHIO
ynpaBiieHus: opranusanueii”// [Dmekrponnslii pecypc]. — M., 2021. — Pexum moctyna: http://
www.consultant.ru/document/cons_doc LAW 357714/.

[Tpodeccuonanphplii crangapT «CrenuanucTt no ynpaBieHHIO JOKYMEHTAIMel opraHu-
3alUKW», YTBEP)KIACHHBIN MPUKAa30oM MMHHUCTEpCTBA TPyJa M COLMAIbHOM 3alUThl Poccuiickoit
@®eneparum ot 10.05.2017 Ne 4161 // [Dnekrponnslii pecypc]. — M., 2019. — Pexxum mocryma:
https://www.garant.ru/products/ipo/prime/doc/71587776/.


https://www.garant.ru/products/ipo/prime/doc/71587776/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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[Tpuxa3 Pocapxusa ot 20.12.2019 N 236 "OO yrBepxnaenuun [lepedns TUNOBBIX yIpaB-
JICHYECKUX apXMBHBIX JIOKYMEHTOB, 0Opa3yIOIIMXCS B TpoIecce ACATEIBHOCTH TOCYIapCTBEH-
HBIX OpPTaHOB, OPraHOB MECTHOTO CaMOYIpABJICHHS W OpraHM3alMid, C yKa3aHHEM CPOKOB HX
xpanenus" (3apeructpupoBano B Munrocte Poccun 06.02.2020 N 57449) // [OnekTpoHHBIH pe-
cype]. - M. 2021. - Pexum gocryma: http://www.consultant.ru/document/
cons_doc LAW 345020/

[Tpukaz PocapxuBa ot 11.04.2018 N 43 "OO6 yTBepKIACHUU MPUMEPHOTO
MOJIOKEHHsI 00 3KCHEepTHOM KoMmHccuM opraHuzauuu’ (3apeructpupoBaHo B MuHocTe

Poccun 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. — Pexum mpocryma:
http://www.consultant.ru/document/cons_doc LAW 300357/

Jlureparypa

beikoBa T.A. JlokymMeHTaumoHHOe  oOeclieueHHe  yNpaBleHUS  (JIEIONPOU3BOJCTBO)
[DnexTpoHHbIi pecypc]; yuebnoe mocodue/ T.A. beikora, T.B. Ky3nenosa. -2-¢ u3z. mepepad. u
norn. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?
1d=942800/

bo6wuieBa M.I1. HekoTopsie 0COOEHHOCTH COBPEMEHHOTO JOKyMeHTooOopoTa // Bectauk PITY.
2015.  Ne2.  [OnexktpoHHBIi  pecypc]. — M., 2019. — Pexum  pocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

beikoBa T.A. O HekoTopbIx mpobiemax cdepbl ympaBieHHs JOKyMEeHTamMH B Poccuiickoit
@eneparuu / Bectauk PITY. 2014. Ne2. [Onextponsslii pecypc]. — M., 2019. — Pexum
nocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

6.2. Ilepeyenb pecypcoB HHGPOPMANMOHHO-TEJICKOMMYHUKAUMOHHOM CeTH
«HTepHeT»
- Tlapant [DnexTponHBIi pecypc]. — Onexkrpon. maH. — M., cop. 2013. — Pexum pocryna:

http://www.garant.ru.

- KoncynpranT Ilmoc [DnekTpoHHBIi pecype]. — DnektpoH. gan. — M., cop. 2013. — Pexxum mocrtyma:

http://www.consultant.ru.

6.3 Ilpodeccnonabubie 0a3bl JAHHBIX M HHPOPMALHMOHHO-CIIPABOYHbIE CHCTEMbI
Hoctyn k npodeccuoHanbHbIM 0a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WHudopmanroHHbIe CIIPaBOYHBIE CUCTEMBI:
1. Koncynsrant [limroc


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

36

2. Tapanr

7. MarepuaJIbHO-TeXHHYECKOe o0ecrevyeHHne JUCUUILINHBI

Jlist ipoBeAieHUS JIEKIMM TpeOyeTcss ydeOHbIE ayJIuTOPWH, OCHAIEHHBIC CIEIHATbHBIM
obopynoBanueM (MUKpOGOHBI, MYyJIbTUMEIUIHBIE CpeAacTBa). i CEeMHHAPCKUX 3aHATHH
HEOOXOANMBI ayJAWTOPUH, OOOpyAOBaHHBIC JOCKOW. [lmsi mpoBeaeHUsT MPOMEKYTOUYHOM
aTTecTallid HY)XHa KOMIBIOTEpHAs TEXHHWKA C TMOJAKIIOUEHHEM K HH(POPMAIMOHHO-
KOMMYHUKAITMOHHOW ceTH «VHTepHET» W JOCTYIOM B OJJIEKTPOHHYIO WH(GOPMAIMOHHO-
obpazoBarensHyto cpeny PITY (mpoBomHoe coenuHEeHHE WU OECIPOBOJHOE COSAMHEHHUE IO
texHoaorun Wi-Fi).

CocraB nmporpaMMHOTO 00ECTICUCHHUS:

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

8. Oblecneuenue o00pa30oBaTeJLHOIO0 TMpomecca /JIA JHI ¢ OrpaHWYeHHBIMH
BO3MOKHOCTSIMHM 3/10POBbSI 1 HHBAJIU/I0B

B xozxe peanuszanyy AMCLUIUIMHBI UCIOJB3YIOTCS CIEAYIOLIUE JOMOJIHUTENBHBIE METOIBI
o0OydeHusi, TEKyIIero KOHTPOJIS YCIEBAEMOCTH M NMPOMEKYTOUHOM aTTecTali 00y4aroIuxcs B
3aBUCUMOCTH OT UX MHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

oIS CIeNbIX M CAa0OBHIAIIMX: JIGKUUU O(GOPMISIOTCS B BHJE 3JIEKTPOHHOI'O
JOKYMEHTa, JIOCTYIHOTO C TIOMOILIBIO KOMIIBIOTEpAa CO CHEUUAIN3HPOBAHHBIM
MPOTPaMMHBIM O00O€CTIeYeHHEM; TTMCbMEHHBIE 3a/IaHMsI BBIMOIHSAIOTCS Ha KOMITBIOTEPE CO
CIELUAIN3UPOBAHHBIM TPOIPAMMHBIM O00ECIIEYCHHEM MM MOTYT OBITh 3aMEHEHbI
YCTHBIM OTBETOM; 00€CIIEUNBAETCS HHAUBUAYAIbHOE PABHOMEPHOE OCBEILIEHUE HE MEHEE
300 urokc; JUIA  BBINOJIHEHMs 3aJaHUs MPU  HEOOXOJUMOCTH IPENOCTaBIISIETCS
YBEIIMYMBAIONIEE YCTPOMCTBO; BO3MOXHO TakXe HCIIOJIb30BaHHE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOWCTB; IHChbMEHHbIE 3a7aHus OQOPMIIAIOTCS YBEJIWYEHHBIM
mpUPTOM; SK3aMEH M 3a4€T MPOBOMAATCS B YCTHOM (popMe WM BBINOJIHSIOTCS B
MUCbMEHHON (hopMe Ha KOMITBIOTEPE.

oIS TIYXMX U CJIA0OCIHBILIAIINX: JIEKIUH O(QOPMIISIFOTCA B BHUJE JIEKTPOHHOI'O
JOKYMEHTa, THO0 MpeIoCTaBIseTCs] 3ByKOYCUIMBAIOLIasl anmnapaTypa UHIUBUIYaIbHOTO
II0JIb30BAaHNUs; IMUCHbMEHHBIE 3aJaHMs BBINOJIHAIOTCA HA KOMIBIOTEPE B IUCHBMEHHOMU
¢dbopmMme; 3K3aMeH U 3a4€T MPOBOJATCS B MUCHbMEHHON (pOpME Ha KOMIIBIOTEPE; BOZMOXKHO
npoBesieHue B (popMe TECTUPOBAHMUS.

eIl JMI C HAPYLWIEHUSAMH OIOPHO-ABUIATENbHOIO  ammapara: JIEKIHN
oopMIIsIIOTCSA B BHJIE IEKTPOHHOIO IOKYMEHTA, JOCTYIHOTO C TIOMOILIbI0 KOMIBbIOTEpPA
CO CHENMATM3UPOBAHHBIM MPOTPAMMHBIM  OOECIIEYeHHEM; THChMEHHbBIE 3a/IaHUs
BBINOJIHAOTCS. HA KOMITBIOTEPE CO CIIELUATN3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUCHUEM;
9K3aMeH U 3a4€T MPOBOJAATCS B YCTHOM (POpPME MIIM BBIMTOJTHSIOTCS B MUCHBMEHHOU (popme
Ha KOMIIBIOTEDE.

[Ipu HEOOXOIMMOCTH MPEeyCMAaTPUBAECTCS YBEIMUEHNE BPEMEHH I TOJTOTOBKH OTBETA.

[Iponienypa  mpoBeaeHMs ~ NPOMEXKYTOUHOM  aTTecTalMu  JUIsl  OOydaroluxcs
YCTaHABIMBACTCS C Y4YETOM WX HMHIUBHIYaJbHBIX TCUXO(DU3MUYECKUX OCOOCHHOCTEH.
IIpomexyTouyHas arTecTanust MOXKeET IIPOBOIUTHCS B HECKOJIBKO ATAIOB.

