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1. TIMosicuuTeanLHAas 3aNMHUCKA
1.1. Heanb u 320294 AUCHUILIHHBI

[lenp AMCUMILIIMHBI — M3YyYUTh OCHOBBI OPraHU3allMd M TEXHOJIOTUH JOKYMEHTALIMOHHOIO
oOecrieyeHnsl YIpaBleHHs, OCHOBHBIC HANpPABJICHUS TOCYAAPCTBEHHOW perjiaMeHTanuu palboThl ¢
nokymentamMmu B Poccuiickoit ®enepanum, 3amaud  CIyXObl JTOKYMEHTAIIHOHHOTO OOECTeUeHHS
YIPABJIEHUS, METO/BI aHAJIN3a U COBEPLICHCTBOBAHUS TEXHOJIOIMH TUIIOBBIX JCJIONPOU3BOJACTBEHHBIX
ornepanuu.

3amaynd JUCIIUTUIAHEL.

- U3YYUTh UCTOPHUIO (POPMUPOBAHUS HALIMOHATBHOM CUCTEMBI JIENIOTIPOU3BOCTBA;
- OBJIQJICTh CIIELUATIbHON TEPMUHOJIOTUEH;

-U3y4YUTh  COBPEMEHHYIO  3aKOHOJATEJIbHYIO, IpaBOBYl0O M  HOpMaTWBHyK  0Oasy,
perimaMeHTHPYIOILYI0 paboTy ¢ JOKyMEeHTaluel;

- copMHpOBaTh y CTYJICHTOB HAaBBIKM BBINIOJIHEHUS OCHOBHBIX JIEJIONPOU3BOJCTBEHHBIX
orepanuil B yCIOBUAX NMPUMEHEHUS TPAAULMOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTMM 00pabOoTKU
JOKYMEHTOB;

- c(opMHUPOBATh HABBIKM aHAJIN3a CUCTEMbI JJOKYMEHTAIIMOHHOI'O 00ECTIEYEeHUs YIIPABIICHUS;

- OIPEJENNUTh HAIlPaBJICHUS BO3MOXHOTO COBEPILEHCTBOBAHMS CUCTEMBI JIOKYMEHTAILIMIOHHOTO
o0ecrieyeHus yrpaBIICHHS,

- MU3Y4YUTh HOPSIOK OpraHU3aluu CIykKObl JOKYMEHTALMOHHOTO OOECleYeHusl YIpaBJICHUS B

COBpeMeHHOﬁ OpraHu3anuvu.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUSsI N0 TUCUHUIIIMHE, COOTHECEHHBIX €
HHIMKATOPAMH JOCTUKEHUS KOMIIeTeHIIUH

Komnerenuus
(Kol ¥ HANMEHOBaHUE)

Nuauxkaropsl
KOMIIeTeHI Ui
(kK01 ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00yueHus

OIIK-2. Cniocoben
HaxOJUTb OpraHu3alluOHHO-
yIpaBJICHYECKHUE PEIICHUS
[IPH PEIICHUH 3a/1a4 B
cdepe cBoeit
npodecCuoHATBHON
JeSITEIIbHOCTH;

OIIK 2.1. 3HaeT OCHOBHBIE
COBpPEMEHHBIE MTPOOIIEMbI
MMOCTPOEHHUSI CUCTEMBI
JIOKYMEHTAIMOHHOTO
obecrnieueHus ynpaBleHUs U
apXUBHOTO JIETIa;

3HaTh: OCHOBHbIE METO/IHI,
CIOCOOBI M CPEJICTBA MTOTYUEHUS,
XpaHeHHUs U nepepaboTKu
uH(popManuu

YMeThb: UCOIb30BATh
MOJTyYCHHBIEC 3HaHUSI B 0071aCTH
paboThl ¢ THPOPMALMOHHBIMU
pecypcamu Ha IPaKTHKE
BnaneTs: HaBbIKaMH MOJTyYSHHUS,
XpaHeHUus U nepepaboTKu
uHpOpMAaILIUY B IETAX

PO eCCHOHATBHON JEATETbHOCTH

OIIK 2.2. Opranu3oBbIBaeT
paboTy mopasieNeHul B

3uamo: OCHOBHBIE
MH(OPMALIMOHHBIE  TEXHOJIOTHH,




cdepe TOKYMEHTAIMOHHOTO | UCIOJIb3yeMbIe B
oOecrnieueHus ynpaBieHUs U | TOKyMEHTAllMOHHOM 00ecIiedeHUH
apXUBHOTO JIENIa; yIOpaBieHUST U apXUBHOM JElie,

UCTOPUI0O  HMX  CO3JIAaHHS H|
HATPABIICHUS PA3BUTHS

Ymemv: TPUMEHATH OCHOBHBIC
WH()OPMALIMOHHBIE  TEXHOJIOTHH,
UCTIOJIb3yeMbIC B
JOKYMEHTAllMOHHOM 00€CreueHU
VIpaBJICHUSI U apXWBHOM Jiejie Ha
MIPAKTUKE

Braoems: HaBbIKaMu pabOTHI B
cucTeMax HJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa, a TAKXKE
ANIEKTPOHHO-TIUGPOBOI
00paboTKH JOKYMEHTOB B chepe
JOKYMEHTAIMOHHOTO
oOecrnieueHust ynpaBieHus U
apXHMBHOTO JIeNIa

1.3. MecTO IUCHUIIMHBI B CTPYKTYpe 00pa30BaTeJbHO MPOrpaMMbl

Hucnurnnuna (Moayns) «Opranuzarus u texnonorus JJOY» oTHOCUTCS K 00s13aTeNbHON YacTH
OJIoKa JUCHUIUIMH Yy4YeOHOro IUTaHa HampaBlieHUus moAroToBku 46.03.02 JlokymMeHTOBeneHUE U
apXUBOBE/ICHHUE.

Jlis ocBOeHMS JUCHMILTUHBI HEOOXOAUMBI 3HAHUSA, YMEHHUS U BIaJeHUS, chOpMHUpPOBaAHHBIC B
X0J1e W3y4YeHUs CJIETYIOIINX JUCIUTUINH: «JlokymeHTOBeICHUEY, «MEeHEeHKMEHT,
«MubopmalinoHHbIe TEXHOIOTHI»

B pesynbTate OCBOCHHS AWCHMILTUHBI (M00Y/s) GOPMUPYIOTCS 3HAHHS, YMEHUS U BIaJCHUS,
HEeoOXOMuUMBIE i  HM3yueHHUs cleAyromux aucuuiinH: «KampoBoe — 1enompou3BOICTBOY,
«MudopmalimoHHbple  TEXHOJOTMM B JIOKYMEHTAIIMOHHOM  OOECII€UEHHWHU  YIIPaBJICHUSY,
«Opranu3alMoHHbIe OCHOBBI CTaHJAPTU3AIMHA JOKYMEHTAIIMOHHOTO OOECIeUeHUsl YTNpaBICHUS» U

MIPOXOXKACHHS Y4eOHOM MPaKTUKKU: 03HAKOMUTENBHOH (J1€710IPOU3BOICTBEHHON)

2. CTpyKTYypa THCHUTLITHHBI
O6mmas TpyA0EMKOCTh TUCHHUIUIHHBI COCTaBIseT 4 3.¢., 144 akagemMuyeckux Jaca (oB).

CTpyKTypa AUCHUILIMHBI /151 04HO-3204HOI (popMBbI 00yUeHUsA

O6bemM auctuIIMHBI B (GOpME KOHTAKTHOW pPAabOThI 0OyYaromuxcs ¢ TeAarorunaecKuMu
paboTHUKaMu ¥ (WJIK) JUIAMH, TPUBIEKAEMBIMH K pealu3allid 00pa30BaTeIbHONW MpOTpamMMbl Ha
WHBIX YCIIOBUSX, IPH MTPOBEICHUH YUCOHBIX 3aHITHIM:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
4 Jlexmun 24
4 Cemunapbl/1abopaTopHblie pabOTh 24
Bcero: 48




O0beM AUCHHUILTUHBL (MOTyJIs1) B hOpME CAaMOCTOSITENILHON paOOThI 00YYAIOIIMXCSl COCTABISET
96 akamemuueckux yaca(oB).

3. Coep:xaHue TUCHUILIMHBI

Ne [ HaumeHoBaHme pa3jaesia Conep:xkanue
JTUCIHHUIIINHEI
1 Ha3znauenue kypca, MCTOYHHUKH U [Ipeamer, comepkanue W 3a7a4yM Kypca.

muTeparypa TepMHHONOTUS OCHOBHBIX MOHATHH B 00JacTu
JeNIOTIPOU3BOACTBA,  ee  HBomtorus.  OreHka
TEPMUHOB B OT€YECTBEHHOM JIUTEPATYPE.

B3anmocss3b OpraHu3anyuu u
TEXHOJIOTUM TOCYJApCTBEHHOTO [EJIONPOU3BOICTBA
c pa3BUTHEM TIOCYJAapCTBEHHOIO arapara, ero
GYHKUMAMH U CTPYKTYpOM. [lepuonuzanus
OCHOBHBIX 3TAIOB Pa3BUTHS JIEIIOIPOU3BO/ICTBA.

OCOOGEHHOCTH M 3aKOHOMEPHOCTU PabOTHI €
JIOKYMEHTaMH B yupexJeHusx Poccun B pa3nnyHble
UCTOPUYECKHE TIEPHOIBI, MX IPEEMCTBEHHOCTh B
YCIIOBHSX JEATEIBHOCTH COBETCKOTO M POCCHUHCKOTO
rOCYJJapCTBEHHOTO aIllapara.

Mecto Kypca cpead JAPYTHX H3y4aeMbIX
JUCLIUIUIMH.

OO030p HCTOYHUKOB U JIMTEPATyphl IO
nenonpousBoacTBy B Poccun mo 1917 r.

Jlutepatypa 1O HaydyHOW OpraHu3aluu
ynpasiendeckoro tpyna B 1920 - 1930-x rr., ee
3HA4YEHUE JIJIsl U3Y9YCHUs Kypca.

Pabotel mo nenompousBoactBy  1960-x -
1980-x IT., dbopmupoBanue HOBBIX
pallMOHATN3AaTOPCKUX HAEH M HMX OTpakeHUe B
UCTOYHHUKAX U JIUTEPAType, NEPUOTNIECKOIl evarTy.

CoBpeMeHHass ~creuualbHas JUTEparypa,
yu4eOHMKM U ydeOHble mocobus. M3meHeHue
TEMAaTUKH HAy4YHO TpakTtudeckux pador B 1900-e -
2010-e IT. B CBSI3U c CO3/1aHHUEM
ABTOMATH3UPOBAHHBIX CHUCTEM JIEJIOTIPOU3BOJICTBA,
COBPEMEHHBIX CpeAcTB KOMMYHUKAITIH,
OpraHM3alMOHHOW U BBIYHMCIIUTEIBHON TEXHUKHU.

Jlutepatypa Mo TEOpHUHM U TMPAKTUKE YMPABICHUS
JOKyMEHTale  3a  pyOexom. Ornenka
BO3MOXKHOCTH 3aMMCTBOBaHUS 3apy0OeKHOTO
OoInbITa pa6OTBI C JOKYMCHTaMH1

2 PernmaMenTarusi 3aKOHOATENBHBIMU aKTaMHU

2.1. BO3HUKHOBEHHE M pa3BUTHE
XVI - XVII BB. oTnenpHBIX CTOPOH CO3JaHUS U




AeJIONPOU3BOACTBA
yupexnenusix Poccun XVI - XVII

BB.

B

odopMIIeHHS JIOKYMEHTOB, 00s13aHHOCTEH
“CIyKubIx” IO JIEH. Opranu3zanus
JEJIONPOU3BOJICTBA B IEHTPAIBHBIX YUPEKICHUIX
Pycckoro [EHTPAIN30BAaHHOTO rocyaapcTsa
(mpuKasax), ¥ MECTHBIX YUPEKICHUAX (TPUKA3HBIX
n36ax), ero ocooeHHocTH. OCHOBHBIE ATANbl PAOOTHI
c JIOKYMEHTaMH, JeTIOTIPON3BOICTBEHHBIE
oneparuu. CtonbmoBas opma JeTOIPON3BOICTBA.

2. 2. J[denonpou3BoacTBO
yupexnenusix Poccun XVIII B

B

XapakTepucTuka «I"eHepaibHOTO
periaMeHTa» 1720 T. KaK OCHOBHOT'O
3akoHoaarenbHoro akra XVIII B. no opranusanuu
JIEIONPOU3BOJICTBA. PernmaMeHTanus JOHKHOCTHBIX
00s3aHHOCTEH  CIyKaluX B 3aKOHOJATEIbCTBE
XVIII B. Tabens o panrax 1722 r. Ponb cekperaps
B KOJUIEKCKOM JIenonpou3BoacTBe. OCOOEHHOCTH
TEXHOJOTUH  JienornpousBojacTBa.  Opranuzanus
ApPXUBHOTO XpaHEHHs JIOKyMEHTOB.

«O0miee yupexaenue ryoepackoe» 1775T. 0
MOpSAIKE  JEIONPOM3BOACTBA U YCTAHOBJIICHHE
HUepapXHH B JOKYMEHTHPOBAHUU B3aMMOOTHOIICHHIMA
[EHTPATBHBIX W MECTHBIX YYpexaeHud. OTiamuus
TexHojorun genonpoussoactBa  XVIII B, ot
TEXHOJIOTUH MPEANIESCTBYIOIIETO ITePHOIa.

2. 3. Jle1onmpou3BOACTBO

yUpe:KIeHUusiX
Hayaje XX BB.

Poccumn

XIX

B

«Oobmee YUpexKIACHUE MUHHCTEPCTB»
1811 r. Kak OCHOBHOWM 3aKOHOJATEIBHBIN aKT 11O
eIMHOOOPa3HOMY TOPSIIKY JEJIONMPOU3BOJCTBA B
yupexnenusx  XIX B. Cozmanume  cuCTeMbI
JIEIONPOU3BO/ICTRA, COOTBETCTBYIOIIIEH
€IMHOHAYAJIbHOMY TOPSAIKY MPHUHITHS PELUICHUH B
HEHTpaJbHBIX  yupexnaeHusix Poccunm XIX  B.
PernamenTanus A1BHKEeHUS JOKYMEHTOB.

TenmeHuu pocra JOKYMEHTOOOOpOTa H
MEpBl TI0 €r0 COKpAIEHUIO B 3aKOHOJIATEIIbCTBE
XIX B. Bnusinue HOBBIX CpEICTB
JIOKYMEHTHUPOBAHHS, CBSI3H, KOITUPOBAITLHOM
TEXHUKA Ha CHUCTEMY paboThl € JOKYMEHTaMH.
Pa3pabotka paIMoHaTBHBIX CUCTEM
JENONMPOU3BOJCTBA B OTACIBHBIX BEIOMCTBaX U
3HaYeHWEe JTOr0 OMbITa IS  IOCIEIYIOIIEro
pa3BUTHUS JCIIONPON3BOICTBA.

CoBpemeHHas OIIEHKa CHCTEMBI
JIETTONPOU3BOJICTBA JOPEBOIONMOHHON Poccun n
ero BIIMSIHHUE Ha JallbHEHIIIee pa3BUTHE CIIOCOOOB U




METO0B pabOTHI C TOKYMEHTaMH.

2.4.

CraHoB/1eHMe M pa3BUTHE
AeJIONPOU3BOACTBA B
COBETCKHX TOCYAAapPCTBEHHBIX
yupexKIeHusiX.

[Toncku panuoHanbHBIX (GOpPM OpraHU3aALUU
nenornpouspojictBa B 1919 -1920-e rossr.

Hayunas opraHusanus yIpaBJIEHYECKOTO
TpyAa Kak (opma OOIIECTBEHHOTO [BHKCHHUS 32
paloHaIN3aUI0 Tocannapara.

Coznanue HAy4YHO-HUCCIIE10BATEbCKUX
WHCTUTYTOB, BEJJOMCTBEHHBIX 1 BHEBEJOMCTBEHHBIX
OpraHoB paloHaIn3alu, ux
HCCJIEIOBATENbCKAsA JEATEIIBHOCTh U MPAKTHYECKHE
pa3paboTKK MO BHEAPEHUIO HAYYHOW OpraHU3aluu
ympasieHueckoro Tpyaa (HOVYT).

OneiT pabotel OTAena agMUHUCTPATUBHOU
texuukn (ATO) HK PKU CCCP, akumonepHoro
obmectBa  «Oprcrpoit», WHcTUTyTa  TEXHUKH
yIpaBiIeHUs o panoHaIn3auuu
JEJONPOU3BOJCTBA B IEHTPAIBHBIX M MECTHBIX
YUpEXKICHUSX.

XapakTepuctuka W 3HadeHwe «OOmux
MpaBWJI JOKYMEHTAIUU M JIOKyMEHTOO00pOTa» Kak
MOTBITKA OOOOIICHHUSI METOJOB pPalMOHAIA3AINH
JIEJIOTIPOM3BOJICTBA W BHEAPEHHS B IPAKTHKY
paboThl  €IUHBIX npaBWJ  OpraHu3alud |
TEXHOJIOTHH JI€J0IPOU3BOJICTBA.

JlesTenbHOCTD ['maBHOTO apXHUBHOTO
yopasnenuss ('AY) CCCP no wmertogmdeckoMmy
PYKOBOJICTBY JIEJIONIPOU3BOJICTBOM.
Metoauueckue pazpabotku 'AY CCCP 1960-x rr.
[0 OpPraHU3alliy U TEXHOJIOTUU JIEIONPOU3BOJICTBA.
Coznanue u BHeapeHue OCHOBHBIX IOJIOKEHHN
Ennnoi roCy/1apCTBEHHOM CHUCTEMBI
nenonpousBogctea (EI'CHl), ee 3Hauenuwe st
OpraHu3aIu JEIONPOU3BOCTBA B YUPEKACHUIX U
OpraHu3aIusXx.

AKTUBH3aIUSA COBEPILIEHCTBOBAHUS
nenonpousBoacTBa B 1970-e — 1980-e rr. Pa3Butune
TEOPETHUYECKUX M TPHUKIAJHBIX HCCIEI0BAaHUN B
obnactu COBEpIIIEHCTBOBAHUS
JOKYMEHTAllMOHHOTO OOEeCHeueHus:  yIpaBleHUs.
@opMUPOBAaHUE  KOHIIENIIUH JOV. Ilens,
HasHaueHne, cocraB (OCHOBHBIX  ITOJIOKCHHUH
I'CHAOY, xapakTepuCTHKa OCHOBHBIX IOJIOXKEHUN U
TEMAaTUYECKUX Pa3JIeIoB.




3.1. Oprannszanus
AOKYMEHTAIIMOHHOT 0
o0ecrnieyeHusl ynpaBJieHUs

Jokymenmayuonnoe obecneuenue
VAPABIEHUsL - OCHOBA MEXHON02UU YNPABIEHUS
Ilonsarue CAOKYMCHTAIIMOHHOC
obecnieuenue ynpasienus» (HOVY). CootHomieHue

MMOHATUH «ACIOIIPOU3BOACTBOY,
CIOKYMEHTAIIHOHHOC obecrieyeHue YIpaBJICHUSA,
«YIpaBJICHUC JAOKYMCHTaAMMN. YHpaBHeHI/Ie

JOKYMEHTaMHU KaK COBOKYNHOCTb JIEUCTBUH C
JIOKyMEHTaMU OpraHu3aluu c LETIBIO
JI0Ka3aTeNbCTBA  IIPOBEJIEHUS  YIPAaBJIEHYECKUX
ornepanui. TpeboBanus K YIPaBIECHUIO
JIOKYMEHTaMHU.

VYnpasneHueckas JEeATEIIbHOCTh u
TOKYMEHTAllMOHHOE  o0ecrieyeHne  yrnpaBieHUS.
JlokyMeHTalmoHHOe O0ecreueHue ympaBlIeHUsT Kak
GyHKIUS yNpaBieHHs, €r0 MECTO CpPEeAu IPYrux
byHKIUi ynpaBieHus. 3Ha4€HUE JOKYMEHTOB s
peanu3anyy YIpaBJICHUYECKUX peleHuil. BrusHue
XapakTepa yIpaBJICHUS, [PUHLIUIOB IMPUHATHUS
YIOPaBIEHYECKUX PELIEHUH  Ha OpraHu3aluio U
TEXHOJIOTHIO  JOKYMEHTAIIHOHHOTO OOECTICYeHHS
yIpaBJiI€CHUSI.

