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|. IlosicHuTe/ILHAS 3aNIMCKA
1.1. Heas u 32024y JUCHUILTHHBI (MOIYJIS)

Lenp AUCHUIIIMHBI — MOATOTOBUTH BBIMTYCKHUKA, 3HAIOIIETO OCHOBHBIC HaIpaBICHUS
TOCY/IapCTBEHHOW periiaMeHTaluu padoThl ¢ JoKkyMeHTamu B Poccuiickoit Deneparuu, 3agadu
CIIy’kObl JOKYMEHTAIMOHHOTO OOECleUeHHs yIpaBiIeHHs] U BIAACIONIET0 METOJaMH aHallu3a U
COBEPILECHCTBOBAHUS TEXHOJOTUH TUIIOBBIX JI€JIONPOU3BOICTBEHHBIX ONEPALIUM.

3amaynd IUCHUTUIAHEI:

- U3YYUTh UCTOPHUIO (OPMHUPOBAHUS HALIMOHAIBHOM CUCTEMBI JIEJIOTIPOU3BOICTBA;

- OBJIAACTD CHGHHaHBHOﬁ TepMHHOHOFHeﬁ;

- HU3Yy4YUTb COBPCMCHHYIO 3aKOHOIATCIIbHYIO,

periaMeHTHPYIOIIYI0 paboTy ¢ JOKyMEHTalUEH;

- C(bOpMI/IpOBaTB Y CTYACHTOB HABLIKW BBIITOJHCHHA OCHOBHBIX JACJIOIPOU3BOJACTBCHHBIX

onepaunﬁ B YCJIOBUAX MNPUMCHCHHUA TPAAUIHUOHHBIX W aBTOMATH3UPOBAHHBIX TEXHOJIOTHI

00paboTKH JOKYMEHTOB;

- chopMHpOBaTh HABBIKM AaHAIN3a CHCTEMBI

yIpaBJICHUS;

- OIIpCACIINTD HaIllpaBJICHUA BO3MOXXHOT'O COBCPUICHCTBOBAHUA CUCTCMBI

JAOKYMCHTAITUOHHOT' O obecrnieueHUs YIIPpABJICHUA,

-  W3y4YHTH

MOPSIZIOK  OpPTaHM3AIUU  CITYXKOBI

YIIPABJICHUS B COBPEMEHHOM OpraHU3allH.

IIPaBOBYIO U HOPMATUBHYIO 0a3y,

JOKYMCHTAIIMOHHOT'O oOecreyeHus

1.2. TlepeueHb MIaHUPYEMBIX PE3yIbTATOB 00YUEHUS M0 TUCIUILIUHE (M00)110), COOTHECEHHBIX
C MHIUKATOPAMU JOCTHUKECHHSI KOMITETEHIUI

Komnerenuus

(Ko 1 HAMMEHOBaHNE)

NnaukaTopbl KOMIETEeHIUI

(koI 1 HaNMEHOBAHNE )

Pe3yabTaThl 00yueHus1

OIIK-2. CnocobOeH HaxoguTh
OpraHU3aIHOHHO-
YIpaBJICHYCCKHUE PEIICHUS TPU
peleHnn 3a1a4d B cdepe cBoei
npodeccruoHaTbLHOM
JIEATEBHOCTH

OIIK -2.1. 3HaeT OCHOBHBIE
COBpPEMEHHBIE TPOOIEMBI TOCTPOCHHS
CHUCTEMBI JOKYMEHTAI[HOHHOTO
00eCIeYeHH s YIIPABICHHUS U APXUBHOTO
Jena

3HaTh: COBpEMEHHBIE TPOOIEMBI
JOKYMEHTAITUOHHOT'O obecneueHus
YIIPaBJICHUS U apXUBHOTO Jieja

YMeTs: penats npogeccHoHaIbHBIE 3a1au1
B chepe JTIOKYMEHTAIHOHHOTO
obecriedeHns yIpaBIeHUS U apXUBHOTO
Jena

Braners: HaBbIKaMH OLICHKH COBPEMEHHOTO
COCTOSIHUSA CUCTEMbI JOKYMCHTAIITHUOHHOT'O
obecreueHus YIpaBJICHUA U apXHUBHOT'O
acia

OIIK-2.2. Opranu3oBsiBaeT paboTy
nojipa3ieNieHuit B cepe

3HaTh: MOPSIIOK PabOTHI CITYXKO
JOKYMEHTAI[HOHHOTO 00eCIIeYeHUs

JOKYMCHTAIlMOHHOI'O obecrneueHus




JIOKYMEHTAIIHOHHOTO 00eCIIeYeHHUS
YIpaBJICHUS U apXUBHOTO JIeNIa

TpeOOBaHUSAMH

YTIPaBICHUS U apXUBOB

YMeTh: periaMeHTHpoBaTh paboTy ciyx0
JOKYMEHTAIIMOHHOTO 00eCIIeUeHUS
YIpaBJIECHUS U apXHUBOB

Brnaners: HaBbIKaMK OpraHU3aK PAOOTHI
oIpa3ieNieHuil B cepe
JOKYMEHTAIIMOHHOTO 00eCIIeYeHUS
YIpaBJICHUS U apXUBHOTO JIeja B
COOTBETCTBHH C HOPMaTHBHBIMHU

1.2.

MecTo nucuunIuHbI (MOYJIf1) B CTPYKTYpPe OCHOBHOH 00pa30BaTe/IbHOM MPOrpaMMbl

Hucuunnuna (Monyne) «Opranusanus U TexHonorus JJOY» otHocuTcs kK 00g3aTenbHOM

yacTH 0JIOKA JUCIMIUIAH Y4eOHOTO IUIaHa.

Jlis OCBOGHUSI JHCIUILTMHBI HEOOXOJMMBI KOMIIETEHIIMH, C(HOPMHpPOBAHHBIE B XOJE

HU3YUCHUA CICAYIOINX AUCHUIUIMH U IMPAKTHUK: ((I[OKYMGHTOBG,Z[GHI/IG», «OCHOBBI pOCCHﬁCKOFO

ImpaBa» U MPOXOKACHUA MPAKTHKHU IO JOKYMCHTOBCACHHUIO.

B PE3YIbTATC OCBOCHHA JUCHUIIIMHBI q)OpMI/IPYIOTCSI KOMIICTCHIINH, H€O6XOJII/IMI>I€ JIIsL

M3YYEHHUS CIEeNYIOMMX AUCIUILINH U IPOXOXKASHUs MpakTuk: «KaapoBoe 1e10mponu3BoICTBO”

2. CTpyKTYypa TUCHUILIHHBI (MOTYJIst)

Cmpykmypa oucuyuniunst (Mo0ys) 01 04HOU hopmbl 00yUeHUSA

OOmas Tpy10€MKOCTb AUCIUILIMHBI cocTaBisier 4 3.e., 152 4., B TOM 4mciie KOHTaKTHas paboTta
oOyyvaromuxcs ¢ npenojasaresieM 80 4., mpoMexxkyrouHas arrecranus 18 4.,
camocTosTenabHas paboTa oOydaromuxcs, B T.4. KypcoBas pabotra _ 54 .

Neo |Paznen Bunpr yue6HO# paboThl, (B 4acax) DopMBI TEKYLIETO
/11 | AUCIUTLIUHBL/ KOHTPOJIS (10
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3a7a4m Kypca
Pa3znes 2. Mcropusi rocy1apcTBEHHOT0 /1eJIONPON3BOICTBA
2.1 |BosuukHoBeHH |4 2 4 6 OneHka
€ U pa3BUTHC MPAKTUYECKUX
JIETIONIPOU3BO/IC 3amaHui
TBAa B
YUPEKICHUAX PTC
Poccun XVI -
XVII BB.
2.2 |denonpowusroc|4 2 4 6 Ouenka
TBO B MPaKTUYECKHUX
YIPSKACHUAX 3aaHuM.
Poccuu XVIII B
u
PTC
2.3 4 2 8 6 Orenka
MPaAKTUYECKUX
HenonpousBoac N
TBO B 3aaHuM.
YUPEHKICHUSIX IIposepka 1
Poccuu XIX - OLICHKA
Hauyase XX BB. KOHTPOJBHBIX
pabor,
PTC
2.4 4 2 6
CraHoBieHHUE U IIpoBepka u
pasBuTHE ounenka PTC
ACJIOIIPOU3BOJC
TBa B
COBETCKHX
roCy/1apCTBEHH
bIX
YUPEXKACHUSAX.
Pa3znen 3. Opranuszanus ¥ TEXHOJIOTUsI JOKYMEHTALMOHHOIO o0ecreYeHust
ynpasJjienus B Poccuiickoit @enepanun
3.1 4 2 4 CoOecenoBanue
Opranuzanus
JIOKyMEHTAI!
OHHOT'O
obecrnieueHUs

YIIPABJICHUS




3.2 |Opranmsamnus |4 12 Orenka
cayx0b1 JIOY. IPAKTHYECKHUX
3aJIaHUMH,
KelcoB
3.3 |Opraamsanus |4 8 OneHka
JOKyMEHT0000 MPAKTUYECKUX
pora
3aJIaHN#, KEHCOB
3.4 |Peructpamus |4 4 OueHka
JIOKYMEHTOB H MPaKTUYECKHUX
OpraHu3arys
CIIPaBOYHO- 3a/laHnH,
MH(OPMAIIIOHH .
(bop KEWCoB,
oro
o06cyKMBaHUS KOHTPOJIbHBIX
pabor
3.5 |KonTposns 4 Ornenka
WCTIOTHEHHUS MIPAKTUIECCKIX
MOKYMCHTOB 3aJaHuM, KercoB
3.6 4 CobecenoBanne
Opranuszanus
JIEITIOTIPOM3BO/IC
TBa MO
NPEIOKEHUAM
3aABJICHUAM U
J)kajmo0am
rpaxkJIaH
3.7 8 O1enka
XpaHeHue "
MPAKTUYECKUX
TOKYMEHTOB B i
1eTTOTIPOU3BOJIC 3aJJaHui, KeHCOB
'BE 4
DPraHU3aIUN
3.8 |Hampagrnenus CobecenoBanue
COBEPIIIEHCTBOB
aaus JIOY
18 Umo208as

KOHMpPOJIbHAA




Oxzamen paboma
Htoro 32 48 18 54
3. Coep:kanue TUCHUITHHBI (MOIYJIS)
Ne | HaumeHoBaHue pa3jena Conep:xkanue
JAUCHHUILTHHBI
1 1. HazgaueHne Kypca, [Ipenmer, comepkaHue W  3a7aud Kypca.

VMCTOYHHUKH U JIUTEpaATypa

TepMUHOIOTHSI OCHOBHBIX TOHSTHM B 00JacTH
NeJIONPOU3BOJACTBa, ee  d3Bomonus.  OueHka
TEPMHUHOB B OT€YECTBEHHOM JIUTEPATYpPE.

B3anmMocss3p OpraHu3alxu 51
TEXHOJIOTUM TOCYIApCTBEHHOI'O JEJI0NPOU3BOACTBA
c pasBUTHEM TOCYIAapCTBEHHOIO arapara, ero
GYHKIHMAMH U CTPYKTYpOM. [epronuzarnus
OCHOBHBIX 3TAIlOB Pa3BUTHs EJIONPOU3BOICTBA.

OCoOEeHHOCTH M 3aKOHOMEPHOCTU PaboThI C
JOKYMEHTaMH B YUpEKACHUsX Poccun B pa3mudHbIe
WUCTOPHYECKHE TIEPHOJbI, MX IPEEMCTBEHHOCTh B
YCIIOBHSX JEATEIBHOCTH COBETCKOTO M POCCHUICKOTO
TOCYJapCTBEHHOTO arapara.

Mecto Kypca cpead JApYrMX H3y4aeMbIX
JUCLUTUINH.

OO030p HCTOYHUKOB U JIUTEPATypbl IO
nenornpousBoAcTBy B Poccun 1o 1917 1.

Jluteparypa 10 Hay4yHOHM OpraHu3alvu
ympasiendeckoro tpyna B 1920 - 1930-x rr., ee
3Ha4YCHHUE /ISl U3Y9YCHUs Kypca.

PabGoTter mo nenompousBomctBy  1960-x -
1980-x IT., ¢dopmupoBaHue HOBBIX
palMoOHANU3aTOPCKUX HJeH M HUX OTpaXKeHHE B
UCTOYHMKAX U JIUTEPATYpE, NEPUOANYECKOMN TEeYaTH.

CoBpemeHHas criequalbHas — JHUTEparypa,
yueOHUKM U y4yeOHble mocoOusa. M3meHnenue
TEMaTUKU Hay4dHO TpakTthueckux pador B 1900-e -
2010-e IT. B CBSI3U c CO3IaHUEM
aBTOMAaTU3MPOBAHHBIX CHUCTEM JEJIONPOU3BOCTBA,




COBPEMEHHBIX CpPEACTB
OpraHU3alMOHHON U BBIYUCIUTEIbHON TEXHUKH.
JlutepaTypa TO TEOPHMH M MPAKTUKE YIPaBICHUS
JMOKyMEHTarmen 3a pyoexkom. OIeHKa BO3MOXXHOCTH
3aMMCTBOBAHUS 3apyO0eXHOTO OIBITa PabOTHI c
JTOKyMEHTaM1

KOMMYHHKAIINH,

2.1. Bo3HUKHOBeHHE W pa3BUTHE
JeJI0NPOU3BO/CTBA B
yupesxaenusix Poccun XVI - XVII
BB.

PernmameHTanyst 3aKOHOZATEILHBEIMUA aKTaMHU
XVI - XVII BB. oTHeiapHBIX CTOPOH CO3JIaHUS U
odopmiteHUS 00s13aHHOCTEH

“CIy>KUIIBIX

JIOKYMEHTOB,
JIIOJICH.
JICJIOTIPOU3BOJICTBA B IICHTPAIBHBIX YUPEHKICHUSIX
Pycckoro LEHTPAIM30BAaHHOTO rocyJaapcTaa
(mpukazax), ¥ MECTHBIX YUPEKACHHUAX (IIPHUKA3HBIX
n30ax), ero ocooeHHoctu. OCHOBHBIE TaIlbl pa0OTHI

Opranuzanus

C AOKYMCHTaMU, ACJIONPONU3BOACTBCHHBIC

omeparuu. CtonomoBas oopMa AeTOMPON3BOACTBA.

2. 2. [enonpoussoactso B
yupexaeHunax Poccum XVl 8

XapakTepucTuka
peryiaMeHTa 1720 T.
3akoHoaarenpHoro akra XVIII B. mo opranuzaruu

«["eHepanbHOTO
KaK OCHOBHOTO
JIeJIONpOU3BOACTBA. PernmameHTtanus AOKHOCTHBIX
o0si3aHHOCTEN  CcioyXaluxX B

XVIII B. Tabens o panrax 1722 r. Ponb cexperaps

3aKOHOAATCIbCTBC

B KOJUIEKCKOM Jesonpoun3BojcTBe. OCOOEHHOCTH

TEXHOJIOTUH  JIeNONpou3BojcTBa.  OpraHuzanus
apXMBHOI'O XPaHEHUs TOKYMEHTOB.

«Ob11ee yupexaeHue ryoepackoe» 1775 . o
MOpSiZIKE  JENIONPOU3BOACTBA M YCTAHOBJICHHE
uepapXuu B JOKYMEHTUPOBAHUH B3aUMOOTHOIIECHHUH
HECHTpAJIbHBIX W MCCTHBIX yLIpe)KILGHI/II\/’I. OTnnuns
XVII B. or

TEXHOJIOTHUHU NPEAIICCTBYIOUICTO IIEPUOA.

TEXHOJIOTUKU  ACJIOIMPOU3BOACTBA

2. 3.
yupesKIeHUusIX
"Hagaae XX BB.

Henonpoussoacrso B
Poccun  XIX -

«O06miee yUpeKICHUE MUHUCTEPCTBY»
1811 1. KaK OCHOBHOH 3aKOHOZATEIBHEIN aKT II0
€AMHOOOpa3HOMY TMOPSJIKY JEIOMPOU3BOJCTBA B
yupexnaenusax XIX B
JICIIOTIPOU3BO/ICTRA,

Co3maHue  CHCTEMEI
COOTBETCTBYIOLIEH
€IMHOHAYAJILHOMY TOPSIIKY NMPUHSATHS pEIleHUui B
LHEHTpaJdbHBIX  yupexnaeHusix Poccum XIX  B.
PersnaMenTanus ABUKEHUS JOKYMEHTOB.
TengeHnMu pocTa JTOKYMEHTOOOOpOTa U

MCpPBI IO €ro COKpPAIICHHWIO B 3aKOHOAATCILCTBC
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XIX B. Biusuaune HOBBIX CpencTB
JTOKYMEHTHPOBAHHS, CBSI3H, KOITUPOBAJIbHOU
TEXHHKH Ha CHCTEMY pabOThl ¢ JOKYMEHTaMH.
Pa3pabortka paIMOHATBLHBIX CUCTEM
JICIONPOU3BOJICTBA B OTJENBHBIX BEJOMCTBAX H
3HaUEHUE OJTOr0 ONbITa I  IOCIEIYIOIIEro
pa3BHUTHUS JEIONPOU3BOJICTBA.

CoBpeMeHHas OIlEHKA CHCTEMBI
JICJIONPOU3BOJICTBA JIOPEBOIIOIIMOHHON Poccuu u
€ro BJIMSHHME Ha JaJbHEUIICe pa3BUTHE CIIOCOOOB U
METOJIOB PA0OTHI C JIOKYMEHTAMH.

2.4.CtaHoB/IeHHe MW Ppa3BUTHE
1eJ10NPOU3BOACTBA B
COBETCKHX TOCyIapCTBEHHBIX
yupesKIeHusix.

[Towcku parmoHaIbHBIX (HOPM OpraHHU3AIUU
nenornpoun3Bojicta B 1919 -1920-¢ roppi.

Hayunas opraHusanus ynpaBIe€HYECKOTO
Tpyda Kak (opma OOIIECTBEHHOTO [ABIKEHHUS 3a
paloHaIu3aIuIo rocamnmapara.

Coznanue HAYYHO-HCCIIEeI0BATENbCKUX
WHCTUTYTOB, BEJJOMCTBCHHBIX I BHEBEIOMCTBCHHBIX
OpraHoB panoHaIn3aIu, 170'¢
HCCIIEIOBATENbCKAs EATENbHOCTh U MPaKTUYECKHE
pa3paboTKH MO BHEAPEHUIO HAYyYHOW OpraHU3aluu
ymnpasieHueckoro Tpyaa (HOYT).

OmnpiT pabotel OTaena agMUHUCTPATUBHOM
texaukn (ATO) HK PKU CCCP, akmuonepHOro
obmectBa  «Oprcrpoity, HWHcTUTyTa  TEXHUKHU
yIpaBICHUS 1o paloHaIn3aun
JICJIONPOU3BOJICTBA B IEHTPAIBHBIX M MECTHBIX
YUPEKICHUSX.

Xapaktepuctuka W 3HadeHue «OOmmx
MPaBWJI JOKYMEHTAIUU H JIOKYMEHTOO0OpOTa» Kak
MOTIBITKA OOOOIIEHHSI METOJOB pPallMOHATH3AIUN
JENIONPOU3BOJICTBA W BHEAPEHHS B MPAKTHKY
paboTel  €IMHBIX NpaBWJI  OpraHM3alk U
TEXHOJIOTHH JIeJIOMPOU3BO/ICTBA.

JesTenbHOCTD I'maBHOTO aApXUBHOTO
yopasiernuss (IAY) CCCP mno wmeroamdeckomy
PYKOBOJCTBY JIeJIOIPOU3BOJICTBOM.
Metonuueckue pazpadorku I'AY CCCP 1960-x rr.
M0 OpTraHU3alliyd U TEXHOJIOTHH JEIOMPOU3BOJICTBA.
Cozmanue u BHeapeHue (OCHOBHBIX IOJIOKCHHIMA
Enunon rOCyJ1apCTBEHHOM CHCTEMBI
nenonpousBogactea (EI'CIl), ee 3Hauenue st
OpraHM3aliK JEJIONPOU3BOJICTBA B YUPEKICHUIX U
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OpraHu3alusix.

AKTHBHU3aIUS COBEpIICHCTBOBAHUS
nenornpousBojictea B 1970-¢ — 1980-¢ rr. PazButune
TEOPETUYECKUX W TPHUKIATHBIX HCCIEAOBAHUN B
obnacTu COBEPILICHCTBOBAHMS
JOKYMEHTAI[MOHHOTO OOECIeUeHUs  YIpaBICHUS.
@opMHpOBaHUE  KOHLEIIUU JOVY. [ens,
HazHaueHue, coctaB  (OCHOBHBIX  IOJOXKCHHM
I'COY, xapakTepuCTUKa OCHOBHBIX IOJOKEHUN U
TEMaTHYECKUX Pa3/IesioB.

3.1. Opranuzanus
JOKYMEHTAIlHOHHOTO
odecrneyeHus: ynpasBJeHHs

Jlokymenmayuonnoe obecneuenue
YNpasaeHus - 0CHO8A MEXHON02UU YNPAGIeHUs.

[lonsiTue «JIOKYMEHTallHOHHOE
obecnieuenue ympasienus» ([JOVY). CooTHomieHue
MOHATUI «J1eTIONPOU3BOJICTBOY,
«IOKyMEHTallMOHHOE O00ecreyeHne YIpaBlICHUs,
«yIlpaBJIE€HUE JIOKYMEHTaMU». VYnpasnenue
JOKYMEHTaMH KaK COBOKYINHOCTb JEHCTBUH C
JTOKyMEHTaMU OpraHu3alu c LEJbI0
JIOKa3aTelibcTBa  MPOBEICHUS]  YIPaABICHYECKUX
orepanuil. TpebGoBanus K YIIPaBJICHUIO
JIOKYyMEHTaMHU.

