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|. losicHuTe/IbHAA 3anMCKA
1.1. Heas u 3aaa4u JUCHUNJIMHBI (MOTYJIs1)
Lenp AuCHUIIIMHBI — MOATOTOBUTH BBHITYCKHUKA, 3HAIOIIETO OCHOBHBIC HaIpaBJICHUS
roCyJapCTBEHHOM perjaMeHTanuu padoTsl ¢ JokymeHTamu B Poccuiickoit denepanuu, 3aaauu
CIY’KOBI JOKYMEHTAIIMOHHOTO OOECIIEYEeHHUs YIIPABJICHUS W BIAJCIONIET0 METOJAaMH aHaln3a U
COBEPILICHCTBOBAHUS TEXHOJIOTUH TUIOBBIX JIEJIONPOU3BOJICTBEHHBIX OTIEPALIUAN.
3ajaun TUCHUTIIINHBI:
- U3YYUTb UCTOPHUIO (POPMUPOBAHUS HAITMOHAIBHON CHCTEMBI JICJIONPOU3BOICTBA;
- OBJIAJIETh CIIELMAJIbHON TEPMHUHOJIOTHEH;

- U3y4UTb COBPEMEHHYIO 3aKOHOJATENIbHYIO,

perJIaMeHTUPYIOIIYIO padoTy ¢ TOKyMEHTanueii;

- C(l)OpMI/IpOBaTI) Y CTYACHTOB HABbIKW BLIIIOJHCHHA OCHOBHBIX JCJIOIIPON3BOJCTBCHHBIX
onepaum‘/’l B YCJIOBHUAX MNPUMCHCHUSA TPAAUIUOHHBIX W aBTOMATU3UPOBAHHBIX TEXHOJIOTHH
00pabOTKH JOKYMEHTOB;

- chopMHpOBaTH HABBHIKM aHAIW3a CHUCTEMBbI

yIpaBJIEeHUS;

- OIpENeNnTh

HanpaBJICHUSA

AOKYMCHTAIITHUOHHOT'O oOecrnieueHUs YIIPaBJICHUSA

-  U3y4YHTH

MOPSAJIOK ~ OpraHu3aluu

YIPABJICHUS B COBPEMEHHOMN OpraHU3alNH.

BO3MOXKHOTO

CITYXOBI

MPaBOBYIO W HOPMAaTUBHYIO 0a3y,

JOKYMCHTAIITMOHHOT'O oOecreucHus
COBCPHICHCTBOBAHUA CHUCTEMBI

JOKYMCHTAIIlMUOHHOT'O oOecrieueHus

1.2. [lepedeHp UIAHUPYEMBIX PE3yJIbTaTOB 00YUEHUS 10 AUCIUILUIHHE (M0OY/#0), COOTHECEHHBIX
C MHJMKATOPAMH JOCTHIKEHUS KOMITCTCHITHIA

Komnerenuus
(KoIl 1 HAMEHOBAHUE)

HNHaukaTopbl KOMIETEHIMI
(koI 1 HAaMMEHOBaHKe)

Pe3yabTaThl 00yueHus

OIIK-2. CnocobeH HaxOauTh
OpraHU3aIHOHHO-
yIIPaBICHYCCKHUE PEIICHUS MPH
perneHnH 3ama4 B cdepe cBoei
npoeccHoHANBHOMN
JEATENBHOCTU

OIIK -2.1. 3HaeT OCHOBHBIE
COBPEMEHHbIE ITPOOIEMBI IOCTPOCHUS
CHCTEMBI JIOKYMEHTAIIMOHHOTO
obecrieyeHus yIpaBJICHHUs] K apXUBHOTO
nena

3HaTh: COBPEMEHHBIE TPOOIEMBI
JOKYMEHTAIIHOHHOT0 00eCTIeueHUS
YIIPaBJICHUS X apXHUBHOTO Jiena

YMerTb: pemath npoecCHOHAIBHBIE 3a a9l
B cepe TOKYMEHTAI[IOHHOTO
olecrieueHns! ypaBIeHNs! 1 apXUBHOTO
Jena

Briagets: HaBBIKAMU OLIEHKH COBPEMEHHOTO
COCTOSIHHS CHCTEMBI IOKyMEHTALIOHHOT O
obecrieueHns! yrpaBJIeHNs! 1 apXHUBHOTO
Jena

OIIK-2.2. OpraHu3oBsIBaeT pabory
rmoapasaeneHuil B chepe
JOKYMEHTaIIHOHHOT'O 00eCIIeyeHUs
yIpaBJIeHUs M ApXUBHOTO Jefa

3HaTh: TOPSIOK PabOTHI CITYX0
JOKYMEHTAIIHOHHOTO 00ecIIeyeHuUs
YIIPABIICHUS U apXHBOB

YMeTh: periTaMeHTHPOBATh paboTy ciayx0
JOKYMEHTAIIHOHHOTO 00eCTIeUeHUs
YIIPABIICHUS U apXHBOB

BitageTs: HaBBIKaMU OpraHU3alUK pabOTHI
Tofipa3 ieNieHuit B cepe
JOKYMEHTAIIHOHHOTO 00eCTIeUeHUs
YIIPABJICHUS U apXUBHOTO Jieia B
COOTBETCTBHH C HOPMAaTHBHBIMHU
TpeOOBaHUSIMU

1.2. MecTo AucUMIIMHBI (MOAYJIsI) B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHON NPOrpaMMbl
Hucuumunza (Moayns) «Oprannzanus u TexHosorus J{OY» oTHocuTcs K 00s3aTebHON
4yacTH 0J0Ka JUCHUIUIMH Y4eOHOTO TJIaHa.



ImpaBa» U NPOXOXKACHUA IMPAKTHUKU IO JOKYMCHTOBCIACHUIO.

st OCBOGHHMSI JNUCHMILIMHBI HEOOXOJUMBI KOMIIETCHIIMH, C(HOPMUPOBAHHBIE B XOJE
U3YYEHHUs CIEIYIOIMUX AUCHUIUIMH U MpakTUK: «JlokymeHToBeneHue», «OCHOBBI pOCCUICKOTO

B pe3ynbpTare 0CBOSHHS ITUCHMILIMHBI (POPMHUPYIOTCS KOMIIETEHIIUH, HEOOXOJUMBIE IS
M3YYEHHUS CIENYIOIIMX AUCUUIUIMH U IPOX0KAeHus npakTuk: «Kagposoe nenonponsBoactso”

2. CTpyKTYypa IHCHHMILIUHBI (MOIYJISA)
Cmpykmypa oucuyuniunsl (Mo0yns) 0nsa 04HOU Popmbl 00yueHus

OO0mas Tpy10EMKOCTh AUCIUIUIMHBI cocTaBiisier 4 3.e., 152 4., B TOM 4ncjie KOHTaKTHAs paboTa
oOyuarormxcst ¢ nperniogaBateneM _ 80 4., mpomexxyrouHas artectanus 18 4.,

caMmocTosTeNbHas paboTa 00yJaloluXcs, B T.4. KypcoBas padora _ 54 4.
No (Pazpen Buapr yue6Hoit paboThl, (B yacax) DOpMBI TEKYIIETO
/11 | TUCIMTUTUHEL KOHTPOJIA (1O
TeMa KOHTaKTHas Heoenam ce-
sz e s [t
= $E |8 Llg 2| E_ |om :
§ = | g = = 5 3 X S|, §  |MPOMEXKYTOUHOH
2 5| E 23 |3 E = = § S % é aTTecTaluu (1o
S |28 |F2 |23 5|2 25|8 5E |comoman
1 |[penmer, 4 2 2
collepiKaHue,
3a/1a4u Kypca
Pa3nen 2. Ucropusi rocyiapcTBEHHOTO /1€JIONPOH3BOICTBA
2.1 |Bo3uukHOBeHH |4 2 4 6 Onenka
€ ¥ pa3BUTHE MIPaKTUYECKUX
JEJIONPOU3BOJIC 3aJaHul
TBa B PTC
YUPEKICHHUSIX
Poccun XVI -
XVII BB.
2.2 |denonpoussonc|4 2 4 6 Ouenka
TBO B MIPAKTUYECKUX
YUPEKIECHUAX 3aJlaHni.
Poccun XVIII B u
PTC
2.3 4 2 8 6 Onenka
Henonpownssozac MIPAaKTUYECKUX
TBO B 3aJlaHuH.
YIPEKACHUAX IIpoBepka u
Poccun XIX - OIICHKA
Havdane XX BB.
KOHTPOJIBHBIX
pabor,
PTC
24 4 2 6
CranoBneHue 1 IIpoBepka u
pasBuTHe onenka PTC
JEIIONPOU3BOJIC
TBa B
COBETCKUX




rocyIapCTBEHH
BIX

YUPESKICHHUSIX.

Paznes 3. Opranusanms ¥ TeXHOJIOTHS JOKYMEHTAIHOHHOIO o0ecneyeHunst
ynpasJienust B Poccuiickoii @enepaunu

3.1 4 2 4 CobecenoBanue
Opranuzanus
JOKyMEHTAI!
OHHOTO
obecrieueHus
yIpaBiICHUS
3.2 |Opranuszanus |4 4 12 4 Orenka
ciyx0s1 JIOV. MIPaKTUYECKUX
3aIaHNuH,
KEHCcoB
3.3 |Opranuszanus |4 2 8 4 OrneHka
JIOKYMEHT0000 MPAKTHYECKUX
pora 3aJIaHNM, KEHCOB
3.4 |Peructpamus |4 2 4 4 Ouenka
JIOKYMEHTOB U MPaKTUYECKUX
OpraHu3anus 33,HaHHI>i,
CIIPAaBOYHO- KeHcoB,
HH(OpMALHOHH KOHTPOJIGHBIX
oro
00CITyKUBaHUS pagor
3.5 |KouTposb 4 2 4 Ouenka
HUCIIOJIHCHUA HpaKTI/ILIeCKI/IX
AOKYMCHTOB 3aJIaHNM, KEHCOB
3.6 4 2 4 CobecenoBanue
Opranuzanus
JIEIOIPOU3BOJIC
TBa I10
MPEIIOKEHUAM
3asBJICHUSAM U
)Kamobam
rpaxxJiaH
3.7 | XpaHeHnue 2 8 4 Ornenka
TOKYMEHTOB B MIPAKTUYECKUX
teronpousBojc| 4 3aJ1aHUM, KENCOB
[BE
bpraHu3aluu
3.8 |Hampasnenus 6 2 CobecenoBanue
COBEPIIEHCTBOB (4
anus JIOY




18 umozoeas
OxzameH KOHMPONIbHAA
paboma
HUroro 4 32 48 ‘ 18 54

Cmpykmypa oucuyuniaunsl (MoOyns) 01 3a04HOU hOpMbL 00yUEeHUA

OO0mas Tpy10EMKOCTh AUCIUIUIMHBI cocTaBiisier 4 3.e., 152 4., B TOM 4MciIe KOHTaKTHAs paboTa
oOyuarormxcs ¢ npenoaapatenaem _ 80 u., mpoMexyTouyHas aTrectamms 9 4.,

caMmocTosTeNbHas padoTa 00yJaloluXcs, B T.4. KypcoBas paboTa

_ o4

4.

No (Pazpen Buapr yue6Hoit paboThl, (B yacax) DOpMBI TEKYIIETO
I/ | TUCIMTUTUHEL KOHTPOJISA (10
TeMma KOHTaKTHas HeoensaM ce-
0 U R I B i
= =3 & E 2 ? E’ E o
g =| g = = 5 = |5 S|, 5 o [MPOMEXYTOUHOH
2 5| E =3 |3 E = = § S % é aTTecTaluu (1o
S |2]8 |52 |83 |EEE |8 R |comeomun
1 [|IIpenmer, 4 1 1 9
cojiepKaHue,
3aj71a4M Kypca
Pa3znes 2. Mcropusi rocy1apcTBEHHOT0 1eJI0NPOU3BOICTBA
2.1 |Bo3uukHOBeHU |4 1 1 9 Ouenka
€ ¥ pa3BUTHE MPAKTUYECKUX
JEJIONPOU3BOJIC 3aJaHud
TBa B PTC
YVUPEKICHHSIX
Poccum XVI -
XVII BB.
2.2 |denonpoussonc|4 1 1 9 Ouenka
TBO B MPAKTUYECKUX
YUPEKIACHUAX 3aJaHUN.
Poccum XVIII B -
PTC
2.3 4 1 1 9 Ouenka
Henonpownssozac MIPAaKTUYECKUX
TBO B 3aJlaHuM.
YIPEKICHUAX IIpoBepka u
Poccun XIX - OlleHKA
Hagajge XX BB.
KOHTPOJIBHBIX
pabor,
PTC
2.4 4 1 1 9
CranoBnenue u ITpoBepka u
pasBuTHE ouenka PTC
JIETIOTIPOM3BOJIC
TBa B
COBETCKHX
rocyIapCTBEHH
BIX




lyupexenmsx. |

Pa3nes 3. Opranusanys ¥ TeXHOJIOTHS JOKYMEHTAIHOHHOIO o0ecrievyeHust
ynpasienus B Poccuiickoit @enepauuu

3.1 4 1 2 9 CobecenoBanue
Opranuzanus
JOKYMEHTAI!
OHHOTO
obecrieueHUs
yIpaBIICHUS
3.2 |Opranuszanus |4 2 1 9 OneHka
cyx6b1 JIOY. IPaKTHYECKUX
3aJIaHHi,
KEICOB
3.3 |Opranuszanus |4 1 2 9 OrneHka
JOKyMEHT0000 MIPAKTUYECKUX
pora 3aJIaHNM, KEHCOB
3.4 |Peructpanus |4 2 1 10 OreHka
JOKYMCHTOB M HpaKTquCKI/IX
OpraHu3aius 3aIaHHH,
CIIPAaBOYHO- Kefico,
HH(OpMALHOHH KOHTPOJIGHBIX
oro
00CITyKUBaHUS pabot
3.5 |KouTposb 4 1 2 9 Ouenka
UCIIOTHCHHS MPaKTUYECKUX
IOKYMCHTOB 3aJIaHNM, KEHCOB
3.6 4 2 1 10 CobecenoBanue
Opranu3arus
JIETTONPON3BOJIC
TBa I10
MPEITIOKEHUAM
3asBJICHUSAM U
)Kamobam
rpakIaH
3.7 | Xpanenue 1 2 9 Onenka
TOKYMEHTOB B MIPAKTUYECKUX
teronpousBo/c| 4 3a1aHUM, KENCOB
'BE
bpraHu3aIu
3.8 |Hanpasnenus 2 1 10 CobecenoBanue
COBEPIIEHCTBOB (4
agus JJOY
umoeosast
Ixzamen KOHMPOIbHASL




| paboma

Utoro 4 16

16 9 111

3. Conep:xkaHue TUCHUTLTAHBI (MOXYJIs1)

Ne

HaumeHoBaHue pa3zjaesia
AU CHUILINHbI

Conepxanue

1. Haznauenue Kypca,
VUCTOYHUKHU U JINTEPATypa

[Ipenmer, copepkanue M  3agadd Kypca.
TepMuHONOTHST OCHOBHBIX HOHSATUH B oOnactu
JeNIONpou3BoJCTBa, ee  sBomouusa.  OreHka
TEPMHHOB B OT€YECTBEHHOM JIUTEPATYPE.

B3anmocssa3b OpraHu3anuu u
TE€XHOJIOTUU TOCYIapCTBEHHOTO JEJIONPOU3BOICTBA
c pa3BUTHEM TOCYAAPCTBEHHOTO armapara, ero
GYHKUMSIMH U CTPYKTYpOH. [Tepnonsanus
OCHOBHBIX ATaloB Pa3BUTHUS JAETIONPOU3BO/ICTBA.

Oco0eHHOCTH U 3aKOHOMEpPHOCTU PAabOTHI C
JOKyMEHTaMU B yupexaeHusx Poccuu B paznudnbie
UCTOpUYECKHE NEPUOJbI, WX IPEEeMCTBEHHOCTh B
YCIOBUSX IEATEIHHOCTH COBETCKOTO U POCCHUICKOTO
roCy/IapCTBEHHOTO ammapara.

Mecto Kypca cpeau JApyrux H3ydaeMbIX
JUCIUTUINH.

O0630p UCTOYHMKOB U JIUTEPATyphl IO
nenonpou3BocTBY B Poccun 1o 1917 1.

Jluteparypa 10 Hay4dHOW OpraHu3aluu
ynpasieHdeckoro tpyaa B 1920 - 1930-x rr., ee
3HaYEHUE JUIs U3yYCHHs Kypca.

PaGoTer mo nemompousBoactBy  1960-x -
1980-x IT., dbopMupoBaHHe HOBBIX
palMOHATN3aTOPCKUX HUIEH U HX OTpPaKeHUE B
UCTOYHUKAX U JIUTEepaType, MePUOINIECKOM MeYaTH.

CoBpemeHHasi  creuuanbHas —JUTEpaTypa,
yueOHMKH U ydyeOHble mocoOus. 3MeneHue
TEMaTUKW HAy4YHO mpakTtuyeckux padot B 1900-e -
2010-e IT. B CBS3U C CO3IaHUEM
ABTOMATH3UPOBAHHBIX CHUCTEM JEOIPOU3BOJICTBA,
COBPEMEHHBIX CPEICTB KOMMYHUKAIIUH,
OpPraHU3aIMOHHON U BHIYMCIUTEILHON TEXHUKH.
Jlutepatypa 1O TEOpMHM U TPAKTUKE YIPABICHUS
JMOKyMeHTanueld 3a pyoexoMm. OleHKka BO3MOXHOCTH
3aMMCTBOBAaHMUA 3aPY6C)KHOFO OIlbITa pa6OTLI C
JOKYMCHTaMU

2.1. Bo3HUKHOBEHHE W pa3BUTHE
AeJI0NPOU3BO/CTBA B
yupe:xaenusix Poccun XVI - XVII
BB.

PernaMmenTanusa 3aKOHOJATEIHHBIMH aKTaMH
XVI - XVII BB. oTAEnbHBIX CTOPOH CO3JaHUA H
odopmiIeHHs JOKYMEHTOB, 00s13aHHOCTEH
“CIyKUIBIX Mo JeH. Opranuzanus
JENIONPOU3BOJICTBA B IICHTPAIBHBIX YUPESKICHUSIX
Pycckoro [EHTPATU30BAaHHOTO rocyaapcTaa
(mpuKkaszax), 1 MECTHBIX YUPESKICHUSIX (MPHUKA3HBIX
n30ax), ero 0co6eHHoCcTH. OCHOBHBIE JTalbl pabOThI
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c JOKyMEHTaMH, JICTIOTIPOU3BOICTBEHHbBIE
onepanuu. CtonomoBas Gopma IeI0IpOU3BOICTBA.

2.

2. [Oenonpous3sBoactso

yupexaeHuax Poccum XVl B

XapakTepucTruka «["eHepaIbHOTO
periameHTa 1720 r. KaK OCHOBHOT'O
3akoHogarenpHoro akrta XVIII B. mo opranuzanuu
JIEJIOTPOU3BOJICTBA. PermaMeHTanus TOKHOCTHBIX
00s13aHHOCTEN  CIIyXKallMX B 3aKOHOJATEIIbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cekperaps
B KOJUIEKCKOM Jenornpou3BoAcTBe. OCOOEHHOCTH
TEXHOJIOTUH  JeNionpou3BoAcTBa.  OpraHuzanus
ApPXUBHOTO XPAHCHHS IOKYyMEHTOB.

«Ob1ee yupexaeHue ryoepackoe» 1775 . o
MOPSIAKE  JICJONIPOU3BOJCTBA U YCTAaHOBJICHHUE
UepapXruu B JOKYMEHTHPOBAHUH B3aUMOOTHOIICHHIA
IEHTPATBHBIX W MECTHBIX YUpeKJIeHUH. OTimuus
TexHosioruu  npenomnpousBojactea  XVIII B, ot
TEXHOJIOTHH MPE/IIECTBYIOIIETO MEPHOIa.

2.

3. Jleaonpous3BOACTBO

yupexnaeHusix Poceunm  XIX
Hayaje XX BB.

B

«Oommee yUpeKICHUE MHUHHCTEPCTBY
1811 r. Kak OCHOBHOM 3aKOHOJATEIBHBIN aKT IO
eMHOOOpa3HOMY TIOPSIIKY JIEJOTPOM3BOJICTBA B
yapexaeausx  XIX B, Co3ganue  CHCTEMBI
JIEIIOTIPOU3BO/ICTBA, COOTBETCTBYIOIIECH
€MHOHAYAJILHOMY TIOPSAKY TPHUHSATHS PEIICHUNA B
HEeHTpPaIbHBIX  yupexaeHusx Poccunm XIX B.
PernamenTanus qBMKEHUS TOKYyMEHTOB.

TenneHuu pocta JTOKyMEHTOOOOpOTa W
MEphl TI0 €ro COKpAaIEHHWIO B 3aKOHOIATEIIbCTBE
XIX B. Bimustaue HOBBIX CpEeICTB
JIOKYMEHTHUPOBAHUS, CBSI3H, KOITUPOBATBHOM
TEXHUKH Ha CHCTeMYy paboThl C JTOKyMEHTaMH.
Pa3zpaboTka panruoHaIbHBIX CHCTEM
JICTOTIPOU3BOJICTBA B OTJACIBHBIX BEIOMCTBAX M
3HaUE€HUE JTOr0 ONbITa Ui  MOCJEIYIOIIEro
pa3BUTHS JCIIONPOU3BOICTBA.

CoBpemeHHas olLleHKa CHCTEMBI
JICIIOTPOU3BOJICTBA JIOPEBOJIIOIIMOHHON Poccun u
€ro BJIMSHHUE Ha JAJIbHEHINIee pa3BUTHE CIIOCOOOB M
METOJIOB pabOThI C JOKYMEHTaMHU.

2.4.

CraHoBJIcHMEe W pa3BUTHE

A€JIONMPOU3BOACTBA

B

COBETCKHX TOCYJAapPCTBEHHBIX

yUpeKACHUsIX.

[Toncku panmoHanpHBIX (OpPM OpraHU3AIUU
nenomnpousBoacTsa B 1919 -1920-e rozpr.

Hayunas opranuzamusi ympaBlI€HYECKOTO
Tpyda Kak Qopma OOIIECTBEHHOTO IBMKEHHS 3a
parroHaIN3aIMIo Tocannapara.