JlokymMeHTamoHHOE obecrnieueHue
yIOpaBleHUsI Kak cUcTeMa padoThl ¢ JOKYMEHTaMHU.
@akTopbl, BIMAIOLIME HA €ro OpraHU3alUIl U
TEXHOJOTHI0 B YUPEXKIEHHUSIX, OpraHU3alMsIX U Ha
OPENNpUATHIX  pa3IMYHBIX  OpPraHU3alMOHHO-
npaBoBbIX GopM. OpraHusalnloHHbIE, IPaBOBBIE,
COLIMAJIbHBIE U TICUXOJIOTMYECKUE AaCIIEeKThI
JIOKYMEHTAIMOHHOT'O 00eCrieyeH s yIpaBIeHusl.

Bnusiaue aBTOMAaTU3UPOBAHHOM
TEXHOJIOTHUH 00paboOTKH JOKYMEHTOB Ha
JIOKYMEHTALMOHHOE 00eCrieyeHHe yrpaBlIeHHs..

B3aumocss13b JIOKYMEHTAIlMOHHOT O
obecrnieueHus yIpaBiIeHUs c XpaHEHUuEM
JOKYMEHTOB B apxuB€ OpraHu3alud U B
roCy/apCTBEHHBIX apXHUBaX.

Hanpaenenus 2ocyoapcmeennozo
pe2yIuposanus 0e0npou3800cmea
6 1990-e — 2000-¢ 200w1.
XapakTepucTUKa  3aKOHOJATENIBbHBIX U
HOPMAaTHBHBIX  IIPaBOBBIX  akKTOB  Poccuiickoit
@enepanyy,  peryiaMEHTUpPYIOLIUX  pabory ¢
JOKyMeHTaMu.  HampaBneHus rocyI1apCTBEHHOTO
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perynupoBaHus. 3aKOHOAATEIbHOE 3aKpeIuIeHUe
o0mux TpeOOBaHUI K JOKYMEHTaM U CHUCTeMaM
yIpaBJICHUSI. OTBETCTBEHHOCTh 3a paboOTy C
JOKYMEHTaMH M UX COXPaHHOCTb.

XapakTepucTuka HOpPMAaTHUBHO-
METOAMYECKMX  JOKYMEHTOB  MEXOTpPacieBOro
IECUCTBUS.

3.2. Opranmsanus cayxosl JOY.

OpranuzanyoHHbIE bopmbI
JOKYMEHTALIMOHHOTO ~ O00CCIICUCHHS  YIPABJICHHSL.
dakropsl, OTIpEeIeIIAIONIIE BBIOOp
OpraHu3alMOHHOM  (OpMBI B~ KOHKPETHOU
OpraHHU3aluy.

OcHoOBHas 11eNTb, 331241 U (PYHKIUH CITyKOBI

J0YV.
Tumnossie cTpykTypsbl cayx061 JOY.
PernamenTanus GbyHKIMN
NOJpa3/IeleHui [0  JIOKyMEHTAllUOHHOMY

oOciyxuBaHuto. TumoBsle U HMHAWBHUIYaJIbHBIC
nonoxkenus o ciayxk6e JJOVY. Tumosoit dopmymsip
HOJIOKEHMS, COCTaB  HMH(OpManuu, MOPSI0K
pa3pabOTKU U yTBEPKICHHS.

JlomKHOCTHO W YHCICHHBIH  COCTaB
paboTHUKOB ciyk0b1 JJOY. ®Oynkuun pabOTHUKOB
CITYKOBI A0V (cexperapn CTPYKTYPHOTO
IIOJIPa3/IeIICHNs], CEKpeTapb PYKOBOJUTES,
MHCIEKTOp MO KOHTPOJIIO U T.J.). 3aKperieHHe
OTBETCTBEHHOCTH M TOJHOMOYMHA pabOTHHUKOB
cnyx6s1 JIOY.  JloiKHOCTHasE MHCTPYKLHMS Kak
OCHOBHOH HOpPMAaTUBHBIN JIOKYMEHT,
ONpeACIAIOMUN OpPraHU3alMOHHO-TIPaBOBOE
nojoxeHue paboTHuka. DopMyinsp AOIKHOCTHOU
UHCTPYKLUMHU, cOcTaB UMH(pOpMaluu, MOPSA0K
pa3pabOTKU U YTBEPKICHUSI.

[Tonoxenue o ciayx6e JJOY u gomxHOCTHAS
MHCTPYKLUS KaKk  HOpPMAaTHBHasg  OCHOBa
pacnpeeneHus TpyAaa MeXAy NOIpa3fciICHUsIMU U
UCIIOJTHUTEIISIMH.

WHeTpykuysg 1o J€NONpPOU3BOACTBY -
OCHOBHOW HOPMATUBHBIN aKT, PETrIaMEHTUPYIOIUMI
TEXHOJOTHI0 JOKYMEHTAllMOHHOTO O0OecreyeHus
yopasieHusi.  TumoBble W UHAMBHAyaIbHbBIE
uHCTpyKIuu.  [lopsimok  pa3paboTku,  cocTaB
uH(pOopMalny, MpaBuUja YTBEPKICHUS U BHEIPEHHUS.
OTBETCTBEHHOCTh COTPYJHUKOB OpraHM3alUM 3a
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colOuoieHre TpeOOBaHUI MHCTPYKIHH.

HopmupoBanue Tpyna paOOTHHKOB CITy>KOBI
JOY, TunoBsle  HOpPMAaTUBBl BPEMEHHM  Ha
JIeTTOTIPOU3BOCTBEHHBIE PAOOTHI.

Pa3menienue CTpyKTYpHBIX MOJpa3aelneHuit
cayx6er JIOY. VYcnoBus Tpyaa, opraHuzanusi u
obopyoBaHue paboOYuX MECT.

[Topsimok XxpaHeHUs TiedaTei, OJAHKOB M
IIpaBWjia II0JIb30BAHHUA HMH. OTHKA JIEIOBBIX
OTHOILIEHUN, TICUXOJIOTMYECKUI acnekT paboThl ¢
JIOKYMEHTaMHU. [ToaroroBka KaJIpOB
JIeNIOTIPOU3BOJICTBEHHBIX  CITYXKO. Dopmbl
MOBBIIICHUS  KBaNU(UKALUU  CIEUUAINCTOB B
obmactu JIOY.

3.3.
AOKYMEHTO0000poTa

Opranusanus

Onpenenenue MOHSATHS
«JIOKyMEHTO000POT». OO0mue TPUHIUIBI U
METOIUYECKUE OCHOBBI OpraHu3aIuu
JIOKyMEHTO000pOTa, X peanu3anus B

JNEHCTBYIOIINX TOCYNAapCTBEHHBIX HOPMAaTHBHBIX
JOKYMEHTaX.

CrpykTypa u o0mas XapakTepuCTHKa
JTIOKyMEHTOTIOTOKOB.  O0BeM JTOKyMEHTOOOOpOTA.
VY4eT KoJIMuecTBa JOKYMEHTOB.

[Tpuewm, MIPOXOXKICHUE u HOPSTIOK
WCIIOTHEHUS MOCTYTMAIOIINX JIOKYMEHTOB.
[TepBuunas SKCHEeAUIIMOHHAS obOpaboTka

nokyMmeHToB.  [IpenBapurenbHOe  paccMOTpeHHE
JIOKYMEHTOB. Paccmotpenue JIOKYMEHTOB
PYKOBOJCTBOM OpraHU3alli{, IPUHATHE PEIICHUs O
XapakTepe UX  HUCIHOJHEHHS. Hanpasnenue
JIOKYMEHTOB Ha MCIIOJIHEHHUE.

JloctaBka ~ JOKYMEHTOB  MCIIOJIHUTEISAM,
HNOpSIOK WX TpuemMa U nepegaud. Paborta
VCIIOJIHUTENSA ¢ JOKYMEHTaMH. OTalbl UCTIOJHEHHUS.
[Topsimox 00pabOTKM OTHPABISAEMBIX JIOKYMEHTOB.
[IpaBuiia opraHuzauuy JIBUKEHUS BHYTPEHHHX
JTOKYMEHTOB. HampaBieHus CcOBEpIIEHCTBOBaHUS
JIOKYMEHTOO0O0pOTa U MYTH €r0 COKPAIICHHUS.

Tennenuuum pocrta JOKyMEHTOOOOpPOTa B

COBPEMEHHBIX OpraHu3aIUsX. Bnusaue
aBTOMaTH3alMM  00pabOTKM  MHPOpPMALMU  Ha
KOJINYECTBEHHBIE " KayeCTBEHHbBIE

XapaKTePUCTUKH JJOKYMEHTOO0O0pOTa.
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3.4. PerucTpanusi 10KyMeHTOB M
opraHu3zanus CIIPABOYHO-
HH(OPMAIMOHHOT0
00CTy’KMBAHMS.

Perucrpanmss  kak ~ cocTaBHas ~ 4acThb
texHoiorun  JIOVY. IlpuHumMnel  perucrpanuu
JIOKYMEHTOB

XapakTepucrrka COBPEMEHHBIX
perucTpalMoHHbBIX ¢GopM, coctaB HHPOpMALUU U
MOpANOK MX 3amojHeHus. Pa3Butne cmnoco6oB
perucrpauuu B rocyJJapCTBEHHOM
JIETIONIPOU3BOJICTBE.

B3anMocBsI3p  perucrpanuu JOKYMEHTOB C
opraHusanuei CHPaBOYHO-UH(POPMALIMOHHOM
paboThl, OpraHu3alel KOHTPOJSI HCIIOJHEHUS W
nocJyenyromnei 00padoTKoM TOKYMEHTOB.

WNHnekcupoBaHue AOKYMEHTOB. 3HAUYE€HHE U
npaBuja (dbopMupoBaHUs WHJIEKCOB.
WHpekcupoBaHue  JOKYMEHTOB B YCJIOBHSX
TpaZuLMOHHON 00pabOTKH JOKYMEHTOB.

[MpuHIMnBL TTOCTPOEHUST HH(POPMAIIMOHHO-
nouckoBbix cucteM (UIIC) pydnoro tuna, ux BUJIBI.
WHupopmalinoHHO-CIIPaBOYHOE o0ciyXKuBaHue
arnrapaTta yOpaBJI€HUS B YCIOBUSX HPUMEHEHUS
aBTOMaTU3UpoBaHHBIX TexHosoru JIOY. Ilouck u
HCII0JIb30BaHUE uHpopMaIuu B
aBroMatusupoBanHbix UIIC.

10

3.5. KouTpoab  ucnoJiHeHHs
JTOKYMEHTOB

®opmupoBaHue TpeOOBaHHI K OpraHHU3aINU
KOHTPOJIS UCIIOJTHEHUS JIOKYMEHTOB B
JIeTIOTIPOU3BO/ICTBE.

3HayeHue KOHTPOJIS 3a CpOKaMH
HUCIIOJIHCHU S AOKYMCHTOB B arrapare
YHOpaBJICHUAA. OCHOBHEBIE MMPUHIHIIBI €ro
OpraHu3aIug.

3amaun  cayx6e1  JIOY 1o  KOHTposto
UCTIOJIHEHUS JOKYMEHTOB. KaTeropuu 10KyMeHTOB,
noJyIeXxale  KOHTPOJIIO Cpoku HUCHOHEHUS
JTOKYMEHTOB. TeXHOIOTHsI KOHTPOJIBHBIX OTepaIuii.

PernaMenTsl  BHYTpPEHHEW  OpraHU3aluu
dbenepalbHBIX OPraHOB HCIOJHUTEIBLHON BIACTH
KaK OCHOBa KOHTPOJIA HMCIOJHCHHA OTOKYMCHTOB B
TOCYJIapCTBEHHOM armapare Poccuiickoit
denepanuu.

O0o0011IeHEe, aHaau3 M HCIIOJL30BaHUE
JaHHBIX OO0 WCIOJTHEHHH IOKYMEHTOB B YCIOBHUSIX
TPaJAULIMOHHON U aBTOMATU3UPOBAHHOM TEXHOJIOTUU
00pabOTKH JOKYMEHTOB

ABTOMATH3UPOBAHHBIE CHCTEMBI KOHTPOJIS
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3a CpOKaMH HUCIOJHCHUA HOOKYMCHTOB, OIIBIT HX
MPUMCHCHUA.

11

3.6. Opranunzanus
JeJIONPON3BO/ICTBA no
NpeNIoKEeHUAM, 3asiBJIEHUSIM H
JKaJ100aM rpaxiaaH

OO0111eCTBEHHO-TIOJIMTUYECKOE U COLIMATIBHOE
3HauYe€HHE OOpallleHU TpaxaaH. 3aKOHOJATEeJbHas
pernmameHtanus  paboOTBl € TPEIIOKCHHUSIMH,
3asIBJIICHUSIMU U jKaJl00aMu Tpak/IaH.

dopmMupoBaHUE HOPMaTHUBHOM 0a3bl,
perilaMeHTUpYIOLEeH  OpraHu3aluilo  pabdoThl  C
oOpallleHussIMH ~ TpaxJaH B  TOCYAapCTBEHHOM
amnmapare.

OcHoBHble 3amaun  ciayxOe  JIOY 1o
OpraHu3anuy paboThl ¢ 0OpaIIeHUSIMH TpaKIaH, ee
ocobeHHocTu. Onepanuu 1o MpueMy, perucTpaium,
KOHTPOJIFO HWCIOJHEHUS, TPHHATHUIO PEHICHUH TI0
obOpamienusiM  rpaxaaH. CpoKd  HCIOJTHEHUS.
TpebGoBaHMs K COIEPIKAHUIO OTBETHBIX JOKYMEHTOB.
dopMHUpOBaHUE U XPaHEHHE JIE] C MPEATIOKEHUIMU,
3asBJICHUSAMU W Jkamobamu rpaxknaan. O0oOmieHue,
aHAJIM3 W WHCIOJNb30BAaHHE JMJAHHBIX O paboTe ¢
oOpallleHHs MU TpaX</1aH B anmnapare yrnpaBieHHUs.

Opranuzanus npuema rpaxaaH B
rOCYJIapCTBCHHBIX YUPEKIACHUSIX. DOPMBI U METOIBI
COBEPIIICHCTBOBaHUS PabOTBl C  OOpalICHUSMH
rpaXJaH B OpraHax TrOCYJapCTBEHHON BIJIACTU U
yIOpaBlieHUs], B O0IIECTBEHHBIX OpraHU3aIUsIX.

[Ipumenenue ABTOMATHU3HPOBAHHBIX
TEXHOJOTHUI AN  TOATOTOBKM  OTBETOB U
OpraHu3aIuu nHGOPMAITMOHHO-CIIPABOYHON
CIY>KOBI B YUPEKIEHUSX C OOJBIIUM OO0OBEMOM
oOpareHui rpakaaH.

12

3.7. XpaHeHue [OKYMEHTOB B
A€eJIONPOM3BO/ICTBE OPraHU3aLHH

OPZCIHLBCIZ/;M}Z mexKyweco XpaneHus
aOKyMeHmOG u o6ecnequue Uux coxpaHnocmu

OCHOBHBIE TOJIOKEHHS 3aKOHOJATEIHLHOU
pernaMeHTauI/m XpaHeHI/ISI JIOKYMCHTOB B
Poccuiickoit ®denepanuu. Meroanueckue
I[OKYMGHTBI 110 OpFaHI/ISaIII/H/I XpaHeHI/HI.

XpaHeHHe JOKYMEHTOB B CTPYKTYpPHBIX
nojapasjiesieHusx opranu3anu OTBETCTBEHHOCTh 3a
COXPaHHOCTh JIOKYMEHTOB. Opranuzanus
CIpaBOYHOW  pabOTBl M TOPAJOK  BBIIAYU
JIOKYMGHTOB BO BpeMeHHOG II0JIb30BaHUC HpI/I
XpaHEeHHUU B  CTPYKTYPHBIX  IOApPa3JEIICHUSX.
XpaHeHI/Ie HOKYMeHTOB Ha HeTpa)II/IHI/IOHHI)IX
HOCUTCIIAX.
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CoxpaHHOCTB JIOKyMEHTOB pu
peopraHu3anuy 1 JIMKBUIALUU OpraHUu3aLui.

Homenxnamypa oen

[lonsaTne «HOMeHKIIaTypa aen». HasHaueHue
HOMEHKJIaTyphI Jienn. HoMeHkiatypa jen kak ocHOBa
cUCTeMaTH3allid  JOKYMEHTOB B  IEIsIX  HUX
MOCJICTYFOIIETO XPaHEHHS.

TpeboBaHHs K COCTaBICHHIO HOMEHKIIATYPBI
nen. WX periiaMeHTarusi B 3aKOHOAATEIbHBIX aKTax
u HOPMAaTHUBHO-METOINYCCKUX JOKYMEHTax
MEKOTPACIEBOr0 JACHCTBUS.

Buasl HOMeHKIaTyp e, uX 0COOEHHOCTH U
Ha3HAYCHUE Metoauka COCTaBJICHUS
HOMEHKJIATYPBI Jelt: U3yYCHUE cocTaBa
JOKYMEHTOB,  pa3paboTka  KiaccU(DUKAIMOHHOM
CXEMBI; COCTABJICHHE 3arojiOBKOB Jed1 U HX
CUCTEeMATH3alMsl C  y4eTOM  YCTaHOBJICHHBIX
TpeOoBaHUI.

[lopsimox  odopmileHUs,, COTJIAaCOBaHUS U
YTBEPKIACHHSI HOMEHKIIATYPhI 1e1. CpOKH XpaHCHUS
JIOKYMEHTOB

Hcnonp3oBaHne HOMEHKJIATypbl J€l B
OIEPaTUBHOM XPAaHCHHUU M apXUBE OpPraHU3aIlHu.

Opeanuzayus u nopsaoox popmuposanus oen

[lonstue “popmupoBanue nen’, OCHOBHBIE
TpeOOBaHUSI K  MPOBEACHUIO JTOM  palOTHI.
CoBpemeHHasi HOpMaTUBHO-METo/AMYecKas 0a3a,
omnpenenstomas TpedboBaHus K (HOPMUPOBAHUIO JIETT
B JICJIONIPOM3BOCTBE.

dopmupoBaHue 1€l B OpraHU3aLUaX
pa3IMYHBIX YPOBHEH yIpaBieHUs. 3aJadyu CIIyKObI
JOY wu apxuBa opraHuzaii 1O 00eCIeYeHHIO
KauecTBeHHOro ¢opmupoBanust nen.  [IpaBuna
¢dopMupoBaHUs B Jella JOKYMEHTOB pa3iIMYHBIX
BUJ0B. [IpuHIMIBI cHcTeMaTU3aldd JIOKYMEHTOB
BHYTpH JIEJI.

OPZCZHUS'CZZ/!M}Z IKCnepmu3vl YeHHocmu

O0OKYMEeHmOo8
ITonsaTne “aKcnepTusa LIEHHOCTHU
JOKyMeHTOB”.  HopmaTuBHO-MeTOIHMYECKHME U

TEOPETUYECKUE OCHOBBI MPOBEACHUS DKCIIEPTU3BI.
TpeGoBaHMs K MPOBEECHUIO SKCIIEPTU3BI IEHHOCTH
JIOKYMEHTOB.
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Opranuzanus paboThl  LEHTPATBHOM
skcrieptHod  komuccun  (LIDK) wu  skcneprHoit
komuccun (OK) yupexnaeHus (opraHusanuu) IO
MIPOBEICHUIO SKCIIEPTU3bl LIEHHOCTU JOKYMEHTOB.
[Tonoxxenne 006 skcmepTHOM Komuccuu. IlpaBa u
GYHKIUM  SKCIEPTHOW KOMHCCHM, TIOPSAJIOK €€
paboThL. JIoKyMeHTUpOBaHUE NeSITeIbHOCTH
DKCIEPTHOM  KOMHCCHM.  ODTalbl  MPOBEACHUS
AKCIEPTHU3BI LIEHHOCTH TOKYMEHTOB. OdopmieHue
PE3yIBTATOB IKCIEPTU3BI IIEHHOCTH IOKYMEHTOB.

