MHHOBPHAYKH POCCHUH

5 s
% &
o, PO

o,
o o

DenepanbHOE FOCYAAPCTBEHHOE OFOKETHOE 00Pa30BaTEIbHOE YUPESIKICHUE
BbICLIIEr0 00pa30BaHUs
«Poccuiickuil rocy1apCcTBeHHbIN I'YMAHUTAPHbIA YHHBEPCUTET»
(PI'OY BO «PI'TY»)

UCTOPUKO-APXUBHBIN UIHCTUTYT
OAKVIIBTET APXUBOBEJAEHUA 1 JOKYMEHTOBEJIEHUA

Ka(])ellpa AOKYMEHTOBCACHUS, AYNUOBU3YAJbHBIX U HAYYHO-TEXHUYECCKUX aPXUBOB

OPTAHU3AIUA U TEXHOJIOI'UA JOKYMEHTAIMOHHOI'O OBECIIEYEHUA
YIIPABJIEHU A

PABOYAS [TPOTPAMMA JUCHUTIJIMHBI

46.03.02 JTokyMEeHTOBEICHHE U apXUBOBEICHUE

Koo u naumenosanue Hanpaeierusl not)eomoeku/cneuuaﬂbnocmu

DKcnepTHasi OLIEHKA U pecTaBpalysi apXUBHbBIX IOKYMEHTOB

Haumenosanue nanpasnennocmu (npoguns)/ cneyuanuzayuu

YpoBeHb BhICIIET0 O0pa30BaHUs.  Oaxaiaspuam

®opma obyuenus: Ounas

PII/I amantupoBaHa s Ui
C OTPAaHUYECHHBIMU BO3MOXKHOCTSAMH
310pOBbSI U UHBAJIUJI0B

Mocksa 2023



OPTAHM3ALIUA U TEXHOJIOTUA JOKYMEHTAIHUOHHOI'O OBECITIEYEHUSA
YIIPABJIEHUSA
PaGouas mporpamma TUCHIUTUTHHBI

CocraBuUTENb:

3aB. kadenpoi, k.u.H., qoreHT KO.M. Kykapuna

YTBEPXIEHO
[Iporokon 3acenanus kapeapsl
Ne 5 ot 31.03.2023



OT'JIABJIEHUE
1. TIOSCHHTEITBHAS BATTHICKR .veeuvveessseeessseeesssesssssesssssessssseesssssesssssesssesssssesssssesssssesssssessssessnssessnssessnssesnnns 4
1.1, Tleab M 32JaUM TMCIHMIIITHHDBI .....oooiitiiteeiittiitesssieeesssttseessssseeesssssssessssseesesssssesesassseesssnseessas 4
1.2. llepeyeHs MIIaHNUPYEMBbIX Pe3yJIbTATOB 00yUYeHHS M0 JUCIUIJIUHE, COOTHECEHHBIX €
HHIUKATOPAMH JOCTUMKEHUS KOMITETEHIIMI ........uveiitiiiiiiiitiiitiesiee et e siee e et siee b sine et e neee e 4
1.3. MecTO JTUCUMIITIMHBI B CTPYKTYPe 00Pa30BATEILHOM MPOTPAMMBDBL.......cccoiiiiiiieniiirieeniiinneanns 5
2. CTPYKTYPA IUCIIHIIITHHB. .....veuvesttestiaseesseessesseesstessesseesseassesseesse e st sse e abe e beasseab e e bt e se e s be e b e e snenneenbeannennes )
3. COHCPIKAHUE JTACIIHTIIIIIHBL. 1. .. vvveeutreesssteesssneessssessssssssssesssssesssssesssssesssssesssssesssssessnssesssssesssssssnseessnsnsens 5
4. OOpa30BATEIBHBIE TEXHOOTHIH «..veeuvviasrieiuriasreessseasseessreasesssssaseessneaseessssasseessssssneessesasneesnessneessneas 13
5. OIeHKA UTAHUPYEMBIX PE3YITBTATOB OOYUCHIS ... ccuvevviteesriasristeeseassesieesteesesseesseassessee s esnesneennens 13
9.1  CHCTEMA OLEHMBAHMIL. ... .eeeteeirieteesieeeteesseeateesseeaseeaseeaseesse e e beesseeanseeaseeasneesneeanreesnneennee e 13
6. YueOHO-MeTOAMYECKOE U HH(POPMAIIMOHHOE 00CCTICUCHHUE TUCITUTUTHHBL ......cevveeneeeaneiesieesneeenenns 22
6.1 CHHCOK HCTOYHHUKOB M JIHTEPATYPDBI ...couvviiiirieiiiieiieeasieesssieessssesssssesssssesssssesssssesssssessnseeens 22
6.2 IlepeueHb pecypcoB HHGOPMALMOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « UHTEpHETY. ... 22
6.3 IIpodeccuonanbHblie 6a3bl JAHHBIX H HH(OPMAIIMOHHO-CIIPABOYHbIE CUCTEMBI ............ 23
7. MarepuanbHO-TEXHHUYECKOE 00CCTICUCHHNE TACTIMIIIHHDB ......vveeitieesiteeesiteeasiseessnseessneessneesnsneesnenas 24
8. O6ecneuenue 06pa30BaTEIBLHOTO MPOIIECCa AJIS JIUI] C OTPAHHYEHHBIMH BO3MOXKHOCTSIMU
3 (0] 010):3 8 07 7020 B 07 7 o) : SRR UPP PP OPPR 24
LS TI\Y; (5 (0117 e (10329 (S Y €2 K<) 01 - 11 05 S PP PPR 25
9.1 TLIaHBI CEMHUHAPCKUX ZAHITHI ... .ccvvitiiiiitiiiiite ettt nne s 25
9.2 Metoanyeckue peKOMeHIAMH MO MOATOTOBKE MUCHMEHHBIX PAOOT .......vvvvvvvieiiieeninnans 25

[Ipunoxxenue 1. AHHOTaLKA paOodel TPOrPAMMBI JUCIIUIUIMHBI ....cc.vvieureesiriesreesnneareesnneeneessnesnneesnnens 38



1. MosicuuTeNLHAA 3aNIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Llenp AMCUMIUIMHBI — TMOArOTOBUTH BBITYCKHHMKA, 3HAOIIETO OCHOBHBIE HANpPABIICHUS
rocyJJapCTBEHHOM perjiaMeHTanuu padboTel ¢ JokymeHTamu B Poccuiickoii ®epepauuu, 3anadu
CIIy’)KObl JTOKYMEHTallMOHHOT'O OOECIEeYeHHUsl YINPaBICHHUS W BIAJCIONIET0 METOJaMU aHalu3a U
COBEPLICHCTBOBAHMS TEXHOJIOTUU THUIIOBBIX JE€IONPOU3BOJICTBEHHBIX ONIEPALUN.

3ajaun JUCUUIIIIMHBIL:

- I3YYHUTh UCTOPHUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPOU3BOICTBA;

- OBJIQJIETh CHIEUATbHON TEPMUHOJIOTUEH;

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

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

- chopMHpOBATh HABBIKU aHAIHM3a CUCTEMBI JOKYMEHTALIMOHHOTO 00eCIIeYeHHsI YIIPaBIICHUS;

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

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

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

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

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

OIIK-2.2. Opranu3oBsIBaeT 3HaTh: NOPSIOK pabOTHI CITYKO

paboTy moapa3aesieHuil B JIOKYMEHTAIIMOHHOTO 00ecreueHus

cdepe T0KyMEHTallMOHHOTO yIpaBJICHUS U apXUBOB

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

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




1.3. MecTO TUCUMILIMHBI B CTPYKTYpe 00pa30BaTeILHON NPOrpaMMbl

Jucrunmaa «OpraHu3anuss M TEXHOJIOTHS JOKYMEHTAllHOHHOTO OOECIICUCHUs YIpPaBIICHUS»
OTHOCHTCSI K 00513aTeIbHON YacTH OJIOKA JUCHIUIUINH YIeOHOTO IJIaHa.

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

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

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

CTpyKTypa JUCHUILIMHBI /151 04HOH (pOopMBI 00yUeHUs

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

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

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

3. Coep:xaHue UCHUTIIMHBI

Ne [ HaumenoBaHme pasaeiia Couepmaﬂue
AUCHUIIJTMHbBI

1 |1. Ha3snayenme Kypca, | [Ipenmer, conepxkanue u 3amgauu Kypca. TepMHHONOTUA
HUCTOYHUKH U JIUTEepaTypa OCHOBHBIX IOHSATHH B OO0JIACTH J€IONPOM3BOJICTBA, €€
sBomonMs.  OneHka TEPMHHOB B OTE€YECTBEHHOU

JuTEepaType.
B3aumMocBsi3b OpraHu3aIuu u TEXHOJIOTUU
TOCYJapCTBEHHOTO JICIOTPOU3BOJICTBA C pa3BUTHEM

rOCYJapCTBEHHOTO  ammapaTta, ero (QYHKIHUAMH U
cTpykTypoil. llepmoamsaiusi OCHOBHBIX 3TalOB Pa3BUTHS
JIEJIONIPOU3BOJICTBA.

Oco0eHHOCTH M 3aKOHOMEPHOCTU PabOThI C IOKyMEHTaMHU
B yupexacHusx Poccum B pasinuyHble HCTOPUUYECKHE
MEePUObI, UX PEEMCTBEHHOCTh B YCIOBHUAX AESITEIbHOCTU
COBETCKOT'0 U POCCUICKOTO TOCYAApCTBEHHOIO arapara.
MecTo Kypca cpenu ApyTrux U3y4aeMbIX JUCHHUILIMH.
O0630p UCTOYHUKOB M JIUTEPATYPHI MO JIETONPOU3BOJICTBY
B Poccum o 1917 1.

JIutepatypa 1o Hay4HOH OpraHU3alUHU YIPaBIECHYECKOIO
tpyaa B 1920 - 1930-x rr., ee 3HaueHUE A U3YYEHUS




Kypca.
PaGoter mo pemompomsBoacTBy  1960-x -1980-x rT.,

(dbopMHpOBaHHE HOBBIX PAIMOHAIN3ATOPCKUX HACH M HX
OTpaKEHHE B UCTOYHHMKAX M JIUTEpaAType, MEPUOTUICCKOM
MCYaTH.

CoBpeMeHHas CHelUalnbHAs JIUTEpaTypa, YYCOHUKH U
yueOHble mocobus. l3MeHeHHMe TeMaTHKM HAy4HO
npaktuueckux pador B 1900-e - 2010-e rr. B cBsi3u ¢
CO3JIaHUEM ABTOMATH3MPOBAHHBIX cHCTEM
JIEIIOTIPOU3BO/ICTBA, COBPEMEHHBIX Cpe/CTB
KOMMYHUKAIIMH, OPTraHU3allMOHHONH W BBIYMCIUTEIBHOM
TEXHUKHU.

Jluteparypa TO TEOpUM W TIPAKTUKE YIPaBICHUS
JNOKyMeHTanueil 3a pyoeskom. OIleHKa BO3MOXHOCTH
3aMMCTBOBaHUS 3apyOeXHOTO OmbITa PabOTHI C
JIOKYMEHTaMHU

2.1. Bo3HukHOBeHHE W
pa3BuTHE
1€eJ0NPOU3BOACTBA B
yupexaenusix Poccuu XVI -
XVII BB.

PernamenTanus 3akononarenbHbiMu aktamu XVI - XVII
BB. OTACIbHBIX CTOPOH CO3JaHUS U  OQOPMIICHUS
JOKYMEHTOB,  00si3aHHOCTEH  “CIyKWUJBIX®  JIOJEH.
Opranu3anus  JEJIONPOU3BOACTBA B LIEHTPAJIBbHBIX
YUpEKACHUAX Pycckoro 1eHTpaqIn30BaHHOTO TOCYAapCTBA
(mpuka3ax), M MECTHBIX YUPSKICHHUAX (IPUKA3HBIX
n30ax), ero oco0eHHOocTH. OCHOBHBIE 3Tambl pabOTHI C
JOKYMEHTaMH,  JIeJIONPOU3BOJCTBEHHbIE  OIEpalUu.
CronbroBasi popMa JIeTIONMPOU3BOJICTBA.

2. 2. Jle1onpou3BOACTBO B
YUYpPeKACHUAX Poccun
XVIll B

Xapakrepuctuka «['enepampHoro permamenta» 1720 r.
Kak OCHOBHOro 3akoHogareinpHoro axkra XVIII B. mo
OpraHu3aIuu JICIIOTIPOU3BOICTBA. PernamenTarnus
JIOJKHOCTHBIX 00s13aHHOCTEH CITy>KaIuX B
zakoHomarenscTBe XVIII B. TabGemp o panrax 1722 r.
Ponb cekperaps B KOJUIEKCKOM JIETIOTIPOM3BOJICTBE.
OcobeHHoCcTH TEXHOJIOTHH JIEIOTIPON3BOICTRA.
Opranuzanus apXvuBHOTO XpaHEHHS IOKyMEHTOB.

«Ob1ee yupexaeHue ryoepHckoe» 1775 r. o mopsike

JIEJIONPOU3BOJICTBA U YCTAHOBJICHHE uepapxuu B
I[OKYMGHTI/IPOBEIHI/II/I BSaI/IMOOTHOHICHI/Iﬁ ueHTpaanmx n
MECTHBIX YUpEKIACHU. OTnnums TEXHOJIOTHU
JIETTONTPOU3BOJICTBA XVIII B. oT TEXHOJIOTUH

MPEALIECTBYIOIIETO MepUoa.

2. 3. Jle1onpou3BOACTBO B
yupexaenusax Poccun XIX -
Hayasie XX BB.

«O06mee yupexxnenue wmuHHCTepcTB» 1811 1. kak
OCHOBHOM 3aKOHOJATENbHBIA aKT TO €IUHOOOpa3ZHOMY
MOPSIKY JNIEJONpOU3BOJACTBA B yupexaeHusx XIX B.
Co3nanne CHUCTEMBI JIeITOTIPOU3BOJICTBA,
COOTBETCTBYIOIIEH €AMHOHAYATEHOMY MOPSIKY MPUHSATHUS
pelieHuit B LEHTpaJIbHbIX yupexnaeHusx Poccun XIX B.
PernamenTarnus IBM>KEHUSI JOKYMEHTOB.

TenneHMM pocTa MOKYMEHTOOOOpPOTa W MEpHI 1O €ro
COKpaleHuto B 3akoHonatenbctBe XIX B.  Brnusnue
HOBBIX CPEJICTB JOKYMEHTHPOBAHHUS, CBSI3H,
KOMUPOBAJIBHOW TEXHWKH HAa CHCTeMy paboThl ¢




JoKyMeHTaMu. Pa3zpa®oTka  palMOHAJIBHBIX  CHCTEM
JICTIOTIPOU3BOCTBA B OTJCIBHBIX BEJOMCTBAX M 3HAUCHUE
3TOrO0  ONBITA  JUIi  HOCIEIYIOMIEr0  Pa3sBHTHSA
JIeITIOTIPOU3BOICTBA.

CoBpeMeHHass OIGHKAa CHCTEMBI  J€JIONPOU3BOACTBA
JIOpeBONMIONMOHHON ~ Poccun  u  ero  BIMsIHUE  Ha
JanpHelee pa3BUTHE CHOCOOOB M METOAOB PalbOTHI C
JOKYMEHTaMH.

2.4. CraHOBJIeHHE "
pa3BuTHE
JeJI0NPOU3BOACTBA B
COBETCKHX
rocy1apCcTBeHHbBIX
yUpeKIeHUsx.

IToucku palOHaIbHBIX bopm OpraHu3aluu
nenonpousBoacTea B 1919 -1920-e rozsr.
Hayunas opranusanus yHIpaBJIIEHYECKOTO TpyJa Kak
¢dopma OOIIECTBEHHOTO JBWXCHHS 3a PALMOHAIN3ALUIO
rocanmnapara.
Coznlanue  Hay4yHO-MCCJIENOBATEIbCKUX  MHCTUTYTOB,
BEJJOMCTBEHHBIX M BHEBEIOMCTBCHHBIX OpraHoB
palMoHaIN3alul, HX MCCIIEI0BaTENbCKas AEITEIbHOCTD
U IpPaKTUYECKHE pa3padOTKU 10 BHEAPEHHUIO HAYYHOM
opranuzaiuu ynpasiendeckoro tpyna (HOVYT).
OnbiT  pabotrel  Otnena aJIMHUHHCTPATUBHOM TEXHHUKHU
(ATO) HK PKMU CCCP, akuuoHepHoro oOuiecTBa
«Oprcrpoit», WHcTUTyTa TEXHUKH YIpPaBIECHUSA IO
paloHaIN3aUl JIeI0IPOU3BOJCTBA B IIEHTPAIbHBIX H
MECTHBIX YUPEKICHUSIX.
Xapaktepuctuka W 3HauyeHue  «OOmWUX  MOpaBUII
JOKYMEHTAallUd U JIOKyMEHTOOOOpOTa» KakK IONBITKH
0000111eH!S] METOI0B PAllMOHATIN3ALlUH J1€JIOTPOU3BOJICTBA
U BHEJIPEHUsS B NPAKTUKY pabOThl E€AMHBIX  MpaBUII
OpraHU3al1 U TEXHOJIOTHH JIEI0IPOU3BOJICTBA.
HesrensHocTh ['maBHOTrO apxuBHoro ynpasieHus (I'AY)
CCCP 1no  MeroauyecKomy PYKOBOJICTBY
JIeNIONPOU3BOACTBOM.  Metoauueckue paspabotku ['AY
CCCP 1960-x rr. mo oOpraiu3alud € TEXHOJOTHUHU
nenonpousBoicTBa. Cosznanue u BHeApeHHe OCHOBHBIX
MOJIOKEHUH  ENMHOM  roCyIapCTBEHHOM  CHCTEMBI
nenonpousBogctea  (EI'CII), ee  3HadeHwe s
OpraHM3aly JEJIONPOU3BOJACTBA B YUPEXKACHUAX U
OpraHu3aIusIX.

AKTHBH3a11sl COBEPUICHCTBOBAHNUS JEIONPOU3BOJCTBA
B 1970-e — 1980-e¢ rr. PasBuTtme TeopeTHUYeCKHX W
IIPUKIIATHBIX UCCIIEI0OBaHUI B obmnacTtu
COBEpUICHCTBOBAHUS JIOKYMEHTAIIMOHHOTO O0eCTeueHus
ynpasnenus. @opmuposanue konuenuuu JOVY. Ilens,
HazHadueHue, coctaB OcHoBHBIX mojoxenuit ['CIOYVY,
XapaKTEPUCTUKA OCHOBHBIX IOJOXEHUN M TEMaTHYECKHX
pa3ernos.

3.1. Opranu3anust
AOKYMCHTAIIHOHHOI'O
o0ecrieyeHust ynpaBJieHHA

Hoxymenmayuonnoe obecneuenue ynpasneHus - 0CHO8a
MeXHON02UU YNPAsLeHUs
[Tonsitue «JIOKYMEHTAIMOHHOE obecnieucHue
YIpaBIECHUS» (A0Y). CootHolieHne MOHATUI
«IETONPOMU3BOACTBOY, «JOKYMEHTAIMOHHOE o0ecredeHune




YIIPaBJICHUA», «yIIPaBICHUE AOKYMEHTaMu». YIIpaBIICHUE
JIOKYMEHTaMHU KakK COBOKYITHOCTh NEeUCTBUHI C
JIOKYMEHTaMU OpraHu3alluu C IeJIbI0 J0Ka3aTelbCTBa
MIPOBEICHUS yMpaBIICHUECKUX omneparnuii. TpeGoBaHus K
YIPaBJICHUIO JOKYMEHTAMH.

VYrpaBiaeH4ecKass JACATEIBbHOCTh W JOKYMEHTAIIMOHHOE
obecrcucHue yIpaBJICHUSI. JloxyMeHTalnoHHOE
obecrieueHue yrpaBieHUsl Kak (PYHKIUs yIpaBiICHHS, €ro
MECTO cpeau Apyrux (GYHKUMH ynpaBieHHsA. 3HaueHHE
JIOKYMEHTOB ISl peaJI3alliy YIIPABICHUYCCKUX PEIICHUM.
BimsiHue xapakrepa ynpaBlICHMs, NPUHLUIIOB IPUHATHUSA

YVOPaBIEHYECKUX  PEHICHU HAa OpraHu3aluio Hu
TEXHOJIOTHIO JOKYMEHTAIMOHHOTO  00ecTeueHust
yIOpaBIeHUs.

JIoOKyMEHTaIlMOHHOE ~ OOEeCIieUYeHHUEe  YMpaBICHHUS  Kak
cucrteMa paboThl ¢ JAOKyMeHTamMHu. DaKTOphI, BIMSIONINE
Ha €ro OpraHu3alyi0 U TEXHOJOTHI0 B YUYPEKACHUAX,
OpraHu3alusIXx ¢ Ha  [PEAIPHUATHAX  Pa3IMYHBIX
OpraHU3aIlMOHHO-TIPaBOBLIX (opM.  OpraHu3anMoOHHBIC,
MPaBOBbIC, COIMAIBHBIE M MCUXOJOTMYECKHE ACIEKThI
JIOKYMEHTAIMOHHOTO 00eCIIeYeHUs yIpaBICHHUS.

