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I. lTosicHuTEeIbHASA 3aNIMCKA
1.1. Ilean u 3aga4M TUCUUILIMHBI

Lenp aucUUIIMHBI — MOATOTOBUTH BBIMTYCKHUKA, 3HAIOLIETO OCHOBHBIE HANpPABIICHUS
roCyJJapCTBEHHOM perjaMeHTaluu padoThl ¢ JoKymMeHTaMu B Poccuiickoit deneparuu, 3a1adu
CITY>OBI JIOKYMEHTAIIHOHHOTO OOECIICUeHHUsI YIPABIECHUS M BIIAJCIONIET0 METOIaMH aHAIN3a |
COBEPILICHCTBOBAHUS TEXHOJIOTHUU TUITOBBIX JI€JIONPOU3BOICTBEHHBIX ONEpPALIUN.

3ajauu JUCHUTUINHBL:

- H3YYUTH HCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CHCTEMBI JICTIONPOU3BOJICTBA;

- OBJIQZIETH CIIEIIMATIBHON TEPMUHOJIOTHEH;

- M3yYUTh COBPEMEHHYIO 3aKOHOJATENIbHYIO, TPaBOBYI0 U HOpMaTHBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHEIH;

- copMHUpOBATE Y CTYJICHTOB HABBIKU BBHITIOJTHEHHSI OCHOBHBIX JIEIIOMPOU3BOICTBEHHBIX
omnepauuid B YCIOBHUSIX TNPUMEHEHHS] TPAJAMIIMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJIOTUUN
00pabOTKH IOKYMEHTOB;

- chopMupoBaTh HaBBIKM aHajdN3a CHCTEMbI JOKYMEHTAI[MOHHOTO OOecreueHus
YIIPaBIICHHUS;

- ONpeAeNUTh  HAaMpaBJ€HUS  BO3MOXKHOIO  COBEPIICHCTBOBAHUS  CHUCTEMBI
JOKYMEHTAI[MOHHOTO O0eCTieueHus yIpaBiIeHHUS,;

- U3YYUTHh TIOPSAJOK OpraHu3aldd CIyXObl JOKYMEHTAI[MOHHOTO OOecTeueHUs

YIIPaBJICHUS B COBPEMEHHOM OPraHU3alUH.

1.2. IlepedeHb mIaHUPYEMBIX PE3yIbTATOB 00YUEHM IO TUCHUITINHE, COOTHECEHHBIX C
WHIWKATOPaMU JOCTIDKEHUST KOMITETeHIII

KomnereHnuus MHaukaTopbl KOMIeTeHI Ui PesynbTaThl 00yYeHUs
(xom u (xom ¥ HaMMeHOBaHUe)

HalMEHOBaHIE)
OIIK-2. Cmocoben | OIIK -2.1. 3HaeT OCHOBHBIE 3HaTh: COBPEMEHHBIE ITPOOIEMBI
HAXOJUTh COBPEMEHHBIC TIPOOIEMBI TOCTPOCHHUS JIOKYMEHTAILMOHHOTO 00ecTedeHus
OpraHu3allOHHO- CHUCTCMBI JOKYMCHTALlHOHHOT'O YIIpaBIEHUSA U apXUBHOTO €A
YIIPABICHUECKHE 00eCTICUCHHs YIIPABICHUS U ApXUBHOTO
permens npu | Aena YMeTh: pemats npodeccuoHaNbHbIC
pelleHMH  3amay B 3amauu B chepe JTOKyMEHTAIIMOHHOTO
chepe cBOGii obecrieueHust ypaBieHUs U apXUBHOTO
podheCCHOHATEHON Aena
ACATETLHOCTH BrajieTs: HaBBIKAMH OILIEHKH COBPEMEHHOTO

COCTOSIHUSI CHCTEMBI JOKYMEHTAllUOHHOTO
o0ecrieueHns yIpaBICHNS U apXUBHOTO
Jena




OIIK-2.2. Opranu3oBsIBaeT padoty 3HaTh: TOPAIOK PabOTHI CITYXO
TOJIpa3IeIICHUH B cdepe JIOKyMEHTallMOHHOTO 00ecreueHus
JIOKYMEHTAI[HOHHOTO 00eCIeYeHHUs YIIpaBJIEHHUs M apXHBOB

YIOPABJICHUS W apXUBHOTO Jieia
YMeTb: pernaMeHTHpOoBaTh paboTy ciayx0

JIOKyMEHTAI[IOHHOTO 00eCreueHNs
YIIPABJICHUS U apXUBOB

Braners: HaBbIKaMK OpraHU3aLMH PAOOTHI
ToIpa3ieNieHui B cepe
JIOKyMEHTAIIIOHHOTO 00ecneyeHuns
YIIPaBJICHUS U apXHUBHOTO JieJia B
COOTBETCTBHH C HOPMAaTHBHBIMU
TpeOOBaHUSIMU

1.2. MecTo TUCHMIUIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTeIbHOM MPOrpaMMbl
HMuctunmuaa «Opranuzanus 1 TexHosjorus JIOY» oTHocutes kK 00s3aTenbHOM 4YacTH
OJI0Ka TUCUUIUIMH y4eOHOTO IJIaHa.
Jlist OCBOGHUWSI JHUCUUIUIMHBI HEOOXOJMMBI KOMIIETEHIINH, C(HOPMUPOBAHHBIE B XOJE
W3Y4YeHUs CICAYIOMUX AUCHUIUIHH: «/{oxymenToBeaeHne», « OCHOBBI pOCCUHCKOTO MPaBay.
B pesynbraTre 0CBOEHUS TUCIUILIUHBI (POPMHUPYIOTCS KOMIETEHIINN, HEOOXOAUMBIC JIJIs
M3Y4YEHUs CIEAYIOMIMX TUCUUIUIMH U MPOXOXKACHUS NpakTuk: «KaapoBoe 1e10mponu3BOICTBOY,

«OpI‘aHI/IBaI_[I/IOHHBIC OCHOBBI CTaHAApTU3alIMA JOKYMCHTAIIMOHHOI'O obecneueHuUs YHPaBJICHUA »



2. CTpyKTypa JUCHMILIAHBI

OO6m1ast TpyA0EMKOCTh TUCIUIUIMHBI COCTABIISACT 4 3.€., 144 akaJeMUYeCKUX Jaca.

CTpyKTypa AUCHUIIMHBI V11 04HOH ()OpMBbI 00y4YeHu st
O0beM TUCIHMIUIMHBI B OpME KOHTAKTHOW PabOThl OOYYAFOIIUXCS C TENarorHIeCKHMH

paboTHUKaMU U (WJIM) JTUIAMH, TPUBIEKaEMbIMH K pealn3aliu 00pa30BaTeIbHONU MPOrpamMMbl
Ha MHBIX YCJIOBUSAX, IPU MPOBEACHUN YUEOHBIX 3aHATHIA:

Cemectp | Tum yueOHBIX 3aHATHIA KomnuecTBo
4acoB
3 Jlekuun 32
3 JlabopatopHblie paObOThI 48
Bcero: 80

O6beM AUCUMILTUHBL B (hOpME CaMOCTOSTENbHON paboThl 00yJaromuxcs cocTapiseT 64

aKaJCMHUYCCKHUX Yaca.

3. Conep:xkanue AUCHUNIHHBI

WCTOYHMKH U JINTEPATypa

Ne | HaumeHoBaHMe pa3aesia Conepxanne
JTUCIHUILINHBI
1 1. Hazgauernue Kypca, [Ipenmer, comepkaHue W  3a7add Kypca.

TepMuHONOrHMS OCHOBHBIX IOHATUH B 001acTH
JIeNoNpon3BoAcTBa,  ee  sBomonus.  OueHka
TEPMUHOB B OT€UECTBEHHOH JINTEPATYpE.

B3aumocBs3b OpraHu3aIu u
TEXHOJIOTUM TOCYJapCTBEHHOIO J€JIONPOU3BOJICTBA
c pa3BUTHEM TOCYIapCTBEHHOIO arapara, ero
(GYHKIMSAMH U CTPYKTYpOIl. [Tepuonuzarus
OCHOBHBIX ATAIIOB Pa3BUTHSI JEIIOTPOU3BOCTBA.

OCOOeHHOCTH M 3aKOHOMEPHOCTH PabOTHI C
JIOKYMEHTaMHU B YUpexAeHUaX Poccuu B pa3inyHbIe
HCTOPHUYCCKUC TICPpUOAbI, HX HNPCCMCTBCHHOCTL B
YCIIOBHSX JICATEIIEHOCTH COBETCKOTO U POCCHICKOTO
roCy/apCTBEHHOIO aIapara.

Mecro kypca cpeau ApYrMX H3y4aeMbIX
JUCHUIIINH.

O0630p HCTOYHHKOB U JUTEpPaTyphl IO
nenonpoun3BocTBy B Poccun 1o 1917 1.

Jlutepatrypa 10 Hay4YHOW OpraHu3aluu




yrpasiieHdeckoro tpyaa B 1920 - 1930-x rr., ee
3HAYCHHE JIJIST U3YUEHUS Kypca.

PabGoter mo nemompoumsBomctBy  1960-x -
1980-x IT., dhopmupoBanue HOBBIX
palMOHAIN3AaTOPCKUX HAEH M HX OTpaKeHUe B
VCTOYHHKAX U JIUTEpaType, NEPUOJUNYECKON NeYaTH.

CoBpeMeHHass crnenuanbHas JHUTeparypa,
y4eOHMKH U ydeOHble mocoOus. M3meHeHue
TEMAaTUKU HAay4yHO MpakTU4eckux pador B 1900-¢ -
2010-e IT. B CBSI3U C CO3aHUEM
ABTOMATU3HPOBAHHBIX CHUCTEM JIEJIONPOU3BOJICTBA,
COBPEMEHHBIX CpenCTB KOMMYHHMKAIIUH,
OPraHU3alMOHHON U BBIYMCIUTEIbHON TEXHUKHU.
Jluteparypa 1O TEOpUM U IPAKTUKE YIIPABJICHHUS
JMIOKyMeHTanue 3a pyoekoM. OreHKa BO3MOXHOCTH

3aMMCTBOBAHUA Sap}’GC)KHOFO OIIbITa pa6OTLI C
JAOKYMCHTaMHU

2.1. Bo3HMKHOBEHHMEe M pa3BUTHE

AeJIONPOU3BOACTBA B
yupexaenusix Poccun XVI - XVII
BB.

PermaMmeHnTanus 3aK0oHOIATEILHLIMHA aKTaMU
XVI - XVII BB. OTHENBHBIX CTOPOH CO3/IaHUA W

odopmIIeHUs JIOKyMEHTOB, 00s13aHHOCTEH
“cyKunpix” JII0JICH. Opranuzanus
JIETIOTIPOU3BOJICTBA B IEHTPAIBHBIX YUPEIKICHUIX
Pycckoro LEHTPaIN30BaHHOIO rocyaapcTBa

(mpuKa3ax), 1 MECTHBIX YUYPESIKACHUAX (IPUKA3HBIX
u306ax), ero oco0eHHOCTH. OCHOBHBIE ATAIbI PabOThI
c JOKYMEHTaMH, JIeIIOTIPOM3BOICTBEHHbIC
oneparuu. Ctonbiosast hopMa AeTOMPOU3BOICTBA.

2. 2. [OenonpousBoactBO B
yupexaeHuax Poccun XVIll B

XapakTepucTUKa «I"eHepanbHOrO
periiaMeHTa» 1720 T. KakK OCHOBHOTI'O
3akoHozarenpHoro akra XVIII B. mo opranusanuu
JIEJIONPON3BO/CTBa. PernaMmeHranus AOKHOCTHBIX
00s3aHHOCTEN CIOyKalMX B 3aKOHOJATENIbCTBE
XVIII B. TaGenb o panrax 1722 r. Ponb cekperaps
B KOJUIEKCKOM Jienonpou3BojcTBe. OcoOeHHocTH
TEXHOJOTMM  JeJI0onpou3BoAcTBa.  OpraHusaunus
apXUBHOT'O XpaHEHUsI JOKYMEHTOB.

«O0u1ee yupexaenue ryoepackoe» 1775 . o
NOpsIZIKE  JENONPOU3BOJACTBA U YCTAHOBJICHUE
UEepapXUU B JOKYMEHTHUPOBAHUHU B3aUMOOTHOIIECHUN
LEHTPAJIbHBIX M MECTHBIX yupexaeHuil. Oranuus
TexHosiornu  JenonpousBojactea  XVIII B, ot
TEXHOJIOTUH ITPEIIIECTBYIOLIET0 NEPHOoa.




2.

3. Jesonpou3BoACTBO B

yupexaenusax Pocemn XIX -
Hayaje XX BB.

«OO0uiee yupexJIeHue MUHUCTEPCTBY
1811 r. Kak OCHOBHOMH 3aKOHOIATEIBLHBLINA aKT IIO
eIMHOOO0pa3HOMY TIOPSIIKY JCJIONPOU3BOJACTBA B
yupexaenusix XIX B. Co3gaHue  cUCTEMBI
JIETIOTIPON3BO/ICTBA, COOTBETCTBYIOIIEH
€MHOHAYAJILHOMY MOPSIKY NPHUHATUS pELICHUN B
HEeHTpaAbHBIX  yupexkaeHusix Poccunm XIX  B.
PernamenTanus qBUKeHUs TOKYMEHTOB.

TenmeHuun pocra JOKYMEHTOOOOpOTa H
MEphl IO €ro COKpAaIlEHHWIO B 3aKOHOAATENIbCTBE
XIX B. Bnnguaue HOBBIX CpeJICTB
JIOKyMEHTUPOBaHUS, CBSI3H, KOIHUPOBAIbHOU
TEXHUKH Ha CHUCTeMy paboThl C JOKYMEHTaMH.
Pazpabotka palMOHAIbHBIX CcUCTEM
JIEJIONPOU3BOJICTBA B OTHAEIBHBIX BEIOMCTBAX U
3HAQYEHHE HTOrO ONbITa s  MOCIEIYIOIIETro
pPa3BUTHS ACIONPOU3BOICTBA.

CoBpemMeHHast OIICHKA CHUCTEMBI
JIETIONPOU3BOJICTBA JOPEBOIIIOUUOHHOW Poccun u
€ro BIIMSHHUE Ha JaJIbHEWIIee pa3BUTHE CIIOCOOOB U
METOJI0B padOThI C JOKYMEHTaMHU.

2.4.

CraHoB/1eHMe M pa3BUTHE
A€JIONPOU3BO/ICTBA B
COBETCKHX TO0CYIapCTBEHHBIX
yUpeKIeHHsIX.

[oucku paruoHaNBHBIX (OPM OpraHH3aIUN
nenonpou3BosctBa B 1919 -1920-e ronpr.

Hayunas opranusanust ynpaBlIEHYECKOTO
Tpyda Kak (opma OOIIECTBEHHOTO MABIKECHHUS 3a
panoHaIN3aUIo Tocanmnapara.

Co3nanue Hay4YHO-UCCIEA0BATEIbCKUX
WHCTUTYTOB, BEIOMCTBEHHBIX U BHEBEIOMCTBEHHBIX
OpraHoB palroHaNN3alUH, ux
HCCJIEI0BATENbCKAs ACATENBHOCTh U MPAKTUYECKHE
pa3paboTKU MO0 BHEAPEHHIO HAYYHOH OpraHu3aluu
ynpasieHdeckoro Tpyaa (HOVT).

OneiT pabotel OTAena agMUHUCTPATUBHOM
texuukn (ATO) HK PKU CCCP, akmuonepHoro
obmectBa «Oprecrpoit», MHCTUTYTA  TEXHUKH
yIpaBiIeHUS o palroHaNu3aluu
JIEJIONPOU3BOJICTBA B LIEHTPAJIBHBIX M MECTHBIX
YUPEXKIECHUSAX.

XapakTtepucTuka ©  3HadeHne «OOmmx
NpaBWI JOKYMEHTALUH U JOKYMEHTO000pOTa» Kak
HOMBITKA 0000IIEHHs METOAOB PpalMOHAIU3ALNN




NENONPOU3BOJCTBA W BHEAPEHUS B MPAKTHKY
paboThl  €IMHBIX NpaBUJ  OpTaHU3AIMH |
TEXHOJIOTHH JIEJIONPOU3BO/ICTBA.

JlesiTenbHOCTD ['maBHOTO apXUBHOTO
ynpaieruss (I'AY) CCCP mno wmertomuyeckoMmy
PYKOBOJICTBY JIeJIONPOU3BOCTBOM.
Metoanueckue paspadotku 'AY CCCP 1960-x rr.
[0 OpraHU3aluu ¥ TEXHOJOTUU JEIONPOU3BOICTBA.
Cozpanne u BHenpeHue OCHOBHBIX IOJIOKEHUN
Enunoit roCy/AapCTBEHHOM CUCTEMBI
nenonpousBogactBa (EI'CH), ee 3HaueHue s
OpTraHH3alliK JETONPOU3BOJICTBA B YUPEKICHUSIX U
OpraHu3aIusX.

AKTHUBH3AIUSl COBEPIICHCTBOBAHUS
nenornpoun3BojictBa B 1970-e — 1980-e rr. PazButue
TEOPETUYECKNX W TPUKIATHBIX HCCIEAOBAaHUN B
obnactu COBEPLICHCTBOBAHUS
JOKYMEHTAITMOHHOTO OOECTIeYeHHUs  YIPaBICHHS.
@opMUPOBAHHE KOHIIEMIUH JOV. e,
HazHadeHue, cocrtaB  OCHOBHBIX  IOJIOKEHUM
I'CAOY, xapakTepuCTHKa OCHOBHBIX TMOJOXKCHUH U
TEMaTHYECKHUX Pa3/IesIoB.

3.1. Opranuzanus
JAOKYMEHTALIMOHHOT' 0
olecrieyeHusi ynpaBjieHUs

Hoxymenmayuonnoe obecneuenue
VAPAGAEHUsL - OCHOBA MEXHONI0UU YNPAGIEHUS
[Tonsarue «IOKYMEHTAIMOHHOE
obecrieuenne ynpasineHus» (AOVY). CooTHomeHne

MOHATUHN «J1eJI0NIPOU3BOJICTBOY,
«JIOKyMEHTallUOHHOE oOecreyeHne yIpaBICHUSI,
«yIpaBlieHUE JOKYMEHTaMU. Ynpasnenue
JOKyMEHTaMU KaK COBOKYNHOCTb JIEUCTBHI C
JIOKYMEHTaMU OpraHH3aIiu c (180
JI0OKa3aTelibcTBa  NPOBEJICHUSI  YIPaBICHUYECKUX
orepanuii. TpeGoBanus K YOpaBIeHUIO
JIOKYMEHTaMH.

VYnpaneHnueckas JeSATEIbHOCTh u

JOKYMEHTAIlMOHHOE ~ 00eCIieYeHue  YIpaBlICHHUS.
JIOKyMEHTaIlMOHHOE O0ecTeueHUe YIpaBIICHUsT Kak
(GYHKIUS YIPaBICHHUS, €r0 MECTO CpeId IPYTrHx
GyHKIUI yrpaBieHus. 3HaUY€HUE JOKYMEHTOB st
peaii3aluny YIpaBJICHUYECKUX peleHuil. BiusiHue
XapakTepa YIOPaBIEHHUS, MIPUHIUIOB IIPUHATUA
YIPABJICHUYECKUX PEUICHUM  HA OpPraHu3aluio Hu
TEXHOJIOI'IO JOKYMCHTAIITMOHHOI'O oOecrieyeHus
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yTIpaBJICHUSI.

JlokyMeHTalmoHHOe o0ecrnieueHue
yIpaBJIeHUSI KaK CHCTeMa paboThl C JTOKYMEHTaMH.
@dakTophl, BIUSIONIME HAa €ro OpraHu3alui |
TEXHOJIOTHIO B YUPEXKICHHSAX, OpraHU3alMAX M Ha
OPeANpPUATHAX ~ Pa3IM4YHBIX  OpPraHU3alMOHHO-
npaBoBbIX GopM. OpraHu3aloOHHbIE, MPABOBBIE,
COIMAJIbHBIC U TCHXOJIOTUYECKHE AaCIEKTHI
JIOKYMEHTAIMOHHOTO 00eCTIeueHHsI yIpaBIeHUs.

Bnusaue aBTOMaTHBHpOBaHHOﬁ TCXHOJIOTHUHN
00pabOTKM  JOKYMEHTOB  Ha  JIOKYMEHTAIlMOHHOE
obecrieyenue YIpaBJICHUA.

B3anmocssi3b JIOKYMEHTAIMOHHOTO
obecrnieueHus yIpaBlIeHUs c XpaHEeHUuEM
JOKYMEHTOB B apXWBE€ OpraHu3allui W B
roCy/AapCTBEHHBIX apXHUBaX.

Hanpaenenus cocyoapcmeentozo
pecyiupoBarus 0eionpou3800Ccmaed
6 1990-e — 2000-e 200wi.