VYnpasneHueckas NEesATEeIbHOCTh u
JOKYMEHTAI[MOHHOE  oOeclieyeHne  yrhpaBiIeHUs.
JlokyMeHTaIlMOHHOEe OOecreueHne YIpaBIeHUsT Kak
(GyHKIMS yMpaBlICHUs,, €T0 MECTO CPEIu JIPYrux
GyHKIUI yrpaBieHHs. 3HAUeHHE JOKYMEHTOB IS
peanu3anuy YIpaBJICHYECKUX peleHui. BrusHue
XapakTepa YIpaBJieHUsS, NPHUHIUIOB TMPUHITHS
VIOPABJICHUECKUX PpEUIEHUH  Ha OpraHu3aluio M
TEXHOJOTHIO  JOKYMEHTAI[MOHHOTO O0ecredyeHus
YIPABJICHHUS.

JloxymMeHTalmoHHOe obecrnieueHue
yYIpaBJIeHUs] KaK CHUCTeMa padOThl C IOKYMEHTaMH.
@dakTophl, BIMAIONIME HA €ro OpraHU3AlUI |
TEXHOJIOTHIO B YYPEKICHUSAX, OpPTaHU3AIUAX U Ha
NPEANPUITHSIX  PA3JMYHBIX  OpraHU3aIMOHHO-
npaBoBbIX (opMm. OpraHu3alMoOHHBIE, IPABOBHIE,
COILIMAJIbHBIE U TICUXOJIOTMYECKHE AaCHEKThl
JOKYMEHTAIMOHHOTO 00eCTICUeHHUs YIIPaBICHUSI.

Bansaue aBTOMaTI/I3I/IpOBaHHOI71 TCEXHOJOTNH1
00pabOTKM  JOKYMEHTOB Ha  JOKYMEHTAIIHOHHOE
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o0ecrieyeHne yrnpaBiieHHsL.

B3aumMocss3b JOKYMEHTAallUOHHOT O
obecrnieueHus YIPABJICHUS c XpaHEHUEM
JOKYMEHTOB B  apXMB€ OpraHu3alud U B
roCy/1apCTBEHHbIX apXHUBaX.

Hanpasnenus cocyoapcmeennoeo
pe2yiuposans 0elonpouU3800cmead
6 1990-e — 2000-¢ 200wi.

XapakTepucTuka 3aKOHOJATEILHBIX n
HOPMAaTUBHBIX  IPaBOBBIX akKTOoB  Poccuiickoii
Qenepanyy,  perIaMEHTUPYIOIUX  paboTy ¢
JIOKYMEHTaMHU. Hanpasnenust rocyaapCTBEHHOTO
perynupoBaHusi. 3aKOHOJATEIBHOE 3aKPEIUICHHE
o0mmx TpeOOBaHWH K JOKYMEHTAM W CHCTEMaM
YIIPABJICHHUS. OTBETCTBEHHOCTh 3a paboTy ¢
JIOKYMEHTaMU U UX COXPAHHOCTb.

XapakTepucThka HOPMAaTHUBHO-
METOINYECKUX JOKYMEHTOB MEXKOTPACIIEBOTO
IEUCTBUSL.

3.2. Opranm3zauus cayxosl JOY.

Opranu3zanuoHHbIE (bopMbI
JOKYMEHTAIMOHHOTO  OOECTIEYCHHUsI  YIPABICHHUS.
dakTopsl, oTpeieNsoue BBIOOD
OpraHu3aloHHOW  (QOpMBI B KOHKPETHOH
OpraHu3aIMH.

OcHoBHas 11eM1b, 337]aui U (PYHKIMU CITYXKOBI

JOV.
Tunosble CTpyKTYypHI ci1yx0b1 JIOY.
Perimamenranms byHKIMHA
TOpa3AeICHUIA Mo  JIOKYMEHTAIIHOHHOMY

oOciyxuBaHui0. TuNOBBIE U HHIUWBUIYyaJbHBIE
nonoxkeHus o ciayx6e JIOY. Tumosoii dopmysip
MOJIOKEHMsI,  COCTaB  HMH(OpPMaLuu,  MOPAIOK
pa3pabOTKU U YTBEPXKICHUS.

JIOIDKHOCTHOM M YMCJICHHBIM  COCTaB
paboTHuKOB cinyx0b1 JIOY. OyHkuun paboTHUKOB
CITY>KOBI A0y (cexperapb CTPYKTYpPHOTO
IIOJIpa3ICIICHNUS, CEKpeTaphb PYKOBOJUTEIS,
WHCIEKTOp MO KOHTPOJMI U T.JA.). 3aKpervieHHe
OTBETCTBEHHOCTH U TOJHOMOYMHA pabOTHHUKOB
cnyx6b1 JIOY.  JlomkHOCTHAass MHCTPYKLUS Kak
OCHOBHOM HOPMATHUBHBIN JOKYMEHT,
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OTpeAeNSIOIui OpraHU3aIIOHHO-TIPABOBOE
MoJiokeHue paboTHHUKA. DPOopMyIsp TOIKHOCTHOM
WHCTPYKLUHMH, CcOCTaB HH(MOpMALUU, HOPSAOK
pa3pabOTKU U YTBEPKICHUS.

[Tonoxxenue o ciyx6e JIOY u nomkHOCTHAS
UHCTPYKIHUS Kak  HOpMaTHBHas  OCHOBa
pacnpezeneHuss TpyAa MeXAy HOoJpa3feiieHUusIMU U
WCIIOJIHUTEIISIMH.

WucTpyKuMs 1O JEJNONPOU3BOJACTBY -
OCHOBHOW HOPMATHBHBIN aKT, PErJIaMEHTUPYIOLIUNA
TEXHOJOTHIO JOKYMEHTAI[MOHHOTO 00ecredyeHus
ynpaeieHus.  TUNOBbIE U WHAUBUIyaJIbHbBIC
uHcTpykuuu.  Ilopsimok  pa3paboTku,  cocraB
nHbOpMAaINY, TPaBUIIa YTBEPKACHUS M BHEIPEHHUS.
OTBETCTBEHHOCTh COTPYAHHKOB OpraHu3alluMd 3a
coOnrofeHre TpeOOBaHUI HHCTPYKIIHH.

HopMmupoBanue Tpyaa paOOTHUKOB CIIY:KOBI
JOY, TunoBele  HOPMATUBBI  BpPEMEHU  Ha
JIEJIONPOU3BOJICTBEHHBIC PAOOTHI.

Pa3melienne CTpyKTYypHBIX NOAPA3AECICHUN
cnyx0b1 JIOY. VYcnoBus Tpyaa, opraHuzanust H
obopynoBaHue pabouux MecT.

[Topsimok xpaHeHust Tmedarei, OJAHKOB U
MpaBujia TMOJb30BAHUS HMMHU. OTHKA JEJIOBBIX
OTHOIICHUH, TICUXOJIOTMYECKUH AacmleKkT paboThl ¢
JIOKyMEHTaMHU. [ToaroroBka KaJIpoB
JIeNIOTIPOU3BOACTBEHHBIX ~ CITYXkO. DopMbI
MOBBIICHUS  KBaTU(UKAIIMM  CIICIMATUCTOB B
obmactu JIOV.

3.3.
AOKYMEHT0000poTa

Opranuszanus

Onpenenenue HOHATHUA
«TOKYMEHTO000POT». OO6mme NpUHIOUIBI |
METOANYCCKHUC OCHOBBI opraHusanuu
JTOKYMEHT0000pPOTA, 170 peanm3anys B

JICUCTBYIOIIUX TOCYJApPCTBEHHBIX HOPMATHBHBIX
JOKYMEHTaX.

CtpykTypa U o0mas XapaKTepUCTHKA
JTOKYMEHTOMOTOKOB.  O0BeM JOKyMEHTO00OpOTa.
Yder KoJU4ecTBa JOKYMEHTOB.

[Ipuewm, NIPOXOXKIEeHUE 51 MOPSAOK
WCTIOJTHEHUS MOCTYTAOIIHX JIOKYMEHTOB.
[TepBuunas SKCTICAUITUOHHAS o0OpaboTka

JIOKyMEeHTOB. l[lpeaBapuTenbHOE  paccCMOTpEHHE
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JOKYMCHTOB. PaCCMOTpeHI/IC JOKYMEHTOB
PYKOBOJACTBOM OpraHu3allu, IMPUHATHE PCUHICHUA O
XapakTepe ux HUCIIOJIHCHU . HanpaBneHHe

JOKYMEHTOB Ha UCIIOJIHEHHE.

JlocTaBka  JOKYMEHTOB  HCHOJHHTEISIM,
NOpSIOK WX TpuemMa W mepergadu. Pabora
WCTIOJHUTENA C JIOKyMEHTaMU. DTarbl HCIIOTHEHHUS.
[Topsimox 00pabOTKH OTMPABISEMBIX JOKYMEHTOB.
[IpaBuna opraHuzanuu JBUKEHUS BHYTPEHHHUX
JNOKyMeHTOB. HarmpaBienust COBEpIICHCTBOBAHUS
JIOKYMEHTOO00O0pOTa U IYTH €r0 COKPAIICHHUS.

TenneHnuu pocra JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aIHIX. Bnusiaue
aBTOMAaTHM3alMk  O0paboTKM  HWH(pOpMAIMK  HA
KOJINYECTBEHHBIC " Ka4eCTBEHHBIC
XapaKTePUCTHKHU JOKYMEHTO000pOTA.

3.4. PerucTtpauusi 10OKyMEeHTOB H
opraHu3anusi CIPaBOYHO-
HH(OPMALMOHHOTO
00CTy>KNBAHMS.

Perucrpanuss ~ kak  cocTaBHas  4acTb
texHoiorun  JIOVY. IlpuHuunel  perucrpanuu
JIOKYMEHTOB

Xapakrepucruka COBPEMEHHBIX
perucTpanoHHbIX (opM, cocTaB MHPOpPMALUU U
MOpSAAOK MX 3aroiiHeHus. Pas3Butue crnoco6oB
perucTpanuu B rocyJapCTBEHHOM
JEJIONPOU3BOICTBE.

B3auMocBaA3p perucrpanum JOKYMEHTOB C
opraHu3anuein CIPaBOYHO-MH(POPMAITMOHHON
paboThl, OpraHu3alel KOHTPOJIS HWCIOJHEHUS U
rocienyromiei 00padoTKOM TOKYMEHTOB.

WNuaexcupoBaHue JOKYMEHTOB. 3HAYCHHE U
IpaBuJIa dbopmupoBaHus HHJIEKCOB.
WHpekcupoBaHne  TOKYMEHTOB B YCIOBMSX
TPaJUIIMOHHON 00pabOTKH JOKYMEHTOB.

[TpuHuMnBl MOCTpOeHUST MHGPOPMAIMOHHO-
nonckoBbix cuctem (UIIC) pydHoro tumna, ux BUABL.
NudopmannonHo-cripaBoyHOE o0ciTy’)KnBaHUE
anmapara yIpaBJICHHUS B YCIOBUSAX IPUMEHEHHS
aBTOMaTHU3MpoBaHHbIX TexHosorui JJOV. Ilouck un
HCIIOJIb30BaHUE uHpOpMALUU B
aBTomatusupoBaHHbIx UIIC.

10

3.5. KoHTpoab  HCHOJHEHUs

dopMupoBaHre TpeOOBaHUHN K OpraHU3aINH
KOHTPOJIS WCTIOJTHEHUS JIOKYMEHTOB B
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JTOKYMEHTOB

JIEIIOTIPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 3a CpoKamu
HCIIOIHEHUS JIOKYMEHTOB B amnmapare
yIpaBICHUS. OcHOBHBIE TIPUHIIATIBI ero
OpraHH3aIlHH.

3amaun  canyxOb1  JIOY 10  KOHTpOIIO
WCIIOJIHEHUST TOKYyMEHTOB. Kareropuu JOKyMEHTOB,
MOJIC)KANTUE  KOHTPOJIIO Cpoku HMCHOJIHEHHUS
JOKYMEHTOB. TE€XHOIOTHS KOHTPOJIBHBIX OTEepaIni.

PernamenTsl  BHYTpEHHEW  OpraHU3alMH
(dbenepalbHBIX OpPraHOB MCIOJHUTEILHON BJIACTH
KaK OCHOBAa KOHTPOJISI WCIIOJHEHHS JOKYMEHTOB B
rOCyJapCTBEHHOM arnmapare Poccuiickoit
denepauuu.

O0o0011IeHe, aHail3 MW  HCIO0JL30BAHHE
JaHHBIX 00 WCIOIHEHUHU JTOKYMEHTOB B YCIOBHUSX
TPaJAMIITMOHHON U aBTOMAaTU3UPOBAHHOW TEXHOJIOTUH
00pabOTKH JOKYMEHTOB

ABTOMaTH3UPOBAaHHBIE CHUCTEMBI KOHTPOJIS
3a CpPOKaMH WCIIOJTHCHHSI JOKYMEHTOB, OIBIT WX
MIPUMCHCHHSI.

11

3.6. Opranusanus
JeJI0NPOU3BO/ICTBA no
NpPeAT0KEeHUsIM, 3asiBJICHUAM U
’Ka100aM rpaxiaH

OO11ecTBEHHO-TIOJIUTUYECKOE U COLMAIbHOE
3Ha4YeHue oOpalleHu TpakaaH. 3aKoHOAaTelbHas
pernaMeHTanus  paboThl C  MPEUIOKEHUSIMHU,
3asBJICHUSAMH U JKaJI00aMU IpaXk/iaH.

dopMupoBaHUE HOPMaTUBHOMH 0a3bl,
pernaMeHTHpYIOIe  opraHu3auuio  paboTel €
oOpallleHusIMi ~ TpaXJaH B  TOCYJapCTBEHHOM
anmnapare.

OcHoBHble 3amaun  cayx0sl  JJOY 1o
opraHuzanu paboTsl ¢ 0OpalleHUsIMUA TpaXkJaH, ee
ocoOenHocTH. Onepalnyu Mo nNpueMy, perucTpaimu,
KOHTPOJIIO HCIOJIHEHUS, NPHUHATHIO PELICHUM IO
oOpameHussM  rpaxjgaH. CpOKM  HCIIOJHEHHMS.
TpebGoBaHUs K COACPIKAHUIO OTBETHBIX TOKYMEHTOB.
dopmupoBaHuE U XpaHEHHE JIe] C MPEIJIOKEHUSIMH,
3asMBICHUSMHA W Kaiobamu rpaxman. O0oOmenue,
aHaJIU3 W WHCIIOJIb30BAHME JaHHBIX O pabore cC
oOpaleHUs MU TPaXKAaH B anmapare yrnpaBIeHHs.

Opranuszanus npueMa rpaxaaH B
rOCy1apCTBEHHBIX yUpeKACHUAX. POPMBI U METO/IBI
COBEPIICHCTBOBAHMUS PabOTBl C  OOpAaIICHUSIMHU




16

rpaXIaH B OpraHax TOCYJapCTBEHHOW BIIACTH H
yIIpaBJIeHUs], B OOIIECTBEHHBIX OPraHU3aIIUsX.

[Tpumenenue aBTOMAaTH3MPOBAHHBIX
TEXHOJOTMH NI  TOJATOTOBKA  OTBETOB M
OpraHu3aIuu nH(OPMAIIMOHHO-CITPABOYHON
CIy’)XObl B YYpPEXKICHUAX C OONBIIHNM OOBEMOM
oOpartieHu# rpaxkiaH.

12

3.7. XpaHeHHe [IOKYMEHTOB B
JeJI0NPOU3BOACTBE OPraHUu3alNu

Opeanuzayus mexkyuje2o XpaHeHus
OOKYMeHmos u obecneyenue ux COXxpanHocmu

OCHOBHBIC TIOJIOKEHUSI 3aKOHOAATEIILHOU
periaMeHTanuu XpaHEHHUsI JIOKYMEHTOB B
Poccuiickoit denepanuu. Meronnueckue
JOKYMEHTBI 110 OpraHu3ali XpaHEHUSI.

XpaHeHHEe  JOKYMEHTOB B CTPYKTYpPHBIX
nojpaszzfeneHusix opraHuzauud  OTBETCTBEHHOCTh 3a
COXPaHHOCTh JOKYMEHTOB. OpraHusanusi CHpaBOYHOU
paboTHI ¥ TIOPSIOK BBIJAYM TOKYMEHTOB BO BPEMEHHOE
II0JIb30BAaHUE  IIPU  XpPaHEHUH B CTPYKTYPHBIX
noApa3aACICHUAX. XpaHeHHe JOKYMCHTOB Ha
HETPAAUITUOHHBIX HOCHUTCIIIX.

CoxpaHHOCTh JTOKYMEHTOB IpH pPEOpraHHu3aliu
1 JIMKBUJIALIUY OpraHU3allni.

Homenxnamypa oen

[TonsaTue «HomeHkiaTypa aemn». HazHauenue
HOMEHKJIATYpHI aen. HomeHknatypa nenm Kkak OCHOBa
CHCTeMaTH3allud  JOKYMEHTOB B  IEIIX  HX
MOCIEAYIOIIETO XPaHESHHS!.

TpeboBaHMs K COCTaBICHHIO HOMEHKJIATYPhI
nen. WX permameHTanusi B 3aKOHOJATEIbHBIX
aKTaX U HOPMATHBHO-METOJUYECKUX JIOKyMEHTax
MEXOTPaciIeBOro JIeiCTBUS.

Buasl HOMEHKIATyp Jel1, UX 0COOEHHOCTH U
Ha3Ha4YeHHE Meroauka COCTaBJICHUS
HOMEHKJIATYPHI Jem: n3y4eHne coCTaBa
TOKYMEHTOB, pa3paboTka  KJIacCH(UKAITMOHHON
CXEMBI, COCTABJICHHE 3aroJIOBKOB Ji&JI H HX
CHCTeMaTH3alusi C  Y4eTOM  YCTaHOBJICHHBIX
TpeOOBaHUIA.

[Topsimox  odopmileHUs, COTJIACOBaHUS U
YTBEPKICHUS HOMEHKIIATYphI Ael. CpOKU XpaHeHHUs
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JOKYMCHTOB
Hcnons3oBanne HOMCHKJIATypbl  JCJI B
OIICPAaTUBHOM XPaHCHUHU U ApXHUBEC OpraHu3alviu.

Opeanuzayus u NOpsi00K PopmMuposanus
oen

[Tonsatue “¢gopmupoBanue aen”’, OCHOBHBIC
TpeOOBaHUS K  NPOBEIEHUIO 3TOH  pabOTBhI.
CoBpeMeHHass HOpPMaTUBHO-MeTOAMYECKas 0a3a,
omnpeenAooas TpedoBaHUs K (OPMUPOBAHUIO A€
B JIEJIONIPOU3BO/ICTBE.

@opmMupoBaHHE €1 B  OpraHU3alusiX
pPa3IMYHBIX YPOBHEW YIpaBJICHUS. 3aJadydl CIIYKObI
JOVY wu apxuBa opraHmzanu 1Mo  00ECIEYCHHUIO
KauecTBeHHOro ¢opmupoBanust nein.  [IpaBuna
dbopMupoBaHus B Jella JOKYMEHTOB pPa3IHYHBIX
BUJOB. [IpuUHIMIBI cHCTeMaTU3alUd JOKYMEHTOB
BHYTpH J€Il.

OPZCIHI/BCZL;M}Z IKCnepmu3vl YeHHocmu

O0OKYMEHmMO8
ITonsiTne “akcrepTrsa LIEHHOCTU
nokyMeHToB”.  HopmaTuBHO-MeTOnMYeCKHE U

TEOPETUYECKUE OCHOBBI IPOBEACHUSA JKCIIEPTUSBI.
TpeboBaHMs K IPOBEIEHUIO IKCIIEPTU3bI [IEHHOCTU
JIOKYMEHTOB.

Opranuzanus paboThl  LEHTpaJIbHOU
skcriepTHoit  komuccuun  (UOK) wu  skcmeprHOi
komuccun (OK) yupexnenus (opraHuszanuu) 1o
MIPOBEACHUIO DKCIEPTU3bl LIEHHOCTH JOKYMEHTOB.
[Tonoxenne o0 skcnepTHOl kKomuccuu. IlpaBa u
(GYHKIMM 3KCIEpTHOW KOMHUCCHM, TOpSAIOK €€
paboThI. JlokyMeHTHpOBaHuE JESATENBHOCTH
OKCIIEPTHOM  KOMHCCHM.  OTalbl  NPOBEACHUS
9KCHEPTU3bl LEHHOCTH TOKYMEHTOB. OdopmieHue
Pe3yabTaTOB SKCIEPTU3BI IEHHOCTH JTOKYMEHTOB.

[TonsiTne “nepedeHb JOKYMEHTOB”.
Hasnauenne wu WCIIOJIb30BAaHUE TIIEpEYHEH B
Ka4yeCTBE OCHOBHBIX MCTOYHHMKOB IO YCTAHOBIIEHHUIO
CPOKOB XpaHEHUSI U o0ecredeHus eIUHCTBa
OIIEpaTUBHOTO XpaHEHHU JIOKYMEHTOB B
JIEJIONPOU3BOJICTBE U APXUBE OpraHU3aLUH.
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TumoBeile ©  BEIOMCTBEHHBIE MEPEYHHU.
Hcnonp3oBaHne mepedHeidl Ul COCTABIICHHS
KJ1acCU(PUKATOPOB U HOMEHKJIATYP JIEI.

Iloozomoska u ogpopmnenue oen

VYuudukamus  TpeOOBaHMKW K Jelawm,
cllaBaeMbIM B apxuB. HopMaTHBHO-METOJIUYECKHE
JOKYMEHTBI ~ MEXOTPacleBOr0  JEHCTBUS 00
ohopMIICHUH JET.

OcHoBHBIE TpeOOBaHUS K OPOPMIICHHIO JIEII.
[TomHoe m wacTuyHOoe odopmiienue nen. [loammBka
nen. Hymeparus nuctoB. 3aBepuTeIbHAs HAJIUCH.
Buyrpennss omwch. OdopmiieHHE OOJIOXKKH e
MTOCTOSIHHOTO M BPEMEHHOT'O XPaHCHHUSI.

