MHWHOBPHAYKH POCCUN

+ o,
i @ b
5 2

%L PRy &
o, o8

denepalibHOE rOCYJapCTBEHHOE aBTOHOMHOE 00Pa30BaTEIbHOE YUPEKIEHUE
BBICIIIETO 00pa30BaHMS
«Poccuiickuil rocyJapcTBeHHbI TYMAHUTAPHBIA YHHBEPCUTET»
(PI'AOY BO «PI'TY»)

I/ICTOPI/IKO-APXI/IBVHBII‘/JI UHCTUTYT
NCTOPUYECKUU ®AKVYIJIBTET
Kadenpa noxymeHTOBeICHNS, ayIMOBU3YATBHBIX U HAYUYHO-TEXHHUECKUX ApPXHBOB

NUCTOPUA U OPTAHU3ALIIMA COBPEMEHHOI'O JEJOITPOU3BOJACTBA B
POCCHUHA

PABOYAS [TPOTPAMMA JJUCLHUITJINHBI

46.03.01 Vcropus

Koo u naumenosanue Hanpaejlenus nodeomoeku/cneuuaﬂbnocmu

HcTopus coBpemenHon Poccun

Haumenosanue nanpasnennocmu (npoguna)/ cneyuaruzayuu

VYpoBeHb BbIciIero o0pazoBaHusi: 0OakanaBpuar

dopma 00yueHHUs: OuHAas

PITJl amanTupoBaHa Jyisl JIMI]
C OTPaHUYEHHBIMU
BO3MOXHOCTSMH
370pOBbSl U HHBAJIUJIOB

Mocksa 2025



HcTopus u opranu3anusi COBpeMEeHHOI0 J1eJI0NPou3BoaAcTBa B Poccun
Paboyas nporpamMma TUCIMIUIAHBI

CocraBurenb(n):

3aB. kaenpoii, KaHj. UCT. HAYK, JOIICHT

IO.M. Kykapuna

OTBETCTBEHHBIN PeAaKTOP
3aB. kadeapoii, KaHJ. UCT. HAYK, JOLEHT
KO.M. Kykapuna

YTBEPX/IEHO
[IpoTtokomn 3acenanus xkadpenpst JAuHTA

Ne 7 or___ 1612 2024 .



OI'JIABJIEHUE

1. llosicHUTeIbHAS 3aMIUCKA

1.1 Lenp u 3aga4n AUCUUTLINHBI

1.2. Ilepedenp mIaHUPYEMBIX PE3yJIbTATOB O0YUYEHHS MO JUCLUIUINHE,

COOTHECEHHBIX C UHAMKATOPaMH TOCTHXKEHUS! KOMIIETEHIIUN

1.3. MecTo qUCHMILIMHBL B CTPYKTYpe 00pa30BaTeIbHON IPOrpaMMbL

2. .CTpyKTYypa QM CHUIINHBI

3. Copep:kanue QM CHUNTHHBI

4. O0pa3oBaTe/ibHble TEXHOJOTHU

5. OueHka JIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHus!

5.1. Cucrema

OLIEHUBaHUs

5.2 Kputepuu

BBICTABJICHHUS OLIEHOK

5.3. OueHouHble cpeacTBa (Marepuajgbl) I TEKYIIEro  KOHTPOJIS
YCIIEBaEMOCTH,ITPOMEKYTOUHOM aTTecTalli 00yUYaroIMXCs 110 TUCIUILIIHHE

6. YueOHO-MeTOMMYecKOEe M HHPOPMALIMOHHOE O0ecTieyeHre TN CIUTIINHbI

6.1. CIMCOK NCTOYHUKOB U JIUTEPATYPHI

6.2. Ilepeuenp pecypcoB HHGOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHOMN ceTH «ITHTepHEeT»

6.3. Ilpodeccronanbuble 0a3bl JAHHBIX U UH(OPMAIIHOHHO-CIIPABOYHBIE CHUCTEMBI

7. MaTepuajibHO-TeXHUYECKOe o0ecredyeHue U CHUNIMHbI

8. Obecneyenue 00pa3oBaTeILHOIO MpoIecca IS JUL ¢ OTPAHUYEHHBIMH

BO3MO’KHOCTSIMU3/10POBbS 1 HHBAJIHU/I0B

9. MeTtoan4eckue MaTepuaJbl

9.1. Ilmanpl CeMUHAPCKUX/TIPAKTUICCKUX/ JTAOOPATOPHBIX 3aHATHN

9.2. Meroanveckne peKOMEH ALK 110 TIOATOTOBKE MMCbMEHHBIX PadoT

9.3. Nubie maTepuaisl

IMpunoxkenus
[Tpunoxxenue 1. AHHOTaIMs pabodell MPOrpaMmbl TUCHUTLIMHBI



ITosicHuTeIBLHAA 3aMHCKA
1.1. Heas 1 3aa0a4M JMCHUILTAHBI (MOTYJIf)

[lenb AMCUUIUIMHBI — MOATOTOBUTH BBIMYCKHUKA, 3HAIOIIETO OCHOBHBIC HAIpaBJICHUS
roCyJJapCTBEHHOM perjaMeHTaluuu paboTsl ¢ JokyMeHTamu B Poccuiickoit denepanuu, 3aaauu
CITY>KOBI JOKYMEHTAIITMOHHOTO 00ECIICUeHHUs YNPAaBIICHUS W BJIAJICIONIETO METOJAAMHU aHalu3a U
COBEPILICHCTBOBAHMS TEXHOJIOTUU TUIIOBBIX JEJIONPOU3BOICTBEHHBIX ONEPALUH.

3amauy TUCIUITINHEL:

- U3YYUTh HCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CUCTEMBI ICTIONPOU3BOJICTBA;

- OBJIQJIETh CIICHMAIIBHON TEPMUHOJIOTHUEH;

- W3y4YUTh COBPEMEHHYIO 3aKOHOJATECIIbHYIO, TPAaBOBYI0O W HOPMATHUBHYHO 0azy,
perIaMeHTHPYIOIIYIO paboTy C TOKYMEHTAIIUEH;

- chopMHpOBaATh Y CTY/IEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICTOMPOU3BOICTBEHHBIX
onepanuii B YCIOBHSX NPUMEHEHHUS TPAAUIMOHHBIX M aBTOMATHU3UPOBAHHBIX TEXHOJOTHM
00pabOTKH TOKYMEHTOB;

- copMupoBaTh HaBBIKM aHaJW3a CHUCTEMbBl JOKYMEHTAIIMOHHOTO OOECTICUCHHS
yIpaBJICHHUS;

- ONpEeACTUTh HanpaBJICHUSA BO3MOKHOT'O COBEPILICHCTBOBAHUS CHCTEMBI
JOKYMEHTAIMOHHOTO O0ECTICUCHHs yIIPaBICHHUS;

- W3YyYUTh TIOPSJOK OpraHU3alMh CIY>KObl JIOKYMEHTAIIHOHHOTO  OOECTICUCHHS
YIIPABJICHUS B COBPEMEHHOW OPTaHU3ALUU.

1.2. IlepeveHb MJIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 TUCHHUILINHE (M00YJ110),
COOTHECEHHBIX ¢ HHIUKATOPAMH TOCTHKEHHsI KOMIIeTeH Ui

aHHOTanui, pedepatoB U
6I/I6JH/Ior‘pa(1)]/11/I no Ttemaruke | COOTBETCTBUU C AENCTBYOWLMMN
IIPOBOAMMBIX UCCIIEIOBAaHUM. cTaHgapTaMu.

KoMnerenuus NHaukaTopbl KOMIeTeHIUI Pe3yabTaTsl 00yyenus
(K01 M1 HAaUMEHOBAaHHE) (ko1 ¥ HAMMCHOBAHUE)
MK-7.3 Ocyuwectenser 3HaTb: AeNCTBYIOLLME CTaHAAPTbI U
Criocoben K| aHHOTMpOBaHMWe, pepeprpoBaHue, KOHLLeMUMMN UCTOPUHECKON HayKu
COCTaBIICHUIO 0030poB,

ounbnnorpadunyeckoe onmcaHue B
YMeTb: OCYLLECTB/IATE aHHOTUPOBAHUE,

pedepupoBaHue 1
omnbnanorpadunyeckoe onmcaHue B
cBoen NpodeccuoHanbHOM
[eaTeNbHOCTH

Bnapetb: OCHOBHbIMM MPUHLMAAMU U
MeTOAUKaMM aHHOTUPOBAHUSA U
pedepupoBaHUs B UICTOPUYECKON
Hayke

1.2. MecTo AuCHHMILVINHBI (MOYJIsI) B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrPaMMBbI
Juctunuaa (Moaynb) «VcTtopuss U opraHu3aiusi COBPEMEHHOTO JISJIONPOU3BOICTBA B
Poccun» oTHOCHTCS K yacTu OJ0Ka TUCHMIUIMH y4eOHOTro IjiaHa, (OpMUPYEMOil y4acTHHUKaAMH
00pa3zoBaTeNbHBIX OTHOIICHHI.
JUisi OCBOEHUSI JTUCHMIUIMHBI HEOOXOAWMBI KOMIIETCHIIMH, C(HOPMHUpPOBAHHBIE B XOJ€
M3Y4YeHMs CJEeNYIOUINX AUCUMIUINH U MpakTuk: «JlokymeHToBeneHue», «OCHOBBI pOCCUICKOIO
npaBay» U NPOXOKACHUS Y4eOHON MPaKTHUKH.

2. CTpyKTYypa AUCHHUILVIMHBI (MOLYJI51)



OO6mas TpyA0€MKOCTh TUCHUIUTHHBI COCTaBIseT 3 3.e., 108 akamemMudeckux vaca

(oB).

CTpyKTypa IMCUMILINHBI 4151 04HOH GopMbl 00yUeHust

O0beM nmuCIUIUIMHBI B (QOpMe KOHTAKTHON paboThl 0O0yYaromuxcs C IeJaroru4eCKuMHA
paboTHUKaMH U (WJTH) JHUIIAMH, TPUBJIEKAaeMbIMH K peasin3alii 00pa30BaTebHOM MPOrpaMMBbl Ha MHBIX
YCIIOBUSIX, TIPU MPOBEACHUH yUEOHBIX 3aHSATHIA:

Cemectp | Tun yueOHBIX 3aHATHI KommgectBo
4acoB
3 Jlexmn 30
3 CeMuHApHI/1a00paTOPHBIE PadOTHI 30
Bcero: 60

O6bem nuctMIUIHbL (MOIYJIS) B (hopME caMOCTOATEIbHON paboThl 00YYAIOIINXCS
cocTaBisieT 48 akajaeMuuecKkux daca(oB).

3. Conep:kaHue QJUCHUILIUHBI (MO1YJIA)

Ne [ HammeHoBaHme pa3aesia Conep:xkanue
AUCHHUILINHBI

1 1. Hasznauenue Kypca, IIpenmer, conmepkaHMe M 3aJaduM Kypca.
MICTOYHUKH U JTUTEPATypa TepMUHOJIOTHS OCHOBHBIX MOHSTHH B 00JacTu

NIEeNONpou3BOACTBa, ee  sBomrorus.  OleHka
TEPMHHOB B OT€UECTBEHHOW JIUTEpaTypeE.

B3aumocssi3b OpraHu3aIuu u
TEXHOJOTMH TOCYAApCTBEHHOTO JEJIONPOU3BOACTBA
c pa3BUTHEM TOCYIapCTBEHHOTO ammapara, ero
GYHKIUSAMHA U CTPYKTYpOH. [Tepnoauszanus
OCHOBHBIX ATaroOB Pa3BUTHUS JAETONPOU3BOICTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTU PAOOTHI C
JTOKYMEHTaMU B yupexaeHusx Poccuu B paznuuHbie
UCTOPUYECKHE TEPHOABI, MX IPEEMCTBEHHOCTh B
YCIIOBUSX JAEATEIBHOCTH COBETCKOTO M POCCHUIICKOTO
roCyapCTBEHHOIO aIapara.

Mecto Kypca cpenud APYyTUX H3Yy4aeMbIX
JVCIIUATUTHH.

O0630p HCTOYHMKOB U JIUTEPATyphl IO
nenonpou3BocTBy B Poccuu 10 1917 1.

JlutepaTypa 1O Hay4dHOl oOpraHU3aIUU
ynpasieHueckoro tpyaa B 1920 - 1930-x rr., ee
3Ha4YeHHE JIsl U3yYEHHs Kypca.

Paboter mo nenompoumsBoactBy  1960-x -
1980-x IT., dbopMHupoBaHHE HOBBIX
palMOHANN3aTOPCKUX HJEH U HUX OTPaKEHHE B
MCTOYHUKAX U JUTEpaType, MePUOTUIECKON MeUaTH.

CoBpemeHHasi  crienuanbHas — JUTEpaTypa,
yu4eOHMKH M y4yeOHble 1ocoOus. HM3meHenue




TEMaTUKU HAy4YHO NpakTuiyeckux pador B 1900-e -
2010-e IT. B CBSI3H c CO3/IaHHEM
aBTOMATH3UPOBAHHBIX CUCTEM JIEIONPOU3BOJCTBA,
COBPEMEHHBIX CpEICTB KOMMYHHKAIIH,
OpPraHU3alMOHHON U BBIYUCIMTEIBHON TEXHUKH.
Jluteparypa 1o TeopuHM W IPAKTUKE YIPaBICHUS
JIOKyMeHTaluen 3a pyoexom. OIleHKa BO3MOXKHOCTH
3aUMCTBOBaHUA 33,py66)KH01"0 OIIBITa pa6OTLI C
JOKYMCHTaAMH

2.1. Bo3HuKHOBeHHE W pa3BUTHE

PGFHaMeHTaHI/Iﬂ 3aKOHOJATCIIbHBIMHU aKTaMH

JeJIONMPON3BOICTBA B [ XVI - XVII BB. OTHENBHBIX CTOPOH CO3/IaHUA U
yupexaenusix Poccun XVI - XVII | opopmnenus JIOKYMEHTOB, 00s13aHHOCTEH
BB. “CyKunpIx” JIIOAEH. Opranuzanus
JIETIOTIPOU3BOJICTBA B IIEHTPAIBHBIX YUPEKICHUIX
Pycckoro LEHTPAIN30BaHHOT O rocyJapcraa
(mpukasax), 1 MECTHBIX YUPEXKJIEHUAX (IPHUKA3HBIX
n30ax), ero ocooeHHocTH. OCHOBHBIE 3TAIBl PAOOTHI
c JIOKYMEHTaMH, JIEJIONIPON3BOICTBEHHbIE
oneparuu. Ctonbuosas popma AeTONPON3BOACTBA.
2. 2. JenonpousBoactBO B XapakTepucTUKa «I'eHepaIbHOrO
yupexaeHusx Poccun XVl B perinamMeHTa» 1720 T. KaK OCHOBHOTO

3akoHoxarenbHoro akra XVIII B. mo opranusanuu
JEJNONpPOU3BO/CTBA. PernameHnTtanus JOHKHOCTHBIX
00s3aHHOCTEN  CIy)KallMX B 3aKOHOJATEJIbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cekperaps
B KOJUIEKCKOM Jenonpou3BoacTBe. OcoOeHHOCTH
TEXHOJOTHH  Jlelonpou3BojacTBa.  Opranusanus
APXUBHOI'0 XpAaHCHUS JOKYMCHTOB.

«Obmmee yupexaenue ryoepackoe» 1775 . o
MOopsAKE ACJIONPONU3BOACTBA n YCTaHOBJICHHUC
UEepapXUU B JOKYMEHTUPOBAHUU B3aMMOOTHOIICHHM
LEHTPaJIbHBIX U MECTHBIX Y4pexacHui. OTanuus

TexHojoruu AenonpousBoactBa XVIII B. ot
TEXHOJIOTHH MPEANISCTBYIOMIETO MePHOIa.
2. 3. Jleronmpou3BOACTBO B «Obmee yUpeKICHUE MUHHCTEPCTBY»

yupexkaenusax Poceum XIX -
Hayajie XX BB.

1811 r. xak OCHOBHOH 3aKOHOIATEIBHBIA aKT I10
€IMHOOOPa3HOMY TIOPSIAKY JEJIONPOU3BOJCTBA B
yupexnenusix  XIX B. Co3gaHue  cUCTEMBI
JIETTIONPOU3BO/ICTBA, COOTBETCTBYIOLIEH
€IMHOHAYAJILHOMY MOPSAKY NPUHATUS PELICHUN B
LHEHTpaIbHBIX yupexaeHusx Poccum XIX  B.
PernameHnTanus 1BUKEHUS TOKYMEHTOB.

TengeHuu pocta JOKyMEHTOOOOpOTa W
MEpbl MO €ro COKpAaIlEHWI0 B 3aKOHOJATEJIbCTBE
XIX B. Bnusinue HOBBIX CpEeICTB
JIOKYMEHTUPOBaHUS, CBSI3H, KOMMPOBAIBHON
TEXHHUKH Ha CHUCTEeMY pabOTBl C JOKYMEHTaMH.
Pa3zpaboTka palMOHAIBHBIX CHCTEM
JICIOIPON3BOJCTBA B OTICIHHBIX BEAOMCTBaX H




3HAUEHHE HTOr0 OMbITa s MOCIEAYIOIIETro
pa3BUTHS JEJIONPOU3BOICTBA.

CoBpemMeHHast OLICHKa CHUCTEMBI
JIETIONPOU3BOJICTBA JOPEBOIOLMOHHON Poccun u
€ro BJIMSHHUE Ha JalbHEWIee pa3BUTHE CIIOCOOOB U
METO0B pabOTHI C IOKYMEHTAMHU.

2.4.CtaHoB/IeHMe M pa3BUTHE
JAeJIONPOU3BO/ICTBA B
COBETCKHMX TOCYJapCTBEHHBIX
YUpeKIeHusX.

[Toucku panmoHanbHBIX (GOPM OpraHU3ALII
nenonpou3BojictBa B 1919 -1920-e ropl.

Hayunast opranuzamusi ymnpaBJIEHUYE€CKOTO
Tpyda Kak Qopma OOIIECTBEHHOTO MABIKEHHUS 3a
palMoHATN3alIUIO Tocarapara.

Coznanue HAYYHO-HCCIIEI0BATEIbCKIX
WHCTUTYTOB, BEIOMCTBEHHBIX U BHEBEJIOMCTBEHHBIX
OpraHoB palMoHaIn3aInu, HX
MCCJIEI0BATEINIbCKAs ACATEIBHOCTh U MPAKTHUUYECKHE
pa3pabOTKU 10 BHEAPEHUIO HAYYHOM OpraHM3aIluu
ympasieHueckoro tpyaa (HOVYT).

OnbiT pabotel OTnena aJMHHHCTPATUBHOU
texuuku (ATO) HK PKM CCCP, akumonepHOro
obmectBa  «Oprcrpoiiy, HHcTUTyTa  TEXHUKH

yIIpaBICHUS 1o palroOHAIN3alAN
JIEeIONPOU3BOJCTBA B LICHTPAIBHBIX M MECTHBIX
YUPEKICHUSAX.

Xapaktepuctuka u 3HaueHHe «OO0mux
MPaBWI JOKYMEHTAIUM M JOKYMEHTOOO0OpOTa» Kak
MOMBITKA O00O0OIIEHHS METOJOB pPalMOHAIU3AINH
JEJONPOU3BOACTBA W BHEAPEHUS B MPAKTHKY
paboThl  €IMHBIX NpaBWJI  OpPTraHu3alMd |
TEXHOJIOTHH JI€JI0IPOU3BOJICTBA.

JlesiTenbHOCTD ['maBHOTO apXUBHOTO
ynpasinenuss ('AY) CCCP no wmeroauueckomy
PYKOBOJICTBY JIEJIONPOU3BOCTBOM.
Metoaunueckue pa3paborku 'AY CCCP 1960-x rr.
[0 OpraHU3allii U TEXHOJIOTUU JEJIONPOU3BOCTBA.
Coznmanne u BHeapeHue OCHOBHBIX IOJIOKCHHIMA
Ennnoit roCyIapCTBEHHOU CHUCTEMEI
nenonpousBojctea (EI'CH), ee 3nauenuwe st
OpraHu3aliy JEIONPOU3BOICTBA B YUPESKICHUIX U
OpraHu3aIHsIX.

AKTHUBH3AIMS COBEPILICHCTBOBAHUS
nenonpou3Bojictea B 1970-e — 1980-¢ rr. Pa3Butue
TEOPETUUYECKMX W MPHUKIATHBIX HUCCIECJOBAHUM B

obnactu COBEPLIECHCTBOBAHUS
JOKYMEHTAllMOHHOTO OOECHeYeHUs  yIpaBlCHUS.
PopMUpPOBaHHE  KOHUEILIHHU HOY. Lens,

HasHaueHne, coctaB (OCHOBHBIX  ITOJIOKCHHUH
I'CAOY, xapakTepuCTHKa OCHOBHBIX MOJIOKEHUH U
TEMaTHYECKUX Pa3JIeIIOB.




