MHUHOBPHAYKH POCCHH

‘é\\%%

%, POV
a1y, .(,mm"‘

®enepanbHOe rocyIapcTBeHHOE 0I01KeTHOe 00pa3oBaTeIbHOE YUpeKIeHHe
BbICIIEr0 00pa30BaHUs
«Poccuiickuii rocy1apCcTBEeHHbIN T'YMAHUTAPHBIH YHUBEPCUTET»
(®I'BOY BO «PITY»)
HcTopuko-apXuBHBIN HHCTUTYT

®akyJbTeT JOKYMEHTOBeIeH!sI 1 TEXHOTPOHHBIX APXMBOB

Kadeapa nokymeHnToBeneHHs, Ay THOBU3YATbHBIX M HAYYHO-TEXHMYECKHX APXHBOB

OPTAHMU3AIIUA U TEXHOJIOT'UA JOKYMEHTAIIMOHHOI'O OBECITEYEHUA
YIIPABJIEHUSA

PABOYASA ITPOI'PAMMA JIUCHHUIIJINHBI

Kon n HaumeHoBaHue HanpaBJieHusi MOATOTOBKH - 46.03.02 /lokymeHTOBeAeHHE U
apxXuBOBe/IeHHe

Hanpagsiennocts (mpopuib) - UHpoOpMannoHHO-T0KYMEHTAMOHHOE 0O0ecreyeHHe
ylpaBJjeHus

YpoBeHb KBAIM(UKALUK BBITYCKHUKA (0aKaaaBp)

®opma o0yueHusi (O4HAS, OUHO-3209HAS, 320YHASA)

PIIJI anantupoBaHa s Juil
C OTPaHUYECHHBIMU BO3MOXHOCTSMU

300POBb U UHBAJIMJIOB

Mocksa 2019



Oprasunsanys 1 TEXHOJIOTHS JOKYMEHTAMOHHOT0 o0ecreyeHus yIpaBIeHHUs
Pabouas nmporpaMma AMCHUIUINHBI

CocraBurenb(n):
3aB. kadeapoii, KaH/. UCT. HAYK, TOLICHT

HO0.M. Kykapuna

OTBEeTCTBEHHBIN PENAKTOP
3aB. Kadeapoii, KaH. UCT. HAYK, TOLEHT

HO0.M. Kykapuna

YTBEPXIEHO
[Tpotokon 3acenanus xkapeapsl JAuHTA

Ne1 or30082019T.



OI'JIABJIEHHUE

1. ITosicHUTeIbHAS 3aIIHCKA

1.1.1enp 1 33724l TUCUMIUIAHBI (MOJTYJIS)

1.2.®opmupyeMble KOMIETEHIIUH, COOTHECEHHBIE C TUNIAHUPYEMbIMH pe3yJIbTaTaMi 00Y4YEeHHUs 1O
JTUCHUTIIUHE (MOJTYJIIO)

1.3.MecTo IUCHUIUTHHEI B CTPYKTYPE OCHOBHOM 00pa30BaTEeIbHOM MPOTrpaMMbl
2.CTpyKTYypa IMCHUILIHHBI (MOYJIs1)

3.Conepxanue JMCHHUILIMHBI (MOAYJISA)

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

5. OneHka IVIaHNUPYeMBbIX Pe3yJIbTATOB 00y4eHHus

5.1. Cucrema orieHUBaHU

5.2. Kpurepuu BbICTaBIEHUS OLIEHOK

5.3. OueHouHbIe cpeAcTBa (MaTepUabl) s TEKYLEr0 KOHTPOJI yCIIEBAEMOCTH,
MIPOMEKYTOYHOM aTTecTaly 00yUYaIOMIMUXCsl [0 TUCHUIUTMHE (MOOYIII0)

6. YueOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE 0O0ecneYeHHue TUCHUIIINHBI

6.1. CIMCOK UCTOYHUKOB U JINTEPATYpPbI

6.2. I[Tepedens pecypcoB HH(MDOPMALIMOHHO-TEIIEKOMMYHHUKAITMOHHOM cetu « HTepHEeT»

7. MaTtepuaibHO-TEXHUYECKOe olecnedeHne JUCHUIIMHBL (M00Y15)

8. Obecneuyenune 00pa3oBaTEIbHOI0 MPOLECCA /ISl JINI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI U HHBAJIU/I0B

9. MeTogu4eckue MaTepHabl
9.1. Ilnanel NpakTUYECKUX (CEMUHAPCKUX, JTAOOPATOPHBIX) 3aHATUN
9.2. Meroanveckre peKOMEHIAIMH IO MOTOTOBKE MMChbMEHHBIX paboT

9.3. NHble MmaTepuaibl

Ipunoxenus
[Ipunoxxenue 1. AHHOTaUUS TUCHUTLTAHBI

[Tpunoxxenue 2. JIuct nsmMeHeHui



I. ITosicHuTeIbHAA 3aANIUCKA
1.1. Hean u 3a0aum JMCUMILTAHBI (MO1YJIs)

Lenp AUCHUIUIMHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOLIETO OCHOBHBIE HAMNpPABICHUS
rOCy/IapCTBEHHOW periJaMeHTanuu paboThl ¢ ToOKyMeHTamu B Poccuiickoit Deneparuu, 3a1adu
CITy’KOBbI JOKYMEHTAIMOHHOTO O0€CIeYeHHs yIpaBICHUS W BIAJCIONIETO METOJAMU aHalIn3a U
COBEPLICHCTBOBAHMS TEXHOJIOTMU THUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPALUN.

3agauu JUCUUILIUHBIL:

- I3YYHUTh UCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CUCTEMBI IETIONPOU3BOJICTBA;

- OBJIAJIETh CIIELUATIbHON TEPMUHOJIOTUEH;

- M3YYUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, NPAaBOBYIO U HOPMAaTHUBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHEH;

- chopMHpOBaTh Y CTYJIEHTOB HABBIKH BBITIOJTHEHUS OCHOBHBIX JIEIOMPOU3BOICTBEHHBIX
omnepanuii B YCJIOBHSX MPUMEHEHUS TPAAUIMOHHBIX M aBTOMATU3UPOBAHHBIX TEXHOJIOTUH
00pabOTKH TOKyMEHTOB;

- chopMUpOBaTh HABBIKM aHAIN3a CHCTEMbI JOKYMEHTAI[MOHHOTO OO0eCTeueHus
YIPABJICHHUS;

- ONpPENENIUTh  HAIpaBJICHUS  BO3MOXKHOIO  COBEPUIEHCTBOBAHUS  CUCTEMBI
JOKYMEHTAIMOHHOTO O0ECTICUeHHs yIIPaBIICHHS;

- U3YYHTh TIOPSAJOK OpraHu3aludd CIIy’)KObl JOKYMEHTAI[MOHHOTO OOecTeueHust

YIIPABJICHUS B COBPEMEHHOW OpPraHU3alUu.

1.2. ®opmupyeMble KOMIETCHIHH, COOTHECEHHbIe C INUIAHHPYEeMbIMH pe3yJbTaTaMH

00yueHusi 10 TUCHHUILINHE (MOIYJII0):

Koambt Coaepxxanue Ilepeyenn IVIAHUPYEMbIX  pPe3yJabTAaTOB

KOMIIETCHIUI | KOMIeTeHIHii 00y4eHHUsI 110 NUCHHILINHE

OK-10 CIOCOOHOCTh K | 3HaTh: OCHOBHBIE METO/IbI, CIIOCOOBI M CPEJICTBA
HCIIOJIL30BaHUIO MOJTyYeHHUS, XPAHEHUS U NIepepadOTKU
OCHOBHBIX METO/JIOB, uH(bopmaLu

CIOCOOOB M CPENCTB
NOJTY4CHUsI, XpaHCHUS,
nepepadoTKu
uHpopManuu

YMeTb: UCTIONIB30BATh MOTYYECHHBIC 3HAHUS B
obmact paboThl ¢ UHPOPMALIMOHHBIMH
pecypcaMu Ha IPAaKTUKE

Brnaners: HaBbIKaMHM TOJYYEHHS, XpAaHEHUS WU
nepepaboTKu UHpOpMALIUU B LEJAX
npoeCCUOHATBHOMN 1eATEIbHOCTH




OIlK-2 BiajzeHue  0a3oBbIMHU | 3Hamb: OCHOBHBIE MH(POPMAaLMOHHbIE
3HAHUSIMM B 00JacTH | TEXHOJIOTUH, HCIOJIb3YEMBIE B
I/IH(l)OpMauI/IOHHLIX AOKYMCHTAIlTUOHHOM O6eCHequI/II/I YHOpaBJICHUA
TEXHOIOTHi U apXMBHOM JieJie, MCTOPUIO HMX CO3JIaHHS U
(IporpamMMHBIe HaNpaBJICHUS Pa3BUTHUS
MPOAYKTHI,

Ymemns: MIPUMEHSTh OCHOBHBIE
UCIOJIb3yEMBIE B

MH(POPMALIMOHHBIE TEXHOJIOTUH, UCIOIb3yEeMbIe
yIpaBJICHUU

B JOKYMEHTAIMOHHOM o0ecrieyeHnn
JTOKyMEHTaMH,

YIPABJICHNS U ADXUBHOM JI€JI€ HA IIPAKTUKE
CUCTEMBI JIEKTPOHHOI'O

JIOKyMEHTO000pOTa, Brademwv: wHaBblkaMu pabOTBI B CHUCTEMax
TCXHOJIOTNK AJIEKTPOHHOTO JOKYMEHTO00O0pOTa, a TaKke
CKaHUPOBaHUs AJIEKTPOHHO-IIM(PPOBOI 00pPaOOTKHU TOKYMEHTOB
JIOKYMEHTOB B cdepe IOKYMEHTAllUOHHOTO OO€CledeHUs

YIPABJICHMS U ADXUBHOI'O JEJIa

1.3. MecTto AucuMIUINHBI (MOYJIs1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrPaMMBbI

Juctumnnuaa (Moxyns) «Opraamsarust 1 Texnonorus JJOY» oTHocutces k 6a30BOi 4acTu
0J10Ka TUCHUIUIMH y4eOHOTO TUIaHa.

JUis OCBOGHHUSI UCIMIUIMHBI HEOOXOAWMBI KOMIIETECHIIMH, C(HOPMUPOBAHHBIE B XOJ€
U3YYEHHs CIENYIOLIMX AUCLMILINH U NMpakTuk: «JlokymeHToBeneHue», « OCHOBbI pOCCUMCKOIO
IIpaBa» U MPOX0XKAEHUS MPAKTUKH 110 JOKYMEHTOBEICHUIO.

B pesynbTare 0CBOCHMS TUCHMILIMHBI (POPMHUPYIOTCS KOMIIETEHIIMH, HEOOXOAUMBIE ISt
U3Y4YEHMs] CIEAYIOUMX JUCHMIUIMH M INPOXOXKIAEHWS MNpakTuk: «OpraHuzalnoHHOE
IPOCKTHPOBAHKWE B JIOKYMEHTALIMOHHOM OOECTIEYCHUHU YIIpaBJICHUs», «Jlenonpous3BoacTBo B
OpraHax rocyJapCcTBEHHOM BJIacTH U MECTHOT'O caMOYIIpaBJIEHUN», MeToauka palnuoHanu3auun
JOKYMEHTAIIMOHHOTO o0ecreyeHus yrpasieHus», «KoHpuneHnmaapHoe IeI0npou3BOICTBOY,
«HpopMaiMOHHBIE  TEXHOJOTMM B  JIOKyMEHTAIlMOHHOM  OOECIICYCHHH  YIPABICHUSY,
«PerynupoBanne JOKyMEHTAI[MOHHOTO OOeCneueHusl YIpaBlieHHs B aJMUHUCTPATHBHBIX

perylaMeHTax» v MPOXOKIACHUS IIPEAAUIIIIOMHON ITPAKTUKHU.

2. CTpyKTypa ANCHHUILIMHBI (MOLYJI51)

Cmpykmypa oucyuniaunsl (MoOyns) 01a 04HOU hopmbl 00yUeHUA
(2019 rox nadopa)

OO0mast Tpy10EMKOCTb AUCUUIIMHEL cocTaBisieT 4 3.e., 144 4., B TOM umcie KOHTaKkTHas paboTta
oOyyaromuxcs ¢ mpenojasaresieM 56 4., mpoMekyTodHas artectaumsa 18 4.,
camocTosTebHas paboTa 00yJarommxcs, B T.4. KypcoBas padota 70 4.



Ne |Paznen Bunsl yueOHo#i paboThl, (B yacax) @DOopMBI TEKYILETO
/11 | AUCIIATUTHHEL/ KOHTPOJIA (1o
TeMa KOHTaKTHas Heoensam ce-
mecmpa)
Q — E =
> = z = =
S a. e g s dopma
13 > .
e < § z = | § 4 & 3 2 _ [mpomesxyTouHoii
Q (D]
2 E e 2 g § 52k g £ § |arTectauun (no
a, T s o]
S1I1818 |BE |2, E5s |G & comcoman
1 |Ipeamer, 4 2 2
cojiepXKaHue,
3a/1auM Kypca
Pa3znen 2. Ucropus rocy1apcTBEHHOr0 AeJ0NPOU3BOICTBA
2.1 |Bo3HukHOBeHU |4 2 4 6 OueHka
€ U pa3sBUTHE MPAKTUIECKHUX
JIETIOTIPOU3BOJIC 3agaHuit
TBa B
YUPERKIEHHUSIX PTC
Poccun XVI -
XVII BB.
2.2 |denonpoussozc|4 2 4 8 Ouenka
TBO B MPAKTUIECKHUX
YUIPCKACHUAX 3aJaHuH.
Poccun XVIII B
u
PTC
2.3 4 2 4 8 OreHka
JHenonpoussoc HpaKTHiIeCKHX
TBO B 3aaHUI.
YUPERKIEHHUSIX IIpoBepxa u
Poccun XIX - OLICHKa
Hauasie XX BB. KOHTPOJBHBIX
pabor,
PTC
2.4 4 2 6
CraHOBIIEHHE U ITpoBepka u
Pa3sBUTHC ouenka PTC
JIETIOTIPOU3BOJIC
TBa B
COBETCKHX
roCy/IapCTBEHH
BIX




YUPEXKICHUIX.

Paznen 3. Opranusanusi ¥ TEXHOJIOTUS JOKYMEHTALIMOHHOIO o0ecreYeHnst

ynpasJienus B Poccuiickoit ®@enepanun

3.1 4 2 6 CobecenoBanue
Opranuzanus
JIOKyMEHTalU
OHHOT'O
obOecreueHust
yIpaBiaeHUS
3.2 |Opranusanus |4 4 4 6 Orenka
ciy:x0b1 JIOV. MPAKTUYECKUX
3aJIaHui,
KeMcoB
3.3 |Opranuszarus |4 2 4 6 OueHka
JOKyMEHT0000 MIPaKTHYECKUX
pota
3aJJaHul, KSHCOB
3.4 |Peructpanus |4 2 4 6 Orenka
AOKYMCHTOB H IIPaKTHYCCKUX
OpraHu3aIus
CIPaBOYHO- 3aJlaHuH,
WHPOPMAIOHH .
oro KEHCOB,
00CITy KHBaHHSI KOHTPOJIBHBIX
pabot
3.5 |Kontpoib 4 2 6 Ouenka
HCIIOTHEHNSI MPaKTUYECKUX
MOKYMCHTOB 3aJaHNM, KeHCOB
3.6 4 2 2 CobecenoBanue
Opranuzanus
JICTIOTIPOU3BO/IC
TBa 10
NPEIOKEHUAM
)
3asBIEHUAM U
’Kamodam
rpaXkIaH




3.7 2 4 6 Ormenka
XpaHeHue
MPAKTUIECKHUX
TOKyMEHTOB B e
TeJIOTIPOU3BO/IC 3aJlaHu, KecoB
'BE 4
PpraHu3aIuu
3.8 |Hanpasienus 2 2 CobecenoBanue
COBCPIICHCTBOB
anus 1I0Y 4
138 umoeosas
Oxzamen KOHMPONbHAS
paboma
Hroro 4 28 28 18 70

Cmpykmypa oucuyuniaunvt (Mo0y1s) 011 04HO-3A04YHOU POopMbl 00YUeHUA

(2017 ron Habopa)

OO0mast Tpy10EMKOCTb AUCLUIIMHEL cocTaBisieT 4 3.e., 144 4., B TOM umcie KOHTaKTHas paboTta
oOyuaromuxcs ¢ npenogasaresneM 40 4., mpoMexxyTouHas artectaums 18 4.,
caMmocTosTelbHas paboTa 00yJarommxcs, B T.4. KypcoBas pabota _ 86 4.

No |Paznen Bunbt yueOHO# paboThI, (B 4acax) DopMBbI TEKYIIETO
/11 | TUCIIATUTHHEL/ KOHTPOJIA (1o
TeMa KOHTaKTHas HeoesiM ce-
Mmecmpa)
Q — E =
= = z = =
S a. e g s dopma
] P> o
B = § 3 = = 3 £ 3 ;,% , |poMexyTOUHO
Q 1
2 515 % = § = E 2 & & |arTecTanuu (no
(5} L | O & T = g e 5 29
O |0 |ES |E o §= 8§ |0 5 &|cemecmpan
1 |[penmer, 4 2 6
coJepKaHue,
3a/a49u Kypca
Pasnen 2. Ucropus rocy1apcTBEHHOTO JIEI0IPOU3BOICTBA
2.1 |Bo3HukHoBEeHU |4 2 8 OueHka

€ U Pa3BUTUC

MPAKTUYECKUX




JICTIOTIPOU3BO/IC 3aJaHui’
TBa B
YUPEKIACHHUSIX PTC
Poccuun XVI -
XVII BB.
2.2 | denompoussosc|4 2 8 Ouenka
TBO B MPaKTUYECKUX
YUPSIKACHUAX 3aaHUMN.
Poccuu XVIII B
u
PTC
2.3 4 2 8 Omnenka
MPaKTUYECKUX
HenomnpousBosc .
TBO B 3aaHUMN.
YUPEKIACHHUSIX TIposepka 1
Poccun XIX - OLCHKA
Hayane XX BB. KOHTPOJBHBIX
pabor,
PTC
2.4 4 2 6
CranoBienue u IIposepka u
pasBUTUC onenka PTC
JICTIOTIPOM3BO/IC
TBa B
COBETCKHX
rOCyJIapCTBEHH
BIX
YUPEIKICHHSIX.

Pazjnen 3. Opranusanusi ¥ TEXHOJIOTUS JOKYMEHTALIMOHHOIO o0ecreYeHnst

ynpasJienus B Poccuiickoit ®@enepanun

3.1 4 2 6 CobecenoBanue
Opranuzanus
JIOKYMEHTAI!
OHHOTO
oOecrieueHns
yIpaBIeHUS
3.2 4 2 2 6 OneHka
Opranuszanus HpaKTHiIGCKHx
ciyx0st JIOY. 3aJlaHNH,
KeHCOB
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33 4 2 4 6 Orenka
MPAKTUYECKUX
Opranuzanus
JIOKyMEHT0000 3aJlaHuH, KEWCOB
pota
3.4 |Peructpamus |4 4 6 Ouenka
JOKYMEHTOB H MPAKTUYECKUX
opraHu3anus
CIIPaBOYHO- 3aJlaHHH,
UHPOPMAIOHH .
KeicoB,
oro
00CITy KIBAHHS KOHTPOJIBHBIX
pabot
3.5 |Kourpois 4 2 6 Ouenka
HUCIIOJIHCHUA IIPaKTHYCCKUX
MOKYMCHTOB 3aJaHUM, KeHCOB
3.6 4 4 6 CobecenoBanne
Opranuzanus
JICTIOTIPOM3BO/IC
TBa II0
MPETOKECHUSIM
b
3asABIICHUSIM U
)Kanobam
rpakaaH
3.7 4 6 Orenka
XpaHeHue !
MPAKTUYECKUX
IOKYMEHTOB B . 5
OMPOM3BOJIC 3aJaHNM, KeHCOoB
[BE 4
PpraHu3alnu
3.8 |Hanpasnenus 4 6 CobecenoBanue
COBEPIIICHCTBOB
anus [10Y
18 Umo206as
KOHMPONbHAS
Oxzamen P
paboma
Hroro 4 20 20 18 86
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(2019 rox Habopa)

OO0mast Tpy1oEMKOCTb AUCUUITIMHEL cocTaBisieT 4 3.e., 144 4., B TOM umcie KOHTaKkTHas paboTta
oOyuaromuxcs ¢ npenojasaresieM 32 4., IpOMEXyTodHas arTectaums 18 4.,
caMmocTosTelIbHas paboTa 00yJarommxcs, B T.4. KypcoBas pabota 94 4.

Ne |Pa3znmen Bunst yueOHoii paboThl, (B yacax) @DOopMBI TEKYILETO
/11 | UCIIATUTHHEL/ KOHTPOJIA (1o
TeMa KOHTaKTHast HeoensM ce-
mecmpa)
Q — E =
= = z = o
S a. e g = dopma
) > .
e < § z = | § 4 % § 2 _ [mpomesxyTouHoii
]
§ E e % = § = E g = § |arTectauun (no
an ar o QO
S 1128 B8 |2, 385 |8 § & cmoman
1 |[penmer, 4 2 6
colepxKaHue,
3a/1auM Kypca
Paznen 2. Vcropust rocy1apcTBEHHOTO JIETONPOU3BOICTBA
2.1 |Bo3HukHoBeHU |4 2 8 OueHka
¢ ¥ pa3BUTHE MPAKTUIECKHUX
JIEIIOTPOU3BOJIC 3a1aHHiT
TBa B
YUPEKICHUSIX PTC
Poccuun XVI -
XVII BB.
2.2 | denompoussosc|4 2 8 Ouenka
TBO B OPaKTUYCCKUX
YUPEKIACHUIX 3aJaHuH.
Poccuu XVIII B
u
PTC
2.3 4 2 8 Omnenka
MPAKTUYECKHUX
Henonpoussosc N
TBO B 3aJlaHui.
YUPSIKACHHUIX [IpoBepka u
Poccun XIX - OLIEHKa
Hadane XX BB. KOHTPOJIBHBIX
pabor,
PTC
2.4 4 2 6




12

CraHOBIICHUE B
pas3BuTHE
JIEJIOMIPOU3BOJIC
TBa B
COBETCKHUX
roCcyJapCTBEHH
BIX
VUPEKACHUSIX.

IIposepka u
ouenka PTC

Pa3nen 3. Opranusanusi ¥ TEXHOJIOTUS JOKYMEHTALIMOHHOIO o0ecreYeHnst

ynpasJienus B Poccuiickoit ®@enepanun

3.1 4 2 8 CobecenoBanne
Opranuzanus
JIOKyMEHTalu
OHHOT'O
obecreyeHust
yIpaBiIeHUs
32 4 2 2 8 Orenka
MPaKTUYECKUX
Opranuszanus o
ciyx0st JIOY. ajaHuH,
KeicoB
33 4 2 4 8 Orenka
MPaKTUYECKUX
Opranuzanus
JIOKyMEHTO000 3aJaHNM, KeHCOoB
pota
3.4 |Peructpamus |4 2 8 Ouenka
JIOKYMECHTOB H MPaKTUYECKUX
OpraHu3aIus
CIIPaBOYHO- 3aJIaHHMH,
WHPOPMAOHH .
KeicoB,
oro
o0CITy)KHBaHUS KOHTPOJIbHBIX
pabot
3.5 |Kourposs 4 2 6 Ouenka
HCIIOJIHEHHUS MPaKTUYECKUX
MOKYMCHTOB 3aJaHNM, KeHCOoB
3.6 4 2 6 CobecenoBanne
Opranuzanus
JICTIOTIPOM3BO/IC
TBa I10
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MNpCAIOKCHUAM
b
3asBJICHUAM U
Kanobam
rpaxkaaH
3.7 2 8 Ouenka
XpaHenwue L
MPAKTUIECKUX
TOKyMEHTOB B decKi
[EJTOTPOU3BO/IC 3aJIaHMH, KEHCOB
'BE 4
YpraHu3aluu
3.8 |Hanpasnenus 2 6 CobecenoBanne
COBCPIICHCTBOB
anus 1I0Y
18 umoeosas
KOHMPOIbHASL
Ox3amen p
paboma
Hroro 4 16 16 18 94

Cmpykmypa oucyunaunsl (MoOyns) 01 3a04HOU hopmbl

(2017 200 nadopa)

OO0mast Tpy10EMKOCTb AUCUUIIMHEL cocTaBisieT 4 3.e., 144 4., B TOM umcie KOHTaKkTHas paboTta
oOyyaromuxcs ¢ npenogasareneM 16 4., mpomexyTouHas arTectanus 9 4.,
caMmocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 119 .

Ne |Paznen Bunsl yueOHoM paboThl, (B yacax) @DOopMBI TEKYILETO
/11 | TUCIIATUTHHEL/ KOHTPOJIA (1o
TeMa KOHTaKTHast HeoenAM ce-
mecmpa)
Q — E =
= = z 5 o
S g, g g s dopma
=~ (v
e = § 2 = E 3 ¥ 3 ;,% , |IPOMERyTOUHO
Q |
2 515 % = § = E 2 & & |arTecTanuu (no
(5} L | © & T = g e 5 2%
&) S|lo |ES |HE o §5 8§ |0 5 &|cenecmpan
1 |Ipenmer, 4 2 10
COJIEpIKAHHE,
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3aj1a4u Kypca
4 10 CobOecenoBanue
Opranuzanus
JIOKyMEHTalU
OHHOT'O
obecreueHus
yIpaBiaeHUs
4 10 CobecenoBanue
Opranuzanus
ciryx051 10Y.
Opranmzamus |4 10 CobecenoBanue
JTOKYyMEHT0000
poTa
Peructpanus (4 2 20 Orenka
JIOKYMECHTOB H MPaKTUYECKHUX
OpraHu3aIus
CIIPaBOYHO- 3a7IaHUH,
WHPOPMAIOHH .
oro KEHCOB,
00CITy)KHBaHUS KOHTPOJIbHBIX
pabot
Konrtpons 4 2 20 O1enka
HCIIOIHEHNS MPaKTUYECKUX
JTOKYMEHTOB 3aJlaHUl, KENCOB
Opranuzamus |4 2 20 O1enka
JIETIOTIPOU3BOJIC MPaKTUYECKUX
TBa I10 3aJaHNM, KeHCOoB
NPEIOKEHUAM
, 3asBJIICHUSAM U
’Kamodam
rpaXkIaH
Hamnpasnenus 2 19 OreHka
COBEPILICHCTBOB MPaKTUYECKUX
anus JIOY 3aJaHuM, KeHCOoB
4
9 9 umoz2osas
KOHMPONbHAS
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Oxzamen

paboma

Htoro

119

(2018 200 naoopa)

OO0mast Tpy1oEMKOCTb AUCLUITIMHEL cocTaBisieT 4 3.e., 144 4., B TOM umcie KOHTaKkTHas paboTta
oOyyaromuxcs ¢ npenogasaresnieM 16 4., mpoMexxyTouHas aTTectanus 9 4.,
caMocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 119 .