XapaKTepucTuka 3aKOHOJATEIbHBIX H
HOPMAaTHUBHBIX  IIPAaBOBBIX akTOB Poccuiickou
Odenepanun,  perIaMEHTHPYIONIUX  paboTy  C
MOKyMeHTaMu.  HampaBieHuss rocyaapCTBEHHOTO
peryiupoBaHus. 3aKOHOAATENTBHOE 3aKperyieHHe
o0mux TpeboBaHM K JOKyMEHTaM U CHCTeMaM
yIpaBIeHUS. OTBETCTBEHHOCTh 32 paboTy ¢
JOKYMEHTaMH ¥ UX COXPaHHOCTb.

XapakTepucTuka HOPMAaTUBHO-
METOJUYECKUX  JIOKYMEHTOB  MEKOTPACJICBOTO
JIehcTBHS.

3.2. Opranmsanus ciayxos1 J1OY.

Opranu3zalnoHHbIE (bopmbI
JOKYMEHTAI[MOHHOTO  OOeCHeYeHus yHpaBiIeHUS.
®daxTophl, oTnpeeNsoIne BBIOOD
OpraHU3aIMOHHOMN dbopmbl B KOHKPETHOU
OpraHH3aIiHy.

OcHoBHas 11eJ1b, 33/1a4U U (PYHKIHMU CITYKOBI
J0YV.

Tunossie cTpyKTYpBI Ci1y)KO0bI J[OY.

PernamenTanusa byHKIMIA
nojpa3ieNeHnui 0  JOKYMEHTAIlMOHHOMY
oOciyxuBaHuio. TumnoBble M HMHIMBUIYaJIbHBIC
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noyioxkeHus: o ciyxoe JJOY. Tumosoit dopmyrsp
MOJIOKEHUS, COCTaB  HMHQOpMAIUH,  IMOPSI0K
pa3paboTKu U yTBEPKICHUSI.

JIoMKHOCTHONH W YHCIICGHHBIH  COCTaB
paboTHHUKOB ciy)O0bl JIOY. OyHKIIMM paOOTHUKOB
CITY)KOBI J0Y (cexpeTapb CTPYKTYPHOTO
MOJIpa3/ieNeHus, CeKpeTapb PYKOBOAMUTES,
MHCIIEKTOP MO KOHTPOJI U T.JA.). 3aKperuieHue
OTBETCTBEHHOCTH U TOJHOMOYMN pPabOTHHUKOB
cayk6er J1I0Y.  JloiDKHOCTHasi WHCTPYKIMS Kak
OCHOBHOM HOPMAaTUBHBII JIOKYMEHT,
ONpeeSOIUN OpraHU3aIlMOHHO-IIPABOBOE
nojoxeHue paboTHuka. DopMynsp JOHKHOCTHON
UHCTPYKIIMK, COCTaB UHPOpMAIUHU, TMOPSIOK
pa3pabOTKU U YTBEPIKICHUS.

[Monoxenue o ciyx6e JJOY u gomkHOCTHAS
UHCTPYKIUS KaKk  HOpPMaTHBHasT  OCHOBa
pacnpeneneHus Tpyda MEXAYy NOApa3fesICHUusIMU U
VCTIOJTHUTEIISIMU.

HNucTpyKumss 1o JAeIOonpOU3BOJACTBY -
OCHOBHOW HOPMAaTUBHBIN aKT, PErIaMEHTUPYIOIIHM
TEXHOJIOTHIO  JIOKYMEHTAIIMOHHOTO  OOeCTeYeHus
ynpaBieHus.  TUMOBBIE ©W  WHAWUBUIYAJIbHBIE
uHCTpykiuu.  [lopsmok  pa3paboTku,  cOCTaB
uHbopMaIuy, MpaBuia YTBEPKICHUS U BHEIPECHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHu3alud 3a
coOnrofeHne TpeOOBaHUI HMHCTPYKITHH.

HopmupoBanue tpynaa paOOTHHKOB CITY>KOBI
JAOY, TunoBele  HOpPMAaTUBBI  BPEMEHUM  Ha
JIEJIONPOU3BO/ICTBEHHBIE PAOOTHI.

Pa3Mmenienue cTpyKTypHBIX NOAPA3ACICHUMA
cayx6er J[IOY. VcioBus Tpyna, opraHuzanus H
o0opyaoBaHue paboUnX MecCT.

[Topsimox xpaHeHus meuaTeil, ONAHKOB H
npaBuja IOJIb30BAHUSA HMMH. OTHKA JEJIOBBIX
OTHOIICHUMN, TICHXOJIIOTUYECKUN AacmeKkT paboThl ¢
JIOKyMEHTaMHU. [ToaroroBka KaJIpoB
JIeNIOTIPOU3BOACTBEHHBIX ~ CIIYXKO. Dopmbl
MOBBIIICHHSI  KBaTU(UKALMK  CIEIUAINCTOB B

oomactu JIOY.

3.3.
AOKYMEHT0000poTa

Opranmsanus

OnpeneneHue IMOHATHUS
«JIOKyMEHTOO00pOT». OO0mue npUHIUNB |
METOIUYECKHE OCHOBBI OpraHH3aIfH
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JIOKYMEHTO000pOTa, ux peanm3anus B
JNEHCTBYIOIIMX TOCYIAapPCTBEHHBIX HOPMATHBHBIX
JOKyMEHTaX.

CrtpykTtypa U o0mas XapakTepUCTUKA
JOKYMEHTOTIOTOKOB.  O0BEeM JTOKyMEHTOOOOpOTA.
VYuer xonuuecTBa JOKYMCHTOB.

[Ipuewm, MIPOXOXKIECHUE 5 HOPAIOK
HUCIIOJIHCHUA NOCTYyIMaromIux AOKYMCHTOB.
[lepBuunas AKCIIEUIIMOHHAS o0OpaboTka

JNOKyMeHTOB. llpeaBapuTenbHOoe  paccMOTpeHHE
JIOKYMEHTOB. PaccmoTtpenme TOKYMEHTOB
PYKOBOJICTBOM OpPTaHM3ALUH, IPUHITHE PEIICHUS O
XapakTepe MX  HCIOJHEHHS. Hampasnenue
JOKYMEHTOB Ha UCTIOTHEHHE.

JlocTaBka  JOKYMEHTOB  HCIIOJHHTEIISIM,
NopsZIOK  MX TpueMa U mnepepauu. Pabora
UCTIOJTHUTEIIS C JJOKYMEHTaMH. JTalbl NCTIOIHEHHUS.
[Topsimok 00paOOTKM OTMPaBISAEMBIX JOKYMEHTOB.
[MpaBuna opraHuM3anuy ABHXKCHUS BHYTPEHHHUX
JIOKyMEHTOB. HampaBieHust COBEpLICHCTBOBAHHS
JOKYMEHTOO00pOTa U IIyTH €0 COKpAIEHUs.

Tenmennuu pocra JOKyMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aIMsIX. Bnusiaue
aBToMaTH3alMu  oO0paboTku  uMHpOpManMu  Ha
KOJINYECTBEHHBIE u KayeCTBEHHbBIE
XapaKTePUCTUKH JOKYMEHTOO0OpOTA.

3.4. Perucrpanusi JOKyMEHTOB H
opraHu3anus CIIPaBOYHO-
HH(pOpMALIOHHOT 0
00CTy:KMBaHMS.

Peructpanmusi  kak ~ cocTaBHas ~ 4acThb
texHonorun  JIOY. IlpuHmuMnel  peructparuu
JIOKyMEHTOB

XapakTepucTHKa COBPEMEHHBIX
perucTparoHHeix (opM, cocTtaB WHGOPMAIUU U
NOpSAZIOK UX 3anojHeHus. PasBurue cnoco6oB
perucTpanuu B roCyJJapCTBEHHOM
JIETIONIPOU3BO/ICTBE.

B3anMocBs3p perucrpanuu JOKYMEHTOB C
OpraHu3amuen CIIPaBOYHO-UH(OPMAITHOHHON
paboThL, OpraHu3aeil KOHTPOJIS HCIOJHEHUS WU
nocneayrolieit 00paboTKoN JOKYMEHTOB.

WNHpexkcupoBaHue JTOKYMEHTOB. 3HAU€HUE U
npaBuia dbopMupoBaHus WHJIEKCOB.
WHpekcupoBaHue  JOKYMEHTOB B YCIOBUSX
TPaIUIMOHHON 00pPaOOTKH TOKyMEHTOB.
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[IpuHnunel nocTpoeHus HH(GOPMAIMOHHO-
nouckoBbix cucreM (UIIC) pyunoro tuma, ux BUIbI.
NHpopMannoHHO-CIIPaBOYHOE o0cIty>)KUBaHUe
ammapaTta yOpaBJICHUS B YCIOBHAX INPUMEHEHUS
aBToMaTu3upoBaHHbIX TexHosnorui JIOVY. [louck wu
UCIIOJIb30BaHUE UHpOpMaLUU B
aBTomatusupoBaHHsix UIIC.

10

3.5. KoHTpoab  ucHoOJHeHHUS
JTOKYMEHTOB

®opmupoBaHue TpeOOBaHHUM K OpraHU3aINH
KOHTPOJIA VCIIOJTHEHUS JIOKyMEHTOB B
JIEI0NPOU3BO/ICTBE.

3HaueHue KOHTPOJIA 3a CpoKamu
VCIIOJIHEHUS JIOKYMEHTOB B amnmnapare
yIpaBJeHUS. OcHoBHbIE NPUHIUIIBI €ero
OpraHM3aliH.

3agaun  caoyx6b1  JIOY 1no  KOHTpoiro
UCIIOJTHEHUS JOKYMEHTOB. Kareropuu 10KyMEHTOB,
HOJUIEKAINE  KOHTPOJIIO Cpoku ucCnojgHeHUs
JIOKyMEHTOB. Te€XHOIO0rusl KOHTPOJIBHBIX OIlEepaLUil.

PernmaMeHTBl  BHYTpEHHEH  OpraHM3aliu
(denepanbHBIX OPTraHOB HCIOJIHUTEIBHOW BIIACTH
KaK OCHOBAa KOHTpPOJI HCIIOJIHEHHUS JOKYMEHTOB B
TOCYJapCTBEHHOM arnmapare Poccuiickoii
denepauuu.

O0o0611IeHe, aHaau3 M HKCIIOJb30BaHUE
JAHHBIX 00 HCIIOJIHEHUH JOKYMEHTOB B YCIIOBHSIX
TPAIULIIMOHHOW M aBTOMATU3HUPOBAHHON TEXHOJIOTUH
00pabOTKH TOKYMEHTOB

ABTOMATH3UPOBAHHBIE CUCTEMBI KOHTPOJIA
3a CpPOKaMU MHCIIOJIHEHUS JOKYMEHTOB, OIIBIT HX
IIPUMEHEHUS.

11

3.6. Opranuszanus
JeJIONPOU3BO/CTBA no
NpeNIoKeHUsAM, 3asiBJeHUSIM H
’KaJ100aM rpaskaan

OO11eCTBEHHO-IOJUTUYECKOE U COLIMATIBHOE
3Ha4YCHHE OOpaIleHW TpaxkaaH. 3aKOHOAATeJIbHAs
pernaMeHTanuss  paboOThl € HPEJIOKEHHUSIMH,
3asIBIICHUSMH U 5Kajio0aMu Tpak/iaH.

dopmupoBaHue HOPMAaTHUBHOM 6a3bl,
periIaMeHTHpYIOIEel  OpraHM3aluil  paboThl ¢
oOpalleHus MU TpaXJaH B  TOCYJapCTBEHHOM
anmapare.

OcHoBHble 3amaun  ciayx0el  JIOY 1o
opraHu3anuu paboThl ¢ 0OpallleHHsIMU I'paxkJaH, ee
ocobenHocTH. Onepalyu 1o NpueMy, perucTpalmy,
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KOHTPOJIIO HCIIOJIHEHUS, TPUHITHIO PEIICHUH TI0
oOpamenussiMm  rpaxaad. CpokH  HCIIOJTHCHUS.
TpeboBaHMsI K COACPKAHUIO OTBETHBIX JIOKYMEHTOB.
dopmMupoBaHUE U XpaHSHHUE JIET C MPEIIOKCHUSIMH,
3asMBJICHUSAMH W jkamoOamu rpaxknaan. O0oOmieHue,
aHaJlM3 W WCIOJbh30BaHWE JAHHBIX O padoTe ¢
00OpaleHUs MU TPAXKIAH B allliapaTe yIpaBIeHHsL.

Opranuzanus npuema rpakJIaH B
TOCYAapCTBEHHBIX yUpekaeHUsIX. DOPMBI U METOIBI
COBEpPILICHCTBOBAHMS Pa0OTBI C  OOpaIlICHUIMHU
TpaXJaH B OpraHax TrOCYJapCTBEHHOW BIACTU H
yIpaBJICHUs, B OOIIECTBEHHBIX OPraHU3aIIUAX.

[Ipumenenue ABTOMATH3HPOBAHHBIX
TEXHOJIOTMH A7  TOJATOTOBKM  OTBETOB  H
OpraHu3aIuu nH(OPMAIIMOHHO-CIIPABOYHON
CIyObl B YYpPEXKACHUAX C OONBIINM OOBEMOM
oOparieHult rpax;iaaH.

12

3.7. XpaHeHHe JOKYMEHTOB B
AeJIOTPOU3BO/ICTBE OPraHU3AIUU

OpeaHuaauwz meKyweco XxpanerHus
aOKyMeHn’lOG u obecneueHue ux COXpaHHOCmMu

OCHOBHBIE  TTIOJIOKEHHUS SaKOHOI[aTeHBHOﬁ
periraMCcHTallunu XpaHCHUA JOKYMCHTOB B
Poccuiickoit denepauuu. Meroanueckue
JOKYMCHTEI 110 OpraHu3aly XpaHCHH.

XpaHeHuEe  JTOKYMEHTOB B CTPYKTYPHBIX
noApasacICHUAX OpraHu3anuu OTBETCTBEHHOCTh 34
COXPaHHOCTh JOKYMEHTOB. OpraHusaius CIpaBOYHOMN
paGOTLI " MOPpAAOK BblAaYM NJOKYMEHTOB BO BPEMCHHOE
[I0OJIb30BaHUHE  INPU  XpaHEHMH B  CTPYKTYPHBIX
MOJIpa3AEICHUSIX. XpaneHue JIOKYMEHTOB Ha
HCTPAAUIIMOHHBIX HOCHUTCIIAX.

CoxpaHHOCTh JOKYMEHTOB TIPH pEOpTaHU3aIlliu
Y JUKBUJAUWN OpraHU3aLnin.

Homenxnamypa oen

[TonsiTHe «HOMEHKIIATypa jaein». HazHaueHue
HOMEHKJIAaTyphI niest. HoMeHkatypa aen kak OCHOBa
CHUCTEMAaTH3allud  JIOKYMEHTOB B  MEAX WX
MOCIIETYFOIIETO XPaHEHHS.

TpeGoBaHMs K COCTABICHHIO HOMEHKJIATYPbI
nen.  Mx  pernmameHTanusi B 3aKOHOZIATEIbHBIX
aKTax ¥ HOPMATHUBHO-METOJUYECKUX JOKYMEHTaX
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MEKOTPACIEBOrO JICHUCTBHS.

Buapl HOMEHKIATYp 1€, UX OCOOCHHOCTH H
Ha3HAYEHHE MeToauka COCTaBJICHUS
HOMEHKJIATyPhI bi (S H3y4YeHUE cocTaBa
JIOKyMEHTOB,  pa3paboTka  KiacCH(PUKAIMOHHOMN
CXEMBI; COCTaBJIEHHE 3aroJIOBKOB Jel U HX
CHUCTeMaTH3alMsi C  Y4eTOM  YCTaHOBJIEHHBIX
TpeOOBaHMIA.

[Mopsimox odopmneHusi, corjiacoBaHus U
YTBEPKJICHHSI HOMEHKJIATYphI fiei. CPOKU XpaHCHHS
JIOKyMEHTOB

Hcnonb3oBaHne HOMEHKIATyphl J€l B
ONEPaTUBHOM XpPaHEHUU U apXMBE OPraHU3aAIUU.

Opeanuzayus u NOpsi0oK hopmuposanus
oer

[onsarue “¢popmupoBanue aen”’, OCHOBHBIE
TpeOOBaHUS K  TPOBENEHUIO 3TOW  pabOTHI.
CoBpeMeHHass HOpPMaTHUBHO-MeTOAWYecKas 0asa,
ompezaenstonas TpedoBaHus K (OPMUPOBAHUIO JICIT
B JICJIONIPOM3BOJICTBE.

®dopMupoBaHHe eI B OpraHU3alusx
pa3IUYHBIX YPOBHEW yIpaBJiCHHUS. 3aladul CIIyKObI
JOVY wu apxuBa opraHuzanud 1o  OOECTICUCHHIO
KayeCTBEHHOT0 (OPMUPOBAaHUS JEIl. [IpaBuna
dbopMupoBaHUs B J€Nla JIOKYMEHTOB Pa3IMYHBIX
BUJIOB. lIpuHIMOBI cucTeMaTH3auuu JOKYMEHTOB
BHYTpH JIe]I.

OPZCZHMSGL;uﬂ oKCcnepmuszbl yeHHocmu

O0OKYMeHmos
IMousartue “akcrnepTusa LIEHHOCTH
JIOKyMEHTOB”. HopmaTtuBHo-MeToinueckue H

TEOPETUYECKHE OCHOBBI MPOBEJICHHSI SKCHEPTHU3BL.
TpeboBaHMs K IPOBEIEHUIO SKCIIEPTU3bl 1IEHHOCTH
JIOKYMEHTOB.

Opranuzanus paboThl  LEHTpaJIbHOU
skcriepTHoit  komuccuun (UDK) wu  skcmeprHoi
komuccun (OK) yupexneHus (opraHuzanuu) IO
IPOBEJCHUIO DKCIEPTU3Bl IIEHHOCTH JIOKYMEHTOB.
[lonoxxenne o0 skcnepTHOM Komuccuu. IlpaBa u
(YHKIMU SKCIEPTHOW KOMHUCCHH, TOPSIOK €€
paboTHL. JlokyMeHTHpOBaHUE JeSITEJIbHOCTH
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SKCIEPTHOM  KOMHUCCHHM.  JTambl  MNPOBEACHUS
9KCIEPTHU3bl LIEHHOCTH JOKYMEHTOB. OdopmieHue
pe3yJIbTaTOB SKCIEPTU3bI LIGHHOCTH JOKYMEHTOB.

IMonsarue “rnepeyeHb JIOKYMEHTOB”.
Haznauenne u UCIIONIb30BaHUE TIEpeyHeil B
KayeCTBE OCHOBHBIX MCTOYHUKOB MO YCTAHOBIJIEHUIO
CPOKOB XpaHEHUss U oO0ecredeHus eIUHCTBA
OIIepaTUBHOTO XpaHeHUs JIOKYMEHTOB B
JIEIIONPOU3BOJICTBE U APXUBE OPTaHHU3AIIH.

TumoBble ¥  BEAOMCTBEHHBIE TMEPEYHH.
Hcnonb3oBaHue mepedHed Ui COCTaBJICHUS
KJIaCCU(UKATOPOB M HOMEHKJIATYP JIe.

Iloozomoska u oghopmnenue oen

Yuudukanus  TpeboBaHMNH K  Jenawm,
caaBacMbIM B apxuwB. HopMaTHBHO-METOIMYECKHE
JOKYMEHTBI ~ MEXOTPAcIeBOTO  JEHCTBUS 00
odopMIIEHUH JET.

OcHoBHbIE TpeOOBaHUS K OGOPMIICHHIO JIE.
[TommHoe n yacTuuHOE odopmieHue nei. [lommmueka
nen. Hymepamus mucToB. 3aBepuTENbHAS HAIUCH.
BryTtpennss omnuck. OdopmiieHre OOJOXKKH e
MIOCTOSTHHOTO W BPEMEHHOT'O XpaHEHHUSI.

Onucu den
IMonsarue «OIIUCH . [IpaBuna
COCTaBJICHUSA OITMCH bi(S)) CTPYKTYpPHOTO
noApa3IeaeHuUs. Bunpr omumceit.  Odopmiienne

OIMCH JEJI CTPYKTYPHOTO MOAPAa3IeICHMSL.
Ilopsidox nepedauu den 6 apxue
opeanuzayuu

[lepemaua nem B apXuB  OpraHM3alUM.
B3aumoneiictBue cinyx6s1 JIOY u apxuBa npu
(GOpMHMpPOBAaHMM  OCHOBBI  JJIsl  MOCJENYIOIEro
XPAaHEHUS U UCIIONIb30BaHUs TOKYMEHTOB. EnquHCTBO
OpraHu3aluu JOKYMEHTOB B JIEIIONPOU3BOACTBE U
apxuse.

13

3.8. Hanpasienus
coBepuieHcTBoBanus 10Y

YrupaBneHue TOKYMEHTAMH KaK 4acTh CHUCTEMBI
yopaBieHus KkadecTBoM. CraHmapTH3alus MpOIEayp
yHOpaBieHHS JOKYMEHTaMH KaK METOJWYecKas OCHOBa
JIESITSILHOCTH CITYkO0 TOKYMEHTAIIHOHHOT'O 00ECIICUCHHUS
yIpaBIICHHS B POCCUHCKIX OpraHU3aIUsIX.

