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1. IlosicHuTe/IbHAA 3amucKa
1.1 Henb 1 3aauM AUCLHUILIAHBI

Llenb AWCUMIUIMHBI COOTHeceHa C pe3ynbTaToM ocBoeHuss OIT BO  (popmupyembiMu
KOMITETEHLIUSIMH).

Ilenb AUCLAIIMHBI — TIOATOTOBUTH BBINYCKHHMKA, 3HAIOIIEr0 OCHOBHBIE HallpaB/IeHUs
roCcyJapCTBeHHOUM peryiaMeHTal[ul paboThl C JoKymeHTamu B Poccuiickodi ®Pepepauyu, 3ajauu
Cy)kObI IOKYMEHTAallMOHHOTO obecrieyeHus1 yTIpaBjeHUs W BJaJelolero MeTOAaMH aHaau3a |
COBEpILIEHCTBOBAHKS TEXHOIOTUH TUIIOBBIX [1e/I0NIPOM3BO/CTBEHHBIX OIepaLiyi.

3ajaun JUCLIUIINHBL:

- U3YUYUTb UCTOPHIO (POPMHUPOBAHUS HALIMOHAILHOM CUCTEMBI [1e/I0NIPOM3BO/CTBa;

- OBJIaZIETh CreLuaabHOW TEPMHUHOJIOTHEN;

- HW3yuYdTb COBPEMEHHYH  3aKOHO/|aTe/IbHYIO,
peryiaMeHTUPYIOIIyI0 paboTy ¢ JOKyMeHTaLel;

- chopMUpOBaTh y CTY[IeHTOB HaBbIKA BBIMOJHEHHSI OCHOBHBIX J1€/I0IPOU3BO/ICTBEHHBIX
orepanyii B yCJIOBUSIX TIPUMEHEHHs] TPAJULIMOHHBIX ¥ aBTOMAaTH3MPOBAHHBIX TEXHOIOTHI 00paboTKM
JIOKYMEHTOB;

- chOopMHPOBATh HaBLIKH aHa/IM3a CUCTEMBI JOKYMEHTALMOHHOTO 00ecrieueH s yIpaBIeH s

- OIpeJle/IUTh HarpaB/ieHHs BO3MOXXHOTO COBEPLIEHCTBOBAHHWSI CUCTEMbI JOKYMEHTal[MOHHOTO
obecrieueHUs1 yrpaB/IeHUS;

- WU3YUYUTb TIOPSIIOK OpraHu3alyu CayKObl JOKyMeHTal[MOHHOTO obecrieueHusi yrpaB/eHus! B
COBPEMEHHOW OpraHu3aLiy.

MpPaBOBYIO W HOPMaTUBHyIO  0a3y,

1.2. TlepeueHb IIAHHPYEMbIX pPe3y/JIbTAaTOB O0yYeHHsI MO JUCLHHUIUIMHE, COOTHECEHHBIX C
HH/IMKATOPaMH 0CTYDKeHHs KOMIIeTeHLUH

Komnierennus NHaukaTopbl Ilepeuenn M/IaHHPYeMbIX pe3y/LTaToB
(xon, U | KOMIIeTeHHH’ o0yueHus 10 JUCLHUIIMHE
HauMeHOBaHUe) (xop, u
HavMeHOBaHue)
OIIK-2. Cnocoben | OITK 2.1. YcBowa | 3HaTh: OCHOBHbIE METO/Ibl, CTIOCOOBI U CpPeZICTBA
HaXO/IUThb OCHOBHBIEe NoyuyeHus,  XpaHeHHWsT U TiepepaboTKu
OpraHMU3aiOHHO- COBpeMeHHbIe MH(pOopMaLu
yTrpaB/ieHYecKre npo6JieMbl YMeTb: UCMO/Mb30BaTh MOJIyUYeHHble 3HAHUS B
peleHus TMIPY | TIOCTPOEHHUST CUCTeMBI | obactt  paboTel € MH(OPMALMOHHBIMU
pellleHWH 3a/a4 B | JOKYMEHTALMOHHOI'O | pecypcaMM Ha IpakTHKe
cdepe CBOel | obecrieueHust BrageTts: HaBblKaMM TIOJIyYeHMs, XpaHeHUs U
rpodeccuoHa/lIbHOM | yIipaBieHUs U | lepepaboTKH vH(opMalu B essix
JlesiTeIbHOCTY; apXMBHOTO Jle/1a; npodecCHOHaNbHOM JiesiTeTbHOCTU
OIIK 2.2. | 3HaTk: OCHOBHbBIE MH(OpMaLMOHHbIe
OpraHu30BbIBaeT TeXHOJIOTUH, VICTIOJIb3yeMble B
paboty JOKYMEHTAI[MOHHOM 00eCrieueHUr YIIpaBJIeHUsI
roipasziesieHui B | U apXWBHOM /Jiefle, UCTOPUI0 WX CO3JaHusl U
cdepe HarpaB/ieHUs1 Pa3BUTUS
JOKYMEHTal[MOHHOTO | YMeTb: MIPUMEHSATh OCHOBHBbIE
obecrieueHust VH(pOPMaLIMOHHbIE TEXHOJIOTUM, HUCIO0/Ib3yeMble
yrpaB/ieHUst u|B JIOKYMEHTaL[MOHHOM obecrieueHUH
apXMBHOIO Jlefa; yrpaB/ieHUs] U apXUBHOM Jlejie Ha MpakTHKe




Bnameth: HaBblIKaMu pabOThI B CHCTEMax
3JIEKTPOHHOTO ~ ZIOKYyMEHTO000pOTa, a TaKKe
3JIEKTPOHHO-1IU(POBOI 00pabOTKU [JOKYMEHTOB
B cdepe [IOKYMEHTAIlMOHHOTO 0OecreueHust
yrpaB/IeHUs] ¥ aDXUBHOTO fiejia

1.3. MecTo AMCIMIUIMHBI B CTPYKType 00pa3oBaTe/IbHON IPOrpaMMbI

MuctyrnvHa (Moaynb) «Opranusanust v TexHosiorust I0Y» 0THOCUTCA K 00si3aTe/TbHON YacTH
6/10Ka JUCIUIUIMH y4eOHOro TjlaHa T10 HarlpaB/ieHHio MoAroToBkKU 46.03.02. [JoKymMeHTOBeJeHHe U
apXvBOBe/leHUe

[y 0CBOeHMsT AUCIUITMHBI He0OX0AUMBI KOMIIeTeHIIH, ChOPMHUPOBaHHbIE B XOZie U3yUeHUs
ClefyOLIMX AUCLHUIVIMH U MpakTUK: «/lokymeHTOBeseHHe», «OCHOBBI POCCUMCKOTO TipaBa» |
MPOXOXKJEHUs TPAKTUKU IO JOKYMEHTOBEJEHHIO.

B pe3ynbTaTe OCBOEHHS JUCLIMIUIMHBI (HDOPMHUDPYIOTCS KOMIIETEHIIMM, HeoOXOJuMble [IJist
W3yueHus CaelyIOLIUX JUCLUIIIMH U IPOXO0KAeHUs NPakTUK: «KazpoBoe 1e101pon3BOACTBOY.

2. CTpyKTypa JUCHMI/IMHBI
OO61masi TpyA0EMKOCTh IMCLUTUIMHBI COCTaB/isieT 4 3.e., 144 akajieMUyecKrX Jaca.

CTpyKTypa AUCIMIUITMHBI /151 04HOH (OpMBI 00yUeHust

O6beM AuCHMIUIMHBL B ()OpMe KOHTakKTHOM paboThl 00yYarolmxcs C IejaroruueckKuMu
paboTHUKaMH W (WIM) JWLjAaM{, TIPUB/I€KaeMbIMUA K peasu3ariuyd oOpa3oBaTenbHOM TPOTPaMMbl Ha
VHBIX YC/IOBUSIX, TIPY NPOBe/IeHUH YUeOHbIX 3aHSATHIL:

Cemectp | Tur yueOHBIX 3aHITHMA KomuuectBo
4acoB
3 Jlekiumn 32
3 JIabopaTopHbIe pabOTHI 48
Bcero: 80

O6bem AUCIUIIMHBI (MOAY/sT) B OpMe CaMOCTOSATeNTbHOW paboThl 00yUarOIIUXCs COCTABJISIET
46 aka/ieMHUUeCKHX YacoB.

3. CoaeprxaHue AUCLUTIIMHBI

Ne | HaumeHoBaHue pa3gena | CogepxaHnue
AUCLIUIL/IMHBI

1 1. Hasnauenue Kypca, IIpegmer, copepkaHue U 3a/aud  Kypca.
HWCTOYHUKY U JIUTeparypa TepMUHOMOTHSI OCHOBHBIX TOHSATUM B obsacTu

[leJI0TIPOX3BO/CTBA, ee 3BoJOLMsA. OLjeHKa TepMUHOB B
OTeuyeCTBeHHO! JIuTeparype.

B3auMoCBs3b ~ OpraHusalMd U TeXHOJOTUU
roCy/lapCTBEHHOI'O [IeJIONPOU3BOJCTBA C  pa3sBUTHEM
roCy/lapCTBEHHOrO ammaparta, ero QyHKOUsIMU U
CTPYKTYPOL. [lepyou3aliusi OCHOBHBIX 3TarioB
pa3BUTHS Jie/I0TIPOM3BO/ICTBA.

Oco0eHHOCTH ¥ 3aKOHOMEPHOCTH paboThl ¢
JIOKyMeHTaMu B yupexaeHusx Poccuu B pasnuuHbie
HCTOpUYECKHe T1epUofibl, WX TPeeMCTBEHHOCTb B
YC/IOBUSIX [JeSiITeIbHOCTU COBETCKOTO U POCCHUHCKOTO
roCy/lapCTBEHHOTI'O anrmapara.




Mecto Kypca cpeau  [pYyrMX  HM3y4yaeMbIX
JVCLIUTUIVH.

O030p UCTOUHUKOB U  JIUTEpaTypbl  IIO
Jesoripon3BoacTBY B Poccuu 1o 1917 r.

JIutepatypa o Hay4HOU OopraHusaLu
yripaB/ieHUeckoro Tpyza B 1920 - 1930-x rr., ee
3HaueHue JJ1s1 U3ydyeHUsi Kypca.

Pabotel mo genomnpousBoAcTBy  1960-x -1980-x
IT., (h)OpMHPOBaHKE HOBBIX pal[MOHATU3aTOPCKUX Uei
M UX OTpaXeHHWe B MCTOYHMKAX U JIMTepaType,
MepuoINUeCKOu revaTHu.

CoBpemeHHas crieliasibHast JUTepaTypa,
yueOHUKU U yueOHble mocobusi. V3MeHeHWe TeMaTUKU
HayuyHO TpakTudeckux pabotr B 1900-e - 2010-e rr. B
CBA3M C CO3[laHMeM aBTOMAaTHM3UPOBAHHBIX CUCTEM
JleNI0NIpOr3BO/CTBA, COBPEMEHHBIX CpeJCTB
KOMMYHHUKALMM, OPraHMW3allMOHHOW U BBIYUC/IATETbHOMN
TeXHUKHU.

Jlutepatypa Mo TeOpUU U TMpaKTUKe yIpaBIeHUs
JOKyMeHTaluel 3a pyoexkoM. OLjeHKa BO3MOKHOCTH
3aUMCTBOBaHMsS  3apyOeXHOro oOrmbiTa paboThl  C
JIOKyMeHTaMu

2.1. Bo3HUKHOBeHHe 51
pasBUTHE  [1e/IONIPOU3BO/CTBA B
yupexgenusax Poccun XVI - XVII
BB.

PernameHrarjysi 3akoHOZare/lbHbIMU akTaMu X VI
- XVII BB. 0TJe/IbHBIX CTOPOH CO3/jaHusi U 0hOpMIIeHUsT
JIOKYMEHTOB, 00SI3aHHOCTeH  “CTy)KW/IBIX”  JTFOZIEH.
Opranuszanusi  [1e/I0NpOM3BO/CTBA B LIEHTPAJbHBIX
yUpeXaeHUsIX Pycckoro L|eHTPa/IM30BaHHOT O
rocyjiapcrBa (MpuKas3ax), U MeCTHBIX YUpeK[JeHUsIX
(mpuka3Heix wu30ax), ero ocobeHHOCTH. OCHOBHBIE
3Taribl paboThI C JIOKyMeHTaMH,
JIeJIONIPOU3BOAICTBeHHbIe  omeparud.  CTosbLoBas
(dhopma /1eJI0NPOM3BO/ICTBA.

2. 2. [1enonpou3BOJACTBO B
yupexgenusax Poccuu XVIII B

Xapakrepuctvka «I'eHepanbHOrO persiameHTa»
1720 r. KaK OCHOBHOI'O 3aKOHOZATe/bHOro akra XVIII
B. [10 OpraHv3aLuu JeJI0Npor3BOACTBa. PersiameHnrarnus
JIO/KHOCTHBIX obs13aHHOCTEH CITy>KalluXx B
3akoHozarenbctBe XVIII B. Tabens o panrax 1722 r.
Ponb cekperapss B KOJIJIE)KCKOM /1e/IOTIPOM3BO/CTBeE.
OcobeHHocTH TeXHOJIOTUU [\e/I0TIpOU3BO/CTBaA.
Opranusanyis apxuBHOI'O XpaHeHUs! JOKYMEHTOB.

«O61mee yupexzaeHue rybepHckoe» 1775 T. o
MopsijKe  [e/IONpPOU3BOJACTBA U yCTaHOBJIEHUE
vepapxud B JOKYMEHTHUPOBaHMM B3alMOOTHOILEHWH
LIeHTPa/lbHbIX M MEeCTHbIX YyupexzaeHud. Oranuus
TeXHo/oruu  gesornpoussozacrea  XVIII B,  oT
TeXHOJIOTUHU TPeIIeCTBYIOLero nepuoa.

2. 3. [lenonpou3BOACTBO B
yupexgenusax Poccun  XIX -
Hauase XX BB.

«O0b1jee yupexaeHue MHUHUCTEpCTB» 1811 T.
KakK OCHOBHOW  3aKOHOJATe/bHBbIM  aKT MO
eIMHOOOpa3HOMY  TIODPSIJKY  [IeJIONPOU3BOJCTBA B
yupexpgenusax  XIX  B. Co3pmanve  cuCTeMbl
[le/IoTpOM3BO/ICTBA, COOTBETCTBYIOLL[EH
eJMHOHAYa/lbHOMY TIOPSIKY TIPUHSITHSL DelleHUud B




LIeHTpa/llbHBIX  yupexzeHusax Poccun  XIX  B.
PernamenTanus ABv>KeHUs1 JOKYMEHTOB.

TeHgeHIM pocTa JJOKyMeHTOOO0pOTa U Mepbl TI0
ero COKpallleHW:0 B 3aKoHogarenbCTBe XIX  B.
BivsiHve HOBBIX CpPeJCTB [OKYMEHTHUPOBAHUSA, CBS3H,
KOMMPOBAJIbHONW TEeXHUKM Ha CHUCTeMy paboThl C
JOKyMeHTaMu. Pa3paboTka palMOHaIBHBIX CHCTEM
JleJIONIPOM3BO/ICTBA B OTJe/bHBIX BeJOMCTBax U
3HaueHue 5TOr0 OIbITa [JI MOC/AeZYIOLIero pasBUTUS
[le/I0TpOU3BO/CTBA.

CoBpemeHHas OL|eHKa CHCTeMBI
Jle7IoNpOM3BO/CTBAa [JOPeBOMIOLIMOHHON Poccuu U ero
BMUSHUE Ha [ajbHelllee pa3BUTHe CIOCO0OB U
METOZOB PabOThI C JOKYMEHTAMHU.

CraHOB/leHMe U pa3BUTHe
[le/IOTIPOU3BO/ICTBA B COBETCKHUX
rOCy/lapCTBEHHBIX YUPeXIeHHUsIX.

IMoucku palMoHaMBHBIX (GOPM  OpraHU3al[uu
nenoripon3sBo/icTBa B 1919 -1920-e ropl.

HayuHas opraHusanusi yripaBieHUYeCKOro Tpyza
Kak  (opma  0OIeCTBEHHOrO0  [JBW)KEHUS  3a
paLMOHa/IM3aL1I0 rocanrapara.

Co3panue Hay4YHO-HCC/Ie0BaTe/IbCKUX
WHCTUTYTOB, BEeJOMCTBEHHBbIX W BHEBEJOMCTBEHHBIX
OpPraHOB palMOHAaIM3aliM, UMX MCCIeJoBaTelbCKast
JeITeTbHOCTh M TMpaKTHUeCKWe pa3paboTKu 10
BHEJDEHHI0O HAy4YHOM OpraHv3alliy yrpaBieHuecKoro
tpyzga (HOYT).

OmpiT  pabotel  OTaena  aJAMUHHUCTPATHBHOMN
texuukd (ATO) HK PKW CCCP, akuMoHepHOro
ob1iecTBa «OprcTpoii», WHuctutyTa TeXHUKU
yIIpaBJ/ieHUs TI0 pal[MOHaIM3aluy [1eJIONIPOU3BO/ICTBA B
LIEHTPa/IbHBIX U MECTHBIX YUPeXX/eHHUSIX.

XapakTepucTika ¥ 3HaueHHe «OOIIMX TpaBHI
JOKYMEHTal[ul ¥ JI0KyMeHT0000poTa» Kak TOIMbITKH

00006111eHUST MeTO/IOB palMoHaIU3aLU
JIeJIOTIPOU3BO/ICTBA U BHEJPEHUS] B TPAKTUKY pabOThI
eIUHbIX MpaBWI OpraHy3aldd W  TeXHOJIOTHUH
[JIeJIOTIPOM3BO/ICTBA.

HesirenbHOCTL ['71aBHOTO apXWBHOTO YTMpaBJ/ieHHUs
(FTAY) CCCP mno wmeTtoauueckKkomy DPYKOBO/ZICTBY
Jle/IOTPOM3BO/[CTBOM. Metoauueckrie pa3paboTKu
['AY CCCP 1960-x rr. 1o opraHvi3alyyd U TeXHOJOTUU
nmenonpousBo/icTBa. Co3zaHre U BHeipeHHe OCHOBHBIX
nosio)keHW  ENWHOW  rocyZapCTBEHHOW — CHUCTEMBbI
nmenonpousBogctBa  (ET'C), ee 3HaueHue s
OpraHM3alliy [1e/IONIPOM3BO/CTBA B YUPEXIEHUIX U
OpraHu3aLysX.

AKTHBU3ALUSI COBEpPILIEHCTBOBaHUS
nmenoripousBogactBa B 1970-e — 1980-e rr. PasButue
TEOPeTUUeCKUX W TPUKIQJHBIX MCC/Ie[OBaHUN B
00/1acTh COBEpILIEHCTBOBAHUSI ~ [JOKYMEHTAI[MOHHOTO
obecrieueHust ynpaeiieHusi. PopMupoBaHue
KOHLIETILIUU JOY. Llenb, Ha3HaueHWe, COCTaB
OcHoBHbIX mionoykenut ['COY, xapakTepuCTHKa




OCHOBHBIX TTOJIOXKEHUM 1 TeMaTUUeCKUX pa3feoB.

3.1. Opranusarys

AOKYMEHTalJUOHHOT' O obecrieueHus
ynpaBJ/ieHUsA

[lokymeHTaI[ioHHOe obecrieyeHue yTpaBJieHUs -
OCHOBA TEXHOJIOTHY yTIpaB/ieHNs
[TonATHe  «JOKyMEHTAl[MOHHOe obecrieyeHre

yIpaB/IeHUs» (JOY). CootHouleHue MOHATUN
«J1eJIOTIPOM3BO/ICTBOY, «JJOKyMeHTaljJMOHHOe
obecrieueHve yTpaB/eHUs», «ympaBJieHue

JOKyMeHTaMu».  YTIpaBjieHuWe J/IOKYMeHTaMHd  Kak
COBOKYTTHOCTb JIeCTBUM C I0OKyMeHTaMU OpraHu3aliu
C 1Ie/bI0 /I0Ka3aTe/IbCTBA MPOBe/IeHHs YIpaBIeHueCKIX
oriepauuii. Tpe6oBaHus K yIIpaB/aeHUIO JIOKYMeHTaMH.

YripaBneHyeckas JlesITeIbHOCTh u
JOKyMeHTaL[IOHHOe obecrnieueHre yIipaB/ieHus..
[lokymeHTal[loHHOe obecrieueHre yTIpaB/eHHs] Kak
GbyHKUMsL yTIpaB/ieHUs, €ro MeCTO Cpeiu ApYyrux
GbyHKIMI  yripaB/ieHUsl. 3HaueHWe [JOKYMEHTOB [Jisi
peanu3aliiy  yIipaBjieHUeCKUX pelleHui. BnusHue
XapakTepa  yIpaB/jeHHusi, TPUHLMIIOB  TPUHSATHSA

yrpaB/eHUYeCKUX PpelleHUH Ha OpraHu3alyi Hu
TeXHOJIOTUIO JOKyMeHTaL[MOHHOTO ~obecrieueHus
yTpaBJieHUs!.

[loKyMeHTal[IOHHOe ~O0ecrieueHre yrpaB/ieHus
Kak cucremMa paboTel C JoKymeHTaMHu. DakTopsl,
BIUSIFOLIIE HAa €ro OpraHW3al[ii0 U TEeXHOJIOTUIO B
YUPEXIEeHUsIX, OpraHM3alusX W Ha TpeJIpUITHSIX
PasIUYHBIX OpraHU3aL{IOHHO-TIPABOBBIX dbopm.
OpraHu3alMiOHHbIe,  TIPAaBOBbIe,  COLIMA/TbHBIE U
TICUXOJIOTUYeCKHe  aCMeKTbl  JOKYMEeHTALMOHHOTIO
obecrieyeHusi yripaB/ieHUs.

BnusiHue — aBTOMAaTHW3UPOBAaHHOW  TeXHOJIOTMH
00paboTKM  [JOKYMEHTOB Ha  /JOKYMEHTAallMOHHOe
obecrieueHre yripaB/ieHUsI.

B3anuMOCBsI3b JOKYMEHTALMOHHOTO 00ecrieueHust
yIIpaB/ieHUs] C XpaHeHHeM [OKYMEHTOB B apXWBe
OpraHM3aly ¥ B TOCYAApPCTBEHHBIX apXUBaX.

HarpaByieHusi rocy1JapCTBEHHOTO peryidpOBaHHUs

J1eJI0TIPOU3BO/ICTBA

B 1990-e — 2000-e roapl.

XapakTepucTrKa 3aKOHO/IaTeTbHbIX u
HOPMAaTUBHBIX TPaBOBBIX aKTOB Poccutickoit
denepaliyu, pernaMeHTHUPYIOIIUX paboty C
JIOKYMeHTaMH. HampaBneHusi rocy/japCTBEHHOTO
peryavpoBaHusl.  3aKOHOZATelbHOe  3aKperuieHue
o6muyx TpeboBaHMI K [JOKyMEHTaM U CHCTeMaM
yTpaB/IeHUS. OTBeTCTBEHHOCTb 3a paboTy cC
JIOKYMEHTaMH ¥ UX COXPaHHOCTb.

XapakTepucTrKa HOPMaTUBHO-METOJUUECKUX

JIOKYMEHTOB Me>KOTPaCcIeBOoro J1eHCTBUSI.

TIoY.

3.2. OpraHuzaiusi Ciay>KO0bl

OpranusaioHHble  (GOpPMbI JOKYMEHTAlMOHHOTO
obecrieueHust ynipaBsieHus. PakTOpbI, ONpe/iesstoIiye
BbIOOp OpraHu3alMoOHHOW (OpMBI B  KOHKDETHOU
OpraHu3aLyy.




OcHoBHasi 1jesib, 33laud U (PYHKIUK CITY>KObI
aoy.

TuroBble CTPYKTYpBI CyK0Ob1 IOV .

PernamenTaiusi  GyHKUMNM — TIOfpa3zesieHui
M0 IOKYMEeHTal[MOHHOMY 00C/Ty>KuBaHuI0. THIIOBBIE U
WHAVBHUAYalbHbIE TIOJIOKeHUST 0 ciykbe IOY.
TunoBoil Gopmysip MoJI0KeHHsl, COCTaB MH(POPMaLIH,
TOPSIZIOK Pa3paboTKU U yTBEP>KEHUSI.

To/mKHOCTHOW M UMC/IEHHBIN COCTaB pabOTHUKOB
cnyx6e1 [JOY. ®yHKIUM pabOTHUKOB ciyxbbl JOY
(cekpeTapb CTPYKTYPHOIO IIOJIpasfie/ieHus, CeKpeTapb
DYKOBOJMTE/ISl, WHCIEKTOP MO KOHTPOIK U T.[.).

3aKkpervieHve OTBeTCTBEHHOCTH ¥ TIOJTHOMOYMI
pabotHuKoB  ciayxber  [IOY. Io/mKHOCTHAsS
VHCTPYKLMSl KaK OCHOBHOM HODMATHBHBIM [JOKYMEHT,
orpeesistoLi OpraHM3alMOHHO-TIPaBOBOE
nosiokeHre  paboTHWKA. PopMyssip  JO/DKHOCTHOMU
VMHCTPYKLIWH, coctaB  MH(pOpMaLuHy, TOPsJI0K

pa3pabOTKU U yTBEPXKIEHUSI.

[Tonoxxenne o cayx6e IOY u [O/DKHOCTHAs
WHCTPYKLIMSI KaK HOpPMaTHUBHAsi OCHOBA PaCIIpe/ie/ieHHUsI
TPYy/la MeXXIY TIoApa3ie/ieHUsIMUA U UCTIOJTHUTE ISIMHU.

WHCcTpyKUMs MO [e/I0NPOU3BOACTBY - OCHOBHOM
HOPMAaTUBHBIM aKT, perjaMeHTUPYIOLIUNA TeXHOJIOTUI0
JIOKYMEHTAI[MOHHOTO ~ 0o0ecrieueHuss  yIIpaBJIeHUsI.
TuroBsle W WHAWBUAYaTbHbIe WHCTPYKLMHU. [lopsigok
pa3paboTkuy, cocTaB uH(popMaruy, TipaBuU/Ia
yTBep)KIeHUss U BHeZpeHUWs.  OTBETCTBEHHOCTb
COTPY/IHUKOB opraHu3saluu 3a cobsroieHMe
TpeOOBaHUM MHCTPYKLIMH.