ITonsatne “riepedyeHb JIOKYMEHTOB”.
HasnaueHne u ucronap30BaHuE MEPEUYHEN B KAUECTBE
OCHOBHBIX HCTOYHHMKOB II0 YCTAaHOBJICHHIO CPOKOB
XpaHeHUs1 U OOecreueHus: €AMHCTBA ONEePaTUBHOTO
XpaHEHUsl JOKYMEHTOB B JEJIONPOU3BOJCTBE H
apXuBe OpraHMU3aIIH.

TumoBble ¥  BEAOMCTBEHHBIE TIEPEUHH.
Hcnonp3oBaHue mepedyHed g COCTaBJICHUSA
KJ1accu(hUKaTOPOB U HOMEHKIIATYP JIE.

Iloozomoska u oghopmaenue oen

YHudukanus  TpeObOBaHMK K Jenam,
cAaBaeMbIM B apxuB. HopmaTUBHO-METOIUYECKHE
JOKYMEHTBI ~ MEXOTpaclieBOro  JeHCTBUS 00
ohOopMIICHUH JIE.

OcHoBHBIE TpeOOBaHHS K OPOPMIICHHIO JIEIL.
[TonHOe M wacTuyHOe odopmitenue nein. [lommmBka
nen. Hymepanus nucroB. 3aBepuTenbHas HaJIUCh.
BuyTtpennsas onuch. OdopmieHue 00J0KKH el
MIOCTOSIHHOTO M BPEMEHHOT'O XpaHEHUSI.

Onucu oen
ITonsatue «OIIUCh JeID». [IpaBuna
COCTaBJICHUS OIIICH Jel CTPYKTYPHOTO
M0/Ipa3/IesICHNU . Buner ommceii. Odopmienue

OIIUCH JIeJI CTPYKTYPHOTO NOIPa3ICICHUS.
Tlopsook nepedauu den 6 apxus
opeaHuzayuu

Ilepenaya nen B apXMB OpraHu3allUu.
B3aumoneiicteue cayx6b1 JIOY u apxuBa mnpu
(GOopMHpPOBaHMM  OCHOBBI  JJISI  MOCJEIYIOIEro
XpaHEHUs U UCIOJIb30BaHUS JOKYMEHTOB. EnHCTBO
OpraHu3alu JOKYMEHTOB B JIEJIONPOU3BOJACTBE M
apXuBe.
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3.8. Hanpasaenus
copepmieHcTBOBanus 10Y

VYnpaBneHue JAOKyYMEHTaMM KakK  4acTh
CHUCTEMBI ympaBieHHus kadecTBoM. CTaHmapTu3arus
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ux

poueayp YIIpaBJICHUS JOKYMEHTaMU Kak
METOANYECCKAasA OCHOBa ACATCIIbHOCTH CJIy)K6
JOKYMEHTAIMOHHOTO OOECTeUeHHs YIpaBICHUS B
POCCUMCKHUX OpraHU3aLMsIX.

JOKYMEHTAllMOHHOTO  OOeCHeueHus: yMpaBiIeHUS.
Pons TUIIOBBIX periiaMeHTOB OpraHoB
roCyJapCTBEHHOM BJIacTM W  yIpaBICHUA B
pPEryJIMpOBaHUM JTOKYMEHTALIMOHHOTO 00eCIIeueHUs

OpraHu3aluu.

ofOecrieueHHsT yOpaBlIeHUS B TOCYAapCTBEHHOM
anmapare, OpraHu3alusix  pa3Iu4HbIX  (opMm
COOCTBEHHOCTHU (rocymapcTBEHHBIX u
HErocyJ1apCTBEHHBIX ). Ynopsaouenue
OpraHu3alMOHHBIX (OPM M METOAOB paboOTHl C
JIOKYMEHTaMHU.

OpPraHru3aliliOHHO-IIPABOBOI'O ITOJIOKCHUA CJ'Iy>K6
JIOV.

TEXHOJIOT Uil Ha COBEpLICHCTBOBAHUE
ynpasiieHueckoi aesrenbHoct u JI0Y.

Passurue perinaMeHTanuu

JACATCIIBHOCTH. BHYTpeHHI/IC PErIIaMCHTBI

COBepH_IeHCTBOBaHI/Ie JOKYMCHTAlIMOHHOTO

Pernamenrtanust (GyHKUMH, CTPYKTYpBHl H

Bimstaue HOBBIX HMH(OPMAITMOHHBIX

4. Oopa3oBaTesibHbIe TEXHOJIOTHH

Ne HaunmeHoBanue Buabl yueOHoii
Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH
n/n pasjaeja padboThI
1 2 3 5
1. |Ilpenmer, conepxxanue, |Jlexnus 1. BBonHas €K1 ¢ UCIIOJIB30BaHUEM
3a/1a4M Kypca BUJICOMATEPHAIIOB
[TonroroBka K JEKLUKHU C UCIIOIB30BAaHUEM
CamocrosTenbHas |npaBoBbiX 0a3 «KoHcynbTanT», «"apant» u ap.,
pabora caiita «Zakonbase»: 3akoHonarenbHas 6aza
Poccuiickoii @enepanuun
2. |BO3HUKHOBEHHE U Jlexmus 2. Jlexnusa-Oecena

pa3BUTHE
JIEJIIONPOU3BO/ICTBA B
yupexaeHusix Poccun
XVI - XVII BB.

[TpakTnueckoe 1

Pabota ¢  MeTogMyecKUMH ~— MaTepuaaMu,
KOJUIEKIIUSIMA JTOKYMEHTOB (OHIIa J1abopaTopuu
JIOKYMGHTOBe}IeHI/ISI

IToaroToBKa K JIGKIIMHU C MCTOJIB30BaHUEM (DOHTOB
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oubimorexu PITY u nabopaTtopuu
JOKYMEHTOBE/ICHHUS U NPAKTUYECKOMY 3aHSTHIO B

CamocrosTenbpHas |COOTBETCTBHH C METOJAMYECKHUMHU YKa3aHHSIMH IO
pabota BBINOJIHEHUIO NPAKTHUECKUX 3aHATUH.
Jenonpoun3BoicTBO B Jlekusg 3. Jlexknus-Oecena
yupexaeHusax Poccun
XVIII B [TpakTueckoe PaboTa ¢ MeToguyecKuMH MaTepUaIaMu,
3aHsATHE 2. KOJJICKIMSIMUA JOKYMEHTOB (poHa 1aboparopuu
JOKYMEHTOBE/ICHUS
[ToaroToBka K JIEKIIMU C UCHOIB30BAHUEM (DOHJIOB
OoubanoTeKn PITY u naboparopuu
CamocrosTenbHas |I0OKyMEHTOBEICHUS U MPAKTUUYECKOMY 3aHATHUIO B
pabota COOTBETCTBUHU C METOAMYECKUMH YKa3aHUSMH IO
BBINOJIHEHUIO MPAKTHUECKUX 3aHATHUI.
HenonpousBonacteo B |Jlekuus 4. Jlexuus-6ecena
yupexaenusx Poccun
XIX - nauane XX BB.
[TpakTryeckoe PaboTa ¢ MeTonyeckuMy MaTepraIaMH,
3aHsTHE 3. KOJJICKIIMSIMUA JOKYMEHTOB (poHIa 1abopatopuu
JIOKYMEHTOBE/ICHUS
[ToaroToBka K JIEKIIMK € UCHOIB30BaHUEM (DOHJIOB
CamocTrosrenbHas |OuOINOTeKU PITY u naboparopuu
pabota JIOKYMEHTOBE/IEHUS! U MPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBUHU C METOAMYECKUMH YKa3aHUSMH IO
BBINOJIHEHUIO MPAKTHUECKUX 3aHATHH.
CraHoBieHUE U Jlexums 5. Jlexuus-nuckyceus
pasBuUTHE
JIeTTOTIPOU3BOICTBA B CamocrostenpHas |[loaroroBka K JISKIIUU C UCTIOIB30BaHUEM (DOHIOB
COBETCKHMX pabota oubnmorexku PI'TY u naboparopuu
rOCyTapCTBEHHBIX JOKyMEHTOBeIeH s/
YUPEKACHUAX
Opranuzanus Jlexuus 6. [TpoGneMHas nexkus
JIOKYMEHTAIHOHHOTO
obecrnieueHus CamocrosrenbHas ([IoAroToBka K JIEKIIMU € UCTIOIb30BAaHUEM
yIpaBJIeHUs pabota npaBoBbIX 0a3 «Koncynabrant», «["apant» u ap.,
camita «Zakonbasey»: 3akoHomarenpHas 0asa
Poccuiickoi denepanuun
Opranuzanus cinyx0sr  |Jlexum 7 Jlexuust ¢ pa300pOM KOHKPETHBIX CUTYaIHi

A0V

IIpakTHueckoe

Pabota ¢ MmeToguyeckumMu MaTepuagaMu
naboparopuu JOKYMEHTOBEICHUS
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3aHsTHE 4. [ToaroToBka K JIEKIIMU C UCHOJIB30BaHUEM (DOHJIOB
OnbIMoTeKH PITY u nmabopaTopun
JIOKYMEHTOBE/ICHUSI U MPAKTUYECKOMY 3aHSTHIO B
COOTBETCTBUU C METOJAMYECKUMH YKa3aHUSAMH I10
BBITIOJTHEHUIO IPAKTUYECKUX 3aHSTHIT/
CamocrosTenbHas
pabora
8. |Opranuzanus Jlexmms 8. Jlexuus ¢ pa360poM KOHKPETHBIX CUTYaIHi
JIOKYMEHTO0000pOoTa
Pabora ¢ MmeToanueckuMu MaTepuagaMu
1a00paTOpUU JOKYMEHTOBEICHHUSI
IIpakTrueckoe
3aHATHE 5. [ToaroToBka K JIEKIIMU € UCIOJIb30BaHUEM (DOHJIOB
oubimorexu PITY u nabopaTtopuu
JIOKYMEHTOBE/IEHUS U MPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBUU C METOAMYECKUMH YKa3aHUSMH IO
BBITIOJIHCHUIO MTPAKTHYCCKUX 3aHATHI/
CamocTosTenbHas
pabora
9. |Peructpanus Jlexmmst 9. Jlexmust ¢ pa300pOM KOHKPETHBIX CUTYaIHit
JIOKYMEHTOB U
OpraHu3aIus
CIPaBOYHO- PaboTa ¢ MeTonyeckuMu MaTepuagaMu
MH(OPMaLIMOHHOTO nabopaTopun JOKYMEHTOBEICHUS
00CITy’)KUBaHUS [TpakTryeckoe
3aHATHE 6.
[ToaroToBka K JIEKIMU C UCHOJIb30BaHUEM (DOHJIOB
OoubanoTeKN PITY u naboparopuu
JIOKYMEHTOBE/IEHUS! U MPAKTUYECKOMY 3aHSATHIO B
COOTBETCTBUHU C METOAMYECKUMH YKa3aHUSMH IO
BBINOJIHEHUIO MPAKTHUECKUX 3aHATHH
CamocTosaTenbHas
pabota
10. [KonTpoins ucnionnenus  |Jlexnus 10. Jlexuus ¢ pa300poM KOHKPETHBIX CUTYyaluil
JIOKYMEHTOB
[ToaroToBKa K JEKIMH C UCTIOIB30BaHHEM (DOH/IOB
oubnmorexku PI'TY u naboparopuu
CamocrosiTenbHas |TOKyMEHTOBEICHHS
pabota
11. |Opranuzanus Jlexuus 11. Jlexuus-6ecena
JIeNTOTIPOU3BOICTBA IO
NPEUIOKEHUSIM,
3asBiIeHUIM U kanobam |CamoctositenbHast |[IoaroToBKa K JEKIMH € UIIOJIb300BAHUEM
paboTta npaBoBbIx 0a3 «KoHcynbranty, «["apanm» u np.,
caifta «Zakonbase»: 3akoHoaTenbHas 6a3a
Poccutickoit @denepanyun
12. Jlexmym 12 Jlexuus ¢ pa300poM KOHKPETHBIX CUTYyalui

XpaHeHHnEe JOKyMEHTOB
8 JICJIOIIPOU3BOACTBE
PPraHU3aLNAN

IIpakTHueckoe

PaboTta ¢ MmeToguyeckuMu MaTepruagaMu
naboparopuu JOKYMEHTOBEICHUS
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3aHsATHE 7.
[ToaroToBKa K JIGKIIMU C UCIIOJIB30BaHUEM (DOHJIOB
Ooubimorexu PITY " nabopaTtopuu
JIOKYMEHTOBEJICHUSI U MPAKTHYECKOMY 3aHSTHIO B
COOTBETCTBUU C METOAMYCCKUMH YKa3aHHSIMH I10
BBITTOJIHEHUIO MPAKTHYECKUX 3aHATHH
CamocrosiTenbHas
pabora
13. |HanpaBnenus Jlexuums 13. [TpoGieMHas TeKIus
COBEPILICHCTBOBAHUS
JA0Y
CamocrosrenpHas ([ToAroToBka K JIEKIIMH C UCTIOIh30BaHUEM (DOHIOB
pabora oubnuorexku PI'TY u naGopaTopun
JIOKYMEHTOBEICHHUS

B nmepuon BpEeMEHHOrO NPHOCTAHOBICHUS TIOCEHICHHUS OOYYArOIIMMHUCS TIOMEIICHHA U
tepputopuun PI'TY s opranuzanuu yueOHOro mnpoiiecca ¢ IpUMEHEHHEM 3JIEKTPOHHOTO 00y4YeHUs U
JTUCTAHIIMOHHBIX  O0Opa30BaTENbHBIX TEXHOJOTMH MOTYT OBITh  HCIOJIB30BAaHBI  CJEAYIOIINE
00pa3oBaTeNnbHbIE TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAWH-JIEKLIUH B PEKUME PEAIbBHOTO BPEMEHH;

— DJIGKTPOHHBIC YUCOHHUKH, YIeOHBIC TOCOOS, HAyYHBIC N3/IaHUS B AJICKTPOHHOM BHUJIC U JJOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CUCTEMBI JIJIsl SJICKTPOHHOT'O TECTUPOBAHUS,

— KOHCYJIbTAIIMH C MUCIIOJIb30BAHUEM TEIIEKOMMYHHUKAIUOHHBIX CPE/CTB.

5. OneHka NJIAHUPYeEMBbIX Pe3yJIbTATOB 00y4eHUs!

5.1 CucreMa oleHUBAHUA

dopma KOHTPOIIS Makc. Kosn4yecTBO 6ayjIoB
3a onHy paboty|  Bcero
Texymui KOHTPOIIb:
- cobecetoBaHue 5 GamnoB 15 Gannos
- OIIEHKA IIPAKTUYECKUX 3aJaHUH, KEHCOB 5 6anos 25 Gannos
- KOHTpOJIbHast paboTa (TemMsr 2.1-2.3) 5 6amoB 5 6amnoB
- KOHTpOJIbHast padoTa (Tembi3.1- 3.4) 5 bannos 5 6anos
-PTC
5 6amioB 10 GasoB
[IpomexxyTounas arrecranus 40 6aynoB
(3KK3aMeH)
Hroro 3a cemecTp (QUCHUILINHY ) 100 6amoB
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I1osry4eHHBII COBOKYIHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO KAy OLICHOK U B
HIKay olieHoK EBpormeiickoii cucteMsl epeHoca U HakoruieHus kpeautos (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUHU ¢ TAOJIHIICH:

IIxana
100-6ammpHas mkana | TpaguimoHHas mkaia ECTS
95 -100 A
8394 OTJINYHO B
68 — 82 XOpOIIIO 3a4TEHO C
56 — 67 D
5055 YJIOBJICTBOPUTEIIEHO E
20-49 FX
0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TEHO =

5.2 Kputepum BbICTABJIEHUS] OLIEHKH O JUCIUIJINHE

Banasl/
HIxana
ECTS

Ounenka no
JUCHMILIUHE

KpnTepml OICHKH pe3yJ/ibTaTOB Oﬁy‘leHl/Iﬂ o JMCHMIIJINHE

100-83/
AB

OTJIMYHO/
3a4TEHO

BrictaBisiercst 00y4aromemMycsi, €CIi OH IIyOOKO U IIPOYHO yCBOMII
TEOPETUYECKHUI U MPAKTUUYECKUI MaTepHual, MOKET
MNpOACMOHCTPHUPOBATL 3TO HA 3aHATUAX U B XOAC HpOMeH(YTOHHOﬁ
aTTEeCTallUU.

OO0y4aromuiicss HCUEPIBIBAIOIIE U JOTUYECKUA CTPOMHO M3JIaraet
y4eOHBII MaTepuas, yMEET YBA3bIBATh TEOPHUIO C MPAKTUKOM,
CIPABJIETCS C pELIEHUEM 3a/1ad POPECCUOHATbHON HAPaBJIEHHOCTU
BBICOKOT'O YPOBHSI CIIO)KHOCTH, IPABUILHO OOOCHOBBIBACT MPUHSTHIC
peleHus.

CB00OIHO OpHEHTHpPYETCS B yu4eOHOM U podeccuOHaANbHON
JUTEpaType.

OrneHka 1o JUCIUIUIMHE BBICTABISIOTCS 00ydaroleMycs ¢ y4€ToM
pe3yabTaTOB TEKYIIEH U POMEKYTOYHOU aTTECTALUH.
Komnerenuuu, 3akperi€éHHble 3a JUCUUIIIMHON, CPOPMUPOBaHbI HA
YPOBHE — «BBICOKHI».

82-68/

xopo1o/
3aYTEHO

BricTaBnsiercs oOy4daromemMycsi, €CiIu OH 3HaeT TEOPETUUYECKUN U
IIPAKTUYECKUI MaTepHal, FPaMOTHO U IO CYIIECTBY M3J1araeT ero Ha
3aHATHAX U B X0J1€ IPOMEKYTOUYHOM aTTECTAlUU, HE TOMyCKasl
CYILLIECTBEHHBIX HETOYHOCTEM.

OO0yuaromuiicst MpaBUIbLHO IPUMEHSET TEOPETHUECKUE TIOJIOKEHUS TPU
pELICHUH MPAKTUYECKUX 3a/1a4 MPO(eCCHOHATbHON HAlpaBIEHHOCTH
Pa3HOr0 YPOBHS CJIOKHOCTH, BJIaJIe€T HEOOXOAUMBIMH JIJISl 3TOTO
HaBbIKAMH U IpUEMaMHU.

JlocTaTouHO XOPOIIIO0 OPUEHTUPYETCS B YIEOHOU U TpoeCcCHOHATBHON
JUTEpaType.

OrneHka o JUCIUIUIMHE BBICTABISAIOTCA 00yYaomeMycs ¢ y4ETOM
pE3yJIbTaTOB TEKYILIEH U MPOMEKYTOUHOM aTTECTALMH.

Komnerenmuu, 3akperi€éHHble 3a AUCUUIUITMHON, CPOPMUPOBAHbI Ha
YPOBHE — «XOPOIIUI».
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Baaasl/ | Ouenka nmo Kputepun oeHkH pe3yaibTaToB 00y4eHUsI 1O AUCUMIJIMHE

HMIxana | gucuuIJInHEe
ECTS
67-50/ YIOBJIETBO- BricTaBnsercs oOyuaromemMycs, €CIi OH 3HaeT Ha 0a30BOM YPOBHE

D.,E puresbHo/ TEOPETUYCCKHI U MPAKTUICCKUI MaTepHall, I0IyCKaeT OTACIbHBIC
3a4TEHO OIIMOKY MIPH €ro U3JI0KEHUH Ha 3aHIATHUSX U B X0J/1€ TPOMEKYTOUHON
aTTECTallHH.

OO0yuaronuiicst UCTIBITHIBACT OINpEACIEHHBIC 3aTPYTHEHUS B
MPUMEHEHUN TEOPETHUECKUX TIOJIOKEHUH MPU PEIICHUH TPAKTUICCKIX
3aja4 rpodeccruoHalbHOM HANPaBICHHOCTH CTaHIAPTHOTO YPOBHS
CJIOXHOCTH, BJIAJICET HEOOXOUMBIMH JIJISl 3TOTO 0a30BBIMH HABBIKAMH U
MpUEMaAMU.

