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1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ileap v 33024 JTUCHUTNIMHBI
HGHL AUCHUIUIMHBI — HNOATOTOBUTH BBIITYCKHHUKA, 3HAOHICTO OCHOBHBLIC HAITPaBJICHUSA

rOCYJapCTBEHHOM perjiaMeHTaluu paboThl ¢ JoKyMeHTamu B Poccuiickoit denepanuu, 3aaadu
CIIyObI JJOKYMEHTAIMOHHOTO 00ecreyeH s ynpaBieHUsl U BIAICIONIET0 METOJaMH aHAlIU3a U
COBEPILIEHCTBOBAHUS TEXHOJIOTUU TUIIOBBIX JIEJIONPOU3BOICTBEHHBIX ONEpaLUid.

3ajaun JUCHUTUINHBL:

- U3yYUTh UCTOPHIO (POPMUPOBAHUS HAITMOHAIBHOW CHCTEMBI JICJIONPOU3BO/ICTBA;

- OBJIQJIETH CIIEMAIBHON TEPMUHOJIOTHUEH;

- M3yYUTh COBPEMEHHYIO 3aKOHOJATENbHYIO, MPAaBOBYID U HOPMAaTUBHYIO 0a3y,
perIaMeHTHPYIONIYI0 paboTy ¢ JOKYMEHTAIIUEH;

- chopMHpOBATE Y CTY/ICHTOB HABBIKH BBITIOJHEHHUS OCHOBHBIX JICJIOMPOU3BOICTBEHHBIX
Oomnepalnyii B YCJIOBHUSX INPUMEHEHHs TPAAUIMOHHBIX M AaBTOMATU3UPOBAHHBIX TEXHOJIOTUH
00paboTKH JOKYMEHTOB;

- chopMupoBaTh HABBIKM aHaIU3a CHCTEMbl JOKYMEHTAI[MOHHOTO OO0eCTeueHus
YIIPaBJICHHUS;

- ONpEeAeNUTh  HAaNpaBJICHUS  BO3MOXKHOIO  COBEPIICHCTBOBAHUS  CUCTEMBI
JOKYMEHTAI[MOHHOTO 00ECTIeUeHHs yIPaBICHHUS;

- U3yYUTh MOPSATOK OPTaHU3AINH CIIYKObI JOKYMEHTAIIHOHHOTO O0ECTICUCeHHU S YIIPABICHUS

B COBPEMEHHOM OpraHU3alMH.

1.2 TlepeyeHb MUIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHUS MO AUCIHUILINHE,
COOTHECEHHBIX C MHIAUKATOPAMM I0CTHKEHUSI KOMIIEeTeH M

Komnerenmus HNHaaukaTopbl KoMIeTeHIMit Pe3ysbTaThl 00y4eHust

(KO 1 HAMMEHOBAHHUE)

(Ko 1 HAMMEHOBAHHUE)

OIIK-2. CnocobeH HaXxoauTh
OpraHU3aIOHHO-
YIOpaBICHYCCKAE PEIICHHUS TPU
peuiennu 3ana4d B chepe cBoei
npodeccuoHaIbHOM
JIEATEILHOCTH

OIIK -2.1. 3HaeT 0OCHOBHELIE
COBpPEMCHHBIC TIPOOIEMBI TOCTPOCHHS
CUCTEMBI JOKYMEHTAIHOHHOT O
obecrieueHNs yIIpaBIeHUS U ApXUBHOTO
nena

3HaTh: COBPEMEHHBIE ITPOOIIEMBI
JIOKyMEHTAI[IOHHOTO 00eCIeueHnst
YIPaBJIECHUS U apPXUBHOTO J€Na

YMets: pemats npogeccHoHaIbHbIE 33/1a91
B chepe TOKyMEHTAI[HIOHHOTO
obecrieueHns yIpaBIeHNS U apXUBHOTO
Jena

Brianers: HaBbIKaMH OLIEHKH COBPEMEHHOTO
COCTOSIHUSI CHCTEMBI IOKYMEHTALMOHHOTO
oOecrieueHNs yNpaBieHUs U apXUBHOTO
Jena

OIIK-2.2. OpraHu3oBsIBacT padboTy
ToIpa3ieNieHuit B cepe
JIOKYMEHTAIIMOHHOTO 00ECTIeUCHNUS
YIpaBJICHUS U apXUBHOTO JIeNa

3HaTh: NOPAIOK paboTHI CIry)0
JOKYMEHTAIJHOHHOTO 00eCIICUeHUs
YIIPABJICHUS U APXHBOB

YMeTh: pertaMeHTHPOBaTh paboTy ciyx0
JOKYMEHTAILIHOHHOTO 00eCTICUeHUS
YIPaBJICHUS U apXHBOB

Brnaners: HaBbIKaMH OpraHU3alK PaOOTEHI




moJipasiesieHuit B cepe
JIOKYMEHTAITMOHHOTO 00CECIICUCHUS
yIpaBJICHUS U apXUBHOTO Jiefia B
COOTBETCTBUM C HOPMATHBHBIMHU
TpeOOBaHUSIMHU

1.3 MecTo TUCUMILTUHBI B CTPYKTYP€E OCHOBHOM 00pa3oBaTe/IbHOM
MPOrpamMmabl

JucrummHa (Moayib) «Opranuzanus u TexHosiorus JJOY» oTHocuTes k 00s13aTebHOM
yacTH OJI0Ka JUCIMILTUH Y4eOHOTO MIlaHa.

I[HH OCBOCHHUA AHUCHUIIIINHBI H€O6X0,III/IMBI KOMIICTCHIIUU, C(bOpMI/IpOBaHHBIe B XOA€
N3YUCHUA CICAYIOINX NUCHUIIIINH U IPAKTUK! I[OKYMCHTOBGILCHI/IG, anaBneHHe AOKYMCHTaMU
Kak 005acTh NMpodeccuoHaNIbHON NesATeNbHOCTH, VcTopuss M opraHu3anus rocyapCTBEHHBIX
yUpEeXKIEHUN JOPEBOTIONMOHHON Poccuy M MPOXOXKIACHHS O3HAKOMHUTENBHOW MPAKTHKU TIO
JIOKYMEHTOBECHUIO.

B PE3YJIbTATC OCBOCHUA NUCHUIIIMHBI (i)OpMI/Ip}IIOTCSI KOMIICTCHIINH, HGO6XOILI/IMLI€ JJISA
U3Y4YEeHUS  CJHEeNyIONMX JMCUUIUIMH M MPOXOXKICHHs MNpakTuk: «OpraHu3zalmoHHOE
NPOEKTUPOBAHUE B JOKYMEHTAI[MOHHOM OOECMEeYeHUH YIIPaBJICHUA», «/lenonmpous3BoacTBO B
opraHax TrOCYJapCTBEHHOM BIACTU M MECTHOIO CaMOYIpaBIEHUW», MeToauka yIpaBieHUS
AOKYMCHTAMH B OpraHu3alusix», ((I/IHq)OpMaIII/IOHHI)IC TCXHOJIOTMKM B AOOKYMCHTAIlUOHHOM
o0ecrnieueHUy ynpaslieHus», «PerynmupoBanne qOKyMEHTAlMOHHOTO 00ecIieYeH sl YIIpaBiIeHUs B

AJIMUHUCTPATUBHBIX PEIrIIAMCHTAX» U IMIPOXOKIACHHA Hpe,ﬂHHHHOMHOﬁ IIPaKTHUKH.

2 CrpyKTypa IMCHUILIHHBI

OO61mmas TpyA0eMKOCTh AUCHUIUIHHBI COCTaBiseT 4 3.e., 144 4.

CTpyKTypa IHCUMILIMHBI JIS 04HOI opMbI 00yUeHMsI

OO0beM IUCLUILUIMHBI B (JOPME KOHTAKTHOM PabOThl OOy4arOIUXCS € MEAarorn4ecKuMH
paboTHUKaMU U (WIK) IMLAMU, IPUBJIEKAEMBIMU K peaiu3alii 00pa3oBaTEIbHOM IPOrpaMmMbl Ha
UHBIX YCIOBUSAX, IIPU IPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexnn 32
2 JlaGopaTopHbie pabOThI 48
Bcero: 80

O0beM TUCHHILTUHBL B (POpME CaMOCTOSATENbHON paOOThI 00YYAIOIIMXCS COCTaBIseT 64
aKaJIeMUYECKHUX YaCOB.



CTpyKTypa AUCHUIIMHBI 1JI51 04HO-3204HOI (POpMBbI 00yUeHUsI

O0beM TUCIUIUIMHBI B (hOpME KOHTAKTHOW PAOOTBI OOYYAIOMIMXCS C TEIaroru4eCKUMH
pabOTHUKaMU U (WIJIH) JTUIIAMH, IPUBIIEKAEMBIMU K peaji3aliyi 00pa3oBaTeIbHON MPOrpaMMbl Ha
WHBIX YCJIOBHSIX, TIPY IPOBEJICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jleknum 20
2 J1a00paTOPHBIE PAOOTHI 20
Bcero: 40

O6beM TUCHMILTMHEL B (hopMe caMOCTOATENbHON paboThl 0Oyuatonuxcs cocrapiser 104
aKaJeMUYEeCKHUX YacoB.

CTpyKTypa AUCHUNIMHBI VIS 3204HO0I ()OpMBbI 00yUeHH s

O0beM TUCIUIUIMHBI B (hOpME KOHTAKTHOW PAOOTBI OOYYAIOMIMXCS C TEIaroru4ecKUMHU
pabOTHUKaMU U (WIJIH) JTUI[AMH, IPUBIICKAEMBIMU K peaji3alii 00pa3oBaTeIbHON MPOrpaMMbl Ha
WHBIX YCIIOBUSIX, IPH MTPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tum ydeOHBIX 3aHATHI KomnuecTBo
4acoB
2 Jlexuuu 12
2 J1a00paTOPHBIE PAOOTHI 20
Bcero: 32

O0bemM AUCIUIUTHHBI B (DOpME CaMOCTOATENbHON pab0OThl 00yYaromuxcs cocTaiseT 112
aKaJEMHUYECKUX YaCOB.

3 Coaep:kanue IMCUUIIMHDbI

Ne | HaumeHoBaHMe pa3aesia Conep:xanue
AUCHHUILINHBI
1 1 HagHaquHe Kypca, HpeleeT, COJACpKaHNUC U 3ala4yi  Kypca.

HCTOYHHKH W JIUTCPATYypa

TepMUHOJIOTHS OCHOBHBIX IOHSATHH B 00JacTu
JeIONpOu3BOACTBa, €€  3Boitonus.  OueHka
TEPMHHOB B OT€UECTBEHHOMU JUTEpaType.

Bzaumocssi3b OpraHu3aIuu u
TE€XHOJIOTMH TOCYAAPCTBEHHOTO IEJIONPOU3BOACTBA
c pa3BUTHEM TOCYIApCTBEHHOIO ammapara, ero
(GYHKUMSAMH U CTPYKTYpOIl. [lepnoauzanus
OCHOBHBIX ATallOB Pa3BUTUS AEJIONPOU3BOICTBA.

Oco0eHHOCTH U 3aKOHOMEPHOCTU PAOOTHI C
JIOKYMEHTaMU B yupexaeHusx Poccuu B paznuuHbie
UCTOPUYECKHE NEPUOJbl, UX IPEEMCTBEHHOCTh B
YCIIOBUSAX AEATEIBHOCTU COBETCKOIO M POCCUICKOTO
roCyAapCTBEHHOTO aIapara.




Mecto kypca cpeaud ApYrux H3ydaeMbIX
JTUCLUTLITNH.

O0630p HCTOYHMKOB U JIUTEPATyphbl IO
nenonpou3BosicTBy B Poccun 1o 1917 1.

JlutepaTypa 1O Hay4dHOHl oOpraHu3alUuU
ynpasieHueckoro tpyaa B 1920 - 1930-x rr., ee
3Ha4YEHME JIJIsl U3YUYEHUs Kypca.

PaGoter mo nemompousBoactBy  1960-x -
1980-x IT., ¢dbopmupoBanue HOBBIX
pallMOHATM3AaTOPCKUX HJIeH W HUX OTPaKEHUE B
HMCTOYHMKAX U JIUTEpaType, NEPUOTUISCKON TEeHaTH.

CoBpeMeHHasi  cHeIUaibHas JIUTEpaTypa,
y4eOHMKH W ydeOHble mocoOus. M3meHenue
TEMAaTUKU HAY4YHO TMpakThueckux padot B 1900-¢ -
2010-e IT. B CBsI3U C CO3JaHUEM
ABTOMAaTU3UPOBAHHBIX CHUCTEM JEJIONPOU3BOICTBA,
COBPEMEHHBIX CpEeJICTB KOMMYHHKAITUH,
OPraHU3alMOHHON ¥ BBIYUCIUTEIbHOW TEXHUKH.

Jluteparypa mo TeopuM W TPAKTUKE YIpaBICHUS
JOKyMEHTalueir  3a  pyOexoMm. OrneHka
BO3MOXXHOCTH 3aMMCTBOBaHUsS 3apyOeKHOTO OIBITA
paboThl C JIOKYMEHTAMH

2.1. Bo3HMKHOBEHHME W Pa3BUTHE

JAeJI0NPOU3BOACTBA B
yupexaenusax Poceun XVI - XVII
BB.

PernaMenTanus 3aKOHOJATEILHEIMH aKTaMH
XVI - XVII BB. OTHENBbHBIX CTOPOH CO3JIaHUS M
odopMITeHUS JIOKYMEHTOB, 00s13aHHOCTEN
“cyKumipIx” JIIOJIEH. Opranuzanus
JEJONPOU3BOJICTBA B IICHTPAIBHBIX YUPEKIACHUIX
Pycckoro LIEHTPAITU30BAHHOTO rocyaapcTBa
(mpukasax), 1 MECTHBIX YUPEXKIEHUAX (IPHUKa3HBIX
n30ax), ero ocobeHHocTH. OCHOBHBIE ATAIbI PadOTHI
C IOKYMEHTaMH, JCJIOMPOU3BOACTBEHHBIC OMIEPAITUH.
CronbuoBas ¢hopma J1eT0MpPOU3BOJICTBA.

2. 2. Jle1onmpou3BOACTBO B
yupexaeausx Poccun XVIII B

XapakTepucTUKa «I"enepanbHOrO
peraaMeHTay 1720 T. Kak OCHOBHOT'O
3akoHogatenpHoro akra XVIII B. mo opranuzanuu
JeNONpOu3BO/CTBa. PernmameHTtanus JOMHKHOCTHBIX
00s3aHHOCTEH  CHyKalMX B 3aKOHOJATENbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cexperaps
B KOJUIGKCKOM Jenonpou3BoactBe. OcoOeHHOCTH
TEXHOJIOTMH  Jienonpou3BojacTBa.  OpraHusanus
ApXMBHOT'O XpaHEHMsI IOKyMEHTOB.

«Obmmee yupexaenue ryoepackoe» 1775 . o
NOpsKE  JCNONPOM3BOACTBA U YCTAHOBJICHHE
UepapXuu B JOKYMEHTUPOBAHUHU B3aMMOOTHOUICHHH
HEHTPaJIbHBIX U MECTHBIX Y4pexaeHui. OTauuus




TexHosioruu  jenonpousBoncrsa  XVIII B, ot
TEXHOJIOTMH NPEALIECTBYIOIIETO IEPUOA.

2. 3. Jleronmpou3BOACTBO
yupe:xkaenussx Poceun  XIX

Hayajie XX BB.

B

«O0mee yupexaeHne MUHHCTEpCTB» 1811
T. KakK OCHOBHOW 3aKOHOJATEJbHBIA aKT IO
€AMHOO0pa3HOMY TMOPSIKY JI€JIONpPOU3BOJCTBA B
yupexxnenusix  XIX B. Co3gaHue  CHCTEMBI
JIEIOTIPOU3BO/ICTBA, COOTBETCTBYIOIICH
€IMHOHAYAJIbHOMY MOPSAKY NPUHATUS PEIIECHUN B
LHEeHTPAJbHBIX  yupexaeHusix Poccunm XIX  B.
PernamenTanus ABUXKEHUS JOKYMEHTOB.

TennmeHmu pocra JOKYMEHTOOOOpOTa H
MEpBI IO €T0 COKPALLEHHIO B 3aKOHOAaTenbeTBe XX
B. BiusHMe HOBBIX CpPEICTB JOKYMEHTHPOBAHUS,
CBSI3M, KOITUPOBAJIHHOW TEXHUKH HA CHCTEMY PaOOTHI
¢ JoKymMeHTamu. Pa3paboTka parmoHaIbHBIX CHCTEM
JIEJIONPOU3BOJICTBA B OTAEIBHBIX BEJAOMCTBaX U
3HAYEHHUE 3TOTO OIbITA AJI NOCIEAYIOIIETr0 Pa3BUTH
JIEeJI0NPOU3BO/ICTBA.

CoBpemMeHHast OLICHKa CHUCTEMBI
JIETIONPOU3BOJICTBA JOPEBONIOLMOHHON Poccun u
€ro BJIHMSHHUE HA JaJbHEWIee pa3BUTHE CIIOCOOOB H
METOJIOB pa0OTHI C JOKYMEHTaMH.

2.4.CTtaHoBjIeHue

yupexKaeHHUsix.

U pa3BuUTHE
AeJI0NPOU3BOACTBA
COBETCKHUX T'OCYAapCTBEHHBIX

B

Iloucku panuoHanbHBIX (HOpM OpraHu3aLUU
nenonpou3BoacTsa B 1919 -1920-e rogsl.

Hayuynast opranuzamus ymnpaBJI€HYECKOTO
TpyAa Kak (opma OOIIECTBEHHOTO [BHXECHUS 32
paloHaIM3aIHI0 Tocanmnapara.

Coznanue HAy4YHO-HCCJIE10BATEIbCKUX
MHCTUTYTOB, BEJJOMCTBEHHBIX 1 BHEBEIOMCTBEHHBIX
OpPraHOB PALIMOHAIM3ALMU, HMX HCCIIEIOBATEIIbCKAs
JeSITEeIbHOCTh W IPAKTUYECKHE pa3paboOTKH IO
BHE/IPEHUIO Hay4YHOH OpraHu3aIuu
ynpasinendeckoro Tpyaa (HOVT).

OmnbiT pabotel OtThena aaMUHUCTPATHBHON
texuuku (ATO) HK PKM CCCP, akumonepHOro
obmectBa  «Oprerpoity, HWHcTUTyTa  TEXHUKH
yIOpaBiIeHUs M0 palliOHATIN3aLUHU JeJIONPON3BOACTBA
B I[EHTPAIbHBIX U MECTHBIX YUPEKICHUSX.

Xapaktepuctuka W 3HadeHme «OOmumx
NpaBWI JOKYMEHTALMU U JOKYMEHTO0O0pOTa» Kak
HOMBITKM O0OOIIEHUsI METO/I0B pPalMOHATIM3ALNN
JIeNIOTIPOU3BOICTBA U BHEJIPEHUS B IPAKTUKY PAOOTHI
€AVHBIX  IpaBWJ OpraHHU3allMd M TEXHOJIOIMH




JIeNTOTIPOU3BO/ICTBA.
JlesTenbHOCTh ['maBHOTO ApPXUBHOTO
ynpasinenuss ('AY) CCCP no wmeroauueckomy
PYKOBOJICTBY JI€IIOTIPOM3BOACTBOM. METOIMUECKUE
paszpabotku ['AY CCCP 1960-x rr. mo opranuzainuu
U TEXHOJOruu JenomnpousBoicTBa. Co3manue u
BHeZpeHne  OCHOBHBIX  MOJOKeHW — EnuHoii
TOCYAapCTBEHHOW  CHUCTEMBI  JEIIOMPOU3BOACTBA
(EI'CH), ee 3HaueHue g  OpraHU3alUd
JIEIONIPOU3BOJICTBA B YUPEIKICHUSIX M OPTAHU3AIIHSIX.
AKTHBH3AIHS COBEPIICHCTBOBAHUS
nenonpoun3BojictBa B 1970-e — 1980-¢ rr. PazButune
TEOPETUYECKUX W MPUKIATHBIX HCCIECJOBAaHUA B

obnactu COBEPLICHCTBOBAHUS
JOKYMEHTAIlMOHHOTO OOECHEeYeHUs  yIpaBlEHUSI.
PopmMupOBaHHE  KOHUEIHIIMHU HOY. Leuns,

HazHadeHWe, cocTaB (OCHOBHBIX  TOJIOKCHHIMA
I'CAOY, xapakTepuCTHKa OCHOBHBIX MOJIOXKEHUH U
TEMAaTUYECKHUX Pa3/IeIIOB.

3.1. Opranuszanus
AOKYMEHTAIIHOHHOT' 0
olecrieyeHust ynpaBJIeHHs

Jlokymenmayuonnoe obecneyerue
VNPABNeHUsl - 0CHO8A MEXHOJI02UL YNPABTIeHUs.

[Tonsitue «JIOKYMEHTALIMOHHOE
obecnieuenue ympasieHus» (JJOVY). CooTHomeHHE
MOHSTHN «JIeTIOTIPOU3BOJICTBOY,
«JIOKYMEHTAIIMOHHOE O00ECTICUCHHE YIPABICHUSY,
«yTIpaBlieHUE JTIOKyMEHTaMI. VYmpasnenue
JOKYMEHTaMHU KaK COBOKYIIHOCTb JEHUCTBUH C
JIOKyMEHTaMU OpraHu3auu c LENbI0
JIOKAa3aTeNbCTBA  IMPOBEJEHUS  YIPaBICHUYECKUX
Onepalui. TpebGoBanus K yIpaBIECHUIO
JIOKYMEHTaMHU.

VYnpaBnenueckas JeSTeIbHOCTD u
JIOKYMEHTAIlMOHHOE ~ OOECIEYeHHE  YIpPaBICHUSI.
JIOKyMEHTaITMOHHOE O0eCTICUueHUe YITPABJICHUS KaK
GyHKIMST YMpPaBIEHUS, €r0 MECTO CpPeIu IPYTUX
byHKIMil yrnpaBieHus. 3Hau€HUE JOKYMEHTOB st
peaiM3alliy yNpaBiIeHUYECKUX peuieHuil. BrusHue
XapakTepa YIpaBJICHUS, TMPUHIUIOB MPUHATHSL
VOpaBIEHYECKUX PEIICHUH  Ha OpraHu3aluio |
TEXHOJOTHIO  JOKYMEHTallMOHHOTO O0ecreueHus
yIpaBJcHUsI.