Bmmsgune aBTOMAaTU3UPOBAHHOM TEXHOJIOTUU
00paboTKu JIOKYMEHTOB Ha JIOKyMEHTallMOHHOE
oOecrieueHue yrnpaBaeHUsl.

BzanmocBs3b JIOKYMEHTAIlHOHHOTO obecrieyeHus
yOpaBiICHUST C XpaHCHUEM JOKYMEHTOB B apXHBE
OpTraHU3allMy U B TOCYAapCTBEHHBIX apXUBaX.

Hanpasnenus cocyoapcmeennozo pe2yiuposanust
0enonpou3800cmaa
6 1990-e — 2000-¢ 20001.

XapaKTepI/ICTI/IKa 3aKOHOAATCJIbHBIX W  HOPMAaTUBHBIX

MPaBOBBIX aKTOB Poccuiickoii ®enepauny,
perIaMEHTUPYIOIINX paboty c JIOKYMEHTaMH.
Hanpasnenus rOCYyJIapCTBEHHOIO peryJIMpoBaHus.

3aKOoHOJATENbHOE 3aKpeIuieHne oOluX TpeOOBaHUN K
JIOKYMEHTaM U CUCTEMaM yIpasiieHUus . (OTBETCTBEHHOCTb
3a paboTy ¢ TOKyMEHTaMH U UX COXPaHHOCTb.
XapakTepucTuka HOPMAaTHUBHO-METOIMYECKUX
JOKYMCHTOB MCXKOTPACIICBOT'O I[CflCTBI/ISI.

3.2. Opranu3anms CJIyKObI
J0Y.

OpranuzanyoHHbIe GopMBl  JOKYMEHTAI[MOHHOTO
oOecrieueHus ympaBineHus.  DPakTopbl, OHpeeNsIonne
BbIOOp  OpraHuM3allMoOHHOM  (OpMBI B  KOHKPETHOM
OpraHH3aIiHy.

OcHoOBHas 11€71b, 3a/1a4u ¥ GyHKIUH cayx0b1 JJOY.
Tumnossie cTpyKTypbI cayx0b1 IOY.

PernamenTanus byHKIMi MOAPA3ACIICHAN o
JOKYMEHTAllMOHHOMY ~ OOCITy)XMBaHUIO. THUMOBBIE |
UHAUBUAYalbHbIE MOJ0XkeHus o ciyxbe J1OY. Tunosoit
bopMyssip TONOXKEHHsI, COCTaB WHGOpPMAIMU, HOPSI0K
pa3paboOTKU U YTBEPKICHHUSI.




JIOJKHOCTHOW M YMCIICHHBIM COCTaB paOOTHUKOB CITY>KObI
JOY. ®yuknuu pabotHukoB cimyx0b1 JIOY (cekperapb
CTPYKTYPHOTI'O IOJIpa3ZeNieHus, CEKpeTapb pPyKOBOJIUTES,
MHCIEKTOp MO KOHTPOJIO U T.J.). 3akperuieHue
OTBETCTBEHHOCTH U TIOJHOMOYHMHA PAaOOTHHKOB CITy>KOBI
HOYV. JlomkHOCTHAsE MHCTPYKUMS KaK OCHOBHOM
HOPMAaTUBHBIN JIOKYMEHT, onpeAeoImui
OpraHU3aI[IOHHO-TIPABOBOE  MOJIOKEHHE  pabOTHUKA.
Dopmyisp JIOJKHOCTHOM UHCTPYKLUH, COCTaB
uH(pOopMaLKH, TOPSAOK pa3pabOTKU U YTBEPKICHUS.
[Tonoxxenue o ciayx6e IOV u 1omKHOCTHAS UHCTPYKLUS
KaK HOpPMaTHMBHAs OCHOBA pacCIpeAesieHUs TpyJda MEXIy
MOJIPa3/ICJICHUAMHU U UCTIOJTHUTEISIMHU.

WHcTpykupsg 1O AEIONPOM3BOACTBY -  OCHOBHOM
HOPMATHUBHBIM aKT, PErIAMEHTUPYIOIUNA TEXHOJIOTHIO
JIOKYMEHTAIlMOHHOTO 00ecriedeHusl yrpaBieHus. TUoBsle
U UHJIUMBUIYyalbHble MHCTpyKUuuU. [lopsimok pa3paboTkw,
coctaB  MH(OpMalMM, TIpaBWiIa  YTBEpPXKIEHUS U
BHeJipeHUs1. OTBETCTBEHHOCTh COTPYIHUKOB OpPraHHU3alUuU
3a coOtoieHre TpeOOBaHUN UHCTPYKIIUH.

HopmupoBanue Tpyna pabGotHukoB ciyx0el JOVY,
TUIIOBBIE HOPMaTHUBBI BpPEMEHU Ha
JIEIONPOU3BOICTBEHHBIE PAOOTHI.

Pa3menienue CTPYKTYypHBIX TOAPA3ACICHUN  CITYKObI
JOVY. VcnoBusi Tpyna, opraHuzanuss U 00OpyIOBaHHE
pabouux MecT.

[Topsimox XpaHeHusi Tmeyareil, OJaHKOB U MpaBHIIa
[OJIb30BAHMA  MMM. OTHKa JIEJIOBBIX  OTHOIIECHUH,
MICUXOJOTHYECKUI acleKT padoThl € JIOKyMEHTaMHU.
[TonroroBka KaapoB JI€JONPOU3BOJICTBEHHBIX CIIyXKO.
@®opmbl TIOBBIIICHUS KBaTU(PUKALKUK CHEIHAINCTOB B
obmactu JIOY.

3.3. Opranusanust
JOKYMEHT0000poTa

Onpenenenne MOHATUA «IOKYMEHTOOOOpoT».  OOmue
NPUHUUIIBL U METOJUYECKHE OCHOBBI OpraHHu3aluu
JTIOKYMEHTOO0OpOTa, HX pealu3anus B JICUCTBYIOIINX
rocyJapCTBEHHBIX HOPMATUBHBIX TOKYMEHTaX.

Crpykrypa u obmas XapaKkTepUCTUKA
JOKYMEHTOMOTOKOB.  O0BeM JOKyMEHTOOOOpoTa. Ydyer
KOJIMYECTBA JIOKYMEHTOB.

[IpueM, mnpoxoxaeHUE ©  MOPSAOK  HUCIOJIHEHUs
MOCTYTMAIOIINX JOKYMEHTOB. [lepBuuHas sKcrieIuIimoHHas
o0OpaboTka qokyMeHToB. [IpeaBapuTenbHOE pacCMOTPEHUE
JIOKYMEHTOB. PaccMOTpeHHe NTOKYMEHTOB PYKOBOJICTBOM
OpraHu3alliy, TMPUHATHE PELIEHUs O XapakTepe Hux
ucronHeHus. HampapiieHne JOKyMEHTOB Ha MCIIOJHEHHUE.
JlocTaBka JIOKYMEHTOB MCHOJHUTEISAM, MOPSIOK UX
npuemMa u  nepenaur. PaGora  ucnonmHuTens ¢
JOKyMEeHTaMu. JTambl ucnonHenus. [lopsaok obpaboTku
OTHPABIISIEMBIX ~ JTOKYMEHTOB. [IpaBuma opraHuzanuu
JIBIKEHUS BHYTPEHHUX JOKYMEHTOB. HampaBnenus
COBEPIIICHCTBOBAHUSI JOKYMEHTOO0OpOTa M MYTH €ro
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COKpAILLEHUS.

TengeHuMn pocta JTOKYMEHTOOOOpOTa B COBPEMEHHBIX
opranu3anusax. BrnusHue aBToMaruzamuu  00pabOTKH
MHGOpPMALlMM HAa KOJIMYECTBEHHBbIE M KaueCTBEHHBIE
XapaKTEPUCTUKU TOKyMEHTOO00POTA.

3.4. Perucrpanus
JOKYMEHTOB u
OpraHu3anusi CHPaBOYHO-
HH(OPMAIIHOHHOTO
00CTy>KNBAHMS.

Perucrpanus kak cocraBHasg 4acTh TexHoioruu JOVY.
[TpyHLIMIIBI peruCcTpaluyu JOKyMEHTOB

XapakTepuCTUKa COBPEMEHHBIX PETHCTPALMOHHBIX (OpM,
cocTaB MH(OpMaILUK U NOPSIOK UX 3aroaHeHus. Pa3Butue
croco0oB perucrpanuu B rocy/1apCTBEHHOM
JIEJIOIIPOU3BOJCTBE.

B3anMoCBsA3b perucrpanuu JOKyYMEHTOB C OpPraHHM3aLuen
CIPaBOYHO-UH(POPMALMOHHOM  paboThl, OpraHu3anuen
KOHTPOJISI ~ HMCIIONHEHHUS W TOCIeAyromeil o0padoTKon
JIOKYMEHTOB.

WunexcupoBaHue JIOKyMEHTOB. 3HAu€HHWE M IIpaBHIIa
(dbopmMHpoBaHUs UHAEKCOB. MHIEKCUpOBaHUE JOKYMEHTOB
B YCJIOBUSIX TPaJULIMOHHON 00pabOTKU JOKYMEHTOB.
[TpuHIMOBl  MOCTpOEHUS  HMH(OPMAIIMOHHO-TIOMCKOBBIX
cucTeM (UIIC)  pyuyHoro  Tumna, UX  BUJBIL
HHdopmannoHHO-CIIpaBOYHOE 0OCTyXKMBaHHUE ammapara
yIpaBJIEHUs B YCIIOBUSX [IPUMEHEHUS
aBTOMaTu3upoBaHHbIX TexHojoru JIOVY. Ilouck 5
UCTIOJb30BaHNEe WH(POpPMAMM B aBTOMAaTH3WPOBAHHBIX
HIIC.

10

3.5. KoHTpoJb HCIOJIHEHUs
JOKYMEHTOB

®opmupoBanue TpeOOBaHUH K OpraHu3alMd KOHTPOJIS
HCIIOJIHEHUS IOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 32 CpPOKaMU HCIOJIHEHUS
JOKYMEHTOB B  ammapare YympasieHus. OCHOBHbIE
IIPUHLIMIIBI €70 OpPraHU3aluy.

3amaun ciuyx0bl  JIOY 1O KOHTPOJIO HCIOJIHEHUS
JOKyMEHTOB.  Karteropum IOKyMEHTOB, MOJUIEKallNE
KOHTpomo CpoKHU UCHOIHEHUsSI TOKYMEHTOB. TexHomorus
KOHTPOJIBHBIX Olepanui.

PernamenTsl BHyTpeHHEH opraHuzanuu (enepaabHbIX
OpraHOB HCIIOJIHUTEIBHON BIACTH KaK OCHOBA KOHTPOJIA
WCIIOJIHEHUS! JIOKYMEHTOB B TOCYJAapCTBEHHOM aIlmapare
Poccutickoi @enepanu.

O000menne, aHaaW3 M HCIOIL30BAHHWE MAHHBIX 00
UCIIOJIHEHUHU JIOKYMEHTOB B YCJIOBMSIX TPaJUIMOHHON MU
aBTOMAaTU3UPOBAHHOM TEXHOJIOTHH 00paboTKu
JIOKYMEHTOB

ABTOMaTH3UPOBAHHBIE CHCTEMbl KOHTPOJIA 3a CPOKAMHU
VCIIOJIHEHUS IOKYMEHTOB, OIBIT UX IPUMEHEHUS.

11

3.6. Opranunszanus
eJI0ONPOU3BOACTBA no
NpeIJI0KeHUSIM,
3afBJEHHSM M KaJ100am
rpaKaaH

OO1IECTBEHHO-TIOJIMTUYECKOE H COLIMAJbLHOE 3HAYEHHUE
oOpareHuil rpakaaH. 3aKOHOJATENbHAS perIaMeHTaIus
paboThl C TPEIJIOKEHUSIMU, 3asBICHUAMU M KaIoOaMu
TpaK/IaH.

dopMHUpoBaHUE HOPMATHBHOW 0a3bl, PerIaMEHTUPYIOIIEH
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opraHuzanuio paboTbl ¢ oOOpameHHSAMH TpaxaaH B
TOCYZapCTBEHHOM armapare.

OcHoBHbIe 337auu ciy>k061 JIOY 10 oprannzanuu padoTs
¢ oOpaleHusAMH TpaxkaaH, ee ocodeHHocTu. Oneparuu 1o
OpUeMy,  PETUCTpalMi,  KOHTPOJI  HCIIOJHEHUS,
OPUHATUIO peIIeHui 1o oOpameHusiM rpaxigad. Cpoku
UCTONHEeHUs. TpeOoBaHMS K COAEPIKAHUIO OTBETHBIX
nokymeHTOB. @DopmupoBaHHEe W XpaHEHHE Jell C
NPEUIOKEHUSMH, 3asBICHUSIMH M JKaI00aMu TpakIaH.
O06o01enue, aHaau3 U UCIIOJIb30BaHKUE TAHHBIX O padboTe ¢
oOpalieHusAMHU TpaKIaH B alapare yrnpaBJieHHsI.
Opranuzanus nOpueMa TpakAaH B TOCYAAPCTBEHHBIX
yupexaeHusx. PopMbl U METOABI COBEPIICHCTBOBAHUS
paboTel ¢  oOpameHMsSMH TpaXJaH B  OpraHax
roCyIapCTBEHHOM BJIACTH u yIpaBJIeHuUs, B
OOIIECTBEHHBIX OPTraHU3AIMIX.

[IpumeHeHne aBTOMATH3UPOBAHHBIX TEXHOJOTHH  JUIS
MOJTOTOBKH OTBETOB M OpTaHU3alMM WH(POPMALMOHHO-
CIPaBOYHOW CIYXKObI B YYPSKACHUSIX C OOJBIINM
00beMOM 00pallleHU IpaX/1aH.

12

3.7. XpaHeHue 1OKYMEHTOB
B 1eJIONPON3BOICTBE
OpraHu3anuu

Opeaﬁumuu}l meKyuweco XpaneHu:s dOKymeHmoe u
obecneuenue ux COXparnHocmu

OcHOBHBIE TIOJIO’KEHUS 3aKOHO/1aTEIbHOM perlaMeHTaluu
XpaHeHus JoKyMeHToB B Poccuiickoit @enepanuu.
MeTtoauueckue JOKyMEHTHI 10 OpraHu3alui XpaHEeHU .
XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX IOJpa3/eleHUsX
opranu3auu  OTBETCTBEHHOCTb 332  COXPAHHOCTb
JOoKyMeHTOB.  OpraHuzaiusi CIpaBOYHOM pabOTHl |
NOpPSAJOK  BbIAYUM  JOKYMEHTOB  BO  BpPEMEHHOE
NOJb30BaHWE  TNPU  XPAaHEHMH B CTPYKTYPHBIX
MO/Ipa3/IesICHUsX. XpaHeHue JIOKYMEHTOB Ha
HETPaJULUOHHBIX HOCHUTEIISX.

CoxpaHHOCTb  JTOKyMEHTOB IIpM pEOpraHu3aluud U
JMKBUJIALIUU OpPTaHU3aLNH.

Homenxnamypa oen
[TonsiTre «HOMEHKIIaTypa aem». HazHauenue
HOMEHKJIATyphI 1e1. HoMeHkaTypa e Kak OCHOBa
CUCTeMAaTH3aINH IOKYMEHTOB B IENSIX UX MOCIEAYIOIErO
XpaHEHHUSI.
TpeGoBaHMs K COCTAaBICHHIO HOMEHKIATYphl Aen. Mx
periJaMeHTanus B 3aKOHOAATEIBHBIX aKTaX U
HOPMAaTUBHO-METOIMUYECKUX IOKYMEHTaX
MEKOTPACIEBOTrO JCHCTBUS.
Bunel HOMEHKIATYp JIe)1, UX OCOOEHHOCTH U Ha3HAuUCHHUE
MeTouKa cocTaBlIeHUS] HOMEHKIIATYPBI JISNT: U3YUCHHE
cocTaBa JOKYMEHTOB, pa3paboTka KiIacCH(PUKAITMOHHON
CXEMBI; COCTaBJICHHE 3ar0JIOBKOB JIENT U UX
CHUCTEMAaTH3aIlHs C YIETOM YCTaHOBIEHHBIX TPEOOBAHMIA.
[Topsiiok oopMITEHUSI, COTIIACOBAHMS M YTBEPIKICHHS
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HOMEHKJIATYyphblI 1e]1. CpOKU XpaHEHUs! TOKYyMEHTOB
Hcnonp30BaHNE HOMEHKIIATYPBI €] B OIIEPaTUBHOM
XPaHEHHUU U apXUBE OpraHU3aALMH.

Opeanuzayus u nopsaoox opmuposanus oei
[TonsiTue “hopmupoBanue nen”’, OCHOBHBIEC TPEOOBAHMS K
IpOBeIEHUIO 3T0i paboTel. CoBpeMeHHass HOPMATUBHO-
MeToaudeckas 0asa, onpezenstonas TpeOoBaHHs K
(opMHPOBaHHUIO JET B ICIONPOU3BO/ICTBE.
dopMUpoOBaHUE JIe] B OPraHU3ALUAX PA3IUYHBIX YPOBHEH
ynpasienus. 3agaun cinyx0sr IOY u apxuBa
OpraHMU3aIy 10 00eCIeYeHUI0 KaYeCTBEHHOTO
dbopmupoBanus nen. [lpaBuna popmupoBaHus B aena
JIOKYMEHTOB Pa3JIMYHbIX BUIOB. [IpuHIUIIBI
CUCTEMATHU3alMU TIOKyMEHTOB BHYTpH /€.

Opeanuzayus s5Kcnepmu3ssl YeHHOCMU OOKYMEHMO8
ITonsTne “aKkcriepTusa LIEHHOCTHU JIOKYMEHTOB’ .
HopmaTtuBHO-METOMYECKHE UM TEOPETUYECKUE OCHOBBI
IIPOBEJEHUS dKCIepTu3bl. TpeOoBaHUS K IPOBEJIECHUIO
AKCIEPTU3bl LEHHOCTH JOKYMEHTOB.

Opranuzanus paboThl LEHTPaJbHOW HKCHEPTHOMN
komuccun (UDK) wu oskcmeptHoit komuccuu (OK)
yUpexKIeHUs: (OpraHu3aiym) Mo MPOBEACHUIO IKCIEPTU3BI
LEHHOCTHU nokymeHToB. [lomoxenune 00 SKCIepTHOM
komuccuu. llpaBa M QyHKIMM 3KCHOEPTHOM KOMHCCHH,
nopsAnoK ee paboThl. JIoKyMeHTHpOBaHUE AESITETbHOCTU
AKCIEPTHOM KOMHUCCUHU. DTalbl MPOBEACHUS IKCIEPTU3BI
LHEeHHOCTH  JOKyMeHTOB. OdopmieHue pe3yiabTaToB
AKCIEPTU3BI HEHHOCTHU JTOKYMEHTOB.

[TonssTne “nepedeHp JOKyMeHTOB . HasHauenue wn
UCIOJIb30BaHUWE TME€peuyHel B  KayecTBE OCHOBHBIX
HUCTOYHUKOB II0 YCTaHOBJIEHUIO CPOKOB XpAHEHUS U
oOecriedeHHsT  €AMHCTBA  ONEpPATUBHOIO  XpaHEHUs
JIOKYMEHTOB B JIEJIOTIPOU3BO/ICTBE U apXUBE OPraHU3ALHH.
TumoBble W BEAOMCTBEHHbIE IepedHH. lcnosb3oBaHue
nepeyHed Ui COCTaBJIEHUS  KIAcCHU(UKATOPOB MU
HOMEHKJIATYp JeJl.

Iloozomoska u ogpopmnenue oen

Yaudukanus TpeOoBaHUN K JieiaM, CIaBa€MbIM B apXUB.
HopMaTuBHO-MeTOIMYECKHE JOKYMEHTBI MEKOTPACIEBOIO
neiicTBus 00 opopmIIeHUH J1e.
OcHoBHBIE TpeOoBaHus K odopmienuto aen. Iloanoe u
yactugHoe opopmiuenue nen. [logmmeka gen. Hymeparus
JUCTOB. 3aBepUTENbHAs HAANNUCh. BHYTpEHHsA ONMCH.
Odopmienue 0OTOXKKHU A€ MOCTOSIHHOTO M BPEMEHHOTO
XpaHEHUsI.

Onucu oen
[Tonstue «onuce nen». [IpaBuia cocraBieHus: ONMUCH AEI
CTPYKTYPHOTO  TOJAPA3ICIICHUSA. Buaelr  onucei.

OdopmneHne onucu ea CTPYKTYPHOTO MOIpa3IesieHusI.
Ilopsook nepedauu den 6 apxus opeanuzayuu
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Ilepenaua nen B apxuB opraHusaunuu. Bsaumopeilictsue
cyx6n1 IOV u apxuBa npu GOpMUPOBAHUHM OCHOBBI IS
MOCJIEAYIOLEr0 XPaHEHHsI U UCIOJIb30BaHUS IOKyMEHTOB.
EnuHcTBO OpraHu3zanuy 10KyMEHTOB B JI€JIONPOU3BOJICTBE
U apXUBe.