IIpu mpoBeneHuM mpoueaypbl OLEHUBAHMS pE3yabTaTOB OOydeHHUs IpeaycMaTpHUBAETCA
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WCTIOJIb30BaHNE TEXHUYECKHX CPEJICTB, HEOOXOAMMBIX B CBSI3W C HHIUBHUIYaTbHBIMHU
0COOEHHOCTAMH O00yYaromuXxcsi. T CPEACTBa MOTYT OBbITh MPEIOCTAaBICHBI YHHUBEPCHUTETOM,
WJIA MOTYT HCIIONIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[IpoBenenne mpouEAypbl OLICHUBAHMA  pE3ylIbTaToB  OOy4deHHs  JOIMycKaeTcs ¢
WCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaetcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpaMuecKkuM pecypcaMm B CETH
WuTtepHer s kaxzaoro obOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OrPaHUYEHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

oIS CJeNbIX M CAa0OBHIAIIMX: B MeYaTHOU (opMe yBEIMYEHHBIM IIPU(TOM, B
(bopMe 37IEKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

oISl TUIYXUX W CJIa0OCHBIIIAIMX: B TedaTHOW (opme, B (popMme 3JIeKTpOHHOTO
TOKyMEHTA.

el OOydYalOmMXCsl C HAPYUICHWSMHU ONOPHO-JBUTATENBHOTO ammapaTa: B
nevaTHoi Gopme, B popMe IIEKTPOHHOTO JTOKYMEHTa, B (hopMme ayanodaiina.

VY4eOHble ayIUTOPHH U1l BCEX BHIOB KOHTAKTHON M CAMOCTOSITENIFHON pabOThI, HaydHast
O0ubsinoTeKka M MHbIE MOMEIEHHs [UIs 00y4YeHMs OCHAIEHBl CHEelHalIbHBIM 000pYylIOBaHHUEM H
Y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEICTBAMHU O0YUCHUSI:

oISl CIEMbIX W CIA0OBUISAIIUX: YCTPOHCTBOM MJISi CKAaHHUPOBAHUS U YTCHHS C
kamepoit SARA CE; mucriieem bpaiinsg PAC Mate 20; npuntepom bpaiins EmBraille
ViewPlus;

oI TIyXUX U CIaOOCHBIIIAIMX: aBTOMAaTHU3UPOBAHHBIM pabO4YuM MECTOM st
JIOJIEN ¢ HapyLIEHUEM CiIyXa U cIa0O0CIbIIIalNX; aKyCTUUECKUM YCUIIUTENb U KOJIOHKH;

e OOydarOUmIMXCSl € HApPYUICHUSMH  OINOPHO-IBUTATEILHOTO  armrapara:
NEPEIBUKHBIMU, PEryJIUpyEMBIMU 3proHoMuueckuMu mnapramu CH-1; xoMmnbroTepHON
TEXHHUKOW CO CTIelUaTbHBIM IPOrPaMMHBIM 00€CIICUEHHUEM.

9. MeToauyeckue MaTepuaJbl
9.1. Ilnanbl Ja00PATOPHBIX 3aHATHHA. MeToauuyecKHe YKa3aHHsl 1O OPraHH3aluud M

NPOBeIeHNI0

Br160p TeM 1abopaTOpHBIX 3aHATHI 00YCIIOBIIEH OOIIUM COJEP)KaHUEM Kypca M HalleJIeH
Ha YIIyOJIEHHOE M3YYEHHE €r0 OTJENbHBIX Pa3/elioB.

[Inan maGopaTOpHBIX 3aHATHA BKIOYACT ABa pasneia: "OpraHu3zanus ¥ TEXHOJIOTHS
JEJONPOU3BOJICTBA B  YUPEKACHUSAX AopeBotonnoHHOM Poccun" u  "Opranuzanus 3
TEXHOJIOTHSI COBPEMEHHOTO JIETIONPOU3BOICTBA".

e 1a0OPATOPHBIX 3aHSATHIA - 3aKPEIUICHAE CTYICHTAMH TEOPETHIECKUX 3HAHUMI JIEKIIHOHHOTO
Kypca u (opMHpOBaHUE MPaKTUYECKAX  HABBIKOB OpraHW3alldd  COBPEMEHHOH  CITy)KOBI
ACIONPOU3BOACTBA, NPHUEMOB U MCETOAOB TCXHOJIOTMH pa6OTLI C JOKYMCHTaAMH B YIIPABJIICHUYCCKOM
arrmapare.

B pesynbraTe BhIOTHEHUS 1a00paTOPHBIX 3aHSATHIA CTYACHTHI TOJKHBI
3HaTh:

L4 XapaKTCPHBbIC 0COOEHHOCTH OpraHuvsanuvu pa6OTBI C JOKYMCHTaAMHU B YUYPCKIACHUAX
Poccnu B Ppa3JIN4YHbIC HUCTOPUYCCKUE IMCPUOABLI, B3aMMOCBA3b 3THUX IIPOLCCCOB C ToCyaapCTBCHHBIM
armapaToM yHnpaBJICHUA,
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o COBpPEMEHHbIE TpeOOBaHMSA K [OKYMEHTAllMOHHOMY OOECICUCHHIO YIIPABJICHUS B
YUpexKIAeHUSIX U opranuzanusax Poccuiickoit denepanny;

. MPUHIMITEI OPTaHU3AIUHU JOKYMEHTAIIHOHHOTO 00eCTIeYeHUs! YIIPaBICHHS;

YMETh:

] OPTaHU30BBIBATH CIYKOBI JOKYMEHTALMOHHOTO 00ECIIeUCHHS YIIPABIICHUS;

° pa3pabaTeiBaTh JIOKAIbHBIE HOPMATUBHBIE aKThl M HOPMAaTHBHO-METOAWYECKUE

JNOKYMEHTHI (TOJOXKEHHSA, WHCTPYKIMH © T.A.) TIO BEICHHIO JTOKYMEHTAI[MOHHOTO o00OecreveHus
YIIpaBJICHUS

. BBITOJTHATD KJIFOUEBBIE TEXHOJOIMYECKHE ONepaluu B paboTe ¢ JOKyMEHTaMu;

BIIAJICTh!

o MIPaBUJIAMH OPTaHU3AIMH BCEX 3TAIOB pabOThI ¢ JOKYMEHTAMU;

. METO/IaMU TIPOBEJCHHS aHajW3a OpraHW3alyd JOKYMEHTAIlHOHHOTO 0OOecTeqeHUs
yIpaBJICHUS;

o METOJaMH ONTHUMHU3ALNHN JOKYMEHTAMOHHBIX IPOLIECCOB.

IToaroroBka k J'Ia60paTOpHBIM 3aHATHSM OCHOBaHA Ha CaMOCTOSTEILHOM pa60Te CTYACHTOB 110
N3Yy4YCHHIO JIEKHMOHHOI'O KypcCa, MCTOYHUKOB U JIUTECPATYPhbl, PCKOMCHAOBAHHLIX K KaXXKIOMY 3aHATHIO.

PA3JEJ 1. OPTAHU3ALIMS JEJIOIMPOU3BOICTBA B YUPEKIEHUSIX
JTOPEBOJIIOIIMOHHO POCCUH

1.1. [lenonpousBoactso B yupexaeHusx Pycckoro rocygapctsa XVI-XVII Bs.
1.2.  Jlenonpou3sBonactso B yupexaeHusax Poccun XVIII B.

1.3.  emnompon3BomacTBo B yupexkmeHusx XIX - maua. XX B.

PA3JIEJI 2. OPTAHM3ALIUA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

2.1. Opraamzarms ciry>k0bI IeTOPON3BOICTBA
2.2.  OpraHmzamus J0KyMEHT0000poTa

2.3. Peructpanms ZOKyMEHTOB.

2.4. Howmenknatypa aen

2.5. IloaroToBKa JOKYMEHTOB K MOCIEAYIOIIEMY XPaHEHUIO U UCTIOJIb30BAHUIO
2.6. CocraBneHue HHCTPYKIIAU IO JICTIOMPOU3BOICTBY

PA3JIEJI 1. OPTAHM3ALUA JEJOITPON3BOJACTBA B YUPEXJIEHUA
JIOPEBOJIIOIIMOHHOM POCCHUH
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Tema 1.1. lenonpounsBoacTso B yupexaenusax Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

3AJAHUA
1. U3yuuth Cyneonuk 1550 r. u CobopHoe ynoxxenue 1649 r. [1o 3TUM akTaM BbISIBUTD:

* CTPYKTYpy OpPTraHOB TOCY/IaPCTBEHHOTO YIPABJICHHUS;

* COCTaB U JIOJDKHOCTHBIC 00S3aHHOCTH " CITYKHUIIBIX JIFO ek "

* HampaBJICHUS PETIaMEHTAINH PaOO0ThI ¢ TOKYMEHTAMH.

2. MByuuTh cxeMmy opraHU3alliy UCIIOJHEHUSI JOKYMEHTOB B IPUKA3HOM JEIOMPOU3BOICTBE.

3. IIpoananu3npoBaTh NEPBUYHBIN KOMITJIEKC JOKYMEHTOB (Ha MpUMepe Jieja Mo YeJI00UTHON
SxoBa llerunosa B [lomecTHOM npuKa3ze) U ySICHUTH NOPSAAOK (GOPMUPOBAHUS AETA.

YKA3AHWA 110 BBITTOJIHEHUTO 3AZ[AHHI71
1. Uzyuure Cynebnuk 1550 r., CodbopHoe ynoxenue 1649 r. u ysICHUTE ClIEAYIOIIee:

* cOCTaB JIII ""BEPIIUBINNX CY" ¥ JJOKYMEHTHPOBABIIHX JICSITEIBHOCTh CY/Ia;
¢ MMOPAAOK IMoJa4yu, paCCMOTPCHHUA U UCIIOJIHCHU A LIC.HO6I/ITHI:.IX;
* TIOPSZIOK BEACHUS PETUCTPAITMOHHBIX (OpM TS ""CYTHBIX Aei';

* OTBETCTBEHHOCTb 32 MOJJICNIKY TOKYMEHTOB U HEJJOOPOCOBECTHOE OTHOIIIECHHE K JTOKHOCTHBIM
00513aHHOCTSM.