Ne |Paznen Bunsl yueOHo# paboThl, (B yacax) @DOopMBI TEKYILETO
/11 | TUCIIATUTHHEL/ KOHTPOJIA (1o
TeMa KOHTAaKTHas HeoelaM ce-
mecmpa)
Q — E =
> = z = =
S a. e g = dopma
o P> .
% = § 3 = = 3 £ 3 ;,% , |poMexyTOUHO
1
2 515 % = § = E 2 & & |arTecTanuu (no
(5} v | © e =z & g o 5 2'¢g
&} S|lo |ES |2E o §5 8§ |0 5 &|cenecmpan
1 |IIpenmer, 4 2 10
COJIEpIKaHUE,
3aJa4d Kypca
2 4 2 10 CobecenoBanne
Opranuzanus
JIOKYMEHTAI!
OHHOT'O
obecreueHus
yIpaBIeHUS
3 4 2 10 CobecenoBanne
Opranuzanus
ciyx0st JIOY.
4 |Opranuzanus |4 2 10 CobecenoBaHue
JIOKYMEHTO000
porta
5 |Peructpauus |4 2 20 Orenka
HAOKYMCHTOB U HpaKTquCKHX
OopraHusanus
3aJIaHui,

CIIPaBOYHO-
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UHPOPMAIOHH KEMNCOB,
oro
00CTyKUBaHUS KOHTPOJIBHBIX
pabot
6 |KouTpoms 4 2 20 OueHka
UCTIOJTHEHHS MPaKTUYECKUX
MOKYMCHTOB 3aJaHNM, KeHCOoB
7 |Opranuszanus |4 2 20 OueHka
JEITOTPOU3BOIC MPaKTUYECKHUX
TBa I10 3aJaHuM, KeHCOoB
HPeIOKESHUAM
, 3SIBIICHHSM U
xanobam
rpaxiaaH
8 |HampaBnenus 2 19 Ouenka
COBEPILICHCTBOB MPaKTUYECKUX
anus JIOY 3aJaHUM, KeHCOB
4
9 9 Umo2o8ast
KOHMPONbHAA
Oxzamen P
paboma
Uroro 4 12 119
3. Copep:kanue TUCHUNIMHBI (MOLYJIs1)
Ne | HammenoBanue pasaesa Coaepxxanue
AUCHMILINHBI
1 1. Hasuauenue Kypca, Hpe,Z[MeT, COACPpIKaHHUC U 3ala4u Kypca.

HCTOYHHKH U JINTCPATypa

TepMuHOIOTHS OCHOBHBIX TIOHATUH B 001acTH
NeNONpPOU3BOACTBA, €€  HBomtonusa.  OleHka
TEPMHUHOB B OT€UECTBEHHOM JIMTEPATYPE.
B3aumMocBs3b OpraHu3aLuu "
TEXHOJOTUU TOCYJAapCTBEHHOTO JEJIONPOU3BOICTBA
c Pa3BUTHEM TOCYJAPCTBEHHOTO arlapara, €ro
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GYHKIMSAMH U CTPYKTYpOM. Ilepunonusanus
OCHOBHBIX ATAIIOB Pa3BUTHSI JEJIONPOU3BOICTBA.

OcCo0eHHOCTH M 3aKOHOMEPHOCTH PabOTHI C
JOKyMEHTaMH B yUpexkAeHusx Poccun B pa3nuyuHbie
UCTOPUYECKHE TEPHObl, UX INPEEMCTBEHHOCTh B
YCIIOBUSAX JIEATEIILHOCTH COBETCKOTO M POCCUICKOTO
rOCyJapCTBEHHOT'O arapara.

Mecto Kypca cpeaud JApPYrHX HM3y4aeMbIX
JTMCLUTUINH.

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

Jluteparypa 10 Hay4HOM OpraHu3aluu
ynpasieHdeckoro tpyaa B 1920 - 1930-x rr., ee
3HAYEHHUE JUUIs U3YUEHHUS Kypca.

Pabotsl mo pgemompousBoactBy  1960-x -
1980-x IT., ¢dbopmupoBaHue HOBBIX
palMOHANMN3aTOPCKUX HICH M WX OTpaXXeHHE B
UCTOYHUKAX U JIUTEPATYypE, MEPUOANIECCKON MMeYaTu.

CoBpeMeHHass crenualbHas JHUTEparypa,
yueOHUKH U yueOHble mocoOus. M3meHeHue
TEMaTHKH Hay4YHO MpakThdeckux pador B 1900-¢ -
2010-e IT. B CBS3U c CO3J1aHUEM
aBTOMATH3HPOBAHHBIX CHUCTEM JICJIONPOU3BO/ICTBA,
COBPEMEHHBIX CpeAcCTB KOMMYHUKAIIH,
OpPraHU3alMOHHON U BBIYHUCIUTEIbHON TEXHUKHU.
JlutepaTypa 1O TEOpMHM M MPAKTHKE YIpPaBICHUS
JOKyMeHTanuel 3a pyoekoMm. OIeHKa BO3MOXHOCTH

3aMMCTBOBAaHUA 33py6C)KHOF0 OIIbITa pa60TI>I C
AOKYMCHTaMHU

2.1. Bo3HUKHOBeHHE W pa3BUTHE

AeJIONPOU3BOIACTBA B
yupesxxkaeausax Poccun XVI - XVII
BB.

PernameHTanust 3aKOHOJATEIbHBIMU aKTaMHU
XVI - XVII BB. OTAEIBbHBIX CTOPOH CO3JAHUS M
odopmiteHus JIOKYMEHTOB, o0s13aHHOCTEH
“Cy»Kumpix” JIIOJIEH. Opranuzanus
JIeTIOTIPOU3BO/ICTBA B IIEHTPAIBHBIX YUPEKIACHUSIX
Pycckoro LEHTPATU30BAHHOTO rocyaapcTBa
(mpukasax), 1 MECTHBIX YUPEXKACHHUAX (IIPUKA3HBIX
n36ax), ero ocobeHHocTd. OCHOBHBIE 3TaNbl PAOOTHI
C JOKyMEHTaMH, JIeNTOTIPOU3BOICTBEHHbBIE
ornepauuu. CtonbuoBas popma Jenonponu3BOACTBA.

2. 2. [enonpousBOACTBO B
yupexkaeHuax Poccun XVill B

XapaKkTepUCTHKa «I'eHepanbHOrO
peryiaMeHTa» 1720 T. KakK OCHOBHOT'O
3akoHogarenpHoro akra XVIII B. mo opranuzauuu




18

JIeTIOTIPOM3BOICTBA. PernmaMeHTanus JOJKHOCTHBIX
0053aHHOCTEH CIIy’)KalluX B  3aKOHOAATENIbCTBE
XVIII B. Tabenb o panrax 1722 r. Ponb cexperaps
B KOJUIEKCKOM Jenonpou3BoicTBe. OcoOEHHOCTH
TEXHOJIOTUM  JIeNoNpou3BoAcTBa.  OpraHuzarus
apXMBHOTO XPaHEHHs JOKYMEHTOB.

«O6mree yupexaenue ryoepackoe» 1775 1. 0
NOpsiAKE  JITIOTIPOM3BOACTBA M yCTAHOBJIICHHE
UepapXuM B JOKYMEHTUPOBAHHH B3aMMOOTHOIICHHUN
HEHTPAJIIbHBIX M MECTHBIX YyupexaeHui. OTnuuus
TexHosioruu  jpenomnpousBoacrsa  XVIII B, ot
TEXHOJIOTUH MPEIIIECTBYIOIIETO MePHOAA.

2.

yupexaenuax Poceun XIX

3. Jlenonpomn3BOACTBO

Hayajge XX BB.

B

«O0mee YUpEXKICHUE MUHHUCTEPCTBY»
1811 r. Kak OCHOBHOW 3aKOHOJATEIBHBIM AKT IO
€AMHOOOPAa3HOMY TMOPSIKY JEIONPOU3BOJCTBA B
yupexaeHusix  XIX B. Co3gaHue  CUCTEMBbI
JIEJIONPOU3BO/ICTBA, COOTBETCTBYIOLLEH
€AMHOHAYATILHOMY TOPSIIKY MPHUHSATUS pPELICHUN B
LEHTpalbHBIX yupexnaeHusx Poccun XIX  B.
PernamenTanus qBUKEHUS TOKYMEHTOB.

TenmeHMU pocTa JOKYMEHTOOOOpOTa W
MEpbl MO €ro COKPAIICHUID B 3aKOHOJATEJBLCTBE
XIX B. Bnusiaue HOBBIX CpeICTB
JIOKyMEHTUPOBaHMUS, CBSI3U, KOIMUPOBATBHOM
TEXHUKH HA CHUCTEeMY pabOTBHl C JOKYMEHTaMH.
Pa3pabotka palroOHaTBHBIX cUcCTeM
JIEJIONPOU3BOJICTBA B OTAEIBHBIX BEIOMCTBAX H
3HQYEHUE OTOTO OmbITa I  NOCIEAYIOLIErO
pa3BUTHS AEIONPOU3BOICTBA.

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

24.

CraHoBJIeHHe W pa3BUTHE

ACJIONMPOU3BOACTBA

B

COBETCKHX TOCYAapCTBEHHBIX

YUpesKAeHHAX.

[Toucku parioHanbHBIX (POPM OpraHU3aALUU
nenornpou3BoacTBa B 1919 -1920-e roapi.

Hayuynas opranuzamust ymnpaBJI€HYECKOTO
TpyAa Kak Qopma OOIIECTBEHHOTO MABIKCHHS 3a
panMoHaIN3aIHIO rocanmnapara.

Co3nanue HAYYHO-HMCCIIEJOBATEIbCKUX
MHCTUTYTOB, BEZIOMCTBEHHBIX U BHEBEJOMCTBEHHBIX
OpraHoB panroHaIU3aIHH, ux
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HCCIIEIOBATENbCKASL IEATENBHOCT U MPAKTUUYECKUE
pa3paboTKK MO BHEIPEHUIO HAYyYHOW OpraHU3aIUH
ynpasieHueckoro tpyga (HOVYT).

OmnbiT pabotel OTaena agMHUHUCTPATHBHON
texuukn (ATO) HK PKU CCCP, akimonepHOro
obmectBa  «OprcTpoit», MHCTUTYTA  TEXHUKH
yIpaBICHUS 1o panoHaIn3anuu
JIEJIONPOU3BOJACTBA B LIEHTPAJIBHBIX M MECTHBIX
YUPEXKIECHUSAX.

XapaktepucTuka #  3HadeHue «OO0mmx
NpaBUJI JTOKYMEHTALUU M JOKYMEHTOO0OpOTa» Kak
MOTIBITKH  O0OOIEHUsI METO/0B palMOHATIH3AINU
NEJIONPOU3BOACTBA U BHEAPEHUS B IPAKTHKY
paboThl  eIMHBIX IpaBWJI OpraHu3allMd |
TEXHOJIOTHH JIEI0IPOU3BO/ICTBA.

JesrenbHOCTD I'maBHOTO apXUBHOI'O
ynpasieaus (I'AY) CCCP no wmeronuueckoMy
PYKOBOJCTBY JIEJI0NIPOU3BOJCTBOM.
Metoauueckue paspadotrku 'AY CCCP 1960-x rr.
10 OpPraHU3alluy U TEXHOJIOTMH JIEIO0IPOU3BO/ICTBA.
Coznanne u BHenpeHue OCHOBHBIX IOJIOXKEHUN
Enunoit roCy1apCTBEHHOM CHCTEMBI
nenonpousBoactsa (EI'CJl), ee 3HaueHue st
OpraHM3aliM JEJIONPOU3BOJCTBA B YUPEKIACHUIX U
OpraHM3alMsIX.

AKTHBHU3AIUA COBEPLIECHCTBOBAHUS
nenorpou3BoactBa B 1970-e — 1980-e rr. PazButue
TEOPETUYECKUX U MPHUKIAJHBIX HCCIEIOBAaHUI B
obnacTu COBEPILICHCTBOBAHHUS
JOKYMEHTAIMOHHOTO OOECIIEYeHHUs  YIPaBIICHHUS.
@opMUPOBAaHHE  KOHLEMLIHUHU JOY. e,
HazHaueHue, cocTaB  (OCHOBHBIX  IOJIOXKEHHM
I'CHAOY, xapakTepucTHKa OCHOBHBIX IMOJIOKEHUHN U
TEMaTUYECKUX Pa3AeiIoB.

3.1. Opranunzanus
AOKYMEHTAIIHOHHOT 0
olecrieyeHUs ynpaBJIeHHs

Hoxymenmayuonnoe obecneuenue
YNpaeneHus - 0CH08a MEXHOJI02ULU YNPAGIIEHUS.

ITonstue «JIOKyMEHTALIMUOHHOE
obecnieuenue ympasieaus» ([JOVY). CooTHomeHue
MOHSITHH «JZI€JIOTIPOU3BOJICTBOY,
«IOKYMEHTALIMOHHOE O00ecreueHne YyIpaBICHUN,
«yIpaBlIEHUE JOKYMEHTaMm. VYmpasnenue
JOKyMEHTaMU KaK COBOKYIIHOCTb JIEHCTBUM C
JOKYMEHTaMU OpraHu3aluu C LEJIbI0
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JOKa3aTciIbCTBA MMPOBCACHUA YHOPaBJICHUCCKUX

OIEepALIA. TpeboBanus K YIIPaBICHUIO
JOKYMEHTaMHU.
VYpasineHyeckas JIeATEIIbLHOCTh u

JOKYMEHTAIMOHHOE  00ecreueHue  yIpaBlICHHUS.
JIOKyMEHTaIlMOHHOE O0ecreyeHrne yInpaBiIeHHUs Kak
(GyHKIMS yNpaBlIeHUs, €r0 MECTO Cpelu JAPYrHx
¢byHKUMH yrpaBieHUs. 3HaUY€HHE JOKYMEHTOB IS
peanu3aliyd yIpaBICHYECKUX pelieHui. BrusHue
XapakTepa yIpaBJIECHUS, MPUHLUIIOB MPUHITHS
YIOPaBICHUYECKUX pELICHUH  Ha OpraHu3aluio U
TEXHOJIOTUIO  JOKYMEHTAI[HOHHOTO OOecreueHHs
yIpaBJIEHUS.

JloKkyMeHTaImoHHOe oOecrieueHue
yIpaBJIEHUS] KaK CUCTeMa paboOThl ¢ JOKYMEHTaMH.
@axToppl, BIMAIOIIME HAa €ro OpraHU3alUl U
TEXHOJIOTHIO B YUPEXKJEHUSAX, OPraHMU3alMsIX U Ha
NPENNPUATHSIX ~ Pa3iMYHbIX  OpraHU3alMOHHO-
npaBoBbIX (opM. OpraHu3alMoOHHBIC, IPABOBBIE,
coLMajIbHbIE U TICUXOJIOTUYECKUE AaCIEKThI
JOKYMEHTAITMOHHOTO 00ECTIeYeHHS yIIPaBICHUS.

Bausaue aBTOMaTHBHpOBaHHOfI TCXHOJOTHUHU
06pa6OTKI/I JOKYMCHTOB Ha JAOKYMCHTAIMOHHOC
obecrieueHue yrnpaBieHHS.

B3aumMocss3b JIOKyMEHTAllHOHHOT O
obecrieyeHus yIIpaBJICHUSA c XpaHECHUEM
JOKYMEHTOB B  apXMB€ OpraHu3alUd U B
rOCYJapCTBEHHBIX apXUBax.

Hanpasnenus cocyoapcmeennozo
pecyIuposanus 0elonpou3800cmed
6 1990-e — 2000-e 200w1.

XapakTepuCcTUKa  3aKOHOJATEIbHBIX U
HOPMAaTUBHBIX  IIPaBOBBIX  aKTOB  Poccuiickon
@enepanyuy,  periaMeHTHPYIOIUX  paboTy ¢
JOKyMeHTaMH.  HampaBieHus rocy1apcTBEHHOTO
perynupoBaHus. 3aKOHOAATENbHOE 3aKpeIuIeHUe
o0mux TpeboBaHM K JOKyMEHTaM WU CHCTEMaM
yTIpaBJICHUSL. OTBEeTCTBEHHOCTh 3a paboTy C
JOKYMEHTaMH U UX COXPAaHHOCTb.

XapakTepucTuKa HOPMAaTHUBHO-
METOAMYECKUX  JOKYMEHTOB  MEXKOTPaciIeBOrO
JNEUCTBUA.
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3.2. Opranmsanus ciayx0os1 J1OY.

OpranuzanuoHHbIE bopmbI
JOKYMEHTAIMOHHOTO  OOECIIEYeHUs  YIPaBIICHHUS.
dakTopsl, OTIpe eSO BBIOOp
OpraHU3alMOHHON bopmbI B KOHKPETHOU
OpraHu3aIHH.

OcHoBHas 11el1b, 33Ja4d U (PYHKIIUH CITy>KOBI
HOV.

Tunossle CTpyKTypHI ci1yx0b1 JJOV.

PernamenTarus byHKIUH
MOJIpa3ieIeHu i 0  JOKYMEHTAaIHOHHOMY

oOciy)xuBaHuio. TuMOBbIE U  HMHIUBUIyalbHBIC
nojoxenus o ciyx6e JIOY. Tumosoii ¢opmyisip
MOJIOKEHHS,  COCTaB  HMH(OpPManuM,  MOPAIOK
pa3pabOTKU U yTBEPKIACHUS.

JIOIDKHOCTHOM M YMCJICHHBIM  COCTaB
paboTtHHKOB ciy)0b1 JJOY. OyHKIMH paOOTHUKOB
CITYKOBI A0y (cexperapb CTPYKTYPHOT'O
oJIpa3aeieHus, CEKpeTaph PYKOBOJUTES,
MHCIEKTOP IO KOHTPOJIIO M T.J.). 3aKpEIJICHUE
OTBETCTBEHHOCTH M TOJIHOMOYMN pabOTHUKOB
cyx0b1 JIOY.  JloioKHOCTHast MHCTPYKLHMS Kak
OCHOBHOM HOPMAaTUBHBII JOKYMEHT,
OTIpeAEIAIOIUI OpraHHU3allMOHHO-IIPaBOBOE
noJjioXKeHue paboTHHKa. DOpMyIIsip JOHKHOCTHOU
MHCTPYKIIMM, COCTaB  HMH(POpPMALUH, MOPAIOK
pa3pabOTKU U yTBEPKIACHUS.

[Tonoxxenue o ciyx6e JIOY u gomkHOCTHAS
MHCTPYKLUS KaKk  HOpMaTHBHas  OCHOBa
pacnpeneneHus Tpyda MEXAy NOApa3fesIeHUusIMU U
VCHIOJIHUTEIISIMH.

WHcTpykuus 1O JEJIONPOM3BOACTBY -
OCHOBHOM HOPMAaTUBHBIN aKT, PETIaMEHTUPYIOLIUN
TEXHOJIOTHIO  JOKYMEHTAI[MOHHOTO  OOecreueHHs
ynpasiaeHus.  TunoBele W MHAMBHyalIbHBIE
uHCTpykuuu.  Ilopsmoxk  pa3paboTku,  cocTaB
uHpOpMAaLKK, IPaBUIIA YTBEPKACHUS U BHEAPEHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHU3alMM 3a
co0uroieHre TpeOOBAaHUHM HHCTPYKIIHH.

HopmupoBanue tpyna paOOTHHUKOB CITy>KOBI
JIOY, TunoBble  HOpPMAaTUBBl  BPEMEHHM  Ha
JeTOTIPOU3BOICTBEHHBIE paOOTHI.

PasmenieHue CTpyKTypHBIX IOAPA3ACICHUN
cyx0b1 JIOY. VYcnoBus Tpyna, opraHuzanus u
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o0opyoBaHuEe pabOUUX MECT.

[Topsimox xpaHeHHs TeyaTeld, OJIAHKOB U
IIpaBWJIa IIOJIb30BAHMS MMM. OTHKa JI€JIOBBIX
OTHOIICHUH, TICHUXOJOTUYECKHI acleKT paboThl ¢
JOKYMEHTaMHU. ITogroroska KaJIpOB
JeTOTIPOU3BOACTBEHHBIX ~ CITYXKO. Dopmbl
NOBBIIIEHUS!  KBATM(UKALMU  CIIEHUAIUCTOB B

oomactu JIOV.

3.3.
AOKYMEHT0000poTa

Opranuzanus

Ornpenenenue MOHSTHUS
«IIOKyMEHTOO000POT». OO0mue npuHIUNBL |
METOINYECKUE OCHOBBI OpraHH3aIiu
JTOKyMEHTO000pOTa, ux peanu3anus B

JNEUCTBYIOIUX TOCYJAapCTBEHHBIX HOPMAaTHUBHBIX
JOKYMEHTaXx.

Crpykrypa u oO0mas XapakTepHUCTUKa
JOKYMEHTOMOTOKOB.  O0BbeM JTOKyMEHTOOOOpOTA.
YdeT Konu4yecTBa JOKYMCHTOB.

IIpuewm, [IPOXOXKICHUE u MOPAAOK
WCTIOJTHEHUS MOCTYTAOLINX JTIOKYMEHTOB.
IlepBuunas AKCIEAUIIMOHHAs obpaboTka

JIOKyMeHTOB. llpeaBapuTenbHOoe  paccMOTpEeHHE
JTOKYMEHTOB. PaccmoTpenue JIOKYMEHTOB
PYKOBOJICTBOM OpPTaHM3ALUU, PUHITHE PELICHUS O
XapakTepe HMX  HCIOJHEHUS. Hanpasnenue
JOKYMEHTOB Ha UCTIOJIHEHHE.

JlocTaBka  JOKYMEHTOB  HCHOJHHTEISIM,
NOpSIOK WX TmpuemMa U rnepegaud. Pabota
UCTIOJIHUTEIIS C JIOKyMEHTaMH. JTarbl UCTIOJHEHHUS.
[Topsimox 0OpabOTKH OTIPABISAEMBIX JOKYMEHTOB.
[IpaBuna opraHu3anMu JBWXKEHUS BHYTPEHHUX
JOKyMEHTOB. HampaBieHuss CcOBEpUICHCTBOBAHHUS
JTOKYMEHTO000pOTa U MYTH €T0 COKPAIICHUSI.

TengeHuun pocra JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHu3aluUsX. Bnusiaue
aBTOMaTH3alMd  00paboTkM  HMHPOpPMaLuU  Ha
KOJINYECTBEHHBIE u Ka4eCTBEHHbBIC
XapaKTePUCTUKH JJOKYMEHTOO0O0POTA.

3.4. Perucrpanusi 1OKyMEHTOB H

OpraHu3aums
HH(}pOpMALMOHHOT 0

CIPaBOYHO-

Perucrpamuss ~ kak ~ cOCTaBHas  4acTb
texHoiorun  JIOVY. IIpuHuMnel  perucrpanuu
JOKYMEHTOB

XapaKkTepUCTHKa COBPEMEHHBIX
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00CcJTy;KMBaHMS.

perucTpanoHHbIX (opM, cocTaB HMHPOpPMALUU U
NOPSIOK  MX 3amojiHeHus. Pas3BuTHe crmoco0oB
perucTpaniu B rOCyJIapCTBEHHOM
JEeJI0NIPOU3BOJICTBE.

B3auMocBsI3p perucTpanyy JOKyMEHTOB C
opraHu3anueu CIPaBOYHO-UH(POPMALIMOHHOM
paboThl, opraHu3anueil KOHTPOJNS HCIOMHEHUS WU
nocneaytomei 00paboTKoi JOKYMEHTOB.

WNunekcupoBaHue JTOKYMEHTOB. 3HAaYCHUE U
npaBuia dbopmupoBaHus WHJIEKCOB.
WunekcupoBaHue  JIOKyMEHTOB B YCJIOBHSX
TPaIUIIMOHHON 00pabOTKHU TOKYMEHTOB.

[TpuHIMIBL TIOCTPOCHHUS HH(POPMAITMOHHO-
nouckoBbIx cucteM (UIIC) pyuHoro tumna, ux BUABIL.
WHudopmannoHHO-CIIPaBOYHOE 00CITy’)KUBaHUE
ammapara ympaBl€HUS B YCIOBUAX TNPUMEHEHUS
aBTOMaTH3upoBaHHbIX TexHosnorui JJOV. Ilouck u
UCTIOJIb30BaHUE UHpOpMaLIUU B
aBTomMatu3upoBaHHbIx UIIC.

10

3.5. KonTpoan
AOKYMEHTOB

HCIIOJITHCHHU A

®opmupoBanue TpeOOBaHUN K OpraHU3aLUU

KOHTPOJIS VCIIOJTHEHUS JIOKYMEHTOB B
JEeJI0NIPOU3BOJICTBE.

3HaueHue KOHTPOJISI 3a CpOKaMu
HCIIOJTHEHUS JIOKYMEHTOB B anmnapare
yIpaBJIEHUS. OcHoBHbIE IPUHLIMIIBI ero
OpraHM3alIiu.

3amaun  cayx6b61  JIOY 1o  KOHTpoio
UCIIOJIHEHUS JOKYMEHTOB. Kareropuu JOKyMEHTOB,
MOJJIeXKAIUE  KOHTPOJIIO Cpoku uCHOJHEHUS
JOKYMEHTOB. TE€XHOIOrUsI KOHTPOJIBHBIX OllEepaluil.