HopmupoBanue Tpyga pabOTHHUKOB — CITy>KObI
oy, TUTIOBbIE HOPMAaTHUBbI BpPEMeHU Ha
J1eJIOTIPOU3BO/ICTBEHHBIE PAOOTHI.

Pa3MelnieHve  CTPYKTYPHBIX  TOZipa3ie/ieHui
atyxk6e1 - [IOY. YcnoBusi TpyZAa, OpraHu3aldsi W
obopyoBaHre pabourx MecT.

[MTopsimok xpaHeHUs TieuaTeld, 6/1aHKOB U TPaBH/Ia
MOJIb30BaHUSI WMH. OTHKA [IeJIOBBIX OTHOILIEHUH,
TICUXOJIOTUUECKUHN acrieKT paboThl C JOKyMeHTaMHu.
[ToaroToBKa KazipoB JeONPOM3BO/ICTBEHHBIX CITYKO.
@®opMbI TIOBBIIIEHUST KBa/M(MUKAI[UM CIEIUaIiCTOB B
obnactu 10Y.

3.3.
JIOKyMeHT0oo0opoTa

Opranusarys

OmnpezeneHre TIOHSATHS — «JOKYMEHTOOOOpPOT».
OO6r1me TIPUHLIUTIBI W MeToJuuyeckKhe OCHOBBI
opraHusanuu 0KyMeHToo00poTa, WX peanv3alusi B
JIeACTBYIOIIUX  TOCYJApCTBEHHBIX  HOPMAaTUBHBIX

JOKYMeHTax.
Crpykrypa U oOmjasg  XapakTepuCTHKa
JTOKYMEHTOTIOTOKOB. Ob6wvem moKymMeHTOOOOpOTA.

Yuet Ko/iMuecTBa JJOKyMEHTOB.
[TpueM, Mpoxok/eHre U TOPSIIOK HCIOJTHEHUsI
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TOCTYTIAFOIIAX JIOKYMEHTOB. [TepBryHas
9KCITe JUL[OHHAS obpaboTka JIOKYMEHTOB.
[TpeaBapuTebHOE paccMoOTpeHHe JOKYMEHTOB.
PaccMoTpeHue JIOKYMEHTOB PYKOBO/ICTBOM
OpraHu3alyy, TPUHATHE PpeIeHUs] O XapakTepe UX
HCTIO/THEHUS. Hamnpasnenue JOKYMEHTOB  Ha
WCTIOTHEHHE.

IocTaBKa [JOKYMEHTOB HWCITOJTHUTEISIM, TOPSIOK
WX TIpMeMa W Tiepefiaud. PaboTa WCTOMHUTENs C
JOKyMeHTaMH.  OTambl  WMCIOJHEeHWs.  [1opsioK
00paboTKM  OTMpaB/IsAeMBbIX JOKyMeHTOB. IIpaBuma
OpraHW3al[iM /IB)KEHHS] BHYTPEHHUX [OKYMEHTOB.
HaripaB/ieH’s1 COBEpIIIEHCTBOBAHUS JOKYMEHTO0bopoTa
U [IyTH €ro COKPAIL[eHHs].

TeHmeHUUM  pocTa  JOKyMeHTooOopoTa B
COBPEMEHHBIX OpraHu3aliusxX. BiiusHHe aBTOMaTH3aIu|
ob6paboTku wHGMOpMAIMK Ha KOJIUYECTBEHHbIE W
KaueCTBEHHBIE XapPaKTEPUCTHUKHU [OKYMEHT0000poTa.

3.4. Perucrpanus
JIOKYMEHTOB U opraHu3sanus
CTMpaBOYHO-MH(POPMALIMOHHOTO
00C/Ty>KUBaHUS.

Pervctpanus Kak coCTaBHasg 4acCTb TE€XHOJIOTMM
JOY. IIpuHLuIbl perucTpanyy JOKYMeHTOB

XapakTeprCcTHKa COBpPEMEeHHBIX
perucTpalioHHbIX (opmM, coctaB UWHMOPMAIUKU U
MOpSiIOK WX  3arosiHeHus. Pas3Butue  crocoboB
perucTpanyy B rocyjapCTBEHHOM [ieJI0NPOX3BO/ICTBeE.

B3aumocBsa3p  perucTtpanuu = IOKyMEHTOB  C
OpraHu3anyel CrpaBOYHO-MH(POPMAIIMOHHOW PaboTEHI,
opraHusaren KOHTPOJISI VICITOJTHEHUSI 17}
roc/eytoIeit 00paboTKON JOKyMEHTOB.

WHpekcupoBaHve [OKYMEHTOB. 3HaueHWe U
npaBwia (GOpMHUPOBaHUs WHZEKCOB. VHAeKcupoBaHWe
JOKYMEHTOB B YC/IOBHUSIX TPaJUIIMOHHOW 00paboTKM
JIOKYMEHTOB.

[IpuHLMOBI ~ TOCTPOeHUsi  MH(OPMAL[MOHHO-
nouckoBbix cuctem (MIIC) pyyHoro Tuma, uxX BUJBL
WH$opMaroHHO-CIIPaBOUHOe o0ciy)KrBaHe
arrapaTta yrpaB/ieHWs B YCJIOBUSIX MPUMeHeHUs
aBTOMAaTH3UpOBaHHbIX TexHonoruk [OY. [louck wu

HCII0/Ib30BaHHE I/IH(bOpMaLII/II/I B dBTOMATHU3HWPOBAHHBIX
NIIC.

10

3.5. KOHTpO/b UCIIOIHeHUs
JIOKYMEHTOB

dopmupoBaHre TpeOOBaHMI K OpraHU3aLdu
KOHTPOJISA VICTIOJTHEeHUSI JIOKYMEHTOB B
[le/I0TIpOU3BO/CTBe.

3HaueHHWe KOHTPOJISI 3a CpPOKaMU WCIIOJIHeHUs
JIOKYMEHTOB B  anmnapare yrpasjieHus. OCHOBHbIe
TIPUHLUIIBI er0 OpraHu3aLiu.

3agauu cyx0b1 [JOY 110 KOHTPOJTIO UCITO/THEHHS
JIOKyMeHTOB. Kareropuu [JOKyMEHTOB, IOJleKalue

KOHTPOJIO CpoKy  WCIIO/IHEHUsI  [JOKYMEHTOB.
TexHon0rus KOHTPO/IbHBIX OIepaLyi.
PernameHTbI BHYTpeHHel opraHu3saluu

(be,l[epaf[beIX OpraHoB WCIIO/IHUTE/IbHON BJ/IACTH KakK
OCHOBAa KOHTPOJIA HCITOJTHEeHU S JJOKYMEHTOB B
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rocygapcrBeHHOM anmnapare Poccurickout ®efepaum.

OO0o00611eHre, aHanM3 W HCIOIb30BaHUe JAHHBIX
00 WCTIOJTHEHUM  JOKYMEHTOB B YCJIOBHUSIX
TPaJULIMIOHHONM W aBTOMAaTWU3UPOBAHHOW TeXHOJIOTMM
00paboTKH IOKyMEHTOB

ABTOMAaTH3UpPOBaHHbIE CHUCTEMbl KOHTDOJS 3a
CPOKaM{  UCTIOJIHEHHsI ~ JIOKYMEHTOB, ONBIT  UX
TIPUMeHeHUsl.

11

3.6. Opranuzanus

JIeJIOTIPOM3BOICTBA
MPeJJIOKEHUSM,  3asIBJIEHUSIM
»Kanmobam rpakjaH

I10
n

OOI1IeCTBeHHO-TIONIMTUYECKOE U COLMA/IbHOE
3HaueHWe oOpalleHu TrpaxjaH. 3aKoHO/aTebHast

perjnameHTaLys paboThI C Npe//I0KeHUsIMHY,
3asiBJIEHUsIMU U yKayiobamMu rpak/iaH.
dopMupoBaHue HOPMAaTUBHOM 6a3mpl,

perjiaMeHTUpYIOIlel  opraHu3anuio  paboTel  C
oOpartleHusMH rpaXJjaH B TOCy/JapCTBEHHOM arirapare.

OcHoBHBIe  3amaun  cayxkber  JOY 1o
opraHu3ai paboThl C OOpalleHUusMH TpaK[aH, ee
ocobenHoct. Orepaliu TIO0 TIPUEMY, PeTrUCTpaliH,
KOHTPOJTFO ~ MCIIOJIHEHMs], TIPUHSATHIO pEIeHUH 10
obpalrieHusiM  TpaXKZaH. CpoKd  HCIIO/THEHWUS.
TpeboBaHUsT K COZEP)KaHUIO OTBETHBIX JOKYMEHTOB.
dopMUpoBaHWe U XpaHeHUe fesl C TIPeJIOKEeHUsIMH,
3asBJIEHUSIMH M >Kanobamu rpaxgaH. O6obieHue,
aHa/M3 ¥ UCIO/Mb30BaHWe [JaHHbIX O pabore C
oOpalLeHUs MU Ipa>kJaH B arirapare yIpaBIeHusl.

Opranusaiys npuema rpaxkjaH B
TOCYJAapCTBEHHBIX yupexaeHusX. DopMbl U METO/bI
COBEpIIIeHCTBOBAHUST pabOThI ¢ 0OpaIeHUsAMU TPaXkKjaH
B OpraHax rocy/lJapCTBeHHOUW BJIaCTH W yTIpaBJ/ieHUs], B
00I1IeCTBEHHBIX OpPraHU3aIUsIX.

[TpuMeHeHWe aBTOMATHU3UPOBAHHBIX TEXHOJIOTHH
/IS TIOATOTOBKM  OTBETOB U OpraHW3aluu
WH(OPMAaIMOHHO-CTIPABOYHON CTY>KObI B YUPEXKIEHHUSIX
¢ 60/1bIITUM 00BEMOM 00paIlleHHH rPaXk/jaH.

12

3.7. XpaHeHue JOKYMEHTOB B

[1efIoTIpOr3BO/ICTBE OpPraHM3aLUuU

OpraHuzanysi TeKYIero XpaHeHusl JOKyMEHTOB
1 obecrieyeHre X COXPAHHOCTH.

OcHoBHbIE T0JI0>KEHUS 3aKOHO/aTe/IbHON
perjiaMeHTalud XpaHeHusl JOKYMEeHTOB B PoccuicKoun
Depepanuu. MeTtouueckue JIOKYMEHTBI o

OpraHu3alvyi XpaHeHusl.

XpaHeHve  [OKYMEHTOB B  CTPYKTYPHBIX
rnozipasfiesieHusix opraHusanuu  OTBeTCTBEHHOCTh 3a
COXPAaHHOCTb JOKyMeHTOB. OpraHu3anysi CrpaBOYHOM
paboThI ¥ TIOPSAJOK BbIIaul JOKYMEHTOB BO BPEMEHHOe
10/Ib30BaHHWe ITIPU  XpaHeHWH B  CTPYKTYPHBIX
No/ipase/eHusx. XpaHeHUe  [JOKYMEHTOB Ha
HeTPaJULIMOHHBIX HOCUTeJISIX.

CoxpaHHOCTb JOKyMEHTOB [IpY peopraHu3aniy u
MUKBUJALIMYA OpraHU3aLuil.

Homenknatypa pen

ITonsaTe «HOMeHKaTypa [Jen». HasHaueHue
HOMEHK/IaTypbl Jes. HoMmeHKaTypa [en Kak OCHOBA
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CcUCTeMaTh3allid  JOKYMEHTOB B Leflsix  UX
MOC/IeIYIOLLero XpaHeHUsl.

TpeboBaHUs K COCTaB/IEHUIO HOMEHK/IATYPhI [IeJl.
WNx pernaMmeHTanusi B 3aKOHOJAaTelbHbIX aKTaX M
HOPMAaTHUBHO-MEeTOIUYEeCKUX JIOKyMeHTax
Me)KOTpac/ieBOro JenCTBYS.

Buapl HOMEHKIATyp fena, UX OCODEHHOCTH U
HasHaueHWe MeTo/MKa COCTaB/eHUSI HOMEHK/aTypbl
Je/l: W3ydeHHWe COCTaBa [JOKYMEHTOB, pa3paboTka
K/1acCU(UKAL[MOHHON CXeMbl; COCTaBJIeHHe 3ar0jioBKOB
Jlel U UX cUcTeMaTu3alusi C y4eTOM YyCTaHOBJIEHHBIX
TpeOOBaHMM.

IMopsimok  odopmiieHusi,  COTjacOBaHUs U
yTBEp)KAeHUsT HOMeHKaTypbl fAei. CpPOKM XpaHeHus
JIOKYMEHTOB

Wcnonb3oBanue HOMEHKJIaTyphbl Jen B
orepaTUBHOM XpaHeHUU U apXuBe OpraHU3al[iu.

Opranusanusi ¥ nopsiiok (OpMHUPOBaHUS [e

[Mousatue “dgopmupoBaHue fen”, OCHOBHbIE
TpeOOBaHMSI K  TIPOBEZEHWIO  3TOM  pabOoThI.
CoBpeMeHHass ~ HOPMAaTHBHO-MeTOZAUUeCKast 0a3a,
oripeiesisitolijasi TpeOoBaHUS K (POPMUPOBAHUIO [iesl B
[1eJI0TIPOM3BO/ICTBE.

dopmupoBaHue Zie/l B OpraHu3alysx pa3inyHbIX
ypOBHel yripaByieHus. 3ajaun ciy>x0bl JJOY u apxuBa

OpraHv3al 1o obecrieueHHI0  KaueCTBEHHOTO
¢opmupoBanus fen. [IpaBuna ¢opmupoBaHus B fena
JIOKyMEHTOB Pa3IMUHbIX BU/IOB. [TpuHLMIBL

CUCTeMaTH3aliy JOKYMEeHTOB BHYTPH Jiefl.
Opranusanysi 3KCrepTr3bl LIEeHHOCTH JJOKYMEHTOB
[Tonsatue “skcriepTu3a LIEHHOCTU JOKYMEHTOB”.

HopwmartuBHOo-MeTOg1ueckre U TeopeTUYeCKHe

OCHOBBI TIPOBe/IeHHs 3KCriepTusbl.  TpebOoBaHUWS K

TIPOBE/IeHUI0 SKCIIepTU3bl L[eHHOCTU JOKYMEHTOB.
Opranu3aiusi paboThI [IeHTPaTbHOMN 3KCITIeEPTHOM

komuccun (LUOK) wu skcreptHOM Komuccuu (OK)

yuypexzaeHusi  (opraHu3aLin) 10  NPOBEJEHUI0

9KCTIepTU3bl LIEHHOCTH JOKyMeHTOB. [TonoxeHue 06

5KCrepTHOM Komuccuu. [IpaBa u QyHKIMM 5KCIIePTHOU

KOMMCCHH, TIOPSiIOK ee paboThl. [JoKyMeHTHpOBaHHe

JlesiTeIbHOCTU ~ SKCIepTHOW ~ KOMWUCCHMU.  JTarlbl

MPOBeZIeHUs]  JKCIepTH3bl LIeHHOCTH  [JOKYMEHTOB.

OdopmnieHre pe3y/nbTaTOB  3KCIEPTU3bl  LIEHHOCTU

JIOKYMEHTOB.

[TonsaTye “nepeueHb NOKyMeHTOB”. HasHaueHue

M UCIOJb30BaHUE TMepeuHeill B KauyecTBe OCHOBHBIX

VMCTOYHUKOB TI0 YCTAHOBJIEHUIO CPOKOB XpaHeHUs U

obecrieyeHrsi eMHCTBA OIEPATUBHOIO  XpaHEHUs

JIOKYMEHTOB B  [IeJIOTIPOM3BOJICTBE M apXuBe

OpraHu3aLyu.

Tunosble u BeJJOMCTBEHHbIe TepeyHHu.

Vicrionb3oBaHue riepeuHei JU1s1 COCTaBJIeHUsI
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KJIaCCU(MKaTOPOB U HOMEHK/IATyp Jier.

[ToaroroBka u oopmieHue e

YHudukauus TpeboBaHui K /ienaM, CJaBaeMbIM B
apXuB. HopmatuBHOo-MeTO1ueckre JIOKYMEHTBI
ME>KOTpPacIeBoro fielicTBusi 006 oopmiieHUH fient.

OcHoBHBIe TpeboBaHUS K OGOpPMIIEHHIO el
[TonHoe u yactuuHoe odopmieHue fen. [lofmvBka
fen. Hymepauusi nuctoB. 3aBeputesibHas HaJIIMCh.
BHyTpeHHsii omuchk. OdopmiaeHue 0OJOXKKH — Jienl
TIOCTOSIHHOT'O U BpDEeMEeHHOI'0 XpaHeHUsl.

Onucu nen

[Tonsite «omuck gen». I[lpaBuUsa cocTaBIeHUs
OMUCH Jie1 CTPYKTYPHOIO MOApaszeneHus. Buabl
onuceii.  OdopmieHre onucu Jen CTPYKTYPHOTO
T0/ipasesieHus.

[Topsimok nepefauu el B apXyB OpraHU3aLiy

[lepejaya fmen B apXyMB  OpraHu3aLvu.
B3aumogeiictBue cnyxbel [IOY u apxuBa IpH
(hopMHpOBAHMY OCHOBBI [ijis1 TIOC/EeYIOLer0 XpaHeH!s
v WCII0/Ib30BaHUs JIOKYMEHTOB. EnuncTBO
OpraHu3alii [JOKYMEHTOB B [leJIONIPOU3BOJCTBE U
apxuBe.

13 3.8. Haripasiienus YmpaBnenue [OKyMeHTaMU KaK 4YaCTb CHUCTeMbI
copepuieHcTBOBaHus JOY yIipaB/ieHUss KaueCTBOM. CTaHZapTu3anus IpoLesyp
ynpaB/jieHusl JOKyMeHTaMHM KaK MeToJuvyecKass OCHOBa
JiesTe/IbHOCTH CIty 0 JOKYMEHTaL[MIOHHOTO
obecrieueHust yrpaBJieHus B POCCUNCKUX
OpraHu3aLusx.

Pa3Butre pernameHTalyy JOKYMEHTAL[MOHHOTO
obecrieueHust yripaBieHusi. Pojib TUTIOBBIX peryiaMeHTOB
OpPraHoB TOCYZJAapCTBEHHOW B/IaCTM W YIpaB/eHUs B
pery/vpoBaHMM JOKYMEHTAl[MOHHOTo obecrieueHusl WX
JlesiTeIbHOCTU. BHyTpeHHYe persiaMeHThbl OpraHu3aLyi.

CoBepliieHCTBOBaHUE JIOKyMeHTalliOHHOT O
obecrieyeHusi  ymipaBjieHHWsT B  T'OCYZApCTBEHHOM
ammapare, OpraHu3aLUsIxX Pa3MUUHBIX dbopm
COOCTBEHHOCTH (rocymapCTBEHHbIX u
HEerocCy/1JapCTBeHHBIX). YnopsifoueHue
OpraHM3aliOHHbIX (OPM U MeTo/0B paboThl €
JIOKyMeHTaMH.

PeriamenTaisi ~ QyHKUUN, CTPYKTYphl U
OpraHU3alMOHHO-TIPaBOBOT0 TI0I0XKeHus1 C1yk0 [JOY.
Biusinve HOBBIX MH(GOPMALIMOHHBIX TEXHOJIOTHI
Ha COBEPILEHCTBOBAHUE yIpaB/ieH4eCKon
JegrenbHOCTH U [IOY.

4. O6pa3oBare/bHbIe TEXHOJIOTUH

B pa3pzesie yka3aHbl 00pa30oBaTe/ibHbIe TEXHOJIOTHH, UCIIOIb3yeMble MPU pean3ariii pa3inuHbIX
BU/IOB YUeOHBIX 3aHSTHU [/ Hanbosiee 3PQEeKTUBHOrO OCBOEHWS JUCLMIUIMHBL [Ipy TipoBefeHUM
yueOHBbIX 3aHSATHM OO0ecrieurBaeTCsl pPa3BUTHE Yy OOYYAKOI[UXCS HABLIKOB KOMaH/AHOW pabOTBHI,
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MEeXJIMYHOCTHOM KOMMYHMKAl[UM, TIPUHSTUSI peIleHrld, JIWJepCKUX KauyecTB (BK/Ouasi TpHU
HeoOXO/IMMOCTH TIpOBefleHHe WHTEePaKTUBHBIX JIeKLWH, TPYMIOBBIX AUCKYCCHMA, PpOJIEBBIX UIP,
TPEHUHIOB, aHa/M3 CUTyal[uid U UMUTALMOHHBIX MOJeJiel, TpernojjaBaHue JUCLUIUIMH (MOAy/en) B
(opMe KypCOB, COCTaB/€HHbIX Ha OCHOBE pe3y/bTaTOB HAy4YHbIX WUCC/AE[0BaHUM, B TOM 4YMCJIE C
yUéTOM perroHa/JbHBIX 0COOeHHOCTel TIpOdeCcCHOHANBHON /IeATeIbHOCTH  BBITYCKHUKOB U
notpebHOCTeN paboTozaresneii.

[ns mpoBefieHUsl 3aHATHM JIEKLMOHHOTO THMA 0 [AUCLMIUVIMHE TIPUMEHSIIOTCS —TaKue
obpa3oBaTe/ibHbIe TEXHOJIOTMU KaK UHTepaKTHUBHbIe JIeKLUH, pobieMHoe obyuenue. [17is1 IpoBeieHust
3aHSATHN CeMUHAPCKOT0 TUIIA UCI0JIb3YIOTCS TPYIITNIOBbIe AUCKYCCUH, POJIeBbie UTPbl, aHA/IU3 CUTYyaLui
Y UMUTALIMOHHBIX MOJeJen.

Ne |HammeHoBaHMe Bugbl  yueOHOM
OOpa3oBare/bHbIE TEXHOJIOTHU
n/m|paspena padoThI
1 |2 3 5
1. |IIpeamer, copeprkanue,|J/lekuus 1. BeopHas JIeKLIUA o UCTI0/Ib30BaHUEM
3a/lauM Kypca BHU/leOMaTepuaioB
C [TogroToBka K JIeKUMA C  UCIOJb30BaHUEM
aMOCTOSATeJIbHas
5 npaBoBbIX 0a3 «KoHcynbTaHT», «['apanT» # 1p.,
abora N
p caiita «Zakonbase»: 3akoHOJaTenbHasi 0Oaza
Poccutickor @efepanymn
2. |Bo3HHKHOBeHUe u|Jlekums 2. Jlexuusi-6ecea
pasBuUTHe

IIpaktnueckoe 1 |Pabota c MeTOoInuYeCKUMU MaTepuasaMu
J,eJI0IpOU3BO/ICTBA | P A p ’

yupexzennax  Poccuu KOJIZTEKUMSIMA JIOKyMeHTOB ¢oHza abopaTopuu
XVI - XVII BB JIOKyMEeHTOBe/|eHHsI

[ToAroTOBKA K JIEKIMU C UCIT0/Ib30BaHUEM (DOH/IOB
CaMocCTosTe/IbHast | ONO/THOTeKH PITY U naboparopuu
pabora JIOKYMEHTOBE/IEHUSI U MPAKTUUECKOMY 3aHSTHIO B
COOTBETCTBUM C METOJMUECKMMH YKa3aHUSIMU I10
BBITIO/THEHHIO MPAKTUUECKUX 3aHSATHH.

