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1 TlosicHuTe/IbHAA 3aMHCKAa

1.1 Ileap u 3aga4y AUMCHUILIMHBbI
HCJ'H: AUCHUIUIMHBI — IIOATOTOBUTH BBIITYCKHHUKA, 3HAIOMICTO OCHOBHBLIC HAITPAaBJICHUS

rOCy/IapCTBEHHOW periJamMeHTanuu paboThl ¢ ToKyMeHTamu B Poccuiickoit Deneparum, 3a1adu
CIIy’KOBbI JOKYMEHTAITMOHHOTO 00€CIeYeHHs yIpaBIeHHU W BIAJCIONIETO METOJAMU aHaIHn3a U
COBEPLIECHCTBOBAHMS TEXHOJIOTUU THUIIOBBIX AEJIONPOU3BOICTBEHHBIX ONEPALUN.

3agayn JUCIUILIMHEI:

- U3YYHUTh UCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CUCTEMBI IETIONPOU3BOJICTBA;

- OBJIQJIETh CIIEHHAIIBHON TEPMUHOIOTHUEM;

- M3YYUTh COBPEMEHHYIO 3aKOHOJATEIbHYIO, TPAaBOBYI0O W HOPMAaTUBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKYyMEHTAIIHEH;

- chopMHpOBaTH Y CTYJEHTOB HABBIKHA BBITIOJTHEHUS OCHOBHBIX JIEJIOMPOU3BOICTBEHHBIX
omepauuid B YCIOBHUSX NPUMEHECHHUS TPAAULUMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJIOTHM
00pabOTKH TOKyMEHTOB;

- chopMUpOBaTh HAaBBIKM aHaIN3a CHCTEMBI JOKYMEHTAI[MOHHOTO OO0ecTeueHus
YIPABJICHHUS;

- ONPEAEIUTH HaIpaBJICHUSA BO3MOKHOT'O COBEpLICHCTBOBAHMS CUCTEMEI
JOKYMEHTAI[MOHHOTO O0ECTICUCHUs yIIPaBIICHHS;

- U3yYUTH MOPSTOK OPTaHU3AINH CIIYKObI JOKYMEHTAIIHOHHOTO O0ECTICUCHHUS YIIPABICHUS

B COBPEMEHHOW OpPraHU3al1u.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqumI o IMCOMIIJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NJOCTU/KCHHUSA KOMHETCHIII/Iﬁ

Komnerennus NupukaTopsl KoMIeTeHn Uit PesyabTaTsl 00y4eHus

(kK011 ¥ HAIMEHOBAHUE)

(koI ¥ HANMECHOBAHNC)

OIIK-2. CnocobeH HaXOIUTh
OpTraHU3aIMOHHO-
YIPaBICHYECKUE PEIICHHS MTPU
penreHnn 3ama4d B cepe cBoe
poheCCHOHATTFHON
NIeSITEIbHOCTH

OIIK -2.1. 3HaeT OCHOBHEIE
COBPEMCHHEIC TTPOOIEMBI IIOCTPOCHUS
CHUCTEMBI JOKYMEHTAMOHHOT'O
oOecricueHHs yIPaBIICHUS U apXHUBHOTO
nena

3HaTh: COBPEMEHHBIE TTPOOIEMBI
JIOKYMEHTALMOHHOTO 00eCTICUeHHS
YIpaBJIeHUS! U apXUBHOTO JIeJia

YMeTh: peniats npogeccHoHaIbHBIE 33/1a41
B chepe TOKYMEHTALMOHHOTO
obecrieueHHs yIpaBIeHHUs 1 apXUBHOTO
zena

BnaneTs: HaBbIKaMM OLIEHKH COBPEMEHHOIO
COCTOSIHUSI CUCTEMBI JOKYMEHTALIIOHHOT'O
obecrieueHHs yIpaBIeHUs 1 apXUBHOTO
zena

OIIK-2.2. Opranu3oBsiBacT paboTy
moipa3ieieHui B chepe
JIOKYMEHTAIIMOHHOTO 00CCIICUCHUS
YIpaBJICHUS ¥ apXUBHOTO JIeia

3HaTh: NOPSIOK PaOOTHI CITyKO
JIOKYMEHTALMOHHOTO 00eCTICUeHHS
YIpaBJICHUS U apXUBOB

YMeTh: periiaMeHTHPOBATh PaboTy CITyKO
JIOKYMEHTALMOHHOTO 00eCTICUeHHS
YIpaBJICHUS U apXUBOB

BrasieTs: HaBIKAMH OpTaHU3ALIH PAOOTEI




ToJpa3AeseHuii B cepe
JOKYMEHTAIIOHHOTO 00eCIIeUCHHUS
VIPABJICHUS ¥ apXUBHOT'O JIENa B
COOTBETCTBUH C HOPMATHBHBIMH
TpeOOBaHUAMU

1.3 MecTOo AMCHUILUIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/ibHOM
MPOrpamMmabl

Juctumnuaa (Moaynb) «Opranusanus u TexHonorus JJOY» oTHocuTcs kK 00s3aTebHOM
gacTu 0JIOKa AUCIUILINH Y4eOHOTO MIIaHa.

Jlist OCBOCHHUS AMCIMILTUHBI HEOOXOIMMBI KOMIETCHIIMU, CPOPMHUPOBAHHBIE B XOJE
M3Y4YEHUs CIEAYIOMMX TUCUUIUIMH U MpakTuk: JlIokyMeHToBeieHHe, Y TIpaBlIeHUE TOKYMEHTaMU
KaKk 005acTh MPOQEeCCHOHANBHON NEATENhbHOCTH, VICTOpUS W OpraHW3aIus rocyJapCTBEHHBIX
YUPEKICHUN JOPEBOIIOLUOHHON POoCCMM M IIPOXOXKIEHHUS O3HAKOMUTEIBHOM IPAKTUKU I10
JIOKYMEHTOBEACHUIO.

B pesynbrare 0CBOCHHS IUCIUIUIMHBI ()OPMUPYIOTCS KOMITETEHIIUU, HEOOXOANUMBIE IS
M3Y4YeHHUs  CIEAYIOUIMX JUCUUIUIMH W  MPOXOXKACHUS MpakTuk: «OpraHu3alimoHHOE
MPOEKTUPOBAHNE B JOKYMEHTAI[MOHHOM OOECIICYCHHUH YIPaBICHUS», «JleTomnpou3BoICTBO B
opraHax TrOCYJIapCTBEHHOM BJIACTH M MECTHOTO CaMOYyIpaBlIE€HUW», MeToauka yrpaBieHUs
JOKYMEHTAaMU B oOpraHuzanusx», «WHbopMalnnoHHBIE TEXHOJIOTHH B JOKYMEHTAIlMOHHOM
obecrnieueHnn ynpaBlieHus», «PerynmupoBanue JOKYMEHTAIMOHHOTO 00eCIIeUeH sl YIIPaBICHUS B

AIMUHUCTPATUBHBIX PCTJIAMCHTAX» U MPOXOKICHUA HpC,Z[I[I/IHJIOMHOI\/JI IMPAKTUKHU.

2 CrpyKrypa JUCUHMILIMHBI

OO01mast TpyA0€MKOCTh IUCIUIUTHHBI COCTaBiseT 4 3.e., 144 .

CTpykTypa AUCHHUILIMHBI 1)1 04HOI (opMBI 00yYeHH

O6bveM TUCHMIUIMHBI B (pOpMe KOHTAKTHOM PabOThl 00yYaromUXCs C MeAaroruueCKuMu
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IPH MIPOBEACHNUHU YUCOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTBo
4acoB
2 Jlekuun 32
2 JlaGopaTopHble pabOThI 48
Bcero: 80

O0beM TUCIHILTUHBI B (DOPME CaAMOCTOSTENBHON pabOThI 00YYAIOMIMXCS COCTaBIsET 64
aKaJIEMUYECKUX YaCOB.
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CTpyKTypa JTUCHUILIMHBI JJI51 0YHO-3204HOI (opMbI 00yUeHUs

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4eCKuMHU
paboTHUKaMU ¥ (WJIK) TUIIAMU, TPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlexuun 20
2 nabopaTopHbie paboThI 20
Bcero: 40

O0beM OUCIHILTUHBI B (DOpPME CaMOCTOSTENbHON paboThI 00yUaronmxcs cocrapiser 104
aKaJeMUYECKHIX YacOoB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (PopMBbI 00yUeHUs1

OO0beM IUCHMITIMHBI B (pOpME KOHTAKTHON paboOThl 00yYaromuxcs ¢ MelIarormyecKuMH
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IPH MIPOBEACHUU YUSOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlexnu 12
2 nabopaTopHble paboThI 20
Bcero: 32

O0beM TUCHHILTUHBI B (DOPME CaMOCTOSTENbHON pabOThHI 00yYaromxcs coctapiseT 112
aKaJeMUYECKHIX YacOoB.

3 Coaepxanue TMCHUIINHBI

Ne | HammeHnoBanue pasaesa Coaepxanue
AUCHHUILIHHBI
1 1. Haznauenue Kypca, IIpenmer, coxepkaHue M 3aJadyd Kypca.

HCTOYHHKH U JINTCPATypa

TepMuHOIOTHS OCHOBHBIX TIOHATUHA B 001acTH
NeNONpON3BOACTBa, €€  d3Bomonusa.  OueHka
TEPMUHOB B OT€YECTBEHHOM JINTEpaAType.
B3auMocBs3b OpraHu3aLuu "
TEXHOJIOIT'MH I'OCYAapCTBEHHOIO JEJIONIPOU3BOICTBA C
pa3BUTHEM TIOCYJAapCTBEHHOIO  ammapara, €ro
GYHKIMSAMH U CTPYKTYpOIL. [lepunonusanus
OCHOBHBIX 3TAIlOB Pa3BUTUS JEJIONPOU3BOICTBA.
OcCo0OeHHOCTH M 3aKOHOMEPHOCTH Pa0OTHI C
JOKYMEHTaMU B yupexacHuax Poccun B pa3innuHble
HUCTOPUYECKHUE IIEpUOABI, UX IIPEEMCTBEHHOCTb B
YCIIOBUSIX IEATEIBHOCTU COBETCKOIO U POCCHUCKOTO

roCcyJJapCTBEHHOTO anmnapara.




Mecto Kypca cpeaud JApPYrHX HM3y4aeMbIX
JTMCLUTUINH.

OO030p HCTOYHUKOB U JIMTEPATypHl IO
nenornpou3BoAcTBy B Poccum 1o 1917 r.

Jluteparypa 10 Hay4HOM OpraHu3aluu
ynpasieHdeckoro tpyaa B 1920 - 1930-x rr., ee
3HAYEHHUE JUIs U3YUYEHHUS Kypca.

PaGoter mo nemompoumsBoactBy  1960-x -
1980-x IT., ¢dbopmupoBaHue HOBBIX
palMOHANMN3AaTOPCKUX HJCH M HUX OTpaXXeHHE B
UCTOYHUKAX U JIUTEPAType, NEPUOINIECKON MevarTy.

CoBpeMeHHass ~crenualbHas —JHUTEparypa,
yueOHUKH U yueOHble mocoOus. M3meHeHue
TEMaTUKH Hay4YHO MpakTudeckux pador B 1900-¢ -
2010-e IT. B CBS3U c CO3JlaHuEM
aBTOMATH3HPOBAHHBIX CHUCTEM JICJIIONPOU3BO/ICTBA,
COBPEMEHHBIX CpeAcCTB KOMMYHUKAIIH,
OpPraHU3alMOHHON U BBIYMCIUTEIbHON TEXHUKHU.

JlutepaTypa MO TEOPHUH M TIPAKTHKE YIpPaBICHHS
JOKyMEHTale  3a  pyOexom. Onenka
BO3MOXKHOCTH 3aMMCTBOBaHHs 3apyOe:KHOTO OIbITa
paboThI € TOKyMEHTaMH

2.1. Bo3HuKHOBeHHE W pa3BUTHE

AeJIONPOM3BOIACTBA B
yupesxkaeausax Poccun XVI - XVII
BB.

PernamenTanus 3aKOHOJATEIBHBIMU aKTaMH
XVI - XVII BB. OTAEIbHBIX CTOPOH CO3JaHUS M
odopmiteHus JIOKYMEHTOB, o0s13aHHOCTEH
“CIyKumpix” JIIOJIEH. Opranuzanus
JIEIONPOU3BOJCTBA B IEHTPAIBHBIX YUPEKICHUIX
Pycckoro [EHTPATN30BaHHOTO rocyaapcTBa
(mpukasax), 1 MECTHBIX YUPEXKACHHUAX (IIPUKA3HBIX
n36ax), ero ocobenHocTd. OCHOBHBIE 3TaNbl PAa0OTHI
C TOKyMEHTaMHU, JIEJIOMPOU3BOICTBEHHBIC OTIEPAIIHH.
Cronb6roBast popma ern0mporu3BoICTRA.

2. 2. Jlenompou3BOACTBO B
yupesxkaeHusax Poccuun XVIII B

XapakTepuCcTHKa «I'eHepanbHOrO
periaMeHTay 1720 T. KakK OCHOBHOT'O
3akoHogarenpbHoro akra XVIII B. mo opranuzauuu
JeJIONPOU3BOCTBA. PernmameHTanust JOJKHOCTHBIX
0053aHHOCTEH CIIy’)KallUX B  3aKOHOAATENbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cekperaps B
KOJUIEKCKOM  Jiesionpou3BoacTBe.  OcOOEHHOCTH
TEXHOJIOTMM  jenonpousBoacTBa.  Opranuzanus
apXUBHOTO XpaHEHUs JOKYMEHTOB.

«O6mree yupexaenue ryoepackoe» 1775 1. 0
MOpSAJKE  JEJIONPOU3BOACTBA M YCTAHOBJICHHE
HepapXuu B JOKYMEHTUPOBAHUHU B3aUMOOTHOIICHUIN
LEHTPAIbHBIX M MECTHBIX YyupexaeHuil. OTauuus
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TexHosioruu  jpenomnpousBoacrsa  XVIII B, or
TEXHOJIOT'MH MPEAUIECTBYIOLIETO IEPUOIA.

2. 3. Jleronmpou3BOACTBO
yupexaenuax Poceun XIX

Hayajie XX BB.

B

«O0miee yupexaeHue MUHUCTEpCTB» 1811
T. KakK OCHOBHOW 3aKOHOJATEJIbHBIM AKT IO
€IMHO00pa3HOMY TOPSJKY JAEJIONPOU3BOJCTBA B
yupexaenusix  XIX B. Co3gaHue  CUCTEMBI
JEJIONPOU3BO/CTBA, COOTBETCTBYIOLIEH
€AMHOHAYAJILHOMY TOPSIIKY TPHUHATHUS pELICHUU B
LEHTpalbHBIX yupexnaeHusx Poccunm XIX  B.
PernmamenTanust 1BUKEHHS JOKYMEHTOB.

TengeHuuu pocTa JTOKyMEHTOOOOpoTa U
MEPBI 110 €T0 COKPAILIECHUIO B 3aKOHOAATENIbCTBE XX
B. BnusHME HOBBIX CPEACTB JOKYMEHTHUPOBAHWS,
CBSI3H, KOMUPOBATHHON TEXHUKU HA CHCTEMY PabOTHI
¢ nokymMeHTamu. Pa3paboTka parmoHaIbHBIX CHCTEM
JIEJIONPOU3BOJICTBA B OTAEJIBHBIX BEAOMCTBAX H
3HAYEHHUE 3TOTO ONBITA IS TOCIEAYIOLIETO PA3BUTHSA
JEJIONPOU3BOCTBA.

CoBpeMeHHas OLICHKA CHUCTEMBI
JIEJIONPOU3BOJICTBA JOPEBOIIOUUOHHON Poccun u
€ro BJIHSIHHE Ha JallbHEHIee pa3BUTHE CIIOCOOOB U
METOIOB PA0OTHI C TOKYMEHTAMH.

2.4.CTtaHoBJIcHHE

YUpesKIeHHAX.

U pa3BUTHE
AeJIONPOU3BOACTBA
COBETCKHX TOCYAapCTBEHHBIX

B

[Toucku parioHanbHBIX (HOPM OpraHHU3aALUU
nenorpou3BoacTBa B 1919 -1920-e roapi.

Hayuynas opranuzamust ymnpaBJI€HYECKOTO
TpyAaa Kak Qopma OOIIECTBEHHOTO JBHXCHHS 32
panroHaIN3aIMIO rocanmnapara.

Co3znanue HAYYHO-HMCCIIEJOBATEIbCKUX
MHCTUTYTOB, BEIOMCTBEHHBIX U BHEBEJOMCTBEHHBIX
OpPraHOB PALlMOHAIM3ALNU, WX HCCIEA0BATEIbCKAS
JeSITEeNbHOCTh M TMPAaKTUYECKHe pa3paboTKH 1O
BHEPEHHIO HaY4YHOUH OpraHu3aIuH
ynpasieHdeckoro tpyga (HOVYT).

OmnbiT pabotel OTaena agMHUHUCTPATUBHON
texuukn (ATO) HK PKHU CCCP, akiumonepHOro
obmectBa «OprcTpoit», MHCTUTYTA  TEXHUKH
yTIpaBJICHUs 10 PallMOHATIM3AIMHU JIEIONPOU3BOCTBA
B ICHTPAJBHBIX M MECTHBIX YUPEKICHHSIX.

XapaktepucTuka ©  3HadeHue «OO0mux
NpaBUJ JOKYMEHTALUU M JOKYMEHTOO0OpOTa» Kak
MOTIBITKH  O0O0OIEHUsI METO/0B palMOHATIH3AINU
JIeTIOTIPOM3BOICTBA U BHEPEHUS B IPAKTUKY PaOOTHI
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€AUHBIX  MpaBUJl OPraHU3alUd U TEXHOJIOTHUHU
JIEJIONPOU3BOACTBA.

JlesaTrenbHOCTD I'maBHOTO apXUBHOI'O
ynpasieauss (I'AY) CCCP no wmeronuueckoMy
PYKOBOJCTBY JEJIONPOU3BOACTBOM. MeTronnyeckue
pazpabotku ['[AY CCCP 1960-x rT. 0 opraHu3anuu
U TEXHOJNOIMM JeinomnpousBojcTBa. CoznaHue U
BHenpeHue  OCHOBHBIX — mojiokeHUM — EnuHoi
rOCy/JapCTBEHHOW  CHUCTEMBI  JEJIONPOU3BOICTBA
(ET'CH), ee 3HaueHwe il  OpraHU3alUU
JIEJIONPOU3BOJICTBA B YUPEKICHUSAX U OPraHU3aALUSX.

AKTUBH3aIUS COBEPILIEHCTBOBAHUS
nenorpou3Boactsa B 1970-e — 1980-e rr. PazButue
TEOPETHUUECKUX M NPUKIAAHBIX HCCIEAOBAaHUI B
obnacTu COBEPILICHCTBOBAHMUS
JOKYMEHTAIMOHHOTO OOECIIEYeHHUs  YIPaBIICHHUS.
@opMUpPOBaHHE  KOHLEIMLIHUHU JOY. e,
Ha3HaueHue, coctaB  (OCHOBHBIX  IOJIOKEHUH
I'CHAOY, xapakTepuCTHKa OCHOBHBIX IMOJIOKEHUHN U
TEMaTUYECKUX Pa3AeiIoB.