JloKyMeHTalmoOHHOE o0ecnieueHue
YIpaBICHUS KaK CHUCTeMa pabOThI C JOKyMEHTaMHU.
@akTophl, BIMAIOINIMNE HA €ro OpraHU3alui0 U
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TEXHOJIOTHIO B YUPEKJEHHUAX, OPTaHM3alUAX U Ha
MPEANPUITHIX Ppa3IUYHBIX OpraHU3aIlMOHHO-
npaBoBBIX GopM. OpraHu3anMoOHHBIC, TPABOBEIC,
COLMaILHBIE M TICHUXOJIOTHYECKHE aCIEKTHI
JIOKyMEHTAIIMOHHOTO 00eCIIeUeHHUs yIIPABICHHUS.

Bmmsane ABTOMAaTU3UPOBAHHOMN
TEXHOJIOTHH 00paboOTKM JTOKYMEHTOB Ha
JIOKYMEHTAIlMOHHOE 00eCTIeUeHre YIPaBICHHUS.

BzauMocBs3b JIOKYMEHTAIMOHHOTO
obecrieueHust ynpaBJIeHUs ¢ XpaHEHUEM JJOKYMEHTOB
B apXMBE€ OpraHu3allid M B TOCYJapCTBEHHBIX
apXuBax.

Hanpasnenus cocyoapcmeennozo
pe2yauposaHus 0elonpou3800cmea
6 1990-e — 2000-¢ 200w1.

XapakTepUCTUKa  3aKOHOJNATENBHBIX U
HOPMATHBHBIX  IIpaBOBBIX  aKkTOB  Poccuiickoit
@enepany,  perylaMEeHTUpyOLUMX  paboty ¢
JoKyMeHTamMu.  HampaBneHusi rocyaapcTBEHHOTO
perynupoBaHus. 3aKOHOJATENbHOE 3aKperyieHUue
o0mux TpeOOBaHUN K JOKYMEHTaM M CHCTEMaMm

yIpaBiIeHUs. OTBETCTBEHHOCTh 32 paboTy ¢
JIOKYMEHTaMU M UX COXPaHHOCTb.
XapakTepucTuKa HOPMAaTHUBHO-

MCETOANYCCKUX AOKYMCHTOB MCKOTpPACICBOro

JICUCTBUA.

3.2. Opranm3anus cayxos1 JJOY. OpraHuzanoHHbIE dbopmbl
JTOKYMEHTAIlMOHHOTO  00eCHe4YeHHus yIpaBleHUsI.
®DakTophl, onpeesIonue BBIOOD

OpraHu3allMOHHOW  (GOpMBI B KOHKPETHOMU
OpraHu3aIuHg.

OcHoBHas 11eIb, 339U U (PYHKITMH CITY>KOBI
JOYVY.

Tunossle cTpyKTYypHI cayxk0561 JJOY.

Pernamenrtanus ¢GyHKOME moapaszaeneHuid

10 JIOKyMEHTAllMOHHOMY OOCITy>KUBaHHIO. THUIIOBBIE
U UHAUWBUAYyalbHbIE MOJIOKEHUs o ciayxoe [JOVY.
Tunosoit bopmysip MOJIOKECHHUS, COCTaB
UH(POPMALIUH, TTOPAIOK pa3pabOTKH U yTBEPKICHUSL.

JlomKHOCTHOH M YHUCIEHHBIH  COCTaB
pabotaukoB ciryx0b1 JJOY. OyHKIMKH pabOTHUKOB
CITYKOBI A0V (cexperapn CTPYKTYPHOTO
HOJIpa3IeJICHus, ceKpeTapb PYKOBOAUTES,
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MHCIIEKTOp MO KOHTPOJIO U T.A.). 3aKpeIUieHHe
OTBETCTBEHHOCTH M TIOJIHOMOYHMU pabOTHHUKOB
cyx0b1 JIOY.  JIoJKHOCTHAasE MHCTPYKLHUS Kak
OCHOBHOW HOPMAaTHUBHBIN TOKYMEHT, OIIPEACIIAIOIINI
OpraHU3alMOHHO-IIPABOBOE IOJIOKEHHE PAOOTHHKA.
@opmyssip JODKHOCTHOW  MHCTPYKLMHM, COCTaB
UH(POPMALIUH, TOPSIOK pa3pabOTKH U yTBEPKICHUSL.

[Tonoxenue o ciyx6e JJOY u gomkHOCTHAs
MHCTPYKLUS KaKk  HOpMaTHBHas  OCHOBa
pacupenesieHus Tpyna MEXIy MOApa3JeIeHUsIMU U
VCIIOJTHUTEIISIMU.

HNHCcTpyKUIMsT 10 JIEIONpPOM3BOJCTBY -
OCHOBHOW HOPMATHBHBIN aKT, pPErJIaMeHTUPYIOLINNA
TEXHOJIOTUIO  JOKYMEHTAIl[HIOHHOIO  00OecreyeHUs
ynpasieHusi.  TumoBele M MHAMBHUAYaJIbHBIE
uHcTpykuuu.  Ilopsimoxk  pa3paboTku,  cocraB
UH(POpPMAaLIUK, MTPaBUJIa YTBEPKIACHUS U BHEAPCHMUS.
OTBETCTBEHHOCTh COTPYJIHUKOB OpraHMU3alMM 3a
coOntofieHre TpeOOBaHUI MHCTPYKIIUH.

HopmupoBanue tpyaa paOGOTHUKOB CITy>KObI
JOY, TunoBble  HOPMATUBBI  BPEMEHH  Ha
JIeNIOTIPON3BOACTBEHHBIE PAOOTHI.

Pa3melenne CTpyKTypHBIX NOIpa3AciIeHUN
cnyx6sl JIOY. VYcnoBus Tpyna, opraHuzanus u
o0opyaoBaHue paboUnX MecCT.

IMopsimox XxpaHeHWsl neudaTei, ONaHKOB H
IpaBWja II0JIb30BAaHHUA HMHU. OTHKAa JIEJOBBIX
OTHOILICHUHN, TICUXOJIOTHUECKUN acneKT padoThl C
JIOKYMEHTaMH. [TonroroBka KaJIpOB
JIeNIONPOU3BOACTBEHHBIX  CIIYXKO. Dopmel
HOBBILIEHUS]  KBAIM(UKALUK  CIEUUATUCTOB B
obmactu J10VY.

3.3.
AOKYMEHT0000poTa

Opranusanus

Omnpenenenne NOHATUS «TOKYMEHTO000POT.
OOume  OpUHOUNBI W METOAWYECKHE OCHOBBI
OpraHu3alK JOKYMEHTO000pOTa, UX peanu3auus B
JNEHCTBYIOINX TOCYJapCTBEHHBIX HOPMATHUBHBIX
JOKYMEHTaX.

Crpykrypa u olmas XapakTepuCTUKa
JIOKyMEHTOTIOTOKOB.  O0BeM JTOKyMEHTO00OpOTA.
VY4er KoJanuecTBa JOKYMEHTOB.

[Ipuewm, MIPOXOXKACHUE u MOPSTIOK
UCTIONTHEHUS MOCTYHAIOIINX JIOKYMEHTOB.
[TepBuunas SKCHEAUIIMOHHAS obOpaboTka

nokyMmeHToB.  [IpenBapurenbHoe  paccMOTpeHUE




12

JIOKYMEHTOB. PaccmoTtpenue JIOKYMEHTOB
PYKOBOJCTBOM OPTaHU3ALMU, IPUHITHE PELICHUS O
XapakTepe UX  HUCIOJIHEHMS. Hampasnenue
JIOKYMEHTOB Ha UCIIOJIHEHUE.

JloctaBKa ~ TOKYMEHTOB  HMCIOJIHMUTEIM,
HOPSIIOK  MX MpueMa U nepenadu. PaOora
VCIIOJIHUTENS ¢ JOKYMEHTaMH. JTalbl UCTIOJHEHMSL.
[Topsimok 0OpabOTKU OTIHPABISAEMBIX JTOKYMEHTOB.
[IpaBuna opraHu3anuM JBMKEHUS BHYTPEHHHUX
JOKYMEHTOB. HampaBieHust coBEpIIEHCTBOBaHUS
JIOKYMEHTO000pOTa U IYTU €r0 COKPAIICHHUS.

TenneHuun pocra JAOKyMEHTOOOOpPOTa B

COBPEMEHHBIX OpraHu3aIusIX. Bnusiaue
aBTOMaTu3aluu  00paboTKkM  MHpOpMaIMH  Ha
KOJINYECTBEHHbBIE U Ka4eCTBECHHbBIE

XapaKTCPUCTUKU JIOKyMeHTOO60p0Ta.

3.4. PerucTrpauusi JOKyMeHTOB M
OpraHu3anms CIIPABOYHO-
HH(pOPMALMOHHOT0
00CcJTy;KMBaHMS.

Perucrpanmss ~ kak ~ cocTaBHas ~ 4acTh
texHonorun  JIOY. IlpuHnmmel  perucrpanuu
JIOKYMEHTOB

XapakTepucTuka COBPEMEHHBIX
pEerHCTpaoOHHBIX (OpM, cocTaB WHGOPMAIUU U
MOPSIIOK WX 3arojiHeHus. Pa3Buthme crmocoOoB
perucTpanuu B roCy/1apCTBEHHOM
JIeJIONIPOU3BO/ICTBE.

B3auMocBs3p peructpanuu JIOKyMEHTOB C
opraHu3zanuei CIPaBOYHO-UHPOPMALIMOHHOM
paloThl, OpraHu3anueil KOHTPOJS HCHOJIHEHUS H
nocneayromei 00padboTKoN JOKYMEHTOB.

WNHnexcupoBanne NOKYMEHTOB. 3HaU€HUE U
npaBuiia ¢dbopmupoBaHus UH/IEKCOB.
WnpexkcupoBaHue  JOKYMEHTOB B YCIOBUSX
TPaAUIIMOHHONW 00pabOTKU JOKYMEHTOB.

[IpuHnunsl nocTpoeHuss MH(GOPMALMOHHO-
nouckoBsix cucreM (UIIC) pyuHoro tuna, ux BUIBL.
WndpopmanoHHO-cIIpaBOYHOE o0cIty>)KHBaHuE
anmnapara yOpaBJ€HUS B YCJIOBHUAX IPUMEHEHHUS
aBTOMaTU3MpoBaHHBIX TexHonoruut JJOVY. Ilouck u
UCIIOJIb30BaHUE uHpOpMaIuu B
aBromarusupoBanHbix UIIC.

10

3.5. KoHTpoab  HMCHOJHEHHUS
AOKYMEHTOB

dopmupoBanue TpeOOBaHUN K OpraHU3aLUU
KOHTPOJIS HCIIOJTHEHUS JOKYMEHTOB B
JIEJIONIPOU3BO/ICTBE.

3HaueHue KOHTPOJIS 3a CpoKaMu
WCIIOJHEHUS JOKYMEHTOB B allllapare yNpaBICHMUS.
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OCHOBHBIE TPUHITUIIBI €70 OPTAHU3ALIUH.

3amaun  cayx6el  JIOY 1o  KOHTposo
WCIIOJIHEHHS TOKyMeHTOB. KaTeropuu 1OKyMEHTOB,
MOJUJIeKalIe  KOHTPOJIIO Cpoku HMCTOTHEHUS
JIOKYMEHTOB. TeXHOJIOTHA KOHTPOJIbHBIX ONEpaIlUid.

PernaMeHnTsl  BHYTpPEHHEW  OpraHHU3aluU
denepanbHBIX OPraHOB UCIOTHUTEIBHOMN BIIACTH KaK
OCHOBa KOHTpPOJSl HCIIOJHEHUS JOKYMEHTOB B
TrOCyJIapCTBEHHOM armapare Poccuiickoit
®denepauuu.

O0o0111eHe, aHaau3 M HCIOJbL30BaHUE
JAHHBIX 00 WCIIOJIHEHUH JTOKYMEHTOB B YCIIOBHUSX
TPaJULIMOHHON U aBTOMATU3UPOBAHHON TEXHOJIOTHH
00pabOTKH JOKYMEHTOB

ABTOMaTH3UPOBAHHBIE CHCTEMBI KOHTPOJIS
3a CPOKaMM HCIIOJIHEHHSI JIOKYMEHTOB, OIBIT HX
MIPUMEHEHUSI.

11

3.6. Opranuzanus
AeJIONPON3BOJACTBA no
NpeNIoKeHUsAM, 3asiBJIEHUSIM H©
JKaj100aM rpaxkaaH

OO0111eCTBEHHO-TIOJIUTUYECKOE U COLMAIEHOE
3HaueHUe OoOpalleHul TpaxkaaH. 3aKOHOAATeIbHAas
pernmaMeHTanuss  paboOThl € MPEUIOKEHUSIMH,
3asBICHUSIMU U JKaI00aMu TpaXkKaaH.

DopmMupoBaHUE HOPMAaTHUBHOMN 0a3bl,
pEerIaMEeHTHPYIOIIEH  OpraHM3aluio  pabdoOTBl  C
oOpamieHusIMH ~ TpaXJAaH B  TOCYJapCTBEHHOM
amnmapare.

OcHoBHble 3amaun  ciayx0er  JIOY 1o
OpraHu3aiyy padoThl ¢ OOpallleHUSIMHU TPaKIaH, €€
ocobenHocTH. Onepanuy 1no NpuemMy, perucTpanum,
KOHTPOJIIO HCIIOJHEHUS, NPUHATHUIO PEIIeHUH I0
oOpamienussM  rpaxjgaH. CpOKM  HCIIOJHEHHS.
TpeboBaHMs K COAEPKAHUIO OTBETHBIX JIOKYMEHTOB.
dopMHUpOBaHUE W XPAHEHHE JIEN C TIPEUIOKEHUSIMH,
3agBJICHUSAMU M kanobamu rpaxaaH. O0oOieHue,
aHAJIM3 W WHCIIOJIb30BaHME JAaHHBIX O pabore ¢
oOpallleHHsIMU TpaXk/1aH B anmapare yrnpaBieHHs.

Opranuzanus npuema rpaxaaH B
rOCyJIapCTBEHHBIX YUPEKICHUAX. DOPMBI 1 METOIBI
COBEpIICHCTBOBaHUA PAabOTBl C  OOpalIeHUSMH
rpaXIaH B OpraHax TOCYAApCTBEHHOW BIIACTH H
yIpaBJICHUS, B OOIIECTBEHHBIX OPTraHU3ALIUSAX.

[Tpumenenne ABTOMAaTH3UPOBAHHBIX
TEXHOJOTMM A  TMOATOTOBKM  OTBETOB U
OpraHu3aIuu uHGOPMaAIMOHHO-CIIPABOYHOMN
CIyXObl B YYPEXKACHUAX C OONBIIMM OO0BEMOM
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oOpalneHu#t rpaxkiaH.

12

3.7. XpaHeHHe JOKYMEHTOB B
A€eJIOTPOU3BO/ICTBE OPraHU3aL UK

Opecmwauuﬂ meKyweco XxpanerHus
aOKyMEHn’ZOG u obecnevernue ux COXpaHHOoCmu

OCHOBHBIE TTOJIOKEHUS 3aKOHOHaTCHBHOﬁ
perilaMCHTAllU XpaHCHUS JOKYMCHTOB B
Poccuiickoit ®enepannu. Meroguueckue
JOKYMCHTEI 110 OpraHu3aliu XpaHCHUs.

XpaHeHHe JIOKyMEHTOB B CTPYKTYpPHBIX
noJpasziesieHusIX opranu3anuu OTBETCTBEHHOCTb 32
COXPaHHOCTb  JOKYMEHTOB. Opranuzanus
CIpaBOYHON pabOTHI ¥ MOPSIIOK BbIJIaUX JOKYMEHTOB
BO BpPCMCHHOC II0JIb3OBAHUC TIPH XpPAaHCHUU B
CTPYKTYPHBIX rnoapasacacHusX. XpaHeHue
JOKYMCHTOB Ha HECTPAAUIMOHHBIX HOCHUTCIIAX.

CoxpaHHOCTh JIOKYMEHTOB npu
peopraHu3alnuy 1 JUKBUAALNN OpraHU3alHi.

Homenxnamypa oen

[Tonarue «HOMeHKNaTypa nen». Haznauenue
HOMEHKJIaTyphl fen. Homenkiatypa nen kak OcHOBa
CHCTEMaTH3allU1 JTOKyMEHTOB B HEJISAX UX
MOCJIETYIOIIETO XPaHEHHS.

TpeboBaHMst K COCTABICHUIO HOMEHKIIATYPBI
nen. Mx periiamMeHTanusi B 3aKOHOJATEIBHBIX
aKTax ¥ HOPMaTHBHO-METOIMYECKUX TOKYMEHTaxX
MEKOTPACIIEBOTO ICHCTBUSI.

Buasl HOMeHKaTyp e, uX 0COOEHHOCTH U
Ha3zHaueHue MeToaMKa COCTaBICHHUS
HOMEHKJIATypHI JIeJl: U3yYeHHEe COCTaBa
JOKYMEHTOB, pa3paldoTka Kilaccu(hUKamOHHON
CXEMBI; COCTABJICHUE 3ar0JIOBKOB JIENT 1 UX
CHCTEMaTH3aIHs C YIETOM YCTaHOBIICHHBIX
TpeOOBaHMiA.

[Mopsinok odopMIiIeHHs, COTTACOBAHUS U
YTBEPKJI€HUSI HOMEHKJIATyphl fesl. CpOKU XpaHEHUs
JIOKYMEHTOB

Hcnonp30BaHne HOMEHKIIATYPHI JIe] B
OTIEPaTUBHOM XPAaHEHUHU M apXUBE OpraHU3aIHH.

Opeanuzayus u nopsioox gopmuposanus
oern

[Tonstue “popmupoBanue nen”’, OCHOBHbBIC
TpeOOBaHUS K POBEICHHIO 3TOI paOOTHI.
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CoBpeMeHHasi HOPMAaTUBHO-METOANYEcKast 0aza,
orpenensonas TpeboBaHus K GOPMUPOBAHHIO JEIT
B JIEJIONPOU3BOICTBE.

dopMHUpOBaHUE JET B OPTaHU3AIUIX
Pa3IMYHBIX YPOBHEH yIpaBICHUS. 3a1auu CIIYKObI
JOVY u apxuBa opraHu3aiyy 1Mo 00ecreYeHUIO
KauecTBeHHOTro (hopmupoBanus nei. [Ipasuia
dbopMupOBaHUA B JieNia JOKYMEHTOB Pa3TUYHbIX
BUJIOB. [[pyHIIMIIBI cUcTEeMaTH3alUU JOKYMEHTOB
BHYTpH JI€JL.

OpZaHZ/lS’ClL{H}Z IKCnepmu3vl YeHHocCmu

O0OKYMEHmMO8
[Tonsitue “akcrepTrsa LIEHHOCTH
TOKyMeHTOB”.  HopmaTuBHO-MeTOIMYEeCKHE U

TEOPETUUYECKUE OCHOBBI IPOBEIACHUSI SKCIEPTU3BI.
TpeOGoBaHMsI K MPOBEICHUIO YKCIIEPTU3BI [IEHHOCTH
JIOKYMEHTOB.

Opranuzanus paboOTBl  LEHTPATBLHOM
skcnieptHol  komuccuun (IOK) wu  skcneprHoit
komuccun (OK) yupexneHus (opraHuzanuu) IO
MPOBEJICHUIO AKCIIEPTU3Bl IEHHOCTU JOKYMEHTOB.
[Tonoxenne 00 skcmepTHON Komuccuu. IIpaBa u
GYHKIUM  SKCIIEPTHOW KOMHCCHM, TIOPSIOK ee
paboTHL. JlokymMeHTupOBaHUE NesATEIbHOCTH
OKCIIEPTHOM  KOMHCCHM.  JTalbl  MPOBEACHHS
OKCIIEPTHU3BI LIEHHOCTH TOKYMEHTOB. OdopMmicHwme
Pe3yIbTAaTOB IKCIEPTU3BI IIEHHOCTH JTOKYMEHTOB.

Tloustue “rnepeyeHb JIOKyMEHTOB”.
Ha3naueHne 1 uCnosib30BaHUE MIEPEYHEN B KAUECTBE
OCHOBHBIX HCTOYHHKOB IO YCTAaHOBJIEHHIO CPOKOB
XpaHeHHUs U O0ecreueHus: €AUHCTBA ONEePATUBHOTO
XpaHeHUs JOKYMEHTOB B JEJIONPOU3BOACTBE U
apXMBE OpraHU3alINH.

TunoBble U  BEIOMCTBEHHBIC MEPEUHH.
Hcnonb3zoBanue mnepeyHerd Uil COCTaBJICHHUS
KJIaCCU(UKATOPOB U HOMEHKJIATYp JEl.

Iloocomoska u oghopmaenue oen

VYuudukauus  TpeboBaHMN K Jenam,
caaBaeMbIM B apxuB. HopMmaTuBHO-MeToAHUYECKHE
JOKYMEHTBI ~ MEXOTPAacleBOro  JEHCTBUS 00
0o OpMIICHHUH JICII.

OcHoBHBIE TpeOOBaHHS K OQOPMIICHHIO JIEIT.
[TonnHoe u yactuuHoe opopmienue nen. [loamuska
nen. Hymepauusi ntucToB. 3aBepuTeSibHAsT HAJIKCh.
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Buytpennsist omuck. OdopmieHne OOIOXKKH el
MOCTOSTHHOTO U BPEMEHHOT'O XpaHEHUSI.

Onucu oen
Tloustue «OIINCH eI, IIpaBuna
COCTaBJICHUSA OITHCH el CTPYKTYPHOTO
noapa3ieICHuUs. Bunpl ommceit.  Odopmnenue

OITUCH JIeJ CTPYKTYPHOT'O MOIpa3/IeICHUSI.
Ilopsiook nepedauu den 6 apxus
opaanusayuu

Ilepenaua fen B apXuB  OpraHU3aLUU.
B3aumoneiictBue cayx6s JJOY u apxuBa mnpu
(GopMUpOBaHMM  OCHOBBI Ui  IOCIEAYIOIIETO
XpaHEHUsI U UCTIOJIb30BAHUS TOKYMEHTOB. EnuHCTBO
OpPraHM3aluHf JOKyMEHTOB B JEJONPOM3BOACTBE U
apXxuBe.