Co3ganue Hay4YHO-HCCIEeI0BATEIbCKIX
WHCTUTYTOB, BEJJOMCTBEHHBIX H BHEBEJJOMCTBEHHBIX
OpraHoB paroHaNIU3aIHH, X
UCCIIEIOBATENbCKAs NeSTeIbHOCTh U MPAKTHYECKUe
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pa3paboTKU MO BHEIPEHUIO HAYYHOW OpraHU3aIiH
ynpasienueckoro tpyaa (HOVT).

OneiT pabotsl OtTaena aJIMUHUCTPATUBHOMN
texuuku (ATO) HK PKU CCCP, akumonepHoro
obmectBa «Oprcrpoity, HWHcTUTyTAa  TEXHUKH
yIpaBICHUS o paloHanu3auu
JIEJIONPOU3BOJICTBA B ILIEHTPAIBHBIX M MECTHBIX
YUPEKICHUSX.

Xapaktepuctuka U 3HaueHue «OO0mmx
IpaBWI JOKYMEHTAllUM U JOKYMEHTOOOOpOTa» Kak
NOTBITKA O000OIIEHHUsT METOJOB pallMOHAIU3AINH
JIEJIONPOU3BOJICTBA W BHEAPEHHS B MPAKTHKY
paboThl  €QUHBIX MpaBWJl OpraHu3alMu |
TEXHOJIOTUH JIeTI0NPOU3BO/ICTBA.

JlesiTenbHOCTD ['maBHOTO apXUBHOTO
ynpasiaenuss ('AY) CCCP no wmeroaudyeckoMy
PYKOBOJICTBY JIEJIONIPOU3BOJICTBOM.
Metonnyeckue pazpadorku I'AY CCCP 1960-x rr.
[0 OpPraHu3allly U TEXHOJIOTHH JEeJIONPOU3BO/ICTBA.
Co3nanne u BHeapeHne OCHOBHBIX TOJIOKEHUN
Enunoi roCyJIapCTBEHHOM CUCTEMBI
nenonpousBoactBa (EI'CI), ee 3HaueHuwe mis
OpraHu3alUy AEJIONPOU3BOICTBA B YUPEKICHUIX U
OpraHu3aIusX.

AKTHBH3AIMS COBEpUICHCTBOBAHUS
nenonpousBojictBa B 1970-e — 1980-e rr. Pa3Butne
TEOPETUYECKUX W MPHUKIATHBIX HCCIEIOBAHUM B

oOactu COBEPIIICHCTBOBAHUS
JOKYMEHTAIIMOHHOTO OOecreyueHus YIIpaBIICHUS.
®opMUpOBAHUE  KOHIEHIINHU J1OY. Lens,

Ha3HayeHue, coctaB  (OCHOBHBIX  MOJIO)KEHUU
I'CHOY, xapakTtepucTriKa OCHOBHBIX IOJOKEHUN U
TEMaTHYECKHX Pa3/IeoB.

3.1. Opranusanms
AOKYMEHTALIHOHHOI' 0
ol0ecrnieyeHus ynpaBJeHHs

Jokymenmayuonnoe obecneuenue
VApAaienus - 0CH08a MEXHOJI02ULU YNPAGIeHUs.

[Tonsitue «TOKyMEHTAIlMOHHOE
obecrieuenue ympasienus» (JOVY). CooTHouienue
MOHSITHHA «JIEJIOTTPOU3BOJICTBOY,
«JOKYMEHTALlMOHHOE 00ecreueHne YyIpaBIeHUs,
«yTpaBJIeHUE JOKYMEHTaMM». VYnpasienue
JOKYMEHTaMH KaK COBOKYIHOCTb JEMCTBUH C
JOKYMEHTaMHU OpraHu3aluu c LEJIBIO
JI0Ka3aTeiabCcTBa  INPOBENCHHUS  YHIPaBICHUYECKUX
OIIepALIUiA. TpeboBanus K YIIPaBICHUIO
JOKYMEHTaMHU.

VYnpasieHueckas NeSITeIbHOCTh u
JOKYMEHTAIlMOHHOE ~ O0ecrieueHue  yIpaBlCHHS.
JloKyMeHTallMOHHOE O0ecleueHue YIpaBJIeHUs Kak
(GYHKIMS yOpaBICHMs, €0 MECTO Cpelu JAPYTHX
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GyHKOMA ynpaBlieHUs. 3HAYCHHUE JOKYMEHTOB ISt
peai3auuy YIpaBJICHUYECKUX pelieHuid. BiusiHue
XapakTepa yIpaBJICHUS, MNPUHUUIIOB NPUHATHS
YOPABICHUYECKUX PEHICHW  HA OPraHu3aluio Hu
TEXHOJIOTHIO  JOKYMEHTAallUOHHOTO OOecredYeHus
yIpaBJICHHUS.

JIOKyMEHTaIlMOHHOE obecrieueHne
YIOPABJICHHUS KaK CUCTeMa padOThl C IOKYMEHTaMHU.
@akTopbl, BIUAKOIIAE HA €ro OpraHu3alul |
TEXHOJIOTHIO B YUPEXKIECHUSX, OpPraHU3alUsAX U Ha
NPEANPUATHAX  Pa3IMYHBIX ~ OPraHU3alMOHHO-
npaBoBbIX (opMm. OpraHuzanioHHBIC, MPABOBHIE,
COLIMAJIBHBIE U TICUXOJIOTUYECKHUE AaCIEKThI
JTIOKYMEHTAIIMOHHOTO 00eCIIeueHHs YIIPABIICHHUSI.

BnusiHue aBTOMaTU3MPOBAHHOM  TEXHOJIOTMU
00paboTKM  JOKYMEHTOB Ha  JOKYMEHTAIlHOHHOE
o0ecrieueHne ynpaBieHHsI.

Bzanmocss3b JIOKYMEHTAI[MOHHOTO
obecrieueHus yYIpaBJICHUS c XpaHEHUEM
JJOKYMEHTOB B AapXWMBE€ OpraHuW3alud W B
rOCYJIapCTBEHHBIX apXHBaX.

Hanpasnenus cocyoapcmeentozo
PecyIuposanusi 0eionpou3s00Ccmea
6 1990-e — 2000-¢ 200wi.

XapakTepucTUKa  3aKOHONATCIBHBIX |
HOPMAaTHUBHBIX  TPaBOBBIX akTOB Poccuiickoii
Oenepanuy,  periaMeHTHUPYIOIIUX — paboTy ¢
JNOKyMEeHTaMu.  HampaBieHusi rocynapcTBEHHOTO
peryiaupoBaHus. 3aKOHOJATEIBHOE 3aKpEIUICHHE
o0mmx TpeOOBaHWI K JTOKYMEHTAM W CHUCTEMam

yIpaBiIeHUS. OTBETCTBEHHOCTh 3a paboTy ¢
JOKYMEHTaMU U UX COXPAaHHOCTb.
XapakTepucTuka HOPMAaTHUBHO-

METOJIMYECKUX  JIOKYMEHTOB MEKOTPACIIEBOTO
IEUCTBUSL.

3.2. Opranmsanus cayxos1 JJOY.

OpranuzanuoHHbIe dbopmbI
JOKYMEHTAIlMOHHOTO O0OeCHe4eHus yIpaBiIeHHUS.
®DaxkTopHI, OTIpeeIAoIINe BBIOOD

OpraHu3allMOHHOW  ¢GopMBI B KOHKPETHOM
OpraHu3alyHy.
OcHOBHas 11elb, 33JJa4d U (PYHKIMU CITyXKOBI

JOYV.
Tunossle cTpykTypHl cayx0b1 JIOY.
Pernamenranus GbyHKIMi
OAPa3ACIICHUN [0  JOKYMEHTAllMOHHOMY

oOcnyxuBanuto. TumoBsle W UHAWBUIyaJbHBIC
nosoxenus o ciayx6e JIOY. Tumosoit dopmynsp
MOJIOKEHHs, COCTaB  HMH(OpManuy, MOPSAIOK
pa3pabOTKU U YTBEPKICHHUS.
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JIOJDKHOCTHOM M YHCIIEHHBIA  COCTaB
paboTHUKOB ciayxO0bl JIOY. ®yHKIMH paOOTHUKOB
CITYKOBI a0y (cexperapb CTPYKTYpPHOTO
10JIpa3/iesieHus, CEKpeTapb PYKOBOJUTES,
MHCIEKTOp M0 KOHTPOJI U T.JA.). 3aKpeIuleHue
OTBETCTBEHHOCTM M IIOJHOMOYMH pabOTHHMKOB
cnyx0bl JIOY.  JloJKHOCTHAasE MHCTPYKLMS Kak
OCHOBHOM HOPMAaTHBHBIN JIOKYMEHT,
OTIpENeIAIOIUI OpraHU3alMOHHO-TIPABOBOE
NoJIo’keHHe paboTHHKA. DPOpMyIsp JOJKHOCTHOM
UHCTPYKIMH, cOCTaB uHQpOpMaluu, MOPSAOK
pa3paboOTKU U YTBEPKICHUS.

[Tonoxenue o cnyx6e JJOY u gomxHOCTHAs
WHCTPYKITUS KaKk  HOpPMaTHBHas  OCHOBa
pacnpeneneHuss TpyAa MEXIy MOoJApa3JesieHusIMU U
UCIIOJTHUTEIISIMH.

WHCTpyKIIMsT 1O JENONPOU3BOJACTBY -
OCHOBHOU HOPMAaTUBHBIN aKT, PETJIAMEHTHPYIOIINI
TE€XHOJIOTHIO JOKYMEHTAI[MOHHOTO 00OecreyeHust
yrpaBiieHUs.  TUMOBBIE W WHAWBHIyaJIbHEIC
uHCTpyKuuu.  [lopsimok  pa3paboTku,  cocTaB
uH(bOpMalnK, paBUia YTBEPKICHUS U BHEAPEHHUS.
OTBETCTBEHHOCTh COTPYIHHKOB OpraHMU3aliu 3a
coOIoieHne TpeOOBAHUN WHCTPYKIIHH.

HopmupoBanue tpyna paOOTHHKOB CITYXKOBbI
JOY, TumnoBble  HOPMATUBBI  BPEMEHU  Ha
JIEJIONPOU3BOICTBEHHBIE PAOOTHI.

Pa3menienne CTpyKTYpHBIX MOJpa3aeieHHi
cnyx0br JIOY. VYcinoBus Tpyna, opraHuzanust U
000pyI0oBaHUE PaOOYUX MECT.

[Topsgok xpaHeHUs Tie4arei, ONaHKOB U
IpaBWiia IOJIb30BAHUS MMHU. OTHKA JICJIOBBIX
OTHONICHHH, TICHUXOJIOTMYECKUN acmleKT paboThl ¢
JOKyMEHTaMHU. [ToaroroBka KaJpoB
JEIOMPOU3BOJICTBEHHBIX  CITYXO. Dopmbl
MOBBIIICHUS ~ KBaIM(UKAIIMKA  CICUATUCTOB B
ob6mactu J10Y.

3.3.
AOKYMEHT0000poTa

Opranuszanus

Omnpenenenue TOHSATHUS
«TOKYyMEHTO000POT». OO0mue NpUHIMOB |
METOIUYECKUE OCHOBBI OpraHU3aIH
JIOKYMEHT0000pOoTa, ux peanuzanus B

NEHCTBYIOIIUX TOCYJAapCTBEHHBIX HOPMATHBHBIX
JOKYMEHTaX.

Crtpykrypa u olmas XapaKkTepHCTHUKA
JOKYMEHTOTIOTOKOB.  O0BeM JOKyMEHTO00OpPOTA.
VY4er konu4ecTBa JOKYMEHTOB.

[Ipuewm, MIPOXOXKICHUE U TOPSATIOK
UCTIOJTHEHUS MOCTYMAIOIIUX JTOKYMEHTOB.
[TepBuunas OKCIIEAUIIUOHHAS 00paboTka
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JNOKyMeHTOB.  IIpeaBapurenbHoe  paccMOTpeHHE

JOKYMEHTOB. Paccmotpenue JIOKyMEHTOB
PYKOBOJCTBOM OpraHU3alMM, IPUHATHE PELICHUS O
XapakTepe MX  HCIIOJHEHUS. Hamnpasnenue

JIOKYMEHTOB Ha UCIIOJIHEHUE.
JlocraBka  TOKyMEHTOB  HCIOJHHUTENSM,
HNOpAJIOK  MX 1puemMa U nepemaud. Pabota
UCIIOJIHUTEIIA C JOKYMEHTaMH. DTarbl UCIOIHEHHUS.
[Hopsinox 006pabGOTKM OTHpaBISEMBIX JOKYMEHTOB.
[IpaBuna opraHuzanuu JBUKEHUS BHYTPEHHUX
JOKyMEHTOB. HampaBieHusi CcOBEpILIEHCTBOBAHUS
JOKYMEHTOO00pOTa U ITyTH €r0 COKpAIIEHUsI.
TenneHuun pocra JOKyMEHTOOOOpOTa B

COBPEMEHHBIX OpraHu3ausIX. Bnusinue
aBToMaTH3aluu  00pabOTKM  HMHpOpMAIMK  Ha
KOJIMYECTBEHHbBIE u KayeCTBEHHbIE

XapaKTEPUCTHKHU JTOKYMEHTO000pOTa.

3.4. PerucTpanusi JI0KYMEHTOB H
opraHu3zanus CIIPABOYHO-
UHGOPMALHOHHOT O
00CTyKUBAHMS.

Peructpanus  kak  cocTaBHas ~ 4acTh
texHosorun  JIOY.  IlpuHmumel  perucrpauuu
JIOKYMEHTOB

Xapakrepuctuka COBPEMEHHBIX
perucTpaoHHbIX ¢GopM, cocTaB HHpOpMaAUU U
NOpANOK MX 3anojHeHus. Pa3Butne cnoco6oB
perucTpanuu B roCyAapCTBEHHOM
JIEIOTIPOU3BO/ICTBE.

B3auMocBsI3p perucrpaumy JTOKyMEHTOB C
opraHusanuen CIPaBOYHO-UH(POPMAITTOHHON
paboThl, OpraHu3aleil KOHTPOJS HWCIOJHEHUS U
nocieayromiei 00paboTKO#M TOKYMEHTOB.

NunekcupoBaHue NOKYMEHTOB. 3HaY€HUE M
npaBuja (hopMupoBaHus WHJIEKCOB.
NHpexkcupoBaHue  JOKYMEHTOB B YCIOBHSX
TPaIUIIMOHHON 0OPabOTKU JOKYMEHTOB.

[Tpunuunel noctpoeHus HUHGOPMAITUOHHO-
nouckoBbix cucteM (UIIC) pyunoro tumna, ux BUIBIL.
HubopmanoHHO-CIIpaBoYHOE o0cyXuBaHue
anmapaTta yOpaBJICHHs B YCIOBUSX INPUMEHEHHS
aBTOoMatu3upoBaHHbIX TexHoJoruit JIOY. Ilouck u
UCII0JIb30BaHUE uH(popManuu B
aBromatusupoBanHbix UIIC.

10

3.5. KoHrposr  HCHOTHEHHS
JAOKYMEHTOB

®dopmupoBaHue TpeOOBaHUN K OpraHU3aluu
KOHTPOJIS VCIIOJTHEHUS JOKYMEHTOB B
JEIIOTIPOU3BOICTBE.

3HaueHue KOHTPOJIS 3a CpoKaMu
UCIIOJIHEHUS JOKYMEHTOB B anmnapare
yIpaBIEHUS. OcHoBHbIE IIPUHLIAIIBI €ro
OpraHu3alyH.

3agaun  cayx6br  JIOY 1o  KOHTpOJIO
VCIIOJIHEHUS] JOKYMEHTOB. Kareropum n1OKymMeHTOB,




15

NOJUIe)KAIUE  KOHTPOJIIO Cpoku uCHOJHEHUS
JOKYMEHTOB. TeXHOI0THs KOHTPOJIBHBIX OIEPALIUN.

PernameHTBl  BHYTpEHHEW  OpraHu3aluu
(denepalibHbIX OPraHOB MCIIOJIHUTEIBHOW BJIACTU
KAaK OCHOBA KOHTPOJII HCIIOJHEHMUS JTOKYMEHTOB B
TOCYJapCTBEHHOM arnmapare Poccuiickoit
denepauuu.

O0o00menne, aHaaIu3 ¢ HUCIOJIL30BAHUE
JaHHBIX 00 HCHOJHEHUU JIOKYMEHTOB B YCIOBUSX
TPaJIUIMOHHON U aBTOMATU3UPOBAHHOW TEXHOJOTHH
00paboOTKH JOKYMEHTOB

ABTOMaTU3UPOBAHHBIE CUCTEMBI KOHTPOJIS
32 CPOKAMH HCIIOJIHEHHMS JTOKYMEHTOB, OIIBIT HX
IPUMEHEHHUS.

11

3.6. Opranusanus
AeJIONPOU3BO/ICTBA no
NpeNJIoOKEHUsIM, 3asBJIEHUAM M
JKano0daM rpaxiaH

OO01IeCTBEHHO-TIOJIUTUYECKOE M COIUATBLHOE
3Ha4YCHHE OOpalieHuil TpaxaaH. 3aKOHOIATEIbHAS
permaMeHTanuss  paboThl € MPEIIOKECHUSIMH,
3asBJICHUSAMH U KajJ00aMu TPak/IaH.

dopmMupoBaHHE HOPMATUBHOMN 0a3wlI,
perIaMeHTUPYIONIEeH  OpraHu3anuio  paboTel ¢
oOpallleHUsMU  TpaxJaH B  TOCYJapCTBEHHOM
anmnapare.

OcHoBHble 3amaun  ciayxOer  JIOY mo
opraHuzaiuu paboThl ¢ OOpAIICHUSIMU TPaXIaH, €€
ocobenHoctu. Onepanuu 1Mo npuemMy, perucTparum,
KOHTPOJIIO HWCIOJHEHUS, MPUHATUIO PEHIeHUH I0
obpamienusM  rpaxgaH. Cpokd  HCIOJHEHHS.
TpeOGoBaHMs K COEPKAHUIO OTBETHBIX JOKYMEHTOB.
dopMupoBaHUE U XpaHEHHE /1] C IPEUI0KEHUSIMH,
3asBJICHUSMH U JkaoOamu rpaxkaaH. O0oOmieHue,
aHAJIM3 U MHCIOJb30BaHHE JaHHBIX O pabore ¢
oOpallleHUsMHU TpaX<1aH B armnapare yrnpaBiIeHUS.

Opranuzanus npuema rpaKJaaH B
TOCY/IapCTBEHHBIX yUpekIAeHUsIX. DOPMBI U METOIbI
COBEpUICHCTBOBaHUA pabOThl ¢  oOpalleHusIMu
rpaXIaH B OpraHax rOCyAapCTBEHHON BIacTH H
yIpaBJieHUs, B 00IIECTBEHHBIX OpraHU3aIHsIX.

HpI/IMeHeHI/Ie ABTOMATHU3HWPOBAHHBIX
TEXHOJIOTHI JJIA IIOATOTOBKHU OTBCTOB u
OopraHusanuun I/IHq)OpMaI_II/IOHHO'CHpaBO"IHOI\/’I

CIIY’KObI B YUPEXKICHUSAX C OONBIIMM 00bEMOM
oOpallleHui TpaxIaH.

12

3.7. XpaHeHHe [OKYMEHTOB B
JAeJIONPOU3BOACTBE OPraHu3aluu

Opea%mwuuﬂ meKyweco XxpaHenus
OOKyMeHmOG u obecneyernue ux COXpadHHOCMU

OCHOBHbBIE TIOJIOKEHUSI 3aKOHOJATEIbHOU
periamMeHTauu XpaHEHHUs! JOKYMEHTOB B
Poccutickoit denepauuu. Meroanueckue
JOKYMEHTBI 110 OpraHu3aliyi XpaHEHHUsI.
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XpaHeHHEe  JOKYMEHTOB B  CTPYKTYPHBIX
noapa3ieieHusax opraHuzanun  OTBETCTBEHHOCTh 3a
COXpPaHHOCTh JOKYMEHTOB. OpraHuzanus CIpaBOYHOMN
paboThl ¥ TOPSIIOK BBIAAYM JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE  NPU  XpaHEHHMM B  CTPYKTYPHBIX
MOPa3IENECHUSX. XpaHenue JTOKYMEHTOB Ha
HeTpaJUIMOHHBIX HOCUTENAX.

CoxpaHHOCTh JOKYMEHTOB IpU pEOpraHu3aluu
Y JIUKBUJIAIIUN OpTaHU3aIiil.

Homenxnamypa oen

ITonsiTue «HOMeHKnaTypa nem». HazHauenue
HOMEHKJIATypsI fiesl. HoMeHkatypa aen kak OCHOBa
CUCTeMaTH3allMi  JOKYMEHTOB B  IEISIX  HUX
MIOCTIETYIOLIETO XPaHEHHMS.

TpeOoBaHMs K COCTABICHUIO HOMEHKIIATYPHI
nen. WX perimaMeHTanus B 3aKOHOJATEIBHBIX
aKTaXx ¥ HOPMATHBHO-METOJMYCCKHUX JOKYMEHTaX
MEKOTPACIEBOrO ACHCTBUS.

Bunel HOMEHKIIATYyp JieN, UX 0COOCHHOCTH U
Ha3HAYCHHE Metomnka COCTaBJICHUS
HOMEHKJIATYPBI Ten: M3y4YeHHE cocTaBa
JOKYMEHTOB, pa3paboTka  KJIacCHU(PUKAIMOHHON
CXEMbI; COCTaBJICHHE 3arojOBKOB Jie1 U HUX
CUCTeMaTHU3alusl ¢  y4eTOM  YCTAHOBJICHHBIX
TpeOOBaHUH.

[Topsmox odopmieHusi, COrjJacoBaHus U
YTBEPKACHUSI HOMEHKIIATyphl 1ed. CpoKu XpaHeHHs
JTOKYMEHTOB

Hcnonb3oBaHue HOMEHKIATYpbl Jiel B
OTIEpaTUBHOM XpaHEHUU U apXUBE OPraHU3alUU.

Opeanuzayus u nopsao0ox ¢oopmuposanus
oern

[Tonsatue ‘“popmMupoBanue aen”’, OCHOBHBIC
TpeOOBaHUS K  TMPOBEACHUIO 3TOM  paboOTHI.
CoBpemeHHas HOpPMAaTHBHO-METOJMYecKas 0asa,
ompenensonas TpedoBaHus K GOPMHUPOBAHUIO eI
B JICJIONPOU3BO/ICTBE.

dopMHupoBaHHE O B OpraHU3alMsax
pa3MYHBIX YpOBHEW ympaBieHUs. 3aqaud CITyKObI
JOY u apxuBa opraHum3an Mo  OOECHeueHHUIo
Ka4yeCTBEHHOTO (OpPMHUpOBAHHS  JIEIN. [IpaBuna
dbopMupoBaHus B Jela JIOKYMEHTOB pPa3IHYHBIX
BUJIOB. [IpuHIUMOBI cHucTeMaTH3alud JOKYMEHTOB
BHYTpH JIEN.