3.1. Oprannzanus
AOKYMEHTAIIHOHHOT 0
olecrieyeHus ynpaBJIeHHs

Hoxymenmayuonnoe obecneuenue
YNpaeneHus - 0CHO8a MEXHOJI02UU YNPAGIIEHUS.

ITonstue «JIOKYMEHTallHOHHOE
obecnieuenue ympasieaus» ([JOVY). CoorHomeHue
MOHSITHH «JIeIIOIPOU3BOJICTBOY,
«IOKYMEHTALIMOHHOE O00ecreueHHe YIpaBICHUN,
«yIpaBlIEHUE JOKYMEHTaMm. VYmpasnenue
JOKyMEHTaMU KaK COBOKYIIHOCTb JI€UCTBUM C
JOKYMEHTaMU OpraHu3aluu c LEJIbI0
JI0Ka3aTeIbCTBA  IIPOBEJIEHUS  YIIPaBJIEHUYECKUX
OIEepALIA. TpeboBanus K YIIPaBICHUIO
JOKYMEHTaMH.

VYpasneHyeckas JESTEILHOCTD "
JOKYMEHTAIMOHHOE  00eclieueHue  yIpaBlICHHUS.
JIOKyMEHTaIlMOHHOE O0ecreyeHrne ynpaBiIeHHUs Kak
(GyHKIMS yNpaBlIEHUs, €r0 MECTO Cpelu JAPYrHx
¢byHKUMH yrpaBiieHUs. 3HaUYC€HHE JOKYMEHTOB IS
peanu3aliyd yIpaBICHYECKUX pelieHui. BrusHue
XapakTepa yIpPaBJIECHUS, [PUHLUIIOB MPUHITHS
YIOPaBICHUYECKUX PELIEHUH  Ha OpraHu3aluio U
TEXHOJIOTUIO  JOKYMEHTAI[HOHHOTO OOecreueHHs
yIpaBJIEHUS.

JlokyMeHTaImoHHOe obecrieueHue
yIpaBJIEHUS] KaK CUCTeMa paboOThl C JOKyMEHTaMH.
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@akTopbl, BIUSIONIME HA €ro OpraHu3aluio |
TEXHOJIOTHIO B YUYPEXKICHHUIX, OPraHu3alusaX M Ha
OPEANpUSATHIX ~ Pa3iIMYHBIX  OPraHU3aLUOHHO-
npaBoBbIX (opM. OpraHu3aluOHHBIE, IPABOBBIE,
COLIMAJIbHBIC U TICUXOJIOTUYECKHE AaCIIEKThI
JOKYMEHTAITMOHHOTO 00ECTIeYeHH yIIPaBICHUS.

Biusanue aBTOMAaTU3UPOBAHHOU
TEXHOJIOTUHU 00pabOTKH JOKYMEHTOB Ha
JTOKYMEHTAIIMOHHOE 00ECTIeYeHNE YIIPABICHHS.

B3aumocBsi3p JOKYMEHTAIHOHHOTO
o0ecrieyeHus1 yIpaBiIeHHs C XpaHEHUEM JJOKYMEHTOB
B apXuBE OpraHu3allid U B TOCYJapCTBEHHBIX
apXHBax.

Hanpasenenus cocyoapcmeennozo
pecyIuposanus 0elonpou3800cmed
6 1990-e — 2000-¢ 200¢wi.

XapakTepucTUKa  3aKOHOJATEIbHBIX U
HOPMAaTUBHBIX  IIPaBOBBIX  akKTOB  Poccuiickon
@enepanuy,  periaMeHTHPYOIUX  paboTy ¢
JOKyMeHTaMH.  HampaBieHust rocy1apcTBEHHOTO
perynupoBaHus. 3aKOHOAATEIbHOE 3aKpeIuIeHUe
o0mux TpeboBaHM K JOKyMEHTaM WU CHCTEMaMm

yIpaBIEHUS. OTBETCTBEHHOCTh 3a paboTy C
JOKYMEHTaMH M UX COXPAHHOCTb.

XapakTepucTuKa HOpPMaTUBHO-
METOJMYECKUX  JIOKYMEHTOB  MEXKOTPACIEBOTO
JNEUCTBUA.

3.2. Opranmsanus ciayxos1 J1OY. OpranuzannoHHbIE bopmbI
JOKYMEHTAIMOHHOTO  OOECIIeYeHUs  YIPaBIICHHUS.
daxTopBHl, OIpeAeIsone BBIOOp
OpraHU3alMOHHON bopmbI B KOHKPETHOU
OpraHM3alIiu.

OcHoBHas 11el1b, 334241 U (PYHKIIUH CITy>KOBI
HOV.

Tunosble CTpyKTYpHI ciryx0b1 JIOV.

PernamenTarus byHKIUH
M0/Ipa3eJIeHU [0  JIOKyMEHTALIUOHHOMY

oOciy)xuBaHuio. TuMOBBIE U  HMHIUBHUIyaJbHBIC
nojoxenus o ciyx6e JIOY. Tumosoii ¢opmysip
MOJIOKEHHS,  COCTaB  HMH(OpPManuu,  MOPAIOK
pa3pabOTKU U yTBEPKIACHUSI.

JIOIDKHOCTHOM M YMCJICHHBIM  COCTaB
pabotHHKOB ciyx0b1 JJOY. OyHKIMHU paOOTHUKOB
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CITYKOBI A0y (cexperapb CTPYKTYPHOT'O
oJIpa3aeieHus, CEKpeTaph PYKOBOJUTES,
MHCIEKTOp IO KOHTPOJIIO M T.J.). 3aKpeIIeHHUE
OTBETCTBEHHOCTH M TIOJIHOMOYMN pabOTHUKOB
cyk0b1 JIOY.  JloioKHOCTHas MHCTPYKLHMS Kak
OCHOBHOM HOPMAaTHUBHBIN JOKYMEHT, ONPEACIISIOIIUI
OpraHU3aIMOHHO-TIPABOBOE MOJIOKEHHE PabOTHHUKA.
@opmyJIsip  TOHKHOCTHOM  MHCTPYKIIMM, COCTaB
uHpOpMAaLINH, TOPAJOK Pa3pabOTKU U YTBEPIKICHHS.

[Tonoxxenue o ciyx6e JIOY u gomkHOCTHAS
UHCTPYKLUS KaKk  HOpMaTHBHas  OCHOBa
pacnpeneneHus Tpyda MEXAy MOApa3fesIeHUusIMU U
VCIIOJIHUTEIISIMH.

WHcTpykuus 1O JEJIONPOM3BOACTBY -
OCHOBHOM HOPMAaTUBHBIN aKT, PETJIAMEHTUPYIOLIUN
TEXHOJIOTUIO  JOKYMEHTAI[MOHHOTO  OOecreueHHs
ynpasiaeHus.  TunoBele W MHAMBHyalIbHBIE
uHCTpykuuu.  Ilopsmoxk  pa3paboTku,  cocTaB
uHpOpMAaILKK, TIPaBUIIA YTBEPKACHUS U BHEIAPEHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHU3alMM 3a
co0uroieHre TpeOOBAaHUHI HHCTPYKIIHH.

HopmupoBanue tpyna paOOTHHUKOB CITy>KOBI
JOY, TunoBble  HOPMAaTHBBl  BPEMEHHM  Ha
JeTOTIPOU3BOICTBEHHBIE paOOTHI.

PasmenieHue CTpyKTypHBIX IOAPA3ACICHUN
cyx0b1 JIOY. VYcnoBus Tpyna, opraHuzanus u
o0opyoBaHuE pabOUNX MECT.

[Topsimox XxpaHeHHs TeyaTeld, OJIAaHKOB U
IIpaBWJla IIOJIb30BAHMS MMH. OTHKa JIEJIOBBIX
OTHOIICHUH, TICUXOJOTUYECKHI acleKT paboThl C
JOKYMEHTaMH. IToaroroska KaJIpOB
JIeTOTIPOU3BOACTBEHHBIX  CITYXkKO. dopmbl
NOBBIIICHUS]  KBATM(UKALMU  CIEUUAIUCTOB B

oomactu JIOV.

3.3.
AOKYMEHT0000poTa

Opranuzanus

OmnpeneneHne MOHATUS «TOKYMEHTOO00POTY.
OOmue TOpPUHIUOBI W METOJUYECKHE OCHOBBI
OpraHM3aIfK JOKYMEHTOO00pOTa, UX peanu3aius B
JNEUCTBYIOIIMX TOCYJApPCTBEHHBIX HOPMATHUBHBIX
JIOKyMEHTAaX.

Crtpykrypa u oO0mas XapakTepHUCTUKa
JOKYMEHTOMOTOKOB.  O0beM JOKyMEHTOOOOpOTA.
VYyer KonruecTBa TI0KYMEHTOB.

[Ipuewm, MPOXOXKICHUE 51 MOPSAOK
WCIIOTHEHUS MOCTYTAIOIINX JIOKYMEHTOB.
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IlepBuunas AKCIEAUIIMOHHAs obpaboTka
IOKyMeHTOB. llpeaBapuTenbHoe  paccMOTpEeHHE
JTOKYMEHTOB. PaccmoTpenue JIOKYMEHTOB
PYKOBOJICTBOM OpPTaHM3ALUH, PUHITHE PELICHUS O
XapakTepe HMX  HUCIOJHEHUS. Hanpasnenue
JOKYMEHTOB Ha UCTIOJIHEHHE.

JlocTaBka  JOKYMEHTOB  HCHOJHHTEISIM,
NOpSIOK WX TpuemMa U mnepegaud. Pabota
UCTIOJIHUTENS C JIOKyMEHTaMH. DTarbl UCTIOJHEHHUS.
[Topsimox 0OpabOTKH OTIPABISEMBIX JOKYMEHTOB.
[IpaBuna opraHu3anMu JBWXKEHUS BHYTPEHHUX
JOKyMEHTOB. HampaBieHuss CcOBEpUICHCTBOBAHHUS
JTOKYMEHTOO00pOTa U YTH €T0 COKPAIICHUSI.

TengeHuun pocra JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aUsX. Bnusiaue
aBTOMaTH3alMd  0O0paboTKM  HMHPOpPMaLUU  Ha
KOJINYECTBEHHbBIE u Ka4eCTBEHHbBIC
XapaKTePUCTUKH JJOKYMEHTOO0O0POTa.

3.4. Perucrpanusi 10OKyMEHTOB H
OpraHu3anms CIIPABOYHO-
HH(}pOpMALOHHOT 0
00CcJTy;KMBaHMS.

Perucrpanmss ~ kak  cocTaBHas  4acTb
texHoiorun  JIOVY. IIpuHumMnel  perucrpanuu
JOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanoHHbIX (opM, cocTaB MHPOpPMALUU U
NOPSIOK  MX 3anojiHeHus. Pas3BuTHe crnoco0oB
perucrpanuu B roCy/1apCTBEHHOM
JEJI0NIPOU3BOJICTBE.

B3aumocBs3p perucrpanum JOKYMEHTOB C
opraHu3anueu CIPaBOYHO-UH(POPMALIMOHHOM
paboThl, OpraHu3anueil KOHTPOJNS WCIOTHEHUS WU
nocneaytomei 00paboTKo JOKYMEHTOB.

WNuaexcupoBaHue JOKYMEHTOB. 3HAYEHHE U
npaBuia dbopmupoBaHus WHJIEKCOB.
WNunexcupoBaHne  TOKyYMEHTOB B YCIIOBHUSX
TPaTUIIMOHHON 00pabOTKH TOKYMEHTOB.

[TpuHIMIBl TIOCTPOCHHUS HH(POPMAITMOHHO-
nouckoBbIx cucteM (MIIC) pyuHoro tumna, uX BUABIL.
HNudopmannoHHO-CIIPaBOYHOE o0CITy’)KUBaHUE
anmapara yNOpaBlI€HUS B YCIOBUSAX IPUMEHEHUs
aBTOMaTH3MpoBaHHbIX TexHosuorui JJOV. Ilouck u
HCIIOJIb30BaHUE UHpOpMaLIUU B
aBToMatu3upoBaHHbIx UIIC.
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3.5. KoHTpoab  ucCHOJHeHHUS
JTOKYMEHTOB

®opmupoBanue TpeOOBaHUN K OpraHU3aLUU
KOHTPOJIA UCIIOJIHCHUS JIOKyMEHTOB B
JEJIONPOU3BOICTBE.

3HaueHue KOHTpPOJIA 3a CpoKamu
UCIIOJIHEHUS JIOKYMEHTOB B ammapare yIpaBiICHUS.
OCHOBHBIE IPUHIUIIBI €70 OPraHU3aLUH.

3amaun  cayx6b61  JIOY 1o  KOHTpoO
UCIIOJIHEHUS JOKYMEHTOB. Kareropuu JOKyMEHTOB,
MOJJIeXKAIUE  KOHTPOJIIO Cpoku HuCHOJHEHUS
JOKYMEHTOB. TeXHOIOrusl KOHTPOJIBHBIX OllEepaLuil.

PernamenTel  BHYTpEHHEW  OpraHU3aLUU
(benepanbHBIX OPraHOB UCIIOTHUTEIBHOM BIACTH KaK
OCHOBA KOHTpPOJS HCIOJHEHHUS JOKYMEHTOB B
rOCyJapCTBEHHOM anmapare Pocculickoit
denepauuu.

O0o0menne, aHaaId3 © HCIOJIbL30BAHHUE
JaHHBIX 00 WCIOJHEHUH JOKYMEHTOB B YCIOBHUSIX
TPaJULMOHHON U aBTOMAaTU3UPOBAHHOM TEXHOJIOTUU
00pabOTKH TOKyMEHTOB

ABTOMaTH3UPOBAHHBIE CUCTEMBI KOHTPOJIA 32
CPOKaMU HCIOJIHEHHsI JTOKYMEHTOB, OIBIT HUX
[IPUMEHEHUS.

11

3.6. Oprannzanus
A€eJI0ONMPOU3BOACTBA no
NpeNIoKeHUsAM, 3asiBJIEHUSIM H©
JKaj100aM rpaxkaaH

OO011eCTBEHHO-TIOTUTUYECKOE U COIHATIBLHOE
3Ha4YeHUEe OOpalleHuil TpakaaH. 3aKoHOAaTelbHas
pernmaMeHTanus  pabOTBl C  MPEUIOKECHUSMH,
3asBJICHUAMH U KaJ00aMU rpa)</iaH.

®opMupoBaHue HOPMAaTUBHOMN 6a3bl,
periaMeHTHpYIOIeH  OpraHM3aluio  paboThl  C
OoOpaleHus MU TpaxJaH B  TOCYJapCTBEHHOM
amrmapare.

OcHoBHble 3amaun  ciayx0bl  JIOY 1o
opraHuszaiuu padoTsl ¢ 0OpaleHUsIMU TPakJIaH, ee
ocobenHocTH. Onepanyu 1o NpueMy, perucTparum,
KOHTPOJIIO HCIOJHEHUS, TPUHATHIO PEIICHUuH o
oOpamieHussM  rpaxgaH. CpoKH  HCIOJHEHHS.
TpeboBanust K COAEP)KaHUIO OTBETHBIX IOKYMEHTOB.
®opMupoBaHUE U XpaHEHHE JEJT C TPEIOKEHUSMH,
3afBICHUAMHU M jkajobamu rpaxpaan. O6oOmeHue,
aHaM3 W HCIHOJb30BAHWE JAaHHBIX O paboTe ¢
OOpalIeHUs MU TPAXKAAH B amIapare yrpaBIeHHs.

Opranuzanus npuemMa  rpaxaaH B
rOCYJapCTBEHHBIX YUpeKIeHUsAX. DOPMBI U METOIbI
COBEPILICHCTBOBAHMUS PabOTBl C  OOpaLICHUIMHU
rpaXxJaH B OpraHax TrOCYJapCTBEHHOW BIAcTH H
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yIpaBIeHUS, B OOIIECTBEHHBIX OPTaHU3AIIHSIX.

[Tpumenenue ABTOMATHU3HPOBAHHBIX
TEXHOJOTUH  JNii  TOATOTOBKH  OTBETOB U
OpraHH3aIiH UH(GOPMAIMOHHO-CIIPABOYHON
CIy’)KObI B YYpPEXKICHUAX C OONBIIMM OOBEMOM
oOpalieHuit rpakaaH.

12

3.7. XpaHeHHe JOKYMEHTOB B
AeJI0TPOU3BO/ICTBE OPraHU3alUH

OPZCZHMS’CZL}LI}Z meKyuleco XxpaHenus
OOKyMeHmOG u obecneueHue ux COXpaHHocmu

OCHOBHbBIE TIOJIOKEHUS 3aKOHOIATEIbHOM
perinaMeHTaluu XpaHEeHUsl IOKyMEHTOB B
Poccuiickoit denepanuu. Meroguueckue
JOKYMEHTBI 10 OpraHU3aluy XpaHEHHUS.

XpaHeHue JOKYMEHTOB B  CTPYKTYPHBIX
nojApasjesieHusx opranuzauuu OTBETCTBEHHOCTh 3a
COXPAaHHOCTb  JIOKYMEHTOB. Opranuzanus
CIPaBOYHOU PabOTHI U MOPSIIOK BBIJAYH IOKYMEHTOB
BO BpPEMEHHOE II0Jb30BAaHUE MNPU XPAHCHUU B
CTPYKTYPHBIX MOApa3ICICHUSIX. XpaHeHue
JIOKYMEHTOB Ha HETPAJIULIMOHHBIX HOCHUTEIISIX.

CoxpaHHOCTh JIOKYMEHTOB npu
peopraHu3anuu U JUKBUJALMN OpTraHU3aLHi.

Homenxnamypa oen

IlonsTne «HOMEHKIaTypa Aei». HazHaueHue
HOMEHKJIaTyphl fen. HomeHnkiiaTypa nen Kkak OCHOBa
CHCTEMaTH3alluu JIOKyMEHTOB B LEJAX UX
MOCTIETYIOIIEr0 XPaHEHHUS.

TpeboBaHMs K COCTABICHUIO HOMEHKJIIATYPHI
nen. VX pernameHTanusi B 3aKOHOJATEIbHBIX
aKTax ¥ HOPMaTHBHO-METOIMYECKUX TOKYMEHTaxX
MEKOTPACIEBOrO JEHUCTBHUS.

Buasl HOMEHKIIATyp J1el1, ©X 0COOEHHOCTH U
Ha3zHaueHue MeTouKa COCTaBICHHUS
HOMEHKJIATYPBbI JIeJI: U3yUeHHE COCTaBa
JOKYMEHTOB, pa3pa0doTKa Ki1accu(pUKAIMOHHON
CXEMBI; COCTaBJICHUE 3ar0JIOBKOB JIEJI M UX
CHCTEMaTH3allUs C YIeTOM yCTaHOBJICHHBIX
TpeGOBaHUI.

[Topsinok oopmieHus1, cCOraacoBaHUs U
YTBEP)KJICHUS HOMEHKJIATYphI esl. CpOKU XpaHeHUs
JOKYMEHTOB

Vcnonb30BaHuEe HOMEHKIIATYPHI JIe] B
OTIEPaTUBHOM XPaHEHUH M apXUBE OpraHU3alllu.
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Opeanusayus u nopsi0oK hopmuposanus
oen

[Tonsitue “bopmupoBanue e, OCHOBHbIC
TpeOOBaHUS K MPOBEICHHUIO 3TOU PaOOTHI.
CoBpeMeHHass HOPMATUBHO-METOIuecKas 0asa,
ornpenensonas TpeboBanus K GOPMUPOBAHUIO JEIT
B JICTIONIPOU3BO/ICTBE.

dopmupoBaHUe [l B OpraHU3aIHsIX
Pa3NUYHBIX YPOBHEH YIIpaBIeHH. 3aauu CIIyKObI
JOVY u apxuBa oOpraHu3aliy Mo 00ecIeueHUI0
KayecTBeHHOro (opmupoBanus aen. [IpaBuia
(dbopmMHpoBaHUs B IeTa JOKYMEHTOB Pa3IHYHBIX
BUJIOB. [ [pUHIMIIBI CUCTEMATU3AIH JOKYMEHTOB
BHYTPH JIEIL.