PazBuTne perjameHTalMu JOKYMEHTAIIMOHHOTO
oOecrnieueHus yrnpaBieHUs. Poib THIIOBBIX PErJIaMEHTOB
OpPraHoB T'OCYJIapCTBEHHOM BJIACTM M YIpPaBJIEHHUS B
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PETyINPOBaHUN JOKYMEHTAIIHOHHOTO O0eCIedeHns X
JesTeNbHOCTU. BHYTpeHHNE perIaMeHThl OpraHu3alui.

CoBepIlIeHCTBOBaHHE JIOKYMEHTAIIMOHHOTO
o0ecrievueHus ynpaBieHHs B TOCYAapCTBEHHOM amapaTe,
OpraHW3alUAX  pPa3IMIHBIX  (HOPM  COOCTBEHHOCTH
(TocynapcTBEHHBIX u HETrOCYyJIapCTBEHHBIX ).
YnopsiioueHne OpraHU3alUOHHBIX (OPM H METOJIOB
paboThI C TOKYMEHTaMH.

PernamenTarust  QyHKITHE, CTPYKTYpHl |
OpraHHU3alMOHHO-TIPABOBOTO NoJoXxeHus ciayx0 JJOY.

Bnusiaue HOBBIX  WH(OPMAIIMOHHBIX
TEXHOJIOTUA Ha COBEPLICHCTBOBAaHUE YIIPABIEHUYECKOMN
nesrenbHOCTH B JJOY.

4. O0pa3oBaTe/ibHbIC TEXHOJTOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH

No HanmeHoBaHue Buapl yueOHbIX
. Oo0pa3oBaTebHbIE TEXHOJIOTUH
n/n pa3nena 3aHATHH
1 2 3 5
1. |Ilpenmer, conepxanue, |Jlexmms 1. BBoaHas jeknus ¢ UCIOJIb30BaHUEM
3a1a4u Kypca BHJIEOMATEPUAJIOB
[ToaroroBka K JIGKIWU C UCMIOIB30BAaHUEM
paBoBBIX 0a3 «KoHcymbranT», «["apanT u mp.,
CamocrostenpHas |CaliTa «Zakonbasey: 3akoHoaTenbHas 6a3a
pabota Poccuiickoit ®enepanuun
2. |Bo3HuKkHOBEHUE U Jlexmusg 2. Jlexnus-0ecena

pa3BuUTHE
JeTIONIPOU3BOJICTBA B
yupexaeHusx Poccuu
XVI - XVII BB.

JlaGopatopHoe 1

Pabora ¢  MeToguueckMMu ~— MarepHaJaMH,
KOJUICKITUSIMH JTOKyMEHTOB (oHIa J1abopaTopuu
JIOKYMEHTOBE ICHHSI

[ToaroToBka K JEKIUHU C MCIOIb30BaHUEM (DOHIIOB
OUOIMOTEKH PITY u naboparopun
JOKYMEHTOBEJICHUSI U TPAKTHYECKOMY 3aHITHIO B
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COOTBETCTBUM € METOAUYCCKUMU YKa3aHUSAMH I10
BBITTIOJTHCHHUIO ITPAKTUYCCKUX 3aHIATUH.

CamocrosiTenpHas
pabora
Jlenonpon3BoICTBO B Jlexmmst 3. Jlexnus-06ecena
yupexaeHusx Poccun
XVII B
JlaGopatopHoe PaboTa ¢ MeTomMIEeCKUMH MaTepHAIAMH,
3aHATHE 2. KOJUIEKIIUSIMU IOKYyMEHTOB (hOoH/Ia JTabopaTopuun
JOKYMEHTOBEICHUSI
[MoaroroBka K JIEKIUH C UCIIOJIIL30BAaHUEM (OHJIOB
OMOITHOTEKN PITY u nmabopaTopuun
JOKYMEHTOBEJICHHS W TPAKTUYECKOMY 3aHSTHIO B
COOTBETCTBUU C METOJWYCCKUMH YKa3aHUSMU I10
CaMOCTOATENBHAS | 10 /HEHNIO IPAKTHYECKIX 3aHSTHIA.
pabora
[enonpons3BoacTBo B Jlexnus 4. Jlexnus-0ecena
yupexaenusx Poccun
XIX - nauane XX BB.
JlabopatopHoe Pabora ¢ MeToTmueckuMy MaTepHaiaMH,
3aHATHE 3. KOJUIESKIIUSIMU IOKyMEHTOB (hOHIa JTabopaTopun
JOKYMEHTOBEICHUSI
[loaroroBka K JEKIUH C WCIOIB30BaHHEM (DOHIOB
OMOTHOTEKH PITY u nmabopaTopun
CaMmocTosTensHast | IOKYMEHTOBEICHHSI M MPAKTUYECKOMY 3aHSITHIO B
pabora COOTBETCTBUM C METOIMYECKUMH YyKa3aHUSMH IO
BBITIOJTHCHHUIO IPAKTHYCCKUX 3aHATHI.
CraHoBneHue u pazputue |Jlexkmus 5. Jlexkuusi-nuckyccus
JIEJIONPOU3BOJICTBA B
COBETCKHX
roCy1apCTBEHHBIX CamocrositensHas [[IoAT0TOBKA K JIEKLIWH € UCIIONB30BaHUEM (DOHIOB
YIPCKACHUAX pabota oubmorexu PI'TY u naboparopun

TIOKyMEHTOBEICHU/
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Opranuzarnus Jleknus 6. [IpobnemHas JeKIus
JOKYMEHTAILOHHOT O
obecrieueHus
YIIpaBJICHUA CamocrosrenbpHas | [IoaroToBKa K JEKIUHA C UCIIOJIb30BAHUEM
pabota npaBoBbIX 0a3 «KoHcynbranT», «["apant» u ap.,
caiita «Zakonbase»: 3akoHomaTenbHas 0a3a
Poccuiickoii @enepannu
Opranuzanus cayx0b1  |Jlekuun 7 Jlekius ¢ pa30OpOM KOHKPETHBIX CUTYalUi
A0y
Pabora c MeTomueckuMu MaTepranaMu
1a00PaTOPUU IOKYMEHTOBEICHUS
JlaboparopHoe
3aHsaTHE 4. [MoxroroBka K JEKIMK C UCIOJL30BaHHEM (DOHIOB
OuOIMOTEKH PITY u nmaboparopuu
JOKYMEHTOBEJICHUS W TPAKTUYECKOMY 3aHSTHIO B
COOTBETCTBHU C METOAWYECKUMH YKa3aHUSMHU II0
BBITIOJTHCHUIO IPAKTHYCCKUX 3aHATHI/
CamocrosiTenbHast
pabora
Opranusanus Jlexrus 8. Jlekuus ¢ pa300pOM KOHKPETHBIX CUTYalni
TIOKyMEHTO000pOoTa
Pabora ¢ MeTomuueckuMu MaTepuaiaMu
J1abopaTOpUU JOKYMEHTOBEICHUS
JlaGopaTtopHoe
3aHATHE 5. [ToaroToBKa K JIGKITMH C HCTOJIB30BaHUEM (OHIIOB
OnOIHOTEKN PITY " nmaboparopuu
JOKYMEHTOBEJICHHST W TPAKTUYCCKOMY 3aHSATHIO B
COOTBETCTBUU C METOJUYCCKUMH YKa3aHUSAMU I10
BBITIOJTHEHU IO IPAKTHYCCKUX 3aHATHI/
CamocrosTenbHas
pabora
Perucrpanus Jlexmus 9. Jlekuus ¢ pa300pOM KOHKPETHBIX CUTYalni

JIOKYMEHTOB U

OpraHu3aIus CpaBoOvYHO-

WHPOPMATIOHHOTO
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o0CITy)KMBaHUS

PaboTta ¢ MeToaMUeCKMMH MaTepHaTTaMH
1ab0paTOpUU TOKYMEHTOBEICHUS

JlabopatopHoe
3aHATHE 6.
IloaroroBka K JIGKLMH C HCIIOJIb30BaHUEM (OHIOB
OubIMOoTEKH PITY u naboparopuu
JOKYMEHTOBEACHHUS M TPAKTHYECKOMY 3aHSATHIO B
COOTBETCTBUU C METOJUYECKUMH YKa3aHUSMH 10
BBINOJIHEHUIO IPAaKTUYECKUX 3aHATHH
CamocTrosiTensHas
pabota
10. |[Kontpons ucnionuenuss  |Jlexkuus 10. Jlekuus ¢ pa300pOM KOHKPETHBIX CUTYaIni
JOKyMEHTOB
[MoaroroBka K JEKIMU C UCTIOJIE30BaHUEM (POHIIOB
oubmmotexu PI'TY u maboparopuu
JOKYMEHTOBEICHUS
CaMocrosTensHas
pabora
11. |Opranuzauus Jlexmsa 11. Jlexknusg-0ecena
JeTIONIPOU3BOICTBA 110
MPETIOKEHHUSIM,
3asBJICHUAM U )Kaj00am
CamocrositensHas [[IoAroToBKa K €KUY € UII0JIb300BAaHUEM
pabota npaBoBbIx 0a3 «Koncynerant», «['apant» u ap.,
caiita «Zakonbase»: 3akoHonarenpHas 0a3a
Poccuiickoit ®enepanuun
12. Jlexuuu 12 Jlextus ¢ pa36opoM KOHKPETHBIX CUTYyallui
XpaHEeHHE JTOKYMEHTOB
B IEJIOIIPOU3BOICTBE
bpraHu3aluu
PaboTa c MeTogMyecKMMu MaTepraIaMu
J1a00PaTOPUU JIOKYMEHTOBEICHUS
JlaboparopHoe
3aHsTHE 7.

[ToaroToBka K JEKIUH C MCIOIb30BaHUEM (POHIIOB
OUOITMOTEKH PITY u naboparopun
HOKYMCHTOBCACHHA U IPAKTUYCCKOMY 3aHATHUIO B
COOTBETCTBUH C METOAMYECKUMHU YKa3aHUSIMH IO
BBITIOJTHEHHIO TIPAKTUUECKUX 3aHSITHH
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CamocrosTenpHas
pabora
13. |Hanpasnenus Jlexmusg 13. [Ipobnemuas jexIus
COBEPILICHCTBOBAHHUS
0y

CamocrostenbHas |[IoaroToBka K JEKIUH C UCTIONB30BaHNEM (DOH/IOB
pabora oubnmorexu PITY u nabopatopun
JOKYMEHTOBEICHHSI

B mepuos BpeMEHHOro NPHOCTAHOBJIEHUS MOCEIIEHUS OOYYaroIlUMHCS IMOMELICHUNA U
tepputopun PITY nng opranmzanum y4yeOHOro Impouecca ¢ HPUMEHEHHUEM 3JIEKTPOHHOTO
o0y4YeHHMs W JUCTAaHLMOHHBIX OOpa30BaTEIbHBIX TEXHOJOTHM MOTYT OBITh MCIOJIb30BaHbI
cieayronye o0pa3oBaTeIbHbIE TEXHOIOTHU:

— BUJICO-JIEKLIUH;

— OHJIAMH-JIEKIIMY B PEKUME PEATIBHOTO BPEMEHH;

— DJICKTPOHHbIE YYeOHMKH, yuyeOHble TOCOOUs, HayuYHbIe U3AAHUS B DJICKTPOHHOM BHJIE U
JIOCTYT K UHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM;

— CHUCTEMBI JIs1 SJIEKTPOHHOI'O0 TECTUPOBAHUS;

— KOHCYJIBTAIIMH C UCIOJb30BAHUEM TEIIEKOMMYHHUKAMOHHBIX CPECTB.

5. Onenka nIaHUPyeMbIX Pe3yJbTATOB 00yUeHUs

5.1. Cucrema onleHNBaHUA

®dopma KOHTpOJIS Makc. kosmuecTBo 6anIoB

3a oiHy paboTy Bcero

Texyumii KOHTPOJIb:

- cobecenioBaHNe 5 6annos 15 GaynoB

- OIIEHKa JTa0OpaTOPHBIX 3a/laHUH, KEHCOB 5 6atoB 25 GamioB

- KOHTpOJIBbHAs pabota (Temsl 2.1-2.3) 5 bannoB 5 6amnoB

- KOHTpOJIbHAs padota (Tembi3.1- 3.4) 5 6annoB 5 6annoB
-PTC

5 6aju1oB 10 GatoB
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[IpomesxyToUHasT aTTECTAITHS 40 6amtoB
(3KK3aMeH)
HUroro 3a cemecTp (IUCIMITIHHY) 100 6annoB

[Tonmy4yeHHBIH COBOKYIHBIN pe3ybTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO KAy OIIEHOK U B
KTy OIIEHOK EBporieiickoii cucteMsl nepeHoca u HakoruieHust kpeautos (European Credit
Transfer System; nanee — ECTS) B coorBeTcTBHM ¢ TaOnuLeit:

100-6ayuipHas T oA HOHHAs LKA kana

IKaja paui ECTS

95 -100 A
OTIINYHO

83 —94 B

68 — 82 XOPpOIIIO 3a4TE€HO C

56 — 67 D
Y/IOBJIETBOPUTEILHO

50 - 55 E

20-49 FX
HEYJIOBJICTBOPUTEIHHO HE 3aYTEHO

0-19 F
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5.2.Kpurepum BbICTABJIEeHUS OLIEHKHU 10 IUCHUIIINHE

Baaasl/
HIkana
ECTS

OueHka no
MACHMILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUILINHE

100-83/
AB

«OTIUYHOY/

«3aYTCHO
(oTIaHO)»/

«3a4YTCHO»

BricTaBnsiercst 00yJaromemycsi, €clii OH TITyO0KO u
MPOYHO YCBOWJ TEOPETUUECKUI U MPAKTUUECKHIA
MaTtepua, MOXeT MPOAEMOHCTPUPOBATh 3TO HA 3AHIATHUIX
U B X0/I€ TPOMEXKYTOUHOI aTTecTaIiH.

OOy4aronuiicst UCUEPITBIBAIOIIE U JOTHYECKH CTPOIHO
u3j1araeT yuyeOHbIi MaTepHuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABIIETCS C pELICHUEM 3a]a4
npogeccroHaIbHON HAIIPaBIEHHOCTH BBICOKOTO YPOBHS
CJIO’KHOCTH, NIPABHIILHO OOOCHOBBIBAET MTPUHATHIC
peLIeHMSL.

CB00OOIHO OpUEHTHPYETCS B YUeOHOH H
npodeccroHaIbHOM IUTEepaType.

OrneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOMEMYCs C
YYETOM PE3YIBTATOB TEKYLIEH U IPOMEKYTOUHOMU
aTTECTALNN.

Komnerenmuu, 3akpeni€éHHble 3a AUCIUTIINHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOpOLIO»/

«3a4TEHO
(xopor1o)»/

«3a4YTCHO»

BricTaBisiercs 00yJaromemycsi, €clid OH 3HaeT
TEOPETUYECKUH U NMPAKTUYECKUI MaTepuall, (paMOTHO U 10
CYLIECTBY M3JIaraeT €ro Ha 3aHATHUAX U B XOJI€
MPOMEXKYTOUYHOM aTTECTAllMU, HE JIOMYyCKasi CyIIECTBEHHBIX
HETOYHOCTEH.

OOyyaronuiicst MpaBUJIbHO MPUMEHSET TEOPETHUECKUE
TMIOJIOKEHUS [IPU PELIEHUH MMPAKTUYECKUX 3a]1a4
npohecCHOHaTBHOM HAMIPABIEHHOCTH PA3HOTO YPOBHSA
CJIOHOCTH, BJIaJIeeT HEOOXOIUMBIMH JIJIsl 3TOTO HaBBIKAMHU
Y pUEMAMU.

JloCTaTouHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npogeccruoHaIbLHOM TUTEpaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYAIOIEMYCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTECTALUN.

KomnereHimu, 3aKperi€éHHble 3a JUCUUILIAHON,




24

Bbanabl/ Ouenka no Kpurepuu oneHku pe3yjbTaToB 00yUYeHHS 110
Hkana AUCHMILINHE AUCHMILINHE
ECTS
c(hopMuUpPOBaHBI HA YPOBHE — «XOPOIITHIIN.
67-50/ «YIIOBJIETBOPHU- BricTaBisiercs 00y4aromeMycsi, €Clii OH 3HaeT Ha 0a30BOM
TEJIbHOY/ YPOBHE TEOPETUUECKUHM U IPAKTUYECKANA MaTepual,
D.E JIOIyCKAeT OTAETbHBIE OMIMOKH MPH €ro U3JI0KEHUHU Ha
(3AHTCHO 3aHSITUSX U B X0JI€ TPOMEKYTOUHOM aTTecTaliH.
(yoBneTBOpH-
TEIIbHO)»/ OOyuaronuiicst HCIIBITHIBAET OIPEIeIEHHbBIE 3aTPYAHEHUS
B IIPUMEHEHNHN TEOPETUYECKUX MTOJIOKEHUN TPU PEIIEHUN
(GAATCHOY NPaKTUYECKUX 3a/1a4 PO ECCHOHATFHON HANPaBICHHOCTH
CTaH/IapTHOT'O YPOBHS CJI0)KHOCTH, BJIaJ€eT
HEOOXOIMMBIMH JIJIsl 3TOTO 0A30BBIMH HaBBIKAMU U
puEéMamu.
JleMOHCTpHpYyEeT 1OCTaTOYHBIN YpOBEHb 3HAHUS yUeOHOU
JUTEPATYPBI 110 AUCIUIUIMHE.
Onenka no JUCHUILIMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUU.
Kommnierenimu, 3akperniénnbie 3a JUCUUILTAHON,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).
49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOy4daronemMycs, eciii OH He 3HaeT Ha
JBHOY/ 0a30BOM ypOBHE TEOPETUYECKUIN U MPAKTUIECKUI
FEX MaTepHal, JoIyckaeT rpyoble OIMOKY Py €ro
HE 3a4TEHO

H3JIOKCHHHU Ha 3aHATHUAX U B XO4€ HpOMe)I(YTO‘IHOﬁ
aTTeCTaluu.

OOyuarouuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IPUMEHEHUHU TEOPETUUECKUX MOJIO0KEHUH MPU pEeLICHUH
NpPaKTUYECKUX 3a/1a4 PO eCCHOHATBLHON HANIPaBIEHHOCTH
CTaHapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIa€eT
HEOOXOIMMBIMH ISl 3TOT'O HABBIKAMU U IPUEMAMH.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHHS YIeOHOMH
JIUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYArOIEMYCs C
y4E€TOM PE3yNIbTATOB TEKYIEH U IPOMEKYTOUHON
aTTECTALNN.

KoMrereHnu Ha ypoBHE «IOCTaTOYHBINY, 3aKPETUIEHHBIE
3a AUCLUUIUINHON, HE COPMHUPOBAHBI.
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5.3. OueHouyHble cpeacTBa (MaTepHUaJbl) IJIsl TEKYIIEr0 KOHTPOJIA yCIIeBAeMOCTH,
NPOMEKYTOUYHOM aTTecTAUH 00y4aIOIIUXCS M0 TUCHUILINHE

Keiichl 17151 TeKyleil aTTecTalnu:

1. CymiecTByeT i1 B HacTOsIIee BpeMs TOCYIapCTBEHHOE PEryJIUPOBaHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHENH 00pabOTKU JOKYMEHTOB (HapUMep, OIPEEIICHbI JIU TUIIOBBIE
orepau 00padOTKU JOKYMEHTOB, X MOCJIEI0BATEILHOCTD) B YUPEXKICHUSAX, OpTaHU3AIUIX U
Ha MPEIIPUATUAX CTPAHBI?

Kakumu nokymMeHTamMu JOKHBI WIIK MOTYT PYKOBOJICTBOBAThCSI KOHKPETHBIE CTPYKTYPhI
MIPU PEIIeHUH JaHHOTO Bompoca?

2. Jlns pemeHns KaKux 3a7ad MCIIONb3YIOTCS TOCYJapCTBEHHBIE CTaHIApTH B cdepe
nenomnpousBoacTBa? Ha3oBure Takue cTaHIapThI.

Kakum 00pa3oM opraHu3aiusi MOKET JOOUTHCS OT CBOMX PAaOOTHHKOB 0053aTEIHHOTO yUeTa
nonoxeuuit ' OCT?

3. OnHo¥ U3 BaKHEHIINX ABISETCA MPOoOIeMa COXPaHHOCTH (XpaHEeHHUs1) IOKYMEHTOB
opranu3zanuii. Kakumu npaBoBbIMHM aKTaMH U TOCYJapCTBEHHBIMU MEXOTPACIEBbIMU
JOKYMEHTaMHU CIIeyeT PyKOBOJICTBOBAThCS IIPU €€ PELICHUU:

3aKOHOaTEIbHbIE OCHOBBI XpaHEHHSI JOKYMEHTOB

WNHble npaBoBbI€ aKThl, ONPEIETSAIONINE PELICHUE BOIPOCOB, CBA3aHHBIX C
COXPAHHOCTBIO (XpaHEHHEM) TOKYMEHTOB

HOpMaTI/IBHO-MCTOZII/I‘-IeCKI/IC AOKYMCHTEI, COACPKAIUEC MCTOAUKY pa6OTI)I 110
OINCPATUBHOMY XPAHCHUIO JOKYMCHTOB U MMOATOTOBKC HUX K IIEPCAAYC B apXHUB OpTraHU3allnn

4. PykoBoauTesnb NpeAnpusiTUS PacoOpsIniCs MOATOTOBUTH JOKYMEHThI, KOTOPbIE
JOJKHBI PETJIaMEHTUPOBATH AESITENbHOCTD CiIy k061 JJOY (kaHIensapun), opraHus3aio 1
MOPSAOK padOThI ¢ JOKYMEHTaMHU.

br1no paspabdorano [Tonoxenue 00 HHGOPMAIIMOHHON ITOJIMTHKE, OAMH U3 Pa3IeiIOB KOTOPOTO
HazbIBasICst «OpraHu3anys paboTsl ¢ JOKYMEHTHpyeMoi nHpopManueii». B paszerne 3akpemsuics cratyc
KaHLESIPUH KakK CITy>KOBI JEJIONPOU3BOCTBA U ()YHKIIMH €€ COTPYIHUKOB 110 pPabOTe C TOKYMEHTaMH.