13 | 3.8. Hanpasienus | YopaBineHue  JI0OKyMEHTaMH KaK  4acTb  CUCTEMBI
copepuieHcTBoBanus JJOY | ynpaienuss kadectBoM. CrangapTuzamusi MOpoLEAyp
YOpaBJI€HUS JOKYMEHTaMU KaK METOJWYECKas OCHOBa
JESTEIIbHOCTH CIIyK0 JTOKYMEHTAllMOHHOTO o0OecredeHus
YIPaBJIEHUS B POCCUICKUX OpraHU3aLUsiX.

Pa3Butne perJamMeHTaluu JOKYMEHTAI[MOHHOT O
oOecnieueHus ynpaBiieHUs. Posib THUIIOBBIX PETIaMEHTOB
OpraHOB TOCYJapCTBEHHOW BJAacTH U YIpaBJICHUS B
PEeryIUpOBaHUM JIOKYMEHTAIIMOHHOTO OO0ECIeYeHUs] HX
JesTeIbHOCTH. BHYTpeHHHE periaMeHThl OpraHu3aiui.
CoBepIIIeHCTBOBAaHUE JOKYMEHTAIMOHHOTO OOECTICUeHUs
yIOpaBleHUs B TOCYJapPCTBEHHOM ammapare, OpraHu3alisix
pa3nu4HbIX (OpM COOCTBEHHOCTH (TOCYNApCTBEHHBIX H
HEroCyJIapCTBEHHBIX). YTOPSIA0YCHHE OPTaHU3aI[MOHHBIX
(dopM U METOZ0B pabOTHI C JOKYMEHTaMH.

Pernamenranus GyHKUMHA,  CTPYKTYphI u
OpraHU3aIMOHHO-TIPABOBOTO MOJIOXKEHHS Ciry)k0 JJOVY.
Bnusuaue HOBBIX WH(OPMAIMOHHBIX TEXHOJIOTHH Ha
COBEpUICHCTBOBAHUE YINPABICHUYECKON JEATEIbHOCTU U
J0Y.

4. O0pa3oBaTeibHbIE TEXHOJIOTHH

Jlns  mpoBeneHuss yuyeOHBIX 3aHATUH 1O  JUCIHHUIUIMHE  HUCHOJB3YIOTCS  Pa3lUYHBIC
oOpa3oBaTenbHble TeXHOJOruU. [ opraHu3anuu y4eOHOTo Ipolecca MOXKET ObIThb HCIOIb30BaHO
ANEKTpOHHOE 00ydeHue U (UJIM) JUCTaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOIOTHH.

5. OneHka JIAHUPYEMBbIX pPe3yJIbTATOB 00y4eHHUs!

5.1 Cucrema oneHUBaHUS

Texymuid KOHTPOJIb OCYIIECTBISIETCS B BHJIE OICHOK KOHTPOJIBHON pabOThl M BBHIMOJTHEHUS
3aJlaHUi Ha TPAKTUYECKUX 3aHATHSX. KOHTpoibHas paboTa MPOBOJWUTCS Ha MEPBOM MPAKTHUECKOM
3aHSTUU, BBISBISIET TOTOBHOCTh CTYJACHTOB K MPAaKTHUECKOH pabore u oreHuBaercs a0 20 Gamos.
MaxkcruMaibHas OIeHKA BBITIOTHEHUS KaXIOTO MPAKTUYECKOTo 3aHaTHs — 10 6auios.

[TpoMeKyTOUHBII KOHTPOIb 3HAHUU MPOBOAUTCS B (OPME HTOrOBOM KOHTPOJIBHON DPabOTHI,
BKJTFOUAIOIIEH TEOPETHUECKHE BOIPOCHI M MPAKTHUYECKOE 3ajaHue, u omeHuBaercs 10 40 6amios. B
pe3ynbTare TEeKYIIEro U MPOMEKyTOYHOTO KOHTPOJIS 3HAHUM CTYACHTHI MOTYYaroT 3a4€T MO KYypCy».

dopma KOHTPOJIS Makc. KoIM4ecTBO 0aJlJIoB
3a ogHy pabotry|  Bcero

Texkynmmii KOHTPOJIb:
- OTIpoC 5 GamnoB 20 GamnoB
-pedepar 20 6amioB 20 6amnoB

- KOHTpoJbHas pabora (Tema 1, 3, 6) 20 6annoB 20 GayoB
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IIpomexxyTouHas arrecranus 40 6annoB
(3a4eT C OIEHKOM)
Htoro 3a ceMecTp (AUCLMILIUHY) 100 6amnoB

[Tosry4eHHBII COBOKYIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IITKATY OICHOK U B IIKATY
oneHok EBporeiickoii cuctemsl iepeHoca u HakorieHus kpeautos (European Credit Transfer System;
nanee — ECTS) B COOTBETCTBUM ¢ TaOJIHUIIECH:

100-6ammpHas mkana | TpaguimoHHAs IIKaga Ixana ECTS
95 -100 A

8394 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

5055 YJIOBJICTBOPUTEIIEHO E

20-49 FX

0_19 HEYJIOBJICTBOPUTEIIBHO HE 3a4TEHO =

5.2.Kputepun BHICTaBJIICHHS OLICHKH 110 TUCIUTIIINHE

Basbl/ Ouenka no Kpurepun oueHku pe3yJbTaToB 00yUeHUs 10
xana AUCHUILINHE AUCUHMITHHE

ECTS

100-83/ BricTaBisiercst o0y4aromemMycs, €Ciii OH IITyOOKO U
AB «3a4TEHOM MIPOYHO YCBOMJI TEOPETUUECKUN U MPAKTUUECKUN

MaTepHall, MOXKET MPOJIEMOHCTPUPOBATH 3TO HA 3aHATHUSIX
U B XOJIC MPOMEKYTOYHON aTTECTAILINH.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JIOTUYECKU CTPOUHO
M3JIaraeT yueOHbIH MaTepuall, yMEeT yBSI3bIBATh TCOPHUIO C
MPAKTHKOH, CIIPABIISIETCS C PEIICHUEM 3aad
npo¢eccHOHaIbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, MPABIJILHO 00OCHOBBIBACT MTPHHSATHIC
peleHus.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npo¢eccHOHATIBLHOM JITepaType.

OneHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
Y4ETOM pE3yabTaTOB TEKYLIEH U MPOMEKYTOYHOMN
aTTeCTalUu.

Komniereniuu, 3akperni€éHnbie 3a JUCUUTUINHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/ BrictraBnsiercst o0yyaromemMycs, €Clii OH 3HaeT

C «3a4TEHO» TEOPETHYECKUI M MPAKTHYECKUI MaTepuall, FPaMOTHO U
0 CYIIECTBY M3JIaraeT ero Ha 3aHATHSX U B XOJIC
MPOMEXKYTOYHOW aTTECTAIMH, HE JIOITyCKast
CYIICCTBCHHBIX HETOYHOCTEH.

OOyuaromuiicsi IPaBUIBHO MPUMEHSET TEOPETUIECKHE
ITOJIOKCHMUS ITPU PCHICHUH IMTPAKTUUCCKHUX 3aJ1a4d
npodecCHOHaIbHOM HANPABICHHOCTH Pa3HOTO YPOBHS
CIIOYKHOCTH, BIIaJIeeT HEOOXOAUMBIMH ISl 3TOTO
HaBBIKAMH U TPUEMAMHU.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
lkana AUCHMILIAHE AUCHMILIAHE
ECTS

npodeccuoHanbHOM TUTEpaType.

OreHka 1o JUCHUIUTMHE BBICTABIISIOTCS 00YYarOMEMyCs C
y4€TOM pe3yJIbTaTOB TeKYIIEH 1 MPOMEKYTOUHOU
aTTeCTaIUu.

Komnereniuu, 3akpeniéHubie 3a JUCIUILTUHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/ BricTaBnsiercst o0ydaromemMycs, eCiu OH 3HaeT Ha 6a30BOM
D.E «3a4TEHO» YPOBHE TEOPETUUECKUI U PAKTUYECKUI MaTepuall,
JIOTTYCKaeT OT/JENIbHbIE OMIMOKH MPH €r0 U3JI0KEHUU Ha
3aHATUSX U B XOJ1€ IPOMEXKYTOUHOM aTTeCTal|H.
OOyyaromuiicst UCIIBITHIBAET OIPeIEIEHHbBIC 3aTPYIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUI NPU PELIEHUH
MIPaKTUYECKHUX 3a]a4 MpodeccnoHanbHON
HAIIPaBJIECHHOCTH CTAHAAPTHOTO YPOBHS CI0KHOCTH,
BIIa/IeeT HEOOXOIUMBIMU JI TOT0 0a30BBIMU HABBIKAMU
U NIpUEMaAMU.

JleMOHCTpUpYET JOCTaTOUHBIN YpOBEHb 3HAHUS yUeOHOU
JUTEPATYpPHI [0 TUCHUIUINHE.

OneHka no JUCHUILTMHE BBICTABIISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNIbTATOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkperiéHubie 3a JUCUUTLIAHOM,
c(hOopMHUPOBaHbI HA YPOBHE — «JIOCTATOYHBIN».

49-0/ BricTaBmsiercs 00y4aromeMycsi, €Clii OH He 3HAeT Ha
F.FX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUIN
MaTepual, J0IycKaeT rpyOble omMOKH NP €ro
U3JIOKEHUHU Ha 3aHATUSAX U B XOJIE TPOMEXKYTOUHON
aTTeCTAIIHH.

OOyuaromuiics UCTIBITHIBACT CEPbE3HbIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUIECKUX MOJIOKEHUH MTPH PEICHUN
MPAKTUYECKHX 3a/1a4 MPOo(hecCHOHATbHON
HaTPaBICHHOCTH CTaHAAPTHOTO YPOBHS CIOKHOCTH, HE
BJIaJleeT HeOOXOAUMBIMHU JJISl 3TOTO HAaBBIKAMU U
NpUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOMH
JUTEPATYPHI IO JUCIUTUIAHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTallHH.

Komnerenumn Ha ypoBHE «JIOCTaTOYHBIN», 3aKPEIUIEHHBIC
3a AMCUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OneHo4ynblie cpeAcTBA (MaTepHAJIbl) A/l TEKYIIero KOHTPOJIS yCIIeBaeMOCTH,
HpOMe)KyTO‘{HOi/i arrecranuu Oﬁy‘lalOlI[I/lXCﬂ o AMCIMIIJINHE

Keijichl 1u1s1 Tekylei aTrecTanum:
1. CymecTByeT 11 B HAaCTOALIEE BpEMS TOCYIaPCTBEHHOE PErYJIMPOBAaHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJOrHel 00pabOTKU JOKYMEHTOB (HalpUMep, ONpeAeIIeHbI JIU TUIIOBBIE ONEPAIIH
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00paboTKM JOKYMEHTOB, UX MOCIIEIOBATEIILHOCTD) B YUPEKICHHUAX, OPraHU3aLUAX U Ha
MPEANPUATHIX CTPAHbI?

Kakumu nokyMeHTaMu JOJDKHBI HJIH MOTYT PYKOBO/ICTBOBAThCS KOHKPETHBIE CTPYKTYPBI IIPH
pelIeHnn JaHHOT O Borpoca?

2. Iy penieHust Kakux 3a7a4 UCIOJIb3YIOTCS TOCYIapCTBEHHBIC CTAHIAPTH B cepe
nenorpoun3BojictBa? HazoBuTe Takue cTaHIapThI.

Kakum 00pa3om opraHu3zaiusi MOXKET TOOUThCS OT CBOMX PAaOOTHUKOB 0053aTEIHHOTO ydeTa
nonoxxeaut 'OCT?

3. OaHoM U3 BaXHEHIINX SIBJISETCS MPoOiieMa COXPAHHOCTH (XpaHEHUs1) IOKyMEHTOB
opranusanuii. Kakumu npaBoBbIMH aKTaMu U TOCYIapCTBEHHBIMU MEKOTPACIEBBIMU JOKYMEHTAMU
clielyeT PyKOBOACTBOBATHCA MIPH €€ PELICHUU:

3aKoHOJATEIbHbIE OCHOBBI XPAaHEHUS JOKYMEHTOB

VHble npaBOBbIE AKThI, ONPEAEISAIOIINE PEIIEHHUE BOIIPOCOB, CBSI3aHHBIX C COXPAaHHOCTbHIO
(XpaHeHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I‘leCKI/Ie JOKYMCHTHI, COACPKAIINEC MECTOAUKY pa6OTBI 10 OIICPATUBHOMY
XPaHCHUIO JOKYMCHTOB U IMOATI'OTOBKEC UX K IICPCAAYC B ApXUB OpraHu3alin

4. PykoBoauTens NpeANpUATHs PACIIOPSIANICS OATOTOBUTH JOKYMEHTBI, KOTOPBIE JOJIKHBI
peraaMeHTHpPOBaTh 1EATENbHOCTE Ci1yKO0bI IOV (kaHUenspun), OpraHu3almio 1 nopsaok padboTsl ¢
JOKYMEHTaMH.

beuto paspadorano [Tonoxenne 06 nHGOPMAIIMOHHON MOJUTHKE, OJUH U3 Pa3/ie]IOB KOTOPOTO
Ha3bIBasics «Opranuzanus paboThl ¢ TOKyMEHTHpYyeMoi nHpopmanueit». B paznene 3akpemsics
CTaTyC KaHUEJSIPUU KaK CIy>KObI AeTONPOU3BOACTBA U (PYHKIIUU €€ COTPYAHHUKOB 110 paboTe ¢
JOKYMEHTaMH.

Omnpenenure, Kakie OpraHU3alMOHHbIE TOKYMEHTBI 3aMeHII c000# pa3nen «Opranuzanus
paboThI ¢ JOKyMeHTUpyeMoi nHpopmarueit». [IpaBomepHa i Takast mpakTuka?

Kakoii erie BHyTpeHHUH HOPMATUBHBIM JOKYMEHT CJIEZIOBaJIO pa3padoTaTh, YTOOBI
YCTaHOBUTB €IMHBII MOPSIIOK AEIONPOU3BOACTBA HA IPENIPUITHA?

5.0npexnenure nopsaaok coctaieHus U opopmienus [lonoxenus o ciayxoe JJOV:

. paspabaTsiBaeT (KT0?)

. MOJNHUCKIBAET (KTO?)

. JOJDKHO OBITH COTTIACOBAHO (C Kem?)

. yTBepKaaeT (KTo?)

. BBOJIUTCS B JiciicTBHE (KEM WA YeM?)

. noAnexart nepecMoTpy (Npu Kakmx
obcToAaTenbcTBax?)

3anoJHATE MPOITYCKH.

6. PazpaboranHnas B opranuzauuu MHCTpyKIKS 0 JeIONPOU3BOJCTBY COAEPIKUT CIEIyIOIIHe
TEMATHUYECKHUE PA3AEIIbL:

- Opranusanus J0KyMeHT0000poTa

- Perucrpanus 10KyMeHTOB

- KoHTposb 3a uCHIOJTHEHNEM TOKYMEHTOB
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- Howmenxkiarypa nen
- XpaHEeHHE JOKYMEHTOB B CTPYKTYPHBIX IIOAPA3IACIICHUIX.

OTpakeH JI B MHCTPYKLUH BECh IIPOIIECC paObOTHI C TOKYMEHTaMu ?
Ecnu Her, kakumu pa3zaenaMu Bel Obl 1OTIONTHIIN JaHHBIN JTOKYMEHT.
OO0ocHyiiTe CBOE peIlICHHE.

7. MHCTpYKIUS TIO IEIONPOU3BOJICTBY — 3TO 00S3aTENbHBIN JOKYMEHT ISl BCEX PAOOTHHUKOB
OpraHU3aIMK WIH TOJBKO IS €€ CITYKOBI JeTI0NPOn3BOICTBA?
KTo n xakum o06pazom onpezaenser chepy pacnpocTpaHeHHs JaHHOTO TOKyMeHTa?

8. KoMmanust uMeeT HECKOJIBKO OTJEICHUH, OJTHO U3 KOTOPBIX PACIIOIAraeTCsl B TOM XKe
3/1aHUH, YTO U HEHTpaIbHbIA oduc. [Ipyrue oTneneHus pacroioKeHbl B pa3HbIX palioHaX ropoja.

Kak Oyjmer opranu3oBaH JOKyMEHTOOOOPOT KOMITAHUHU B ATOM CIIy4ae: OyJeT JI IICHTPaTbHBIN
oduc paboTaTh CO BCEMH JTOKYMEHTAMH KOMITaHUU (OCYIECTBIISATh LIEHTPATM30BaHHBIN ITPHEM BCEX
JIOKYMEHTOB, UX PETHCTPALIHIO, BECTH CIIPABOYHYIO PaObOTy, KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB U
T.1.) WK nepenact 3ty ¢GyHkiuu B otaenenus? Ecnu nepenact, kakoBa Oynet posib ciayx6ost JJOY
neHTpansHoro odpuca? Kak Oyayt paboTarh ¢ JOKYMEHTAMU OTACIICHUS, HAXOIAIIEMCS B TOM XKe
3/IaHHH, YTO U LICHTPAIbHBIA o0uc?

9. Ilepuunas 00pabOTKa JOKYMEHTOB, MOCTYMHUBIINX B KOMIAHHIO 10 IOYTE, CBOAUTCS K
creayroneMy. PaOOTHHKY, BBITTOHSIONIME TY ONEPAIUIO, BCKPBIBAIOT U TYT K€ YHUYTOXKAIOT
KOHBEPTHI, MPOCTABIIAIOT HA BCEX JOKYMEHTAaX, B TOM UUCIie, ((MHAHCOBBIX, OyXTalTePCKUX U T.II.,
LITaMII O MOCTYIJIEHUH IOKYMEHTA B OpraHU3alUI0 U MepeaatoT UX HHCIEKTOPY [0 pEerucTparyH.
WNucnektop mpocMaTpuBaeT JOKYMEHTHI U (PUKCUPYET B PETUCTPALMOHHBIX (popMax, TOMUMO MPOYHUX
CBEICHUI, KOJIMUYECTBO JUCTOB U HAIMYUE MPUIOKEHHUHN K JOKyMEHTaM.

Omnpenenure, Kakue TpeOOBaHUS K MPOLECCY EPBUYHON 00paOOTKH TOKYMEHTOB B JJAHHOM
cllydae HapyllIaloTCs, U KaKhe HeraTUBHbIE IIOCIIEICTBUS STUX HAPYLIEHUH JUIsl KOMIIAaHUU MOTYT
MIPOSIBUTHCS BIIOCIIECTBUU .

10. IToMOILIHUK pyKOBOJIUTENS, PEABAPUTEIBHO MPOCMOTPEB TOKYMEHTALIUIO, TOCTYIUBIIYIO
B OpraHU3alHIo, BCIO €€ NePEeaacT PyKOBOJUTENO. B manky ¢ JOKyMeHTaMu BKJIaJAbIBACTCA
MMMCbMEHHBIM KOMMEHTAapUH O COCTaBe MOCTYIIUBIINX JTOKYMEHTOB, KOPPECIIOHIEHTaX, aJipecarax u
COZIEPIKAIIMXCS B KQKJAOM JJOKYMEHTE BOIIPOCAX.

B yem cocTouT Ha3HaUYeHHE OMEpPaAIlUU IIPEABAPUTEIHHOE PACCMOTPEHUE IOKYMEHTOBY» ?
[IpaBuUnBEHO M €r0 MOHUMAIOT B JTAHHOW OpraHu3aIuu’?

11. O6urast rexHOMOTHS PAOOTHI C TIOKYMEHTAMU B OPTAaHU3AIIMHA COCTOUT U3 THIOBBIX

omnepauui:
. MPUEM TOKYMEHTOB;
. nepBuYHas 00paboTka JOKYMEHTOB;
]
. perucrpanus;
. pPacCMOTpPEHHE TOKYMEHTa PYKOBOJUTENIEM U ONPEIETICHUE XapaKTepa PELICHUS

BOMpoca (Pe30IIoLHs);

. IIOCTAaHOBKA JOKYMEHTa Ha KOHTPOJIb;
. MO/ATOTOBKA MPOEKTA JOKYMEHTA;

. oopmieHHE U COTIacOBaHUE;

. YAOCTOBEpPEHHUE;

- OTIIpaBKa U3 OpraHHU3alllu,
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I[OHOJ'IHI/ITG MEpCUCHb HCAOCTAOIUMU OIICpaAIUAMUA

12. B cOOTBETCTBUU € TOCYAApPCTBEHHBIMH MEXOTPACICBBIMH JIOKYMEHTAMH B
MH(POPMAITMOHHO-TIOUCKOBYIO CUCTeMY 10 AokymeHTaMm opranuzanuu (UIIC) Bxoasat: perucrpanus,
UHJCKcaIus, pOpMUPOBAHUE JICTI.

KakoBo Haznauenue kaxaoit cocrapisromieit MIIC? Yto mo3BossieT 00beIMHUTD UX B OJIHY
cucremy? Kak OHM MOTYT UCTIOJIb30BAThLCS IIPH MTOUCKE TOKYMEHTHON HH(POpMAITIH?