JleMOHCTpHpYET TOCTATOYHBIA YPOBEHB 3HAHUS YUCOHOU JIUTEPaTyPhl
M0 TUCIUILINHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYAIOIEMyCs C YIETOM
PE3yJIbTaTOB TEKYIIEH U MPOMEXKYTOUHON aTTeCTaIUU.

KomnieTeHmun, 3akperiéHHbIC 33 JUCIUTLIMHON, COPMUPOBAHEI HA
YPOBHE — «JIOCTAaTOYHBIN».

49-0/ HEYIO0BJIET- BricraBnsercs oOyuaromemycs, ecii OH He 3HaeT Ha 0a30BOM YpPOBHE
FFX BOPHUTENBbHO/ | TEOPSTUUECKHUI U MPAKTUIECKUI MaTepHall, J0MyCKaeT rpyOble OIIMOKH
HE 3aUTCHO IIPH €T0 U3JI0KEHUU Ha 3aHATHSIX U B XOJE MPOMEKYTOTHON
aTTEeCTallUU.

OOyyaronuiicst UCIBITHIBAET CEPhEIHBIC 3aTPYAHCHUS B IPUMCHCHHUH
TEOPETUYECKHUX MOJIOKEHUH TIPU PEIICHUH MPAKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAIPABICHHOCTH CTAHIAPTHOTO YPOBHS
CJIOHOCTH, HE BIIaJieeT HEOOXOJUMBIMU 11 STOTO HABBIKAMU U
puEMaMu.

JemoHcTpupyet (pparMeHTapHble 3HaHUS yUeOHOU JTUTEpaTyphl MO
JUCITUTLIAHE.

OreHka 1o JUCIUIUIMHE BBICTABISIOTCS 00ydaroeMycs ¢ yuéToM
pPEe3yJIbTAaTOB TEKYILEH 1 MPOMEKYTOUYHON aTTECTALINY.

KomnieTeHnu Ha ypoBHE «IOCTATOYHBINY», 3aKPETNIEHHBIE 3a
JUCITUTUIMHOM, HE COPMUPOBAHEI.

5.3 OueHouyHble cpeacTBa (MaTepuajbl) s TeKYyIIero KOHTPOJS YCIeBaeMOCTH,
NMPOMEKYTOYHOM ATTECTANMHU 00y4aI0IHUXCH 10 JMCIUIITTHHE

Keiicol 11 Tekyniei arrecTanum:

1. CymectByeT M B HAaCTOsIIEE BpeMS TOCYJAapCTBEHHOE PETYJINPOBAHUE BOIPOCOB,
CBSI3aHHBIX C TEXHOJIOTHEH 00pabOTKH TOKYMEHTOB (HallpuMep, ONpe/esIeHbI JIN THIIOBBIE ONepaluu
00pabOTKM JTOKYMEHTOB, HX IOCJIEI0BaTeIbHOCTb) B YUPEKICHHUSAX, OpraHu3alusXx U Ha
MPENNPUATHIX CTPAHbI?

Kakumu 1okymMeHTaMH JTOJIKHBI UM MOTYT PYKOBOJICTBOBATbCS KOHKPETHBIE CTPYKTYpPBI MPH
penIeHny JaHHOTO Borpoca?

2. Jlna pemieHuss Kakux 3a7ad HUCIONB3YIOTCS TOCYJAapCTBEHHBIE CTaHIApThl B cdepe
nenonpousBojcTBa? HazoBurte Takue CTaHIAPTHI.

Kakum o0Opa3om opraHuzanusi MOXKET JOOUTHCS OT CBOMX PaOOTHUKOB O0SI3aTENBHOTO ydeTa
nonoxxeHun I'OCT?
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3. OmHOll W3 BaXHEWINIUX SBISETCA TMpoOjeMa COXpPaHHOCTH (XpaHEHHWs) JIOKYMEHTOB
OpFaHH3aHHﬁ. Kaxkumn IMPpaBOBbBIMU AKTaMHU U TOCYHAPCTBCHHBIMH MCXKOTPACIICBLIMU JOKYMCHTAMU
CIIEyeT PYKOBOJICTBOBATHCS TPHU €€ PELICHUU:

3aKOHO[[aTeJ'IbHBIe OCHOBBI XpaHCHUA JOKYMCHTOB

Wuble mpaBoBBIE aKThI, ONPEACISIONIME PEUICHHE BOMPOCOB, CBS3aHHBIX C COXPAHHOCTBHIO
(XpaneHueM) JOKYMEHTOB

HopmaruBHO-MeTOMUECKUE JOKYMEHTBI, COJEpKAIe METOJUKY paObOThl MO0 ONEPAaTHBHOMY
XPAaHEHUIO JOKYMEHTOB U IOJArOTOBKE UX K Iepeade B apXUB OPraHU3aluu

4. PykoBonuTenb NPEANPHUATHS PacIOPAIUIICS MOJATOTOBUTH JOKYMEHTBI, KOTOPBIE JOJKHBI
periIaMeHTHpOBaTh JeATeNbHOCTh ciaykO0bl JIOY (kaHuenspun), opraHu3aluio U MopsaoK paboThl C
AOKYMCHTaMMU.

beuto pazpadorano INonoxenne 06 MHPOPMAITMOHHOW TTONIUTHKE, OJUH U3 Pa3AesioB KOTOPOTO
HasbBasicss «Opranuzanus paboThl ¢ JOKYMEHTHpyeMol wuH(opMmarmuei». B pasmene 3akperuisics
CTaTyC KaHIEJSPUU KaK CIy>KOBI JeNONpOM3BOACTBA W (PYHKIMH €€ COTPYAHHMKOB IO paboTe ¢
JOKYMEHTaMH.

Omnpenenure, Kakue OpraHU3allMOHHbBIE JOKYMEHTBHI 3aMeHW co0oi paznen «OpraHuzamus
paloThI ¢ JOKyMeHTUpyeMoi nHpopmarueit». [IpaBomepHa in Takas nmpakTuka?

Kakoii emie BHyTpeHHUI HOPMAaTUBHBIN JOKYMEHT CJIEZ0BAIO pa3paboTaTh, YTOOb! yCTAaHOBUTh
€IMHBIN TOPSIOK JI€TONPOU3BOJICTBA HA MPEATIPUATAN?

5.0npenenute mopsaok coctaienus U opopmieHus [lonoxenus o ciyxoe JOVY:

. paspabarbiBaet (KT0?)

. MOJITKCHIBAET (KTO?)

. JOTKHO OBITH COTJIACOBAHO (C KeM?)

. yTBepKaaeT (KTo?)

. BBOJIUTCS B JICWCTBHE (KEM HIIH yeM?)

. noAneXart nepecMoTpy (Mpu Kakmx o6CToATeNbCTBax?)

3anoiHUTE MPOIMYCKH.

6. PaspaboranHas B opranuzauuu MHCTpyKuus MO A€I0NPOU3BOACTBY COIEPKUT CIELYIOLIUE
TeMaTUYECKHE Pa3/Iebl:

- Opranuzanus 10KyMeHTo000poTa

- Perucrpanus 10kyMeHTOB

- KoHTpo:b 3a UCTIONHEHNEM TOKYMEHTOB

- Homenknarypa nen

- XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX HOJpa3AeeHUsX.

OTtpakeH JIi B MHCTPYKLUHU BECh MpoIiecc paboThl C TOKyMEHTaMu?
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Ecnu Her, kakumu pasznenamu Bol ObI TOTIOMHUIN TaHHBIA JOKYMEHT.
Ob6ocHyiiTe cBOE pelIeHHE.

7. NHCTpYKIHS IO JEIOMPOU3BOICTBY — 3TO O0sI3aTEIIbHBIN JOKYMEHT /ISl BCeX paOOTHHUKOB
OpraHu3aly WA TOJIBKO JJIs €€ CIIY>KOBbI IeJI0NPOU3BOICTBA?
Kto u xakum oGpazom onpenenser chepy pacnpocTpaHeHHs JaHHOTO TOKyMeHTa?

8. Komrianusi MMeeT HECKOJBbKO OTIEJICHWH, OJHO M3 KOTOPBIX PACIOJaracTcs B TOM JKE
3JIaHKH, YTO U IICHTPaIbHBIN ouc. [Ipyrue oTieneHus pacioIokKeHbl B pa3HbIX paiioHax ropoa.

Kak Oyzner opraHn3oBaH JOKYMEHTOOOOPOT KOMITAHWH B ATOM Cily4ae: OyJIeT JI IEHTPaTbHBIHI
oduc paboTaTth cO BCEMHU JTOKYMEHTAMH KOMITAHWH (OCYIIECTBIIATH IIEHTPAIIM30BAHHBIN TIPUEM BCEX
JOKYMEHTOB, MX PETUCTPAIINIO, BECTH CIIPABOYHYIO pabOTy, KOHTPOJIb 32 UCIIOJTHEHUEM JJOKYMEHTOB U
T.JI.) WIK TepenacT 3T GyHKIUU B oTaeneHus? Ecnu mepenact, kakoBa Oyaet poib ciyx0br JJOY
neHrpaibHoro oguca? Kak Oyayt pabotaTh ¢ JTOKYMEHTaMH OTJIEJICHUS, HAXOJSIIIEMCS B TOM K
3/IaHHH, YTO U LICHTPaJIbHBIA ouc?

9. IlepBuynast 00pabOTKa JOKYMEHTOB, IOCTYIUBIIMX B KOMIAHHMIO IO IIOYTE, CBOAMTCSA K
cienyomeMy. PaOOTHUKHM, BBIIOJHSIOUIME 3Ty OINEpAlMI0, BCKPBIBAIOT M TYT € YHHUYTOXKAIOT
KOHBEPTHI, MPOCTABISIOT HA BCEX JIOKYMEHTaX, B TOM 4YHCIE, (PMHAHCOBBIX, OyXTalTepCKUX U T.II.,
ITaMII O MOCTYIUIEHUM AOKYMEHTa B OPTraHM3alUI0 MU IEepefal0T UX HMHCIEKTOPY IO PEruCTPALMH.
WHcnekTop mpocMaTpuBaeT JOKYMEHTHI M (PUKCHUPYET B PETUCTPAIIMOHHBIX (POpPMax, TOMUMO MPOUYHX
CBEICHUM, KOJIMYECTBO JUCTOB U HAJIMUUE NMPUIOKEHUM K TOKYMEHTaM.

Onpenenurte, Kakue TpeOOBaHUSA K IPOLIECCY NEPBUYHON 0OpabOTKU TOKYMEHTOB B JJaHHOM
Clly4ae HapylIalOTCs, U KaKue HETaTUBHBIE IOCIEACTBHS ITHUX HApYIICHUN I KOMIIAHMH MOTYT
IIPOSIBUTHCA BIIOCIIEACTBUU.

10. [TomMOUIHUK pyKOBOJIUTENS, IPEABAPUTEIHHO IPOCMOTPEB JOKYMEHTAIUIO, TOCTYIUBIIYIO
B OpraHW3allMIo, BCIO €€ IepelacT pPYKOBOAMTENO. B mamky ¢ JOKyMEHTaMHM BKJIAJbIBACTCS
MMACBMEHHBI KOMMEHTAPUA O COCTABE MOCTYNUBIIMX JIOKYMEHTOB, KOPPECIIOHJEHTAaX, agpecarax u
coJiepKaIMXcs B KaXJA0M JOKYMEHTE BOIIPOCAX.

B uem cocTOMT Ha3Hauy€HHE ONEpALMU «IIPEABAPUTEIBHOE PACCMOTPEHHE JOKYMEHTOBY?
IIpaBMIIbHO JIM €r0 NOHMMAIOT B JJAHHOW OpraHu3alu?

11. O6ma;1 TCXHOJIOTHUA pa6OTBI C JOKYMCHTaAMU B OpraHu3alini COCTOUT U3 THUIIOBBIX

onepaunui:
. MpueM JOKYMEHTOB;
. nepBUYHas 00paboTKa JOKYMEHTOB;
]
. perucTpanus;
. paccCMOTpEHHE JIOKYMEHTa pYKOBOAMUTEIEM U OIpPEACNICHUE XapakTepa pelIeHUs

BOMpoOca (PE30IIOIIHS);

- IMOCTaHOBKAa JOKYMCHTA Ha KOHTPOJIb,
- IMOATOTOBKA IMTPOCKTAa JOKYMCHTA,
. ohopmIIeHHE 1 COTTIAaCOBAHHUE;

. YAOCTOBEpPEHHUE;
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- OTIIpaBKa U3 OpraHu3alnu,

,Z[OHOJIHI/ITC NEpCUCHb HCAOCTAOIUMU OIICpaAlIUAMUA

12. B COOTBeTCTBUM C TOCYJapCTBEHHBIMHM  MEKOTpPACIEBBIMA  JOKYMEHTAaMH B
MH(POPMAITMOHHO-TIONCKOBYIO cHCcTeMy M0 nokymeHTam opranu3anuu (MI1IC) BXomsaT: perucrparus,
WHJeKcamus, GOpMHUPOBAHHUE JCIT.

KakoBo naznauenue kaxmou cocrasistomeir MIIC? Uto mo3BoiseT 00bEAMHUTL UX B OJHY
cucremy? Kak OHM MOTYT UCTIOJIL30BAThCS TIPU IOUCKE TOKYMEHTHON MH(pOpMAIu?

13. B perucrpaunroHabie GOpMBI BXOISIIUX JTOKYMEHTOB OpraHHM3alys BHECHA CIEIyIOIIue
JAHHBIC:

JlaTa IOJIy4YEHHUs, BXOJSIIMHA PETMCTPALMOHHBIA HOMEpP, KOPPECIOHIEHT, HOMEp M Jara
JOKYMEHTa, KpaTKOE€ COJEP)KaHUE, PE3OJIOUNS PYKOBOAUTENSl OpPraHHU3alMM, PYKOBOIUTEINb
CTPYKTYPHOTO NOAPA3AEICHNS, PE30JIIOLMS PyKOBOAUTEIS OAPA3AEIICHUs, UCTIOJHUTEIIb.

Onpenenure, COOTBETCTBYIOT JIM 3T JIaHHBIE PEKOMEHIYEMOMY COCTaBy pPEKBU3UTOB
peructpanioHHo  ¢opmbel.  Mmeer nm  ciyx0a  IeNONMpOM3BOACTBA  IMPAaBO  BKIOYATh B
perucTpanroHHbe POPMBI PEKBU3HUTHI IO CBOEMY YCMOTPEHHUIO?

14. Cucrema perucTpanu B OpraHU3alMd UMEET CMEIaHHYI (HopMy, MpH KOTOPOU YacTh
JOKYMEHTOB (ITOCTYMAOLIMEe HAa MMs PYKOBOJIUTENS, MPHKa3bl U JIp.) PETMCTPUPYIOTCA B CIyxkOe
JIeJIOTIPOU3BOICTBA, & OCTAJIbHBIE — B CTPYKTYPHBIX HOJpa3/IeJICHUSX.

B cinyx0e nenonpousBoACTBa BceM 0€3 HCKIIIOUCHMs JOKYMEHTaM IPHUCBAaUMBAETCS HMHJIEKC,
COCTOSILIIMM U3 MOPSIKOBOIO HOMEpA JIOKyMEHTa B COOTBETCTBYIOLIEH Ipymie (HampuMmep, BXOAALINX
JOKYMEHTOB) U JuTepbl «P», o3Hauaromel «pykoBoacTBO», Hampumep, P 45. B cTpykTypHBIX
MO/IPA3JICNIEHUAX PETUCTPALMOHHBIA MHAEKC COCTOMT M3 MHJAEKCA CTPYKTYPHOTO IoApasJieneHus (1o
BHYTPEHHEMY KJacCU(PHUKATOPY CTPYKTYPHBIX MOJAPA3AEIEHUI) U MOPSAKOBOIO HOMEpa, Hanpumep, 3-
25 i 4-12 u 1.1

Uem Takoi MNOPAIOK HMHAEKCHPOBAHUS HE COOTBETCTBYET YCTAaHOBJIEHHBIM TpeOOBaHUAM?
Pemenue kakux HHPOPMALMOHHO-TTOMCKOBBIX 33/1a4 YCIOXKHSIOT TaKHe UH/IEKChI?

15. [lena B opranu3anuu GOpMHUPYIOTCS U XPaHATCS CIETYIOIUM 00pa3oM:

CHEIUAJINCTBl OTAEJOB 3aBOJAT IAlKH, B KOTOPBHIE BKJIAJABIBAIOT JOKYMEHTBHI, KaCaOLIUECS
pelIeHns OTAeNbHBIX BonpocoB. Ha 00n0xkkax nomemarorcs GaMuiIMKM U WHUALUAIBI UCIIOJIHUTENEH 1
yKa3aHH€e Ha KOHKPETHOE HalpaBJIeHHE €ro AesITeIbHOCTH, HallpUMep:

A.C. TepentbeB. U3roroB/jieHne 1 yCTAHOBKA CBETOBOI peKJIaMbl

B TeueHue roga B TakoW mMamnke HAKaIIMBAIOTCS pa3iMuYHbIE JTOKYMEHTHI, C KOTOPBIMH
NPUXOJUTCS paboTaTh CHEHUANNUCTY B paMKax JaHHOH npoOsieMbl. B unciie JOKyMeHTOB BCTpeUaroTCs
MUCbMA-TIPEUIOKEHNSI, TNHCbMA-OTBETHl HA MNPEAJIOKEHHUS, NHCbMa-pEKIaMalliy, JOTOBOPHI M
NPUIIOKEHUS K JOrOBOpaM, aKThl, MPOTOKOJBI M 1p. Ecnm crneumanuct paboTtaer He ¢ OJHOU
OpraHM3alyel, TO BHYTPH MAlKH OH MOMENIAeT KapTOHHBIE Pa3[ENUTENN C YKAa3aHUEM KOHKPETHBIX
opranusanuii-kontpareHToB. Korma JOKYMEHTOB CTAaHOBUTCS CIMIIKOM MHOTO, 3aBOJST BTOPYIO
(TpeThIo U T.JI.) MaIKy C TaKOM e HaJIUChIO U YKa3aHHEM, YTO 3TO BTOPOe (TPEThE U T.JI.) JIENO:

A.C.TepentbeB. U3roros/jieHne U yCTAHOBKA CBETOBOI pekJjiaMbl. Ne 2
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B kxoHme rojga mamku NOMENIAIOTCS B IIKad, B OTAEICHHS, TN€ XPaHATCS JOKYMEHTBI
OTpEJIETICHHBIX CIELUATUCTOB.

Takoll MOpsAIOK XpaHEHUs JOKYMEHTOB OOBSCHAIOT TE€M, UYTO MMEHHO TaK CHEIUaINCTaM
ynoOHO paboTaTh C JIOKyMEHTaMHU B TEUYCHHE JEJIONMPOU3BOJICTBEHHOTO T0/ia, MCKATh JOKYMEHTHI
Mociie OKOHYaHHsI PabOThl ¢ HUMHU U OOECIIeUMBaTh MX COXPAHHOCTh, TAK KaK Ka)IbIH CIICIIUATHCT
3HAET CBOI BOIPOC U, 3HAYUT, CBOU JJOKYMEHTHI.

Cornacusl 11 Bel ¢ Takum 06bscHenneM? Kto B TakoM citydae OyAeT HeCTH OTBETCTBEHHOCTD
3a o0ecreYeHre COXPaHHOCTH TIOKYMEeHTOB? OOOCHYHWTE CBOM OTBET.

16. B Teuenue roga y opraHusanyv NHOSABUJIMCH HOBBIC HAIPaBJICHUA ACATCIIBHOCTU U HOBBLIC
naptHepbl. HoBast paGora Oblna nmopyudeHa aAByMm otxenam. Kak ciencTsue, NOSIBUIMCH 3HAUYUTEIBHOE
KOJIMYECTBO HOBBIX JOKYMEHTOB, KOTOpble HE OBUIM TPEeIyCMOTPEHBI  JACHCTBYIOLIIUMH
HOMEHKJIATypaMH JIeJ1 JaHHBIX OT/EJIOB.

