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1. O01ue MoJI0KEeHU A

1.1. Lenpr0o rocynapCTBEHHOM HWTOTOBOM aTTECTAllMd BBIMYCKHUKOB  SIBIISETCS
OINpENICICHUE  COOTBETCTBUSL ~ pE3yJbTaTOB  OCBOEHHS  OOYy4aloOIIMMHUCS  OCHOBHOM
npodeccuoHaIbHON o0pa3oBaTeNbHON IIPOrpaMMbI TpeOOBaHUAM (benepanpHOTO
rocyaapcTBeHHOro oOpasoBarenbHoro crangapra (OI'OC BO) no HampaBiIeHHIO MOATOTOBKH
46.03.02 «/lokyMEHTOBEACHUE U apXUBOBE/ICHHUE.

1.2. ®opmamu rocy1apCTBEHHOM UTOTOBOM aTTECTAI[UU SBISIOTCS:
e ['oCynapCTBEHHBIN YK3aMEH
e 3ammra BRIYCKHON KBanu(pukannoHHoi padotsl (nanee — BKP).

1.3.  Bunsl npodeccuoHanbHON AEATEIbHOCTH BBIITYCKHUKOB M COOTBETCTBYIOIINE
UM 3a/1a44 IPO(ECCHOHATEHON AEATEIbHOCTH:

HayuHo-uccnenosarensckas;
OpraHu3alinoOHHO-YIIpaBICHYECKAs;
IIpoexTHasl.

3amaun npodeccuoHaIbHOM e TeNbHOCTH HayYHO-UCCIIEI0BATEIbCKOTO THIIA:
- ydJacTue B TEOPETHYECKHX pa3paboTkax B 00JacTH JOKYMEHTOBEIEHHUS |

apXMUBOBE/ICHUS,;

- aHanu3 HH(OPMAIMOHHBIX MOTOKOB W MH(OPMAIIMOHHOTO B3aUMOJCHCTBUS B
OpraHu3aluy;

- aHAJIM3 MOTPEOHOCTEN B OMEPATUBHOM M PETPOCIIEKTUBHON MH(POPMAIINH, OIpEICIICHUE
METOIOB U CIIOCOOOB UX YJOBICTBOPEHUS;

- ydacTHe B TPHUKJIAIHBIX pa3padOTKax IO CO3JaHUIO0 CHCTEM JIOKYMEHTAllMOHHOTO
o0ecrieyeHusl yIpaBlieHUs, YHU(UKAIUN, CTaHJApTU3AIMH JIOKYMEHTOB, a TaKke B 00JacTu
apXMUBHOIO JIEJ1a;

- yyacTue B IPOCKTUPOBAHMU U BHEIPCHUM aBTOMATU3UPOBAHHBIX CHCTEM
JTOKYMEHTAIMOHHOTO 00ECIIeUeHHUs yNpaBieHUs (CUCTEM 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa) U
apXMBHOI'O Ji€Jla HAa CTaJusAX IIOCTAHOBKM 3aJa4dM M OLEHKM HX IPHUMECHEHHUS B YCIOBUAX
KOHKPETHOW OpraHu3aluu;

- y4yactue B pa3pabOTKe HOPMAaTUBHO-METOAMYECKHX JOKYMEHTOB, AaKTOB (TIpaBHII,
nepevyHer JOKyMEHTOB, MOJIOXKEHUN, MHCTPYKLUH, KiaccuukatopoB, Tabenei mpUMEHSeMbIX
(bopM TOKYMEHTOB M) MO JJOKYMEHTAITHOHHOMY 00€CIICUEHHUIO YIIPABICHHS U apXUBHOMY JIETY;

- TMOJTrOTOBKA JOKYMEHTAJIbHBIX MyOJMKAllMii M CHpPAaBOYHO-TIOMCKOBBIX CPEICTB K
apXUBHBIM JOKYMEHTaM;

- Y4aCTHE B BBICTABOYHO-PEKIAMHOM IEATEIBHOCTH;

- IOATOTOBKA CIIPABOYHO-TIOMCKOBBIX CPCIACTB,
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- cocTaBiieHHE pedepaToB M co3naHue Oubimorpaduu Mo TeMaTUKE IMPOBOIUMBIX
HCCIICIOBaHUM;
- y4acTH€ B COCTaBJICHMH OTYETOB IO HAYYHO-HCCIEIOBATEIbCKOH M METOIUYECKOM

pabore;

3anaun npodeccuoHaNbHOM AeTETLHOCTH OPraHU3alMOHHO-YTIPABICHYECKOTO THTIA!

oOecrieueHre (PYHKIMOHUPOBAHUS CUCTEMBI YIIPAaBICHHs JOKYMEHTAaMH B OpraHHM3aluu
Ha 0a3e HOBEHIIMX TEXHOJIOTHIA;

IUTAaHUPOBAHMUE, OpraHu3anus, COBEPILECHCTBOBAHUE JIeATEIIbHOCTH CIIyX0
JOKYMEHTAIMOHHOTO OOECTICUeHHs YINpPaBJICHUS, apXUBOB M CIYXO AapXWBHOTO XpaHCHHS
JOKYMEHTOB OpraHU3alN;

CO3/1aHME JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB, PETIAMEHTHUPYIOIUX MPOLEAYPHI U IIpaBHIIa
JTOKYMEHTUPOBAHUS, pabOThl C JOKyMEHTaMH, OpPraHM3allMd MX XPAaHEHMS, KOMIUIEKTOBaHMS,
ydeTa 1 MCII0JIb30BaHMUs,

OpraHu3alusl KOHTPOJI COCTOSIHUS JIOKYMEHTAIlMOHHOTO OO0ECIeUYeHUsl YIpaBICHHUS WU
COCTOSIHUSI apXUBHOT'O XpPAaHEHUs JOKYMEHTOB B OPraHU3alINN;

PYKOBOJACTBO CTPYKTYPHBIMHU IOJAPA3JIEICHUSMH, OCYILIECTBISAIOIIUMU JEATEIbHOCTh B
chepe TOKYMEHTAIMOHHOTO OOecmeueHHus] YMOpaBICHUS M apXUBHOTO Jiela B OpraHax
rOCyJapCTBEHHON Biactu cyObekToB Poccuiickoit ~ @Denepamuu, opraHax MECTHOTO
CaMOYIIPaBJICHUS;

PYKOBOJICTBO CTPYKTYPHBIMU TMOJpa3feieHusAMU (eaepanbHbIX apXWBOB, apXHBOB
cyobekToB Poccuiickoit denepariyiv 1 MyHUIMIIATBHBIX apXHBOB;

YIPaBJIEHUE APXUBHBIM JEJIOM B OPraHaX MECTHOIO CaMOYIIpaBJICHMUS,

PYKOBOJICTBO MYHHIIMIIATbHBIMU M BE€JIOMCTBEHHBIMU apXWBAaMH, apXUBAMU U CITy>KOaMu
apXUBHOTO XPAaHEHHs JOKYMEHTOB OpraHu3alui, pYKONHMCHBIMM OTAEJaMH MYy3€€B U
OMOIHNOTEK;

PYKOBOJCTBO ayTCOPCHHIOBBIMU OpraHM3allMsIMM OKa3aHMWsl YCIyr [0 XPaHEHHIO
apXMBHBIX JOKYMEHTOB U IO apXHBHOM 00pabOTKE TOKYMEHTOB;

ydacTHe B paboTe 1Mo 3KCIepTU3e IEHHOCTH JOKYMEHTOB;

BEJICHUE apXUBHOI'O JI€JIa B OpPraHU3alusIX;

o0ecrieyeHHEe B COOTBETCTBUM C YCTAHOBJIEHHBIM HOPSIKOM IIpUEMa, PETHUCTPAIUH,
CUCTEMATH3alluM, OpraHU3alluyd XpAaHEHWUs, KOMIUIEKTOBAaHHUS, YydeTa U HCIOJIb30BaHUS
JOKYMEHTOB;

COCTaBJIEHUE U BEJIEHUE CIIPAaBOYHO-NIOMCKOBBIX CHUCTEM (HAY4YHO-CIPaBOYHOIO

anmnapara), y4eTHbIX JOKYMEHTOB;



UCIIOJIHCHUE JIOKAJIbHBIX HOPMATUBHBIX aKTOB, PENNIAMEHTUPYIOLIUX MPOLEAYpPbl U
npaBuUja JOKYMEHTHUPOBaHMA, pabOThl C JOKYMEHTaMH, OpraHU3alMd HX XpaHCHHS,
KOMIUIEKTOBAHMS, Y4€Ta U UCIIOJIb30BaHU;

o0ecrieyeHHEe B COOTBETCTBUM C YCTAHOBJIGHHBIM MOPSJIKOM IIpUEMa, PETHUCTPAIUH,
CUCTEMAaTU3alluy, OpraHU3allMM XPAaHEHMs, KOMIUICKTOBAHMs, Yy4deTa M MCIOJIb30BaHUA
JOKYMEHTOB;

BEJICHUE CIPABOYHO-IOMCKOBBIX CHUCTEM (HAYYHO-CIPAaBOYHOIO ammapara), Y4ETHBIX
JOKYMEHTOB;

3anaun npodeccuoHaNbHOM AeTETLHOCTH MPOSKTHOTO THIIA!

y4acTue B IPOSKTUPOBAHUN YHU(DUIIMPOBAHHBIX (POPM TOKYMEHTOB;

y4acTve B IPOSKTUPOBAHUN YHU(PDUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIHH,

y4acTue B MPOCKTHUPOBAHUHU CHUCTEM 3JIEKTPOHHOTO TOKYMEHTOOOOpOTa KaK COCTaBHOM
YaCTHU CUCTEMBI YIIPABJIEHUS TOKYMEHTAMU U UX XPAHCHUS;

BBISIBJICHHE 3aKOHOMEPHOCTH H3MEHEHHs 00beMa JOKYMEHTOOOOpOTa OpraHU3aIlHH,
YIOPSAOUYEHUE COCTABA IOKYMEHTOB U IOKYMEHTHBIX [IOTOKOB, COKPAILIEHHE UX KOJIMYECTBA;

AQHAIM3 COCTOSIHHMSI CHCTEMBbI JIOKYMEHTAIIMOHHOTO OOECICUeHUsS YIpaBICHUS W
ApXUBHOI'0 XPaHEHUS JOKYMEHTOB KOHKPETHON OpraHu3alli;

BBHITIOJTHEHHE TEXHOJOTUYECKUX BHJIOB PabOT MO JOKYMEHTAIMOHHOMY OOECTICUEHHUIO
yOpaBlIeHUS W apXWBHOMY Jely Ha 0a3e WCMONb30BaHUS HOBEUIINX HH(POPMAIIMOHHBIX
TEXHOJIOTH;

COBEPIICHCTBOBAHUE TEXHOJIOTUH JOKYMEHTAIIHOHHOTO OOECIeYeHHsI YIpPaBICHUS H
apXUBHOTO JieJ1a Ha 0a3e MCIOIb30BaHUS HOBEUIITNX WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

ydacTue B pa3paboTKe KOHIEIIUU apXUBHOTO XPaHEHHUsS JOKYMEHTOB;

ydacTie B TPOSKTUPOBAHMM W  BHEJAPECHUU WHQPOPMAIMOHHBIX  TEXHOJOTHH,
MCIOJIb3YEMBIX B JOKYMEHTAIIHOHHOM OOECIICUeHUH YIIPABICHUS U aQpXUBHOM JIEJIE;

MOJATOTOBKA MPOCKTHOW W  CMETHOM JOKYMEHTAallMd TI0 CO3JaHHI0  CIIyXkO

AOKYMCHTAIIUOHHOT'O obecnieueHus YHOpaBJICHUA U apXUBHOTO XpaHCHHUA JOKYMCHTOB.

1.4. Ilepeyennb KOMNeETEHIUI, KOTOPBIMH 10JZKHBI OBJIaJIeTh 00y4YaoLuecs B
pe3yJibTaTe 0CBOCHHUsI 00pa30BaTeIbHON NMPOrpaMMbl BhICIIero 00pa3oBaHust

By rocy1apcTBEHHOTO MCTIBITAHUS,
B XOJI€ KOTOPOT'0 IIPOBEPSAETCS

c(hOpPMUPOBAHHOCTH KOMIIETCHIIUN
Kopx HanmeHoBaHHE KOMIIETEHIIUU

roCyJapCTBEHHBIN

3amura BKP
SK3aM€EH

yHuBepcajbHble koMnereHuun (YK)




Kon

HaunmeHnoBanme KOMIICTCHIINH

By rocy1apCcTBEHHOTO MCTIBITAHUS,
B XOJI€ KOTOPOT'O IIPOBEPSAETCS
c(hOpPMUPOBAHHOCTH KOMIIETCHIIUN

roCyJapCTBEHHBIN

3amura BKP
SK3aM€EH

VK-1

Cnocoben OCyHICCTBJISATH MMOUCK, KpI/ITI/I‘{GCKI/Iﬁ aHaJIn3
" CUHTE3 I/IH(I)OpMaIII/II/I, NPUMEHATH CHCTEMHBII noaxon
JJI1 PCHICHMS MMOCTABJICHHBIX 3aJa4

_|._

VK-2

Crnioco6eH onpefessiTh KpYyT 3a7ad B paMKax
MIOCTABJICHHO! eI ¥ BHIOMPATH ONMTUMAJIbHBIE
CMOCOOBI VX PELIeHNsT, UCXOJS N3 ACHCTBYIOMINX
MPaBOBBIX HOPM, NIMEIOIIMXCSI PECYPCOB M OTPAaHNYUESHUI

VK-3

Cnocoben OCyHICCTBJISAATH COIMAJIBHOE BSaHMOHCﬁCTBHC
1 p€aJIN30BLIBATHL CBOKO POJIb B KOMAH/IC

YK-4

Crnoco0eH OCyILECTBIISITh JEIOBYE0 KOMMYHUKALWIO B
YCTHOM ¥ IMCBMEHHO! (DOpMax Ha TOCyIapCTBEHHOM
si3pike Poccuiickoit @enepaiyy 1 THOCTPaHHOM(bIX)
s13bIKe(ax)

VK-5

Crnioco6eH BOCTIPHHUMATh MEXKKYJIIBTYPHOE
pasHoobpasue 06IecTBa B CONMATTBHO-ICTOPUIECKOM,
TUYECKOM M (PrIT0cO(PCKOM KOHTEKCTAX

VK-6

Cnocoben YIpaBJisiTb CBOUM BPEMCHEM, BLICTPAUBATH U
PCAN30BLIBATL TPACKTOPUIO CAMOPA3BUTHA HAa OCHOBE
TMPUHLUIIOB O6pa3OBaHI/IH B TCUCHNE BCEH XKU3HA

VK-7

Crnioco0eH nofiepK1BaTh JOJLKHBIA YPOBEHb
(hpU3UYECKON MOATOTOBICHHOCTH [l 00eCeueHHst
MOJIHOLUEHHON COUMATTLHON U MPO(eCCUOHATLHON
NeSITETLHOCTH

VK-8

Crioco0GeH co3aBaTh U NOJIePKIBATH B TIOBCETHEBHOI
SKW3HU 1 B IPOYEeCCUOHATIBLHOM JIeSITeTbHOCTH
6e30MacHbIe YCIOBUSI SKU3HEIESTETEHOCTH TSt
COXpaHEeHWsI IPUPOTHON Cpefbl, 00eCTIeUSHST
YCTONUMBOTO pa3BUTHS OOIIECTBA, B TOM UKCJIe TIPH
yrpo3e ¥ BO3HUKHOBEHUN UPE3BLIYANHBIX CUTYAIWN 1
BOCHHBIX KOH(JIMKTOB

VK-9

Cnoco6eH ucnob30BaTh 0a30BbIe IEPEKTOIOTMUECKIE
3HaHMSl B COLMANBHON 1 MPO(eCCUOHATBLHOU chepax

VK-10

Cnocoben NpUHUMATb 000CHOBaHHbIE 9KOHOMUYECKIE
PCUICHMS B Pa3/INIHBIX 0071aCTsIX 2KU3BHENCATEIBbHOCTHU

VYK-11

Crnioco0eH popMUpOBaTh HETEPIUMOE OTHOILLICHUE
TIPOSIBJIEHUSIM 3KCTPEMUM3Ma, TEPpoprU3Ma, K
KOPPYMIXOHHOMY TIOBEJICHUIO W TIPOTHBOJIEHICTBYET UM
B MPOPeCCHOHATILHON JIESITETILHOCTH

odmenpodeccnonanbubie komnereHunu (OIIK)

OIIK-1

Crioco0eH IpUMeHSTh Ha 6a30BOM YpOBHE 3HAHHSA
HCTOPUUYECKHUX HAyK IPH PELICHUH 337134 B chepe
CBOEH PO eCcCHOHATBHON e TEITbHOCTH

+




Kon

HaunmeHnoBanme KOMIICTCHIINH

By rocy1apCcTBEHHOTO MCTIBITAHUS,
B XOJI€ KOTOPOT'O IIPOBEPSAETCS
c(hOpPMUPOBAHHOCTH KOMIIETCHIIUN

roCyJapCTBEHHBIN

3amura BKP
SK3aM€EH

OIlK-2

Crioco0eH HaXOAUTh OPraHU3aUOHHO-
YIPaBJICHYECKUE PELICHUSI [IPU PEILICHUU 33/1a4 B
ctepe cBoeii mpodecCHOHATEHON ACITEIEHOCTH

+

OIIK-3

Crnocoben MMPUMCHATb TCOPCTUUCCKUC 3HAHUS I
peUICHUS MTOCTABJICHHBIX 3a1a4 B obactu
JAOKYMCHTOBCJICHUSA U apXUBOBCACHU S

OIIK-4

Crioco0OeH MOHUMATh MIPUHIUIIBL pa6OTI>I COBPCMCHHBIX
I/IH(i)OpMaIII/IOHHBIX TEXHOJIOTUH U HCII0JIb30BaTh UX JIIsL
peuicHus 3aga4 HpO(l)eCCHOHaHLHOfI JACATCIIBHOCTHU

OIIK-5

Crioco06eH caMOCTOSATENHHO Pad0TATh C PA3INIHBIMU
HCTOYHUKAMH HHPOPMAIMU U IPUMEHSTH OCHOBBI
MH(POPMAMOHHO-aHATUTHIECKON IS TEIbHOCTH IPH
pemeHny npodeccHoHaNbHBIX 33/1a4

npogeccnoHaIbHbIe KOMIIETEHIMHU 10 BuAaM aesitenbHOCTH (ITK):

OP2AHU3AUUOHHO-YRPAGIEHYECKAA 0esaAmelbHOCHLb

IK-1

Bnapeet HaBbIKamMu pa3paGoOTKH 1 BHEJIPEHUSI
JIOKAJIbHBIX HOPMATHBHBIX aKTOB MO
TOKYMEHTALMOHHOMY O0€CIIeUEHHUIO YIIPABIICHNS B
OPraHM3aLMsIX Pa3IMUHBIX OPraHN3aLIOHHO-MPABOBBIX
¢opM u GopM COOCTBEHHOCTH, FOCYJAPCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO CaMOYTPaBJICHNSI

I1K-2

Crnoco0eH opraHu30BaTh U OCYIIECTBIISITh
TOKYMEHTALMOHHOE 00eCTeYeHne yIpaBIeHus B
OpraHM3aLMsIX Pa3IMUHBIX OPraHN3aLIOHHO-PABOBBIX
¢opM u GopM COOCTBEHHOCTH, FOCYJAPCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO CaMOYTIPaBJICHNSI

I1K-3

Cnioco6eH OCyLIEeCTBIISITh IOKYMEHTALMOHHOE
oGecrnieyeHne AesITeTbHOCTH OPTraHN3aLyil Pa3IMIHbIX
¢popM COOCTBEHHOCTH, TOCYTAPCTBEHHBIX OPTaHOB U
OPraHOB MECTHOTO CaMOYIpaBJIEHNSI

I1K-5

Cnioco6eH opraHi30BaTh ONEepaTUBHOE U apXUBHOE
XpaHeHe JOKyMEHTOB B OPraHM3aLMsIX Pa3IMIHbIX
¢popM COOCTBEHHOCTH, TOCYTAPCTBEHHBIX OpPraHax
OpraHax MECTHOTO CaMOYTIPaBJICHNSI

I1K-6

Cnocoben OCYHICCTBJIAATH OPraHU3aliMOHHOC,
JTOKYMEHTAIITMOHHOC 1 I/IH(i)OpMa.IH/IOHHOC obecrieueHre
JNEATCJIbHOCTU PYKOBOJUTEJISA OPraHn3alin

I1K-7

Crioco0GeH OCyIIECTBISITh JOKYMEHTAIMOHHOE
obecTieyeHre JesITeILHOCTH 110 TIOfI00pY , OLICHKE,
Pa3BUTHIO W OpraHM3aliK TPy/a NepcoHajia

I1K-8

Cnocoben OpraHn30BaTh U JOKYMEHTHUPOBATH
JACATCJIBHOCTD KOJIJICTUAJIBHBIX OPraHOB YITPABJICHUS




Kon

HaunmeHnoBanme KOMIICTCHIINH

By rocy1apCcTBEHHOTO MCTIBITAHUS,
B XOJI€ KOTOPOT'O IIPOBEPSAETCS
c(hOpPMUPOBAHHOCTH KOMIIETCHIIUN

roCyJapCTBEHHBIN

3amura BKP
SK3aM€EH

XO3SMCTBEHHBLIX OOIIECTB

MPOCKTHAaA ACATCIbHOCTD

I1K- 4

BnaneeT 3HAHUSAMU COBPEMCHHbBIX I/IH(bOpMaU;I/IOHH])IX
CUCTEM U HABbIKAMU MPOCKTUPOBAHUA 1 BHEIPEHUA
CUCTEM JJICKTPOHHOT'O HOKyMeHTOOGOpOTa B
opraHusanuu

I1K-9

Crnioco6eH OCyLIECTBISITh PErJIaMEHTALHIO TIPOIIECCOB
nofipasyiesIeHni OpraHn3aniy 1 pa3pabaThiBaTh
AIMIHHCTPATUBHBIE PETJIaMEHTBI B TOCYJAPCTBEHHBIX 1
MYHUIMIAIBHBIX OpraHax

I1IK-10

Cnoco0eH OCyIIECTBIISITh OPTaHU3AOHHOE U
METOJMYECKOE COIPOBOXKIECHHUE LU(PPOBOIL
TpaHcopManuy JOKyMEHTHPOBAaHHBIX chep
JESITeNbHOCTH OPTaHU3al1H

HAYIHO-UCCICA0BATC/IbCKAaA TCATCJIbHOCTD

IK-11

Crioco0eH NpUMEHSTh HAyIHBIC METOIBI IS
OpTraHM3aIuH JOKYMEHTAIMOHHOTO 00CCIICUCHUS
YIPaBJICHUS C UCIIOIh30BaHUEM HH(GOPMAIIMOHHBIX
TEXHOJIOTHI
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2. llporpamMmma rocyaapcTBeHHOr0 IK3aMeHa

2.1. CopnepxaHue 3K3aMeHa

[lenp roOCymapCTBEHHOro »JK3aMeHa OakajlaBpuara I10 HAINpPaBICHUIO TOATOTOBKU
46.03.02  «/lOKYMEHTOBEIEHUE U AapXUBOBEIEHUE» COCTOUT B BBISBICHUHM TEOPETHYECKOMN
MOJATOTOBKM  BBIMYCKHUKAa M COOTBETCTBHE ero 3HaHuii  TpeboBanmsm PI'OC BO mo
JUCLMILIMHAM, BKIIOYEHHBIM B TOCYJapCTBEHHBIHN dK3aMEH.

TocynapcTBeHHBIN SK3aMeH B cooTBeTcTBHH ¢ TpeboBanusiMu @I'OC BO BKITIO4aeT TEMBI
CIENYOIUX JAUCHUIUIMH: «/lokyMeHTOBeneHue», «ApxuBoBeneHue», «OpraHuzanus u
TEXHOJIOTHSI TOKYMEHTALMOHHOTO o0ecrieyeHns ynpasieHus», « upopmannonnoe odbecreueHue
ynpaBieHus», «/HpopManMOHHBIE TEXHOJOTMM B  JOKYMEHTAIMOHHOM  OOecreueHHH
ynpasieHus», «lcropus ¥ opraHusanus TOCYNApCTBEHHBIX YUYPEKICHHM IOCTCOBETCKOU
Poccuny, «Cranmaptuzanusi JOKYMEHTAIIMOHHOTO OOecreueHus yrnpaBieHHus», «DPusndeckas
KyJBTypa U COpT», «be30macHOCTh )KU3HENEATENBHOCTIY.

B nporpaMMy »9K3amMeHa BKJIIOYEHbl OCHOBHBIE TEMaTHYECKHME MOAYJIH U3
NEPEUYHCICHHBIX JTUCHUIUIMH, (OPMUPYIOIIME Y BBIMYCKHUKA TEOPETUYECKHE 3HAHUA H
NPAaKTUYECKHE  HABBIKM, HEOOXOAWMBIE B  MPO(PECCHOHANBHOW  JAEATENbHOCTH IO
«H(popMaIIMOHHO-T0KyMEHTAIIMOHHOE 00ECTICUeHUE YIPABICHUSY.

ITonsTust «MHpOPpMaLHUA» U «IOKYMEHT», HCNIOJIb3yeMble B yIIPABJICHUH

[Tonstus «uHpopManus» M «JOKyMeHT». CBsi3p MHPOpPMaLUU U J0KyMeHTa. Pomb
MHPOPMALIMU B COIMAIBHBIX MOJUTUYECKUX M 3KOHOMHYECKUX Mporeccax. MHbopmanmsa Kak
OCHOBa IIPUHATHSA yIPABIEHUYECKOTO pelIeHus. JJIOKyMEHT U €r0 MECTO B CUCTEME YIPABJICHHUS.

Bo3HUKHOBEHHE  JOKyMEHTa, €ro HasHaueHue. [loHsATHME  «JIOKyMEHT», €ro
Tpanchopmanys. JIoKyMeHT - 00bEKT HCCIeIOBAHUS TEOPETUUECKUX U MPUKIIAIHBIX AUCIUTLTHH.
IIpaBoBOH, yIIpaBIeHUYECKUN, UICTOPUYECKUM aCIIEKTHI B ONPEICICHUH JOKyMeHTa. Pacimpenue
MOHSTHS «JIOKyMEHT» C PAa3BUTUEM HAyKM U TEXHUKHU. [IOHATHE «3IIEKTPOHHBIM JOKYMEHT).
Omnpenenenne [JOKYMEHTa B TOCYJAapCTBEHHBIX cTaHzaaprax. IloHsATHE «IOKYMEHT» B
IOoKyMeHToBeAeHnU. O0Imue 1 yacTHbIe (PYyHKIUHN TOKYMEHTA.

3aKkoHonaTe/IbHBIC, HOPMATHBHBIC TMpaBOBble M  MeTOAHYECKHE  AKTHI,
perjiaMeHTHpPYIOLIHe cCo3JaHue H 0(popMIIeHHEe JOKYMEHTOB

Bonpocel 10KyMEHTHpOBaHHSI B COBPEMEHHBIX 3aKOHOJATEJIBHBIX W HOPMATHBHBIX
paBOBbIX akTax: [paxnmanckuii koxexkc P®d; Tpynosonn kxoxexkc P®; denepanbHbli
KOHCTUTYLIMOHHBIN 3akoH oT 25 mekabps 2000 r. Ne 2-®K3 «O TlocymapcTBeHHOM repbe
Poccuiickoit ®@enepauun»; Denepanbupiii 3akoH PO ot 27.07.2006 1. Nel49-d3 «O06

uHpopManuu, THOOPMAITMOHHBIX TEXHOJIOTUSAX U 0 3amuTe nHpopmanun’”; OenepanbHblil 3aKOH
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ot 06.04.2011 Ne 63-®3 “O06 snexrponHHoil noamucu”; PenepanbHbiii 3akoH oT 01.06.2005
No53-®3 «O rocymapctBenHoM  si3bike  Poccuiickoit  ®denepanumn»; IloctaHoBienue
[TpaBurensctBa Poccuiickoit @eneparun ot 27 aexkadpst 1995 r. Ne 1268 «OO6 ynopsimoueHun
W3TOTOBJICHHSI, HCIIOJIb30BAaHUs, XpaHEHHUS M YHUYTOXKECHUs TeyaTed U OJIaHKOB ¢
BOCIIPOU3BEJIECHUEM ToOCyAapcTBeHHoro repba Poccuiickoit ®Denepanun»; I[locraHoBieHue
ITpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrtBepkaenun IIpaBun aenonpou3BOACTBA B
(benepanbHBIX OpraHax UCIOJHUTEIBHOM BIACTU» U APYTHE.

Metoandeckre peKOMEHAAUU IO pa3paboTKe HMHCTPYKIMHA IO JEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHONW BJIACTH, YTBEpP)KICHHbIE Mpuka3oM PocapxuBa ot 23
nexabpst 2009 Ne 76; OpraHuzallmOHHO-pACIOpSAMTENbHAS JOKyMeHTanus. TpeOoBaHus K
odopmiieHHI0 TOKYMEHTOB: MeToj. pekomenaanuu no Baeapennto ['OCT P 6.30-2003.

Hanmonanenble cranmapTsl, ucnoisdyembie B cdepe JOY: T'OCT P 6.30-2003
YHuduuupoBaHHasi CUCTEMa OpraHW3alMOHHO-PACTIOPAIUTEIbHON JOoKyMeHTauu. TpeboBaHus
k odopmienuto gokymentoB; ['OCT P HMCO 15489-1-2007 Cucrema CcTaHAApTOB IO
uHpopManuy, OUOTMOTEUHOMY M H3JATEIbCKOMY Jeiy. YTpaBieHue JokymeHTamu. OOrmime
tpeboBanusi; ['OCT P 51141-98 Jlenompou3BOACTBO W apXUBHOE Jiel0. TepMuHBI H
onpenenenusi; 'OCT P 51511-2001 «Ilewatu ¢ BOCHpOHM3BEAEHHUEM TOCYNApPCTBEHHOrO repda
Poccuiickoit ®@enepauuu. @opma, pasmepsl U TexHudeckue TpedoBanus»; ['OCT 6.10.1-88.
VuauduuupoBanusle cuctembl  gokyMeHTauuun (YCH). OcHoBHble moyokeHHs. M.:
W3parensctBO cTangapTos, 1988.

IIpaBuna okasaHus YCIyr IIOYTOBOM CBSI3H, YTBEPKIAEHHBIE ITOCTAHOBIICHUEM
IIpaButensctBa Poccuiickoit @enepanuu ot 15 anpenst 2005 r. Ne221.

Cnoco0bl JOKYyMEHTHPOBAHHUS U UX Pa3BUTHE

Oransl pa3BUTUS CIOCOOOB TOKYMEHTHpOBaHMs. HaueprarenbHblil criocod 3aKperuieHus
u nepenauu uHpopmarmu. TekcToBoe HOKyMeHTHpoBaHue. [Iukrorpaduyeckoe MUCbMO U €ro
ocobenHoctu. Jlororpaguueckoe (naeorpapuueckoe) MUCbMO, €r0 JTOCTOMHCTBA U HEAOCTATKH.
[TpumeHeHne MUKTOrpauIecKoro u Jororpaguyueckoro Nuchma B Hactosee Bpems. Ciorosoe
nuchkMo. BozHuKHOBeHHE (QoHeTndecKoro (OyKBEeHHOro) muchMa. Pa3BuTHe rpaduku pycckoro
nucbma. Crenorpadus. IlpumeHeHne TeKCTOBOTO JOKYMEHTUPOBAHHUS.

JIOKyMEHTHUpOBaHUE HAYyYHO-TEXHUYECKOW AEATeIbHOCTH. OCHOBHBIE T'PyIIBl Hay4HO-
TEXHUYECKOM JOKyMeHTauuu. Buasl TexHudeckoil nokymeHtanuu. OOnacTé NpUMEHEHHS
TEXHUUYECKOTO JOKYMEHTHUPOBAHUSI.

dotonokymeHTHpOBaHKE. 3HaueHne (ororpaduu kak crnocoda (puxcanun nHOpMAaLIUH.
Opranuzanus UCToib30BaHus (POTOJJOKYMEHTOB, IyTH X MPUMEHEHUS B YIPABICHUH.