3. |HenonpousBoactBo  B|JIekuus 3. Jlexuusi-6ecea
yupexzaeHusx  Poccun
XVIII B
[IpakTyeckoe PaGota ¢ MeTOAWUECKUMH  MaTepHa/iaMH,
3aHsATHe 2. KOJIEKLIUAMU [IOKYMeHTOB (hoH/Ia 1abopaTopuu
JIOKyMEeHTOBe/IeHUSsI

C [ToAroTOBKA K JIEKLIUK C UCIIO/Ib30BaHUEM (DOH/I0B
aMOCTOSITe/TbHAs
OubmoTeKu PITY " naboparopuu

pabota
JIOKYMEHTOBeJJeHUSI Y TPaKTUYeCKOMY 3aHSATUIO B
COOTBETCTBUU C METOAUYECKHMM YKa3aHUSIMU I10
BBITIO/THEHUIO TIPAKTUUECKUX 3aHSITHM.
4. |HOenonpousBofcTtBO  B|JIekuus 4. Jlexuysi-6ecea

yupexzgenusix  Poccun
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XIX - Havyasle XX BB. |[IpakTHueckoe Pabota ¢ MeTOAWYECKUMU  MaTepHhaaaMH,
3aHATHe 3. KOJIJIEKIIUSIMUA IOKyMeHTOB (hoHZia 1abopaTopuu
IOKyMEeHTOBe/IeHUsI
[ToAroTOBKa K JIEKLIMU C UCTIO/b30BaHUEM (POH/IOB
6ubnmoreku PITY U nabopaTtopuu
CamocTosiTe/lbHas | JOKYMEHTOBeIeHHUs] U MPAaKTUUeCKOMY 3aHSITHUIO B
paboTa COOTBETCTBUM C METOAUUECKUMH YKa3aHUSMU I10
BBITIO/THEHUIO TIPAKTUYECKUX 3aHSITHUM.
CraHoB/1eHue u|Jlekius 5. JIleKUUsI- TUCKY CCUsT
pasBUTHe
CamocrositenbHad | [IoAroTOBKa K JIEKLIMY C UCIOJIb30BaHKeM (OH/I0B
[le/I0NpOM3BO/CTBA B 5 6116 PITY 5
T nbmoTekn u TOPUU
COBETCKIIX pabora ore / Jaboparop
OKYMEHTOBe/leHUs.
roCyZapCTBEHHBIX AOKY A
YUpeXXIeHUsIX
Opranuzanus Jlekuus 6. [TpobemMHas eKiys
JOKYMEHTaLMOHHOT O
0BeCTIeUeHHs CamocrositenbHad [[loarotoBka K  JIeKLUM € KCIIOJIb30BaHWEM
yTIpaB/eHHs pabota npaBoBbIX 0a3 «KoHcynbTaHT», «['apaHT» # [1p.,
caiita «Zakonbase»: 3akoHOjaTe/nbHasi 0Oasa
Poccutickoii @egepaiiyuu
Opranu3zaiusi  cy>k0bi|JIekiuu 7 Jlek1usi ¢ pa360pOM KOHKPETHBIX CUTYal[Uit
oy
A [IpakTHueckoe PaGota ¢  MeTOAWUECKUMH  MaTepHa/laMH
3aHATHe 4. nabopaTopuy JOKyMeHTOBeJeHUsI
CamocrositenbHas | [IoAroToBKa K JIeKLIMU C UCI0JIb30BaHKeM (OH/ZI0B
pabota OubmoTeKn PITY " naboparopuu
JIOKyMEHTOBeZIeHUs] Y TIPAKTUYeCKOMY 3aHSATHUIO B
COOTBETCTBUM C METOAWUECKUMH YKa3aHUSMU 10
BBITIOJTHEHUIO MIPAaKTUUYECKUX 3aHSITUN/
Opranusarys Jlekuus 8. Jlekiust ¢ pa360poM KOHKPETHBIX CUTYal[|i
JIOKyMeHT0oo0opoTa
ITpakTrueckoe Pabora ¢  MeToAMUeCKMMH  MaTepualaMH
3aHsTHe 5. nabopaTopuy JOKyMeHTOBeJeHUsI
CamocTositenbHas | [ToAr0TOBKa K JIEKLIWU C UCTOJIb30BaHKeM (OH/I0B
pabota OubmMoTeKM PITY U naboparopuu
JIOKyMEHTOBeZIeHUs] Y TIPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBUM C METOAUUECKUMH YKa3aHUSIMU T10
BBITIOJTHEHUIO MIPAKTUUYECKUX 3aHSITUN/
Perucrpanus Jlexuus 9. Jlexiusi ¢ pa360poM KOHKPeTHBIX CUTYaL|it
JIOKYMEHTOB u
OpraHm3ars [IpakTHueckoe PaboTa ¢  MeETOAWUECKUMHM  MaTepHa/laMH
3aHdaTHe 6. nabopaTopuy JOKyMeHTOBeJeHUsI
CIIpaBOYHO- paTOpHH 0Ky A
MH(OPMaLIOHHOTO CamocrositenbHast |IToAr0TOBKa K JIEKIIUM C UCTIO/Ib30BaHUeM (DOH/IOB
T NOINOTEKU PIT U TOpUU
06Ty KHBaHHS pabora oubmore Y nabopatop
JIOKYMEHTOBeZIeHUs] Y TIPAKTUYECKOMY 3aHSATHUIO B
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COOTBETCTBUH C METOJUYECKUMH YKd3dHUAMU I10
BBITIO/THEHHIO ITPAKTUYECKUX 3aHATHI

10. {KonTposs wucnosHeHus |Jlekuus 10. Jlek1usi ¢ pa360poOM KOHKDPETHBIX CUTYal[Uit
JIOKYMEHTOB
CamocrositenbHast |IToAr0TOBKA K JIEKLIMM C UCTI0JIb30BaHUeM (hOHZIOB
pabora OoubmoTeku PITY U nabopaTtopuu
IOKyMeHTOBe/leHUsI
11. |Opranuzauus Jlekuums 11. Jlexuusi-6ecea
[leJIONPOM3BO/ICTBA  T10
TIpeIOMKEHUM, CamocrosiTenbHast [[ToAroTOBKa K JIeKLUM C  UMI0J/Ib300BAaHUEM

pabora npaBoBbIX 0a3 «KoHcynbTaHT», «['apanT» u 7p.,
caiita «Zakonbase»: 3akoHOgaTenbHasi 0asa
Poccurickor @efepanyumn

3agBJIEHUSAM U yKaj00am

12. Jleknuu 12 Jlekiyg ¢ pa3bopoM KOHKPeTHBIX CUTYaLui
XpaHeHHe [1OKYMEHTOB a 5 P P P yeht
B Je/I0NpOM3BOACTBE | [IpakTHUECKOoe Pabora C MeTOoJuueCKUMU Marepuaaamu
DpraHy3alyiu 3agqaTie 7. nabopaTopuy OKyMeHTOBeIeHUsT

CamocrosiTenbHast | [I0Ar0TOBKA K JIEKLWK C UCTI0b30BaHHeM (POHZIOB
pabota OubmMoTeKM PITY U naboparopuu
JIOKYMEHTOBE/IeHHUsI U MPAKTUUECKOMY 3aHSTHIO B
COOTBETCTBUM C METOJUUECKUMU YKa3aHUSIMH TI0
BBITIOJTHEHUIO MPAKTUUECKUX 3aHSATHI

13. |HamnpaBnenus Jlexuus 13. [Tpo6nemHast eKIyst
COBEPILEeHCTBOBAHUSA
noy CamocrosTenbHas [[IoAroToBKa K JIeKLMY C UCI0/Ib30BaHWeM (OH/I0B
pabota OubmMoTeKM PITY U naboparopuu
JIOKyMeHTOBeZleHUs.

Kaxapiii oOyvarouuiicsi B TeueHWe BCero repuoja oOyueHusi obecrieueH WHAWBHAYaTbHBIM
HeorpaHUUeHHbIM JIOCTYTIOM K 3/IeKTPOHHOM WH(popMaioHHoobpa3oBarenbHo cpefe PITY wu3
mobo¥ TOUKH, B KOTOPOW WMeeTCs JMAOCTYN K WH(OPMALMOHHO-TeIeKOMMYHUKAIIMOHHOW CeTH
"NntepHer", kKak Ha Tepputopuu PITY, Tak U BHe ee. OeKTpOHHas HH(OPMaILOHHO-
obpasoBarenpHast cpepa PITY obGecrieunBaer: AOCTym K y4eOHBIM IulaHaM, pabouuM MporpaMmam
JUCLIMIUIMH (MOAynei), TporpaMMaM TIPAaKTHK, 3/IEKTPOHHBIM Y4eOHBIM M3/IaHUSIM U 3JIeKTPOHHBIM
oOpa3oBaTe/bHBIM ~ pecypcaM, VKa3aHHbIM B pabouuMx TMporpamMmax AUCHUIUVIMH  (MOAyJei),
rporpaMMax TpakTUK; (opMHUpOBaHHe 371eKTPOHHOro mopTdoso obyuaroiierocs, B TOM YHC/e
coxpaHeHHe ero paboT U OIeHOK 3a 3TH paboThl. B ciiyuae peanu3anyu nporpaMmel OakanaBpyaTa C
rpUMeHeHWeM  37IeKTPOHHOrOo  oOyueHMs, /[AWCTAHLMOHHBIX  OOpa3oBaTeNbHBIX  TEXHOJIOTHH
3/IeKTPOHHAss uHGOpMariioHHooOpa3oBatesibHast cpefa PITY obecneunBaer: QuKcalyioo xoja
oOpa3oBaTe/IbHOTO TIpoliecca, pe3y/IbTaTOB IPOMEXYTOUHOW aTTeCTalldd W pe3y/bTaTOB OCBOEHUS
nporpamMmbl OakasaBprara; poBeZieHre yueOHBIX 3aHSATHH, MTPOLeypP OLIEHKH pe3y/IbTaToB 00yueHws],
peanu3aliysi KOTOPbIX TPeAyCMOTpeHa C TIpUMeHeHHeM 371eKTPOHHOro 00yueHHs, JUCTAaHLMOHHBIX
oOpa3oBaTe/ibHbIX TEXHOJIOTHI; B3aUMOZEHCTBHE MeX/ly yUaCTHMKaM{ 00pa30BaTe/lbHOTO IpoLiecca,
B TOM UHMC/Ie CUHXPOHHOe U (W/M) aCMHXPOHHOEe B3auMOJENCTBUSI MOCPeACTBOM ceTu "VHTepHeT".
@OyHKIMOHUPOBAaHKE 3JIEKTPOHHOW HMH(GOPMAIL[MOHHO-00pa3oBaTeNlbHOM  Cpefibl  00ecreunBaeTCs
COOTBETCTBYIOLLIMMH  CpPeACTBAMU  HWH(POPMALMOHHO-KOMMYHUKAL[MOHHBIX  TEXHOJIOTUH U
KBam¢uKareli pabOTHUKOB, ee WCIOMb3YIOIMUX U TMOoJ/ep)KuBaromx. @OyHKIMOHUPOBAHHE
3/IeKTPOHHOM MH(MOpMaIMOHHO-00pa3oBaTenbHON cpeibl PITY COOTBETCTBYeT 3aKOHOZATeTbCTBY
Poccurickor @enepanyu.



17

B nmepuoj BpeMeHHOTO TIPUOCTAHOB/IEHWs TIOCeleHUs] OOyuaroU[MHCS TIOMeIleHUH W
tepputopuu PI'TY nns opranuszaiuu yye6HOro rporjecca ¢ npyuMeHeHreM 371eKTPOHHOT0 00yueHust U
JVICTAaHLIMOHHBIX ~ 00pa30BaTeNbHBIX TEXHOJOTHH MOTYT OBITb  HCIIO/B30BaHbl  CIeAYIOIIMe
oOpa3oBaTe/ibHble TeXHOIOTUH:

— BHU/Ie0-JIeKLIUH;

— OHJIANH-JIEKLIMY B Pe)KUME peaslbHOr0 BpEMEHH;

— 97IeKTPOHHBIe yueOHUKH, yueOHbIe T0co0Ous], HayYHbIe U3/aHUs B 37IEKTPOHHOM BH/Ie U JOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa3oBaTe/ibHbIM pecypcam;

— CHCTeMBI /i/1s1 37IeKTPOHHOT'O TeCTUPOBAHMS;

— KOHCY/IbTALMX C UCTI0/Ib30BaHUEM Te/IeKOMMYHHKALIMOHHBIX CPe/CTB.

5. O1eHKa NJIaHUPYeMbIX pe3y/IbTaTOB 00yueHus:

5.1 Cucrema oLeHUBAHUA

CucrteMa OlleHMBAHUSI BBICTPOEHAa B COOTBETCTBMU C y4eOHBIM IIJIAaHOM, Tjie OrpefiesieHbl (hOpMBI
TPOMEXXYTOUHOM aTrTecTalid (3auéT/3a4éT C OLIeHKOW/3K3aMeH), U CTPYKTYpOW AUCLUIIMHBI, T7e
oripefiesieHbl  (DOPMBI TEKYIIIETO KOHTPOJI.  YKa3bIBaeTCs pacripejiesieHe 0OamioB 1o (opmam
TeKYIL[er0 KOHTPOJISI U MPOMEeXYTOUHOW aTTeCTaliy, CPOKHA OTUETHOCTHU. MO’KeT MPOBOAUTLCS KakK B
TPa/IUL[MOHHOM, TaK U B MHHOBALIMOHHOU (popMme (3alljuTa MPOeKTOB, JieJioBasi Urpa, Keuchl u T.1.).

Cucmema ouyeHusaHus Modcem Oblmb npeocmasneHd KAk 8 meKCmogol, mak u 8 mabdauyHol
opme.

Hanpumep:

dopma KOHTPOJIs Makc. Ko/1H4ecTBO 0a/uioB
3a ogHy |Bcero
pabdoTy

Teky1ui KOHTPOJIb:

- onpoc 5 bannos 30 6anios

- yyuacmue 8 OUCKYCCUU HA CeMUHape 5 6an108 10 6annos

- KOHmMposbHast paboma (membl 1-3) 10 6annos 10 6annos

- KOHMpo/bHAst paboma (membl 4-5) 10 6annos 10 6annos

ITpomexKyTOUHas aTTecTalusi — IK3AMeH 40 6anoB

Htoro 3a cemecTp 100 6anioB

[TonyyeHHBIM COBOKYMHBIA pe3y/bTaT KOHBEPTHUPYeTCS B TPAAULIMOHHYIO IKalay OLIEHOK U B
IIKay olleHOoK EBpomeiickoii cucTeMsl TiepeHoca U HakoruieHust kpeautos (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU C TaOJIULIEH:

100-6an1bHas TpauuMonHas WKana [Ikana
HIKaaa ECTS
95 -100

8394 OT/INYHO B

68 — 82 XOPOLLO 3a4TeHO C

56 — 67 D

50 _55 y/10B/IETBOPUTETEHO 5
20-49 FX
0-19 HEY/I0B/IeTBOPUTETLHO He 3aUTeHO B

5.2 Kputepum BbICTaB/IeHUS OLIeHKH M0 AUCLUILINHE



18

Bbannsl/
IIIxkana
ECTS

Oneska 1o
TUCHUIUTHHE

KpuTepuu onieHKH pe3y/IbTaToB 00yJeHusl M0 AUCHHUIUINHE

100-83/
AB

OT/INUHO/
3a4TeHO

BeictaBnisiercsi obyuatoriemycsi, ecid OH IJyDOKO M TIPOYHO YCBOWI
TeopeTUYeCKUn u TNpaKTHUYeCKUN Marepuail, MOXKeT
NPO/IEMOHCTPHPOBATh 3TO HA 3aHATUSIX U B XOJe TPOMEeXYTOUHOU
aTTecTalyu.

OOyuaromuiicss MCUeprbIBaollle W JIOTUUeCKHM CTPOHHO W37araeT
yueOHBIN MarTepuas, yMeeT VYBSI3bIBaTh TEOPHUIO C TIPAKTUKOM,
CrIpaBJIsieTcsl C pellleHHeM 3ajau NpodeccroHanbHOW HarpaB/IeHHOCTH
BBICOKOTO YPOBHSI CJIOKHOCTH, TIPaBHU/ILHO OOOCHOBBLIBAeT TIPUHSITHIE
pereHus..

CBobogHO opuweHTHpYyeTCs B yuyeOHOM U mpodeccroHanmbHOU
JTepartype.

OneHKa MO [JUCLIAIUIMHE BBICTABJSIIOTCS 0O0yuaromeMycs C Y4éTom
pe3y/bTaTOB TeKYlllel U MPOMEXYTOYHOW aTTeCTal[1u.

KomnieTeHtuM, 3akperiéHHble 3a [JUCLMIUVIMHOW, C(OpPMHpOBaHbI Ha
YPOBHE — «BBICOKHI».

82-68/

Xopor1uo/
3aUTeHO

BrictaBnsiercsi oOydvaroiemycsi, ecid OH 3HAaeT TeOpeTHUecKud u
MpPaKTUUeCKU MaTepuas, IPaMOTHO U MO CYI[eCTBY W3/araeT ero Ha
3@HATUSAX U B XOJle TIPOMEXYTOYHOM aTTecTalluM, He JOmycKas
CYI[eCTBEeHHbIX HETOUHOCTEH.

OO6yuaromuiicsi paBU/IbHO TIPUMEHSIET TeopeTHYeCKUe TIOJI0XKeHHUs TIPU
pellileHUM TPaKTUYeCKUX 3aiauy mnpodecCMoHaTbHON HarpaB/ieHHOCTH
Pa3HOTO YPOBHSI CJOXHOCTH, BJafieeT HeOOXOAUMBIMU JIIsT  3TOTO
HaBbIKaMU U MPUEMaMU.

[ocTaTouHO XOpOIIO OPUEHTHUPYeTCs B yueOHOM U mnpodeccrHoHaIbHON
JuTepaType.

OrneHKa 1O [UCLIAIIJIMHE BBICTABJSIIOTCS OOyUaromeMycs C Y4ETOM
pe3y/IbTaTOB TeKYIIlel v MTPOMeXKyTOUHOM aTTeCTaruH.

KomnieTeH1MM, 3akperyiéHHble 3a [JUCLMIUVIMHOW, C(OpMHpOBaHbI Ha
YPOBHE — «XOPOLIUI».

67-50/
D,E

yZIOBJIETBO-
puTenbHO/
3auTeHO

BrictaBnsiercsi oOyyaroijemMycsi, ecii OH 3HaeT Ha 0a30BOM YpOBHe
TeOpeTUYeCKU U TpaKTUUeCKWil marepuan, JOIyCKaeT OT/e/bHble
OIIMOKM TIPY ero M3/0KeHHUM Ha 3aHATUSIX M B XO/ie TIPOMEXXYTOUHOMN
aTTecTalyu.

OOyuvarouuiicsi ~ WUCTIBITHIBAET — OMpefie/iéHHble  3aTPyJHEHUs B
NpYMeHeHUH TeopeTHYeCKUX TOJI0XKeHUH TIpY pelleHUH MPaKTUYeCKUX
3a7lay Mpo¢eccHoHaNbHON HArpaB/AeHHOCTH CTaHJapTHOTO YPOBHS
CJIOXKHOCTH, BJIafieeT HeoOXOJUMBIMU [1jisi 3TOTO 0a30BbIMU HaBbIKAMU U
npuémamu.

[leMOHCTPUPYeT AOCTAaTOUHBI YPOBEHb 3HAHWS Y4eOHOU JHMTepaTyphl
TI0 IMCLIUTUIMHE.

OneHKa MO [JUCLIMIUIVMHE BBICTABJSIIOTCS 0O0yuarolmeMycs C Y4éTom
pe3y/IbTaTOB TeKYIllel ¥ TPOMeXKyTOUHOM aTTeCTaluH.

KomnereHtuy, 3akperiéHHble 3a [JUCLIMIUIMHOW, ChOpMHpOBaHbBI Ha
YPOBHE — «JIOCTaTOYHBIMN».

49-0/
F,FX

Hey/l0BJIeT-
BOpUTEJIbHO/
He 3a4TeHO

BeicTaBnisiercsi 00yuaroiieMycsi, ecjii OH He 3HaeT Ha 0a30BOM YpOBHe
TeopeTUYeCKUi U TPaKTUYeCKHi MaTepuall, 0MyCcKaeT TpyOble ommbKy
DU  €ero W3/I0KEHWM Ha 3aHATUSX U B XOZe IPOMEeXYTOUHOMN
aTTecTalyu.




19

Bamiel/ | Onenka mo | Kpurepuu oneHKy pe3y/ibTaToB 00y4eHHs 10 AUCHUIIIHHE
IIlkana | AUCHMIIIMHE
ECTS

OOyuaroIuiicsi UCTIBITHIBAeT Cepbe3Hble 3aTpPyJHeHHs] B TIpUMeHeHU!
TeOPEeTUUECKUX TIOJIO)KeHWM TIPU pelleHWH TpPaKTUYeCKUX 3ajad

rpogeccoHa/IbHON HarpaB/IeHHOCTU CTaHAAPTHOT'O YPOBHSI
CJIO)KHOCTH, He BJafieeT HeoOXOAUMBIMU [iJii 3TOTO HaBBbIKAMU U
npuémamu.

IemoHCTpUpyeT (parMeHTapHble 3HaHUS Yy4yeOHOW JUTepaTyphl TI0
JUCLIUTIIHE.

OueHKa TO [JUCLUIIMHE BBICTAaB/SIOTCA O0ydaromemMycss C y4éToM
pe3y/bTaTOB TeKYIllel ¥ MPOMeXXYTOUHOM aTTeCTal[|u.

KomnereHllMM Ha ypOBHe  «/IOCTaTOUHBIM», 3aKperviéHHble 3a
JVCLIMTIJTMHOM, He C(hOpMUPOBAHBI.

5.3 OueHouHble cpeAcTBa (MaTepuasbl) MIA TeKYLIero KOHTPOJIA YCIeBaeMOCTH,
MPOMEXYTOUHOM aTTecTaluu o0ydarwmuxcsa no gucuuniuae (OITK-2)

B naHHOM pa3pzesie IpUBOASTCS TIPUMeEPbI OLIEHOYHBIX CPEe/ICTB B COOTBETCTBUHU CO CTPYKTYPOM
JUCLIATUTMHBI M CUCTEMOW KOHTDOJIS: BapUaHThl TECTOB, TeMaTHKa MUCbMEHHBbIX paboT, MpUMepbl
9K3aMeHalMOHHBIX OW/IeTOB, THUIIOBbIE 3a7lauM, Kehchbl U T.M. OIeHOUHBIMU CPe/ICTBAa JI0/DKHBI OBbITH
obecrieueHbl Bce (POPMBI TEKYIL[eTO KOHTPOJS U TPOMEXKYTOUHOUW arTecTalv. OHU [JO/DKHBI OBITh
OpHEHTUPOBaHbI He TOJILKO Ha MPOBEePKY CPOPMUPOBAHHOCTH 3HAHWM, HO TaK)Ke YMeHUH U B/IaJileHU.

Bornipocs! //isi MOrOTOBKHM K KOHTPOJ/IbHOM pabore:

1. CymecTByeT /14 B HacCTosilllee BpeMsi TOCYy/lapCTBEHHOE pery/jMpoBaHhe BOIPOCOB,
CBSI3aHHBIX C TeXHOJIOTHel 06paboTKU [JOKYMeHTOB (HaripyumMep, oripe/ie/ieHbl JIU TUTIOBbIe OTepaliuu
00paboTKM JOKYMEHTOB, WX TIOC/IeA0BAaTeNbHOCTh) B YUPEXKIEHUSX, OpraHu3alusax U Ha
MpeJTpUITUSIX CTPaHbI?

KakvMu 10KyMeHTaMU [JO/DKHBI UM MOTYT PYKOBOZCTBOBAThCSl KOHKPETHbIE CTPYKTYPhI MPU
pellieHrH JaHHOTO BOIpoca?

2. [lns pelueHUsi KakWX 3aJau MCIIO/B3YHOTCS TOCy/lapCTBeHHblEe CTaHAapThl B cepe
Jenornpor3Bo/cTBa? Ha3zoBuTe Takue CTaHAapThl.

KakuM 006pa3oM opraHu3saijisi MOXKeT JZOOUTLCS OT CBOMX PabOTHUKOB 00s13aTe/IbHOrO yueTa
noJioxxkenuut 'OCT?

3. OpHOM W3 BaKHEUIIMX SBASETCS IpoOsieMa COXPAHHOCTH (XpaHEHHs) [JOKYMEHTOB
opraHu3aiuii. KakumMu TNpaBOBBIMM aKTaMH M T'OCYJapCTBEHHBIMU MeXKOTpaceBbIMU JOKYMEHTaMHU
cylefiyeT pyKOBO/ICTBOBAThLCS TIPH ee PellleHHH:

3aKkoHOZaTe/bHbIe OCHOBBI XpaHeHusI JIOKYMEHTOB

VHble mpaBOBble aKThbl, OMpe/esisiioliye pelleHre BOMPOCOB, CBSI3aHHBIX C COXPaHHOCTHIO
(XpaHeHreM) JJOKYyMEHTOB

HopmatuBHO-MeToAMueCKHe OKYMEHTHI, COo/ieprKalllie MeTOJUKY paboThl TI0 OTlepaTUBHOMY
XpaHeHUI0 JJOKYMEeHTOB U MOJTrOTOBKe UX K repejjaue B apXKMB OpraHu3aljuu
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4. PykoBoAuTe/b TIPeATIPUSITUS PACIIOPSIU/ICS TIOJTOTOBUTh JOKYMEHTbI, KOTOPbIe I0JKHBI
perjiaMeHTUpOBaTh JesTebHOCTh Cny»K0bl JJOY (KaHLensipuu), opraHu3alydio U Topsiiok paboThl ¢
JIOKyMeHTaMH.

Briio paspaborano ITonoxeHnre 06 nHGOPMaIIMOHHOM TOUTHKE, OAWH U3 Pa3/e/ioB KOTOPOTO
Ha3biBasics «OpraHu3aiusi paboThl C AOKyMeHTHpyeMol uHbopMarueii». B pasgese 3akperuisiics
CTaTyC KaHLeSIpUM Kak CJIy>KObI [IeJIoNpoOM3BO/CTBA M (YHKIMU ee COTPYJHUKOB 1o paborte c
JIOKyMeHTaMH.

Omnpefienute, Kakve OpraHM3aljMOHHBIE OKYMEHThI 3aMeHH/ coboil paszen «OpraHu3ainusi
paboTHI C JOKyMeHTHPYeMoi nH(opMariueii». [IpaBoMepHa /i Takasi PaKTHKa?

Kakoii ellle BHYTpeHHUI HOPMATHMBHBIM JIOKYMEHT C/ieZloBajio pa3paboTath, UTOOBI
YCTaHOBUTH €IWHBIN MOPSI0K Ae/I0NPOU3BO/ICTBA Ha MPeATIPUSTHN?

5.0ripeienvTe MOPSAAOK cocTaBieHus U oopmiienus [Tosoxkenust o ciyxbe JOY:

. pa3pabarbiBaeT (KT0?)

= MOAMUChIBaeT (KTO?)

. JIOJDKHO OBITh COT/IacOBaHO (C KeM?)

= yTBepKJaet (KT0?)

. BBO/IUTCS B [leHiCTBUe (KeM WU ueM?)

. To/I/Ie’KaT repecMOTpy (pu KaKHUX
obcTosTe/TbCTBAX?)

3anoJ/IHUTe MPOITYCKHU.

6. Pa3paboranHasi B opraHusauyu VIHCTPYKLUs O /Ie/IONPOM3BO/CTBY COZEPKUT Clle/lyIoLiye
TeMaThuyeCcKue pasgeJibl:
- Opranusaiust ,oKkyMmeHToo00poTa
- Peructpanus 10KymMeHTOB
- KoHTposib 3a UcrosiHeHveM JOKyMeHTOB
- Howmenkiatypa gen
- XpaHeHue [JOKYMEeHTOB B CTPYKTYPHBIX I10/pa3/e/leHusIX.

OTpa’keH /I B UHCTPYKI[UM BeCh TPOLIeCC paboThl C JOKYMeHTaMu?
Eciu HeT, KakMMU pa3zenaMu Bel Obl 1OTIONHUMN JaHHBINA JOKYMEHT.
OO6ocHyiiTe CBOe pellleHue.

7. IHCTPYKLMS TIO /IeJIOTIPOM3BO/ICTBY — 3TO 00s13aTe/IbHBIN JOKYMEHT /Il BCeX PabOTHUKOB
OpraHu3alvy WK TOJBKO JJIsl ee CIy>KObI Z1e/I0NPOr3BO/ICTBA?
Kto 1 Kakum 06pa3om ompeensier chepy pacpoCTpaHeHHs JaHHOTO JOKYMeHTa?

8. KomriaHusi vMeeT HECKOJIbKO OT/e/ieHWM, OJHO W3 KOTOPBIX pacriojiaraeTcs B TOM >Ke
3[laHWH, UTO U LIeHTPasbHbIN oduc. [Ipyrue oT/e/ieHUs] pacrioioyKeHbl B Pa3HbIX palilOHax ropoja.