PykoBoauTens opraHu3allid CBOMM IIPUKa30M 00s3a]l BHECTH WM3MEHEHUS B HOMEHKIATYpPy
nen. B pe3ynbraTe 3TO CBEJNOCh K COCTABICHHMIO B CEpEelMHE I'0/la HOBBIX HOMEHKIJATYp A€l JBYX
oTenoB. PykoBoauTenb opranu3aiuy ux yTBepAuII.

[Touemy Takue neicTBUsS HE MOTYT ObITh IpHU3HaHBI IpaBoMepHbIMU? Kakue TpeOoBaHMs K
COCTABIICHHUIO ¥ O(OPMIICHHIO HOMEHKIIATYPHI JIeJ1 ObLIH HApyIIECHBI?

17. Tocne ommOOYHOTO YHHUYTOKECHHUS Psia BAKHBIX JOKYMEHTOB B KOMIAHUU OBIJIO MPHHSTO
peuieHne o co3gaHuM 3kcneptHo komuccun (OK) u pa3paboTke BHYTPEHHHUX HOPMAaTHBHBIX
JOKYMEHTOB, PETYJIUPYIOIIUX €€ 1eATeIbHOCTb.

B nelicTByronye KoOpropaTUBHbIE JOKYMEHTBI, PErjaMEHTUPYIOIIUE JEATEIbHOCTh CIIy>KObI
JIeJIONIPOU3BOACTBA M HOPSIOK  paboThl € JOKyYMEHTaMH KOMIIAHMM, ObUIM  J100aBJIEHBI
COOTBETCTBYIOLIME pa3fielibl, B KOTOPbIX OBUIM ONpENEeHbl CTaTyC, COCTaB, IpaBa, o0s3aHHOCTH DK 1
MOPSA0K IPOBEIEHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

B @ynkunu 9K Obu10 BKIIOYEHO ClIETYIOIIEE:

- IPOBEPKA MPABHIIBHOCTH 0(OPMIICHHS IOKyMEHTOB;

- y4eT JOKYMEHTOB;

- ONPEEIICHUs YCIOBUM XpaHEHUsI IOKyMEHTOB;

- IpOBepKa KayecTBa (OPMUPOBAHUS JIET;

- Y4Y€T J€Jl C JUIMTEIbHBIMA CPOKAMH XPAaHEHUS;

- 0TOOp J1eJ1 Ha XpaHEHHUE U YHUUTOXKEHHUE,

- OIPEJEIIEHNE CPOKOB XPAHEHUS IOKYMEHTOB;

- ONpEeEeIIEHNE TIOJTHOTHI COXPAHHOCTH JOKYMEHTOB KOMITaHHUU.

Kakue Hapymenust Obuin JOMyIIeHsl npu co3nanuu JK?

Kakwue, nHa Bamr B3risa, GyHKIUM HE COOTBETCTBYIOT Ha3HaueHUto DK 1 He BXOJAT B OHATHE
«OKCIEPTU3a LICHHOCTU JIOKYMEHTOBY?

18. YacTh BXOIAMMX U UCXOASIIUX JOKYMEHTOB OpPraHU3allMU MPEICTaBICHA B 3JIEKTPOHHOMN
¢dopme. IIpu moaAroToBke A€ K Mepenade B apXuB BCTA BOIPOC, B KAKOM BHJI€ UX HYXKHO CIaBaTh: B
BUJI€ TCKOB WJIM NIEPEBEIEHHBIX Ha OYMa)KHYI0 OCHOBY TPAJUIIMOHHBIX JOKYMEHTOB.

CTOpOHHUKM TMepeBoa JAOKYMEHTOB B TPAaJUIUOHHYI0 OyMaxHylo (GOpMy MOTHBUPOBAIH
CBOIO TOYKY 3pEHMsI T€M, YTO HE M3BECTHO, MO Kakoil (opme noikHA ObITh COCTaBJII€HAa OMKCHh Ha
ANEKTPOHHBIE JOKYMEHTBI, M KaK OMPEENIUTh CPOK UX XPAHEHUS.
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Kak 6n1 Bbl mocTynunu B maHHOM ciaydae? MOXKHO JM ONPEAETUTh CPOKH XPAHCHHS TaKUX

JOKYMEHTOB H (hOpMY OMHCH, 110 KOTOPOW OHU MOTYT OBITh IIEpEaHbl B ApXHB?

IIpumep BapuaHTa TeCTOB UIA KOHTPOJILHOM padoThI
Bapuanr 1

1.

HpaBI/IJ'Ia JACJIOIIPOU3BOJCTBA B (beﬂepaJ'IBHBIX OopraHax HCIIOJIHUTENLHON BJIACTU U

MeTtoauyeckue peKOMEHAAUU Mo pa3paboTke MHCTPYKIUHN MO AENONPOU3BOACTBY B (eaepaibHbIX
OpraHax HCIOJIHUTEIbHON BIACTH OBLITU MPUHSTHI B rofy.

Kakue u3 MNEPCUUCIICHHBIX BOIIPOCOB MCTOHI/I‘-IGCKI/IG PEKOMCHAAINU PCKOMCHAYIOT BKIIFOUUTH

B UHCTPYKIUIO 110 JCJIOIIPOU3BOJACTBY:

2.

MpaBUJIa COCTABJICHUS M 0(OPMIICHUS IOKYMEHTOB
IpaBUjIa OPraHU3alUU JOKyMEHTO000poTa
MIpaBUJIa PETUCTPALIUU U KOHTPOJIS

IIpaBWJia XpaHEHUs TOKYMEHTOB

npaBuiia 00pabOTKH ANEKTPOHHBIX TOKYMEHTOB
npaBmiia nepenaun (HakCUMIIBHBIX COOOIIEHUN
MIpaBUJIa XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB

OTMEThTE B CITMCKE TUTIOBBIC HA3BAHUS CITYXKO JCIIONPOU3BOICTBA!

OTtaen nenonpous3BoICTBA
Otnen 1oKyMeHTO000pOTa
VYnpasnenue nenamMu
Kannenspus

OO0mmi oTmen
Perucrparypa
Cekperapuar

OTI[GJ'I KaJIpOB U JCJIOIPOU3BOJACTBA

OTMmeTbTEe B CIHCKE CTPYKTypHOE TMOJApa3JelieHHe, KOTOpoe pa3padaThIBacT

I/IHCprKHI/IIO Mo ACJIOIIPOU3BOACTBY, U JOJZKHOCTHOC JIMIIO, KOTOPOC YTBECPIKAACT 3TOT JOKYMCHT:

Cnyxb6a IOY

IOpunnueckas ciryx6a opranuzanuu
Kanpogas ciyx6a opranuzamnuu

Otnen Tpyna u 3apriaThl
PykoBoautenp opranuzanuu
PykoBoauTens KOUIErnanbHOroO OpraHa

C Kako¥ JaThl HAYUHACT ACHUCTBOBATD MHCTPYKITHS. .. uuvt et enteeeieeieeieeaeeeieenaeannenns
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4. IlponymepyiiTe NpaBWIbHYIO MOCIEI0BATEIBHOCTh JEIOMPOU3BOJICTBEHHBIX ONEpanui Mo
MOATOTOBKE U 00pabOTKEe UCXOASIINX TOKYMEHTOB:

o pa3paboTKa MpoeKTa JOKyMEHTa

o ohopmiieHHe aapecara

o 3aroJIOBOK K TEKCTY

o OTITpaBKa

. odopmIIeHHE TPHITOKEHUS

o [POCTaBJICHHE OTMETKU 00 UCIIOJHUTEE
o BHU3BI COIJIaCOBAaHUA

o MOJITHCAHNE

o perucTparus

5. Perucrpamnuu noanexar:

o BCC MMOCTYNNUBIIKUC U OTIIPABIISICMBIC TOKYMCHTBI

o TOJIBKO BHYTPCHHUC JOKYMCHTLIL

L4 TOJIBKO OIICPATUBHBIC U CPOUHBIC JOKYMCHThBI

o TOJIBKO JOKYMCHTBI, INOCTYIIHUBIINC U3 BBIICCTOANIUX OpraHH3aHHﬁ U OTIIPABJIACMBIC
508

o HAOKYMCHTHI, Tpe6yfoume yueTa, UCIIOJIHCHH U UCIIOJIb30BAHUA B CIIPABOYHBIX LEJIAX

KoHTposbHble BONPOCHl U 3aaHUsl AJsl POMEKYTOYHOIH aTTeCTAMU MO0 UTOraM OCBOEHHS
AMCHUIIMHBI (3K3aMEeHALMOHHbIE BONMPOCHI):

1. OcobGeHHOCTH CHCTEMBI IeJIONPOU3BOICTBA B IIEHTPAIbHBIX yupexaeHusx Poccun XVI-
XVI.,, XVIII, XIX BB. HanpaBnenust u ciocoObl pariioHaIU3aIUH JEIOMPOU3BOJICTBA B YUPEIKICHUAX
Poccun XIX - gau. XX B.

2. HampaBneHust TOMCKa paliMoOHAIBHBIX ()OPM OpraHU3AMH JeToNpPOon3BoAcTBa B 1920-¢
TOZIBI

3. Pons HapKOMaTa pa60LIe-erCTL$IHCKOI7I HHCIICKIIMK B CO3JaHHMU CHUCTCMBI
COBCTCKOI'O JCJIOIIPOU3BOIACTBA.

4. HauOonee 3HauMMble pa3pabOTKM akluoOHepHOro ooOmiectBa  «Oprerpoity,
WNHucTuTyTa TeXHUKH ynpasiaeHus B 1920-e roael.

S. XapakTepucTuka H 3HaueHne «OOmMX MpaBWil JOKYMEHTallMM |
nokymeHToooopotay (1931 r.)

6. IlporpaMMBbl COBEPIIEHCTBOBAHUS JCIIONPON3BOACTBA, NMPUHATHIC HA MEXOTPACIICBBIX
copemanuax 1941, 1960 rr.

7. HampaBneHuss TEOpEeTHUECKMX W  TPHUKIAJHBIX  HUCCIECNOBaHWA B  o0xacTu
COBEpIIICHCTBOBaHUs Aenonpou3BoacTsa B 1970-1980-e rozsr.

8. TocynmapcTBeHHOE perynupoBanue aenonpousnozcTsa B 1990-e — 2000-e roabt
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9. HopmaTuBHO-METOIMYECKUE JOKYMEHTBl MEXOTPAcIEBOr0 JEWUCTBUS, KOTOpHIE
OTIPECTISIOT COBPEMEHHYIO OpraHU3aIuio paboThl ¢ JOKYMEHTaMH (HaUMEHOBaHWE JOKYMEHTA, TOJ
€ro pa3padoTKH, KpaTKask XapaKTePHCTUKA)

10. Opranmsanus ciuyx0et JIOY. OcHoBHas 1enb, 3amauv U (QyHKOUU CIIyXKOBI, e
JIOJKHOCTHOM M YMCJIEHHBIN COCTaB.

11. TunoBbIe BUABI U CTPYKTYpPHI c1yx0 JIOVY.

12. JlokanbHbI€ aKThl, pErJaMeHTUPYIOIINE OpraHU3aluIo Aeonpon3BoAcTBa. Haznauenue,
coctaB HH(GOpMaLIKHU, TOPSAOK pa3paboTKU U YTBEPKICHUS.

13. UncTpykuusi 1o JeNOnpou3BOACTBY. HasHadyenuwe, CTpyKTypa TeKcTa, MOPSAOK
MOATOTOBKH.

14. TlonsiTe  «IOKyMEHTOOOOPOT», MPHUHIUIBI €r0 OpraHu3alii. XapaKTePUCTUKU
JOKYMEHTO00O0pOoTa

15. Oransl  okymeHTtooOopoTa. Omnepanuu, KOTOpbIE BBIIOJHAIOTCS HOpU padore ¢
BXOJISIIIUMH JOKYMEHTaMHU

16. Dransl  nokymeHTtooOopoTa. Omepanuu, KOTOpPBIE BBINONHSIOTCS MpH paboTe ¢
UCXOJSIIUMU JOKYMEHTaMU

17. 3tanbel JOKYMEHTOOOOpOTA. OMEpalud, KOTOPbIE BBHIMOIHIIOTCS C BHYTPEHHUMH
JIOKYMEHTaMHU

18. Peructpanus 1OKyMEHTOB, €€ Ha3HadeHue. [IpaBmia perucTpanuu JTOKYMEHTOB.
XapakTepuCTUKa COBPEMEHHBIX PETHCTPAIMOHHBIX (OPM, COCTaB HHGOPMAIMH U TOPAIOK HX
3aII0JIHCHU.

19. TlonsTusa «perucTpanyst JOKYMEHTOBY», «MHJEKCHUPOBAHHUE JOKYMEHTOB». 3Hau€HHUE U
npaBuia GOpMUPOBAHUS HHAEKCOB

20. 3HaueHue KOHTPOJIA 3a CpPpOKaMU HUCIIOJIHCHHA AJOKYMCHTOB B allllapaTe YIpaBJICHUS.
Tpe6OBaHI/I}I K OpraHu3alv KOHTPOJA HCIHOJHCHHUA MJOKYMCHTOB B JICJIONPOHU3BOJACTBE. 321,[[8_‘11/1
KOHTpOJ’ILHOﬁ JACATCIIbHOCTH.

21. CpokM HCIIOTHEHHS JTOKYMEHTOB. TEXHOJIOTHS KOHTPOJISA 32 CPOKaMH HCIOJTHEHHUS
JIOKYMEHTOB.

22.3akoHomaTeNbHAsS perjiaMeHTalusT W METOJUYEeCKOoe OOECIeUYeHHe OpTraHu3aIluu
XpaHEeHMs JOKYMeHTOB B Poccuiickont denepannu.

23. OpraHI/ISaHI/IH TCKYIICTO XpaHCHUA JOKYMCHTOB B JCJIONPOU3BOJACTBC OpraHU3alluu U
obOecrneucHre UX COXPAaHHOCTH

24. HomeHKIIaTypa Jiefl, e Ha3HaueHue B JEIONPOU3BOACTBE. BUIbI HOMEHKIIATYp €T, UX
ocobeHHOCTH. TpeboBaHMS K HOMEHKJIAType JeN, UX 3aKpeIlJIeHHe B HOPMATHBHO-METOJUYECKUX
JIOKYMEHTaX MEXOTPACIEBOTO JCHCTBUA.

25. Meroauka cocTaBIeHUS! HOMEHKIATYphI Aen. [lopsmok oopMieHHs, COTIacoBaHUs U
YTBEPKICHUSI HOMEHKJIATYPhI JeJl.

26.IIpaBuna ¢GopMupoBaHHsS B Jela JOKYMEHTOB pa3UYHBIX BHJIOB. [IpHHIIAIIEI
CHUCTEMaTU3aluU TOKYMEHTOB BHYTPH JIE]L.
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27.1lonaTtne ‘“sKcmepTH3a IIEHHOCTH JOKyMEHTOB”. HopmaTumBHO-METOIWYECKHE W
TeopeTqucxne OCHOBBI HpOBCIIeHI/IH BKCHepTI/ISBI. HpI/IHI_II/IHBI nu KpI/ITepI/II/I 3KCH€pTH3BI IICHHOCTHU
IIOKYMEHTOB.

28. Opranuzanuss ~ pabOThl MO MPOBEACHHUIO JKCIEPTU3BI  I[EHHOCTH  JOKYMEHTOB.
JIOKyMEHTHUPOBaHUE ACITEILHOCTH YKCIIEPTHON KOMHUCCUU U 0(hOpMIIEHUE €€ PEe3yIbTaTOB.

29. Haznauenue onucu nen. Bunel onuceil. [lpaBuia cocraBieHus u oopMIeHHE OIMUCH
JIeJ1 CTPYKTYPHOTO TOpa3ieIeHUs.

30. OnepauHH I10 IMOATOTOBKC JOKYMCHTOB K IICPCIa4YC B apXUB OpraHru3aluu.

31. OcHoBHble TpeOoBaHUS K O(OPMIICHHUIO JIEN MPU UX MOATOTOBKE Ui MEpeayu B apXUB
opranuzanuu. YacTuuHoe u mojsHoe oopmieHue.

6. YueOHO-MeTOAMYECKOe U HH(POPMAIHOHHOE 00ecrieyeHne T CIUTITHHBI
6.1 CnucOK HCTOYHHUKOB H JINTEPATYPbI

HcTouHukn

Oenepanbubiii 3akoH o 22.10.2004 Neo 125-d3 «OO6 apxuBHOM jene B Poccuiickoit
Ddeneparuny // [Dnextponnslit pecype]. — M., 2019. — Pexxum noctymna: https://base.garant.ru

®enepanbhbiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mnopsiake paccMOTpeHHs OOpalieHHi
rpaxman Poccuiickoit ®enepamum»// [DnexktpoHHbli pecypc]. — M., 2019. — Pexxum nocryna:
https://base.garant.ru/12146661/.

[TocranoBnenue IIpaButensctBa P® ot 15.06.2009 Ne 477 «O6 ytBepxknaenuu [IpaBun
JIeTIONPOU3BOICTBA B (DefiepabHBIX OpraHax MCIOJHUTEIbHOM BIacTh»// [DIeKTpoHHBIH pecypc]. —
M., 2019. — Pexxum mocrtyma: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Toctanosnenue IlpaButensctBa PO ot 25.12.2014 Ne 1494 “O0 yTBepkaeHUH MpaBUJI OOMEHa
JOKYMEHTaMH B DJEKTPOHHOM BHUJE NpU OpraHu3alvdyd HWHOOPMALMOHHOTO B3auMojaeHcTBUs //
[DnexTponHsIi pecypc]. — M., 2019. — Peskum moctyma: https://base.garant.ru/70832680/

MeToauueckie pEeKOMEHAAllMd IO pa3padoTKe WMHCTPYKIMM 10 JeJIONPOU3BOJICTBY B

(benepanbHBIX OpraHax HCIOJHUTEIBHON BIACTH, YTBEPKICHHbIE MpuKa3oM PocapxuBa ot 23 nexalps
2009 Ne 76 // [Dnextpommmni pecypc]. — M. 2019. - Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[IpumepHass MHCTPYKLUS IO JEIONPOM3BOJACTBY B TOCYAApPCTBEHHBIX OpraHM3alusiX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnextponHslii pecypc]. — M., 2019. Pexxum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Tpuxa3z MunkynasTypsl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepkKaeHUH PaBUI OpraHU3aluu
XpaHEeHHUs, KOMILJIEKTOBAHUs, yueTa W HCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro ¢ouma Poccuiickoii
®denepany U Ipyrux apxXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOH BJIACTH, OPraHax MECTHOIO
caMOyTIpaBlIeHHsT W OpraHuzanusax» // [DnextponHsii pecypc]. — M., 2019. — Pexum pocryma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.


https://base.garant.ru/
https://base.garant.ru/12146661/
http://www.consultant.ru/document/cons_doc_LAW_88695/
https://base.garant.ru/70832680/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
https://www.garant.ru/products/ipo/prime/doc/71083090/
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I'OCT P HUCO 15489-1-2007 Cucrtema cranmapToB mo uH}opmanuu, OHOIHOTCUHOMY H
W3JIaTeNbCKOMY JIeTy. YTpaBieHue gokyMeHtamu. OOmiue TpeboBanus. // [DNeKTpOHHBINA pecypc]. —
M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWBHOE Jei0. TepMHHBI U OMNpEACICHUs. -
[DnexTpoHHbIH pecypc]. - M., 2019. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

I[OHOJIHI/ITGJIBHBIC HCTOYHUKHU

[Ipodeccuonanpuplii ctannapt «CHeMamTucT MO0 OPraHU3alMOHHOMY U JTOKYMEHTallMOHHOMY
0o0eCneueHnI0 yIpaBlICHUsl OpraHu3alueil», yTBepXkAeHHbI mnpukazoM Muntpyaa Poccum or
06.05.2015 Ne 276m // [DnektpoHHbli pecypc]. — M., 2019. — Pexum pocryma:
https://base.garant.ru/71064518/.