13. B peructpanuonasie pOpMbI BXOIAMIUX TOKYMEHTOB OPTaHU3aIMs] BHECHIA CIICIYIOLIHIE
JaHHbIE:

JlaTa IOJIy4eHUs, BXOIAIIUN PETUCTPALIMOHHBIN HOMEpP, KOPPECIIOHACHT, HOMEp U 1aTa
JOKYMEHTA, KPaTKOE COJIEPKaHUE, P300S PYKOBOJUTENS OPraHU3aLAN, PyKOBOJNUTENb
CTPYKTYPHOT'O IIOJIpA3ACICHUs, PE3OJIIOLUS PYKOBOIUTENS TOAPA3ACIICHUS, UCIIOTHUTEIb.

Onpenenure, COOTBETCTBYIOT JIU 3TH JaHHBIE PEKOMEHIYEMOMY COCTaBy PEKBU3HUTOB
peructpanrioHHoi ¢popmel. iMeeT u ciyx0a 1e10npor3BOICTBA IPABO BKIIOYAThH B
perucTpanoHHble GOPMbI PEKBU3UTHI IO CBOEMY YCMOTPEHUIO?

14. Cucrema peructpaliiy B OpraHu3alii UMEeT CMEIaHHyIo (GopMy, IIPU KOTOPOH 4acTh
JOKYMEHTOB (ITOCTYTIAIOIINE HA UMS PYKOBOJIUTES, IPUKA3bI U JIP.) PETUCTPUPYIOTCS B CIIykKOe
JEJIONPOU3BOJCTBA, & OCTAIbHBIE — B CTPYKTYPHBIX [TOAPA3JECICHUSAX.

B ciyx0e nenonpon3BocTBa BceM 0€3 NCKITFOUEHUS IOKYMEHTaM MPHCBANBACTCS WHACKC,
COCTOSILIMM U3 NOPSIKOBOTO HOMEpa JOKYMEHTa B COOTBETCTBYIOILEH rpynie (Hanpumep, BXOIAMINX
JIOKYMEHTOB) U JIUTEPHI «P», 03Hauaro1el «pyKkoBOACTBOY», Hanpumep, P 45. B cTpykTypHBIX
MOJIPa3/IeIEHUAX PETUCTPALIMOHHBIN HHAEKC COCTOUT U3 MHJIEKCA CTPYKTYPHOIO MOIpa3ieieHus (1o
BHYTPEHHEMY KJIAaCCH(PUKATOPY CTPYKTYPHBIX MOJPA3IEICHUI) U TOPSIIKOBOTO HOMEpa, Harpumep, 3-
25 nmm 4-12 u .o

Uem Takoi NOpsAJOK UHJIEKCUPOBAHUS HE COOTBETCTBYET YCTAaHOBJIEHHBIM TPEOOBAHUAM?
Pemienue kakux MHPOPMALMOHHO-TTOMCKOBBIX 33/1a4 YCJIOKHAIOT TAKME UH/IEKChI?

15. [lena B opranu3anuu GOpMHUPYIOTCS U XPAHATCS CIEIyIOIUM 00pa3oMm:

CIICHUAIMCTBI OTACIIOB 3aBOJAT IMAIIKH, B KOTOPBIC BKIIAJIbIBAIOT JOKYMCHTBI, KaCaronnuecs
peleHust OT/IeNbHbIX BollpocoB. Ha 0010xkKkax nmoMeriatoress paMUINM U MHULIAAIBI UCTIOTHUTENEH U
yKa3zaHUe Ha KOHKPETHOE HAIIPaBIICHHUE €T0 JIeTeIbHOCTH, HAallpUMeEp:

5.1.11 A.C. TepentbeB
M3roToB/ieHHE U YCTAHOBKA CBETOBOH peKJaMbl

B Teuenue rosa B Takoil IManke HaKAIJIMBAIOTCS PA3IMYHBIE JOKYMEHTBI, C KOTOPBIMU
MPUXOJUTCS PabOTaTh CIENMATIKNCTY B paMKax JaHHOU IpoOseMbl. B yucie ToKkyMeHTOB BCTpedaroTcs
MU CbMa-TIPEI0KEHU S, TUChbMa-OTBEThI Ha NIPEJIOKEHM S, TMChbMa-peKJIaMalliy, I0TOBOPbI U
MPUIIOKEHHUS K JOrOBOpaM, aKkThl, IPOTOKOJIBI U Ap. Eciu cienmanuct paboTaer He ¢ OHON
OpraHu3alyei, To BHyTpY ManKy OH IMOMEIIAeT KAPTOHHBIE pa3eIuTeNN C YKa3aHUEeM KOHKPETHBIX
OpraHM3alnuii-KkoHTpareHToB. Korna JOKyMEHTOB CTAaHOBUTCS CIIMIIKOM MHOTI'O, 3aBOJST BTOPYIO
(TpeThIo U T.J.) MANKy C TaKOU K€ HaJIUChIO U YKa3aHHEM, YTO 3TO BTOPOE (TPEThe U T.1I.) JEJO:

A.C.TepeHTbeB
5.1.1.2 M3roToB/ieHHE U YCTAHOBKA CBETOBOM pekJjambl. Ne 2

B KoHIIe roa manku moMemnarTcs B I_I_IKa(b, B OTACJICHUA, TIC XPAHATCA JOKYMCHTBI
OIMPECACIICHHBIX CIICIIUAIMCTOB.

Taxoit MOPAIOK XpaHCHUS JOKYMCHTOB OOBSCHSIOT TEM, YTO UMCHHO TaK CIICHUaInCTam
y2106HO pa6OTaTI) C JOKYMCHTaMU B TCUCHHUEC JACIONPOU3BOACTBCHHOI'O IoJia, NCKAaTh TOKYMCHTBL
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nocjie OKOHYaHHs PabOThI C HUIMU U 00ECIIEUYNBaTh HX COXPAHHOCTD, TaK KaK KaXKIbIii CIICIIHATHCT
3HAEeT CBOU BOIIPOC U, 3HAYUT, CBOU JOKYMCHTBI.

Cornacuel 1 Bel ¢ Takum o0bsicHeHreM? KTo B TakoMm citydae Oy/ieT HECTH OTBETCTBEHHOCTh
3a 00ecreYeHne COXPAaHHOCTH JOKyMeHTOB? OOOCHYITE CBOM OTBET.

16. B Teuenne roaa y opraHusainyy MOABUJIMCH HOBBIC HAITPABJIICHUA ACATCIbHOCTU U HOBBIC
naptHepsl. HoBas pabora Oblia nopydeHa 1Bym otnenam. Kak cinenctsue, nosiBUIIMCh 3HAUYUTEIBHOE
KOJINYECTBO HOBBIX JOKYMEHTOB, KOTOpBIE HE OBUIH MPETYyCMOTPEHBI IEHCTBYIOLIMMHU
HOMEHKJIATypaMHU JIeJl JAHHBIX OTAEJIOB.

PyKOBOIII/ITCJIB opraHn3alivii CBOUM IIPUKA30M 00513471 BHECTH U3MEHEHUS B HOMCHKIJIATYpY
nein. B pesynbTare 3TO CBEJIOCH K COCTABICHHIO B CEPEUHE I'Oa HOBBIX HOMEHKJIATYp A€ IBYX
OTZeNI0B. PyKoBOAMTENb OpraHu3aluy UX YTBEPAUIL.

[Touemy Takue AelCTBUSA HE MOTYT OBbITh ITpU3HAHBI TpaBoMepHbIMU? Kakue TpeGoBaHus K
COCTABIICHUIO ¥ O(OPMIICHHIO HOMEHKJIATYPBI /1€ ObLIH HApYyIIEHbI?

17. [ocne omnOOYHOTO YHUUTOKEHHS Psijia BXKHBIX JIOKYyMEHTOB B KOMITAHUH OBLJIO IPUHSATO
pelieHue o co3aanuu skcrnepTHoi komuccuu (OK) u pazpaboTke BHYTPEHHUX HOPMATHBHBIX
JTOKYMEHTOB, PETYJIUPYIOMINX €€ IeATEIbHOCTb.

B neiicTByromire KOpnopaTuBHbBIE TOKYMEHTBI, PErJIaMEHTUPYIOILIUE IeATEIbHOCTh CIIYKObI
JICJIONIPOU3BOJICTBA H MOPSIOK pa0OTHI C TOKYMEHTaMU KOMIIAaHUH ObLTH JT0OABIICHBI
COOTBETCTBYIOIIKE Pa3/Ielibl, B KOTOPBIX ObUIH OMpeeNieHbl CTaTyC, COCTaB, paBa, obsa3anHocTu JK u
MOPSIOK IPOBEICHUS SKCIIEPTU3BI IEHHOCTH TOKYMEHTOB.

B ¢yukuun OK Obu10 BKIIOYEHO Clieayrolee:

- IPOBEpPKA MPABUIBLHOCTH OPOPMIICHHSI JOKYMEHTOB;

- y4eT JOKYMEHTOB;

- OTIpEIeIICHNUs YCIOBUI XpaHEHUS IOKYMEHTOB;

- IPOBEpKa KauecTBa (POPMUPOBAHUS JET;

- yUeT JIell C JUIUTEIbHBIMUA CPOKAMH XPaHEHHS,

- 0TOOp Je)1 Ha XpaHEHHE U YHUYTOXKECHHUE;

- OTIpeJIeIeHNEe CPOKOB XPAaHEHHUs JOKYMEHTOB;

- OTIpe/ieIeHNe MOJHOTHI COXPAHHOCTH TOKYMEHTOB KOMIaHUH.

Kakue Hapymenust 6bu1M JomnyieHsl npu co3nanunu JK ?

Kakue, Ha Bam B3ris1, pyHKIMU HE COOTBETCTBYIOT HazHaueHUI0 DK U He BXOAST B IIOHATHE
«OKCIIEPTU3a IIEHHOCTH JIOKyMEHTOBY?

18. HacTh BXOAALIUX U UCXOISAIINX JOKYMEHTOB OpraHU3alliy MpeACTaBIeHa B JIEKTPOHHOMN
¢dopme. [Tpu noaroToBKe A€ K meperade B apxuB BCTal BOIPOC, B KAKOM BUJIE UX HY)KHO ClaBaThb: B
BU/JI€ TMCKOB WJIM MEPEBEACHHBIX Ha OYMaXXHYI0 OCHOBY TPaJUIIMOHHBIX JOKYMEHTOB.

CTOpOHHUKH TIepeBOJia JOKYMEHTOB B TPAJAULIMOHHYIO OyMaXHYI0 (hOpMy MOTUBUPOBAIIN
CBOIO TOYKY 3PEHHUS TEM, YTO HE U3BECTHO, 110 KaKO (popMe 0JKHA ObITh COCTaBJIEHA ONKCH Ha
JJIEKTPOHHBIE JOKYMEHTBI, U KaK ONPEAEINTh CPOK UX XPAHEHUS.

Kak Ob1 Brl moctynunu B jaHHOM citydae? MOKHO JIM ONpeeuTh CPOKU XPaHEHUS TAKUX
JOKYMEHTOB M (hOpMY OMHCH, IO KOTOPOH OHU MOTYT OBITh Nepe/iaHbl B apXUB?

IIpumep BapuaHTa TECTOB AJIsl KOHTPOJIBbHOI PadoThI

Bapmuanr 1

1. [IpaBmia nenonpou3BOACTBa B (peiepalibHbIX OpraHax HCIOJHUTENBHON BIAacTH U
Metoanyeckre peKOMEHIAUH M0 pa3padoTKe MHCTPYKLUUH 0 JEIONPOU3BOJACTBY B (eliepaibHbIX
OpraHax MCIOJIHHUTEIbHON BIACTH ObLIU MPUHSTHI B rOJy.

Kakue u3 nepedncieHHbIX BOIIPOCOB MeToanuecKkne peKOMEHAAIMN PEKOMEHIYIOT BKIIOYUTh
B MHCTPYKIIHIO TIO JIETOTPON3BO/ICTBY:
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MIpaBUJIa COCTABICHUS M 0()OPMIICHUS TIOKYMEHTOB
MpaBWJIa OpraHU3aH T0KyMEHTO000poTa
MIpaBUJIa PETUCTPALIUU U KOHTPOJIIS

MpaBWJIa XpaHEHUS TOKYMEHTOB

npaBmiia 00pabOTKU 3JIEKTPOHHBIX JJOKYMEHTOB
npaBmiia nepenaun (pakCUMIIBHBIX COOOIIEHUN
IIpaBWJIa XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB

OTMeThTE B CIIMCKE TUIIOBBIC HA3BAHUSI CIIYKO JI€0MPOU3BO/ICTBA:

Otnen genonpous3BoOJICTBA

Otnen 1oKyMeHTO000pOTa
VYnpasnenue nenamMu

Kanuensapus

OO0mmi oTmen

Peructparypa

Cekperapuar

Otnen kaapoB U JAEIONPOU3BOJICTBA

OTMeTbTe B CHOHUCKE CTPYKTYpPHOE TO/pa3lieliecHHe, KOTOpOoe pa3pabaTbIBacT

I/IHCTPYKI_II/IIO IO JCJIOIPOU3BOACTBY, U JOJKHOCTHOC JIMIIO, KOTOPOC YTBEPKAACT 3TOT JOKYMCHT .

UM

Cnyxb6a JI0Y

KOpunuueckas ciryx06a opranuzanuu
Kanpogas ciyx0a opranuzamnuu

Otnen Tpyia v 3apIuiaThl
PykoBoauTenb opranu3anuu
PykoBoauTe b KOJUIETHAIBHOTO OpraHa

C Kxako¥ JaThl HAYUHACT ACUCTBOBATD MHCTPYKITHS. .. uvveeieeiteeteie e eneeeieenieeanaanns

4. TlponyMepyiTe TPaBUIBHYIO IOCIEAOBATEIIBHOCTD JETOMPOU3BOJICTBEHHBIX ONEpaIuil mo
MOATOTOBKE U 00paboTKe UCXOASIINX TOKYMEHTOB!

pa3paboTKa MPOEKTa JOKYMEHTa
odopmiieHue aapecaTa

3aroJOBOK K TEKCTY

OTITpaBKa

oopMIIeHHE TTPUIIOKEHHUS
MPOCTaBJICHHE OTMETKU 00 UCTIOIHUTEE
BHU3BI COIJIaCOBAHUA

IIOAIMMCAHUC

perucrpanus

5. Perucrparnuum noanexar:

BCC MOCTYNNMBIIUEC U OTIIPABIIACMBIC JOKYMCHTHI

TOJIBKO BHYTPCHHUC JOKYMCHTBI

TOJIBKO OIICPATHBHBIC U CPOUHBIC JOKYMCHTBI

TOJIBKO JOKYMCHTBI, TOCTYIIUBIIUC U3 BBIMICCTOAIINUX OPI’ aHU3aLUN 1 OTIIPABJISICMBIC

JAOKYMCHTEI, Tpe6y}onme ydu€Ta, UCIIOJIHCHHUA U UCITIOJb30BaAHUA B CIIPABOYHBIX HEIAX
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KOHTpO.]'IbHLIe BOIIPOCHI U 3aJaHUA AJHA l'[pOMC)KyTO‘lHOﬁ aTTeCTAalluM 10 UTOraM OCBOCHHSA
AUCHHUIIJINHBI:

1. OcobGeHHOCTH CHCTEMBI JACIIONPOU3BOCTBA B IEHTPAIBHBIX yupexkaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. Hanpapnenus u criocoObl paliuoHaIU3aluy ASIOMPOU3BOICTBA B YUPESIKICHUIX
Poccun XIX - Hau. XX B.

2. HampaBneHus moucka paunoHaIbHBIX (HOPM OpraHU3aIMK AeTONPOn3BoAcTBa B 1920-¢
rOJIbl

3. Ponps Hapkomata pabode-KpecThIHCKONH MHCIICKITNH B CO3JaHUN CHCTEMBI
COBETCKOI'O JIeJIONPON3BOCTBA.

4. Haubonee 3HaunMbIe pa3pabOTKH aKIIMOHEPHOTO o01IecTBa «OpreTpoii»,
HNuctutyTa Texuuku ynpasieHus B 1920-e roasl.

S. Xapakrepuctuka 1 3HaueHue «OONMX MpaBW JOKYMEHTAIIUH U
nokymeHToooopotay (1931 r.)

6. IIporpamMmbl COBEpPIICHCTBOBAHMS JICIOMPOU3BOJICTBA, IPUHATHIC HA MEKOTPACITECBBIX
cosemanuax 1941, 1960 rr.

7. HampaBneHusi TEOPETUYECKUX U MPHUKIAIHBIX UCCIEIOBAHUM B 007IaCTH
COBEPIIICHCTBOBaHUS Aesonpon3BoacTBa B 1970-1980-¢ rospl.

8. TocymapctBenHoe perynupoBanue aenonpons3BoacTsa B 1990-¢ — 2000-e robr

9. HopmaTuBHO-METOIUYECKHUE TIOKYMEHTBI MEKOTPACIEBOrO JEHCTBUS, KOTOPHIE
OTIPEICIISIOT COBPEMEHHYIO OPTaHU3AIMIO PA0O0THI ¢ JOKYMEHTAMU (HAUMEHOBAHHE JOKYMEHTA, TOJI
€ro pa3paboTKH, KpaTKas XapaKTePUCTHKA)

10. Opranmzanus ciyx0s1 JIOY. OcHoBHas 1elb, 331291 U QYHKITUH CITY>KOBI, €¢
JOJKHOCTHOM U YMCIICHHBIN COCTaB.

11. TunoBele BUBI U CTPYKTYPHI cityxk0 JIOY.

12. JlokanbHbIE aKThI, PETJIAMEHTHUPYIOIINE OPTaHHU3AIMI0 JIeJIOMPOU3BOJICTRA.
Haznauenue, cocraB nH(pOpMaIum, MOPSIOK pa3pabOTKU U YTBEPHKICHHS.

13. UncTpykius no aenonpou3BoAcTBy. HaznaueHnue, CTpyKTypa TEKCTa, MOPSAIOK
MOATOTOBKH.

14. TlonsaTHe «JI0OKyMEHTOO00POT», MPUHIIUIIBI €T0 OpraHU3aluu. XapaKTePUCTUKH
JIOKyMEHTO000pOTa

15. Dransl gokyMeHTOOOOpOoTa. Omepaliuu, KOTOPhIE BRIOIHSIOTCS MPU padoTe ¢
BXOJISAITUMH JIOKYMEHTAMH

16. Dransl fokyMeHTOOOOpOoTa. Omepaliuu, KOTOPhIE BHIIOIHIIOTCS MPH padoTe C
UCXOJSAIIMMHA JOKYMEHTaMHU

17. Dtansl JOKYMEHTOOOOPOTA. OTEpaIiH, KOTOPHIE BHITIOMHSAIOTCS C BHYTPEHHUMH
JOKYMEHTaMHU

18. Peructpanusi TOKyMEeHTOB, €€ Ha3HaueHue. [IpaBuiia perucTpanuu JOKYMEHTOB.
XapaKkTeprucTUKa COBPEMEHHBIX PETUCTPAIMOHHBIX (hOpM, cocTaB MH(OPMAIIMH U TIOPSAIOK HX
3aMOTHEeHUS.

19. TloHsATHS «perucTpanys J0KyMEHTOBY, HHICKCUPOBAHUE JIOKYMEHTOBY. 3HAUCHHUE U
npaBmiia (OPMUPOBAHUS UHIEKCOB

20. 3HaueHre KOHTPOJS 3a CPOKAMHM HCIIOJIHEHHUS JIOKYMEHTOB B arIapaTe YIpaBJICHUS.
TpeboBanus K OpraHu3aluy KOHTPOJIS UCIIOHEHUS TJOKYMEHTOB B JISIIONPOU3BOJICTBE. 3a1a4
KOHTPOJIbHOU JIESITEIbHOCTH.

21. Cpoku HCTIOTHEHUS JOKYMEHTOB. TEXHOJIOTHS KOHTPOJIIS 32 CPOKAMH UCTIOTHEHUS
JIOKyMEHTOB.

22. 3akoHOAaTeNbHAs periiaMeHTaIis ¥ METOANYECKOe 00ecTieueHuEe OpraHnu3aluu
XpaHeHHUs JOKyMEHTOB B Poccuiickoit denepanum.

23. Opranu3zanys TeKyIero XxpaHeHus: JOKYMEHTOB B JIEJIOMPOU3BOJICTBE OPTaHU3AINH U
o0ecrnieyeHre X COXpaHHOCTH
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24. HomeHkuaTypa Jiell, ee Ha3HaueHHE B AEJIONPOU3BOACTBE. BUabl HOMEHKIATYp /1€, UX
ocoOeHHoCcTH. TpeOoBaHMUS K HOMEHKJIAType JIeN, UX 3aKperieHHe B HOPMATUBHO-METOIMUECKUX
JOKYMEHTaxX MEXOTPaciIeBOro JeHCTBHUS.

