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1. IlosicHuTeIbHAA 3aNUCKA
1.1. Heab u 32124 JAUCHMILIIHHBI

Lenp nmuCOUIIIMHBL — TOATOTOBHUTH BBITYCKHUKA, 3HAIOUIETO OCHOBHBIE HAaIIPaBIICHUS
TOCYJapCTBEHHOM perjiaMeHTanuu paboThl ¢ JokyMeHTamMu B Poccuiickoii ®dexepanuu, 3amadqu
CIIy’OBbI JTOKyMEHTAIlMOHHOTO OOECTICUeHHUsl YIPABICHUS W BIAJCIONIETO METOJaMU aHalu3a |
COBEPIICHCTBOBAHMS TEXHOJIOTUU TUIIOBBIX JEJIOMPOU3BOICTBEHHBIX OMEPALUH.

3ajaun JUCHUTUINHBL:

- U3yYHUTh UCTOPHIO (HOPMHUPOBAHKS HAITMOHAIBHON CHCTEMBI JISJIOTIPOM3BOJICTBA;

- OBJIQJIETH CIIELIMAIIBHON TEPMUHOJIOTHUEM;

-  U3YYUTh COBPEMEHHYI 3aKOHOJATENIbHYIO,
permaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHUEIH;

- copMupoBaTh y CTYJACHTOB HAaBBIKH BBIMOJHEHUS OCHOBHBIX JICIONPOU3BOJICTBEHHBIX
oTiepanyii B yCIOBUSAX MPUMEHEHHUS TPAAUIIMOHHBIX M aBTOMATH3UPOBAHHBIX TEXHOJIOTUN 00paboTKH
JIOKYMEHTOB;

- chopMHpOBaATH HABBIKH aHAIHM3a CHCTEMBI IOKyMEHTAIIMOHHOTO 00ECTIeUeHHSI YIIPABICHUS;

- ONPENENINTh HAINPABICHUS BO3MOMXKHOIO COBEPIIEHCTBOBAHUSA CUCTEMbBI JOKYMEHTAIMOHHOTO
obecrnieueHus ynpaBIeHUS;

- W3YYUTh TOPAJIOK OPTaHU3AIMH CITY>KObI TOKYMEHTAIIMOHHOTO OOECTeYeHUs! YIpaBJICHUS B
COBPEMEHHOM OpraHU3alHy.

MpaBOBYI0O W HOPMATHBHYIO  0as3y,

1.2. IlepedyeHb MJIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHs 110 AUCHMILIMHE, COOTHECEHHBIX €
HHIAMKATOPAMHU JA0CTHKEHUs KOMIIeTeHIN i

Komnerenumus NuankaTopnl KoMneTeHIMii PesyabTaTh 00ydeHnus
(kom u (KoI 1 HaIMEeHOBaHUe)

HarMeHOBaHUe)
OIIK-2. Cnoco6en | OIIK -2.1. 3HaeT oCHOBHBIC 3HaTh: COBPEMEHHBIC MPOOIJIEMBI
HaXOIUTh COBPEMEHHBIE MPOOIEMBI JOKYMEHTAI[MOHHOTO O0eCTIcueHus
OpraHu3alMOHHO- MOCTPOEHUS CUCTEMBbI YIIPaBJICHUS U aPXUBHOIO JIeJ1a
yIPaBJICHUECKUE JIOKYMEHTAI[MOHHOTO YMeTh: pemarh npodeccuoHAIbHEIC 3a/1a4U B
peleHus npu | oOecrieueHus yrpaBicHUs U chepe MOKYMEHTAIIMOHHOTO 00€CTICUCHUS
pelieHuu  3ajad = B | apXMBHOTO Jielia YIPABJICHUS U ApXUBHOTO Jejia
chepe CBOEH BrnaneTs: HaBbIKaMH OLIEHKH COBPEMEHHOTO
npodeccCHoHaATBLHOM COCTOSIHMSI CUCTEMBI IOKYMEHTAIIMOHHOTO
JEATEIIbHOCTH obecrieueHus yrpaBjIeHUsI U apXUBHOTO Jiejia

OIIK-2.2. Opranu3oBbIBaeT
paboty noapaszeneHuii B
chepe TOKYMEHTAITMOHHOTO
o0ecrieueHus yrpaBieHus U
apXHWBHOTO JIeN1a

3HaTh: MOPSAJIOK pabOTHI CITYKO
JTOKYMEHTAIIHIOHHOTO 00eCTIeYeHHSI
yIpaBICHUS U APXUBOB

YMeTh: periiaMeHTUpOBaTh padoTy CIryKO
JOKYMEHTAI[HOHHOTO 00eCTIeUeHHSI
yIpaBJICHUS U aPXHUBOB

Briajets: HaBbIKAMU OpraHU3aIMU PaOOThI
nojpaszeneHuit B cepe
JOKYMEHTAI[HOHHOTO 00eCTIeUeHH S
yIpaBJICHUS U ApXUBHOT'O Jiejia B
COOTBETCTBUH C HOPMATHUBHBIMH
TpeOOBaHUSIMHU




1.3. MecTo AucuMIUIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

HuctumnuHa «OpraHu3anusi W TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECTIeueHUsl yIpaBICHHD
OTHOCHUTCS K 00s13aTeIbHOM YyacTh OJI0Ka JUCIUTUIMH Y4eOHOTO TUTaHa.

JlJis OCBOCHMS TUCIUIUIMHBI HEOOXOAUMBI 3HAHUS, YMEHUS U BIAJIEHUS, CPOPMUPOBAHHBIC B XOJI€
WU3yYEHUS CIEIYIOMMNX AUCIUIUIMH U TPOXOXKIACHUS NMPAKTHK: «/oKyMeHTOBeneHNE», « IKOHOMHKAY,
«MeHeHKMEHT.

B PE3YIBTATE OCBOCHUA OUCHHUILINHBL q)OpMI/Ip}II-OTCﬂ 3HaHUWs, YMCHHA U BIIAACHUA, HCO6XOJIHMBIQ JJISA
V3YYCHHS] CIEAYIOIIMX JUCIUIUIMH H TPOXOXACHUS TpakTuk: «HHpopMalmoHHoe MpaBoy,
«MHpOpMAIIOHHBIC TEXHOJOTHU B JOKYMEHTAIlMOHHOM OOecCIieYeHHH yrpaBlieHus», «KampoBoe
JIEIONPOU3BOJICTBOY», yueOHasi (0O3HAKOMHTEIbHAS) MPAKTHUKA, TPOU3BOJCTBEHHAS MPAKTHUKA (HAYyYHO-
HcceoBaTeNbeKas paboTa), MpeIIuIUIOMHAsT PAKTHKA.

2. CTpyKTYypa TUCHUNIMHBI
O6mmas TpyJ0EMKOCTh AUCIUIUINHBI COCTaBIsET 4 3.¢., 144 akageMuuecKkux yaca.

CTpyKTypa IMCUUNJIMHBI /151 04HO# (PopMbI 00yUeHust

O0beM nuCHUIIMHBI B (OpME KOHTAKTHOW pPAabOThI OOYyYarOMUXCS € TEeAarorudecKuMu
paboTHUKaMu ¥ (WIK) JHUIIAMH, TPUBIEKaEMBIMH K peanu3allid o0pa3oBaTeIbHOW MpPOrpamMMbl HA
WHBIX YCJIOBUSIX, TIPY MIPOBEJICHUH YICOHBIX 3aHATHI:

Cemect | Tum yueOHBIX 3aHATHIA KomnuectBo
p 4acoB
3 Jlexuuu 32
3 Cemunapsl/mabopaTopHbie pabOThI 48
Bcero: 80

O0beM TUCHUILTUHBL B (POpME caMOCTOATENbHON paOOThI 00YYAIOIIMXCS COCTABISET 46
aKaJEMUYECKUX 4acOB, KOHTPOJIb — 18 yacos.

3. Conep:xaHue TUCUMILTUHBI

Ne | HaumeHoBaHue pa3aesia Conep:xkanue
AUCHHUILJINHBI

1 1. Hasnauenme Kypca, | [Ipenmer, conepkanre u 3amaun kypca. TepmuHOIOTHS
HCTOYHHMKH U JINTepaTypa OCHOBHBIX IOHSATHI B 00JIacTH [JE€IONpPOM3BOJCTBA, €€
sBomonus.  OneHka TEPMHHOB B OTEYECTBEHHOM

JaUTEpaType.
B3anmocBs3b OpraHu3aIH " TEXHOJIOTUH
rOCY/IapCTBEHHOTO JICJIONPOM3BOJICTBA C pa3BUTHEM

rOCYyJapCTBEHHOTO  ammapaTta, ero (QYHKUUAMH U
cTpykTypoil. Ilepmoamn3anusi OCHOBHBIX 3TAIllOB Pa3BUTHS
JeJI0TIPOU3BOICTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTU pabOThI C TOKYMEHTaMU
B yupexxJeHusx Poccum B pasnuyHble HCTOPUYECKHE
MEPHUObI, UX MPEEMCTBEHHOCTh B YCIOBUSX AEATEIbHOCTU
COBETCKOT'0 U POCCUHCKOr0 TOCYJapCTBEHHOTO aInaparta.
MecTo Kypca cpeny ApyTrux U3y4yaeMblX JUCHHUILINH.
O030p UCTOYHHMKOB U JMTEPATYPHI MO JIEIONPOU3BOJCTBY
B Poccun o0 1917 r.

JIureparypa 1o Hay4HOM OpraHM3alMM YIpPaBICHUECKOTO
tpyna B 1920 - 1930-x rr., ee 3HaYeHUE AJI1 U3YUCHHS




Kypca.
PabGoTel mO AEIONPOU3BOICTBY 1960-x -1980-x rT.,

(hopMUpOBaHNE HOBBIX PAIMOHATU3ATOPCKUX UICH U WX
OTpa)keHHE B MCTOYHUKAX W JIUTEpaType, MepruoanIecKoi
rneyaTH.

CoBpemeHHas crHenualibHas JHUTEpaTypa, Yy4YeOHHKU W
ydeOHble mocoOus. VI3MeHeHHe TEeMaTUKH HayYHO
npaktuueckux pador B 1900-e - 2010-e rr. B CBs3M C
CO3/1aHHEM ABTOMATU3UPOBAHHBIX CHUCTEM
JIeJIONPON3BOICTBA, COBPEMEHHBIX CpencTB
KOMMYHHUKAIIMU, OPraHU3allMOHHON M BBIYMCIUTEIbHON
TEXHUKH.

Jluteparypa 1O TEOpUM U MPAKTUKE YIpaBICHUS
JOKyMeHTanueil 3a pyoexxom. OleHka BO3MOXXHOCTH
3aMMCTBOBaHUSA 3apy0OeHOro OmbITa PabOTHI C
JOKYMEHTaMu

2.1. Bo3HuMKHOBEHHE W
pa3BurTue
AeJIONPOU3BOACTBA B
yupexaeHusax Poccun XVI -
XVII BB.

Permamenranms 3akoHomarenbHBIMA akTamMu X VI - XVII
BB. OTAETBHBIX CTOPOH CO3JaHust H  O(OpPMICHUS
JIOKyMEHTOB,  OO0si3aHHOCTEW  “CIYXKHJIBIX  JIIOJICH.
Opranuzaius  J€JIONPOU3BOJCTBA B IEHTPAJIbHBIX
yUpeRIeHUAX PyccKkoro 1meHTpain30BaHHOTO rOCy/1apcTBa
(mpukazax), ¥ MECTHBIX YUPEKICHHUSIX (TPUKA3HBIX
n3bax), ero ocobeHHocTH. OCHOBHBIE 3Talbl pabOTHI C
JOKYMEHTaMH, JEIIONPOU3BOACTBEHHBIE oTiepanuu.
CronbrioBast popma J1enonmporu3BOICTRA.

2. 2. Jle1onpou3BOACTBO B
YYpexAeHUAX Poccun
XVIII B

Xapakrepuctruka «l'eHepanbHOro perinamenta» 1720 r.
Kak OCHOBHOTO 3akoHonareinbHoro akra XVIII B. 1o
OpraHu3alu JIeJIONPON3BOCTBA. PernamenTanus
JOJDKHOCTHBIX o0s13aHHOCTEH CIy>Kalux B
3akoHoparenscTBe XVIII B. Tabenp o panrax 1722 r.
Ponp cekperaps B KOJUIEKCKOM JI€JIONPOU3BOJICTBE.
OcoOenHoctu TEXHOJIOT U JIeJIONPOU3BOICTBA.
Opranuzanus apxXuBHOTO XPAHEHUSI IOKYMEHTOB.

«Obmee yupexaenue ryoepHckoe» 1775 T. o mopsiake

JIEJIONPOU3BOJICTBA W YCTAHOBIICHUE HEpapxXuu B
)IOKYMGHTI/IPOBaHI/II/I BSaI/IMOOTHOIHeHI/Iﬁ HeHTpaJ'II)HI)IX 158
MECTHBIX YUPEXKICHUM. OTnnums TEXHOJIOTUH
JIEIIONIPOU3BOJICTBA XVIII B. oT TEXHOJIOTHUU

MpCANICCTBYIOMICTO IMIEprUoaa.

2. 3. leaonpou3BOACTBO B
yupexaenusax Poccun XIX -
Hayaje XX BB.

«O6mee yupexaeHue MuHUCTEpcTB» 1811 1. Kak
OCHOBHOM 3aKOHOJATEIbHBIH aKT 10 eIUHOOOpa3HOMY
MOPSIAKY EJIONPOU3BOJACTBA B yupexiaeHusax XIX B.
Co3nanue CHUCTEMBI JEJONPOU3BOJICTBA,
COOTBETCTBYIOIICH €IMHOHAYAIBHOMY MOPSAKY MPUHSITHS
peleHnii B IeHTpaibHbIX yupexaeHusix Poccum XIX B.
PernamenTanus qBUXEHUS JOKYMEHTOB.

Tennenuuu pocra JAOKYMEHTOOOOpPOTAa M MEPHI IO €ro
COKpallleHUI0 B 3akoHoaarenbcTBe XIX B.  Biusnue
HOBBIX CPEICTB JIOKYMEHTHUPOBaHUS, CBSI3H,
KOMMPOBAJIbHOW TEXHWKHM HAa CHCTEMYy paboThl ¢




nokyMeHTamMu. Pa3paboTka  palMOHaJIbHBIX  CHCTEM
JIETIOTIPOU3BO/ICTBA B OTACIIBHBIX BEJOMCTBAX M 3HAUCHHUE
9TOI'0 OIbITa JJISL MOCJICAYIOLICTO Pa3sBUTHUA
JIETOTIPON3BO/ICTBA.

CoBpeMeHHasT  OIlEHKA CHUCTEMBI  JIEIOMPOU3BOJICTBA
JOpPEBOIOLMOHHOM ~ Poccum  ©  ero  BiIusAHME Ha
JanpHelIee pa3BUTHE CIOCOOOB M METOJOB DPabOTHI ¢
JIOKyMEHTaMHU.

2.4. CranoBieHne "
pa3Burtue
NeJIONPON3BOACTBA B
COBETCKHX
rocyaapcTBeHHbIX
YUpexKIeHHusX.

[Toucku paloHaIbHBIX bopm OpraHu3aIu
nenorpou3BoacTBa B 1919 -1920-e roasi.
Hayunas opranuzanus yhnpaBiIeHUECKOTO TpyJa Kak
(dopMa OOIIECTBEHHOTO JBIKCHHUS 32 PAIMOHAIM3AIMIO
rocarmapara.
Co3nanve  Hay4YHO-MCCIEAOBATEIIbCKUX  HMHCTUTYTOB,
BEJJOMCTBEHHbIX U BHEBEJOMCTBEHHBIX OpraHoB
palMoHANM3allMK, WX MCCIIEI0BATEIbCKAS IS TEIIBHOCTD
U TpakTUYeCKue pa3pabOTKU MO BHEAPEHUIO HAYYHOH
opranuzanuu yrnpasieHdeckoro tpyaa (HOVYT).
OnbiT  pabotel OtTnena agMUHUCTPATUBHON TEXHUKH
(ATO) HK PKU CCCP, akmuoHepHOro oOIecTBa
«Oprcrpoi», HWHcTUTYyTa TEXHUKH YIPABICHUS IO
palMoHANM3alMK JACJIONPOU3BOACTBA B IEHTPAIbHBIX U
MECTHBIX YUPEKIACHUSIX.
Xapakrepuctuka W 3HaueHue  «OOmuUX  mpaBuUI
JOKYMEHTallud U JOKYMEHTOOOOpOTa» KakK MOIBITKU
0000IIIEHNS METOOB PaIlMOHATH3AIIH JISTOIPOU3BOICTBA
U BHEJPEHHUA B MPAKTUKY pabOThl €IUHBIX  MPaBHI
OpraHU3alMK U TEXHOJIOTUH JISJIONPOU3BO/ICTBA.
HestensHOCTh ['MaBHOTO apxwBHOTO yrpasieHus (I'AY)
CCCP mo  MeToau4yecKkoMmy PYKOBOJICTBY
JIEIONIPOU3BOJACTBOM.  Meroanueckue paspadotku ['AY
CCCP 1960-x rr. mo opraHud3allid W TEXHOJOTHH
nenonpousBozacTBa. Coznanue u BHeapeHue OCHOBHBIX
MOJIOKEHUH  ENMHOM  roCyJlapCTBEHHOM  CHCTEMBI
nenonpousBoactea  (EI'CII), ee  3HaueHue A
OpraHu3aliy JCJIONPOU3BOACTBA B YUPSKICHHUIX U
OpraHu3aIusX.

AKTUBH3AIUS COBEPIICHCTBOBAHUS JCJIONPOU3BOACTBA
B 1970-e — 1980-e¢ rr. Pa3Butue TEOpPETUYECKUX U
MPUKJIIATHBIX ucciae0BaHuM B obnactu
COBEpIICHCTBOBAHUSA JIOKYMEHTALIMOHHOT'O 0OecTeueHus
ynpasienus. ®opmupoBanue konuenuuu JIOY. Ilens,
HaszHadyeHue, coctaB OcHoBHBIX mnonoxeHuii I'CIIOVY,
XapaKTEPUCTUKA OCHOBHBIX IMOJIOKEHUNW U TEMaTUYECKHUX
pa3aenos.

3.1. Opranusanus
AOKYMEHTAIHOHHOT 0
o0ecrevyeHusi ynpaBJieHHsI

Lokymenmayuonnoe obecneuenue ynpasnenus - 0CHO8A
MEeXHOI02UU YNPAGIEeHUS
ITonsTHne «JIOKYMEHTallMOHHOE obecrieueHne
YIIpaBJICHUS» (A0VY). CootHolleHHEe MOHATUI
«JIeJIONPOU3BOJICTBOY, «JOKYMEHTALMOHHOE O0ecreyeHne




YIPABJICHUS», «yIPABICHUE NOKYMEHTAMW». YIIpaBICHUE
JOKYMEHTaMH1 KakK COBOKYITHOCTh OeucTBUA C
AOKYMCHTaAMH OpraHu3alnu C OEJIbIH0 J0Ka3aTCJIbCTBA
MPOBEACHUS YMpaBJICHUECKUX oneparnuii. TpeboBaHus K
YIPaBIECHUIO TOKYMEHTaMHU.