Opzanuszayus sKkchepmu3svl YeHHOCMU
OOKYMEHmMO8
ITonsaTue “aKcrepTU3a LIEHHOCTHU
JOKYMEHTOB”.  HopMaTMBHO-METOIMYECKHE U
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TEOPETUYECKHE OCHOBBI IIPOBEAEHUS 3KCIEPTHU3BI.
TpeboBanus K MPOBEACHUIO SKCIIEPTU3BI I[EHHOCTH
JIOKYMEHTOB.

Opranuzanus paboThl  LEHTpaTLHOU
skcrieptHoit  komuccuun  (LIDK) wu  skcmepTtHO#
komuccun (OK) yupexnenus (opraHusanuu) IO
IPOBEJICHUIO AKCIEPTU3bl 1[EHHOCTU JOKYMEHTOB.
[Tonoxenune o0 skcneptHOM komuccuu. IlpaBa u
(YHKIMM DKCIIEPTHOW KOMMCCHUM, TOPSAOK €€
paboTHI. JlokyMeHTUpOBaHKE NeSITeIbHOCTH
SKCIEPTHOM  KOMHUCCHUM.  JTambl  IPOBEACHUS
9KCIEPTU3bl LIEHHOCTH JOKYMEHTOB. OdopmiieHue
Pe3yNIbTaTOB AKCIEPTU3HI IIEHHOCTH TI0KyMEHTOB.

[lonsTe “niepedeHb JOKYMEHTOB”.
Hasnauenne wu HCIIOJIb30BAHNE IIEpEeYHEN B
KayecTBE OCHOBHBIX MCTOYHUKOB IO YCTAHOBJIEHUIO
CPOKOB XpaHEHUSI U o0ecrneueHuss eAUHCTBA
OTIEpaTUBHOTO XpaHEHUS JTOKYMEHTOB B
JIEJIONPOM3BO/ICTBE U apXUBE OpraHU3alluy.

TumoBele ©  BEIOMCTBEHHBIE TEPEYHHU.
Ucnonb3oBanne mnepeyHed I COCTaBJICHUS
KJIaccu(UKATOPOB U HOMEHKIIATYp Jedl.

Ilooecomoska u oghopmaenue den

VYuudukanus  TpeboBaHMII K Jenam,
claBaeMbIM B apxuB. HopmaTuBHO-meTonmveckue
JOKYMEHTBl ~ MEXOTpacieBoro  jeiicteus 00
o(hOopMIICHUHU JIE.

OcHoBHBIE TpeOOBaHUS K 0GOPMIICHUIO eIl
[TosmHOE M wactuyHoe odopmienue nen. IlonmmBka
nen. Hymepauus nucroB. 3aBepuTenbHas HaAIUCh.
Buyrpennss onuce. OdopmieHune O0OJI0XKKH el
IIOCTOSIHHOTO U BPEMEHHOI'O XPaHEHHUS!.

Onucu den
ITonsTue «OMHCH eI, IIpaBuna
COCTaBJICHUS OITUCH i) CTPYKTYPHOTO
MoJipa3ieJICHHUs. Bunger ommceir.  OdopmiieHue

OIIMCH JI€JI CTPYKTYPHOTO IOJPA3ACICHUS.
Tlopsooxk nepedauu den 6 apxus
opeanuzayuu

Ilepemaua [nen B apXuB  OpraHU3alyH.
B3aumopeiictue cnyxObl JIOY u apxuBa npu
(GOpMHpPOBAaHMM  OCHOBBI IS MOCIEIYIOLIETO
XpaHEHHMs U UCIIOIb30BaHUs JOKYMEHTOB. EqUHCTBO
OpraHu3anuu JOKYMEHTOB B JCIIONPOU3BOACTBE U
apXuBe.

13

3.8. Hanpasienus
cosepmieHcTBOBaHus 10Y

praBJ’IeHI/Ie JAOKYMCHTaMM KaK 4YaCTb CHUCTCMBbI
YIIpaBJICHUSA Ka4YC€CTBOM. CTaH,Z[apTI/IBaI_II/ISI mnpoueayp
yIpaBJICHUA MAOKYMCHTAMH KdaK MCTOAUYCCKas OCHOBa
ACATCIBbHOCTH CJ'Iy>K6 AOKYMCHTAIlUOHHOT'O obecneueHUst
YIIpaBJICHUS B pOCCHﬁCKHX OpraHm3anusiax.




18

PasButne persameHTanuM JOKYMEHTALOHHOTO
obecrieueHus ymnpasieHUs. Polb THIIOBBIX peraamMeHTOB
OpraHOB TOCYAAPCTBEHHOM BJIACTU U YIPABJICHUS B
peryJvipoBaHUU JOKYMEHTAIIMOHHOTO OOECTIeYeHHs] WX
JIeATENbHOCTU. BHYTpEHHME periiaMeHThl OpraHu3anui.

CoBepllleHCTBOBaHUE JOKYMEHTAIIMOHHOTO
obecrieueHus ynpasieHus B TOCyJapCTBEHHOM armapare,
OpraHu3alMsX  pa3IuyHblX  (GopM  COOCTBEHHOCTH
(rocynapcTBEHHBIX u HErocyJapCTBEHHBIX ).

YnopsimoueHue OpraHU3allMOHHBIX (OPM M METOJO0B
paboTHI C TOKYMEHTaMH.
Pernamenranust  QyHKUWH, CTPYKTYpHI
OpraHU3aIMOHHO-TIPABOBOTO MOJ0XKeHus ciyx0 JJOVY.
Brusinue HOBBIX  MH(OPMAIIMOHHBIX
TEXHOJIOTUH Ha COBEPIIEHCTBOBAHHME YIPABIEHUECKOM
nestenbHOCTH U JIOY.

n

4. O0pa3oBare/ibHbI€ TEXHOJIOTHH
Oopa3oBare/ibHbIE TEXHOJIOTUH

Ne

HaumenoBaHue pazjiesna

Buasbl yueOHbIX

Oo6pa3oBaTejibHbIE TEXHOJOTHH

n/n 3aHATHI
1 2 3 5
1. |Ilpemmer, conepkanne, |Jlexmms 1. BBoaHas nekuus ¢ MCroiab30BaHUEM
3ama4n Kypca BHJICOMATEPUATIOB
ITonroroBka K JIEKIIUU C HCTIOIIb30BAHUEM
CamocrositensHas |npaBoBbix 0a3 «KoHcympranTy, «l'apant» u ap.,
pabora caiita «Zakonbase»: 3akoHomaTeIbHAS 0aza
Poccuiickoit denepanuu
2. |Bo3nukHOBeHUE U Jleknus 2. Jleknus-0ecena
pasBuTHe
JIETTOTIPOU3BOJICTBA B
yupexaeHusx Poccuun
XVI - XVII BB. JlabGopatoproe 1 |PabGora c METOIUIECKUMU MaTepHallaMH,
KOJUIEKIIUSIMU JIOKyMEHTOB (poHma mabopaTtopuu
JIOKYMEHTOBEICHHS
ITonroroBka K JEKIMH C HMCIOJNB30BaHUEM (DOHIOB
OnbIMoTEKN PITY " nmabopaTopuu
JMIOKYMEHTOBEJICHHSI W TPAKTUIECKOMY 3aHATHIO B
CamocrosTenbHasi |COOTBETCTBHH C METOJUYECKUMHU YKa3aHHSIMU TI0
pabota BEITIOJTHEHUIO TTPAKTHYECKUX 3aHITHH.
3. |[emnonpoun3soncTeo B Jlexnusg 3. Jlexus-0Oecena

yupexaeHusx Poccun
XVIII B

JlaboparopHoe

Pabora ¢ MCTOANYCCKNUMU MaTCpUualaMu,
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3aHATHE 2. KOJUIEKLIUSIMU TIOKYMEHTOB (oHAa 1abopaTopun
JOKYMEHTOBEICHUS
[ToaroroBka K JIGKIMH C WCIOJIb30BaHHEM (HOHIOB
OuOIMOTEeKH PITY u TabopaTopun
CamocrosgTenbHas JOKYMCHTOBCACHHA W IIPAKTHYCCKOMY 3aHATHUIO B
pabora COOTBETCTBHU C METOAWYCCKUMH YyKa3aHHUSAMH O
BBITTOJTHCHHUIO IMTPAKTUYCCKUX 3aHSITUM.
enonpons3BoacTBo B Jlexuus 4. Jlekmus-Oecena
yupexaeHusx Poccun
XIX - magane XX BB.
JlabopaTopHoe Pabora ¢ MmeTomuueckuMu MaTepraiaMHu,
3aHsATHE 3. KOJUICKIIMSIMU JIOKYMEHTOB (OH1a 1abopaTopuu
JOKYMCHTOBCACHU A
[MoaroroBka K JIEKIUU C UCHONB30BaHHEM (DOHIIOB
CamocrositensHas |OnOINOTEKN PITY u nabopaTopun
pa60Ta JOKYMCHTOBCACHUA H IIPAKTHYCCKOMY 3aHATHUIO B
COOTBETCTBUMU C METOAUYCCKUMH YKa3aHUAMU 110
BBITTOJTHCHUIO IMTPAKTHYCCKUX 3aHITUMN.
CranoBnernue u pazsutue |JIexmus 5. Jlexknus-auckyccus
JIeTIONPON3BOJICTBA B
COBETCKHUX CamocrositensHas |[IoaroToBka K JIEKIIUA ¢ UCIIOIB30BaHNEM (POHIOB
rOCYIapCTBEHHBIX pabora oubmmorexu PI'TY u mabopatopun
YIPEKIACHUAX JIOKYMEHTOBEIeHH s/
Opranu3arus Jlexumst 6. IIpobnemHas JeKIus
JOKYMEHTaIIHOHHOT O
obecrieueHms CamocrosrensHas |IloaroroBka K JEKIUH € UCIIOIb30BaHUEM
yIIpaBIeHUS pabora mpaBoBbIX 0a3 «KoncyneranTy, «["apant» u np.,
caiita «Zakonbase»: 3akoHoaTenpHas 6aza
Poccuiickoit denepanuu
Opranu3amus ciyx 05t Jlextum 7 Jlexmust ¢ pa300pOM KOHKPETHBIX CUTyallni
A0y
Pabora ¢ MmeromuveckuMu MaTepruaIaMu
1a60paTOpUH TOKYMEHTOBEICHUS
JlabopaTtopHoe
3aHsTHE 4. [TonroroBka K JEKIMH C HCIOIB30BaHUEM (DOHIOB
OnOIMOTEKN PITY " nmabopaTopun
JMIOKYMEHTOBEJICHHSI W TPAKTUYECKOMY 3aHATHIO B
COOTBETCTBHH C METOJMYECKUMHU YKa3aHHUSIMH TI0
BBITTOJTHEHU IO TIPAKTHYECKUX 3aHATHIT/
CamocrosiTenbHast
pabota
Opranusanus Jlexuus 8. Jlexmust ¢ pa300poM KOHKPETHBIX CUTYyallui
JIOKYMEHTO0000poTa
Pabora ¢ MmeToquieckuMu MaTepruaIaMu
1a60paTOPUH JTOKYMEHTOBEICHUS
JlaGopatopHoe
3aHATHE 5. [loaroroBka K JIEKUMHU C MCHONB30BaHHEM (POHIIOB

OubImoTeKH PITY u nabopatopuu
JOKYMEHTOBEACHUSI M IPAKTUYECKOMY 3aHATHIO B
COOTBETCTBUU C METOAMYECKUMH YKa3aHHSIMHU I10
BBITIOJIHEHUIO IPAKTUYECKUX 3aHATHIT/
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CamocrosTensHas
pabota
9. |Peructpanus Jlexuus 9. Jlexkuus ¢ pa360poM KOHKPETHBIX CUTYaIHil
JOKYMEHTOB H
OpraHu3alys CIPaBOYHO-
WH(POPMALTMOHHOTO Pabora ¢ MmeTogMuecKMMH MaTepHaIaMu
00CITyKHBaHHS nabopaTopuu JOKyMEHTOBEACHUS
JlaGopaTtopHoe
3aHsTHE 6.
[ToaroroBka K JIEKIMH C UCIOIb30BaHUEM (OHIOB
O6uOIMOTEKN PITY u nabopaTopun
JOKYMEHTOBEJICHUSI M IMPAaKTUYECKOMY 3aHSATHIO B
COOTBETCTBHU C METOAMYECCKUMHU YyKa3aHHUSIMH 10
BBITTOJTHEHU IO TIPAKTHYECKHUX 3aHITUI
CamocrosiTenpHas
pabora
10. |KonTponb ucnonuenust | Jlexmums 10. Jlexmus ¢ pa360poM KOHKPETHBIX CUTyallni
JOKyMEHTOB
[MoaroroBka K JIEKIIMH € HCIIOJIB30BAaHUEM (HOHIOB
oubimorexu PITY u maGoparopun
CamocrosiTenbHas | TOKyMEHTOBEIEHUS
pabora
11. |Opranuzarms Jlexmms 11. Jlexmus-6ecena
JeTIOIPOU3BO/ICTBA 110
IIPEIIOKEHUSAM,
3asBJIeHHAM U kanodaM |CamocrostensHast [[1oaroToBKa K JIEKIIMU C UITOJIB300BAaHHEM
pabora mpaBoBEIX 0a3 «KoHcymbranty, «["apant» u mp.,
caifta «Zakonbase»: 3akoHoaTenbHas O6a3a
Poccuiickoit enepanun
12. | Xpanenue noxymeHToB |Jlexuun 12 Jlexuus ¢ pa300poOM KOHKPETHBIX CUTYaIUH
3 IEJIOIIPOU3BOICTBE
hpraHu3aLHH PaGora ¢ meroguueckuMu MaTepuaIaMu
1a00paToOpuH JOKYMEHTOBEACHUS
JlabGopaTopHoe
3aHsTHE 7.
[loaroroBka K JIEKLIMHU C MCHOJIB30BAaHUEM (DOHIOB
OnOIIOTEKN PITY " nmabopaTopuu
JOKYMEHTOBEACHUS M IPAKTUYECKOMY 3aHATHIO B
COOTBETCTBUU C METOAWYECCKUMH YKa3aHHUAMH IO
BBIMOJTHEHUIO IPAKTUUECKUX 3aHITUI
CamocrosTenbHas
pabora
13. |HampaBnenus Jlexrmus 13. [Ipobnemuas nexknus
COBEPIICHCTBOBAHUS
A0y
CamocrosTenbHas |[loaroToBka K JEKIUH C UCTIONb30BaHNUEM (DOHIIOB
pabora oubimorexn PI'TY u maboparopun

JOKYMCHTOBCICHUSL

5. OneHka MIaHNPYeMbIX pPe3yJIbTaTOB 00y4YeHHs

5.1. CucTeMa oleHUBAHU A

|| Popma KOHTpoJIs

| Maxkc. xonmuecTBo 6amios |
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3a oany pabory Bcero

Tekylui KOHTPOII!

- cobecenioBaHue 5 6amoB 15 6annos

- OlIeHKa J1JabOpaTOPHBIX 3aaHNH, KEHCOB 5 6amoB 25 6annos

- KOHTpOJbHAs paboTa (Temsr 2.1-2.3) 5 6amoB 5 6amos

- KOHTpOJbHas pabota (Tembi3.1- 3.4) 5 6annos 5 G6amoB
- PTC

5 6anioB 10 6amioB

[IpomexxyTouHas aTTecTanus 40 6amioB
(3KK3aMeH)
Hroro 3a cemecTp (IUCUMILIUHY) 100 6amtoB

[Tomy4yeHHBIN COBOKYITHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAJULMOHHYIO IIKAJTY OLIEHOK U B
HIKaTy OlleHOK EBpormelickoii cucTeMbl iepeHoca 1 HakoruieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B cooTBETCTBUY ¢ TaOIHIIECH:

100-6amnbHas TpammonHas mxana [IIxana
mIKaia ECTS
95 - 100 A
8304 OTJIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D

50 55 yIOBJICTBOPUTEIIHHO E
20—-49 FX
0_19 HEYJIOBJICTBOPUTEIIHHO HE 3a4TE€HO E
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5.2.KpnTeplm BBICTABJICHHUA OHCHKH 110 JUCHUILIMHE

Bananl/
Ml kana
ECTS

OueHka nmo
MUCHUILIMHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
AB

«OTIIMYHOY/
«3a4TEHO
(oTm4HO)»/
«3a4TEHO»

BrictaBnsieTcst oOyuaromemycs, eciu oH riIy0oKo U
IIPOYHO YCBOMJI TEOPETUYECKUN U IPAKTHYECKUI
MaTepHall, MOKET IPOJIEMOHCTPUPOBATH STO HA 3aHATHSIX
U B XOJI€ POMEKYTOUYHOM aTTeCTal1H.

OO0yuaromuiicst HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JIaraet yuyeOHbIN MaTepuai, yMeeT yBI3bIBaTh TEOPHIO C
IPAKTUKOM, CIIpaBIIsIETCs C PELIEHUEM 3a/1a4
npodeccuoHanbHOM HallPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, TIPAaBUIILHO 00O0CHOBBIBAET MPUHSTHIC
perieHus.

CB0OOIHO OpHEHTUPYETCS B y4eOHOH U
npogeccuoHalIbHOM JIUTEpaType.

OreHKa MO TUCIUATUTHHE BBICTABIISIOTCS 00yJaromeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIENH U IIPOMEKYTOUHOU
aTTeCTallM.

Komnierenumu, 3akpeni€éHHble 3a TUCIUILTMHON,
c(hopMupOBaHBI HA YPOBHE — «BBICOKHII.

82-68/

«XOpouIoy/
«3a4TEHO
(xoporo)»/
«3aYTCHOY

BricTaBisiercst 00ydaromemycsi, €Ciii OH 3HaeT
TEOPETUYECKUI U MPAKTUYECKUN MaTepHUall, FpaMOTHO U TI0
CYILECTBY M3JIaraeT €ro Ha 3aHATUSX U B XOJE
IIPOMEXKYTOUHON aTTECTAlMH, HE JOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEM.

OO6yyaromuiics MpaBUIbLHO IPUMEHSET TEOPETHUECKUE
MOJIOKEHUS [TPU PELICHUH NMPAKTHYECKUX 3a/1a4
npodeccuoHanbHOM HalIPaBIEHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIaJIC€T HEOOXOAUMBIMH JIJIsl 3TOTO HABBIKAMHU
Y IPUEMAaMHU.

JlocTaTouHO XOPOILIO OPHUEHTUPYETCS B y4eOHOU U
npodeccuoHansHOM TUTEpaTypeE.

Onenka mo JUCIUILIMHE BBICTABISAIOTCSA 00y4aromemMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILIEH U MPOMEKYTOUHOM
aTTeCTalUu.

Komnerennuu, 3akpeniéHnple 3a AUCIUIIINHOM,
c(hOopMHUPOBaHBI HA YPOBHE — «XOPOIIHIL».

67-50/
D,E

«yIOBIETBOPHU-
TEILHO»/
«3a4TEHO
(ymoBnerBopu-
TEJIBLHO)»/
«3a4YTCHO»

BeicraBiisieTcs o0ydaromiemMycsi, €Clid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTHYECKUN MaTepHUall,
JOIYCKaeT OTAENbHbIE OMNOKH IIPU €r0 M3JI0KEHUU Ha
3aHATHAX U B X0JI€ IPOMEKYTOYHOM aTTECTALIMH.
OOyuaromuiicsi HCIBITBIBAET ONPECTIEHHBIE 3aTPyIHEHUS
B IIPUMEHEHUH TEOPETUUECKUX IOJI0KEHUH NIPU PELIEHUH
HNPaKTUUYECKUX 3a71a4 MPO(HECCUOHAIBHON HAIIPAaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIOKHOCTH, BJIAJICET
HEOOXOAUMBIMHU JUIsl 3TOTO 0a30BBIMH HaBbIKAMU U
IpPUEMAMH.
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Baanbl/ Ouenka no Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
M xama AUCHUILINHE AUCHUILINHE
ECTS

JleMoHCTpHUpYET N0CTaTOYHBIA YPOBEHb 3HAHUS YUeOHOU
JIUTEPATYPBI 1O TACLUIUINHE.

OreHKa Mo TUCUHUIUTAHE BBICTABISIOTCS 00y4aromeMycs ¢
Y4ETOM pE3yJITATOB TEKYILEH U IPOMEKYTOUHOU
aTTECTAlLUU.

Komnereniuu, 3akperiénnpie 3a JUCUUILIMHOM,
c(hopMUpOBaHbI HA YPOBHE — «JIOCTATOUYHBIN».

49-0/ «HeynoBieTBopuTe | BhicTaBnsercs o0ydaromemycs, €Ciid OH He 3HaeT Ha
F.FX JBHOY/ 0a30BOM ypOBHE TEOPETUUECKUN U IPAKTUUECKUN
HE 3a4TE€HO MaTepual, I0MycKaeT rpyobie OMMOKH IIPHU €ro
W3JI0KCHUU Ha 3aHATHSIX U B XOJI€ POMEKYTOIHOM
aTTECTAIlHH.

OOyyaromuiics UCIIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUYECKHUX MOJIOKEHUHN TIPU PEeLICHUH
MPaKTUYECKHX 3a7a4 MpodeccnoHabHOM HANPaBIeHHOCTH
CTaH/IaPTHOTO YPOBHS CIIOKHOCTH, HE BJaJIeeT
HEO0OXOIMMBIMHU ISl 3TOTO HaBBIKAMU U MPUEMAMHU.
HemoHcTpupyeT dhparMeHTapHbIe 3HAHHUS YIeOHOU
JUTEpaTyphl MO TUCHUTUIMHE.

Onenka no JUCIUILIMHE BBICTABISAIOTCSA 00y4yaroniemMycs ¢
Y4ETOM PE3YNIBTATOB TEKYILEH U MPOMEKYTOUHOMN
aTTeCTallUu.

KomrmereHnuu Ha ypoBHE «I0CTaTOYHBIN», 3aKPETNIEHHBIE
3a TUCIUIUIMHOM, HE CHOPMUPOBAHBI.

