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1. TIMosicuuTeanLHAas 3aNMHUCKA
1.1. Heanb u 320294 AUCHUILIHHBI

[lens AMCUMILUIMHBI — M3YyYWUTb OCHOBBI OPraHU3ALMM M TEXHOJIOTMH JOKYMEHTALIMOHHOTO
oOecrieyeHnsl YIpaBlCHHsI, OCHOBHBIC HANpPAaBICHUS TOCYAAPCTBEHHOW periaMeHTaluu padoThl C
nokymentamMu B Poccuiickoit ®eneparnuu, 3agaud  CiIyXObl JTOKYMEHTAlIMOHHOTO OOeCTeYeHus
YIPABJIEHUS, METO/BI AHAJIN3a U COBEPIICHCTBOBAHMS TEXHOJIOIMH TUIIOBBIX JEJIONPOU3BOICTBECHHBIX
ornepanuu.

3amaynd JUCIUTUIAHEL:

- U3YYUTb UCTOPHUIO (POPMHUPOBAHUS HALIMOHAIBHOM CUCTEMBI J1€JI0IIPOU3BO/ICTBA;
- OBJIAJIETh CIIEHHAIBHON TEPMUHOIOTHUEM;

-U3yYUTh  COBPEMEHHYIO  3aKOHOJATENIbHYIO, TPaBOBYIO W  HOpMaTHUBHYyI  0azy,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIUEH;

- copMHpOBaTh y CTYJACHTOB HAaBBIKM BBHIMIOJIHEHUS OCHOBHBIX JEJIONPOU3BOICTBEHHBIX
orepaiuil B yCIOBUAX MPUMEHEHUS TPAJULMOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTUH 00pabOoTKU
JIOKYMEHTOB;

- c(opMHPOBATh HABBIKU aHAJIN3a CUCTEMBI JIOKYMEHTAIIMOHHOIO 00ecIieYeHus YIIpaBIeHHMS;

- OIPEJENNUTh HaIlPaBJICHHUS BO3MOXHOI'O COBEPIICHCTBOBAHUS CUCTEMBI JOKYMEHTALMOHHOIO
oOecrnieueHus ynpaBaeHUs;

- U3Y4YUTh HOPSIOK OpraHHU3alUU CIyKObl JOKYMEHTAIlMOHHOIO 0OecreueHus yrpaBiIeHUs B

COBpeMeHHOI\/'I OpraHu3anuvu.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 10 TUCHHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHUs KOMIIeTeHIN

Nuauxkaropsl
KOMIIeTeH I Ui
(K01 ¥ HAMMEHOBAHUE)

Komnerenuus Pe3yabTarsl 00y4eHus

(Ko ¥ HAMMEHOBAHUE)

OIIK-2. Criocoben
HaxOoJUTh OpraHu3alluOHHO-
yIpaBJICHYCCKHUE PEIICHUS
[IPH PEIICHUH 3a/1a4 B
cdepe cBoeit
npodecCuoHATBHON
JeSITeIIbHOCTH;

OIIK 2.1. 3HaeT OCHOBHBIE
COBpPEMEHHBIE MTPOOIIEMbI
MOCTPOEHHUSI CUCTEMBI
JIOKYMEHTAITMOHHOTO
obecrievyeHus ynpaBlIeHus 1
aApXUBHOTO JIETIa;

3HaTh: OCHOBHbIE METO/IHI,
CIOCOOBI M CPEJICTBA TTOTYUEHUS,
XpaHEeHHUs U nepepaboTKu
uH(popManun

YMeThb: UCTIOIb30BATh
MOJTyYCHHBIEC 3HaHUSI B 00J1aCTH
paboThl ¢ THPOPMALMOHHBIMU
pecypcamu Ha IPaKTHKE
BrnaneTs: HaBbIKaMH MTOTyYCHHUS,
XpaHEHHS U TepepadOTKH
uH(OPMAIIUU B TENIX
podecCHOHANBHOM e TeIbHOCTH

OIIK 2.2. Opranu3oBbIBaeT
paboTy noapasieseHul B

3nams: OCHOBHBIE
WH()OPMAIMOHHBIE  TEXHOJIOTHH,




cdepe TOKYMEHTAIMOHHOTO | UCIOJIb3yeMbIe B
oOecriedyeHus ynpaBiIeHUs U | TOKyMEHTAllMOHHOM 00ecliedeHUH
apXUBHOTO JIENIa; yIOpaBJICHUST U apXUBHOM Jelie,

UCTOPHUI0O WX  CO3JaHHA W
HATPABIICHUS PA3BUTHS

Ymemn: TPUMEHATH OCHOBHBIC
WH(OPMALIMOHHBIE  TEXHOJIOTHH,
UCTIOJIb3yeMbIC B
JOKYMEHTAllMOHHOM 00ecreueHUH
VIpaBJICHUSI U apXWBHOM Jiejie Ha
MIPAKTUKE

Braoems: HaBbIKaMu pabOTHI B
cUCcTeMax AIEKTPOHHOTO
JIOKYMEHTO000pOTa, a TAKKE
AIIEKTPOHHO-IIU(PPOBOI
00paboTKu JOKYMEHTOB B chepe
JOKYMEHTAIMOHHOTO
oOecrnieueHust ynpaBieHus U
apXHMBHOTO JIeNIa

1.3. MecTO IUCHUIJIMHBI B CTPYKTYpPe 00pa30BaTe/ibHOI NPOrpaMMbl

Jucnumiuna (Moayns) «Opranusanus u texnosnorusa JJOVY» otHocures k 00s3aTeIbHON YacTH
0JIOKa JUCHUIUIMH Y4eOHOTO TIUIaHa HampaBiieHus mnoArotoBku 46.03.02 JlokymeHTOBeneHUE U
apXUBOBEJICHHUE.

Jlis ocBOEHMSI IUCHUILTUHBI HEOOXOAMMBI 3HAHUS, YMEHUS U BIaJieHUs, CHOPMHUPOBAHHBIEC B
xoJie U3Y4YEeHUS CIIEYIOIINX JUCIUIUINH! «/lokymeHTOBEIEHNEY, «MeHeKMEHT,
«MHpopMalIOHHBIE TEXHOIOT I

B pesynbpTare ocBOEHHS AUCHUIUIUHBI (M0OYs) (POPMUPYIOTCS 3HAHUS, YMEHUS U BIIAJICHUS,
HEOOXOAMMBIE JUId  M3Y4YeHHs cilenymomux JuciuiinH:  «KaapoBoe — 1enonpous3BOJCTBO,
«IHpopMallIOHHBIE ~ TEXHOJOTMM B JOKYMEHTAllMOHHOM  OOECNEYeHHH  YNpaBICHUS,
«OpraHu3aioHHble OCHOBBI CTaHJAPTHU3AIMH JTOKYMEHTAIIMOHHOTO OOECIeUeHHUsl YIpaBIICHUS» U

MPOXOXKACHUS Y4eOHOM MPaKTUKU: 03HAKOMUTENILHOM (J1€JI0IPON3BOICTBEHHON ).

2. CTpyKTYpa THCHUATLTHHBI
O6mas TpyA0EMKOCTh TUCHUIUIHHBI COCTaBIseT 4 3.¢., 144 akagemMuueckux Jaca (oB).

CTpyKTypa AUCHUILIMHBI /151 04HO-3204HOI (popMBbI 00yUeHUA

O6bemM auctUIIMHBI B (GOpME KOHTAKTHOW pPabOThl OOyYaromuxcsi ¢ TeAarorudecKuMu
paboTHUKaMu ¥ (WIK) JHUIIAMH, TPUBIEKaEMBIMH K peaau3alliu 0Opa3oBaTENbHON MpPOrpaMMbl Ha
WHBIX YCIIOBHSX, IPH TPOBEICHUH YICOHBIX 3aHITHIMA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
4 Jlexkuun 20
4 Cemunapsl/mabopaTopHblie pabOThI 20
Bcero: 40




O0beM AUCHHUIUTUHBI (MOTYJIsT) B hOpME CAMOCTOSITEILHON paOOThI 00YYAIOIIMXCSl COCTABIISET
104 akagemuveckux 4aca(oB).

3. Coep:xaHue TUCHUILIMHBI

Ne [ HaumeHoBaHme pa3jaesia Conep:xkanue
JTUCIHHUIIINHEI
1 Ha3znauenue kypca, MCTOYHHUKH U [Ipenmer, comepkaHue W 3aja4yM Kypca.

TepMI/IHOJ'IOFI/Iﬂ OCHOBHBIX IIOHSATHM B 00JIaCTH

JUTEpaTypa
JIeNIONpOn3BOACTBA,  ee  dBomouus.  OueHka

TEPMUHOB B OT€YECTBEHHOM JINTEPATYpE.

B3anmocss3e OpraHu3alux u
TEXHOJIOTUU TOCYJApCTBEHHOTO [EJIOTPOU3BOICTBA
c pa3BUTHEM TIOCYJAapCTBEHHOIrO arapara, ero
GYHKUMAMH U CTPYKTYpOIl. [Tepuonuzarus
OCHOBHBIX 3TAIlOB Pa3BUTHS JI€IOIPOU3BO/ICTBA.

OCOoO6EeHHOCTH M 3aKOHOMEPHOCTHU PAabOTHI €
JIOKYMEHTaMH B yupexaeHusx Poccun B pa3inuHble
UCTOPUYECKHE TIEPHOIBI, MX IPEEMCTBEHHOCTh B
YCIIOBHSX JAEATEIBHOCTH COBETCKOTO M POCCUHCKOTO
roCy/1apCTBEHHOI'O anmnapara.

Mecto Kypca cpead JAPYTHX H3y4aeMbIX
JUCLUIUIMH.

OO030p HCTOYHUKOB U JMTEPATyphl IO
nenonpousBoacTBy B Poccun mo 1917 r.

Jlutepatypa 1O HaydyHOW OpraHu3aluu
ynpasiendeckoro tpyaa B 1920 - 1930-x rr., ee
3HA4YEHUE JIJIsl U3YUYCHUs Kypca.

Paboter mo nenompousBoactBy  1960-x -
1980-x IT., bopmupoBanue HOBBIX
palMOHANTN3AaTOPCKUX HACH M HMX OTpakeHUE B
MCTOYHHUKAX U JIUTEPAType, NEPUOTNIECKOIl IevaTy.

CoBpeMeHHass ~creuualbHas JUTEparypa,
y4eOHUKM U ydeOHble Tmocobus. M3meHeHue
TEMaTUK{ Hay4YHO MpakThyeckux padotr B 1900-e -
2010-¢ IT. B CBSI3U c CO3JIaHUEM
aBTOMATH3MPOBAHHBIX CHCTEM JIEJIONPOU3BOICTBA,
COBpPEMEHHBIX CpeAcTB KOMMYHUKAIHIH,
OpPraHN3alMOHHOW U BBIYMCIIUTEIIHON TEXHUKHU.

Jlureparypa mo TeopuM U IPAKTUKE YIIPaBICHUS
JOKyMEHTanue 3a  pyOexom. Ouenka
BO3MO>KHOCTH 3aMMCTBOBaHUS 3apy0Oe)HOTO
OIbITa paboOThl C JOKYMEHTaMHU

2 PernamenTanus 3akOoHOIATEIBLHBEIMA aKTaMU
2.1. Bo3HUKHOBEHHE W pa3BUTHE

XVI - XVII BB. oTIenbHBIX CTOPOH CO3JIaHUS U




AeJIONPOU3BOACTBA
yupexnenusix Poccun XVI - XVII

BB.

B

odopmIIeHUS JIOKYMEHTOB, o0s13aHHOCTEN
“CiyKuibIX” aroaei. Opranuzanus
JIEJIONPOU3BOJICTBA B IICHTPAIBHBIX YUPEKICHUIX
Pycckoro [EHTPAIN30BAaHHOTO rocyJapcTBa
(mpuKasax), ¥ MECTHBIX YUPEKICHUAX (TPUKA3HBIX
n36ax), ero ocooeHHocTu. OCHOBHBIE ATAMbl PaOOTHI
c JOKYMEHTaMH, JeTIOTIPOU3BOICTBEHHBIE
oneparuu. CtonbmoBas opMa AeTOTPON3BOACTBA.

2. 2. J[denonpou3BoacTBO
yupexnenusix Poccun XVIII B

B

XapakTepucTuKa «I"eHepasibHOTO
periiaMeHTa» 1720 T. KaK OCHOBHOT'O
3akoHoaarenbHoro akra XVIII B. nmo opranusanuu
JIEJIONPOU3BOJICTBA. PerimaMeHTanus JOHKHOCTHBIX
00s3aHHOCTEH  CIyKalMX B 3aKOHOJATEIHCTBE
XVIII B. Tabens o panrax 1722 r. Poub cexperaps
B KOJUIEKCKOM JienonpousBoacTBe. OcoOeHHOCTH
TEXHOJIOTUU  JienornpousBojacTBa.  Opranuzanus
apXUBHOTO XPaHEHUS JOKYMEHTOB.

«O0miee yupexaenue ryoepackoe» 1775T. 0
MOpSAIKE  JENONPOM3BOACTBA U yCTAaHOBJICHUE
HUepapXHH B JOKYMEHTUPOBAHUU B3aMMOOTHOIICHHIA
[EHTPATBHBIX W MECTHBIX YUpexaeHud. OTiamuus
TexHojoruu genonpoussoactBa  XVIII B, ot
TEXHOJIOTUH MPEAIISCTBYIOIIETO MePHO/Ia.

2. 3. Jlesonpou3BOACTBO

yUpe:KIeHUusiX
Hayaje XX BB.

Poccumn

XIX

B

«Obmee YUpEKIECHUE MUHHCTEPCTBY»
1811 r. Kak OCHOBHOM 3aKOHOJATENbHBIN aKT 110
eMHOOOPa3HOMY TMOPSIIKY JISIOMPOU3BOJICTBA B
yupexxnenusx  XIX B. Cozmanue  cuCTeMbI
JIEIOMPOU3BO/ICTBA, COOTBETCTBYIOIIIEH
€IMHOHAYAJILHOMY TOPSAIKY MPHUHITHS PEUICHUN B
HEHTpabHBIX  yupexnaeHusx Poccun XIX  B.
PernamenTarnus ABM>KEHUSI JOKYMEHTOB.

TenmeHuu pocta JOKYMEHTOOOOpOTa H
MEpBl TI0 €ro COKpAIEHUI0 B 3aKOHOJATEIIbCTBE
XIX B. Bnnsanune HOBBIX CpPEACTB
JIOKyMEHTHPOBAHHSI, CBSI3H, KOITUPOBAITLHOM
TEXHUKd HAa CHUCTEMY pabOThl ¢ JOKYMEHTaMH.
Pa3pabotka paIMoHaIbHBIX CHUCTEM
JEJONPOU3BOJCTBA B OTHAEIBHBIX BEIOMCTBaX U
3HaYEHWE JTOr0 OMbITa IS  IOCIEIYIOIIEro
Pa3BUTHS JCIONPOU3BOICTRA.

CoBpeMeHHas OIICHKA CHCTEMBI
JIETTONPOU3BOJICTBA JOPEBOIONMOHHON Poccun u
€ro BIIMSHHE Ha JajbHEWIIee Pa3BUTHE CIIOCOOOB U




METO0B PabOTHI C IOKYMEHTAMH.

2.4.

CraHoB/1eHMe M pa3BUTHE
AeJIONPOU3BOACTBA B
COBETCKHX TOCYAAapPCTBEHHBIX
yupexKIeHusiX.

[Toucku panuoHanbHBIX (HOpPM OpraHU3aIUN
nenonpouspojictBa B 1919 -1920-e rossr.

Hayunas opraHusanus ynpaBJIEHYECKOTO
TpyAaa Kak Qopma OOIIECTBEHHOTO [BHXECHUS 32
paloHaIN3aMI0 Tocanapara.

Coznanue Hay4HO-HUCCIIE10BATEIbCKUX
WHCTUTYTOB, BEJJOMCTBEHHBIX 1 BHEBEJOMCTBEHHBIX
OpraHoB paloHaIn3alu, ux
UCCJIEIOBATENbCKAs JEATEIBHOCTh U MPAKTHYECKHE
pa3paboTKu MO BHEAPEHUIO HAYYHOW OpraHU3aIuu
ynpasneHueckoro Tpyaa (HOVYT).

OmneiT pabotel OTAena agMUHUCTPATUBHOU
texuuku (ATO) HK PKM CCCP, akumonepHoro
obmectBa  «Oprecrpoit», WHcTUTyTa  TEXHUKH
yIpaBJiIeHUs o panoHaIu3aun
JIEJONPOU3BOJCTBA B IIEHTPAIBHBIX M MECTHBIX
YUpEXKICHUSX.