Kak OygeT opraHu30oBaH JJOKyMEeHTOOOOPOT KOMITAaHUM B 3TOM CjIydae: OyeT /i 1[eHTpaTbHbIN
ouc paboraTh CO BCeMHU AOKyMeHTaMH KOMITaHUM (OCYILeCTB/STh LIeHTPaIU30BaHHbIN TIpHeM BCeX
JIOKYMEHTOB, MX PETMCTPALIUI0, BECTU CIIPAaBOUHYIO paboTy, KOHTPOJIb 3a UCTIOJTHEHHUEM IOKYMEHTOB U
T.[.) WIK TiepeAacT 3T GyHKUMU B oTAeneHusi? Eciu mepegact, KakoBa Oyzer posb ciyx0el JOY
1eHTpasibHOrO oduca? Kak OyayT paboTaTb C JOKYMEHTaMHU OT/e/IeHUs, HaXOJAIIEMCS B TOM >Ke
3/laHWH, YTO U LieHTpa/IbHbINA ouc?

9. IlepBuuHast 06pabOTKa /IOKYMEHTOB, IMOCTYIMBIINX B KOMIIAHHUIO 10 TOYTe, CBOAMTCS K
ciepytoiieMy. PabOTHUKY, BBITIOMHSIONIME 3Ty OMEpPalyio, BCKPLIBAIOT U TYT K€ YHHUUTOXKAlOT
KOHBEPThI, TIPOCTAB/ISIOT Ha BCEX [JOKYMEHTax, B TOM 4uC/e, (GUHAHCOBBIX, OyXraiTepCcKux U T.IL.,
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LITaMM O TOCTYIIEHMM [OKYMEHTa B OpraHM3aliMi0 M IepejjaloT UX WHCIEKTOPY IO perucTpalyu.
WHcnekTop nMpocMaTpuBaeT JOKYMEHThI M (PUKCUPYeT B PErMCTPALIMOHHBIX (POpMax, MOMUMO MPOUMX
CBeJIeHU, KOIMYeCTBO JIMCTOB U Ha/lMuMe MIPUI0KEeHUH K J0KyMeHTaM.

Onpepenute, Kakue TpeOOBaHHUSI K TMPOLIECCY TepBUUHOM 00pabOTKU JOKYMEHTOB B JIAHHOM
Cjlyyae HapylLIalTCsl, U Kakye HeraTWBHbIE MOC/eACTBUSL 3TUX HapylLIeHWH [Jii KOMIIaHUM MOTYT
TMPOSIBUTBHCS BITIOC/IE[CTBUH .

10. HOMOH_IHI/IK PYKOBOAUTEJIA, TIPpEABAPUTEILHO IIPOCMOTPEB JOKYMEHTALIUIO, TTIOCTYITMBIIYHO
B OpraHu3aljyiro, BCHO €€ T1epefaeT pPYKOBOAHWTEJIIO. B nariky ¢ JOOKYMEHTAMU BKJ/IdJbIBA€TCA
MMMCHEMEHHBIN KOMMeHTapI/Iﬁ O COCTaBe IIOCTYIIMBIIHUX OOKYMEHTOB, KOPPE€CIIOHAEHTAaX, aJApeCdTaX U
cogepKalliuxcs B KaXKAOM JOKYMEHTE BOIpPOcCax.

B uemM cocTOMT Ha3HaueHHe Orepaljud «IpPeIBapUTEIbHOE PACCMOTPEHHE IOKYMEHTOB»?
[TpaBWILHO /i €r0 OHKUMAIOT B JAHHOM OpraHu3alu?

11. O6masi TexHosoruss pabOTBl C /AOKYMEHTaMM B OPraHU3alid COCTOMT W3 THIIOBBIX
oreparuii:

. TIPUEM JIOKYMEHTOB;

" nepBuYHasi 00paboTKa JOKyMeHTOB;

u

" perucTparys;

. paccMOTpeHre [JOKyMeHTa PYKOBOJAWTe/eM M Orpeje/ieHHe XapakKTepa

pellieHust BOTIpoca (pe30JToLus);
u

. MOCTaHOBKA ZIOKyMeHTa Ha KOHTPOJIb;
. MO/IFOTOBKA MPOEKTa JJOKYMEHTa;

. odopmMieHre U COTIaCOBaHNE;

. yZI0CTOBEpeHHe;

[ ]

. OTIIpaBKa W3 OpraHu3al[uy;

Homno/yiHrTe TiepedyeHb HeIOCTalOLMMU OTepaljusiMy

12. B COOTBeTCTBUM C TOCYJApPCTBEHHbIMU  MEXOTpaclaeBbIMA  [JOKYMEHTaMu B
MH(OPMAaLIMOHHO-TIOUCKOBYIO CUCTeMY T10 JoKymeHTaMm opraHu3zauuu (MIIC) BXofsT: perucrpauus,
WHZeKcalusi, popMUpOBaHUe fiefl.

KakoBo Ha3HaueHHWe Kaxaou cocraBstoniedt UIIC? Uto mo3BosiseT 00beAUHUTh UX B OJHY
cucteMy? Kak OHM MOTYT HCII0/Ib30BaThCs NP MOUCKe JOKYMeHTHOW MH(opMaluu?

13. B peructpaijioHHble (opMbl BXOJSIIMX JOKYMEHTOB OpraHM3allvsi BHecC/la Cjefyrolue
JlaHHBbIe:

JlaTa TIO/y4yeHHWsl, BXOZSIIUNA DPerucTpalMOHHbII HOMep, KOPpEeCHOHJEeHT, HOMep M JaTa
JIOKyMeHTa, KpaTKoe Cojiep)KaHue, Ppe30/IoLusl PYKOBOJAWTeNsl OpraHusaliuM, pYKOBOJAWTE/b
CTPYKTYPHOTO MOApa3eeHus, pe30/IoLYs PYKOBOAUTE/ISl oJpa3eeHus], UCTIOHUTEb.

Onpefenute, COOTBETCTBYKOT JIM 3THU [jaHHble PEKOMEHAYyeMOMY COCTaBy pPEKBH3UTOB
perucTpariioHHo  ¢opmel. Vimeer s ciykba  [1e/ONIPOM3BOACTBA TMPaBO  BK/IIOUaTh B
pervcrpalyoHHble ()OPMbI PEKBU3UTHI TI0 CBOEMY YCMOTPEHUIO?

14. CucteMa perucrpalydu B OpraHM3allid uMMeeT CMelllaHHYHO (opMmy, TIpM KOTOPOM yacTb
JOKYMEHTOB (TIOCTYTIAlOlie Ha WMsI DYKOBOJAWTENs], TIPHKasbl U [Ip.) PETMCTPUPYIOTCS B Ciyxbe
[lelIoNIpOM3BO/CTBA, & OCTa/IbHble — B CTPYKTYPHBIX I10/ipa3/ie/eHusIX.
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B cnyxbe fenoriponsBoAcTBa BceM 0e3 MCK/IIOUEHHs JOKyMEHTaM IPUCBAMBAeTCS HMH/EKC,
COCTOSILIUK M3 TIOPSIZIKOBOIO HOMepa JI0KyMeHTa B COOTBETCTBYIOLLel rpyIre (Harpumep, BXOZSIIUX
JIOKYMEHTOB) U JuTepbl «P», 0O3Havarollen «pyKOBOACTBO», Hamnpumep, P 45. B CTpyKTypHbIX
N0/lpas/ie/ieHrsIX PerucTpaLOHHbIN MHZEKC COCTOMT U3 MHJEKCa CTPYKTYpPHOro TojpaszeseHus (1o
BHYTpPeHHeMY K/1aCCU(UKATOPy CTPYKTYPHBIX TOJpa3/e/ieH|i) U MopsiIKOBOr0 HOMepa, Harpumep, 3-
25vum 4-12 u T.1.

Yem Takoit MnopAA0K HHAEKCUPDOBAHUA HE COOTBETCTBYET YCTaHOBJ/IEHHBIM Tpe6OBaHI/IHM?
Pernienue kakux I/IH(bOpMaL[I/IOHHO-HOI/ICKOBbIX 3a/1d4 YCUIOXKHAKT TaKue I/IH,E[EKCI;I?

15. [lesia B opranu3auyy GOpMUPYIOTCS U XPaHATCS C/IeAyIOmKUM 06pa3om:

CIIeLIMa/IUCThl OTJEeJIOB 3aBOJAT TalKWh, B KOTOPble BKJIAJbIBAIOT [JOKYMEHTbI, KacCaroljuecs
pelilieHUsl OTAebHBIX BOMpocoB. Ha 06s105kkax roMelnaroTcsi paMuIvyd U MHUALIMAIIBI UCTIOJTHUTe N 1
yKa3aHUe Ha KOHKPeTHOe HarlpaBJ/ieHue ero JeaTeJIbHOCTH, HallpuMep:

A.C. TepeHTbeB
N3roToB/ieHHe M YCTAHOBKA CBEeTOBOH peK/IaMbl

B TeueHue rozia B TakoW TiariKe HAKallJIMBAIOTCS pa3/iMuHble [JOKYMEHTBI, C KOTOPbIMHU
MIPUXOAUTCS pabOTaTh CreLUaNMCTy B paMKaX JaHHOUW MpoOsieMbl. B umc/ie JOKyMeHTOB BCTPEUArOTCs
MUCbMa-TIpe//Io)KeHusl, MNUChbMa-OTBeTbl Ha TMpeJJIo)KeHHUsl, NHCbMa-peKaamaliid, [O0roBOpbl U
MIPUIOXKEHUsT K JIOTOBOpAaM, aKThbl, MPOTOKO/MLI U Ap. Ecmm crierpanuict paboTaer He C O/HOM
opraHu3aliyieil, To BHyTPU TallKU OH TIOMelllaeT KapTOHHbIe pa3ZieJIUTe/M C yKa3aHWeM KOHKDeTHbIX
OpraHu3ali-KOHTpareHToB. Korga [10OKyMEHTOB CTaHOBUTCA CJIMILIKOM MHOTO, 3aBOJST BTODPYHO
(TpeTblo M T.[1.) MANKy C TAaKOW >Ke HaJIMChI0 U YKa3aHWEeM, UTO 3TO BTOpOe (TpeThe U T.J.) AeJio:

A.C. TepentneB

W3roToBieHue 1 yCTaHOBKA CBETOBOM peksiaMbl. Ne 2

B KoHLle roja mankyd TOMellalOTcsi B 1ikKad, B OTAeNeHUs, T[e XPaHATCS AOKYMeHTbI
onpe/ie/IeHHbIX CIeLAaTuCTOB.

Takol TIOpSZIOK XpaHEHWs OKYMEHTOB OOBSCHSIOT TeM, UTO WMEHHO TaK CreldaiCTam
yA00HO paboTaTth C [JOKyMeHTaMd B TeueHUe [1e/I0NPOM3BOJCTBEHHOIO Io/la, WUCKaTh AOKYMEHTBI
1ocjie OKOHYaHUsI paboThl C HUMU U 00eCcreurBaTh UX COXPAaHHOCTh, TaK KaK KaXKAbIM CIIEL[UaUCT
3HaeT CBOW BOIPOC U, 3HAUUT, CBOU JJIOKYMEHTHI.

CoriacHbl 1 Bbl ¢ TakuMm 00bsicHeHueM? KTo B TakoM ciiydyae OyZieT HeCTH OTBETCTBEHHOCTh
3a obecrieyeHre COXpaHHOCTU JOKyMeHTOB? OOOCHYHTe CBOM OTBET.

16. B TeueHue roza y opraHusalyu MOSIBUIWCh HOBble HarpaB/ieHUs [eATe/TbHOCTU W HOBbIE
napTHepbl. HoBasi pabota Obiiia mopyueHa AByM otenaM. Kak ciefcTBuUe, TIOSBUWINCH 3HAUUTETbHOE
KOJIMYeCTBO HOBBIX JIOKYMEHTOB, KOTOpble He ObUIM  TpeJyCMOTPeHbl  [eMCTBYIOIIUMHU
HOMEHK/IaTypaMH JieJ1 JAHHBIX OT/e/I0B.

PykoBoiWTe/Ib OpraHU3allid CBOWM TPHKAa30M 00si3a/l BHECTH W3MeHeHHsi B HOMEHK/IaTypy
Jlen. B pe3synbTate 3TO CBeJIOCh K COCTaB/IEHHIO B CepefjHe rofia HOBBIX HOMEHK/IATyp Jesl ABYX
oTJen0B. PyKoBoguTe/b OPraHU3alii UX YTBEepAWII.

[Touemy Takue /eHCTBUSI He MOTYT ObITh NMpPH3HaHBI NMpaBOMepHbIMU? Kakue TpeboBaHUS K
COCTaBJIEHUIO ¥ O)OPMJIEHUIO HOMEHKJIAaTyphI Jies1 ObLIA HapyLlieHbI?

17. Ilocnie omMOG0OYHOTO YHUUTOXKEHUSI psifia BXKHBIX JOKYMEHTOB B KOMITAaHUM ObIZI0 TIPUHSATO
pellleHHe O CO34aHUM 3KcnepTHoW Komuccuu (DK) u pa3paboTke BHYTPEHHMX HOPMAaTHBHBIX
JIOKYMEHTOB, pery/MpyIoLIUX ee JesTelbHOCTb.
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B peiicTBytomie KOPIIOpPATUBHBIE AOKYMEHTBI, PeraMeHTHUPYIOLIHe /esiTe/IbHOCTb CITy>KObI
JIeJIOTIPOM3BO/ICTBA W TIOPSiIOK  paboThl € JOKyMeHTaMM KOMIaHUM Obiii  o0GaBjieHbl
COOTBETCTBYIOIIME Pa3/iesibl, B KOTOPBIX ObIIM OTpe/iesieHbl CTaTyC, COCTaB, TpaBa, 006si3aHHoCTH OK 1
TIOPS/IOK IPOBe/ieHYsI SKCIIepTH3bl LIeHHOCTH JOKYMEHTOB.

B ¢yHkimy SK ObI7I0 BK/IIOUEHO CeAyroIee:

- pOBepKa MpaBUIbHOCTH 0()OPMJIEHUS I0KYMEHTOB;

- y4eT JJOKYMEeHTOB;

- OTpe/ie/ieHus yC/I0BUM XpaHeH!s [JOKYMEHTOB;

- IpOBepKa KauecTBa (hOpMUPOBaHUS Jiell;

- YUeT JieJI C IJIATe/IbHBIMU CPOKaMU XpaHeHUsl;

- oTOOD Zie1 Ha XpaHeHue U YHUUTO)KeHHe;

- OrpefiesieHre CPOKOB XpaHeHUs J0OKYMEHTOB;

- OIpe/iesieHre IOTHOTBI COXPAHHOCTU JJOKYMEHTOB KOMITAHUU.

Kakuie HapyIieHus1 ObUTH AOMYIeHbI 1pu co3fanuu OK ?

Kakwue, Ha Barn B3r/isifi, pyHKLMUA He COOTBETCTBYIOT HasHaueHUIO DK U He BXOZST B MOHSITHE
«3KCMepTH3a LJeHHOCTU JOKYMEHTOB» ?

18. YacTb BXOJAIMX Y UCXOASLMX JOKYMEHTOB OpraHu3al[uu IpeJCTaB/ieHa B 3/1eKTPOHHOU
¢dopme. Ilpu noAroToBKe /e K repejaue B apxUB BCTa/l BOMPOC, B KAKOM BH/Ie UX HY>KHO C/laBaTh: B
BU/Ie JUCKOB WY TiepeBe/IeHHbIX Ha OyMa)KHYI0 OCHOBY TPaJMLIMOHHBIX JOKYMEHTOB.

CTOPOHHHKM TepeBOfia [JOKYMEHTOB B TPaJWLIMOHHYI0 OyMaxkHyO (OpMy MOTHBHUPOBAIN
CBOIO TOUKY 3pEHHsI TeM, UTO He M3BEeCTHO, TI0 Kakoil (opme Z0/KHa OBITH COCTaB/ieHa OMMCh Ha
3/1eKTPOHHBIE JOKYMEHTBI, U KaK OIpe/ie/IuTh CPOK UX XpPaHeHUs.

Kak 6b1 Bbl noctynunu B laHHOM ciiyuae? MOXKHO JIM OTIpe/ie/IUTh CPOKM XpaHeHWsl TaKUX
JOKYMEHTOB ¥ ()OpMY OMHCH, TI0 KOTOPOM OHU MOTYT OBbITh TIepe/jaHbl B apXUB?

IIpumMep BapuaHTa TeCTOB /Jisi KOHTPO/IBHOM PadoThI
Bapwuanr 1

1. [TpaBusia enorpou3Bo/CTBa B (pe/jlepaibHBIX OpraHax HCIOJTHUTE/LHOM B/IaCTH
U MeToauueckue peKOMEeHJAlMH T0 pa3paboTKe WMHCTPYKIMMA TIO0 /Ie/IONPOU3BO/JICTBY B
(benepanbHbIX opraHax VICTIOJTHUTEJIbHOM BJIaCTH ObLTU TIPUHSITHI B
rofy.

Kakue 13 nepeurcieHHbIX BOMPOCOB MeTouueckre peKOMeH/jallid PeKOMEeHAYIOT BKIHOUUTh
B MHCTPYKLIMIO T10 /1e/I0TIPOU3BO/ICTBY:

TIpaBU/la COCTaB/IeHUs U O(OPMJ/IEHUS JOKYMEHTOB
TpaBH/la OpraHU3alyy JOKYMeHTO0000poTa
TIpaBU/la PECUCTPAL[UA U KOHTPOJISI

TIpaBU/Ia XpaHeHUsI JIOKYMEHTOB

ripaBuia 06pabOTKH 3/IEKTPOHHBIX JOKYMEHTOB
TIpaBU/Ia Tiepefiaur GakCUMUIBHBIX COOOITIeHNH
TIpaBU/la XpaHEHUs 37IEKTPOHHBIX JOKYMEHTOB

1. OTMmeTbTe B CTIMCKe TUIIOBbIE Ha3BaHUsI CY>KO [1e/I0TTPOM3BO/ICTBA:

. Orzen fenornpon3Bo/CTBa
J OTnen fOKyMeHT0000poTa
. YripaBneHue feiamMu

o Kanuensapus

. OOuuit otaen
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o Perucrtparypa
o CekpeTapuar
o OTaen KafipoB U [e/I0NPOU3BOCTBA
2. OTmeTbTe B CIIMCKe CTPYKTYpHOe TO/ipasfie/ieHre, KOTopoe pa3pabarbiBaeT
VHCTPYKLMIO 10 [1e/I0NPOU3BOACTBY, U JO/DKHOCTHOE JIML0, KOTOPOEe yTBep)K/AaeT 3TOT JOKYMEHT :
Cnyx6a JOY

FOpuguueckas ciiy>kO6a opraHy3alfuu

Kazgposast cimy>xba opraHu3anyu

Otpen Tpyza U 3apriiaThbl

PykoBOTE/Ib OPraHU3alN

PyKoBOIUTe/b KOJ/IETUA/ILHOTO OpraHa

C Kakol JaTbl HAUMHAET 1eACTBOBATh MIHCTPYKLIMS. ... uueuteneentententeaneeeeaieeteneenneenaennn

4. TIpoHyMepyiiTe TIPaBUJIBHYIO TIOC/I/I0BATEILHOCTD [1€/I0TIPOM3BO/CTBEHHBIX OTeparuii 1o
TO/ITOTOBKE U 00pab0TKe UCXOASIIUX JOKYMEHTOB:

pa3paboTKa MpoeKTa JOKyMeHTa
oopmsieHue ajipecarta

3aro/ioBOK K TEKCTY

OTIIpaBKa

oopmiieHre TIPUIOKeHUsT
TIpOCTaB/ieHre OTMEeTKH 00 UCTIoTHUTe e
BU3bI COTJIACOBAHUS

No/IUCaHue

perucrpanus

5. Pervcrpaiyu mogjexar:

BCe IMOCTyINMBLIKME U OTIIpABJ/IAeMbIEe JOKYMEHTLI
TOJIbKO BHYTPEHHHE NOKYMEHTbLI
TOJIBKO OrepaTUBHBIE U CPOUHLIE JOKYMEHTBI
TOJIBKO AOKYMEHTBI, IIOCTyMHUBIIME HW3 BbIIIECTOAIMUX OpFaHH3aHHﬁ n
OTIIpaB/IA€Mbl€ UM
b JOKYMEHTBI, Tpe6y}oume yueTd, UCIIO/THEHHUA W KCIIO0J/Ib30BAHKA B CIIPaBOYHbBIX

LeIAX

KOHTI_)OJ’[LHBIE BOIIPOCHI U 3da/1dHUA VI aTTeCTAIUH 110 UTOI'aM O0CBOE€HHUA NUCIIUMIIJIMHDbI:

2. OcobeHHOCTH CHUCTEMBI /Ie/IONPOU3BO/CTBA B LieHTpa/lIbHBIX yupexeHusx Poccun XVI-XVI.,
XVIII, XIX BB.. HarpaBneHus ¥ CIOCOOBI palOHA/IW3ALMNA JIeJIOTIPOU3BO/JICTBA B
yupexzaeHusax Poccun XIX - Hau. XX B.

HaripaB/ieHus 1orcKa paijdoHanbHbIX (hOPM OpraHu3alyu fienornpousBozcTea B 1920-e rozbl

4. Pomp Hapkomara paboue-KpecTbSTHCKOW WHCIIEKIIMM B CO3ZIJaHUM CHCTEMbI COBETCKOTO
JIeTIOTTPOM3BO/ICTRA.

5. Haubosee 3HaunMble pa3paboTKM aKLOHepHOTo ob61jecTBa «OprcTpoit», HCTUTYTa TeXHUKU
ynpasienus B 1920-e rogpl.

6. XapakTepucTvka U 3HaueHHe «OOIUX MpaBU/ AOKYMEHTAIMU U JOKyMeHToobopoTa» (1931

r.)
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[Iporpammbl  COBepILIEHCTBOBAHUS  [I€JIONPOM3BO/CTBA, TMPUHATBIE HA MeXOTpac/aeBbIX
coBeranusix 1941, 1960 rr.

HamnpaBieHusi TeopeTHUeCKUX | TIPUK/IAIHBIX MCC/Ie/JOBAaHHUN B 00/1aCTH COBEPIIEHCTBOBAHMUS
JenoripousBoacTBa B 1970-1980-e roppi.

['ocypmapcTBeHHOe perysipoBaHue fenorpoussozacTsa B 1990-e — 2000-e roast

HopMmaTtuBHO-MeToiMUeCKHEe OKYMEHTbl MEXOTpPacaeBOro [JeiCTBUS, KOTOpbIe OMNpeZesistoT
COBPEMEHHYI0 OpraHM3alyio paboThl ¢ JOKyMeHTaMH (HarMeHOBaHWe /JO0KYMeHTa, TO[ ero
pa3paboTKy, KpaTKasi XapaKTepUCTHKA)

Opranmsauust cnyx6e1 IOY. OcHoBHas 1iefb, 3afauu U GYHKLUM CTy>KOBbI, ee JO/DKHOCTHOW 1
YKMCJ/IeHHBINA COCTaB.

TuroBble BU/IBI U CTPYKTYPHI Cyx0 [IOY.

JlokanbHble aKThbl, perJiaMeHTHDYIOIMe OpraHu3alvi0  [IeJIoNpor3Bo/icTBA. Ha3HaueHwue,
cocTaB UH(MOpPMaIH, TIOPSIIOK pa3pabOTKU U YTBEPKAEHUS.

I/IHCTPYKL[I/ISI Mo AeJIOTIpOru3BOACTBY. Ha3Ha‘-IEHI/Ie, CTPYKTYPa T€KCTa, MOPAAOK ITIOATOTOBKH.

[ToHsiTe ~ «/I0OKYMEHTOO0OpOT»,  MPHHIUIIBI ~ €ro  OpraHu3aiui.  XapaKTepUCTUKU
JIOKyMeHT0oo0opoTa

OTtamnbl JoKymMeHTOOOOpoTa. Ornepanyiy, KOTOPble BBITIOMHSIOTCS TPH paboTe € BXOZASAIIMMHU
JIOKyMeHTaMH1

Otamnel oKyMeHTO0O0poTa. Omepanuy, KOTOPbIe BBITIOMHSIOTCS MPU paboTe C MUCXOASAIMMU
JIOKyMeHTaMH1

OTarel JOKyMeHT0000pOTa. Orepaljiii, KOTOPbIe BHIMOIHSIOTCS C BHYTPEHHUMH JOKYMEHTaMH

Peructpanusi JOKYMeHTOB, ee Ha3HaueHHe. [lpaBuna peructpal JIOKyMEHTOB.
XapakTepuCTHKa COBPEMEHHBIX PerMcTpalMOHHbIX (pOpM, cOCTaB MH(POPMAaLIMU U TIOPSIOK UX
3aro/IHeHUsI.

[ToHsITUS «perucTparus JOKyMeHTOB», «MHAEeKCUpOBaHUe JOKYMEHTOB». 3HaueHue U TIpaBu/a
(hopMHpOBaHUS UHJEKCOB

3HaueHUWe KOHTPO/S 3a CpPOKAaMU WCIIOJHEeHHsl [OKYMEHTOB B amrapare yrpaB/eHusl.
TpeboBaHus K OpraHu3alii KOHTPOJISI UCTIONIHEeHUsI IOKyMEHTOB B [1eJIOTNIPOU3BO/CTBe. 3a/jaun
KOHTPOJ/IbHOH /1eSITe/IbHOCTH.

CPOKI/I HCIOJ/JIHEHUA  OOKYMEHTOB. TexHonorus KOHTPOJIA 34 CpPOKdMHM HCIIO/THEHHA
JAOKYMEHTOB.

3akoHo/laTeNlbHasl perjiaMeHTal[usi ¥ MeToJuueckoe obecrieueHWe OpraHu3aldyd XpaHeHUs
ZIoKyMeHTOB B Poccurickori ®efepanum.

OpraHu3anusi TeKYIero XpaHeHUs J[IOKYMEHTOB B [IeJIONIPOW3BOACTBE OpraHU3alud |
obecrieueHre UX COXPaHHOCTH

HomeHnknatypa ey, ee Ha3HaueHHe B /Ie/IONIPOM3BO/ICTBe. Bu/bl HOMEHKIATyp Jes, uX
ocobenHoctn. TpeboBaHWSI K  HOMEHKJIAaType  fieJl, WX 3aKpelyieHWe B HOPMaTUBHO-
MeTO/IMYeCKUX I0KyMeHTaX Me)KOTPac/IeBoro AelCTBUS.