KuHo-Buzneo-nokymentupoanue. [loHsATHE «KMHOAOKYMEHT». BHIIBI KHHOJOKYMEHTOB.

Buneodonorpamma (Buieo3anucs).
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®ononokymenTupoBanue. Ero ocobennoctu, obnactu nmpuMeHeHus. CHCTEMBI 3arucu
3BYKOBOW MH(OPMAITUH.

CoBpeMeHHBIE ~ CIIOCOOBI  JOKYMEHTHPOBAHHUS, IPUMEHAEMBbIE B  YIPaBICHHH.
JIOKyMEHTHpPOBaHHUE C TPUMEHEHHEM UH(POPMAITMOHHBIX TEXHOJIOTHIA.

ITopTMHHMKH M KONINH JOKYMEHTOB.

IlonsiTHE «OpPUTMHA» U «KOMIUSA» JOKYMEHTA. YMHOKEHHBIE OPUTMHAJIBL. Buabl konui,
orpeneNsieMble CocoOoM HX BocmpousBeaeHHs. Komuum, pazauuumble 1O Crocody HX
yaoctoBepenus. [lopsimok odopmnenuss konwmit. FOpuamueckas cuna konuil. Ilonstue
«ITyOIHKaT).

«YHu(pUKaUHUA» JOKYMEHTOB.

[Tonsitue «pexBu3uT». IlocTosiHHBIE U TIepeMeHHbIe peKBU3HUTHI. [loHsTHE «popmysipa
JIOKyMeHTa». VHIMBHUIyadbHBIH U TUNIOBOH (opmyisip AokymeHTa. Dopmyssip — obpaserl, ero
HaxHaueHHE B YHU(UKAIIMH TPeOOBAHUI K PEKBU3UTAM TOKYMEHTA U MX PACIIOIOKEHHIO.

VYHudukanus NOKyMeHTOB. BHyTpuBumoBas ynudukanus. PazButue yHupukammu u
CTaHJApTH3allMU JOKYMEHTOB. lOCynapcTBEHHbIE CTaHAAPTHI Ha JOKyMEHThl. OcobeHHoCTH
OopraHmu3alroHHO-pacnopsauTenbHbIXx  AokyMeHToB. ['OCT P 6.30-2003 «TpebGoBanust
0(hopMIIEHHIO TOKYMEHTOB» W M3MEHEHMs K HeMy. PEeKBU3UTHI JOKYMEHTOB, MepeUHcisieMble B
«[IpaBunax nenmompousBoACTBa B (enepalbHBIX OpraHax HCIOIHUTEIBHONH BIACTH» U
«MeTonu4ecknx pEeKOMEHJAlUsl 10 pa3pabdOTKe MHCTPYKUUH 1O JEJIONpOU3BOACTBY B
(benepanbHBIX OpraHax UCHOJIHUTEIBHOU BIACTH.

TpeGoBanns K KOHCTPYMPOBAHHUIO OJIAHKOB.

bnank noxymenta. Bunpl 61ankoB. CocTtaB peKBU3UTOB OaHKa, TOPSIIOK PACTIONOKESHUS
PEKBU3UTOB B OnaHke. brnaHku C YIIOBBIM M TPOJOJIBHBIM PACHOJIOKEHHEM PEKBHU3HMTOB.
[TpaBusna koHCTpyHpoBaHUs OnaHka. biaanku ¢ n300paxxeHneM rocylapcTBEHHOro repba u repba
cyObekTa (heaepanuu.

CoBpeMeHHBII yIpaBJIeHYeCKHI TOKYMEHT

[TonsiTHEe «BHI NOKyMEHTa», ero paszsutue. OpopmiieHHE PErHCcTPallMOHHOTO MHJEKCA,
JaThl JOKyMeHTa. ABTOp JaoKkyMmeHTa. [lopsmok o0o3HaueHHMs HaWMEHOBAaHUS OpraHU3aIUH-
aBTOpa JoKyMeHTa. CripaBOUHbIE JaHHBIE 00 aBTOpE, UX COCTaB, pa3MElLICHNE Ha OJIaHKe.

CornacoBanue nokymeHta. Ocdopmiienue BU3bI U Tpuda COIIACOBAHUSA, UX MECTO WU
3HaueHue i GopMyIsipa JOKyMEHTA.

CoctaB ynocroBepeHus AoKymMeHTa. OCOOEHHOCTH MOANMUCAHUS NOKyMeHTOB. Ilopsimok
IIPOCTABJIEHUS OTTUCKA I€YaTH Ha JOKyMEHTe. BUIbl 1OKyMEHTOB, Ha KOTOPBIX IIPOCTABISAETCS
repOoBast meyarb. Buasl nokymeHToB, TpeOyromue mpoctasieHus nedatd. CocraB rpuda
YIBEPXKICHUS M CHOCOObI yTBEPXKICHHS JOKYMEHTOB. BHIBI JT0KyMEHTOB, TpeOyromiue

YTBEPKICHHUS.



12

[Topsinok oopmitenus anpecara.

Jlenonpou3BOACTBEHHbIE OTMETKHM Ha JOKyMEHTaxX (0 TIOJIy4eHHH JOKyMEHTa, O
MIOCTAHOBKE JIOKYMEHTa Ha KOHTPOIb, UCIIOJHEHUU JOKYMEHTa M Jp.), UX CBS3b C MPOLEIYpPOH
MIPOXOXKJICHHS U HCTIOHEHHS JJOKYMEHTA, MECTO B (POPMYIIsipe JOKYMEHTA.

TpeOoBaHuUs K COAEPIKAHUIO U OPOPMIICHHUIO PE3OJIOINH, €€ Ha3HAuYCHHE.

TpeGoBaHuUs K TEKCTY AOKYMEHTAa

AJNTOPUTM TOATOTOBKM TEKCTa YIPABICHYECKOTO JOKyMeHTa. [lopsmok H3MoXKEeHUs
TeKCTa JOKyMeHTa. Jlornyeckass cTpykrypa Tekcrta. DopManu3anus TeKCTa JOKyMEHTa.
DneMeHTHl TEKCTa (3arojloBOK JOKYMEHTa, OTMETKAa O HAJIMYMU MPHIOKEHHUS M TMOPSAOK HX
oopmienus).

Meronsl yHupukauu TekcTa (TUIOBOHM, TpadapeTHbI TeKCThl, TabnMia, AaHKeTa,
rpaduKu, TUarpaMMel).

OpraHu3anMoHHbIe,  pacHOpPsiAUTE/IbHbIe M HH(OPMALUOHHO-CIIPABOYHbIE
AOKYMEHTBI

YHuUIUpoBaHHass CHCTEMa OPraHMU3ALMOHHO-PACTIOPSAAUTENBHON  JOKYMEHTAIIHH.
OcoOEHHOCTH CUCTEMBI, €€ COCTaB.

3HaueHue U POJIb OPraHU3ALMOHHBIX JOKYMEHTOB B yupexaeHuu. [lomoxeHus, ycTaBhl,
periaMeHThl, UHCTPYKLIUH, NpaBuia u Ap. TpeOoBaHMs K UX COCTABICHHUIO U 0(POPMIICHHIO.

PacniopsimutenpHble TOKYMEHTHI, WX Ha3HAauY€HHE U pojb B yupexkaeHuu. [lpuxassl,
pacrniopsbxeHus, pemenus. [lopsaok cocraBiaeHus U 0OpMIICHHS.

HNHdopmaimoHHO-CIIpaBOYHBIE JIOKYMEHTBI: aKTHl, CIpaBKH, JIOKJIa/IHBIE,
OOBSCHUTEIBHBIC U CITY>)KEOHbIE 3alHCKH, CIyX)eOHbIe MuchMa. VX cocTaBieHne u opopmIicHHE.
Knaccudukarus cimyxeOHbIX TUCEM.

OCO0OeHHOCTH JOKYMEHTHPOBAHUS ACATEIbHOCTH KOJUICTHATbHBIX OPraHoOB. AJITOPUTM
MOJTOTOBKM M TPOBEACHUS coBellaHus. JIOKyMEHTBI, co3JaBacMble B IPOLIECCE MOATOTOBKH
coBeliaHusl (TOBECTKa JHSA, CHHCOK YYaCTHHMKOB, MPOEKT pelIeHuss U JApyrue). Bumsl
MIPOTOKOJIOB, UX HAa3HAUYECHHUE, TPEOOBAHUS K COCTABICHUIO U O(POPMIICHHIO TPOTOKOIA.

CucreMbl JOKYyMeHTALUH

[TonsTHe «cucTeMa JOKyMEHTaUuW», ee mpu3Hakd. OCHOBaHUS KJIaCCHU(PHUKALNUN
COBPEMEHHBIX CUCTEM JJOKYMEHTAIUH.

[TonstTne  «yHUHUIMpPOBAHHAs  CUCTEMa  JOKYMEHTalUW».  XapaKTepHCTUKA
YHU(DUIIUPOBAHHBIX ~ CHCTEM  JOKyMeHTauuu.  locymapcTBeHHBbIE — CTaHAApTHl  Ha
YHUDUITUPOBAHHBIE CUCTEMBI.

OOmepoccuiickue ¥ OTpaciieBble  YHU(UIMPOBaHHBIE  (OPMBI  JTOKYMEHTOB,;
yHU(UIIIPOBaHHBIE (POPMBI JOKYMEHTOB OpTraHU3aIUH.

KoMmuiekchbl AJOKYMEHTOB
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IloHsiTHE «KOMILIEKC AOKYMEHTOB». [IepBUUYHBIE KOMILIEKCHI TEKCTOBBIX JTOKYMEHTOB U
UX BUJIBIL.

CnoxHble KOMIUIEKCHL. [IOHATHS «IOKyMEHTANbHBIM (OHI» U «APXUBHBIA (OHI.
Kommuiekchl TOKyMEHTOB YUpPEKAECHUN, OpraHUu3aliil U CTPYKTYPHBIX MOAPA3IEICHUH.

Teopus 1 MeTOAUKA apXUBOBEICHUA

ApXHMBOBEJIEHUE KaK KOMILJIEKCHAsI Hay4YHasl JUCLMILIMHA U CBSI3b C IPYTMMH HayYHBIMU
JUCLUIIMHAMU

[TonsiTust 00 «apXWBOBEICHUM» KaK KOMIUICKCHOW HAYYHOW JMCHMUILUIMHE, JIOKAJTbHBIC
JTMCLUMIUIMHBL, BXOJAIIME B ee cocTaB. [IpenMer M OOBEKT HM3y4YeHHS TEOPUH M METOAUKH
«apxuBoBeneHus». HasHauenme u cTpykrypa Kypca «ApxuBoBeneHue». CoxpepkaHue u
XapaKTepUCTHKa ero pasaesioB. O030p HCTOUHUKOB U JIUTEPATYPHI IO KypCYy.

ApXHBBI U HCTOpUYECKass HayKa. OBOJIIOLMS B3IVIAJOB HAa ApXUBHBIM JTOKYMEHT Kak
UCTOpUYECKM MCTOYHMK. KoOHIenTyanpHBIH NMOAXOA M CPABHUTEIBHO-UCTOPUYECKUI METOJ
HCCIIEA0BAHUS B UCTOPUUECKON HAyKE U apXUBHBIE IOKYMEHTHI.

ApXuBOBeJICcHHE U UCTOYHHUKOBeAeHHE. OOLUIHOCTh U pa3iuyie B HCTOPUH CKJIa/(bIBAHUS
JUCLUILINH.

CBs3p apXMBOBEIEHHUS, APXMBHOIO Je€ja C TOCYJapCTBEHHO-IPABOBOM IPAKTHKOM.
ApXUBOBEJIEHHE M UCTOPUS TOCYAAPCTBEHHBIX YUPEKACHUH W OOLIECTBEHHBIX OpPraHU3aIUil.
ApXMBOBEJIEHUE U JIOKYMEHTOBEJEHHE: HX B3aUMOIPOHUKHOBEHHUsA. I[IpaBoBblE acCHEKTHI
rOCy/IJapCTBEHHOI'O YIPABJICHUS W apXMBHOE Je510. ApPXUBBl KaK YacThb I'OCYJapCTBEHHOI'O
annapata. CTaHOBJIEHHE IMIOHATHS O BEJOMCTBEHHBIX apxuBax. JIMuHble, 4YacTHblE U
OO0IIIeCTBEHHbIE apXUBBL. APXHMBBI TOCYAAPCTBEHHBIX M HETOCYAAPCTBEHHBIX OpraHU3aIMi.

ApxuBoBeneHrne U uHpopMaTUKa. BiusHME COBpEeMEHHBIX WH(POPMALMOHHBIX
TEXHOJOTMIl Ha mpolecchl padOTbl C apXUBHBIMM JIOKyMEHTAMH U PETPOCHEKTUBHON
JTOKyMEHTHOW MH(pOpManuei.

B3aumocBsI3p  apXWBOBENIEHUS C KHOCPHETUKOH, MaTeMAaTHKOW, (PU3UKON, XUMHEH,
OuoJsiorueit u Ap. HayYHBIMU AUCIUILTUHAMU.

ITonsitue u coctaB ApxuBHOro ponna Poccuiickoii @eepanun

[Tonsitue 06 ApxuBHOM ¢Qonae Poccuiickoit denepanuu. DBOMIONHS CKIIAIBIBAHUS,
COBPEMEHHBI COCTaB W PENpe3eHTaTHMBHOCTh ApxuBHOro (onma Poccuiickoir deneparmu.
OcHOBHBbIE TIOHATHUS, IPUMEHSAEMBIE B apXUBHOM Jeiie B Poccuiickoit @eneparui.

Kinaccnpuxanuss nokymenToB ApxuBHOro ¢onga Poccumiickoit ®@egepannu (AD
P®)

Henpo6umocTh apXuBHBIX (DOHJOB M HX KOMIUIEKCOB KaK HEOOXOAMMOE YCJIOBUE
HAY4YHOH OpraHu3aiuu JoKyMeHTOB B coctaBe AD PO. Knaccudukanus 10KyMeHTOB Ha ypOBHE

A® P®D, apxuBa, apxuBHOTO (hoHIA.
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Knaccupukamus  nokymentoB ['AD CCCP: npuHaaneXHOCTh JOKYMEHTOB K
OIIpeEIEHHBIM UCTOPUUYECKUM [IEPUOJIaM, YPOBHIO B CUCTEME Tocannapara, aAMUHUCTPaTUBHO-
TEPPUTOPUATBHBIM EIHMHULIAM, OTPACisiM TOCYAAPCTBEHHOM M OOIIECTBEHHOH NESTENBHOCTH.
KommiekroBanne AOKyMEHTOB ofgHOro (oHmooOpaszoBarens. Paspenenue ux mo cmocoOy u
TEXHHUKE 3aKkperuieHus: nHpopmarnun. Pa3paboTka B 0T€UeCTBEHHOM apXHBOBEICHUU OCHOBHBIX
MIPU3HAKOB KJiaccu(ukanuu 10KyMeHToB. CooTHOIeHHEe TOHATHH ['ocy1apcTBEHHBIN apXUBHBIH
¢oun CCCP, Apxuubii ¢oun KIICC u Apxusnbii ¢oun Poccuiickoii deneparuu.
CoBpeMeHHbIE MpHU3HAKK Kiaccu(UKauuu JTOKyMeHTOB ApxuBHOTO (onna Poccuiickoit
®eneparun (1o popmam COOCTBEHHOCTH, TI0 CPOKAM XpaHEHHS U JIp. ).

[Tousitue o CtpaxoBoMm ¢onne Poccuiickoit deneparyu.

JKCIepTH3a HeHHOCTH J0KYMEHTOB

[TonsTue 00 »SKcmepTH3e LEHHOCTH JIOKYMEHTOB. 3aJaud M OJTambl POBEACHUS
JKCIEPTU3BI LEHHOCTU JOKYMEHTOB.

Opranuzanys 1 METoJuKa paboThI IO OTOOPY JTOKYMEHTOB Ha XpaHEHHE U YHHUUYTOKECHUE
B LICHTPAJIbHBIX U MECTHBIX yupexaeHusax Poccun B XIX - nauane XX BB. H.B

CocTosiHME SKCHEpTU3bl IIEHHOCTHM JOKYMEHTOB B YCIOBHUAX pPEOpPraHu3alud H
LEHTpaJIN3aluy apXuBHOTro Aena B coorBeTcTBuH ¢ fekpetamu CHK PCOCP or 1 urons 1918 r.
«O peopraHu3anuy 1 HEHTPAIU3ALUN aPXUBHOTO J€J1a» U JPYTMMH 3aKOHOJATEIbHBIMU aKTaMU
[IPaBUTENbCTBAMU. Pa3BUTHE TEOPETUYECKMX U  OPraHMU3alMOHHO-METOJIUYECKUX OCHOB
9KCIIEPTU3BI IEHHOCTU AJOKYMEHTOB B KoHIE 50-X — 60-x rr. XX B.

CoBepILIEHCTBOBAaHUE TEOPUM M MPAKTUKHM 3KCIEPTU3bI IEHHOCTU JOKYMEHTOB B 70-X —
Had. 90-x rr. XX B. uddepeHuupoBaHHbII NMOAX0A K OIEHKE JIOKYMEHTOB YUPEXKICHHM
«HOBOTO THUIIa».

Hay4Ho-MeTOAMYECKHME OCHOBBI DKCIIEPTU3bl LEHHOCTH JOKYMEHTOB. IIpuHIuumsl
skcnepTu3bl 10 Havdasa 90-x rr. XX B. U B COBPEMEHHBIM IEpUOJ ApPXUBOBEICHMS.
Odopmiienne pe3yabTaToB SKCIEPTU3bI HEHHOCTH JOKYMEHTOB.

CriocoObl  YHHYTOXKEHHUSI JOKYMEHTOB IIOCJ€ TIPOBEJIEHHS JKCIEPTH3bl LEHHOTO U
BO3MOKHOCTU BOCCTaHOBJICHUS JJOKYMEHTOB.

OT1060p ¥ XxpaHeHHe 0000 LIECHHBIX M YHUKAJIbHBIX JOKYMEHTOB

OnpezneneHue MOHATUNH «OCO0O0 IEHHBIE JOKYMEHTBI», «YHHUKAJIbHBIE TOKYMEHTH. D3.
«O6 apxuBHOM gene B Poccuiickoit @enepanun» ot 22 oktaops 2004 .

Hctopuss paszsutua mnonaruii OIlJ[ B oTeuecTBEHHOM apxuBoBeAcHUU. Mcropus
ckiaapiBanus kpurepues OLLJl B 0TeueCTBEHHOM apXUBOBEICHUH.

Kpurepuu onpenenenust 0co00 HEHHBIX JOKYMEHTOB:

- 00s13aTebHBIE:
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BpeMs CO3/IaHUS JIOKYMEHTa; LIEHHOCTh COJEpIKallelcss B JOKyMEHTaxX HH(OpMaLuy;
IOpUIMYEcKas CHJia, MOJUIMHHOCTh JIOKYMEHTOB; 3HaueHue (hoHmooOpazoBaTens; aBTOPCTBO (M
ajzipecar) JIOKyMEHTa; HaJH4yue majeorpauueckux, XyJ0KECTBEHHBIX U JPYTUX OCOOCHHOCTEH
JOKYMEHTA.

- BCIIOMOTaTeJIbHBIE:

BEJIMYMHA CTPAaXOBOM OLIEHKH JOKYMEHTA (€ro I€HEKHAsl CTpaxoBasi CTOUMOCTB).

Metoauka BeisiBienuss OLLJ[. Yuer u omucanue OIlJ]. Meroauka BeisiBIeHUS (HOHIOB,
yacTteil (OHIOB, coAepXkaluxXx O0co00 IIEHHbIE [OKYMEHTBI, a TaKkKe AT M OTACIbHBIX
TOKyMeHTOB. Opranuzanus padoTsl 10 OQOPMIICHHIO PE3YIbTaTOB BBISABICHHUS 0CO00 LEHHBIX
NOoKyMeHTOB. Opranusanus XpaHeHus u ucnoiaszoBanus OLI/L.

Pernament I'ocyaapCTBEHHOT0 perucTpa YHUKAIbHBIX JOKYMEHTOB ApPXUBHOTO (hoHIA
Poccutickoit @enepanuu.

HopMaTuBHO-MeTOAUYECKHE OCHOBBI Y4€Ta apXMBHBIX JOKYMEHTOB

[Tonsitue 06 yuete nokymeHToB AD PO, noHaTuiiHelii anmapar.

[lpuniunuagbHble  OCOOCHHOCTH  CHUCTEMBl  y4yeTa  apXUBHBIX  JIOKYMEHTOB.
[leHTpannM30BaHHOCTb, IMPEEMCTBEHHOCTb M JUHAMUYHOCTH YydeTa. EAMHCTBO ydera H
OpraHu3alMy XpaHEHHUs JOKYMEHTOB. B3auMOCBsA3b U B3aUMOJOIOJIHSAEMOCTb YYETHBIX
JIOKYMEHTOB U CIIPABOYHHUKOB.

OObexThl yuyeTa W EOUHMIBI ydYeTa apXUBHBIX JOKyMeHTOB. ExunHuna ydera
OpTraHU3aIMOHHO-PACTIOPSIAUTEILHON TOKYMEHTALlUU, HAaYHO-TEXHUYECKUX, KMHO(POTOPOHO- U
MaIIMHOYUTAEMBIX JOKYMEHTOB.

Pa3paboTka BOIIPOCOB y4eTa JOKYMEHTOB B OTE€UECTBEHHOM apXHUBOBeaAeHUH. COCTOSHUE
ydeTa B pa3JInyHble IEPHUOIBI ApDXUBHOTO CTPOUTENBCTBA.

3azauu ¥ NEPCIEKTHUBB COBEPLICHCTBOBAHMS YYETa JIOKYMEHTOB B T'OCYJapPCTBEHHBIX,
MYHMIMIIAJIBHBIX, BEIOMCTBEHHBIX apXMBaX M apXWBaX OpraHU3allMi, B OpraHax apXHBHOIO
yIpaBJIeHUs,, B PYKOIHUCHBIX OT/AETaX My3eeB M OHOIMOTEK, HErOCyAapCTBEHHBIX apXuBaxX H
apXHBax OOIECTBEHHBIX OpPraHU3aIHAX.

CnpaBo4HO-IOMCKOBBIE CPEACTBA K JOKyMeHTaMm AD PD

Haznauenue cnpaBouHo-nouckoBbix cpeacts (CIIC). [lonsaTus «mnepBuyHast 1 BTOpUYHAS
JTOKyMEHTHasi MH(pOpMaIMs», «apXWUBHBIM crpaBouHUK», «cucrema CIIC apxmBay», «cuctema
CIIC x poxkymentam A® P®». CocraB u ¢ynkuuu cucremsl CIIC k JgoKymMeHTam
FOCYJapCTBEHHbIX Y MYHHMIMIAQJIbHBIX APXUBOB, IIPOLECC €€ CO3JaHMs, BEICHUSI U
HCIIOJIb30BaHHUS.

TpeGoBanusi, mnpenwsiBnsiembie Kk cucreme CIIC. EauHCTBO Hay4YHBIX METO/IOB
noctpoenus cuctemsl CIIC. PacnipocTpaHeHHE OCHOBHBIX NMPUHIMUIIOB OPraHU3allUUd CUCTEMBI

CIIC Ha Bce BUIbI JOKYMEHTAIIUH.
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OnpezneneHue TUIOB U BUIOB CIIPaBOYHO-MH(POpMaMOHHBIX n3nanuil. Knaccudukanums
CIPAaBOYHUKOB B 3aBHCHMOCTH OT ypOBHsS oObekra MHpopmauuu (AP PO, rpymnma apxuBos,
apxuB, (GOHJ, JIEJI0, TPYIIIA JOKYMEHTOB, JOKYMEHT).

[Tonsatuss 00 WICHTU(DUKAMOHHBIX ¥ HWHTEJUICKTYyaJbHBIX 3JEMEHTaX OMHCAHUS
cipaBoyHUKOB. OOs3aTenbHbIE W JOMOJHUTEIbHBIC 3JIEMEHTHl ONHCaHus. MUHHMaJIbHO
HEOOXOUMBIN COCTAaB JIEMEHTOB OMUCAHUS B 3aBHCHMOCTH OT YPOBHS OpraHU3aLUU XPaHCHHS
JOKYMEHTOB: apXUBHBIN (OHI, [1€]10, JOKYMEHT.

3aBUCUMOCTh YPOBHS MH(OPMAIMOHHOW HACBIIIEHHOCTH CHPAaBOYHUKOB OT COCTaBa U
COJIepKaHUsI MCTOYHHUKOBOW 0a3bl, HANPaBICHHOCTH HAyYHO-WH(OPMAIIMOHHON JEATEIbHOCTU
rOCy/1apCTBEHHBIX, MYHMIMIIAJIbHBIX, BEJIOMCTBEHHBIX apXHMBOB M apXWBOB OpraHU3ALNM,
PYKOIIMCHBIX OTHEIIOB My3€eB U OHMONMOTEK, HErocyJapCTBEHHBIX apXHBOB M apXUBOB
OOIIECTBEHHBIX OpraHU3aIUi.

MeTtoau4eckue OCHOBBI HCIIOJIb30BAHNS APXHBHBIX IOKYMEHTOB

Hcnonb30BaHue apXMBHBIX JOKYMEHTOB - COCTaBHAas 4acTh HayYHO-MH()OPMAIIMOHHON
JESTeIbHOCTH TOCYIApCTBEHHBIX apXWBOB. (OCOOEHHOCTH HCIOJb30BAHUS JIOKYMEHTOB
BEJIOMCTBEHHBIX apXWBOB, apXMBOB OpraHU3allMi PYKOIHUCHBIX OTAEJIOB My3€eB M OUOIMOTEK,
HErocy/1apCTBEHHbIX apXUBOB. CTaHOBJIEHHME TEOPUHU HUCIOJIb30BAaHUS APXHUBHBIX JIOKYMEHTOB.
JIBE KOHLIENIIIUY B TEOPUU HCIIOIb30BAHUS.

MeToapl  ompenencHUs] WHTEHCHUBHOCTH HCIOJB30BAaHUS ApPXMBHBIX JOKYMEHTOB.
@DaxTopsl, BO3AEHCTBYIOIINE HA MHTEHCUBHOCTh MCIOJIb30BaHUS, U METOIUKA €€ ONPEICIICHNUS.
EnuHnna n3MepeHuss MHTEHCUBHOCTH UCIIOJIB30BAHUS apPXHUBHBIX JOKYMEHTOB.

[Tousitue 06 3¢pHEeKTUBHOCTH UCIIOIB30BAHUS APXUBHBIX JOKYMEHTOB.

Buast u tumel 3QQEeKTHBHOCTH HCIONB30BaHHUS PETPOCIEKTUBHOM JTOKYMEHTHON
unpopmanuu (PAM). CymHOCTh HAay4YHO-UCTOPHUYECKOTO, TEXHUYECKOTO, HKOHOMHUYECKOTO,
yIPaBIEHYECKOIO, COLUAIBHO-IIPABOBOI0, CTPATErMYECKOI0, 3CTETUYECKOIO0 U JIPYIMX BHUIOB
3¢ HEKTOB OT UCTIONB30BAHUS APXUBHBIX TOKYMEHTOB.

Mertoab! onpeaeneHus 3pGEeKTUBHOCTH NCIIOIB30BAHUS apXUBHBIX JTOKYMEHTOB.

3aBucUMOCTh 3PPEKTUBHOCTH MCIOIH30BAHUS JOKYMEHTOB OT ONTHMAJIbHOIO PELICHUS
BOINPOCOB KOMIUIEKTOBAHUS AapXWBOB, AKCHEPTH3bl IIEHHOCTH, OOECIEYEHHS COXPAaHHOCTH
JOKYMEHTOB U coBepiieHcTBoBaHMe cuctemsl CIIC.

Knaccudukarus norpedurenei perpocnekTuBHON HHGopManuu. [loHsTHE 0 TOJIE3HOCTH
U IICHHOCTH apXHMBHBIX JOKYMEHTOB B 3aBUCHUMOCTH OT LeJei HCHoib3oBaHus. CrocoOsl
OIpeJIeJIEHUs TOTPEOHOCTH OOIIECTBA B PETPOCIIEKTUBHON JTOKYMEHTHON MH(DOPMALIUH.

CoBpeMeHHOE apXHBHOE 3aKOHOAATEJIbCTBO PMD

[Tonsatue 00 apXWBHOM IIpaBe M aPXUBHOM 3aKOHOJATEIbCTBE. MeKoTpaciaeBon

XapakTep apxuBHOro mpasa. [IlpuHiunel apxuBHOro npasa. PopMbl (MCTOYHMKH) IpaBa.
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IIpaBoBble akThl: cucreMa M BuAbl. HopMaTuBHbIE M MHAUBUAYaldbHbIE aKThl. COBpEMEHHBIE
3aKOHOJATEIbHBIE aKThl IO apxuBHOMY neny Poccuiickoin denepaunn. CoBepLIEHCTBOBAHUE
apxuBHoOro npaBa B 1990-e 2004-e ronpl. OcHOBBI 3akoHOAaTenbcTBa PO 00 ApxuBHOM (hoHIE
P® u apxuBax m ®Denepanpubiii 3akoH «O0 apxuBHOM nene B Poccuiickoit Deneparumny,
COIOCTAaBUTENbHBI aHAIN3. ApPXMBHOE 3aKOHOJATENILCTBO CyObekToB @Denepanuud U €ro
pa3BuUTHE. AKTBI CMEXHBIX OTpaciel mpasa. PeryampoBaHue B COBPEMEHHOM apXMBHOM IIpaBe
BOIPOCOB KOMILJICKTOBAHUSI apXHMBOB, JOCTyHa K JOKyMEHTaM, 00eCHedeHHUs] COXPaHHOCTH
JOKYMEHTOB, TIIpaB COOCTBEHHOCTHM Ha JOKyMeHThl. OOecredeHne HWHPOPMALMOHHON
0€30MacHOCTH apXHBa.

I'ocynapcTBeHHbIe, MyHMIIMNIAJIbHBIE M BEeJOMCTBEHHbIC APXHBBI

ApXUBBI KaK COIMOKYJIbTYpHBI (enomen. Teopernueckue, MpaBoOBble, HAayYHBIE,
METOJIMYECKUE BOIPOCHI OpPraHM3allMM apXUBHBIX JIOKYMEHTOB B CHCTEME BEIOMCTBEHHBIX U
rOCYJapCTBEHHBIX apXuBOB. ApxuBHbIM ¢oHJ Poccuiickoit dexepanuu Kak COBOKYITHAS
MHOTOypOBHeBass HH(popmannoHHas cucrema. Mcropusi opranmsammu A®D PO (ocHOBHBIE
3Tanbl) U (OPMHUPOBAHUE CETH TOCYAAPCTBEHHBIX apxuBoB B P®. denepanbHas apXuBHOE
areHTCTBO: €r0 CTPYKTYpa, PYHKLUH, 3aJa4i, KoMIeTeHIus. [IpMHIMIBI TOCTPOCHUS U 33a1a4u
COBPEMEHHOW CeTH TrocapXuBOB B P® Kak HCTOYHHMKOB PETPOCIEKTUBHOW HH(OpMALUU U
HAYYHO-METOJMYECKHUX IIEHTPOB MO PaboOTe C KOMIUIEKCAMH JTOKYMEHTOB COOTBETCTBYIOIIETO
npopmwiss. Mecto u ponb (erepalbHBIX apXuBOB B cucreMe dDenepanbHOr0 apXUBHOTO
areHtcTBa. [loHsaTus: denepasbHOro rocy1apcTBEHHOIO apxHuBa, apXxuBa cyObekTa (eneparum,
MYHHIMIIAJIBHOTO apXUBa.