VYnpaBrnendyeckasi JeATENbHOCTh W JIOKyMEHTAllMOHHOE
obecrnieueHue yIpaBJICHUsI. JlokymMeHTalmoHHOE
o0ecrnieueHre ynpaBiIeHUs Kak (PyHKIHS yIpaBlIeHUs, ero
MECTO cpenu Apyrux (GYHKIMN yOpaBieHUs. 3HaYeHHE
JOKYMEHTOB JJIsl pealii3allii YIpaBIEHYECKUX PEHICHUM.
Binsnue xapakrepa ynpasieHHs, NPUHLHUIOB IPUHATUS

YOpPaBIEHYECKUX  pELIeHUI HAa OpraHu3aluil H"
TEXHOJIOTUIO JOKYMEHTAI[MOHHOTO  00eCreYeHHUsI
yIpaBiIeHUS.

JIOKyMEHTaIlMOHHOEe ~ O0ecTieueHue  YIpaBICHHUS  Kak
cuctemMa paboThl ¢ JAoKyMeHTamMH. DaKkTopbl, BIUSIONINE
HA €ro OpTraHM3allMi0 U TEXHOJIOTUIO B YUPEIKICHHSIX,
OpraHM3alMsIX U  Ha  MPEANpPUATUAX  PA3IUYHBIX
OpraHM3aIMOHHO-TIPaBOBBIX (QopMm.  OpraHu3zaluOHHBIE,
MPAaBOBbIE, COIMAJIBHBIE U MCUXOJOIMYECKHUE aCIEKThI
JOKYMEHTAITMOHHOTO O0ECTICUeHUs yIIPaBIICHHSI.

Binsgnue aBTOMAaTU3HPOBAHHON TEXHOJIOTHH
0o0pabOTKM  JOKYMEHTOB  Ha  JOKYMEHTAI[MOHHOE
obecrieueHne ynpaBicHUs.

B3aumocBsi3b JOKYMEHTAIMOHHOTO obecrnievueHus
yYOpaBlI€HUSI C XpaHEHHWEeM JOKYMEHTOB B apXuBe
OpTraHM3AINH U B TOCYIaPCTBECHHBIX apXHUBaX.

Hanpasnenus cocyoapcmeennozo pe2yiupoeanus.
0enonpouz800cmeda
6 1990-e — 2000-e 200wi.
XapakTepuCTHUKa 3aKOHOJATEIBHBIX W  HOPMATHBHBIX

MPABOBBIX aKTOB Poccutickoit ®enepauuu,
periIaMeHTHPYIOIINX pabory C JIOKYMEHTaMH.
Hanpasnenus rOCy1apCTBEHHOTO peryJIMpOBaHus.

3akoHOMATENIbHOE 3aKpervieHue oO0mmMX TpeOoBaHUU K
[[OKYMGHTaM U CUCTEMaM ynpaBHeHI/I}I. OTBCTCTBGHHOCTL
3a paboTy ¢ JOKYMEHTaMH U UX COXPAaHHOCTb.
XapakrepucTuka HOPMAaTUBHO-METOIUYECKUX
JOKYMEHTOB MEKOTPACICBOTO JCHCTBUS.

3.2. Opranm3anusi CJIy:KObI
JA0Y.

OpraHu3anuoHHbIC dbopMBI  JOKYMEHTAITMOHHOTO
obecnieueHus ynpapieHus.  DakToOpwl, ONpeAeIsIoNne
BBIOOp  OpraHu3allMOHHOW ¢GOpMBI B KOHKPETHOM
OpraHu3alNH.

OcHoBHas 11€71b, 3371241 U GyHKIUU CIyk0b1 JJOY.
Tunosslie cTpykTypsl cixyx0b1 JJOV.

Pernamenrtanus ~ QyHKIMHA ~— MOApa3ACICHHA 110
JOKYMEHTAIlMOHHOMY  OOCIyXKuBaHWIO. THIOBBIE U
WHIWBHyaIbHBIC TONOXKeHUs o ciyxoe JIOY. Tumnosoit
bopMyJIIp TOJIOKEHHUS, COCTaB WH(GOPMAIIUU, TOPSIOK
pa3pabOTKH U YTBEPIKICHUSI.




JIOJDKHOCTHON M YMCIIEHHBIA COCTaB PAOOTHUKOB CITY>KOBI
JOY. ®dyskmuu pabotHUKOB ciayx0b1 JIOY (cekperaphb
CTPYKTYpPHOT'O IOJIPA3/AEIEHUs, CEKPETaph PYKOBOAUTEIS,
MHCHEKTOp MO KOHTPOJIO M T.JA.). 3aKperieHue
OTBETCTBEHHOCTH U TOJHOMOYMHA PAaOOTHHKOB CIIY>KOBI
JOYVY. JlomKHOCTHAsE HMHCTPYKUMS KaK OCHOBHOM
HOPMAaTHUBHBIN JOKYMEHT, ONPEAEIAOIIMI
OpPraHM3aIlIOHHO-TIPABOBOE  TOJIOKEHHE  pabOTHUKA.
DopMysp JOJKHOCTHOM UHCTPYKIIUH, COCTaB
nH(popMaInu, TOPsIOK pa3padOTKU U YTBEPIKICHUS.
[Tonoxenue o ciyx6e JIOY u 10IKHOCTHAS UHCTPYKLUS
KaK HOpMaTHBHAas OCHOBa paclpeieNieHUs Tpylda Mexay
MOZIPa3ICJICHUMU U UCTIOITHUTEIISIMMU.

NHCTpyKIMS 1O J[EJIONPOM3BOJACTBY -  OCHOBHOH
HOPMATHUBHBIM aKT, PErJIAMEHTUPYIOLIUN TEXHOJIOTHIO
JOKYMEHTAIlMOHHOTO o0eciedeHusl yrpaBieHus. TunoBbie
U UHAMBHAYaJbHbe MHCTpYKuuu. [lopsmok paszpaboTkw,
coctaB  HMH(poOpManMM, TpaBWiIa  YTBEPXKICHUS U
BHeJpeHUA. OTBETCTBEHHOCTh COTPYJHUKOB OpraHU3alluu
3a coOroeHue TPeOOBAHNUN HHCTPYKITUH.

HopmupoBanue Tpyna paboTHHKOB ciayx0b JIOVY,
TUTIOBBIE HOPMaTHUBBI BpEMEHU Ha
JIeTOTIPON3BOACTBEHHBIE PAOOTHI.

Pa3mernienne CTPYKTYpHBIX TOJApaA3ACIECHUN  CITYKOBI
JOVY. VYcnoBus Tpyaa, opraHusanus u 0O0OpyIOBaHUE
pabouux MecT.

[Mopsimox xpaHeHus Tmedareil, OJaHKOB U TpaBUIIa
MOJIb30BaHNUA HMMH. OTHKAa JIeJIOBBIX  OTHOUIEHUH,
NICUXOJIOTHYECKUH acreKT paboThl C  JIOKyMEHTaMH.
[lonroroBka KaapoB JI€JOMPOU3BOJICTBEHHBIX CIIYXO.
@opMbl TOBBIIIEHUS KBATU(UKALUU CIECIUATUCTOB B

obmactu JIOV.

3.3. Opranusanus
JOKYMEHT0000poTa

OmpeneneHue MOHATHA «IOKyMeHTooOopoT».  OOmme
OPUHIUIBL ¥ METOAMYECKHE OCHOBBI OpraHH3aluu
JTOKYMEHTOO0OpOTa, HMX peaju3auus B JICHCTBYIOIINX
rOCyJapCTBEHHBIX HOPMATHUBHBIX IOKYMEHTAX.

Crpykrypa " o0rmas XapaKTEePUCTHKA
JOKYMEHTOMOTOKOB.  O0beM JNOKyMeHTOOoOOpoTa. Yuer
KOJIMYECTBA JIOKYMEHTOB.

[lpuem, mnpoXoXAEHHE H  TOPAAOK  HCIOJHEHHUS
MOCTYHAIOUINX AOKyMEHTOB. [lepBuyHas SKCHeUIMOHHAS
obpaboTka nokymMeHToB. [IpenBapuTenbHOEe paccMOTpeHHE
JTOKyMEHTOB. PaccMOTpeHHe TOKYMEHTOB PYKOBOJCTBOM
OpraHu3aliy, TMPHHATHE PELICHHS O XapakTepe uX
ucrionHeHusi. HampaBieHne DOKyMEHTOB Ha HCIIOJIHEHHE.
JlocTaBKka JOKYMEHTOB HCIIOJHUTESM, MOPSAOK HX
npuemMa u  rnepegayd. PaboTa  MCHONHUTENS  C
JOKyYMeHTaMu. Otanbl ucrosHeHus. [lopsnok oOpaboTku
OTHpaBIIIEMBIX JOKyMeHTOB. [IpaBmia opranuzanuu
JBIDKEHUs] BHYTPEHHUX JIOKyMeHTOB. HampaBienus
COBEPIICHCTBOBAHUS JOKYMEHTOO0OOpOTa W MYTH €ro




10

COKpALIECHUS.
Tenmenmuu pocra JOKYMEHTOOOOpOTAa B COBPEMEHHBIX
opranuzanusax. BrusHue aBTOMaTH3alMU OO0pPaOOTKH
uHpOpManMyM Ha KOJIWYECTBEHHBIE W KaueCTBEHHBIC
XapaKTEePUCTUKH JJOKYMEHTOO00POTa.

34. Perucrpanus
AOKYMEHTOB U
OpraHu3anmsi  CHpPaBOYHO-
HHPOPMALMOHHOTO
00cJIy;KMBaHMS.

Peructpanus kak cocraBHas uacTh TexHonoruu JOV.
[IpyHIMIIBI perucTpanuyu T0KyMEHTOB

XapaKTepucTUKa COBPEMEHHBIX PErHCTPALMOHHBIX (hOpM,
cocTaB MH(OpMaIMK U TOPSIIOK UX 3anoidHeHus. Pa3surue
croco0oB perucrpanuu B rocy/1apCTBEHHOM
JEJIONPOU3BOJCTBE.

B3anMocBs3p perucrpanuu JOKYMEHTOB C OpraHHM3anuen
CIPaBOYHO-UH(MOPMALMOHHOW  paloThl, OpraHuzaluen
KOHTPOJISI ~ HMCIIOJIHGHUS U TOCIEayIoniei oopaboTkoit
JOKYMEHTOB.

WunexcupoBaHue JOKyMEHTOB. 3HAu€HUE M IpaBHia
(dbopMHpOBaHUS UHAEKCOB. MHIEKCUpOBaHUE JOKYMEHTOB
B YCJIOBUSIX TPATUIIMOHHON 00pabOTKH TOKYMEHTOB.
[lpuHiunsl  nocTpoeHus: MHGOPMAILMOHHO-TIOMCKOBBIX
CUCTEM (UIIC)  pyuyHoro  TuIa, UX  BUJIBL
WNHpopMannoHHO-CIIpaBOYHOE 00CIyKMBaHHUE ammapara
yIpaBJICHUS B YCIIOBUSAX IIPUMEHEHHUS
aBTOMaTu3npoBaHHbIX TexHosorui JIOVY. Ilouck u
UCTOJb30BaHuEe WHPOpPMALMM B ABTOMATHU3UPOBAHHBIX

HIIC.
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3.5. KoHTpob uCHOJHEeHUs
AOKYMEHTOB

dopMupoBaHre TpeOOBAaHWUN K OpraHHU3aIlMid KOHTPOJIS
WCTIOJTHEHUS JIOKYMEHTOB B JICJIONTPOU3BOICTRBE.

3HaueHue KOHTPOJIS 3a CpPOKaMHu HCIIOJTHEHUS
JOKYMEHTOB B  ammapare ynpasieHusi. OCHOBHBIE
MIPUHITUIIBI €T0 OpTaHU3AIINH.

3agaun  ciayxObl  JIOY 1O KOHTpOJIO HCHOJHEHUS
JTOKyMEHTOB.  KaTeropum IOKYMEHTOB, IOJICIKAIIHE
KOHTpoE0 CpOKHM UCTIOTHEHHSI TOKYMEHTOB. TexXHOIOTHs
KOHTPOJIBHBIX OTepaIui.

PernamMenTsl BHyTpeHHEH opranm3anuu (eneparbHbIX
OpraHOB HWCITOJIHUTEJIbHON BJIACTH KaK OCHOBAa KOHTPOJIS
WCTIOJTHEHUS JIOKYMEHTOB B TOCYJApCTBEHHOM armapare
Poccuiickoit deneparun.

O0o00menre, aHaaW3 MW HCHOJNB30BAaHHE NAHHBIX 00
WCIIOJTHEHUH JIOKYMEHTOB B YCJIOBHSIX TPaJAMIIMOHHOW W
ABTOMATHU3HPOBAHHOU TEXHOJIOTHH 00paboTku
JTIOKyMEHTOB

ABTOMATH3UPOBAHHBIC CHCTEMBI KOHTPOJS 33 CpPOKaAMHU
WCTIOTHEHHS JOKYMEHTOB, OIIBIT UX IPUMEHEHUSI.

11

3.6. Opranuzanust
1eJI0ONMPOU3BOACTBA no
npeaJioKeHUusIM,

3asiBJICHHSIM M JKaJ100aM

rpaskaaH

OO111eCTBEHHO-TIOJIMTUYECKOE W COLIMATbHOE 3HAueHUe
oOparieHuii TpaknaH. 3aKOHOJATEIbHAS periaMeHTAIHs
paboThl C TPENIOKEHUSIMH, 3asBICHUSMU U >Kamo0aMu
TpaKJIaH.

dopMHupoBaHUE HOPMATUBHOW 0a3bl, periiaMeHTUPYIOLIEH
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OpraHu3aluio paboTel C OOpalleHUusIMH TpaXgaH B
rocy/apCTBEHHOM armapare.

OcHoBHbIe 3a7auu ciy>x0b61 JJOY 1o opranuzanuu paboTbl
¢ oOpalleHUusAMH TpaxKaaH, ee ocobeHHoctr. Onepanuu 1o
IpUeMy,  PETUCTpalMy,  KOHTPOJI  HCIIOJHEHHUS,
MPUHATHIO PEIIeHnd 1o oOparieHusM rpaxaad. Cpoku
UCTONHEHUs. TpeOoBaHUS K COAEPIKAHUIO OTBETHBIX
NOKyMeHTOB. @DopMuUpOBaHHWE M XpaHEHHE [Jel C
NPEUIOKEHUSIMH, 3asBICHUSIMU U KaloOaMHu TpakKaaH.
O06001enre, aHaIu3 U UCIIOJIH30BaHUE JJAHHBIX 0 paboTe ¢
oOpalIeHNs MU TPAXKIaH B anmapare yrnpaBIeHHs.
Opranuzanus mnpuemMa TpaxaaH B TOCYAAPCTBEHHBIX
yupexaeHusix. GopMbl U METOJbl COBEPUICHCTBOBAHMUS
paboTel Cc  oOOpalieHWsMH TpakJaaH B  OpraHax
roCyJapCTBEHHOM BJIACTH u yIpaBIeHUS, B
OOIIECTBEHHBIX OpraHU3aIUIX.

[IpuMeHeHHEe aBTOMATH3UPOBAHHBIX TEXHOJOTMHA IS
MOATOTOBKM OTBETOB M OpraHu3aluu HH(OPMAalHOHHO-
CIpPAaBOYHOW CIIy’)KOBI B YUpeXKIEHHUSX C OOJBIINM
00beMOM oOpareHui rpaxaaH.
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3.7. XpaHeHne NOKYMEHTOB
B AeJI0ONPOU3BO/ACTBE
OpraHu3auuu

Opeanuzayus mexyuje2o XpaHenus. 00KyMeHmo8 u
obecneuenue ux coxpanHocmu

OcHOBHBIE MOJIOKEHUS 3aKOHOAATEIIbHON perilaMeHTalluu
XpaHEeHHUs TOKyMEHTOB B Poccuiickoi denepanuu.
Meroanueckue JOKYMEHTBI IO OPTaHU3alluU XPAHECHHUSL.
XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX TOJApa3IeICHUIX
OpraHu3aluu OTBETCTBEHHOCTh 32  COXPaHHOCTH
JIOKyMEHTOB. Opranu3anys CIpaBOYHOM pabOTHl |
MOPSIIOK  BBIJAYM  JOKYMEHTOB ~ BO  BPEMEHHOE
MOJIb30BaHUE npu XpaHCHUH B CTPYKTYPHBIX
MoApa3AesICHUsIX. XpaHenue JIOKYMEHTOB Ha
HETPaJWIIMOHHBIX HOCHUTENSX.

CoxpaHHOCTh JIOKYMEHTOB TIpM  pPEOpPraHu3aludd ¢
JUKBUAAIIUN OpTaHU3aINA.

Homenxnamypa oen
[TonsTre «HOMEHKIIaTypa aen». HazHaueHue
HOMEHKJIATyphI fesl. HomeHkiaTypa fien kak OCHOBa
CUCTEMAaTH3aIMH JOKYMEHTOB B IEJISX UX TOCICIYIONIETO
XpaHCHUSI.
TpeboBaHMs K COCTABICHUIO HOMEHKIATYPBI Jiei. Wx
periaMeHTanus B 3aKOHOJIATEIIbHBIX aKTaxX U
HOPMAaTUBHO-METOJMUYECKUX IOKYMEHTAX
MEXKOTPACIIEBOTO JCHCTBUSI.
Bunet HOMEHKIATYp [, UX OCOOSHHOCTH M Ha3HAYCHUE
MetoarKka cocTaBICHUS HOMEHKIIATYPBI JIeJT: H3y4YCHUE
cocraBa JOKYMEHTOB, pa3paboTKa KiIacCHU(PpUKAIMOHHON
CXEMBI; COCTABJICHUE 3ar0JIOBKOB JIENT U X
CUCTEMAaTH3aIHs C YUETOM YCTAHOBJICHHBIX TPEOOBAHUH.
[Mopsimox opopMiIeHHUSI, COTTIACOBAHMSI U YTBEPIKICHUS
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HOMEHKJIATYyphblI 1e1. CpOKH XpaHEHUs IOKyMEHTOB
Hcnonb30BaHNEe HOMEHKIIATYPBI €] B OIIEPAaTUBHOM
XPAaHECHUU U apXUBE OpraHU3aLMH.

Opeanuzayusa u nopsa0ox opmuposanus oei
[Tonsitue “hopmupoBanue nen”’, OCHOBHbIE TPEOOBAHMS K
MpOBEACHUIO 3T0i paboTel. CoBpeMeHHass HOPMAaTUBHO-
MeToandecKas 6a3a, onpeenstonas TpeOOBaHMs K
(bopMHPOBAHHUIO JET B JICJIONPOU3BO/ICTBE.
dopMupOBaHUE JI€]T B OPraHU3alUAX Pa3IMYHbIX YPOBHEN
ynpasieHus. 3anauu ciyxos1 JJOY u apxusa
OpraHM3aIliy 10 00ecTeyeHNI0 KaYeCTBEHHOTO
¢dopmupoBanus aen. IlpaBuna popmupoBanus B aena
JOKYMEHTOB Pa3IUYHbIX BUJIOB. [IpuHIUIIBI
cCHCTEMaTH3allii IOKyMEHTOB BHYTPH JIEI.