5.3. OueHouHble cpeacTBa (MaTepHAJbI) Ul TEKYIIEr0 KOHTPOJISI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM aTTeCTAMU 00YYAKIIMXCH 10 TUCHUILINHE (M00YI110)

Keiicpl AJ151 TeKyLuei aTrrecTanum:

1. CymiecTByeT 1M B HACTOSILIEE BpEMsI TOCYJapCTBEHHOE PETYJIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHeH 00paboTKU JOKYMEHTOB (HalpUMep, ONpeIeeHbI JIH TUTIOBbIC
onepanuu 00paboTKH TOKyMEHTOB, UX MOCIEI0BATEIBHOCTh) B YUPESKICHUIX, OpraHU3ausIX U
Ha NPEeANPUITUSIX CTPaHBbI?

Kakumu okymeHTaMu JOJIKHBI MJIM MOTYT PYKOBOJICTBOBAThCSl KOHKPETHBIE CTPYKTYPbI
IIPU PELICHUH TaHHOTO Bompoca?

2. Jlmst permenns Kakux 3aJ1a4 UCIONMB3YIOTCS TOCYyIaPCTBEHHBIE CTAaHAAapTHl B cpepe
nenorpon3BoycTBa? Ha3oBuTe Takume cTaHIapThI.

Kaxum obpazom opraHu3zais MOKET JOOUTHCS OT CBOMX PaOOTHUKOB 00s3aTEIHLHOTO yueTa
nonoxeuuit 'OCT?

3. OzHOM 13 BaXHEHUIIMX SIBJISETCS MPOOJIeMa COXPaHHOCTH (XpaHEHUs) TOKyMEHTOB
opranu3zanuii. KakuMu npaBoBBIMH aKTaMH M TOCYJJapCTBEHHBIMU MEXOTPACIEBBIMHU
JOKYMEHTaMU CIIEyeT PyKOBOACTBOBATHCS TP €€ PELLICHUU!

3aKOHOJATEIbHbIE OCHOBBI XPaHEHUS JOKYMEHTOB
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WHble npaBoBbIE aKThl, OIPEAEIIAIONINE PELIEHUE BOIIPOCOB, CBA3AHHBIX C
COXPAHHOCTBIO (XpaHEHUEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I‘-IeCKI/IC AOKYMCHTBI, COACPKAIIUEC METOJUKY pa6OTI)I 110
OINICPATUBHOMY XPAHCHUIO JOKYMCHTOB U IIOAI'OTOBKEC UX K IIEPCAaUC B ApXHUB OPraHusanuu

4. PyKOBOAMUTEIb MIPEANPUSITHS PACTIOPSIAUICS MOATOTOBUTH JOKYMEHTBI, KOTOPbHIE
JIOJIKHBI PETJIAMEHTHUPOBATH JESTENbHOCTD CIyXO0bI JIOY (kaH1ensapum), opraHu3alui 1
MOPSZIOK pabOTHI C JOKYMEHTAMH.

Br1o pazpaborano [onoxkenne 00 nHGOPMAIIMOHHOM OIUTUKE, OJUH U3 Pa3IeiioB KOTOPOTO
HasbiBasIcs «Opranuzanus padoThl ¢ JOKYMEHTUPYeMoii nHpopMaluei». B paznene 3akpemisics craTyc
KaHIENSPUN KaK CIYKObI JEIONPOU3BOJICTBA H QYHKIIUH €¢ COTPYJHUKOB 110 paboTe C JOKYMEHTaMH.

Omnpenenute, KaKue OpraHU3alMOHHbBIC JOKYMEHTHI 3aMeHIII co00H pasaen «Opranu3anus
paboThI ¢ TIOKYMEHTUpYyeMOol nHpopMarieiy. [IpaBoMepHa i1 Takast IpakTUKa?

Kaxoti eme BHyTpeHHHI HOPMATHBHBIN TOKYMEHT CJIeIOBAJIO pa3padboTarh, 9TOOBl YCTAHOBUTH
SIVHBINA MTOPSIOK JETOMPON3BOCTBA HA TIPESAITPUSTHH?

5.0mpenenure NOpsIOK cocTarieHus U odopmitenus Ilonoxenus o cinyxoe J10Y:

. pa3pabaTsiBaer (KT0?)

= MTOMHUCHIBAET (KTO?)

. JIOTHKHO OBITH COTTIAcOBAHO (C KeM?)

. yTBepKIaeT (KTo?)

= BBOIIUTCS B JICHCTBUE (KEM FUTH YeM?)

. noAanexat nepecMmoTpy (Npu Kakux
obcToATenbcTBax?)

3anoTHATE MPOITYCKH.

6. PaspaboTaHHas B opraHM3aunm MHCTpyKumA No Ae10NpOon3BOACTBY COAEPKUT cnegytolime
TemaTuyeckue pasgens:

- Opranu3zamus T0KyMeHTo000poTa

- Perucrpanus 1oKkymeHTOB

- Kontposns 3a ucronHeHueM JOKyMEHTOB

- Homenxknatypa aen

- XpaHeHHEe TOKYMEHTOB B CTPYKTYPHBIX ITOAPA3ACICHUAX.

OTpakeH T B HHCTPYKITNH BECh TIpoIiecC pabOoThI ¢ TOKyMEHTaMH?
Ecnu wer, kakumu pa3zaenamu Bel Ob1 TOMTOMHUIN JaHHBINA JOKYMEHT.
O6ocHyiiTe cBOE peleHune.

7. IHCTPYKUMA NO AeN0NPOn3BOACTBY — 3TO 06A3aTeNbHbIN AOKYMEHT ANA BCeX paboTHUKOB
OpraH13aunmn UM TONbKO ANA ee cay:K6bl Aenonponssoacrsa?
Kto n xakum o0pazom onpenenseT chepy pacnpocTpaHEHUs TaHHOTO JOKyMeHTa?

8. Komnanus MMeeT HECKOJIBKO OTAEIEHHM, OTHO U3 KOTOPBIX PAcIojaraeTcsi B TOM Ke
3JTaHUHM, YTO U LIEHTPaJIbHbIN o¢uc. [[pyrue oTaAeneHus paciookKeHbl B pa3HbIX paioHax
ropoza.

Kak Oyzner opranu3oBaH JOKyMEHTOOOOPOT KOMITAHUH B 3TOM cily4yae: OyJeT Ju
LEHTPaAJIbHBIN 0uc paboTaTh O BCEMU TIOKyMEHTaMU KOMIIAHUH (OCYILECTBIISAThH
LEHTPAJIN30BAaHHbIH MTPHEM BCEX JOKYMEHTOB, UX PETHCTPAlMIO, BECTH CIIPABOYHYIO paboTy,
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB U T.JI.) WM nepenact 3Tu pyHkuuu B otaenenusn? Eciu
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nepenacT, kakoa oyzaer poib ciyx0bl JIOY nentpansHoro oduca? Kak Oymyt padortats ¢
AOKYMCHTAMH OTACIICHUA, HAXOAAMIEMCA B TOM K€ 3JdHUH, YTO U I_ICHTpaJIBHbeI 0(1)I/IC?

9. [lepBuuHnas 06paboTKa TOKYMEHTOB, MOCTYMHUBIIUX B KOMIIAHHUIO TI0 TIOYTE, CBOJUTCS K
cienyromemMy. PaOOTHHUKY, BHITOTHSIOIIHE 3Ty ONEPaInI0, BCKPBIBAIOT H TYT K€ YHHUTOXKAIOT KOHBEPTHI,
MPOCTABJISIFOT Ha BCEX JIOKYMEHTAaX, B TOM YHcIe, (PUHAHCOBBIX, OYXTaJITEPCKHUX H T.IL., HITAMII O
MOCTYTUICHHH JOKYMEHTa B OPraHU3alMIO U MEPEAal0oT UX HHCIEKTOPY Mo peructpanun. MHcmekTop
MPOCMAaTpPUBAaET JOKYMEHTHI i (PUKCUPYET B PErHCTPALMOHHBIX (hopMax, TOMUMO MPOYUX CBEACHHIH,
KOJIMYECTBO JINCTOB M HAJIMYWE MIPUIIOKECHUH K TOKYMEHTaM.

Omnpenenute, kakue TpeOOBaHUS K MPOLECCY TEPBUUHON 00paOOTKH TOKYMEHTOB B JAHHOM
cllydae HapylIaroTcs, U KaKue HeraTHBHBIE MOCIEACTBUS ITUX HAPYIICHUH [T KOMITAHHHA MOTYT
MPOSIBUTHCS BIIOCIIEICTBUH .

10. TToMOIIHUK PYKOBOAUTEINS, IPEABAPUTENHHO IPOCMOTPEB JOKYMEHTAIINIO, TOCTYITUBIIYIO B
OpraHu3allMIo, BCIO €€ NepeaaeT pyKOBOAUTENI. B Marky ¢ JOKyMEeHTaMU BKJIAIbIBAETCS IMCbMEHHBIN
KOMMEHTapui 0 COCTaBE MOCTYINUBLINX JJOKYMEHTOB, KOPPECIIOH/IEHTAX, aipecaTax U CoAepKalMXCcs B
Ka)KJIOM JTOKyMEHTE BOIIPOCaX.

B 4em cocronT HazHaueHUE OMEPAINU «ITPEABAPUTEIHEHOE PACCMOTPEHHE JOKYMEHTOB»?
[IpaBuIIbHO JTM €r0 TOHMMAIOT B TaHHOW OpraHu3aIyn?

11. Obmas TexHomorus paboThl ¢ JOKYMEHTaMH B OPTaHM3AIUN COCTOUT M3 THITOBBIX OIEpaIluii:

. IpUEM JOKYMEHTOB;

. nepBUYHasi 00paboTKa JOKYMEHTOB;

u

. perucrpanyus;

. paccMOTpeHHE JOKYMEHTa PYKOBOJHUTENIEM U ONIPEACICHUE XapaKTepa PeIIeHHs]

BoIpoca (Pe30ronus);

. MIOCTAHOBKA JOKYMEHTa Ha KOHTPOJIb;
. IIOJITOTOBKA ITPOEKTa IOKYMEHTA;

. o(opMIICHHE U COTIaCOBaHME;

. yIOCTOBEPEHHUE;

u

. OTIIpaBKa U3 OpraHU3aLUy;

JlonomHuTe nepedeHs HeAOCTAIOMINMH OTIePAIHSIMH

12. B cooTBETCTBHU C rOCYJapCTBEHHBIMU MEXOTPACIEBBIMHU JOKYMEHTaMH B HH()OPMAIMOHHO-
MIOUCKOBYIO cucTeMy 1o gokymeHTam opranuzauuu (MIIC) Bxomst: perucrparnus, HHAEKcaLus,
(hopMupoBaHue 1ed.

KaxoBo nHaznauenmue kaxaoi cocrassromeii MIIC? Uto mo3Bonser 00beIUHUTH UX B OAHY
cucremy? Kak oHM MOT'YT HCIIOIB30BAThCSI ITPY TIOMCKE JOKYMEHTHOM nH(popManuu?

13. B perucrparnuonssie OpMbI BXOISIINX JOKYMEHTOB OpraHU3aIUs BHECHIA CIEIYIOMNE
JaHHbIE:

JaTa MoJTy4eHusl, BXOSIINI PErnCTpaliOHHbI HOMEp, KOPPECIIOHISHT, HOMEp U JlaTa
JTOKYMEHTa, KpaTKOe COJIEpIKaHNe, PE3OIIONNS PYKOBOJUTEINSI OPTaHU3aIMU, PYKOBOANTENb
CTPYKTYPHOT'O IOAPAa3/IeNIeHNUs], PE3OIIONUS PYKOBOIUTEIS OAPA3IeTICHUS, NCTIOTHUTEb.

Omnpenenute, COOTBETCTBYIOT JIM 3TH JaHHBIE PEKOMEHIyeMOMY COCTaBY PEKBU3UTOB
peructpannonHoi ¢popmbl. Mmeer nu ciyx0a ne0npon3BoACTBa MPaBO BKIOYATh B PETUCTPALIMOHHBIC
(OpMBI PEKBU3HUTHI 110 CBOEMY YCMOTPEHUIO?
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14. Cucrema perucTpaiyy B OpraHu3aluy UMEeT CMEIaHHylo (opMy, IPH KOTOPOU 4acTh
JOKYMEHTOB (TIOCTYMAIOMIME Ha UMS PYKOBOAUTEIIS, IPUKA3bl M Jp.) PETHCTPUPYIOTCS B Clyx0e
JIEJIOIPOU3BOJICTBA, & OCTAIBHBIE — B CTPYKTYPHBIX IIOAPA3ACIICHUSX.

B ciryx6e nenonponsBoacTBa BceM 0€3 UCKIIIOYEeHUS TOKYMEHTaM IPUCBAaNBAETCS WHCKC,
COCTOSIIIIMI U3 MOPSIKOBOTO HOMEpa JOKYMEHTa B COOTBETCTBYIOIIEH TpyIIe (HalpuMep, BXOIAIINX
JOKYMEHTOB) U uTepsl «P», o3HayaroIel «pykoBoaACTBO», Hanpumep, P 45. B cTpykTypHBIX
MOJIpa3AeICHUSIX PErUCTPAIMOHHBIN HHJIEKC COCTOUT U3 MHAEKCa CTPYKTYPHOI 0 Mojpasienenus (1o
BHYTpPEHHEMY KJIaCCH(DUKATOPY CTPYKTYPHBIX TOApA3AeIeHU) U MOPSAKOBOI0 HOMepa, Hanpumep, 3-25
unu 4-12 u T.11.

Uem TaKoii MOpsIOK HHICKCUPOBAHUS HE COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBaHUSIM?
Pemenne kakux WHGOPMAITMOHHO-TIONCKOBBIX 3a/1a4 YCIOKHSIOT TAKWE UHICKCHI?

15. [lena B opranu3anuv (GopMUPYIOTCS U XpaHATCS CIEAYIOIINM 00pa3oM:
CIICOAJIUCThI OTACIIOB 3aBOJAT IMAIIKH, B KOTOPBIC BKIAABIBAIOT JOKYMEHTBI, KaCarouinuecsa
peuieHus OTACIbHBIX BOIIPOCOB. Ha O6J'IO)KKaX IIOMCEIIA0TCA (l)aMI/I.HI/II/I 1 MHUITHUAJIbI HCHOIHHUTENIEH 1
yYKa3aHUE Ha KOHKPETHOE HAIIPABIIEHUE €T0 AEATEIbHOCTH, HAIIPUMED:
A.C. TepeHTbEB
H3roroBiieHue v YCTaHOBKAa CBETOBOM PEKJIAMbI

B Teuenne roJa B TaKOM TIaIlKe HAKaIUIMBAFOTCS Pas3IMYHBIC JTOKYMCHTBI, C KOTOPBIMU
MPHUXOAUTCS paboTaTh CIENUANNCTY B PAMKaX JTAHHOU MpoOiieMbl. B unciie TOKyMEeHTOB BCTPEYatoTCs
MUCbMA-TIPEIAIONKECHN S, TMCbMA-O0TBCThI Ha MPEIJIOKECHUSA, TUCbMa-pEKIIaMalii, TOrOBOPEI 1
MPHJIOKEHHS K JIOrOBOpaM, aKThl, TPOTOKOIBI U JIp. Eciu criernanuct padoraer He ¢ OJHON
OpraHu3aImei, ToO BHYTPH MAITKK OH ITOMEINAET KAPTOHHBIC Pa3JICNUTENN ¢ YKa3aHHEM KOHKPETHBIX
OpraHu3anui-KoHTpareHToB. Korjga T0KyMEeHTOB CTAHOBHUTCS CITUIIIKOM MHOT'O, 3aBOJISIT BTOPYIO (TPETHIO
1 T.J.) TAIKy C TAKOW K€ HAAMHUCHIO M YKa3aHHEM, 9TO 3TO BTOpoeE (TpeThe U T.1.) JAENO0:

A.C.TepeHTbeB
MN3roToBneHne 1 ycTaHOBKa CBETOBOWM peKnambl. Ne 2

B koHI1e roa manku nomMenarTes B mkad, B OTACNECHUS, II€ XPAHATCS JOKYMEHTbI
OIIPEIETICHHBIX CIIELHUATINCTOB.

Taxoil mopsAAoK XpaHeHHus JOKyMEHTOB OOBSCHSIOT TEM, YTO HMEHHO TaK CIEHUAINCTaM yI00HO
paboraTh ¢ ZJOKYMEHTaMH B T€UEHHE AEIONPOU3BOACTBEHHOIO I'0/1a, HCKATh JOKYMEHTHI I10CTIE
OKOHYaHMs pabOThl C HUMH U 00ECIIeYNBATh UX COXPAaHHOCTh, TAK KaK K)KIbIH CIICIIMAINCT 3HAET CBOU
BOIIPOC M, 3HAYUT, CBOU IOKYMEHTHI.

Cornacusl 1 Bel ¢ TakuMm o0bsicHeHneM? Kto B Takom cirydae OyaeT HECTH OTBETCTBEHHOCTD
3a obecredeHue COXpaHHOCTH JTOKyMeHTOB? OOOCHYWTE CBOW OTBET.

16. B Teuenue roja y opraHu3alvy NOSBUINCH HOBBIE HAIIPABJICHUS JEATEIbHOCTU U
HoBbIe napTHepbl. HoBas paboTa O6buta nopydeHa 1Bym otaenam. Kak ciencrsue, NosBUIMCH
3HAYUTEIbHOE KOJIMUYECTBO HOBBIX JIOKYMEHTOB, KOTOpPbIE HE OBLIM MPeyCMOTPEHbI
JEUCTBYIOLIMMHU HOMEHKJIATypaMH JI€J1 JaHHBIX OTIEIIOB.

PykoBouTe s OpraHn3aluy CBOUM MTPUKa30M 00513aJl BHECTH U3MEHEHUS B
HOMEHKIIATYpY ZieN. B pe3ynpraTe 3T0 CBENOCH K COCTABIIEHUIO B CEPEIUHE I01a HOBBIX
HOMEHKJIATYp JeJ ABYX OTAENIOB. PyKOBOOUTENb OPraHU3al il UX YTBEPANIL.

[Touemy Takue AeWCTBUSA HE MOTYT OBITh IPU3HAHBI MpaBoMepHbIMU? Kakue TpeGoBaHus
K COCTaBJICHUIO U 0(hOPMIIEHUIO HOMEHKJIATYPbI J1eJ1 ObUIM HapyLIeHbI?

17. Tlocne omMrOOYHOTO YHHUTOKEHUS PsiZia BXKHBIX JJOKYMEHTOB B KOMIIAHUHU OBLIIO
MPUHATO pelIeHHne O Co31aHuu dKcnepTHOH komuccuu (OK) u pazpaboTke BHyTpEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOLIUX €€ ACSITEIbHOCTD.
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B neiicTByronue KOpnopaTuBHbIE JOKYMEHTBI, pErJIaMEHTHPYIOIIHE JESITEIbHOCTh
CITY’KOBI JISIIOMPOU3BOJICTBA U MIOPSAOK PaObOTHI C TOKYMEHTAMH KOMITAHUU OBUTH JJO0aBJICHBI
COOTBETCTBYIOIIME Pa3eiibl, B KOTOPBIX OBLIM OTPEAEICHBI CTAaTYC, COCTaB, MPaBa, 00s3aHHOCTH
OK 1 nopsiiok IpoBeAEHUS SKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB.

B ¢yakumun 3K ObUT0 BKITIOUEHO Clleayromiee:

- IPOBEpKa MPaBUILHOCTH 0(OPMIICHUS TIOKYMEHTOB;

- Y4€T JOKYMEHTOB;

- OIIpEICICHUs] YCIOBUN XpaHEHUS! IOKYMEHTOB;

- IpOBEpKa KayecTBa (POPMUPOBAHHS JEIT;

- Y4eT €7 C JUIMTEIbHBIMU CPOKaMH XpaHEHUS;

- 0TOOp /1€ Ha XpaHEHHE U YHUUYTOKEHUE;

- OIIpeIeTIeHNE CPOKOB XpaHEHUs JOKYMEHTOB;

- OIIpeIeNIeHNE MOJHOTHI COXPAHHOCTHU JOKYMEHTOB KOMITAHUU.

Kakue Hapymenus 6buin fomyiieHsl npu co3aanunu JK ?

Kakwue, Ha Bam B3rsi, GyHKIMM HE COOTBETCTBYIOT HazHaueHH0 DK 1 He BXOJAT B
MOHATHE «IKCIEPTU3A LIEHHOCTU JOKYMEHTOB»?

18. HacTh BXOIAIUX U UCXOJSIINX JOKYMEHTOB OPraHU3alliy IIPEICTABIICHA B
anekTpoHHOU opme. [Ipu moAroToBKe 1€l K nepenavye B apXuB BCTaJl BOMPOC, B KAKOM BHJIE X
HY)KHO C/1aBaTh: B BUJI€ JUCKOB UJIM MEPEBEACHHBIX HA OYMa)KHYIO0 OCHOBY TPaJMIIMOHHBIX
JOKYMEHTOB.

CTOpOHHUKH epeBOJia TOKYMEHTOB B TPAJAULIMOHHYIO OyMaXkHYIO (popmy
MOTHBHPOBAIM CBOIO TOUKY 3pEHMSI TEM, UTO HE U3BECTHO, IO Kakoil popme JoimkHa ObITh
COCTaBJICHA OITUCH HA DJICKTPOHHBIE TOKYMEHTBI, U KaK OIIPEIEIUTh CPOK UX XPAHEHUS.

Kax 651 Bol moctynuinu B 1aHHOM citydae? MOKHO JIM ONIPEICeTUTh CPOKUA XPAHCHHS
TaKuX JOKYMEHTOB U (pOpMy ONMCH, MO KOTOPOH OHU MOTYT OBITh N€peJaHbl B apXUB?

IIpumep BapuaHTa TeCTOB JISi KOHTPOJbHOM padoThI
Bapuanr 1

1. [MpaBuna nemomponsBoncTBa B (henepasybHBIX OpraHax HCIOJHUTEIBHON BIACTH U
Meroandeckre peKOMEHTAIMKA MO pa3padOTKe WHCTPYKIUIT MO IENONpPOHM3BOIACTBY B (elepabHBIX
opraHax MCIIOJHUTEIFHOH BIACTH OBIIIH NPHHSTHI B rojy.

