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HosicHuTeabHASA 3aNMCKa
1.1. Heas u 3224y JUCHUILIHHBI (MOXYJIA)

Lenp AUCUMIIIMHBI — MOATOTOBUTH BBITYCKHUKA, 3HAIOLIETO OCHOBHBIE HAIPABJICHUS
TOCY/IapCTBEHHOW periaMeHTaluu padoThl ¢ JOKyMeHTamu B Poccuiickoii Deneparuu, 3a1adu
CIIy’)kObl JOKYMEHTAIMOHHOTO OOECleYeH!s yIpaBiIeHHs] U BIAACIONIET0 METOAaMH aHallu3a U
COBEPILIEHCTBOBAHUS TEXHOJOTUU TUITOBBIX JIETONMPOU3BOJICTBEHHBIX ONEpaIUi.

3ajaun JUCUUILIINHBIL:

- U3YyYUTHh HCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CHCTEMBI JISJIONPOU3BOJICTBA;

- OBJIAJIETh CIEUATIbHON TEPMUHOJIOTUEH;

- U3YYUTh COBPEMEHHYIO 3aKOHOJATEJIbHYIO, IIPAaBOBYID M HOpPMaTHBHYIO 0a3y,
perJaMeHTUPYIOIIYIO padoTy C TOKyMEHTALUEeH;

- chopMHpOBaATE Y CTYJEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICTIOMPOU3BOICTBEHHBIX
ONepalMii B YCIOBHSIX INPUMEHEHHUS TPAJULUMOHHBIX M ABTOMATHU3UPOBAHHBIX TEXHOJIOTUMI
00pabOTKH JOKYMEHTOB;

- chopMupoBaTh HABBIKM aHaIW3a CHCTEMbl JOKYMEHTAI[MOHHOTO OOecleueHus
YIPaBJICHHUS;

- ONpEeAeNIUTh  HANpaBJICHUS  BO3MOXKHOIO  COBEPILEHCTBOBAHUS  CHCTEMBI
JIOKYMEHTAIIMOHHOTO 00ECIIeYEHUs YIPABIICHHUS;

- U3YYUTh TMOPSAJOK OpraHu3alldd CIY>KObl JOKYMEHTAI[MOHHOTO OOecreyeHus
YIpaBJICHUS B COBPEMEHHOM OpraHu3allvu.

1.2. [lepevyeHb MJIAHMPYEMBbIX Pe3yJIbTATOB 00yUeHHs 110 JTUCHUILINHE (M00Y110),
COOTHECEHHBIX C HHANKATOPAMM JOCTHKEHHUSI KOMIIeTeHI Uil

Komnerenuus
(K0 1 HANMEHOBAHNE)

HNHaukaTopbl KOMIeTeHIUI
(K01 1 HANMEHOBAHNE)

Pe3yabTarbl 00yueHust

IK-7

CrocobeH K
COCTaBJICHHIO 0030pOB,
aHHOTammi,  pedepatoB U
oubnmorpadun MO TEMaTHKe
IIPOBOJMMBIX UCCIIEIOBAaHUI.

MNK-7.3 OcyuwecTtensaer
aHHOTMpOBaHUe, pedepupoBaHue,
6ubnunorpadpuyeckoe onncaHue B
COOTBETCTBUM C AENCTBYHOLLUMU
CTaHAapTamu. -

3HaTb: AeicTByIOLWME CTAaHAAPTbI U
KOHLLEMNLUMM NCTOPUYECKOW HayKK

YMmeTb: OCyLLecTBAATb aHHOTUPOBaHUe,
pedepupoBaHme n
6ubnnorpacduryeckoe onmcaHue B
cBoei npodeccMoHaNbHOM
[eATeNbHOCTU

BnageTb: OCHOBHbIMW MPUHLMNAMU U
MeToOANKaMU aHHOTUPOBAHUA U
pedepnpoBaHNS B MCTOPUYECKO
Hayke

1.2.  Mecrto iMcHUIIMHBI (MOYJISl) B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOI NPporpaMMbl
Jucuumnuza (Moaynb) «Mcropus M opraHusaiysi COBPEMEHHOI'O JIeJIONPOU3BOICTBA B
Poccun» oTHOCHTCS K yacTu 6J0Ka TUCHMILIMH y4eOHOTo IiiaHa, (OpMUPYEMOil ydacTHHUKAMU
00pa3oBaTeNbHBIX OTHOIICHU.
Jlnisi OCBOEHUSI TUCHMIUIMHBI HEOOXOAWMBI KOMIIETEHIIMH, C(HOPMHUPOBAHHBIE B XOJI€
W3Yy4YEHUs CIENYIOIUX JAUCIUIUIMH U NMPaKTHK: «/okyMeHTOBeneHne», « OCHOBBI pOCCUICKOIO
npaBa» U MPOXOXKIACHUSA Y4eOHON MPaKTUKU.

2. CTpyKTYypa IHCHMILUITMHBI (MOIYJISA)



OO6mmast TpyI0€MKOCTh TUCIUIUTHHEI cocTaBiusier 3 3.e., 108 akamemudueckux gaca

(oB).

CTpyKTypa IMCHUILINHBI 1JI51 04HOI (hopMBbI 00yUeHus

O0BEM TUCIIAIUIAHEL

B ¢opMe KOHTAaKTHOW pabOThl OOYyYalOUIMXCS C TIeNarorHdecKUuMHU

paboTHUKaMH U (WJIN) JIMLAMH, TPUBIIEKAEMBIMH K Pealn3aliii 00pa30BaTeIbHON MPOTrpaMMbl Ha MHBIX
YCIIOBUSIX, TIPY IPOBEACHUY yUCOHBIX 3aHATHIM:

Cemectp | Tun y4eOHBIX 3aHITUI KonnuecTtso
4acoB
3 Jlexuun 30
3 CemuHapbl/nabopaTopHble pabOoThI 30
Bceero: 60

O0beM TUCIUIUIMHBL (MOJTYJIsI) B (hOpME CAaMOCTOSITEIbHON pabOoThl 00YJAOIIHUXCS
cocraBnsieT 48 axageMuueckux yaca(os).

3. Conep:xaHue THCHUTILUIUHBI (MOTYJIs1)

Ne [ HaumenoBaHme pa3jaena Conep:xkanue
JUCIHHUILINHBI
1 1. Hazuaauenue Kypca, [Ipeamer, coxmepxaHue M  3aAauyud Kypca.

VMCTOYHHUKH U JIUTEpPATypa

TepMUHOIOTHSI OCHOBHBIX TOHSTHM B 00JacTH
NEJIONpPON3BOACTBA, €€  dBomonusa.  OueHka
TEPMHUHOB B OT€YECTBEHHOM JIUTEPATYpPE.

B3aumocBss3p OpraHu3alyu U
TE€XHOJOTHMH TOCYAapCTBEHHOTO JEJIONPOU3BOICTBA
c pa3BUTHEM TOCYAAPCTBEHHOIO amnmnapara, ero
GYHKIMSIMH M CTPYKTYpPOH. [Tepunonn3zanus
OCHOBHBIX ITaIlOB Pa3BUTHS JEIONPOU3BOJICTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTU pPadOTHI C
JOKYMEHTaMH B yupexaeHusax Poccun B paznnuHble
HUCTOPUYECKHE MEPUOAbl, WX IPEEMCTBEHHOCTh B
YCIIOBUSX JEATEIBHOCTH COBETCKOTO M POCCUMCKOTO
roCy/1apCTBEHHOIO anmnapara.

MecTto Kypca cpeau JApyrux H3y4aeMbIX
JTUCIUILINH.

OO030p HCTOYHUKOB U JIUTEPATyphl IO
neonpou3BoACcTBy B Poccnu mo 1917 r.

Jlutepatypa 1o HaydyHON oOpraHu3aLuu
ympasiendeckoro tpyna B 1920 - 1930-x rr., ee
3HAUEHUE JUIS U3yUEHUS Kypca.

PabGoTter mo nenompoumsBomctBy  1960-x -
1980-x IT., ¢dopmupoBaHue HOBBIX
palMOHAIN3aTOPCKUX HJEH U HUX OTpakeHHe B
HCTOYHUKAX U JUTEPATypeE, IEPUOINIECKON NTEYATH.

CoBpeMeHHass cHeluajibHas JIUTEparypa,
y4eOHUKM M y4yeOHble nocoOusi. M3meHenue




TEMaTUKU HAy4HO MpakThueckux padot B 1900-e -

2010-¢ IT. B CBSI3U C CO3JaHuEM
ABTOMATHU3MPOBAHHBIX CHUCTEM JCJIONMPOM3BOICTBA,
COBp CMCHHBIX Cp C€ICTB KOMMYHI/IKaLII/II/I,

OpPraHU3alMOHHON Y BEIYMCIUTEILHON TEXHUKHU.
JlutepaTypa 1O TEOPUU © TPAKTHKE YIPABICHHUS
JOKyMeHTalued 3a pyoexoM. OIeHKa BO3MOXKXHOCTH
3aMMCTBOBAHUS 3apy0eXHOTO OIBITa PabOTHI c
JIOKYMCHTaMH

2.1. Bo3HUKHOBeHHE W pa3BUTHE

JeJI0NPOU3BOACTBA

B

yupesxaenusix Poccun XVI - XVII

BB.

PernamenTanus 3aKOHOJATEIILHBIMU aKTaMH
XVI - XVII BB. oTHneapHBIX CTOPOH CO3JaHUS H
odopmiteHUS JIOKYMEHTOB, 00s13aHHOCTEH
“CayXWibIX”’ JIIOZIEH. Opranuzanus
JICJIONPOU3BOJICTBA B IEHTPAIBHBIX YUPEIKICHUSIX
Pycckoro LEHTPATU30BAHHOTO rocyaapcTBa
(mpukaszax), 1 MECTHBIX YUPEXKJIEHUAX (IIPUKA3HBIX
n30ax), ero ocooeHHocTH. OCHOBHBIE 3TaIlbl PaOOTHI
c JOKYMEHTaMH, JIEJIONIPOU3BOICTBEHHBIC
oneparuu. Ctonbuosas hopMa AeTONPON3BOACTBA.

2. 2. [AenonpousBoacTBO
yupexaeHunax Poccum XVl 8

Xapakrepucruka «'enepasbHOTO
peryiaMeHTa 1720 T. KaK OCHOBHOTO
3akoHogarenpHoro akta XVIII B. mo opranuszanuu
JIeJIONIPOU3BOICTBA. PeriiamenTanus J10JKHOCTHBIX
0053aHHOCTEH  CIIy)KallUX B  3aKOHOJATEIbCTBE
XVIII B. Tabenp o panrax 1722 r. Ponb cexperaps
B KOJIJIEXKCKOM Jielonpou3BoacTBe. OCOOEHHOCTH
TEXHOJIOTUM  JEJONpou3BojAcTBa.  OpraHusauus
apXMBHOTO XpPaHEHUS JOKYMEHTOB.

«Ob11ee yupexxaeHue ryoepHckoe» 1775 . o
MOpSIIKE  JIENIOTIPOM3BOJICTBA M YCTAHOBJICHHE
uepapXuu B JOKYMEHTUPOBAHUM B3aMMOOTHOILICHUN
HEHTPAIBHBIX M MECTHBIX YyupexaeHud. Otmuuaums
TexHosorun  aenomnpousBoactea  XVIII B, ot
TEXHOJIOTUH TIPEJIIISCTBYOMIETO MEPHOA.

2. 3. Jlenonpou3BOACTBO
yupexaenusix Pocemn  XIX
Hauyajie XX BB.

B

«Oobmee yUpexKICHUE MUHHCTEPCTBY
1811 r. Kak OCHOBHOH 3aKOHOJATEILHBINA aKT IO
eMHOOOpa3HOMY TMOPSJIKY JIEJONMPOU3BOJICTBA B
yupexaenusix  XIX B, Co3maHme  cHCTEMBI
JICIIONIPOU3BO/ICTBRA, COOTBETCTBYIOIIICH
€IMHOHAYATLHOMY TOPSJIKY MPUHATHS pElIeHU B
LHEHTpadbHBIX  yupexnaeHusx Poccunm XIX B.
PernamenTarus ABMKEHUST JOKYMEHTOB.

TenpeHIMM pocTa JOKYMEHTOOO0OpOTa H
Mephl IO €ro COKpAIIEHUI0 B 3aKOHOJATEIbCTBE
XIX B. Bnusaune HOBEIX CpEICTB
JTIOKYMEHTHUPOBAHUS, CBSI3H, KOMTUPOBaIbHOU
TEXHHUKH Ha CHUCTEeMY padOThl ¢ JOKYMCHTAMH.
Pa3pabotka parroHaTbHBIX CUCTEM
JICIIONPOU3BOJICTBA B OTJICIBHBIX BEJOMCTBAX M




3HAQUEHHE HTOr0 ONbITa I  IOCIEAYIOIIETO
pa3BUTHUS AEIONPOU3BOJACTBA.

CoBpeMeHHas OILICHKA CHUCTEMBI
JIEJIONIPOU3BOJICTBA JOPEBOJIIOUUOHHON Poccun u
€ro BJIMsIHHE Ha JalibHElIee pa3BUTHE CIIOCOO0B U
METOO0B Pa0OTHI C IOKYMEHTAMH.

2.4.

CraHoB/IeHHe U pa3BUTHE
1eJIONPON3BO/ACTBA B
COBETCKHX TIOCYAapCTBEHHBIX
YUYpeKIeHUsIX.

[Towrcku paroHaIbHBIX (HOPM OpPTraHHU3AINH
nenornpoun3Bojicta B 1919 -1920-¢ roppr.

Hayunas opranusanus ynpaBiIe€HYECKOIO
Tpyda Kak (opma OOIIECTBEHHOTO MABIKEHUS 3a
panMoHanu3aIMio rocanmnapara.

Cosznanue HAyYHO-HCCIIEeI0BATEIbCKUX
WHCTUTYTOB, BEJJOMCTBCHHBIX Y BHEBEIOMCTBCHHBIX
OpraHoB palroHaIn3anuy, ux
HCCIICIOBATEIILCKAS ICATEIIPHOCTh M MPAKTUYCCKHEC
pa3paboTKu MO BHEAPEHUIO HAYyYHOW OpraHU3aluu
ynpasienueckoro Tpyaa (HOVYT).

OmnpiT pabotel OTAena agMUHUCTPATUBHOM
texuuku (ATO) HK PKM CCCP, axkunuonepHoro
obmectBa  «Oprcrpoit», HWHcTUTyTa  TEXHUKHU

YIPABJICHUS 1o panMoHaNIM3alUN
JEJIONPOU3BOJCTBA B LIEHTPAIbHBIX M MECTHBIX
YUPEKICHUSAX.

Xapaktepuctuka W 3HadyeHme «OOmmx
MpaBUJl JOKYMEHTAIIMU M JOKYMEHTO0OOpOTa» Kak
MOTIBITKA OOOOIIEHHUs] METOJOB PalMOHAIHU3AINH
JIEJIOTIPOM3BOJICTBA W BHEAPEHHS B TMPAKTUKY
paboThl  €IUHBIX MpaBWJI  OpPraHU3aluh |
TEXHOJIOTHH JIETIOTPOU3BOJICTBA.

JlesTeIbHOCTD I'maBHOTO aApXUBHOTO
ynpasienuss (I'AY) CCCP mno wmeromuueckoMmy
PYKOBOJCTBY JEJIOMPOU3BOICTBOM.
Mertonuueckue pazpadborku I'AY CCCP 1960-x rr.
[0 OPraHU3alMKU U TEXHOJOTUHU JEIONPOU3BOICTBA.
Co3manne u BHenpeHue OCHOBHBIX TOJIOKEHHUI
Enunoi rOCyJ1apCTBEHHOM CUCTEMBI
nenonpousBogctBa (EI'CJl), ee 3Hauenue ist
OpraHM3alMK JETONPOU3BOJICTBA B YUPEKACHUIX U
OpraHu3aIMsIX.

AKTHBU3AIUS COBEpPIICHCTBOBAHUS
neonpouspoacTea B 1970-¢ — 1980-¢ rr. Pa3sutune
TEOPETUYECKUX W TPUKIATHBIX HCCIEAOBAaHUN B

o0nactu COBEpIICHCTBOBAHUS
JOKYMEHTAIMOHHOTO OOECTI€YeHUsl  YIPABICHHUS.
®opMUpPOBAHHE  KOHUEMIIHH JOYVY. e,

Ha3HaueHue, coctaB  (OCHOBHBIX  MOJIOKEHUH
I'CIOY, xapakTeprCTUKa OCHOBHBIX IMOJOKEHUN U
TEMaTUYECKHUX Pa3JIesIoB.




3.1. Opranusanusi
AOKYMEHTAIHOHHOT 0
o0ecreyeHus ynpaBjieHus

Jlokymenmayuonnoe obecneuenue
YNpaeaeHus - 0CHO8A MEXHON02UU YNPABNeHUS.

[TonsiTue «TOKYMEHTallHOHHOE
obecnieuenue ympasienus» ([OVY). CooTHomeHue
MTOHATUI «1eTIONPOU3BOJICTBOY,
«JJOKyMEHTallHOHHOE O00ECIEUYEeHUE YIPaBICHUN»,
«yIpaBJIEHUE JIOKYMEHTaMU». VYnpasnenue
JOKYMEHTaMU KaK COBOKYIIHOCTb JIEUCTBUM C
JOKYMEHTaMU OpraHu3aluu c LEbI0
JI0Ka3aTeNIbCTBA  IIPOBEIEHUS  YIPABJIEHUYECKUX
onepamnuu. TpeboBanus K YIPaBICHUIO
JOKYMEHTaMH.

VYnpasneHueckas NEeATEIbHOCTh u
JOKYMEHTAallMOHHOE  00ecleyeHre  yIpaBICHUS.
JlokyMeHTallMoOHHOEe OOecreueHne yIpaBlIeHUs Kak
(GyHKIMS yIpaBlIEHHUs, €ro MECTO CPeau IPYrHx
GbyHKIUH yrpaBieHus. 3HAYEHHE JOKYMEHTOB LIS
peanu3alnuy YIpaBJICHUYECKUX pelleHu. BrusHue
XapakTepa yIpaBi€HUS, NPUHIUIOB MPUHITHUS
YIPaBICHUYECKUX PELIEHUH  Ha OpraHu3aluio U
TEXHOJOTHI0  JOKYMEHTAI[MOHHOTO 00ecredeHus
yIpaBJICHUS.

JloxymeHTaunoHHoe obecrnieueHue
yIIpaBJIEHUS] KaK CUCTeMa paboOTHl C JOKYMEHTaMH.
@akTophl, BIMAIOIIME HA €ro OpraHU3alUl U
TEXHOJIOTHIO B YUPEKICHHUSIX, OPraHU3aALUAX U Ha
NpeANpUATHSIX  PA3JIMYHBIX  OPraHU3ALMOHHO-
npaBoBbIX (opM. OpraHu3alOHHbIE, IPABOBHIE,
COLIMAJIbHBIE U TICUXOJIOTMYECKHE AaCMEKThI
JIOKYMEHTAIlMOHHOT0 00ecrieueHus yIpaBIeHUsl.

Bansane aBTOMaTH3I/IpOBaHHOﬁ TCXHOJOI'NH1
00pabOTKM  JIOKYMEHTOB  Ha  JIOKYMEHTAI[HOHHOE
o0ecrieyeHue yrpaBiieHHs.

B3aumocss3b JOKYMEHTAllMOHHOT'O
o0ecrnieueHus yIpaBICHUS c XpaHEHHEM
JOKYMEHTOB B  apXUB€ OpraHu3alMl U B
roCy/1apCTBEHHbBIX apXHBaXx.

Hanpaenenus cocyoapcmeennozo
pe2yiupos8anus 0elonpou3800Ccmad
6 1990-¢ — 2000-¢e 200w1.

