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1. IlosicHuTEeIbHAA 3aIIUCKA
1.1. lean u 3agau JAUCHUILIHHDI

Lens pucUMIUIMHBL — TIOATOTOBUTH BBIITYCKHUKA, 3HAIOUIETO OCHOBHBIE HAIIPABIICHUS
TOCYJJapCTBEHHOM perjiiaMeHTanuu padboThl ¢ JokymMeHTamu B Poccuiickoit ®Denepanuu, 3amadu
CITyOBbl JIOKyMEHTAIIMOHHOTO OOECNeYeHUs YMpaBICHHUs M BJIAQJCIONIETO METOJAaMH aHaiu3a Hu
COBEPILICHCTBOBAHUS TEXHOJIOTUH THUIOBBIX JIETONPOU3BOICTBEHHBIX OTNIEPAIUNA.

3agauu JUCHUTIIIUHBI:

- U3YYUTh UCTOPHIO (POPMHUPOBAHHS HAITMOHAIBHON CUCTEMBI IETTOTPOU3BOJICTBA;

- OBJIAJIETh CIIEUAIIBHON TEPMUHOJIOTHUEN;

-  W3yYATh COBPEMEHHYIO 3aKOHOJATEIbHYI0, TPAaBOBYID M HOPMAaTUBHYIO 0a3y,
pErIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTAIIHEIH;

- copMupoBaTh y CTYJACHTOB HAaBBIKH BBITIOJHEHUS OCHOBHBIX JCJIOMPOU3BOACTBEHHBIX
orepanuil B yCIOBUSX MPUMEHEHUS TPAJUIIMOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHI 00paboTKU
JIOKYMEHTOB;

- chopMHpOBaTh HABBIKM aHAIHM3a CHCTEMBI IOKyMEHTAIIMOHHOTO 00eCIIeYeHH sl YIIPABICHUS;

- OMPENESIUTh HAINPABICHUS BO3MOMXHOI'O COBEPIIECHCTBOBAHUSA CUCTEMBI JOKYMEHTAIMOHHOIO
obecreyeHusl yIpaBlIeHUs;

- W3YYUTH TOPAJIOK OPTaHU3AIMH CIY>KObI JTOKYMEHTAIIMOHHOTO OOECIIeYeHUs YIpaBICHUS B
COBPEMEHHOM OpraHU3aLHH.

1.2. Ilepevyens MJIaHMPYEMbIX Pe3yJIbTATOB 00y4eHHS IO TUCHHUILINHE, COOTHECEHHBIX C
HHIMKATOPAMU JA0CTHKEHUs KOMIIeTeHIN i

Komnerenuus NHaukaTopbl KOMIETeHIM T Pe3yabTaThl 00y4eHus
(xox u (K01 ¥ HANMEHOBAHUE)

HaNMCHOBAHHE)
OIIK-2. Cnocoben | OIIK -2.1. 3HaeT ocHOBHBIE 3HaTh: COBpEMEHHBIE MPOOIIEMBI
HaXOJUTh COBpPEMEHHbIE MPOOIEMbI JIOKYMEHTAIlMOHHOTO 00ecrieuyeHus
OpraHu3aIMOHHO- MOCTPOCHHS CUCTEMBI yIpaBJIeHUS U apXUBHOTO JIeja
yIpaBlieHYECKUE JIOKYMEHTallMOHHOT'O VYMmeTh: pemiath npodeccuoHalIbHbIE 33/1a4U B
perieHus npu | obecrieueHus yrpaBieHUs U chepe TOKYMEHTAIMOHHOTO O0eCTIeUeHus
pelleHnd  3aJad B | QpXUBHOIO Jiena yIOpaBiIeHUS U apXUBHOIO Jielia
chepe CBOEH Brnazners: HaBbIKAMU OLIEHKH COBPEMEHHOTO
npodecCHOHATBLHON COCTOSIHUSI CHCTEMBI JIOKyMEHTAIITHOHHOTO
JeSITeTbHOCTH o0ecrieyeHHs yNpaBJIeHUS U apXUBHOT'O Jieja

OIIK-2.2. Opranu3oBbIBaeT 3HaTh: MOPSJIOK paboTHI CITYKO

paboTy mojpasiesieHui B JIOKYMEHTAIIMOHHOTO 00eCceueHus

cdepe T0KyMEHTAIIMOHHOTO yIpaBJICHUS U ApXUBOB

oOecreyeHysl yupaBlIeHUss 1 | YMETbh: perjlaMeHTUPOBaTh paboTy CIry:x0
apXHMBHOTO JieNa JIOKYMEHTALMOHHOTO 00eceueHHsI
YIpaBJICHUS H apPXUBOB

Brnaners: HaBbIKaMK OpraHU3aluu paboThI
no/ipa3iesieHuii B cepe
JOKYMEHTALMOHHOTO 00eceueH s
yIpaBJICHUS M apXUBHOTO JIeTia B
COOTBETCTBUH C HOPMATHBHBIMU
TpeOOBaAHUSIMH




1.3. MecTo iucuMIJIMHbI B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl

Juctunnuaa  «OpraHu3anusi ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOeCHEeYeHUs YIpPaBICHUS
OTHOCHTCS K 00s13aTeITbHON YacTH 0JIOKa TUCIUITUINH y4eOHOTO IJIaHa.

st ocBOGHHSI TUCIUIUIMHBI HEOOXOAMMBI 3HAHUWS, YMEHUS W BIaJCHUA, CHOPMUPOBAHHBIE B XOJE
M3YYEHUS CIEIYIOMMNX NUCHUIUIMH U TPOXOXKIEHUS NMPAKTHK: «/OKyMeHTOBeIeHHE», « IKOHOMHUKAY,
«MeHeHKMEHT.

B pesynbrare ocBoeHMS IUCHUIUIMHBI (POPMUPYIOTCS 3HAHUS, YMEHUS U BJIaJIeHUS, HEOOXOAUMBIE IS
M3YYCHHUS CIEIYIOIMX JUCHUIUIMH U TNPOXOXAeHus mpakTuk: «MHpopmanmonHoe mpaBo»,
«MHpOpMAIIOHHBIE TEXHOJOTHU B JIOKYMEHTAIIMOHHOM OO€CIIeYeHUH YIpaBieHus», «Kaaposoe
JIENOMPOU3BOJICTBOY, YueOHas (03HAKOMHUTENbHAs) MPAKTHUKA, IPOU3BOJICTBEHHAS TPAKTHKA (HAy4YHO-
Hccrea0BaTeNbeKas padboTa), MpeaauIuIOMHAsT PAKTHKA.

2. CTpyKTYypa TUCHUNJIMHBI
Obmas TpyA0EMKOCTh TUCHUIUTHHBI COCTaBIsET 4 3.€., 144 akageMHyecKux yaca.

CTpyKTypa AMCUMIIMHBI 1JIs1 04HOH opMbI 00yUeHUst

O0bemM aucHUIIMHBL B (OpME KOHTAKTHOW PAOOTHI 0OyYarommumxcsi ¢ TeAaroruiecKuMu
paboTHUKaMU ¥ (WJIK) JHUIAMH, TPUBIEKaEMbIMH K peanu3aliu o0pa3oBaTeNbHOW MpPOTrpamMMbl HA
WHBIX YCIIOBHSIX, TIPU MTPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
3 Jlexnn 32
3 CeMuHapb1/1a00paTOPHBIE PAOOTHI 48
Bcero: 80

O6beM AUCIUILTUHBL B (hOpME CaMOCTOSTENbHON pab0Thl 00YYAIOIIMXCS COCTABISAET 46
aKaJIeMUYECKHX YacOB, KOHTPOJIb — 18 yacos.

3. Conepxxanue QM CHUIITHHBI

Ne | HaumeHoBaHue pa3aeJia Conep:xanue
JTUCIUTIINHDI

1 1. Hasnauenme  Kypca, | [Ipenmer, comepkanre U 3amadd Kypca. TepMuHOIOTHA
HCTOYHHUKU H JIUTEpaTypa OCHOBHBIX TOHSATHH B 00JAacTH JETONPOU3BOJICTBA, €€
sBomorusA.  OneHka TEpMHUHOB B OTE€YECTBEHHOM

JauTeparype.
B3aumocss13p OpraHu3aIuu u TEXHOJIOTUH
roCyJ1apCTBEHHOIO JIEJIONPOU3BOJCTBA C pa3BUTHEM

rOCyAapCTBEHHOTO  ammapara, ero (QyHKUMSIMH U
cTpykTypoil. llepmoamzaiusi OCHOBHBIX 3TaroOB Pa3BUTHUSA
JI€J0TIPOU3BO/ICTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTH PabOThI ¢ IOKYMEHTaMHU
B yupexacHusax Poccum B pasnuuHble HCTOPUYECKHE
MEPHUO/IbI, UX MPEEMCTBEHHOCTh B YCIOBHSX JIESITEIIbHOCTU
COBETCKOI'0 M POCCUICKOIO TOCYAapCTBEHHOIO anmnapara.
Mecto Kypca cpeau ApyTrux u3y4aeMbIX JUCHUTIINH.
O030p MCTOYHUKOB U JUTEPATYpPhl MO ACTONPOU3BOICTBY
B Poccuu o 1917 1.

Jluteparypa mo Hay4yHOM OpraHHU3alMM YIPABICHUYECKOIO
tpyaa B 1920 - 1930-x rr., e 3HAUCHUE JJIsI HM3YUCHHUS




Kypca.
PaGoTel mO AENIONMpPOU3BOACTBY 1960-x -1980-x rT.,

(dbopMUPOBaHHE HOBBIX PAlMOHAIU3ATOPCKUX HIEH U HX
OTpakeHHE B MCTOYHUKAX U JIUTEpAType, MepUOIUIECKON
neyaTH.

CoBpemeHHasi crenuanbHas JUTepaTypa, Y4YeOHUKH U
yueOHbIe 1ocoOusi. l3MeHeHue TEeMaTHKH HAyIHO
npaktuueckux padbor B 1900-e - 2010-e rr. B cBsi3u ¢
CO31aHHUCM ABTOMATHU3UPOBAHHBIX CUCTEM
JIEJIONPOU3BO/ICTBA, COBPEMEHHBIX CpencTB
KOMMYHUKAIIUH, OpFaHH3aHHOHHOﬁ U BBIYUCIHUTEILHOU
TEXHUKHU.

Jluteparypa 1o TeopuM U IPAKTUKE YIPaBICHUS
JTOoKyMeHTanmen 3a pyoexkxom. OIlleHKa BO3MOXKHOCTH
3aMMCTBOBAHUS 3apy0Oe)HOr0 ombiTa PabOTHI c
JIOKYMEHTaMU

2.1. Bo3HMKHOBEeHHME M
pa3BuTHe
JeJIONPOU3BO/ICTBA B
yupexaenusix Poccun XVI -
XVII BB.

PernamenTanus 3akoHonaresnbHbiMU aktTamu XVI - XVII
BB. OTJCNBHBIX CTOPOH CO3/aHHS U  OQOPMIICHUS
JOKYMEHTOB,  0Osi3aHHOCTEH  “CIHyXKWibIX®  JIOACH.
Opranuzanys  JEJIONPOU3BOJACTBA B HEHTPAIBHBIX
YUPESKACHUAX PyccKkoro neHTpaqTn30BaHHOTO TOCYJapCcTBa
(mpukaszax), M MECTHBIX YUYPEXKICHUAX (IMPUKA3HBIX
n30ax), ero ocodeHHoctd. OCHOBHBIE 3Tambl PabOTHI ¢
JOKyMEHTaMH,  JICJIONPOU3BOJICTBEHHBIE  OIEPAIHH.
CronbroBast popma IeI0NpPOU3BOJICTBA.

2. 2. Jleaonpou3BOACTBO B
Y4pexAeHUuAX Poccuu
XVIII B

Xapakrepuctuka «['eHepasibHOro perinamenra» 1720 r.
KaKk OCHOBHOI'O 3akoHojatelpbHOro akrta XVIII B. mo
OpraHu3aIu JIeJIOTIPOM3BO/ICTRA. PernamenTanus
JIOJIPKHOCTHBIX 00s13aHHOCTEH CIy Kalux B
3akoHonarenscTBe XVIII B. Tabenp o panrax 1722 r.
Ponp cekperaps B KOJUJIEKCKOM JEJIONPOU3BOJCTBE.
OcobeHHOCTH TEXHOJIOTHH JIEIOTIPOU3BOICTRA.
OpraHu3anys apXuBHOTO XpaHECHUS TOKYMEHTOB.

«O6mmee yupexaenue rydepHckoe» 1775 r. o mopsake

JIEJIONPOM3BOJICTBA U YCTAaHOBJICHHE vepapxuu B
JOKYMCHTHPOBAHUU B3aMMOOTHOIITCHUI LHCHTPAJIbHBIX U
MECTHBIX YUPEXKIACHUU. OTtnnuns TEXHOJIOTUHU
JIEJIOPOU3BOACTBA XVIII B. oT TEXHOJIOTHH

MNpeaAUICCTBYOLICTO IIEpruoaa.

2. 3. Jlea1onpou3BOACTBO B
yupexaenusx Poccun XIX -
Havyajie XX BB.

«O0Omiee yupexxnenue wmuHHCTepceTB» 1811 1. Kak
OCHOBHOM 3aKOHOJATENIbHBIA aKT MO €IWHOOOpa3ZHOMY
MOPSNKY JEeJIONpPOU3BOJACTBA B yypexaeHusax XIX B.
Coznanue CUCTEMBI JIEJI0NIPOU3BO/ICTBA,
COOTBETCTBYIOLIEH €AMHOHAYAIBLHOMY MOPAAKY IPUHATUS
peuIeHuil B LEHTPAIBHBIX yupexaeHusx Poccun XIX B.
PernamenTtanus qBUKEHUS JOKYMEHTOB.

TenneHunn pocrta JOKYMEHTOOOOpPOTa M MEphl IO €ro
COKpallleHUI0 B 3akoHozarenscTBe XIX B.  BumsHue
HOBBIX CPEICTB JIOKYMEHTHUPOBAHUS, CBsI3U,
KOMUPOBAJbHOW TEXHMKHM Ha CHUCTEMYy paboThl ¢




JOKyMeHTaMu. Pa3paboTka  palMOHANbHBIX  CHCTEM
JIETIOTIPOM3BO/ICTBA B OTJEIBHBIX BEIOMCTBAX M 3HAYEHUE
3TOT'0 OIIbITA JUUIA HOCJIGIIYIOH_ICFO paSBI/ITI/IH
JIeTIOTIPON3BO/ICTBA.

CoBpeMeHHasi  OIIEHKa CHUCTEMBbI  JEJIONPOU3BOACTBA
JIOPEBOTIONIMOHHONM  Poccur W ero  BIMSHUE  HA
JanbHEWIee pa3BUTHE CIOCOOOB M METOIOB PAabOTHI C
JIOKyMEHTaMHU.

2.4. CraHoBJeHHe ) |

pa3BuTHE

J1eJIONPOU3BO/ICTBA B

COBETCKHX
rocy/1apcTBeHHBIX
yupeKIAeHHUsIX.

[Toucku paloHaIbHbBIX bopm OpraHu3alu
nenonpou3BojictBa B 1919 -1920-e rossl.
Hayunass opranuzanus yhpaBlI€HYECKOTO TpyJa Kak
dbopMa OOIIECTBEHHOTO JBIKCHHUS 3a PAIMOHATH3AINIO
rocarapara.
Co3gaHue  HAY4YHO-HMCCIEIOBATENbCKMX  HMHCTUTYTOB,
BEJJOMCTBEHHbIX ¥ BHEBEIOMCTBEHHBIX OpraHoB
palMoHaNM3alMM, HMX HCCIEI0BATENbCKAs NeSITeIbHOCTD
U TpakTU4YeCKHe pa3padOTKU MO BHEAPEHUI0 HayYHOU
opranuszanuu ynpasieHndeckoro tpyna (HOYT).
OmnpbiT  pabotrel  OTnena aJIMHHHCTPATUBHOM TEXHHUKHU
(ATO) HK PKU CCCP, axkmuonepHoro ooOmiecTBa
«OprcTpoit», HWNHCTUTYTA TEXHUKH YIPABJICHUA IO
parioHaNH3aI JEIONPOU3BOCTBA B IIEHTPAIBHBIX U
MECTHBIX YUPEKACHUSIX.
Xapaktepuctuka W 3HaueHue  «OOmUX  mpaBUI
JOKYMEHTallud U JOKYMEHTOOOOpOTa» KakK MOMbBITKU
000011IeHUS METOIOB PaIlMOHATH3AINH JIeTIOIPOU3BOJICTBA
U BHEJPEHUS B MPAKTUKY pabOThl €IUHBIX  MpPaBHI
OpraHu3alK U TEXHOJIOTHHU JAEJIONPOU3BO/ICTRA.
HestensHocTh ['maBHOTO apxuBHOrO ympasienus (I'AY)
CCCP mo  mMeroauyeckomy PYKOBOJCTBY
JIeTIOTPON3BOJICTBOM.  Metoauueckue paspabotku ['AY
CCCP 1960-x rr. mo opraHu3alud U TEXHOJIOTUU
nenonpousBojcTBa. Coznanue U BHeApeHue OCHOBHBIX
MOJIOKEHUH  ENMHONM  rOCyJapCTBEHHOM  CHCTEMBI
nenonpousBogactea  (EI'CH), ee  3Havenwe  mis
OpraHW3aIiy JCTONPOU3BOACTBA B YUPESKIACHHUIX U
OpraHu3aIUsIX.

AKTUBU3AIUS COBEPLICHCTBOBAHUS JI€ONPOM3BOICTBA
B 1970-e — 1980-e rr. Pa3BuTme TEOpEeTHUYECKHX U
MIPUKIIATHBIX UCCIIeIOBaHUM B obacTu
COBEPIIIEHCTBOBAHUS  JIOKyMEHTAIIHOHHOTO 00ECTICUCHHUS
ynpasnenus. @opmupoBanue konuenuuu JOVY. Ilens,
Ha3zHaueHne, coctaB OcHoBHBIX mnojoxennid ['CIHOY,
XapaKTePUCTHKA OCHOBHBIX MOJOXEHUH U TEMaTHUYECKHX
pa3ernos.

3.1. Opranuszanus
JOKYMEHTAIHOHHOI0
o0ecneyeHUs ynpaBJeHUs

Hoxymenmayuonnoe obecneuenue ynpasieHus - 0CHO8d
MEXHON02UU YNPAGLeHUs]
[TonsTne «JOKyMEHTAallMOHHOE obecrieueHne
YIPaBIEHUS» (A0Y). CootHomeHue MOHATUI
«IETIONPOU3BOICTBOY, «JOKYMEHTAIIMOHHOE obecredyeHue




YIIPAaBJICHUSA», «YIPABICHUE NOKYMEHTAMMU». YIIpaBICHUE
JIOKYMEHTaMHU KakK COBOKYITHOCTh NEUCTBUI C
JOKYMEHTaMH OpraHu3allid C IeJIbI0 J0Ka3aTeabCTBa
MIPOBEICHUS yMpaBIICHUECKUX onepanuii. TpeboBaHus K
YIIPABICHUIO JOKYMEHTAMU.