PernamenTel  BHYTpEHHEW  OpraHU3aLUU
(benepanbHBIX OpPraHOB HCHOJHUTENBHOM BIACTH
KaK OCHOBAa KOHTPOJI UCIOJIHEHMs JOKYMEHTOB B
rOCyJapCTBEHHOM amnmnapare Poccuiickoit
denepauuu.

O0o0menne, aHaaIu3 © HCIOJIbL30BAHHUE
JaHHBIX 00 WCIIOJHEHUH JOKYMEHTOB B YCIOBHUSIX
TPaJULMOHHON U aBTOMAaTU3UPOBAHHOM TEXHOJIOTUU
00pabOTKHU TOKyMEHTOB

ABTOMaTH3UPOBAHHBIE CUCTEMBl KOHTPOJIS
3a CpPOKaMU HCIIOJIHEHHSI JOKYMEHTOB, OIIBIT HX
IIPUMEHEHUS.
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11

3.6. Opranunzanus
AeJI0ONMPOU3BOACTBA no
NpeNIoKeHUsAM, 3asiBJIEHUSIM H©
JKaj100aM rpaxkaaH

OO011eCTBEHHO-TIOTUTUYECKOE U COIHATIBLHOE
3Ha4YeHHEe OOpalleHui TpakaaH. 3aKoHOAAaTelIbHas
pernmaMeHTanus ~ pabOTBl C  MPEUIOKECHUSMHU,
3asBJICHUAMU U KaJI00aMU rpaX</iaH.

®opMupoBaHue HOPMAaTUBHOMN 6a3bl,
periaMeHTHpYIOIEeH  OpraHM3aluio  paboThl  C
oOpalieHus MM TpaxJaH B  TOCYJapCTBEHHOM
amrmapare.

OcHoBHble 3amaun  ciayxOel  JIOY 1o
opraHuzaiuu paboTsl ¢ 0OpaleHUsIMU TPakJIaH, ee
ocobenHocTH. Onepanyu 1Mo NpueMy, perucTparum,
KOHTPOJIIO HCIOJHEHUS, TPUHATHIO PEIICHUH o
oOpamieHussMm  rpaxgadH. CpoKH  HCIOJHEHHS.
TpeboBanus K COAEpPKaHUIO OTBETHBIX IOKYMEHTOB.
®opMupoBaHUE U XpaHEHHE JEJT C TPEIOKEHUSMH,
3afBIICHUAMHU M jkajnobamu rpaxnaan. O6oOmeHue,
aHaTM3 W HCHOJb30BAHWE JAaHHBIX O paboTe ¢
OOpalIeHUs MU TPAXKAAH B alIapare yrpaBieHHsL.

Opranuzanus npuemMa  rpaxaaH B
rOCYJapCTBEHHBIX YUpeKIeHUsAX. DOPMBI U METOIbI
COBEPILICHCTBOBAaHMUS PabOTBl C  OOpaLICHUIMHU
rpaXxJaH B OpraHax TrOCYJapCTBEHHOW BIAcTH H
yIpaBiIeHUs, B OOIIECTBEHHBIX OPraHU3ALUAX.

[Tpumenenue aBTOMAaTH3UPOBAHHBIX
TEXHOJIOTUH  JUIsI ~ TMOATOTOBKM  OTBETOB |
OpraHu3aIIH MH(POPMALIMOHHO-CITPABOYHOM
CIIy’)KObI B YYpPEXKICHUAX C OONBIIMM OO0OBEMOM
oOpalieHuit rpakaaH.

12

3.7. XpaHeHHe JOKYMEHTOB B
A€eJI0TPOU3BO/ICTBE OPraHU3al UK

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

OCHOBHbBIE TIOJOKEHUS 3aKOHOJATEIBHOU
perinamMeHTauu XpaHEHUst JOKYMEHTOB B
Poccuiickoit denepauuu. Meroanueckue
JOKYMEHTBI 10 OpraHU3aluy XpaHEHHUS.

XpaHeHHEe  JTOKyMEHTOB B  CTPYKTYPHBIX
noApasacJICHUAX OpraHu3alun OTBETCTBEHHOCTb 3a
COXpPaHHOCTb AJOKYMCHTOB. OpFaHI/I3aI_II/I$I Cl'[paBO‘-IHOﬁ
pa60T51 " TOpAAOK BblAa4YU JOKYMCHTOB BO BpPCMCHHOC
NOJIb30BAHUE  IIPU  XPaHEHUM B CTPYKTYPHBIX
noapasacjICHUAX. XpaHGHI/Ie JOKYMCHTOB Ha
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HCTPAAUIIUOHHBIX HOCUTCIIAX.

COXpaHHOCTL AOKYMCHTOB IIpU pCOpraHru3anin
1 JIMKBUJAllH OpFaHI/I3aLII/If/’I.

Homenxnamypa oen

IlonsTne «HOMeHKNarypa nem». Hasnauenue
HOMEHKJIaTyphl en. HoMeHkatypa fen kak OcCHOBa
cUCTeMaTH3allud  JOKyMEHTOB B  LEIIX  HX
MOCTIETYIOIIET0 XPaHEHHUS.

TpeboBaHMs K COCTaBICHHIO HOMEHKIIATYPbI
nen. WX pernmameHTanysi B 3aKOHOJATEIbHBIX
aKTaX W HOPMATHBHO-METOJUYECKUX JIOKYMEHTax
MEKOTPACIEBOrO JEHUCTBHUS.

Buasl HOMEHKIIATYyp Jiell, X OCOOEHHOCTH U
Ha3HauYCHUE Meronuka COCTaBJICHUS
HOMEHKJIATyPBI Jelt: U3yueHHe cocTaBa
JOKYMEHTOB, pa3paboTka  Kiaccu(UKAIUOHHON
CXEMBI; COCTaBJICHHE 3arojlOBKOB Jel U HX
cUCTeMaTH3alkds C  Y4eTOM  YCTaHOBJICHHBIX
TpeGOoBaHUI.

[Topsimox  odopmileHUs, COTJIAaCOBaHUS U
YTBEP)KICHUS HOMEHKIIATYpHI Aen. CpoKu XpaHeHHUs
JTOKYMEHTOB

Hcnonb3oBaHue HOMEHKJIATYpHl  JIe1 B
OTIEPaTUBHOM XPaHEHUH M apXUBE OpraHU3alllu.

Opeanusayus u nopsi0oK hopmuposanus
oen

[Tonsitre “GopmupoBanue Aen’, OCHOBHBIC
TpeOOBaHUST K  TMPOBEACHHUIO DJTOH  PabOTEHL.
CoBpeMeHHass HOpPMaTHUBHO-MeToAMYecKass 0a3a,
ornpenensomas TpeboBaHus K GOPMUPOBAHUIO eI
B JICTIONIPOU3BO/ICTBE.

dopMupoBaHue el B OpraHU3alMsIX
pa3IUYHBIX YPOBHEH yIpaBlieHUs. 3aqaqd CITyKObI
JOVY u apxuBa opraHuzaluu 1o 00ECIEUECHUIO
KauecTBeHHOro (opmupoBanus nen.  [IpaBumia
dbopMUpOBaHHUS B Jela JIOKYMEHTOB pa3IUYHBIX
BUIOB. [IpuHIUNBI cucTeMaTH3alUd JOKYMEHTOB
BHYTpH JI€JL.

Opzanuaauwz IKCcnepmu3bl YeHHoCcmu
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OOKYMEeHMO8
ITonsTue “aKkcnepTusa LIEHHOCTHU
NOKyMeHTOB”.  HopmaTuBHO-MeTOOUYECKHE U

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

Opranuzanus paboThl  LIEHTPATBbHOM
skcnieptHoit  komuccuun  (LIDK) wu  skcneprHo#
komuccun (OK) yupexaenus (opraHuszanuu) IO
IIPOBEJICHUIO AKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB.
[Tonoxenune 00 skcnepTHOW Komuccuu. IlpaBa u
(GYHKIMM OSKCIIEPTHOW KOMHCCHH, TIOPSJIOK €€
paboThI. JlokyMeHTHpOBaHuE JESATEIILHOCTH
OKCIIEPTHOM  KOMHUCCHM.  OTambl  IPOBEACHUS
SKCHEPTH3bl LEHHOCTH TOKYMEHTOB. OdopmieHue
PE3YJIbTaTOB 3KCIEPTU3HI LICHHOCTH JOKYMEHTOB.

ITonsTue “nepeueHb JIOKYMEHTOB”.
Ha3nauenune wu HCIIOIb30BAHUE IIEPEUYHEH B
KaueCTBE OCHOBHBIX HCTOUYHUKOB II0 YCTaHOBIJIEHUIO
CPOKOB XpaHeHMA U 00ecredeHus eIUHCTBa
OIIEpaTUBHOTO XpaHEHus JIOKYMEHTOB B
JIEJIONPOU3BOACTBE U APXUBE OpraHU3aLUHU.

TunoBble M  BEJOMCTBEHHBIE IIEPEUHMU.
Hcnons3oBaHue  nepedyHed I COCTABJICHUS
KJ1acCU()UKATOPOB U HOMEHKIATYP /.

Iloozomoeka u ogpopmnenue oen

VYuudpukanus  TpeOOBaHMU K Jelnam,
claBacMbIM B apxuB. HopmaTuBHO-mMeTOAMUYECKHE
JOKYMEHTBl ~ MEXOTpacieBOro  JecrtBus 00
oopmuenun aed.

OcHoBHBIE TpeOOBaHUS K OOPMIICHHIO JIEI.
[TomHoe n wacTuyHoe odopmiienue nen. IlogmuBka
nen. Hymepanus nuctoB. 3aBepuTeibHasi HAIIUCh.
Buytpennss omnuck. OcdopmieHue OOJTOKKH el
IIOCTOSIHHOTO ¥ BPEMEHHOI'O XPaHEHUSI.

Onucu oen
ITonsTue «OIIHUCH Jem. IIpaBuna
COCTaBJICHUSA OIUCH Jen CTPYKTYPHOT'O
[OApa3IeICHHUS. Buner omuceit.  Odopmiienue

OITUCH JIeJI CTPYKTYPHOTO MOIpa3iCICHHUS.
Ilopsook nepedauu den 6 apxus
opeanuzayuu
[lepeqaua nem B apXuB  OpraHU3allWH.
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Bsaumoneiicteue cmyx6s1 JIOY u apxuBa mnpu
(GOpMHpPOBaHMM  OCHOBBI  JJISI  IOCJIEIYIOIETro
XPaHEHMS U UCIIOJIb30BAaHUS TOKYMEHTOB. EquHCTBO
OpraHu3alyy JOKYMEHTOB B JICJIOIPOU3BOACTBE U
apXuse.

13

3.8.

cosepmieHcTBOBaHus J10Y

HanpasJienus

praBJ’ICHI/Ie JAOKYMCHTAMHM KaK 4YaCTb CUCTCMbI
YHpaBJICHUA KauCCTBOM. CTaH;[ameauI/m mnpoucayp
YHpaBJICHUA AOOKYMCHTAMH KdK MCETOAWYCCKas OCHOBa
JACATCIBbHOCTH CJ'Iy>K6 AOKYMCHTAITUOHHOI'O obecreucHuUs
YIIpaBJICHUA B pOCCHﬁCKHX OpraHuv3anusiax.

Pa3Burne periaMCHTallui JOKYMCHTAIIMOHHOTO
obecrneucHus ypaBJICHUA. Ponp THIOBBIX PpEriiaMeHTOB
OpraHoB FOCYI[apCTBCHHOﬁ BJIaCTU U YIIPABJICHUA B
peryjiupoBaHid OOKYMCHTAIIUOHHOI'O obecrieueHus MX
JACATCIBHOCTH. BHy’I‘peHHI/Ie PCriiaMCHThBL 0p1"aHH3a].[HfI.

CoBepiIeHCTBOBaHNE JIOKYMEHTAI[IOHHOTO
obecrievueHusl yIpaBiIeHHs B TOCYAapCTBEHHOM arapaTe,
OpraHu3alusax  pa3IudHbIX  (QopM  COOCTBEHHOCTH
(rocynapCTBEHHBIX u HETOCYAapCTBEHHBIX).
VYnopsaodeHne OpraHU3allMOHHBIX (OPM M METOIOB
paboThI C TOKYMEHTaMH.

PernamenTtanuss ~ QyHKUMH, CTPYKTypel H
OpTaHU3alOHHO-IIPABOBOTO MOJIOXKeHUs ciyx0 JJOVY.

Bausaue HOBBIX  WH(OPMAIMOHHBIX
TEXHOJIOTHI Ha COBEPIICHCTBOBAaHWE YIPABICHYCCKON
nesrenbHocT 1 JJOY.

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

Ne Bunsbl yueOHoM
HaumenoBanme pasgesna O0pasoBaTe/ibHbIC TEXHOJIOTHH
n/m padoTsI
1 2 3 5
1. ([Ipeamert, conepxanue, |Jlexuus 1. BBoaHast ek ¢ UCIIOIb30BaHUEM

3aJa4M Kypca

BHUACOMATCPUATIOB

[ToaroroBka K JIEKIMH € UCIIONB30BAHUEM
npaBoBbIX 0a3 «KoHcynbTanty, «["apant» u np.,
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CaMocrosgrenbHas |caiita «Zakonbasey»: 3akoHogaTeabHas Oa3a
pabota Poccuiickoit ®enepanuu
Bo3unkHoBeHHE U Jlexmus 2. Jlexuusa-Oecena

pa3BuTHE
JIEIOMPOU3BOJICTBA B
yupexaeHusx Poccun
XVI - XVII BB.

[IpakTnueckoe 1

PaGota ¢  MeToamueckuMu
KOJUIGKIMSAMH JOKYMEHTOB (oHAa J1abopaTopuu
JOKYMEHTOBEJICHUS

MarcpuajiaMu,

[loaroroBka K JEKUMHU C WUCHONb30BaHHEM (POHIIOB
OoubmmoTeKn PITY u naboparopun
JOKYMEHTOBEACHUSI M NPAKTHUYECKOMY 3aHSTHIO B
COOTBETCTBHM C METOAMYECKHMH YyKa3aHHUSMH IO
BBITOJIHEHUIO PAKTHUECKUX 3aHATHH.

CamocTosTenbHas
pabota
JenonpousBoicTBO B Jlekmug 3. Jlexuus-Oecena
yapexaeHusx Poccun
XVIII B
[MpakTrueckoe Pabora ¢ MeTomMYeCKMH MaTepUaTaMH,
3aHATHE 2. KOJUIEKIIUSAMU TOKyMEHTOB (poHIa 1abopaTopun
JOKYMEHTOBCICHHS
[MoaroTroBka K JEKIUU C HCIIOJIb30BaHUEM (DOHIOB
OoubmmoTeKn PITY u naboparopun
JIOKYMEHTOBEJICHHUSI W TMPAKTHYSCKOMY 3aHSATHIO B
COOTBETCTBHM C METOAMYCCKUMHU YKA3aHUSMHU I10
CaMOCTOATENbHAS | g 1onHEHNIO0 IPAKTHYECKHX 3AHSTHIL.
pabora
JenonpousBoicTBO B Jlexmusg 4. Jlexuus-Oecena

yupexaenusx Poccun
XIX - pauame XX BB.

[IpakTnueckoe

Paborta ¢ MCTOAUYCCKUMH MaTcpuajiaMu,
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3aHATHE 3. KOJUICKIMSAMH JOKYMEHTOB (OHAA 1abopaTopuu
JOKYMEHTOBEJICHUS
[MoaroroBka K JIEKUUHM C MCIIOJIB30BaHHEM (HOHIOB
OoubmmoTeKn PITY u naboparopun
CaMocTosTebHast | JOKYMEHTOBEIEHUST U MPAKTHUECKOMY 3aHATHIO B
pabora COOTBETCTBUM C METOAMYECKUMH YKa3aHUSAMH IIO
BBITIOJIHEHUIO PAKTHUECKUX 3aHATHH.
Cranosnenue u passutue |Jlexmus 5. Jlexuus-nuckyccus
JIEIONPOU3BOJICTBA B
COBETCKHX
IOCYIapCTBEHHBIX CamocrosTenbHas [[TonroroBka K JIEKIMU ¢ HCIOIb30BaHUEM (POHIIOB
YUPCKIACHUAX pabora oubnuorexu PITY u nabopatopun
JOKYMEHTOBEACHUS/
Opranuszanus Jlexus 6. [Ipobaemuas nexuus
JOKYMEHTallHOHHOT O
obecrieyeHust
YHIpAaBJICHUA CamocrosTensHas |[IoAroToBKa K JIEKIIMU C HCIIOJIB30BAHUEM
pabota npaBoBbIX 0a3 «KoHcynbrant», «["apant» u np.,
caiita «Zakonbase»: 3akoHoarenbHas 0a3a
Poccuiickoit ®enepanuu
Opranuzanus cnyx0s1  |Jlexuun 7 Jlexums ¢ pa360poM KOHKPETHBIX CUTYaIUH
J0Y
PaboTa ¢ MeTogMUeCKMMU MaTepUaIaMH
na00paTopuu TOKYMEHTOBEICHNUS
[IpakTrueckoe
3aHdaTHe 4. [loaroroBka K JEKUWHU C WUCHONb30BaHHEM (POHIIOB
OoubIMoTeKN PITY u naboparopun
JOKYMEHTOBEJICHUSI U IMPAKTHUECKOMY 3aHATHIO B
COOTBETCTBUM C METOAMYECKUMH YKa3aHUSAMH IO
BBITIOJIHEHUIO TIPAKTUUECKUX 3aHITUIH/
CaMocrosTensHas
pabota
Opranuszanus Jlexuus 8. Jlexnms ¢ pa360poM KOHKPETHBIX CHTYaIlUi
JIOKYMEHT0000poTa

Paborta ¢ MCTOAUYCCKUMH MaTCpruaiaMunu
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na6opaT0pHI/1 JAOKYMCHTOBCACHU A

[IpakTHueckoe
3aHATHE 5.
[NoaroroBka K JIEKUUH C UCIIOJIB30BaHHEM (DOHIOB
OoubmmoTeKn PITY u naboparopun
JOKYMEHTOBEACHUSI M NPAKTHUYECKOMY 3aHSTHIO B
COOTBETCTBHM C METOAMYECKHMH YKa3aHHUSMH IO
BBITIOJIHEHUIO TIPAKTUUECKUX 3aHITUH/
CamocrosTensHas
pabota
9. |Perucrpanus Jlexuus 9. Jlexnms ¢ pa360poM KOHKPETHBIX CHTYaIlUi
JOKYMEHTOB H
OpTaHHU3alys CIIPaBOYHO-
WHPOPMALTUOHHOTO
00CITy KIBAHHS PaboTa ¢ MeTogMUECKMMU MaTepraIaMH
nabopaTopuu TOKYMEHTOBECHHUS
[IpakTnueckoe
3aHdaTHe 6.
[loaroroBka K JEKUMHU C WUCHONb30BaHHEM (POHIIOB
OoubIMoTeKn PITY u naboparopun
JNOKYMEHTOBEACHUSI M NPAKTHUYECKOMY 3aHSTHIO B
COOTBETCTBHM C METOAMYECKHMH YyKa3aHHUSMHU IO
BBITTOJIHEHUIO TIPAKTHUECKUX 3aHITUI
CaMocrosTenpHas
pabota
10. | KonTpons ncnonnenust  |Jlexkuus 10. Jlexnms ¢ pa360poM KOHKPETHBIX CHTYaIlUi
JOKYMEHTOB
[MoaroroBka K JEKIMH C HCMIOIB30BaHHEM (POHIOB
oubnuorexu PITY u nabopatopun
JOKYMEHTOBEACHUS
CaMocrosTensHas
pabora
11. |Opranuzanus Jlekmus 11. Jlexus-Oecena
JeTIONPOM3BOJICTBA TI0
MPEIIOKEHUSM,
3asBJICHUSIM H JKajo00aM
CamocTtositensHas |[loAroToBKa K JIGKIUH € HUIIOJIB300BaHIEM
pabota npaBoBbIX 0a3 «KoHcynbTant», «["apant» u np.,

caiita «Zakonbase»: 3akoHoarenbpHas 0a3a
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Poccuiickoit ®enepanuu
12. Jlextum 12 Jlexnms ¢ pa300poM KOHKPETHBIX CHTYaIlUi
XpaHeHHE JTOKYMEHTOB
3 JIEJIOIIPOU3BOJICTBE
bpraHu3anuu
PaboTa ¢ MeTogMUECKMMHU MaTepruanaMu
nabopaTopuu TOKYMEHTOBECHHUS
[IpakTrueckoe
3aHdaTue 7.
[NoaroroBka K JIEKUMH C MCIIOJIB30BaHHEM (DOHIOB
OoubIMoTeKN PITY u naboparopun
JOKYMEHTOBEACHUSI M NPAKTHUECKOMY 3aHSTHIO B
COOTBETCTBHM C METOAMYECKHMH YKa3aHHUSMH IO
BBITTOJIHEHUIO TIPAKTHUECKUX 3aHITUI
CaMocrosTensHas
pabota
13. |HampaBnenus Jlexmus 13. [IpobnemHuas nexuus
COBEPLICHCTBOBAHUS
J0Y
CamoctostensHas |[loaroToBKa K JIEKIIUH € HCIIOIB30BaHUEM (DOH/IOB
pabota oubnuorexu PITY u nabopatopun
JOKYMEHTOBEACHUS

5. OneHka IVIaHUPYeMBbIX Pe3yJIbTATOB 00y4eHusl

5.1. CucTremMa oLleHUBaHUA

®dopma KOHTpoIIA

Makc. KOIu4ecTBO 0aioB

3a oxHYy paboTy Bcero

Texkymuii KOHTPOIIb:
- cobece0BaHUE
- OLICHKA MPaKTHYECKUX 3aJaHui, KEHCOB
- KOHTpOJIbHAs padoTa (Temsl 2.1-2.3)
- KOHTpOJIbHAs paboTta (Tembi3.1- 3.4)

-PTC

5 6amnos 15 GamoB
5 6annos 25 bansnos
5 6amnos 5 6annos
5 6annoB 5 6amnoB
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5 bamnos 10 6amioB
[IpomMexyTouHas arTecTanus 40 6amnoB
(3KK3aMeH)
Hroro 3a cemecTp (IUCIUILTUHY) 100 G6amos

ITosy4eHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaly OIleHOK EBporeiickoii cucteMsl nepeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHHM ¢ TabnuIeit:

100-6amnpHas Tra S [Ixana

IIKasa PaRtHOHHas i ECTS

95 -100 A
OTIUYHO

83 -94 B

68 — 82 XOpOIIO 3a4TE€HO C

56 - 67 D
yIOBJIETBOPUTEIHHO

50-55 E

20 -49 FX
HEYIOBJIETBOPUTEIHHO HE 3a4TEHO

0-19 F
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5.2.KpuTepum BbICTABJIEHUS] OLIEHKH O AUCHUIIHHE

Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

COTIIMYHOY/

«324TEHO
(oTHYHO)»/

«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXET IIPOJAEMOHCTPUPOBATE 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTaLUU.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npo¢eCCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NTPABHJILHO 00OCHOBBIBACT IIPUHATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccHoHaIBHOM JIUTEepaType.

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

Komnerenmnuu, 3akpeni€HHuble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpouIo»/

«324TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JNOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATIBLHOM TUTepaType.

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

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Hlkana AUCHUIINHE AUCHUIINHE
ECTS
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHUI».
67-50/ «yIOBJIIETBOPH- BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
D TEJNbHOY/ YPOBHE TEOPETUUECKUI U IIPAKTUYECKUNA MaTepual,
B JIOIMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
(SATTCHO 3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.
(ynosnerBopu-
TEJIBHO)»/ OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJIOKEHUH NPU PELIEHUU
(GATTCHOY MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHON HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CIIO)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.
JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.
OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCcTaluu.
Komnereniuu, 3akperniéHnble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).
49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOyydaromemMycs, €ciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FEX MaTepHal, 10MycKaeT rpyOblie OUIMOKH IpU ero
HE 3a4TEHO

HU3JI0KCHHUHU Ha 3aHATHUAX U B XOA€ HpOMG)I(yTO‘-IHOﬁ
aTTcCTalluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKHUX ITOJI0KEHUN IIPU PELLICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHAAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U MIPHUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOH
JUTEPATyphI 10 TUCHUTUIHHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
I xana AUCHUIINHE AUCHUIINHE
ECTS

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

5.3. OueHouHble cpeacTBa (MATEPHAJIBI) VISl TEKYIET0 KOHTPOJISI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMH 00y4alOIHUXCS M0 JUCHUILIHHE (MOOY10)

Keijicbl qi1st Tekyiei aTrecTanuu:

1. CymecTByeT J1n B HACTOSALIEE BPEMs FOCYIapCTBEHHOE PETYJINPOBAHNUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJOTHEH 00pabOTKU TOKYMEHTOB (HAalpHUMep, ONpeIeIICHbI JIU TUIIOBbIE
orepary 00padOTKH JOKYMEHTOB, X TIOCTIEI0BATEIPHOCTh) B YUPEKACHUSAX, OPraHU3ALUAX U
Ha IPEIIpPUATHAX CTPAHBI?

Kakumu 1oKkyMeHTaMy JOJDKHBI WIIM MOTYT PYKOBOJICTBOBAThCSI KOHKPETHBIE CTPYKTYPbI
IIpY pELICHNH JaHHOTO Bompoca?

2. I[J'ISI PCHICHUA KaKMX 3aaa4 UCIIOJIb3YOTCA TOCYJapCTBCHHBIC CTAHAAPTLL B cq)epe
I[eJ'IOHpOI/BBOI[CTBa? HazoBute Takue CTaHAAapPThI.

Kakum 00pazom opraHu3zaius MOXeT JOOUTHCS OT CBOMX PaOOTHUKOB 00SA3aTEILHOTO y4eTa
nonoxeuut ' OCT?

