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1.1 Ileab 1 3202494 JTUCHUATIMHBI
]_IeJ'II) JAUCHUIUIMHBI — MOATOTOBUTH BBIITYCKHHUKA, 3HAIOMICTO OCHOBHBLIC HaAIlpaBJICHUA
FOCYI[apCTBCHHOﬁ periiaMeHTalun pa6OTBI C JOKYMCHTaMH B Poccuiickoi d)e;[epam/m, 3agauu



CJ'Iy>K6LI JOKYMCHTAlIUOHHOT' O obOecrieueHus YHOpaBJICHUA W BJIAJACIOMICTO MCTOAAMU aHAJIM3a U
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COBEPIICHCTBOBAHUS TEXHOJOTUH THUITOBBIX JIE€JIONPOU3BOICTBEHHBIX ONEPALIUN.
3anayu TUCLUUIUIMHBL
- U3YYUTh UCTOPUIO (POPMHUPOBAHUS HAIIMOHAIBHON CUCTEMBI JI€JIONPOU3BOJICTBA;
- OBJIAJIETh CIIELUATIBLHON TEPMUHOJIOTUEH;

- M3yYUTh COBPEMEHHYIO 3aKOHOJIATEJIbHYIO,

periIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTaIUeH;

- C(i)OpMI/IpOBaTI) Y CTYACHTOB HABBIKW BBITIOJTHCHUSA OCHOBHBIX ACJIOIPON3BOACTBCHHBIX
onepaum?l B YCIOBHAX TMPUMCHCHUA TPAAULNUOHHBIX W ABTOMATU3UPOBAHHBIX TCXHOJIOT ui

00pabOTKH TOKYMEHTOB;

- C(I)OpMI/IpOBaTB HaBBIKM aHalIn3a CHCTCMBI

YIpaBIICHUS;
- ONpeaenuTh

HaIlpaBJICHUA

AOKYMCHTAIITMOHHOT'O obecneyeHus YHOpaBJICHUA,

- HU3Yy4YUTH

MopsAA0OK  OpraHu3alun

YIIpaBJICHUS B COBPEMEHHOMN OpPraHU3alNH.

BO3MOXXHOTI'O

CITYXKOBI

MPaBOBYI0O U HOpPMaTUBHYyIO 0a3y,

COBCPUHICHCTBOBAHUSA

1.2 IlepeyeHb IVIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUs M0 AMCHUILIMHE,
COOTHECCHHBIX ¢ HHAMKATOPAMHU AOCTUKEHHUS KOMIIETEeH LU

KoMmnerenuus
(KO 1 HANMECHOBAHUE)

Nuaukaropsl
KOMIIeTeHII U
(Kol ¥ HAMEHOBAHUE)

Pe3yabTaTnl 00yueHus

OIIK-2.
HaXO/IUTh
OpTraHU3AIOHHO-
yTpaBJIeHYCCKHE
pelLlIeHUsT MpU PpELICHUU
3amad B cdepe cBoew
npodeccruoHanbHOM
JeSITeTbHOCTH

Crocoben

OIIK -2.1. 3naer
OCHOBHBIE COBPEMEHHbBIE
npoOIeMbl TIOCTPOCHUS
CUCTEMBI
JOKYMEHTAIHOHHOT'O
obecrieueHus yrpaBieHUs
¥ apXHUBHOTO Jieia

3HaTh: COBpEMEHHBIE MPOOIEMBI
JOKyMEHTAIIMOHHOTO 00ecTIedeH s
yIpaBJIEHUS U ApXUBHOTO JeJia
VYMets: pemats npodeccrnoHaNbHbIE
3a1a4u B cpepe TOKYMEHTAMOHHOTO
o0ecrieueHns yrpaBiIeHus 1
apXHUBHOTO Jiea

Braners: HaBBIKAMU OLIEHKH
COBPEMEHHOT'0 COCTOSIHUS CUCTEMBI
JOKyMEHTAIIHOHHOTO 00eCTIeYeH s
yIpaBJIEHUS! U ApPXUBHOTO JeJa

OIIK-2.2.
OpranuzoBbIBaeT paboTy
nojipa3eeHuil B cepe
JOKYMCHTAlIHOHHOT'O
oOecriedeHus yrpaBiIeHUs
¥ apXHUBHOTO JIeJia

3HaTh: MOPAIOK paboThI CIykO
JOKYMEHTAIMOHHOTO 00eCTIeUeHHSI
yIpaBJIEHUS U APXUBOB

YMeTh: periiaMeHTupoBath padoTy
CIIy>K0 TOKYMEHTALlMOHHOTO
oOecrieyeHysl ynpaBieHUsI U apXUBOB
Brnaners: HaBbIKaMM OpraHU3aluu
paboTsl moapasneneHuii B cepe
JOKYMEHTAIMOHHOTO 00ecTeueHHsI
yIpaBJICHUS] © apXUBHOTO JIeTia B
COOTBETCTBUM C HOPMATUBHBIMU
TpeOOBaHUSIMU

1.3 MecTo AMCUMILIMHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTe/IbHOM
NpOrpaMMbl

JAOKYMCHTAITUOHHOT'O obecreueHHs
CHCTCMBI

AOKYMCHTAITUOHHOT'O obecrnieucHuUs
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Hucuumuinna (Moxynb) «Opranuzanus u rexHonorus JJOY» oTHocutes Kk 0043aTenbHOM
qacTy 0J10Ka AUCHUILIMH y4eOHOr o IIaHa.

Jis OCBOEHUS TUCHMIUIMHBI HEOOXOIMMBI KOMIIETEHLUH, CHOPMHPOBAHHBIE B XOJE
W3y4YEHUs CIEAYIOIMX TUCLHUIUINH U NPAaKTUK: JOKyMEeHTOBeIeHNe, Y TIpaBIeHne JOKyMEHTaMU
Kak o0iacTh MpogecCHOHANBbHON NesTenbHOCTH, McTropuss M opraHuszaius rocyJapCTBEHHBIX
YUPEKIAECHUN JOPEBOIIONMOHHON POCCHMM M NMPOXOXKAEHHS O3HAKOMHUTEIBHOM NPAKTUKH I10
JOKYMEHTOBEICHHUIO.

B pesynbrare ocBOEHUS TUCHUILIUHBI (OPMUPYIOTCS KOMIETEHIIMH, HEOOXOIUMBIE IS
U3Y4YEHHs] CIEAYIOUIMX JAWCUMIUIMH M HPOXOXKACHWS INpakTuK: «OpraHu3allioHHOE
MIPOEKTUPOBAaHUE B JIOKYMEHTAllMOHHOM oOecredeHuu ympasieHus», «HpopmanuoHnHble
TEXHOJIOTUM B  JOKYMEHTAallMOHHOM  oOecreueHuH  ynpaBieHus», «PerynupoBaHue
JOKYMEHTAI[MOHHOTO OO0ecreueHusl YIpaBlIeHHWs B aJMHUHUCTPATUBHBIX pEraMeHTax» U
MIPOXO0KACHUS NIPEIIUIUIOMHON IIPAKTUKH.

2  CrpykTypa IMCHUNIMHBI

OO6m1ast TpyA0€MKOCTh TUCHIMIUIMHEI COCTaBseT 4 3.e., 144 4.

CTpyKTypa AMCUHUILIMHBI 1JIs1 04HOH GopMbI 00yUeHUs!

O0beM MUCIUIUTHHBI B ()OpME KOHTAKTHOW PabOTHI O0YYaIOIIUXCS C MeAarormuecKuMu
pabOoTHUKaMU U (WJIH) JTUI[AMHU, TIPUBJICKACMBIMH K peau3aiuid 00pa30BaTeIbHOW MPOrpaMMbl
Ha WHBIX YCJIOBUSX, PU MPOBEICHUN YUCOHBIX 3aHATHIA:

Cemectp | Tum y4aeOHBIX 3aHATHI KosmmuectBo
4acoB
3 Jlexuun 32
3 CemuHapbl/1abopaTopHbie paboThI 48
Bcero: 80

O06beM AUCUMILTUHBI B (hOpME CaMOCTOSATENbHON paboThl 00yJaromuxcs cocrapiseT 64
aKaJEMHYECKHX YaCOB.

3 CoapepxkaHue TMCHUUILTHHBI
Ne | HaumenoBanmue pasgena | Coaep:kanue
AU CHUITHHBI
1 Ha3nauenue Kypca, | [Ipeamer, conepkanue u 3amadu Kypca. TepMuHONOrus
UCTOYHMKHU U JIUTEPAaTypa | OCHOBHBIX IMOHATUI B 00JAacCTH IEJIONPOU3BOJCTBA, €€
sBomronus. OmeHka TEPMHHOB B OTEYECTBEHHOMN

JUTEpaType.
B3aumocssi3b OpraHu3anuu u TEXHOJIOTHH
rOCy/apCTBEHHOTO [IEJIONPOU3BOJCTBA C pa3BUTHEM

TrOCYJapCTBEHHOTO  ammaparta, ero (QyHKIHSIMHA H
cTpykTypoil. Ilepuoansanus OCHOBHBIX TAllOB Pa3BUTHUSA
JIETIONPOU3BOCTBA.

OcobeHHOCTH M 3aKOHOMEPHOCTH  paboTel ¢
JOKYMCHTAMH B YUYPCKICHUAX Poccun B Pa3InNYHBIC
UCTOPUYECKHE TEPUOAbl, HX IPEEMCTBEHHOCTh B
YCIOBHUSIX JIEATEIBHOCTH COBETCKOTO M POCCHHCKOTO
rOCyJJapCTBEHHOTI'O armapara.

MecTo Kypca Cpeiu IPYTUX U3y4aeMbIX AUCHUIUINH.
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O030p UCTOUYHUKOB U JINTEPATYPHI MO JIETOIPOU3BOJCTBY
B Poccun 10 1917 1.

JIuteparypa 110 Hay4yHOM OpraHM3aLUu yIIPaBICHYECKOTO
tpyaa B 1920 - 1930-x rr., ee 3Ha4eHUE ISl U3YUCHUS
Kypca.

Pa6oter mo npemompousBoactBy  1960-x -1980-x rT.,
dbopMUpOBaHNE HOBBIX PAlMOHAIM3ATOPCKUX HJIEH M UX
OTpa)K€HHE B UCTOYHUKAX U JIUTEPATypE, NIEPUOIUIECKOMN
neyaT.

CoBpemeHHas clieluanbHas JUTepaTypa, Y4eOHUKU U
yueOHble 1ocobus. l3MeHeHMe TEeMaTUKH HAy4HO
npakthudeckux pador B 1900-¢ - 2010-e rT. B CBSI3U C
CO3/1aHUEM ABTOMATU3HPOBAHHBIX CUCTEM
JIeJI0NPOU3BO/ICTBA, COBPEMEHHBIX CpENCTB
KOMMYHUKAIIUU, OPTraHU3allMOHHOW WM BBIYMCIUTEIHHOMN
TEXHUKH.

Jluteparypa 1O TEOPUHM U TPAKTUKE YIPABICHUS
JOoKyMeHTanueill 3a pyoexom. OIleHKa BO3MOXHOCTHU
3aMMCTBOBaHUs 3apyOeKHOTO OMbITa PabOTHI c
JOKYMEHTaMH

2.1. Bo3HuKHOBeHHE WU

pa3sBHUTHE
JeJ10NPOM3BOACTBA B
YUYpeKIACHUAX Poccun
XVI - XVII BB.

Pernmamenrtanus 3axoHomaTeabHLIMU akTaMu X VI - XVII
BB. OTJENBHBIX CTOPOH CO3AaHUA U odopMmieHus
JOKYMEHTOB,  OOSI3aHHOCTEM  “CIy’KWJIbIX  JIIOJIEH.
Opranuzanusi  JA€JIONPOM3BOJACTBA B LIEHTPAIbHBIX
YUPEKACHUAX Pycckoro LEHTPaJIN30BaHHOTO
rocynapcTBa (IpHKa3ax), U MECTHBIX YUYPEXKIECHUIX
(mpuka3HbIx n30ax), ero ocooeHHOCTH. OCHOBHBIE ATAIIbI
paboTbl €  JTOKYMEHTaMH, JIeJONPOU3BOJCTBEHHBIE
omeparuu. CtonooBas opMa JAeTONMPOU3BOJICTBA.

2. 2. [eJIoNpOU3BOJACTBO
B yupexaenusax Poccuu
XVIII B

Xapakrepuctuka «l'eHepanbHOro perimamenta» 1720 r.
KaKk OCHOBHOI'0 3akoHojaTenbHoro akta XVIII B. 1o
OpraHU3aIu JIETIOTIPON3BOICTRA. PernamenTanus
JIOJPKHOCTHBIX 00s13aHHOCTEH CITyXKalIuX B
3akoHonarenscTBe XVIII B. TabGenp o panrax 1722 .
Ponp cekperaps B KOJJIEKCKOM JEJIOMPOU3BOICTBE.
OcobenHocTi TEXHOJIOTHH JIeTIOTIPOU3BO/ICTBA.
Opranuzanus apxXuBHOTO XPaHEHUS TOKYMEHTOB.

«Obmee yupexaenue rydepHckoe» 1775 r. o mopsnuke

JIETIONPOU3BOJICTBA U YCTAaHOBJICHUE Hepapxuu B
)IOKYMeHTI/IpOBaHI/II/I B331/IMOOTHOIHCHI/II>1 HGHTpaJIBHLIX nu
MECTHBIX YUPEKICHUM. OTnnuuns TEXHOJOTUH
JIEJIOTPOU3BOACTBA XVIII B. oT TEXHOJIOTHU

MMpCAMCCTBYIOIICTO IICPUOIa.

2. 3. Jlesqionpou3BOACTBO
B yupexaenusix Poccuu
XIX - nayase XX BB.

«O6mee yupexnenue wmwuHHCTEpcTB» 1811 T. Kak
OCHOBHOM 3aKOHOJATENbHBI aKT 10 €IUHOOOpa3HOMY
MOPSAIKY JEeJIONpOu3BOJACTBA B yupexaeHusx XIX B.
Co3nanue CHUCTEMBI JIETTONPOU3BO/JICTBA,
COOTBETCTBYIOLLEH €IMHOHAYaJIbHOMY MOPSIAKY
MPUHATHS PEIICHHH B IEHTPAJIbHBIX  YUPEKICHUSIX
Poccun XIX B. PernameHranusi ABUXKEHUSI JOKYMEHTOB.




TenneHIuu pocTa HOKyMEHTOOOOpOTa M MEpHI MO €ro
COKpaIlleHUI0 B 3akoHomarenbcTBe XIX B.  Briusnue
HOBBIX CpCIICTB I[OKYMCHTI/IpOBaHI/ISI, CBA3U,
KONMPOBAIBHOM TEXHHMKH Ha CHCTeMy palboThl C
JOKyMeHTaMHu. Pa3paboTka palnMOHAJIBHBIX  CHUCTEM
JIETIOTIPON3BOJICTBA B OTJICIBHBIX BEIOMCTBAaX U 3HAUCHUE
3TOTO OIIbITA JJIA HOCJICILYIOH_ICFO pa3BI/ITI/I$I
JIEIOTIPON3BOICTRA.

CoBpeMeHHasi OLIEHKa CHUCTEMBI JIEJONPOU3BOJICTBA
JTIOPEBOTIOLIMOHHON ~ Poccun W ero  BiAMSIHUE Ha
JalbHENIee pa3BUTHE CIIOCOOOB M METOJIOB PabOThI C
JIOKyMEHTaMHU.

2.4. CranoBieHue
pa3BurTue
NeJIONPON3BOACTBA
COBETCKHX
rocy1apcTBeHHBIX
YUYpe:KIeHHusAX.

Hu

B

[Toucku paloHaIbHBIX bopm OpraHu3aIiu
nenornpoun3BoacTBa B 1919 -1920-e roasi.

Hayunas opranusanus ynpaBiIeHUECKOro TpyJda Kak
dopMa OOIIECTBEHHOTO JBIKEHUS 32 PAIMOHAIN3AIMIO
rocarmapara.

Co3gaHne  HAy4YHO-HMCCIIEOBATEIBbCKUX  MHCTUTYTOB,
BEJIOMCTBEHHBIX ¥ BHEBEJIOMCTBEHHBIX OpraHoB
panroHaTu3aIHH, ux UCCIIEI0BATEIbCKAS
NEeSATeIbHOCTh W TNpakTU4Yeckue  pa3paboTKu 10
BHE/IPCHUIO HAYYHOH OpraHM3alui YIPaBICHYECKOTO
tpyna (HOVYT).

OnbiT pabotel OTaena aJIMUHHCTPATUBHOW TEXHUKU
(ATO) HK PKHU CCCP, akmuoHepHOTO 0O0IIecTBa
«Oprcrpoit», WHCTUTYyTa TEXHUKM YOpPABICHUS 110
paloHaIN3aUH 1eJIONPOU3BOJICTBA B IIEHTPAIbHBIX U
MECTHBIX YUPEKICHHSIX.

Xapaktepuctuka W 3HaueHue «OOmUX  mpaBuUI
JOKYMEHTAalluM 1 JOKYMEHTOOOOPOTa» KaK MOIBITKH

000011IeHHUSA METOI0B parMoHaIM3aIuN
JEIONPOU3BOJICTBA M BHEAPEHUS B MPAKTUKY pPabOTHI
€IMHBIX OpaBWJl  OpraHU3allud ¥ TEXHOJIOTUU
JIeJIONPOU3BOICTBA.

HestenpHocTh ['maBHOrO apxuHOro yrpasieHus (I'AY)
CCCP mo  meroauueckoMy PYKOBOJCTBY

JIEIONIPOU3BOJICTBOM.  MeToauueckue paspadotku ['AY
CCCP 1960-x rr. mo opraHu3alud ¥ TEXHOJOTHH
nenonpou3BojictBa. Co3zmanue u BHenpeHre OCHOBHBIX
noJIoKeHUM  EAvHOM  roCcylapCTBEHHOHM  CHUCTEMBI
nenonpousBogactea  (EI'CH), ee  3HaueHwe s
OpraHu3aly JCJIONPOU3BOACTBA B YUPSKACHUIX U
OpraHu3aIusx.

AKTUBH3AIUSl  COBEPIICHCTBOBAHUSA

nenonpousBojictBa B 1970-e — 1980-e rr. PasButue
TEOPETHUUECKUX W  MPUKIAJHBIX  HCCIEIOBAaHUNA B
00JIaCTH COBEPIICHCTBOBAHUS JIOKyMEHTAITMOHHOTO

obecrieueHuss  ynpaiieHusi. DopMUpOBaHUE KOHIETITUT
JOY. llens, HazHaueHue, coctaB OCHOBHBIX MOJIOKCHUM
I'CAOY, xapakTepuCTHKa OCHOBHBIX TOJOXEHUM U
TEMaTHUYECKHUX Pa3/IeiIoB.




3.1. Opranuszanus
AOKYMEHTAIMOHHOT 0
odecreyeHus
ynpaBJjieHUsl

,ZZo;cymeHmaquHﬂoe obecneuenue ynpaeieHus - OCHoea
mexHojlocuu ynpasjiernus

ITonsTe «JIOKYMEHTALlMOHHOE obecrieueHue
YIIPABJICHUS (A0VY). CoorHouieHue NOHATUN
«JIeJIONPOU3BOJICTBOY, «JIOKYMEHTALIMOHHOE
obecrieueHue YIPaBICHUN», «yIIpaBJICHUE

JOKYMEHTaMu».  YINpaBlIeHUE  JOKYMEHTaMH  Kak
COBOKYIIHOCTb JI€MCTBUH C JTOKYMEHTaMH OPraHHU3alUu C
LEJNBI0 JI0Ka3aTelbCTBA IIPOBEICHUS YIPABICHUYECKHUX
onepauuii. TpeGoBaHus K YIIPAaBICHUIO JOKYMEHTAMHU.

VYpasieHYecKass OEATEIBHOCT M JTOKyMEHTALIMOHHOE
obecrieueHue YIPaBIEHUS. JloKkyMeHTanoHHOe
o0ecrieueHye ynpaBieHus Kak (QyHKIUS yIIpaBJI€HUs, €ro
MECTO cpenu Ipyrux (pyHKIui ymnpaBieHus. 3HaueHHE
JOKYMEHTOB JJIsl pEaJIN3alliy yIIPABJICHYECKUX PEIICHUN.
BnusiHue xapakrtepa ynpaBiieHUs, IPUHLMIIOB IPUHSATUSA

YOPaBIEHUYECKUX  PELICHH Ha OpraHu3alul |
TEXHOJIOTHUIO JOKYMEHTAI[MOHHOTO  00eCIeYCHHUSI
yIpaBiICHUS.