[Tpodeccuonanpublii ctannapt « CHEMUATUCT MO YIPABICHUIO JOKYMEHTAIMEeH OpraHu3aiumny,
YTBEPKJICHHBIN MPUKAa30M MUHHUCTEpCTBA TpyAa M COLUMAIbHOM 3amuThl Poccuiickoit denepannun ot
10.05.2017 Ne 416m // [DnextpoHHblii pecypc]. — M., 2019. — Pexum pgocryma:
https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHb THUNOBBIX YIPABICHYECKUX APXHUBHBIX JOKYMEHTOB, OOpasyloluxcs B Mpoliecce
NEeSTeIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPABIIEHUS M OpraHH3aluil, C
yKa3aHUEM CPOKOB XpaHEHUsl, YTBEPKACHHbINA NpUKa3zoM Munucrepcra KyiabTypbl PO ot 25.08.2010
Ne 558 (B nmeiictB. pem.) // [DnektponHbli pecypc]. — M., 2019. — Pexum gocryma:
https://base.garant.ru

Jlureparypa

boikoBa T.A. JlokyMeHTallMOHHOE OOecreyeHue YIpaBiIeHUs (JIEIONPOU3BOJACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3nenona. -2-e uza. mepepad. u non. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum pocryma: http://znanium.com

bo6buteBa M.II. HekoTopsie 0COOCHHOCTH COBpEeMEHHOro aokymeHToobopora // Bectnuk PITYVY.

2015. Ne2. [OnEKTPOHHBIN pecypc]. — M., 2019. — Pexum JIOCTyTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HekoTopbIX NpobsieMax cdepbl ynpasieHus J1okymMmeHTaMmu B Poccuiickoit denepanyu
/I Bectauk PITY. 2014. Ne2. [DnekrponHbiii pecypc]. — M., 2019. — Pexum nocrymna:
https://www.rsuh.ru

6.2 IlepeueHnb pecypcoB HHGOPMALNHOHHO-TETeKOMMYHUKANMOHHOU ceTn « AHTEepHETY.

Harnwonansnas siaekrponnas oudmuorexka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snekrponnas 6udianoreka www.elibrary.ru
Onekrponnas oudanorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR


http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
https://base.garant.ru/
http://znanium.com/
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf#page=13
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40
https://www.rsuh.ru/
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6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

IIpaBoBBIE 0a3el JaHHBIX: WWW.consultant.ru, www.garant.ru
HpO(bCCCI/IOHaJ'IBHBIG IIOJIHOTEKCTOBEIE 0a3bl JaHHBbIX:

HarnuonaneHas sekrponHas oudauorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snexkrponHast 6uoamorexa Www.elibrary.ru
DnekrponHas oubaunorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

NG~ WONE

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepl/IaJILHO-TeXHI/I‘{eCRO(') odecneyeHue JAUCHHUIIJIHHBI

Jus  obecrieueHuss  TUCHUIUIMHBI  WCIOJB3YEeTCSl  MaTepUANTBHO-TEXHHWYECKas  0asa
00pa30BaTEeNBHOTO YUPEKICHUS: y4eOHbIe ayAUTOPHUH, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUTSL IEMOHCTpAIMU y4eOHbIX MaTepPUAIIOB.

CocTaB nmporpaMMHOT0 00eCTICUCHHUS !
Windows

Microsoft Office

Kaspersky Endpoint Security
Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «AnbpT O6pazoBaHue»

. Visual Studio

10. Adobe Creative Cloud

wCoNoO~WNE

8. Obecneuenne 00pa3oBaTEJBLHOI0 MpoIecca JJIs JUI ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU
30POBbSI H HHBAJTHI0B

B xonme peanuzanuu IUCHUIIIUHBI UCHOJIB3YIOTCS CIEAYIOIIME JOTOJTHUTEIBHBIE METO b
o0ydeHHsl, TEKYyIIEero KOHTPOJsSI YCIEBAaeMOCTH W MPOMEXKYTOUYHOH arTecTaly OO0y4arouuxcs B
3aBUCUMOCTH OT UX UHIUBUIYATbHBIX OCOOCHHOCTEH:

® Il CIEMbIX W CIA0OBHIASAIINX: JIGKIUU OGOPMIISIIOTCS B BHJE JJICKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TIOMOMIBI0 KOMIBIOTEPA CO CIENHUATU3UPOBAHHBIM MPOTPAMMHBIM 00€CIIeYeHHUEM;
MMUCbMEHHBIC 3a/IaHMsI BBITIOTHSIIOTCS Ha KOMITBIOTEPE CO CHCIHAIM3UPOBAHHBIM TMPOTPAMMHBIM
o0ecrieueHreM HIM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIIEUMBACTCS WHIUBUIYaTbHOE
paBHOMepHOe ocBerieHue He MmeHee 300 rOKC; I BBIMOJTHEHHUS 3a7aHUs TPH HEOOXOJAMMOCTH
MIPEIOCTABIIICTCS YBEIMYUBAIOIIEEe YCTPONCTBO, BO3MOXKHO TaK)K€ HCIIOIBb30BaHUE COOCTBEHHBIX
YBEITMYNBAIOIINX YCTPOUCTB; MUCbMEHHBIC 3aJjaHusI O(DOPMIISIOTCS YBETMYEHHBIM MIPU(TOM; SK3aMEH
1 3a4€T MPOBOJATCS B YCTHOU (pOpME UITH BBIMIOJIHSAIOTCS B MUCbMEHHOM (popMe Ha KOMITBIOTEPE.


http://www.consultant.ru/
http://www.garant.ru/

32

o [UIsl TIYXUX U CHAOOCHBINIANINX: JICKIIMH OQOPMIISIOTCST B BHJE SJIEKTPOHHOTO JTOKYMEHTA,
mub0  TPEJOCTaBISETCS  3BYKOYCHJIIMBAIONIAS — ammaparypa WHIUBUAYaJIbHOTO  IOJIb30BAHMS,
MUCHMCHHBIC 3aJ[aHUsl BBIMOJHSIOTCS Ha KOMITBIOTEPE B INHChMEHHON (opme; 3K3aMeH W 3a4éT
MIPOBOATCS B MUCHbMEHHOM (JOpME Ha KOMITBIOTEPE; BO3MOKHO MPOBEICHNE B (hOpME TCCTUPOBAHHSL.

® [UIsl JIUI[ C HApYUICHUSMH OIOPHO-JBHTaTEIILHOTO amnmapara: JEKIUd OQOPMIISIFOTCS B BHIIE
AJIEKTPOHHOTO JIOKYMEHTa, JIOCTYITHOTO C TIIOMOIIBI0 KOMIIBIOTEpa CO  CICIUAIN3UPOBAHHBIM
MPOrpaMMHBIM  OOECIIEYCHHEM; MMHCbMEHHBIC 3aJaHusl BBINIOJNHSIOTCS Ha KOMITBIOTEpE CO
CTCIUAIM3UPOBAHHBIM IPOTPAMMHBIM 00€CIICUeHUEM; IK3aMEH U 3a4€T MPOBOJATCS B YCTHOH hopme
WJIH BBITIOJTHSIIOTCS B MUCbMEHHOU (popMe Ha KOMITBIOTEpE.

[Tpu HEOOXOMUMOCTH TPETyCMaTPUBACTCS YBEITMUECHUE BPEMEHH ISl TIOATOTOBKH OTBETA.

[Ipouienypa mpoBeACHUS MPOMEKYTOUHOW aTTECTAlMU I OOyYaIOIIUXCs YCTAaHABIMBACTCS C
Y4ETOM MX MHIUBHIYaTbHBIX NMCUXO(U3NIecKrX ocoOeHHOCcTel. [IpoMexkyTouHas aTTecTanusi MOKET
MIPOBOJIUTHCS B HECKOJBKO JTATIOB.

[Ipy mpoBeseHWW TIPOLECAYPHl OLCHUBAHHS PE3YJIBTATOB OOYyUYEHHS IPEIyCMaTpUBACTCS
MCIOJIb30BAaHUE TEXHUYECKUX CPENICTB, HEOOXOAMMBIX B CBSI3M C WHIUBUyalbHBIMH OCOOCHHOCTSIMH
oOydJarommxcsi. OTH CpEACTBA MOTYT OBITh IPEJOCTABICHBI YHUBEPCUTETOM, HIU MOTYT
MCTIOJIB30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[IpoBenenue nporeaypbl OIICHUBAHUS PE3YJILTATOB OOyYEHUS JOIMYCKAETCS C MCIOJIb30BaHUEM
JTUCTAHIIMOHHBIX 00Pa30BaTCIILHBIX TEXHOJIOTHHA.

Ob6ecnieunBaeTcss IOCTyll K WHGOPMAIMOHHBIM M OuOIuorpaduyeckuM pecypcaM B CETH
WuTepHeT U1 Kaxaoro odyJaromerocs B (hopMax, aJaliTHPOBAHHBIX K O'PAaHUYCHUSM HX 3JI0POBbS H
BOCIIPHSATHS UHPOPMALIUU:

e Ui CICNBIX W CJIA0OBUISIIUX: B TEYaTHOM Qopme yBenu4eHHbIM HipudToM, B (opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopme ayauodaiina.

® JIUTS TITyXUX | CI1a0O0CIBIIANINX: B IEYaTHON Gopme, B PopMe IIEKTPOHHOTO TOKYMEHTA.

e Uil 00YYAIOIIUXCSI ¢ HAPYIMICHUSIMU OIOPHO-IBUTATEIILHOTO arrapara: B e4aTHON Gopme, B
(dbopMe AIEKTPOHHOTO JOKYMEHTa, B (popme ayauodaiina.

Y4eOHble ayIUTOpUU AJsi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENbHON paboThl, HaydHas
OMOMMOTEKa W WHBIE TIOMEIIEHUS I OOYyYEeHHS OCHAIEHBI CHeIUaIbHBIM O0OpYyJAOBaHUEM U
y4eOHBIMU MECTaMH C TEXHHUECKUMHU CPEICTBAMU O0yUEHUSI:

® ISl CIIENBIX U CJIa0OBUISAIIMX: YCTPOWCTBOM JJIsi CKAHUPOBAHMS M UTeHUs ¢ Kamepoir SARA
CE; nmucruteem bpaiina PAC Mate 20; npuatepom bpaitis EmBraille ViewPlus;

oIl TUIYXUX M CJIa0OCHBIIIANINX: aBTOMATU3UPOBAHHBIM pPabOYMM MECTOM ISl JIIoJed ¢
HapyIICHHEM CIyXa U c1a0O0CHbIIaINX; aKyCTHYECKHI YCHUIIUTENb U KOJIOHKH;

o yisi OOyYaroUIMXCs C HapyUICHUSIMH OIOPHO-IBUTATENILHOTO ammapaTta: MNepeIBUKHBIMU,
perynupyeMbiMu dproHomudeckumu napramu CH-1; KOMOBIOTEPHON TEXHUKOW CO CIHEIUATbHBIM
MIPOrpaMMHBIM 00ecTIeYeHUEM.

9. MeToauuecKkue MaTepHuaJibl

9.1 Inanbl ceMUHAPCKUX/ MPAKTHYECKHUX/ JJA0OPATOPHBIX 3aHATHI

Br160op TeM mpakTHUecKuX 3aHATHN 00YyCJOBIEH OOLIMM COJEp)KaHHEM Kypca M HalleJeH Ha
yriIyOJIeHHOE U3YYEeHUE €T0 OTJCNBHBIX pa3elioB.

[Inan mnpakTHYECKHMX 3aHATHA BKIOYaeT JABa pasaena: "OpraHuzanus UM TEXHOJIOTHS
NIEJIONPOU3BOJICTBA B YUPEXKIEHUAX AopeBoitounoHHOW Poccun" um "OpraHusanuss M TEXHOJIOTHS
COBPEMEHHOT0 JIEJIONPOU3BOICTBA".

Ilenp nDpakTHYECKMX 3aHATUM - 3aKpEIUICHHE CTYJACHTAMH TEOPETUYECKUX 3HAHUHU
JIEKIMOHHOTO Kypca U (popMHpOBaHME MPAKTHUYECKUX HABBIKOB OpraHU3alliy COBPEMEHHOM CiIyKObI
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JIeJIOTIPOU3BOCTBA, IIPUEMOB M METOJIOB TEXHOJOIMHM pabOThl ¢ JOKYMEHTaMHU B YIPaBICHUECKOM
amnrmapare.

B pesynbTare BhIOTHEHNS 1a00PATOPHBIX 3aHATHIA CTYACHTHI JOJKHBI

3HATh:

o XapakTepHble OCOOCHHOCTH OpraHU3alMd PadOThl C JOKYMEHTAMH B YUPEKICHUAX
Poccun B pasznuyHble MCTOPUYECKUE IEPUOABI, B3aUMOCBS3b 3THX IPOLECCOB C I'OCYJAapPCTBEHHBIM
anmapaToM yIpaBJICHUS;

° COBpEMEHHBIC TpPEeOOBaHUS K JOKYMEHTAIIMOHHOMY OOCCIICUCHUIO YIPABJICHHS B
YUpEKICHUAX U opranu3anusax Poccuiickon denepaunu;

° MIPUHIIAITEI OPTaHU3AINH JOKYMEHTAIMOHHOTO 00CeCIICUeHUS YIIPaBJICHHUS,

YMETh:

° OpPTraHHU30BBIBATH CIIYKOBI TOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YITPABIICHUS;

° pazpabaThiBaTh JIOKAJbHBIE HOPMATHBHBIC AaKThl M HOPMATHBHO-METOJIUYECKHE

JOKYMEHTHI (TIOJIOKEHUSI, MHCTPYKIMU U T.JA.) MO BEICHUIO JTOKYMEHTAIIMOHHOTO oOecreueHus

yHpaBJICHUA

o BBIIIOJIHATH KIIFOUCBLIC TCXHOJIOTHYCCKHUEC OIICpAllu B pa60Te C JOKYMCHTAMU;

BJIAJACTh:

o IIpaBUJIaMU OpraHru3alii BCCX 3TAIIOB pa6OTLI C JOKYMCHTAMU;,

L4 MCTOAaMHM IIPOBCACHHA aHaliu3da OpraHu3anuu AOOKYMCHTAIIHOHHOTO obecrecycHus
YHpaBJICHU,

° MCTOAaMHU OINITUMU3AIMN JOKYMCHTAIMOHHBIX ITPOICCCOB.

HOI[FOTOBKa K IMPAaKTHYCCKHUM 3aHATHAM OCHOBAHA Ha CaMOCTOSITEIIbHOMN pa60Te CTYACHTOB I1I0
HU3YYCHHUIO JICKIIMOHHOI'O KypCa, NICTOYHUKOB U JIMTCPATYPbI, pPCKOMCHOBAHHBIX K Ka)KIOMY 3aHATHUIO.

PA3JIEJI 1. OPTAHU3AIIMS JIEJTOITPOU3BOJICTBA B YUPEKJIEHUAX
JOPEBOJIIOIMOHHOM POCCUH

1.1.  enompou3BoAcTBO B yupexaeHusx Pycckoro rocyaapcrsa XVI-XVII BB.
1.2. JlenonpousBonacTtBo B yupexaeHusx Poccun XVIII B.
1.3.  Jenomnpou3BoacTBo B yupexaeHusx XIX - vau. XX B.

PA3JIEJ 2. OPTAHU3ALISA COBPEMEHHOI'O AEJOITIPON3BOACTBA

2.1. Opranuzamnus ciryx0bl JeJIOMPOU3BOICTBA

2.2.  Opranuzanms 10KyMeHTo000poTa

2.3. Perucrtpanus TOKyMEHTOB.

2.4. HowmeHnkiarypa aen

2.5. I[loaroToBka JOKYMEHTOB K MOCIEAYIOLUIEMY XPAaHEHHUIO M UCIOIb30BAHUIO
2.6. CocraBieHHe HHCTPYKIIMHU TIO AETIONPOU3BOJICTBY

PA3JIEJ 1. OPTAHM3ALIMS IEJONPOU3BO/ICTBA B YUPEXKJIEHUS
JIOPEBOJIIOLIMOHHOI POCCUU
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Tema 1.1. leronpoussoacrso B yupe:xxkaenusx Pycckoro rocygapersa XVI-XVII BB.
(4 yaca)
3ATAHUA

1. Uzyunts Cynebnuk 1550 r. u CobopHoe ynoxenue 1649 r. [1o 3TuM akTaMm BBISIBUTH:

* CTPYKTYpPY OPraHoB IroCyJapCTBEHHOTO YIPABJICHHUS,

* COCTaB U JIOJDKHOCTHBIE 00S3aHHOCTH " CITYKUJIBIX JIFOACH".

* HaIpaBJICHHS perIaMeHTaIuu PabOThl C TOKYMEHTaMHU.

2. 3yunTh cxemMy OopraHu3aliiy UCIIOJIHEHHS JJOKYMEHTOB B IPUKA3HOM JIEJIONIPOU3BOICTBE.

3. IIpoananu3upoBaTh NEPBUYHBIA KOMIUIEKC IOKyMEHTOB (Ha IpUMepe Jelia Mo 4eT00uTHOM
Sxora lletnnosa B [loMecTHOM MpuKkase) U YSICHUTH TOPSIOK (OPMUPOBAHUS ACTIa.

KOHTPOJIBHBIE BOITPOCHI
1. [Tepeunciure 0COOCHHOCTH CHCTEMBI JISIIONIPON3BOJICTBA B IICHTPAIBHBIX YUPESHKICHUIX
Poccun XVI-XVII BB.

2. HazoBuTe 3aKOHO/IAaTENbHO PETIAMEHTUPOBAHHBIE 00sI3aHHOCTH "'CITYKUJIBIX JIFo/Iei" B
paboTe ¢ TOKyMEHTaMHU.

3. Kakue onepanuu B pabote ¢ J0KyMeHTaMH c(hOPMHUPOBAIUCH B TPUKAZHOM
JIEIONPOU3BOJICTBE?

4. JlaiiTe XapaKTepUCTUKY CTOJIOIOBOM (DOPMBI ISTOMPOU3BOJICTBA KaK TEXHUKHU
JOKYMEHTHUPOBAHUS U (DOPMUPOBAHHUSI JICIT.

5. Korza Obliia BBeIleHa U KOrja ObLIa OTMEHEHA CTONION0Bas (JopMa JeIOnpOr3BOCTBA?

NCTOYHUKU U JINTEPATYPA

boikoBa T.A. JlokyMeHTallMOHHOE oOOecreyeHHe YIpaBieHUs (IEJIONPOU3BOJCTBO) [DIEKTPOHHBIH
pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3nenona. -2-e uza. mepepal. u nomn. — Mocksa:
Wudpa-M, 2018. -304 c. — Pexxum nocryna: http://znanium.com

Tema 1.2. [lenonpou3BoacTBo B yupexneHusx Poccun XVIII B. (4 vaca)

3AJJAHUA

1. Wzyuurs ['enepanbubiii permameHT 1720 r. uW BBISIBUTH OCHOBHBIE TpeOOBaHUSA K
OpraHM3allK JEJIONPOU3BOACTBA B KOJUIETMSIX M JOJUKHOCTHBIE OOS3aHHOCTH KAaHLEISPCKUX
CITy’KaIllUX.

2. M3yuuTh cXeMy HCIIOJHEHHS JOKYMEHTOB B KOJUICTHSX.

3. Mzyunts "Yupexnenue ans ynpaBieHuss ryoepHuil" 1775 ., BBIABUTH OCHOBHBIE
TpeOOBaHUS K OpraHM3alMM JAEJONpPOU3BOJACTBA B MECTHBIX YUPEKICHUAX U JOJDKHOCTHBIE
0053aHHOCTH KaHLIEISIPCKUX CITY KAIHX.

4. I/I3y1H/ITB CXEMY UCHOJHCHUA JOKYMCHTOB B MCCTHBIX YUPCIKIACHUAX.

5. Tlpoanamu3upoBath 1e510, CHhOPMUPOBAHHOE B MECTHBIX YUPEIKICHUSIX.

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHUTE cHCTEMY NMPUKA3HOTO U KOJIJIEKCKOTO JIEJIONPOU3BOJICTBA, 00BICHUTE Hanuboee
XapaKTepHbIE OTIUYHSL.


http://znanium.com/
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2. [lepeuncnure HOBBIE AETOMPON3BOACTBEHHBIE ONEPALINU, BOHUKIINE B YUPEKICHUAX
XVII B.