VYnpaBneHdyeckass JeATENbHOCTh W JIOKyMEHTAllMOHHOE
obecrnieueHue YIpaBIICHUA. JlokxyMeHTaumoHHOE
oOecrieyeHne ynpaBieHusl Kak (YHKIHUS YIPaBICHUS, €ro
MECTO cpeau Apyrux (GYHKUMN yOpaBieHUs. 3HAYCHHE
JIOKYMEHTOB I pealu3aliy YIpaBIeHYECKUX PELICHUH.
BnusHue xapakrepa yIpaBieHUs, IPUHLMIIOB IIPUHATUS

YOpPaBIEHYECKUX  pEeHICHUN Ha OpraHu3aluio U
TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO  00ecreYeHUs
yIpaBlIeHUs.

JIOKyMEHTaIlMOHHOE ~ OOECIieUYeHHEe  YMpaBICHHsS  Kak
cucreMa paboThl ¢ JOKyMeHTaMu. DaKTOPhI, BIHUSIONINE
Ha €ro OpraHu3alli0 M TEXHOJIOTMIO B YUYPEXJICHHUSX,
OpraHu3alusIX W Ha  [OPEAUPHITHSIX  Pa3TUIHBIX
OpTraHU3aI[MOHHO-TIPAaBOBBIX (GopM. OpraHuzanMoOHHBIE,
MPAaBOBBIC, COLMAIBHBIE U MCUXOJIOTUYECKUE ACTIEKTHI
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIIPaBICHUSI.

Bmmsuane aBTOMATU3UPOBAHHOM TEeXHOJIOTUHU
00paboTku JIOKyMEHTOB Ha JIOKYMEHTAllMOHHOE
obecrieueHne ynpaBicHHUs.

BzaumocBs3b JOKYMEHTAIMOHHOTO obOecrieueHust
yVOpaBiICHUS C XpaHCHHEM JOKYMEHTOB B apXHUBe
OpTraHU3aIlMU U B TOCYAapCTBEHHBIX apXUBaX.

Hanpasnenus cocyoapcmeennoeo pe2yiuposanus
0eonpou3800cmaea
6 1990-e — 2000-¢ 200wi.
XapakTepuCcTHKa 3aKOHOAATEIBHBIX ¥  HOPMATHBHBIX

MPaBOBbIX aKTOB Poccuiickoii ®denepauuu,
perIaMeHTHPYOIINX pabory C JIOKYMEHTaMH.
Hanpasnenus rOCyIapCTBEHHOIO peryJMpoBaHusl.

3aKOHOAATEIbHOE 3aKpeIUIeHne oOluX TpeOoBaHUN K
JIOKYMEHTaM U cucTteMaM ynpasieHus. OTBETCTBEHHOCTb
3a paboTy ¢ TOKYMEHTAaMH U X COXPAaHHOCTb.
XapakTepucTuKa HOPMAaTHBHO-METOJMUECKUX
JOKYMCHTOB MCXKOTPACJICBOT'O HeﬁCTBHﬂ.

3.2. Opranm3anusi CJyKObI
JA0Y.

OpranuzalvoHHbIE GbopMbl  TOKYMEHTAI[MOHHOTO
oOecrieueHus ymnpaBieHusi.  DPakTOpbl, OMpEIeNsIoNre
BbIOOpD  OpraHM3allMOHHOM  (OpMBI B  KOHKpPETHOU
OpraHH3aliy.

OcHOBHas 11€71b, 331a4u U GyHKIUU cayk0b1 JJOY.
TunoBsie CTPYKTYpHI cy k061 JJOY.

PernamenTanus byHKIUi MOAPAa3ACIICHAN o
JOKYMEHTAllMOHHOMY  OOCIIy)XMBaHUIO. THUMOBBIE H
UHAMBUAyalbHbIE MOJ0XkeHus o ciayx6e OY. Tunosoit
bopMyssip MOJOXKEHHS, COCTaB HHGpOpPMAlMU, HOPSI0K
pa3pabOTKU M YTBEPKICHUSI.




JIOJ>KHOCTHOW M YMCIICHHBIH COCTaB PaOOTHUKOB CITYXKOBI
JOY. ®ynkmuu padotHukoB cimyx0b1 JIOY (cekperapb
CTPYKTYpPHOTO IOJIpa3ZelIeHus, CEKpeETapb pPyKOBOIUTES,
UHCIIEKTOp 1O KOHTPOJIKW U T.JA.). 3akpelicHue
OTBETCTBEHHOCTH U TIOJHOMOYHMH DPaOOTHHKOB CIIY>KOBI
JOYV. JlomKkHOCTHAsE MHCTPYKUMS KaKk OCHOBHOM
HOPMaTHUBHBIN JIIOKYMEHT, ONPEAEISAOIIMNI
OpPraHU3allMOHHO-NIPAaBOBOE  IIOJOXKEHHE  pabOTHHKA.
Dopmysap JIOJKHOCTHOM UHCTPYKIUH, COCTaB
nHpOopMaIuu, TOPsAIOK pa3padOTKH M YTBEPIKICHUSI.
[Tonoxenue o ciyx6e JIOY u 10IKHOCTHAS MHCTPYKLHUS
KaK HOPMAaTHBHAs OCHOBA DPACIpPEACICHUS Tpylda MExXIy
NOJpa3AeJICHUsIMU U UCTIOJIHUTEIISIMHU.

NHCTpyKMg 10 JIEJIONPOU3BOJACTBY -  OCHOBHOM
HOPMATHUBHBIM aKT, PErIAMEHTUPYIOIUNA TEXHOJIOIHIO
JOKYMEHTAlMOHHOI0 00ecreueHus yrpasieHus. TUnoBble
U WHAMBHIyaJbHbIe MHCTpYKuMU. [lopsaok paspaboTkw,
coctaB  HMHQOpMAIMM, TpaBuia  YTBEPXKIEHUS U
BHeJpeHUs1. OTBETCTBEHHOCTh COTPYJHUKOB OpPraHU3allun
3a coOmtoieHre TpeOOBaHUI MHCTPYKIIHH.

HopmupoBanue Tpyna paboTHHKOB ciayx0bl JIOVY,
TUTIOBBIE HOpPMaTHUBBI BpEMEHU Ha
JIeNIOTIPON3BOICTBEHHBIE PAOOTHI.

Pa3mernienne CTPYKTYypHBIX TOAPA3ACICHUN  CITyXKOBbI
JOY. VYcnoBuss Tpyna, opraHuzanus u 000pyAOBaHHUE
pabouux MecT.

[Topsimox xpaHeHus rmevareil, OJaHKOB UM NpaBuia
MOJIb30BaHUS HMMH. OTHKa JIEJIOBBIX  OTHOIICHMH,
NICUXOJIOTHYECKUH acmeKT paboThl C JAOKyMEHTaMH.
[TonroroBka KaJapoB JI€JIONPOU3BOJCTBEHHBIX CIIYXO.
@opMbl TOBBILIICHUS KBaJU(PHUKALUK CIEHUAINCTOB B
obmactu JIOY.

3.3. Opranuszanus
AOKYMEHT0000poTa

OrnpesiesieHre TOHATUS <«JIOKYMEHTOO000POTY. OO6mme
IMPUHIUIIBI U MCTOOAUYCCKUC OCHOBBI OpraHU3alvun
JIOKYMEHTOO00pOTa, WX peau3alis B JICHCTBYIOIINX
rOCyIapCTBEHHBIX HOPMATUBHBIX JIOKYMEHTAX.

CtpykTypa 31 obmas XapAKTEPUCTHKA
JOKYMEHTONOTOKOB.  O0BEM JOKyMEHTOOOOpoTa. Yder
KOJIN4YCCTBA JOKYMCHTOB.

[Mpuem, NPOXOXKAEHUE W  TMOPSIOK  HCIOJHCHHUS
MMOCTynaromux J0KyMCHTOB. HepBI/I‘IHaH SKCIICAUIIMOHHAas
0o0paboTka nokyMeHTOB. [IpenBapuTelbHOE pacCMOTPEHHE
JIOKyMEHTOB. PaccMOTpeHHe TOKyMEHTOB PYKOBOJCTBOM
OpraHu3alluK, TPUHATHE PEHICHUS O XapakTepe uX
HUCIIOJIHCHUSL. HaHpaBHCHI/IC JOKYMCHTOB Ha MCITOJTHCHHUC.
JlocTaBka JIOKYMEHTOB HCIIOJIHUTENISIM, TOPSIOK HX
npuemMa W mepemaud. Pabora  WCmomHUTENS ¢
JOKYMEHTaMHU. DTambl HCIoNHeHHs. [lopsmok oO0paboTKu
OTIHPAaBIACMBIX AOKYMCHTOB. HpaBI/IHa opraHmu3anvun
JBW)KCHUS BHYTPCHHUX JIOKyMEHTOB. HampapneHust
COBEPIICHCTBOBAHUS JOKYMEHTOO0OpOTa W MYTH €ro
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COKpAIIECHUSL.
TengeHnum pocra JOKYMEHTOOOOpOTAa B COBPEMEHHBIX
opranu3anusax. Biumsaue aBroMatuzanmuu  00pabOTKU
uHpopManmuM Ha KOJIWYECTBEHHBIE M KauyeCTBEHHBIC
XapaKTEePUCTHKHN JOKYMEHTOO0O0pOTA.

34. Perucrpanus
JOKYMEHTOB "
opraHuM3anysi  CIPaBOYHO-
HHGOPMAIIMOHHOT O
00CTy’)KUBAHMS.

Perucrpanus kak cocraBHasg uacTh TexHosnorun JOV.
[TpuHIMIBI perucTpanuy JOKYMEHTOB

XapaKTepuCTUKa COBPEMEHHBIX PETHCTPALMOHHBIX (OpM,
cocTaB MH(OpMaLK U NOPSIOK MX 3anoidHeHus. PasButue
croco0oB perucTpanuu B roCy/1apCTBEHHOM
JIeJIOTIPOU3BO/ICTBE.

B3auMocCBs3b perucrpanuu JOKYMEHTOB C OpraHM3aluen
CIIPaBOYHO-MH(OPMAITMOHHOW  paboOTHI, OpraHu3aIuen
KOHTPOJISI ~ WCIIOJIHEHHUS W TOCIEAyIoIel o0paboTKon
JIOKYMEHTOB.

WNunexkcupoBaHue JOKYMEHTOB. 3Hau€HHE M MpaBUIIa
dopmupoBaHus nHAEKCOB. MHIekcupoBaHie TOKYMEHTOB
B YCJIOBUSX TPATUIIMOHHON 00pabOTKH TOKYMEHTOB.
[TpuHMnel  nocTpoeHus  MH(GOPMAILMOHHO-TIOMCKOBBIX
cUCTEM (UIIC)  pyuHoro  Tumna, UX  BUJBL
NudopmanmonHo-cipaBoyHOE 0OCTY)KMBaHUE arlrapara
yIpaBJICHUS B YCIOBHSX pUMEHEHHUS
aBToMaTu3upoBaHHbIX TexHoyorui JIOVY. Ilouck u
UCTOJIb30BaHUEe WHGpOpMAlMM B aBTOMAaTU3MPOBAHHBIX

HIIC.
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3.5. KoHTpo/b HCIOJIHEHUA
JOKYMEHTOB

®dopmupoBaHue TpeOOBaHUNM K OpPraHU3alUA KOHTPOJIS
VCIIOJTHEHUS IOKYMEHTOB B JIEJIONPON3BOCTBE.

3HaveHue KOHTPOJIA 3a CPOKaMH HCIIOJHEHUS
JOKYMEHTOB B  ammapare ympasieHus. OCHOBHbIE
MIPUHIUIIBI €70 OpraHU3alNH.

3agaun  cuyx0sl JIOY 10 KOHTPOJIO HCIOJHEHHUS
JOKyMeHTOB.  Kareropum AOKYMEHTOB, IOJUIEKAIINE
KOHTpoJIt0 CpOKH MCTIOJTHEHUs JOKyMEHTOB. TexHonorus
KOHTPOJIbHBIX OTIE€paIUid.

PernamenTsl BHyTpeHHEH opranmzanuu (eaeparbHbIX
OpPraHOB HCIIOJIHUTEIBHOW BJIACTH KaK OCHOBA KOHTPOJIS
WCIIOJIHEHUS] JIOKYMEHTOB B TOCYJApCTBEHHOM armapare
Poccuiickoit deneparum.

O0o0mmenre, aHaau3 W HCIOIL30BAHHE TAaHHBIX 00
WCIIOJIHEHUM JIOKYMEHTOB B YCJIOBMSX TPAAULMOHHOW WU
ABTOMAaTU3UPOBAHHOM TEXHOJIOTUHU 00paboTku
JIOKYMEHTOB

ABTOMATH3UPOBaHHBIE CUCTEMBI KOHTPOJS 3a CpOKaMu
VCITOJIHEHMS JIOKYMEHTOB, OIBIT UX IPUMEHEHUS.
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3.6. Opranuszanus
JeJIONPOU3BO/CTBA no
NnpeI0KeHUsIM,
3asBJIEHUSIM H KajJodam
rpakaaH

OO0I111eCTBEHHO-TIOINTUYECKOE U  COIMAJIbHOE 3HAYEHHE
oOparieHuii TpaxaaH. 3aKOHOAATENbHAs PETIaMEeHTAaIUs
paboTHl C TIPENIOKEHUSIMHU, 3asBICHUSIMH M KanobaMu
rpaXKaaH.

dopmMupoBaHKE HOPMATUBHOM 0a3bl, perjJaMeHTHPYIOIICH
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opraHu3anio paboTbl C OOpamIeHHsMU TpaxIaH B
rocy/IapCTBEHHOM armnapare.

OcnoBHbIe 3a1aun ciy:x061 IOY 1o opranusanuu paboTsl
¢ o0paIeHusIMU TPpaKJIaH, ee ocooeHHOoCTH. Oneparuu 1mo
NpUeMy,  PETUCTPAlHUU,  KOHTPOJIO  HCIIOJHEHUS,
MPUHATHIO pPeIIeHuid 1o oOpamieHusM rpaxmaad. Cpoku
ucnonHeHus. TpeGoBaHUS K COAEPKAHUIO OTBETHBIX
IOKyMeHTOB. DopMupoBaHHE U XpaHEHUE el ¢
MPEUIOKEHUSAMH, 3asBICHUSMU U >Kalo0amMHu TpaxJaH.
O06o0menure, aHaau3 U UCIIOIb30BaHKE JIAHHBIX O paboTe ¢
oOpallleHHsIMU TPaX</IaH B anmapare yrnpaBiICHHUs.
Opranuzanus npueMa TpaxkIaH B TOCYJapCTBEHHBIX
yupexaeHusx. DopMbl U METOIBI COBEPIICHCTBOBAHUS
paboTel Cc  oOOpameHMsIMH TpaXkJaaH B  OpraHax
rOCyAapCTBEHHOM BIIACTH u yTpaBIeHUS, B
OOLIECTBEHHBIX OPraHU3aLUAX.

[IpumeHeHne aBTOMATHU3WPOBAHHBIX TEXHOJOTHH IS
MOJITOTOBKA OTBETOB WM OpraHW3alui HH()OPMAIIMOHHO-
CIIPaBOYHOW CHYXKOBI B YUPEXKACHUAX C OONBIIUM
00beMOM 00paleHN i TpaXKIaH.
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3.7. XpaHeHune NOKYMEHTOB
B AeJIONPOU3BOACTBE
OpraHu3anuu

Opeanuzayus mekyuje2o Xxparenus. OOKYMeHmo8 U
obecneuenue ux coOXpaHHocmu

OCHOBHBIE TTOJIOKCHUS SaKOHOHaTeHLHOﬁ perilaMCHTallun
XpaHeHHs JOKyMeHTOB B Poccuiickoii denepanmu.
Meroauueckue JOKYMEHTHI 110 OPraHU3aluy XPAHCHUS.
XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MOJpa3/ieiIeHHIX
OopraHu3anuunu OTBETCTBEHHOCTD 3a COXPAaHHOCTb
JIOKYMEHTOB. Opranuszanys CHIpaBOYHOM padOTHl U
MOPAA0K BblIJa4u JOKYMCHTOB BO BPCMCHHOC
MOJIb30BaHWE  NPU  XpaHEHUU B CTPYKTYPHBIX
HoJapa3aeIcHUIX. XpaHeHue JOKYMEHTOB Ha
HETPpAAUIMOHHBIX HOCHUTCIIAX.

CoxpaHHOCTb  JIOKyMEHTOB IIpM  pPEOpPraHu3aluud U
JIMKBU Al opraHmaum‘/i.

Homenxnamypa oen
[TonsiTe «HOMEHKIaTypa aem». HazHnaueHue
HOMEHKJIATypHI fesl. HomeHkiaTypa e kak OCHOBa
CHUCTeMAaTH3aINH JOKYMEHTOB B I[EJIIX X MOCIEAYIOIIETO
XpaHCHUS.
TpeOGoBaHMs K COCTAaBICHUIO HOMEHKIATYphl Aen. Mx
periJaMeHTanus B 3aKOHOAATEIbHBIX aKTaX U
HOPMAaTUBHO-METOIUYECKUX TOKYMEHTAX
MEKOTPACIEBOr0 ACHCTBHUS.
Buner HoMeHKIAaTyp Je, UX 0COOEHHOCTH M Ha3HAuUCHUE
MeTouKka cocTaBIeHUS HOMEHKIIATYPBI JCIT: U3YICHHE
COCTaBa JOKYMEHTOB, pa3paboTKa KIacCHU(PUKAITUOHHON
CXEMBI; COCTABJICHUE 3ar0JIOBKOB JIENT 1 UX
CHUCTEMAaTH3aIHsl C YYeTOM YCTaHOBIEHHBIX TPEOOBAHU.
[Topsimok oopMITEHUS, COTJIACOBAHUS M YTBEPIKICHHS
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HOMEHKJIAaTyphbl J1e1. CpOKU XpaHEHUs IOKyMEHTOB
Hcnonb30BaHNE HOMEHKIIATYPBI IEN B OIIEPaTUBHOM
XPAaHEHUU U ApXUBE OpPraHU3aluu.

Opeanuzayus u nopsa0ox opmuposanus oei
[Tonsitue “hopmupoBanue nen”’, OCHOBHbIE TPEOOBaHUS K
NpoBeeHUIO 3T0i paboTel. CoBpeMeHHass HOPMAaTUBHO-
MeToandeckas 6a3a, onpeenstonas TpeOOBaHMs K
(bopMHPOBAHUIO JET B ICIIONPOU3BO/ICTBE.
DopMUPOBaHKE JI€]T B OpPraHU3aLUSIX PA3IMYHBIX YPOBHEN
ynpasienus. 3agaun cinyx0sl IOV u apxuBa
OpraHMu3aIiy 0 00eCcIeyeHUI0 KaYeCTBEHHOTO
¢dopmupoanus aen. IlpaBuna popmupoBanus B aena
JIOKYMEHTOB Pa3JInYHbIX BUAOB. [IpuHIUIIBI
CHCTEMaTH3allu1 JOKyMEHTOB BHYTPH JIEI.

Opeanuzayus sKcnepmu3sl YeHHOCMU OOKYMEHMO8
IMousarue “akcrnepTusa LIEHHOCTH JIOKYMEHTOB .
HopMaTuBHO-MeTOAMYECKHE M TEOPETHUECKHE OCHOBBI
MPOBEJEHUS SKCNEepTH3bl. TpeOoBaHUS K IPOBEIECHUIO
AKCIEPTU3BI IIEHHOCTH IOKYMEHTOB.