25. Meroauka cocTaBIeHHsI HOMEHKIATYphI fei. [lopsnok odopmiieHus:, COriaacoBaHus U
YTBEP)KICHHUsI HOMEHKJIATypbI JIEJI.

26. IIpaBuiia popMHpPOBaHUS B Jiea JOKYMEHTOB Pa3IMuHbIX BUIOB. [IpuHIIUIBI
crUCcTeMaTHU3allui JOKYMEHTOB BHYTPH JIElI.

27.TlonsTHe ‘OKCHepTH3a LEHHOCTH JOKYMEHTOB”. HOpMaTHBHO-METOAMYECKHE H
TEOPETUYECKHE OCHOBBI IPOBEIEHUS 3KCNEePTU3bl. [IpUHIMIBI U KPUTEPUH FKCHIEPTU3bI HEHHOCTH
JIOKYMEHTOB.

28. Opranuzanust paboOThI IO IPOBEAECHUIO SKCIIEPTU3bl LEHHOCTH JIOKYMEHTOB.
JIOKyMEHTHUPOBaHHE JESITEIHHOCTH SKCIIEPTHON KOMUCCHH U O(hOpPMIICHHE €€ PE3YIIbTaTOB.

29. Haznauenue onucu nen. Buapl onuceit. IlpaBuina cocraBienus u opopMiIeHHE OIMCH
JIeJ1 CTPYKTYPHOT'O TIOJApa3/IeIeHUS.

30. Onepauuu o NOArOTOBKE JOKYMEHTOB K Iepe/iaue B apXUB OpraHU3aluu.

31. OcHoBHBIE TpeOOBaHMS K OPOPMIICHHIO JIEJI IPU MX MOATOTOBKE /IS TIEpEIavyl B apXHB
opranuzanuy. YactuyHoe U nojgHoe oopMieHue.

6. YueOHo-MeTOqUYECKOEe M HHPOPMALIMOHHOE 00ecnedeHne TUCIUTITUHBI

6.1 CnucoK HCTOYHHMKOB U JIUTEPATYPbI

HcTounuku
Oepnepanbubii 3akoH oT 22.10.2004 Ne 125-®3 «OO6 apxuBHoM pxene B Poccuiickoit
Oenepaun»  //  [OnekTpoHHBIA  pecypc]. — M.,  2019. -  Pexum  poctyma:

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

O®enepanbhbiii 3akoH 0T 02.05.2006 Ne 59-03 «O mnopsiake paccMOTpeHHUs OOpalleHHi
rpaxnan Poccuiickoit ®enepanum»// [DnexkrponHsiid pecypc]. — M., 2019. — Pexum nocrymna:
https://base.garant.ru/12146661/.

[Toctanosnenue IlpaButensctBa PO ot 25.12.2014 Ne 1494 “O0 yTBepkaeHUH MpaBHil 0OMEHa
JOKyMEHTaMH B 3JIEKTPOHHOM BHJE IPHU OpraHW3aluk HHPOPMAIIMOHHOTO B3auMoaeicTBus //
[DnexTponHsIi pecypc]. — M., 2019. — Peskum moctyma: https://base.garant.ru/70832680/

[IpaBuna  genonpou3BOACTBA B TIOCYJApCTBEHHBIX  OpraHax, oOpraHax MECTHOTO
camoyrpasiienusi, yTB. [Ipuka3om Pocapxusa ot 22.05.2019 Ne 71 // [DnextponHsiii pecypc]. — M.,
2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/.

Meronuyeckue pekoMeHAalMU Mo pa3paboTke WHCTPYKIUM 10 JEJIONpOU3BOJACTBY B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHus, yTB. lIpukxazom PocapxuBa ot
24.12.2020 Ne 199 /I [Dnektponusiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLUS NO JEIONPOU3BOJCTBY B TIOCYAAPCTBEHHBIX OpraHMU3alMsIX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiit pecype]. — M., 2019. Pexum mocryma:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HamumonaneHelii crangapt Poccuiickoit @enepauuu. Cucrema
CTaHIapTOB MO uH(poOpManuu, OUOTMOTEYHOMY H H3AaTelIbCKOMY JAeny. OpraHusairoHHO-
pacnopsiiuTeNnbHas JOKyMeHTarus. TpeOoBaHuss K O(QOPMIICHUIO JOKYMEHTOB // [DIEKTPOHHBIN
pecypc]. — M., 2019. Pesxxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HammonanmeHblii cranmapt Poccuiickoit ®deneparnuu. Crucrema
CTaHIapToB Mo wuH(popmanuu, OHOTMOTEYHOMY M uU3IaTenbckomy neny. HWudbopmai3us wu
JTOKyMeHTaIus. YmpasieHue nokyMeHtamu. Yacte 1. TloHsTus w nmpuHmmmel. // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JIO0CTyTa: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOJACTBO M apXUBHOE Jen0. TepMUHBI U ONpEeAeTIeHHUS.-
[DnexTpoHHbBIT pecypcl]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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[Tpuka3z Munkynbtypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBep)ACHUU MTPaBUI OpraHU3aIluu
XpaHEeHUs, KOMILJICKTOBAaHU, yueTa W HCIIOJIb30BaHMs JOKYMEHTOB ApxuBHOro ¢ouma Poccuiickoii
®denepalyy U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJJapCTBEHHOH BJIAacTH, OPraHax MECTHOTO
caMmoyIipaBlicHHsI M opranusanusx» // [DnekTponnsiii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoHUTe/IbHbIE HCTOYHUKH

[Tpukaz Muntpyaa Poccun ot 15.06.2020 N 333 "OO06 yTBepkaeHUU NpodheCcCHOHATHLHOTO
ctanapta "CrHenuanucT M0 OPraHU3alOHHOMY U JIOKYMEHTAIIHOHHOMY OOECIIEYEHHIO YIpPaBJICHUS
opraumzauuei//  [DnexTponHwli  pecypc]. - M., 2021, -  Pexum = pocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Tpodeccnonanbublii cTangapT «CHenuaNyucT N0 YIPABICHUIO JOKYMEHTAUEH OpraHu3aiumy,
YTBEP KJICHHBIM MpHKa3oM MHUHUCTEPCTBA TPyJa U COLMaIbHOM 3amuThl Poccuiickoit denepanuu ot
10.05.2017 Ne 416u /[ [DnexkrponHsii pecypc]. — M., 2019. — Pexum gocrymna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

ITpukaz PocapxuBa ot 20.12.2019 N 236 "OO yrBepxnaeHun IlepeuHss TUNOBBIX
yOpaBICHYECKUX  apXMBHBIX  JOKYMEHTOB, OOpa3ylIIUXCs B  Mpolecce  JIesSTeIbHOCTH
rOCYJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHHSI X OPTaHU3AIHiA, C YKa3aHUEM CPOKOB
ux xpanenuss" (3apeructpupoBaHo B Muntocte Poccun 06.02.2020 N 57449) // [DnekTpoHHBIH
pecype]. — M., 2021. — Pexxum pocrymna: http://www.consultant.ru/document/cons_doc_LAW 345020/

ITpuka3 PocapxuBa ot 11.04.2018 N 43 "OO06 yTBepXICHUU MPUMEPHOTO TMOJIOKEHHS 00
IKCTIEPTHON KOoMHCCcHH opraHuzanuu” (3apeructpupoBano B Munwocte Poccun 15.06.2018 N

51357) /I [DnmekTpoHHBIA  pecypc]. - M.,  2021. -  Pexum  jocryma:
http://www.consultant.ru/document/cons_doc_LAW_300357/
Jumepamypa

boikoBa T.A. JloKkyMeHTallMOHHOE OO€CIeYeHHE YIpaBJICHUS (IEIONPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e uza. nepepad. u non. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?id=942800/

bo6sineBa M.II. Hekoropble 0COOEHHOCTH COBpEeMEHHOro aokymeHToobopora // Bectnux PITYVY.
2015. Ne2. [DnexTpoHHBII pecypc]. — M., 2019. — Pexum JIOCTyTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HekoTOpbIX npobsiemax cepsl ynpaieHus JokyMeHTamu B Poccuiickoit deneparum
// Bectauk PITY. 2014. Ne2. [Onekrponnsiii pecypc]. — M., 2019. — Pexum nocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2 Ilepeyens pecypcoB HH(pOPMALMOHHO-TEIeKOMMYHUKALMOHHOM ceTH «UHTepHET».

Hanunonaneshast snextponHnas 6uonmuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunast anextponnas 6udiamnoreka www.elibrary.ru
DnekTponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IlIpodeccuonajbHble 6a3bl JaHHBIX H HH(POPMALMOHHO-CIPABOYHbIE CHCTEMBI

Jloctyn k mpodeccruonanbHbIM 0a3am maHHbIX: hitps://liber.rsuh.ru/ru/bases

WNHudopmanioHHble ClIPaBOYHbIE CUCTEMBI:


https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://liber.rsuh.ru/ru/bases
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1. Koncynprant [lroc
2. Tapanr

7. MaTepua/jibHO-TeXHHYeCKOe o0ecredeHHe JUCHUIINHBI

Jns  obecrnedeHus — JUCLMIUIMHBI — HCHOJB3YETCS  MaTepHalbHO-TEXHHUYecKas  0asa
00pa30BaTENBHOTO YUPESKACHUSA: yU4eOHBIE ayIAUTOPUH, OCHAIIEHHBIE KOMIBIOTEPOM U IPOEKTOPOM
U1 IEMOHCTPALUU Y4eOHBIX MaTepUaJIOB.

CocraB nmporpaMMHOT0 00ECTICUCHHUS
1. Windows
2.  Microsoft Office

8. Obecneuenne 006pa3oBaTeJLHOr0 MPOIECCA IJIsl JIMI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310POBbsI H HHBAJIHI0B

B xonme peanuzanuy JUCHUILTMHBI HCIIOJNB3YIOTCS CIEAYIOUIME JIOTIOJHHUTEIBHBIE METOIbI
00y4YeHHs, TEKYIIeTO KOHTPOJS YCINEBAEeMOCTH W TPOMEXKYTOYHOW aTTeCTalluu OO0yYaromuxcs B
3aBUCHMOCTH OT UX MHIMBHIYAILHBIX OCOOCHHOCTEH:

® ISl CIENbIX M CIa0OBUASALIMX: JIEKIMH O(QOPMIIAIOTCS B BHJE 3JICKTPOHHOTO JIOKYMEHTa,
JOCTYITHOTO C TIOMOIIBIO KOMITBIOTEPA CO CIIEHUAIM3UPOBAHHBIM IPOTPAMMHBIM OOECIICYCHHEM,
NUCbMEHHBIC 3aJaHusl BBIMOJHSIOTCS HA KOMIIBIOTEPE CO CHEHMATU3UPOBAHHBIM IPOTPAMMHBIM
o0ecriedyeHneM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIIEYMBAETCS WHAMBHIYaIbHOE
paBHOMepHOe ocBenieHue He MeHee 300 JIOKC; Ui BBINOJNHEHUS 3aJaHUs TPU HEOOXOAUMOCTH
IPEAOCTABIACTCS YBEIHMUYUBAIONIEE YCTPOMCTBO; BO3MOXHO TAKKE MCIIOJIb30BAaHHE COOCTBEHHBIX
YBEIMYHMBAIOUINX YCTPONCTB; MMCHbMEHHBIE 3a1aHUS O(POPMIISIFOTCS YBEITMYEHHBIM IIPU(TOM; IK3aMEH
1 3a4€T MPOBOSATCS B YCTHON (hOpME MIIH BBITIOJHSIOTCS B MIUCBMEHHOH (popMe Ha KOMIIBIOTEpE.

® Ul TIIyXUX M CJIA0OCHBIIIAINX: JIGKIUH OQOPMIISIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA,
a0  TPEeJoCTaBIsIeTCs  3BYKOYCWIMBAIOIIAs — amnlaparypa HMHIUBHUIYAJIBHOTO  IOJb30BAaHMS;
MIUCbMEHHBIE 33JaHUs BBIMOJHSAIOTCS Ha KOMIIBIOTEPE B MHCbMEHHON Qopme; 3K3aMeH U 3a4éT
MIPOBOJISATCS B MUCBMEHHOM (DopMe Ha KOMITBIOTEPE; BOZMOKHO MTPOBEACHUE B (POpPME TECTUPOBAHMSL.

® Ul JIWIl C HApYIICHUSIMA OTIOPHO-IIBUTATEIBHOTO armapara: JIGKIUU O(GOpMIISIFOTCS B BHIIE
JIEKTPOHHOTO JIOKYMEHTa, JOCTYIHOIO C TIIOMOIIbIO KOMIbIOTEpAa CO CIELUAIU3UPOBAHHBIM
MpOrpaMMHBIM ~ OO€ClieYeHHEeM; THChMEHHBIE 3a/IaHUsl  BBINOJNHSIOTCS HAa KOMITBIOTEpE  CO
CMEeLMAIU3UPOBAHHBIM NPOIPAMMHBIM OOecIieueHHeM; SK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WJTH BBITIOJTHSIIOTCS B IMCBMEHHOM (popMe Ha KOMITBIOTEpE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAaeTCs yBEIMUEHUE BPEMEHH /IS TIOATOTOBKU OTBETA.

[Iponienypa mpoBeneHHUsS MPOMEKYTOYHON aTTECTAIlMH JUIS OOyYarOIIUXCS yCTaHABIMBACTCS C
yu€TOM MX MHAMBHUIYaJbHBIX NcUXOo(pu3ndeckux ocodbeHHocreil. [IpomexyTounas arrectanus MoXeT
MIPOBOAMTHCS B HECKOJBKO ITAIIOB.

[Ipu mnpoBesaeHMH TPOLEAYPHl OLEHUBAHUSA pPE3YIbTaTOB OOyuYeHHs IpelycMaTpuBaeTCs
WCTIOJTb30BaHNE TEXHUYECKUX CPEICTB, HEOOXOIMMBIX B CBS3HM C WHAWBUIYAIBHBIMA OCOOCHHOCTSIMHU
oOydJaroluxcs. OTH CpeAcTBa MOTYT OBITh IPEJOCTABICHBl YHUBEPCUTETOM, MIH MOTYT
HCTIONIb30BaThCsl COOCTBEHHBIC TEXHIMUECKHE CPE/ICTBA.

[IpoBenenune mpoueaypsl OLEHUBAHUS PE3YJIbTaTOB OOyUeHHs JAOMYCKAeTCsl C MCIOIb30BaHUEM
JMCTaHITMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHIA.

ObecneunBaeTcsd AOCTYNn K HH(GOPMAIMOHHBIM W OubnmorpaduyeckuM pecypcam B CETH
WuTepHeT uist Kaxaoro odydaronierocss B opMax, aJlalTHPOBAHHBIX K OTPAHHYCHHUSIM HX 37I0POBbS U
BOCTIPHUATHS HHPOPMALIUU:
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e UIsl CIIETIBIX W CHA0OBHUIANIMX: B TEYAaTHOW ¢opMe yBEIUYEHHBIM MIpuPTOM, B Qopme
3JIEKTPOHHOTO JTIOKYMEHTa, B (hopMme aynnodaiina.

® JIUIsl TITyXUX U CJIa0OCIBIIIAIINX: B Te4aTHOU opme, B GopMe HIIEKTPOHHOTO JOKYMEHTA.

® 1151 00YYAIOLINXCSl C HApYIICHUSIMU OMOPHO-/IBUTaTEIbHOTO ammapara: B meyaTHoil gpopme, B
(dhopme 3EeKTPOHHOTO JOKYMEHTa, B popMme aynnodaiina.

VYyeOHBIC ayAWTOPUU JIS BCEX BHJIOB KOHTAKTHOM M CaMOCTOSITEIBHOW pabOTHI, HaydHas
OnOIMoTeKa W WHBIC TMOMEIICHHUS JUis OOYYEeHHS OCHAIIEHBI CHEIHATbHBIM O0OpYIOBaHUEM U
Y4eOHBIMU MECTAMH C TEXHUYECKUMH CPEJICTBAMH O0yUCHHS:

® ISl CJICTIBIX W CIA0OBUISIINX: YCTPOMCTBOM JJII CKAHUPOBAHUS M YTCHHS ¢ Kamepor SARA
CE; nucruteem bpaiins PAC Mate 20; npunrepom bpaitns EmBraille ViewPlus;

oISl TIYXUX M CIA0OCIHBIIANINX: aBTOMAaTH3UPOBAHHBIM pPAa0OYUM MECTOM [UIsl JIIOJIEH C
HapyIICHUEM CITyXa U CIA00CIBIIIANINX; aKyCTUISCKUN YCUITUTENb U KOJIOHKH;

eIl OOYyYalOIIUXCSl C HApPYHICHUSMH OINOPHO-JABUTATEIILHOIO ammapara: TepeIBIKHBIMU,
peryinupyeMbiMd 3proHomuueckumu mapramMmu CHU-1; KOMIBIOTEpHON TEXHUKOW CO CIEIUATbHBIM
MIPOTrpaMMHBIM 00€CIICYEHUEM.

9. MeTtoauyecKkne MaTepHaIbl

9.1 Mnanbl 1a00pPATOPHBIX 3aAHATHIA

Inanbl Ja0opaTopHbIX 3aHATHI.  MeToaHYECKHe YKA3aHUsI 10 OPraHU3alUud M
MPOBEIEHUIO

Br16op Tem mabopaTOpHBIX 3aHATHI 00YCIIOBIIEH OOLIMM COJAEp)KaHHEM Kypca W HalleJeH Ha
yriy0JIeHHOE U3YUYEHUE €r0 OTAENIbHBIX Pa3zeiioB.

[Inan naGopaTOpHBIX 3aHSATUH  BKIOYaeT JABa paszzaena: "OpraHuzanuss U TEXHOJIOTHS
JIEJIONIPOU3BOJICTBA B YUPEKACHUSAX TOpeBoitoniMoHHON Poccun" m "OpraHuzanuss W TEXHOJIOTHUS
COBPEMEHHOTO JIEIOMPOU3BOICTBA".

Ilens 1a0OpaTOpHBIX 3aHATHH - 3aKpeIUIEHWE CTYJIEHTaMH TEOPETHUYECKUX 3HaHUI
JEKIUOHHOTO Kypca U (JOpMUPOBaHHE MPAKTHUECKUX HABBIKOB OPTraHU3AIMU COBPEMEHHON CITYXKObI
JIEIOTIPOU3BO/ICTBA, MPUEMOB M METOJOB TEXHOJOTHH PabOThI C JIOKYMEHTAMU B YIIPaBICHYECKOM
amnmnapare.

B pesynbrare BHITIOJHEHHS JIA0OPATOPHBIX 3aHITHI CTYIEHTHI JTOKHBI

3HaTh:

. XapakTepHble OCOOCHHOCTH OpraHU3alluu pabOThl C JOKYMEHTaMHU B YUYPEKIACHUIX
Poccuu B pasnuyHble UCTOPUYECKHUE MEPUOBI, B3aUMOCBSI3b ITHX MPOIECCOB C TOCY/IapCTBEHHBIM
anmnapaToM yIpaBJeHUs;

o COBpEMEHHBbIe TpeOOBaHMS K JAOKYMEHTAllMOHHOMY OOECIEYeHHIO YIMpaBJIECHUS B
yUpexXACHUAX U opranusanuax Poccuiickon @enepauny;

. MPUHIUIBI OPraHU3aMK JOKYMEHTAI[MOHHOTO 00eCTIeYeHUs YIIpaBIICHUS;

YMETb:

o OpPraHU30BBIBATH CIIYKObI TOKYMEHTAIIMOHHOTO 00€CIIEUeHHsI YIIPABIICHUS;

o pa3zpabarbiBaTh JIOKaJbHbIE HOPMATHUBHBIE AaKThl W HOPMATHBHO-METOIAMYECKHE

JOKYMEHTHI (TIOJIOKEHUS,, MHCTPYKUMU W T.JA.) MO BEAECHUIO JOKYMEHTALMOHHOTO OOecCTeyeHUs
yIIpaBJIEHUS

L4 BBIITOJHATD KIIFOYEBBIC TCXHOJOTMYCCKHE OIICpalli B pa60Te C JOKYMCHTaMH;
BJIAACTh:

L4 IpaBHUJIaMH OpPraHU3aluu BCCX 3TAIIOB pa6OTLI C JOKYMCHTAaMU;,

L4 MCTOAaMU TIIPOBCACHUA aHaIM3a OpraHu3aluy HOKYMCHTAIIUOHHOTO obecreueHus

YIPaBIICHUS;
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° MCTOAaMU OINITUMU3AIMN JOKYMCHTAIIMOHHBIX ITPOICCCOB.

HOI[I"OTOBK& K J'Ia60paT0pHBIM 3aHSATHSAM OCHOBaHA Ha CaMOCTOSTEIbHOM pa60Te CTYACHTOB I10

M3YUYEHUIO JIEKIIMOHHOI'O KypCa, ICTOYHUKOB U JIMTEPATYpPbl, PEKOMEHIOBAHHBIX K KAKIOMY 3aHATHUIO.

qaca.