Meto/iMKa COCTaB/leHUs HOMEHK/IaTypbl fen. [lopszok odgopmieHHs, COIJIacOBaHUSI U
yTBEPKJeHNsI HOMEHK/IATyphl JieJl.

[TpaBuna ¢popmMHpOBaHUs B flena JOKYMEHTOB pa3/MuHbIX BUZOB. [IpUHILUMNBI CHCTeMaTH3aluu
JIOKyMEHTOB BHYTpPH JieJl.

ITonsatue “3KCriepTusa LIEHHOCTH J[IOKYMEHTOB”. HopmartusHo-MeTOouueckye 51
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TeopeTUYeCKWe OCHOBBbI TPOBe/leHMs] SKCIepTH3bl. [IpUHLUMNBI M KpUTEpUM SKCIIepPTH3bI
LIEHHOCTH JJOKYMEHTOB.

29. Opranusauus paboTbl 10 TIPOBEAEHHWI0 SKCIIePTU3BI LIEHHOCTHU JIOKYMEHTOB.
JloKkyMeHTHpOBaHue /1eaTe/TlbHOCTH SKCIIePTHOW KOMUCCHY M 0()OpMJIEHHE ee pe3y/IbTaToOB.

30. Ha3nauenue omuvcu fen. Bugapbl onuceil. IlpaBuna cocraBieHusi 1 oopMiIeHHE OMMCH el
CTPYKTYPHOI'O [0/pas/e/ieHUs.

31. Onepayuu 1o noAroToBKe JOKYMEHTOB K Iepejjayue B apXyUB OpraHu3aLjuu.

32. OcHoBHble TpebOoBaHUS K OGOpPM/IEHUIO Ze/l TIPU MX TIOATOTOBKe [/Is Tiepefjaud B apXUB
opraHu3aiuu. YactuyHoe u nosaHoe oopmiieHue.

6. YueOHO-MeToaNYecKoe U HH(GOPMAI[HOHHOE 00ecrievyeHNe U CIUTIHHBI
6.1 CnuCcoK HCTOUYHUKOB M JIMTePaTypbl

[lpu pa3paboTKe CMMCKa WCTOYHUKOB W JIUTEPATyphl ObUIM  yUTe€HbI TpeOOBaHMUS
obpa3oBaTe/ibHbIX CTaH/IaPTOB 110 KHUI000eCcreyeHHOCTH.

UcTouHUKH
OCHOBHble UCMOYHUKU

depnepanbhblii 3ak0oH 0T 22.10.2004 No 125-®3 «O6 apxuBHOM fene B Poccuiickoit
®enepatyn»  //  [OnekTpoHHeld  pecypc]. - M., 2019. - Pexum  pocrymna:
https://base.garant.ru/12137300/.

@enepanbhbiii 3akoH OT 02.05.2006 Ne 59-®@3 «O mopsijke pacCMOTpeHHsi OOpallieHHit
rpaxzaaH Poccuiickoii ®epepaimu»// [IneKTpoHHbIM pecypc]. — M., 2019. — Pexum poctyma:
https://base.garant.ru/12146661/.

[TocranoBnenue IlpaBurtesnsctBa P ot 15.06.2009 Ne 477 «O6 yrBepxieHun IlpaBusn
JIeJIOTIPpOU3BO/ICTBA B (hefiepaibHBIX OpraHax WCTOHUTEIbHOW BracTH»// [D/IeKTpOHHBIM pecypc]. —
M., 2019. — Pexxum goctyna: http://www.consultant.ru/document/cons_doc LAW_88695/.

[Tocranornenue [TpaputenbcTBa PO ot 25.12.2014 Ne 1494 “O6 yTBepsKAeHUU TpaBuI 0bMeHa
JIOKyMeHTaM{ B 93/IeKTDOHHOM BH/Jle TIPU OpraHv3alyyd UH(OPMALMOHHOTO B3auMOZencTBus”//
[DnekTpoHHbIM pecypc]. — M., 2019. — Pexxum goctyma: https://base.garant.ru/70832680/

Meroanueckre peKOMeHZALMM TI0 pa3paboTKe WHCTPYKLMM TIO [1e/IONPOM3BOACTBY B
(benepanbHBIX OpraHax UCIOJHUTETLHON BIAaCTH, yTBep)K/JeHHbIe MpruKa3oM PocapxuBa oT 23 nekabpsi
2009 Ne 76 // [OnektpoHHeli  pecypc]. — M., 2019. - Pexum pgocryna:
http://www.consultant.ru/document/cons doc LAW 96081/

[TpyrMepHasi MHCTPYKLMSI MO [1eJ0NPOU3BOACTBY B TOCYAAapPCTBEHHBIX OpraHMU3allvsiX, YTB.
[Tpuka3om PocapxuBa ot 11.04.2018 Ne 44) // [DnekTpoHHbIl pecypc]. — M., 2019. Pexxum goctyna:
http://www.consultant.ru/document/cons doc LAW 305137/.

[Mprika3 Munky/bTYpbl Poccuu oT 31.03.2015 Ne 526 «O06 yTBep>x/jeHUU MPaBU/ OpraHU3aluu
XpaHeHHsl, KOMIIJIEKTOBaHMS, yueTa U MCII0/Ib30BaHUsl [JOKyMeHTOB ApxuBHOro ¢oHza Poccuiickoi
defepaliuM U APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rocyZapCTBeHHOM B/IaCTH, OpraHax MeCTHOT'O
camoyTipaB/ieHus1 U opraHu3alusx» // [3nekTpoHHbIN pecypc]. — M., 2019. — Pexxum goctyna: https://
www.garant.ru/products/ipo/prime/doc/71083090/.

'OCT P UCO 15489-1-2007 Cwucrema cTaHgapToB 10 HWH(OpMAIuH, OUOIMOTEUHOMY WU
n3JaTenbCKOMYy Jiesly. YTipaBieHue AoKymeHTamu. OOique TpeGoBaHusi. // [DneKTpOHHBINA pecypc]. —
M., 2019. Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO W apxXuBHOe [e0. TepMUHBI U OMpe/eseHus .-
[D71eKTPOHHBIN pecypcl. - M., 2019. Pexxum Jocryna:
http://www.consultant.ru/document/cons doc LAW 163800/.



http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_96081/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/12146661/
https://base.garant.ru/12137300/
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,ﬂOHOﬂHumeﬂbele UCMOYHUKU

ITpodeccronanbHell cTaHAApT «CreuanyicT Mo OpraHUu3aljMOHHOMY U JOKYMEHTAallMOHHOMY
obecrieueHUI0 yTIpaB/IeHUs] OpraHW3alveli», YTBEP)KIEHHBbIM TpuKa3oM MuHTpyzsa Poccuu oT
06.05.2015 Ne 276H // [Onektponnbii pecypc]. — M., 2019. - Pexum pgocrymna:
https://base.garant.ru/71064518/.

ITpodeccronanbHbIl cTaHapT «CrielyanucT Mo yrpaB/eHuIo JOKyMeHTalell opraHu3artuny,
yTBeP)K/IeHHbIM MPUKa30M MUHUCTEPCTBA TPyZa U COLMAIbHOM 3aluThl Poccuiickon ®enepauyu OT
10.05.2017 Ne 416 // [DnektpoHHBIM pecypc]. — M., 2019. — Pexum pgocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHb TUIOBBIX YIIpPaBJeHUECKUX apXUBHBIX [JOKYMEHTOB, 00pa3yroIIMXCs B TpoLjecce
JlesITe/IbHOCTU T'OCY/JapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIIpaB/eHWsi U OpraHu3alui, C
yKa3aHheM CPOKOB XpaHeHMs, YTBep)K/JeHHbIN MpruKa3oM MuHucTtepcTBa Ky/abTypel P® ot 25.08.2010
Ne 558 (B pelictB. pen.) // [OnektpoHHbIM pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

JIuTeparypa

OcHosHas:

beikoBa T.A. [lokymeHTalMoHHOe obecriedeHre  yIipaB/ieHUsT  (ZIe/IOTIPOM3BO/CTBO)
[SnekTponHsIN pecypc]; yuebHoe mocobue/ T.A. BoikoBa, T.B. Ky3HeroBa. -2-e u3f. nepepab. u 01
— Mocksa: Nndpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Bobbiiera M.II. HekoTopble 0COOEHHOCTH COBDEMEHHOTO JOKYMeHTooOopoTta // BecTHUMK
PITY. 2015. Ne2. [OnektpoHHeli pecypc]. - M., 2019. - Pexum jocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

BeikoBa T.A. O HekOTOpbIX mpobsemax cdephl ympaB/ieHUs AOKYMeHTaMW B PoccuiicKoi
Depepainu // BectHuk PITY. 2014. Ne2. [SnekTpoHHBIM pecypc]. — M., 2019. — Pexxum focTyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

HonoaHumenbHas aumepamypa

Abynagze [O. T. [okyMmeHTaluoHHOe obecriedeHue yrpaBrieHusi. JloKymMeHTOOO0OpOT U
nenonpoussogctso. — M.: FOpaiit, 2020. — 300 c.

HoponuHa JI. A. JJokymeHTalioHHOe obecrieueHue yrpaBiaeHus. — M.: FOpaiir, 2020. — 234 c.
[TonoB A.B. [lokymeHTarioHHOe obecrieueHre W JOKYMEHTHDOBAHHE [esTeJbHOCTH TIOMCKOBBIX
otpsifioB // BectHuk PITY. Cepusi «/lokyMeHTOBeJeHre U apxuBoBeZeHue. MIHpopMaTuka. 3amura
vHbopMalmy ¥ nHbopMarioHHass 6e3omacHoCTh». — 2017. — Ne 4. — C. 53-65

CrpaxoB O. A., AnekceeBa T. B. [lokymeHTaljoHHOe obecrieyeHre yripaBjieHHs. YueOHUK. — M.:
Punon, 2020. — 132 c.

[IIysanoBa H. H. [lTokyMeHTarjuoHHOe obecrieueHue yripaBieHusi. — M.: FOpatit, 2020. — 266 c.

6.2 IlepeueHnb pecypcoB HH(}OPMAIMOHHO-TeIeKOMMYHUKALIMOHHOM ceTH «VIHTepHeT».
ELibrary.ru HayuHas ssiekTpoHHast 6ubmoTteka www.elibrary.ru

HarmoHanmeHast 3nekTpoHHas 6ubsmoreka (HOB) www.rusneb.ru
[TpaBoBbIe 6a3bl JaHHBIX: Www.consultant.ru, www.garant.ru.

6.3 IIpodeccuonanbHbie 6a3bl JaHHBIX U HHGOPMALIMOHHO-CIIPABOYHbIE CHCTeMbI


http://www.garant.ru/
http://www.consultant.ru/
http://www.elibrary.ru/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
http://znanium.com/go.php?id=942800/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/71064518/
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Hoctyn k npodeccronanbHeiM 6a3am ganHbIX: https://liber.rsuh.ru/ru/bases

VH(popMaLMoHHbIe CTIpaBOUHble CUCTEMBI:
1. KoncysnbranT I[Tnroc
2. T'apaHT

Ne | HaumeHoBaHUe

1 MesxayHaposHble peepaTBHbBIe HayKoMeTpuueckue B/I, mocTymnHble B pamMKax
HalMOHA/IbHOM TOoAIHCKHU B 2022 T.
Web of Science
Scopus
2 [TpodeccroHanbHbIe 10HOTEKCTOBbIe B/I, AOCTyHbIE B PaMKax Hal|MOHA/IbHOU
noanucku B 2022 r.
KypnaneiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
JKypnansl Taylor and Francis
3 [TpodeccroHambHBIE TTOTHOTEKCTOBLIE B /1
JSTOR
N3panus o obiijecTBeHHBIM ¥ TyMaHUTApHBIM HayKam
OnekTpoHHas 6ubmoTeka Grebennikon.ru
4 KomribioTepHbie CripaBOYHbIE MIPAaBOBbIE CUCTEMbI
Koucysstant I1mtoc,
I'apanT

7. MaTepua/ibHO-TeXHUYECKOe ofecrieyeHHue JUCIUILTHHBI

B pa3gerne yka3aHel Heobxoaumoe [ijist 00yueHuUsl THULeH3MOHHOe TIPOrpaMMHOe o0ecrieueHre
(U3 peKoMeH/IOBaHHOTO CIHCKa), 000py/j0BaHKe, AEMOHCTPALMOHHbIE MPUOOPHI, MY/JIbTUMeUIHbIE
cpencTBa, yueOHble (QUIbMBI, TpeHa)kepbl, TpeOOBaHUS K ayJUTOPUSM — KOMIIbIOTE€DHbIE KJIacChl,
aKajieMHUJeCKye Wi CrieliajbHO 000py/I0BaHHbIe ayTUTOPUM U 1TabopaToOpyuy, HaTMUKe JOCKH U T.[.

Ons  obecrieyeHusi  AWCLMIUVIMHBI  UCTIOJIb3yeTCsl  MaTepuasbHO-TexHUuYeckass  0asa
00pa3oBaTe/bHOTO YUpeXKZeHus: yueOHble ayZIUTOPUH, OCHAIEHHbIE KOMITBIOTEPOM M TPOEKTOPOM
[Tl IeMOHCTPALIMK yueOHbIX MaTeprasioB.

1715 IpoBeIeHuUsT ayIMTOPHBIX 3aHSATHN HeOOXOZAMM CTaHJAPTHBINA HAOOp CIiel[uaTu3upOBaHHON
yueOHOM Mebenmu W yuebHOTO 060pyZOBaHHMS, B TOM UMC/ie ayJWTOpPHasi Jocka (C MarHUTHOM
MOBEPXHOCTBIO0 U HAOOPOM TIPHUCTIOCOOIeHUH [I71s1 KPETUIeHHS IeMOHCTPAIJMOHHBIX MaTepHasioB), IKpaH
(Ha wTatMBe WM HaBecHOM). [l TpoBeJeHUsS] MpaKTUUYECKUX 3aHATUM, a TakKe OpraHu3aluu
CaMOCTOSITe/IbHOM paboThl CTY/IEHTOB HEOOXOJUM KOMITbIOTEPHBIA K/IacC C pabourMy MecTamH,
obecrieunBarOLL{MMU BbIX0[, B VIHTepHeT. Kpome Toro, A1 HGOPMAaLIMOHHO-PECYPCHOTO 0becrieueHust
MPAKTUYeCKUX 3aHITHUH HeOOXOJUM JIOCTYTI K CKaHepy, KOMMPOBaIbHOMY amrapary M IMpUHTepY.

Peanu3aiusi yueOHOM MporpaMMbl JJO/DKHA 00ecrieunBaThCsi AOCTYTIOM KaXKOro CTyJeHTa K
MHGOPMALIMOHHBIM pecypcaM — YHUBEPCUTETCKOMY OuOmMoTeuyHOMY (DOHAY W CETeBLIM pecypcam
WntepHer. [nsi ucnonb3oBanusi MKT B yuebHOM mipoliecce Heo0XOAMMO HajMuKe MPOrPaMMHOTO
obecrieueHusi, TIO3BOJISIFOIIETO  OCYIIECTBISATh  MOWCK WHpOpPMalMu B ceT  VHTepHeT,
CUCTeMAaTH3allvl0, aHaliu3 U Tpe3eHTalyi0 KH(OpMalMy, 3KCIOpPT WH(pOpMalMu Ha Lu(poBble
HOCHTe/IN.

[ns  obecrieueHusi yueGHOro TIpoliecca WCMob3yeTcsi suileH3noHHOoe [1O0  Microsoft
(onepaumonHas cucreMa Windows XP Professional Bepcusi 2002 Service Pack 3, Word, PowerPoint).

CocTaB porpaMMHOT0 00ecIieueHus:
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1. Windows
2.  Microsoft Office

8. ObecrieueHre 00pa3oBaTE/ILHOTO MPOIECCa /AJIA JIMI] ¢ OTPAHUYEHHBIMH BO3MOXHOCTSMH
3/[0POBbS U MHBA/IH/IOB

B xope peanuszalyy AMCLUIUVIMHBI HWCHO/B3YIOTCS CJleyIOLIMe [OMOHUTEe/bHbIE MeTO/bl
o0OyueHuUsl, TeKyIllero KOHTPOJISI YCTeBaeMOCTH M TPOMEXYTOUYHOM aTrTecTaluM 0Oyuarommxcs B
3aBUCHMOCTH OT UX UHAWBHAYATBHBIX 0COOEHHOCTEeN:

® /i CHenbiX W C1abOBUASAIIUX: JIEKIUM OGOPMIISIOTCS B BUJE 3JIEKTPOHHOTO JIOKYMEHTa,
JOCTYIIHOTO C TIOMOIBIO KOMIIbIOTEPA CO CIeLHaJM3MPOBaHHLIM TPOTrPaMMHBIM 00ecrieueHreMm;
MUMCbMeHHbIe 3a/laHusi BBLITIOHSIOTCS Ha KOMITbIOTEpe CO CrieldaJi3UpPOBaHHbIM TPOrPaMMHbBIM
obecrieueHreM WIM MOTYT OBITH 3aMeHeHbl YCTHBIM OTBETOM; O0ecrieurBaeTCs WHAWBHAYATbHOE
paBHOMepHOe ocBelljeHHe He MeHee 300 /IOKC; [/ BBITIOJTHEHWs 3aJaHUs TIPU HEOOXOZMMOCTH
TIPe/IOCTaBIISIeTCS  YBEJMUMBAOLee YCTPOMCTBO; BO3MOXKHO TaKKe MWCIIOIb30BaHWe COOCTBEHHBIX
YBeJIMUMBAIOIINX YCTPONCTB; MMCbMeHHbIe 3a/laHusi 0OPMIISIFOTCST yBeJTMUeHHbIM HIPUGTOM; SK3aMeH
1 3a46T MPOBOJSATCS B YCTHOM (hOpMe WM BBIMOJIHAOTCS B MMCbMEHHOU (popMe Ha KOMIbIOTepe.

® /I TIYXUX W CJ1IabOC/IBILIAILUX: JIEKIUH O(QOPM/ISIFOTCS B BHUZE 37IeKTPOHHOIO JIOKYMEHTa,
mibo  TIpefioCTaBisieTCsl  3BYKOYCH/IMBAMOIasi — ammapaTypa  WHAWBUAYAIBHOTO  TI0/b30BaHUS;
MUCbMeHHbIe 3a/IaHUsI BBITIOJHSOTCS Ha KOMITbIOTEpe B IMHMCbMEeHHOW ¢(opMme; 5K3amMeH U 3auéT
MIPOBO/IATCS B MMCbMEHHOW (hopMe Ha KOMIIbIOTepe; BO3MOKHO NIPOBe/ieHue B (popMe TeCTUPOBaHUSI.

® /I UL} C HapyLIeHUssMUA OTIOPHO-JBUraTe/IbHOTO armapaTa: JeKIUU OhOpMIISIOTCS B BUje
3/IeKTPOHHOTO [JOKYMEHTa, [JOCTYITHOTO C TIOMOILbI0 KOMIIbIOTEpa CO Crelaau3upOBaHHBIM
MpOrpaMMHBIM ~ obecrieueHHeM; TIHMCbMeHHble 3a/laHusi  BBITIOJHSIOTCS Ha KOMIIbIOTEpe  CO
CreLaIM3uPOBaHHbBIM TIPOrPaMMHBIM 0becriedeHreM; 9K3aMeH M 3aUéT MPOBOASATCS B YCTHOU (opme
WY BBITIOJIHSIFOTCS B MMCbMEHHOU (hopMe Ha KOMIIbIOTepe.

I[Tpu HeOOGXOAMMOCTH TIpe/[yCMaTPUBAETCs YBeTMUeHe BDeMeHH JI/Isl TOATOTOBKH OTBETa.

[Mporieaypa mpoBefieHMsI TIPOMeXYTOYHOM aTTecTalyy AJisi 00yJaroluxcsi YCTaHaB/IUBAETCsl C
YUéTOM WX WH/IMBU/YabHBIX MCUXO(PHU3NUeCKX 0cobeHHOCTel. [IpoMe)KyTouHast aTTecTarisi MOXKeT
TIPOBOJUTBLCS B HECKOJTBKO 3TarioB.

[lpu mnpoBeseHWM TIpOLleAyphl OLEHWBAHWS pe3y/bTaToB OOyUeHHs TMpeAyCMaTpHUBaeTCs
WCTIOb30BaHUe TeXHUYeCKUX CPe/ICTB, HeOOXOUMbIX B CBSI3W C UHJUBUAYA/TbHBIMU 0CODOEHHOCTSIMU
oOyuaromuxcsi. OTH Cpe/CTBa MOTYT OBbITh TIPeJOCTaBIe€Hbl yHHUBEPCHUTETOM, WA MOTYT
HCTIO/b30BaThCsl COOCTBEHHbIE TEXHUUECKHe CPe/ICTBa.

[TpoBezenue mpoleypbl OLIEHUBAaHUS Pe3y/IbTaToOB O0yUeHHs [JOIyCKaeTCsl C MCIOIb30BaHHEM
JUCTAHL[MOHHBIX 00pa30BaTe/IbHbIX TeXHOJIOTHIA.

Ob6ecnieunBaeTcss AOCTYNn K WH(POPMALIMOHHBIM W OuOIMOrpaduueckuM pecypcam B CeTH
WnTepHeT A/is1 KaXkAoro obyuaroirierocsi B opmax, aJlaliTUPOBaHHBIX K OTPAHUYEHUSIM UX 3/10POBbS U
BOCIIPUSATHSL UH(POPMaLMK:

® /i CenbIX W CJIaOOBUASALMX: B TeyaTHoW (opmMe yBequueHHbIM MIpUPTOM, B Qopme
3/IeKTPOHHOIO I0KYMeHTa, B (hopMme ayarodaiina.

® /171 TJIyXUX U C/1abO0C/bIIAIMX: B TleuaTHOU opme, B popme 3/1eKTPOHHOTO JOKYMEHTa.

® 1711 00y4JarOIMXCsl C HapYIIeHUsIMA OTIOPHO-/IBUTaTeIbHOTO ariapara: B reuaTtHoW ¢opme, B
(hopme 3/IeKTPOHHOTO AOKYMeHTa, B popMe ayauodaiina.

YuebOHble ayJUTOPUM [/ BCEX BHAOB KOHTAaKTHOM W CaMOCTOSITe/NbHOW paboThl, Hay4Has
OubsmoTeka W WHbIE TIOMelleHUsi AJisi 0OydeHUs OCHallleHbl CrieljMaabHbIM 000py/0BaHUEM WU
yueOHBIMM MECTaMU C TEXHUUECKHMH CpeJICTBaMH 00yUeHusI:

® [17Is C/IeTbIX U C/Iab0BUJSAIIMX: YCTPOMCTBOM [ijisi CKAHUPOBaHUs U UTeHHusi ¢ Kamepoii SARA
CE; pucnneem Bpaiina PAC Mate 20; npunTtepoMm bpaiins EmBraille ViewPlus;

® /I T/IyXUX W C/aboC/bIIalMX: aBTOMAaTU3UPOBaHHbIM pabourM MecToM [yjis Jrofied C
HapyIIeHHueM CJTyXa 1 C/1aboC/bIIaNiX; aKyCTUIeCKUI YCUTUTETb Y KOJIOHKY;
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® 1711 oOyvaroIuXcsi C HapyIIeHWsMHU OIIOPHO-/BUTaTe/IbHOTO armapara: IepeBKHBIMHY,
peryivpyeMbIMM 3proHOMUYeCcKMMU mnapTtamu CH-1; KOMIIBIOTePHOM TeXHUKOW CO ClielyanbHbIM
MPOTrPaMMHBIM 00ecrieueHreM.

9. MeToanueckue MaTepuasbl

9.1 IInanbl 1a00paTOPHBIX 3aHATHI

MeTO,E(IrI‘-IECKHe YKad3dHHUA 110 OPraHU34{My U ITPOBEJCHUI0

BbIOOp TeM MpakTHUeCKHUX 3aHATHH 00yC/IOB/IeH OOIIMM Cofiep)KaHWeM Kypca U HalleJieH Ha
yriy0/ieHHOe U3yUYeHHe ero OT/e/IbHBIX pa3ziesioB.

[InaH TIpaKTMYeCKWX 3aHSATHUM  BK/AOYaeT JBa pasfena: "OpraHuzalusi U TeXHOJOTHS
[le7IoNIpOM3BO/ICTBA B YUPeX/JEeHHUsIX J0peBO/OLMOHHONM Poccun” u "OpraHuzaiusi W TeXHOJIOTUs
COBPEMEHHOr0 [1e/I0NPOU3BO/CTBA".

Llenb mMpakTUYeCKWX 3aHATHM - 3aKperyieHue CTy/eHTaMu TeOpeTHMUeCKUX 3HaHWU
JIEeKI[MOHHOTO Kypca U ¢opMUPOBaHHe TIPAKTUUECKUX HAaBBHIKOB OpPraHW3alliid COBPEMEHHOMW CITy>KOBbI
JIeJIOTIPOU3BO/ICTBA, TIPUEMOB M METOZIOB TEXHOJIOTMU PabOThI C JOKYMeHTaMH B YIIpaB/IeHUECKOM
aririapare.

B pe3ynbTaTe BBITIO/THEHUS 1TaOOPAaTOPHBIX 3aHSATHU CTYJEHThI JO/DKHBI

3HaTh:

o XapaKTepHble OCOOEHHOCTH OpraHu3al[uv paboThl C JOKYMEHTaMH B YUPEXKIEHUIX
Poccun B pa3nvuHble UCTOpUUYECKHE MEePUO/bl, B3aMMOCBS3b 3THX TIPOLIECCOB C rOCYZapCTBEHHbIM
arrapaToM yIipaB/ieHUs;

. coBpeMeHHble TpeOOBaHHSI K [OKYMEHTAI[MOHHOMY oO0ecrieueHuI0 yIIpaB/ieHUsI B
yupexx/ieHusiX 1 opranusanusix Poccuiickoit ®efepariy;

o TIPUHLIUATIBI OPTaHK3aluY JOKYMEHTAl[MOHHOTO obecrieueHus yrpaBaeH s;

yMeTb:

. OpraHU30BbIBaTh C/TYKObI JOKyMeHTal[MOHHOTO 0becrieueHust yIipaB/ieHus;

o pa3pabaThiBaTh JIOKa/JbHbIe HOPMAaTWBHBIE AaKThl W HOPMAaTHBHO-METOAUYECKHE
JIOKYMEHTBI (TIOJIOKEHUSI, MHCTPYKIIMA W T.JA.) 0 BEAE€HUIO JAOKYMEHTAI[MOHHOTO obecrieueHus
yTIpaB/IeHUs

o BBITIO/THATh K/TIOUEBbIe TEXHOIOTHYECKHE OMepaliy B paboTe C JOKyMeHTaMM;

BJIA/IETh:

o MpaBU/IaMU OpPTraHU3al[UM BCEX 3TAroB paboThI C JOKYMEHTaMU;

o MeTOZaM{ TIPOBe/IeHWs] aHa/M3a OpraHM3aliu JIOKYMEHTALIMOHHOTO 00ecrieueHust
yTIpaB/ieHus;

o MeTOZAMH OTITUMM3ALUN JOKYMEHTAI[MOHHBIX TIPOIIeCCOB.