Onpenenure, KakKue OpraHU3alMOHHbBIC JIOKYMEHTBI 3aMEHWIT co00i pazien «OpraHu3arius
paboTH ¢ MOKyMeHTHpyeMoi nHpopMmarueii». [IpaBoMepHa 11 Takas IpakTHKa?

Kakoii erie BHyTpeHHHI HOPMATHBHBIN JTIOKYMEHT CIIEIOBAIIO Pa3paboTaTh, YTOOBI YCTAHOBHTH
€IUHBIA MOPSAIOK JEIONPOU3BOICTBA HA IPEAIPUATHH?
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5.0npenenuTe MOpsI0K cocTaBiieHus u opopmiteHus [lonoxenus o ciyxoe JJOVY:

] paspabatsiBaeT (KT0?)

. MOMTUCHIBAET (KTO?)

. JIOJDKHO OBITH COTIIACOBAaHO (C KeM?)

= yTBEpXKAAET (KTO?)

= BBOJIUTCS B ACHCTBHUE (KEM I YeM?)

. noanexar nepecmoTpy (Npu Kaknx
obcToATenbcTBax?)

3aroJHUTE POIYCKU.

6. PaspaboTaHHas B opraHm3saumm MHCTPYKLMA NO AeN0NPOM3BOACTBY COAEPKUT cneaytoLine
TemaTuyeckue pasgensbl:

- Opranwuzarus JOKyMEHT0000poTa

- Perucrpanus 1oKyMeHTOB

- KoHnTpons 3a ucnonHeHneM JOKYMEHTOB

- Homenknatypa nen

- XpaHEHUE TOKYMEHTOB B CTPYKTYPHBIX [TOAPA3ICICHUIX.

OTpaxxeH JI1 B UHCTPYKITUH BECh MpoIecc paboThI ¢ JOKYMEHTaMu?
Ecnm mer, kakumu paznenaMu Bbl ObI TOTIOJHUIN TaHHBIN TOKYMEHT.

O6ocHyHTe CBOE pelIeHuE.

7. UHCTPYKUMSA MO feN0Npou3BOACTBY — 3TO 06A3aTe/IbHbIV AOKYMEHT A/1A BCeX paboTHWUKOB
OPraH13aLMm AN TONbKO AN ee CAyK6bl Ae10Npon3BoACTBa?
KT0 1 xakum oOpa3om ompenenseT chepy pacmpocTpaHeHUS JaHHOTO TOKyMeHTa?

8. Komnanus nMeeT HECKOJIBKO OTIEJIEHUH, OJJHO U3 KOTOPBIX PAcIoyIaracTcs B TOM JKe
3JaHHUH, YTO U IIEHTPAJIbHBIN oduc. Jpyrie oTeneHus pacroioXeHbl B Pa3HbIX palOHax
ropoja.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cliy4ae: OyJeT JIu
HEHTpaJIbHBIN 0(huc paboTaTh CO BCEMH JOKYMEHTaMU KOMITAaHUH (OCYIIECTBISATh
LEHTPaJIN30BaHHBIN IPUEM BCEX IOKYMEHTOB, X PETUCTPALINIO, BECTH CIIPABOYHYIO paloTy,
KOHTPOJIb 32 UCTIOJTHEHNEM JIOKYMEHTOB U T.J.) W Nepenact 3Tu GyHKIuu B otaeneHus? Ecnu
nepenacT, kakoa Oyaer poib ciryk0sr IOY nentpansHoro opuca? Kak Oymyt padorats ¢
JOKYMEHTaMH OT/IEJICHUS, HAXOSIIEMCS B TOM )K€ 3[JaHHHU, YTO U IIEHTPAJIbHBIN opuc?

9. IlepBuunas 00pabOTKa JOKYMEHTOB, TOCTYITUBITNX B KOMIIAHHIO TI0 TTOYTE, CBOJAUTCS K
cienyromieMy. PaOOTHHKY, BEITIOTHSIOIINE 3Ty ONEPAIUi0, BCKPBIBAIOT U TYT K€ YHHUYTOXKAIOT KOHBEPTHI,
MIPOCTABJIAIOT HA BCEX JIOKYMEHTaX, B TOM YHCJIe, (PUHAHCOBBIX, OyXTaJTePCKUX H T.IL., IITAMII O
MOCTYIJICHUH TOKYMEHTA B OPraHU3aLUI0 U NEPENAI0T UX UHCIIEKTOPY MO peructpaunu. MHcnekrop
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MPOCMAaTPUBAET JOKYMEHTHI H (GUKCHPYET B PETHCTPAIMOHHBIX (POPMax, TOMUMO MPOYHX CBEACHUH,
KOJIMYECTBO JINCTOB U HAJIMYKE MPHUIOKEHUH K JOKYMEHTAM.

Ompenenute, Kakue TPeOOBAHUSA K MPOIIECCY IEPBUIHON 00pabOTKH TOKYMEHTOB B TAHHOM
cllydae HapyIIaroTCs, M KaKue HeTaTHBHBIE TIOCIIECTBYS STUX HAPYIIEHUH ISt KOMIIAaHUH MOTYT
MIPOSIBUTHCS BITOCIICICTBUH .

10. IToMOUIHKK PYKOBOAMTES, IPEABAPUTEIBHO IPOCMOTPEB TOKYMEHTALHNIO, TIOCTYIIUBLIYIO B
OpraHH3alMIo, BCIO €€ MepelaeT PYKOBOANUTEN0. B manky ¢ JoKyMeHTaMy BKJIa/IbIBAaeTCs MUChMEHHBIH
KOMMEHTapHH O COCTaBe NOCTYIHMBILUX JOKYMEHTOB, KOPPECIIOHACHTAX, afpecaTax 1 CONCPKALIUXCS B
KaKI0M JIOKyMEHTE BOIIPOCaX.

B ueM cocToUT HAa3HAYEHUE ONEPALNH «IIPEABAPUTEILHOE PACCMOTPEHUE TOKYMEHTOBY?
[IpaBuIBHO U €70 TOHUMAIOT B TAHHOW OpraHu3aIm?

11. O6I].Ia§[ TCXHOJIOTHA pa6OTLI C IOKYMCHTaMHU B OpraHuU3alivii COCTOUT U3 TUIIOBBIX onepauﬂﬁ:

. IIPUEM JJOKYMEHTOB;

. nepBuYHas 00paboTKa JOKYMEHTOB;

]

. perucrpanus;

. paccMOTpeHHe JOKYMEHTa PyKOBOAUTENIEM U OTpeielieHHue XapaKkTepa perieHus

BOIpoca (PE30TIOIHs);

. MIOCTAHOBKA JJOKYMEHTA Ha KOHTPOJIb;
= MIOArOTOBKA IIPOEKTa JOKYMEHTA;

. o(opmiIeHHE U COTTacCOBaHUE;

= YAOCTOBEPEHHUE;

]

. OTIIpaBKa U3 OpraHU3aluy;

ﬂOHOJ’IHI/ITG NEepeUYCHb HCAOCTAIOIIMMU ONI€paliusIMu

12. B cOOTBETCTBUH C TOCYNapCTBEHHBIMU MEXXOTPACIEBEIMI JOKYMEHTaMH B WH(OPMAIIOHHO-
MOMCKOBYIO CHCTEMY IO okyMeHTaMm opraHm3aimu (MI1C) BXxoasaT: perucrpanus, HHISKCAIVS,
dhopmupoBaHue A€

KaxoBo HazHauenue kax o cocrapisomeii MIIC? Uro mo3BossieT 00beIMHUTD UX B OJIHY
cuctemy? Kak oHE MOTYT HCIIOJTE30BaThCSI IPH TTOWCKE TOKYMEHTHOW HH(pOpMaIu?

13. B perucrpanuonsbie pOpPMBI BXOASIIUX JOKYMEHTOB OPTaHU3aIUs BHECIA CICAYIONINE
JTaHHEBIE:
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JlaTa MOJy4YEeHUs], BXOIAUIUI pEruCTpalOHHbIA HOMED, KOPPECIIOHAECHT, HOMEpP U J1aTa
JOKYMEHTA, KpaTKOe COJEPKaHNe, PE3OIIIOLNS PyKOBOJUTENS OPraHU3alUl, PyKOBOJUTEDb
CTPYKTYPHOIO IIOAPA3AEIECHUS, PE30IIOLHUS PYKOBOAUTEINS IMOAPA3ACICHUS, UCIIOIHUTEID.

Omnpenenute, COOTBETCTBYIOT JIM 3TH AaHHBIE PEKOMEHYEMOMY COCTaBYy PEKBU3UTOB
peructpannoHHol Gopmbl. IMeeT nu ciryk0a Jeonpor3BOICTBa MIPABO BKIFOYATh B PErHCTPAIIHOHHBIC
(hOpMBI PEKBU3UTHI TTO CBOEMY YCMOTPEHHIO?

14. Cuctema perucTpaiyy B OpraHu3aliiid UMeeT CMEIIaHHyo GopMy, IPH KOTOPOH YacTh
JOKYMEHTOB (TIOCTYTAIOIIKE HAa UMS PYKOBOAUTES, IIPUKA3bI U JIP.) PETUCTPUPYIOTCS B CIIyXK0e
JIEJIONPOU3BO/JICTBA, & OCTAIBHBIE — B CTPYKTYPHBIX MOAPAa3IeIEeHUAX.

B cnyx0e nemonpon3BoacTBa BceM 0€3 HCKITIOUSHHS JOKYMEHTaM IIPHCBANBAETCs HHIIEKC,
COCTOSIIIIUI U3 TMOPSIKOBOTO HOMEpa IOKyMEHTa B COOTBETCTBYIOIEH TpyIine (HampyuMep, BXOSAIINX
JOKYMEHTOB) ¥ TUTEPHI «P», 03Ha"aromel «pykoBOACTBOY», HarpuMep, P 45. B cTpyKTypHBIX
MOJpa3eNeHUAX PETUCTPAMOHHBIN HHAEKC COCTOUT U3 MHAEKCA CTPYKTYPHOT'O MoapasaeseHus (o
BHYTpEHHEMY Ki1acCH(UKATOPy CTPYKTYPHBIX MOAPA3IEIICHUI) U TIOPSIIKOBOTO HOMEpA, HarpumMep, 3-25
u 4-12 u 1.1

Uem Takoil MOpAI0K HHASKCUPOBAHHS HE COOTBETCTBYET YCTAaHOBICHHBIM TPEOOBAHUSAM?
Pemenne xakux nH(OOPMAIMOHHO-TIOMCKOBBIX 33124 YCIOKHSIIOT TAKHE UHICKCHI?

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

CIICHHUATIUCTBI OTACIIOB 3aBOJAT IMAIIKH, B KOTOPHIC BKIIAABIBAOT JOKYMCHTHI, KaCAtOIIIUECA
peUICHU OTACIBHBIX BOIIPOCOB. Ha OGJIO)KKEIX IIOMEUIAaI0TCA (baMI/IHI/II/I 1 MHUITHUAJIbl HUCIIOJTHHUTENEH U
YKa3aHUC€ Ha KOHKPETHOC HAIPAaBJICHUE €T0 ACATCIIbHOCTH, HAIIPUMED:

A.C. TepeHTbEB

HN3roroB/ieHHe U YCTAHOBKA CBETOBOM peKJIaMbl

B TeuyeHue rona B Takoil TManke HaKAITUBAIOTCS Pa3iIMYHbIC JOKYMEHTHI, C KOTOPBIMHU
MPUXOIUTCS paboTaTh CHENMAICTY B paMKaxX JaHHOH MpoOieMbl. B dicie 10KyMEeHTOB BCTpedatoTCs
MUChMa-TIPEIJI0KESHHS, TMChMAa-0TBEThI Ha MPEJIOKEHUS, MIMChMa-peKIaMaliu, IOTOBOPHI U
MPWJIOKEHHS K IOTOBOPaM, aKThl, TPOTOKOJIBI U 1p. ECiiu crieruanucT paboTaeT He ¢ OJTHOM
OpraHu3anuei, TO BHyTPH MaNKH OH MOMEIIACT KAPTOHHBIC PA3JICTUTENH C YKa3aHHEM KOHKPETHBIX
opraHu3anui-koHTpareHToB. Koraa 1OKyMEHTOB CTAaHOBUTCS CIUIIIKOM MHOTO, 3aBOJST BTOPYIO (TPETHIO
Y T.JI.) TIATIKy C TaKOU e HAAMMHUCHI0 B YKa3aHHEM, 9TO 3TO BTOpoe (TPEThE U T.1.) JEJIO:

A.C.TepenTheB

MN3rotoBneHue n ycTaHoOBKa CBETOBOM peKkiambl. No 2

B KOHIIC roJa mmamk1 IoMeImarTCsa B unca(b, B OTACJICHUSA, I'IC XPAHATCA NOKYMCHTLL
OIIPEACIICHHBIX CIIEIHUAINCTOB.
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Taxol mopsAoK XpaHeHHs JOKYMEHTOB OOBSCHSIOT TEM, YTO UMEHHO TaK CHEIHUAINCTaM YAO0OHO
paboTaTh ¢ JOKYMEHTAaMH B TEUCHHE EIONPON3BOACTBEHHOIO T'0/1a, UCKATh JOKYMEHTHI 10CIIe
OKOHYaHHA PabOTHl C HUMH U 00ECTIIEUMBATh MX COXPAHHOCTbD, TaK KaK KayKAbli CIIEUATUCT 3HACT CBON
BOIIPOC U, 3HAYUT, CBOU JOKYMEHTBI.

Cornacusl 1 Bol ¢ TakiM o0bsicHeHneM? KTo B TakoM citydae OyZeT HeCTH OTBETCTBEHHOCTD
3a obecniedeHne COXpaHHOCTH JOKyMeHTOB? OOOCHYHTE CBOH OTBET.

16. B Teuenue rona y opraHu3aluy NOSBUINCH HOBbIE HAPABICHUS 1€ATEIbHOCTH U
HOBbIe napTHepbl. HoBast pabota Oputa mopydeHa aByM oTnaenaM. Kak crepctBue, MOsIBIITUCH
3HAYUTENIbHOE KOJMYECTBO HOBBIX JOKYMEHTOB, KOTOPbIE HE OBLIU MPEyCMOTPEHBI
JEUCTBYIOIMMH HOMEHKIIATYPAMHU JI€J1 JAHHBIX OTJIEJIOB.

PykoBoauTens opraHu3aniy CBOMM IIPUKAa30M 00s13a]1 BHECTH U3MEHEHMS B
HOMEHKJIATYpy Zeil. B pe3ynbrare 3T0 CBEJIOCH K COCTABICHUIO B CEPEIUHE I'0J1a HOBBIX
HOMEHKJIATYP J€JI ABYX OTAEJIOB. PyKOBOOUTENb OpraHu3aliii UX YTBEPAUIL.

[Touemy Takue neicTBUS HE MOTYT OBbITh PU3HAHBI ITpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO 1 0()OPMIICHUIO HOMEHKJIATYPbI J1e]1 ObLIM HapyIIeHb?

17. Ilocne omnOOYHOr0 YHUUTOKEHHS Psiia BXKHBIX JIOKYMEHTOB B KOMITAHUU OBLIIO
IIPUHATO PEUIEHHE O CO3/laHuM FKcnepTHOoH koMmuccuu (OK) u pa3paboTke BHYTPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOIIUX €€ JEATEIBHOCTD.

B neiicTByromue KOpropaTuBHbIE TOKYMEHTHI, PETJIaMEHTUPYIOIINE JESATEIBHOCTD
CITy>KOBI I€JIOMPOU3BOJICTBA U TIOPSIOK paOOTHI C TOKYMEHTAMU KOMITAHUM OBLITH JOOaBJICHBI
COOTBETCTBYIOIIME pa3/ieibl, B KOTOPBIX OBLIM ONpENEIeHbl CTaTyC, COCTaB, paBa, 003aHHOCTH
OK 1 nopsaa0k NpoBeAEHNS SKCIIEPTU3bI LIEHHOCTU JOKYMEHTOB.

B ¢ynxmuu OK 6b110 BKIIOUEHO CleyrolIee:

- IPOBEpKa MPABUILHOCTH 0(OPMIICHHS JOKYMEHTOB;

- Y4eT JOKYMEHTOB;

- OIIPEJIEICHNs YCIOBUN XPaHEHUS! IOKyMEHTOB;

- IpOBepKa KauecTBa (POPMUPOBAHUS JET;

- Y4eT JieJI C AJTUTENIbHBIMU CPOKaMU XpaHEHHUS;

- 0TOOp /1€ Ha XpaHEHUE U YHUUTOKEHHE;

- OIIPEJIEIICHNE CPOKOB XPAHEHUS JOKYMEHTOB;

- OIIPEEIICHHE MTOTHOTHI COXPAaHHOCTH JOKYMEHTOB KOMITAHHH.

Kakue Hapymenus Obutn AomyiieHsl npu coznanuu JK ?

Kaxkue, na Bamr B3riisaa, GpyHKIMM HE COOTBETCTBYIOT Ha3HaueHnio DK u He BXOIAT B
MIOHATHE «AKCIIEPTU3a HEHHOCTU JOKYMEHTOB)»?

18. YacTh BXOAAIIMX U UCXOIAIINX JOKYMEHTOB OpraHu3alliy IIPeICTaBIICHA B
anekTpoHHOU (hopme. [Ipu moAroTOBKE N1E K TIepeaue B apXuB BCTaJ BOMPOC, B KAKOM BHJIE MX
HY>KHO CJIaBaTh: B BUJIC IUCKOB WJIH IEPEBEICHHBIX HA OYMaXXHYI0 OCHOBY TPaJMIIMOHHBIX
JIOKyMEHTOB.
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MOTHBHPOBAIH CBOIO TOUKY 3PCHHSI TEM, UTO HE U3BECTHO, IO KaKOi (hopMe JOKHA OBITh

COCTaBJICHA OIMIMCH Ha DJICKTPOHHBIC TOKYMEHTHI, U KaK OINPEACTIUTE CPOK UX XPaHCHUS.

Kak Ob1 Bbl noctynwiu B jaHHOM citydae? MOKHO JIU ONpeAeIuTb CPOKU XPaHEHUSI

TaKHUX JJOKYMEHTOB U ()OpMY OIUCH, IO KOTOPOIH OHU MOTYT OBITh IEpeaHbl B apXUB?

IIpumep BapuaHTa TECTOB JISi KOHTPOJbLHON padoThI

Bapmuanrt 1

1.

[IpaBuna npenonmpousBoAcTBa B (eACpPaNbHBIX OpraHax HWCIOJHUTEIbHONW BIIACTH U

Mertonuueckue peKOMEHAALMK IO Pa3pabOTKe MHCTPYKUMH O JENONpOM3BOACTBY B (heaepaibHbBIX

opraHax HCIIOJHUTEILHOM BIACTA OLUIH IIPUHATHI B rony.

Kaxme n3 mepedncieHHBIX BOIPOCOB MeToandeckiue peKOMEHIANNA PEKOMEHAYIOT BKIIOUUTH B

HUHCTPYKIHIO IO JCJIOITPOU3BOJACTBY:

4.