Opeanusayus s5Kcnepmu3ssl YeHHOCMU OOKYMEHMO8
[TousiTne “akcrnepTrsa LIEHHOCTH JIOKYMEHTOB .
HopMaTuBHO-METOAMYECKHE W TEOPETUYECKHUE OCHOBBI
MPOBEJEHUS SKCNepTH3bl. TpeGoBaHUS K IPOBEICHHUIO
AKCIEPTHU3Bl IICHHOCTHU TIOKYMEHTOB.

Opranuzanus paboThl IIEHTPAIBHONW AKCIIEPTHOM
komuccun (LIDK) wu  osxcneptHoit  komuccun  (9K)
yUpeKIeHUs (OpraHU3aIMK) 10 MTPOBEJACHHUIO YKCIIEPTU3HI
LIEHHOCTHU NokyMeHTOB. [lonoxeHue 00 3KCHepTHOM
komuccur. [IpaBa W (QYHKIIMKM SKCIEPTHOW KOMHCCHH,
MOpsIOK ee paboThl. JIOKYMEHTHPOBAHUE NEATEIHLHOCTH
AKCHEPTHON KOMHUCCHHM. DTallbl MPOBEACHUS SKCIEPTHU3bI
IIEHHOCTH  JTOKyMeHTOB. OdopmiieHne  pe3ynbTaToB
SKCIEPTU3BI HIEHHOCTHU JTOKYMEHTOB.
IlonsatTne “nepeueHp JOKyMeHTOB”. Ha3Hauenue wu
UCIIOJIb30BaHHWE TMepeuyHeld B  KayecTBE OCHOBHBIX
WUCTOYHUKOB 10 YCTAHOBIEHHIO CPOKOB XpaHEHHUS U
o0ecrieyeHHs  €AMHCTBA  ONEPAaTHUBHOIO  XpaHEHUS
JOKYMEHTOB B JICTIOTIPOU3BOJICTBE U ApPXHUBE OPTaHU3AIINH.
TunoBele M BeIOMCTBEHHbIE NepeuyHU. lcnonap3oBaHMe
MepeyHed  JUIss  COCTaBICHHs]  KIACCU(PUKATOPOB U
HOMEHKJIATyp el

Iloozomoska u oghopmaenue oen
Yuudukanus TpeGoBaHUN K JeIaM, CIaBaeMbIM B apXHB.
HopMaTtuBHO-MeTOAMYECKHE JOKYMEHTBI MEKOTPACIEBOTO
nencTBus 00 opopMIIeHUH AT
OcHoBHble TpeOoBanus K odopmienuto nen. llomnoe u
yactuaHoe oopmienue nen. [lommmuka nen. Hymeparus
JUCTOB. 3aBepUTENbHAS HAINUCh. BHYTPEHHSS OIHUCH.
Odopmiierre 0ONOXKKH JIe7T TTIOCTOSSHHOTO U BPEMEHHOTO
XpaHeHUsl.

Onucu oen
[Tonstue «onuce aen». [IpaBuna cocTaBieHHs] OMUCU JEN
CTPYKTYPHOTO  TOJpa3eiICHUS. Buaelr  onucei.

OdopMmieHre onucH JIe CTPYKTYPHOTO TIOIpa3AeiCHUsI.
Tlopsiook nepedauu Oen 6 apxus opeanuzayuu
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[lepenaua nenm B apxuB opraHuszauuu. Bzaumopeincrsue
cyx0n1 IOV u apxuBa npu GopMUPOBAHUU OCHOBBI JJIS
MOCJIEIYIOIIET0 XPAHEHUS] Y UCTIOJIb30BAHMS IOKYMEHTOB.
EnuncTBO OpraHu3aniy 10KyMEHTOB B JI€JIONPOU3BOJICTBE
U apXUBe.

13 | 3.8. HanpaBsenus | YopaBieHue  JOKyMEHTaMM  KakK  4acTh  CHUCTEMBI
copepmieHcTBoBanus JJOY | ynpaBienus kadectBoM. CraHmapTh3auus MOPOUEIYP
YOpaBlIeHUs JOKYMEHTaMH KaK METOJIWYECKas OCHOBA
JESITeIbHOCTH CITY’KO TOKYMEHTAllMOHHOTO OOecreyeHus
YIPaBICHUS B POCCUICKUX OpraHU3aAIUIX.

Pa3Butue perJamMeHTalnuu JIOKYMEHTAIMOHHOT O
oOecrieueHus ynpapiieHUs. Poilb TUTIOBBIX pEriiaMEeHTOB
OpraHOB TOCYJIapCTBEHHON BIJIACTU M YNpaBICHHUS B
PETYJIMPOBAHUK JOKYMEHTAIMOHHOTO OO0ECIICUeHUsT HX
NesITeNIbHOCTH. BHyTpeHHue periiaMeHThl OpraHu3alui.
CoBepiieHCTBOBaHUE JOKYMEHTAIMOHHOTO O0eCIeueHUs
yIpaBlieHUs! B TOCYJapCTBEHHOM ammapare, OpraHu3alusix
pa3nuaHbIX (GopM COOCTBEHHOCTH (TOCYJAapCTBEHHBIX U
HEroCy/IapCTBEHHbIX). YTOPSJA0YeHHE OpPraHU3aI[MOHHBIX
(dhopM U METOZIOB pabOTHI C JOKYMEHTAMH.

Pernamenranus (GYHKUMH,  CTPYKTYpHI u
OpTraHU3aIMOHHO-TIPABOBOT0 MOJ0kKEHUs ciryx0 /JOY.
Bnusuaue HOBBIX HH(OPMAIMOHHBIX TEXHOJOTHI Ha
COBEpLICHCTBOBAHUE YIPABJICHUECKON JI€ATEIbHOCTH U
JOYVY.

4. O0pa3oBarejibHbIE TEXHOJIOTUN

Jns mpoBeneHuss yuyeOHBIX 3aHATUH MO  JUCHUIUIMHE  HUCHOJB3YIOTCS — pa3ldyHbIC
oOpa3oBaTenbHble TEXHOJOTUH. [ opraHu3anuu y4eOHOTo Ipolecca MOXET ObIThb HCIOIb30BaHO
ANEKTPOHHOE 00yUeHue U (UJIM) JUCTAHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTHH.

5. OneHka mJIaHUPyeMbIX Pe3yJibTATOB 00y4YeHusI

5.1 Cucrema onleHUBaHHUA

Tekymmii KOHTPOJIb OCYIIECTBIISICTCSI B BHJIE OIIEHOK KOHTPOJIBHOW paOOTHI M BBHITIOJHEHUS
3aJlaHuil Ha MpaKTUYeCKUX 3aHATUsAX. KoHTposibHas paboTa MpoOBOIUTCS HA MEPBOM IMPAKTUUYECKOM
3aHSTHH, BBISBIISCT TOTOBHOCTh CTYACHTOB K MPAKTHYECKOW paboTe m omeHuBaetcs 10 20 06auios.
MaxkcuMaibHas OlleHKa BBITIOTHEHHSI KaKIOTO MPAKTUIECKOTOo 3aHATHs — 10 6ayios.

[IpomexxyTOUHBI KOHTPOJb 3HAHUW TPOBOJUTCS B ()OPME MTOTOBOH KOHTPOJIBHOW PabOTHI,
BKJIFOYAIOIIEH TEOPETUYECKHE BOMPOCH U MPaKTUYECKOe 3a7aHue, u oreHuBaercsa no 40 6amios. B
pe3yabTaTe TEKYIIeTo U MPOMEXYTOYHOTO KOHTPOJIS 3HAHUH CTYICHTHI MOJIyYaloT 3a4€eT 110 KYypCy».

dopma KOHTpOJIS Makc. KolIu4ecTBo 0aJljioB
3a onHy pabdoty]  Bcero

Texynmi KOHTPOJIb:
- OTpocC 5 6amioB 20 6amioB
-pedepar 20 6amaoB 20 6ammoB

- KOHTposbHas padorta (Tema 1, 3, 6) 20 6amtoB 20 6amioB
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[IpomexyTouHas aTTecTalnus 40 6annos

Htoro 3a cemecTp (AUCIUILTUHY) 100 6amnoB

[TomyueHHBIN COBOKYIHBIN PE3yNIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO KAy OLICHOK M B IIKAILY
otieHOK EBporeiickoii cucteMsl nepeHoca u HakorieHus kpenutos (European Credit Transfer System;
naiee — ECTS) B COOTBETCTBUM ¢ TaOJIUTICH:

100-6amnpHas mkana | TpaaunmoHHas nikana Ixana ECTS
95 -100 A

2304 OTJIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50_55 YIOBJIETBOPUTEILHO E

20 — 49 FX

0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TCHO v

5.2. Kputepuu BbICTABICHUSI OLIEHKHU MO AUCIUTUIAHE

Bbanasl/ Ounenka nmo Kpurepum ouneHku pe3yjJbTaToB 00yUYeHHS 10
Hlkana AUCUUILINHE AUCHUILINHE

ECTS

100-83/ BericTaBnsiercst 00y4aromemycsi, €Ciiu OH ITyOO0KO U
AB «3a4TEHO» MPOYHO YCBOWJ TEOPETUUECKHUI U MPAKTUUECKHIA

MaTepHall, MOKET MPOJEMOHCTPUPOBATH ITO Ha 3aHATHUSIX
U B XOJIC MPOMEXKYTOYHOH aTTECTAIIH.

OO0y4aromuiicss HICUEPIBIBAIOIIE U JOTUYECKU CTPOMHO
u3jaraet yuyeOHbI MaTepHrall, YMEeT yBSI3bIBATh TECOPHIO C
NPaKTUKOM, CIIPABIISIETCS C peIICHHEeM 33134
npo¢eCCUOHATHLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIO’)KHOCTH, MPABHJILHO 00OCHOBBIBAET IIPHHSATHIC
peIICHHSL.

CB00OIHO OpUEHTHPYETCS B YUeOHOH 1
poeCCHOHATBLHOM TUTepaType.

Onenka no JUCIUILIMHE BBICTABISIOTCS 00y4JaromeMycs ¢
Y4ETOM PE3YJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUU.

Komrniereniuu, 3akperiénnble 3a JUCUUILUTAHOMN,
c(hOopMHUPOBaHbI HA YPOBHE — «BBICOKHITY.

82-68/ BricTaBnsiercs oOydaromemMycsi, €CiIu OH 3HaeT

C «3aYTEHO» TEOPETUYECKHUI U MPaKTUUECKUI MaTepua, TpaMOTHO U
0 CYIIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJIe
NPOMEKYTOUHOU aTTeCTalllu, He AOIyCKas
CYHICCTBCHHBIX HETOYHOCTEH.

OOyuatomuiics NpaBUIbHO NPUMEHSET TEOPETHUECKUE
IMMOJIOKCHUS IIPpU PCIICHUHU IMMPAKTUYCCKUX 3aaa4
npodeccOHaIbHON HAIIPABIEHHOCTH Pa3HOI'O YPOBHS
CJIO)KHOCTH, BIIQIEET HEOOXOIUMBIMH IS TOTO
HaBBIKAMU U IIPUEMaAMH.

JlocTaToOuyHO XOpOILIO OPUEHTUPYETCS B yueOHOU U
npogecCHOHATIBLHOM JIUTEpaType.
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Banael/
HIxanaa
ECTS

OuneHka no
JIUCHUILIMHE

Kpurepun oneHkn pe3y1bTaToB 00y4eHus: 1o
AMCHHUILINHE

Onenka no JUCIHUILIMHE BBICTABISIOTCS 00y4JaromeMycs ¢
y4E€TOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUU.

Komrniereniuu, 3akperi€éHHble 3a JUCUUILTAHOMN,
c(hOpMHUPOBaHbI HA YPOBHE — «XOPOIIHIiY.

67-50/
D.E

«3a4YTCHO»

BricTaBnsiercst o0y4aromiemycsi, €ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETHUUECKUN U MPAKTUYECKUN MaTepual,
JIOTTYCKaeT OTJENIbHbIE OIIMOKH MPH €T0 U3JI0KEHUH Ha
3aHATUAX U B XOJI€ IPOMEKYTOUYHOU aTTECTALNH.
OOyuaromuiicst UCIIBITHIBAET OIPEIECIEHHBIE 3aTPYAHEHUS
B IPUMEHEHNU TEOPETUUECKUX MOJIOKEHUH NPU PELICHUH
NPaKTUYECKUX 3a/1a4 MTPO(ECCHOHATEHON
HaIPAaBJIECHHOCTH CTaHIaPTHOIO YPOBHS CJIOKHOCTH,
BJIaJIeeT HEOOXOAUMBIMU JIJISl 3TOTO Oa30BBIMH HAaBBIKAMU
1 PUEMAMU.

JleMoHCTpHpyeT 10CTaTOUHBIM YpOBEHb 3HaHUS yUeOHOU
JUTEPATYpPBI IO TUCLHUIUINHE.

OrneHka 1Mo JUCIUTUTMHE BBICTABIISIOTCS 00YYArOIEMYCs C
Y4ETOM pe3ysIbTaTOB TEKYIEH U IPOMEKYTOYHON
aTTEeCTAallUU.

Komnerenunu, 3akperui€HHbIe 3a JUCHUIUIMHOM,
c(OpMHPOBAHbI HA YPOBHE — «JIOCTATOYHBINN.

49-0/
F,FX

HE 3a4TCHO

BeictaBisiercs o0yuaromemycs, €ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETHUECKHUI U MPAKTUIECKUN
MmaTepHal, J1oMycKkaeT rpyoble OlMOKY IpU ero
M3JI0’)KEHUU Ha 3aHATHUSIX U B XO/€ IPOMEXYTOUHON
aTTECTALIUH.

OOyuaromuiicst UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
IIPUMEHEHNU TEOPETUUECKUX TOJI0KEHUH NPU PELICHUH
NPaKTUYECKUX 337124 MPO(ECCHOHATEHON
HAIPAaBJIEHHOCTU CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE
BJIa/IeeT HEOOXOAUMBIMU JJISl 3TOrO HaBbIKAMU U
pUEMaMHU.

JlemoHcTpHpyeT (pparMeHTapHbIE 3HAHUS yUeOHOI
JUTEPATYpPBI IO TUCLUIUINHE.

OrneHka 1Mo JUCIUTUTHHE BBICTABIISIOTCS 00YYArOIIEMYCS C
YYETOM PE3YIBTATOB TEKYLIEN U POMEKYTOUHOMN
aTTeCTalUN.

KomnereHuuu Ha ypoBHE «IOCTaTOYHBINY, 3aKPETUIEHHBIE
3a AUCUUIUIMHOW, HE C(OPMHUPOBAHEI.

5.3. OueHo4yHbIe cpeAcTBa (MaTepHAJIbI) AJI TEKYLIero KOHTPOJISA YyCIeBaeMOCTH,
NPOMEKYTOYHOM aTTECTANMH 00y4arOIMUXCS 10 JHCIUIIIHHE

Keiicbl 1191 Tekylei arrectanum:
1. CymiecTByeT 1M B HACTOSIIIIEE BPEMsI TOCYIapCTBEHHOE PETYJIMPOBAHUE BOIIPOCOB,

CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKU JOKYMEHTOB (HaIIpUMeEp, ONPEIEICHbI JIU TUIIOBbIE Ollepaliu

00pabOTKU JTOKYMEHTOB, UX MIOCIE0BATEIBHOCTD) B YUPESIKICHUSAX, OPraHN3ALUAX U HA
PEANPUATHIX CTPAHBI?
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Kakumu 1okymMeHTaMu JOJKHBI WIIM MOTYT PYKOBOJCTBOBATHCS KOHKPETHBIE CTPYKTYPBI IIPU
peuIeHuy JaHHOTo Bompoca?

2. [1ns penieHus KakuX 3aJa4 UCIOJIb3YIOTCS FOCYAapCTBEHHbIE CTaHIApPThl B cepe
nenonpousBozacTea? Ha3oBure Takue cTaHIapThl.

Kakum 006pa3oM opranuzaiusi MOKeT JOOUTHCS OT CBOMX PAOOTHUKOB 00s13aTENILHOTO yUyeTa
nosioxkenuii 'OCT?

3. OnHOI M3 BaXKHEHIINX SBIISETCS MPOOIEeMa COXPAHHOCTH (XpaHEHHs) TOKYMEHTOB
opranu3anuii. Kakumu npaBoBbIMHM aKTaMU U TOCYIaPCTBEHHBIMU MEKOTPACIEBBIMU JOKYMEHTaMHU
ClIelyeT PyKOBOACTBOBATHCS IIPH €€ PELLIEHUU:

3aKoHOJAaTeNbHbIE OCHOBBI XpaHEHUSI TOKYMEHTOB

WHble mpaBoBbIE aKThl, ONPEAEIIAIONINE PELIEHHE BOIIPOCOB, CBSI3aHHBIX C COXPAHHOCTBHIO
(XpaHeHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I‘-IeCKI/Ie HAOKYMCHTBI, COACPIKAIIUC MCTOAUKY pa6OTBI 10 OIICPATUBHOMY
XPaHCHUIO JOKYMCHTOB U IMOAIOTOBKE UX K IIEPEAAYC B ApXUB OpraHu3aliuin

4. PykoBoauTenb NpeANPUATUS PACIOPAIUICS TOATOTOBUTH JOKYMEHTBI, KOTOPBIE JOJKHBI
peraaMeHTHPOBaTh 1eATeIbHOCTh ciTykO0bl IOV (kaHLenspun), OpraHu3aluio 1 MopsioK paboThl C
JOKYMEHTaMH.

brino paspaborano [lonoxxenne 06 nHPOPMAITMOHHOM TOJUTUKE, OAUH U3 PA3JIEIOB KOTOPOTO
Ha3zbIBasics «Opranuzanus paboThl ¢ TOKYMEHTHpYeMoi uHpopmanueil». B pazaene 3akperuisiics
CTaTyC KaHUEJSIPUU KaK CIy>ObI AeJONPOU3BOACTBA U QYHKIMH €€ COTPYIHUKOB IO paboTe ¢
JOKYMEHTaMH.

Onpenenure, Kakue OpraHU3alMOHHbIE JOKYMEHTHI 3aMeHIIT co00ii paznen «Opranuzanus
paboThl ¢ JOKyMeHTupyeMoi nHdopmarmeii». [IpaBomepHa 1 Takas npakTuka?

Kakoii emie BHyTpeHHUI HOPMATUBHBIM JJOKYMEHT CJIEIOBAJIO pa3padboTaTh, YTOOBI
YCTaHOBUTH €IMHBIH MOPSIOK ACITONPOU3BOICTBA HA IPEAIPUATAN?

5.0npenenurte nopsok coctaBieHus u opopmienus Ionoxenus o ciyx6e J0OY:

. pa3pabaTsiBaeT (KT0?)

. MO/IMUCKIBAET (KTO?)

. JIOJDKHO OBITH COTIIACOBAHO (C Kem?)

. yTBepKaaeT (KTo?)

. BBOJUTCS B JIeHCTBUE (KeM WU yeM?)

. noasnexart nepecmoTpy (Npu Kakmx
obcToaTenbcTBax?)

3anoJIHUTE TPOMYCKH.

6. Pazpaborannas B opranmu3anuu NHCTPYKIUS 1O A€TOTPOU3BOICTBY COACPIKUT CIIEAYIOIINE
TEMaTUYECKHUE Pa3/IeIbl:

- Opranu3zanus J0KyMEeHT0000poTa

- Peructpanus 1okyMeHTOB

- KoHTpoib 3a uCIOTHEHNEM TOKYMEHTOB

- HomeHnkiatypa nen

- XpaHeHHEe JOKYMEHTOB B CTPYKTYPHBIX MTOAPA3/IEICHUSX.
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OTpakeH 1 B MHCTPYKIUHU BECh Mpoliecc paboThl C TOKyMeHTaMu?
Ecnu Het, kakuMu paznenamu Bei Obl JOMIONHWIN JAHHBIA JOKYMEHT.
OO6ocHyliTe CBOE PEIICHHE.