Opranuzanus paboThl LEHTPaJbHOW HKCIEPTHOMN
komuccun (UOK) wu okcmeptHoit komuccuu  (OK)
yUpeKIeHUs (OpraHU3aIMK) 110 TPOBEACHHUIO IKCIIEPTU3HI
LIEHHOCTHU nokymMeHToB. [lomoskeHne 00 3KCHepTHOM
komuccuu. IlpaBa M (QyHKIMM SKCHEPTHOM KOMMCCHH,
nopsiiok ee paboTbl. JIOKyMEHTUPOBaHHE AESATEIbHOCTU
HKCIIEPTHONM KOMHUCCUHU. DTallbl MPOBEIACHHS AKCIEPTU3BI
IEHHOCTH  JTIOKyMeHTOB. OdopmiieHHe  pe3ysbTaToB
AKCIEPTU3BI IEHHOCTU JOKYMEHTOB.

[TonssTne “nepeueHp JOKyMeHTOB”. HasHauenue wu
UCIIOJIb30BaHUE  IEepeyHel B  KayecTBE OCHOBHBIX
UCTOYHUKOB II0 YCTAaHOBJIEHUIO CPOKOB XpAHEHUS U
o0OecriedeHHsl  €QUHCTBA  OMNEPATUBHOTO  XpPaHEHUs
JIOKYMEHTOB B JIEJIOTIPOU3BOJICTBE U apXUBE OPraHU3ALINN.
TunoBple W BEAOMCTBEHHBbIE IepedHH. licmosb3oBaHue
nepeyHed I COCTaBJIGHUS  KJIacCU(UKATOPOB U
HOMEHKJIATYyp JeJl.

Iloozomoexa u ogpopmnenue oen

Yaudukanus TpeOOBaHU K Je7aM, CAaBa€MbIM B apXUB.
HopMaTuBHO-MeTOAMYECKHE JOKYMEHTBI MEKOTPACIIEBOIO
neicTBus 00 ohopMIIEHUH JIe.
OcHoBHbIe TpeOoBaHus K odopmienuto aen. Ilomnoe u
yactuuHoe odopmiienue nein. [logmmuska aen. Hymepanus
JUCTOB. 3aBEpUTENbHAsI HAANUCh. BHYTpEHHAS ONMCH.
Odopmienue 0OIOXKKHU AEN MOCTOSTHHOTO U BPEMEHHOTO
XpaHEHUsl.

Onucu oen
[lonsitue «onuch nen». [lpaBuia cocTaBiaeHUs ONMUCH /eI
CTPYKTYPHOTO  TOJPA3ACIICHUS. Bugelr  onucei.

Odopmienne onucu ea CTPYKTYPHOTO MOApa3IeIICHNUS.
Tlopsiook nepedauu Oen 8 apxue opeanuzayuu
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Ilepenaua nenm B apxuB opraHus3auud. Bs3aumoperictBue
cayx0n1 JIOY u apxuBa npu GOpMUPOBAHUHN OCHOBBI JIJIsI
MOCJIEIYIOLIEr0 XPAHEHHS] U UCTIONb30BAHUS IOKYMEHTOB.
EnuncTBO Opranusaniy 10KyMEHTOB B JI€JIONPOU3BOJICTBE
U apXUBe.

13 | 3.8. HanpasJiienus | YopasieHue  TOKYMEHTaMM  KaKk  4acTb  CHUCTEMBI
copepuieHcTBoBaHus JJOY | ynpasnenus kadectBoM. Cranaaptuzanusi MOpoueayp
yOpaBlI€HUS JOKYMEHTAMM KaK METOJIMYEcKass OCHOBA
JESTEIIbHOCTH CIIyKO JTOKyMEHTAllMOHHOTO OOecredeHus
YIPaBIEHUS B POCCUMCKUX OpraHU3aLUsX.

Pa3Butue perJamMeHTaluu JIOKYMEHTallMOHHOTO
oOecrieueHMs yrnpaBieHUs. Posib THUIIOBBIX pETJIaMEHTOB
OpraHOB TOCYJapCTBEHHOW BJIAcCTU U YIpaBJICHUA B
PEeryIUpOBaHUM JIOKYMEHTAIIMOHHOTO O00ECIeUeHUsT HX
JesITeIbHOCTH. BHYTpeHHNE periiaMeHThl OpraHu3alui.
CoBepIIIeHCTBOBAaHUE JOKYMEHTAIIMOHHOTO OOECTICUeHUs
yIpaBleHUs! B TOCYJapCTBEHHOM anmapare, OpraHu3alusix
pa3auuHbIX GopM COOCTBEHHOCTH (TOCYAApCTBEHHBIX U
HEroCy/IapCTBEHHBIX). YTOPSA0YEHHE OpPraHU3aI[MOHHBIX
¢dopM 1 METOIOB pabOTHI C TOKYMEHTAMHU.

PernmamenTanus GbyHKIMA,  CTPYKTYpBI u
OpraHU3aIMOHHO-IIPABOBOTO MOJI0XKeHU ciyx0 JJOVY.
Bnusinue HOBBIX MH(GOPMAIMOHHBIX TEXHOJOTUH Ha
COBEpLICHCTBOBAHUE YNPABIEHYECKON JESITEIBHOCTH U
JOV.

4. O0pa3oBarejibHbIE TEXHOJIOTUH

Jlns  mpoBeneHWss yY4eOHBIX  3aHATHA 1O  JWCHUIUIMHE  HCHOJB3YIOTCS — Pa3lIUYHbIC
06pa3OBaTeJIBHBIC TEXHOJIOTHU. I[J'IH opraHnu3anvun yqe6Hor0 mnmponecca MOKCT 6BITB HUCITOJIB30BAaHO
AJIEKTPOHHOE 00ydYeHUE U (WJIN) TUCTAHIIMOHHBIE 00pa30BaTeIbHBIE TEXHOJIOTHH.

5. OueHka miIaHupyeMbIX pe3yJibTATOB 00y4eHUs

5.1 Cucrema onieHUBaHUSA

Texymuid KOHTPOJIb OCYIIECTBISIETCS B BHJIE OIEHOK KOHTPOJBHOM pabOThl M BBIMOIHEHUS
3aJJaHU{ Ha MPAKTUYECKHX 3aHATUsAX. KOHTposibpHas paboTa MPOBOAMUTCS HA MEPBOM IMPAKTUYECKOM
3aHATUH, BBISBISIET TOTOBHOCTH CTYIEHTOB K IpaKTHYecKoil pabote u oneHuBaetcs a0 20 6aiios.
MaxkcruManbHasi OleHKa BBITIOTHEHHSI KQXKIOTO MPAKTUYECKOTOo 3aHATHs — 10 6amios.

[TpoMeXyTOUHBI KOHTPOJIb 3HAHWW MPOBOAMUTCS B (DOPME UTOTOBOM KOHTPOJBHON PabOTHI,
BKJTIOUAIOIIEH TEOPETHUECKHE BOIMPOCH U MPAKTHUECKOE 3aJaHue, U oueHuBaercs no 40 6amios. B
pe3ysbTaTe TeKYLIEro U MpOMeKyTOYHOTO0 KOHTPOJISI 3HAHUM CTYIEHTHI MOJIy4atoT 3a4€eT IO KypCy».

dopma KOHTPOJIS Makc. KOJIM4ecTBO OAJIJIOB
3a ogHy paboty Bcero

Texymui KOHTPOIIb:
- oIpocC 5 b6ainoB 20 6amioB
-pedepar 20 6ammoB 20 6ammoB

- KOHTposbHas pabdoTta (Tema 1, 3, 6) 20 6amioB 20 6ammoB
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[IpomexxyTouHas aTTecTanus 40 6amioB

Htoro 3a cemecTp (AUCUUILIUHY) 100 GamoB

[TomyueHHBIN COBOKYMHBINA Pe3yIbTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIKATY OILIEHOK U B IIKATY
orieHOK EBpormeiickoit cuctemsl nmepeHoca u HakoruieHus: kpeauTos (European Credit Transfer System;
nanee — ECTS) B cOOTBETCTBUY ¢ TaOJIUTICH:

100-6aypHas mkana | TpaguimoHHas IKaja Illxama ECTS
95-100 A

2394 OTJIUYIHO B

68 — 82 XOPOIIO 3a4TCHO C

56 —67 D

5055 YJIOBJICTBOPUTEIILHO B

20 — 49 FX

0_19 HEYJIOBJICTBOPUTEIILHO HE 3a4TCHO v

5.2.Kputepuu BbICTaBIEHUS OLECHKHU MO JUCHUILUIMHE

Bbanasl/ Ouenka no Kpurepun oueHku pe3yJibTaToB 00y4eHHs 10
Hlxkana AUCHHILINHE AUCIHHUILIMHE

ECTS

100-83/ BricraBisiercs o0yuaromemMycs, €Ciii OH IIIyO0KO U
AB «3a4TEHO» MPOYHO YCBOMJI TEOPETUUECKUN U MPAKTUUECKUI

MaTepua, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTALUN.

OOyyJaromuiicss UCYEPIBIBAIOIIE U JTOTHUYECKH CTPOHHO
u3Naraet yueOHbI MaTepual, yMeeT yBsA3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIPAaBIIETCA C PELICHUEM 3a/ad
npodeccnoHanbHOM HAMPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0)KHOCTH, PaBUJIbHO 00OCHOBBIBAET NPUHSTHIC
peuieHusl.

CB000IHO OpUEHTHUPYETCS B yueOHOH U
npodeccuoHanbHOM JTUTEpaType.

OreHKa 0 JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYCs C
Y4E€TOM PE3yIbTaTOB TEKYILIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komnerenuuu, 3akperni€HHble 3a JUCUUIUIMHOM,
chopMHupOBaHbI HA YPOBHE — «BBICOKHIDY.

82-68/ BrictaBisiercs o0yyaromemMycs, €ciii OH 3HaeT

C «3a4TEHO» TEOPETUYECKUI U MPAKTUYECKUN MaTepuall, (paMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHUAX U B XOJI€
MIPOMEXYTOYHOM aTTecTaluy, He JOIMycKas
CYHICCTBCHHBIX HETOYHOCTEH.

OOyuaromuiicsi MpaBMWJIBHO MIPUMEHSET TEOPETHUECKHE
IMMOJIOKCHUS IIPU PCIICHUU MPAKTUYCCKUX 3aaa4
npodeccnoHanbHOM HalIPaBIEHHOCTH PA3HOTO YPOBHS
CJIOKHOCTH, BJIaACCT H€06XOI[I/IMLIMI/I JJISA 3TOr'O
HaBbIKaMU U IPUEMaMH.

JlocTaTo4HO XOPOIIO OPHUEHTUPYETCS B y4eOHOU U
npodeccuoHaNbHOM JTUTEepaType.
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Banasl/ Onenka no Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110
Ikana AUCHUILINHE AUCHHUILINHE
ECTS

OneHka o JUCHUILTUHE BBICTABISAIOTCS 00yUaromeMycs ¢
Y4ETOM pe3yIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTal1u.

KomnereHnuuu, 3akpeni€éHnble 3a TUCUUIIMHOM,
c(OpMUPOBAHBI HA YPOBHE — «XOPOIIUIN.

67-50/ BricraBnsercst o0ydaromemycsi, €Ciiu OH 3HaeT Ha 6a30BOM
D.E «3a4TEHO» YPOBHE TEOPETUUECKUI U TPAKTUYECKHUI MaTepual,
JIOITYCKaeT OTJEJIbHbIE OIMOKH P €T0 U3JI0)KEHUU Ha
3aHATHUAX U B XOJ€ MPOMEKYTOYHOU aTTECTALIUH.
OOyuaronuiicsi UCTIBITHIBACT OTPEICIEHHBIC 3aTPYAHEHUS
B IPUMEHEHHUU TEOPETHUUECKUX MOJIO0KEHUN MPU PEIICHUH
IIPAKTUYECKUX 3aj1a4 PpodhecCHOHAIBbHOM
HaIPaBJIEHHOCTH CTAHIAPTHOTO YPOBHS CI0KHOCTH,
BJIa/1e€T HEOOXOJUMBIMHU JJIs1 TOr0 0a30BBIMU HAaBbIKAMU
1 IPUEMAMHU.

JleMOHCTpHpYET JOCTaTOYHBIA YPOBEHb 3HAHUS yUEOHOM
JUTEPATypPhl IO JUCLHUILINHE.

OneHka o JUCUMILIMHE BBICTABISAIOTCS 00ydaromemMycs ¢
Y4ETOM Pe3yIbTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTecTaluy.

Komnerenumm, 3akperiéHHple 3a AUCHUIUIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOYHBII).

49-0/ BrictaBnsiercs oOyuaromiemMycs, €Clid OH He 3HaeT Ha
F,FX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKUI
MaTepuall, J10IycKaeT rpyOble OlIMOKH IPU €ro
M3JI0’)KEHUU Ha 3aHATHUSIX U B XO/1€ IPOMEXKYTOUHOMN
aTTecTaluu.

OOyuJaronuiicst UCTIBITBHIBACT CEPhEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETUYECKUX MOJI0KEHUM IIPU PELICHUH
IIPAKTUYECKHX 3aj1a4 MPpodhecCHOHAIBHOM
HAIPAaBJIEHHOCTH CTaHAAPTHOIO YPOBHS CII0KHOCTH, HE
BJIa/1€€T HEOOXOAMMBIMU JJIs1 TOI'O HABBIKAMU U
MpUEMAMU.

JlemoHCTpHpYeT (hparMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPATYpPHI 10 TUCLHUIUIMHE.

OneHka 1o JUCUMILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
Y4€TOM pe3ysbTaTOB TEKYIEH U MPOMEKYTOUHON
aTTeCTalUu.

KomneTeHnu Ha ypoBHE «JOCTaTOYHBINY, 3aKPEIUIEHHBIE
3a IUCUUIUIMHON, He CHOPMHUPOBAHEL.

5.3. OueHouHble cpeacTBa (MATEPHAJbI) ISl TEKYLEr0 KOHTPOJISI yCIIeBaeMOCTH,
MPOMEKYTOYHOI aTTeCTAIMU 00YYAIOIMXCS MO TUCHUTIIHHE

Keiicol 1J1s1 TeKylen arrecTanum:
1. CymecTByeT /11 B HACTOSALIEE BPEMs TOCYIapCTBEHHOE PETYJIMPOBAHUE BOIIPOCOB,
CBA3aHHBIX C TEXHOJIOTHEH 00pabOTKU JOKYMEHTOB (HallpUMep, OIpeIeIeHbI JIU TUIIOBbIE Ollepaliu
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00pabOTKM JOKYMEHTOB, UX MOCIIEIOBATEIBHOCTD) B YUPEXKICHHUIX, OPraHU3alusiX U Ha
MPEANPUATHIX CTPAHBI?

Kakumu noxymeHTaMu JOJIKHBI WUIM MOTYT PYKOBOJCTBOBATbCSI KOHKPETHBIE CTPYKTYPBI IIPU
pelIeHny JaHHOTO BoIpoca?

2. 154 pelieHus: Kakux 3aJa4 UCIOJIb3YIOTCS FOCy/1apCTBEHHbIE CTaHIApPThl B cepe
nenonpousBoacTBa? HazoBure Takue cTaHAApTHI.

Kaxum 06pa3om opranuszainusi MOXeT T0OUTHCS OT CBOMX PaOOTHUKOB 0053aTENbHOIO yueTa
nosoxxenuit 'OCT?

3. OnHo¥ U3 BaXKHEHIINX ABISETCS MPOOIeMa COXPAaHHOCTH (XpaHEHHUsI) TOKYMEHTOB
opranusanuii. Kakumu npaBoBbIMHM aKTaMH U TOCYIapCTBEHHBIMU MEKOTPACIEBBIMU JOKYMEHTaMU
ClIEqyeT PyKOBOACTBOBATHCS IIPU €€ PELLIECHUU:

3aKoHOAATEIbHbIE OCHOBBI XPAaHEHUS JOKYMEHTOB

WHble npaBoBBIE aKThl, ONPEACIIAIOIINE PELIEHUE BOIIPOCOB, CBS3aHHBIX C COXPAHHOCTBHIO
(XpaHeHHEM) JOKYMEHTOB

HOpMaTI/IBHO-MeTO,I[I/I‘leCKI/IC AOKYMCHTHI, COACPIKAINNEC MECTOJAUKY pa6OTBI 10 OIICPATUBHOMY
XpaHCHUIO TOKYMCHTOB U IMOAIOTOBKE UX K IEPEAAYC B ApXUB OpraHu3aliuu

4. PykoBoauTenb NpeANpUsATUS PACIOPAIUICS TOATOTOBUTH JOKYMEHTBI, KOTOPBIE JOKHBI
peraaMeHTHpPOBaTh J1eATENbHOCTh ci1ykO0bl IOV (kaHUenspun), opraHu3aluio 1 nopsiok padboTsl ¢
JIOKYMEHTaMH.

br1o paszpaborano [lonoxenue 06 nHPOPMAIIMOHHOMN MOTUTUKE, OAUH U3 PA3IEIOB KOTOPOTO
Ha3bIBasics «Opranuzanus paboTsl ¢ TOKyMEHTUpyeMol nHpopmanueil». B paznene 3akperuisiics
CTaTyC KaHUEJSPUU KaK CIy>ObI AeJI0NPOU3BOICTBA U QYHKIMHU €€ COTPYIHUKOB IO padboTe C
JIOKYMEHTaMH.

Omnpenenure, Kakve OpraHM3alMOHHbIE IOKYMEHTHI 3aMeHIIT co00i1 paznen «Opranuzanus
paloThl ¢ JOKyMeHTUpyeMoil nHdopmaruein». [IpaBomepHa 1 Takas npakTuka’?

Kakoii eme BHyTpeHHHII HOPMAaTUBHBINA JOKYMEHT CIIEOBANIO pa3padoTaTh, YTOOBI
YCTaHOBMTb €IMHBIN MOPSIIOK J1EIONPOU3BOJCTBA HA MPEANIPUATUH?

5.0npexnenute nopsaok coctapieHus U opopmienus [lomoxenus o ciayxoe JJOV:

. pa3pabatsiBact (KT0?)

. MOAMKCHIBAET (KTO?)

= JTOJI’KHO OBITH COTJIACOBAHO (C KeM?)

. yTBepKAaeT (KTo?)

= BBOJIUTCSA B JICUCTBHE (KEM WM yeM?)

. noAa/ieXxaT nepecMoTpy (Npu Kakux
obcToaresnbcTBax?)

3anoiaHUTE MPOITYCKHU.

6. Pazpaborannas B opranuzanuu HCTPYKIHS 1O JETONPOU3BOACTBY COACPIKUT CIIETYIOIINE
TEMaTU4ECKHE Pa3/IeIbl:

- Opranuzanus JOKyMeHTO000poTa

- Perucrparnust 1TOKyMeHTOB

- KoHTpoib 3a MCIOJTHEHNEM TOKYMEHTOB
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- Homenkiatypa nen
- XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX ITOAPA3/IEICHUSX.

OTpakeH JIi B MHCTPYKILUHU BECh MpoIiecc paboThl C JOKyMEHTaMH?
Ecnu Het, kakumu pasznenamu Bol Obl JOTTOTHUIN JaHHBIA JOKYMEHT.
OO0GocHyliTe CBOE pEIICHHE.