Onucu Oen
ITonsTue «OITHCh Jea». [IpaBuna
COCTaBJICHUSA OITHCH nen CTPYKTYPHOTO
MOJIpa3IeJICHHUSI. Bunaer ommceir.  OdopmieHue

OITKCH JIeJI CTPYKTYPHOTO MOIPa3/IeICHU.
llopsidox nepedauu den 6 apxue
opeanuzayuu

[lepemaua nem B apXuWB OpraHU3AIHM.
BsaumopeiictBue ciayx6sr JJOY u apxuBa mnpu
(GOpMHpPOBAaHUM  OCHOBBI  JJIS  IOCIIEIYIOIEro
XpaHEeHHUs U UCTIOJIb30BaHUs TOKyMEHTOB. ENMuHCTBO
OpraHu3ali JOKYMEHTOB B JIEJONPOM3BOJCTBE U
apxuBe.

13

3.8. Hanpasienus
coepuieHcTBOBaHuA 10Y

VipapieHue AOKyMEHTaMH KaK 4acTh CHCTEMBI
ynpaBieHus KadecTBoM. CraHaapTH3alus MpoLEayp
yIpaBieHusS AOKYMEHTaMH KaK METOJUYecKas OCHOBA
JESTENbHOCTH CIYX0 JTOKyMEHTAaIlMOHHOTO O0eCTIeueHus
YIPaBJICHHUSA B POCCHUIICKUX OPTaHU3AIHAX.

Pa3BuTue pernaMeHTalud TOKYMEHTALMOHHOIO
obecrieueHust yrpaBjieHUs. Pojb THIOBBIX perjaMeHTOB
OpPraHoB TOCYJapCTBEHHOM BJIACTH M YIpaBIEHUS B
PETYJIIMPOBAaHUN JTOKYMEHTAIMOHHOTO O0ECIeUeHUsT X
JesATeIbHOCTU. BHYTpeHHME perflaMeHThl OpraHu3auil.

CoBeplIeHCTBOBaHHE JOKYMEHTAIIHOHHOTO
o0ecriedeHus yIpaBJieHUs B TOCYJapCTBEHHOM almapare,
OpraHM3alMAX  pa3iudHbIX  (HOpM  COOCTBEHHOCTH
(TocymapcTBEHHBIX u HETOCYJIapCTBCHHBIX ).
VYnopsimoueHne OpraHu3allMOHHBIX (OPM U METONOB
paboThI ¢ JOKyMEHTaMHU.
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PermamenTtammst ~ QyHKIUWA, CTPYKTYpBHl |
OpPTraHU3AIMOHHO-TIPABOBOTO TTOJIOKeHU cry)0 [JOVY.

Brnusuue HOBBIX  WH(OPMAITMOHHBIX
TEXHOJIOTHA Ha COBEPUICHCTBOBAHHWE YINPABICHYECKOMN
nestenbHOoCcTH U JIOY.

4. O0pa3oBaTe/ibHbIEe TEXHOJIOTHH

OO0pa3oBaTte/ibHbIE TEXHOJIOTUH

HaumenoBaHue pasaesia

Buabl yueOHbIX

Oo0pa3oBaTebHbIEe TEXHOJOTUH

n/n 3aHATHIH
1 2 3 5
1. |[Ipenmer, conepxanue, |Jlekmus 1. BBoanas jeknus ¢ HCIIOJIL30BaAHUEM
3aJ1a4M Kypca BUJICOMATEPHUATIOB
IToAroToBKa K JEKIUH C UCIIOIb30BAHUEM
npaBoBbIX 0a3 «KoHcynbTanT, «I'apant u ap.,
CamocTosTensuas |caiTa «Zakonbase»: 3akoHoaTenbHas 6a3a
pa6Gota Poccuiickoit @enepanuun
2. |Bo3HUKHOBEHHE U Jlexnms 2. Jlexuusa-6ecena

pa3BUTHE
JIEJIONIPOU3BOJICTBA B
yupexzaeHusx Poccun
XVI - XVII BB.

JlaGoparopHoe 1

CaMocTosTenbHas
pabora

PaGota ¢  MeToAgMuYecKMMHM ~ MaTepHanaMw,
KOJUICKIIUSIMU  JIOKYMEHTOB (OHJIA J1ad0paTopuu
JOKYMCHTOBCIACHUA

[ToaroToBKa K JIEKITMH C MCTOIB30BaHHEM (HOHIOB
oubnmoTekn PITY u naboparopuu
JOKYMCHTOBCJACHUA M IIPAKTHYCCKOMY 3aHATUIO B
COOTBETCTBUMU C METOAMYECCKHMMHU YKa3zaHUSAMU 110
BBITIOJTHEHHIO TIPAKTUYECKHUX 3aHATHH.
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Jlenonpou3BoACTBO B Jlexmmst 3. Jlexnms-6ecena
yupexeHusx Poccun
XVII B
JlaGopaTopHoe Pabota ¢ MeTOTUIECKUMU MaTepHaIaMU,
3aHATHE 2. KOJUIEKIIUSAMU TOKyMEHTOB (poHma 1abopaTopun
JTOKyMEHTOBEICHUS
[MoaroroBka K JCKIUH C HMCIOJb30BaHUEM (DOHIIOB
oubnuorexu PITY u naboparopuu
JIOKyMEHTOBEJICHUSI M TPAKTHYECKOMY 3aHSATHIO B
COOTBETCTBHHM C METOJUYECKAMH YKa3aHUSMHU II0
CamoCTOATENBHAS | gy 110 /1HEHMIO IPAKTHYECKHUX 3aHATHIA.
paborta
Jemonpon3BoJCTBO B Jlexmms 4. Jleknusi-Oecena
yupexaeHusix Poccuu
XIX - magane XX BB.
JlabopaTtopHoe Pabora ¢ MeTonnyecKuMH MaTepraIaMH,
3aHsATHE 3. KOJUTIEKIIUSAMU TOKyMEHTOB (poHaa 1abopaTopun
JIOKYMEHTOBEICHUS
[loxroTroBKa K JEKIUH C HCIOJIB30BaHUEM (HOHIIOB
oubnuorexu PITY u naboparopuu
CaMocTosTeIbhas |[IOKYMEHTOBEICHHSI U TPAKTUYECKOMY 3aHSITHIO B
pabora COOTBETCTBUHM C METOJUYECKHMH YKa3aHUSIMHU I10
BBITIOJTHCHUIO MTPAKTHUECKUX 3aHATHH.
CranoBnenue u pa3Butue [Jlekmus 5. Jlexuus-nuckyccus
JISIIONIPOU3BOJICTBA B
COBETCKHX
TOCyTapCTBCHHBIX CamocrostenbHas |[IoAroToBka K JEKIUK ¢ UCIIOIb30BaHUEM (DOH/IOB
YYpEXACHUAX pabora oubmmotexu PI'TY u maboparopun
JIOKYMEHTOBe IcHH s/
Opranuzanus Jlexnusa 6. [IpoGiieMHas nekuus
JIOKYMEHTAI[AOHHOTO
obecreueHus
YIPpaBJICHUA CamocrostenpHas |[IoAroToBKa K JEKIIUH C UCTIOIH30BAHUEM
paborta npaBoBbIX 0a3 «KoHcynbranTy, «["apanT» u 1p.,

calita «Zakonbasey»: 3akoHoarepHas 0asa
Poccuiickoit ®eaepannu
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Opranuzamus cyk0s1  |Jlexum 7 Jlexust ¢ pa360pOM KOHKPETHBIX CHUTYAITHH
A0y
PaboTa ¢ MeTogMUECKUMH MaTepruanaMu
nabopaTopuu TOKYMEHTOBEICHHUS
JlaGopaTopHoe
3anATHE 4. [TonroroBKa K JEKIIUU C HCIOIB30BaHUEM (DOHIOB
OnOIIMoTEKH PITY u nabopaTopuun
JOKYMEHTOBEJCHHUSI M IMPAKTUYECKOMY 3aHITHUIO B
COOTBETCTBHM C METOJMYECKHMHU YKAa3aHHUSIMHU O
BBITIOJIHEHHIO TIPAKTUYECKHUX 3aHITHIT/
CamocrosiTenbHast
paborta
Opranuzanus Jlexrus 8. Jlexmust ¢ pa300pOM KOHKPETHBIX CHUTYaIlHiA
JIOKyMEHT0000poTa
Pabora c MeTomnyeckuMH MaTepruaIaMu
J1a00PaTOPUH JTOKYMEHTOBEICHUS
JlabopaTopHoe
3aHATHE 5. [loxroroBKka K JEKIMU C HCIIOIB30BaHUEM (DOHIOB
oubnuorexu PITY u naboparopuu
JIOKyMEHTOBEJICHUSI M TPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBUHM C METOJUYECKHMH YKa3aHUSIMHU I10
BBITIOJIHEHHIO TIPAKTUYECKHUX 3aHITHIT/
CamocrosTenbHast
pabora
Perucrpanus Jlexmus 9. Jlexmus ¢ pa360pOM KOHKPETHBIX CHUTYaITHi
JIOKYMEHTOB U
OpraHu3alys CIIPaBOYHO-
MH(POPMALLOHHOTO
00CITy)KUBaHUS Pabora c MeTomnYecKMH MaTepruaIaMu
nabopaTopuu TOKYMEHTOBECHHUS
JlaGopaTopHoe
3aHATHE 0.

[ToaroToBKa K JEKIUU C MCHOJIb30BaHUEM (DOHIOB
OMOIHOTEKH PITY u n1a00paTopun
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JOKYMCHTOBCACHHUSA W NPAKTUICCKOMY 3aHATUIO B
COOTBETCTBUU C METOJUYCCKUMU YKa3aHUAMH I10
BBITTIOJIHEHUIO IMTPAKTHYCCKUX 3aHITHH

CamocTosTenbHas
pabora
10. [Kourpouas ucnonuenus  |Jlexrus 10. Jlexust ¢ pa360pOM KOHKPETHBIX CHTYAIlHiA
JIOKYMEHTOB
[ToaroroBKa K JIGKIIMU C MCIIOJIb30BaHUEM (POHIIOB
oubmuorexu PITY u nabopatopun
JOKYMCHTOBCACHU A
CamocrosiTenbHast
paborta
11. [Opranuzarms Jlexrmus 11. Jlexmus-Oecena
JIENTOTPOU3BOJICTBA TIO
NPEIOKEHHSM,
3asBIICHUSM H YKaI00aM
CamocrositensHas [[ToAroTOBKA K JIEKIIMU C UTIOTB300BAHUEM
pabora npaBoBbiX 0a3 «KoHcynbranT, «["apanT» u ap.,
caifta «Zakonbase»: 3akoHomaTeNnbHast Oa3a
Poccuiickoit @enepanuu
12. Jlekiuu 12 Jlexmmst ¢ pa300poM KOHKPETHBIX CUTYaIIUi
XpaHeHnEe JOKYMEHTOB
3 IEJIONIPOU3BOJICTBE
praHu3annu
PaboTa ¢ MeTOIUUECKUMH MaTepruaiaMu
nabopaToOpuu TOKYMEHTOBEICHHUS
JlabopaTopHoe
3aHsATHE 7.
IMoaroroBka K JCKIMU C KMCIIOJIb30BaHUEM (DOHIOB
oubnmoTekn PITY u naboparopuu
JOKYMCHTOBCJACHUA M IIPAKTHYCCKOMY 3aHATUIO B
COOTBETCTBUMU C METOAMYCCKHMMHU YKa3zaHUSAMU 110
BEITIOJTHEHHIO MTPAKTUYECKUX 3aHITUN
CamocrosTenbHast
pabora
13. |HanpaBnenus Jlexuus 13. [TpobnemHuas nexus
COBEPIIICHCTBOBAHUS

JIOY
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CamocrosrenbHas |[IoAroToBKa K JEKLUH C UCTIOIb30BaHUEM (HOHIOB
pabora oubnuorexu PI'TY u nabopatopun
JIOKYMEHTOBEICHHUS

5. Ouenka nJIaHUPyeMbIX Pe3yJbTATOB 00y4YeHUsI

5.1. CucreMa oneHUBAHU S

dopma KOHTpOIIS Makc. KoM4ecTBO 0aioB
3a onHy paboTy Bcero
Texymuil KOHTPOJIb:
- cobecejoBaHNE 5 6aynos 15 Gamnos
- OIICHKA J1JA0OPATOPHBIX 3a/IaHUH, KEHCOB 5 6ayioB 25 6aiioB
- KOHTpOJIbHAs paboTa (Tembl 2.1-2.3) 5 6annos 5 6amos
- KOHTpOJIbHAs paboTa (Tembi3.1- 3.4) 5 Gamos 5 6amnos
-PTC
5 Gannos 10 6ammoB
[IpomexyTouHas aTTecTauus 40 6aiioB
(3KK3aMeH)
Hroro 3a cemecTp (AUCHUTUINHY) 100 Gammnos

ITomy4eHHBIN COBOKYITHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAJAUIMOHHYIO IIKATY OLIEHOK U B
HIKay oleHoK EBporieiickoii cucteMsl iepeHoca u HakoruieHust kpeauto (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM C TaOIUIICH:

100-0atbHas T a oA LKaTa Ikana
[IKajia paui ECTS
95-100 OTJINYHO A
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83 -94 3a4TEHO B

68 — 82 XOPOIIIO C

56 — 67 D
YIIOBJIETBOPUTEIHLHO

50-55 E

20-49 FX
HEY/IOBJICTBOPUTEIILHO HE 3aUTCHO

0-19 F
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5.2.KpnTepnn BBICTABJICHHUA OLICHKHU MO JUCHUILIIMHE

Banany/
IxaJuaa
ECTS

Onenka o
JTUCIHUIIINHE

Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 10
AMCHMILINHE

100-83/
AB

«OTIIMYHOY/

«3aYTCHO
(oTI4aHO)»/

«3auYTCHO»

BeicraBinsercs o0y4arommemMycsi, €Clid OH ITyO0Ko U
IIPOYHO YCBOMJI TEOPETUYECKUM U NPAKTUYECKUI
MaTepHas, MOXKeT IPOJEMOHCTPUPOBATH 3TO Ha 3aHATHAX
U B XOJI€ IPOMEKYTOYHON aTTECTALUN.

OO0yyaromuiics HCYEPIIBIBAIOIIE U JTOTHYECKH CTPOHHO
u3naraet yueOHbI MaTepual, yMeeT YBSI3bIBATh TEOPHIO C
MIPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3ajad
npodeccHnoHaATbHOM HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, MPABHUJIBHO 00OCHOBBIBAET IPUHSTHIC
penieHusI.

CB000IHO OpUEHTHPYETCs B yueOHOH U
npoeCCHOHATTLHOMN JINTEPATYpE.

OneHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCS C
Y4ETOM PE3YNIbTATOB TEKYIIEH U IIPOMEKYTOYHOU
aTTeCTaluu.

Komnerenmum, 3akpeniéHHbie 3a JUCIUIUIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHIN.

82-68/

«XOPOLIO»/

«3a4TEHO
(xopor10)y/

«3a4TCHO»

BricTaBnsiercs o0y4daromemMycsi, €Ciau OH 3HaeT
TEOPETHYECKUH U MPAKTUYECKUI MaTEpHaJl, TPaMOTHO U 110
CYILIECTBY M3JIAraeT €ro Ha 3aHATUSAX U B XOJ1€
MIPOMEKYTOYHON aTTECTALlUH, HE JOITYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicss IpaBUIbHO MPUMEHSET TEOPETHUECKHE
TIOJIOXKEHUS [IPU PELICHUHN TPAKTUYECKUX 3a1a4
po¢eCCHOHAILHON HANPaBIEHHOCTH Pa3HOIO YPOBHS
CJI0KHOCTH, BJIaJIeeT HEOOXOAUMBIMHU JIJISl 3TOTO HaBBIKAMHU
U IIpUEMaMU.

JlocTaTOYHO XOPOILIO OPUEHTUPYETCS B yUeOHOU U
po¢eCCUOHATILHOM JINTEpaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00YYaOLIEMYCs C
y4€TOM PE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

Komniereniuu, 3aKkpeni€Huble 3a JUCUUTUIMHOM,
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Bbanabl/ Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 110
Ixana AUCUMILINHE AUCHHUILINHE
ECTS
c(OPMHPOBAHBI HA YPOBHE — «XOPOILIUIi».
67-50/ «yIIOBJIETBOPH- BricraBisiercst o0yyaromemycs, €Cii OH 3HaeT Ha 6a30BOM
TEJIBbHOY/ YPOBHE TEOPETUYECKUM U IIPAKTUYECKUNA MaTepual,
D.E JIONYCKaeT OTAENIbHbIE OINOKU IIPU €ro U3JI0KEHNUHU Ha
(GATATEHO 3aHATHUAX U B XOJ€ NPOMEXKYTOYHOM aTTeCTALUH.
(ynoBneTBopu-
TEJBHO)»/ OOyyaromuiics UCIIBITHIBACT OMPeIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJIO0KEHUN MTPU PELIEHUN
(GATTCHOY MPaKTUYECKHX 3a71a4 MPOo(hecCHOHANBbHOM HAIIPaBICHHOCTH
CTaHJAPTHOI'O YPOBHSI CIIOAKHOCTH, BJIaJICET
HEO0OXOIMMBIMHU ISl 3TOT0 0230BBHIMH HABBIKAMU U
NpUEMaMH.
JleMOHCTpHpYEeT JOCTaTOYHBIM YPOBEHBb 3HAHUS YICOHOU
JIUTEPATYypPHI 110 TUCLHUIIIVHE.
OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00Y4aOLIEMYCs C
y4€TOM PE3YJIBTATOB TEKYILIEH U TPOMEKYTOUHON
aTTeCTalUu.
Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTUIMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIN).
49-0/ «HEeyJIOBIETBOpUTE | BricTaBnseTcst oOydaroieMycs, eciii OH He 3HaeT Ha
FEX JBHOY/ 6a30BOM ypOBHE TEOPETUUECKUN U MPAKTHUECKUI
' MaTepHal, JIoIycKaeT rpyoblie OIMOKH IPU €ro
HE 3a4TEHO

M3JI0KCHHWHU Ha 3aHATHUAX U B XO0J1€C HpOMCH(YTOQHOﬁ
aTTeCTaluu.

OOyyaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPYAHECHUS B
MPUMEHEHUH TEOPETUYECKHUX MOJIOKEHUH MPU pPEeLICHUH
MPaKTUYECKHX 3aj1a4 MPpo(hecCHOHABbHOM HallPaBIEHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIa/IEET
HEO0OXOTMMBIMHU ISl 5TOTO HaBBIKAMHU U TIPUEMaMHU.

JleMOoHCTpHpYeT (pparMeHTapHbIe 3HaHUS Y4eOHOH
JIUTEPATYypPHI 110 TUCLUIIIINHE.

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydaronemMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MTPOMEKYTOUHOM
arTecTaluu.
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Bbanabl/ Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 110
Hxana AUCHHUILINHE AMCHMILINHE
ECTS

KomnereHuy Ha ypoBHE «10CTaTOYHBINY, 3aKpPEIIIEHHbIE
3a AUCUUIUINHON, HE C(OPMHUPOBAHBI.

5.3. OneHovHble cpeacTBa (MaTEpHAJIbI) AJISl TEKYIIEr0 KOHTPOJISI yCIIeBA€MOCTH,
NMPOMEKYTOYHOM aTTeCTAllUM 00y4AIOUIUXCS N0 AUCHUILIUHE (MOOY10)

Keiicpl aJ1s1 TekyLueil arrecrauum:

1. CymiecTByeT Jin B HACTOSALIEE BPEMs TOCYIapCTBEHHOE PETYJIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEW 00padOTKU JOKYMEHTOB (HAIpUMep, OTPEICIICHbI JIU TUITOBBIE
orepanuu 00pabdOTKH TOKYMEHTOB, X MOCIEOBATEIIEHOCTD) B YUPESIKACHUAK, OPraHU3aUAX U
Ha IPEANPUITUIX CTPAHBI?

Kakumu okymMeHTaMu JOJIKHBI MJIK MOT'YT PYKOBOJICTBOBATHCSI KOHKPETHBIE CTPYKTYPbI
IIPU PELIEHUU JaHHOTO Bompoca?

2. JIns pemieHus Kakux 3a7ad UCHOJIb3YIOTCS TOCYyJapCTBEHHBIE CTaHAAPTHI B cdepe
nenonpoun3BoacTBa? HazoBuTe Takue cTaHaapThl.

Kakum 00pa3zom opraHu3aiius MOKET J0OUThCS OT CBOMX PaOOTHUKOB 0053aTEIILHOTO yUeTa
nonoxeuuit ' OCT?

3. OnHo U3 BaXKHEHIIMX SIBIIIETCS TPOOJIeMa COXPAHHOCTHU (XpaHEHHsI) JOKYMEHTOB
opranuzaiuii. KakuMu npaBoBbIMHM aKTaMH U TOCYapCTBEHHBIMH MEXOTPACIEBBIMU
JIOKYMEHTaMHU CIIeZlyeT PyKOBOJICTBOBAThLCS IIPU €€ PEeLICHUH:

3aKoHOJAaTeNbHbIE OCHOBBI XpaHEHHs TOKYMEHTOB

WHble npaBoBbIE aKThl, OMPEIEISAIONINE PEIICHHE BOIPOCOB, CBI3AHHBIX C
COXPAHHOCTHIO (XpaHEHHEM) JTOKYMEHTOB

HOpMaTI/IBHO-MeTOJII/I'-IeCKI/Ie JOKYMCEHTBI, COACPKAIMNE METOAUKY pa60T1>1 1o
OIICPaTUBHOMY XPaHCHHUIO JOKYMCHTOB U IIOAT'OTOBKE UX K IEPE€AAUC B apXUB OPraHu3aluu

4. PykoBoauTeNnb NPEANPUATUS PACTIOPSINICS TOATOTOBUTH JOKYMEHTBI, KOTOPBIE
JIOJKHBI PETJIaMEHTUPOBATH ICATENILHOCTD ClTyk0b1 JIOY (kaHuenspun), opraHu3anuio u
HOPSI0K PabOTHI C TOKYMEHTAMHU.
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brimo paspaborano Ilomoxxenre 06 nHOOPMAITMOHHON TTOJIUTHKE, OJMH U3 Pa3IeiIOB KOTOPOTO
HasbIBaICs «Opranu3aius padoThl ¢ JOKYMEHTUPYeMoii nHpopMareii». B pasnene 3akperuisics cratyc
KaHIIESPUU KaK CIIY>KOBI JICIOMPOU3BOJICTBA U (DYHKIIUH €€ COTPYTHUKOB IO padOTe ¢ JOKYMEHTaMH.