JIOKyMEHTAIIMOHHOE ~ 00ECIICUCHUE  YMpaBJICHHS Kak
cuctemMa paboThl ¢ JOKyMeHTaMu. DakTopbl, BIUSIOIINE
Ha €r0 OpraHU3alMi0 M TEXHOJOTHI0O B YUPEKIACHUSX,
OpraHM3alUsX ¢ Ha  OPSANPUATHIAX  Pa3IMYHBIX
OpraHU3aIMOHHO-TIPAaBOBBIX (GopM. OpraHu3alvOHHEIE,
IPaBOBbIC, COLUAIBHBIC U MCUXOJOTHMYSCKUE ACTICKTHI
AOKYMCHTAITUOHHOTI'O 06GCHCLI€HI/I$I YHpaBJICHUA.
Brusitue ABTOMATU3HUPOBAHHOI TEXHOJIOTUHU
00paboOTKM  JOKYMEHTOB  HAa  JIOKyMECHTallMOHHOE
obecrieueHre ypaBiIeHUs..

B3anMmocss3b AOKYMCHTAIIlMOHHOT'O o0ecrieueHus
yIPaBACHUS C XpaHEHHEM JIOKYMCHTOB B apXHBE
OopraHu3alvi U B rOCYyAapCTBCHHBIX apXUBaX.

Hanpasnenus cocyoapcmeennoeo pe2yiuposaniis
0enonpou3z800cmaa
6 1990-¢ — 2000-e 200wi.
XapaKkTepucTuKa 3aKOHOJATEIbHBIX W HOPMAaTHBHBIX
MPaBOBBIX aKTOB Poccuiickoit denepauuu,
perIaMeHTHPYIOLITUX pabory c JIOKyMEHTaMHU.
Hampasnenus rOCyAapCTBEHHOTO PETyJIMPOBAHMSL.
3aKoHOIATEILHOE 3aKpEIUICHHE OOIMMUX TpeOOBaHWN K

AOKYMCHTaM )41 cucreMmam YHpaBJICHUA.
OTBETCTBEHHOCTh 3a pabOTy C JOKYMEHTaMH H HX
COXPaHHOCTb.

XapakTepHucThKa HOPMAaTHUBHO-METOAMYECKIX

JIOKYMEHTOB MEXKOTPACIEBOTO ACHCTBUSI.

3.2 Opranuzanus
cayxon1 1OY.

Opranu3zalnoHHbIE (GopMBI  TOKYMEHTAIIHOHHOTO
obecrieueHus ynpasieHus.  DakTopsl, onpeaessroIne
BBIOOp  OpraHm3alMoOHHOW (OpMBI B KOHKPETHOU
OpTraHM3alLMH.




OcHoBHasl 11€Tb, 33124 ¥ QyHKIMH cayx)061 JJOY.
Tunossie cTpyKTYpBI Ci1y)KO0bI [JOY.

Pernamenramuss  QyHKOMI — moapasnesnieHuil 1o
JOKYMEHTAallMOHHOMY  OOCIyXHBaHUIO. THUIOBBIE U
WHIMBHUIyaJIbHBIE TIOJOXKeHUs o ciayxkoe JJOY. Tumosoit
bopMyIIsip TIOJIOXKEHHUS, COCTaB WHGOPMAITUHU, TOPSIIOK
pa3pabOTKU U yTBEPKICHUSL.

JIOIDKHOCTHOM M YHUCJCHHBIA COCTaB  PaOOTHHUKOB
cinyx6s1 JIOY. ®Dynkiuu paboTHHKOB cinyxk0b1 JIOY
(cexpeTapb CTPYKTYPHOTO TOJIpa3fesieHusl, CEeKpeTaphb
PYKOBOAMTEINS, HMHCHEKTOP IO KOHTPOJIO U T.A.).
3aKperuieHue  OTBETCTBEHHOCTHU U TMOJHOMOYHUU
pabotHukoB ciayx0b1 JIOY. JlomKHOCTHAS WHCTPYKIHSA
KaK OCHOBHOW HOPMATHUBHBIN JOKYMEHT, ONPEACIISIOMIMI
OpPTaHHU3AI[MOHHO-TIPABOBOE  TOJIOKEHHE  pabOOTHUKA.
Dopmyisip JOJKHOCTHOM WHCTPYKIIUH, COCTaB
UH(POPMALIUH, TOPAIOK Pa3paObOTKU U yTBEPIKICHHUS.
[Tonoxenue o ciayx6e JOY 1 10JDKHOCTHAS HHCTPYKIIUS
KaK HOpMaTHBHAs OCHOBA paclpeleleHusi Tpyda MEXIy
NOJIPA3/IEIECHUAMH U UCTIOTHUTEISIMU.

NHctpykuus 10 [E€TONpPOM3BOJICTBY -  OCHOBHOM
HOPMATHUBHBIN aKT, PErIaMEHTUPYIOIINI TEXHOJIOTHIO
JOKYMEHTAllMOHHOT O obecrieueHus yIpaBJICHHUS.
TunoBele M WHAUBUAYAJIbHbIE WHCTpYKUMU. [lopsmok
pa3paboTku, COCTaB uHpOpMauy, IpaBuJIa
YTBEPKICHUS U BHEAPEHHS. OTBETCTBEHHOCTH
COTPYAHUKOB OpraHM3allUu 3a COOJIIOJIEHHE TpeOOBaHUM
WHCTPYKLUH.

HopmupoBanue Ttpyna pabGoTtHuKoB cinyx0b1 OV,
TUIIOBbIE HOPMATHBBI BPEMEHU Ha
JIeTIOTIPON3BOICTBEHHBIE paOOTHI.

Pa3menienne CTPYKTYpHBIX TOAPA3ACICHUA  CITY>KOBI
JOVY. VYcinoBusi Tpyna, opraHuzanus u 000pyAOBaHUE
pabouux MecT.

[Mopsimox xpaHeHus medaTeil, ONAHKOB ¥ TpaBHIIa
MOJIb30BAHUS MMHU. OTHKA JIEJOBBIX OTHOULICHUH,
MICUXOJIOTHYECKUN acTeKT pabdoThl € JIOKyMEHTaMHU.
[TonroroBka KaapoB AENONPOU3BOACTBEHHBIX CIIYXKO.
@opMbl TIOBBIIIEHUS KBaTU(UKALUK CHEIUAINCTOB B
obmactu JIOY.

3.3. Opranuszanus
JOKYMEHT0000pOoTa

OmnpeneneHne MOHATHS «IOKyMEHTOOO00poT».  OOimue
IMPUHIUIIBL U MCTOAWYCCKUC OCHOBBI OpTraHHU3alun
JIOKyMEHTOO00pOTa, HMX peanu3anus B JACHCTBYIOLIMX
ToCyJapCTBCHHBIX HOPMATHBHBIX JOKYMCHTAX.
CtpykTtypa u ob1mas XapaKTEePUCTHKA
JOKYMEHTOTOTOKOB. O0BeM TOKyMEHTOOOOpOTa. YUer
KOJIMYECTBA JIOKYMCHTOB.

[IpueM, mnpoxokaeHue U NOPANOK  UCIIOJIHEHMS
HOCTYIAIOIIHX JIOKYMEHTOB. [epBuuHast
AKCTIETUIIOHHAS oOpaboTka JIOKYMEHTOB.
[peBapuTeIbHOEC paccMOTpeHHE JIOKYMEHTOB.
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PaccMoTpenue JOKyMEHTOB pyKOBOJICTBOM OPTaHU3AIINH,
NPUHATHE pEIIeHUs O XapaKTepe WX WCIIOJHEHHUS.
HamnpasieHue QOKyMEHTOB Ha MCIIOJIHEHUE.

JlocTaBka ITOKYMEHTOB HCIIOJIHUTEISM, TMOPSAIAOK UX
npuemMa u  nepexaun. Pabora  ucnomHHTENS  C
JOKyMEHTaMH. JTanbl ucnoiaHeHus. [lopsamnok o6paboTku
OTIpAaBIIIEMBIX JOKyMeHTOB. IlIpaBuna opraHusanuu
JBWKEHUS BHYTPEHHHX JOKyMEHTOB. HampaieHus
COBEPILEHCTBOBAHUS JOKYMEHTOO0OpPOTa U IyTH €ro
COKpaIIleHHSI.

TenaeHIMU pocTa TOKYMEHTOOOOpOTa B COBPEMEHHBIX
opranuzanusax. Bimsaue apTomMartm3anuu 00pabOTKH
I/IH(l)OpMaI_[I/II/I Ha KOJIHMYECTBCHHBIEC HW Ka4YCCTBCHHBLIC
XapaKTePUCTHKH JOKYMEHTOOOOPOTA.

34. Peruncrpanus
AOKYMEHTOB "
opraHu3aums
CIPaBO4HO-
HHGPOPMAMOHHOTO
00c/Iy;KMBaHMSA.

Peructpanus xak coctaBHasg 4yacth TexHosorun JIOV.
[TpuHIHITBI perucTpauu T0KyMEHTOB

XapakTepucTuka COBPEMEHHBIX PETUCTPALMOHHBIX
dopM, coctaB MHDOPMAIIMK U TIOPSJIOK MX 3ATOTHEHHUS.
Pa3Butne cmnoco0oOB perucTpanud B TOCYJIapCTBEHHOM
JIEJIONIPOU3BO/ICTBE.

B3aumocBs3p peructpanuu 10KyMEHTOB C OpraHu3anuein
CIPaBOYHO-UH(POPMAITMOHHON  pabOoTHI, OpraHu3aIuei
KOHTpPOJISI UCIOJHEHHs U Mocleayomeil oopadoTkoi
JIOKYMEHTOB.

WuaekcupoBaHue [TOKYMEHTOB. 3HAu€HHWE U TpaBHiIa
dbopmupoBanus nHACKCOB. MHIEKCHPOBaHNE JOKYMEHTOB
B YCIIOBUSIX TPAJIUIIMOHHON 00paOOTKH IOKyMEHTOB.
[MpuHIMIBT TOCTpOEHUST MHPOPMAITMOHHO-TIOUCKOBBIX
cucrem (MIIC)  pyynoro  Tuma, WX  BHIBL
HNudopmannoHHO-cripaBoYHOE 00CTY>KMBaHUE armapara
yIpaBiIeHUS B YCIIOBUSX MIPUMEHEHUS
aBTOMaTu3upoBaHHbIX TexHojoru JJOVY. Ilouck 51

HCIIOJIB30BAHHUC I/IH(bOpMaI_[I/II/I B aBTOMATU3UPOBAHHBIX
UIIC.

10

3.5. KonTpoan
MCIOJIHEHHS
JAOKYMEHTOB

®opmupoBaHue TpeOOBaHUI K OpraHU3allUd KOHTPOJIS
VICIIOJIHEHHSI IOKYMEHTOB B JIEJIONIPOU3BO/JICTBE.
3HaueHue  KOHTpPOJII  3a  CPOKaMU MCIIOJIHEHHUS
JOKYMEHTOB B  ammapare ynpasiieHus. OCHOBHbIE
MPUHIUIIBI €70 OPTaHU3AIUH.

3amaun  ciayx0b1 JIOY 10 KOHTPONIO HUCHOTHEHUS
JOKyMEHTOB. Kareropuu IOKyMEHTOB, IOJJIEkKAIIUE
KOHTPOJTIO CpokH  WCHONHEHUS JAOKYMEHTOB.
TexHOI0rHsl KOHTPOJIBHBIX OIEepaLUil.

PernamenTsl BHyTpeHHEH opraHuzanuu QenepaibHbIX
OpPraHOB HCIIOJIHUTEIBHONW BJIACTH KAK OCHOBA KOHTPOJIS
WCIIOJIHEHHS IOKYMEHTOB B IOCYJIapCTBEHHOM armapare
Poccuiickoit ®enepanuu.

O0o01Ienre, aHaau3 W HCIOJL30BAHHE NaHHBIX 00
WCIIOJIHEHUH JIOKYMEHTOB B YCIIOBHUSIX TPaJUIIMOHHON U
aBTOMAaTU3MPOBAHHOM TE€XHOJIOTUH 00paboTKu
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JIOKyMEHTOB
ABTOMaTH3UPOBAHHBIE CHCTEMbl KOHTPOJI 3a CpOKaMu
WCIIOJIHEHHS IOKYMEHTOB, OIIBIT UX IPUMEHEHUSI.

11

OO011IeCTBEHHO-TIOJIMTUYECKOE U COIMAIBHOE 3HAUCHUE
oOpaiieHu#l rpakaaH. 3aKOHOJATeNbHasl perjiaMeHTaIs
paboThl C MPEIIOKCHUSIMH, 3aSBICHUSAMH U KaloOaMu
rpaXKaaH.

DopmMupoOBaHUE HOPMAaTHUBHOM 0a3bl,
peraaMeHTHpYIOIIeH OpraHHU3aIII0 paboThI c
oOpaleHus MU Tpak/iaH B TOCYIaPCTBCHHOM arrapare.
OcHoBHble 3amaun  ciayx0b1 JIOY mo opranuzamuu
paboTel ¢ OOpamieHUsIMH TpaxkJIaH, €€ OCOOCHHOCTH.
Onepauyy 1O TNpUEMy, PETUCTPALMH, KOHTPOIIO
UCTIOTHEHUSI, TIPUHSATUIO PEIICHUH 10 OOpaleHusIM
rpaxnaadn. Cpoku  ucnoiHeHus. TpeOoBaHMS K
COJICP’KAHUIO OTBETHBIX JNOKyMEHTOB. DopMUpOBaHUE U
XpaHeHue JeNl C TMPeUIOKCHUSIMH, 3asBICHUSMU U
xkamobamu  rpaxmaH.  OO0oOmeHwe, aHAIM3 U
UCIIONIb30BAaHUE JaHHBIX O paboTre ¢ OOpaleHUsIMU
IpaXKJIaH B armapare yrnpaBIcCHHS.

Opranuzanus mnpuemMa TrpaxAaH B TOCYIapCTBEHHBIX
yapexaeHusx. @opMbl U METOIIbI COBEPIICHCTBOBAHUS
paboTel ¢  oOOpameHUsIMM TpaXKJaH B  OpraHax
TOCyIapCTBEHHOW  BIAaCTM W YNpaBJICHHS, B
OOIIECTBEHHBIX OpPraHU3aLUAX.

[IpumeHeHre aBTOMATH3UPOBAHHBIX TEXHOJOTUN IS
MOJIFOTOBKA OTBETOB M OpraHMU3ali HWH(OPMAaIHOHHO-
CIPAaBOYHOM CIYXKOBI B YUYPEKACHHUSIX C OOJBIINM
00beMOM 0OpaIeHu i TpaXkKaaH.

12

3.6. Oprannzanus
AeJONPOU3BOACTBA 10
NpeI10KeHU M,
3asiBJICHUAM H KaJ100aM
rpa:kaaH

3.7. XpaHnenue
AOKYMEHTOB B
1eJ10NPOU3BOACTBE
OpraHu3auuu

Opeanuzayus mexyuje2o Xpareuuss O0OKyMeHmo8 U
obecneyenue ux coxpanHocmu

OcHOBHBIE TIOJIOKEHUS 3aKOHOIaTEIbHON
perJlaMeHTalluu XpaHeH!s TOKYMEHTOB B Poccuiickoit
®enepanuu. MeToauueckue TOKyMEHTHI 10 OpraHn3aluu
XpaHEeHHUS.

XpaHeHHEe JOKYMEHTOB B CTPYKTYPHBIX MOAPA3JIEICHUIX
opranm3aiu  OTBETCTBEHHOCTh 32  COXPaHHOCTb
JNOKyMeHTOB.  OpraHusanusi CcIpaBOYHOM paboOTBl U
HOPSIIOK  BBIJAYM  JOKYMEHTOB ~ BO  BPEMEHHOE
NOJIb30BaHUE  TPU  XPAaHEHUU B CTPYKTYPHBIX
HOJpa3/IeJICHUsX. XpaHeHue JOKYMEHTOB Ha
HETPaJUIIMOHHBIX HOCUTEJISX.

CoxpaHHOCTh JOKYMEHTOB TIIpH pEOpraHu3aluu U
JUKBUJAILMY OpraHU3alui.

Homenxnamypa oen
[TonsTHE «HOMEHKIIaTypa Jem». HazHaueHue
HOMEHKJIaTypslI fes. HomeHnkiaTypa Jen Kak OCHOBa
CHCTEMATH3aIMHU JIOKYMEHTOB B IEJIAX UX MOCIEAYIOIIETO
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XpaHEeHUs.

TpeOoBaHMsI K COCTABICHUIO HOMEHKIIATYpHI nen. Mx
periraMCHTAllUA B 3aKOHOAATCJIbHBIX aKTaX U
HOPMAaTHUBHO-METOIMYECKUX JTOKYMEHTaX
MEKOTPACIEBOr0 ICUCTBHSL.

Bunbel HoMeHKIaTyp [1ei1, UX 0COOEHHOCTH U Ha3HAuYeHHe
MGTOIII/IKa COCTAaBJICHHUA HOMCHKJIATYPBI ACJI: U3YUCHUC
cOCTaBa JOKYMEHTOB, pa3paboTKa KiacCu(DPUKAITMOHHON
CXEMBbI; COCTaBJIEHUE 3ar0JIOBKOB €I U UX
CUCTEMAaTH3allMsl C yUeTOM YCTaHOBJICHHBIX TPEOOBaHUM.
[Mopsimok odopmiteHus1, COTIIACOBAHUS M YTBEPKICHUS
HOMEHKJIaTyphlI Jien. Cpoku XpaHeHHsI JOKYMEHTOB
Hcnonp3oBaHre HOMEHKIIATYPBI €] B ONIEPAaTUBHOM
XpaHEHUU U apXHUBe OpraHu3aluu.

Opeanuzayus u nopsioox gopmuposanus oen
[MonsTue “popmupoBanue nen’, OCHOBHBIE TPEOOBAHUS K
MPOBEICHUIO ATOU padoThl. CoBpeMeHHasi HOPMAaTHBHO-
MeToaudeckas 6asa, onpeaenstonas TpeOOBaHUs K
(OpPMHPOBAHUIO /1T B ICIIOTIPOU3BOICTBE.
dopMupoBaHUE IeT B OPTaHU3ANUIX PA3TUIHBIX
ypOBHEH yripaBieHus. 3amaun ciayx0sr [IOY u apxusa
OpTaHM3AINH 110 00ECTICUeHUI0 KaYeCTBEHHOTO
dbopmupoBanus nen. [IpaBuna hopmupoBanus B aena
JOKYMEHTOB Pa3UYHBIX BHIOB. [[pUHITUTIBI
CHCTEMaTH3aIllU JIOKYMEHTOB BHYTPH JIEI.

Opeanuzayus sKcnepmu3svl YeHHOCMU OOKYMEHNO08
ITonsaTue “aKcriepTH3a LIEHHOCTU JOKYMEHTOB .
HopmatuBHO-MeTOAMYECKHE U TEOPETUYECKHUE OCHOBBI
NPOBEIEHUS SKCHEPTU3bl. TpedoBaHUS K IMPOBEACHUIO
9KCIIEPTHU3bl IIEHHOCTHU TOKYMEHTOB.

Opranuzanus paboThl LEHTPAIBbHOM HSKCHEPTHOU
komuccun (IIDK) wu  skcmeprHoit  kommccun  (OK)
yupexJIeHus (OpraHu3alyn) o MPOBEAECHUIO IKCIIEPTU3BI
LIEHHOCTHU nokyMeHTOB. [lomoxeHnne 00 SKCrepTHOM
komuccuu. IlpaBa um (yHKIMM SKCIIEPTHOW KOMHCCHH,
nopsiZiok ee paboThl. JIOKyMEHTHpOBAaHUE NEATEIbHOCTH
9KCIIEPTHOM KOMHUCCUHU. DTallbl IPOBEAEHUS IKCIEPTU3BI
HEHHOCTH  JOKyMeHTOB. OdopmieHue pe3yibTaToB
9KCIIEPTU3BI IEHHOCTU JOKYMEHTOB.
[lonatue “nepeueHp n0kymMeHTOB”. HasHauenwe wu
UCIIOJb30BAaHUE IE€pPEUYHEd B  KadeCTBE OCHOBHBIX
UCTOYHUKOB 110 YCTaHOBJIEHUIO CpPOKOB XpaHEHUA U
oOecrieyeHHss  €IMHCTBA  OINEPATUBHOIO  XpaHEHHUs
JOKYMEHTOB B  JEJONPOM3BOJACTBE W  apXuBe
OpraHH3aliH.
TunoBele W BEIOMCTBEHHbIE NEepedHH. lcnonb3oBaHue
nepevyHerd AN COCTaBJIECHUS  KIAcCU(UKATOPOB U
HOMEHKJIATyp Jell.