MpaBUJIa COCTAaBICHUS U 0(pOpMIIEHHS JOKYMEHTOB
[IpaBuJIa OpraHU3aluK JOKyMEHT0000poTa
MpaBUJIa PErUCTPALUN U KOHTPOJIS

MIpaBUJIa XPAHEHUS TOKYMEHTOB

npaBuiia 00pabOTKH 3JEKTPOHHBIX JOKYMEHTOB
npaBuiia nepeaadd GakCUMUIBHBIX COOOIIEHUH
MIPAaBUJIA XPAHECHUS JIEKTPOHHBIX JOKYMEHTOB

OTMEThTE B CITUCKE THITOBEIC HA3BaHUS CJ'Iy>K6 AOCJIONPOU3BOACTBA:

Otnen nenonpon3BoICTBA
Otnen nokymeHToo00poTa
VYnpasnenue nenamu
Kannenspus

OOwuwmii otaen
Perucrparypa
Cexperapuar

OTtnen kaapoB U J1EI0IPOU3BOJACTBA

OTrMeTbTE B CIHCKE CTPYKTYPHOE IIOApA3/EE€HUE, KOTOpOe

pa3pabatsiBaeT

WHcTpyKIuio o AeI0npon3BOACTBY, H JOKHOCTHOE JIMIIO, KOTOPOE YTBEPKIAET 3TOT JOKYMEHT :

Cnyx6a 10Y
FOpuandeckas ciyx6a opraHuzarum
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e Kagaposas cimyx0a opranuzanuu
e Ortaen Tpy/la U 3apIUiaThI
e PykoBoauTens OpraHu3aluH
e PykoBOAMTENb KOUIETHAIBHOIO OpraHa
C Kako# 1aThl HAUUHAET ACUCTBOBATD MHCTPYKIIMS . . veenteenteenieene et eiieaieeaieeaieenieenaees

4. IlpoHnymMmepyiiTe MpaBWIBHYIO TIOCIEAOBATEIBLHOCTH JIEIONPOU3BOJACTBCHHBIX OMNEPAIMHA IO
ITOATOTOBKE M 00PabOTKE UCXOIAIINX JOKYMEHTOB:

o pa3paboTKa MpoeKTa JOKyMEeHTa

o odopmiieHHEe aapecaTa

o 3aroJIOBOK K TEKCTY

o OTIIpaBKa

o ohopMITeHHE TIPUITOKEHHS

o MPOCTABJICHHE OTMETKH 00 MCIIOTHHUTEIE
° BHU3bI COTJIaCOBaAHUA

o MOMUCAHHE

. perucrpanus

5. Peructpauuu nojiexar:

L BCC IMNOCTYIMBUINE U OTIIPABIACMBIC NOKYMECHTBI

L4 TOJIBKO BHYTPCHHHUC JOKYMCHThBI

L TOJIBKO OII€EPATUBHBIC U CPOYHBIC JOKYMCHTBI

L TOJIBKO AJOKYMCHTEI, IOCTYNMBIINE U3 BBIIICCTOAIINX OpI‘aHI/I?;aI_II/II\/'I " OTHPAaBJISICMbBIC UM
L4 HOKYMCHTHI, Tp66y10H_II/Ie yueTa, UCIIOJIHCHUS 1 UCIIOJIB30BAHHUS B CIIPABOYHBIX HEIAX

KouTpoabHble BONPOCHI M 3aJaHUs JJISl MPOMEKYTOYHOI ATTeCTAUMH MO UTOraM OCBOEHUS
JUCHUILINHBI:

1. OcobeHHOCTH CHCTEMBI JAEeONPOU3BOCTBA B IEHTPAIBHBIX yupexaeHnsax Poccun XVI-
XVI., XVIII, XIX BB.. Hanpasnenus u cnocoObl pauroHanyu3aiy AeJI0NPOU3BOACTBA B YUPESKACHHUIX
Poccun XIX - Hau. XX B.

2. HanpaBneHus novcka palMoOHaJIbHEIX (POPM OpraHu3aluy JeJonpon3BoacTBa B 1920-¢
TOJTBI

3. Pons HapKOMaTa pa60qe-erCTLHHCKOﬁ HMHCIICKIHUHN B CO3JaHNH CUCTCMBI
COBCTCKOI'O ACJIOIIPON3BOACTBA.

4. Haubosnee 3HaunMble pa3pabOTKH aKIMOHEPHOTO 0011ecTBa «Oprerpoit»,
NHucturyTa TexHuku ynpasienus B 1920-e roasl.

5. Xapakrepuctuka 1 3HaueHue «OOUMX MpaBMIl JOKYMEHTAIMH U
nokyMmeHnTooboporta» (1931 r.)
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6. IIporpaMMbl COBEpIIICHCTBOBAHUS IETIOMPON3BOICTBA, MPUHSATHIC HA MEKOTPACIEBBIX
copemanuax 1941, 1960 rr.

7. HampaneHus TEOPETUUECKUX W MPUKIAJHBIX UCCICIOBAHUMI B 00aCTH
COBEPIIEHCTBOBAHUS AesIonpon3BocTBa B 1970-1980-¢ romsl.

8. TocymapcTBenHoOe perynupoBanue aenonpousBoactsa B 1990-e — 2000-e roast

9. HopMmaTHBHO-METOIMYECKHE TOKYMEHTBHI MEXKOTPACIEBOTO JEUCTBUSA, KOTOPbIE
OTIPEIEIISIOT COBPEMEHHYIO OpTraHU3aIiio paboThI C IOKYMEHTaMH (HAaMMEHOBAaHHE IOKYMEHTA,
roJ] ero pa3paboTKH, KpaTKasi XapaKTepUCTHKA)

10. Opranuzanus ciyx661 JIOY. OcHOBHas 11€1b, 331291 U (QYHKIHH CITYKOBI, €€
JOJHKHOCTHOW M YHCTICHHBIN COCTaB.

11. TunoBble BUABI U CTPYKTYPHI ciryx0 JJOVY.

12. JlokanbHbIE aKThI, PETIaMEHTUPYIONTUE OPTaHU3AIUIO JeTONpOn3BoAcTBA. HazHaueHue,
cocTaB HHPOPMAITHH, TIOPAIOK pa3pabOTKH M YTBEPIKICHHUS.

13. MHCcTpykuus o Aenonpou3BoAcTBy. HasHaueHue, CTpyKTypa TeKcTa, MOpsSIoK
MTOATOTOBKH.

14. [TonsiTue «10KyMEHTOOOOPOTY, IPUHIIUIIBI €70 OpraHN3aluu. XapaKTepUCTUKH
JOKyMEHTO000poTa

15. Dramel fokymMeHTo000poTa. Onepalnu, KOTOpbIE BHIMOIHSIOTCS MPU paboTe ¢
BXOJISAIIUMH TOKyMEHTaMU

16. Otansl fokyMeHToo00poTa. Onepanuu, KOTOpbIe BHIIOIHIIOTCSA IpU paboTe ¢
UCXOJSAUIMMHU JTOKyMEHTaMH

17. Dramnsl TOKyMEHTOO00pPOTA. OTEepaIii, KOTOPHIE BBHITIOIHSAIOTCS C BHYyTPEHHUMU
JOKYMEHTaMH

18. Peructpanus 10KyMEHTOB, €€ Ha3HaueHue. [IpaBuia perucrpanuu JOKyMEHTOB.
XapaKkTepucTUKa COBPEMEHHBIX PETUCTPAIIMOHHBIX (hOpM, cOCTaB MHPOPMALIUU U MOPSAOK UX
3aI0JIHEHUS.

19. [lonsiTust «perucTpanus AOKYMEHTOBY, «UHIEKCUPOBAHUE JOKYMEHTOBY.
3HavyeHue U rnpasuia GOPMUPOBAHUS HHCKCOB

20. 3HaueHue KOHTPOJSA 32 CPOKaMH UCIIOJIHEHHUS JOKYMEHTOB B ammapare
ynpasieHusi. TpeOoBaHUS K OpraHU3aluy KOHTPOJISI UCTIOJTHEHUS JIOKyMEHTOB B
JIeJIONIPOU3BOACTBE. 3a/1a4l KOHTPOJIbHOMN J€ATEIbHOCTH.

21. Cpoku UCTIOIHEHUS JOKYMEHTOB. TeXHOJIOTUsl KOHTPOJIS 32 CPOKaMH UCIIOJIHEHUS
JOKYMEHTOB.

22.3akoHoAaTeNIbHAs pPerIaMEHTAIUs U METOIMUECKOe 00ECTICUCHHE OPTaHu3aIlun
XpaHEeHUs TOKyMEHTOB B Poccuiickoi deaepanuu.

23. Opranu3zanus TeKyIero XpaHeHus JOKyMEHTOB B JICJIONPOU3BOACTBE
OpraHm3aiuu u 00ecrne4yeHne uxX COXpaHHOCTU

24. HomeHknaTypa Jiel, €€ Ha3HAYeHHUE B JIeJIONPOU3BOACTBE. Buasl HOMEHKIATYp
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1el1, uX oco0eHHOCTH. TpeboBaHusl K HOMEHKIIAType Jiel, UX 3aKperieHue B HOpMaTHUBHO-
METOJIMYECKUX JOKYMEHTaX MEKOTPACJIE€BOI0 AEHCTBHUSL.

25. Meroauka cocTaBiaeHUsI HOMEHKIATYphI ael. [lopsnok odhopmitenus,
corjraCoBaHus U YTBCPKACHUA HOMCHKIIATYPBI ACI.

26. [IpaBuia hopMupoBaHUs B [iesia JOKYMEHTOB pa3iIu4HbIX BUIOB. [IpuHIUIIBI
CHUCTEMAaTH3AIMH TOKYMEHTOB BHYTPH JICII.

27.1lonaTne ‘OKcrepTr3a IIEHHOCTU JOKYMEHTOB”. HopmaTHBHO-METOAMYECKHUE
1 TEOPETUUYECKHE OCHOBBI IIPOBEICHUS SKCTIEPTU3bI. [IpUHITUTIBI i KPUTEPUH SKCTIEPTU3BI
[EHHOCTH JOKYMEHTOB.

28. Opranuzanust pabOTHI IO MPOBEACHUIO IKCIIEPTU3bI IICHHOCTH JIOKYMEHTOB.
JIOKyMEHTHPOBaHHUE JACATEIBHOCTH SKCIIEPTHOM KOMUCCHU U 0(hOPMIICHUE €€ Pe3yJIbTaTOB.

29. Haznauenue onwcu nen. Bunsr onuceid. [IpaBumna cocraBnenust u ohopmiieHHe
OIHCH eI CTPYKTYpPHOTO MOAPA3/ICICHHUS.

30. Onepaum/l 10 MOATOTOBKE NJOKYMCHTOB K IIEPEAAYC B apXUB OpraHU3alUuH.

31. OcHoBHbIe TpeOOBaHUs K OQOPMIICHHUIO A€ NP UX MMOATOTOBKE JUIA Nepeayul B
apXuB opra"uzanyy. YacTuuHoe 1 MosiHoe 0(OopMIICHHE.

6. YueOHO-MeTOAUYeCKOe M MH(OPMAIIHOHHOE o0ecneyeHue TN CIUTIIHHbI
6.1. CnHCOK HCTOYHHMKOB M JIUTEPaTypPbl
Hcrounuku

®enepanbubiii 3akoH 0T 22.10.2004 No 125-®3 «O6 apxuBHOM jxene B Poccuiickoii
Oenepannn»y  // [DaexktponHsld  pecypc]. — M., 2019. — Pexum jgocryna:
https://base.garant.ru/12137300/.

®denepanpubiit 3ak0H 0T 02.05.2006 Ne 59-03 «O mopsiike paccMOTpPEHHs 0OpalieHui
rpaxaan Poccuiickoit @eneparuny// [Dnektponnsiii pecypc]. — M., 2019. — Pexxum mocrtyna:
https://base.garant.ru/12146661/.

[ToctanoBnenue IlpaBurenscTtBa PO ot 25.12.2014 No 1494 “O06 yTBepKICHHH TIPABUI
oOMeHa JOKyMEHTaMH B D3JIEKTPOHHOM BHUJAC TMPU OpTraHM3alWK HH()OPMAIMOHHOTO
B3auMoJeHcTBUs//  [DnekTpoHHBIH  pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/

IpaBuia  JeMONPOM3BOJACTBA B  TOCYIJApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrnpasiieHus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9nekTpoHHbIN pecypc]. — M.,

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

MeTtoauueckre peKOMEHAAlUU MO pa3pabOTKe WHCTPYKLUUN IO JEJIONPOU3BOJICTBY B

roCyJapCTBCHHBIX OpraHax, OpraHaXx MCECTHOI'0 CaMOYIIPpABJICHUS, yTB. HpI/IKaSOM POC&pXI/IBa oT


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

[TpumepHas HHCTPYKIUS MO JEIONPOU3BOJICTBY B FOCYAAPCTBEHHBIX OPraHU3AIMSIX, YTB.

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

I'oOCT P 7.0.97-2016. Hauuonansubsiii crangapt Poccuiickoit @enepanun. Cucrema
CTaHJIAPTOB IO WH(OpPMAIUHU, OUOIMOTEUHOMY M H3JAaTelNbcKoMy neiy. OpraHu3alioHHO-
pacnopsauTenbHas ToKyMeHTauus. TpeboBaHus K opopMIIEHUIO TOKYMEHTOB // [DJIeKTpOHHBIN
pecype]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HCO 15489-1-2019 HanumonaneHblii cTanmapT Pocculickoit ®eneparuu.
Cucrema ctannapToB no nHopmanuu, 6UOINOTEYHOMY U U3JaTenbckoMy Aeny. Mapopman3us
U JOKyMeHTalnus. VYmpapienue pokymeHTtamu. Yacte 1. TloHstus w npuHmumel. //

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

I'OCT P 7.0.8-2013 Jlesonpou3BOACTBO U apXUBHOE JeJ0. TepMUHBI U ONpPEIACICHHUS. -

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

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

IlpaBuna opraHu3anuu XpaHEHMs, KOMILJIEKTOBAHUS, YyueTa U  MCIIOJIb30BaHMS
JIOKyMeHTOB ApxuBHoro ¢onga Poccuiickoil @enepauuu U APYrux apXWBHBIX TOKYMEHTOB B
roCy/IapCTBEHHBIX OpPraHax, OpraHaXx MECTHOTO CaMOYIIPaBJIEHMS U OpraHU3alusaX: Y TBEPAKIECHbI

npukas3oM Pocapxusa ot 31.07.2023 Ne 77. https://archives.gov.ru/documents/rules.shtml

JlonoTHUTeIbHBbIE HCTOYHUKH

[Tpuka3z Muntpyna Poccun ot 15.06.2020 N 3331 "OO0 yTBepKaeHUU MPOQPECCHOHATB-
Horo cranjaapra "CnenuanaucT Mo OpraHU3allMOHHOMY M JIOKYMEHTAllMOHHOMY O0eCHeueHHIO
ynpaBieHusi opranuzanueit”// [DnekrponHslit pecype]. — M., 2021. — Pexxum noctymna: http://
www.consultant.ru/document/cons_doc LAW 357714/.

[Tpodeccuonanpupiii cranaapT «CrenuasucT Mo yIpaBiIeHUIO JTOKYMEHTAIlUeH OpraHu-
3alMn», YTBEPKICHHBIN NpHUKa3oM MuHHCTEpCTBA TpyJa U COLMAIbHOM 3aluThl Poccuiickon
@eneparun ot 10.05.2017 Ne 4161 // [Dnextponnsiii pecype]. — M., 2019. — Pexum goctyna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.


https://www.garant.ru/products/ipo/prime/doc/71587776/
https://archives.gov.ru/documents/rules.shtml
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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[Tpuxa3 Pocapxusa ot 20.12.2019 N 236 "O0 yrBepxnaenuu [lepeuns TUNOBBIX yIpaB-
JICHYECKUX apXMBHBIX JIOKYMEHTOB, 0OPa3yIOIIUXCS B IMpoIecce AEATEIFHOCTH TOCYIapCTBEH-
HBIX OpPraHOB, OPTaHOB MECTHOTI'O CaMOYIIpaBJICHHsS U OpraHU3alUi, ¢ yKa3aHHEM CPOKOB HX
xpanenus" (3apeructpupoano B Muntocte Poccun 06.02.2020 N 57449) // [DnekTpoHHBIN pe-
cype. - M. 2021. - Pexum gocryma: http://www.consultant.ru/document/

cons_doc LAW 345020/

[Tpukaz PocapxuBa ot 11.04.2018 N 43 "OOG yTBEepX JACHUH MPUMEPHOTO
MOJIOKEHHSI 00 3KCHEePTHOM KoMHCcCHM opraHu3auuu’ (3apeructpupoBaHo B MuHIOCTE
Poccun 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. — Pexum mocTyma:
http://www.consultant.ru/document/cons_doc LAW 300357/

Jlureparypa

beikoBa T.A. JlokymeHTanuoHHOe  oOecredyeHue  ympaBieHus  (AeTOMpPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yueoHoe ocooue/ T.A. beikora, T.B. Ky3nenosa. -2-¢ u3n. nepepad. u
JOTI. — Mockaa: HNndpa-M, 2024. -304 c. — Pexum JOCTYyTIA:

https://znanium.ru/catalog/document?1d=437674 /

bo6suieBa M.I1. HekoTopsie 0COOEHHOCTH COBPEMEHHOTO JOKyMeHTooOopoTa // Bectauk PITY.
2015.  Ne2.  [OnexktpoHHBIi  pecypc]. — M., 2019. — Pexum  pocryna:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2 15.pdf.

beikoBa T.A. O HekoTopwIx Mpobiemax cdepbl ympaBieHHs AOKyMeHTamMu B Poccuiickoit
@eneparun / BectHuk PITY. 2014. Ne2. [Onextponssiii pecypc]. — M., 2019. — Pexum
nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

6.2. Ilepeyenb pecypcoB HHGPOPMANMOHHO-TEJICEKOMMYHUKAUMOHHOM CeTH
«AHTepHeT»
- Tlapant [DnexTpomHBIi pecypc]. — Onexkrpon. maH. — M., cop. 2013. — Pexum npocryna:

http://www.garant.ru.

- KoncynpranT Ilmoc [DnekTponHbIii pecype]. — DnekTpoH. gan. — M., cop. 2013. — Pexxum moctyma:

http://www.consultant.ru.

6.3 Ilpodeccnonanbubie 0a3bl JAHHBIX M HHGOPMALMOHHO-CIIPABOYHbIC CHCTEMbI
Hoctyn k npodeccroHanbHbIM 0a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WHdopManroHHbIe CIIPAaBOYHbBIE CUCTEMBI:
1. KoncynbranT Ilnroc


https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
./%20https://znanium.ru/catalog/document%3Fid=437674%20/
./%20https://znanium.ru/catalog/document%3Fid=437674%20/
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2. Tapanr

7. MartepuaJIbHO-TeXHHYECKOe ofecrevyeHne JUCHUUILINHbI

Jlis mpoBeneHus JEKIHUM TpeOyercs y4yeOHble aylIUTOpPUH, OCHAILlEHHBIE CIEIHMAIbHBIM
obopynoBaHueM (MHKpO(OHBI, MyJIbTUMEAUNHBIE cpencTBa). Jlnsd ceMHHAapCKMX 3aHATUH
HEOOXOAMMBI ayAUTOPUH, OOOpyJAOBaHHBIE JOCKOHW. J[lns mpoBeneHUs TPOMEKYTOUHON
aTTecTallid HY)XHAa KOMIBIOTEpHAas TEXHHKA C TMOAKIIOUEHHEM K UHGOPMAIMOHHO-
KOMMYHHMKAIIMOHHON cetn «MHTepHeT» M J0oCcTynmoM B DSIEKTPOHHYK HHGOPMaMOHHO-
obpazoBatensHyto cpeny PITY (mpoBonHoe coequHeHHEe MM OECHpOBOJHOE COSAMHEHHUE I10
texHojoruu Wi-Fi).

CocraB mporpaMMHOTO 00€CTICUCHHUS:

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

8. OOecneuenue o0pa3oBaTeJLHOI0 mpomecca /Jsi JUIl ¢ OrpaHHYeHHBIMH
BO3MOKHOCTSIMM 3/10POBbS1 1 HHBAJIU/I0B

B xoze peanuszanuy AMCUUIUIMHBI UCIOJB3YIOTCS CIEAYIOLIUE JOMOJHUTENBHBIE METOBI
o0y4deHus1, TEKYLIEro KOHTPOJIS YCIEBAEMOCTH M MPOMEXKYTOUHOMN aTTecTali 00y4aroluxcs B
3aBUCUMOCTH OT UX WHAMBHUIYaIbHBIX OCOOCHHOCTEM:

eI CIenbIX U CIa0OBHIAIIMX: JIEKUUU O(DOPMIISIOTCS B BHIE 3JIEKTPOHHOIO
JNOKYMEHTa, JIOCTYIIHOTO C TIIOMOIIBIO KOMIIBIOTEpAa CO  CHEHUAIU3UPOBAHHBIM
MPOTPaMMHBIM OO€CTIeYeHHEM; TTMCbMEHHBIE 3a/IaHMsI BBITIOIHSAIOTCS Ha KOMITBIOTEPE CO
CIHELMAIN3UPOBAHHBIM TPOIPAMMHBIM 00ECIEUYEeHHEM MM MOTYT OBITh 3aMEHEHbI
YCTHBIM OTBETOM; 0O€ecreunBaeTCs HHAUBUAYaIbHOE PABHOMEPHOE OCBEILIEHNE HE MEHEE
300 uroKc; JUId  BBINOJHEHWsS 3aJaHUsd HOpU  HEOOXOJUMOCTH IPEIOCTaBIISIETCS
YBEJIIMYMBAIOIIEE YCTPOMCTBO; BO3MOXHO TaKXe HCIIOJIB30BaHHE COOCTBEHHBIX
YBEJIIMYMBAIOLIMX YCTPOMCTB; MNHUCBbMEHHbIE 3aJaHus O(OPMIIIOTCS YBEIMYEHHBIM
mpuPTOM; SK3aMEH M 3a4€T MPOBOMATCS B YCTHOM (opMe WM BBIOTHSIOTCS B
MUCbMEHHOW (hopMe Ha KOMITBIOTEPE.

oIS TIOYXMX U CJIA0OCIHBILIAIINX: JIEKIUU O(QOPMIISIIOTCS B BUJAE JIEKTPOHHOIO
JOKYMEHTa, MO0 MpPeI0CTaBIsAETCSl 3BYKOYCHUIMBAIOLIas anmapaTypa UHIMBUIYaIbHOTO
II0JIb30BAaHNS; NUCHbMEHHBIE 3aJaHMsS BBINOJIHAIOTCS HAa KOMIIBIOTEPE B IUCHBMEHHOU
¢dbopMme; 3K3aMeH U 3a4€T MPOBOJATCS B MUCbMEHHON (pOpMe Ha KOMITBIOTEPE; BO3ZMOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

eIl JMI C HApPYLWIEHUSMU OIOPHO-ABUIAaTEIbHOIO  ammapara: JIEKIHU
oopMIISIIOTCS B BHJIE 3IEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO ¢ IOMOIIbIO KOMIBIOTEpA
CO CHEIMaIM3UPOBAHHBIM MPOTPAMMHBIM  OOECIIEYeHHEM; TTHCbMEHHBIE —3a/IaHus
BBINOJIHSAIOTCS HA KOMITBIOTEPE CO CIIEUATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUeHUEM;
9K3aMeH U 3a4€T MPOBOJASATCS B YCTHOM (pOpPME MITH BBIIOTHSIOTCS B MUCBMEHHOU (hopme
Ha KOMIIBIOTEDPE.