XapakTepucTuka 3aKOHOJIATEIbHBIX u
HOPMAaTUBHBIX  INPaBOBBIX aKTOB  Poccuiickoin
Qdenepanun,  perIaMEHTUPYIOIUX  paboTy ¢
JTOKyMeHTaMu.  HampaBieHusi rocyaapCTBEHHOTO
peryaupoBaHusi. 3aKOHOJATENIbHOE 3aKPErICHHE
o0mux TpeOOBaHUN K JOKYMEHTaM M CHCTEMam

yIIpaBIICHUS. OTBETCTBEHHOCTh 3a paboTy ¢
JIOKYMEHTaMH 1 UX COXPaHHOCTb.
XapakTepucTuKa HOPMAaTHUBHO-

METOANYCCKUX JOKYMCHTOB MCKOTPACICBOI'o




IEUCTBUSL.

3.2. Opranu3anus ciayxon1 JJOY.

Opranu3zanuoHHbIE dbopMbI
JOKYMEHTAI[MOHHOTO  OOECIeUeHHUsl  yIpaBICHUS.
DakTopHl, OTpeeNsoIre BBIOOD

OpraHU3alOHHON bopmbl B KOHKPETHOU
OpraHH3alyH.
OcHoBHas 1111, 337a4i U (DYHKIIMH CITyXKOBI

JOVY.
Tunossle CTpyKTypHI cayxk0b1 JLOY.
PernamenTanus byHKIMMA
0/Ipa3ieIeHu [0 JIOKYMEHTALlHOHHOMY

oOciy)xuBaHuio. TuHoOBbIE UM HMHIUBUIYaJIbHbBIE
nosioxkeHus o cayxoe JJOVY. Tunosoil Gopmyssp
MIOJIOKEHMsI,  COCTaB  MH(OpManuM,  MOPsSIA0K
pa3paboOTKU U yTBEPKICHUS.

JIOIDKHOCTHOM M YHCIICHHBIM  COCTaB
pabotHuKOB ciryk0b1 JJOY. OyHKIMKU paOOTHUKOB
CITYKObI A0V (cexperapb CTPYKTYPHOTO
IOJIpa3CIICHus, CeKpeTapb PYKOBOAMTEIIS,
UHCIIEKTOP IO KOHTPOJIO M T.1.). 3aKperjieHue
OTBETCTBEHHOCTHM U TIOJHOMOYMH pabOTHHKOB
cnyx6b1 JIOY.  JloiKHOCTHasE MHCTPYKLUS Kak
OCHOBHOM HOPMATHBHBIN JIOKYMEHT,
OIIpeAEIAOIUI OpPraHU3alMOHHO-IIPABOBOE
M0JIOKEHHE paboTHHUKA. DPOpMyJsp TOJKHOCTHOM
UHCTPYKLIMH, COCTaB  MH(POpPMALUH, MOPSAOK
pa3paboOTKU U yTBEPKICHUS.

[Tonoxenue o cayx6e JIOY u nomkHocTHas
UHCTPYKUUS Kak  HOpPMaTHUBHas  OCHOBA
pacnpeneneHus TpyAaa MeXAy NOIpa3fciICHUsIMU U
HCIIOJTHUTEIISIMHU.

WHcTpykuus 1O JEJNONPOM3BOACTBY -
OCHOBHOW HOPMAaTUBHBIN aKT, PETJIAMEHTUPYIOIINI
TEXHOJIOTUIO JIOKYMEHTAIlMOHHOTO  o0ecredyeHus
ynpaBieHus.  TuUNOBblE W MHAMBUJYaJIbHBIE
uHCTpykuuu.  Ilopsmoxk  pa3paboTku,  cocraB
nH(pOpMaluY, IpaBUia YTBEPKICHUS U BHEIPEHMUS.
OTBETCTBEHHOCTh COTPYAHHKOB OpraHU3allUd 3a
coOnrofieHre TpeOOBaHUI MHCTPYKIIHH.

HopmupoBanue tpyna paOOTHHUKOB CITYXKObI
JAOY, TunoBele = HOPMAaTUBBl  BPEMEHM  Ha
JIeTIOTIPON3BOICTBEHHBIE PaOOTHI.

Pasmenienne CTpyKTypHBIX MOAPA3ACICHAN
cnyxk6b1 JIOY. VYcnoBus Tpyna, opraHuzanus u
obopynoBanue paboYux MecCT.

[Topsimox xpaHeHHs TmeyaTel, ONaHKOB U
MpaBuja IMOJB30BAHUS MMHU. OTHKA JEJIOBBIX
OTHOIICHHUH, TCUXOJIOIMYECKHI acmeKT pabdoThl ¢
JOKYMEHTaMH. [ToaroroBka KaJIpOB




JICIIONPOU3BOJCTBCHHBIX  CITYXO. dopmbl
MOBBIIICHUS  KBATM(UKAIIMA  CIICIUAINCTOB B
obmactu JIOVY.

3.3.
JOKYMEHT0000poTa

Opranuszanus

Onpenenenue MTOHATHUS
«TOKyMEHTOO00POT». OO0mue npuUHIUNB |
METOANYECKHE OCHOBBI OpraHHu3aIuu
JIOKYMEHT0000pOTa, ux peanuzanus B
JNCHCTBYIOIUX TOCYJAapPCTBEHHBIX HOPMATHBHBIX
JOKYMEHTAaXx.

Crpyktypa U o0mas XapaKTepHUCTHKA

JOKYMEHTOMOTOKOB.  O0BeM JTOKyMEHTOOOOpOTA.
VYder KoIu4ecTBa JOKYMEHTOB.

IIpuewm, IIPOXOXKIECHUE 51 MOPSIOK
UCTIOJTHEHUS HOCTYTAIOIINX JIOKYMEHTOB.
[lepBuunas AKCIEAUIMOHHAs o0OpaboTka
IOKyMeHTOB. [IpenBapuTenbHOe — paccMOTpeHHE
JOKYMEHTOB. Paccmotpenune JIOKYMEHTOB
PYKOBOJCTBOM OpraHHM3allUH, IPUHATHE PEIICHUS O
XapakTepe HUX  HCIOJIHEHHS. Hampasnenue

JIOKYMEHTOB Ha HCIIOJIHEHUE.
JlocTaBka  JIOKYMEHTOB  HCIIOJHUTESM,
MOpANOK WX Tmpuema © nepemaun. Pabota
WCTIOTHUTEIS C IOKYMEHTaMHU. DTarbl UCIIOTHEHHUS.
[Topsimox 00pabOTKH OTHIPaBISIEMBIX JOKYMEHTOB.
[IpaBuna opraHuzanuu JABWKCHHUS BHYTPEHHUX
JOKyMEHTOB. HamnpaBneHuss CoOBEpILIEHCTBOBaHUS
JIOKYMEHTOO00O0pOTa U IyTH €r0 COKPAICHHUS.
TenpeHuun pocrta JAOKYMEHTOOOOpOTa B

COBPEMEHHBIX OpraHu3aIHIX. Bnusiaue
aBTOMaTH3alMu  o0paboTKM  HMH(OpPMALMM  Ha
KOJINYECTBEHHBIE " Ka4eCTBEHHBIE

XapaKTePUCTUKH JOKYMEHTOO0O0pOTa.

3.4. PerucTtpauusi 10KyMEHTOB H

opraHu3anus
UHGpOPMALHOHHOIO
00CTy>KNBAHMS.

CIpPaBOYHO-

Peructpamuss ~ kak ~ cocTaBHas  4acThb
texHoiorun  JIOVY. IlpuHuunel  perucrpanuu
JOKYMEHTOB

Xapakrepucruka COBPEMEHHBIX
perucTpanoHHbIX (opM, cocTaB HMHPOPMALUU U
MOpANOK MX 3anoiHeHus. Pas3Butne cmnoco6oB

perucTpanuu B rocyJapCTBEHHOM
JEJIONPOU3BOICTBE.

B3auMocBaA3p perucrpanuu JOKYMEHTOB C
opraHu3anuein CIPaBOYHO-MH(GOPMAITMOHHON

paloThl, opraHu3anueil KOHTPOJS HCIOJHEHUS H
nocienyromiein 00padoTKOM TOKYMEHTOB.
WNunekcupoBaHue JTIOKyMEHTOB. 3HaY€HHUE U
npaBuiIa dbopMupoBaHus WHJIEKCOB.
WupekcupoBaHue  JIOKYMEHTOB B YCIIOBHSX
TpaJIULUOHHON 00pabOTKHU TOKYMEHTOB.
[TpuHIMOBL  TOCTPOEHHST HMH(OPMAIIMOHHO-




nouckoBbIX cucteM (UIIC) pyunoro tuma, ux BHUIBIL.
WNudopmannoHHO-CIIpaBOYHOE o0cCITy’)KnBaHuE
anmapara yIpaBJICHHUs B YCIOBUSAX IPUMEHEHHS
aBTOMaTU3UpoBaHHbIX TexHoJorui JJOVY. Ilouck u
HCIIOJIb30BAaHUE uHbopMauu B
aBToMatu3upoBaHHbix UIIC.
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3.5. KoHTpoab  HCHOJHEHMS
JOKYMEHTOB

dopMupoBaHue TpeOOBaHUIN K OpraHHU3aIluN
KOHTPOJIS HCIIOJIHCHHS JIOKYMEHTOB B
JIETIONPOU3BOJICTBE.

3HaueHUE KOHTPOJIA 3a CpOKaMH
HCIIOJTHCHUS JIOKYMEHTOB B amnmnapare
yIpaBJCHUS. OcCHOBHEBIE MPUHLIMIIBI ero
OpraHu3aIyu.

3amaun  cayx6s1  JIOY 1m0  KOHTpOIIIO
WCIIOHEHUS TOKyMeHTOB. KaTteropuu 10KyMEHTOB,
MoJyIekKaUe  KOHTPOJIIO Cpoku HCHOJIHEHUS
JOKYMEHTOB. TeXHOIOrUsI KOHTPOJIBHBIX OIIEpPaLIU.

PernamenTel  BHYTpEHHEW  OpraHu3alMH
(denepanbHBIX OPraHOB HCIIOJIHUTEIHHONW BJIACTH
KaK OCHOBAa KOHTPOJII UCIIOJIHEHHS JIOKYMEHTOB B
rOCyJapCTBEHHOM armapare Poccuiickoit
®enepanuu.

O0o0011IeHe, aHaau3 M HCIOJL30BaHHE
JaHHBIX OO0 WCIOIHEHUH TOKYMEHTOB B YCIOBHUSX
TPAJAULIMOHHOW U aBTOMATU3HPOBAHHON TEXHOJIOTUH
00pabOTKU TOKYMEHTOB

ABTOMAaTH3UPOBAHHBIE CHUCTEMBI KOHTPOJIS
3a CpOKaMH HCIHOJIHEHHS] JOKYMEHTOB, ONBIT HX
MIPUMEHEHUS.
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3.6. Opranusanus
J1eJI0NPOU3BOICTBA no
NpeAT0KEeHUsIM, 3asiBJICHUAM U
’Ka00aM rpaxiaH

OO11ecTBEHHO-TIOJIUTUYECKOE U COLMATIbHOE
3Ha4YE€HHE OOpalleHH TpakaaH. 3aKOHOJaTeIbHAas
pernaMeHTanus  paboOThl C  MPEUIOKEHUSIMH,
3asIBJICHUSMH U 5Kaji00aMu TpakJlaH.

®opMupoBaHue HOPMAaTUBHOMN 6a3sl,
perJaMeHTHpYIOIed  OopraHu3anmuilo  padoThl  C
oOpalleHus MU TpaXJaH B  TOCYJapCTBEHHOM
anmnapare.

OcHoBHble 3amaun  cayx6s  JJOY 1o
OpraHu3aluu padoThl ¢ 0OpaIleHUsIMU TpakJaH, ee
ocobeHHocTH. Onepanuu 1o NpueMy, perucTpaimi,
KOHTPOJIIO HCIIOJIHEHUS, MPHUHSITUIO DPELIeHUil o
oOpamieHussM  rpaxkgaH. CpoKM  HCHOJHEHHS.
TpebGoBaHUs K COACPIKAHUIO OTBETHBIX JTOKYMEHTOB.
DopMHUpPOBAaHUE U XPAHEHHE JIE] C MPEIJIOKEHUIMH,
3asMBICHUSMH U Kaiobamu rpaxman. O0oOmenue,
aHaJM3 W HCIOJb30BAaHUWE JAHHBIX O paboTe ¢
oOpallleHusIMU Tpak/laH B amnmapare yrnpaBiIeHHUs.

Opranuzanus npuema rpaxaaH B
rOCY/IapCTBEHHBIX yUpeKIeHUSIX. POPMbI U METOIbI




COBEpIICHCTBOBAaHUSA pPAadOTBl ¢  OOpalleHusIMu
rpaxkJaH B OpraHax TrOCYJapCTBEHHOW BIJIACTH H
yIpaBJIEHUS, B OOIIECTBEHHBIX OPraHU3aIIHSIX.

IIpumeHenue aBTOMAaTU3UPOBAHHBIX
TEXHOJIOTMM I  IHOArOTOBKH  OTBETOB W
OpraHu3anyuu MH(POPMALIMOHHO-CIIPAaBOYHON

CIIYXOBbl B YUYPEKICHUSAX C OOJBIIUM OO0OBEMOM
oOparteHui rpaxx/iaH.
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3.7. XpaHeHHe JOKYMEHTOB B
JeJI0NPOU3BO/ICTBE OPraHU3ALUU

OpeaHu3aL;uﬂ meKyuieco XxpaHerus
()OKyMeHI’I’l06 u obecnevenue ux CoxXparnHocmu

OCHOBHBIE TIOJOKEHHS 3aKOHOIATEIIHLHOMI
periaMeHTanuu XpaHEHUst JIOKYMEHTOB B
Poccuiickoi ®Denepanuu. Mertonuyeckue
JIOKYMEHTBI 110 OpraHU3aliy XPaHEHHUS.

XpaHeHHEe ~ JOKYMEHTOB B CTPYKTYPHBIX
noApasieieHusIx opranuzagud  OTBETCTBEHHOCTh 3a
COXPAaHHOCTb JOKyMeHTOB. OpraHuzanus CHpaBOYHON
pa6OTI)I nu HOpﬂI[OK BbIa4Uu I[OKYMGHTOB BO BpCMCHHOC
IIOJb30BaHUE IPU  XPaHEHWM B CTPYKTYPHBIX
TOJIPA3AEIICHUSX. Xpanenue JIOKYMEHTOB Ha
HeTpaI[I/IIII/IOHHLIX HOCUTCIIAX.

COXpaHHOCTh JOKYMEHTOB IPU pPEOpraHU3aALHU
Y JUKBHUJIALUY OpraHU3alui.

Homenxnamypa oen

[Tonstue «HomeHkaTypa aemn». Haznauenue
HOMEHKJIaTyphl J1en1. HoMeHkaTypa Jien Kak OCHOBa
CHCTEMAaTH3allud  JOKYMEHTOB B  HEIIX  MX
MOCTIEeTYIOIIEr0 XpaHeHHs..

TpebGoBaHMs K COCTABICHUIO HOMEHKJIATYpPHI
nen. HMx pernmamMeHTanus B 3aKOHOJATEIbHBIX
aKTaX W HOPMATHBHO-METOJUYECKUX JIOKyMEHTax
MEXOTpacieBOro JelCTBUS.

Buasl HOMEHKIIATYp 1T, X OCOOEHHOCTH U
Ha3HavyeHue Meronuka COCTaBJICHUS
HOMEHKJIATYPHI JeL: U3y4eHUe cocTaBa
JOKYMEHTOB, pa3paboTka  Kjaccu(UKAIMOHHON
CXEMbI; COCTaBJEHHME 3arojioBKOB Jel M HX
cUcTeMaTh3alus C  Y4eTOM  YCTaHOBJIEHHBIX
TpeOoBaHUM.

[Topsimox  odopmileHHUs, COTJIaCOBaHUS U
YTBEpKIECHHSI HOMEHKIATYpHI Jes. CpOKH XpaHeHHs
JOKYMEHTOB

Hcnons30BaHMEe HOMEHKIATYpbl JI€ B
OIIEpPaTUBHOM XPAaHEHUH U apXUBE OpraHU3alUH.

Opeanuzayus u nopaoox ghopmuposanus
oern
[Tonsitre “GopmupoBanue aen’, OCHOBHBIC




TpeOOBaHUSI K  MPOBEACHUIO 3TOMl  pabOTHI
CoBpeMeHHasi HOpPMaTUBHO-METOAMYEcKas 0a3a,
omnpezenstomas TpeboBaHus K GOpMUPOBAHUIO eIl
B JICJIONIPOU3BOJICTBE.

dopmupoBaHUE el B OpraHU3alusixX
pPa3IUYHBIX YPOBHEH yIpaBlieHUs. 3aaud CITyKObI
JIOY um apxuBa opraHu3zanud 10  OOECIICUCHUIO
KauecTBeHHOro (opmupoBanusi nen.  [IpaBuna
¢dbopMupoBaHus B Jella JOKYMEHTOB pPa3IHYHbIX
BUIOB. [IpuHIUIIBI cUCTEeMaTU3alUU JTOKYMEHTOB
BHYTpH JeJl.

Opeanmauuﬂ IKCnepmu3vl YeHHocmu

O0OKYMEHmMO8
ITousatue “akcnepTusa LHEHHOCTH
nokyMmeHToB”.  HopmaTuBHO-MeTOIMYECKHE U

TEOPETUYECKHE OCHOBBI MPOBEJEHHS SKCIEPTU3BI.
TpeboBaHus K IPOBEEHUIO IKCIEPTU3BI LIEHHOCTU
JOKYMEHTOB.

Opranu3zanus paboThl  LEHTpaIbHOU
skcnieptHor  komuccun  (LIDK) wm  skcmeprtHO#
komuccun (OK) yupexnenus (opraHuszanuu) o
IIPOBE/ICHUIO SKCIEPTU3bl 1IEHHOCTU JIOKYMEHTOB.
[Tonoxxenne o0 skcnepTHOM komuccuu. [lpaBa u
(GYHKLIMH SKCIIEPTHOM KOMHUCCHM, TOPSJIOK ee
paboThI. JlokyMeHTHupOBaHuE JESITEIbHOCTH
OKCHEPTHOH  KOMHUCCHM.  JTambl  IMPOBEICHUS
9KCIIEPTU3bl LIEHHOCTH JTOKYMEHTOB. OdopmieHue
PE3YJIBTaTOB SKCIEPTU3HI LIEHHOCTH JOKYMEHTOB.

[Tonsitue “nepeueHb JIOKYMEHTOB .
Ha3nauenne wu UCIIOJIb30BAaHUE TIEPEYHEN B
KAauecTBE OCHOBHBIX HCTOYHUKOB MO YCTAHOBJIEHUIO
CPOKOB XpaHEHMs U oOecrneueHus eJMHCTBA
OIEepaTUBHOTO XpaHEHUs JIOKYMEHTOB B
JIEJIONPOU3BOJICTBE U APXUBE OPraHU3ALUH.

TumoBele ¥  BEIOMCTBEHHBIE MEPEYHU.
Hcnonp3oBaHne  mepeuyHed Ul COCTaBJICHMS
KJIaCCU(UKATOPOB U HOMEHKJIATYp JIe.

Iloozomoska u ogpopmnenue oen

Vuudukauus  TpeboBaHMH K Jenawm,
cnaBaeMbIM B apxuB. HopmaTHBHO-MeTOIMYECKHE
JOKYMEHTBl ~ MEXOTpacleBoro  JeictBus 00
oopmieHun aen.

OcHoBHbIE TpeOOBaHUS K 0QOPMIICHHIO JIEN.
[TonmHoe u yactuuHoe opopmienue nen. IloamuBka
nen. Hymepanusi nucToB. 3aBepuTeIbHAs HAJIKCh.
Buytpennsas omnuck. OcdopmieHue OOJTOKKH el
MIOCTOSIHHOTO U BPEMEHHOT'O XPaHEHHUSI.