XapakTepuctuka ©  3HadeHwe «OOmux
MPaBWJI JOKYMEHTAIUM U JOKYMEHTOO0OpOTa» Kak
MOMBITKA O00OOIIEHHsSI METOO0B palMOHAIN3ALUU
JIEJIOTIPOU3BOJICTBA W BHEIAPEHUS B TMPAKTUKY
paboThl  €IUHBIX MpaBUJ  OpraHM3alud |
TEXHOJIOTHH JIEI0NPOU3BO/ICTBA.

JlesTenbHOCTD ['maBHOTO apXHUBHOTO
yopasnenuss ('AY) CCCP no wmertogmdeckoMmy
PYKOBOJCTBY JI€TI0TIPOU3BOJICTBOM.
Metoauueckue pazpadbotku 'AY CCCP 1960-x rr.
[0 OpPraHu3alliy U TEXHOJIOTUU JEJIONPOU3BOICTBA.
Co3pganve u BHeapeHue OCHOBHBIX MOJOXKEHUN
Enunoit roCcyJapCTBEHHOMN CUCTEMBI
nenonpousBogctea (EI'CI), ee 3HaueHume st
OpraHHu3aiy JEJIONPOU3BOICTBA B YUPEKICHUIX U
OpraHu3aIusX.

AKTHUBH3AIUS COBEPILIEHCTBOBAHUS
nenonpousBoacTBa B 1970-e — 1980-e rr. Pa3Butue
TEOPETHYECKUX M TPHUKIAJHBIX HCCIEIOBAaHUN B
obnactu COBEpIIIEHCTBOBAHUS
JIOKYMEHTAllMOHHOTO OOeCHeueHuss  yIpaBleHUs.
@opMUPOBAHUE KOHIIEHIIUU J1OY. Lens,
HasHaueHne, cocraB (OCHOBHBIX  ITOJIOKCHHUH
I'CHAOY, xapakTepuCTHKa OCHOBHBIX IIOJIOXKEHUN U
TEMAaTUYECKUX Pa3JIeJIoB.




3.1. Oprannszanus
AOKYMEHTAIHOHHOT 0
o0ecrnieyeHusl ynpaBJieHUs

Jokymenmayuonnoe obecneuenue
VAPAGIEeHUs. - OCHO8A MEXHON0UU YNPABIEHUS
Iloustue CAOKYMCHTAIIUOHHOC
obecnieuenue ympasieHus» (JJOVY). CooTHomeHHe

MOHSTHH «J1€JIOTIPOU3BOJICTBOY,
«JIOKyMEHTallMOHHOE O00ecHeUYeHrue YIpaBICHUS,
«yIpaBlieHUE JIOKYMEHTaMm. VYmpasnenue

JOKYMEHTaMH KaK COBOKYIIHOCTb JIEUCTBUH C
JIOKyMEHTaMu OpraHu3aluu c LETIbIO
JI0Ka3aTelnbCTBa  IIPOBEJEHUS  YIIPaBICHUYECKUX
orepanuil. TpeboBanus K YIPaBIECHUIO
JIOKyMEHTaMHU.

VYnpasnenueckas JeATEIIbHOCTh u
JTOKYMEHTAllMOHHOE  OOecleyeHne  yrnpaBieHHUs.
JlokyMeHTalmoHHOe O0ecreueHue yIpaBlIeHUs Kak
GyHKIUS yNpaBieHHs, €ro MECTO Cpelud IPyrux
byHKIUMi yrnpaBieHus. 3HaueHUE AOKYMEHTOB st
peanu3anyy YIpaBJICHUYECKUX pelmeHuil. BrusHue
XapakTepa yOpaBlIEHUS, MPUHLUIIOB MPHUHSITUS
YOPaBJIEHYECKUX PELIEHUH  Ha OpraHu3aluio U
TEXHOJIOTUIO  JOKYMEHTAI[HOHHOTO OOECTICYCHHS
yIpaBJeHUsI.

JIoOKyMeHTallmoOHHOE o0ecrieueHue
yIpaBJIEHUsI KaK CUCTeMa paboOThl ¢ JOKYMEHTaMH.
@akToppl, BIHAKIINE HAa €ro OpraHU3alMI0 U
TEXHOJIOTHIO B YUPEXKIEHHUSX, OPTaHU3alUAX U Ha
OPEeNNpUATHIX  Pa3iMYHBIX  OpPraHMU3alMOHHO-
npaBoBbIX (opM. OpraHuszalloHHbIE, IPABOBHIE,
COLIMAJIbHBIE U TICUXOJIOTUYECKUE AaCITIEKThI
JIOKYMEHTALMOHHOTO 00eCieueH sl yIpaBIeHusI.

Bnusiaue ABTOMAaTU3UPOBAHHOM
TEXHOJIOTUHU 00paboOTKH JOKYMEHTOB Ha
JIOKYMEHTALMOHHOE 00eCTIeYeHUE yIpaBlIeHHs.

B3aumocssi3b JOKYMEHTAIlMOHHOT O
obecrnieueHus yIpaBlIeHUs c XpaHEHUuEM
JOKYyMEHTOB B apxXuB€ OpraHu3alud U B
roCy/1apCTBEHHBIX apXHUBaXx.

Hanpasnenus eocyoapcmeennozo
pe2yIuposanus 0enonpou3800cmea
6 1990-e — 2000-e 200w1.
XapakTepucTuka  3aKOHOJATENbHBIX U
HOPMAaTHUBHBIX  IPaBOBBIX akToB Poccuiickoi
Qenepanuy,  periiaMEHTUPYIOIUX  padoTry ¢
JTOKyMeHTaMu.  HampaBieHusi rocygapCTBEHHOTO




10

perynupoBaHus. 3aKOHOAATENIbHOE 3aKpeIuieHHe
o0mmx TpeOOBaHUI K JOKYMEHTaM U CHUCTEMaM
yIpaBJICHUS. OTBETCTBEHHOCTh 3a paboTy ¢
JOKYMEHTaMH M UX COXPaHHOCTb.

XapakTepucTuka HOpPMAaTHUBHO-
METOAMYECKMX  JOKYMEHTOB  MEXOTpPacieBOro
IECUCTBUA.

3.2. Opranmsanus cayxosl JOY.

Opranu3zalnoHHbIE bopmbI
JOKYMEHTAIIMOHHOTO ~ O0ECTICYCHUsI  YIPABICHHUS.
daxTopshl, olpeAesoe BbIOOD
OpraHM3alMOHHOH  (GOpPMBI B KOHKPETHOU
OpraHHU3aLUH.

OcHoOBHas 11eJ1b, 33J1a4d U (PYHKIUH CITY>KObI

J0YVY.
Tumnossie cTpykTypsl ciayx061 JOY.
PernamenTanus byHKIMI
HOJpa3/IeNeHui N0 JIOKyMEHTAallLOHHOMY

oOciayxuBaHuto. TumoBsle U HMHAWBHUIYaJbHBIC
nonoxkenus o ciayxk6e JJOVY. Tumosoit dopmymsp
MOJIOKEHMs, COCTaB  MH(OpMAIUM,  HOPSI0K
pa3pabOTKU U yTBEPKICHHSL.

JIOIDKHOCTHOM W YHCJICHHBIM  COCTaB
paboTHuKOB ciyxk0b1 JIOY. ®OyHkuun pabOTHUKOB
CITYKOBI i (0)% (cexperapn CTPYKTYPHOTO
IIOJIPA3/IeIICHNUS], CeKkpeTapb PYKOBOIUTES,
MHCIEKTOp MO KOHTPOJI U T.JA.). 3aKpervieHHue
OTBETCTBEHHOCTH M TOJHOMOYMHA pabOTHHUKOB
cnyx6s1 JIOY.  JloiKHOCTHast MHCTPYKLHMS Kak
OCHOBHOM HOPMaTUBHBIN JIOKYMEHT,
OIIPEIEIAIOIINN OpraHMU3alOHHO-TIPaBOBOE
nojioxkeHue paboTHuka. DopMynsp AOKHOCTHON
MHCTPYKLHHU, cOCTaB HMH(pOpMaluu, TMOPSA0K
pa3paboTKU U YTBEPKICHUSI.

[Tonoxenue o coyx6e JIOY u gomxHOCTHAs
HMHCTPYKLHUS KaK  HOpPMAaTWBHas  OCHOBa
pacnpezeneHus TpyAa MeXAy NOIpa3feiIeHUusIMU U
WCIIOJIHUTEIISIMH.

WHeTpykuysg 1o J€NIONpPOM3BOACTBY -
OCHOBHOW HOPMATUBHBIN aKT, PETIaMEHTUPYIOLIUI
TEXHOJIOTUIO  JOKYMEHTAI[HOHHOIO  00eCeueHHUsI
ynpasieHus.  TumoBele W MHAMBHUIYaJIbHBIC
uHcTpykuuu.  Ilopsmoxk  pa3paborku,  cocraB
uHpOpMaLny, NpaBua YTBEPKIACHUS U BHEAPECHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHu3allvd 3a
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coOuoieHre TpeOOBaHUI MHCTPYKIUH.

HopmupoBanue Tpyna paOOTHHKOB CITy>KOBI
JOY, TunoBsle  HOpPMAaTUBBl  BPEMEHHU  Ha
JIeJIOTIPOU3BOICTBEHHBIE pAOOTHI.

Pa3menienue CTpyKTypHBIX NOJpa3aeieHuit
cayx6er JIOY. VYcnoBus Tpyaa, opraHuzanusi u
obopynoBaHue pabOYUX MECT.

[Topsgok XxpaHeHUs Tie4areil, OJIAHKOB |
IIpaBWjia II0JIb30BAHHUA HMHU. OTHKA JIEJOBBIX
OTHOILICHUM, TICUXOJIOTMYECKHI achekT paboThl C
JIOKyMEHTaMHU. [TonroroBka KaJIpoOB
JIENIOTIPOU3BOJICTBEHHBIX  CITYKO. Dopmbl
MOBBIIICHUS  KBaNU(UKALUU  CICHUATNCTOB B
obnactu J10VY.

3.3.
AOKYMEHTO0000poTa

Opranusanus

Onpenenenue MOHATHS
«IIOKyMEHTOO00pOT. OO0mme TPUHIUIBI U
METOIUYECKHUE OCHOBBI OpraHu3aIuu
JIOKyMEHTO000pOTa, 1704 peanu3anus B

JNEHCTBYIOIIUX TOCYJIAPCTBCHHBIX HOPMATHBHBIX
JIOKYMEHTaX.

Crpyktypa u 00mas XapakKTepUCTHUKA
JIOKYMEHTONIOTOKOB.  O0BEM JTOKYMEHTOO0OpOTA.
Y4er KoanuecTBa JOKYMEHTOB.

[Ipuewm, POXOXKACHUE WU TOPSIOK
VCIIOJIHEHUS MOCTYNAKOLINX JIOKYMEHTOB.
[TepBuunas IKCIEAUIIMOHHAS o0paboTka

JNOKyMeHTOB. IIpenBapuTenbHOe  paccMOTpeHHE
JOKyMEHTOB. PaccmoTtpenue JIOKYMEHTOB
PYKOBOJICTBOM OpTaHW3allUH, IPHHATHE PEHICHUS O
XapakTepe WX  HCIOJIHEHUS. Hanpasnenune
JOKYMEHTOB Ha UCTIOJTHEHHE.

JlocTaBka  JOKYMEHTOB  HCHOJHMTESM,
NOpSIOK WX TpuemMa u  mepenaud. Pabora
UCTIOJIHUTEJIS C JIOKyMEHTaMU. DTarbl UCIIOTHEHHUS.
[Topsimoxk 0OpabOTKH OTHPABISAEMBIX JTOKYMEHTOB.
[lpaBuna opraHW3anMy  ABVOKEHUS BHYTPEHHHUX
JOKYMEHTOB. HampaBieHuss COBEpIICHCTBOBAHHUS
JOKyMEHTOOOOPOTAa U ITyTH €T0 COKPAIICHHUS.

Tenmennumn pocra JOKyMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aLUsX. Bnusiaue
aBTOMaTH3anud  o0paboTKM  HH(OpMaMK  Ha
KOJINYECTBEHHBIE " KayeCTBEHHBIE
XapaKTePUCTUKH JJOKYMEHTOO00POTA.
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3.4. PerucTpanusi 10OKyMeHTOB H
opraHu3zanus CIIPABOYHO-
HH(OPMAIMOHHOT0
00CTy’KMBAHMS.

Peructpanmss  kak  cocTaBHasg  4acTb
texHoiorun  JIOVY. IIpuHumnel  perucrpanuu
JIOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
perucTpanvoHHbIX (opM, cOCTaB HMHPOpPMALUU U
HOpSIOK  MX 3anojHeHus. Pa3Butue crnocoOoB
perucTpanuu B roCy1apCTBEHHOM
JIEJIOIIPOU3BOJICTBE.

B3auMoCBs3b perucrpanuu JOKYMEHTOB C
opraHusanuein CIPaBOYHO-UH(POPMALIMOHHOM
paboThl, OpraHn3anueil KOHTPOJS HWCIHOJIHEHUS U
nocienyomeil 06padoTKoN JOKyMEHTOB.

WNHpekcupoBaHne NOKYMEHTOB. 3HAYCHHE U
IIpaBUJIa ¢bopmupoBaHus WHJICKCOB.
WunexcupoBaHue  JOKYMEHTOB B YCIOBMSAX
TPaTUIIMOHHON 00pabOTKH TOKYMEHTOB.

[MpuHIMIBL TTOCTPOEHUST HH(POPMAIIMOHHO-
nouckoBbix cucteM (UIIC) pydHoro tuna, ux BUIBI.
WNHupopmaninoHHO-CIpaBOYHOE o0cIty>)KMBaHUe
amnmapara YNpaBJICHHS B YCIOBUSAX IPUMEHEHUS
aBTOMaTu3upoBaHHbIX TexHosorui JJOVY. Ilouck un
UCIIOJIb30BaHUE uHpOpMaLUU B
aBToMarusupoBaHHbIx UIIC.

10

3.5. KouTpoab  ucnoJHeHHs
JTOKYMEHTOB

dopmupoBanue TpeOOBaHHI K OpraHU3aINH
KOHTPOJIA HCIIOIHCHHS JIOKYMEHTOB B
JIEJIOTIPOU3BOJICTBE.

3HadeHue KOHTPOJIA 3a CpoKamu
HCIIOJTHEHHUS JTOKyMEHTOB B arrapare
yIpaBJICHUsI. OcCHOBHEBIE TIPUHITUTIBI ero
OpraHu3aIuy.

3amaun  cayxk661  JIOY 1o  KOHTpOIIO
UCIIOJIHEHUS] TOKyMeHTOB. KaTeropuu 10KyMEHTOB,
MOAJIeKAITUE  KOHTPOJIIO Cpoku MCHOJTHEHUS
JIOKYMEHTOB. TeXHOJIO0THsI KOHTPOJIbHBIX OTEepaLIUi.

PernamenTsl  BHYTpeHHEHl  OpraHu3alu
dbenepaibHBIX OpPraHOB HCIOJHUTEIHLHON BJIACTH
KaK OCHOBa KOHTPOJISI WCIOJHEHHS TOKYMEHTOB B
rOCyJapCTBEHHOM arnmapare Poccuiickoit
denepanuu.

O0o0011IeHEe, aHaau3 M HCIOJL30BaHUE
JAHHBIX 00 WCIOJHEHHH IOKYMEHTOB B YCIOBHUSIX
TPaJAULIMOHHON U aBTOMAaTU3UPOBAHHON TEXHOJOTUH
00pabOTKH JOKYMEHTOB

ABTOMATU3UPOBAHHBIE CUCTEMbI KOHTPOJISI
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3a CpOKaMH HUCIHOJHCHUA HOOKYMCHTOB, OIIBIT HX
MMPUMCHCHUA.

11

3.6. Opranunzanus
JeJIONPON3BO/ICTBA no
NpeNIoKEeHUAM, 3asiBJIEHUSIM H
JKaJ100aM rpaxiaH

OO0111eCTBEHHO-TIOJINTUYECKOE U COLIMATIBHOE
3HauYe€HHE OOpalleHH TpaxaaH. 3aKOHOJATEIbHAas
pernameHTanus  paboOTBl € TPEIIOKCHHSIMH,
3asIBJIICHUSIMU U 7KaJl00aMu Tpak/IaH.

DopMUpOBaHUE HOPMaTHUBHOM 0a3bl,
pErIaMeHTHPYIONICH  OpraHW3aluilo  padoThl  C
oOpallleHussMH ~ TpaxJaH B  TIOCYAapCTBEHHOM
anmapare.