2. PaCCMOTpI/ITe CXCMY MPOXOKACHUA U UCITIOJTHCHUA JOKYMCHTOB B IIpHUKa3ax U cz[enaﬁTe BBIBOJ
0 COCTaB€ TCXHOJIOTHYCCKHUX onepaum‘i C TOKYMCHTaMU, IPUMCHABIINXCS B HpI/IKa3HOI>'I CUCTEMC
ACJIONPOU3BOACTBA.

3. O3nakombTeck ¢ AenoMm [lomecTHoro npukasa no yenodbutHoit SAxosa llerunosa u
COIIOCTaBbTE MOCIEI0BATEILHOCTh PACCMOTPEHHUS U PEIICHNUS BOIIPOCA M MOCIEN0BATEILHOCTD
pacIioNoxKeHus TOKYMEHTOB B Aejie. Onpenenure KpailHHE JaThI 1eJ1a © OCOOCHHOCTH
JIOKyMEHTHUPOBAHUS.

KOHTPOJIBHBIE BOITPOCHI
1. ITepeunciuTe 0COOCHHOCTH CUCTEMBI JEIOMPOU3BOJICTBA B IICHTPAIBHBIX YIPEKICHISIX
Poccun XVI-XVII BB.

2. Ha3oBuTe 3aKOHOAATENLHO PErilaMeHTHPOBaHHbBIE 00s13aHHOCTH " CITY KIIIBIX JItoJiei" B paboTe
C JOKyMEHTaMH.

3. Kakue oneparuu B paboTe ¢ TOKyMEHTaM# C(HOPMUPOBAIKCH B TPUKA3HOM
JIEIOTIPOU3BOICTBE?

4. laiiTe XapaKTEpUCTUKY CTOJIOLIOBON (OPMBI JeTOMPOU3BOJACTBA KaK TEXHUKU
JOKYMEHTHPOBaHUS U (OPMUPOBAHUS JIEI.

5. Korma Osia BBemeHa 1 Kor1a Oblila OTMEHEHA CTOI0oBas popma IeTompon3BoOACTBA?
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NCTOYHUKU U JIMTEPATYPA

beikoBa T.A. JlokymeHTanmoHHOe  oOOecreYeHHue  yMIpaBJIeHHUs  (JIEJIOMPOU3BOJICTBO)
[OnexTpoHHBIH pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
norm. — MocksBa: Uudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?
1d=942800/

Tema 1.2. [lesonpou3BoacTso B yupe:xneHusix Poccuu XVIII B. — 4 yaca.

3AIAHUS

1. Wzyunte ['enepanbubiii pernmamedT 1720 r. W BBISIBUTH OCHOBHBIE TpeOOBaHHS K
OpraHU3aLuy JeJIONPOU3BOCTBA B KOJUIETUAX U TOJDKHOCTHBIE 0053aHHOCTH KAHIESIPCKUX CITYKaIlHX.

2. N3yuuTh CXeMy UCIIOJHEHUS JOKYMEHTOB B KOJUIETUSIX.

3. Wzyuntes "Yupexnmenue i ympaBineHus ryOepruii" 1775 T., BBIIBUTH OCHOBHEIE
TpeOOBaHMsI K OpraHU3alMX JIeJIONPOU3BOJICTBA B MECTHBIX YUPEKICHUSAX U JOJKHOCTHBIE 0053aHHOCTH
KaHLEJSIPCKUX CITy>KalluX.

4. HSy‘lI/ITB CXEMY UCHOJHCHUSA NOKYMCHTOB B MCCTHBIX YUPCIKICHUAX.

5. Ilpoananmm3upoBats Aeii0, CQOPMUPOBAHHOE B MECTHBIX YUPEIKICHUIX.

VKA3AHUS IO BBITIOJITHEHUIO 3AJIAHUI

1. Wsyuus "I'enepanphsiii pernamenT 1720 ., yACHUTE clenyoIIee:

1.1. CTPYKTYPY KOJUIETHH;

1.2. JOJIKHOCTHOM COCTaB KaHIEIAPCKUX CIIYKallHX;

1.3, 00s3aHHOCTH KaHLEISIPCKHUX CITY)KallInX;

1.4,  MOPAIOK MONYYEHUS JOKYMEHTOB B KOJUIETHSIX;

1.5.  mopaaoK pacCMOTPEHHUS TOKYMEHTOB B KOJUIETHSIX;

1.6.  opraHu3amys U TEXHOJIOTHUS PETHCTPANN JOKYMEHTOB;

1.7.  moctpoeHue cripaBOYHO-WH(POPMAIIMOHHOTO alliapaTa;

1.8.  CpOKM HCIOJTHEHMS JOKYMEHTOB;

1.9. OpraHU3alH1I0 XPAHEHHSI TOKYMEHTOB B KOJUIETUSX.

2. Wzyuute cxemy HCHOIHEHHS JOKYMEHTOB B KOJUIETUSIX U BBIABUTE COCTaB

JIEIOIIPOU3BOICTBEHHBIX OIIEpALMi.
3. Uzyuus "OOee rybepHckoe yupesxkaenue " 1775 r., onpenenure:

3.1. CTPYKTYPY KaHIIETSPUH, TOJDKHOCTHON COCTAB KAHIICIAPCKUX CIIYKAIIUX, HX
00513aHHOCTH B pabOTe ¢ JOKYMEHTAMU;

3.2.  TEXHONIOTHIO pabOThI C TOKYMEHTAMHU:
3.2.1. TOpAIOK MEPBUIHON 00paOOTKH IMOCTYIHUBIIUX TOKYMEHTOB;

3.2.2. TEXHOJOTHA PETHCTPALMH JTOKYMEHTOB: IPUMEHSIEMbIC PETHCTPAIMOHHbIE (POPMBIL, UX
Ha3HaYeHHE W COCTaB MH(OpMAaIHK;


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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3.2.3. TOpPSIOK pacCCMOTPEHUS JOKYMEHTOB;

3.2.4. NOPANOK UCIOJIHEHUS JOKYMEHTOB;

3.2.5. TEXHOJIOIHWI0 KOHTPOJIA 32 UCIIOJHEHUEM JOKYMEHTOB;

3.2.6. TIOPSIOK OTTIPABKH JOKYMEHTOB;

3.2.7. opraHuW3aIMIO XpaHEHUS JTIOKYMEHTOB B MECTHBIX YUPEIKICHHSIX.

4. HSy‘II/ITe CXEMY HMCHOJHCHUA NOKYMCHTOB B MCCTHLIX YUPCIKICHUAX U BBIABUTC COCTaB
ACTONPOU3BOACTBCHHBIX onepaunﬁ.

5. Paccmotpure nena mectHbix yupexxaennit X VIII B., oOpatute BHUMaHue Ha 0oQpOpMIICHHE
00JIOKKH J1es1a, COCTaB JOKYMEHTOB J€J1a, [I0CIE€0BATEIbHOCTD UX PACIIOIOKEHHS, TIOPAJOK U CPOKU
paccMOTpeHus JOKYMEHTOB, YSCHUTE IPUHLIUIBI OPMUPOBAHUS 1.

KOHTPOJIbHBIE BOITPOCBHI

1. CpaBHHUTE cCHCTEMY TIPUKA3HOTO M KOJIJIEKCKOTO JIETIONPON3BOACTBA, OOBSICHUTE Hanbosee
XapaKTePHBIC OTIINYHS.

2. IlepeuncnuTe HOBBIE NEIOMPOM3BOACTBEHHBIE ONIEpPAINY, BO3HHUKIIHNE B yupexkaeHusax X VIII

3. [epeuncauTe 00SI3aHHOCTH JCIIOMPOU3BOJCTBEHHOMN CITY>KOBI 110 TIOJTOTOBKE JOKYMEHTOB K
apXMBHOMY XpaHEHHIO (110 3axoHy 1775 r.).

4. HazoBuTE 3aKOHOIATENBHBIN aKT, KOTOPBIM BIIEPBbIC ObLIT ONPECIICH CPOK XPAHEHUS
JIOKyMEHTOB B TEKYIIIEM JICTIOTPON3BOICTBE (110 CIaYl JOKYMEHTOB B apXUB).

5 . HazoBute XapaKTCPHBIC YCPThbI CUCTCMBI PETUCTPALIUN NOKYMCHTOB B KOJUICTUAX.

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTallMOHHOE  oOOeclieueHHe  ympaBiieHUs  (IeI0NmpOM3BOJICTBO)
[DnexTpoHHBI pecypc]; yuebnoe nocooue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3z. nepepad. u
non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npocrtyma: http://znanium.com/go.php?
1d=942800/

Tema 1.3. [learonpousBoactso B yupexaeHusax XIX - nau. XX B. — 8 yacos.

3AIAHUS

1. U3yuuts "Obmee yupexaenne muauctepctB” 1811 I. 1 ysSCHUTh OCHOBHBIE TPEOOBAHUS K
OpTaHU3aLuH JeJIOTPOU3BOCTBA B IIEHTPAIBHBIX YUPEKACHHUSX, & TAKXKE JOKHOCTHBIE 0053aHHOCTU
KaHLEISIPCKUX YAHOBHUKOB.

2. [Ipoananmn3upoBaTh 0COOCHHOCTH (DOPMHUPOBAHUS AeIT B yupexacHusX XIX - Had. XX B.

3. UzyuuTts "llonoxkeHne o MUCHEMOBOACTBE U JIEIONPOU3BOACTBE B BOGHHOM BegomcTee" 1911 T.
Y BEISIBUTH OCHOBHBIE HATIPABIICHUS PAIlOHATN3AIIAN JCIIOTIPOHN3BOICTBA.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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4. N3yunthb cxeMy UCIIONHEHUs ToKyMeHToB B Kannenspun [lorneunTens MOCKOBCKOTO yueOHOTO
OKpyTa.

5. O3nakomuThCs ¢ foKyMeHTaMu Kannenspuun [Toneuntenst MOCKOBCKOTO Y4€OHOTO OKpyTa
BBIABUTB DJIEMEHTHI PALIMOHATIM3ALUU IIPOLECCA UX UCIIOJIHEHHUS.