Onucu den

ITonsarue «OIINCH EID. [IpaBuna

COCTaBJICHUS OINCH aen CTPYKTYpPHOTO




MOJIpa3IeJICHHUSI. Buner ommceir.  OdopmiteHue
OTHCH JIeJl CTPYKTYPHOTO MOJIpa3/ICACHUSI.
Ilopsidox nepedauu den 6 apxue
opeaHuzayuu

[lepemawa nenm B apXUB OpraHU3alUu.
B3aumoneiicteue cayx6b1 JIOY u apxuBa npu
(GhopMUpPOBAaHMM  OCHOBBI  JUIsl  MOCJIEIYIOILErO
XpaHEHHs U UCIOIb30BaHUS TOKYMEHTOB. EquHCTBO
OpraHu3aly JTOKYyMEHTOB B JENONPOM3BOJACTBE U
apXxuBe.
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3.8. Hanpasienus
coBepuieHcTBoBanus J0OY

VYrpaBneHue JOKYMEHTaMH KaK 4acTh CHCTEMBI
yhnpasieHus KadecTBoM. CraHaapTHU3anus MpoLeayp
yIOpaBJIeHUs] AOKYMEHTaMU Kak METOAMYECKas OCHOBa
JESITENBHOCTH CITY’KO TOKYMEHTALIHOHHOTO 00eCIIeUeHHs
YIIPABJICHUSI B POCCUICKUX OPraHU3aLUsIX.

PaszButne periaMeHTaiuu AJOKYMCHTAIIlUOHHOI'O
oOecriedeHus ynpasieHus. Pojlb TUIIOBBIX PErjlaMEHTOB
OpPraHoB TOCYJIAapCTBEHHON BJIACTH W YIPaBJIEHUS B
PETYJIMPOBaHUN JIOKYMEHTAIMOHHOTO OOECIEUCHUsT HX
JesITeNbHOCTU. BHyTpeHHUE peryiaMeHThl OpraHu3anui.

CoBepIlIeHCTBOBaHHE JOKYMEHTAllMOHHOTO
o0ecrieyeHus yIpaBJieHUs B TOCYJapCTBEHHOM armapare,
OpTaHM3alUAX  pa3iudHbIX  (HOpM  COOCTBEHHOCTH
(TocynapcTBEHHBIX " HEroCyJJapCTBEHHBIX).
VYnopsimoueHne OpraHu3allMOHHBIX (OPM U METONOB
paboThI ¢ TOKYMEHTaMHU.

Pernamenrtauus  QyHKUMH, CTPYKTYpHl U
OpTaHU3aIMOHHO-TIPABOBOTO MOJIOKeHHS ciryk0 JIOY.

Binsuaue HOBBIX  WH(OPMAIMOHHBIX
TEXHOJIOTMH Ha COBEPIICHCTBOBAHUE YIPABICHYECKOM
nestenpHOCTH 1 IOV,

4. O0pa3oBaTesbHbIC TEXHOJIOTHH

s

06pa3OBaTCJ'IBHBIe TCXHOJIOTHH.

MIPOBEJCHUS  yYEOHBIX  3aHATHI
JUis  opraHu3anuu y4eOHOro Tmpolecca MOXeT ObITh

1o JUCIHUITIINHE HCITOJIB3YIOTCA Pa3JINYHBIC

MCITOJIb30BAHO DJIEKTPOHHOE O0yUeHue U (MJIM) TUCTAaHIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH.
5. OneHka IaHUPYEMBIX pPe3yJabTATOB 00y4eHus!
5.1. Cucrema onieHUBaHUA

Dopma KOHTpOJIS Makc. KoJIm4ecTBo 0aioB
3a ogHy padoty Bcero
Texymuii KOHTPOJIb:
- cobecejoBaHUE 5 bamos 15 6annos
- OlIeHKa JTaOOPATOPHBIX 3aJJaHHUM, KEHCOB 5 6amos 25 6aioB
- KOHTpOJIbHAs padoTa (Temsl 2.1-2.3) 5 bamos 5 6amios
- KOHTpOJIbHAs paboTa (Tembi3.1- 3.4) 5 6amnoB 5 Gamnmos
-PTC
5 6amoB 10 6annos
IIpoMexyTouHas arrecTanus 40 6annoB




(PKK3aMeH)

HWroro 3a cemecTp (IUCIUTUIINHY)

100 6aymtoB

[Tomy4eHHBIN COBOKYITHBIN PE3yJIbTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO HIKAJy OLEHOK U B
HIKa1y olieHoK EBporeiickoli cucTeMsl iepeHoca 1 HakoruieHus kpenutos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIUTICH:

100-6amnpHast TpaonHas mkana [kana
nIKasa ECTS
95-100 A
8394 OTIINYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEIHHO E

20— 49 FX
0-19 HEYJIOBJICTBOPUTEIHLHO HE 3a4TCHO E




5.2.KpuTepuu BbICTaABJIEHHSI OLIEHKH 110 JUCHHUILUIUHE

Banany/
HIxkana
ECTS

Onenka o
JTUCIHUIIINHE

Kpurepun oueHKH pe3yJIbTaTOB 00y4eHHs 110
AMCHMILINHE

100-83/
A.B

«OTIIMYHOY/
«3a4TEHO
(oTI4aHO)»/
«3a4TEHO»

BricTaBmisiercs 00y4aroneMycsi, €Ciii OH TIIyOOKO H
MIPOYHO YCBOWJI TEOPETUUYCCKHIA U TIPAKTHICCKUH
MaTepual, MOXKET MPOJAEMOHCTPHPOBATh ATO HA 3aHATHUIX
U B XO0JI¢ TIPOMEXYTOYHOH aTTECTAIlNH.

OOyyaromuiicsi KICYEPIIBIBAIONIE U JIOTMYECKU CTPOIHO
M3JIaraeT yueOHbIH MaTepuall, yMeeT YBI3bIBATh TCOPHUIO C
MPaKTUKOMW, CIPABIISETCS C PEIICHUEM 3a/1a4
poheCCHOHATTLHON HANPaBICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO 000CHOBBIBAET IIPUHATBIC
peIICHHS.

CB00OIHO OpUEHTUPYETCS B yUEOHOH U
npoheCCHOHATILHOM JINTEPaTYpE.

OneHka no JUCHUILTMHE BBICTABIISIOTCS 00yUaromemMycs ¢
y4€TOM PE3YJIBTATOB TEKYILIEH U IIPOMEKYTOUHOM
aTTeCTaluu.

Komniereniuu, 3aKkpeniénnple 3a JTUCUUILTMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOPOMIO»/
«3aYTECHO
(xoporo)»/
«3a4TEHO

BeicTaBnsercs o0yyaromemMycs, €CII1 OH 3HA€T
TEOPETUYECKUM U IPAKTUYECKUHA MaTEpHas, FPaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUAX U B XOJI€
IIPOMEKYTOUHOU aTTECTAllUU, HE NOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicss IpaBUIbHO IPUMEHSET TEOPETUUECKHE
MTOJIOYKEHUS [TPU PEIICHNUH TPAKTUYECKHX 3a/1a4
npo¢eccCHOHATbHON HANpPaBIEHHOCTH Pa3HOTO YPOBHS
CJI0KHOCTH, BJIaJIE€T HEOOXOAUMBIMHU JIJIsl 3TOTO HaBBIKAMU
U IIpUEMaMU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUEOHOM U
npogeccCuOHATLHOMN JINTEpaType.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00ydaronemMycs ¢
y4€TOM PE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHON
aTTECTALlUN.

Komnerenuu, 3akpeniaéHsble 3a JUCIUILINHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D,E

«yIOBIETBOPH-
TEIIbHOY/
«3a4TEHO
(ymoBneTBOpHU-
TEJILHO)»/
«3aUTEHOY

BrictaBmisiercs: o0yyaromemMycs, €Clii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKNN U TPAKTUUECKHUI MaTepural,
JIOMYCKAET OT/AEIbHbIE OMNOKYU MPHU €ro U3JI0KESHUHU Ha
3aHATHUAX U B XOJ€ IPOMEXYTOYHOM aTTECTALINH.
OOyuaronuiicss UCTIBITHIBACT ONpPEIEIEHHBIE 3aTPYAHEHUS
B IPUMEHEHHNH TEOPETUYECKUX ITOJI0KEHUN ITPU PEILICHUN
MPAKTUYECKHX 33/1a4 MPO(HeCCHOHATBHON HApaBIEHHOCTH
CTaHIapTHOI'O YPOBHS CIIOKHOCTH, BJIAZICET
HEOOXOAUMBIMU JJISl 3TOT0 Oa30BBIMH HABBIKAMU U
NpUEMaAMHU.




Bbanabl/ Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 110
Hlxana AUCHMILINHE AMCHMILINHE
ECTS

JleMOHCTpUpYyeT JOCTaTOUHBIM YpOBEHb 3HAHUS yUEOHON
JIUTEPATYypPHI 110 TUCLHUIIIVHE.

OueHka 10 JUCHUIIIMHE BBICTABIIIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJIbTaTOB TEKYLIEH U IPOMEKYTOYHON
aTTeCTalUu.

Komnerenuu, 3akpeninéHuple 3a JUCHHUILINHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIN».

49-0/ «HEYIOBJIETBOpUTE | BrIicTaBisercst oOydarmemMycs, eCiId OH He 3HaeT Ha
F.EX JTBHOY/ 0a30BOM ypOBHE TEOPETUYECKHI U TPAKTHUECKUI
HE 3a4TEHO MaTepHall, IOMyCcKaeT rpyobie OMIMOKH TIPH €T0
W3JIOKEHUU Ha 3aHATHUSAX U B XOJI€ TIPOMEKYTOYHON
aTTECTAIlHH.

OOyyaromuiics UCIIBITHIBAET CEPhEZHBIE 3aTPYIHEHUS B
IIPUMEHEHUN TEOPETUUECKUX TI0JI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HECCHOHAILHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIaIeeT
HEO0OXOIMMBIMHU ISl 3TOTO HaBBIKAMU U IPUEMAMHU.
JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOH
JUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCHHUIUIMHE BBICTABIISAIOTCS 00YYaIOIEMYCs C
Y4€TOM PE3YJIBTATOB TEKYIEH U IPOMEKYTOUHON
aTTECTallUN.

KomnereHumn Ha ypoBHE «IOCTATOYHBIN», 3aKPEIIEHHBIC
3a AMCUUILUIMHON, HE COPMHUPOBAHBI.

5.3. Oneno4nbie cpeacTBa (MaTepHaJIbl) ISl TEKYILIEro KOHTPOJISI yCIIeBaeMOCTH,
NPOMEKYTOYHOH ATTeCTAUM 00y4aKOIIUXCH M0 TUCHUILINHE (MOOY10)

Keiicbl 10151 Tekylueil aTrecramum:

1. CyiiecTByeT Ji B HACTOSIIIEE BpEMS FOCYJapCTBEHHOE PEryINPOBaHUE BOITPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKU JOKYMEHTOB (HAIIPUMEp, OMPEIEICHBI JIU TUTIOBBIE
omnepanu 00paboTKH TOKYMEHTOB, UX MOCJIEI0BATEILHOCTD) B YUPEKICHUSIX, OpTaHU3AIUIX U
Ha NPEANPUITUIX CTPAHBI?

Kakumu 1okyMeHTaMu JOJKHBI MM MOTYT PYKOBOJCTBOBATHCA KOHKPETHBIE CTPYKTYPbI
P PELLIEHNU JaHHOTO Bompoca?

2. Jlns pemeHus Kakux 3a/1a4 UCTIOIb3YIOTCS TOCYyIapCTBEHHBIE CTaHAAPThl B chepe
nenonpou3BojacTea? Hazopure Takue cTaHaapThI.

Kakum 00pa3om opraHu3aiiis MOXXeT JOOUThCS OT CBOMX PA0OOTHHUKOB 0053aTEILHOTO yUeTa
nostoskenut I'OCT?

3. OnHol u3 BaKHEHIINX SIBIIsSIETCS MPoOJieMa COXPaHHOCTH (XpaHEHHUs) TOKYMEHTOB
opranusanuii. Kakumu npaBoBbIMH aKTaMU ¥ TOCYJapCTBEHHBIMHU MEKOTPACIIEBBIMU
JIOKYMEHTaMHU ClIeZlyeT pyKOBOJICTBOBAThHCS IIPU €€ PELICHHUH:

3aKkOHOJATENbHbIE OCHOBBI XpaHEHMSI TOKYMEHTOB




Huble mpaBOBbIE aKThl, ONPEACIISAIONINE PEIICHHE BOIPOCOB, CBSI3aHHBIX C
COXPaHHOCTBIO (XpaHEHHEM) TOKYMEHTOB

HOpMaTI/IBHO'MCTO,I[I/ILIeCKI/Ie JOKYMCEHTEI, COACPKAIMNE METOAUKY pa6OTBI 1o
ONICPAaTUBHOMY XPaHCHHUIO JOKYMCHTOB M IMOAT'OTOBKC UX K MEPCAauC B apXUB OPraHu3aluu

4. PykoBouTENb NPEANPUATHS PACIOPSAWICS IOATOTOBUTH JOKYMEHTBI, KOTOPbIE
JIOJIKHBI PETJIAMEHTHUPOBATH JACSITENLHOCTH cyx0b1 JIOY (kKaHIensIpun), OpraHu3aiuio u
MOPSAI0K pabOThI C JOKYMEHTaMHU.

Bruo paspaborano [lonoxxenue 06 nHpOpMaOHHON MOTUTHKE, OAWH U3 Pa3AeioB KOTOPOTO
Ha3bIBasics «Opranuzanusi paboThl ¢ JOKyMEHTUPYyeMOil nHpopmanueit». B paznene 3akperuisics craryc
KaHLEJSIPUHU KaK CIy>KObI AETONPOU3BOACTBA U (YHKLUH €€ COTPYIHHUKOB IO paboTe C TOKYMEHTaMH.

Omnpenenure, Kakue OpraHU3allMOHHBIE TOKYMEHTBI 3aMeHIT co0oi pazaen «Opranu3anus
paboTsI ¢ MoKyMeHTHpyeMoi nHdopmanuein». [IpaBomepHa i Takast mpakTuka?

Kakoii eme BHyTpeHHHI HOPMATHBHBIN TOKYMEHT CIIE0BAJIO0 pa3padoTaTh, YTOOBl YCTAHOBUTH
€JMHBII MOPSIOK AEJI0MPOU3BOACTBA HA MPEANPUATHH?

5.0mpenenurte nopsaok cocraBierus u opopmierus [lomoxenns o cyxoe JOY:

. pa3pabatbiBaeT (KT0?)

. MOAMUCHIBAET (KTO?)

. JTIOJDKHO OBITH COTIIACOBAHO (C Kem?)

" yTBepxaaeT (KT0?)

= BBOJIUTCS B JCHCTBUE (KEM WM YeM?)

. noasiexat NnepecmoTpy (Mpu Kakux
obcroATenbcTBax?)

3arnoyHUTE NPOITYCKH.

6. Pa3paboTaHHan B opraHM3aummn MHCTPYKLMA No Ae0NPOM3BOACTBY COAEPKUT CneaytoLime
TemMaTUyecKue pasgensi:

- Opranusaius J0KyMeHT0000poTa

- Perucrpaius JOKyMEHTOB

- KOHTpOHB 3a UCIIOJTHCHUEM JJOKYMCHTOB

- Homenknatypa nen

- XpaHeHre JOKYMEHTOB B CTPYKTYPHBIX MMO/IPa3/ICICHUSIX.

OTpaskeH 1 B HHCTPYKIIUH BECh MPOIEcC PadOTHI C JOKyMEHTaMu?
Ecnu Het, kakuMu pazzaenaMu Bul Obl JONOTHUIM aHHBINA TOKYMEHT.
Ob6ocHyiiTe cBOE pelLIeHHE.

7. UHCTPYKUMA NO AeN0NPOon3BOACTBY — 3TO 0653aTe/IbHbIN AOKYMEHT A1a BCeX paboTHUKOB
OpraHM3aLMm Uan TONbKO ANAa ee cayXbbl AenonponsBoacTsa?
Kto u kakum 00pazom ormpesenser chepy pacpoCTpaHSHUs JAHHOTO IOKyMeHTa?

8. Kommanus uMeeT HECKOIBKO OTIIETIEHUM, OJTHO U3 KOTOPBIX PacloIaraeTcsi B TOM ke
3/IaHUH, YTO U IEHTPaIbHBINA oduc. [Ipyrue oTaeneHus pacioIoKeHbl B pa3HbIX paliloHAX
ropoja.

Kak Oyner oprann3oBaH JOKYMEHTOOOOPOT KOMITAHUHU B ATOM Cliy4ae: OyaeT u
LEHTpaJIbHBIA 0puC paboTaTh CO BCEMH JOKYMEHTaMU KOMIIAHUU (OCYIIECTBIIATh
[EHTPaTN30BaHHBINA IPUEM BCEX IOKYMEHTOB, HX PETUCTPAIMIO, BECTH CIIPABOUYHYIO padoTy,
KOHTPOJIb 32 UCTIOJTHEHWEM JJOKYMEHTOB | T.JI.) WU Tiepeaact 3Tu GpyHkiuu B otaenenus? Eciau



nepeaact, kakoBa oyner podib ciyx0s1 IOV nentpanpHoro oduca? Kak Oyayt paboraTs ¢
JOKYMEHTaMH OTJEJICHUS, HAXO/ISIIEMCSl B TOM K€ 3IaHUH, YTO W IIEHTPAITBHBIA 0puc?

9. [lepBruHas 00pabOTKa JOKYMEHTOB, IIOCTYITUBIIMX B KOMITAHUIO TI0 MTOYTE, CBOAUTCS K
criemyromeMy. PaOOTHUKH, BRITIONHSIONIVE ATy OIEPAIHIO, BCKPBIBAIOT U TYT JK€ YHUUTOXXAIOT KOHBEPTHI,
MIPOCTABIIAIOT HA BCEX JOKYMEHTaX, B TOM YHCIe, (PHHAHCOBBIX, OYXTaNTePCKUX U T.II., IITAMII O
MOCTYIJICHUH TOKYMEHTa B OpPraHU3alUIO U MEPEAAIOT UX UHCIIEKTOPY MO peructpauuu. MucnekTop
MPOCMATPUBAET TIOKYMEHTHI M (PUKCUPYET B PETUCTPAITMOHHBIX (popMax, TOMHUMO MPOUYHX CBEICHUH,
KOJIMYECTBO JINCTOB M HATWYHE MIPIIIOKEHUH K TOKyMEHTaM.

Onpenenure, Kakue TPeOOBAHMS K MPOLIECCY EPBUYHON 00pabOTKY JOKYMEHTOB B JJAHHOM
clayyae HapyIIAalOTCs, U KaKWe HETaTUBHBIC MOCJIEICTBUS ATUX HAPYIIEHUHN AJI1 KOMIIAHUA MOTYT
MPOSIBUTHCS BIIOCIIEICTBUH .

10. IToMOUTHUK PyKOBOAUTENS, IPEIBAPUTEIHHO IPOCMOTPEB JOKYMEHTAIIHIO, TOCTYNHBIIYIO B
OpraHU3alMIo, BCIO €€ IepeacT pPyKOBOAUTEN 0. B manky ¢ JoKkyMeHTaMH BKJIaIbIBACTCS MICbMEHHBII
KOMMEHTapHH 0 COCTaBe MOCTYMHUBILUX JOKyMEHTOB, KOPPECIIOHACHTAX, alpecaTax U COAEpKaIluxcs B
Ka)KZ0M JIOKyMEHTE BOIPOCaX.

B yem cocTouT Ha3HauUEHHNE OMEpaAIUH «IIPEABAPUTENHHOE PACCMOTPEHUE TOKYMEHTOBY?
[IpaBUiIbHO M €r0 NOHUMAKOT B JTAHHOW OpraHu3anuu’?

11. O6mas texHonorus paboThl ¢ JOKYMEHTaAMU B OPraHU3al[id COCTOUT U3 THITOBBIX OTIEPALIUii:

. IIpUEM JOKYMEHTOB;

. nepBUYHas 00padOTKa JOKYMEHTOB;

[

. perucTpanus;

. PacCMOTpPEHHE IOKYMEHTa PYKOBOJUTEJIEM U ONPEJCICHUE XapaKTepa PEIICHUs

BOIpoca (Pe30IIroIus);

. MOCTAaHOBKA JJOKYMEHTa Ha KOHTPOJTb;
. MOJrOTOBKA MTPOEKTA IOKYMEHTA;

. oopmIIeHHE U COTTIaCOBAHME;

. yJIOCTOBEPEHHUE;

u

. OTIIpaBKa U3 OpraHu3alluy;

I[OHOJ'IHI/ITG NEepCUCHb HEAOCTAOIINMU OIICPALIUAIMHU

12. B cOOTBETCTBHH C TOCYJAPCTBEHHBIMH MEXOTPACIIEBBIMU IOKYMEHTaMH B HHPOPMAIIOHHO-
MMOMCKOBYIO CHCTeMY I10 IokyMeHTaMm opranuzanuu (MIIC) Bxonsat: peructpaius, HHASKCaus,
(hopMUpOBaHUE JIEI.