Kakne u3 nepeyncieHHbIX BOIPOCOB MeToaumyeckue peKOMEHIAMH PeKOMEHIYIOT BKJIIOUYUTH B
MHCTPYKIHIO IO JENIONPON3BOJICTBY:

J IpaBUJIa COCTABJICHHUS U 0pOPMIICHUS TOKyMEHTOB
IpaBUJIa OPTaHU3AIMHU TIOKYMEHT0000poTa
MpaBUJIa PETUCTPAUH U KOHTPOJIS
MpaBUJIa XpaHEHUs IOKYMEHTOB
IpaBmiia 00pabOTKU AIIEKTPOHHBIX JTOKYMEHTOB
npaBuiia nepeaayn (HaKCUMIIIBHBIX COOOICHUH
IpaBUJIa XPaHEHUs SJIEKTPOHHBIX IOKYMEHTOB

n

OTMEThTE B CIIMCKE TUIIOBLIE Ha3BaHUS CJ'Iy)K6 ACITONPOU3BOACTBA:

Otpnen nenonpou3BoICTBA
Otnen nokymMmeHTO000poTa
VYnpasnenue nenamu
Kannenspus

OOmuii oTaen
Perucrparypa
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. Cekperapuar
J OTnen KagpoB U JeNONPOU3BOICTBA
3. OTMeTpTe B CHOHUCKE CTPYKTYpPHOE TIOAPA3NICICHUE, KOTOpOe pa3pabaThIBaeT

I/IHCprKHI/IIO 110 ACJIOIPOU3BOACTBY, U JOJKHOCTHOE JIMIIO, KOTOPOC YTBEPKAACT 3TOT JOKYMEHT .

Cnyx6a JJOY

IOpuanueckas ciyx0a opraHu3aIuu

KanpoBas ciyx0a opranuzaiuu

Otaen Tpyda U 3apIuiaThl

PykoBonutens opranuzanuu

PykoBoauTEIh KOJUIErHAIBHOTO OpraHa

C Kakoil JaThl HAUMHAET ACUCTBOBATD MHCTPYKITHS. . ..v et eettiieeie ettt eeeeieeeneenaenans

4. TlponyMepyiiTe NMPaBWIIBHYI IOCJIEI0BATEIBLHOCTh JICIONPOU3BOICTBEHHBIX OIEpaIuil 1Mo
MOJITOTOBKE U 00pabOTKE UCXOAIINX JIOKYMEHTOB:

. pa3paboTKa MpoeKTa JA0KyMEHTa
oopmiieHHre aapecaTa
3arojIoBOK K TEKCTY
OTIpaBKa
oopmIIeHHE TPHITOKEHHUS
MIPOCTABJICHUE OTMETKH 00 MCIIOJITHUTEIE
BHU3BI COIIACOBAHUSA
MMOAIIMCAHNE
perucTpanus

5. Perucrpammm momjexar:

o BCE MMOCTYITUBIINE H OTIPABIISIEMbIE JOKYMEHTHI

TOJIBKO BHYTPEHHHE JIOKYMEHTBI

TOJIBKO OTIEPATHBHBIC U CPOYHBIC JOKYMEHTHI

TOJBKO JIOKYMEHTBI, TOCTYIMBIIUE U3 BBIIECTOSIINX OPTaHU3AIMN U OTIPABIISIEMbIC UM
JOKYMEHTBI, TPEOYIOIINE yueTa, UCTIONHEHNSI U UCTIONb30BAHUS B CIIPABOYHBIX IEIAX

KoHTpo/ibHBIE BONPOCHI U 3aJaHUS 1JISI MPOMEKYTOYHOI aTTecTAllMM MO UTOraM OCBOEHHS
JUCHHUILIMHDI:

1. OcoOeHHOCTH CHCTEMBI IEIOMPON3BOICTBA B IEHTPABHBIX yupexaeHnsx Poccun XVI-
XVI., XVIII, XIX BB.. HarrpaBnenus 1 ciocoObI pariioHaIH3aIiH JeTIOMPOU3BOACTBA B YIPEIKICHHSIX
Poccnn XIX - Hau. XX B.

2. HarmpaieHus moucka parioHaIbHBIX (HOPM OpTraHU3aIIH JACIOIpPon3BoIcTBa B 1920-¢
TOJIBI

3. Ponr Hapkomata paboue-KpecThIHCKON MHCTIEKIIUHN B CO3JTAHUU CHCTEMBI
COBETCKOTO JEJIONPOU3BOLACTBA.

4. Haubonee 3naunmMble pa3paboTKu aKIIMOHEPHOTO o01iecTBa «Oprerpoii»,
WNHucTuTyTa TeXHuku ynpasiaeHus B 1920-e roapl.

5. XapakTtepuctuka 1 3HaueHue «OOMMX MpaBUl JOKYMEHTALUU U
nokymeHToobopota» (1931 r.)

6. IIporpammbl cOBepIIIEHCTBOBAHHS ACIONPOU3BOJICTBA, IPUHSATHIC HA MEKOTPACIEBBIX
cosemanmax 1941, 1960 rr.

7. HanpaBiieHus TEOPETUYECKUX M MPHUKJIAJHBIX UCCISJOBAaHUN B 00JIaCTH
COBEpILIEHCTBOBaHMS Jienonpon3BoacTBa B 1970-1980-e romesr.

8. T'ocynmapcrBennoe perynupoBaHue aeiaonpons3soactsa B 1990-e — 2000-e roxsr
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9. HopmaTtuBHO-METOAMYECKHE JOKYMEHTBI MEXKOTPACIEBOTO CHCTBHS, KOTOPBIE
OTIPENICNIAIOT COBPEMEHHYIO OPraHH3alnIo0 padoThI C JOKyMEHTaMH (HAaMMEHOBAHUE IOKYMEHTA,
rOJI €ro pa3paboTKH, KpaTKasi XapaKTepUCTHUKA)

10. Opranm3amus ciyx0b1 JIOY. OcHOBHAs 11eITb, 337a4u U (YHKIIHH CITYXKOBI, c¢
JIOJ>KHOCTHOM M YMCJIEHHBIN COCTaB.

11. TunoBble BUABI U CTPYKTYpHI ciyx0 JJOVY.

12. JlokanbHBIE aKThI, pErjJaMEeHTHPYIOIINE OpraHU3alnIo0 eNonpon3BocTBa. Hasnauenue,
cocTaB HH(POPMAITUH, TIOPSIOK Pa3pabOTKU U YTBEPKICHUSI.

13. MHcTpykuus 1o Aenonpon3BoAcTBy. HazHaueHue, cTpyKTypa TeKkcTa, MOpSIoK
MOJITOTOBKH.

14. TlonsaTHe «JOKyMEHTOOOOPOT», MPUHLMIIBI €0 OPraHU3aH. XapaKTEePUCTUKU
JOKYMEHT0000poTa

15. Oransl fokymeHTOo060poTa. Onepaiiu, KOTOpbIe BBHIIOIHSAIOTCS IpU padoTe ¢
BXOJILIUMU TOKYMEHTaMU

16. Dransl JokymMeHTOOOO0pOTa. Onepaliiy, KOTOPbIE BHITIOIHAIOTCS TIPH padboTe ¢
UCXOJSIIUMHU IOKyMEHTaMHU

17. DTtansl JOKYMEHTOOO0POTA. Ollepalvy, KOTOPBIE BBIMOIHSIIOTCS C BHYTPEHHUMU
JOKyMEHTaMu

18. Perucrpanus TOKyMEHTOB, ¢ Ha3HaueHue. [IpaBuia perucrpanuu J0KyMeHTOB.
XapakTepucTUKa COBPEMEHHBIX PETUCTPALMOHHBIX (POPM, COCTaB UH(POPMALIUU U TIOPSAOK UX
3aMOJHEHHUS.

19. TonsTHS «perucTpanms JOKYMEHTOBY, «MHACKCHPOBAHNE TOKYMEHTOBY.
3HaueHue U npaBuia GOpMUPOBAHUS UHIECKCOB

20. 3HaueHne KOHTPOJS 3a CPOKAMH HCIIOJIHEHHUS TOKYMEHTOB B armapare
yrnpasneHusi. TpeboBaHUs K OpraHU3alliy KOHTPOJIS UCIIOJTHEHUS IOKYMEHTOB B
JIEIOTPOU3BOJICTBE. 3aa4l KOHTPOJIBHOU JEATEITbHOCTH.

21. Cpoku UCTIOJTHEHUS JOKYMEHTOB. TEeXHOJIOT Ul KOHTPOJISI 38 CPOKaMH MCIIOJTHEHUS
JOKYMEHTOB.

22. 3akoHOJaTeNIbHas pPerylaMeHTaIUs 1 METOINYeCcKoe oOecreyeHe opranu3aluu
XpaHeHus T0KyMeHTOB B Poccuiickoit denepanuu.

23. Opranu3zanys TEKYyIIEro XpaHeHUs JOKYMEHTOB B JIEJIONIPOU3BOJICTBE
OpraHu3aiuu 1 obecrnevyeHre ux COXpaHHOCTU

24. Homenknarypa e, €e Ha3HaueHHe B JIeIONPOU3BOACTBE. Buibl HOMEHKIATYp
nen, ux ocooeHHoctu. TpeboBaHusl K HOMEHKJIAType e, UX 3aKpeIieHHe B HOpMaTUBHO-
METOAUYECKUX JTOKYMEHTaX MEXKOTPACIEBOTO JCHCTBHUS.

25. Metoauka coctaBlieHUs HOMEHKIATypbl Aen. [lopsaok odopmieHus,
COTJIACOBAHUS U YTBEPKJICHUS HOMEHKIIATYpPHI Jell.

26. [TpaBuia opMupoBaHus B Jiesia JOKYMEHTOB pa3IUYHbIX BUIOB. [IpUHIIUTIBI
CUCTEMAaTU3aIlH TOKyMEHTOB BHYTPH JIEI.

27.Tlonstre ‘“KcrepTH3a I[EHHOCTH JOKyMEHTOB”. HopmaTruBHO-MeTOqMUECKHE
U TEOPETUYECKHUE OCHOBBI MIPOBEIEHUS IKCIEPTU3bI. [IpUHIUIBI M KPUTEPUH DKCIIEPTU3BI
LIEHHOCTH JOKYMEHTOB.

28. Opranuzanusi pa®oTHI IO IPOBEACHUIO 3KCIIEPTU3bl LIEHHOCTH JOKYMEHTOB.
I[OKYMGHTI/IPOBaHI/IG JACATCIIPHOCTH 3KCH€pTHOI>i KOMHCCHH N O(I)OpMJ'IeHI/Ie €C pC3yJIbTATOB.

29. Haznauenue onucu jient. Buapl onuceit. IIpaBuna cocraBnenus u opopmieHue
OTIMCH JEJI CTPYKTYPHOTO TOAPA3AEICHUS.

30. OHepaL[I/II/I 110 TOATOTOBKE NJOKYMCHTOB K IEPCAAYC B apXUB OpraHu3alivuu.

31. OcHoBHBIE TpeOOBaHUS K OPOPMIICHHIO JIeJT TIPU MX MMOATOTOBKE /IS epeiaur B
apXxyB opraHu3anuu. YacTU4HOE U MMOJIHOE OPOPMIICHHE.

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecneyeHne JUCIUIIMHBI
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6.1. CHHCOK HCTOYHHMKOB U JUTEPATypPhI

Hcrounuku
@®enepanbhbiil 3akoH oT 22.10.2004 Ne 125-03 «O6 apxuBHOM jene B Poccuiickoit
@eneparun»  // [DnexTponsblii  pecypc]. — M., 2019. - Pexum gocryna:

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

®denepanbublii 3ak0oH 0T 02.05.2006 Ne 59-@3 «O mopsiake paccMOTpeHUs: oOpalieHui
rpaxaan Poccuiickoit denepanuny»// [DnekrpoHHsiii pecype]. — M., 2019. — Pexxum gocryma:
https://base.garant.ru/12146661/.

[loctanosnenue IlpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yrBepxkaeHUU NPaBUI
oOMeHa JOKyMEHTaMH B OJJICKTPOHHOM BHJIEC TpU OpraHU3anuud HHPOPMAIMOHHOTO
B3aumoaeiicTeus”//  [DmextponHelii  pecypc]. — M., 2019. — Pexum jgocryma:
https://base.garant.ru/70832680/

[lpaBuia  JENONPOM3BOJACTBA B  TOCYIApPCTBEHHBIX OpraHax, oOpraHaX MECTHOTO
camoyrmpasiieHus, ytB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIM pecypc]. — M.,
2021. — Pexxum pgoctyna: http:// https://base.garant.ru/72291836/.

MeTtoudeckie peKOMEHIAIMK 10 Pa3pabOTKe MHCTPYKIHW I10 JCJIOTPOU3BOJICTBY B
TOCY/IapCTBCHHBIX OpraHax, opraHaXx MECTHOTO CaMOYIpaBiieHUs, yTB. Ilpukaszom PocapxuBa oOT
24.12.2020 Ne 199 /I [2neKTpoHHbIM pecypc]. — M., 2021. — Pexum poctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpumepHas HHCTPYKIUS IO JACTOMPOU3BOJICTBY B TOCYIAPCTBECHHBIX OPTaHU3AIMIX, YTB.

[Mpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum

noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoit @enepanuu. Cucrema
CTaHAApTOB TO HWHPOpPMAIMK, OMOIUOTEYHOMY W H3JaTeNIbcKoMy neny. OpraHu3armoHHO-
pacriopsiAnTeNbHAs ToKyMeHTalus. TpeboBanust K 0(hOpMIICHUIO JOKYMEHTOB // [ DIEKTpOHHBII

pecypc]. — M., 2019. Peskum mocrtyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 Haumonanwsubiii ctanaapt Poccuiickoit denepanuu.
Cucrema ctaHAapToB Mo MHPOpMAIHK, OUOIMOTeYHOMY U H3AaTenabckomy aeny. Undopman3us
U JOKyMeHTalus. YnpasieHue pokymentamu. Yacte 1. Tloustus w  nupuHmumnsl. [/
[DnexTpoHHbIN pecypc]. - M., 2021. Pexum JIoCTyma: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [denonpou3BOJCTBO M apXUBHOE J€710. TepMUHBI U OMPEACIICHUS. -
[DneKTpOHHBIN pecypc]. - M., 20109. Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

IIpuka3z Munkynetypsl Poccum ot 31.03.2015 Ne 526 «OO6 yTBep»KAECHUU MpPaBUI
OpraHu3aliy XpaHEeHHs, KOMIUIEKTOBAHHUS, y4€Ta U HCIOJb30BaHUS JOKYMEHTOB ApPXHWBHOIO
¢donna Poccuiickoii @enepanuu U APYrux apXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOM
BJIACTH, OpraHax MECTHOTO CaMOYIPaBJICHHS U OpraHu3aiusax» // [DnexTpoHHbii pecypc]. — M.,
2019. — Pesxum nocryma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoTHUTEeIbHBIE HCTOYHUKHA

IIpukaz Muntpyna Poccum ot 15.06.2020 N 3331 "OO  yTBepXKAECHUU
npogeccuoHanbHOro cragaapra "CrnenuaiucT Mo OpraHW3allMOHHOMY M JIOKYMEHTAllHOHHOMY
obecriedeHno yrpasieHus opranusanueir”// [DnexTponHslii pecypc]. — M., 2021. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Ipodeccuonanpubiii  cTtangapT «CHeqUaTuCcT MO0  YOPaBICHUIO JIOKyMEHTaluen
OpraHM3alun», YTBEPXKICHHBIM IpPUKAa30M MUHHUCTEPCTBA TpyJa M COLUAIBHON 3allUTh
Poccuiickoit ®@eneparuu ot 10.05.2017 Ne 4161 // [DnekrponHsiii pecype]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
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/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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[Ipuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxaenun IlepedyHs THUHOBBIX
YIPaBJICHYECKUX apPXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Mpolecce AEATEIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHHUS M OpraHU3alui, ¢ yKa3aHuEeM
cpokoB ux xpanenus" (3apeructpupoBano B Munrocte Poccum 06.02.2020 N 57449) //
[DnexTpOoHHBIN pecypc]. — M., 2021. — Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBEepX ACHUU MTPUMEPHOTO
MOJIOKEHUSI 00 SKCHEPTHON KOMHCCHM opranuzanuu’” (3aperucrpupoBaHo B MuHoCTe
Poccun 15.06.2018 N 51357) /I [Dnexrponnsii pecype]. — M., 2021. — Pexum moctyna:
http://www.consultant.ru/document/cons_doc_LAW 300357/

Jlureparypa

brikoBa T.A. JlokymeHTanmoHHOoe oOecliedeHHuEe  yOpaBlIeHHs  (J€TOTPOU3BOJICTBO)
[DmexTponHEIH pecypc]; yaebHoe mocodue/ T.A. brikoa, T.B. Ky3Henosa. -2-¢ 3. nmepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. — Pexum JOCTYyTIA:
http://znanium.com/go.php?id=942800/

bo6rieBa M.II. HekoTopsie ocoOGeHHOCTH COBpeMEHHOTr0 JokyMeHTooOopoTa // Bectauk PITY.
2015.  Ne2.  [DmextponHsii  pecypc]. — M., 2019. — Pexwmm  mocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

boikoBa T.A. O HekoTopbIX MpoOineMax cdepsl ymnpaBieHHs JoKyMeHTamMH B Poccuiickoii
®enepanun / Becthuk PITY. 2014. Ne2. [Onextponnsiii pecypc]. — M., 2019. — Pexum
noctyma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2. IlepeyeHb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKANIMOHHON  CeTH
«AHTepHeT»
- Tapant [DnexTponHbBIii pecypc]. — OmekTpoH. maH. — M., cop. 2013. — Pexwmm pgoctyna:

http://www.garant.ru.
- Koncynbrant [lmoc [DnekTpoHHBIN pecype]. — DnekTpoH. naH. — M., cop. 2013. — Pexxum nmoctyna:
http://www.consultant.ru.

7. MarepuajibHO-TEXHUYECKOe o0ecneyeHne JUCHUTIIUHBI (MOTYJIA)
Ayautopun [Uisi NPOBEACHUS JIEKUUA M CEMUHAPCKUX 3aHSITHM € TEXHUYECKHUMH CpPEICTBAMHU

00y4eHus: (MyIbTUMEIUA-IIPOEKTOp (BHIEONPOEKTOP), HKpaH (IEPEHOCHOW WM CTAalMOHAPHBIN)),
KOMIBIOTEPHBIH KJ1acc JUIs IPOBEICHHS JTa00paTOPHBIX 3aHATHH.

1. Ilepeuensn I1O

Neri/ Hanmenosanue 110 IIponsBoautens Crioco0 pacnpocTpaHeHus
I (muyensuonnoe unu
c60000HO
pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JIMIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMLIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3MOHHOE
7. Microsoft Office 2016 Microsoft JInneH3nonHoe
8. Zoom Zoom JIMLIEH3UOHHOE



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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2. Ilepeyens Bl u UCC

Nerr/ Haumenosanue
it

1 Mexnynapoansie pedepaTHBHbIE HaykoMmeTpudeckue bJl, qocTymHbIe B paMKax
HalMoHansHOH mmoanucky B 2020 T.

Web of Science

Scopus

2 | Ilpodeccuonanbuplie moaHoTekcToBbIE BI, MOCTYIHBIE B paMKax HAIIMOHAIBHOH MOJIITUCKA B
2020 1.

Kypnansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuanst Taylor and Francis

3 | IlpodeccuonanbHabie TOTHOTEKCTOBEIE b/l

JSTOR

Wznanus 1o oOniecTBEHHBIM U TYMaHUTAPHBIM HayKaMm
OnekTponHas oudanorexka Grebennikon.ru

4 KomMmbroTepHble CipaBOYHBIE TPABOBBIE CHCTEMBI
Koncynperant Imtoc,
T'apanT

8. Oolecneyenue o0pa3oBaTebLHOr0 Mmpouecca sl JUI € OrPaAHUYEHHBIMH
BO3MOKHOCTSIMU 310POBbSI 1 HHBAJTH/I0B

B X0J€ pealn3any JUCHUITIIIMHBI UCIIOJIB3YIOTCA CICAYIOIUE JOIMOJIHUTEIIBHBIC
METObI O6y‘ieHI/IH, TEKYHIET0 KOHTPOJIA YyCIIEBAEMOCTH U HpOMe}I(YTO‘IHOI;'I arrecranuu
o6yqa10mnxc;l B 3aBUCUMOCTHU OT UX HHANBUAYAJIbHBIX 0COOEHHOCTEH:

o JUIS CJETBIX U CI1a00BUISIINX:

- JeKuuu Oo(OPMIISIOTCS B BHJE 3JEKTPOHHOTO IOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CHEIHATM3UPOBAHHBIM IPOTPAMMHBIM 00eCIIEUeHUEM;

- THCbMEHHBIC 3aJaHUSl BBIMOJHIIOTCS Ha KOMIIBIOTEPE CO CHEIHATU3UPOBAHHBIM
MIPOrPaMMHBIM 00ecTieYeHUEM, UITU MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCsl MHAUBUIyaJTbHOE paBHOMEpHOE ocBelieHne He meHee 300 jrokc;

- Q7S BBIMOJHEHMs 3a/laHusl MPH HEOOXOJMMOCTHU MPEAOCTABISIETCS YBEIUYHBAIOIICE
YCTPOMCTBO; BO3MOXKHO TAK)K€ UCIIOJIb30BAHUE COOCTBEHHBIX YBEIMUMBAIOIIUX YCTPOUCTB;

- MICbMEHHBIE 33/1aHUs 0(OPMIISIFOTCS YBEIHUEHHBIM MIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOJATCA B YCTHOW (pOpMe WU BBIMOJHAIOTCS B MHUCHMEHHOM
(dbopMe Ha KOMIIBIOTEDE.

o JUIS TIIYXUX U cIa0O0CbIIIaiuX:

- JeKIud OQOPMIIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTa, JHOO MPEeI0oCTaBIIsIeTCS
3BYKOYCHJIMBAIOIIAs allapaTypa MHAWBHIYaTbHOTO MOJIB30BaHUS;

- MICbMEHHBIE 33/IaHUS BBITIONHSIOTCS HA KOMITBIOTEpE B MMCbMEHHOU (opme;

- DK3aMEH W 3a4€T MPOBOJATCS B MHCHbMEHHON (opMe Ha KOMITBIOTEPE; BO3MOXKHO
MpoBeJIeHUE B JOPME TECTUPOBAHHMSI.

o JUISL JIUI] C HAPYIIEHUSMH OTIOPHO-/IBUTATENILHOTO arlapara:



33

- Jekuuu o(OPMIIAIOTCA B BUAE DJCKTPOHHOTO IOKYMEHTA, JOCTYIMHOTO C MOMOIIBIO
KOMIIBIOTEPA CO CIIEUATN3NPOBAHHBIM IIPOTPAMMHBIM 00€CIIeUeHUEM;

- NHUCbMEHHbBIE 3aJaHUSl BBINOJHAIOTCS HA KOMIIBIOTEPE CO CHELUAIN3HPOBAHHBIM
MIPOrpaMMHBIM 00€eCIIeYeHUEM;

- 9K3aMeH W 3a4€T TPOBOJATCA B YCTHOH (popMe WM BBIMOJHSIOTCS B TMHCbMEHHOMN
(dhopMe Ha KOMITBIOTEPE.