PA3JEJ 1. OPTAHU3ALINS AEJTOIIPOU3BOACTBA B YUPEXKAEHUAX
JOPEBOJIIONMOHHOHU POCCHUU

1.1.  JlenonpousBoacTBo B yupexaeHusax Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBonactso B yupexaeHusx Poccun X VIII B.
1.3. Jlemonpous3BOACTBO B yupexaeHusx XIX - Had. XX B.

PA3JIEJI 2. OP'AHM3ALMA COBPEMEHHOTI'O JEJOIIPOU3BOJCTBA

2.1. Opranuzanus ciry0bl JeJIOMPON3BOICTBA

2.2. Opraam3anus J0KyMeHTO000poTa

2.3. Perucrpanus JOKyMEHTOB.

2.4. Howmenknarypa nen

2.5. IloAroToBKa JOKYMEHTOB K MOCJIEAYIONIEMY XPAHEHHUIO U UCIIOJIH30BAHUIO
2.6. CocraBneHue HHCTPYKIIMH T10 JI€JIONPOU3BOJICTBY

PA3JEJ 1. OPTAHU3AINS AEJIOIIPOU3BOACTBA B YUPEKIEHUS
JOPEBOJIIONMOHHOHU POCCHUUA

Tema 1.1. /lesionpousBoacTBo B yupe:xaenusx Pycckoro rocynapersa XVI-XVII BB. — 4

3AJJAHUA

1. U3yunts Cyne6nuk 1550 r. u CoGopHoe ynoxenue 1649 r. 1o 3Tum aktam BBISIBUTH:

* CTPYKTYpPY OpraHOB rOCyapCTBEHHOT'O YIIPABIIECHUS;

* COCTaB M JOMKHOCTHBIE 00SI3aHHOCTH "CITY>KUIIBIX JTFOeH".

* HaIlpaBJICHUs perjaMeHTaluu paboThl C TOKyMEHTaMHU.

2. 3yunTh cxemy opraHM3aliy UCIIOIHEHNS JOKYMEHTOB B IIPUKa3HOM JIEIOIIPOU3BOJICTBE.
3. [Ipoananu3upoBaTh NEPBUYHBIA KOMIUIEKC TIOKyMEHTOB (Ha MpuMepe Je1a Mo YeI00UTHON

SxoBa llletunosa B [ToMmecTHOM mpuKase) U ySICHUTh NOPAJOK (hopMUpoOBaHUs Jena.

VYKA3AHUS 10 BBITIOJITHEHUIO 3AJTAHUN

1. Wzyuute Cyaebnuk 1550 r., CobopHoe ynoxxenue 1649 r. u ysicHUTE Clieyromiee:
* COCTaB JIMI "BEPUIMBIIMX CYJ" U JOKYMEHTHUPOBABIIUX JEATEIBHOCTD CYAa;

* IOPSIIOK MTOJIa4YH, PACCMOTPEHHUS U UCTIOTHEHUS YEITOOUTHBIX;

* IOPSAZIOK BEJICHUS PETUCTPALIMOHHBIX (opM I "CyHBIX Aen";

* OTBETCTBEHHOCTH 32 MOJJIENIKY JJOKYMEHTOB M HEJOOPOCOBECTHOE OTHOIIEHUE K

JOJIKHOCTHBIM 00513aHHOCTSIM.

2. PaCCMOTpI/ITe CXEMY NPOXOKACHHA U UCITOJTHCHUA JOKYMCHTOB B IIPUKa3ax U cnenaﬁTe

BBIBOJ O COCTABC TEXHOJIOTHYCCKHUX or[epaunﬁ C JOKYMCHTAaMHU, IPUMCHSBIINXCH B HpHKa3HOﬁ
CUCTEME JCIOIIPOU3BOACTBA.

3. O3nakoMbTech ¢ aenoM IlomecTHOrO NpHKasza no yenodbutHo Sxosa Illernnosa u

COITOCTABbTE MMOCIEAOBATCIBHOCTE PACCMOTPCHHNA U PCHICHUA BOIIPOCa U ITOCJICIOBATCIIBHOCTD
PAaCIIOJIOKCHHA JOKYMCHTOB B JCJIC. OHpeI[eJII/ITC KpaﬁHHe JaThbl ACja U 0COOEHHOCTHU
JOKYMCHTHUPOBAHUA.
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KOHTPOJIBHBIE BOITPOCDI

1. Ilepeuncnure 0COOEHHOCTH CUCTEMBI JETONPOU3BOACTBA B IICHTPAIBHBIX YUPEKACHUAX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOIATEIBHO PETJIAMEHTUPOBAHHBIC 00SI3aHHOCTH " CITYKUIIBIX JIIOJIeH" B
paloTe ¢ TOKyMEHTaMHu.

3. Kakue onepamuu B paboTe ¢ JOKyMEHTaMu CPOPMUPOBAIHCH B IPUKA3ZHOM
JEJIONPOU3BOJCTBE?

4. JTaiiTe XapaKTEPUCTHKY CTOJIOIOBOM (POPMBI 1€TONPOU3BOJICTBA KAK TEXHUKH
JOKYMEHTUPOBaHUS U (OPMHUPOBAHUS €.

5. Koria Obl1a BBeIeHa U KOrja OblLIa OTMEHEHA CTONION0Bas (JopMa JeI0npOU3BOACTBA?

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMeHTaIlMOHHOE OOeCreYeHUE YIpaBJICHHS (ICIOMPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3uenosa. -2-¢ uza. mepepad. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com/go.php?id=942800/

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

3AJJAHUA

1. WMzyuurs I'enepanbublii permameHT 1720 r. U BBIABUTb OCHOBHBIE TpeOOBaHUS K
OpraHu3alM JEJONpPOU3BOJACTBA B KOJUIETHSIX M JIOJDKHOCTHbIE OOS3aHHOCTH KaHLENSPCKUX
CITy KalluX.

2. M3yuuTh cXeMy MCIIOJHEHHS JOKYMEHTOB B KOJUJIETHSX.

3. Wzyunts "Yupexnenue ans ympaBieHuss ryOepHuit" 1775 T., BBIIBUTH OCHOBHBIE
TpeOOBaHUS K OpraHM3allMy JeJONPOU3BOACTBA B MECTHBIX YUPEXKIEHHSIX M JIOJDKHOCTHBIE
0053aHHOCTH KAHILIEISIPCKUX CITY KAIIHX.

4. M3yuuTh cXeMy HCIIOJIHEHHs JOKYMEHTOB B MECTHBIX YUPEKACHUSAX.

5. IIpoananu3upoBatk Aei0, CHOPMHUPOBAHHOE B MECTHBIX YUPEIKICHUSIX.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. H3yuus "I'enepanpHblii perinament 1720 r., yscHUTE cienyrouiee:
1.1.  cTpyKTypy KOJIEruy;

1.2. 1OJKHOCTHOM COCTaB KaHLENAPCKUX CITY’KaIIHX;

1.3.  0053aHHOCTH KaHIEIAPCKUX CITY’KaIIHX;

1.4,  mOpsIOK MONy4YEeHUs TOKYMEHTOB B KOJIJIETUSX;

1.5. mopsiok pacCMOTpPEHHs TOKYMEHTOB B KOJIJIETHSIX;

1.6.  opraHu3zanMs U TEXHOJOTUS PETUCTPALUU JOKYMEHTOB;
1.7. mocTtpoeHue cripaBOYHO-UH(POPMAIIMOHHOTO anmnapara;
1.8.  cpoku UCHOJIHEHUS JTOKYMEHTOB;

1.9. opraHu3anuio XpaHeHHs JOKYMEHTOB B KOJUICTHSIX.

2. W3yunTe cxeMy HCHOJIHEHHUS JOKYMEHTOB B KOJJIETUSIX U BBIIBUTE COCTaB
JIEJIONPOU3BOICTBEHHBIX OEpaLU.
3. N3yuuB "O6mee rybepHckoe yupexaenue " 1775 r., omnpenenure:

3.1.  CTpyKTYypY KaHIEIspHH, TOJDKHOCTHON COCTAaB KaHIEISIPCKUX CITYKaIIUX, UX
0053aHHOCTH B paboTe C TOKYMEHTaMU;

3.2.  TEXHOJOTHIO pabOTHI C TOKYMEHTaMHU:

3.2.1. mopsAOK NepBUYHON 0OpabOTKH MOCTYNUBIINX JOKYMEHTOB;

3.2.2. TEXHOJOTHS PETUCTPAIMH JOKYMEHTOB: IPHUMEHSEMBIE PETUCTPAITMOHHBIC (POPMBI, HX
Ha3HAuYE€HUE U COCTaB MH(OpPMAIINU;

3.2.3. TOpSAAOK PacCMOTPEHUS JTOKYMEHTOB;

3.2.4. MOpAAOK UCIIOIHEHUS IOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB;
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3.2.6. TOPSAIOK OTIPABKHU JOKYMEHTOB;
3.2.7. opraHu3auuio XpaHEHUsS TOKYMEHTOB B MECTHBIX YUPEKICHUSX.

4. N3yunte cxemy UCHIOTHEHUS TOKYMEHTOB B MECTHBIX YUPEKACHUSX U BBIIBUTE COCTAB
JIEJIONPOU3BO/ICTBEHHBIX OllEpaLUil.
5. PaccmoTpute nena mectHbix yupexaenuit X VIII B., oOpatute BHMMaHuE Ha

oopmieHne 00JI0KKH Jiena, COCTaB JIOKYMEHTOB JIeJIa, MOCIEI0BaTEIbHOCTh UX PACTION0KEHUS,
MOPSAZIOK ¥ CPOKH PACCMOTPEHUS TIOKYMEHTOB, YSICHUTE IPUHLUIIBI (POPMHUPOBAHUS J1E.

KOHTPOJIbHBIE BOITPOCHI

1. CpaBHHTE cHCTEMY PUKA3HOTO U KOJJIEKCKOTO JEJIONPOU3BOJICTBA, OOBACHUTE Hanboee
XapaKTepHBIC OTIIMYHSL.

2. [lepeuncnure HOBBIC JETOMPOU3BOICTBEHHBIC ONIEPALIUN, BO3HUKIIKME B YUPESIKICHHUIX
XVIII B.

3. Ilepeunciure 00A3aHHOCTH JIEIOMPOU3BOICTBEHHOM CITY)KOBI IO TTOJATOTOBKE JJOKYMEHTOB K
apXUBHOMY XpaHeHHI0 (110 3aKoHy 1775 1.).

4. HazoBuTe 3aKOHOAATEIBHBINA aKT, KOTOPBIM BIIEPBBIC OBLT ONPEICIICH CPOK XPAHCHUS
JOKYMEHTOB B TEKYIIIEM JEIONPOU3BOACTBE (10 C1auu TOKYMCHTOB B apXHUB).

5. Hazosute XapPaKTCPHBIC YCPThl CUCTEMBI PEruCTpaiui JOKYMCHTOB B KOJUICTHAX.

NCTOYHUKU U JINTEPATYPA
boikoBa T.A. JlokyMeHTallMOHHOE OOecleyeHue YIpaBiIeHUs (IEIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3suenona. -2-e uza. nepepal. u mon. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?id=942800/

Tema 1.3. Jlesonpoun3BoactBo B yupe:xkaeHusix XIX - nau. XX B. — 8 yacos.

3AJJAHUA

1. U3yuuts "OOwiee yupexaenue Munuctepcts” 1811 r. u yssCHUTh OCHOBHbIE TpeOOBaHHUS K
OpraHM3alMH JIETONPOU3BO/ICTBA B LICHTPAIbHBIX YUPEXKIECHUAX, & TAKXKE TOJKHOCTHBIE 00513aHHOCTH
KAHLIEISAPCKUX YNHOBHHUKOB.

2. IIpoananu3upoBath 0COOEHHOCTH (opMupoBaHus Aen B yupexaeHusx XIX - nau. XX B.

3. U3yunts "llonokeHue o nMCbMOBOJCTBE U JEJIONPOU3BOJCTBE B BOEHHOM BenomcTse" 1911
T. U BBISIBUTH OCHOBHBIE HAIIPABJICHUS PALIMOHAIIN3AIINN J€JIONIPOU3BO/ICTBA.

4. 3yunTh cXeMy HCIIOJNHEHUs JOKyMeHTOB B Kannensapuu Iloneuntens MOCKOBCKOTO
y4eOHOT0 OKpyTa.

5. O3nakoMuThes ¢ fokymeHTamu Kanuenspun [loneunresns MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTB 3JIEMEHTHI pallMOHAIM3AIMH MTPOIIECcCa UX UCIIOTHEHUS.

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

1. H3yuus "OOmee yupexnenne munuctepcts” 1811 r., ompenenure cienymoiee:

1.1. opranu3alMOHHYIO CTPYKTYPY MUHUCTEPCTBA;

1.2. cTpyKTypy IemonpOnu3BOACTBEHHON CITYKOBI;

1.3. opraamuzanuio JOKyMeHTooOopoTa:

1.3.1. mopsiiok MOCTyIUIeHUs TOKyMeHTOB: B KaHnenspruto MuHHCTpa; B A€TIapTaMEeHTHI,

1.3.2. opranu3zanuio IBUKEHUS JOKYMEHTOB, HAIPABJICHHBIX B KAHLESPUIO MUHHUCTPA ; B
JlenapramenT; B COBET MUHHUCTpA: B 00IIee MPUCYTCTBUE IenapTaMenTa; B OcoOble yCTaHOBJICHHUS |

1.3.3. mopsA0K UCTIOTHEHUS TOKyMeHTOB: B Kannenspun MuHHCTpa; B JlemaprameHTax;

1.4. opranu3zannio ¥ TEXHOJIOTHIO PETUCTPALINH;

1.5. opranu3zaiuio KOHTPOJISA 32 UCTIOJIHEHUEM JJOKYMEHTOB (PEBU3HS);

1.6. mopsiiok hopMUpOBaHHUS [T,
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1.7. opranuzanuio XxpaHeHHs] JOKYMEHTOB;

1.8. Ha3HaYeHHE OTYETOB.

2. O3HakoMbTeCh C AenaMu yupexaeHnid XIX B., oOpaTuTe BHUMaHHE Ha 0()OPMIICHHE
OO0JIOXKKH JIela, COCTaB JOKYMEHTOB JIeJIa, MOCIIEA0BAaTEIbHOCTh MX PACHIOJIOKEHHUS, TIOPSJIOK U CPOK
pPaccMOTpEeHHsI IOKyMEHTOB.

3. U3yunre "[lonoxenne o NMCbMOBOJICTBE U JAEJIONPOU3BOACTBE B BOEHHOM BeoMcTee" 1911
r. 1 oOpaTuTe BHUMaHuUE Ha:

3.1. pernamMeHTalNIO MPUMEHIEMBIX BHIOB JOKYMEHTOB;

3.2. ynopsiioueHue npaBuil COCTaBlIEHUS U O(pOpPMIIEHUS JOKYMEHTOB;

3.3. pernmamMeHTanuo CrpaBOYHO-HHPOPMAIIIOHHOTO POHa;

3.4. MexaHHU3aIUIO JeIONPOU3BOICTB;

3.5.opraHu3zaiuo ornepaTuBHOrO U apXUBHOTO XPaHEHUS IOKYMEHTOB.

Ha ocHoBe paccMOTpeHus IepeyrClIEHHBIX BOMPOCOB CeNIaiiTe BBIBOJ] O HAIIPABIICHUSAX
paloHaIN3aluy 1E€JI0NPOU3BOICTBA B BOEHHOM BEJOMCTBE.

4. Tlpoananusupyiite cxeMy OpraHm3aluu jejonpousBoiactsa B Kaunenspuu Iloneunrtens
MOCKOBCKOT0 y4eOHOTO OKpYTa M CIeNIaiiTe BBIBOJ O ClI0co0aX parioHAIM3AIUH 3TANIOB UCTIOJHEHHS
JOKYMEHTOB U IMOATOTOBKH OTBETHOTO JOKYMEHTA B 3TOM YUPEKIACHHH.

5. O3HakoMbTeCch ¢ KoJleKnued gokyMmeHToB Kanuenspun Ilonmeunrtens MoOCKOBCKOTO
y4eOHOTo OKpyra, oOpamiasi BHUMaHHE Ha:

. AJIEMEHTHI MEXaHU3UPOBAHHON 00pabOTKHU TOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJIyYCHHUH, HAITPABJICHUH Ha MCITOJHCHHUE U UCIIOJHCHUU TOKYMEHTOB);

. XapakTep pe3oTIoIuii;

. CTIIOCOOBI COCTABIICHUS TMPOEKTA JIOKYMEHTA;

. AJIEMEHTHI YHU(DUKALIUY TEKCTa TIOKYMEHTA;

. BH/JIBI OJTAHKOB U CITIOCOOBI MX M3TOTOBJICHHS.

Cremnaiite BbIBOJI 00 OCHOBHBIX M BCIIOMOTaTeIbHBIX HAMPABICHUSIX PALIMOHAIU3AINH
MPOLECCOB PACCMOTPEHUS Y UCIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHuTE cUCTEMY KOJUIEKCKOTO M1 MMHUCTEPCKOTO (MCIIOJHUTEIBHOTO)
JIeJIONPOU3BOICTBA, 00BACHUTE HanloJiee XapaKTepHbIE OTIINYUSL.

2. Kak pa3BuBasnach CTpyKTypa J€JI0IpOU3BOICTBEHHOH CIy»Obl MUHHCTEPCTBA B MIEPBOH
nonoBuHe XIX B., UeM OHA OTJIMYAJIACH OT KOJUIEKCKOM?

3. Ha3zoBute ocHOBHBIE TpeOOBAaHNUS K OPraHU3aAIMH JOKYMEHTOOO0POTa B MUHHCTEPCTBAX
XIX B. Ha kakue oCHOBHbIE JOKYMEHTOIIOTOKH pa3Aelisijiuch TOKYMEHTbl B MUHUCTEPCTBAX?

4. HazoBure XapakTepHble 4epThl CHCTEMBI PETUCTPALIMHA JOKYMEHTOB B MUHUCTEPCTBaX?

S. B kaxoil popme ocyecTBIIsICS KOHTPOJIb 32 UCIIOJHEHUEM IOKYMEHTOB B CUCTEME
MUHHUCTEPCKOTO JEJIONPOU3BOJCTBA?

6. HazoBuTe 0cOOEHHOCTH OpraHu3aluy XpaHeHHs TOKYMEHTOB B JE€IONPOU3BOICTBE
MUHHUCTEPCTB.

7. HazoBute HanpaBieHus U ClIOCOOBI pallMOHANU3AIUH J1€I0IPOU3BOJICTBA B
yupexacHuax XIX - nay. XX B.

NCTOYHUKU U JINMTEPATYPA
boikoBa T.A. JlokyMeHTallMOHHOE oOOecrieyeHne YIpaBiIeHUs (JIEIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3uenona. -2-e uza. mepepa6. u momn. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com/go.php?id=942800/

PA3JAEJ 2. OPTAHU3ALIMA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

Tema 2.1. Opranuzamus cJryK0bl 1eJ10MPOU3BOACTBA — 12 yacos.
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SAJJAHUA

1. U3yunts TpeGoBaHMs NEHCTBYIOIMMX HOPMATUBHBIX AKTOB M HOPMATHBHO-METOJMYECKUX
JOKYMEHTOB K OpraHM3alliH, CTPYKTYpe U QYHKIUSAM CITy>KObI 1eI0MPOU3BO/ICTBA.

2. TIpoaHaIM3UpOBaTh OPraHU3aLMIO CIIYKObI IEIONPOM3BOACTBA B YCIOBHONH OPraHM3aluy U
BBISIBUTH €€ OCOOEHHOCTH.

3. IoAroTOBUTL CXEMy OpPTraHM3allMOHHON CTPYKTYphl JENONPOU3BOACTBEHHON CIIyKObl B
YCJIOBHOM OpraHu3alyH.

4. Paspaborats Ilosoxkenue o ciy:x0e JeJI0nPOM3BOICTBA yYCIOBHOM OpraHU3al|Hy.

5. Pa3paboTaTh [OKHOCTHBIE HMHCTPYKIMM pabOTHHKAM CIyObl JIeJONPOM3BOICTBA
YCJIOBHOM OpraHu3alyH.

YKA3AHUS IO BBIIIOJIHEHUIO 3AJIAHUN

1. UzyunTe KpaTKyl0 XapakTEpUCTUKY MAEATENBHOCTH YCIOBHOW OpraHM3allMH, BBISCHHUTE
O0COOCHHOCTH OPraHU3alMH JEIONPOU3BOJICTBEHHON CIIy>KObI, €€ HECOOTBETCTBUE  COBPEMEHHBIM
TpeOOBaHUAM IO CTaTyCy, MOAYMHEHHOCTH, HAaUMEHOBaHMSM CTPYKTYPHBIX 4acTed, MX COCTaBy.
ApryMeHTHpyHTE OTBET.