MyHununaabHble apXUBbl HA COBPEMEHHOM JTarle: 3aa4ul, HalpaBiIeHUs! JESTEIbHOCTH,
NIPaBOBOE MOJIOXKEHHE. 3aKOHOAATENbHAs M HOPMATHBHO-TIpaBoBas 0a3a (pyHKIIMOHUPOBAHMS
MYHHMIMIIAIBHBIX apXUBOB. MyHUIIMTIAJIBHBIE apXUBBI UX Pojib U 3HaueHHe B A® P®. Bonpocs!
XpaHeHHsT JOKYMEHTOB B MYHHIMIIAIBHBIX apxuBax B 3akoHe «0OO0 ApXuUBHOM [eiie B
Poccuiickoit ®enepauun» (2004 r.). [lpuHuMnDsl opraHu3anuu XpaHEHMH [JOKYMEHTOB B
MYHHULMIIAJIBHBIX apXWBAaX M BOINPOCHl U B3aUMOOTHOLIEHUI MYHMIMIIAJIbHBIX apXHBOM C
MYHULMIAJBHBIMM M TOCYJAapCTBEHHBIMM  OpraHamMy. MyHHMIMIAJIbHBIE apXUBbl  Ha
COBPEMEHHOM JTalle: 3a7a4y, HallpaBJICHUs JEATEIbHOCTH, IPABOBOE MOJIOKECHUE.

BenomctBennoe xpanenue nokymeHtoB B CCCP B mepuon mo 1945 r.: mpobiemsl
CTaHOBJIGHUS! M TEHACHUUH pa3BUTUS. OCHOBHBIE HMTOTM U OCOOEHHOCTH BEIOMCTBEHHOI'O
xpaHeHust 1okyMeHToB '’A® CCCP B mocneBoeHHbI nepuoi. CoBpeMeHHas opraHuzanus U
NIEPCIEKTUBBl PAa3BUTHs BEJOMCTBEHHBIX apXuBOB B Poccuiickon ®enepauuu. JlenosurapHoe
XpaHeHue  JIOKyMeHTOB  ApxuBHOro ¢Qonma Poccuiickoit ~ ®@enepanmu.CoBpeMeHHAs
OTEYeCTBEHHass HcTopuorpadus apxXWBHOro Jjeida O MpolieMe JENO3UTAPHOTO XpaHEHUs

nokyMmeHToB A® P®d: «crnenuanu3upoBaHHBIX OTPACIEBBIX BEJOMCTBEHHBIX (DOHIOB»
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(oTpacneBbIX apXUBHBIX (POHJOB) U O KPUTEPHIX UX MOApA3ICICHHUS HA TUIBI «OTPAHUYEHHO-
nyONMUYHBIE», «IOBEPUTEIBHBIC», «3aKPbIThIE WM ONEPATUBHO-TEKyLIHe». [lepcreKkTuBhI
Pa3BUTHS JETMO3UTAPHOTO XPAaHEHUS U MCIONb30BaHHUA JOKyMEHTOB AD P®, Haxonmsmmxcs B
denepanbHO COOCTBEHHOCTH, B OTCYTCTBHUU 3aKOHOJATENBCTBA O CBOOOJEC WH(MOPMAIIHU.
OyHKIIMOHUPOBAHUE CHCTEMBl  JICMIO3UTAPHBIX  BEIOMCTBEHHBIX apXMBOB —  Ba)KHas
OTJIIMYUTENbHAS YepTa POCCHICKOrO apXWBHOTO Jelia M B IEJIOM COBPEMEHHOH poccHilcKon
MoIeTT HHPOPMAIIMOHHOTO 00IIIeCTBa.

I'ocynapcTBenHoe peryiupoBanue aejaonpon3soacrsa B 1990-e — 2000-e roani

Hamnpagienust rocy1apcTBEHHOTO peryIupoBaHus. XapaKTepUCTUKA 3aKOHOAATEIbHBIX U
HOPMAaTUBHBIX TMPABOBBIX akTOoB Poccuiickoit Dexepanuu, periaMEeHTHPYIONINX paboTy ¢
JTOKyMEHTaMH. 3aKOHOJIAaTeNIbHOE 3aKpeIieHHe OO0IUX TPeOOBAHUHM K TOKYMEHTaM U CHCTEMaM
ynpaBieHusl. XapaKTepUCTUKa HOPMATHBHO-METOJMUYECKUX JOKYMEHTOB MEKOTPaciIeBOrO
JeWCTBUS: HAUMEHOBAHUE JOKYMEHTOB, TOJIbI X Pa3pabOTKH, KpaTKas XapaKTepUCTHUKA.

Opranmnsanus cayxosr 10Y

Opranu3anroHHbie (OPMBI TOKYMEHTALIMOHHOTO o0ecrieyeHus ynpapieHus. DakTopsl,
OIpEeIENIAIONIIE BEIOOP OPraHU3aIMOHHON ()OPMBI B KOHKPETHOIH OpraHu3aluu.

OcHoBHas 1enb, 3agaud U QyHkoun cayx6sr JIOY. Mecro ciyx0bl B ammapare
ynpasieHus. Tunossie CTpyKTyphI ciayxk0b1 IOY.

JIOJKHOCTHOW M YMCIIEHHBIH cocTaB pabOTHUKOB ciykOb1 JIOY. @yHKINMU paOOTHUKOB
ciryx061 JIOY (cexperapb CTPYKTYPHOTO MOJIpa3eNeHHsl, CEKPETaph PYKOBOIUTENS, HHCIIEKTOP
10 KOHTPOJIIO U T.1.).

JlokaibHble  HOPMATHBHBIE  aKThl,  perJaMeHTHPYKIIHe  OPraHH3aNHIo
AeJI0NPOU3BOICTBA

[Tonoxxenne o cuyx6e JIOY, ocobenHoctu ero cocraBieHUs.  JlOMKHOCTHBIC
MHCTPYKIIMM COTPYAHMKOB, KaK HOpPMAaTHBHAas OCHOBAa pAacClpeieieHUs TpyAa MEXIy
MOJIPA3JICICHUSIMH U UCTIONHUTENAMU. DOpMyIISpbI OJ0KEHUS O CTPYKTYPHOM TOAPa3/IeICHIH
U JOJDKHOCTHOM MHCTPYKIIMU, COCTaB HH(POPMAIIUHU, TTIOPSIOK pa3pabOTKU U YTBEPKACHUS.

WHCTpYKIMA 1O JAETONPOU3BOACTBY. THINOBBIE M HWHIUBUAYAJIbHBIE WHCTPYKIIHH.
[Topsimox  pa3paboTku, cocTaB HMH(POpPMALUHU, TMpaBWia YTBEPXKICHUSA W  BHEIPEHHUS.
OTBETCTBEHHOCTH COTPYTHUKOB OPraHU3AIUH 3a COOMI0IeHNE TPEOOBAHNI HHCTPYKIIUH.

Opranunsanus 10KyMeHTO0000poTa

OmnpeneneHue MOHATUS «JIOKYMEHTOOOOpOT». OOuMe NpUHIMIBI W METOJHYECKUE
OCHOBBI OpraHHU3alMU JOKYMEHTOOO0OpOTa, UX peaju3anus B JICHCTBYIOIUX TOCYJapCTBEHHBIX
HOPMAaTUBHBIX JOKYMEHTaX.

CrpykTypa 1 oOmIas XapakTepUCTHKa JOKYMEHTONOTOKOB. OObeM JOKyMEHTO000pOTa.

VY4er KoIndecTBa AOKYMCHTOB.
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IIpueM, IpoxoKIeHNE U NOPSIOK UCIIOIHEHUS TOCTYIAIOIINUX JOKYMEHTOB.

JlocTaBka JOKYMEHTOB HCIIOJIHUTENSAM, MOPSAAOK HX MpuemMa M nepexaud. Pabora
UCTIOJIHUTENSL C JOKyMEHTaMH. Jtanbl ucrnonHeHus. [lopsaok o0paOoOTKM OTIpaBIseMbIX
JOKYMEHTOB.

ITpaBwiia opraHuzanuu JBUKEHHSI BHYTPEHHUX JOKyMEHTOB. Onepanuu 1o MnoaroToBKe
BHYTPEHHUX JIOKYMEHTOB. BinsiHUE BU3MPOBAaHMS U COIVIACOBAHUS Ha JIBUJKEHUE BHYTPEHHMX
JIOKYMEHTOIIOTOKOB.

HampaBiieHust COBEpIICHCTBOBaHUS JOKYMEHTOOOOpOTa W TMYTH €ro COKPAIICHHUS.
Bnusiaue aBromaruzammu 0oOpaOOTKM HMHQPOPMAlMM Ha KOJIMYECTBEHHBIE W KayeCTBEHHBIC
XapaKTePUCTUKU JOKyMEHTOO0O0pOTA.

Perncrpanusi IOKYMEHTOB W  OpraHu3anusi CHPaBOYHO-HH(OPMALMOHHOIO
00CTy’)KMBAHUA

Perucrpamus kak coctaBHas 4yactb TexHosorun JIOY. Ormnpenenenue NOHATHA
«perucTpanus 10KyMeHTOBy. [IpaBuia U MPUHLMIIBI pErUCTPalii JOKYMEHTOB.

XapaKkTepucTUKa COBPEMEHHBIX pPETHCTPAllMOHHBIX (OpM, COCTaB HHPOpPMAIUH U
MOPSIIOK UX 3aIIOJIHCHMUS.

WNunekcupoBaHue JOKYMEHTOB. 3Hau€HHE M TIpaBuia (OPMHUPOBAHUS HHIEKCOB.
WunexkcupoBaHyue JOKYMEHTOB B YCIOBUSX TPATUIIMOHHON 00pabOTKH JOKYMEHTOB.

B3auMocBs3p peructpanuu JOKYMEHTOB C OpraHu3alueil CrpaBoYHO-MH(POPMAIIMOHHON
paboThl, OpraHu3anueil KOHTPOJIS UCTIONHEHUS U OCeNyoIei 00paboTKOM TOKYMEHTOB.

HNudopmanimoHHO-ClIpaBOYHOE  OOCITy)KMBaHHE ammapara YOpPaBJICHHS B  YCIOBHSX
NIPUMEHEHHS aBTOMAaTHU3UpOBaHHbIX TexHonoruit JJOY. ITouck u ncnonp3oBanue nHpopMaluu.

KoHTpoab ncnonHeHns 10KyMEeHTOB

3HaueHUE KOHTPOJISI CPOKOB HCIIOJHEHUS [JOKYMEHTOB B amapare YINpaBICHMUS.
OCHOBHbBIE IPUHIIMITBI €T0 OpraHMU3aluH. PernmaMeHTsl BHYTpeHHEH opraHu3anuu (eaepaibHbIX
OpPraHOB HCIIOJHUTEJIBHOM BJIACTM KaK OCHOBA KOHTPOJS MCIIOJIHEHHS JOKYMEHTOB B
rocygapcrseHHoM anmnapare Poccuniickoit denepanuu.

TpeboBaHus K OpraHU3aluy KOHTPOJISI HCIIOJTHEHUS TOKYMEHTOB B JIETIOTIPOM3BO/ICTBE.

3agaun cayx0b1 JJOY 1o KOHTPOIIIO HCTIONHEHHS TOKyMeHTOB. Kareropun 10KyMeHTOB,
nojsexamue KOHTposto. CpoKH HMCHOJHEHUS AOKYMEHTOB. TE€XHOJIOrUsl KOHTPOJIA 3a CPOKaMU
UCTIOJHEHUST A0KyMeHTOB. OOoOIieHne, aHaau3 M HCIOJIb30BAaHUE JAaHHBIX 00 HCIIOJIHEHHH
JOKYMEHTOB.

ABTOMaTU3UPOBAHHBIE CUCTEMbI KOHTPOJIS 32 CPOKAMM HCIIOJIHEHUSI JJOKYMEHTOB, OIIBIT
UX IPUMEHEHHS.

Oprannsanus TeKylero XxpaHeHus J0KyMeHTOB M o0ecriedeHre UX COXPAHHOCTH

OCHOBHBIC ITOJIOXKCHHUS BaKOHOHaTeHLHOﬁ peilaMCHTAllUu XPAHCHUA JOKYMCHTOB B
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Poccuiickon ®@enepanuu. Metogudeckue JOKYMEHTBI 110 OPraHU3aluN XPAHCHMUS.

XpaHeHue TpaIuIMOHHBIX (OyMa)KHBIX) JOKYMEHTOB B CTPYKTYPHBIX MOZpa3eNICHHUIX
opranu3any. OTBETCTBEHHOCTb 33 COXPAaHHOCTh JOKyMEHTOB. OpraHuzanus CHpaBOYHOMN
paboThl M MOPSAOK BBHIJAYM JOKYMEHTOB BO BPEMEHHOE IOJBb30BAHHE NPU HMX XPAHEHUH B
CTPYKTYPHBIX IOJpa3AeieHUAX. XpaHEeHHE JOKYMEHTOB Ha HETPAIMIMOHHBIX (HE OyMa)KHbBIX)
HOCUTEJISX.

CoxpaHHOCTb JOKYMEHTOB MU PEOPraHU3allii U JIMKBUIALNUN OpraHU3aIui.

HomeHkJ1aTypa e ¥ ee HCI0JIb30BaHUe B 1€JI0NPON3BOACTBE

IlonsiTne «HOMeHKIarypa aei». HasHaueHue HOMEHKIIATyphl Aeil. Buabl HOMEHKIIATyp
7eT1, UX 0COOCHHOCTH U Ha3Ha4YCHHUE.

TpeOoBaHHsT K  COCTAaBICHMIO HOMEHKJIATypbl gen. Mx  perameHTanus B
3aKOHOZAATEIbHBIX AKTaX U HOPMATUBHO-METOJUYECKUX JTOKYMEHTAX MEKOTPACIEBOIO JEHCTBUS.

Meronuka cocTaBieHHS HOMEHKIATYphI Jen. Pa3zpaboTka KiIacCU(PUKAIIMOHHON CXEMBI.
CocraBneHue 3arojloOBKOB JIeJl M CUCTEMaTH3alus JIeJl C yUYeTOM YCTaHOBJICHHBIX TPEOOBaHHIA.
Cpoku XpaHeHHs JOKYMEHTOB U UX HOPMaTHUBHOE PETYIUPOBAHUE.

[Topsimok oopmiteHus1, COTIACOBaHUS M YTBEP)KACHUS HOMEHKIIATYPHI 1€,

Hcnonp30BaHNE HOMEHKIIATYPHI JIEN B ONIEPAaTUBHOM XPaHEHUU U apXHUBE OpraHU3alluy.

Oprannsanus ¥ nopsaaok popmMupoBanus e

[TonsiTne «hopmMupoBaHue AeI», OCHOBHBbIE TPEOOBAaHHS K IMPOBEACHHUIO 3TOW PaOOTHI
CoBpeMeHHass HOPMaTHBHO-METOAMYECKas 0a3a, ompeaessomas TpedoBanus K GOpMUPOBAHUIO
JIeJ1 B I€JIOIPOU3BO/ICTBE.

3amaun cuyx0b6l JIOY u apxuBa opraHuzalMu 1O OO0ECIEUYEHUIO KaueCTBEHHOTO
dopmupoBanust naen. IlpaBunma QopMmupoBaHHs B Jiena JOKYMEHTOB pPAa3iMYHBIX BHIIOB.
[TpuHUIMIIBI cCTEMATH3alUU TI0KyMEHTOB BHYTPH JI€I.

JKCHepTH3a HEHHOCTH JOKYMEHTOB

[TonsiTe «@KcmepTH3a LEHHOCTH JIOKyMEHTOBY». HopmaruBHO-meTonudeckue H
TEOPETUYECKUE OCHOBBI IIPOBEICHUS OJKCHEPTH3bl. I[IpMHIMIBI M KPUTEPUM SKCIEPTHU3BI
LIEHHOCTU JOKYMEHTOB.

Opranmzanuss paboTel HeHTpaibHOW »KcnepTHOM komuccuu (LIDK) um skcneprHOH
komuccun (OK) yupexnaeHuss (opraHu3aii) IO TPOBEICHUIO HSKCHEPTU3bl ILIEHHOCTU
nokyMeHTOB. [lonokeHne 00 3KCIepTHOI KOMUCCHH, TOPSAJIOK Pa3padOTKU MOT0KEHUS.

[IpaBa ¥ (QyHKIMM SKCHEPTHON KOMHUCCHH, MOPSAOK ee paborbl. JlOKyMEHTHpOBaHUE
JESTEIBHOCTH 3KCIIEPTHOM KOMUCCHUH. DTalbl IPOBEAECHUS SKCIEPTU3bI LIEHHOCTU JOKYMEHTOB.
Odopmienne pe3yabTaToB SKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB.

IlonsiTHe «mepedeHb NOKYMEHTOB». THIIOBBIE M BEAOMCTBEHHBbIC IepeuHH. HazHaueHue

HCITIOJIb30BaHUA HGpG‘IHGﬁ B mnmponecce OICPaTUBHOTO XpaHCHUA JAOKYMCHTOB B
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JEeTI0NPOU3BOJICTBE.

IloaroroBka n mepegaya aes B apXUB OPraHU3aLUHU

VYuudukanus tpeOoBaHUN K JenaMm, caaBaeMbIM B apxuB. HopmaTuBHO-MeTOIUYECKHE
JTOKYMEHTBI MEKOTpAcIeBOro feicTBus 00 ohopMiIeHnu Jien.

OcHoBHBIe TpeOoBaHust K odopmieHuio nen. [lomHoe m yacTuuHOE OGOpMIICHHE JIEl.
Omnepanyu no NOATOTOBKE JOKYMEHTOB K Iiepesiaue B apXuB. BHYTpeHHss ONHUCH.

[Tonsatue «omuce nen». Buael onucei. [IpaBuna cocTaBiieHUsI ONUCH JIE€T CTPYKTYPHOTO
noapazzaeneHus. OpopmIiIeHHE ONUCH JIeN CTPYKTYPHOTO MOAPA3ACTICHHUS.

[Topsimok mepenayn ael B apXUB OpraHU3alnH.

JIoKyMeHTHPOBaHHAsi HH(OPMALUS KaK pecypc ynpaBJjeHHs

OOmast  xapakTepucTHka HMH(MOPMAIIMOHHOTO  OOmIecTBa.  3aKOHONATeNIbHAA U
HOpMaTHBHast 0a3a WHQOpMalMOHHOTO obecrieueHus: ympasieHuss B P®. 3akon PP «O06
uHpOopMaluH, HPOPMALMOHHBIX TEXHOJIOTUSAX U O 3aIIUTE HH(OpMAIHN.

Ponp umadopmamuu B ynpasneHun. Mupopmammonssiii npouecc. Wupopmannonnas
cucrema. Knaccudpukanus undopmaruu. CpoiictBa mHpopmauuu. Llenu, 3amaun u (yHKuuN
uHpOpMaLMOHHOTO  olOecreueHHWs ~ yopaBieHuUss B opraHumszauuu.  MHbopmarnmoHHas
UHPPACTPYKTYpa OpraHU3aIUH.

BHemHsAs u BHyTpeHHss cpena opraHu3auuu. [loTokn mHpOpMaLuMu U UX CTPYKTYpa.
JluHaMU4ecKHMe W CTAaTUCTHYECKHE  XapaKTepUCTUKH  IPOLECCOB  HMH(OPMAIIMOHHBIX
B3aUMOJCHcTBUH W uHPOpPMALMOHHOrO  oOecrmedeHuss  pabounx  mecT.  [loHsaTHe
MH(POPMALMOHHOTO pecypca. AOCONIOTHBIC, IEHCTBUTEIbHBIE U (DAKTUYECKH YIOBIETBOPSIEMBbIC
uHpopmanmoHHsle morpedHocTU. CTPyKTypa HHPOPMALMOHHBIX PECypCOB opraHu3auuii. Mecrto
JOKYMEHTHPOBAaHHOM WH(OpPMALMU B CUCTEME HH(POPMAIMOHHBIX pecypcoB. COOTHOILICHHE
MOHATUH «IOKyMEHT» U «JIOKyMEHTHPOBAaHHAs HH(DOpMAIIHSD».

ABTOMATH3HPOBAHHbIE CHCTeMbI HH(POPMALIMOHHOIO 00ecneYeHUs yIPaBJIeHH

[ToHsATHE «ANEKTPOHHBIM JOKYMEHT» M €ro OTJIMYUTEIbHBIE XapaKTEPUCTUKH.
VYnpaBieHue JOKyMEHTAIlMed B OpPraHM3alUsAX Ha BCEX CTaIUAX €ro JKM3HEHHOTO ILHUKJIA.
CoBpMeHHBIE MH(POPMALMOHHBIE TEXHOJIOTUU B YIPABICHUU U NPOOJIEMBbI UX COMPSHKEHUS C
KJIaCCUYECKHUMHU (OpMaMU M METOAAMHU paboThl nepcoHana. OCHOBHBIE HANPABICHUS U METOJIbI
aBromatmzanun MOY. Ananu3 pblHKa W CHCTEMaTH3alMs aBTOMAaTH3UPOBAHHBIX CHCTEM II0
Pa3NUYHBIM KaTeropusM M (PyHKIIMOHAIBHBIM XapaKTepUCTHKaM. XapaKTepUCTHKa HauOolee
pacrpocTpaHEHHBIX aBTOMAaTH3UPOBAHHBIX CHCTEM.

Meronyka OLEHKM M BBIOOpa  aBTOMATM3MPOBAHHBIX  CHUCTEM  YIPABICHUSA
JOKYMEHTHPOBAHHOM nH(popManuei, ux pa3padOTKH 1 BHEAPECHHUS.

Poap Ki1accupuKaTOPOB TEXHUKO-DKOHOMHYECKON M COLMAJBHONW HHPopMauuu B

HH(POPMALIOHHOM 00ecTedeHUH YIPaBJIeHUs!



22

Lenp 1 3a1aun yHUPHUKAIUK TOKYMEHTOB ynpasieHus. Hopmatusnas 0aza yHUpHKaIUN
JIOKyMeHTOB. HampaBneHus, TpUHIUIBI ¥ METOAbl YHHU(PHKAIHUU JOKyMEHTOB. CUCTeMHas H
MexxcucteMHas yHuukanusa. lLlemm w  3agaum  co3maHus  YHU(DUUIMPOBAHHBIX — CHUCTEM
JTOKyMEHTalMu u ¢GopM J0KyMeHTOB. Knaccupukanus kak yHHUBEpCAIbHBIM METOJ| U3y4YCHHS
SABJICHUNA OOBEKTHBHON JEWCTBUTEIBLHOCTH M KaK OCHOBA IOCTPOCHHS CHCTEM XpaHEHUS H
o0pabotku uHpopmauuu. MHepapxuueckuid u QaceTHbId MeTOAbl Kilaccu(UKaluu, HX
IIPEUMYLIECTBA U HEAOCTATKU.

KomupoBanme kak mporecc MpeoOpa3oBaHUsl JIAHHBIX, HAaNpaBICHHBIM Ha HX
MPUCIIOCOOJICHNE K KaHAJy Nepeiadn JaHHBIX WIM TeXHHYECKOMY YCTPOMCTBY X NepepaboTKu
u xpanenusi. Meronsl koguposanust TOCHU, ux npeumyniecTBa u Hegoctatku. Kputepun Beroopa
MeTon0B kogupoBanus TOCH.

3anaun u coctaB ECKK TOCH. BaxHeilne HOpMaTUBHO-METOANUYECKHUE TOKYMEHTBHI T10
ECKK TOCH. Kareropuu knaccudukaropos TOCH, ux craryc, ocobeHHOCTH U MecTo B M1OY.
Bunsl crpykryp mocrpoenust kiaccudukaropos TOCHU. Bunabl mHpopmanuu, 1mo KOTOPHIM
OCYIIECTBIIIETCS pa3paboTka obmiepoccuiickux knaccudukaropos. ['apmonuzanus OK TOCH ¢
MEXyHapOIHBIMU KIacCUPUKAIMAMUA UHPOPMAITUH.

3HaueHUEe MEXAYHAPOAHBIX  KiIacCHPUKauMid  UHPOpMauu aias  oOecredeHus
MH(POPMALMOHHOW COBMECTUMOCTH MH(OPMAIIMOHHBIX CUCTEM pa3HbIX cTpaH. Knaccudukanmm
uHpOpMaLuH, pa3padoTaHHbIE IPYTUMHU MEXITyHAPOAHBIMH OPTaHU3ALUSIMH.

HopmaruBHO-MeTOqMUECKHE JTOKYMEHTBI [0 BHEApeHHIo Kiaccugpukaropo TICH.
Oprasbl, OCYHIECTBISIOIIME PYKOBOJACTBO M  KOOpPAMHAIMIO paboT 1O  BHEOPEHUIO
knaccupukatopoB TOCHU. Hampasnenus npumenenus kinaccuduxaropos TOCU B HOVY.
Texnonorust Buenpenus OK TOCU B pelicTByIOIIME aBTOMAaTU3UPOBAHHBIE CUCTEMbI 00pabOTKU
JTAHHBIX.

NudopManMOHHBINH MEHEIKMEHT

3apyOeKHBIN OIBIT CTAHOBJICHUS! HH()OPMAIIMOHHOTO MEHEPKMEHTA KaK HaIpaBJiICHUS B
o0nactu nmpodecCHOHANTBHO-TIPAKTHYECKOH AesTenbHoCcTH. MH(DOpMaMOHHBI MEHEPKMEHT KaK
CTPATETUYECKUM HMHCTPYMEHT M METOHOJIOTHs IIOCTPOCHMSI COBPEMEHHOM OpraHU3allMOHHOMN
MHPPACTPYKTYphl ~OpraHu3anuu. 3anaud, QyHKOUM U CTPYKTypa HH(POPMAIMOHHOTO
MEHEJKMEHTa B opranu3anui. OCHOBHbIE THUIBI OPraHU3ALMOHHO-()YHKIIMOHAIBHBIX CTPYKTYP
MH(POPMALIMOHHOTO MEHEPKMEHTA M TEXHOJIOTUU UX (PYHKIMOHUPOBAHMUSL.

Yrpo3sl UHPOPMALMOHHOW OE€30MaCHOCTH M TMPHHLHUIBI, METOAbI, TEXHOJOTUH HX

MPEJOTBPALLCHHS B DJIEKTPOHHOM JIOKyMEHTO000pOTE.

TexHonorunm ynpasjeHHss HHPOPMALNMOHHBIMH NOTOKAMH M  YNpPaBJeHUs

AeATCIbHOCTBIO OPraHu3aluunu
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[TonsaTHe W TpuUMepHas cxeMma JOKyMEHTO0OOpOoTa opraHu3anuu. THIOBBIE 3aa4dl U
LIEJIM aBTOMAaTH3aL1H JI€JI0NIPOU3BOJICTBA.

[Tonstue «uHpopmaunonusie TtexHonorun» JIOY. KitoueBble wuH(OpMaAIIMOHHBIC
TEXHOJIOTUH B JOKYMEHTOOOOPOTE: Ha3HAYCHHUE, MECTO, POJIb.

OcHoBHBIE BUABI (JOPMATOB 3JIEKTPOHHBIX JTOKYMEHTOB, HCIIOJIb3YEMbIE B YIPABICHUU
nokyMeHTarei. OTKpbITbie (popMaThl M CTAaHAAPTHI: IEPCIIEKTUBBI BHeApeHHs B PO.

OTteuecTBeHHAast 3aKOHOJATENIbHAS M HOpPMATHUBHAs 0a3a, peryaupyromas IMpOLEecChl
BHEAPEHHS U MCTIOJIb30BaHMSI HH(OPMAIIMOHHBIX TEXHOJIOTHI B yIIPaBICHUH.

IpuHIUne! NoCcTpoeHus: ¥ GyHKIMOHUPOBAHNUSA O(PUCHBIX CHCTEM B cpele 0QHCHbIX
NaKeToB

Co3nanue, o00paboTKa, perucTpanus, HCIOIb30BaHHE U XpaHEHHE JOKYMEHTOB
cpenctBamMu o(HCHBIX TMakeToB. (DyHKIMOHAIBbHBIE Bo3MoOkHOCTH Microsoft Office u ee
NPUIOKEHUH. AlbTepHAaTHBHbIE O(UCHBIE TTaKkeThl. [Ipo6iieMbl U IEePCHEKTHUBBI B3aUMOICHCTBHSA
Pa3NUYHBIX OPHUCHBIX CUCTEM MEXIY COOOIA.

OducHble cUCTEMbI Ha OCHOBE JJOKYMEHTAIbHBIX KOPIOPAaTUBHBIX b/{

KopropatuBnbie 6a3pl nansbix. [lonstue kopropatuBHoit B/l m MC. TpeGoBanus x
kopriopatuBHO# B/l u IC. Ocobennoctu Texnonoruu «Knuent-Cepsep.

Apxutekrypa «Lotus-Notes». Moaenu koMmmyHUKauui, noanepxuBaeMbix Lotus-Notes.

Paspabotku poccuiickux kommanwmii: J0C, «UuTep-Tpact», 1C, DocsVision,
DIRECTUM wu apyrux B cdepe 3JIEKTPOHHOTO JOKYMEHT0000poTa (0a30oBble MpOrpaMMbl H
BCTpanBaeMble MOJYJIN).

Hcnonb3oBanne 10KYMEHTAIbHBIX CHCTEM M 0a3 JaHHBIX B YNIPaBJICHUH

Co3naHue M BEJGHUE CIPABOYHO-NPABOBBIX 0a3 naHHBIX. OCHOBHBIE NPaBOBbIE 0a3bl
JaHHbIX, ucnoab3yemele B PO. CnpaBounas npaBoBas cucreMa «Koncynbrant Ilmoc»: cocras,
CTPYKTYpa, IPUHIUIIBI IOCTPOEHHUS, IOUCK.

HNucruryT Hpesunenrcrea P® B 1993 — 2000-¢ rr.

KOHCTUTYLIMOHHBIN CTaTyC M pa3BUTHE HOPMATHBHO-NPABOBOM 0a3bl OpraHu3ald U
nesrenbHocT Ilpesunenta PO. OcHoBHble momHoMouus IIpesupenta P® u ocoGeHHOCTH HX
peannzanuu. Anmunuctpauus [Ipesunenra PO B 1994-2000-¢ rr., ee MECTO B CUCTEME OPraHOB
roCy/1apCTBEHHOMN BJIACTH, CTPYKTYpa U JOKYMEHTHI, PErJIAMEHTUPYIOLINE €€ AESITENbHOCTD.

I'ocynapcrBennbiii COBET: HOpMAaTHMBHAs PEIVIAMEHTALMS CO3JaHUS M JESATEIBHOCTH.
Komnerenmus, coctaB u obecnieueHue aesrenbHocTu ['ocynapctsennoro Cosera.

Coset bezonacHoctu P®: HopmMaTHBHO-TIpaBoBasi 0a3a OpraHU3alMM U JESTEIHHOCTH.

Kommnerenius, coctaB u o0ecneuenue aesarenbHoctu Ch.



24

OobmectBennas Ilamata: HOpMaTHBHas perjaMeHTAlMs CO3JaHUS U JCSTEIbHOCTH.
Komnerenmus, nopsaok QopMupoBaHuss M oOecredeHue AedTelNbHOCTH. B3aumoneiicTBue
OOu1ecTBeHHON ManaThl C TOCYIapPCTBEHHBIMU HHCTUTYTAMHU.

[TonmHoMouHBle mpenctaButenu Ilpe3unmeHtra B QenepanbHbIX OKpyrax: HOPMAaTHBHO-
npaBoBas 0a3a opraHuzanMu U JesTenbHocTH. KommnereHuus u  (GopMBl  peamu3aliu
MOJTHOMOYUT B 00JacTW KaJpOBOW TOJMTUKH, KOOPAMHALMHU JIEATEILHOCTH OPraHoOB
HCIIOJTHUTEJIBHOU BIIACTH.

Coseniarenpuble opransl npu IIpesunente PD. Akrtol Ilpesunenta PO u nopsanox ux
OITyOJINKOBAHUSI.

Oprasnbl 3aK0HOAATENbHOI (IpeAcTaBUTEIbHOI) BjacTu P® B 1993-2000-¢ rr.

@enepanbHoe CobOpanue P®: KOHCTUTYLMOHHBIM CTaryc, CTpykrypa. OCHOBHBIE
HOPMAaTUBHO-IIPABOBbIE AKThl OPraHU3alUU U ACATEIBHOCTH. MECTO B CHUCTEME IOJIMTHYECKUX
UHCTUTYTOB PO.