[Ipn HEOOX0IMMOCTH NPEAYCMAaTPUBAETCS YBEIMUEHNE BPEMEHH ISl TIOATOTOBKH OTBETA.

[Ipouenypa  mpoBeaeHUs  MPOMEXKYTOYHOM  arTecTauuu A oOydaroluxcs
YCTaHABIMBACTCS C Y4€TOM WX HMHIMBUAYAIBHBIX TICUXO(PHU3UYECKUX OCOOCHHOCTEH.
[IpomexyTouHas arTecTalusi MOXKET MPOBOAUTHCS B HECKOJIBKO 3TaroB.

[Ipn npoBeneHuM mpoueaypbl OLEHUBAHMS PE3YINbTaTOB OOyUYEHMs MpeaycMaTpuBaeTcs
HCIOJIb30BAaHUE TEXHUYECKUX CpENCTB, HEOOXOAMMBIX B CBSI3M C HMHJIUMBUIYaIbHBIMU
OCOOEHHOCTAMHU OOy4YaloOIIUXCA. DTU CPEICTBa MOTYT OBITh MPEIOCTABIECHBl YHHUBEPCHUTETOM,
WM MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenne mpoLeAypbl OLEHUBAHUS pE3ylbTaToB OOYy4eHHs JOIMYCKAeTCsl C
MCIOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTUH.

ObecrnieunBaeTcst 10CTyN K MHPOPMAIIMOHHBIM U OUOIHorpadguyeckuM pecypcam B CETH
WnTtepHer nns kaxjaoro oOywaromierocss B (GopMax, aJalTUPOBAHHBIX K OTPAHMYEHHUSM HX
3/10pPOBbSI U BOCTIPUATHUS HHPOPMAIIH:

® ISl CIIENBIX U CI1A00BUIAIINX:

- B meyaTHO! (hopMe yBeTMYeHHBIM HIpU(TOM;

- B popMe IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

® ISl TIYXHUX U CJIa0OCITBIIIAIINX:

- B Ie4aTHou popme;

- B popMe JIEKTPOHHOTO TIOKYMEHTA.

e 117151 0OyYarOIINXCS C HAPYIIEHUSIMU OTIOPHO-BUTATEIHHOIO allnapara:

- B meyaTHo dopme;

- B popMe IEKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

Y4eOHble ayAUTOPUHM A BCEX BHUIOB KOHTAKTHOM W CaMOCTOATEIBHOH paboThl,
HayyHas OuOiMOoTeKa ¥ UWHbIE TMOMeEUIeHUs Ui OOy4eHHUS OCHAIIeHbl CIEeHUAIbHBIM
o0opynoBaHHEeM U Y4eOHBIMU MECTaMU C TEXHUUECKUMHU CPEACTBAMU OOyUEHUSI:

® JIJISI CIICTNBIX M CTAa00BUISIINX:

- YCTPOMCTBOM /Jis1 CKaHUpOoBaHUs U ureHus ¢ kamepod SARA CE;
- muciieeM bpaiina PAC Mate 20;
- npuHTepoM bpaiing EmBraille ViewPlus;

® JJISl TIYXHUX U CJIa0OCIBIIIAIINX:

- aBTOMATH3UPOBAHHBIM pPabOYMM MECTOM MJIsi JIIOJIeH C HapylIeHHeM Ccilyxa u
c71a00 CIIBIIIAIITHNX;
- aKYCTUYECKHUH YCUIINTENb U KOJIOHKH;

e I 00y4aroIUXCcs ¢ HAPYIICHUIMU OIOPHO-BUTaTeILHOTO amnmapara:

- IepeIBUKHBIMU, PErYIUPYEMBIMU 3proHoMudeckumu napramu CHU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHEeUaIbHBIM ITPOrPaMMHBIM 00€CTIeYEHUEM.

9. Meroau4eckue MaTepuasbl

9.1. IInanbl 1a00PATOPHBIX 3AHATHI
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Ilnansl J1A00OPATOPHBI  3aHATHIA. Meroanyeckue yKazaHWs 110 OPraHU3alUU U
NPOBEICHUIO

Br160p Tem 1abopaTopHBIX 3aHATHH 00YCIIOBJIEH OOLIMM COJIEpyKAaHUEM Kypca M HalleIeH
Ha YrayOJieHHOE U3y4YEeHHE eT0 OTACIbHBIX Pa3/IeNIOB.

[Inan nmaGopaTopHBIX 3aHATUN BKIIOYaeT JBa pazzaena: "OpraHuzamusi U TEXHOJIOTHUS
JIEJIOTIPOU3BOJICTBA B YUpeXKACHUAX jgopeBomonmonHo Poccun" wu "Opranuzauumss  u
TEXHOJIOTUSI COBPEMEHHOI0 JIEJIONPOU3BOACTBA".

Llens 1a0OPATOPHBIX 3aHATHIA - 3aKPEIUICHUE CTYICHTAMH TEOPETHUCCKUX 3HAHUH JICKIIMOHHOTO
Kypca ¥  (OpMHUpOBaHHE MPAKTHYECKUX HABBIKOB OPraHM3allMd  COBPEMEHHOH  CIyXKOBI
ACIONMpPONU3BOACTBA, MMPUEMOB MW METOAOB TEXHOJIOTMHN paGOTBI C HNOKYMCHTaMH B YIHIPaBJICHYECCKOM
armapare.

B pesynbTare BoIOMHEHNS 1a00PATOPHBIX 3aHATUI CTYIEHTHI JOHKHBI

3HATh:

° XapakTepHble OCOOCHHOCTH OpraHu3alMu paboThl C JOKYMEHTAMH B YUYPEKICHUSX
Poccun B pa3iIMYHbIC HWCTOPUUYCCKUEC IMCPUOABLI, B3aMMOCBA3b JTHUX IIPOHECCOB C TOCYAapCTBECHHBIM
arapaToM yIpaBJICHUS;

° COBpEMEHHBIE TPEOOBaHUS K JIOKYMEHTAI[MOHHOMY OOCCIICUYCHHIO YIIPaBJICHUS B
YUpEKICHUSIX U opranu3zanusx Poccuiickoit denepanuy;

° TIPUHITATIBEI OPTaHNU3AIUY TOKYMEHTAIIMOHHOTO O0ECTICUCHHSI YITPABIICHUS;

YMETh:

° OpPTaHU30BEIBATEH CITYKOBI JOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABIICHNS;

° pa3pabaTeiBaTh JIOKAJIbHBIC HOPMATHBHBIC aKTBl W  HOPMAaTHBHO-METOIUYCCKUE

JIOKYMEHTHI (TIOJIOKCHMsI, WHCTPYKIMM ¥ T.JO.) IO BEACHHWIO TOKYMCHTAIIMOHHOTO OOECIEUYCHHUSI
YIIpaBICHUS

° BBITIOJTHSITH KJTIOYEBBIC TEXHOJIOTHYECKHE OIlepaIiiy B paboTe ¢ JOKyMEHTAMU;

BIIAJICTh:

° MpaBUJIaMU OPTaHU3AI[AN BCEX ATAIIOB PAOOTHI C TOKYMEHTaMHU;

° METOAaMH TIPOBCACHHS aHajdu3a OpraHWU3alMH JTOKYMCHTAITMOHHOTO oOOecIeueHus
YIpaBIIeHUS;

. METOJIaMH ONTHMH3AINHA JOKYMEHTAIIHOHHBIX TIPOIIECCOB.

IMoaroroBka kK TaOOPATOPHBIM 3aHSTHSIM OCHOBaHA HAa CAMOCTOSITEIBHOM paboTe CTYICHTOB IO
N3Y4YEHHIO JIEKLIMOHHOI0 KypCa, HCTOYHUKOB U JIMTEPATypPhl, PEKOMEHAOBAaHHBIX K KaXKJIOMY 3aHATHIO.

PA3JIEJT 1. OPTAHMU3AIMS JEJJOTPOU3BOACTBA B YUPEXKIEHHUAX
JOPEBOJIIOIMOHHOHU POCCHUH

1.1.  [HemompousBoncTBo B yupexaeHusax Pycckoro rocynapcrsa XVI-XVII Ba.
1.2.  Henonpouzpoactso B yupexaeHusx Poccuu XVIII B.
1.3.  HenonpousponactBo B yupexaeHusax XIX - Hau. XX B.

PA3JEJI 2. OPTAHU3AIUA COBPEMEHHOT'O JEJIOITPOU3BO/JCTBA

2.1. Opraamzanus cayXObI IEITOMPOU3BO/ICTBA

2.2. OprasHuzanysi JOKyMEHTO000pOTa

2.3. Perucrtpanus 10KyMEHTOB.

2.4. HomeHnknaTtypa nen

2.5. [loaroTroBka JOKYMEHTOB K MOCIEAYIOUIEMY XPAHEHHUIO U UCIIOIb30BAHUIO
2.6. CocraBiieHUE UHCTPYKLIUH I10 JAETONPOU3BOJCTBY

PA3JIEJT 1. OPTAHMU3AIMS JEJIOITPOU3BOACTBA B YUPEXKIEHUS
JOPEBOJIIONMOHHOHU POCCHUH
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Tema 1.1. le1onpou3BoacTBo B yupexaeHusx Pycckoro rocygrapcrea XVI-XVII BB. — 4
qaca.

SAIAHUA

1. Mzyuuts Cynebnuk 1550 r. u CobopHoe ynoxenue 1649 r. [1o 3TuM akTaM BBISIBUTB:

* CTPYKTYpY OpraHOB T'OCYJapCTBEHHOTO YIIPaBICHHUS;

* COCTaB U JIOJDKHOCTHBIC 0053aHHOCTH "CITYKHJIBIX JTFO/ICH .

* HaIpaBJICHU PeriiaMeHTAIlnK PaOOTHI C JOKYMEHTaMH.

2. IByunTth cxeMy OpraHU3alliHi HUCIIOJTHEHUSI JOKYMEHTOB B IPUKA3HOM JIEJIOMPOU3BOICTBE.

3. [Ipoananu3npoBaTh NEPBUYHBINA KOMIUIEKC IOKYMEHTOB (Ha MPUMEpE JieNa Mo 4elI00UTHOH
SAxosa lllerunora B [ToMecTHOM MpHKa3e) U YACHUTH MOPSI0K (POPMUPOBAHUS JIENa.

YKA3AHUMA 11O BBITTOJIHEHUTO 3AI[AHHI>1

1. Wsyuure Cynebuuk 1550 r., CobopHoe yinoxenue 1649 r. u ysacHUTE Cleayolee:

* COCTaB JIUII "BEPUIMBIIMX CyA" U JOKYMEHTUPOBABUINX AEATENBHOCTD CYy/Ia;

* TTOPSJIOK TOJIAYH, PACCMOTPEHUS M UCTIOIHEHUS YeITOOUTHBIX;

* [TOPSIJIOK BEJICHUSI PETUCTPAIIMOHHBIX POPM sl "CyIHBIX Jien";

* OTBETCTBEHHOCTH 32 MOIEIKY JOKYMEHTOB U HETOOPOCOBECTHOE OTHOMIEHNE K JOIKHOCTHBIM
0053aHHOCTSIM.

2. PaccMmotpuTe cxeMy NMPOXOXK/ICHUS U UCIIONHEHMsI TIOKYMEHTOB B TIPHKA3aX ¥ C/ICNANTe BHIBOJ
0 COCTaBE TEXHOJIOTHYECKUX OIEpaIfii ¢ IOKYMEHTaMHU, IIPUMEHSBIINXCS B TIPUKA3HOH cHUCcTeMe
JIENTOTIPOU3BO/ICTBA.

3. O3nakombTech ¢ aenoM [loMmecTHOrO MMpHKasa mo dyenooutHou SAkosa lllerunoBa u
COIIOCTABbTE IOCIIEN0BATENbHOCTh PACCMOTPEHHUS U PEILlIeHUs BOIIPOCa U I10CIIEN0BATEIbHOCTD
pacronoxeHus J0KyMEeHTOB B fienie. Onpenenure KpaiHHE AaThl 1ejla 1 0COO€HHOCTH
JOKYMEHTHPOBAHUSL.

KOHTPOJIBHBIE BOITPOCHI

1. Tlepeuncnute 0COOCHHOCTH CUCTEMBI JICTIONTPOU3BOJICTBA B IICHTPATBHBIX YUPEHKTCHHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aK0HOATENIFHO perjJaMeHTHPOBaHHbIE 0053aHHOCTH "CITYKIUIBIX JTrofieil" B paborte
C TIOKYMCHTaMH.

3. Kakwue onepamuu B pabote ¢ TOKyMeHTaMHi CPOPMHUPOBAIUCH B IIPUKA3HOM
JIEIONPON3BOICTBE?

4. JlaiiTe XapaKTEepUCTHKY CTOIOIIOBON (HOPMBI IEITOMPON3BOICTBA KAK TEXHIKH
JOKYMEHTHPOBaHUS U ()OPMUPOBAHHS JICIT.

5. Korya 6bl1a BBE/ICHA M KOTJ1a OblIa OTMEHEHa CTONIOI0Bas (hopMa JeOMpPOH3BOICTBA?

NCTOYHUKU U JIMTEPATYPA
boikoBa T.A.  JIoKyMeHTallMOHHOE  oOOecliedeHHe  ympaBieHUS  (JEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocodue/ T.A. brikoBa, T.B. Ky3nerona. -2-e u3n. nepepad. u
JOTI. — Mocksa: Wndpa-M, 2018. -304 c. - Pexxum JOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 1.2. [lesompoun3BoactsBo B yupexaenusax Poccuu XVIII B. — 4 gaca.

3AJJAHUA

1. Uzyunrp Ilenepanbublii permameHT 1720 T. W BBISIBUTH OCHOBHBIE TpeOOBaHUS K
OpraHu3alMy JIeJOMPOU3BOJICTBA B KOJUIETHAX M JOJDKHOCTHBIE 00S3aHHOCTH KaHLEMSPCKUX CITYKAIHX.

2. HByuuTb cXxeMy UCIOJHEHHS JOKYMEHTOB B KOJJIETHSIX.

3. WMsyuuts "Yupexaenue pans ynpasieHus ryOepHuid" 1775 T., BBIIBUTH OCHOBHBIE
TpeOOBaHUS K OpraHU3alliH JEIONPOU3BOJICTBA B MECTHBIX YUPEXKIEHUAX U JOJKHOCTHBIE 00S3aHHOCTH
KaHLESIPCKUX CITYXKaIIHX.
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4. VBy4nTh cXeMy HCIOJIHEHHS JOKYMEHTOB B MECTHBIX YUPEKICHUSX.
5. IlpoananusupoBaThb 1ei0, cHOPMUPOBAHHOE B MECTHBIX YUPEKACHUSIX.

YKA3AHMS 10 BBIIOJTHEHMIO 3AJAHUIA
1. U3zyuus "['enepanpHbiii pernamedt 1720 r., yacHUTE cienyrolee:

1.1.  cTpyKTypy KOJJIETHH;

1.2. JIOTKHOCTHOM COCTaB KaHIEMSIPCKUX CITYXKAIHX;

1.3.  00s3aHHOCTH KaHUEISAPCKUX CIYKaIInX;

1.4.  mOpsAAOK MONyYeHHS JOKYMEHTOB B KOJUICTHSIX;

1.5. MOPSAIOK PACCMOTPEHHUS TOKYMEHTOB B KOJUICTHSIX;

1.6.  opraHu3anys U TEXHOJOTHS PETHCTPALIUK JTOKYMEHTOB;

1.7. MOCTPOEHHUE CIIPABOYHO-MH(POPMAIIMOHHOTO ariapara;

1.8.  cpoku HCHOJHEHUS JOKYMEHTOB;

1.9.  opraHuzanuio XpaHEHUs JOKYMEHTOB B KOJIJICTHSIX.

2. Wzyunre cxemy HCHONHEHUS IOKYMEHTOB B KOJUIETHSIX M BBISIBUTE COCTAB
JIEJIONIPOU3BOJICTBEHHBIX OIEPALUIA.

3. Wzyuus "OO1iee ryoepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CTPYKTYpYy KaHIEISPHH, JOKHOCTHOM COCTaB KAaHIIEIMSIPCKUX CITYXKAIIUX, KX
00513aHHOCTH B paboTe C TOKyMEHTaMH;

3.2. TEXHOJIOTHIO Pa0OThI C JOKYMEHTAMU:

3.2.1. mopsaoK NepBUYHON 00pabOTKM TIOCTYNHUBIIHNX JIOKYMEHTOB;

3.2.2.  TEXHOJOrWs PErHCTPAlK JOKYMEHTOB: MPUMEHSIEMbIE PETHCTPAIIMOHHBIE (OPMBI, UX
Ha3HAYEHHWE W COCTaB MH(pOPMAIUH;

3.2.3. MOpsAI0K pacCCMOTPEHUS JOKYMEHTOB;

3.2.4. TOpSAIOK UCIOJHEHHS TOKYMEHTOB;

3.2.5. TEXHOJIOTHIO KOHTPOJIS 33 UCIOJHCHUEM TOKYMECHTOB,;

3.2.6. TMOpsAIOK OTIPABKH JOKYMECHTOB;

3.2.7. opraHM3aluIoO XpaHEHUs JOKYMEHTOB B MECTHBIX YUPEKJICHHSX.

4. WzydnTe cxemy HCMOTHEHNUS TOKYMEHTOB B MECTHBIX YUPEKIACHUAX M BBIABUTE COCTAB
JIENTOTIPOU3BOJCTBEHHBIX OIIEPAITHA.
5. Paccmotpure nena mectHbix yapexnenuit X VIII B., oOpatute BHIMaHue HA 0(OpMIICHHE

OOJIOKKH JIeNa, COCTaB JOKYMEHTOB JIeja, MOCIeN0BaTeIbHOCTh UX PACTIONOKEHHUS, TIOPSIIOK M CPOKH
PaccMOTpEHUs JOKYMEHTOB, YSICHUTE IPUHIUIIE (HOPMUPOBAHHUS JIEIT.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHUTE CHCTEMY MPUKA3HOTO U KOJIIEKCKOTO JAEJIOMPON3BOCTBA, OOBSICHUTE Hanboee
XapakTepHbIC OTIHYHSL.

2. Ilepeuncnute HOBBIE IEIONPOU3BOJACTBEHHBIE ONlEpaLiY, BO3ZHUKIIKE B yupexaeHusx X VIII
B.

3. [lepeuncnure 00SI3aHHOCTH 1EIOMPOU3BOICTBEHHOM CIIYKOBI 110 MOATOTOBKE JOKYMEHTOB K
apXUBHOMY XpaHeHuto (110 3akoHy 1775 1.).

4. Ha3oBuTe 3aKOHOAATENBHBIN aKT, KOTOPBIM BIIEPBBIE OBLI ONPENeNieH CPOK XPaHEHUS
JOKYMEHTOB B TEKYLIEM JEIOMPOU3BOACTBE (0 C1aui JOKYMEHTOB B apXHUB).

5. HazoBute XapPaKTCPHBIC YCPThbl CUCTEMBI PETUCTPpAlIUN JOKYMCHTOB B KOJJICTUAX.

NCTOYHUKU U JIMTEPATYPA
boikoBa T.A.  JloKyMeHTalMOHHOE€  oOecledeHue  ymnpaBieHus  (JeJONpOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yauebHoe nmocobue/ T.A. brikoa, T.B. Ky3nenona. -2-e u3n. nepepad. u
JOTI. - Mocksa: Wndpa-M, 2018. -304 c. - Pexxum JOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 1.3. [lenonpouspoacrso B yupe:xxkaenusx XIX - Hay. XX B. — 8 yacos.
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SAJAHUA

1. M3yuuts "Obmee yupesxxaenne MuauctepctB” 1811 . u yACHUTH OCHOBHBIE TPEOOBAHUS K
OpraHU3alMy JIeNOMPON3BOCTBA B IEHTPAJIBHBIX YUPEKACHHIX, a TAKKE TOJPKHOCTHBIE 005S3aHHOCTH
KaHILEISIPCKUX YNHOBHHUKOB.

2. [Ipoananu3upoBaTh 0COOEHHOCTH (HOPMUPOBaHUS Jie B yupexaeHusx XIX - Hau. XX B.

3. 3yuuts "[lonoxeHne o MMCHEMOBOJICTBE U JISIOMPOU3BOICTBE B BOGHHOM BegoMcTBe" 1911 r.
Y BBISIBUTH OCHOBHBIEC HAIIPABJIEHUSI pallMOHATN3aLUH J1eJIOIPOU3BOJICTBA.

4. U3yunthb cxeMy HCIOTHEHUs T0KyMeHTOB B Kannenspuu [lomeunTens MOCKOBCKOTO y4eOHOTO
OKpyra.

5. O3HakoMuTbCs ¢ JokyMeHTamu Kannenspuu [lonequrens MOCKOBCKOTO y4e0HOTO OKpyTa
BBISIBUTH 3JIEMEHTHI palloOHaIM3alUY TPOoIlecca UX UCTIONHEHHUS.

VKA3AHWS 10 BBITTOJIHEHUIO 3AJTAHUI

1. Mzyuus "Obmee yupexxaenue muauctepets" 1811 1., ompenenure cieqyroniee:

1.1. opraHu3anMOHHYIO CTPYKTYPY MHHUCTEPCTBA,;

1.2. cTpyKTYypy A€I0NpPOU3BOICTBEHHOM CIIYKOBI;

1.3. opranuzanuo J0KyMeHTOO60pOTa:

1.3.1. nopsa0K NOCTYIUIEHHS JOKyMeHTOB: B KaHmensprro MUHHCTpA; B IelIapTaMEHTHI;

1.3.2. opranu3anuio JBUKEHUS JIOKYMEHTOB, HAIIPABJICHHBIX B KAHIIEISIPUIO MUHHCTPA ; B
HenapramenT; B CoBeT MUHHCTpA: B 00IIIee MPUCYTCTBHUE JenapraMmenTta; B OcoOble yCTaHOBIICHUS ;

1.3.3. mops1ok ucromHeHus TOKyMeHToB: B Kannensipun MuHucTpa; B [lemapramenTax;

1.4. opranmu3aIiio U TEXHOJIOTHIO PETUCTPAIIHH;

1.5. opraam3ario KOHTPOJIS 33 UCIIOTHEHUEM JOKYMEHTOB (PEBH3HA);

1.6. mopsimok popMUpOBaHHUS JIEIT;

1.7. opraHu3aimo XpaHeH!sI JOKyMEHTOB;

1.8. nasnauenue OTYETOB.