VKA3AHUS 1O BBITIOJIHEHUIO 3AJIAHUN

1. Usyuus "O6uee yupexaenne Muauctepcts" 1811 r., ompexnenure cienyromiee:

1.1. OpPraHU3allMOHHYIO CTPYKTYPY MUHUCTEPCTBA,

1.2. CTPYKTYPY JCIOMPOU3BOICTBEHHOMN CITY>KOBI;

1.3.  opraHmzamnmio J0KyMeHT00OOpOTA!

1.3.1. mopsinok mocTyIieHus: JOKyMeHToB: B Kanuensputo MuHucCTpa; B 1enapTaMeHThl;

1.3.2. opranu3anuo IBHKCEHHS JOKYMEHTOB, HAPABJICHHBIX B KAHIICJISPUIO MUHUCTPA ; B
Jenaprament; B CoBeT MUHHCTpA: B 00IIee MPUCYTCTBHUE erapTamerTa; B OcoOble YCTaHOBIICHUS ;

1.3.3. mops1I0K UCTIOJIHEHUS TOKyMEHTOB: B Kanuenspun MunucTpa; B JlemapraMeHTax;
1.4. opraHu3anyio U TEXHOJIOTHIO PErHCTPaLUH;

1.5. opraHu3annio KOHTPOJIS 32 UCIIOTHEHHEM JOKYMEHTOB (PEBU3HSA);

1.6. opsiiok popMHUPOBAHUS JCI;

1.7. opranu3anuio XpaHeHus JOKyMEHTOB;

1.8.  HasHayeHHe OTYETOB.

2. OsHakombTech ¢ Aenamu yupexaenniit XIX B., oOpatuTe BHUMaHUe Ha OPOpPMIICHHE OOJIOKKH
7iena, COCTaB JTOKYMEHTOB JIelia, TIOCIIeJOBAaTeIbHOCTD X PACHIOIOKEHUS, TIOPSAIOK U CPOK PaCCMOTPEHUS
JOKYMEHTOB.

3. Uzyuute "[lonoxeHne 0 MUCEMOBOJICTBE U JCIIONIPOU3BOJICTBE B BOEHHOM BegoMcTBe" 1911 1.
1 00paTuTe BHUIMaHUE Ha:

3.1. permaMeHTaNNI0 MPUMEHSIEMBIX BHIOB JOKYMEHTOB;

3.2. ynopsiioueHue paBul COCTABICHUS H 0(pOPMIICHHSI TOKYMEHTOB;
3.3. pernaMeHTaIuio CrpaBoYHO-UH(GOPMAIIMOHHOTO (OHIA;

3.4. MexXaHHU3AITHIO JACIIONIPONU3BOICTB;

3.5.0praHu3anuo ornepaTuBHOTO U ApXUBHOTO XpaHEHHS JJOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs NEPEUNCICHHBIX BOTIPOCOB CIIETIANTE BHIBOJ O HAIIPABICHUIX
palroHaIN3alKHU IJIOMPOU3BOICTBa B BOCHHOM BEJIOMCTBE.

4. HpoaHaanpyﬁTe CXCMY OpraHusanuuv ACJIONMPOU3BOJACTBA B KaHI_ICJ'IHpI/IH Iloneuunrens
MockoBcKOro y‘{e6HOFO OKpyra u cz[enaﬁTe BBIBOJ] O crocobax panroHaIN3alun 3TAllOB UCHOJHCHUA
JOKYMCHTOB U MOATOTOBKKU OTBETHOI'O JOKYMCHTA B 3TOM YUPCIKIACHUU.

5. O3zHakoMmbTeCch C Komteknued aokyMeHToB Kannenspuu Iloneuntenss MOCKOBCKOIo
y4e0HOTr0 OKpyTa, oOpalasi BHUMaHHUE Ha:
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. 3JIEMEHTBI MEXaHU3UPOBAHHOHN 00pa0OTKH IOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJTyYSHUH, HAIIPABJICHUH Ha UCTIOJTHEHHUE W UCTIOJTHEHUHU TOKyMEHTOB);

. XapakTep Pe30IIOLHN;

. CIIOCOOBI COCTABJICHHS TIPOCKTA TOKYMCHTA;
. AJIEMEHTHI YHU(DUKAIIUU TEKCTa JOKYMEHTA;
. BH/JIbI OJIAHKOB U CIIOCOOBI X M3TOTOBJICHHMS.

C/:[enaﬁTe BBIBOI 00 OCHOBHBIX U BCIIOMOTaTEIbHBIX HaIlpaBJCHHUAX pallMOHAIN3allUH TPOLICCCOB
pacCMOTpPCHUA W UCIIOJTHCHUSA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCDI

1. CpaBHUTE CHCTEMY KOJJIEKCKOTO M MUHHCTEPCKOTO (MCIOIHUTEIBHOTO)
JeTIONPOU3BOICTBA, OOBSICHUTE HanboJiee XapaKTepHbIE OTINYHSI.

2. Kax pa3BuBamacek CTpyKTypa IeI0NpON3BOACTBEHHON CITYKOBI MUHHUCTEPCTBA B TIEPBOH
nojioBuHe XIX B., 4eM OHA OTIIMYAIACh OT KOJUICIKCKOM?

3. HazoBute ocHOBHBIE TpeOOBaHNS K OPraHM3aLNHU TOKYyMEHTOO00POTa B MUHHUCTEPCTBAX
XIX B. Ha xakue oCHOBHbBIE JOKYMEHTOIIOTOKH Pa3[esUINCh JOKYMEHTHI B MUHUCTEPCTBaxX?

4. HazoBuTte xapakTepHble 4epThl CHCTEMBI PETUCTPAIH JOKYMEHTOB B MUHUCTEPCTBAX?

5. B kaxoii hopme oCyIecTBISIICS KOHTPOJIb 32 UCTIOTHEHNEM IOKyMEHTOB B CHCTEME
MUHHUCTEPCKOTO JETONPOU3BOCTBA?

6. HazoBure 0cOOEHHOCTH OpraHU3aliy XPAHCHHSI TOKYMEHTOB B IETIOTIPON3BOIACTBE
MUHHUCTEPCTB.

7. HazoBure HampaBieHus 1 CIIOCOOBI parliOHAIM3AINH JIETIOPOU3BOICTBA B YUPEIKICHHUIX
XIX - mau. XX B.

NCTOUYHUKU U JIMTEPATYPA

beikoBa T.A. JlokymeHTanmoHHOe  oOOecCleYeHUEe  yMOpaBJICHHUsS  (ZIEJIOMPOU3BOJICTBO)
[DnexTponHBIii pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
non. — MockBa: Huadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

PA3JIEJI 2. OPTAHM3AIIUA COBPEMEHHOI'O AEJOITPOU3BOACTBA

Tema 2.1. Opranuzanms cay:k0blI 1eJONPOU3BOACTBA — 12 yacos.

SAJJAHUA

1. Nzyunts TpeOoBaHMS AEHCTBYIOINX HOPMATHBHBIX aKTOB M HOPMaTHBHO-METOAMYECKUX
JOKYMEHTOB K OpTaHM3alliH1, CTPYKTYpe U (QYHKIHSAM CITY>KOBI JeTOMPOU3BO/ICTBA.

2. HpO&HaﬂHBHpOBaTB OpraHu3anuro CJ'IY)KGBI ACJIOIPOU3BOACTBA B YCHOBHOﬁ OpraHusanuun
U BBISIBUTH €€ OCOOCHHOCTH.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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3. [MoaroToBUTH CXEMy OpraHM3alMOHHON CTPYKTYpPBI JENONPOM3BOJCTBEHHON CIYyXKOBI B
YCIIOBHOM OpraHu3aluu.

4, Pazpabotats [lonoxkenne o ciryx0e IeTOTMPON3BOACTBA YCIOBHOW OpPTraHU3aIIAH.

5. PazpaboTtath [OMKHOCTHBIE HWHCTPYKIMH pabOTHHKAM CIY>KOBI JEJIONPON3BOJCTBA
YCIIOBHOM OpraHu3aluu.

VKA3AHUS IO BBITIOJITHEHUIO 3AJIAHUN

1. N3yunrte KpaTKyro XapaKTEpHCTUKY IESATEIbHOCTH YCIOBHOM OpraHU3alViM, BBIICHUTE
0COOCHHOCTH OpraHU3aluH JIEJONPOU3BOICTBEHHON CIIy:KOBI, €€ HECOOTBETCTBHUE COBPEMEHHBIM
TpeOOBaHUSIM IO CTaTyCy, IOJAYMHEHHOCTH, HAWMEHOBAHMSM CTPYKTYpHBIX 4YacTeil, HX COCTaBy.
ApPryMeHTUpPYUTE OTBET.

1. [loxroroBhTe CXeMy OpPraHM3AMOHHON CTPYKTYpHl CIYXOBI JEIONPOU3BOJCTBA
YCIIOBHOW OpraHu3aiuy, 3a(ukcupyiTe MOTYMHEHHOCTh CITY:KO W CTPYKTYPHBIX NojpaszaencHuil. s
KQXKIO0TO CTPYKTYPHOI'O MOJPA3/ACICHHUS U yYacTKa CIIY>KOBI JICJIIONPOU3BOJICTBA HA CXeME (PUKCHPYETCs
BHJI TOTIMHEHHOCTH (TIpsMas aIMHHHCTPATHBHAs WM Meroamdeckas). OOOCHyWTe HaWMEHOBAaHUE H
MOTYMHEHHOCTh Ka)X/I0TO CTPYKTYPHOTO MOAPa3AcIICHHsI.