3. Ilepeunciute 00s13aHHOCTH AETIONPON3BOACTBEHHON CITY>KOBI 110 IIOATOTOBKE JTOKYMEHTOB K
apXUBHOMY XpaHEeHUIo (10 3akoHy 1775 r.).

4. HazoBuTe 3aKOHOAATEIBHBIN aKT, KOTOPBIM BIIEPBBIE OBLT OTPE/ICIICH CPOK XPAHCHHUS
JOKYMEHTOB B TEKYILIEM JIEIOIMPOU3BOACTBE (0 CIaun JOKYMEHTOB B apXHUB).

5. HazoBute XapaKTECPHBIC YEPTHI CUCTEMBI PETUCTPALIlMU JOKYMCHTOB B KOJIJICTUAX.

NCTOYHUKHU U JIUTEPATYPA

beikoBa T.A. JloKyMEeHTaIlMOHHOE OOECIeUYeHUE YIpPaBICHHS (IACIONMPOU3BOACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3uenosa. -2-e uza. mepepab. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com

Tema 1.3. JlesonpousBoacteo B yupe:xaenusax XIX - nau. XX B. (6 gacos)

3AJJAHUA

1. U3yuuts "OOwiee yupexaenue Munuctepcts” 1811 r. u yssCHUTh OCHOBHBbIE TpeOOBaHUS K
OpraHu3alMK JeJIONPOU3BOICTBA B LIEHTPAIbHBIX YUPEKACHUAX, a TAKKE TOJDKHOCTHBIE 0053aHHOCTH
KaHUEJIPCKUX YNHOBHUKOB.

2. [Ipoananu3upoBaTh 0COOCHHOCTH (OPMUPOBAHUS A€l B yupekaeHusx XIX - Had. XX B.

3. U3yuuts "llonokeHne o TMCbMOBOJICTBE U JEJIONPOU3BOJICTBE B BOEHHOM BeomcTae" 1911
T. U BBISIBUTh OCHOBHBIE HAIIPABJIEHUS pallMOHAIN3ALIUN AEJIOIPOU3BOICTBA.

4. 3yuuTh cxeMy UcIoyHEeHUs JoKkyMeHToB B Kannenspuu I[loneunrens MOCKOBCKOIO
yueOHOTro OKpyra.

5. O3HaKOMHTBCS C JAOKYMCHTaAMU KaHI_ICJ'IﬂpI/II/I ITonmeunTenss MOCKOBCKOTO yqe6H0ro OKpyTa u
BBISIBUTDH 3JICMCHTBI pallUOHAJIN3aluU ITPOLECCa UX UCITOJITHCHU .

KOHTPOJIBHBIE BOITPOCHI
1. CpaBHuTe cucTEMY KOJUIEKCKOTO U MUHUCTEPCKOTO (MCIIOJIHUTEIBHOIO)
JIeJIONPOU3BOICTBA, 00BACHUTE HanOoJIee XapaKTEPHbIE OTIHYNS.

2. Kak pa3BuBanachk CTpykTypa AeI0NpPON3BOACTBEHHOM CITy>KObl MUHUCTEPCTBA B IIEPBOM
noioBuHe XIX B., 4eEM OHA OTJIMYAIACH OT KOJJIEKCKOM?

3. HazoBute ocHOBHBIE TpeOOBaHUS K OpraHU3allK JOKYMEHTOO00pOTa B MUHUCTEPCTBAX
XIX B. Ha kakue 0CHOBHBIE JOKYMEHTOIIOTOKH pa3JeNsUINCh JOKYMEHTBI B MUHUCTEPCTBAX?

4. HazoBurte XapPaKTCPHBIC YCPThI CUCTCMBbI PETUCTPALIUHA JOKYMCHTOB B MI/IHI/ICTepCTBaX?

5. B kakoit (I)OpMC OCYHICCTBIJIAJICA KOHTPOJIb 3a UCITOJITHCHUEM JJOKYMCHTOB B CUCTCMC
MHUHUCTEPCKOTO ,[[eJ'IOl'IpOI/BBOI[CTBa?

6. HazoBuTte 0c0OEHHOCTH OpraHu3aluy XpaHEHUs IOKYMEHTOB B JIEIONPOU3BOICTBE
MUHHUCTEPCTB.
7. HazoBuTe HanpaBieHus U criocoObl paliMoOHaIM3aI|H 10N POU3BOJICTBA B

yupexaenusax XIX - nHau. XX B.
NCTOYHUKU U JINTEPATYPA


http://znanium.com/
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brikoBa T.A. JlokyMeHTaIlMOHHOE OOecreYeHUe YyMIpaBiIeHUS (ISIOMPOU3BOIACTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocodbue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepa®. u mon. — Mocksa:
Hudpa-M, 2018. -304 c. — Pexxum gocryma: http://znanium.com

PA3JIEJI 2. OP'AHM3ALMA COBPEMEHHOTI'O JEJOIIPOU3BOJCTBA

Tema 2.1. Opranuzanus cJIy:k0bl ge10onpousBoacTsa (6 qacos)
3AJAHUA

1. Uzyuuts TpeGoBanus AEHCTBYIOMIMX HOPMATHBHBIX AKTOB M HOPMATHMBHO-METOJMYECKUX
JIOKYMEHTOB K OpraHM3alllH, CTPYKTYpe U QYHKIUSAM CITy>KOBI IEJIONPOU3BOICTBA.

2. TIpoaHanu3upoBaTh OPraHU3aLMIO CIYKObI IEJIONPOU3BOICTBA B YCIOBHON OpraHU3alliu U
BBISIBUTH €€ OCOOEHHOCTH.

3. IoAroToBUTH CXEMy OPTraHM3alMOHHON CTPYKTYphI J€NONPOM3BOACTBEHHOM CIykKObl B
YCJIIOBHOM OpPTraHM3alUN.

4. Paspab6orars [Tonoxenue o ciysxk0e 1eI0MPOU3BOICTBA YCIOBHOM OpraHU3alkHy.

5. PazpaboTaTh JOJDKHOCTHBIE HMHCTPYKIMM pabOTHMKAM CIIyXObl JIEJOIPOHU3BOICTBA
YCIIOBHOM OpraHu3aIliu.

KOHTPOJIBHBIE BOITPOCHI
1. IlepeunicnuTe CTPYKTYypHbIE YaCTU CIIY>KOBI 1€0MPOU3BOICTBA B OPraHU3ALMIX PA3IMUHbIX
YPOBHEH YIIPABIICHHUS.

2. Tlepeunciure MEHCTBYIOIIME JOKYMEHTBI, ONPEICISIONINE 33a7aud M (QDYHKIHUUA CITYKOBI
JIEJIONIPOU3BO/ICTBA.

3. HazoBute TpeboBaHus K CTpyKType U coctaBy uHpopmauuu IlonoxeHus o ciayxoe
JEJIONPOU3BO/ICTBA; TOJKHOCTHON HHCTPYKIIMH.

NCTOYHUKU U JINTEPATYPA
[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrtBepxnaenuu [lpaBun

JIEIONIPOU3BOJICTBA B (heJIepaIbHBIX OpPTaHax HCIOJHUTEIBHON BiacTu»// [DNEeKTpOHHBIN pecypc|. —
M., 2019. — Pexxum nocrtyma: http://www.consultant.ru

Mertonnyeckue peKOMEHJAlMM 10 pa3paboTKe MHCTPYKUMH 10 JIeNIONPOU3BOJCTBY B
(denepanbHBIX OpraHax MCIOJIHUTEIbHON BIACTH, YTBEPKIACHHbIE IpUKa3oM PocapxuBa ot 23 nexadps
2009 Ne 76 /] [Dnexkrponnslii pecypc]. — M., 2019. — Pexxum poctyma: http://www.consultant.ru

[IpumepHass MHCTPYKLUS IO JEIONPOM3BOJCTBY B TOCYAApPCTBEHHBIX OpraHU3alMsX, YTB.
ITpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponnslii pecypc]. — M., 2019. Pexxum nocrymna:
http://www.consultant.ru

I'OCT P UCO 15489-1-2007 Cucrema cTaHmapToB no uHpopManuu, OMOIMOTEYHOMY H
U3JIaTeNbCKOMY Jeny. YTpaBiieHue gokyMmeHtamu. OOmue TpeboBanus. // [DAeKTpOHHBINH pecypc]. —

M., 2019. Pexxum noctyna: http://www.consultant.ru
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I'oCT P 7.0.8-2013 Jlenonpou3BOACTBO W apXUBHOE [€710. TepMUHBI M ONpeaesICHUS -
[DnexTponHsIit pecypc]. — M., 2019. Pexxum mocryma: http://www.consultant.ru

[Tpodeccuonanbublii cTangapT «CHenuanucT no OpraHU3alMOHHOMY U JTIOKYMEHTALMOHHOMY
0o0eCIeUeHNI0 YIpaBIICHUs OpraHu3alueil», yTBepKIEHHBbIM mnpukazom Muntpyaa Poccun ot
06.05.2015 Ne 276n // [DnextponHusiit pecype]. — M., 2019. — Peskxum nocryna: https://base.garant.ru

[Tpodeccnonanbublii cTangapT «CHenuanucT Mo YIpaBIeHUIO TOKyMEHTAUEH OpraHu3aiumy,
YTBEPKJICHHBIN ITPUKAa30M MUHHUCTEPCTBA TpyAa U COLMAIBHOM 3amuThl Poccuiickon ®enepanuu ot
10.05.2017 Ne 4161 // [DnexTponnslii pecypc]. — M., 2019. — Pesxum pocrtyma: https://www.garant.ru
beikoBa T.A. JloKyMEHTaIlMOHHOE OOECIeYCHUE YMIpaBICHUS (ICIOMPOU3BOJCTBO) [DIEKTPOHHBIN
pecypc]; yuebnoe mocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uza. mepepad. u mon. — Mocksa:

Hudpa-M, 2018. -304 c. — Pexxum nocryna: http://znanium.com

Tema 2.2. Opraausamnusi 10KyMeHT0060poTa (6 4yacos)

SATAHUA

1. V3yuuTh cCOBpeMeHHBIC TPEOOBAHMS K OPTaHU3AIMH JOKYMEHTOO00pOTa B OpraHU3aIUsX,
YUPEKIACHUAX U Ha NPENNIPUATUAX.

2. V3yunTh ¥ IpoaHATU3UPOBATh OPTaHU3ALUIO TOKYyMEHTO000pOTa B YCIIOBHOM
OpraHu3alMH.

3. MByuuTh KpaTKy10 XapaKTepUCTHKY JEATEIbHOCTH LIEHTPAIILHOTO armapaTa yCIOBHOM
OpraHM3alK U COCTaBUTH OMEPOTrPaMMbl ABMKCHHSI BXO/SIIEH, HCXOIAIIEH U BHYTPEHHEN
JOKYMEHTAI1H.

4. ITogcuutath 00BeM ,Z[OKyMCHT0060pOTa YCHOBHOﬁ OopraHu3anuru 3a rof.

KOHTPOJIBHBIE BOITPOCHI
1. JlaiiTe onpeneneHue MoHATHS "TOKYyMEHTOO00pOT".

2. Ilepeuncnure oCHOBHbIE TPEOOBAaHUS K OpraHU3allul TOKyMEHTO000pOTa B OpraHU3alUsX.
3. [lepeuncnure npaBuia yuera JOKyMEHTOOOOpOTA.

4. HazoBure TpeOoBaHMS K MPOXOXKICHUIO U UCTIOTHEHHUIO BXOSIINX TOKYMEHTOB.

5. HazoBuTe 3Tarbl NpoXoKAEHUS U UCIIOJHEHUS UCXOASIIUX U BHYTPEHHUX TOKYMEHTOB.

6. IlepeuncnuTe MpaBwia Mepenavn JOKyMEHTOB BHYTPH YUPEKICHHS.

NCTOYHHMKU U JINTEPATYPA
. ITocranosnenue IlpaBurensctBa PO or 15.06.2009 Ne 477 «O6 yrtBepxkaenuu IlpaBun

JIENIONPOU3BOJICTBA B (he/IepaTbHBIX OpraHax MCHOIHUTENBHON BIAaCTHY// [ DNEKTPOHHBIN pecypc].

— M., 2019. — Pexxum noctymna: http://www.consultant.ru

e [TocranoBnenue I[lpaButensctBa PO ot 25.12.2014 Ne 1494 “O0 yTBepKIeHWW TpaBMI OOMEHa
JOKyMEHTAaMH B DJICKTPOHHOM BHJE MPU OpTraHU3alMu WHOOPMAIMOHHOTO B3aMMOJCUCTBUS //
[DnexTponHsIit pecypc]. — M., 2019. — Peskum noctyma: https://base.garant.ru
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Meroauueckie PEKOMEHIAIMK MO pa3pabdoTKe HWHCTPYKIMHA MO JIENONPOU3BOJCTBY B
(benepalbHBIX OpraHax HCIOJHUTEIBHON BIAaCTH, YTBEPXKICHHbIC MpHKazoM Pocapxua oT 23
nexadbps 2009 Ne 76 // [OnekrponHsli pecypc]. — M., 2019. — Pexum pocryma:

http://www.consultant.ru

[TpumMepHass HHCTPYKIUS IO JICJIONPOU3BOJICTBY B TOCYJApCTBECHHBIX OpraHHU3aIlHsiX, YTB.
[Ipukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnsiii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru
I'OCT P HMCO 15489-1-2007 Cuctema craHaaproB 1o wuHpOpManuu, OUOIMOTEYHOMY U
M3JIaTeIbCKOMY Aely. YTpaBieHue qokymentamu. Oomue tpedoBanus. // [DnekTpoHHbBIN pecypc].

— M., 2019. Pexxum nocryma: http://www.consultant.ru

I'oCT P 7.0.8-2013 /[lenonpou3BOJACTBO M apXMBHOE Jen0. TepMHHBI U OIpeAesIeHHUs-

[DnexrponHslii pecype]. — M., 2019. Pexxum noctymna: http://www.consultant.ru

beikoBa T.A. JIokyMeHTAIIMOHHOE OOECIIeYeHUE YIIPABICHHUS (IEONPOU3BOICTBO) [ DIEKTPOHHBIH
pecypc]; yaeoHoe nocodme/ T.A. beikoBa, T.B. Ky3Hnerona. -2-e u3z. nepepad. u gom. — Mocksa:
Nudpa-M, 2018. -304 c. — Pexxum moctyna: http://znanium.com

Tema 2.3. Perucrpanus 1o0kymMeHTOB (6 YacoB)
SATAHUA

1. I/I3y‘lI/ITB Tpe60BaHI/I5I HOPMAaTUBHO-MCTOAUYCCKHUX JOKYMCHTOB K PpCrucrpanuum H

IIOCTPOCHUTIO I/IH(I)OpMaI_II/IOHHO-CHpaBO‘IHOFO alrrapara.

2. 3apeFI/ICTpI/IpOBaTB HECKOJIbKO JOKYMCHTOB, IIPCJIOKCHHBIX IMMPCIIOAaBaATCIICM.

3. O3HAaKOMHUBIINCHh C OMNHCAHHEM TEXHOJIOTHHU peructpanuu JOKYMCHTOB B yCJ'IOBHOﬁ

OopraHusanuu, pa3pa60TaTL h 000CHOBATH NpEaAJIOKCHUA 110 paHHOHaHBHOP’I OopraHnu3anuvunu

perucTpany u HHGOPMaIMOHHO-CIIPAaBOYHOM pabOTHI.

KOHTPOJIBHBIE BOITPOCHI
1. Yro Ttakoe peructpanus 1o0kyMeHToB? Kakue 3agaun pemaroTcs B A€JI0NPOU3BOACTBE C

IIOMOLIBIO ATOU Ollepanuu?

2. Kakue 1oKyMeHTBI OJIeKAT perucTpariu?

3. KakoB 00s13aTeNIbHBII COCTaB pEKBU3UTOB MPU PETUCTpaLiun?
4. B ueM OCHOBHOM NMPUHILIMII pETUCTpanun?

5. KakoBbI OCHOBHBIE TTpaBHJIa HHAEKCAIIUN JOKYMEHTOB?

6. Kakoe NpEUMyIICCTBO UMCCT CIICHUAIUCT IIPU PETUCTPpALIUN JOKYMCHTA B

ABTOMATU3UPOBAHHBIX CUCTCMAX IO CPABHCHHUIO C TPAAULIUOHHBIMU MCTOI[aMI/I?

NCTOYHUKU U JINTEPATYPA


http://www.consultant.ru/
http://www.consultant.ru/
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[ToctanoBnenune IlpaBurensctBa PD ot 15.06.2009 Ne 477 «O06 yrtBepxkaenuu I[IpaBun
JIEIONPOU3BOJICTBA B (heJiepalbHBIX OpraHaxX WCHOJIHUTEIHLHOW BiIacTw»// [DIeKTpOHHBINH pecypc]. —
M., 2019. — Pexxum noctyma: http://www.consultant.ru

[ToctanoBnenue IIpaButensctBa PO ot 25.12.2014 Ne 1494 “O06 yTBepkKIeHHH MPaBHII 0OMEHA
JOKYMEHTaMH B 3JIEKTPOHHOM BHUJE NpH OpraHu3alnud HH()OPMAIMOHHOTO B3aUMOICHCTBUS //
[DnexTponnslit pecypc]. — M., 2019. — Pexxum moctyma:

Meronudyeckue peKOMEHJAUd 10 pa3pabOoTKe WHCTPYKIMA IO JIEJONPOU3BOJICTBY B

(benepanbHBIX OpraHax HCIOJHUTEILHON BIACTH, YTBEpXKIEHHBIE puKa3oM PocapxuBa ot 23 nexabps
2009 Ne 76 // [Dnexkrponuslii pecypc]. — M., 2019. — Pexxum poctyma: http://www.consultant.ru

[IpumMepHass MHCTPYKLHUS IO JIEIONPOM3BOJACTBY B TOCYJapCTBEHHBIX OpraHH3aIlMsAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHsbIi pecypc]. — M., 2019. Pexxum nocryma:
http://www.consultant.ru

I'OCT P UCO 15489-1-2007 Cucrema cTtaHmaptoB no uHdopManuu, OUOIMOTEYHOMY H
U3JIATEeIILCKOMY JieNy. YTpaBieHue AokyMeHTamu. O0mue TpeboBanus. // [DneKTpoHHBIN pecypc]. —
M., 2019. Pexxum nocryma: http://www.consultant.ru

I'OCT P 7.0.8-2013 Jlenonpous3BOACTBO U apXUBHOE Jeyi0. TepMHUHBI U OIpeAeIeHUs -
[Dnexrponnslii pecype]. — M., 2019. Pexxum moctyma: http://www.consultant.ru

beikoBa T.A. JIoKyMEHTallMOHHOE OOCCIIEYCHUE  yMpaBJeHUs  (JIEIONPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueonoe mocodme/ T.A. beikopa, T.B. Ky3nernona. -2-¢ uza. nepepad. u gor.

— Mocksa: Uudpa-M, 2018. -304 c. — Pexxum goctyma: http://znanium.com

Tema 2.4. OpraHu3anus TeKyIero XxpaHeHus J0KyMeHTOB (6 4yacoB)

2.4.1. HomenkiaTypa jaen (4 yaca.)

3AJAHUA

1. I/ISyLII/ITB Tpe6OBaHI/I$I HOPMATUBHBIX aKTOB 1 HOPMATUBHO-METOJJUYCCKUX JOKYMCHTOB K
COCTABJICHUIO ¥ O(OPMIICHHIO HOMEHKJIATYPBI €.

2. HSy‘II/ITI) BO3MOXXHOCTH HUCITIOJIB30BaHHUA IEPCUHA CO CPOKAMHU XPAHCHUS JOKYMCHTOB B
ACJIOMPOU3BOJACTBE OpraHru3alu.

3. TIpoananu3upoBaTh KOHKPETHYIO HOMEHKIIATYPY /1€ YCIOBHOM OpraHu3alyu 1 BbIIBUTD
OLIMOKHM B €€ COCTAaBJICHUU U OPOPMIICHHH.