2. O3HaKOMBTECH C IenamMu yupexnaeHunii XIX B., oOpatuTe BHUMaHHE Ha 0hOPMIICHIE O0JIOKKH
Jienia, COCTaB JIOKYMEHTOB JIeNa, TOCIIEIOBATENBHOCTh UX PACIIONIOKEHHUS, TIOPSIOK U CPOK PACCMOTPEHUS
JOKYMEHTOB.

3. HNzyuute "llonoxxeHne o MMCEMOBOCTBE U ACTOMPON3BOICTBE B BOGHHOM BemomctBe" 1911 1.
u oOpaTHUTe BHUMaHUE Ha!

3.1. pernamMeHTAaIHIO IPUMEHSEMBIX BUJIOB JIOKYMCHTOB;

3.2. ynopsimodeHue mpaBuil COCTABICHHUS U OPOPMIICHHS TOKYMEHTOB;

3.3. perylaMeHTanuIo CIpaBoIHO-HHPOpMaITmoHHOTO (HOHAA;

3.4. MeXaHHM3AIUIO JEITOMPON3BOICTB;

3.5.0praHu3aIMio ONePaTHBHOIO U APXUBHOIO XPAHCHHS JOKYMEHTOB.

Ha ocHOBe paccMOTpEHHSI EPEUHUCICHHBIX BOMPOCOB CACITANTE BHIBOJ| O HAMIPABICHUAX
palMOHANM3alUH IENIONPOM3BOJICTBA B BOCHHOM BEJIOMCTBE.

4. IpoanammsupyiiTe cxeMy OpraHM3allM JeNoNmpou3BoicTBa B Kanmemspum ITomeunmtens
MoCKOBCKOTro yuyeOHOro OKpyra M craeaaiiTe BBIBOJ O CIOCO0ax panydOHAIM3aLlUH 3TANOB MCIIOIHEHUS
JOKYMEHTOB M MOJATOTOBKH OTBETHOT'O JOKYMEHTA B 3TOM YUPEXKICHHH.

5. O3HaKoMbTeCh ¢ KoJIeKIHeil okymentos Kanmenspuu [oneuntens MockoBCKOro yaeGHOro
OKpyra, oOpalas BHUIMaHHUE Ha:

. 3JIEMEHTBI MEXaHU3UPOBAHHON 00pabOTKU TOKYMEHTOB (CIIOCOOBI IOMETOK O
MOJIyYCHUH, HAIIPABJICHUU HA UCHIOIHEHHUE U UCIOIHEHUU IOKYMEHTOB);

. XapakTep pe30TIOUNi;

. CIIOCOOBI COCTaBJIEHHSI TPOEKTA JOKYMEHTA;

. 3JIEMEHTHI YHU(HUKAIIMN TEKCTa JOKYMEHTA,

. BU[BI OJaHKOB M CIIOCOOBI X M3TOTOBJIEHUSI.

Cz[enaﬁTe BBIBOI 00 OCHOBHBIX M BCITOMOTaTEIbHBIX HAIIpaBJICHUAX palluOHAJIN3alHU IIPOLECCOB
paccMOTpCHUA U UCIOJHCHUSA NOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI
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1. CpaBHHTE CUCTEMY KOJJIEKCKOIO U MUHUCTEPCKOTO (MCIIOTHUTENBEHOTO)
JeTIONPOU3BOACTBA, OOBSCHUTE HANOONIee XapaKTepHbIC OTINYHSL.

2. Kak pasBuBanach CTpykTypa JeI0MpON3BOJCTBEHHON CITyKObI MUHICTEPCTBA B TIEPBOI
nojoBuHe XIX B., UeM OHa OTJIMYAJIACh OT KOJUIEKCKOM?

3. HazoBute ocHOBHBIE TpeOOBaHMsI K OpraHU3aIMU JOKYMEHTO000pOTa B MUHUCTEPCTBAX
XIX B. Ha xakue ocHOBHBIE JOKyMEHTOIIOTOKH Pa3esuIiCh JOKYMEHThl B MUHUCTEPCTBaX?

4, Ha3oBuTte xapakTepHble 4epThl CHUCTEMBI PETUCTPALIMHU TOKYMEHTOB B MHHHUCTEPCTBAX?

5. B kakoii opme ocyIIecTBISIICS KOHTPOJIb 38 UCIIONHEHHEM JIOKYMEHTOB B CHCTEME
MHUHUCTEPCKOTO JIETONPOU3BOJICTBA?

6. HazoBuTe 0cOOCHHOCTH OpraHM3alK XpaHEHHsI TIOKYMEHTOB B JICIIONPOU3BO/ICTBE
MUHUCTEPCTB.

1. HazoBuTe HanpaBieHus u crocoObl palioHATU3AIMH JETOMPOU3BOCTBA B YUPEKICHUSIX
XIX - mau. XX B.

NCTOYHUKU U JIMTEPATYPA
brikoBa T.A. JlokymeHTanmoHHOE oOOecledyeHue  yhmpaBlieHUs  (JETOTPOU3BOICTBO)
[DmexTpoHHEIH pecypc]; yaeObHoe mocooue/ T.A. beikoBa, T.B. Ky3neroBa. -2-¢ u3n. nmepepad. u
JIOTI. — Mockaa: WNudpa-M, 2018. -304 c. — Pexum JIOCTYTIA:
http://znanium.com/go.php?id=942800/

PA3JIEJ 2. OPTAHU3AIISI COBPEMEHHOI'O JEJOIMPOU3BO/JCTBA
Tema 2.1. Opranuzanusi CJIy;K0bI AeJIONIPON3BOACTBA — 12 Yacos.

SAJAHUMA

1. Misyunts TpeGoBaHMs nEHCTBYIOIMX HOPMATHBHBIX aKTOB M HOPMATHBHO-METOIMYECKHX
JOKYMEHTOB K OPTaHHM3AINH, CTPYKTYpe U (PYHKIHSIM CITY>KOBI JETOMPOU3BOCTBA.

2. IIpoaHaaM3MpPOBaTh OPTaHMU3AIMIO CIY)KOBI IEIONPONU3BOACTBA B YCIIOBHOM OpraHH3allid H
BBISIBUTH €€ OCOOEHHOCTH.

3. IoaroToBUTH CXeMy OpPraHM3aIHOHHOH CTPYKTYpHl J€IONPOH3BOICTBEHHON CIIYXKOB B
YCJIIOBHOM OpraHU3alLIHM.

4. Pazpaborats ITonoxkenue o ciyxkOe JeTONPON3BOICTBA YCIOBHOMH OpraHM3aITIN.

5. PazpaboTaTh MOMKHOCTHBIE HHCTPYKIIMU PaOOTHUKAM CIYXOBI JAEeIOMPOU3BOCTBA YCIOBHON
OpTraHU3aIlHH.

VKA3AHN 10 BBITIOJTHEHUIO 3AJTAHUI

1. Msyunte xpaTkylo XapaKTepHCTHKY J€STEIHHOCTH YCJIOBHOH OpPraHM3alluH, BBIICHHTE
O0COOCHHOCTM OpraHH3alKy AEIONPOU3BOICTBEHHON CIyXOBbI, €e HECOOTBETCTBUE COBPEMEHHBIM
TpeOOBaHMAM IO CTaTyCy, HOAYMHEHHOCTH, HANMEHOBAHHMSIM CTPYKTYPHBIX YacTed, HUX COCTaBy.
ApPryMeHTUpYHTE OTBET.

2. TIoAroToBbTE CXEMy OPraHM3AIMOHHONW CTPYKTYphI CIYXKOBI JETONPOM3BOACTBA YCIOBHOI
opraHu3anuy, 3a(UKCUpyHTe MOJUYMHEHHOCTh CIY)KO M CTPYKTYPHBIX monpasieneHuid. s xaxkgoro
CTPYKTYPHOI'O TOApA3JENCHUs M YYacTKa CIIy>KObl JEIONpPOU3BOACTBA HAa CXeMe (UKCHPYETCsl BUA
MOJYMHEHHOCTH (IpsMasl aIMUHHUCTpaTHUBHas WiIM Meronudeckas). OOoCHyiiTe HauMMEHOBaHHE H
MOJYMHEHHOCTh KaXKJOTr0 CTPYKTYPHOT'O MOApa3eTeHHUS.

3. Ha ocrose IIpuMepHOro MONOXKEHHs O CIykOe IeT0MPOH3BOICTBA pa3paboTaiiTe CTPYKTYpY
TekcTa [lomokeHuss o ciry:x0e enonpon3BOJCTBA YCIOBHOW OpPraHHM3aldd. TEeKCT IMOJIOKEHUS IOIDKEH
coZiep)kaTh KOHKpEeTHble (OpMYIMpPOBKM 3ajaad, QyHKIMHA, MpaB, 00S3aHHOCTEH M B3aUMOOTHOLICHHH
cityx0b1. Cnenyer opopmuts [lonoxenne Ha obiieM OJaHKe, ONPENENUTh MOPSIIOK €ro COrjlacoBaHMs U
YTBEpKACHUS (COCTaB CTPYKTYpPHBIX IOAPA3AEIEHUH M JIOJKHOCTh PYKOBOIUTENS, YTBEP)KAAIOLIETO
JOKYMEHT). ApryMEeHTHPYHTE CBOU NPEAIoKeHus 1o npoekry [lonoxenust.

4 . Pa3pa60TaI71Te JOJIZKHOCTHBIC HWHCTPYKIINU Ha BECH ,Z[OJI)KHOCTHOﬁ cocCTaB
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JeTIONPOU3BOACTBEHHON CITyXObl YCIIOBHOW opranu3anvu. Ha ocHOBe MOMYYeHHBIX WHAMBUAYaJbHBIX
3alaHuil pa3paboTaiiTe CTPYKTYpYy TEKCTa M COCTaB Pa3J/eliOB JIOMKHOCTHOM MHCTpyKIuu. OOpatute
BHUMaHUE, YTO NMPH (POpMYITHPOBKE TOHKHOCTHBIX 00s3aHHOCTEH COTPYIHUKOB, CIIEIYET COrNIacoBaTh MX
C OCHOBHBIMH 3aJadaMi W QYHKOUSIMHA  cIyxkObl (T.e. ¢ TekctoM [lomoxkenus). B pazgene
"B3anMoOTHOIIEHNUS, CBA3K" CIEAyeT 3aKpenuTh B3aMMOJCHCTBHUS PaOOTHHUKOB CITyKObI M MX CBSI3U Ha
YpPOBHE Ipe/ICTaBIEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. IlepeuncauTe CTPYKTYPHBIC YaCTH CIIY>KOBI JEIOIPOM3BOACTBA B OpraHU3aIUsAX Pa3IMYHBIX
YPOBHEHN ypaBIEHUA.

2. TlepeuncnuTte IEHCTBYIOIIME JOKYMEHTBI, ONPEACSAIONIME 3aqadud W (PYHKIUH CIYKOBI
JIEJIOIPOU3BO/ICTBA.

3. HazoBute TpeOoBaHUSI K CTpYKType W coctaBy wuHpopmanuu [lomokeHuss o ciyxoe
JIETIONPOU3BOACTBA; JOKHOCTHOW MHCTPYKIIUU.

NCTOYHUKU U JIMTEPATYPA

IMpaBuna  JEIONPOM3BOACTBA B TOCYIAPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyrmpasiieHus, yrB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. — M.,
2021. — Pexxum gocTyna: http:// https://base.garant.ru/72291836/.

Metouyeckie pekoMeHJaluKu Mo pa3padoTKe MHCTPYKLUUN IO AEJONPOU3BOJACTBY B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOymlpaBjeHHus, yrB. Ilpukasom PocapxuBa ot
24.12.2020 Ne 199 /I [2neKTpoHHbIM pecypc]. — M., 2021. — Pexkum poctyna: http:/
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[TpuMmepHas HHCTPYKITUS IO IEIOMPOM3BOACTBY B TOCYIaPCTBEHHBIX OPraHU3aIUsIX, YTB.

ITpukasom PocapxuBa ot 11.04.2018 Ne 44) /| [Dnexrponnsiii pecype]. — M., 2019. Pexum

noctyma: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccuiickoit @enepanuu. Cucrema
CTaHIApTOB MO0 HWHGOpPMAIMK, OMOJUOTEYHOMY W H3JaTelIbckoMy neny. OpraHu3armoHHO-
pacniopsiaAMTeNbHAs ToOKyMeHTalus. TpeboBanus K 0(hopMIICHUIO JOKYMEHTOB // [ DJIEKTPOHHBII

pecypc]. — M., 2019. Peskum mocrtyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P HCO 15489-1-2019 HaumonanwsHbiii ctanmapT Poccuiickoit denepanum.
Cucrema ctaHAapToB Mo MHPOpPMAIHK, OUOIMOTeYHOMY U H3AaTeabckomy neny. Undopman3us
U JOKyMeHTalus. YnpasieHue pokymentamu. Yacte 1. Tlonstus w npuHmumne. [/
[DneKTpOHHBIN pecypc]. - M., 2021. Pexum JocTyna: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [denonpous3BOJCTBO U apXUBHOE J1e710. TepMUHBI U OMPEACIICHUS. -
[DneKTpOHHBIN pecypc]. - M., 20109. Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

IIpuka3 Munkynetypsl Poccun ot 31.03.2015 Ne 526 «O6 yTBep»KAE€HUU HpPaBUI
OpraHu3alMi XpaHEHUs, KOMIUIEKTOBAHMS, y4€Ta M HCIOJIb30BaHUS JOKYMEHTOB ApPXHMBHOTO
donna Poccuiickoii @enepanuu U APYrux apXUBHBIX JOKYMEHTOB B OpraHax rocydapCTBEHHOM
BJIACTH, OpraHax MECTHOTO CAMOYIIPABIICHUS U OpraHu3aiusax» // [DnexTpoHHbiil pecypc]. — M.,
2019. — Pesxum nocrtyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333w "OO  yTBepXAE€HUU
npodeccroHanbHOro craniapra "CrnenuamucT Mo OpraHu3allMOHHOMY U JOKYMEHTAIIHOHHOMY
obecrieueHno yrpasieHus opranusanuein"// [DnextponHslii pecypc]. — M., 2021. — Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_357714/.

[Ipodeccuonanpubiii  cTrangapT «CHeqUagucT MO  YOPaBICHUIO JIOKyMEHTaluen
OpraHu3alun», YTBEPXKACHHBIM TNpHKa3oM MUHHUCTEPCTBA TPyAa M COLUAIBHOW 3alUThI


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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Poccuiickoit ®@enepamuu ot 10.05.2017 Ne 416n // [Dnekrponnsiii pecype]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTanmMOHHOE  oOOecleYeHne  ympaBlieHUs  (JIIOMPOU3BOJICTBO)
[DnmexTponHEIH pecypc]; yaebnoe mocobue/ T.A. beikoBa, T.B. Ky3Henosa. -2-¢ u3n. nmepepad. u
JIOTI. — Mockaa: WNudpa-M, 2018. -304 c. — Pexum JOCTyTIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opranuszanusi J0KyMeHT0000poTa — 8 yacos.

SATIAHUA

1. M3yuuth coBpeMeHHbIE TpeOOBaHHS K OpraHU3alMH JJOKYMEHT0000pOTa B OpraHn3aIlHsiX,
YUPEXKICHUSX U HA NIPEIIPUATHUSAX.

2. VBy4nTh ¥ IPOaHAIM3UPOBATH OPTaHU3AINIO JOKYMEHTOO00pOTa B YCIIOBHOW OpraHH3aIliy.

3. H3yunTh KpaTKyIO XapaKTEPUCTHKY AEATENbHOCTH IEHTPAIHHOIO anmapaTa yCIOBHOM
OpraHU3allMy U COCTABUTh OIIEPOrPaMMBbl JBUKEHUS BXOAAILEH, UCXOSAIIEH U BHY TPEHHEN
JIOKYMEHTAIIH.

4. Moxcunrate 06beM JOKYMEHTO060POTA YCITOBHOM OPraHM3aIiH 3a TOJL.

YKA3AHHMA 110 BBITIOJTHEHMIO 3A)1AHI/II7I

Wzyunte IlpaBuia pemompom3BoAcTBa B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMmoynpasiieHus, ytB. [Ipukaszom PocapxuBa ot 22.05.2019 Ne 71; Metoauueckue peKOMEHIalnu
Mo pa3paboTKe WHCTPYKIHMH TO JEJOMPOU3BOJICTBY B TOCYIApCTBEHHBIX OpraHax, opraHax
MECTHOTO caMoymnpaBiieHHs, ytB. I[lpukazom PocapxuBa ot 24.12.2020 Ne 199; IIpumepnyro
WHCTPYKIIMIO TIO JIEJONPOU3BOJCTBY B TOCYIAapCTBEHHBIX opranm3anusax (yrB. Ilpukazom
PocapxuBa ot 11.04.2018 Ne 44. Cnenaiite BBIBOA O CTENEHH periaMEHTAI[Md B HOPMATHBHBIX

JOKYMEHTax OOIIMX MPHUHIMIIOB OpraHU3aIlH JTOKYMEHT0000pOTa, MPaBHII MPOXOXKIECHHUS JOKYMEHTOB,
METO/IMKH T0JICYeTa JJOKYMEHTO000pOoTa.

1. Ha MIpUMEpPE OMHCAaHHWSI JOKYMEHTOOOOpOTa YCIIOBHOH OpTaHW3aIlldd BBIABHUTE €ro
0COOEHHOCTH M ONpPEAETNTEe HECOOTBETCTBHE OPTaHM3AINN JOKYMEHTOOOOPOTa B JAaHHOW OpraHH3aIiH
TpeOOBaHUSM HOPMAaTHBHBIX JIOKYMEHTOB.

2. CocraBbTe OIleporpaMMBbl JBIDKEHHUS JOKYMEHTOB B YCIOBHOHM opraHm3anuw. s 3Toro
OIIPENIENNTE COCTaB JOJDKHOCTHBIX JIMI, YYaCTBYIOIIMX B 00paOOTKe W HWCIIONHEHWH IOKYMEHTOB;
MOCTIEIOBATENFHOCTS ~ OMepanuii Mo  o0paboTKe  TOKYMEHTOB, HW3y4HUTE CXEMBl  JBHIKCHUS
JTOKYMEHTOIIOTOKOB B YCIIOBHOW OpPTaHHU3AIIHU.

OneporpaMma IBWKEHUS BXOIINX JOKYMEHTOB JIOJDKHA OTPA3HTh MEpPEMEIIeHUs JOKYMEHTOB
OT MOMEHTA TIpreMa JI0 TTOIIIMBKY MX B JIENO TIOCIIE 3aBEPIICHIUS UCIIOITHEHUS.

OneporpaMma HCXOIIIIMX JOKYMEHTOB JOJDKHA OTPa3dTh IEPEMEIIeHHUs JOKYMEHTOB OT
MOMEHTA TIOJTOTOBKH UX IMPOEKTOB JI0 OTIIPABKHU U3 YUPEKICHISL.

OneporpamMma JABYIKEHHS BHYTPEHHHX ITOKYMEHTOB (Ha TpHUMeEpe MpHKasza) JOKHA OTPa3HUTh
TepeMeIIeHrs JOKYMEHTOB OT MOMEHTA ITOATOTOBKH MIPOEKTa IOKYMEHTA JI0 ITOAIIHBKH B JETO.

3. V3yumB coCTaB M KOJHMYECTBO IONYUEHHBIX, OTIPABICHHBIX M BHYTPEHHHMX JOKYMEHTOB
YCIIOBHOW OpraHU3allly, MOJICUUTalTe 00beM ee TOKYMEHTO000poTa 3a ro.

KOHTPOJIBHBIE BOITPOCBHI

1. [aiite onpenenenue mOHATHS "IOKyMEHTO000pOT".

2. Ilepeuncnute OCHOBHBIE TPEOOBaHMS K OPraHU3aLUN JOKYMEHTO00O0pOTa B OpraHU3aLusX.
3. [lepeuncnure npaBuia yuaera JOKyMeHT0o000poTa.

4. HazoBuTe TpeOOBaHMs K MPOXOXKACHUIO U UCIIOJIHEHNIO BXOASIINX JTIOKYMEHTOB.

5. HazoBuTe sTansl NpoXoKAEHNS U UCTIOIHEHUS UCXOJSAIINX U BHYTPEHHUX JOKYMEHTOB.

6. IlepeunciuTe MpaBmia Nepesavn JOKYMEHTOB BHYTPH YUPEK/ICHHS.

NCTOUYHUKU U JIMTEPATYPA


https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/
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IIpaBuna  pemompou3BoACTBA B IOCYHAPCTBEHHBIX  OpraHax, oOpraHax MECTHOIO
camoyrmpasiieHus, ytB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9nekTpoHHbIN pecypc]. —
M., 2021. — Pexxum gocTtyna: http:// https://base.garant.ru/72291836/.

Metoanyeckie pPeKOMEHIANUU 10 pPa3paboTKe WHCTPYKIMK TO JEJIOTPOU3BOJICTBY B
TOCYAApPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIlpaBieHus, yTB. [Ipukazom PocapxuBa
or 24.12.2020 Ne 199 // [dnekTpoHHbI pecypc]. — M., 2021. — Pexxum pgoctyna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumepHass MHCTPYKIMS 11O AEJIONPOU3BOJICTBY B I'OCYIAPCTBEHHBIX OpraHU3ALMIIX,

y1B. IIpukasom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019.

Pexxwum noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HamumonaneHblli cTanmapt Poccuiickoit ®enepamuu. Cucrema
CTaHAApTOB MO WH(MOpMAIMK, OMOTUOTEUHOMY U M3AATENbCKOMYy Aeny. OpraHu3anuoHHO-
pacniopsuTenbHas  TOKyMeHTaius. TpeOoBaHus K OQOPMIICHHIO JOKYMEHTOB [/

[DnekTpOoHHbII pecypc]. - M., 2019. Pexum JOCTyTIa:
http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2019 HanmonaneHeri crangapt Poccuiickoir @eneparuu. Crucrema
CTaHIapTOB MO MHpOpMaMK, OUOIMOTEUHOMY M u3naTenbckomy neny. Undopman3us u
JOKyMeHTalusl. YmpasieHue jgokymentamu. Yacte 1. Tlonsatus w  npuHnumnsl. [/
[DnexTpoHHBIH pecypc]. - M., 2021. Pexum JIOCTyTIA! http://
http://www.consultant.ru/document/cons_doc_LAW _329486/ .