3.1. Opranuszanus
AOKYMEHTAIHOHHOT 0
o0ecrieyeHus1 ynpaBJIeHUsI

Jlokymenmayuonnoe obecneyerue
VIpAasaeHUs - OCHO8A MEXHON02UU YNPABNEHUS.

[TonsTue «JIOKYMEHTAIIMOHHOE
obecrieuenue ynpasierus» (OVY). CootHomeHue
MOHATUI «JIeTIOTPOU3BOJICTBOY,
«JIOKyMEHTALIUOHHOE 00€eCleYeHne YIpaBICHU»,
«yTIpaBJIEHUE JIOKyMEHTaMn». VYnpasnenue
JIOKyMEHTaMH KaK COBOKYIIHOCTb JIEWCTBUM C
JOKyMEHTaMU OpraHu3auu c LEJBIO
JI0Ka3aTeNbCTBA  IPOBEJIEHUS  YIPaBIEHUYECKUX
OnepaLui. TpebGoBanus K YIPaBJIEHUIO
JIOKYMEHTaMH.

VYnpasneHnueckas NeSATEIbHOCTh u
JOKYMEHTAllMOHHOE  00ECIIeYeHUE  yNpaBIICHUS.
JlokyMeHTalmoHHOEe OOecreueHue YIpaBleHUus Kak
(GyHKLIMS yIpaBlIEHHs, €ro MECTO Cpeau IPYrux
byHKIMil yrnpaBieHus. 3Hau€HUE JOKYMEHTOB st
peanu3auvy yIpaBICHUYECKUX peleHuid. BiusHue
XapakTepa YNpaBJICHUs, MNPUHUUIIOB NPUHATHUS
YIOPaBIEHYECKUX PELIEHUH  Ha OpraHu3aluilo u
TEXHOJOTHI0  JOKYMEHTAallMOHHOTO O0OecreyeHus
yIpaBiIEHUS.

JlokymMeHTaumoHHOe obecrnieueHue
yIpaBJIEHUS KaK cCUCTeMa pabOThl C JOKYMEHTaMH.
@akToppl, BAMAKOIIME HA €ro OpPraHu3alul |
TEXHOJIOTHIO B YUPEXKIEHHUSIX, OPraHU3alUgX U Ha
NPEANPUATHIX  PA3NUYHBIX  OPraHU3allMOHHO-
npaBoBbIX GopM. OpraHuzalMoOHHBIE, IPABOBBIE,
COIAJIbHBIE U TICUXOJIOTUYECKUE aCIHEKThI
JOKYMEHTAIMOHHOTO 00eCTIeueHH sl yIpaBJICHUSI.

Binsane aBTOMaTHSHpOBaHHOﬁ TCXHOJIOTHUHN
00pa0OTKM  JIOKYMEHTOB  Ha  JIOKyMEHTAI[HOHHOE
o0ecrieueHue yrnpaBlieHHS.

B3anmocBss3b JOKYMEHTAIMOHHOTO
oOecrnieueHus yIpaBiIeHUS C XpaHEHUEM
JOKYMEHTOB B  apXMB€ OpraHu3alludi U B
roCy/1apCTBEHHBIX apXHUBaXx.

Hanpasnenus 2ocyoapcmeennozo
Ppe2yiupoBarusi 0eionpouU3s00Ccmea
6 1990-e — 2000-e 200wi.

XapakTepuCcTUKa  3aKOHOJATEIbHBIX U
HOPMATHBHBIX  IIPaBOBBIX  akTOB  Poccuiickoi
Odenepanuy,  periaMeHTHPYHOIUX  paboTy ¢
JOKyMeHTaMu.  HampaBieHus rocyaapcTBEeHHOTO
peryaupoBaHus. 3aKOHOAATEIbHOE 3aKpeIUIeHHe
o0mux TpeOOBaHMM K JOKYMEHTaM U CHUCTeMaM

yHOpaBiIeHUs. OTBETCTBEHHOCTh 3a paboTy ¢
JIOKYMEHTaMHU U UX COXPAHHOCTb.
XapakTepucTuka HOPMAaTUBHO-

MCTOANYCCKHUX JOKYMCHTOB MEKOTPaCJICBOI'O




IEUCTBUSL.

3.2. Opranmsanus cayx0s1 JOY.

OpraHu3anuoHHbIE bopmbI
JOKYMEHTAllMOHHOTO  00eCne4yeHus yIpaBiIeHUs.
dakTopsl, OIIpeIeIIAIoIIHe BbIOOp

OpraHU3alMOHHON bopmbl B KOHKPETHOU
OpraHu3alyHy.
OcHoBHas 11eITb, 337a9U U (PYHKIIMH CITY>KOBI

JOV.
Tumnossie cTpykTypsbl ciayx061 IOY.
PernamenTanus byHKIMT
HO/Ipa3IeTICHUH N0 JIOKYMEHTAllMOHHOMY

oOciayuBaHUIO. THUIMOBBIE U HHAWBUIYaJbHBIC
nojoxenuss o ciyxoe JIOY. TumoBoi dopmysip
MOJIOKEHUs, COCTaB  MHpOpMAlUU,  MOPSAOK
pa3pabOTKU U YTBEPIKICHUS.

JlomKHOCTHOH W YHCICHHBIA  COCTaB
pabotaukoB ciryx0b1 JJOY. OyHKIMH PabOTHUKOB
CITyKOBbI i (0)% (cexperapb CTPYKTYPHOTO
noJipa3esieHus, CEKpeTaphb pPYKOBOJUTEIS,
WHCIIEKTOP MO KOHTPOIIO U T.A.). 3aKpervieHHe
OTBETCTBEHHOCTHM U TIOJHOMOYMH pabOTHUKOB
cayk6er JIOY.  Jlo)oKHOCTHAsT WHCTPYKIUS Kak
OCHOBHOM HOPMATHUBHBIN JIOKYMEHT,
ONpeEAOINN OpraHU3alMOHHO-TIIPABOBOE
noJjoxeHne padboTHuka. DopMyIsip TOIHKHOCTHOU
UHCTPYKLMHU, COCTaB HWH(pOpMaLWU, TOPSAOK
pa3paboTKU U YTBEPKACHUSI.

[Tonoxenue o cayx6e JIOY u gomxHOCTHAS
MHCTPYKLUS KaKk  HOpPMaTHBHas  OCHOBa
pacmpeneneHns Tpyaa MEXIy MNOApa3JeieHUsIMU U
VCIIOJTHUTEIISIMU.

NHcTpykuuss 1o OelIONpOU3BOACTBY -
OCHOBHOW HOPMAaTUBHBIN aKT, PETIaMEHTUPYIOLINI
TEXHOJOTHI0 JOKYMEHTAllMOHHOTO obOecreyeHus
ynpasieHusi.  TumoBele W MHAMBUAYaJIbHbBIE
uHcTpyKuuu.  [lopsimok  pa3paboTku,  cocTaB
UH(OPMAaLIK, MTPaBUJIa YTBEPKIACHUS U BHEAPCHHUS.
OTBETCTBEHHOCTh COTPYJHHUKOB OpraHU3alluM 3a
colOuoieHre TpeOOBaHUI HHCTPYKIIHH.

HopmupoBanue Tpyaa paGOTHUKOB CITyKObI
JOVY, TunoBble  HOpPMATUBBI  BPEMEHH  Ha
JIEJIONPOU3BOJICTBEHHBIE PAOOTHI.

Pasmemienue CTpyKTypHBIX MOIAPA3ACICHUI
cayx6er JIOY. VYcnoBust Tpyma, opraHuzamus M
o0opytoBaHUE pabOYUX MECT.

[Topsimok XxpaHeHHs T1edareid, OJIAaHKOB W
IpaBWja II0JIb30BAaHHUA HMH. OTHKA JIEJOBBIX
OTHOIIIEHUHN, TICHXOJIOTHYECKUH acmeKT padoThl C
JIOKYMEHTaMH. [TonroroBka KaJpoB
JICIIONPOU3BOJCTBEHHBIX  CIYXkO. Popmbl




MOBBIIICHUS ~ KBaTU(PUKALMKA  CICHUAINCTOB B
obmactu JIOY.

3.3.
AOKYMEHTO0000poTa

Opranuszanus

Ornpenenenne IOHSITUSI
«JIOKyMEHTOO00pOT». OO0mue NpUHIUNBL |
METOANYCCKHUEC OCHOBBI OpFaHI/I3aHI/II/I
JIOKYMEHTO000pOTa, ux peanu3anms B
IleﬁCTBYIOIHHX FOCYI[apCTB CHHBIX HOpMaTI/IBHLIX
JOKYMEHTaX.

Crpykrypa u o0mas XapakTepuCTUKa
JOKYMEHTONOTOKOB.  O0BeM JOKyMEHTOO0OpOTa.
VYuyer konuuecTBa T0KyMEHTOB.

[Ipuem, MIPOXOK/ICHHE u MOPSIIOK
VCIIOJIHEHUS NOCTYHAOIINX JIOKYMEHTOB.
[lepBruunas 3KCHEAUIMOHHAS o0OpaboTka
nokyMmeHToB.  [IpeaBapurenbHOoe  paccMOTpeHHUE
JIOKyMEHTOB. Paccmotpenue JIOKyMEHTOB
PYKOBOJCTBOM OPTaHU3alMU, MPUHITHE PELICHUS O
XapakTepe HUX  HCIOJIHEHUS. Hanpagnenue

JIOKYMEHTOB Ha UCIIOJIHEHUE.
JlocTaBka  JJOKYMEHTOB  HCHOJHHUTENSIM,
NOopsAIOK  MX TpuemMa U nepenaun. Pabota
UCTIOJIHUTENIS C IOKYMEHTaMU. DTarbl UCIIOJHEHMUS.
[Topsinoxk 00pabOTKH OTMPABISAEMBIX JOKYMEHTOB.
[IpaBuna opraHM3auuMy JABMXKEHHS BHYTPEHHHUX
JOKYMEHTOB. HampaBieHust CcOBEpIIEHCTBOBaHUS
JOKYMEHTOO0O0pOTa U IIyTH €T0 COKpAIIEHUS.
Tenpennuu pocra JOKyMEHTOOOOpOTa B

COBPEMEHHBIX OpraHu3aIusX. Bnusiaue
aBToMaTH3alMk  O0pa0OTKM  WHOpPMAIMK  HaA
KOJINYECTBEHHBIE u KayeCTBEHHBIC

XapaKTEPUCTHKHU JTOKYyMEHTO000POTA.

3.4. Perucrpanusi 10KyMeHTOB H

OopraHu3anus
HH(poOpMALOHHOT O
00cTy;KMBaHMS.

CIPaBOYHO-

Perncrpanmss kak  cocTaBHas ~ 4acTh
texHoinorun  JIOVY. IlpuHummel  perucrpanuu
JTOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
peruCTpaMOHHBIX (OpM, COCTaB HHPOPMaLUU H
HOPSIIOK  UX  3amofiHeHus. Pas3Butue crmoco6oB

perucrpanuu B rocy/1apCTBEHHOM
JEIIONIPOU3BOICTBE.

B3aumocBs3p perucrpanuu JJOKyMEHTOB C
Oprasusanuen CIPaBOYHO-UHPOPMALIMOHHOM

paboThl, OpraHU3anreil KOHTPOJIS MCHOJHEHUS W
nocneayroieit 00paboTKoN JOKYMEHTOB.

WNnnekcupoBanrne NOKYMEHTOB. 3HaY€HUE U
npaBmiIa dbopmupoBaHUs WHJICKCOB.
HHI[CKCHpOBaHI/Ie JOKYMCHTOB B YCIIOBUAX
TPaIUIIMOHHON 00pabOTKH TOKYMEHTOB.

[IpuHuunel noctpoeHus UHGOPMALMOHHO-
nouckoBbix cucteM (MIIC) pyyHOro TUma, ux BHUJIBL.




HubopmaninoHHO-CIIpaBOYHOE o0cyKUBaHUE
amnmapaTta yOpaBJICHUS B YCIOBUAX TNPUMEHEHHS
aBToMaTuzupoBaHHbIX TexHosorui JIOY. Ilouck wu
UCIIOJIb30BaHUE uHpOpMaIun B
aBTomaTtuszupoBanubix UIIC.
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3.5. KoHTpoab  HCHOJHeHHUS
JAOKYMEHTOB

dopmupoBanue TpeOOBaHUN K OpraHU3aLUU
KOHTPOJIA UCIIOJIHEHUS JOKYMEHTOB B
JIEI0NIPOU3BOJICTBE.

3Ha4eHHE KOHTPOJIA 3a CpoKamu
VCIIOJTHEHUS JIOKYMEHTOB B anmnapare
yIpaBiIeHUs. OcHoBHbIE TIPUHIIMIIBI ero
OpraHH3aIiHy.

3amaun  choyx6e1  JIOY 1o  KOHTpoIIO
WCIIOJIHEHUS JOKYMEHTOB. Kareropmum JOKyMEHTOB,
MOJJIeXKANIUE  KOHTPOJIIO Cpoku UCHOJHEHUS
JIOKYMEHTOB. Te€XHOJIOrusl KOHTPOJIBHBIX OIlEepalHil.

PernamenTsl  BHYTpeHHEH  OpraHU3alUU
(denepanbHBIX OPraHOB HCIHOJIHUTEIBHOW BIACTH
KaK OCHOBAa KOHTPOJI HCIOJHEHHS JOKYMEHTOB B
TrOCyIapCTBEHHOM arnmapare Poccuiickoit
denepanuu.

O0o0O1menue, aHaau3 W  HCIOJIL30BAHUE
JaHHBIX 00 WCHOJIHEHUH IOKYMEHTOB B YCJIOBUSX
TpaZMLIMOHHON U aBTOMATU3UPOBAHHOW TEXHOJIOTUHU
00paboTKH JOKYMEHTOB

ABTOMaTU3UPOBAaHHBIE CHCTEMBI KOHTPOJIS
3a CpPOKaMM HCHOJIHEHHSI JOKYMEHTOB, OIbBIT HX
IIPUMEHEHUS.
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3.6. Oprannzanus
JeJIONPOU3BO/ICTBA no
NpeI0OKeHUsIM, 3asiBJIEHUAM H
KaJI00aM rpaskaan

OO0I1IeCTBEHHO-TIOJTUTHYCCKOS M COIHATIBHOE
3HaUYCHHE OOpAICHWH TpakaaH. 3aKOHOAATeIIbHAs
pernmameHtanus  pabOTBI € TPEIJIOKCHUSIMH,
3asBJICHUSAMU U KaI00aMHu TpakK/IaH.

DopmMupOBaHUE HOPMAaTHUBHOM 0a3bl,
pErJIaMEHTHPYIOIIEH  OpraHu3aiuilo  padoThl €
oOpallleHusIMA ~ TpaxJaH B  TOCYAapCTBEHHOM
amnmapare.

OcHoBHble 3amaun  ciayx0bl  JIOY 1o
opraHu3amnuy paboThl ¢ OOpAIICHUSIMU TpaXKaaH, e
ocobeHHocTH. Onepanuu Mo MpueMy, perucTpaium,
KOHTPOJIIO HCIIOJTHCHHS, MPUHATHIO PEIICHUH 110
obOpamenussiM  rpaxkgadH. Cpokw — UCTOTHECHWSI.
TpeboBaHus K COACPIKAHUIO OTBETHBIX JJOKYMEHTOB.
dopmMupoBaHUE U XpaHEHUE JEI C MPEIOKCHUSIMH,
3asBJICHUSIMUA W Jkalmobamu rpaxknan. O0oOmieHue,
aHAIM3 W WCIIOJNIb30BAaHHWE JIaHHBIX O padore ¢
oOpalleHus MU TPaK/IaH B alllapaTe yImpaBIICHUS.

Opranuzanus npueMa rpaxaan B
TOCYJIaPCTBEHHBIX YUpekIeHUsX. DOpMbI B METOIbI
COBEPIICHCTBOBAHMS Pa0OThl ¢  OOpallleHHSIMHU




rpaxxaaH B OpraHax FOCYI[&pCTBCHHOﬁ BJIaCTH H
yHpaBJICHUS, B O6HICCTB€HHI>IX OopraHu3aluiax.

[Ipumenenue ABTOMATHU3HPOBAHHBIX
TEXHOJIOTMM Uil  TOATOTOBKA  OTBETOB U
OpraHu3aIuu UHGOPMaIMOHHO-CIIPABOYHOMN

CIIyObI B YUPEXKJCHHUAX C OONBIINM OOBEMOM
oOpamieHnii TpaKIaH.
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3.7. XpaHeHHe JOKYMEHTOB B
JeJIONPOM3BO/ICTBE OPraHU3aALMH

OpeaHusauuﬂ meKyweco Xxpanernus
OOKyMeHI’I’IO@ u obecnevernue ux CoOxXpaHHocmu

OCHOBHBIE TIOJIOKEHHS 3aKOHOIATEILHOM
perjiiaMeHTaluu XpaHeHUust JIOKYMEHTOB B
Poccuiickou denepanuu. MeTtoanueckue
JIOKYMEHTBI 110 OpTraHU3alui XPaHEHUS.

XpaHeHHWe  JOKYMEHTOB B  CTPYKTYPHBIX
nojapasneieHusx opranuzanmuu  OTBETCTBEHHOCTh 32
COXpPAaHHOCTb AOKYMCHTOB. Opr AHU3al A CHpaBO‘lHOf’I
paGOTH " IOPAAO0K BbIIa4YKU I[OKyMCHTOB BO BpPEMEHHOC
[I0JIb30BAaHHE  IIPH  XpaHEHUH B CTPYKTYPHBIX
noapasacjIcHuAX. XpaHeHMe JOKYMCHTOB Ha
HETPAAULIUOHHBIX HOCHUTCIIAX.

COXpaHHOCTh JTOKYMEHTOB IPH pPEOpTaHU3AINH
U JJUKBHUJallu OpFaHHSaHHﬁ.

Homenxnamypa oen

IlonsaTne «HOMeHKnarypa nem». Haznauenue
HOMEHKJIaTyphl Jei. HomeHknaTypa en kak ocHOBa
CUCTEMATHU3allMM  JIOKyMEHTOB B  ILEJAX  MX
MTOCJIETYIOLIErO XPAHECHMSL.

TpeboBaHMs K COCTaBICHUIO HOMEHKIIATYPbI
nen. Wx  permaMeHTanuss B 3aKOHOJATENBHBIX
aKTax ¥ HOPMAaTMBHO-METOAMYECKHUX JOKYMEHTaxX
MEKOTPACIEBOrO ACHCTBHUS.

Buasl HOMeHKIaTyp e, uX 0COOEHHOCTH U
Ha3HAYCHHE Meroauka COCTaBJICHUS
HOMEHKJIATypbl hiS & U3y4YeHue cocTaBa
JOKYMEHTOB, pa3paboTka  KiIacCHU(PHUKAIMOHHOMN
CXEMBI; COCTaBJIEHHME 3aroJIOBKOB 1€ U HX
cUCTEeMarTn3alusi C  y4eTOM  yCTaHOBJICHHBIX
TpeOoBaHUIl.

[lopsnox odopmieHusi, corjiacoBaHus U
YTBEPKIACHHSI HOMEHKJIATYphl 1ea. CpoKu XpaHEHUs
JIOKYMEHTOB

Hcnonp3oBaHne HOMEHKIATypel J€l B
ONEPATUBHOM XPaHEHUH U apXVBE OPraHU3ALUH.

Opeanuzayus u nopsiooK gopmuposanus
dern
[lonstue “popmupoBanue nen’, OCHOBHbIE
TpeOOBaHUS K NIPOBEACHUIO  3TOM  paloThl.




CoBpemeHHasi HOpMaTUBHO-METOAMYECKas 0asa,
orpenensomas TpedoBaHUs K (OPMHUPOBAHUIO JEIT
B JICIIONPOU3BOICTBE.

@opmupoBaHHE 1€ B  OpraHU3alHUsX
pa3IMuYHBIX YpOBHEH ympaBlieHUs. 3ajaud CiIyKObI
JOVY wu apxuBa opraHm3anuu Mo  00eCIeYeHHIO
KauecTBeHHOro ¢GopmupoBanust nen.  [IpaBuna
dbopMupoBaHUS B Jella JOKYMEHTOB pPa3IMYHBIX
BUJOB. [IpHHIMIBI cucTeMaTH3aluu JTOKyMEHTOB
BHYTpPH J€EIL.