3. OnHoli U3 BaXKHEHIINX SBIISETCS MPOOJIeMa COXPAHHOCTH (XpaHEHH) JOKYMEHTOB
opranusanuii. Kakumu npaBoBbIMM aKTaMH U TOCYIapCTBEHHBIMU MEXKOTPACIEBBIMU
JOKYMEHTaMHU CJIeyeT PyKOBOJICTBOBAThLCS IIPU €€ PELICHUU:

3aKkOHOAATEIbHBIE OCHOBBI XPaHEHUSI JOKYMEHTOB

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

HopmatuBHO-MeTOIMUECKUE TOKYMEHTBI, CO/IEPIKaIINe METOAUKY pabOTHI IO
OIEPAaTUBHOMY XPAaHEHMIO JOKYMEHTOB U IIOArOTOBKE MX K IIepeadye B apXUB OPraHU3aluu

4. PykoBoauTeENb NPEANPUATUS PACTIOPSINICS TOATOTOBUTH JOKYMEHTBI, KOTOpBIE
JOJDKHBI PETJIAMEHTUPOBATH IEATENIBHOCTE cIy>kO0b1 JIOY (kaHuenspun), opraHu3anuio u
MOPSI0K PaOOTHI C TOKYMEHTAMH.
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Brino pazpabdorano onoxxenue 00 nHGOPMAMOHHOW TOIUTHKE, OTUH U3 PAa3IeIOB KOTOPOTO
HazpBasics «Opranuzanus paboThl ¢ TOKYMEHTUpYyeMoil nHpopMatueii». B pazaene 3akperuisiics cratyc
KaHLESPUH KaK CIyKObI A€TONPOU3BOACTBA U (YHKLUH €€ COTPYJHHUKOB IO paboTe C JOKYMEHTaMH.

Onpenenure, Kakue OpraHU3alMOHHBIE TOKYMEHTHI 3aMeHHI c000ii paznen «Opranuzanus
paboThI ¢ TOKYMEHTUpyeMoil nHpopmMaruein». [IpaBomepHa i Takas npakTHka?

Kakoit CIc BHYTpCHHI/Iﬁ HOpMaTI/IBHBIﬁ JAOKYMCHT CJICIOBAJIO pa3pa60TaTI>, YTOOBI YCTaHOBUTH
e[[HHLIﬁ IMOPAAOK ACJIOITPOU3BOACTBA HA HpC,ELHpI/IﬂTI/II/I?

5.0npenenute nmopsAok cocraBieHus u opopmuenus [lonoxenus o cayxode JOV:

. paspabarsiBaeT (KT0?)

. MOJNHCHIBAET (KTO?)

. JIOJDKHO OBITH COTIIAcOBaHO (C Kem?)

. yTBEpKIaeT (KTo?)

. BBOJIUTCSI B ACUCTBHE (KEM MK YeM?)

= noanexKat nepecmoTpy (Npu Kakux
obcTonATeNbCTBAX?)

3aroiHUTE MPOIYCKH.

6. PaspaboTaHHas B opraHM3aumum MHCTPYKLUMA NO AeN0NPOM3BOACTBY COAEPKUT cneaytolme
TemaTuyeckue pasgens:

- Opranu3zanusi JOKyMeHT0000poTa

- Peructpanus 1oxkymMeHTOB

- KonTtpons 3a ucronHeHneM JOKYMEHTOB

- Howmenxknatypa aen

- XpaHeHne JOKyMEHTOB B CTPYKTYPHBIX TOAPa3ACICHUSX.

OTpa)KCH JIK B UHCTPYKIIUH BECh NPOIECC pa60TI>I C ,Z[OKYMCHTaMI/I?
Ecmn HCT, KaKMUMHU pasaciiaMnu Br1 ObI JOITIOJTHHUJIN I[aHHBIﬁ JAOKYMCHT.

ObocHyiiTe cBOE peleHHe.

7. IHCTPYKUMA NO AeN0NpPon3BOACTBY — 3TO 0653aTesbHbI AOKYMEHT ANA BCeX paboTHUKOB
OopraHun3aumMm Uan ToNbKO ANA ee CAyXbbl Aenonponssoacrsa?
Kto 1 kakum 00pa3zom onpenenser cepy pacnpoCTpaHSHUS JAHHOTO TOKyMEHTa?

8. Komnanust UMeeT HECKOJIBKO OTJENEHNUN, OJTHO U3 KOTOPBIX PACIIONAraeTcs B TOM K€
3aHHUH, YTO U IIEHTPATIbHBIN o¢uc. [pyrue oTeneHus pacroiokeHbl B pa3HbIX paioHax
ropoja.
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Kak Oyzer oprann3zoBaH JOKYMEHTOOOOPOT KOMIIAHMH B 3TOM cliy4ae: OyJeT Ju
LEHTpaJIbHBIN o(rc paboTaTh CO BCEMH TOKYMEHTAMU KOMITAHUH (OCYIIECTBIAThH
[IEHTPAJIN30BaHHbIHN MTPHEM BCEX JOKYMEHTOB, UX PETHUCTPAIINIO, BECTH CIPABOYHYIO padoTy,
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB U T.JI.) WJIM TIepeiacT 3TH GpyHKIUM B oTenenus? Ecnu
nepezaact, kakoa 0yzer poisb cinyx0s1 IOV nenrpansHoro opuca? Kak Oynyt padorats ¢
JOKYMEHTaMH OT/EJICHHUS, HAXOSIIEMCS B TOM e 3/IJaHUH, YTO U IIEHTpaJIbHBIN ouc?

9. HCpBI/I‘-IHaSI o6pa60T1<a JAOKYMCHTOB, MIOCTYIIUBIINX B KOMIIAHUIO I10 IMMOYTE, CBOAUTCA K
CICAYIOIICMY. P a6OTHI/IKI/I, BBITTOJIHAIOIIUEC 3Ty ONCPAllUI0, BCKPBIBAIOT U TYT K€ YHUYTOXAIOT KOHBCPTHI,
MMPOCTABJIAIOT HAa BCCX NJOKYMCHTAX, B TOM YHUCJIC, (bHHaHCOBLIX, 6YXFaHT€pCKI/IX u T.II., ITaMII O
MOCTYIVICHUH JOKYMCHTA B OpraHU3aIluIo0 U NCPCAAOT UX UHCIICKTOPY MO pCrucTpalu. I/IHCHCKTOP
npoCMaTpuBaCT JOKYMCHTELI U (1)I/IKCI/IpyeT B pCTUCTpAlMOHHBIX (bopMax, MMOMHUMO IPOIUX CBC,E[GHI/Iﬁ,
KOJIMYECTBO JIMCTOB K HAJTUYHC HpI/IJ'IO)KeHI/Iﬁ K JOKYMCHTaM.

OHpeI[eJ'II/ITe, KakKue Tpe60BaHI/I$I K Iporneccy HCpBI/I‘{HOﬁ O6pa6OTKI/I JOKYMCHTOB B JaHHOM
CJIydyac¢ HapylmaroTCsA, U KaKUC HCTATUBHBIC MMOCICACTBUA 3TUX HapyI_HCHI/If/’I JUIA KOMITAHUA MOTYT
MMPOABUTLCS BIIOCJIICACTBUMA .

10. HOMOH_[HI/IK PYKOBOAUTCIIA, IIPEABAPUTCIILEHO TPOCMOTPEB JOKYMCHTAIUTO, ITOCTYIIUBIIYIO B
OpraHus3alnuro, BCIO €€ NepeaacT pyKOBOAUTEIIIO. B MNnarky ¢ 10KyMCHTaMU BKJIA/IbIBACTCA MMMCHbMCHHEIN
KOMMCHTapI/Iﬁ 0 COCTAaBC MOCTYNMUBIIUX NJOKYMCHTOB, KOPPECIIOHACHTAX, aApcCaTax U COACPKAIIUXCA B
KaXKIA0OM JOKYMCHTC BOIIpOCax.

B yuem cocTout HazHaucHue Oornepanuu «IpeaBapuTCIbHOC paCCMOTPCHUC ):[OKYMGHTOB»?
HpaBI/IJ'IBHO JI1 €0 IIOHUMAroT B I[aHHOfI OpFaHI/I3aLII/II/I?

11. O6ma;1 TCXHOJIOTUA pa60TI>I C JOKYMCHTAaMHU B OpraHU3aliu COCTOUT U3 TUIIOBLIX onepaunﬁ:

. IIPUEM JIOKYMEHTOB;

. nepBUYHasg 00paboTKa JOKYMEHTOB;

.

. perucTparus;

. paccMOTpeHHe JOKYMEHTA PyKOBOAUTENIEM U ONPECTICHHE XapaKTepa peIeHus

BOIpoca (Pe30IoLus);

. MOCTAHOBKA JJOKYMECHTA Ha KOHTPOJIb;
. MOJITOTOBKA MPOCKTA JOKYMEHTA;

= odopmIIeHHE U COTTIACOBAHNE;

. yIIOCTOBEPEHHE;

.

. OTIIPaBKa U3 OpraHU3aIINY;

,HOHOJ'IHI/ITC NEpEUCHb HEAOCTAOIINMHU ONICpAllUAIMUA
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12. B cOOTBETCTBHH C TOCYJaPCTBEHHBIMU MEXOTPACIEBBIMU IOKYMEHTAMH B HH(POPMAIIHOHHO-
MOKCKOBYIO cHcTeMy 1o JokyMeHTam opranuzanuu (MI1C) Bxogst: peructpams, HHIASKCanus,
(dbopMupoBaHUe 1eIl.

KakoBo HazHauenue kaxoi cocraistomieid UI1IC? Yto mo3BosseT 00bSIUHUTE UX B OJIHY
cucremy? Kak OHU MOT'YT UCIIOIB30BATHCS NIPU TTOUCKE JJOKYMEHTHOH MH(pOpManun’?

13. B peructpanuosHbie (OpMbI BXOSIINUX TOKYMEHTOB OpraHH3allvs BHECA CIICIYIOIINe
JIaHHBIE:

JaTa MoJIyucHud, BXO,Z[}ILL[I/Iﬁ peI‘I/ICTpaLII/IOHHI:If/i HOMCpP, KOPppCCIOHACHT, HOMCP U J1aTa
HOKYMCHTA, KpaTKOC COACPKaHUC, PE3OJIIOLUA PYKOBOAUTECIIA OpraHnU3aliu, pyKOBOJAUTCIIb
CTPYKTYPHOI'O NIOAPA3ACTICHUSA, PE30JTIOLUA PYKOBOAUTCIIA MMOAPA3ACICHUA, UCIIOJTHUTCIIb.

Onpexenute, COOTBETCTBYIOT JIM OTH JaHHBIE PEKOMEHAYEMOMY COCTaBY PEKBU3UTOB
peructpaunonHoi ¢popmbl. UmeeT nu ciayx0a Ieonpon3BOICTBa MPAaBO BKIOYATh B PETUCTPALIMOHHBIC
(OpMBI PEKBU3UTHI 110 CBOEMY YCMOTPEHHIO?

14. Cucrema perucTpanyy B OpraHu3alui IMEeT CMELIaHHy10 (JopMy, IPH KOTOPOH 4acTh
JOKYMEHTOB (TIOCTYyMaloINe Ha UMsI PYKOBOZMTEIIS, IPUKA3bl U AP.) PETHCTPUPYIOTCA B CIyx)0Oe
JIENIONPOU3BOJICTBA, & OCTANIBHBIE — B CTPYKTYPHBIX OJPA3ACICHUAX.

B ciyx6e nenornpon3BoacTBa BceM 0e3 HCKITIOUEHHST JOKYMEHTaM PUCBanBaeTCsl MHACKC,
COCTOSIIIMHI U3 MOPSAKOBOTO HOMEpa IOKYMEHTA B COOTBETCTBYIOLICH TpyIIe (HapuMep, BXOIIIINX
JOKYMEHTOB) U JTUTepHI «Py», 03HavYarome «pykoBOACTBO», Hanipumep, P 45. B cTpyKTypHBIX
MOJpa3eNICHUSAX PETUCTPALMOHHBIA HHACKC COCTOUT U3 MHIIEKCA CTPYKTYPHOTO NOApa3aesieHus (110
BHYTPEHHEMY KJIACCH(PHUKATOPY CTPYKTYPHBIX OAPa3ACICHUI) M MOPSAKOBOrO HOMepa, Hanpumep, 3-25
i 4-12 u 1.1

YewMm Takoi MOPpAAOK UHACKCUPOBAHUA HE COOTBETCTBYCT YCTAHOBJIICHHBIM Tpe6OBaHI/IﬂM?
Pemenne xakux I/IH(l)OpMaL[I/IOHHO—HOI/ICKOBI:IX 3aa4 yCJIOXHAIOT TaKUC I/IH,ZLCKCBI?

15. [lena B opranu3zanuu GOpMHUPYIOTCS ¥ XPAHATCS CIEeIyIOIUM 00pa3oMm:

CIICIUAJIUCTBI OTACJIIOB 3aBOAAT MAIIKKW, B KOTOPBIC BKJIIAIbIBAIOT JOKYMCHTBI, KaCaroIHUCCa
peHICHUA OTACIBbHBIX BOIIPOCOB. Ha o6nosxkax IIOMCHIAOTCA (baMI/IJ'II/II/I 1 MHUIIHUAJIbI HCITOJIHUTENEH U
YKa3aHUC Ha KOHKPETHOC HAIIPABJICHUC CT0 ACATCIbHOCTU, HAIIPUMCD!

A.C. TepeHTbEB

H3rorosyienne n yCTaHOBKA CBETOBOI peKJIaMbl

B teuenue roza B TaKOM MAaIlKe HAKaILIMBAIOTCS Ppa3InYHbIC JOKYMCHTEI, C KOTOPBIMU
MMPpUXOAUTCH pa60TaTB CIICIIUAJIUCTY B paMKax I[aHHOﬁ HpO6JIeMI>I. B uucie JOKYMCHTOB BCTPCYAKOTCA
MUCbMA-TIPCJIOKCHU S, MNCbMA-OTBCThI Ha IMMPCJIOKCHU A, TMCbMa-pCKiIaMaliui, JOroBOPhI U
MPUIIOKCHUSA K JOTOBOPAM, aKThI, IIPOTOKOJIBI U JIP. Ecmm CIICHUAJINCT pa60TaeT HE C OI[HOﬁ
OpFaHHSHHHCﬁ, TO BHYTPHU MANKU OH MMOMCIIACT KAPTOHHBIC PA3ACIIUTECIIN C YKA3aHUEM KOHKPCTHBIX
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OpraHu3alni-KOHTpareHToB. Korjga TOKyMEeHTOB CTAHOBHUTCS CIIMIIKOM MHOTO, 3aBOJSIT BTOPYIO (TPETHIO
U T.7.) MIANKy C TaKOH e HAAMUCHIO U YKa3aHUEM, UYTO 3TO BTOPOE (TPEThE U T.1.) IENO:

A.C.TepenTbeB

MN3roToBneHne 1 ycTaHOBKa CBETOBOM peKkaambl. No 2

B KOHIIC roja Iamnky mnoMeuiaroTcCs B H_IKEI(I), B OTACJICHUSA, IIIC XPAHATCA JOKYMCHThBI
OIPCACICHHBIX CIICHHUAJINCTOB.

Taxoi NOPAAOK XpaHCHUSA JOKYMCHTOB OOBIACHSIOT TEM, YTO HMCHHO TaK CIICIIHAJINCTaM y,Z[O6HO
pa6OTaTI> C JOKYMCHTAaMU B TCUCHUC ACITONMPONU3BOACTBCHHOIO I'0/1d, UCKATh NOKYMCHTHI ITOCJIC
OKOHYaHHA pa6OTBI C HAMH U 00€CIIEUnBaTh UX COXpPAaHHOCTb, TaK KakK Ka)K,Z[BIfI CIICOUAJINCT 3HACT CBOI
BOIIPOC U, 3HAYUT, CBOU JOKYMCHTBI.

CornacHusl 1 Bel ¢ Takum o0bsicieHreM? KTo B TakoM ciydae OyAeT HECTH OTBETCTBEHHOCTb
3a obecrieyeHne COXPaHHOCTH TOKyMeHTOB? OOOCHYHTE CBOH OTBET.

16. B Teuenue roga y opraHu3aliuy NOSIBUINCH HOBbIE HAIIPABJIECHUS AE€ATEIbHOCTU U
HOBbIE napTHepbl. HoBast pabota O6buta mopydeHa AByM otaenaM. Kak ciencTsue, mosBUIINCH
3HAYUTEIBHOE KOJIMYECTBO HOBBIX JIOKYMEHTOB, KOTOpPBIE HE OBLIH MPEyCMOTPEHBI
JNENCTBYIOIIMMH HOMEHKIIATYPaMu J€JI JaHHBIX OTEIIOB.

PykoBoauTenb opraHnu3aiiy CBOMM MIPUKAa30M 00513a1 BHECTH U3MEHEHHS B
HOMEHKJIaTypy Aeil. B pe3ynbrare 3TO CBEJIOCH K COCTABICHUIO B CEPEIMHE I'0J1a HOBBIX
HOMEHKJIATyp JeJ1 ABYX OTAEI0B. PyKOBOAUTENb OPraHU3aluy UX YTBEPAUIL.

[Touemy Takue AecTBUS HE MOTYT OBITh IPU3HAHKI ITpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO ¥ 0()OPMIICHUIO HOMEHKJIATYPHI /1€ ObLIIH HAapyIIEHbI?

17. [locne ommuOOYHOr0 YHUUTOKEHHS Psijia BXKHBIX JIOKYyMEHTOB B KOMITAHUU OBLIIO
MIPUHATO PELIeHNE O CO3IaHuM dKcnepTHON Komuccun (JK) u pazpaboTke BHYTPEHHUX
HOPMATHBHBIX IOKYyMEHTOB, PETYIHMPYIOLINX €€ NesITeIbHOCTb.

B neiicTByroniue KOpmopaTUBHbIE TOKYMEHTHI, pETJaMEHTUPYIOIIUE e TeIbHOCTh
CITy>KOBI I€TIOMPON3BOJICTBA U TIOPSIOK PaOOTHI C TOKYMEHTaMU KOMITAHUU OBLITH T00ABJICHBI
COOTBETCTBYIOIIME pa3ieiibl, B KOTOPBIX OBLIHM OMpEAEICHbI CTaTyC, COCTaB, MpaBa, 00A3aHHOCTH
3K u nops10K NpoBeeHUS IKCIIEPTH3bI IEHHOCTH JOKYMEHTOB.

B ¢ynkumu OK ObU10 BKITIOUEHO CleyIomiee:

- IPOBEpPKa MPABUIBLHOCTH OPOPMIICHHS JOKYMEHTOB;

- YYeT IOKYMEHTOB;

- OTIpE/IeTICHUs YCIOBUIM XpaHEHUs IOKYMEHTOB;

- IpoOBepKa KayecTBa (POPMHUPOBAHHUS JET;

- YUeT JIeJI C JUTUTEIbHBIMUA CPOKAMH XpaHEHHS;

- OTOOp J1eN Ha XpaHEHHE U YHUUTOXKEHHE;

- OTIpe/IeICHNE CPOKOB XpaHEHHUs JOKYMEHTOB;

- OTIpe/IeICHNE TIOJTHOTHI COXPAaHHOCTH JOKYMEHTOB KOMIIaHHH.
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Kakue Hapymenus 0but1 gonynieHsl npu co3ganuu JK ?
Kakue, Ha Bam B3risiz1, pyHKIMU HE COOTBETCTBYIOT Ha3HaueHuto DK U He BXOIAT B
MOHSITHE «3KCIEPTU3A EHHOCTU JOKYMEHTOB»?

18. HacTp BXOAAIIMX U UCXOAAIINX TOKYMEHTOB OpraHU3aliy NIPEACTaBIEHA B
a51eKTpoHHOH popme. [Ipu moAroToBKe A€ K nepegade B apxuB BCTAN BOIIPOC, B KAKOM BUE UX
HY>KHO C/1aBaTh: B BHJIE IMCKOB MJIM MEPEBEICHHBIX HA OYMa)XHYIO0 OCHOBY TPaJUIIMOHHBIX
JOKYMEHTOB.

CTOpOHHUKH TIepeBOJIa IOKYMEHTOB B TPAJAULIMOHHYIO OyMaXXHYIO (hopMy
MOTHBUPOBAJIN CBOIO TOUKY 3PEHHS TE€M, YTO HE U3BECTHO, 0 KaKOH (hopMe 10IIKHA OBITH
COCTAaBJICHA OIUCH HA JIEKTPOHHBIE JOKYMEHTBI, U KaK OIPEIEIUTh CPOK UX XPAHCHHUS.

Kak 651 Bl moctynuinm B JanHOoM citydae? MO>KHO JIH ONPeAeTUTh CPOKU XPaHEHUS
TaKUX JJOKYMEHTOB M (hOpMY OMHCH, IO KOTOPOH OHU MOTYT OBITH IIEpE/IaHbl B ApXUB?

IIpumep BapuaHTa TeCTOB AJIs KOHTPOJIbHOI padoThl
Bapmuanrt 1

1. HpaBI/ma ACIOIPOU3BOACTBA B q)e):[epanLHbe OopraHax HCIOJHUTEIBHON BJIacTH M
MGTOZ[PI‘ICCKI/IC PEKOMCHAAIINU 110 pa3pa60TKe I/IHCTp}/KLII/If/’I nmo ACJIONpOU3BOACTBY B (be):[epanLHbe
opraHax HCIOJHUATEILHON BIIACTH OBLIU NPUHATHI B rony.

Kakue n3 NEPCUNUCICHHBIX BOIIPOCOB MCTOI[I/I‘ICCKI/IC PEKOMCHAAIIMNU PCKOMCHAYIOT BKJIOYUTL B
HUHCTPYKIOHUIO IO ACJIONPOU3BOACTBY:

o mpaBujia COCTABJICHUS U 0(1)OpMJ'ICHI/I$I JOKYMCHTOB
. MpaBUiIa OPraHU3anry JTOKYMEHT0000poTa

o mpaBuWjia peTuCTpau U KOHTPOJIA

o IpaBWjia XpaHCHUSA JOKYMCHTOB

o mpaBuia O6pa6OTKI/I OJICKTPOHHBIX JTOKYMCHTOB

. npaBuiIa nepenavr GaKCHMUIBHBIX COOOLICHNI

o mpaBuWjia XpaHCHUS DJICKTPOHHLIX TOKYMCHTOB

2. OTMETETE B CITMCKE THITOBEIC HAa3BaHUS CJ'Iy>K6 ACJIOIIPOU3BOACTBA:
o Otnen nenonpou3BoJICTBA

J Otnen 1OKyMeHTO000poTa

e VYnpasnenue nenamu

° Kannenspus

J OO6mwuit oten

o Perucrparypa

o Cekperapuar

L4 OT,Z[GJI KaJApoOB U ACJIOIPOU3BOJACTBA



3.

41

OTMETBTE B  CIIHCKE CTPYKTYPHOC MOAPA3ACIICHUC, KOTOPOC pa3pa6aTI>IBaeT

I/IHCTI)YKLII/IIO 10 ACIONPOU3BOACTBY, U JOJLKHOCTHOC JIMIIO, KOTOPOC YTBCPKAACT 3TOT JOKYMCHT :

Cnyx6a 10Y

IOpumnueckas cinyxba opraHu3aru
Kanposas ciry:x6a opranusaruu

Otxen Tpyaa v 3apIuiaThl
PykoBoaUTETh OpraHnu3aIiK
PykoBOAUTETH KOMIETHATLHOTO OpraHa

C Kako# AaThl HAUMHAET JCHUCTBOBATD MHCTPYKIIMS. ..ottt e

4. HpOHYMepyfITe MMPpaBUJIBHYIO IIOCJICAOBATCIIbHOCTE ACJIONPONU3BOJCTBCHHBIX onepam/lﬁ 1o

IIOATOTOBKE 1 06pa60TI<e HUCXOAAIIUX JOKYMCHTOB:

pa3paboTka MpoeKTa JOKYMEHTa
odopmiieHre agpecaTa

3aroJ0BOK K TEKCTY

OTIpaBKa

oopMITeHHE IPUTOKEHHSI
MPOCTABJICHHUE OTMETKH 00 UCTIOHUTETIC
BHU3bI COTJIACOBAHHUSI

MOJIITUCAHUE

perucrpanus

5. Peructpauuu noanexar:

BCC IMOCTYIUBIINC U OTIIPABIIACMBIC NTOKYMCHTHI

TOJIBKO BHYTPCHHUC JOKYMCHTEIL

TOJIBKO OIICPATUBHBIC U CPOUYHBIC JOKYMCHTHI

TOJIBKO AOOKYMCHTHI, MOCTYIMUBIINEC U3 BBIMICCTOAIINX OpFaHI/I3aL[I/II71 " OTHPABJISICMBIC UM
HOKYMCHTHEI, Tpe6y}oume yucTa, UCIIOJIHCHUA U UCITIOJIb30BAHUA B CIIPABOYHBIX LCIIAX

KOHTpOJIl)H])Ie BONPOCHI U 3aJaHUA AJIA HpOMe)KyTO"lHOﬁ aTTeCTAalluUd II0 UTOraM OCBOCHHUA

AUCHUIINHBI:

1.

Oco0eHHOCTH CUCTEMBI ICTONPOU3BOACTBA B LIEHTPAIBHBIX yupexaeHusx Poccun XVI-

XVI., XVIII, XIX BB.. HanpasieHus u crioco0b! paliioHaIH3aIMH JSIOTPOU3BOJICTBA B YUPEKICHUIX
Poccun XIX - pau. XX B.

2. HanpasneHus novcka palroHaIbHBIX (OPM OpraHU3alMHU AEIONporu3BoAcTBa B 1920-¢

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

4. Haub6osnee 3Haunmble pa3paboTKH akKIIMOHEPHOT 0 ob1ecTBa «Oprerpoiiy,
WNHucTuTyTa TEXHUKH ynpasiaeHus B 1920-e roasl.

5. Xapakrepuctuka 1 3HaueHue « OOIIMX MpaBUII JOKYMEHTAINH U
nokymeHToobopora» (1931 r.)

6. IlporpaMMbl COBEpLICHCTBOBAHUS ACIONPOU3BOJICTBA, IPUHSITHIC HA MEXKOTPACIEBBIX
coBemanusax 1941, 1960 rr.

7. HampaBneHUs TEOPETUYCCKUX W MPUKIIAIHBIX UCCIICIOBAHUHN B 00JIaCTH
COBEPILEHCTBOBAHUSA Jenonponu3BoacTa B 1970-1980-¢ roasl.