13

3.8. HanpasJienust
cosepmieHcTBOBaHus J10Y

VYnopasieHne  JOKyMEHTaMH  Kak  4acThb
CUCTEMBI YIIPaBJIEHUS KadyecTBOM. CTaHaapTh3anus
OpoUEeAyp  YNpaBiICHHWs  JOKyYMEHTaMHM  Kak
METOAMYEeCKass OCHOBAa  JIEATEIbHOCTH  CIIyXO
JIOKYMEHTAIMOHHOTO O0ecreueHus] ynpaBJeHUs B
POCCUICKHMX OpraHU3aALMIX.

PazBurue perinaMeHTanuu
JOKYMEHTAllMOHHOTO  O00EeCIeUeHHs  YNpaBIICHUS.
Pounb TUIIOBBIX pErIaMeHToB OpraHoB
TOCYJapCTBEHHOW BJACTM M YIPAaBIEHUS B
PEryJIupoOBaHUM JOKYMEHTAI[MOHHOT'O O0eCreueHHs
UX  JIeATENbHOCTH. BHYTpeHHHE  perilaMeHThI
OpraHu3aIu.

CoBepIlIeHCTBOBAaHUE  JIOKYMEHTAILlMOHHOTO
oOecriedeHHsl yNpaBiI€HUS] B TOCYAAPCTBEHHOM
anmapare,  OpraHM3alUsAX  pPa3duYHbIX  (opMm
COOCTBEHHOCTH (rocynapcTBEHHBIX u
HEroCyAapCTBEHHBIX). Ynopsinouenue
OpPraHu3allMOHHBIX (OPM U METOAOB paboThl C
JIOKYMEHTaMH.

Pernamenranust ¢GyHKUMH, CTPYKTYpHl U
OpraHU3al[MOHHO-TIPABOBOTO  IOJIOXKEHUS  CIIyXkO
JOYVY.

Biusiane HOBBIX MH(OPMALMOHHBIX
TEXHOJIOTUH Ha COBEPLICHCTBOBAHNE
ynpasiieH4eckol aesrensHocTy U JJOVY.

4 OoOpa3oBaTejibHbIE TEXHOJOTUH
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Jnist mpoBeieHus yueOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTe/IbHbIC
TexXHOJOoruu. J{ns opranuzanuu y4eOHOro Ipolecca MOXKET ObITh HCIOJIb30BAHO 3JIEKTPOHHOE
oOyuyeHue U (WIK) TUCTaHLIIMOHHBIE 00pa30BaTEeNIbHbIE TEXHOJIOTHH.

5.1 Cucrema ouneHUBaHUSA

5 OueHka INIAaHUPYEMBIX Pe3yJIbTATOB 00y4YeHM sl

dopma KOHTPOJIS Makc. Konu4yecTBo 0aioB
3a ogny paboty]  Bcero
Tekymuii KOHTPOJIb:
- cobecenoBanue 5 0aJu10B 15 0amtoB
- OIICHKA JIA0OPATOPHBIX 3aJaHUI, KEHCOB 5 6anoB 25 GanoB
- KOHTpoOJIbHast pabota (Temsl 2.1-2.3) 5 6annos 5 6amnoB
- KOHTpoJbHast paboTa (Temb13.1- 3.4) 5 6amioB 5 6amioB
- PTC
5 6annos 10 6amnoB
[TpomesxyTouHas aTTecTanus 40 6amioB
(9K3aMeH)
Hroro 3a cemecTp (IUCIUIUINHY ) 100 GansoB

[Tomy4ueHHBIN COBOKYNHBIN PE3yIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKAJIy OLICHOK U B
IKkaty oneHok EBporelickoil cucteMsl mepeHoca u HakorueHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIHUIIEH:

100-6amnbHas TpazuumosHas WKana IIkana
IIKaJia ECTS
95 -100 A
2304 OTJIMYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
50_55 YIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYJOBJICTBOPUTEIHHO HE 3a4TCHO F

5.2 Kpurepuu BbICTaBJIeHHUS OLEHKH 0 IMCIUIIHHE

«3a4YTCHO»

(oTIuHO)»/

Banasl/ Ouenka no Kpurtepuu oneHkn pe3yjibTaToB 00y4eHHs 110
IIxajna AUCHHUILINHE AUCHHUILINHE

ECTS

100-83/ «OTJIIMYHOY/ BricTaBisiercst 00y4aromemycsi, €clii OH TITyO0KO U
A.B «3a4TE€HO IIPOYHO YCBOWJI TEOPETUYECKHUM U MMPAKTHYECKUI

MaTepHal, MOXKET IPOJEMOHCTPUPOBATh 3TO HA 3aHATHAX
U B XOZI€ IPOMEKYTOYHON aTTeCTallUu.

OOyuatomuiics uCuepIbIBarOILe U JOTMYECKH CTPOHHO
n3naraeT yueOHbll MaTepuai, yMeeT yBA3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABIJISIETCA C PEIIEHUEM 3a/ay
podheCCHOHATFHON HANPaBIEHHOCTH BEICOKOTO YPOBHSI
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Banany/
HIkaJnaa
ECTS

OueHka no
JUCIHUILTMHE

Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
AUCLHMILIAHE

CJIO)KHOCTH, MPABIJILHO 00OCHOBBIBAET ITPHHSATHIC
pelICHHUS.

CB0OOIHO OPHEHTUPYETCS B YYCOHOU 1
npoeCCUOHATBHOMN JITepaType.

OneHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYArOIEMYCs C
YYETOM PE3YIbTATOB TEKYLIEH U MPOMEKYTOYHOM
aTTeCcTalnuu.

Komniereniuu, 3akperni€éHuble 3a JUCIUILTAHOMN,
c(hopMHpOBaHBI HA YPOBHE — «BBICOKHID.

82-68/

«XOpOIIo»/
«3a4TEHO
(xoporto)y»/
«3a4TCHO

BricraBnsercsa oOyuatromemMycs, €Clid OH 3HaeT
TEOPETUUECKUI U MPAKTUYECKUI MaTepHall, FPAMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0
MIPOMEKYTOYHOM aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicss IpaBUIBHO NPUMEHSIET TEOPETHUECKHUE
IIOJIO’KEHHUS IIPY PEILICHNUN IPAKTUYECKUX 3a1a4
npo¢eCCHOHATFHON HANIPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJ1a/IeeT HEOOXOAUMBIMH Il TOTO HaBbIKAMU
U IpUEMaMU.

JIOCTaToO4HO XOPOIIO OPUEHTHPYETCS B y4eOHOH U
npo¢eCCUOHATBHOMN ITepaType.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEeMycs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALNN.

Komnerenmuu, 3akpennéHHble 3a AUCUUIIINHOMN,
c(OPMHUPOBAHBI HA YPOBHE — «XOPOLIMIY.

67-50/
D.E

«YIOBIIETBOPH-
TEIbHOY/
«3a4TECHO
(ymoBieTBOpH-
TEJIBHO )»/
«32UTCHO

BrictaBnsercs oOyyaromemMycs, €Ciid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUYECKUNA MaTepua,
JIOITYCKAeT OTICIIbHBIC OMIMOKH P €T0 U3JI0KCHUH Ha
3aHATHUAX U B XOJ€ MPOMEXYTOYHOM aTTECTALINH.
OOyyaronuiicst UCIIBITHIBACT ONPEICTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHNHU TEOPETUUECKUX MOJIOKEHUN MTPU PEIIEHUN
MPAKTUYECKHX 33729 MPo(hecCHOHATLHOM HAIIPABICHHOCTH
CTaHJAPTHOI'O YPOBHSI CIIOKHOCTH, BIIAJICET
HEOOXOTUMBIMH JUISI STOTO 0Aa30BBIMH HABBIKAMU U
MpUEMAMHU.

JleMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYPHI 110 AUCIUILIMHE.

OreHka o JUCIUILIMHE BBICTABISIOTCS 00yJaromeMycst ¢
YYETOM PE3YIbTATOB TEKYLIEH U MPOMEKYTOYHOM
aTTECTaIUU.

KomnereHumu, 3akperi€¢HHbIe 32 TUCIUTIIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).

49-0/
F,FX

«HEYIOBJICTBOPUTE
JIBHOY/
HE 3a4YTEHO

BricTaBnsiercs o0ydaromemMycsi, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TCOPETUUYECKUIN U MPAKTUICCKUIN
MaTepual, T0MmycKaeT rpyObie OMIMOKH P €ro
HU3JI0KCHHUHU Ha 3aHATHUAX U B XO€ HpOMG)KyTO‘IHOfI
aTTeCTallUu.
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Banasl/ Ounenka no Kpurepun oneHkn pe3yjbTaToB 00y4eHHs 110
Ilkana AUCLHMILIAHE AUCLHMILIAHE
ECTS

OOyyaronuiics UCIBITHIBAET CEPhEIHBIC 3aTPYAHECHUS B
MIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU PELICHUU
NPAaKTHYECKUX 3a7a4 Npo(dhecCHOHaNbHOM HallPaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CJIO)KHOCTH, HE BJIa/I€eT
HEOOXOUMBIMU JJI TOTO HABbIKAMU U MPUEMaMHU.
JleMoHCTpHpYET (pparMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPaATYpPHI MO TUCHUILIUHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMYCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTeCTallUN.

KommereHum Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHbIE
3a AMCUUILUIMHON, HE COPMHUPOBAHEI.

5.3 OueHo4HbIe cpeacTBa (MaTEPHUAJIbI) VISl TEKYLIEr0 KOHTPOJIS
yCIIeBAeMOCTH, IPOMEKYTOYHOM aTTecTallMi 00Y4aloUMXCs 10
AUCHUTIIAHE

Keiicbl 119 TeKyiei arrecTanum:

1. CyH_[eCTByeT JIX B HACTOALICEC BPEMS I'OCYAapCTBCHHOC PETYJIMPOBAHNUE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 06pa6OTKI/I HAOKYMCHTOB (HaHpI/IMep, OIIPCACIICHEI JIM TUIIOBBIC
orepanu 00pabOTKH JOKYMEHTOB, X TOCIEI0BATEIHbHOCTh) B YUPEKACHUAX, OPraHU3ALUAX U
Ha NPEANpUATUSAX CTPaHbl?

Kaknmu ToKkyMeHTaMHU JOJKHBI WJIK MOTYT PYKOBOJICTBOBATBCSI KOHKPETHBIE CTPYKTYPBI
IIPU PEIIeHUH JaHHOTO Bolpoca?

2. Jlns pemieHus Kakux 3a7iad UCIOMIb3YIOTCS TOCY/IapCTBEHHBIE CTAaHIApTHl B cdepe
nenonponsBojcTBa? Ha3zoBuTe Takue cTaHIapTHI.

KakuMm o6pa3om opranuszanus MoxkeT JOOUTbCS OT CBOUX paOOTHUKOB 0053aTEILHOTO
yuera nonoxxenuit 'OCT?

3. OnHOii U3 BaXKHEHIINX SBIISETCS MTPOOJIEMa COXPAHHOCTH (XpaHEHHs) TOKYMEHTOB
opranu3anuii. KakuMu mpaBoBBIMH aKTaMU M TOCYJapPCTBEHHBIMH MEKOTPACIEBEIMH
JOKYMEHTaMH CIIeTyeT PyKOBOJCTBOBATHLCS IPH €€ PEIICHUH:

3aKOHO/IaTeIbHbIE OCHOBBI XpaHEHHsSI JOKyMEHTOB

HHble npaBoOBbIE aKThI, ONPEACIAIOIINE PELIEHUE BOIIPOCOB, CBA3AHHBIX C
COXPAHHOCTBIO (XpaHEHHEM) JOKYMEHTOB

HopmaTtuBHO-METOIMYECKHE TOKYMEHTHI, COAEPKaIie METOAUKY pabOTHI 1O
OIepaTUBHOMY XPaHEHHIO JJOKYMEHTOB U MOJIMOTOBKE UX K Mepeaye B apXUB OpraHU3aluu
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4. PykoBoauTenb NpeANnpuUsTUS PACIOPINICS TOATOTOBUTE JOKYMEHTBI, KOTOpBIE
JIOJDKHBI PETJIAaMEHTUPOBATH JIEATENILHOCTE CIy>KO0b!1 JIOY (kaHUenspun), opraHu3anuio u
HOPSZIOK pabOThI ¢ JOKYMEHTaMHU.

brino pazpaborano [lonoxxenne 06 nHPOPMaIIMOHHOMN MOTUTUKE, OAUH U3 PA3/IEIIOB
KOTOpOro HaszbiBaJicsl «Opranuzanus paboTsl ¢ JOKyMeHTHpyeMoi nHpopManueiny. B pasnene
3aKpeIuIsICs CTaTyC KaHLEISIPUH KaK CIIy»ObI I€JIONPOU3BOJCTBA U (PYHKIIMU €€ COTPYAHUKOB
10 paboTe ¢ JOKYMEHTaMHU.

Omnpenenure, Kakue OpraHU3allMOHHbIE JOKYMEHTHI 3aMEHUIT co00M pasnen
«Opranuzanus paboTsl ¢ JOKyMeHTupyemMoi nHdopmarueit». [IpaBomepHa i Takast nmpakTuka?

Kakoii emie BHyTpeHHHMI I HOPMAaTUBHBINA JOKYMEHT CIIE0BANIO pa3paboTaTh, YTOOBI
YCTaHOBUTb €AMHBII MOPSIIOK AEIONPOU3BOACTBA HA IPEIIPUITUN?

5.0npenenute nopsaoK coctaBiaeHus U opopmiuenus [lonoxenus o ciyxoe JJOY:

= pa3pabaThiBaeT (KT0?)

. MOAMKUCHIBAET (KTO?)

= JIOJDKHO OBITH COTJIAaCOBAHO (C KeM?)

. yTBepKaaeT (KTo?)

= BBOJIMTCS B JICUCTBUE (KEM WJIK 4yeM?)

. MOJIJIEKAT TIEPeCMOTPY (IIPH KaKuX
obcTosiTeTbcTBAX?)

3anoJIHATE MTPOITYCKH.

6. PazpaboranHas B opranuzanu MHCTPYKIHS 110 JeIONPOU3BOJICTBY COAECPIKUT
CJIEYIOIIHE TEMAaTUYECKUE pa3Ieibl:

- Opranuzanus 10KyMEHT0000poTa

- Perucrpanus 1oKkymMeHTOB

- KoHTpoub 32 UCTIOJTHEHHEM TOKYMEHTOB

- Howmenkiarypa nen

- XpaHeHHEe JOKYMEHTOB B CTPYKTYPHBIX MTOAPA3ACIICHUSIX.

OTpakeH 1 B UHCTPYKIIUHU BECH Mpoiiecc paboThl ¢ TOKyMeHTaMu?
Ecnu net, kakumu paznenamu Bei Ob1 JOTIONHUIN TaHHBIA JOKYMEHT.
O6ocHyiiTe cBOE pelIeHuE.

7. MHCTpYKIUS TIO IIOMIPOU3BOJICTBY — 3TO 00S3aTENBHBIN JOKYMEHT ISl BCEX
PpabOTHUKOB OpPTraHU3AIMH WIIH TOJBKO IS €€ CITyKOBI JeT0onpon3BoACcTBa?
KTto 1 kakum 06pazom onpenaenser chepy pacnpoCTpaHEHHs JTaHHOTO TOKyMeHTa?

8. Kommanust nMeeT HeCKOJIBKO OT/AEIECHUH, OHO U3 KOTOPBIX PACIOIAraeTCs B TOM XKe
3[aHNH, YTO U IEHTPaIbHBII oduc. [Ipyrue oTaeseHus pacnoaokeHbl B pa3HbIX pailoHax
ropoja.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cllyyae: OyJeT Ju
HEHTpaJbHBIN 0(huC paboTaTh CO BCEMH JOKYMEHTaMU KOMITAHUH (OCYIIECTBIISATh
[ICHTPAJIM30BAHHBIA TPUEM BCEX JIOKYMEHTOB, X PETHCTPALINIO, BECTH CIIPABOYHYIO PaboTy,
KOHTPOJIb 32 UCIIOJTHEHNEM JIOKYMEHTOB U T.J.) WU Iepenact 3Tu GyHKIuH B otaeneHus? Ecim
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nepeaact, kakosa Oyzaet pouib ciry:x0s1 JJOY nentpansHoro opuca? Kak 6yayt paborats ¢
JOKYMEHTaMH OT/ICJICHHUsI, HAXOSIIEMCS B TOM e 3/IaHUH, YTO U IIEHTPaJIbHBIN oduc?

9. HepBI/I‘IHaH 06pa60TKa AOKYMCEHTOB, ITOCTYIIMBUINX B KOMITAHUIO I10 IMOYTEC, CBOAUTCSA
K caeayroniemMy. PaGOTHUKH, BBIMOIHSIONIME 3TY ONEPaLMIO, BCKPBIBAIOT U TYT K€ YHUUYTOXKAIOT
KOHBEPTHI, IPOCTABJISIFOT HAa BCEX JIOKYMEHTaX, B TOM YHCIe, (PUHAHCOBBIX, OyXTadTepPCKUX U
T.II., ITAMII O MTOCTYIUICHUH JIOKYMEHTA B OPraHU3aINI0 M MIEPEAI0T UX HHCIIEKTOPY I10
peructparyy. HCTIEKTOp MPOCMAaTPUBAET JOKYMEHTHI U (PUKCUPYET B PETUCTPALIMOHHBIX
(opmax, MOMUMO MPOYUX CBEACHUH, KOJIUYECTBO JTUCTOB M HATUYHE MPUIOKEHUN K
JOKYMEHTaM.

Omnpenenure, kakue TpeOOBaHUSA K POIIECCY NMEPBUYHON 00paOOTKH TOKYMEHTOB B
JaHHOM CJIy4a€ HapyLaroTCs, U KaKUC HCIraTUBHBIC MMOCICACTBHUA 3TUX HapymeHI/Iﬁ JIIsA
KOMITaHHUU MOT'YT IIPOABHUTHCSA BIIOCIICACTBUH .

10. TIoMOIHUK PYKOBOAUTENS, IPEABAPUTEIBHO IPOCMOTPEB JOKYMEHTALIUIO,
NOCTYIMBIIYIO B OpraHU3alHIo, BCIO €€ epeAacT PyKOBOAUTENO. B nanky ¢ JoKyMeHTaMu
BKJIA/IBIBAETCS MUCbMEHHBIM KOMMEHTApUM O COCTABE MOCTYIIUBIINX JOKYMEHTOB,
KOPPECIIOHIEHTAX, aJpecarax U COAEP/KALIUXCSA B KAXKIOM JOKYMEHTE BOIIPOCaX.

B uem cocTout Ha3HaYEHME ONEPALIUU «IIPEABAPUTEIBHOE PACCMOTPEHHUE IOKYMEHTOBY?
[IpaBunbHO J11 €ro NOHUMAIOT B JJAHHOW OpraHU3aluu?

11. O6mias TexHOI0THS PaObOTHI C IOKYMEHTAMH B OPTaHU3AIIMN COCTOUT U3 THIOBBIX

onepanuid:
. pUeM JOKYMEHTOB;
. nepBuyYHas 00paboTKa JOKYMEHTOB;
.
. perucTpanus;
. paccCMOTpEHHE TOKYMEHTA PYKOBOJAUTENIEM U OTNPE/ICTICHUE XapaKTepa perieHus

BOIpoca (Pe30IroIus);

- IIOCTaHOBKA JOKYMEHTA Ha KOHTPOJIb;
. MIOATOTOBKA IPOEKTA JOKYMEHTA;

. o(hopMIIEHHE U COTTIaCOBaHHUE;

- yIOCTOBEPEHHE;

.

. OTIpaBKa M3 OPraHU3alNy;

I[OHOJ'IHI/ITG NEPCUYCHb HEAOCTAIOIUMU OIICpaAlIuAMU

12. B cOOTBETCTBHUHU € TOCYJAPCTBEHHBIMH MEKOTPACICBBIMHU JIOKYMEHTAMH B
UH(GOPMAIMOHHO-TIOUCKOBYIO cCUCTeMy 10 fokyMeHTaMm opranuzauuu (MIIC) Bxoasrt:
perucTpanus, uHaeKcamus, GopMupoBaHue Je.

KaxkoBo Ha3znauenue xaxnoil cocrasistromeii UIIC? Uto mo3BoisteT 00bLEIUHUTE UX B
onHy cucreMy? Kak OHH MOTYT HCIIOJIB30BAThCS MPH MOUCKE JOKYMEHTHOU WH(pOpMAIuu?
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13. B peructparionssie GopMbl BXOISAIIMX JTOKYMEHTOB OpraHu3allus BHECIA
CJIEIyIOIINE JaHHbIE:

JaTa MoJIy4eHUs, BXOJAIINHN pErucTpallMOHHBIA HOMEp, KOPPECTIOHAECHT, HOMEp U JlaTa
JIOKYMEHTA, KPaTKoe COJIepKaHue, P300S pyKOBOIUTENSI OpraHu3aluu, pyKOBOIUTENb
CTPYKTYPHOTO MOJpa3/ieieHHs], PE30JIIOLHS PYKOBOJUTENS MOIpa3AesieHus!, HCTIOTHUTEb.

Onpenenure, COOTBETCTBYIOT JIM 3TH JaHHBIE PEKOMEHAYEMOMY COCTaBY PEKBU3UTOB
peructpanronHoi Gpopmsl. Mimeer u cimyskba 1e10Mporu3BOACTBA MPABO BKIOYAThH B
perucTpanroHHbie (HOPMBI PEKBU3UTHI IO CBOEMY YCMOTPEHHUIO?

14. Cucrtema peructpanuu B OpraHu3alii IMeeT CMEIIaHHyI0 (hopMy, IPU KOTOPOH
4acThb JOKYMEHTOB (IIOCTYMAOIIME HAa UMsI pyKOBOJUTENS, IPUKA3bl U Ap.) PETUCTPUPYIOTCS B
ciry:k0e JIeOTPON3BOCTBA, & OCTATBHBIE — B CTPYKTYPHBIX MOIPA3/ICICHUSX.