2. TloaroToBbTE CXEMY OPraHM3ALUOHHON CTPYKTYphl CIIyKObI I€IONPOM3BOICTBA YCIOBHOI
opraHu3anuu, 3apuKcupyiTe MOAYMHEHHOCTh CIIY’KO M CTPYKTYPHBIX MOJpa3jaeneHui. [l kaxaoro
CTPYKTYPHOTO TOJpa3feNieH!s] U ydyacTKa CIIyXObl JEJIONpPOU3BOACTBA Ha cxeMe (PUKCUpYETCsS BHJL
NOJYMHEHHOCTH (IpsAMas aJIMUHHCTpPATUBHAs MM MeToauueckas). OOOCHyHTe HaUMEHOBaHHE U
MMOAYUHEHHOCTD Ka)KJ10I'0 CTPYKTYPHOI'O ITOAPA3ACICHHUS.

3. Ha ocnoBe IIpuMepHOro TIOJIOXKEHHS O CJIyXkOe€ JIeJIONpOM3BOJACTBA pa3zpaboTaiiTe
CTpyKTypy Tekcta llonmoxxenuss o ciyx0e [eJI0lpou3BOJCTBAa YCIOBHOM OpraHu3auuu. Tekcr
TMOJIOXKEHHUS IOJDKEH CO/IeP)KaTh KOHKPETHbIE (OpMYIMPOBKY 3a/1ad, PYHKIUH, IpaB, 00s3aHHOCTEH U
B3aMMOOTHOIICHUH cayx0bl. Crnenyer odopmuth IlomokeHne Ha oOmeM OJlaHKe, ONPEACIUTH
MOPSAZIOK €r0 COTJIACOBAHMS M YTBEPXKACHHS (COCTaB CTPYKTYPHBIX IMOAPA3JCICHUN U JIOJKHOCTD
PYKOBOJUTENSA, YTBEP)KIAIOMIETO JOKYMEHT). APryMEHTHUPYHTE CBOM HPEUIOKEHHUS IO IPOEKTY
[Tonoxenus.

4, PaspaboTaiiTe  JOKHOCTHBIE ~HMHCTPYKIIMM Ha  BECH JNOJDKHOCTHOM ~ COCTaB
JIeJIONPOU3BOJICTBEHHON CITY»KOBbI YCIOBHOM opranu3anuu. Ha ocHOBe MOy4eHHBIX WHIUBUIYaTbHBIX
3aJJaHUi pa3paboTaiiTe CTPYKTYpYy TEKCTa M COCTaB pa3/eioB JOLKHOCTHOW MHCTpykiuu. OOparute
BHHUMaHUE, 4TO U (POPMYIHPOBKE TOJKHOCTHBIX 003aHHOCTEN COTPYIHUKOB, CIEIYET COIJIacoBaTh
UX C OCHOBHBIMM 33JadyaMH M (QYHKUUAMH cIoykObl (T.e. ¢ TexkctoM [lonoxkenus). B pasnene
"B3auMooTHOIIEHUS, CBA3U" CIIEyeT 3aKpENnuTh B3aUMOAEHCTBHS paOOTHUKOB CIIYXOBI U UX CBSI3U Ha
YPOBHE NPEICTABIECHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. IlepeunicnuTe CTPYKTYpHBIE YaCTU CITY>KOBI 1€J0MPOU3BOJICTBA B OPTaHU3ALMSIX PA3IUUYHbIX
YPOBHEN YIIpaBJICHUS.

2. Ilepeuncnure ACUCTBYIOIIME MAOKYMEHTHI, ONPEACISIONNE 3a1a4d W (YHKIUU CIYKOBI
JEeII0TIPOU3BOICTBA.

3. HazoBure TpeOGoBaHMs K CTPyKType M coctaBy wuH(popmarun I[lojoxeHus o ciayxoe
JEJIONPOU3BO/ICTBA; TOJDPKHOCTHON MHCTPYKIIUH.

NCTOYHHUKU U JINTEPATYPA

[IpaBusia  fmenmompou3BOACTBA B TOCYJApCTBEHHBIX ~ OpraHax, OpraHax MECTHOIO
camoymnpasinenus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [DnextponHsiii pecype]. — M.,
2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHJAUMN MO0 pa3paboTKe MHCTPYKIHMA TO JAEJIONpPOU3BOJACTBY B
roCy/apCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoympaBieHus, yTB. [Ipukazom PocapxuBa oT
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24.12.2020 Ne 199 /I [Dnekrponnusiii pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_ LAW _373895/.

[IpumepHass MHCTPYKLHUS MO JEIONPOU3BOJCTBY B TIOCYAAPCTBEHHBIX OpraHMU3alMsX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecype]. — M., 2019. Pexum mocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hauuonanbuwii cranaapt Poccuiickoit ®enepanun. Cucrema
CTaHIApTOB 1O MHPOpPMALUHU, OUOIMOTEUHOMY U H3AaTeNbCcKoMy jeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHIO IOKYMEHTOB // [DIeKTpOHHBII
pecypc]. — M., 2019. Pesxxum moctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonanwHeid ctangapt Poccuiickoit @enepamuu. Cucrema
CTaHIapTOB 10 HH(OpManuK, OHOIMOTEYHOMY U H3HaTenbcKoMmy Jneny. Wudopman3us u
JTOKyMEHTaIus. YmpasieHue nokyMeHTamu. Yacte 1. IloHsATHS W mpuHOMNBL // [DIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JOCTYyTIA! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO U apXUBHOE Je70. TepMUHBI U ONpeeIeHUsI.-
[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpuxa3z MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBepkaeHUH PaBUI OpraHU3aIuN
XpaHEHUs, KOMIUIEKTOBAaHUS, YUeTa U UCIOJb30BaHUS JOKyMEHTOB ApxuBHOro Qgonna Poccuiickoit
®denepanyu U IPyruX apXUBHBIX JOKYMEHTOB B OpraHax IOCyJIapCTBEHHON BJIACTHU, OpraHaX MECTHOIO
caMmoyIipaBiicHHsT ¥ opranusaiusax» // [DnekTponnsiii pecypc]. — M., 2019. — Pexxum nocryma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpukaz Muntpyna Poccun ot 15.06.2020 N 333 "OO06 yTBepkaeHUU TPOhEeCCHOHATHLHOTO
ctanaapta "CrHenuanucT Mo OpraHU3alMOHHOMY M JOKYMEHTAIIMIOHHOMY OOECIIEUeHHUIO YIpaBlICHUs
opranm3zauumei”//  [DnmekTpoHHwsli  pecypc]. - M., 2021, -  Pexum = pocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Tpodeccuonanphblii ctangapt «CrenuasucT Mo yIpaBJIeHUIO TOKyMEHTAIMEeH OpraHu3aiumy,
YTBEpKACHHBIA IpUKa3oM MuHucrepcrsa TpyJa U CoMalbHON 3amuThl Poccuiickoit denepanuu ot
10.05.2017 Ne 416 // [Onextponnsli pecypc]. — M., 2019. — Pexum pocrymna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.
beikoBa T.A. JlokyMeHTalmOHHOE oOecreuyeHue YNpaBiIeHHs (IEeTONPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yueonoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3a. mepepab. u jmomn. — Mockga:
Nudpa-M, 2018. -304 c. — Pexxum noctyma: http://znanium.com/go.php?id=942800/

Tema 2.2. Opranuzanus 10KyMeHT0000poTa — 8 4acoB.

3AJJAHUA

1. U3yuuth coBpeMeHHbIE TpeOOBaHUS K OpraHU3alUH J0KyMEHTO000pOTa B OpraHU3alusXx,
YUPEXKIEHUAX U HA TIPEANPUATHSAX.

2. W3yuuTh U NpoaHATIU3UPOBATh OPraHU3aLMIO JOKYMEHTO000POTa B yCIOBHOM
OpraHM3alMH.

3. U3yuuTh KpaTKy1o XapaKTepUCTUKY AEATEIbHOCTH [IEHTPAIBbHOIO anmapaTta yCIOBHON
OpraHM3alMK U COCTaBUTh ONEPOTrpaMMBbl ABM)KEHHUS BXOIAIIEH, NCXOAIIEH U BHYTPEHHEN
JIOKYMEHTaI1H.

4. Tloacuurath 06bEM JOKYMEHTOOO0POTA YCIOBHON OPraHU3aliH 33 IO,

YKA3AHUS IO BBITTOJIHEHUIO 3AJTAHUI

N3yuure IlpaBmia nemonpou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MeECTHOIO
camoympasiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; MeToanyeckne peKOMEHIAUH IO
pa3paboTKke MHCTPYKLUUH IO JAEJIONPOU3BOJACTBY B TOCYJApCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoymipasieHusi, yTB. Ilpukasom PocapxuBa ot 24.12.2020 Ne 199; IIpumMepHYyI0 HHCTPYKIHUIO IO


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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JIEIOTIPOU3BOJICTBY B TOCYAapCTBEHHBIX opranu3anusx (yTB. [Ipukazom Pocapxua ot 11.04.2018 Ne
44. Cpenaiite BBIBOJ O CTETIEHH pErJaMEHTAllM B HOPMAaTHBHBIX JOKYMEHTaX OOIIMX MPHUHIUIIOB
OpraHM3aliy JOKyMEHTOO0OpOTa, MpaBUi TMPOXOXKIEHUS JTOKYMEHTOB, METOIUKU IOjcYeTa
JOKYMEHTO000pOTA.

1. Ha mnpumepe omnucaHus IOKYMEHTOOOOPOTa YCIOBHOM OpraHM3alldd BBIABUTE €I
0COOEGHHOCTH M OINpENeIUTEe HECOOTBETCTBHE OpraHU3alUN JIOKYMEHTO0O0OpOoTa B JaHHOU
Opranuzaiuu TpebOBaHUSM HOPMATHUBHBIX JTOKYMEHTOB.

2. CocTaBbTe ONEPOTrPaMMbl JBMKEHUs JOKYMEHTOB B YCIIOBHOW opraHusamuu. Jljis 3Toro
OTpEACNTUTE COCTaB JOJKHOCTHBIX JIMI, YYacTBYIOIIUX B OOpaOOTKE M UCHOJHEHUH JOKYMEHTOB;
MOCTIeIOBATEIBHOCTh ~ OMNEpalii 1o  00paboTKE JOKYMEHTOB; H3YYHUTE CXEMBbI JIBHKCHHS
JOKyMEHTOINOTOKOB B YCJIOBHOM OpraHHU3alUu.

OneporpamMma JBMXKEHMSI BXOJSIIMX JOKYMEHTOB JOJDKHA OTPa3sUTh IEPEMELICHUS
JIOKYMEHTOB OT MOMEHTa IIpUeMa J0 NOJUIMBKU UX B JIEJI0 MOCJE 3aBEPLICHUS UCIIOTHEHHUS.

OneporpaMma HCXOIAIIMX JAOKYMEHTOB JIOJDKHA OTPa3UTh IMEPEMELIEHUS TOKYMEHTOB OT
MOMEHTA [TOATOTOBKH UX IPOEKTOB JI0 OTHPABKHU U3 YUPEKICHMUSL.

OneporpamMma JABHKEHHsI BHYTPEHHUX JOKYMEHTOB (Ha IpHMepe MpHUKa3a) J0JDKHA OTPa3UTh
[IepEMEIEHUS IOKYMEHTOB OT MOMEHTA IOATOTOBKH MPOEKTa JOKYMEHTA JI0 MOJIUIMBKH B JIEIO.

3. U3yunB cOCTaB M KOJMYECTBO MOIYyYEHHBIX, OTHPABICHHBIX M BHYTPEHHHX JOKYMEHTOB
YCIIOBHOM OpraHu3aiuy, nojcuuTainTe 00beM ee J0KyMEHTO000pOTa 32 TO/.

KOHTPOJIBHBIE BOITPOCHI

1. Maiite onpeaeneHue NOHATUA " TOKyMEHTO000poT".

2. Ilepeuncnure oOCHOBHbIE TPEOOBAaHUS K OpraHU3aliy JOKyMEHTO000pOTa B OpraHu3aLusiX.
3. IlepeuncnuTe npaBuiia yyera J0KyMEHTO000pOTA.

4. Ha3zoBure TpeOoBaHMs K IPOXO0XKICHUIO U UCTIOJHEHHUIO BXOISIINX JTOKYMEHTOB.

5. HazoBuTe 3Tansl NPOXOXKAECHUS U UCIIOTHEHUS HCXOJAIINX U BHYTPEHHUX JOKYMEHTOB.

6. IlepeunciuTe npaBuia neperayn JOKYMEHTOB BHYTPH YUPEKICHHS.

NCTOYHUKU U JIMTEPATYPA

J [IpaBuna  meTONPOM3BOJACTBA B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO
camoympaBienusi, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnexktpoHHBIH pecypc]. —
M., 2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/.

J Mertoanyeckie peKOMEHJAMK 10 pa3paboTKe WHCTPYKIMK 110 JEJOMPOU3BOJCTBY B
rOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoymnpasieHus, yTB. IIpukazom Pocapxua ot
24.12.2020 Ne 199 /I [Onektponnsiii pecypc]. — M., 2021. — Pexum pnocryna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

J [TpumepHass MHCTPYKIUS MO JIEIONPOU3BOJICTBY B T'OCYJapCTBEHHBIX OpraHU3alMsix, yTB.
[Mpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DOnekrponssiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e T'OCT P 7.0.97-2016. HanmmonanwHbili crangapt Poccuiickoit @enepanuu. CucreMa CTaHIapTOB
no uHpopmMauy, OMOINOTEUHOMY U H3JATEIbCKOMY Aely. OpraHu3alOHHO-PAaCHOPsAUTENbHAs
nokymeHTanus. TpeboBanus K 0OPMIICHUIO JOKYMEHTOB // [DnekTpoHHsbIi pecype]. — M., 2019.
Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

e T'OCT P HUCO 15489-1-2019 Hauwmonanbubeiii cranmapt Poccuiickoii ®epeparnuu. Cucrema
CTaHJapTOB TO HH(popManuu, OUOIMOTEYHOMY M u3JareiabckoMmy neny. Mudopmar3us wu
JOKyMeHTalus. YnpasieHue nokymeHtamu. Yacte 1. [loHsaTus u npuHOUNbL. // [DNeKTpOHHBINR
pecypc]. — M., 2021. Pexum JIOCTyTa! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

e [OCT P 7.0.8-2013 [lenompou3BOACTBO M apXuBHOE Jeno. TepMUHBI M OmpeneseHHs.-
[DneKTpOHHBIN pecypc]. — M., 2019. Pexxum JOCTyIIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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e [Ipukaz MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkIeHUHM MpPaBUI OpraHU3ALUN
XpaHEeHHs, KOMIUICKTOBAaHUS, ydeTa M HCIHOJb30BaHUSA JOKYMEHTOB ApxuBHOro (onmaa
Poccuiickoit denepauun u APyrux apXUBHBIX JOKYMEHTOB B OpraHax rocylapcTBEHHOW BIacTH,
OpraHax MECTHOT'O CaMOYIIPaBJICHUS M opranu3anusx» // [DnexTponHsiii pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L4 I[OHOJIHI/ITCJIBHLIC HCTOYHHUKHU

. [Tpuka3z Muntpyna Poccun ot 15.06.2020 N 3331 "O06 yTBepkaeHnH MpohecCHOHATHFHOTO
crangapra "CHeuuMaJucT TO OpPraHW3alMOHHOMY U JOKYMEHTAMOHHOMY OOECTIeUCHHIO
ynpasieHust opranuzanuei”// [DmexkrponHsii pecypc]. — M., 2021. — Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

. [TocranoBnenue IlpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxkaenun IlpaBun

JIeJIONPOU3BOJICTBA B (heJIepabHBIX OpraHax MCHOJHUTEIBHON BIacTU»// [ DNEKTPOHHBIN pecypc].
— M., 2019. — Pexxum pocrymna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [TocranoBnenne IIpaBurensctBa PD or 25.12.2014 Ne 1494 “O06 yTBepkIeHUW MpaBuiI oOMeHa
JOKYMEHTAaMHU B JJIEKTPOHHOM BHUJE IPH OpraHu3alnuud WHGOPMAIMOHHOTO B3auMojJeicTBus//
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum noctyma: https://base.garant.ru/70832680/.

e brikoBa T.A. /lokyMeHTallMOHHOE 0O€ecIIeUeHe yIpaBIeHUsl (A€I0NPOU3BOICTBO) [DIEKTPOHHBIN
pecypc]; yaeoHoe nocooue/ T.A. beikosa, T.B. Ky3Henona. -2-e u3z. nepepad. u gom. — Mocksa:
Nudpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 yaca.

3ATAHUS

1. Uzyunts TpeGoBaHMS HOPMATHBHO-METOAMYECKUX JOKYMEHTOB K PETMCTPALUM M
HOCTPOEHUIO NHPOPMAIIMOHHO-CIIPAaBOYHOTO alIapara.

2. 3apeFI/ICTpI/IpOBaTB HECKOJIBKO JOKYMCHTOB, IIPECIJIOKCHHBIX IMPETIOAABATCIICM.

3. O3HaKOMHUBIUMCH C ONMCAHHEM TEXHOJOTMHM PETHCTPALMU JOKYMEHTOB B YCIOBHOM
opraHuzanyu, pa3zpaboTraTb W OOOCHOBaTh TNPEAJIOKEHHS IO pAMOHAIBHOW OpraHU3aluu
perucTpanuy u HHGOPMaIMOHHO-CIIPAaBOYHOM pabOTHI.

VYKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. yunre IlpaBmia nenonmpoM3BOJICTBA B TOCYNAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasienus (paszgenst 1, 1V), Meroguueckne pekoMeHAAMU O Pa3pabOTKe MHCTPYKIHN IO
JIeTIOTIPOM3BOCTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHus, [IpumepHyto
MHCTPYKIIMIO TIO JIeJIONPOU3BOJCTBY B roCylapcTBEHHBIX opranuzainusx (yrB. IIpukaszom Pocapxupa
or 11.04.2018 Ne 44. OOparure BHHUMaHHME Ha COCTaB JOKYMEHTOB, IOJUIEKAIIMX PpErucTpalui,
MOCJIeIOBATEIbHOCTh  PACMOJIOXKEHUs  COCTAaBHBIX  dYacTell  HMHAEKca  JOKYMEHTa, IpaBuiia
dhopmupoBanus THGHOPMAIIMOHHO-CITPABOYHBIX 0a3 TaHHBIX.

2. 3aperucTpupyiiTe npeniokKeHHble JOKYMEHTbI, 00paTUB 0c000€ BHUMAaHUE HAa PETUCTPALIUIO
WHUIMATUBHBIX U OTBETHBIX ITHCEM.

3. IIpoananu3upyiTe MOpsAAOK PErUCTPALlUU JOKYMEHTOB B YCIOBHOW opraHuzanuu. OTMeTHB
0COOEHHOCTH OpTraHW3alMU W TEXHOJOTUU PETUCTPAIlMM JIOKYMEHTOB B YCJIOBHOW OpraHH3allHH,
OIpeNieNIuTe MX HEeAOCTaTKH. Ha OCHOBE MpPOBENEHHOT0 aHanM3a W TpeOOBaHUH HOPMATHUBHO-
METOAMYECKUX JOKYMEHTOB pa3padoTaiiTe MpeIosKEHHS 110 OpTraHU3alui PETUCTPAIlUN JOKYMEHTOB
U TIOCTPOCHHUIO HHPOPMALIMOHHO-CIIPABOYHOTO anmnapaTa B yCJIOBHOM OopraHu3aluu.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe peructpauus AokyMeHToB? Kakue 3aaun pemarorcst B A€JI0MPOU3BOACTBE C
MOMOIIIBIO ATOM onepanuu’?

2. Kakne moKyMeHTHI MOJJIeKaT PErUCTPAIINH?


https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://znanium.com/go.php?id=942800/
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3. KakoB 00s13aTenpHBII COCTaB PEKBU3UTOB MPU PETUCTPAITAN?

4. B ueM OCHOBHOM NPUHLIMII PETUCTPALUNT

5. KakoBbl OCHOBHBIE ITpaBHIIa UHACKCAIIMH JOKYMEHTOB?

6. Kakoe npenMyI11ecTBO UMEET CIIEHUANINCT IPU PETUCTPALIMUA JJOKYMEHTA B
AaBTOMATHU3HPOBAHHBIX CHCTEMaX 10 CPABHEHUIO C TPATUIIMOHHBIMU METOAaMU?

NCTOYHUKU U JINTEPATYPA

[IpaBuiia  JEeTMONMPOM3BOACTBA B TOCYJApPCTBEHHBIX  OpraHax, oOpraHax MeECTHOTO
camoyrmpasieHust, yTB. IIpukazom Pocapxusa ot 22.05.2019 Ne 71 /I [Dnexktpounsiii pecypc]. — M.,
2021. — Pexxum pocrtyma: http:// https://base.garant.ru/72291836/.