8. TocymapcTBeHHOE perynupoBaHue aeaonpon3BoacTsa B 1990-¢ — 2000-e roabt

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

10. Opranuzanus cinyx0s61 JJOY. OcHOBHas 11e11b, 3a1a4 U (PYHKIIUU CITYKOBI, ee
JOJKHOCTHOM U YMCJICHHBIM COCTaB.

11. TumoBsle BUIBI U CTPYKTYPHI ci1yx0 JJOY.

12. JlokanbHbIe aKThl, PETJIaMEHTHPYIOIINE OPTaHU3allMI0 JIeJI0Npon3BoAcTBa. HazHaueHue,
cocTaB HHPOPMAIUH, TOPAIOK Pa3pabOTKH U yTBEPIKICHHUS.

13. MHCcTpyKuus 1o aenonpous3BocTBy. HazHadeHune, cTpykTypa TEKCTa, MOPSI0K
MTOATOTOBKH.

14. TloHsATHE «TOKYMEHTOOOOPOT», IPUHIIMIIBI €T0 OPraHU3alNuU. XapaKTePHUCTHKH
JTOKyMEHT0000poTa

15. Oransl tokymeHToo0opoTa. Onepanuu, KOTOPbIE BHITOIHIIOTCS MIPU padoTe C
BXOJSALIMMH TOKyMEHTAMHU

16. Dransl tokyMmeHToo00poTa. Onepanuu, KOTOPbIE BHITOIHIIOTCS MIPU padoTe C
UCXOAIIUMHU JOKYMEHTaMU

17. Dranbl TOKyMEHTOO00pOTA. ONepaIii, KOTOPbIEC BBIMOIHSAIOTCS C BHYTPEHHUMU
JOKyMEHTaMHU

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

19. IlonsiTust «perucTpanus J0OKyMEHTOB), «MHIEKCUPOBAHNE JOKYMEHTOBY.
3Ha4yeHue u rnpasuiia GOpMUPOBAHUS UHIICKCOB

20. 3HaueHue KOHTPOJSA 3a CPOKaMH MCIIOJIHEHHs JOKYMEHTOB B ammnapare
ynpasieHus. TpeOoBaHUS K OpraHU3alMyi KOHTPOJISI UCIIOJHEHUS JOKYMEHTOB B
JIEJIONPOU3BOACTBE. 3a/1a4yll KOHTPOJIBHOU JEATENBHOCTH.
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21. Cpoku UCTIOIHEHUS JOKYMEHTOB. TE€XHOJIOrUs KOHTPOJIS 32 CPOKAMH UCIIOJIHEHUS
JOKYMEHTOB.

22. 3akoHOJaTeNbHAs PETJIAMEHTAIUS U METOANYECKOEe 00ECTIeUeHNEe OPTaHU3aIiH
XpaHEeHUs NJOKYMEHTOB B Poccuiickon @enepannu.

23. Opranuzanys TEKYIIEro XpaHEeHUs1 JOKYMEHTOB B JIEJIONPOU3BO/ICTBE
OpraHu3aIMK U 00ecTIeYeHne UX COXPAaHHOCTH

24. HomeHknatypa 1iell, €€ Ha3HaueHHUE B JIEJI0NPOU3BOACTBE. Buabl HOMEHKIATYp
nen, ux ocobennoctu. TpeOoBaHus K HOMEHKJIAType e, UX 3aKPeIUICHHE B HOpPMaTHBHO-
METOJINYECKUX JOKYMEHTaX MEKOTPACIEBOrO ACHCTBHUS.

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

26. [IpaBuia hopMupOBaHHUS B JIea JOKYMEHTOB Pa3InYHBIX BUIOB. [[pUHITUTIEI
CUCTEMaTU3alUU JOKYMEHTOB BHYTPH JIE]L.

27.Ilonsatue ‘“‘FKcnepTu3a ILEHHOCTH NOKyMeHTOB”. HopmaTtuBHO-mMeTOOMUYECKHE
U TEOPETHUUECKHUE OCHOBBI IIPOBEIECHUS IKCIIEPTU3bl. [IpUHIMIIBI U KPUTEPUHN IKCIIEPTU3BI
LIEHHOCTU JOKYMEHTOB.

28. Opl"aHI/I3a]_[I/I$I pa60T1>1 0 TPOBCACHUIO SKCIICPTU3bI LCHHOCTU JOKYMCHTOB.
HOKyMeHTI/IpOBaHI/IC JCATCIBHOCTH BKCHCpTHOﬁ KOMHUCCHH U O(l)OpMJ'ICHI/Ie €C pC3YyJIbTATOB.

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

30. Onepaum/l 0 NOATOTOBKE JOKYMCHTOB K IIEPCAav€ B apXUB OpTraHU3alUuU.

31. OcHoBHble TpeOoBaHUS K OPOPMIICHHIO JIeJT IIPU UX MOATOTOBKE JUIS IEpeJadn B
apXx#B opraHu3anuu. YacTUUHOE U MOIHOE 0POpPMIICHHE.

IIpuMepHEBIe TeMBI KypCOBBIX padoT:

IIpuMepHBIe TeMBI KYpCOBBIX padoT:

1. PersameHTanus AelONpPOU3BOACTBA B 3aKOHOJATEIIBHBIX aKTaxX JOPEBONIIONMOHHON Poccun.

2. Cayx0bl JeI0IPOU3BOJCTBA B YUPEIKACHHUAX JOPEBOTIOLUOHHON Poccun.

3. TexHonoruss JeNONPOM3BOJACTBEHHBIX omnepauuid B yupexaeHusx Poccum (16-
1788B.,188B.,198.)

4. PanuoHanu3anus A€J0NpOU3BOJACTBA B yupexaeHusx Poccun B 19 - Hau. 20 BB.

5. HanpaBneHus pauvoHaIM3alMKU JEJIONPOU3BOACTBA B LIEHTPAIBHBIX U MECTHBIX
yupexaeHusx B 1920-e rogsi.

6. O030p oreuectBeHHOM auTeparypsl 1920 - 1930-x rr. (1960 - 1980-x rr., 2000-2018rr.) 1o
BOIIPOCaM J€JI0IPOU3BO/ICTBA.

7. Pa3BuTHe 3aKOHOJATENBbHOW periiaMeHTalMu padoTel ¢ JOKyMeHTamH B Poccuiickoit

O®epepanuu B 190-e-2010rr.
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8.  AHaIM3 HHCTPYKUMH TIO JAEJONPOHM3BOACTBY (HA NpuUMepe HHCTPYKIUHA KOHKPETHON

OpTaHU3aIKN)

9. Ananu3 IOHKHOCTHBIX MHCTPYKIMHA paboTHHKOB ciyx0bl JIOY (Ha mnpumepe
MHCTPYKLNN KOHKPETHOI'O YUPEXKIEHUS).

10. Ananu3 CTpYKTypbl W (QYHKUMH CcayxObl Jelonpou3BOACTBAa (HA TNpUMeEpe
KOHKPETHON OpraHHU3aLiy).

11. Opranuzauus padoTs! ciayx0s1 IOV (Ha mpuMepe KOHKPETHOW OpraHU3aLuy).

12. Opranuzanusi JOKyMEHTOOOOpOTa (Ha MpHUMEpe KOHKPETHOH OpraHu3aluu) u
OCHOBHBIE HaIIPABJICHUS €T0 COBEPIIECHCTBOBAHUS.

13. Opranusanus perucTpanyy JOKyMEHTOB (Ha IpUMepe KOHKPETHON OPraHU3allun).

14. Meronpl opranu3alii KOHTPOJIS 3a UCIIOJHEHUEM JOKYMEHTOB MPU TPAJAULUOHHOM
JIEJIONPON3BOCTBE.

15.  Opranusanus paboThl ¢ 00pAICHUSIMHU IPAXKIAH B FOCYAAPCTBEHHBIX YUPEKICHUSX.

16. Meronnka cocTaBJI€HNs HOMEHKJIATYPbI 1€ YUPEKICHNUS.

17. IIpobGaembl 3KCTIEPTU3HI LIEHHOCTH TOKYMEHTOB B JI€JIOMPOU3BOJICTBE.

18.  OmpbIT opranu3zauuy paboThl ¢ JOKYMEHTaMH 3a PYOEKOM.

6. YuyeOHO-MeTOAMYecKOEe U MH(POPMALIMOHHOE 00ecneuyeHue TUCIUIJIMHBI
6.1. CnuCOK HCTOYHHKOB H JINTePaTypbl
Hctounuku

@denepanbHbiii 3akoH OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
@eneparun»  // [DnexktponHslid  pecype]. — M., 2019. - Pexum gocrymna:
https://base.garant.ru/12137300/.

®enepanbhbiii 3akoH OT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHus oOpalieHuit
rpaxnaan Poccuiickoit deneparumy»// [Onekrponnsid pecype]. — M., 2019. — Pexxum noctymna:
https://base.garant.ru/12146661/.

[Tocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «OO6 yrBepxkaenuu [Ipasui
JIeTIOTIPOM3BOICTBA B (peiepalbHBIX OpraHax HCHOJHHUTENBHOM BiacTw»// [DIEKTPOHHBIN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

[Tocranosnenue IIpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yTBep>KACHUU TPaBUII
oOMeHa JOKyMEHTaMH B JJIGKTPOHHOM BHJE I@pU OpraHu3alud  HH(OPMAIIMOHHOTO
B3auMoneicTeus//  [DnexkTpoHHbli  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/70832680/
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Metoandyeckre PeKOMEHIAIUMU 10 pa3pabOTKe HMHCTPYKIMA IO JEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BJIACTH, YTBEpP)KICHHBIE Mpuka3oM PocapxuBa oT 23
nexadbps 2009 Ne 76 // [DOnekrponnbii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast MHCTPYKIHS IO JEJIOMPOU3BOACTBY B FOCYJapCTBEHHBIX OPraHU3ALUIX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

[Tpuka3 Munkynstypel Poccun ot 31.03.2015 Ne 526 «OO0 yTBep»KACHUU NpPaBUII
OpraHM3ali XpaHEHMs, KOMIUIEKTOBAaHUS, y4€Ta U MCIOJIb30BaHUS JOKYMEHTOB ApPXHMBHOTO
¢donna Poccuiickoit @enepaluu U APYrUX apXUBHBIX TOKYMEHTOB B OpraHax rocyaapcTBEHHOU
BJIACTH, OPTaHaX MECTHOT'O CaMOYIIPaBJICHUS U OpraHu3alusix» // [DnekTpoHHbIi pecypc]. — M.,
2019. — Pexxum poctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopMmauuu, OMOIMOTEUHOMY U
U3JIaTENIbCKOMY Jleny. YTmpaBieHue nokymeHTamu. OOmue TpeOoBanus. // [DIEKTpOHHBIN
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JieJ0. TepMHUHBI U ONpPENeIeHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

JlonoTHUTeIbHbIE HCTOYHUKH

[TIpodeccuonanbubiit  crangaptT  «Crnemuanuct MO OpraHu3allMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIIEUCHUIO YIPABJICHUS OpraHU3aLuUei», YTBEP)KICHHBIM NPHUKA30M
Muntpyaa Poccun ot 06.05.2015 Ne 276w // [DnextponHbld pecypc]. — M., 2019. — Pexxum
nocryma: https://base.garant.ru/71064518/.

[Tpodeccuonanbublii  crangapT «CHeUUaluCT 1O  YNPaBICHUIO JIOKyMEHTaIuen
OpraHu3alyu», YTBEP)KIACHHBIM IpUKa3oM MuHHCTEpCTBAa TpyJa M COLMAIBHOM 3allUThI
Poccwuiickoit ®@eneparuu ot 10.05.2017 Ne 4161 // [DnexrpoHHsId pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeyeHb THUIOBBIX YNPABICHYECKUX AapPXUBHBIX JIOKYMEHTOB, 0O0pasymoomuxcs B
IIPOLIECCE AEATEIbHOCTU TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U
OpraHu3alMii, C YKa3aHHEM CpPOKOB XpaHEHUs, YTBEPXKICHHBIM IpuUKa3oM MuHucrepcrsa
KynbTypsl PO ot 25.08.2010 Ne 558 (B meticTB. pen.) // [DnekTpoHHBIN pecype]. — M., 2019. —
Pexxum noctyna: https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.
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JIurepartypa

beikoBa T.A. JlokyMeHTallMOHHOEe  OOecleyeHHe  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocodue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTyIIa:
http://znanium.com/go.php?id=942800/

Bbo6suieBa M.I1. HekoTopsie 0COOEHHOCTH COBPEMEHHOTO TIOKyMeHTooOopoTa // Becthuk PITY.
2015.  Ne2.  [OnexktpoHHBIM  pecypc]. — M., 2019. — Pexum  pocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

beikoBa T.A. O HekoTophIX mpobiiemMax cdepsl yrpaBieHHs IOKyMeHTaMu B Poccuiickoii
@eneparun / Bectnuk PITY. 2014. Ne2. [OnextponHsiii pecypc]. — M., 2019. — Pexum
nocrymna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

6.2. Ilepeuenb pecypcoB HHGOPMAIUOHHO-TEJEKOMMYHUMKAIIMOHHON  CeTH

«HHTepHeT»

[TpaBoBblie 6a3bl JaHHBIX: Www.consultant.ru, www.garant.ru.

7. MaTtepuajJibHO-TeXHMYECKOe o0ecreyeHne JMCUMILIUHBI (MO1YJIs1)

AymuTopun sl TIPOBEEHMSI JIEKUMA M CEMUHAPCKMX 3aHSATUI C TEXHUYECKUMHU CpefcTBaMU
00y4eHHs (MyJIbTUMEMA-TIPOEKTOP (BUICONPOEKTOP), 3KPaH (IIEPEHOCHOI I CTALIOHAPHBIN)).

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npogeccuonanbubix 6a3 nannpix (b1) n
uHgopmMauuoHHo-cnipaBoynblie cuctem (MCC) (2017 r.)

1. Ilepeyens 11O

Tabauya 1
Nen Haumenoanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuommoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE

3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
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7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2
Nen/nn HaunmenoBanue

Web of Science

Scopus

MexyHaponsblie pedpepaTiBHbBIe HayKoMeTpuieckue b1, mocTynHbie B pamMkax
HalyoHaJIBLHOM mogmcku B 2017 1.

2017 r.

SAGE Journals

HpO(bCCCI/IOHaJII)H])IC MOJTHOTEKCTOBBIC BH, AOCTYINHLIC B paMKax HaIIPIOHaJIbHOfI NOANNCKU B

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global

Kypnainbl Taylor and Francis

JSTOR

[Tpopeccronanbhbie nonHOoTEKCTOBLIE BT

M3pnanus o oOeCcTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

I'apanT

Koncyabrant [1ntoc,

KOMHI)IOTCPH])IC CIIPABOYHbIC NPABOBLIC CUCTEMbBI

Cocras nporpammuoro odecneuenusi (I10), coppemennbix npogeccuoHanbHbIx 6a3 gaHHbIX (BII) u
uHgopmMauuoHHo-cnipaBoyHblie cuctem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenoanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuoHmoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
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2. Ilepeyens B u UCC

Tabauya 2

Nerr/

HanmeHnoBanue

MexyHaponsblie pedhepaTiBHbIe HayKomeTpuieckue b1, mocTynHble B paMKax
HalyoHaJabHOM nognucku B 2018 r.

Web of Science

Scopus

IIpodeccronanbHble nomHOTEKCTOBBIE B, HOCTYNMHBIE B paMKaxX HAMOHAJILHOM MOANVCKY B
2018 r.

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnainbl Taylor and Francis

[Tpocpeccronanbhblie nonmHoTeKCTOBLIE BT

JSTOR
M3pnanus 1o oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KOMHI)IOTCPH])IC CIIPABOYHbIC NPABOBLIC CUCTEMbBI

Koncynbsrant Imoc,
I'apanT

Cocras nporpammuoro odecnieyenusi (I10), coppemennpix npogeccuonanbupix 6a3 nannpix (b1) n

uHgopmMauuoHHo-cnipaBoynbie cuctem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1
Neni/ Haunmenosanue 1O ITpoussopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonroe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

2. Ilepeyens B u UCC
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Tabauya 2

Neri/im HaumenoBanue
Mexynaponsslie pedpepaTiBHble HayKoMeTpuueckue B, mocTynHble B paMkax
HalyoHajabHOM nognucku B 2019 r.

Web of Science

Scopus

IIpodeccronanbhble nosHOTEKCTOBBIE B, HOCTYNHBIE B paMKax HAlOHATIBHO MOJVCKY B
2019r.

Kypnanbr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainel Taylor and Francis

DJIEKTPOHHbIE U3[laHKs U3/IaTebCTBA Springer
[Tpopeccronanbhbie nonmHOoTEKCTOBLIE BT

JSTOR
M3pnanus no oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaM
KoMnbloTepHble cipaBOYHbIE IPABOBbLIE CUCTEMbI

Koncynbsrant Imoc,
I'apanT

8. OoOecneyenne o00pa3oBaTeJIbHOIO Ipouecca Jsi JHMI € OrpaHMYEeHHBIMHU

BO3MOKHOCTSAAMMU 310POBbA 1 HHBAJIUI0B

B xoze peanuzanuy JUCHUIIIMHBL UCTIOJIB3YIOTCS CIIEAYIOIINE JOIIOIHUTEIbHBIC
METObI 00YUYEHHS, TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEKYTOUHOW aTTeCTAIHH

00ydaromuxcs B 3aBUCUMOCTH OT UX UHIUBUAYATbHBIX OCOOCHHOCTEH:

o JJ1s1 CIICIIBIX U CJ'Ia6OBI/II[$IIJ_[I/IXI

- JICKIIUHU O(i)OpMJISIIOTCSI B BHUAC JJICKTPOHHOI'O AJOKYMCHTA, AOCTYINHOI'0 C MOMOIIBIO
KOMIIBIOTCPA CO CIICHUAIIN3UPOBAHHBIM IIPOTrPpaMMHBIM 06GCHC‘-IGHI/IGM;

- IMHUCBMCHHBIC 3aJaHUWs BBIIIOJIHAOTCA Ha KOMIIBIOTCPE CO CHCHHUAIIM3UPOBAHHBIM
nporpaMMHbIM OGCCHC‘IGHI/ICM, HJIK MOT'YT GBITB 3aMCHCHBI YCTHBIM OTBCTOM;,

- obecrieuynBaeTCs HHIMBUYallbHOE paBHOMEpHOE ocBemieHrne He meree 300 IoKc;

- IJId BBINMOJIHCHUA 3alaHUA IIpU H€06XO,Z[I/IMOCTI/I MpeaoCTaBIACTCA YBCIUMYUBAIOIICC

YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYMBAIOIINX YCTPONCTB;
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- MUCHbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEINYSHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (popMe WM BBINOIHSIOTCS B NMHUCHMEHHOMN
(dbopme Ha KOMITBIOTEPE.

J IUISL TIIYXHMX M C1a00CIbIIAIINX

- Jekuud o(OpMIIIOTCS B BHJIE S3JEKTPOHHOTO JOKYMEHTa, JHOO MpPeJoCTaBiISAeTCs
3BYKOYCWJIMBAOILAsl allapaTrypa MHANBUAYAIbHOIO IIOJIb30BaHUS;

- MUCHbMEHHBIE 3aJ[aHUs BBIMOJIHAIOTCS HA KOMITBIOTEpE B MUCbMEHHOU (opMme;

- 9K3aMeH M 3a4€T MPOBOJATCS B INHUCHBMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
poBe/ieHue B (popMe TeCTUPOBAHMUS.

J JUIS JIUL ¢ HApYLIEHUSIMU OIIOPHO-JBUTATEIbHOTO aIapara:

- JIGKIUU OQOPMIISIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTA, JOCTYIHOI'O C IOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- NHMCHbMEHHBIE 3aJaHMsl BBINOJIHSIOTCS Ha KOMIIBIOTEPE CO CHELUAIN3HPOBAHHBIM
MPOrPaMMHEIM 00€CTICUeHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (popMe WM BBINOJHAIOTCS B NMHUCHMEHHOMN
(dbopme Ha KOMITBIOTEPE.

[Tpy HEOOXOIUMOCTH MpelyCMaTpUBACTCS YBETUUYEHUE BPEMEHHU JJIS TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeACHUST  NPOMEXKYTOUHOM  aTTecTauuu Uil OOydaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUAYAJIbHBIX ICUXO(PHU3MUECKUX O0COOEHHOCTEH.
IIpomexyTouyHast arTecTanusi MOXKET IIPOBOIAUTHCS B HECKOJIBKO ATAIOB.

[Tpu mpoBeneHNH TPOLEAYPH OLECHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuBaeTCs
UCTIOJIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBS3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMHU O0yYaroImuxcsi. OTH CPEACTBa MOTYT OBITh MPEJOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT HCTIONIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBenenne mpouEAypbl OLEHUBAHMUA PE3YIbTAaTOB OOY4YEHHUs JIOMyCKaeTcss ¢
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecnieunBaeTcst JOCTYI K MHGOPMAIIMOHHBIM U OubimorpaduyeckuM pecypcam B CeTH
WuTepHeT Uit Kaxkaoro oOydvaromerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS HH(POPMALTUH:

® IS CJICTIBIX U CITA0OBUIAIINX:

- B IeYaTHON (popMe yBEITMUEHHBIM HMIPUPTOM;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.

® JUIA TIIYyXHUX U CHaGOCJIBIH_IaH_II/IXZ
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- B me4aTHO opMme;
- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.
® U151 OOYYAIONINXCS C HAPYIICHUSMHU OTIOPHO-IBUTATEIBLHOTO anrapara:
- B Me4aTHOH opMme;
- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;
- B hopme aynnodaiina.
Y4eOHbIC ayqUTOPHH s BCEX BHUIOB KOHTAKTHOH W CaMOCTOSITENILHON paboThI,
HayyHass OuONMMOTeKa ¥ WHBICE TIOMEUICHHsI Ui OOydYeHHs OCHAIICHBI CIeNHaTbHBIM
o0opyoBaHNEM U Y4eOHBIMU MECTaMU C TEXHUYECKHUMHU CPEICTBAMU OOYUCHHUS:
® IS CIIETBIX M CTAOOBUISTIINX:
- YCTPOMCTBOM JyIsl cKaHMpoBaHUs 1 uTeHus ¢ kamepoil SARA CE;
- nuctuieeM bpaiinsa PAC Mate 20;
- npunTepoM bpaitng EmBraille ViewPlus;
® JUISl TUIYXHX U CIA0OCIBIIIAIINX:
- aBTOMATH3UPOBAHHBIM pabOYMM MECTOM Ui JIIOJCH C HapylmeHHEM CcloyxXa H
C1a00CIIBIIIAIINX
- aKyCTUYECKUH YCHIIMTEh U KOJIOHKH;
® U151 OOYYAIOIINXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIBLHOTO armapara:
- IEPEIBIKHBIMHY, PETYJIUPYEMBIMH 3proHoMuueckumu napramu CU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM MTPOrPaMMHBIM 00€CIICUEHUEM.

9. MeToau4eckue MaTepuaJbl

9.1. Il;1anbl NPAKTHYECKUX 3aHATHI

I[Inanpl NpaKTHYeCKHX 3aHATHIA. Mertoguyeckne YyKa3aHWUsi 10 OPraHU3alUM M
NPOBeICHUI0

Br16op Tem mpakTHYecKuX 3aHATHH 00yCIOBICH OOLIMM COEep)KaHUEM Kypca U HalleJIeH
Ha yriyOJIeHHOE U3yUYeHHE €ro OTACIbHBIX Pa3JIeNoB.

[Inan npakTHYeCKHUX 3aHATHM BKIIOYaeT JBa paszena: "OpraHuzanus U TEXHOJIOTHSA
JEJIONPOU3BOJICTBA B  yUpeXACHUsX JaopeBoitormoHHo Poccun" u  "Opranuzanus u
TEXHOJIOTHS] COBPEMEHHOTO JIEJIONPOU3BOCTBA".

LIGJ'II) MPAKTHYCCKUX 3aHATHH - 3aKpCIJICHUC CTYACHTAMH TCOPCTUYCCKUX 3HAHUH JICKIITMOHHOT'O
Kypca H  (QOopMHpOBaHHE MPaKTUYECKUX HABBIKOB  OpraHU3allMd  COBPEMEHHOH  CIIy>KOBI
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ACIONPOU3BOACTBA, IMPUEMOB U MCTOAOB TCXHOJIOIUMH pa60TI>I C JOKYMCHTaMH B YIPaBJICHYCCKOM
arrmapare.

B PE3yIbTAaTC BLINTOJIHCHUA J'Ia60paTOpHI>IX 3aHITUH CTYACHTHI JOJI’KHBI
3HATh:

° XapaKTCPHLBIC O0COOEHHOCTH OpraHusanuvu pa6OTLI C JOKYMCHTaAMU B YYPCKIACHUAX
Poccun B Pa3JIMYHBIC HCTOPUYCCKUC TMCPUOJbI, B3aUMOCBA3b I3THUX IMPOLCCCOB C TOCyAapCTBCHHLIM
armapaTroM YIpaBJICHUSA

. COBpPEMEHHBIE TpeOOBaHUA K JOKYMEHTAlHOHHOMY OOECICUEHHIO YNpaBicHHUS B
yupexJIeHusX u opranuzanusax Poccuiickoit denepanumy;

. MPUHIMITEL OpraHU3aluy TOKYMEHTAIHOHHOTO 00ecieYeH s YIIPaBICHUS;

YMETB:

. OPTaHU30BBIBATH CIYXKObI JOKYMEHTALIMOHHOTO 00eCIIeUeH sl yIpaBICHHUS;

. pa3pabareiBaTh JIOKAIbHBIE HOPMAaTHBHBIE aKThl M  HOPMAaTUBHO-METOJUYECKHUE

HAOKYMCHTBI (HOJ'IO)KGHI/IH, HUHCTPYKOHUU U T.,Z[.) o BCACHHUIO JOKYMCHTALIMOHHOTO obecreueHus

yIpaBJICHUS
. BBITIOJIHSATH KIIIOUEBbIE TEXHOJIOTHUECKHUE ONEPaLy B padOTe ¢ JOKYMEHTAMHU;
BIIQ/IETh!
. MpaBUJIaMHU OpTaHU3aIH BCEX 3TANIOB PAOOTHI C JOKYMEHTAMU;
. METOAaMHU TPOBEACHUsS aHalW3a OpPraHM3alMH JOKYMEHTAlMOHHOTO o0ecreueHHs
YIpaBJICHHUS;
. METOJIaMH ONTHUMM3ALUH JOKYMEHTALMOHHBIX IIPOLIECCOB.