HO,E[I‘OTOBKa K MMPAKTUYECKKUM 3dHATHUAM OCHOBdHA Ha CaMOCTOSITe/TIbHOM pa60Te CTYAEHTOB 110
N3yUYEeHUIO JIEKLIMOHHOI'O KypCd, NCTOYHMWKOB U JIMTE€PaTypPbl, pPEKOMEHJOBAHHLIX K KAXKAOMY 3dHATHUIO.

PA3JE] 1. OPTAHM3AIIMS JIEJIOIIPOM3BOJICTBA B YUPEXIEHHSX
JOPEBOJIIOIIIOHHO¥M POCCHM

1.1. [denonpowu3BOACTBO B yupexzaeHusx Pycckoro rocygapcrsa XVI-XVII BB.
1.2.  [denonpowusBofCTBO B yupexxeHusax Poccuu XVIII B.
1.3. [Henonpou3sBofCTBO B yupexxeHusx XIX - Hau. XX B.

PA3AEJI 2. OPTAHM3ALIUA COBPEMEHHOI'O JE/TIOITIPON3BOJCTBA

2.1. OpraHuzauysi c1y>K0bl Je/0rpor3BO/ICTBA
2.2. OpraHu3anys JoKyMeHT0000opoTa
2.3. Perucrpauus JOKYMEHTOB.
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2.4. HomeHnknarypa gen
2.5. IloaroroBka JOKyMEHTOB K IIOC/IeAyIOLeMy XPaHEeHUIO U HUCII0/Ib30BaHUIO
2.6. CocraBieHre UHCTPYKLIUU I10 Zie/I0NIPOU3BOACTBY

PA3AEJI 1. OPTAHM3ALINA JAEJIOITIPOMU3BOJCTBA B YUYPEXJAEHUSA
JTOPEBOJTFOITMOHHOM POCCHH

Tema 1.1. /leronpousBoACTBO B yupexaeHusax Pycckoro rocygapcrsa XVI-XVII BB.
(4 yaca)

3AJAHNA

1. U3yunts Cyne6ruk 1550 r. u CobopHoe ynokeHne 1649 r. ITo 3TM akTam BBISIBUTS:

* CTPYKTYPY OpPraHOB I'OCyZapCTBeHHOI0 YIIpaB/eHus;

* COCTaB U [IOJDKHOCTHBIE 00513aHHOCTH " CITY>KUTIBIX JTHO/Iel .

* HaTpaBJ/IeHHs1 peryiaMeHTal[u paboThl C IOKyMeHTaMHU.

2. VI3yunTs cxeMy OpraHusaljy UCIIOJIHeHUs JOKYMEHTOB B [IPUKA3HOM [e/I0NPpOU3BO/CTBe.

3. [IpoaHanu3upoBaTh NePBUYHBIN KOMILIEKC JJOKYMEHTOB (Ha rpuMepe fiefia o ueobuTHOM
flkoBa [lletunoBa B [ToMecTHOM MpHKase) U YSICHUTH MOPSAJ0K (hOPMUPOBaHUS Jiea.

YKA3AHWSA T10 BBITIOJTHEHWIO 3ATAHUIA

1. Uzyuute Cyae6nuk 1550 r., CobopHoe yioxkeHue 1649 r. v ysicHUTe C/iefiyiolee:

* COCTaB /1L "BepLIMBIINX CY/'" U JOKYMEHTHPOBABIIUX /esSTe/IbHOCTb CY/a;

* TIOPSIZIOK TI0JJauy, paCCMOTPEeHUsI ¥ UCTIOJIHEeHUsT Ye/I0OMTHBIX;

* TIOPSI/IOK BeZleHUsI peruCTPaLliMOHHBIX GhopM A/ ""CyAHbIX fen”;

* OTBeTCTBEHHOCTb 3a TOAJe/IKY [JOKYMEHTOB W HeJ0OpOCOBeCTHOe OTHOIIeHHe K
JIOJDKHOCTHBIM 00SI3aHHOCTSIM.

2. PaccMoTpuTe cxeMy MpOXOXKZEHWS W MCIOJHEHUs JOKyMEHTOB B TpHKasax U cjesaurte
BBIBOJI O COCTaBe TEeXHOJIOTMUECKUX OIlepalnyd C [OKYMeHTaMy, I[PUMEHSBIIMXCS B TNPUKAa3HOU
cucTeMe [1eJI0IpOU3BO/CTBA.

3. Os3nHakombTech ¢ fenom IlomecTHoro mpukasa mo uenobutHoit flkoBa IlletmnoBa u
COIOCTaBbTe I10C/e/0BaTeIbHOCTL PACCMOTPEHMsT U pelleHusl BOIpoca W I10C/Ie[0BaTe/IbHOCTb
pacrionoXxeHusi JOKYMeHTOB B fesne. Omnpegenvre KpaliHMe [JaTel Jela U 0CODeHHOCTH
JIOKYMEeHTHPOBaHUSI.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncrure 0COOEHHOCTH CHCTEMBI [I€JIONIPOM3BOACTBA B LIEHTPA/IBHBIX YUPEKAEHHUSIX
Poccun XVI-XVII BB.

2. Ha3oBuTe 3aKOHOJATe/NLHO perIaMeHTHPOBAaHHBbIE O0053aHHOCTH "CIY)KWMBIX JHOfei" B
paborTe C JOKyMeHTaMHu.

3. Kakwe omepauu B pabore C [JOKyMeHTaMH C(OPMHPOBAINCH B TPUKAa3HOM
[leJI0NIpOU3BO/CTBe?

4. [laliTe XapakTepUCTUKy CTONOIOBOM (OPMBI  [IeJIONIPOU3BOACTBA KAaK  TEXHHUKH
JIOKyMeHTHPOBaHUs U (hOPMUPOBAHUS Jefl.

5. Korza 6pi71a BBeZieHa U Kor/ia Oblla oTMeHeHa CTosi01joBast hopMa [1e/I0TpOoru3BOCTBA?

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. [lokymeHTal[uoHHOe oOecrieueHue  yripaBjieHUs  (/1e/IOTPOM3BO/ICTBO)
[DnekTpoHHBIM pecypc]; yuebHoe ocobue/ T.A. Brikoa, T.B. Ky3HetioBa. -2-e u3j. nepepab. u Ao
— Mocksa: MHdpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Tema 1.2. lenonpousBoacTBo B yupexaeHusx Poccun XVIII B. (4 yaca)


http://znanium.com/go.php?id=942800/
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3AJAHNA

1. N3yunte ['eHepanbHbiii pernameHT 1720 T. ¥ BBIIBUTD OCHOBHBIE TpeOOBaHUS K
OpraHu3alii [1e/IoNPOU3BOJCTBA B KOJUIETUAX U JIO/DKHOCTHbIe OOSI3aHHOCTH KaHL[eJISIPCKUX
CITy>KaluX.

2. W3yuuThb Cxemy UCIIOHEHUS JJOKYMEHTOB B KOJIETHSIX.

3. N3yunte "YupexpeHuwe [y yrpaBnieHusi rybepHuit” 1775 T., BBISIBUTb OCHOBHBIE
TpebOBaHUSI K OpraHu3aldu JeoNpPOM3BO/ICTBA B MECTHBIX YUDEXAEHUSIX U [JOJDKHOCTHBIE
00s13aHHOCTH KaHLIeJISIPCKUX CITY KAIUX.

4. N3yunThb Cxemy HUCIIO/THEHUS JOKYMEHTOB B MECTHBIX yUpeKJeHUsIX.

5. TlpoaHanu3upoBarts feno, CGoOpMHUPOBaHHOE B MECTHBIX YUPEKEeHHUsX.

YKA3AHWA T10 BBITIOJTHEHWIO 3ATAHUIA

1. W3yuuB "T'eHepasnbHbIi persiameHT 1720 r., ysicCHUTe CiefyoLiee:

1.1.  CcTpyKTypy KOJjIeruu;

1.2. [O/DKHOCTHOM COCTaB KaHLIeMSIPCKUX CIy KalllKX;

1.3.  00s13aHHOCTH KaHIIeISIPCKUX CYXKaIlWX;

1.4. NOpsOK MOJyYeHUs JOKYMEHTOB B KOJIJIETUsIX;

1.5. nopspoK paccMOTpeHus JOKYMEHTOB B KOJUIeTUsX;

1.6.  opraHusaLysl ¥ TeXHOJIOTUs PeruCTpaLiuy JOKYMEHTOB;

1.7. mocTpoeHMe CIIpaBOYHO-MH(OPMALIMOHHOTO arrapara;

1.8.  CpOKM UCTIO/IHEHUS JOKYMEHTOB;

1.9.  opraHusauyro XpaHeHus JOKYMEHTOB B KOJUIeTUsX.

2. N3yuute  cxemy WCIIO/IHEHUS] [JOKYMEHTOB B KOJUIETMSIX W BbIABUTE COCTaB
JlelI0NIpOX3BO/CTBEHHBIX OIepaLyy.

3. N3yune "OObiiee rybepHCKOoe yupexaenue " 1775 r., onpezenure:

3.1. CTPYKTypy KaHLe/JspUM, [O/DKHOCTHOM COCTaB KAaHLEISIPCKUX —CIyXKaluX, UX
00s13aHHOCTH B paboTe C JOKyMeHTaMH;

3.2.  TexXHOMOTuro paboTHI C JOKYMEeHTaMHu:

3.2.1. mopsioK MepBUUHONM 00pabOTKM TOCTYIUBILKX JOKYMEHTOB,;

3.2.2. TexXHOJOrusl perucTpali [JOKYMEHTOB: IIPUMeHsieMble PerMCTpPaLMOHHbIe (POPMBI, UX
Ha3HaueHWe W CoCTaB MH(pOpMaLy;

3.2.3. TIOpsAOK paCCMOTPEHHUs [JOKYMEHTOB;

3.2.4. TNOpSAIOK UCTIO/THEHUS TOKYMEHTOB;

3.2.5. TexXHOJIOTHI0 KOHTPOJIA 3a UCIIOJIHEHUEM 0KYMEHTOB;

3.2.6. TIOpSAZIOK OTIIPaBKU [JOKYMEHTOB;

3.2.7. opraHu3alyio XpaHeHUs JOKYMEHTOB B MECTHBIX YUPeXX/eHUsX.

4. N3yunte cxeMy UCIO/JIHEHUS [JOKYMEHTOB B MeCTHBIX YUPEX/EeHUAX U BbIIBUTE COCTaB
JlelI0NIpOX3BO/CTBEHHBIX OIepaLyy.
5. PaccmoTpute fena MecTHbIX yupexzaeHuit XVIII B., obpartuTe BHMMaHWe Ha

OCl)OpMJ'IEHI/Ie 00JI0KKHA Aesia, COCTaB AJOKYMEHTOB [eJjid, IMOC/JI€40BaTE/JIbHOCTh MX DPACIIOJIO)KEHN,
MOopAA0K U CPOKH PACCMOTPEHHA JOKYMEHTOB, YACHUTE MMPUHLUIIBLI q)OpMI/IpOBaHI/ISI Aesl.

KOHTPOJIBHBIE BOITPOCBI

1. CpaBHHUTe cHCTeMy TPHKA3HOTO U KOJUIEXKCKOTO [1eJIONIPOU3BOACTBA, 00BsICHUTE Hanbomee
XapakTepHble OT/INYMS.

2. Ilepeunciiite HOBBIE [1€/IOTIPOU3BO/ICTBEHHBIE ONepaliiy, BO3HUKIINE B  YUPeK[EHUIX
XVIII B.

3. Ilepeunicivte 00513aHHOCTH /I€IOTIPOM3BO/ICTBEHHOM CJTY>KOBI TI0 TIOATOTOBKE IOKYMEHTOB K
apXMBHOMY XpaHeHMIo (10 3akoHy 1775T.).

4. Ha3oBuTe 3aKOHOJATe/NbHBIA aKT, KOTOPHIM BIIepBble ObLT OIpeZiesieH CPOK XpaHeHHs
JIOKyMEHTOB B TeKYyIl[eM ZleJIONPOU3BO/ICTBE (0 Clauu JOKYMEHTOB B apXuB).
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5. HazoBuTe XapakTepHble UepTbl CHCTEMbI PETMCTPAIUK JOKYMEHTOB B KOJUIETHSIX.

NCTOYHUKUA U JINTEPATYPA

BeikoBa T.A. JloKyMeHTal[uOHHOe o0ecrieueHHe  yrpaB/jieHUs1  (e0TpOr3BO/ICTBO)
[DnekTpoHHBIH pecypc]; yuebHoe mocobue/ T.A. BrikoBa, T.B. Ky3HelloBa. -2-e U3/, nepepab. v Ao1.
— Mocksa: Madpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/

Tema 1.3. [denonpou3BojcTBo B yupexaeHuax XIX - Hau. XX B. (6 yacoB)

3AJAHUA

1. N3yuntsb "OObiijee yupexaeHre MUHUCTEPCTB" 1811 T. ¥ ysACHUTH OCHOBHBIe TPeOOBaHUS K
OpraHu3alvy [1eIOTIPOU3BO/ICTBA B 1[EHTPA/IbHBIX YUPEXK/EHHSX, a TAaKXKe JO/DKHOCTHBIE 00s3aHHOCTH
KaHL|eJIIPCKUX YUMHOBHHUKOB.

2. TTpoanami3upoBaTb 0cobeHHOCTH (hopmupoBaHus Aen B yupexxaenusx XIX - Hau. XX B.

3. V3yuuTs "Tlono)keHue 0 MMCbMOBO/ICTBE U [1eJIONIPOU3BO/ICTBE B BOEHHOM BeziomcTBe" 1911
T. Y BbIIBUTb OCHOBHbIE HarlpaB/IeHUs1 PaljMOHA/IM3aL|uK [e/I0NPOr3BOICTBA.

4. V3yuuTb CxXeMy HCIIOMHeHUs NOKyMeHTOB B Kanuenspuu IloneunTtenss MOCKOBCKOIO
yueOHOTO OKpyTa.

5. O3HaKOMUThHCS C JoKyMeHTaMu KaHuensipuu [TorneurTesiss MOCKOBCKOTO y4eOHOTO OKpyTa U
BBISIBUTH 3JIEMEHThI PALIMOHAIM3aLUK NPOoL[ecca UX UCTIOTHEHUSI.

YKA3AHUS T10 BBITIOJTHEHWIO 3AJAHUI

1. W3yums "OO0iriee yupexxaenue MuHuctepcts” 1811 1., ompeaenuTe cieayrolee:

1.1.  opraHM3alMOHHYIO CTPYKTYPy MUHHCTEPCTBA;

1.2.  CTPyKTypy Jie/IonpOU3BOICTBEHHON CITYKOBI;

1.3.  opraHu3aLMIO JOKyMeHT0oobopoTa:

1.3.1. nopsifoK mocTyrieHus: JoKymMeHTOB: B KaHiiesisipyuto MUHUCTpa; B lerapTaMeHThI;

1.3.2. opraHu3alyIO [IBWKEHUSl [JOKYMEHTOB, HalpaB/eHHBbIX B KaHLEJSPUI0 MUHUCTPA ; B
HenapramenT; B CoBeT MUHHCTPA: B 00IIlee MPUCYTCTBHeE fAenapTaMenTa; B OcoOble yCTaHOBIEHHUS ;

1.3.3. opsA0K UCTIONHEHKs JOKYMeHTOB: B KaH1jesispun MUHUCTPa; B [lernapTaMeHTax;

1.4. opraHu3saryio ¥ TeXHOJIOTHI0 peruCTpaliiy;

1.5. opraHu3anyo KOHTPOJIS 338 UCTIOJTHEHWEM [JOKYMEHTOB (peBU3Hs);

1.6. mopsimok (opMupoBaHus fie;

1.7. opraHv3auyio XpaHeHHUsl JOKYMEHTOB;

1.8.  Ha3sHaueHHe OTUETOB.

2. OsHakoMmbTeCchb C fenamu yupexzaeHuit XIX B., oOpatuTe BHHMMaHMe Ha OdopMmIeHHe
00JI0)KKH [iefla, COCTaB JOKYMEHTOB [ieJia, TOC/Ie[0BaTeIbHOCTh UX PACIIOIOKEHsI, TIOPSZ0K M CPOK
pacCMOTpeHHst JOKYMEHTOB.

3. WNsyuurte "llosi0KeHHe O NMUCBMOBOJCTBE W [1eJIONPOM3BO/CTBE B BOEHHOM BeJOMCTBe"
1911 r. u obpaTUTEe BHUMaHKeE Ha:

3.1. peryiaMeHTaLMIO TIPUMeHsIeMbIX BUZIOB JOKYMEHTOB;

3.2. ynopsijoyeHye NpaBuI COCTaB/IeHUsI U 0()OpPM/IEHUS JOKyMEHTOB;

3.3. perjnaMeHTal[{IO CIIPaBOYHO-MH(GOPMaLIMOHHOTO (hOH/Ia;

3.4. MexaHM3aLUIo J1eJI0TIPOU3BO/ICTB;

3.5.0pranusariyro ornepaTMBHOIO U apXUBHOI'O XpaHeHUsl JOKYMEeHTOB.

Ha ocHOBe paccMOTpeHMsI MepeuyuC/IeHHbIX BOIPOCOB C/ie/laiiTe BbIBOZ, O HarpaBIeHUSX
parMoHaIn3alyy [1e/I0Npor3B0O/CTBA B BOGHHOM BeZIOMCTBe.

4, [TpoaHanu3upyiiTe CxeMy OpraHu3aluu [eJ0NpOM3BOZCTBA B  KaHuenspumu
[MoreunTesiss MOCKOBCKOTO yueOHOTO OKpYyTa U C/ieflaiiTe BBIBOJ, O criocobax palvoHan3aliy TaroB
WCIIOTHEHUST JOKYMEHTOB U MOATOTOBKUA OTBETHOT'O JOKYMEHTA B 3TOM YUPeXKJeHUH.

5. O3HakoMbTeCh C KoOJUIeKiuel qokymeHTOB Kanienspuu IToreuntenss MOCKOBCKOTO
yueOHOT0 OKpyTa, oOpaiiias BHUMaHUe Ha:


http://znanium.com/go.php?id=942800/
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. 3/IEeMeHTbl MeXaHW3UPOBAHHOW 00pabOTKH [JOKYMEeHTOB (COCOOBI TOMETOK O
TIO/TyY€HUHY, HaTIPaB/IeHUU Ha UCTIOJTHEHHE U UCTIOJTHEHUU JJIOKYMEHTOB);

. XapakTep pe30JIFOLUM;

. C11I0co0BI COCTaB/IeHHs TIPOEKTa JOKYMEHTa;

. 3/IeMeHTbI YHU(UKALUY TeKCTa JOKyMeHTa;

. BU/IbI 0JIAHKOB M CIIOCOOBI UX M3rOTOBJIEHUS.

Cpenaiite BbIBOZL, 00 OCHOBHBIX U BCIIOMOTaTe/IbHBIX HAIpaB/IEHUSX pal[OHa/IHA3aI[UH
TPOL[eCCOB PaCCMOTPEHUsS] U UCTIOJHEHUS T0KyMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHuTe cucremy KOJIJIEXKCKOTO W MUHUCTEPCKOTO  (WCTOJSHUTE/ILHOTO)
JIeNIoTIPOM3BO/ICTBA, 00bsICHUTE Harbosiee XapaKTepHbIe OTIAYHS.

2. Kak pa3BuBasiach CTPYKTypa /Ie/IONPOU3BO/ICTBEHHOM CTy»KObI MUHUCTEPCTBA B TIEPBOM
rojiouHe XIX B., 4eM OHA OT/IMYaAach OT KOJIJIEXKCKOI?

3. Ha3oBure OCHOBHble TpeOOBaHWUS K OpraHM3allid  [JOKyMeHTooOopoTa B
MuHUcTepcTBax XIX B. Ha Kakue OCHOBHbIe [JOKYMEHTOIIOTOKM  pasfeisiyiiCb [JOKYMEHThI B
MUHUCTEpPCTBax?

4. Ha3oBute xapakTtepHble YepThl CUCTeMBbl perucTpauyyd [JOKYMEHTOB B
MUHUCTEpPCTBax?

5. B kakoii ¢opme OCYILeCTB/ISIZIC KOHTPO/Ib 3a UCIIOJIHEHHEM /IOKYyMEHTOB B CHUCTeMe
MUHUCTEPCKOrO [1e/I0IIPOM3BO/CTBA?

6. HasoBuTe 0coOeHHOCTM OpraHu3aliid XpaHeHusl J0KYMEHTOB B [e/I0TIPOM3BO/CTBE
MUHUCTEPCTB.

7. HaszoBuTe HarpaBjieHusi M CrOCOObI  paljMOHa/NM3alliy  JlelIoNPpOM3BO/CTBA B

yupexpgenusax XIX - Hau. XX B.

NCTOYHUKU U JINTEPATYPA

BeikoBa T.A. [lokymeHTarMoHHOe obecrieyeHre  yTpaB/jieHHs]  (eOTIPOM3BO/CTBO)
[DnekTpoHHBIM pecypc]; yuebHoe rocobue/ T.A. Brikoa, T.B. Ky3HetioBa. -2-e u3j. nepepab. u AorL.
— Mockga: Mudpa-M, 2018. -304 c. — Pexkum poctyma: http://znanium.com/go.php?id=942800/

PA3AEJI 2. OPTAHM3ALINA COBPEMEHHOI'O JE/IOIIPOM3BOJCTBA

Tema 2.1. Opraausanus cayX0sI fenonpou3BoacTBa (6 4acoB)

3AJAHUSA

1. W3yunts TpeOOBaHMS [eHCTBYIOIIMX HOPMAaTUBHBIX aKTOB W  HOPMAaTUBHO-
MeTO/IMYeCKUX TOKyMEHTOB K OpraHH3al[iH, CTPYKTYpe U GYHKLMSAM C/Ty>KObI 1e/T0NPOU3BO/ICTBA.

2. [TpoaHanW3WpoOBaTh  OpraHU3alMi0  CAYXKObI  IeJIONIPOM3BO/ICTBA B YCJIOBHOM
OpraHu3al[uy U BbISBUThH e 0COOEHHOCTH.

3. [ToArOTOBUTH CXeMY OpraHW3alMOHHOM CTPYKTYPHI [1eJIOTIPOU3BOCTBEHHOM CTyKObI B
YCJIOBHOM OpraHM3aliuu.

4, PaspaboTarts ITonmoxkeHue o cimy>k0e Zie/10NPOU3BO/ICTBA YCIOBHOM OpraHU3aliyy.

5. Pa3paboTaThk /I0/DKHOCTHbIE WMHCTPYKLUM pabOTHMKAM CTy>KObI [1e/I0TPOM3BO/CTBA

YCJIOBHOM OpraHr3aluu.

YKA3AHWS T10 BBITIOJTHEHWIO 3AJAHUN

1. M3yunTe KpaTKyl0 XapaKTePUCTHKY AesTeTbHOCTHA yC/IOBHOW OpraHU3aliM, BbICHUTE
0Cc00eHHOCTH OpraHu3aluy [eJIOTIPOU3BO/CTBEHHON CyXObl, ee HeCOOTBETCTBUE  COBPeMeHHbIM
TpeOOBaHUSM TIO CTaTyCy, TOJUMHEHHOCTH, HauUMEHOBaHWSIM CTPYKTYPHBIX YaCTei, WX COCTaBy.
AprymMeHTUpYUTe OTBET.

1. [ToaroToBETE CXEMy OpraHM3alMOHHOW CTPYKTYPbI CIy>XObI ZIe/I0TPOM3BO/ICTBA
YCJIOBHOM OpraHu3anyy, 3adUKCUpyUTe TTOJUMHEHHOCTh CJTY»KO U CTPYKTYPHBIX TIo/[pa3eneHut. s
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KaXK/IOTO CTPYKTYPHOTO TIO/[pa3/le/ieHHus M ydYacTKa C/Iy>KObl [IeJIOTIPOM3BO/ICTBA HAa CXeMe
buKcupyeTcss BUJ, TIOJUMHEHHOCTH (TIpsiMasi aJIMUHUCTPATUBHas WM MeToAuueckas)). OOocHyiTe
HavMeHOBaHUe Y TIOJUMHEHHOCTh KaXX/]OT0 CTPYKTYPHOT'O TM0/ipas/ie/ieHusl.

2. Ha ocHoBe IIpuMepHOro MoJIOXKeHUSI O CIy>KOe /eornpor3BOCTBAa pa3padoTaiite
CTPYKTypy Tekcta [losiokeHUss O ciy»k0Oe /1e/onpou3BO/CTBA YCIOBHOW OpraHu3anuu. TekcT
TIOJIOXKEeHUSI IO/DKeH CoJiep>KaTh KOHKPeTHbIe (hOPMYIMPOBKY 3a7ad, GYHKIWH, TpaB, 00s13aHHOCTEeH U
B3aMMOOTHOIIeHU# cyx0bl. Crenyer odopmuth IlonoxkeHve Ha o6ijeM OraHKe, OmpeAenUTb
TOPSJIOK ero COTJIaCOBaHUSi U YTBep)K/AeHHsl (COCTaB CTPYKTYPHBIX TO/ipa3fie/ieHuil U [O/KHOCTD
DPYKOBOJMTE/IS, YTBEP)KJAIOLETO AOKYMEHT). APrymMeHTUpPYWTe CBOM MNpeIJIOKEHUs IO TMPOEKTY
[TonoxxeHus.