7. UHCTpYKIIUS 110 ACIONPOU3BOACTBY — ATO 00s13aTE€IbHBIN JOKYMEHT /ISl BCEX paOOTHUKOB
OpraHu3aluy WIH TOJIBKO JUIS €€ CIykKObI 1eonpon3BoaAcTBa?
Kto u xakum oGpazom onpenenser chepy pacnpocTpaHEHHsI JaHHOTO JOKYMeHTa?

8. Komnanust uMeeT HECKOIbKO OTIEIEHU, OJJHO U3 KOTOPBIX PACIIOJIAraeTCsi B TOM ke
3[IaHUU, YTO U LEHTpaIbHbIN odrc. [lpyrue oTaeneHns pacioaokKeHbl B Pa3HbIX pailOHaX TOpoa.

Kaxk 6yner opranu3oBaH TOKyMEHTOOOOPOT KOMITAHUH B 3TOM CiIy4ae: OyIeT JIu [eHTPaTbHbII
oduc paboTaTh CO BCEMHU JOKYMEHTaMH KOMITaHUH (OCYIIECTBIISATH LIEHTPAIM30BaHHBIN IPUEM BCEX
JIOKYMEHTOB, MX PETUCTPAIINIO, BECTU CIIPABOYHYIO padOTy, KOHTPOJIb 32 UCIIOTHEHUEM JOKYMEHTOB H
T.J1.) WIK TiepenacT 3Tu GyHKIUH B oTAeneHus? Ecnu nepenact, kakoBa OyneT pouib ciayx0s1 JJOY
neHTpanbHOro oduca? Kak Oyayt paboTaTh ¢ JOKYMEHTaMH OTICICHUS, HAXOAIIEMCS B TOM K€
3[IaHUU, YTO U IIEHTPaIbHbBIN oduc?

9. IlepBuunas 00pabOTKa JOKYMEHTOB, HOCTYIUBIIMX B KOMIAHHIO IO [TOYTE, CBOIUTCS K
cienyromemMy. PaOOTHUKY, BHITOTHSIONIUE 3Ty ONEPALINIO, BCKPHIBAIOT U TYT K€ YHHUUTOXKAIOT
KOHBEPTHI, IPOCTABIIAIOT HA BCEX IOKYMEHTAX, B TOM 4Hcie, GUHAHCOBBIX, OyXTaJITepCKUX U T.I1.,
LITAMII O MOCTYIIJICHUH TJOKYMEHTa B OpraHU3alUI0 U MepeAatoT UX HHCIIEKTOPY M0 pEerucTpalyH.
MHcnekTop npocMaTpuBaeT J0KyMEHThI M (PUKCUPYET B PETUCTPALMOHHBIX (popMax, HOMUMO MPOUUX
CBEJCHMI, KOJIMYECTBO JIUCTOB U HAJIMYME NMPUIIOKEHUH K TOKYMEHTaM.

Omnpenenure, Kakue TpeOOBaHMA K IIPOLECCy NMEPBUYHON 00pabOTKU JOKYMEHTOB B JAHHOM
clly4ae HapyIlIaloTCs, U KaKhe HeraTUBHbIE TIOCIIEICTBUS STUX HAPYLIEHUH JUIsl KOMIIAaHUU MOTYT
IIPOSIBUTHCS BIIOCJIECTBUM .

10. IToMOLHUK PYKOBOAUTES, IPEABAPUTEIBHO IPOCMOTPEB JOKYMEHTALUIO, [IOCTYIHUBILIYIO
B OPraHM3alHIo, BCIO €€ MepeAacT PyKOBOAUTENIO. B manky ¢ JOKyMeHTaMH BKJIaJbIBAETCS
MACbMEHHBIM KOMMEHTAPHUH O COCTABE MOCTYIUBIINX JOKYMEHTOB, KOPPECIIOHIEHTAX, apecaTax u
coJiepKaIMXcs B KaXJA0M JOKYMEHTE BOIIPOCAX.

B uem cocrout Ha3HaUEHUE ONEPALNU IIPEABAPUTEIBHOE PACCMOTPEHUE TOKYMEHTOB» ?
[IpaBmiIbHO JIM €r0 NOHUMAIOT B JAHHOM OpraHu3anuu?

11. O6m1as TexHOJIOTHS PA0OTHI C TOKYMEHTAMHU B OPTaHU3AIMH COCTOUT M3 THIIOBBIX
oreparui:

. IIPUEM JOKYMEHTOB;

. nepBUYHas 00paboTKa JOKYMEHTOB;

|

= perucrparus;

. paccMOTpeHHE JOKYMEHTa PyKOBOAUTENIEM U ONPEACICHUE XapaKTepa PeILCHHs

BOIpoca (PE30TIOIHs);
|

. MOCTaHOBKA JJOKYMEHTA Ha KOHTPOJIb;
. MOATOTOBKA MPOEKTA JOKYMEHTA;

. o¢opMIIEHHE U COTJIACOBAHUE;

. YAOCTOBEPEHHUE;

- OTIIpaBKa U3 OpraHu3alnu,
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JlomomHUTE TIepedeHb HEIOCTAIONMMU OTIEPAIUSIMHU

12. B cOOTBETCTBHH € TOCYAAPCTBEHHBIMHU MEXKOTPACIEBbIMH JIOKYMEHTAMH B
MH(POPMALIMOHHO-TTIOMCKOBYIO CUCTEMY 1O JoKyMeHTaMm opranu3auuu (MUIIC) BxoasaT: peructparnys,
uHAeKcalus, GopMupoBaHue €.

KaxoBo naznauenue kaxaoit cocrapisomeir UTIC? Uto mo3BosiseT 00beTUHUTH UX B OJHY
cucremy? Kak oHM MOTYT UCHIOJIb30BaThCS MPU OUCKE TOKYMEHTHOM nH(popmanuu?

13. B perucrpanuonsbsie GopMbl BXOIALUINX JOKYMEHTOB OpraHU3alys BHECTA CIeAYOIue
JIaHHBIE:

JlaTa TOJIy4eHUs], BXOJSAIUN PErNCTPaMOHHBI HOMEpP, KOPPECIIOHIECHT, HOMED U J1aTa
JIOKyMEHTa, KpaTKOe COJEpKaHUE, PE3OJIIOLUS PYKOBOAUTENS OpraHU3aluy, PyKOBOJAUTEIb
CTPYKTYPHOTO NOAPA3IEICHHS, PE3OIIONNA PYKOBOAUTEIS OAPA3ACICHUS, HCIIOIHATENb.

Onpenenure, COOTBETCTBYIOT JIU 3TU JAHHBIE PEKOMEHIYEMOMY COCTaBY PEKBU3UTOB
peructpanioHHoN Gopmsl. ViMeeT nu ciyx0a 1e10npor3BOICTBA IPABO BKIKOYATh B
perucTpanoHHble POPMbI PpEKBU3UTHI IO CBOEMY YCMOTPEHUIO?

14. Cucrema peructpaiyy B OpraHu3aIli UMEeT CMEIaHHYI0 (opMy, IPU KOTOPOH 4acTh
JIOKYMEHTOB (TIOCTYIaoIue Ha UMs PYKOBOJUTES, IPUKA3bI U JIP.) PETUCTPUPYIOTCS B CIIy:K0e
JIeJIONPOU3BOJICTBA, & OCTAJIBHBIC — B CTPYKTYPHBIX IIOAPa3CICHUAX.

B cnyx6e nenonponsBocTBa BceM 0€3 UCKIIIOUEHUS JOKYMEHTaM IPUCBanBaeTCsl MHEKC,
COCTOSIIIIMN U3 MOPAJKOBOTO HOMEPA JOKYMEHTA B COOTBETCTBYIOIIEH IpyIIe (HaIpUMEp, BXOASIINX
JIOKYMEHTOB) U JUTEpHl «P», 03Hauaromen «pyKkoBoJACTBOY», Hanpumep, P 45. B cTpyKTypHBIX
MOJPa3/IeIEHUSIX PETUCTPALIMOHHBIN HHAEKC COCTOUT U3 UHJEKCA CTPYKTYPHOIO HoJpasesieHus (1o
BHYTpPEHHEMY KJIacCU(UKATOPY CTPYKTYPHBIX NOJApa3AeieH!il) U NOPSAIKOBOr0 HOMEpPa, Hanpumep, 3-
25nmm 4-12 n T.m.

Uewm Takoi NOpsAA0K UHIEKCUPOBAHUS HE COOTBETCTBYET YCTaHOBJIEHHBIM TPEOOBAHUAM?
Pemenue kakux HHPOPMALMOHHO-TTOMCKOBBIX 33/1a4 YCIIOKHSIOT TaKHE UH/IEKChI?

15. [lena B opranu3anuu GOpMHUPYIOTCS M XPaHATCS CIeTyIOIUM 00pa3oMm:

CHICHHUAIMCTBI OTACTIOB 3aBOAAT IMAIIKH, B KOTOPBIC BKJIAJIbIBAIOT JOKYMCHTLI, KaCaromunuecs
peleHust OTJeNIbHBIX BollpocoB. Ha 0610xkax nmoMeriatores paMUINN U MHULIAAJIBI UCTIOTHUTENEH U
yKa3aHHe Ha KOHKPETHOE HAINpaBJIeHHE €ro AesITeIbHOCTH, HallpuMep:

5.1.1.1 A.C. TepentbeB
H3roroBienne u yCTAHOBKA CBETOBOM pPeKJIaMbl

B Teuenue roma B Takoi Marnke HAKAITMBAIOTCS Pa3IMYHbIC JOKYMEHTHI, C KOTOPBIMU
MPUXOUTCS PabOTaTh CIEIHAIKCTY B paMKax JaHHOU MpoOsieMbl. B uncie ToOKyMEeHTOB BCTpEeUYaroTCs
MACbMa-TIPEJUIOKEHUSI, TUChbMAa-0TBEThI Ha MPEJI0KEHHUS, TMChbMa-peKJIaMalliu, TOTOBOPHI U
MPUIIOKEHHUS K JOTOBOPaM, aKThl, MPOTOKOJBI U Jip. Ecnu crienmanuct paboTaer He ¢ OAHON
OpraHu3aIei, TO BHYTPH MarKyd OH MOMEIIAeT KapTOHHBIC pa3IeIUTEIN C YKa3aHUEeM KOHKPETHBIX
opranusaiuii-konTparenToB. Korja 10KyMEHTOB CTAHOBUTCS CIIMIIKOM MHOTO, 3aBOJISIT BTOPYIO
(TpeThIO ¥ T.[.) MANKYy C TaKOM K€ HAJIHUChIO U YKa3aHUEM, YTO 3TO BTOPOE (TPETHE U T.1.) AEJO:

A.C.TepentbeB
5.1.1.2 H3rorosieHne H YCTAHOBKA CBETOBOI peKaamMbl. Ne 2

B xonIe roga manku noMemiarTcs B I_HKa(b, B OTHCJICHUS, I'IC XPAHATCA JOKYMCHTEBL
OMpCACIICHHBIX CIICHHUAJIIMCTOB.

Taxom MOPAAOK XPAHCHUS JOKYMCHTOB 00BACHAIOT TEM, YTO HMCHHO TaK ClICOUAJINCTaM
}’IIO6HO pa6OTaTI> C JOKYMCHTAMH B TCUCHHUEC ACTOIMPOU3BOACTBCHHOT'O Iroga, UCKATh JOKYMCHTBI
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II0CJIC OKOHYaHUA pa6OTLI C HUMHU U 06CCHCLII/IB3.TL HUX COXpPAaHHOCTb, TAK KaK Ka)KI[BIﬁ criequajamucT
3HAET CBOM BOIIPOC U, 3HAYUT, CBOU JOKYMEHTHI.

Cornacusl 11 Bl ¢ Takum o0bsicierneM? KTo B TakoM citydae OyJeT HeCTH OTBETCTBEHHOCTh
3a 00ecrieYeHre COXPaHHOCTH TOKyMeHTOB? OOOCHYHTE CBOW OTBET.

16. B Teuenne roaa y opraHu3alyu MOSABUIIMCH HOBBIC HAITPABJIICHUA ACATCIIBHOCTU U HOBBIC
naptHepsl. HoBast pabota Obliia mopyueHa aByM otaenam. Kak cienctsue, NOSBUINCH 3HAUUTEIBHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpPbIE HE ObUIH MPEAYCMOTPEHBI ACHCTBYIOIIUMU
HOMEHKJIATypaMH J€J1 JAHHBIX OTZEJIOB.

PYKOBOJII/ITGJ'H) opraHu3ani CBOUM IIPUKA30M 00s13aJ1 BHECTH U3MEHEHHUS B HOMCHKIJIATypy
Jen. B pesynpraTe 370 CBENOCHh K COCTaBJICHUIO B CEPEANHE I'0JJa HOBBIX HOMEHKJIATYP JEJI ABYX
0T1e0B. PykoBoIuTENb OpraHN3alui UX yTBEPAMIL.

[Touemy Takue neiicTBUs HE MOTYT OBITH IPU3HAHBI TpaBoMepHbIMU? Kakue TpeboBaHus K
COCTaBJICHUIO ¥ 0()OPMIICHIIO HOMEHKJIATYphI J1e]1 ObLIIN HApYyILIEHBI?

17. Tlocne ommOOYHOTr0 YHUUTOKEHHS psifia BAXKHBIX JOKYMEHTOB B KOMITAHUU OBLIIO IPUHSITO
peleHue o co3aanuu skcnepTHoi komuccuu (OK) u pazpaboTke BHyTPEHHUX HOPMATHBHBIX
JIOKYMEHTOB, PErYJIHPYIOIIHNX €€ 1eATEIbHOCTb.

B neiicTByromue KoprnopaTuBHbIe JOKYMEHTBI, PErJIaMEHTUPYIOIIHNE AEATEIbHOCTD CIIY>KObI
JIEJIOTIPOU3BO/ICTBA U MOPSIIOK pabOTHI C JOKYMEHTaAMHU KOMIIAaHWU OBbLIN J0OABIICHbI
COOTBETCTBYIOIIME pa3/ieiibl, B KOTOPBIX ObLIM OMpEAEIeHbI CTaTyC, COCTaB, MpaBa, oos3anHocTu DK u
MOPSAIOK MPOBEACHUS SKCIIEPTU3bI IEHHOCTU JJOKYMEHTOB.

B ¢ynxuu 9K 6b110 BKIIOUEHO ClleayolIee:

- IPOBEPKA MPABHWIBHOCTH 0(OPMIICHHS IOKYyMEHTOB;

- y4€T JOKYMEHTOB;

- ONIPEJEIICHUS YCIOBUIN XpaHEHUsI TOKYMEHTOB;

- IpOBEpKa KayecTBa (POPMUPOBAHUS JEIT;

- Y4eT el C TUTEIbHBIMA CPOKAMH XPaHEHUS;

- 0TOOp J1eJ1 Ha XpaHEHHE U YHUUTOXKEHUE;

- ONIpEJIEIEHNE CPOKOB XpPaHEHUS IOKYMEHTOB;

- OIPEJENIEHNE TIOJHOTHI COXPAHHOCTH JOKYMEHTOB KOMITAHHH.

Kaxue napymenus 6put1 qomnyiiensl npu co3nanuu JK ?

Kakue, Ha Bam B3risiz1, pyHKIMU HE COOTBETCTBYIOT HazHaueHUIo DK 1 He BXOJAT B MOHATHE
«IKCIIEePTU3a LIEHHOCTH I0KYMEHTOBY?

18. HacTb BXOAAIIUX U UCXOASIINX TOKYMEHTOB OpraHU3al|K MPEeACTaBIeHa B 3JIEKTPOHHOM
dopme. [Ipu noaroToBke A€ K nepeaye B apxuB BCTAJ BOIPOC, B KAKOM BUJE UX HY’KHO C/1aBaTh: B
BU/JIE IMCKOB WJIM NEPEBEACHHBIX HA OYMaXKHYIO OCHOBY TPaJUIIMOHHBIX JOKYMEHTOB.

CTopOHHUKH NepeBoJa TOKYMEHTOB B TPAJAULMOHHYIO OyMa)XXHy10 (pOpMY MOTHUBUPOBAIIU
CBOIO TOUKY 3pEHHsI T€M, YTO HE U3BECTHO, 110 KaKoi (hopMe JT0JKHA OBITh COCTABJICHA ONUCH Ha
3JIEKTPOHHBIE TOKYMEHTBI, U KaK ONPEAEIUTh CPOK UX XPAHEHHUS.

Kax 651 Bl noctynunu B JaHHOM ciiyyae? MO>KHO JIM ONpeeNIuTh CPOKU XPAHEHUS TAKUX
JIOKYMEHTOB 1 (hOpMy OMMCH, 10 KOTOPOH OHU MOTYT OBITh MEpe/iaHbl B apXUB?

IIpumep BapuaHTa TECTOB JISi KOHTPOJLHON PadoThI

Bapuanr 1

1. [IpaBuna nemompousBoACTBa B (enepalbHBIX OpraHax HCHOJHHUTEIBHON BIAcTH M
Mertoandeckre peKOMEHAAUK M0 pa3pabdoTKe MHCTPYKLUUH 10 JIEeIONPOU3BOJACTBY B (peaepanbHbIX
OpraHax MCHOJHHUTEIBHOW BIACTH ObUTM MPUHSTHI B rofy.

Kakue 13 nepedyrcieHHbIX BOIIPOCOB MeToin4eckue peKOMEHAlUN PEKOMEHIYIOT BKIIOUUTh
B MHCTPYKLIHUIO IO JI€J0NPOU3BOJICTBY:
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MIpaBHJIa COCTABIEHUS ¥ O(hOPMIICHUS TOKYyMEHTOB
MpaBUJIa OpraHU3aIK JOKyMEHTO000poTa
MpaBujia PErUCTpaluy U KOHTPOJIS

MpaBUjIa XpaHEHUS IOKYMEHTOB

npaBuiia 00pabOTKH SIEKTPOHHBIX JOKYMEHTOB
npaBuia nepenadn (HakCUMUIBHBIX COOOIIEHUHN
MpaBujIa XpaHEHHUs PJIEKTPOHHBIX JOKYMEHTOB

OTMEThTE B CIIMCKE THUIIOBBIC HA3BAHUS CJ'Iy')K6 ACJIOMPOU3BOACTBA:

Otnen nenonponsBoICTBA

OTtaen moKymMeHTOO0OpOTa
VYnpasieHue enaMmu

Kannemnspus

OOwwmii otaen

Perucrparypa

Cekperapuar

Otnen KaapoB U AETOMPOU3BOICTBA

OTMeTbTe B CIHUCKE CTPYKTYPHOE IO/pa3lielicHHe, KOTOpOe pa3pabaThiBacT

HHCprKL[I/IIO 110 ACJIOIIPOU3BOACTBY, U JOJDKHOCTHOC JIMIO, KOTOPOC YTBCPIKAACT 3TOT JOKYMCHT :

UM

Cnyxb6a JJI0Y

KOpunnyeckas ciy>x0a opranuzaiuu
Kanposas cinyx6a opranuzanuu

Otnen Tpyna v 3aprijiaThl
PykoBoautens opranuzanuu
PykoBoauTeNh KOIIIETHAIBHOTO OpraHa

C kaxoi JaThl HAUMHAET AEUCTBOBATD MHCTPYKIIMA. ...ooevit it

4. IlponyMepyiiTe NMpaBUIIBHYIO I0CJIEI0BATEIBHOCTD JIEJIONPOU3BOICTBEHHBIX OINEpalUi 110
MOJATOTOBKE U 00pabOTKE UCXOAAIIUX JOKYMEHTOB:

pa3paboTKa MPOEKTa JOKYMEHTa
odopmIIeHHE aapecaTa

3aroJIOBOK K TEKCTY

OTIIpaBKa

oopmIteHHE TPHITOKEHHUS
MPOCTABJICHHE OTMETKU 00 UCIIOJIHUTEIIES
BHU3bI COTJIACOBAHUS

HOJANUCaHNE

perucTparus

5. Perucrtpanuu nojjexar:

BCC MOCTYNMBIIKUC U OTIPABIIACMBIC JOKYMCHTBI

TOJIBKO BHYTPCHHUC TOKYMCHTEIL

TOJIBKO OIICPATUBHBIC U CPOUHBIC JOKYMCHThBI

TOJIBKO JOKYMCHTBI, IOCTYIIUBIINC U3 BBIMICCTOAIINX OpFaHI/ISaHI/Iﬁ " OTIIPABJIICMBIC

JOKYMCHTHI, Tpe6y10H_[I/Ie yueTa, UCIIOJIHCHHUA U UCIIOJIb30BAHHUA B CIIPABOYHBIX HCIIAX
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KOHTpOJ’IbHLIe BOIIPOCHI U 3aJaHUA 1JIA l'[pOMC)KyTO'-IHOfI aTTeCTAallUi 110 UTOraM OCBOCHUA
AUCHHUITIJINHBI?