Iloozomoska u oghopmaenue oen
YHudukanus TpeboBaHMA K AeIaM, CAABAEMbIM B apXHB.
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HopmatuBHO-MeTOIMUECKHE JOKYMEHTBI
MEXOTPACIEBOTO AEHCTBUS 00 OhopMIICHUH eI
OcHoBHbIe TpeboBaHus K opopmienuto aen. [lomHoe u
gactuyHoe  odopmwiienue  gen.  [lommmBka — jed.
Hymepauuss ~ nmcTOB. 3aBepuTeIbHAS Ha/IIUCh.
Buaytpennsas omuck. OdopmiieHne  OONOXKH — JI€T
MOCTOSIHHOTO ¥ BPEMEHHOTO XPaHEHHUS.

Onucu oen
[Tonstue «onuck aen». [IpaBuna cocraBieHus ONUCH eI
CTPYKTYPHOTO  TOJAPA3ACICHUS. Buner  onuceil.

OdopmieHne onucH 1ei CTPYKTYPHOTO TOIpa3 IesICHuSI.
Ilopsiook nepedauu den 6 apxus opeanuzayuu
Ilepenaua nen B apxuB opranuzanuu. Bzaumopeincrsue
cyx6n1 JIOY u apxuBa npu GOpMHPOBAaHUHA OCHOBBI TSI
HOCIIEAYIOLIETO XpaHeHUs u MCIOJIb30BaHUS
JNOKYMEHTOB. EQWHCTBO opraHuzanuy [OKyMEHTOB B

JIEJIOTPOU3BOJICTBE U apXUBE.

13 | 3.8. Hanpasienus
COBEpIIEHCTBOBAHUS
A0y

YropaBieHne  JIOKyMEHTaMH KaK d9acTh  CHUCTEMBbI
yhnpaBiieHus: KadecTBoM. CraHmapTHU3anmusi MPOLEAYp
yOpaBlIeHUS JOKYMEHTAMH KaK METOIUYecKas OCHOBA
JEeSITEIIBHOCTH CITY)KO JOKYMEHTAIIHOHHOTO O0ECIICYCHHUS
yIpaBIECHUS B POCCUICKUX OpTraHU3AIUIX.

PasBurune periaMeHTanun JOKYMEHTAITHOHHOTO
obOecrieueHus yrpaBlieHUs. POllb THUTIOBBIX PETIAMEHTOB
OpPraHOB TOCYJapCTBEHHOW BIIACTH W YIPAaBICHUSA B
pPETYIHPOBAaHUH JOKYMEHTAI[MOHHOTO OOeCIeYeHHsI WX
JesITeJIbHOCTH. BHYTpEHHHUE periiaMeHThl OpTaHU3aIHi.
CoBepIIeHCTBOBAaHUE JOKYMEHTAIMOHHOTO O0eCTIieueHUs

yIIpaBJICHUS B rOCyapCTBEHHOM armapare,
OpraHu3alysIX  pasin4yHblX  (HOpM  COOCTBEHHOCTH
(rocymapcTBEHHBIX u HETOCyJapCTBEHHBIX).

YnopsiioueHrue OpraHU3alMOHHBIX (OPM M  METOJOB
paboThI C JOKYMEHTaMH.

Pernamenranus GyHKIMHA,  CTPYKTYpPBI u
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKEeHHS Ciryx)0 JJOY.
Bnusinue  HOBBIX HMH(OPMAIMOHHBIX TEXHOJOTMHA Ha
COBEPILEHCTBOBAHUE YIIPABICHYECKON JEATEIbHOCTH U

JIOY.

4 (OOpa3oBaresibHbIE TEXHOJOTHH

Ne | HaumeHoBaHme Buabl yueOHbIX
. OOpa3oBaTe/ibHbIE TEXHOJIOTHHA
n/n pasneia 3aHATHI
1 2 5
1. {ITpenmer, Jlexnus 1. BBoaHas JieK1Msl ¢ UCIIOJIBb30BaHUEM

coJiepKaHue, 3a1a4u
Kypca

pabota

CamocrosTenbHas |mpaBoBbiX 0a3 «KoHcynbranT, «l'apant» u

BUJIEOMATEPHAIIOB

IloaroToBka K JEKUMHU C UCIIOJIb30BAHUEM

ap., caiita «Zakonbase»: 3akoHOgaTeNIbHAS
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6a3a Poccuiickoii ®denepauuu

Bo3unkHOBEeHNE U
pa3BUTHE
JIETTONTPOU3BO/ICTBA B
YUPEXKICHUAX
Poccun XVI - XVII
BB.

Jlexkims 2.

JlaGopartophoe 1

Jlexuusa-6ecena

PaGora ¢ wMeToguMueckuMH —MaTepUaTaMH,
KOJUJIEKIUSIMH JIOKYMEHTOB donma
nabopatopuu JOKYMEHTOBEICHUS

[TogroroBka K JIEKIUH C HCIOJb30BaHUEM
¢onnoB Oubmmorexku PITY wu maGopatopun
JTOKYyMEHTOBEICHHS " NPaKTHYECKOMY

CaMocTosiTeNnbHas |[3aHATUIO B COOTBETCTBUM C METOAMYECKUMU
pabota YKa3aHUSIMH 110 BBIIOJHEHHUIO MPAKTUYECKUX
3aHATHIA.
HenonpousBonctso B [JIexkuus 3. Jlexuusa-6ecena
yupexaeHusx Poccun
XVIII B Jlaboparoproe  |PaboTa ¢ MeTOgMYECKMMHU MaTepraIaMH,
3aHATHE 2. KOJIJIEKIIMSIMUA JOKYMEHTOB (hoHIIa
1a00opaTOpUK JOKYMEHTOBEICHHSI
IloarotoBka K JEKIMM C MCIOJIB30BaHUEM
¢onnos Oubmmorexku PITY u naGopatopun
CamocrosTenbHas | JOKyMEHTOBEIEHUS u [IPAaKTUYECKOMY
pabora 3aHATHIO B COOTBETCTBUM C METOAMYECKUMHU
YKa3aHUSIMH TI0 BBIIOJHEHHUIO NMPAKTUYECKUX
3aHATHIA.
Henonpon3BoictBo B |JIekuus 4. Jlexnusa-6ecena
yupexaeHusx Poccun
XIX - nagasie XX BB.
JlaGopatopnoe  [PaGoTa ¢ METOMYECKUMHU MaTepUaIaMHu,
3aHsITHE 3. KOJUICKIIUSMH TOKYMEHTOB (oHIa
nabopaTopuu JOKYMEHTOBEICHHS
IlonroroBka K JIEKIMM C HCIIOJIB30BAHUEM
CamocrosrtenbHast |ponnoB 6udbnuorekn PITY u maGoparopum
pabota JOKYMEHTOBEICHHUS U MIPAKTHYECKOMY
3aHATUIO B COOTBETCTBUHM C METOIMYECKHUMHU
yKa3aHUSIMU 110 BBITIOJHEHUIO MPAKTHYECKUX
3aHATHIA.
CraHoBiieHHE U Jlexums 5. Jlexums-nucKyccust
pasBUTHE
nenonpousBojacTBa B |CamocrositenbHas [[loaAroToBka K €KUM ¢ UCIIOJIb30BAHUEM
COBETCKHUX pabota ¢donnos 6ubmmorexku PI'TY u naboparopuun

roCyJapCTBEHHBIX

JOKYMEHTOBEICHHUSI/
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YUPESKICHUIX
6. |Opranuzamus Jlexkima 6. [TpobGneMHuas nexmus
JOKYMEHTAIHOHHOT'O
o0ecrieueHus CamocrosrenbHas |[IoAroToBKa K JEKIHH € UCIIOJIb30BaHUEM
yIpaBlIeHUs pabora npaBoBbIX 0a3 «KoHcymbranT», «'apant» u
1p., caiita «Zakonbase»: 3akoHoaTeIbHAS
6a3a Poccuiickoii @enepannu
7. |Opranuzanus Jlexuuu 7 Jlexuus ¢ pa300poM KOHKPETHBIX CUTYaIHi
ciyx6w1 JIOY
Pabora ¢ MmeToanyeckuMu MaTepragaMu
nabopaTopuu JOKYMEHTOBEICHHS
Jlaboparopnoe
3aHsTHE 4. [ToaroToBka K JEKIMH C MCIOJIb30BAaHUEM
dbougoB Oumobmuoreku PITY wm maboparopum
JTOKYMEHTOBEICHUS U MPAaKTUYECKOMY
3aHATHIO B COOTBETCTBMM C METOAMYECKUMHU
yKa3aHUsIMU TI0 BBITIOJHEHUIO MPAKTHUECKUX
CamocrosTenbHas |3aHATU/
pabota
8. |Oprannsanus Jlexums 8. Jlexuus ¢ pa3060poM KOHKPETHBIX CUTYaIUil
JIOKYMEHTO000poTa
Pabota ¢ MeToanYecKMMHU MaTepHaIaMH
nabopaToOpun TOKYMEHTOBEICHUS
JlaGopaTopHoe
3aHATHE 5. [logroToBka K JEKIMH C WCIIOJB30BAaHHEM
¢onnos Oubmmorexku PITY u naGopatopun
JTOKYMEHTOBEICHUS " MPAaKTHIECKOMY
3aHATHIO B COOTBETCTBHM C METOAMYECKUMHM
YKa3aHUSIMH TI0 BBITOJHEHHIO TPAKTUYECKUX
CamocrosTenbHas |3aHATU/
paborta
9. |Perucrpauus Jlexuus 9. Jlexuus ¢ pa300poM KOHKPETHBIX CUTYaluil
JIOKYMEHTOB U
OpraHu3aIus
CIPaBOYHO- Pabota ¢ MmeToanyeckMMU MaTepHaIaMu
MH(POPMALIMOHHOTO nabopaTopuu JOKYMEHTOBEICHHSI
o0cIyKUBaHUS Jlaboparopnoe
3aHATHE 6.
[loaroToBka K JEKIMM C MCIOJIb30BAaHHEM
¢dounoB Oubmmorexkn PITY wu naGopatopum
JTOKYMEHTOBEICHUS U MPAKTUYECKOMY
3aHSATHIO B COOTBETCTBHH C METOAMUYECKUMH
yKa3aHUSIMU 110 BBIIOJHEHUIO MPAKTHUYECKUX
CamocTosTenbHast | 3aHATUI
pabota
10. | Kontpoins Jlexuus 10. Jlexuus ¢ pa300poM KOHKPETHBIX CUTYaluil
UCTIOJTHEHUS
JOKYMEHTOB [ToaroToBKa K JEKIMH C HCIIOIB30BAaHHEM
dhongos oudamoreku PI'TY u mabopatopun
CamocrosTenbHas | JOKYMEHTOBEICHUS
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pabota
11.|Opranuzanus Jleximsa 11. Jlexuusa-6ecena
JIeTIOTIPON3BO/ICTBA
MO MPEATIOKEHUSM,
3asBIICHUSM U CamocrositenbHast | [IonroToBKa K JEKIIUU C UITOJIE300BAHUEM
xanobam pabota npaBoBbIX 0a3 «KoHcynbTranT, «l"apant» u
np., caiita «Zakonbase»: 3akoHOIaTeIbHAS
0a3a Poccuiickoii Deneparun
12. XpaneHue Jlekuun 12 Jlexuust ¢ pa300poOM KOHKPETHBIX CHUTYaIIUH
JIOKYMEHTOB B
lenonpoussoncrse Pabora ¢ meToanueckuMu MaTepuagaMu
praHsam naboparopun JOKYMEHTOBEICHUS
Jlaboparopnoe
3aHATHE 7.
[lonroroBka K JIEKIMH C HCIIOJIB30BAHUEM
¢onnoB Oubmmorexku PITY u mnaGopartopum
JOKYMEHTOBEICHUS U MPAKTHYECKOMY
3aHSATUIO B COOTBETCTBHUH C METOIMYECKHUMHU
YKa3aHUSIMH TIO0 BBINOJHEHHUIO MPAKTUYECKUX
CamocTosiTenpHast |3aHATHI
paborta
13. |HampaBnenus Jlexmusg 13. [IpoGnemHas aeKIus
COBEPIIICHCTBOBAHUS
i(0)%
CamocrositenbHast |[lonroToBka K JEKIIUU C UCIIOJIb30BaHUEM
pabora ¢donnos 6udnanorexku PI'TY u naboparopun
JIOKYMEHTOBEICHHUS

B mepuon BpeMEHHOr0 MPUOCTAHOBJICHUS TMOCEHICHUS OOYYAIONIMMHKCS MOMEIICHUA H
tepputopun PITY nmna opranmzanum y4eOHOro mTpoliecca ¢ NMPUMEHEHHEM JJIEKTPOHHOTO
06yquH51 U AHUCTAaHIMOHHBIX OGp%OBaTCHBHbIX TEXHOJIOTUH MOTYT 6I>ITI> HUCITIOJIB30BAaHbI
cienyromye o0pa3oBaTelibHbIe TEXHOJIOTHU:

— BHUACO-JICKIIUU;

— OHJIAIH-JIEKLIMU B PEKHUME peaJbHOr0 BpEMEHHU;

— JJICKTPOHHBLIC y‘-Ie6HI/IKI/I, y‘-IGGHBIe HOC06I/I$I, HAaYYHBIC U3OaHUA B 3JICKTPOHHOM BUIC U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM;

— CUCTEMBI IJIs1 3JICKTPOHHOT'O TCCTUPOBAHUS

— KOHCYJIbTAIIMH C UCTIOJIb30BAaHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPEJICTB.

5 Ouenka miIaHMpyeMbIX Pe3yJbTAaTOB 00yYeHHUSA
5.1 Cucrema oueHMBaHUSA

dopMa KOHTPOJIA Makc. Kou4ecTBO OalIoB
3a oiHy Bcero
paboty
Tekymunii KOHTPOJIb:
- cobecetoBaHue 5 6amnoB 15 6annos
- OIIEHKA JJA0OpATOPHBIX 3aJ]aHH, KECOB 5 6anos 25 Gannos

- KOHTpoJbHast pabota (Temsr 2.1-2.3) 5 6amnoB 5 6amioB
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- KOHTpoJbHast paboTta (Tembi3.1- 3.4) 5 6amioB 5 6annos
-PTC
5 GanoB 10 GamoB
[IpomexxyTouHas aTTecTanus 40 6anos
(3K3aMeH)
Htoro 3a cemecTp (AUCIUILTUHY) 100
6amioB

[TorydeHHBIN COBOKYIHBIN pe3yIbTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO IITKATY OIICHOK U B
IKany oneHok EBpomneiickoii cucTteMbl mepeHoca u HakorieHus: kpeautoB (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHH ¢ TaOJIUIICH:

100-6annbHast TpazmiHonHas mKaa Ixama
HIKajia ECTS
95 -100 A
2304 OTJINYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 - 67 D

50 55 YIOBJICTBOPUTEIIEHO E
20-49 FX
0-19 HEYJIOBJICTBOPUTEIIEHO HE 3a4TEHO P

5.2 Kpurepum BbICTABJICHUS OLEHKH 10 TUCHUILINHE

Banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHUs 10

MIxanaa AUCHHUILINHE AUCHHUILINHE

ECTS

100-83/ COTIUIHOY/ BricTaBnsercs o0yuaromemycs, eIl OH ITyOOKO H

AB «3a4YTEHO IIPOYHO YCBOWJI TEOPETUYECKUN U MPAKTUUECKUI
(oTiIM4HO)»/ MaTepHaj, MOXKeT IIPOJEMOHCTPUPOBATh 3TO HA
«3a4TEHO» 3aHATUAX U B X0JI€ IPOMEKYTOUYHOM aTTECTALUH.

OO0y4armMics NCUYEPITBIBAIOIIE U JJOTHIECKUA CTPOMHO
u3JlaraeT yueOHbIM MaTepual, yMeeT YBI3bIBaTh
TEOPHIO C PAKTUKOMN, CIIPABIISIETCS C PEIICHUEM 3ajay
po(hecCHOHALHOM HAMTPABICHHOCTH BEICOKOTO
YPOBHS CII0HOCTH, PAaBUILHO 00OCHOBBIBAET
MIPUHSITHIE PEIICHMS.

CB00OOTHO OPUEHTUPYETCS B YUYCOHOU 1
npodeCCUOHATBLHOMN TUTepaType.

OneHka o JUCIUILINHE BBICTABIISAIOTCS
oOyuaromieMycs ¢ y4€TOM pe3yJIbTaToOB TEKYyILEH U
IIPOMEKYTOYHON aTTECTALUU.

KomnereHuuu, 3akperui€HHbIe 3a JUCHUIUIMHOM,
c(hOopMHpPOBaHbI HA YPOBHE — «BBICOKHI».
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Banael/
HIkana
ECTS

Onenka nmo
JMCUUILIMHE

Kpurepun oneHkn pe3yibTaToB 00y4eHUs 10
AUCHHUILINHE

82-68/
C

«XOpomIoy/
«324TEHO
(xoporto)y»/
«324TEHON

BeicTaBisercs o0yyaromemycs, €ciu OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUI MaTepUaJl, FPAMOTHO
U 110 CYILECTBY M3JIaracT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOYHOM aTTECTAllH, HE JI0ITyCKas
CYILLIECTBEHHBIX HETOYHOCTEM.

OO0yuatronuiicst mpaBUIbHO IPUMEHSAET TEOPETUUECKUE
IIOJIO’KEHUS IIPU PEILIECHNUN IPAKTUYECKUX 3a1a4
npodecCUOHATBLHON HAIPABICHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaZICET HEOOXOJUMBIMH ISl STOTO
HaBBIKAMH U IIPUEMAMH.

JlocTaTo4HO XOPOIIO OPUEHTHPYETCS B y4eOHOH U
npodeCCUOHATBLHOMN TUTepaType.

Onenka 1o JUCLUILINHE BBICTABISAIOTCS
oOyuaromemMycs ¢ y4€TOM pe3yIbTaToOB TEKyIIEH 1
IIPOMEXKYTOYHOM aTTECTALUH.

Komnerenuuu, 3akpeni€éHHple 3a TUCIUIUIMHOM,
c(OpMHPOBAHbI HA YPOBHE — «XOPOLIHIY.

67-50/
D.E

«YIOBIETBOPH-
TEIbHOY/
«324TEHO
(ymoBieTBOpH-
TEJBHO)»/
«3aYTCHO

BricTaBnsiercs oOydaromemMycsi, €CI1 OH 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUI U MPAKTUUECKHIT
MaTepHal, OMyCKaeT OTJeNIbHbIC OUTHOKH NPU €T
M3JI0KEHUU Ha 3aHATUSX U B X0J1€ TPOMEKYTOUHON
aTTeCTalUN.

OOyyaronuiicst UCTIBITHIBACT OIpeIeIEHHbIE
3aTpyAHEHUS B IPUMEHEHUN TEOPETUYECKHUX
MOJIOKEHUH TP PELIEHNN MPAKTUYECKUX 3a/1a4
npodecCHOHATBLHON HAIPABIEHHOCTH CTAHIAPTHOTO
YPOBHS CIIOKHOCTH, BJIaJieeT HEOOXOIUMBIMHU TSI
9TOro 0a30BBIMU HABBIKAMU M IPUEMAMH.
JleMOHCTpHpYyeT T10CTaTOYHBIN YPOBEHb 3HAHUS
y4eOHOM nUTEepaTypsl O JUCIUILINHE.

OneHka o JUCHHUIIIMHE BBICTaBISIOTCS
oOydaroleMycst ¢ yuéToM pe3ysIbTaToOB TEKYLIEH U
MIPOMEXKYTOUYHON aTTECTAIlUU.

KomnereHnuuu, 3akpeni€éHHple 3a TUCIUIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBINY.

49-0/
F,FX

«HCYOOBJICTBOPUTE

JIHO»/
HE 3aYTEHO

BeictaBnsercst oOydaromemycsi, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUYECKUIA U MPAKTHUECKUI
MaTepHal, OIycKaeT rpyObie OMHOKH TIPU eTo
U3JI0KEHUU HA 3aHATHAX U B X0JI€ TPOMEXYTOUHOM
aTTeCTaIlHH.