B cny»x6e nenonpousBoacTBa BceM 0€3 UCKIIIOUEHUS TOKyMEHTaM IPUCBAauBAETCs
UHJIEKC, COCTOSALINI U3 MOPSAKOBOIO HOMEpa JOKyMEHTa B COOTBETCTBYIOLIEH rpyre
(Hampumep, BXOJSAUINX JOKYMEHTOB) U IUTephl «P», 03Hauaromelt «pykoBOJACTBOY, Haripumep, P
45. B CTpYKTYpHBIX MOJIpa3IeNIeHUsX PErUCTPAIlMOHHBIN HHIEKC COCTOUT U3 MHEKCA
CTPYKTYPHOTO 10/Ipa3/ieieHus (110 BHYTPEHHEMY KJIACCU(PHUKATOPY CTPYKTYPHBIX
MIO/Ipa3IeJIEHNI) U NOPSAIKOBOTO HOMEpa, Hanpumep, 3-25 win 4-12 u 1.1

YeM Takol MOPSIIOK HHACKCUPOBAHUS HE COOTBETCTBYET YCTaHOBICHHBIM TpeOOBaHUAM?
Pemenue kakux MH(GOPMALIMOHHO-ITOMCKOBBIX 33/1a4 YCIOXKHSIOT TaKUE UHIEKCHI?

15. ena B oprannzanuu GOpMUPYIOTCS M XPAHATCS CIEAYIOMINM 00pa3oM:
CTICIIUATIMCTHI OT/IEJIOB 3aBOAT MANKH, B KOTOPBIE BKJIA/IBIBAIOT IOKYMEHTHI,
Kacarolrecs: peIIeHNs OT/ACIbHBIX BOPocoB. Ha o6moxkax momeniatores pamummn u
MHHIIMAIBI UCTIOTHUTENEH U YKa3aHUe Ha KOHKPETHOE HalpaBJIeHUE €ro JAeATebHOCTH,
Hanpumep:
A.C. TepentbeB
H3roroB/ieHHe H YCTAHOBKA CBETOBOM peKJIaMbl

B Tedenue roja B Takoi Tarnke HAKAIUTMBAIOTCS Pa3IMYHBIC JJOKYMEHTHI, C KOTOPBIMHU
HNPUXOIUTCS paboTaTh CHENUAIUCTY B paMKaxX JaHHOH mpoOieMsl. B uucie qokymMeHTOB
BCTPEUAIOTCS MUChMa-TIPEITI0KEHHS, TUChMa-0TBETHI Ha MPEUIOKEHHUS, MMChbMa-peKIaMaliy,
JIOTOBOPBI U TIPHJIOKEHUS K IOTOBOPaM, aKTbl, IPOTOKOIEI U 1p. Ecnu crienmanuct paboraer He
C OIHOI opraHM3anyel, To BHyTPH MANKK OH NIOMEIAeT KapTOHHBIE Pa3JICIUTENN C YKa3aHUEM
KOHKPETHBIX OpraHU3alui-KOHTpareHToB. Korjga TOKyMeHTOB CTaHOBHUTCS CIIMIIKOM MHOTO,
3aBOJSAT BTOPYIO (TPETHIO U T.JI.) MANKY C TAKOH K€ HAIHCHIO U YKa3aHHUEM, YTO 3TO BTOPOE
(TpeThe U T.A.) AETO0:

A.C.TepenTneB
H3roroBieHne M YCTAHOBKA CBETOBOM peKjaaMbl. Ne 2

B koHIle rofa nanku nomMemaroTcs B mkad, B OTASIECHUs, I/1e XPAHATCS T0KYMEHTBI
OIIPEJIETICHHBIX CIIELIUAIUCTOB.

Taxoil mops 10K XpaHEHUS TOKyMEHTOB OOBSACHSIOT TEM, UTO HMEHHO TaK CIIELUAINCTaM
y100HO paboTaTh C JOKYMEHTAMH B TEUEHHE JEIONPOU3BOACTBEHHOIO I'OJla, UCKATh JJOKYMEHTBI
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10CJIe OKOHYAaHUsI pabOThI C HUMHU M 00€CIeUnBaTh UX COXPAHHOCTb, TAK KaK KaXKIbIi
CTELMAINCT 3HAET CBOW BONPOC U, 3HAYHT, CBOU JIOKYMEHTHI.

Cornachsl 11 Bel ¢ Takum o0bsicHeHneM? KTo B TakoM citydae OyJeT HeCTU
OTBETCTBEHHOCTH 32 00ECIICUCHUE COXPAHHOCTU JOKyMEHTOB? OOOCHYHTE CBOM OTBET.

16. B TeueHune roaa y OpraHu3anyy NOSIBUJINCH HOBBIE HAIIPABIICHUS NEATEIbHOCTU U
HoBbIe napTHepbl. HoBas paGota Obu1a mopydeHa 1ByM oTnenaM. Kak cieactsue, MOsIBUINCH
3HAYUTEIbHOE KOJIMYECTBO HOBBIX JIOKYMEHTOB, KOTOpPbIE HE OB MPEyCMOTPEHbI
JENCTBYIOIMMU HOMEHKJIATypaMu JI€J1 IaHHBIX OTJEJIOB.

PykxoBoauTenb oprann3aiui CBOMM IIPUKa30M 00513a1 BHECTH U3MEHEHHS B
HOMEHKJIaTypy Ziei. B pe3ynbrare 3T0 CBENOCH K COCTABIECHUIO B CEPEMHE I'0/1a HOBBIX
HOMEHKJIaTyp JeJl ABYX OTAENIOB. PyKOBOAUTENb OpraHU3aly UX YTBEPAUIL.

[Touemy Takue neHCTBUS HE MOTYT ObITh MPU3HAHbI MpaBoMepHbIMU? Kakue TpeboBaHus
K COCTaBJIEHUIO ¥ O()OPMIICHHIO HOMEHKJIATYPbI J1e]1 ObLIM HapyIlEHb!?

17. TTocne omuOGOYHOTO YHUUTOXKEHUS PSAAa BaKHBIX JOKYMEHTOB B KOMITAHUU OBLIO
MPUHATO PEUIeHHE O co3aHuu dKcnepTHo komuccuu (OK) u pazpaboTke BHyTPEHHUX
HOPMATUBHBIX JOKYMEHTOB, PETYIUPYIOIIUX €€ JeSATeIbHOCTD.

B nelicTByromume KOpmopaTuBHBIE TOKYMEHTHI, pEriIaMEHTUPYIOIUE IEATETbHOCTh
CITy’OBI IEJIOMPOU3BOJICTBA U MOPSIOK PAOOTHI C IOKyMEHTAMH KOMITAHUH ObLUTH JOOABJICHBI
COOTBETCTBYIOIIUE Pa3/ieiibl, B KOTOPHIX ObUIN OMPEIETICHBI CTATyC, COCTAB, MPaBa, 00sI3aHHOCTH
OK © mopsJIoK POBEACHHSI SKCIIEPTU3bI [ICHHOCTH JJOKYMEHTOB.

B ¢ynknun 9K Ob1710 BKITIOUEHO ClIeyIONIEe:

- IPOBEpKa MPaBUIBHOCTH 0(OPMIICHHS I0KyMEHTOB;

- y4eT JOKYMEHTOB;

- OIpEJICICHNS YCIOBUI XpaHEHHsI IOKyMEHTOB;

- MpoBepKa KadecTBa (POPMUPOBAHUS JIEIT;

- Y4eT JIeJT C ITUTEIbHBIMI CPOKaMH XPAHCHHUS,

- oTOOp 1€ HA XpaHEHNE U YHUYTOXKEHHE,

- OTIpeJIeIICHHE CPOKOB XpaHEHUS JJOKYMEHTOB;

- OIpeJeIeHHe MOTHOTHI COXPAHHOCTU JOKYMEHTOB KOMITAHUU.

Kaxkue napymenust Obuti 1omymieHs npu coznanuu DK ?

Kakwue, Ha Bam B3ris, GyHKIIMH He COOTBETCTBYIOT Ha3HaueHuto DK u He BXOIAT B
MOHSATHE «IKCTIEPTU3a IEHHOCTH JTOKYMEHTOBY ?

18. HacTb BXOASIINX U UCXOAIINX TOKYMEHTOB OpraHU3aliy NIPEACTaBIeHa B
aneKkTpoHHOU dopme. [Ipu moATrOTOBKE €T K IMepeade B apXuB BCTAN BOTIPOC, B KAKOM BUE UX
HY’KHO CJIaBaTh: B BUJIE IMCKOB WJIM MEPEBEACHHBIX HA OyMakKHYIO0 OCHOBY TPaJHIIMOHHBIX
JOKYMEHTOB.

CTOpOHHUKY NepeBoJa JOKYMEHTOB B TPAJAULIMOHHYIO0 OyMaXkHyt0 (GopMy
MOTHBUPOBAJIN CBOIO TOUKY 3pEHHsI T€M, YTO HE U3BECTHO, 10 KaKkoi (hopMme 10J1KHA ObITH
COCTaBJICHA OIUCH HA 3JICKTPOHHBIEC JOKYMEHTBI, U KAK ONPEAEIUTh CPOK UX XPAHECHHUS.

Kak 651 Bel moctynuiu B JanHoM citydae? MO>KHO JIM ONPEAETIUTh CPOKU XPAHEHUS
TaKuX JOKYMEHTOB M ()OpMY OIHCH, O KOTOPOH OHU MOTYT OBITh MepeaHbl B apXuB?

IIpumep BapuaHTa TeCTOB AJisi KOHTPOJIbHOI padoThI
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Bapmuanr 1

1. [IpaBuna nenonpou3BoJCTBa B (eiepaTbHBIX OpraHax UCTIOJHUTELHONW BIACTH U
Meronuyeckue peKoOMEHJAalMd 1o pa3paboTKe MHCTPYKUMH IO JEeJIONPOU3BOJCTBY B
(henepaabHBIX OpraHax UCIOJHUTEIbHON BIACTU OBLIM MPUHSTHI B roay.

Kakue u3 mepeuyuciieHHbIX BONPOCOB MeToanyecKkue peKOMEHAANHU PEKOMEHIYIOT
BKJIFOUYUTH B MHCTPYKIIUIO TIO JEIOMPON3BOACTBY:

o MpaBuJia COCTABIEHUS 1 0(OPMIICHHS IOKyMEHTOB

o MpaBuJia OpPraHU3aIlH JOKYMEHTO000pOTa

. MpaBUJIa PETUCTPALIUU U KOHTPOJIS

o NpaBUiIa XpaHEHUs JOKYMEHTOB

o npaBuiIa 00pabOTKH SJIEKTPOHHBIX JTOKYMEHTOB

o MpaBwiIa nepenayu (pakCUMIIBHBIX COOOIIEHUN

o IpaBuJia XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB

1. OTMEThTE B CIIMCKE TUTIOBBIE HA3BAHUSA CITYkKO JIEIONPOU3BOICTBA:
o Otnen n1enonpou3BoJICTBA

. Otnen nokymMeHTOOO0pOTA

o VYnpasnenue nenamu

o Kannensapus

. OO0mui oTmen

o Perucrparypa

o Cexkperapuar

o Otaen kaapoB U 1EI0NPOU3BOJICTBA

2. OTMeThTe B CHHCKE CTPYKTYpPHOE IMOJApa3eieHne, KOTopoe pa3pabaThiBact

WHeTpykunio 1o JA€I0Nnpou3BOJACTBY, M JOJDKHOCTHOE JIMLO, KOTOPOE YTBEPXKIAET ATOT
JOKYMEHT :

e Cnyxb6a IOY

¢ [Opuanueckas ciy»0a OpraHU3alun

e Kanaposas ciayx06a opraHu3aiuu

e Ortnen Tpyda v 3apIuiaThl

® PyKOBOIMTEINb OpraHU3aLUN

® PyKOBOJHTEIb KOJUIETHAIIBHOTO OpraHa

C KaKou JaThl HayuHaeT JIECTBOBATH

120 (¢ 307 N1 1 £ P

4. TIpoHyMepyiiTe MPaBUIbHYIO MOCIEI0BATEIBHOCTD JACI0NPOU3BOACTBCHHBIX OIEpaIHii
10 TIOATOTOBKE M 00pabOTKE UCXOIAIINX JOKYMEHTOB:

J pa3paboTKa MPOeKTa JOKyMEHTa

o odopmiieHre aapecaTa
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. 3aroJjI0BOK K TEKCTY

J OTITpaBKa

o o opMIICHHE TIPHITIOKEHUS

J IPOCTABIICHHE OTMETKH 00 UCTIOTHHUTEIIE
L4 BU3BI COTJIAaCOBAHUS

. HOMHCAHNE

. perucTparus

5. Perucrpauuu nojiexar:

o BCE ITOCTYNMBIINE U OTIPABISEMBIE JTOKYMEHTHI

o TOJIBKO BHYTPEHHHE TOKYMEHTBI

o TOJIBKO OIIEPAaTUBHBIE U CPOYHBIE TOKYMEHTHI

o TOJIBKO JTOKYMEHTBI, IOCTYIIUBIINE U3 BBIIIECTOSIINX OpraHu3aluil 1

OTTPABJISIEMBIC UM
. JIOKYMEHTBI, TPEOYIOIIHNE yUeTa, UCTIOJTHEHUS U UCIIOJIB30BAaHHUS B CIIPABOYHBIX
LEAX

KOHTpOJIbeIe BOIIPOCHI M 3aJaHusl IJisA HpOMeHCYTOqHOﬁ arrecrangum 1m0 MToramM
OCBOCHHUA TUCHMUIIIMHBI:

1. OcoOGeHHOCTH CHUCTEMBI JISJIONPOU3BO/ICTBA B IICHTPATIBHBIX YUpexkAeHUIX Poccun
XVI-XVI., XVIII, XIX BB.. HanpaBnenus u crmocoObl paliiOHAIU3AIMH J1SJIOTPOU3BOJICTBA B
yupexaenusax Poccun XIX - Hau. XX B.

2. HampaBneHus nmoucka paimoHaIbHBIX (OPM OpraHU3aINH JETOMPOU3BOJICTBA B
1920-€e roap!

3. Pone Hapkomara pabode-KpecThITHCKON MHCIIEKIIMY B CO3JaHUH CUCTEMBI
COBETCKOTO JIEJIONPOU3BOICTBA.

4. HaubGonee 3HaunMbIe pa3pabOTKU aKIIMOHEPHOTO 0011ecTBa «OpreTpoiny,
HNHucturyTa TexHUKM ynpasieHus B 1920-e roasl.

5. XapaktepucTuka i 3HaueHHe «OOIIMX MpaBUJl JOKYMEHTAIINH U
nokymMeHToooopoTay (1931 r.)

6. IlporpammBbl COBEpPILICHCTBOBAHHUS IEIOMPOU3BOICTBA, PUHATHIC HA
MexoTpacieBbix coBemanusx 1941, 1960 rr.

7. HampaBneHHs TEOPETUYECKUX U MPUKIIAIHBIX UCCIEOBaHUHN B 00IacTH
COBEPILICHCTBOBaHUS Aenonpon3BoaAcTBa B 1970-1980-¢ rossl.

8. T'ocymapcTBeHHOE peryiaupoBaHue eaonpousoactsa B 1990-e — 2000-e roast

9. HopMaTMBHO-METOJIUYECKHE TOKYMEHThHI MEXKOTPACIEBOTO JECUCTBUSA, KOTOPHIE
OTIPEIETISIIOT COBPEMEHHYIO OpPTraHU3aIuio paboThI C TOKYMEHTaMH (HAaMMEHOBAaHHE IOKYMEHTA,
roJ ero pa3paboTKH, KpaTKasi XapaKTePUCTHKA)
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10. Opranuzanus ciyx0b1 JIOY. OcHOBHas 11e1b, 33/1a4i U (YHKIIUU CITYKOBI, e
JNOJDKHOCTHOM M YMCJIEHHBIN COCTaB.

11. Tunossle BuABI U CTPYKTYpHI ciryxk0 JIOY.

12. JIokanbHbIE aKThl, pEriaMEHTHPYIOIINE OpraHU3alUIo J1eI0NPOU3BOICTBA.
Hasnauenue, coctaB uHGoOpmManuu, NopsI0K pa3pabOTKU U YTBEPKICHUS.

13. UHCcTpyKIms 1o AeNonpor3BOACTBY. HazHaueHue, CTpyKTypa TeKCTa, MOPSI0K
MOJITOTOBKH.

14. TTonsTHE «TIOKYMEHTOOOOPOT», PUHIUIIBI €70 OPraHn3alUu. XapaKTepUCTUKU
JOKyMEHTO000pOTa

15. Dransl tokymeHTo000poTa. Onepanuu, KOTOpPbIE BHITOIHIIOTCS MPHU padoTe ¢
BXOJSIIMMH JOKYMEHTaMU

16. Oramnbl fokymeHToo0opoTa. Onepanun, KOTOpbIE BBIIOIHAIOTCS IpU padoTe ¢
HUCXOOAIIMMHA JOKYMCHTaAMU

17. DTansl TOKyMEHTOOOOPOTA. ONEepaIlii, KOTOPhIE BHITIOJHSAIOTCS C BHYTPECHHUMH
JIOKYMEHTaMu

18. Peructpanus 10KyMEeHTOB, ee Ha3HaueHue. [IpaBuia peructpanuu JOKYMEHTOB.
XapaKkTepUCTUKAa COBPEMEHHBIX PETUCTPALIMOHHBIX (POPM, COCTaB HHPOPMALIUU U MOPSAOK UX
3aII0JIHEHHUS.

19. IlonsTust «perucTpanus JOKYMEHTOBY, «UHJIEKCUPOBAHUE JOKYMEHTOBY.
3HavyeHue u npaBuia GopMUPOBAHUS HHICKCOB

20. 3HaueHuEe KOHTPOJS 3a CPOKAMU HCIIOJIHEHHs JOKYMEHTOB B ammapare
ynpasieHus. TpeOoBaHUS K OpraHU3alMM KOHTPOJIS UCTIOHEHUS JOKYMEHTOB B
JIeTIONPOU3BOICTBE. 3aa4l KOHTPOJILHOH JIESITETbHOCTH.

21. CpOKI/I HCIIOJIHCHUA JOKYMCHTOB. TexHonorus KOHTPOJIA 3a CPOKAMH UCITIOJIHCHUS
JAOKYMCHTOB.

22. 3akoHOJaTeIbHAas PEeryIaMeHTalusl 1 MEeTOJMUecKoe 00ecrieueHre OpraHu3aliu
XpaHeHus JOKYMEHTOB B Poccuiickoit @enepanuu.

23. Opranuzaius TeKyIIero XxpaHeHus JOKYMEHTOB B JICJIONPOU3BO/ICTBE
OpraHU3aIi U 00eCTieYeHNE UX COXPAHHOCTH

24. HomeHknaTypa Aell, €€ Ha3HayeHUe B JEeJIONPON3BOACTBE. BHUIbI HOMEHKIATYp
nen, ux ocodeHHocTu. TpeOoBaHMsA K HOMEHKJIAType Jell, UX 3aKpeIIeHne B HOpMaTHBHO-
METOAMYECKHUX JTOKYMEHTaX MEXOTPacileBOro AeHCTBUS.

25. Meronuka cocTaBlieHUs] HOMEHKIATypbl fei. [lopsaok odpopmienus,
COIIACOBAHUS U YTBEP)KJIEHUSI HOMEHKJIATYpBI JEI.

26. [IpaBuina opmMupoBaHus B 1e1a JOKYMEHTOB Pa3IMYHBIX BUAOB. [[pUHITUTIBI
CHUCTEMaTU3aluU TOKYMEHTOB BHYTPH JIE]I.

27.llonsate ‘“aKxcnepTr3a IEHHOCTH JOKyMEeHTOB”. HopmaTtuBHO-mMeTOqMUECKHE
U TEOPETUYECKUE OCHOBBI ITPOBEICHUS IKCIEPTU3bl. [IpUHIUIIBI U KPUTEPUH SKCIIEPTU3BI
LICHHOCTH JI0KyMEHTOB.
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28. Opranusanus paOOTHI MO MPOBEACHHUIO SKCTIEPTU3bI [[EHHOCTU JIOKYMEHTOB.
JIOKyMEHTUPOBaHUE ACSITEILHOCTH YKCIIEPTHON KOMHCCHUU U 0(DOpPMIIEHUE €€ PE3YIbTAaTOB.

29. Haznauenue onucu nen. Buast onuceid. [IpaBuia cocraBnenus u ohopmiieHue
OIMCH JIeJI CTPYKTYPHOTO MOJpa3AeIeHUS.

30. Onepanuu 1o MoAroToBKe JOKYMEHTOB K IIEpejaue B apXyB OpraHU3aluu.

31. OcHoBHBIE TpeOOBaHMS K OOPMIICHHUIO JIeT TIPH UX MOATOTOBKE IS Iepeavuul B
apXxuB opraHuzanuu. YactTuyHoe u noixHoe opopmiieHue.

6 VYueOHO-MeTOaAMYeCcKOe U HHPOPMAIIMOHHOE o0ecTiedeHue JUCHUTIJINHbI

6.1 Cnucok MCTOYHHMKOB M JIMTEPATYPbI
Hcrounuku

@denepanbubliii 3ak0H 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
®eneparum». URL: https://base.garant.ru/12137300/.(nara obpamenus - 20.03.2024).

®enepanbhblil 3akoH oT 02.05.2006 Ne 59-®3 «O mnopsiake paccMOTpeHHs! oOpaleHuit
rpaxkaan Poccuiickoit denepanum» URL: https://base.garant.ru/12146661/.(nata oOpamieHus -
20.03.2024).

[Tocranosnenue IlpaButensctBa PO ot 24.07.2021 Ne 1264 “O06 yrtBepxkaenuu [Ipasun
oOMEeHa JOKyMEHTaMH B DJJIGKTPOHHOM BHJIEC TMpH OpraHu3alui  HH(OPMAIIMOHHOTO
B3aumoseicteus”  URL: http://www.consultant.ru/document/cons doc LAW 391793/ (nmata
obpamenus - 20.03.2023).

[IpaBuna nenonpoW3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasyieHusi, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamienus - 20.03.2024).