1. OcoOeHHOCTH CUCTEMBI AETONPOU3BOICTBA B IEHTPAIBHBIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX BB.. HampaBnenus u cnoco0bl paliioHANIN3aLUHU JIeTOIPOU3BOJCTBA B yUPEKACHUIX
Poccun XIX - mau. XX B.

2. HampasieHus norcka pairoHaIbHBIX (HOPM OpraHU3alMy AeJI0Npon3BoAcTBa B 1920-¢
rOJIbl

3. Pone Hapkomara pabode-KpecTbIHCKOM HHCIEKIIMU B CO3/JaHHUH CUCTEMBI
COBETCKOI'O JIeJIONPON3BOCTBA.

4. Haubonee 3Haunmble pa3paboTKH akLIMOHEPHOTO 0011ecTBa «Oprerpoii»,
NHctruTyTa TEXHUKM ynipaBiieHus B 1920-e roasl.

5. Xapakrepuctuka 1 3HaueHue «OOIMMX NpaBuil JOKyMEHTAIUU U
nokymeHtoobopota» (1931 r.)

6. IIporpaMMmbl cOBEpIIEHCTBOBaHMS J1€JI0IPOU3BOICTBA, IPUHATHIE HA MEXKOTPACIEBBIX
copemanuax 1941, 1960 rr.

7. HampaBneHust TEOPETUYECKUX U NPUKIIAJHBIX UCCIEIOBAHUI B 00JIacTH
COBEpUICHCTBOBAHHUS AeI0NPou3BoACcTBA B 1970-1980-¢ rozsi.

8. T'ocymapctBeHHOE peryaupoBanue aenonpousBoactsa B 1990-e — 2000-e roasl

9. HopmaTuBHO-METOINYECKHE TOKYMEHTBI MEKOTPACIIEBOTO AEUCTBUS, KOTOPBIE
OIIPENIeNISIIOT COBPEMEHHYI0 OpraHU3alHio padoThl ¢ JOKYMEHTaMH (HAaMMEHOBAHUE I0KYMEHTa, TOJ
€ro pa3paboTKH, KpaTKas XapaKTepUCTHUKA)

10. Opranuzanus ciayx06s1 JIOY. OcHoBHas 1eib, 331a4u U QyHKIMH CITyKOBI, ee
JTIOJKHOCTHOM M YHCJIEHHBIN COCTaB.

11. TunoBble BUJIBI U CTPYKTYpHI city:x0 JJOVY.

12. JIokanbHbIE aKThl, PETIAMEHTUPYIOIINE OPraHU3alUI0 JICJIONPOU3BOACTBA.
Ha3znauenue, coctaB nH(popMaIum, Nopsa0K pa3paboTKH U YTBEPKICHHUS.

13. UHCcTpyKIus 1o aenonpou3BoAcTBy. HazHaduenue, CTpykTypa TeKcTa, MOpsSIoK
MIOJTOTOBKH.

14. ITonsiTHEe «10KyMEHTOOOOPOT», MPUHIIUIIBI €TO OpraHU3alUuU. XapaKTePUCTUKI
JIOKYMEHTO0000poTa

15. Drambl mokyMeHToo00poTa. Onepanuu, KOTOPBIE BRITIOIHIIOTCS IPU padoTe ¢
BXOJSLIMMH TOKyMEHTaMHU

16. Drambl fokyMeHTo000poTa. Onepanuu, KOTOPhIE BHITIOIHIIOTCS IPU padoTe ¢
UCXOIAIINMMHU JOKYMEHTaMHU

17. Dranel JOKyMEHTOO0OpOTA. ONEepalii, KOTOPbIE BBIITOJIHAIOTCS C BHYyTPEHHUMU
JIOKyMEHTaMU

18. Peructpanus 10KyMeHTOB, ee Ha3HaueHue. [IpaBuia perucrpanuu JOKyMEHTOB.
XapaKkTepuCcTUKa COBPEMEHHBIX PETUCTPALIMOHHBIX (hOPM, COCTaB MHPOPMALIUU U MOPAIOK UX
3aI0JIHEHUS.

19. ITonsTHs «perucTpanus JOKyMEHTOB), «(HHIEKCUPOBAHNE JOKYMEHTOB)». 3HaYCHHE U
npasuiia GOpMHUPOBAHUS UHIEKCOB

20. 3HaueHue KOHTPOJSA 3a CPOKaMM MCIIOJIHEHUs JOKyMEHTOB B alapaTe yIpaBJICHUS.
TpebGoBaHMs K OpraHU3aLMKA KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B JIEJIOIPOU3BOJICTBE. 3a1aun
KOHTPOJIBHOM 1€ATEIbHOCTH.

21. Cpoku UCTIOIHEHUS JOKYMEHTOB. Te€XHOJIOrusl KOHTPOJIS 32 CPOKaMH UCIIOJIHEHUS
JIOKYMEHTOB.

22.3akoHOaTeNnbHasl perjlaMeHTalus 1 METOIMUECKoe 00ecieYeHne OpraHu3aun
XpaHeHus 1oKyMeHTOB B Poccuiickoit denepanuu.

23. OpraHu3zanys TeKyIIero XpaHeHus: JOKYMEHTOB B JI€JIONPOU3BOJICTBE OPraHU3alMU U
o0ecrieyeHre X COXPaHHOCTH

24. HomeHknatypa Jiejl, €€ Ha3HaueHHUE B JIEJIONPOU3BOJICTBE. Buabl HOMEHKIIATYp /€], UX
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ocoOeHHOCTH. TpeboBaHMs K HOMEHKJIAType JIell, UX 3aKperyieHue B HOPMAaTUBHO-METOAMYECKIX
JIOKYMEHTax MEKOTpacIeBOro JeHCTBUSI.

25. Merouka cocTaBlIeHUs] HOMEHKIATYphI Jiedl. [lopsiiok odopmiieHus, corinacoBaHus U
YTBEPKICHUSI HOMEHKIIATYPhI Jell.

26. IlpaBuna ¢popMUpoBaHUs B ea JOKYMEHTOB Pa3IMuHbIX BUJIOB. [TpuHIUIBI
CUCTEMAaTH3alluU JJOKYMEHTOB BHYTPH JI€.

27.IlonsTHe ‘“‘OKCHiEpTH3a LIEHHOCTH JOKYMEHTOB”. HopMaTuBHO-METOAMUYECKHE H
TEOPETUYECKHE OCHOBBI IPOBEACHUS dKCTIEPTU3bl. [IpUHIINIIBI U KpUTEPUU SKCIIEPTU3BI IEHHOCTH
JIOKYMEHTOB.

28. Opranuzanus paboThI 110 NPOBEACHHIO SKCIEPTU3bl LEHHOCTU JIOKyMEHTOB.
JloKkyMeHTHpOBaHHUE JEeSTeIbHOCTH SKCIEPTHON KOMUCCUH U 0(pOpMIIEHHE ee Pe3yIIbTaTOB.

29. Haznauenue onucu nei. Bunel onuceil. [IpaBuia coctaBnenust 1 ohopmiaeHNe OUCH
JIeJI CTPYKTYPHOT'O IOApa3AeICHUS.

30. Onepanuu o MOAroTOBKE JOKYMEHTOB K Iepejaue B apXUB OpraHU3alI|H.

31. OcHoBHble TpeOOBaHUs K OPOPMIICHHIO el IPU UX IMOATOTOBKE JUISl IEpPeJaun B apXUB
opranusanuy. YactuyHoe u noiaHoe opopmIIeHHUE.

6. YueOHO-MeTOAN4YecKOe U MHGOPMAIHOHHOE o00ecnedeHne I CHUIITTHHbI

6.1 Cnucoxk HCTOYHHKOB H JINTEPaTypbl

Nctounuku
@enepanbubiii 3akoH oT 22.10.2004 Ne 125-®@3 «OO6 apxuBHOM pene B Poccuiickoit
Oenepauun»  // [Onexktponnsld  pecypc]. — M., 2019. —  Pexum = nmocrymna:

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

@®enepanbhbiii 3akoH oT 02.05.2006 Ne 59-®3 «O mnopsiake paccMOTpeHus oOpalieHHi
rpaxaan Poccuiickoit ®enepanuny»// [OnexktpoHHsiit pecypc]. — M., 2019. — Pexum pnocryna:
https://base.garant.ru/12146661/

[Tocranosnenue IlpaButensctBa PD ot 25.12.2014 Ne 1494 “O06 yTBepk1eHIH MTpaBUI OOMEHa
JOKYMEHTaMH B DJIEKTPOHHOM BHJE MpPH OpraHu3allud HHQMOPMAIMOHHOTO B3auMoAeucTBus//
[DnexTpoHHBIH pecypc]. — M., 2019. — Pexxum noctyna: https://base.garant.ru/70832680/

[IpaBuna  gemompou3BOACTBA B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO
camoyrmpasnenus, yTB. [Ipukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnexrponHslii pecypc]. — M.,
2021. — Pexxum moctyma: http:// https://base.garant.ru/72291836/

Metoauueckiue peKOMEHAAMK MO pPa3paboTKe WHCTPYKUMH 1O JIEIONPOM3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHusi, yTB. Ilpumkasom PocapxmBa ot
24.12.2020 Ne 199 // [Onekrponnsii pecypc]. — M., 2021. — Pexum poctryma: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHasi MHCTPYKIUS TO JEIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3alUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexkrpounsiii pecypc]. — M., 2019. Pexxum pocryma:
http://www.consultant.ru/document/cons_doc LAW_305137/.

I'oCtT P 7.0.97-2016. Haumonanbnsiii ctranaapt Poccuiickoit ®enepaunu. Cucrema
CTaHIApTOB 1O UHpOpMaLuu, OHOIMOTEYHOMY U H3AaTeNbckoMy aeny. OpraHu3anmoHHO-
pacriopsiiuTeNbHas JOKyMeHTarusl. TpeOoBaHuss K O(QOPMIICHUIO JOKYMEHTOB // [DJIEKTPOHHBIN
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P UCO 15489-1-2019 Hanumonanensiii ctannapt Poccuiickoit denepanuu. Cucrema
CTaHIapTOB 1O HH(pOpManuy, OUOIMOTEYHOMY U HU3JIaTenbcKkoMy neny. HWudopmandus u
JIOKyMeHTalus. YmpasiaeHue aokymMeHtamu. Yacte 1. IloHsTHS W mpuHOMOBL // [DJIEKTPOHHBINA
pecypc]. — M., 2021. Pexum JoCTyma: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenompou3BOACTBO W apXuUBHOE Jen0. TepMHHBI M ONpeneNeHUs.-
[DneKTpOHHBIN pecypc]. - M., 2019. Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_ 163800/


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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[Tpuxa3z Munkynstypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBep:kaeHUN MTPABUI OPTaHU3AINH
XpaHEHHUs, KOMIUIEKTOBAaHUs, yyeTa U HCIOJIb30BaHUs JOKYMEHTOB ApxuBHoro ¢ouaa Poccuiickoit
®denepanyy U JpyruX apXUBHBIX JOKYMEHTOB B OPraHax IOCYJIapCTBEHHOM BJIACTH, OPraHaX MECTHOIO
CaMOYTIpaBJIEHUsS W OpraHm3anusx» // [DnexkrpoHHBIA pecypc]. — M., 2019. — Pexum nocrymna:
https://www.garant.ru/products/ipo/prime/doc/71083090/

Jlono/THMTeIbHbIe HCTOYHUKHU

[Ipuka3z Muntpyna Poccum ot 15.06.2020 N 3331 "OO06 yTBepKaeHUH NPOECCHOHATHHOTO
cranfapta "CrneuuajucT 1m0 OpraHU3allMOHHOMY U JIOKYMEHTALlMOHHOMY OOECHEeUeHHIO YNpaBJICHUs
opranuzanueit"//  [Onekrponnbii  pecypc]. — M.,  2021. —  Pexum = jgoctymna:
http://www.consultant.ru/document/cons_doc LAW_357714/.

[TpodeccronanbHblil cTaHaapT «CHENHUATHCT IO YIPABICHUIO TOKYMEHTAINEH OpraHnu3aIiumy,
YTBEPKACHHBIN IPUKa30M MuHucrepcTsa TpyJa U COLMAIBbHON 3amuThl Poccuiickon denepanuu ot
10.05.2017 Ne 416n // [Dnextponnsni pecypc]. — M., 2019. — Pexum pocryna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Tpukaz PocapxuBa ot 20.12.2019 N 236 "OO yrBepxaeHun IlepeuHss THMOBBIX
YIOPaABICHYECKUX  apXMBHBIX  JIOKYMEHTOB, OOpasymloluxcs B  Ipolecce  JesTeIbHOCTH
rOCYJJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYITPABIICHHS M OPTaHU3AIHA, C YKa3aHUEM CPOKOB
ux xpanenus" (3apeructpupoBaHo B Muntocte Poccun 06.02.2020 N 57449) // [DOnekTpoHHBIN
pecypc]. — M., 2021. — Pexxum nocryna: http://www.consultant.ru/document/cons_doc LAW_ 345020/

[Tpuka3 PocapxuBa ot 11.04.2018 N 43 "O6 yTBep>KIeHUN TPUMEPHOTO MOJIOKEHHS 00
AKCIIEPTHOW KoMuccuu opranuzauuu” (3apeructpupoBaHo B Muntocte Poccun 15.06.2018 N

51357) /l [DnekTponHBIi  pecypc]. - M, 2021. —  Pexum  jmocryma:
http://www.consultant.ru/document/cons doc LAW 300357/
Jlumepamypa

beikoBa T.A. JlokyMEHTallMOHHOE OO€cIEeUEeHUE YIpaBiICHUs (IEIONPOU3BOJCTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3nenosa. -2-¢ u3a. nepepab. u jgomn. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum nocrymna: http://znanium.com/go.php?id=942800/

Bbobbuiea M.II. Hexoropbie OCOOEHHOCTH COBPEMEHHOTO JOoKymeHTooOopora // Bectnux PITY.
2015. No2. [DnexTpoHHbIN pecypc]. - M., 2019. - Pexum JIOCTyTa:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

brikoBa T.A. O HekoTOpbIX MpobaeMax chepbl ynpasiaeHus 1okyMeHTaMu B Poccuiickont deneparuun
// Bectauk PITY. 2014. Ne2. [OnektponHblii pecypc]. — M., 2019. — Pexum ngocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=40.

6.2 Ilepeyenn pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKANIMOHHOH ceTH « UHTEpHET».

Hanmonanwsuas snextponnas oubnuoreka (H3b) www.rusneb.ru
ELibrary.ru Hayunas snextponHas 6ubiamnoreka www.elibrary.ru
OnektponHas 6ubnuorexka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuoHaabHbIC 6a3bI JAHHBIX U HH(POPMALIMOHHO-CIIPABOYHbIE CHCTEMBbI

Hoctyn k npodeccruoHanbHbIM 6a3aM MaHHbIX: https:/liber.rsuh.ru/ru/bases

WudopmanroHHbIe CIIPAaBOYHBIE CUCTEMBI:


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

7. MaTepua/IbHO-TeXHHYECKOe o0ecreyeHue JUCIUIITHHbI

Hns  obecrneueHuss  TUCHUIUIMHBI — HUCHOJB3yeTCsl  MaTepualbHO-TEXHUYecKas  0aza
00pa3oBaTeIbHOTO YUPEXKICHHS: yUeOHbIE ayJUTOpPWH, OCHAIIEHHBIE KOMITBIOTEPOM M IPOEKTOPOM
JUTSL IEMOHCTpAINH YYeOHBIX MaTePHATIOB.

CocTtaB IpoOrpaMMHOTO 00ECTICUCHHS:
1. Windows
2. Microsoft Office

8. O6ecneuenue 00pa3oBaTeIbLHOIO MpoLECcca sl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTMU
310POBbSl U HHBAJIN/I0B

B xonme peamuzanuu JUCHMIUIMHBI HCIOJB3YIOTCS CIEAYIOLIUE JOMOTHUTEIBHBIE METOIbI
O0Oy4YeHHUs, TEKYyIIEro KOHTPOJS YCIEBAEMOCTH W IPOMEXKYTOYHOH aTTeCTald OOYYaroluxcs B
3aBHCHMOCTH OT UX WHAUBUAYAIbHBIX OCOOEHHOCTEH:

® U CICIBIX W CIA0OBUISIINX: JICKIUU OPOPMIISIFOTCS B BHJIE 3JCKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TOMOIIbI0 KOMIBIOTEPA CO CHENHMATU3UPOBAHHBIM MPOTPAMMHBIM 00eCIIeUeHHEM;
MMUChbMEHHBIC 3aJaHMsI BBITIOJNHSIIOTCS HAa KOMITBIOTEPE CO CIEIUAIM3HPOBAHHBIM IPOTPAMMHBIM
obOecrie4yeHreM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECTEeUMBAETCS HHIUBUIYaJIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JIOKC; Il BBIMOJTHEHUS 3aJaHUs TpPU HEOOXOJAMMOCTH
MPEIOCTABIIACTCS YBEJIMYMBAIOIIEE YCTPONCTBO, BO3MOXKHO TAaKXKE HCIOJIb30BaHHE COOCTBEHHBIX
VBEIMUYMBAIONINX YCTPOUCTB; MMCHbMEHHBIC 3aJaHUs OPOPMIISIFOTCS YBEIIMYCHHBIM MPH(TOM; dK3aMeH
1 324€T MPOBOJATCS B YCTHOM (hOpME MITH BBITIOJIHSIOTCS B MUCEMEHHOM (popMe Ha KOMIBIOTEPE.