HOI[FOTOBK& K MPAKTUYCCKUM 3aHATHAM OCHOBAHA Ha CaMOCTOSTCIILHON pa60Te CTYACHTOB II0
HU3YUCHUIO JICKIIMOHHOTO KypCa, HCTOYHUKOB U JIMTCPATYPbI, PECKOMCH/JOBAHHBIX K Ka)KAOMY 3aHATUIO.

PA3JEJ 1. OPTAHU3AIMA JEJOITPOU3BOJACTBA B YUYPEXKIEHUAX
JOPEBOJIIOIIMOHHOMN POCCUHA

1.1. [enompousBoacTBo B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenompousBoactso B yupexnaeHusx Poccun XVIII B.

1.3.  [enonpousBoactBo B yupexaeHusax XIX - vaud. XX B.

PA3JIEJI 2. OPTAHU3ALIMA COBPEMEHHOI'O JEJIOIIPOU3BOACTBA

2.1.  OpraHuzanus cIy>X0bl IETOIPOU3BOACTBA

2.2. OprasHuzanysi JOKYMEHT0000poTa

2.3. Peructpauusi 10KyMEHTOB.
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2.4. Howmenknarypa gen

2.5. IloaroToBka TOKyMEHTOB K IIOCJIEAYIOIIEMY XPAHEHHUIO U MCIIOIb30BaHUIO
2.6. CocraBieHHE HHCTPYKIUH 110 ACJIOMPOU3BOACTBY

PA3JIEJI 1. OPTAHUM3ALIUA JEJOIMPON3BOJACTBA B YUPEXJIEHUA
JOPEBOJIIOIIMOHHOMN POCCUHA

Tema 1.1. letonpon3BoacTBo B yupesxkaeHusix Pycckoro rocynapersa XVI-XVII BB.

(4 gaca)

3AJIAHUSA

1. U3yunts Cynebnuk 1550 r. u CobopHoe ynoxenue 1649 r. [To 3TuM akTam BBISBUTE:

* CTPYKTYpPY OPTraHOB I'OCYIapCTBEHHOTO YIIPABIICHHUS,

* COCTaB U JOJDKHOCTHBIC 00S13aHHOCTH " CITYKWIIBIX JTFOIeH .

* HaITPaBJICHUS PErJIAMEHTAIUU Pa0OThI C JOKYMEHTaMHU.

2. U3yunth cxeMy opraHu3alliy UCTIOTHEHHS JOKYMEHTOB B IIPUKAa3HOM JICTIONIPOU3BOICTBE.

3. [IpoaHanu3upoBaTh NEPBUYHBIA KOMIUIEKC TOKYMEHTOB (Ha IIpUMeEpE JIeNa 10 YeT00UTHON
Sxosa llerunosa B [ToMecTHOM MpHKa3e) U ySICHUTH NOPSIOK POPMUPOBAHUS /€A,

YKA3AHUS 10 BBIITOJHEHUIO 3AJIAHUN
1. Wsyuure Cynebnux 1550 r., CobopHoe ynoxenue 1649 r. u ysacHUTE cleqyrolee:

* COCTaB JIUI] "BEPIIUBIINX CYA" ¥ TOKYMEHTUPOBABUINX AEATEIBHOCTD CY/a;
* IOPSIOK MTO/Ia4H, PACCMOTPEHUS M UCTIOJIHEHHS YeTTOOUTHBIX;
* IOPSIOK BEeJICHHUS PETHCTPAIMOHHBIX GOpM A "CyAHbIX nen'";

* OTBETCTBEHHOCTh 3a MOJICIKY JOKYMEHTOB M HETOOPOCOBECTHOE OTHOIICHUE K JOIDKHOCTHBIM
0053aHHOCTSM.

2.P ACCMOTPUTEC CXEMY MPOXOKACHUSA U UCTIOJIHCHUA JOKYMCHTOB B IIPUKa3ax U CﬂeﬂaﬁTC BBIBO/J
0 COCTaB€ TCXHOJOIMYCCKHUX onepaunﬁ C JOKYMCHTaMH, IPUMCHABIINXCS B HpI/IKa3H0ﬁ CHCTEMC
ACIONPOU3BOACTBA.

3. O3HakombTeCh ¢ enoM [loMecTHOrO prKasa 1o uenooutHoit SAxosa lllernnosa u
COMOCTaBbTE MOCIEIOBATEIBHOCTh PACCMOTPEHUS U PEUICHUS BOIPOCA U TOCJIEI0BATEIHLHOCTD
pacmoioxeHus JOKYMEHTOB B Aeine. Onpenennure KpalHUE MaThl Aeja U 0COOCHHOCTH
JIOKyMEHTHUPOBAHUSL.

KOHTPOJIBHBIE BOITPOCHI
1. [lepeuncimte 0COOEHHOCTH CHCTEMBI JACIONPOU3BO/ICTBA B ICHTPATBHBIX YUPESIKICHHUIX
Poccun XVI-XVII BB.
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2. HazoBuTe 3aKOHOIATENBHO PEriIaMEHTHPOBAHHBIC 00S3aHHOCTH "'CITY>KWIIBIX JTIOIeH" B paboTe
C TOKYMEHTaMHU.

3. Kakue onepauun B paboTe ¢ JOKyMEHTaMHu c(hOpMHUPOBAIICH B TPUKA3HOM
JEIIONpPOU3BOIACTBE?

4. laliTe XapakTEPUCTUKY CTOIOIOBON (POPMBI IEIONPON3BOICTBA KAK TEXHUKH
JOKYMEHTHPOBaHUS U (POPMUPOBAHHSA AETI.

5. Korz[a OnLIa BBCACHA U KOraa ObllTa OTMEHEHA CTOJ'I6I_IOBa$I (bopMa ,E[CHOHPOI/IBBOI[CTBa?

NCTOYHUKU U JINTEPATYPA

beikoBa T.A. JlokyMeHTalloOHHOEe  OOecleYeHHe  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocobue/ T.A. beikosa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JOII. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Tema 1.2. [denonpoussoactso B yupe:xkaenusix Poccuu XVIII B. (4 gaca)

3AIAHUA
1. Wsyunts ['enepanbHbiii permameHnT 1720 T. M BBIIBUTH OCHOBHBIE TpeOOBaHUS K
OpTaHHU3alrH JIeJONPOU3BOICTBA B KOJUIETHIX U JOJDKHOCTHBIE 0053aHHOCTH KaHLEISAPCKUX CIYKAIHX.

2. I/I3yLII/ITI> CXCMY HCIIOJIHCHUSA JOKYMCHTOB B KOJIJICTUAX.

3. WMByunts "Yupexaenue ans ympaeieHuss ryOoepHui" 1775 T., BBIIBUTH OCHOBHBIE
TpeOOBaHMs K OpraHM3alliy AEIONPOU3BOACTBA B MECTHBIX YUPESKACHUSIX U TOJDKHOCTHBIE 00S3aHHOCTH
KaHLESIPCKUX CITyKaIlIKX.

4. I/I3yLII/ITI> CXCMY HCIIOJIHCHUSA JOKYMCHTOB B MCCTHBIX YUPCKIACHUAX.

5. HpoaHaanpOBaTL pI(SAI (O C(l)OpMPIpOBaHHOC B MCCTHBIX YUPCIKIACHUAX.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUN

1. W3yuus "['enepanbhblii pernamenT 1720 r., ysiCHUTE CIEyIOIEE:

1.1. CTPYKTYPY KOJUIETUU;

1.2.  MOMKHOCTHOW COCTaB KaHLEISPCKUX CITy>KallluX;

1.3, 00s3aHHOCTH KaHLEIAPCKUX CITYKAIHX;

1.4.  TOPAOOK MOJYYEHHUS TOKYMEHTOB B KOJUICTHSX;

1.5.  TOpAOOK paccMOTPEHHs JOKYMEHTOB B KOJUICTHSX;

1.6.  opraHW3auus ¥ TEXHOJOTHUS PETUCTPALIUU TOKYMEHTOB;
1.7.  mocTtpoeHHe CpaBOYHO-UH(POPMALMOHHOIO anmapaTa;
1.8.  CpOKM HCIIOJHEHMS JOKYMEHTOB;

1.9. OpraHu3aluio XpaHCHUA JOKYMCHTOB B KOJIJICTUAX.
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2. HSy‘-II/ITe CXCMY HUCIIOJIHCHUSA JOKYMCHTOB B KOJIJICTUAX U BBIABUTC COCTaB
ACTONPOU3BOACTBCHHBIX onepaunﬁ.

3. Nzyunp "OOmiee ryoepHCckoe yupexaenue " 1775 r., onpenenure:

3.1. CTPYKTYPY KaHUCIIAPUHU, ,Z[OH)KHOCTHOI?I COCTaB KaHICIIAPCKUX CITYXKalUX, UX
00S13aHHOCTH B pa60Te C JOKYMCHTaMU;

3.2.  TeXHONOTHIO pabOTHI C TOKYMEHTAMH:
3.2.1. mopsaoK NepBUYHON 00pabOTKH MOCTYHMHBIIMX JOKYMEHTOB;

3.2.2. TCXHOJIOTHA PETUCTPAIIU JOKYMCHTOB: IIPUMCHACMBIC PETUCTPAITUOHHBIC q)OpMLI, nux
Ha3HA4YCHUEC H COCTaB I/IH(i)OpMaI_[I/II/I;

3.2.3. mOpsAIOK pacCMOTPEHUS TOKYMEHTOB;

3.2.4. TOPAIOK UCIIOJHEHUS JOKYMEHTOB;

3.2.5. TEXHOJOTHUIO KOHTPOJS 32 UCIIOJIHEHUEM JJOKYMEHTOB;

3.2.6. TOpPAIOK OTHPAaBKH JOKYMEHTOB;

3.2.7. opraHu3aiuio XpaHEHUs JOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

4. HSy‘-II/ITG CXCMY HCIIOJIHCHUSA JOKYMCHTOB B MCCTHBIX YUPCIKIACHUAX U BBISIBUTC COCTAB
ACTONPONU3BOACTBCHHBIX OHepaL{I/Iﬁ.

5. Paccmotpure nena mectHbix yupexnenuid X VIII B., oOpature BHIMaHue Ha oQopMIiIeHHE
0O0JIOKKH JIeNa, COCTaB IOKYMEHTOB JIeNa, MOCIIeI0BATEIbHOCTh X PACIIONOXKEHUS, TOPSAOK U CPOKU
paccMOTpeHus TIOKYMEHTOB, YSACHUTE IPUHLIUIBI (JOPMUPOBAHHS AETI.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHI/ITe CUCTCMY IMPUKA3HOT'O U KOJUICKCKOTO ACJIOMPOU3BOJACTBA, 00BsICHUTE HanboICe
XapaKTCPHBIC OTINYUA.

2. Ilepeuncnure HOBBIE AEIOMPOU3BOICTBEHHEIC ONEpallii, BO3HUKIINE B yupexxaeHusx XVIII

3. Ilepeuncnute 00sI3aHHOCTH JIEJIONPON3BOICTBEHHON CITY>KOBI IO MOATOTOBKE TOKYMEHTOB K
apXMBHOMY XpaHEeHHIO (10 3akoHy 1775 1.).

4. HazoBute BHKOHOI[aTGHLHLIﬁ aKT, KOTOPBIM BIICPBBIC OBLI OIPEACJICH CPOK XPAHCHUA

AOKYMCHTOB B TCKYIICM JACJIONIPOU3BOJACTBE (,I[O ciauu JOKYMCHTOB B apXI/IB).

5 . HazoBute XapaKTCPHBIC YCPThl CHUCTCMBI PCTUCTpALNU JOKYMCHTOB B KOJUICTUAX.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMeHTalloOHHOEe  OOecleYeHHe  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3Hnerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Tema 1.3. [denonpousBoactso B yupexaenusix XIX - nauy. XX B. (6 yacoB)
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3AIAHUA

1. U3yunts "Obmee yupexneHrne MUHACTEPCTB" 1811 r. v yACHUTH OCHOBHBIE TPEOOBaHUS K
OpTaHHU3alyy JIeJIONPOU3BOICTBA B IEHTPAJIBbHBIX YUPEKACHHUIX, a TAKKE TOJDKHOCTHBIE 00SI3aHHOCTH
KaHLEISIPCKUX YNHOBHHKOB.

2. IlpoananuzupoBatb 0coOEHHOCTH popMUpoBaHUs A€l B yupexaeHuax XIX - nau. XX B.

3. UzyuuTs "IlonokeHue o NUCbMOBOCTBE U IETIONPOU3BOACTBE B BOGHHOM BeoMcTBe" 1911 1.
Y BBISIBUTH OCHOBHBIC HAIIPABJICHUS pAllMOHAIU3AINY IECTIOPOU3BOICTBA.

4. 3yuuTh cxeMy UCTIONHEHUs JOKyMeHTOB B Kanuenspuu [loneunrenss MOCKOBCKOTO y4eOHOTO
OKpyTa.

5. O3HAKOMUTHCS C JOKYMCHTaMU KaHLICJ'ISIpI/II/I IToneunTenss MOCKOBCKOI'O yqe6H0r0 OKpyra n
BBISABUTD 3JICMCHTBI palluOHAIU3alM1 TPOLCCCa NX UCIIOJITHCHH.

VYKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI

1. Uzyuus "Obmee yupexaenne munuctepets” 1811 r., ompeaenure cienyromiee:

1.1. opranu3annoHHY0 CTPYKTYPY MUHHCTEPCTBA,

1.2. cTpyKTYpy IeIOMPOM3BOACTBCHHOM CITyKOBI;

1.3. opranuzanuio 10KyMeHT0000pOTA:

1.3.1. mops 10K NOCTYIUICHUs JOKyMeHTOB: B KaHnensputo MuHHCTpa; B IeapTaMeHTHI;

1.3.2. OpraHuv3anuro ABUXKCHUA JOKYMCHTOB, HAIIPABJIICHHLIX B KaHLCIIAPUIO MUHUCTpPA ; B
HeHapTaMCHT; B CoBer MHUHHCTpA: B 06]]_[66 MPUCYTCTBUC ACTIAPTAMCHTA, B Ocobrie YCTAHOBJICHHUA |

1.3.3. mops 10K UCTIONHEHHS JOKYMEeHTOB: B KaHuensapun MuHucTpa; B JlenapramMeHrax;
1.4. opraHu3anyIo U TEXHOJIOTUIO PETHCTPALIUH;

1.5. opraHu3anuio KOHTPOJIS 3a UCIIOJIHEHHEM JJOKYMEHTOB (PEBU3HS);

1.6. mopsinok GpopMUpoOBaHuUS €I

1.7. opraHu3anuio XpaHeH s TOKYMEHTOB;

1.8. HazHaveHHe OTUETOB.

2. O3HakombTech ¢ aenaMu yupexaeHnil XIX B., obpatute BHUMaHue Ha o(hopMIIEHHE 00JIOKKU
JieNa, COCTaB IOKYMEHTOB JI€Ia, IOCIE0BATEIbHOCTh UX PACHIOTIOKEHHMS, MOPATAOK U CPOK PaCCMOTPEHHSA
JIOKYMEHTOB.

3. H3yuute "llonoxeHne o MMCbMOBOJCTBE U AETONPOU3BOJCTBE B BOEHHOM BegomcTBe" 1911 .
u o0paTuTe BHUMaHHE Ha:

3.1. pernaMeHTalUNIO NPUMEHIEMBIX BUIOB JOKYMEHTOB;
3.2. ynopsoueHHe IpaBuil COCTaBICHUS U 0POPMIICHHUS TOKYMEHTOB;
3.3. pernaMeHTauuIo CIpaBOYHO-UHPOPMATHOHHOTO (OHA;

34, MCXaHM3alnIo JCJIOIMPOU3BOACTB,
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3.5.0pFaHI/I3aLII/IIO OINICPAaTUBHOTO U ApXMBHOI'O0 XpaHCHUA JOKYMCHTOB.

Ha ocnose paccMOTPCHUS IICPCUNCIICHHBIX BOIIPOCOB cuenaﬁTe BBIBOJ O HAITPABJICHUAX
panroHaIn3auu ACIOMPOU3BOACTBA B BOCHHOM BEAOMCTBC.

4. HpO&HaﬂH3prﬁTe CXCMYy OpraHusanvu ACIOIMPOU3BOJACTBA B KaHHCHHpI/II/I Iloneuurens
MocKOBCKOTro yqe6Hor0 OKpyra u cz[enaﬁTe BBIBO O crocobax panroHaIU3allUun 3TAlIOB HMCIIOJHCHUA
JAOKYMCHTOB U IOATOTOBKU OTBETHOI'O JOKYMCHTA B 3TOM YUYPCIKACHHUU.

5. O3HaKOMbBTECH C KOHHCKHI/ICﬁ JOKYMCHTOB KaHL[CJ'IHpI/II/I Iloneuurens MockoBCKOro yqe6H0r0
OKpyra, 06pa1uaﬁ BHHUMAHHEC Ha:

. AJIEMEHTBI MEXaHU3UPOBAHHOW 00PabOTKH TOKYMEHTOB (CITOCOOBI TIOMETOK O
MOJTyYCHUH, HATIPABJICHUH HA MCIIOJIHCHUE W UCTIONTHEHUH JOKYMEHTOB);

. XapakTep pe30JIOLUH;

. CTIIOCOOBI COCTABJICHUS MMPOEKTa JOKYMEHTA,
. 9IIEMEHTHI YHU(HUKAIIMU TeKCTa TOKYMEHTa;
. BUBI OTAHKOB U CIIOCOOBI UX U3TOTOBJICHUSI.

C;[enaﬁTe BBIBOJ] 00 OCHOBHBIX U BCIIOMOTaTEIbLHBIX HAIIpaBJICHUAX pallMOHAIM3alluX IIPOIECCOB
paccMOTPCHUA W UCTIOJIHCHHUA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHHUTE CUCTEMY KOJUIEKCKOTO U MHHUCTEPCKOTO (MCIIOIHUTEIBHOTO)
JeTIONPON3BOCTBA, OOBSICHUTE HAauboJee XapaKTEPHbIC OTINYHS.

2. Kak pa3zBuBanach CTpyKTypa JACIOMPOU3BOJICTBEHHON CITy:KOBI MUHHCTEPCTBA B TIEPBOI
mojoBuHe XIX B., 4eM OHA OTJIMYAJIACh OT KOJICHKCKOM?

3. HazoBute ocHOBHEIC Tpe6OBaHI/I$I K opraHusanuun I[OKyMCHTOO60pOTa B MUHUCTCPCTBAX
XIX B. Ha xakue OCHOBHEIC JOKYMCHTOIIOTOKH Pa3aCIsAINCh JOKYMCHTHI B MI/IHI/ICTepCTBaX?

4. HazoBute XapPaKTCPHBIC YCPThl CUCTCMBI pETUCTpAlIUU JOKYMCHTOB B MI/IHI/ICTCpCTBaX(.7

5. B xakoit (bopMe OCYHICCTBJIAJICSA KOHTPOJIb 3a UCTTOJITHCHUEM JOKYMCHTOB B CUCTCMC
MHUHHUCTCPCKOTO ZLCJ’IOHpOI/I?:BO)ICTBa?

6. HazoBuTe 0COOCHHOCTH OpraHU3aIly XpaHEHUS IOKYMEHTOB B JISJIONPON3BOJICTBE
MUHHCTEPCTB.

7. HazoBuTe HampaBiieHUs B CIIOCOOBI PAITMOHATH3AINN JACIIOTPOU3BOJICTBA B YUPESIKICHHSIX
XIX - gau. XX B.

NCTOYHUKU U JINTEPATYPA
beikoBa T.A. JlokyMeHTallMOHHOE  OOecleYeHHe  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTyIIA:
http://znanium.com/go.php?id=942800/

PA3JIEJI 2. OPTAHU3ALIMA COBPEMEHHOI'O JEJIOIIPOU3BOACTBA
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Tema 2.1. Opranu3amus cIy:K0bI 1eJ10NPOU3BOACTBA (6 YacoB)

3AJIAHUSA

1. Usyuuts TpeGoBamus meiicTBYIOMMX HOPMATMBHBIX aKTOB M HOPMATHBHO-METOIMYECKUX
JOKYMEHTOB K OPTaHH3aluH, CTPYKTYpe U QYHKIUSAM CITyKObI AeJIONPOU3BOACTBA.

2. TlpoaHanu3upoBaTh OPTaHM3ALMIO CIYXKOBI JENOMPOU3BOJICTBA B YCIOBHOW OpPraHM3aIUM H
BBISIBUTH €€ OCOOEHHOCTH.

3. HOI[FOTOBI/ITI: CXeMy 0pFaHPI3a].[PIOHHOfI CTPYKTYPbI ,Z[eJ'IOHpOI/BBO,Z[CTBCHHOﬁ CJ'Iy>K6I:I B
YCHOBHOﬁ OpraHuv3anuu.

4. Pa3pa60TaTI> ITonoxenue o CJ'Iy)K6€ ACTONPOU3BOACTBA yc.]'IOBHOfI OpraHuvsanuu.

5. P a3pa60TaTb AOJDKHOCTHBIC MHCTPYKIUN pa6OTHI/IKaM CJ'Iy>K6I:I ACIIOIIPOU3BOJACTBA yCJ'IOBHOfI
OpraHu3aluu.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI

1. Usyunte kpaTkylo XapaKTepHUCTHKY MNEATENLHOCTH YCIOBHOM OpTraHH3allUH, BBIACHHTE
0COOEHHOCTH OpTaHU3allu JACIONPOU3BOACTBEHHON CIyXOBI, €€ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHUSIM 1O CTaTyCy, NOAYMHEHHOCTH, HAMMEHOBAaHUSAM CTPYKTYPHBIX YacTei, MX COCTaBy.
AprymeHTHpynTe OTBET.

2. [1oAroToBbTE CXEMy OpPraHH3AIMOHHOM CTPYKTYphI CIyKOBI JENOMPOM3BOACTBA YCIOBHOM
opraHu3anuy, 3aQUKCUPYHTe MOJYMHEHHOCTh CIY)KO M CTPYKTYPHBIX NoApasfencHuid. s Kaxmoro
CTPYKTYpHOTO MOJpa3JeficHUs M YYacTKa CIIy>KObl JEeNOMpOM3BOJACTBA Ha cXeMe (DUKCHUPYETCS BUA
MOJUYMHEHHOCTH (TpsAMas aJAMWUHHUCTpAaTHBHAas WM Mertoandeckas). OOOcHyWTe HauMMEHOBaHUE U
MOJYMHEHHOCTD KaKAO0T0 CTPYKTYPHOTO TIOJpa3/IeNeHNUs.

3. Ha ocHose IIpuMepHOTro MoJoKeHHs 0 CoyXk6e JeTompou3BOACTBA pa3paboTaiite CTPyKTypy
TekcTa IlonoxkeHust o ciyx0e AeIonpoOM3BOACTBA YCIOBHOW OpraHu3auud. TeKCT MOJIOKEHHS JOJIKEH
CoZep)KaTh KOHKPETHBIE (OPMYTUPOBKH 3aAad, (QYHKIHHA, MMpaB, 0OS3aHHOCTEH M B3aMMOOTHOIICHHUH
ciy0b1. Cnengyet odopmuts [lonoxxenne Ha oduieM OaHKe, ONPENEUTh HOPSIOK €r0 COrJIaCOBaHUS H
YTBEPKACHUA (COCTaB CTPYKTYPHBIX IOAPA3[ENeHN M JOIKHOCTb PYKOBOAMTENS, YTBEP)KIAIOIIETO
JOKYMEHT). ApryMEHTHPYHTE CBOH MpPEASIOKeHUs I0 mpoekTy [lonoxeHus.

4. PaspaboTaiiTe  JOMKHOCTHBIE  MHCTPYKIIMM Ha  Bech JOJDKHOCTHOM ~ COCTaB
JeTOMPON3BOJCTBEHHON CITy>KOBI YCIOBHOM opraHu3auud. Ha ocHOBE MOMy4YeHHBIX WHIWUBHIYaJbHBIX
3aJaHuil pa3paboTaliTe CTPYKTYypy TEKCTa M COCTaB Pa3leNioB JODKHOCTHOH uHcTpyKuuu. OOpaTture
BHUMAaHUE, YTO NMPH (HOPMYITHPOBKE JOIKHOCTHBIX O0sI3aHHOCTEH COTPYIHHUKOB, CIEIYET COTIacoBaTh HX
C OCHOBHBIMH 3ajadyaMd W QYHKOMsIMH  cioyxObl (T.e. ¢ Tekcrom [lonmoxenusi). B pasgene
"B3anMoOTHOLIEHHNS, CBS3U" CIEAYeT 3aKpPENUTh B3aUMOACHCTBHS PaOOTHUKOB CIYOBI M HX CBSI3M Ha
YPOBHE NPEACTAaBICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Hepe‘{I/ICJ'II/ITC CTPYKTYPHBIC 49aCTH CJ'Iy>K6I>I ACIIOIIPOU3BOACTBA B OPraHU3alvAaAX pa3InYHbIX
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YPOBHEH yIpaBiIeHUS.

2. Hepe‘-II/ICJ'II/ITC HeﬁCTByIOLHHC JOKYMCHTBI, OINPCACIIAOMINC 3agadn U (bYHKLII/II/I CJ'Iy>K6I>I
ACIONPOU3BOACTBA.

3. HazoBute TtpeOoBaHuS K CTpyKType H coctaBy wuHpopmanuu Ilomoxenuss o cimyxOe
JIEJIONPOU3BOJICTBA; TOJKHOCTHON MHCTPYKIIMH.