Coer ®Depepanuu: HBOJIOLUSA MeXaHM3Ma (OPMHUPOBAHUS, KOMIIETCHIHS U
opranmsanuoHHoe ycTpoiictBo. Komuters! u komuccun Cosera denepannn.

locynapctBennass Jlyma: 92BOMIONUS  HM30MPATENBHONH  CHCTEMBI, KOMIICTCHIIUS,
OpraHMU3alMOHHOE YCTPONCTBO. KOMUTETHI 1 KOMUCCHU U UX KOMIIETEHIIMSL.

Obecneuenue nesrenbHocTn DenepanbHoro Cobpanus: amnmaparsl nanat. [TomomHukn
nenytatoB  ['ocymapctBenHoit Jymsl u  unenoB CoBera @epaepauuu. PermameHTh
I'ocynapcreennoii Jlymel u Cosera denepaunn.

Axtel 'ocynapctBennoit lymsr u Coeta @enepanun PenepanbHoro cobpanus PO u
MOPSI0K MX OITyOJIMKOBAaHUS.

Cuernas Ilanara: mopsaok ¢GOpMHpPOBaHMS, KOMIETEHIUS W CHOCOOBI peanu3anuu
nostHoMounii. HoBblii 3akoH 0 CUeTHOM MajaTe ¥ ero OTINYHUE OT MPEKHET0 3aKOHOIaTEIbCTBA.

Cucrema M CTPYKTYpa OPraHoB HCNOJHUTENbHOH Baactu P® B 1993 — 2000-e rr.

[TpaButensctBo P®: HOpMmaTuBHO-paBoBas 0a3a OpraHu3alul U JCSTEIbHOCTH.
[Topsimox popmupoBanus, coctaB u komrnereHuus [IpaBurenscTa. Fi3MeHeHHs B cocTaBe MOCIE
2004 r. Anmnapar IIpaButensctBa P®. Aktol [IpaBurensctBa PO u nopsiiok ux omyOIMKOBaHUS.

@denepanpHble OpraHbl UCIIOIHUTENBHOW BJIIACTH U HMX TEPPUTOPUAIBHBIE CTPYKTYPHI.
DBOIIOLUST OPTaHNU3aLMOHHO-IPABOBBIX ()OPM OpPraHOB MCIOJHUTENbHON BiacTu B 1993 - 2000-
e roasl. [IpaBoBOif cTaryc MHHHCTEPCTB, (eAepalibHBIX areHTCTB U (peaepanbHbIX CIyxkO.
[TonBe1OMCTBEHHOCTD (pe/iepaibHBIX OPraHOB MCIOJHHUTEIBHON BiacTu. « TMUIOBOM periiameHt
B3aUMOJICHCTBHA (heZiepaIbHBIX OPraHOB UCTIOHUTEIILHON BIACTH.

OpraHu3allMOHHOE YCTPOMCTBO (QenepaabHbIX OpPraHOB HWCIOJIHUTEIBHOM BIACTH.
«TunoBoil periiaMeHT BHyTpEeHHEH OpraHu3anuu (QenepaibHbIX OpPraHoB HCIIOJIHUTEILHON

BJIACTW». B3aumonelcTBUE C MHBIMUA FOCYJaPCTBEHHBIMU UHCTUTYTaMHu PO.
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TeppuropuaibHble CTPYKTYphl (hefepalibHBIX OpPraHOB HCIIOJHUTEIHHON BIACTH.
OcoOeHHOCTH MX OpraHu3alu U (yHKIIMOHUPOBaHUA. B3anmoseiicTBue ¢ rocyaapcTBEHHBIMU
opranamu cyObekToB PO.

OcHOBHBIE TPOOJIEMBl ~ OpraHU3allMd M JEATENBHOCTH  (pelepanbHBIX  OpraHoOB
VCIIOJIHUTEJILHOM BJIACTH.

AKTHI (peepanbHBIX OPTaHOB MCIIOMHHUTENBHOM BrlacTH. ['ocyaapcTBeHHast perucTpanus
aKTOB (peepanbHBIX OpPraHOB HCIOJHUTENbHOW BiacTu. OduuuanbHble M3MaHUS X
nyOnuKanuy.

Opransl cyaeoHoii Bi1actu B 1993-2000-e rr.

Cynebnas cucrema Poccuiickoit @enepanuu: o0mmas XapakTepuCTUKa M JeHCTBYOIIas
HOpPMAaTHBHO-TIpaBoOBas 0asza.

Koncrturyumonnsiii Cyn P®: mopsmok ¢opMHpoBaHHs, KOMIETEHLUS, CTPYKTypa W
COCTaB.

Cucrema denepanbHbIX CyJOB o0mel opucaukuuu. Ilopspok Ha3HayeHHS CyeH.
Mexanusm ¢yHkiuonupoBanus. Ctpykrypa cynoB. CyneOHbI gemapTaMeHT U oOecrieueHHe
JesITeIbHOCTH Cy10B. MTHCTUTYT NMPUCSHKHBIX 3acenaTeneil: mopsaaok GopMupoBaHus.

ApOuTpaxksble CyIbl U HaYaJI0 UxX peopmupoBanus B POD.

Buasl akTOB BBICIIMX OpraHoB cyneOHO# BiacTH. MH(popMaIMoHHbIE U3AaHUS BBICIINX
OpraHoB Cy/IeOHOMN BIACTH.

WNHCTUTYT CyneOHbIX MPUCTAaBOB M €ro MECTO B TOCYJAapCTBEHHOM ammapare.
HopmartuBHo-1ipaBoBasi 6a3a opraHnu3anuy U AeITeIbHOCTH.

OcHoBHBIE HampaBieHus cyneOHoi pedopmel B PO u mpoGneMsl opraHuzanuud u
JESITeIbHOCTU CYJIeOHOM CUCTEMBI.

Cucrema npokypopckoro Haazopa B Poccuiickoii @enepauuu

Mecto npoKypaTypbl B CHCTEME OpPraHOB TOCYJAapCTBEHHOM BilacTH. DyHKIUMU U
IIOJIHOMOYMS IpOKypaTypsl. CucreMa opraHoB mpokyparypsl. I'enepanbhas Ilpokyparypa PO,
TEPPUTOPUANIbHBIE U CIIELUAIU3UPOBAHHBIE NPOKYpaTypbl. CTPyKTypa OpPraHoOB MPOKYpPaTyphl.
O6ocobnenne CnencTBeHHOT0 KoMuteTa PO.

OcHOBHBIE TPOOJIEMBI OPraHU3ALUU M JEATEIBHOCTH HPOKYPOPCKUX OPraHoOB. AKTHI
OpPraHoOB IIPOKYPATYPBHI.

CucremMa OpraHoB rocy1apcTBeHHOM BJacTu cy0bekToB Poccuiickoii @exepannu

[Topsimox popMUpPOBaHUSA U KOMIIETEHIIUS MTPEICTABUTEIBHBIX OPTaHOB rOCy1apCTBEHHON
BJIACTH.

Opranbl ucnONHUTENBHONH BiacTu. CTpPyKTypa, MHOPSIOK (OPMHPOBAHUS U 00BEM

KommnereHIny. [ naBa cyowekra PO: ero cratyc u nonHomouns. Hampasnenust B3auMoieiicTBUA
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OpPraHOB HCIIOJIHUTENFHOW BIACTH CyOBeKkTOB @Denepalul U TEPPUTOPUANBHBIX OpPraHOB
(benepanbHBIX OPraHOB UCTIOJHUTEIBHON BIACTH.

Cynpl cyonsexToB Poccuiickoit @enepaunu. [lopsaok hopMupoBaHust 1 KOMIIETCHIIHS.

denepanbHas HOPMATUBHO-TIpaBOBas 0a3a OpraHM3allMd OPraHOB TOCYJapCTBEHHOM
BJIACTU CYOBEKTOB.

Opranuzanus cucreMbl cTanaapTudanum B Poccuiickoit @enepauuu

HanuonanpHbple OpraHbl 0 CTaHAAPTU3ALMU: HUCTOPHS, CTPYKTypa M HallpaBJICHUS
nestenpHocTd. TK 191 CHUBUJ un IIK 4 «Ymnpaienue noxkymeHtauuen» Poccranampra.
HopmarusHo-11paBoBoe oOecrieueHue mporeccoB cranaapTusauuu B PO.

Cranpaprusanusi A0OKyMeHTALIMOHHOI0 o0ecneyeHHs ynpasJjenus B PO

HcTopust crangapTH3aliy JOKyMEHTAIIMOHHOTO obecrieueHus ynpasinenus B PO. Llenn
U 3a1auu yHH(UKauuu nokymeHtoB. HopmaruBhas 0aza yHudukanmmu noKyMeHTOB. Llenun u
3aja4ll CO3JaHMsl YHU(DUIIMPOBAHHBIX CHUCTEM JOKyMEHTAlMu M (HopM TOKyMeHTOB. OCHOBBI
KJaccu(UKauM JOKyMEHTOB M OCHOBHBIE METONBI KiIacCU(pUKAMU. MeTonbl KOIUpPOBaHHS
TOCH, ux npeumyiectsa U Henoctatku. Kpurepun Beidopa meronos konupoBanus TOCU npu
pELIEHNN COBPEMEHHBIX YIIPaBICHYECKHX 3a/ay.

Cocras u 3anaun ECKK TOCU. Baxnelinne HOpMaTUBHO-METOJUYECKUE TOKYMEHTHI T10
ECKK TOCH. Knaccugukaropst TOCH, ux craryc, 0COOEHHOCTH, B3aUMOCBA3b U MecTo B JIOY.
HopmaruBHO-MeToquueckue JOKYMEHTHI 1Mo BHeApeHuto kiaccupukaropoB TOCHU. Opransi,
OCYILECTBIIAIONINE PYKOBOACTBO M KOOpAMHALMIO pabOT MO BHEAPEHUIO Kiaccu(UKaTOpoB
TOCH.

VYHuUKaMg u CTaHJapTH3alMs JOKYMEHTOB Ha OyMakHOM HOcUTene. YHU(UKAIuUSI u
CTaHJapTU3aLMs JOKYMEHTOB Ha MAIIMHHBIX HOCHUTEISAX M NPHUJIAHUE UM FOPUIUYECKON CHIIBI.
CrannapTu3anus B CMEXHBIX 00JIacTsX.

Crangapruzanus JOKYMEHTOBEIUYECKON TEPMUHOIOTHH.

Cranpaptuzanusi JOKYMEHTAIMOHHOTO OOeCHeueHHsl YIpaBlIeHHs Ha COBPEMEHHOM
srare. OcobeHHOCTH U creuuduKa mpolecca cTaHmapTu3anuu. HaipoHanbHble CTaHAAPTHI,
ucnonb3zyemeie B chepe JOV.

Cranpaprusanus apXuBHOro aeja B P@®

VYHUUKAIMA U CTaHIAPTU3AIM apXUBOBEIUECKUX TEPMUHOB. PernameHTanus XxpaHeHus
JOKYMEHTOB Ha TPAAMLMOHHBIX HOCHUTENsX. HopMmaTuBHBIE NOKYMEHTHI pPEIIaMEHTHPYIOIINE
o0ecriedeHne COXPAaHHOCTH TPAAULMOHHBIX JOKyMeHTOB. CraHmapTuzanusi XpaHEHUs
ayqUOBM3yalbHBIX  JOKyMeHTOB.  CraHmapTu3anus  XpaHEHUS  HAy4YHO-TEXHUYECKOM
JOKYMEHTAIMH. «JIEKTPOHHBIN apXUB» KaK TEXHOJIOIHS XpaHEHUs JOKYMEHTOB.

MeskayHapoaHasi CTAaHIAPTH3ALMsA YIIPABJICHUS JOKYMEHTaluel

MexnayHaponHas — CTaHAapTU3alUsl  YIpaBICHUS  JOKyMEHTalUEW: HUCTOpUA U
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COBPEMEHHOCTb.

Mexnaynaponnas opranuzauusa no cragaaptusanuu (MCO), ee mecto u pons. Ucropust
craHoBineHuss u paszButus MCO, cTpykTypa ¥ OCHOBHBIE HAIIpaBICHUS JEATEIbHOCTH.
Hanmonanenele komureTsl no cranaaprusaiuu — wieHsl MCO. OcHOBHBIE IpaBOBBIE U
HOPMaTUBHO-METOAMYECKHE  JOKYMEHTBI,  pemiameHTupyromue  aestensHocts  MCO.
Texunueckuit komurer HCO Ne 46 «Mubopmanus U ITOKYMEHTALUS» M €0 MOJKOMHTETHI.
[ToaxomureT Ne 11 «YmpaBnenue apxuBaMu/moKyMeHTaMu». BaxkHeimume pa3paboTKu KOMUTETa
B cepe ympaBieHus JOKyMEHTalMeld U cucTeMaM ynpasieHus aokymeHtamu. Crtanmaptsl 70-
90-x romoB. CoBpeMEHHbBIE CTaHIAPTHl 1O YNPABICHUIO JAOKyMeHTauuen. IlepcriekTuBbl
pa3BUTHSI KOMUTETA U HOBBIE IIPOEKTHI.

Mexnaynapoanas anekTporexHudeckas komuccuss (MOK), ee mecto u ponb B
CTaHJApTU3alMM yOpaBieHus AokyMmMeHTauue. Mcrtopus craHoBnenus u passutus MOK,
CTPYKTypa M OCHOBHBIE HAIpaBJIEHUS JeATeNbHOCTH. HaluoHanpHblE KOMHUTETHI 110
crangaptuzanun — uieHsl MOK. OcHOBHblE TMpaBOBbIE M HOPMATHUBHO-METOJUYECKUE
JIOKYMEHTBI, pernamentupytommue nestensHocts MOK. Baxnelimme pazpadorku MOK B chepe
yIpaBIEHUS TOKyMEHTAMEN U CUCTEMaM yIpaBleHUs JoKyMeHTanuen. [lepcrnekTuBsl pa3BuTus
MO3K 1 HOBBIE TPOEKTHI.

EBpornelickue opraHmzanMy IO CTaHAApPTU3alUM, HUX MECTO U pojib B MHPOBOM
IpocTpaHcTBe. EBpONENCKH KOMWUTET IO CTaHAapTU3auuu. EBporelickas opraHu3anus I10
KauecTBy M JApyrue. OCHOBHBIE TIPaBOBBIE M HOPMATHUBHO-METOJNYECKUE JOKYMEHTHI,
periIaMeHTHPYIONIUE UX JIeATeNbHOCTh. BaxkHeie pa3paboTKu 3TUX OpraHu3aluil B 00JIaCTH
yIpaBJICHUS TOKyMEHTAIME! U CUCTeMaM yrpaBieHus fokyMmenTanueid. Cnenndukanuu MoReg
Y HOBBIE TIPOEKTHI.

MexayHapoaHble  CTaHIApThl,  pPENIAMEHTHUPYIOIIME  IIPOLECCHl  YINpaBIECHUSA
JTOKyMEHTAllMe M HuX poccuiickue aHanoru. Od¢uimanbHble MEPeBOIbl MEXKIyHApPOIHBIX
CTaH/apTOB 110 YNPABJICHUIO TOKyMEHTaMH, TEPMUHOJIIOTUYECKHE acleKThl. Posib craHIapTOB B
rapMOHU3AIMH POCCUICKUX M MEXKITyHAPOAHBIX HHPOPMAITMOHHBIX CUCTEM.

Pusuyeckas KyJabTypa M CHOPT B OOWIEKYJLTYPHOH M NpPodeccCHOHATBbHOI
MOAT0TOBKE CTYAECHTOB.

Lens u 3amaun ¢usuveckoro BocrnuTaHus. OCHOBHBIC MOHATHUS, TEPMUHBI (PU3HMUECKON
KyJbTypbl. Pu3nueckas KylbTypa — 4acTh OOIIeH KylIbTyphl oOmiecTBa u Iu4HOCTH. CriopT —
ABJICHUE KyJIbTypHOU >Ku3HU. @Dusnueckas KyabTypa B CTPYKType MNpodeccnoHaIbHOro
obpa3oBanus. ['ymMaHuTapHast 3HAUMMOCTH (PU3HUECKON KyIbTYphl. OpraHn3aluoHHO - IPABOBBIE
OCHOBBI (pr3nyeckoit KynbTypbl U crnopra. denepanbHblii 3akoH «O (U3NYECKOH KyIbType U
crniopre B Poccuiickoii @eneparum». OCHOBBI OpraHU3aluu (GU3NIECKOTO BOCIIUTAHUS B BY3e€.

MeToguueckue NPUHIOUNBI U METOABI (l)mnqeucoro BOCIIUTAHUA.
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Meroauueckue NPUHIUNBL (HU3UYECKOTO BOcMUTaHMA. [IpHHIMI CO3HATENBHOCTH U
akTuBHOCTH. [IpuHIMN HamagHOCTU. [IpMHIMIT HOCTYNHOCTH M MHAMBHAyanu3auuu. [IpuHnun
cucreMatuyHocTu. IIpuHIMI JUHAMUYHOCTH (IIOCTENIEHHOE YCHUJIEHHE pPa3BUBAIOLIUXCS
¢dakxTopoB). MeToasl (pU3NUECKOrO BOCHUTAHUSA. MeETONbl PEerIaMEHTHPOBAHHOTO YIIPAKHEHMUS.
Hrposoii MeTo. CopeBHOBATENbHBIN METOI.

Hcnonp30BaHKe CIOBECHBIX U CCHCOPHBIX MCTOA0B.

Ype3pplyaiiHble CHTYallMU TEXHOT'€HHOI'0 XapaKTepa

bezonacHocTh ku3HenesrenbHocTH (BXK]I) kak HayuHas OUCLUIUIMHA, €€ CTPYKTypa U
coziepKaHue, TEPMHHBI U orpezieneHns. be3omacHocTs mMyHOCTH, 001IecTBa U rocyaapeTsa. Oomias
kiaccupukanus YC.

TpancnopTHble aBapum (KaTacTpogsbl), OXKApPbI, B3pbIBBI, yrpo3bl B3psBoB. ABapuu (UC),
COMNPOBOXKIAIOIIME BBIOPOCAMHU aBAPUITHO XMMHYECKU OMACHBIX, PAJMOAKTUBHBIX U OMOIOTHUECKU
OIACHBIX BEIIECTB. ABapHU Ha THAPOJIMHAMHYECKU OMACHBIX O0BEKTaX, HA AIEKTPOIHEPIreTUUECKUX
cHCTeMax, KOMMYHAJIbHbIX CHUCTEMax >HM3HEOOeCTeueHUs, aBapuu Ha OYHMCTHBIX COOPYKECHHSX.

HetictBusa Hacenenus npyu UC TeXHONEHHOTro XapakTepa.

YpespblyaiiHble CHUTYallid TNPHPOJHOIO0, OMOJIOrO-COMHAIBHOIO W JKOJOTMYEeCKOro

Xapakrtepa

Xapaxrepuctuka u kiaccupukanus YC npupomHoro 1 6uojIoro-conuanbHOro xapaxkrepa u
UX TOCNIENCTBUS. 3emieTpsiceHHs. Yparansl, OypH, cmepud. JlecHple U TOpPQSHbIE MOXKAPHIL.
Haponnenus. Omomsuu. Ilpocanku. AKTyanbHOCTh NpoOieMbl Ui CTpaHbl M MOCKOBCKOTO
pernona. Ilopaxatomue akTopsl. Upes3BblualiHble CHUTYaIlMHd 3KOJIOTMYECKOrO XapakTepa W HX
BIMSHUE Ha OKpYXXKaloIIylo cpemy. Mepbl Oe3omacHocTd M jAedcTBUs HaceneHus npu UC

IIpupoaHoro, 6PIOJIOFO-COLII/IaJII>HOF 0 1 3KOJIOTHYCCKOI'0 XapaKTepa.

3HI/I):[eMI/II/I H MPOTUBOINMUICMHUYICCKHE MEPONTPUATHA. ITonsiTue 00 HMMYHUTETE.

[TonsiTue o0 Bo30yAUTENAX OONIE3HEH U ITyTH WX PACTIPOCTPAHEHHS. DIUIEMUYECKHUIA TPOIIECC
u ero ¢opmel. [IpodunakTriyeckre U NTPOTUBOINHIEMUUECKAE MEPONPHUATHS, TPOBOAUMBIE CPEIH
HACeJICHUSI B MUPHOE BpeMsl U NPHU Yrpo3e NPUMEHEHUs MPOTUBHUKOM OHOJIOTHYECKOTO OPYKHUSL.
MeponpusaTys 1o JIOKaJIN3aluu U JUKBUAALUY SIUIEMUYECKOro oyara. buonornueckas passeixa.

[TpoBenenue sxcTpeHHO 1 crnierduueckoit npodunaktiuky. Kapantun u o6ceppars. CanutapHas
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obpaboTka HaceneHusi. OOe33apakuBaHue TeppuTOpud M 31aHMK. CaHUTAPHO-TIPOCBETUTENBHAS

paboTa cpeu HaceNneHusl.

2.2. OuneHoYHbIE MaTEePHAJIBI VI IPOBEIeHNs TOCYIaPCTBEHHOI0 IK3aMeHa

2.2.1. Onucanue noxka3arteJeil, KpuTepHeB M MIKAJIbl OLICHUBAHUA

OuneHka

Kputepun onenkn

OTJINYHO

BBICTABIISIETCS OOYyYalolmeMycsl, €CIId OH IIOKa3blBaeT TIyOOKHE
BCECTOPOHHUE 3HAHUA MO COACPKAHUIO OTIACIBHBIX AUCLUUILUIMH B
COOTBETCTBUM C IMPOrPaMMON TOCYJAapCTBEHHOI'O  AK3aMEHA,
OTIUYHO OPHEHTUPYETCS B HUCTOYHHMKAX, O0OS3aTeNbHON U
JIOTIOJTHUTEIHHON JIHTEpaType W TPeOOBAaHUSX COOTBETCTBYIOLIUX
HOPMAaTUBHO-IIPABOBBIX JOKYMEHTOB; CaMOCTOSITEJIBHO, JIOTHYECKHU
CTPOMHO M TOCJIEAOBATEIBbHO M3JIaraeT MaTepuall, AEMOHCTPUPYS
YMEHHME  AQHAJIM3UPOBATh  pA3IUYHBIE  HAy4YHblE  B3IJIAJBL,
apryMEHTUPOBAHO OTCTaMBaTh COOCTBEHHYIO HAYUYHYIO IO3HUIIUIO,
TBOPUYECKU YBSA3BIBAET TEOPETUUYECKUE TOJIOKEHHS C APXMBHOU U
HAyYHO-UCCIIEIOBATENIbCKOW  MPAKTUKOW, 00JIagaeT  BBICOKOM
KYJBTYpOH peuy;

XOpOIIIO

BBICTABJIsIETCs. OOydarolmeMycsi, €ClIM OH IOKa3bIBaeT TBEPIbIC
3HaHUS  OTHENbHBIX JUCLUMIUIMH, BKIIOYEHHBIX B  COCTaB
rOCyJapCTBEHHOIO DJK3aMEHA, B COOTBETCTBMM C IIPOIPaMMOM,
XOpOIIO  OPUEHTHPYETCS B  HCTOYHUKAX U  00s3aTeIbHOMN
auTeparype, 3HaeT TpeOOBaHMS COOTBETCTBYIOIIMX HOPMATHUBHO-
[IPAaBOBBIX JIOKYMEHTOB, CaMOCTOSITEJIBHO M IIOCIEAO0BATEIBHO
M3JIaraeT MaTepuall, yMeeT yBA3bIBATh TEOPETUUECKUE IIOJIOKEHUS C
ApPXMBHOW U HAY4YHO-UCCIENOBATEIILCKON PAKTUKOM;

YAOBJICTBOPHUTCIILHO

BBICTABJISIETCS 00YYaIOIEeMyCsl , €CJIM OH B OCHOBHOM ITOKa3bIBAET
3HaHUS  OTHENbHBIX JUCUMIUIMH, BKIIOYEHHBIX B  COCTaB
rOCyJapCTBEHHOIO DK3aMEHa B COOTBETCTBHM C IIPOIPaMMOM,
OPHUEHTHUPYETCS JUIIb B HEKOTOPBIX MCTOYHMKAX U JIUTEpaType,
3HACT OTJEJIbHBIC MTOJIOKEHUS HOPMAaTUBHO-IIPABOBBIX JTOKYMEHTOB,
Marepuana U3JIaraeT  pernponyKTHBHO, JIOIYCKas  HEKOTOpbIE
OLINOKH; pEeAIPUHUMACT IIOIIBITKU aHaJIU3UPOBATh
3aKOHOJIATEIbCTBO, HCTOUYHUKHU U JIMTEPATYPy, a TAKKE Pa3IU4HbIC
Hay4HbBIE B3IJI/1bI, 000CHOBATh COOCTBEHHYIO HAYYHYIO MO3UIUIO
no TpeOOBAHMIO KOMHUCCHH; C TPYAOM YMEET YCTaHOBUTH CBSI3b
TEOPETUYECKUX ITOJIOKEHUN C NIPAKTUKOM; peyb HE BCErJa JIOTUYHA
U IIOCJIEI0BATEIIbHA;

HEYOBJIETBOPUTEIIBHO

BBICTABJISIETCsl 00yYaromeMycs, €ClId OH JEMOHCTPUPYET HE3HAHUE
OCHOBHBIX ITOJIOKCHUN OTACIBHBIX AWCLUIUIMH, BKIIOYEHHBIX B
COCTaB TOCYAAPCTBEHHOIO DJK3aMEHA; HE OpUEHTUPYETCS B
3aKOHOJATEIbCTBE, UICTOUHUKAX U 005S3aTeNIbHON JIUTEpaType, HE B
COCTOSIHUM OTBETHTh Ha BONPOCHI KOMHUCCHH, OOOCHOBATbH
COOCTBEHHYIO HAyYHYIO MO3UIUIO; HE YMEET YCTaHABJIMBATh CBA3b
TEOPETUYECKUX TOJOKEHUH C MPaKTUKOW; peub ciadopa3BuTa U
MaJIOBBIPA3UTEIIbHA.
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2.2.2. TunoBbie KOHTPOJIbHBIE 3aJaHUSI HJIN HHBbIE MaTepPHaJIbI
IlepeyeHb BOIPOCOB K FOCIK3aMeHY:

[lonatue «IOKYMEHT» B COBPEMEHHOM JOKYMEHTOBEICHHH, (YHKIMH JTOKYMEHTa,
CIOCOOBI JOKYMEHTUPOBAHUS U UX Pa3BHUTHE.

CoBpeMEHHbIE  IIPAaBOBBIE  AKTbl W HOPMATHUBHO-METOJWYECKUE  JOKYMEHTHI,
periIaMeHTHPYIONIUE MOPSIOK CO3AaHUS U OPOPMIICHHS JOKYMEHTOB.

Hcnonp3oBanue OJaHKOB B COBPEMEHHBIX OPraHM3ALUAX, TOCYIapCTBEHHBIX OpraHax u
opraHax MECTHOTO caMoyTpaBieHus. Bunpl 61ankoB. CocTaB peKBU3UTOB OJIAHKOB.
3HaueHue NpoLeaypsl corilacoBaHus JoKyMeHTa. Ilopsaok cornacoBaHus TOKyMEHTOB U
oopmieHrss BHYTpPEHHEr0 M BHEIIHETO COIJIACOBAaHUS. 3HAYCHUE MPOIEIypHI
YTBEPXKICHUS U TIOPSIOK O(OPMIICHUS YTBEPKACHUS TOKYMEHTOB.

[IpaBuna odopmieHus peKBU3UTOB, YAOCTOBEPSIIOMUX JOKyMEHT. [lopsiiok moanucanus
JNOKYMEHTOB. OTTHCK II€4aTu KaK PEKBU3HUT JOKyMeHTa. [lopsaok ynocToBepeHUs KON
JOKYMEHTOB.

OTMeTkH Ha JOKyMEHTE, WX 3HadeHHe M Topsanok odopmienus. OcdopmieHue u
Ha3HAYEHHUE PE3OIIIOLHH.

[lonsaTus “ropuanueckas 3HAYUMOCTb JTOKYMEHTA W “IOpUAMYECKAsl CHJIa JOKyMEHTa .
PexBu3nTel, oOecneunBaronyie IOpUANIECKYI0 3HAUMMOCTD JJOKYMEHTA.

OO6ume TpeOoBaHMA K TEKCTaM YIPABICHYECKHX JOKYMEHTOB M K O(OpPMIICHUIO
PEKBU3UTOB “‘3arOJIOBOK K TEKCTy , “oTMeTka o mnpuioxxeHun . CrenuanbHble
TpeOOBaHUS K TEKCTaM OPTraHU3aIMOHHBIX, PACHOPSAUTENbHBIX, HWH(OPMAIIMOHHO-
CIPaBOYHBIX TOKYMEHTOB.

[lonsTe «cucremMa JOKYMEHTAllMW», pa3BUTHE CHCTEM JOKyMmMeHTauuu. [lonsTue
«yHH(ULIUpOBAaHHAs  cHCcTeMa  JOKyMeHTamuw».  CucremMa  OpraHM3alllOHHO-
pacropsIuTeIbHON TOKYMEHTAllUH, €€ 3HaueHue JUIsd paboThl anmnapaTa yrpaBiIeHuUsI.

10. Iopsimox coctaBieHus: ¥ O(QOPMIICHUSI OPraHM3AIMOHHBIX JOKYMEHTOB (Ha MpuMepe
MI0JIO’KEHUS, MHCTPYKLUH, periameHTa). @DyHKIMOHAIBHOE HazHauYCHUE
OpraHMU3alMOHHBIX JOKYMEHTOB.

11.Tlopsimok ~ coctaBneHuss W O(QOPMIIGHUS ~ PACHOPSIUTENBHBIX  JOKYMEHTOB.
@OyHKIMOHAIBHOE HA3HAYEHUE PACTIOPSIUTENBHBIX JOKYMEHTOB.

12. Tlopsinox  coctaBieHus: U odopmieHuss HH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
@OyHKIIMOHAIBHOE Ha3HAUYEeHUE HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

13. Tlopsinox cocraBieHust U oOuIe TpeOOBaHUA K TEKCTaM M O()OPMIICHHIO CIYX eOHBIX

IIHUCEM. PaSHOBI/II[HOCTI/I CHY)KGGHBIX IIMUCEM.
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14. JlIokyMEeHTUpOBaHUE MOATOTOBKM M IIPOBEAEHUS COBEIIAaHUsA. Buabl JOKYMEHTOB,
KOTOpBIE COCTaBJIAIOTCS HA JTale IOATOTOBKM COBEIIaHusA. DyHKIMOHAIbHOE
Ha3zHaYEHUe, MOPSI0K COCTABICHHUS U 0(POPMIICHHUS TPOTOKOJIA.

15. Apxusnsie pedopmbl B Poccun B XX B.

16. ApXuBBI TOKyMEHTOB 110 JIUYHOMY COCTABY

17. UadopmManmoHHbIe TEXHOJIOTHH B QpXHUBHOM JIENIe

18. Knnaccudukanms 1okyMeHTOB ApXxuBHOTO (poHna PD u apyrux apXuBHBIX JOKYMEHTOB

19. KommnektoBanue  ApxuBHoro (Qonma Poccuiickoit ®exepauuu: TOHATHE O
KOMIUIEKTOBAHMH, ATAIbl 1 UICTOYHUKHU KOMITJIEKTOBaHUS

20. Ionsitie n opranusaiyst ApxusHoro ¢ponaa Poccuiickoit denepannn

21.CucrteMa CHpaBOYHO-IIOUCKOBBIX CPEICTB K AapXUBHBIM JOKYMEHTaM: IPUHLUIIBI
IIOCTPOEHHUS, BUbl ADXUBHBIX CIIPABOYHHUKOB, 31€KTpoHHbIE CIIC

22. CoBpeMeHHas OpraHu3anys BeJOMCTBEHHbBIX apXUBOB B Poccuiickoil @enepanun

23. ApxuBHoe 3akoHoaTenbeTBo PO B 1990-2010 rr.

24. Yuet u o0ecrieueHHE COXPaHHOCTH apXUBHBIX IOKYMEHTOB

25. enu u HOpMBI UCTIOIB30BAHUS APXUBHBIX JTOKYMEHTOB

26. [lonsaTe, Ha3HaUEHUE, OpraHU3aLUs IPOBEICHHS KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB

27.1loHsATHE  «JIOKYMEHTOOOOpOT», NPUHIUIBI  OpraHU3aludd  JTOKYMEHT000OopoTa,
KOJINYECTBEHHBIC M KAYECTBEHHBIE XapaKTEPUCTUKH JOKYMEHTOO00POTa.