OOyuaroluiics UCTIBITHIBAET CEPbE3HBIE 3aTPYAHEHUS
B IPUMEHEHUHU TEOPETHUECKUX MOJIOKEHUN IPH
peLIeHNH IPAKTUYECKUX 3a/1a4 PO ecCHOHATbHON
HAIPaBJICHHOCTH CTAaHJIaPTHOTO YPOBHS CJIOXKHOCTH,
HE BJIa/IeeT HEOOXOUMBIMHU Il 3TOTO HaBbIKaMH U
pUEMaMHU.

JleMoHCTpHpyeT (parMeHTapHble 3HaHUS y4eOHOH
JUTEPATyPHI MO JUCIUTUIAHE.

OreHka 1o JUCHHUIUIMHE BBICTABIISIOTCS
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Banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHUs 10
Ikana AUCHHUILINHE AUCHHUILINHE
ECTS

oOyuaromieMycs ¢ y4€TOM pe3yJIbTaToOB TEKYyILEH U
IIPOMEKYTOYHON aTTECTALUU.

KomnereHumuy Ha ypoBHE «IOCTaTOYHBINY,
3aKpeIUIEHHBIE 32 TUCIUIUIMHON, HE chOPMUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MAaTEPHAJIbI) ISl TEKYIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTAIUN 00YYaAIONIUXCS 10

AUCHHUIIJIUHC

Keiichl 10151 Tekyleii arrectannu:

1. CyiiecTByeT i1 B HACTOSAIIEE BpEMs I'OCYIapPCTBEHHOE PETYIUPOBAHKE BOIIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHENH 00pabOTKU JOKYMEHTOB (HapHUMep, OIPEIEIICHbI JIU TUIIOBbIE
orepa 00padOTKH JOKYMEHTOB, X TMOCIEI0BATEILHOCTD) B YUPEXKICHUSAX, OPTaHU3AIUIX U
Ha NPEANPUATHIX CTPAHBbI?

Kakumu 1okyMeHTaMU JOJKHBI WM MOTYT PYKOBOJICTBOBAThCSI KOHKPETHBIE CTPYKTYPBI
IIPU PELIEHNN JaHHOTO Bompoca?

2. Jlnd pelieHus: Kakux 3ajiad UCIOJIb3YIOTCS TOCYIapCTBEHHbIE CTAHApThI B cepe
nenonpounsBozacTea? HazoBure Takue cTaHIapThl.

Kaxum 06pa3omM opranusaiusi MOXeT TOOUTHCS OT CBOMX PAOOTHUKOB 0053aTEIbHOTO
yueta nonoxenuit 'OCT?

3. OnHo¥ U3 BaXKHEHIINX ABISETCA MPoOIeMa COXPaHHOCTH (XpaHEeHHUs1) IOKYMEHTOB
opranuzanuii. Kakumu npaBoBeIMH aKTaMU U TOCYJapCTBEHHBIMH MEKOTPACIEBBIMU
JOKYMEHTaMHU CIIeyeT pyKOBOJICTBOBAThCS IIPU €€ PELICHUN:

3akoHOAaTeIbHbIE OCHOBBI XPAHEHUS JOKYMEHTOB

WNHble npaBoBbI€ aKThl, ONPEIETAIONINE PEIICHUE BOIPOCOB, CBA3aHHBIX C
COXPaHHOCTHIO (XpaHEHHEM) JJOKyMEHTOB

HOpMaTI/IBHO-MeTO,Z[I/IquKI/Ie AOKYMCHTEI, COACPIKAIIHUEC MCTOAUKY pa6OTLI 1o
OIICPAaTUBHOMY XPAHCHUIO JOKYMCHTOB U IMOATOTOBKC HUX K IIE€PCAAYC B apXHUB OpTraHHU3allnn

4. PyxoBoaMTENb NPEANPUATHS PACTIOPSAUIICS TOATOTOBUTH JTOKYMEHTHI, KOTOpPBIE
JOJKHBI PETJIaMEHTUPOBATH AESITebHOCTD Cityk0bl JIOY (kaHIensapun), opraHu3aio 1
MOPSI0K PabOTHI C IOKYMEHTaMHU.

br1no pazpaborano [lonoxenne 06 nHGOPMAITMOHHON MOTUTUKE, OAUH U3 PA3/ICIOB
KOTOpOro HaszbiBascs «Opranuszaius padboTsl ¢ JOKyMeHTUpyeMoit nHpopMmarueii». B pasnene
3aKpeIIsUICs CTaTyC KaHLEISIPUU KaK CITy>KObI JIeJIONPON3BOACTBA U (DYHKIUHU €€ COTPYAHUKOB
1o pabore ¢ JOKyMEHTaMHU.

Onpenenure, Kakue OpraHU3allMOHHbIE IOKYMEHTHI 3aMeHIIT co00ii pazen
«Opranuzanus paboThl ¢ JOKyMEHTUpyeMoi nHpopMmaruei». [IpaBomepHa 1 Takast mpakTuka?

Kakoii emie BHyTpeHHUN HOPMATUBHBINA JOKYMEHT CJIeZIOBaJio pa3paboTarh, YTOOBI
YCTAHOBUTH €IMHBIN MOPSIOK JICIONPOU3BO/ICTBA HA MPEANIPUATHH?
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5.0npexnenute nops ok coctaBieHus u opopmienus Ilonoxenus o ciyxoe JJ0OY:

. paspabaTsiBaeT (KT0?)

. MOAMKCHIBACT (KTO?)

. JOJDKHO OBITH COTIacOBaHO (C Kem?)

. yTBepKaaeT (KTo?)

= BBOJIUTCSA B JIUCTBHE (KEM WA yeM?)

. MOJITIEKAT IEPECMOTPY (TP KaKUX
00CTOSATENHCTBAX?)

3anoJHUTE TPOITYCKH.

6. PazpaboTtannas B opranuzauuu MHCTpyKIUS O J€I0NPOU3BOJCTBY COAEPIKUT
CIIEIYIOIINE TEMATUUECKHUE PA3AEIIBL:

- Opranmzaius JOKyMeHTO000poTa

- Perucrpanus 10KkyMeHTOB

- KOHTpOHL 34 UCITIOJTHEHUEM JOKYMCHTOB

- Homenxknarypa ngen

- XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX ITOIPA3/IEICHUSX.

OTpakeH 11 B UHCTPYKILUU BECh MpoIiecc paboThl C TOKyMEHTaMH?
Ecnu Het, kakumu pasnenamu Bol Obl JOMOTHWIN JaHHBINA JOKYMEHT.
OO6ocHyliTe CBOE PEIICHHE.

7. UHCTpYKIIUSA 110 ACIOMPOU3BOICTBY — ATO 00513aTEIBHBIN TOKYMEHT JJIsl BCEX
PabOTHUKOB OPTaHU3AIMU W TOJIBKO JJIS €€ CITYKOBI IEIONPOU3BOICTBA?
Kto u kakum oGpa3om onpenenser chepy pacnpocTpaHeHHs JaHHOTO JOKYMeHTa?

8. KoMIianust ©IMeeT HECKOJIBKO OTAEJIEHHM, OHO U3 KOTOPBIX PACIOJIaraeTcsi B TOM K€
3@HHUH, YTO U IIEHTPaJIbHBIN oduc. Jpyriue oT/ieneHus pacroioKeHbl B Pa3HbIX pailOHax
ropoja.

Kak Oyner oprannzoBaH JOKYMEHTOOOOPOT KOMIIAHUH B 3TOM cliyyae: OyJeT Ju
LEHTpaJIbHBIA 0pHC paboTaTh CO BCEMU TOKYMEHTAMU KOMIIAHUU (OCYIECTBIISTh
LEHTPaIN30BaHHbIN MIPUEM BCEX JTOKYMEHTOB, UX PETHCTPALIMIO, BECTH CIIPAaBOYHYIO paboTy,
KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB U T.JI.) WJIU epeaacT 3T QyHKIMU B oTaeneHus? Eciu
nepezact, kakoBa 0yzet pousb ciyx0s1 JIOY nentpansHoro opuca? Kak 6yayt padortats ¢
JOKYMEHTaMU OTJeJICHHUs, HAXOASIIEMCS B TOM e 3/1aHUH, YTO U LEHTPAIbHBIA 0puc?

9. IlepBuynas 00pabOTKa JOKYMEHTOB, OCTYNUBIIMX B KOMIIAHHIO T10 TTOYTE, CBOJAUTCS
K cienytoneMy. PaOOTHUKY, BBITIOTHSIONIUE Ty ONEPAINI0, BCKPBIBAIOT U TYT K€ YHUYTOXKAIOT
KOHBCPTHI, MIPOCTABJIAIOT HA BCEX JOKYMCHTAX, B TOM YHUCJIC, (I)I/IHaHCOBI:IX, 6YXFaJIT€pCKI/IX u
T.I1., IITaMIT O MOCTYIUICHHH JOKYMEHTA B OPTaHHU3AIMIO U TIEPEIAI0T UX HHCIIEKTOPY O
peructpanuu. MIHCIIEKTOp MpOoCMaTpUBAET JOKYMEHTHI U (PUKCUPYET B PETHCTPALIMOHHBIX
¢dbopmax, MOMUMO MPOYMX CBEIECHHUH, KOJINIECTBO JMCTOB M HATMYHE TIPUIIOKESHUH K
JIOKyYMEHTaM.

Onpenenure, kKakue TpeOOBAHUSI K TIPOIIECCY IEPBUIHON 00paOOTKU JOKYMEHTOB B
AAHHOM CJIy4a€ HapyHIarOTCA, U KaKMC€ HCTAaTUBHBIC MMOCIICACTBUA 3THUX HapyLHeHI/II‘;I JJIA
KOMITAHUU MOTYT MPOSIBUTHCSI BIIOCIIEACTBUH .

10. TToMOUIHUK PYKOBOIUTENS, IPEABAPUTEIIHBHO MPOCMOTPEB TOKYMEHTALIHIO,
MIOCTYNMBIIYIO B OPraHU3aLIMIo, BCIO €€ NIepeAacT pyKOBOAUTEINO. B manky ¢ JOKyMeHTaMu
BKJIaJIbIBAE€TCS MUCbMEHHBI KOMMEHTapUi O COCTaBe MOCTYIMUBIIUX JOKYMEHTOB,
KOPPECTOHJIEHTAaX, aipecaTax 1 COAEPKAIUXCS B KAKIOM JTOKYMEHTE BOIPOCax.
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B uem cocrout Ha3HaUYeHME ONEPALIUU «IIPEABAPUTEIBHOE PACCMOTPEHUE IOKYMEHTOBY?
[IpaBHIBHO 1M €0 MOHUMAKOT B JAHHOW OpraHu3anuu’?

11. OOutas TexHOIOTUS PA0OTHI C TOKYMEHTaMU B OPraHU3aIi COCTOUT U3 THIIOBBIX

onepauui:
= IIPUEM JOKYMEHTOB;
. nepBUYHas 00paboTKa JOKYMEHTOB;
| |
. perucrpanus;
. paccMOTpEeHUE JOKYMEHTA PYKOBOJMUTEIEM U ONPEACIICHUE XapaKTepa pEeIICHUs

BOIpoca (Pe30ItoNus);

= MOCTAHOBKA JJOKYMEHTAa Ha KOHTPOJIb;
- MOJArOTOBKA MTPOEKTa JOKYMEHTA;

= o(opmiIeHrE U COTIIaCOBaHUE;

- YAOCTOBEpPEHHUE;

|

- OTIIpaBKa U3 OpraHU3aluy;

JlomomHUTE IEpeUeHb HEIOCTAIONTUMU OTIEPAIHSIMHU

12. B cCOOTBETCTBHUM C TOCYJaPCTBEHHBIMU MEKOTPACIEBBIMHU JIOKYMEHTAMH B
nH(GOPMaIIMOHHO-TIOUCKOBYIO CUCTEMY TI0 JokyMmeHTaM opranuzanuu (MUI1C) Bxoast:
perucTpanusi, uHaeKcarus, GopMHUpPOBAHUE JE.

KakoBo Haznauenune xaxmoil cocrasistromeil UIIC? Uto mo3BoisteT 00bETUHUTE UX B
onHy cucreMy? Kak OHHM MOTYT HCIIOJIb30BAaThCA MTPH MOUCKE JOKYMEHTHON MHGOpMauu?

13. B perucrpanuonsbie pOpMbl BXOJIAUINX JOKYMEHTOB OpraHu3alys BHECIa
CJIEyIOLIUE JaHHBIC:

JlaTa TOJIy4EeHMs], BXOJAIUN pErNCTPalMOHHBIA HOMEDP, KOPPECIIOHICHT, HOMED M J1aTa
JOKYMEHTA, KPaTKOE COJEP:KaHUE, PE30IIOLHs PyKOBOAUTEI OPraHU3aluU, PYKOBOUTEb
CTPYKTYPHOTO NOAPAa3IEICHHS, PE3OIIONN PYKOBOAUTEIS OAPA3ACICHUS, HCIIOJIHUTENb.

Onpenenure, COOTBETCTBYIOT JIM 3TU JAHHBIE PEKOMEHAYEMOMY COCTAaBY PEKBHU3UTOB
peructpaniioHHoN Gopmsl. ViMeeTt nu ciryx0a 1e10npon3BOCTBA IPABO BKIKOYATh B
perucTpanoHHble POPMbI PEKBU3UTHI IO CBOEMY YCMOTPEHHIO?

14. Cucrema peructpaiyy B OpraHu3alii UMeeT CMEIIaHHyI0 (GopMy, IPH KOTOPOH
4acThb JOKYMEHTOB (TIOCTYIAIOIIUE Ha UMS PYKOBOAMTEIS, IPUKA3bl U JIP.) PETUCTPUPYIOTCS B
CITy>k0e JIeNTIoNPOU3BOICTBA, a OCTAIBHBIE — B CTPYKTYPHBIX Opa3/ICICHUIX.

B ciy:x6e nenonponsBozcTsa BceM 0€3 UCKIIIOUEHHs JOKYMEHTaM IIPUCBAUBAETCS
MHJEKC, COCTOALIMI U3 MOPSAKOBOIO HOMEPA JOKYMEHTa B COOTBETCTBYIOLIEH IrpyIie
(Hampumep, BXOJAIIMX JOKYMEHTOB) U IuTepsl «P», o3Hauaromeil «pykoBoACTBO», Haripumep, P
45. B CTpyKTypHBIX OJPa3ACIEHUAX PETUCTPALIMOHHBIA HHAEKC COCTOUT U3 NHAEKCA
CTPYKTYpPHOTO Mojpa3ieiaeHus (1o BHYTPEHHEMY KIacCU(PUKATOPY CTPYKTYPHBIX
NOJpa3JiesieHuil) U MOPSIKOBOI0 HOMepa, Harpumep, 3-25 unu 4-12 u T.10.

Yem Takoil MOPsIOK HHIACKCUPOBAHUS HE COOTBETCTBYET YCTAaHOBJIEHHBIM TpeOOBaHUSAM?
Pemienue kakux HHPOPMALMOHHO-TTIOMCKOBBIX 33/1a4 YCIIOKHSIOT TaKUe UHIEKChI?

15. [lena B opranu3anuu GOpMHUPYIOTCS M XPaHATCS CIETYIOIUM 00pa3oM:
CHEIMAIMCTHI OT/IEJIOB 3aBOJAT MAMKH, B KOTOPHIE BKJIAAbIBAIOT JOKYMEHTHI,
KacaloIIMecs pelIeHus OTAeIbHBIX BopocoB. Ha 06siokkax nomenarorcs GaMuming u
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MHUIIMAIBI HCTIOJHUTENCH 1 YKa3aHue Ha KOHKPETHOE HalpaBJIEHUE €ro AeATeIbHOCTH,
Harpumep:
A.C. Tepentnben
H3roroBjieHHe U YCTAHOBKA CBETOBOH peKJIaMbl

B teuenne roJa B TaKOM IIaIIKe HaKaILTUBAIOTCS Pa3iInYHBIEC TOKYMEHTEI, C KOTOPBIMHA
NPUXOIUTCS paboTaTh CHEIMAINCTY B paMKax JlaHHOU mpoOieMbl. B yncie 1okyMeHTOB
BCTPEYAKOTCA MUCbMA-IIPEATIOKECHUA, TMCbMAa-OTBETHI HA IPCIJIOKCHH A, ITMCbMa-pCKiIaMallvu,
JIOTOBOPHI U MIPUJIO’KEHUS K IOTOBOPAM, aKThl, TPOTOKOIBI U Ap. Ecnu cnennanuct paboTaer He
C OJIHOM OpraHM3alue, TO BHYTPH MANKX OH MIOMEIAET KapTOHHBIE Pa3IeIUTENN ¢ yKa3aHHEeM
KOHKPETHBIX OpraHU3alui-KOHTpareHToB. Korjga TOKyMeHTOB CTAaHOBHUTCS CIIMIIKOM MHOTO,
3aBOJIAT BTOPYIO (TPETHIO U T.J.) MANKYy € TAaKOM K€ Ha/MUChHIO U yKa3aHUEM, YTO 3TO BTOPOE
(TpeTse U T.A4.) AETO0:

A.C.TepentbeB
N3rorosiieHne U yCTAHOBKA CBETOBOM pekyaMbl. Ne 2

B koHIIe roa manku nomeniarTces B mkad, B OTACNEHUS, TJ€ XPaHITCS JOKYMEHThI
OIPEJIETICHHBIX CIELUATUCTOB.

Taxoil mopsiiok XpaHEeHUs TOKYMEHTOB OOBSACHSIOT TEM, YTO KMEHHO TaK CIIeUaTNCTaM
y100HO paboTaTh ¢ JOKYMEHTAaMH B T€UEHHUE JICIIONPOU3BOJCTBEHHOTO TO/1a, UCKATh JJOKYMEHTHI
MocJie OKOHYaHMs paboThl ¢ HUMH U 00€CcTieYyBaTh X COXPAHHOCTbD, TaK KaK KaxIbIil
CIELMAIMCT 3HAET CBOM BOIPOC U, 3HAYUT, CBOU JTOKYMEHTBI.

Cornacusl 11 Bbl ¢ Takum o0bsicienneM? KTo B TakoM citydae OyJeT HecTu
OTBETCTBEHHOCTH 32 00eCIeYeHne COXPAaHHOCTU JOKyMEHTOB? OOOCHYITE CBOIl OTBET.

16. B Teuenue rona y opraHu3aluy NOSBUINCH HOBBIE HAPABIIEHMSI I€ATEIBHOCTH U
HOBbIe apTHepHl. HoBast paboTa Obuta mopyueHa AByM otenaM. Kak crneactsue, NosiIBUINCH
3HAYUTEIBHOE KOJIMYECTBO HOBBIX IOKYMEHTOB, KOTOpPbIE HE OBLIIH MPELyCMOTPEHBI
JEUCTBYIOIMMH HOMEHKIIATYPAMHU JI€JT JaHHBIX OTJIEJIOB.

PykoBoauTenb OpraHn3alui CBOMM MPUKa30M 00513a1 BHECTH U3MEHEHHS B
HOMEHKJIATypy Zeil. B pe3ynbrare 3T0 CBEJIOCH K COCTABICHHUIO B CEPEIUHE I0J1a HOBBIX
HOMEHKJIATYp J€JI ABYX OTAEJIOB. PyKOBOAUTENb OpraHU3aliii UX YTBEPAUIL.

[Touemy Takue neiicTBUS HE MOTYT ObITh PU3HAHBI ITpaBoMepHbIMU? Kakue TpeboBanus
K COCTaBJICHUIO ¥ 0(OPMIICHUIO HOMEHKJIATYPBI J1eJ1 ObLIM HapyIIeHbI?

17. [ocne omMOOYHOTO YHUUTOKEHHS Psijia BXKHBIX JIOKYMEHTOB B KOMITAHUU OBLIIO
MIPUHSTO pelIeHe 0 co3/1aHuu 3KkcnepTHO komuccuu (OK) u pazpaboTke BHyTPEHHUX
HOPMAaTUBHBIX JOKYMEHTOB, PETYJIUPYIOIINX €€ JEATEIBHOCTD.

B neiictByromue KopropaTuBHbIE IOKYMEHTHI, pEeriaMeHTHPYIOIINE JesITeIbHOCTD
CITy>KOBI I€JIOMPOM3BOJICTBA U TIOPSIOK paOOTHI C TOKYMEHTaMU KOMITAHUM OBLIIH JOOaBJICHBI
COOTBETCTBYIOIIHME Pa3/ieibl, B KOTOPBIX OBUIM ONPENEIEHbI CTaTyC, COCTaB, IpaBa, 0053aHHOCTH
OK 1 nopsA10k NpoBeACHNS SKCIIEPTU3bI IEHHOCTU JOKYMEHTOB.