OcHoBuble 3amaun  cayx0b1  JJOY 1o
OpraHu3any paboThl ¢ OOpaIleHUsIMH TPaKIaH, ee
ocobenHocTy. Onepanuu Mo npuemy, perucTparmm,
KOHTPOJIFO HWCIOJHEHUS, NPHHATHUIO PEHICHUH TI0
obOpamenusiM  rpaxaaH. CpoKd  HCIOJTHEHHS.
TpeGoBanus K COAEPKAHUIO OTBETHBIX IOKYMEHTOB.
dopMHUpOBaHUE U XPaHEHHE JIe] C MPEATIOKEHUIMU,
3asABJICHUSAMU W Jkamobamu rpaxkaan. O0oOmieHue,
aHallM3 W WHCIIOJIb30BaHME JaHHBIX O pabore ¢
oOpallleHHsMHU TPa)</1aH B anmnapare yrnpaBieHHUs.

Opranuzanus npuema rpaxaaH B
rOCYJIapCTBCHHBIX YUPEKICHUSIX. DOPMBI U METOTBI
COBEPIIICHCTBOBaHUSI pabOThl C  OOpaleHUus MU
TpaXJaH B OpraHax TrOCYJapCTBEHHON BIJIACTU U
yOpaBlieHus], B O0IIECTBEHHBIX OpraHU3aIUsIX.

HpI/IMeHeHI/Ie ABTOMATU3UPOBAHHBIX
TEXHOJIOTUI JJIA INOATOTOBKH OTBCTOB 151
OopraHu3anuun HHCI)OpM&L[HOHHO-CHp&BO‘IHOI’I

CIY>KOBI B YUPEXKIEHUSX C OOJIBIIUM OO0BEMOM
oOpareHui rpakaaH.

12

3.7. XpaHeHHe [OKYMEHTOB B
JA€eJI0TPOU3BO/ACTBE OPraHN3aluH

Opeanuzayus mexkyuje2o XxpaHenus
O0OKYMEeHmOo8 U obecneyerue ux COXpaHHoOCmu

OCHOBHBIE TIOJIOKEHHST 3aKOHOIATEJILHON
peFHaMeHTaHI/II/I XpaHeHI/ISI JIOKYMQHTOB B
Poccuiickoit denepanuu. Metonnueckne
JIOKYMGHTBI 110 OpFaHI/ISaI_[I/II/I XpaHeHI/ISI.

XpaHeHHE JOKYMEHTOB B CTPYKTYpPHBIX
nojapaszesieHusx opranu3zauu OTBETCTBEHHOCTh 3a
COXpPaHHOCTD JOKYMEHTOB. Opranunszanus
CIOpaBOYHOW  pabOTBl HM  TOPAJOK  BBIJAYU
JIOKYMEHTOB BO BPEMEHHOE II0Jb30BAHHUE TMPH
XpaHEHUU B  CTPYKTYPHBIX  MOAPA3ACIICHUSIX.
XpaHeHHWe JIOKYMEHTOB Ha  HETPaJAUIIMOHHBIX
HOCHUTEJIAX.
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CoxpaHHOCTB JIOKyMEHTOB pu
peopraHu3anuy 1 JMKBUIALUN OpPraHU3alHin.

Homenxnamypa oen

[TonsTne «HOMEHKIaTypa aen». Hasnauenue
HOMEHKJIATyphI Jiesl. HoMeHKmaTypa 1en Kkak 0oCHOBa
CHCTEMaTH3allud  JOKYMEHTOB B  LEIAX  HX
HOCJICAYIOIIETO XPaHEeHUSL.

TpeboBaHus K COCTaBICHUIO HOMEHKJIATYPbI
nen. WX perniameHTanusi B 3aKOHOAATEIBHBIX aKTaxX
u HOPMAaTHBHO-METOIMYECKUX JTOKyMEHTaX
MEKOTPACIEBOr0 ACHCTBUS.

Buapl HOMEHKIIATYp A€, UX 0COOCHHOCTH H
Ha3HA4YCHUE Meroauka COCTaBJICHUS
HOMEHKJIATYPBI Jex: U3yuYeHUE cocTaBa
JOKYMEHTOB, pa3paboTka  KJacCU(UKAIIMOHHOU
CXEMBI; COCTAaBJICHHE 3aroJIOBKOB Jel M HX
cUCTeMaTH3alusg C  Y4YeTOM  yCTaHOBJICHHBIX
TpeOOoBaHUI.

[Mopsimoxk  odopmileHUs, COTJIAaCOBaHUS U
YTBEPKJICHHSI HOMEHKJIATYpHI Jesl. CpOKH XpaHEHHS
JIOKYMEHTOB

Hcnonp3oBaHne HOMEHKIATypbl Jel B
OINEepaTUBHOM XPAaHEHHUHU M apXUBE OpraHU3allu.

Opeanusayus u nopsoox opmuposanus oen

[lonstue “popmupoBanue aen’, OCHOBHBIE
TpeOOBaHUSI K  MPOBEACHUIO JTOW  palOTHI.
CoBpemeHHass HOpMaTHUBHO-MeToAMYecKas 0a3a,
omnpenenstomas TpeboBanus K HOPMUPOBAHUIO JIETT
B JICJIONIPOM3BOCTBE.

@opmMupoBaHHUE €I B OpraHU3aLUaX
Pa3NUYHBIX YPOBHEH yHpaBieHHs. 3aJadd CIIyKObI
JOY wu apxuBa oOpraHm3alii 1o 0O0ECIeYSHHUIO
KauecTBeHHOro ¢opmupoBanust nen.  [IpaBuna
dbopMupoBaHUS B Jella JOKYMEHTOB pa3iIMYHBIX
BUJOB. [IpuHIMIBI cucTeMaTH3aluu JIOKYMEHTOB
BHYTpH JEJI.

OPZCZHUS'CZZ/!M}Z IKCnepmu3vl YeHHocmu

O0OKYMEeHmOo8
ITonsaTne “aKcneprusa LIEHHOCTHU
JOKyMeHTOB”.  HopmaTuBHO-MeTOIHMYECKHME U

TEOPETHUYECKUE OCHOBBI MPOBEACHUS HSKCIIEPTU3BI.
TpeGoBaHus K MPOBEIECHUIO AKCIEPTU3BI LIEHHOCTU
JIOKYMEHTOB.
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Opranuzanus paboThl  LEHTPATBHOM
skcrieptHodt  komuccuu  (LIDK) wu  skcneprtHOM
komuccun (OK) yupexneHus (opraHusanuu) IO
MIPOBEICHUIO SKCIIEPTU3bl ILIEHHOCTU JOKYMEHTOB.
[Tonoxxenne 006 skcmepTHON Komuccuu. IlpaBa u
GYHKIUM OSKCIEPTHOW KOMHUCCHH, TOPSAIOK €€
paboThL. JlokyMeHTupOBaHue JesITeNIbHOCTH
DKCIEPTHOM  KOMHCCHM.  OTambl  MPOBEACHUA
AKCIEPTHU3BI LIEHHOCTH TOKYMEHTOB. OdopMicHwme
PE3yIbTATOB IKCIEPTU3BI IIEHHOCTH IOKYMEHTOB.

ITonsaTne “riepedyeHb JIOKYMEHTOB”.
HasnaueHune u ucronap30BaHuE MEPEUYHEN B KAUECTBE
OCHOBHBIX HCTOYHHKOB II0 YCTaHOBIIEHHIO CPOKOB
XpaHeHus: U o0ecleyeHusl eIMHCTBA ONEepPaTHBHOIO
XpaHEHUs JOKYMEHTOB B JEIIONPOU3BOJCTBE H
apXuBe OpTaHU3AlIHU.

TumnoBble U  BEIOMCTBEHHBIC IIEPEUHH.
Hcnonp3oBanue mnepedyHerd  ig  COCTaBJICHUSA
KJ1accu(hUKaTOPOB U HOMEHKIIATYP JIE.

Iloozomoska u oghopmaenue oen

VYuudukanus  TpeOoBaHUN K Jenam,
caaBaeMbIM B apxuB. HopMmaTuBHO-MeTOAMuYECKHE
JOKYMEHTBI ~ MEXOTpaclieBOro  JeHCTBUS 00
oopMIIeHUH eIl

OcHoBHbIE TpeOOBaHUS K OPOPMIICHUIO JIE.
[TonHoe u yactuuHoe opopmienue nen. [loammuBka
nen. Hymepanus nucroB. 3aBepureiabHas HaJIUCh.
Buytpennsas omnwuch. OdopmieHne O0O0J0XKKH el
MTOCTOSIHHOTO ¥ BPEMEHHOTO XpaHEHUSI.

Onucu oen
ITonsatue «OIIUCh JeID. [IpaBuna
COCTaBIICHHUS OIMCH nen CTPYKTYPHOT'O
MOpa3/IeJICHHUS. Buner ommceit.  Odopmiienne

OIMCH €I CTPYKTYPHOTO TOIpa3/IeICHUS.
Tlopsiook nepedauu den 6 apxus
op2aHuzayuu

Ilepenaya nen B apXMB OpraHu3allUu.
B3aumoneiicteue cmyx6b1 JJOY u apxuBa npu
(GOopMHpPOBaHMM  OCHOBBI  JJISI  MOCJIEIYIOIIEro
XpaHEHUs U UCIOJIb30BaHUS JOKYMEHTOB. EqUHCTBO
OpraHM3aly OKyMEHTOB B JEJIONPOU3BOACTBE H
apxuBe.
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3.8. HanpasJienust
coBepuieHcTBoBanus [OY

VYropaBieHue  JOKyMEHTaMH  Kak  4acTb
CUCTEMBI yIpaBiieHusl kauecTBOM. CTaHgapTu3anus
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IpoLEeAyp  YNpaBiI€HHs  JOKyMEHTaMHM  Kak
METOJMYECKasi OCHOBAa  JIEATENBHOCTH  CIIyXkO
JOKYMEHTAIIMOHHOTO OOECTeUeHHs YIpPABJICHUS B
POCCUMCKHUX OpraHU3aLMsIX.

Pa3Burtue perilaMmeHTanuu
JOKYMEHTAllMOHHOTO ~ O0ECIEYEeHUsl  YIPABICHMUSL.
Ponb TUIIOBBIX pEerIaMeHToB OpraHoB
rOoCy/lapCTBEHHOM  BJIAaCTU M  YHOPABICHUS B
pEryJIMpOBaHUM JTOKYMEHTALIMOHHOTO 00€CIIeUeHUs
UX  JIeATENbHOCTU. BHYyTpeHHHE  perilaMeHThI
OpraHu3aluu.

CoBepILIEHCTBOBAaHUE  JTOKYMEHTALMOHHOTO
o0ecrieyeHHs YIpaBlIeHHsT B TOCYIapCTBEHHOM
ammapare,  OpraHu3alUsaX  pa3iuyHbIX  (opM
COOCTBEHHOCTH (rocyapcTBEHHBIX u
HErocy/1apCTBEHHBbIX ). Ynopsanouenue
OpraHU3aIMOHHBIX (OPM M METOJO0B pabOThl C
JIOKyMEHTaMHU.

Pernamenrtanus QyHKUMNA, CTPYKTYpHl U
OpraHU3alMOHHO-IIPABOBOIO  MOJIOXKEHUS  CIyXkO
J0YV.

Bnusnue HOBBIX HMH(OPMAIMOHHBIX
TEXHOJIOT Uil Ha COBEpIIEHCTBOBAHUE
yrnpasieHueckoi aesteabHoctd u JI0Y.

4. Oopa3oBaTesibHbIe TEXHOJIOTHH

Jlia mpoBeieHNsl y4eOHbIX 3aHATUHN 10 JUCLMILIMHE UCHOJIB3YIOTCS pa3iInuHble 00pa3oBaTebHbIE
TexHoyoruu. Jlns opraHu3alnyu y4eOHOro IMpolecca MOXET ObIThb HCIOJIBb30BAHO 3JIEKTPOHHOE

oOydeHue ¥ (WJIM) JUCTAaHIIMOHHBIE 00pPa30BaTENbHBIC TEXHOIOTHH.

5. OueHka NJIAaHNPYEMBbIX pe3yJbTATOB 00y4eHUsl

5.1 CucreMa oueHUBAHUSA

dopma KOHTPOJIs Makc. konudyecTBo 6ajII0B

3a onny paboty|  Bcero

Texymui KOHTPOIIb:

- cobecenoBaHme 5 6annos 15 6amnos
- OLICHKA MPAKTUYECKUX 3aJJaHU, KeICOB 5 6aioB 25 Gannos
- KOHTpOJIbHast paboTta (Temsr 2.1-2.3) 5 GamioB 5 GamioB
- KOHTpOJIbHast paboTa (Tembi3.1- 3.4) 5 GamioB 5 GamioB

- PTC
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5 6anos 10 6amnoB
[IpoMexxyTouyHas arTecTanus 40 G6amioB
(3K3ameH)
Htoro 3a cemecTp (QUCLUILINHY ) 100 6amnoB

[TonmyueHHBII1 COBOKYIHBIN PE3yIbTAaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO IIKAJIy OLICHOK U B
IKany oneHok EBporelickoil cucreMsl meperoca u HakoruieHus kpenutos (European Credit Transfer
System; nanee — ECTS) B cooTBEeTCTBUM € TaOIULICH:

100-6ammpHas mkana | TpagunroHHas 1Ikaia Lgé%a
95100 OTJINYHO A

83-94 B

68 — 82 XOpOIIIO 324TEHO C

gg : g; YJIOBJICTBOPUTEIHLHO [E)

20 - 49 FX

0_19 HEYJIOBJICTBOPUTEIIBHO HE 3a4TEHO =

5.2 Kputepuu BbICTaBJECHHS OLEHKH 110 JMCIHUIIIMHE

Banael/
HIxana
ECTS

Ounenka no
JUCHUILIMHE

KpnTepnn OICHKH pe3yJ/ibTaToOB Oﬁy‘le}[l/lﬁ o JMCUHMIIINHE

100-83/
AB

OTJINYHO/
3a4TEHO

BricTaBnsercs o0yuarommemycs, eCIi OH MTyOOKO W MPOYHO YCBOMII
TEOPETUYECKUI U MPAKTUUECKUI MaTepua, MOXKeT
MMPOACMOHCTPHUPOBATE 3TO HA 3aHATUAX U B XOIC HpOMe)KYTOHHOﬁ
aTTeCTalHH.

OO0y4aromuiicss HCUEPIBIBAIOIIE U JOTUYECKUA CTPOMHO M3JIaraeT
y4eOHBII MaTepuall, yMeeT yBI3bIBaTh TEOPUIO C MPAKTHUKOM,
CTPaBIISIETCS C PeIIeHHEM 3aJ1ad POo(eCcCHOHATBHOIN HANPaBICHHOCTH
BBICOKOT'O YPOBHSI CII0)KHOCTH, IPAaBUIIBHO 0OOCHOBBIBAET MPUHSTHIE
peuienus.

CB060OHO OpUEHTHPYETCS B y4eOHOH U MpohecCHOHAIbHON
JUTEeparType.

OrneHka 1o JUCIUIUIMHE BBICTABISAIOTCS 00ydarolemMycs ¢ yuéTom
pe3yabTaTOB TEKYIIEH U POMEKYTOYHOU aTTECTALUH.
Komnerennuu, 3akperiéHHble 3a AUCUUIIITMHON, CPOPMUPOBAHbI HA
YPOBHE — «BBICOKHI».

82-68/

xopo1o/
3aYTEHO

BricTaBnsiercs oOy4daromemMycsi, €CIl OH 3HaeT TEOPETUYECKUI 1
IIPAKTUYECKUI MaTepual, FPaMOTHO U IO CYIIECTBY M3J1araeT ero Ha
3aHATUAX U B X0J1€ IPOMEXKYTOUYHOM aTTECTAllUU, HE TOMyCKast
CYILLIECTBEHHBIX HETOYHOCTEM.

OO6yyaromuiicst NpaBUIbLHO IPUMEHSET TEOPETHUECKUE MOJI0KEHUS MTPU
PELICHUH MPAKTUYECKUX 3a/1a4 TPO(PECCHOHATLHON HAIPAaBIECHHOCTH
Pa3HOr0 YPOBHSI CJIOKHOCTH, BJIaJIe€T HEOOXOAUMBIMH JIJIsl 3TOTO
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Baaasl/ | Ouenka nmo Kputepun oueHkn pe3yaibTaToB 00y4eHUsI 10 JUCUUIJIMHE

HIxana | gucHUIIAHE
ECTS

HaBbIKAMU U NIPUEMAMH.

JlocTaTouyHO XOPOIIIO OPHUEHTUPYETCS B yUeOHOU U PO ECCHOHATBHON
JUTEpaType.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOMEeMycs C yIETOM
pE3yJIbTaTOB TEKYILIEH U MPOMEXYTOYHOHN aTTeCTaluu.