Opzanuaauwz IKCcnepmu3bl YeHHocmu

OOKYMEeHMO8
ITonsTue “aKkcnepTusa LIEHHOCTHU
NOKyMeHTOB”.  HopmaTuBHO-MeTOOUYECKHE U

TEOPETUYECKHE OCHOBBI IPOBEAEHUS 3KCIEPTHU3HI.
TpeboBanust K IPOBEIEHUIO SKCIIEPTU3bI IIEHHOCTH
JOKYMEHTOB.

Opranuzanus paboThl  LEHTPAITBHOM
skcnieptHoit  komuccuun (LIDK) wu  skcneprHoit
komuccun (OK) yupexnenus (opraHuszanuu) o0
IIPOBEJICHUIO AKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB.
[Tonoxenue 00 skcnepTHOW Komuccuu. IlpaBa u
(GYHKIMH SKCIIEPTHOW KOMHCCHH, TIOPSJIOK €€
paboThI. JlokyMeHTHupOBaHuE JeATeTbHOCTH
OKCIIEPTHOM  KOMHMCCHM.  OTambl  IPOBEACHUS
SKCHEPTH3bl LEHHOCTH TOKYMEHTOB. OdopmieHue
PE3yJIbTaTOB 3KCIEPTU3HI LICHHOCTH TOKYMEHTOB.

ITonsTue “nepeueHb JIOKYMEHTOB”.
Ha3nauenue 1 MCIOJIB30BAHUE NIEPEUYHEN B KAUECTBE
OCHOBHBIX HMCTOYHHMKOB I10 YCTaHOBJIEHHIO CPOKOB
XpaHEHUsI U 00eCIeUeHus] eUMHCTBA OMEPATUBHOTO
XpaHEHUs1 JOKYMEHTOB B JEJIONPOU3BOJACTBE M
apXuBE OpraHU3aLUU.

TumnoBble ¥  BEJIOMCTBEHHBIE IEPEUYHHU.
Hcnons3oBaHnue nepedyHed I COCTABIICHUS
KJIACCU(UKATOPOB M HOMEHKIIATYP JIe.

Iloozomoexa u ogpopmnenue oen

VYuudukanus  TpeOOBaHMU K Jelnam,
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claBaeMbIM B apxuB. HopmaTHBHO-MeTOIUYECKHE
JOKYMEHTBl ~ MEXOTpacieBOro  JelcTtBus 00
oopmienun aed.

OcHoBHbIe TpeOoBaHHS K 0GOPMIICHUIO JET.
[TomHoOe 1 wacTuyHoe odopmiienue nen. IloammBka
nen. Hymepauus nuctoB. 3aBepUTeNbHAs HAIUCh.
Buytpennss omnuck. OcdopmieHue OOJIOKKH el
MIOCTOSTHHOTO U BPEMEHHOT'0 XPaHEHHUSI.

Onucu oen
ITonsTue «OIIHUCH Jeim. IIpaBuna
COCTaBJICHUSA OIUCHU Jen CTPYKTYPHOT'O
[oApa3IeICHHUS. Buner omuceit.  Odopmiienue

OITUCH JIeJI CTPYKTYPHOT'O MOJIPa3ICIICHHUSI.
Ilopsook nepedauu den 6 apxus
opeanuzayuu

[lepemaya nen B apXuB OpraHH3alUU.
B3aumoneiicteue cmyx6s1 JIOY u apxuBa mnpu
(GOpMUPOBAaHMU  OCHOBBI Ui  IMOCJEIYIOIIETO
XpaHEHHsI U UCTIOJL30BaHUS IOKYMEHTOB. EMMHCTBO
OpraHM3al JIOKYMEHTOB B JEJIONPOM3BOJICTBE U
apXxuBe.

13

3.8. Hanpasnenus
cosepmieHcTBOBaHus J10Y

VYipaBneHne JOKyMEHTaMU KaK  4acTh
CUCTEMBI yIpaBiieHusl kauecTBoM. CraHaapTu3anus
IpOLEAYp  YHOpaBlI€HUs  JOKYMEHTaMH  Kak
METOAMYECKasi OCHOBAa  JEATEIBHOCTH  CIYXO
JOKYMEHTAIMOHHOTO OOecreueHusl yHpaBJeHUS B
POCCUMCKHUX OpraHU3ALMIX.

Pa3Butue perilaMeHTanuu
JOKYMEHTAIMOHHOTO  OOECIIEYeHUs  YIPaBIICHHUS.
Pounb TUIIOBBIX periaMeHToB OpraHoB
rOCyJapCTBEHHOW BJIACTU M  YNOPABICHUS B
peryJIupoBaHUU JOKYMEHTAIHOHHOTO OOecreueHHs
UX  JIeATEIbHOCTH. BHYTpeHHUE  pErIaMeHTHI
OpraHu3aLNn.

CoBepIIEHCTBOBAaHUE  JTOKYMEHTALIMOHHOTO
oOecrieyeHHs: YNpaBICHUS B TOCYJApPCTBEHHOM
ammapare,  OpraHM3alUsAX  pPasIUYHBIX  (opMm
COOCTBEHHOCTH (rocymapcTBEHHBIX u
HErocy/1apCTBEHHBIX ). VYnopsgoueHue
OpPraHU3aIMOHHBIX (OPM U METOAOB paboThl C
JOKYMEHTaMH.

Pernamenranust (QyHKUMH, CTPYKTYpHl U
OpPraHU3aI[MOHHO-TIPABOBOTO  TOJIOKEHHUS  CIIYKO
HOV.
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Biusanue HOBBIX MH(OPMALMOHHBIX

TEXHOJIOTUI Ha COBEpPILIEHCTBOBAHHE
ynpasieHuecKkoi nedarenabHocTy U JJOVY.

4 OoOpa3oBaTejibHbIEC TEXHOJIOTHH

Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIC
TEXHOJIOTUH. {151 opraHu3anuy yuyeOHOro mpolecca MOXKET ObITh HCIIOJIIb30BAHO 3JIEKTPOHHOE
oOy4yeHue U (WIK) TUCTAaHIMOHHBIE 00pa30BaTeNIbHbIE TEXHOJIOTHH.

5.1 Cucrema onieHUBaHHUSA

5 OwueHka IIaHUPYEMBbIX pPe3yJIbTATOB 00y4eHHs

dopMa KOHTPOJIA Makc. Konu4yecTBo 0alioB
3a oqHy Bcero
paboty
Texymui KOHTPOIIb:
- cobecenoBaHue 5 6amoB 15 Ganos
- OIICHKA JIA0OPATOPHBIX 3aJaHHA, KEHCOB 5 6annoB 25 6amnos
- KOHTpoJbHast pabota (Temsr 2.1-2.3) 5 6amoB 5 6amnoB
- KOHTpoJbHast pabota (Tembi3.1- 3.4) 5 6amnoB 5 6amioB
-PTC
5 6amnoB 10 6annos
IIpomexyTouHas aTTecTanus 40 6amnoB
(aKx3ameH)
Htoro 3a cemecTp (QUCLUILINHY) 100 6amnoB

ITosydeHHBIN COBOKYNHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaly OIleHOK EBporeiickoii cucteMsl nepenoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHH ¢ TaOIHUIIEH:

100-6amnpHast TpaionHas mkata IIkana
[IKaja ECTS
95 -100 A

23— 904 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJICTBOPUTEIHHO E

20 — 49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

«OTIIHYHOY/
«3a4YTEHO
(oTIHI4uHO)»/
«3aYTEHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXeT IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0J1€ TPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npodeCCUOHATBLHON HANIPAaBIECHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO OOOCHOBBIBACT MTPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOpouIo»/
«3a4TEHO
(xoporo)»/
«3a4TEHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepuai, paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromnuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BIa/IeeT HEOOXOAMMBIMH JJIsl TOTO HaBbIKAMH
U IIpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperiéHuble 3a AUCIUTUITMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIUN».

67-50/
D.E

«YIOBIETBOPH-
TEIBLHO»/
«3a4TCHO
(ynosnerBopu-
TEJILHO)»/
«3a4YTCHO»

BrictaBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUUECKUN MaTepHall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUU TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUU
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CII0)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUILIIMHE.
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Banasl/ Onenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Ixana AUCHUIINHE AUCHUIINHE
ECTS

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEMyCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).

49-0/ «HEYIOBIIETBOpPHUTE | BricTaBisercs oOyydaronemMycs, eciii OH He 3HaeT Ha
F,FX JTHHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
HE 3a4TEHO MaTepHal, 10IycKaeT rpyOpie OUIMOKY IpU ero
M3JI0KEHUHU Ha 3aHATUSAX U B XOJI€ POMEKYTOUHOMN
aTTeCTallUH.

OOyuarouuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHUN TEOPETUUECKUX TOJI0KEHUH NPU pELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(EeCCHOHAIBHON HAPaBICHHOCTH
CTaHJapTHOT'O YPOBHS CJI0)KHOCTH, HE BJIa/I€eT
HEOOXOMMBIMU JIJIS1 3TOTO HAaBBIKAMU U IPHEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCcTaluu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MaTEpHUAJIbI) 1Sl TEKYLIEro KOHTPOJIS
ycneBaeMocCTH, HpOMe)I(yTO‘IHOﬁ aTreCralnumn OﬁyanOHll/IXCH 1o
JUCHHUILJINHE

Keiicol 1J1s Tekyniei aTrrecTanum:

1. CymecTByeT JIn B HACTOSALIEE BPEMs IOCYIapCTBEHHOE PETYJINPOBAHNUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJOTHEH 00pabOTKU TOKYMEHTOB (HAIpHUMep, OMPEIEIICHbI I TUIIOBbIE
orepar 00padOTKH JOKYMEHTOB, X TIOCTIEI0BATEIPHOCTh) B YUPEKACHUSAX, OPraHU3ALUIX U
Ha IPEIIPUATHAX CTPAHBI?

Kakumu 1oKkyMeHTaMu JOJDKHBI MIIM MOTYT PYKOBOJICTBOBAThCSI KOHKPETHBIE CTPYKTYPbI
IIpY pELICHNH JaHHOTO Bompoca?

2. JIns pemieHus Kakux 3ajiad UCIOJIb3YIOTCS TOCYIapCTBEHHBIE CTaHAAPTHl B cdepe
nenorpou3BoacTBa? Ha3oBuTe Takue CTaHaapThI.

Kakum 00pa3om opranusaius MOKeT JOOUThCS OT CBOUX paOOTHHUKOB 0053aTEILHOTO
yuera nojoxenuit OCT?

3. OnHoli U3 BaXKHEHIINX SBISETCS MPOoOIeMa COXPAHHOCTH (XpaHEHHs) TOKYMEHTOB
opranusanuii. Kakumu npaBoBbIMM aKTaMH U TOCYIapCTBEHHBIMU MEXKOTPACIEBBIMU
JOKYMEHTaMHU CJIEyeT PyKOBOJACTBOBAThLCS IIPU €€ PELICHUU:
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3aKOHO,Z[aT€J'H>HLIC OCHOBBI XpaHCHUS NOKYMCHTOB

WNHble mpaBoBbIE aKThI, ONPEAECISAIONINE PEIICHUE BOIIPOCOB, CBA3AHHBIX C
COXPaHHOCTBIO (XpaHEHHUEM) TOKYMEHTOB

HopmaTtuBHO-MeTOIMUECKHE TOKYMEHTHI, COIEPIKaIINe METOAUKY pabOThI IO
OIEPAaTUBHOMY XPAaHECHMIO JOKYMEHTOB U IIOArOTOBKE UX K IIepeadye B apXUB OPraHU3aluu

4. PykoBoauTenh NPEANPUATUS PACTIOPSINICS TOATOTOBUTH JOKYMEHTBI, KOTOpBIE
JOJDKHBI PETJIAMEHTUPOBATH IEATENILHOCTE cIy>k0b!1 JIOY (kaHuenspun), opraHus3anuio u
MOPSI0K PaOOTHI C TOKYMEHTAMHU.

beuo paspadorano Ilonoxenue 06 nH(pOPMAITMOHHOH MOJIMTHKE, OUH U3 Pa3ZeiioB
KOTOpOro HaszbiBascs «Opranuszaiys paboTsl ¢ JOKyMEeHTUpyeMoit nHdopMmarmeii». B pasnene
3aKpEIUISICS CTaTyC KaHLEISIPUH KaK CIYKObI EIIONPOU3BOICTBA U (PYHKIIUH €€ COTPYAHUKOB
1o paboTe ¢ JOKyMEHTaMHU.

Onpeznenure, Kakue OpraHU3allMOHHbIE JOKYMEHTHI 3aMEHIIT co00i pasnen
«Opranuzanus paboTsl ¢ JOKyMeHTUpyeMoi nHpopmarueit». [IpaBomepHa i Takast mpakTuka?

Kakoii enie BHyTpeHHMI HOPMATUBHBINA JOKYMEHT CIIE0BAJIO pa3paboTaTh, YTOOBI
YCTaHOBUTD €AMHBIN MOPSA0K JEIONPOU3BOJCTBA HA IPEANIPUATHH?

5.0npexnenute nopsaoK coctaByieHus u opopmienus [lonoxenus o ciayxoe JJOV:

= pas3pabarbiBaet (KT0?)

= MOJNUCHIBAET (KTO?)

. JIOJKHO OBITH COTIIACOBAHO (C KeM?)

= yTBEpKIaeT (KT0?)

= BBOJMTCS B ICMCTBHE (K€M WA yeM?)

= MOJJIEKAT IEPECMOTPY (TIPU KAKUX
oOcTosTenscTBax?)

3anoaHUTE MPOIYCKH.

6. Pazpaborannas B opranuzanuu HCTPYKIHS MO JETONPOU3BOACTBY COACPIKUT
CIIEyIOIINE TEMATUUECKHUE Pa3eiibl:

- Opranuzanus 10KyMEeHT0000poTa

- Perucrpanus 1oKkymMeHTOB

- KoHTposnb 3a UcrIoNHEHNEM JOKYMEHTOB

- Homenkiatypa nen

- XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX IOJIpa3AeICHUsAX.

OTpakeH JId B MHCTPYKIIUU BECh MPOIECC pabOThI C JOKYMEHTaMU?
Ecnu Het, kakumu paznenamu Bei Obl JOMIOHUIN TAHHBINA JOKYMEHT.
OO0ocHyiiTe cBOE peleHHe.
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7. MHCTpYKIIUS TIO JEIOMPOU3BOJICTBY — 3TO 00S3aTENBHBIN TOKYMEHT ISl BCEX
pabOTHUKOB OPTaHU3AIMH I TOJIBKO JUIS €€ CIIyKObI IeJI0Iponu3BOICTBA?
Kto u kakum oOpazom onpenenser chepy pacnpocTpaHSHHs JaHHOTO JOKYMEHTa?

8. KoMmnaHnust uMeeT HECKOIBKO OTHEIECHUH, OTHO U3 KOTOPBIX PACIIONATraeTCsl B TOM XKe
3aHHUH, YTO U IIEHTPATIbHBIN o¢uc. [pyrue oTeneHus pacioiokKeHbl B pa3HbIX paiiloHax
ropoja.

Kak Oyzer oprann3zoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cliy4ae: OyJeT Ju
HEHTpaJIbHBINA 0(rc paboTaTh CO BCEMH TOKYMEHTAMU KOMITAHUH (OCYIIECTBIAThH
[IEHTPAJIN30BaHHbIN MTPHEM BCEX JOKYMEHTOB, UX PETHUCTPAIINIO, BECTH CIPABOYHYIO padoTy,
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB U T.JI.) WJIM TIepeiacT 3TH GpyHKIUH B oTenenusi? Ecnu
nepezaact, kakoa 0yzer posb cinyx0s1 IOV nenrpansHoro opuca? Kak Oymyt padorats ¢
JOKYMEHTaMH OT/EJICHUS, HAXOSIIEMCS B TOM e 3/IaHUH, YTO U LIEHTpaJIbHBIN opuc?

9. IlepBuuHast 06pabOTKa JOKYMEHTOB, HOCTYNUBIIMX B KOMIIAHHIO T10 ITOYTE, CBOJAUTCS
K cienytoniemMy. PaGoTHUKY, BHITOIHSIONIUE 3Ty ONEPAlNIO, BCKPHIBAIOT U TYT K€ YHUUTOKAIOT
KOHBEPTHI, MPOCTABIISIIOT HA BCEX IOKYMEHTAaX, B TOM 4HCe, ((UHAHCOBBIX, OYXTalITEepPCKUX U
T.I1., IITaMII O MOCTYIUICHUH JJOKYMEHTa B OPraHU3AIHIO U TIepeIaloT UX UHCIIEKTOPY IO
peructpanuu. MHCTIEeKTOp MpocMaTpUBaeT TOKYMEHTHI H (PUKCUPYET B PETUCTPAILIMOHHBIX
¢dbopmax, MOMUMO MPOYUX CBEACHUH, KOJIUYECTBO JUCTOB M HAIWYHE MPUIOKESHUN K
JOKyMEHTaM.

Omnpenenure, Kakue TpeOOBaHMA K MPOIECcCy MEPBHYHON 00paOOTKU TOKYMEHTOB B
JAHHOM CJIy4ae HapyLIaloTCs, M KaKHe HEraTUBHBIE MOCJIEACTBUS ATUX HAPYIICHUH JUIs
KOMITAaHUU MOTYT MPOSIBUTHCS BIIOCJICACTBUY .

10. IToMOLIHUK PYKOBOAUTENS, IPEABAPUTEIBHO IPOCMOTPEB JOKYMEHTALIHIO,
MIOCTYNMBIIYIO B OpraHU3alMIo, BCIO €€ NIepeAacT pyKOBOAUTENO. B anky ¢ J0KyMeHTaMu
BKJIQ/IBIBAETCS IMCbMEHHBIM KOMMEHTAapUI O COCTaBEe MOCTYIHUBIINX JOKYMEHTOB,
KOPPECIIOHIEHTAaX, aipecaTax v COAEPKALIUXCSA B KAKIOM JOKYMEHTE BOIIPOCaX.

B yem cocTouT Ha3HaYEHME ONEPALIUU «IIPEABAPUTEIBHOE PACCMOTPEHHUE IOKYMEHTOBY?
IIpaBuiIbHO JIN €r0 IOHUMAIOT B JJAHHOM OpraHu3aluu?