® VIS TIIYXUX M CJIIA0OCIBIMAIINX: JIEKIUA O(GOPMIISIOTCS B BHJIE JJICKTPOHHOTO JOKYMEHTA,
aub0  TpenocTaBiseTCs  3BYKOYCWJIMBAIOIIAs — ammaparypa HMHIUBUAYaJbHOTO  IOJIb30BAHMS;
MMUChMEHHBIC 3aJ]aHUS BBIOJHSIOTCS HAa KOMITBIOTEPE B TMHCBMEHHON (opMme; 3K3aMeH W 3a4éT
MIPOBOSTCS B MUCbMEHHOM (popMe Ha KOMIIBIOTEPE; BO3MOYKHO MPOBEIEHUE B (JOpME TECTUPOBAHHUS.

® JUIS JIUI] C HAPYIICHUSMHU OTOPHO-IABUTATEIHHOIO arapara: JISKIHA O(OPMIISIOTCS B BHJIC
AJIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C TIOMOIIBI0 KOMIBIOTEpA CO CIENUAIU3UPOBAHHBIM
MPOrPaMMHBIM ~ OOECIICYCHHWEM; IMHCHMEHHBIC 3aJaHMsl BBIMONHSIOTCS Ha KOMIIBIOTEPE CO
CTCIMAIM3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUeHUEM; DK3aMeH U 3au€T MPOBOJATCS B YCTHOH (hopme
WJIH BBITIOJTHSIOTCS B TUChMEHHOM (DOpME Ha KOMIIBIOTEPE.

[Tpu HEOOXOIMMOCTH MPETyCMATPUBACTCS YBEIMUCHUE BPEMEHH ISl TOJTOTOBKH OTBETA.

[Tpouenypa mpoBeACHHUS MPOMEKYTOYHON aTTECTAMU JJIs OOYYAIOIIUXCS YCTAaHABIMBACTCS C
y4ETOM WX MHIUBHIYaJTbHBIX NCHXO(HU3HUecKuX ocoOeHHOCTeH. [IpoMexyTouHast aTTecTaus MOXKET
MIPOBOAMTHCS B HECKOJIBKO JTAIOB.

[Ipu mnpoBeneHUHM NPOIEIYpPhl OLCHUBAHHS PE3YJIbTaTOB OOYUYEHHs MPEIyCMaTPUBACTCS
HCIIOJIb30BaHNE TEXHUYECKUX CPEJICTB, HEOOXOIMUMBIX B CBSI3U C MHIWBHIYALHBIMH OCOOCHHOCTSIMU
oOydJarmuxcsi. OTH CpeAcTBa MOTYT OBITh MNPEIOCTAaBIEHBl YHHUBEPCUTETOM, WM MOTYT
MCTIOJIB30BATHCS COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[TpoBeneHue mporeaypbl OLICHUBAHHS PE3YJIbTATOB OOYUYCHHS JOMYCKACTCS C MCIIOJIb30BAaHUEM
JUCTAHIIMOHHBIX 00PAa30BATEIBHBIX TEXHOJIOTHH.

ObecnieunBaeTcss NOCTYNl K WHGOPMAIMOHHBIM M OuOIMOrpaguueckuM pecypcam B CETH
WuTepHeT u1st Kaxaoro odyvaromerocst B Gopmax, aanTUPOBAHHBIX K OTPAHUYCHUSM HX 3JI0POBbS U
BOCHIpUATHS HH(POPMALIUU:
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® s CIEeNbIX W CIHa0OBUASIIMX: B Me4aTHOHW (opme yBenu4eHHbIM mipudToMm, B (opme
3JIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® JIJIsl TIYXHUX U CIa0OCTBIIIAIINX: B TIeuaTHOU popme, B (hopMe IIMEKTPOHHOTO JOKYMEHTA.

® JyIs1 O0YYAIONINXCs ¢ HAPYIICHUSIMH ONIOPHO-JBUTATEILHOTO almapara: B medaTHou (opme, B
(dbopMe AIEKTPOHHOTO JTOKYMEHTa, B hopme ayanodaiina.

VY4yeOHble ayIUTOPUM A BCEX BHMJOB KOHTAKTHOM M CaMOCTOSTEIbHOH paboThl, Hay4yHas
OuOnIMOTEeKa W HHbIE TOMEIIeHHUs JUis OOy4eHHs OCHAILEHBbl CHEIHalbHBIM 00O0pYJOBaHHEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUEHUS:

® IS CJENbIX U CIA0OBUISAIINX: YCTPOMCTBOM JUIsl CKAHUPOBAHUS U YTEHUs ¢ kamepoil SARA
CE; nucnneem bpaitngs PAC Mate 20; npuntepom bpaiins EmBraille ViewPlus;

® I TIIYyXUX M CJIa0OCTBIIIAIINMX: aBTOMATU3UPOBAaHHBIM pabo4YMM MECTOM JJisi JIIOAEH ¢
HapyIIEHUEM CIIyXa U cIa0O0CTBIIIANINX; aKyCTHYECKUH YCHUIINTEINb U KOJIOHKHY;

® i OOy4YaloIIMXCSl C HapyIIEHUSMU OINOPHO-ABUIATEIBHOIO ammapara: IepeaABHKHBIMH,
perynupyeMbiMu  dproiomudeckumu napramMmu CH-1; KOMIBIOTEPHON TEXHUKOH €O CHELUAIbHBIM
IIPOrPaMMHBIM 00€CTIEYEHUEM.

9. Meroanueckue MaTepHabl

9.1 Iliiansl 1a00PAaTOPHBIX 3aHATHI

IInanbl n1a0opatopHbIx 3aHaTH.  MeToguyeckne YKa3aHMs 10 OpPraHu3alMd H
NPOBEICHUI0

Bri6op Tem nmabopaTOpHBIX 3aHSATHI OOYCJIOBJIIEH OOLIMM COJEpKaHMEM Kypca W HalleJIeH Ha
yri1yOJI€HHOE U3Y4YE€HHUE €ro OTJENbHBIX Pa3/iesioB.

[Inan nabopaTOpHbIX 3aHATUN  BKIIOYaeT JABa paszzaena: "OpraHuszalusi M TEXHOJIOTUS
JIEJIONPOU3BOJICTBA B YUPEXKIEHUAX HOpeBoMoLMOHHOW Poccun" m "Opranumszanust M TEXHOJIOTHS
COBPEMEHHOTO JIeTIOTPOM3BOICTBA".

[lenp naOopaTOpHBIX 3aHATUH - 3aKpeIyIeHHE CTyJEeHTaMHU TEOPETHYECKHX 3HaHUH
JIEKIMOHHOTO Kypca U (OPMUPOBAHHE NPAKTHUUECKUX HABBIKOB OpraHU3allMU COBPEMEHHOMN CITyKObI
JIeJIONPOU3BOICTBA, MIPUEMOB M METO/0B TEXHOJOTHH PabOThl ¢ JOKYMEHTaMHU B YIPaBICHYECKOM
anmapare.

B pesynbrare BeInmonHEeHU 1a00PAaTOPHBIX 3aHATUN CTYIEHTHI JOKHBI

3HATh:

o XapakTepHble OCOOCHHOCTH OpraHHu3alui pabOThl C TOKYMEHTaMHU B YUPEXKICHHUIX
Poccun B pasnuuHble MCTOPUYECKUE MEPHOJbI, B3aUMOCBSI3b ITHX IPOLIECCOB C IOCYAAPCTBEHHBIM
anmnapaToM yIpaBlIeHUS;

° COBpPEMEHHBIE TpPEOOBaHUS K JTOKYMEHTAllMOHHOMY OOCCICUYCHHUIO YIPABICHUS B
yupexaeHusax u opranuzanusax Poccuiickon denepaunu;

° MIPUHIUITBI OPTAaHU3AIMN JOKYMEHTAIIMOHHOTO O0eCTieYeHus yIpaBIICHHUS;

YMETh:

° OpPraHU30BBIBATH CIIYKOBI JOKYMEHTAIIMOHHOTO 00CCIICYCHUS YIIPABIICHNUS,

o paspabaThiBaTh JIOKAJbHBIE HOPMATHBHBIC AaKThl M HOPMATHBHO-METOJIMYECKHE
JIOKYMEHTHI (TIOJIO’KEHUSI, WHCTPYKIMH W T.J.) IO BEICHUIO JOKYMEHTAIIHOHHOTO OO0CCICUCHHSI
yIpaBieHUs

° BBITIOJIHSITH KJIIOUEBBIE TEXHOJIOTHYECKUE ONEPAIK B pabOTE C IOKYMEHTAMH,

BJIAJICTh:

° MPaBUJIAMU OPTAHHU3AIMH BCEX ITAMOB PAOOTHI C IOKYMEHTAMU;

o METOJIaMU TPOBEJCHUS aHalli3a OpraHu3ali JOKYMEHTAI[MOHHOTO o0ecreueHus
YIIPaBJICHHUS;

° METOAaMU OIITUMHU3ALIUN JOKYMCHTAIUOHHBIX IIPOLECCOB.
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[ToaroroBka K 1a0OpaTOPHBIM 3aHATUSAM OCHOBAHA HA CaMOCTOATENIBHOW paboTe CTyIEHTOB 110
M3YYEHHUIO JIEKIIMOHHOTO Kypca, UCTOYHUKOB U JINTEPATYPbI, PEKOMEHI0BAHHBIX K KaXKA0OMY 3aHATHIO.

PA3JEJ 1. OPTAHU3AINSA JEJOIIPOU3BOACTBA B YUPEKIEHUAX
JOPEBOJIIOIIMOHHOU POCCHUHA

1.1.  denomnpou3BoacTtso B yupexaeHusx Pycckoro rocynapcrsa XVI-XVII BB.
1.2.  JlenonpousBonctso B yupexaeHusax Poccun X VIII B.
1.3.  denonpou3Boactso B yupexaeHusx XIX - Hau. XX B.

PA3JIEJ 2. OPTAHU3AIIA COBPEMEHHOI'O AEJIOITPOU3BOJACTBA

2.1. Opranuzanms ciryKO0bl JEIOMPOU3BOACTBA

2.2. Opranuzanus JOKyMEHTO000pOoTa

2.3. Perucrpanusi JOKyMEHTOB.

2.4. Howmenknarypa nen

2.5. IToAroToBKa JOKYMEHTOB K IIOCIEAYIONIEMY XPAaHEHHIO U UCIIOJIb30BaHUIO
2.6. CocraiieHnE UHCTPYKIUH 110 AEJIONPOU3BOACTBY

PA3JIEJI 1. OPTAHU3ALUS JEJIOIPOU3BO/ICTBA B YUPEKJIEHUS
NTOPEBOJIIOIIMOHHON POCCHUHA

Tema 1.1. JletonpousBoacTso B yupexaenusax Pycckoro rocynapersa XVI-XVII BB.

3AJJAHUA

1. U3yuuts Cynebnuk 1550 r. u CoGopHoe ynoxenue 1649 r. 1o 3TuM aktam BBISIBUTH:

* CTPYKTYpPY OpraHOB IOCYAapCTBEHHOI'O YIPaBICHUS;

* COCTaB M JIOMKHOCTHBIE 00SI3aHHOCTH "CITY>KUIIBIX TOei".

* HalpaBJICHUs perjaMeHTaluy paboThl C TOKyMEHTAMHU.

2. 3yunTth cxemy opraHu3alii UCIIOJIHEHNS JOKYMEHTOB B IPUKA3HOM JEJIONPOU3BOACTBE.

3. Ilpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC JOKYMEHTOB (Ha MpUMepe JAelia Mo 4eT00UTHOM
Sxoa llletunoa B [loMmecTHOM npHKa3e) U yACHUTH MOPAIAOK (POPMUPOBAHUS AeTIa.

VKA3AHUS 110 BBIIIOJIHEHUIO 3ATAHWI

1. Wzyuute Cynebnux 1550 r., CobopHoe ynoxenue 1649 r. u ysiCHUTE Clieyromiee:

* COCTaB JIMII "BEPUIMBIINX CYJ" U JOKYMEHTHPOBABIINX JESATEILHOCTD CY/a;

* MOPSIIOK TIOJIAYH, PACCMOTPECHHS U UCTIOTHEHUS YeITO0UTHBIX;

* IOPSIIOK BEJCHHS PErHCTPAIIMOHHBIX (opM A "CyaHbIX nen";

* OTBETCTBEHHOCTH 32 MOJJIEIKY JOKYMEHTOB U HETOOPOCOBECTHOE OTHOIICHHE K
JOJKHOCTHBIM 0OSI3aHHOCTSIM.

2. PaccmoTtpute cxemy MPOXOXKACHUS U UCIIOJIHEHUS IOKYMEHTOB B MPUKAa3ax U cleIanTe
BBIBOJI O COCTaBE TEXHOJOTUYECKUX OMepauil ¢ JTOKyMEHTaMH, MPUMEHSBIINXCS B TPUKA3HOMN
CUCTEME JICJIONPOU3BOICTRA.

3. O3nakoMmbTech ¢ aenoM [lomMecTHOrO MpUKasa mo yenoouTHoi SAkoa IlleTnnopa u
COTMOCTaBbTE MOCIEAOBATEIILHOCTh PACCMOTPEHHMSI M PEIICHUS BOIIPOCA U TIOCJIEIOBATEILHOCTh
PacIoJIOKEHUsT JOKYMEHTOB B jeiie. Onpeaenure KpalHUE JaThl Jeja 1 0COOCHHOCTH
JIOKYMEHTHUPOBAHUSI.

KOHTPOJIBHBIE BOITPOCHI
1. [Tepeuncnure 0COOEHHOCTH CHCTEMBI JICIONPOU3BOICTBA B IIECHTPAIBHBIX YUPEIKICHUIX
Poccun XVI-XVII BB.
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2. Ha3oBuTE 3aKOHOAATENIBHO PEriIaMEHTHPOBAHHbIE 00S3aHHOCTH "CITYy KUJIBIX JTr0/Iei" B
paboTe ¢ JOKyMEHTaMHu.

3. Kakue onepanuu B paboTe ¢ JOKyMEHTaMu c(pOpPMUPOBAIUCH B MPUKAZHOM
JIETTONTPOU3BOICTBE?

4. laiiTe XapaKTepUCTUKY CTOJIOLOBON (hOPMBI 1€TOMPOU3BOJICTBA KaK TEXHUKH
JIOKYMEHTHUPOBAaHUS U (POPMUPOBAHUSI JIEI.

5. Korza Gbu1a BBeieHa ¥ Korjia Obljia OTMEHEHa cToa0oBas (opMa JeI0IpOU3BOACTBA?

Tema 1.2. Jlenonpoussoactso B yupexaeHusix Poccun XVIII B.

3AJIAHUA

1. W3yunts ['enepanbublii permameHT 1720 T. W BBISIBUTH OCHOBHBIE TpeOOBaHUS K
OpraHu3alui JEJONpPOU3BOJACTBA B KOJUIETHSX M JIOJDKHOCTHbIE OOS3aHHOCTH KaHLEJSIPCKUX
CITy’KalllHX.

2. M3yunTh cxemy HCIOJIHEHHs JOKYMEHTOB B KOJUIETHSIX.

3. Wsyuurs "Yupexnaenue g ynpaieHus TryOepHui" 1775 T., BBIABUTH OCHOBHBIE
TpeOOBaHUS K OpraHM3allMd JEJONpPOU3BOACTBA B MECTHBIX YUPEXKICHHAX U JOJDKHOCTHBIE
00513aHHOCTH KaHLIESIPCKUX CITY KaIHX.

4. W3y4uth cXxemy UCIOJIHEHHs JOKYMEHTOB B MECTHBIX YUPEKICHHUSAX.

5. Tlpoananu3upoBarthb Aen0, CPOPMHUPOBAHHOE B MECTHBIX YUPEKICHHIX.

YKA3AHMS 10 BBITIOJIHEHHMIO 3AJAHWI

1. W3yuus "I'eHepanbhblii periamenT 1720 1., yACHUTE CleAyIOIee:
1.1.  cTpyKTypy KOJUIETUH;

1.2. JOJKHOCTHOM COCTaB KAHIEISPCKUX CITYyXKaALIUX;

1.3,  00s3aHHOCTH KaHLEJSAPCKUAX CIYKAILUX;

1.4. MOpsAAOK MOJNy4eHHUs JOKYMEHTOB B KOJIJIETHUSX;

1.5. mopsiaoK paccMOTpEHUs! JOKYMEHTOB B KOJUICTHSIX;

1.6.  opraHuzanus U TEXHOJIOTUS PETUCTPALUU JOKYMEHTOB;
1.7. mocTpoeHue CrpaBOYHO-MH(POPMAIIMOHHOTO aIIapaTa;
1.8.  CpOKHM UCHOJHEHUSI JOKYMEHTOB;

1.9.  opraHuzanuio XpaHeHUs! JOKYMEHTOB B KOJJIETHSIX.

2. W3yunte cxemy HUCHOIHEHHS JOKYMEHTOB B KOJJIETUSX M BBISIBUTE COCTaB
JIEJIONPOU3BO/ICTBEHHBIX OIIEpaLlUN.
3. NzyuuB "OO6mee rydepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CTPYKTypy KaHLEJSPUH, JOTDKHOCTHOW COCTaB KAHIESPCKUX CITYXKALIUX, UX
00s13aHHOCTH B paboTe C JOKYMEHTAMHU;

3.2. TeXHOJOTHIO paboThI C JOKYMEHTAMHU:

3.2.1. mopsAOK MepBUYHON 00paOOTKH TOCTYMUBIINX JOKYMEHTOB;

3.2.2. TEXHOJOTHUS PETHCTPALUU JOKYMEHTOB: IPUMEHSIEMbIE PETUCTPAIIMOHHBIE (POPMBI, UX
Ha3HAYEHUE W COCTaB MH(POPMAIIHH;

3.2.3. mopsIOK pacCMOTPEHUS JOKYMEHTOB;

3.2.4. MOpsAOK UCIIOJHEHHS JOKYMEHTOB;

3.2.5. TEXHOJOTHUIO KOHTPOJIS 3a UCIIOJIHEHUEM JOKYMEHTOB;

3.2.6. MOpSAOK OTHPaBKU JOKYMEHTOB;

3.2.7. opraHuzaluio XpaHEHUs JOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

4. W3yunte cxemy UCTIOJHEHHsI TOKYMEHTOB B MECTHBIX YUPEKICHUSIX U BBISIBUTE COCTAB
ACJIOTTPOU3BOACTBCHHBIX onepaunﬁ.
5. Paccmotpute nena mectHbix yupexaenuid X VIII B., oOpature BHUMaHuE Ha

odopmiteHrEe 00I0KKH Aela, COCTaB JOKYMEHTOB JIeJIa, TIOCIEI0BATEIbHOCTh UX PACIIONOKCHHS,
MOPSAOK M CPOKH PACCMOTPEHHS IOKYMEHTOB, YSICHUTE IPUHLHUIBI (POPMUPOBAHUS €.

KOHTPOJIbHBIE BOITPOCDI
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1. CpaBHHUTE CHCTEMY MPUKA3HOTO U KOJUIEKCKOTO JEONPOU3BOICTBA, 00BACHUTE Hanboee
XapaKTepHbIC OTIHYUSI.

2. Ilepeunciure HOBBIE JIEJIONPOU3BOJICTBEHHbIE ONIEpAllMK, BO3HUKIINE B YUPEKICHHUIX
XVIII B.

3. Ilepeuncnute 00s13aHHOCTH AETOMPOU3BOICTBEHHOM CITY>KOBbI 110 MOATOTOBKE JOKYMEHTOB K
apXUBHOMY XpaHEeHHIO (110 3akoHy 1775 1.).