Kommnerenmyu, 3akperiiéHnble 3a JUCUUIUIMHON, CPOPMUPOBAaHBI Ha
YPOBHE — «XOPOIIHIAY.

67-50/ YJIOBJIETBO- BricTaBnsiercst 00y4aromeMycsi, €CIi OH 3HaeT Ha 0a30BOM YPOBHE
D,E putenbHo/ TEOPETUYECKHUI U IPAKTUUYECKUIM MaTepHall, IOIyCKAaeT OTAEIbHbIE
3a4TEHO OIIMOKY IIPU €ro U3JI0KEHUH HA 3aHITHUAX U B X0J1€ IPOMEKYTOUHOM
aTTECTALIUH.

OOyuaronuiicst UCIIBITHIBAET OIIPEIEIEHHbBIE 3aTPYAHEHMS B
IIPUMEHEHNUN TEOPETUYECKUX TI0JI0KEHUH MPU PELICHUH TPAKTUYECKUX
3aJa4 MpodeccroHaIbHOM HAaNPaBIEHHOCTH CTaHAAPTHOTO YPOBHS
CJIO’KHOCTH, BJIaIeeT HEOOXOUMBIMHU Ul 3TOr0 0a30BBIMU HABbIKAMH U
puEMaMu.

JleMOHCTpHpYeT 10CTaTOYHBIN YPOBEHb 3HaHUS yUEOHOM JUTEepaTypsl
10 TUCLUIUINHE.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00yYaroEeMycs ¢ y4ETOM
pPEe3yJIbTAaTOB TEKYILEH 1 MPOMEKYTOUYHOM aTTECTALINY.

Komnerennuu, 3akpeniéHnble 3a JUCUUIUIMHON, CpOPMUPOBaHbI Ha
YPOBHE — «JIOCTATOYHBINY.

49-0/ HEYJIOBJIET- BricTaBisiercss o0y4aromemycs, €ciu OH He 3HaeT Ha 0a30BOM YpPOBHE
F.FX BOPHUTENBHO/ | TEOPSTUUECKHUIT U MPAKTUICSCKUIT MaTepHal, JOMycKaeT rpyObie OMMOKH
HE 3a4TEHO IIPY €r0 U3JIOKEHUU Ha 3aHATHUSIX U B XO€ MPOMEXYTOUHON
aTTEeCTallUU.

OOyuaromuiics UCTIBITHIBACT CEPbE3HBIEC 3aTPYAHEHUS B IPUMEHEHUH
TEOPETUYECKHUX MOJIOKEHUI NIPU PEILIEHUH MPAaKTUYECKUX 3a/1a4
npodecCHOHAIBLHON HAMIPABICHHOCTH CTaHJAPTHOT'O YPOBHS
CJI0KHOCTH, HE BJIaiceT HEOOXOUMBIMHU I STOTO HAaBbIKAMU U
pUEMaMHU.

JlemoHcTpHpyeT (pparMeHTapHbIe 3HaHUS yUeOHOU JTUTEpaTyphl MO
JUCLIUIINHE.

OrneHka 1o JUCIUIUIMHE BBICTABISIOTCS 00ydarolemMycs ¢ yuéTom
pE3yJIbTaTOB TEKYLIEH U MPOMEXYTOUHOM aTTECTALUH.

KomnereHinm Ha ypoBHE «10CTAaTOYHBINY, 3aKPETUIEHHBIC 32
JMCHMIUIMHOM, He ¢(hOPMUPOBAHBHI.

5.3 OueHouyHble cpeacTBa (MaTepuasibl) AJdf TeKYIIero KOHTPOJS YycCleBaeMOCTH,
HpOMe)KyTO‘{HOﬁ arTrecranuu oﬁyqamumxcsl o AMCIMIIJINHE

Keiicol 1J1s1 TeKkyumiei arrecranum:

1. CymectByer 1M B HacTosIlee BpeMs TOCYIAPCTBEHHOE pETYJIUPOBAaHHE BOIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHMEH 00pabOTKH TOKYMEHTOB (HAallpUMep, ONpEeAEICHbI I TUIIOBbIE ONEpaLuu
00pabOTKM JOKYMEHTOB, WX TIOCJIEJOBAaTEIIbHOCTh) B YUYPEXKICHHUSIX, OpraHU3alMsIX U Ha
MPEANPUATHIX CTPAHbI?

Kakumu 1oKyMEHTaMM JTOJIKHBI MM MOTYT PYKOBOJCTBOBATHCS KOHKPETHBIE CTPYKTYpPBI IIPH
pelIeHnn JaHHOTO Bompoca?
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2. Jlns pemieHHsl KaKMX 3a/ad4 HMCIOJIB3YIOTCS TOCYIapCTBEHHBIC CTaHAAPTHl B cdepe
nenorpousBozacTBa? Ha3oBuTe Takue cTangapThl.

Kakum oOpa3oM opranuzanusi MOXKET JTOOUTHCS OT CBOMX PaOOTHHUKOB 00s3aTENBHOTO y4era
nosioxxenuit 'OCT?

3. OpHolt W3 BaXHEWIIMX SBISETCS Mpo0JeMa COXPAHHOCTH (XpaHEHHUs) JIOKyMEHTOB
opranuzanuii. KakumMu npaBoOBbIMH akTaMH M TOCYJapCTBEHHBIMH MEKOTPACIEBBIMU JOKYMEHTaMU
ClIelyeT PyKOBOJACTBOBATHCSA MPU €€ PEIICHUH:

3aKoHOATEIbHbIE OCHOBBI XpaHEeHUs JIOKYMEHTOB

WHubie mpaBOBBIC aKThI, OMPEICISIONINE PEIICHHE BOIPOCOB, CBSI3aHHBIX C COXPaHHOCTHIO
(XpaHeHHEeM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I‘leCKI/Ie JOKYMCHTBI, COACPIKAIIUE MCTOAUKY pa6OTH o OnepaTuBHOMY
XPaHCHUIO JOKYMCHTOB U IMOATI'OTOBKE UX K II€PEAAYC B apXUB OpraHu3aliuiu

4. PykoBOIUTENb NPEANPUATUSA PACIIOPSIANICS MOATOTOBUTH JOKYMEHTBI, KOTOPBIE HOJKHBI
periIaMeHTHpOBaTh JeATeNbHOCTh CiIykO0bl JJOY (kaHUenspun), OpraHu3aluio U HopsaoK paboThl ¢
JOKYMEHTaMH.

beuo pazpadorano Ionoxenne 06 MHPOPMALTMOHHON MONUTHKE, OJUH U3 pa3eioB KOTOPOTo
HazpiBasicst «Opranuzanust paboThl ¢ JOKyMEHTHUpyeMmoll mHpopmanuein». B paznene 3akperuisiics
CTaTyC KaHLESPUU KaK CIIy:KOBI JEJONPOU3BOACTBA U (DYHKIUH €€ COTPYAHUKOB IO paboTe C
JOKYMEHTaMH.

Omnpenenure, Kakue OpraHU3allMOHHBIE JOKYMEHTBHI 3aMEHWI co00i pasnen «OpraHusanus
paboThl ¢ JOKyMeHTHpyeMoi nHpopmanuein». [IpaBomepHa u Takast mpakTHKa?

Kakoii emie BHyTpeHHUI HOPMAaTUBHBIN JOKYMEHT CIIEJ0BAI0 pa3paboTarh, YTOObI YCTAHOBUTH
€MHBIN MOPSAI0K JEIONPOU3BOCTBA HA IPEANIPUATHH?

5.0npenenute nopsaok coctaBieHus u opopmienus [lonoxenus o ciyxoe JJOY:

. paspabaTsiBaeT (KT0?)

. MOAMHUCHIBAET (KTO?)

. JOJDKHO OBITH COTIIACOBAHO (C Kem?)

. yTBepKIaeT (KTo?)

= BBOJIUTCS B JICWCTBHE (KEM WK UyeM?)

" nognexxat nepecMmoTpy (Npu Kaknx obcToATeNbCTBaxX?)

3aroiHUTE IPOIYCKH.

6. Pa3zpaborannas B opranu3zanuu MHCTPYKIUS 1O IETOMPOU3BOJICTBY COACPKUT CIEIYIONINE
TeMaTU4eCKHe pa3/elibl:
- Opranu3zanus J0KyMeHT0000poTa
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- Peructpanus 1o0kyMeHTOB

- KOHTpOHB 34 UCITIOJIHCHUEM IIOKYMCHTOB

- Howmenxkiarypa nen

- XpaHEeHHE JOKYMEHTOB B CTPYKTYPHBIX ITOAPA3ACIICHUSIX.

OTpakeH JIM B MHCTPYKLUHU BECh Mpoliecc paboThl C TOKyMeHTaMu?
Ecnu net, kakumu pasnenamu Bol Obl JOMOIHUIN JaHHBIA JOKYMEHT.
OO0ocHYHTE CBOE PEIICHHE.

7. NHCTpYKIHS 10 JEIONPOU3BOACTBY — 3TO O0SI3aTENbHBIN JOKYMEHT JJIsl BCEX paOOTHUKOB
OpraHM3aINH WU TOJBKO JUISI €€ CIIYKOBI IeI0Ipon3BoIcTBA?
KTo n xakum o06pazom onpezaensier chepy pacnpocTpaHeHHs TaHHOTO JTOKyMeHTa?

8. Kommanusi umMeeT HECKOJIbKO OTAEJCHHM, OJHO W3 KOTOPBIX PACIOJIaraeTcs B TOM e
3/1aHUH, YTO U UEHTpaIbHbINA oduc. [Ipyrue oTeneHus pacioaokeHbl B pa3HbIX palloHaX Topoja.

Kak Oynet oprann3oBaH JOKyMEHTOOOOPOT KOMIIAHUU B 3TOM cilydae: OyJeT JIi LIeHTPaTbHBIH
oduc paboTaTh cO BCEMHU JIOKyMEHTaMHU KOMITAHUU (OCYUIECTBIIATH LIEHTPAIM30BAHHBIN MPUEM BCEX
JTOKYMEHTOB, HX PErHCTPAINIO, BECTU CIPABOYHYIO paboTy, KOHTPOJIb 332 UCTIOJTHEHUEM JIOKYMEHTOB U
T.J1.) WIK niepenact 3ty ¢GyHKIuH B otAencHus? Ecnm mepenact, kakoBa Oyzaer ponb ciyxosr JOY
nentpansHoro oduca? Kak OymyT paborarh ¢ JTOKyMEHTaMH OTACIICHUS, HAXOMSIIEMCS B TOM JKe
3/IaHHUH, YTO U LIEHTPAIBHBIN 0duc?

9. IlepBuynast 0OpabOTKa JOKYMEHTOB, MOCTYMHUBIIMX B KOMIIAHHIO 10 MOYTE, CBOJAUTCS K
cieayronieMy. PaOOTHUKHM, BBINOJHSIOMIKME 3Ty OINEpPAlUI0, BCKPHIBAIOT M TYT € YHUUYTOXKAIOT
KOHBEPTHI, MPOCTABIISIIOT HA BCEX JIOKYMEHTaX, B TOM 4YHcie, (PMHAHCOBBIX, OyXTalTepCcKUX M T.II.,
ITaMII O MOCTYIUJICHUU AOKYMEHTA B OPraHU3ALMIO U IMEPEAAIOT UX MHCIEKTOPY II0 PETHCTpaLUu.
WNHucnektop npocMaTpuBaeT JOKYMEHTHI U (PUKCUPYET B PErMCTPALMOHHBIX (popMax, HOMUMO MPOUYNX
CBEJICHUI, KOJIMYECTBO JIMCTOB U HAIMYNE ITPUIIOKEHUN K TOKYMEHTaM.

Omnpenenure, kakue TpeOOBaHUS K MpOIECCy NEPBUYHOM 0OpaOOTKM JOKYMEHTOB B JIaHHOM
Cllyyae HApylIarTCsA, U KAaKUE€ HETaTUBHBIC IOCIEACTBUS ITHUX HAPYIICHHWHW JUIsI KOMIIAHUU MOTYT
IIPOSIBUTHCA BIIOCIIEICTBUU.

10. IlomoOLIHUK PyKOBOIUTEINS, IPEABAPUTENBHO IPOCMOTPEB TOKYMEHTALMIO, TIOCTYIHUBILIYIO
B OpraHu3allMIo, BCIO €€ IepefacT pPYKOBOAUTENI. B mamky ¢ JOKyMEHTaMU BKJIAAbIBACTCS
IMACBMEHHBI KOMMEHTAPUA O COCTaBe MOCTYNUBUIMX JOKYMEHTOB, KOPPECHOHACHTAX, aJpecarax U
coJiepKalmxcs B KaXJI0M JOKYMEHTE BOIIPOCAX.

B uem cOCTOMT Ha3Ha4YeHHE ONEpalUU «IPEABAPUTEIBHOE PACCMOTPEHHE JOKYMEHTOB»?
[IpaBuIBHO 1M €0 MOHUMAOT B JAHHOW OpraHu3aruu’?

11. O6H_[aﬂ TCXHOJIOTHUA paGOTBI C JOKYMCHTaMU B OpraHu3alini COCTOHUT U3 THIIOBBIX

onepauuid:
. MpPUEM JOKyMEHTOB;
. nepBUYHas 00paboTKa JOKYMEHTOB;

. perucTparus;
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. paccMOTpeHHE JOKYMEHTa pPYKOBOJWTEIIEM M OIpEIEICHUE XapakTepa peIIeHus
BOIpoca (Pe30IIIoIHs);

- IMOCTAaHOBKA NJOKYMCHTA Ha KOHTPOJIb,
- IMOATOTOBKA IMMPOCKTA JOKYMCHTA,

. O(bOpMJ'IeHI/Ie H CorjiaCoBaHUC,

. YAOCTOBEPCHUE,

[

. OTIIpaBKa U3 OpraHHU3alnu,

,Z[OHOJIHI/ITC NEPCUCHb HCAOCTAOIUMU OIICPpALIUAMUA

12. B COOTBETCTBMH C TOCYAApPCTBEHHBIMH  MEXOTPACIEBBIMU  JIOKYMEHTaMH B
MH(OPMALIMOHHO-TIOUCKOBYIO cUCTeMy Mo AokyMmeHTam opranusauuu (MUIIC) Bxopst: perucrparus,
UHJeKcaus, opMUpOBaHUE JIETI.

KakoBo Haznauenue kaxaou cocrapistomieir UIIC? Yro mo3BonsieT 00beTUHUTh UX B OIHY
cucremy? Kak OHM MOTYT UCIIOJIb30BaThCS MPU MOUCKE TOKYMEHTHOM nHdopmanmuu?

13. B peructpannoHabie GOpMBI BXOMSIIUX TOKYMEHTOB OpPTaHM3AlMsl BHECIA CIIEIYIOLIHNE
JTaHHbIE:

JaTa MOJIyYEHHUs, BXOJSIIMA PETUCTPALMOHHBI HOMEpP, KOPPECHOHJEHT, HOMEp M JaTa
JOKYMEHTa, KpaTKOE€ COJEp/KaHUE, PE3OJIOUUs PYKOBOIUTENS OpraHu3alllH, pPYKOBOJUTEID
CTPYKTYPHOTO MOAPAa3IeICHMs, PE30JIIOLHS PYKOBOAUTENS OAPA3ACICHUS, UCTIOHUTEb.

Onpenenure, COOTBETCTBYIOT JIM 3TH JIAHHBIE PEKOMEHIYEMOMY COCTaBy pEKBH3UTOB
peructpaniioHHoi  ¢gopmbl.  Mmeer nm  ciyxba  JelONpoM3BOACTBA NpaBO  BKJIOYATh B
perucTpanoHHble GOPMbI pEKBU3UTHI IO CBOEMY YCMOTPEHUIO?

14. Cucrema perucrpanuu B OpraHU3alMd MMEET CMEUIaHHYI0 (QopMy, IMpU KOTOPOM dYacThb
JOKYMEHTOB (TIOCTYIAOIMEe Ha MMsI PYKOBOJUTENS, NMpPUKa3bl U Jp.) PErHCTPUPYIOTCS B CiIyxkOe
JIeJIONPOU3BOICTBA, & OCTAIbHBIE — B CTPYKTYPHBIX [TO/IPA3ICIICHUSX.