KaxoBo nHaznauenne kaxaoit cocrapisromeid UIIC? Uto mo3BoasieT 00beAMHUTD UX B OJTHY
cuctemy? Kak oHM MOTYT UCTIONB30BATHCS MTPH MOUCKE JOKYMEHTHON MH(OpManun?

13. B peructpanronsie (OpMBbI BXOISAIMINX TOKYMEHTOB OpTaHHU3aIlHsl BHECTA CIIeIyIOIIne
JTaHHBIE:

JlaTa MOJIy4YEHUs], BXOJALINHA PETUCTPAlMOHHBIN HOMEp, KOPPECIIOHJEHT, HOMEp U JaTa
JIOKYMEHTa, KPaTKO€E COJIEpIKaHue, PE30JIIOLUS PyKOBOJUTENS OpraHN3allui, pyKOBOAUTENb
CTPYKTYPHOI'O IIOAPa3AeICHuUs, PE30IIOLUS PyKOBOIUTENS 110IPA3/I€JICHHS], UCTIOIHUTEIb.

Onpenenure, COOTBETCTBYIOT JIM 9TH JaHHBIE PEKOMEHTyEMOMY COCTaBY PEKBU3UTOB
peructpaunonHoi ¢popmel. Mmeer nu cayx0a 1eonpon3BoICTBa MPAaBO BKIIOYATh B PETUCTPALIMOHHBIE
(OpMBI PEKBU3UTEHI 110 CBOEMY YCMOTPEHHUIO?



14. Cuctema perucTpaiiivl B OpraHu3alid UMEEeT CMEIIaHHy 0 GopMy, IIPH KOTOPOil 4acTh
JIOKYMEHTOB (IIOCTYITAIOIINE HA UMSI PYKOBOJUTEIISA, IIPUKA3HI U JP.) PETUCTPUPYIOTCS B CITY)KOe
JICIIONPOU3BOJICTBA, & OCTAIBHBIC — B CTPYKTYPHBIX MOIPa3ACICHUIX.

B ciyx06e nemompon3BoIcTBa BceM 0e3 HCKITIOUEHHS IOKyMEHTaM IMPUCBANBAETCI HHICKC,
COCTOSIIUN U3 TIOPSIKOBOTO HOMEPa JOKYMEHTA B COOTBETCTBYIOIICH IpyIiie (HanmpuMep, BXOISIIUX
JIOKYMEHTOB) U JINTEPhI «Py, 03HaUaIoIIe «pyKOBOJCTBOY», Hanpumep, P 45. B cTpykTypHBIX
MOIpa3AeNeHISIX PETUCTPAIIMOHHBINA HHIEKC COCTOUT U3 MHIEKCA CTPYKTYPHOTO TIOApa3aeieHus (1o
BHYTpEHHEMY KJIaCCH(DUKATOPY CTPYKTYPHBIX MMOJpa3/ICieHui) U MOPSIKOBOTO HOMepa, Hanpumep, 3-25
unu 4-12 u T.11.

UeM Takoil MoOpsIOK MHIEKCUPOBAHUS HE COOTBETCTBYET YCTAHOBICHHBIM TPEOOBAHUSIM?
Pemenne kakux HHGOPMAITMOHHO-TIONCKOBBIX 33/1a4 YCIOXKHSIOT TAKHE MHIEKCHI?

15. Jlena B opranuzanuu GOpMUPYIOTCS U XPAHSITCS CIEAYIOMUM 00pa3oMm:
CIELIUAIUCThI OTIEIIOB 3aBOAAT MAIIKU, B KOTOPbIE BKJIABIBAIOT JOKYMEHTBI, KACAIOLINECs
peuiCHuA OTACIBbHBIX BOIIPOCOB. Ha o6noxxkax IIoMeuiarTCA (I)aMI/IJ'H/II/I 1 MHUIIHUAaJIbl HUCHIOJIHUTEIEH 1
yKa3zaHue Ha KOHKPETHOE HallpaBJIEHUE €T JesTebHOCTH, HallpuMep:
A.C. TepeHTbEB
H3roroBiieHHe M YCTAHOBKA CBETOBOM pPeKJIaMbl

B Teuenue roga B TAaKOM ITallIKe HaKaIlIUBaIOTCS pa3iIn4HbI€ JOKYMEHTEI, C KOTOPBIMU
TPUXOAUTCS paboTaTh CHICHUANUCTY B paMKax JTAHHOM MpoOJeMbl. B dnciie TOKyMEHTOB BCTPEYAIOTCS
MUCHMa-TIPEUIOKEHUS, THChMa-0TBEThI Ha MPEIOKEHHUS, MTUChMa-peKIIaMalliH, JOTrOBOPHI U
MIPUJIOKEHUS K JIOTOBOpaM, aKThl, POTOKOJIBI U Jip. Eciiu cnienmanuct paboTaeT He ¢ OJHOU
opranusaryei, To BHyTPH ManKd OH OMEIIAeT KAPTOHHBIC Pa3eTUTENH ¢ YKa3aHHEeM KOHKPETHBIX
opranusarui-KoHTparenToB. Koryma TOKyMEHTOB CTAHOBUTCS CITUIIKOM MHOTO, 3aBOJISIT BTOPYIO (TPETHIO
U T.J1.) IAIKy C TAaKOH e HAJIMUChI0 M YKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.1.) ACJIO:

A.C.TepeHntbeB
M3rotoBneHme 1 ycTaHOBKA CBETOBOM peknambl. No 2

B KOHIIC I'0Jia ITaIllKu ITIOMEIIar0TCA B IHKa(i), B OTACJICHUA, I'/I€ XPAHATCA JOKYMCHTBI
OMPEJICIICHHBIX CIEI[UATTUCTOB.

Taxoli OPSI0K XpaHEHUS] TIOKYMEHTOB O0BSICHSIOT TEM, YTO MIMEHHO TaK CIIeIUATUCTaM yI00HO
pa6OTaTB C JOKYMCHTaMU B TCUCHUEC ACIOIPONU3BOACTBEHHOI'O I0/ld, NICKAaTh TOKYMCHTHEI IIOCJIC
OKOHYaHHUA pa6OTBI C HUMHU U O6CCHCT-II/IBaTB X COXPAaHHOCTb, TaK KaK Ka)KI[BIﬁ CIICIUAJIMCT 3HACT CcBOH
BOMPOC U, 3HAYUT, CBOU JIOKYMEHTHI.

CornacHbl 1 Bel ¢ Takum o0bsicieHreM? KTo B TakoM citydae OyJieT HECTH OTBETCTBEHHOCTh
3a o0ecrieueHre COXPaHHOCTH JJOKyMeHTOB? OOOCHYHTE CBOW OTBET.

16. B Teuenue roga y opraHu3anyy NOSIBUINCH HOBBIE HAIPABIEHUS IEATEIbHOCTH U
HoBbIe apTHepbl. HoBas paboTa Obuia mopyuyeHa aByM otaenaM. Kak cienctBue, NosIBUINCH
3HAYUTEIBHOE KOJIMUYECTBO HOBBIX JIOKYMEHTOB, KOTOpPbIE HE ObLIH MPETyCMOTPEHbBI
JENCTBYIOIIMMU HOMEHKIIaTypaMHu JIeJI IaHHbIX OTJIEJIOB.

PykoBoauTeNnb OpraHu3aiui CBOMM IPUKa30M 00s513a1 BHECTH U3MEHEHHS B
HOMEHKJIATypy Jien. B pe3ynbrare 3T0 CBEJIOCH K COCTABICHHUIO B CEPEAMHE I'0J1a HOBBIX
HOMEHKJIATyp A€l ABYX OTAENIOB. PyKoBOAMTENb OpraHu3alii UX YTBEPANIL.

[Touemy Takue neicTBUS HE MOTYT ObITh MpU3HAHbI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJIEHUIO ¥ 0(OPMIICHHIO HOMEHKJIATYPBbI JIeJ1 ObUIN HapyLIeHbI?

17. Tlocne ommuOOYHOr0 YHUUTOXKEHHS Psijia BXKHBIX JIOKYMEHTOB B KOMITAHUU OBLJIO
MIPUHSTO pelIeHe 0 co3/laHuu 3KkcnepTHo komuccuu (OK) u pazpaboTke BHYTPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJINPYIOLIUX €€ AESITEIbHOCTD.



B nelicTByronue KOprnopaTuBHbIE TOKYMEHTBI, pEriIaMEeHTUPYIOIUE 1S TeIbHOCTh
CIIY>KOBI I€TIONPOU3BOJICTBA U MOPSAOK PAOOTHI C TOKYMEHTAMU KOMITAHUH OBLITH JOOABJICHBI
COOTBETCTBYIOLIME pa3zeiibl, B KOTOPBIX ObUIN OIPEAEICHbI CTaTyC, COCTaB, IIpaBa, 00A3aHHOCTU
OK 1 nopsiiok mpoBeaeHNUs SKCIEPTH3bI IEHHOCTH JOKYMEHTOB.

B ¢ynkiun DK Ob110 BKITIOUEHO CIICTYyOIICE:

- IpOBEpKa MPaBUIBLHOCTH OPOPMIICHHS TOKYMEHTOB;

- y4eT IOKyMEHTOB;

- OTIpe/IeTICHUs YCIOBUI XpaHEHUs JOKYMEHTOB;

- IpOBepKa KauecTBa (OPMUPOBAHUS JEI;

- YUeT JIeJl C JUIUTEIbHBIMUA CPOKAMH XPaHECHHS;

- 0TOOp J1e/1 HAa XPaHEHUE U YHUUTOXKEHUE,

- OIIPEJICIIEHNE CPOKOB XPAHEHUS IOKYMEHTOB;

- OIpe/ieIeHNE TOJHOTBI COXPAaHHOCTH JOKYMEHTOB KOMIIaHHH.

Kakue napymenus 0buin gomnyiieHsl npu coznanuu JK ?

Kakue, Ha Bam B3risi1, pyHKIMU HE COOTBETCTBYIOT HazHaueHHto DK 1 He BXOAAT B
MOHATHE «IKCIIEPTU3a IEHHOCTH JJOKYMEHTOBY?

18. HacTb BXOASILMX U UCXOAIINX JOKYMEHTOB OpraHU3aliy IPEeACTaBIeHa B
a5eKTpoHHOU (opme. [Tpu moAroTOBKE A€M K Mepeiaye B apXUB BCTAl BOIPOC, B KAKOM BUJIE UX
HYXXHO C/IaBaTh: B BHJIE IMCKOB HMJIM ITEPEBECHHBIX HA OyMa)KHYIO OCHOBY TPaJUIIMOHHBIX
JIOKYMEHTOB.

CTOpOHHUKH TIepeBOIa TOKYMEHTOB B TPAJAUIIMOHHYIO OyMakKHYIO (popMy
MOTHBHUPOBAJIN CBOIO TOUKY 3pEHHsI T€M, YTO HE U3BECTHO, 10 KaKkoi (opme 10/KHA ObITH
COCTAaBJICHA OIKCH HA 3JIEKTPOHHBIEC JOKYMEHTBI, U KAK ONPEICIUTh CPOK UX XPAHEHHUS.

Kak 651 Bl noctynuiau B JaHHOM citydae? MOXKHO JIM OIPEAETUTh CPOKU XPaHEHUS
TaKUX JJOKYMEHTOB U ()OpMY OIHCH, O KOTOPOH OHU MOTYT OBITh IE€pPEIaHbl B apXHUB?

IIpumep BapuaHTa TECTOB IJIS KOHTPOJbLHON padoThl
Bapmuanrt 1

1. [IpaBuna penonpousBoAcTBa B (eAepalbHbIX OpraHax WCIHOJHUTENIbHON BIAaCTH U
MeTtoandeckne peKOMEHIJAlKMU MO pa3padOTKe HHCTPYKLHUHA IO AEIONPOM3BOACTBY B (eaepalbHbBIX
opraHax MCIOJHHUTEIBHOW BIACTH ObUTA PUHSITHI B rOfy.

Kaxue 3 nepeuncieHHbIX BOPOcoB MeToauuecKkne peKOMEeH Al PEKOMEHYIOT BKIIOYUTH B
MHCTPYKLHIO 110 JIEJIONPOU3BOJICTBY:

NpaBUJIa COCTABICHUS M OPOPMIICHHUS TOKYMEHTOB
NpaBuiIa OpraHU3anyy J0OKyMEHT0000poTa
NpaBUJIa PErUCTPALIMH U KOHTPOJIS

NpaBUiIa XpaHEHHUs JOKYMEHTOB

npaBuiia 00pabOTKH BJIEKTPOHHBIX JOKYMEHTOB
npaBuiIa nepenavn GaKCUMUIBHBIX COOOLICHNI
NpaBuiIa XpaHEHHs JIEKTPOHHBIX IOKYMEHTOB

N

OTMeThTe B CITUCKE TUIIOBBIC HA3BAHUS CITY>KO JIEIOTPON3BOCTRA!

Otnen nenonpon3BoOICTBA
Otaen nokymeHTO000pOTA
VYnpasnenue nenamu
Kannemnspus

OO0wmui oTnen
Perucrparypa



Cekperapuar
o Otpaen kapoB U AETONPOU3BOICTBA

3. OTMeThTe B CHOHCKE CTPYKTYpPHOE TOJpas3jeiicHue, KOTOpoe paspabaThiBaeT
WHCTPYKITHIO 1O JICTONPOU3BOCTBY, U JTOMKHOCTHOE JIUI0, KOTOPOE YTBEPHKIAET 3TOT JOKYMEHT :

Cnyxb0a JI0Y

HOpunuueckas cinyx6a opraHuzanuu

Kanposas ciry:x0a opranusaruu

Otnen Tpyna u 3apIiaThl

PykoBoauTens opraHusaiiu

PykoBoauTETh KOJUIETHAIBHOTO OpraHa

C kaKo¥ 1aThl HAYMHACT AEACTBOBATD MHCTPYKITHIS. . ... eenet et eeeteite et eeee et eieaieeeaenaeaaans

4. TlporyMepyiiTe MpaBWIBHYIO IOCIIEIOBATEIHHOCTh ACIONPOU3BOICTBCHHBIX OMEPalUid IO
MOJITOTOBKE ¥ 00pabOTKE MUCXOAIINX TOKYMEHTOB!

o pa3paboTKa MpoeKTa JOKyMEeHTa
odopmIiieHHE anpecara
3aroJIOBOK K TEKCTY
OTHpaBKa
odopMIIeHHE TIPUITOKECHUS
HPOCTABJICHUE OTMETKH 00 MCTIOTHUTEIE
BU3BI COTJIACOBAHUS
HO/ITUCAaHKe
perucrpanus

5. Peructpanuu nojexar:

o BCC MNOCTYNHMBIINE U OTIIPABIACMBIC NOKYMECHTLIL

TOJIBKO BHYTPEHHHUE JOKYMEHTHI

TOJIBKO OIICPATHUBHBIC U CPOYHBIC TOKYMCHTEI

TOJIBKO AOKYMCHTEI, NOCTYNIMBIINE U3 BBIIICCTOAIINX OpFaHI/I3aI_[I/II71 " OTHPAaBJIAACMBIC UM
JOKYMCHTHI, Tpe6y}oume yue€Ta, UCIIOJTHCHUA U UCIIO0JIB30BAHUA B CIIPABOYHBIX LCIIAX

KonTposbHble BOMPOCHI W 3aJaHUs JJIsi MPOMEKYTOUYHOH aTTEeCTAIMH MO UTOraM OCBOEHHA
JUCHUIIIMHBI:

1. OcoOeHHOCTH CHCTEMBI JEOPOU3BOJICTBA B IIEHTPAIBHBIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. HarrpaBneHus u crmocoOb! palfiOHAIH3AIH JeIOTPOU3BOJICTBA B YIPEXKISHUIX
Poccun XIX - Hau. XX B.

2. HamnpasneHus novcka palMoOHaJIbHBIX (OPM OpPraHU3aluH JeJI0Nponu3BoAcTBa B 1920-¢
TOJTBI

3. Pons Hapkomata pabode-KpecThbsTHCKOW WHCIICKITUU B CO3JJaHUU CUCTEMBI
COBETCKOTO JIENIONPOU3BOICTBA.

4, HaubGonee 3HaunmMbIe pa3pabOTKH aKIIHOHEPHOTO 0011ecTBa «OpreTpoiin,
WNHucTuTyTa TEXHUKN yripaBieHus B 1920-e roas.

5. XapaktepucTtuka U 3HaueHHE «OOIMX MPaBUJl JOKYMEHTAIINH H
nokymeHtrooboporay (1931 r.)

6. TIporpaMMmbl COBEpIICHCTBOBAHHMS JEIOMPOU3BOJICTBA, IPUHATHIE HA MEKOTPACIEBBIX
copemanusax 1941, 1960 rr.

7. HampaBneHHUS TEOPETUYECKUX U NMPUKIIAIHBIX UCCIICOBaHUHN B 00JIACTH
COBEPIICHCTBOBaHUS Jieionpou3Boactea B 1970-1980-¢ rombl.

8. TocymapcrBeHHOE peryaupoBaHue aenonpoussoactsa B 1990-¢ — 2000-¢ rojsr



9. HopmaTuBHO-METOJIMYECKUE TOKYMEHTBI MEKOTPACIEBOrO IEHCTBUS, KOTOPbIE
OIPEAEIIAI0T COBPEMEHHYIO OPTaHU3alMI0 padOThl ¢ JOKYMEHTaMH (HaMMEHOBaHHUE JOKYMEHTA,
roJl ero pa3paboTKH, KpaTKasi XapaKTepUCTHUKA)

10. Opraam3anus ciyx0s1 IOY. OcHoBHas 1elb, 330a94 U QYHKIIHH CITYXKObI, €€
JIOJKHOCTHOM M YUMCJICHHBIN COCTaB.

11. TunoBsle BUABI U CTPYKTYpHI ciryk0 1OY.

12. JlokanpHbIe aKThI, pErJIaMEHTHPYIOIINE OPTaHU3aI|I0 JIeNONPOU3BoIcTBa. HasHaueHue,
coctaB WH(OPMAITHH, TTOPSAAOK Pa3paOOTKH U YTBEPIKACHHSL.

13. UucTpykuus no AeIonpon3BoAcTBy. Ha3sHauenune, cTpyKTypa TeKcTa, HOpsIoK
IIOATOTOBKHM.

14. Tlonarue «10KyMeHTOOO0POT», IPUHIIUIIBI €70 OpraHu3aluu. XapaKTepUCTUKH
JIOKyMEHTO000pOoTa

15. Oransl fokyMeHToOO0pOoTa. Onepaluu, KOTOPhIE BHITOJIHAIOTCS MPH padboTe C
BXOJISIIIIMMH JIOKYMEHTaMU

16. Dransl nokyMeHToOOOpoTa. Onepaluu, KOTOPhIE BHIOIHAIOTCS MPH padboTe C
UCXOJIAIIMMHU JOKYMEHTaMU

17. Dranbl JOKYyMEHTOOOOPOTA. ONEpaIlH, KOTOPHIE BHIIOIHSAIOTCS C BHYTPEHHUMHU
JIOKyMEHTaMH

18. Perucrtpanus 10KyMEHTOB, €€ Ha3HaueHue. [IpaBuiia peructpanuu JOKyMEHTOB.
XapakTepuCcTUKa COBPEMEHHBIX PETUCTPAIIMOHHBIX ()OPM, COCTaB MHPOPMAIIUU U TIOPSIOK X
3aMO0JHEHHUS.

19. IloHsATHS «perucTpanus JTOKYMEHTOBY, «HHICKCUPOBAHUE TOKYMEHTOBY.
3HaueHue U npaBuia GOpPMUPOBAHUS UHIEKCOB

20. 3naueHue KOHTPOJS 3a CPOKaMH MCIOJIHEHHUS TOKYMEHTOB B armIapare
yrnpapieHus. TpeOoBaHUS K OPraHU3alMKd KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B
JIEJIONPOU3BOJICTBE. 3a/1a4ll KOHTPOJILHOM €S TEIbHOCTH.