11. O61mas TexHonI0rusa paboThl ¢ JOKyMEHTaMH B OPTaHU3AIIUH COCTOUT U3 THIIOBBIX

omnepauumn:
. IIPUEM JIOKYMEHTOB;
. nepBUYHasg 00paboTKa JOKYMEHTOB;
.
. perucTparus;
. paccMOTpeHHe JOKYMEHTA PyKOBOAMUTENIEM U ONPEACTICHUE XapaKTepa peIeHus

BOIpoca (Pe30IoIus);

. MOCTaHOBKA JIOKyMEHTa Ha KOHTPOJIb;
. MOJrOTOBKA MPOEKTA IOKYMEHTA,
. o(opmieHHE U COTIacOBaHUE;

. YIOCTOBEPEHHUE;
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- OTIIpaBKa U3 OpraHU3alu,

I[OHOJ'IHI/ITG MNEpCUCHb HCAOCTAOIUMU OIICPpaAlIUAMUA

12. B COOTBETCTBUM € rOCYAapCTBEHHBIMU MEXOTPACIEBBIMU JOKYMEHTaMU B
MH(POPMALMOHHO-TIONCKOBYIO CUCTEMY 10 JoKymeHTam opranuzauuu (MUIIC) Bxonsr:
perucTparys, uHaeKcaus, GopMupoBaHue Jedl.

KaxkoBo Ha3zHauenue kaxaou cocrasistromeii UTIC? Uto mo3BoseT 00bEIUHUTE UX B
onHy cucreMmy? Kak OHM MOTYT HCIIOJIb30BaThCs MIPU MOUCKE JOKYMEHTHON HHpOpMaruu?

13. B peructparrioHHsie pOpPMbI BXOISAIIMX TOKYMEHTOB OpraHU3alusl BHECTA
CIICAYIOIINE TaHHBIE:

JlaTa NOJTYYeHUs, BXOIALINNA PeruCTPallMOHHbBIN HOMEpP, KOPPECTIOHIEHT, HOMEp U J1aTa
JOKYMEHTa, KPaTKOE COJIEpyKaHHUe, PE30JIIOLHUS PyKOBOAUTEIS OPraHNU3allui, PYKOBOIUTEIh
CTPYKTYPHOTO MOJIpa3/IeICHNUs, PE30JIIOLUS PyKOBOAUTEIS MOIPA3AEICHUS, UCTIOTHUTENb.

Omnpeznenute, COOTBETCTBYIOT JIM 3TU JaHHBIE PEKOMEH/IyEMOMY COCTaBy PEKBHU3UTOB
peructpanroHHoi Gpopmbl. iMeeT 1 ciyx0a 1e10mpon3BOICTBA IPABO BKIIOYAThH B
perucTpanoHHble POPMBI PEKBU3UTHI IO CBOEMY YCMOTPEHUIO?

14. Cuctema peructpaiuu B OpraHu3aIllii IMeeT CMEIIaHHYI0 (hopMy, IIPU KOTOPOH
4acTb JOKYMEHTOB (IIOCTYMNAOLME HAa UMsI PYKOBOJUTENS, IPUKA3bl U Ap.) PETUCTPUPYIOTCS B
CITy>k0e JIeoNpPOU3BOCTBA, a OCTAIBHbIE — B CTPYKTYPHBIX MOPA3/ICICHUSX.

B ciyxx6e nenonpons3BoAcTBa BceM 0€3 UCKITIOUEHHs JOKYMEHTaM pUCBAauBaeTCs
MHJIEKC, COCTOSIIIMN U3 IIOPSAIKOBOIO HOMEpa JOKYMEHTa B COOTBETCTBYIOIIEH IPYIIIIE
(Hanmpumep, BXOALINX JOKYMEHTOB) U JIUTepsl «P», 03Hauarolel «pyKkoBOACTBOY», Harpumep, P
45. B cTpyKTypHBIX HOJIpa3eIeHUsIX PErUCTPALIMOHHBIA HHIEKC COCTOUT U3 UHACKCA
CTPYKTYPHOTO IoJipa3/ieieHus (110 BHYTPEHHEMY KIacCU(PHUKATOPY CTPYKTYPHBIX
NOZIpa3/ieJIEHNI) U OPAIKOBOTO HOMEpa, Hanpumep, 3-25 win 4-12 u 1.1

YeM Takol MOPSIIOK MHACKCUPOBAHUS HE COOTBETCTBYET YCTAaHOBICHHBIM TpeOOBaHUAM?
Pemenune kakux HHPOPMALMOHHO-TTOMCKOBBIX 33/1a4 YCIOKHSIOT TaKUe UHIIEKCHI?

15. [lena B opranu3zanuu GOpMHUPYIOTCS ¥ XPAHATCS CIEIyIOIUM 00pa3oMm:
CHEIMATHNCTHI OTJEIIOB 3aBOJIAT MANKH, B KOTOPBIE BKJIAIbIBAIOT JOKYMEHTHI,
KacaloIInecs pelIeHus OTACIbHBIX BOpocoB. Ha o6ioxkax momemarorcst paMuiny u
VMHUIIMAIBI HCTIOMHUTENCH U YKa3aHWEe Ha KOHKPETHOE HalpaBJIEHUE €ro JeATeIbHOCTH,
Hanpumep:
A.C. TepentnbeB
H3rorosieHne H YCTAHOBKA CBETOBO PeKIaMbl

B TeueHune rosa B TakoM IAIKe HAKAIJIMBAIOTCS PA3JIMYHbIE JOKYMEHTBI, C KOTOPBIMU
NPUXOIUTCS paboTaTh CHEIMAIKNCTY B paMKax JaHHOU mpoOieMbl. B yncie nokymMeHToB
BCTPEYAIOTCA MUCbMa-IPEJI0KEHUs], INCbMA-0TBETHI Ha IIPEIIIOKEHMS, IMCbMa-pEeKIaMaliiy,
JIOTOBOPHI U TIPUIJIOXKEHUS K IOTOBOPAM, aKThl, IPOTOKOJBI U Ap. Ecian cnenuanuct pabotaer He
C OJIHOM OpraHu3aLMel, TO BHYTPHU AKX OH IIOMEILIAET KAPTOHHBIC PA3JEIUTENIH C YKa3aHUEM
KOHKPETHBIX OpraHu3alui-KOHTpareHToB. Korjga 10KyMeHTOB CTAaHOBUTCS CIMILIKOM MHOTO,
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3aBOJIAT BTOPYIO (TPETHIO U T.[I.) MANKY C TAKOH K€ HAIHICHIO U YKa3aHHUEM, YTO 3TO BTOPOE
(TpeTbe U T.A.) AETO0:

A.C.TepentbeB
H3roroB/ieHNe M yCTAHOBKA CBETOBOM peKJamMbl. Ne 2

B koHIIe roa manku nmomemaroTcs B mkad, B OTAEICHUS, TIe XPAHSITCS TOKYMEHTBI
OTIpEICTICHHBIX CIICIIHATNCTOB.

Takoil mopsiIoK XpaHEeHUsS TOKYMEHTOB OOBSCHSIOT TEM, YTO UIMEHHO TaK CIICIUATHCTaM
yI0OHO paboTaTh C JOKYMEHTAMH B TEUCHHE JEIONPOU3BOICTBEHHOTO TO/Ia, UCKATh JJOKYMEHTHI
MocJie OKOHYaHUS pabOThI ¢ HUMU M 00€CTIEYUBATh MX COXPAHHOCTH, TaK KaK Ka)IbIi
CHEIMAJIUCT 3HACT CBOM BOMPOC U, 3HAYUT, CBOU JIOKYMEHTHI.

Cornacusl 11 Bel ¢ Takum o0bsicHerreM? KTo B TakoM citydae OyJeT HecTu
OTBETCTBEHHOCTH 32 00ECIIeUeHUE COXPAaHHOCTH JOKYMEHTOB? OOOCHYHTE CBOI OTBET.

16. B Teuenue roga y opraHu3aluy NOSIBUINCH HOBbIE HAIIPABJIECHUS AE€ATEIbHOCTU U
HOBbIE napTHepbl. HoBast pabota O6buta mopydeHa AByM otaenaM. Kak ciencTsue, mosBUIINCH
3HAYUTEIBHOE KOJIMYECTBO HOBBIX JIOKYMEHTOB, KOTOPBIE HE OBLIH MPEyCMOTPEHBI
JNENCTBYIOIIMMH HOMEHKIIATYPaMu J€JI JaHHBIX OTEIIOB.

PykoBoauTenb opraHnu3aiiyi CBOMM IIPUKAa30M 00s513a1 BHECTH U3MEHEHHS B
HOMEHKJIaTypy Aeil. B pe3ynbrare 3TO CBEJIOCH K COCTABICHUIO B CEPEIUHE I'0J1a HOBBIX
HOMEHKJIATyp JIeJ1 ABYX OTAEI0B. PyKOBOAMUTENb OPraHU3aluy UX YTBEPAUIL.

[Touemy Takue AeicTBUS HE MOTYT OBITh IPU3HAHKI TpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO ¥ 0()OPMIICHUIO HOMEHKJIATYPHI /1€ ObIIIH HAapyIIEHbI?

17. [locne ommuOOYHOr0 YHUUTOKEHHS Psijia BXKHBIX JIOKYMEHTOB B KOMITAHUU OBLIIO
NPUHATO PEUIeHNE O CO31aHuM dKcnepTHON Komuccun (JK) u pazpaboTke BHYTPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOIIUX €€ JESITEIBHOCTD.

B neiicTByromne KOPIOpaTUBHBIE TIOKYMEHTHI, PErJIAMEHTUPYIOLIUE IEATENBHOCTh
CITy>KOBI I€TOMPON3BOJICTBA U TIOPSIOK PaOOTHI C IOKYMEHTaMH KOMITAHUU OBbLITH T00ABJICHBI
COOTBETCTBYIOIIME Pa3/ieiibl, B KOTOPBIX OBLIHM OMpEAEICHbI CTaTyC, COCTaB, MpaBa, 00A3aHHOCTH
OK 1 nopsA10k NpoBeAEHUSI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢ynkumu OK ObU10 BKITIOUEHO ClEyIolee:

- IpOBEpPKa MPABUIBLHOCTH OPOPMIICHHS JOKYMEHTOB;

- Y4€T JOKYMEHTOB;

- OIPEJIEIICHN YCIOBUM XpaHEHUsI IOKyMEHTOB;

- IpOBepKa KayecTBa (POPMUPOBAHHUS JET;

- Y4€T JAeJl C IJIUTEIbHBIMA CPOKaMH XPAHEHHUS;

- OTOOp J1eN Ha XpaHEHHE U YHUUTOXKEHHE;

- OIPEJIEIIEHNE CPOKOB XPAHEHUS IOKYMEHTOB;

- OIPEJEIIEHNE TIOJTHOTHI COXPAHHOCTH JOKYMEHTOB KOMITAHHUH.

Kakue Hapymenus 0but gonyieHsl npu co3ganuu JK ?

Kakwue, Ha Barm B3I/, yHKIIMH HE COOTBETCTBYIOT Ha3HaueHUI0 DK u He BXOIAT B
MOHSITHE «3KCIEPTU3A IEHHOCTU JOKYMEHTOB»?
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18. HacTb BXOAAIIMX U UCXOAAIINX JTOKYMEHTOB OpraHU3aliy NIPEACTABIEHA B
a51eKTpoHHOH popme. [Ipu moAroToBke A€ K nepegade B apXuB BCTAJ BOIIPOC, B KAKOM BUE UX
HY>KHO C/1aBaTh: B BHJIE IMCKOB MJIM MEPEBEICHHBIX HA OYMa)XHYIO0 OCHOBY TPaJUIIMOHHBIX
JOKYMEHTOB.

CTOpOHHUKH TIepeBOJIa IOKYMEHTOB B TPAJAULIMOHHYIO OyMaXXHYIO (hopMy
MOTHBUPOBAJIN CBOIO TOUKY 3PEHHS T€M, YTO HE U3BECTHO, 0 KaKoi (hopMe 10IKHA OBITH
COCTABJICHA OIUCH HA JIEKTPOHHBIC JOKYMEHTBI, U KaK OIPEIEIUTh CPOK UX XPAHCHHUS.

Kak 651 Bl moctynuinm B JanHoM cirydae? MO>KHO JIH ONPEAeTUTh CPOKU XPaHEHUS
TaKUX JJOKYMEHTOB M (hOpMY OMHCH, IO KOTOPOW OHU MOTYT OBITh MIEpEIaHbl B apXHB?

IIpumep BapuaHTa TeCTOB AJIs KOHTPOJIbHOI padoThl
Bapmuanr 1

1. [TpaBumna nenonpou3BOJCTBa B eiepabHbIX OpraHax UCIIOJIHUTEbHON BIACTU U
Mertoanyeckie peKOMEHIAIMM 10 pa3paboTKe MHCTPYKUUH IO JENONpPOU3BOJACTBY B
(benepanbHBIX OpraHax UCHOIHUTEIBHOM BIACTH OBbUIHM NPUHSTHI B roay.

Kakue wu3 MNEPCUUCIICHHBIX BOIIPOCOB MGTOI[I/I‘ICCKI/IG pPEeKkoOMCHAAINN PCKOMCHIAYIOT
BKJIFOYUTH B HHCTPYKIUIO IO ACIOIIPOU3BOACTBY:

J IpaBUjIa COCTABJICHUS U 0(OPMIICHUS IOKYMEHTOB

J IpaBUjIa OPraHU3alUH TOKYMEHTO000poTa

J NpaBUJIa PETUCTPAIIMU U KOHTPOJIS

. NpaBUjIa XpaHEHUS JOKYMEHTOB

o npaBuia 00pabOTKH HIEKTPOHHBIX JOKYMEHTOB

o npaBuia nepegadn GaKCUMHUIbHBIX COOOIICHUM

J IpaBUjIa XpaHEHUS AJIEKTPOHHBIX JJOKYMEHTOB

1. OTMeThTe B CITUCKE TUIIOBBIC HAa3BaHUS CITYKO JICIIOMPOU3BO/ICTBA:
o Otnen nenonpou3BoJICTBA

J Otnen 1OKyMeHTO000poTa

e VYnpasnenue nenamu

° Kannenspus

J OOuwmii otaen

o Perucrparypa

o Cekperapuar

J OTnen KaapoB U AETONPOU3BOICTBA

2. OTMeThTe B CIIMCKE CTPYKTYpHOE MOJpa3/eieHue, KOTopoe pazpabaThiBaeT

NHCTpyKIHIO 110 IEI0NPOU3BOJCTBY, U JOJKHOCTHOE JIULIO, KOTOPOE YTBEPKAAET 3TOT JOKYMEHT

e Cayx06a IOY
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e [Opunnueckas cmyx0a opraHu3anuu
e Kanposas cnyx6a opranuzanuu
e Ortaen Tpyda U 3apIuiaThl
e PykoBoaMTENb OpraHu3aIuu
e PyKkoBOAMTEIb KOJUIETHUAIBHOTO OpraHa
C Kakou JIaThl Ha4YMHaeT JIIEUCTBOBATD
105 (613907 N1 14 £ S

4. [TponymepyiiTe MpaBUIBHYIO MOCIEI0BATEILHOCTD ACIOMPON3BOICTBEHHBIX OIEpAIIHiA
IO MOATOTOBKE M 00pabOTKE UCXOISAIINX JOKYMEHTOB:

. pa3paboTKa MPOEKTa JOKYMEHTA

o odopmiieHue aapecara

. 3aroj0BOK K TEKCTY

J OTIIpaBKa

o odopmIIeHHE TTPUITOKEHUS

o MMPOCTABJIICHUC OTMCTKHU 06 HUCITOJIHUTEIIC
o BHU3BI COIJIaCOBaHUA

o IIoAIMMCaHuEC

o perucrpauus

5. Perucrpauuu nojajexar:

o BCE IIOCTYIUBIINE U OTIPABIISEMbIEC JOKYMEHTBI

o TOJIbKO BHYTPEHHUE JTOKYMEHTHI

o TOJIBKO OIIEPAaTUBHBIC U CPOYHBIE TOKYMEHTHI

o TOJIBKO JTOKYMEHTBI, [IOCTYIIUBILINE U3 BBIIIECTOSIIMX OpraHu3aui u

OTIIPABJIACMBIC UM
L4 AOKYMCHTEI, TpGGYIOH_II/Ie yuceTa, UCIIOJIHCHHUA U UCTIOJIb30BAHUA B CIIPABOYHBIX
JE(S21520,€

KOHTpOJ’[LHLIe BOIIPOCBI K 3aJaHUuA AJIsA HpOMe)l(yTOqHOﬁ aTTeCTAallMl II0 MUTOramM
OCBOCHHUSA JHCHUIIVIMHBI:

1. OcobOeHHOCTH CUCTEMBI ACTOMPON3BOICTBA B IEHTPAIBHBIX YUpeKAeHHsIX Poccun
XVI-XVI., XVIII, XIX BB.. HanpaBneHust 1 ciocoObl pariioHaIN3aIiH 1eI0MPOU3BOICTBA B
yupexaenusax Poccun XIX - Hau. XX B.

2. HampaBieHus morcka paruoHaIbHBIX ()OPM OpPraHHU3AINH JEIOMPOU3BOJICTBA B
1920-e romsl

3. Ponp Hapkomata pabode-KpecThSHCKON HHCTICKITNH B CO3JaHUN CHCTEMBI
COBETCKOI'0 JEJI0NPOU3BO/CTBA.

4. Haubosnee 3Haunmbie pa3paboTKH akKIIMOHEPHOTO ob1ecTBa «Oprerpoii»,
WNHucTuTyTa TEXHUKH ynpasiaeHus B 1920-e roasl.
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5. Xapakrepuctuka 1 3HaueHue « OOIIMX MpaBUII JOKYMEHTAINH U
nokymeHToobopora» (1931 r.)

6. IIporpaMMbl COBEpIIEHCTBOBaHMS 1€JI0NPOU3BOJICTBA, IPUHATHIE HA
MeXoTpaciieBbIX coBemanusax 1941, 1960 rr.

7. HampaBneHusI TEOPETUYECKUX M MPUKIIAJHBIX HCCIETOBAaHUN B 00JIACTH
COBEPILEHCTBOBaHUS Aesnonpon3BoAcTBa B 1970-1980-¢ rossl.

8. T'ocymapctBeHHOE peryiaupoBaHue aenonpousBoactsa B 1990-e — 2000-e rosl

9. HopMaTHBHO-METOINYECKUE JOKYMEHTBI MEXOTPACIEBOT0 IEHCTBUS, KOTOPBIE
OIPEJIENIAI0T COBPEMEHHYIO OpPraHU3alnio padoThl ¢ JOKyMEHTaMH (HAaMMEHOBAaHUE IOKYMEHTA,
rOJl €ro pa3paboTKH, KpaTKasi XapaKTEpUCTHKA)

10. Opranuzanus cinyx06s61 JJOY. OcHOBHas 11e71b, 3a1a4 1 (QYHKIIUU CITyKOBI, ee
JOJKHOCTHOM U YMCJICHHBIM COCTaB.

11. TunoBble BUIBI U CTPYKTYpHI ciyx0 JJOVY.

12. JIokanpHbIE aKThI, pETJIAMEHTUPYIOIINE OPraHU3aLUI0 J1EJI0NPOU3BOICTBA.
Haznauenue, coctaB nH(pOpMaIum, MOPSA0K pa3pabOTKH U yTBEPKICHHUS.