B cinyx6e nenonmpou3BojacTBa BCceM 0€3 MCKIIOUEHHUS JOKYMEHTaM IPHCBAaWBAETCs HHIEKC,
COCTOSIIMIA U3 MOPSIKOBOIO HOMEpA JIOKYMEHTa B COOTBETCTBYIOLIEH TpyIie (Hampumep, BXOIAIINX
JOKYMEHTOB) U JuTepbl «P», o3Hauaromen «pykoBOACTBO», Hampumep, P 45. B crpykTypHBIX
MO/IPA3JEIIEHUSAX PETUCTPALMOHHBIN MHAEKC COCTOMT M3 MHAEKCA CTPYKTYpHOrO nojpaszaeneHus (1o
BHYTPEHHEMY KJacCU(PHUKATOPY CTPYKTYPHBIX MOJApAa3AeICHUI) U MOPSAKOBOIO HOMEpa, Hanpumep, 3-
25 nm 4-12 u .1

YeMm Takol NOPSAIOK HHJEKCUPOBAHMSI HE COOTBETCTBYET YCTAHOBJIEHHBIM TpPeOOBaHUSIM?
Pemenne kakux nH(MOPMALIMOHHO-TTIOMCKOBBIX 334 YCIOKHSIOT TaKUe UHAECKCHI?

15. Jlena B opranuzanuu GOpMUPYIOTCS U XPAHATCS CIEAYIOLUUM 00pa3oM:

CIICHUAIMCTBI OTACIOB 3aBOJAT IIAIIKK, B KOTOPLIC BKIIAALIBAIOT JOKYMCHTBI, KAaCAarOIIHUCCH
pelICHUSA OTACIBHBIX BOIIPOCOB. Ha O6JIO)KKaX IIOMCIIATCA q)aMI/IJII/II/I 1 MHUIUAJIbI HCIOJIHUTEIIEH U
yKa3aHHE Ha KOHKPETHOE HANpaBJIeHHE €ro ASITeIbHOCTH, HallpUMep:

A.C. TepentneB. U3roroBjieHue U YCTAHOBKA CBETOBOM peKJIaMbl

B Teuenue roga B TakoW Manke HAKaIUIMBAIOTCS pPAa3IMYHbIE JTOKYMEHTHI, C KOTOPBIMH
MPUXOAUTCS paboTaTh CIENHUATIUCTY B paMKax JaHHOW MpoOsieMbl. B 4ucie JOKyMEeHTOB BCTpEeUYaroTCs
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MUChMa-TIPEJUIOKEHUSI, TMHCbMA-OTBEThl Ha MPEAJIOKEHHUS, MHUCbMa-peKiIaMaluy, JOTOBOPHI U

MPUIOKEHUS K JOTOBOpaM, aKThl, MPOTOKOJBI W Jp. Ecinu cnenmamuct paboraer HE C OJHOM

opraHmauHeﬁ, TO BHYTPHU IIAIIKK OH IMOMEIIACT KAPTOHHBIC PA3ACIIUTCIN C YKA3aHUEM KOHKPCTHBIX

OpFaHHSaHHﬁ-KOHTpaF CHTOB. Korna JOKYMCHTOB CTAaHOBUTCA CJIWUIOKOM MHOI'O, 3aBOAAT BTOPYHO

(TpeTbio M T.J1.) MANKy C TAKOM K€ HAJMUCHIO M YKa3aHUEM, YTO 3TO BTOpPOE (TPEThE U T.JI.) JAEJO:
A.C.TepentneB. U3roroBjieHHe U YCTAHOBKA CBETOBOI peKJaMbl. Ne 2

B koHLe rojga mnamku NOMEINAIOTCS B WIKag, B OTAEIEHUSA, /A€ XPAHATCS JOKYMEHTBI
OIpEJICJIEHHBIX CHEIUATINCTOB.

Takoil NOpANOK XpaHEHUs JOKYMEHTOB OOBSACHSIOT TE€M, YTO MMEHHO TaK CIELHaIMCTaM
ynoOHO paboTaTh C JOKYMEHTaMH B TEUEHHE JEJIONPOU3BOJCTBEHHOTO I'0Ja, UCKATh JIOKYMEHTHI
1ocJie OKOHYaHMsI pabOThl ¢ HUMHU U OOECIEeUnBaTh MX COXPAHHOCTb, TaK KaK Ka)/blil CIEUAINUCT
3HAET CBOM BOIPOC U, 3HAUUT, CBOU JJOKYMEHTHI.

Cornacuel 11 Bl ¢ Takum o0bsichenuemM? KTo B TakoM ciydae OyJeT HeCTH OTBETCTBEHHOCTb
3a o0ecreyeHne COXpaHHOCTH JOKYMeHTOB? O0OCHYHTe CBOM OTBET.

16. B Teuenue roja y opraHu3aluy HOSBUIMCH HOBBIE HAlpaBJICHUS JAEATEIBHOCTH U HOBBIE
naprHepsl. HoBast pabora Oblia nopydeHa aBym otnaenaM. Kak cienctsue, NOSBHINCH 3HAUUTEILHOE
KOJIMYECTBO HOBBIX JIOKYMEHTOB, KOTOpble HE OBUIM TPEeIyCMOTPEHBl  JIEHCTBYIOIIMMU
HOMEHKJIATypaMH JIeJl JaHHBIX OT/IEJIOB.

PykoBoautens opraHuzanuy CBOMM IIPUKa3oM 00s3ajl BHECTH M3MEHEHUS B HOMEHKJIATypy
nen. B pe3ynbrare 3TO CBEJIOCH K COCTABJICHUIO B CEPEIUHE TOZa HOBBIX HOMEHKIATYp AEN IBYX
OTIENOB. PyKOBOIUTEND OpraHu3aliii UX YTBEPAUIL.

[Touemy Takue necTBHsS HE MOTYT ObITh NMpHU3HaHBI MpaBoMepHbIMU? Kakue TpeOoBaHMs K
COCTABJICHUIO U O(OPMIICHHIO HOMEHKJIATYPbI J1e]1 ObUIM HapyIIeHbI?

17. Ilocne omMOOYHOr0 YHUUTOKEHUS pAJla BaXKHBIX JOKYMEHTOB B KOMIIAHUU ObUIO MPHUHSTO
peumieHne o co3gaHuM d3kcnepTtHo komuccuu (OK) u pa3paboTke BHYTPEHHHUX HOPMAaTHBHBIX
JIOKYMEHTOB, PETYJIHPYIOIIHX €€ e TEIbHOCTb.

B neiicTByromue KOpIOpaTUBHBIE JOKYMEHTBI, PETJIAMEHTUPYIOLIUE NEATEIbHOCTh CIIY>KOBI
JIeTIOTIPOU3BOACTBA M TOPSIOK  paboOThl € JAOKYMEHTAaMH KOMIIAHMM, ObUTM  J10OaBJIEHBI
COOTBETCTBYIOIIME pa3fielibl, B KOTOPHIX OBUIM ONpeieeHbl CTaTyC, COCTaB, MpaBa, oos3anHOCTH DK 1
MOPSAIOK IIPOBEACHUS SKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB.

B ¢ynkum 9K Ob10 BKITIOUEHO Clieayrolee:

- IPOBEpKa MPABHILHOCTH 0OPMIICHHS IOKYyMEHTOB;

- y4eT JOKYMEHTOB;

- ONpEIENICHUS YCIOBUIM XpaHEHUsI TOKYMEHTOB;

- IPOBEpKa KauecTBa (pOPMUPOBAHUS JIEIT;

- Y4ET /€] C JUIMTEIbHBIMA CPOKAMH XPAaHEHUS;

- 0TOOp J1eJ1 Ha XpaHEHHUE U YHUUTOXKEHUE,

- OIPEJEIIEHNE CPOKOB XPAaHEHUS IOKYMEHTOB;

- OIPEJEIIEHNE TIOJTHOTHI COXPAHHOCTU JOKYMEHTOB KOMITaHUU.

Kaxkue napymenus Obutd JOMyIieHbl mpu co3aanuu DK?

Kaxkue, na Bamr B3rs, GyHKIME HE COOTBETCTBYIOT Ha3HaueHHIO DK M He BXOJAT B MOHATHE
«3KCIIEPTU3a [IEHHOCTU TI0KYMEHTOBY?
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18. YacTp BXOASMIMX M UCXOASANIUX JOKYMEHTOB OpraHHM3allMH MPEICTaBICHA B 3JIEKTPOHHOMU
dopme. [Ipu moAroToBKe AE K mepenade B apXuB BCTAT BOMPOC, B KAKOM BHUJIC MX HYXKHO C/IaBaTh: B
BHUJIC JUCKOB UJIN HepeBeHeHHBIX Ha 6YMa)KHYIO OCHOBy TpaI[I/H_[I/IOHHBIX I[OKYMGHTOB.

CTOpOHHUKM TEpeBOAA JOKYMEHTOB B TPAIUIMOHHYIO OyMaKHYIO (OpPMY MOTHBHPOBAIH
CBOIO TOYKY 3pPCHHS TE€M, YTO HE M3BECTHO, MO KakoW (hopMe TOJHKHA OBITH COCTaBIIEHA OINMUCH HA
AJICKTPOHHBIC JOKYMEHTBI, U KaK OMPEEITUTh CPOK UX XPAHCHHUS.

Kak 6»1 Bbl moctynunu B maHHOM ciaydae? MOXKHO JIM ONPEACIIUTh CPOKH XPAaHEHUS TaKHX
JIOKYMEHTOB ¥ ()OpMY OTIHMCH, IO KOTOPOH OHU MOTYT OBITh TIEPEIaHbl B apXUB?

IIpumep BapuaHTa TECTOB VI KOHTPOJILHOMH padoThI
Bapuanr 1

1. [IpaBuna nemompousBoOACTBa B (enepalbHBIX OpraHax HCIOJHHUTEIBHOW BIACTH M
Mertoanyeckre peKOMEHIAUK [0 pa3paboTKe MHCTPYKLUM MO JeN0oNpou3BOACTBY B (hefepaibHbIX
OpraHax UCIOJHUTEJIbHOW BJIacTH ObUIU NPUHSTHI B roay.

Kakue 13 nepeuncieHHbIX BOIPOCOB MeToanueckne peKOMEHJAlu PEKOMEHIYIOT BKIFOYHUTh

B UHCTPYKIUIO IO JCJIOIIPOU3BOACTBY:

o MIpaBUJIa COCTABJICHUS M 0(OPMIICHUS TOKYMEHTOB

o MpaBUJIa OpPraHU3aIMH TIOKyMEHTO000poTa

o MpaBUJIa PETUCTPAIIMH U KOHTPOJIS

o MpaBWJIa XpaHEHUS JIOKYMEHTOB

o npaBuiia 00pabOTKU AIEKTPOHHBIX TOKYMEHTOB

o npaBmiia nepenayn (HakCUMIIBHBIX COOOIIEHUH

o MIpaBWJIa XPaHEHUS JIEKTPOHHBIX JOKYMEHTOB

1. OTMeThTe B CIIUCKE TUTIOBBIE Ha3BAHUS CITYKO JIEIOMPOU3BOICTRA!
. Otnen nenonpou3BoIcTBa

. Otnen 1oKyMeHTO000pOTa

o VYmpasieHue aenamu

° Kanuensapus

. OO0mmi oTmen

. Perucrparypa

o Cekperapuar

o OTtnen KaapoB U 1E€I0MPOU3BOJICTBA

2. OTMmeTbTe B CIOHCKE CTPYKTypHOE TMOApa3leleHue, KOTOpoe pa3zpadarbIBaeT

NHcTpyK1HIo 1Mo AETI0NPOU3BOJICTBY, U JOHKHOCTHOE JIULIO, KOTOPOE YTBEPKIAET 3TOT JOKYMEHT:

e Cuyxb6a JIOY
e IOpuanueckas ciay0a opraHU3aIIH
e Kanposas cimyx0a opraHu3anuu
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e Otgen TpyJa U 3apruiaThl
e PykoBoIuTENb OpraHU3auu
e PykoBoauTeNIh KOJUIETHAIBHOTO OpraHa
C kakoi JaThl HAYUHACT ACHUCTBOBATD MHCTPYKIIHS. .. uvtentteentteteeiie et eaeeeeeaeenaeans

4. TlponymepyiiTe MpaBUIBHYIO MOCIEIOBATEIFHOCTD JAEIONPON3BOICTBEHHBIX ONEpaluil 1mo
MOJITOTOBKE U 00pabOTKE UCXOSIIUX JOKYMEHTOB:

o pa3paboTKa MpoeKTa JOKyMEHTa

o odopmiieHne aapecaTa

o 3aroJIOBOK K TEKCTY

o OTIpaBKa

o odopMIICHHE TTPHITOKEHUS

o MPOCTaBJICHHE OTMETKU 00 UCIIOJIHUTEES
o BHU3bI COTJIACOBAHUS

o MO/IIACAHNE

. perucrpauus

5. Peructpauuu noajexar:

L4 BCC IMMOCTYNNMBLIUC U OTIIPABJIIACMBIC TOKYMCHTDBL

o TOJIBKO BHYTPCHHUC JOKYMCHTEIL

L4 TOJIBKO OIICPATHBHBIC U CPOUHBIC JOKYMCHThBI

L4 TOJIBKO JOKYMCHTBI, IMOCTYIIMBIINEC W3 BBIIICCTOAMIUX opraHmauHﬁ H OTIIPABJISICMBIC
um

L4 AOKYMCHTEI, Tp€6YIOIIII/Ie ydue€Ta, UCIIOJTHCHHA U UCITIOJIb30BaHHA B CIIPABOYHBIX HEIIAX

KOHTpOJIbHLIe BOIIPOCHI M 3a/IaHUA JJIA l'IpOMe)KyTO'lHOﬁ aTrTeCTallMm 1o MToraM OCBOCHHUS
AUCHHUIIIMHBI (3K3aMeHallI/IOHHLIe BOl'[pOCI)I):

1. OcobeHHOCTH CHCTEMBI 1€JI0NPOU3BOJICTBA B LIEHTPAIbHBIX yupexaeHusx Poccun XVI-
XVI.,, XVIII, XIX BB. HanpaBnenus u criocoObl pariioHAIA3aIUHN JETOMPOU3BOJICTBA B YUPEKICHUIX
Poccun XIX - Hau. XX B.

2. HampaBneHus moucKa palMoHaIbHBIX (POPM OpraHM3aLUH Jeonpon3BoacTBa B 1920-¢
roJbl

3. Ponb HapKOMaTa paGOHC-erCTLHHCKOﬁ HHCIICKIIMKM B CO3JaHHUHU CUCTEMBI
COBCTCKOI'0 JCJIOIIPOU3BOACTBA.

4, Haunbonee 3Haummble pa3pabOTKKM  akIHOHEpHOTO oOmiecTtBa  «Oprerpoiiy,
NHctuTyTa TeXHUKM ynpasiieHus B 1920-e roasl.

S. XapakTepuctuka U 3HaueHne «OOmMX TMpaBuUil JAOKYMEHTAllMH U
nokymeHToobopora» (1931 r.)

6. IlporpamMmbl COBEPIIEHCTBOBAHUS ICIOMPOU3BOACTBA, MPUHATHIE HA MEXKOTPACIEBBIX
coBemannax 1941, 1960 rr.
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7. HampaBneHusi TEOPETHYECKMX WM MPHUKIAJAHBIX  HCCIACIOBaHHA B  00JacTH
COBEpIICHCTBOBaHUs Aenonpon3BoacTsa B 1970-1980-e rozsr.

8. TocynmapcTBeHHOE perynupoBaHue JaenonponsBoacTsa B 1990-¢ — 2000-e rosr

9. HopMaTHBHO-METOIMYECKHE JOKYMEHTBI ~MEXOTpACIEBOrO  JCHCTBUS, KOTOpHIC
OTIPEJICNIAI0OT COBPEMEHHYIO OPTaHU3aIMI0 paboTHl C TIOKyMEHTaMU (HaMMEHOBAaHUE JIOKYMEHTa, IO
€ro pa3paboTKH, KpaTKas XapaKTepUCTHUKA)

10. Opranmzamus ciayx0b1 JIOY. OcHoBHast 1enb, 3a7adyd U (YHKIHH CIYXKOBI, €€
JOJKHOCTHOM U YMCJIEHHBIM COCTAaB.

11. TunoBbIe BUABI U CTPYKTYPHI c1yx0 JIOVY.

12. JlokanbHBIE aKThI, pETIaMEHTHPYIOIINE OpPraHU3aINIo JIeoNpon3BoAcTBa. Hasnauenue,
cocTaB HH(OPMAIHH, TIOPSIIOK pa3pabOTKH U YTBEPKACHUSI.