4. CocTaBUTh HOMEHKJIATYPY JI€] YCIOBHOM OpraHu3alyy.

KOHTPOJIBHBIE BOITPOCHI
1. JaiiTe onpeneneHne HOMEHKIATYPHI eIl

2. OxapakTepu3yiiTe IPUMEHEHNUE PA3IMUHBIX BUAOB HOMEHKIATYPHI €.
3. Ilepeunciute TpeGoBaHUA K (OPMYIHPOBKE 3ar0JOBKOB JIE]I B HOMEHKJIATYPE.
4. Ilepeuncanre TpeOOBaHUS K CUCTEMATU3ALlMH 3ar0JIOBKOB JIE]l B HOMEHKJIATYpeE.

5. Kak obpasyercs uHieKC 1e71a B HOMEHKIIaType?
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6. Kak ucronb3yeTcs mepedeHb JOKYMEHTOB C yKa3aHHEM CPOKOB XPaHEHHUS B
JIeONPOU3BOICTBE?

7. KakoBbl 3Taribl pa3pad0TKU HOMEHKIATYPHI €717

8. KakoB cpok JeifcTBS HOMEHKIATYPhI 16717

NCTOYHUKU U JINTEPATYPA
1. ®enepanbubiii 3akoH or 22.10.2004 Ne 125-®3 «O6 apxuBHOM jxene B Poccuiickoit

Oenepauun» //  [DnekTpoHHbIi  pecypc]. — M., 2019, — Pexum pgocryna:
https://base.garant.ru/12137300/.

2. Tlocranosnenne IlpaButensctBa PD ot 15.06.2009 Ne 477 «O6 ytBepxknenun I[lpaBun
JICIIONPOU3BOJICTBA B (pelepalIbHBIX OpraHax WCIOTHUTEIBHOW BIACTH»// [DIEKTPOHHBIM

pecypc]. — M., 2019. — Pexxum poctymna: http://www.consultant.ru

3. Meroanueckue pPEKOMEHIAMU 10 pa3paboTKe WMHCTPYKIUN 10 JISIOMPOM3BOACTBY B
(benepanbHBIX OpraHax WCHOJHHUTEIBHON BIIACTH, YTBEPXKACHHBIC Tpuka3zoM PocapxuBa ot 23
nekadbps 2009 Ne 76 // [DnekrtponHsli pecypc]. — M., 2019. — Pexum pocryma:

http://www.consultant.ru

4. [IpuMepHass MHCTPYKLUSA MO ACIONPOU3BOACTBY B I'OCYJApPCTBEHHBIX OpraHU3alUsiX,
yTB. Ilpukazom PocapxmBa ot 11.04.2018 Ne 44) // [Dnekrponnsiii pecypc]. — M., 2019.
Pexxum moctyna: http://www.consultant.ru

5. Tlpuka3z MunkynsTypsl Poccuu ot 31.03.2015 Ne 526 «O06 yTBep:kKIeHUU TIPAaBUI OpraHU3AIUN
XpaHEHUs, KOMIUIEKTOBaHMS, ydeTa M HCIIOJIb30BaHUS JOKYMEHTOB ApXMBHOro (oH/a
Poccuiickoit ®denepanum M Ipyrux AapXUBHBIX JIOKYMEHTOB B OpraHax TIOCYJapCTBEHHOU
BJIACTH, OpraHaX MECTHOTO CaMOYIIPaBJIEHUS W OpraHu3anusx» // [DNeKTpoHHBIN pecypc]. —
M., 2019. — Pexxum poctyma: https://www.garant.ru

6. TOCT P UCO 15489-1-2007 Cucrtema cTaHzapToB IO HHPOpMALUU, OUOIMOTEYHOMY H
U3JaTeIbCKOMY Jeny. YmpasieHue JokyMmeHTamu. OOmue TpeGoBaHus. // [DIEKTpOHHBIHI

pecypc]. — M., 2019. Pexxum moctyma: http://www.consultant.ru

7. TOCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXMBHOE Jeno. TepMHUHBI M OIpeneNeHus-

[DnexrponHsIii pecype]. — M., 2019. Pexxum noctyma: http://www.consultant.ru

8. IlepedeHb THTOBBIX YINPABIECHUYECKUX APXUBHBIX JIOKYMEHTOB, OOPa3yIOIIMXCS B TIpOIIECCe
JeSITEIPHOCTH  TOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpaBJICHUS U
OpraHu3alfii, ¢ yKa3aHHEM CPOKOB XPaHCHHUs, YTBEPXKJCHHBIM TpPUKa30M MUHHUCTEPCTBA
KyabTypsl P® ot 25.08.2010 Ne 558 (B meiicTB. pen.) / [DnexTpouHsIii pecypc]. — M., 2019. —
Pexxum noctyna: https://base.garant.ru

9. BeikoBa T.A. JIoKkyMEeHTalMOHHOE OOCCIICUeHUE  yIpaBiIeHUS  (JETOMPOM3BOICTBO)
[DnexTpoHHbIH pecypc]; yuebHoe nocodue/ T.A. beikosa, T.B. Ky3Hnenosa. -2-e u3a. nepepad.
u jomn. — Mocksa: Mudpa-M, 2018. -304 c. — Pexxum goctyna: http://znanium.com
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2.4.2. TloaroToBKa JOKYMEHTOB K MOCJeIyIOLIeMY XPaHEHHI0 H MCHOJIb30BaHUIO (2
yaca)

3AJTAHUS

1. M3yunts TpeGoBaHHMs HOPMATHBHBIX AKTOB M HOPMATHBHO-METOIMYECKHUX JOKYMEHTOB K
(hOpMHUPOBAHHIO JIEJI, POBEICHUIO IKCIEPTU3Bl IEHHOCTH JOKYMEHTOB M HMX IMOATOTOBKE K ClIaye B
apXuB OpPraHU3aLUY.

2. CocTaBUTh NTPUKA3 O CO3IAHMHU KcHepTHOM komuccun (DK) B ycI0BHOM opraHusarum.

3. Ilpoananu3upoBaTh NPaBUILHOCTH TPYIIHPOBKH JOKYMEHTOB B JI€Na.
4. Odopmuts nena 1Jid cauv B apXUB OpraHU3aIIH.

5. CocTaBUTh ONUCH HA JIeJIa TOCTOSSTHHOTO U BPEMEHHOI'O XpaHEHUs, MoJyIexkallre caadue B
apXuB.

6. CocTaBHUTH aKT 00 YHUYTOKCHHUU JOKYMCHTOB, YTPATUBIINX HAYYHO-IIPAKTUYCCKOC
3HA4YCHUC.

7. CoctaBuTh TPOTOKON 3acenanus dKkcrepTHol komuccnn (DK) 06 yHHUYTOXKEHMH Hel U
MU3MEHEHUU CPOKOB XpaHEHUS.

KOHTPOJIBHBIE BOITPOCHI
1.Ilepeuncnure cocraB KOMILIEKCa pabOT, IPOBOAUMBIX CIYKOOMH AETONPOU3BOACTBA IIPU
caa4dye B apXuB JOKYMCHTOB OpTraHHU3allvuu.

2.Kakue ¢pynkiun Boinonuser K opranuzanuun?

3.Ilepeuncnure TpeboBaHUs K 0POPMIICHHUIO JIEN MPH MOATOTOBKE UX K CIa4€ B apXUB.
4.Ilepeuncnute TpeboBaHUs K 0OOPMIICHHUIO TOKYMEHTOB JeNa.

5.KakoBbI ipaBuiia COCTaBIEHUS OMUCEN JEJ MOCTOSTHHOTO U BPEMEHHOTO XpaHEHHUS?

NCTOYHUKU U JIMTEPATYPA
1. denepanbusriii 3akoH OT 22.10.2004 Ne 125-03 «O06 apxuBHOoM fene B Poccuiickoit deneparumny //
[DnexTponHsIit pecypc]. — M., 2019. — Pesxum noctyma: https://base.garant.ru

2. Tlocranoenenme IIpaBurensctBa P® ot 15.06.2009 Ne 477 «O06 yrBepxnaenun Ilpasun
JIeTIOTIPOU3BOICTBA B (heZiepalIbHBIX OpraHax MCHOJIHUTENbHOM BiaacTuy// [DneKTpoHHBIN pecypc].

— M., 2019. — Pexxum nocrtyna: http://www.consultant.ru

3. Meroanueckue peKOMEHIANWKW 10 pPa3pabOTKe MHCTPYKIUH 10  JENONPOU3BOJACTBY B
(benepanbHBIX OpraHax HCIIOJHUTEIBHON BIIACTH, YTBEPXKICHHBIC NpuKa3zoM PocapxuBa or 23
nexabps 2009 Ne 76 // [OnexktpoHHsli pecypc]. — M., 2019. — Pexum pocryma:

http://www.consultant.ru
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[TpumepHass MHCTPYKLUS TO JIEIOMPOU3BOACTBY B TOCYAApPCTBEHHBIX OpPTaHU3aLMUsIX, yTB.
[Mpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnextponHslii pecypc]. — M., 2019. Pexum
noctyna: http://www.consultant.ru

[Tpuka3z MunkynasTypbl Poccun ot 31.03.2015 Ne 526 «OO0 yTBepKIeHUU TPaBUJI OpPTaHHU3AIlUN
XpaHeHUusl, KOMIUIEKTOBaHHUS, YyueTa U UCIOJIb30BAaHUS JOKYMEHTOB ApxuBHOro QoHaa
Poccuiickoit denepanuu U Apyrux apXuBHBIX JTIOKYMEHTOB B OpraHax roCyJapCTBEHHOW BIIacTH,
OpraHax MECTHOTO CaMOYIIPaBJICHHUS M OpraHu3anuix» // [DnexTpoHHslid pecype]. — M., 2019. —
Pexum noctyna: https://www.garant.ru

I'OCT P HCO 15489-1-2007 Cuctema craHaaproB Mo wHHpOpManuu, OUOIUOTEYHOMY U
M3aTelIbCKOMY Jiey. YTpaBieHue qokymeHtaMu. O0mue tpedoBanusl. // [IIEKTpOHHBINA pecypc].

— M., 2019. Pesxum mocryma: http://www.consultant.ru

I'OCT P 7.0.8-2013 Jlenompou3BOACTBO M apXHBHOE JA€N0. TepMUHBI U ONpEACTICHHUS-

[Dnexrponnslii pecype]. — M., 2019. Pexxum nocrtymna: http://www.consultant.ru

[lepeueHp THUIIOBBIX YIPABIEHYECKHMX AapXUBHBIX JOKYMEHTOB, OOpa3ymoIIMXCS B IIpoLEecce
JEeSATEIbHOCTH IOCYJAapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPABIICHUs U OPTaHU3aLUN, C
YKa3aHUEM CpPOKOB XPaHEHWs, YTBEpXKACHHBIM IpukazoM MuHucrepcrtsa KyiasTypbl P® ot
25.08.2010 Ne 558 (B nmeiictB. pen.) // [DnextpoHHbI pecype]. — M., 2019. — Pexum moctyna:
https://base.garant.ru

beikoBa T.A. JIoKyMeHTAIIMOHHOE OOECIIEYCHUE YITPABICHUS (IeIOMPOM3BOACTBO) [DIEKTPOHHBIH
pecypc]; yaeoHoe ocodme/ T.A. beikoBa, T.B. Ky3nernona. -2-e u3z. nepepad. u pom. — Mocksa:
Nudpa-M, 2018. -304 c. — Pexxum moctyma: http://znanium.com

9.2 MeToanyeckne peKOMEHIAUMH N0 NOAT0TOBKE MUCbMEHHBIX padoT
[TogroroBka pedepara TMO3BONSET 3aKpPENUTh TEOPETHUYECKHME 3HAHUS IO JAUCIUILUIMHE,

PUOOPECTH HABBIKM CAMOCTOSITEIBLHOIO YIITyOJIEHHOTOo M3yuYeHHs OJHOTO M3 pas3zeinoB Kypca. Ilpu

IIOATOTOBKEC pe(bepaTa CTYACHTBI IOJYYAarOT HABBIKM W YMCHUC pa6OTaTL C HCTOYHUKaAMHU H

TUTEpaTypoil, aHAIM3UPOBATh (PAKTHl M JAHHBIE CIEIUATBLHON JIUTEPATyphl, U3JIaraTh MPOYUTAHHOE

COBPCMECHHBIM HpO(l)eCCI/IOHaJ'II)HI)IM SI3BIKOM.

Pe(pepaT JOJIDKCH OBITh O(i)OpMJ'IeH B COOTBCTCTBHH C Tpe6OBaHI/IHMI/I, NpeaABABIIACMBIMU K

MOJITOTOBKE U O()OPMIIEHUIO HAYYHBIX padoT.

Pedepar Bxirouaert:

- TUTYJIbHBIH JIUCT;

- OTJIaBJICHUE;

- BBE/ICHHUE;

- OCHOBHYIO 4acTb (TEMaTHUECKUE Pa3/eIbl);
- 3aKJII0YECHHE;

- CIIMCOK HUCITOJIb30BAHHBIX UCTOYHHUKOB U JINTCPATYPHI.


http://www.consultant.ru/
https://www.garant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
https://base.garant.ru/
http://znanium.com/
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O6mwem pedepara — 15 cTpanury Tekcta (mpu Habope yepe3 1,5 uHTEpBaNIa U pazmepe mpudTa
13-14).  Pecdepar mnumercs Ha OAHON CTOpPOHE CTaHIApTHOro sucta Oymarm ¢opmata A4
(210x197Mm).

Crpanunpsl pedepaTa HyMepyroTCs apaOCKuMHM IUppaMd Ha BEpXHEM IIojie JHcTa, 0e3
KaBbIUeK, 1e(UCOB U APYTUX 3HAKOB IpenuHaHMs. TUTYJIbHBIN JIMCT U OIVIaBJICHUE HE HYMEPYIOT, HO
BKJIIOYAIOT B 0011t 00beM pedepara.

Hayuno-cripaBouHbIi anmapar pedepaTa BKIIOYAET CHHCOK HWCTOYHMKOB U JIUTEPATypPhl H
IIOJICTPOYHBIE CHOCKH. [IoCcTpOUHbIE CHOCKU HCHOJIB3YIOTCSA BO BCEX CIy4asX LIUTHUPOBAHUS B TEKCTE
pedepara npaBOBBIX aKTOB, JOKYMEHTOB, IPOU3BEICHUNM aBTOPOB MOHOrpaduii, crarelf, yueOHUKOB,
yueOHBIX TOCOOUH, a TaKkKe MPH LUTHPOBAHUU CTAaHIAPTHBIX ONMpPE/eNCHI TEPMUHOB U OHATHI. Bee
npuBoauMbie B pedepare ¢axThl, HU(PHI, AaThl, KOHKPETHBIC NaHHBIE TAKXKE JOJDKHBI OBITH
MIOJITBEPXKI€HBI OJICTPOYHBIMU CHOCKAMH.

CHOCKM HyMEpYIOT B Ipeienax OAHOM CTpaHuIbl apaOCKUMHU LU(PPaMU, TEKCT CHOCKH

pasMeIaloT M0/ MOCIEeIHEN CTPOKOH TEeKCTa.
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IIpunoxenne 1

AHHOTAIIUSI PABOYEH ITPOTI'PAMMBI JTUCIUIIJIMHBI

JucnumimHa (MOAyJb) peanu3yercs Ha (akylbTeTe apXUBOBEIEHUS U JOKYMEHTOBEIICHUS
Kadenpoii JOKYMEHTOBEACHHUS, Ay TMOBU3yaJIbHBIX U HAYYHO-TEXHUYECKUX apXUBOB.

He.m: AUCHUIINIMHBL — HU3YYWUTb OCHOBBI OpraHM3alliid W TCXHOJOIMHU JOKYMCHTAIIMOHHOI'O
oOecrieyeHnsl YIpaBieHHs, OCHOBHBIC HANpPABJICHUS TOCYAAPCTBEHHOM perilaMeHTaluu palboThl ¢
nokymentamu B Poccuiickoit ®enepanuu, 3amaud ciy>kObl JOKYMEHTAIlMOHHOTO OOecreyeHus
yIIpaBJE€HUs, METOJIbl AHAJIN3a U COBEPILIEHCTBOBAHUS TEXHOJOTUU TUIIOBBIX JIEJIONPOU3BOICTBEHHBIX
onepauui.

3agauu IUCIIUTUINHEL.

- U3YYUTb UCTOPHUIO (POPMHUPOBAHUS HALIMOHAIBHON CUCTEMBI JIEI0NPOU3BO/ICTBA;

- OBJIQJIETh CIELUAIBHON TEPMUHOJIOTHEH;

-U3y4YUTh  COBPEMEHHYIO  3aKOHOJATEJIbHYO, IpaBOBYl0O M  HOpMaTWBHyK  0Oasy,
perIaMEeHTHPYIOUIYI0 paboTy ¢ TOKyMEHTaIHeH;

- C(bOpMI/IpOBaTB Y CTYACHTOB HABBLIKK BBIIIOJHCHUA OCHOBHBLIX OCJIOMPOU3BOACTBCHHBIX
onepauui B yCIOBHUSIX NMPUMEHEHUS TPAJULMOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTUH 00pabOTKH
JOKYMEHTOB;

- C(bOpMI/II)OBaTI) HAaBBbIKH aHaJIn3a CUCTEMbI JOKYMCHTAIITUOHHOT' O obecrneueHust YHOpaBJICHUSA

- OIpCACINTh HAIIPABJIICHUA BO3MOXXHOI'0 COBCPIICHCTBOBAHUA CUCTCMbI JOKYMCHTAIMOHHOI'O
o0ecrieyeHus yrpaBieHUs;

- U3y4YUTh HOPSIOK OpraHU3aluu CIykKObl JOKYMEHTAIMOHHOTO OOeCleYeHusl YIpaBJICHUs B
COBPEMEHHOM OpPraHMU3aLUN.

JuctunnuHa (MOyJib) HarpaBieHa Ha OPMHUPOBAHUE CIEAYIOMINX KOMITCTCHITHI:

OIIK-2 - CriocobeH HaxoIuTh OPraHU3alMOHHO-YIIPABICHYECKHE PEIICHUS IPU PEIICHUN

3a7a4 B cpepe cBoeil npodheccHoHaIbHON eI TeTbHOCTH

B pesynbrare 0cBOCHUS TUCHUITITMHBI (MOTYJIs1) 00YUYaIOIIMHACS TOJIKEH:

3namp:

- OCHOBHBIE METONBI, CHOCOOBI W CpEeACTBAa TOJYYCHHUs, XpAHECHUS U IepepaboTKH
uHpopManuy,

- OCHOBHBIE MH(OPMAIMOHHBIE TEXHOJOTMH, MCIOJIb3yeMble B JOKYMEHTALlMOHHOM

oOecreyeHnu YHOPaBJICHUS U ApXUBHOM J€JI€, MCTOPHIO UX CO3JaHNMs M HAIPABJICHUS PA3BUTHA,
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Ymemo:

- MICTIOJIb30BAaTh MOJYYCHHBIC 3HAHHUS B 001aCTH pabOThl ¢ MHPOPMAIIMOHHBIMU peCypcaMu Ha
MPaKTHKE;

- IPUMEHSATh OCHOBHBIE HH(OPMAIMOHHBIE TEXHOJIOTHH, UCTIONb3YEMbIC B IOKYMEHTAIIMOHHOM
o0eCIIeYeHNH YIIPaBIICHHS U QpXHBHOM JIeJIe Ha MTPAKTHKE;

Bnaoemp:

- HaBBIKaMU TOJTyYEHHsI, XpPaHEHUSI U TIepepaboTKu HH(pOpMauu B HesIX NpoQeccunoHaIbHON
NeSITeIbHOCTH;

- HaBBIKaMH Pa0OTHl B CHCTEMaX JJIEKTPOHHOTO JOKYMEHTOOOOpPOTa, a TaKkKe 3JICKTPOHHO-
udpoBoli 00pabOTKM JOKYMEHTOB B cdepe ITOKYMEHTAI[MOHHOTO OO0CCIICYCHUS YIPABICHUS W
apXHUBHOTO JIeNa;

[To aqucuuIuinHe (MOYJIIO) MPEIyCMOTPEHA TPOMEKYTOUHAS aTTECTAlUs B (OPME IK3AMEHA.

O6ma;1 TPYAOCMKOCTb OCBOCHUS JUCHHUIIIIMHBI COCTABJIACT 4 3a4eTHBIX CAHMHUIIBI.