OPZCZHZ/BCII/!M;I IKCnepmu3vl YeHHocmu

O0OKYMEHmMO8
[TonsiTne “akcrnepTrsa LIEHHOCTHU
JIOKYMEHTOB”. HopmatuBHO-MeTOMYECKE u

TEOPETUUYECKHE OCHOBBI IPOBEACHUS 3KCIEPTHU3BI.
TpeGoBaHMs K MPOBENECHUIO IKCIEPTU3BI LIEHHOCTH
JIOKYMEHTOB.

Opraunuzanust paboThl  IIEHTPaJTBHOU
skcneptHol  komuccun (IOK) wm  skcneprHoit
komuccun (OK) yupexneHus (opraHu3anuu) IO
IIPOBEJCHUIO DKCIIEPTU3bl LIEHHOCTU JOKYMEHTOB.
[Tonoxenne o0 skcmepTHON Komuccuu. IlpaBa u
GYHKIIUM  SKCIIEPTHOW KOMHCCHH, TIOPSIOK ee
paboThL. JIoKyMeHTUpOBaHUE NesITeNIbHOCTH
OKCIIEPTHOM  KOMHCCHM.  JTalbl  MPOBEACHUS
9KCIEPTHU3bl LIEHHOCTH JOKyMeHTOB. OdopmieHue
pE3yJIbTaTOB SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

[Tonsarue “rnepeyeHb JIOKYMEHTOB” .
Hasnayenune wu UCIIOJIb30BAaHUE IIEpEYHEH B
KayeCTBE OCHOBHBIX MCTOYHUKOB MO YCTAHOBIJIEHUIO
CPOKOB XpaHEHUs U oO0ecledeHus eIUHCTBA
OTIepaTUBHOTO XpaHeHus JIOKYMEHTOB B
JIEJIONPOU3BO/ICTBE U apXHUBE OpraHU3aL1H.

TumnoBble U  BEAOMCTBEHHBIE IEPEYHHU.
Hcnonb3zoBanue mnepeyHed Uil COCTaBJICHHUS
KJIaCCU(UKATOPOB U HOMEHKJIATYP JE.

Iloozomoska u oghopmnenue oen

VYuudukanus  TpeboBaHM K Jenam,
caaBaeMbiM B apxuB. HopmaTuBHO-MeTOnMUYECKHE
JOKYMEHTBI ~ MEXOTpaclieBOro  JeHCTBUS 00
oopmieHun aen.

OcHoBHbIE TpeOOBaHUSA K OPOPMIICHUIO JE.
[TomHoe u wacTuuHoe odopmienue nen. IlogmmBka
nen. Hymepauusi nucToB. 3aBepuTeSibHAsT HAJIKCh.
Buytpennsist omuck. OdopmieHne OOIOXKKU el
MOCTOSIHHOTO Y BPEMEHHOT'O XpaHEHUSI.

Onucu oen

Tloustue «OIIUCH eI, [IpaBuna
COCTaBJICHUS OMHUCH nen CTPYKTYPHOTO
MoJIpa3ieiiCHus. Buger ommceii.  OdopmicHue




OTHCH JIeJI CTPYKTYPHOTO MOpa3AeIeHUs.
Ilopsook nepedauu den 6 apxus
opeaHuzayuu

Ilepenaya nen B apXMB OpraHu3alvu.
B3aumopeiicteue ciyx6s1 JIOY u apxuBa mpu
(GOpMHpPOBAaHMM  OCHOBBI  JIJISI  TOCIIEIYIOIIErO
XpaHEHUs U UCIIOJIb30BaHUs TOKYMEHTOB. ENMMHCTBO
OpraHU3ali JOKYMEHTOB B JICJIONPOU3BOJICTBE M
apXuBe.
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3.8. Hanpasienus
copepuieHcTBoBaHus 10Y

VYnpasineHne TOKYMEHTaMH KakK 4acTb CHUCTEMBI
yopaBieHus KadecTBoM. CTaHAapTU3alus MpOLEAyp
YIOPABJICHUST JOKYMEHTAMH KaK METOIHWYECKas OCHOBa
JESITENIBHOCTH CITY>KO TOKYMEHTAI[HIOHHOTO 00ecIIeueHHsI
YIPaBIEHUS B POCCUICKUX OPraHU3aLHUAX.

PasButne permaMmeHTanud JAOKYMEHTAalMOHHOTO
oOecrniedyeHus! ynpasieHHs. Pojb TUIOBBIX peryiaMeHTOB
OpraHOB TOCYJapCTBEHHOM BJAacTH M YIpPAaBICHUS B
PETYIINPOBaHUU JTOKYMEHTAIIMOHHOTO OOECTIeUeHUS WX
JIesITeTbHOCTH. BHYTpeHHNE perfiiaMeHThl OpraHu3aliiii.

CoBeplieHCTBOBaHUE JOKYMEHTAIIMOHHOTO
o0ecrieueHus yIpaBJIeHHUs B TOCYJapCTBEHHOM amapaTe,
OpraHW3alugX  PA3MHIHBIX  (HOPM  COOCTBEHHOCTH
(rocynapcTBEeHHBIX u HEroCyJJapCTBEHHBIX).

YropsaodeHue OpraHu3aluOHHBIX (GOPM H METOJO0B
paboTHI C TOKYMEHTaMH.

PernamenTanmst  QyHKOWH, CTPYKTYpHl U
OpraHU3alMOHHO-NIPABOBOTO MOJIoKeHHUs ciyx0 JJOVY.
Bnusinue HOBBIX  MH(OPMALIMOHHBIX

TEXHOJIOTMI Ha COBEPIICHCTBOBAHHE YIPaBJICHUECKOM
nestenpHocTH B JIOY.

4. Ob6pa3oBaTe/ibHbIE TEXHOJIOTHH

Jns

0o0pa3oBaTeNbHbIE TEXHOJIOTHH.

IIPOBCACHUA y‘le6HHX 3aHATHHN

o
Hns  opraHmzamuu  y4eOHOro Tpoliecca MOXET OBITh

JAUCIHUITIIINHC HCIIOJIB3YIOTCH pa3jiIndHbIC

UCIIOJIb30BAaHO JIEKTPOHHOE 00y4YeHHe U (WIN) TUCTaHIIMOHHBIE 00pa30BaTeIbHbIE TEXHOIOTHH.
5. OueHka MIaHUPYeMbIX pPe3yJIbTATOB 00yUeHHus
5.1. Cucrema oieHUBAHHUSA

dopma KOHTPOJIs Makc. KOJIM4ecTBO 6aioB
3a ogHy padorty Bcero
Texymuii KOHTPOJIb:
- cobeceoBaHue 5 6annoB 15 Gamos
- OIICHKa JJA0OpaTOPHBIX 3aIaHUi, KEHCOB 5 batoB 25 6amroB
- KOHTpOJIbHAs paboTa (Temsbl 2.1-2.3) 5 6aioB 5 6annos
- KOHTpOJbHas padoTa (Tembi3.1- 3.4) 5 6annos 5 6amnos
-PTC
5 6amnoB 10 6annos
[MpomexyTo4Hast aTTECTAIHS 40 6amoB
(’K3aMeH)




|I/ITOr0 3a ceMecTp (AUCIUILINHY)

| 100 6amioB |

[Tomy4eHHBII COBOKYITHBII Pe3yIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIIKATy OLICHOK U B
HIKalry olleHOK EBpormelickoii cucteMsl nepenoca U HakoruieHus kpeautos (European Credit
Transfer System; ganee — ECTS) B COOTBETCTBHH C TaOIHIICH:

100-6anmsras TpanunronHas mkana Ixana ECTS
[IKaJia

95 -100 A

2394 OTJIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50_55 YIOBJIETBOPUTEIHHO E

20-49 FX

0-19 HEYJI0OBJIETBOPUTEIILHO HE 3a4TE€HO F




5.2.KpuTepun BbICTaBJIEHHSI OLIEHKH MO TUCIHHUILIAHE

Banany/
HIkanaa
ECTS

OuneHka no
TUCIHUIIINHE

Kpurtepun oueHku pe3yJbTaToB 00y4eHUs 10O
AUCHMILINHE

100-83/
A.B

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

BrictaBnsiercst oOy4aromiemycsi, €ciii oH ri1y00Ko U
MPOYHO YCBOMJI TEOPETHUYCCKHI U TIPAKTUICCKUIN
MaTepHuall, MOKET TIPOJIEMOHCTPUPOBATH ATO HA 3aHATHUSX
U B XOJI¢ MPOMEKYTOYHOHN aTTECTAIIUH.

OO0yuaromuiicst HCUEPIBIBAIOIIE U JJOTHYECKU CTPOMHO
M3JaraeT yueOHbIH MaTepuall, YMEET yBSI3bIBATh TCOPHUIO C
MIPAKTUKOH, CIIPABIISIETCS C PEHICHUEM 3a]ad
npo¢eCCHOHATLHON HANPABICHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, MPABIJILHO 00OCHOBBIBAET IIPHHSATHIC
peIIeHMSL.

CB00OIHO OpUEHTUPYETCS B yUEOHOM 1
npodeCCHOHAIILHOM JINTepaType.

Onenka no JUCHUILIMHE BBICTABISIOTCS 00y4JaromeMycs ¢
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTeCTalUu.

Komniereniuu, 3akperiénnble 3a JUCUUILTAHOMN,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKHIIY.

82-68/

«XOpOIIo»/
«3a4TEHO
(xoporo)»/
«3a4TEHO

BricTaBnisiercs o0y4aromemMycsi, €CiIu OH 3HaeT
TEOPETUYECKUM U IPAKTUYECKUIA MaTEpHa, FPaMOTHO U IO
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0
IIPOMEXYTOYHOH aTTeCcTaluu, He JOITyCKas CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics NpaBUIbHO NPUMEHSET TEOPETHUECKUE
IOJIOXKEHHUS MTPU PEIICHNN IPAKTUUECKUX 3a7a4
npo¢eCCUOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJI0KHOCTH, BJIaJICET HEOOXOAUMBIMHU ISl 3TOT0 HABBIKAMU
U OpUEMaMU.

JlocTaTOuyHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
npogecCUOHATILHOM JInTepaType.

OrneHka 1Mo JUCHUTUIMHE BBICTABIIIOTCS 00YYarOIEMYCs C
Y4ETOM pe3ysIbTaTOB TEKYILEH U POMEKYTOYHON
aTTeCTalllu.

Komnerenuu, 3akpeninéHuble 3a AUCLUIIIINHON,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHIAY.

67-50/
D.E

«YIOBJIETBOPU-
TEIEHOY/
«3aUTCHO
(ynoBneTBOpH-
TEJILHO)»/
«3aYTCHO

BricTaBnsiercst o0ydaromiemycsi, €clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUHN U MPAKTUUECKUI MaTepurall,
JIOTYCKAaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSX U B X0JI€ MPOMEKYTOYHOM aTTECTALINH.
OOyyaronuiicst UCTIBITHIBACT OIpeIeIEHHbBIC 3aTPYAHCHUS
B IPUMEHEHUH TEOPETHYECKUX MOJI0KEHUMN MTPU PELIEHUH
MPAKTUYECKHX 33724 MpodeccCHoHaNbHOM HAIPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, BIIAJEET
HEO0OXOIUMBIMHU IS STOTO 0a30BBHIMH HAaBBIKAMU U
MPUEMAMHU.




Bauasl/ Ouenka no KpuTtepun onieHKku pe3yabTaToB 00y4eHHs 10
Mxana AMCUHMILINHE AUCHMILINHE
ECTS

JleMOHCTpHpYyeT JOCTaTOUHBIM ypOBEHb 3HAHUS yueOHOU
JUTEPaTYpBI [0 TUCLHUILIAHE.

OreHka 1Mo JUCHUTUTMHE BBICTABIISIOTCS 00YYArOIIEMYCs C
YYETOM PE3YIBTATOB TEKYLIEN U POMEKYTOUHOMN
aTTECTalUU.

Komnerenuu, 3akpeniéHuble 3a AUCLUIIIINHOM,
c(OpPMHPOBAHBI HA YPOBHE — «JOCTATOYHBIHY.

49-0/ «HEeyJIOBIIETBOpUTE | BricTaBisercs oOydaronemMycs, eciii OH He 3HaeT Ha
F,FX JIBHO»/ 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUI
HE 3a4TEHO MaTepHal, J1oIycKkaeT rpyoble OlMOKY IpU ero
M3JI0’KEHUU Ha 3aHATHIX U B XO/€ MPOMEXKYTOUHON
aTTECTAllNN.

OOyuaromuiicst HCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
NPUMEHEHUU TEOPETUUECKUX MOJIOKEHUN PU PELIeHUN
MPAaKTUYECKHX 33124 MPO(HeCCHOHAIBHON HAIPABICHHOCTH
CTaHJAPTHOT'O YPOBHS CJIOKHOCTH, HE BIIaJeeT
HEOOXOUMBIMU JIJISl 5TOTO HABBIKAMU U IPHEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHble 3HaHUS y4eOHOMH
JUTEPATYPHI TIO JUCIUTUIAHE.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYaromeMycs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTeCTallH.

KomnereHmum Ha ypoBHE «IOCTaTOYHBIN), 3aKPETUIEHHBIC
3a AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3. OneHo4HbIe cpeacTBa (MaTepHAJIbI) IJIsl TEKYIIEro KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTALMU 00y4aoIIMXCS N0 JUCHHUILIUHE (MOOY10)

Keiicbl 1151 Tekylei arrecTamum:

1. CyiiecTByeT 1M B HACTOSIIIIEE BPEMsI TOCYIapPCTBEHHOE PETYJIMPOBAHUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKM TOKYMEHTOB (HapUMep, ONPEICTICHBI JIU TUIIOBBIC
orepanu 00pabOTKH TOKYMEHTOB, X TIOCIEI0BATEIFHOCTh) B YUPEKICHUAX, OPraHU3ALUAX U
Ha NPEINPUATUSIX CTPaHbI?

Kakumu 1oxyMeHTaMu JOJIKHBI MIIM MOTYT PYKOBOJICTBOBAThCSl KOHKPETHBIE CTPYKTYPBI
IIPU PELIEHUU TAHHOTO Bompoca?

2. JInst penieHust Kakux 3a71a4 UCTONb3YIOTCS TOCYapCTBEHHbBIE CTAaHIAPTH B chepe
nenonpousBoactea? Ha3zoBure Takue ctaHIapThl.

Kakum 00pa3om opraHu3aius MOXET JOOUTHCSA OT CBOMX PAOOTHUKOB 00SI3aTEIILHOTO yueTa
nonoxxenut 'OCT?

3. OnHolt U3 BaXHEHIINX SIBIISIETCS TPOOJIeMa COXPAHHOCTH (XpaHEHUs) IOKyMEHTOB
opranu3anuii. KakuMu npaBoBbIMHM aKTaMU U TOCYJapCTBEHHBIMH MEXXOTPACIIEBBIMU
JIOKYMEHTaMHU CJIeIyeT PyKOBOJCTBOBAThHCS IIPU €€ PELICHUU:

3aKoHOJaTeIbHbIE OCHOBBI XpaHEHHS JJOKYMEHTOB




MHble npaBOBbIE aKThI, ONPEIEISIONUE PEILIEHHE BOIPOCOB, CBSA3aHHBIX C
COXPAHHOCTBIO (XpaHEHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTOI[I/I‘IGCKI/IC AOKYMEHTEI, COACPKAIINE METOAUKY pa6OTBI 10
OINICPAaTUBHOMY XPaHCHHUIO JOKYMCHTOB M IMOATOTOBKC UX K IIEPCAauC B ApXHUB OpraHu3aluu

4. PykoBoauTENb NPEANPUATHS PACIIOPSAWICS IOATOTOBUTH JOKYMEHTBI, KOTOPbIE
JOJKHBI PETJIAMEHTHUPOBATH JACSITENLHOCTH Cy)0bl JIOY (kKaHuensipun), OpraHu3aiuio u
HOPSAZIOK pabOThI ¢ JOKYMEHTaMHU.

Bruo pazpaborano [Nonoxkenue 00 nHGOPMAIIMOHHON OIUTHKE, OJTUH U3 Pa3[IeIOB KOTOPOTO
HasbIBasica «Opranusanus padoThl ¢ TOKyMEHTUPYeMO# nH(popManuei». B pa3nene 3akperuisics craryc
KaHLEJSPUH KaK CITyKObI IETONPOU3BO/ICTBA U (DYHKLUH €€ COTPYAHUKOB [0 paboTe ¢ TOKyMEHTAMH.

Ormpezenure, KaKue OpraHU3aMOHHbIC TJOKYMEHTbI 3aMeHIIT co00i paszen «OpraHu3aiust
paboThI ¢ TOKyMEeHTHpyeMol nHpopMatueit». [IpaBomepHa i Takas mpakTuka?

Kakoii ere BHyTpeHHHI HOPMATUBHBIN JOKYMEHT CJIEJI0BAJIO pa3paboTark, 4TOObI yCTAHOBHUTH
SIMHBINA TTOPSIOK JSIOMPOU3BOICTBA HA TIPESATIPUSTHHN ?

5.0npenenute nopsAok cocraBieHus u opopmnenus [lonoxenus o cnyxoe JOVY:

" paspabartbiBaeT (KT0?)

" MOAMHUCHIBACT (KTO?)

= JIOJDKHO OBITH COTIIaCOBaHO (C Kem?)

" yTBepxaaeT (KTo?)

= BBOJIUTCS B ACHCTBHUE (KEM HIIH YeM?)

= noasiexxar nepecMoTpy (Mpu Kaknx
obcroATenbcTBax?)

3arogHUTE MPOITYCKH.

6. PaspaboTaHHas B opraHm3auum MHCTpyKLMs Mo Ae10Npon3BOLCTBY COAEPKMUT Ceaytolme
TeMaTU4ecKue passebl:

- Opranuzaiys JOKyMeHT0000poTa

- Peructparys J10KyMEHTOB

- KoHTpoIib 3a UCTTOTHEHNEM TJOKYMEHTOB

- Howmenknarypa nen

- XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX MOIPA3ICIICHHSIX.

OTpaxeH J1 B UHCTPYKIIUU BECH MTPOIIECC pabOTHI C TOKyMEHTaMH?
Ecnu Het, kakumu pazzaenaMu Bel Obl JOMOTHWIN AaHHBIH JOKYMEHT.
O06ocHyliTe cBOE pellIeHue.

7. VIHCTpYKLUMS NO AeNoNpou3BOACTBY — 3TO 0653aTe IbHbIN JOKYMEHT A8 BceX paboTHUKOB
opraHM3aLumn UK TONIbKO A8 ee CNy>K6bl Aenonponssoactea?
Kto u kakum 00pa3zom onpenenser cepy pacnpoCTpaHSHUs JaHHOTO JOKYMEHTA?

8. Komnanust uMeeT HECKOJIbKO OTJIEIIEHUH, OJTHO U3 KOTOPBIX PAcIOiaraeTcsi B TOM Ke
3JIJaHHUM, YTO U LIEHTPaJIbHBIN o¢uc. [lpyrue oTaeneHus pacioaokKeHbl B pa3HbIX pailoHax
ropoza.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cliy4ae: OyJeT Ju
LHEHTpaIbHbIN 0rc paboTaTh CO BCEMU JTIOKYMEHTAMH KOMIIAHUH (OCYILECTBIISITH
LIEHTPAJIU30BaHHBIN MIPHUEM BCEX JIOKYMEHTOB, X PETrMCTPALIMIO, BECTU CIIPAaBOYHYIO PaboTy,
KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTOB U T.JI.) UJIU epeaact 3TH QyHKUMHU B oTaenaeHus? Eciu



nepeaact, kakoBa oynet poiib ciyk0s1 J[IOY nentpanpHoro oduca? Kak Oyayt padortats ¢
JOKYMEHTaMH OTJCJICHUs, HAXO/ISIIEMCS B TOM K€ 3JaHUHU, YTO U LIEHTPAIBHBIA 0puUC?

9. [lepBruHast 00paboOTKa TOKYMEHTOB, IOCTYHMBIIUX B KOMIIAHHUIO TI0 TIOYTE, CBOJTUTCS K
cienyiomemMy. PaGOoTHHKH, BBIOJTHSIONIINE 3Ty ONEPAIHIO, BCKPHIBAIOT U TYT jK€ YHUUTOXAIOT KOHBEPTHL,
IIPOCTABJISIIOT Ha BCEX JOKYMEHTAX, B TOM 4YHucCie, ((MHAHCOBBIX, OyXTalTepCKUX U T.I1., INTaMII O
MOCTYTUIEHUH JOKYMEHTa B OpTraHU3aIlHIo U NEPearoT UX HHCIIEKTOPY M0 perucrpannu. MHcmnekrop
MIPOCMATPUBAET JOKYMEHTHI i (PUKCHPYET B PETUCTPALIMOHHBIX (hopMax, MOMUMO NPOYUX CBEICHUH,
KOJIMYECTBO JINCTOB U HAJIMYKE MPHUIIOKEHUH K TOKYMEHTaM.