13. UHCTpYKIIMST TIO0 JEIONpPOU3BOACTBY. HasHadeHwe, CTPyKTypa TEKCTa, TOPSI0K
MOJTOTOBKH.

14.Tlonatne «IOKYMEHTOOOOPOT», MPHUHIMIIBI €r0 OpraHu3aluh. XapaKTepUCTUKU
JOKYMEHTO00O0poTa

15. Oranel  moxkymeHtoobopoTa. Omepainuu, KOTOpbIE BBINOJHAIOTCS MpU pabore ¢
BXOJIALIUMH TIOKyMEHTaMU

16. Dranmer  moxymeHTOoOOOpoTa. Omepamuu, KOTOpHIE BBIMOTHSIIOTCS TP padoTe C
UCXOSAUIMMHA JOKYMEHTAMH

17. 3tanel JOKYMEHTOOOOpOTA. ONEpaluHl, KOTOpPbIE BBINOJHSIIOTCS C BHYTPEHHUMH
JIOKYMEHTaMu

18. Peructpanus 1OKyMEHTOB, ee Ha3HadeHue. [IpaBuia perucrpanmuu JTOKYMEHTOB.
XapakTepUCTHUKAa COBPEMEHHBIX PErMCTPALMOHHBIX (OpM, cocTaB HHPOPMALKMU M TOPSIAOK HX
3aII0JIHEHUS.

19. TlonsTusa «perucTpanyst JOKYMEHTOBY», «MHIEKCHUPOBAHUE JIOKYMEHTOB». 3HaYCHHE U
npaBuia GOpMUPOBAHMS HHAEKCOB

20. 3HaueHWe KOHTPOJIS 33 CPOKAMH HCIIOJIHCHUS JOKYMEHTOB B ammapare yIpaBJICHHS.
TpeboBaHusi K oOpraHWU3alMK KOHTPOJIS WCIOJHEHWS JOKYMEHTOB B JIEJIONPOU3BOJICTBE. 3amadu
KOHTPOJILHOU JIEATEILHOCTH.

21. CpokM WCTIONHEHUsSI TOKYMEHTOB. TEXHOJIOTHSI KOHTPOJIA 3a CPOKaMHU HCIOJTHEHUS
JOKYMEHTOB.

22.3akoHOAaTeNbHAs perjaMeHTalMss W METOJUYecKoe oOOecleyeHne OpraHu3aluu
XpaHeHus NOKYMEHTOB B Poccuiickon @enepannu.

23. Opranu3zaiiys TEKYyIIero XpaHeHUsI JOKYMEHTOB B JIEJIONMPOU3BOJICTBE OpTraHU3AlUU H
obecrieueHre UX COXPAaHHOCTH

24. HomeHnkiatypa 1iej, ee Ha3HaueHue B JCIONPOU3BOACTBE. Buapl HOMEHKIIATYp A€, UX
ocobeHHOoCTH. TpeOoBaHMsS K HOMEHKJIAType e, MX 3aKpelyieHHe B HOPMATUBHO-METOIUYECKHUX
JIOKyMEHTaX MEXKOTPACIEBOTO JICHCTBHS.

25. Meroauka cocTaBiIeHUsI HOMEHKIATypbl aen. [lopsanok odopmieHus, coracoBaHus U
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YTBEPKICHUSI HOMEHKJIATYPhI JeJl.

26.IlpaBuna ¢dopMupoBanuss B Jelia JOKYMEHTOB pa3IUYHBIX BHJIOB. [IpUHIUIIEI
CUCTEMAaTH3aINH JOKYMEHTOB BHYTPH JICJ.

27.TlonsiTe  “OKcmepTH3a IIEHHOCTH JOKyMEHTOB”. HopmaTuBHO-MeTOOMYECKHE U
TEOPETUYECKUE OCHOBBI NPOBENEHUS AKCIEPTU3bl. [IpUHIMIBI U KPUTEPUU HKCIEPTU3BI LIEHHOCTU
JOKYMEHTOB.

28. Opranuzanus  pabOThl MO MPOBEACHUIO DKCHEPTU3bI  I[EHHOCTH  JOKYMEHTOB.
JIoOKyMeHTUpOBaHUE AESITEIbHOCTH SKCIEPTHON KOMUCCUU U 0(hOpMIIEHUE €€ Pe3yIbTaTOB.

29. Haznauenue onucu fen. Bunel onuceit. IlpaBuna cocraBienus u opopMiIeHHE OMUCH
JIeJ1 CTPYKTYPHOT'O TIOApa3ieIeHUS.

30. Onepanuu o NOArOTOBKE JOKYMEHTOB K Iepeiadye B apXHUB OPraHU3aliH.

31. OcHoBHBIE TpeOOBaHUS K OOPMIICHHIO JIeJ MPU UX MOJATOTOBKE JIUIsI TIEpEIayl B apXUB
opranuzanun. YacTuyHoe u mojHoe oopMiIeHue.

6. YueOHo-MeToquYecKOe U MHPOPMALIMOHHOE 0O0ecTieyeHre TUCIUTLTHHBI
6.1 CnuCcOK HCTOYHHKOB H JINTEPATYPbI

HcTounuku

@®enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Ddeneparuny // [DnextponHslit pecype]. — M., 2019. — Pexxum noctymna: https://base.garant.ru

Oenepanbhbiii 3akoH oT 02.05.2006 Ne 59-03 «O mnopsiaike paccMOTpeHHsl oOpalieHui
rpaxnaan Poccuiickoit ®enepanun»// [DnektponHblit pecypc]. — M., 2019. — Pexum nocryna:
https://base.garant.ru/12146661/.

[TocranoBnenue IlpaBurtensctBa PO ot 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IlpaBun
JICJIOTIPOU3BOICTBA B (hefiepalibHBIX OpraHax HCIOJHUTEILHOW BIIaCTH»// [DIeKTpOHHBIN pecypc]. —
M., 2019. — Pexxum mocryma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Tocranosnenue IlpaButensctBa P® ot 25.12.2014 Ne 1494 “O06 yTBepkaAeHUM ITPaBUI OOMEHa
JOKYMEHTaMU B DJIEKTPOHHOM BHJE IMpU OpraHu3aludyd HH(OPMALMOHHOTO B3auMojencTBus //
[DnexTponHsIi pecypc]. — M., 2019. — Pesxum nocryma: https://base.garant.ru/70832680/

Metoauueckie peKOMEHAalMu MO0 pa3paboTKe WHCTPYKIMHA MO JEJIONPOU3BOJICTBY B

(denepanbHBIX OpraHax HCIOJIHUTEIbLHON BIIACTH, YTBEPKICHHBIE ITpHKa3oM PocapxuBa ot 23 gexalbps
2009 Ne 76 // [DnektponHblii  pecypc]. — M., 2019. — Pexum gocryna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[IpumepHass MHCTPYKLUS O JEIONPOU3BOACTBY B TOCYIAapCTBEHHBIX OpraHU3allMAX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnektponHsbIii pecypc]. — M., 2019. Pexxum noctyma:
http://www.consultant.ru/document/cons_doc_LAW _305137/.

[Tpuka3 Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBepkIeHHH MPaBUII OpPraHU3aLUU
XpaHEeHHUsl, KOMIIJICKTOBAHHs, yueTa M HCIIOJIb30BaHMUsA JOKYMEHTOB ApxuBHOro (onna Poccuiickoit
®enepanuu U ApYyrux apxXUBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOH BJIACTH, OpraHaX MECTHOTO


https://base.garant.ru/
https://base.garant.ru/12146661/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
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CaMOYTIpaBJICHUs W OpraHu3anusx» // [DnektpoHHbI pecypc]. — M., 2019. — Pexum npocryna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P UCO 15489-1-2007 Cucrema cTaHzapToB Mo HHPOpPMALUHU, OMOIMOTEYHOMY H
W3JIaTeIbCKOMY JIeTy. YTpaBiieHue nokymeHTamu. OOmme TpeboBanus. // [DnekTpoHHBIH pecype]. —
M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE Jei0. TepMUHBI W OINpEACICHUs. -
[DneKTpOHHbIN pecypc]. — M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JlonoHUTEIbHBIE UCTOYHUKHU

[Tpodeccuonanpuplii crangapt «CrnenuaiucT Mo OpraHU3allMOHHOMY U JOKYMEHTAIIHOHHOMY
00ECTIEYCHNIO YTIPABICHUSI OpraHU3alMel», YTBEPKICHHBIM mpukazoM MunTtpyaa Poccum ot
06.05.2015 Ne 276m // [DnextponHbli pecypc]. — M., 2019. — Pexum pocryma:
https://base.garant.ru/71064518/.

[Tpodeccuonanphblii crangapt «CrnenuasiucT Mo YIpaBlIeHUIO TOKyMEHTAlUeH OpraHu3alun,
YTBEpKACHHBIA NpUKa3zoM MuHucTepcTBa TpyJa U COLMaNbHON 3ammThl Poccuiickon denepanuu ot
10.05.2017 Ne 416m // [DnexkrtpoHHbli pecypc]. — M., 2019. — Pexum jgocrymna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeyeHb THMOBBIX YIPABICHUECKUX APXUBHBIX JTOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
NEATEIBHOCTH T'OCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJIEHUS U OpraHu3aluil, C
YKa3aHHEM CPOKOB XpaHEHMsI, yTBEP)KJICHHBIN NpuKa3oM MuHucrepersa KyasTypel PO ot 25.08.2010
Ne 558 (B pmevictB. pen.) // [Dnektponnbii pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru

Jlureparypa

boikoBa T.A. JlokyMeHTallMOHHOE oOOecreyeHHe YIpaBiIeHUs (IeIONPOU3BOICTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepal. u nomn. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com

boGriieBa M.II. Hekotopsie ocoOeHHOCTH cOBpeMEHHOro aokymeHtoobopora // Bectnuk PITYV.
2015. Ne2. [DneKTpOoHHBII pecypcl]. — M., 2019. — Pexxum JIOCTYTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HekoTOpbIX NpobiemMax cdepbl ynpasieHus JokyMeHTaMu B Poccuiickoit denepannu
/[ Bectauk PITY. 2014. Ne2. [Onekrponssiii pecypc]. — M., 2019. — Pexum nocryna:
https://www.rsuh.ru

6.2 IlepeueHnb pecypcoB HHGOPMALHMOHHO-TEIEKOMMYHUKANMOHHOU ceTn « AHTEpHETY.

HarnwonansHas saekrponnas oudmuoreka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snexkrponnas 6udianoreka www.elibrary.ru
Dnexkrponnas oudmunorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals


https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/
http://znanium.com/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/
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Taylor and Francis
JSTOR

6.3 HpO(l)CCCI/IOHaJILHLIe 0a3bl JAaHHbIX U I/IH(l)OpMaIII/IOHHO-Cl'lpaBO'lHLIe CHUCTEMBbI

IIpaBoBBIE 0asbl JaHHBIX: WWW.consultant.ru, www.garant.ru
[TpodeccrnonanbHbIC MOJTHOTEKCTOBBIC OA3bI JAHHBIX:

HarnwonansHas saekrponnas oudauorexka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snekrponnas 6udiamnoreka www.elibrary.ru
Dnexrponnas oubaunorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

NGO~ wWNE

WudopmanroHHbIe CITPaBOYHBIE CUCTEMBI:
1. Koucynberanr [lmoc
2. Tapanr

7. MaTepuaJbHO-TeXHHYECKOoe o0ecneuyeHue TUCITHIIINHBI

Jns  obecrnedeHus — JUCHMIUIMHBI — HCHOJB3YETCS  MaTepuajbHO-TEXHMUYecKas  0asa
00pa30BaTeNbHOTO YUpEKICHUS: y4eOHbIe ayAUTOPHUM, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUIsL IEMOHCTPALUU Y4EOHBIX MAaTepHAIIOB.

COCTaB porpaMMHOTO O6€CH€‘ICHI/I$I:
Windows

Microsoft Office

Kaspersky Endpoint Security
Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «Anbt ObpazoBaHue»

. Visual Studio

10. Adobe Creative Cloud

CoNR~LNE

8. Obecneuenne 06pa3oBaTEILHOTO MPOIECCA IJIsl JIHI C OTPAHUYEHHBIMH BO3MOKHOCTSMH
310POBbSI H HHBAJIW/I0B

B xonme peamu3zanuy JUCHUIUIMHBL HCIIOJB3YIOTCS CIEAYIOIIUE JIONOJHUTEIBHBIE METOJBI
o0ydeHusl, TEKYyIIEro KOHTPOJSI YCHEBAEMOCTH U MPOMEXKYTOUHOM arTecTaluu OOydaromuxcs B
3aBUCUMOCTH OT UX WHIMBHUIYaTbHBIX OCOOEHHOCTEMH:

® Uil CJEMBIX W CIA0OBUIAIIUX: JIEKIUH O(QOPMIISIIOTCS B BHJE AJIEKTPOHHOTO JOKYMEHTa,
JOCTYITHOTO C TOMOLIbI0 KOMIIBIOTEPA CO CIELUAIN3UPOBAHHBIM IPOTrPaMMHBIM 00€CIIEUEHUEM;
IIMCbMEHHBIE 3aJjaHMsl BBINOJHAIOTCS HAa KOMIBIOTEPE CO CHELUAIN3UPOBAHHBIM MPOTPaAMMHBIM
o0ecreyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBAETCS WHIMBHIYaIbHOE
paBHOMepHOe ocBemieHue He meHee 300 JIOKC; s BBIMOJHEHHS 33JaHUS NPU HEOOXOAMMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOLIEE YCTPONWCTBO; BO3MOXKHO TAaKKe MHCIOJIb30BaHHE COOCTBEHHBIX


http://www.consultant.ru/
http://www.garant.ru/
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YBEIIMYUBAIONINX YCTPOUCTB; MUCHMEHHBIC 3a/IaHHs ODOPMIISIFOTCS YBEJIIMYCHHBIM MPU(TOM; SK3aMEH
1 3a4€T MPOBOASATCS B YCTHON (pOpME WIIM BBIMOJIHSAIOTCS B MMCbMEHHOM (popMe Ha KOMIIbIOTEpE.

® Ui TIIyXUX M CIAOOCHBIIAIINX: JIGKIUU OQOPMIISIOTCS B BUJE DJEKTPOHHOTO IOKYMEHTa,
00  MpeaocTaBisAeTCs  3BYKOYCWJIMBAIOIIAS — ammapaTypa HWHAWBUAYAIBHOTO  IOJb30BAHMUS;
MUChbMCHHBIC 3aJIaHUsl BBIMOJHSIOTCS HAa KOMITBIOTEpE B IMHUCHBMEHHON (opme; 3K3aMeH U 3auéT
MPOBOJIATCS B MUCBMEHHOM (hOpME Ha KOMITBIOTEPE; BO3ZMOXKHO MIPOBEICHUE B (DOpME TECTHPOBAHHUS.

® U JIMIl C HApYIICHUSIMU OIOPHO-IBUTATEIBHOTO ammapara: JIEKIUU O(QOpMISIIOTCS B BHJIE
AJIEKTPOHHOTO JIOKYMEHTa, JIOCTYIIHOTO C TIIOMOIIBI0 KOMIIBIOTEpa CO  CICIUATU3UPOBAHHBIM
IpPOrpaMMHBIM ~ OOecrieueHHeM; THChMEHHBIC 3a/laHUsl  BBIOJHSIOTCS Ha KOMIIBIOTEPE CO
CTCIUAITM3UPOBAHHBIM IPOTPAMMHBIM 00eCIIeueHUEM; IK3aMEeH U 3a4€T MPOBOJATCS B YCTHOH hopme
WM BBITIOJIHSIOTCS B MMCBMEHHOM (popMe Ha KOMIIbIOTEpeE.

[Tpu HEOOXOMUMOCTH TIpETyCMaTPUBACTCS YBEITUYCHUE BPEMEHHU ISl TIOATOTOBKH OTBETA.

[Iponienypa mpoBeneHHUs MPOMEKYTOYHON aTrTeCTaluy Ui OOyYaroIIUXCsl YCTaHABIMBAETCS C
yu€TOM HX MHIAMBHYaJbHBIX TICHXOPU3NUYECKUX 0COOCHHOCTEH. [IpoMexyTouHast arTecTanus MOXKET
MIPOBOAMTHCS B HECKOJIBKO ITAIOB.

[Ipu mpoBeseHUW TIPOLECAYPHl OLCHHBAHUS PE3YJIbTaTOB OOYYCHHS IPEIyCMaTpHUBaeTCs
WCIIOJIb30BaHNE TEXHUYECKUX CPEICTB, HEOOXOIMMBIX B CBSI3M C MHAWBUIYAIBHBIMH OCOOCHHOCTAMHU
oOyyarommuxcsi. OTH CpeACTBA MOTYT ObITh MPEAOCTABICHBI YHUBEPCUTETOM, WJIM MOTYT
MCTIOJIB30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[TpoBenenue nporueaypbl OICHUBAaHUS PE3YJIbTaTOB OOYUYCHHSI JOIMYCKACTCS C UCIOJIb30BaHHEM
IMCTaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHHA.