2. Ha ocHoBe [IpuMepHOTO TOJIOKEHHS O CIyXOe JeNONpOn3BOJICTBA pa3padboTanTe
CTPYKTYypy TekcTa [lomoxeHus o ciyx0e JAeTonpor3BOCTBA YCIOBHON OpraHu3anui. TEeKCT TOI0KEHHS
JOJDKEH COJCPKaTh KOHKPETHbIe (OPMYyITUPOBKH 3a7a4, (GYHKIUE, mpaB, oOsM3aHHOCTEH U
B3aMMOOTHOIIEHUH cy)0bl. Cienyer opopmuth [losoxxenue Ha oOIeM OJaHKe, ONPEICTUTh MOPSIIOK
€ro COMTACOBaHUS M YTBEPXKICHUS (COCTaB CTPYKTYPHBIX MOJAPA3JICICHUH U JOIKHOCTh PYKOBOJUTEIS,
YTBEPKAAIOUIETO IOKYMEHT). APTYMEHTUPYITE CBOM MpeIIokKeHUs 1o mpoekTy [lomoxenust.

3. PazpaboraiiTe [JOKHOCTHBIE HMHCTPYKIMH Ha BECh JIOJDKHOCTHOM ~ COCTaB
JeTIONPOU3BOJCTBEHHOM CIyObl YCIIOBHOM opraHm3anui. Ha OCHOBE MONyYeHHBIX WHIMBHUIYaJbHBIX
3alaHui pa3paboTaiTe CTPYKTYpy TEKCTa M COCTaB Pa3leiioB MOJDKHOCTHONW HWHCTpyKiuu. OOpaTute
BHUMAaHHE, YTO NPH (HOPMYITHPOBKE JOJDKHOCTHBIX 00S3aHHOCTEH COTPYIHUKOB, CIIEAYET COrJIacoBaTh UX
C OCHOBHBIMH 3afadyamMd M (QyHKOHUSIMH  CiIykObl (T.e. ¢ Tekctom [lonoxkenus). B pasgene
"B3anMooTHOMmIEHHs, CBSA3U" ClleAyeT 3aKPENHUTh B3aUMOJEHCTBHAS pPaOOTHHKOB CITY>KOBI M WX CBSI3W Ha
YpOBHE INIPEICTaBIECHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. [lepeuncnuTe CTPYKTYpHBIE YAaCTH CIYKOBI JICIIOMPOM3BOJICTBA B OPraHU3ALHUAX
Pa3IMYHBIX YPOBHEH yIIpaBiIeHHUS.

2. [epeuncnuTe AeHCTBYIOIINE JOKYMEHTHI, ONPENENISIONINE 3a0a9d U (PYHKIHH CITy>KObI
JIeJIONPOU3BOICTBA.
3. HazoBute TpeGoBanHust K cTpykType U coctaBy uH(opmauuu llomoxkeHus o ciyxOe

JIEJIOMIPOU3BOICTBA; TOJDKHOCTHONH HHCTPYKIIHH.

NCTOUYHUKU U JIMTEPATYPA
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IpaBuia  JeNONPOM3BOJACTBA B  TOCYJApPCTBEHHBIX OpraHax, opraHax MeECTHOTO
camoyrnpasiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,

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

MeToaudeckre peKOMEHIAMK IO pa3paOd0TKe HMHCTPYKIHU IO JIEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO cCaMOyIpaBlieHus, yts. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 // [9nekTpoHHbIM pecypc]. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc LAW_ 373895/.

HpI/IMepHa}I HHCTPYKIUSA 1O ACIOIMPONU3BOACTBY B rOCYJAAPCTBCHHBIX OPraHU3alugX, YTB.

[Tpuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [Onekrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

I'OCT P 7.0.97-2016. Hanuonanbubiii crangapt Poccuiickoit ®@epepanuun. Cucrema
CTaHAApPTOB MO HH(pOpMAIHMK, OMOIMOTEYHOMY W H3AATENbCKOMY neny. OpraHH3anuOHHO-
pacropsiauTenbHas JoKyMeHTanus. TpeOoBaHus K 0(OPMIICHHIO TOKYMEHTOB // [ DJIEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HMCO 15489-1-2019 Hanumonanensiii ctangapT Poccuiickoit ®denepanuu.
CucreMa cTaHIapToB 10 HHPOPMAIIMU, OHOIMOTEYHOMY M H3JaTelbckoMy Aeny. Mupopman3us
U JOKyMeHTanus. YupaBieHue JgokymeHTamu. Yacte 1. [loHaTHS u mnpuHUMNeL //

[DneKTpOHHBIN pecypc]. - M., 2021. Pexum JIOCTyna: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpon3BOACTBO U apXUBHOE J€yI0. TepMUHBI U ONPEACIICHUS.-

[DneKTpOHHBIH pecypc]. - M., 20109. Pexum JOCTYyIIa:

http://www.consultant.ru/document/cons_doc LAW_163800/.

[Tpuka3 Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkKICHMM IpaBHI
OpraHu3alM XpaHEHHs, KOMIUIEKTOBaHMs, y4eTa M HCIOJIb30BaHUS JOKYMEHTOB ApPXHBHOIO
¢donna Poccuiickoii denepanuu U Ipyrux apxXUBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOM
BJIACTH, OPraHax MECTHOTO CaMOYIIpaBJICHUs M OpraHuzauuiax» // [DnekTpoHHbI pecypc]. — M.,
2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpuxa3z Muntpyna Poccun ot 15.06.2020 N 333u "OO0 yTBepkIeHHH MPOdhecCHOHAIb-
Horo cranjapta "CHeuMaaucT MO OPraHHW3allMOHHOMY U JIOKyYMEHTAllMOHHOMY O0€CIEeUYEeHHIO
ynpaBiieHus: opranuzauueit”// [Dnekrponnsiil pecypc]. — M., 2021. — Pexum noctyna: http://

www.consultant.ru/document/cons_doc LAW _357714/.


https://www.garant.ru/products/ipo/prime/doc/71083090/
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_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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[Tpodeccuonanbupiii cranmapT «CHenuamucT Mo yupaBiIeHUIO JTOKYMEHTAIlued OpTraHM-
3aI[M», YTBEP)KIACHHBIN NpuKa3oM MUHHCTEpPCTBA TpyJla M COLMAIBbHOM 3amuThl Poccuiickoi
@eneparuu ot 10.05.2017 Ne 416n // [DnexTponnslii pecype]. — M., 2019. — Pexum goctyna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokymeHTanmoHHOe  oOOecCleYeHUE  yMIpaBJICHHUS  (JIETOMPOU3BOJICTBO)
[DnexTpoHHBI pecypc]; yueOHoe nmocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uzn. nepepab. u
norn. — Mocksa: Huadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

Tema 2.2. Opranuzanus 10KyMeHT0000poTa — 8 Yacos.

3AIAHU A
1. U3yuuth coBpeMeHHBIE TpeOOBaHHMS K OPraHU3ali JOKYMEHT0000pOTa B OpraHU3aIHsX,
YUYPEKICHUAX U HA IIPEAIPUATHUIX.

2. HSy‘II/ITB " MPOAHAJIM3UPOBATH OPraHU3aluio L[OKyMeHTOO60p0Ta B yc.]'[OBHOﬁ OpraHu3alnuu.

3. HMByuuTh KpaTKyIO XapaKTepUCTHKY AECATEIHHOCTH LIEHTPAIBHOTO armapara yCcJIOBHOM
OpraHM3alliy U COCTaBUTh ONEPOrpaMMBbl ABMKEHHS BXOAALIEH, UCXOAAIIEH U BHYTPEHHEN
JIOKYMEHTALMH.

4. HO,Z[CLII/ITaTI) 00BEM ,E[OKyMeHT0060p0Ta YCHOBHOﬁ OpraHu3aluu 3a roxa.

YKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUI
Wzyunre IlpaBuna nenonmpousBoAcTBa B I'OCYHAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O

caMmoytpasiieHus, yTB. [Ipukasom Pocapxua ot 22.05.2019 Ne 71; Meroauyeckue peKOMEHIaluN
o pa3paboTKe MHCTPYKLUMHA IO AENONPOM3BOACTBY B TOCYJAapCTBEHHBIX OpraHax, OpraHax
MECTHOIO caMmoyIpaBieHus, ytB. Ilpukazom PocapxmBa ot 24.12.2020 Ne 199; IIpumepHyro
MHCTPYKLHMIO [0 JEJIONPOU3BOACTBY B TOCYJapCTBEHHBIX opraHuzauusax (yTB. Ilpuxazom
PocapxuBa ot 11.04.2018 Ne 44. Cuenaiite BBIBOA O CTENEHH pPETJIAMEHTAIIMH B HOPMATHBHBIX
JOKYMEHTax OOLIMX NPUHLIUIIOB OPraHU3alKu JOKYMEHTOO0O0POTa, MPaBHil NPOXOXKICHHUS JOKYMEHTOB,

METOOMKH IIOACUETA I[OKyMCHTOO60p0Ta.

1. Ha mnpumepe onmcaHus TOKYMEHTOOOOpOTa YCIOBHOW OpTraHHW3allid BBIIBUTE €TI0
0COOCHHOCTH M OMpPEAETUTE HECOOTBETCTBUE OPraHM3allli JOKYMEHTOOO0OpOTa B JaHHOW OpraHH3alluu
TpeOOBaHUSIM HOPMAaTHBHBIX JOKYMEHTOB.

2. CocTaBbTe oneporpaMmMbl ABUXKCHUSA TOKYMCHTOB B YCHOBHOﬁ OpraHu3amuu. I[J'IH 9TOro
OIpeACINTE COCTaB MOOJDKHOCTHBIX JIMI, Y4YaCTBYHOIIUX B o6pa60TI<e U HUCIHOJHECHHUU JOKYMCHTOB;
IOCJICA0BATCIIBHOCTD onepaunﬁ 1o O6pa6OTK€ JAOKYMCHTOB, HU3yUnuTe CXCMbI JABHXXCHUS
JOKYMCHTOIIOTOKOB B yCHOBHOP'I OpraHuvsamnuu.