4. HazoBuTe 3aKOHOJATENbHBIN aKT, KOTOPHIM BIIEPBbIE OB ONPEAETIeH CPOK XpaHEHHUs
JOKYMEHTOB B TEKYIIIEM JIJIOMPOU3BOJICTBE (110 CIaYH JJOKYMEHTOB B apXUB).

5. HasoBute XapakTepHble YepThl CHCTEMbI PETUCTPAIIMH JJOKYMEHTOB B KOJUIETHSIX.

Tema 1.3. Jlenonpoussoactso B yupexaeHusix XIX - Hau. XX B.

3AJJAHUA

1. U3yuuts "OOmmee yupexaenue Muauctepcts” 1811 1. u yssCHUTH OCHOBHBIE TpeOOBaHUS K
OpraHu3alUM JeJIONPOU3BOCTBA B IIEHTPAIBHBIX YUPEKACHUAX, a TAKXKE TOJDKHOCTHBIE 0053aHHOCTH
KaHLEISPCKUX YMHOBHUKOB.

2. [Ipoananu3npoBaTh 0COOEHHOCTH (OPMHUPOBAHUS [ B yupexkaeHusX XIX - Hau. XX B.

3. U3yuuts "[lonoxkeHne o TMCbMOBOJCTBE U JIEJIONPOU3BOACTBE B BOEHHOM BeomcTe" 1911
T. U BBISIBUTb OCHOBHBIE HAIIPABJICHUS PALIMOHAIN3ALMHN JEJIOIPOU3BOACTBA.

4. N3yuuth cxeMy ucrosiHeHus: 1okyMeHToB B Kanuenspuu [loneunrenss MOCKOBCKOIO
y4eOHOro OKpyra.

5. O3nakoMuThCs ¢ fokymeHTamu Kannenspun [lomeunresns MOCKOBCKOTO y4eOHOTO OKpyTa
BBISIBUTB 3JIEMEHTBI PALIMOHAIM3ALMH ITPOLIECCa MX UCIIOJIHEHUS.

YKA3AHU 10 BBITIOJIHEHUIO 3AJIAHUI

1. Hzyuus "O6mee yupexaenue muaucrepcts" 1811 1., ompenenute ciemyromiee:

1.1. opraHu3alMOHHYIO CTPYKTYPY MUHUCTEPCTBA;

1.2. CTpyKTypy JAeNIONPOU3BOJICTBEHHOMN CITY)KOBI,

1.3. opranu3zanuio J0KyMEHTO000poTa:

1.3.1. mopsimok mocTyIieHUsa T0KyMeHTOB: B KaHnensiputo MunucTpa; B AenapTaMeHThl;

1.3.2. opranuzanuio IBUKEHUS T0KyMEHTOB, HAIIPAaBJIECHHBIX B KAHLEJIIPUIO MUHUCTPA ; B
HenapramenTt; B CoBEeT MUHUCTpA: B 00Illee IPUCYTCTBHE JenapTaMenTa; B OcoOble yCTaHOBJICHHUS

1.3.3. nopsaok ucnosiHeHus JoKkyMeHToB: B Kanuenspuu munuctpa; B Jlenapramenrax;

1.4. opranu3zanuio U TEXHOJIOTHUIO PErHCTPallHH;

1.5. opranu3zannio KOHTPOJIS 32 UCIIOTHEHUEM JOKYMEHTOB (PEBU3HS);

1.6. mopsimox hopMUPOBAHHMS JIETT;

1.7. opranu3zanuio XxpaHeHus JOKyMEHTOB;

1.8. Ha3HAauEeHUE OTUETOB.

2. O3HakoMbTeCh ¢ AenaMu yupexaenuii XIX B., oOpatute BHUMaHue Ha 0popMIICHHE
00JI0KKH JieNia, COCTaB JOKYMEHTOB Jiefa, MOCIe0BaTEeIbHOCTh UX PACTIONOXKEHUS, TOPSIIOK U CPOK
paccMOTpEHMsI TOKyMEHTOB.

3. U3yuwurte "[lonokeHre 0 MUCbMOBOJICTBE U ACIONPOU3BOACTBE B BOEHHOM BegomcTre" 1911
I. 1 o0paTuTe BHUMaHUE HA:

3.1. permamMeHTalHIO IPUMEHSIEMBIX BUIOB JJOKYMEHTOB;

3.2. ynopsiioYeHre MpaBUI COCTaBICHUS U OPOPMIICHHSI JOKYMEHTOB;

3.3. pernmamMeHTaIuIo CripaBoYHO-H(pOpMaInoHHOTO (HOH/IA;

3.4. MexaHU3aLUIO AEIONPOU3BOCTB;

3.5.opranu3zanuio onepaTuBHOTO U apXUBHOT'O XpaHEHUS TOKyMEHTOB.

Ha ocHoBe paccMOTpeHNUs: NEPEUNCIIEHHBIX BOIPOCOB CAENIAWTE BBIBOJL O HAIIPABJICHUAX
paloHaIN3aUH 1eJI0MPOU3BOJICTBA B BOCHHOM BEJOMCTBE.

4. TlpoananusupyiTe CXeMy OpraHW3alluyk JAenonpousBojacTBa B Kauuenspum Iloneunrens
MocKOBCKOro y4eOHOr0 OKpyra M cenaiiTe BbIBOJ O Coco0ax panvoHAIU3alMK 3TaroB UCIOIHEHUS
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JOKYMCHTOB U IIOATOTOBKH OTBCTHOI'O JOKYMCHTA B 9TOM YUPCIKIACHUU.
5. O3HakoMbTeCh ¢ KoJUleKiuel nokymeHToB Kanuenspuu Iloneunrens MOCKOBCKOTO
y4eOHOro okpyra, oopaiias BHUMaHHE Ha:

. AIIEMEHTHI MEXaHU3UPOBAHHOM 00pabOTKH TOKYMEHTOB (CIIOCOOBI TIOMETOK O
MOJIyYEHUH, HATIPABJICHUH HA UCTIOJTHEHUE U UCTIOJIHEHUH IOKYMEHTOB);

. XapaKTep PE30JIIOLHNIA;

. CTIIOCOOBI COCTABJICHHSI POCKTA IOKYMCHTA;

. AJIEMEHTHI YHU(UKALIUY TEKCTa TI0KYMEHTA;

. BUJIBI OJIAHKOB M CIOCOOBI MX M3TOTOBICHUS.

Crnemnaiite BbIBOJI 00 OCHOBHBIX U BCIIOMOTaTEIbHBIX HANPABICHUSIX PALIMOHAIA3AINH
MPOLECCOB PACCMOTPEHUSI Y UCIIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. CpaBHHUTE CUCTEMY KOJUIEKCKOIO M1 MUHUCTEPCKOIO (MCIIOITHUTEIBHOTO)
JIEJIONPOU3BO/ICTBA, 0OBACHUTE HanOoJIee XapaKTEPHbIE OTIMYUSI.

2. Kak pa3BuBasiach CTpyKTypa J€JI0IpOU3BOJICTBEHHOM CiTykObl MUHHCTEPCTBA B IEPBOH
nojiopuHe XIX B., 4eM OHA OTJIHYANach OT KOJJICKCKOM?

3. Ha3zoBute ocHOBHbIE TpeOOBAaHNUS K OPraHU3alMK JOKYMEHTOO00pOTa B MUHHCTEPCTBAX
XIX B. Ha xakue oCHOBHBIE JOKYMEHTOIIOTOKH Pa3eIsiIuCh TOKYMEHTHl B MUHUCTEPCTBAX?

4. HazoBure XapakTepHble 4€pThl CHCTEMBI PETUCTPALMUA JOKYMEHTOB B MUHUCTEPCTBAaX ?

5. B kaxoii popme oCymecTBISIICS KOHTPOJIb 32 UCMIOJTHEHUEM IOKYMEHTOB B CUCTEME
MUHUCTEPCKOTO ACIONPOU3BOACTBA?

6. Ha3zoBuTte 0cOOCHHOCTH OpraHMU3alUU XPaHEHHs TOKYMEHTOB B JICJIOIPOU3BOJICTBE
MUHHUCTEPCTB.

7. Ha3zoBute HanpaBieHUs 1 cCIOCOOBI pallMOHATIM3AINHN AETIOMPOU3BOICTBA B
yupexaeHuax XIX - nau. XX B.

8.

PA3JIEJ 2. OPTAHU3AIUA COBPEMEHHOI'O JEJIOITPOU3BOJACTBA

Tema 2.1. Opranu3anus cjayk0bl 1eJJONPOU3BOJACTBA

S3AJIAHUA

1. M3yunts TpeGoBaHus IEHCTBYIOIMX HOPMATUBHBIX AKTOB U HOPMATHBHO-METOAUYECKUX
JIOKYMEHTOB K OpTaHMU3aIliH, CTPYKTYpE U QYHKIIUAM CITy>KOBI JIeTONPOU3BOICTRA.

2. IIpoaHanmM3MpPOBaTh OPTaHU3ALMUIO CIYKOBI JEJIONPOU3BOACTBA B YCIOBHOM OpraHU3aLUK M
BBISIBUTH €€ OCOOEHHOCTH.

3. IIoarOTOBUTH CXEMY OPTaHM3ALMOHHOM CTPYKTYPBI JEIONPOM3BOJACTBEHHON CIIykKOBI B
YCIIOBHOW OPTaHU3ALUU.

4. Paspa6otars [Tonoxenue o ciy:x6e JAEIOIPOU3BOACTBA YCIOBHOM OpraHU3aL1Hy.

5. Paspaborarh JOJDKHOCTHBIE HMHCTPYKUMH DPaOOTHMKAM CIYXOBl  J€JONPOM3BOICTBA
YCJIIOBHOM OpraHH3alUu.

YKA3AHUS 1O BBITIOJIHEHUIO 3AJTAHUI

1. M3yunre kpaTKyr0 XapakTepUCTHKY IESTEIbHOCTH YCIOBHOM OpraHU3alliH, BBIACHHUTE
0COOEHHOCTH OpPraHU3aLUU JEJIONPOU3BOACTBEHHON CIIy’KObI, €€ HECOOTBETCTBHE  COBPEMEHHBIM
TpeOOBaHUAM IO CTaTyCy, NMOAYMHEHHOCTH, HAaUMEHOBAaHMSM CTPYKTYPHBIX YacTel, MX COCTaBy.
AprymMeHTUpyHTE OTBET.

2. TToAroToBLTE CXEMY OPraHM3ALMOHHON CTPYKTYPBI CIIy»KOBbI JEJIONPOU3BOICTBA YCIOBHOM
OpraHu3ainuy, 3apUKcUpyiTe MOAYMHEHHOCTh CIIy’KO M CTPYKTYpHBIX MojpaszaeieHuil. [ kaxaoro
CTPYKTYPHOTO TO/pa3AeICHUs U ydacTKa CIY>ObI IEIONpPOHM3BOJCTBA HAa cXeMe (UKCUPYETCS BUJ
HNOJYUHEHHOCTH (IpsMas aJIMUHMCTPATUBHAs MM MeToauueckas). OOOCHyHTe HauMEHOBaHHE U
MIOJAYMHEHHOCTbh KaKJI0T0 CTPYKTYPHOT'O IIOAPaA3IEICHUS.
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3. Ha ocnose [TpuMepHOTO MONOKEHNS O CIIYKOE JAENTONMPOU3BOICTBA Pa3paboTalTe CTPYKTYpPY
tekcrta [lonoxenus o ciyx0e Jeonponu3BOACTBA YCIOBHON OpraHu3aiuu. TeKCT MOM0KeHUs TOIKEH
coZiepKaTh KOHKPETHBIE (POPMYIHUPOBKH 3a1ad, QYHKUIUH, paB, 00sS3aHHOCTEH U B3aMMOOTHOIICHUH
ciyx0b1. Cnenyer ohopmuts [lonoxenue Ha obmieM O1aHKe, ONMPEAETUTH TOPSIOK €ro COrIacOBaHUS
U YTBEPKACHUS (COCTaB CTPYKTYPHBIX MOAPA3JACICHUN U TOJKHOCTh PYKOBOJUTENS, YTBEPHKAAIOIIETO
JIOKYMEHT). ApryMEHTUPYHTE CBOU IpeIoKeHHs 110 MpoekTy [lonoxenus.

4. PaspaboraiiTe  JOIKHOCTHBIE HMHCTPYKIIMM HAa  BECh JIOJDKHOCTHOM ~ COCTaB
JIeJIOTIPOU3BOCTBEHHON CITYKObI YCIOBHOM opranuzanuu. Ha ocHOBE MOMyYeHHBIX MHIMBHLYaJIbHBIX
3alaHui pa3paboTaiiTe CTPYKTYpPy TEKCTa M COCTAaB Pa3feioB JOHKHOCTHOM MHCTpyKunu. OOpaTute
BHUMAaHHUE, 4TO NMPH (POPMYIHUPOBKE TOHKHOCTHBIX 0053aHHOCTEH COTPYTHHKOB, CIEIYET COITIaCOBATh
WX C OCHOBHBIMH 3aladaMd M (PYHKIUsSMH CIykObl (T.e. ¢ TekctoM I[lomoxenust). B pasnmene
"B3anMOOTHOIICHHUS, CBSI3U" CIIEIyeT 3aKPEeNUTh B3aUMOJIeHCTBUS PaOOTHUKOB CITY>KOBI M X CBSI3U Ha
YpOBHE IPEICTaBICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCHI

1. Ilepeuncnure CTPYKTYpHbIE YACTH CIY>KObI AETIOMPOU3BOICTBA B OPraHU3ALUAX PA3THUHBIX
YPOBHEW YIIpaBJICHUS.

2. Ilepeuncnure AEHCTBYIOIIME JOKYMEHTBI, OINpPECISIONINE 3aJauyl U (YHKIHMU CITY>KObI
JIeTIONIPOU3BOICTBA.

3. HazoBute TpeboBaHUs K CTpyKType HU coctaBy uHpopmauuu [lonoxxeHuss o ciyxoe
JIEITOTIPOU3BOICTBA; JTOJDKHOCTHON HHCTPYKITUH.

Tema 2.2. Opranu3anus 10KyMeHT0000poTAa

3AIAHUA

1. M3y4uuTh COBpeMEeHHBIE TpPeOOBAaHUS K OpraHU3AIMHU JOKYMEHTO000POTa B OPTaHU3AIUSAX,
YUPEKIEHUAX U Ha MPEINPUATHUSX.

2. W3yuuTh ¥ IpOAHATU3UPOBATH OPTraHU3AIUIO JOKYMEHTOO00POTa B YCIIOBHOM
OpraHu3aIuu.

3. M3y4uTh KpaTKyrO XapaKTEpUCTUKY AEATEIBHOCTH LIEHTPAIBHOIO anmnapara yCIOBHOU
OpraHU3aIMi U COCTaBUTh ONEPOTrPaMMBbI ABUKEHUS BXOASILIEH, UCXOIAILIENH U BHYTPEHHEH
JTOKyMEHTAINHN.

4. Mopcuurats 06bEM JOKYMEHTOOOOPOTA YCIOBHON OPTaHU3ALMH 34 TOJI.

YKA3AHMS 10 BBITIOJIHEHHMIO 3A JAHWI

Wzyuurte I[lpaBuna nenonpou3BOACTBA B TOCYIApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasiienus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71; MeTtonuueckre peKOMEHAAIUHU 110
pa3paboTKe MHCTPYKIUH MO JEJONPOU3BOACTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasieHus, yTB. Ilpukazom Pocapxua ot 24.12.2020 Ne 199; IIpumepHy0 MHCTPYKIHUIO IO
JISJIOTIPOU3BOJICTBY B TOCYyAapCTBeHHBIX opraHu3anusx (yTB. [Ipukazom Pocapxusa ot 11.04.2018 Ne
44. CnenaiiTe BBIBOJI O CTENEHU pErIaMEHTAIlMd B HOPMATHUBHBIX JIOKYMEHTaxX OOIIMX MPHUHIIUIIOB
OpraHu3aliy JOKyMEHTO000pOTa, MpaBUI MPOXOXKIEHHUS JOKYMEHTOB, METOIMKH TOJICYeTa
JIOKYMEHTO000pOTA.

1. Ha npumepe onmcanus [JOKYMEHTOOOOPOTa YCIOBHOW OPraHU3allMd BBIIBUTE €IO0
OCOOCHHOCTHM M OIpEAeUTe HECOOTBETCTBHE OpraHu3allud JOKYMEHTOOOOpOoTa B JIaHHOM
OpraHu3anuu TpeOOBaHUSM HOPMATHBHBIX IOKYMEHTOB.

2. CocTaBbTE OIEPOrpaMMbI JBUKEHHS JOKYMEHTOB B YCJIOBHOM opranmsamuu. Jlis 3Toro
ONpEJENINTE COCTaB JOJDKHOCTHBIX JIMI, YYacTBYIOIIMX B 0OpaOOTKE M MCIIOJIHEHUU JIOKYMEHTOB;
MOCNE0BATEIbHOCTh  ONepanuii 1o o0paboTKe [TOKYMEHTOB; M3YyYHUTE CXEMbl JABH)KCHUSA
JTOKYMEHTOIIOTOKOB B YCJIOBHOM OpraHU3allNu.

OneporpaMma JBMKEHHSI BXOJSMIIMX JOKYMEHTOB JOJDKHA OTPa3sUTh IEepeMelICHHUS
JIOKyMEHTOB OT MOMEHTa IIpUeMa JI0 MOJAUIMBKY UX B JIEJI0 TOCIIE 3aBEPILICHUS UCTIOTHEHMUS.

OneporpaMmMa HUCXOASIIMX JOKYMEHTOB JOJDKHA OTPA3UTh NEPEMEUICHHs] JTOKyMEHTOB OT



31

MOMEHTA IIOATOTOBKHU UX MPOEKTOB 10 OTIPABKHU U3 YUPEKACHUS.

OneporpaMma JBUKEHHSI BHYTPEHHUX JTOKYMEHTOB (Ha IMpHUMepe MpHKa3a) JOHKHA OTPa3HUTh
IepeMelieHus JOKYMEHTOB OT MOMEHTA IIOATOTOBKHU IIPOEKTa JOKYMEHTA 10 MOAUIUBKY B JIEIIO.

3. Vi3yuuB cOCTaB ¥ KOJMYECTBO MOJYYEHHBIX, OTHPABIEHHBIX W BHYTPEHHUX JOKYMEHTOB
YCIIOBHOH OpraHM3alny, MOCYUTaNTe 00BEM €€ JTOKyMEHTO000pOTa 3a TOI.

KOHTPOJIBHBIE BOITPOCHI

1. Maiite onpezeneHue NOHATUS " TOKyMEHTOO00pOT".

2. [lepeuncnute OCHOBHBIC TPEOOBaHMUS K OpraHU3AIMH JIOKyMEHTOO00pOTa B OpraHU3aIUsX.
3. Ilepeuuncnure npaBuia yyeta TOKyMEHTOOOOPOTA.