21. Cpoku UCTIOTHEHUS TOKYMEHTOB. TeXHOIOTHsI KOHTPOJISA 32 CPOKAMH UCTIOIHEHUS
JIOKYMEHTOB.

22. 3akoHOAaTeNnbHas periiaMeHTaI|s 1 METOAMYECcKoe oOecreyeHrne OpraHu3alun
XpaHeHUs JOKyMEHTOB B Poccuiickoi @enepannm.

23. Opranu3zanus TEKYIIero XpaHeHus: JOKYMEHTOB B JIEIIOMPOU3BOJICTBE
OpraHu3aly U 00ecre4eHre UX COXPaHHOCTU

24. HomeHkunatypa ell, ee Ha3HaueHHe B JIeIOMPOU3BOICTBE. BUIbI HOMEHKIATYD
nen, ux ocobeHHoctu. TpeboBaHus K HOMEHKJIAType J1eJ, X 3aKperuieHne B HOpMaTHUBHO-
METOANYECKUX TOKYMEHTaX MEXOTPACICBOIO ACHCTBHUS.

25. MeTomka coCTaBlIeHHsI HOMEHKIIATYpHI feit. [lopsinok odopmitenus,
COTJIaCOBAHUS U YTBEPKJICHUSI HOMEHKIATYpPhI JE.

26. [TpaBwiia (opMHUPOBAHUS B JieNia JOKYMEHTOB Pa3IUIHBIX BHJIOB. [IpUHITUTIBI
CHUCTEMaTu3aluu JOKYMEHTOB BHYTPH €Il

27.TlonsiTre ‘“OKcrepTh3a [EHHOCTH JOKYMEHTOB”. HopMaTHBHO-METOAMYECKUE
Y TEOPETUYECKUE OCHOBBI TPOBEAEHUS DKCIIEPTU3bl. [[pUHINIBI U KPUTEPUH IKCIIEPTU3I
LIEHHOCTH JIOKYMEHTOB.

28. OpFaHI/IBaL[I/Iﬂ pa6OTLI 10 MPOBCACHUIO SKCCPTU3bI HNCEHHOCTH JOOKYMCHTOB.
JIoKyMEHTHpOBaHHE ACSITEILHOCTH SKCIIEPTHONH KOMHUCCHHU M 0(OPMIICHUE €€ PEe3y/IbTaTOB.

29. Haznauenwue onucu nen. Buner onuceit. [IpaBuna cocraBienus u ohopMieHHE
OIKCH JIeJI CTPYKTYPHOTO TIOIpa3ICICHUSI.

30. Onepaum/l 10 MTOATOTOBKE JOKYMCHTOB K IIEPCAAYC B apXHUB OpraHu3alinuu.

31. OcHoBHbIe TpeOoBaHUS K 0HOPMIICHUIO Je IPU UX MOATOTOBKE JJIs Tepeadu B
apxuB opraHuszanuu. YactTuyHoe U noiaHoe opopmiieHue.

6. YueOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE 00ecnedeHue JUCIUIIMHBI



6.1. CHHCOK HCTOYHHMKOB U JINTEPATYPbI

Ucrounuku
®enepanpubiii 3akoH 0T 22.10.2004 Ne 125-®d3 «O6 apxuBHOM jene B Poccuiickoit
Oeneparuny  // [DnekTponHblii  pecype]. — M., 2019. — Pexum nocryma:

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

®enepanbhbiii 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHHsI 0OpaIieHuit
rpaxknaan Poccuiickoit ®eneparuny// [Onexkrponnsii pecypc]. — M., 2019. — Pexxum nmoctyma:
https://base.garant.ru/12146661/.

[Tocranosnenue I[lpaBurensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBep>KIeHUU MPABHII
oOMeHa JOKYMEHTaMH B OJJICKTPOHHOM BHJE TpH OpraHu3anud WHOOPMAIMOHHOTO
B3aUMOJICHCTBUSA//  [DnmekTpoHHBIi  pecypc]. — M., 2019. — Pexum jgocryna:
https://base.garant.ru/70832680/

[IpaBwiaa JEMOMPOM3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyrmpabiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoOHHbIN pecypc]. — M.,
2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

Meroanueckue peKOMEHIAIMU IO pa3paboTKe HHCTPYKLIMM MO JIETONPOU3BOACTBY B
rOCYy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO caMOYIpaBiieHHus, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 /[ [dneKTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW _373895/.

[TpumepHas HMHCTPYKIHUS 110 AETOMPOU3BOICTBY B FOCYAapCTBEHHBIX OPraHU3AIMIX, YTB.

IMpukaszom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecype]. — M., 2019. Pexum

nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanwubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHdapTOB 110 I/IH(I)OpMaI_II/II/I, 6I/I6J'II/IOT6‘{HOMy U U3OATCIILCKOMY JCIIY. OpI‘aHI/I3aI_II/IOHHO-
pacnopsiauTensHas ToKyMeHTanus. TpedoBaHus K 0OPMIICHUIO JOKYMEHTOB // [ DJICKTPOHHBIN

pecype]. — M., 2019. Pesxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HMCO 15489-1-2019 HamuonaneHbiid cranmaapt Poccuiickoii Demeparium.
Cucrema craniapToB 1o uHpopMmaluu, 6M0IMOTEYHOMY U M3/aTesibckoMy Aeny. Uapopman3us
U JIOKyMeHTauus. YmnpasieHue JgokymeHtamu. Yacte 1. IloHstus wu mnpuHuunel. //
[D71eKTpOHHBIN pecypc]. - M., 2021. Pexum JIOCTyna: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 [1enonpou3BOACTBO M apXUBHOE A€10. TepMUHBI U ONpEAEIICHUS. -
[DneKTpOHHBIH pecypc]. - M., 2019. Pexxum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

ITpuka3 Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepxkAeHUM TNpaBUIl
OpraHM3alMy XpaHEHHUs, KOMIUIEKTOBAHUSA, Y4€Ta U MCIOJIb30BaHUS JTOKYMEHTOB APXMBHOIO
donna Poccuiickoit denepan U Ipyrux apXuBHBIX JJOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpraHax MECTHOT'O CAMOYIIPaBJICHUSI U OpraHU3anusxy» // [DIeKTpoHHBIHN pecypc]. — M.,
2019. — Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

Jlono/IHUTeIbHbIe HCTOYHUKHU

[Ipukaz Munatpyna Poccum ot 15.06.2020 N 333 "OO yTBepkACHUH
npodeccuoHaabHOro cragaapra "CrnenuanaucT Mo OpraHUu3alMOHHOMY M JOKYMEHTAllMOHHOMY
obecrieueHno ympasieHus: opranuzanueit"// [Inexrponnsii pecypc]. — M., 2021. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc LAW 357714/.

[Ipodeccuonanpupiii  cranmapr «CrneuuagucT MO  YOPABIEHUIO JTOKyMEHTaluen
OpraHu3alii», YTBEPXKICHHBIM NpUKa3oM MMUHHUCTEpCTBA TpyJa U COLMAIBHOM 3aIlUTHI
Poccuiickoit ®@enepanuu ot 10.05.2017 Ne 4161 // [DnextponHslii pecypc]. — M., 2019. —
Pexxum nocryna: https://www.garant.ru/products/ipo/prime/doc/71587776/.


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/

IIpuka3z PocapxuBa ot 20.12.2019 N 236 "OO yrBepxaenun llepeuHs THUMOBBIX
VIPaBICHYECKNX apPXMBHBIX JOKYMEHTOB, OOpa3ylolmuXcs B TMpoIecce AeSITeIbHOCTU
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U OpraHHU3alil, ¢ yKa3aHueM
cpokoB ux xpanenus" (3apeructpupoBano B Muntocte Poccum 06.02.2020 N 57449) //
[DneKTpOHHBIN pecypc]. - M., 2021. - Pexum JIOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_345020/

[Ipuka3 PocapxuBa ot 11.04.2018 N 43 "OO yTBEepKACHUH NPUMEPHOTO
MOJIOXKEHHUS 00 IKCIEepTHON KOMHCCHHM opraHu3anuu’ (3aperucTpupoBaHo B MUHIOCTE
Poccum 15.06.2018 N 51357) // [Dnextponnsiii pecypc]. — M., 2021. — Pesxxum mocryna:
http://www.consultant.ru/document/cons_doc_LAW_300357/

Jlureparypa

beikoBa T.A. JlokyMeHTanmuOHHOE  OOEClEYeHHE  ympaBicHHs  (IEIOTMPOU3BOICTBO)
[DaexTponnsiii pecypc]; yuebnoe mocodue/ T.A. beikosa, T.B. Ky3uenosa. -2-¢ u3z. nepepab. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

bo6siieBa M.I1. HexkoTopbie 0COOEHHOCTH COBPEMEHHOTO JoKyMeHTooOopoTa // Becthuk PITY.
2015.  Ne2.  [Omektponnbiii  pecypc]. — M., 2019. — Pexum  jmocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTopwIx mpoOiiemax cdepsl ympaBieHHs AOKyMEHTamMu B Poccuiickoi
Oenepannu / Bectauk PITY. 2014. Ne2. [Onekrponnsiii pecypc]. — M., 2019. — Pexum
nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. IlepeueHbp pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKANIMOHHON  ceTH
«HHTepHET»
- Tl'apant [OnexTpoHHBIN pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum poctyna:

http://www.garant.ru.
- Koncynbrant Ilmoc [OnexkTpoHHBINH pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum noctyna:
http://www.consultant.ru.

6.3. IIpoeccuonabHbIC 0a3bI JaHHBIX U HH(POPMAIMOHHO-CIIPABOYHbBIC CHCTEMbI

Hoctyn k npodeccuoHanbHbIM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases

WHpopMannoHHbIE CIPaBOYHBIE CHCTEMBI:
1. Koncynprant [liroc
2. Tapanr

7. MaTepuajibHO-TeXHHYeCKoe o0ecneyeHue JUCHMIUIUHBI (MO1YJIA)

AynuTopuu A TPOBENEHHS JIEKIMHA W CEMHWHAPCKHX 3aHATHH C TEXHWYECKHMMH CPEICTBAMHU
oOydeHust (MyJIbTUMEANA-TIPOEKTOpP (BHIEOMPOEKTOp), OSKpaH (MEPEeHOCHONH WM CTallMOHAPHBIN)),
KOMITBIOTEPHBIN KITAacC I IPOBEACHHUS J1IA00OPAaTOPHBIX 3aHATHI.

1. Ilepeuens I1O


http://znanium.com/go.php?id=942800/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40

Nerr/ HanmenoBanwme 10 [IpowsBoauTens Crioco6 pacmpocTpaHeHHs
I (ruyensuonnoe unu
€c60600HO
pacnpocmpansiemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3HOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMIIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIUTICH3UOHHOE
7. Microsoft Office 2016 Microsoft JInIeH3noHHOE
8. Zoom Zoom JIMIICH3UOHHOE

2. Ilepeyens BJI u UCC

Noerr/
I

HaunmenoBanue

1

MexnyHapoaabie pedepaTuBHble HaykoMeTpuueckue b/, 1ocTynHbie B paMkax
HaluuoHanbHOU nmoanucku B 2020 r.

Web of Science

Scopus

[IpodeccuonanpHpie MOMHOTEKCTOBBIE bB/], MOCTYyIHBIE B paMKaX HAIMOHAIHHOMN TTOIICKH B
2020 .

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanst Taylor and Francis

[IpodeccuonanbHbie MOTHOTEKCTOBBIC B/
JSTOR
I/I3I[3HI/IH 110 O6HIeCTBeHHBIM 1 T'YMaHUTapHBIM HayKaM
OnekrponHas oubauorexka Grebennikon.ru

KommnbrorepHble cipaBOYHbIE PABOBBIE CUCTEMBI
Koncynprant Ilmioc,
I"apant

8.

Oo0ecneyenue 00pa3oBaTeIbLHOrO Mpomecca IA JIML € OrPAHMYCHHBIMH

BO3MOKHOCTAMMU 310POBbSA U HUHBAJIMIAOB

B X0[4€ peain3aiuu AUCHUIIIIMHBI UCITOJB3YIOTCA CIACAYIOMIUE TOIMOJTHUTCIIbHBIC

MCTOABI O6y‘-ICHI/I$I, TCKYHICTO KOHTPOJISA YCIICBACMOCTH U HpOMC)KYTOQHOﬁ aTTeCTanuun

06yqa10m1/1xcs1 B 3aBUCHUMOCTH OT UX HHAUBHUAYAJIbHBIX 0COOEHHOCTEH:

JUTSL CJIENBIX U CI1a0O0BUISIINX:

- JICKIIMH O(i)OpMJ'I?IIOTCSI B BHUAC JJICKTPOHHOI'O JOKYMECHTA, AOCTYIIHOI'O C IMOMOIIBIO
KOMIILIOTCPA CO CIICHUATIM3UPOBAHHBIM IPOIPAMMHBIM O6CCHC‘{CHI/ICM;

IMUCbMCHHEBIC 3alaHWs BBIIIOJHAKOTCA Ha KOMIIBIOTEPE CO CIHCHUAIIN3WUPOBAHHBIM

MPOrPaMMHBIM 00€CTIeYeHUEM, T MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;
- obecnieunBaeTCs MHIWBUIYAIbHOE paBHOMEPHOE ocBelieHne He meHee 300 Jrokc;




- JUId BBINOJIHEHUS 3a/laHusl NPU HEOOXOAMMOCTH HPENOCTAaBIIAETCS YBEJINYMBAOLIECE
YCTPOMCTBO; BO3MOXKHO TaKXK€ UCII0JIb30BAaHUE COOCTBEHHBIX YBEJIUUYMBAIOIINX YCTPONUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIIIOTCS YBEITUUYEHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (hOpMe WM BBINOJHSAIOTCS B MHUCHMEHHOM
(dopMe Ha KOMITBIOTEPE.

J JUIS TITyXUX U cIa00CTbIIIAIIHX:

- Jekuuu O(OPMIISIFOTCS B BHJE 3JIEKTPOHHOTO JOKYMEHTa, JUOO MPEAOCTaBISCTCS
3BYKOYCHJIMBAIOIIAs anapaTypa UHAWBUIYAIBHOTO MT0JIb30BaHMS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCbMEHHOU (hopMme;

- 9K3aMeH M 3a4€T IPOBOJATCS B IHUCbMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBeeHue B (hopMe TeCTUPOBAHMUS.

J JUISL JIUL] C HapYLIEHUSIMU OIIOPHO-/IBUTaTENILHOTO arlnapara:

- JIeKUMU O(QOPMIIIOTCS B BHJIE JIEKTPOHHOIO JOKYMEHTA, JOCTYIIHOTO C ITOMOIIBIO
KOMITHIOTEPA CO CHEIMATM3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUeHUEM;

- THCBbMEHHbBIE 3aJlaHMs BBIIOJHIIOTCA HA KOMIIBIOTEPE CO CIEHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEeYeHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOM (hopMe WM BBINOJIHAIOTCA B MUCHbMEHHOM
dbopme Ha KOMIIBIOTEpE.

ITpu HEOOXOIMMOCTH MpelyCcMaTpUBAETCs YBEIUUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAEHUST  NPOMEXKYTOYHOM  arTecTai Uit OOYyJaromIuxcs
YCTaHABIMBAeTCSI C Y4YETOM HX HMHIUBUAYAIbHBIX ICUXO(PHU3MUYECKUX OCOOEHHOCTEH.
[TpomexxyTouHast arTecTalsl MOXKET IPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

IIpu npoBeneHNM NpOLETYpbl OLEHUBAHUS PE3YIbTAaTOB OOyYEHMs MpPedycMaTpUBaeTCs
UCIIOJIb30BAaHUE TEXHUYECKUX CpEACTB, HEOOXOIUMBIX B CBSI3U C HHIAUBUAYAJIbHBIMHU
0COOEHHOCTSAMHU O0yYaroIuxcs. DTU CPEeACTBA MOTYT ObITh HPEJOCTaBIEHbl YHUBEPCUTETOM,
WJIM MOTYT UCII0JIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPEIICTBA.

IIpoBenenne mpoueAypbl OLIEHUBaHUA pE3yNbTaroB OOy4eHHUs JONMYyCKaeTcsl C
MCIIOJIb30BaHUEM JTMCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUH.

ObecneunBaeTcs A0CTYN K HH(GOPMAIMOHHBIM U OMOIMOrpauueckuM pecypcaM B CETH
WuTepHer s Kaxkaoro oOywaromierocsi B (opMmax, aJalnTHPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbsI U BOCTIPUSTHS HHPOPMALIUU:

® IS CJIETIBIX U CITa00BUIAIINX:

- B Ie4aTHOM (hopMe yBEJIMYEHHBIM HIPUPTOM;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

® JJIsl TIIYXMX U cJ1abocibIIanux:

- B IeYaTHOHM opme;

- B (popme 31eKTPOHHOTO TOKYMEHTA.

e 17151 00yYaroNIMXCs ¢ HapyIIEHUsIMU OTIOPHO-ABUTaTEIbHOIO annapara:

- B IEUaTHOH (opme;

- B (hopme 3eKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

VYyeOHBIC ayauTOpUM MJIsi BCEX BHUIOB KOHTAKTHOM M CaMOCTOSITEIIBHOW pabOTHI,
Hay4yHas OuONMOTEKa W MWHbIE TIOMEINEHUs M OOyYeHHs OCHAIIEHBI CIEeHUATIbHBIM
000pyI0BaHNEM U YI€OHBIMU MECTaMHU C TEXHUYECKUMHU CPEJACTBAMHU OOYICHUSI:
® ISl CIIENBIX U CI1A0OBUISIINX
- YCTPOMCTBOM JIJIsl CKaHUpoBaHus 1 uTeHus ¢ kamepoit SARA CE;
- mucruteeM bpaitts PAC Mate 20;
- npuHTepoM bpaiinst EmBraille ViewPlus;

® Ui TIYXHUX U cIa0O0CTBIIIAIIHNX:



- aBTOMATH3UPOBAHHBIM pPA0OYMM MECTOM JUIA JIIOJed C HapylIeHHEM CiiyXa Hu
cI1a00CIIBIIIAIINX;
- aKYCTHYECKHI YCHIIUTEIb M KOJIOHKH;
® JIJIs1 O0YYaKONIMXCs ¢ HAPYIICHUSMHU OIMIOPHO-ABUTATEIBHOIO amapara:
- IEpEeIBUKHBIMU, PETYJINPYEMBIMU 3proHoMuueckumu napramu CH-1,;
- KOMITBIOTEPHOM TEXHUKOU CO CITCIUATBHBIM IIPOrPaMMHBIM 00€CIICYCHHEM.

9. MeroauyecKkue MaTepuaJibl
9.1. Ilnanbl 1a060PATOPHBIX 3aHITHIA

Iaanpl  J1A00PATOPHBI  3aHATHIA. Meroanuyeckue YKa3aHUsi 10 OPraHM3alMUd U
NMPOBeEIEHUI0

Br16op Tem nabopaTtopHbIX 3aHATUI 00YCIOBIIEH OOIIUM COJIEpKaHUEeM Kypca U HalleleH
Ha yryOJIeHHOE H3y4YeHHE €T0 OTIIENbHBIX Pa3/IelioB.

[Inan maGopaTOpHBIX 3aHATUN BKJIIOYAeT JBa pazfena: "OpraHuzanus U TEXHOJIOTHUS
JIEJIOTIPOM3BOJICTBA B YUpPEXKACHUSAX JopeBomoimoHHon Poccun" wu  "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOT'0 JeIOMPON3BOACTBA".

Llenp 1a00OPATOPHBIX 3aHSTHIA - 3aKPEIJICHHE CTYACHTAMH TCOPETHUCCKUX 3HAHUH JIEKIIMOHHOTO
Kypca u (QopMHUpOBaHHE NPaKTUYECKUX HABBIKOB  OpPTaHW3allMd  COBPEMEHHOH  CIy»KOBbI
ACTIOMPONU3BOACTBA, IMPHUEMOB U METOAOB TEXHOJOTIUH pa6OTI>I C JIOKYMEHTaMHM B YIIPaBJICHYCCKOM
armapare.