28.3HavyeHue, 3a7a4d M TEXHOJIOTHS KOHTPOJIS 3a COONIONEHHEM CPOKOB HCIOJIHEHUS
JOKYMEHTOB.

29.IlonsaTe  «perucrpanust  AOKYMEHTOB», €€  3HaueHue Uil  OpraHu3alMU
nenonpousBozacTsa. [IpaBuna perucrpanuy JOKyMEHTOB. XapaKTePUCTHKA COBPEMEHHBIX
pEerucTpaoHHbIX (POpM: cOCTaB HH(GOPMAIMU U TOPAIOK UX 3aIIOJIHEHHS.

30. Homenknatypa nen, €€ Ha3HadeHHE B JEIONPOU3BOACTBE. MeEToauKa COCTaBJIECHHUSA
HOMEHKJaTypbl nen. Ilopspgok  opopmiieHHs, COTJIACOBaHMA W YTBEPXKICHHA
HOMEHKJIATYPBbI J1E1.

31. TunoBble TEXHOJOTHMUYECKUE ATAIbl OOPAOOTKH BXOISIIUX, UCXOAALIMX W BHYTPECHHHUX
JOKYMEHTOB.

32. IHCcTpyKUus MO AETONPOU3BOACTBY: (YHKIIMOHAILHOE Ha3HAYCHUE, CTPYKTYypa TEKCTa,
MOPSI0K OJATOTOBKU U 0(OPMIICHUS.

33. OyHKIMOHANBPHOE  HA3HAYEHUE, COCTaB MHQPOpPMALMH, TOPSIAOK  pa3padoTKH,
YTBEPXKACHUS M  BBEACHME B  JICHCTBUE JIOKAJIBHBIX HOPMATUBHBIX  aKTOB,
periIaMeHTHPYIOIUX padoTy CIIyKObI JETONPON3BOICTBA.

34. lenb, 3a0auu U QYHKIHH CITYy>KObI JETOMPOU3BOJICTBA, €€ MOJDKHOCTHON M YMCIICHHBIH

cocTtaB. TUMOBbIE HANMEHOBAHUSA U CTPYKTYPHI CIIY>KO J1€T0NPOU3BOJICTBA.
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44
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51.

52.
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IIpaBoBOE perynupoBaHre COBPEMEHHOIO JEIONPOU3BOCTBA.
[IpaBuna ¢opmupoBanus nen. [lopsnok odopmieHus el NP UX TMOATOTOBKE IS
nepefayd B apXuB opranuzauuu. OpraHuzanus paOoThl 1O MPOBEACHUIO SKCHEPTHU3BI

HNCHHOCTH JOKYMCHTOB B ACJIOIMPOU3BOACTBC.

Wndopmanus u ee posib B ypaBIeHUH.

Henu, 3a1aun 1 GyHKIUU HHYOPMAITMOHHOTO 00ECTICYeHHS YIIPABICHUS B OpraHU3alllu.
Knaccudukanus nadopmanuu B uHGOpMAIIMOHHOM 00ECTICUCHNUH YIIPABICHHUS.

OOmast ~ XapakTepuCTHKAa  3aKOHOAATENbHOM  0a3pl  WMH(POPMAIMOHHOTO U

JOKYMEHTAIMOHHOTO o0ecrnieueHus ynpasnenus B Poccuiickoit denepanmu.

. Undopmanmonnas nHppacTpyKTypa OpraHu3aluy.
42.
43.

IToHsATHE «3JIEKTPOHHOrO NOKyMeHTa». [Ipu3HaKy U CBOMCTBA 3JIEKTPOHHOI'O TOKYMEHTa
IIpaBunma nenompou3BOACTBA B TOCYAApPCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoyrmpasieHust 2019 r. o paboTe ¢ AIEKTPOHHBIMU TOKYMEHTAMHU.

. [IpaBuna oOMeHa TOKyMEHTaMH B 3JIEKTPOHHOM BHJIE.

45.

NnpopmanMoHHbIT MEHEDKMEHT KaK METOJOJIOTHS MH(POPMALMOHHOTO OOecredeHus
yTIpaBJICHUSL.

OcHOBHBIE =~ HAaNpaBlIEHUs] W METOJBl  TIOCTPOCHHS  COBPEMEHHOW  CHCTEMBI
MHPOPMALIMOHHOTO 00eCTIeUeHHUs YIIPABICHHUS.

Metoauka  pa3pabOTKM W BHEAPEHHS WH(GOPMAIMOHHBIX CUCTEM 3JIEKTPOHHOTO
JOKYMEHTO000pOTA.

HNndpopmanmonnoe obecrnieyeHne paboumx MECT PA3IUYHBIX KAaTEeropuil COTPYIHHMKOB
OpraHu3aIHH.

Crparerus pa3zButusi HHGOpMannoHHoro obmecTta B Poccuiickoit ®eneparyu va 2017—
2030 rogpt.

Metoauka BbIOOpa aBTOMAaTH3UPOBAHHBIX CHCTEM yIpaBlieHUs HHpopManuei u
JNOKyMEHTAlUEH.

Krnaccudukaropbl TeXHUKO-IDKOHOMUYECKOW U conuanbHoi nHpopmamuu (TOCU) u ux
MECTO B MH()OPMAIIHOHHOM 00ECTI€YeHUH YIIPABICHHUS.

16. TIporpamma "[{udpoBas sxoHomuka Poccuiickoit @eneparuu’ 00 nHGOPMAITMOHHOM
o0ecCTeYeHU! yIpaBIeHHsL.

MeTtoauka OICHKM aBTOMAaTH3MPOBAHHBIX CHCTEM YIpaBleHHs HHGpopManued u
JOKyMEHTalUEH.

[onatue «uHpopManMoOHHBIE TexHONOrum». Kiaccudukanus uHPOPMALMOHHBIX

TEXHOJIOTUH.
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HopmaruBHass 0aza, periaMeHTHpYIOIIas MpOLECChl BHEAPEHHS U HCIHOJIb30BAHUS
MH(POPMALMOHHBIX TEXHOJIOTHH B JIOKYyMEHTAIIMOHHOM 00€CIICYeHNH YIIPaBICHHUS.
[Tpo6nembl 1 TepCreKTUBBI BHEAPEHHSI AJIEKTPOHHOTO JOKYMEHTO000pOTa.

TexcToBble (hOpMaTHI JTEKTPOHHBIX JOKYMEHTOB, UCIOJIb3yEMbIe B JOKYMEHTAI[HOHHOM
o0ecTeyeHU! yIpaBIeHHs.

Hanpasienus pa3Butust ”HPOPMALMOHHBIX TexHONOTUi B JJOY.

Pazpabotkn kommnanuu «nekrpoHHble OducHbie CHucTteMb» B chepe IIEeKTPOHHOTO
JOKYMEHTO000pOTA.

KitoueBble nH(OpMAIMOHHBIE TEXHOJIOTMH B JOKYMEHTOOOOPOTE: Ha3HAYeHHE, MECTO,
pOJIb.

WNnpopmanmoHHO-CTIpaBOYHBIE CHCTEMbl M NPaBOBbIe 0a3bl JAHHBIX, HCIIOJIb3YEMbIC B
Poccutickoit @enepanuu.

Knaccudukanuss aBTOMaTU3MpOBAaHHBIX CUCTEM JOKYMEHTAI[HOHHOTO OOecredeHus
yTIpaBJICHUSL.

Kputepun onenku u BbiOopa (pupM-pa3paboTUNKOB MPOTPAMMHBIX MPOAYKTOB B cepe
JOKYMEHTAITMOHHOTO 00ECTICYeHHS yIIPaBICHUSI.

3akoHOnaTenbHas 0a3a, periiaMeHTHPYIOLasi MPOLECCHl BHEIPEHUS M HCIOJIb30BAHUS
MH(POPMALMOHHBIX TEXHOJIOTHH B JIOKYyMEHTAIIMOHHOM 00€CIICYeHNH YIIPaBICHHUS.
CocraB u QyHKIHOHANTBHBIE Bo3MokHOCTH Microsoft Office, nucons3yemsie B JJOY.
OcHOBHBIE BUABI M PA3HOBUAHOCTH (HOPMATOB, HCIOIB3yEeMble B 3JIEKTPOHHOM
JTOKYMEHTO000pOTE.

AHanu3 pbIHKa KOMITBIOTEPHBIX HHYOPMAIIMOHHBIX TexHonoruit JI0Y.

Pazpaborkn  kommanmm «1C»: cocTaB, Ha3Hauy€HHUE, peaju3yeMble  3aaauu
JOKYMEHTO000pOTA.

Cuctema (QenepaiabHbBIX OpPraHOB HWCIOJHUTENBHOM BJACTH  CICIHATBHON
KOMIIETEHIIMM COBpeMEHHOM Poccuu: opraHu3annoHHO-TIpaBoBble (HOPMBI, (YHKLUH,
YHUCICHHOCTb. AKTBHl ()efepalibHBIX OpraHOB HCIHOJHHUTENBHOM BIACTM U UX
oduHManTbHBIC U3TAHUS.

@enepanbHble  OpraHbl  HCIOJHUTEIBHOM  BJIACTH  OOIIEH  KOMIIETCHIIMU:
OpraHu3aIlMOHHO-TIpaBoBast (opMa, KOMIETEHLUS, MEXAaHW3M MPUHATHS peIIeHHH,
NIPUHUMAEMBbIE aKThI.

@enepanbHoe  cobpanue  Poccuiickoit  ®enmepauuu:  IpaBOBOM  CTaTyc,
KOMIIETEeHIMsI, NpuHuMaemble akThl. CuerHas [lanmara mpaBoBoOW cTaryc, MOPSAIOK
(dbopmMHpOBaHUs, OpPraHU3AIOHHOE YCTPOHCTBO, POPMBI M METOJIBI JESITEILHOCTH. AKTHI

CuerHoii nanatel PO.
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Cynebnas cucrema Poccuiickoit @eneparun: Koncturynuonusiii Cyn, BepxoBHbiit
Cyn, apobutpaxubie cyasl. CyaoyCTpoOWCTBO W CyJOINpOU3BOACTBO. HopmaruBHO-
npaBoBas 0asza, KOMIIETEHIMS, MOPSIIOK (OPMHPOBAHUS, MPUHUMaeMble akThl. CyIbl
CyOBEKTOB (peieparium.

CnencrtBennblii komuteT Poccuiickoit ®Denepanuu: HOpMAaTHBHO-TIpaBoBasi 0asa,
KOMIICTEHIIMsI, CHUCTeMa OpraHoB, CTPYKTypa. OCOOCHHOCTH TMOJIOKEHHS B CHCTEME
OpraHOB IOCY/IapCTBEHHOM BJIACTH.

Opranbl npeacTaBUTENbHON (3aKOHOJATENbHOM) W HMCHOJHUTEIBHOM BIACTU B
cyonekTe Poccuiickoit @enepanuu: mpaBoBas 6a3a, obiiee 1 0coOEHHOE, TPUHUMAEMBbIE
aKTBI.

Nuctutyt npesuaentctea P®. Ilpennoceuiku co3iaHusi, COCTaB, KOMIIETEHLUS,
dopmMbl U MeTOABl PabOTHI, CIOCOOBI peaau3alMuy IMOJTHOMOYMH, MECTO KaKIO0ro
BXOJAILETO B HETO OpraHa B rocyJapcTBEHHOM MexaHnusMe POD.

Opransl [Ipokypatypsl Poccuiickoit ®denepanuu Bo BTopoM aecstwiietun XXI B.:
MIPaBOBOW CTAaTyC, KOMIIETEHIIHs, CUCTEMa IMPOKYPOPCKUX OPraHoB, 0oOIIast CTPYKTypa.
IIpoxypopcKHe aKTBbl.

IIpesunent Poccuiickon @enepauuu: KOHCTUTYLMOHHBIM CTaTyc, MOPSAIOK
n30paHusi, OCHOBHBIC IIOJIHOMOYMS W OCOOCHHOCTHM HX peaju3allid BO BTOPOM
necstunetuu XXI B. Axtel [Ipesunenta.

Teppuropuaibible OpraHbl (eaepanbHbIX OPraHOB HCIIOJHUTEIBHONH BIIACTH:
o0Imasi XapakTepHCTUKa M TOPSIOK B3aMMOACUCTBUS C OpraHaMH TOCYAAapCTBEHHOM
BJacTu cyobekToB PO.

CrangapTuzanus OCHOBHBIX IOKYMEHTOBEIYECKMX M apXUBOBEIYECKUX TEPMUHOB.
[Tonatuss  «OopUUUANBHBIA  JOKYMEHT»,  <«JIOKYMEHT»,  «IOKyMEHTHPOBAaHHAS
uHpOpMaLUA», «APXUBHBIA JIOKYMEHT», «apXWB» B CTaHAApTax W HOPMATHUBHBIX
IpaBoOBbIX akTax Pd.

OOmast cTpyKTypa M HamnpaBiCHUS JACATEIbHOCTH OCHOBHBIX OpIraHOB II0

craHaprusauuu B PO.

CoBpeMeHHas cucTema CTaHAApTU3alUU JEJIONPOU3BOICTBA U APXMBHOIO Jeia B
PO®.

OCHOBHBIE JTambl pPa3BUTUS MEXAYHApOAHON CTAaHAAPTU3ALMUU  YNPABICHUS
JOKyMEHTalUEH.

Cospemennblie ctanaaptsl MCO, npuMeHsieMble B yIpaBiI€HUU AOKYMEHTALMEN U

UX POCCUNCKUE AHAJIOTH.
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2.2.3. MeToanueckue MaTepuaJbl, onpeae/sone Npoueaypbl OeHNBAHUS

I'ocynapcTBeHHBIN 3K3aMeH MPOBOAUTCS B YCTHOW (pOpME B KOHKPETHYIO ATy U3 MEpPHOAA,
YKa3aHHOTO B Yy4eOHOM IUIaHE COOTBETCTBYIOLIETO HAalpaBlIeHUs] TOATOTOBKM OakajaBpHara.
l'ocynapcTBeHHbIM SK3aMeH OOBIYHO HAYMHAETCA C YTpa M €ro OTKpbIBaeT MpeicenaTelb
I'ocynapcTBeHHON 3K3aMEHAaLlMOHHONW Komuccuu B mpucyrctBuM wieHoB I'OK u cekperaps I'OK.
ITocne aToro mpeacenaTens WM CEKpeTapb MOAPOOHO OOBACHSIOT YYAIIMMCS MOPAIOK MPOBEACHUS
rOCyJJapCTBEHHOTO 3K3aMEHa, BKJIIOUYas M MOPSAIO0K 3aIIOJHEHHS CIICIIMAIbHOTO OJIaHKa.

Cexperaps 'OK paznaer ywammmMes crieriuanbHble 0JIaHKH, BKIIOYAIOIIUE TIepeueHb BOIPOCOB
KOHKPETHOTO0 OWJIeTa MO TOCYJapCTBEHHOMY »JK3aMEHY W OTAeNbHbIC OJaHKH [UIs HaNHCaHUS
YEpPHOBUKOB OTBETOB. 3aIlyCKAEeTCsl BPEMs FOCYAAPCTBEHHOTO dK3aMEHa.

VYyamumecs NpUCTYyNarOT K MOATOTOBKE K YCTHOMY OTBETY Ha BOIIPOCHI, ONPEACICHHBIE B
HK3aMEHAIlMOHHOM Ouiere.

ITocne 3aBepuieHMs HOATOTOBKH, CTYJEHTHI B IPOU3BOJIBHOM MOPSAKE NIPUCTYNAIOT K YCTHOMY
OTBETY Ha BOIIPOCHI 9K3aMEHALIMOHHOTO OHUJIeTa.

B nponecce yctHoro orBeta uineHsl I'OK MoryT 3agaBaTh yTOUHSIOLIME BOIPOCH], HA KOTOPHIE
00y4aromuics TOKEH OTBETUTb.

[Tocne 3aBepuieHHs OTBeTa OOYYAlOIIMMHCS CHAET HSK3aMEHAIMOHHBIA OWiIeT W OJaHKU

YCPHOBUKOB OTBCTOB.

2.3.Y4eOHo-MeTOAMYecKOe M HHPOPMALMOHHOE 00ecnedeHne rocy1apCTBeHHOT 0
IK3aMeHa
PexomeHayeMble HCTOUHMKH U JJUTEpaTypa

HUcrounuku

denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O
I'ocynapctBennom repbe Poccuiickoit ®eneparum» // [InekTpoHHbId pecypc]. — M., 2022. —
Pexxum noctyna: http://www.consultant.ru/document/cons doc LAW 29674/.

@enepanbHblii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHpopmanmu,
MH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3ammre uHpopmMarum» // [DnekTpoHHBINH pecype]. — M.,
2022. — Pexxum poctyma: http://www.consultant.ru/document/cons_doc LAW_61798/.

@enepanbupiii 3akoH or  06.04.2011 Ne 63-®3 “O6 snexkrponHHoi mnommucu” //
[DnEeKTpOHHBIH pecypc]. - M., 2022. - Pexxum JoCTyma:
http://www.consultant.ru/document/cons_doc LAW 112701/.

@enepanbhbiil 3ak0H 0T 01.06.2005 Ne53-®3 «O rocynapcTBeHHOM si3bIke Poccuiickoit
@enepatun»  // [DnekTpoHHwelid  pecype]. — M., 2022. - Pexum pocrymna:
http://www.consultant.ru/document/cons_doc LAW_53749/.
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®enepanbHbiii 3akoH OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM pene B Poccuiickoit
@eneparun»  // [DnexktpoHHmelid  pecype]. — M., 2022. - Pexum gocrymna:
https://base.garant.ru/12137300/.

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHui
rpaxmaan Poccuiickoit @enepanumny// [dnexTponHsiii pecype]. — M., 2019. — Pexxum nmocryma:
https://base.garant.ru/12146661/

[lpukaz PocapxuBa ot 22.052019 Ne 71 «O0 yrBepxkaenun IlpaBun
JEJIONPOU3BOACTBA B I'OCYJapPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIPaBJICHUSD)
[DneKTpOHHBII pecypc] /- M., 2022. — Pexum JocTyna:
http://www.consultant.ru/document/cons_doc LAW_342093/

[TpuMepHast HHCTPYKIIMS IO JICIONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OpPraHU3aIUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsriii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHIapTOB MO HH(MOpMAIMK, OHOIMOTEYHOMY M H3AATEIbCKOMY neiny. OpraHu3alMoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc LAW_216461/.

"TOCT P HCO 15489-1-2019. Hauuonanenslii ctangapt Poccuiickoii
®deneparuu. CrucreMa cTaHIApTOB MO WHGOPMANUU, OUOIMOTEUHOMY M H3ATEIIbCKOMY
ney. Madopmanus n qokyMeHTanus. Ynpasienue qokymerntamu. Yacte 1. [lonarus u

npunuunel”" (yrB. Ilpukazom Poccranmapra ot 26.03.2019 N 101-cT) // [Dnexrpounsiit
pecype]. — M., 2022. Pexxum noctyma: https://docs.cntd.ru/document/1200163564

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE /€70. TepMHUHBI U ONPEAEICHUS.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexxum JOCTyIIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jluteparypa

AransnoB B.II. Ba3el ganaeix : YueOnuk: B 2 kuwmrax. - 1. - MockBa ; Mocksa :
M3parensckuit Jom "®OPYM" : OOO "Hayuno-uznarensckuit nentp MHOPA-M", 2018. - 271
c. - ISBN 9785819907139. http://znanium.com/go.php?id=929256.

ApxunoBa T.I'., Maneiuesa E.II.  CoBpemeHHass opraHusanusi TOCYJIapCTBEHHBIX
yupexxaenuit Poccun. Yuebnuk. U3a. 2-e, ucnp. u nom. - M.: PITYVY, 2007.

beikoBa T.A. JlokyMeHTalMOHHOE OOecIeueHue YNpaBiICHHs (IIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uenosa. -2-¢ uza. nepepad. u
JIOTI. - Mockaa: Wudpa-M, 2018. -304 C. - Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/
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bo6sineBa M.IT. HekoTopsle 0COOEHHOCTH COBPEMEHHOTO JJOKYMEeHT0o0OopoTa // BecTHUK
PITY. 2015. Ne2. [Onektponnsii pecypc]. — M., 2019. — Pexum npocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

beikoBa T.A. O HeKOTOpBIX pobaemMax cdepsl yrpaBieHus: JOKyMeHTaMu B Poccuiickoit
Oeneparu / Bectauk PITY. 2014. No2. [DOnekrponnbiii pecypc]. — M., 2019. — Pexum
nocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

I'moroBa C.A. BO3HUKHOBEHHWE M TEHIEHIMM pA3BUTHUS  paCHOPSAUTEIbLHOU
nokymentaiun B Poccun B gopeBomounoHHbIi mepuon // Bectuuk PITY. 2014, Ne2.
[DneKTpOHHBII pecypc]. - M., 2019. — Pexxum JOCTyIIa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

EBnokumoBa JI.M. DnekTpoHHBIMH TOKYMEHTOOOOpOT M obecmeueHue O0e30MacHOCTH
CTaHJAapTHBIMH cpeacTBamMu windows : Yuebnoe mocobue. - 1. - MockBa ; Mocksa : OOO
"KYPC" : OOO "Hayuno-uzparensckuii nentp HMH®PA-M", 2018. - 296 c. - ISBN
9785906923240.http://znanium.com/go.php?id=939786

WNudopManvoHHbIE TEXHOJOTHH yrpaBieHus : yueOnuk / b.B. UepHukoB. — 2-e u3z.,
nepepad. u gon. — M. : U «DPOPYM» : UHDPA-M, 2017. — 368 c. — (Bsicmiee

oOpa3zoBanmue). - Pexxum mpoctymna: https://znanium.com/catalog/document?pid=545268

Kucenes, I'. M. MHdopManmoHHble TEXHOJIOTMM B 5SKOHOMUKE U  YIpPaBICHUU
(3¢ dextuBnas padora B MS Office 2007) [Dnexkrponnslii pecypc] : YueOHoe mocobue / I'. M.
Kucenes, P. B. boukosa, B. U. Cadonos. - M.: Uznatenscko-Toprosast kopnopanus "Jlamkos u
Ke",  2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum nocrymna:

https://znanium.com/catalog/document?pid=415083

Kykapuna IO.M. CoBpeMeHHblE OpraHU3alMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢byskiun 1 pasHoBuaHocty // Bectauk PITY. 2016. Ne2. [Dnekrponnsiii pecypce]. — M., 2019. —
Pexum JOCTyTIa! https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CocTaB ynocToBepeHMs] AOKyMEHTa: OT MPOLUIOr0 K HAaCTOALIEMY H
oynymemy// Bectnuk PITY. 2014. Ne2. [DnekrponHslii pecypc]. — M., 2019. — Pexum nocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128

Kynsiee H.H. UndopmannoHHble TEXHOIOTHM B JIOKYMEHTAIMOHHOM OOECIIeYeHUN
yIpaBJICHUsI U apXUBHOM Jene : yueOHuk mis By3oB / H.H. Kynses, T.B. Kongpamosa, E.B.
Tepentrena, A.I'. ®abpuunoB ; mox obm1. pen.a.to.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Oubnuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmoctyma:

https://znanium.com/catalog/document?pid=1015021

Jlapun M.B. HUudopmanmonHoe obecriedeHne ymnpasieHus : yuyeOHoe mocobue / M. B.

Jlapun ; [M-Bo obOpasoBanus u Hayku Poc. @eneparuu, @enep. roc. OrKeTHOE 00pa3oBar.
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yupexaeHue Boicil. oOpa3oBanus "Poc. roc. rymanutapusii yH-T"]. - Mocksa: PITYVY, 2018. —
278 c.

OpraHu3aMoOHHOE MPOSKTUPOBAHUE: PEOPTaHU3AMs, PEUH)XUHUPUHT, TapMOHU3AIHS !
yuae6. mocooue / C.A. Jlouan, J.LM. Ansourep, ®@.3. Cemenona, J[.C. IlerpocsH ; mox pen. [.C.
[Terpocsna. — M. : UHDOPA-M, 2018. — 196 c. — (Bricmiee obpazoBanue: Marucrparypa). —
www.dx.doi.org/10.12737/19670. - Pexum JIOCTyTIa!
http://znanium.com/catalog/product/969592

OCHOBBI IOCTPOCHHUSI AaBTOMATU3UPOBAHHBIX MH(POPMAITMOHHBIX cUcTeM: YueOHHK / B.A.
I'BoznmeBa, N.10O. JlaBpentbea. - M.: Ul ®OPYM: HUIL Uudpa-M, 2013. - 320 c.: u.; 60x90
1/16. - (Ilpodeccuonanpuoe obpazomanue). (mepemner) ISBN 978-5-8199-0315-5 - Pexum

nocryma: https://znanium.com/catalog/document?pid=392285

Ilepeyennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHUKAUMOHHOM ceTH « MHTEpHET».

«Koncynbrant  Ilnmtoc»r—3akoHonarensctBO  PD:  KOJeKchl, 3aKOHBI,  YKasbl,
nocraHoBieHus [lpaButensctBa Poccuiickoit denepanny, HOpMaTUBHBIE aKThl [DIEKTPOHHBIN
pecypc] / Pexxum noctyma: http://www.consultant.ru/

'APAHT — 3akoHomarenbcTBO (KOJEKCHI, 3aKOHBI, YKa3bl, MOCTaHOBIEHUs) PO,
aHAJMTHKA, KOMMEHTApUH, TpaKkTUKa [DJEeKTpoHHBIH  pecypc] /Pexxum  mgocryma:
http://www.garant.ru/

@enepanbHoe apxuBHOe areHTCTBO (PocapxuB) [Dnekrponnbiii pecypc] / Pexum
nocryma: https://archives.gov.ru/

3. PexoMeHnanuu no noaroropke u opopmiaenuo BKP

3.1. Ob6mue TpedGoBaHus K coaep:;kaHuio u opopmiaenuo BKP

Beimycknas — kBanu¢pukanuoHHas — paboTa  mpeAacTaBisieT  co0Oi  BBIMOJHEHHYIO
oOyyaromuMmcsi paboTy, AEMOHCTPHUPYIOUIYI0 YPOBEHb IOATOTOBICHHOCTH BBIMYCKHUKA K
CaMOCTOSTENIbHON PO EeCCHOHATILHOM e TebHOCTH.

Brimycknas kBanu@ukanuoHHas padoTa siBisieTcst GopMON rocyIapCTBEHHONH HUTOTOBOM
aTTeCTAalluM JIMII, 3aBEPINAIOIIMX OCBOCHHME IMPOrpamMMbl OakalaBpuara IO HaIpPaBICHUIO
noarotoBku 46.03.02 «JloKkyMEHTOBEIEHNE U apXUBOBEIECHUEY.

Brimycknas kBanmpukamonHas paboTa HampaBiIeHa Ha:

- CHUCTeMaTHu3alHio, 0000IIeHNe, 3aKPEIJICHNEe M pacIupeHue TEeOPETHYECKUX 3HAHUH U
NPaKTUYECKUX HABBIKOB;

- BBISIBJIGHUE CIIOCOOHOCTH MPUMEHSTH MOJYyYCHHbIE 3HAHUS TPU PEIICHUH KOHKPETHBIX

HAaYYHBIX U NPAKTUYICCKHUX 3a/1a4,



39

- pa3BUTHE HABBIKOB BEJIEHUS CAMOCTOSTENBHONW pPAaOOTHI M OBJIAJCHUE METOIUKOU
HAYYHOTO MCCIIEIOBAHUS;

- BBIABJICHHE YMEHHUsS JenaTh OOOOIIEeHUs, BBIBOIBI, pa3padaTbiBaTh NPAaKTUYECKUE
PEKOMEHIALNHU B HCCIIeyeMoit 001acTy;

- MpHOOpETeHHE OIBbITa NPEACTABICHUS U IyOJUYHOM 3alllUTHl PEe3yJIbTaTOB CBOEH
NeSITebHOCTH;

- OUEHKYy C(OpPMHPOBAHHOCTH KOMIIETEHIMH BBIYCKHHKAa B COOTBETCTBUU C
TpeOoBaHUSAMH 00pa30BaTEILHOTO CTAHJApTa IO HAmpaBJIEHUIO MOAroToBku 46.03.02
«J[OKyMEHTOBEIEHUE ¥ APXUBOBEICHUEN .

Ha (akynbreTe MOKyMEHTOBEOEHHMS M TEXHOTPOHHBIX AapXHMBOB IpeIyCMOTpEHa
MOJrOTOBKA BBITYCKHON KBATH(PUKALIMOHHON pabOThI IBYX THUIIOB:

- IPaKTUKO-OPUEHTHUPOBAHHAS;

- TeOpeTUYecKas.

[Tpaktuko-opuentupoBannass BKP mpezacraBiser co0oif OpraHM3allMOHHBIN IPOEKT,
OCHOBAHHBINM Ha MPAKTUYECKOH 1eATETbHOCTH BBIITYCKHUKA B KOHKPETHOM OpraHn3aluy (BHE
3aBHCUMOCTH OT €€ OpraHU3allMOHHO-TPaBOBOM (HOpMBI U (HOPMBI COOCTBEHHOCTH), LENBIO
KOTOpPOTO  fABISETCS  U3yuyeHHe  (AKTUUYECKOHM  MOCTAaHOBKM  MH(OPMALMOHHO-
JOKYMEHTAIMOHHOTO 00€CIIeUeHHs yIPaBICHUS B 3TON OpraHU3alUU U TPEUIOKEHUE Ty Tel
€ro COBEPUICHCTBOBAHUSI.

Teopernueckass paboTra MOXET OBITh TOCBSIICHA JIO00W TeMe 10 HAaNpaBICHUIM
HNOATOTOBKM (haKyJIbTe€Ta M HUMEET LENbl0 IPOBEIACHUE HUCTOPUOTpapuyIecKoro wWiu
MCTOYHMKOBEIYECKOTO aHalM3a TEOPETUYECKOH MM TPAKTUYECKOH mpoOiieMbl U
COBPEMEHHOTI'0 COCTOSIHUSL €€ U3yUEHHUs], IPEUIOKEHUE IIyTEN €€ pELICHUs.

Bui10op Tembl BKP n npukpensienne k kagenpe.

Temaruka BBITYCKHBIX KBATH(UKALMOHHBIX paboT pa3pabarhiBaeTcsi KaxkIou U3 Kadeap
(bakynpTeTa JTOKyMEHTOBEICHHUS M TEXHOTPOHHBIX apXMBOB C YYETOM HAy4YHBIX MHTEPECOB
COOTBETCTBYIOIIEH KadeApbl W OOYy4alolIMXCs, a TaKkKe B COOTBETCTBHH C MPOPHISIMH
MOATOTOBKM HarpaBiieHHs NMoAroToBku 46.03.02 «JloKyMEHTOBENEHHUE U apXUBOBEICHHEY.
[lepeyeHb TeM BBINYCKHBIX KBaIM(UKALMOHHBIX pabOT 0OO0ydYaromuxcs €XKeroJHo
obHoBIsieTcss M yTBepknaeTcs CoBeToM (akysbTeTa JTOKYMEHTOBEIACHUS M TEXHOTPOHHBIX
apxuBoB. [IpuMepHas TemMaTHKa BBITYCKHBIX KBaJU(UKAIIMOHHBIX paOOT BBIBELIMBACTCS HA

carite ®AJI PITYVY.

! Tonoxenne «O BBIMYCKHOM KBATM(HUKAIIMOHHOM paboTe» yTBEpKIeHHOE npukasom Pextopa PITY ot 28.09.2017
Ne 01-314/ocH. www.rggu.ru
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BrimycKkHUK JOKEH BBIOpATh TEMY BBIITYCKHOM KBAaNU(UKAMOHHONW pabOThI U3 TepedHs
TUIIOBBIX T€M, pa3pabOTaHHBIX Ha cOOTBeTCTBYMOIIEH kadenpe PAJl, He mo3nHee, yeM 3a 6
MECSLEB A0 AaThl HaYala rocyAapCTBEHHOW NTOTOBOW aTTECTALIUN.