ObecneunBaeTcst 10oCcTynl K HMHGOPMAMOHHBIM U OuOIMOrpaduueckuM pecypcaM B CETH
WuTepHer uist Kaxxaoro odydaronierocss B popMax, aJanTHPOBAHHBIX K OTPAHUYCHUSAM UX 3/10POBBS U
BOCIIpUATHS WH(DOPMALINU:

oISl CIIEMIBIX WU CHA0OBUIAIIMX: B TEYaTHOH ¢opMe yBeNWYEHHBIM MIPUPTOM, B Qopme
3JIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® IS TITyXUX U c1a0O0CIbIIIaNX: B Ie4aTHON Gopme, B popMe 3IEKTPOHHOTO TOKYMEHTA.

® U151 0OYJAIOIINXCSl C HApYIICHUSIMH OMOPHO-/IBUTATEIBHOTO ammapara: B Ie4aTHoil gopme, B
(dopMe IMEeKTPOHHOTO JJOKYMEHTa, B (popme ayauodaiina.

VY4eOHble ayIUTOpUU MAJIsE BCEX BHUJIOB KOHTAKTHOM M CaMOCTOSITENBHON paboOThI, HaydHas
OMOIMOTEKa W WHBIE TIOMENIEHUS Ui OOYYEeHHsS OCHAIEHBI CHEIUATBHBIM O0OpYJAOBaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHUUYECKUMU CPEJICTBAMU O0yUEHUS:

® ISl CIIENBIX U CJIA0OBUSAIIMX: YCTPOWCTBOM JJIsi CKAHUPOBAHMS M UTeHUs ¢ Kamepoir SARA
CE; nucruteem Bpaitns PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

oIl TUIyXUX M CIa0OCHBIIIANINX: aBTOMAaTH3UPOBAHHBIM pPabOYMM MECTOM ISl JIIOJeH C
HapyIICHHEM CIyXa U cIab0CHbIIIANINX; aKyCTUYECKUI YCUITUTETh H KOJIOHKH;

o uisi OOYyYaroOIMXCs C HaAPYIICHUSMH OIMOPHO-IBUTATENLHOTO ammapaTa: TepeIBUKHBIMHU,
perynupyeMbiMu dproHomudeckumu napramu CH-1; KOMIBIOTEPHON TEXHUKOW CO CHEIMAIbHBIM
MIPOrpaMMHBIM 0OecTIeYeHUEM.

9. Metoanyeckue MaTepHAJIbI

9.1 Inanbl ceMUHAPCKUX/ MPAKTHYECKHUX/ JIA0OPATOPHBIX 3aHATHIA

Br10op TeMm mpakTHYECKUX 3aHATHH OOYCIOBJICH OOIIMM COJAEpKAaHHWEM Kypca W HalleJIeH Ha
yrayOJIeHHOE U3yYeHHUE €0 OTACTbHBIX Pa3/IeoB.

[lnan mnpakTUYeCKUWX 3aHATUH BKIOYAEeT JABa pasjaena: "OpraHuzaluss M TEXHOJOTHS
JIEJIONPOU3BOJICTBA B YUpPEKIAEHUsAX nopeBoitonroHHoM Poccun" u "Opranuzamuss U TEXHOJOTHUS
COBPEMEHHOT0 JIeJIONPOU3BOICTBA".
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[lenb mnOpakTHYECKUX 3aHATHUH - 3aKpEIUICHUE CTYAEHTAMH TEOPETHYECKUX 3HAHUU
JIEKIMOHHOTO Kypca U (popMupoBaHUE MPAKTHYCCKUX HABHIKOB OPTaHU3aI[MU COBPEMEHHOU CITYKOBI
ACIIOINPONU3BOACTBA, NPUEMOB U MCTOHNOB TCXHOJIOIUH pa60TbI C ONOKYMCHTaMH B YHPABJICHYCCKOM
anmapare.

B pesynbTare BhITOTHEHNS Ta00PATOPHBIX 3aHATHIA CTYACHTHI JOJKHBI

3HATh:

o XapakTepHble OCOOCHHOCTH OpraHU3aluu paboOThl C JOKYMEHTAMHU B YUPEXKICHUAX
Poccun B PAa3IMIHBIC UCTOPHUYCCKUC MEPHUOAbLI, B3AMMOCBA3b 3TUX IMPOLCCCOB C IroCyAapCTBCHHBIM
anmnapaToM yIpaBlICHUS;

° COBpPEMEHHBIC TpPEOOBaHUS K JTOKYMEHTAllMOHHOMY OOCCIICUCHHMIO YTPABICHHUS B
YUPEKICHUAX U opranusanusax Poccuiickon @enepaunu;

° MIPUHIIMITE OPTaHU3AINA JOKYMEHTAIMOHHOTO O0CSCTICUCHUS YIIPaBIICHHUS,

YMETh:

° OpraHU30BBIBATH CITY>KOBI JOKYMEHTAIIMOHHOTO 00ECTICUeHUSI YIIPABICHUS,

° pa3pabarbiBaTh JIOKQJIBHBIC HOPMATHUBHBIC AaKThl W HOPMAaTHBHO-METOIUYCCKHE

HAOKYMCHTBIL (HOJIO)KGHI/IH, HHCTPYKIHUHU U T.,Z[.) o BCACHUIO JOKYMCHTALIMOHHOI'O obecneyeHus
yHpaBJICHUA

o BBINOJIHATh KJIFOUEBbIE TEXHOJOIMUECKUE ONepaliiy B paboTe ¢ JOKYMEHTaMU;

BJIAJICTh:

o IpaBUJIAMU OPTaHU3ALUH BCEX ITANOB PaObOTHI C JOKYMEHTAMU;

o METOAAaMU TPOBEJCHUS aHalIM3a OpraHU3alMM JTOKYMEHTAlMOHHOTO oOecrneyeHus
YIPaBIICHUS;

o METOJIaMH ONTHMHU3AlUU JOKYMEHTAI[MOHHBIX ITPOLIECCOB.

HOI[FOTOBKa K INPAKTUYCCKHUM 3aHATHAM OCHOBAHA Ha CaMOCTOSTCIbHOU pa60Te CTYACHTOB 110
HU3YYCHUIO JICKIIMOHHOI'O KypCa, NCTOYHUKOB U JIMTCPATYPhI, pPCKOMCHIOBAHHBIX K Ka)KAOMY 3aHATHIO.

PA3JIEJ 1. OPTAHU3AILIMS JIEJTONPOU3BO/JCTBA B YUPEXKJIEHUSX
JOPEBOJIIOIITUOHHOM POCCUH

1.1.  [lenonpousBonacTso B yupexaeHusax Pycckoro rocynapcrsa XVI-XVII Bs.
1.2.  denonpousBoactso B yupexaeHusx Poccun XVIII B.
1.3.  denonpou3Boactso B yupexaeHusx XIX - Hay. XX B.

PA3JAEJ 2. OPTAHU3ALIUA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

2.1.  Opranuzanus ciyX0bl AeIONPOU3BOICTBA

2.2. Opranusanus JOKyMeHTO000poTa

2.3. Perucrpanus 10KyMEHTOB.

2.4. HowmeHnkiarypa aen

2.5. IlonrotToBka JOKYMEHTOB K MOCHEAYIOMIEMY XPAaHEHUIO U UCIIOJIb30BAHUIO
2.6. CocraBieHrne HHCTPYKIUHU MO JETOMPOU3BOJICTBY
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PA3JIEJI 1. OPTAHU3AIIMS JIEJIOITPON3BOJICTBA B YUPEXKIEHUSI
JOPEBOJIIOIUOHHOM POCCUH

Tema 1.1. /lesionpousBoacTBo B yupe:xxaenusx Pycckoro rocynapersa XVI-XVII BB.

3AJJIAHUA
1. U3yuntb Cynebuuk 1550 r. u Cobopnoe ynoxenue 1649 r. [To 3TuM akTam BBISIBUTH:

* CTPYKTYPY OPraHOB I'OCYJapCTBEHHOTO YIPABJICHNUS,

* COCTaB U JIOJDKHOCTHBIC 00S3aHHOCTH "' CITYKUJIBIX JIFOICH "

* HaMNpaBJICHUS periiaMeHTaluu paboThl C TOKYMEHTaMHU.

2. 3yuuth cxeMy OpraHu3aliy UCIOTHEHUS JOKYMEHTOB B IPUKA3HOM JEJIONPOU3BOICTBE.

3. Ilpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC IOKYMEHTOB (Ha IIpUMeEpE Jielia 0 4eI00UTHOM
SxoBa llletunoBa B [ToMmecTHOM mpuKase) U ySICHUTH MOPSAIOK (hOpMUPOBAHHS Jera.

KOHTPOJIBHBIE BOITPOCHI
1. [Tepeuncnure 0COOEHHOCTH CUCTEMBI JIEIONPOU3BOJICTBA B LIEHTPAIBHBIX YUPEKICHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHO/IaTENBHO PErJIaMEHTUPOBAHHBIE 00S13aHHOCTH " CITY>KUIIBIX JIOJIei" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue onepaiuu B pabote ¢ J0KyMeHTaMH c(hOpPMHUPOBAIUCH B TPUKAZHOM
JIEIOTIPOU3BOICTBE?

4. [laiiTe XapaKTepUCTHKY CTOJIOIOBON (hOPMBI 1€0MPOU3BOJICTBA KAK TEXHUKHU
JOKYMEHTUPOBAaHUS U (OPMHUPOBAHUS JIE.

5. Korpa 6b11a BBefieHa M KOr/ja Oblla OTMEHEHa CTOJI010Bas (JopMa JIeI0IpOu3BoICTBa?

Tema 1.2. Jlenonpounssoactso B yupexneHusix Poccun XVIII B.

3AJJAHUA

1. WM3yuurp [D'enepanbHblii permameHT 1720 T. W BBISIBUTH OCHOBHBIE TpEOOBaHHS K
opranu3anvii ACJIOIPOU3BOACTBA B KOJUICTUAX W OOJIKHOCTHBIC 00s13aHHOCTH KaHICIIAPCKUX
CITy’KaIllUX.

2. M3yuuTh cXeMy HCIIOJHEHHS JOKYMEHTOB B KOJUIETHSX.

3. Wzyunte "Yupexnmenue s ynpaBieHUs TyOoepHuil" 1775 T., BBIIBUTH OCHOBHEIC
TpeOOBaHUSI K OpraHu3allu{ JIEJONPOU3BOJACTBA B MECTHBIX YUPEKICHUSX U JIOJDKHOCTHBIE
0053aHHOCTH KaHLEISIPCKUX CITY KAIHX.

4. I/I3y1H/ITB CXEMY UCHOJHCHUA JOKYMCHTOB B MCCTHBIX YUPCIKIACHUAX.

5. IlpoaHanu3upoBath Aei0, CPOPMUPOBAHHOE B MECTHBIX YUPEIKICHHUSAX.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE cUCTEMY MPUKA3HOTO U KOJJIEKCKOTO JIEJIONPOU3BOJICTBA, 00BICHUTE Hanbosee
XapaKkTepHbIe OTIUYHSL.
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2. [lepeuncnure HOBBIE AETOMPON3BOACTBEHHBIE OMEPALINH, BOHUKIINE B YUPEKICHUAX
XVII B.

3. Ilepeunciute 00S3aHHOCTH AETONPON3BOICTBEHHOMN CITY>KOBI 110 MIOATOTOBKE IOKYMEHTOB K
apXUBHOMY XpaHEeHUIo (10 3akoHy 1775 r.).

4. HazoBuTe 3aKOHOIATENBHBIN aKT, KOTOPBIM BIEPBBIE OBLT OTPECNICH CPOK XPaHEHUS
JIOKYMEHTOB B TEKYIIIEM JCIIONPOU3BOACTBE (10 CAaUM JOKYMEHTOB B aPXHUB).

5. HazoBute XapaKTECPHBIC YEPTHI CUCTEMBI PETUCTPAllMU JOKYMCHTOB B KOJIJICTUAX.

Tema 1.3. [desonpou3BoacTso B yupexaeHusax XIX - Hau. XX B.

3AJJAHUA

1. U3yuuts "OOb11ee yupexaenue MuHuctepets” 1811 r. ¥ yssCHUTh OCHOBHBIE TPeOOBaHUS K
OpraHM3alMK JIEIOIPOU3BO/ICTBA B LIECHTPAJIbHBIX YUPEXKIECHUAX, & TAKKE JTIOJPKHOCTHBIE 00513aHHOCTU
KAaHLIEJSIPCKUX YNHOBHUKOB.

2. IIpoananu3upoBath 0COOEHHOCTH popMupoBaHus Aen B yupexaeHusx XIX - nau. XX B.

3. N3yunts "llonoxkeHne o NuCbMOBOJICTBE U JEJIONPOU3BOJCTBE B BOEHHOM BegomcTae" 1911
T. ¥ BBISBUTH OCHOBHBIC HAIIPaBJICHUS PaIllHOHAIM3AIMH JICJIONPOU3BOICTBA.

4. I3yunTh cXeMy UCIOJIHEHUs ToOKyMeHTOB B Kanuenspuu [Toneuntesiss MOCKOBCKOTO
y4e0HOTr0 OKpyTa.

5. O3nakoMuThes ¢ fokymeHTamu Kanuenspuu [loneunTenst MOCKOBCKOTO y4eOHOTO OKpyra u
BBISIBUTH 3JIEMEHTHI PALIMOHATIN3AMH IIPOLECCA UX UCIIOTHEHUS.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHHTE CHCTEMY KOJUIEKCKOTO U MUHUCTEPCKOTO (MCIIOJIHUTEITLHOTO)
JIeIONPOU3BOICTBA, 00BACHUTE HanboIee XapaKTEPHbBIE OTITHYHS.

2. Kak pa3BuBanacek CTpykTypa JeI0NpPOU3BOACTBEHHOMN CIIyKObl MUHUCTEPCTBA B MEPBOMA
mosioBuHe XIX B., 4eM OHa OTIIMYaNach OT KOICKCKOM?

3. Ha3zoBute ocHOBHBIE TpeOOBAaHUS K OPTaHU3AIMH JOKYMEHTOO00POTa B MUHHCTEPCTBAX
XIX B. Ha kakne OCHOBHBIE TOKYMEHTONIOTOKH Pa3AesINCh JOKYMEHTbl B MUHUCTEPCTBAX !

4. Ha3oBute xapakTepHbIe 4epThl CHCTEMBI PETUCTPALIMN JOKYMEHTOB B MUHUCTEPCTBAX?

S. B kakoit popme ocyIecTBIIsICS KOHTPOJIb 32 UCIIOJHEHUEM IOKYMEHTOB B CHCTEME
MHUHHCTEPCKOI0 1€JI0IPOU3BOJICTBA?

6. HazoBuTe 0c00EHHOCTH OpraHu3aluy XpaHEHHs JOKYMEHTOB B J€IONPOU3BOICTBE
MUHUCTEPCTB.
7. Ha3zoBute HanpaBieHus U ciocoObl pallMOHATIM3AIMU AETIONPOU3BO/ICTBA B

yupexacHusax XIX - nag. XX B.

PA3JIEJI 2. OP'AHM3ALIMA COBPEMEHHOI'O JEJOITPOU3BOACTBA

Tema 2.1. Opranusamnus cjayk0bl 1eJI0NPOU3BOJACTBA
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SAJJAHUA

1. Uzyuuts TpeGoBaHus AEHCTBYIOMIMX HOPMATHBHBIX AKTOB M HOPMATHBHO-METOJMYECKUX
JOKYMEHTOB K OpraHH3ally, CTPYKType U (PYHKIHSIM CITy>KOBI AETOMPON3BOICTBA.

2. TIpoaHanu3upoBaTh OPraHU3aLHUIO CIyKObI JIEJTONPOU3BOJICTBA B YCIOBHON OpraHU3alluu U
BBISIBUTH €€ OCOOEHHOCTH.

3. IoAroToBUTE CXeMy OPraHM3alMOHHON CTPYKTYpBI J€IONPOM3BOJICTBEHHOM CIIykKObl B
YCJIOBHOM OpraHu3alyH.

4. Paspaborars [Tonoxenue o ciyxk0e IeI0MpOU3BOICTBA YCIOBHONW OPraHM3alluH.

5. Pa3paboTaTh JMODKHOCTHBIE HHCTPYKIMH pPabOTHHKAaM  CIyXkObl JEJONPOU3BOICTBA
YCIIOBHOM OpraHu3aliy.

KOHTPOJIBHBIE BOITPOCHI
1. IlepeunicnuTe CTPYKTYypHbIE YaCTU CIY>KOBI €IONPOU3BOJCTBA B OPraHU3aALUAX Pa3IMYHBIX
YPOBHEH YIIPABIICHHUS.