B pesynbrare BoIoTHEHUS 1a00PAaTOPHBIX 3aHATHIA CTYACHTBI TOJKHBI

3HATB!

° XapaKkTepHble OCOOCHHOCTH OpraHu3alid paboThl C JOKYMEHTaMH B YYPEKICHHUIX
Poccun B pa3JIM4YHbIC HUCTOPHUYCCKUC IMCPUOABI, B3aMMOCBA3b 3TUX MPOHECCOB C TOCYAAPCTBCHHBLIM
anmapaTroM yIpaBJICHHUs,

. COBpEMEHHBbIE TpeOOBaHUS K JOKYMEHTALlMOHHOMY OOECIICUEHHIO YIpaBJICHUS B
YUpexIeHUAX U opranuzanusax Poccuiickoit denepanuy;

° MIPUHIIMITEI OPTaHU3AIHMY TOKYMEHTAIIHOHHOTO 00eCIIeueHH s YITPaBIICHUS;

YMETB:

. OPraHU30BbIBATH CIYKObI JOKYMEHTAIIHOHHOTO 00ECIIEUeHNUS YIIPaBICHUS;

. paspabarTeiBaTh JIOKAJIbHBIE HOPMAaTHBHBIE AaKThl M  HOPMAaTHBHO-METOJIUYECKHUE

JIOKyMEHTBI (TIOJIOXKEHHS, MHCTPYKIMH M T.J.) IO BEACHUIO JOKYMEHTAIIMOHHOIO O00eCIeUYCHUs
YIIpaBIICHUS

° BBITIOHATD KITIOYEBBIE TEXHOJIOTHUYECKHE OTNEPALNU B paboOTe ¢ JOKYMEHTAMU;

BJIAJIETh!

° MIpaBUJIaMHU OpPraHU3aI[H BCEX 3TANOB paboTHI C TOKYMEHTaMH;

. METOAaMH TPOBEACHUS aHalW3a OpPraHM3alUHM JOKYMEHTALMOHHOTO 00ecreueHus
YIPABJICHMUS;

. METOAAMU ONTUMU3ALNH JOKYMEHTALMOHHBIX IIPOLIECCOB.

HOZLFOTOBKa K Ha60paTOpHBIN\ 3aHATHSM OCHOBaHA Ha CaMOCTOSTEIIbHOM pa60Te CTYACHTOB I10
H3YUYCHUIO JICKIIMOHHOTO KYpCa, NCTOYHUKOB U JIUTCPATYPbI, pPCKOMCHAOBAHHBIX K KAXKAOMY 3aHATHUIO.

PA3JEJI 1. OPTAHMU3AILIUS JEJTOITPON3BOJICTBA B YUYPEXKIEHUSX
JTOPEBOJIIONMOHHOM POCCHUHN

1.1.  [lemompomu3BoacTBO B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  Jlemompou3zBoxactBo B yupexaeHusx Poccun X VIII B.
1.3.  JlenonmpousBoactso B yupexaeHusx XIX - vau. XX B.



PA3JEJI 2. OPTAHU3AIISI COBPEMEHHOI'O JEJONNPOU3BOJACTBA

2.1. Opraam3anus ciryObl JEIOTPON3BOICTBA

2.2.  Opranwuzaius JOKyMEHTO000poTa

2.3. Perucrpaius 10KyMEHTOB.

2.4. Howmenkiarypa aen

2.5. IloaroroBka JOKYMEHTOB K MOCIEAYIOIIEMY XPAHEHHUIO U UCIOJIb30BAHUIO
2.6. CocraBiieHUE HHCTPYKITUH 1O JAEIOMPOU3BOJICTRY

PA3JIEJ 1. OPTAHU3AIMA AEJIOITPOU3BOJCTBA B YUPEKAEHUS
JOPEBOJJIIOIIMOHHOU POCCHUH

Tema 1.1. lenonpou3BoacTBo B yupexnenusax Pycckoro rocyrapersa XVI-XVII BB. — 4
yaca.

SAJTAHUA

1. U3yunts Cynebnuk 1550 r. u CobopHoe ynoxenue 1649 r. [1o 3TuM akTaM BBISBUTS:

* CTPYKTYpY OpPraHOB rOCYJapCTBEHHOI'O YIIPABJICHUS,

* COCTaB U JOJDKHOCTHBIE 00S3aHHOCTH " CITYKMIIBIX JTFOIEH".

¢ HaIlpaBJICHUA perilaMCHTAIlUN pa6OTLI C JOKYMCHTaMMU.

2. U3yunts cxeMy opraHU3aliy UCIOJHEHHS JOKYMEHTOB B IPUKA3HOM JEJIONPOU3BOICTBE.

3. [Ipoananu3upoBaTh NEPBUYHBIN KOMIUIEKC JOKYMEHTOB (Ha IpUMeEpe Aelia 10 9eI00UTHOM
Sxosa lletrnoa B [lomecTHOM pHKa3e) U ySICHATH TOPSAAOK (hOPMUPOBAHUS JIeia.

YKA3AHWMS 110 BBITTIOJIHEHUTO 3AI[AHI/H7I

1. Wzyuure Cynebuuk 1550 r., CobopHoe ynoxeHue 1649 r. u ysacHuTe cienyroliee:

* COCTaB JIHI] "BEPIIUBIINX CYA" U IOKYyMEHTUPOBABIIHX JCATEIHHOCTh CY/Ia;

* OPSAIOK TTOIaYH, PACCMOTPEHUS M UCIIOTHEHHSI YeIIOOUTHBIX;

* IOPSJIOK BEICHUS PErHCTPALIMOHHBIX (JOPM Jis "CyAHBIX aen";

* OTBETCTBEHHOCTD 32 MOJIJICIIKY JIOKYMEHTOB M HE0OPOCOBECTHOE OTHOIICHHE K JOKHOCTHBIM
00S3aHHOCTSM.

2. PaccmoTtpuTe cxeMy IpOXOXKACHHS M UCTIOTHEHUS JOKYMEHTOB B TIPUKAa3ax M ClIEAlTEe BBIBOT
0 COCTaBE TEXHOJOTHYECKUX OIEpaIiil ¢ JOKyMEHTaMu, IPUMEHSIBINXCS B IPUKA3HOMN CHCTEME
JIEIIONIPOU3BO/ICTBA.

3. OzHakombTeCh ¢ aenoM [lomecTHOTrO MprKa3a no yenoouTHo# Skosa Illernnosa u
COTIOCTABhTE MOCIIEIOBATEIHFHOCTh PACCMOTPEHUS U PEUISHUS BOIIPOCA U TIOCIIEI0BATEIFHOCTD
pacmookeHHus JOKYMEHTOB B jene. Onpenennre KpaiiHue JaTel 1eja U 0COOEHHOCTH
JIOKYMEHTHPOBAHWSL.

KOHTPOJIBHBIE BOITPOCBHI

1. [lepeuncinte 0COOEHHOCTH CUCTEMBI JISTIOMPONU3BOCTBA B IIEHTPAIBHBIX YUPEKIACHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aK0HOAATEIHHO PErIIaMEHTHPOBAHHBIE 00SI3aHHOCTH " CITY>)KUJIBIX JIFOZCH" B paboTe
C JOKYMEHTaMH.

3. Kakue onepanuu B pabote ¢ JOKyMEHTaMu COPMUPOBATICH B IPUKA3HOM
JIEJIOTIPON3BOACTBE?

4. JlaiiTe XapaKTEpPUCTUKY CTOJIOIOBOM (DOPMBI 1ETONMPOU3BOICTBA KaK TEXHUKH
JIOKYMEHTUPOBaHUS U (POPMHUPOBAHUS TSI

5. Korza 6bl1a BBeieHa 1 KO/ Gblia OTMEHEHA CTOJIOO0Bas (hopMa IeTONPOn3BOACTBA?

NCTOYHUKU U JINTEPATYPA



beikoBa T.A. JlokyMeHTalMOHHOE  OOEcIlieueHUe  yhpaBlieHHs  (JeI0ImpON3BOJICTBO)
[DnexTpoHHEIH pecypc]; yaebnoe nocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTYyMa:
http://znanium.com/go.php?id=942800/

Tema 1.2. [leaonponsBoactso B yupesxaeHusix Poccuu XVIII B. — 4 yaca.

SATAHUA

1. Uzyuute [enepanpHblii pernameHT 1720 T. W BBISBUTH OCHOBHBIE TpeOOBaHUS K
OpraHu3alMH AEIONPOU3BOACTBA B KOJUIETHAX U JOJDKHOCTHBIE 00513aHHOCTH KaHLEIAPCKUX CITYXKaIIHX.

2. HBy4uTh cCXeMy UCTIONHEHHS JOKYMEHTOB B KOJUICTHSIX.

3. MByunts "Yupexxaenue ans ympaeienuss ryoepHuid" 1775 1., BBIIBUTH OCHOBHBIC
TpeOOBaHMs K OpraHM3allK JIEJIONPONU3BOACTBA B MECTHBIX YUPEKICHHUIX U JOKHOCTHBIE 00SI3aHHOCTH
KaHLESPCKUX CITyKaIlKX.

4. UV3y4uTh cxemy HCIOJHEHUS TOKYMEHTOB B MECTHBIX YUPEKIACHUSIX.

5. llpoananu3upoBath Aei0, CHOPMUPOBAHHOE B MECTHBIX YUPEKICHUSIX.

YKA3AHUWA 110 BBITTOJIHEHUTO 3AI[AHI/II>'I
1. HMzyuus "T'enepanbhelil pernament 1720 r., ysicHUTE clenyroniee:

1.1.  cTpyKTypy KOJIEeTHH,

1.2. JIOJKHOCTHOM COCTAB KaHIEISPCKUX CITYKaIuX;

1.3.  00s3aHHOCTH KaHIEISAPCKHUX CIYXKAIIHX;

1.4,  mopsAOK NONMyYeHHs JOKYMEHTOB B KOJUICTHSX;

1.5. MOPSIIOK PACCMOTPEHUS JOKYMEHTOB B KOJUICTHSX;

1.6.  opraHu3anus ¥ TEXHOJOTHUS PETHCTPALUH JJOKYMEHTOB;

1.7.  mocTpoeHue cripaBOYHO-UH(POPMAIIOHHOTO anapara;

1.8.  cpoku UCTIOTHEHUS TOKYMEHTOB,

1.9.  opraHu3anuio XpaHEHUs TOKYMEHTOB B KOJIIETHSIX.

2. N3yunTe cxemy HCIIOJIHEHHS JOKYMEHTOB B KOJUISTUSIX U BBISIBUTE COCTAB
JIEJIONIPOU3BOCTBEHHBIX OIEPALIUIA.

3. N3yuuB "OOGmiee ryoepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  cTpyKTypy KaHUEISpHH, JOJHKHOCTHOH COCTaB KaHIEISIPCKHUX CITYKAIHX, UX
00513aHHOCTH B pabOTe C JOKyMEHTaMH;

3.2. TEXHOJIOTHIO pabOTHI C TOKyMEHTaMU:

3.2.1. mOpAIOK MEPBUYHON 0OPaOOTKH MOCTYITUBIIHNX JTOKYMEHTOB;

3.2.2.  TEXHOJOTHUS PETHCTPAlU JIOKYMEHTOB: IPUMEHSIEMbIE PErUCTPAIOHHBIE (POPMBI, MX
Ha3HaueHHWE W COCTaB MH(POPMAIIUH;

3.2.3. TOpSAIOK pacCMOTpPEHHS JOKYMEHTOB;

3.2.4. TIOpPSAIOK WCIIONHEHUS IOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIONIHEHHEM JIOKYMEHTOB;

3.2.6. TOPSAIOK OTIIPAaBKH JOKYMEHTOB;

3.2.7. oOpraHM3aLuIO XpaHEHHS JOKYMEHTOB B MECTHBIX YUPEXKICHUSIX.

4. N3yunre cxeMy HCIOTHEHUS TOKYyMEHTOB B MECTHBIX YUPEXKIECHUSIX U BBISIBUTE COCTaB
JIETIOTIPOU3BOCTBEHHBIX OIEPALIUIA.
5. Paccmotpure nena mectHbix yupexnenuid X VI B., oOpaTure BHMMaHue Ha odopmiieHue

00JIOXKKH JeTia, COCTaB JOKYMEHTOB JIeNa, IIOCJIEI0BATEIbHOCTD UX PACIIONIOKEHHUS, TOPSAOK U CPOKU
paccMOTpeHUs! IOKYMEHTOB, YSCHUTE TPUHIIUTIBI (JOPMUPOBAHHS JETI.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHuUTE cUCTEMY IIPUKA3HOI'O M KOJIJIEKCKOIO IE€IOIPOU3BOICTBA, 00bsICHUTE HauboJee
XapaKTepHbIC OTINYUSL.

2. [lepeuncnure HOBbIE AETONPOU3BOJCTBEHHBIE ONEPAIliH, BO3HUKIIHE B yupexaeHusx X VIII
B.
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3. lepeuncnure 003aHHOCTH AETONPOU3BOACTBEHHOH CITY>KOBI IO TTOJITOTOBKE JTOKYMEHTOB K
apXUBHOMY XpaHeHH!o (1o 3akoHy 1775 r.).

4. Ha3oBuTe 3aKOHOAATENbHBIN aKT, KOTOPHIM BIEPBBIE OBbLI ONPE/ICICH CPOK XPaHEHUS
JIOKyMEHTOB B TEKYIIEM JIJIONPONU3BOJICTBE (IO CAAYH TOKYMEHTOB B apXUB).

5. Hazosute XapPaKTCPHLIC YCPThI CHUCTEMBI PCTUCTPALU JOKYMEHTOB B KOJUICTUAX.

NCTOYHUKU U JIMTEPATYPA
beikoBa T.A. JlokyMeHTalMOHHOE  OOecliedYeHUe  yhpaBlieHHs  (JeI0NmpON3BOJICTBO)
[DnexTpoHHEIH pecypc]; yaeonoe nocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3a. nepepald. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTYyMa:
http://znanium.com/go.php?id=942800/

Tema 1.3. [learonpousBoactso B yupexaenusx XIX - Had. XX B. — 8 gacos.

SAJTAHUA

1. U3yunts "Obmee yupexaeHrne MUHACTEPCTB" 1811 r. 1 yACHUTH OCHOBHBIEC TPEOOBaHUS K
OpraHu3alMy ACIONPOU3BOACTBA B LICHTPAIBHBIX YUPEKICHUSAX, a TAKXKE JOJDKHOCTHBIE 0053aHHOCTH
KaHLEIPCKUX YNHOBHUKOB.

2. [IpoananuzupoBaTh 0coOEHHOCTH (HOPMHUPOBAHUS Jel B yupexaeHusx XIX - Hau. XX B.

3. N3yuuTs "IlonoxkeHre 0 MUCbMOBOACTBE U I€TONPOU3BOACTBE B BOEHHOM BepoMcTee" 1911 1.
Y BBISIBUTH OCHOBHBIE HaIpaBJICHHUS PALMOHAIN3ALMH ACTIONPOU3BOACTBA.

4. N3yunTh cxeMy HCIIOTHEHUs T0KyMeHTOB B Kannenspuu [loneunrens MOCKOBCKOTO Y4eOHOTO
OKpyTa.

5. OzHakomMuThes ¢ JokyMeHTamu Kannenspun [lonednTens MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTH 3JIEMEHTHI palloOHAIN3aluU Ipoliecca X UCTIOIHEHHUS.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. Uzyuus "OOmiee yupexxnenne munucrepets” 1811 r., onpexnenure cienyrouiee:

1.1. opranu3anmoHHyI0 CTPYKTYPY MUHHUCTEPCTBA,

1.2. crpykrypy Aen0npon3BOACTBEHHOMN CITYKOBI;

1.3. opranmzamnuio JOKyMeHTO000poTa:

1.3.1. mops ok nmocTyrieHusa JoKyMeHToB: B Kannenspuio MuUHHCTpa; B JeTapTaMEHTHI

1.3.2. opranu3zanuio ABHKEHUS TOKYMEHTOB, HAIIPaBJICHHbBIX B KaHLUEISAPHIO MUHHUCTPA ; B
Henaprament; B CoBeT MUHHCTpA: B O0Lee MPUCYTCTBHE AenapTamenTa; B OcoOble yCTaHOBJICHHUS

1.3.3. mops10K UCTIONHEHUS TOKyMeHTOB: B KaHnenspun MuHUCTpa; B JlenaprameHTax;

1.4. opraHu3annio ¥ TEXHOJIOTHIO PETUCTPALIUH;

1.5. opraHu3annio KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB (PEBHU3HA);

1.6. mopsiok opMupoBaHus 1ei;

1.7. opranuzanuio XpaHeHus JOKYMEHTOB;

1.8. HazHaueHue 0TYETOB.

2. O3nakombTeCh ¢ Aenamu yapexaennid XIX B., o0parute BHUMaHue Ha ohopMIIeHHE O0I0KKH
Jieia, COCTaB JIOKYMEHTOB Jielia, MOCIIeJ0BATEILHOCTh UX PACIIOI0KEHUS, IOPSIOK U CPOK PACCMOTPEHUS
JOKYMEHTOB.

3. Uzyuute "lIlonoxeHne o MUCEMOBOJICTBE | JISIONPOU3BOICTBE B BOGHHOM BemoMmcTBe" 1911 r.
1 00paTuTe BHUMaHUE Ha:

3.1. pernamMeHTalMIO IPUMEHSIEMBIX BUAOB IOKYMEHTOB;

3.2. ynopsiioueHue IpaBul COCTaBICHUS U OQOPMIICHHUS TOKYMEHTOB;

3.3. perjgaMeHTaluio ClpaBOYHO-HHGOPMAIMOHHOTO (OoH/a;

3.4. MexaHHM3aIHIO JEIOTPOU3BO/ICTB;

3.5.0praHu3anmio ONepaTUBHOTO U APXUBHOT'O XPAaHEHHUS JOKYMEHTOB.

Ha ocHoBe paccMOTpeHUs TepeYrCICHHBIX BOIPOCOB CAENaiTe BEIBOJ] O HAIIPABICHUSIX
panyoHaIH3aluH JIIONPON3BO/ICTBA B BOGHHOM BEJJOMCTBE.
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4, [Ipoananu3upyiite cxeMy opranuzanuu aenonpousoiactsa B Kanuenspuu Ilonmeuwntens
MOoOCKOBCKOTO y4eOHOr0 OKpyra M CHAENaiTe BBIBOJA O CHOCO0aX palMOHATM3ALUK 3TANOB MCIOTHEHUS
JTOKYMEHTOB ¥ TIOJITOTOBKH OTBETHOTO JIOKYMEHTA B 3TOM YUPEKICHUH.

5. OsnakombTech ¢ Komekimei noxymentoB Kauuemnspun Ioneuntens MocKoBCKOro y4eGHOro
OKpyTa, oOpaIas BHIMaHHE Ha:

. AIIEMEHTHI MEXaHU3UPOBAHHOW 00pabOTKH TOKYMEHTOB (CIIOCOOBI IIOMETOK O
MOJTyYSHUHY, HAIIPABJICHUH HA MCIIOJIHCHUE W UCTIOJTHEHUN JOKYMEHTOB);

. XapakTep pe3ooIuit;

. CIOCOOBI COCTABIIEHHUS TIPOEKTA TOKYMEHTA;

. 3JIEMEHTHI YHU(DHUKAIMH TEKCTa TIOKYMEHTA,;

. BUJIbI OJIAHKOB ¥ CITOCOOBI X U3TOTOBIICHUS.

Crenaiite BBIBOJ 00 OCHOBHBIX M BCTIOMOTATEIBHBIX HAIIPABICHISIX PAIlHOHATN3AIINN TTPOIIECCOB
PacCMOTpPEHHUS W UCIIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBHI

1. CpaBHUTE CUCTEMY KOJUICKCKOTO U MUHUCTEPCKOTO (MCIIOJIHUTEIIBHOTO)
JeJIOTIPOU3BOJICTBA, OOBACHUTE HaNOOIee XapaKTepHbIE OTIHYUSL.

2. Kak paszBuBanach cTpyKTypa AETONPOU3BOJACTBEHHON CITY»KOBI MUHHCTEPCTBA B TIEPBOI
nojoBuHe XIX B., 4eM OHA OTIMYAJIACh OT KOJIJICHKCKON?