7. UHCTpYKIIUS IO JAEIOMPOU3BOACTBY — ATO 0053aTeNbHBIN JOKYMEHT JIJIs1 BCeX paOOTHUKOB
OpTaHM3AINH WU TOJBKO TSI €€ CITYKOBI 1eJI0NPOU3BOICTBA?
Kto u xakum oOpazom onpenenser chepy pacnpocTpaHeHHsI JaHHOTO JOKYMeHTa?

8. Kommnanus uMeeT HECKOJIBbKO OTJEIECHUI, OJTHO U3 KOTOPBIX PACIOIAraeTcsi B TOM ke
3JIaHUH, YTO U LEHTpaIbHBIN oduc. [lpyrue oTaeneHus pacioIokKeHbl B Pa3HbIX pailoHaX TOpoa.

Kaxk Oyner oprann3oBad TOKyMEHTOOOOPOT KOMITAHHH B 3TOM CiIydae: OyIeT JIu [eHTPaTbHbIN
oduc paboTaTh CO BCEMU TOKyMEHTaAMU KOMIIAHUH (OCYIIECTBIATH EHTPATU30BAaHHBINA IPUEM BCEX
JIOKyMEHTOB, MX PETUCTPAIINIO, BECTH CIIPABOYHYIO PabOTy, KOHTPOJIb 3a UCIIOJITHEHHEM IOKYMEHTOB U
T.J1.) WK TiepeaacT 3Tu GyHKIUK B oTAeneHus? Ecnu nepenact, kakoBa OyeT poiib ciyx0b1 JJOY
neHTpainbHOro oduca? Kak OyayT padboTaTh ¢ JOKYMEHTaMH OTICICHUS, HAXOSAIIEMCS B TOM K€
3/IaHUH, YTO U IIEHTPaIbHBIN oduc?

9. IlepBuuHas 00pabOTKa JOKYMEHTOB, OCTYMUBIIMX B KOMIIAHHIO IO ITOYTE, CBOJUTCS K
cienyromemy. PaOoTHHKY, BHITTOHSAIONINE 3TY ONEPAIfio, BCKPBIBAIOT U TYT )K€ YHHUUTOXKAIOT
KOHBEPTHI, MPOCTABIISIOT HA BCEX IOKYMEHTAX, B TOM 4HCie, GUHAHCOBBIX, OyXTaJlTepCKUX U T.11.,
LITaMII O MOCTYIIJICHUH IOKyMEHTa B OpraHU3aIfIo U MepeaaroT UX HHCIIEKTOPY MO pEerucTpalyi.
WHcnekTop mpocMaTpuBaeT J0KyMEHTHI M (PUKCUPYET B PETUCTPALIMOHHBIX (popMax, MOMUMO MPOYUX
CBECHMI, KOJIMYECTBO JUCTOB U HAJIMYME MPUIIOKEHUH K TOKYMEHTaM.

Onpenenure, kakue TpeOOBaHUS K MPOIIECCY MEPBUYHON 00paOOTKU TOKYMEHTOB B JAHHOM
clly4ae HapylIaloTCs, U KaKhe HeraTUBHbIE MOCIEACTBUS STUX HAPYIICHHUH JUIsi KOMIIAaHUU MOTYT
IIPOSIBUTHCS BIIOCJIEJCTBUM .

10. TIoMOWHUK PYKOBOJAUTENS, IPEABAPUTEIBHO IPOCMOTPEB JOKYMEHTALUIO, IOCTYIHUBIIYIO
B OpraHU3alMIO, BCIO €€ MepeaacT PyKOBOAUTENIO. B nmanky ¢ JOKyMeHTaMH BKJIaJbIBAETCS
MIACbMEHHBIM KOMMEHTApHUH O COCTABE MOCTYIIUBIINX JOKYMEHTOB, KOPPECIIOHICHTAX, apecarax u
COJIepKAIINXCS B KAXKJOM JIOKYMEHTE BOIIPOCAX.

B uem cocTout Ha3HaYEHHE ONEPALIUU «IIPEABAPUTEIIBHOE PACCMOTPEHHUE IOKYMEHTOBY?
[IpaBHIIBHO 1M €r0 MOHUMAKOT B JAHHOW OpraHu3anuu’?

11. O6mias TexHOIOTHS PaObOTHI C TIOKYMEHTAMU B OPTaHHU3AIIMN COCTOUT W3 THITOBBIX

onepauumn:
. MPUEM TOKYMEHTOB;
= nepBuYHas 00paboTKa JOKYMEHTOB;
n
= perucrpanus;
. paccMOTpeHUE JOKYMEHTA PYKOBOJUTENIEM U ONPEACIICHUE XapaKTepa pEeIICHUs

BOMpoca (PE30IIIOLIHS);

. MOCTAaHOBKA JJOKYMEHTAa Ha KOHTPOJIb;
. MOATOTOBKA MPOEKTa JOKYMEHTA;

. oopmiIeHHE U COTIaCOBaHUE;

. YAOCTOBEpPEHHUE;

.

. OTIIpaBKa U3 OpraHU3aluy;

HOHOJ’IHI/ITG NEPCUYCHb HEAOCTAOIIUMU OIICpaATUAMU
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12. B cOOTBETCTBHH € TOCYAapCTBEHHBIMH MEXXOTPACIEBbIMH JIOKYMEHTAMH B
MH(POPMALMOHHO-TIONCKOBYIO CUCTEMY 10 TIokyMeHTaM opranuzauuu (UIIC) BxoasT: peructparus,
WHJEKcaus, GOpMUPOBAHUE JICIT.

KaxoBo naznauenne kaxoii cocrapistomnieit UTIC? Yto mo3BossieTr 00beAMHUTD UX B OHY
cuctemy? Kak oHM MOTYT UCTIOJIb30BaThCs MPU OUCKE TOKYMEHTHOM nHdopmanmun?

13. B peructpanuonsbsie GopMbl BXOIAIIUX JOKYMEHTOB OpTaHU3allls BHECTA CIEAYIONNe
JTAHHBIC:

JlaTa TOJIy4YEHMsI, BXOJSAIIUN pErNCTPALMOHHBI HOMEDP, KOPPECTIOHIEHT, HOMED U JaTa
JIOKYMEHTA, KPaTKOE COJIEpKaHUE, PE30IIOLNs PyKOBOAUTEINS OPTaHU3aLUU, PYKOBOIUTEIb
CTPYKTYPHOTO NMOAPAa3AEICHHS, PE30IIONN PYKOBOIUTEIS OAPA3ACICHUS, HCIIOIHATENb.

Onpenenure, COOTBETCTBYIOT JIM 3TU JIAHHBIE PEKOMEHAYEMOMY COCTaBY PEKBHU3UTOB
peructpanroHHoi Gopmbl. Mimeer nu ciysx6a 1e710Mpor3BOICTBA IPABO BKIIOYAThH B
perucTpaoHHble POPMBI PEKBU3UTHI IO CBOEMY YCMOTPEHHIO?

14. Cucrema perucTpaiyi B OpraHu3alii UMEeT CMEIIaHHyIo (opMy, IIPU KOTOPOH 4acTh
JIOKYMEHTOB (ITOCTYIAIOIIIE Ha UMSI PYKOBOAMTEJIS, IPUKA3bI U JIP.) PETUCTPUPYIOTCS B CIIykKOe
JIEJIONIPOU3BOJICTBA, @ OCTAIIBHBIE — B CTPYKTYPHBIX IIOAPA3ACICHUAX.

B cny»x6e nenonpounsBoJcTBa BceM 0€3 UCKIIOUEHUS TOKYMEHTaM IIPHUCBAaUBAECTCs MHJIEKC,
COCTOSIIIIMN U3 MOPAIKOBOTO HOMEpa TOKYMEHTa B COOTBETCTBYIOIIEH IpynIe (HaIpuMep, BXOASIINX
JIOKYMEHTOB) U JIUTEPHI «Py, 03HaUaromel «pyKkoBOJACTBOY, Hanpumep, P 45. B cTpykTypHBIX
MO/Ipa3IeJICHUSAX PErMCTPALIMOHHBIN HHIEKC COCTOUT U3 MHJIEKCA CTPYKTYPHOTO MOApa3AeaeHus (110
BHYTpPEHHEMY KJIacCU(UKATOPY CTPYKTYPHBIX MOpa3AesieH!il) U MOPSAIKOBOro HOMEpa, Hanpumep, 3-
25nm 4-12 u T.o.

Uem Takol NOPSAAOK HHIEKCUPOBAHUS HE COOTBETCTBYET YCTaHOBIIEHHBIM TpeOOBaHUSAM?
Pemienune kakux HHPOPMALMOHHO-TTIOMCKOBBIX 33/1a4 YCJIOKHSIOT TaKHe UH/IEKChI?

15. [lena B opranu3zanuu GopMHUPYIOTCS U XPAHATCS CIIEIyIOIUM 00pa3oMm:

CIICUAJIMCTEI OTACJIOB 3aBOJIAT IMAIIKK, B KOTOPBIC BKIIAABIBAIOT JOKYMCHTEI, KaCarOIUCCA
peleHust OT/IeNbHBIX BolpocoB. Ha 06o0xkKkax moMeriarores paMUIuN 1 MHULIMAIBI UCTIOTHUTENCH U
yKa3zaHUe Ha KOHKPETHOE HAIIPABIICHHUE €TO JIEATSILHOCTH, HAllpuMep:

5.1.1.1 A.C. TepentbeB
N3roToBjieHHE H YCTAHOBKA CBETOBOM peKJIaMbI

B teuenue rosa B Takoi Tarnke HAKAITUBAIOTCS Pa3IMUHbIE JOKYMEHTHI, C KOTOPBIMHU
MPUXOAUTCS PabOTATh CIEIUAINCTY B paMKax JaHHOU MpoOeMbl. B uncie TOKyMEeHTOB BCTPEUYaOTCS
MHACHhMa-TIPEJIOKEHHU S, TMChbMAa-0TBEThI Ha MPE/IOKEHHUS, TMChbMa-peKJIaMalliy, JOTOBOPHI U
MIPUIIOKEHUS K JOTOBOpaM, aKThl, MPOTOKOJBI U Jip. Eciu crienmanuct paboTaer He ¢ OqHON
OpraHU3aIMel, TO BHYTPH AKX OH MOMEIIAET KAPTOHHBIC PA3/ICTUTENH ¢ YKa3aHUEM KOHKPETHBIX
OpraHu3alMii-KOHTpareHToB. Korna JoKyMeHTOB CTAHOBUTCS CIIMILIKOM MHOTO, 3aBOJISIT BTOPYIO
(TpeThIo | T.JI.) MANKy C TAKOW K€ HAIAMUCHIO M YKa3aHUEM, YTO 3TO BTOPOE (TPEThE U T.J.) ACIIO:

A.C.TepentbeB
5.1.1.2 M3roroBienne U yCTAHOBKA CBETOBOM peK/amMbl. Ne 2

B koHIIe roa nanku nomMenaTcs B mKad, B OTASNCHHs, T XPAHATCS TOKYMEHTHI
OIIPEAEIICHHBIX CIIEIIMATIUCTOB.

Takolt mopsI0K XpaHEeHHUs] JOKYMEHTOB OOBSCHSIOT TEM, YTO UMEHHO TaK CHelHaIncTaM
yA00HO padoTaTh ¢ JOKYMEHTaMH B T€UEHHE JIeIOMPOU3BOJICTBEHHOTO I'0/1a, UCKaTh TOKYMEHTHI
nocje OKOHYaHHus paboThl ¢ HUMU M 00€CIeUnBaTh UX COXPAHHOCTb, TAK KaK KaXkJbli CIIEUAIUCT
3HAET CBOM BOIIPOC M, 3HAYUT, CBOU JOKYMEHTHI.
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Cornacusl 1 Bol ¢ Takum o0bsicienneM? KTo B TakoM ciiydae OyJieT HeCTH OTBETCTBEHHOCTh
3a o0ecredeHne COXpaHHOCTH TOKyMeHTOB? OOOCHYHTE CBOM OTBET.

16. B Teuenue roga y opraHu3aliy NOSIBUJIMCH HOBbIE HAPaBIICHUS IE€ATEIbHOCTH U HOBBIE
naptHepsl. HoBast pabora Obliia mopyueHa a18yM otaenam. Kak cienctsue, HOSBUINCH 3HAUUTEIBHOE
KOJMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE OBLIH MPEAyCMOTPEHBI ACHCTBYIOLIUMU
HOMEHKJIATypaMH €Il JAHHBIX OT/EJIOB.

PykoBonuTenb opraHu3aliuu CBOMM MIPUKA30M 00513a1 BHECTH U3MEHEHUS B HOMEHKJIATYPY
neil. B pesynbpTaTe 3TO CBEOCH K COCTaBJIEHUIO B CEPEMHE T'OJJa HOBBIX HOMEHKJIATYP A€JI ABYX
OTJeNI0B. PyKoBOIUTENb OpraHU3aliyi UX YTBEPAUII.

[Touemy Takue AeicTBUS HE MOTYT ObITh IPU3HAHBI TpaBoMepHbIMU? Kakue TpeGoBaHus K
COCTaBJICHUIO M 0()OPMJIICHIIO HOMEHKJIATYpHhI J1eJ1 ObLIIN HAPYIIEHBI?

17. Ilocne ommOOYHOTO YHUUTOXKEHHS psAJia BAXKHBIX JOKYMEHTOB B KOMIIAHUU OBLJIO IPUHSITO
peleHue o co3aanuu 3kcnepTHoi komuccuu (OK) u pazpaboTke BHyTPEHHUX HOPMATHBHBIX
JIOKYMEHTOB, PEryJIMPYIOIIUX €€ IeATEIbHOCTb.

B neiicTByroniue KOpnopaTuBHbIE JOKYMEHTBI, perilaMeHTUPYIOIINE IATEIIbHOCTD CITY>KObI
JIETIOTIPON3BOICTBA U TTOPSIIOK PAOOTHI C TOKYMEHTAMH KOMIIAaHUHU OBLITN T00aBIEHBI
COOTBETCTBYIOIIIME pa3/ieiibl, B KOTOPBIX OBLIHM ONMpeAesIeHbI CTaTyC, COCTaB, MpaBa, oos3anHocTH DK u
MOPSAIOK MPOBEACHUSI SKCTIEPTU3bI LIEHHOCTH JJOKYMEHTOB.

B ¢ynximu OK 66110 BKITIOUEHO ClleyIomiee:

- IPOBEPKa MPaBUIBLHOCTH 0(OPMIICHHS IOKyMEHTOB;

- Y4€T JOKYMEHTOB;

- OIpeJIeIeHNs YCIOBUN XpaHEHHsI IOKyMEHTOB;

- IpOBepKa KauecTBa (GOPMUPOBAHUS JIEIT;

- Y4eT JIeJl C ITUTEIbHBIMU CPOKaMH XPAHEHUS;

- 0TOOp J1eJ1 Ha XpaHEHHUE U YHUUTOXKEHHE;

- OIpeJIeIeHHe CPOKOB XpaHEHUS TOKYMEHTOB;

- OIIPEJIEIIEHUE MTOJHOTHI COXPAHHOCTH JJOKYMEHTOB KOMITAHHH.

Kaxkue napymenust 6putn JomnyieHsl npu co3aanunu JK ?

Kakue, Ha Bam B3risi1, pyHKIMU HE COOTBETCTBYIOT HazHaueHUI0 DK 1 He BXOJAT B MOHATHE
«IKCTEepTU3a IEHHOCTH JTOKYMEHTOBY»?

18. YacTh BXOAAMMX U UCXOIAIINX JOKYMEHTOB OPTaHU3aLUU IIPEACTABICHA B JIEKTPOHHOMN
¢dopme. ITpu moAroToBKE A€M K Mepeaue B apXuB BCTANl BONIPOC, B KAKOM BUI€ UX HYXKHO C/1aBaTh: B
BU/JIE TMCKOB WJIM NEPEBEACHHBIX HA OYMaXKHYI0 OCHOBY TPaJUIIMOHHBIX JOKYMEHTOB.

CTOpOHHUKH MepeBo/ia JOKYMEHTOB B TPAJIUIIMOHHYIO0 OYMaXXHYI0 ()OPMY MOTHBHPOBAIU
CBOIO TOYKY 3PEHHUS TEM, YTO HE U3BECTHO, [0 KaKOil (popMe 10JKHA ObITh COCTaBJICHA ONKCH Ha
3JIEKTPOHHBIE JJOKYMEHTBI, U KaK OIPEIECIUTh CPOK UX XPAHEHHUS.

Kak Ob1 Brl moctynunu B jaHHOM citydae? MOKHO JIM ONPeAETUTh CPOKU XPaHEHHsI TAKUX
JOKYMEHTOB U ()OpMY OIUCH, MO KOTOPOH OHU MOTYT OBITh NE€peIaHbl B apXUB?

IIpumep BapuaHTa TeCTOB A/l KOHTPOJBHOH PadoThI

Bapuanr 1

1. [IpaBuna nemonpon3BoACTBA B (peepadbHBIX OpraHax WCIOJHHUTEIbHONW BIACTH U
MeTtoaudeckue peKOMEHAAUU To pa3paboTKe WHCTPYKIMH MO AEJIONPOU3BOJCTBY B (erepallbHbIX
opraHax MCTOJHUTEILHON BIACTH ObUIA MPUHSATHI B TOJy.