2. IlepeuncnuTe ACUCTBYIONIIME MAOKYMEHTHI, ONPEACISIONNE 3a1a4d W (YHKIUU CIYKOBI
JEJIONPOU3BOCTBA.

3. HazoBute TpeboBaHus K CTpyKType U coctaBy uHpopmauuu IlonoxeHus o ciayxoe
JIEJIONPOU3BOJICTBA; TOJDKHOCTHON MHCTPYKITHH.

Tema 2.2. Opranusanusi J0KyMeHT0000poTa

3ATIAHUA

1. HW3yuuTh cOBpeMEeHHBIC TPEOOBAHUS K OPTaHU3AIMU JOKYMEHTOO0OpOTa B OPraHU3aIIUsIX,
YUPEXKACHUSAX U HAa IPEATPUATHSX.

2. W3yuuTh M poaHAIM3UPOBATh OPraHU3allI0 JOKYMEHTOOO0POTa B YCIOBHOM
OpraHu3aIMH.

3. M3yuyuTh KpaTKylO XapakTEPUCTUKY AEATEIbHOCTU LEHTPAIBHOIO anmnapara yCIOBHOU
OpraHu3alMi U COCTABUTh OMEPOTPaMMBbI JIBHXKEHUS BXOIAIIECH, HCXOIAIIECH U BHYTPEHHEH
JIOKYMEHTAIWH.

4. Tloacuurath 06bEM JOKYMEHTOO00POTA YCIOBHON OPraHU3alliH 33 IO,

KOHTPOJIBHBIE BOITPOCHI
1. JaiiTe onpeneneHue MOHIATHS " TOKYMEHTOO00pOT" .

2. Ilepeuncnure ocHOBHbIE TPeOOBAaHUS K OpraHU3aIK JOKyMEHTOO00pOTa B OpraHU3aIUsX.
3. [lepeuncnure npaBuia yuera JOKyMEHTOOOOpOTA.

4. HazoBute TpeOOBaHUS K MPOXOXKIACHUIO U UCTIOTHEHHUIO BXOSIINX TOKYMEHTOB.

5. HazoBuTte sTansl MPOXOKACHUSA U UCTIOJTHCHUA UCXOOAIUX U BHYTPCHHUX NTOKYMCHTOB.

6. IlepeuncnuTe npaBuia neperadyn JOKYMEHTOB BHYTPH YUPEXKICHHS.

Tema 2.3. Perucrpanusi 10KyMeHTOB
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SAJJAHUA

1. Usyunts TpeGOBaHMS HOPMATHBHO-METOJMYECKMX JOKYMEHTOB K PETHCTPAllMd |
HOCTPOEHUIO NHPOPMAIIMOHHO-CIIPAaBOYHOTO aIlNapara.

2. 3aperucTpupoBaTh HECKOIBKO JOKYMEHTOB, PEIIOKEHHbIX MPETI0IaBaTeIeM.

3. O3HAKOMUBIINCH C OINHCAHMEM TEXHOIOTMH PEruCTPAlUM JOKYMEHTOB B YCJIOBHOM
opraHuzanuu, pa3paboraTh W OOOCHOBaTh TNPEAJIOKEHHS TI0 paAlMOHAIBLHOW OpraHHU3aluu
perucrpanuu 1 HGOPMAITMOHHO-CIIPABOYHON paOOTEHI.

KOHTPOJIBHBIE BOITPOCHI
1. Yto Takoe perucrpanus n1okymeHToB? Kakue 3a1a4un pemaroTcs B AeIOMPOU3BOACTBE C
MTOMOIIIBIO ATOM Orneparuu’?

2. Kakue TOKyMEHTbI OJ1€KAT PErUCTPaLUn?

3. KakoB 00s13aTebHbIi COCTaB PEKBU3UTOB IPU PErUCTpaIuu?
4. B ueM OCHOBHOM MPUHIIMI PErUcTpanuu?

5. KakoBbl OCHOBHBIE ITPaBHIIa UHACKCAIIMH JOKYyMEHTOB?

6. Kakoe npenmMy11ecTBo UMEET CIIENUANINCT IPU PETUCTpalMK JOKYMEHTa B
aBTOMATHU3MPOBAHHBIX CHCTEMaX 10 CPABHEHUIO C TPAAULMOHHBIMU METOAAMU?

Tema 2.4. Opranu3anusi TeKylmero XxpaHeHusi J0KyMeHTOB

2.4.1. Homenkaarypa aeJ

SATAHUA

1. W3yuuth TpeOOBaHUS HOPMATUBHBIX aKTOB U HOPMATHUBHO-METOINYECKUX TOKYMEHTOB K
COCTaBJICHHUIO ¥ 0O(hOPMIICHUIO HOMEHKIIATYPHI JIEI.

2. I/I3y‘lI/ITB BO3MOXHOCTU HUCIIOJIb30BAHUS IIEPEUHA CO CPOKAMHU XPAHCHUS JOKYMCHTOB B
ACIOMPOU3BOJACTBE OpraHu3aliu.

3. Ilpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYpPY A€l yCIOBHON OpraHU3alliy U BBISIBUTH
OLIMOKYU B €€ COCTaBJIIEHUU U O(pOPMIICHUH.

4. CocTaBUTH HOMEHKIATYPY /€] YCIOBHOM OpraHu3alliH.

KOHTPOJIBHBIE BOITPOCHI
1. JlaiiTe onpeneneHre HOMEHKIATYPHI AEI.

2. OxapakTepu3yiiTe IpUMEHEHUE PA3IMUHBIX BUIOB HOMEHKIATYPHI €.

3. Ilepeuncnute TpeGoBaHUs K (POPMYIHPOBKE 3aroJIOBKOB JIe]l B HOMEHKIIATYpe.
4. Ilepeuncaure TpeOOBAaHUS K CUCTEMATU3AIlUH 3ar0JIOBKOB JIe]l B HOMEHKIIATYpe.
5. Kak oOpasyeTrcs uHAeKc aena B HOMEHKIaType?

6. Kak ncronp3yeTcst mepedeHb TOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUS B
JIEJIOTIPOU3BOJICTBE?

7. KakoBbl 3Tambl pa3pabOTKH HOMEHKJIATYPHI 16717

8. KakoB cpok JeiicTBUSI HOMEHKIJIATYPBI J1eN1?
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2.4.2. IloaroroBka AOKYMEHTOB K NIOCJIEAYIOIIEMY XPAaHCHUIO U UCITOJIb30BAHUIO

3ATAHUA

1. M3yunts TpeGoBaHHs HOPMATHBHBIX AKTOB M HOPMATUBHO-METOJAMYECKHMX JOKYMEHTOB K
(hOpMHUPOBAHUIO JIEJI, POBEICHUIO IKCIEPTU3BI IEHHOCTH JOKYMEHTOB M UX TMOJTOTOBKE K CIade B
apXuB OpPraHU3aLUY.

2. CocTaBuTh MPUKA3 O CO3aHUMU dKcrepTHOI komuccuu (DK) B yclI0BHOM OpraHu3aluH.

3. Ilpoananu3upoBaTh NPABMILHOCTh TPYIIMPOBKH JOKYMEHTOB B JI€NA.
4. Odopmuts nena 1Jig cauv B apXUB OpraHU3aAIIH.

5. CocTaBHUTh ONUCH HA JeNIa TOCTOSTHHOTO U BPEMEHHOT'0 XpaHEHU S, MOAJIEKAIIUE Cllaye B
apXuB.

6. CocTaBHUTH aKT 00 YHUYTOKCHHUU JOKYMCHTOB, YTPATUBIINX HAYYHO-IIPAKTHUYCCKOC
3HA4YCHUC.

7. CocraButh TPOTOKON 3acenanus skcnepTHol komuccnn (DK) 06 yHHUYTOXKEHMH el U
HU3MEHEHUU CPOKOB XpaHEHHUSI.

KOHTPOJIBHBIE BOITPOCHI
1.Ilepeuncnure cocraB KOMILIEKCa padoOT, IPOBOJAUMBIX CIIYKOOH €I0NpPOU3BOICTBA IPU
caa4dye B apXuB JOKYMCHTOB OpTraHHU3allvuH.

2.Kakue ¢pynkuuu Beinonsser DK opranuzanun?
3.Ilepeuncnure TpebGoBaHMs K OPOPMIICHHIO JIeJI IPU NOATOTOBKE UX K C/ladye B apXMB.
4.Ilepeuncnute TpeOOBaHUSA K O)OPMIICHHUIO JOKYMEHTOB €.

5.KakoBs1 IMpaBuJjia COCTABJICHUSA OIMMCEH JIe]l MOCTOSHHOTO U BPEMCHHOT'O XpaHeHI/IH?

9.2 MeToanyeckne peKOMEHIAMH.

TecroBast cuctema mpeaycMaTpruBaeT BOMPOCH! / 3a7jaHsl, Ha KOTOPBIE CITyIIaTeNhb JOJDKEH AaTh OJUH
WJTM HECKOJIPKO BAPUAHTOB MIPABMIIHHOTO OTBETA U3 MIPEIJIOKEHHOTO CITCcKa 0TBeTOB. [Ipu moucke
0TBETa HEOOXOUMO TMPOSBIISATH BHUMATENBHOCTB. [Ipexke Bcero, cieayeT UMETh B BUIY, YTO B
MpeyIaraeMoM 3aJjaHnu Beeraa OyeT OJIMH MPaBUIBHBIN M OJTMH HENMPaBUIIHHBIN OTBET. Beex
MIPABIJIbHBIX WM BCEX HEMPABUIHHBIX OTBETOB (€CIIH ATO CIEIUATBHO HE OTOBOPEHO B JOPMYITUPOBKE
BOIIpoca) OBITh HE MOXET. Hepenko B BOMpoCe yKe COMEPKUTCS CMBICIIOBAsI MOJICKa3Ka, YTO
MPaBUJIbHBIM SIBIISIETCA TOJIBKO OJIMH OTBET, IO3TOMY IPHU €r0 HAXO0KIEHUHU MPOJI0JKATH JTajbHENIINe
TIOMCKH YXKe He TpeOyeTcs.

Ha otnenbHble TecTOBBIE 3a/JaHUS HE CYIIECTBYET OJHO3HAYHBIX OTBETOB, IIOCKOJIBKY XOpOIllee 3HaHUE
U IOHMMaHUE COJIEPIKAIIET0Cs B HUX MaTepualla 03BOJISIET HAUTH TaKHE OTBETHI CAMOCTOSITENBHO.
ViMeHHO Ha 3TO CIIymIaTessiM U cleayeT OPUEHTUPOBATHCS, TOCKOJIBKY MOJHOCTHIO 3aIIOMHUTH BCIO
MoJTyyaeMyto HH(pOPMAIUIO 1 B TOYHOCTH €€ BOCIIPOM3BECTH IIPHU OTBETE HEBO3MOKHO. Kpome Toro,
BOIIPOCHI B TECTaX MOTYT OBITH 0000IIEHHBIMH, HE 3aTParuBaTh KaKUX-TO JAeTajei.

TecroBble 3a1aHUs CTPYNIIUPOBAHBI IO TEMaM y4eOHOM TUCIUTUIMHEL.
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KonnyecTBO TECTOBBIX BOMPOCOB/3aIaHMH 1O KKI0N TeME TUCIMIUIMHBI OTPEIETICHO TaK, YTOOBI
OBITh JIOCTATOYHBIM JJIsI OIICHKHU 3HAHUI 00YyYaroIIerocs 1o BceMy MpOHICHHOMY MaTepHaly.
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IIpunoxenne 1

AHHOTAIIAS PABOYEM ITPOT'PAMMBI JIUCIIATIIMHBI

JucnuniuHa (MOAyJb) peanusyercss Ha (pakyJabTeTe apXUBOBEICHHUS M JIOKYMEHTOBEICHHS
Kadenpoii JOKYMEHTOBEICHUS, Ay TMOBU3yaIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

He.m: AUCHUIINIMHBL — HU3YYWUTb OCHOBBI OpraHM3alliid W TCXHOJOIMHU JOKYMCHTAIIMOHHOI'O
oOecriedeHusl YIpaBlCHHs, OCHOBHBIC HANpPABJICHUS TOCYAAPCTBEHHOW periaMeHTaluu padoThl C
nokymentamu B Poccuiickoit ®enepanuu, 3agaud  CIyXKObl JOKYMEHTAIIMOHHOTO oOOecre4eHus
yIPaBJICHUs, METObl aHAJIN3a U COBEPIICHCTBOBAHUS TEXHOJIOTUU TUIOBBIX J1€JIOMNPOU3BOICTBEHHBIX
onepaunui.

3agauyu JUCIIUTUINHEL:

- U3YYUTb UCTOPHUIO (POPMHUPOBAHUS HALIMOHAIBHOMN CUCTEMBI JI€JI0IIPOU3BO/ICTBA;

- OBJIQJIETh CIELUAIBHON TEPMUHOJIOTHEH;

-U3y4YUTh  COBPEMEHHYIO  3aKOHOJATEJIbHYO, IpaBOBYl0O M  HOpMaTWBHyK  0Oasy,
perIaMEeHTHPYIOUIYI0 paboTy ¢ TOKyMEHTalueil;

- C(bOpMI/IpOBaTB Y CTYACHTOB HABBIKHW BBIIIOJIHCHUA OCHOBHBIX JCJIOIPOU3BOACTBCHHBIX
ornepauuil B yCIOBUSIX MPUMEHEHUS TPAJAUILMOHHBIX U aBTOMATU3MPOBAHHBIX TEXHOJIIOTUH 00pabOTKH
JOKYMEHTOB;

- Cq)OpMHPOBaTB HaBBbIKH aHaJIn3a CUCTEMbI JOKYMCHTAIITUOHHOT' O obecrneueHust YHOPpaBJICHUAA,

- OIpCACINTE HAIIPABJIICHUA BO3MOXXHOI'O COBCPIICHCTBOBAHNA CUCTEMbBI JOKYMCHTAIITMOHHOI'O
o0ecrieyeHus yrpaBieHUs;

- U3Y4YUTh HOPSIOK OpraHMU3alUU CIyKObl JTOKYMEHTAIlMOHHOIO 0OecreueHus yrpaBieHUs B
COBPEMEHHOM OpPraHMU3aLUN.

JuciunauHa (MOTyJib) HarpaBjieHa Ha (OPMHUPOBAHUE CIEAYIOMINX KOMITCTCHITHIA:

OIIK-2 - CrtocobeH HaxoUuTh OpraHU3alMOHHO-YIIPABICHYECKHE PEIICHUS TIPU PEIICHUN

3aja4 B cpepe cBoeil npodhecCHoHaNIbHON AeITeNbHOCTH

B pesynbTare 0CBOCHUS AUCIUILTUHBI 00YYatOUUCs JOKEH:

3namo:

- OCHOBHBIE METOJbl, CIOCOOBI M CpEACTBA IMOJIYYEHUs, XpaHEHUS U TepepadOTKU
uHpopManuy,

- OCHOBHBIC HMH(OPMAIIMOHHBIE TEXHOJOTMH, HCIOJIB3yeMble B JOKYMEHTALMOHHOM

o0ecrneueHnH yIpaBJIeHHsI U apXUBHOM JIeJie, HCTOPUIO WX CO3JIaHUs U HANpaBJICHUs Pa3BUTHUSA;
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Ymems:

- UCTIOJIb30BAaTh MOJIyYE€HHBIE 3HAHUS B 00JaCTH pabOTHl ¢ HH(POPMAIMOHHBIME peCypcamMH Ha
MIPAKTHUKE,

- IPUMEHATh OCHOBHbIE MH()OPMALIMOHHBIE TEXHOJIOIMH, UCIIOIb3yEMbIE€ B TOKYMEHTALIMOHHOM
o0ecreyeHnn yIpaBiIeHHs U apXUBHOM JieJIe Ha IIPAKTUKE;

Bnaoemy:

- HaBBIKAMU TOJTyYEHHsI, XpPaHEHUSI U TIepepabOoTKu UH(OpMAIMK B LEIIX NpodeccnoHaabHON
NesITeIbHOCTH;

- HaBbIKAMM pPabOThl B CHCTEMax 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa, a TaKXkKe 3JIEKTPOHHO-
upoBoil 00pabOTKM JOKYMEHTOB B c(epe MOKyMEHTAI[MOHHOTO OO0eCHeueHHsl YNpaBICHUS H
apXHUBHOTO JIeNa;

[To qucuumuinHe (MOYJII0) MPEeyCMOTPEHA IPOMEXYTOUHAs aTTecTalus B GopMe 9K3ameHd.

O6ma;1 TPYAOCMKOCTb OCBOCHUS JUCHUIIIMHBI COCTABJISICT 4 3a4eTHBIX CAHMHUIIBI.