3. PaspaboraiiTe /[10/DKHOCTHbIE WHCTPYKLMHM Ha BecCh JIOJDKHOCTHOM ~ COCTaB
JIeJIOTIPOU3BO/ICTBEHHOM CTy>KOBI yC/IOBHOM opraHu3auyy. Ha ocHOBe Moy4eHHbIX UHAUBU/YaTbHbBIX
3a/laHuid pa3paboTaiiTe CTPYKTYpPy TeKCTa M COCTaB Pa3fesioB AO/DKHOCTHOW MHCTPYKUuH. Obparture
BHMMaHWe, UTO T1pu (OPMYJMPOBKE [O/DKHOCTHBIX OOSI3aHHOCTeH COTPYAHUKOB, CJielyeT
COIJIacoBaTh MX C OCHOBHBIMM 3afiauaMu U (QyHKIMsSMU CayxObI (T.e. ¢ TekctoMm [Tosoxkenus). B
pa3zesie "B3aMOOTHOIIIEHHS, CBA3U" CielyeT 3aKPenUTh B3aMO/IeHCTBHSI paOOTHUKOB CTYKObI U X
CBSI3U Ha yPOBHe Tpe/iCTaB/IeHuUs JJOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBI

1. [Tepeuniciute CTPYKTYPHBIE YaCTH CIYy)KObI /I€/IONIPOM3BOJCTBA B OpraHW3aLUAsX
pa3/UUHBIX YPOBHEN yIIpaBJ/IeHUSI.

2. [TepeuniciuTte AeMCTBYIOIIHE JOKYMEHTHBI, ONpeZe/sSioNiye 3a4aud U QYHKIMKA CITyKObI
JleNI0NIpOM3BO/CTBaA.

3. HazoBute TpeboBaHusi K CTPYKType M coctaBy wHpopmauuu [TosmoxeHus o ciayxbe
JleNI0NpOM3BO/CTBA; JO/PKHOCTHOM UHCTPYKLMH.

NCTOYHUKU N IUTEPATYPA

[Toctanoenenve IIpaButensctBa PP ot 15.06.2009 Ne 477 «O6 ytBepxaenun IIpaBun
JleJI0TIPOM3BO/ICTBA B (pefiepaibHbIX OpraHax MCIIOJIHUTeIbHON BAacTu»// [DneKTpoHHbIN pecypc]. —
M., 2019. — Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 88695/.

Meroauueckve peKOMeHJAlMM 10 pa3paboTKe WHCTPYKLMA 110 [1€/IOTIPOM3BOJCTBY B
(benepanbHBIX OpraHax MCIOJHUTE/LHOW B/IaCTH, YyTBep)XKAeHHble MpuKa3oM PocapxuBa oT 23
nmekabps 2009 Ne 76 // [OnektponHeli pecypc]. — M., 2019. - Pexum goctyma:
http://www.consultant.ru/document/cons doc LAW 96081/

[TpuMepHasi UHCTPYKLIUS TI0 IeJIONPOU3BO/ICTBY B FOCYZAPCTBEHHBIX OpPraHU3allysX,
yTB. Ilpuka3zom PocapxuBa oT 11.04.2018 Ne 44) // [OnektpoHHbiii pecypc]. — M., 2019. Pexxum
pJocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P MCO 15489-1-2007 Cucrema CTaHAapTOB 10 HMH(OpPMauH, OGUOIMOTEUHOMY H
u3JaTelbCKOMY Zienly. YTIpaB/ieHHe foKymeHTamu. OOrue TpebGoBaHus. // [ D/eKTPOHHBIN pecypc]. —
M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons _doc LAW 135548/.

I'OCT P 7.0.8-2013 /lesioripou3BOACTBO W apXWBHOE [e/0. TepMUHBI U OIpeje/ieHUs .-
[D/1eKTpOHHBIM pecypc]. — M, 2019. Pexxum JIOCTYTIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[TpodeccronanbHbIl cTaHAApT «CrelyanucT 1Mo OpraHM3alydoOHHOMY U [JOKyMeHTalMOHHOMY
obecrieueHUI0 YIIpaB/IeHHWs] OpraHW3alvieli», YTBEP)KIAEHHbIM TMpUKa3oM MwuHTpyzsa Poccum ot
06.05.2015 Ne 276u // [OnekTtpoHHbli pecypc]. — M., 2019. - Pexum gocryma:
https://base.garant.ru/71064518/.

[TpodeccronanbHbili cTaHAapT «CrieliaivCT 0 YIpaB/ieH!I0 J0KyMeHTallel opraHu3aljun»,
yTBEpPKJeHHbIM NPUKa3oM MMHHCTepCTBa TPyZa Y COLManbHOM 3amuThl Poccuiickor ®esfepanyu OT
10.05.2017 Ne 416H // [DnekTpoHHbIli pecypc]. — M., 2019. — Pexxum pgoctyna: https:/www.garant.ru/
products/ipo/prime/doc/71587776/.

beikopa T.A. JloKyMeHTaIlMOHHOe oOecIieueHWe  yIIpaB/IeHUs]  (/1€/I0TTPOU3BO/ICTBO)
[DnekTpoHHbIH pecypc]; yuebHoe nmocobue/ T.A. BrikoBa, T.B. Ky3HelioBa. -2-e 3. nepepab. v Aor1I.
— Mocksa: MHdpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com/go.php?id=942800/
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Tema 2.2. Opranu3anus A0KyMeHToo00poTa (6 yacoB)

3AJAHUA

1. V3yumuts coBpeMeHHble TpeOOBaHHMS K OpraHU3aliH 0KyMeHT0000pOoTa B OpraHM3alyisXx,
yUpeXXAeHUsIX 1 Ha MpeJIpUsTUSsIX.

2. W3yunTe ¥ TpoaHaAM3MPOBaTh OPraHM3alUI0 [JOKYMEHTOO00OpOTa B YC/IOBHOU
OpraHu3aLiu.

3. W3yuuTb KpaTKyl0 XapaKTepUCTHKY JesATeJbHOCTH LeHTPa/JbHOrO arrapara yC/IOBHOU
OpraHM3alMi U COCTaBUThb OIEpOrpaMMbl JIBW)KEHUSI BXOJsIIEeN, WCXOJALleM U BHYTpPEeHHel
JIOKyMeHTaL[1}.

4, [MogcuuTath 00BEM JOKYMEHTOOO0POTA YC/IOBHOM OpraHM3alyu 3a rof.
YKA3AHNS T10 BBITIOJTHEHWIO 3AJAHU
1. W3yuute IlpaBmsia Je/onpou3Bo/icTBA B (hefepasbHBIX OpraHaxX WCIOJTHUTETbHOU

Baacti  (pasgen IV), Meroguueckue PpeKOMeHJAIMM 10  pa3pabOTKe WHCTPYKLMH — TI0
JlesIoTpOM3BO/ICTBY B (hefiepa/ibHbIX OpraHax MCIOJHUTeNbHOM Biactu (paszen 3.4), IlpumepHyto
HWHCTPYKLMIO M0 [1e/IONPOU3BO/CTBY B rOCYJapCTBeHHbIX opraHu3aiusx (ytB. Ilpukasom PocapxuBa
ot 11.04.2018 Ne 44. CpenaiiTe BbIBOJ O CTelleHW perjlaMeHTallUd B HOPMATUBHBIX JOKyMeHTaX
OOIIMX TIPUHIIUITOB OpPTraHU3al[uM J0KyMeHT0000pOoTa, TIpaBU/ MPOXOXKAEHUS IOKYMEHTOB, METOIUKA
ro/icueTa JOKyMeHTOo00opoTa.

2. Ha mpumMepe ommcaHusi [JOKYMEHTOOOOpOTa YC/IOBHOW OpraHW3alliid BBISBUTE €ro0
0COOEHHOCTH ¥ OTpeJie/INTe HECOOTBETCTBME OpraHM3allid [JOKYMeHTOo0OpoTa B JJaHHOU
opraHu3aly TpeboBaHUSIM HOPDMAaTHUBHBIX JOKYMEHTOB.

3. CocTraBbTe OIeporpamMMbl [IBW)KEHUsI JOKYMEHTOB B YC/IOBHOW opraHuszaiuu. /s
3TOTO OINpeJeJIUTe COCTaB JO/DKHOCTHBIX JIMIl, Yy4YaCTBYIOIIMX B 00pabOTKe M WCIOJHEHUH
JIOKYMEHTOB; T10C/Ie/IOBaTe/IbHOCTD Orepalfiii o 06paboTKe JOKYMEHTOB; U3YUUTEe CXEMbI IBKEHHs
JIOKYMEHTOTIOTOKOB B YC/JIOBHOM OpraHU3alyu.

Oneporpamma [JBWKEHHSI BXOZAIUX [JOKYMEHTOB [IO/JDKHA OTpasuTh [epeMelleHns
JIOKYMEHTOB OT MOMEHTa IpreMa [0 MOAIIMBKYA UX B [1eJI0 TI0C/Ie 3aBepIleHUs] UCTIO/IHeHHS.

OrneporpaMmma MCXOZSAIIMX JOKYMEHTOB [JOJ/DKHA OTpasvThb IepeMelleHUs] JOKYMEHTOB OT
MOMEHTA TOATOTOBKY UX MPOEKTOB /10 OTIIPaBKU U3 yUpeXXAeHusl.

Orneporpamma /IBUKeHUs] BHyTPEHHUX JOKYMEHTOB (Ha MpuUMepe MpHrKasa) J0/DKHA OTpasvuTh
repeMelieHusi JOKyMeHTOB OT MOMEHTa TO/AT0TOBKY TIPOeKTa JOKYMeHTa 10 MO/IIIUBKU B JIeJi0.

4, M3yuuB cocTaB M KOIMYECTBO TMOJIyUYeHHBIX, OTIIPAB/Je€HHbIX W BHYTPEHHUX
JIOKYMEHTOB YC/IOBHOW OpraHU3al|H, TI0JiCUnTaiTe 00beM ee JOKYMeHTOOOOpOTa 3a ro/,.

KOHTPOJIBHBIE BOITPOCHI

1. laiiTe orpezeneHue MOHATHS "' [OKyMEeHTOO0O0ODPOT" .

2. TlepeuriciuTe OCHOBHBIE TpeOOBAaHUS K OpraHM3aliy JOKyMEeHT0000poTa B OpraHu3alUsX.

3. [lepeunciiuTe mipaBu/Ia yueTa JOKyMeHTO0O0pOTa.

4. Ha3oBure Tpe6oBaHUS K MPOXOXKJEHUIO ¥ UCIIOTHEHHIO BXOASIIUX JOKYMEHTOB.

5. Ha3zoBwute 5Tarbl NpOX0sKeHUsI U UCIIOTHEHUS] UCXOJALMX U BHYTPEHHUX TOKYMEHTOB.

6. [Tepeuncivre paBuUIa nepefaur JOKYMeHTOB BHYTPU YUpeXeHHsl.

NCTOUHUKUN N JINTEPATYPA

o [TocraHoBnenve IIpaBurensctBa P® ot 15.06.2009 Ne 477 «O6
yTBepKJeHur IlpaBun [efonpousBo/CTBAa B (pefjeparbHbIX OpraHax MCIIOJIHUTEIbHON B/aCcTU»//
[D/1eKTpOHHBIM pecypc]. — M., 2019. — Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons doc LAW 88695/.

o [TocranoBnenue I1paButenbcTBa PP ot 25.12.2014 Ne 1494 “O6 yTBepKAeHHU MpaBuI
oOMeHa [OKyMeHTaMH B 97eKTPOHHOM BHJe TIpM  OpraHu3alud  HMH(OPMALMOHHOTO
B3auMojencTeus”//  [DnekTpoHHblM  pecypc]l. - M., 2019. - Pexum jgocryna:

https://base.garant.ru/70832680/.
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. Metoanueckve peKOMeHZALMM 10 pa3paboTKe HMHCTPYKUWH  TI0
JIeJIOTIPOM3BO/ICTBY B (hefiepasibHBIX OpraHax HWCIIOJHUTebHOM BJAaCTH, yTBepXK/eHHble TMPUKa30M
PocapxuBa ot 23 gmekabpst 2009 Ne 76 // [SnektponHsii pecypcl. — M., 2019. — Pexxum gocryma:
http://www.consultant.ru/document/cons doc LAW 96081/

. [TprMepHasi MHCTPYKLMSI 110 [€/I0NIPOM3BO/CTBY B TOCY/lapCTBEHHBIX
opraHu3zaumsx, ytB. Ilpukaszom PocapxuBa ot 11.04.2018 Ne 44) // [OnekTpoHHBIM pecypc]. — M.,
2019. Pexxum goctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

o 'OCT P UCO 15489-1-2007 Cucrema CTaHJapTOB I0 WHpOpMaLyu, 6ubaoTeuHoMy
Y W3/aTe/IbCKOMY fley. YTipaBjieHre AokymeHTamu. O6mue tpeboBanus. // [OneKTpoHHBIN pecypc].
— M., 2019. Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 135548/.

o I'OCT P 7.0.8-2013 [les1onpou3BOACTBO U apXUBHOe es0. TepMUHBI U OlpejeseHus.-
[D/1eKTpOHHBIM pecypc]. — M, 2019. Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons doc LAW_163800/.

o brikoBa T.A. JloKyMeHTallMOHHOe oOecTieueHue yIpaB/ieHus1 (Ze/I0NpOU3BO/ICTBO)
[SnekTpoHHBIN pecypc]; yuebHoe mocobue/ T.A. BrikoBa, T.B. Ky3nerjoBa. -2-e u3z. mepepab. u for.
— Mocksa: Hdpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi JOKyMeHTOB (6 yacoB)

3AJAHUS

1. N3yunts TpeOOBaHHSI HOPMAaTHMBHO-METOAWYECKUX [OKYMEHTOB K DerucTpalyud u
MOCTPOEHUIO MH(OPMALMOHHO-CIIPABOYHOrO anraparTa.

2. 3aperucTpupoBaTh HECKOIBLKO JOKYMEHTOB, TIPe/I/I0’KeHHbIX TTperio/jaBaTesieM.

3. O3HaKOMUBIIMChH C OMHCAaHWEM TEXHOJIOTUU PErucTpaliy JOKYMEHTOB B YCIOBHOM
opraHusaiyu, paspabotatb ¥ 00OCHOBAaTb TIPEJJIO’KEHWS] TI0 palMOHAJbHOM  OpraHu3alyu
perucTpanyy U uHhOopMarjiOHHO-CITPABOYHOM pabOoTHhI.

YKA3AHUVS T10 BRITIOJTHEHUWIO 3A JAHUI

1. N3yuure IlpaBuna [enornpor3BojCTBa B (heJjepasbHbIX OpraHax MCIOJHUTENbHOW BaCTU
(pasgen IV), Mertomuueckre peKOMeHJAIMKM MO pa3paboTKe WHCTPYKIMK IO /1e/IONPOU3BO/ICTBY B
(benepanbHBIX OpraHax HWCIMOJMHUTENbHOM Bract  (pa3gen 3.4), IIpuMepHYHO WHCTPYKLMIO 1O
JleJIONPOM3BO/ICTBY B FOCYyJapCTBeHHbIX opraHu3auusx (yTB. IIpuka3om PocapxuBa ot 11.04.2018 Ne
44. ObpaTTe BHMMaHHWe Ha COCTAaB JAOKYMEHTOB, MOAJIEXKAIUX PerucTpalyu, Mocje0BaTe/lbHOCTb
PacroioXKeHUsi COCTaBHBIX UacTel WHAeKCa AOKyMeHTa, mpaBu/ia (OpMUPOBaHUS UH(POPMAaI[MOHHO-
CTIpaBOYHBIX 0a3 JaHHBIX.

2. 3aperucTpupyirTe NpeyioyKeHHbIe JOKYMEeHThI, 00paTuB 0c060e BHUMaHKMEe Ha PErUCTPalUio
VHHULIMATUBHBIX U OTBETHBIX ITHUCEM.

3. [Ipoananu3upyiiTe NMOPsJOK PerUCTPaLiUM JOKYMEHTOB B YC/IOBHOUW opraHu3auuu. OTMeTUB
0COOEeHHOCTH OpraHW3alid U TeXHOJIOTUM DPerucTpalyy JOKYMEHTOB B YCJIOBHOM OpraHHW3aliuy,
orpefieUTe WX HeAOCTaTKU. Ha OCHOBe TpOBE/IEHHOTO aHamu3a W TpebOBaHWI HOPMaTHUBHO-
METOANUYECKUX JOKYMEHTOB pa3paboTaiiTe Tpe//ioyKeHUs TI0 OpPraHW3allii PerucTparuy JOKYMeHTOB
1 TIOCTPOeHHI0 MH(OPMAaLIMOHHO-CIIPAaBOYHOT'O arrapara B yC/IOBHOM OpraHU3aliui.

KOHTPOJIBHBIE BOITPOCHI

1. Uro Takoe perucrpauus JOKyMeHTOB? Kakue 3aZjauM peruaroTcsi B Je/I0NPOU3BOJCTBE C
TIOMOIIIbIO 3TOM OTeparvu?

2. Kakue JOKyMeHThI [0/|j1eXkaT perucTpanun?

3. KakoB 00s13aTe/TbHbIA COCTaB PEKBU3UTOB TTPU PETUCTPALINN?

4. B yeM OCHOBHOW MPUHLIUII perucTpanyu?

5. KakoBbI OCHOBHBIE paBU/ia MHIEeKCalliU JOKyMEeHTOB?

6. Kakoe mpeumylecTBO UWMeeT CIELUATUCT TIPU perucTpaLyu JIOKyMeHTa B
aBTOMaTM3UPOBaHHBIX CUCTeMax I10 CPABHEHUIO C TPAJAULIMOHHBIMUA MeTOZaMu?

NCTOYHUKU U JINTEPATYPA
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[TocranoBnenue IIpaButenbctBa P® ot 15.06.2009 Ne 477 «O6 yrtBepxzenuu IIpaBum
JIeJIOTIPOM3BO/ICTBA B (pejlepasibHbIX OpraHax MCIIOJIHUTeIbHON BiaacTu»// [DneKTpoHHbIN pecypc]. —
M., 2019. — Pexxum goctyna: http://www.consultant.ru/document/cons_doc LAW_88695/.

[TocraHoBnenue IIpaButenbctBa P® ot 25.12.2014 Ne 1494 “O6 yTBepAeHUM IIpPaBU
oOMeHa [JOKyMeHTaMd B 97eKTPOHHOM BHJe TIpM OpraHu3alud  HMH(OPMALMOHHOTO
B3auMOZeNcTBUsA”// [DneKTpoHHbIM pecypc]. — M., 2019. — Pexxum focTyra:

Meroanueckie peKOMeHJAl 10 pa3paboTKe WHCTPYKLUA 110 [1€/IOTIPOM3BOJCTBY B
tbenepasbHBIX OpraHax MCIIOJIHUTE/BHON BJIACTH, YTBep)KAeHHble MpukKa3oMm PocapxuBa oT 23
gekabpss 2009 Ne 76 // [Dnekrponsbli pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons doc LAW 96081/

[TprMepHasi UHCTPYKLMSA TI0 /1e/IONPOU3BO/CTBY B FOCY/JapCTBEHHBIX OpPraHU3aliysXx,
yTB. Ilpukasom PocapxuBa or 11.04.2018 Ne 44) // [OnekTpoHHBIM pecypc]. — M., 2019. Pexum
jocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

'OCT P UCO 15489-1-2007 Cucrema craHAapToB 1o HWH(opmaiuu, OuUGIHMOTEUHOMY U
W37aTe/IbCKOMY Jlefy. YTipaBieHue AokymeHTamu. OOmmye TpebGoBanus. // [DneKTpOHHBINA pecypc]. —
M., 2019. Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 135548/.

I'OCT P 7.0.8-2013 /[lenonpousBOACTBO U apxXuBHOe Je0. TepMuHbl U OIpejeseHus.-
[D/1eKTpOHHBIM pecypc]. — M, 2019. Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons doc LAW_163800/.

beikora T.A. [loKyMeHTal[MOHHOe obecrieueHWe  yIipaB/ieHUsI  (/1€/I0TPOU3BO/ICTBO)
[SnekTponHBIN pecypc]; yuebHoe ocobue/ T.A. Brikosa, T.B. Ky3nerjoBa. -2-e u3z. mepepab. u for.
— Mocksa: Mndpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

Tema 2.4. OpraHu3anusi TeKyuero xpaHeHus JOKyMeHTOB (6 uacoB)
2.4.1. HomeHnknarypa e (4 yaca.)

3AOAHUA

1. W3yuutb TpebGoBaHUsS HOPMATHBHBIX aKTOB U HOPMAaTUBHO-METOJUYECKUX JOKYMEHTOB K
COCTaBJIeHUIO U 0(hOPMJIEHUIO HOMEHK/IATyPhl Jiel.

2. V3yunTb BO3MOKHOCTH MCIMOJIb30BaHUS MEepPeuHsi CO CPOKaMU XpaHeHUs JOKYMEHTOB B
Jle7IoNIpOM3BO/ICTBEe OpraHu3alvu.

3. TlpoaHanu3upoBaTh KOHKPETHYIO HOMEHK/IAaTypy /el YCJIOBHOM OpraHW3aliui U BBISIBUTH
OIIMOKY B ee COCTaB/IeHUU ¥ O(OPMJIEHHH.

4, CocTaBUTb HOMEHK/IATYPY ZeJl YCJI0BHOM OpraHM3aliyu.

YKA3AHNS T10 BBITIOJTHEHWIO 3AJAHU

1. N3yuure IlpaBusia [enorpor3BoJCcTBa B (heJiepajbHbIX OpraHax MCIOJHUTENLHOU BaCTU
(pasgen V), Mertonuyeckrde peKOMeHZALIMU MO pa3paboTke WHCTPYKLMHN T0 /eI0NpPOU3BOJICTBY B
(beseparbHBIX OpraHax UCTOHUTebHOU Byactu (pasgen 3.5), OCHOBHbIE MpaBWia pabOThl apXWBOB
opraHuszaumii (pasgen 2), ITosno)keHue 0 mMoOpsiike W CPOKAaxX XpaHeHHsl JOKYMEHTOB aKL[MOHEPHBIX
o6miecT, [TpyuMepHYH0 WHCTPYKIIUIO TIO /IeJIONPOU3BO/ICTBY B TOCYJaPCTBEHHBIX OpraHu3anusx (yTB.
[Tpuka3om PocapxuBa oT 11.04.2018 Ne 44) YsicHuTe cnefytoliiee:

. BU/IbI HOMEHK/IATyp e

. THUIbI HOMEHK/IATyp e (KnacCupUKalMOHHbIe CXeMbl);

. nipaBuia GOpMyIMPOBaHMUS 3aTr0JIOBKOB [IeT;

. HCTOYHMKU yCTAHOBJIEHUsI CDOKOB XPaHeHUs JOKYMEeHTOB;

. MpaBWia CUCTeMaTH3al[i U UHAEKCAIUY 3arojIOBKOB [IeT;

. ripaBu/Ia opopMIIeHUs, TIOATIMCAHUs], COTIaCOBAHHUS U YTBEPIKAEeHUs
J HOMEHKJ/IaTyphbI JeJl.

2. W3yuure ykKa3aHUs TIO TpUMeHeHWIO I[lepeuHsi THIOBBIX YIpaBIeHUECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoIMXCs B TIPOLIeCCe NesTeJbHOCTA TOCYZAAPCTBEHHBIX OPraHOB, OpPTaHOB
MECTHOT'0 CaMOYTIpaB/IeHUsI U OpraHK3alii, C yKa3aHHWeM CPOKOB XPaHeHUs U BbISICHUTE:

. MOPSIZIOK TIPUMEHEHHsI TIepeUHsI B Ie/IONTPOU3BO/ICTRE;
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. muddepeHIMALIMIO CPOKOB XpaHeHUsl JOKYMEHTOB 110 TPyTiaM OpraHu3alui;

. CXeMy MOCTPOEeHUsI TIePeYHs U ero HayuHO-CIIPaBOYHbIN anrmnapar.

3. [TpoaHanu3upyiiTe KOHKPETHYIO HOMEHK/IATypy [e/ YCIOBHOW OpraHU3aliiM, BbISIBUTE
He/IOCTaTKH ee cofiepKaHus U 0(hOpMIIeHHs], TPOU/TFOCTPUPOBAB KaXK[blid M3 HUX MPUMEPOM.

4, W3yunTe CTPYKTypy U COCTaB [JOKyMEHTa/JbHOrO (POHZA YC/JIOBHOM OpraHusaluud M

pa3paboTaiiTe K/iIacCUGHUKALMOHHYIO CXeMy HOMeHKIaTypbl Aen. OdopMmure ee B BHE CIHCKA
CTPYKTYPHBIX TIO/Ipa3/ie/ieHnid C UHAEKCAMU, PacIioyIoyKeHHBIMH T10 CTereHH 3HaunmocTh. Obparure
BHHMMaHMe Ha TO, YTO CXeMa KjacCu(UKalMu Z0/KHA COOTBETCTBOBAThH IJIaBHOW Tabsuile [lepeuns
TUIOBBIX JOKyMEHTOB CO CPOKaMH XPaHEeHUSI.

CocTaBbTe HOMEHK/IATYPY /el yCJIOBHOW OpraHu3alyy, AJis1 uero: copMyaupyuTe 3arosioBKU
Jie/l B COOTBETCTBUM C YCTAHOBJIEHHBIMM TPeOOBaHMSMHU M YCTaHOBHTE CPOKM XpaHEHWs [iesl T0
MepeyHIo; TpOBeJUTe CUCTeMaTHU3allui0 3aroyioBKoB fen. OdopmuTe HOMEHKIATYpy Jen Ha obineM
O71aHKe YC/IOBHOM OpraHW3alyH 10 YCTAaHOBJIEHHOM (opme, orpefiesiTe COCTaB AOJDKHOCTHBIX WL,
KOTODbIE [I0JDKHBI ee 3aBU3UPOBaTh U YTBEPAUT.

KOHTPO/JIBHBIE BOITPOCBI

1. [laiiTe ompeie/ieHe HOMEHK/IATYypPHbI JeJl.