Onpenenute, kKakue TpeOOBaHMS K MPOLIECCY IEPBUYHON 00paOOTKH JOKYMEHTOB B JAHHOM
clly4ae HapyILIAloTCs, U KaKhe HETaTUBHBIE MOCIEICTBUS 3TUX HApYIIEHUN A1 KOMITAaHUU MOTYT
MIPOSIBUTHCS BIIOCIIENACTBUH .

10. IToMOIIHMK pYKOBOAMTENS, IPEIBAPUTEIHHO MIPOCMOTPEB JOKYMEHTAIINIO, TOCTYTIHUBIIYIO B
OpraHU3alUIo, BCIO €€ MepeacT pyKOBOAUTENIO. B manky ¢ JOKYMEHTaMU BKJIA(bIBAETCS IIMCbMEHHBIN
KOMMEHTApHUI 0 COCTaBE MOCTYMUBIINX JOKYMEHTOB, KOPPECIIOHJEHTAX, afpecaTax 1 COAEPIKALINXCS B
KQKJIOM JIOKYMEHTE BOIPOCaX.

B uem cocTouT Ha3HaueHME ONEpaIy «IPEABAPUTEIEHOE PACCMOTPEHUE TOKYMEHTOB» ?
[IpaBuyIBHO 1M €r0 MOHMMAIOT B JaHHOW OpraHHU3anun’?

11. O6mast TexHOJOTHS PaObOTHI C JOKYMEHTAMH B OpPTaHU3aI[H COCTOUT U3 THIIOBBIX OTICPAIIHIiA:

. pUeM JOKYMEHTOB;

. nepBuYHas 00paboTKa JOKYMEHTOB;

[ ]

. perucTpanus;

. paccMOTpeHHEe JOKYMEHTa pyKOBOJIUTENIEM U OTpeeNICHUE XapaKTepa pemieHus

BOIpoca (Pe30Irorus);

. NIOCTAaHOBKA JOKYMEHTAa Ha KOHTPOJIb;
. HOJTrOTOBKA MIPOEKTA JOKYMEHTA;

. oopmIeHHE U COTIaCOBaHHE;

. yII0CTOBEPEHHUE;

u

. OTIIpaBKa U3 OpraHU3aLUY;

I[OHOHHI/ITC MEepeUYCHb HCJOCTAOINMU ONICpallvuIMn

12. B cOoOTBETCTBHY C FOCYJAPCTBEHHBIMH MEXOTPACIEBBIMH JJOKYMEHTaMH B HH)OPMAIIMOHHO-
ITOMCKOBYIO CHUCTeMY 10 IokymeHTaMm opranusanuu (MIIC) Bxonsat: perucrparus, UHACKCAIHS,
(hopmupoBaHUe AEII.

KaxoBo naznauenne kaxmnoit cocrasistomeit UIIC? Uto mo3BomsieT 00beIUHAT UX B OJTHY
cucremy? Kak OHM MOTYT UCIIOIB30BATHCS IPU TIOUCKE JOKYMEHTHOHN mH(pOopManuu?

13. B perucrpanuonbie GOpMbI BXOASAIINX JOKYMEHTOB OpTaHHU3aIIMs BHECTA CICAYIOIINE
JaHHBIE:

JiaTa MoJTyueHHs, BXOIAIINN PETUCTPAllMOHHBIA HOMED, KOPPECIIOHJCHT, HOMEP U J1aTa
JOKYMEHTa, KPaTKOe COJIepKaHne, PE30IIONNS PYKOBOIUTEIS OpPraHU3alnH, PyKOBOANUTEIb
CTPYKTYPHOT'O ITOJpa3/IeNIeHNs], PE30JIIOIHS PYKOBOAUTENSI OAPA3Ie/ICHUs, UCTIOTHUTEb.

Omnpenennte, COOTBETCTBYIOT JIM 3TH AaHHBIE PEKOMEHIyEMOMY COCTaBY PEKBHU3HTOB
perucTpannoHHoH popmsel. Mimeet mu ciryx0a JeT0npON3BOCTBA IPABO BKIIOYATh B PETUCTPALIHOHHBIC
(hOopMBI pEKBU3UTHI TI0 CBOEMY YCMOTPEHHIO?



14. Cuctema perucTpaluu B OpraHu3alii UMEET CMEIIaHHYI0 GOopMy, IPU KOTOPOH 4acThb
JIOKYMEHTOB (TIOCTYTIAIOIINe HAa UM pPyKOBOAMTEIS, TPUKA3bI U JIP.) PETUCTPUPYIOTCS B CITYKOe
JIEIOPOU3BOACTBA, & OCTAIBHBIE — B CTPYKTYPHBIX MOAPA3ACICHUSX.

B ciyx6e aenonpouns3BoacTBa BceM 0e3 UCKIIIOUCHUS TOKYMEHTaM IIPUCBAUBACTCS] MHICKC,
COCTOSIIMI U3 MOPSAKOBOTO HOMEPA IOKYMEHTA B COOTBETCTBYIOLIEH IpyIe (HarpuMep, BXOIAIINX
JIOKYMEHTOB) M TUTephl «P», 03HaUaloIIen «pyKoBOACTBOY, Hanpumep, P 45. B cTpykTypHBIX
NOJpa3AeTCHUAX PETUCTPAMOHHBIN HHAEKC COCTOUT U3 MHICKCA CTPYKTYPHOIO oApa3AeieHus (1o
BHYTPEHHEMY KJIACCHU(PHKATOPY CTPYKTYPHBIX IOAPa3AEICHUIT) U TOPSAKOBOrO HOMEpa, Hanpumep, 3-25
i 4-12 u 1.1

UYeM Takoil MOpsA0K MHACKCUPOBAHUS HE COOTBETCTBYET YCTaHOBIICHHBIM TPEOOBaHUSM?
Pemenne kakux nHGOPMAIMOHHO-TIOMCKOBBIX 33a4 YCJIOXKHSIOT TaKUEe WHACKCHI?

15. [lena B opranuzanuu GopMHUPYIOTCS U XPAHATCS CIEAYIOIIUM 00pazoMm:
CICUAIIMCTBI OTACJIOB 3aBOJAT MAIIKU, B KOTOPBHIC BKJIIAABIBAIOT JOKYMEHTDBI, KaCarolHueCs
PEIICHUA OTACIIBHBIX BOIIPOCOB. Ha o6oxkax IIOMCIIAKOTCs q)aMI/IHI/II/I 1 MHUIINAJIbI HCIIOTHUTENEH 1
YKa3aHUC Ha KOHKPETHOC HAIIPABJICHUC €TI0 ACATCIIbHOCTH, HAIPUMEP:
A.C. TepeHTbeB
H3rorosiieHHe U YCTAHOBKA CBETOBOM pPeKJIAMbI

B Teuenue roga B TaKOM IIaIlKe HaKaIUTMBAIOTCS pas3inM4YHbIC JOKYMEHTEI, C KOTOPLIMU
MIPUXOUTCS pabOTaTh CHEIUATUCTY B paMKax JTaHHOW IpoOJieMbl. B 4rcie JOKyMEHTOB BCTPEUYAIOTCS
MUChMa-TIPEITIOKEH U, THCbMa-0TBEThI Ha MPEIOKEHHS, TUChMa-peKIaMalliy, J0TOBOPbI 1
MIPUJIOKEHUSI K IOTOBOPaM, aKThl, IPOTOKOJIBI U 1p. Eciiu crienmanuct paboraeT He ¢ OAHON
OpraHu3ainuel, To BHYTPH MAKU OH TIOMEIIAeT KaPTOHHBIC Pa3JICNIUTENN C YKa3aHUEM KOHKPETHBIX
opraHusanui-KoHTpareHToB. Korjna JOKyMEeHTOB CTAHOBHUTCS CIMIIKOM MHOTO, 3aBOJIAT BTOPYIO (TPETHIO
U T.JI.) TIATIKY C TaKOW € HAAMMUCHIO M YKa3aHUEM, U4TO 3TO BTOpPOE (TPEThE U T.J.) JIEJO:

A.C.TepeHTheB
M3rotoBaeHMe N yCTaHOBKa CBETOBOM peKnambl. N2 2

B KOHIIC I'0J1a ITaIlIK ITIOMCEUIA0TCA B I]_IKa(i), B OTACIICHUS, I'/IC XPAHATCA TOKYMCHTEBL
OTIPE/ICTICHHBIX CIICIIHATUCTOB,

Takol mopsI0K XpaHEeHHs JOKYMEHTOB OOBSICHSIOT TE€M, YTO UMEHHO TaK CIEIHAINCTaM yI00HO
pa6OTaTB C JOKYMECHTaMU B TCUCHUEC ACJIOIIPONU3BOACTBEHHOT'O I'0Jia, MCKATh JOKYMEHTEI I1OCJIC
OKOHYaHUA pa6OTI)I C HUMHU U O6CCHC‘II/IBaTb HX COXPAaHHOCTb, TaK KaK Ka)KI[I:Iﬁ CIICUaJIMCT 3HACT CBOM
BOMPOC W, 3HAYUT, CBOU IOKYMCHTHI.

CortacHbl 1 Bel ¢ TakuM oObsicHeHrneM? KTo B TakoM ciydae OyIeT HECTH OTBETCTBEHHOCTD
3a 00ecIeYeHrEe COXPAaHHOCTH TOKyMeHTOB? OOOCHYHTE CBOW OTBET.

16. B TeueHune rojia y OpraHu3alyy MOSIBUJIMCh HOBBIE HAIIPABJICHUS JESTEIBHOCTH U
HOBbIe mapTHepbl. HoBas pabota Obu1a mopydeHa 1ByM oTnenaM. Kak cieactBue, MOsIBUIUCH
3HAYUTENIbHOE KOJMYECTBO HOBBIX JOKYMEHTOB, KOTOPHIE HE OBLIU MPEIYCMOTPEHBI
JEHCTBYIOIMMHA HOMEHKJIATYPaMu A€JI JaHHBIX OTAEIIOB.

PykoBonuTenb opraHu3aluy CBOMM MPUKA30M 00513a]1 BHECTH U3MEHEHHUSI B
HOMEHKJIaTypy Jel. B pe3ynbrare 3TO CBEJIOCH K COCTABIECHUIO B CEPEIUHE I'0J1a HOBBIX
HOMEHKJIATyp J€]1 IBYX OTIEeI0B. PyKoBOHUTENh OpraHU3ali UX yTBEPAHIL.

[Touemy Takue neicTBUS HE MOTYT OBITh ITPU3HAHKI TpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO U O(DOPMIICHUIO HOMEHKJIATYPHbI /11 ObLTH HapyIIEHbI?

17. Ilocne ommubOYHOro YHUUTOKEHHS Psiia BaXKHBIX JIOKYMEHTOB B KOMIIAHUU OBLIO
MIPUHATO PELICHHUE O CO31aHuM dKcrepTHON Komuccuu (JK) u pazpaboTke BHYTpEHHUX
HOPMATUBHBIX IOKYMEHTOB, PEr'yJIUPYIOLIUX €€ AEATEIbHOCTb.



B nelicTByromire KOpropaTUBHbIC TOKYMEHTHI, pETIaMEHTUPYIOIINE EATeTLHOCTh
CITyOBI IEJIOMPOU3BOJICTBA U MOPSIIOK PAOOTHI C TIOKyMEHTaAMHU KOMIIAHUH ObLUTH JOOABICHBI
COOTBETCTBYIOIIUE pa3/ielibl, B KOTOPHIX OBLIN OMPEIEIEHBI CTaTyC, COCTaB, MpaBa, 00s13aHHOCTH
OK u nops10K MpoBEACHUS IKCIIEPTU3BI IIEHHOCTH JIOKYMEHTOB.

B ¢ynkun DK Ob110 BKITIOUEHO ClIeyIONIee:

- MPOBEPKA MPABUWIBHOCTH O(hOPMIICHUS IOKYyMEHTOB;

- YUYET JIOKYMEHTOB;

- OIIpe/CIICHUs] YCIOBUM XpaHEHUS IOKYMEHTOB;

- MpoOBepKa KavyecTBa (OPMHUPOBAHUS JIET;

- YYET JIeJl C JUVIUTEIbHBIMU CPOKAMH XPaHEHUS;

- OTOOp €)1 Ha XpaHEHHUE U YHUUYTOKCHHUEC;

- OIIpEICIICHNE CPOKOB XPAHEHUS IOKYMEHTOB;

- OTIPECIICHHUE MTOTHOTHI COXPAaHHOCTH IOKYMEHTOB KOMITAHHH.

Kakue Hapymenust Obu11 JOMyIIeHb! pH co3aannu DK ?

Kaxkue, na Bam B3z, GyHKIIMM HE COOTBETCTBYIOT Ha3HaueHHI0 DK 1 He BXOAT B
MOHSTHUE «IKCIEPTU3A IEHHOCTU JTOKYMEHTOBY?

18. HacTb BXOASIINX U UCXOIAIINX JOKYMEHTOB OpraHU3aliy NPEACTaBIeHa B
anekTpoHHOU opme. [Ipu moAroToBke A€l K nepenade B apXuB BCTAJ BOMPOC, B KAKOM BUJIE HX
HY>KHO CJIaBaTh: B BUJIE IMCKOB WJIH MEPEBEICHHBIX HA OYMaXKHYI0 OCHOBY TPaJHIIHOHHBIX
JIOKYMEHTOB.

CTOpOHHUKH MEepeBoJa TOKYMEHTOB B TPAJAUIIMOHHYIO OYMaXkHYI0 (GOopMy
MOTHUBHPOBAJIU CBOIO TOUKY 3PEHUSI TEM, UTO HE U3BECTHO, 10 Kakoi ¢opMe J0KHA ObITh
COCTaBJICHA OINMUCH Ha 3JICKTPOHHLIC NOKYMCHTHI, U KaK OIMPCACIIUTL CPOK UX XPAHCHUA.

Kaxk 651 Bl moctynwm B tanHOM citydae? MOKHO JTH ONIPEACIIUTD CPOKU XPaHCHHSI
TaKuX JOKYMEHTOB U ()OpMY OIHCH, MO KOTOPOH OHU MOTYT OBITh MepeiaHbl B apXUB?

IIpumep BapnaHTa TeCTOB 1JIsi KOHTPOJIbHON PadoThl
BapuanT 1

L. [IpaBuna pmenonpomsBoAcTBa B (eAepalbHBIX OpraHax HCIOJIHUTENBHOH BIAcTH H
Meroauyeckue peKOMEHAAIMd MO Pa3padOoTKe HWHCTPYKIMI I10 JIENONPOHM3BOJACTBY B (eaepabHBIX
opraHax HCITOJHUTEILHON BIIACTH OBLIH IIPUHATHI B roay.

Kaxkune u3 NEPEUNCICHHBIX BOIIPOCOB MCTOILI/I‘ICCKI/IC PEKOMEHAAIIMN PCKOMCHAYIOT BKIIOYUTHL B
MHCTPYKIHUIO MO IEJIONIPOU3BOJICTBY:

. IpaBHJIa COCTABICHUS M 0(hOPMIICHUS TOKYMEHTOB

o IpaBUjIa OpPraHU3aluy JOKYMEHTO000poTa
MIpaBUIa PETUCTPALIMH U KOHTPOJIS
IpaBHJIa XPaHEHUS TOKyMEHTOB
npaBuiia 00pabOTKK 3JEKTPOHHBIX JOKYMEHTOB
MpaBuiIa nepenavn GaKCHMUIBHBIX COOOLICHNH
IpaBHJIa XPAHEHUS MIEKTPOHHBIX TOKYMEHTOB

N

OTMEThTE B CIIMCKE TUIIOBBIC Ha3BaHUsI CIYXkKO JCIOMPOU3BOJICTRA:

Otnen nenonpou3BOICTBa
OTnen 10KyMeHTO000poTa
VYnpasnenue nenamu
Kanuenspus

OO0mui oTmen
Perucrparypa
Cexperapunar



. Otnen KaapoB U JEIONPOU3BOJICTBA

3. OTMeThTe B CHOUCKE CTPYKTYPHOE MOApA3ACICHUE, KOTOPOE paspabaTbiBaeT
WHCTpyKINIO IO AETOTIPOU3BOCTBY, M JOIHDKHOCTHOE JTUI0, KOTOPOE YTBEPKAAET ITOT TOKYMEHT :

Cnyx6a 10Y

IOpuanueckas ciry:x0a opraHu3ariu

Kanpogas ciryx6a opranuzamnum

Otaen TpyJa U 3apIuiaThl

PykoBomuTens opranuzanuu

PykoBoauTens KOIJIETHABHOTO OpraHa

C Kakoi#l 1aThl HAUMHACT JCHUCTBOBATD MHCTPYKITHS. .. vvvetseeteeeeneenneenteenteenneeneannennnns

4. IlpoHy™MepyiiTe MpaBUIBHYI TIOCIEI0BATEIHHOCTh JEIONMPON3BOICTBEHHBIX OIEpaIyii 10
MOJITOTOBKE M 00Pa0OTKE UCXOSIINX JOKYMEHTOB:

o pa3paboTka MpoeKTa JOKyMEHTa
odopmIleHHE aapecaTta
3ar0JIOBOK K TEKCTY
OTIIpaBKa
o opMIIEHUE TPUIIOKECHUS
MPOCTABJICHHE OTMETKH 00 UCIIOJTHUTETIC
BM3EI COTTIACOBAHMS
MOJIIIICAHNE
perucTpanus

5. Peructpanuu noasiexar:

o BCE TIOCTYIUBIINE U OTIPABIISIEMbIC JTOKYMEHTHI

TOJIKO BHYTPEHHNE TOKYMEHTHI

TOJIbKO OII€PATUBHBLIC U CPOYHBLIC JOKYMCHTLIL

TOJIBKO JOKYMEHTBI, HOCTYIUBIINE U3 BBIIIECTOSIINX OpraHU3aluid U OTIPaBIsieMble UM
JIOKYMEHTBI, TPEOYIOIIHe yueTa, NCTIOTHEHNS 1 MCTIONB30BaHUS B CIIPABOYHBIX IIEIISX

KoHTpoJibHBIE BONPOCHI M 3aJaHMs AJIsl MPOMEXKYTOYHON aTTecTAllMM MO MTOraM OCBOEHMS
JTUCHUILINHBI:

1. Oco0OeHHOCTH CHCTEMBI JeTOPOU3BO/ICTBA B IEHTPAIBHBIX yupekaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. HampapiieHus 1 criocoObl palioHaIH3aIMU ACJIONPOU3BOJICTBA B YUPSIKICHHUSIX
Poccun XIX - Hay. XX B.

2. Hampagienust monucka parmoHaIbHEIX (HOPM OpTaHHU3aINH IeJI0NpOon3BoACcTBa B 1920-¢
TOJIbI

3. Ponp Hapxomara pabode-KpecThbITHCKOM MHCIIEKIIMY B CO3aHUH CUCTEMBI
COBCTCKOTI'O JCJIOIPOU3BOICTBA.

4. Haubonee 3HaunMble pa3paboTKu akIMOHEpHOTo ob1ecTBa «Oprerpoiny,
WuctuTyTa TexHuku ynpasieHus B 1920-e rosl.

5. Xapakrepuctuka 1 3HaueHue «OOIIMX MpaBUl JOKYMEHTAINH U
nokymeHToooopotay (1931 r.)

6. Ilporpammsbl COBEpIIEHCTBOBAHUS JAEIONPOU3BOJCTBA, IPUHATHIE HA MEKOTPACIEBBIX
copemanuax 1941, 1960 rr.

7. HanpaneHust TCOPETHUECKUX U MPUKJIAIHBIX UCCICIOBAHUM B 001aCTH
COBEPILICHCTBOBAHUSA Jenonponu3BoacTa B 1970-1980-¢ roasl.

8. TocynmapctBeHHoe perynupoBaHue aeaonpou3BoiacTsa B 1990-e — 2000-e romabt



9. HopmaTMBHO-METOIMYECKHE TOKYMEHThI MEXKOTPACIEBOr0 IEUCTBUS, KOTOpPbIE
OTIPE/ICIISIOT COBPEMEHHYIO OPTaHHU3AIHMIO pa0OThI ¢ JOKYMEHTaMU (HaUMEHOBaHHUE JIOKYMCHTA,
roJi ero pa3paboTKU, KpaTKasi XapaKTepUCTHUKA)

10. Opranuzanus ciyx061 JJOY. OcHOBHAas 11e1b, 33/1a4i U (YHKITUHU CITYKOBI, e
JIOJGKHOCTHOM M YMCJICHHBIN COCTaB.

11. Tumosle BUIBI U CTPYKTYpPHI Ciryx0 JOY.

12. JloxkanbHBIC AKThI, pCTJIIAaMCHTHPYIOIINE OpraHru3allui0 ACJIOMNPOU3BOACTBA. Ha3HatI€HI/IC,
cocTtaB HHGOpPMAIHH, TIOPSIOK Pa3paOdO0TKU U YTBEPKIACHHUS.