NCTOYHUKU U JINTEPATYPA

[Tocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «OO6 yrBepxkaeHuu [IpaBuin
JIeTIOTIPOM3BOICTBA B (peiepalbHBIX OpraHax HCHOJHHUTENBHOM BiacTw»// [DIeKTPOHHBIN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoandeckre PeKOMEHIAIMU 10 pa3pabOTKe MHCTPYKIMA IO JEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHONW BJIACTH, YTBEpP)KICHHBIE MpuKa3oM PocapxuBa oT 23
nexabps 2009 Ne 76 // [DOnekrponnsii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast UHCTPYKIHMSA 10 IETONPOU3BOJCTBY B FOCYIapPCTBEHHBIX OPraHU3alUsAX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopmauuu, OMOIMOTEUHOMY U
U3JIaTENIbCKOMY Jlemy. YTpaBieHue nokymMeHTamu. OOmue TpeOoBanus. // [DIEKTPOHHBIN
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1eJ0. TepMHUHBI U ONpPEAETIEHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[TIpodeccuonanbubiit  crangapT  «Croemuanuct MO0 OpraHu3allMOHHOMY U
JTOKYMEHTAITMOHHOMY OOECIIEYCHUIO YIPABJICHUS OpraHU3aLuUei», YTBEP)KICHHBIM NPHUKa30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [Dnextponnsiii pecypc]. — M., 2019. — Pexum
nocryma: https://base.garant.ru/71064518/.

[Tpodeccuonanbublii  crangapT «CHeUUaNUCT 1O  YNPaBICHUIO JIOKyMEHTaIMen

OpraHu3alyu», YTBEP)KIACHHBIM IpUKa3oM MuHHCTEpCTBA TpylJa M COLMAIBHOM 3allMThI



60

Poccwuiickoit ®@eneparuu ot 10.05.2017 Ne 4161 // [DnexTpoHHbId pecypc]. — M., 2019. —
Pexxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTallOHHOEe  OOecleYeHHe  yIpaBleHUs  (JIEJIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Tema 2.2. Opranu3zanusi J0KyMeHT0000poTa (6 4acoB)

3AIAHUA
1. U3yuuTh coBpeMeHHBIE TPeOOBaHUS K OpraHU3alNU JOKYMEHTO0O00pOTa B OpraHu3alusiX,
YUPEKACHUIX U Ha IPEIIPUSITHAX.

2. I/I3y‘lI/ITB U MPOAHAJIN3UPOBATH OPraHU3aluo ,I[OKYMGHTOO60pOTa B YCHOBHOfI OpraHu3aluu.

3. I/I3y‘lI/ITB KPaTKYIO XapaKTCPUCTUKY ACATCIbHOCTH IICHTPAJILHOI'O allriapara yc.]'[OBHOﬁ
OpraHu3al U COCTaBUTH OIICPOTPaMMBbI ABHUKCHUA BXOI[SIH.[Gﬁ, I/ICXOI[SIH_Ieﬁ u BHYTpeHHeﬁ
AOKYMCHTAIUU.

4. HOI[CLII/ITEITI: 00BeM ,I[OKYMCHT0060p0Ta yc.]'[OBHOﬁ OpraHuvs3anuu 3a rona.

VYKA3AHUS IO BBIITOJITHEHUIO 3AJIAHUI

1. Uzyunrte TlpaBuna memompousBojacTBa B (elepanbHEIX OPraHaX MCIONHHTENHHOH BIACTH
(pazmen 1V), Meroaudyeckue peKOMEHIAUKM 0 Pa3pabOTKe HHCTPYKIMMA I10 JETONPOU3BOACTBY B
(enepanbHBIX OpraHax MCIOJIHUTENbHOW Biacté (pazmen 3.4), IIpuMepHYX0 HMHCTPYKLMIO II0
JIEJIONPOU3BOJCTBY B TOCYyAapCTBeHHBbIX opraHuzauusx (yTtB. Ilpukazom PocapxuBa ot
11.04.2018 Ne 44. Cnenaiite BBIBOJ O CTCIIEHH PErIaMCHTAIMH B HOPMATHBHBIX JOKYMEHTaX OOIINX
NPUHIIMIIOB OPraHU3alliK JTOKYMEHTO000pOTa, PaBHJI MPOX0XKICHUS JOKYMEHTOB, METOIUKH MMOCYETA
JIOKyMEHT0000pOTA.

2. Ha npuMepe OIMUCAHUA ,I[OKYMCHTOO60p0Ta YCJ'IOBHOI;’I OpraHuvs3alnuu BbIIBUTC €TI0
0COOEHHOCTH OMMpeACINTC HECOOTBCTCTBUC OpTraHU3aIllun Z[OKyMeHTOO60pOTa B ,Z[aHHOfI OopraHu3anuu
Tpe6OBaHI/IﬂM HOPMATHUBHBIX TOKYMCHTOB.

3. CocraBbTe OIcporpaMmbl JIBUIKCHUA NOKYMCHTOB B yCJ]OBHOﬁ OpraHuvsanuu. I[J'ISI 9TOro
OIpeACIUTC COCTaB JOJDKHOCTHBIX JIUI], YYaCTBYIOIIUX B 06pa60T1<e U HUCIHOJHCHUH JOKYMCHTOB;
IOCJICA0BAaTCIIbHOCTD onepaunﬁ 110 06pa60TI<e JAOKYMCHTOB; HU3y4uuTe CXCMbI JABHXKXCHUA
AOKYMCHTOIIOTOKOB B YCJ'IOBHOI;’I OpraHusaluu.

OHCpOI‘ paMMa ABUKCHUS BXOAAINHUX JOKYMCHTOB OOJDKHA OTPa3vuTh NECPECMCHICHUA TOKYMCHTOB
OT MOMCHTA IMpUcMa 10 MOJIIMBKU UX B ACIIO MOCJIC 3aBCPHICHUA UCITOJTHCHUA.

OneporpaMMa UCXOoAAMUX JOKYMCHTOB JOJIKHA OTPA3UTh IMCPEMCIICHHUA JOKYMCHTOB OT
MOMCHTA IMOATOTOBKH UX MPOCKTOB 10 OTIPABKU U3 YUPCIKIACHUS.

OHCpOI‘ paMMa ABUKCHUSA BHYTPCHHUX HNOKYMCHTOB (Ha nmpumMepe anKa3a) AO0JDKHAa OTpa3uThb
NEpEeMCIHICHNA JOKYMCHTOB OT MOMCHTA MOATOTOBKHU MPOCKTA JOKYMCHTA A0 MOAIIMBKU B ACJIO.

4. I/I3y‘lI/IB COCTaB M KOJIMYCCTBO IOJYYCHHBIX, OTIIPABJICHHBIX W BHYTPCHHUX IOOKYMCHTOB



61

YCJIOBHOW OpraHM3aluy, NoJCUUTalTe 00BEM ee JOKYMEHT0000pOTa 3a TO.

KOHTPOJIBHBIE BOITPOCHI

1. daiite onpenencHne MOHATHS " TOKYMEHTOO00POT".

2. Ilepeuncnure OCHOBHEIC TPeOOBaHMSI K OpraHU3aI[K JOKYMEHTO000pOTa B OpraHH3aIIHsIX.
3. llepeuncnute mpaBmia yyera JOKyMEHTO000pOTA.

4. HazoBute TpeOOBaHMS K MPOXOKIACHHUIO U UCTIOTHEHUIO BXOISIINUX TOKYMEHTOB.

5. Ha3oBuTe 3Tarbl MpOoXOoKACHUS U UCIIOJTHCHUS UCXOISAIINX U BHYTPEHHUX JOKYMEHTOB,

6. Ilepeuncnute nMpaBuiia Nepeaavn JOKYMEHTOB BHYTPU YUPEKIACHUSL.

NCTOYHUKU U JINTEPATYPA
o [Tocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 ytBepxkaenun IlpaBun

JIeTIOTIPOM3BOICTBA B (peliepanbHBIX OpraHax HCHOJHHUTEIbHON BiacTH»// [DNEeKTPOHHBIN
pecypcl]. — M., 2019. — Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

e [Tocranosnenue IlpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBep:kIeHHH ITPaBUI 0OMEHa
JOKyYMEHTaMHd B DJIGKTPOHHOM  BHJE TPH  OpraHM3alud  HH(OPMAIIMOHHOTO
B3auMoneicTeus//  [DnexTpoHHblii pecypc]. — M., 2019. — Pexum gocrymna:
https://base.garant.ru/70832680/.

. Metoanyeckie PeKOMEHIAIUU 10 pa3pabOTKe MHCTPYKIMHA MO JCJIONPOU3BOJACTBY B
(denepanbHBIX OpraHax HCIIOJHUTEIBLHOU BIIACTH, YTBEPXKACHHBIE MpUKa3oM PocapxuBa OT
23 pexabps 2009 Ne 76 // [DnextponHsli pecypc]. — M., 2019. — Pexxum poctyma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

o [TpumepHass HHCTPYKIHUS MO JIEIOMPOU3BOJCTBY B TOCYJAPCTBEHHBIX OpTaHHU3AIUIX,
yTB. [Ipukaszom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpouHsiii pecypc]. — M., 2019.
Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW _305137/.

e TOCT P UCO 15489-1-2007 Cucrema crangapToB mo uHpopMmanuu, OHOIMOTEUHOMY U
U3JIaTeNbCKOMY Jeny. YmpaBieHue nokymeHtamu. OOmme TpeboBaHus. // [DIEKTPOHHBIHA
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 135548/.

e T'OCT P 7.0.8-2013 Jlenonpous3BOJICTBO M ApXUBHOE J€710. TE€pMHHBI U ONPEIEIICHUS.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.
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e brikoBa T.A. JIokyMeHTallMOHHOE oOOecleueHne ympaBiIeHUs (AETOMPOU3BOICTBO)
[OnexTponHblii pecypc]; ydeOHoe mocobue/ T.A. beikoBa, T.B. Kysnemoma. -2-e wu3m.
nepepab. u gomn. — MockBa: HWudppa-M, 2018. -304 c. — Pexum pgocrymna:
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpanusi 10KyMeHTOB (6 4acoB)

3ATTAHUS

1. I/I3y‘11/ITI> TpC6OBaHI/I$I HOPMATUBHO-MCTOANUYCCKUX  HOKYMCHTOB K PpCETHUCTpallud U
MOCTPOCHUIO I/IH(bOpMa]_II/IOHHO—CHpaBO‘lHOFO arrapara.

2. 3apCFI/ICTpI/IpOBaTB HCCKOJIBKO JOKYMCHTOB, NPCJIOKCHHBIX IMMPCIIOAABATCIICM.

3. O3HAKOMMBIIUCH C ONMCAHHEM TEXHOIOTHH PETUCTPALMH JOKYMEHTOB B YCIOBHOM
OpraHu3anyy, pa3padoTatb U 000CHOBATH MPEAJIOKCHHUS IO PALIMOHANBHON OpraHU3allMy PETUCTPALUH H
WHPOPMAITMOHHO-CIIPABOYHON PaOOTHI.

YKA3AHUS IO BBIITOJITHEHUIO 3AJIAHUI

1. Usyuure IlpaBuna nenonmpou3BOJCTBa B (helepasibHBIX OpraHax HCIOJHUTEIbHON
Bnactu (pazmen [1V), Mertoaudeckue peKOMEHIAIMM TIO0 pa3paboTKe WHCTPYKIMH TIO
JIeTIOTIPOU3BOICTBY B  (peiepalibHBIX OpraHax HCIOJHUTENbHOW BiactTH  (pasgen 3.4),
IIpuMepHy0 MHCTPYKLHMIO MO AEIONPOU3BOACTBY B TOCYJApCTBEHHBIX OpraHu3anusx (yTB.
[Tpukasom PocapxuBa ot 11.04.2018 Ne 44. OOparute BHHMaHHE Ha COCTaB JIOKYMEHTOB,
MOJIEKAIUX PETUCTPALMM, TOCIEJ0BATEIbHOCTh PACIOJIOKEHUSI COCTABHBIX YacTed MHJIEKca
JIOKyMEHTa, paBuiia GOpMHUPOBaHUS HH(DOPMAITMOHHO-CIIPABOYHBIX 0a3 TaHHBIX.

2. 3ap€FHCTpprfIT€ MPCAIOKCHHBIC JOKYMCHTEI, O6paTI/IB 0c000€ BHMMAaHHE Ha perucTpanuro
HMHUIMATUBHBIX U OTBCTHHBIX ITHCEM.

3. HpoaHaﬂmeyﬁTe OOpAAOK PErucTpanvu JOKYMCHTOB B YCHOBHOfI OpraHu3alnuu. OtmeTHuB
0COOEHHOCTH OopraHv3anyi MW TCXHOJOTHU PErucTpaium AOOKYMCHTOB B YCJ'IOBHOI;'I OpraHuvsanuu,
OIpeACIUTEC HUX HCAOCTATKHU. Ha ocHoBe MPOBCACHHOTO aHa/in3da H TpC6OBaHI/Iﬁ HOPMATHUBHO-
MCTOAUYCCKUX NOKYMCHTOB pa3pa60TaI71Te MPCAJIOKCHUSA MO OpTraHU3aluy pCruCTpaluu JOKYMCHTOB U
MOCTPOCHUIO I/IH(bOpMaL[I/IOHHO—CHpaBO‘lHOFO arrapara B yc.]'IOBHOfI OpraHuvsanuu.

KOHTPOJIbHBIE BOITPOCHI
1. Yto Takoe peructpanus n1okyMmeHToB? Kakue 3a1auu pemaioTcs B IEIONPOU3BOACTBE C
MOMOIIIBIO 3TOH omnepanuu?

2. Kakue 1oKyMeHTBI OJUIekKaT pErucTpaluu?

3. KakoB 00s13aTeNbHBII COCTaB PEKBU3UTOB MPH PETUCTPALUH?
4. B ueM OCHOBHOM NPUHIIUI PETUCTPALIUH?

5. KakoBbI OCHOBHBIE ITpaBUJIa HHIEKCALIUN TOKYMEHTOB?

6. Kakoe OpeUMYyHICCTBO UMECT CIICIIUAJIUCT IMPU PECTUCTPALIU NOKYMCHTA B
ABTOMATU3UPOBAHHBIX CUCTCMAX 110 CPABHCHHUIO C TPAAUIITMOHHBIMU MeTO,Z[aMI/I?
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NCTOYHUKU U JINTEPATYPA
[Tocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «OO6 yrBepxkaenuu [IpasBuin

JIeTIOTIPOM3BOICTBA B (peiepalbHBIX OpraHax HCHOJHHUTENBHOM BiacTu»// [DIeKTPOHHBIN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

[Tocranosnenue IIpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yTBep>KACHUU TpPaBUII
oOMeHa JOKyMEHTaMH B OJJIGKTPOHHOM BHJE IMpH OpraHu3alud  HH(OPMAIIMOHHOTO
B3auMoieicTBuA // [DnekTpoHHbIi pecypc]. — M., 2019. — Pexum noctyna:

Metoandeckre PeKOMEHIAIUMU 10 pa3pabOTKe MHCTPYKIHA IO JEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BJIACTH, YTBEpP)KICHHbIE MpuKa3oM PocapxuBa oT 23
nexadbps 2009 Ne 76 // [Onekrponnsii pecypc]. — M., 2019. — Pexum npocryma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumepHast UHCTPYKIMSA 10 IETONPOU3BOJCTBY B FOCYIapPCTBEHHBIX OPraHU3aLUsAX, YTB.
[Tpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopMmauuu, OMOIHOTEUHOMY U
U3JIaTENbCKOMY Jleny. YTmpaBieHue nokymMeHTamu. OOmue TpeOoBaHus. // [DIEKTpOHHBIN
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE A€10. TepMHUHBI U ONpEAEICHUS.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.
beikoBa T.A. JlokyMeHTalloOHHOEe  OOecleyeHHe  yIpaBleHUs  (JIeIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nocooue/ T.A. brikoBa, T.B. Ky3nenona. -2-e u3z. nepepad. u

JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 2.4. Opranuzanys TeKylero XxpaHeHus JOKYMeHTOB (6 4acoB)

2.4.1. Homenkiartypa e (4 yaca.)

3ATTAHUS
1. I/I3y‘{I/ITL Tpe6OBaHI/I$1 HOPMATHUBHLBIX dKTOB U HOPMATUBHO-MCTOJJUUYCCKUX JOKYMCHTOB K
COCTAaBJICHUIO U O(i)OpMHCHI/IIO HOMCHKJIATYPBI ACJI.
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2. I/I3y‘lI/ITB BO3MOKHOCTHU HCIIOJIB30BaHUA IEPCUYHA CO CPOKAMU XPAaHCHUA TOKYMCHTOB B
ACIONPOU3BOACTBE OpTraHU3aIinuu.

3. HpO&HaJ'H/IBI/IpOBaTB KOHKPCTHYIO HOMCHKIIATYPY A€ yc.]'IOBHOﬁ OpraHuv3alnvu U BbIABUTH
OIIIMOKHU B €€ COCTABIICHUU U O(bOpMJ'IGHI/II/I.

4. CocTaBuTh HOMEHKJIATYpY JeN YCIOBHOMH OpraHH3allHHL.

YKA3AHUS IO BBIITOJITHEHUIO 3AJIAHUI

1. Usyuure IlpaBuna nenonmpou3BOICTBA B (helepasibHBIX OpraHax HCIOJHUTEIHHON
BJIACTH (pazmen V), Metoaudeckue peKOMEHIAIMK IO pa3pabOTKe WHCTPYKIUH 110
JIEIIONPOU3BOACTBY B (efiepaibHBIX OpraHax MCIOJHUTENBbHOUN BiacTu (pasnen 3.5), OcHOBHBIE
npaBuia paboThl apXUBOB opranuzanuii (paszaen 2), [lonoxxenue o mopsiike U CpoKax XpaHEHHS
JOKYMEHTOB aKIMOHEPHBIX 00ImecTB, [IpuMepHyl0 MHCTPYKIHMIO IO JENONPOU3BOJACTBY B
rocyaapctBeHHbIX opranuzanusix (ytB. Ilpukazom PocapxuBa ot 11.04.2018 No 44) Vscuure

CJICOAYIOIICC:
. BUBI HOMEHKJIATYp JIeJT;
. TUTIBI HOMEHKJIATYP e (KIacCH(PUKaMOHHBIE CXEMBI);
. npaBuia GOPMYJIMPOBAHHUS 3aT0JIOBKOB €T,
. VCTOYHHUKH YCTaHOBJIEHHS CPOKOB XpaHEHHS JOKYMEHTOB;
. MpaBWJIa CUCTEMaTH3alM U MHIEKCALlUH 3ar0JIOBKOB JIET;
. npaBuiIa ohOpMIIEHHS, HOATMCAHNUS, COTIIACOBAHUS H YTBEPKACHHS
. HOMEHKJIATYpPBI A€T.

2. 3yunte ykazaHus 1o MpuMeHEHUIO [lepeyHs TUIIOBBIX YIPaBIEHUYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoLIuXcsl B MpoLecce ACATeNTbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTraHOB MECTHOTO
CaMOyTIpaBJICHHS U OpraHu3aluil, ¢ yKa3aHHEM CPOKOB XPAHEHUS U BBIICHUTE:

° MOPAAOK IIPUMCHCHUA NICPCUHA B ACTIONPOU3BOACTBC,
° Z[I/I(l)(l)epeHLII/IaL[I/IIO CPOKOB XpaHCHHA JOKYMCHTOB IIO I'pyIiIiaM OpFaHHBaHHﬁ;
° CXCMY IIOCTPOCHUSA NEPCUHA U CTO Haquo—cnpaBquHﬁ arnmapar.

3 . HpO&HaﬂH3prﬁT€ KOHKPCTHYIO HOMCHKJIATYpYy ACI YCJ'IOBHOI;’I OopraHu3aliii, BBIABUTC
HEAOCTATKU €€ COACPIKAHUA U O(l)OpMJ'IeHI/Iﬂ, OPpOUJIITIOCTPUPOBAB Ka)i()lblfl U3 HUX IPpUMCPOM.

4. H3y‘lI/IT€ CTPYKTYpPY H COCTaB OOKYMCHTAJIbHOI'O (1)0H,Z[a yc.]'[OBHOfI opraHu3zanuua u"
pa3pa60TaﬁTe KJ'IaCCI/I(l)I/IKaLII/IOHHyIO CXCMY HOMCHKIIATYpbl HOCI. O(l)OpMI/ITe €€ B BHJIC CIIMCKa
CTPYKTYPHBIX HO,Z[paB}_'[CJ'ICHI/Iﬁ C HMHACKCAMHU, PACIIOJIOXKXCHHBIMH IO CTCIICHU 3HAYUMOCTHU. O6paTI/ITC
BHUMAHHUEC Ha TO, 4YTO CXE€Ma KJ'IaCCI/I(i)I/IKaL[I/II/I JOJDKHa COOTBETCTBOBATH rJ1aBHOM Ta6J'H/ILIC HCpC‘IHH
TUITOBBIX JOKYMCHTOB CO CPOKaMM XpaHCHUH.

CocraBbTe HOMCHKJIATYpY A€ YCHOBHOﬁ OopraHuvsanuvu, Iajsd 4€ro: C(bOpMYHprﬁTC 3aroJIOBKH
ACT B COOTBCTCTBUU C YCTAaHOBJICHHBIMU TpC6OBaHI/I$[MI/I U YCTAHOBHUTC CPOKM  XpaHCHUA [OCI II0
NEpEUHIO;, MPOBCAUTC CUCTECMATHU3AllUIO 3aroJIOBKOB JCII. O(l)OpMI/ITC HOMCHKJIATYpY ACJI Ha O6H.[€M
Onanke yc.]'[OBHOﬁ OpraHuvsanuvum 110 yCTaHOBHCHHOﬁ (bOpMe, OrpeACInuTe COCTAaB MOJDKHOCTHBIX JIMIL,
KOTOPBIC JOJI’KHBI €€ 3aBU3UPOBATH U YTBCPAUTD.
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KOHTPOJIBHBIE BOITPOCHI

1. JaiiTe onpeaeneHrue HOMEHKIATYPBI JE.

2. OxapakTepu3yiTe IPUMEHEHNE Pa3IMYHBIX BUIOB HOMEHKIATYPHI €.

3. Ilepeuncnure TpeOoBaHUS K POPMYITUPOBKE 3ar0JOBKOB JIEJI B HOMEHKJIAType.
4. Ilepeuncnute TpeOOBAaHHUA K CUCTEMATHU3AIMH 3aT0JIOBKOB J€7 B HOMEHKIIATYpe.
5. Kak oOpasyeTcst HHIEKC /iena B HOMEHKIaType?

6. Kak HCIMOJIB3YCTCA NEPCUCHb JOKYMCHTOB C YKa3aHUCM CPOKOB XPAaHCHUS B
I[CJ'IOHpOI/BBOI[CTBC?

7. KakoBblI 3Tamnsl pa3pab0oTKu HOMEHKJIATYPBI e ?

8. KakoB cpok jieiicTBHS HOMEHKIATYpHI en?

NCTOYHUKU U JIMTEPATYPA

1. ®enepanpubiii 3akoH oT 22.10.2004 No 125-®3 «O6 apxuBHOM neine B Poccuiickoii
@eneparun» // [OnekrponHblii  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/12137300/.

2. Tlocranosnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «OO6 yrBepxaenuu IIpaBuin
JIeTIOTIPOM3BOICTBA B (he/IepabHBIX OpraHax WCHOJIHUTEIBHON BIacTH»// [ DIEKTPOHHBIHN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

3. MeToauyeckue PEKOMEHAANMU MO pa3pabOTKe HMHCTPYKIMHA MO JCIONPOU3BOJACTBY B
(benepanbHBIX OpraHax MCHOJHHUTENIBHOM BIIACTH, YTBEpXJIEHHBIE Mpuka3oM Pocapxua
ot 23 nexadps 2009 Ne 76 // [DnexrponHsiii pecype]. — M., 2019. — Pexxum mocrtymna:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

4. [MpumepHass HMHCTPYKIUS 1O  JCJIONPOU3BOJACTBY B  TOCYAapCTBEHHBIX
opranm3anusx, yTB. IIpukaszom PocapxmBa ot 11.04.2018 No 44) // [DnekTpoHHBII
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 305137/.

5. Tlpuka3z MuskyneTypsl Poccum ot 31.03.2015 No 526 «OO0 yTBEepX)IACHHU MPaBUI
OpraHM3alli XpaHEHMs, KOMIUIEKTOBAaHUS, y4e€Ta W MHCIIOIb30BaHMUs JOKYMEHTOB
ApxusHoro (onna Poccuiickoit denepanuu u Apyrux apXUBHBIX TOKYMEHTOB B OpraHax
rOCyJapCTBEHHON BJAacTH, OpraHaXx MECTHOTO CaMOYIpPaBJICHUS W OpraHU3auusx» //
[D51eKTpOHHBIN pecypcl]. - M., 2019. - Pexum JIOCTyIma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

6. TOCT P NCO 15489-1-2007 Cucrema cTanaapToB 1o HHGpOpMaLUHU, OMOIHOTEYHOMY U

U3JaTeIbCKOMY  Jely. YhpaBieHue JokyMeHTamu. OOmme  TpeboBanus. //
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[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW_ 135548/.

7. TOCT P 7.0.8-2013 [Ienonpou3BOACTBO U apXUBHOE A€N0. TepMUHBI U ONpEAEICHUS.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

8. TlepeyeHb THUIOBBIX YIPABICHYECKUX AapXUBHBIX JIOKYMEHTOB, OOpa3yIOIIUXCS B
mporecce  JACATENbHOCTH  TOCYJApCTBEHHBIX ~ OpPraHOB,  OpPraHOB  MECTHOTO
CaMOyIpaBJICHHS M OpraHW3allMi, C yKa3aHUEM CPOKOB XPaHCHHS, yTBEPIKICHHBIH
npuka3oM MunucrepcTBa KyapTypsl P@ ot 25.08.2010 Ne 558 (B neiict. pen.) //
[D51eKTpOHHBIH pecypcl]. - M., 2019. - Pexum JIOCTyIma:
https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

9. beikoBa T.A. JloKyMeHTallMOHHOE OOECTICUeHHE YMPaBICHUS (JI€IOMPOU3BOJICTBO)
[DnexTponHbIi pecypc]; yuebnoe mocobue/ T.A. Brikoa, T.B. Kysnernosa. -2-e u3z.
nepepadb. u gom. — MockBa: Wudpa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?id=942800/

2.4.2. IloaroroBka AOKYMEHTOB K MOCJIeAYIOIIeMY XPAHEHHIO H HCIOJIb30BAHHUIO
(2 yaca)

3ATTAHUS

1 . H3y‘lI/ITB Tpe6OBaHI/I$I HOPMATHUBHLIX AKTOB M HOPMATUBHO-MCTOJUYCCKUX JOKYMCHTOB K
(bOpMHpOBaHI/IIO ACH, ITPOBCACHUIO SKCTICPTU3BI HECHHOCTU JOKYMCHTOB U UX IMMOATOTOBKE K CIa4YC B apXUB
OpraHu3aluu.