13. MucTpyKuus 1o aenonpou3BoAcTBy. HazHaueHue, cTpykTypa TEKCTa, MOpsAI0K
MIOJATOTOBKH.

14. TloHsATHE «TOKYMEHTOOOOPOT», IPUHIIMIIBI €r0 OPraHU3alNU. XapaKTePHUCTHKH
JTOKyMEHT0000poTa

15. Oransl fokymeHToo0opoTa. Onepanuu, KOTOPbIE BHITOIHIIOTCS MPU padoTe ¢
BXOJSALIMMH TIOKyMEHTAMH

16. Dransl tokymeHToo00poTa. Onepannu, KOTOPbIE BHITOIHIIOTCS MPU padoTe ¢
UCXOAIIUMHU JOKYMEHTaMU

17. Dranbl TOKyMEeHTOO0O0pOTA. ONepaIiy, KOTOPbIEC BBIMOIHAIOTCS C BHYTPEHHUMU
JTOKyMEHTaMHU

18. Peructpanus 10KyMEHTOB, €€ Ha3HaueHue. [IpaBuna perucrpanuu JOKyMEHTOB.
XapaKkTepucTUKa COBPEMEHHBIX PETUCTPAIIMOHHBIX (hOpM, COCTaB HHPOPMALIUU U MOPSAOK UX
3aI0JIHEHUS.

19. IlonsiTHs «peructpanus J0OKYMEHTOB), «UHIEKCUPOBAHNE JOKYMEHTOBY.
3Ha4yeHue 1 rnpasuia GOpMUPOBAHUS UHIICKCOB

20. 3HaueHue KOHTPOJSA 3a CPOKaMH MCIIOJIHEHHs JOKYMEHTOB B ammnapare
ynpasieHus. TpeOGoBaHMs K OpraHU3aliy KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB B
JIEJIONPOU3BOACTBE. 3a/1a4yll KOHTPOJIBHOU JEATEIBHOCTH.

21. Cpoxu UCTIOJIHEHUS JOKYMEHTOB. TE€XHOJIOTUs KOHTPOJIS 32 CPOKAMH UCIIOJIHEHUS
JOKYMEHTOB.

22. 3akoHOJaTeNbHAs PETJIAMEHTAIUS U METOANYECKOe 00ECTICUeHNEe OPTaHU3aIiH
XpaHEeHUs NOKYMEHTOB B Poccuiickont denepannu.

23. Opranuzanys TEKYIIEro XpaHEeHUs1 JOKYMEHTOB B JIEJIONPOU3BO/ICTBE
OpraHu3aIH U 00ecTeYeHne UX COXPAaHHOCTH
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24. HomeHknatypa 1iell, €€ Ha3HaueHHUE B JIEJI0NPOU3BOACTBE. Buabl HOMEHKIATYp
nen, ux ocodeHnoctu. TpeOoBaHus K HOMEHKJIAType e, UX 3aKPEIUICHHE B HOpPMaTHBHO-
METOJINYECKUX JOKYMEHTaX MEKOTPACJIE€BOr0 ACHCTBHUS.

25. Meronuka cocTaBlIeHUs] HOMEHKIATYphI 1e. [lopsinok odopmienus,
COIJIaCOBAHUS U YTBEPKICHUS HOMEHKIIATYPBI €.

26. [IpaBuia hopMupoBaHws B JIea JOKYMEHTOB Pa3InIHBIX BUIOB. [[pUHITUTIEI
CUCTEMaTU3alUU JOKYMEHTOB BHYTPH JIE]L.

27.Ilonsatue ‘‘FKxcnepTu3a ILEHHOCTH NOKyMeHTOB”. HopmaTtuBHO-mMeTOOMUYECKHE
U TEOPETHUUECKHUE OCHOBBI IPOBEIECHUS IKCIIEPTU3bL. [IpUHIMIIBI U KPUTEPUHN IKCIIEPTU3BI
LIEHHOCTU JOKYMEHTOB.

28. Opranuzanus paOOTHI IO MPOBEACHHUIO SKCTIEPTU3bI IEHHOCTH JTIOKYMEHTOB.
JIOKyMEHTUpOBaHUE AEITETLHOCTH IKCIIEPTHON KOMHCCHUU U 0(DOpPMIIEHUE €€ PE3YIbTAaTOB.

29. Haznauenue onucu nen. Bunbl onuceii. [IpaBuiia cocraBneHus u oopMieHIe
ONUCH JIE]I CTPYKTYPHOTO MTOAPa3ICICHHUS.

30. Onepanuu 1o MOAroTOBKE JOKYMEHTOB K IIEpejaue B apXUB OpraHU3aluu.

31. OcHoBHble TpeOoBaHUS K OPOPMIICHHIO JIeJT TIPU UX ITOATOTOBKE JUISl Iepeadu B
apXxuB opraHu3anuu. YacTUUHOE U MOJHOE 0POpPMIICHHE.

6 YdyeOHO-MeTOAMUYECKOEe M HHPOPMALIMOHHOE O0ecTieuyeHre TN CIUTIIUHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI
Hctounuku

®enepanbHbiii 3akoH 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM pene B Poccuiickoit
®eneparmn». URL: https://base.garant.ru/12137300/.(nata obpamenus - 20.03.2024).

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHui
rpaxman Poccuiickori denepanum» URL: https://base.garant.ru/12146661/.(nata oOpameHus -
20.03.2024).

[Tocranosnenue IIpaButensctBa PO ot 24.07.2021 Ne 1264 “O06 yrtBepxaenuu [IpaBun
oOMeHa JOKyMEHTaMH B JJIGKTPOHHOM BHUJE TMpHU OpraHu3alud  HH(OPMAIIMOHHOTO
B3aumopeiicteus”’  URL: http://www.consultant.ru/document/cons_doc LAW 391793/ (nmara
obpamenus - 20.03.2023).

[IpaBuna [enoONpoM3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasieHus, yTB. Ilpukaszom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamenus - 20.03.2024).

Mertoandeckre peKOMEHAAUU MO pa3paboTKe MHCTPYKIMHA IO JEJIONMPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, opraHax MeCTHOTO caMoympasieHus, yTB. [Ipukazom Pocapxusa ot

24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW 373895/.
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[TpuMepHas HHCTPYKIMSA 110 AETIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMIX, YTB.
ITpukazom Pocapxusa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_ 305137/.(nata o6pamenus - 20.03.2024).

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJApTOB MO HHGpOpMaIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anoHHO-
pacriopsauTenabHas — JOKyMeHTanus. TpeboBaHuss K O(QOPMICHHMIO JOKYMEHTOB URL:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.(nata oopamenus - 20.03.2024).

I'OCT P UCO 15489-1-2019 HanumonanwsHblli cTanmapt Poccuiickoit ®eneparuu.
Cuctema cTannapToB 1o UH(popMaIK, OMOIMOTEUHOMY M H3/aTesbckoMy neny. Mudopman3us
U JOKyMeHTauus. Ymnpamienue nokymeHtamu. Yactp 1. [lonstus u mpuHmmnel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE €70. TepMHUHBI U ONpPEAEICHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/.(mzatra  oOpameHust -
20.03.2024).

[Tpukaz Muntpyga Poccum ot 15.06.2020 Ne 333n  «OO0  yTBepKIeHUHU
npodeCCHOHATBHOTO cTaHAapTa “CHenuaiucT Mo OpraHU3alMOHHOMY M JIOKYMEHTAIlHOHHOMY
o0ecreYeHnIo yIIpaBICHUSA OpraHu3aLuein”’». URL:
http://www.consultant.ru/document/cons_doc LAW_357714/. (nata obpamenus - 20.03.2024).

IIpukas MuHucrepcTBa Tpyna M couManbHOM 3amuThl Poccuiickon denepanuu ot
27.04.2023 Ne 421n. «O0 yTBepx)aeHUU NpodeccHoHaNbHOTO crangapTa CHenuanuct Mo
yIpaBiIeHUI0 JoKyMmMeHTamu opranuzauum». URL: https://docs.cntd.ru/document/1301709281
(mata obpamenus - 20.03.2023).

[Tpuka3 PocapxuBa ot 31.07.2023 Ne 77 “O06 yrtBepxkaenuu IlpaBun opraHuzanuu
XpaHEeHHsl, KOMIUIEKTOBaHMSA, YydeTa U HCIOJb30BaHUA JOKYMEHTOB ApXHUBHOTO (oHaa
Poccuiickoit @enepanny U Ipyrux apXUuBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOro camoymnpasieHusi u opranmzauusx” URL: https://base.garant.ru/407619908/ (nara

obpamenus - 20.03.2024).

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkiaeHun IlepedHs THUIOBBIX
YIPaBJIEHYECKUX apXUBHBIX JOKYMEHTOB, 0O0pa3ylomuxcs B Ipolecce IesTeIbHOCTH
rOCYJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOT'O CaMOYIPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
cpokoB ux xpaneHus" URL: http://www.consultant.ru/document/cons doc LAW 345020/ (nata
obpamenus - 20.03.2024).

[Tpuka3 Pocapxusa ot 11.04.2018 N 43 "O0 yTBepXIeHUM MPUMEPHOTO MOJOKEHUS 00

3KCIIEPTHOM KOMHCCHHU opraHuzanuun”
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http://www.consultant.ru/document/cons_doc LAW 300357/ URL: (mara oOpamenus -
20.03.2024).

Jlutreparypa

beikoBa, T. A. JlokyMeHTallmOHHOE OOECTeUeHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :
yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6m. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenus: 20.03.2024). — Pexxum nocrymna:
T10 TIOJIIIHCKE.

JenonpousBoactBo: Yueonuk /beikoa T.A., Bsimosa JI.M., Kykapuna FO.M., Cankuna
JL.B.; mog o6mr. pex. gout. T.A. BeikoBoii. - 5-¢ u3a., nepepad. u gorm. - M.: Madpa — M. 2023. 403
c. + [lon. Matepuansl [ DneKTpoHHBIHN pecypc].

bobbuieBa M.I1. YnpaBineHueckuil JOKyMEHTOOOOPOT: OT OYMaKHOTO K 3JIEKTPOHHOMY.
Bomnpocsl Teopun u npakTHKH. — 3-¢ u3., nepepad. u gorn. — M.: OO0 « TEPMUKA.PY», 2023.

— 426 c. Pexxum poctyma:https://edou.olimpoks.ru/books/administrative_document flow.pdf

6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH

«AHuTepHeT»
- T'apanT [OnexktponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2024. — Pexum nocryna:

http://www.garant.ru.
- Koncynprant Ilntoc [DnexkTpoHHBI pecypce]. — DneKkTpoH. aaH. — M., cop. 2024. — Pexum

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

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 0a3am qaHHbIX: https://liber.rsuh.ru/ru/bases
WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1. Koncynsrant Ilntoc
2. Tapanr

7 MaTepHaJILHO-TeXHI/I‘IeCKoe o0ecmeueHue ANCIHHUIIINHBI
Ayautopuu JUIsl IpOBEAEHMS JIEKIIMM M CEMMHAPCKUX 3aHATUHN C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TIPOEKTOP (BUIACONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),

KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO
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Nent Haumenosanue [10 IIpousBoaurens Croco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpaunsemoe)
1. Adobe Master Collection CS4 Adobe JILIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInuensuonHoe
8. Zoom Zoom JIMLIEH3UOHHOE

2. Ilepeyens Bl m HCC

Nenn HaunmenoBaunue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HauoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonansHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmeCTBEHHBIM U TYMAaHUTAPHBIM HayKaM
DnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l'apanT

8 Oobecneuenne 00pa3oBaTeILHOIO MpoUECCa AJIA JUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B xoze peanuzanyy IUCHMILIMHBI UCIIOJIB3YIOTCS CIEAYIOIINE JOIOJHUTEIbHBIC
METOJbl O00Y4YEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUYHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT WX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® JJId CJICIIBIX U Cﬂa6OBI/II[5HJ_[I/IXZ

- JICKIUH O(I)OpMJISHOTCH B BHIAC OJJICKTPOHHOI'O IOOKYMCHTA, AOCTYIHOI'0 C IIOMOLIBIO
KOMIIBIOTCPA CO CIICHUAIIN3NUPOBAHHBIM IIPOTrPaMMHBIM 066CH€‘-I€HI/IGM;

- TIHMCBMCHHBLIC 3aJaHWs BBIIOJIHAOTCA Ha KOMIIBIOTEPE CO CHCHHUAIM3UPOBAHHBIM
nporpaMMHbIM OGCCHe‘IeHI/IeM, HJIK MOT'YT OBITH 3aMEHEHBI YCTHBIM OTBCTOM;
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- obecnieunBaeTCs MHANBUIYaIbHOE paBHOMEPHOE ocBeleHne He MeHee 300 Jokc;

- JUIsL BBINIOJHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)KE€ HCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHSAIOTCS B MUCbMEHHOH (opme Ha
KOMIIBIOTEpE.

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEJOCTaBIISAETCS
3BYKOYCHJIMBAIOLIAs animapaTypa WHAWBUIYATBHOTO MOJIb30BaHMS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCHMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOISATCS B MMUCbMEHHOM (hopMe Ha KOMITbIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHUPOBAHUSI.

® ISl JIUI] C HAPYIIEHUSIMH OTIOPHO-BUTATEIILHOTO amnrapara:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CIEIHMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- THCHMEHHBIC 3aJlaHMsl BBINOJHAIOTCS Ha KOMIBIOTEpE CO  CIEHUATU3UPOBAHHBIM
MIPOrPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOTHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEpE.

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTauumu Uil OOydaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBHIYAJIbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMsI MOXKET ITPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Ipu npoBeneHNH MpoLEaYpHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IpeaycMaTpuBaeTCs
UCTIOJNIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSAMH 00yYarOMUXCs. DTU CPEICTBA MOTYT OBITh ITPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPENICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YEHHsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH()OPMAIMOHHBIM U OnOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT U Kaxkaoro oOydaromerocss B (opMmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALTUH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIbHOTO arapara:
- B IeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

VY4ueOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAyYHAs
O6ubIMOTEKa U MHBIE MOMEIICHUS sl 0Oy4eHUs OCHAIICHBI CIEeUATbHBIM 00OPYJOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CIAaOOBUAAIINX:

- YCTpOMCTBOM U1l cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpunTepoM bpaitis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:
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- ABTOMATH3WPOBAaHHBIM pa0OYUM MECTOM /i JIOJAEH C HapylieHHeM ciyXa |
¢71a00CIIBIIIAIINX;
- aKyCTUYECKHUI YCUIIUTEIh U KOJIOHKH,
e ISl OOYYAIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO ariapaTra:
- IEPEIBIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOW CO CIIEeUATBHBIM IPOTPAMMHBIM 00€CIICYCHUEM.

9 MeTtoanueckne MaTepuaJibl

9.1 Ilinanbl Ja0OPaTOPHBIX 3AHATHH.

IInanbl nadopaTopHbIX 3aHATHH. MeToauyecKue yKa3aHHsl 110 OPraHU3alluM M
NPOBEICHUI0

Br16op Tem nabopaTOpHBIX 3aHATHI 00YCIIOBJIEH OOIIMM COJIEpKAaHUEM Kypca U HalleJIeH
Ha yriyOJIeHHOE U3yUYEHHE €ro OT/ACIbHBIX Pa3JIeNoB.

[Tnan naGopaTOpHBIX 3aHATHH BKJIIOYaeT jABa paszzaena: "OpraHuzalys U TEXHOJIOTHUS
JIEJIONPOU3BOJICTBA B YUPEKACHUIX JOPEBOTOLMOHHON Poccun" u "Opranuzanusi U TEXHOJIOTHUs
COBPEMEHHOT0 JIEIONPOU3BOICTBA".

[lenp 11aGOpaTOpPHBIX 3aHATHH - 3aKpeIUIeHHE CTYJICHTaMH TEOPETHYECKHX 3HAHUN
JIKIIMOHHOTO Kypca M ()OpMUpPOBaHHME MPAKTUYECKHX HABBIKOB OPTraHU3AIMH COBPEMEHHOM
CITy>KOBI JI€JIONPOM3BOJICTBA, NMPUEMOB U METOJOB TEXHOJOTMH pabOThl C JOKYMEHTaMU B
yIpaBIECHYECKOM anmnapare.

B pesynbrarte BHIIOIHEHUS JIAOOPATOPHBIX 3aHATUIN CTYIEHTHI JOJIKHBI

3HATh:

o XapaKkTepHble 0COOCHHOCTH OpraHU3aluu pabOoThl C JOKYMEHTAMHU B YUPEXKICHHIX
Poccuu B pazinnuHble HCTOPUUECKHE IEPUO]IbI, B3AUMOCBS3b 3THX IIPOLIECCOB C TOCYIaPCTBEHHBIM
anmnapaToM yIpaBJICHUS;

° COBpEMEHHBIC TPEOOBAHUS K IOKyMEHTAIMOHHOMY OOECIEYCHHIO yIPABICHUS B
YUpEXKICHUAX U opranuzauusax Poccuiickon @enepannu;

° MPUHIIAITEI OPTaHU3alNUN JOKYMEHTAI[MOHHOTO 00EeCTICUeHUs YIIPaBICHHUS,

YMETh:

° OpPraHHU30BBIBATH CIIYKOBI TOKyMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABIICHUS;

° pa3pabarbiBaTh JIOKaJbHBIE HOPMATHUBHBIE AKThI U HOPMATHUBHO-METOIUYECKUE

JOKYMEHTHI (TIOJIOKESHHSI, HHCTPYKIIMH M T.1I.) TIO BEICHUIO JTOKYMEHTAIIMOHHOTO O0eCTieueHus

YIIPABJICHUS
o BBINOJIHATH KJIIOUEBBIE TEXHOJIOTMYECKHE ONepaluu B paboTe ¢ JOKyMEHTaMH;
BIIAJICTh:
o MpaBUJIAMU OPTaHU3AIUH BCEX ITAIOB PaOOTHI C TOKYMEHTAMU;
o METOZaMH MPOBEJCHUS aHAIN3a OpPraHU3aluy JOKYMEHTAMOHHOTO 00ecTIeYeHus
YIIPABJICHUS;

L4 MCTOAAaMHU OINITUMU3ANUN JOKYMCHTAIIMOHHBIX IIPOLICCCOB.
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[ToarotoBka K J1a0OpaTOpHBIM 3aHATHSAM OCHOBaHAa Ha CaMOCTOATENBHOM pabore
CTYJEHTOB I10 U3Y4YEHHUIO JIEKIIMOHHOT'O Kypca, ICTOYHUKOB U JINTEPATYypbl, PEKOMEHJOBaHHBIX K
Ka)KJJOMY 3aHSTHIO.

PA3JIEJI 1. OPTAHMU3ALMS JEJIOITPOU3BOJICTBA B YUPEXKJIEHUAX
JTOPEBOJIIOIIMOHHOM POCCHUN

1.1.  [lenomnpousBonacTBo B yupexacHusax Pycckoro rocynapcrsa XVI-XVII Bs.
1.2.  Henonpou3BoactBo B yupexaeHusx Poccun XVIII B.
1.3.  JlenonpousBonactso B yupexacHuax XIX - naud. XX B.

PA3JIEJ 2. OPTAHM3AIIA COBPEMEHHOI'O
JAEJOITPON3BOJICTBA

2.1.  Opranuzanus ciyX0bl AEIOMPOU3BOICTBA

2.2. Oprasuzaius JOKyMEeHTO0o00poTa

2.3. Perucrpanus 10KyMEHTOB.

2.4. HowmeHxiarypa aen

2.5. [loaroToBka JOKYMEHTOB K IMOCJIEAYIOUIEMY XPaHEHUIO M UCIOJIb30BAHUIO
2.6. CocraBiieHNE UHCTPYKIUH 110 ACIONPOU3BOACTBY

PA3JIEJI 1. OPTAHU3AIIMS JIEJTOITPOU3BO/JCTBA B YUPEKJIEHUSI
JTOPEBOJIFOIIMOHHOM POCCUH

Tema 1.1. JlesionpousBoacTBo B yupexaenusx Pycckoro rocynapersa XVI-XVII BB.
—4 yaca.