13. MHCTpyKIMs IO AETONPOM3BOACTBY. HasHaueHme, CTpyKTypa TeKcTa, MOPSIoK
IIOATOTOBKH.

14. I[lonsiTHe «I0KyMEHTOOOOPOT», MPUHIIMIIBI €70 OpraHu3alru. XapaKTepUCTHKU
JIOKyMEHTO000pOoTa

15. Dramnbl tokymeHToo0opoTa. Onepanuu, KOTOpbie BBIIOIHSIIOTCS IpU padoTe ¢
BXOJISIIIIUMH JIOKYMEHTAMU

16. Dramnbl tokymeHnToo0opoTa. Onepanun, KOTOpbIie BBIIOIHSIIOTCS IpU padoTe ¢
UCXOJIAIIUMHU JOKyMEHTaMU

17. Drarmbl TOKyMEHTOO0OPOTA. ONEepaIlii, KOTOPbIE BBHIIOIHSAIOTCSA C BHYTPEHHUMU
JIOKyMEHTaMU

18. Perucrpanus JOKyMEHTOB, €€ Ha3HaueHue. [IpaBuiia perucrpanuu 10KyMEHTOB.
XapakTepucTuKa COBPEMEHHBIX PETUCTPAIMOHHBIX (hOopM, cocTaB HH(DOpPMAIIMH U TIOPSIOK UX
3a0JIHEHHUS.

19. IlousaTus «peructpanus T0KyMEHTOBY», «HUHJIEKCUPOBAHUE IOKYMEHTOB.
3HaueHue U npasuiia GOPMUPOBAHUS UHIEKCOB

20. 3HaueHue KOHTPOJS 3a CPOKaMU MUCIOJIHEHUsI TOKYMEHTOB B ammapare
ynpapieHus. TpeOoBaHUS K OpraHU3alMKi KOHTPOJIS UCTIONHEHUS JOKYMEHTOB B
JIEIONPON3BOJICTBE. 3a/1a4l KOHTPOJIbHON A€ TEIHLHOCTH.

21. Cpoku UCTIOTHEHHUS TOKYMEHTOB. TE€XHOJIOTHS KOHTPOJIS 32 CPOKaMU UCTIOJTHEHUS
JIOKYMEHTOB.

22.3akoHoaTeNbHas perjJaMeHTaIlus U METOANIECKOe 00eCTieYeHUE OpraHN3alluu
XpaHeHus JOKYMEHTOB B Poccuiickon @enepanuu.

23. Opranuzanys TeKyIIero XpaHeHus JOKYMEHTOB B JAE€JIONPOU3BOJICTBE
OpraHu3aIiy U 00eCIeYeHne UX COXPAaHHOCTH

24. HoMeHkaTypa Jiell, €€ Ha3HauYeHHE B JACJIONPOU3BOACTBE. Bubl HOMEHKIATyp
neln, ux ocooeHHoctu. TpeboBaHus K HOMEHKIIATYpe e, UX 3aKperieHue B HOPMaTHBHO-
METOAMYECKUX TOKYMEHTaX MEXOTPACIEBOr0 ACUCTBUSI.

25. Meronuka cocTaBlIeHUs] HOMEHKIATYphI fet. [lopsaok odopmienus,
COTJIAaCOBAHUS U YTBEPKICHUSI HOMEHKIJIATYPBI €.

26. [IpaBuna popmMupoBaHus B 1e1a JOKYMEHTOB Pa3IMYHBIX BUAOB. [ [pUHIIUTIBI
CHUCTEMAaTH3aluu JOKYMEHTOB BHYTPH €.

27.Ilonsate ‘“aKxcnepTr3a LEHHOCTH NOKyMEHTOB . HopmaTruBHO-MeETOIMUYECKHE
Y TEOPETUYECKHE OCHOBBI POBEICHUS SKCIEPTU3bl. [[pUHIUIIBI M KPUTEPHUH SKCIIEPTU3BI
LIEHHOCTHU JOKYMEHTOB.

28. Opranmzamnus padOTHI IO TIPOBEICHUIO DKCIIEPTHU3E IIEHHOCTH JTOKYMEHTOB.
JIOKyMEHTHpPOBaHHE JCSITEILHOCTH SKCIICPTHON KOMUCCUH U O(OPMIICHUE €€ PE3YJIbTaToR.

29. Haznauenue onucu nein. Bunsl onuceil. [IpaBuna coctapnenus u oopMiaeHue
OTIMCH JIeJT CTPYKTYPHOTO TIOJIpa3/IeICHUSI.

30. OHCpaI_[I/II/I 10 MOATrOTOBKE NJOKYMCHTOB K IICPEAAUC B apXUB OpraHru3alvu.

31. OcHOBHBIE TpeOOBaHMS K OOPMIICHHUIO JIeT TIPH UX MOATOTOBKE IS Iepeavuul B
apXxuB opranm3anuu. YacTuaHoe U moHoe opopmiieHue.

6. YueOHO-MeTOAMYecKOe 1 MH(OPMAIIHOHHOE 00ecneyeHue U CIUTIIUHbI



6.1. CHnHCOK HCTOYHMKOB M JIUTEPATYPbI

Uctounukn
®enepanbhbiii 3akoH 0T 22.10.2004 No 125-®@3 «O6 apxuBHOM jene B Poccuiickoit
Oeneparun»  // [DnekTponHBIA  pecype]. — M., 2019. — Pexum poctyma:

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

®enepanbhblil 3akoH 0T 02.05.2006 Ne 59-®D3 «O nopsiake paccMOTpeHHs oOpalleHuit
rpaxnaan Poccuiickoit ®enepanuny// [DnekTponnsiii pecypc]. — M., 2019. — Pexxum mocrtyma:
https://base.garant.ru/12146661/.

[Toctanosnenue I[lpaBurensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBep)KIeHUU MPaBHI
oOMeHa JOKyYMEHTaMH B DJJIGKTPOHHOM BHJE TIpU OpraHU3aluud HHPOPMAIMOHHOTO
B3aUMOJICUCTBUS’//  [DnmekTpoHHBI  pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/

[lpaBuiaa JeNONpOW3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrpasJieHus, yTB. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. - M.,
2021. - Pexkxum poctyna: http:// https://base.garant.ru/72291836/.

Meroandeckue peKOMEHIAIMU IO pa3pabO0TKe WHCTPYKIMH IO JCIIONPOU3BOACTBY B
TOCYy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOI'O CaMOYIIpaBiIeHHUs, yTB. IIpukasom Pocapxusa otT
24.12.2020 Ne 199 // [2neKTpoHHbIN pecypc]l. - M., 2021. - Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHas HHCTPYKLHUSA 1O JEIOMPOU3BOACTBY B TOCYJapCTBEHHBIX OpraHU3aIUsIX, YTB.
[Tpukaszom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponnsii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'oCT P 7.0.97-2016. Hammonanwsubiii ctannapt Poccuiickoii @enepauun. Cucrema
CTaHIapTOB 1O WH(pOpMAIMK, OMOIMOTEYHOMY M H3JATeNbCKOMY Jneny. OpraHu3zanuoHHO-
pacropsiAuTeNbHas ToKyMeHTanus. TpeboBanust kK 0ohOpMIICHUIO JOKYMEHTOB // [ DIIeKTpOHHBII
pecype]. — M., 2019. Pesxum mpoctyna: http:/www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HUCO 15489-1-2019 Hauwmonanshseiii cranmapt Poccuiickoit ®denepanumn.
Cucrema craniapToB 1o uHpopMaIyu, OMOIMOTEYHOMY M H3AaTeNbeKoMy nery. Muadopman3us
U JIOKyMeHTauusa. YmpaBieHue nokymeHtamu. Yacte 1. Ilonstus w mnpuHuunsl. //
[DnexTpoHHbIN pecypc]. - M., 2021. Pexum JIOCTyTa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JieJ0. TepMHUHBI U ONpPEAEIeHUs.-
[DnexTpoHHbIT pecypc]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW 163800/.

[Ipukaz MunkynaeTypel Poccum ot 31.03.2015 Ne 526 «OO6 yTBEepKAEHMM NpPaBUI
OpraHM3alli XpaHEHHs, KOMIUIEKTOBAaHHUS, y4e€Ta M HCIOJIb30BaHUS JOKYMEHTOB APXHWBHOTO
¢donna Poccuiickoit @enepannu U APYruxX apXWBHBIX TOKYMEHTOB B OpraHax rocyaapCTBEHHOU
BJIACTH, OpraHaX MECTHOTO CaMOYIIPAaBJICHUS U OpTaHU3alusIxX» // [DIeKTpoHHBIH pecypc]. — M.,
2019. — Pexxum poctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoTHUTEIbHBbIE UCTOYHUKH

[Ipukaz Muntpyna Poccum ot 15.06.2020 N 333 "OOG  yTBepXIACHUH
npodeccroHaabHOro cragaapra "CrenuaiucT 1Mo OpraHu3allMOHHOMY U JIOKYMEHTAIIHOHHOMY
obecrieueHNI0 yIpaBieHus opraHuzamueit"// [DnektpoHHbi pecypc]. — M., 2021. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_ 357714/.

[Ipodeccruonanpupiii  cranmapt «CHenuamucT MO  YIPaBICHUIO JAOKyMEHTaIHeu
OpraHM3alfi», YTBEPKICHHBIA MpPUKa3oM MMHUHHCTEPCTBA TpyAa W COIMAIBHOW 3alTUThI
Poccuiickoit @eneparuu ot 10.05.2017 Ne 416u // [DnexrpoHHbIid pecype]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Ipuka3z PocapxmBa ot 20.12.2019 N 236 "OO ytBepxaeHun IlepedHs THIIOBBIX
YIPaBICHYECKUX AapXUBHBIX JIOKYMEHTOB, O0OpasymoIIuxcs B TpOLECcCe IeSITeIbHOCTH


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
http:// https://base.garant.ru/72291836/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/
https://www.garant.ru/products/ipo/prime/doc/71587776/

rOCy/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIIPABJICHUS U OpraHM3allHii, ¢ yKa3aHHEM
cpokoB ux xpaneHus" (3apeructpupoBano B Munrocte Poccum 06.02.2020 N 57449) //
[DnexTpoHHbIi pecypc]. - M., 2021. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW 345020/

[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OO yTBEepXKIEHUU MPUMEPHOTO
MOJIOXKEHUS 00 IKCIEPTHOH KOMHCCHHM opraHuzanuu” (3aperncTpupoBaHo B MHHIOCTE
Poccum 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. — Pesxxum mocryna:
http://www.consultant.ru/document/cons_doc LAW 300357/

Jluteparypa

beikoBa T.A. JlokymeHTanmoHHOe oOecrieueHue  ympaBjieHHs  (JeIOmpPOU3BOACTBO)
[2nexTponHEI pecypce]; yueoHoe mocobue/ T.A. beikosa, T.B. Ky3Hnerosa. -2-¢ uza. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexxum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Bo6suteBa M.I1. HekoTopbie 0cOOEHHOCTH COBPEMEHHOT0 T0KyMeHTooOopoTa // Becthuk PITY.
2015.  Ne2.  [OnektpoHHbIi  pecypc]. — M., 2019. — Pexum  pocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

beikoBa T.A. O Hekoropbix mnpobiemax cdepsl ymnpaBieHHs TOKyMeHTaMu B Poccuiickoit
Oeneparun / Bectnuk PITY. 2014. Ne2. [OnektponHblit pecypc]. — M., 2019. — Pexum
nocrtyma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

6.2. Ilepeyenb pecypcoB HMHGPOPMAIHOHHO-TEJIEKOMMYHMKAIIMOHHON  CeTH
«HHTEepHET»
- Tapant [OnekTpoHHBIA pecypc]. — OmekrpoH. maH. — M., cop. 2013. — Pexum pmocryma:

http://www.garant.ru.
- Koncynprant Ilnroc [OnekrpoHHBIN pecypc]. — OnekTpoH. AaH. — M., cop. 2013. — Pexum nocryna:
http://www.consultant.ru.

6.3. [Ipodeccuonanbubie 6a3bl JTAHHBIX 1 HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBI

Hoctyn k npodeccuonanbHbIM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases

HNupopMalilnoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynsrant Ilmtoc
2. Tapanr

7. MarepuajbHO-TEXHHYECKOE oDecreueHne JUCUMILTUHBI (MO1YJIs1)

AynuTopuu AN TIPOBENCHHS JIEKIWHA W CEMHUHAPCKUX 3aHATHH C TEXHHYECKUMH CPEICTBAMH
o0y4yeHus: (MyJIbTUMEAUA-TIPOCKTOP (BUICOMPOCKTOP), 3KpaH (NEpEeHOCHON WM CTalMOHAPHEI)),
KOMITBIOTEPHBIN KJAacc U1 MPOBEACHHUS JIAOOPATOPHBIX 3aHATHI.

1. Ilepeuens IIO

Neri/ HaumenoBanue I10 [IpousBoaurens Crioco6 pacnpocTpaHeHHS
I (muyenzuonnoe unu
€80600HO
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PACnpoCmpansiemoe)
1. Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIICH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3HOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIAIICH3HOHHOE
7. Microsoft Office 2016 Microsoft Jlnnensnonnoe
8. Zoom Zoom JIMIICH3UOHHOE

2. Ilepeyens B/l u UCC

Nerr/ HanmenoBanwne
II

1 MexnyHaponabie pedeparuBHbie HaykomeTpuueckue bJI, 7ocTymHbIe B paMkax
HanuoHaJIbHOU moanucku B 2020 r.

Web of Science

Scopus

2 | TIpodeccronanbHbie MOTHOTEKCTOBBIE B]I, TOCTYMHBIC B paMKaX HAIIMOHANBLHOW TOAMUCKH B
2020 .

Kypnansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuaner Taylor and Francis

3 [IpodeccronanbHbIe MOJHOTEKCTOBBIC B

JSTOR

W3znanus mo oOmecTBEHHBIM U TYMaHUTAPHBIM HayKaMm
Dnexrponnas oubnuoreka Grebennikon.ru

4 | KomnbroTepHble CIIPaBOYHbIE TPABOBBIE CUCTEMBI
Koncynbrant [roc,
I'apaHT

8. OolecneueHue o0pa3oBaTeJbHOr0 mpouecca AJsi JHUI € OrpaHWYeHHBIMH
BO3MOKHOCTSIMM 310POBbSl 1 HHBAJIHU/IOB

B X0A¢ pealmn3an JUCHUIIIINHBI UCTIOJIB3YIOTCA CICAYIOIMUC JOIMMOJITHUTCIIBHBIC
METO/bI 06yquHs[, TEKYIIETO KOHTPOJIA YCIIEBACMOCTH U HpOMe)KyTO‘IHOﬁ aTreCcrainuu
06yqa}0mnxc;1 B 3aBUCUMOCTHU OT UX MHAUBUAYAJIbHBIX 0COOEHHOCTEIA:

. IUTSL CIIENBIX U CIIA00BUISIINX

- JeKuuu OGOPMIISIIOTCS B BHJE SJCKTPOHHOTO JOKYMEHTA, JOCTYIMHOTO C MOMOIIBIO
KOMITHIOTEpA CO CIECIHATIM3UPOBAHHBIM MTPOTPAMMHBEIM 00€CTICUeHUEM;

- TUCHbMEHHbIE 3aJaHUs BBINOJHIIOTCA Ha KOMIIBIOTEPE CO CHELUATU3UPOBAHHBIM
MPOTPAaMMHBIM 00€CTIEUeHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUIYalIbHOE paBHOMEpHOE ocBemieHrne He meree 300 moKc;

- JUIA BBITIOJTHEHHUS 3aJaHMsl TIPH HEOOXOIMMOCTH TPEAOCTABIACTCS YBEIMUYMBAIOIICE
YCTPOMCTBO; BOZMOYKHO TaK)K€ UCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MIChbMEHHBIC 3a7aHusT O(OPMIISIOTCS YBEIIMUEHHBIM MIPpU(PTOM;

- 9K3aMeH U 3a4€T MPOBOJIATCS B YCTHOW (hOpME WM BBIOIHSIOTCS B MUCHMEHHON
(dhopme Ha KOMIIBIOTEpE.



o JUISL TITYXHUX ¥ CTa00CbIIIAIINX:

- Jekmud O(QOPMIISIIOTCS B BHJE D3JCKTPOHHOTO IOKYMEHTa, JHOO MpPenoCTaBiIseTCs
3BYKOYCHWJIMBAIOIIAs anmnaparypa HHANBUAYAIbHOTO OJIb30BaHUS;

- MUCHbMEHHBIE 33JIaHUS BHIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCHbMEHHOU (opMe;

- DK3aMEH M 3a4€T MPOBOAATCS B MHCbMEHHON (opMe Ha KOMIBIOTEpE; BO3MOXKHO
npoBesieHue B (hopMe TECTUPOBAHUS.

o JUISL JIUL] C HAapYUICHUSIMU ONIOPHO-JBUTATEIHLHOTO alapara:

- JeKuuu OopOPMIIIOTCS B BHUJE 3JCKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOIIBIO
KOMIIBIOTEPA CO CIEeHUAIN3UPOBAHHBIM IPOTPAMMHBIM 00ECIICUEHHEM;

- THMCbMEHHBIE 3aJjaHMsl BBIMOJHSIIOTCS Ha KOMIIBIOTEPE CO CHELUAIN3HPOBAHHBIM
IPOrpaMMHBIM 0OecTieYeHUEM;

- DK3aMeH M 3a4€T MPOBOIATCA B YCTHOM (popMe WM BBINOJHSIOTCA B NMHChMEHHOMN
(dhopme Ha KOMIIBIOTEPE.

[Ipy HEOOXOTUMOCTH NpEoyCMAaTpUBACTCA YBEIHMUEHHE BPEMEHH Uil TOATOTOBKU
OTBeTA.

[Iponienypa  mpoBefeHHsT  NPOMEXKYTOYHOM  aTTecTallidl Ui OOyYaromuxcs
yCTaHABIMBAaETCA C YYETOM HUX HHAUBUAYAIbHBIX TCHUXO(PU3NYECKUX OCOOEHHOCTEH.
[IpomerxxyTouHast aTTecTanysi MOXKET IPOBOAUTHCS B HECKOJIBKO 3TaIlOB.

[Ipu mpoBeneHNH NpoUeaAypbl OLEHUBAHUS Pe3yJbTaTOB OOyUeHHUs MpeaycMaTpUBaeTcs
UCTIOJIb30BaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBSI3M C HWHIWBUAYAIbHBIMU
OCOOCHHOCTSIMU O0y4YaroIUXcsi. DTU CPEACTBA MOTYT OBITh MPEIOCTABIEHBl YHUBEPCUTETOM,
WM MOTYT MCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPE/ICTRA.

[IpoBenenue mpoueaypbl OLCHMBAHMS PpPE3yJIbTaTOB OOy4YeHHsS JIOMyCKaeTcs ¢
UCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTUH.

ObecneunBaeTcs JOCTYI K HHOOPMAIMOHHBIM U OMOIHOTpaduecKuM pecypcam B CETH
WNuTteprer nmns kaxaoro oOyuaromierocss B (GopMax, aJalTHPOBAHHBIX K OTPAHUYCHUSM HX
3/10pOBbS U BOCTIPUSATHUS HHPOPMAIIH:

® ISl CIETBIX U CTAaO0BUASAIIMX:

- B Ie4aTHOU (hopMe YBEIIMUCHHBIM MIPUQPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

® ISl TIIyXUX U CTa0OCIHBIIIAIIUX:

- B Ie4aTtHo opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

® uist 00yYaroIMXCs C HApYLIEHUSIMU OIOPHO-/IBUTATENILHOTO arapara:

- B Ie4YaTHOH Gopme;

- B (popMe 3JIeKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

VYyeOHBIC ayauTOpUM IJisi BCEX BHUIOB KOHTAKTHOM M CaMOCTOSITEIIBHOW palOTHI,
Hay4yHas OuONMOTEKa W WHBIE TOMENIeHHs i OOyueHHs OCHAIIEHBl CIEeHUATbHBIM
o0opyioBaHEM U y9€OHBIMU MECTAMHU C TEXHUYECKUMHU CPEACTBAMHU O0YUICHUS:

® IS CIENBIX U CIAaO0BUAALIMX:

- yCTpoicTBOM Ui ckaHupoBaHus U uTeHus ¢ kamepoir SARA CE;
- nuctuieeM bpaitns PAC Mate 20;
- npuHTepoM bpaiinsg EmBraille ViewPlus;
® ISl TIIyXUX U CTa0OCHBIIIAIIUX:
- aBTOMAaTH3UpPOBAaHHBIM pPa0OYMM MECTOM JJisl JIIoJed C HapylleHHeM ciyxa u
¢71a00CIIBIIIAIINX;
- aKYyCTUYECKHUI yCUIIUTENb U KOJIOHKH;
® s 00yYaroIuXcsl C HapyIIEHUSIMU OIIOPHO-/IBUTATENIBHOTO arnapaTra:
- IEPEABIKHBIMU, PETYJIUPYEMBIMU 3proHoMuueckumu napramu CU-1;



- KOMITBIOTEPHOM TEXHUKOM CO CIIelUaTbHBIM IPOrPAMMHBIM 00€CIICYCHUEM.
9. MeToauyecKkue MaTepuabl
9.1. [Li1anbl 1a00PATOPHBIX 3aHATHI

Iliiansl  J1A00PATOPHBI  3aHATHIA. Meroanyeckue YKa3aHUsi 10 OPraHM3alMU U
NPOBeIeHNI0

Br16op Tem nmaGopaTopHBIX 3aHATHI 00YCIIOBIIEH OOIIMM COJIEp)KaHUEM Kypca U HallelIeH
Ha yrIIyOJIGHHOE U3YYEHHE €r0 OTICIbHBIX Pa3JIeoB.