I'oCT P 7.0.8-2013 Jlenonpou3BOACTBO W apXUBHOE J€J0. TepMHHBI U ONPEACIICHUS.-
[OnexTpoHHBIN pecypc]. - M., 20109. Pexum JlocTymna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

e [Ipuka3z Munkynbtypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBep>KIeHUHN MPABHII OPraHU3aIluN

XpaHEHUs, KOMIUIEKTOBAHMsSI, y4deTa U HCIOJb30BaHUS JOKYMEHTOB ApPXUBHOTO (QoHIa
Poccuiickoit deneparun U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOMU
BJIACTH, OpraHaX MECTHOTO CaMOYITPaBJICHUS U opraHu3aiusx» // [DaekTpoHHbIH pecypc]. —
M., 2019. — Pesxum mocryna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoHUTe/IbHbIE HCTOYHUKHU
IIpukaz Muntpyna Poccuum ot 15.06.2020 N 333 "OO yrBepKIeHUH

podeccruoHaIbHOTO CTaHJapTa "Creuuanuct o OpraHu3aOHHOMY u
JTOKYMEHTAIMOHHOMY O0CCIICUEHHIO YIpaBJieHusl opranu3anuei”// [DnekTpoHHbIi pecypc].
M., 2021. — Pexum JOCTYyTa:

http://www.consultant.ru/document/cons_doc LAW 357714/.

[Toctanosnenue IlpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxaenuu [IpaBun
JIeIONPOU3BOCTBA B (peliepaldbHBIX OpraHax HCIIOJHUTEIbHON BIACTH»// [DNEeKTpOHHBIN
pecypc]. — M., 2019. — Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

e [Tocranosnenue [IpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yrBep:kIeHHH MTpaBHJI OOMEHa

JOKYMEHTaMH B JJIGKTPOHHOM  BHJ€ TpPH  OpraHuM3alud  HWHGPOPMALMOHHOTO
B3auMojeicTBUs "/ [OnexTpoHHsli pecypc]. — M., 2019. — Pexum nocryma:
https://base.garant.ru/70832680/.

boikoBa T.A. JlokyMeHTanMoHHOe oOecledeHue yIrpaBieHUs  (JIeI0NmpOU3BOJICTBO)
[DnexTpoHHbI pecypc]; yueOHoe mocobue/ T.A. bwikoBa, T.B. Ky3sneuoma. -2-e wuzn.
nepepab. u gom. — Mocksa: HWuppa-M, 2018. -304 c. — Pexum pocryna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpauusi 10KyMeHTOB — 4 yaca.


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/
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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SAIAHUA

1. Mzyuuts TpeGoBaHMS HOPMATMBHO-METONMYECKHX JOKYMEHTOB K pPETHCTPAlMH M
MOCTPOCHUIO NH()OPMAIIMOHHO-CIIPABOYHOI'0 arnapaTa.

2. 3aperucTpupoBaTh HECKOIBKO JOKYMEHTOB, TIPE/IOKEHHBIX IPEIOIaBaTENEM.

3. O3HAKOMMBIICH C ONMCAHMEM TEXHOJOTMM PETHCTPAallid JOKYMEHTOB B YCIOBHOI
opraHu3anuu, pa3padoTaTh 1 000CHOBATH MPEATIOKEHHUS M0 PAIMOHATIBHON OpraHU3allK PETHCTPALlu 1
WH(POPMAITMOHHO-CITPABOYHON PaOOTHI.

VKA3AHUS 10 BBITTOJIHEHUIO 3AJTAHUI

1. Wzyuurte IlpaBmia [enonmpous3BOJACTBA B TOCYAApCTBEHHBIX OpraHax, oOpraHax
MecTHOro camoympasienus (pazmenst I, V), Meronudeckre pekOMEHIAIMH MO pa3paboOTKe
MHCTPYKIMH TI0 JEJNONPOU3BOACTBY B T'OCYJAapCTBEHHBIX OpPraHax, OpraHax MECTHOIO
camoymnpasieHus, lIpuMepHYI0 HMHCTPYKIMIO IO JEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX
opranuszanusx (yrB. [Ipukasom Pocapxusa ot 11.04.2018 Ne 44. O6paTute BHUMaHUE Ha COCTaB
JOKYMEHTOB, IOJJIEKAIIUX PETUCTPAlH, IOCIEAOBATEIBHOCTh PACIOJIOKEHUS COCTaBHBIX
yacTed MHJAEKca JOKyMEHTa, MpaBuia (QOopMHpPOBaHUS HH(POPMAIIMOHHO-CIIPABOYHBIX 0a3
JTAHHBIX.

2. 3aperucTpupyiTe IpeayioKEeHHbIC TOKYMEHThI, 00OpaTUB 0CO00€ BHMMAaHHE HA PETHCTPAIUI0
MHHUIHUATHBHBIX U OTBCTHBIX ITHCEM.

3. IlpoaHanu3upyiTe MOPSIOK PErHCTpalliy JOKYMEHTOB B YCIOBHOW opraHm3aruu. OTMeTuB
OCOOCHHOCTH OpraHHM3allMM M TEXHOJIOTUH PETHCTPAlH JOKYMEHTOB B YCIOBHOH OpraHHU3aluH,
ONpeieluTe HMX HeNocTaTkH. Ha OCHOBe mNpOBENEHHOrO aHanmu3a M TPeOOBaHWII HOPMAaTHBHO-
METOJUYECKUX JIOKYMEHTOB pa3paboTaiiTe MpEeIToKEHHs 110 OPTaHU3AMH PETHCTPAIMH JOKyMECHTOB U
HOCTPOCHHIO HH(OPMAIIMOHHO-CIIPABOYHOTO allapaTa B yCIOBHOH OpraHMU3aIiH.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Takoe perucrpanus 1okyMmeHToB? Kakue 3aiaun pemaroTcs B JACIONPOU3BOJICTBE C
TTOMOIIIBIO 3TOH orepartuu’?

2. Kakue mokyMeHTHI IOIIeKAT PETUCTPAITUH ?

3. KakoB 00s13aTeNTbHBII COCTAB PEKBU3UTOB IIPH PETHCTPAITAN?

4. B yeM OCHOBHOM TTPUHITHTI PETUCTPATIAH ?

5. KakoBbI OCHOBHBIE MTPABUJIa UHIEKCAIIUU JJOKYMEHTOB?

6. Kakoe mpenMyIiecTBo UMEET CIEeUANTNCT MPU PETUCTPAIMK JIOKYMEHTA B
ABTOMATH3UPOBAHHBIX CHCTEMaX MO CPABHEHUIO C TPAMIIMOHHBIMU METOIAMU?

NCTOYHUKU U JIMTEPATYPA

[lpaBuna  J€TONPOM3BOACTBA B T'OCYJApCTBEHHBIX  OpraHax, oOpraHax MECTHOTO
camoytpasieHus, ytB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbI pecypc]. — M.,
2021. — Pexxum goctyna: http:// https://base.garant.ru/72291836/.

Mertoauyeckre PeKOMEHIANUU 10 Pa3pab0TKe WHCTPYKIMU MO JIEJIOTPOU3BOJCTBY B
rOCYIapCTBEHHBIX OpraHax, OopraHax MECTHOTO caMoOympaBiieHus, yrB. [Ipukaszom Pocapxusa oT
24.12.2020 Ne 199 /I [2neKTpoHHbIM pecypc]. — M., 2021. — Pexkum pgoctyna: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHas HHCTPYKIUS MO AETOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPraHU3AIIMIX, YTB.

[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnsiii pecypc]. — M., 2019. Pexum

noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hamumonaneuslii ctanmapt Poccuiickoii ®denepanuun. Cucrema
CTaHJAapTOB MO HH(opMaruy, OUOIMOTEUHOMY M H3JAaTeNbCcKoMy jeny. OpraHu3aluoHHO-
pacriopsauTenbHas JokyMeHTalus. TpeboBaHus K 0pOpMIIEHHIO JOKYMEHTOB // [DNeKTpOHHbBIN

pecypc]. — M., 2019. Pexxum 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 Hamumonanbeneiii ctangapt Poccuiickoir ®deneparuu.
Cucrema craniapToB 1o uHpopMayu, OHOIMOTEYHOMY M H3AaTeNIbckoMy aeny. Mudopmarn3us
U JOKyMeHTalus. YupaieHue jpokymeHtamu. Yacte 1. Tlonstus w  npuHmmne. //
[DneKTpOHHBII pecype]. - M., 2021. Pexum JocTyna: http://
http://www.consultant.ru/document/cons_doc_LAW_329486/ .

I'OCT P 7.0.8-2013 [lemonmpou3BOACTBO M apXUBHOE Je0. TepMUHBI M ONpPEIeIICHUS. -
[DneKTpOHHBIN pecype]. - M., 2019. Pexnm JocTyna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
brikoBa T.A. JlokyMeHTanMOHHOE oOecreueHrue  yIpaBJieHUs  (JeIOMPOU3BOJCTBO)
[DmexTponHEIH pecypc]; yaebnoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ 3. nmepepad. u
JIOTI. — Mockaa: Nudpa-M, 2018. -304 c. — Pexum JOCTyTIA!
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranu3anus TEKylIero XxpaHeHusi JOKYMeHTOB — 8 4acoB.
SATIAHUA

1. M3y4nTh TpeOOBaHUS HOPMATUBHBIX AKTOB U HOPMATHBHO-METOIUIECKUX JOKYMEHTOB K
COCTaBIICHHIO U O(OPMIICHUIO HOMEHKIIATYPHI JIe.

2. M3y4uTh BO3MOXKHOCTH HCIIOJIE30BAHUS MIEPEUHS CO CPOKAMHU XpaHEHHUs JOKYMEHTOB B
JIEJIONPOU3BOJICTBE OpraHU3al1y.

3. llpoananu3upoBaTh KOHKPETHYIO HOMEHKIATYPY /€T YCIIOBHON OpPTaHM3allii U BBISIBUTH
OIIMOKH B €€ COCTaBJICHUH U 0(hOPMIICHHH.

4. CocraBuTh HOMEHKIATYpY /€] YCIOBHON OpraHM3aIUN.

YKA3AHWS 10 BBITIOJIHEHUIO 3AJTAHWM

1. Uzyuurte IlpaBuna [eI0mpOU3BOJACTBA B TOCYAAPCTBEHHBIX OpraHax, oOpraHax
MECTHOTO camoympasieHus (pazgen 6,7), Meroaudeckue peKOMEHIAlMU TO0 pa3paboTke
MHCTPYKUMH 1O JIeJONPOU3BOJACTBY B T'OCYAApCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoympasieHus (mpuioxerust 13-23), [onoxeHne o MopsAIKEe ¥ CPOKaX XpaHCHHS JOKYMEHTOB
aKIMOHEPHBIX 001IecTB, [IpUuMepHyI0 HHCTPYKIHIO MO JIEIOMPOU3BOJCTBY B FOCYAAPCTBEHHBIX
opranuzanusax (yrB. [Ipukazom Pocapxupa ot 11.04.2018 Ne 44) Vscaute cnenyroniee:

. BH/JIbl HOMCHKJIATYP JIET;
. THUTIBI HOMEHKJIATYpP JeN (K1accu(UKaNOHHbBIE CXEMBI);

. npaBuia GOpMyITUPOBAHHS 3aTOJIOBKOB JICI;

. WCTOYHUKHU YCTAHOBIICHUSI CPOKOB XPAHECHUS IOKYMEHTOB;

. MpaBUJIa CUCTEMATU3AIMH Y WHICKCAIIMH 3ar0JIOBKOB JICIT;

. npaBuia opopMIIeHHS, TIOAMUCAHHS, COTTIACOBAHUS 1 YTBEPIKACHUS
o HOMEHKJIATYPBI JIeII.

2. Uzyunte yka3aHus 1o npuMeHeHuIo IlepedHs TUIOBBIX yIPaBlIeHYECKUX apXUBHBIX
JOKYMEHTOB, 00Opa3yIOLIMXCs B IpoLEecce AeITEIbHOCTH TOCYAaPCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O
CaMOYIPaBJICHUS U OPraHU3alMl, € yKa3aHHEM CPOKOB XPAHEHHS U BBIICHUTE:

. MOPSIIOK IPUMEHEHHUS NIEPEYHsI B JeJI0NPOU3BOICTBE;
. mddepeHnannio CpoKOB XpaHEHHsI JOKyMEHTOB 110 TPyNIIaM OpraHu3aLuii;
. CXeMY IIOCTPOEHHS TIEPEUHS U €ro Hay4YHO-CIIPaBOYHBIN anmapar.

3. IpoaHanusupyiite KOHKPETHYK) HOMEHKIATYPY Jel YCIOBHOH OpraHH3allMM, BBISBHTE
HEIIOCTaTKH €€ COoepXKaHMus U 0OPMIICHUS, TPOMILUIFOCTPUPOBAB KaXKIbIH U3 HUX IPUMEPOM.

4. Usyunte cTpyKTypy M COCTaB JOKYMEHTANBHOrO (OHJA YCIOBHOH OpraHM3allid M
paspabortaiiTe KiIacCU(HUKALMOHHYIO CXeMY HOMeHKIaTtypsl nen. OdopmuTe ee B BHIE CIHCKa
CTPYKTYPHBIX MOJpa3JeieHUH C HWHAEKCAMH, PACHOJIOKEHHBIMH MO CTeHeHHW 3HaunMmocTH. OOpatute
BHUMaHHE Ha TO, YTO CXeMa KJIacCH(UKaMM JOJDKHA COOTBETCTBOBaTh TJaBHOW TaOmume Ilepeuns
TUIIOBBIX TOKYMEHTOB CO CPOKaMHU XpaHEHHUS.

CocraBbTe HOMEHKJIATYpPY €] YCIOBHOM OpTaHU3alMu, sl 4ero: cOopMyJIUpYyHTE 3aroJIOBKH
Jell B COOTBETCTBMH C YCTAHOBJIGHHBIMH TPEOOBAHMSAMH W YCTAaHOBUTE CPOKHM  XpaHEHHUsS Jel II0
MEpeYHI0; IMPOBEOUTE CHCTEMAaTH3alMI0 3aroyioBkoB jaen. Odopmure HOMEHKIATYpYy JAeNl Ha oOIeM


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
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Onanke yCHOBHOI;'I OopraHuzanuu 110 yCTaHOBJ’ICHHOfI Q)OpMC, OmmpeAcInuTe COCTaB MOJDKHOCTHBIX JIHUII,
KOTOPbIC JOJDKHBI €€ 3aBU3UPOBATH U YTBCPAUTD.

KOHTPOJIBHBIE BOITPOCHI

1. Jla¥iTe onpeneneHne HOMEHKIATYPHI JEI.

2. Oxapakrepu3yiTe NpUMEHEHNE pa3TUYHbIX BUJOB HOMEHKIATYPHI JIEII.

3. [lepeuncnure TpebOBaHUs K (GOPMYITHUPOBKE 3arOIOBKOB JIe/l B HOMEHKJIATYpeE.

4. Iepeuncnute TpeOOBaHHUS K CHCTEMATH3AIMN 3aT0JIOBKOB JIeJl B HOMEHKJIAType.

5. Kak obpa3syercs uHaekc jena B HOMEHKIaType?

6. Kak ucronb3yercs nepeveHb TOKYMEHTOB € YKa3aHHEM CPOKOB XpaHEHHUS B
JIEIOTIPOU3BOICTBE?

7. KakoBblI dTansl pa3paboTKu HOMEHKIIATYPhI J1em?

8. KakoB cpok aeifcTBHsI HOMEHKIATYPHI e’

NCTOYHUKU U JIUTEPATYPA

1. ®epepanbubiii 3ak0H oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoit
Oenepaunn» //  [Onekrponuslit pecypc]. — M., 2019. — Pexum pocrymna:
https://base.garant.ru/12137300/.

2. TlpaBuma JnenmompowW3BOACTBA B  TOCYJAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
camoyrmpasiieHus, yrs. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc].
— M., 2021. — Pexxnm goctyna: http:// https://base.garant.ru/72291836/.

3. Meroauueckie PeKOMEHIAMKA TI0 Pa3pabOTKe WHCTPYKIHMHA MO JEIOTPOU3BOJCTBY B
rOCyJapCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYIpaBJeHUsA, yTB. IIpukazom
Pocapxusa ot 24.12.2020 Ne 199 // [9nekTpoHHbIi pecypc]. — M., 2021. — Pexkum gocTtyna:
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.

4, [IpumepHass MHCTPYKIIMSL 1O  JEJIONPOM3BOJACTBY B  TOCYIAapCTBEHHBIX
opranuzamusx, yrB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHBIH

pecypel]. - M., 2019. Pexum JOCTYIIA:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

5. TOCT P HCO 15489-1-2019 Hammonanbnbeiii ctangapt Poccuiickoit ®Denepanum.
Cucrema crangaptToB 1o wuHpopManuu, OUOIMOTEUHOMY U H3AATEIBCKOMY JIETy.
Nudopman3us u gokyMmeHtanms. YmpapineHue nokymeHtamu. Yacte 1. Tlonstus u
NpuUHIUIBL. // [DnekTpoHHBIH pecypc]. — M., 2021. Pexum gocryma: http://
http://www.consultant.ru/document/cons_doc_LAW 329486/ .
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AHHOTAIMS JUCIMUILINHEI

HucuuruinHa  (Moaydab) — peanu3yeTcss Ha  (akynpTeTe  apXUBOBEACHUS |
JTOKYMEHTOBEIEHUS Kaeapoil JOKYMEHTOBEICHUs, ayAMOBU3YAIbHBIX M HAYYHO-TEXHHUECKUX
apXUBOB.

Henap aucuMniMHbI — MOATOTOBUTH BBIITYCKHHMKA, 3HAIOLIETO OCHOBHBIE HAIlpaBJICHUS
TOCY/IapCTBCHHOW periiaMeHTaIli padoThl ¢ JoKyMeHTamu B Poccmiickoii Deneparuu, 3aqadu
CIY’KOBI TOKYMEHTAIIMOHHOTO OOECIIEYEeHUs YIIPABJICHUS W BIAJCIOMIET0 METOJAaMH aHajn3a U
COBEPLICHCTBOBAHUS TEXHOJIOI'MH TUIIOBBIX JI€JIOIPOU3BOICTBEHHBIX ONEpaIil.

3agayu AMCUMILINHBI:

- U3y4UTh UCTOPUIO (OPMUPOBAHUS HAIIMOHAIBHON CUCTEMBI JI€JIONPOU3BO/ICTBA;

- OBJIAJIETh CIIEHMAJIBbHON TEPMHUHOJIOTHEH;

- U3y4UThb COBPEMEHHYIO 3aKOHOJATENIbHYI0, IMPaBOBYI0 M HOpPMaTHBHYIO 0a3y,
peraaMeHTHPYIONLYIO padoTy C TOKyMEHTAlLUEH;

- cOpMHUPOBATh y CTYJEHTOB HAaBBIKH BBIIOJHEHHUS] OCHOBHBIX JI€JIONPOU3BOACTBEHHBIX
omepanuil B YyCIOBHUSX NPUMEHEHHUS TPAJUIMOHHBIX W aBTOMATU3MPOBAHHBIX TEXHOJOTUMN
00paboTKH JOKYMEHTOB;

- chopMupoBaTh HaBBIKM aHaJU3a CHCTEMbl JOKYMEHTAI[MOHHOTO oOOecreueHus
YIPaBJICHUS;

- ONpEeAeNNUTh  HANPABIECHHS  BO3MOYKHOIO  COBEPIICHCTBOBAHUS  CUCTEMBI
JOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBiIeHHUs;

- M3Y4YUThb TOPSJIOK OpraHu3aluy CIYXObl JTOKyMEHTAallMOHHOTO oOOecreueHus
YIPABJIEHUS B COBPEMEHHOMN OpraHU3alllH.

JucrnumnauHa (MOIyJb) HarpaBjiieHa Ha (GOPMHUPOBAHUE CIACAYIOMNUX KOMITECTCHITUMN:

OIIK -2.1. 3HaeT 0OCHOBHBIE COBPEMEHHBIE TTPOOJIEMBI TTIOCTPOCHUS CUCTEMBI
JOKYMEHTAI[MOHHOTO O0EeCIeueHus yIpaBJICHUs U apXUBHOTO JIeNa,;

OIIK-2.2. Opranu3oBbsiBacT padboTy mojapasueiacHuii B chepe JOKyMEHTAITMOHHOTO
obecrnieueHus yrpaBieHHs] U apXUBHOTO Jefia

B pesynbrate ocBO€HUS AUCHUILIMHBI (MOIYIIs) 0OY4arOMUNACS TOJKEH:

3name:

COBPEMEHHBIE MPOOJIEMBbl JOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIMPABICHHS U apXUBHOTO
Jena;

MOPSIIOK PAOOTHI CITYKO TOKYMEHTALIMOHHOTO 00eCTieYeHHs YIIPaBICHHS U apXUBOB

Ymemsn:

pemate npodeccuoHanbHbIE 3amaud B chepe  JOKYMEHTAIMOHHOTO oOecreueHus
yIpaBJICHUS U apXUBHOTO JIeNa,

pernmaMeHTHpoBaTh paboTy cIy:KO MOKYMEHTAIlMOHHOTO OOECTeuUeHHUs YIpaBIECHUS H
apXHBOB

Bnaoemo:

HaBBIKAMU  OIIEHKM COBPEMEHHOTO  COCTOSHHSI ~CHUCTEMBl  JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBJIeHHs U apXUBHOTO JeNa,

HaBBIKAMU OpraHu3anuu paboTel MmoApasfeneHnid B cdepe AOKYMEHTAIIMOHHOTO
obecrieueHns yIpaBJIeHHs U apXUBHOTO JeJla B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMHU.

[To mucnumnInHe MpeaycMOTPEeHa MPOMEXKYTOUHAs aTTECTaIus B popMe IK3aMeHa.
OO01ast TpPyA0eMKOCTh OCBOCHUS AUCIUTIIIUHBI COCTABISAET 4 3a4eTHBIX eqUHUIBI, 152 .
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