[To mnucbMEHHOMY 3asBIEHHIO OOydamomerocs kadeapa MOXKET MPEJOCTaBUTh
o0yyaromemMycss BO3MOXKHOCTb TIOATOTOBKM M 3alIUThl BBITYCKHON KBaJHU(PHKAIIMOHHON
paboThI 1O TeMe, MPEUIOKEHHOW caMUM O0yYaloIIMMCSl M HE COOTBETCTBYIOLIEH TUIIOBOMY
nepevHio TeM. Takoe pereHre MOKeT ObITh PUHATO B CIIydae MPU3HAHUS LEIeco00pa3HbIM
pa3paboTaTh JaHHYI0 TeMy JJs TPaKTHUYECKOro MPHUMEHEHHs B COOTBETCTBYIOIICH
npoeCCUOHATLHON JIEATENIbHOCTH MM Ha KOHKPETHOM OOBEKTe MpodecCHOHATBEHON
nestenbHOCTH?, TIpu 9TOM BBIOpaHHAs TeMa J0JDKHA COOTBETCTBOBATH TPOMIIIO TIOATOTOBKH
o0yyYaromerocsi ¥ HalpaBJICHHOCTH HAYYHOM M y4eOHOH IesTeIbHOCTH COOTBETCTBYIOILECH
Kadenpsl.

[Tocne BbIOOpa TEeMBl BBITYCKHUK O00s3aH COTJacoBaTh €€ CO CBOMM HayYHBIM
PYKOBOJIUTENEM M  TPUKPENUThCS K  BbIOpaHHOM  Kadenpe MyTeM  HamUCAaHUSA
COOTBETCTBYIOILEIO 3asBICHMs.  3asABICHUE IIOJEKUT PACCMOTPEHHMIO Ha 3acelaHHU
Kadeapel, a TeMa yTBEPXKIAECHUIO MPOTOKOJIOM. BhImucka U3 npoTokoia 3aceaanust Kapeapsl
COJIEPKUT CBEICHUS:

- ®UO crynenra;

- opma ero obyueHus;

- tema BKP;

-®UO, yueHas CTENEHb U 3BaHUE HAYUYHOT'O PyKOBOJIUTEIIS;

- ®UO, yuyeHas cTeneHb U 3BaHUE PELICH3EHTA (-OB).

Brimucka u3 mpoTokoia MpeacTaBiseTcs B JeKaHAT (hakynbTeTa JOKYMEHTOBEIEHUS U
TEXHOTPOHHBIX aPXMUBOB JUISI MMOJTOTOBKH MPOEKTa COOTBETCTBYIOLIETO Mpukasa. [Ipukasz 06
YTBEPKJICHUM TEMbl M HAa3HAYCHUHM HAYyYHOIO PYKOBOJAWTENS MOJDKEH OBITh MOJINHCAH
pextopom PITY (wnmm mpopektopoMm mo yuebHo# pabore PITY) nHe mo3mmnee, uem 3a 6
MecsLeB A0 AHs 3amuTel BKP.

Ha3nayenue HayyHoro pykosoauressi BKP u padora ¢ Hum

B cnydae, korma BBIMYCKHHK HE MOXET ompeaenutbes ¢ Temoid BKP wmnu BeiGopom
HAYYHOTO PYKOBOJAMTENSA, OH B COOTBETCTBUM C BBIOpaHHBIM MpPOQMIEM MOATOTOBKU
npukperisiercs K Kageape ¢akynpTera, Ha KOTOpOM eMy Ha3HauyaeTcs HayuHBINA
pykxoBogutens U npeyiaraercs tema BKP. JlanpHelimas npoueaypa yTBEpKAEHUS TEMBI U

CPOKHM M3JIaHus NpUKa3a aHaJIOTW4HbI 1.2.1.

2 Tonoxenue «O BBITYCKHON KBaM(PUKAIMOHHON paboTe» yTBEpHIeHHOE pukazoM Pexropa PITY or 28.09.2017
Ne 01-314/ocH. www.rggu.ru
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HayuHblil pyKOBOIUTEH JOJDKEH COBMECTHO ¢ OakallaBpOM COCTaBUTH IJIaH PabOTHI HAJ|
BKP, B KOTOpOM 4ETKO ONPEAEISAIOTCS:

- 1elb U 3agauu BKP,

- ctpykrypa BKP,

- KpYI MCTOYHHUKOB U JINTEPATYPHI 110 TEME;

- cpoku npezctasienuss BKP u ataner paboTsl HaJ TEMOIA.

B teuenue Bcero nepuoaa noarorosku BKP HayuHbIN pyKoBOANUTENb JOKEH OKa3bIBaTh
METOAMYECKYI0 TOMOLIb OakajaBpy IO HANWCaHWIO JAaHHOW  paboTHl  MyTeM
KOHCYJIbTUpOBaHMs U npoBepku npoekta BKP. B Tom citydae, korna 6akanaBp yKJIOHSETCS
OoT BbIMOJHEHHsT pabor 1o Hamucanuio BKP, HayuHslii pykoBoauTens 00s3aH
npouH(pOPMUPOBATE 00 O3TOM 3aBeAyromiero kapeapoil W PyKOBOICTBO (aKyybTeTa.
HayuHblii pyKoBOOWTENb JOJDKEH NPOUH(GOPMHUPOBATh 3aBeayromero kadenpoil wu
PYKOBOJICTBO (haKyJIbTeTa O MOTEPE CBSA3U C BBITYCKHUKOM MJIM 00 OTCYTCTBUU KOHTAKTOB C
HUM, 4YTO HE IIO3BOJISIET €MY OKa3blBaTb COOTBETCTBYIOIIYIO METOAUYECKYHO IIOMOLIL B
nporecce noAroToBku npoekra BKP.

[IpomexxyTounbiM uTOroM paboTsl cryneHTa Haa BKP sBnsercs mpencraBieHue ee Ha
npea3aliuTy Ha 3acelaHuH Kadeapsl (axyiabTeTa JOKYMEHTOBEACHUS U TEXHOTPOHHBIX
apXHBOB, 33 KOTOPOH 3aKpPEILICH CTYACHT.

IIpouenypa nanucanuss BKP

Oransl Hanucanusi BKP BappupyroTcs B 3aBUCUMOCTH OT BBIOpAaHHOH TEMBI, a TaKxke
3HaHUI, HABBIKOB W KBanudukaiuii O6akanaspa. [Ipu sToM cymecTByeT psiji 00s13aTeIbHBIX
9Tanos 1o Hanucanuto BKP:

- ywactue B paspaborke mimaHa pabotsl Hag BKP (coBmMecTHO ¢ Hay4HBIM
PYKOBOJUTENIEM);

- pa3paboTKa CTPYKTYpPbI paboTHI (COBMECTHO C HAYYHBIM PYKOBOJIUTEIIEM);

- cOop ¥ aHaNU3 MaTepuasa 1o TeMe UCCIIEOBAHUS;

- U3y4YECHHUE UCTOYHUKOB U JIUTEPATYPBI I10 TEME UCCIICIOBAHMS;

- HaIlMCaHUE TEKCTA U PACKPBITHE TEMbI UCCIICIOBAHMS;

- IIPEJICTABIICHUE ITOJIyYEHHBIX PE3YJIbTATOB HAYYHOMY PYKOBOAUTEIIIO;

- MIOATOTOBKA OKOHYaTeapHOro Bapuanta BKP;

- npenctasnenre BKP Ha kadeapy s npoxoxxaeHus Ipea3amuThl;

- opopmiiennie BKP o ycTaHoBIeHHBIM IpaBUIaM;

- TIOJlyY€HUE OT3blBa HAy4yHOro pykoBoautens U mnpexacrasieHue BKP  nHa
PELEH3UPOBAHNE;

- MOJIyYeHHUE OT3bIBA PELCH3EHTAa, €r0 M3y4YEHUE U IOATOTOBKA OTBETA HA IOJyYEHHbIE

3ameuanus 1o BKP;
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- MOATOTOBKA BBICTYIUICHUS U NIpe3eHTalmu (pakyabTaTuBHO) Ha 3amure BKP.

IIpounenypa npea3amuThl BbINYCKHONH KBAJIM(PHUKANMOHHOI padoThl Ha Kadenpe.

Lenp mpoBeaeHUs: mpea3aluThl — onpeaeneHue creneHu roroBHoctd BKP u momois B
€€ 3aBepIleHUH, a TaK)Ke MOArOTOBKA BhITyCKHUKA K 3amute BKP.

[pencraBnenne BKP Ha mpenzamury Ha kadeape T0IKHO OCYUIECTBIATHCA HE MO3/IHEe
gem 3a 1 Mecsil 10 ycraHoBiaeHHOW naThl 3ammThl BKP. Ha sTom atane Ha xadenpe nommkHa
MPOBOJUTHCA TepBas nmpoBepka Ha anturiaruat BKP (o6wem 3ammMcrBOBanuii). B ciyuae
BBISIBJICHMSI BBICOKOM CTENEHUM HEKOppekTHOro 3amMcrBoBaHus (cBeime 30%) BKP
BO3BpalaeTcs Ha JopabOTKy M K MpeI3aliiuTe He JOIyCKaeTcsl.

Ha mnpenmzammre M0MKHO TNPUCYTCTBOBAaTH HE MeHee 2/3 OT IUTaTHOroO 4YHcia
npernojaBaTeneii kadeapsl, BKJIIOYas 3aBeAylouiero kKagdeapoi, HayyHOrO PYKOBOIWTEIS
BKP u peuenzenra BKP.

B cnyuae orcyTcTBHsA HaydyHOro pykoBoauTens cooTBercTByromei BKP Ha npeasamure
[0 YBa)XXMUTEJNbHBIM NPUYMHAM OH JIOJDKEH 3apaHee B YCTHOM WM NMUCbMEHHOW (opme
npenocTaBuTh HMH(OpMaIMIo 3aBedyionieMy Kageapoit o crtemenu rotoBHoctu BKP k
3alIUTe, aTKyaJlbHOCTH M MpopaboTaHHOCTH oTAenbHbIXx yacteir BKP, a Takxe nartpb
XapaKTepUCTUKY pabOThl OakaiaBpa B Mpoliecce MoaAroToBku npoekra BKP.

[To uroram mpea3anuThl BHITYCKHBIX KBATU(PHUKAIIMOHHBIX padoT Ha 3acelaHuH Kadeapbl
COCTaBJIACTCSl MPOTOKOJI 3aceqaHus Kadenpbl, BBINHCKA W3 KOTOPOTO IPEACTABISIECTCS B
nekaHat ¢akyapTeTa. Brilucka 10KHa coaepxKath B ce0e CleayIoIne CBeICHUS:

- ®UO cryneHra,

- bopmy ero oOyuenwus,

- TouHyt0 (hopmynupoBKy Tembl BKP (Bo3MOXkHO ee yrouHeHue),

- creneHb rotoBHoctd BKP (monHBI WIM yCIOBHBIM AONYCK — A0 HCIpaBICHUS
3aMevaHuil),

-®UO, yueHy1o CTENEHb U 3BaHUE HAYYHOI'O PYKOBOIUTEI,

- ®HO, yueHyIo cTeneHb U 3BaHUE PELIEH3EHTA (-0B).

[ocne npenzamurel BKP Ha 3acenannu kadeapsl CTyIeHT MPUCTYMAET K ee JopaboTke
0 3aMeYaHMsAM Tpenojaasareneit kadeapsl, opopmienuio BKP u npencraBnenuio Ha 0T3bIB
HAay4HOMY DPYKOBOJMTEIO M HAa PELEH3UPOBAHME HA3HAYEHHOMY BHYTPECHHEMY
(xadenpambHOMY) PELIEH3EHTY.

TpebdoBanus k cTpyktype u 00bemy BKP
CTpyKTypa BBINYCKHOW KBaJM(UKAIMOHHOW pabOThl JOJDKHA BKIIOYATh B ceOsl CeMb
OCHOBHBIX 3yIeMeHTOB. K MX 4McIly OTHOCHUTCS: TUTYJbHBIA JIMCT, OIJIABJICHUE, BBEICHMUE,

OCHOBHAa 4aCTb, 3aKJIFOUCHUC, CIIMCOK UCTOYHUKOB U JIMTCPATYPbI, IPUITOKCHUA.
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KonnyectBo Tr1aB MOXXET BapbUpPOBaThCS B 3aBUCUMOCTH OT TEMBl MU METOJIOB
uccnenoBanus, npuMensemMbix B BKP, Ho ux 10mkHO OBITh HE MEHBIIE 2-X.

Ob6vem BKP nomxen 0bITh He MeHee 60 u He Oosiee 90 cTpanull Tekcra 0e3 yuera o0bema
CMHCKA UCTIOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI, a TAKKE MPUIOKECHUH.

- BBEJICHUE HE MEHEE S CTP.

- rnaBel 15-30 cTp.

- 3aKJIFOUYEHUE HE MEHee 3 CTp.

CymiecTBeHHOE TpEBBIIICHHE o00BeMa BiIMAET Ha uUTOroByio omeHky BKP, T.k.
JIEMOHCTPUPYET HEyMEHHE aBTopa OTAEIATh IJIABHOE OT  BTOPOCTENEHHOTo, JHO0
CBHUJIETEJICTBYET O CIIMIIKOM HIMPOKON TOCTAHOBKE 33]]a4 UCCIIEAOBAHMS, HE COOTBETCTBYIOLICH
BKP ypoBHs GakanaBpuara.

TpebdoBanus k opopmiienuro BKP

BKP nomkna ObITH OQOpMIIEHA CTPOTO B COOTBETCTBUHU C YCTAHOBJICHHBIMHU IPABHIIAMH.
HammeHoBaHMs Bcex OpraHu3aluii, yKa3aHHBIX Ha THUTYJIbHOM JIUCTE, JOJDKHBI OBITh
aktyanbHbIMH. BKP, opopmienHbie He o npaBuiiam, K 3alIUTe HE TOMYCKAIOTCS.

TekcT BBIMYCKHOM KBaMM(PUKALMOHHOW paboOTHl JODKEH ObITh MpEeACTaBIeH IJis
pELIeH3UPOBaHUS U 3alIUTHl B TeYaTHOM Bujae ¢ mpudptoMm odopmieHus Times New Roman
(oObrunbIif). IleyaTs ocymiecTBiseTcs Ha OJHOW cTopoHe Jucta popmata A4. PexoMeHayemblit
pasmep MWIPUQPT MPEACTABICHUS OCHOBHOI'O TeKCTa — 14 T, MOACTPOYHBIX CCBUIOK KO BCEH
pabote — 10 nt. Pekomenryemoe paszenenue Mexy CTPOKaMU TEKCTa COCTABIISIET IOy TOPHBIH
unTepBai. Ilons: BepxHee u HuxkHee — 25 mMm; neBoe — 30 mm; mpaBoe -10 mM. Otcryn ab3amna
JOJKEH OBITh paBeH 1, 25 cM.

Hymepanus nucroB B BKP ckBo3Has, pacnosaraercd BBEPXY IOCEPEIUHE JIUCTA.
[Tpunoxenus sBISAIOTCS OTACNbHBIM pasaenoM BKP, ux Hymepamus otaensercs OT OCHOBHOTO
conepxanuss BKP 1 HaunHaeTcs ¢ nepBoii CTpaHULIBI.

Kaxnast cTpykTypHas 4acTh paOOThI: OTJIaBI€HUE, BBEJICHHE, TJIaBbl U T.II. HAUWHAIOTCS C
HOBOH CTpaHHUIIbl. Pa3aensl BHYTpHU IJ1aB HA HOBYIO CTPaHMILy HE TIEPEHOCSTCS.

Odopmiienre pabOThl HAYMHACTCS C THUTYJIBHOTO JIMCTa, HAa KOTOPOM YKa3bIBAIOTCS
Ha3zBanue yupeaurtens PITY (MuuucrepctBa Hayku M BbICIIero oOpa3oBaHusi Poccuiickoii
@eneparun), nonHoe HazBanue PITY ¢ ykazanuem ero opraHu3allMOHHO-TIPABOBOI (HOPMBI
(penepanbHOe rocynapcTBEHHOE OIOJKETHOE 00pa30BaTENbHOE YUPEKICHHE BBICHIETO
obpaszoBanusi) u ero abopesuaruu (PI'bOY BO «PI'TVY»), Ha3BaHue WHCTUTYTA, (paKyIpTeTa U
Kadenpel ¢axynpTeTa, SBIAIOMICHCS BBIMYCKAIOUICH s AaHHOW paboThl. Jlanmee MOIHOCTHIO
yKa3bIBAIOTCS (haMHITUS, UMSI M OTUYECTBO aBTOPA PabOTHI; MOJTHOE Ha3BaHHE PAOOTHI, THIT PAOOTHI

(BBIyCKHasi KBaMM(UKAMOHHAs paboTa), Kypc, opma oOyueHHs CTyAEHTa, HalpaBlCHHE H
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HaNpaBJICHHOCTh MOJTOTOBKH, a TAKXKE MECTO (TOpOJI) M TOJ1 3aBEPIICHUS MOJTOTOBKH pabOTHI K
3aIuTe.

Ha otnensHoM sucte odopmisiercs: ornaBieHue K padore. B HEM yKkasbIBaroTcs Ha3BaHHSA
yacteil pa0OoThl (BBeJCHHWE, HOMEpa W Ha3BaHMA TJaB paboTHl, 3aKIIOYCHHE, CIIUCOK
HCIOJIb30BaHHBIX HCTOYHUKOB M JINTEPATYpbI, NpuiokeHus). CrpaBa HaNpOTHUB Ha3BaHWM
yacTeil paboThl yKa3bIBAIOTCS HOMEpa CTPAHHUL, C KOTOPBIX JaHHBIE YacTH HaunHaroTcsa. Homepa
KOHEUYHBIX CTPAaHUI] YacTel pabOoThl HE YKA3bIBAIOTCA.

['maBbl 1 maparpadsl HyMEpyIOTCS apaOCKUMH IU(PpPaMU U JOJDKHBI UMETh KOHKPETHBIC
3aroJOBKH, OTpaKalolIMe UX cojaepkanue. HazBaHue KaxIoro CTpyKTypHOTO JIeMeHTa paboThl,
BKJIIOYAsi HA3BaHUS TJaB OCHOBHOW dYacTH paboThl, HaOHpaeTcs 3arjlaBHBIMU OyKBaMH,
BBIJICJIIETCS )KUPHBIM HIPU(TOM U BBIPABHUBACTCS 110 LIEHTPY CTPOKHU HMJIIH 110 IIHUPUHE.

TpeboBanus k cogepxanuio BKP

Azpik 1 ctuns BKP fomkHBI COOTBETCTBOBAaTH IpaMMaTHUYECKMM M CTHIMCTHYECKUM
HOpMaM pyccKoro s3blka. B pabore momkHa OBITH UCHONB30BaHA MpodeccHOHaIbHAS
TEPMHUHOJIOTHS U Hay4HbIN CTUJIb U3JI0KEHUS MaTepraa.

Oco6oe BHHUMaHHUE cIenyeT YIeIuTh WH(POPMAIIMOHHO-CTPYKTYPHBIM KaueCcTBaM TEKCTa.
Texct BKP nomxeH OBITh LETOCTHBIM M JIOTHYHO BBICTPOCHHBIM, H3JIOKEHHE MaTepuana
JOJDKHO OBITh JOCTYNHBIM M SCHBIM. MHOTOUYMCIIEHHBIE TOBTOPBI COAEP)KAaHUS TEKCTa,
UCIIONIb30BaHME WIMPOKUX TmepeuncieHnii B Tekcte BKP 06e3 mocnmemyromiero anammsza u
BBIJICICHUST CIEIU(PHUKH H3y4aeMOro OOBEKTa HCCIICOBAHUS 3aMETHO CHUXKAET YPOBEHb
CaMOCTOSITENIBHOCTH U3510keHMsI TekcTa BKP 1 noquepkuBaroT HU3KM ypOBEHb aHATMTUUECKHUX
HaBBIKOB y OaKaaBpoB.

[TepBoit 0O0s3aTenbHON YacTbi0 pabOTHI, CBUIETEIBCTBYIOUIEH O KBaTU(UKAIIMOHHBIX
KayecTBax paboOTHI, SBIAETCS BBEACHUE, KOTOPOE HMEET YETKO PErIaMEHTHPOBAHHYIO H
JIOTHYECKH OOOCHOBAaHHYIO CTPYKTypy. B Hauane BBeIEHHUS pacKphIBACTCS aKTyalbHOCTh
n30paHHON aBTOpOM paboThl TeMbl. OHAa JTOMKHA OBITH C PacKphiTa C HAYYHO-TEOPETHUECKOU
(uH(OpPMAIIOHHAS U COLMOKYJIbTYpHAsi 3HAYMMOCTh TEMBI paOOThI; METOANYECKast 3HAYMMOCTb
UCCIIEI0BATENLCKOM MPOOIIEMBI, BEIOPAHHOM aBTOPOM Pa0OThI) U MPAKTUYECKON TOUYKU 3PEHHS
(HOBM3HA JTOKYMEHTAJIBbHOW M WHOW AMIMPHUYECKOW 0a3bl pabOThl, BO3MOXXHOCTb BHEAPECHHS
pE3yJIbTaTOB HCCIIEIOBAHUS B IPAKTUYECKYIO JAESITEIbHOCTh OpraHM3allMM, HCIOJIb30BAaHUE
Pe3yJIbTaTOB MCCIIEOBAHUS B COOTBETCTBYIOUIEH MPOPECCHOHATBLHON 00JaCTH ACATEIbHOCTH U
T.IL.).

Jlanee BO BBEIEHUHM PACKPBIBACTCS CTENEHb HM3YYEHHOCTH TeMBbl palbOThI, KOTOpas
OIpEeJIeNIAeTCS Ha OCHOBAHWU MPOBEJAECHHOIO aBTOPOM pabOTHl HCCIEAOBAHHS HMEIOLIEHCS
JIUTEpaTypsl 1Mo TeMe (MoHorpaduii U OonmyOIMKOBAaHHBIX HAY4YHBIX cTareit). O030p IuTEepaTyphl

JOJDKEH OBITh  CTPYKTYPHPOBaH TIO MPOOJIEMHO-TEMAaTHYECKOMY MM  XPOHOJIOTUYECKO-
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TEMaTUYeCKOMY TNPHUHIMITY — HAmpuUMep, M0 HANpaBJICHUSAM H3YyYCHHS JTOKYMEHTAllMOHHOTO
oOecrieyeHHss YIpaBlIeHUs W €ro HWHQPOPMALMOHHO-TEXHOJIOTHYECKOTO oObOecrneueHus, Mo
TEMaTHUKe M BUAOBOW crenuduke KuHO(POTOHOHOZOKYMEHTOB, HAYYHO-TEXHHYECKOH U
HSKOHOMHUYECKOW JOKyMEHTAIlMH, MO0 XPOHOJIOTMYECKUM J3TalaM HCTOPHOrpaduuecKoro
M3y4eHUs BHIOPAaHHOI aBTOPOM HAayYHOM TEMbI UCCIICAOBAHUS U T.II.).

Hcxons W3 CTENEHW M3YYEHHOCTH TEMBbl BBITYCKHON KBaTU(HUKAIIMOHHONH pabOThI BO
BBEJICHUM BBIJICNAIOTCS M OTAEIBHO OOO3HAYAIOTCSA HOBHM3HA W NPAKTUYECKas 3HAYMMOCTD
NPENpPUHATOrO HUccleAoBaHus. VX ompeneneHue JODKHO —HANPSMYIO — CJIeloBaTh W3
MIPOBEACHHOTO 0030pa UMEIOLIEHCS TUTEPATYPHI IO TEME.

[Tocne ompeneneHus: HOBU3HBI M MPAKTUYECKOH 3HAYMMOCTH pabOThI MOCIIEI0OBATEIBHO
OTIPENIENIAIOTCS 1LeNb, 3a/a4H, OOBEKT, MPEeIMET M XPOHOJOTHYECKHue paMku paboTsl. Llensb
JIOJDKHA COOTBETCTBOBATH 3asBJICHHOW TeMe paboThl, a 3aJauu JOJDKHBI OTPaXKaTh COJEpIKaHHE
OCHOBHBIX pPa3/ienoB paboTel. POPMYIHUPOBKH LENU U 33434 JOJKHBI UMETh aHAJUTUYECKYIO
HaNpaBJICHHOCTh — T.€. KUCCIIEA0BAThY, KIIPOAHATTUZUPOBATHY, «BBIABUTHY, «OOOOIIUTHY.

®opMyIUpoOBKH O0BEKTAa M TpEAMETa HCCIEAOBAHUS ONPENCISIOTCS B COOTBETCTBUU C
MPAaKTUYECKON HANPABICHHOCTHIO pabOTHI.

JUist BBIMYCKHBIX pabOT MO MpoOieMaThKe TOKYMEHTAMOHHOTO 00ECTIeUEeHHUs yIIPaBICHUS
B KauecTBe 0OBEKTa M3YUCHHUs BBHICTYIAE€T caMa OpraHu3allis, a B KAUeCTBE MpeIMeTa U3yUeHHs
— JTOKYMEHTALIMOHHOE O0ecCrieueHHe yIpaBlIeHUs 3TON opranuzanuu. [Ipu sToM, 00s3aTeIbHBIM
AJIEMEHTOM  paboThl  ABNSETCA TpeioKeHue myTedl coBepumieHcTBoBaHus JIOY  Tak
TPaIUIMOHHBIM ITyTEeM, TaK U C MPHUBJICYEHUEM HOBBIX MH()OPMAIIMOHHBIX TEXHOJIOTUH, BKIIIOYas
coa

B BBINMYyCKHBIX KBaTU(PHUKAIMOHHBIX padoTax, riae OOBEKTOM HCCIEIOBAHUS BBICTYIACT
rOCYJapCTBEHHBIN OpraH, OOLIECTBEHHOE OOBEAMHEHHE, KOMMepdecKas OpraHu3amus U T.II.
MIPEIMETOM HCCIIEIOBAHNUS SBISIETCS KOMIUIEKC HOPMATUBHBIX MIPABOBBIX aKTOB MO0 KAKOMY-JTHO0
acmiekty ~ uxX  (yHKIMOHMpoBaHMs.  Hampumep,  aJIMUHHCTpPAaTUBHBIE  pErJIaMEHTBHI
TOCYJapCTBEHHBIX OPraHOB, KaJpOBas JOKYMEHTALUSI TOCYJapCTBEHHBIX CITY)KAILIHX, KOMILJIEKC
JOKYMEHTOB T10 CO3/JaHUIO U PErHCTPALIUU OOLECTBEHHOTO 00BEIMHEHUS U JIP.

Ecnu paGoTa HOCUT UCTOPUYECKHUN XapaKTep, XPOHOJIOTHUECKUE PAMKH TEMBI BBIITYCKHOM
KBAJTM(HUKAIIMOHHON pabOTHl PEKOMEHYeTCsl YKa3bIBaTh Kak BO BBEJCHHUU K paboTe, Tak U B
Ha3BaHUM JaHHOHU TeMbl. [Ipu 3ToM HX 000CHOBaHME UMEET 00sS3aTeNbHBIN XapaKkTep, 0003Havas
TPaHMIIBI U3yYaeMOro ¢ MOMOIIBIO HCIIOIB3YEMbIX TOKYMEHTOB MEPHO/Ia, IEPUOJT AeSTEILHOCTH
U3y4aeMON OpraHM3alUU WIA HCCIEIYEMOr0 YUPEKICHHS, BPEMEHHBIE PAaMKH BHEAPCHHS
TEXHOJIOTUYECKHX MPOIIECCOB B c(hepe JOKYMEHTAIMOHHOTO U MHPOPMAITMOHHOTO 00ecTeueHus

YIIPABJICHMUS.
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3a ompeneneHuWeM LeIH, 3a7ad, OOBEKTa, MpeIMeTa W XPOHOJOTHYECKUX TPaHHIL
BBIITYCKHOW KBaTH(PHUKAIIMOHHOM paboThI clelyeT XapaKTepUCTUKA €€ MCTOUHMKOBOM 0a3bl.

B pabotax, MOCBSIIEHHBIX BOIPOCaM JAOKYMEHTHUPOBAHHS ACATEIbHOCTH OpraHU3alui U
YUPEXKACHUH, JOKYMEHTAIMOHHOTO Y  HMH(OPMAIIMOHHOTO 00ecredeHus:  ympaBiieHUs,
00s3aTeNbHBIMU  TPYNIAaMU HCTOYHUKOB JUISI H3YYEHUS M XAPAKTEPUCTUKH  SBISIIOTCS
JeUCTBYIOIME HOPMAaTUBHBIC MPABOBBIC aKThl, HOPMAaTUBHO-METOANYECKHE JOKYMEHTBI U — B
OONbIIMHCTBE paboOT — JIOKaJbHBIE JOKYMEHTHl H3y4aeMbIX OpPraHM3alUd U YUpPeKICHHUH
(3HaUUTENBHAS X YACTh MOXET OBITh HEOIMyOJIMKOBAHA).

3aKIoYNTEIbHAS YacTh BBEJICHHS MOCBSIICHA XapaKTEePUCTUKE CTPYKTYphI paboThl. B Heit
JOJDKHO OBITh 0OOCHOBAHO pas3fiefieHHe TEeKCTa MO IJIaBaM OCHOBHOW YacTH, KPaTKO OTPa)KEHO
coJiepKaHue IJ1aB paboThl, a TaKXkKe JOJDKHA OBITh oTpaskeHa cBsizb cTpyKTyphl BKP ¢ e€ nenbio
U 33/1a4aMU.

['nmaBbl, mpeacTaBIeHHBIE B OCHOBHOM YacTH BBIMYCKHOW KBadH(PHUKAIMOHHON paboThl,
JIOJDKHBI COOTBETCTBOBATD €€ 3asIBIICHHBIM 33/1a4aM, OOBEKTY M MIPEIAMETY HU3YUCHHUSI.

B yactHOCTH, B paboTax, MOCBSIIEHHBIX BOMPOCAM U3Y4YEeHUSI KHHO(POTO()OHOTOKYMEHTOB,
TEJIEBU3MOHHBIX MPOTpaMM U  paavomepenad, HSKOHOMHUYECKOM U HAay4YHO-TEXHUYECKOMH
JOKYMEHTAIUH, B IJ1aBax paOOThl JOJKHBI ObITH MOCIEI0BATEIBHO PACKPHITHI MIPOUCXOXKACHUE,
COCTaB, COJAEP)KaHUE M CTENEHb 3HAYMMOCTH JAHHBIX BUAOB JOKYMEHTOB KaK HMCTOPHYECKUX
MCTOYHUKOB U (WIN) 0OBEKTOB XpaHEHHS U MPAKTUYECKOTO UCIOIb30BAHMUS.

B riaBax BBIMYCKHBIX KBaJM(UKAIIMOHHBIX Pa0OT, MOCBSIIECHHBIX TOKYMEHTAIIUOHHOMY H
MH(POPMALIMOHHOMY OOECIeUCHHIO YIPaBICHHS, 00s3aTENIbHBIMU YacTSAMU JOJDKHBI SIBISTHCS:
ONMCaHWE M XapaKTEPUCTHKA OpPraHW3alllH, SBIAIOUICHCS OOBEKTOM M3YUEHHUS; PACKPBITHE
peanu3yeMbIX OpPraHM3AIMOHHBIX M TEXHOJOTMYECKHX MPOIECCOB pPabOThl € IOKyMEHTaMHU
OpraHu3aIiy, BKIIOYas aHaIU3 JIOKAJIbHOW HOPMATHBHOM 0a3bl, BUJIOBOTO COCTaBa JIOKyMEHTOB,
00BEMOB U OCOOEHHOCTEH TOKYMEHTOO0OpOTa, OIpe/ie]ieHre 1 000CHOBaHUE PEKOMEHIAIIHA IO
coBepuieHcTBoBaHUIO /IOY B M3yuaemoil opraHu3anuu.

Kaxxgas rmaBa 00si3aTeNIbHO 3aBEPIIASTCS BBIBOJAMH, 0000MIAIONMME €€ CONepiKaHue B
C)KaTOU M TP 3TOM KOHKPETHOH (opme.