3AJIAHIA
1. U3yuuts Cynebuuk 1550 r. u CoGopHoe ynoxenue 1649 r. [1o 3TuM akTaMm BBISIBUTH:

* CTPYKTYpPY OpraHOB IrOCyAapCTBEHHOTO YIPABICHUS;
* COCTaB M JIOJDKHOCTHBIE 00sI3aHHOCTH "CITYKUJIBIX JTIOei".
* HaMpaBJICHUS PETJIaMEHTANH PAabOTHI C JOKYMEHTAMH.

2. I/I3y‘-II/ITI> CXEMY OpraHu3any UCIIOJIHCHUA NOKYMCHTOB B IIPUKA3HOM
ACJIOMPOU3BOACTBC.

3. IIpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC TIOKYMEHTOB (Ha pUMEpE Jel1a Mo
yeno6utHoit SIkosa llletunosa B [loMecTHOM npuKase) U ySICHUTH MOPAI0K (YOPMUPOBAHHS
nena.

VYKA3AHUA 10 BBITTOJIHEHWIO 3AI[AHHI>1
1. WMsyuute Cynebnuk 1550 r., CobopHoe ynoxenue 1649 r. u ysicHUTE cleayromiee:

* COCTaB JIUL "BEPUIMBIIMX CYJ" U JOKYMEHTHUPOBABIIUX JAEATEIBHOCTD CYAa;

¢ IOpAAOK IMoJa4u, paCCMOTPCHUSA U UCITIOJTHCHU A I-IG.]'IO6I/ITHI:IX;
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* MOPSIIOK BEJICHUS PErHCTPAIIMOHHBIX (hopM is ""CyTHBIX nen';

¢ OTBCTCTBCHHOCTD 3a NOAJACIIKY JOKYMCHTOB 1 HGI[OGPOCOBCCTHOC OTHOIICHHUC K
JOJIKHOCTHBIM 00S13aHHOCTSIM.

2. PaccMoTpuTe cxeMy NpOXOKAEHUS U UCIIOJIHEHUS JOKYMEHTOB B IIPUKa3ax U
CZEJIaliTe BBIBOJ O COCTAaBE TEXHOJOTMUECKUX ONepaluil C JOKYMEHTaMHU, IPUMEHSBIINXCS B
IIPUKA3HOM CUCTEME IEJIONPOU3BOICTBA.

3. O3nakombTeCh ¢ AenoM IlomecTHOrO NpHKasza 1o yenodbutHo Skosa Illernnosa u
COIIOCTaBbTE MOCIEA0BATEILHOCTh PACCMOTPEHHSI U PELICHHUS BOTIPOCA U TIOCIIE0BATEIBHOCTD
pacroyiokeHus TOKYMEHTOB B jiesie. Onpenenure KpaiHHE JaThl [ejla B 0COOCHHOCTH
JTOKYMEHTHUPOBAHHUSL.

KOHTPOJIBHBIE BOITPOCHI
1. Ilepeuncnure 0COOEHHOCTH CUCTEMBI JIETONPOU3BOCTBA B IICHTPAJIBHBIX
yupexaenusax Poccun XVI-XVII Bs.

2. Ha3oBuTe 3aKOHOAATENBHO PETIaMEHTHPOBAHHBIE 0053aHHOCTH " CITYKIIIBIX JTIo/Iei" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaMu c(POPMHUPOBAIHUCH B IPHUKA3ZHOM
JeONPOU3BOJACTBE?

4. laiiTe XapaKTepUCTUKY CTOJIOLOBON (POPMBI I€TONPOU3BOJICTBA KAK TEXHUKH
JOKYMEHTUPOBAHUS U (POPMHUPOBAHUS €.

5. Koryia Gbuta BBeieHa U Kor/ia Oblla OTMEHEHaA CTOJIOIOBas (hopMa JeIonpor3BoACTBA?

NCTOYHUKU U JINTEPATYPA
beikoBa, T. A. JlokyMeHTallmOHHOE OOECTICUEHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :

yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6m. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenus: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.

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

3AJJAHUA

1. W3zyuutsh ['enepanbHblii perimameHT 1720 T. ¥ BBISIBUTH OCHOBHBIE TPeOOBaHUS K
OpraHu3aIM JENONPOU3BOACTBA B KOJUIETHAX M JOJDKHOCTHBIC OOS3aHHOCTH KaHIENSPCKUX
CITy KallluX.

2. I/I3y‘-II/ITB CXCMY UCIHOJHCHHA JOKYMCHTOB B KOJIJICTUAX.

3. W3yuuts "Yupexaenue s ynpaBieHus ryoepHuil”" 1775 r., BBIIBUTH OCHOBHBIC
TpeOOBaHUS K OpraHU3alMM JIEJOMPOMU3BOJCTBA B MECTHBIX YUPEKACHUSAX M JIOJDKHOCTHBIC
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0053aHHOCTH KaHLEISIPCKUX CITY KALTHX.
4. HM3yunTh cX€My UCIOIHEHUS JOKYMEHTOB B MECTHBIX YUPEXKICHUSAX.

5. IlpoaHanu3upoBarthb Aen0, COOPMHUPOBAHHOE B MECTHBIX YUPEKICHHSIX.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI
1. M3yuus "I'enepanpHblii perinament 1720 r., ysiCHUTE CleyolIee:

1.1.  cTpykTypy KOJUIETHUH;

1.2, NOMKHOCTHOM COCTaB KaHLEISIPCKUX CITYKAIlUX;

1.3,  00s3aHHOCTH KaHLEJSAPCKUX CIYKAIUX;

1.4. moOpsAOK MOJMy4YEeHUs TOKYMEHTOB B KOJUJIETHSIX;

1.5. TmOpsAAOK pacCMOTPEHUS TOKYMEHTOB B KOJIJICTHSX;

1.6.  opraHuzanus U TEXHOJOTHS PETUCTPALIH JOKYMEHTOB;
1.7. mocTpoeHHe CpaBOYHO-UH(POPMALIMOHHOTO arnapaTa;
1.8.  CpOKHM UCHOJIHEHMSI JOKYMEHTOB;

1.9.  opraHu3anuio XpaHeHHs JOKYMEHTOB B KOJIJIETHSIX.

2. HSy‘II/ITe CXEMY UCIIOJIHCHUA JOKYMCHTOB B KOJJICTHUAX U BBIABUTC COCTAB
ACIOIMPONU3BOACTBCHHBIX onepaunﬁ.

3. Nzyuns "OO6mmee rydoepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CTpYKTypy KaHLEISPHUH, JOHDKHOCTHON COCTAB KAHLEIAPCKUX CIyXKaIIHUX, UX
0053aHHOCTH B paboTe C TOKYMEHTAMU;

3.2. TexHOJOrHi0 paboThl C JOKYMEHTAMHU:
3.2.1. TWOpsIOK MepBUYHON 00paOOTKH MOCTYMUBIIUX TOKYMEHTOB;

3.2.2. TEXHOJOrHs perucTpauuy JOKYMEHTOB: IPUMEHSEMbIE PETUCTPALIMOHHBIE
(bopMbl, UX Ha3HAYCHHUE M COCTaB MH(opMaIumy;

3.2.3. MmOpsIOK pacCMOTPEHHUS JOKYMEHTOB;

3.2.4. NOpPsAAOK UCIOJHEHUS TOKYMEHTOB;

3.2.5. TEXHOJOTUIO KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB;

3.2.6. MOpPsIOK OTNPAaBKHU JOKYMEHTOB;

3.2.7. opraHu3zanMio XpaHEHHUs] JOKYMEHTOB B MECTHBIX yUPEKICHUSIX.

4, HSy‘II/ITe CXCMY UCIHOJHCHHA JOKYMCHTOB B MCCTHBIX YUPCKACHUAX U BBHISIBUTC
COCTaB ACJIOIPOU3BOJCTBCHHBIX OHGpaHHfI.

3. PaccmoTtpuTte nena mectHbix yupexkaenuid X VIII B., oOpaTure BHUMaHue Ha
oopmieHne 00JI0KKH Aesa, COCTaB JIOKYMEHTOB JIefia, MOCIeI0BaTEIbHOCTh X PACTIOJIOKEHUS,
MOPSI0K ¥ CPOKH PACCMOTPEHHUS JOKYMEHTOB, YSICHUTE IPUHLHUIIBI ((OPMUPOBAHUS JE]I.

KOHTPOJIBHBIE BOITPOCHI
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1. CpaBHHTE cHCTEMY PUKA3HOTO U KOJIJIEKCKOTO JEJIONPOU3BOICTBA, OOBICHUTE
HanboJiee XapaKTepHbIC OTIHYUS.

2. Ilepeuncnure HOBBIE JEIONPOU3BOICTBEHHBIE ONIEPALlY, BO3HMKIINE B
yupexaenusax XVIII B.

3. [lepeuucnure 00A3aHHOCTH JIETOMPOU3BOCTBEHHON CITYKOBI IO TIOJITOTOBKE
JOKYMEHTOB K apXUBHOMY XpaHEHUIO (110 3akoHy 1775 1.).

4. HazoBuTe 3aKOHOJATEIbHBII aKT, KOTOPHIM BIIEPBBIC OB ONpPEETICH CPOK XpaHEHHUS
JOKYMEHTOB B TEKYILEM JIEJIONPOU3BOJICTBE (10 C1auM JOKYMEHTOB B apXUB).

5. HazoBure XapakTepHble 4E€PThl CHCTEMbI PETHCTPAIMU JOKYMEHTOB B KOJUICTHSX.

NCTOYHUKU U JINTEPATYPA
beikoBa, T. A. JlokyMeHTallmOHHOE OOECTIeUeHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :

yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6m. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenusi: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.

Tema 1.3. lenonpon3BoactBo B yupexaeHusx XIX - Hay. XX B. — 8 yacos.

3AIAHUA

1. Uzyunts "Obmiee yupexaenne MUHUCTEPCTB" 1811 I. ¥ yACHUTH OCHOBHBIC
TpeOOBaHUS K OpTaHU3aIUH JISTOMPOU3BOJICTBA B IICHTPATHHBIX YUPEKICHHUSAX, & TAKIKE
JOJKHOCTHBIC 00S3aHHOCTH KAHIEISIPCKUX YAHOBHUKOB.

2. Ilpoananu3upoBatb 0cOOEHHOCTH (popMUpOBaHU Jien B yupexaeHusx XIX - nay. XX

3. U3yuuts "llonokeHue o NMCbMOBOJCTBE U JIEIONPOU3BOJCTBE B BOCHHOM BEAOMCTBE"
1911 r. 1 BBISIBUTH OCHOBHBIE HAIIPABJIECHUS PaLllMOHAIN3ALUHN JEJIONIPON3BOACTBA.

4. V3yuuth cxemy UCTIOJIHEHHsI oKyMeHTOB B Kanmessipuu [ToneuuTesnss MOCKOBCKOTO
y4e0HOTr0 OKpyTa.

5. O3nakoMuThCs ¢ fokymMenTamu Kannensipun [loneuutens MOCKOBCKOTO y4eOHOTO
OKpYTa U BBISIBUTH 3JIEMEHTHI palliOHAIM3ALUU [IPOLIECCA UX UCIIOJIHCHMUSL.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI

1. Uzyuus "OOmee yupexnenue munuctepcts” 1811 r., onpenenure cnenyromiee:
1.1. opraHu3anMoOHHYIO CTPYKTYpY MUHHCTEPCTBA;

1.2. cTpyKTYypy NEIONpOU3BOJACTBEHHOM CITYyKOBI;



37

1.3. opranu3zanuio 10KyMeHToo00poTa:
1.3.1. nopsaok noctyruieHust JOKyMeHTOB: B Kanuensaputo MuHucCTpa; B J1enapTaMeHThl;

1.3.2. opranu3anuio IBUKEHUS JOKYMEHTOB, HAIIPABJICHHBIX B KaHLESIPUIO MUHUCTPA ;
B Jlenaprament; B CoBeT MUHHCTpa: B 0011Iee IPUCYTCTBUE AenapTaMenTa; B OcoOble
YCTaHOBJIEHHUS ;

1.3.3. nopsaok ucnosiHeHus: J0KyMeHToB: B KaHnenspun munuctpa; B JlenapramMenrax;
1.4. opranu3zanuio U TEXHOJIOTHUIO PETUCTPALINH;

1.5. opranm3zannio KOHTPOJIS 32 UCTIOTHEHUEM JOKYMEHTOB (PEBU3US);

1.6. mopsiiox GOpMHUPOBAHUS /€T,

1.7. opranuzanuio XpaHeHus JOKyMEHTOB;

1.8. Ha3HAuEeHUE OTYETOB.

2. O3HakoMbTeCh ¢ Aenamu yupexaenuii XIX B., oOpatute BHUMaHHE Ha 0(OpMIICHHUE
O0JIOXKKH JeNla, COCTaB JOKYMEHTOB JI€JIa, MOCIIEA0BATEIbHOCTh UX PACIIOI0KEHHUS, TOPAIOK U
CPOK pacCMOTPEHUS JOKYMEHTOB.

3. Uzyunre "[lonoxeHne o NMCbMOBOACTBE U JAEIONPOU3BOACTBE B BOEHHOM
BegoMmcTBe" 1911 r. u oOpaTuTe BHUMaHHE Ha:

3.1. pernamMeHTaIUI0 MPUMEHIEMBIX BHJIOB IOKYMEHTOB;

3.2. ynopsiioueHre MpaBUJI COCTaBJICHUS U OPOPMIICHHS JOKYMEHTOB;
3.3. periiaMeHTanuIo CrpaBoYHO-MH(POPMAITMOHHOTO (HOHIA;

3.4. MexaHU3aLUIO AEIONPOU3BOCTB;

3.5.0praHuzanuio ornepaTUBHOIO U ApXUBHOTO XPAaHEHHUS JOKYMEHTOB.

Ha ocHoBe pacCMOTpPCHHUA MEPCUNCIICHHBIX BOIIPOCOB c,uenaﬁTe BBIBOJI O HAITPABJICHUAX
panoHaIN3aln JCJIOIPOU3BOJACTBA B BOCHHOM BCIOMCTBC.

4. Tlpoananusupyire CcXeMy OpraHM3alMd JENONPOM3BOACTBA B  KaHuenspuu
[Toneunrtenst MOCKOBCKOro y4yeOHOro OKpyra M cejiaiiTe BhIBOJ O croco0ax panroHaTIU3aliu
9TAIOB UCIIOJIHEHUSI IOKYMEHTOB U ITOATOTOBKHA OTBETHOI'O JOKYMEHTA B 3TOM YUPEKICHUU.

5. O3HakoMbTECHh C KOJUIeKImel nokymenToB Kannesnspuu ITomeunrenss MOCKOBCKOTO
yueOHOro oKpyra, ooparias BHUMaHHE Ha:

. 3JIEMEHTHI MEXaHU3UPOBAHHOW 00Pa0OTKU JOKYMEHTOB (CIIOCOOBI TOMETOK O
MOJTyYeHHH, HAIIPABJICHUH HAa MCIIOJTHEHUE U UCTIOTHEHUHN JIOKYMEHTOB);

. XapakTep pe3oTIOIHii;

. CHIOCOOBI COCTaBJICHHSI MPOCKTA TOKYMEHTA;
. AJIEMEHTHI YHU(DUKALIUN TEKCTa TOKYMEHTA,
. BHUIBI OJIAHKOB M CIIOCOOBI X M3TOTOBJICHUA.

Crenaiite BEIBOJI 00 OCHOBHBIX U BCIIOMOTAaTEIbHBIX HAMPABICHUSIX PAIIMOHATH3AIHH
MIPOLECCOB PACCMOTPEHUS Y UCIIOJHEHHS JOKYMEHTOB.
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KOHTPOJIBHBIE BOITPOCBI
1. CpaBHHTE CUCTEMY KOJUIEKCKOTO M MUHUCTEPCKOTO (MCTIOTHUTEIBHOTO)
JIeTIOTIPOU3BOICTBA, OOBACHUTE HanOoJee XapaKTepHbIC OTIUYHSL.

2. Kak pa3BuBasiach CTpyKTypa JeJI0NpOH3BOJICTBEHHOH CITyKObl MUHHCTEPCTBA B
nepsoii nosoBuHe XIX B., 4eM OHa OTIMYATIACH OT KOJIJIEKCKON?

3. Ha3zoBute ocHOBHBIE TpeOOBaHUS K OPraHU3AIMH JOKYMEHTOO00pOTa B
MuHucreperax XIX B. Ha kakue OCHOBHBIE JOKYMEHTOIIOTOKH Pa3JeisINCh JOKYMEHTHI B
MUHUCTEPCTBAX?

4. HazoBuTe XapakTepHble 4Y€pThl CUCTEMBI PETUCTPALMU JOKYMEHTOB B
MUHUCTEPCTBAX?

3. B kaxoii popme oCcymecTBIIsIICS KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB B
CUCTEME MUHUCTEPCKOTO JIEIONPOU3BOICTBA?

6. Ha3zoBute 0cOOEHHOCTH OpraHU3alUU XPAHEHUs TOKYMEHTOB B JIEJIONPOU3BOJICTBE
MUHHCTEPCTB.
7. Ha3zoBute HanpaBieHus 1 ciocoObl pallMoOHAIN3AIMH ASTONPOU3BOICTBA B

yupexaeHusax XIX - nag. XX B.

NCTOYHUKU U JINTEPATYPA
beikoBa, T. A. JlokyMeHTallmOHHOE OOECTeUeHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :

yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6mr. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenus: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.

PA3JIEJ 2. OPTAHM3AIIA COBPEMEHHOI'O
JAEJOINPON3BOJICTBA

Tema 2.1. Opranuszanus cayk0bl 1eJIONPOU3BOACTBA — 12 yacos.

3ATTAHUS

l. 3yuurs TpeGoBaHWs AEHCTBYIONIMX HOPMATHBHBIX aKTOB W  HOPMAaTHBHO-
METOAMYECKUX JOKYMEHTOB K OpraHU3alliu, CTPYKTYpe U QYHKIHSIM CITyKObI 1€JI0NPOU3BOJICTBA.

2. TlpoaHanu3upoBaTh ~ OPraHU3aAlMI0  CIYKOBl  JIEJONPOU3BOJACTBA B  YCJIOBHOM
OpTaHU3aIMH U BBIABUTH €€ OCOOCHHOCTH.

3. IToArOTOBHUTH CXEMY OPTraHU3ALMOHHOM CTPYKTYPHI AEIONPOU3BOACTBEHHOM CIIyKObI B
YCJIOBHOM OpraHu3alyu.

4. PaspabGorars [TonokeHue 0 Ci1y)0€e JeTONPOU3BOICTBA YCIOBHOM OPraHU3alliH.
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5. Paspaborarh J0JKHOCTHBIE MHCTPYKIMH DPabOTHMKAaM CIyKOBI JIEJIOMPOM3BOICTBA
YCJIOBHOM OpraHu3aliyu.