[Inan maGopaTOpHBIX 3aHIATHH BKJIIOYAeT JBa pasjaena: "OpraHuzanus U TEXHOJIOTH
JIEJIONPOU3BOJICTBA B  yUpexkKIeHUsXx jaopeBomonuoHHo Poccun" u "Opranuzauus  u
TEXHOJIOTHSI COBPEMEHHOT'O JEIOMNPOU3BOICTBA" .

HCJ'IB Ha60paTOpHBIX 3aHATHH - 3aKpPCIJICHUEC CTYACHTAMU TCOPCTUICCKUX 3HaHUH JICKIOMOHHOTO
Kypca u (QopMupoBaHHE NPaKTHYECKUX HABBIKOB OpraHM3allil  COBPEMEHHOW  CIyKOBI
ACIOMPOU3BOACTBA, IMPUEMOB U MCETOAOB TCXHOJOI'MU pa6OTLI C OOKYMCHTAMHU B YIPaBJIICHYCCKOM
arrmapare.

B pesynbpTaTe BBINOIHEHUS Ta00PATOPHBIX 3aHATUH CTYAECHTHI JOJKHBI

3HaTh:

. XapaKTepHbIE OCOOCHHOCTH OpTaHU3alui padOThl C MOKYMEHTAMH B YUPEKICHHIX
Poccun B Ppa3JIN4YHbIC HUCTOPUYCCKUEC ICPUOIBLI, B3aMMOCBA3b J3TUX IMPOLUECCOB C TOCYAAPCTBCHHBLIM
arrapaTroM yHnpaBJICHUSA

. COBpPEMEHHbIE TpPEOOBaHMA K JOKYMEHTAMOHHOMY OOECICUEHHIO YNpaBiICHUS B
YUpexACHUIX U opranuzanusax Poccuiickoit denepanuy;

o MPUHLUIIBI OPraHN3alMN JOKYMEHTAIIMOHHOT0 00€eCIeYeHNs yIpaBIeHus;

YMETh:

o OPTaHU30BbIBATH CIYXKObI JOKYMEHTALIMOHHOTO 00ECIICUeHHs yIIPABICHHUS;

o pa3pabareiBaTh JIOKalbHbIE HOPMATHBHBIE aKThl W  HOPMAaTHBHO-METOJIUYECKHUE
JOKYMEHTHl (TIOJIOKEHMS, HMHCTPYKIMH M T.JA.) MO BEOCHHUIO JOKYMEHTALMOHHOTO OO0ecreueHus
YIpaBIECHHS

o BBITIOJTHATD KIIIOYEBBIE TEXHOJIOTMYECKHE OMEPALlNU B paboTe ¢ JOKYMEHTAMU;

BJIAJIETh:

. NpaBWIAMH OpraHU3alMY BCEX 3TAoB paboThI ¢ JOKYMEHTAMH;

o METOAAaMHU TIPOBEACHHUsS aHalu3a OPraHU3alMM JOKYMEHTALMOHHOIO O00ecreueHus
YIIPABJICHUSI,

. METOAAMU ONTUMU3ALNH JOKYMEHTALMOHHBIX IIPOLIECCOB.

[ToaroroBka K J1a0OPATOPHBIM 3aHSTHAM OCHOBaHA Ha CAMOCTOSTENbHON paboTe CTYIECHTOB MO
U3YUYCHHUIO JIEKIIUOHHOI'O Kypca, UICTOYHUKOB U JIMTEPATYpPbl, PEKOMEHIOBAaHHBIX K KXKIOMY 3aHSATHIO.

PA3JEJ 1. OPTAHU3AIMSA JEJTONPOU3BOACTBA B YUPEXKIEHUAX
JOPEBOJIIOHUOHHOU POCCHUH

1.1.  Jenonpou3BoacTso B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  Jlenompou3BojicTBO B yupexaeHusx Poccuun XVIII B.
1.3.  JenonpousBoactso B yupexaeHmsx XIX - xHau. XX B.

PA3JEJI 2. OPTAHU3ALINA COBPEMEHHOI'O JEJIOITPOU3BOACTBA

2.1.  OpraHuzanys cIy>XObl IETONPOU3BOACTBA
2.2.  Opraamzanus JOKyMeHTO00OpoTa

2.3. Perucrpamms TOKyMEHTOB.

2.4. Homenknatypa aen



2.5. [loAroToBKa JOKyMEHTOB K ITOCIEAYIOIIEMY XPAHEHHUIO U UCIIOJIB30BAHUIO
2.6. CocraBneHre HHCTPYKIUH T10 JIETOIPOU3BOICTBY

PA3JEJ 1. OPTAHM3ALMA JEJTONNPOU3BOACTBA B YUPEXKIEHUS
JOPEBOJIIOIMOHHOU POCCHUH

Tema 1.1. lentonpousBoacTso B yupexaenusx Pycckoro rocynapersa XVI-XVII BB. — 4
yaca.

SAJAHUA

1. 3yunts Cynebnuk 1550 1. u CobopHoe ynoxenue 1649 r. [1o 3TuM akTam BBISIBUTH:

* CTPYKTYPY OPTaHOB TOCYAapCTBEHHOTO YIIPABICHUS;

* COCTaB U JIOJDKHOCTHBIE 00S3aHHOCTH "' CITYKWIIBIX JTFOIeH .

* HaIlpaBIIEHUS perJIaMeHTaIlii pabOTHI C TOKyMEHTaMH.

2. I3y4nTh cXeMy OpraHU3alMy UCIIOTHEHUS TOKYMEHTOB B IIPUKA3HOM JIETIOTPON3BOICTRBE.

3. [Ipoananu3npoBaTh NEPBUYHBIN KOMILICKC TOKYMEHTOB (Ha MpUMeEpE Jiesa 10 YeIT00UTHOM
Slkosa llletnmoBa B IloMecTHOM TIpHKase) U YSICHHUTH MOPSIOK (OPMUPOBAHHS Jeia.

VKA3AHWNMS 110 BBITIOJIHEHUIO 3AI[AHI/H71

1. HWzyunrte Cynebnux 1550 r., CobopHoe ynoxenue 1649 r. u yscHUTE cleayroee:

* COCTaB JIMII "BEPUIMBIINX CYA" M JOKYMEHTHPOBABIIUX JIEATSILHOCTh CY/Ia;

* OPSAIOK MTOAaYH, PACCMOTPEHUS M UCTIOTHEHHS YeIOOUTHBIX;

* IOPSAOK BEACHHSI PETUCTPAITMOHHBIX (OopM TS "CyIHBIX net';

* OTBETCTBEHHOCTH 32 MOJICIIKY IOKYMEHTOB U HEJIOOPOCOBECTHOE OTHOIICHHUE K JOKHOCTHBIM
00513aHHOCTSIM.

2. PaccMoTpuTe cxeMy IpOXOXKACHHS W UCIIOTHCHHSI IOKYMEHTOB B TIPUKa3ax W CIEIaiTe BHIBOI
0 COCTaBE TEXHOJIOTHYCCKHX OINEPALUi C TOKYMEHTaMH, TPUMEHSBIINXCS B PUKA3HON CHCTEME
JICJIONPOU3BOJICTRA.

3. O3HakombTeCh ¢ enoM llomecTHOTO prKasa o yenobutHoi Skopa lllermnosa u
COIOCTaBbTE MOC/CI0BATEILHOCTh PACCMOTPEHHS 1 PEIICHUS BOIIPOCA U MOCIIEI0BATEIBHOCTb
pacmojoxeHus JOKYMEHTOB B jeine. Onpenenure KpalHUE JaThl ieja U 0COOSHHOCTH
JIOKYMEHTHPOBaHWSI.

KOHTPOJIBHBIE BOITPOCHI

1. [lepeunciuTe 0OCOOEHHOCTH CHCTEMBI IETIOMPON3BOACTBA B IIEHTPANBHBIX YUPEKACHUIX
Poccun XVI-XVII BB.

2. Ha3oBuTe 3aKOHOAATENFHO PeriiaMeHTHPOBaHHBIE 00S3aHHOCTH "CIYKHIIBIX JTroiei" B paboTte
C JIOKyMEHTaMH.

3. Kakne oneparuu B paboTe ¢ TOKyMeHTaMHu C(OPMHUPOBAIACH B IPUKA3HOM
JIETIOTIPOU3BOACTBE?

4. laiiTe XapaKTEpUCTHKY CTOJIOLOBON (POPMBI JETIOMPOU3BOACTBA KaK TEXHUKU
JIOKYMEHTHPOBAHHS U (POPMHUPOBAHHUSI JIEIT.

5. Korya 6bina BBeIeHa M KOT/Ia ObIIa OTMEHEHA CTOJI0I0Bas (JopMa JIeONIPOH3BO/ICTRA?

NCTOYHUKU U JIMTEPATYPA
brikoBa T.A. JlokyMeHTannoHHOe oOecreueHue  ympaBieHHs  (JAeIOMpPOU3BOACTBO)
[2nexTpoHHBI pecypce]; yuedHoe mocobue/ T.A. boikosa, T.B. Ky3HneroBa. -2-e uza. nepepad. u
JIOTI. — Mocksa: Nudpa-M, 2018. -304 C. — Pexum JOCTYTIA:
http://znanium.com/go.php?1d=942800/

Tema 1.2. [lenonpousBoacteo B yupexnaeHusx Poccun XVIII B. — 4 yaca.

3ATAHUS
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1.U3yunts ['enepanbubiii perimamMeHT 1720 T. ¥ BBIIBUTH OCHOBHBIE TPEOOBaHHUS K OpraHH3AIHU
JIEJIOTIPOM3BOJICTBA B KOJUIETHSX U IOJDKHOCTHBIE 00S3aHHOCTH KaHIENSIPCKUX CITY KaITHX.

2.M3yunTh CXeMy UCIIOJIHEHUS TOKYMEHTOB B KOJUIETHIX.

3.W3yuuts "Yupexaenue ais ynpasneHus ryoepaui” 1775 1., BBIIBUTb OCHOBHBIE TPEOOBaHUS K
OpraHU3alyu AEJIONPOU3BOACTBA B MECTHBIX YUPEKACHUSIX U JOJDKHOCTHBIE 0053aHHOCTH KaHIEIAPCKUX
CIIy’KallluX.

4. M3yunTh CXEMy UCTIOJIHEHUS IOKYMEHTOB B MECTHBIX YUPEXKIECHUIX.

5. Ilpoananu3upoBatb A€j0, cHOPMUPOBAHHOE B MECTHBIX YUPEKICHUSIX.

VKA3AHMS 110 BBITIOJTHEHUIO 3AJAHUI
1. Msyuus "I'enepanpubiii permameHT 1720 T., ysICHUTE Cleayomniee:

1.1. CTPYKTYpPY KOJUIETUU;

1.2. JOJKHOCTHOM COCTaB KaHLEISIPCKUX CITYXKAIIHX;

1.3. 00513aHHOCTH KaHIISIIIPCKHUX CITYKAIIHX;

1.4. MOPSAOK MOJIYUYEHHUS IOKYMEHTOB B KOJUIETHSIX;

1.5.  mopsanok paccMOTpPEHHs JOKYMEHTOB B KOJUIETHIX;

1.6.  opraHm3amys U TEXHOJIOTHS PETHUCTPAINH JOKYMEHTOB;

1.7.  moctpoeHHe CpaBOYHO-WH(POPMALUOHHOTO aIapaTa;

1.8. CPOKH HCIIOTHEHUS JOKYMEHTOB;

1.9.  opraHu3amnuio XpaHEeHUs JOKyMEHTOB B KOJUICTHSIX.

2. M3yuure cxeMy HCTOTHEHUS JOKYMEHTOB B KOJUICTUSX H BBIIBHTE COCTAaB
JIEJIONPOU3BOICTBEHHBIX OIEpaIluil.

3. Uzyuus "OOmee rybepHCcKoe yupexxaenue " 1775 r., ompenenure:

3.1.  cTpyKTypy KaHIEISIPHUH, TOJDKHOCTHON COCTaB KAHIENSIPCKUX CIY KaIiX, IX
00513aHHOCTHU B PabOTE C IOKYMEHTaMH;

3.2.  TEXHONOTHIO PabOTHI C JOKYMEHTAMH:

3.2.1. mOpAIOK MEPBUYHOI 00paOOTKH MOCTYMUBIINX TOKYMEHTOB;

3.2.2. TEXHOJOTHS PETHCTPAllH JOKYMEHTOB: MPUMEHSIEMbIC PErHCTPallHOHHBIE (POPMBI, HX
Ha3HaueHHE M COCTaB MH(POPMALIUH;

3.2.3. TNOpsAIOK pacCMOTPEHUS JOKYMEHTOB;

3.2.4. TIOpPAIOK UCTIOJIHEHUS JOKYMECHTOB;

3.2.5. TEeXHOJIOTHIO KOHTPOJIS 332 UCTIOJHEHNEM JIOKYMEHTOB;

3.2.6. TOPSAIOK OTHPABKU JOKYMEHTOB;

3.2.7. opraHuzaiuio XpaHeHHs JOKYMEHTOB B MECTHBIX YUPEKJICHUSIX.

4. I/I3yq1/1Te CXEMY UCIIOJIHCHUSA JOKYMCHTOB B MECTHBIX YUPCKIACHUAX U BbIABUTE COCTAB
JIETIOMPOU3BOICTBEHHBIX OIEpalluil.
5. Paccmotpure nena mectHbix yupexaenuit X VIII B., oOpartute BHIMaHue Ha odopmieHue

00JI05KKH Acjia, COCTaB JOKYMCHTOB JI€Jia, ITOCICA0BATCIIBHOCTE X PACIIOJIOKCHU, ITOPAI0OK U CPOKH
PacCMOTPCHUA JOKYMCHTOB, YACHUTC NPUHIIUIIBI (bOpMPIpOBaHI/Iﬂ JCII.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHUTE cHCTEMY IPUKA3HOTO M KOJUIEKCKOI'O JIEJIONPOU3BOICTBA, 00BICHUTE Hanboiee
XapaKTEpHBIE OTINYHS.

2. [lepeuncnuTe HOBBIE JETIONPOU3BOICTBEHHBIE ONEpaIiK, BO3HUKIINE B yupexaeHusx X VIII
B.

3. Ilepeuncnure 00s13aHHOCTH JIEJIONPOU3BOICTBEHHON CITYKOBI 10 MOJATOTOBKE JOKYMEHTOB K
apXUBHOMY XpaHEeHHIo (1o 3akoHy 1775 r.).

4. Ha3oBuTe 3aKOHOAATEJILHBIN aKT, KOTOPBIM BIIEPBBIE OBLT OMpPEesieH CPOK XPaHEHHS
JOKYMEHTOB B TEKYILIEM JIEJIONPON3BOICTBE (10 coaull JOKYMEHTOB B apXUB).

5. HazoBure xapaKTepHbIe 4epThl CHCTEMBI PETHCTPAIIHH JOKYMEHTOB B KOJUIETHSIX.

NCTOYHUMKU U JINTEPATYPA



beikoBa  T.A.  JlokyMeHTalMOHHOE  OOECleYCHHWE  YIpaBICHUS  (IEIONPOU3BOICTBO)
[DnmexTponHEI pecypce]; yueoHoe mocobue/ T.A. beikoBa, T.B. Ky3Herosa. -2-¢ u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. - Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 1.3. [lenronpousBoactBo B yupexaeHusax XIX - Hau. XX B. — 8 gacos.

SAJTAHUA

1. U3yuuts "Obmiee yupexaenane MmunuctepctB” 1811 r. 1 ysCHUTH OCHOBHBIE TPEOOBaHUS K
OpTaHH3alry JIeJIONPOU3BOICTBA B IEHTPAJIBbHBIX YUPEKACHUSX, a TAKKE TOHDKHOCTHBIE 00S3aHHOCTH
KaHIEJSIPCKUX YHHOBHUKOB.

2. [Ipoananu3upoBatb 0coO€HHOCTH (POPMUPOBAHUS J1eN B yupexkaeHnax XIX - Had. XX B.

3. UzyuuTts "llonoxkeHne o MUCbEMOBOCTBE U IETIOMPOU3BOACTBE B BOCHHOM BemomcTBe" 1911 .
U BBISIBUTH OCHOBHBIC HalpaBJICHHUs PALMOHAIN3ALMH AEJIONPOU3BOICTBA.

4. N3yunts cxeMy HcnoaHeHus 1okyMeHToB B Kannenspuu [loneunrens MOCKOBCKOTO y4eOHOTO
OKpyTa.

5. O3nakomuThcs ¢ JokymeHTamu Kannensapun [lonednTens MOCKOBCKOTo y4yeOHOTO OKpyra U
BBISIBUTH 3JIEMEHTHI PAllMOHAIM3ALUH NIPOLIECCa UX UCIIOIHEHUS.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Uzyuus "Obwmee yupexxnenne muaucrepets” 1811 r., ompenenute cienyonee:

1.1. opranu3aiMoHHYIO CTPYKTYypY MUHHCTEPCTBA,

1.2. cTpyKTYpYy IEnONpOM3BOICTBEHHOM CITyKOBI;

1.3. opranu3anuio 10KyMeHT0000poTa:

1.3.1. mopsiiok mocTyIuieHus: JokyMeHnToB: B Kanuemnsipuio MuHHCTpa; B IeMapTaMeHThI;

1.3.2. opranusanuio ABHXEHUS TOKYMEHTOB, HAIIPABJICHHBIX B KAHLEISIPUIO MUHUCTPA ; B
Henaprament; B CoBeT MUHHCTpA: B 00Iee IPUCYTCTBUE JienapTaMmenTa; B OcoOble YCTaHOBIICHHS ;

1.3.3. mopsioK MCHONHEHHUs JOKyMeHTOB: B Kanuensapun MunucTpa; B JlenaprameHTax;

1.4. opranu3auuio ¥ TEXHOJOTHIO PETHCTPALIIH;

1.5. opranu3anuio KOHTPOJIA 3a UCIIOJTHEHUEM JTOKYMEHTOB (PEBU3HA);

1.6. mopsiok GopMHUpPOBaHUS JET;

1.7. opranusauunio XpaHeHus JOKyMEHTOB;

1.8. Ha3Ha4YeHHE OTYETOB.

2. O3HakoMmbTeCh ¢ AedaMu yupexaennii XIX B., obpatute BHUMaHue Ha 0(OpMIICHHE 00JI0KKI
Jiefia, COCTaB JOKYMEHTOB Jiefia, TIOCJIEA0BATEIbHOCTh X PACIIONIOKEHHUS, TOPAIOK U CPOK PACCMOTPEHHUS
JOKYMEHTOB.

3. Uzyuute "llonoxeHne o MUCEMOBOJICTBE U JEIOMPOU3BOICTBE B BOGHHOM Begomctae" 1911 .
1 oOpaTuTe BHUMaHHE Ha:

3.1. pernamMeHTanUIO NIPUMEHAEMBIX BUIOB JOKYMEHTOB;

3.2. ynopsiioueHue paBUl COCTABICHUS 1 OQOPMIICHUS IOKYMEHTOB;

3.3. pernaMeHTauuIo CIpaBOYHO-HHPOPMALTHOHHOTO QOHA;

3.4. MexaHU3alHIO AETONPOU3BOJCTB;

3.5.0praHu3almio ONepaTUBHOTO U APXUBHOTO XPaHEHUsI JOKYMEHTOB.