3. HazoBute ocHOBHBIE TpeOOBaHMS K OpraHU3aIUHU JOKYyMEHTOO00POTa B MUHHUCTEPCTBAX
XIX B. Ha xakue OCHOBHBIE JOKYMEHTOMOTOKU Pa3AesUIUCh JOKYMEHThl B MUHHCTEPCTBAX ?

4. HazoBuTte xapakTtepHble 4epThl CHUCTEMbI PETUCTPALIMU TOKYMEHTOB B MUHHUCTEPCTBAX?

5. B kakoii hopme ocyIIecTBIsIICS KOHTPOJIb 32 HCIIOJTHEHHEM JTOKYMEHTOB B CUCTEME
MHUHHCTEPCKOTO AEJIONPOU3BOACTBA?

6. HazoBute 0cOOEHHOCTH OpraHU3aluy XpaHeHHsI JOKYMEHTOB B JICIONPOU3BOICTBE
MUHHUCTEPCTB.

7. HazoBure HampaBieHus: 1 cIOCOOBI pallOHATU3AMHI IEJIONPOU3BOACTBA B YUPEKICHUAX
XIX - Hau. XX B.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokymeHTanmoHHoe oOecrieueHHWe  yOpaBieHHS  (J€TOMPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nocobue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uza. nepepad. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 C. — Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

PA3JEJ 2. OPTAHU3AIIUA COBPEMEHHOI'O JEJOIMPOU3BOJACTBA
Tema 2.1. Opranuzanus cJay0bl 1eJ0Npou3BoaACcTBa — 12 yacos.

3ATTAHUS

1. Vzyuuts TpeGoBaHus neiiCTBYIONIMX HOPMATHBHEIX aKTOB M HOPMATHBHO-METOIMYECKHX
JOKYMEHTOB K OpTaHU3allH, CTPYKTYpe ¥ QYHKIHSAM CITyKObI JeTOMPON3BO/ICTBA.

2. ITpoaHaaM3upoOBaTh OPraHMU3AIMI0 CIAYXKOBI JIEIOMPOM3BOACTBA B YCIIOBHON OpraHM3alldi U
BBIIBUTH €€ OCOOEHHOCTH.

3. TloAroToBUTH CXEMy OpraHM3AIHOHHOM CTPYKTYPBI JI€JIONPOM3BOJICTBEHHOH CIIyXKObl B
YCIIOBHOW OpTraHU3alINN.

4. Pazpa6orats ITonoxkenne o cIyk6e AeNOMPON3BOACTBA YCIOBHOM OpraHM3aIHL.

5. Pa3zpaboraTth TOMKHOCTHBIE MHCTPYKIIMKA PAOOTHUKAM CITYKOBI JISIIOTPON3BOJICTBA YCIOBHOM
OpTraHU3aIHH.

YKA3AHWS 10 BBITTOJIHEHUIO 3AJIAHUN

1. I/IsquTe KpaTKY0 XapaKTCPpUCTUKY ACATCIILHOCTHU yc.]'IOBHOf;I opraHu3alnuv, BbIICHUTC


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

0COOEHHOCTH OpraHu3alMy AEJIONPOM3BOJACTBEHHON CIyXObl, € HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHUSIM IO CTaTyCy, NOAYMHEHHOCTH, HANMEHOBAaHHUSAM CTPYKTYPHBIX YacTe, HMX COCTaBy.
ApryMeHTHpYITE OTBET.

2. TIoAroTOBETE CXeMy OPTAaHH3AIHOHHOH CTPYKTYpH CIyKOBI JEIONPOM3BOICTBA YCIOBHOM
opraHuzanu, 3aQUKCUPYHTE MOJYMHEHHOCTh CIYXO W CTPYKTYPHBIX NoapasfeneHuid. [y Kakaoro
CTPYKTYPHOI'O TIOAPA3JeJIeHHsT M YJacTKa CIy)XObl JENONpOM3BOICTBA Ha cxeMme (ukcupyercs BUA
MOMYMHEHHOCTH (TpsMasi aJIMUHUCTpAaTHBHAs WM MeTonmdeckas). OOocHyWTe HAaWMEHOBaHHWE U
MOJYMHEHHOCTh KOKAOTO CTPYKTYPHOTO NOAPA3CICHNUSI.

3. Ha ocuose [IpEMEPHOTO MOIOKEHHS O ciyx0e Aemonpon3BOACTBa pa3paboTaiTe CTPYKTYpY
TekcTa IlonoxkeHus o ciry:x0e AeIONpOM3BOACTBA YCIOBHOW OpraHM3aluU. TEeKCT MOJIOKEHHS JOJKEH
coJepKaTh KOHKpPETHbIE (OPMYITUPOBKH 3ahad, (YHKUIHUH, MpaB, 0OS3aHHOCTEH M B3aMMOOTHOIICHUI
ciyx0b1. Cnenyer opopmuts Ilonoxkenne Ha obmeM OiaHKe, OTPENETUTh MOPSIOK €T0 COTIIACOBAHMS U
YTBEpXKACHUS (COCTaB CTPYKTYPHBIX MOApa3AeiCHUH M IOHKHOCTH PYKOBOJHTEINS, YTBEPKAAIOLIETO
JOKYMEHT). APTYMEHTUPYIHTE CBOM MpeI0KeHHs 1o ipoekTy [lomoxenus.

4. PaspaGotaiiTe  JOIKHOCTHbIE  MHCTPYKIIMM HAa  BECh JOJDKHOCTHOM  COCTaB
JICIIONIPOU3BOICTBEHHON CIy»Obl YCIOBHOHM opraHu3anuu. Ha OCHOBE MOJYYCHHBIX HWHIMBHIYAIbHBIX
3aaHuil pa3paboTalTe CTPYKTYypy TEKCTa W COCTaB pa3felioB IODKHOCTHON WHCTpykiuu. OOpatute
BHUMAaHUE, YTO NP HOPMYIUPOBKE JODKHOCTHBIX O0SI3aHHOCTEH COTPYIHHUKOB, CIEAYET COIIacoBaTh UX
C OCHOBHBIMH 3aJayaMd W QYHKOMsIMH  ciayxkObel (T.e. ¢ Tekcrom [lonoxkenus). B pasgene
"B3anMooTHOIIEHHS, CBSI3U" CIENyeT 3aKpPeluTh B3aUMOACHCTBHS PAaOOTHUKOB CIYKObI M UX CBSI3M Ha
YPOBHE IPEACTaBJICHHsI JOKYMEHTOB.

KOHTPOJIbHBIE BOITPOCHI

1. IlepeuncnuTe CTPYKTYypHBIE YaCTH CIIY>KOBI JEJIOMPOM3BOACTBA B OPTaHU3AIMAX Pa3THIHBIX
YPOBHEN yIIPaBJIEHUS.

2. Tlepeunciure NEHCTBYIONIME JTOKYMEHTBI, OINPEACIIAIONIUE 3aladyd W (PYHKIUU CITYKOBI
JIEIIONIPOU3BO/ICTBA.

3. Ha3oBute TpeOoBaHus K CTpyKType H cocTaBy uHpopmanuu [lomoxeHuss o ciyxoe
JICIIONIPOU3BOJICTBA; JIOJDKHOCTHOM HHCTPYKITUH,

HUCTOYHUKU U JIUTEPATYPA

[lpaBuna genonpou3BOJCTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpabiieHus, yB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

Meroauueckre pEeKOMEHIAIMH M0 pa3pabOTKe WHCTPYKIMHA MO AETONPOU3BOJICTBY B
TOCYJAapCTBEHHBIX OPraHax, OpraHax MECTHOTO camoympaBieHus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199 /[ [3neKkTpoHHbI pecypc]l. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW _373895/.

IIpuMepHas HHCTPYKIUSA MO JEJIONPOU3BOJCTBY B TOCYIaPCTBEHHBIX OPraHU3AlMIX, YTB.

[Tpukasom Pocapxusa ot 11.04.2018 Ne 44) // [Daextponnsiii pecypc]. — M., 2019. Pexum

noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanshuslii crangapt Poccuiickoit ®enepanuun. Cucrema
CTaHJapTOB MO HHGOPMAINK, OHMOTMOTEUHOMY W H3JaTeNbCcKOMY neny. OpraHu3armoHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeGoBaHus K 0(OPMIIEHUIO TOKYMEHTOB // [ DIEKTpOHHBIN

pecypc]. — M., 2019. Pesxum poctyma: hitp://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 Hamnuonanbnslii ctangapt Poccuiickoit denepanmu.
Cucrema ctanaapToB 1o MHGOpMAIMK, OMOINOTEUHOMY U M3AaTeabcKkoMy nerny. Mudopmar3us
U JOKyMeHTanus. YmnpaBieHue JokymeHtamu. Yacte 1. IloHstus W npuHiunsl. //
[DneKTpOHHBII pecypc]. - M., 2021. Pexum JoCTyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/

I'OCT P 7.0.8-2013 Jlenonpou3BOJACTBO U apXHUBHOE J€70. T€PMUHBI U ONPEICIICHUS. -
[DNeKTPOHHBII pecypc]. - M., 2019. Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz Munkynbetypsl Poccum ot 31.03.2015 No 526 «OO0 yTBEep>KIEHUU TPaBHII
OpraHu3alMy XpaHEHUs, KOMIUIEKTOBaHUS, Y4€Ta U MCIIOJIb30BAHUS JIOKYMEHTOB APXUBHOIO
donna Poccuiickoit denepanuu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOM
BJIACTH, OpPraHaX MECTHOTO CaMOYIIPABJICHUS M OpTaHuU3aIusIxy» // [DIeKTpoHHbIN pecype]. — M.,
2019. — Pexxum goctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333a  "OO  yTBepKAECHUU
npodeccuonansHoro cragaapra "CrneuuaiucT Mo OpraHU3alMOHHOMY M JOKYMEHTAIIHOHHOMY
obecrieucHnto yrpapieHus: opranuszanueit"// [Dnexkrponusii pecype]. — M., 2021. — Pexum
noctyna: http://www.consultant.ru/document/cons doc LAW 357714/.

[Ipodeccuonanbupiii  crangapT «CHEMUaATUCT 1O  YIOPaBICHHIO JTOKyMEHTaluen
OpraHu3aliy, YTBEPKICHHBIM MpUKa3oM MHUHHCTEPCTBA TpyAa M COLHMAIBHOM 3allUThI
Poccwuiickoit @eneparuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.
beikoBa T.A. JlokymeHTauuoHHoe oOecrieueHuWe  yOpaBjieHHs  (JETOMPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uzz. nepepabd. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Oprasusanusi J0KyMeHT0000poTa — 8 Yacos.

SAJTAHUA

1. U3yuuth coBpeMeHHBbIE TPeOOBaHUS K OPTaHU3AINU TOKYMEHTOO00POTa B OpraHu3aIusiX,
YUPEXKISHUSIX U HA MPEIPUATHAX.

2. W3yuuTh M NpOaHAIM3UPOBATh OPTAaHU3ALNIO JOKYMEHTOO00POTa B YCIOBHON OpraHU3aLuy.

3. W3y4uTh KpaTKyro XapaKTEpUCTHUKY AESITEIbHOCTH LIEHTPAIBHOIO anmnapaTa yCIOBHON
OpraHM3alM{ U COCTaBUTh OTIEPOTPAMMBI IBMKEHHS BXOJSAIIEH, HCXOIAIIEeH U BHYTpEHHEH
JIOKYMEHTAIHH.

4. HOILC‘II/ITaTB 00BeM )IOKYMGHT006OPOTa yCJ'IOBHOﬁ OpraHu3anuu 3a roxa.

YKA3AHUNA 110 BBITTOJIHEHUTIO 3AI[AHI/H7I

Nzyunrte IlpaBuna penonpousBoACTBa B T'OCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyIpaBiieHus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; Mertoanueckue peKOMEHIaluu
no pa3paboTKe HMHCTPYKIMHA MO JENOMPOM3BOACTBY B TOCYIapCTBEHHBIX OpraHax, opraHax
MECTHOrO caMoynpasiieHHs, ytB. Ilpukazom PocapxuBa ot 24.12.2020 Ne 199; IIpumepnyro
WHCTPYKIIMIO TO JEJIOMPOU3BOACTBY B TOCYJapCTBEHHBIX opraHuzanusx (yrB. Ilpuxazom
PocapxuBa ot 11.04.2018 Ne 44. Cpenaiite BBIBOJ O CTENEHH pETIAMEHTAIMA B HOPMATHBHBIX
JOKyMEHTaX OOIIMX MPHHLMIIOB OPraHW3alul JOKYMEHT0000pOoTa, MpaBuUil MPOXOXKICHUS JOKYMEHTOB,
METOAMKH MOACYETa JOKYyMEHTOO00POTA.

1. Ha npumepe onmcanms [0KyMEHTOOGOPOTA YCIOBHOH OPraHM3allMM BBHISIBUTE IO
0COOEHHOCTH M OIpeJleNInTe HECOOTBETCTBUE OPraHU3allMy TOKYMEHTOO0OpOTa B AaHHOW OpraHHM3aluH
TpeOOBaHMSIM HOPMAaTHUBHBIX TOKYMEHTOB.

2. CocraBbTe OTIEpOTPaMMEBI JIBIDKEHUS JOKYMEHTOB B YCIOBHOW oOpraHu3amud. Jljis 3TOro
OTIpEIeNTUTE COCTAaB JIOJDKHOCTHBIX IIWI[, YYacCTBYIOIIMX B 0OpabOTKE M WCIIOJIHEHUH JIOKYMEHTOB;
MOCJICAOBATSILHOCTh  Ollepaliii 1Mo  00pabOTKe  JOKYMEHTOB, H3YYHUTE CXEMbl  JIBMOXKCHHUS
JIOKYMEHTOTIOTOKOB B YCJIOBHOM OPraHU3alUH.

OneporpamMma ABHKEHHSI BXOISIINX JOKYMEHTOB JOJKHA OTPA3UTh MEPEMEIICHUS TOKYMEHTOB
OT MOMEHTA TIpreMa JI0 TOIITNBKH UX B JEJIO MOCJE 3aBEPIICHIS HCTIOTHCHHUS.

OmeporpaMma HUCXOJANIUX JOKYMEHTOB [IOJDKHA OTPAa3UTh IEPEMEIICHUS JOKYMEHTOB OT


http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/

MOMEHTA HOATOTOBKH HUX MPOEKTOB 10 OTIIPABKH U3 YUPESIKICHUS.
Omneporpamma JBWKEHHUsI BHYTPEHHHX JOKYMEHTOB (Ha NMpUMEpe MpHKas3a) JODKHA OTPa3HTh
nepeMelieHns JOKYMEHTOB OT MOMEHTA MOJATrOTOBKH IIPOEKTa JOKYMEHTA A0 MOAMNBKY B JEIO.

3. V3yuuB cocTaB M KOJMYECTBO IIOTYYEHHBIX, OTIPABIEHHBIX M BHYTPEHHHX IOKYMEHTOB
YCJIOBHOH OpraHU3aliH, NOICUUTalTEe 00BEM ee JOKYMEHT0000poTa 3a TOf.

KOHTPOJIBHBIE BOITPOCHI

1. laiite onpeneneHue MOHATUS " TOKYMEHTOO00pOT".

2. [lepeuncnure OCHOBHBIE TPEOOBAHUS K OPTaHU3AIUH JOKYMEHTOO00POTa B OpraHU3AIHIX.
3. Ilepeuncnute npaBuiia yuera JOKyMEHT0000poTA.

4. HazoBuTe TpeOOBaHUS K MPOXOKACHUIO U UCTIOTHCHUIO BXOJISIINX IOKYMEHTOB.

5. Ha3oBuTe 3TaIbl IPOXOXKACHUS U UCTIONTHEHUS HCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

6. IMepeunciure npaBuiia Mepeaadn JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOYHUKU U JIMTEPATYPA

. IIpaBuna gemonpou3BOJACTBA B TIOCYJNAPCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoynpaBinieHusi, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. —
M., 2021. — Pexkum gocTyna: http:// https://base.garant.ru/72291836/.

° Meronuyeckue pekOMEHAAalMKU 10 pa3padOTKe MHCTPYKLUUN IO JI€JIONPOU3BOJCTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O camoympaBleHus, yrB. [Ipukasom Pocapxusa
or 24.12.2020 Ne 199 /[ [2nekTpoHHbIA pecypc]. — M., 2021. — Pexxum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

° IIpumMepHass MHCTPYKLUSA 110 AEJIIONPOU3BOACTBY B I'OCYIAapCTBEHHBIX OpraHU3aLUX,

ytB. IIpukasom Pocapxusa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecype]. — M., 2019.

Pexxum nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e TOCT P 7.0.97-2016. Hanumonanehnbiii cranmapt Poccuiickoit ®enepaunu. Cucrema
CTaHOapTOB 110 I/IH(I)OpMaI_II/II/I, 6I/I6J'II/IOT6‘{HOMy U U3OATCIBCKOMY IOCIY. OpFaHI/ISaHI/IOHHO-
pacriopsiiMTeNnbHas  JIOKyMeHTanusi. TpeboBaHus K  OQOPMIIEHHIO JIOKYMEHTOB //

[D7eKTpOHHBIIH pecype]. - M., 2019. Pexum JIOCTyTIA:
http://www.consultant.ru/document/cons_doc_LAW _216461/.

e TOCT P UCO 15489-1-2019 Hauuonansusiit ctannapt Poccuiickoit ®enepanuu. Crucrema
CTaHJapTOB MO HHpoOpManuu, 6MOIMOTEeYHOMY M u3aarenbckomy neny. Wudopmandus u
TOKyMeHTausl. YmpaBneHue jgokymeHTamu. Yacte 1. [lonstus u npuHOMNbBL //
[DneKTpoHHBIH pecypcl]. - M., 2021. Pexxum JIOCTyMa: http://
http://www.consultant.ru/document/cons_doc_LAW_ 329486/ .

e TOCT P 7.0.8-2013 Jlenonpous3BOACTBO M apXWBHOE A€N0. Te€pMHHBI U ONPEIEICHMS.-
[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

e [Ipuka3 MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBep:kaeHUH MpaBUl OpraHU3aINH
XpaHEeHHs], KOMIUICKTOBAHHS, y4e€Ta W HCIOJIb30BaHMS JOKYMEHTOB ApXuBHOTO GoHAA
Poccuiickoit denepanuu M Apyrux apXvMBHBIX JIOKYMEHTOB B OpraHax TrOCYIapCTBEHHOMU
BJIACTH, OPTaHaX MECTHOTO CaMOYTPABJICHHS U OpraHU3anusIX» // [DNeKTpoHHBIN pecypc]. —
M., 2019. — Pexxum nocryma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L4 I[OHOJIHI/ITCJI])HLIC HCTOYHUKH

. [Tpukaz Muntpyaa Poccum ot 15.06.2020 N 3331 "OOG yTBepkIeHHH
poeCCHOHAIBHOTO CTaHapTa "CrneunaimucT o OPraHU3aLMOHHOMY u
JOKYMEHTAIIMOHHOMY O0ECIIeUeHHIO yIpaBieHus: opranuzanuei”// [DnekTpoHHbIH pecypc].

M 2021. — Pexum JIOCTyTIA:

http://www.consultant.ru/document/cons_doc_LAW _357714/.
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o [Tocranosnenue I[IpaBurensctBa PO ot 15.06.2009 Ne 477 «O06 yrBepxnaenun IlpaBun
JIEJIONPOU3BOJCTBA B (helepaabHBIX OpraHax HCIOJHUTEIbHON BIACTW»// [DIEKTPOHHBII
pecypc]. — M., 2019. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [locranoBnenue [IpaBurensctBa PD ot 25.12.2014 Ne 1494 “O06 yTBepKaeHUHU MPaBUII OOMEHa
JOKYMEHTaMH B  DJIGKTPOHHOM  BHJE TP  OpraHm3aluu  HH()OPMAIMOHHOTO
B3auMOJICUCTBUSA// [DnekTpoHHbIi pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/.

e brikoBa T.A. JlokyMmMeHTalMOHHOE oOOecrieueHrue yIpaBieHUs (IEIOMPOU3BOICTBO)
[DnekTponHbIit pecypc]; yueOHoe mocobue/ T.A. beikoma, T.B. Ky3nemoma. -2-¢ wusm.
nepepadb. u gom. — MockBa: HWuadpa-M, 2018. -304 c. — Pexum pgocryma:
http://znanium.com/go.php?id=942800/

Tema 2.3. Peructpanus 10KymMeHTOB — 4 yaca.