Kakue 13 nepeuncieHHbpIX BONpocoB MeToauueckue peKOMEHJalM PEKOMEHIYIOT BKJIFOUHUTh
B MHCTPYKIIMIO IO JI€JIONPOU3BOJICTBY:

. IIpaBUJIa COCTABJICHUS U OPOPMIICHHS JOKYMEHTOB

J IIpaBUjIa OPraHU3aLUHU TJOKYMEHT0000poTa
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I/IHCTI)YKI_II/IIO 1o ACJIOIPOU3BOACTBY, U JOJZKHOCTHOC JIMIIO, KOTOPOC YTBECPKAACT OTOT JOKYMCHT !
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MIpaBUJIa PETUCTPALIUU U KOHTPOJIIS
NpaBUJIa XpaHEHUS JOKYMEHTOB

npaBmiia 00pabOTKN 3JIEKTPOHHBIX JOKYMEHTOB
npaBuiia nepeaadn HakCUMUIBLHBIX COOOIEHUIN
MIpaBUJIa XpaHEHUS SJIEKTPOHHBIX JOKYMEHTOB

OTMETBTE B CITMCKE THUITOBBIC Ha3BaHUA CJ'Iy>K6 JACJIOIMPOU3BOJACTBA:

Otnen nenonpou3BOCTBa

Otnen nokymeHTO000pOTA
VYnpasnenue aenamu

Kanuensapus

OO6mmit oTaen

Perucrtparypa

Cekperapuar

Otnen kaapoB U J1EI0MPOU3BOICTBA

OTmeTbTE B CHHUCKE CTPYKTYpHOE MOJpa3felieHue, KOTOopoe paspabarbIBaeT

Cmyx6a 10Y

IOpunnyeckas ciryx6a opraHu3anuu
Kanposas cinyx06a opraHuzanuu

Otnen Tpyna u 3apruiaThl
PykoBoauTenb opraHu3anuu
PykoBoauTENb KOJJIETHAILHOTO OpraHa

C kako# gaThl HAYMHAET AEUCTBOBATD MHCTPYKITHS. .. uvveett et et et eie et eieeeaeeaeanas

4. TlpoHyMepyiiTe MPaBUWIBHYIO I0OCJIEJOBATEILHOCTD JIEIONPON3BOJCTBEHHBIX OINEpaIuil 1o
MOJITOTOBKE U 00pabOTKEe UCXOAMIIUX JOKYMEHTOB:

5

pa3paboTKa MpOeKTa JOKYMEHTA
odopmiieHne ajpecara

3aroJIOBOK K TEKCTY

OTIpaBKa

oopMIIeHHE TIPUITOKEHUS
MPOCTABJICHHE OTMETKU 00 UCTIOJIHUTEIIES
BU3BI COIJIaCOBAaHUSA

MOJIMHACAHNE

perucTparus

. PCFI/ICTpaI_II/II/I IOAJIC)KAT:

BCC MOCTYNNHMBIINEC U OTHPABIACMBIC JOKYMCHTELI

TOJIBKO BHYTPCHHHUEC JOKYMCHThI

TOJIBKO OIICPATUBHBLIC 1 CPOYHBIC TOKYMCHTDI

TOJIBKO AOKYMCHTHI, IIOCTYIIHUBUIMC U3 BBIIICCTOAIUX 0pFaHI/IBaHI/II71 " OTIPABJIACMBIC

JOKYMCHTBI, Tpe6y10mne y4ue€Ta, UCITOJIHCHUS U UCIIOJIb30BAHHA B CIIPABOYHBIX HEJIAX
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KoHnTpoJsbHbIe BONPOCHI U 3aJaHMS JAJIsl TPOMEKYTOYHOM aTTEeCTAMU M0 UTOraM OCBOECHUS
MUCIUILINHBI:

1. Oco0eHHOCTH CHUCTEMBI AETONPON3BOICTBA B LIEHTPAIBHBIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. HampaBnenust u cnoco0bl palilioHaNIN3alUH IeTONPOU3BOICTBA B YUPEKACHUAX
Poccnn XIX - mau. XX B.

2. HampaneHus noucka panuoHadIbHbIX (HOPM OpraHU3alMy AeJI0Npon3BoAcTBa B 1920-¢
rOJIbI

3. Pons Hapkomara pabode-KpecThHCKOW MHCTIEKIIUU B CO3/JaHUN CHCTEMBI
COBETCKOI'O JIEJIONPOU3BOJICTBA.

4. HauOonee 3HaunMble pa3paboTKU aKIIMOHEPHOTo ob11iecTBa «OpreTpoii»,
HNHctuTyTa TeXHUKM ynipaBiieHHus B 1920-e roasl.

5. XapakrepucTuka 1 3HaueHue «OOIMX MpaBuil JOKyMEHTAIUU U
nokymeHToo6opotay (1931 1.)

6. Ilporpammel COBEPIIEHCTBOBAHMS JEIOIPOU3BOJCTBA, IPUHATHIE HA MEKOTPACIIEBBIX
copemanuax 1941, 1960 rr.

7. HampaBneHHs TEOPETUUYECKUX U MPHUKIATHBIX UCCIEIOBAaHUHI B 001acTH
COBEpIICHCTBOBaHMS Aen0onpon3BoAcTBa B 1970-1980-e roasl.

8. T'ocymapcTBeHHOE peryiaupoBaHue Jeaonpou3Boactsa B 1990-e — 2000-e roabt

9. HopmaTHMBHO-METOIMYECKHE TOKYMEHTBI MEKOTPACIEBOTO IEUCTBHS, KOTOPBIE
OTIPEJIENIAI0T COBPEMEHHYIO OpPraHU3alnio PabOThI C TOKyMEHTaMH (HAUMEHOBAaHUE TOKYMEHTa, T'0Jl
€ro pa3paboTKH, KpaTKas XapaKTepUCTHUKA)

10. Opranuzanus ciayx0b1 IOY. OcHOBHas 1ienb, 33a4i U (YHKIUU CITyKOBI, ee
JIOJDKHOCTHOM M YMCJIEHHBIN COCTaB.

11. TunoBble BUIBI U CTPYKTYPHI cityx0 JJOVY.

12. JIokanpHBIE aKThI, PETJIAMEHTUPYIOIINE OPTraHU3alUI0 JIEIONPOU3BOACTBA.
Ha3znauenue, coctaB HH(pOpMaIUK, TOPSA0K pa3pabOTKH U YTBEPKICHHUS.

13. MHCTpYyKIMS 11O Aenonpou3BOACTBY. HazHauenue, CTpykTypa TeKcTa, HOpsSI0K
MIOJATOTOBKH.

14. [lonsiTHe «10KyMEHTOOOOPOT», MPUHIIMUIIBI €T0 OpraHU3aluu. XapaKTePUCTUKI
JOKyMEHTO0000poTa

15. Oranel fokymeHToo0opoTa. Onepannu, KOTOpbIE BBIMOIHSIOTCS MpU paboTe ¢
BXOJAILIMMH TIOKyMEHTAMHU

16. Oramnel fokymMeHToo0opoTa. Onepannu, KOTOpbIe BHIMOIHIIOTCS MpU paboTe ¢
UCXOIAIIMMHU JOKYMEHTaMHU

17. Dramnsl TOKyMEHTOO00pOTA. ONepallii, KOTOPbIE BBIIOJIHSAIOTCS C BHYTPEHHUMU
JIOKYMEHTaMU

18. Perucrpanus TOKyMEHTOB, €€ Ha3HadeHue. [IpaBuiia perucrpanny JOKyMEHTOB.
XapakTepuCTUKa COBPEMEHHBIX PErUCTPAIMOHHBIX (POPM, COCTaB MHPOPMAIIUHN U TIOPSIOK MX
3aI0JIHEHUS.

19. IlonsTHs «perucTpanus JOKYMEHTOB), «MHIEKCUPOBAHNE JOKYMEHTOB)». 3HaUEHHE U
npaBwia (GOpMHUPOBAHUS HHIEKCOB

20. 3HaueHue KOHTPOJS 3a CPOKaMH MCIIOJIHEHUs JOKYMEHTOB B amlapaTe YIpaBJICHUS.
TpeboBanust K OpraHu3aly KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB B JICJIONPOU3BOCTBE. 3a1auu
KOHTPOJIbHOM JEATEIbHOCTH.

21. CpoKu UCHIOJTHEHHS JOKYMEHTOB. TeXHOIOTUs KOHTPOJIA 3a CPOKAMH HCIIOJTHEHUS
JIOKYMEHTOB.

22.3aKkoHOJaTebHAs PETIaMEHTAIMsI U METOIMYECKOE 00ECTICUCHIE OPTaHU3alluN
XpaHeHus NOKYMEHTOB B Poccuiickon denepannu.

23. Opranuzanys TEKyIIEero XpaHeH!s: JOKYMEHTOB B JEJIONPOU3BOCTBE OPraHU3ALMH U
o0ecreyeHne X COXpPaHHOCTH

24. HoMeHKknaTypa Jiejl, €€ Ha3HAYEHHUE B JICJIONPOU3BOACTBE. BUIbI HOMEHKIATYp A€, UX
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ocobeHHOCTH. TpeboBaHUs K HOMEHKJIAType JIel, UX 3aKpelyieHHe B HOPMAaTUBHO-METOAMYECKUX
JIOKYMEHTaX MEXOTPacyieBOro ACHCTBHUS.

25. Mertonuka cocTaBlIeHUs] HOMEHKIATYpbI Jieil. [lopsiiok odopmiieHus, CornacoBaHus U
YTBEPKICHUSI HOMEHKJIATYpPhI JeJl.

26. IlpaBuna hopMupoBaHUsA B ea JOKYMEHTOB Pa3IUuHbIX BUIOB. [IpuHIIUIBI
CUCTEMAaTH3alMU JJOKYMEHTOB BHYTPH €.

27.Ilonsatne ‘“‘FKkcnepTusa ILEHHOCTH JOKyMEHTOB”. HopMaTuBHO-MeTOAMUYECKHE H
TEOPETUYECKHE OCHOBBI POBEACHMSI SKCTIEPTH3bl. [IpUHIINIIBI U KPUTEPUU SKCIIEPTU3BI IEHHOCTH
JIOKYMEHTOB.

28. Opranuzanus paboOTHI 1O IPOBEJCHHUIO SKCIIEPTU3bl IEHHOCTU JIOKYMEHTOB.
JIOKyMEeHTUpOBaHHE JESATEIbHOCTH YKCIIEPTHON KOMUCCHU U 0()OPMIIEHHUE €€ Pe3yJIbTaTOB.

29. Haznauenue onucu nein. Bunel onuceil. [lpaBuna coctaBnenust 1 ohopmiaeHre OMUCH
JIeJI CTPYKTYPHOTO MOAPAa3IeICHMSL.

30. Onepanuu No MOAroTOBKE IOKYMEHTOB K MEpeaadye B apXyUB OPraHU3ALNH.

31. OcHoBHbIe TpeOOBaHUS K OPOPMIICHHIO eI TIPU UX IMOATOTOBKE JUIS IEpeJaun B apXUB
opranuzanuu. YactTuuHoe 1 noiHoe ohopmiieHue.

6. YueOHO-MeTOAMYecKOe M HHPOPMALMOHHOE 00ecnedeHne TUCHUTIIHHBI

6.1 Cniucoxk HCTOYHUKOB H JINTEPATYPbI

Hctounnku
@enepanbublii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM J1ene B Poccuiickoit
Oenepanmm»y  // [DnextpoHHsld  pecypc]. — M.,  2019. —  Pexum = nmocrymna:

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

Oenepanbhbiii 3akoH 0T 02.05.2006 Ne 59-03 «O mnopsnake paccMOTpeHUs oOpalieHui
rpaxnaan Poccuiickoit ®enepanun»// [DnektpoHHst pecypc]. — M., 2019. — Pexum pgoctyna:
https://base.garant.ru/12146661/

[Tocranosnenue IpaBurtensctBa PD ot 25.12.2014 Ne 1494 “O06 yTBepkaeHUN IPaBUI 0OMeHa
JOKYMEHTaMH B DIIEKTPOHHOM BHUJE IPH OpraHW3alud WHQPOPMAIMOHHOTO B3auMoJeicTBuUs "/
[2nexTpoHHBI pecypc]. — M., 2019. — Pexxum noctyna: https://base.garant.ru/70832680/

[lpaBuna  #eTOMPOM3BOACTBA B TOCYAapCTBEHHBIX  OpraHax, OpraHax MECTHOTO
camoyrnpasneHus, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [OnekrponHsiii pecypc]. — M.,
2021. — Pexxum nocrtyna: http:// https://base.garant.ru/72291836/

Metoandyeckie pEeKOMEHJIAIMM 10 pa3paboTKe WHCTPYKIMHA IO JIEJONPOU3BOJACTBY B
TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBieHusi, yTB. [Ipukazom PocapxmBa ot
24.12.2020 Ne 199 // [Onexrponnsii pecypc]. — M., 2021. — Pexum nocryna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHass MHCTPYKIMS 1O JEIONPOU3BOACTBY B IOCYJIAapPCTBEHHBIX OpraHU3alusix, YTB.
ITpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecype]. — M., 2019. Pexxum mocryma:
http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. Hanumonansublii crangapT Poccuiickoit ®enepauun. Cucrema
CTaHIapToB Mo HH(OpManuu, OHOIMOTEYHOMY M H3JaTelbckoMy Jeny. OpraHu3alnnoHHO-
pacriopsauTenabHas IOKyMeHTauus. TpeOoBaHUs K OGOPMIIEHHIO IOKYMEHTOB // [DIEeKTPOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P UCO 15489-1-2019 Hanumonanensiii ctangapt Poccuiickoit ®@enepaunun. Cucrtema
CTaHIapTOB 1O uH(pOpManuy, OUOIMOTEYHOMY U uU3JaTtedbckoMy Jeny. Mudopmarldus wu
JMOKyMEHTaIus. YnpasieHue nokymeHtamu. Yacte 1. [loHsatuss m npuHUUNbL. // [DIEKTpOHHBIN
pecypc]. — M., 2021. Pexum JIOCTYTIA: http://
http://www.consultant.ru/document/cons doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenmonpou3BOACTBO M apXMBHOE Jei0. TepMUHBI U OIpEACIICHHUS.-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_ 163800/


http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/70832680/
https://base.garant.ru/12146661/
https://base.garant.ru/12137300/
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[Tpuka3 MunkynsTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep»/AeHUH MPaBUII OpraHU3aLUN
XpaHeHus, KOMIUIEKTOBAaHUS, y4eTa U HCIOJIb30BaHUS JTOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit
®denepanyiv U Jpyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyapCTBEHHOM BJIACTH, OPraHaX MECTHOTO
CaMOYTIpaBJICHUS W OpTraHm3anusix» // [DnekTpoHHBIM pecypc]. — M., 2019. — Pexum nocrymna:
https://www.garant.ru/products/ipo/prime/doc/71083090/

JlonoJiHuTeIbHbIe HCTOYHUKHU

[Ipuka3z Muntpyna Poccum ot 15.06.2020 N 3331 "OO yTBepKaeHUU MPOPECCHOHATHHOTO
cranfapra "CrnenuaiucT N0 OpraHu3allMOHHOMY M JIOKYMEHTAIlMOHHOMY O0€CHEeUeHHIO yNpaBJICHUS
opranmzanueit"//  [OnexkTtpoHHbli  pecypc]. — M., 2021. -  Pexum  pocryma:
http://www.consultant.ru/document/cons_doc LAW 357714/.

[Mpodeccronanpblil cTangapT «CHENHUATHUCT IO YIPABICHUIO TOKYMEHTAIUEH OpTraHu3aIiumy,
YTBEPKICHHBIN ITPUKa30M MUHHUCTEpCTBA TpyAa U couuanbHoM 3amuTel Poccniickoit denepauuu ot
10.05.2017 Ne 416m // [DnexktponHblii pecypc]. — M., 2019. — Pexwum pocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OO yrBepxknaenun IlepeyHss THUNOBBIX
yIpaBIEHYECKUX  apXMBHBIX  JOKYMEHTOB, O0Opa3yloluxcs B  Ipolecce  JAeATeIbHOCTH
rOCYJIapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOT'O CAMOYIIPABIICHHS ¥ OPTaHU3AIHA, C YKa3aHUEM CPOKOB
ux xpanenuss" (3apeructpupoBaHo B Muniocre Poccun 06.02.2020 N 57449) // [DnekTpOHHBIH
pecypc]. — M., 2021. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_ 345020/

[Tpuka3 PocapxuBa ot 11.04.2018 N 43 "OO0 yTBep)I€HUU TPUMEPHOTO TOJIOKEHHS 00
9KCIIEPTHOW KoMuccuu opranuzanuu’” (3apeructpupoano B Muntocte Poccun 15.06.2018 N

51357) /l [DnekTpoHHBIE  pecypc]. - M, 2021. —  Pexum  gocryna:
http://www.consultant.ru/document/cons_doc LAW 300357/
Jumepamypa

beikoBa T.A. JlokyMeHTanMOHHOE OOECTICUCHHE YMPAaBICHUS (IETOMPOU3BOJICTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepad. u gomn. — Mockaa:
HNudpa-M, 2018. -304 c. — Pexxum poctyma: http://znanium.com/go.php?1d=942800/

bob6suieBa M.II. Hekoropble 0COOEHHOCTH COBpPEMEHHOro IoKymMeHTooOopoTa // BectHuk PITYVY.
2015. Ne2. [D7eKTpOHHBII pecypc]. — M., 2019. — Pexum J0CTyma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

brikoBa T.A. O HekoTOpbIX Npobiiemax chepsl ynpaBieHus JokyMeHTaMu B Poccuiickoit @enepanuu
// Bectamk PITY. 2014. Ne2. [Dnexktponusiii pecypc]. — M., 2019. — Pexum nocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 _14.pdf#page=40.

6.2 IlepeuyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu «AHTEepHET».

HanmonanwsHas anektponHas 6ubnuoreka (H3b) www.rusneb.ru
ELibrary.ru Hayunas snekrponnas 6ubauoreka www.elibrary.ru
OnexktponHas Oubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IlpodeccnonanbHbie 0a3bl JAHHBIX H HH(POPMALMOHHO-CIIPABOYHbIEC CHCTEMBbI

Hoctyn k mpodeccuoHanbHeIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

HNupopMalinoHHbIE CIIPABOYHBIE CUCTEMBI:


https://liber.rsuh.ru/ru/bases
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
http://znanium.com/go.php?id=942800/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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1. Koncynsrant Ilmoc
2. Tapanr

7. MaTepuajbHO-TeXHUYeCKOe o0ecneyeHue TUCIUNINHBI

Hns  obecniedeHuss  TUCIUIUIMHBI  UCIONB3YyeTCsl  MaTepualdbHO-TEXHUYecKas  0asza
00pa3oBaTeNbHOTO YUPEIKICHUS: yU4eOHbIC ayAUTOPUH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOEKTOPOM
JUTSL IEMOHCTPAIMK Y4eOHBIX MaTepPUAIIOB.

CocTtaB IpOrpaMMHOTO 00ECIICUCHUS:
1. Windows
2. Microsoft Office

8. O0ecneuenue 00pa3oBaTeIbHOIO NMPoOLECCa AJIs1 JIUI C OTPAHUYEHHBIMH BO3MOKHOCTAMU
310POBbSI U HHBAJIN/I0B

B xone peanuzanuy JUCHMIUIMHBL HCHOJB3YIOTCS CIEAYIOUIME JOMOJHHUTEIbHBIE METOIbI
00y4YeHHs, TEKYIIer0 KOHTPOJS YCIIEBAEMOCTH M IMPOMEXKYTOYHOH aTTecTaluu OOydJaromIuxcsl B
3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX OCOOCHHOCTEH:

® ISl CIENBIX W CIA0OBHIAIMIMX: JIEKIUU O(QOPMIISIFOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA,
JOCTYITHOTO C TOMOUIbIO KOMIBIOTEpA CO CIELUATU3UPOBAHHBIM IPOIPAMMHBIM 00€CHeUEeHUEM;
MUCHMEHHBIC 3a/IaHUSl BBIMOJNHSAIOTCS HAa KOMIBIOTEpE CO CIEHUAIU3UPOBAHHBIM IPOTPAMMHBIM
o0ecrieyeHeM WIM MOTYT ObITh 3aMEHEHbI YCTHBIM OTBETOM; OOECIeYMBAETCS WHAMBUIYaTbHOE
paBHOMepHOe ocBelieHue He MeHee 300 droKC; JUisl BBITIOJIHEHHS 3aJaHMsl MPU HEOOXOJIUMOCTH
MIPEJOCTABIIAETCS YBEIMUMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TAaK)K€ HCIOJIb30BAaHUE COOCTBEHHBIX
YBEIMYMBAIOLINX YCTPONUCTB; MUCbMEHHBIE 3aJaHNsI 0(OPMIIIOTCS YBETUYEHHBIM MIPUPTOM; IK3aMEH
1 3a4€T MPOBOAATCA B YCTHOM (pOpME MIIM BBINOJIHAIOTCS B MHCBMEHHOM (hopMe Ha KOMIbIOTEpE.