Metoanyeckre peKOMEHAALUU M0 pa3paboTKe MHCTPYKIHMH IO JEJIONPOU3BOJCTBY B
rOCyJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHas HHCTPYKLHMS MO JEIONPOU3BOJCTBY B TOCYIaPCTBEHHBIX OPTaHU3AlNSX, YTB.
IIpukazom PocapxuBa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata obpamenus - 20.03.2024).

I'OCT P 7.0.97-2016. Hanuonansuslii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB 1Mo uH(pOpMaluu, OMOIMOTEYHOMY M H3AaTeNbCcKoMy Jneny. OpraHuzalnoHHO-
pacnopsiauTedabHas  JAOKyMeHTamnus. TpeboBaHuss K O(OpPMIEHUIO JOKYMEHTOB URL:
http://www.consultant.ru/document/cons_doc LAW_216461/.(nata oopamenus - 20.03.2024).

I'OCT P HUCO 15489-1-2019 HamumonansHbiii ctannapt Poccuiickoni ®eneparum.

Cucrema cTaHaapToB 10 HHGOPMAITH, OMOINOTEYHOMY U M3aaTenbckoMy aerny. Madopman3us


https://base.garant.ru/12137300/
https://base.garant.ru/12146661/
http://www.consultant.ru/document/cons_doc_LAW_391793/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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U JOKyMeHTanus. YmpaBineHue aokymentamu. Yacte 1. [lonartus u mpuHummmel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE J€70. T€pMUHBI U ONPEIEICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(natra  oOpamieHust -
20.03.2024).

IMpukaz Muntpynga Poccum ot 15.06.2020 Ne 333n «O0  yTBepKIeHHUHU
npoeCCHOHATBFHOTO cTaHAapTa “CHelHaiucT 1Mo OPraHW3allMOHHOMY W JIOKYMEHTAIIHOHHOMY
obecreueHuIo YIIpaBJICHUS OpraHu3aiuein” . URL:
http://www.consultant.ru/document/cons_doc LAW_357714/. (nata obpamenus - 20.03.2024).

IIpukaz MuHucrepcTBa Tpyna M couManbHOM 3amuThl Poccuiickon denepauuu ot
27.04.2023 No 421n. «OO0 yTBepx)aeHUU TMpodeccuoHaNbHOro crangapra Chnenuaauct Mo
yIpaBieHUIO0 JokyMeHTamu opranusanum». URL: https://docs.cntd.ru/document/1301709281
(mara obpamenus - 20.03.2023).

[Ipuka3 PocapxuBa ot 31.07.2023 Ne 77 “O06 ytBepxkaenuun IlpaBuii opraHuzanuu
XpaHeHHs, KOMIUICKTOBAaHHS, Y4e€Ta W HWCIIOJIB30BAaHHUS JOKYMEHTOB ApXUBHOTO (oHma
Poccuiickoit @enepannu 1 APyrux apXUBHBIX IOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax
MecCTHOro camoynpapieHuss u opranmzanusx” URL: https://base.garant.ru/407619908/ (nmara

obpamenus - 20.03.2024).

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OG6 yrtBepxknaeHuu IlepeuHss THMOBBIX
YIPaBICHYECKHX apXUBHBIX JIOKYMEHTOB, OOpa3ymIIuXcs B TPOILECCe JeSTeIbHOCTH
TOCYJITapCTBEHHBIX OPraHOB, OPTraHOB MECTHOTO CaMOYTIPABJICHUS M OpraHHU3allii, ¢ yKa3aHHUEeM
cpokoB ux xpanenus" URL: http://www.consultant.ru/document/cons_doc LAW 345020/ (nara
obparenus - 20.03.2024).

[Tpuka3 Pocapxua ot 11.04.2018 N 43 "OO0 yTBepXI€HUHU IPUMEPHOTO TOJOKEHHS 00
IKCIEPTHOM KOMHCCUU opranuzanuu”
http://www.consultant.ru/document/cons_doc LAW 300357/ URL: (mara oOpamenus -
20.03.2024).

Jlureparypa

beikoBa, T. A. JlokyMeHTallMOHHOE OOECIICYCHUE YIPABICHUS (IEIONMPOU3BOICTBO) :
yae6HOoe mocobue / T. A. beikoa, T. B. Kysnenosa, JI. B. Cankuna ; non o6m. pexn. T. B.
Ky3snenoBoii. — 2-e u3a., mepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpasoBanue: bakamaspuar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (nata obpamenus: 20.03.2024). — Pexxum noctyma:

110 IMOAIIMCKE.


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/
http://www.consultant.ru/document/cons_doc_LAW_357714/
https://base.garant.ru/407619908/
http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_300357/
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HenonpousBoacto: YueOnuk /brikoBa T.A., Bsmosa JI.M., Kykapuna F0.M., Cankuna
JI.B.; mox obmr. pex. mpor. T.A. BeikoBoit. - 5-¢ uzn., mepepad. u gor. - M.: Uudpa — M. 2023. 403
c. + Jlon. Matepuaisl [ D1eKTpOHHBIN pecypc].

bo6rsuteBa ML.II. YnpaBneHdeckuii JOKYMEHTOOOOPOT: OT OYMa)KHOTO K AJICKTPOHHOMY.
Bonpocs! Teopun 1 npakTHKU. — 3-€ 3., nepepad. u gorn. — M.: OO0 « TEPMUKA.PY», 2023.

— 426 c. Pexxum nocryma:https://edou.olimpoks.ru/books/administrative_document flow.pdf

6.2 Ilepeuenn pecypcoB HHGPOPMAITMOHHO-TEJIEKOMMYHHUKALIMOHHOMN CeTH

«AnTepHe
- T'apant [OnexrtponHslii pecypc]. — OnekTpoH. naH. — M., cop. 2024. — Pexum nocryna:

http://www.garant.ru.
- Koncynberant Ilmtoc [DnekTpoHHBI pecypce]. — DnekTpoH. gad. — M., cop. 2024. — Pexum
nocrtyrma: http:// www.consultant.ru.

6.3 IIpodeccnonanbHbie 0a3bl JAHHBIX U MHPOPMALNMOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k mpodeccuonanbHbiM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases
NHudopmanronHbie cripaBOYHbIE CUCTEMBI:

1. Koncynsrant Ilmoc
2. Tapanr

z MaTepI/laJIl)HO-TeXHI/I‘IeCKOC o0ecreueHue AUCHUIIIMHbI

Aynuropun Uit IpOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUHN C TEXHUYECKUMU CPEICTBAMU
o0y4deHus (MyJIbTUMENA-TIPOEKTOP (BUAECONPOEKTOP), IKpaH (IIEPEHOCHOM MIIM CTallMOHAPHBII)),
KOMITBIOTEPHBIH KJ1acc Ul IPOBEAECHUS 1a00paTOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nent Hanmenosanue 110 [IpousBoaurens Croco6
/m pacrpocTpaHeHUs
(ruyensuonnoe unu
c80000HO
PACNPOCMPAHSAEMOE)
1. Adobe Master Collection CS4 Adobe JIMLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINLIEH3MOHHOE
3. Windows 7 Pro Microsoft JIMLIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINLIEH3MOHHOE
5. Windows 10 Pro Microsoft JIMIIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIAIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINIIEH3UOHHOE



https://edou.olimpoks.ru/books/administrative_document_flow.pdf
http://www.consultant.ru
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2. Ilepedens B/l u UCC

Nern HaunmenoBaunue
/1

1 | Mexnaynaponusie pedeparuBHbie HaykomeTpuueckue bJl, moctymnbie B paMkax
HanuoHaJIpHOU moanucku B 2020 r.

Web of Science

Scopus

2 | [IpodeccuonanpHble MONMHOTEKCTOBBIE B/, JOCTYyIHBIE B paMKaX HAIIMOHATHHON
noanucku B 2020 r.

Kypnansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

2Kypnansl Taylor and Francis

3 | llpodeccuonanbubie MOTHOTEKCTOBBIE B/

JSTOR

N3nanus o oOmEecTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnekrponHas oubanoreka Grebennikon.ru

4 | KoMnbroTepHBbIE CIIPAaBOYHBIE ITPABOBBIE CUCTEMBI
Koncynprant [Lntoc,
I"apanT

8 Obecneuenne 00pa3oBaTeIbHOIO NMpoOLECca AJsl JUI ¢ OTPAHUYCHHBIMHA

BO3MOKHOCTAMH 310POBbSI U HHBAJIUIAO0B
B xone peanuzanuu JuCHUIUIMHBI HCIIOJIB3YIOTCS CIAEAYIONINE TOMOTHUTEIbHbBIC
METOJIbI OOYyYEeHHMsI, TEKYIIET0 KOHTPOJS YCIEBAEMOCTH W TPOMEXKYTOUYHOW aTTECTAllMH
00ydJaronumxcsi B 3aBUCUMOCTH OT WX HHIAUBUAYATbHBIX OCOOCHHOCTEH:

® IS CJIEIBIX U CJ1a00BHIAIIMX

- JeKIuu OQOpPMIIIOTCS B BHJE DJICKTPOHHOTO JOKYMEHTa, AOCTYIHOTO C IOMOIIBIO
KOMITBIOTEPA CO CIENUATU3UPOBAHHBIM TPOTrPAMMHBIM 00ECIICYCHUEM;

- TMHUCbMEHHBIE 3a/laHMsI BBIMOJNHIIOTCA HA KOMIIBIOTEpE CO CIEUHUATU3UPOBAHHBIM
MIPOTrPaMMHBIM 00ECIIEYCHUEM, WITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCsl MHAMBUyallbHOE paBHOMEpHOE ocBenieHue He meree 300 IoKc;

- JUIsl BBITIOJIHCHHS 3a/JaHHsl TPU HEOOXOJUMOCTH TMPEAOCTABIISICTCS YBEIUYHBAIOIICE
YCTPOMCTBO; BOZMOYKHO TaKK€ UCIIOJIb30BaHUE COOCTBEHHBIX YBEIUUMBAIOIINX YCTPOUCTB;

- MIChbMEHHBIE 3a7aHusT 0OPMIIIIOTCS YBEIIMUECHHBIM MIPU(PTOM;

- 9K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (JOpME WM BBIMOJIHSIIOTCS B MUCBMEHHOU (hopme Ha
KOMITBIOTEPE.

® JUIA TIIYXUX U CTa0OCHbIIIANIUX:

- JIeKIUuu OQOpPMIISIOTCS B BHUIE OJJIEKTPOHHOTO JOKYMEHTa, JMOO TMPEeaOCTaBIsETCS
3BYKOYCHJIMBAIOLIas anmapaTypa UHIUBUYAIbHOTO MOJIb30BAHMS;

- MIChbMEHHBIE 3aJJaHUs BBITIOJIHSIOTCS Ha KOMITBIOTEPE B MTUCEMEHHOM (hOopMeE;

- DK3aMEH | 3a4€T MIPOBOAATCA B MMCbMEHHOM (hopMe Ha KOMITbIOTEPE; BO3MOXKHO MPOBEACHHE
B (hopMe TECTUPOBAHUSI.

® IS JIWI C HAPYIIEHUSIMU OTMIOPHO-JIBUTAaTEIBHOTO anmnapara:

- JIGKIMM O(QOPMIIIOTCSI B BHJE DJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C ITOMOIIBIO
KOMIIBIOTEPA CO CIEeUATN3UPOBAHHBIM MMPOTPAMMHBIM 00ECTIEUeHUEM;
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- THCbMEHHBIC 3aJ]aHMs BBINOJHIIOTCA Ha KOMIBIOTEpE CO CIEHUATU3UPOBAHHBIM
MPOTPaMMHBIM 00€eCTIeueHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (popMe MM BBIMOJIHSAIOTCS B MUCbMEHHOHN opme Ha
KOMIIBIOTEPE.

ITpu HeoOX0AMMOCTH PEyCMaTPUBACTCS YBEIIMUEHNE BPEMEHH /7Sl HOATOTOBKU OTBETA.

[Ipouenypa  mpoBeaeHHS  MPOMEXKYTOUHOM  arrecTaluud s o0ydarouuxcs
YCTAHABIMBAETCS C Y4YETOM HMX HMHIMBUAYAIBHBIX TCUXO(U3UYECKHX OCOOEHHOCTEN.
[TpomexyTouHast aTTeCTaus MOXKET MIPOBOUTHCS B HECKOJIBKO ITATIOB.

[Tpu mpoBeneHHUN MpOLEAYpPhl OLEHUBAHUS PE3YJIbTaTOB O0yUeHHs MpeaycMaTpuUBaeTCs
WCTOJh30BAHNE TEXHHYECKHX CpEACTB, HEOOXOJMMBIX B CBSI3W C HWHAWBHIYaJTbHBIMH
0COOEHHOCTSAMH 00YyYalOIIUXCsL. DTH CPEACTBAa MOT'YT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, WIIN
MOTYT HMCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHUE CPENICTBA.

[IpoBeneHne mpouenypsl OLIGHUBAHHMS  pe3yJbTaTOB  OOy4YeHHs JOMYCKAETCs C
WCIOJIb30BaHNUEM JMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(GOPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WNuTtepner nns kaxxaoro oOyuwaromierocsi B ¢GopMax, aJalnTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbsI U BOCIIPUATHUS UHPOPMALIUU:

® Ui CENbIX U CI1a00BUASIINX:

- B le4aTHOU (hopMe yBEINUEHHBIM HIPUPTOM;
- B JopMe 3JIEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TIYyXUX U CIA0OCIBIIIAIINX:

- B le4aTHoH opme;

- B opMe 3JIEKTPOHHOTO JOKYMEHTA.

® 17151 00YyYaOLIMXCS C HApYIIEHUSIMH OTIOPHO-/IBUTATEJILHOTO anmapara:
- B IeyaTHou popme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOWH M CaMOCTOSATENbHOM paOoThl, HayyHas
O0uOaMOTEeKa W MHBbIE NOMELIEHUsS s 00y4YeHUs! OCHAIIEHbl CHELMAIbHBIM 000pYJOBAaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMU O0YUEHHUS:

® I CTETBIX ¥ CIa00BHUISAIINX:

- YCTPOMCTBOM JUIsl CKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiing PAC Mate 20;

- npuHTepoM bpaiung EmBraille ViewPlus;

® I TIyXUX U CIa0O0CIIBIIIANTNX:

- aBTOMAaTM3MPOBAHHBIM pabouyMM MECTOM MJIs JIIoed C HapylleHHeM ciyXxa H
cJ1a00CIIBIIIAIINX;

- aKyCTMUYECKHH yCUIIUTENb U KOJIOHKH;

® Ui 00y4aroIIKXCs C HapYLIEHUSIMH OIOPHO-BUTATEIBLHOTO armnapara:
- IePEIBMXKHBIMU, PErYIUPYEMBbIMU 3proHoMudeckumMu napramu CH-1;
- KOMIIBIOTEPHOU TEXHUKOW CO CHEIMATbHBIM ITPOrPAMMHBIM 00€CTICYEHUEM.

9 MerToauvecKue MaTepHAJIbI

9.1 Ilnanbl 1a0OPATOPHBIX 3AHATHH.

Ilnanbl JadopaTopHbIX 3aHATHHA. MeToauyeckue yKa3aHUS MO OPraHU3alUM M
NPOBeIEHUI0
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Br16op Tem nabopaTopHBIX 3aHATUI 00YCIIOBJIEH OOIIMM COJIEpKaHUEM Kypca U HalleJIeH
Ha yriayOJieHHOE U3yUYeHHE €0 OTIENbHBIX Pa3/IelioB.

[Inan naGopaTOpHBIX 3aHATUH BKJIKOYAET JBa pasjena: "OpraHuszanus U TEXHOJIOTHS
JIETIOTIPOM3BOICTBA B YUPEKACHUSIX JOPEBOTOIIMOHHON Poccun" u "Opranuzamnus 1 TEXHOJIOTHUS
COBPEMEHHOTO JIEJTONPOU3BOICTBA" .

lens mabopaTOpHBIX B3aHATHH - 3aKpEIUICHHE CTYJIEHTAMU TEOPETUYECKHX 3HAHHM
JEKIIMOHHOTO Kypca W (OpMHUPOBAHHME TPAKTUYECKUX HABBIKOB OpraHU3allMU COBPEMEHHOMN
CIIyObI JIeJIONPOU3BOJICTBA, MPUEMOB M METOAOB TEXHOJOTHMH pabOThl C JOKYMEHTaMHU B
YIPaBIEHYECKOM aImapare.

B pesynbrare BHIIOTHEHHUS 1Ta0OPATOPHBIX 3aHATUI CTYAEHTHI JTOJIKHBI

3HATH:

o XapaKTepHble 0COOEHHOCTH OPTaHU3alMU padOThI C JOKYMEHTAMU B YUPEXKICHUAX
Poccun B paznnyuHble HCTOPUUECKHE MEPUO/IbI, B3AUMOCBS3b 3TUX MIPOLIECCOB C TOCYIaPCTBEHHBIM
anmnapaTtoM yIpaBJICHUS;

. COBpPEMEHHBIC TPeOOBaHMS K JOKYMEHTAIIMOHHOMY OOECIICUCHHUIO YNPABICHUS B
yUpeKACHUAX U opranusanusax Poccuiickon denepannu;

. MPUHIIUIIBI OPraHU3alUU JOKYMEHTAIIMOHHOTO 00eCTIeueHus YIIpaBICHHUS,

YMETh:

° OpPTaHHU30BBIBATH CITYKOBI TOKYyMEHTAIIMOHHOTO 00ECIICUCHMSI YIIPABIICHUS;

. pa3pabaThiBaTh JIOKaJbHbIE HOPMATHBHBIE aKThl U HOPMATHBHO-METOJAMYECKHUE

JIOKYMEHTHI (TIOJIOKEHHS, MHCTPYKIIUU U T.1I.) TIO BEJICHUIO JOKYMEHTAIMOHHOTO O0eCIeueHus

YIPaBJICHUS
o BBINOJIHATH KJIIOUEBBIE TEXHOJIOTMYECKHE ONEpaluy B paboTe ¢ JOKYMEHTAMU;
BIIAJICTh:
o NpaBUJIaAMU OPTaHU3AIMH BCEX TANOB pabOTHI C JOKYMEHTAMU;
o METOaMU MPOBEACHNUS aHAJIN3a OPraHU3alUU JOKYMEHTAIHOHHOTO 00ecreueHus
YIIPABJICHUS;
o METOAMH ONTHMH3ALUHU JOKYMEHTALMOHHBIX IPOLECCOB.

[lonroroBka Kk a0OpPaTOpPHBIM 3aHATUSIM OCHOBaHAa Ha CaMOCTOSTENbHOM pabote
CTYJEHTOB 10 U3YYEHHUIO JIEKIIMOHHOTO Kypca, UCTOYHUKOB U JIUTEPATYyPhl, PEKOMEHJOBaHHBIX K
Ka)KIOMY 3aHSITHIO.

PA3JIEJ 1. OPTAHU3ALIMS JIEJOITPOU3BO/JICTBA B YUPEXKJIEHUSIX
JOPEBOJIIOIIMOHHOM POCCUH

1.1. enonpousBoncTBo B yupexaeHusx Pycckoro rocyaapctsa XVI-XVII Bs.
1.2.  [denonpousBoactso B yupexaeHusx Poccun XVIII B.
1.3.  JlenonpousBoactBo B yupexaeHusax XIX - Had. XX B.

PA3JIEJ 2. OPTAHU3ALIUSI COBPEMEHHOTI'O
JEJONPOMU3BOJICTBA

2.1. Opranuzanus ciayk0bl JeTONPON3BOICTBA
2.2.  Opranuzanus J0KyMEHTO000poTa
2.3. Peructpanus 10KyMEHTOB.
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2.4. Howmenkiarypa aein
2.5. [lonroroBka JOKYMEHTOB K MOCIEAYIONIEMY XPaHEHHUIO M UCIOJIb30BAHUIO
2.6. CocraBieHre UHCTPYKIUU 1O AETONPOU3BOACTBY

PA3JIEJI 1. OPTAHM3ALMA AEJTOIIPOU3BOJACTBA B YUPEXIEHUSA
JTOPEBOJIIOIIMOHHOM POCCHUH

Tema 1.1. /lesionpousBoacTBo B yupe:xaenusax Pycckoro rocynapersa XVI-XVII BB.
—4 yaca.

3AJIAHUA
1. U3yunts Cyneonuk 1550 r. u Coboproe ynoxenue 1649 r. I1o 5TuM akTam BBISIBUTD:

* CTPYKTYPY OpTraHOB TOCYAapCTBEHHOTO YIIPABIICHNUS;
* COCTaB U JIOJDKHOCTHBIE 00SI3aHHOCTH " CITY KHIIBIX JIFOICH".
* HallpaBJICHUS PerJaMeHTaluu PabOThI C TOKYMEHTaMHU.

2. I/ISy‘-II/ITB CXCMY OpraHu3anuu UCIOJIHCHHUA JOKYMCHTOB B IPUKA3HOM
ACJIOMPOU3BOACTBE.

3. IIpoananu3upoBaTh NEPBUYHBIM KOMIUIEKC TOKYMEHTOB (Ha pUMEpE Jela 1o
yenoouTHoi SIxoBa llletnnoBa B [ToMecTHOM mpuKase) U ySICHUTH MOPSAIOK (POPMUPOBAHHS
Jena.

YKA3AHWS 1O BBITTOJIHEHUIO 3AJIAHUI
1. MWzyuute Cynebnuk 1550 r., CobopHoe ynoxxenue 1649 r. u ysCHUTE Clieyromniee:

* COCTaB JIML "BEPIIMBIINX CYJ" U JOKYMEHTHPOBABUIMX ACSITEIBHOCTD CyN1a;
* IOPSZOK MOJa4l, PACCMOTPEHHS U UCTIOIHEHUS YeJIOOUTHBIX;
* IOPSZOK BEACHUS PErHCTPALMOHHBIX (GOpM JUIs ""CyIHBIX J1en";

¢ OTBCTCTBCHHOCTD 3a MOAACIIKY JOKYMCHTOB U HG,Z[O6pOCOBCCTHOG OTHOHICHHUE K
JOJIXKHOCTHBIM 00s3aHHOCTSIM.