OneporpaMMa ABWXCHHUA BXOIAINX NJOKYMCEHTOB JOJDKHA OTPA3UTH NMEPEMCIICHHUSA NOKYMCHTOB
OT MOMCHTa IMpUueMa A0 IMOAMMBKHU UX B JI€JIO MOCJIC 3aBEPIICHUA UCIIOJTHCHUSA.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
https://www.garant.ru/products/ipo/prime/doc/71587776/

47

OneporpaMMa HUCXOOAMNX JOOKYMCHTOB JOJDKHA OTpasuTbh IMEPEMCUICHHA OOKYMCHTOB OT
MOMCECHTA IMMOATOTOBKHU UX IMPOCKTOB A0 OTIIPABKU U3 YUPCIKIACHUA.

OmneporpaMMa JIBH)KEHHS BHYTPEHHHUX TOKYMEHTOB (Ha MpuUMepe MpuKasa) JOKHA OTPasHTh
NEPEMEILICHHS JOKYMEHTOB OT MOMEHTA MTOATOTOBKH IPOEKTa JOKYMEHTA [0 MOALINBKY B JEIIO0.

3. N3y4nB cocTaB M KOJINYECTBO MONYUYEHHBIX, OTIPABICHHBIX U BHYTPEHHUX JOKYMEHTOB
YCIIOBHOM OpTraHU3alny, MoJCUUTalTe 00BEM ee JOKyMEHTO000pOoTa 3a TOA.

KOHTPOJIBHBIE BOITPOCDI

1. Maiite ompeneneHne NOHATHS "HOKyMeHTO000poT" .

2. [lepeuncnute OCHOBHEIC TPeOOBaHMS K OpraHU3AIMU JOKYMEHTOO00POTa B OPraHU3aIUsX.
3. IlepeuncnuTe paBmiia yaera JOKYMEHTO000pOTa.

4. HazoBuTe TpeOoBaHMSI K MPOXOXKIACHUIO U MCIIOJIHEHUIO BXOASIIUX JOKYMEHTOB.

5. HazoBuTe sTansl MMPOXOXKIACHUA U UCTIOJTHCHUA UCXOAAIINX U BHYTPEHHUX JOKYMCHTOB.

6. [lepeuncnuTe npaBuiia nepeJadd JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOYHUKU U JIMTEPATYPA
e [lpaBuna  [eJOMpOM3BOACTBA B TOCYAAPCTBEHHBIX  OpraHax, OpraHax MECTHOTO

camoyrmpasiieHus, yB. [Ipukasom PocapxuBa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. —

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

e MeToauYyecKue PEKOMEHIAIMU 10 pa3pa0d0TKe HWHCTPYKIMA 0 JICJONPOU3BOJICTBY B
rOCY/JIapCTBCHHBIX OpraHax, opraHaXx MECTHOTO CaMOYIpaBieHHs, yTB. IIpukasom Pocapxusa
or 24.12.2020 Ne 199 // [9neKTpoHHbIN pecypc]. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

o [TpumepHast MHCTPYKLHS 110 ASTONPOU3BOICTBY B rOCYAapCTBEHHBIX OpraHU3aIUsX,

y1B. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019.
Pexxum moctyma: http://www.consultant.ru/document/cons doc LAW 305137/.

e [OCT P 7.0.97-2016. HauumonanbHbiii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHAApPTOB NO MH(OpMaLuK, OMOINOTEYHOMY M H3JAaTeIbCKOMY aeiy. OpraHu3almoHHO-
pacriopsiauTenbHas  JOKyMeHTanus. TpeOoBanus K  O(QOPMIIGHHIO JIOKyMEHTOB //
[D7eKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTyTa!
http://www.consultant.ru/document/cons_doc LAW _216461/.

e T'OCT P HCO 15489-1-2019 HanmonansHsiii cranaapt Poccuiickoit ®@enepanuu. Cucrema
CTaHAApPTOB 1O WHpOpMaNuU, OMOIMOTEYHOMY M HM3AaTeNbckoMmy nerny. MHdopmandus u

JTOKyMeHTaIusl. YmnpapieHnue nokymeHtamu. Yacte 1. Tlonstuss w npuHOunel. //


http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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[DneKTpOHHBIH pecypc]. - M., 2021. Pexum JOCTYyIIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [enonpou3BOACTBO W apXHBHOE MAeJO0. TE€pPMUHBI U OMpPEIEICHUSI.-

[DneKkTpoHHBII pecypcl]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

o [Ipuka3z MunkynbTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBEep)ACHUH ITPaBUI OpraHU3alNN

XpaHEeHUs, KOMIUICKTOBAaHUS, Yy4eTa W HCIOJIb30BAHUS JOKYMEHTOB ApXHMBHOTO (oHIa
Poccuiickoin ®enepauyu U IpYrux apXUBHBIX JOKYMEHTOB B OpraHax IOCYJapCTBEHHOMN
BJIACTH, OpraHaX MECTHOI'O CAMOYIPABJICHUS M OpraHU3alMax» // [DIeKTpOHHBINH pecypc]. —
M., 2019. — Pexxum gocryma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

HOHOJ’IHI/ITCJ’ILHLIQ HCTOYHHKH

ITpuka3 Muntpyna Poccun ot 15.06.2020 N 3331 "O6 yTBepxaeHUN NpodhecCHoHaIBHOTO
cragaapra "CnenualMcT MO OPTaHM3AIMOHHOMY M JIOKYMEHTAallMOHHOMY OO€CIeUeHHUI0
yrpaBiaeHus: opranmzaiueii’// [DmnektpoHHbii pecypc]. — M., 2021. — Pexxum pocrtymna:
http://www.consultant.ru/document/cons_ doc LAW 357714/.

[ToctanoBnenne IlpaBurensctBa PO ot 15.06.2009 Ne 477 «O06 yrtBepxkaeHuu IIpaBui
JIETOTIPOM3BO/ICTBA B (hefepalibHBIX OpraHax HMCIOJHUTENBHONW BIacTWy// [DNeKTpOHHBIN
pecypcl]. — M., 2019. — Pexxum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_88695/.

e [Tocranorienue IlpaBurensctBa P® ot 25.12.2014 No 1494 “O06 yTBepkIeHUH MPaBHII 0OMEHa

JOKYMEHTaMH B DJIEKTPOHHOM  BHJE TIpPH  OpPraHu3ali  WHPOPMALHUOHHOTO
B3auMojieiicTBusa”//  [DnexTpoHHblii pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/.

beikoBa T.A. JlokyMeHTanMOHHOE OOECIEYCHHE YIpaBieHUS (ZI€JIOMPOU3BOJICTBO)
[DnexTponHbIil pecypc]; ydueOnoe mocodue/ T.A. beixoma, T.B. Kysnemora. -2-¢ wu3m.
nepepab. u gon. — MockBa: HWuoppa-M, 2018. -304 c. — Pexum pocryna:
http://znanium.com/go.php?1d=942800/

Tema 2.3. Perucrpanusi J0KyMeHTOB — 4 yaca.

3AJJAHUA

1. HSy‘II/ITB Tp660BaHI/I$I HOPMATHBHO-MCTOAUYCCKUX HOOKYMCHTOB K PCTUCTpAllUU U

IMOCTPOCHUTIO I/IH(I)OpMaHI/IOHHO—CHpaBOIIHOFO arrapara.

2. 3apCFI/ICTpI/Ip0BaTL HECKOJIBKO JOKYMCHTOB, IPCAJIOKCHHBIX IPECTIOAaBaTCIIEM.


http://znanium.com/go.php?id=942800/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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_135548/
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3. O3HaKOMHBIIVCH C ONMHCAHUEM TEXHOJOTHH PETUCTPALMU JOKYMEHTOB B YCIIOBHON
OpraHu3allny, pa3paboTaTh 1 000CHOBATDH MPENTIOKEHHS 110 PAllMOHATFHONW OpraHU3alMK PETUCTPALIUU U
NH()OPMAIIIOHHO-CIIPABOYHOMN pabOTHI.

YKA3AHUS IO BBITIOJIHEHUIO 3AJIAHUI

1. Wsyumre IlpaBuna nenonpousBOJCTBA B TIOCYJapCTBEHHBIX OpraHax, oOpraHax
MecTtHOro camoympasienus (pazzaensl I, IV), Meroauueckue pexoMeHAAIMU MO pa3paboTKe
MHCTPYKUUN TI0 JCJIONPOU3BOACTBY B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOIO
camoynpasiieHus, [IprMepHYI0 HMHCTPYKLHIO IO JEJIONPOU3BOJACTBY B TOCYAAPCTBEHHBIX
opranm3anusx (ytB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44. OGpaTute BHUMaHHE HA COCTaB
JOKYMEHTOB, IOJJIEKAIIMX PEruCTPalMM, IMOCIEAOBATEIIBHOCT PACIONIOKEHNS COCTaBHBIX
JacTel WHAEKca JIOKyMEeHTa, mpaBmia (HopMupoBaHHS HWHPOPMALMOHHO-CIPABOYHBIX 0a3
JTAHHBIX.

2. 3aperucTpupyuTe IpeIoKeHHbIE JOKYMEHTHI, 00paTHB 0co00€ BHUMAaHHE Ha PETHCTPAITHIO
VHUIMATABHBIX U OTBETHBIX MTUCEM.

3. Ilpoananu3upyiiTe MOPSAOK PETHCTPAIlH JOKYMEHTOB B YCIOBHOW opraHm3amnuu. OTMETHB
OCOOCHHOCTH OpTraHM3allMd W TEXHOJIOTUW PETUCTPAIlMH JOKYMEHTOB B YCIOBHOW OpTraHM3allWH,
OTIpEJICINTe WX HEMOCTaTKu. Ha oCHOBE TMPOBEICHHOTO aHamu3a MW TpeOOBaHUN HOPMATHBHO-
METOJUYECKAX AOKYMEHTOB pa3paboTaiiTe MpeioKeHHs TI0 OpraHu3alid PETUCTPAlii JOKYMEHTOB U
MOCTPOSHUIO MH(POPMAIIMOHHO-CIIPABOYHOTO amapaTa B yCJIOBHON OpraHU3aIiu.