B ¢ynkunun OK Ob110 BKIIOUYEHO Clleayrolee:

- IPOBEpKa MPAaBUILHOCTH 0(OPMIICHHS JOKYMEHTOB;

- Y4eT JJOKYMEHTOB;

- OIIPEJIEIICHNS YCIOBUN XPAaHEHUS! IOKyMEHTOB;

- MpoBepKa kauecTBa (POPMUPOBAHHUS [T,

- Y4eT JeJl C JIUTEIbHBIMU CPOKaMU XPaHEHHUS;

- 0TOOp J1e/1 Ha XpaHEHUE U YHUUTOKEHHUE;

- OIIPEJIETIEHNE CPOKOB XPaHEHUS JOKYMEHTOB;

- OIpeJieIeHHE MOJHOTHI COXPAHHOCTH JJOKYMEHTOB KOMITAHUU.
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Kakue napymenust 6bu11 JomynieHs! npu co3aanuu OK ?
Kaxkue, na Bam B3rmsi1, yHKIIMK HE COOTBETCTBYIOT Ha3HaueHH0 DK 1 He BXOISIT B
MIOHSITHE «3KCIEPTU3a IEHHOCTU JOKYMEHTOB»?

18. HacTp BXOAAIIMX U UCXOAAIINX JTOKYMEHTOB OpraHU3aluy NPEACTaBIEHA B
anekTpoHHOU dopMme. IIpu moaroroBke Aen K nepenade B apXuB BCTaJl BONPOC, B KAKOM BHUJIE MX
HY>KHO C/1aBaTh: B BHJIE IMCKOB MJIM MEPEBEICHHBIX HA OYMaXXHYIO0 OCHOBY TPaJUIIMOHHBIX
JOKYMEHTOB.

CTOpOHHUKH TepeBoia TOKYMEHTOB B TPAJAULMOHHYIO OyMaxXHYI0 GopMy
MOTHBHPOBAJIM CBOIO TOUKY 3PEHHSI TEM, UTO HE U3BECTHO, 10 KaKoi ¢opMe T0KHA ObITh
COCTABJICHA OIUCH HA JJIEKTPOHHBIE JOKYMEHTBI, U KaK ONPENEIIUTh CPOK UX XPAHEHUS.

Kak Ob1 Bbl moctynmiu B JaHHOM citydae? MOKHO JIU ONpeIeTUTh CPOKU XPaHEHHUSI
TaKUX JJOKYMEHTOB M (hOpMY ONHCH, IO KOTOPOH OHU MOTYT OBITh NepeiaHbl B apXUB?

IIpumep BapuanTa TeCTOB AJIS1 KOHTPOJIBHOMI PadoThI

Bapmuanr 1

1. [IpaBua nenonpou3BoACTBa B (heiepabHbIX OpraHax MCIOJHUTENLHOM BIaCcTU U
Mertoandeckie peKOMEHIAMM 1O pa3paboTKe MHCTPYKUMH MO JAEJIONpPOU3BOJACTBY B
(benepanbHbIX OpraHax UCIOJHUTEIBHOMN BIAaCTU ObUIA MIPUHSITHI B rofy.

Kakne wn3 nepeuyuciieHHbIX BONPOCOB MeETOAMYECKHE PEKOMEHAALNU PEKOMEHAYIOT
BKJIFOUUTH B MHCTPYKIUIO IO JEIONPOU3BOJICTBY:
IIpaBUJIa COCTABJIECHUS U OPOPMIICHHS JOKYMEHTOB
IpaBUJIa OPraHU3alUH JOKYMEHTO000poTa
IIpaBWJIa PETUCTPALIUU U KOHTPOJIS
IpaBuJia XpaHEHHS IOKyMEHTOB
npaBuiIa 00pabOTKM 3JIEKTPOHHBIX JOKYMEHTOB
npaBuia nepegadn GakCUMUIbHBIX COOOIICHUN
IIpaBUJIa XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB

[u—

OTMeThTe B CIIHUCKE TUMOBBIC Ha3BAHUSA CITYKO JEIOMPOU3BOACTBA!

Otnen nenonpousBoICTBA

Otnen nokymeHToo0opoTa
VYnpasienue neaamu

Kanuensapus

OOwmii otaen

Perucrparypa

Cexkperapuar

Otnen KaJpoB U AETIONPOU3BOICTBA

2. OTMmeTbTe B CIHCKE CTPYKTYpPHOE TMOJpa3felieHue, KOTopoe pas3padaTbiBaeT
WHcTpyKuMio 1O  JI€TONPOU3BOJCTBY, M JOJDKHOCTHOE JIMIO, KOTOPOE YTBEPKIAET ATOT
JOKYMEHT :

Cnyxb6a I0Y

KOpunnueckas ciryx6a opranuzanuu
Kanposas cinyx6a opranuzamumu

Otnen Tpyna u 3apIuiaThl
PykoBoaurens opranuzanuu
PykoBoauTens KOJIErnaibHOro Oprasa
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C Kakou JIaThI HayMHaEeT JIeCTBOBATH
1205 (613907 411 £ SO

4. [IlponymepyiiTe MNpaBUIBHYIO MOCJIEIOBATENBHOCTh  JIEIIONPOU3BOICTBEHHBIX
oTiepaIiyii mo MoAroToBKE M 00pabOTKe UCXOIAIINX JOKYMEHTOB:

o pa3paboTka mpoeKTa JOKyMeHTa

. odopMieHHE aapecara

. 3aroJ0BOK K TEKCTY

o OTIpaBKa

. odopmIIeHNE TIPUITOKEHUS

. MIPOCTaBJICHUE OTMETKH 00 MCIIOIHUTENE

. BH3bI COIJIACOBAHMS

o noAnrcaHue

. perucTpanus

5. Peructpanuu nojjexar:

L BCC MOCTYNMBIIKWEC U OTIIPABIIACMBIC JOKYMCHTBI

L4 TOJIBKO BHYTPCHHHEC NTOKYMCHTDI

L4 TOJILKO OTICPATHUBHBIC U CPOUHBIC JOKYMCHTBI

L4 TOJIBKO JOKYMCHTBI, IOCTYNIMBIINC U3 BBIIICCTOAINX opraHmauHﬁ )41
OTIIPABIICMBIC UM

L4 HOKYMCHTEI, Tpe6yIOIJ_[I/I€ yuceTa, UCHIOJIHCHHUA U UCITIOJIb30BaHUA B CIIPABOYHBIX

Oeax

KOHTpOJIBHbIe BOIIPOCHI A 3aIaHUA TJIA l'[pOMC)KyTO'-[HOﬁ aTTECTAllMU IO UTOIraM OCBOCHU A
AUCHUIIJINHBbI?

1. Oco0OeHHOCTH CUCTEMBI AEONPOU3BOICTBA B IEHTPATIBHBIX YupexaeHusx Poccun
XVI-XVI., XVIII, XIX BB.. HanpaBneHus 1 cnocoObl pariioHaIH3aI|H IeT0MPOU3BOICTBA B
yupexaeHusax Poccun XIX - Hau. XX B.

2. HampagieHus noucka paiMoHaIbHBIX (HOpM OpraHu3aliy JAeI0NPOU3BOICTBA B
1920-e rons!

3. Poss Hapkomara pado4ye-KpecTbSIHCKOM MHCIIEKIMH B CO31aHUH
CHCTEMBI COBETCKOI0 1eJIONPOU3BOACTBA.

4. Han6osee 3HaunMBble pa3padoTKN aKIIMOHEPHOT0 o0mecTBa «Oprerpoii»,
HNHcTuTyTa TeXHUKH ynipaBJjeHus B 1920-e roasl.

5. XapakrepucTHKa 1 3HaYeHHe «OO0IMX NPaBHJI JOKYMEHTALIUHM U
AoKymMeHToo0opoTa» (1931 r.)

6. IIporpaMMbl COBEpIIEHCTBOBAHMS J1E€JIO0IPOU3BOJICTBA, IPUHATHIE HA
MeKOTpacieBbIx coemanusax 1941, 1960 rr.

7. HampaBneHus TEOPETUYECKUX U MPUKIIAIHBIX UCCIEIOBAHUH B 00JIacTh
COBEpUICHCTBOBAHHUS AeI0NPou3BoACcTBa B 1970-1980-e rozgsi.

8. T'ocymapctBeHHOE peryaupoBaHue aenonpousBoactsa B 1990-e — 2000-e roast

9. HopmaTuBHO-METOINYECKHE TOKYMEHTBI MEXOTPACIEBOr0 IEUCTBUS, KOTOPBIE
OIPEIENIAI0T COBPEMEHHYIO OpPraHU3alnI0 PA0OTHI C TIOKyMEHTaMU (HAUMEHOBaHUE IOKYMEHTA,
roJ] ero pa3paboTKH, KpaTKasi XapaKTepUCTHKA)

10. Opranuzanus ciayx06b1 JIOY. OcHoBHas 11€71b, 3371a4u ¥ (PYHKIMH CITYXOBI, ee
JOJDKHOCTHOW M YUCJIEHHBIA COCTAaB.

11. TunoBble BUJIBI U CTPYKTYpPHI city>x0 JJOVY.
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12. JIokanpHBIE aKThI, PETJIAMEHTHPYIOIINE OPraHU3aUI0 J1€JI0NPOU3BOICTBA.
Haznauenwue, cocraB nuaopmanuu, nopsaok pa3padboTKy U YTBEPKICHUSI.

13. MHCcTpyKIus 1o Aenonpon3BoACcTBy. HazHaueHue, cTpykTypa TeKCTa, MOPsIOK
MOJITOTOBKH.

14. ITonsiTHE «JIOKYMEHTOOOOPOT», IPUHIUIIBI €T0 OPraHU3aluN. XapaKTePUCTUKU
JIOKyMEHTO000pOTa

15. Oransl fokyMeHToo00poTa. Onepanuu, KOTOpbIe BHIIOIHIIOTCS U paboTe ¢
BXOJIALIUMH IOKyMEHTaMU

16. Otanbl fokyMeHToo00poTa. Onepanuu, KOTOpbIe BHIIOIHIIOTCS IpU paboTe ¢
UCXOSAIIUMU JOKYMEHTaMHU

17. DTanbl TOKyMEHTOO0O0pOTA. OMEepalMy, KOTOPBIE BHIIOIHAIOTCS ¢ BHYyTPEHHUMHU
JOKYMEHTaMu

18. Peructpanus 10KyMEHTOB, €€ Ha3HaueHue. [IpaBuia perucrpanyuu JOKyMEHTOB.
XapakTeprucTUKa COBPEMEHHBIX PErMCTPAIMOHHBIX (DOPM, cOcTaB MH(OPMALIUU U MOPSI0K UX
3aI10JIHEHUS.

19. IlonATHs «peructpanus JOKyMEHTOBY, KMHIECKCUPOBAHNE JOKYMEHTOBY.
3HavyeHue 1 rnpasuia GOPMUPOBAHUS UHCKCOB

20. 3HaueHue KOHTPOJSA 3a CPOKAMH MCIOJHEHHs JOKYMEHTOB B ammapare
ynpasieHus. TpeOGoBaHUs K OpraHU3alluy KOHTPOJIS UCTIOJIHEHUS IOKyMEHTOB B
JIeJIONPON3BOACTBE. 3a/1a4ll KOHTPOJIBHOU e TEIbHOCTH.

21. Cpoku UCIOTHEHUSI JOKYMEHTOB. TE€XHOJIOTUs KOHTPOJIS 32 CPOKAMH UCIIOJIHEHUS
JIOKYMEHTOB.

22. 3akoHOJaTebHas PeryiaMeHTalus 1 MEeTOMYECKoe 00ecieYeHre OpraHu3aIiuu
XpaHEeHMs TOKyMeHTOB B Poccuiickoit denepanun.

23. Opranu3zanys TEKYIIEro XpaHeHus JOKYMEHTOB B JIEJIONPOU3BOJICTBE
OpraHu3aluy 1 o0ecreyeHne ux COXpaHHOCTU

24. HomeHknatypa 1ell, €€ Ha3HaueHHUE B JIEJIO0NPONU3BOICTBE. Buabl HOMEHKIIATYp
1el1, uX oco0eHHOCTH. TpeboBaHusl K HOMEHKJIAType JIel, UX 3aKperieHue B HOpMaTHUBHO-
METOJINYECKUX JOKYMEHTaX MEKOTPACIEBOIO AEHCTBHS.

25. MeTtoauka cocTaBlieHUs] HOMEHKIATyphl Aei. [lopsaok odopmieHus,
COIJIACOBAHUS M YTBEPKIEHUSI HOMEHKIIATYpPBI JEIl.

26. IIpaBwmita popmupoBaHus B Jiei1a TOKYMEHTOB Pa3IUIHBIX BUAOB. [[pUHIIHATIBI
CUCTEMATHU3alMH JOKYMEHTOB BHYTPH JIE.

27.1lonatne “sKcnepTv3a LEHHOCTH JOKYMEHTOB”. HopMmaTuBHO-MeTOOUYECKHE
Y TEOPETUUECKHE OCHOBBI IIPOBEICHUS DKCIIEPTU3BL. [IpUHIUIIBI U KPUTEPUU IKCIIEPTU3BI
LEHHOCTHU JOKYMEHTOB.

28. Opranuzanusi paOoOTHI MO MPOBEACHUIO SKCIIEPTU3bl LIEHHOCTH JIOKYMEHTOB.
JIOKyMEHTUpOBaHUE IEATEIbHOCTH SKCIEPTHON KOMUCCUU U 0(hOpMIICHHUE €€ PE3YyIbTaTOB.

29. Ha3nauenue onucu nen. Buasl onuceid. [IpaBuna cocraBinenus u opopmieHue
OIHCH JeJ1 CTPYKTYPHOTO MOAPa3/ICICHHUS.

30. Onepanuu 1o MOAroTOBKE JOKYMEHTOB K IIE€pefjadue B apXUB OpraHU3aL|H.

31. OcHoBHbIE TpeOOBaHMS K OPOPMIICHHUIO JIEJ MPU WX TIOJTOTOBKE /IS TIepeadu B
apXxuB opraHu3anuu. YacTHUHOE U MOIHOE 0POpPMIICHHE.

6 YuyeOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE O0ecnevyeHne U CIUIITHHBI

CnucoK MCTOYHUKOB U JIUTEPATYPbI

Hcroununku
®enepanbhblil 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit
Oenepaunn»  // [DaexktponHsld  pecypc]. — M., 2019. — Pexum jgocryna:

https://base.garant.ru/12137300/.
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@enepanbublif 3ak0H 0T 02.05.2006 Ne 59-D3 «O nopsake paccMOTpeHUs: oOpalleHHi
rpaxaan Poccuiickoit deneparuny// [Dnextponnsiii pecype]. — M., 2019. — Pexxum mocrtyna:
https://base.garant.ru/12146661/.

[TocranoBnenue IlpaButenbctBa PO ot 25.12.2014 Ne 1494 “O06 yTBepkKJIeHUU TPaBUI
oOMeHa JOKyMEHTaMH B JJIGKTDOHHOM BHJAE TNpU OpraHu3aluu HHPOPMALHUOHHOTO
B3aumozeiictBus”’//  [DnexkTpoHHbli  pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/70832680/

[lpaBuna nemompow3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoyrmpasnenus, yTB. [Ipukaszom Pocapxusa ot 22.05.2019 Ne 71 // [DnexTpoHHBIi pecypc]. —
M., 2021. — Pexxum noctymna: http:// https://base.garant.ru/72291836/.

MeTtoanyeckie peKOMEHAALUU IO pa3paboTKe HMHCTPYKIHMH IO JEJIONPOU3BOJCTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympasieHus, yTB. [Ipuka3zom PocapxuBa oT
24.12.2020 Ne 199 // [Onextponnslii pecypc]. — M., 2021. — Pexum pocryna: http://
http://www.consultant.ru/document/cons_doc_LAW_373895/.

[IpumMepHast UHCTPYKILIHUS O JAETONPOU3BOICTBY B FOCYIapCTBEHHBIX OPraHU3aLUAX, YTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHsiii pecypc]. — M., 2019. Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. HaumonanbHbiii crangapt Poccuiickoit ®deneparuu. Cucrema
CTaHIApTOB MO HH(pOpMAIMM, OUOIMOTEYHOMY W U3AaTeNbCKOMY Jeny. OpraHu3anuoOHHO-
pacropsiiuTenbHas JokyMeHTalus. TpeboBanus K 0OPMICHUIO TOKYMEHTOB // [ DIeKTpOHHBIN
pecypc]. — M., 2019. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P HCO 15489-1-2019 HanumonaneHblii cTanmapt Poccuiickoit ®Penepamui.
Cucrema ctaniapToB Mo nHopmanuu, 6UOINOTEYHOMY U M3JaTenbckoMy Aeny. Mapopman3us
U JOKyMeHTauus. YmpaBieHue gokymeHtamu. Yacte 1. IloHsTHs u nOpuHUMIIBEL //
[DnexTpoHHbII pecypc]. — M., 2021. Pexum JIOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ .

I'OCT P 7.0.8-2013 Jleqonpon3BOACTBO U apXUBHOE /€yI0. TepMUHBI U ONPEACIICHUS.-
[DneKTPOHHBIM pecypc]. — M., 2019. Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Tpuka3 Munkynetypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBep)KISHMH MpPaBUI
OpTraHW3aIli XPAaHEHUs, KOMIUICKTOBAHHS, Y4eTa W HCIOJIB30BaHUS JTOKYMEHTOB APXHBHOTO
¢donna Poccuiickoit denepanul U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM
BJIACTH, OpPTaHax MECTHOT'O CaMOYIIPaBJICHUS U OpraHu3anusIx» // [DneKTpoHHBIH pecypc]. — M.,
2019. — Pexxum nocryna: https://www.garant.ru/products/ipo/prime/doc/71083090/.

JlonoJHuTe IbHbIe HCTOYHUKHU

[Tpuka3z Muntpyna Poccun ot 15.06.2020 N 3331 "OO6 yTBepKaeHUU MPOQECCHOHATH-
Horo cranjaapra "CoenuanaucT Mo OpraHU3allMOHHOMY M JIOKYMEHTAllMOHHOMY O0eCHeueHHIO
ynpaBiieHus: opranuzanuei”// [Onekrponnsiit pecypc]. — M., 2021. — Pexum noctyna: http://
www.consultant.ru/document/cons_doc LAW 357714/.

[Mpodeccnonanbuplii cTanaapT «CIEUATUCT MO YIPABICHUIO JTOKYMEHTAINEH OpTaHu-
3alUn», YTBEPKIAEHHBIN MPUKa3oM MMHHCTEPCTBA TPyJa M COLMAIbHOW 3alUThl Poccuiickoit
®enepanuu ot 10.05.2017 Ne 4161 // [DnextponHsbIid pecype]. — M., 2019. — Pexxum noctymna:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Tpuxa3 Pocapxusa ot 20.12.2019 N 236 "O0 yrBepxnaenuu [lepeuns TUNOBBIX yIpaB-
JICHYECKUX apXMUBHBIX IOKYMEHTOB, 00pa3yIoLMXcs B Mpolecce IesSTeIbHOCTH T'OCyJapCTBEeH-
HBIX OPraHOB, OPT@HOB MECTHOTO CaMOYIIPABJICHHSI M OpPTaHW3allMi, C yKa3aHHEM CPOKOB HX
xpanenus" (3apeructpupoano B Muntocte Poccun 06.02.2020 N 57449) // [OnekTpoHHBIH pe-
cype]. - M. 2021. - Pexum goctryma: http://www.consultant.ru/document/
cons_doc LAW 345020/



https://www.garant.ru/products/ipo/prime/doc/71587776/
https://www.garant.ru/products/ipo/prime/doc/71083090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
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_216461/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://base.garant.ru/70832680/
https://base.garant.ru/12146661/
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[Ipuka3z PocapxuBa ot 11.04.2018 N 43 "OOG yTBepXIECHHUH MNPUMEPHOTO
MOJIOKEHHSI 00 3KCHEePTHON KOMHMCCHM opraHu3zauuu’ (3apeructpupoBaHo B MHHIOCTE
Poccun 15.06.2018 N 51357) // [Dnexrponnsiii pecypc]. — M., 2021. — Pexum pocTyma:

http://www.consultant.ru/document/cons_doc LAW 300357/
Jluteparypa

beikoBa T.A.  JlokyMeHTaMOHHOE  oOOeclieueHue  ymnpaBieHUs  (AeI0NpPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebHoe nocobue/ T.A. beikosa, T.B. Ky3nenosa. -2-e uza. nepepa0. u
non. — MockBa: Uugpa-M, 2018. -304 c. — Pexxum poctyna: http://znanium.com/go.php?
1d=942800/

boo6rneBa M.I1. HekoTopbie 0COOEHHOCTH COBPEMEHHOTO TOKYMeHToo0opoTa // Bectauk PITY.
2015.  Ne2.  [OnexktpoHHBIM  pecypc]. — M., 2019. - Pexum  gocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik 2 15.pdf.