Omnpenenure, Kakue OpraHU3alMOHHbBIE IOKYMEHTBI 3aMeHHI coboii pasznen «Opranu3ast
paboTsI ¢ moKyMeHTHpyeMoi nHdopmanuein». [IpaBomepHa i Takast mpakTuka?

Kakoii (S18(] BHyTpCHHI/Iﬁ HOpMaTPIBHI;Iﬁ AOKYMCHT CJIEAOBAJIO pa3pa60TaTL, YTOOBI YCTaHOBUTH
€IUHBII MOpAAOK ACJIOIMPOU3BOJACTBA HA HpeI[HpI/IﬂTI/II/I?

5.0npexenure MOpsAAOK cocTaBieHus 1 opopmienus [lonoxkenus o ciyxoe 10VY:

obcToAaTenbcTax?)

paspabatbiBaeT (KT0?)

MOJIMTUCHIBAET (KTO?)

JIOJI’KHO OBITh COTJIaCOBaHO (C KeM?)
yTBepxaaeT (KTo?)

BBOJIMTCS B JICHCTBUE (KEM WM YeM?)

noAsiexKat nepecMmoTpy (Npu Kakux

3anoJIHUTE IPOIYCKHU.

6. PaspaboTaHHan B opraHnsaunm MHCTpYyKUMA No AeN0Npon3BOACTBY COAEPKUT caeaytoLime

TemMaTnyeckmne pasaenbl:

Opranuszanus 10KyMeHT0000poTa

Perucrpaiust 1OKyMEHTOB

KoHTponb 32 ncnonHenneM JOKyMEHTOB

Howmenknarypa nen

XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOJIpa3/ICICHUSX.

OtpaxkeH T B UHCTPYKIIUHU BECH MpOLiecC paboThI C TOKyMEHTaMu?

Ecam mHer, kakuMu pazaesnaMu Bel ObI JOTIOTHIIIN JaHHBIA JJOKYMEHT.

O6ocHylTe CBOE pelIeHHe.

7. HCTPYKUMA NO AeN0NPOon3BOACTBY — 3TO 0653aTe/IbHbIN AOKYMEHT A/1a BCeX paboTHUKOB

OopraHusaunn nam ToNIbKO AnAa ee Cl'ly>K6bI AEI'IOI'lpOM3BO,£I,CTBa?

Kro n xakum oOpaszom onpezeisier chepy pacipocTpaHEHUs TaHHOTO JOKYMEHTa?

8. Kommnanus uMeeT HECKOIBKO OTJIEIICHUM, OJTHO U3 KOTOPBIX PACHoIaraeTcsi B TOM ke
3IaHUH, YTO U NEHTPAITBHBIA oduc. [Ipyrue oTaeneHus pacioioKeHbl B Pa3HBIX palioHaX

ropoja.
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Kak Oynet oprani3oBaH JOKYMEHTOOOOPOT KOMITAHHH B 3TOM Cilydae: OyaeT JIu
ICHTPaIbHBINA 0(HUC PadOTATh CO BCEMH JOKYMEHTAMHU KOMITAHUH (OCYIIIECTBIIATh
[ICHTPAIM30BAHHBIN MPHEM BCEX JOKYMEHTOB, HX PETHCTPAIIHIO, BECTH CIPABOYHYIO paboTy,
KOHTPOJIb 32 UCIIOJHEHNUEM TJOKYMEHTOB U T.J1.) WJIH Nepeaact 3Tu (yHKuuu B otaeneHus? Eciun
nepenacT, kakoa Oyzaer poib ciyk0sl JIOY nentpansaoro oduca? Kak OymayT padoTtaTh ¢
JOKYMCHTAMH OTACIICHUSA, HAXOAAICMCA B TOM K€ 3JaHUHU, YTO U I_[eHTpaHBHBII\/JI O(bI/IC?

9. IlepBuuHas 00pabOTKa TOKYMEHTOB, IOCTYIHUBIIUX B KOMIIAHHIO 10 IIOYTE, CBOAUTCS K
cienyiomeMy. PaOOTHUKY, BHIOTHSIOIIKE 3TY ONEPAIHIO, BCKPBIBAIOT U TYT K€ YHUUTOXKAIOT KOHBEPTEI,
IPOCTABIISIIOT Ha BCEX AJOKYMEHTAX, B TOM 4YHCie, (MHAHCOBBIX, OyXTAITEPCKUX U T.I1., IUTAMII O
MOCTYIJIEHUH JTOKYMEHTa B OpraHU3aIMIo0 U [IepPeJaloT UX HHCIIEKTOPY Mo peructpauuy. Mucnekrop
MPOCMAaTPUBAECT JOKYMEHTHI U (PUKCHPYET B PETUCTPALMOHHBIX (hopMax, IOMUMO IIPOYUX CBEACHUH,
KOJIMYECTBO JIMCTOB M HATMYHE MPUIIOKEHUH K TOKyMEHTaM.

Omnpenenure, Kakyue TpeOOBaHU K IIPOLIECCY NEPBUYHON 00PaOOTKH TOKYMEHTOB B JaHHOM
clly4yae HapylIaloTCs, U KaKHe HEeraTUBHBIE MOCIEACTBUS ATUX HAPYLICHUH /I KOMIAHUHU MOTYT
MIPOSIBUTHCS BIOCIEICTBUH .

10. IToMOUIHMK PyKOBOAMTES, IPEIBAPUTEIHLHO IPOCMOTPEB JOKYMEHTALIUIO, TOCTYHUBILYIO B
OpraHM3alltIo, BCIO €€ MepeaeT pyKOBOJUTENI0. B manky ¢ ToKyMeHTaMU BKJIaIbIBa€TCs MUCHbMEHHBIH
KOMMEHTapHi 0 COCTaBe MOCTYMHUBILUX JOKYMEHTOB, KOPPECIIOHICHTAX, afpecaTax U COAEPIKaIINXCS B
KaXIOM JOKyMEHTE BOIIpOCaXx.

B uem cocTouT Ha3HauUEHHNE OMEpAIH «IIPEABAPUTENHHOE PACCMOTPEHNE TOKYMEHTOBY?
IIpaBuibHO M €r0 MOHUMAIOT B IaHHOM OpraHu3anun’?

11. O6mas TexHONIOTHs PabOTHI C JOKYMEHTAMH B OPTaHU3aI[UM COCTOUT M3 THUIIOBBIX OTIEpaInii:

. MIpUEM JOKYMEHTOB;

. nepBuyYHas 00paboTKa JOKYMEHTOB;

.

. perucTpanus;

. paccMOTpEeHHE JOKYMEHTAa PYKOBOJIUTENIEM U OIpeIeTICHIE XapaKkTepa peleHus

BOIpoca (Pe30ITIOIH);

. IIOCTaHOBKA JJOKYMEHTa Ha KOHTPOJIb;
. MOArOTOBKA ITPOEKTA JOKYMEHTA;

. oopmIIeHHE U COTIIaCOBaHHUE;

. YIO0CTOBEpPEHHUE;

.

. OTIIpaBKa U3 OpraHu3aluy;

I[OHOJ'IHI/ITG NEepCUCHb HECAOCTAOIIMUMU OIICPpALIUAMU
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12. B cOOTBETCTBUY C TOCYAAPCTBEHHBIMH MEXOTPACIEBBIMU JOKYMEHTaMH B HH(POPMAIMOHHO-
MIOMCKOBYIO CHCTeMY 10 JokyMeHTam opranuzanuu (MUIIC) BxoasT: peructpamus, HHASKcauus,
¢dbopmupoBaHue Aed.

KaxoBo Haznauenune kaxaon cocraistomeir UI1IC? Uto mo3BomsieT 0ObSIMHATH UX B OJTHY
cucteMmy? Kak oHH MOTYT MCTIOIB30BATHCA MTPH MTOMCKE JOKYMEHTHON HH(pOpMan?

13. B perucrpanuosHbie (GOpMbI BXOSIIUX TOKYMEHTOB OpraHHU3allysl BHECIA CIICIYIOIINE
JaHHBIE:

JaTa MOJTyYeHUs], BXOISAIINA PETUCTPAIMOHHBIN HOMEpP, KOPPECTIOHSHT, HOMEp U JaTa
JIOKYMEHTa, KpaTKOe COJIepyKaHue, pe30JIIoLUs PyKOBOIUTENS OpTaHU3aluU, PYKOBOJAUTEIh
CTPYKTYPHOTO TIOJIpa3AeIICHHsI, PE3OIIOIHUS PyKOBOJUTEIS TIOAPa3IEICHNUS, NCTIOITHUTEb.

Onpenenure, COOTBETCTBYIOT JIM 3TH JaHHBIE PEKOMEHIyEMOMY COCTaBY PEKBU3UTOB
peructpaunonHoi ¢popmbl. Mmeer nu cioyx0a 1eonpon3BoICTBa IPABO BKIIIOYATH B PETUCTPALIOHHBIE
(OpMBI PEKBU3UTHI 110 CBOEMY YCMOTPEHHUIO?

14. Cucrema perucTpaly B OpraHu3alii IMeeT CMEUIaHHy1o (JopMy, IPH KOTOPOH 4acTh
JOKYMEHTOB (IIOCTYHAOLINE Ha UMSI PYKOBOIUTEISL, IPUKA3bI U Ip.) PETUCTPUPYIOTCS B CIIyX0e
JeJIOTIPOU3BOJICTBA, & OCTAIIBHBIC — B CTPYKTYPHBIX IOAPa3AEICHUSX.

B cityxx6e nenonpoun3BocTBa BceM 0€3 HCKITIOUSHHS JOKyMEHTaM TPUCBAUBAETCS MHIIEKC,
COCTOSALIMK U3 MOPSAKOBOTO HOMEpPA JTIOKYMEHTa B COOTBETCTBYIOLIEH IpyIine (HanpuMep, BXOAALINX
JIOKYMEHTOB) U IUTEPHI «Py, 03HaUaromei «pyKoBOACTBOY, Hapumep, P 45. B cTpykTypHBIX
MoJIpa3AeNIeHUsIX PErUCTPAIIMOHHBIN HHIEKC COCTOUT U3 MHIEKCa CTPYKTYPHOTO ToApa3aeieHus (1o
BHYTPEHHEMY KJIaCCU()UKATOPY CTPYKTYPHBIX ITOAPa3/AeiICHUI) U MOPSAKOBOTO HOMEpa, Hanpumep, 3-25
i 4-12 u .11

UYeM Takol MOpsI0K HHIEKCHPOBAHMSI HE COOTBETCTBYET YCTAHOBICHHBIM TPEOOBaHHSIM?
Penrenue kaknx HHPOPMAIOHHO-TTOMCKOBBIX 331249 YCIOXKHSIOT TAKUE HHACKCHI?

15. Jlena B opranu3zanuu GopMHUPYIOTCS U XPAHATCS CIEAYIOIINUM 00pazoMm:

CIICUATIUCTBI OTACIIOB 3aBOAAT MAIIKKW, B KOTOPBIC BKIIAJAbIBAIOT JOKYMCHTBI, KaCAarOIIUCCA
peuieHus OTACIBbHBIX BOIIPOCOB. Ha o6n0xkax IIOMCIIAOTCA (l)aMI/IJ'II/II/I 1 MHUIIHAJIbI HCIIOJIHUTEIICH U
YKa3aHMEC Ha KOHKPETHOC HAIPABJICHUE €0 ACATCIIBHOCTH, HAIIPUMED:

A.C. TepeHTbEB

H3rorosyieHne U yCTAHOBKA CBETOBOI peKJIaMbl

B Teuenue roza B TaKOW MaIke HAKAIUTHBAIOTCS PA3JIMYHbBIE TOKYMEHTHI, C KOTOPBIMHU
MPUXOUTCS paboTaTh CIEIMAIUCTY B paMKax aHHOW poOieMbl. B dncie qoOKyMEHTOB BCTPEUarOTCs
MUChMa-TIPEITIOKEHYS, MUChMa-OTBETHI Ha MPEJIOKCHUS, TUChMa-PeKIIaMaIlii, IOTOBOPHI U
MIPHUIIOKEHUS K IOTOBOpaM, aKThl, POTOKOJIBI U 1p. Eciim cienmanuct paboTaer He ¢ OTHOM
OpraHu3aluel, To BHYTPU NalKy OH MOMENIAET KAPTOHHBIC Pa3ICIUTENN C YKa3aHUEM KOHKPETHBIX



31

opraHu3alui-KoOHTpareHToB. Korma TOKyMEHTOB CTAHOBHUTCS CITUIIIKOM MHOTO, 3aBOJIAT BTOPYIO (TPETHIO
U T.JI.) IATNIKY C TaKOW e HAIIHICHIO U yKa3aHUeM, YTO 3TO BTOpoe (TPEThe  T.1.) JAEJO:

A.C.TepeHTbeB

M3roToBneHWe 1 yCTaHOBKa CBETOBOW peKiambl. N2 2

B KOHIIC roAa INalKy IIOMECIIAa0TCA B HIKa(b, B OTACJICHUA, I'IC XPAHATCA JOKYMCHTDI
OIIPEACIICHHBIX CIICIIUATIUCTOB.

Takoit mopsI0K XpaHEeHUs! TOKYMEHTOB OOBSICHAIOT TEM, YTO IMEHHO TaK CIIEI[HAINCTaM yI0OHO
paboTarh ¢ JOKyMEHTaMH B TEUEHHE JEIOTPON3BOICTBEHHOTO TO/1a, UCKATh JIOKYMEHTHI ITOCIIE
OKOHYaHMS pabOThl C HUMHU M 00€CIICYMBATh UX COXPAHHOCTb, TaK KaK KaXKIBIH CIICIUATKUCT 3HACT CBOM
BOIIPOC Y, 3HAYUT, CBOU JJOKYMEHTHI.

Cornacasl 1 Bel ¢ TakuMm o0bsicHeHueM? KTo B TakoM ciydae OyIeT HECTH OTBETCTBEHHOCTD
3a obecrieueHrne COXpaHHOCTH TOKyMeHTOB? OOOCHYITE CBOH OTBET.

16. B Teuenune roaa y opranmsanyvy NOABUIIIMCH HOBBIC HAIIPABJICHUA ACATCIIBHOCTH U
HOBBIe apTHepbl. HoBas pabota Oputa mopydena aBym otnenam. Kak cieactBue, MOsSBUIHCH
SHAYUTCIBbHOC KOJIMYCCTBO HOBBIX TOKYMCHTOB, KOTOPBIC HE ObLIH npeaAyCMOTPCHBI
JENCTBYIOIMMU HOMEHKJIaTypaMu /1€ IaHHBIX OTJIENIOB.

PykoBoauTeNnb opraHu3aiui CBOMM MPUKa30M 00s513a1 BHECTH U3MEHEHHS B
HOMEHKJIATypy Jiel. B pe3ynbrare 3T0 CBEIOCH K COCTABIEHUIO B CEPEIMHE I'0/1a HOBBIX
HOMEHKJIATyp A€l ABYX OTAENIOB. PyKkoBOAMTENs OpraHU3aliii UX YTBEPAUIL.

[ToueMy Takue nelCTBUS HE MOTYT ObITh MPU3HAHbI MpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHHUIO U O(OPMIIEHNIO HOMEHKJIATYPHI /1€ ObTH HapyIIEHbI?

17. Ilocne ommOOYHOTO YHUUTOKEHUS psAJia BAXKHBIX TOKYMEHTOB B KOMITAHUM OBLIO
IPUHATO PEUIeHHE O CO3JaHuM KcnepTHON Komuccun (IK) u pazpaboTke BHYTpEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJINPYIOLIUX €€ AESITEIbHOCTD.

B neiicTByromune KOpopaTuBHbBIE TOKYMEHTHI, PETJIAMEHTUPYIOIIHNE NEATEIBHOCTD
CIIY>KOBI 1€TI0NPOU3BO/ICTBA U MOPATAOK PAOOTHI € IOKyMEHTaMU KOMITAHUU OBbLITH 100aBJIECHBI
COOTBETCTBYIOILIUE pa3zeiibl, B KOTOPBIX ObLIN ONPEEICHBI CTaTyC, COCTaB, IIPaBa, 00s13aHHOCTH
OK u nopsiiok mpoBeeHHsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B ¢pynkuuu 9K Obu10 BKIIOYEHO Clleqyrolee:

- IPOBEPKa MPaBUIBLHOCTH 0(hOPMIIEHUS TOKYMEHTOB;

- Y4€T JOKYMEHTOB;

- OIIPEJIEIIEHNs YCIOBUM XPAaHEHUS IOKYMEHTOB;

- IpOBepKa KayecTBa (OpMUPOBAHUS JEIT;

- Y4€T A€l C IIMTEIbHBIMU CPOKaMH XpaHEHHUS;

- 0TOOp /1€ Ha XpaHEHUE U YHUUTOXKEHUE,

- ONpe/IeTICHNEe CPOKOB XPaHEHHUs JOKYMEHTOB;

- ONpe/IeTIeHNE TIOJTHOTHI COXPAaHHOCTH JOKYMEHTOB KOMIIaHHH.
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Kaxkue napymenust Obuti onymieHsl npu coznanun DK ?
Kakwue, Ha Bam B3, pyHKIMHE HE COOTBETCTBYIOT Ha3HaueHUto0 DK u He BXOJAT B
MOHSTHE «IKCIEPTU3a IEHHOCTU JOKYMEHTOB?

18. YacTb BXOASIINX U UCXOJAIINX JOKYMEHTOB OpraHU3alliy IPEACTaBIeHa B
3NIeKTpOoHHOH popme. IIpu moAroToBKe A€ K nepegade B apXuB BCTAN BOIIPOC, B KAKOM BUE UX
HYXXHO C/IaBaTh: B BUJIE IMCKOB MJIU MEPEBECHHBIX HAa OyMakKHYIO0 OCHOBY TPaJUIIMOHHBIX
JIOKYMEHTOB.

CTopoHHHMKH IIEpeBOa TOKYMEHTOB B TPAIUIIMOHHYIO OyMaxHYI0 (hopmy
MOTHUBHPOBAJIM CBOIO TOUKY 3PEHUSI TEM, UTO HE U3BECTHO, 110 Kakoi (hopMe A0KHA ObITh
COCTAaBJIEHA OIUCH HA 3JIEKTPOHHBIE JOKYMEHTBI, U KaK ONPEIEIUTh CPOK UX XPAHECHHUSI.

Kak 051 Bel moctynuiu B jaHHOM citydae? MOKHO JTU ONPEAETUTh CPOKU XPaHEHHUSI
TaKUX JJOKYMEHTOB U ()OpPMY OIHUCH, MO KOTOPOH OHU MOTYT OBITh ME€peJaHbl B apXUB?

I[Ipumep BapuaHTa TeCTOB /ISl KOHTPOJILHOI PadoThI
Bapmuanrt 1

1. [lpaBuna penonpomsBoacTBa B (efepalbHBIX OpraHax HWCIONHUTENIBHON BIAacTH U
Metoaudeckne peKOMEHJALMU MO pa3padOTKe HHCTPYKLMHA IO AEJIONPOM3BOACTBY B (emepabHbIX
OpraHax MCIIOJHHUTENbHON BIACTH ObUIN IPUHSTHI B rofy.

Kakue u3 TMEPECUNCIICHHBIX BOIIPOCOB MCTOILI/IHGCKI/IG PEKOMEHAAIUN PEKOMECHAYIOT BKIIIOYUTH B
HWHCTPYKIHIO IO ACJIONPONU3BOACTBY:

o npaBujia COCTABJICHUSA U O(I)OPMJ'IGHI/IH JOKYMCHTOB
o IIpaBuJIia OpraHu3alun HOKYMGHTOOGOPOTB.

o npaBuia perucTpanu U KOHTPOJIA

o ImpaBuJia XpaHEHUA TOKYMCHTOB

. npaBuiia 00pabOTKH DIIEKTPOHHBIX IOKYMEHTOB

] npaBuIIa repenavn GaKkCHMIIBHBIX COOOIICHNH

o ImpaBuJia XpaHCHUSA DJICKTPOHHBIX TOKYMCHTOB

2. OTMeETBTE B CITMCKE TUITOBLIC HA3BaHUS CJ'Iy)K6 ACJIONIPOU3BOJACTBA:
° Otnen nenonpon3BO/ICTBA

. OTtaen nokyMeHTO0O0pOTa

. VYnpasnenue nenamu

. Kannemnspus

. OO0muii oTen

. Perucrparypa

. Cexkperapuar

L4 OTI[CH KaZIpoB U ACIIOIIPOU3BOJACTBA
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3. OTMeThTe B CHOHCKE CTPYKTYpPHOE TOJpasjeiicHue, KOTOpoe paspabaThiBaeT
WHCTPYKITHIO 1O JICTONPOU3BOCTBY, U JOIKHOCTHOE JIUIO, KOTOPOE YTBEPHKIAET 3TOT JOKYMEHT :

e Cuyxb6a 10Y
o [Opuanueckas ciyx0a OpraHU3aIin
e Kanpogas ciryx0a opraHu3amuu
e Ortaen Tpyaa u 3apIuiaThl
e PykoBoauTenb opraHu3alum
e PykoBOAMTENb KOJUIETHATBHOTO OpraHa
C KakoH 1aThl HAUMHAET JCUCTBOBATD MHCTPYKIIHS. .o uvevuteenteiieeite it ettt eeeeieeeaeaees

4. TlpornyMmepyiiTe MpaBWIBHYIO IOCIEIOBATEIBHOCTh JCIOMPOU3BOJICTBEHHBIX OMEpaluid 1o
MOJITOTOBKE M 00PabOTKE UCXOIAIIMX IOKYMEHTOR:

o pa3paboTKa MpoeKTa JOKyMEeHTa

. odopmIiIeHHE afpecara

o 3aroJIOBOK K TEKCTY

o OTIpaBKa

. o(opMIICHUE TPUITOKCHHS

o MPOCTaBJICHUE OTMETKU 00 UCTIOIHUTEIE
o BU3bI COIJIaCOBaHUA

o HOITUCaHNe

o perucrpanus

5. Peructpanuu nojiexar:

° BCC MMOCTYNHUBIINEC U OTIIPABIIACMBIC NTOKYMCHTbBI

o TOJIBKO BHYTPCHHUC JOKYMCHTBIL

° TOJIBKO OIICPATUBHBIC U CPOYHBIC TOKYMCHTEI

° TOJIBKO AOKYMCHTHI, NOCTYNIMBIINE U3 BBIIICCTOAIINX OpI‘aHI/ISaHI/Iﬁ " OTHPAaBJIACMbIC UM
° JOKYMCHTHI, Tpe6y}oume yu€Ta, UCIIOJTHEHUA U UCITIOJIB30BaHUA B CIIPABOYHBIX LICIAX

KOHTpO.]'II)HBIe BOIIPOCHI M 3adaHUA 51 l'lpOMe)KyTO‘lHOﬁ aTTeCTalluid 10 UMTOramMm OCBOCHHUSA
AUCHUIINHBI:

1. OcoOeHHOCTH CHCTEMBI JEIONPOU3BOJICTBA B IIEHTPATIBHBIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX Be.. HanrpapiieHus 1 criocoObl palidOHaIM3aIMK JSIONPOU3BOJICTBA B YUPESIKICHUIX
Poccun XIX - gau. XX B.