KOHTPOJIBHBIE BOITPOCHI
1. Yro Takoe perucrpamus foKyMmeHTOB? Kakue 3amaun pemarorcs B I€I0MPOU3BOICTBE C
MIOMOILBIO 3TOH omneparuu?

2. Kakne 1OKyMEHTHI TOJJIC)KAT PETUCTPAITHH?

3. KakoB 00s13aTenbHBII COCTaB PEKBU3UTOB MPH PETUCTPAITAN?
4. B yeM OCHOBHOI1 IPUHILIMIT perucTpanun’?

5. KakoBbl OCHOBHBIE IIPaBMIIA MHACKCALUH JOKYMEHTOB?

6. Kakoe NpEeUMYHICCTBO UMECT CIICHUAIMCT NPU PETUCTpAlU OOKYMCHTA B
ABTOMATHU3HWPOBAHHBIX CUCTEMAX 110 CPAaBHECHUIO C TPAJUITUOHHBIMHU MCTOZIaMI/I?

NCTOYHUKU U JINTEPATYPA
IlpaBuna  AeNONpOM3BOACTBA B  TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoyrnpasiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,

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

MeTtoauueckue pekoOMEHJaluu MO pa3paboTKe HMHCTPYKLUUN IO JEJIONPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBlicHHs, yTB. Ilpukasom Pocapxusa ot
24.12.2020 Ne 199 // [3neKkTpoHHbI pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.
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[IpumepHast MHCTPYKIUSA IO IETONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPTaHU3aAUAX, YTB.

[Mpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Onekrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

['OCT P 7.0.97-2016. Haumonanbnbiii ctanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHIapToB Mo uH(pOpManuu, OHONMMOTEYHOMY W H3JAATEIbCKOMY aeiry. OpraHu3alMOHHO-

pacriopsiauTeNnbHas JoKyMeHTanus. TpeGoBaHus K 0(OpMIICHHIO JOKYMEHTOB // [DIeKTpOHHbBIN
pecypc]. — M., 2019. Pexwum nocryma: http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P HCO 15489-1-2019 Hauwmonanensiii ctangapT Poccuiickoit ®denepanuu.
CucremMa cra"zapToB 1o nHpopmanuu, 6UOIMOTEYHOMY U M3aTenbckoMy Aeny. Mnpopman3us
U JOKyMeHTanus. YmpaBienue gokymentamu. Yacte 1. [loHstus u npuHOMIBL //

[DneKTpOHHBIH pecypc]. - M., 2021. Pexxum JIOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlesonpou3BOACTBO U apXUBHOE /€yI0. TEepMUHBI U ONpPEACIICHUS.-

[DneKTpOHHBIN pecypc]. - M., 20109. Pexxum JOCTyTa:

http://www.consultant.ru/document/cons_doc LAW_163800/.

beikoBa T.A. JlokymeHTanuoHHOe  oOecrieyeHne  ympaBieHHs  (IeIOMpPOU3BOACTBO)
[DnexTponHbIi pecypc]; yuedHoe mocodue/ T.A. brikopa, T.B. Ky3nenosa. -2-¢ u3a. nepepald. u
norn. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?
1d=942800/

Tema 2.4. Opranuzanus TeKyuero XxpaHeHus 10KyMeHTOB — 8§ 4acos.

3AJIAHUS
1. H3yT-II/ITB Tpe60BaHI/I$I HOpMaTI/IBHBIX AKTOB U HOpMaTI/IBHO-MeTOIII/I‘IeCKI/IX )IOKyMeHTOB K
COCTAaBJICHUIO U 0(1)OpMJ'ICHI/IIO HOMCHKJIATYPBbI JCJI.

2. W3y4yuTh BO3MOXXHOCTH MCIIOIB30BAHUSA MEPEUHS CO CPOKAMH XPAaHEHHSI TOKYMEHTOB B
JEJIONPOU3BOICTBE OPraHU3aLUN.

3. IlpoaHanu3upoBaTh KOHKPETHYIO HOMEHKJIATYpPY /€] YCIOBHOW OpraHU3alluy U BBISIBUTH
OITMOKH B €€ COCTABIICHUN U OPOPMIICHHH.

4, CocTaBUTh HOMEHKJIATYPY J€M1 YCIOBHON OpraHU3aLuu.

VYKA3AHUS IO BBITIOJIHEHUIO 3AJIAHUN

1. HNzyuute I[lpaBuna [enonpou3BOJACTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHax
MECTHOro camoymnpasieHus (paszen 6,7), Meroauueckue peKOMEHAALMU 10 pa3paboTke
MHCTPYKLIMH MO0 JIeJONPOM3BOJACTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MeCTHOTO
camoyrnpasiienus (npuioxenus 13-23), [TonoxxeHne o MoOpsiAKE U CPOKax XpaHEHUs JOKYMEHTOB
aKIIMOHEPHBIX 001ecTB, [IpuMepHYI0 HHCTPYKLHUIO MO IENIONPOU3BOACTBY B TOCYAapPCTBEHHBIX
opranmn3zanusx (yrB. Ilpukazom Pocapxusa ot 11.04.2018 Ne 44) VscHure cienytoliee:


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/

51

. BH/JIbl HOMEHKJIATYp €I

. TUIBI HOMEHKJIATYyp Je (K1acCH(PUKALIOHHbBIE CXEMB);

. npaBuiIa GOpPMYyJIMPOBAHHUS 3aT0JIOBKOB JIEIT;

. HCTOYHUKH YCTAHOBJIEHHS CPOKOB XPaHEHUS JOKYMEHTOB;

. IIpaBUiia CUCTEMAaTU3ALMH U UHIEKCALUU 3ar0JIOBKOB JIET;

. npaswiia 0OpMIICHHS, TIOJIICAHNUS, COTJIACOBAHUS M YTBEPKACHUS
o HOMEHKJIATYpPBI JIEI.

2. NzyunTe yka3aHHA MO MIPUMEHEHUIO [lepedHs THIIOBBIX yNPaBIeHYECKHX apXUBHBIX
JIOKYMEHTOB, 00pa3yIOLIMXCs B MPOLEcce AeSTeIbHOCTU IOCYy IaPCTBEHHBIX OPIaHOB, OPTaHOB MECTHOT'O
CaMOYIIPaBJICHUS U OPraHU3alMi, C YKa3aHUEM CPOKOB XPAHECHMUSI U BBIICHUTE:

. MOPAZOK IPUMEHEHUS IEPEYHS B AEIOMPON3BOICTBE;

. nrddepeHnrannio CpokoB XpaHeHUs JOKYMEHTOB I10 TPyMIiaM OpraHU3alui;

. CXeMy MOCTPOEHHS TIEPEYHs U ero Hay4YHO-CIIPABOYHBIN anmapar.

3. [Ipoanamu3upyiiTe KOHKPETHYI0 HOMEHKIATypy €Nl YCIOBHOW OpraHHW3alll{, BBIIBUTE

HEAOCTATKU €€ COACPIKAHUA U O(i)OpMJ'IeHI/IH, MMPOWJUIIOCTPHUPOBAB Ka)K,Z[BIﬁ W3 HUX IPUMCPOM.

4, Wzyuute CTPYKTypy W COCTaB JOKYMEHTAaJbHOTO (OHAA YCIOBHOM OpraHu3alud M
paspaboTaiiTe KIacCU(PHUKALMOHHYIO CXeMy HOMEHKIaTypbl gnen. Odopmure ee B BHIE CHHCKa
CTPYKTYPHBIX TOJpa3Ae’cHUN ¢ WHIEKCAMH, PACIIOIOKECHHBIMU IO CTeNeHW 3HauuMocTH. OOpartute
BHUMAaHHE Ha TO, YTO CXeMa Kiaccu(UKalM{ AODKHA COOTBETCTBOBATH IiaBHOW Tabmune Ilepeuns
TUTOBBIX JOKYMEHTOB CO CPOKaMHU XpaHEHUSI.

CocTaBbT€ HOMEHKJIATYPY A€ YCIOBHOW OpPTraHW3alliH, IUIA 4ero: cHOpMyIMpyHTe 3aroJIOBKH
JIel B COOTBETCTBHHM C YCTAHOBJICHHBIMU TPEOOBAaHUSAMHM W YCTAaHOBUTE CPOKM XpaHCHHS JACN IO
MEPEYHIO; TPOBEIUTE CHUCTEMATH3ALHUIO 3aroioBKOB jen. OQopMuUTe HOMEHKIATYpy Ael Ha olrieM
ONlaHKe YCIIOBHOW OpraHM3allid 0 YCTaHOBJEHHOH (opMe, OmpenenuTe cOCTaB JOKHOCTHBIX JIWII,
KOTOPBIE JIOJDKHEI €€ 3aBU3UPOBATH M YTBEPAUTD.

KOHTPOJIBHBIE BOITPOCHI

1. HaiiTe onmpeneneHne HOMEHKIATYPHI eI

2. OxapakTepu3yiTe IPIMEHEHNE Pa3IMYHBIX BHIOB HOMEHKIATYPHI JET.

3. [lepeuncnute TpeOoBanus K HOPMYJIMPOBKE 3ar0JOBKOB JIE)I B HOMEHKJIATYPE.
4. Ilepeuncnute TpeOOBAaHMS K CHCTEMATH3AINY 3aT0JOBKOB JIell B HOMEHKJIAType.
5. Kak oOpa3yercst HHIIEKC JieTia B HOMEHKIIAType?