BrikoBa T.A. O HekoTOpbIX mpobiemax cdepnl vipaBieHUs AOKYMEHTaMU B POCCHHCKOMN
@enepaunu / Bectaux PITVY. 2014. Ne2. [OnextponHslil pecypc]. — M., 2019. — Pexum

noctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

6.2 IlepeueHb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«AHTepHeT»
- Il'apanT [OnexktponHblii pecypc]. — OnekTpoH. naH. — M., cop. 2013. — Pexxum poctymna:
http://www.garant.ru.
- Koncynprant Ilntoc [Dnexktponnsiii pecypc]. — OnektpoH. gaH. — M., cop. 2013. — Pexum
nocryma: http://www.consultant.ru.
6.3 IIpodeccnonanbHble 0a3bl JAHHBIX 1 HHPOPMALIMOHHO-CIIPABOYHbIE

CHUCTEMBI

Jloctyn k mpodeccroHanbHBIM 0azaMm naHHbIX: https://liber.rsuh.ru/ru/bases

WHpopManroHHbIe CIIPAaBOYHbIE CUCTEMBI:
1. Koncynsrant Ilmroc
2. Tapant

7 MaTepI/IaHLHO-TeXHH‘IeCKOG o0ecrneueHue TUCHUIIINHBI

Jns  obecrneueHuss  OUCHUIUIMHBI  HCMOJB3YyeTCS  MaTepUaNbHO-TEXHUYEcKas  0Oasza
00pa3oBaTENbHOTO YUPEXKICHUS: Y4YCOHBbIC ayAWTOPUH, OCHAIIEHHBIE JOCKOW, a TaKxke
KOMITBIOTEPOM U TIPOEKTOPOM IS IEMOHCTPAIUH Y4eOHbIX MaTepUaoB.

CocraB IporpaMMHOTO 00ECIICUCHHS:
Windows
Microsoft Office

8 Oo0ecneueHue 00pa3oBaTeJIbHOIO MPOLECCA JJISA JIUI ¢ OTPAHNYEHHBIMHU

BO3MOKHOCTHAMMU 310POBbA U HHBAJIUI10B
B xoze peanuzanuu UCUUILIMHBI UCHIOJB3YIOTCS CIEAYIONINE JOTIOTHUTEIbHBIC
METOJIbl O0Y4YeHMs, TEKYLIEro KOHTPOJII YCHEBAEMOCTH W MPOMEXKYTOUHOH arrecTtanuu
o0ydaronuxcs B 3aBUCUIMOCTH OT UX WHIANBUAYATBHBIX OCOOEHHOCTEH:

® IS CJEMBIX U CIIa00BUAAIINX:


http://www.consultant.ru/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/

28

- JeKuuu Oo(OPMIISIIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOTO C TOMOIIBIO
KOMITBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIeUeHUEM;

- TNHCBbMEHHBIC 3aJ[aHUsl BBINOJHAIOTCS HAa KOMIBIOTEPE CO  CHEIHATU3UPOBAHHBIM
MPOTPaMMHBIM 00€CTICUeHHEM, FITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUyallbHOE paBHOMEpHOE ocBetieHne He menee 300 mokc;

- JUTS BBINIOJMHEHUS 3aJaHHUs TPH HEOOXOJMMOCTH TMPEIOCTABISIETCS yBEIMYHBAIOIICEe
YCTPONCTBO; BO3MOXKHO TaK)KE€ MCIIOJIB30BaHUE COOCTBEHHBIX YBEIUYHBAIOIIUX YCTPOMICTB;

- MICHMEHHBIC 3aJJaHusT OPOPMIISIOTCS YBEIIMICHHBIM MIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHOM (pOpME MIIM BBIMOIHAIOTCS B MUCbMEHHOH (opMe Ha
KOMITBIOTEPE.

® IS TIIYXMX M CIa00CbIIAIINX:

- Jekuud O(OPMIIIIOTCS B BHJE JJIEKTPOHHOTO JIOKYMEHTA, JHOO TPEedOCTaBIsAETCS
3BYKOYCHJIMBAIOLIAsl annapaTypa WHAUBUYaIbHOTO M10JIb30BaHMS;

- MUCHbMEHHBIE 33J[aHUs BBITTOJIHSIIOTCS HA KOMITBIOTEPE B MTUCbMEHHOH (opme;

- 9K3aMeH M 3auéT MpOBOAATCS B NHMCbMEHHOH (oOpMEe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHHUS.

® IS JIUI] C HAPYIICHUSIMHA OTIOPHO-IBUTAaTEILHOTO armapara:

- JeKuuu Oo(OPMIISIIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JIOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIEIMATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CTIIeUeHUEM;

- THCBbMEHHBIC 3aJlaHUs BBINOJHAIOTCS HA KOMIBIOTEPE CO  CHEIHATU3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CTICUCHUEM;

- 9K3aMeH M 3au4€T NMPOBOAATCS B YCTHOM (pOpME MIIM BBIMOIHAIOTCS B MUCbMEHHOHN (opMe Ha
KOMITBIOTEPE.

[Tpu HEOOXOMMMOCTH MpeTyCMaTPUBACTCS YBEIMUEHUE BPEMEHH ISl TIOATOTOBKU OTBETA.

[lpomienypa  mpoBegeHUST  TMPOMEXKYTOUHOW  arTeCTalli  UIi  OOyYaroluXCs
YCTAHABJIMBAeTCI C YYE€TOM UX HWHAMBUAYAIbHBIX MNCHUXO(QU3NYECKHMX OCOOCHHOCTEH.
[TpomexyTodHAast aTTEeCTAIMS MOXKET IPOBOAUTHCS B HECKOJIBKO 3TATIOB.

[Ipu npoBeneHNH MpoIEaYphl OLEHUBAHUS PE3yIbTATOB OOyUEHHs MpeaycMaTpUBaeTCs
WCTIOJNIb30BAaHNE TEXHUYECKHX CPEJICTB, HEOOXOIWMBIX B CBS3M C HWHIUBUAYAJIbHBIMU
0COOEHHOCTIMH OOYyYaroIuXcsi. DTH CPEACTBa MOTYT OBITh NMPEIOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT HCIIOJTb30BATHCSl COOCTBEHHBIE TEXHUYECKHIE CPEIICTBA.

[IpoBeneHne mpouEAypbl OLIEHUBAHMA  pE3ylIbTaToB  OOy4YEeHHs  JOMyCKaeTcss ¢
WCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

OO6ecneunBaeTcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpaduuecKuM pecypcam B CETH
WuTepHer mist kaxzaoro oOywaromierocss B gopmax, aJanTHPOBAaHHBIX K OIPAaHUYCHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

® JUIS CIIEIBIX U CIIA00BUISIIINX

- B Ie4aTHON (popMe yBEIMUYEHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

® I TIIyXUX U CIAOOCIbIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

® I OOYYarOIIUXCsl C HAPYIICHUSIMH OTIOPHO-/IBUTATEILHOTO ammapaTra:
- B Ie4aTHOH Gopme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

VY4eOHble ayTUTOPHH JJISl BCEX BHJIOB KOHTAKTHON M CAMOCTOSITENIHON pabOThl, HayYHas
O0ubsMoTEeKa M MHBbIE TOMEIIEHUs [UId 00y4YeHMs OCHAIIEHBI CIEelHaIbHBIM 000pYylIOBaHUEM U
Y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEICTBAMU O0YUCHUS:

® IS CJEMBIX U CIIA00BUAAIINX:
- YCTPOICTBOM I CKaHUPOBaHUs U uTeHus ¢ kamepoid SARA CE;
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- nucrneeM bpaiins PAC Mate 20;
- npuHTepoM bpaiins EmBraille ViewPlus;
® Ui TIYyXHX U CIa0OCIBIIIAIINX:
- aBTOMATHM3UPOBAHHBIM pPA0OYMM MECTOM /Ui JIIOACH ¢ HapylieHHeM cliyxa |
c71a00CIIBIIIAIINX;
- aKyCTHUYECKUHN YCUIIUTEIh U KOJIOHKH;
e I 00YYAIOMIUXCS C HAPYIICHUSIMUA OMTOPHO-BUTATEILHOTO aIlapara:
- IePEIBIKHBIMHE, PETYIUPYEMBIMH dproHoMuueckumu napramu CU-1;
- KOMITBIOTEPHOM TEXHHKOW CO CIIeIUATBHBIM IPOTPAaMMHBIM 00€CITCUCHHEM.

9 Meroauyeckue MaTepuaJIbl

9.1 Ilnanbl 1a0OPATOPHBIX 3AHATHH.

Ilnanbl JabdopaTopHbIX 3aHATHH. MeToanyecKue yKa3aHHUsl N0 OPraHU3alMU H
NPOBEICHUI0

Br160op Tem 1abopaTopHbIX 3aHATUI 00YCIIOBIEH OOLIUM COJIEp)KaHUEM Kypca U HaleJIeH
Ha yriyOJIeHHOE U3yUYeHHE €ro OT/AEIbHbIX Pa3/esIoB.

[Inan naGopaTopHBIX 3aHATUN BKJIIOYaeT JBa paszzaena: "OpraHuzanus U TEXHOJIOTHS
JEJIONPOU3BOJCTBA B YUpPEXKACHUSAX JOpeBoftonuMoHHOW Poccun" wu "Opranmzamus  u
TEXHOJIOTHSI COBPEMEHHOTO JIETIOTIPOM3BOICTBA".

Lenb mabopaToOpHBIX 3aHATHI - 3aKpeIuIeHHE CTYJCHTAaMH TEOPETUYECKHX 3HAHUH
JIEKIMOHHOTO Kypca W (opMHpOBaHHE NPAKTUYECKUX HABBIKOB OPraHM3allid COBPEMEHHOMN
CITy’KOBI J1€JIONPOM3BOJICTBA, NPUEMOB M METOJIOB TEXHOJOTHH pabOThl C JOKyMEHTaMH B
YIPaBJIEHYECKOM allapare.

B pesynbrare BHIIOIHEHHUS 1TaOOPATOPHBIX 3aHATUN CTYAEHTHI TOJIKHbI

3HATh:

o XapakTepHble OCOOCHHOCTH OpraHu3anmuud paboThl C  JIOKyMEHTaMu B
yupexaeHusax Poccuu B pasiinyHble UCTOPUUYECKUE IEPUOJIbI, B3AUMOCBS3b ITHX MPOLIECCOB C
rocy/1apCTBEHHBIM alapaToM YIpaBIICHUS;

o COBpEMEHHbIe TPeOOBaHUS K JOKYMEHTAIlMOHHOMY OOECIICYEHHUIO YIpaBJICHUS B
YUpEKIAEHUAX U opranusannax Poccuiickon @enepannu;

o IPUHIUIBI OPraHU3alMy JOKYMEHTAI[HIOHHOTO 00eCIIeYeH s yIIpaBIIeHUS;

YMETB:

o OpPraHU30BbIBATH CIIYKObI TOKYMEHTALIMOHHOT'O 00€CIIeYeHUs YIIPaBICHUS;

o pa3pabaTbIBaTh JIOKaJbHbIE HOPMATUBHBIE AKThl U HOPMAaTMBHO-METOJUYECKUE

JOKYMEHTBI (IIOJIOKCHHSI, HHCTPYKIIMH | T.JI.) TI0 BEICHUIO JOKYMEHTAIlMOHHOTO O0ECIIeUCHHUS
YIIPaBJICHUSA

o BBINOJIHATH KJIIOUEBBIE TEXHOJIOTHYECKUE ONEpaluy B paboTe ¢ TOKYMEHTAMU;

BIIAJICTh:

o IpaBUJIAMU OPTaHU3ALMH BCEX ITANOB PaOOThI C TOKYMEHTAMU;

o METOAAaMH MPOBEACHUS aHAJIN3a OPraHU3aLUU JOKYMEHTAI[HOHHOIO 00ecreyeHus
YIpaBIICHUS;

o METOAAMHU ONTUMM3ALNHN TOKYMEHTAIIMOHHBIX IIPOLIECCOB.

HO,Z[FOTOBKa K J'Ia60paTOpHBIM 3aHATHSAM OCHOBaHa Ha CaMOCTOSTCIBbHOM pa60Te
CTYACHTOB I10 U3YYCHUIO JICKIITMOHHOT'O KypCa, UICTOYHUKOB U JIMTCPATYPbl, PCKOMCHOBAHHbBIX K
KaXXIOMY 3aHATHIO.
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PA3JIEJI 1. OPTAHU3ALUS JEJTOITPON3BOJICTBA B YUPEKJIEHUSIX
JTOPEBOJIIOIIMOHHOM POCCUHN

[Henonpoun3BoacTeo B yupexaeHusx Pycckoro rocynapersa XVI-XVII BB.
Henonpon3BoictBo B yupexkaenusx Poccun XVIII B.
Henonpoun3Boactso B yupexacHusx XIX - nay. XX B.

PA3JIEJ 2. OPTAHM3ALIUA COBPEMEHHOI'O
JAEJOITPOU3BOJACTBA

2.1. Opranuzanms ciryk0bl JEIOMPOU3BOICTBA

2.2. Opranuzanus JOKyMEHTO000poTa

2.3. Perucrtpanus 1OKyMEHTOB.

2.4. HowmeHnknatypa aen

2.5. I[loarotToBka TOKYMEHTOB K MOCJIEAYIOIIEMY XPAHEHUIO M UCIOJIb30BAHUIO
2.6. CocraBieHue UHCTPYKIUH T10 JAETIONPOU3BOJICTBY

PA3JIEJI 1. OPTAHU3ALIUS JEJTOIPOU3BOJACTBA B YUPEK/JIEHUSI
JTOPEBOJIIOIIMOHHOM POCCUHN

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

3AJJAHUA
1. U3yuuts Cynebnux 1550 r. u Cob6opHoe ynoxenue 1649 r. [1o 3TuM akTam BBISIBUTD:

* CTPYKTYPY OpTraHOB TOCYJAapCTBEHHOTO YIPABIICHNUS,
* COCTaB M JIOMKHOCTHBIE 00S13aHHOCTH "CITYKUIIBIX JTFOCH".
* HaMPaBJICHHsI perIaMeHTAITUU pabOThI C JOKyMEHTaMHU.

2. I/I3y‘-II/ITL CXCMY OpraHu3anuu UCIIOJIHCHUA JOKYMCHTOB B IPUKA3HOM
ACIOIMPOU3BOACTBE.

3. Ilpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC JOKYMEHTOB (Ha mpUMepe Jesa 1o
yenobutHoit SAkosa lletunosa B [loMmecTHOM MpHKase) U yACHUTH NOPSAOK (GOpMUpPOBaAHUS
nena.

YKA3AHMSA 10 BBITIOJTHEHUIO 3AJAHUI
1. Uzyuute Cynebnux 1550 r., CobopHoe ynoxenue 1649 r. u ysacHUTE cleayroIee:

* COCTaB JINIL "BEPUIMBIINX CYJ" U JOKYMEHTHUPOBABUIMX ACSITEIBLHOCTD Cy1a;
* IOPSIIOK MOJIa4YH, PACCMOTPEHHUS U UCTIOJTHEHHSI YEIOOUTHBIX;
* IOPAZOK BEJCHUS PETUCTPALMOHHBIX (GOpM Ui ""CyAHBIX f1en";

¢ OTBETCTBCHHOCTD 3a MOAACIIKY JOKYMCHTOB U He,ZIO6pOCOBeCTHOG OTHOIICHHUEC K
JOJIKHOCTHBIM 0053aHHOCTSIM.

2. PaccmoTtpute cxemy NMPOXOXKACHUS U UCIIOJHEHNS JOKYMEHTOB B IIPUKa3ax U
CZEJIaliTe BBIBOJ O COCTaBE TEXHOJOTMUECKUX ONEPALUi C TOKYMEHTaMHU, IPUMEHSBIIUXCS B
IIPUKA3HOM CHCTEME IEIONPOU3BOICTBA.
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3. O3nakombTeCh ¢ aenoM [lomecTHOro npukasa no yenodbutHo Skosa Illernnosa u
COIIOCTABBTE MOCIEOBATEIBHOCTh PACCMOTPEHHUS U PEIIEHHUS BOIIPOCA U TOCIEI0BATEIBHOCTD
pacrioyio’keHust TOKYMEHTOB B jiene. Onpenenure KpailHue AaThl Jiena U 0COOEHHOCTH
JOKYMEHTHUPOBAHMS.

KOHTPOJIbHBIE BOITPOCBHI
1. Ilepeuncnure 0COOEHHOCTH CUCTEMBI JINTONIPOM3BOICTBA B LICHTPAJIBHBIX
yupexaenusax Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHOIaTENHHO PErIaMEHTUPOBAHHBIE 00sI3aHHOCTH "' CITY>KUJIBIX JIF0Iei" B
paboTte ¢ JOKyMEHTaMH.

3. Kakue onepanuu B paboTe ¢ JOKyMeHTaMH c(hOPMHUPOBAIHCH B IPHUKA3ZHOM
JIEJIOTPOU3BOJICTBE?

4. laiiTe XapaKTePUCTUKY CTOJIOLOBON (hOPMBI 1€TONPOU3BOJICTBA KaK TEXHUKH
JOKYMEHTUPOBaHUS U GOPMUPOBAHUS eIl

3. Kornma Obima BBemeHa W Koraa Obula  OTMEHeHa cTonOioBas —¢opma
JeONPOU3BOACTBA?

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

3ATAHUA

1. N3yuuts ['enepanbHbiii perinameHT 1720 T. ¥ BBISIBUTH OCHOBHBIE TPeOOBAaHUS K
opraHnzanvu ACJIOMPOU3BOACTBA B KOJUJICTHUAX KW JOJDKHOCTHBIC 06H33HHOCTI/I KaHICITAPCKUX
CITyKalluX.

2. I/I3y‘H/ITB CXCMY HUCHOJHCHUA JOKYMCHTOB B KOJUICTUSAX.

3. Nzyuuts "Yupexnenne st ynpasieHus ryoepauii” 1775 1., BBISIBUTh OCHOBHBIS
TpeOOBaHUSI K OpraHHW3aIy ACIOMPOU3BOJACTBA B MECTHBIX YUPEXKICHHUSX U JOJKHOCTHBIC
00513aHHOCTH KaHIIENIPCKUX CITYKaIHX.

4. I/I3y‘H/ITB CXCMY UCHOJHCHUA JOKYMCHTOB B MCCTHBIX YUPCIKICHUAX.

5. IIpoananusupoBath A€o0, CHOPMUPOBAHHOE B MECTHBIX YUPEKICHUSX.

YKA3AHMS IO BBIITOJTHEHUIO 3A JAHUI
1. HW3yuus "I'enepanbhbiii perinament 1720 r., ysicHUTE CleyolIee:

1.1.  cTpyKTypy KOJUIETHUH;

1.2.  NOMKHOCTHOH COCTaB KAHUEJISIPCKUX CITYKalUX;

1.3. 0053aHHOCTH KAaHIICISAPCKUX CITyKAIUX;

1.4. noOpsmOK MOJyd4eHUsl JOKYMEHTOB B KOJUIETHUSX;

1.5.  mopsgok pacCMOTPEHHs] JOKYMEHTOB B KOJUIETHSIX;

1.6.  opraHu3aunys U TEXHOJIOTHS PETUCTPALMH JOKYMEHTOB;
1.7. mocTpoeHue crpaBOYHO-UH(POPMAIIMOHHOTO ammapara;
1.8.  Ccpoku UCHOIHEHMS JOKYMEHTOB;

1.9.  opranu3zanuio XpaHEHHUs TOKYMEHTOB B KOJUIETUSIX.
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2. N3yunre cxemy UCIOJHEHUS TOKYMEHTOB B KOJUIETUAX U BBISIBUTE COCTAB
JIEJIOTPOU3BOJICTBEHHBIX OMEPALNH.