2. HampaeneHus morcka palroHaabHBIX (GOPM OpraHM3alMy ASI0NPOu3BoACTBa B 1920-¢
TOJTBI
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3. Ponb Hapkomara paboue-KpecTbsHCKON HHCTIEKIIMH B CO3JaHIH CHUCTEMBI
COBETCKOI'0 JICJIONPOU3BOICTBA.

4, HaubGonee 3HaunMbIe pa3pabOTKX aKIIMOHEPHOTO 001mecTBa «OpreTpoiin,
WNHucTuTyTa TEXHUKHU yripasieHus B 1920-e rosl.

S. Xapakrepuctuka 1 3HaueHue «OOMMX MpaBWIl JOKYMEHTAIUU U
nokymentooboporay (1931 r.)

6. TIporpaMMBbI COBEPIIICHCTBOBAHHMS ACTOMPOU3BOICTBA, IPUHATHIC HA MEYKOTPACIEBBIX
cosemannax 1941, 1960 rr.

7. HampaBneHus! TCOPETHIESCKUX M MPUKIIAIHBIX UCCICIOBAHUN B 00JIaCTH
COBEPIICHCTBOBaHUS Jienonpou3soactea B 1970-1980-¢ roab.

8. T'ocymapctBeHnHOE perymupoBaHue aenonpon3Boactsa B 1990-e — 2000-e rosmer

9. HopmaTuBHO-METOIMYECKHE JOKYMEHTBI MEKOTPACIEBOTO ACHCTBUS, KOTOPBIC
OTIPEICIISAIOT COBPEMEHHYIO OPTaHU3AIMI0 padOThI ¢ JOKYMEHTaMU (HAUMEHOBAHUE JIOKYMEHTA,
rOJl ero pa3paboTKH, KpaTKasi XapaKTepPUCTHUKA)

10. Opranuzanus ciyx6s1 IOY. OcHoBHas 11e1b, 337a4u U QYHKIUHU CITY>KOBI, e
IIOJDKHOCTHOM Y YMCJIEHHBIA COCTAB.

11. TunoBsle BUABI U CTPYKTYpHI ciryx0 JOY.

12. JlokanpHble aKkThl, perJaMEeHTHPYIOIINE OpraHU3alrIo AesIonpon3BoacTBa. Hasnauenue,
cocTtaB HH(POPMAIIUH, TIOPSIOK Pa3paObOTKH U YTBEPKICHHS.

13. HUHcTpykuus no aeaonpous3BoAcTBy. HasHauenue, cTpyKTypa TeKcTa, HOPsIOK
MOJITOTOBKH.

14. Tlonatue «10KyMEHTOOOOPOT», IPUHLIUIIBI €T0 OpraHu3alui. XapaKTepUCTUKU
JIOKyMEHTO000poTa

15. Dransl nokyMeHTOoOOOpOoTa. Oniepaliuu, KOTOPhIE BHITOJIHAIOTCS PH paboTe C
BXOJIALIMMU TOKYMEHTaMU

16. Oramnel JokyMeHTooO00poTa. Oneparu, KOTOpbIe BHIIOIHIIOTCSA IPpU padboTe ¢
UCXOAUIMMHU JOKYMEHTaMH

17. Dramnel JOKYMEHTOOOO0pOTA. ONEepalty, KOTOPhIE BBITOJIHSAIOTCS C BHYTPEHHUMH
JIOKyMEHTaMU

18. Perucrpanus JOKyMEHTOB, ee Ha3HaueHue. [IpaBuia perucrpanuu JOKYMEHTOB.
XapakTepucTuKa COBPEMEHHBIX PETUCTPALMOHHBIX (POpPM, cOCTaB HH(POPMALIUU U TTOPSATOK UX
3aIlOJIHCHUS.

19. TlonsTHS «perucTpanmsi JOKYMEHTOBY, «HHICKCHPOBAHUE JIOKYMEHTOBY.
3HavyeHue U rpasuiia GOpMUPOBAHUS UHEKCOB

20. 3HaueHue KOHTPOJS 3a CPOKaMM MCIOJIHEHHUS JOKYMEHTOB B amrmapare
ynpasieHus. TpeOGoBaHMs K OpraHU3aliy KOHTPOJIS UCTIOJIHEHUS TOKYMEHTOB B
JIEJIONPOU3BOJCTBE. 3a/1a4yll KOHTPOJIBHOU IE€ATEIBHOCTH.
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21. CpOKI/I HCIIOJIHEHUA JOKYMCECHTOB. Texuomorus KOHTPOJIA 3a CPpOKaMHU UCITIOJTHCHU A
JOKYMCHTOB.

22.3akoHozaTeNnbHas perjlaMeHTalus 1 MeToMYecKoe o0ecredeHne opraHu3aliu
XpaHeHUs JOKYMEHTOB B Poccuiickon ®@enepanuu.

23. Opranu3zanus TeKyIero XpaHeHus JOKyMEHTOB B JIEJIONPOU3BOCTBE
OpraHu3alK U 00ECTIEYeHUE UX COXPAHHOCTH

24. HomeHKkIatypa Aell, €e Ha3HaueHHEe B JISIOMPOU3BOACTBE. BUIbI HOMEHKIIATYP
nen, ux ocooeHHoctu. TpeboBaHusi K HOMEHKIJIAType Jiel, X 3aKpeIUieHHe B HOpMaTHUBHO-
METOJAMYECKUX IOKYMEHTaX MEXOTPACIEBOr0 ACHCTBUS.

25. Metoauka cocTaBlieHUs] HOMEHKIATyphl fei. [lopsaok odhopmieHus,
COTJIACOBaHUS U YTBEPK/IEHUSI HOMEHKIIATYpPHI eI

26. [IpaBuna ¢hopMUpOBaHUS B Jiesia JOKYMEHTOB Pa3IUYHbIX BUIOB. [IpuHIUIIBI
CHUCTEMaTH3alu1 JOKYMEHTOB BHYTPH JEII.

27.TlonsiTHe ‘OKcmepTh3a LEHHOCTH JOKYMEHTOB”. HopMmaTuBHO-METOAMYECKHUE
Y TEOPETUYECKNE OCHOBBI ITPOBEIEHUS IKCIIEPTU3bl. [IpUHIUIIBI U KPUTEPUH IKCIIEPTU3bI
LEHHOCTHU JOKYMEHTOB.

28. Opranuzanust pabOTHI IO TPOBEACHUIO SKCIIEPTHU3El IIEHHOCTH JIOKYMEHTOB.
JloKkyMEeHTHpOBaHUE NESITENbHOCTH SKCIIEPTHON KOMUCCHU U 0(hOpMIIEHUE €€ Pe3yIbTaTOB.

29. Haznauenwue onucu nen. Buner onuceit. [IpaBuna cocraBienus u ohopMieHHe
OMUCH JIeJl CTPYKTYPHOTO TOJIpa3/IeTICHUs.

30. Omeparuu 1o MOJATOTOBKE IOKYMEHTOB K Iepe/iaue B apXUB OpraHU3aIINY.

31. OcHoBHBIE TpeOOBaHUS K OPOPMIICHHIO JIEJI IPU MX MOATOTOBKE JAJIs Mepeiaul B
apxuB opraHu3anuu. YacTuuHoe U MoHoe opopMIIeHHE.

6. YuedoHo-MeToqMUYecKoe U HH(POPMALMOHHOE o0ecTiedeHue JUCIUTNINHBI
6.1. CHHCOK HCTOYHHKOB U JUTEPATYpPhI
Hcrounnku

@denepanbHblii 3ak0H OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
Oeneparuny  //  [OnekTpoHHbi  pecype]. — M., 2019. — Pexum pocryma:
https://base.garant.ru/12137300/.

®enepanpublit 3akoH 0T 02.05.2006 Ne 59-03 «O mopsimke paccMOTpeHUs oOparieHui
rpaxaan Poccuiickoit denepanuny// [DnexrporHsii pecype]. — M., 2019. — Pexxum poctyma:
https://base.garant.ru/12146661/.

[Tocranosnenue IlpaBurensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBepkIAeHUM MpaBUII
oOMEHa JIOKyMEHTaMH B D3JEKTPOHHOM BHJE TMpH OpPraHu3alud  HH(OPMAIIMOHHOTO

B3aumoneictBus”//  [DnektponHblii  pecypc]. — M., 2019. - Pexum pocrymna:
https://base.garant.ru/70832680/


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
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[lpaBuia  JENONPOM3BOACTBA B T'OCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTrO
camoympaBiieHus, yB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIM pecypc]. — M.,
2021. — Pexxmm goctyna: http:// https://base.garant.ru/72291836/.

Meroauueckre peKOMEHIAIMK M0 pa3paboTKe HMHCTPYKIUE IO JEIONPOM3BOJCTBY B
rOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBICHHUS, yTB. Ilpukazom Pocapxusa ot
24.12.2020 Ne 199 /I [dneKkTpoHHbIM pecypc]l. — M., 2021. — Pexum poctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKIMS 110 AETONPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3AIIMSIX, YTB.
[Mpuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonansubiii ctannapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB MO HHPOPMALMH, OHUOIMOTEYHOMY W H3AATeNIbCKOMY Jneny. OpraHuzanuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBaHust K OPOPMIICHHIO TOKYMEHTOB // [ DJIEKTPOHHBII
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 Hanmonanensiii crangapt Poccuiickoit ®Depepanmu.
Cucrema ctanaapToB 10 MHPOpMaIMK, OMOINOTEUHOMY U U3AaTeiabckomy aeny. Undopman3us
U JOKyMeHTalus. YuparieHue gokymeHtamu. Yacte 1. TloHsatus u mnpuHiUnel. //
[DN1eKTpOHHBIN pecypc]. - M., 2021. Pexum JOCTyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 [1enonpon3BOACTBO M apXUBHOE A€10. TepMUHBI U ONpEIEIICHUS. -
[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

ITpuka3z Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO06 yTBep>KACHHUU NpaBUII
OpraHM3ali XpaHEHUs, KOMIUIEKTOBAHHUS, y4yeTa U HCIOJIb30BaHUS JOKYMEHTOB APXHUBHOIO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JTOKYMEHTOB B OpraHax rocyAapCTBEHHOU
BJIACTH, OPraHaX MECTHOT'O CaMOYIPaBIICHHUS U opraHu3anusx» // [Dnekrponusiii pecypc]. — M.,
2019. — Pexxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JIOnOTHUTEIbHbIE HCTOYHUKH

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333u  "OO  yTBepXKAEHUU
npodeccronangbHoro cranaapra "CrenuaiicT Mo OpraHu3alMOHHOMY U TOKYMEHTAIIMOHHOMY
obecrieucHnto yrpapieHust opranmszanueii"// [Dnexkrponusii pecype]. — M., 2021. — Pexum

noctyna: http://www.consultant.ru/document/cons_doc_LAW_357714/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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[Ipodeccuonanpupiii  cranmapr «CrneuuaaucT MO  YIOPABICHUIO JIOKyMEHTAIUei
OpraHu3aliy, YTBEPKICHHBIA INpUKa3oM MUHHCTEpCTBA Tpyla M COLUAIBHOM 3allUThI
Poccwuiickoit @eneparuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

IIpuka3z PocapxmuBa ot 20.12.2019 N 236 "OO ytBepxuaeHun IlepeuHs THUITOBBIX
VIPaBICHYECKUX apPXMBHBIX JOKYMEHTOB, OOpa3yloluXxcs B Ipolecce AeSITeIbHOCTU
rOCy/IapCTBEHHBIX OPIaHOB, OPIraHOB MECTHOI'O CaMOYIIPABJIEHUS U OpraHU3alUil, C yKa3aHUEM
cpokoB ux Xxpanenus" (3aperucrpupoBano B Muniocte Poccum 06.02.2020 N 57449) //
[DJ1eKTpOHHBIN pecypc]. - M., 2021. - Pexum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[TIpukaz PocapxuBa ot 11.04.2018 N 43 "OO yTBEpX ACHUH NPUMEPHOTO
MOJIOKEHUSI 00 3KCHEepTHON KoMmHccuM opraHu3zanuu’” (3apeructpupoBaHo B MuHiocte
Poccun 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. — Pexxum jgocryna:
http://www.consultant.ru/document/cons_doc_LAW_ 300357/

Jlureparypa

beikoBa T.A. JlokymeHTanuoHHOEe  oOeclieueHHe  ympaBieHHs  (IeIOMpPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yaeoHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nepepad. u
JIO1I. - Mocksa: HNndpa-M, 2018. -304 c. — Pexum JOCTyIa:
http://znanium.com/go.php?id=942800/

bo6sieBa M.I1. HekoTopble 0cCOOEHHOCTH COBpEMEHHOT0 JOKyMeHTooOopoTa // Becthuk PITY.
2015.  Ne2.  [Omekrtponnblii  pecypc]. — M., 2019. — Pexum  jmocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. O HekoTopwIX mnpobiiemax cdepsl ympaBieHHs AOKyMeHTaMu B Poccuiickoii
@epepanuu / Bectauk PITY. 2014. Ne2. [Dnekrponnsiit pecypc]. — M., 2019. — Pexum
nocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. Ilepeyenb pecypcoB  HMHGOPMAIMOHHO-TEJEKOMMYHHMKAIMOHHON  CeTH
«HHTepHEeT»
- TI'apant [OnexTpoHHBI pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum poctyna:

http://www.garant.ru.

- Koncynprant Ilmoc [OnexkTpoHHsIi pecypc]. — OnekTpoH. aaH. — M., cop. 2013. — Pexum noctyna:

http://www.consultant.ru.


https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
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7. MaTepuajibHO-TeXHUYeCKOe o0ecneyeHue TUCIUILIHHBI (MOXYJIs1)

AynuTopuu AN MPOBENEHUS JIEKIMH W CEMUHApCKHUX 3aHATUH C TEXHUYECKHMHU CpEICTBAMHU
o0yyeHns: (MyJIbTHUMEAUA-TIPOEKTOP (BUAEOMPOEKTOp), HSKpaH (NMEPEHOCHOH WM CTalMOHApHBIN)),
KOMITBIOTEPHBIN KIAacc I IPOBEACHHUS 1IAO0OPaTOPHBIX 3aHATHI.

1. TIlepeuens I1O

Ner/ Haumenosanue 110 [IpousBoaurens Crioco0 pacnpocTpaHeHuUs
I (tuyensuonnoe unu
6000010
PACRPOCMPAaHsiemMoe)
1. Adobe Master Collection CS4 Adobe JIULEH3HOHHOE
2. Windows 10 Pro Microsoft JIULEH3HOHHOE
3. Kaspersky Endpoint Security Kaspersky JIUIICH3UOHHOE
4. Microsoft Office 2016 Microsoft JInuensnonnoe
5. Zoom Zoom JIMIIEH3UOHHOE

2. Ilepeyens» B/I u UCC

Noerr/ HaunmenoBanue
Il

1 MexayHapoHbie pedepatuBHbIe HaykoMeTpruecke bJ1, focTymHbie B paMKkax
HaIMOHAILHOM moamucku B 2021 1.

Web of Science

Scopus

2 | IIpodeccuonanbubie nmoaHOTEKCcTOBEIE B/I, MOCTYIHBIE B paMKaxX HAIIMOHAJIBHOM MOJIMCKA B
2021 .

Kypuanst Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypuanst Taylor and Francis

3 | IlpodeccroHalbHBIE TOTHOTEKCTOBBIE b]]

JSTOR
W3nanus o oOIiecTBEHHBIM U TYMaHUTAPHBIM HayKaM
OnektpoHHas oubmuoreka Grebennikon.ru

4 KOMHBIOTGpHLIe CIIPABOYHBIC IIPABOBLIC CUCTCMbI

Koncynprant Inroc,
T'apant
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8. Oobecnieuenue 00pa3oBaTEJILHOr0 IMpoLecca IS JHI ¢ OrPaHUYEHHBIMU

BO3MOKHOCTAMMU 310POBbA U UHBAJINAOB

B X0[€ peajin3daliuu AUCHUILIIMHBI UCITIOJB3YIOTCA CICAYIOIHNE JOIMOJIHUTCIIBHBIC
MCTOABI O6y‘IeHI/IH, TEKYHIEro KOHTPOJIA YyCIIEBAEMOCTH U HpOMC)KyTO‘IHOﬁ arrecrauuu

06yqa101u14xc;1 B 3aBUCHUMOCTH OT UX HHAWBUIYAJIbHBIX 0COOEHHOCTEH:

. JUTSI CTICTIBIX ¥ CTTAa00BUISIIINX

- Jekuuu oGOPMIISIOTCS B BUJE SJICKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEeHUAIN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUeHUEM;

- THCbMEHHbIC 3aJ]aHMs BBIMOJHSIOTCS Ha KOMIBIOTEPE CO CHEIHMATU3UPOBAHHBIM
POrPaMMHBIM 00€CIIEYCHUEM, UITH MOT'YT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs HHIMBUyaIbHOE paBHOMEpHOE ocBereHne He meree 300 JItoKc;

- IUIsl BBIOJIHEHUS 3a/laHusl MPH HEOOXOAMMOCTH TMPEAOCTABISIETCS YBEIHMUMBAIOIIEE
YCTPOMCTBO; BO3MOXKHO TaK)K€ UCIIOJIb30BAHUE COOCTBEHHBIX YBEIMUHUBAIOIINX YCTPOUCTB;

- MACEMEHHBIC 3a/1aHUsT OPOPMIISTFOTCS YBETHUCHHBIM MIPHPTOM;

- DK3aMEH W 3a4€T MPOBOJATCS B YCTHOW (DOpME WIIM BBITIONHSIOTCS B TTUCHBMEHHOU
dbopMe Ha KOMITbIOTEDE.

. JUTSI TITYXHX ¥ CITA00CTBITIANINX ;

- JeKUuu O(OpPMIAIOTCS B BUAE SJICKTPOHHOTO JOKYMEHTa, JTUOO MpeqoCTaBIseTCs
3BYKOYCHJIMBAIOIIAS allapaTypa WHIHUBUIYATLHOTO TOJB30BaHUS;

- MACbMEHHBIC 32/IaHUS BHITIOJTHSIIOTCS Ha KOMITBIOTEpE B TUCHMEHHOU (hopMme;

- DK3aMEH W 3a4€T TPOBOAATCS B NMHCBMEHHON (opMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeqieHne B popmMe TeCTUPOBAHUS.

o JUTSI JTUT] C HAPYIICHUSIMH OMTOPHO-/IBUTATEIILHOTO aIllapara:

- JeKuu oGOPMIISIOTCS B BHUJE SJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C IMOMOIIBIO
KOMITBIOTEPA CO CIIeIHATN3NPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- TMCHbMCHHBIC 3aJ]aHWs BBIMOJHIIOTCS Ha KOMITBIOTEPE CO CICIHATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hOpMe WM BBITIONHSIOTCS B MUCHMEHHOU
dbopme Ha KOMIIBIOTEPE.

[Ipu HEOOXOIMMOCTH MpenyCMaTPUBACTCS YBEIHMUEHNUE BPEMEHH IS [TOTOTOBKH OTBETA.

[Ipouenypa  mpoBeneHUS  MPOMEKYTOYHOM  arTecTaluu s 0Oydarommxcs

YCTaHABIMBACTCSI C Y4YETOM HUX HMHIUBUAYAIbHBIX IICUXO(PH3MUYECKUX OCOOEHHOCTEH.
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[TpomexyTouHas aTTecTalysi MOKET IPOBOJUTHCS B HECKOJIBKO ITAIOB.

IIpu npoBeneHUM NpPOLEAYPHl OLCHUBAHUS PE3YNbTaroB OOy4YEHUs IpPEeAyCMaTpUBaCTCs
UCTIOJIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOAMMBIX B CBS3M C HMHAMBUIYAIbHBIMU
0COOEHHOCTSAMHU O0YyYaroIuUXCcs. ITU CPEACTBA MOTYT OBITh NMPEIOCTABICHBI YHUBEPCUTETOM,
WJINA MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

IIpoBenenne mpoueAypbl OLIEHUBaHHUA PpE3yIbTaroB OOy4eHHUs JOIYCKaeTcsl C
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

ObecneunBaercs A0CTYN K WH(POPMAIIMOHHBIM U OnOImorpaduyeckuM pecypcaMm B CETH
WutepHer Ui Kaxjaoro oOydaromierocs B (opmax, aJalTUPOBAHHBIX K OIPAaHUYEHUSIM HX
3JI0POBbsl U BOCHIPUATHUS UH(OpMALUK:

® IS CJIEMBIX U CITa00BUIAINX:

- B Ie4aTHON (opMe yBEIMUEHHBIM HIPUPTOM;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® JUI TIYXHX M CIa0O0CITBIIIAIHX:

- B Ie4aTtHou opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

e 11 00YUAIOMIUXCSI ¢ HAPYIICHUSIMU OMTOPHO-IABUTaTEILHOTO armapara:

- B MeyaTHOH (opme;

- B (hopMe 3IEKTPOHHOTO IOKYMEHTA;

- B popme ayauodaiina.