3ATIAHUS

1. U3yunts TpeGoBaHMS HOPMATHBHO-METONMYECKHX JOKYMEHTOB K pPETHCTpALMH |
HOCTPOCHUIO MHPOPMALIMOHHO-CIIPABOYHOI'0 aNapara.

2. 3aperncTpupoBaTh HECKONBKO JOKYMEHTOB, TIPEII0KEHHBIX PETIOIaBaTEIeM.

3. O3HAKOMHBIINCH C ONKMCAHMEM TEXHOIOTMH pPETMCTPALMH JOKYMEHTOB B YCIOBHOI
OpraHu3aluy, papadoraTb 1 000CHOBATH MPEIIOKEHHUS MO PALOHATIBHON OpraHU3allK PETUCTPalii U
UHPOPMAIMOHHO-CITPABOYHON paOOTHI.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. U3zyuure IlIpaBuna 1enonpous3BOJCTBA B TOCYIApCTBEHHBIX OpraHax, OpraHax
MecTHOro camoynpasienus (pasgensl I, V), Metoguueckue pekomeHaanuu mo paszpadboTke
MHCTPYKLIMH 10 JEJONPOU3BOJACTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasyieHus, lIpuMepHy0 MHCTPYKIMIO IO JEJIONPOU3BOJACTBY B TOCYAApCTBEHHBIX
opranuzanusx (yrB. Ilpukasom Pocapxusa ot 11.04.2018 Ne 44. OGparute BHUMaHUE HAa COCTaB
JIOKYMEHTOB, TOJUIEKAIIMX PETUCTPALIUU, MOCIEI0BaTEIbHOCTh PACIONIOKEHHUSI COCTaBHBIX
yacTel WHAeKca JOKyMEeHTa, MpaBuia (HOpMUpOBaHUS WHGPOPMALMOHHO-CIIPABOYHBIX 0a3
JTAaHHBIX.

2. 3apeructpupyite NpeasIoKEHHbIE TOKYMEHTHI, 00paTuB 0cob0oe BHHUMAaHHE Ha PETUCTPALHIO
WHHUIIMAaTUBHBIX U OTBCTHBIX ITHCCM.

3. Ilpoananu3upyiiTe MOPSAOK PETHUCTPAlMd JOKYMEHTOB B YCJIOBHOW opranuzanuu. OTMETHB
0COOCHHOCTH OpraHu3allMd W TEXHOJOTHU PETUCTpAlMd JOKYMEHTOB B YCJIOBHOW OpraHU3allvy,
OmnmpeaAciIuTe HUX HCAOCTATKH. Ha ocnoBe MNPpOBCACHHOTO aHalln3a H TpC6OBaHI/Iﬁ HOPMAaTHUBHO-
MCETOJUYCCKUX JOKYMCHTOB pa3pa60TaI71Te MMPEJIOKECHUA 110 OpraHu3al perucTpanuu 1OKYMCEHTOB U
MOCTPOCHUIO UHPOPMAIIMOHHO-CIIPABOYHOTO allliapara B YCIOBHOW OpraHHU3allHH.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Ttakoe perucrpanus 1okymMmeHToB? Kakue 3agaun pemarorcs B AEIONPOU3BOJCTBE C
MIOMOILBIO 3TOH omnepanuu?

2. Kakue mOKyMEHTBI IOJIIEXKAT PETUCTPAITH?

3. KakoB 00s13aTennbHBIN COCTaB PEKBU3UTOB IIPH PETUCTPALIUU?

4. B ueM OCHOBHOM NPUHIMI PETUCTPALIUHN?

5. KakoBbI OCHOBHBIE MTpaBHiia MHIEKCAIUU TOKYMEHTOB?

6. Kakoe mpenmMymiecTBO UMeeT CIEIHAIUCT IIPH PETUCTPALIU TOKYMEHTA B
ABTOMATHU3HPOBAHHBIX CUCTEMAX 110 CPAaBHEHMIO C TPATAULMOHHBIMU METOAAMHU?

NCTOYHUKU U JINTEPATYPA


http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://znanium.com/go.php?id=942800/

[lpaBuia  JENONPOM3BOACTBA B T'OCYJAPCTBCHHBIX OpraHax, OpraHax MECTHOIO
camoyrmpabiieHus, ytB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

Metoanyeckre PeKOMEHIAIMU 10 pa3pabOTKe HWHCTPYKIMHA IO JCIONPOU3BOACTBY B
rOCY/IapCTBEHHBIX OpPraHax, opraHax MECTHOrO CaMOYIIpaBJICHHUs, yTB. IIpukasom PocapxuBa oT
24.12.2020 Ne 199 /[ [dneKTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TprMepHas HHCTPYKIIUS 10 JACIOMPOU3BOJICTBY B TOCYIaPCTBECHHBIX OpraHU3AIMsX, YTB.

[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecype]. — M., 2019. Pexum

nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanwubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB 1O HHGOPMANMK, OMOIUOTEUHOMY W H3AATeNIbcKoMy Jneny. OpraHu3almoHHO-
pacnopsiauTensHas TOKyMeHTanus. TpedoBaHus K 0OPMIICHHIO JOKYMEHTOB // [ DJICKTPOHHBIN

pecype]. — M., 2019. Pesxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HamumonansHbii cranmapt Poccuiickoii ®eneparuu.
Cucrema ctanaapToB 1o uHGoOpMaIu, OMOINOTEUHOMY U M3AaTeabcKkoMy neny. Mudopman3us
U JOKyMeHTanus. YmupaieHue nokymentamu. Yacte 1. ITlowatus w npuHOMOBL  //
[DJ1eKTpOHHBIN pecypc]. - M., 2021. Pexum JIOCTYTIA: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JeJ0. TepMHUHBI M OMpPEIEICHUS. -
[DJ1eKTpOHHBIN pecypc]. - M., 20109. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.
beikoBa T.A. JlokymeHTanmMOHHOE  oOOecliedeHHe  yIpaBieHHs  (JIEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yaebnoe nocooue/ T.A. beikosa, T.B. Ky3Henosa. -2-¢ u3a. nepepad. u
JIOII. - MockBa: HNudpa-M, 2018. -304 C. - Pexum JOCTYyIIa:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzanus TeKyliero XxpaHeHusi TOKYMeHTOB — 8 4acoB.

SAJJAHUA

1. M3yunTh TpeOGOBaHUS HOPMATUBHBIX aKTOB U HOPMaTHBHO-METOANYECKUX JJOKYMEHTOB K
COCTaBJICHHIO U O()OPMIICHHIO HOMEHKIIATYPHI JIeI.

2. W3yuuTb BO3MOXHOCTH HCIIOJIb30BAHUS IEPEUHS CO CPOKAMH XPAHEHUS JOKYMEHTOB B
JIeJIOTIPON3BOJICTBE OPTaHU3ALNH.

3. IlpoaHann3upoBaTh KOHKPETHYIO HOMEHKIIATYpPY A€l YCIOBHOM OpraHU3aluy U BBISIBUTH
OIIMOKH B €€ COCTaBJICHUU U 0(h)OPMJICHUU.

4. CocraBuTh HOMEHKJIATYPY JEN YCIOBHOM OPraHH3aIHM.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUN

1. Nzyuute IlpaBuna [aemonpou3BOACTBA B TOCYAApPCTBEHHBIX OpraHax, oOpraHax
MECTHOr0 caMmoymnpasieHus (pasgen 6,7), Meronudyeckue peKOMEHJAlMUu MO pa3paboTke
WHCTPYKIIUH TI0 JIEJONPOM3BOJCTBY B TOCYAAapPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasieHus (npunoxenus 13-23), [TonoxxeHne o MOpsIKE U CPOKAX XPaHEHHS JOKYMEHTOB
aKIIMOHEPHBIX 00mIecTB, [I[pUMEpHYI0 WHCTPYKIHIO IO IEITONPOU3BOJICTBY B TOCYIapCTBEHHBIX
opraamszanusax (yrB. IIpuxazom Pocapxua ot 11.04.2018 Ne 44) Vsacuute cnenyromee:

. BUJIBI HOMEHKJIATYD JET;

. THUIIBI HOMEHKJIATYp J1e (KIacCHU(pPUKaIMOHHBIE CXEMBI);

. npaBuia GOPMYIIUPOBAHHUS 3aT0JIOBKOB JIET,

. VCTOYHHKH YCTAaHOBJICHHUS CPOKOB XPAHEHUS JOKYMEHTOB;

. MIpaBHJIa CUCTEMATH3alMK U UHIEKCAIIUH 3ar0JIOBKOB JIET;

. npaBuia ohOpMIIEHUsI, HOATUCAHNS, COTJIACOBAHUS M YTBEPKICHHS

o HOMCHKJIATYPBI ACJI.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/

2. zyunre ykazaHus 1o mpuMeHeHHIO [lepedHst THITOBBIX yIpaBIeHYECKIX apXHBHBIX
JIOKYyMEHTOB, 00pa3yoIuXcs B IPOIeCcce ACITEIBHOCTH FOCYIapPCTBECHHBIX OPIaHOB, OPraHOB MECTHOTO
CaMOYTIPaBIICHUS U OpraHU3alui, C yKa3aHUEM CPOKOB XPaHCHHUS U BBISICHUTE:

. MOPSAZOK MPUMEHEHHUS TIEPEYHS B JeIIOTIPON3BOJICTBE;
. g dhepeHIUAIII0 CPOKOB XpaHEHUS TOKYMEHTOB I10 TPyIaM OpraHU3allHii;
. CXeMy MOCTPOEHUS MEPEUHS U €ro Hay4YHO-CIIPABOYHBIN ammapar.

3. Ipoanamusupyiite KOHKPETHYIO HOMEHKJIATYPY el YCIOBHOH OpraHH3allid, BBIABHTE
HEIOCTaTKH €€ CoIepKaHusl 1 0OPMIICHHUS, TPOMIUTFOCTPUPOBAB KKBIH U3 HUX PUMEPOM.

4. Vizyuure CTpyKTYpy H COCTaB [OKyMEHTAIbHOTO (OHAA YCIOBHOH OpraHH3allik U
paspaboTaiiTe KiIacCH(UKAIMOHHYIO CXeMy HOMeHKIarypel aen. Odopmure ee B BuAe CHHCKa
CTPYKTYpHBIX MOJpa3lelieHuid C HWHAEKCaMH, PACHOJIOKEHHBIMH [0 CTereHW 3HaunMocTu. OOpaTure
BHUMAaHHE Ha TO, YTO CX€Ma KiacCH(hUKaluu AOJKHA COOTBETCTBOBATh INaBHOH Tabmuue Ilepeuns
TUIOBBIX JOKYMEHTOB CO CPOKAMH XPaHEHHUS.

CocraBpTe HOMEHKIJIATYPY JIeJI YCIOBHOH OpraHW3alMH, JUIA 4ero: chopMyaupyHTe 3aroloBKU
Jell B COOTBETCTBUM C YCTAHOBJICHHBIMH TPEOOBAaHMSIMH M YCTAaHOBHTE CPOKM XPaHEHMS [Nl II0
NEPEYHIO; IPOBEIUTE CHCTEMATH3aLMIO 3arojioBKOB nen. OdopmuTe HOMEHKIATYPY Hesl Ha 00LeM
OnaHKe yCJIOBHOW OpraHHM3allii MO YCTaHOBIEHHOH (hopMme, OINMpeAeNUuTe COCTaB JOJHKHOCTHBIX JIHIL,
KOTOpbIE JOJDKHBI €€ 3aBU3UPOBATH U yTBEPIUTb.

KOHTPOJIBHBIE BOITPOCHI

1. JaiiTe onpeaeneHre HOMEHKIATYPhI JEM.

2. OxapakTepusyiTe NPUMEHEHHUE PA3IMYHBIX BUAOB HOMEHKJIATYPHI AE.

3. Ilepeuncnute TpeOOBaHUS K POPMYIUPOBKE 3ar0JOBKOB JIe)I B HOMEHKIIATYPE.

4. Ilepeuncnute TpeOOBaHMS K CUCTEMATU3ALMK 3aT0JIOBKOB J€71 B HOMEHKIIATYpE.

5. Kak obpazyercs nHaeKc nemna B HOMEHKIaType?

6. Kak ucronesyercs nepeueHb JOKyMEHTOB C YKa3aHHEM CPOKOB XpaHEHHS B
JIEJIOTIPOU3BOCTBE?

7. KakoBbI 3Tamnsl pa3padO0TKA HOMEHKIATYPHI 1eT?

8. Kakos CPOK JIeWCTBUSI HOMEHKIIATYPHI €77

NCTOYHUKU N JIMTEPATYPA

1. ®epepanbubiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM zene B Poccuiickoit
Oeneparuny //  [OnektpoHHblid  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

2. TlpaBmia JAeJONMPOM3BOACTBA B  TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyrmpaBiieHus, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [SneKTpOHHbIN pecypc].
— M., 2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

3. Metoanueckue pEeKOMEHIANNU TI0 Pa3pabOTKe MHCTPYKIMHA IO JENONPOU3BOJICTBY B
rOCyJapCTBEHHbIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJeHMs, yTtB. IIpukasom
Pocapxusa ot 24.12.2020 Ne 199 // [9nekTpoHHbIi pecypc]. — M., 2021. — Pexkum goctyna:
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

4. [lpumepHass HMHCTPYKIHUS 1O  JENONPOU3BOJACTBY B  TOCYIAapCTBEHHBIX
opranuzanusax, yrB. [Ipukaszom PocapxuBa ot 11.04.2018 Ne 44) // [DnexkTpoHHBII

pecypc]. - M., 2019. Pexum JIOCTYyTIA:

http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. TOCT P HCO 15489-1-2019 HaumonaneHblii cranaapT Poccuiickoit ®enepauuu.
Cucrema cranfaptoB 1o uHpopmanuu, OUOIMOTEUHOMY M HU3JATEIBCKOMY Jely.
Nudopman3uss u nokyMmeHTauus. YmpasieHue aokymentamu. Yacte 1. IlonsTus u
npuHUMIBL. // [DnekTpoHHbIl pecypc]. — M., 2021. Pexum pocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .
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10.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE A€0. TepMUHBI U ONpeAeICHUS.-
[DneKTpOHHBII pecypc]. - M., 20109. Pexum JIOCTYyIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Ipukaz MunkynasTypbl Poccun ot 31.03.2015 Ne 526 «OO0 yTBEepKIE€HHUM TPaBHII
OpraHu3alMy XpaHEHUs, KOMIUICEKTOBaHUS, Yy4eTa W HCHOJIb30BaHUSl JIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanuu u Ipyrux apxXuBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHON BIIACTH, OpraHax MECTHOTO CaMOYIPaBJICHUS W OpraHu3aunusx» //
[DneKTpOHHbIN pecypc]. - M., 2019. - Pexxum JloCTyna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OO0 yrBepxkacHuu IlepedHsi THMOBBIX
VIPaBICHYECKUX ApPXUBHBIX JOKYMEHTOB, OOpPa3yIOIIUXCS B TPOIECCE NCATEIHbHOCTH
rOCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPaBJICHHUS W OpraHM3allui, C
yKa3aHHEM CpoKoB MX xpaHeHus" (3apeructpuposano B Muntocre Poccun 06.02.2020 N
57449) /| [DnektponHbiii pecypc]. — M., 2021. — Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxmBa ot 11.04.2018 N 43 "OO yTBEpXIEHUH MPUMEPHOTO
MOJIOKEHHUS 00 DJKCIEPTHOM KOMHCCHM opraHusanuu" (3aperucTpupoBaHO B
Munrocte Poccun 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. —
Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_ 300357/

beikoBa T.A. JlokyMeHTanMOHHOE OOECIeUYCHHE YIpaBIeHUS (JEIOMPOU3BOICTBO)
[DnexTpoHHbIi pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3neuona. -2-¢ usm.
nepepadb. m gom. — MockBa: Wudpa-M, 2018. -304 c¢. — Pexumm ngocryna:
http://znanium.com/go.php?id=942800/

9.3. Uuble MaTepuaIbl
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[Tpunoxenune 1. AHHOTaNUA
paboueil mporpaMMbl AUCIUTIITAHBI

AHHOTAIUA JTNCHUIIJIMHBI

Lenp AUCUMIIIMHBI — MOATOTOBUTH BBITYCKHMKA, 3HAIOLIETO OCHOBHBIE HAIPABJICHUS
rOCY/IapCTBEHHOW periiaMeHTaInu padoThl ¢ JoKyMeHTamu B Poccuiickoii Deneparuu, 3a1adu
CIIy’kObl JOKYMEHTAIIMOHHOT'O O0eCleueHHs YIpaBiIeHHs W BIAJCIONIET0 METOJaMH aHAIu3a U
COBEPIICHCTBOBAHUS TEXHOJOTHH TUIIOBBIX JIEJIONPOU3BOICTBEHHBIX OIEpaLlUN.

3ajaun JUCUUILINHBIL:

- U3YYUTh UCTOPUIO (OPMHUPOBAHUS HALIMOHATIBHOM CUCTEMBI JICJIONIPOU3BOICTBA;

- OBJIAJIETh CIEUUAIbHON TEPMUHOJIOTHUEH;

- W3YyYUThb COBPEMEHHYIO 3aKOHOJATENIbHYI0, IIPaBOBYI0O M HOpPMaTHBHYIO 0a3y,
pEerJaMeHTUPYIOIIYIO pPaboTy C TOKYMEHTALUEeH;

- chopMHpOBaATEH Y CTYJCHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICJIOMPOU3BOICTBEHHBIX
Omnepalnuii B YCJIOBHMSX MPUMEHEHHS TPAAULUOHHBIX M aBTOMATU3UPOBAHHBIX TEXHOJIOTUM
00pabOTKH JOKYMEHTOB;

- chopMupoBaTh HABBIKM aHaIW3a CHCTEMbl JOKYMEHTAI[MOHHOTO OOecreueHus
YIIPABJICHMUS;

- ONpEeAeNIUTh  HANpaBJIEHUS  BO3MOXKHOIO  COBEPILEHCTBOBAHUS  CHCTEMBI
JIOKYMEHTAIlMOHHOT'O 00ECIICUEHNUs yIIPaBICHMUS;

- U3YYUTh TOPAJOK OpraHU3aldd CIYKObl JOKYMEHTAllMOHHOTO OOecreueHus
YIIPABJICHUS B COBPEMEHHOM OpraHU3alnH.

B pe3ynbraTe ocBOCHUS TUCIUTIIMHBI 00 yJaIONTUICS JTOJDKEH:

3HaTh:

- COBpEMEHHBIC MPOOJIEMBI JOKYMEHTAITMOHHOTO 00CCIICUCHHS YIIPABICHHS U apXHUBHOTO
nena;

- IOPSIOK PAbOTHI CITY’KO TOKYMEHTAIIMOHHOTO 00CCIICUCHUS YITPABJICHUS U aPXUBOB.

YMeTs:

- pemath npodeccHoHaNbHBIE 3a7aul B cdepe JAOKYMEHTAIIMOHHOTO O0eCTeueHUs!
yIpaBIeHUS U apXUBHOTO JIENa;

- periiaMeHTHpPOBaTh PadOTy CIIYKO JOKYMEHTAI[MOHHOTO OOECICYCHHS YIPABICHUS U
apXHUBOB.

Bnaners:

- HaBbIKAMH OILIGHKHM COBPEMEHHOTO COCTOSHHSI CHCTEMBbl JOKYMEHTAIlMOHHOTO
oOecrieueHHs YIIpaBIeHUS U ApXUBHOTO JIEJa;

- HaBBIKAMHM OpraHM3alMi paboThl Toapa3AencHuil B cdepe TOKYMEHTAI[MOHHOTO
oOecrieueHHs YIIpaBIeHUS U apXUBHOTO JIeJIa B COOTBETCTBUHU C HOPMATHBHBIMH TPEOOBAHUSIMHU.
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