4. HazoBute TpeOOBaHUS K MTPOXOXKICHUIO U UCTIOJIHEHUIO BXOISIIUX JIOKYMEHTOB.

5. HazoBuTe 3Tarsl NpOX0KICHHS U UCTIOIHEHUS UCXOASIINX U BHYTPEHHUX IOKYMEHTOB.

6. [lepeuncnure npaBuiia nepeaadn JOKyMEHTOB BHYTPU YUPEKICHUSI.

Tema 2.3. Perucrpanusi 10KkyMeHTOB — 4 4aca.

3AJIAHUA

l. isyuuts TpeGOBaHUS HOPMATHBHO-METOAMYECKUX JOKYMEHTOB K PETUCTpAlldM U
MOCTPOCHUIO HH(POPMALIMOHHO-CIIPABOYHOTO aIllapara.

2. 3aperucTpupoBaTh HECKOJIBKO JOKYMEHTOB, TIPEUIOKEHHBIX MPETIOIABATENIEM.

3. O3HaKOMHBIIKCH C ONMCAHMEM TEXHOJIOTMH PETUCTPAIMKM JOKYMEHTOB B YCIOBHOM
OopraHuzaiuu, paspaboraTb ¥ O0OOCHOBAaTh TPEAJOKEHHS IO pPAMOHATIBHONH OpraHU3aLUuU
perucTpanuu U HHPOPMaIMOHHO-CIIPABOYHON pabOTHI.

YKA3AHWS IO BBITTOJIHEHWIO 3AJTAHUI

1. U3yuure IlpaBmia nenonpou3BOACTBA B IOCYAAPCTBEHHBIX OpraHax, opraHaXx MECTHOIO
camoymnpasnenus (pasgens 111, 1V), MeTonuueckne pekoMeHIAIMK O pa3padO0TKe WHCTPYKIMHA IO
JIEJIONPOU3BO/ICTBY B I'OCYIapCTBEHHBIX OpPraHax, OpraHax MECTHOro camoymnpasieHus, IIpuMepHyto
MHCTPYKLHIO TIO JIeJIONPOU3BOJICTBY B roCyJapCTBEHHbIX opraHuzauusax (yTB. IIpukasom Pocapxusa
or 11.04.2018 Ne 44. OOGpatuTe BHMMaHHE Ha COCTAaB JOKYMEHTOB, MOJJICKALIMX PETHUCTPAINH,
MOCJIEIOBATEILHOCTh ~ PACIOJIOKEHHUS ~ COCTABHBIX  YacTed  HMHAEKca  JOKYMEHTa, IpaBuia
¢dbopmupoBaHus HHPOPMALMOHHO-CIIPABOYHBIX 0a3 JaHHBIX.

2. 3aperucTpupyiTe mpeaioKeHHbIE TOKYMEHTHI, 00paTHB 0c000€ BHUMAaHHUE Ha PETUCTPAIUIO
WHUIUATHBHBIX U OTBETHBIX IMHCEM.

3. [Ipoananu3upyiTe NOPSAOK PETUCTPALIMM IOKYMEHTOB B YCIOBHON opraHu3anur. OTMETUB
0COOEHHOCTH OpraHM3allMM W TEXHOJIOTUH PETUCTPAlMM JOKYMEHTOB B YCJIOBHOW OpraHHM3alluy,
ompefenuTe MX HeAocTaTku. Ha ocHOBe MpoBeNEeHHOro aHaiau3a U TpeOOBaHUNW HOPMATHUBHO-
METOAMYECKUX JOKYMEHTOB pa3paboTaiiTe mpeayioKeHHs [0 OpraHU3aluu PETUCTPAllii JOKYMEHTOB
U TIOCTPOEHUI0 MH(OPMALIMOHHO-CIIPABOYHOIO anapara B yCJIOBHOW OpraHU3aliH.

KOHTPOJIBHBIE BOITPOCHI

1. Yro Ttakoe peructpanus 1okyMeHToB? Kakue 3agaun pemaroTcs B A€JI0IPOU3BOICTBE C
MMOMOUIBIO TOU ornepanuun’?

2. Kakue 10KyMEHTHI OUIEkKAT pErucTpauu?

3. KakoB 00s13aTeNbHbIN COCTaB pEeKBU3UTOB IPU PErUCTpaLIUu?

4. B ueM OCHOBHOM NPUHIIMII PETUCTPALUNA?

5. KakoBbI OCHOBHBIE IIpaBUIa MHIEKCAIUU JOKYMEHTOB?

6. Kakoe npenMy111ecTBo MMEET CIENUAIINCT IIPU PETUCTPALIUN JTIOKYMEHTA B
aBTOMATHU3HPOBAHHBIX CHCTEMaX 110 CPABHEHUIO C TPATUIIMOHHBIMU METOAaMU?

Tema 2.4. Opranuszanusi TeKylmero XxpaHeHusi J0KYyMEHTOB
3AJJAHUA
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1. M3yunth TpeOOBaHUS HOPMATHBHBIX AKTOB U HOPMATUBHO-METOAMYECKUX JTOKYMEHTOB K
COCTaBJICHUIO ¥ 0()OPMIICHIUIO HOMEHKJIATYPhI JEJI.

2. W3yunTh BO3MOKHOCTH UCIIOJIB30BAHUS NIEPEUHS CO CPOKaAMH XPAHEHUS JOKYMEHTOB B
JIEJIOTIPOU3BO/ICTBE OPraHN3aI1H.

3. Ilpoananu3npoBaTh KOHKPETHYIO HOMEHKJIATYPY A€J yCIOBHONW OpraHU3alii U BBIIBUTH
OIMOKYU B €€ COCTaBJICHUU U OPOPMIICHHUH.

4. CocraBUTh HOMEHKIIATYPY J€J YCJIOBHOM OpraHu3alkHy.

YKA3AHUS [0 BBITTOJIHEHWIO 3AJIAHUI

1. Uzyuure [lpaBuia nenonpou3BOJACTBA B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasnenus (paszen 6,7), Mertoaudeckue peKOMEHIAIMU 10 pa3pabdOTKe HMHCTPYKIMM IO
JICNIOTIPOU3BOICTBY B TOCYJIaPCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIpaBJICHUS (IIPUIOKCHHUS
13-23), [lonoxeHue o NOpsAKE U CPOKaX XpaHEHUs JOKYMEHTOB aKLIMOHEPHBIX o0u1ecTB, [IpumepHyto
WHCTPYKIIMIO TI0 JIEJIOTPOU3BOJICTBY B TOCYIapCTBEHHBIX opraHu3anmsx (yTB. [Ipuka3om PocapxuBa
ot 11.04.2018 Ne 44) VsicHute cieayroiee:

. BH/IbI HOMEHKJIATYD JEIT;

. TUIIBI HOMEHKJIATYp J1en (KiIacCu(UKAIMOHHBIE CXEMBI);

. npaBuia (GOpMyJIUPOBAHUS 3ar0JIOBKOB /1€,

. HUCTOYHMKHU YCTAHOBIICHHS CPOKOB XPAHEHMS JIOKYMEHTOB;

. IIPaBWJIa CUCTEMATU3ALMH U UHAEKCALMH 3ar0JIOBKOB AET;

. npaBuiIa OPOPMIICHHS, TIOIMCAHUS, COTIIACOBAHUS U YTBEPKIACHUS
o HOMEHKJIATyPBbI JE.

2. N3yuure ykazaHus 1o npuMeHeHHIo [lepeyHs TUIOBBIX yNpaBIeHUYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yloluXcs B MPoOLEcce AesITeIbHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPraHOB
MECTHOI'O CaMOYIIPABJICHUs U OPTaHU3ALUN, C YKa3aHUEM CPOKOB XPAaHEHHUsI U BBIACHUTE:

. MOPSIOK MPUMEHEHUS TIEPEYHsI B IETIOMPOU3BO/ICTBE;
. muddepeHIHANI0 CPOKOB XPAHEHUS JJOKYMEHTOB I10 TPYIIIIaM OpraHu3aIuii;
. CXeMY MOCTPOEHUS MEePeyHs U €ro HayYHO-CIIPaBOYHBIN anmapar.

3. Ilpoananu3upyiite KOHKPETHYIO HOMEHKJIATYPy M€l YCIOBHOW OpPraHW3alliM, BBIIBHTE
HEJOCTaTKH €€ coAepKaHus U 0OPMIICHHS, TPOUILTIOCTPUPOBAB KAXKIBIA U3 HUX IPUMEPOM.

4. U3yunrte CTPYKTYpy M COCTaB JOKYMEHTAJILHOrO (OHIA YCIOBHOH OpraHu3allud |
pazpaboraiitTe KiIacCH(PHUKAIMOHHYIO CXeMy HOMEHKJIATypsl aen. Odopmure ee B BHIE CIHCKa
CTPYKTYPHBIX MOAPA3JEICHUNA C MHAEKCAMH, PACIONIOKEHHBIMH 1O cTerneHu 3HaunMocTtu. OOparure
BHUMAaHHE Ha TO, YTO CXEeMa KJIACCU(HUKAINH JO0JDKHA COOTBETCTBOBATH IJ1aBHOU Tabmuime [lepeuns
TUTIOBBIX JIOKYMEHTOB CO CPOKAMH XPaHEHUSI.

CocTaBpTe HOMEHKJIATYPY 1€ YCIOBHOW OpraHU3aliM, JJIs Yero: copMyJupynTe 3aroioBKU
JIel B COOTBETCTBHM C YCTaHOBJIEHHBIMU TPEeOOBAHMSIMHM U YCTAHOBHUTE CPOKM XpaHEHUsS Jied IO
NEPEYHI0; MPOBEANUTE CHCTEMATH3AIMIO 3aroJIOBKOB jaen. OgopMuTe HOMEHKIATYpy AeN Ha o0IIeM
ONaHKe YCJIOBHOM OpraHu3ali MO YCTAaHOBJIEHHOH (opMe, OMpeaesuTe COCTaB AOHKHOCTHBIX JIMIL,
KOTOpBIE JJOJKHBI €€ 3aBU3UPOBATh U YTBEPIUTb.

KOHTPOJIBHBIE BOITPOCHI

1. JlaiiTe onpeneneHre HOMEHKIATYPHI ACI.

2. Oxapaktepu3syiiTe IpUMEHEHHE Pa3IMUHbIX BUJOB HOMEHKIATYPBI A€

3. Ilepeuncnure TpeboBanus K GOPMYITUPOBKE 3ar0JIOBKOB JIe]I B HOMEHKJIATYpE.

4. Ilepeuncnure TpeOOBAaHUS K CUCTEMATU3AIIUH 3ar0JIOBKOB JIe]l B HOMEHKIIATYpe.

5. Kak obpasyercs uHIIEKC J1es1a B HOMEHKIIaType?

6. Kak ucrnosnp3yercs nepeyeHb J0KyMEHTOB C YKa3aHUEM CPOKOB XPaHEHMUSI B
JIeJI0TPOU3BOJICTBE?

7. KakoBblI 3Taribl pa3pad0TKU HOMEHKJIATYPHbI J1e1?

8. KakoB cpoK JeiCTBHS HOMEHKIATYPBI J€N?
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9.2 MeToanuyeckne peKOMEHIAMH 10 NOAT0TOBKE MUCbMEHHBIX padoT

[TuceMennbie paboThl (pedepathl, PEreH3UN) MPOSBISAIOT KaK TEOPETUUYECKUE 3HAHMS, TaK U
MIPAKTUYECKH HaBBIKK CTYJEHTOB. Teopus moapa3syMeBaeT 3HAKOMCTBO C MOHSTHUSAMU «JOKYMEHT»,
«UCTOPUYECKUN HCTOUHUKY», <JIOKYMEHTallbHAs MyONUKAlUsS» U Jp. U HUX KIACCUPUKALUIMU.
[IpakTrueckre HABBIKM 3aKJIIOYAIOTCS TAK)K€ B yMEHUW TIOJTOTOBHTH Ha TMPAKTUKE, B Ka4eCTBE
NPWIOKEHUsT K paboTe, MOKyMEHTAIbHYH MyOJIMKAIMI0, OIEHUTh M IPOAHATU3UPOBATH YKe
MMEIOLINECs U3/IaHus, a TAK)KEe TPAMOTHO U3JIOKUTh Pe3ysbTaThl CBOMX HAOIIOAEHHUH B COOTBETCTBUU
¢ mpaBuiamMu 0(hOpMIIEHUS KBaTU(PUKAIIMOHHBIX PaboT.

[Ipu BBIOOpE TEMBI HCCIEAOBAaHHSA, a TaKXkKe IMpeaAMeTa U OO0beKTa M3Y4YeHHUsS CleIyeT
OpUEHTUPOBATHCS HA YK€ MMEIOIIUICS B 3TOM Jele ombIT. PaboThl mo apxeorpaduu MOTYT OBITH
MOCBSIIEHbl BONPOCAaM TEOPUH, MCTOPUM WM METOAMKH apxeorpaduu. TeopeTHuecKue acreKThl
CBSI3aHBI, KaK NPaBWJIO, C TpaHHUIIAMH apxeorpaduu Kak HAyYHOW ITUCIHUIUIMHBL, €€ 3aJadyaMu u
COOTHOIICHUEM C IPYTUMH JTUCHUIUIMHAMH U HAIIPABICHUSMH.

Ucropust apxeorpaduu BKIIOYAET aHANU3 M3JaHWA HUCTOYHHKOB OMPEICICHHBIX BHIIOB WIIU
AMNOX, WIM HUCTOYHUKOB, OOBEIMHEHHBIX TeMaTHYeCKU. BO3MOXKHO TakKe pacCMOTpPEHHE BKJaJa B
apxeorpaduio OTAENBHO B3ATOTO JIUIA WIIN YUPEKICHUS.

MeTtonuyeckue acmeKTbl MOJpPa3syMEBAaIOT HM3YYEHHsI OTAEIbHBIX 3TaloB apxeorpaduueckoit
paboThl, TaKWX, HANPUMEp, KaK mepefada TEeKCTa MCTOYHHKOB HIIM BBIOOp TecTa AJs MyOIuKaIuu.
[IpoGnembl, cBsI3aHHBIE C COAEPKAHMEM pPACCMATPUBAEMBIX HM3AAHUN (TO €CTh OMYOJIMKOBAHHBIX
HUCTOYHUKOB), TaK’K€ MOTY COCTaBJATh MPEAMET JUisi u3yueHus. B onHOU BBIMTYyCKHOW paboTe Ha
IIPAKTHKE BO3MOKHO COYETAHUE CPa3y HECKOJIBKUX MOJIXO/I0B.

XpOHONOTHYECKHe M TEeMaTHYeCKHE TPaHUIbl IMpU BbIOOpE TeMbl pabOThI MO apxeorpadpuu
JIOCTaTOYHO IIHUPOKH, YTO IMO3BOJSET JOCTATOYHO JIETKO MPHUOIU3UTh HUX K HAyYHBIM HHTEpecam
CTYJEHTA.

[Ipn Hanucanuu paOOTHl BHauaje, KakK IMpPaBWIO, CTYJIEHT Ha OCHOBaHHUM CBOETO
MEPBOHAYAILHOTO 3HAKOMCTBA C MCTOYHUKAMU M JUTEPATypOll MU MPHU KOHCYJIbTAIlMM C HAYYHBIM
PYKOBOJMTEIIEM OIpEesieT OOIIYyI0 HCCIEA0BATEIbCKYI0 MPOOJIeMy, PEIICHUI0 KOTOpoil Oynaer
MOCBSIIIEeHa ero paboTa. B TekcTe 3aKOHYEHHOTO UCCIeI0OBaHuUS ATa MpobdiaemMa J0KHA ObITh BUTHA U3
Ha3BaHUs pabOTHI, e O0BbEKTa W Tpeamerta. (s yTOUHEHHs] HalpaBJeHUs NaJbHEHITUX JEHUCTBUMN
CTYJEHTY CJIEIyeT, C yY€TOM BHIOPAHHOTO T€HEPATHLHOTO MyTH, 00JIee OCHOBATEIBHO TTO3HAKOMHUTHCS C
WCTOYHHKAMHU M JINTEPATYpPOH MO WHTEPECYIONIMM ero mpobiemaM. Pe3ynbpraToM 3TOr0 3HAaKOMCTBA
ABIIIETCS COCTaBJCHHME CTYJEHTOM TIUIaHa paboThl W MPEABAPUTENHHOTO BapHUaHTa CIHCKA
MCIIOJIb30BaHHBIX HCTOYHUKOB U JUTEpaTypbl. M miaH, ¥ CHHCOK COIVIACOBBIBAIOTCS C HAy4YHBIM
pykoBoguTeneM. [lanbHelne OeHCTBUS CTyAEHTA 3aKIIOYAIOTCS B PEIICHUU TOCTABJICHHBIX UM
3anad. [Ipu 5TOM HEOOXOAMMO YUUTHIBATH CIEAYIOIINE MOMEHTHI.

Jlrobas mucbMeHHas paboTa MMEeT OMPEENICHHBIM COCTaB: TUTYJIBHBIA JIMCT, OTJIAaBIICHUE,

BBEJICHUE, IJIaBbl, 3aKIIOYEHHUE, CIMCOK MCIOJIb30BAaHHBIX MCTOYHHUKOB U JINTEPATYPHI, MPHIOKEHUS
(BO3MOXKHBI).
Kaxnas cocraBHas 4acth pabOTbl UMEET CBOIO CTPYKTYPY M CTPOMTCS B COOTBETCTBMM C HAy4YHOMU
JIOTUKOW W (OpMaJIbHBIMU TpeOoBaHUAMU K odopmieHuto pador. Hambonee ctporo cobOmomarorcs
TpaJMLM{ HAIlMCaHUS BBEJIECHUS, KOTOPOE TPAAUIIMOHHO MUMEET CIEAYIOLIUE pa3felibl: aKTyalbHOCTb
TEMbl HCCIIEJIOBaHUS, HMCTOYHUKH HCCIeAoBaHus, wucropuorpadusi. Paccmorpenue storo Oro0ka
BBEJICHUS oIpefenseT o0beKT, IpeaMeT, LeIu U 3ajadyd paboThl, a TakXKe METOAbl MCCIEIOBaHMUS,
HAyYHYIO0 HOBU3HY U CTPYKTYpY paboThl. [lopsaok pa3aenoB B HEKOTOPBIX CIy4asX MOXKET MEHSITHCS,
HO MX HaJIW4yue o00s3aTelnbHO BO BBeJACHUM K pabore. Ilpu wu3nokeHHHM pe3ysIbTaTOB CBOErO
UCCJIEIOBAHUS CTYJEHT JAOJDKEH BIIAJETh HEOOXOIUMOM KyJIbTypOil IUTHPOBAHUS, KOTOPAs O3BOJISIET
CTPOTO OTJIEJSITh BBIBOJBI aBTOpa OT HAOMIOACHHWN W (akTOB, 3a()MKCHPOBAHHBIX B HMCTOYHUKAX W
autepatype. TOIbKO TaKOW IMOAXOJ MO3BOJISIET BIOJHE OICHUTHh CTENEHb HOBHU3HBI U 3HAUMMOCTH
pabotsl. B 3akmtouennu k pabote B 1eoM (a Takke B 3aBEpIIAIONINX a03alax B KOHIIE I71aB) JOJKHBI
OBITh IPUBEJICHBI BHIBOJBI, K KOTOPHIM CTYAEHT IMPHILET B pe3yJbTaTe MPOBEACHHOI paboThl. BrIBOIbI
JIOJIKHBI OBITH apTYMEHTUPOBAHEI.
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