[Tpu HEOOXOIUMOCTH TPETyCMaTPUBACTCS YBEIMUEHUE BPEMEHH ISl TIOATOTOBKY OTBETA.

[Iponienypa  mpoBeaeHHMs  NPOMEXYTOUYHOM  arTecTalMu Ul  oOydarommxcs
yCTaHaBJIMBAaeTCA € Y4YETOM UX HMHAWBUIYAIBHBIX ICUXOPU3NYECKUX OCOOEHHOCTEH.
IIpomexyTouHas arTecTanusi MOXKET IIPOBOJUTHCS B HECKOJIBKO ATAIlOB.

[Ipu mpoBeneHNM TPOLEAYPHl OLEHUBAHUS PE3yIBTATOB OOyUYEHHs MpPEdyCMaTpHBACTCS
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WCTIOJNIB30BAaHNE TEXHUYECKHX CPEJICTB, HEOOXOIMMBIX B CBS3M C HWHIUBUAYAJIbHBIMU
0COOEHHOCTIMH O0yYaromuxcsi. T CPEACTBa MOTYT OBbITh NPEIOCTaBICHBl YHHBEPCHUTETOM,
WJIA MOTYT HCIIONTb30BAaThCSI COOCTBEHHBIE TEXHUYECKHIE CPEIICTBA.

[IpoBeneHue mpoueAypbl OLIEHUBAHMA  pE3ylIbTaToB  OOy4YEeHHs  JOIMyCKaeTcs ¢
WCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

OO6ecneunBaeTcs 10CTyN K MHGOPMAIIMOHHBIM U OMOIHOrpaduuecKkuM pecypcaMm B CETH
WuTepHer s kaxzaoro oOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OrPAaHUYCHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

oIS CIeNbIX M CAa0OBUIAIIMX: B MeYaTHOW (opMe yBEIMYEHHBIM IIPU(TOM, B
(dhopme IEeKTPOHHOTO JTIOKYMEHTa, B popMme ayanodaiina.

oISl TIYXUX W ciiabociplamux: B nedaTHor ¢opme, B (popme 3JIeKTpOHHOTO
TOKYMEHTA.

el OOydJaroUMXCsl C HAPYHNICHUSIMH OMNOPHO-JIBUTATENBHOTO ammapaTta: B
nevaTHoi Gopme, B popMe IIEKTPOHHOTO IOKyMEHTa, B (hopme ayanodaiina.

VY4eOHble ayTUTOPHH JJISl BCEX BHJIOB KOHTAKTHON M CAMOCTOSITENIHON pabOThI, HAyYHas
O0ubsMoTEeKa M MHBbIE TOMEIIEHUs [UId O0y4YeHMs OCHAIIEHBI CHEelMaIbHBIM 000pYyIOBaHUEM U
Y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEICTBAMU O0YUCHUSI:

oIS CIEMbIX U CIA0OBUIAIINX: YCTPOWCTBOM Uil CKAaHUPOBAHMUS W YTEHUS C
kamepoit SARA CE; mucrineem bpaiing PAC Mate 20; npuntepom bpaiins EmBraille
ViewPlus;

oI TIYXUX U CIa0OCHIbIIIAIIUX: aBTOMAaTU3UPOBAHHBIM pabOYMM MECTOM MJIs
JIOJIEN ¢ HapyLIEHUEM CiIyXa U cIa0O0CIbIIIalNX; aKyCTUUECKHI YCUIIUTENb U KOJIOHKH;

e OOydarOUIMXCSl € HApYUICHUSMH  OINOPHO-IBUTATEILHOTO  armrapara:
NEPEBUKHBIMU, PEryJIUPYyEMBIMU 3proHoMuueckuMu mnapramu CH-1; xoMmmbroTepHOM
TEXHHUKOH CO CTelnaIbHbIM IPOrPaMMHBIM 00€CTIE€YCHHEM.

9. MeToauyeckue MaTepraJbl
9.1. Ilnanpl Ja00PATOPHBIX 3aHATHHA. MeToauuYecKHe YKa3aHHUsl 1O OPraHH3aluH M

NPOBeIeHNI0

Br160p TeM 1abopaTOpHBIX 3aHITHI 00YCIIOBIIEH OOIINM COJEP)KaHUEM Kypca M HalleJIeH
Ha yriyOJIeHHOE U3YYeHHUE €TO OT/IEIBHBIX Pa3/IeioB.

[Inan naGopaTOpHBIX 3aHATHH BKJIOYAET aBa pasaena: "OpraHuzainuss U TEXHOJIOTHS
JEJONPOU3BOJICTBA B  YUPEXKICHUSAX AopeBoionuoHHor Poccun" u  "Opranmzamus 3|
TEXHOJIOTMS] COBPEMEHHOTO JIETIONPOU3BOICTBA".

e 1a0OPATOPHBIX 3aHSATHIA - 3aKPEIUICHAE CTYICHTaAMH TEOPETHIECKUX 3HAHHUMI JIEKIIAOHHOTO
Kypca u (opMHpOBaHUE MPaKTUYECKUX  HABBIKOB OpPraHW3allid  COBPEMEHHOH  CITy)KOBI
ACIONPOU3BOACTBA, NPHUEMOB U MCETOAOB TCXHOJIOTUMH pa6OTBI C JOKYMCHTAMHM B YIIPABJICHUYCCKOM
armapare.

B pesynbraTe BhIOTHEHUS 1a00pATOPHBIX 3aHSATHI CTYAESHTHI JOKHBI
3HaTh:

L4 XapaKTCPHBIC 0COOEHHOCTH Oopranuvsanuvu pa6OTBI C JOKYMCHTaAMMU B YUPCKIACHUAX
Poccun B Ppa3IN4YHbI€E HUCTOPUYCCKUEC IMCPUOABLI, B3aMMOCBA3b J3THUX IIPONECCOB C ToCyaapCTBCHHBIM
arnmapaToM yInpaBJICHUA,
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o COBpPEMEHHblE TpeOOBaHMA K JOKYMEHTAllMOHHOMY OOECIEUCHHIO YIIPABJICHUS B
YUpeKIeHUSIX U opranuzanusax Poccuiickoit denepanny;

. MPUHIMITEI OPTAaHU3AIUHU TJOKYMEHTAIIMOHHOTO 00eCTICYeHUS! YIIPaBICHHS;

YMETB:

o OPTaHU30BbIBATH CIYKObI JOKYMEHTALMOHHOTO 00ECIIEUCHHS YIIPABIICHUS;

o pa3pabaTeiBaTh JIOKAIbHBIE HOPMATUBHBIE aKTBl M HOPMATHBHO-METOAWYECKUE

TOKYMEHTHI (TIOJIO)KCHHSI, WHCTPYKIIHA W T.J.) IO BEIECHHUIO JTOKYMEHTAITMOHHOTO OOCCIICUCHUS
YIpaBICHHUS

° BBITIOJTHSTH KITIOYEBBIE TEXHOJIOTHUYECKHE OTIEpalluil B paboTe ¢ JOKYMEHTaMu;

BIIAJICTh:

° MpaBWJIaMH OpTraHU3alK BCEX ATAOB Pa0OThI C JOKYMEHTAMU;

. METOJaMH TIPOBEACHUS aHaJIM3a OPTaHM3aIlMN JOKYMCHTAIIMOHHOTO OO0CCICUCHUS
YIIpaBJICHIS;

. METOJaMH ONTUMU3ANNUN JOKYMEHTAIIMOHHBIX MTPOIIECCOB.

HO,[[FOTOBK.’:I K Ha60paTOpHBIM 3aHATHSAM OCHOBaHA Ha CaMOCTOSTEIbLHOM pa60Te CTYACHTOB 110
HU3YUCHHIO JICKIIMOHHOI'O KypCa, UCTOYHUKOB U JIMTCPATYPhl, pPCKOMCHAOBAHHBIX K KaXXAOMY 3aHATUIO.

PA3JIEJI 1. OPTAHU3ALMA AEJOITPOU3BOACTBA B YUYPEXJIEHUAX
JIOPEBOJIIOLIMOHHOM POCCHUH

1.1.  [lemonmpou3BoacTBo B yupexaeHusx Pycckoro rocymgapcrsa XVI-XVII Ba.
1.2.  [lenonpousBoactso B yupexaeHusx Poccuu XVIII B.

1.3.  Jlenonpou3BoacTBo B yupexaeHusx XIX - Had. XX B.

PA3JIEJI 2. OPTAHM3ALIUA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

2.1. OpraHuzanus ciry>kObI JeTOTPOU3BOJICTBA
2.2. OpraHuzanus JOKyMEHTO000poTa

2.3. Peructpanus J0OKyMEHTOB.

2.4. HomeHnknatypa aen

2.5. IToAroToBKa JOKYMEHTOB K IOCIEAYIOUIEMY XPaHEHHIO U UCIOJb30BaHUIO
2.6. CocraBieHUE UHCTPYKLUU MO JEIONPOU3BOACTBY

PA3JIEJ 1. OPTAHU3ALMA JEJIOMPOU3BOJACTBA B YUPEXKIEHUS
JIOPEBOJIFOIIMOHHOM POCCUHU
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Tema 1.1. le1onpou3BoacTBo B yupe:xkaenusx Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

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

* CTPYKTYpy OpPTraHOB T'OCYIapCTBEHHOTO YIPABJICHHUS,

* COCTaB U JIOJDKHOCTHBIC 00S3aHHOCTH " CITYKHIIBIX JIkO ek "

* HaNpaBJICHUS PETIAMEHTAIMH PaOOTHI ¢ JOKYMEHTAMH.

2. N3yuuTh cxeMy OpraHu3alliy UCIIOJHEHUS! JOKYMEHTOB B IIPUKA3HOM JEIONPOU3BOICTBE.

3. IIpoananu3npoBaTh NEPBUYHBIN KOMITJIEKC JOKYMEHTOB (Ha MpUMepE Jieja Mo 4el00nTHOU
SxoBa llerunosa B [lomecTHOM npuKase) u ySICHUTh NOPSAAOK (GOPMUPOBAHUSA A€Ia.

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

* COCTAaB JIUII ""BEPINUBINUX CY/" U JOKYMEHTHPOBABIIINX JCITEIEHOCTh CyIa;
¢ IMOPAAOK ImoJga4yu, paCCMOTPCHHUA U UCITIOJIHCHU A I‘IG.]IO6I/ITHI:.IX;
* TIOPSIOK BEACHUS PETHCTPAITMOHHBIX (OpM I ""CYIHBIX e

* OTBETCTBEHHOCTh 32 TOJJICNIKY TOKYMEHTOB U HEJJOOPOCOBECTHOE OTHOIIICHHE K IOMHKHOCTHBIM
0053aHHOCTSM.

2. PaCCMOTpI/ITe CXCMY MPOXOKACHU U UCIIOJTHCHUA JOKYMCHTOB B IIpHUKa3ax U CHGHaﬁTG BBIBO/
0 COCTaB€ TCXHOJIOTHYCCKHUX onepaunﬁ C TOKYMCHTaMU, IPUMCHABIINXCS B HpI/IKa3HOI>'I CUCTEMC
ACIOIIPOU3BOACTBA.

3. O3HakoMmbTeCh ¢ ienoM [lomecTHOrO prKasa 1o uenooutHoit Skopa llletnnosa u
COMNOCTaBbTE MOCIEA0BATEILHOCTh PACCMOTPEHUS 1 PEIEHUS BOIIPOCA U TIOCIIEI0BATENbHOCTD
pacmonoxeHus JOKYMEHTOB B jiene. Onpenenure KpailHHe AaThl ejia U OCOOCHHOCTH
JIOKYMEHTUPOBAHUSL.

KOHTPOJIBHBIE BOITPOCHI
1. ITepeunciure 0COOEHHOCTH CUCTEMBI JICIOMPOU3BOICTBA B IICHTPATBHBIX YIPEIKICHUIX
Poccun XVI-XVII BB.

2. Ha3oBuTe 3aKOHOAATENLHO PEriiaMeHTHPOBaHHbBIE 00513aHHOCTH "'CITY KIIIBIX JItoJiel" B paboTe
C JOKyMEHTaMH.

3. Kakue oneparuu B paboTe ¢ TOKyMEHTaMu C(hOPMUPOBAIKCH B IPUKA3HOM
JIEIOTIPOU3BOICTBE?

4. laiiTe XapakTepUCTUKY CTOJIOLIOBON ()OPMBI JETOMPON3BOACTBA KaK TEXHUKH
JOKYMEHTHPOBaHUs U (OPMUPOBAHUS JIEI.

5. Korma Obua BBemeHa 1 Kora Obliia OTMEHEHA CTOI0oBas popma AeTompon3BOACTBA?
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NCTOYHUKU U JINTEPATYPA

brikoBa T.A. JlokyMeHTanMOHHOE oOOecleYeHue  yOpaBJCHHUS  (JIETOMPOU3BOJICTBO)
[OnexTpoHHBIH pecypc]; yueOHoe nmocodue/ T.A. brikosa, T.B. Ky3nerosa. -2-e uza. nepepad. u
norm. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com/go.php?
1d=942800/

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

3AIAHUA
1. Wzyunte ['enepanpHbii permameHT 1720 r. W BBISIBUTH OCHOBHBIE TpeOOBaHHS K
OpraHU3aLuy JeIONPOU3BOCTBA B KOJUIETUAX U TOJDKHOCTHBIE 0053aHHOCTH KAHIEISIPCKUX CITYKAIHX.

2. N3yuuTh CXeMy UCIOJHEHUS JOKYMEHTOB B KOJUIETUSX.

3. Wzyunte "Yupexnmenue s ympaBineHuss ryOepHuit" 1775 T., BBIIBUTH OCHOBHEIC
TpeOOBaHMsI K OpraHU3alMH JIeJIONPOU3BOJICTBA B MECTHBIX YUPEKICHUAX U JOJKHOCTHBIE 0053aHHOCTH
KaHIEJSIPCKUX CITy>KalluX.

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

5. IlpoaHamu3upoBath A€I0, CPOPMUPOBAHHOE B MECTHBIX YUPESIKICHHUIX.

VKA3AHUS IO BBITIOJITHEHUIO 3AJIAHUN

1. W3yuus "I'enepanpHslii pernamenT 1720 1., yACHUTE cilenyoIIEe:

1.1. CTPYKTYPY KOJUIETUH;

1.2. JOJIKHOCTHOM COCTaB KaHIEIAPCKUX CIIYXKAIIHX;

1.3, 00s3aHHOCTH KaHLEISPCKHUX CITY)KallIHX;

1.4.  TOpPSIOK MONY4YEeHUS JOKYMEHTOB B KOJUIETHIX;

1.5.  mopsaoOK pacCMOTPEHUS HTOKYMEHTOB B KOJUIETHSIX;

1.6.  opraHU3aIys U TEXHOJOTHUS PETHCTPAIMN JOKYMEHTOB;

1.7. moctpoeHue crpaBOYHO-WH(POPMAIIMOHHOTO amapaTra;

1.8.  CcpOKM HCIOSHEHMSI JOKYMEHTOB;

1.9. OpraHU3aluI0 XPAHEHUSI JOKYMEHTOB B KOJUIETHAX.

2. Wzyuute cxemy HCHONHEHHS JOKYMEHTOB B KOJUIETUSIX U BBISIBUTE COCTaB

JIEJIOIIPOU3BOICTBEHHBIX OIIEpaIUil.
3. Uzyuus "OO1ee rybepHckoe yupexxaenue " 1775 r., onpenenure:

3.1. CTPYKTYPY KaHIIETSIPUH, TOJDKHOCTHON COCTaB KaHIICIAPCKUX CIIYKAIIHUX, HX
00513aHHOCTH B paboOTe ¢ JOKYMEHTAMU;

3.2. TeXHOJOTHIO pabOThI C TOKYMEHTAMHU:
3.2.1. TOpsIOK MEePBUIHON 0OPAaOOTKH IMOCTYITUBIINX TOKYMEHTOB;

3.2.2. TEXHOJOTHA PETHCTPALH JOKYMEHTOB: IPUMEHIEMbIE PETHCTPAIMOHHbIE (POPMBI, UX
Ha3zHauCHHWE W COCTaB MH(OpMaIuy;


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

3.2.4. TOPSIOK UCIIOJIHEHUS JOKYMEHTOB;

3.2.5. TEXHOJOIHIO KOHTPOJIA 32 UCIIOJHEHHEM JOKYMEHTOB;

3.2.6. TIOPSIIOK OTTIPABKH JOKYMEHTOB;

3.2.7. opraHU3aIMIO XpaHEHUS JIOKYMEHTOB B MECTHBIX YUPEIKICHHSIX.

4. I/I3quTe CXEMY MCIOJHCHUA NOKYMCHTOB B MCCTHBIX YUPCIKIACHUAX U BBIABUTC COCTaB
ACIONPOU3BOACTBCHHBIX onepaunﬁ.

5. Paccmotpure nena mectHbiX yupesxkaenuit X VIII B., oOparute BHUMaHue Ha 0oQpOpMIICHHE
00JIOKKH J1es1a, COCTaB JOKYMEHTOB JeJ1a, [I0CIE€0BAaTEIbHOCTD UX PACIIOIOKEHHS, TIOPAJOK U CPOKU
paccMOTpeHus JOKYMEHTOB, YSICHUTE IPUHLIUIB (OPMUPOBAHUS JIE.

KOHTPOJIbHBIE BOITPOCBHI

1. CpaBHHTE cHCTEMY MPUKA3HOTO M KOJIJIEKCKOTO JIEJIOTIPON3BOACTBA, OOBSICHUTE Hanbosee
XapaKTEPHBIC OTIINYHSL.

2. IlepeuncnuTe HOBBIE NEITONPOM3BOACTBEHHBIE ONIEpPAllY, BO3HHUKIIHNE B yupexkaeHuax X VIII

3. Ilepeuncnure 00s3aHHOCTH JIEJIOTIPOU3BOJICTBEHHON CITYKOBI 1O IOJATOTOBKE JOKYMEHTOB K
apXUBHOMY XpaHEHUIO (110 3aKoHy 1775 1.).

4. HazoBuTE 3aKOHOIATENBHBIN aKT, KOTOPBIM BIIEPBBIC ObLIT ONPEICIICH CPOK XPaHEHUS
JIOKyMEHTOB B TEKYIIEM JICIIOTIPON3BOICTBE (110 CIaYl TOKYMEHTOB B apXUB).

5 . HazoBute XapaKTCPHBIC YCPThI CUCTCMbI PETUCTPALIUN JOKYMCHTOB B KOJUICTUAX.

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTalMOHHOE  OOEcCIlieYeHUe  ympaBieHUS  (JEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe mocooue/ T.A. beikora, T.B. Ky3nenosa. -2-¢ uzn. nepepad. u
non. — Mocksa: Muadpa-M, 2018. -304 c. — Pexum npocrtyma: http://znanium.com/go.php?
1d=942800/

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

3AIAHUS

1. U3yunrs "Obmee yupexaenne muauctepetB” 1811 r. 1 ysCHUTH OCHOBHBIE TPeOOBaHUS K
OpTaHU3aluy JeONPOU3BOCTBA B LICHTPAIBHBIX YUPEKACHHUSX, & TAKKE JOKHOCTHBIE 005S3aHHOCTH
KaHLEISIPCKUX YAHOBHUKOB.

2. [IpoananuznpoBats 0cOOEHHOCTH (GOPMHUPOBAHUS Jel B yupexaeHusx XIX - naa. XX B.

3. U3yuuts "[lonoxeHue o MMCbMOBOJICTBE U JIEIONPOU3BOJICTBE B BOeHHOM BeaomcTse" 1911 1.
Y BBIIBUTH OCHOBHBIE HANPABJICHHUS PAallMOHAIM3AIMHA JeJIOPOU3BO/ICTBA.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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4. N3yunthb cxeMy HCIONHEHUs TokyMeHToB B Kannemnspun [lomeunTenss MOCKOBCKOTO yueOHOTO
OKpyTa.