3aKi0YeHne K  BBIMYCKHOM  KBaJU(HUKAIMOHHOM padoTe pacKpbhlBaeT pelieHHe
MIOCTaBJICHHBIX B paboTe MCCIeI0BATENbCKUX 33aa4. B HEM MOABOASTCS UTOTH U ONPEACTSIOTCS
NEPCIEKTUBHI JaJbHENIIeH pa3paboTKu H30paHHOM TeMBbI UCCIIEIOBaHMUS.

IIpaBuaa upuMTHpPOBaHMA W OMOJMOrpa@UYecKOro ONMCAHMS HCTOYHUKOB,

HCcnoJan30BaHHbIX B BKP

OO0s13aTeNbHBIM 3JIEMEHTOM BCEX PAa3JeNIOB BBITYCKHON pabOTHI SIBISETCS CIPABOYHBIN

anmapar, CoJIepXKalllMii CCbUIKM Ha W3y4YECHHbIE MCTOYHUKM U Jjureparypy. Popmamu
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CIPAaBOYHOT'O O(OPMIICHUS TEKCTA SBJISIFOTCSA CCBUIKA Ha MPUBOJUMBIE B TEKCTE pabOThI IUTATHI
U3 TIPUBJICYCHHBIX JJIsI WCCIICAOBAHUS HCTOYHMKOB M JIMTEPATyphl, a TaKKe OTCBUIKH K
MCTIOJIb30BAaHHBIM UCTOUHUKAM H JIUTEPATYpeE.

[lurata mpencraBisier co0Oil TOYHYIO, JOCIOBHO BOCIIPOM3BEICHHYIO BBIIEPKKY U3
KaKoro-imoo Tekcra (HOpMaTUBHOTO aKkTa, MyOiaukamuu u T.1.). Llutara ynorpedmnsiercs B Lensix
MOJATBEPXKICHUS] MHEHHUSI aBTOpa M €ro apryMeHTOB, JIMOO B KaYeCTBE NMPUMEpa HHOTO MHEHUS C
IIEJIBI0 €r0 OIMOHUPOBAaHHUS aBTOPOM B CBOEM HccienoBaHuu. Llutara He nomKHA OBITH
6onpioi Mo o0bemy. bakanaBp 10MKEH MOMHHUTD, YTO 3JI0YIOTpeOICHNE IMTATaMU BIUSET Ha
OLIEHKY pa0OThl M Ha MOKa3aTenH Iuiaruara. J[oClioBHOE LMTHPOBAHUE pa3feiioB MPABOBBIX U
HOPMATHBHBIX aKTOB, a TAKXKE METOJMUECKUX JOKYMEHTOB HE JOIYCKaeTCsl.

[luTrpoBaHuE UCIONB3YEMOr0 TEKCTa, HE O(OPMIIEHHOE B TEKCTE C MOMOIIBIO KaBBIYEK,
CHIDKAeT MoKa3aTeb CaMOCTOSTEIbHOCTH PabOThl U €€ KBaTM(PUKALMOHHON OIIEHKH BIUIOTH 10
BO3MOKHOCTH OTKa3a B €€ JAOMycKe K 3ammre. L{lutupyeMslil MaTepran 3aKIr04aeTcsl B KaBbIUKH
U TPUBOAMUTCS B TOH XK€ rpaMMaTHUECKOW (opme, YTO M NMEpPBOMCTOUYHMK. B ciydae, xorma
IUTHPYETCSl TOJBKO YacTh HpeIokeHHs (uiau ¢pasza), TO Tepel HavdaJoM HCIIOIb30BaHHS
LIUTATHI, 3aKJIIOYEHHON B KaBBIUKHU, CTABAT OTTOYHE, & IUTATy HAYMHAIOT CO CTPOYHON OYKBBI.

[Tocne kaXkA0ro MCIOJIb30BAaHMSI IUTATHl HEOOXOJMMO J1aBaTh MOACTPOYHYIO CCHUIKY Ha ee
ucTOoYHUK. CaM HCTOYHMK LUTUPOBAHMA JOJDKEH OBITh YKa3aH B CIUCKE HCTOYHUKOB U
JUTEpaTyphl C TPEABAPUTEIBHBIM OOOCHOBAaHHMEM BO BBEJCHMHM HEOOXOJUMOCTH €ro
MCTIOJIb30BAHUS.

bubnuorpaduyeckoe omnucaHHE HCIOJB30BAaHHBIX HMCTOYHHUKOB U JIUTEPATYpPHI
OCYILECTBIISICTCSI HA OCHOBAHUU:

- TOCT 7.80-2000. bubGmuorpaduu. 3amuck. 3aronoBok. OOmme TpeOoBaHUS U
NpaBUjIa COCTABJICHUSI.

- T'OCT 2.82-2001 «Cuctema cranmapToB 1o uH(pOpMaIMH, OUOIMOTEUHOMY U
u3gateabckoMy Jneny. bubnuorpaduueckas ccpuika. OOmme TpeOOBaHUS U TpaBMIIa
coctasyieHus».- M.: Crangaptuadopm, 2001

- TOCT 7.82-2001. bubnuorpaduyeckas 3amuch. bubmuorpaduueckoe ornucanue
AJIEKTPOHHBIX pecypcoB. O0mue TpeOoBaHUs U MIPaBUIIA COCTABICHHS

- TOCT 7.1-2003 «Cucrema craHaapToB N0 HUHPOpPMALUH, OUOIMOTEUHOMY H
u3zarenabckoMy aeiy. bubnuorpadudeckas 3anuce. bubnuorpaduueckoe onucanue. O0mume
TpeOoBaHus U MpaBuia coctaBieHus». — M.:Cranmaptuadopm, 2003

- 'OCT P 7.0.5-2008 «Cuctema ctangapToB mo HH(pOpMaLUU, OMOIMOTEUYHOMY WU
u3zarenabckoMy aeiy. bubnuorpadudeckas 3anucs. bubnuorpaduueckoe onucanue. OOmume

TpeOoBaHUs U MpaBuia cocTaBieHus». - M.: Crannaptuadopm, 2008.
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bonee moxpo6HO mpumepsl odopmieHus O6ubImorpauIeckux CChUIOK MPHUBOIATCA Ha
crpanuie Hayunoii 6ubnuorexu caiita PITY (pasunen — «Crynentam»)’.

[TpoBepka OPUTHHATIBHOCTH PAOOTHI OCYILECTBIISIETCS Yepe3 CHCTEMY «AHTUIUIArHaT.
OpuruHanbHOCTh PabOTHI JOJKHA COCTABIATH HE MeHee 75 %.

TpeboBanus k opopmiieHuo npuioxkennii K BKP

[TpunoxeHus K BBITYCKHOM KBaIM(PHUKAIIMOHHON paboTe NOKHBI OBITH PACIIONIOKEHBI B
JIOTHYECKOW TOCIIEA0BATEIFHOCTH TIOCIIE 3aBEPIICHUSI CITUCKA MCIIOIb30BaHHBIX MCTOUHUKOB U
mutepatypbl. CTpyKTypa TPHIOKEHHH, HX COCTaB U COJEpKaHHEe OOOCHOBBIBAIOTCA B
3aBepILAIOIIEeH YaCTH BBEACHUS pabOTHl B YaCTH, NOCBALICHHON ONMUCAHHUIO CTPYKTYpPHI pabOThI.
K HymMepyeMbIM B CIUIOIIHOM MOpPSAKE C MOMOIIBI0 apaOCKuX LU(P NPUIOKEHUSM TArOTCS
3arojoBKH. TeKCT MPHIIOKEHUH JOKEH OBITh YETKUM U aKTyaJIM3UPOBAHHBIM, YTO ONpEIEseT
OLIEHKY KadecTBa UX OQOopMIIeHHS O(PUIIMAIBHO YTBEPKICHHBIM pelieH3eHToM U wieHamu [ DK.
B paborax, NOCBAIIEHHBIX BOIPOCaM JOKYMEHTHPOBAHUS M JJOKYMEHTAIMOHHOTO O0ECTIeUeHHS
yIpaBJICHUs, CIEAyeT YyAeNsITh 0co00€ 3HAYeHHE TOYHOCTH (TPABMIIBHOCTH) O(QOPMIICHHS
PEKBU3UTOB K NpUJIaraeMbIM M, KaK MpPaBUJIO, CAMOCTOSTENILHO COCTaBICHHbIM aBTopamMu BKP
MPOEKTaM JJOKYMEHTOB.

OOOCHOBAaHHOCTh ~NMPHJIOXKEHHWH JODKHA OBITh OTpaxkeHa Bo BBeneHun BKP.
OMHOBPEMEHHO C 3TUM JIOJDKHA OBITh YKa3aHa CTENEHb Yy4acThsl aBTOpa B CO3AAHUU KaKJOTO
u3 npunoxennit k BKP.

[Tpunoxenus noxHBI ObITH poHyMepoBanbl (IIpunoxxenue 1, Ipunoxenue 2 u 1.1.) U
pacroyioKeHbl B COOTBETCTBHM C TOCJIEIOBATENIBHOCTbIO MX ynoMmuHaHus B Tekcre BKP.
Pasmemenne B BKP mnpunoxkeHwii, He YNOMHMHAaeMBbIX B OCHOBHOM TEKCTe pPalOThHI, HE
JIOITyCKaeTCsl.

TpebGoBaHus K COCTABJIEHHIO CIMCKA HCTOYHUKOB U JIMTEPATYPhl, HCNOJIb30BAHHBIX
B BKP

Crnucok UCTOYHMKOB M JuTeparypbl opopmisiercst B cootrBerctBuu ¢ [OCT P 7.0.5-2008
«Cucrema cTaHfgapToB 1o uHpOpManuu, OHONMOTEYHOMY M HM3/ATEIbCKOMY  JIEIy.
bubnuorpaduyeckas 3anuce. bubnmorpaduyeckoe onucanue. OOmue TpeOOBaHUSA U MPaBUIIA
COCTaBJICHUS» .

CHuCOK HMCTOYHHMKOB M JIUTEPATypbl K BBIIYCKHBIM KBaJU(HUKAIIMOHHBIM paboTam
BKIIIOYaeT B ceba cueayromme pasgensl  «Mctounukm», «Jluteparypa», «CrnpaBo4yHoO-

MH(POPMALMOHHbIE U3TaHUD», «IHTepHET-pecypchI».

* Ungpopmanmnonnsiii kommieke PITY «Hayunas 6ubnnorekay. OpopmiieHre TMCBMERHBIX paboT [DIEKTPOHHBIH
pecypc]. M., 2018. URL: http://.liber.rsuh.ru/ (nata obpamenus: 30.10.2018)

4 TOCT P 7.0.5-2008 «Cucrema craHmaptoB 1no uH(pOpMalyu, OHOIMOTEYHOMY M W3JIATENHCKOMY JIENy.
Bubnmorpaduueckas 3annce. bubnmmorpaguyeckoe onumcanue. Odmme TpeOOBaHUS U MPaBUIIA COCTABICHUS - M.:
Crangaptungopm, 2008
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B pasgene HMCTOYHMKOB B KAadyeCTBE BBIACISAEMBIX IOAPA3ACIOB  YKa3bIBAIOTCS
OIyOJIMKOBAaHHBIE HCTOYHUKM (K WX YHCIYy MOTYT OTHOCHTBCS 3aKOHOJATEIbHBIC M HHBIC
HOpPMATHBHBIE IPABOBbIC aKTbl, METOJUYECKHE H3MaHUS, JOKyMEHTalbHble MyOIMKaLuy,
UCTOYHUKH  JIMYHOTO  MPOUCXOXKICHHUS,  OMyOJIMKOBaHHbIE  JEJONPOM3BOICTBEHHBIE,
CTaTUCTHYECKHE JIOKYMEHTHl M T.II.) U HEONyOJMKOBAaHHBIE IOKYMEHThl. BHyTpu maHHOTO
pa3zgena CnuMcKa HMCTOYHMKOB W JIMTEPATyphl KaXIbIA moapasfen (Hampumep, ¢enepaibHbie
3aKoHbI, octaHoBieHUs [IpaBurenscTBa Poccuiickoit @enepanyiu ¥ T.I1.) MOXKET OTAEIATHCS OT
JIPYyroro TpeMs 3BE3J0UKAMH 110 LIEHTPY CTPOKH (¥ *¥).

K ducny HeomyOJMKOBAaHHBIX JOKYMEHTOB, KaK IIPaBHJIO, OTHOCSTCS JIOKaJbHbIC
HOpPMAaTHBHBIE JOKYMEHTBI OPTaHU3AIMi, a TaK)Ke He BBEJCHHbIC B HAYYHbIH 000pOT apXHUBHBIC
NOKyMeHTHI. [Ipy ykazaHuM NaHHBIX JOKYMEHTOB B CIIMCKE MCTOYHUKOB YKa3bIBAKOTCS IIOJIHOE U
o(uImaNbHO IPUHATOE COKPALICHHOE HAa3BaHUE apXHBa, B KOTOPOM OHHU MPEJCTABICHBI; HOMEpPa
¢doHa, onvcH, Aesa U UCIOIb30BaHHbIX JHCTOB JJIsl TUCbMEHHBIX IOKYMEHTOB; HOMEpa €IMHHII
ydeTa U €IVHMI XPAaHCHUS IS PA3IMYHBIX BUJIOB ayJAMOBU3YaJIbHBIX NTOKYMEHTOB. lIpu sTom
JOTIOJTHUTENIbHAS TPYNIUPOBKA HCIOJIB30BAaHHBIX HCTOYHMKOB TIO0 BUAAM OOBIYHO HE
MIPUMEHSETCS.

B pasnene nutepaTypbl MCHOIb30BaHHBIE MOHOTpAaUH, CTaThU U3 COOPHUKOB TPYAOB H
NEPUOJIMYECKUX W3JaHMUN, aBTopedepaThl AUCCEPTAIMA pacnoaraoTcs mo andaBuTy Ha3BaHHUMA
(mpu HaMMUUK — 10 andaBUTy HaMHIUN aBTOPOB M3AaHUM). [ KaX10il BKIIOUEHHON B CIICOK
paboThl yKa3bIBAIOTCS aBTOpP (IIPU HAJIMYUM), 3ar0JOBOK, MECTO M TOJl M3JaHMSA, KOJIUYECTBO
CTpaHMIL; I MyOJUKAIMKA B MEPHOANYECKUX M3JAaHMUAX IOCJIE 3arojloBKa CTaThH YKa3bIBACTCS
OTJEJICHHOE NIBYMsl KOCBIMH 4E€pTaMM HAa3BaHHUE W3JAHMs, IOJ U HOMEDP €ro BBIITYCKa, HOMEpPA
CTPAaHML] COOTBETCTBYIOILLEH CTAThU.

B pasnene cnpaBoyHO-MH()OPMAIIMOHHBIX W3JIaHUH yKa3bIBAIOTCS B al(aBUTHOM MOPSIKE
UX 3aroJIOBKM, MECTO U T'OJl U3/IaHHUS.

s HTEepHET-pecypcoB YKa3bIBalOTCS HA3BaHUE MCIOJIB30BAHHOIO PeCypca Ha PYCCKOM
WIN — JUIs 3apyOeKHBIX PECYpCOB - HHOCTPAHHOM SI3BIKE, YKa3bIBACTCS, YTO 3TO SJICKTPOHHBIN
pecype, a TakyKe yKa3bIBACTCs 3JIEKTPOHHBIN apec IOUCKA.

UyThs HM)KE IPUBOAMUTCS NPUMEpPHAas CTPYKTypa CIHUCKAa MCTOYHUKOB U JIUTEPATYPBI UL

BKP GakanaBpoB 1o HanpaBJICHUIO TOATOTOBKH «/[0OKyMEHTOBEIeHNE U apXUBOBEICHHE.

CnHcoK UCTOYHUKOB U JIUTEPATYPHI:
Hemounuxu

Onybauxosanmvie
Koncturynus PO
Konekcol PO
denepanbHbIE 3aKOHBI
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Vkass! lIpesunenta PO

ITocranosnenus lIpasurenscrtea PO

Pacnopsixenus IlpaBurenscrsa PO

Konnenmnuu u nporpammsl [IpaBurenscrsa PO

HopmartuBHbIE IpaBOBBIE aKThI (peiepaTbHBIX OPraHOB MCIIOTHUTEIHHOM BIACTH

HopMaTuBHO-MeTOIMUECKNE M3AAaHUS (HALIMOHAIBHBIE CTAaHAAPTHI, PEKOMEHIALNH,
MHCTPYKLMH, IPAaBUja U T.I1.)

Heonybnuxosannvie
JlokanbHble HOpPMATUBHBIE AKThl OPraHU3ALINH,
ApXUBHBIE TOKYMEHTHI (J1eJ1a, €AMHUIBI XPAaHEHUS!, €AMHUIIBI YUETa)

Jlumepamypa

Hayunsie MmoHOTpaduu

COopHuKkM MaTepua’oB KOH(pEpeHUUHl U COOPHHUKH TPYIOB (€CIM HCIIOIB30BaHO
LETUKOM)

[Tepuonuueckas neyaTh (OTAENIbHBIC aBTOPCKHE MyOIMKALMK B )KypHallaX U cOOpHHUKaxX
KOH(epeHIHiA, COOpHUKAX TPYI0B)

ABTOpedepaTsl AUCCepTaIMiA U TUCCepTauU

Y4eOHUKH U yueOHbIE TOCOOUS

Cnpagouno-ungopmayuonnsie u30anus
CripaBouHUKH

OHIMKJIONEeIUU

CnoBapu

VYka3zarenu

00630pbI

Peectpel

Pecypcvr Unmepnema
[Ty6nukanuu Ha MHTEpHET caifTax u mopTangax

Ilepedyens ucnonb30BaHHBIX VIHTEpHET CalTOB U MOPTAJIOB.

3.2. Ouenounbie matepuajsl 1 BKP

3.2.1. Onucanue noka3arejeil, KpuTepreB M MIKAJbI OLICHUBAHUS

Onenka Kputepun onenkn

OTJINYHO BBICTABJISIETCS.  CTYJCHTY, €CIM OH TIOKa3bIBAaeT IIyOOKHe
BCECTOPOHHHME 3HAaHUS IO COJEPXKaHUIO paboThl, OTIMYHO
OpPHEHTHUpYETCS B 0053aTEIbHON U JOTOJIHUTEIBHOW JUTEpaType U
TpeOOBaHUSX COOTBETCTBYIOIIUX HOPMAaTUBHO-IIPABOBBIX
JOKYMEHTOB;  CaMOCTOSITEIbHO,  JIOTMYECKM  CTPOMHO U
[IOCJIEIOBATEIIbHO HM3JIaraeT Marepuas, JAEMOHCTPUPYS yMeEHue
AQHAJIM3UPOBATh PA3JIMUHBIC HAYYHBIE B3IUIAJbI, apIyMEHTHPOBAHO
OTCTaMBaTh COOCTBEHHYIO HAyYHYIO T[IO3UIUIO, TBOPYECKH
YBA3BIBAET  TEOPETHUECKUE  IIOJIOKEHUS C  apXUBHOM U
UCCIIEIOBATENILCKOM TPAKTUKOM, 0O0JIajaeT BBICOKOW KYyJIbTYpOH
peun.

XOpOILI0 BBICTABIIICTCA CTYACHTY, €CIIM OH IIOKa3bIBaCT TBEPIbIC 3HAHUSA
npeaMeTa McCeI0OBaHus, XOPOILIO OPHEHTUPYETCS B 00s13aTeIbHON
JauTeparype, 3HaeT TpeOOBaHMS COOTBETCTBYIOIIMX HOPMATHUBHO-
[IPAaBOBBIX JIOKYMEHTOB, CaMOCTOSITEJIBHO M IIOCIEAOBATEIIBHO
M3JIaraeT MaTepuall, yMeeT YBsA3bIBATh TEOPETUYECCKUE MTOJIOKEHUS C
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ApPXMBHOMW U UCCIEAO0BATEIIBCKOM MPAKTUKOM;

YAOBJICTBOPHUTCIILHO

BBICTABJIIETCS CTYJIEHTY, €CJIM OH B OCHOBHOM IIOKAa3bIBAa€T 3HAHUE
CBOET0 IIpeIMEeTa HCCIENOBAaHUS, OpPUEHTUPYETCS JUIIb B
HEKOTOpPBIX HCTOYHHMKAX M JIMTEpaType, 3HAeT OTACIbHBIC
MOJIOKEHUS ~ HOPMATUBHO-IPABOBBIX  JOKYMEHTOB,  MaTepHall
U3JaraeT  pemnpoayKTHBHO, JOIycKas HEKOTOpbIE  OIIMOKH;
NPEANpPUHUMAET TONBITKA aHATU3UPOBATh 3aKOHONATENBCTBO U
pa3nuYHbIe Hay4YHbIE B3IJISAAbI, 000CHOBATH COOCTBEHHYIO HAYUHYIO
MO3HIIMIO TIO TPEOOBAHUIO KOMUCCHHU; C TPYAOM YMEET YCTaHOBUTh
CBSI3b TEOPETHMUYECKMX IIOJIOKEHUM C MPaKTUKOH; peub HE BCerjaa
JIOTUYHA U IIOCJIEN0BATENbHA;

HEYOBJIETBOPUTEIIBHO

BBICTABJISIETCS. CTY/AEHTY, €CIM OH JEMOHCTPHpPYET HE3HaHUE
MIOJIOKEHUN CBOEH paboThl; HE OPUEHTUPYETCS B 3aKOHO/IATEIbCTBE
U 00s3aTenbHON JIMTepaType, HE B COCTOSIHUM OTBETUTHh Ha
BONPOCHI  KOMHCCUH, OOOCHOBAaTb COOCTBEHHYIO  HAy4HYIO
MO3MIIMI0; HE YyMEeT YCTaHaBIMBaThb CBA3b TEOPETUYECKHX
IIOJIOKEHU N c IIPaKTUKOM; peub ciabopa3BuTa u
MaJIOBBIPA3UTEIIbHA.

Brimycknas kBanuukamonHas paboTa OLIEHUBACTCS 0 CIECAYIOIUM KPUTEPUSIM:

Ilonnoma esedenus

Kpurepnii Bkimtoyaer B ceOs HajauMyue W IOJHOTY NPEICTaBICHHUS BO BBEACHUHU BCEX

HeOOXOAUMBIX ACIIEKTOB:

- OIIpCACIICHUC 00BEKTa U npeamMeTa UCCJICA0BaHUA;

- IOCTAHOBKA LICJIU U 3aJa4 pa60T1>1;

- 000CHOBaHHE aKTyaJIbHOCTH BEIOPAHHOM TEMBI M €€ HOBU3HBI,

- 0630p HCIOJIb30BAHHBIX UCTOYHHUKOB 1 JIMTCPATYPhI U 000CHOBaHHE UX HUCIIOJIB30BaHUA,

- OTHMCaHUe CTPYKTYPBI pabOTHI U 0OOCHOBAaHUE €€ BBIOOPa;

- ONMCAHUs MPUIIOKEHUH K paboTe, uX 11eJIeco00pa3HOCTh U CTEIEeHb yYacTHs aBTOpa B UX

CO3aaHUU.

Ilonnoma packpvimus memoi uUccne008anus

Kpurepmuii Bkitoyaet B ceOsi:

- pCHICHUC BCCX MOCTABJICHHBIX 3a4a4 UCCICAOBAHUA U JOCTUIKCHUC CT'0 LICJIN;

- COOTBETCTBHE CTPYKTYphI MPEJICTABICHHON PaOOTHI 3asBICHHON TeMe U HAINOJHEHHIO

rJaB;

- IOJIHOTA PAaCKpPLITHA B I'NTaBaX BCCX BOIMIPOCOB, 0003HaYEHHBIX B HAMMEHOBAHUAX TJIaB,

Honnoma u axkmyanbHoOCmb UCMOYHUKOS U AUMEPAMYPbL,  UCHOb30BAHHBIX O/

DACKPbIMUSL 3A568/ICHHOU MeMbl 8bINYCKHOU KGCZ]ZUGbMKaI/tUOHHOI;l pa60mbz

Kpurepnii Bkitoyaet B ceOst:




52

- AHanu3 TOJHOTHI M KayecTBa MPOpPaOOTKM MPaBOBOW M HOPMATHBHO-METOIUYECKOM
0a3bl, perimaMeHTHpyoLEei nmpeamer uccnenoBanus BKP, a takxke ux akryanbHOCTh. Ilpu 3ToM
[0/l AKTYaJIbHOCTBIO IIOHMMACTCS NEUCTBYIOIIMM IMPAaBOBOM CTAaTyC JOKYMEHTAa B IIEPUOL
HanucaHus U npeacrasiaeHus Ha 3amuTty BKP.

B cnyuae, ecnmu pabora mocBsiieHa MUCTOPUYECKOMY aHAJIM3y PA3BUTHUS HOPMATHBHO-
NpaBoBOW 0asbl, TO B HEW HEOOXOIMMO yKa3blBaThb U OOOCHOBBIBATh XPOHOJOTHUECKUE PAMKH
HCCIIE0BaHUS.

- O0BeM  akTyaIbHOCTh MPO(PUILHO-OPHEHTUPOBAHHOM JIUTEPATYPHl (BKIIIOYAs HAYYHYIO
U y4eOHYIO IuTepaTypy, MOHOTpapuu M MyONIMKalMKd B MEPUOJUYECKON MeYaTH IO Teme
UCCIIEIOBaHMs U T.II.), UCNOJb30BaHHOM npu Hanucanuu BKP. ITpu 3TOoM moxa akTyaiabHOCTBIO
IIOHUMAETCs CPOK HAIMCAHUS UCIIOJIb30BAHHON JINTEPATYPhl, KOTOPBIN HE JOJIKEH IPEBLIIATh 5
JIET 10 T0J1a HallMCAHM U IpeJcTaBieHus Ha 3amuty BKP.

- B ciyuae BeIOOpa TeMbl, MOCBSIICHHOW aHANU3y MEXIYHAPOIHON WM 3apyOeKHOM
[IPAKTUKU YIIPABICHUS JOKYMEHTAMH, HCCIEAOBAHUIO COCTOSHHS U IIEPCIEKTUB DPa3BUTHSL
3apyOeKHBIX apXHBOB, 00S3aTENbHBIM KPUTEPUEM €€ YCIEUIHOIO pPACKPBITUS SBISETCS

UCIOJIb30BaHUE 3apy0eKHOM TUTEpaTyphl [0 TEME UCCIIEJOBAHUS HA MHOCTPAHHOM SI3bIKE.

Ilpasunvrocmo Od)ODMﬂeHM}l BbLINYCKHOU KGGJlud)I/lKauMOHHOIZ Da60mbl

Kputepuii Brmouaer B cebsa odopmiieHHe BceX CTPYKTYpHbIX 3iemeHToB BKP B
COOTBETCTBHUH C YCTAaHOBJICHHBIMU TPEOOBAHUSIMMU:

-TUTYJILHOTO JINCTA,

-OIJIaBJICHMUS,

-TEKCTAa,

-CHOCOK (TIOACTPOUYHBIX IPUMEUYAHUIT),

- CIIMCKAa UCTOYHUKOB U JINTEPATYPHI,

-IIPUIIOKECHUM;

- IIeperIeTa.

B caysae odopmnenuss BKP ¢ rpyObIMH HapylIeHHSMH YCTaHOBJICHHBIX IPaBUII

odopmiieHust paboTa K 3aIIKUTe HE TOMYCKAETCS.

Sawuma 6bInYCKHOU K8AIUDUKAUUOHHOU pabombl

Kpurepnii Bkitoyaet B ceOsi:

- Hanunuue npesenranuu no BKP (¢dakynbraTtusHO);

- monHota mpencrasinenus BKP (packpeitThe meneit um 3amau paboOThl; aKTyalbHOCTH H
HOBM3HBI BBIOpaHHOH TeMbl; OOOCHOBaHHME HOPMATHBHOM MPAaBOBOW M MPAKTUYECKON Oa3bl
UCCIICIOBAHMS; PACKPBITHE CIICU(PHUKH pabOThl U €€ Pe3yIbTaToB; 00OCHOBAHHE MPAKTHUECKOM

3HAYUMOCTH I/ICCJIGI[OBaHI/I}I);
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- IOJIHOTA U TOYHOCTH OTBCTA HA BOIIPOCHI, 3a/IaHHBIC YJICHAMU KOMUCCHU,

- ITIOJIHOTa " Y6CZ[I/ITGJIBHOCTB OTBCTA HA 3aMCUYaHUS PCLICH3CHTA.

3.2.2. IlpumepHas tematuka BKP

TeMaTHKa BBINMYCKHBIX KBATH(PUKANMOHHBIX PadoT Kadeapbl J10KyMeHTOBeIeHHS,
ay/IMOBU3YAJIbHBIX H HAYYHO-TEXHUYECKHUX IOKYMEHTOB

1. AHanu3 opraHu3anM JOKYMEHTAIIMOHHOTO oOecneueHusl AEATEIbHOCTH KOMMEpPYEeCKOn
CTPYKTYPBI U €r0 COBEPLIEHCTBOBAHUE (HA IPUMEPE KOHKPETHON KOMMEPUYECKOM CTPYKTYPHI);

2. AHaiM3 ¥ COBEPIICHCTBOBAHUE JIOKYMEHTAIIMOHHOTO OOECIeYeHUs JesITeIbHOCTH
YUpEXKJEHUs, OpraHu3aluuu (Ha @pUMEpPE KOHKPETHOTO TOCYJApPCTBEHHOIO YUPEKACHHUS,
OpraHu3alllH);

3. AnHaiu3 JOKYMEHTUPOBAaHHS  JAEIATEIbHOCTH OpraHM3allUd W  HalpaBICHUS €€
COBEpLICHCTBOBAHNUS (Ha MPUMEPE KOHKPETHON OpraHU3alin);

4. AHanmu3 W COBEPIICHCTBOBAHHE JOKYMEHTALMOHHOTO OOECHeueHHs! YHpaBJCHUsS B OpraHax
rOCy/1JapCTBEHHOM BJIACTU W MECTHOIO caMoOyImpaBieHuss (Ha TpuUMepe KOHKPETHOM
OpraHu3alllH);

5. AHanu3 TOKYMEHTAllMOHHOTO 00eCTIeYeHUs e TeIbHOCTH KaJApOBOi CITy>KOBI U HalpaBJICHUS
€0 COBEPIIECHCTBOBAHUS (HA IPUMEPE KOHKPETHON OPraHU3aliN);

6. JloKyMeHTHpOBaHHE JEATCIBHOCTH  KaapOBOW  CIyXObl W  HAmpaBICHUS  €ro
COBEPLICHCTBOBAHNUS (Ha MPUMEPE KOHKPETHON OpraHU3alin);

7. DxcrnepTH3a IICHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB B JIOKYMEHTALIMOHHOM OOECIIeYeHUU
ynpaBieHus (Ha IpUMepe KOHKPETHOM OpraHu3alun);

8. I[IpaBoBOE peryianpoBaHUE AEIONPOU3BOACTBEHHBIX MPOLIECCOB B KOHKPETHBIN NCTOPUUYECKUI
HEPUOL;

9. BHyTpeHHss perjaMeHTanMs JOKYMEHTHUPOBaHMS OW3HecC-TIpolieccoB (Ha Tmpumepe
KOHKPETHOU (D)YHKIIMU YTIPABIICHUS);

10. BHyTpeHHssI perjiaMeHTalus JOKyMEHTHPOBaHMS OW3HeEC-TpoleccoB (Ha mpuUMepe
KOHKPETHON OpraHH3alin);

11. CoBeplieHCTBOBaHHE METOJUYECKOT0 OOECIEeYeHHs aBTOMATH3MPOBAHHBIX pPabOYMX MECT
paboTHUKOB ciy>k0b1 JIOY (Ha npuMepe KOHKPETHOM OpraHu3aIium);

12. TIpaBoBoe peryaupoBaHHME YIpPaBICHHS IOKyMEHTalMed B 3apyOeHBIX CTpaHax (Ha
IIpUMeEpEe KOHKPETHOTO TOCY1apCTBA);

13. Opranuzanus ynpaBleHHs JOKyMEHTalued 3a pyOexoM (Ha mpuMepe KOHKPETHOTO
rocy/1apcTBa);

14. Biiusinue MexayHapoJHON CTaHIapTH3AIMK HA Pa3BUTHE JTOKYMEHTAIIMOHHOTO 00eCTIeYeHus
ynpasienus B Poccun;

15. IlpaBoBoe perynupoBaHHE JOKYMEHTAI[HOHHOTO OOECIECUYEHUs] YMpaBICHUS U €ro
IIPUMEHEHHE B IPAKTUYECKOW JEATEIbHOCTH OpraHu3aluy (Ha TpuMepe KOHKPETHOM
OpraHu3allH);

16. BHepeHne cuCTeM 3JIEKTPOHHOTO JOKYMEHTO000pOTa COBEPIIEHCTBOBAHNE MHCTPYKLIUH 1O
JIEJIONPOU3BOACTBY (Ha MPUMEPE KOHKPETHON OpraHMU3alin);

17. Pa3BuTtHe TpeOoBaHMI K JOKYMEHTAIMOHHOMY OOECIICUEHHUIO yNpaBiIeHUs B (peaepanbHbIX
opraHax UCnojJHuTeabHOU Binactu B Poccun (¢ 1993 r. no Hacrosiee Bpems);

18. Ilepuoanueckue wu3NaHUSA IO BONpOCAM JEJIONPOM3BOJACTBA M MX 3HAUEHUE A
COBEPILEHCTBOBAHUS JIEATENbHOCTH ¢y k061 JIOY.