Ha ocHoBe paccMoTpeHus mepeYrciIeHHBIX BOIPOCOB CAEIalTe BHIBOJ O HAIIPABICHUIX
panMoHAIM3aLUH JeONPON3BOICTBA B BOGHHOM BEJJOMCTBE.

4. TIpoananusupyiiTe cXeMy OpraHH3aMM Aelonpom3BoacTBa B Kammenmspun Ilomeunrens
MOoCKOBCKOTO y4eOHOTO OKpyTa M CAEJaiiTe BBIBOA O CHOCcOo0ax panrOHATU3aIMN ITAIOB HCIIOJHEHUS
JIOKYMEHTOB U TIOJJTOTOBKH OTBETHOT'O IOKyMEHTA B 3TOM YUPEKICHHUMU.

5. OsHakoMbTeCh ¢ KomTekuueit okymMenTos Kannensapuu IToneuntens MockOBCKOTo yueGHOTO
OKpyra, o0palias BHUIMaHHE Ha:

. 3JIEMEHTHI MEXaHU3UPOBAHHOW 00pabOTKH TOKYMEHTOB (CIIOCOOBI ITOMETOK O
MOJTyYeHHUH, HAaPaBJIEHUH Ha UCIIOJIHEHUE U UCIIOJTHEHUH IOKyMEHTOB);

. XapaxTep pe30JIOIH;
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. CMOCOOBI COCTABJICHUS MPOEKTA JOKYMCHTA;

. 3JIEMEHThI YHU(DHUKAIIMY TEKCTa JOKYMEHTA,

. BHbI OJIAHKOB U CIIOCOOBI UX M3TOTOBJIECHMS.

Cremnaiite BbIBOJI 00 OCHOBHBIX M BCIIOMOT'aTEIbHBIX HANPABICHHUAX PAIlMOHAIH3AINH TPOIECCOB
PacCMOTPEHUSI U UCIOIHEHUS JOKYMEHTOB.

KOHTPOJIbHBIE BOITPOCHI

1. CpaBHHTE CHCTEMY KOJUIEKCKOTO U MUHUCTEPCKOTO (MCTIOTHUTEIIHHOTO)
JICIIOTIPOU3BOJICTBA, OOBICHUTE HAN0O0JIEe XapaKTePHBIC OTIUYNS.

2. Kak paszBuBanach cTpyKTypa AETONPOU3BOJCTBEHHOMN CITy>KOBI MHHHCTEPCTBA B TIEPBOit
mosopuHe XIX B., 4eM OHA OTIIMYAJIACh OT KOJUICKCKOM?

3. HazoBuTe ocHOBHEIC TpeOOBaHMS K OpraHU3aIlH JOKYMEHTO000pOTa B MUHICTEPCTBAX
XIX B. Ha xakue OCHOBHBIE JOKYMEHTOIIOTOKH Pa3IesUINCh TOKYMEHTHl B MUHUCTEPCTBAX?

4. HazoBuTe xapakTtepHble 4epThl CHUCTEMBI PETUCTPALMU TOKYMEHTOB B MHHHACTEPCTBaX?

5. B kakoii (hopMe OCyIIECTRIISIICS KOHTPOJIb 32 UCMOJHEHUEM JJOKYMEHTOB B CUCTEME
MHUHHCTEPCKOTO AEIONPOU3BOICTBA?

6. HazoBuTe 0cOOEHHOCTH OpraHu3aIiy XpaHEHHs TOKYMEHTOB B JIEJIOIPOU3BOJICTBE
MUHHUCTEPCTB.

7. HazoBuTe HampaBiieHUs U CIIOCOOBI pAITMOHAM3AINY JACIIONPOU3BOJICTBA B YUPESIKICHHUSIX
XIX - Hau. XX B.

NCTOYHUKU N JIMTEPATYPA
brikoBa T.A. JlokyMeHTannoHHOE oOecleueHue  ympaBieHHs  (AEIONMPOU3BOACTBO)
[DnexTponHsI pecypc]; yuebnoe nocobue/ T.A. boikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JIOTI. — Mocksa: WNudpa-M, 2018. -304 C. — Pexum JIOCTYTIA:
http://znanium.com/go.php?1d=942800/

PA3JIEJ 2. OPTAHU3ALIUA COBPEMEHHOI'O JEJOINPOU3BOACTBA
Tema 2.1. Opranuszamusi cJayk0bl 1eJI0NPOU3BOACTBA — 12 JacoB.

3AJIAHUS

1. Y3yuuts TpeGoBamms neiCTBYIONMX HOPMATHBHBIX aKTOB M HOPMATHBHO-METOIMYECKHX
JOKYMEHTOB K OPTaHH3aIUH, CTPYKTYpe ¥ QYHKIUSM CITyKObI AeTONPOU3BOCTBA.

2. TIpoaHanM3upoBaTh OPTaHH3AIMIO CIyXKObl J€JONPOU3BOACTBA B YCIOBHOH OpraHM3allHH U
BBISIBUTH €€ 0COOEHHOCTH.

3. TloAroTOBUTH CXEMY OPraHM3ALMOHHON CTPYKTYphl JIEIONPOM3BOACTBEHHOH CITyKOBI B
YCJIOBHOM OpraHU3alvu.

4. PazpaGorars ITonoxeHue 0 CTyX0e 1eT0NPOU3BOACTBA YCIOBHOI OpPraHU3alHH.

5. Pa3pa6oTaTh JOKHOCTHBIE MHCTPYKIMH pabOTHHKAM CITyObl J€TONpPOU3BOICTBA YCIOBHOI
OpraHU3alUU.

YKA3AHUS 10 BBITIOJIHEHUIO 3AJIAHUN

1. Msyunre KpaTKyi0 XapakTepHCTHKY JeATEIbHOCTH YCIOBHOH OpraHM3alluM, BBIACHHTE
0COOEHHOCTH OpraHU3alldy JAETONPOU3BOACTBEHHOM ClyXOBI, €€ HECOOTBETCTBHE COBPEMEHHBIM
TpeOOBaHMAM 10 CTaTyCy, MOAYMHEHHOCTH, HAaWMEHOBAaHUSAM CTPYKTYpHBIX dacTeill, X COCTaBy.
AprymMeHTupyHTe OTBET.

2. TIoAroTOBETE CXEMY OPTaHM3ALMOHHOH CTPYKTYPBI CIyKOBI I€IONMPOM3BOICTBA YCIOBHOI
OpraHM3anvy, 3aQUKCUPYHTEe TMOJYMHEHHOCTh CIYXKO M CTPYKTYPHBIX MoApasfeneHuil. s Kakmaoro
CTPYKTYpHOTO TOJIpa3/ieliecHHss W Y4acTKa CIIy>KObl JeNONpON3BOJCTBA Ha cXxeMe (UKCUpyeTCs BUA
MOJYMHEHHOCTH (IpsAMas aJAMUHHUCTpaTHBHAs WM Meroaudeckas). OOocHylTe HauMMEHOBaHHE WU
MTOTYMHEHHOCTh KKAOTO CTPYKTYPHOTO TIOpa3 IeIeHHSI.

3. Ha ocnoBe ITprMepHOro MOJOXEHHS O CIyXk0e JIeIONpON3BOICTBA pa3paboTaiiTe CTPYKTYpY


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

TekcTa [lonoxkeHust 0 ciyk0e NEeNTONPONU3BOJICTBA YCIOBHONW OpraHM3aliu. TEKCT MOJOXKEHUS JOJDKEH
colepkaTh KOHKPETHbIE (POpMYyTHPOBKH 3anad, (GYHKIUH, MMpaB, OO0S3aHHOCTEH W B3aMMOOTHOIICHUN
ciyx0b1. Cnenyer odopmuth [losiokeHue Ha 001IeM OIaHKE, ONMPEISIIUTh MOPSIOK €0 COrJIACOBAHUS U
YTBEPXKICHUS (COCTAB CTPYKTYPHBIX TMOAPA3JCICHUA M JODKHOCTh PYKOBOIUTENS, YTBEPIKIAIOIIETO
IOKYMEHT). APpTYMEHTUPYHTE CBOH MPEUTOKEHUS 10 TPOoeKTy [lomoxeHus.

4. PazpaboTaiiTe =~ HODKHOCTHBIE  MHCTPYKIIMA Ha  BECh JIOJDKHOCTHOM ~ COCTaB
JIEJIONPOU3BOJICTBEHHON CITY>KOBI yCIOBHOUM opranu3anuu. Ha ocHOBE MONy4YeHHBIX WHIUBUIYaTbHBIX
3a/laHuil pa3paboTaiiTe CTPYKTYpy TEKCTa W COCTaB Pa3/eioB JOJDKHOCTHOW WHCTpykimmu. OOparute
BHUMaHUE, YTO MPH GOPMYITUPOBKE JOIDKHOCTHBIX O0SI3aHHOCTEH COTPYIHUKOB, CIEAYET COTJIACOBATH UX
C OCHOBHBIMH 3ajauaMu W QyHKOUsIMH  cioyxObl (T.e. ¢ Tekcrom [lonoxenus). B pasgene
"B3anMooTHOIIEHH S, CBA3U" CIEelyeT 3aKpeNnuTh B3aUMOACHCTBHS PaOOTHUKOB CIYXOBl M HX CBSI3M Ha
YPOBHE TPE/ICTABICHHS JOKYMCHTOB.

KOHTPOJIbHBIE BOITPOCHI

1.Ilepeuncnure CTPYKTypHBIE YacTH CIY>KOBI JEIOTPOM3BOJCTBA B OPTraHU3AIUAX Pa3THIHBIX
YPOBHEU yIIPABIICHHUS.

2.Ilepeuncnure AEUCTBYIOIIME JOKYMEHTHI, OINpEHENAIomre 3aJauyd W (YHKIUU CIIy>KOBI
JIeJIOMPOU3BOICTBA.

3.Ha3zoBute TpeOOBaHus K CTPyKType U cocraBy wuHpopmanuu IlomokeHuss o ciayxoe
JIEJIONPOU3BOJICTBA; TOJKHOCTHON MHCTPYKIIMH.

NCTOYHUKU U JINTEPATYPA

[lpaBuna AenOOpPOM3BOACTBA B T'OCYJApCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyrpasiieHus, yts. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. - M.,
2021. - Pexkum poctyna: http:// https://base.garant.ru/72291836/.

MeTtoauueckiue peKOMEHAAMU IO pa3padoTKe MHCTPYKIHMM MO AeTONpOM3BOJACTBY B
rOCyJJapCTBEHHBIX OpraHax, opraHax MECTHOI'O camoyIpaBieHHs, yTB. [Ipukazom PocapxuBa oT
24.12.2020 Ne 199 // [2nekTpoHHbIN pecypc]l. - M., 2021. - Pexum poctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumMepHast UHCTPYKLHUS O IE€TONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHu3aIusiX, YTB.
[Tpuka3zom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_ 305137/.

I'oCT P 7.0.97-2016. Hammonanwsubiii ctanmapt Poccuiickoii @enepauun. Cucrema
CTaHIapTOB 1O WHGOpMAIMK, OHOIMOTEYHOMY U H3JAaTeNbCKOMY neny. OpraHu3anuoHHO-
pacnopsAauTensHas ToKyMeHTauusa. TpedoBaHus K 0POPMIIEHHUIO TOKYMEHTOB // [ DIEKTPOHHBIH
pecype]. — M., 2019. Pesxxum moctyna: http:/www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P HCO 15489-1-2019 Hanumonansublli ctanmapt Poccuiickoit ®Denepauui.
Cucrema ctanaapToB 1o MHGOpMAIMK, ONOINOTEUHOMY U U3AaTeabckomy neny. Undopman3us
U JIOKyMeHTauusa. YmpaBieHue nokymeHtamu. Yacte 1. Ilonstus w mnpuHuunsl. //
[DnexTpoHHbIT pecypc]. - M., 2021. Pexum JOCTYTIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlesnonpou3BOACTBO U apXUBHOE JieJ0. TepMHUHBI U ONpPEAeIeHUs.-
[DnexTpoHHbIHA pecypc]. - M., 2019. Pexxum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW 163800/.

[Ipukaz MunkynaeTypel Poccunm ot 31.03.2015 Ne 526 «OO6 yTBepKACHMM NpPaBUI
OpraHu3alMy XPAHEHHs, KOMIUIEKTOBAHUS, y4e€Ta U MCIOJIb30BAHUS JOKYMEHTOB APXUBHOIO
¢onna Poccuiickoii denepanyiv U Apyrux apXvMBHBIX JOKYMEHTOB B OpraHax rocyapCTBEHHOMN
BJIACTH, OpraHaX MECTHOTO CaMOYTIPaBJICHUs M OpraHu3alusx» // [DnekTpoHHbI pecypc]. — M.,
2019. — Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

IIpukaz Muntpyna Poccum ot 15.06.2020 N 333a  "OO yTBepKIeHUHU
npogeccuoHanpHoro crapaapra "CrneuuaiucT 1m0 OpraHU3alMOHHOMY U JIOKyMEHTAllHOHHOMY


http:// https://base.garant.ru/72291836/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.garant.ru/products/ipo/prime/doc/71083090/

obecrieueHNI0 yrpaBieHus opraHuzamueit"// [DnekTpoHHbi pecypc]. — M., 2021. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_ 357714/.

[Ipodeccronanbupiii  cranmapr «CHenMamucT 1O  YIPaBICHUIO JOKyMEHTalueu
OpraHu3ali», YTBEP)KICHHBIM MNpUKa3oM MMHUCTEPCTBA TpyJa U COLMAIBHOM 3allUThI
Poccuiickoit ®@eneparuu ot 10.05.2017 Ne 416u // [DnextponHbId pecype]. — M., 2019. —
Pexum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.
brikoBa T.A. JlokyMeHTannoHHOe oOecreueHue  ympaBieHHs  (AeIOmpPOU3BOACTBO)
[DnexTponHsIi pecypc]; yuebnoe nocobue/ T.A. boikoBa, T.B. Ky3Hnenosa. -2-e u3z. nepepad. u
JIOTI. — Mocksa: WNudpa-M, 2018. -304 C. — Pexum JIOCTYyTIA:
http://znanium.com/go.php?1d=942800/

Tema 2.2. Opranuzanus 10KyMeHTO000OpoTa — 8 yacos.

SAJAHUA

1. U3yuuTh coBpeMeHHBIE TPeOOBaHMS K OPTaHU3ALMHU JOKYMEHTO000pOTa B OpraHu3alisX,
YUPEXKIEHUSIX U Ha MIPEANPHUATUAIX.

2. H3yuuTh U MpOaHAIN3UPOBATH OPTaHMU3ALMIO JOKYMEHTOO00pOTa B YCIOBHOM OpraHU3aIii.

3. WM3yuuTh KpaTKyro XapaKTepUCTHUKY AEATEIbHOCTH LIEHTPAIBHOTO amnapara ycJIOBHON
OpraHU3alyy U COCTABUTh ONEPOrPaMMBbI IBH)KEHUS BXOSILCH, HCXOISIICH U BHYTPEHHEN
JIOKYMEHTAIIHH.

4. oncuntaTh 06BeM JOKYMEHTOO60POTA YCTOBHOM OPraHM3aI|H 3a TO.

YKA3AHUWA 110 BBITTOJIHEHUTO 3AI[AHI/II71

Wzyuute IlpaBuna amenonmpousBoicTBa B TOCYNAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O
camoyrpaBiieHus, yTB. [Ipukaszom PocapxuBa ot 22.05.2019 Ne 71; Mertoauyeckue peKOMEHIalu
no pa3pabOTKe HMHCTPYKIMHA MO AENOMPOM3BOACTBY B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOIO caMoympasiieHHs, yTB. Ilpukaszom PocapxmBa ot 24.12.2020 Ne 199; IIpumepHyro
UHCTPYKIHMIO MO JENONPOU3BOACTBY B TOCYIapCTBEHHBIX opranuzanuax (ytB. [Ipukazom
PocapxuBa ot 11.04.2018 Ne 44. Cnenaiite BBIBOA O CTENEHH pErAMEHTAIMA B HOPMATHBHBIX
JOKYMEHTaX OOIIMX MPUHLMIIOB OPraHru3alid JOKYMEHTO000pOTa, MPaBHil MPOXOKICHUS JOKYMEHTOB,
METOAMKH IOJcUeTa JOKyMEHTO000POTa.

1. Ha npumepe ommcanms JOKYyMEHTOOGOPOTa YCIOBHOH OpraHM3alli¥l  BBIABHTE €O
0COOEHHOCTHU | OTIPEIEeNIUTe HECOOTBETCTBUE OpPraHU3aIMU TOKYMEHTO000pOTa B AaHHOW OpraHM3alluu
TpeOOBaHHUSIM HOPMATHUBHBIX JOKYMEHTOB.

2. CocraBbTe ONEepOrpaMMbl JIBIJKEHHUS NOKYMEHTOB B YCIOBHOH opranuszanuu. [ns storo
OTIPEIICTUTE COCTaB MOJDKHOCTHBIX JIMIl, YYACTBYIOIIMX B 0O0OpabOTKE W HWCIOTHCHHWH JOKYMEHTOB;
MOCJICIOBATEILHOCT  ONepalii 1o  00pabOTKE  JOKYMEHTOB, HM3y4YUT€ CXEMbI  JIBHXKCHHS
JOKYMEHTOIIOTOKOB B YCIIOBHOM OpraHu3aliH.

OmeporpaMma IBIDKCHHS BXOISIIMX JOKYMEHTOB JTOJKHA OTPA3HUTh MEPEMEIICHHs TOKYMEHTOB
OT MOMEHTA IIpHeMa JI0 TMOIIMBKY UX B IO MTOCJIC 3aBEPIICHUS UCIIOTHCHHUS.

OneporpaMma HUCXOJSIIMX JOKYMEHTOB [OJDKHA OTpPa3UTh IMEpEeMElIeHUs JOKYMEHTOB OT
MOMEHTA NOJTOTOBKH UX MPOEKTOB O OTHPABKHU U3 YUPEKICHHUS.

OmeporpamMma JIBHKEHHUS BHYTPEHHUX JIOKYMEHTOB (Ha TpHMeEpEe MpHKa3a) IOJKHA OTPa3UTh
MepPEeMEIICHUS JOKYMEHTOB OT MOMEHTA MTOATOTOBKH MPOEKTa JOKYMEHTA JI0 MOAMIMBKY B JEIIO.

3. I/I3y‘lI/IB COCTaB M KOJMYCCTBO IMOJNYYCHHBIX, OTIIPABJICHHBIX W BHYTPEHHHUX HOOKYMCHTOB
YCHOBHOﬁ OpraHuv3sanuu, HOZ[C‘IHTaﬁTC 00BEM ce I[OKYMGHTOO60pOTa 3a roa.

KOHTPOJIbHBIE BOITPOCHI

1. laiiTe ompeneneHne MOHATHS "JOKyMeHTO000poT".

2. [lepeunciuTe OCHOBHBIE TPEOOBaHUS K OPraHU3alMU JOKYMEHT0000pOTa B OpraHU3aIlHsIX.
3. [lepeuncnute mpaBuiia y4era J0KyMEHTOO000pOTA.

4. HazoBuTe TpeOOBaHMSI K MPOXOKACHUIO U MCIIOJTHEHUIO BXOSAIINX TOKYMEHTOB.


https://www.garant.ru/products/ipo/prime/doc/71587776/
http://znanium.com/go.php?id=942800/

5. HazoBuTe sTansl NpoXoKIEHHS U UCIIOJHEHUS UCXOIAIINX U BHYTPEHHUX JOKYMEHTOB.
6. [epeuncaute MpaBuiia Mepeadd J0KYMEHTOB BHYTPH YUPEKICHUS.