3. Nzyuns "OO6mee rydbepHckoe yupexaenue " 1775 r., omnpeaenure:

3.1.  CTpPYKTypy KaHLEJSPHUH, TOTKHOCTHON COCTaB KAHIICISIPCKUX CITYKaIIUX, UX
00513aHHOCTH B pabOTe C TOKyMEHTAMU;

3.2.  TexHOJOTruio paboThI C TOKYMEHTAMH:
3.2.1. TmOpsIOK NepBUYHOM 00pabOTKM MOCTYIMUBIIMX JOKYMEHTOB;

3.2.2. TEXHOJOTHs PETUCTPALMH JTOKYMEHTOB: IPUMEHSAEMBIE PETUCTPALIMOHHBIE
(bopMbl, UX Ha3HaYEHHUE U COCTaB MH(opMaIuuy;

3.2.3. MOpsSAOK pacCMOTPEHUS JOKYMEHTOB;

3.2.4. NOpPSIOK UCIOJHEHUS TIOKYMEHTOB;

3.2.5. TEXHOJIOTMIO KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB;

3.2.6. MOpPsIOK OTNPaBKHU JOKYMEHTOB;

3.2.7. opraHM3aIuIO XpAHEHUS JOKYMEHTOB B MECTHBIX YUPEKICHUAX.

4. N3yunTe cxemy UCTIONHEHUS! JOKYMEHTOB B MECTHBIX YUPEXKICHUIX U BBISIBUTE
COCTaB JICJIONPOM3BOICTBEHHBIX OTICPAITHA.

5. Paccmotpurte nena mectHbIx yupesxkaeauid X VIII B., oOpaTure BHUMaHue Ha
oopmiieHne 00JI0KKH Jel1a, COCTaB TIOKyMEHTOB Jiella, TOCIIe10BaTeIbHOCTh X PACIIONIOKEHUS,
MOPSI/IOK ¥ CPOKU PACCMOTPEHUS JOKYMEHTOB, YSICHUTE IPUHLUIIBI ()OPMHUPOBAHUS €.

KOHTPOJIBHBIE BOITPOCBI
1. CpaBHHTE cUCTEMY MPUKA3HOTO U KOJUIEKCKOTO JEJIONPOU3BOICTBA, OOBICHUTE
HanboJiee XapakTepHbIE OTIHYHSL.

2. IlepeuncnuTe HOBBIE AEIOMPOU3BOJCTBEHHBIE ONEpallii, BO3HUKIIKE B
yupexaenusax X VIII B.

3. [lepeuncnure 00513aHHOCTH JEIOMPOU3BOACTBEHHOMN CITYKOBI 1O TIOJITOTOBKE
JOKYMEHTOB K apXHBHOMY XpaHEHHIO (110 3akony 1775 1.).

4. Ha3zoBuTe 3aKOHO/IATENbHBIN aKT, KOTOPHIM BIEPBbIE ObLT OMPEENIEH CPOK XpPaHEHUS
JOKYMEHTOB B TEKYLIEM JI€JIONPOU3BOJICTBE (10 CIa4l JOKYMEHTOB B apXUB).

3. Ha3oBute xapakrepHble  4YepThl  CHCTEMBI PETHCTPAlMU JIOKYMEHTOB B
KOJUIETHSIX.

Tema 1.3. [desonpou3Boactso B yupexaeHusax XIX - nay. XX B. — 8 yacos.

3AJJIAHUA

1. U3yuuts "OObmiee yupexaenne MUHUCTEPCTB" 1811 T. 1 ysICHUTH OCHOBHBIE
TpeOOBaHUS K OpraHU3aliy JIeJIOMPOM3BOJCTBA B IICHTPAIBHBIX YUPEXKICHUIX, & TAKKe
JOJHKHOCTHBIC 00S3aHHOCTH KaHIIEIIPCKUX YNHOBHUKOB.

2. [Ipoananu3upoBaTh 0COOEHHOCTH (OPMUPOBAHUS JeN B yupekaeHusx XIX - Had. XX

3. U3yuuTts "[lonoxxeHne o MMCbMOBOJICTBE U JEJIOMPOU3BOJICTBE B BOCHHOM BeIOMCTBE"
1911 r. ¥ BBISIBUTH OCHOBHBIEC HAMPABIICHUS pAllMOHATN3ALMN JEIONPOU3BO/ICTBA.
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4. 3yuuTh cxemy UCIONHEHUs JokyMeHToB B Kannenspun [lonednrens MOCKOBCKOTO
y4eOHOT0 OKpyTa.

5. O3HaKOMHThHCS C JOKYMCHTaMU KaHL[eJI}IpI/II/I ITommeunTenss MOCKOBCKOTO yqe6Horo
OKpyTa M BBIABUTH DJICMCHTHI pallMOHAJIM3alluU ITPOLECCa X UCITOJTHCHUS.

YKA3AHWS IO BBITTOJIHEHWIO 3AJIAHUI

1. M3yuus "OOuiee yupexaenue munuctepcts” 1811 r., onpenenure cienyrouiee:

1.1.  opraHM3allMOHHYIO CTPYKTYPY MUHHUCTEPCTBA;

1.2. CTPYKTYPY JI€TOTPOU3BOICTBEHHON CITyKOBI;

1.3.  opraHuzanuio 10KyMeHTooO0OopoTa:

1.3.1. mopsimok mocTyIuieHus: JOKyMeHTOB: B KaHnensapuro MuHHCTpa; B IeIapTaMEHTHI;

1.3.2. opranuzanuio JBUKEHUS JOKYMEHTOB, HAIIPABJICHHBIX B KAHIIEISAPHUIO MUHUCTPA ;
B [lemaprament; B CoBeT MHHHCTpA: B 00IIIee MPUCYTCTBUE AenapTamenTa; B OcooObie
YCTaHOBJICHHUS

1.3.3. mopsinok ucnoaHeHus: JOKyMeHTOB: B KaHuensapun MuancTpa; B [lenapramenrax;
1.4. opranu3zanuio U TEXHOJIOTHIO PETUCTPALIVH;

1.5. opranu3zaiuio KOHTPOJIS 3a UCTIOJIHEHUEM JOKYMEHTOB (PEeBU3Ms);

1.6. mopsiiox GOpMHUPOBAHUS JIEIT;

1.7. opranmzanuio XpaHeHHs JOKYMEHTOB;

1.8.  Ha3HaueHUE OTYETOB.

2. O3HakoMbTeCh ¢ JienaMu yupexaenuit XIX B., oOpatute BHUMaHUe Ha 0pOpMIICHHE
00JIOXKKH JieNla, COCTaB JOKYMEHTOB JIeJIa, TOCIE0BaTEIbHOCTh UX PACIIONOXKEHUS, TOPSAI0K U
CPOK PACCMOTPEHHUS JOKYMEHTOB.

3. U3yuurte "[lonoxeHne o NMCbMOBOJICTBE U IEJIONPOU3BOJICTBE B BOEHHOM
BegomctBe" 1911 r. u 0OpaTuTe BHUMaHKE Ha:

3.1. pernamMeHTaIUIO MPUMEHIEMBIX BHJIOB IOKYMEHTOB;

3.2. ynopsiioueHue MpaBuil COCTaBIIEHUS U O(hOPMIIEHUS TOKYMEHTOB;
3.3. pernamMeHTaIuio crpaBoYHO-UH(OPMAIIMOHHOTO (OH/IA;

3.4. MexaHM3aLHIO JEI0NPOU3BO/ICTB;

3.5.0pranuzanuio ornepaTUBHOIO U apXUBHOTO XpaHEHHUsI JOKYMEHTOB.

Ha ocHOBe paccMOTpeHUs IEPEUUCICHHBIX BOIPOCOB CIETIAaliTe BHIBO O HAIIPABICHUSIX
palMoHaNM3alMU JEIONPOU3BOACTBA B BOGHHOM BEJIOMCTBE.

4, [Ipoananu3upyiiTe cxeMy OpraHv3anuu AeJonpou3BoAcTBa B Kanuenspuu
[ToneunTenss MOCKOBCKOTO y4eOHOTO OKpyTa W CAENAaiTe BBIBOJ O CIIOCO0aX parmoHAIM3AIIN
3TaNoB UCIOJIHEHUSI IOKYMEHTOB U MOATOTOBKM OTBETHOTO JIOKYMEHTA B 3TOM YUPEKIACHHUHU.

5. O3nakompTech ¢ koymeknved  gokymeHToB  Kannemspum — Ilomeuwnrens
MocKOBCKOro yueOHOro okpyra, oopaiias BHUMaHHe Ha:

. AJIEMEHTHI MEXaHU3UPOBAHHOW 00pa0OTKH JOKYMEHTOB (CIIOCOOBI IOMETOK O
MOJTyYCHHH, HAIIPABIICHUH HA UCTIOJTHEHNUE M UCTIOJTHEHUH JIOKYMEHTOB);

. XapaKTep Pe30JIIOIIHIA;
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. CIOCOOBI COCTABIJICHUS MPOEKTA IOKYMEHTA,
. 3JIEMEHTHI YHU(PUKALUN TEKCTa IOKyMEHTa;
. BUJIbI OJJAHKOB U CITIOCOOBI UX MU3TOTOBJICHUS.

CglenaﬁTe BBIBO 00 OCHOBHBIX M BCITOMOTaTeIbHBIX HaIpaBJICHUAX palluOHAIN3allun
mponeccoB paCCMOTPCHUA W UCITIOJHCHUA JOKYMCHTOB.

KOHTPOJIBHBIE BOITPOCHI
l. CpaBHHTE CHCTEMY KOJUICKCKOTO M MUHUCTEPCKOTO (MCTIOTHUTEIBHOTO)
JIENIOTPON3BOICTBA, OOBICHUTE HAOONIee XapaKTEPHbIE OTIIUYUSI.

2. Kax pa3BuBanach cTpykTypa IeI0mpOnu3BOICTBEHHON CITy>KObI MUHUCTEPCTBA B
nepBoii nosoBuHe XIX B., 4eM OHa OTIMYAIACh OT KOJIJIEKCKOM?

3. HazoBuTe ocHOBHBIE TpeOOBaHUS K OpraHU3allMK JOKYMEHTO000pOoTa B
MuHucTtepcTBax XIX B. Ha kakne OCHOBHbIE JOKYMEHTOIIOTOKH Pa3JeIsUINCh JOKYMEHTHI B
MHHUCTEPCTBAaX?

4. HazoBute xapaktepHble 4epThl CUCTEMBI PETUCTPAIIMH TOKYMEHTOB B
MHHUCTEPCTBAaX?

5. B kaxkoii popme ocymiecTBIsIICS KOHTPOJIb 332 UCMIOTHEHUEM JIOKYMEHTOB B
CUCTEME MUHUCTEPCKOTO JeIONPOU3BOICTBA?

6. HazoBute 0cOOEHHOCTH OpraHU3allii XpaHEHHsI IOKyMEHTOB B JCIOMPON3BOICTBE
MUHHCTEPCTB.

7. HazoBuTe HampaBieHHs U CIIOCOOBI PAIMOHAIM3AIMH JEIONPON3BOICTBA B

yupexaenusax XIX - nau. XX B.

PA3JIEJ 2. OPTAHU3ALIASI COBPEMEHHOI'O
JEJONPOU3BOJICTBA

Tema 2.1. Opranuszanus cay:k0bl 1eJIONPOU3BOACTBA — 12 yacos.

3AJJAHUA
1. W3yuuth TpeOoBaHUS JAEUCTBYIOUIMX HOPMATHUBHBIX AaKTOB M HOPMAaTUBHO-

METOJIMYECKUX  JOKYMEHTOB K  OpraHu3alud, CTPyKType U  (QYHKIOUSM  CIIyXKObI
JIEJIONPOU3BOICTBA.

2. [Ipoananu3upoBaTh OpPraHU3ALUIO0 CIIyKObl JIEIONPOU3BOACTBA B YCIOBHOM
OpraHu3aliM U BBIIBUTH €€ OCOOEHHOCTH.

3. IloaroToBUTH CXE€MY OpPraHU3allMOHHOM CTPYKTYpbl JEIONPOU3BOJCTBEHHOU
CIIyKOBI B YCIIOBHON OpraHU3alHH.

4, Paspab6orats [lonoxenue o ciyx0e AeT0npor3BOACTBA YCIOBHOM OpraHU3aluu.

5. Pa3paborats JOJI’KHOCTHBIE WHCTPYKLUHU paboTHUKaM CITYXObI
JIEJIONPOU3BO/ICTBA YCIOBHON OpraHU3alliu.

YKA3AHWA 110 BBITIOJIHEHUTIO 3AJTAHUN

1. N3yunte KpaTkyro XapaKTEpUCTUKY MAECSATEIbHOCTH YCIOBHOW OpraHU3aluH,
BBISICHUTE OCOOCHHOCTH OpraHM3alliH AeONPOU3BOJACTBEHHON CIIyXObl, €€ HECOOTBETCTBUE
COBpEMEHHBIM TpPEOOBaHUSAM IO CTATyCy, MOJYMHEHHOCTH, HAUMEHOBAHUSM CTPYKTYpPHBIX
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qJacTel, X cocTaBy. ApryMEHTUPYHTE OTBET.

2. [lonroroBbTe CXEMy OpPraHMU3ALIMOHHOW CTPYKTYpPBI CIIyObI J€JIONPOU3BOJICTBA
YCIOBHOM  opraHu3anuu, 3adUKCUpyWTe MOJYMHEHHOCTb CIy)KO0 M  CTPYKTYpPHBIX
nonxpasfeneHuid. Jms  Kaxgoro - CTPYKTYPHOTO TOApa3AeNieHUss ©  ydacTKa  CIIyXKObI
JIeNIONPON3BOACTBA Ha cXeMe (PUKCHpyeTcsl BUJ MOMYMHEHHOCTH (MpsiMasi aJMUHUCTPATUBHAS
wi Metogudeckas). OOOCHYHTe HAaUMEHOBAHHE M TOMYMHEHHOCTh KaXKIOTO CTPYKTYPHOTO
MOAPAa3/ICIICHHUS.

3. Ha ocnoge I[IpumMepHOro nosoxeHus o ciayx0e Jenonponu3BocTBa pazpadoTaiiTe
cTpykTypy Tekcta [lomoskeHust o ciayx0e Henonpon3BOACTBA YCIOBHOM OpraHu3amuu. Texct
IIOJIOKEHUS JIOJDKEH COoJep’KaTb KOHKpeTHble (OPMYJIMPOBKHM 3ahay, (QYHKLUUH, IIpas,
0053aHHOCTE W B3aUMOOTHOIIEHHH ciyxO0bl. Crnenyer odopmuth Ilonmoxxkenne Ha oOuiem
OnaHKe, ONpEeAEIUTh IOPSJAOK €ro COIJacOBaHMs M YTBEPXKICHHS (COCTaB CTPYKTYPHBIX
MOJIpa3ieJIeHUH U JOJDKHOCTh PYKOBOJAMTENS, YTBEP)KIAIOUIETO JAOKYMEHT). ApryMEHTHpYITe
CBOU IpeAsIoxkeHus 1o npoekty Ilonoxenus.

4, Pa3pa0oraiiTe JOKHOCTHBIE WHCTPYKIIMM Ha BECh  JOJDKHOCTHOM COCTaB
JEJIONPOU3BOACTBEHHOM  CIIy’KObI ~ yCIIOBHOM opraHu3anuu. Ha ocHOBe MOIy4YeHHBIX
MH/IMBUYaIbHBIX 3aJJaHUN pa3paboTailTe CTPyKTYpy TEKCTa M COCTaB Pa3/esiOB JOJKHOCTHOM
uHCTpyKuuu. OOpatuTe BHMMaHUE, 4YTO TpU (HOPMYIHPOBKE JOIDKHOCTHBIX O0O0s3aHHOCTEH
COTPY/HHUKOB, CJIE€IYET COrjacoBaTh X C OCHOBHBIMH 3a/ladyaMu U QYHKIMAMHU CIYXOBbI (T.€. C
tekctoM [lonoxenust). B pasnene "BzauMooTHomieHus, cBS3U" ClE€QyeT 3aKpenuTh
B3aUMOJICHCTBUS PAOOTHUKOB CIyObI U MX CBSI3U HAa YPOBHE MPECTABICHUS JOKYMEHTOB.

KOHTPOJIBHBIE BOITPOCBHI
1. [lepeuncnure CTPYKTYypHBIC YacTH CITYy>KOBbI JICIONMPOU3BOACTBA B OpPTaHHU3AIUIX
Pa3IMYHBIX YPOBHEW yIIpaBICHUS.

2. [lepeuncnure ACHCTBYIOIIME TOKYMEHTHI, ONMpPEICNSIONINE 3a7aud M (yHKIUH
CITy>KOBI 1€7I0IPOU3BOJICTBA.

3. HazoBute TpeboBaHMsl K CTpykType M cocTaBy HHpopmaruu I[lonoxeHus o
cIry0e JIeIOPOU3BO/ICTBA; TOHKHOCTHON HHCTPYKIHUH.

Tema 2.2. Opranusanusi 10KyMeHT0000poTa — 8 4acoB.

3AJIAHUA
1. U3yuuth coBpeMeHHBIE TpeOOBaHMUS K OPTaHU3AIMH JOKYMEHTOO00pOTAa B
OpraHu3alMsIX, YIPEKICHUAX U Ha NIPEIIPUATHUSIX.

2. WBy4uTh M MpoaHATU3UPOBATh OPTaHU3ALNIO JOKYMEHTOO0O0POTa B yCIOBHOM
OpraHu3alHH.

3. M3yuuTh KpaTKyl0 XapaKTEpUCTHKY JEATEIbHOCTH LIEHTPAJILHOTO armapara
YCIIOBHOM OpraHU3aliy U COCTaBUTh ONEPOrPaMMBbI IBUKEHHS BXOASIEH, HCXOIALIEH U
BHYTPEHHEHN JOKYMEHTALUH.

4. [Toacuntath 00bEM JOKYMEHTOOOOPOTA YCIOBHOM OpraHu3aIiuy 3a To/I.

YKA3AHMS 10 BITIOJTHEHUIO 3AJAHUI

Nzyuute [IpaBuna nenonpou3BOJACTBA B TOCYAapCTBEHHBIX OpPraHax, OpraHaXx MECTHOTO
camoymnpasienus, yTB. Ilpukazom PocapxuBa ot 22.05.2019 Ne 71; Meronuueckue
pEeKOMEHJalMd 1O pPa3pabOTKe HHCTPYKIMM IO eJIOMPOU3BOJCTBY B TOCYIapCTBEHHBIX
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OpraHax, opraHax MeCTHOro caMoynpasieHus, yTB. [Ipukazom Pocapxusa ot 24.12.2020 Ne 199;
[IpuMepHyI0 HMHCTPYKIMIO IO JEJIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHm3anusax (yTB.
IIpukazom PocapxuBa ot 11.04.2018 Ne 44. Cpenaiite BbIBOA O CTENEHM pETJaMEHTALMH B
HOPMAaTUBHBIX JOKyMEHTaxX OOIIMX MPUHLHUIIOB OpraHu3aluyd JOKYMEHTO0OOpOTa, MpaBUi
MPOXOXKJICHHS JOKYMEHTOB, METOJMKH 10/ICYETa TOKYyMEHTO000pOTA.

1. Ha npumepe onucanusi 10KyMeHTO000pOTa YCIIOBHOW OpraHU3aIlK BBIIBUTE €r0
0COOEHHOCTH U OHNpEJeNUTe HECOOTBETCTBHE OpraHU3alMM JOKyMEHTOOOOpOoTa B JaHHOH
OpraHu3aIy TPeOOBAHUSAM HOPMAaTHUBHBIX JJOKYMEHTOB.

2. CocraBbTe OneporpaMMsl IBH>KEHHS JOKYMEHTOB B YCIIOBHOM opranusauuu. [[ns
3TOr0 OMNpENEIUTe COCTaB JOJDKHOCTHBIX JIMI[, YYacTBYIOUIMX B 0OpabOTKE M HCIOJIHEHUHU
JOKYMEHTOB; TIOCJIEOBATEILHOCTh OMEpaluii 1Mo 00paboTKE IOKYMEHTOB; H3YYHUTE CXEMBI
JBYKCHHS TOKYMEHTOIIOTOKOB B YCJIOBHOM OpPraHU3aLMH.

OneporpaMMa ABWIKCHUS BXOIAIIUX OOKYMCHTOB JOJIDKHA OTPasuTh ICPEMCHICHUSA
JOKYMEHTOB OT MOMCHTA IIpreMa 10 MOAIIMBKHU UX B JCJIO ITOCJIC 3aBEPIICHUA UCIIOJTHCHUA.