® ISl TIYXMX W CJa0OCHBIIANINX: JEKIUU OQOPMIISIOTCS B BUJE DJEKTPOHHOTO JOKYMEHTa,
aubo  mpefocTaBiseTCsl  3BYKOYCWJIMBAIOIIAsl — ammaparypa HHAUBUAYAJIbHOTO  MOJB30BaHUS;
MUCbMEHHBIEC 33JaHUsl BBIMOJIHIIOTCS HAa KOMIIBIOTEpE B INHUCBMEHHOH (opme; 3K3aMeH U 3auéT
MIPOBOJISATCS B TUCHMEHHOM (hOpMe Ha KOMITBIOTEPE; BO3MOXKHO TIPOBEIeHUE B (DOpME TECTHPOBAHUSI.

® ISl JIUI] C HapyLIEHUSIMH OIOPHO-JIBUTATENBHOIO ammapara: JIeKIUUU O(OpMIISIOTCS B BUC
AJEKTPOHHOIO JOKYMEHTa, JOCTYIHOIO C IIOMOUIbI0 KOMIBIOTEPA CO CHEIHMAIU3UPOBAHHBIM
IIPOrpaMMHBIM ~ OOeclie4eHHeM; IHUCbMEHHbIE 3a/laHusl  BBINOJHSIOTCS Ha KOMIIBIOTEPE CO
CTEMAIM3UPOBAHHBIM MPOTPAMMHBIM 00ecrieueHIeM; SK3aMeH U 3a4€T MPOBOIATCA B YCTHOU (opme
WM BBITIOJIHAIOTCS B MHCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Tpy HEOOXOIUMOCTH TIpelyCMaTPUBACTCS YBETUUYEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[Iponienypa mpoBefeHHsl MPOMEKYTOUHON arTecTaluu A OOy4arolIUXCsl YCTaHABIMBAETCS C
y4€TOM WX WHAMBHUIYATBHBIX MCUXOPHU3NUECKUX 0COOCHHOCTEH. [IpoMexxkyTouHas aTTecTalusi MOKET
MIPOBOJUTHCS B HECKOJIBKO ATAIOB.

[lpy mpoBeneHUHM TPOLEAYPHI OIEHUBAHUS PE3YJAbTATOB OOYYEHHUS MpPEayCcMaTpHUBACTCS
UCIOJIb30BaHNE TEXHUYECKHUX CPE/ICTB, HEOOXOAUMBIX B CBSI3U C MHIUBUAYAJIbHBIMH OCOOEHHOCTSIMU
oOyJarommxcsi. OTH CpEACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIM MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPENICTBA.

[TpoBenenue npoueaypbl OLEHUBAHMS PE3YJIBTATOB OOy4YEHHUs JOMYCKAETCS C HCIOJIb30BAaHUEM
JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss OCTYIl K HMH(POPMAIMOHHBIM M OuOIMOrpaduueckuM pecypcaM B CETH
WuTepHer it Kaxxaoro odydatouierocs B popMax, alaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3740POBbS U
BOCTIPHUSTHS HHPOPMALIH:
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e Ui CJIENbIX W CHa0OBHISIIMX: B IEYAaTHOH QopMe yBeNWYEHHBIM MpH(TOM, B Qopme
AJIEKTPOHHOTO JIOKyMEHTa, B (hopMme ayanodaiina.

® IS TIIyXUX U c1a0O0CIbIIIAlINX: B IeYaTHON Gopme, B popMe 3JEKTPOHHOTO TOKYMEHTA.

U1 OOYYAIOUIMXCS C HapyIICHUSMH OTMIOPHO-BUTATENIFHOTO almapara: B rme4aTHoil gopme, B
(hopMe AIIEKTPOHHOTO JTOKYMEHTa, B (hopme ayanodaiina.

VY4eOHblE ayIUTOPHM s BCEX BUIOB KOHTAKTHOW M CaMOCTOSTENBHOW pabOThl, HaydyHas
OuOIMOTEeKa W WHbIE TOMENICHHsS Ui OOy4YeHHsS OCHAIEHBl CHEIHUAIbHBIM O00O0pYJOBaHHEM U
y4€OHBIMU MECTaMH C TEXHUYECKUMHU CPEICTBAMU O0yUEHUS:

® ISl CJIETIBIX U CIa0OBUASIIMX: YCTPOUCTBOM JJIsi CKAHUPOBAHUS U YTeHUs ¢ kKamepoil SARA
CE; nucnneem bpaitng PAC Mate 20; npuntepom bpaiing EmBraille ViewPlus;

oI TIYyXHUX M CcIa0OCHBIIIAIMX: aBTOMAaTU3UPOBAHHBIM pPA0OUYMM MECTOM JUIsl JIFOJEH C
HapylUIeHUEM cIyXa U cIa0O0CIHbIIANINX; aKyCTUUECKHIN YCHUIIUTENb U KOJIOHKH;

o 11 OOy4aIOUIMXCSl C HapyIICHUSMHU OIOPHO-IABUTaTeNIbHOTO ammapara: MepeIBHKHBIMHU,
peryinupyeMbiMu dproHomudeckumu naptamMmu CH-1; KOMOBIOTEPHON TEXHHMKOW CO CIElHalbHbIM
MIPOrpaMMHBIM 00eCTIeYeHHEM.

9. MeToan4yecKkne MaTepHaJIbI

9.1 Ilnansl 1a00pPaATOPHBIX 3aAHATHI

Ilnanbl s1a00paTopHBIX 3aHATHI.  MeTogMYecKkHe YKa3aHUsI 10 OPraHM3alUM H
NPOBEICHUI0

Br16op Tem 1abopaTOpHBIX 3aHITHI O0YCIOBIIEH OOIIUM COJEp)KaHHEM Kypca U HaIleJIeH Ha
yriyOJIeHHOE U3yUYeHHUE ero OTACNbHBIX Pa3/IesoB.

[lnan nabGopaTOpHBIX 3aHATUN  BKIOYaeT ABa pazaena: "OpraHuzaiusi ¥ TEXHOJIOTHUS
JIETIONIPOU3BOJICTBA B YUPEKICHHUIX TOPEBOMONMOHHON Poccun" m "Opranwzanusi ©W TEXHOJIOTHS
COBPEMEHHOT0 JIEIONPOU3BOICTBA".

ens mabopaTOpHBIX 3aHATHH - 3aKpeIJICHWE CTYJEeHTaMHd TEOPETUYECKUX 3HAHUU
JIEKIIMOHHOTO Kypca U (OPMUPOBAHUE TMPAKTUUSCKUX HABBIKOB OPTaHU3AIUUA COBPEMEHHOU CITYKOBI
JIETIOTIPOU3BO/ICTBA, MPUEMOB M METOJOB TEXHOJOTHH PAOOTHI C JOKyYMEHTAMH B YIPABICHYECKOM
amnmnapare.

B pesynbTare BeIOMHEHUS Ta00PATOPHBIX 3aHATUN CTYACHTHI JOJKHBI

3HaTh:

. XapakTepHble OCOOCHHOCTH OpraHu3alud padoOThl ¢ JOKYMEHTAMU B YUPEKICHHUAX
Poccun B paznuuHble MCTOPUYECKHE MEPUOABI, B3aHUMOCBS3b 3THUX IPOLIECCOB C IOCYJAapCTBEHHBIM
arrmapaToM yIpaBIICHUS;

o COBpEMEHHBbIE TpeOOBaHHUS K JIOKYMEHTAllMOHHOMY OOECIIE€UeHUI0 YIpPaBICHUS B
YUpexRIACHUAX U opranusanuax Poccuiickon Penepauuu;

. MIPUHLIMIIBI OPTaHU3alNN JOKYMEHTAI[MOHHOTO 00eCTIeYeHUs YIIpaBJIeHHUS;

YMETh:

. OpPraHU30BBIBATH CIYKObI TOKYMEHTALIMOHHOTO 00ecreueH sl yIpaBiIeHus;

o pa3zpabarbiBaTh JIOKAJbHbIE HOpPMATHBHBIE AaKThl M HOPMAaTUBHO-METOJUYECKUE

JOKYMEHTHI (TI0JIOKEHUsS,, MHCTPYKUMH U T.A.) IO BEJIEHHIO JOKYMEHTAI[HOHHOI'O 00ecredeHus
YIIPABJICHUS

. BBITIOJTHATH KJIFOUYEBbIE TEXHOJOTHYECKHUE ONEepaluy B paboTe ¢ JOKYMEHTaMUu;
BIIAJICTh:

. MpaBUJIAMH OPTaHU3AIMH BCEX ITAMOB PaOOTHI C TOKYMEHTAMU;

o METOJIaMU TIPOBEJICHUS aHallu3a OpraHU3allMd JOKYMEHTAIIHOHHOTO 00ecredeHus

yTpaBJICHUS;
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L4 MCTOdaMM OIITUMH3AINU TOKYMCHTAIIMOHHBIX IIPOLCCCOB.

HOI[FOTOBKa K J'Ia60paTOpHBIM 3aHSATHSAM OCHOBaHAa Ha CaMOCTOSTEIIBHOM pa60Te CTYACHTOB I10
HU3YYCHUIO JICKIIMOHHOI'O KypCa, UICTOYHUKOB U JIMTCPATYPhI, PCKOMCHIOBAHHBIX K KaXXI0OMY 3aHATUIO.

PA3JEJ 1. OPTAHM3ALNS AEJTOITPOU3BOACTBA B YYPEXIEHUAX
JOPEBOJJIIOIIMOHHOU POCCHUHA

1.1.  JlenonpousBoacTBO B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBonctso B yupexaeHusx Poccun X VIII B.
1.3. JlenonpousBoacTBO B yupexaeHusx XIX - nau. XX B.

PA3JIEJI 2. OPTAHM3ALIMA COBPEMEHHOI'O JEJOITPOU3BOACTBA

2.1. Opranuzanus Ciry»)O0bI JeIOMPON3BOICTBA

2.2.  Opranuzanus J10KyMEHTO000poTa

2.3. Perucrtpanusi JOKyMEHTOB.

2.4. Homenknarypa jaen

2.5. [loaroToBKa JOKYMEHTOB K MOCJICIYIONIEMY XPAaHCHHUIO U UCIIOJIB30BAHUIO
2.6. CocraBiieHHE€ UHCTPYKIUU 1O ACTONPOU3BOACTBY

PA3JIEJI 1. OPTAHU3ALIUSA JEJTONPON3BOJCTBA B YYPEKIEHUS
JOPEBOJIIOLIMOHHOM POCCUM

Tema 1.1. /lesionpousBoacTso B yupe:xxkaenusax Pycckoro rocynapecrsa XVI-XVII BB.

SATAHUA

1. Uzyunts Cynebnuk 1550 r. u CobopHoe ynoxenue 1649 r. [To 3TuM akTaM BBISIBUTH:

* CTPYKTYpPY OpraHOB I'OCYAapCTBEHHOI'O YIIPABIICHUS;

* COCTaB U JIOJDKHOCTHBIE 00SI3aHHOCTH "' CITY KUJIBIX JIFOAeH".

* HaIlpaBJICHUS perjaMeHTaluu paboThl C TOKyMEHTAMHU.

2. N3yunth cxemMy opraHU3alii UCIIOJIHEHNS JOKYMEHTOB B IPUKA3HOM JIEJIONPON3BOCTBE.

3. [Ipoananu3upoBaTh NEPBUYHBIA KOMIUIEKC IOKYMEHTOB (Ha MpUMepe Aelia Mo 4eT00UTHOM
Sxona lletunosa B [loMecTHOM MpHKase) M YACHUTH MOPSAOK (HOpMHUpPOBAHUS JIeia.

YKA3AHMS 10 BITIOJIHEHUIO 3AJAHUIA

1. HWsyunte Cyneonuk 1550 r., CobopHoe ynoxenue 1649 r. u ysacHHUTE cleayroIiee:

* COCTaB JIMII "BEPIIUBIINX CYA" U JOKYMEHTHPOBABIIIUX JACSATEIBHOCTD CY/a;

* IOPSJIOK TOJIa4H, PACCMOTPEHHUS U UCTIOTHEHUS YEIIOOUTHBIX;

* IOPSIOK BEACHUS PETHCTPALMOHHBIX (OPM UIsl "'CyIHBIX J1en’";

* OTBETCTBEHHOCTh 32 MOJACIKY JOKYMEHTOB U HEJOOPOCOBECTHOE OTHOIIIEHUE K
JOJKHOCTHBIM 00SI3aHHOCTSIM.

2. PaccMoTpuTe cXeMy MPOXOKIEHUS U UCIIOJIHEHUS JOKYMEHTOB B MPUKa3ax U clenaire
BBIBOJ] O COCTaBE€ TEXHOJOTUYECKUX OTEPALN C TOKYyMEHTaMHU, TPUMEHSBIIUXCS B TPUKA3HOM
CUCTEME JIIONPOU3BOCTBA.

3. O3nakoMmbTech ¢ feiom [TomecTHOrO Mpukasa no yenooutHoi Akona llletunosa u
COTIOCTaBbTE MOCIEIOBATEILHOCTh PACCMOTPEHHUS U PELIEHUS BOIIPOCA U TOCIEI0BATEILHOCTD
pacmosoKeHus JOKyMeHTOB B Jesie. Onpenennure KpalHUE AaThl 1ea U 0COOEHHOCTH
JTIOKYMEHTUPOBAHUS.

KOHTPOJIbHBIE BOITPOCHI
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1. [lepeuncnute 0COOEHHOCTH CHCTEMBI JIETIOMPOU3BOICTBA B IICHTPAIBHBIX YUPEKICHUIX
Poccnm XVI-XVII BB.

2. Ha3zoBuTe 3aKOHOIaTEIHHO PETJIAMEHTUPOBAHHBIE 00sI3aHHOCTH " CITYKUJIBIX JIOJIei" B
paboTe ¢ TOKyMEHTaMHu.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaMH c(hOPMHUPOBAIHUCH B IPHUKA3ZHOM
JIETIOTIPOU3BOJICTBE?

4. JlaiiTe XapaKTepUCTUKY CTOJIOIIOBOM (hOPMBI IETOMPOU3BOJICTBA KaK TEXHUKHU
JOKYMEHTHUPOBAHUS U ()OPMUPOBAHUS JICIT.

3. Korna Obla BBesieHa 1 Koraa Obl1a OTMEHEeHa cTos01oBas (opma J1eIonpou3BoacTBa?

Tema 1.2. desonpou3BoacTsBo B yupexaenusax Poccuu XVIII B.

SAJAHUA

1. M3yuute ['enepanpHblii pernmameHT 1720 T. ¥ BBIIBUTH OCHOBHBIC TpEOOBaHUS K
OpraHM3alK JEJIONPOU3BOACTBA B KOJJIETHSAX H JODKHOCTHBIE OOS3aHHOCTH KaHIESIPCKHUX
CITyKalluX.

2. N3yunTh cxemy HUCTIOTHEHUSI JOKYMEHTOB B KOJUICTHSIX.

3. M3yuute "VupexaeHue s ynpasieHus TyOepHuit" 1775 T., BBIIBUTH OCHOBHBIC
TpeOOBaHUS K OpraHu3allid JIEeJONMPOU3BOJICTBA B MECTHBIX YUPEKACHHUSIX U JOJKHOCTHBIC
00513aHHOCTH KaHIEJIAPCKUX CITYKalTHX.

4. N3yuuTh cxemy UCHOTHEHUS JOKYMEHTOB B MECTHBIX YUPEKICHUSX.

5. IIpoananusupoBath a€10, CHOPMUPOBAHHOE B MECTHBIX YUPEKICHUSX.

YKA3AHWS 10 BBITTOJIHEHHIO 3AJTAHUI

1. W3yuus "I'enepanpHblii perinament 1720 r., ysicCHUTE CleIytoIIee:
1.1.  cTpyKTypy KOJUIETHH;

1.2. NOMKHOCTHOM COCTaB KaHLEISIPCKUX CITY>KallUX;

1.3.  0053aHHOCTH KaHIIECIAPCKUX CIyKaInX;

1.4. TOpsAAOK MOJIy4eHUs JOKYMEHTOB B KOJUIETHUSX;

1.5.  TmopsgoK pacCMOTPEHHUS JOKYMEHTOB B KOJUIETHSIX;

1.6.  opraHu3anys U TEXHOJIOTUS PETUCTPALMU JOKYMEHTOB;
1.7. mocTpoeHme crpaBOYHO-UH(POPMAIIMOHHOTO armapara;
1.8.  CpOKHM UCHIOJIHEHMSI JOKYMEHTOB;

1.9.  opraHu3zanuio XpaHEeHHs] JOKYMEHTOB B KOJUIETHSX.

2. I/I3y‘-II/ITe CXCMY UCHOJHCHUSA JOKYMCHTOB B KOJUICTUAX U BBIABHUTC COCTAaB
JIeTIONPOU3BOICTBEHHBIX OTIEPAIIHIA.
3. Nzyuns "OOmee rydbepHckoe yupexaenue " 1775 r., ompeaenure:

3.1.  CTPYKTypy KaHILEJSPHUH, TOTKHOCTHON COCTAB KAHIIEJSIPCKUX CITYKaIIUX, UX
0053aHHOCTH B paboTe C TOKYMEHTaMU;

3.2. TeXHOJOTHIO PabOTHI C JOKyMEHTAMHU:

3.2.1. mopsa0OK NepBUYHOM 00pabOTKH MOCTYMUBIIMX TOKYMEHTOB;

3.2.2. TEXHOJOTHS PEerucTpalui JTOKYMEHTOB: IPUMEHSEMbIE perUCTPallMOHHbBIE (POPMBI, UX
Ha3HAYeHUE U COCTaB MH(OPMAIIUU;

3.2.3. mOpSAOK pacCMOTPEHHUS JOKYMEHTOB;

3.2.4. TNOpPSAAOK UCIOJHEHUS TOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIOJITHEHUEM JIOKYMEHTOB;

3.2.6. MOpPsIOK OTIPAaBKHU JOKYMEHTOB;

3.2.7. opraHM3alMIO XpaHEHUs] JOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

4. N3yuure cxemy UCIIOIHEHUS JOKYMEHTOB B MECTHBIX YUPEXKACHUAX U BBIIBUTE COCTAB
JEJIONPOU3BOCTBECHHBIX ONIEPALINN.
5. PaccmotpuTte nena mectHbix yupesxxaenuid X VIII B., oOpaTute BHUMaHuE HA

oopmieHne 00JI0KKH Je1a, COCTaB JOKYMEHTOB Jiella, T0CIe10BaTeIbHOCTh UX PACIIOIOKEHUS,
MOPSIOK ¥ CPOKH PACCMOTPEHHUS JOKYMEHTOB, YSICHUTE IPUHLUIIBI ()OPMHUPOBAHUS JEII.
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KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE cHCTEMY PUKA3HOTO U KOJIJIEKCKOTO JIIONPOU3BOCTBA, 00BICHUTE Hanboee
XapaKTepHBIC OTITHYHSL.

2. [lepeuncanre HOBBIE JEIONPOU3BOJICTBEHHBIE OMEpAIlMM, BO3HUKIINE B YUPEKICHHUIX
XVIII B.