NCTOUYHUKU U JIMTEPATYPA

[lpaBuiaa  [IEJOMPOM3BOACTBA B TOCYJAApCTBEHHBIX  OpraHax, OpraHax MeCTHOTO
camoyrpasiieHus, yTs. [Ipukasom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpoHHbIN pecypc]. -
M., 2021. - PexxuM poctyna: http:// https://base.garant.ru/72291836/.
Meroandeckue pEeKOMEHIAMM 10 pa3pabdO0TKe HWHCTPYKIMWA TIO JACJIONPOU3BOJACTBY B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOT'O camoympaBieHus, yTB. [Ipukazom PocapxuBa
or 24.12.2020 Ne 199 // [9neKTpoHHbIA pecypc]. - M., 2021. - Pexxum poctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHass HHCTPYKLHUS MO JIEJIOMPOU3BOJCTBY B TOCYJAPCTBEHHBIX OpraHHU3aIUsIX,
yTB. Ilpukazom Pocapxua ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019.
Pexxum noctyna: http://www.consultant.ru/document/cons doc LAW _305137/.
I'OCT P 7.0.97-2016. Hamumonansubiii ctrangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToOB Mo WHpOpMamu, OUOTHOTEYHOMY U M3JaTeNbCKoMy nerny. OpraHu3aioHHO-
pacropsiiMuTeNbHAas  JTOKyMeHTanus. TpeOoBaHuss K  OQOPMIICHUIO JIOKYMEHTOB //
[DnexTpoHHBIH pecypc]. - M., 2019. Pexum JOCTyTA:
http://www.consultant.ru/document/cons_doc LAW 216461/.
I'OCT P UCO 15489-1-2019 Hamumonanweubiii crangapt Poccuiickoit denepanuu. Cucrtema
CTaH/IapTOB O HHQOpMAIUK, OHOIMOTEYHOMY W W3aarenbckomy neny. MHbopmam3us u
JNOKyMeHTanusl. Ympasinenue jgokymeHTamu. Yacte 1. Tlonwatus u npuHOMNbL //
[DnexTpoHHbII pecypc]. - M., 2021. Pexxum JOCTYyIIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .
I'OCT P 7.0.8-2013 [lenonpou3BOACTBO M apXUBHOE J€10. TE€pMHMHBI U ONPEIEIICHUS.-
[DnexTpoHHbIT pecypcl]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

® [Tpuxa3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBep:kaAeHUM MpaBU OpraHU3alUH

XpaHEHUs, KOMIUICKTOBAHUS, y4YeTa M HCIOJIb30BAHUSA JOKYMEHTOB ApXHUBHOro (oHza
Poccuiickoit denepanuu ¥ IpYyrUX apXMBHBIX JOKYMEHTOB B OPraHax IOCYAAapCTBEHHOU
BJIACTH, OpraHaX MECTHOI'O CaMOYIPABICHUS M OpraHu3auusax» // [D1eKTpoHHBIH pecypc]. —
M., 2019. — Pexxum nocryma: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JonoJHUTEe/IbHbIE HCTOYHUKH

[Tpuka3z Muntpyna Poccun ot 15.06.2020 N 3331 "OO6 yTBepx)aeHUU TPO(PECCHOHATBHOTO
crangapra "CrenuanucTt Mo OpraHU3alMOHHOMY MU JIOKyMEHTAIlMOHHOMY OOeCIeueHHIO
ynpaBieHus: opranmzaiueii’// [DnekTpoHHbiii pecype]. — M., 2021. — Pexxum gocrtyma:
http://www.consultant.ru/document/cons_doc LAW 357714/.

[ToctanoBnenne IlpaButensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepkaenuu IIpaBui
JIeTIOTIPOM3BOCTBA B (pelepanbHBIX OpraHax MCIOJHHUTEIBHON BiacTH»// [DNeKTPOHHBIN
pecypc]. - M., 2019. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

¢ [Tocranosnenue IIpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBepk1eHUH MTpaBUil 0OMEHA

AOKYMCHTaMU B 3JICKTPOHHOM BHUJC npu opraHu3anuun I/IH(i)OpMaL[I/IOHHOI‘O
B3aUMOJICUCTBUSA //  [DnekTpoHHBIM pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/70832680/.

beikoBa T.A. JlokyMeHTanmMOHHOE oOOecleueHnue yhpaBieHUus (JeIOMPOU3BOACTRBO)
[OnexTponHnslii pecypc]; yueOHoe mocobue/ T.A. beikoBa, T.B. Kysneuoma. -2-¢ u3g.
nepepad. u jgon. — MockBa: HWadpa-M, 2018. -304 c. — Pexum pgocryna:
http://znanium.com/go.php?id=942800/


http:// https://base.garant.ru/72291836/
http:// http://www.consultant.ru/document/cons_doc_LAW_373895/.
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http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://znanium.com/go.php?id=942800/

Tema 2.3. Perucrpauusi 10KyMeHTOB — 4 4aca.

3AJAHUA

1. 3yuuts TpeGOBaHMS HOPMATHBHO-METOJAMYECKHX JOKYMEHTOB K PETHCTpAlMH U
ITOCTPOCHUIO HHPOPMAITMOHHO-CIIPABOYHOTO armapara.

2. 3aperucTpupoBaTh HECKOJIBKO JOKYMEHTOB, IIPE/IOKEHHBIX TIPEIIOIaBaTEIeM.

3. O3HAKOMHBIINCH C ONMCAHHEM TEXHOJOTHH PETMCTPAlliM JOKYMEHTOB B YCJIOBHOI
OpraHu3aluy, pa3padoTaTh 1 00OCHOBATh MPEJIOKEHUS MO PAIIMOHAIBHON OPraHU3alliy PETUCTPAIH U
WH(OPMAIMOHHO-CIIPABOYHOMI PabOTEHI.

YKA3AHUS 10 BBITIOJITHEHUIO 3AJIAHUN

1. Wzyuwmre IlpaBuna nenonpous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MecTHOro camoymnpasienus (paszaenst I, IV), Meronnueckue pekomMeHIaMu Mo pa3paboTke
WHCTPYKIMH 1O JAEJIONPOU3BOACTBY B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O
camoymnpasiieHHs, [IpUMEpHYX0 MHCTPYKLHMIO IIO JAEJIONPOU3BOACTBY B TOCYAApCTBEHHBIX
opranusanusx (yrB. IIpukaszom Pocapxusa ot 11.04.2018 Ne 44. OOpaTute BHUMaHHE Ha COCTaB
JOKYMEHTOB, IOMJIEKAIIUX PETrUCTpaluy, IOCIECI0BATEIbHOCTh PACIION0KEHUS COCTaBHBIX
JacTell WHAEKca JOKyMEHTa, TpaBwia (QOpMHpPOBaHUS HWH(POPMAIMOHHO-CIIPABOYHBIX 0a3
JAHHBIX.

2. 3aperucTpupyiTe mpemoKeHHbIE JOKYMEHTHI, 00paTHB 0c000€ BHHMAaHWE HAa PETHCTPAITHIO
WHUIIUMATUBHBIX U OTBECTHHBIX ITMCEM.

3. IIpoaHanu3upyiTe MOPSJOK PETUCTPAIMU JOKYMEHTOB B YCIOBHOW opraHm3anuu. OTMETHB
OCOOEHHOCTH OPTraHM3alUM M TEXHOJOTHM PETHCTPALMU JOKYMEHTOB B YCIOBHOW OpraHM3alluH,
ompenenauTe WX HeqocTaTku. Ha OCHOBe MNpOBEACHHOrO aHanu3a W TpeOOBaHWH HOPMATHBHO-
METOANYECKUX JOKYMEHTOB pa3palboTaiiTe MPEAIoKeHUs M0 OPraHU3aIlMU PETHCTPALMU JJOKYMEHTOB U
HOCTPOEHHIO HH(OPMAIIMOHHO-CIIPABOYHOTO aIlapaTa B yCIOBHOI OpraHU3aIyu.

KOHTPOJIBHBIE BOITPOCBHI

1. Yto Takoe peructpaius 1oKkyMeHToB? Kakue 3a1aun peraioTcs B AETONPOU3BOJICTBE C
ITOMOIIBIO 3TON oneparuu?

2. Kakue [OKyMEHTBI OJJIEKAT PErucTpauun?

3. KakoB 00s13aTenbHbII COCTaB PEKBU3UTOB IPH PErUCTpannn’?

4. B yeM OCHOBHOI IPUHIIUII perUCTpau?

5. KakoBbI OCHOBHBIE ITpaBUIa HHIEKCAIUN TOKYMEHTOB?

6. Kakoe npenMy1ecTBo UMeeT CIeNUaIUCT IPU PErUCTpalluid JOKYMEHTA B
ABTOMAaTU3MPOBAHHBIX CHCTEMax MO CPABHEHUIO C TPAJAULIMOHHBIMHI METOIaMH?

NCTOYHUMKU U JINTEPATYPA

IIpaBuna penonpousBoAcTBa B TOCYJApCTBEHHBIX OpraHax, oOpraHax MECTHOIO
camoyrpaiieHus, yTs. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [9neKTpOHHbIN pecypc]. - M.,
2021. - Pexxum pgoctyna: http:// https://base.garant.ru/72291836/.

Metoauueckie peKOMEHAAMU 10 pa3padoTKe HHCTPYKIHMM MO JEeTONpOM3BOACTBY B
rOCY/apCTBEHHBIX OpraHax, opraHaXx MECTHOI'O CaMOYIIpaBJICHUs, yTB. Ilpukasom Pocapxusa oT
24.12.2020 Ne 199 // [3neKkTpoHHbIN pecypc]l. - M., 2021. - Pexum poctyna: http://
http://www.consultant.ru/document/cons_ doc LAW 373895/.

[IpumepHas UHCTPYKIHUS 1O JSIOTPON3BOACTBY B TOCYJAPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Mpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Onexrponnsiii pecypc]. — M., 2019. Pexum
nocrtyma: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. HaunonansHblii ctangapt Poccuiickoit ®@enepaunn. Cucrema
CTaHIapTOB MO HH(poOpManuu, OUOIMOTEYHOMY M H3AaTeNbCcKoMy Jeny. OpraHuzalnoHHO-
pacnopsiauTeabHas JoKyMeHTanus. TpeboBaHus K 0opOpMIIEHUIO JOKYMEHTOB // [DNEeKTpOHHBIN
pecype]. — M., 2019. Pesxxum moctyna: http:/www.consultant.ru/document/cons_doc LAW 216461/.
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I'oCT P HCO 15489-1-2019 Hauumonansubii ctranmapt Poccuiickoit ®deneparum.
Cucrema craniapToB 1o uHpopMalyu, OHOIMOTEUHOMY U M3aTeNbeKoMy neny. Mudopman3us
U JIOKyMeHTauusa. YmnpaBieHue gokymeHtamu. Yacte 1. Ilonstus wu npuHuunsl. //
[DnexTpoHHBII pecypc]. - M., 2021. Pexum JOCTyIa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [lenonpon3BOACTBO U apXUBHOE A€j0. TepMUHBI U ONpEAEICHUS.-
[DnexTpoHHbIT pecypc]. - M., 2019. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.
beikoBa T.A. JIoOKyMEHTAaIlMOHHOE  OOECleYeHUEe  yIpaBlIeHUS  (JIEJIOMPOU3BOJICTBO)
[DnexTponHsbIi pecypce]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-e u3z. nepepad. u
JIOTI. — Mockaa: WNudpa-M, 2018. -304 c. — Pexum JIOCTYyTIA:
http://znanium.com/go.php?1d=942800/

Tema 2.4. Opranuzanus TeKylero XxpaHeHusi JOKyMeHTOB — 8 4acoB.

SAIAHUA

1. MByunTh TpeOOBaHUsI HOPMATUBHBIX AKTOB U HOPMATHBHO-METOINYECKUX JOKYMEHTOB K
COCTaBJICHUIO U 0(OPMIICHHUIO HOMEHKIIATYPhI Jedl.

2. W3y4nTh BO3MOXHOCTH HCIIOJIb30BAHUS IIEPEUHSI CO CPOKAMH XPAHEHUs JOKYMEHTOB B
JIEJIONPOU3BOJICTBE OpPraHU3aIliH.

3. IIpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYpy A€ YCIOBHOW OPTaHU3ally U BHIABUTh
OIMMOKH B €€ COCTABJICHHH U 0(OPMIICHHUH.

4. CoctaBuTh HOMEHKIATYPY J€Nl YCIOBHOM OpraHH3aIHH.

YKA3AHWS 1O BBITTOJIHEHUIO 3AJIAHUI

1. Wsyuwmte IlpaBuna penonpous3BOACTBa B TIOCYJApCTBEHHBIX OpraHax, opraHax
MECTHOTO camoytpaBiaeHust (pasmen 6,7), Metoaudeckue pEKOMEHAAIMU IO pa3paboTKe
UHCTPYKIUN 10 JACJIONPOU3BOACTBY B TOCYHAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoymnpabiieHus (npuioxxkenust 13-23), [TomoxkeHue 0 MOPSAAKE U CPOKAX XPaHECHUS TOKYMEHTOB
aKIIMOHEPHBIX 00IIecTB, [IpUMEepHYI0 MHCTPYKIMIO IO JIEIONPOU3BOJCTBY B TOCYJapCTBEHHBIX
opranuzanusax (yTB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) Vsacuute cnenyromee:

. BUJIGI HOMEHKJIATYP AT

. TUIIBI HOMEHKJIATYP e (K1accu(hUKalMOHHBIE CXEMBI);

. paBuiia GOPMYITUPOBAHIS 3ar0JIOBKOB JIET;

. HMCTOYHUKH YCTAHOBJICHHUSI CPOKOB XPAHEHUS JOKYMEHTOB;

. MpaBujIa CUCTEeMATU3aIMU U UH]IEKCAIIUH 3arOJIOBKOB JIET;

. rpaBuiia 0(hOpPMIICHHS, TOIITUCAHNS, COTJIACOBAHUS U YTBEPKICHHS
o HOMEHKJIATYPHI A7l

2. M3yuure ykazaHus 1o npuMeHeHuro [lepeyHst THMOBBIX YIIPaBICHUYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yIOIUXCsl B MPOIECCE ACATEIBHOCTH TOCYIAPCTBEHHBIX OPTaHOB, OPTraHOB MECTHOTO
CaMOYyTIpaBJICHHS U OpTaHU3aINi, C yKa3aHHEeM CPOKOB XPAaHEHUS U BBISICHHUTE:

. MOPSAIOK IPUMEHEHUS TIEPEYHS B JCIOMPOU3BOJICTBRE;
. TG hepeHITuaI0 CPOKOB XpaHEHHsI JOKYMEHTOB IO TPYIIIaM OpraHU3aIlHi;
. CXeMy IOCTPOCHHUS NMEPEUHS U €r0 HAyYHO-CIIPAaBOYHBIN armapar.

3. TlpoaHanm3upyiiTe KOHKPETHYI0 HOMEHKJIATYpy Jel YCIOBHOM OpTaHH3allMH, BEHIBHTE
HEJIOCTaTKH €€ COoJIepKaHus 1 0QPOPMIICHUS, TPOMLUTIOCTPUPOBAB KaXKABIA U3 HUX IPHMEPOM.

4. U3yuyure CTpYKTypy M COCTaB JOKYMEHTaJIbHOrO (hOHAA YCJIOBHOH OpTraHH3alUH U
paspabotaiite KIacCU(UKAIMOHHYIO cXeMy HOMeHKiarypel nen. Odopmure ee B BUIE CITHCKA
CTPYKTYPHBIX TIOApa3JelieHHil ¢ WHAEKCAMH, PACIIONIOKEHHBIMH TIO CTeTNeHH 3HadmMocTH. OOpartute
BHUMaHUE HA TO, YTO CXeMa Kiaccu()UKAMH JOJDKHA COOTBETCTBOBATh TJaBHOHM Tabiuiue I[lepeuns
TUIOBBIX JOKYMEHTOB CO CPOKaMHU XpaHEHUSI.

CocTaBpTe HOMEHKIATYPY JeJ YCIIOBHOW OpTaHW3alliu, UIA 4ero: cHOpMyIHpyHTe 3aroOBKH
JIeJl B COOTBETCTBHUHM C YCTaHOBJIEHHBIMH TPEOOBAaHHAMU M YCTAHOBHUTE CPOKM XpaHEHHS MAeN IO
MEPeYHIO; MPOBEIUTE CHCTEMAaTH3alMI0 3arojoBKoB nei. OdopMmMuTe HOMEHKIATYpY [el Ha o0IeM
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OnaHke yCJ'IOBHOﬁ OpraHu3anuvn I10 YCTaHOBHGHHOﬁ q)OpMC, OIpeAcInTe COCTAaB AOJDKHOCTHBIX JIHII,
KOTOPBIC JOJIKHBI €€ 3aBU3UPOBATE U YTBEPAUTE.

KOHTPOJIbHBIE BOITPOCHI

1. [JaiiTe onpeneneHne HOMEHKIATYPHI JEIT.

2. OxapakTepu3yiTe NPUMEHEHUE Pa3INYHbIX BUJIOB HOMEHKIIATYPHI JICI.

3. [lepeuncnute TpeOoBaHUS K (OPMYIUPOBKE 3ar0JIOBKOB JI€ B HOMEHKIIATYPe.

4. Iepeunciute TpeOOBAHHS K CHCTEMATU3AIMY 3aT0JIOBKOB JIe] B HOMEHKJIATYpE.

5. Kak o0Opa3yetcs uHiekc Jena B HOMeHKIaType?

6. Kak ncrionp3yetcs nepedeHb JOKYMEHTOB C yKa3aHHEeM CPOKOB XPaHEHUS B
JIETIOTIPON3BOACTBE?

7. KakoBblI dTansl pa3paboTKu HOMEHKIIATYPBI Jen?

8. KakoB cpok eiicTBIsS HOMEHK/IATYPHI J1e/?
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[Ipunoxenue 1. AHHOTAIUSA
paboueil mporpaMMbl TUCHUIIIMHBI

AHHOTALUS JUCLHMIIIAHBI

Lenp auCUMIUIMHBI — MOATOTOBUTH BBIIMYCKHUKA, 3HAIOLIEIO OCHOBHBIE HAIPABICHHS
roCyJJapCTBEHHOM perjiaMeHTaluu paboTsl ¢ JoKyMeHTamu B Poccuiickoit denepanuu, 3aaauu
CIIyObI JOKYMEHTAI[MOHHOTO OOecreyeHus ynpaBlIeHUs W BIIAJCIONIET0 METOJaMU aHalu3a U
COBEPILECHCTBOBAHUS TEXHOJOTUH TUIIOBBIX JIE€JIONPOU3BOICTBEHHBIX ONEpaLUi.

3ajaun JUCUUIUINHBL:

- U3YYUTH UCTOPHUIO (POPMHUPOBAHNS HAIMOHATILHON CUCTEMBI JIETIONPOU3BOJICTBA;

- OBJIAJIETh CHELUATBbHON TEPMUHOJIOTUEN;

- M3y4YUTh COBPEMEHHYIO 3aKOHOJATENIbHYIO, IIPaBOBYI0O W HOpPMaTHBHYIO 0a3y,
perJaMeHTHPYIOIIYIO paboTy C TOKyMEHTalUeH;

- chopMHpOBaATE Y CTY/IEHTOB HABBIKH BBITIOJHEHUS OCHOBHBIX JICTIONPOU3BOICTBEHHBIX
omnepalnuii B YCJIOBHUSX MPUMEHEHHS TPAAUIMOHHBIX M aBTOMATU3UPOBAHHBIX TEXHOJIOTUH
00pabOTKH TOKYMEHTOB;

- chopMupoBaTh HABBIKM aHadW3a CHCTEMbl JOKYMEHTAllMOHHOTO OOecreueHus
YIIPABJICHMUS;

- ONpEeAeNUTh  HAaNpaBJI€HUS  BO3MOXKHOIO  COBEPILICHCTBOBAHUS  CHUCTEMBI
JOKYMEHTAIlMOHHOT O 00ECIIEUEHNUs yIIPABIICHMUS;

- U3YYUTh TOPANOK OpraHu3alud CIYyXObl JOKYMEHTAllMOHHOTO oOOecreueHus
YIIPABJICHUS B COBPEMEHHOM OPraHU3aLUN.

B pe3ynbrate 0CBOSHUS TUCHIUTUIMHBI 00YYaOITUICS TOJDKEH:

3HaTh:

- COBpEeMEHHBIC MPOOIEMBbI TJOKYMEHTAIIMOHHOTO 00ECIICUeHUS YIPABICHUS U apPXUBHOTO
nena;

- IOPSIIOK PAOOTHI CITYKO JOKYMEHTAIIHOHHOTO 00ECTICUeHUS YITPABJICHUS U apXUBOB.

YMers:

- pemath npodecCUOHATbHBIC 3amaud B cdepe TOKYMEHTAIMOHHOTO OO0eCTeueHUs
yIOpaBlIeHUS U apXUBHOIO JIEJIa;

- periiaMeHTHpPOBaTh PabOTy CIIyk 0 MOKYMEHTAIlMOHHOTO OOECICYCHHS YIPABICHUS U
apXUBOB.

Bnanets:

- HaBbIKAMH OILIGHKHM COBPEMEHHOTO COCTOSIHHSI CHCTEMbl JOKYMEHTAI[MOHHOTO
obecrieueHns yIpaBIeHUsI U ApXUBHOTO JIEJIa;

- HaBBIKAMHM OpraHM3alu paboThl ToJpa3iefieHuil B cdepe TOKYMEHTAIMOHHOTO
obecrieueHns yIpaBlIeHUs] U apXUBHOTO Jielia B COOTBETCTBUHU C HOPMATHBHBIMH TPEOOBAHUSMU.