5. O3nakomuThCs ¢ foKyMeHTaMu Kanuenspuu [Toneunrens MOCKOBCKOTO Y4eOHOTO OKpyTa 1
BBISIBUTB DJIEMEHTHI PALIMOHATIU3ALUU IPOLECCA UX UCITOJIHEHHUS.

VKA3AHUS IO BBITIOJIHEHUIO 3AJIAHUN

1. Uzyuus "Ob6uee yupexaenne muauctepcts” 1811 r., omnpexnenure cnenyromiee:

1.1. OpPraHU3allMOHHYIO CTPYKTYPY MUHUCTEPCTBA,

1.2. CTPYKTYPY JCIOMPOU3BOICTBEHHOMN CITY>KOBI;

1.3.  opraHmzamio JOKyMeHT00OOpOTA!

1.3.1. mopsiiok mocTyIuieHus JoKyMeHToB: B KaHuenspuro MuHuCTpa; B [enapTaMeHThI;

1.3.2. opranu3zanuro IBHKEHHUS JOKYMEHTOB, HAPABJICHHBIX B KAHIICISPUIO MUHUCTPA ; B
Jenaprament; B CoBeT MHHHCTpA: B 00IIee MPUCYTCTBHUE erapTamenTa; B OcoOble YCTaHOBJICHUS ;

1.3.3. nops11oK MCTIOJIHEHUS TOKyMEHTOB: B KaHuenspun MunucTpa; B JlemapTraMeHTax;
1.4. opraHu3anyio U TEXHOJIOTHIO PErHCTPaLlu;

1.5. opranu3anunio KOHTPOJIS 32 UCIIOJTHEHHEM I0KYMEHTOB (PEBU3HA);

1.6. mopsiiok popMHUPOBAHUS ACI;

1.7. opranu3anuio XpaHeH!us JOKYMEHTOB;

1.8.  Ha3HayeHHe OTYETOB.

2. O3HakoMbTeCh ¢ AenaMu yupexaenuit XIX B., oOparure BHUMaHUe Ha OPOPMIICHHUE OOJOKKH
Jie1a, COCTaB JOKYMEHTOB €A, IIOCJIEI0BATEIbHOCTh UX PACIIONOKEHUS, IOPSIIOK U CPOK PACCMOTPEHUS
JIOKYMEHTOB.

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

3.1. perimaMeHTaUIO IPUMEHSIEMBIX BHIOB JOKYMEHTOB;

3.2. ynopsiioueHue paBl COCTABICHUS B 0)OPMIICHHSI JOKYMEHTOB;
3.3. perjaaMeHTaIli0 CIPaBOYHO-UH(POPMAIIMOHHOTO (OHIA;

3.4. MexaHU3AITIIO ACIIONPONU3BOICTB;

3.5.0praHu3anuio orepaTiBHOTO U apXUBHOTO XpaHEHHS JOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs TIEPEUNCICHHBIX BOIIPOCOB CIIETANTE BHIBOJ O HAIIPABICHUIX
paIroHaIN3alKHU IeJIOMPON3BOACTBA B BOCHHOM BEIOMCTBE.

4. HpOﬁHaﬂHSprﬁTe CXCMY OpraHusanvuv ACJIONMPOU3BOJACTBA B KaHI_IeJ'IHpI/II/I Iloneuurens
MockoBCcKOro y‘{e6HOFO OKpyra u cz[enaﬁTe BBIBOJ O crocobax panroHaIN3allvun 2TAllOB UCIHOJHCHU
JOKYMCHTOB U MOATOTOBKKU OTBETHOI'O JOKYMCHTA B 3TOM YUPCIKIACHUU.

5. O3znakombTech C Kojuleknued aokymeHToB Kannenspuu Iloneunrtens MoCKOBCKOIro
y4e0HOT0 OKpyTa, 00pariasi BHUMaHHUE Ha:
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. 3JIEMEHTBI MEXaHU3HPOBAHHOM 00pa0OTKH TIOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJTyYSHUH, HAIIPABJICHUH Ha UCTIOJTHEHHE W UCTIOJTHEHHU TIOKyMEHTOB);

. XapakTep Pe30IIOLHN;

. CIIOCOOBI COCTABJICHHSI IIPOEKTA TOKYMCHTA;
. AJIEMEHTHI YHU(DUKALIMU TEKCTa JJOKYMEHTA;
. BH/JIbI OJIAHKOB U CIIOCOOBI MX M3TOTOBJICHMS.

C/:[enaﬁTe BBIBOI 00 OCHOBHBIX U BCIIOMOTaTEIbHBIX HaIlpaBJICHHUAX pallMOHAIN3allUH ITPOLICCCOB
paccMOTpCHUA W UCIIOJITHCHUSA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCDI

1. CpaBHUTE cHCTEMY KOJJIEKCKOTO M MUHHCTEPCKOTO (MCIIOIHUTEIIEHOTO)
JeTIONPOU3BOJICTBA, OOBSICHUTE HanboJee XapaKTepHBIE OTINYHSI.

2. Kax pa3BuBanmacek CTpyKTypa JIeI0NpOn3BOACTBEHHON CITYKOBI MUHHUCTEPCTBA B TIEPBOI
nojioBuHe XIX B., 4eM OHA OTIIMYAIACh OT KOJUICKCKOM?

3. HazoBute ocHOBHBIE TpeOOBaHNS K OPraHM3ALNHU TOKyMEHTOO00POTa B MUHHUCTEPCTBAX
XIX B. Ha xakue oCHOBHbBIE JOKYMEHTOIIOTOKH Pa3JelsuINCh JOKYMEHTBl B MUHUCTEPCTBaxX?

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

5. B kaxoii hopMe oCyIecTBISIICS KOHTPOJIb 33 UCTIOJTHEHNEM IOKyMEHTOB B CHCTEME
MUHHUCTEPCKOTO JAEeTONPOU3BOCTBA?

6. HazoBure 0cOOEHHOCTH OpraHU3aIiK XPAHCHHSI TOKYMEHTOB B JICTIOTIPON3BOICTBE
MUHHUCTEPCTB.

7. HazoBure HampaBieHus 1 CIOCOOBI pariOHAIM3AINH JISTIOMPOU3BOICTBA B YUPEIKICHHUIX
XIX - mau. XX B.

NCTOUYHUKU U JIMTEPATYPA

brikoBa T.A. JlokymeHTannoHHOE  oOOecIliedyeHHue  yOpaBJICHHS  (JIETOMPOU3BOJICTBO)
[DnexTponHblii pecypc]; yueOHoe nocodue/ T.A. beikosa, T.B. Ky3nerosa. -2-e uza. nepepad. u
non. — Mocksa: Huadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

PA3JIEJI 2. OPTAHM3AIIUA COBPEMEHHOI'O AEJIOITPOU3BOJCTBA

Tema 2.1. Opranuszanms cayx0bl 1eJJONPOU3BOACTBA — 12 yacos.

3AJJAHUA

1. Wzyunte TpeOoBaHMs AEHCTBYIOINX HOPMATUBHBIX aKTOB W HOPMaTHBHO-METOAMYECKUX
JOKYMEHTOB K OpTaHHU3aIliH{, CTPYKTYPE U (QYHKIHSAM CITY>KOBI JeTOTPOU3BO/ICTBA.

2. HpoaHaanpOBaTL OpraHu3anuro CJ'IY)KGBI ACJIOIMPON3BOACTBA B YCHOBHOﬁ OpraHusanvuun
U BBIIBUTH €€ OCOOCHHOCTH.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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3. [MoaroToBUTH CXEMy OpraHM3alMOHHON CTPYKTYpPBI JENONPOU3BOJICTBEHHON CIYyXKOBI B
YCIIOBHOM OpraHu3alvu.

4, Pazpabotats [lomoxxeHune o ciryx0e IeTOpPON3BOICTBA YCIOBHOW OpPTraHU3aIiH.

5. PazpaboTtath [MOMKHOCTHBIE HWHCTPYKIMH paOOTHHKAM CIY>XOBI JEJIONPON3BOJCTBA
YCIIOBHOM OpraHu3aluu.

VKA3AHUS IO BBITIOJITHEHUIO 3AJIAHUI

1. N3yunre KpaTkyro XapaKT€pHCTUKY IEATEIbHOCTH YCIOBHOM OpraHW3allM, BBIICHUTE
0COOCHHOCTH OpraHU3aluH JIEJONPOU3BOICTBEHHON CIIy:KOBI, €€ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHUSIM IO CTaTycy, MOJAYMHEHHOCTH, HAWMEHOBAaHMSM CTPYKTYpHBIX 4YacTei, WX COCTaBy.
ApPryMeHTUPYUTE OTBET.

1. [loxroroBbTe CXeMy OpraHM3AalMOHHON CTPYKTYphl CIYXOBI JEJONPOU3BOJICTBA
YCIIOBHOW OpraHu3aiuy, 3a(ukcupyiTe MOAYMHEHHOCTh CIYKO M CTPYKTYpPHBIX NojapasiencHuid. s
KQXKIO0TO CTPYKTYPHOI'O MOJPA3ACIACHHUS U yJacTKa CIIY>KOBI JICIIONPOU3BOJICTBA HA CXeMe (PUKCHpYyeTCs
BHJI TOTIMHEHHOCTH (TIpsMas agMHUHHCTPATHBHAs WM Meroamdeckas). OOOCHyWTe HaWMEHOBAaHUE H
MMOTYMHEHHOCTh Ka)X/I0TO CTPYKTYPHOTO MOApa3AciIeHHs.

2. Ha ocHoBe IIpumepHOTO TMOJIOKEHHS O CIyXOe JeNONpOn3BOJICTBA pa3padboTanTe
CTPYKTypy TekcTa [lonoxkeHus o ciyx0e AeTonpor3BOCTBA YCIOBHON OpraHu3anui. TEeKCT TOI0KEHHS
JOIDKEH COJACpKaTh KOHKPETHbIE (QOPMYyITUPOBKH 3a7a4, (GYHKIUE, mpaB, oOsM3aHHOCTEH U
B3aMMOOTHOIIEHUH cy)0bl. Crenyer opopmuth [lomoxxenue Ha oOIeM OJaHKe, ONPEICIIUTh MOPSIIOK
€ro COMTACOBaHUS M YTBEPXKJICHUS (COCTaB CTPYKTYPHBIX MOJAPA3JCICHUA U JOIKHOCTh PYKOBOJUTEIIS,
YTBEPKAAIOIIETO IOKYMEHT). APryMEHTUPYHTE CBOM MpeIIoxKeHus 1o mpoekty [lonoxkeHus.

3. PazpaboraiiTe [JOKHOCTHBIE HMHCTPYKIIMH Ha BECh JIOJDKHOCTHOM ~ COCTaB
JeTIONIPOU3BOJCTBEHHOM CIyObI YCIIOBHOM opraHm3anuu. Ha oCHOBE MONyYeHHBIX WHIMBUIYaJbHBIX
3alaHuid pa3paboTaiiTe CTPYKTYpPY TEKCTa M COCTaB pa3leiioB MOJDKHOCTHOH HWHCTpyKiuu. OOpaTute
BHUMAaHUE, YTO NPH (HOPMYIHPOBKE JOJDKHOCTHBIX 00SA3aHHOCTEH COTPYIHUKOB, CIIEAYET COrJIacoBaTh UX
C OCHOBHBIMH 3afadyamMd M (QyHKOHSAMH  CIykObl (T.e. ¢ Tekcrom [lonoxkenusi). B pazgene
"B3anMooTHOIIEHUS, CBSI3U" CIIeAyeT 3aKpENHUTh B3aUMOJEHCTBHAS paOOTHHKOB CITYy>KOBI M WX CBSI3H Ha
YpOBHE INIPEICTaBIECHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. [lepeuncnuTe CTPYKTYpPHBIE YAaCTH CIYKOBI JICIIOMPOM3BOJICTBA B OPraHU3ALUAX
Pa3IMYHBIX YPOBHEH yIIpaBicHHUS.

2. [epeuncnuTe AEHCTBYIOMIKE JOKYMEHTHI, ONPENENAIONINE 3a1aud U (QYHKLIUH CITY>KObI
JIeJIONIPOU3BO/ICTBA.
3. HazoBute TpeGoBanus K cTpykType u coctaBy uHpopmauuu llonoxxenus o ciyxoOe

JIEJIOTIPOU3BOJICTBA; TOJDKHOCTHON MHCTPYKITHH.

NCTOUYHUKU U JIMTEPATYPA
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IpaBuia  JeMONPOM3BOJACTBA B TOCYJAapPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrnpasiieHus, ytB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [SnekTpoHHbIN pecypc]. — M.,

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

MeToaudeckre peKOMEHIANUN 0 pa3pa0d0TKe WHCTPYKIHH IO JICJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBlieHus, yts. IIpukazom PocapxuBa ot
24.12.2020 Ne 199 // [9neKkTpoHHbI pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

HpI/IMepHa}I HHCTPYKIUSA IO ACTOIIPOU3BOACTBY B r'OCYAAPCTBCHHBIX OpPraHU3alusXx, yTB.

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

I'OCT P 7.0.97-2016. Hauuonansubsiii crangapt Poccuiickoii ®@enepanuun. Cucrema
CTaHIApTOB MO HH(pOpMAIHMH, OMOIMOTEYHOMY W H3AaTeNbcKoMy neny. OpraHu3amuoOHHO-
pacropsiiuTesbHas JoKyMeHTamus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOB // [ DJIeKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HMCO 15489-1-2019 Hanuonanensiii ctangapT Poccuiickoit ®enepanuu.
Cucrema cTtaHIapToB 10 WHGOpPMAIMU, OHOITMOTEYHOMY M M3JIaTelIbckoMy Aeny. Mupopman3us
U JOKyMeHTanus. YupaBieHue JgokymeHTamu. Yacte 1. [loHaTHs u mnpuHUMNbL //

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

I'OCT P 7.0.8-2013 Jleqonpon3BOACTBO U apXUBHOE J€yI0. TEepMUHBI U ONpPEACIICHUS.-

[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYyIIA:

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

[Tpuka3 Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBep)KISHMH MpPaBUI
OpraHu3alM¥ XpaHEHUs, KOMIUIEKTOBAHMs, y4eTa M HCIOJIb30BaHUS JOKYMEHTOB APXHBHOTO
¢donna Poccuiickoit @enepanu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOM
BJIACTH, OPraHax MECTHOI'O CaMOYIIPaBJICHUs M OpraHuzanusx» // [DnekTpoHHslit pecypc]. — M.,
2019. — Pexxum moctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

ITpuxa3z Muntpyaa Poccun ot 15.06.2020 N 333u "OO yTBepkIeHHH MPO(hecCHOHAIb-
HOro crta”zaapta "CHenuManucT MO OpPraHHU3allMOHHOMY U JIOKyMEHTAllMOHHOMY OO€CIEYEeHMIO
ynpaiieHusi opranuzanuei”// [Dnexkrponnsiii pecypc]. — M., 2021. — Pexum noctyna: http://

www.consultant.ru/document/cons_doc LAW 357714/.


https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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[Ipodeccuonanbupiii cranmapT «CrenuanucT Mo yupaBiIeHUIO JTOKYMEHTAIlUeH OpraHu-
3aIlM», YTBEP)KIACHHBIN NMpUKa3oM MUHHCTEpPCTBA TpyJla M COLMAIBHOM 3amuThl Poccuiickoi
@eneparun ot 10.05.2017 Ne 4161 // [Dnextponnsiii pecype]. — M., 2019. — Pexum goctyna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

brikoBa T.A. JlokymMeHTanmoHHOE oOOeclieuyeHrue  yOpaBJICHHS  (JIETOTPOU3BOJICTBO)
[DnexTpoHHBIii pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nerosa. -2-e uza. nepepad. u
norn. — Mocksa: Huadpa-M, 2018. -304 c. — Pexum npoctyma: http://znanium.com/go.php?
1d=942800/

Tema 2.2. Opranuzanus 10KyMeHTO000poTa — 8 yacos.

3AIAHUA
1. UzyuuTh coBpeMeHHbIE TpeOOBaHMS K OpraHU3alUK JOKYMEHTO000pOTa B OpraHU3aInsX,
YUYPEKICHUAX U HA IIPEAPUATHUAX.

2. I/ISyIII/ITL " MPOAHAJIN3UPOBATH OPraHrU3alnuio Z[OKyMeHTOO60pOTa B YCJ]OBHOI>'I OpraHuvsanuu.

3. HMByuuTh KpaTKyIO XapaKTePUCTHKY AEATEIHHOCTH LIEHTPAITBHOTO armapara yCcJIOBHOM
OpraHM3aLUU U COCTaBUTh ONEPOrpaMMBbl ABMKEHUS BXOAALIEH, UCXOAAIIEH U BHYTPEHHEN
JIOKyMEHTALUH.

4. HO,Z[CLII/ITaTI) 00BeEM ,I[OKyMeHTOO60p0Ta YCJIOBHOP'I OpraHuU3aluu 3a roxa.

YKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUI
Wzyuure IlpaBuna nenompousBoAcTBa B I'OCYHAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O

caMoyIpaBiieHus, yTB. [Ipuka3om Pocapxua ot 22.05.2019 Ne 71; Mertoauyeckue peKOMEHIaluN
no pa3pabOTKe MHCTPYKIMH MO AENONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMoyIlpaBiieHus, ytB. Ilpukasom PocapxmBa ot 24.12.2020 Ne 199; IIpumepHyro
MHCTPYKLHMIO [0 JEJIONPOU3BOACTBY B TIOCYJapCTBEHHBIX opraHusanusax (yTB. Ilpuxazom
PocapxuBa ot 11.04.2018 Ne 44. Caenaiite BBIBOA O CTENEHH pETJIAMEHTAIMH B HOPMATHBHBIX
JOKyMEHTax OOLIMX NPUHLIUIIOB OPraHU3alKU JOKYMEHTOO0O0POTa, MPaBHil NPOXOXKICHHUS JOKYMEHTOB,

METOOMKH IIOACUETA I[OKyMCHTOO60p0Ta.

1. Ha mnpumepe onmcaHus TOKyYMEHTOOOOpOTa YCIOBHOW OpTraHHW3allMd BBIBUTE €0
0COOEHHOCTH M OMpPEAETUTE HECOOTBETCTBHE OPraHU3allii JOKYMEHTOO0OpOTa B JaHHOW OpraHH3aluH
TpeOOBaHUSIM HOPMAaTHUBHBIX JOKYMEHTOB.

2. CocTaBbTe oneporpaMmbl ABUXKCHUSA TOKYMCHTOB B YCHOBHOﬁ OpraHus3amuu. Z[J'I?I 9TOro
OIpeACINTE COCTaB IOJDKHOCTHBIX JIMII, Yy4YaCTBYHOIIUX B o6pa60TI<e U HCIHOJHECHHUU JOKYMCHTOB;
IOCJICA0BATCIIBHOCTD onepaunﬁ 1o O6pa6OTKC JAOKYMCHTOB; U3y4uuTe CXCMBbI JABHXXCHUS
JOKYMCHTOIIOTOKOB B YCHOBHOﬁ OpraHuvsanyu.

OneporpaMMa ABMIKCHHUA BXOIAINX JOKYMCEHTOB NOJDKHA OTPA3UTH MEPEMCIICHUS JOKYMCHTOB
OT MOMCHTa IMpUueMa A0 IMOAMMBKU UX B JICJIO MOCJIC 3aBEPIICHUA UCIIOJTHCHUSA.


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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OneporpaMMa ucxoaAmux JOKYMEHTOB [JOJDKHA OTpa3suTb HNEPEMCHICHUA JOKYMEHTOB OT
MOMECHTA IMMOATOTOBKH UX IMPOCKTOB A0 OTIIPABKU U3 YUPECIKIACHUA.

OneporpamMma JBHKEHHs BHYTPEHHHMX IOKYMEHTOB (Ha IpHMeEpe IpHKas3a) JOJDKHA OTPa3UTh
HEepeMEIIeHNs JOKYMEHTOB OT MOMEHTA IIOATOTOBKH IIPOEKTA JOKYMEHTA A0 IOALIMBKY B €IO.

3. N3yuuB cocTaB M KOJINYECTBO MONYUYEHHBIX, OTIPABICHHBIX U BHYTPEHHUX JOKYMEHTOB
YCIIOBHOM OpraHU3alny, MoJCUUTalTe 00BbEM ee JOKyMEHTO000pOTa 3a TOA.

KOHTPOJIBHBIE BOITPOCDI

1. MaiiTe ompeneneHne MOHATH " TOKyMeHTO000poT" .

2. [lepeuucnute OCHOBHBIC TPeOOBaHUS K OpraHU3AINU JOKYMEHTOO00POTa B OpraHU3aIusX.
3. IlepeuncnuTe IpaBuiia yaera JOKYMEHTOO000pOTa.

4. HazoBuTe TpeOOBaHMSI K MIPOXOMKIACHUIO U HCIIOJIHEHUIO BXOASIIUX JOKYMEHTOB.

5. HazoBuTe 3Tansl MMPOXOXKJACHUA U UCIIOJIHCHUSA UCXOAAIIUX U BHYTPCHHUX JOKYMCHTOB.

6. [lepeuncnuTe npaBuiia nepeJadd JOKYMEHTOB BHYTPH YUPEKICHHUS.