2. PaCCMOTpI/ITe CXEMY NPOXOXKIACHUA U UCITIOJTHCHUA NOKYMECHTOB B IIPpUKa3ax U
cz[enaﬁTe BBIBO O COCTABE€ TEXHOJOTHUYCCKUX onepaunﬁ C JOKYMCHTaMH, IIPUMCHSABIIUXCA B
HpI/IKaSHOﬁ CUCTCMC ACJIOIIPOU3BOACTBA.

3. O3nakoMmbTech ¢ AenoM IlomecTHOro npukasza no yenoobutHoi Skosa Illernnosa u
COIIOCTABbTE IOCIEAOBATEILHOCTh PACCMOTPEHMS U PELLIEHUS BOIIPOCA U ITOCJIEI0BATEIbHOCTD
pacIoyIoKeHus TOKYMEHTOB B jese. Onpenenure KpaiHHE JaThl ejla | 0COOCHHOCTH
JOKYMEHTUPOBAHUS.

KOHTPOJIBHBIE BOITPOCHI
1. Ilepeuncnute 0COOEHHOCTH CUCTEMBI JI€JIOMPOU3BOJICTBA B IIEHTPATbHBIX
yupexaeHusix Poccun XVI-XVII BB.
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2. Ha3oBuTe 3aKOHOAATENBHO PErjaMEeHTHPOBAHHbIE 0053aHHOCTH "CITY>KIJIBIX JTI0/Iei" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue oneparun B paboTe ¢ JOKyMEHTaMu CPOPMHUPOBAIHCH B IPUKA3HOM
JIeOTPON3BOICTBE?

4. JlaliTe XapaKTEPUCTUKY CTOJIOIIOBOM (POPMBI IETOTPOM3BOICTBA KaK TEXHUKHI
JIOKYMEHTUPOBaHUA U (OPMUPOBAHUS JIEJI.

5. Korua Obiia BBe/IeHa U KOT/1a ObliIa OTMEHEHA CTOJI00Bas (popMa JIETONPOU3BOICTBA?

NCTOYHUKU U JINTEPATYPA
brikoBa, T. A. JlokymMeHTanoHHOE OOecreueHrne yMHpaBJICHHs (IEIOMPOU3BOJCTBO) :

yuebnoe mocobue / T. A. beixoBa, T. B. Ky3unenona, JI. B. Cankuna ; mox o6mr. pexa. T. B.
Ky3nenoBoil. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bricuiee
oOpa3oBanue: bakamaBpmar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (mata oopamenus: 20.03.2024). — Pexxum noctyma:

10 MOJIIHUCKE.

Tema 1.2. Jlenonpoussoactso B yupexaeHusix Poccuu XVIII B. — 4 gaca.

3AJJAHUA

1. Wsyuuts I'enepanbubiii pernmameHT 1720 T. ¥ BBIABUTH OCHOBHBIE TpPeOOBaHUS K
OpraHM3alK JIeJIONPOU3BOJCTBA B KOJJIETUAX M JIOJDKHOCTHBIE OOSI3aHHOCTH KaHUEISPCKHUX
CITy’KallHX.

2. I/I3y‘lI/ITB CXCMY UCIIOJIHCHUSA JOKYMCHTOB B KOJIJICTUAX.

3. W3zyuuts "Yupexxnenue i ynpaBieHus ryoepHuil" 1775 r., BBIABUTH OCHOBHBIE
TpeOOBaHUS K OpraHU3alMy JEJIONPOU3BOACTBA B MECTHBIX YUPEXKIEHUSIX U JOJDKHOCTHBIE
0053aHHOCTH KaHLIESIPCKUX CITYKALHX.

4. I/I3y‘-II/ITB CXCMY UCIHOJHCHHA JOKYMCHTOB B MCCTHBIX YUPCKIACHUAX.

5. TIpoananu3upoBath Jei0, CHOPMUPOBAHHOE B MECTHBIX YUPEIKICHUSIX.

YKA3AHMSA 10 BBIIIOJIHEHUIO 3AJAHUI
1. W3yuus "I'enepanbubiii periament 1720 r., yacCHUTE Cleayrouiee:

1.1.  CTpyKTYypy KOJUIETHH;

1.2. IOJKHOCTHOM COCTaB KaHLESIPCKUX CIIy KalllUX;
1.3, 00s3aHHOCTHU KaHLEISAPCKUX CIyXKalUX;

1.4. mopsAoOK Mosly4eHHs JOKYMEHTOB B KOJIJIETUSX;
1.5. mopsaok pacCMOTpEHMs JOKYMEHTOB B KOJIJIETHSX;

1.6.  opraHu3anMs ¥ TEXHOJIOTHS PETUCTPALMU JOKYMEHTOB;
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1.7. mocTpoeHHe CrpaBOYHO-MH(POPMALIMOHHOTO aIllapaTa;
1.8.  Ccpoku UCHIOJTHEHMS TOKYMEHTOB;
1.9.  opranmuzanuio XxpaHeHUs! JOKYMEHTOB B KOJUICTHUSIX.

2. I/I3y‘~II/IT (& CXGMy HNCITIOJIHCHU A I[OKyMeHTOB B KOJJICTUAX U BBISIBUTC COCTAaB
JIETTONPOU3BOJICTBEHHBIX ONEpAIUH.

3. N3yuuB "OOmee rydepHckoe yupexaenue " 1775 r., onpenenure:

3.1.  CTPyKTYypy KaHLENSPHUH, JOTHKHOCTHON COCTAB KAHIIENMSPCKUX CIYXKAIIUX, UX
00513aHHOCTH B paboTe C TOKyMEHTaMH;

3.2.  TexHOJOrHo paboThl C JOKYMEHTAMU:
3.2.1. mopsa0OK NepBUYHOM 00pabOTKH MOCTYIUBIIUX TOKYMEHTOB;

3.2.2. TEXHOJOTHS PETHUCTPALMU TOKYMEHTOB: IPUMEHIEMbIE PETUCTPAIIHOHHBIE
(hopMBI, NX HA3HAYCHHE W COCTaB MH(OpMaIUH;

3.2.3. MOpSAOK pacCMOTPEHUS JOKYMEHTOB;

3.2.4. TOPSAIAOK UCTIOJHEHUS JOKYMEHTOB;

3.2.5. TEXHOJOTHIO KOHTPOJIS 32 UCIIOTHEHUEM JOKYMEHTOB;

3.2.6. MOPSAOK OTIPABKHU TIOKYMEHTOB;

3.2.7. opraHu3anuio XpaHEHUs JOKYMEHTOB B MECTHBIX YUPEXKICHUSIX.

4, I/IS}"—II/ITG CXCMY UCIIOJIHCHHUA JOKYMCHTOB B MCCTHBIX YUPCKACHUAX U BBISIBUTC
COCTaB ACJIOPOU3BOJACTBCHHBIX onepaunﬁ.

S. PaccmotpuTte nena mectHbix yupexxaernid X VIII B., oOpaTure BHIMaHuE HA
oopmieHne 00JI0KKH Jie1a, COCTaB JJOKYMEHTOB JI€JIa, I0CIE10BaTEIbHOCTh UX PACIIONIOKEHUS,
HOPSAZIOK U CPOKH PACCMOTPEHUSI IOKYMEHTOB, YSICHUTE MPUHIUIIBI (DOPMUPOBAHUS JIE.

KOHTPOJIBHBIE BOITPOCDI
1. CpaBHHTE cHCTEMY PUKA3HOTO U KOJIJIEKCKOTO JEJIONPOU3BOCTBA, OOBICHUTE
HanOoJiee XapakTepHbIE OTIUYHSL.

2. Ilepeuncante HOBBIE JAEIONPOU3BOICTBEHHBIE ONIEPALIMY, BO3HMKIINE B
yupexnenusax XVIII B.

3. Ilepeuncnute 0053aHHOCTH J1EJIONPON3BOICTBEHHOI CITy>KOBI 110 MTOATOTOBKE
JIOKYMEHTOB K apXUBHOMY XpaHeHHIo (10 3akony 1775 r.).

4. Ha3zoBuTe 3aKOHOIATEIBHBIN aKT, KOTOPHIM BIIEPBBIE OBLT OMPEACIICH CPOK XPaHECHHUS
JOKYMEHTOB B TEKYIIIEM JEJONPOU3BOJICTBE (10 CIayy IOKYMEHTOB B apXUB).

5. HazoBurte XapaKTCPHBIC YCPThl CUCTEMBI PCruCTpaiuu JOKYMCHTOB B KOJIJICTUAX.

NCTOYHUMKU U JINTEPATYPA
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beikoBa, T. A. JlokyMeHTallMOHHOE OOECTeUeHHe YIPaBJICHUS (JAETOMPOU3BOJICTBO) :
yae6HOoe mocooue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6mr. pexn. T. B.
Ky3nenoBoil. — 2-e u3z., nepepad. u gjon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bricuiee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (nata obpamenus: 20.03.2024). — Pexxum nocryna:

110 TIOAIIUCKCE.

Tema 1.3. esonpou3BoacTso B yupexaeHusax XIX - Hauy. XX B. — 8 yacos.

SAJTAHUA

1. Uzyunts "Obmee yupexaerne MUHUCTEpCTB" 1811 I. ¥ yACHUTH OCHOBHBIC
TpeOOBaHUS K OPraHU3AINH JIEIONPOU3BOJICTBA B IICHTPAIBHBIX YUPEKICHUIX, 4 TAKKE
JOJKHOCTHBIC 00S3aHHOCTH KAHIICIIIPCKUX YHHOBHHUKOB.

2. [Ipoananu3upoBaTh 0cOOEHHOCTH POPMUPOBAHUS JieN B yupexaeHusx XIX - nag. XX

3. U3yuuts "[lonoxxeHne 0 TMCbMOBOJACTBE U JIETONPOU3BOICTBE B BOCHHOM BEIOMCTBE"
1911 r. ¥ BBISIBUTH OCHOBHBIC HAMPABICHUS PAllMOHAIM3AIIMN JEIOIPON3BOICTRA.

4, I3y4uTh cXeMy UCIOJIHEHUS ToKyMeHTOB B Kanuenspuu [Tome4ynTtenss MOCKOBCKOTO
y4e0HOT0 OKpyTa.

5. O3nakomuTthes ¢ Jokymentamu Kanuensipuu [loneuutens MOCKOBCKOTO y4eOHOTO
OKpYTa U BBIIBUTH 3JIEMEHThI pallMOHAIM3ALUHU [TPOLIECCa UX UCIIOIIHEHMUS.

YKA3AHUS 10 BBITTOJIHEHUIO 3AJIAHUI

1. Nzyuus "O6mee yupexxaenue muauctepcts” 1811 1., ompenenute ciemyromiee:

1.1. OpraHu3alMOHHYIO CTPYKTYPY MUHHUCTEPCTBA;

1.2. cTpyKTypy J1€I0NpPOU3BOJCTBEHHON CITYKOBI;

1.3. opranuzamnuio 10KyMeHTo00opoTa:

1.3.1. nopsaok noctyrieHust 10KyMeHToB: B Kanuensaputo MuHuCTpa; B J1enapTaMeHThI;

1.3.2. opranusanuio IBUKEHUS JOKYMEHTOB, HAlIPABJICHHBIX B KaHLESIPUIO MUHUCTPA ;
B Jlenaprament; B CoBeT MUHHCTpA: B 00IIIee MPUCYTCTBHE AenapTamenTa; B OcoObie
YCTaHOBJICHHUS

1.3.3. mopsA0K UCTIOTHEHHS JOKyMEHTOB: B Kanuensapun munuctpa; B Jlenapramenrax;
1.4. opranu3zanuio U TEXHOJIOTHUIO PETUCTPALIHH;

1.5. opranu3anuio KOHTPOJIS 32 UCIIOJIHEHUEM JTOKYMEHTOB (PEeBHU3US);

1.6. nopsiok GopMHUpPOBAHUS /1€,

1.7. opranuzanuio XxpaHeHus: JOKYMEHTOB;

1.8. Ha3HAYEHME OTYETOB.
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2. O3HakoMbTeCh ¢ Aenamu yupexaeHuil XIX B., oOpatute BHUMaHHE Ha 0(OpMIICHUE
00JIOKKH JeNla, COCTaB JOKYMEHTOB JIeJIa, MTOCIIeA0BATEIbHOCTh UX PACIIOI0KEHHUS, TOPIIOK U
CPOK PacCMOTPEHHUS JOKYMEHTOB.

3. Uzyuute "llonoxkeHre 0 MMCbMOBOJICTBE U JACIIOMPOU3BOACTBE B BOEHHOM
BegomctBe" 1911 r. 1 0OpaTuTe BHUMaHUE Ha!

3.1. pernmamMeHTalMIO IPUMEHSIEMBIX BUIOB JOKYMEHTOB;

3.2. ynopsiioueHue nMpaBuil COCTaBICHUS U O(hOpMIIEHUS TOKYMEHTOB;
3.3. pernmamMeHTalHIi0 CIPaBOYHO-UHPOPMAIIIOHHOTO POHA;

3.4. MexaHU3aLUIO AEIONPOU3BOJICTB;

3.5.0praHu3anuio onepaTuBHOIO U ApXUBHOI'O XPaHEHUS JOKYMEHTOB.

Ha ocHoBe paccMoTpeHus epedrcIIeHHbIX BOMPOCOB CAEJIATe BHIBOJ] O HAMIPABICHUAX
panMOHaIN3aUH J1€JI0NPOU3BOJICTBA B BOEHHOM BEJOMCTBE.

4. IlpoananusupyiTe CXeMy OpraHM3alM{  JENONPOM3BOACTBA B  KaHuenspuu
[ToneunTenst MOCKOBCKOTO y4eOHOTO OKpyra W cAelaiTe BBIBOJ O croco0ax paluoHalu3aluu
3TaNoB UCIOJIHEHUS IOKYMEHTOB U MOATOTOBKHA OTBETHOTO JOKYMEHTA B 3TOM YUPEKICHUU.

5. O3HakoMbTeCh ¢ KoJuIeKiuel jgokymenToB Kannenspuu ITomeunrenss MoCKOBCKOTo
y4eOHOro OKpyra, ooparias BHUMaHHE Ha:

. 3JIEMEHTHI MEXaHU3UPOBAHHOM 00PaOOTKU JOKYMEHTOB (CIIOCOOBI TOMETOK O
NIOJTYYCHUH, HAITPABJICHUN HA UCTIOJTHCHUE W UCTIOJTHEHUH JIOKYMEHTOB);

. XapakTep pe30IroLui;

. CHOCOOBI COCTaBJICHUS MPOEKTA JOKYMEHTA;
. 9JIEMEHTHI YHU(PHUKAIIMU TEKCTa JOKYMEHTa,;
. BUIBI OJTAHKOB M CITIOCOOBI MX M3TOTOBJICHUSI.

CrenaiiTe BbIBOJ 00 OCHOBHBIX M BCTIOMOTATEIHHBIX HAMIPABICHUSX PAllMOHATN3AINN
MPOIECCOB PACCMOTPEHUSI Y UCTIOJHEHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCDI
l. CpaBHHTE cCHCTEMY KOJUIEKCKOTO U MUHUCTEPCKOTO (MCIIOJHUTEIHHOIO)
JIeNIOTIPOU3BOICTBA, OOBACHUTE Hanloee XapaKTepHbIe OTIUYHSL.

2. Kak pa3BuBanace CTpyKTypa J€JI0NpON3BOICTBEHHOH CTyKObl MUHHCTEPCTBA B
nepBoil nonoBuHe XIX B., UeM OHa OTIMYANIACH OT KOJUIEIKCKOM?

3. HazoBute ocHOBHBIE TpeOOBaHUS K OPTaHU3AIMH JOKYMEHTOO00POTa B
muHHcTepcTBax XIX B. Ha kakue OCHOBHBIE JOKYMEHTOIIOTOKN PA3IEISUIACH TOKYMEHTHI B
MHUHHUCTEPCTBAX?

4, Hazosurte XapaKTCPHBIC YCPTbl CHUCTCMbI PCTUCTPALIUU TOKYMCHTOB B
MI/IHI/ICTCpCTBaX?

5. B kakoit (I)opMe OCYHICCTBJIAJICS KOHTPOJIb 3a UCITIOJIHCHHUEM JOKYMCHTOB B
CUCTCMC MUHHUCTCPCKOTO IlGJIOHpOI/ISBOIlCTBa?
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6. Ha3zoBute 0c00EHHOCTH OpraHU3aluy XPAHEHUs JOKYMEHTOB B JIEJIOMPOU3BOJICTBE
MUHUCTEPCTB.
7. HazoBure HanpaBineHus U criocoObl palioHaIM3aI|K J1€I0IPOU3BOICTBA B

yupexnenusax XIX - Hau. XX B.

NCTOYHUMKU U JINTEPATYPA
boikoBa, T. A. JlokymeHTalmoHHOE OOecrieueHue YIpaBieHUs (JAEeTONPOU3BOJICTBO) :

yaeOHoe mocobue / T. A. beikoa, T. B. Kysnenosa, JI. B. Cankuna ; non o6mr. pen. T. B.
Ky3nenoBoii. — 2-e u3z., mepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bsicmiee
obpasoBanme: bakamaspumar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (mata oopamenus: 20.03.2024). — Pexxum gocryna:

110 ITIOAITUCKCE.

PA3JIEJ 2. OPTAHU3AIIUA COBPEMEHHOI'O
JAEJONPOU3BOJACTBA

Tema 2.1. Opranusanus cayk0bl 1eJI0NPOU3BOACTBA — 12 yacos.

SAJJAHUA
l. U3yunuts TpeGoBaHWs AEHCTBYIONMX HOPMATUBHBIX AaKTOB W  HOPMAaTHBHO-
METOJIUYECKUX TOKYMEHTOB K OPTaHU3alUU, CTPYKTYPE U QYHKIMSIM CITy>KObI 1€JI0MPOU3BOJICTBA.

2. IlpoaHain3upoOBaTh  OPTraHM3AlMIO  CIY)KObI  JIENONPOM3BOACTBA B  YCIOBHOM
OpraHu3aliH U BBIIBUTH €€ OCOOCHHOCTH.

3. TIoAroTOBHUTH CXEMY OPraHM3aLMOHHONW CTPYKTYpPBI JEIONPOU3BOICTBEHHOM CIyKOBI
B YCJIOBHOW OpPraHU3aINU.

4. P8.3pa6OTaTB Ilonoxenue o CJ'Iy)K6e ACJIOMPONU3BOACTBA YCHOBHOﬁ OopraHu3anuu.

5. Pa3zpaborars JIOJDKHOCTHBIE HWHCTPYKIIMH PaOOTHHKAM CIIyXKOBI JIEIONPOU3BO/ICTBA
YCJIOBHOM OpraHU3aIu.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN

1. Yzyuunre kpaTKyro XapakTepUCTHKY JEATEIBHOCTH YCIOBHON OPraHU3alliy, BhIACHUTE
0COOEHHOCTH OPTraHU3aLMH JIEI0IPOU3BOICTBEHHOM CITyKObI, €€ HECOOTBETCTBUE COBPEMEHHBIM
TpeOOBaHUAM [0 CTaTyCy, HOJUYMHEHHOCTH, HAUMEHOBAaHUSM CTPYKTYPHBIX YacTel, UX COCTAaBY.
ApryMeHTHUpPYHTE OTBET.

2. TIoAroTOBbTE CXEMY OpPTaHM3ALMOHHOM CTPYKTYphI CIy»KObI J€NONPOU3BOICTBA
YCIIOBHOH OpraHu3anuy, 3apukcupyiTe MoJYMHEHHOCTh CIYXO0 M CTPYKTYPHBIX OIpa3IeIeHUI.
JUst KaXXJ0ro CTPYKTYPHOTO IOAPA3JIeNICHUsS U y4acTKa CIy>KOBbI JAEJIOIPOU3BOJCTBA HA CXEME
(bukcupyercs BUI TOAYMHEHHOCTH (TIpsiMast aIMUHUCTPATUBHAS WM MeToandeckas). O6ocHyiiTe
HAaUMEHOBAHUE U OJYMHEHHOCTb KaXKJI0T0 CTPYKTYPHOTO MOIPa3IeIICHNUS.

3. Ha ocuoBe IIpMMEpHOro IIOJOXKEHHS O CIyXO€ HENONpPOM3BOACTBA pa3paboTaiiTe
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CTPYKTYpy TekcTa IlomokeHus o cimyk0e J1elonpou3BOJACTBA YCIOBHOW OpraHm3auuu. Tekct
NOJIOKEHUSI JIOJDKEH COoJepKaTh KOHKpETHbIE (OPMYJIHPOBKM 3anad, (YHKIHMHA, TMpas,
00s13aHHOCTEH U B3aMMOOTHOIICHHI cITyKObI. Citeyet oopmuts [Tonoxenne Ha oOmem O1aHkKe,
OTIpEeICNIUTh MOPSIIOK €r0 COrJIaCOBaHMSI U YTBEPXKJIEHUS (COCTaB CTPYKTYPHBIX MOJpa3esIeHui
U I0JDKHOCTD PYKOBOJUTEINSI, YTBEPKAAIOIIET0 TOKYMEHT). APryMEHTUPYHTE CBOU MPEAIOKEHUS
1o poekty [lonoxeHus.

4. PaspaboraiiTe JO/JKHOCTHBIE HMHCTPYKLIMM Ha BECh JIOJDKHOCTHOM ~ COCTaB
JICJIONPOU3BOJACTBEHHON  CIIYKObI ~ YCIOBHOM opranm3anuu. Ha OCHOBE MOJy4eHHBIX
VHIMBUAYAIBHBIX 33JJaHUN pa3padoTaiiTe CTPYKTYpy TEKCTa M COCTaB Pa3JesiOB JAOKHOCTHOU
uHCTpyKUuu. OOpaTuTe BHUMaAHHUE, YTO NpU (DOPMYIMPOBKE JIOJKHOCTHBIX O0OsI3aHHOCTEN
COTPYAHHUKOB, CJIEIYET COTJIacOBaTh MX C OCHOBHBIMU 3aJladaMu M (PYHKIIUSAMH CITYXKOBI (T.€. ¢
tekctoM [lomoxkenusi). B pasmene "BzaummooTHomieHus, CBsi3H" CleAyeT  3aKpEINuTh
B3aMMOJICHCTBHS pAOOTHUKOB CIIyKObI M UX CBSI3U Ha YPOBHE IMPEICTABICHHS TOKyMEHTOB.