YKA3AHUS [0 BBIITOJIHEHUIO 3AJIAHUI

1. Y3yuure kpaTKkyro XapakTepUCTHKY JEATETLHOCTH YCIOBHOM OPraHu3alii, BEIICHUTE
0COOEHHOCTH OpPTraHU3aIMH JIeTOIPOU3BOICTBEHHOM CITy>KObI, €€ HECOOTBETCTBUE COBPEMEHHBIM
TpeOOBAHUAM 10 CTATYCY, NOAYNHEHHOCTH, HAUMEHOBAHHUSIM CTPYKTYPHBIX YacTeil, ©X COCTaBy.
ApryMeHTHpyiTe OTBET.

2. TToAroToBbTE CXEMYy OPTaHU3AIMOHHON CTPYKTYPBI CIYKOBI JIEIONPOU3BOICTBA
YCIIOBHOM OpraHu3anuy, 3apuKkcupyiTe MoJYMHEHHOCTh CIYkKO0 M CTPYKTYPHBIX Opa3IeICHUI.
JUist KaXKA0TO CTPYKTYPHOTO MOJpPA3JIEICHUS] U y4acTKa CIIy>KOBI JEJIONPOU3BOJCTBA HA CXEMe
¢bukcupyercs BUI MOAYUHEHHOCTH (IIpsIMasi aIMUHUCTpAaTUBHAS Wi MeToanyeckas). O6ocHyiiTe
HaMMEHOBAHME U ITOJYMHEHHOCTb KaXJI0r0 CTPYKTYPHOI'O MOAPA3ACIICHHUS.

3. Ha ocuoBe IIpMMEpHOro TOJOXKEHHS O CIyKOe IENONpPOM3BOJACTBA paspaboTaiiTe
CTpYKTypy TekcTa [lonoxkeHust o cimyx0e IelOnpoU3BOJCTBA YCIOBHOW OpraHusanuu. Tekct
MIOJIOKEHUS JIOJDKEH COJEp)KaTh KOHKpPETHbIE (OPMYITUPOBKM 3ajad, (YHKIMHA, Mpas,
00513aHHOCTEH 1 B3aUMOOTHOILIEHHH ciy)0b1. Cienyet opopmuts [lonoxxenne Ha obuiem O1aHke,
OIIPEAETIUTH MOPSIIOK €ET0 COTJIACOBAHUS U YTBEPKIAEHUS (COCTAaB CTPYKTYPHBIX MOAPA3AEICHUN 1
JOJDKHOCTh PYKOBOJUTEINSI, YTBEP/KIAIOIIETO TOKYMEHT). ApryMEHTUPYHTE CBOM NPENIOKEHUS
1o npoekry Ilonoxenus.

4. PaspaboraiiTe JODKHOCTHBIE WHCTPYKIMH Ha BECH JOJDKHOCTHOM ~ COCTaB
JCIIONPON3BOACTBEHHON  CIIy’)KObI ~ YCIOBHOW opranm3anmuu. Ha OCHOBE MONy4eHHBIX
WH/IMBUYaIbHBIX 33JaHUi pa3zpadoTaiiTe CTPyKTypy TEKCTa M COCTaB Pa3/eioB JOHKHOCTHOM
uHCTpyKIMu. OOpaTtuTe BHUMAaHHE, 4YTO MpH (POPMYJIHUPOBKE TOKHOCTHBIX OO0S3aHHOCTEH
COTPYAHHUKOB, CJIEIYET COTjacoBaTh X C OCHOBHBIMU 3a/ladyaMi M (QYHKIMAMHU CIyXOBI (T.€. ¢
tekctoM Ilonoxenus). B paznene "B3aumooTHomieHMs, CBA3M" CIENyeT 3aKpelnuThb
B3aUMOJICHCTBHS PaOOTHUKOB CIIY>ObI U UX CBSI3U Ha YPOBHE MPEACTABICHHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. Ilepeuncnure CTPYKTypHbIE YacTH CIy>KObl JEJIONPOM3BOACTBA B OpraHU3ALMIX
Pa3IMYHBIX YPOBHEW YIIPABIICHHUS.

2. Ilepeuncnure NEHCTBYIOUINE JOKYMEHTBI, ONPEACIISIONINE 3a]Jaui U (DYHKIIMU CITYKOBI
JEJIONPOU3BOACTBA.

3. HazoBute TpeOoBaHUS K CTPYKType U cocTaBy uMHpopmauuu [lomoxxeHus o ciyxoe
JIeTIOTIPON3BOICTBA; TOJDKHOCTHON MHCTPYKITUH.

NCTOYHUKU U JINTEPATYPA
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[IpaBuna [enonpoM3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoympasnenus, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamenus - 20.03.2024).

Metoandeckre peKOMEHAAUU IO pa3paboTKe MHCTPYKIHMHA IO JEJIOMPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, opraHax MECTHOTO caMoynpasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW _373895/.

[TpumMepHas HHCTPYKIMSA 110 JAETOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMX, YTB.
IIpukasom PocapxuBa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus - 20.03.2024).

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3AATEeIbCKOMY neiny. OpraHu3anmoHHO-
pacriopsauTenbHas JoKyMeHTauus. TpeGoBanust K odopmieHuio gokymeHtoB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oopamenus - 20.03.2024).

I'OCT P UCO 15489-1-2019 HanumonanwsHblli cTanmapT Poccuiickoii ®eneparuu.
Cuctema ctannapToB 1o UH(popMaIK, OMOIMOTEYHOMY M H3/aTesbckoMy aeny. Mudopman3us
U JIOKyMeHTalus. YnpasieHue nokymentamu. Yactb 1. Ilonstus m npunmunsl. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE €70. TepMHUHBI U ONPEAEICHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/.(nata  oOpamenust -
20.03.2024).

[Tpukaz Muntpyga Poccum ot 15.06.2020 Ne 333n  «OO0  yTBepKIeHUU
npoeCCHOHANTBHOTO cTaHAapTa “CHenuaiucT Mo OpraHU3alMOHHOMY M JIOKYMEHTAIlHOHHOMY
o0ecreYeHnIo yIIpaBICHUSA OpraHu3aLuein”’». URL:
http://www.consultant.ru/document/cons_doc LAW_357714/. (nata obpamenus - 20.03.2024).

IIpukas MuHucrepcTBa Tpyna M couMainbHOM 3amuThl Poccuiickon denepanuu ot
27.04.2023 Ne 421u. «O0 yTBepx)aeHUU NpodeccHoHaNbHOTO craHgapTa CHenuanuct Mo
yIpaBieHUI0 JoKyMmMeHTamu opranuzauum». URL: https://docs.cntd.ru/document/1301709281
(mata obpamenus - 20.03.2023).

[Tpuka3 PocapxuBa ot 31.07.2023 Ne 77 “O06 yrtBepxkaeHuu IIpaBun opraHuzanuu
XpaHEeHHs, KOMIUIEKTOBaHMSA, Yy4eTa U HCIOJb30BaHUA JOKYMEHTOB ApXHBHOTro (oHaa
Poccuiickoit @enepanny U Ipyrux apXUBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOro camoymnpasieHusi u opranmzauusx” URL: https://base.garant.ru/407619908/ (nara

obpamenus - 20.03.2024).




41

beikoBa, T. A. JlokyMeHTallMOHHOE OOECTeUeHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :
yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6mr. pern. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenusi: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.

Tema 2.2. Opranu3zanusi J0KyMeHT0000poTa — 8 4acoB.

3AJJAHUA
1. U3yuuts coBpeMeHHBbIE TpeOOBaHMS K OpraHU3aluU JTOKYMEHTO000pOoTa B
OpraHU3aLMAX, YUPEKICHUAX U HA PEIITPUATUSAX.

2. W3yuuTh M poaHAIM3UPOBATh OPraHU3AIMIO JOKYMEHTOO00POTa B YCIOBHOM
OpraHu3alLNH.

3. HM3yuuTh KpaTKy0 XapaKTEpUCTUKY IEATEIbHOCTH LIEHTPAIBHOIO anmapara
YCJIIOBHOW OpraHU3alui U COCTaBUTh ONEPOrPaMMBbI ABUKCHUS BXOASIIEH, UCXOIALLIEH U
BHYTPEHHEHN JOKYMEHTALUH.

4. Tloncuurars 00BEM TOKYMEHTOO0OPOTA YCIOBHOM OPraHU3alliy 3a TOJI.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI
N3yuure [IpaBuia nenonpon3BoACTBAa B TOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO

camoynpasieHusi, yTB. Ilpukasom PocapxuBa ot 22.05.2019 Ne 71; Meronnueckue
PEKOMEHAALINY 110 pa3padoTKe HHCTPYKLHUH 110 IEIONPOU3BOJCTBY B TOCYAaPCTBEHHBIX OpraHax,
OpraHax MECTHOTo camoympasieHus, yTB. llpuxazom PocapxuBa ot 24.12.2020 Ne 199;
IIpuMepHy0 MHCTPYKIHMIO MO JAEIONPOM3BOACTBY B TOCYJapCTBEHHBIX OpraHu3anusx (yTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44. Cpaenaiite BbIBOJ O CTENEHU pErVIAMEHTAIMU B
HOPMATHUBHBIX JIOKYMEHTaX OOIIMX NPUHIUIIOB OpraHU3alld JOKyMEHTO0OO0pOTa, MpaBMII

MMPOXOKACHUA JOKYMCHTOB, MCTOAHUKHU IMOACUCTA I[OKYMCHTOO60pOTa.

1. Ha npumepe omucanus J0KyMEHTOOOOPOTa YCIOBHOW OpPraHU3allid BBISBUTE €TO
0COOEHHOCTH W ONpEJeNUTe HECOOTBETCTBHE OPraHM3allMM JOKYMEHTOOOOpOTa B JaHHOU
OpraHu3aIy TPeOOBAHUSAM HOPMAaTUBHBIX JOKYMEHTOB.

2. CocraBbTe OMEpOrpaMMbl JIBUKEHHS JJOKYMEHTOB B YCJIOBHO#M opranu3anuu. jis 3Toro
OIPEJICJIUTE COCTAB JOJDKHOCTHBIX JIMII, YYaCTBYIOIIUX B 00pa0OTKE M UCTIOJTHEHUH TJOKYMEHTOB;
MOCJIeIOBATEIbHOCTh OlNepauuii 1Mo 0OpaboTKe JOKYMEHTOB; HM3YYHTE CXEMBbl JBHKCHHS
JOKYMEHTOIIOTOKOB B YCJIOBHOM OpPraHU3aLUU.

OneporpaMMa ABMIKCHUA BXOAAIIHUX JOKYMCHTOB JOJIDKHA OTpPa3uTbh MNCPCMCUICHUA
AOKYMCHTOB OT MOMCHTA IpUcMa 10 NOANIMBKU UX B JCJI0 MOCJIC 3aBCPHICHUA UCITOJIHCHUS.

OneporpaMMa HUCXOOAIIHNX JOKYMCHTOB JOJIKHA OTPa3vuTh NCPECMCUICHUA JOKYMCHTOB OT
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MOMCHTA NOATOTOBKH UX MPOCKTOB A0 OTHPABKU U3 YUPCIKACHU.

OneporpaMMa JABM)KEHHS BHYTPEHHUX JIOKYMEHTOB (Ha INpuUMeEpe IpHKa3za) AO0JKHA
OTpa3UTh NIEPEMEILEHNUS TOKYMEHTOB OT MOMEHTA IOATOTOBKHU MPOEKTA JOKYMEHTA 10 OJIINBKU
B JIEJIO.

I/I3quB COCTaB M KOJUYCCTBO IIOJYYCHHBIX, OTHIPABJICHHBIX W BHYTPCHHUX IOOKYMCHTOB

YCIIOBHOM OpraHM3aluy, MoIcYuTaiiTe 00beM ee TOKyMeHT0000poTa 32 ToI.

KOHTPOJIBHBIE BOITPOCHI
1. Maiite onpeseneHue MOHATUS "' TOKyMEHTO000pOT".

2. Ilepeuncianre OCHOBHBIE TPEOOBAaHUS K OpraHU3alMK JOKYMEHTO000pOTa B
OpraHu3alMsIX.

3. Ilepeuncnute npaBuiia yyera J0KyMEHTO000pOTa.
4. HazoBute TpeOOBaHU K MPOXOXKICHUIO H UCTIOTHEHUIO BXOASIINX JOKYMEHTOB.

5. Ha3zoBute 3Tans! IpoX0KI€HUs U UCIIOJTHEHUS UCXOIAIIUX U BHYTPEHHUX
JNOKYMEHTOB.

6. Ilepeuncnure npaBuia nepegadyy JOKYMEHTOB BHYTPH YUPEKICHUS.

NCTOYHUKU U JINTEPATYPA

[lpaBuna [eNONPOU3BOACTBA B TOCYNAPCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoymnpasienus, yTB. Ilpukaszom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamenus - 20.03.2024).

Metoandeckre peKOMEHAAUU IO pa3paboTKe MHCTPYKIHMHA IO JEJIOMPOU3BOJCTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MEeCTHOTO caMoyrpaieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW 373895/.

[IpumepHast ”HCTPYKIHS 11O JIEJIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OpraHU3AIHsAX, YTB.
ITpukazom Pocapxusa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus - 20.03.2024).

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anmoHHO-
pacriopsauTenbHas — JOKyMeHTanus. TpeGoBaHuss K  O(QOPMICHHMIO JOKYMEHTOB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata o6pamenus - 20.03.2024).

I'OCT P UCO 15489-1-2019 HanumonanwsHblli cTanmapT Poccuiickoit ®eneparuu.
Cuctema cTtannapToB 1o HH(pOpMAIMK, OMOIMOTEYHOMY M H3/aTeNbckoMy aeny. Mudopman3us
U JOKyMeHTauusi. Ympasienue nokymeHtamu. Yactp 1. [lonstus u mpuHmmnel. URL: http://

http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamenus - 20.03.2024).
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE €10. TepMHUHBI U ONpPEAEICHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/.(mzatra  oOpameHust -
20.03.2024).

beikoBa, T. A. JlokyMeHTallmOHHOE OOECTeUeHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :
yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6m. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenusi: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.

Tema 2.3. Perucrpanusi 1IOKyMeHTOB — 4 yaca.

3ATTAHUS

1. M3yuuts TpeGoBaHWs HOPMATHBHO-METOJMYECKHX JOKYMEHTOB K PETUCTPALUH W
MOCTPOCHHIO NH(POPMAIIMOHHO-CIIPABOYHOT'O arapara.

2. 3aperucTpupoBaTh HECKOJILKO TOKYMEHTOB, MPEIIOKEHHBIX IIPETIOIABATENIEM.

3. O3HaKOMHBIIUCH C ONUCAHUEM TEXHOJOTHH PETMCTPALMH JTOKYMEHTOB B YCJIOBHOM
opraHuzainuu, pazpaboratb M O0OCHOBaTh MPEUIOKEHHUS 10 PAlMOHAIBHOM OpraHU3aluu
perucTpanuy u HHGOpMaIMOHHO-CIIPAaBOYHON PaOOTHI.

VYKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI

1. U3yunre IIpaBuna nenonpon3BoACTBa B TOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O
camoympasnenus (paszaenst 11, IV), Metognueckue peKoMeHIAIMH 110 pa3padOTKe MHCTPYKIUN
II0 JIeJIONPOU3BOJCTBY B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIpaBJICHHUS,
IIpuMepHy0 MHCTPYKIHMIO MO JAEIONPOM3BOACTBY B TOCYJapCTBEHHBIX OpraHu3anusx (yTB.
[Tpukasom PocapxuBa ot 11.04.2018 Ne 44. OOparuTe BHHUMAaHHE Ha COCTaB JIOKYMEHTOB,
MOJJIEKAIUX PETUCTPALMM, TOCIEJ0BATEIbHOCTh PACIOIOKEHUSI COCTABHBIX 4YacTeW MHJIEKca
JIOKyMEHTa, TpaBuiia GOpMHUPOBAaHUS HH(POPMAITMOHHO-CIIPABOYHBIX 0a3 TaHHBIX.

2. 3aperucTpupyiTe MpeIoKeHHbIE JTOKYMEHTHI, 0OpaTuB oco0oe BHHMaHUE Ha
pETUCTpaLMIO MHULIMATUBHBIX U OTBETHBIX ITUCEM.

3. IlpoaHanu3upyiiTe NOPSAOOK PETUCTPALMM JOKYMEHTOB B YCIIOBHOM OpraHU3allUH.
OTMeTuB O0COOEHHOCTH OpraHM3allMd U TEXHOJOTMH PETHCTpaldd JOKYMEHTOB B YCIOBHOU
OpraHu3alfy, OINpeaeNuTe UX HemocTaTku. Ha ocHOBe MpOBeNEeHHOTrO aHanu3a UM TpeOOBaHUU
HOPMATHBHO-METOJMUECKUX JOKYMEHTOB pa3zpalOoTaiiTe MpeIoKEeHUsT IO OpraHu3aliu
pEerucTpanyy J0OKyMEHTOB U MIOCTPOCHHUIO WH(POPMAIIMOHHO-CIIPABOYHOTO amapara B yCJIOBHOM
OpraHu3alLNH.

KOHTPOJIBHBIE BOITPOCHI
1. Yro Ttakoe peructpanus 1okyMeHToB? Kakue 3aaun pemarorcs B J€IONPOU3BOACTBE
C IIOMOILIBIO 3TOM onepaunn?
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2. Kakue 10KyMEHTHI OJUIEKAT perucTpauu?

3. KakoB 00s13aTenbHbII COCTaB PEKBU3UTOB IPU PETUCTPALIUH?
4. B ueM OCHOBHOM NPUHIMI PETUCTpALUU?

5. KaxkoBbl OCHOBHBIE ITpaBUJIa MHACKCAIIUN JOKYMEHTOB?

6. Kakoe npenMyI1ecTBo MMEET CIIEUAINCT IPU PETUCTPALIUM JTOKYMEHTA B
aBTOMATHU3MPOBAHHBIX CUCTEMAX 10 CPABHEHHUIO C TPAAULIMOHHBIMU METOAAMMU?

NCTOYHUKU U JINTEPATYPA
IIpaBuna [enompou3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoymnpasieHus, yrtB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/_(nata oopamenus - 20.03.2024)..

Metoandeckne peKOMEHAAUU M0 pa3paboTKe MHCTPYKIHMHA IO JEJIOMPOU3BOJCTBY B
rOCYyIapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoyrpasiieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW _ 373895/.

[IpumepHast ”HCTPYKIHS 11O JIEJIOTIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OpraHU3AIHsAX, YTB.
ITpukazom Pocapxusa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus - 20.03.2024).

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaH/JapTOB IO WHQOpMaIMu, OUOIMOTEYHOMY M H3AATeNIbcKOMy neny. OpraHu3anuoHHO-
pacnopsiuTeNbHas  TOKyMEHTanusi. IpeOoBaHuMsS K OQOPMIICHHIO JTOKYMEHTOB URL:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.(nata oopamenus - 20.03.2024).

I'OCT P UCO 15489-1-2019 HanumonanwsHblli cTanmapt Poccuiickoit ®eneparui.
Cuctema ctannapToB 1o UH(poOpMAIK, OMOIMOTEUHOMY M H3/aTesbckoMy neny. Mudopman3us
U JOKyMeHTauus. Ymnpasienue nokymeHtamu. Yactb 1. [loHstus u mpuHmmnel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE €10. TepMHUHBI U ONPEAEICHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/.(mzatra  oOpameHust -
20.03.2024).

beikoBa, T. A. JlokyMeHTallmOHHOE OOECTICUeHUE YIPABJICHUS (JETOMPOU3BOJICTBO) :
yaebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6mr. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsiciiee
obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekct : snekrponHsid. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenus: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.
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Tema 2.4. Opranu3anus TeKyumero XxpaHeHusi J0KyMeHTOB — 8 4acoB.