2. OxapakTrepusyliTe IpUMeHeHYe Pa3/IMYHbIX BUI0B HOMEHKIIATyphbl Jefl.

3. Ilepeunciiute TpeboBaHus K OPMYIMPOBKe 3aro/IOBKOB /ieJl B HOMEHK/IaType.

4. Tlepeuriciure TpeOOBaHUS K CUCTeMaTU3aL[M 3ar0JIOBKOB /le/T B HOMEHKJ/IaType.

5. Kak obpa3yeTcst MH/IeKC Jie/la B HOMeHK/IaType?

6. Kak wucronb3yercs IiepeyeHb [JOKYMEHTOB C YyKa3aHUWeM CpPOKOB XpaHeHus B
JleJIOTIpOU3BO/ICTBE?

7. KakoBbl 3Tarbl pa3paboTKy HOMEHK/IATypPhl /1en?

8. KakoB cpok [ielicTBUSI HOMEHKJIaTyphbl Jen?

NCTOYHUKU N INTEPATYPA

1. ®enepanbhblii 3akoH OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jenie B Poccuiickoi
®enepatmn»  //  [DnekTpoHHBIM  pecypc]. - M., 2019. - Pexum  jgocryna:
https://base.garant.ru/12137300/.

2. [TocranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6
yTBepxKAeHun [IpaBun [e/ionpou3BOACTBA B (pefiepa/ibHbIX OpraHax WCIOTHUTeTbHOW BacTU»//
[D1eKTpOHHBIM pecypc]. - M., 2019. - Pexxum JlocTyma:
http://www.consultant.ru/document/cons_doc LAW_88695/.

3. MeTtoiryeckre peKOMeHJAllMKd 10  pa3paboTKe WHCTPYKIUMA  TI0

[leNIoTIPOM3BO/CTBY B (hefiepabHBbIX OpraHax HCIIOJIHUTENbHON B/ACTH, YTBep)K/eHHbIe TPUKAa30M
PocapxuBa ot 23 gekabpsi 2009 Ne 76 // [DnekrpoHHbIii pecypc]. — M., 2019. — Pexxum focTyra:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

4. [TpyMepHasi MHCTPYKLUSI MO [e/IONPOU3BO/ICTBY B TOCYJapCTBEHHBIX
opraHuzaiusix, yTB. Ilpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [SnekTpoHHBIN pecypc]. — M.,
2019. Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 305137/.

5. ITprka3 MunkyabTypbl Poccun ot 31.03.2015 Ne 526 «OO6 yTBep)KAeHWM TIPaBUIT
OpraHM3alMi XpaHeHHWsl, KOMIUIEKTOBaHHSI, yueTa U UCIO/Ib30BaHUs JOKyMEeHTOB ApXMBHOro (oHja
Poccuiickoii @efiepaliui U APYTHUX apXUBHBIX [OKYMEHTOB B OpraHax TrOCyZapCTBEHHOW B/acTH,
OpraHax MeCTHOT'O CaMOYIIpaB/IeHUSI U OpraHu3atusax» // [OnekTpoHHbIM pecypc]. — M., 2019. —
Pexxum foctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. I'OCT P MCO 15489-1-2007 Cucrtema cTaHZApTOB 10 MH(OpMaruu, 6MbmoTeuHOMY
Y W3/aTe/IbCKOMY fley. YTipaBjieHue AoKymeHTamu. OOrmue TpebGoBanus. // [DneKTpoHHBIN pecypc].
— M., 2019. Pexxum goctyma: http://www.consultant.ru/document/cons doc LAW 135548/.

7. ['OCT P 7.0.8-2013 [esioripou3BOACTBO U apXUBHOE /1e/10. TepMUHBI U OTpe/ieIeHusI. -
[D1eKTpOHHBIM pecypc]. - M, 2019. Pexxum JlocTymna:
http://www.consultant.ru/document/cons_doc LAW_163800/.

8. [lepeyeHb TUIMOBBLIX YIpaBJI€HYECKUX AapXMBHBIX [OKYMEHTOB, 00pa3ymoIUXcs B
rporiecce JesiTe/lbHOCTA TOCY/lapCTBEHHBIX OpraHOB, OpPraHOB MECTHOI'O CaMOYIIpaB/jeHust U
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OpraHu3alvii, C yKa3aHWeM CPOKOB XpaHeHWsl, YTBEP)KAEeHHbI TIPUKa30M MUHHUCTEPCTBA KYJIbTYPbI
P® ot 25.08.2010 Ne 558 (B gelicTB. pef.) // [SnekTpoHHbIN pecypc]. — M., 2019. — Pexxum goctyma:
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

9. beikoBa T.A. [JokyMeHTal[MOHHOe obecrieueHue yripaB/ieHUs ([|eI0TPOU3BO/ICTBO)
[SnekTpoHHBIN pecypc]; yuebHoe ocobue/ T.A. BrikoBa, T.B. Ky3nerjoBa. -2-e u3z. mepepab. u for.
— Mocksa: Mndpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

2.4.2. IloaroroBKa A0OKYMEHTOB K MOC/IeAYIOIIeMy XPaHEHHI) U MCI0/1b30BaHUIO (2
yaca)

3AOAHUA

1. N3yunth TpeOOBaHUSI HOPMaTUBHBIX aKTOB U HOPMaTUBHO-METOJUUECKUX JOKYMEHTOB
K (h)OpMHPOBAaHUIO [ieJl, TPOBe/|eHUI0 SKCIePTU3bl LEHHOCTH [JOKYMEHTOB U UX MOATOTOBKE K c/laue B
apxyB OpraHM3alvu.

2. CocTtaBuTh mpHKa3 O CO3[aHUM 3KcrnepTHoW kKomuccuu (IOK) B ycioBHOM
OpraHu3aLyy.
3. ITpoaHanu3upoBaTh NPaBUILHOCTb IPYNIMPOBKY JOKYMEHTOB B Jlefa.

4. Odopmurts Aena AJisi CIauM B apXUB OpPraHU3alvu.

5. CocTaBuTh OMUCh HA [iefla MOCTOSSHHOTO M BPEMEHHOI'0 XpaHeHHsl, Mojjexallue ciaue B
apXuB.

6. CocrtaBuTh akT 00 YHUUTOXKEHHWU [OKYMEHTOB, YyTPAaTHUBIIMX HAayuUHO-TIPAaKTUYeCKOe
3HaueHue.

7. CocTaBuTh MPOTOKOJI 3acelaHust SKCIIepTHOH Komuccur (OK) 00 YHHUUTOXKEHUH ZieT U
M3MeHeHHH CPOKOB XpaHeHUsl.

YKA3AHVS T10 BBITIOJITHEHWIO 3A JAHUI

1. M3yuurte OcHOBHble TMpaBWia pabOThl apXWBOB oOpraHu3auuii (pasgenst 2; 3.6; 3.7),
[lpaBuna [penonpousBoACcTBa B (efiepaibHBIX OpraHax MCIIO/NIHUTeNbHON Biactu (paszgen V),
MeTomryecKre peKOMEHZALIMU 110 pa3paboTKe WHCTPYKLMU T0 /e/I0NPOU3BOACTBY B (hefiepasbHbIX
opraHax WCIIOJIHUTeNbHON Bractu (pasgen 3.5), IlonokeHue o0 TopsiikKe W CPOKax XpaHeHus
JIOKYMEHTOB aKI[MOHEepHBIX 0011eCTB, 00paTHB 0c000e BHUMaHUe Ha:

. ripaBuia OpMUPOBaHUS [Ie,

. TOPsJJOK NPOBeZIeHUsI SKCIIePTU3bl LIeHHOCTU JJOKYMEHTOB,

. TOPsAJIOK TIOATOTOBKH IOKYMEHTOB K C/laue B apXHB OpraHU3al[iu.

2. CocTaBbTe NpHKa3 0 CO3[aHUU KCIIepTHOM Komuccuu (OK) ycrnoBHoM opranv3anyu. B
TIpUKa3e OTpe/ie/IuTe COCTaB KOMUCCHH, ee 3a/jaui, CPOK ee paboThl.

3. [TpoBesavTe aHanu3 e, MpejioXKeHHbIX rpernofaBareneM. ObpaTuTe BHUMaHMe Ha:

. COOTBETCTBHE 3ar0/IOBKOB [Ie/T JOKYMeHTaM, TIOMeIIeHHbIM B /1e/10;

. Ha/imuve B fiefie AyOJIETHBIX, YEPHOBBIX 3K3eMIUISIPOB /TOKYMEHTOB U [JOKYMEHTOB,
TO/I/IEeXKAII[UX BO3BPATYy;

. HajMuue B fiefie IOKyMeHTOB C pa3/InyHbIMU CPOKaMU XpaHeHMUS;

. cooTBeTCTBUE ohopmiieHUs 10KymMeHTOB TpeboBaHusm 'OCT P 6.30-2003

4. Odopmure fena [ Cjaud B apxuWB: IPOHYMepyiTe JOKyMeHThl [efa, COCTaBbTe
BHYTPEHHIOIO OIHCh, 3aBepUTE/IbHYI0 HA/IMUCh U 0opMHUTe 00/I0XKKY Jiesa.

5,6. OcdopmuTe omucHu Jen MOCTOSHHOTO M BPEMEHHOIO XPaHEHWs] U akKT O BbIJle/IeHUM K
YHUUTO)XKEHUIO [JOKYMEHTOB B COOTBETCTBUM C TpeOOBAaHUSIMM HOPMAaTHUBHO-METOAUYECKUX
JIOKyMeHTOB. [Iji1 3TOro ompejenure IOC/IeL0BaTeIbHOCTh PACIIOJIOXKEHUs el B OIUCH, COCTaB
JIOJDKHOCTHBIX JIUL] YCJIOBHOW OpraHv3ald, KOTOpble [JO/DKHbI IPUHUMATh y4acTHe B COCTaBJ/IeHUH,
BU3MPOBAHUM U COIJIACOBAHUM 3TUX JOKYMEHTOB.

7. Ipu cocraBnenun nporokosa 3acefanus JK (B KpaTkol (hopMe) onpefiesiuTe IOBECTKY

[THsI 3aceJjaHusl U CPOPMYIMPYHTe pellieHre KOMUCCHH.
KOHTPOJIBHBIE BOITPOCHI
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1.ITepeuniciiuTe cocTaB KoMmIiekca paboT, MPOBOJUMBIX CIIyKOOW /1elompou3BO/CTBA TIPU
c/laue B apXUB JJOKYMEHTOB OpraHu3aLiy.

2.Kakue ¢yHkuyu BeinosHsetr K opraHusanuu?

3.Ilepeuricivte TpeboBaHMsI K 0OPMJIEHUIO JieJl TIPH TIOATOTOBKE UX K c/laue B apXUB.

4.ITepeuncite TpeboBaHUs K 0OPMIIEHHIO IOKYMEHTOB [iefia.

5.KakoBbl mpaBusia coCTaBieHUsI OMMCEN [ie/l TOCTOSIHHOTO Y BpDEMEHHOI'0 XpaHeHus1?

NCTOYHUKU N JINTEPATYPA

1. ®enepanbHbIM 3aK0H OT 22.10.2004 Ne 125-@3 «O6 apxuBHOM fene B Poccuiickoit
Qepepayun»  //  [DnekTpoHHeld  pecypc]. - M., 2019. - Pexum  jocrymna:
https://base.garant.ru/12137300/.

2. [TocraHoBnenue IIpaButenbctBa P® ot 15.06.2009 Ne 477 «O6
yTBep>KJeHurd IIpaBui [ie/ionpor3BOACTBa B (efiepasbHbIX OpraHax HCIOJHUTE/NTbHON BIacTU»//
[D71eKTpOHHBIN pecypcl. - M., 2019. — Pexum JocTyna:
http://www.consultant.ru/document/cons doc LAW 88695/.

3. Metoanueckve peKOMeHZALMM 10  pa3paboTKe HMHCTPYKUWH  TI0

JIeJIOTIPOM3BO/ICTBY B (hefiepasibHBIX OpraHax HWCIIOJHUTebHOM BJACTH, yTBepXKeHHble TMPUKa30M
PocapxuBa ot 23 gmekabpst 2009 Ne 76 // [SnektponHsii pecypcl. — M., 2019. — Pexxum gocryma:
http://www.consultant.ru/document/cons doc LAW 96081/

4. [TprMepHasi MHCTPYKLMSI 1O [1eJ0NPOU3BOJCTBY B rocy,qapCTBeHHLIX

opranu3saiusx, yTB. Ilpuka3om PocapxuBa or 11.04.2018 Ne 44) // [OnekTpoHHbIM pecypc]. —
2019. Pexxum goctyna: http://www.consultant.ru/document/cons_doc LAW_305137/.

5. [Mpukaz MunkynbTypbl Poccun ot 31.03.2015 Ne 526 «O6 yTBep)KAeHUU TpaBUII
OpraHu3alMy XpaHeHUsl, KOMIJIEKTOBaHUs, yuyeTa U WCIO0/b30BaHUA JOKYMEHTOB APXMBHOrO (hoHja
Poccuiickoii defepal U [PyrUx apXUBHBIX JOKYMEHTOB B OpraHax roCyJapCTBeHHOM BJacTH,
OpraHax MeCTHOT'O CaMOYIIpaBJ/ieHWSI U OpraHu3auusx» // [SnekTpoHHbIM pecypc]. — M., 2019. —
Pexxum foctyna: https:/www.garant.ru/products/ipo/prime/doc/71083090/.

6. 'OCT P MCO 15489-1-2007 Cucrema cTtaHiapToB 1o nHpopmaLuu, bubmoreqynomy
Y U3/laTe/IbCKOMY Jlesly. YTipaByieHue JoKymeHTamu. OOiiue Tpe6oBaHus. // [DneKTpOHHBINA pecypc].
—M,, 2019. Pexxum poctyna: http://www.consultant.ru/document/cons doc LAW 135548/.

7. ['OCT P 7.0.8-2013 [esioripon3BOACTBO U apXUBHOE /1ej10. TepMUHBI U OTpe/ie/IeHusI. -
[D71eKTPOHHBIN pecypcl. - M., 2019. Pexum Jocryna:
http://www.consultant.ru/document/cons doc LAW 163800/.

8. [lepeueHb THIIOBBIX YTIpaB/IeHUECKUX APXUBHBIX JOKYMEHTOB, 00Opa3yromuxcsi B
rporiecce JesiTe/lbHOCTA T'OCY/lapCTBEHHBIX OpraHOB, OpPraHOB MECTHOT'O CaMOYIIpaB/jeHusi U
opraHusalyii, C yka3aHMeM CPOKOB XpaHeHWs, YTBep)KJeHHbIM NpuKa3oM MUHHUCTepCTBa KYJIbTYpPbl
P® ot 25.08.2010 Ne 558 (B gelicTB. pef.) // [SnekTpoHHbIN pecypc]. — M., 2019. — Pexxum goctyma:
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

9. beikoBa T.A. [JokyMeHTal[MOHHOe obecrieueHue YripaB/ieHUs ([|eI0TPOU3BO/ICTBO)
[SnekTponHBIN pecypc]; yuebHoe ocobue/ T.A. Brikosa, T.B. Ky3nerjoBa. -2-e u3z. mepepab. u for.
— Mocksa: MHdpa-M, 2018. -304 c. — Pexxum foctyna: http://znanium.com/go.php?id=942800/

9.2 METO,Z[H‘-IECKHE PE€KOMEH/AAIIMH IT0 ITOAr0TOBKE IMHCbMEHHBIX paGOT

B paszen Bk/toueHbl TpeOOBaHUS K MOATOTOBKE, CO/I€P’KaHUI0, U OOPMJIEHUIO MHAChMEHHBIX
paboT TIpeayCMOTpPeHHBIX yueOHBIM TTaHOM WM paboueit mporpammoi (KypcoBas pabota, 3cce,
pedepat, goknag u T..). Ilpy Hamuuuu KadeAparabHBIX WIM (AKy/JIbTETCKUX PEKOMEHZALUH 10
MO/ITOTOBKEe TIMCbMEHHBIX paboT pa3zgen Bkmouaercss B PIIJ] 1Mo ycMOTpeHMIO TIperiofjaBaTesisi -
COCTaBUTeIS.

B faHHBIN pa3zen Mbl BK/IIOUAIA PEKOMEeHJALWH K MTOJTOTOBKe, COZIeP)KaHHI0 U 0)OPMIIEHHIO
MUCbMEHHBIX paboT, TpefyCMOTPEHHbIX yueOHBIM TJIAHOM WM paboueil mporpamMmoii (KypcoBast
pabora, 3cce, pedepar, Aokman W T.1.). Takum o00pa3oM, peKOMeHJalMy OTPaXKarwT oOImue
TpebOBaHUS K TMChbMEHHOM paboTe, TpeOOBaHUs K ee CO/lep>KaHHI0, 00beMY U CTPYKTYpe.


http://znanium.com/go.php?id=942800/
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/12137300/

42

[TucbmeHHasi paboTa siBisseTcss (OpMOM OpraHW3al[iM HAy4YHOTO MaTrepuaia, OTpakarolei
JIOTUKY UCCe/loBaHUsl, oOO0ecreuynBaroljeil eJUHCTBO U B3aMMOCBS3aHHOCTb BCeX 3/IeMEHTOB
cogepxanusi. CTPyKTypa MarrcTepCKou paboThl O/DKHA COOTBETCTBOBATh KPUTEPHUSIM I1€JIOCTHOCTH,
CUCT@MHOCTH, CBSI3HOCTH M COpa3MepHOCTH (COOTBeTCTBUS 0ObeMa (pparMeHTa TeKCTa ero HayuHOU
e€MKOCTH).

[lpu BbIOOpe Ha3BaHUs pabOTHI CjieflyeT TIOMHWUTb, UTO OHO [JOJ/DKHO OBbITh SICHBIM,
Oubsmorpadyecku TOYHBIM, COJepXKaTelbHO ONpeZie/ieHHbIM, TIPOOeMHBIM, KOMITAaKTHBIM
JIUTepaTypPHbIM.

OO6s13aTeNlbHBIMU  CTPYKTYPHBIMU  3/IEMEHTaMHM TTUCbMEHHOW PpaboThl SIBJISIOTCS  BBe/IeHUe,
OCHOBHasl 4acCTh, 3aKk/roueHue U Oubmuorpaduueckuii Cricok/CcoK UCTOUHUKOB U JIMTEPaTyPhI.

PaboThl MOTYT BBLITIONHATLCS B pa3HbIX KaHpaX. V ciefyeT W3HAuUalbHO OMPEAETUTb 3TOT
aHp. OpfHO pfeno, ecyiid TOTOBUTCS yueOHbIM TeKcT. OH /O/DKeH TPOJeMOHCTPUPOBATh Hally
KBa/TU(UKAIINIO, COOCTBEHHO MCC/Ie/IOBaTe/IbCKMe Pe3y/bTaThl TaM >KejaTe/bHbI, HO He 00si3aTe/bHBbI.
[pyroe - ecnu peub WJeT O CAMOCTOSITeNIbHOM HCC/iefoBaTe/bCcKo paboTe, KoTopasi obpalljeHa K
npodeccroHanam. TpeTbe - ecnu Mbl 3afiyMajid TaK Ha3biBaeMbld HAay4YHO-TIOMYJISIPHBIA TEKCT,
KOTODBIH aJJpecoBaH He TOJILKO MpodeccroHanbHOM, HO U OoJiee IMPOKOM ayZUTOPHUH.

OOyuaromuiicss  /I0/DKeH — TIPO/IEMOHCTPUPOBaTh B KOHTPOJBHOW  paboTe  BiajjeHHe
TePMUHOJIOTUUECKWM  alfapaToM  MEXJUCLMIUVIMHADHOCTH, 3HaHWe MeTO/0B  COLUa/bHBIX,
rYMaHUTapHbIX, €CTeCTBeHHOHAyUHbIX [JUCLUIUIMH, TPUMEHsIeMbIX B HCTOpUOrpaduyeckod u
VMCTOYHUKOBE/IUeCKOM mpakTHke. [Ipy 3TOM aKTHBHO MCIMO/B3YHOTCS TOyYeHHbIE B X0/l OCBOEHMS
JUCLIUTIMHBI 3HaHUSI MEXKJUCLUIIMHAPHBIX TI0/[X0/I0B, UCTIO/b3yeMbIX B UCTOpUOrpadvy u3yuaemoun
TeMbI U POZICTBEHHOM el mpobiemMaTuKe.

CTpykTypa paboThI 10/DKHA COOTBETCTBOBATh YTBEP)KAEHHOMY pykoBoauTesieM BKP miany u,
KaK TMpaBW/IO, COCTOATh M3 CJIeAYIOLIMX 4YacTell: TUTY/JIbHOrO JIUCTa, OIJIaB/ieHUs,, BBeJIeHUS,
o0o3HaueHWi W COKpaijeHu (Tpu HeoOXOAWMOCTH), OCHOBHOW dYactH (ryiaB W maparpados),
3aK/IFOUeHMs], CIIMCKa MCIO0/Ib30BaHHOW JIMTepaTypbl U UCTOUHUKOB, TIPUIO’KEHUM, BCIIOMOTaTeIbHbIX
yKasaTeseu (pu HE00X0/IUMOCTH), rpacduueckoi YyacTu (UnnMroCTpaLOHHbIN
MaTepuas/mpe3eHTarusi). O6mmii 00beM AUTIOMHON paboThl 6e3 mpunoxeHuit —100 cTpaHMLL.
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[Ipunoxxenue 1. AHHOTaLUA
paboueii porpamMmmsbl AUCLUTTAHbI

AHHOTAIIMA PABOYEM ITPOT'PAMMGBI JICITATI/TUHBI

OuciunuivHa (MOAy/b) peanv3yeTcsl Ha (paky/bTeTe apXWBOBeJEHUS] U [OKYMEHTOBeJeHUs
Kaeapoil JOKyMeHTOBe/leH!s], ay/JMOBU3YyalbHbIX U HAyUYHO-TEXHUUECKUX apXUBOB.

Henbs AUCHUIUVIMHBI — TOATOTOBUTH BbITyCKHUKA, 3HAIOLIEr0 OCHOBHbIE HarlpaB/IeHUs
roCyJJapCTBEHHOM perjiaMeHTal[ui paboThl C J0KymeHTamu B Poccuiickoii Pepepanyu, 3amauu
C1y>KObl  JOKYMeHTaLIMOHHOTO obecrieueHUs yTIpaB/ieHUs] W BJafIelolero MeTOJaMH aHalu3a |
COBepILEHCTBOBAHUS TeXHOJ/IOTUM THUIOBBIX /le/I0NIPOM3BO/ICTBEHHBIX OMepaLiyi.

3agauu JUCIMIIIAHBI:

- U3yUWTh UCTOPHIO (POPMUPOBAHUS HALIMOHAILHOM CHUCTEMBI [1e/I0TIPOU3BO/ICTBA;

- OBJIaZIeTh Crel[MabHOW TepMHUHOJIOTHEH;

-  W3yuYdTb COBPEMEHHYI0 3aKOHOZATe/NbHYI, TIPaBOBYID ¥ HOpPMAaTHBHyIO 0a3y,
perjiaMeHTHUPYIOLIYI0 pPaboTy C AOKyMeHTale;

- chopMHpOBATh Y CTY/IEHTOB HAaBbIKM BBITIOJIHEHUS] OCHOBHBIX /[l€/I0TIPOM3BO/ICTBEHHbIX
oriepaLyil B yCJIOBUSIX TIPUMEHeHUsT TPAJIML[MOHHBIX U aBTOMAaTU3UPOBAHHBIX TeXHOJIOTHH 00paboTKu
JIOKYMEHTOB;

- chopMUpOBaTh HAaBBIKU aHa/IM3a CUCTeMbI IOKyMeHTALMOHHOTO 00ecrieueHusi yIipaB/ieHus;

- Oomnpe/ie/IMTh HarpaB/eHUs] BO3SMOXXHOTO COBEPLIEHCTBOBAHUSI CUCTEMBI JOKYMEHTAL[MOHHOIO
obecrieueHus yripaB/ieHus;

- M3YYWTh TIOPSJOK OpraHM3aly CAy>KObl JOKYMeHTalMOHHOTO obecrieueHHs YIpaBiIeHHs B
COBpPeMEeHHOW OpraHu3aljvu.

HucuunivHa (MoJy/1b) HarlpaB/ieHa Ha (OpMUpPOBaHKe C/IeAYIOLIMX KOMIEeTeHLUI:

OIIK-2. Cnioco6eH HaxOAUTb OPraHM3al[MOHHO-YTIpaB/ieHUeCKre pellieHus TIPY pellieHuH 3a/1au
B chepe cBoeli ipodhecCcuoHaTbHON [esiTe/IbHOCTY;

B pe3ynbTaTe 0CBOEHUS JUCLIMTIIMHBI (MO/YJIs1) 00yUaroIUiCs T0/KeH:

3Hamb:

- OCHOBHbIe MeTO/ibl, CrocoObl W CpeACTBa TIOAy4YeHHWs, XpaHeHUsi U TrepepabOTKU
vHbopMarLny;

- OCHOBHble WH(OpPMAL[MOHHbIE TEXHOJIOTMH, MCIOb3yeMble B JOKYMEHTAl[MOHHOM
obecrieueHNH yIipaB/IeHUs ¥ aDXUBHOM [ieJie, UICTOPHIO UX CO3JaHHS W HAallPaBJIEHHs Pa3BUTHS;

Ymemb:

- UCTIO/Tb30BaTh IOJ/IyYeHHbIe 3HaHUSI B 00s1acTH paboThl ¢ MH(GOPMALMOHHBIMUA pecypcaMi Ha
MPaKTHKE;

- IPUMEHSATb OCHOBHbIE MH(OPMALMOHHbIE TeXHOJIOTHH, UCIIO/Ib3yeMble B JOKYMEHTALMOHHOM
obecrieyueHHH yTIpaB/ieHUsI 1 apXUBHOM /leJie Ha MPAKTHKe;

Bnademb:

- HaBbIKaMH T10JTyueHUs], XpaHeHus1 U TiepepaboTKu UHGOpMaIvy B Lie/six MpodecCcuoHaIbHON
JlesITe/IbHOCTY;

- HaBbIKaMHM PabOThI B CHCTeMaX 3/IeKTPOHHOIO J10KYMeHTO00OpOoTa, a TakKe 3/IeKTPOHHO-
1dpoBoii 00pabOTKM AOKYMEHTOB B cdepe [AOKYMEHTAIJMOHHOTO obecriedeHUsi YIIpaBeHUs |
apXUBHOTO Jlef1a;

Mo pucLunIMHe NpeyCMOTpeHa MPOMeXKyTOUHas aTTecTals B GopMe K3aMeHa.

OO6111as1 TPYA0EMKOCTE AUCLUTIIMHBI COCTaB/sieT 4 3.e., 144 akafieMUUeCKHX yaca.
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