19. OtpakeHue BOIPOCOB JOKYMEHTAIIMOHHOTO OOECIIEYeHUs YIPABJICHUS B MEPHOAMYECKHX
U3JAHUAX C JOKYMEHTOBEI4EeCKON MpOOIeMaTHKOMN;
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20. HopmaruBHoe perynupoBanue JOY B agMHUHHCTPAaTUBHBIX PETJIaMEHTAX HWCIIOJHEHUS
rOCYJapCTBEHHBIX (DYHKIMHA W OKa3aHMSA T'OCYJIApCTBEHHBIX YCIyr (Ha mpuUMepe KOHKPETHOTO
(benepanbHOro OpraHa UCIOJTHUTEIBHOMN BIACTH WIIM OPTaHa MECTHOT'O CAaMOYTIPABIICHHS )

21. ®opmHpOBaHHE M pPa3BUTHE CHUCTEMBI YIIPABICHUYECKON [IOKYMEHTALMM B KOHKPETHBIN
HUCTOPUYECKUH IIEPUOL;

22. ®OpMHpPOBAaHUE CHCTEMbI BEAOMCTBEHHOM [OKYMEHTallUu (HAa MpUMEpPE KOHKPETHOI'O
BEJIOMCTBA)

TemaTHka BBINYCKHBIX KBAJIH(PHKANMOHHBIX pa00T Kadeapbl HCTOPHH FOCYAAPCTBEHHBIX
yupeskaeHHil 1 001eCTBeHHBIX OPraHu3alHii

1. JlokyMeHTalMOHHOE obecreueHne MPOXOKICHU TOCYJapCTBEHHOH ciyxObl B Poccuiickoit
UMIEPHUH (110 HOPMATUBHO-TIPABOBBIM aKTaM)

2. JIokyMeHTalMOHHOE 00ecIieueHne MPOXOXKICHUS TOCyIapCTBEHHON Ciryk0bl B opranax MU J{
P® (mo HOpMaTUBHO-IIPABOBBIM aKTaM)

3. Bompocsl JOKyMEHTHpPOBaHUS U pabOTHI C JOKYMEHTaMH B HOPMAaTHUBHO-IPABOBBIX aKTax
Poccuiickoii @enepaniu 0 rocy1apcTBEHHON IPakJaHCKOHN CITy»KOe

4. Borpocsl TOKYMEHTHpPOBAaHHS U PabOTHl C JTOKYMEHTaMH B HOPMATHBHO-IIPABOBBIX aKTaX
Poccuiickoii @enepaniuu 0 rocy1apcTBEHHON BOCHHOM CiTyx0e

5. Bompocel JOKyMEHTUPOBAaHHs TOCYIAapCTBEHHOM CIYObI POCCHIICKOrO KazadyecTBa B
HOPMAaTUBHO-IIPaBOBbIX akTax Pocculickoit @enepanuu

6. KagpoBas cmyx0a TrocyaapcTBEHHOTO OpraHa M JOKYMEHTHPOBAaHHE TMPOXOXKIACHUS
rOCYJapCTBEHHOHN TpakIaHCKOH ciryx0bl Poccuiickoit denepannu (10 HOPMATUBHO-TIPABOBBIM
aktam P®)

7. KagpoBas cimyx0a TrocyIapCcTBEHHOTO OpraHa M JOKYMEHTHPOBAaHHE MPOXOXKIACHUS
rocyIapcTBEHHOU BOeHHOM cirykObI Poccutickoit denepanuu (10 HOpMAaTUBHO-TIPABOBBIM aKTaM
PO)

8. HopmaTuBHO-IpaBOBOE M JOKYMEHTAI[HOHHOE OOECIIEYCHHE OPTraHU3alUU M MPOXO0XKICHUS
rOCYJapCTBEHHOHN TpakJaHCKOM ciryk0bl cyObekTa Poccuiickoit @enepanuu (110 HOPMATUBHO-
MIPaBOBBIM aKTaM cyOnekTa PD)

9. AHanu3 HOPMATHUBHBIX TPeOOBAaHUHM K JOKYMEHTAIIMOHHOMY OOECHEUEHHIO MPOXOXKIACHUS
TUTUIOMATHYeCKOH ciryk0b1 Poccuiickoit denepanuu

10. Ananu3 HOpMATHBHBIX TpeOOBaHMN K OpPTaHU3AIMH M JOKYMEHTAIlHOHHOMY OOECIEYECHHUIO
MPOXOXKJICHUS TOCYIApCTBEHHOM TpakJaHCKOM cIyxObl cyObekTa ¢enepaunu (CyOBEKT MO
BBIOOpY)

11. loxymMeHTaliMoHHOE obecneueHne NMpOXOXKACHUs (enepantbHOil IpakJaHCKON CiaykObl (Ha
IIpUMepEe KOHKPETHOTO TOCYIaPCTBEHHOI'O OPraHa)

12. JlokyMeHTallMOHHOE obecreueHue MPOXOXKICHUS (enepaabHOi BOEHHOM CiykObl (Ha
IIpUMepEe KOHKPETHOTO TOCYIaPCTBEHHOI'O OPIraHa)

13. JIokyMeHTHpOBaHUE MPOXOXKAECHUS TOCYAaPCTBEHHON CIIy>XObl (Ha mpHUMepe KOHKPETHOTO
roCy/1apCTBEHHOI'O OpraHa)

14. Opranuzanusi rocy1apcTBEHHON T'pa)XIaHCKOM CIY>KOBI U KaJIpOBOTO JEJIONPOU3BOJICTBA B
(benepanbHOM TOCYAapCTBEHHOM OpraHe (Ha mpuMepe KOHKPETHOTO TOCYAapCTBEHHOTO OpraHa)
15. Opranuzanusi rocy1apcTBEHHON T'Pa)XIaHCKOM CIy>KOBI U KaJIpOBOTO JEJIONPOU3BOJICTBA B
rOCYJapCTBEHHOM oOpraHe cyObekra (peneparuu (Ha mpuMepe KOHKPETHOTO TOCyAapCTBEHHOTO
oprasa)

16.  OpraHu3allMOHHO-TIDABOBOE M JOKYMEHTAlMOHHOE  OOEcleYeHHue  yIpaBJICHUS
roCy/1apCTBEHHOIO YUPEXKI€HUS (Ha KOHKPETHOM IIPUMEPE)

17.  OpraHu3allMOHHO-TIDABOBOE M JOKYMEHTAllMOHHOE  OOecleYeHHue  yIpaBJICHUS
roCy/1apCTBEHHOI'0 opraHa (Ha KOHKPETHOM IIPUMEPE)

18.  OpraHM3allMOHHO-TIPABOBOE M JOKYMEHTAllMOHHOE  OOecleYeHue  yIpaBJICHUS
MYHHIMIIAJIBHOTO OpraHa (Ha KOHKPETHOM IIPUMEpE)
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19. MHCcTUTYT CcekpeTapcTBa B rOCyAapCTBEHHOM arnmapare Poccuiickoil umnepun

20. Opranu3anus paboThl KaHIETISIpUU rocyaapcTBeHHoro yupexaenus Poccun XVII — XIX BB.
(Ha mpuMepe KOHKPETHOTO TOCYTapPCTBEHHOI'O OPraHa)

21. Opranuszanus paboTel KaHLeIspuu rocynapcrBeHHoro yupexaenuss CCCP (ma nmpumepe
KOHKPETHOI'O F'OCYIapCTBEHHOI'O OpraHa)

22. Opranu3zanys paboThl KaHIEISPUU rOCyAapcTBeHHOro yupexaenus Poccun nayana XXI B.
(Ha mpuMepe KOHKPETHOI'O TOCYIapPCTBEHHOI'O OPraHa)

23. OpraHuzanus TPEIACTaBUTEIHHON (3aKOHOJATENBHOW) BIIACTH B CcyObekTe Poccuiickoit
®enepanun 1 HTHPOPMALMOHHO-JOKYMEHTAITMOHHOE o0ecTieyeHne e€ NesITeIbHOCTH

24. IlpaBuTeNnbCTBO CcyOBeKTa (heaepanuu U UHHOPMAIIMOHHO-T0KYMEHTAIIMOHHOE 00ecTieueHHe
€ro IeATEeIbHOCTU

25. Bonpocsl TOKyMEHTHUPOBAHUS YIIPABJIEHYECKOM NEATENBHOCTH MOCYAapCTBEHHOTO amnmnapara
B HOPMaTUBHO-TIPABOBBIX akTax Pocculickon Penepanuu

26. Bomnpocsl AOKYMEHTHUPOBAaHHUS JAEATEIbHOCTH OpPraHOB MECTHOI'O CaMOYIIPaBJIEHUS B
HOPMAaTHUBHO-TIPABOBBIX akTax Poccuiickoit denepanyu u ee cyObeKTOB

27. Bompocsl opraHuzaiuy padoThl ¢ JOKYMEHTaMH B OpraHax MECTHOTO CaMOYIIPABICHHS B
HOPMAaTHUBHO-TIPABOBBIX akTax Poccuiickoit denepanyu u ee cyObeKTOB

28. Bompocbl AOKYMEHTHUPOBAHHS CO3JaHHs M JCATEIbHOCTH AaKIIMOHEPHBIX OOIIECTB B
HOPMaTUBHO-IIPaBOBbIX akTax Pocculickoit @enepanuu

29. 3aKOHOAATEIBHOE U HOPMATUBHO-IIPABOBOE PETYJIINPOBAHUE JAEATEIBHOCTH HEKOMMEPUECKHUX
opranusauuii Poccuiickoit denepanun.

30. HestenbHocTh rocynapctBenHoro cekperapst (C.E. KpbspkanoBckoro win A.A. TlonoBuesa)
(o BBIOOPY CTYy/IEHTA).

31. Cexperapuat H.K. Kpynckoii: ucropus cozgaHust U J€sITEIHOCTH.

32. Opranusanus no cragaaprusanuu MCO: uctopust co3gaHus U HallpaBIeHUs JESTEIbHOCTH.
33. O0mecTBeHHbIE OpraHU3alluy, yuyacTByIoUIHe B pa3padboTke cranaaproB MCO u MOK.

34. PoccranaapT: opraHu3allMOHHAs CTPYKTYpa U HaIIpaBJICHUS JEATEIbHOCTH.

TeMaTHKa BBINYCKHBIX KBATU(PUKALUOHHBIX PadoT Kadeapbl aBTOMATU3HPOBAHHBIX
CHCTEM IOKYMEHTALMOHHOI0 o0ecreYeHusi ynpaBJIeHUs

1. Pa3Butue MexayHapoIHOW CTaHIapTU3alus B cdepe yrnpaBleHHs JTOKyMEHTaMH (UCTOpUs
BOIIPOCA, COBPEMEHHOE TIOJIOKEHUE JIEJT, BOJIIOLMS IIPOLIecca).

2. AHaiu3 MeXIyHapOJHBIX CTaHIAPTOB B cdepe YIMpaBieHHUs TOKYMEHTaMU (MOXHO B IEJIOM
[0 cucTeMaM MexayHaponHoi crapaaptuszauun HMCO, MOK u ap., MOXHO Ha mnpumepe
KOHKPETHOT'O MEXYHAPOAHOTO CTaHIapTa WM TPYIIBI MEKIYHAPOIHBIX CTAaHAAPTOB).

3. Amnanu3 3apyOeXHBIX CTaHIAPTOB, PErJIaMEHTHPYIOIIUX OPraHM3aLUI0 MU TPOLECCHI
yIpaBJIeHUs JOKyMEHTalMel (MOXHO B IEJIOM Ha MpHUMEpPEe KOHKPETHOM CTpaHbl, MOKHO Ha
pUMepe KOHKPETHOTO 3apy0eKHOT0 CTaHapTa WK IPYMIIbl CTAaHIAPTOB KOHKPETHOM CTPaHBI).
4. 3apyOexHbIil ONBIT YIPaBICHUS TOKyMEHTanuel Ha 6a3ze MHPOPMALMOHHBIX TEXHOJOTHH (Ha
npuMepe KOHKPETHOH cTpaHsbl, 1100 coobmiecTBa ctpaH — EBponelickoro Corosza, CHI™ u 1.11.).

5. Opraamzauus  WHGOPMALMOHHO-TOKYMEHTALIMOHHOTO  OOECIEUYEHHUs]  JEATEIbHOCTU
PYKOBOIUTENST Ha OCHOBE TPUMEHEHUS WH(POPMAIMOHHBIX TEXHOJOTMHA (HAa MpUMepe
KOHKPETHO! JOJDKHOCTH, YPOBHS yIIPABICHUS ).

6. AHamu3 COBPEMEHHBIX MPOTPAMMHBIX  CpPEICTB, HCHOJB3YeMBIX B  Ipoliecce
JOKYMEHTHUPOBAHUS U YIIPaBIICHUs JOKYMEHTaMH (Ha IpuMepe KOHKPETHON OpraHu3alyum).

7. CoBeplICHCTBOBaHNE JOKYMEHTAIIMOHHOTO U MH(POPMALIMOHHOTO 00ECTIeUEeHNUs yIIPaBICHUS B
YCIOBUAX TPUMEHEHHUS COBPEMEHHBIX WH(POPMAIIMOHHBIX TEXHOJOTHH (Ha KOHKPETHOM
IIpUMepe).

8. AHanu3 JOKyMEHTAIlMOHHOTO ¥ MH(OPMAIMOHHOTO oOecreueH s yIpaBieHNUs OpraHu3aluu
U pa3zpaboTKa MpeI0KEHHUH 10 ero COBEPIICHCTBOBAHUIO (HA KOHKPETHOM IIPHMEpE).

9. CoBeplIeHCTBOBaHNE JOKYMEHTAIIHOHHOTO 00ECTIeYeHHsI YIPABJICHUS C IPUMEHEHNEM HOBBIX
MH(POPMALMOHHBIX TEXHOJIOTHH (Ha MpUMepe KOHKPETHON OpraHu3alin).
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10. Opranuzanusi ynpaBieHHs JOKyMEHTalued 3a pyOekoM B YCIOBUSX HH(DOPMAIMOHHOTO
ob1iecTBa (1o mepuoiaM, CTpaHaM U T.I1.).

11. CpaBHUTENBHBIN aHAINU3 aBTOMATHU3WPOBAHHBIX CHUCTEM JJIEKTPOHHOTO JOKYMEHTOO0OOpOTa
(mo GyHKIUAM, IPOrpaMMHBIM IIaTGopMam, CTPYKTYpe U T.I1.).

12. AnHanu3 KpUTEpHEB BBHIOOPa M OICHKHM COBPEMEHHBIX aBTOMATH3HPOBAHHBIX CHCTEM
3JIEKTPOHHOT'O JIOKyMEHT0000pOTa (Ha KOHKPETHOM IIPUMEPE).

13. Mecto u poinb KiIacCU(PUKATOPOB TEXHHUKO-IKOHOMHUYECKOW U COIMAIbHON MH(POpPMAaLUU B
JOKYMEHTAIIMOHHOM OOECII€YeHNH YIIpaBieHHs (Ha MpUMEpe OpraHnu3alum).

14. Ananu3 peiHka aBTomMaTu3upoBaHHbIX cucteM 1OV (B Poccun, mubo 3a pyoexom).

15. Meronuka BbiOOpa aBTOMaTH3upoBaHHOM cuctembl JIOY 1t opranuzanuu (Ha KOHKPETHOM
IIpUMepe).

16. Ponp umHpOpManMOHHOTO oOecmeueHus] YHpaBiCHUsS B pEaM3alUU 3a/1ad IJIEKTPOHHOTO
NPaBUTENBCTBA (Ha (eliepaIbHOM, PETHOHATBHOM, MyHUITUTIIATLHOM YPOBHE).

17. Pa3paboTka CHUCTEMbI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa OpraHu3aluu (Ha KOHKPETHOM
IIpUMepe).

18. IloctpoeHue coBpeMeHHOW MH(MPACTPYKTYphl OpraHU3alMM (Ha TMpHUMepe KOHKPETHON
OpraHM3allH).

19. HccnenoBaHue OpraHM3allMOHHO-IIPABOBBIX aCIEKTOB HCIOJB30BaHUS B YIIPABICHUU
ANIEKTPOHHBIX TOKYMEHTOB (Ha IPUMEPE KOHKPETHON OpraHU3aLNH).

20. MccnenoBanue opraHu3allMOHHO-TEXHOJIOIMYECKUX aCIIEKTOB UCIIOJIb30BaHUS B YIIPABJICHUU
ANIEKTPOHHBIX TOKYMEHTOB (Ha IPUMEPE KOHKPETHON OpraHU3aLiH).

21. Merononorusi HMH(GOPMAIMOHHOTO  MEHEKMEHTAa KaK MHCTPYMEHT MOCTPOCHHS
MH(POPMALMOHHO-TOKYMEHTALIMOHHOM CHCTEMBl OpraHu3auuMu (Ha TpuUMepe KOHKPETHOM
OpraHM3allH).

22. 3apyOeXHbIH ONBIT aBTOMATU3AIlMKM YIpPABICHUS JOKYMEHTHPOBAaHHOW MH(opmanuei (Ha
IpUMEpe CTpaHbl, reorpauueckoro peruoHa, HampaBIeHUs aBTOMATH3AIMHY, 32 ONpEACICHHbIN
nepuon).

23. VYmpaBieHue TMPOEKTOM pPa3paboOTKH HHPOPMAIMOHHO-TOKYMEHTAIMOHHON CHCTEMBI
opraHu3zaiyu (Ha mpuMepe KOHKPETHOW OpTraHU3aIiK; OTE€YECTBEHHBIN WU 3apyOeKHbII OMBIT).
24. WudpopMalMOHHO-TOKYMEHTALIMOHHOE OO0ECIeYeHUe YIPABJICHUS IMPOEKTOM Ha OCHOBE
MH(POPMALMOHHBIX TEXHOJIOTUH (Ha KOHKPETHOM TpUMepe).

25. YnpaBneHHe )KU3HEHHBIM [IUKJIOM 3JIEKTPOHHOTO TI0KYMEHTA.

3.2.3. Metoguyeckue MaTepuaJbl, ONpeae/sone Npoueypbl OeHNBAHUS
IIpouenypa noarorosku BKP k 3ammure

st nomycka k 3amute BKP crynenty Heobxonumo:

- YCIIELIHO C1aTh MEKAUCLHUIIIIMHAPHBIA FOCYJaPCTBEHHBIN 3K3aMEH;

- cmatb DdJeKkTpoHHyro Bepcuto BKP B ngexkanar st npoBepkuM Ha  [uiaruar
(OpUTHMHANIBHOCTD TEKCTA JIOJKHA COCTaBIsATh HEe MeHee 70%)),

- NpeAocTaBuUTh B JekaHaT 3k3eMiuisip BKP B TBepmom meperuiere ¢ NmOANHMCaHHBIM
TUTYJBHBIM JIUCTOM (HAYYHBIM PYKOBOJUTENIEM U 3aBEIYyIOIUM Kadeapoii), OT3IBOM HAYYHOTO
PYKOBOJUTENSA, PELIEH3UEN peleH3eHTa M 2 JUCKaMU C 3JIEKTPOHHOM BEpCHEW IuIUIOMa HE
mo3aHee yeM 3a 10 gHel 1o 3alluThI;

- 3aKJIFOYUTH JINLIEH3UOHHBIN 10roBop ¢ PITY.
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Jis  monmyuyeHHMs OT3bIBa pelleH3eHTa OakanmaBp 00s3aH MpeJOCTaBUTh €My Ha
penensupoBanne noaHelii Tekct BKP, noanucanHslil HayuyHBIM pyKOBOJUTENIEM, HE MEHEE YEM
3a 10 gHeil mo nmaTel 3amMThl. B ciyyae 3HAUMTENBHOW 3aJEpXKKH CO CTOPOHBI OakamaBpa C
npenocraBieHueM Tekcra BKP perneHseHT MokeT ykasaTb 3TO B peleH3MHM Kak (akTop,
BIUSIONMI Ha cHibKeHue orneHkn BKP OakamaBpa. PemenzeHT 00s3aH MOATOTOBUTH CBOIO

penieH3uto B TeueHue 3-5 nHel ¢ MomeHTa npeacrasineHus BKP Ha peniensupoBanue.

IIpouenypa 3ammutsl BKP Ha I'DK

3ammTa BBITYCKHOM KBaIM(UKALMOHHOM pabOThl MPOBOAUTCS COOTBETCTBYIOIIECH
roCyJapCTBEHHOM 3K3aMEHALMOHHONW KOMUCCHEN B LIEIIAX:

- OIpeleNIeHUs] COOTBETCTBUSL pE3yJIbTaTOB OCBOEHHUS OOYy4YalOMIMMHUCS OCHOBHOMU
o0pa3oBaTeNbHON IIPOrpaMMBbl TpeOOBaHUSAM benepanbHOTO rocy/1apCTBEHHOIO
00pa3oBaTeNbHOIO CTAHAPTA,

-IPOBEPKM KAdyeCTBAa IOATOTOBKH BBIIYCKHUKOB, YpPOBHS HMX IOATOTOBIEHHOCTH K
CaMOCTOSITENIbHON MPO(ECCHOHANBHON JeSITeIbHOCTH, YMEHUSI BECTH IyOJUUYHBIE JUCKYCCUH H
3alUIIATh HAyYHBIE UJEH.

3amurta BKP  mpoBoguThcsi  Ha  OTKPBITOM — 3ac€JaHUM  IOCYAAapCTBEHHOU
9K3aMEHAllMOHHOM KOMHMCCHUU B COCTaBe IMpejacenarenss M 4ieHoB komuccuu. 3ammra BKP
MIPOBOJUTCS C Y4acTUEM OOYYaroIlerocs, a Takyke HayqYHOI'0 PYKOBOJIUTENS U PEIICH3EHTa, J1axKe
€CJIM OHHU He ABJISAIOTCS wieHamu [ DK,

ITpouenypa 3ammtsl BKP Britodaer B cedsl ciaeayronye 3Tamnsl:

- IPUBETCTBEHHOE CJIOB JeKaHa (3aM.JeKaHa) (aKyJIbTeTa;

- peub cekpetaps [ DK, oObsicHstomETO MpaBuia npoBeaeHus 3amutel BKP;

- IPEJCTABICHHS CTYJCHTAMHU CBOUX PaloT;

- TUCKYCCHSI,

- coBemanue wieHoB I'OK no ouenkam BKP crynenTos;

- ornamenue oneHok BKP;

- 3aKJIIOYUTEIBHOE CIIOBO JIeKaHa (3aM. JiekaHa) (hakynbreTa;

- opopmienue cexperapeM I DK Bcex He0OOXOAMMBIX TOKYMEHTOB.

Ha peur mo 3ammre BBIMYCKHON — KBaNU(UKAIMOHHOH  paboThl  OakaiaBpy
MPEOCTABIISAETCS OKOJIO 5-7 MUHYT, B TEYCHHUE KOTOPBIX OH JOJDKEH MPEACTaBUTh CBOIO padoTy,
aKLIEHTUPOBAaB BHUMAHUE Ha €€ 3HAUMMOCTH, aKTyaJIbHOCTH ¥ HOBU3HE. B cBOel 3a1uTHON peun

CTYACHT YKa3bIBACT OCHOBHYIO LCJIM W 3aaa4U pa6OTLI, KpaTKO HU3JIaract OCHOBHOC COACPIKAHUC

5 Tlonosxenue «O BBITYCKHOM KBaM(UKAIMOHHON paboTe» yTBEpHIeHHOE pukazoM Pextopa PITY ot 28.09.2017
Ne 01-314/ocH. www.rggu.ru
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paboThI U MOJTyYeHHBIE PE3YJIbTATHI, ONMPELIET TECOPETUYECKYIO H MPAKTUYECKYIO0 3HAYUUMOCTh
pabGotbl. Hanmuume mpe3eHTanuu K 3alUTHOW peun sBiseTcs (aKyJIbTaTUBHBIM 3JEMEHTOM,
OJTHAKO AN  IpakTUKO-opueHTHpoBaHHbIX BKP 1o  HampaBieHuio  HOArOTOBKHU
«/loKyMEHTOBE/IEHUE U apXUBOBEJICHUE» MPE3CHTAIMS SBISCTCS TOMOJIHUTENBHBIM (PAKTOPOM B
1oJb3y 0oJiee BHICOKOM cymmapHoi oreHkr BKP.

Jlanee 4ieHbl KOMHCCUH, a TaK)K€ BCE MPUCYTCTBYIOIIUE HA IMYyOJMYHON 3allUTe MOTYT
3aJjaBaTh CTYJIEHTY BONPOCHI Mo TeMe U coaepxkanuio BKP, Ha xoTopbie OH 0053aH OTBETUTH.
Benen 3a 3TMM 3auMTBIBAIOTCS. - OT3BIB HAYYHOI'O PYKOBOAMTENS M PELEH3UsS BHYTPEHHEIO
penieH3eHTa. B Tex cimyuasx, Korjua B HUX COJEpKaTcs 3aMeuyaHust o paboTe MU MPeI0KEeHUS
10 €€ COBEPUICHCTBOBAHHUIO, CTYICHTY HEOOX0IMMO Ha HUX OTBETUTb.

[Tocne TOro kak Bce BBICTYIUIGHHSI CTYICHTOB M HX OTBETHl Ha BOIPOCH OyIyT
3aciyIlaHbl, CTYJIEHTHI yAAISAIOTCSA U3 ayAUTOPUH, a WIEHBI FOCYAAPCTBEHHON SK3aMEHAILIMOHHOM
KOMHUCCUM B JUCKYCCHOHHOM IIOpPSJKE KOJIJIEKTUBHO BBICTABISIIOT OLEHKU KaXIOMy U3
3alUIIABIINXCS CTYJCHTOB, YTO UCKIIIOYAET MPEAB3ATOEC OTHOIIEHHUE K JII0OOMY U3 CTYICHTOB. B
cllyyae COMHEHHMH OTHOcHUTENbHO oleHKH 32 BKP unenst 'OK Moryt obpatutscsi kK HayqyHOMY
PYKOBOJIUTENIO W PE3EH3EHTY, KOTOpbIE 00JIaJal0T MPaBOM COBEIIATENBHOrO rojoca. llpu
PaBHOM KOJMYECTBE TOJIOCOB TOJIOC MpPEACENaTesi KOMUCCUU B Ipouecce oueHuBaHus BKP
SBJIIETCS PELIAOLINM.

IToce OKOHUYATENBHOIO COTJIACOBAHMS OLEHOK, CEKpETaph IPUIJIAILAET CTYJEHTOB B
ayIUTOpHUIO, TA€ Ipeacedarelb KOMHMCCHM 3a4MTHIBAET WM  OLIEHKH, KOJIJIETHAJIbHO
IIOCTABJIEHHBIE WIEHAMU KOMHUCCHH.

Pe3ynbraThl 3aIMTHl BYIyCKHON KBaIM()UKALMOHHOW pabOThI OMpEAETSIOTCS OICHKaMU
«OTJINYHOY, «XOPOLIO», «yI0BIETBOPUTEIBHO), «HEYIOBIETBOPUTEIBHOY.

HauOonee spkue u conepkarenbHble pabOThI CTYJICHTOB MOTYT OBITh PEKOMEHIOBAaHBI
I'OK k mybnukanuu (4acTHUHON MyOIMKaluM) W/ K yyactuio B KoHKypce PITY «BsimyckHas
KBaJM(pHUKAIMOHHAsA padoTta cTyaeHToB PITY».

[To pesynbraTaMm 3aIIMTHl BBIMTYCKHBIX KBaIH(UKAIMOHHBIX pabor cekperapp ['OK
oopmIisieT MPOTOKON 3aceaHus TOCYAAPCTBEHHOM 3K3aMEHAIMOHHOM KOMHCCUU U 3a4€THYIO
KHIKKY OakanaBpa.

Ilocne ocymecTBieHus YyKa3aHHbIX Ipouenyp BbinyckHuKy PITY mnpucsauBaercs
crereHb OakanaBpa. Jumiom PITY o Beiciiem o0pa3oBaHHMM BpyYaeTcsl BBITYCKHHKY JHYHO
pektopoM wiM 1popekropom PITY B cneunasbHO OTBEOEHHBIM I 3TOrO JE€Hb B

TOP>KECTBEHHON 0OCTaHOBKE.

4. MaTepuajbHO-TeXHUYECKOe ol0ecredeHne rocy1apCcTBeHHO HTOTr0BOI
arTecTalMu
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MarepuanbHO-TEXHHYECKOEe  OOecrieuyeHre  roCylapCTBEHHOM  WTOTOBOM  aTTeCTalllH
[IPEAYCMATPUBACT HAIU4Me ayAUTOPUU I CHA4YM TOCYHApCTBEHHOIO 3K3aME€Ha M 3allUThI
BBIITYCKHOW KBaNIU(UKAMOHHONW paboThl. ['0Ccy1apCcTBEHHBIN SK3aMeH MPOXOAUT B Ay TUTOPHSX,
IpeIyCMaTPUBAIOIINX HAIWYHE padOYMX MECT I Mpeiceaaress U WICHOB TOCYAapCTBEHHOM
HK3aMEHAIIMOHHONH KOMHCCMHM UM pabOYMX MeCT s CTYJCHTOB, JIOMYIICHHBIX Ha
TOCYJapCTBEHHBIM 5K3aMeH. /J[ns 3aIuThl BBIMTYCKHOM KBaNMM(UKALMOHHOW paboOTHl Takxke
TpeOyeTcss aynuTOpHs, MPEeAyCMAaTpPHBAIONIAs HAIM4YHEe Pa0OYMX MECT Ui TNpeacenareis MU
YJICHOB TOCYJAapCTBEHHOW SK3aMEHAIMOHHOW KOMHCCHM, pabouero Mecrta Jisl CTYZACHTA,
KOMIIBIOTEPHON TEXHUKHM C HEOOXOAWMBIM JIMIIEH3MOHHBIM TIPOTPAMMHBIM OOecreueHueM
(Microsoft Office 2010/2016), Kaspersky Endpoint Security, MyJabTUMEIHIHOTO MPOEKTOPA,

JKpaHa.

5. Oco0eHHOCTH TIPOBeIeHHUsI TOCYIAPCTBEHHO HMTOr0BOI aATTECTANMH JIJIsl 00yYAIOIINXCS
W3 YMCJIa JIEI ¢ OTPAHHYeHHBIMH BO3MOKHOCTSIMU 3710POBbSI

[Tpouenypsr npoBeaeHust [ MA mist 00ydaromuxcsi ¢ OrpaHUYCHHBIMUA BO3MOKHOCTSIMH
310pOBbsSl PETJIAMEHTUPYIOTCA JOeUCTBYIOIUM [lojiokeHneM O MPOBENEHUM TOCYAAapCTBEHHOMU
WUTOTOBOM aTTECTAIMH 110 00PA30BATEIBHBIM IMPOTPAMMAM BBICIIIETO 00pa30BaHUS - IPOrpaMMaM

OakanaBpuaTa, IporpaMMaM CIEHUAINTETa U POrpaMMaM MarucTpaTyphl.