KOHTPOJIBHBIE BOITPOCBHI
1. Ilepeuncnure CTPYKTypHBIE YacTH CIyXOBbI JEIONPOU3BOACTBA B OpraHU3aIMAX
Pa3JINYHBIX YPOBHEW YIIPaBICHUS.

2. Ilepeuncaure NEHCTBYIONINE JOKYMEHTHI, ONIPEICIISIONINE 3a0a9i 1 (QYHKIHH CITYKOBI
JEJIONPOU3BOICTBA.

3. HazoBute TpebGoBaHus K CTPYKType M coctaBy mHbopmaruu [lomoxkenus o ciyxoe
JIeJTOTIPOU3BOICTBA; JOJDKHOCTHONH HHCTPYKITUH.

NCTOUYHUKU U JINTEPATYPA

[IpaBuna nenoOnpoW3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpaBiienus, yTB. IIpukazom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamenus - 20.03.2024).

MeTtoauuecknue peKOMEHAAMHU IO pa3padOTKe MHCTPYKIHMKA IO AETOMPON3BOACTBY B
rOCyJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoympasieHus, yTB. [Ipukazom Pocapxusa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons_doc LAW 373895/.

[TpumMepHast HHCTPYKIMS 10 JACTIOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPraHU3aIUIX, YTB.
[Ipukazom Pocapxusa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_ 305137/.(nata oopamenus - 20.03.2024).

I'OCT P 7.0.97-2016. HanumonanwHbiii ctangapt Poccuiickoit ®enepammu. Cuctema
CTaHIapTOB 1Mo wH(popManuu, OHOIMOTEYHOMY M H3HaTeIbCKOoMy neny. OpraHu3almoHHO-
pacnopsauTenbHas JOKyMeHTalus. TpeboBanuss k odopmieHuto gokymeHtoB URL:

http://www.consultant.ru/document/cons_doc LAW 216461/.(nata oopamenus - 20.03.2024).


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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I'OCT P HCO 15489-1-2019 HanumonaneHelii cranmapT Poccuiickoii ®Penepaiui.
Cucrema craniapToB 1o uHpopMmalmu, OHOIMOTEYHOMY | H3/1aTesIbckoMy aeny. Mupopman3us
U JOKyMeHTanus. YmnpaieHue nokymeHtamu. Yacte 1. Ilonstus m npunuunel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara oOpamenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE Jie70. TepMHUHBI U ONpENeNeHuUs.-
URL:  http://www.consultant.ru/document/cons doc LAW 163800/.(mata  oOpameHust -
20.03.2024).

[Ipukaz Muntpynma Poccum ot 15.06.2020 Ne 3330 «OO0  yTBepkACHUH
npodeccuoHagbHOro cranaapra “CrnenuanucT Mo OpraHu3allMOHHOMY U JIOKYMEHTAllHOHHOMY
00ecreYeHnIo YIIPaBJICHUS OpraHu3alue”». URL:
http://www.consultant.ru/document/cons_doc LAW _357714/. (nata oo6pamenus - 20.03.2024).

[Ipuka3z MuHHCTEpCTBA Tpyla M colUalbHOW 3amuThl Poccuiickoit ®enepauuu OT
27.04.2023 Ne 421n. «O0 yTBepxkAeHUU NpodeccuoHanbHOro craniapta Cnenuanuct Mo
yIpaBJIeHUI0 AoKyMeHTamHu opranmsamum». URL: https://docs.cntd.ru/document/1301709281
(mara obpamenus - 20.03.2023).

[Ipuka3 PocapxuBa ot 31.07.2023 Ne 77 “O06 ytBepxkaeHuu IIpaBwi opraHuzamuu
XpaHEHMs, KOMIUIEKTOBaHMS, Yy4eTa U HCIIOJIb30BaHUS JOKYMEHTOB ApXHUBHOro (oHaa
Poccuiickoit @enepanny U Ipyrux apXuBHBIX TJOKYMEHTOB B FOCYJapPCTBEHHBIX OpraHax, OpraHax
MecTHOro camoymnpasieHuss u opranmzauusx”’ URL: https://base.garant.ru/407619908/ (nata

obparmenus - 20.03.2024).

beikoBa, T. A. JlokyMeHTallMOHHOE OOECTIeUeHHE YIPaBJICHUS (JETOMPOU3BOJICTBO) :
yaeOHOe mocooue / T. A. beikoBa, T. B. Ky3nenoa, JI. B. Cankuna ; nox o6mr. pexn. T. B.
Ky3nenooii. — 2-e u3., nepepad. u gon. — Mocksa : UTHOPA-M, 2020. — 304 ¢. — (Bricmiee
oOpa3zoBanue: bakanaBpuar). - ISBN 978-5-16-004805-5. - Tekct : asnexkrponHslid. - URL:
https://znanium.com/catalog/product/1078152 (nata obpamenus: 20.03.2024). — Pexxum nocryna:

10 MOJIHMCKE.

Tema 2.2. Opranusanusi 10KyMeHT0000poTa — 8 4acoB.

SAJJAHUA
1. W3yuuth coBpeMeHHBIE TpeOOBaHMS K OpPraHM3alUH JOKYMEHTO000pOoTa B
OpraHU3alMAX, YIPEKICHUAX U HA IPEIIPUATHAX.

2. W3yuuth u npoaHaIn3upOBaTh OPraHU3aLMI0 JOKYMEHTOO0OPOTA B YCIIOBHOM
OpraHu3aliHy.


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/
http://www.consultant.ru/document/cons_doc_LAW_357714/
https://base.garant.ru/407619908/
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3. H3yunThb KpaTKyr0 XapaKTEPUCTUKY I€ATEIbHOCTH LIEHTPAIBHOIO anmapara
YCJIIOBHOW OPraHU3aluy U COCTaBUTh ONIEPOTPaMMBbI ABUKECHUS BXOASILEH, UCXOIAIIEH U
BHYTPEHHEHN JTOKYMEHTALINH.

4. IMoxacuurats 066EM JOKYMEHTOOOOPOTA YCIOBHON OPraHU3ALMH 34 TO/I.

YKA3AHU 10 BBITIOJITHEHUIO 3AJIAHUN
N3yunre [IpaBuiia 1e10npou3BOACTBA B TOCYAApPCTBEHHBIX OpPraHax, OpraHax MECTHOIO

camoymnpaBiienus, yTB. Ilpukasom PocapxuBa ot 22.05.2019 No 71; Meroauueckue
PEKOMEHIAlUHU T10 pa3pabOoTKe MHCTPYKIIUHU O JISTIOTPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpraHax,
opraHax MECTHOro camoynpasieHus, yTB. IIpukaszom PocapxuBa ot 24.12.2020 Ne 199;
[IpuMepHy0 MHCTPYKIMIO MO JAEIONPOU3BOACTBY B TOCYJapCTBEHHBIX OpraHu3anusax (YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44. Cnenaiite BbIBOJ O CTENEHHU pErJIaMEHTAIUU B
HOPMATHUBHBIX JOKYMEHTax OOIUX MPUHINIIOB OPTaHU3aAIlMHd JOKYMEHTOO0OpOTa, MPaBHII
MPOXOXACHUS TOKYMEHTOB, METOJAMKH MOJICUeTa JOKYMEHTO000pOTa.

1. Ha npumepe omucanus mOKyMEHTOOOOPOTa YCIOBHOW OPraHM3alliM BBISBUTE €TO
OCOOEHHOCTH U OIpPEJEIIUTE HECOOTBETCTBUE OPraHU3alMU JOKYMEHTOOOOpOTa B JIaHHOU
OpraHu3aiuy TpeOOBaHUSM HOPMATUBHBIX TOKYMEHTOB.

2. CocTaBbTe OIEPOrpaMMBbl JBUKEHHUS TOKYMEHTOB B YCJIOBHOM opranu3anuu. J{iis 91oro
OTIPEJIIUTE COCTAB JOJDKHOCTHBIX JIMII, YYaCTBYIOIIUX B 00pa0OTKE M UCIIOJTHEHUH IOKYMEHTOB;
NIOCJIEIOBATEIBHOCTD OlNepauuii 1mo o0paboTke MOKYMEHTOB; H3Y4YHTE CXEMBl JIBUKCHUS
JIOKYMEHTOIIOTOKOB B YCJIOBHOM OpraHu3aliuu.

OneporpaMMa ABWIKCHUSA BXOIAIIUX JOKYMCHTOB JOOJDKHA OTpPasuTb ICPCMEIICHHA
JOKYMCHTOB OT MOMCHTA IIpUeMa 10 INOAUIMBKHU UX B J€JIO0 IMOCJIC 3aBCPUICHUA NCITOJTHCHUS.

OneporpaMMa HCXOOAIINX JOKYMCHTOB JOJIKHA OTPa3vuTh NCPEMECIICHUA JOKYMCHTOB OT
MOMCHTA NOATOTOBKHU UX IMPOCKTOB JO OTIIPABKH U3 YUPCIKICHUA.

OneporpaMMa ABUXKXCHUSA BHYTPCHHHUX JOKYMCHTOB (Ha npumMepe an/IKa3a) JOJIKHa
OTpa3uTh NCPEMCIICHUA JOKYMCHTOB OT MOMCHTA MMOATOTOBKH MMPOCKTAa NOKYMCHTA 10 IMOJAIIMBKHA
B ACJIO.

I/I3y‘-II/IB COCTaB M KOJIMYECTBO IIOJYYCHHBIX, OTIPABJICHHBIX M BHYTPCHHHUX HOOKYMCHTOB

YCJIOBHOW OpraHU3aIiy, MOJCYUTAlTE 00BEM ee JOKYMEHTO000pOoTa 3a TO/I.

KOHTPOJIBHBIE BOITPOCBI
1. Maiite onpenenenne NOHATUSA " TOKyMEHTOO00pOT".

2. Hepe‘{I/ICHI/ITe OCHOBHBIC Tpe6OBaHI/I51 K OpraHun3anmuun I[OK}/MCHTOO60pOTa B
OopraHu3anuiax.

3. Ilepeuncnute mpaBuia y4era JOKyMEHTOO0OPOTA.
4. Ha3zoBure TpC6OBaHI/I$[ K IIPOXOXKACHHUIO U UCIIOJTHCHUTIO BXOJAIIUX JOKYMCHTOB.

5. HazoBuTe 3Tamst IPOXOKACHUA 1 UCITOJTHCHHA UCXOAAINX U BHYTPCHHHUX
JOKYMCHTOB.
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6. Ilepeuncnure npaBuiia nepesayd JOKYMEHTOB BHYTPH YUPEKICHUS.

NCTOUYHUKU U JINTEPATYPA

[IpaBuna nenOMpoM3BOJCTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoymnpasiienus, yTB. IIpukazom PocapxmBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(nata obpamenus - 20.03.2024).

MeTtoanyeckre pPeKOMEHAAUU IO pa3paboTKe MHCTPYKIMHA IO JEJIOMPOU3BOJCTBY B
roCy/apCTBEHHBIX OpraHax, opraHaXx MECTHOTO caMoyIripaBieHus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons _doc LAW 373895/.

[IpumepHas HHCTPYKIHUS 1O JEIOMPOU3BOJCTBY B TOCYIaPCTBEHHBIX OPTaHU3AINSIX, YTB.
[Ipukazom PocapxuBa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata oo6pamenus - 20.03.2024).

I'oCT P 7.0.97-2016. Hammonanwsubiii ctanmapt Poccuiickoii @enepauun. Cucrema
CTaHAapToOB 1Mo WHpOpMalMK, OMOIMOTEYHOMY M H3AATeNbCKOMY Jneny. OpraHuzairoHHO-
pacnopsauTenbHas  JOKyMeHTanus. TpeOoBaHus K O(QOPMIIGHHIO JTIOKyMEHTOB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/.(nata o6pamenus - 20.03.2024).

I'oCT P HCO 15489-1-2019 HauumonanbHbiii cranmapt Poccuiickoit ®enepainum.
Cucrema ctanaapToB 1o uHGoOpMaluu, OMOINOTEUHOMY U M3AaTeIbcKoMy neny. Mudopman3us
U JIOKyMeHTaius. YmpaBineHue aokymentamu. Yacte 1. Ilonartus u mpuHmmmel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamienus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE J€70. T€pMUHBI U ONPEICICHHUS. -
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(nata  oOpamienus -
20.03.2024).

brikoBa, T. A. JlokyMeHTalnOHHOE oOecreueHrne yMIpaBJIeHHs (IEIOMPOU3BOJCTBO) :
yuebnoe nmocobue / T. A. brixoBa, T. B. Ky3unenona, JI. B. Cankuna ; mog o6mr. pexa. T. B.
Ky3nenoBoii. — 2-e u3z., nepepad. u qorn. — Mocksa : UHOPA-M, 2020. — 304 c¢. — (Bricuiee
oOpa3oBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcrt : snextponHbi. - URL:
https://znanium.com/catalog/product/1078152 (mata obpamenus: 20.03.2024). — Pexxum noctyma:

10 MOJIIHUCKE.

Tema 2.3. Perucrpanusi 10KyMeHTOB — 4 4aca.

3ATAHUS
1. I/I3y‘II/ITB Tpe6OBaHI/I$I HOPMAaTUBHO-MCTOAUYCCKUX OOKYMCHTOB K PpPErucTpalun "
IOCTPOCHHIO I/IH(I)OpMaI_II/IOHHO—CHpaBO‘IHOFO alirapara.


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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2. 3aperucTpupoBaTh HECKOJILKO JOKYMEHTOB, PEIOKEHHBIX MIPENOAABATENEM.

3. O3HAaKOMUBIIKCH ¢ OMHMCAHUEM TEXHOJOTHH PETMCTPAIMU JOKYMEHTOB B YCIOBHOM
OopraHu3anyu, pa3paboTatb M OOOCHOBaTb MPEUIOKEHUS 10 PalMOHAIBHOM OpraHu3aluu
perucTpaniu u HHGOPMaIMOHHO-CIIPAaBOYHON PaOOTHI.

YKA3AHUS 10 BBITTOJIHEHUIO 3AJIAHUN

1. U3yuute [IpaBuiia genonpors3BOACTBa B TOCYAAPCTBEHHBIX OPraHax, OpraHax MECTHOTO
camoynpasinienus (paszgenst I, IV), Meronuueckue pekoMeHauu no pa3paboTKe HHCTPYKUUN
[0 JIEJIONPOU3BOJACTBY B TOCYAApPCTBEHHBIX OpraHax, OopraHaXx MECTHOIO CaMOYIpPaBJICHUS,
[TpuMepHyI0 HMHCTPYKIHMIO IO JAEIONPOU3BOJACTBY B TOCYJApCTBEHHBIX OpraHu3anusx (yTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44. OOpaTuTe BHUMaHUE Ha COCTAaB JOKYMEHTOB,
NOJUIEKALIUX PETUCTPALMHU, MOCIEA0BATEIBHOCTD PACIIONOKEHHSI COCTABHBIX 4acTeld MHIAECKCA
JIOKYMEHTa, TpaBuiia OpMHUPOBAHUS HH(POPMAITMOHHO-CIIPAaBOYHBIX 0a3 TaHHBIX.

2. 3aperucTpupyirte IpeUIoKeHHBIE TOKYMEHTHI, 00paTuB oco0oe BHHMaHHE Ha
perucTpanuo MHUIIMATUBHBIX U OTBETHBIX ITUCEM.

3. IlpoaHanu3upyiTe MOPSIOK PETUCTpAIMU JOKYMEHTOB B YCIOBHON OpraHH3aIliu.
OTMeTHB OCOOEHHOCTH OpTaHM3allMd U TEXHOJOTHMH PErucTpalud JOKYMEHTOB B YCJIOBHOM
OpraHM3aliy, ONpeeNuTe UX HexocTaTku. Ha ocHOBe mpoBeAeHHOTO aHanu3a U TpeOOBaHUM
HOPMATHUBHO-METOJIMYECKUX JIOKYMEHTOB pa3paloTaiiTe MpensoKeHUus 10 OpraHu3aluu
pPErUCTpaliy TOKyMEHTOB M TIOCTPOSHUIO0 HH(POPMAIIMOHHO-CIIPABOYHOTO anmnapara B yCIOBHON
OpraHu3aIu.

KOHTPOJIBHBIE BOITPOCHI
1. Yro takoe peructpauus JokyMeHToB? Kakue 3aaun pemarorcs B JeI0NPOU3BOCTBE
C TIOMOIIIBIO 3TOM oTepanuu?

2. Kakue TOKyMEeHThI MOJIEKAT PErUCTpallun?

3. KakoB 00s13aTenbHBII COCTaB pEKBU3UTOB MPU PETUCTpaAIiin?
4. B yeM OCHOBHOM MPHUHIIMUIT PETUCTpau?

5. KakoBbl OCHOBHBIE ITpaBUjIa UHACKCALUN JOKYMEHTOB?

6. Kakoe nmpenMyI11ecTBO UMEET CIIEHUAINCT IPU PETUCTPALIUUA JOKYMEHTA B
AaBTOMATU3MPOBAHHBIX CUCTEMAXx 110 CPABHEHHUIO C TPAIULIMOHHBIMU METOAAMMU?

NCTOUYHUKU U JIMTEPATYPA
[IpaBuna nenompou3BOJACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO

camoymnpasnenusi, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71 URL: http://
https://base.garant.ru/72291836/_(narta oopaienus - 20.03.2024)..

MeTtoauueckie peKOMEHAAIMU IO pa3padoTKe MHCTPYKIHMM MO AEeTONpOM3BOJACTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOTO caMoyIripaBienus, yTB. [Ipukasom Pocapxusa ot

24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW _373895/.
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[IpumepHast HHCTPYKIHS 1O JEIOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPTaHU3AINSIX, YTB.
[Ipukazom PocapxuBa oT 11.04.2018 Ne 44 URL:
http://www.consultant.ru/document/cons_doc LAW _305137/.(nata oopamenus - 20.03.2024).

I'oCT P 7.0.97-2016. Hamumonanwsubiii ctanmapt Poccuiickoii @enepauun. Cucrema
CTaHAapTOB MO WH(pOpMaIMK, OMOIMOTEYHOMY M H3AATeNbCKOMY neny. OpraHuzainoHHO-
pacniopsauTenbHas  JOKyMeHTanus. TpeOoBaHus K O(QOPMIIGHHIO JTOKYyMEHTOB URL:
http://www.consultant.ru/document/cons_doc LAW 216461/.(nata o6pamenus - 20.03.2024).

I'oCT P HMCO 15489-1-2019 HaumonanbHbiii cranmapt Poccuiickoit ®enepaiumu.
Cucrema ctanaapToB 1o uHGOpMaIuu, OMOINOTEUHOMY U M3AaTeIbcKoMy neny. Mudopman3us
U JOKyMeHTanus. YmpaBineHue naokymentamu. Yacte 1. [lomarus u mpuHmmmer. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara obpamienus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J€70. T€pMUHBI U ONPECICHHUS.-
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(nata  oOpamienus -
20.03.2024).

brikoBa, T. A. JlokymMeHTanmoHHOE oOecreueHrne yMHpaBJICHHs (IEJIOMPOU3BOJCTBO) :
yuebnoe nocodbue / T. A. beixoBa, T. B. Ky3unenona, JI. B. Cankuna ; mox o6mr. pex. T. B.
Ky3nenoBoil. — 2-e u3a., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bricuiee
oOpa3oBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snextponHbii. - URL:
https://znanium.com/catalog/product/1078152 (nata o6pamenus: 20.03.2024). — Pexxum gocryna:

10 MOJIIHUCKE.

Tema 2.4. Opranu3zanms TeKylero XpaHeHusi J0KYMeHTOB — 8 4acos.

3AJTAHUA

1. I/I3ytH/ITB Tpe6OBaHI/I$I HOPMATUBHBIX aKTOB 1 HOPMATUBHO-MECTOJUUCCKUX
JOKyMEHTOB K COCTaBJICHHIO U O(OPMIICHUIO HOMEHKIIATyPhI Jell.

2. I/ISyLII/ITI) BO3MOXXHOCTH HCITIOJIB30BaHUs MEPCUHA CO CPOKAMU XPaHCHHA JOKYMCHTOB
B ACJIOIIPOMU3BOACTBE OpraHrU3aliu.

3. Tlpoananu3upoBaTh KOHKPETHYIO HOMEHKJIATYPY €]l yCIOBHOW OpraHU3aIuy 1
BBISIBUTH OLIMOKH B €€ COCTaBIEHUU U O()OPMIICHHH.

4. CocTaBUTh HOMEHKIATYPY J€] YCIOBHOM OpraHU3allkHy.

YKA3AHWS 1O BBITTOJIHEHUIO 3AJIAHUI

1. U3yuuTte [IpaBuia genonpors3BoACTBa B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoynpasnenus (pazaen 6,7), Meroauueckue pekOMEHAAIMU MO pa3paboTKe WHCTPYKLIUN IO
JENIONPOU3BOACTBY B TOCYIHApCTBEHHBIX OpraHax, OpraHax MeECTHOTO CaMOYIpPaBIIEHUS
(mpunoxxkenust 13-23), [lonokeHne o MOPSIKE U CpPOKaX XpaHEHHs JOKYMEHTOB aKIMOHEPHBIX
oOmmectB, [IpuMepHYI0 MHCTPYKLHUIO TIO AETIONPOU3BOICTBY B TOCYJAPCTBEHHBIX OpPTaHU3AIMIX
(ytB. IIpukazom Pocapxupa ot 11.04.2018 Ne 44) Vsacuute cnenyroiee:


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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. BUJIbl HOMEHKJIATYyp AET;

. THUIBI HOMEHKJIATYP J1e (KI1acCu(pUKAIMOHHBIE CXEMBI);

. npasuiia GopMyIHPOBaHHUS 3ar0JIOBKOB JIET;

. MCTOYHUKHU YCTAHOBJIEHHS CPOKOB XpaHEHUS JOKYMEHTOB;

. MIpaBUJIa CUCTEMATU3AIMH U MHJEKCAllUX 3ar0JI0BKOB /1€,

. npaBuiIa opOpMIICHHS, TOAMUCAHUS, COTJIACOBAHUS U YTBEPKICHUS
. HOMEHKJIATyphl Ae]l.