2. CocTaBuTh MPUKA3 O CO3JAHUHU IKCTIepTHOH Komuccuu (DK) B yCIOBHON OpraHHU3aluHy.

3 . HpO&HaHI/BI/IpOBaTL NPaBUIBHOCTL I'PYHNIIUPOBKU JOKYMCHTOB B JCJIA.
4. O(l)OpMI/ITB AcJia JId CAa4u B apXyB OpraHu3alivuu.

5. CocTaBUTh OIUCH HA JiENIa IOCTOSHHOTO U BPEMEHHOT'0 XPAaHEHUs, OAJIEKaIe caaue B
apXHB.

6. CocTaBUTH aKT 00 YHUUYTOXCHHUU JOKYMCHTOB, YTPATUBHINX HAYUYHO-IIPAKTUYCCKOC 3HAYCHUC.

7. CocTaBuTh TPOTOKOJ 3aceiaHus dKcrepTHoH Komuccuu (DK) 00 YHMYTOXKECHHH 1€l |
M3MEHEHUH CPOKOB XPAHEHMS.

YKA3AHUS IO BBIITOJIHEHUIO 3AJIAHUI

1. M3yuntre OcHOBHBIE MpaBmiia pabOTHl apXWBOB opraHu3auuii (paszgenst 2; 3.6; 3.7),
[IpaBuna aenonpou3BoACTBA B (enepalbHBIX OpraHax HMCIOJHUTEIbHON Biactu (paszen V),
Mertoanyeckie peKOMEHIAIMM 10 pa3paboTKe MHCTPYKLUUH 10 JeNONPOU3BOACTBY B
(benepanbHBIX OpraHax MCIIOJHUTENBHON BracTu (pazaen 3.5), [lomokeHne o mopsiike U CpoKax
XpaHEeHHUs1 JOKYMEHTOB aKIIMOHEPHBIX 00IIeCcTB, 00paTHB 0CO00€ BHUMAHUE HA:

. npaBuia GOpMHUPOBAHHSA AT,
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° MOPAAOK IMPOBCACHU A SKCIICPTU3BI HEHHOCTU JOKYMCHTOB,

° MOPAAOK IMOATOTOBKH JOKYMCHTOB K CAAaY4€ B apXHB OpraHU3alu.

2. CocraBbTe HpHKa3 O CO3JaHMU dKcrepTHoi komuccuu (DK) ycnopHoit oprammsanuu. B
MpHKa3e OMpeaeNuTe COCTaB KOMHUCCHH, €€ 3aJJa4H, CPOK €€ padOThI.

3 . HpOBCI[I/ITC aHAJIN3 €)1, TPCAJIOKCHHBIX MIPCTIOAaBaTCIICM. O6paTI/ITC BHHMAaHHC Ha:
° COOTBCTCTBHUC 3aroJIOBKOB ACJI JOKYMCHTAM, MOMCHICHHBIM B JI€JI0;

° HaJIM4ue B JCJIC )_'[y6J'IeTHI>IX, YCPHOBLIX 3K3CMILIAPOB JOKYMCHTOB U TOKYMCHTOB,
noJICIKaIurux BO3BpaTy,

. HaJIM4Me B Jefie TOKYMEHTOB C Pa3IMYHBIMH CPOKaMH XPaHCHHUS,
. cooTBeTcTBHE 0opmiieHHs AokymeHToB TpeboBanusim ['OCT P 6.30-2003

4. OdopmuTe nena i CIA4M B apXUB: MIPOHYMEPYHTE TOKYMEHTHI eja, COCTaBbTE
BHYTPEHHIOIO OIUCh, 3aBEPUTEIBHYIO HAAMHUCH K 0POPMUTE OOIOXKKY J1ena.

5,6. O(l)OpMI/ITe OImUCH ACJI MOCTOAHHOTO U BPpCMCHHOI'O XPAHCHHUA U AKT O BBIACIICHUUA K
YHUYTOXXCHUIO JTOKYMCHTOB B COOTBETCTBHUHU C TpC6OBaHI/ISIMI/I HOPMAaTUBHO-MCTOANYCCKUX JOKYMCHTOB.
HJ’IH 9TOT'O ONPCACINUTE MOCICAOBATCIBHOCTD PACIIONIOXKCHUA ACI B OIMUCH, COCTAB NOJIPKHOCTHBIX JIWI]
yc.]'[OBHOﬁ OpraHuvsanuu, KOTOPLIC NOJIKHBI IPUHUMATh Y4aCTUC B COCTABJICHUH, BUBMPOBAHUU U
COrJIaCOBaHMHU 3TUX NOKYMCHTOB.

7. Tpu cocTaBneHnn npoTokona 3acenanus DK (B kpaTkoil Gpopme) ompeseuTe HOBECTKY IHS
3aceiaHusl U CPOPMYITUPYHTE pelieHrne KOMUCCHH.

KOHTPOJIBHBIE BOITPOCHI
1.Ilepeuncnute coctaB KOMIUIEKCa paboT, MPOBOANMBIX CITY:KOOH JIEIIONPON3BOICTBA MIPHU Cllaue
B apXHB JOKYMEHTOB OpraHH3allH.

2.Kakue ¢pynkiun Beimonaser K opranuzannn?
3.Ilepeuncnute TpeboBaHus K 0HOPMIICHHIO Je]l IPH MOATOTOBKE MX K cIjaye B apXUB.
4 Ilepeuncaure TpeOOBaHUS K OPOPMIICHUIO TOKYMEHTOB Jefia.

5.KakoBb1 mpaBujia COCTABJICHUA omucei ACJI TOCTOSAHHOI'O U BPEMCHHOI'O XpaHCHI/ISI?

NCTOYHUKU U JIMTEPATYPA
1. ®enepanpubiii 3akoH OoT 22.10.2004 Ne 125-®@3 «O06 apxuBHOM xene B Poccuiickoit
Oeneparun»  // [DnektpoHHbii  pecypc]. — M., 2019. — Pexum pgoctyna:
https://base.garant.ru/12137300/.

2. Tlocranosnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IlpaBun
JIeTIOTIPOM3BOICTBA B (peliepanbHBIX OpraHax HCHOJHHUTEIbHON BiacTH»// [DNEeKTPOHHBIN
pecypcl]. — M., 2019. — Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_88695/.
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Metoanyeckie PEeKOMEHIAIMU M0 pa3pabOTKe HMHCTPYKIUH IO JCIONPOU3BOACTBY B
(denepanbHBIX OpraHax HCIIOJHUTEIBLHOU BIIACTH, YTBEPXKACHHBIE MpUKa3oM PocapxuBa OT
23 pexabps 2009 Ne 76 // [DnextponHsli pecypc]. — M., 2019. — Pexxum poctyma:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumMepHast HHCTPYKIIUS IO JCIONPOU3BOJICTBY B FOCYNAPCTBEHHBIX OPraHU3aLHUAX,
y1B. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsIii pecypc]. — M., 2019.
Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW 305137/.

[Mpukaz Munkynerypel Poccunm ot 31.03.2015 Ne 526 «O06 yTBepKIACHHHM TMPaBUII
OpraHu3alMK XPaHEHHUs, KOMIUIEKTOBaHUS, yueTa U UCIIOIb30BaHUS TOKYMEHTOB APXUBHOIO
¢onna Poccuiickoit dexepanu W APYIMX apXMBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHON BIIACTH, OpraHaXx MECTHOTO CaMOYIPABJICHUS M OpraHu3auusix» //
[D51eKTpOHHBIN pecypcl]. - M., 2019. - Pexxum JIOCTyIma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

I'OCT P UCO 15489-1-2007 Cucrema ctangapToB 1o HH(OpMaIuu, OMOIMOTEYHOMY WU
U3JIaTeNIbCKOMY Jeny. YmpaBieHue nokymeHtamu. OOmme TpeboBaHus. // [DIEKTPOHHBIHA
pecypcl]. — M., 2019. Pexum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 [lenomnpou3BOJACTBO U apXUBHOE J1€710. TepMUHBI U OIpPEACIICHHUS.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexxum JOCTyIIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[lepeyeHb THUIOBBIX YNpPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, 00Opa3yIOLIMXCS B Ipolecce
NESTEIbHOCTH TOCYJapCTBEHHBIX OpraHoB, OpPraHOB MECTHOTO CaMOYIPaBICHUS H
OpraHu3alyii, C yKa3aHUEM CPOKOB XPaHEHWs, YTBEPXKICHHBIM IpuKazoM MuHucrepcrsa
KynbTypsl PD ot 25.08.2010 Ne 558 (B meiictB. pen.) // [Dnexkrponnsiit pecype]. — M., 2019.
— Pexxum nocryna: https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

beikoBa T.A. JlokyMeHTallmoHHOE oOOecreueHne ympaBieHus (JAeTOMPOU3BOICTBO)
[OnexTponHblii pecypc]; ydeOHoe mocobue/ T.A. beikoBa, T.B. Kysnemoma. -2-e wu3m.
nepepab. u gomn. — MockBa: HWudppa-M, 2018. -304 c. — Pexum pgocrymna:
http://znanium.com/go.php?id=942800/

9.3. UHbIe MaTepHaJIbI



69

AHHOTAIUA JTNCHUIIJINHBI

Huctumuaa  (Moayns) — peanmusyercss Ha  (akyinbTeTe  JOKYMEHTOBEACHUS W
TEXHOTPOHHBIX apXUBOB Kadeapoil TOKyMEHTOBEICHHS, ayJAHOBU3YalIbHBIX W HAYYHO-
TEXHUYECKHUX apXUBOB.

eap DUCHMIVIMHBI — MOATOTOBUTH BBIITYCKHUKA, 3HAIOLIETO OCHOBHBIC HAIpPaBJICHUS
rOCy/IapCTBEHHOU periaamMeHTanuu paboTel ¢ ToKyMeHTamu B Poccuiickoit Deneparuu, 3a1auu
CITy’KOBbI JOKYMEHTAIMOHHOTO 00€CIeYeHHs yIpaBICHUS W BIAJCIONIETO METOJAMU aHalIu3a U
COBEPLICHCTBOBAHMS TEXHOJIOTUU THUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPALUN.

3agauy IMCHMILIMHBI:

- U3YYHUTh UCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CUCTEMBI IETIONPOU3BOJICTBA;

- OBJIQJIETh CIIEHHAIIBHON TEPMUHOIOTHUEM;

- M3YYUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, TPAaBOBYIO U HOPMAaTHUBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHEH;

- chopMHpOBaTh Y CTYJEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JIEJIOMPOU3BOICTBEHHBIX
omepauuid B YCIOBHSX NPHUMEHECHHUS TPAAULUMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJOTHM
00pabOTKH TOKyMEHTOB;

- chopMUpOBaTh HABBIKM aHaIN3a CHCTEMbI JOKYMEHTAI[MOHHOTO OO0eCcTeueHus
YIPABJICHHUS;

- ONPEAEIUTH HaIpaBJICHUSA BO3MOKHOTO COBEPIIECHCTBOBAHUS CUCTEMEI
JOKYMEHTAIMOHHOTO O0ECTICUCHHs yIIPaBIICHHS;

- U3YYHTh TIOPSAJOK OpraHu3aldd CIIy’)KObl JJOKYMEHTAI[MOHHOTO OOecTeueHus

YIPABJICHYS B COBPEMEHHOU OpPraHU3alUu.

JucuumuinHa (MOyJb) HalpaBjieHa Ha (pOpMUPOBAaHHUE CIETYIOMUX KOMITETCHIINNA:

- CIIOCOOHOCTh K MCHOJB30BAaHUIO OCHOBHBIX METOAOB, CHOCOOOB U CPEICTB
NOJIy4YeHHUs, XpaHeHus, nepepadorku nnpopmarmu (OK-10);

- BlajeHHe O0a30BbIMH 3HAaHMAMU B 00JAacTH HHGPOPMAIMOHHBIX TEXHOJIOTUH
(mporpaMMHBIE  MPOAYKTBHI, HCIOJIB3yeMbIE B  YIPaBICHHUH JOKYMEHTAaMH, CHCTEMBI
3JIEKTPOHHOT'O JIOKYyMEHT0000pOTa, TEXHOJIOIMU CKaHUpoBaHus JoKyMeHTOB) (OIIK-2);

B pesynbrare 0CBOCHUS AUCIUILTUHBI (MOLYJIsl) 0OyYatOLIHiics JOIKEH:

3namo:
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- OCHOBHBIE METOBI, CIIOCOOBI M CpEACTBA TMOJYYEHHUS, XPAHEHUS M IepepabOTKU
unpopmanuu (OK-10);
- OCHOBHbIE HH(OPMALMOHHBIE TEXHOJOTHH, MCIOIb3yeMble B JIOKYMEHTAIIMOHHOM

obecneueHUH YOpaBJICHUA U apXUBHOM ACJIC, UCTOPUIO UX CO3OaHHA U HAIIPABJIICHUA PA3BUTHA

(OTIK-2);

Ymems:

- HUCNOJb30BaTh TIOJy4YEHHBIE 3HaHMA B 00JacTH paboOThl ¢ HMH(OPMAIIMOHHBIMHU
pecypcamu Ha npaktuke (OK-10);

- TOpPUMEHSATh OCHOBHbIE HMH()OPMALMOHHBIE TEXHOJIOTUH, HCIOJIb3yeMblE B
JOKYMEHTAITMOHHOM O00OECTICYCHUHN YTIPaBJICHUs U apXUBHOM Jene Ha npakTuke (OI1K-2);

Bnaoemy:

- HaBBIKAMU TIOJYYCHHUs, XpaHEHHs U TepepadoTKu HHPOpPMAIMM B  LENIAX
npodeccuonanbHoi aestensHocty (OK-10);

- HaBbIKAMH pPAa0OTBI B CHCTEMax »JJIEKTPOHHOIO JOKYMEHTOOOOpOTa, a Takke
ANEKTPOHHO-IIUPPOBOI 00pabOTKM JOKYMEHTOB B cepe JOKYMEHTAIIMOHHOTO OOecTieueHus

ynpasieHus u apxusHoro aena (OIIK-2);

[To mucummuuHe (MOAYNIO) TPEIyCMOTPEHAa MPOMEXKYTOUHAs arrectamus B (opme
JK3aMeHa.
OO0mas TpyI10eMKOCTh OCBOCHHS IUCIUIUIMHBI COCTABIISCT 4 3a4eTHBIX €OUHUIIBI, 144

gaca.
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JIMCT UBMEHEHUI

IIpuniaoxenne 2

Ne TekcT akTyanuzauuu wiu npunaraembiii K PTII fokymenr, Hata Ne
COJiep>Kallil U3BMEHEHHST NpOTOKOJIA
1. 1. ObHO8ACH CNUCOK UCMOYHUKO8 U AUMEPANYDbL 22.05.2017 e. Ne 10
2. O6HO8.A€HA CMPYKMYPA OUCYUUNAUHBL OAR OUHO-3AOUHOU U
3a04HOolL hopm 0OYyuenus
2. 3. Obnosaen cocmas npozpammnozo obecnevenus (I10),
COBPEMEHHbIX NPoghecCuoHarbHbIX 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
3. 1. ObHO8ACH CRUCOK UCMOYHUKO8 U AUMEPAMYDbL 22.05.2018 .. Ne 10
2. Obnosena cmpykmypa OUCUUNAUHBL 04 3A0OHHOU (hopMbL
0byueHus
4,
3. Obnosaen cocmas npozpammnozo obecnevenus (I10),
COBPEMEHHbIX NPogheccuoHarbubix 6a3 dannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
5. 1. ObHOBACH CRUCOK UCMOYHUKO8 U AUMEPANYDbL 22.06.2020 Ne 10
Hpunoscenue 2.1.
2. O6HO8.1€HA CMPYKMYPA OUCYUNAUHBL OAR OUYHOU, 3A0HUHOU
opm obyuenus
Hpunosxcenue 2.2.
3. Obnosaer cocmas npopammnozo obecneuwenus (I10),
COBPEMEHHbIX NPoghecCcuoHarbHbix 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
Hpunosxcenue 2.3.
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Hpunoscenue 2.1.

ITpuxa3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBepkKaeHUH IpaBUil JEIO0NPOU3BO/ICTBA B
TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBiieHHs // [DneKTpoHHBIH pecypc]. —

M., 2020. — Pexxum noctyma: https://base.garant.ru/72291836/

ITpuka3z PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxpaeHun IlepeyHsi THUNOBBIX
YNPaBIEHYECKUX  apXMBHBIX JIOKYMEHTOB, OOpa3ylolIMXcsd B IpPOLECCE MAEATENIbHOCTU
rOCYJAApCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABJIEHUSI U OpraHM3aluii, C yKa3aHUEeM
CpokoB ux xpaHeHus" (3apeructpupoBaHo B Muniocte Poccum 06.02.2020 N 57449)
[DnexTponHbIit pecypcl /Il - M., 2020. - Pexxum aocrtyna:
:http://www .consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&dst=
1000000001 ,0&rnd=0.5989149124283691#09893595070554722 .

I'OCT P HUCO 15489-1-2019. Hauuonanwuwiii crangapt Poccuiickoit ®eneparuu.
Cuctema cTaHgapToB 10 HHGOpMaIUK, ONOITUOTEYHOMY U U3JaTeNbCcKoMy nery. Mudopmarus u
JOKyMeHTauus. YnpasiaeHue nokymeHtamu. Yacts 1. ITonstus u npunnune!" (ytB. [Ipukasom
Poccranmapra ot 26.03.2019 N 101-ct) ”// [3neKkTpoHHbIN pecypc]. — M., 2020. — Pexum

pocryna: http://www.consultant.ru/document/cons doc LAW 329486/

Hpunoscenue 2.2.

Cmpykmypa oucyuniunst (MoOyis) 013 04HOU hopmul 00yuenus

(2020 200 nabopa)

OO0mast Tpy10EMKOCTb AUCLUIIMHEL cocTaBisieT 4 3.e., 152 4., B TOM uHcie KOHTaKkTHas paboTta
oOyyaromuxcs ¢ npenojasaresieM 56 4., mpoMeXyTodHas artectaumsa 18 4.,
caMmocTosTelbHas paboTa 00yJarommxcs, B T.4. KypcoBas padota 78 4.

Ne |Paznen Bunpsl yueOHo# paboThl, (B yacax) @DOopMBI TEKYILETO
I1/11 | TUCIIUILINHEL/ KOHTPOJIA (1o
TeMa KOHTaKTHas HeoensAM ce-
Mecmpa)
Q — E =
= é T o= -
§ g, g g = dopma
=~ ~
e = § 2 = = 3 ¥ 3 ;,% , |IPOMeRYTOUHO
Q |
2 s % = § = E 2 & & |arTecTanuu (no
(5} v | o & T = g o 5 2%
O S|lo |ES |HE o §5 8§ |0 5 &|cenecmpan
1 |lpenmer, 4 2 2
coziepIKaHue,
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3aj1a4d Kypca
Pa3znen 2. Ucropus rocy1apcTBEHHOr0 AeJ0NPON3BOICTBA
2.1 |Bo3HukHOBeHU |4 2 4 6 OueHka
¢ U pa3BUTHE MPaKTUYECKUX
JICTIOTTPOU3BO/IC 3a1aHmil
TBa B
YUPEIKIACHHUSIX PTC
Poccuun XVI -
XVII BB.
2.2 |denonpowussozc|4 2 4 8 Ouenka
TBO B MPaKTUYECKUX
YUPEHKICHHSX 3a7aHHUi.
Poccuu XVIII B
u
PTC
2.3 4 2 4 8 Ouenka
MPaKTUYECKUX
HenomnpousBosc .
TBO B 3aaHUMN.
YUPEKIACHHUSIX TIposepka 1
Poccun XIX - OILICHKa
Hayaime XX BB. KOHTPOJBHBIX
pabor,
PTC
2.4 4 2 6
CranoBienue u IIposepka u
pa3BHUTHE orenka PTC
JICTIOTIPOM3BO/IC
TBa B
COBETCKHUX
rOCy/IapCTBEHH
BIX
YUPEIKICHHSIX.

Paznen 3. Opranusanusi ¥ TEXHOJIOTUSI JOKYMEHTALIMOHHOIO o0ecreYeHnst

ynpasJienus B Poccuiickoit ®@exepanun

3.1

Opranuzanus
JIOKYMEHTAI!
OHHOT'O
obecreueHust
yIpaBIeHUS

CobecenoBanue
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3.2 |Opranusanust |4 6 OueHka
ciy:x0b1 JIOY. MPAKTUYECKUX
3aJaHuH,
KENCOoB
3.3 |Opranuszarus |4 6 Orenka
JOKyMEHT0000 MIPAKTHYECKUX
pota L
3aJlaHUi, KeHCOB
3.4 |Peructpamus |4 6 Ouenka
JOKYMEHTOB H MPAKTUYECKUX
opraHu3anus
CIPaBOYHO- 3aJlaHuH,
WHPOPMAIOHH .
oro KEMCOoB,
00CITy)KHBaHUS KOHTPOJIbHBIX
pabot
3.5 |Kontpoub 4 6 Ouenka
HCIIOJHCHHS MPAKTUYECKUX
MOKYMCHTOB 3aJaHNM, KeHCOB
3.6 4 2 CobecenoBanue
Opranuzanus
JICTIOTIPOM3BO/IC
TBa 110
MPETOKECHUSIM
,
3asIBIICHUSAM H
’Kamodam
rpakaaH
3.7 Xpanenue 6 OrnecHka
TOKYMEHTOB B HpaKTHiIeCKI:IX
[ CTOMPOH3BOIC 3aJIaHUi, KEMCOB
[BE 4
bpraHu3alnu
3.8 |Hampasienust 10 CobecenoBanue
COBEPIIICHCTBOB
anus [10Y
18 umoeoeas

KOHMpPOJIbHAA
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Oxzamen

paboma

Htoro

28

28

18

78

Cmpykmypa oucyuniunsl (Mo0ys) 0714 3a04HOI hopmbl 00yUeHUA

(2020 200 nabopa)

OO0mast Tpy10EMKOCTb AUCLUITIMHEL cocTaBisieT 4 3.e., 152 4., B TOM uHciie KOHTaKTHas paboTta
oOyyaromuxcs ¢ npenogasaresnieM 16 4., mpomexxyTouHas arTectanus 9 4.,
caMmocTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas padota _ 127 u.

Ne |Paznen Bunsl yueOHo# paboThl, (B yacax) @DOopMBI TEKYILETO
/11 | TUCIIATUTHHEL/ KOHTPOJIA (1o
TEMA KOHTaKTHas HeoelaMm ce-
Mecmpa)
Q — E =
> = z = =
S g, g g s dopma
H “
e - § 2 = E 3 ¥ 3 ;,% , |IPOMeRYTOUHO
§ E e % = | & 52 E g = § |arTectauuu (no
O <
(5} L | © & T = g e 5 2
&) S|lo |ES |2E o §5 8§ |0 5 &|ceMeanpan
1 |IIpenmer, 4 2 10
COJIEpIKaHUE,
3aJa4d Kypca
2 4 2 10 CobecenoBanne
Opranuzanus
JIOKYMEHTAI!
OHHOT'O
obecreueHus
yIpaBJICHUS
3 4 2 10 CobecenoBanne
Opranuzanus
ciyx0st JIOY.
4 |Opranuzanus |4 2 10 CobecenoBanue
JIOKYMEHTO000
porta
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5 |Peructpauus |4 2 20 Orenka
JIOKYMCHTOB H MPaKTUYECKUX
OpraHu3aIus
CIPaBOYHO- 3aJlaHuH,
UHPOPMAIOHH .
oro KENCOB,
00CITy)KHBaHUS KOHTPOJIbHBIX

pabot

6 |KouTpoms 4 2 20 OueHka
UCIIOJTHEHHS MPaKTUYECKHUX
JTOKYMEHTOB 3aJlaHUl, KENCOB

7 |Opranuszarmus |4 2 20 Ouenka
JETOTIPOU3BOIC MPaKTUYECKUX
TBa I10 3aJaHuM, KeHCOoB
NPEIOKEHUAM
, 3aSBJICHHSM H
xamobam
rpaXkIaH

8 |HampaBnenus 2 27 Ouenka
COBEPIIICHCTBOB MPaKTUYECKHUX
anus JIOY 3aJaHUM, KeHCOB

4
9 9 umoeosas
Sesanen KOHMPONbHAS
paboma
Uroro 4 8 8 127

Ipunoscenue 2.3.

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npoceccuonanpubix 6a3 nannpix (b1) n
uHgopmauuoHHo-cnipaBoynblie cuctem (MCC) (2020 r.)




77

Ilepeuens 110

Nen/ Haunmenosanue 110 ITpoussoguTens Crnioco6 pacrnpocTpaHeHust
I (Muyen3uonHoe uiu

6060010
PACNPOCMpanaemoe)

1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE

2. Microsoft Office 2010 Microsoft JINLIEH3NOHHOE

3. Windows 7 Pro Microsoft JIMLEH3UOHHOE

4. Microsoft Office 2013 Microsoft JINLIEH3MOHHOE

5. Windows 10 Pro Microsoft JIMLEH3UOHHOE

6. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

7. Microsoft Office 2016 Microsoft JIuneHn3nonHoe

8. Zoom Zoom JIMLIEH3UOHHOE

Ilepeuyens B u UCC

Nen/ HaumenoBanue
n

1 Mexynaponsslie pedpepaTiBHbIe HayKoMeTpudeckue b1, mocTynHble B paMKax HallMOHAIBHOM
nopmacku B 2020 r.

Web of Science

Scopus

2 | IIpogpeccuonanbHble onHOTEKCTOBBIE BI1, OCTYNHBIE B paMKax HALMOHATBLHON MOJINMUCKY B
2020 .

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnansl Taylor and Francis

3 | Ilpocpeccuonanbhbie NOAHOTEKCTOBbIE B
JSTOR
W3nanus no oO1iecTBEHHbIM ¥ T'yMaHUTAPHBIM HayKam

DnekTpoHHas 6ubnmoreka Grebennikon.ru

4 KOMHI)IOTepHI)IG CIIPABOYHbIC MPABOBLIC CUCTEMbI
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KoncyapranT [Tntoc,

lapanT