VY4yeOHble ayAUTOPUM JJsl BCEX BHUAOB KOHTAKTHOM M CaMOCTOSATENbHOM paboThl,
Hay4yHas OuOIMOTEeKa W MHHbIE TMOMENIeHUs i OOydeHHsl OCHAIEHbl CIeHaJIbHbIM
000pyI0BaHNEM U YI€OHBIMU MECTaMHU C TEXHUYECKUMHU CPEJACTBAMU OOYICHUSI:

® IS CJIETIBIX U CITa00BUIAINX:

- YCTpOMCTBOM 1 ckaHupoBaHUs 1 uyTeHus ¢ kamepoid SARA CE;
- mucreeM bpaiinsg PAC Mate 20;
- npuHTepoM bpaitng EmBraille ViewPlus;
® IS TIYXHX M CIa0O0CITBIIIAIIHX:
- aBTOMATH3UPOBAHHBIM pabOYMM MECTOM /i JIoAed C HapylIeHHEeM ciyXxa |
Ca00CIIBIIIAIINX
- aKyCTUYECKHH YCUIIUTENb U KOJIOHKH;
e 11 00yYarOIMIKXCsl ¢ HAPYIICHUSMHU OMTOPHO-ABUraTeILHOIO anmapara:

- IepeIBKHBIMH, PETYINPYEMBbIMH dproHoMuueckuMu napramu CU-1;
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- KOMHBIOTCpHOfI TEXHHUKOM CO CIICHUAJIbHBIM IIPpOIrpaMMHbBIM obecreyeHueM.

9. MeToguyeckue MaTepuaJbl

9.1. Ilnanbl 1a00PATOPHBIX 3aHITHI

Iaanbl  JA0OPATOPHBI 3aHSITHIA. MeTtoauueckne YyKa3aHus [0 OPTaHU3aANHH W
NMPOBeeHUI0

Br160p Tem 1abopaTopHbIX 3aHATUH 00YCIIOBIIEH OOLUM COJIEpKaHUEM Kypca U HalleleH
Ha YII1yOJIEHHOE M3YYEHHE €ro OTJCNIbHBIX Pa3IelioB.

[Inan maGopaTOpHBIX 3aHATUN BKJIIOYAeT JBa pasfena: "OpraHuzanus U TEXHOJOTHS
JIEJIONPOU3BOJICTBA B YUpEKIEHUsAX AopeBomounoHHOM Poccun" u "Opranuzanus u
TEXHOJIOTHSI COBPEMEHHOTO JIEJIONPOU3BOICTBA".

Llenb 1a00PATOPHBIX 3aHATHIA - 3aKPEIJIEHHE CTYAECHTAMH TEOPETHUECKUX 3HAHUH JIEKIIHOHHOTO
Kypca u  (QopMHUpOBaHHE NPaKTUYECKUX HABBIKOB  OpPraHU3allid  COBPEMEHHOW  CIIy>KOBI
ACTIONPON3BOACTBA, INMPHUEMOB MW METOJO0B TEXHOJOTUH pa60TI>I C JOKYyMCHTaAaMU B YIIPaBJICHYCCKOM
armapare.

B PE3YJIbTATC BBIIIOJHCHUA na6opaTopHHx 3aHITUH CTYACHTBI JOJIKHBI
3HATh:

. XapaKTepHble OCOOEHHOCTH OpraHM3allud paboThl C JAOKYMEHTaMH B YUPEKICHUAX
Poccun B pas3inuHble HCTOPUYECKHE IEPUOJBI, B3aUMOCBSI3b ITHUX IPOLIECCOB C TOCYJApPCTBEHHBIM
armnapaToM yIpaBJICHHUS;

. COBpEMEHHBbIE TpeOOBaHUS K JOKYMEHTAllMOHHOMY OOECTEUeHHUIO YIIPaBIEHUS B
YUpexIeHUsAX U opranuzanusax Poccuiickoit denepanuy;

. NPUHIMITEI OPTaHU3AMY TOKYMEHTALHOHHOTO 00eCIeYeH s YIPaBJICHUS;

YMETB:

. OpPraHU30BBIBATH CIIYKOBI JOKYMEHTAIIHOHHOTO 00ECTIEYeHUs] YIIPaBICHUS;

. pa3pabareiBaTh JIOKAJIbHBIE HOPMAaTHBHBIE aKThl M  HOPMAaTHBHO-METOJIUYECKHUE

JIOKYMEHTBI (IIOJIOXKEHMsI, MHCTPYKLIMH M T.J.) IO BEACHUIO JOKYMEHTAIIMOHHOTO 00eCreUYeHuUs

YIpaBIeHUS
. BBITIOJTHSATDH KIIFOUEBBIE TEXHOJOTHUYECKHUE ONEpalii B padOTe ¢ JOKYMEHTaMHU;
BIIA/IETh:
. NpaBUIIaMHU OPTaHU3AIMH BCEX 3TAIOB Pa0OTHI C JOKYMEHTAMU;
. METOJaMH TIPOBEJICHUS] aHajM3a OpraHU3aliil JTOKYMEHTAI[MOHHOTO O0ecrevyeHus
YIpaBJICHHUS,
. METOJaMH ONTHUMH3ALMH JOKYMEHTAMOHHBIX MTPOLECCOB.

HOZLFOTOBKa K Ha60paTOpHBIM 3aHATHUSIM OCHOBaHA Ha CaMOCTOSTEIIBHOM pa60Te CTYACHTOB IIO
H3YUYCHUIO JICKIIMOHHOTO KYpCa, NCTOYHUKOB U JIUTCPATYPbI, pPCKOMCHAOBAHHBIX K KAXKAOMY 3aHATHUIO.
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PA3JEJ 1. OPTAHU3ALIMS IEJIOITPON3BO/ICTBA B YUPEKIEHMSX
JTOPEBOJIIOLIMOHHOI POCCUM

1.1.  [lemompomusBoacTBo B yupexaeHusx Pycckoro rocymapersa XVI-XVII BB.
1.2.  JlemompouzBoactBo B yupexaeHusx Poccun X VIII B.

1.3.  Jlenompou3sBoactBo B yupexaeHusx XIX - vau. XX B.

PA3JEJ 2. OPTAHU3ALIUA COBPEMEHHOI'O JEJOIPOU3BOJACTBA

2.1. Opranuzanus ciyxO0bl JISIOIPON3BOICTBA
2.2.  Opranwuzaius JOKyMEHT0000poTa

2.3. Perucrpaims 10KyMEHTOB.

2.4. HomeHnkiarypa nen

2.5. [loAroToBKa JOKYMEHTOB K MOCJIEAYIOLIEMY XPAaHEHUIO U UCIIOIb30BaHUIO
2.6. CocrapneHre WHCTPYKIUH 10 JIETONPOU3BOICTBY

PA3JIEJI 1. OPTAHU3ALUA AEJOIIPON3BOJACTBA B YUPEXK/IEHUSA
JTOPEBOJIIOIIMOHHOM POCCUHA

Tema 1.1. [les10npou3BoaACTBO B yupe:xkaenusix Pycckoro rocynapcrsa XVI-XVII BB. — 4

3AJIAHUA
1. U3yunts Cynebuuk 1550 r. u CobopHoe ynoxenue 1649 r. [1o 3TuM akTaM BBISBUTS:

* CTPYKTYpY OpTaHOB T'OCYIaPCTBEHHOTO YIPaBICHHS;
* COCTaB U JOIHKHOCTHEIE O0S3aHHOCTH " CITY>KUJIBIX JIFOICH .

* HaIlpaBIICHUS PErilaMEHTAIUU pa0OTHI C JOKYMEHTaMHU.

2. N3yunts cxeMy opraHU3aI[i¥ UCIIOJHEHHS JOKYMEHTOB B IPUKA3HOM JICIIOTIPOU3BOICTBE.

3. [Ipoanann3upoBaTh NEPBUYHBIN KOMITIEKC JOKYMEHTOB (Ha IpUMepe Jesia 10 4YeJI00UTHON

Sxosa lletrnoa B [lomecTHOM IpHKa3e) v ySICHUTH TOPSAIOK (POPMUPOBAHUS JIena.

YKA3AHUS 110 BBIITOJHEHHWIO 3ATIAHUN
1. Wsyumre Cynebnuk 1550 r., CobopHoe ynoxkenue 1649 r. u ysacHUTE cieayrouiee:



43

* COCTaB JIUI] "BEPIIUBIINX CYA" ¥ TOKyMEHTHPOBABIINX JEATEIHHOCTD CY/Ia;
* MIOPSIOK ITOIa4H, PACCMOTPEHUS M UCTIOTHEHHUS YeJTOOUTHBIX;
* OPSAOK BEIECHUS PErHCTPAIMOHHBIX (hOpM IS ""CyAHBIX aemn";

* OTBETCTBEHHOCTb 3a MOJJICIIKY JOKYMEHTOB M HETOOPOCOBECTHOE OTHOIICHHE K TODKHOCTHBIM
00S3aHHOCTSM.

2. PaccmotpuTe cxemy MpOXOKICHHS U UCTIOTHEHUS JOKYMEHTOB B TIPHUKa3ax M CAENalTe BBIBOJ
0 COCTaBE TEXHOJOTUYECKUX OMEpaIiii ¢ JOKyMEeHTaMu, IPUMEHSBILIUXCS B IPUKA3HOM CUCTEME
JIeJIOTIPON3BOCTRA.

3. O3HakoMbTeCh ¢ mentoM [loMecTHOTO TIpHKa3a 1mo yenobutHoi Skosa lllermmoa u
COIIOCTaBBTE MOCIE0BATEILHOCTh PACCMOTPEHUSI U PEIICHHS BOTIPOCA M TIOCIIEI0BATENBHOCTh
pacmoNokKeHUs JOKYMEHTOB B jienie. Onpe/ieNiuTe KpalHKe AaThl Aefa U 0COOCHHOCTH
JOKYMCHTHUPOBAHUA.

KOHTPOJIBHBIE BOITPOCHI
1. IlepeuncnuTe 0COOEHHOCTH CHCTEMBI AEIONPONU3BOACTBA B IEHTPATBHBIX YUPEIKICHHIIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aK0HOAATEIHHO perilaMeHTHPOBAHHEIE O0S3aHHOCTH "CITYKIJIBIX JIFOACH" B paboTe
C IOKyMEHTaMH.

3. Kakue onepanuu B paboTe ¢ JOKyMEHTaMu CPOPMUPOBAITUCH B IPUKAZHOM
JIeTI0NPON3BOICTBE?

4. JlaliTe XapakTEPUCTUKY CTOJIOIOBOM (POPMBI JIEIONPON3BOJICTBA KaK TEXHUKU
JOKYMEHTUPOBaHUS ¥ (YOPMHUPOBAHUS JIEII.

5. Korza 6bl1a BBeieHa 1 KOT/1a Oblia OTMEHEHA CTOJIOIO0Bas (hopMa IeTONPON3BOACTBA?

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokymeHTanmoHHOe oOecliedeHue  ymOpaBlieHUs  (JeTOMPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe mocooue/ T.A. beikosa, T.B. Ky3nerona. -2-e u3zz. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyma:
http://znanium.com/go.php?id=942800/

Tema 1.2. [lenonpoussoactso B yupe:xxaenusix Poccuu XVIII B. — 4 yaca.

SAIAHUA
1. Wzyuuts ['enepampubnii permamMeHT 1720 r. W BBISIBUTH OCHOBHBIE TpeOOBaHHA K
OpraHU3alMH JEIONPOU3BOICTBA B KOJUIETHSX U JOJDKHOCTHBIE 0053aHHOCTH KaHLEIAPCKUX CITYXKAIHX.

2. HBy4nTh CXeMy HCTIONHEHUS JOKYMEHTOB B KOJUICTHSIX.

3. MByunts "Yupexaenue ans ympaeieHus ryoepHuid" 1775 T., BBIIBUTH OCHOBHBIE
TpeOOBaHMs K OpraHM3alUK JIeJIOIPOU3BOICTBA B MECTHBIX YUPEXKIEHHUIX U JOKHOCTHBIE 00sI3aHHOCTH
KaHLEPCKUX CIIy’KaIlUX.


http://znanium.com/go.php?id=942800/
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4. H3y4uTh cXeMy HCIOJIHEHUS TOKYMEHTOB B MECTHBIX YUPEKACHUSIX.

5. llpoananu3upoBath Ae0, cGOPMUPOBAHHOE B MECTHBIX YUPEKICHUSX.

YKA3AHV 10 BBIIIOJIHEHUIO 3AJIAHUI

1. W3yuus "I'enepanbhslii perinaMenT 1720 r., ysiCHUTE ClEyIOLIEe:

1.1.  cTpyKTypy KOJUIETHH;

1.2.  1OMKHOCTHOHM COCTaB KaHUEISIPCKUX CIYKAIIUX;

1.3.  00s3aHHOCTH KAHIENAPCKHUX CITY)KalIHX;

1.4,  mOpAAOK MONyYEHHs JOKYMEHTOB B KOJUICTHSX;

1.5. MOPSIIOK PACCMOTPEHUS JOKYMEHTOB B KOJUICTHSX;

1.6.  opraHu3anys U TEXHOJIOTHUS PETUCTPALIUU IOKYMECHTOB;

1.7. MOCTPOCHUE CIIPAaBOYHO-UH(POPMAITMOHHOTO aIlapaTa;

1.8.  cpoku UCTIOTHEHUS TOKYMEHTOB;

19.  opraHu3anuio XpaHCHHS JOKYMEHTOB B KOJIJICTHSIX.

2. H3yunte cxemy HCIOJIHEHUS JOKYMEHTOB B KOJUIETHSX U BBIIBUTE COCTAB

JIEIIOTPON3BOJICTBEHHBIX OTEepaIlni.
3. N3yuuB "OOmiee ryoepHckoe yupexaenue " 1775 r., onpenenure:

3.1. CTPYKTYPY KaHLEIAPUHU, JTOJDKHOCTHOW COCTAB KaHLEIAPCKUX CIIyXKaIlUX, UX
00s13aHHOCTH B paboTe ¢ TIOKyMEHTaMU;

3.2. TEXHOJIOTHIO pabOTHI C TOKyMEHTaMU:
3.2.1. mOpAIOK MEPBUYHON 0OpaOOTKH MOCTYITUBIIHNX JTOKYMEHTOB;

3.2.2.  TEXHOJIOTHs PETUCTPALUH JAOKYMEHTOB: IPUMEHSIEMbIE PETUCTPALIMOHHBIE (POPMBIL, UX
Ha3HaueHHWE W COCTaB MH(POPMAIIUH;

3.2.3. TOPSAIOK paCCMOTPEHUS JOKYMEHTOB;

3.2.4. TOpSIOK UCIIOJIHEHHUS IOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 32 UCTIONHEHHEM JIOKYMEHTOB;

3.2.6. TOPANOK OTIIPaBKH JOKYMEHTOB;

3.2.7. oOpraHM3al{Io XpaHEHHS JJOKYMEHTOB B MECTHBIX YUPEKJICHUSIX.

4. N3yunrte cxeMy HCIIOJHEHUS JOKYMEHTOB B MECTHBIX YUPEXKICHUSAX U BBISIBUTE COCTaB
JIETIOTIPOU3BOCTBEHHBIX OIEPALIUIA.

5. Paccmotpure nena mectHbiX yupexnenuid X VIII B., oOpaTure BHUMaHKe Ha odopMiIeHne
00JIOXKKH Jesia, COCTaB JOKYMEHTOB JIeja, TIOCJIEA0BATEIbHOCTD UX PACTIOIOKEHHS, IIOPSTIOK U CPOKH
paccMOTpeHUs IOKYMEHTOB, YSCHUTE TIPUHIIUTIBI (JOPMUPOBAHHS JIETI.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHTE CHCTEMY IPHKA3HOTO U KOJUICKCKOTO JCIOIPON3BOJICTBA, OOBICHUTE HanboIee
XapaKTePHBIE OTIMYMSL.
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2. [lepeuncnure HOBbIE AENONPOU3BOJCTBEHHBIE ONEPAIlNH, BO3HUKIIHE B yupexaeHnsax X VIII

3. [epeuncnure 0053aHHOCTH JICIOMPOU3BOICTBEHHOU CITY>KOBI 1O IMOJITOTOBKE JIOKYMEHTOB K
apXUBHOMY XpaHeHuto (1o 3akoHy 1775 r.).

4. HazoBuTE 3aKOHOAATEIBHBIN aKT, KOTOPBHIM BIIEPBBIC ObLT ONPEICICH CPOK XPAHCHHSI
JIOKyMEHTOB B TEKYIIIEM AEJONPOU3BOCTBE (IO CIaYl JOKYMEHTOB B apXUB).

5. HazoBute XapaKTEPHBIC YCPThI CUCTEMBI PETUCTPALNNA JOKYMCHTOB B KOJUICTUAX.

NCTOUYHUKU U JINTEPATYPA

beikoBa T.A. JlOKyMEHTallMOHHOE  OOCCIICYCHUE  yIpaBJIeHUS  (JAEIOMPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yaebnoe mocooue/ T.A. beikosa, T.B. Ky3Hnerona. -2-¢ u3a. nepepad. u
JIOII. - MockBa: HNuppa-M, 2018. -304 C. - Pexum JOCTYyIa:
http://znanium.com/go.php?id=942800/

Tema 1.3. [learompousBoactBo B yupexaenusx XIX - Hau. XX B. — 8 gacos.

SAJAHUA

1. N3yunts "Obmee yupexaeHne MuaucTepcTB” 1811 . 1 ysACHUTH OCHOBHBIC TPEOOBaHUS K
OpraHM3aIuy JAeJTONPOU3BOJICTBA B IEHTPAIBHBIX YUPEKICHUSX, a TAKXKe JOHDKHOCTHBIE 00SI3aHHOCTH
KaHLESIPCKUX YNHOBHHUKOB.

2. [IpoananuzupoBaTh 0coOeHHOCTH (HOPMHUPOBaHUS Jel B yupexaeHusx XIX - vau. XX B.

3. N3yuuts "Tlono0xkeHre 0 MUCbMOBOJCTBE U I€TONPOU3BOACTBE B BOEHHOM BepoMcTee" 1911 1.
Y BBISIBUTH OCHOBHBIC HAIIPABJICHIS PAIMOHAIM3AIINH ISTOTPOU3BOICTBA.

4. V3yunTh cxeMy HCIIOTHEHUs ToOKyMeHTOB B Kannensipun [Toneunresnst MOCKOBCKOT'O y4eOHOTO
OKpyra.

5. O3HakomuThbest ¢ JokymenTamu Kanuessipun [lorneunTenst MOCKOBCKOTO yU4eOHOTO OKpyTa U
BBIIBUTB 3JIEMEHTBI PALIUOHAIN3ALUHU [TPOLIECCA UX UCTIOIHEHUS.

YKA3AHV 10 BBITIOJIHEHUIO 3AJTAHUI

1. Uzyuus "OOwiee yupexxnenne munuctepets” 1811 r., ompexenure cienyromiee:

1.1. opraHu3anMoHHy0 CTPYKTYPy MUHHCTEPCTBA,

1.2. cTpyKTypy AENONPOU3BOACTBEHHOMN CITYKOBI;

1.3. opranuszanuro J0KyMEHT0000pOTa:

1.3.1. mopsi oK mocTymieHus ToKyMeHToB: B Kannenspuio MuHICTpa; B AeapTaMEHTHI;

1.3.2. opraHuzainuro JBUKCHHS JOKYMEHTOB, HAPABJICHHBIX B KaHIEIAPUIO MUHUCTPA ; B
Jemaprament; B CoBET MUHHCTpA: B 00IIee MPUCYTCTBHE JienapTamenTa; B OcoOble yCTaHOBJICHUS

1.3.3. nOpsIOK UCTIONHEHNUS TOKyMEHTOB: B KaHnenspun MuHucTpa; B JlenapraMeHTax;


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

46

1.4. opra"u3anuio 1 TEXHOIOTHIO PETUCTPAIIHIH;

1.5. opraHu3anuio KOHTPOJIS 32 UCIIOTHEHHUEM JOKYMEHTOB (PEBHU3HSA);
1.6. mopsimox hopMHUPOBAHUS JIETT;

1.7. opranu3anuio XpaHeHHs TOKYMEHTOB;

1.8. HasHaueHne OTYETOB.

2. OzHakoMbTECh C Aenamu yapexaeHnit XIX B., o0patute BHIMaHHE Ha 0(OPMIIEHHE OOI0KKH
JieNa, COCTaB JIOKYMEHTOB JIeNa, TOCIeI0BATEIbHOCT UX PACIIOJIOKEHUS, IOPSIOK H CPOK PACCMOTPEHUS
JIOKYMEHTOB.

3. Uzyunte "IlonoxeHue o MUCEMOBOJICTBE U JICTONPOU3BOICTBE B BOGHHOM BegoMmcTBe" 1911 r.

1 o0paTuTe BHUMaHHE Ha:
3.1. perilaMeHTaUIO TPUMEHIEMBIX BUIOB JOKYMEHTOB;
3.2. ynopsioueHue IpaBul COCTaBICHUS M OQOPMIICHHUS IOKYMEHTOB;
3.3. periaaMeHTaIuio CrpaBOYHO-HHGOPMAITIOHHOTO (POH/A;
3.4. MexaHM3AIUIO JCIOTPOU3BO/ICTB;
3.5.0praHu3almio OMepaTUBHOTO H APXUBHOTO XPaHEHUS JOKYMEHTOB.

Ha ocHoBe paccMOTpeHus IepeyrCIeHHBIX BOIPOCOB CeaiTe BBIBO O HAIIPABICHUAX
panroHaNIN3aLUH JEI0IPOU3BOCTBA B BOEHHOM BEJJOMCTBE.

4. NpoananusupyiiTe cXeMy OpraHM3alMH aelonmpou3BoicTBa B Kanmemspum Iloneunrens
MoOCKOBCKOTr0 y4eOHOro OKpyra M celaiTe BBIBOA O CIOCO0aX palMOHAIM3ALUM 3TANOB MCIOJIHEHUS
JTOKyMEHTOB 1 MOJrOTOBKH OTBETHOTO JOKYMEHTA B 3TOM YUPEXKICHUU.