6. Kak ncronps3yercs nepeyeHb JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUS B
JeTIONPOU3BOACTBE?

7. KakoBblI dTansl pa3paboTku HOMEHKIJIATYPBI Jen?

8. KaxoB cpok neiicTBrS HOMEHKIATYPHI JAei?
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NCTOYHUKU U JINTEPATYPA
@enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «OO0 apxuBHoM jene B Poccuiickoit

Oenepanun» //  [DnekTpoHHBIM pecypc]. — M., 2019. — Pexwum pocryna:
https://base.garant.ru/12137300/.

[IpaBuia  JeJIONPOM3BOACTBA B  TOCYJAPCTBEHHBIX OpraHax, oOpraHaXx MECTHOTO
camoyrtpasiieHus, ytB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIV pecypc].

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

Metoandyeckne peKOMEHIAIMKM M0 pa3padOTKe WHCTPYKIUH IO JIEJIONPOU3BOJCTBY B
rOCYyIapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoOyIlpaBieHus, yTB. Ilpukazom
Pocapxusa ot 24.12.2020 Ne 199 // [9neKTpoHHbIN pecypc]. — M., 2021. — Pexxum gocTyna:
http:// http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKLHS MO J€JIONPOU3BOJCTBY B TOCYAapCTBEHHBIX

opranuzanusx, ytB. IIpukazom Pocapxua ot 11.04.2018 Ne 44) // [DnekTpoHHbII

pecypc]. - M., 2019. Pexum JIOCTyTIA:
http://www.consultant.ru/document/cons_doc LAW _305137/.

I'OCT P HCO 15489-1-2019 Hamumonanwsubiii crangapt Poccuiickoit ®enepaimm.
Cucrema craHzaptoB mno HH(opManuu, OUOIHMOTEUHOMY U U3JATEIBCKOMY JEy.
Wudopmanduss u nokymeHTauusi. YnpaieHue nokymeHTamu. Yacte 1. [lonstus u
npuHIUnbel.  //  [OnekrpoHHbli pecypc]. — M., 2021. Pexum nocrtyma: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXMBHOE /1€JI0. TepMUHBI U ONpPEICIICHHUS. -

[DneKkTpoHHBIN pecypc]. - M., 20109. Pexum JOCTyTa:

http://www.consultant.ru/document/cons_doc LAW_163800/.

[Ipukaz Munkynsrypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBEpKAEHMH TpaBUIl
OpraHM3allMd XpaHEeHMs, KOMIUIEKTOBAaHHUS, ydyeTa W HCIOJIb30BaHUS JIOKYMEHTOB
ApxusHoro ¢ornga Poccuiickoit @enepanuu u Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOM BJIAacTH, OpraHaX MECTHOIO CAaMOYIIPABJIEHWsS W OpraHu3auusax» //
[DnekTpoHHBII pecypc]. — M., 2019. — Pexum JIOCTYyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpuxa3 Pocapxusa ot 20.12.2019 N 236 "OG ytBepxkaenuu [lepeuHs THIOBBIX yIpaB-
JICHYECKHX apXMBHBIX JOKYMEHTOB, 00pa3yIOLIMXCs B MpoLecce ACATENIbHOCTH rocyaap-
CTBEHHBIX OpPIaHOB, OPraHOB MECTHOI'O CAMOYINPABJIEHUSI U OpraHU3aluil, C yKa3aHueM

cpokoB ux xpanenus" (3apeructpupoBano B Munrocte Poccuu 06.02.2020 N 57449) //


https://www.garant.ru/products/ipo/prime/doc/71083090/
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_135548/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/12137300/
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[DnexTponnbii pecypc]. — M., 2021. — Pexum npocrtyma: http://www.consultant.ru/
document/cons_doc LAW 345020/

[Mpukaz PocapxuBa ot 11.04.2018 N 43 "OO yTBEepXKIEeHUH NPUMEPHOTO
MOJIOKEHHUsI 00 JKCHEpPTHOM KOMHUCCHUU opraHuzanuu” (3aperucTpupoBaHO B
Munrocte Poccun 15.06.2018 N 51357) // [Dnexrponusiii pecypc]. — M., 2021. —
Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW 300357/

beikoBa T.A. JlokyMeHTanlMOHHOE OOECTICUeHHE YMPaBICHUS (JIETOMPOU3BOJICTBO)
[OnexTpoHHBIi pecypc]; yueOHoe mocobue/ T.A. boikoBa, T.B. Ky3neuona. -2-e u3.
nepepad. u gmon. — MockBa: Hudpa-M, 2018. -304 c¢. — Pexum pocryna:
http://znanium.com/go.php?id=942800/

9.3. UHbIe MaTepHaJIbI


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

HucummuimHa ~ (Moxynb) — peanu3yercss Ha  (akylIbTeTe  apXUBOBEIACHHUA U
JOKYMEHTOBe/IeHUs1 Kadeapoil TOKYMEHTOBEACHHUS, ayJMOBU3yalbHBIX M HAyYHO-TEXHUYECKUX
apXMBOB.

Ieap OMCHUIIMHBI — MOATOTOBUTH BBIMYCKHMKA, 3HAIOIIETO OCHOBHBIE HAIpPAaBIECHUS
rOCYJJapCTBEHHOM perinamMeHTanuu padboTsl ¢ 1okymeHTamu B Poccuiickoit denepanyu, 3agaun
CITy’KOBI JJOKYMEHTAIMOHHOTO O0ECIICUEeHUs yIpaBICHUS W BJIAJCIONIEr0 METOJAaMH aHaju3a U
COBEpIICHCTBOBAHUS TEXHOJIOTMH TUIOBBIX JI€IONPOU3BOCTBEHHBIX ONEPALIUM.

3agauM JUCHMILIMHBI:

- U3YYUTh UCTOPHUIO (POPMHUPOBAHUS HALIMOHATIBHON CUCTEMBI 1€JI0NPOU3BO/ICTBA;

- OBJIQJETh CIELHAIBHON TEPMUHOIOTHUEM;

- M3y4YUThb COBPEMEHHYIO 3aKOHOJATENIbHYI0, IIPaBOBYI0O W HOpMaTHBHYIO 0a3y,
perinaMeHTUPYIOLYI0 padoTy ¢ JOKyMEHTalUeH;

- c(hopMUpPOBaTh y CTYJICHTOB HABBIKU BBIIIOJHEHHUS OCHOBHBIX JEJIONPOU3BOICTBEHHBIX
ornepalnyii B YCIOBUSX NPUMEHEHUS TPAAMLMOHHBIX M aBTOMATHU3MPOBAHHBIX TEXHOJIOIHMM
00pabOTKH TOKyMEHTOB;

- copMHpOBAaTh HAaBbIKM aHalU3a CUCTEMbl JOKYMEHTAIllMOHHOIO obOecreueHus
yIpaBJICHUS;

- ONpEeAeNuTb  HaIpaBJIIEHHUS  BO3MOXKHOTO  COBEPLICHCTBOBAHUS  CHCTEMBI
JOKYMEHTAI[MIOHHOTO 00eCIieueHus yIpaBiIeHUs;

- U3y4ydTh HOPSJOK OpraHU3aluu  CIykObl JOKYMEHTAllMOHHOTO oOecreueHus
YIPaBIEHUS B COBPEMEHHON OpraHU3aliHy.

JucuumiuHa (MOIyJIb) HampasieHa Ha (GOPMUPOBAHHE CICAYIONIMX KOMIETEHIIHIA:

OIIK -2.1. 3HaeT OCHOBHBIE COBPEMEHHBIE ITPOOIEMBI TIOCTPOCHUS CHCTEMBI
JOKYMEHTAI[HOHHOI'0 00eCIeYeHns yIIpaBIeHHs U apXUBHOTO JI€J1a;

OIIK-2.2. Opraamu3oBbsiBaeT paboTy oapa3AeaeHui B cepe JOKYMEHTAIIHOHHOTO
oOecrniedeHus ynpaBiIeHUs U apXUBHOTO Jelia

B pe3ynbraTe 0CBOCHUS AUCHUIUIMHBI (MOAYJIs) 00yYarOMIUNACs JOKEH:

3unamo:
COBpeMeHHBIC HpO6J'ICMI)I )IOKYMGHTaIII/IOHHOFO O6CCH€'—ICHI/I$[ ynpaBJ’ICHI/ISI )41 apXI/IBHOFO
Jiena;

MOPAAOK pa6OTBI CJ'Iy>K6 AOKYMCHTAIIUOHHOT'O obecrieueHust YHpaBJICHHUA U apXUBOB
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Ymemo:

pemats mnpodeccuoHalbHble 3a7aud B cdepe  JAOKYMEHTAIIMOHHOTO oOOecreueHus
yIpaBICHUS U apXUBHOTO JIETa;

peraMeHTHPOBaTh PaboTy CIIy’)kO MTOKYMEHTAIIMOHHOTO OOECIICUCHHUsSI YIPABJICHUS H
apXUBOB

Bnaoembs:

HAaBBIKAMU  OIICHKHM COBPEMEHHOTO COCTOSIHHSI ~CHUCTEMBI  JOKYMEHTAI[HOHHOTO
obecrieueHus yIpaBICHUS U apXUBHOTO JIETIa;

HaBBIKAMHU OpTaHW3allMi PAa0OTHl TOJpa3feliecHuid B cdepe JTOKYMEHTAI[MOHHOTO

obOecrieyeHus YIIPABJICHUA 1 apXUBHOI'O [I€JIa B COOTBCTCTBUU C HOPMATUBHBIMHA Tpe6OBaHI/IHMI/I.

[Mo mucrumimuHe (MOAYNIO) TMPEeryCMOTPEHAa NPOMEXYTOuHas aTrectanus B (opme
JK3aMeHa.
OO0mas TpyI0€EMKOCTh OCBOCHHS JTUCIHUILIAHBI COCTABJIACT 4 3a4CTHBIX €IWHUIBI, 144

gaca.
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