MeTtoauueckie peKOMEHAAlWU IO pa3padoTKe MHCTPYKLUMHA MO JEIONPOU3BOJCTBY B
TOCy/IapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO caMmoympamieHwus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /I [Dnekrponnsni pecypc]. — M., 2021. — Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKLUS MO JEJIONPOU3BOJACTBY B T'OCYAapCTBEHHBIX OpTraHU3alMsIX, YTB.
ITpuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hauuonanbuwii cranaapt Poccuiickoit ®enepaunun. Cucrema
CTaHIapTOB MO0 HHPOpManMM, OUOIMOTEYHOMY M HU3JAaTelIbCKOMy Jeny. OpraHuszanuoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHUS K OQOPMIICHHUIO AOKYMEHTOB // [DIEeKTpOHHBII
pecypc]. — M., 2019. Pesxxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonanwHbid cTtanmapt Poccuiickoit denepamuu. Cucrema
cTaHmaptoB 1o wuH(poOpMammuu, OHOIMOTEYHOMY W U3JaTeNbckoMy neny. Hudopman3us wu
JNOKyMeHTanusl. YmpaBieHue aokymeHtamu. Yacte 1. Ilonsrtus w npuHmunsl. // [DneKTpOHHBII
pecypc]. — M., 2021. Pexum JOCTyTA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenmompow3BOACTBO W apXHWBHOE JeJ0. TEpMUHBI M OIMPEICIICHUS.-
[D51eKTpOHHBIN pecypc]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
boikoBa T.A. JlokyMeHTallMOHHOE OOecleueHne YIpaBiIeHUs (IEIOMPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yueonoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3a. mepepab. u jon. — Mockga:
Nudpa-M, 2018. -304 c. — Pexxum moctyma: http://znanium.com/go.php?id=942800/

Tema 2.4. Opranusanus TeKylnero XpaHeHusi IOKYMeHTOB — 8 4acoB.

3AJAHUA

1. M3yunth TpeOOBaHUS HOPMATHUBHBIX AKTOB U HOPMATUBHO-METOAMUYECKUX JOKYMEHTOB K
COCTaBJICHUIO ¥ 0()OPMJIICHIUIO HOMEHKJIATYPhI JIE.

2. H3y4nTh BO3MO>KHOCTH MCIIOJIB30BaHMSI IEPEUHS CO CPOKAMH XPaHEHUs JOKYMEHTOB B
JIeJIONPOU3BOJICTBE OPraHU3aLINH.

3. TIpoananu3upoBaTh KOHKPETHYIO HOMEHKIIATYpPY /€] YCIOBHOM OpraHu3alyy 1 BHIIBUTD
OLIMOKYU B €€ COCTaBJIEHUU U O(pOPMIICHUH.

4. CocTaBUTh HOMEHKJIATYPY J€ YCIOBHOM OpraHU3allyHy.

YKA3AHUS IO BBITIOJITHEHUIO 3AJTAHUI

1. W3zyunte IlpaBuna aenonpou3BOACTBa B TOCYAAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasiieHus (paszen 6,7), Meroawmueckne pEeKOMEHJAMH 10 Pa3pabOTKe WHCTPYKIHMHA TIO
JETONPOU3BOICTBY B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJICHUS (IPUIIOKEHHUS
13-23), TTonoxxeHue 0 MOPSIKE U CPOKAX XPAHEHHUS TOKYMEHTOB aKIIMOHEPHBIX 001IecTB, [IpumMepHyto
MHCTPYKIIMIO TIO JIEJIONIPOU3BOCTBY B rocylapcTBEHHBIX opranuzanusax (yrB. [Ipukaszom Pocapxusa
ot 11.04.2018 Ne 44) Vscaute cnenyroiiee:

. BUJIbl HOMEHKJIATYP JIET;

. THUIIBI HOMEHKJIATYp J1e (KJIacCU(pUKALNOHHBIE CXEMBI);
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. npaBuia GopMyJIUPOBaHMS 3ar0JIOBKOB JAEI;

. VCTOYHUKH YCTAHOBJIEHHSI CPOKOB XPAHEHUS JOKYMEHTOB;

. IIpaBWJIa CUCTEMATHU3ALMH U UHICKCALIMK 3ar0JIOBKOB JEIT;

. npaBuia 0pOpMIICHHS, TOJIUCAHNUS, COTTIACOBAHHS U YTBEPKIACHUS
o HOMEHKJIATyPBI JEII.

2. V3yuure yka3aHus 110 npuMeHEeHHI0 [lepedHs TUIIOBBIX yIIpaBIEHUECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yoLMXCsl B IIPOLECCE ACATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB
MECTHOI'O CaMOYIIPABJICHUs U OPTaHU3alUl, C YKa3aHUEM CPOKOB XPAHECHMS U BBISICHUTE:!

. MOPSAIOK IPUMEHEHUS TIepeyHsl B J1€JI0MPOU3BOJICTBE;
. g depeHIManio CPOKOB XpaHEHUs JOKYMEHTOB I10 TPYIIIaM OpraHU3aIluii;
. CXeMy MOCTPOEHUS ePEYHs U €ro Hay4YHO-CIIPaBOYHBIH amnmapar.

3. Ilpoananu3upyiiTe KOHKPETHYIO HOMEHKJIATYpPY J€l YCIOBHOM OpraHW3alliH, BBISBHTE
HE/IOCTATKHU €€ COJIepKaHMsl U 0POPMIICHHUS, TIPOUIUTIOCTPUPOBAB KAXK/IbI U3 HUX IPUMEPOM.

4. Vzyunte CTPYKTYpy M COCTaB JOKYMEHTaIbHOrO ()OHIA YCIOBHOM OpraHW3allid H
paspaboraiitTe KiIacCH(PUKAIMOHHYIO CXeMy HOMEHKJIaTypsl Aen. Odopmure ee B BHIEC CIHCKA
CTPYKTYPHBIX MOAPA3/EICHUI C MHAEKCAMH, PACIOJIOKEHHBIMH 10 cTereHu 3HaunMocTtu. OOparure
BHHMaHHE Ha TO, YTO CXeMa KIACCU(PUKAINU JOJDKHA COOTBETCTBOBATH TJIaBHOW TaOymie [lepedns
TUIIOBBIX JJOKYMEHTOB CO CPOKaMH XPAaHEHHUS.

CocTaBbTe HOMEHKJIATYPY €] YCIOBHOW OpraHHU3aluy, Ui 4ero: chopMympyiTe 3aroioBKU
Jiell B COOTBETCTBUM C YCTAaHOBJICHHBIMHU TPEOOBAHUSMU M YCTAHOBUTE CPOKH XpaHEHHs el IO
MEPEYHI0; MPOBEANTE CUCTEMATH3AIMIO 3aroJIoBKOB Aen. OdopMHuTe HOMEHKIATYpy AeN Ha oOmeM
OllaHKE YCJIIOBHOH OpraHH3alluy MO YCTAHOBJICHHOH (opMe, OMpeaesuTe COCTaB JOHKHOCTHBIX JIMII,
KOTOPBIE JOJKHBI €€ 3aBU3UPOBATH U YTBEPAUTD.

KOHTPOJIBHBIE BOITPOCHI

1. JlafiTe onpeescHre HOMEHKIIATYPBI JCII.

2. OxapakTepu3yiiTe IpUMEHEHHUE PA3IMUHBIX BUJOB HOMEHKIATYPHI JI€I.

3. Ilepeunciute TpeOoBaHUs K (HOPMYITHUPOBKE 3ar0JIOBKOB JIE]I B HOMEHKJIATYPE.

4. llepeuncaure TpeOOBAHUS K CHCTEMATHU3AIIMH 3ar0JIOBKOB JIe]l B HOMEHKIIATYpe.

5. Kak o6pasyercs uHIeKc Jena B HOMEHKIaType?

6. Kak ucnonb3yercs nepeueHb JOKYMEHTOB C yKa3aHUEM CPOKOB XpaHEHUS B
JIEIOTIPOU3BOICTBE?

7. KakoBblI 3Tarbl pa3paboTKu HOMEHKIATYPHI 1e7?

8. KaxoB cpok JeifcTBHS HOMEHKIATYPHI €717
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10. beikoBa T.A. JIOKyMEHTallMOHHOE OOECIeYeHUEe ympaBiIeHUS  (JEIOMPOU3BOICTBO)
[DnexTpoHHEI pecypce]; yueOHoe mocodue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e uza. nepepao.
m gom. —  MockBa: Huppa-M, 2018. -304 c¢. — Pexmm  pmocryma:
http://znanium.com/go.php?id=942800/

9.2 MeToan4yeckue peKOMeHIalMH 10 MOAr0TOBKe MUChbMEHHBIX padoT

[TucbmenHble paboThl (pedeparTsl, peLieH3un) MPOSBIAIOT KaK TEOPETUYECKUE 3HAHMA, TaK U
MIPaKTUYECKH HAaBBIKM CTYJEHTOB. Teopusi moJpa3yMeBaeT 3HAKOMCTBO C IOHSTHUAMU «JOKYMEHT»,
«ACTOPUYECKUI HUCTOYHUK», «IOKyMEHTalbHas MyOIMKalMsS» W Jp. U HUX KIACCUPHUKALMSIMU.
[IpakTHueckre HaBBIKM 3aKJIIOYAIOTCS TAKK€ B YMEHHUU MOJATOTOBUTH Ha IMPAKTHKE, B KadecTBE
NPUJIOKEHU K pabdoTe, JOKYMEHTAJIbHYIO MyOJMKAIMIO, OLEHUTh M NPOAHAJIM3UPOBATH YiKe
MMEIOIIUECS U3/1aHus, a TAK)KE TPAMOTHO U3JIOKUThH Pe3yJIbTaThl CBOMX HAOJIOJIEHUI B COOTBETCTBUU
C npaBuiIaMH 0(pOpMIIEHUS KBATM(UKALIMOHHBIX padoT.

[Ipu BBIOOpE TEMBI HCCIEAOBAaHHA, a TakkKe IpeaMeTra W OObeKTa H3yueHHUs CilenyeT
OpPHEHTUPOBATHCSI Ha YK€ MUMEIOIIUICS B 3TOM Jene onbIT. PaboTel mo apxeorpadguu Moryt ObITh
MOCBSIIEHBl BONPOCAM TEOPUH, MCTOPUM WM METOAMKH apxeorpaduu. TeopeTHuecKkue acieKThl
CBSI3aHbl, KaK IpaBWJIO, C I'paHUIAMM apxeorpaduu Kak HAy4YHOM NIMCIMILUIMHBI, €€ 3aJadaMu U
COOTHOIIEHUEM C JPYTMMH JTUCLUIUIMHAMU U HAIIPaBICHUSIMH.

Hctopus apxeorpaduu BKJIIOYAeT aHAINW3 U3AAHUNH HMCTOYHHMKOB ONpEAETICHHBIX BHJIOB WIH
30X, WM HMCTOYHUKOB, OOBEIUHEHHBIX TeMaTHUeCKU. BO3MOXKHO Takke pacCMOTpPEHHE BKJaJa B
apxeorpa(uio OTeIbHO B3STOIO JIMLA WU YUPEKICHHUS.

MeTtonuyeckue acnekThl MOApPa3syMEBalOT M3YYEHMsI OTAEIbHBIX 3TalloB apxeorpaduyeckoit
paloThl, TaKuX, HapUMep, Kak Iepenada TeKCTa MCTOYHHKOB MJIM BBIOOp TecTa s IyOJUKAIUH.
[IpoGnemsbl, cBs3aHHBIE C COAEpPNKAHHEM pacCMAaTPUBAEMBIX H3AaHUM (TO €CTh OMyOJIMKOBAaHHBIX
HCTOYHHKOB), TaKXe MOTY COCTaBJIATh MpeaMeT i u3yueHHus. B oIHON BBIMyCKHON paboTe Ha
IIPAKTUKE BO3MOXKHO COYETAHUE CPa3y HECKOIbKUX MOIXO/I0B.

XpOHOJIOTHYECKUE M TeMaTW4YeCKHe TPaHMIlbl IpU BBIOOpPE TeMbl paboThl MO apxeorpaduun
JIOCTaTOYHO IIMPOKH, YTO TO3BOJSET JOCTATOYHO JIETKO MPHUOIM3UTh MX K HAy4YHBIM HHTEpecaM
CTYJEHTA.

[Ipn wHanucanun paOOTHl BHauaje, KakK MPaBWIO, CTYJEHT Ha OCHOBAaHHUU CBOETO
[IEPBOHAYAJILHOTO 3HAKOMCTBA C MCTOYHMKAMU M JIUTEPATYpPOHM M IPHU KOHCYJBTAllMU C HAy4YHBIM
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PYKOBOAMTENIEM OTpEIeseT OOIIYI0 HCCIEAOBATEIbCKYI0 MPOOJIeMy, PEIICHUI0 KOTOpoil Oymer
MOCBAIIEHA ero paboTra. B TekcTe 3aKOHYEHHOT0 NCCIIeA0BAaHM 3Ta MpoliIemMa Jo/bKHA ObITh BHIHA U3
Ha3BaHUs paboOThI, ee 00beKTa W mpeamera. s yTOUHEHHs HAINpaBICHHS NaTbHEUIINX JEHCTBHIA
CTYACHTY CJEIYyeT, C yUeTOM BBIOPaHHOTO I€HEPAILHOTO IYTH, 00Jiee OCHOBATEIHLHO MO3HAKOMHUTHCS C
WCTOYHUKAMHU M JINTEPATYPOH O MHTEPECYIONIMM ero mpobiemaM. Pe3yibraToM 3TOT0 3HaKOMCTBA
ABJICTCA  COCTABJICHUC CTYACHTOM IlJIaHA pa6OTBI U  OpCABAPUTCIBHOIO BapuaHTa CIHHCKa
WCIOJIb30BAHHBIX MCTOYHUKOB WM JUTEpaTypbl. M TUIaH, M CIIMCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pykoBoauTesneM. JlaJbHEWIINEe NEHCTBUS CTYACHTA 3aKIIOYalOTCs B PEIICHUU IOCTABJICHHBIX WM
3agad. [Ipy 3TOM HEOOXOIMMO YUUTHIBATH CIICIYIOIINE MOMEHTEI.

JIrobass mucbMeHHasi paboTa MMEET OINpPENEeNIeHHBI COCTaB: THUTYJLHBIA JIMCT, OTJaBIICHHE,

BBEJICHHE, TJIABbl, 3aKJIIOYCHHUE, CITMCOK HMCIOJIB30BAHHBIX MCTOYHUKOB W JIUTEPATYPHI, TPUIOKECHUS
(BO3MOXKHBI).
Kaxnmast coctaBHas 4acTh pabOThI UMEET CBOKO CTPYKTYpPY WM CTPOUTCS B COOTBETCTBUU C HAyYHOU
JIOTHUKOW U (QopMaibHBIMU TpeOoBaHuAMHU K odopmieHuio pabor. Hambonee crporo cobmogaroTcs
TPaIUIMK HAITUCAHUS BBEICHHS, KOTOPOE TPATUIIMOHHO UMEET CIICIYIOIIUE Pa3Jelbl: aKTyalbHOCTh
TEMBbl HCCIEIOBaHMs, WCTOYHHMKH HCCIeNoBaHus, uctopuorpadusa. Paccmorpenue storo 0Oioka
BBEJICHUS OTNpe/essieT 00BEKT, MPEeaMET, IEeNd U 3aJa4l paboThl, a TAK)KE METOJbl UCCIICIOBAHMS,
Hay4YHYIO HOBU3HY M CTPYKTYpy paOoThl. [lopsaok pa3nenoB B HEKOTOPHIX CIIy4yasix MOXKET MEHSThHCA,
HO WX Haimuyue o0s3aTeIbHO BO BBEACHWU K pabote. [lpM WM3I0KEHHMH peE3ysIbTaTOB CBOETO
HCCIIEIOBAHMS CTYJIEHT JOJDKEH BIIaJIeTh HEOOXOAMMOM KyJlIbTYpOH LIUTUPOBAHUS, KOTOpPAsk MO3BOJISET
CTPOTO OTHENSATH BBIBOJBI aBTOpa OT HAOMOACHUN W (aKTOB, 3aHUKCHPOBAHHBIX B UCTOYHUKAX M
JuTeparype. Tonbko Tako IIoaAXod ITO3BOJIAACT BIIOJIHE OLICHUTH CTCIICHb HOBU3HBI U 3HAYHNMOCTU
pabothl. B 3akimtoueHnu k pabote B 1eoM (a TakKe B 3aBEpIIAIONINX ad3arax B KOHIIE I1aB) JOJKHBI
OBITh MPUBEIEHBI BBIBOBI, K KOTOPHIM CTYJCHT IPHIIEI B PE3yJIbTaTe MPOBEICHHON paboThl. BBIBOABI
JIOJDKHBI OBITh apTyMEHTUPOBAHBI.
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[Ipunoxenue 1. AHHOTAITUS
paboyeii mporpaMMbl JUCIUATITHHB

AHHOTAIIYSA PABOYEH MPOT'PAMMBI JIUCHUTLIAHBI

Hucturnnuna «OpraHu3anusi U TEXHOJOTUS JOKYMEHTAIMOHHOTO OOECICUCHUS YIPaBICHUS»
peanuzyercsi Ha (akKylbTeTe apXWBOBEICHUS U JIOKYMEHTOBEICHHS Kadeapoil TOKyMEHTOBEICHUS,
ayAMOBU3YaJIbHBIX U HAYYHO-TEXHUYECKHUX apXUBOB.

Henar AMCHUIVIMHBI — TOArOTOBUTH BBITYCKHUKA, 3HAIOIIETO OCHOBHBIC HAIpPaBJICHUS
roCyJapCTBEHHOM perjiaMeHTanuu padboThl ¢ JokyMmMeHTamu B Poccuiickoit ®Dexepanuu, 3amadu
CIIy’)KObl JTOKYMEHTAllMOHHOTO OOECHEYEHHUs YMpaBICHHS U BIAJCIOLIETO METOAaMH aHaiu3a u
COBEPUICHCTBOBAHMS TEXHOJIOTUU TUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPAIU.

3agaun AUCHUNIMHBI:

- I3YYHUTh HCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CHCTEMBI JISIIONPOU3BOICTRA;

- OBJIQJIETh CIEUATbHON TEPMUHOJIOTHUEN;

-  W3y4YUTh COBPEMEHHYIO 3aKOHOJATENIbHYI0, TMPaBOBYID M HOPMaTHBHYIO 0asy,
permaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHeH;

- copmupoBaTh y CTYJACHTOB HAaBBIKM BBIMIOJHEHUS OCHOBHBIX JEJIOMPOU3BOJICTBEHHBIX
orepalii B yCIOBUAX MPUMEHEHUS TPAAUIIMOHHBIX U aBTOMATHU3UPOBAHHBIX TEXHOJIOTHH 00paboTKU
JIOKYMEHTOB;

- chopMHpOBATh HABBIKM aHAIHM3a CUCTEMBI JOKYMEHTAlIMOHHOTO 00eCTIeYeH sl YIIPABICHUS;

- ONPENENIUTh HAIPABJICHUS BO3MOYKHOIO COBEPIIEHCTBOBAHUS CUCTEMbI JIOKYMEHTAIIHOHHOTO
o0ecrnieueHus ynpaBIeHUS;

- U3YYUTH TOPAJIOK OpraHU3AIMH CIYKObI TOKYMEHTAIIMOHHOTO OOECIeYeHUsl YIpaBJIeHUS B
COBPEMEHHOMN OpraHU3allHu.

Z[I/ICLII/IHJ'II/IHEI HaIlpaBJICHA HA (bOpMHpOBaHHC CJICAYIOIIUX KOMIIETEHITHM:

OIIK -2. Cioco0eH HaXOAUTh OPTraHU3AIMOHHO-YIIPABICHYECKUE PEIICHHSI IPU PEIICHUH
3a1a4 B chepe cBoelt mpodecCHOoHaATBEHON IS TENHHOCTH.

B pe3yinbraTe 0cBOSHUS TUCIUTUTHHBI 00YYaIONUICS JTOJDKEH:

3namp:

COBpPEMEHHBIC MTPOOJIEMBI JJOKYMEHTAIIMOHHOTO 00CCIICUYCHUS YITPABJICHHUS U apXUBHOTO JIea,;
MOPSIOK pabOTHI CITYKO TOKyMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPABIEHUS U apXHBOB

Ymemes:
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pemath npodeccuoHaIbHbIC 3a/1aud B chepe TOKYMEHTAIIMOHHOTO 00ECIICUeHUs yIIPaBICHUS
W ApXUBHOTO JIET14;

pErIaMEeHTHPOBATh Pa0OTY CIIYKO JTOKYMEHTAIIMOHHOTO 00ECIICYCHUS YITPABICHHUS U apXUBOB

Bnaoems:

HaBBIKAMU OIICHKH COBPEMEHHOT'O COCTOSIHUSI CHUCTEMBI JIOKYMEHTAI[HOHHOTO OOeCTICUeHHS
YIpaBJICHUSA U apXUBHOIO J€ETa,

HaBBIKAMU OpTaHU3alluk pabOoThl MOApa3elieHUi B chepe TOKYMEHTAIMOHHOTO 00ECIICUeHUs
YHpaBJICHUA U apXHUBHOTO J1€jIa B COOTBCTCTBHUH C HOPMATUBHBIMU Tpe6OBaHI/I$IMI/I.

[To qucuuIuIMHE IpeTyCMOTPEHA MIPOMEKYTOUHAs aTTeCTalus B (hopMe dK3aMeHa.
OO01ast TpPyA0E€MKOCTb OCBOCHUS JUCLUIUINHBI COCTaBIIAET 4 3a4E€THBIX €JMHUILIBL.