3AJJAHUA

1. I/I3y‘-II/ITI: TpCGOBaHI/IH HOPMATUBHBIX aKTOB U HOPMATUBHO-MCTOJUUCCKUX
JOKYMEHTOB K COCTAaBICHHIO U 0(POPMIICHUIO HOMEHKJIATYPbI JIEII.

2. M3yunTh BO3MOKHOCTH MCIIOJIB30BAHMSI IEPEUHS CO CPOKAMH XPaHEHUs JOKYMEHTOB
B JIEJIONPOU3BOJICTBE OPraHU3ALUN.

3. TIpoananu3upoBaTh KOHKPETHYIO HOMEHKIIATYPY A€l yCIOBHOW OpraHU3aIuH U
BBISIBUTH OIITUOKU B €€ COCTABJICHUU U O()OPMIICHUH.

4. CocTaBuTh HOMEHKIATYPY €] YCIOBHOM OpraHU3aIluH.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI

1. U3yunre IIpaBumna nenonpon3BoACTBa B TOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O
camoynpasnenus (pazgen 6,7), Meroauueckue peKOMEHAAINU 10 pa3paboTKe WHCTPYKIUU IO
JEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpPaBJICHUS
(mpunoxenus 13-23), IlonoxxeHne o MOpSAKE U CPOKAX XPAaHEHUS JTOKYMEHTOB aKLMOHEPHBIX
obmecTB, [IpuMepHYI0 HHCTPYKLHUIO TIO JAETIONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OPTaHU3AIMIX
(ytB. IIpukazom Pocapxusa ot 11.04.2018 Ne 44) Vsacuute cinenyroiee:

. BU/Ibl HOMEHKIJIATYP JEI;

. TUIIBI HOMEHKIIATYp J1en (KiIaccu(pUKaMOHHBIE CXEMBI);

. npaBuia GOpMyITUPOBAHUS 3ar0JOBKOB JIET;

. VCTOYHUKHU YCTAaHOBJIEHUsI CPOKOB XPAHEHHUS JOKYMEHTOB;

. IIpaBWJIa CUCTEMATU3ALMH U UHAEKCAIUH 3ar0JIOBKOB JET;

. npaBuia 0pOpPMIICHHS, TOJIHCAHUS, COTIACOBAaHHS U YTBEPKACHUS
o HOMEHKJIATyPBbI €.

2. V3yuure yka3aHus 110 npuMeHeHHIo IlepeuHs TUIOBBIX yNpaBIeHUYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIOLMXCsl B MPOLECCe ACATEIbHOCTH TOCYapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYIIPABIICHUs U OPTaHU3aLU, C YKa3aHUEM CPOKOB XPAHECHMUsS U BBICHUTE:

. MOPSIIOK IPUMEHEHMS TIEPEUHs B IEJIONPOU3BOJICTBE;
. muddepeHIaIuio CpOKOB XpaHEHUs JOKYMEHTOB I10 TPYIIIaM OpTraHu3aIuii;
. CXEeMY ITIOCTPOCHHUS IIEPEYHS U €r0 Hay4YHO-CIIPaBOYHBIN aIapar.

3. TIpoaHanu3upyiite KOHKPETHYIO HOMEHKIIATYPY JE] YCIOBHOW OPraHU3alliK, BBIIBUTE
HE/IOCTATKHU €€ CoJepKaHus U 0(hOpMIICHUS, IPOMILTIOCTPUPOBAB KAXK/IBIA U3 HUX IPUMEPOM.

4. zyunte CTPYKTYypy MU COCTAB JOKYMEHTAILHOrO (DOHIA YCIOBHON OpraHU3allud M
pazpaboraiiTe KIacCU(PHUKAIMOHHYIO CXeMy HOMEHKJIatypsl aei. Odopmure ee B BHIEC CHHCKA
CTPYKTYPHBIX TMOJpa3/ieJeHUi C HMHICKCaMM, PACIOJIOXEHHBIMU 110 CTENEHH 3HAYHMMOCTH.
OOparuTe BHMMaHHE Ha TO, YTO CXeMa KJIACCH(PMKALMU JOJDKHA COOTBETCTBOBATH TJIAaBHOU
tabnuie [lepeyHst THIOBBIX JOKYMEHTOB CO CPOKAMHU XpPaHEHUS.

CoctaBbTe HOMEHKJIATYpy JeNl YCIOBHOW OpraHu3alluM, Ui 4ero: chopMyupynTe
3arojJOBKHM [l B COOTBETCTBUM C YCTAaHOBJICHHBIMH TPEOOBAHUSMHU M YCTAHOBUTE CPOKH
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XpaHeHHs1 JeN IO TMEepeyHIo; IMPOBEIUTE CHCTEMAaTH3alluio 3arojoBKoB jei. Odopmure
HOMEHKJIATypy Jed Ha oOmeM OJaHKe YCIOBHOW OpraHu3alldi 10 YCTAHOBJICHHOH Qopme,
OIIPEJICJIUTE COCTAB JOJKHOCTHBIX JIUII, KOTOPbIE JOJKHBI €€ 3aBU3UPOBATh U YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCHI
1. JaiiTe onpeneneHue HOMEHKIATYPHI JIe]I.

2. OxapakTepu3syiiTe IpUMEHEHHE Pa3IMUHBIX BUIOB HOMEHKIATYPHI €.

3. Ilepeuncnute TpeboBaHus K (POPMYIHUPOBKE 3ar0JIOBKOB JIE]I B HOMEHKIIATYPE.
4. Ilepeuncnure TpeOOBAaHUS K CUCTEMATU3ALlMH 3ar0JIOBKOB JIe]l B HOMEHKIIATYpeE.
5. Kak oOpasyeTcs uHaeKc 1ena B HOMEHKIaType?

6. Kak ucronb3yercs nepeueHb JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHCHHSI B
JeONPOU3BOJACTBE?

7. KakoBbl 3Tamsl pa3paboTKH HOMEHKIIATYPHI J1e1?

8. KakoB cpok 1efcTBUsI HOMEHKIIATYPBI €17

NCTOYHUKU U JINTEPATYPA

®enepanbubiii 3akoH oT 22.10.2004 Ne 125-@3 «O6 apxuBHOM nene B Poccuiickoit
®eneparm». URL: https://base.garant.ru/12137300/.(nata obpamenus - 20.03.2024).

[lpaBuna [eNONPOU3BOACTBA B TOCYNApCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoympasienus, yTB. Ilpukaszom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamenus - 20.03.2024).

Metoandeckre peKOMEHAAUU MO pa3paboTKe MHCTPYKIMHA IO EJIONPOU3BOJCTBY B
rOCYapCTBEHHBIX OpraHax, OpraHax MEeCTHOTo camoyrpasiieHus, yTB. [Ipukazom PocapxuBa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW 373895/.

[IpumepHast ”HCTPYKIHS 11O JIEJIOTNIPOU3BOJICTBY B TOCYIAPCTBEHHBIX OPraHU3AIHsAX, YTB.
ITpukazom Pocapxusa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus - 20.03.2024).

I'OCT P UCO 15489-1-2019 HanumonanwHblli cTanmapt Poccuiickoit ®eneparuu.
Cuctema ctannapToB 1o UH(poOpMaIK, OMOIMOTEYHOMY M H3/aTelbckoMy aeny. Mudopman3us
U JOKyMeHTauus. Ymnpasienue nokymeHtamu. Yactb 1. [lonstus u mpuHmmnel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE €70. TepMHUHBI U ONPEAEICHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW 163800/.(mara  oOpameHust -
20.03.2024).
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[Tpuka3 PocapxuBa ot 31.07.2023 Ne 77 “O06 yrtBepxkaenuu IIpaBun opraHuzanuu
XpaHEeHHsl, KOMIUIEKTOBaHMSA, YydeTa U HCIOJb30BaHUA JOKYMEHTOB ApXHUBHOTrO (oHaa
Poccuiickoit @enepanuy U Ipyrux apXUuBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax
MecTHoro camoympasienuss u opranm3anusax” URL: https://base.garant.ru/407619908/ (mara

obpamenus - 20.03.2024).

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxiaeHun IlepedHs THUIOBBIX
YIPaBJIEHYECKUX apXUBHBIX JOKYMEHTOB, 0O0pa3ymomuxcs B Ipolecce IesTeIbHOCTH
rOCYJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
cpokoB ux xpaneHus" URL: http://www.consultant.ru/document/cons doc LAW 345020/ (nata
obpamenus - 20.03.2024).

[Tpuka3 Pocapxusa ot 11.04.2018 N 43 "O06 yTBepXIeHUH MPUMEPHOTO MOJOKEHUS 00
3KCIEPTHOM KOMHCCHHU opraHuzanuun”
http://www.consultant.ru/document/cons_doc LAW 300357/ URL: (mara oOpamenus -
20.03.2024).

beikoBa, T. A. JlokyMeHTallmOHHOE OOECTeUeHUE YIPaBJICHUS (JETOMPOU3BOJICTBO) :
yaebHoe mocooue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6mr. pexn. T. B.
Ky3nernoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obOpazoBanme: bakamaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbId. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenusi: 20.03.2024). — Pexxum nocrymna:

110 IIOAITHUCKE.

9.2 MeToanyeckue PEKOMEHIAIIUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUbI TUCbMEHHBIX paloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIIOTCS:

* 3aKpeIICHUE MOJIYUYEHHBIX 3HAHUM 110 CIENMAIbHOCTH, IPUMEHEHUE 3TUX 3HAHUI NTpU
peneHnH mpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaICHIE METOAUKAMU U
IIPUHLIMIIAMU CaMOCTOSITENIBHON MCCIIEA0BAaTENbCKON NEATEIBHOCTH;

* (hopMupoBaHKE yMEHUS TPAMOTHO U JIOTHYHO U3JaraTb COOpaHHbIC HAyYHbIE JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHasi popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa SBiIsIeTCS 00513aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYIEHTA U, IPEXkAE BCETO, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U NIEPEIaBaTh
UH(OPMALIHUIO.

OTOT BUJ MUCBMEHHOM PabOThI MPEYCMOTPEH YUeOHBIMH IUIAHAMU ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs OOLUX KypCcoB U
KIIB.

Taxxe B mporecce 0OydeHHUs] CTYACHTY IPEICTOUT BBIIOJHEHHE KYPCOBBIX padoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKM, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3aLUH 1
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OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pEILICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpHPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIONb30BaTh [OCTH)KEHUS COBPEMEHHOM Hayku (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHS apXHUBOBEICHUS, a TAaKXKE CMEXHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pellaTh MOCTaBJICHHbIE 3ahayH, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3allUTa KYPCOBOM MMEET psAJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOocTeH. O3HAaKOMIIEHHE C JaHHBIMH METOJWYECKMMHU PEKOMEHIAIMSIMHU
MIOMOJXKET CTYZCHTaM IPaBUIbHO OPraHU30BAaTh CBOIO YUEOHYIO W HAYyYHO-HCCIEIOBATEIbCKYIO
paborty.

OO0mue Tpe0OBaHNUSA K CTPYKTYpe U COAePKAHMIO MHCbMEHHBIX padoT

BaxHoii ¢opmoii caMOCTOATENBHOM pabOThI CTy/AEHTA SIBJISETCS KOHTPOJIbHAsL padoTa.
Ona mpexycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4yeOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriayOneHHOW TpopaOOTKU AUCIUILTNHEL.

KonrponbHast paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHM C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMA KOHTPOJBHON pabOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM IPOrpaMMOi.

PaboTa 1o HanMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUS! HCTOUHUKOB
U nuTeparypsl 1o teme. [lo okoHuaHuM cOopa M U3yUeHHsI JIUTEPATYPhl M UCTOYHUKOB CIIEAYeT
IIPOAYMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue MIaHa — Ba)KHAs 4YacTh paOOTHI HAJ TEMOIA.
[Tnan npexacraisier co0ol MepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOAYMaH U MOCTPOEH, BO MHOTOM 3aBUCUT Kau€CTBO KOHTPOJIbHOM
pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaXKHbIE TEOPETUYECKHE U MPAKTHYECKUE
BOMPOCHI TEMBI, KOTOpbIE IPU HEOOXOAUMOCTH MOTYT OBITH JAeTalu3upoBaHbl. Kak mpaswuio,
pabouuii BapuaHT IUIaHa JIOJDKEH OBITh Pa3BEPHYTHIM, YTO 0bJeryaet paboTy HajJ TEMOM.

B okoHuaTenbHOM BapuaHTE IIaH MOXET OBITh JJaH B COKPALICHHOM BHUJAE, HO
00s3aTeNIbHBIM YCIIOBHEM IPH 3TOM SIBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBHOH pabote. PaboTa MomkHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOALIYIO U3 HECKOJIBKHX Pa3/IeI0B WK naparpadoB, 3aKI0UeHHE,
CIHMCOK MCTOYHMKOB M JUTEpaATypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJbHOCTh HM3y4yaeMOIo BOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
XPOHOJIOTUYECKHE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUMl 0030p HCTOYHUKOB H
auTeparypsl o teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHHIO
MCIOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana U OMyOJIMKOBaHHBIX cTareil. B Hewm
ClleyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPATyphl. B 3aBUCHMOCTH OT oObeMa M LIEJIEBOTrO
Ha3zHa4YeHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WK pa3/ielioM B OCHOBHON YacTH paboTHI.

OcHOBHasi yacTb KOHTPOJBHON pabOThl JNOKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHHE M COJEp)KaTh aHAJU3 PAacCMAaTPHUBAEMbIX BOIIPOCOB C YYETOM
COBPEMEHHOT'O YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKJACHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJDKEH CTPEMUTHCS MOJAPOOHO U TITyOO0KO
M3JI0KHUTh KPYT BOIIPOCOB, BXOJIAIIMX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENIbHbIC
MIOJIOKEHUS KOHTPOJIBHOM paboThl cielyeT WUTIOCTPHUPOBATh IPUMEPAMH U3 JIUTEPATYpHl U, TIO
BO3MOKHOCTH, M3 TNPAKTHKH PaOOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOUYHUKU. B 3aKiIr0oueHNH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKON U MPAKTHYECKOW pa3paboTku BOMpPocoB. CIHMCOK MCTOYHUKOB U JIMTEPATYPHI
npeacTaBisieT co00i MepeyeHb HCHOJIB30BAHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA
(bamMHUITUN ¥ MHUIMAIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U
CTpaHMIIBI.
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IHpuioxenue 1

AHHOmMayusa OucyunIuUHbl

JuctumnuHa peanusyeTcss Ha (akyIbTeTe apXUBOBEACHHUS U JOKYMEHTOBEICHUS
kadenpoii JOKYMEHTOBEICHUS, Ay TUOBU3yaIbHBIX U HAYYHO-TEXHUICCKUX aPXUBOB.

[lesp AMCUUILIMHBI — MOATOTOBUTH BBITYCKHHKA, 3HAIOLIETO OCHOBHBIC HANPaBJICHUS
rOCy/IapCTBEHHOW periJaMeHTanuu paboThl ¢ TOKyMeHTamu B Poccuiickoit Deneparum, 3a1auu
CIIy’KOBbI JOKYMEHTAIIMOHHOTO 00ECIeYeHHs yIpaBICHUS W BIAJCIONIETO METOJAMU aHaIHn3a U
COBEPLICHCTBOBAHMS TEXHOJIOTUU THUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPALUN.

3agayn JUCIUILIMHEI:

- U3YYHUTh UCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CUCTEMBI IETIONPOU3BOJICTBA;

- OBJIQJIETh CIIELHAIIBHON TEPMUHOIOTHUEM;

- M3YYUTh COBPEMEHHYIO 3aKOHOJATEIbHYIO, TPAaBOBYID W HOPMAaTUBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHEH;

- chopmMHpOBaTH Y CTYJIEHTOB HABBIKH BHITIOJHEHHUS OCHOBHBIX JIEJIOMPOU3BOICTBEHHBIX
onepauuid B YCIOBHUSX NPUMEHECHHUS TPAAULUMOHHBIX M aBTOMATH3UPOBAHHBIX TEXHOJIOTHM
00pabOTKH TOKyMEHTOB;

- chopMUpOBaTh HABBIKM aHAIN3a CHCTEMBI JOKYMEHTAI[MOHHOTO OOecTeueHus
YIPABJICHHUS;

- ONPEAEIUTH HaIpaBJICHUSA BO3MOKHOT'O COBEpLICHCTBOBAaHMS CUCTEMEI
JOKYMEHTAIMOHHOTO O0ECTICUeHHs yIIPaBIICHHS;

- U3yYUTH MOPSIOK OPTaHU3AINH CIIYKObI JOKYMEHTAIIHOHHOTO O0ECTICUCHHUS YIIPABICHUS

B COBPEMEHHOW OpPraHU3al1u.

JucuumuinHa (MOyJb) HalpaBjieHa Ha (JOpMUPOBaHHUE CIETYIOMUX KOMITETCHIIUNA:

OIIK -2.1. 3HaeT OCHOBHBIE COBPEMEHHBIE MPOOIIEMBI TOCTPOCHHS CUCTEMBI
JOKYMEHTAIIMOHHOT'O 00ECTIeYeHUS YIIPABIICHUS U apXUBHOT'O JIE1a;

OIIK-2.2. Opranu3oBbIBaeT pabOTy NOJpa3esieH i B cepe JOKyMEHTAIIHOHHOTO

o0ecrieyeHus yIpaBJIeHUs U apXUBHOTO JieNa

B pesynbrare 0CBOCHUS AUCIUILTUHBI (MOYJIsl) 00yYatOLIHiics JOIKEH:

3name:
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COBpPEMEHHBIEC MPOOIEMBI JTOKYMEHTAIIMOHHOTO OOeCieueH sl YIpaBIeHUsI U apXUBHOTO
nena;

HOPSI0K pabOTHI CITYKO TOKYMEHTAIIMOHHOTO 00eCIIeUeHHUs YIPaBICHUS U apXUBOB

Ymemn:

pemath mnpodeccuoHanbHble 3amaud B cdepe  TOKYMEHTAlMOHHOTO O0ecredeHus
YIPaBJICHUS U apXUBHOTO JIeNa;

periaMeHTHpOoBaTh paboTy CiIy’)k0 JOKYMEHTAlMOHHOTO OOECIICUEHHUs YMpaBJICHUS WU
apXH1BOB

Braoemu:

HaBbIKAMU  OLIGHKM COBPEMEHHOTO  COCTOSHHMSI ~ CHUCTEMBl JIOKyMEHTAIlMOHHOTO
o0ecrieyeHus yIpaBJIeHUs U apXUBHOTO JIEJIa;

HaBBIKAMU OpraHM3alluM paboOTHl TOApa3JeNeHuil B cdepe JAOKyMEHTAIMOHHOTO

obecneueHuUs YHOpaBJICHUA U apXUBHOT'O J1€jIda B COOTBCTCTBHUU C HOPMAaTUBHBIMU TpCGOBaHI/ISIMI/I.

[To npucrumuuHe (MOAYJIO) MPEeIyCMOTpEHa NPOMEXYTOuHas aTrrectanmus B (opme
JK3aMEHa.

061.[[351 TPYAOCMKOCTb OCBOCHUSA JUCHHUIIJIMHBI COCTABJIACT 4 3a4eTHBIX CAUHUIIBI.