NCTOUYHUKU U JIMTEPATYPA
e [IlpaBuna  pmenompousBojacTBa B TOCYHAPCTBEHHBIX  OpraHax, OpraHax  MECTHOTO

camoyrmpasiieHus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. —

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

e Meroanyeckue PEKOMEHJANMU TI0 pa3padOTKe WHCTPYKIMH IO JIEJONPOU3BOJCTBY B
rOCYJJapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O caMOyIpaBieHus, yTB. IIpukaszom Pocapxusa
oT 24.12.2020 Ne 199 // [9nekTpoHHbIl pecypc]. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc LAW _ 373895/.

L4 HpI/IMepHaﬂ HHCTPYKIUSA 110 ACJTONPOU3BOACTBY B IrOCYJApPCTBCHHBIX OpraHU3alUsiIX,

y1B. Ilpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrpounsiii pecypc]. — M., 2019.
Pexxum noctyna: http://www.consultant.ru/document/cons_ doc LAW _305137/.

e T'OCT P 7.0.97-2016. Hanuonansuslii crannapt Poccuiickoit ®epepanuu. Cucrema
CTaHIapTOB 1O WH(pOpMaNKU, OUOIHOTEUHOMY U H3AaTeIbCKOMY Aeny. OpraHu3ainoHHO-
pacriopsiiuTeNbHas JOKyMEHTalus. TpeboBaHus K O(OPMIICHHIO JIOKYMEHTOB //
[D7eKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYyTIa!
hitp://www.consultant.ru/document/cons_doc LAW_216461/.

e ['OCT P UCO 15489-1-2019 Hauuonanwusiii cranaapt Poccuiickoit ®enepanuu. Cucrema
CTaHAApTOB MO WH(pOpMaIuu, OMOMHMOTeYHOMY W HM3AaTelbeckomy aeny. Madpopman3us u

JOKyMeHTanusi. YmpaBineHue pokymeHTamu. Yacte 1. [lomstus u npuHOunel. //


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

e [OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWUBHOE J€N0. TepMHHBI M OIMpEICICHHUS.-

[DnekTpoHHBII pecypc]. - M., 2019. Pexum JOCTYTIA:

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

o [Ipuka3z MunkynbTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBepKASHUU TTPaBUil OpraHU3aAINH
XpaHeHUusl, KOMIUIEKTOBAHUSA, y4e€Ta W HWCIOJNb30BAHMS JOKYMEHTOB ApXUBHOro (HoHIa
Poccuiickoit @enepanuu U Ipyrux ApXUBHBIX JOKYMEHTOB B OpraHax IOCYJIapCTBEHHOMN
BJIACTH, OpraHaX MECTHOI'O CaMOYIPABJICHUS M OpraHU3alusx» // [DIeKTpoHHBIH pecypc]. —
M., 2019. — Pexxum goctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L4 HOHOJ’[HHTBJII)HI)IC HCTOYHHKHU

e [Ipuka3 Muntpyna Poccun ot 15.06.2020 N 3331 "O6 yTBepxaeHUHN MPO(HecCHOHATBEHOTO
cragnapra "CreuuaiucT IO OpPraHU3allMOHHOMY M JOKYMEHTAI[MOHHOMY O00€CTeYeHHIO
yrpaBiaeHus: opranm3arueii’// [DnektponHbiii pecype]. — M., 2021. — Pexxum pocrymna:
http://www.consultant.ru/document/cons_doc LAW 357714/.

e JlocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 ytBepxknenun [IpaBumn
JIETOTIPOM3BO/ICTBA B (heAepalIbHBIX OpraHaxX HMCIOJHUTENBHOW BIacTW»// [DNeKTpOHHBIN
pecypcl]. — M., 2019. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_88695/.

e [ToctanoBnenue [IpaBurenscTtBa PD ot 25.12.2014 No 1494 “O06 yTBepKACHHH MPaBHII OOMEHa
JOKYMEHTaMHd B DJJIEKTPOHHOM  BHUJAE€ IpU  OpraHu3auud  MHGOPMALUOHHOIO
B3auMojieicTBua”//  [DnekTpoHHbIi pecypc]. — M., 2019. — Pexum pgoctyna:
https://base.garant.ru/70832680/.

e brikoBa T.A. JlokymMeHTallmoHHOE OOECTEUYCHHE YOpaBJICHHS  (JIEIOMPOU3BOJICTBO)
[DnexTponHbIit pecypc]; yueOnoe mocodume/ T.A. beikoBa, T.B. Kysnemora. -2-e wu3m.
nepepab. u gon. — MockBa: HWudppa-M, 2018. -304 c. — Pexum pgoctyna:
http://znanium.com/go.php?1d=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 yaca.

3AJJAHUA

1. HSy‘II/ITI: TpeGOBaHI/ISI HOPMATHBHO-MCTOAUYCCKUX HNOKYMCHTOB K PCTruUCTpallud H
TMOCTPOCHUIO I/IH(I)OpMaHI/IOHHO—CHpaBO‘IHOFO arrapara.

2. 3apCFI/ICTpI/Ip0BaTB HECKOJIBKO JOKYMCHTOB, IPCAJIOXKCHHBIX IPCTIOAaBaTCIICM.


http://znanium.com/go.php?id=942800/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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3. O3HaKOMHBIINCH C ONMHCAaHUEM TEXHOJOTHHM PETHCTPALU JOKYMEHTOB B YCIIOBHON
OpraHu3aluy, pa3paboTaTh 1 000CHOBATDH MPEATIOKEHHS 110 PAllMOHATFHON OpraHU3alMK PETUCTPALUU U
MH()OPMAITIOHHO-CIIPAaBOYHON pabOoTEI.

YKA3AHMSA 10 BITIOJIHEHUIO 3AJAHUI

1. W3zyuure IlpaBuna pAenonpous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, oOpraHax
MecTHOro camoymnpasienus (pazzaensl I, IV), Meroauueckue pexomMeHAAIMU MO pa3paboTKe
WHCTPYKLUMU TI0 JEJIONPOU3BOACTBY B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMmoytmpasiicHus, [IpUuMepHYI0 HMHCTPYKUHIO IO JEJIONPOU3BOJICTBY B TOCYIJAapPCTBEHHBIX
opranuzanusx (ytB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44. O6patute BHUMaHHE HA COCTaB
JOKYMEHTOB, TMOJJICKAIIUX PErUCTpPaldH, MOCJIEI0BATEIbHOCTh PACHOJIOKEHHUS COCTABHBIX
JacTeld WHJEKCa JOKYMEHTa, MpaBwia (OPMUPOBAHUS WH(HOPMAIMOHHO-CIIPABOYHEBIX 0a3
JTAHHBIX.

2. 3aperucTpupynTe MpeIoKEHHBIC JOKYMEHTHI, 0OpaTHB 0co00¢ BHHIMAHHME Ha PETHCTPAITUIO
HWHHUIIMATUBHBIX U OTBCTHBIX ITHUCEM.

3. Ilpoananu3upyiiTe MOPSAOK PETHCTPAIlMH JOKYMEHTOB B yCIIOBHOH opranm3aruu. OTMETHB
O0COOCHHOCTH OpTraHM3allMd W TEXHOJIIOTUH PETUCTPAIlMN JOKYMEHTOB B YCIOBHOW OpTraHM3allWH,
OTIPENICINTe WX HENOCTaTKu. Ha ocCHOBE MPOBEACHHOTO aHamu3a W TpeOOBaHWN HOPMATHBHO-
METOJUYECKHX JOKYMEHTOB pa3paboTaiiTe MpeioKeHHUs TI0 OpraHu3allid PETHCTPalui JOKYMEHTOB U
MOCTPOCHUIO HH(POPMAIIMOHHO-CIIPABOYHOIO anapaTa B yCIOBHON OpraHU3aIim.

KOHTPOJIBHBIE BOITPOCHI
1. Yro Takoe peructparusi JoKyMeHTOB? Kakue 3amaun pemaroTcst B 1€IOMPOU3BOICTBE C
MIOMOILBIO 3TOH omneparuu?

2. Kakre 1OKyMEHTHI TIOJIJIEKAT PETUCTPATIHH?

3. KakoB 00s13aTeNbHBII COCTaB PEKBU3UTOB MIPH PETUCTPAIIAH?
4. B yeM OCHOBHOM NPUHIIMIT perucTpanun’?

5. KakoBEI OCHOBHBIE IIpaBHJIa HHACKCAIIMN JOKYMEHTOB?

6. Kakoe NpEeUMYHICCTBO UMECT CIICHUAINCT IPU PETUCTpAlIUUN NOKYMCHTA B
ABTOMATHU3HWPOBAHHBIX CUCTEMAX 110 CPAaBHEHUIO C TPAJUITUOHHBIMU MCTOIIaMI/I?

NCTOYHUKU U JINTEPATYPA
IMpaBuna  AeNONPOM3BOACTBA B  TOCYJHAPCTBEHHBIX OpraHax, OpraHax MECTHOrO

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

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

MeTtoauueckre pekOMEHJalMU MO pa3pabOTKe HMHCTPYKLUUN IO JIEJIONPOU3BOJICTBY B
rOCYJapCTBCHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBlicHHs, yTB. Ilpukasom Pocapxusa ot
24.12.2020 Ne 199 // [3neKkTpoHHbIn pecypc]. — M., 2021. — Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.
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[IpumepHas HHCTPYKIUSA IO IETONPOU3BOJICTBY B T'OCYTaPCTBEHHBIX OPTaHU3ALUAX, YTB.

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

['OCT P 7.0.97-2016. Haumonanbnbiii ctanaapt Poccuiickoit ®enepauuu. Cucrema
cTaHiapToB mo uH(popManuu, OHONMMOTEYHOMY W H3JAaTeIbCKOMY jeny. OpraHu3alMOHHO-

pacriopsiauTenabHas JoKyMeHTanus. TpeGoBaHus K 0(OpMIICHUIO JOKYMEHTOB // [DIeKTpOHHBIN
pecype]. — M., 2019. Pexwum nocryma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HCO 15489-1-2019 Hanuonanensiii ctangapT Poccuiickoit ®Penepauuu.
Cucrema cTtaHIapToB 1o nHpopMauu, OUOIHOTEYHOMY U M3/aTeNbeckoMy Aeny. Mnpopman3us
U JOKyMeHTauusi. YmpaBieHue gokymentamu. Yacte 1. [loHsTHs u npuHIMIBEL //

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

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

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

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

beikoBa T.A. JlokymeHTanmuoHHOe  oOecmedyeHue  ympaBieHHs  (AETOMPOU3BOJICTBO)
[DnexTponHsIi pecypc]; yueoHnoe nocodbue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3z. nepepald. u
norn. — Mocksa: Uudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?
1d=942800/

Tema 2.4. Opranuzanus TeKyluero XxpaHeHusi J0KyMeHTOB — 8 4acos.

3AIAHUS
1. HSy‘II/ITB Tpe60BaHI/IH HOpMaTI/IBHBIX AKTOB U HOpMaTI/IBHO-MeTOIII/I‘IeCKI/IX )IOKyMeHTOB K
COCTaBJICHUIO U 0(1)OpMJ'IeHI/IIO HOMCHKJIATYPBI ICJI.

2. HM3y4yuTh BO3MOXKHOCTH MCTIOIB30BAHUS MEPEYHS CO CPOKAMH XPaHEHHs TOKYMEHTOB B
JEJIOIPOU3BOICTBE OPraHU3alNN.

3. IlpoaHanu3upoBaTh KOHKPETHYIO HOMEHKJIATYpy /1€ YCIOBHON OpTaHU3allui U BBISIBUTD
OIMOKH B €€ COCTABIICHUH U OPOPMIICHHH.

4, CocTaBUTh HOMEHKJIATYPY J€1 YCIOBHOM OpraHu3aluu.

VYKA3AHUS IO BBITIOJIHEHUIO 3AJIAHUN

1. U3zyuute I[IpaBuna 1enonpou3BOJCTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMmoympasieHus (pasgen 6,7), Meronudeckue peKOMEHAAMM IO pa3paboTKe
MHCTPYKIMHA MO JIeJONPOM3BOJACTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasneHus (npuioxenus 13-23), [TonoxxeHne o mopsiike U CpoKax XpaHEHUs! JOKYMEHTOB
aKIIMOHEPHBIX 001ecTB, [IpuMepHYI0 HHCTPYKLIHMIO MO JIEONPOU3BOACTBY B TOCYAapCTBEHHBIX
opranm3anusx (yrB. IIpukazom Pocapxusa ot 11.04.2018 Ne 44) Vsacuute cnenyrouiee:


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

. TUIBI HOMEHKJIATYyp J1e (K1acCu()UKALIOHHbBIE CXEMBI);

. npaBuia GOpPMYJIMPOBAHHUS 3aT0JIOBKOB /1€,

. HMCTOYHHUKH YCTAHOBJIEHHUS CPOKOB XpaHEHUS JOKYMEHTOB;

. [IpaBUiIa CUCTEMAaTU3alMK U UHEKCALUU 3ar0JIOBKOB JIET;

. npaswiia 0OpMIICHHSA, TIOIICAHNUS, COTJIACOBAHUS M YTBEPKACHUS
. HOMEHKJIATYpPBI JEI.

2. U3yunte yka3aHus 1o mpuMeHeHHIo [lepedns THIIOBBIX yIIpaBIeHYECKIX apXHBHBIX
JOKYMEHTOB, 00pa3yIOLINXCs B MPOLEcce AeSTeIbHOCTU IOCYy IapCTBEHHBIX OPIraHOB, OPTaHOB MECTHOT'O
CaMOYIIPaBJICHMS ¥ OPraHU3alNM, C YKa3aHUEM CPOKOB XPAaHEHHUS U BBISICHUTE:

. MOPSIIOK IPUMEHEHUS NIEPEYHS B AEIONPON3BOICTBE;

. nrddepeHnannio CpokoB XpaHeHUs JOKYMEHTOB T10 TPYTIaM OpraHUu3alHid;

. CXeMy MOCTPOEHHS TIEPevHs U ero Hay4YHO-CIIPaBOYHBIN armapar.

3. [Ipoananu3upyiTe KOHKPETHYI0 HOMEHKIATypy €Nl YCIOBHOW OpraHM3alllH, BBIIBUTE

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

4, W3yuute CTPYKTypy W COCTaB AOKYMEHTaJbHOTO (OHIA YCIOBHOM OpraHu3alud M
paspaboTaiiTe KIacCU(PUKALMOHHYIO CXeMy HOMEHKnarypsl gnen. Odopmure ee B BHIEC CIHHCKa
CTPYKTYPHBIX TOJpa3feicHui ¢ WHIEKCAMH, PACIIOIOKECHHBIMU IO CTeleHW 3HauumMocTd. OOparute
BHUMAaHHE Ha TO, YTO CXeMa Kiaccu(UKalu{ AOJDKHA COOTBETCTBOBATH IiIaBHOW Tabsune Ilepeuns
TUTIOBBIX JOKYMEHTOB CO CPOKaMHU XpaHEHUSI.

CocTaBbT€ HOMEHKJIATYPY JA€J] YCIOBHOW OpTaHW3alliH, IUIA 4ero: cHOpMyIUpYHTe 3aroJIOBKH
JIel B COOTBETCTBHHM C YCTAHOBJICHHBIMUA TPEOOBAaHUSAMM W YCTaHOBUTE CPOKM XpaHEHHS JACN IO
MEPEYHIO; TPOBEIUTE CHUCTEMATH3ALHUIO 3arojoBKOB jen. OQopMuUTe HOMEHKIATYpy Ael Ha oliieM
OllaHKE YCIIOBHOW OpraHM3allid 0 YCTaHOBJIEHHOH (opme, OmpenenuTe COCTaB JOKHOCTHBIX JIHI,
KOTOPHIE JIOJDKHEI €€ 3aBU3HPOBATH U YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCHI

1. Haiite ompeneneHrne HOMEHKIATYPHI €T

2. OxapakTepu3yiTe IPUMEHEHHE Pa3IMYHBIX BHIOB HOMEHKIATYPHI JEIT.

3. [lepeuncnute TpeOoBanus K HOPMYJIMPOBKE 3ar0JIOBKOB JIC)I B HOMEHKJIATYPE.
4. Ilepeuncnute TpeOOBaHMS K CHCTEMATH3AINN 3aTOJIOBKOB €71 B HOMEHKJIAType.
5. Kak o0Opa3yercst HHIIEKC JieTia B HOMEHKIIAType?

6. Kak ncrionps3yeTcs nepeyeHb JOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHHUS B
JeTIONPOU3BOACTBE?

7. KakoBblI dTansl pa3pab0oTKu HOMEHKIIATYPBI Jei?

8. KaxoB cpok neiicTBIS HOMEHKIATYPHI e’
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NCTOYHUKU U JINTEPATYPA
@enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O0 apxuBHoM fene B Poccuiickoit

Oenepaunn» //  [DnekTpoHHBI  pecypc]. — M., 2019. — Pexwmm pocrymna:
https://base.garant.ru/12137300/.

[IpaBuia  JEJIONPOM3BOJACTBA B  T'OCYJApPCTBEHHBIX OpraHax, oOpraHaXx MECTHOTO
camoyrtpasiieHus, yt. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc].

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

Metoandeckre pPeKOMEHIAIMKM M0 pa3padOTKe WHCTPYKIUH IO JIEIONPOM3BOJICTBY B
FOCYyIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOyIpaBieHUs, yTB. IIpukazom
Pocapxusa ot 24.12.2020 Ne 199 // [9neKTpoHHbIl pecypc]. — M., 2021. — Pexxum gocTyna:
http:// http://www.consultant.ru/document/cons doc LAW_373895/.

IIpumepHass MHCTPYKLIMSI IO JEJIONPOU3BOJCTBY B TOCYIAApCTBEHHBIX

opraam3anusix, yTB. [Ipukaszom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIH

pecypcel]. - M., 2019. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P HMCO 15489-1-2019 Hamumonaneubiii ctangapt Poccuiickoit ®enepanum.
Cucrema crangapToB Mo uHboOpManuu, OMUOTMOTEYHOMY U H3AATEIBCKOMY JEmy.
Nudopman3ust u nokymeHtauus. Ynpasienue nokymeHTamu. Yacte 1. Ilonsatus u

NPUHIUIIBL.  //  [DnekTpoHHBIM pecypc]. — M., 2021. Pexum pocrtyma: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlesonpou3BOACTBO U apXUBHOE /1€JI0. TepMUHBI U ONpEaeIICHUS. -

[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYyIIA:

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

. IIpukaz Munkynerypsel Poccun ot 31.03.2015 Ne 526 «OO6 yTBEpX)ACHHUU MPABUI
OpraHM3alli XpaHEHMs, KOMIUIEKTOBAaHUS, y4de€Ta W HCIIOJIb30BAHUSA JIOKyMEHTOB
ApxusHoro (onna Poccuiickoii @enepannu 1 Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOH BJAacTH, OpraHaXx MECTHOTO CaMOYIPaBJICHHS W OpraHu3anusx» //
[D5eKTpOHHBII pecypc]. — M., 2019. — Pexum JIOCTYyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

. IIpuxa3 Pocapxusa ot 20.12.2019 N 236 "O6 yrBepxkneHuu llepeunss TUIOBBIX ymnpaB-

JICHYECKHUX apXMBHBIX JOKYMEHTOB, 00pa3ymoIIMXCS B MpoLecce NesATEIbHOCTH Tocyaap-
CTBEHHBIX OpPTaHOB, OPTaHOB MECTHOT'O CAMOYTPABICHUS W OpraHU3alui, C yKa3aHHEeM

cpokoB ux xpaneHus" (3apeructpupoBano B Muniocre Poccun 06.02.2020 N 57449) //


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

10.
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[DnexTponnbrii pecypc]. — M., 2021. — Pexxum npocrtyma: http://www.consultant.ru/
document/cons_doc LAW 345020/

[Mpukas PocapxuBa ot 11.04.2018 N 43 "OO0 yTBepKIeHUU NPUMEPHOTO
MOJIOKEHHUsSI 00 OJKCIMEpPTHOM KOoMHUcCCUU opraHuzanuu” (3aperucTpupoBaHO B
Munrocte Poccun 15.06.2018 N 51357) // [Dnexrponnsiit pecypc]. — M., 2021. —
Pexxwum noctyna: http://www.consultant.ru/document/cons_doc LAW 300357/

brikoBa T.A. JloKyMeHTallMOHHOE OOECTIEYeHHE YMpaBICHUS (JIEITOTPOU3BOICTBO)
[DnexTpoHHBIii pecypc]; yueOHnoe mocobue/ T.A. beikoBa, T.B. Ky3neuona. -2-e¢ u3.
nepepadb. u gmom. — MockBa: Wudpa-M, 2018. -304 c. — Pexumm pocryna:
http://znanium.com/go.php?id=942800/

9.3. UHbIEe MaTepHAJIbI


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

	«Российский государственный гуманитарный университет»
	(ФГБОУ ВО «РГГУ»)
	1. Назначение курса, источники и литература
	А.С. Терентьев
	Изготовление и установка световой рекламы. № 2

	6.3 Профессиональные базы данных и информационно-справочные системы

	7. Материально-техническое обеспечение дисциплины
	8. Обеспечение образовательного процесса для лиц с ограниченными возможностями здоровья и инвалидов