2. N3yunte yka3aHus 110 NpuMeHeHUIo [lepeuns TUIOBBIX yNpaBIeHYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yIoLMXcsl B MPOLECcCe AEITEIbHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPTaHOB
MECTHOT'O CaMOYIIPABJICHUs U OPTaHU3alUi, C YKa3aHUEM CPOKOB XPAaHEHMS U BBIACHUTE:

. HOPSI0K IPUMEHEHHSI IIEPEYHS B IEIONPOU3BOJICTBE;
. Qg QepeHIraIuio CPOKOB XpaHEHHS JOKYMEHTOB I10 TPYIIIaM OpTraHu3aIluii;
. CXeMy IMOCTPOCHHUs IEPEYHS U €r0 Hay4YHO-CIIPaBOYHbIN aIapar.

3. TlpoaHanu3upyiTe KOHKPETHYO HOMEHKIIATYPY J€J YCIOBHON OpPraHU3alliH, BBISBUTE
HEJIOCTaTKU €€ CoJiepaHus U 0(hOPMIICHUS, IPOUILTIOCTPUPOBAB KAXK/IbI U3 HUX IPUMEPOM.

4. W3yuute CTPYKTYPy M COCTaB JOKYMEHTAIbHOrO (DOHAA YCIOBHON OpraHM3allud U
pa3paboTaiiTe Kiaccu(PUKAIMOHHYIO CXeMy HOMEHKIATypel Aein. OdopmuTe ee B BHIE CIUCKA
CTPYKTYPHBIX TMOJIpa3lCICHUN C WHICKCAMH, PACIIOJIOXCHHBIMU 110 CTCICHU 3HAYMMOCTH.
OOparuTe BHMMaHUE Ha TO, YTO CXeMa KIacCH(HKAIMU JIOJKHA COOTBETCTBOBATH TJIABHOM
tabnuue [lepeyHss TUMIOBBIX JOKYMEHTOB CO CPOKaMU XpaHEHUSI.

CocTaBbTe HOMEHKJIATYpY J€J YCJIOBHOW OpraHu3aliM, A 4Yero: copMyiIupyuTe
3arojIOBKH JIeI B COOTBETCTBMM C YCTAHOBJICHHBIMH TPEOOBAHUSMHU U YCTAaHOBUTE CPOKH
XpaHeHHs JeNl 10 TEpPeyHI0; MPOBEIUTE CHCTEMAaTH3alMio 3arojoBKoB jen. Odopmure
HOMEHKJIATypy Jel Ha oOmieM OJaHKe YCIOBHOW OpraHM3allii ITI0 yCTAHOBJICHHOH Qopme,
OTIpEeIeNIUTE COCTaB JOKHOCTHBIX JIUI], KOTOPbIE TOJIKHBI €€ 3aBU3HPOBATh U YTBEPIUTh.

KOHTPOJIBHBIE BOITPOCBI
1. JlaiiTe onpeneneHne HOMEHKJIATYPBI €.

2. OxapakTepusyiiTe IPUMEHEHHE Pa3IMUHBIX BUIOB HOMEHKIATYPHI eI

3. [lepeuncnure TpeGoBaHMs K GOPMYITUPOBKE 3ar0JIOBKOB JIENI B HOMEHKJIATYDE.
4. [lepeuncaure TpeOOBAHMS K CUCTEMATHU3AI[MH 3ar0JI0BKOB €71 B HOMEHKIIATYpE.
5. Kak obpasyercst MHIEKC /iesia B HOMEHKIIaType?

6. Kak ncronp3yeTcst mepedeHb TOKYMEHTOB C YKAa3aHHEM CPOKOB XpPaHEHUS B
JIETTOTIPOU3BOJICTBE?

7. KakoBbI 3Tansl pa3pabOTKH HOMEHKJIATYPHI 1e71?

8. KakoB Cpok 1efcTBUsI HOMEHKIATYPHI 1€1?
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NCTOUYHUKU U JINTEPATYPA

®enepanbhblii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoit
®denepanmm». URL: https://base.garant.ru/12137300/.(nata obpamenus - 20.03.2024).

[IpaBuna [enoONMpoW3BOJACTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasieHusi, yTB. Ilpukaszom PocapxuBa ot 22.05.2019 Ne 71. URL: http://
https://base.garant.ru/72291836/.(mata oopamenus - 20.03.2024).

Metoauueckue peKOMEHAAMU IO pa3padOTKe MHCTPYKIHMM MO AEeTONpOU3BOACTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO caMoyIripaBienus, yTB. [Ipukasom Pocapxusa ot
24.12.2020 Ne 199. URL.: http:// http://www.consultant.ru/document/cons doc LAW_373895/.

[TpumepHast HHCTPYKIHSA 110 AETOMPOU3BOJICTBY B TOCYAAPCTBEHHBIX OPTaHU3AIMX, YTB.
[Tpukazom Pocapxusa OT 11.04.2018 No 44 URL:
http://www.consultant.ru/document/cons_doc LAW_305137/.(nata o6pamenus - 20.03.2024).

I'OCT P HCO 15489-1-2019 HanumonaneHelii cranpapT Poccuiickoii ®Penepanuu.
Cucrema crannapToB 1o uHpopMalmu, OHOIMOTEYHOMY | H3/1aTeNIbcKoMy neny. Mupopman3us
U JOKyMeHTanus. YmpaBiaeHue nokyMeHtamu. Yacte 1. [lonstus w mpunmmmbel. URL: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ . (nara oOpatenus - 20.03.2024).

I'OCT P 7.0.8-2013 Jlesnonpou3BOACTBO U apXUBHOE Jie70. TepMHUHBI U ONpPENeNeHUs.-
URL:  http://www.consultant.ru/document/cons_doc LAW_163800/.(rata  oOpamienuss -
20.03.2024).

[Ipuka3 PocapxuBa ot 31.07.2023 Ne 77 “O06 ytBepxkaenuu IIpaBwi opraHuzamun
XpaHEHUs, KOMIUIEKTOBAaHUS, y4eTa M WCIOJIb30BaHUA JOKYMEHTOB ApXMBHOTO (oHIa
Poccuiickoit @eaepanny 1 Ipyrux apXUBHBIX TOKYMEHTOB B 'OCYJapCTBEHHBIX OpraHax, opraHax
MecTHoro camoympasienuss u opranuzanusx” URL: https://base.garant.ru/407619908/ (nara

obparmenus - 20.03.2024).

IIpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkiaeHun IlepedHs THUIOBBIX
YIPaBICHYECKUX AapXUBHBIX JIOKYMEHTOB, O0OpasymoIuxcs B TpOLEcce JesTeIbHOCTH
TOCYJTapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYTIPABJICHUS M OpraHU3alni, ¢ yKa3aHHEeM
cpokoB ux xpanenus" URL: http://www.consultant.ru/document/cons doc LAW 345020/ (nata
oOpamenus - 20.03.2024).

[Ipuka3 Pocapxua ot 11.04.2018 N 43 "OO yTBepkJI€HUU IPUMEPHOTO MOJOKEHUS 00
JKCIIEPTHON KOMHCCHH opranuszanuu”
http://www.consultant.ru/document/cons_ doc LAW 300357/ URL: (mata oOpamieHus -
20.03.2024).


https://base.garant.ru/12137300/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/407619908/
http://www.consultant.ru/document/cons_doc_LAW_345020/
http://www.consultant.ru/document/cons_doc_LAW_300357/
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beikoBa, T. A. JlokyMeHTallMOHHOE OOECTeUeHHe YIPaBJICHUS (JAETOMPOU3BOJICTBO) :
yae6HOoe mocooue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nox o6mr. pexn. T. B.
Ky3nenoBoil. — 2-e u3z., nepepad. u gjon. — Mocksa : UHOPA-M, 2020. — 304 c. — (Bricuiee
obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr : snexkrponHsii. - URL:
https://znanium.com/catalog/product/1078152 (nata obpamenus: 20.03.2024). — Pexxum nocryna:

110 TIOAIIUCKCE.

9.2 MeToan4yecKue PpeKOMEHIAIMHU 10 MOAT0TOBKEe MUCbMEHHBIX padoT

B npouecce o6yuenus cryaeHtsl PI'TY BbIONHAIOT pa3Hble BUbI MMCbMEHHBIX padoT.

OCHOBHBIMH 1IENISIMU TIUCBMEHHBIX Pa0OT B By3€ SBISIOTCS:

* 3aKperIeHUE TOJIYyYEHHBIX 3HAHUH 10 CIEeMaTbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI NTpU
peleHnH npodeccuoHaIbHbIX 3ajay;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITEIbHON paOdOThl, OBJIAaJIEHUE METOAUKAMU U
IPUHLIAIIAMU CAMOCTOSITEIbHOM HCCIIEI0BATENBCKON AESITEIHOCTH;

* popmMHUpoOBaHUE YMEHUS T'PAMOTHO U JIOTUYHO U3JIaraTb COOpaHHbIE HAYYHbIE TaHHBIE
U MaTepuaibl COOCTBEHHOHN HCCIIe10BATENbCKON 1€ TEIbHOCTH.

Haubonee npocrasi, HO oueHb BaxkHasi popmMa MUCbMEHHOI pabOThI B By3€ — 3TO
KOHTpOJbHasA pabora. OHa sBiIseTCs 00s3aTeIbHBIM 3JIEMEHTOM CAMOCTOSTEIbHONU pabOThI
CTYJEHTa U, IPEXkKE BCEro, JEMOHCTPUPYET YMEHHE BOCIIPUHUMATD U IIEpeIaBaTh
uHGbOpMAITHIO.

OTOT BUJI TUCBMEHHON PabOTHI MPEYCMOTPEH yUeOHBIMU TJIaHAMU OATOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEJICHHs ITpeIaraeTcsl B paMKax U3ydeHUs OOLIUX KypCcoB U
KIIB.

Taxke B mpolecce OOydeHHUs! CTYACHTY IpPEICTOUT BBIOJHEHHE KYypCOBBIX paldoT,
KOTOpbIe (POPMHUPYIOT HCCIIETOBATEIHCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTH3AINH U
OCMBICJICHHSL YK€ CYILECTBYIOUIETO 3HAaHUS M HAINPaBICHbl Ha CAMOCTOATEIBHOE PEIICHUE
HEKOTOPBIX TEOPETUUECKUX WM MTPaKTHUECKUX 3a7a4. KypcoBas paboTa 1eMOHCTpUPYET YMEHHUE
paboTaTh € MCTOYHUKAMH, MCIIOJIb30BaTh JOCTHKEHHS COBPEMEHHOH Hayku (Hampumep,
UCIIOJIb30BaTh JOCTMIKEHUSI apXUBOBEICHUS, @ TAKXKE CMEXKHBIX HAYK M HAYYHBIX JHUCLUIUIMH),
YCIIELIHO pellaTh MOCTaBJICHHbIE 3a7auyd, oOpabaTeiBaTh M 0000maTh Marepuan. Hamucanue
KOHTPOJBHON pabOThl, MOArOTOBKA M 3alIUTa KypCOBOW HMEET psA OpraHU3alMOHHBIX W
METOANYECKHX 0coOeHHOCTeH. O3HaKOMJIEHHE C JJAHHBIMM METOJUYECKUMHU PEKOMEHIALUIMU
IIOMOXET CTYAEHTaM IPAaBIWIIBHO OPTaHM30BaTh CBOIO YUEOHYIO0 M HAyYHO-HCCIIEAOBATEIbCKYIO
paborty.

OO0mme TpeOOBAHUS K CTPYKTYpe U COAEPKAHUIO MMCbMEHHBIX padoT

BaxxHolt ¢popmoii caMoCcTOATeIbHONW paboThl CTYIEHTA SBJSETCS KOHTPOJIbHAS paboTa.
Ona mpemycMoTpeHa aiisi OOJIBIIMHCTBA TUCIMILIMH y4eOHOTO IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeJieHus. Ee HanucaHue nmpecienyer 1eib yriyOneHHOW NpopabOTKU ANCLUITIINHBIL.

KontponpHas paboTa BBHIMONHAETCS CTYJCHTaMH B COOTBETCTBHH C TEMAaTHUKOM,
©XKerogHo  yTBepxkaaemor  kadenpoil. KoHTponbHas  paboTa  sBISIETCS  3JIEMEHTOM
CaMOCTOSITENIBHOM paOdOThI CTYIEHTOB, I03TOMY BBIOOP TEMBI IPEJOCTABISAETCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH paOOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHTHCS C
pas3zaenamu Kypca, peyCMOTPEHHBIMHU Y4eOHOM IPOrpaMMOi.

PaboTa no HanucaHUIO KOHTPOJBHONH HAYMHAETCS C BBIBICHUS U N3YUYE€HUS HCTOUYHUKOB
U auTeparypsl o Teme. [lo okoHuanuu cOopa U U3y4eHHs JIUTEPATYPhl K UCTOYHUKOB CIIEIyeT
IPOAYMaTh IUIaH KOHTPOJIbHOU paboThl. CocTaBlieHHE MJIaHA — BayKHAas 4aCTh paOOThI HAJl TEMOM.
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[Inan npezncraisier co0oii MepedeHb BOMPOCOB, OTPAXKAIOLINX cojiepkaHue uccaenoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOJyMaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kauy€CTBO KOHTPOJIbHON
pabotbl. B muian nenecooOpazHo BKIIOYUTH HanOoJiee BaXKHbIE TEOPETUYECKHE U MPAKTUYECKHE
BOIPOCHl TEMbI, KOTOpbIE MPH HEOOXOAMMOCTH MOTYT OBbITh JAeTanu3upoBaHbl. Kak mpasuo,
pabounii BapuaHT IUIaHa TOJKEH OBITh Pa3BEPHYTHIM, YTO 00JeryaeT paboTy Haj TEMOH.

B oxoHuaTenbHOM BapuaHTE IUIAH MOKET OBITh JaH B COKPAIleHHOM BHJE, HO
00s3aTENIbHBIM YCIIOBUEM TP 3TOM SIBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIbHOU pa O6oTe. COCTaBIICHHBIN TIJIaH JOJKEH HAWTH OTPa)KEHUE B
OTJIaBJICHUH K KOHTPOJBbHOM paboTe. PaboTa MoMmKHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBIICHHE,
BBEJICHUE, OCHOBHYIO 4aCTh, COCTOSIIIYIO U3 HECKOJIBKUX pa3/esIoB UK aparpados, 3aKI04eHue,
CIHMCOK MCTOYHMKOB M JIUTEpaTypbl. Bo BBeeHNU HEOOXOIMMO KPAaTKO PACKPBITh 3HAYEHUE U
aKTyaJIbHOCTh H3y4aeMmMoro Bompoca (TeMbl), Ha3BaThb OCHOBHbIE 3aJauyu paboOThl, ee
XPOHOJIOTUYECKHE PpPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUil 0030p HCTOYHHUKOB H
auTepaTypsl o Teme. O030p HCTOUYHUKOB U JIUTEPATYPhl HE JOJKEH CBOJUTHCS K TIEPEUUCIICHUIO
UCIIOJIb30BAaHHOT'O aBTOPOM HOPMAaTHBHOTO MaTepuayla M OIyOJMKOBAHHBIX cTaTeil. B Hem
clenyeT JaTh aHallu3 MCTOYHUKOB M JUTeparypbl. B 3aBucuMocTH OT oObeMa M II€JIEBOTO
Ha3zHaueHUs! paboThl, 0030p UCTOUHUKOB M JIUTEPATYPbl MOXKET OBITh NMPEACTaBIECH OTICIbHBIM
naparpadoM WM pa3aesioM B OCHOBHOM 4acTu paboTHI.

OcHOBHasi yacTb KOHTPOJBHOH pabOThl JOJDKHA OBITH M3JI0KEHA B COOTBETCTBUU C
IUIAHOM, OCBELIaTh COCTOSIHUE M COJIEP)KaTh aHAJIW3 PacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOI'0 YpPOBHS Pa3BUTUS TEOPETUUECKHUX 3HAHUH M OIBITa NPAKTUYECKOH pabOThI
apXUBHBIX YUPEKJIEHUI B 3TOI 00s1acTu.

[Tpu packpbITHH TOH WM UHOM TEMBI CTYIEHT JOJKEH CTPEMUThCS MOAPOOHO U ITy00KO
U3JI0KUTh KPYT BONIPOCOB, BXonadmux B Hee. [lo mepe paccMoTpeHus marepuana OTIElbHbIE
HOJIOKEHHSI KOHTPOJIbHOM paboThl clieyeT MIUIIOCTPUPOBATh MPUMEPAMH U3 JIMTEPaTyphl U, 1O
BO3MO>XHOCTH, U3 NPAKTHKU pabOThl KOHKPETHBIX apXHMBOB C 0OS3aTENIbHBIMH CCHUIKAMHM Ha
JUTEpATypy U UCTOUHUKHU. B 3aKimroueHNH KOHTPOJIBHON paboThl HEOOXOIMMO MOJBECTH UTOTH
TEOPETUYECKOH M MpPaKTUYeCKOll pa3paboTku BompocoB. CIHCOK HCTOYHUKOB M JIMTEPATYpPbl
npezcTaBisieT co0oi MepedeHb HCMOIb30BaHHBIX paboT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(haMuIMM ¥ MHULIMAJIBI aBTOpa (aBTOPOB), Ha3BaHUE PAOOTHI, MECTO, BPEMsI €€ OIyOJIUKOBaHUS U
CTPaHHULIBI.
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Ipuaoxkenue 1

Annomayusa OucyunIuHbl

Jucnunnuua peanusyercss Ha (akylbTeTe apXUBOBEACHHS U JOKYMEHTOBEACHUS
Kadenpoit JOKYMEHTOBEICHHS, Ay JUOBU3YabHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

Lenp AuCHUTIMHBI — MOATOTOBHUTH BBIMYCKHUKA, 3HAIOIIETO OCHOBHBIC HAMpPABIICHUS
TOCYJapCTBEHHOM perjiaMeHTaluu paboThl ¢ ToKyMeHTamu B Poccuiickoit denepanuu, 3aaadu
CIIyObI JJOKYMEHTAIIMOHHOTO 00ecreyeHus ynpaBieHHs] U BIAACIONIET0 METOJaMH aHalIu3a U
COBEPILIEHCTBOBAHUS TEXHOJOTUU TUIIOBBIX JIEJIONPOU3BOICTBEHHBIX ONEpaLUi.

3ajaun JUCIUTUINHBL:

- U3YYUTh UCTOPHIO (DOPMUPOBAHKS HAITMOHAITBHOW CHCTEMBI JICJIONPOU3BOJICTBA;

- OBJIAJIETh CIELUATbHON TEPMUHOJIOTUEH;

- M3yYUTh COBPEMEHHYI) 3aKOHOJATENbHYIO, MPAaBOBYIO U HOPMAaTUBHYIO 0a3y,
periIaMeHTHPYIOILYI0 paboTy ¢ JOKyMEHTaLuUeH;

- copMHpOBATH y CTYJICHTOB HABBIKH BBIMIOJHEHUS OCHOBHBIX JIEJIOMPON3BOICTBEHHBIX
Omnepalyii B YCJIOBHUSX IPUMEHEHHS TPAAUIMOHHBIX M AaBTOMATU3UPOBAHHBIX TEXHOJIOTUH
00pabOTKH JOKYMEHTOB;

- chopMupoBaTh HABBIKM aHaIW3a CHCTEMBI JOKYMEHTAI[MOHHOTO OO0eCTeueHus
YIIPaBJICHHUS;

- ONpEeAeNUTh  HANpaBJI€HUS  BO3MOXKHOIO  COBEPIICHCTBOBAHUS  CUCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeUeHHs yIpaBICHHUS;

- U3yYUTh MOPSAIOK OPTaHU3AINH CIIYKObI JOKYMEHTAIIHOHHOTO O0ECTICUCHHUS YIIPABICHUS

B COBPEMEHHOM OpraHU3allMH.

JucuuruinHa (MOlyJib) HalpaBjieHa Ha (POPMUPOBAHUE CIEIYIOMUX KOMITETCHIINNA:

OIIK -2.1. 3HaeT OCHOBHbIE COBPEMEHHBIE MTPOOIEMBI TOCTPOCHUSI CHCTEMBI
JOKYMEHTALMOHHOTO 00€eCTIeYeHHs yIIPaBJICHUS U apXUBHOI'O J1€N1a;

OIIK-2.2. Opranu3oBbiBaeT paboTy Moapas/eneHuii B cepe J0KyMEHTAIIMOHHOTO
o0ecreueHus yrpaBJIeHUs] U apXUBHOI'O JieNa

B pesynbrare ocBOCHUS AUCIUIUTMHBI (MOIYIIs1) O0YYarOIIHIACS TOKEH:

3namo:
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COBPEMEHHBIC TPOOIEMBI JOKYMEHTAIIMOHHOTO O00ECTEUYCHUs YIIPABICHUS U apXUBHOTO
Jiena;

MOPSIZTOK pa0bOTHI CITY’KO JIOKYMEHTAIIMOHHOTO 00eCIIeUCHHSI YIIPABIICHUS U apXHBOB

Ymemn:

pemate mnpodeccHoHaNbHBIE 3amaud B cdepe  JOKYMEHTAI[MOHHOTO OOecredYeHus
yIpaBIeHUS M ApXUBHOTO JIEJIa;

periIaMeHTHpPOBaTh PabOTy CIyKO TOKYMEHTAllMOHHOTO OOCCIICUeHUsS YIpPABICHUS H
apXHUBOB

Bnaoems.:

HAaBBIKAMH  OIICHKH COBPEMEHHOTO  COCTOSHUSI  CHUCTEMBI  JIOKyMEHTAIMOHHOTO
oOecrieueHHs yIPaBICHUS U ApXUBHOTO JIEJIa;

HaBBIKAMHU OpraHM3aIllid paboThl MOApa3feieHuii B cdepe TOKyMEHTAIMOHHOTO

obecreueHust YHOpaBJICHUA U apXHUBHOTO J€JIa B COOTBCTCTBUU C HOPMATUBHBIMU Tpe6OBaHI/I}IMI/I.

[lo mucnumauHe (MOAYNIO) HPEIyCMOTPEHa MPOMEXYTO4YHas arrectalus B (dopme
9K3aMeHa.

O6H.[aﬂ TPYAOCMKOCTb OCBOCHUS JUCHHUIIJIMHBI COCTABJISACT 4 3a4eTHBIX CAUHUIBI.