OneporpaMMa HUCXOAAIIHNX JOKYMCHTOB OOJIDKHA OTPAa3uTh NEPCMCIICHUA JOKYMCHTOB OT
MOMCHTA IIOATOTOBKHU UX ITPOCKTOB A0 OTIIPABKH M3 YUPCIKIACHHA.

OneporpamMma JABM)KEHUSI BHYTPEHHUX JOKYMEHTOB (Ha IpUMeEpe NpHKa3a) J0JDKHA
OTPa3UTh MEpEeMELICHHUs JOKYMEHTOB OT MOMEHTa IIOAIOTOBKM IPOEKTa JOKyMEHTa [0
MOJILIMBKH B JIEJIO.

W3yuynB cocTaB U KOJMYECTBO IOJYyYEHHBIX, OTIPABJICHHBIX W BHYTPEHHUX JOKYMEHTOB
YCIIOBHOH OpraHM3aluy, MoACYUTainTe 00BEM ee JOKyMEHTO000pOoTa 3a TOI.
KOHTPOJIBHBIE BOITPOCHI

1. JaiiTe onpeneneHne NOHATHS " TOKyMEHTOOOOPOT".

2. Ilepeuncnure OCHOBHbIE TPEOOBAHUS K OpraHU3aI[U IOKyMEHTO000pOTa B
OpraHu3alusx.

3. Ilepeunciure npaBuia y4eta JOKyMEHTOOOOpOTA.
4. HazoBure TpeOOBaHMS K MPOXOKICHUIO U UCTIOTHCHHUIO BXOISIINUX IOKYMEHTOB.

5. HazoBuTe 3Tansl NpOX0KACHUS U UCIIOJIHEHUS UCXOAIIUX U BHYTPEHHUX
JIOKYMEHTOB.

6. [lepeuncnure mpaBuiia nepeaadyu JOKYMEHTOB BHYTPH YUPEKICHUS.

Tema 2.3. Perncrpanusi 10KyMeHTOB — 4 yaca.

SAJJAHUA

1. N3yunth TpeGOBaHUS HOPMATUBHO-METOANYECKUX JOKYMEHTOB K PETUCTpAIMU U
MOCTPOCHHIO WH(POPMAIIMOHHO-CIIPABOYHOTO arliapara.

2. 3aperI/ICTpI/Ip0BaTb HECKOJIBKO JOKYMCHTOB, IPCIIOKCHHBIX ITPEIIOAaBaTCICM.

3. O3HaKOMHUBIIUCH C ONHCAHUEM TEXHOJOTMU PErHCTpald JOKYMEHTOB B
YCIOBHOM oOpraHusanuu, pa3paboraTb MU OOOCHOBAaTh NPEIJIOKEHHUS 10 palMOHAJIbHOU
OpraHM3allK PErUCTpaluy U HHPOPMAITMOHHO-CIIPABOYHOM pabOTHI.

YKA3AHUS IO BBITTOJIHEHUIO 3AJIAHUI

1. W3yuure IlpaBuna nenonpousBOJICTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MecTHoro camoyrmpasinenus (paszgenst III, IV), Metoguueckue pexomeHnanuu mo pa3padoTke
UHCTPYKUMH 10 JEJIONPOU3BOACTBY B TIOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOIO
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camoynpabiieHUs, [IprMepHyI0 HMHCTPYKLIHIO IO JEIONPOU3BOJACTBY B TOCYAAPCTBEHHBIX
opranm3anusx (yrB. [Ipukasom Pocapxusa ot 11.04.2018 Ne 44. O6paruTe BHUMaHUE Ha COCTaB
JOKYMEHTOB, IOMJIEXKAIIUX PErucTpalyy, I[OCIEAOBATEIBHOCTh PACIIONOKEHU COCTaBHBIX
yacTed MHJAEKca JOKYMEHTa, MpaBwia (OPMUPOBAHUS HWHGOPMAIMOHHO-CIIPABOYHBIX 0a3
JAHHBIX.

2. 3aperucTpupyirte TMpeAJIOKEHHBIE TOKYMEHTHI, OOpaThB 0c000€ BHHMAaHHE Ha
PETUCTPALIMIO MHULIMATUBHBIX U OTBETHBIX ITHCEM.

3. Ilpoananu3upyite TOPSAOK PETUCTPALMM JOKYMEHTOB B YCIOBHOM OpraHU3aIUU.
OTtmeTHB OCOOCHHOCTH OpraHU3allid W TEXHOJIOTMH PETUCTPAIlMH JOKYMEHTOB B YCIOBHOM
OpraHM3alliy, oNpeAeNnuTe UX HenocTaTku. Ha ocHOBe MpoBeneHHOro aHanu3a U TpeOOBaHMIA
HOPMAaTUBHO-METOJIUYECKUX JTOKYMEHTOB pa3paloTaiiTe MpenyiokKeHUus 10 OpraHu3aluu
perucTpanuy J0OKYMEHTOB U MOCTPOCHUIO WH(POPMAITMOHHO-CIIPABOYHOTO aIapaTa B yCIOBHOU
OpraHu3alNH.

KOHTPOJIBHBIE BOITPOCHI
1. YUto takoe peructpanus n1okymeHToB? Kakue 3a1aun pemaroTcs B 1eJI0MPOU3BOICTBE
C IIOMOILBIO 3TOH onepanuun?

2. Kakne TOKyMEHTBI ITOJUIeKAT PETUCTPALAN?

3. KakoB 00s3aTeIbHbII COCTaB PEKBU3UTOB IPU PETUCTPALIUH?
4. B yeM OCHOBHOM IPUHIUI pETUCTpanun’?

5. KakoBbI OCHOBHBIE IIPABUJIA UHAEKCAIMM JOKYMEHTOB?

6. Kakoe npenmy1iecTBo uMeeT CeNUaInucT NP PETUCTPAlUA JOKYMEHTA B
aBTOMATHU3MPOBAHHBIX CUCTEMAX 110 CPABHEHUIO C TPAJUIIMOHHBIMU METOAAMHU?

Tema 2.4. Opranuzanus TeKylero XpaHeHust J10KyMeHTOB — 8 4acos.

3AJJIAHUA

1. M3yunth TpeOOBaHUS HOPMATHBHBIX AKTOB U HOPMATUBHO-METOAUYECKHX
JOKYMEHTOB K COCTABICHHUIO U O()OPMIIEHNUIO HOMEHKIATYPHI Jell.

2. I/I3y‘-II/ITL BO3MOXXHOCTHU HUCIIOJIB30BaHUA IICPCUHA CO CPOKAMHU XPAHCHUA JOKYMCHTOB
B JCJIOIIPOU3BOJCTBC OpraHHU3alu.

3. IlpoaHanu3npoBaTh KOHKPETHYIO HOMEHKJIATYPY A€ YCIOBHON OpraHU3aluU U
BBISIBUTH OLIMOKH B €€ COCTABIIEHUU U 0()OPMIICHHH.

4. CocTaBUTh HOMEHKJIATYPY A€J1 yCIOBHOW OpraHU3aLUHy.

YKA3AHWS IO BBITTOJIHEHUIO 3AJIAHUI

1. W3yuure IlpaBuna nenonpousBOJCTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO camoyImpaBieHuss (pasmen 6,7), Meroaudyeckue peKOMEHAAMH IO pa3padOTKe
UHCTPYKLUUN TI0 JCJIONPOU3BOACTBY B TOCYHApPCTBEHHBIX OpraHax, oOpraHax MeECTHOIO
camoynpasiienus (npuinoxenus 13-23), [TonoxxeHne o mopsiKe U CpoKax XpaHEHHS JOKYMEHTOB
aKIIMOHEPHBIX 001ecTB, [IpuMepHYI0 HHCTPYKILIMIO MO JEONPOU3BOACTBY B TOCYAaPCTBEHHBIX
opranmzanusix (yTB. [Ipukazom PocapxuBa ot 11.04.2018 Ne 44) Vscaute cienyromiee:

® BUJAbI HOMCHKJIATYP ACII;
. TUTIBI HOMEHKJIATYP Ae (Kiaccu(PUKaMOHHbBIE CXEMBbI);
. npaBuia (GOpMYyITUPOBAHUS 3aTOJOBKOB JIET;

® HUCTOYHHKHN YCTAHOBJICHUS CPOKOB XPAaHCHUS JOKYMCHTOB,
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® paBujia CUCTCMATHU3allUN U UHACKCALIUN 3arOJIOBKOB JICJI;

npaBuiia opopMIICHUS, TIOAMUCAHKS, COTJIACOBAHUS M YTBEPKICHUS
. HOMEHKJIATyPhI JE]l.

2. N3yuure ykazaHus 1o NpuMeHeHHIo [lepedHs TUIIOBBIX YIIpaBIEHYECKUX apXUBHBIX
JOKYMEHTOB, 00pa3yIoLUXCsl B MPOLECcCe ACITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOI'O CaMOYTIPABIICHUs U OPTaHU3aLUN, C YKa3aHUEM CPOKOB XPAHEHMS U BBISICHUTE:

. MOPSI0K IPUMEHEHUS TIEpeyHs B 1€J0IPOU3BO/ICTBE;

. mrddepeHnInaIio CpoKOB XpaHEHUs JJOKYMEHTOB IO TPYTIIaM OpraHU3allHii;

. CXeMy MOCTPOCHMS NEPEUHs U €ro HayYHO-CIPaBOYHbIH anmapar.

3. [Ipoananu3upylTe KOHKPETHYIO HOMEHKJIATYpy J€J YCJIOBHOW OpraHU3allvH,

BBISIBUTE HENOCTATKH €€ COAEpKaHUs U O(QOPMIIEHUS, MPOUIUIIOCTPUPOBAB KAXKIBIA W3 HUX
IIPUMEPOM.

4, N3yunte cTpyKTYypy ¥ COCTaB JOKYMEHTAILHOTO ()OH/IA YCIOBHON OpPTaHU3AINH U
paspaboTaiite Kiaccu(PUKAMOHHYIO CXeMy HOMEHKIATyphl aei. OdopMure ee B BUIEC CIHUCKA
CTPYKTYPHBIX MOJpa3JeJICHUN C HHJIEKCAMH, PACIOJIOXKEHHBIMU MO CTENEHU 3HAYUMOCTH.
O6paTI/ITC BHUMAHHUE Ha TO, 4YTO CXEMa KJ'IaCCI/I(i)I/IKaHI/II/I JOJIPKHA COOTBETCTBOBAThH TJIaBHOM
tabnuue [lepeyHs: TUHMOBBIX JOKYMEHTOB CO CPOKAMU XPaHEHUSI.

CocTtaBbTe HOMEHKJATYpy [€Jl YCJIOBHOM OpraHu3aluu, A 4ero: chopMyaupyinTe
3arojOBKM [l B COOTBETCTBUM C YCTAaHOBJIECHHBIMU TpPEeOOBAaHUSIMHM M YCTAaHOBHUTE CPOKHU
XpaHeHus Jel MO MEPEeyHIO; MPOBEIUTE CHUCTEMATH3aLUI0 3arojloBKOB jaen. Odopmure
HOMEHKJIaTypy Jiel Ha oOuieM OJlaHKe YCJIOBHOM OpraHu3alMyd IO YCTaHOBJIEHHOH (opme,
OTIpPE/IENIUTE COCTAB JIOJKHOCTHBIX JIHILI, KOTOPBIE JOJKHBI €€ 3aBU3UPOBATh U YTBEPAUTD.

KOHTPOJIBHBIE BOITPOCHI
1. JaiiTe onpeneneHrne HOMEHKIATYPhI J1E.

2. Oxapaktepu3yiiTe NpUMEHEHHUE Pa3IMYHbIX BUAOB HOMEHKIATYPHI €.

3. Ilepeuncnute TpeGoBaHUs K (POPMYIHPOBKE 3ar0JIOBKOB JIe]1 B HOMEHKIIATYpe.
4. Ilepeuncnute TpeOOBAaHUS K CUCTEMATH3AIIMU 3ar0JIOBKOB JIeJl B HOMEHKJIAType.
5. Kak obpasyercs uHAEKC Aea B HOMEHKIaType?

6. Kak ucrnosp3yercs nepeyeHb JOKyMEHTOB C YKa3aHHEM CPOKOB XpPAHEHHUS B
JeJI0NIPOU3BOACTBE?

7. KakoBblI 3Talibl pa3paboTKi HOMEHKJIATYphI Jen?

8. KakoB cpok efcTBHsI HOMEHKJIATypbl 1e1?

9.2 Meroanyeckue peKOMEHAAUMH M0 MOAr0TOBKE NMCbMEHHBIX padoT

B nporniecce 00yuenus ctyaeHtsl PITY BBINONHAIOT pa3Hble BUbI TUCbMEHHBIX PaloT.

OCHOBHBIMU LIETSIMU TUCBMEHHBIX pa0OT B By3€ SIBJISAIOTCS:

* 3aKpEIICHUE TIOJyYEHHBIX 3HAHUN 110 CIIELUAIbHOCTH, IPUMEHEHHUE 3TUX 3HAHUU IIPU
peneHny npopecCUOHATBHBIX 3aa4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSITEIbHOM paboThl, OBJIAZICHUE METOAUKAMU U
IIPUHLIAIIAMA CaMOCTOSITEIIBHOM HCCIIEN0BATENBCKON JESTEIBHOCTH;
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* (hopMupoBaHHE YMEHUS TPAMOTHO U JIOTMYHO M3J1arath COOpaHHbIC HAyYHBIE JaHHBIC
1 MaTepuabl COOCTBEHHON MCCIIEIOBATEIbCKOM 1eATEeIbHOCTH.

Haubonee npocrasi, HO oueHb BakHasi popMa MHMCbMEHHON paboThI B By3€ — 3TO
KOHTpoJIbHAsI paboTa. OHa sABIsSeTCs 00513aTeIbHBIM 3JIEMEHTOM CaMOCTOSITENIbHOIM pabOThI
CTYJIEHTa U, IIPEK]IE BCETO, IEMOHCTPUPYET YMEHUE BOCIIPUHUMATh U IIEPEIaBaTh
nH(pOpMaIHIO.

O0mme Tpe0OBAHUSA K CTPYKTYPe H COAEP/KAHUIO MMCbMEHHBIX padoT

Baxxnoit ¢opmoii caMmocTosATeNbHON pabOThl CTY/IEHTa SIBJISIETCSI KOHTPOJbHAs paldoTa.
Ona mnpemycMoTpeHa Juisi OOJNBIIMHCTBA JUCHUIUIMH ydyeOHoro 1utaHa. Ee Hammcanue
MpecienyeT 1eNb YIIIyOJICHHONW MTPOPA0OTKH AUCITUTUTHHBI.

KontponbHass paboTa BBINOJHSAETCS CTYIACHTAaMH B COOTBETCTBHM C TEMAaTHUKOM,
exerogHo  yTBepxkaaemor  kadempoit. KoHtpompHas  paGota  SBISETCS  DJIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBIOOP TEMBI IPEIOCTABISIETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOM pabOThl CTYJEHT JOJDKEH B 1I€JIOM O3HAKOMHUTHCS C
paszenamu Kypca, pelyCMOTPEHHBIMH Y4eOHOM MporpaMMoi.

PaGora 1o HamucaHWIO KOHTPOJILHOM HayMHAETCs C BBISBICHUS W U3yYEHUSA
UCTOYHHUKOB W JHUTEpaTypbl Mo TeMe. Ilo okoH4WaHMu cOoOpa W HM3yYeHHUs JIUTepaTypbl U
MCTOYHUKOB CJelyeT MpOoAyMaTh IJIaH KOHTPOJIbHON paboThl. CocTaBieHHE IUIaHA — Ba)kKHAs
yacTe paboTsl Haj Temoi. [lmaH mpexacraBiser coOOil MmepedeHb BOMPOCOB, OTPAXKAIOMIMX
cozepxkanue uccienoanus. OT TOro, HaCKOJbKO YETKO OH MPOAYMAH M IOCTPOEH, BO MHOTOM
3aBUCUT KayeCTBO KOHTPOJBHOU paboThl. B 1muaH menecooOpa3Ho BKIIIOYUTH HanOojiee BaXKHbIE
TEOPETUYECKHE M MPAKTHUECKHE BOIPOCHI TEMbl, KOTOPHIE NMPU HEOOXOJUMOCTH MOTYT OBITH
neranu3upoBanbl. Kak mpaBuino, paGouuii BapHaHT IUlaHa JOJDKEH OBITH Pa3BEPHYTHIM, YTO
o0zeryaet paboOTy HaJ TEMOM.

B okoHuaTenpHOM BapHaHTE IUIAH MOXKET OBITh JaH B COKpAIleHHOM BHJE, HO
00s13aTeIbHBIM YCJIOBHEM TMpPU O3TOM SBJSETCS OTPaXEHHE B HEM OCHOBHBIX BOIPOCOB,
paccMaTpUBaeMbIX B KOHTPOJIbHOU pa 60Te. COCTaBIEHHBIN IMJIaH JOKEH HaWTH OTpa)kKeHHE B
OTJIaBJICHUU K KOHTPOJIbHOHM pabote. PaboTa noiKHA BKIIIOYATh TUTYJIBHBIN JIUCT, OTJIaBICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOSIIYIO U3 HECKOJbKHX pa3lefioB WM maparpados,
3aKJIIOUEHHUE, CIIUCOK UCTOYHHMKOB U JIUTepaTypbl. Bo BBeleHUM HEOOXOAUMO KPATKO PACKPHITH
3HAYEHUE U aKTyaJbHOCTb U3y4yaeMOro Bompoca (TeMbl), Ha3BaTh OCHOBHBIE 3a7jauul paboThl, ee
XPOHOJIOTHYECKHE paMKH, OOOCHOBaTh CTPYKTYpY, JAaTh KpaTKUH 0030p HCTOYHUKOB U
murepatypel 1o Teme. OO030p HMCTOUYHHMKOB U JIUTEpaTypbl HE JIOJDKEH CBOJIUTHCA K
MEPEUUCIICHUIO HCTOJIb30BAaHHOIO aBTOPOM HOPMATHBHOIO MaTepualia U OIyOJIMKOBAaHHBIX
crareil. B Hem crienyer 1aTh aHaiIM3 UCTOYHHMKOB U JIUTepaTypbl. B 3aBucuMocTH OT 06beMa U
LIEJIEBOI0 Ha3HaueHusi paboThl, 0030p MCTOYHMKOB M JIUTEPATYPbl MOXKET OBITh IMpeacTaBiIeH
OTAENBHBIM Maparpadom Ui pa3aeaoM B OCHOBHOI yacTH pabOTHI.

OcHOBHasl 4acTb KOHTPOJBHOW pabOTHI JTOJKHA OBITH H3JI0KEHA B COOTBETCTBHM C
IIJIAHOM, OCBEIIATh COCTOSHME MU COAEPKAThb aHAIM3 PACCMATPUBAEMBIX BOIIPOCOB C y4E€TOM
COBPEMEHHOTO0 YPOBHSI Pa3BUTHsI TEOPETUYECKUX 3HAHUM M OIbITa MPAKTUYECKOH padOThI
apXMBHBIX YUPEXKIECHUH B 9TOI 00JIaCTH.

[Ipu packpbITUM TOM WM WHOW TEeMbl CTYACHT JOJDKEH CTPEMHUTHCS MOAPOOHO U
riyOOKO H3JIOXKHUTH Kpyr BOMNPOCOB, BXOAAUIMX B Hee. [lo mMepe paccMoOTpeHus marepuaia
OTJENbHbIC TMOJIOKEHUS KOHTPOJBHOM palOThl clenyeT WIUIIOCTPUPOBaTh MNpUMEpaMU U3
JUTEPATyphl U, IO BO3MOXKHOCTHU, U3 MPAKTUKU PabOThl KOHKPETHBIX apXUBOB C 0053aTEIbHBIMU
CCBUIKAMHU Ha JUTEpaTypy M UCTOYHUKU. B 3aKiIiOYeHHH KOHTPOJIbHON pabOThl HEOOXOIUMO
MIOJIBECTH UTOTH TEOPETHUUECKON U MpaKTHYECKON pa3paboTKu BONpocoB. CIMCOK UCTOYHUKOB U
JUTEepaTyphl MpeJCcTaBiIsieT co0oil MepeueHb HCIOIb30BaHHBIX PaboOT MO TeMe, B KOTOPOM
yKa3bpIBaloTCs (aMHJIMM M MHUIMAIBl aBTOpa (aBTOPOB), Ha3BaHME PabOThI, MECTO, BpeMs ee
OIyOJIMKOBAaHUS U CTPAHUIIBL.
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