3. Ilepeuncnure 00s13aHHOCTH JAETONPOU3BOICTBEHHOM CITY>KOBI 110 MOATOTOBKE IOKYMEHTOB K
apXUBHOMY XpaHeHUIo (1o 3akoHy 1775 1.).

4. Ha3oBHTe 3aKOHOAATENbHBIN aKT, KOTOPHIM BIEPBbIE OBLT ONPEIEICH CPOK XPAHEHUS
JOKYMEHTOB B TEKYIIIEM JIEITONPOU3BOJICTBE (JI0 CIa4M JOKYMEHTOB B apXUB).

5. HazoBute XapaKTCPHBIC YCPThl CUCTEMBbI PCTUCTPALIUU JOKYMCHTOB B KOJUJICTUAX.

Tema 1.3. esonpou3BoacTBo B yupexaenusax XIX - nau. XX B.

SAJAHUA

1. I3yuuts "O6mee yupexaenne MuHUCTepcTB" 1811 I. 1 yACHUTH OCHOBHBIE TPEOOBAHUS K
OpTaHH3AINH JIETOMPOU3BOICTBA B IICHTPAIBHBIX YUPEKICHUSAK, & TAKKE TOJDKHOCTHBIE 00sI3aHHOCTH
KaHUEJSIPCKUX YAHOBHHUKOB.

2. [Ipoananu3upoBaTh 0COOEHHOCTH POpPMUPOBaHUS J1eN B yupexaeHusx XIX - nad. XX B.

3. U3yuuTts "[lonoxxeHue o mMCbMOBOJICTBE U JIETIONPOU3BOJICTBE B BOGHHOM BesoMcTBe" 1911
T. ¥ BBISIBUTH OCHOBHBIE HAIIPaBJICHUS pallMOHAIU3AIUH JAEJIONPOU3BOICTBA.

4. 3yunuth cxemy HUCHOJIHEHUSA TOKyMeHTOB B Kanuensapuu [ToneynTenss MOCKOBCKOTO
y4e0HOTr0 OKpyTa.

5. O3nakomuThes ¢ qokymeHTamu Kannensapuu [loneuntens MOCKOBCKOTO y4eOHOTO OKpyTra U
BBISIBUTH 3JIEMEHTHI PALIMOHATU3AIMH MTPOIECCA UX UCTIOTHEHUSI.

YKA3AHUS 10 BBITIOJIHEHUIO 3AJIAHUI

1. Msyuus "OOmmee yupexnenue Munuctepcts” 1811 r., onpenenurte crenyromiee:

1.1.  opraHu3alMOHHYIO CTPYKTYPY MUHHUCTEPCTBA;

1.2.  CTpYyKTypy IeNONpOU3BOJCTBEHHON CITYKOBI;

1.3.  opraHuMzaiuio J0KyMEHTO00O0pOTa:

1.3.1. nopsaok noctymieHust 10KyMeHToB: B Kanuensputo MuHucTpa; B JenapTaMeHThl;

1.3.2. opranu3anuio ABUKEHHs JOKYMEHTOB, HAIIPABJICHHBIX B KAHLIEISIPUIO MUHUCTPA ; B
Henaprament; B CoBeT MUHHUCTpa: B 001IIee NPUCYTCTBUE AenapTamMmenTa; B OcoOble yCTaHOBJICHHUS ;

1.3.3. mopsA0K UCTIOTHEHHS JOKyMEHTOB: B Kanuensapuu munuctpa; B Jlenapramenrax;

1.4. opranu3zanuio U TEXHOJIOTUIO PETUCTPALIH;

1.5. opranuzanuio KOHTPOJIS 32 UCIIOJIHEHUEM JJOKYMEHTOB (PEBU3HS);

1.6. mopsiiok GOopMHPOBAHUS /€T,

1.7. opranuzamuio XpaHeHUs! JOKYMEHTOB;

1.8.  Ha3HauyeHHE OTYETOB.

2. O3HakKoOMBTECH ¢ Jieramu yupexaennii XI1X B., 00OpatuTe BHUMaHue Ha opopmiIeHHE
00JIOXKKH JIeNla, COCTaB JOKYMEHTOB JI€JIa, MOCIEA0BATEIbHOCTh UX PACIIONOXKEHUS, TOPATIOK U CPOK
paccMOTPEHUsI JOKYMEHTOB.

3. Uzyunre "[lonoxeHne o NMCbMOBOJACTBE U AEIONPOU3BOICTBE B BOEHHOM BegoMcTee" 1911
T. ¥ 00paTuTe BHUMAHUE Ha!

3.1. pernamMeHTalMIO IPUMEHSAEMBIX BUJOB JOKYMEHTOB;

3.2. ynopso4eHre NpaBul COCTABIECHUS U OPOPMIICHHSI JOKYMEHTOB;

3.3. peryiaMeHTaluIo CpaBoOYHO-MH(POPMaIIMOHHOTO (HOH/A;

3.4. MEXaHU3ALMIO IETOPOU3BOJICTB;

3.5.0praHu3annio oNepaTuBHOIO U apXUBHOIO XPaHEHUS JOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs IEPEUNCIIEHHBIX BOIPOCOB CIEIANTE BBIBOJ O HAPaBIECHUAX
panMOHaIN3alUH 1€JI0NPOU3BOICTBA B BOEHHOM BEJOMCTBE.
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4, [Ipoananuzupyiite cxeMy opraHuzanuu aeaonpousojactsa B Kannenspuu Iloneunrtens
MOCKOBCKOTO y4eOHOTO OKpYTa U CAeNIaliTe BBIBOJ O CIIOCO0AaX pallOHATN3AI[UH TAOB HCIIOJHEHUS
JOKYMEHTOB U MOATOTOBKH OTBETHOTO JOKYMEHTA B 3TOM YUPEKICHHUH.

5. O3HakoMbTech C Koyekiued aokymeHToB Kanmenspun I[lomeuntens MoCKOBCKOTO
y4e0HOTro OKpyra, oOparias BHUMAaHHE Ha:

. 3JIEMEHThI MEXaHU3UPOBAHHON 00pa0OTKH IOKYMEHTOB (CIIOCOOBI ITOMETOK O
MOJTy9YCHUH, HAPABJICHUH HA UCTIOJTHEHUE U UCTIOJTHEHUH IOKyMEHTOB);

. XapakTep Pe30ITFOIHIA;

. CHOCOOBI COCTaBJICHHMSI MPOCKTA TOKYMEHTA;

. 3JIEMEHThI YHU(PHUKALUN TCKCTa JIOKYMCHTA,

. BHUIBI OJIAHKOB U CIIOCOOBI X M3TOTOBJICHHA.

Cnemnaiite BbIBOJI 00 OCHOBHBIX M BCTIOMOTaTEIbHBIX HAIIPABICHUAX PAallMOHATU3ALNN
MIPOLIECCOB PACCMOTPEHUSI M MUCTIOTHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

I. CpaBHuTe cucTeMy KOJUIEKCKOTO U MUHHUCTEPCKOTO (MCHIOTHUTEIHHOTO)
JIeTIOTIPOM3BOICTBA, OOBACHUTE HanOoJee XapaKTepHbIC OTIUYHSL.

2. Kak pa3BuBanace CTpyKTypa JeI0NpOU3BOACTBEHHOM CITy>KObl MUHUCTEPCTBA B MIEPBOIA
nojiopuHe XIX B., 4eM OHA OTIIMYanach OT KOJICKCKOM?

3. HazoBute ocHOBHBIE TpeOOBaHUS K OPraHU3alMK JOKYMEHTOO00pOTa B MUHUCTEPCTBAX
XIX B. Ha kakue ocCHOBHBIE JOKYMEHTOIIOTOKH Pa3elIsiIuCh TIOKYMEHTH B MUHUCTEPCTBAX?

4. Ha3oBute xapakrtepHble 4epThl CUCTEMBI PETUCTPALMU JOKYMEHTOB B MUHUCTEPCTBaX?

3. B kaxoii popme oCymecTBIIsIICS KOHTPOJIb 32 UCMIOJIHEHUEM JIOKYMEHTOB B CUCTEME
MHUHHCTEPCKOTO JIEJIONPOU3BOJICTBA?

6. Ha3zoBute 0cOOEHHOCTH OpraHMU3alUU XPAHEHHs TOKYMEHTOB B JICJIOIPOH3BOJICTBE
MHUHHCTEPCTB.

7. Ha3zoBute HanpaBieHus ¥ ciocoObl pallMOHAIM3AINN AETIONPONU3BOICTBA B
yupexaeHusax XIX - nau. XX B.

8.

PA3JEJI 2. OPITAHM3ALIUA COBPEMEHHOI'O JEJIOITPOU3BOIACTBA

Tema 2.1. Opranusanus cay0bl 1eJI0NPOU3BOACTBA

3AJJAHUA

1. W3yunte TpeOoBaHMs ~JEMCTBYIOIIMX HOPMAaTHBHBIX AaKTOB M  HOPMAaTHBHO-
METOAMYECKUX JOKYMEHTOB K OpraHU3alluu, CTPYKTYpe U QYHKIUAM CITy>KOBbI 1€70IMPOU3BOJICTBA.

2. [Ipoananu3upoBaTh  OpPraHU3alMI0  CIYXKObI  JIEJIONPOM3BOJICTBA B  YCIJIOBHOM
OpTaHU3aIMH U BBISIBUTH €€ OCOOCHHOCTH.

3. IToaroTOBUTH CXEMy OpraHM3allMOHHOM CTPYKTYpBI I€JIONPOU3BOJCTBEHHON CITy>KObI B
YCIIOBHOM OpraHU3aliy.

4, Pazpabotats [lonoxenue o cimyx0e AeI0NnpOon3BOCTBA YCIOBHON OpraHU3aIlHH.

3. Pa3paboraTh MOKHOCTHBIE MHCTPYKIMHM pPaOOTHHKAM CIIy>KObl J€JIOINpPOU3BOACTBA

YCJIOBHOM OpraHu3aliyi.

YKA3AHHUS IO BBIIIOJTHEHUIO 3A JAHUI

1. N3yunte KpaTKyr0 XapaKTEPUCTUKY JEATEIBHOCTH YCIOBHOW OPraHU3allii, BBIICHUTE
O0COOCHHOCTH OpraHM3alMM JIeJIONPOU3BOICTBEHHOHN CIIy>KObl, €€ HECOOTBETCTBHE  COBPEMEHHBIM
TpeOOBaHUAM II0 CTAaTyCy, MOJYMHEHHOCTH, HAaMMEHOBAHUAM CTPYKTYpPHBIX 4YacTeil, MX COCTaBy.
AprymeHTHpyiTe OTBET.

2. [logroToBeTe CX€My OpraHM3allUOHHOM CTPYKTYpbl CIYXObl J€IOIpPOM3BOJCTBA
YCIIOBHOM OpraHu3zaiu, 3apuKcUpynTe NOJUUHEHHOCTh CIIy’KO M CTPYKTYPHBIX nojapasaeneHuit. s
KaXJI0T0 CTPYKTYPHOTO TOApA3[ENIeHHs] M Yy4yacTKa CIyKObl JEIONpOU3BOJACTBA HAa CXeMe
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(I)I/IKCI/IpyeTC}I By IIOAYMHCHHOCTHU (HpHMa}I AJIMUHHUCTpATHBHAsA WU MCTO,[[I/I‘-IGCKEUI). O6OCHyI>'ITe
HAaMMCHOBAHUC U TIOAYMHCHHOCTE KAXKJA0I'0 CTPYKTYPHOTI'O IMOAPAa3aACIICHHA.

3. Ha ocnose IIpumepHOro mnojoxeHus O CIykOe IeIONpOU3BOJICTBA pa3padoraiite
CTpyKTypy Tekcra IlojoxkeHHs O choyk0e IelOnmpou3BOACTBA YCIOBHOW OpraHm3aiuu. TeKcT
MIOJIOKEHMS TOJKEH COJlepKaTh KOHKpeTHbIE (OPMYIMPOBKH 3a1a4, GYHKLIUH, IIpaB, 00s3aHHOCTEH U
B3aUMOOTHOIIEHUH ciayxObl. Crnenyer odopmuth Ilonmoxxenne Ha oOmeM OJaHKe, OINpPENEIUTh
MOPSIOK €r0 COIVIACOBAHMS M YTBEPXKIEHHs (COCTaB CTPYKTYPHBIX HOJPA3JENIEHUN U JOJIKHOCTb
PYKOBOJUTENS, YTBEP)KIAIOIIETO JOKYMEHT). APryMEHTHUPYHTE CBOM NPEUIOKEHHS IO IPOEKTY
[TonoxxeHus.

4. Pa3zpaboTaiiTe MODKHOCTHBIE HMHCTPYKLMHM Ha BeECh JOJDKHOCTHOW — COCTaB
JIEJIONPOU3BOJACTBEHHOM CIIY»OBbI YCIOBHOM opranu3anuu. Ha ocHOBE MoOy4eHHbBIX MHIAWBUTYyaIbHBIX
3ajaHui pa3paboTaiiTe CTPYKTYpy TEKCTa M COCTaB Pa3/eloB JOKHOCTHOM MHCTpykuuu. OOpatute
BHUMaHHE, 4TO NMPH POPMYIUPOBKE JOKHOCTHBIX 0053aHHOCTEW COTPYIHHUKOB, CIEAYET COTIacoBaTh
UX C OCHOBHBIMM 3aJladaMHM M (QyHKUUSAMH  CiIyXObl (T.e. ¢ TekcroM Ilonoxenus). B pasnene
"B3anMoOTHOIIEHHUS, CBSI3U" CIIEyeT 3aKPENUTh B3aUMOJICHCTBHS PaOOTHUKOB CITY>KOBI M X CBSI3U Ha
YPOBHE NPEICTABIICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. [lepeuncnure CTPYKTYpHbIE 4YacTW CIy>KOBI JEJIONPOM3BOJICTBA B OPraHU3ALUAX
Pa3IUYHBIX YPOBHEH yIpaBICHUSI.

2. [epeuncnure AEHCTBYIOUINE JOKYMEHTHI, ONPEACISIONINE 3a1a4l U (PYHKIIUH CITy>KOBI
JeTIONPOU3BOICTBA.

3. HazoBute TpeGoBaHUs K CTpyKType U cocTaBy uHpopmaiuu [lomoxkeHus o ciayxoe

ACIIOIMPOMU3BOACTBA, ,Z[OJ'I)KHOCTHOI\/'I HHCTPYKIHH.

Tema 2.2. Opranusanusi 10KyMeHT0000pOTa

SAJAHUA

1. W3yuuTh coBpeMeHHbIE TpeOOBaHMS K OpraHU3alliu JOKYMEHTO000POTa B OPraHU3alHsX,
YUPEXKICHUAX U Ha NPEAIPUATUIX.

2. W3yuuTh U npoaHaIu3upOBaTh OPraHU3aLUIO0 JOKYMEHTOO00POTa B yCIOBHOU
OpraHu3alu.

3. M3yuuTh KpaTKy1o XapaKTepUCTUKY JIEATEIbHOCTH [IEHTPAIBHOIO afnmnapaTta yCiIOBHON
OpraHU3alU U COCTAaBUTh OIIEPOrPaMMBbI IBUIKEHMS BXOIAIIEH, UCXOALIEH U BHYTPEHHEH
JOKYMEHTaI1H.

4, [oncunTtaTh 00BEM JOKYMEHTOOOOPOTA YCIOBHON OpraHU3ally 3a TO/I.

VKA3AHMS 110 BBITIOJTHEHUIO 3A JJAHMIA

Nzyuure I[lpaBuna Aenonpous3BOACTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHaXx MECTHOTO
camoytmpaniienus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; MeToandeckure peKoMeHAAMU 1O
pa3paboTKe WHCTPYKIMH MO JAEIONPOM3BOJCTBY B T'OCYIApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoytmpabiienusi, yTB. [Ipukazom PocapxuBa ot 24.12.2020 Ne 199; I[IpuMepHYI0 MHCTPYKIUIO O
JIEJIONPOU3BOJICTBY B TOCYIapCTBEHHBIX opranu3anusax (yTB. [Ipukaszom Pocapxusa ot 11.04.2018 Ne
44. CpenaiiTe BBIBOJ O CTEMEHH perjiaMeHTAlld B HOPMATHBHBIX JOKYMEHTaX OOIIUX MPHUHIIUIIOB
OpraHM3aIi JIOKyMEHTOOOOpOTa, TMpPaBWJI MPOXOXKICHUS JOKYMEHTOB, METOJIUKH IOJCUYETa
JOKYMEHTO000pOoTA.

1. Ha npumepe omnmcanus JOKyMEHTOOOOpOTa YCJIOBHOW OpraHW3allid BBISIBUTE €r0
OCOOCHHOCTH M OIpPENEIUTe HECOOTBETCTBUE OpraHU3alud JOKyMEHTO0O0OpoTa B JaHHOMU
OpraHu3aIy TpeOOBaHUSM HOPMATHBHBIX TIOKYMEHTOB.

2. CocraBbTe OneporpaMMBbl ABUKEHUS TOKYMEHTOB B YCJIOBHOM opranuzauuu. s aToro
OTIPENIETTUTE COCTaB JOJDKHOCTHBIX JIMII, YYaCTBYIOIIMX B 00OpaOOTKE M HCIOJHEHUU JOKYMEHTOB;
MOCNE0BATEeILHOCTh  OMepaluii 1o 00pabOTKE TOKYMEHTOB; H3yYUTE CXEMbl JIBHKEHUS
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JIOKYMEHTOIIOTOKOB B YCJIOBHOM OpPraHU3alUU.

Oneporpamma  JBM)KEHMSI BXOJSIIMX JIOKYMEHTOB JIOJDKHA OTPa3UTh  IEpEMENICHUs
JIOKyMEHTOB OT MOMEHTA IIpyeMa J0 MOALINUBKY UX B JIEJIO I0CIIE 3aBEPIICHUs UCIIOTHEHUS.

OneporpamMmma HCXOIAIIMX JOKYMEHTOB JIOJDKHA OTPAa3dUTh IEPEMENICHUS JOKYMEHTOB OT
MOMEHTA [TOATOTOBKHU UX IPOEKTOB 10 OTIIPABKU U3 YUPEKICHUS.

Oneporpamma ABM)KEHUS BHYTPEHHHUX JOKYMEHTOB (Ha MpUMEpEe MpHUKasza) JOJKHA OTpPa3uTh
IepeMeIeHUs JOKYMEHTOB OT MOMEHTA IIOATOTOBKH IIPOEKTA JOKYMEHTA 10 MOAIIUBKY B JIEII0.

3. I/I3y‘-H/IB COCTaB U KOJINYCCTBO HOJ'Iy‘-IeHHI)IX, OTHpaBHeHHBIX nu BHYTpeHHI/IX I[OKYMGHTOB
YCIIOBHOM OpraHU3aIiy, MOJACYUTANTEe 00bEM ee IOKYMEHTO000pOTa 3a TO/I.

KOHTPOJIBHBIE BOITPOCHI

1. Maiite onpesenenne NOHATUS "' TOKyMEHTOO00pOT".

2. [lepeuncaure OCHOBHBIE TPEOOBaHUS K OPraHU3AIMH JOKYMEHTOO00POTa B OpraHU3aIUsIX.
3. [lepeuncnure mpaBuia yueTa TOKyMEHTOO00pOTA.