5. O3naxoMbTech ¢ KojIekuueii 1okymenTos Kannenspuu [oneuntens MockoBCKOro yuaeGHOro
OKpyra, oOpalias BHUMaHHE Ha:

. 2JIEMEHTHI MEXaHU3UPOBAHHON 00pabOTKH JOKYMEHTOB (CITOCOOBI TOMETOK O
MOJY4YEHHUH, HAIPaBJICHUH HA UCTIOJIHEHUE U UCTIOJIHEHUH JTOKYMEHTOB);

. XapakTep Pe30JIOLHIA;

. CIOCOOBI COCTaBJICHHS MTPOCKTA TOKYMEHTA;
. 3JIEMEHTHI YHU(UKAILIMK TEKCTa JOKYMEHTA,;
. BUJIBI OJTAHKOB U CIIOCOOBI UX U3TOTOBJICHUSI.

CﬂenaﬁTe BBIBO/] 00 OCHOBHBIX U BCIIOMOTATEIBHBIX HAIIPpaBJICHUAX palluOHATIU3aAUU IIPOUECCOB
paccMOTPCHUA W UCIIOJIHCHHA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHHTE CHCTEMY KOJUIEKCKOTO M MHHHCTEPCKOTO (MCTIOTHUTEIIHHOTO)
JIEIIONPON3BO/ICTBA, OOBICHNUTE HanboJee XapaKTepHbIE OTIUIHA.

2. Kak pa3BuBasiach CTpyKTypa JeIOTPOU3BOJCTBEHHOMN CITY:KOBI MUHICTEPCTBA B MIEPBOH
nojiopuHe XIX B., yeM OHa OTJIMYaIach OT KOJUIEKCKOM ?

3. HazoBute ocHOBHBIE TpeOOBaHUS K OpraHU3aIlu JJOKYMEHTOO00POTa B MUHUCTEPCTBAX
XIX B. Ha xakue 0OCHOBHEIC IOKYMEHTOIIOTOKH Pa3AeisuINCh TOKYMEHTH B MUHICTEPCTBAX ?
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4. HazoBute xapakTepHbIe YepThl CHCTEMBI PETHCTPAINU JOKYMEHTOB B MUHHCTEPCTBAX ?

5. B kaxoii hopMe oCyIIecTBISIICS KOHTPOJIb 32 HCIIOJIHEHUEM JJOKYMEHTOB B CUCTEME
MHHHCTEPCKOTO JACIIOIPON3BOICTBA?

6. HazoBute 0cOOCHHOCTH OpraHU3alliK XPAaHEHHUs IOKYMEHTOB B JICTIONPOU3BO/ICTBE
MUHHUCTEPCTB.

7. HazoBure HampaBiIeHUs ¥ CIIOCOOBI PAIIMOHATIM3AINH JICIIONPOU3BOJICTBA B YUPEKICHHIX
XIX - Hay. XX B.

NCTOYHUKU U JIMTEPATYPA
beikoBa T.A. JlokyMeHTanmuoHHOE  oOOecCleYeHHe  ympaBlieHHs  (IAETOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yaebnoe nocooue/ T.A. beikosa, T.B. Ky3nerona. -2-¢ u3a. nepepad. u

JIOIL. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JIOCTYyTIA:
http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3ALUSA COBPEMEHHOI'O JEJIOITPOU3BOACTBA

Tema 2.1. Opranuzanus cJIy:K0bI AeJIONPOU3BOACTBA — 12 Yacos.

3AJIAHUSA

1. Vzyuuts TpeGoBaHus neiiCTBYIONIMX HOPMATHBHBIX aKTOB M HOPMATHBHO-METOIMYECKHX
JIOKYMEHTOB K OpTaHU3alHH{, CTPYKTYpe ¥ QYHKIHSAM CITY»KObI JeTOMPON3BO/ICTBA.

2. ITpoaHaM3upOBaTh OPraHMU3AIMIO CIYXKOBI JETOMPOM3BOACTBA B YCIOBHON OpraHM3alud |
BBISIBUTH €€ OCOOEHHOCTH.

3. ToaroroButs CXEMY OpraHU3allMOHHOW CTPYKTYPHI JIEJIONPOM3BOJCTBEHHON CIYXKObl B
YCJIIOBHOM OpraHU3alluH.

4. Pazpa6orats [Tonoxenne o cayx6e JeNOMpPON3BOACTBA YCIOBHOM OpraHM3aIi.

5. Pa3paGoTars OKHOCTHBIE HHCTPYKIMH PAGOTHHKAM CIIY’KOBI JCIOMPOM3BOACTBA YCIOBHOM
OpTraHM3aIHH.

YKA3AHV 10 BBITIOJIHEHUIO 3AJTAHUI

1. Msyunre xpatkylo XapaKTEpHCTHKY MAEATEIBHOCTH YCIOBHOH OPTraHM3allMM, BBIACHHTE
0COOCHHOCTH OpraHW3allMd JEJONPONU3BOJICTBEHHON CIyXKOBI, €€ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHUSIM IO CTaTyCy, NOAYMHEHHOCTH, HAMMEHOBAaHUSIM CTPYKTYPHBIX YacTei, MX COCTaBy.
AprymeHTHupyHTe OTBET.

2. ToAroTOBETE CXeMy OPIAHH3ALMOHHOH CTPYKTYpHI CIyKObl JEIONPOM3BOACTBA YCIOBHOM
opraHm3anuy, 3apUKCUPYHTe MOTYMHEHHOCTh CIIy’KO W CTPYKTYPHBIX HofpasneneHuid. [[ms kaxmoro
CTPYKTYPHOI'O TIOJpAa3JeJIeHHs] M ydacTKa CIy)XObl JEJIONPOU3BOJICTBA Ha cXeMe (UKCHpYeTCS BH[I
MOJUYMHEHHOCTH (TpsMasl aJAMUHHUCTpAaTHUBHAs WM Meroaudeckas). OOocHyiTe HauMEHOBaHHE H
HNOJUYUHEHHOCTh KKA0T0 CTPYKTYPHOTO OJApa3eICHuUS.


http://znanium.com/go.php?id=942800/
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3. Ha ocuoBe [IpuMepHOro MONOKEHHs O CIy0e JIeNONPOU3BOACTBA Pa3padoTaiiTe CTPYKTYpY
tekcta [lonoxennus o ciyx0e IerIompon3BOACTBa YCIOBHON OpraHm3anud. TeKCT MOJOXKEHUs JOKEeH
collepkaTh KOHKpEeTHbIE (HOpMyITUPOBKH 3afad, (pyHKIWH, mpaB, 00sS3aHHOCTEH W B3aMMOOTHOIICHUH
ciyx0b1. Cnenyet opopmuts Ilonoxkenne Ha oOmem OJIaHKe, ONPEACTUTh MOPSAOK €ro COTIacoBaHUS U
YTBEpXACHUSA (COCTaB CTPYKTYPHBIX ITOApa3IeNieHuii M JODKHOCTh PYKOBOIHTENS, YTBEPIKIAIOIIETO
JOKYMEHT). APTYMEHTUPYHTE CBOM MpeI0KeHHs 1o ipoekTy [lomoxenus.

4. PaspaboraiiTe  JOKHOCTHBIC WHCTPYKIIMM Ha  BECh JIOJDKHOCTHOM ~ COCTaB
JIEJIOTIPOM3BOJICTBEHHON CITy>KOBI YCIOBHOM opraHu3anuu. Ha ocHOBe MONydeHHBIX WHIWUBHIYalbHBIX
3aaHuil pa3paboTaiTe CTPYKTypy TEKCTa W COCTaB pa3felioB IODKHOCTHON WHCTpykiuu. OOpatute
BHUMAaHUE, YTO NPH HOPMYIUPOBKE JODKHOCTHBIX O0SI3aHHOCTEH COTPYIHUKOB, CIIELYeT COTIacoBaTh UX
C OCHOBHBIMH 3aJauaMd W QYHKOMSIMH  choyxkObl (T.e. ¢ TekctoM [lonmoxenusi). B pasnene
"B3anMOOTHOIIEHUS, CBA3U" CIEAyeT 3aKPelUTh B3aUMOACHUCTBUS PaOOTHUKOB CIYXOBI U WX CBSI3W Ha
YPOBHE NPEACTABIICHUSA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. IlepeuncnuTe CTPYKTypHBIE YaCTH CIIY>KOBI JEJIOMPOM3BOACTBA B OPTaHU3AIMIX Pa3THIHBIX
YPOBHEMN yIIPaBJIEHUS.

2. llepeuncnure NEHCTBYIONIME IOKYMEHTBHI, OIPEICIIONNE 3anadil W (QYHKIUU CITY>KOBI
JIEIIONIPOU3BO/ICTBA.

3. HazoBute TtpeboBaHMS K CTPYKType H coctaBy wuHpopmanuu [lojoxeHuss o ciyx0e
JIeJIOTIPOM3BOJICTBA; JOJDKHOCTHOM MHCTPYKLHH.

NCTOYHUKU U JINTEPATYPA
[MpaBuna  JeNONPOM3BOACTBA B  TOCYJIAPCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoyrmpasiieHus, yB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

Meroauueckre peKOMEHAAIMH M0 pa3pabOTKe HMHCTPYKIHE MO JETOMPOM3BOJCTBY B
TOCY/IapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO caMOyIpaBjeHus, yte. [Ipukazom Pocapxusa oT
24.12.2020 Ne 199 // [dneKkTpoHHbIN pecypc]. — M., 2021. — Pexum poctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW _373895/.

[TpumepHast HHCTPYKIHUS IO JIEIOTPOU3BOICTBY B TOCYIAPCTBEHHBIX OPTaHU3AIUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019. Pexum
noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hammonanwsubiii ctannapt Poccuiickoin @enepanun. Cucrema
CTaHJApTOB MO HH(OpMarMK, OUOIMOTEUHOMY M H3JaTeNbCKOMY aeny. OpraHu3alnoHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0(OpMIIEHUIO TOKYMEHTOB // [DIEKTpOHHBIH

pecypc]. — M., 2019. Pesxxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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I'OCT P HCO 15489-1-2019 HamuonanwsHbii cranmapT Poccuiickoit deneparumu.
Cucrema craniapToB 1o HHGopMauy, OMOIMOTEUHOMY M M3AaTenbekomy aeny. Mudopman3us
U JOKyMeHTalus. YuparieHue jgokymeHTamu. Yacte 1. Tlomsartus u mnpuHmunel. //
[D5eKTpOHHBII pecypc]. - M., 2021. Pexum JOCTYIIa! http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlesnonpou3BOACTBO U apXUBHOE J€J0. TepMHUHBI U OMpPEIeIeHUs. -
[DneKTpOHHbIN pecypc]. - M., 20109. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

[Tpukaz MunkynsTypsl Poccuum ot 31.03.2015 Ne 526 «OO06 yTBep»KACHHM MPaBUI
OpraHu3ali XpaHEHHS, KOMIUIEKTOBAHHUS, Y4e€Ta U HCIOIb30BAHUS JOKYMEHTOB ApPXUBHOTO
donna Poccuiickoit denepannu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OPraHax MECTHOI'O CaMOYIIPaBICHUsS U opraHu3anusax» // [DnekTpoHHslit pecypc]. — M.,
2019. — Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Ipukaz Muntpyna Poccum ot 15.06.2020 N 333  "OO yTBepkIACHUHU
npodeccuoHanpHoro cragaapra "CreuuaaucT Mo OpraHU3alMOHHOMY M JIOKYMEHTALHOHHOMY
obecrieueHno ympasieHus: opranuzanueit”"// [dnextponnsiii pecypc]. — M., 2021. — Pexum

nocryma: http://www.consultant.ru/document/cons_doc_LAW_357714/.

IIpodeccuonanbublit  cTangapT «CHenuanucT 1O  YIOPaBICHHIO JTOKyMEHTaluen
opraHu3alnumny, YTBep)I(I[eHHHﬁ IMPpUKa30OM MI/IHI/ICTepCTBa Tpyda H" COI.II/IB.J'IBHOfI 3allIUThI
Poccuiickoit deneparuu ot 10.05.2017 Ne 416u // [DnexktponHbIl pecypce]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokymeHTanmoHHOEe  oOecreueHue  yOpaBjieHHs  (JeTONPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe mocooue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyMa:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opranuzanusi A0KyMeHT0000poTa — 8 yacos.

SAJAHUA
1. M3yunuth coBpeMeHHBIE TPeOOBAaHMS K OPTAHHU3AINHN JOKYMEHTOO00pOTa B OPTaHU3AITUSX,
YUPEKICHUSIX U HA MIPEATIPUSATHUSAX.

2. M3y4uTh 1 MpOaHAIM3UPOBATH OPTAHM3ALNIO JOKYMEHTOO00pOTa B yCIIOBHOM OpTraHU3aIliH.

3. MByuuTh KpaTKyr0 XapaKTepUCTUKY ACSITEIbHOCTHU LICHTPAIBHOTO anmnapaTa yCIoBHOU
OpraHU3alMU U COCTABUTH ONEPOTPAMMBI JBHKEHUS BXOISIICH, UCXOASIIEH U BHyTPEHHEH
JIOKYMEHTAITUH.


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_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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4. Moncuntath 06beM JOKYMEHTOOGOPOTA YCIOBHOM OpPraHU3aIuH 33 FOJI.

YKA3AHUWA 110 BBITTOJIHEHUTO 3AI[AHI/H7I
Wzyunre IlpaBuna penonpou3BoACTBa B T'OCYHAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O

camoyIpasiieHHs, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; Meroanueckue peKOMEHJalNU
no pa3paboTKe MHCTPYKIMHA MO JEJONPOU3BOACTBY B TOCYIJapCTBEHHBIX OpraHax, opraHax
MECTHOrO caMoymnpaBiieHus, ytB. Ilpukazom PocapxmBa ot 24.12.2020 Ne 199; Ilpumepnyro
WHCTPYKIMIO TIO0 JACJIONPOU3BOACTBY B TOCYJApCTBEHHBIX opraHuzanusx (ytB. IIpukazom
PocapxuBa ot 11.04.2018 No 44. Cnaenaiite BBIBOA O CTEHNEHH pErIAMEHTAllMH B HOPMATHBHBIX

JOKyMEHTax OOIIMX MPHHLMIIOB OPraHU3alil JOKYMEHT0000pOoTa, MPaBUil MPOXOXKICHUS JOKYMEHTOB,

METOAMKH MOACYETa JOKYyMEHTOO00POTA.

1. Ha npumepe ommcaHus JOKYMEHTOOGOPOTA YCIOBHOH OpPraHM3allMM  BBIABHTE €O
0COOCHHOCTH M OIpENeIUTEe HECOOTBETCTBUE OpraHU3allMK JJOKYMEHTO000pOoTa B JaHHOI OopraHu3aluu
TpeOOBaHUSIM HOPMATUBHBIX JOKYMEHTOB.

2. CocTaBbTe ONEPOrPaMMBbI JBWKCHHS JTOKYMCHTOB B YCIOBHOH OpraHmsamuu. J{as 5TOro
OIIpENIeJINTE COCTaB JAOJDKHOCTHBIX JIMII, YYacTBYIOLIMX B OOpabOTKe M HCIIOJHEHWH [IOKYMEHTOB,;
MOCJIeJOBATeIFHOCTh ~ Oomepanuii 1o  00paboTKe  JOKYMEHTOB, HM3YYUTE CXEMbl  JIBHOKCHHUS
JIOKyMEHTOTIOTOKOB B YCJIOBHOM OpraHU3aIiH.

OneporpaMMa ABWIKCHUS BXOOAMIUX NOKYMCHTOB JOJDKHA OTPA3UTh IEPEMCIICHUA JOKYMCHTOB
OT MOMCHTA IIprue€Ma 10 NOAIIMNBKHA WX B JICJIO IIOCJIC 3aBEPIICHUA UCIIOJITHCHMA.

OneporpaMMa UCXOAmUX JAOKYMCEHTOB J[JOJDKHA OTpa3uTb HNEPEMCHICHUA OOKYMCHTOB OT
MOMCHTA IMOATOTOBKH UX NPOCKTOB 0 OTIHPABKU U3 YUPCIKACHUS.

Oneporpamma JABIKEHHS BHYTPEHHHMX TOKYMEHTOB (Ha MpUMepe NpHKasza) JOJDKHA OTPa3HUTh
NepeMELeHUs JOKYMEHTOB OT MOMEHTA MOJArOTOBKH MPOEKTa JOKYMEHTA JI0 OIINBKH B JEJIO.

3. HSy‘lHB COCTaB MU KOJHMYCCTBO IIOJYYCHHBIX, OTIIPABJICHHBIX W BHYTPCHHUX JOKYMCHTOB
yCJ'IOBHOﬁ OpraHu3aluu, HOILC‘IHTaﬁTG 00BEM ce Z[OKYMGHTOOGOPOTa 3a roa.

KOHTPOJIBHBIE BOITPOCHI

1. laiite onpeneneHne NOHATUS " TOKYMEHTOO00pOT".

2. [lepeuncnure oCHOBHBIE TPEOOBAHUS K OPraHU3AIUK JOKYMEHTOO0OPOTa B OpraHU3aIlHsIX.
3. [lepeunciure IpaBmiIa yaeTa JOKyMEHTO000pOTA.

4. HazoBuTe TpeOOBaHUS K MPOXOKACHUIO U UCTIOTHEHUIO BXOISAIINUX JOKYMEHTOB.

5. Ha3oBwuTe 3Tansl IMPOXOXKACHUA U UCIIOJTHCHUA UCXOAAIINX U BHYTPEHHUX TOKYMCHTOB.

6. Hepe‘lI/ICJII/ITe ImpaBujia nnepeaaiu JOKyMCHTOB BHYTPH YUPCIKIACHUA.

NCTOUYHUKU U JINTEPATYPA
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e [IlpaBuna  AENONPOM3BOACTBA B  TOCYJAAPCTBEHHBIX  OpraHax, OpraHax MECTHOI'O
camoympaBiieHus, yts. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. —

M., 2021. — Pexkum pocTtyna: http:// https://base.garant.ru/72291836/.

e MeToauueckrue pEKOMEHJAIMKM TO pPa3paboTKe WHCTPYKIUH 110 JEJIONPOU3BOACTBY B
TOCYZapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMoOyIpaBieHUs, yTB. IIpukasom Pocapxusa
or 24.12.2020 Ne 199 /[ [dnekTpoHHbI pecypc]. — M., 2021. — Pexxkum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

. [IpumepHasi UHCTPYKIIUS IO JACJIIONPOU3BOJICTBY B TOCY/IAPCTBEHHBIX OpraHU3aIUX,
y1B. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecype]. — M., 2019.
Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

e ['OCT P 7.0.97-2016. Hamumonansubiii cranaapt Poccuiickoit ®enepauun. Cucrema
CTaHAapToB Mo HHpopmanuu, OGMOIMOTEYHOMY U U3JAaTeNbckoMy neny. OpraHu3aluoHHO-
pactiopsiuTeNbHas  JOKyMeHTauus. TpeOoBaHus K  OQOPMIICHUIO JOKyMeHTOB [/
[DneKTpOHHBIH pecypc]. - M., 2019. Pexum JOCTyTMa:
http://lwww.consultant.ru/document/cons_doc_LAW _216461/.

e TOCT P UCO 15489-1-2019 Hanmonaneusii crangapt Poccuiickoit @eneparuu. Crucrema
CTaHAapTOB MO HHQOpMAIMK, OMOMHOTEYHOMY W U3aaTenbckomy aeny. Mudopmanlus u
JOKyMeHTaIusl. YmpasieHue gokymentamud. Yacte 1. TloHstus W npuHOunel [/
[DneKTpoHHBIN pecypc]. - M., 2021. Pexxum JlocTymna: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

e TOCT P 7.0.8-2013 Jlenonpous3BOACTBO M apXWBHOE A€N0. TE€pMHHBI U ONPEIEICHMS.-
[DN1eKTpOHHBIN pecypc]. - M., 20109. Pexum JOCTyMaA:

http://www.consultant.ru/document/cons_doc_LAW_163800/.

e [Ipuka3 MunkynasTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBep:kKI€HUU PABUI OpraHU3aluu
XpaHCHUA, KOMIUICKTOBAHHA, Y4YC€Ta W HCIIOJIB30BaHUA OOKYMCHTOB ApXI/IBHOFO (1)OHJIa
Poccuiickoit denepanuu M Apyrux apXUBHBIX JOKYMEHTOB B OpraHax TIOCYIapCTBEHHOU
BJIaCTHU, OpraHax MCCTHOTO CaMOYIIPABJICHUA U OpraHU3aludgx» Il [QHGKTpOHHHﬁ pecypc]. —
M., 2019. — Pexxum nocryma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

L4 I[OHOJIHI/ITCJILHLIC HCTOYHUKH

e [Ipuka3z Muntpyna Poccuu ot 15.06.2020 N 333u "OO6 yrBepkaeHun npodecCuoHaTBLHOTO

crangapra "CrenuamucT Mo OpraHU3alMOHHOMY M JIOKYMEHTAllMOHHOMY O00ecreueHHUIo


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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yrpasienusi opranusaiueit"// [DaekTponnsiii pecypc]. — M., 2021. — Pexum gocryma:
http://www.consultant.ru/document/cons_doc_LAW_357714/.

e [locranosnenue IlpaButensctBa PD ot 15.06.2009 No 477 «O6 yrBepkaenuu IIpaBui
JIEJIONPOU3BOJACTBA B (heliepaabHBIX OpraHaxX MCIIOJHUTEIbHONW BIACTH»// [DIEKTPOHHBII
pecypc]. — M., 2019. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [loctanoBnenue [IpaBurenscTtBa PD ot 25.12.2014 No 1494 “O06 yTBepKaeHUHU MPaBUII OOMEHA
JOKYMEHTaMH B DJIGKTPOHHOM  BHJE TpU  OpraHu3al  HUH()OPMAILMOHHOTO

B3auMojeiicTBus’”’// [DnexkTpoHHbli pecypc]. — M., 2019. — Pexum gocrymna:
https://base.garant.ru/70832680/.

e brikoBa T.A. JlokyMeHTalMOHHOE OOECIICUYCHHE YIpaBJICHUS  (JEIOMPOU3BOJICTBO)
[OnexTpoHHBIN pecypc]; ydeOnoe mocobue/ T.A. beikoBa, T.B. Kysneuosa. -2-e wusm.
nepepad. u gomn. — Mocksa: Wnadpa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Peructpamnus 10KymMeHTOB — 4 yaca.