4. HazoBute TpeOOBaHMS K MPOXOKICHUIO U UCTIOJIHEHUIO BXOISIINX TOKYMEHTOB.

5. Ha3zoBuTe sTansl MPOXOKACHUA U UCITOJITHCHHUA UCXOAAIUX U BHYTPCHHUX JOKYMCHTOB.

6. [epeuncnure npaBuiIa nepeaayu TOKYMEHTOB BHYTPH YUPEIKIACHUSI.

Tema 2.3. Perncrpanusi 10KkyMeHTOB — 4 yaca.
SAJAHUA

1. W3yunts TpeboBaHHS HOPMAaTUBHO-METOJAMYECKUX JIOKYMEHTOB K pErucTpanuu H
MOCTPOEHUIO NH(OPMALIMOHHO-CIIPABOYHOT'O aIlapara.

2. 3aperucTpupoBaTh HECKOJIBKO TOKYMEHTOB, IPEJIOKEHHBIX ITPENOJaBATEIIEM.

3. O3HaKOMUBIIUCH C ONMCAHMEM TEXHOJOTHMU PETUCTPALMU JTOKYMEHTOB B YCIOBHOMU
OpraHMsanuu, pa3paboraTb M OOOCHOBAaTh MPEMIOKEHHS IO pPALMOHAIBHON OpraHu3aluu
perucTpanuy u MHGOpPMaMOHHO-CIIPAaBOYHON pabOTHI.

YKA3AHUS 10 BBITIOJIHEHUIO 3AJIAHUI

1. U3syunre IlpaBuna nenonpous3BOACTBA B IOCYAAPCTBEHHBIX OpraHax, OpPraHax MECTHOTO
camoynpasnenus (pasaens! III, IV), Mertoanueckue pekoMeHAAMKU MO pa3pabOTKe WHCTPYKLUUN TO
JEJIONPOU3BOJCTBY B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOrO caMoymnpasieHus, IIpumepHyro
MHCTPYKIIHIO 110 JEJIONPOU3BOACTBY B TOCYJapCTBEHHbIX opraHm3auusax (yTB. IIpukazom Pocapxusa
or 11.04.2018 Ne 44. OOparure BHMMAaHHE Ha COCTAaB JOKYMEHTOB, MOJIEKAIIUX PETUCTpPALUH,
MIOCJIEOBATEIBHOCTD  PACHOJIOKEHNSI  COCTAaBHBIX  4YacTed  MHJEKca JOKyMEHTa, IIpaBHia
(dbopmupoBaHUs HHPOPMALIMOHHO-CIIPABOYHBIX 0a3 JaHHBIX.

2. 3apeructpupyiTe npeagokKeHHble TOKYMEHTbI, 00paTUB 0c000€ BHUMaHHE Ha PETUCTPALIUIO
VHULMATUBHBIX U OTBETHBIX IIUCEM.

3. Ilpoananu3upyite NOpsAAOK PETUCTPALUU TOKYMEHTOB B YCIOBHOHN opraHu3anuu. OTMETHB
OCOOCHHOCTH OpraHU3allMd U TEXHOJIOTMH PETUCTPALMU JIOKYMEHTOB B YCJIOBHOI OpraHu3aluu,
OINpeNleIuTe MX HEeAOCTaTKU. Ha OcCHOBe MpOBEAEHHOro aHalu3a M TpeOOBaHUIl HOPMATHBHO-
METOJIMYECKUX JOKYMEHTOB pa3paboTaiiTe MpEeAsIoKEeHUs 0 OpraHU3alluy perucTpalu JOKyMEHTOB
U TIOCTPOEHUIO NHPOPMALIMOHHO-CIIPABOYHOTO anfapara B yCJIOBHOM OpraHu3alum.

KOHTPOJIBHBIE BOITPOCHI

1. Yto Takoe perucrpanus 1oKyMeHToB? Kakue 3a1aun pemaroTcs B JEIONPOU3BOACTBE C
MIOMOIIIBIO ATOH onepanu?

2. Kakue 1oKyMeHTBI OJIeKaT perucTpanuu?

3. KakoB 00s13aTenbHbII COCTaB PEKBU3UTOB IPU PETUCTpALIUK?

4. B yeM OCHOBHOM MPUHIIMII pETUCTpaLuu?

5. KakoBbl OCHOBHBIE ITPaBUJIa HHAEKCALUHU JOKYMEHTOB?

6. Kakoe nmpenMyI1ecTBO UMEET CIIEHUANINCT IPU PETUCTPALIUN JTOKYMEHTA B
aBTOMAaTH3HPOBAHHBIX CUCTEMAX 110 CPAaBHEHUIO C TPAJAULMOHHBIMU METOIaMU?
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Tema 2.4. Opranusanus TeKyLero XxpaHeHusi J0KyMeHTOB

SAJTAHUA

1. U3yuuth TpeOOBaHUS HOPMATUBHBIX AKTOB U HOPMATHUBHO-METOINYECKUX TOKYMEHTOB K
COCTaBJICHUIO 1 O(OPMIICHHIO HOMEHKJIATYPBI JIeII.

2. W3yuuTth BO3MOKHOCTH MCIIOJIb30BAHMS IIEPEUHS CO CPOKaAMH XPaHEHUS JJOKYMEHTOB B
JIEJIONPOU3BOICTBE OPraHU3aLINN.

3. Tlpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYpY el yCIOBHOW OpraHU3alliy U BbISIBUTH
OLIMOKU B €€ COCTAaBJICHUU U O(POPMIICHUH.

4, CocTaBUTh HOMEHKJIATYPY /€] YCIOBHOM OpraHU3alHH.

VYKA3AHMS 110 BITIOJTHEHUIO 3AJAHMIA

1. Uzyuure IlpaBuna aenonpous3BOACTBA B T'OCYJIAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasnenus: (pa3gen 6,7), Meroauueckue peKOMEHAANMUA TO pa3padOTKe WHCTPYKIUN IO
JIEJIONPOU3BOJCTBY B FOCYAapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpaBieHUs (IIPHUIIOKEHUS
13-23), [TonoxeHne o MOPSAKE M CPOKAX XPAHEHUS TOKYMEHTOB aKIIMOHEPHBIX o01iecTs, [IpumepHyto
WHCTPYKLHIO MO JIEJOMPOU3BOJCTBY B rOCyAapCTBEHHBIX opraHuzanusax (yTB. [Ipukazom Pocapxusa
ot 11.04.2018 Ne 44) Vscuute cnenyrolee:

. BUJIbl HOMEHKJIATYP JIJT;

. THUITBI HOMEHKJIATYP JIelT (KIacCU(pUKAIIMOHHBIE CXEMBI);

. npaBuia (GOpMyJIUPOBAHUS 3ar0JIOBKOB JIET;

. HCTOYHUKH YCTAHOBJIEHUSI CPOKOB XPAHEHUs JOKYMEHTOB;

. IIpaBUJIa CUCTEMATH3AlMM U MHJCKCAIlUY 3ar0JI0BKOB JIET;

. npaBuia 0pOpMIICHHS, IOJIMMCAHUS, COTIIACOBAHUS U YTBEPKACHUS
o HOMEHKJIATyphbI Jell.

2. I/ISqu/ITe YKa3aHus 110 IPpUMEHCHUTO HepeqH;I TUIIOBBIX YIIPABJIICHYCCKUX aPXUBHBIX
JOKYMCHTOB, O6p33y10HH/IXC$I B IIpoLEeCCC ACATCIbHOCTU I'OCYAapCTBCHHLIX OPraHOB, OPraHoOB
MCCTHOI'O CaMOYIIPABJICHUSA U 0PI’ aHI/I3aI_II/II71, C YKa3aHHUEM CPOKOB XPaHCHUS U BBIAICHUTEC!:

. MOPSAIOK MPUMEHEHUS MIEPEUHsl B JI€JI0NPOU3BO/ICTBE;

. g depeHInalrio CPOKOB XpaHEeHUs JOKYMEHTOB I10 TPYIINaM OpraHU3allHii;

. CXEMY MOCTPOEHUS MEPEUHs U €ro Hay4YHO-CIIPaBOYHBIN anmnapar.

3. [Ipoananu3upyiite KOHKPETHYI0 HOMEHKJIATYpPy JEJ YCIOBHOW OpraHU3allid, BBIABUTE
HE/IOCTATKHU ee CcoJlepKaHus U 0(hOpMIICHUS, TPOUIUTIOCTPUPOBAB KXKIbIH U3 HUX IPUMEPOM.

4. W3yuute CTpyKTypy M COCTaB JOKYMEHTAJIBHOTO (OHIA YCIIOBHOM OpTaHU3aIlH U

paspaboTaiiTe Ki1accHu(PUKAIMOHHYIO CXeMy HOMeHKiarypsl nen. Odopmure ee B BHUIE CIHCKa
CTPYKTYPHBIX MOJpa3/eleHUu ¢ MHIEKCaMH, PACIOI0KEHHBIMU 0 CTENEeHH 3HauuMocTH. OOparute
BHUMaHHE Ha TO, YTO CXeMa KJacCU(UKALMU JT0JKHA COOTBETCTBOBAThH IiiaBHOW Tabiuie [lepeuns
TUIIOBBIX IOKYMEHTOB CO CPOKAMH XPaHEHUS.

CocTaBbTe HOMEHKJIATYPY J€J1 YCIOBHON OpraHu3aluu, JUIs 4ero: chopMyaupyiiTe 3aroJoBKu
JieT B COOTBETCTBUHM C YCTAHOBJICHHBIMH TpPEOOBAaHUSIMH M YCTAaHOBUTE CPOKHM XpaHEHUs JeN IO
MIEPEeUHIO; MPOBEIUTE CUCTEMATHU3AlMIO 3arojoBKOB Jein. OgopMuTe HOMEHKIATYpy el Ha 00IieM
OnaHKe YCJIOBHOW OpraHM3allldu MO YCTaHOBJIIEHHOW (opme, onpenenuTe COCTaB JAOJDKHOCTHBIX JIUIL,
KOTOpBIE TOJIKHBI €€ 3aBU3UPOBATh U YTBEPIUTD.

KOHTPOJIBHBIE BOITPOCHI

1. Maiite onpeesieHne HOMEHKIIATYPBI JEl.

2. OxapakTepusylTe MPUMEHEHNE Pa3INYHbIX BUJOB HOMEHKJIATYPHhI €.

3. Ilepeuncnure TpeboBaHMA K (POPMYIHUPOBKE 3ar0JIOBKOB JIe]l B HOMEHKIIATYpeE.

4. Ilepeuncaure TpeOOBaHMS K CUCTEMATU3aIMH 3ar0JI0BKOB JIe]1 B HOMEHKJIIAType.

5. Kak oOpazyercs HH/IEKC Jie7ia B HOMEHKJaType?

6. Kak ncrons3yercst nepedeHb TOKYMEHTOB € YKa3aHUEM CPOKOB XpaHEHUS B
JeJI0NIPOU3BOACTBE?
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7. KakoBbl 3Tansl pa3pab0TKu HOMEHKJIATYPHI 1e71?
8. KaxkoB cpok meicTBusI HOMEHKIIATYPHI 1e717

9.2 MeToan4yeckne peKOMEHIANMH 10 MOAT0TOBKE MMCbMEHHBIX padoT

[Tucbmennble paboThl (pedeparsl, peleH3un) NPOSIBIAIOT KaK TEOPETHUECKUE 3HAHUS, TaK H
MIPAKTUYECKH HABBIKM CTYIEHTOB. Teopus moapa3yMeBaeT 3HAKOMCTBO C IMOHSTUSAMHU <«JIOKYMEHT»,
CUCTOPUUYECKUI HMCTOUYHUK», «IOKyMEHTalbHas MyOnuKauus» M JAp. U HX KIacCU(DUKALUIMHU.
IIpakTHyeckre HaBBIKM 3aKIIOYAIOTCS TaKXKE€ B YMEHMU IOATOTOBUTH HA IPAKTUKE, B KadyecTBE
NPUIOKEHUs K paboTe, JOKYMEHTAJIbHYIO ITyONUKAIMIO, OLIEHUTh M NPOAHAIM3UPOBATH YiKE
UMEIOIINECs U3JJaHUs, a TAK)KE I'PAMOTHO M3JI0KUTh PE3y/IbTaThl CBOMX HAOIOJEHUN B COOTBETCTBUU
¢ mpaBuiIaM# 0pOpMIICHHS KBATU(UKAITMIOHHBIX paloT.

IIpu BbIOOpEe TEMBI HCCIENOBaHMA, a TaKKe MpeaMeTa M OObEeKTa H3Yy4EHHUs CleAyeT
OpPHEHTUPOBAThCS Ha YK€ MMEIOLIUIiCS B 3TOM Jese onbIT. PaboTel mo apxeorpaduu MOTYT OBITH
MOCBSAIIEHBI BOMPOCAaM TEOPUM, MCTOPUM WIM METOIUKH apxeorpaduu. TeopeTHueckue acmeKThl
CBSI3aHBl, KaK IPaBWJIO, C I'paHUIIAMU apxeorpaduu Kak HAayyHOW AMCUMIUIMHBI, €€ 3aJadyaMHu U
COOTHOILEHUEM C IPYTMMHU AUCUUILUIMHAMY U HAIIPABICHUSIMH.

Hctopus apxeorpaduu BKIIIOYAET aHANIMU3 M3AAHUN MCTOUYHUKOB OIPEIEICHHBIX BUIOB WIIH
3MO0X, WIM HUCTOYHHUKOB, OOBEIMHEHHBIX TeMaTHYeCKH. BO3MOXKHO Takke paccMOTpeHHEe BKJIaZa B
apxeorpaguro OTAeIbHO B3STOTO JIMIA UIIH YUPEKICHHUS.

MeTtoanudeckre acrleKThl MOAPa3yMEBAIOT HM3Y4EHHUs OTAEIbHBIX 3TAlloOB apxeorpapuueckoil
paboThl, TakuX, HapUMep, Kak Iepenada TEeKCTa MCTOYHMKOB WIIM BHIOOp TecTa JUIs IyOJIMKaluu.
IIpoGnembl, CBA3aHHBIE C COJCPAKAHUEM pAcCMaTPUBAEMBIX H3JaHUNA (TO €CTh ONYyOJIMKOBAHHBIX
WCTOYHHKOB), TaKXK€ MOTY COCTaBJIATb NpEAMET i H3ydeHus. B ogHON BBIMYyCKHOM paboTe Ha
MIPAKTUKE BO3MOXKHO COYETAHUE CPa3y HECKOJIBKUX MOJXO/I0B.

XpOHOJOTMYECKHE M TEeMAaTUYEeCKHE TPAHUIBI MPH BbIOOpE TeMbl paboTHI MO apxeorpaduu
JOCTAaTOYHO IIUPOKH, YTO MO3BOJSIET JOCTATOYHO JIETKO NPUOIM3UTh MX K HAy4YHBIM HMHTEpecam
CTYJCHTA.

[Ipu Hanucanumm paboOTHl BHauyane, Kak NPaBUIO, CTYAGHT Ha OCHOBaHMHM CBOETO
MEPBOHAYAIBHOTO 3HAKOMCTBAa C MCTOYHHKAMHU M JIUTEPATYpOH M NPU KOHCYJIbTALIMU C HAYYHBIM
PYKOBOAMTENIEM OIpEeseT OOIIyI0 HCCIIENOBATEIbLCKYI0 MpoOJeMy, PEIICHHI0 KOTOpOol Oyaer
MOCBAIIEHA €ro padoTra. B TekcTe 3aKOHUEHHOTO UCCIEI0BaHMS 3Ta MpodiieMa J0JDKHA ObITh BUIHA U3
Ha3BaHUsA pabOTHI, €e O0BEKTa W TmpeaMera. (s yTOUYHEHMs] HampaBJCHHUS TATbHEHIIMX NEUCTBUI
CTYACHTY CJIEYeT, C yY€TOM BBIOPAHHOTO T€HEPATBHOTO ITyTH, O0JIee OCHOBATEIBHO MTO3HAKOMHUTECS C
UCTOYHUKAMHU M JINTEPATYpOH MO MHTEPECYIOIIMM €ero mpobsiemam. Pe3ynpTaToM 3TOro 3HaKOMCTBa
ABIISICTCS  COCTABJIEHHE CTYAEHTOM IUJaHa paboThl W TPEIBAapUTENBHOTO BapuUaHTa CIIMCKA
UCIOJIb30BaHHBIX MCTOYHUKOB M JUTEpaTypbl. M IUaH, U CIHCOK COIVIACOBBIBAIOTCA C HAyYHBIM
pykoBonuTeneMm. JlanpHelue OEHCTBHS CTyIEHTa 3aKJIIOYalOTCS B PEIICHHWH ITOCTABJICHHBIX UM
3ajad. [Ipu 3TOM HEOOXOIMMO YUUTHIBATh CIIEIYIOIUE MOMEHTHI.

JIrobast mucbMeHHast paboTa MMeEeT OIpeNeNeHHBI COCTaB: TUTYJBHBIM JIUCT, OIJIABJICHHUE,
BBEJICHHE, IJIaBbl, 3aKJIIOYEHHUE, CIIMCOK MCIOJIb30BAHHBIX MCTOYHHKOB U JIMTEPATYPhl, IMPUIOKEHUSI
(BO3MOXHBI).

Kaxnas coctaBHasi 4acTe pabOThl UMEET CBOIO CTPYKTYPY M CTPOMTCS B COOTBETCTBHM C HAYYHOM
JOTUKON M (popManbHBIMH TpeOoBaHUSMH K odopmiieHuto pabot. Hambomnee ctporo colmronarorcs
TPaJULIMM HAIMCAaHUS BBEJECHMS, KOTOPOE TPAAULIMOHHO MMEET CIENYIOLINE pa3/elibl: aKTyaJlbHOCTh
TEMBbl HCCIEIOBaHMs, WCTOYHMKHM HCCIEOBaHus, ucropuorpadus. PaccMorpeHue »Toro Oioka
BBEJICHUA ONpeneisieT o0BbEeKT, MpeaMeT, eI U 3aJaud padoThl, a TaKKe METO/Abl MCCIIEJOBAHUS,
HAY4YHYIO HOBU3HY M CTPYKTYpy paboThl. [Topsaok pa3zenoB B HEKOTOPHIX CIydasiX MOXKET MEHSThCH,
HO HUX Hanmuuyue oO0s3aTeNbHO BO BBeAeHUMM K pabote. Ilpn u3n0XKEeHUU pe3yabTaToB CBOETO
WCCIIEIOBAaHMSI CTY/ICHT JAOJDKEH BIIAJeTh HEOOXOAMMOM KyJIbTYypOi IUTUPOBAHUS, KOTOPAsi MO3BOJISIET
CTPOrO OTZENATh BBIBOJBI aBTOpa OT HAOMOAECHUH U (aKTOB, 3a(pUKCHUPOBAHHBIX B MCTOYHUKAX U
nauteparype. TolbKO TakoW MOAXOJ TO3BOJISET BIIOJHE OLEHHUTH CTENEHb HOBU3HBI U 3HAYUMOCTH
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pabotbl. B 3akimtouenuu Kk paboTte B 11eI0M (a TakKe B 3aBEpIIAIOIINX a03alax B KOHILIE TJIaB) TOJIKHBI
OBITh IPUBEJIEHBI BHIBO/IbI, K KOTOPHIM CTYAEHT MPHUILEN B pe3yjbTaTe MPOBeIeHHOM paboThl. BHIBOIBI
JIOJKHBI OBITH apTyMEHTUPOBAHBI.
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