3ATIAHUS

1. U3yunts TpeGoBaHMS HOPMATHBHO-METONMYECKHX JOKYMEHTOB K PETHCTDALMH U
HOCTPOSHUIO MH(POPMALIMOHHO-CIIPABOYHOT'0 allapara.

2. 3ap6FI/ICTpI/Ip0BaTI> HECKOJIBKO JOKYMCHTOB, IPCAJIOKCHHBIX ITPEIIOAABATCICM.

3. O3HAKOMHBIINCH C OIMCAHMEM TEXHOIOTMM pPETHCTPALMK JOKYMEHTOB B YCIOBHOIL
OpraHm3aIimy, pa3paborarb 1 000CHOBATH MPEIOKEHHS M0 PAMOHATBHON OpPraHU3aluy PETUCTPALN U
WHPOPMAIMOHHO-CITPABOYHON PaOOTHI.

VKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUI

1. Uzyuure I[lIpaBuna [enonmpou3BOJICTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MecTHOro camoymnpasienus (pasgenst I, 1V), Metoguueckue pekomeHaanuu mo pazpadboTke
UHCTPYKIMH 10 JEJIONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasiieHusi, llpuMepHy0 MHCTPYKIHMIO IO JEJIONPOU3BOJACTBY B TOCYAapCTBEHHBIX
opraam3anusax (yrB. [Ipukaszom Pocapxua ot 11.04.2018 Ne 44. O6paTuTe BHUMaHUE Ha COCTaB
JIOKYMEHTOB, TOJUIEKAIIMX PETUCTPALUU, IOCIEN0BATEIBHOCTh PACIOJIOKEHHUSI COCTaBHBIX
yacTel WHAEKca JOKyMEeHTa, MpaBwia (GopMHUpOBaHUS HH(GOPMAIIMOHHO-CIIPABOYHBIX 0a3
JTAHHBIX.

2. 3aperucTpupyiTe NpeUIoKeHHbIE JOKYMEHThI, 00paTHB 0c000€ BHUMAaHHWE Ha PErMCTPALIHIO
WHULUATUBHBIX U OTBETHBIX ITUCEM.

3. Ilpoananu3upyiTe MOPSIOK PETHCTpPAlMK JOKYMEHTOB B YCIOBHOW opranm3anuu. OTMeTHB
OCOOCHHOCTH OpraHU3alliil M TEXHOJOTHU PETUCTpAIlMi JIOKYMEHTOB B YCIOBHOW OpTraHH3allHH,
ompeAenuTe WX HeAOCTaTkh. Ha ocHOBe mpoBeneHHOro aHajgm3a W TpeOOBaHWH HOPMATHBHO-


http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://znanium.com/go.php?id=942800/
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METOJUYECKHX JOKYMEHTOB pa3padoTaiTe MpPEeUIOKEHUs M0 OpPTaHW3allid PETUCTPAINH TOKYMEHTOB U
MOCTPOCHUIO MHPOPMAIIMOHHO-CIIPABOYHOTO aIllapara B YCIOBHOW OpraHH3allHH.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe perucrpauus 1okymMmeHToB? Kakue 3agaun pemiarorcs B AEIONPOU3BOJICTBE C
TTOMOIIBIO 3TOH oTepartuu?

2. Kakue 1oKyMEeHTBI TOAICKAT PErUCTpaIiuu?

3. KakoB 00s13aTeNIbHBIN COCTaB PEKBU3UTOB IIPH PETHCTPAITIHN?
4. B 4eM OCHOBHOM IMPUHITATI PETUCTPAITIH?

5. KakoBbI OCHOBHBIC MpaBUiIa HHACKCAIIUU TOKYMEHTOB?

6. Kakoe npenMyIecTBo UMeeT CHeUUAIUCT IPU PETUCTPAMK TOKYMEHTA B
aBTOMATHU3UPOBAHHBIX CUCTEMaX 110 CPAaBHEHHIO C TPAAUIIMOHHBIMU METOAaMU?

NCTOUYHUKU U JIMTEPATYPA
[lpaBwiaa  JENMONPOM3BOACTBA B IOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoynpaBineHus, yrB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIl pecypc]. — M.,
2021. — Pexkum goctyna: http:// https://base.garant.ru/72291836/.

Meroandeckue peKOMEHIAIMU 10 pa3paboTKe MHCTPYKIHMK MO JAEIONPOU3BOACTBY B
TOCY/IapCTBEHHBIX OpraHaxX, OpraHaXx MECTHOTO caMOyIpaBjieHus, yte. [Ipukasom Pocapxusa oT
24.12.2020 Ne 199 /I [dneKkTpoHHbI pecypc]l. — M., 2021. — Pexum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKLUS 110 AETONPOU3BOJICTBY B TOCYIapCTBEHHBIX OPraHU3AlMSIX, YTB.
[Mpuka3zom Pocapxua ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanumonanshublii crangapt Poccuiickoit ®enepaunn. Cucrema
CTaHJapTOB TO HWHPOPMAIMK, OHOJIMOTEYHOMY W H3AATEIbCKOMY Jneny. OpraHu3anmoHHO-
pacnopsiiuTeNbHas JOKyMeHTalus. TpeboBanus K 0hOPMIICHHIO TOKYMEHTOB // [ DIIEKTpOHHBII
pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HUCO 15489-1-2019 HamwmonaneHeni crangapt Poccwiickoit ®Depepanmu.
Cucrema ctanaapToB 1o MHGOpMaIK, OMOINOTEUHOMY U U3AaTeabckoMy aeny. Undopman3us
U JOKyMeHTalus. YupaBieHue ngokymeHTamu. Yacte 1. Tlomartus u mnpuHmunel. //
[D71eKTpOHHBIN pecypc]. - M., 2021. Pexum JOCTyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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I'OCT P 7.0.8-2013 Jlenonpous3BOJACTBO U apXHUBHOE J€70. TEpPMUHBI U ONMPEACIICHUS. -
[DneKTpOHHbIN pecypc]. - M., 20109. Pexum JIOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW _163800/.

brikoBa T.A. JlokyMeHTanMOHHOE oOecrneueHue  ympaBieHUs  (JeJOMPOU3BOJICTBO)
[DnexTpoHHbIi pecypc]; yueoHoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3a. nepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 C. — Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzanusi TEKyLero XxpaHeHust JOKYMEHTOB — 8 4acoB.

SAJTAHUA
1. M3yunTh TpeGOBaHUS HOPMATUBHBIX AaKTOB U HOPMaTHUBHO-METOANYIECKUX JOKYMEHTOB K
COCTaBJICHHIO U O()OPMIICHHIO HOMEHKIIATYPHI JIeII.

2. W3yuuTh BO3MOXHOCTH UCIIOJIb30BAaHUS MIEPEUHS CO CPOKAMU XPAaHEHHS JOKYMEHTOB B
JIENIONPON3BOICTBE OPTaHU3aLlUH.

3. IlpoaHann3upoBaTh KOHKPETHYIO HOMEHKIIATYpY A€l YCIOBHOM OpraHu3alyy U BBISIBUTH
OINOKY B €€ COCTaBJICHUH M 0(hOPMIICHHN.

4. CocraBuTh HOMEHKIIATYPY JIeNl YCIOBHOI OpraHU3aIMM.

YKA3AHU 10 BBITIOJITHEHUIO 3AJTAHUI

1. N3yuute IlpaBuna [aenonpow3BOACTBA B TOCYAApPCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMoymnpasieHus (pasgen 6,7), Meromudyeckne peKOMEHAAMU 1O pa3padoTke
UHCTPYKIMH 10 JEJONPOU3BOJCTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoympasiieHus (npuioxenus 13-23), [TonoxxeHne o MOPSIKE U CPOKAX XPAHEHHS JTOKYMEHTOB
aKIMOHEPHBIX 0011ecTB, [IpruMepHyI0 MHCTPYKIIMIO TIO JEIONPOU3BOJCTBY B rOCYAapCTBEHHBIX
opranuzaiusx (yrB. [Ipuka3zom Pocapxusa ot 11.04.2018 Ne 44) Vscaure cnenyroiee:

. BUIbl HOMEHKJIATYp eI

. TUIBI HOMEHKJIATYp Jien (K1accu(UKaluOHHBIE CXEMBI);

. npaBuia GOpPMYJIMPOBAHHUS 3aT0JIOBKOB /€T,

. VCTOYHUKH YCTaHOBJIEHHS CPOKOB XpaHEHHS JOKYMEHTOB;

. IpaBua CUCTEMATU3alMK U HHAEKCALIUK 3aI0JIOBKOB JIET;

. npaBuia 0oHOpMIIEHUs, HOATMCAHNS, COTJIACOBAHUS M YTBEPKICHUS
. HOMEHKJIAaTYpbI JIeJl.

2. U3yunre ykazaHus 1o npuMeHeHnIo [lepeyHs THUITOBBIX yIpaBIeHUYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIOIIUXCsl B MPOLECCE AESITENbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIpAaBIIEHNs ¥ OpPraHU3aLUi, ¢ yKa3aHUEM CPOKOB XPAaHEHMsI U BBISICHUTE!

. MOPSAZIOK MPUMEHEHHUS TIEPEYHS B JeIOTIPOU3BOJICTBE;
. g dhepeHINAIII0 CPOKOB XpaHEHUS TOKYMEHTOB I10 TPyIaM OpraHU3allHii;

. CXEMY ITOCTPOCHHS MEPEYHS U €r0 HayYHO-CIIPaBOYHBIN amnmapar.


http://www.consultant.ru/document/cons_doc_LAW_163800/
http://znanium.com/go.php?id=942800/
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3. IpoananusupyiitTe KOHKPETHYIO HOMEHKIATYpPy Hel YCIOBHOW OpraHM3alliH, BBIIBHTE
HEJOCTATKH €€ COJIepKaHusI U 0POPMIIEHHS, TPOMJLTIOCTPUPOBAB KK U3 HIX TIPUMEPOM.

4. Uzyuynre CIPYKTYpy M COCTaB JOKYMEHTaJIbHOrO (POHAA YCIOBHOH OpraHM3alid H
paspabotaiite KIacCU(PUKAMOHHYIO CXeMy HOMEHKiarypel nen. OdopMmMuTe ee B BHIE CIIHCKa
CTPYKTYPHBIX TOAPA3JEICHUN C HHICKCAMH, PACIOJOXKCHHBIMHU IO CTENeHU 3Haummoctu. OOpatute
BHMMaHHE Ha TO, YTO CXeMa KJIACCU(UKAIUHK JIOJDKHA COOTBETCTBOBATH TiaBHOW Tabmuie [lepeuns
TUIIOBBIX JIOKYMEHTOB CO CPOKaMH XPaHEHUSI.

CocTaBbTe HOMCHKJIATYPY JA€J YCJIOBHOW OpraHHM3allud, JJIS 4Yero: CPOopMYIHpPYHTE 3arojOBKH
JIe]l B COOTBETCTBHUU C YCTAaHOBJICHHBIMH TPEOOBaHWSMH M YCTaHOBHUTE CPOKHM XpaHEHHUsS Jell IO
MEPEeYHI0; MPOBEANTE CHCTEMATH3AIMIO 3aroyioBKOB fein. OdopMuTe HOMEHKIATYpy el Ha o0ImemM
0JlaHKe YCJIOBHOHM OpraHH3alliM IO YCTaHOBJICHHOW ()OpMeE, OMPEICIIUTE COCTaB JOJDKHOCTHBIX JIMII,
KOTOPBIC JIOJDKHBI €€ 3aBU3UPOBATH U YTBEPIUTH.

KOHTPOJIBHBIE BOITPOCDI

1. [JaiiTe onpeaeneHre HOMEHKIATYPBI JE.

2. OxapakTepusyiTe NPUMEHEHHUE PA3IMYHBIX BUAOB HOMEHKJIATYPHI €.

3. Ilepeuncnute TpeboBaHUs K GOPMYIUPOBKE 3ar0JOBKOB JIe)l B HOMEHKIIATYpE.
4. Ilepeuncnute TpeOOBaHHUA K CUCTEMATU3AL[MH 3aI0JIOBKOB J€] B HOMEHKIIATYpe.
5. Kak obpa3zyercs nHaeKc nemna B HOMEHKIaType?

6. Kak ncronp3yercs repeueHb JOKyMEHTOB C YKa3aHHEM CPOKOB XpaHEHHS B
JIeJIOTIPON3BOICTBE?

7. KakoBbI 3Tans! pa3pad0TKH HOMEHKIIATYPHI Aem?

8. Kakos CPOK JIeCTBUSI HOMEHKIIATYPHI JIeT?

NCTOYHUKU N JIMTEPATYPA
1. ®epepanbubiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM zene B Poccuiickoit

Oenepatun» //  [OnexktponHslii pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

2. TlpaBuna  [elompoM3BOJACTBA B TOCYJAPCTBEHHBIX  OpraHax, oOpraHax MeECTHOTO
camoymnpasiieHus, ytB. [Ipukasom Pocapxua ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc].

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

3. Metoauueckue pEeKOMEHIAMU 10 Pa3pabOTKe HMHCTPYKIMHA IO JEJTONPOU3BOJICTBY B
TOCYHAapCTBCHHBIX OpraHax, oOpraHax MCECTHOI0 CaMOyYIIpaBJIICHHA, VYTB. HpI/IKa30M
PocapxuBa ot 24.12.2020 Ne 199 // [9nekTpoHHbIN pecypc]. — M., 2021. — Pexxum goctyna:
http:// http://www.consultant.ru/document/cons_doc_LAW _373895/.


https://base.garant.ru/12137300/
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[IpumepHass MHCTPYKIUS 1O  JEJIONPOU3BOACTBY B  TOCYJAPCTBEHHBIX

opranuzanusax, yrB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIN
pecypc]. — M., 2019. Pexum JOCTyIA:
http://www.consultant.ru/document/cons_doc_LAW_305137/.
I'OCT P HUCO 15489-1-2019 Hamumonanpnblii cTrangapt Poccuiickoit ®Denepanmm.
Cucrema crapaapToB 1o HWHPOpPMAUUH, OUOIMOTEYHOMY U H3/ATEIBCKOMY Jemy.
Nudopman3ust u nokymeHtauus. YmpasieHue aokymeHtamu. Yacte 1. [owstus u
OpUHIUIEL.  //  [DnekTpoHHBIM pecypc]. — M., 2021. Pexum pocrtyma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE A€NI0. T€pMUHBI U ONpEAEIICHHUS.-
[DJ1eKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTYyIa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

ITpuka3 MunkynasTypsl Poccum ot 31.03.2015 Ne 526 «OOG yTBep)KIEHHMH NpaBUII
OpraHu3alliil XpaHEHUs, KOMIUIEKTOBaHMs, ydeTa M MCIIOJb30BaHMUs JIOKYMEHTOB
ApxusHoro (onna Poccuiickoit denepannu u Apyrux apXUBHBIX JOKYMEHTOB B OpraHax
TOCY/IapCTBEHHOM BIJIACTH, OpPraHax MECTHOTO CaMOYIpaBJICHHS W OpraHu3auusx» //
[DneKTpOoHHBIH pecypc]. — M., 2019. — Pexum JIOCTYyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpuxa3z PocapxuBa ot 20.12.2019 N 236 "OO0 yrBepxkaeHnuun IlepeuHs TUIOBBIX
VIPaBIEHUYECKUX apXHBHBIX JOKYMEHTOB, OOpPa3yIOIIMXCS B TMpoIlecce AeATeIbHOCTH
rOCYJapCTBEHHBIX OpPraHoB, OPraHOB MECTHOTO CaMOYIpPaBJIEHUS W OpraHU3aluil, C
yKa3aHWeM CpokoB mx xpaHeHus" (3aperucrpuposano B Muntocte Poccun 06.02.2020 N
57449) [/ [Dnektponnbiii  pecypc]. — M., 2021. — Pexum jgocryma:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBEepXIEHUU MPUMEPHOTO
MOJIOKEHUS 00 OKCIEPTHOM KOMHUCCHMU opraHusanuu" (3aperucTpupoBaHO B
Mumntocte Poccun 15.06.2018 N 51357) /I [Dnexrponnsii pecype]. — M., 2021, —
Pexxum nmoctyna: http://www.consultant.ru/document/cons_doc_LAW_300357/

beikoBa T.A. JloKyMeHTallMOHHOE OOECIeYeHUE YIpaBICHHUS (ACIOMPOU3BOICTBO)
[OnexTpoHHBIi pecypc]; yueOHoe mocobue/ T.A. beikoBa, T.B. Ky3neuona. -2-e u3n.

nepepad. um gmon. — MockBa: Wudpa-M, 2018. -304 c. — Pexum gocryna:
http://znanium.com/go.php?id=942800/

9.3. Unble MaTepUAaJIbI


http://www.consultant.ru/document/cons_doc_LAW_305137/
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_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://znanium.com/go.php?id=942800/
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AHHOTAIUA JTNCHUITJIMHBI

HucuummuHaa  (MOAyib) — peanm3yercs  Ha  (akyiapTeTe — apXWBOBEACHUS |
JIOKYMEHTOBEICHUS Kadenpol JOKYMEHTOBEICHUS, ayIMOBU3YAIbHBIX U HAYYHO-TEXHUYCCKUX
apXHBOB.

Leab AUMCHMIUIMHBI — MOJATOTOBUTH BBITYCKHMKA, 3HAIOLIEIO OCHOBHBIE HAIPABJICHMS
rOCY/IapCTBEHHOW periiaMeHTaIu padoThl ¢ JokyMeHTamu B Poccuiickoit Deneparuu, 3a1adu
CIIy’kObl JOKYMEHTAIMOHHOTO OOECleUeHHs yIpaBiIeHHs] U BIAACIONIET0 METOJaMH aHallu3a U
COBEPILEHCTBOBAHUS TEXHOJIOTUU TUIIOBBIX JI€JIONPOU3BOICTBEHHBIX ONEpPALIUN.

3apaum IUCHUIIMHBI:

- U3YYUTh UCTOPHUIO (POPMUPOBAHUS HAIMOHATHHONU CUCTEMBI JACIONPOU3BOICTBA;

- OBJIAJIETh CHEUUAIbHON TEPMUHOJIOTUEH;

- M3y4YUTh COBPEMEHHYIO 3aKOHOJATENbHYI0, IMPaBOBYI0O M HOpPMaTHBHYIO 0a3y,
periaMeHTHPYIOIIYI0 paboTy ¢ JOKyMEHTAlUEH;

- chopMHUpOBaATh y CTY/ICEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICJIOTPON3BOICTBCHHBIX
OMNepaluii B YCJIOBHSX MNPUMEHEHHS TPAAUIUOHHBIX M ABTOMATHU3UPOBAHHBIX TEXHOJIOTUMN
00pabOTKH JOKYMEHTOB;

- copMupoBaTh HABBIKM aHadW3a CHUCTEMBl JIOKYMEHTAIIMOHHOTO 00€CTeueHus
YIPaBJICHHUS;

- ONpeAeNUTh  HANpaBJI€HUS  BO3MOXKHOIO  COBEPILICHCTBOBAHUS  CUCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeUeHu s yIpaBICHHUS;

-  M3YyYUTh TOPSAOK OpTraHW3allud CIY>KObl JTOKYMEHTAllMOHHOTO oOecreueHus

YIIPABJICHUS B COBPEMEHHOM OpraHU3allH.

Jucuunirza (MOlysib) HampaBjieHa Ha (GOPMUPOBAHHE CIEAYIONIMX KOMIETCHIIUM]:

OIIK -2.1. 3HaeT OCHOBHbIE COBpEMEHHBIE MTPOOIEMBI TOCTPOCHUS CUCTEMBI
JIOKYMEHTAIlMOHHOTO 00eCcIieueHus yIpaBIeHHs U apXUBHOTO JeNa,;

OIIK-2.2. Opranu3oBbiBaeT paboTy mojapaszeiaeHuii B cepe T0KyMEHTallHOHHOTO

oOecrnieueHus ynpaBiIeHUs U apXUBHOIO Jiea

B PE3YIbTATC OCBOCHUA NUCHUIIJIMHBL (MOI[yJ'I}I) 06yanOHlHﬁCH JOJIKCH

3namep:
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COBpPEMEHHBIC TTPOOJIEMBI JOKYMEHTAITMOHHOTO O0ECIICUCHUs YIPABJICHHUS U apXHWBHOTO
nena;

MOPSZIOK pabOTHI CITYKO TOKYMEHTAIIMOHHOTO 00ECIICYCHHS YIIPABICHUSI M ADXHBOB

Ymemon:

pemarh mnpodeccHoHaNbHbIE 3a7a4d B cdepe  JOKYMEHTAIIMOHHOTO oOecreueHus
YIpaBJICHUS U aQpXUBHOTO JIea,;

permamMeHTHpoBaTh paboTy CIy’)KO MTOKYMEHTAIMOHHOTO OOECIEeUEHHUs YIPABICHUS H
apXHBOB

Bnaoemos:

HAaBBIKAMU  OIICHKHM COBPEMEHHOTO COCTOSHHSI  CHUCTEMBl  JOKYMEHTAIlMOHHOTO
obecrieueHus yrnpaBieHHUsI U apXUBHOTO JIeTa,

HaBBIKAMHU OpraHu3anuu paboThl MOApa3JeicHHid B cdepe JTOKYMEHTAIIHOHHOTO

obecnieueHus YHpaBJICHUA U apXHUBHOTO ACjia B COOTBETCTBUH C HOPMAaTUBHBIMUA Tpe60BaHI/I$[MI/I.

[To muctwmumHe (MOAYIIO) TPEIyCMOTPEHAa TMPOMEXKYTOUYHas arrecranus B (opme
DK3aMeHa.
OO0mas TPyI0EMKOCTh OCBOEHUS TUCIUIUIMHBI COCTaBIseT 4 3a4eTHBIX equHUIlBI, 152

qgaca.
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JIUCT UBSMEHEHUN

IIpuioxenne 2

Tekct akTyanuzauuu win npuiaraemsii K PITJ] qokymeHT,
coAepKallluil U3MEHEHUS

Hara

No
MPOTOKOJIA




