[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:
®WO: ApoweHnko Hukonait Hukonaesmy

[lonkHocTb: NpOpeKTOp N0 y4eOH Qg AU SEHOLT Y NP TEenm0e GloXKeTHOE 00pa30BaTEILHOE YUPEKICHHE

[Jlata nopnucanusa: 29.07.2026 16:58:37
YHUKanbHbI MPOrpaMMHbIA KIKOY:

25¢C77¢642a242799b1569189212eC549db4bb% o excomexctii 1

BBICIIIETO 06pa303a}mﬂ

0CYJapCTBEHHBII HHCTHUTYT KYJIbTYPhI

YTBEPKJIEHO:

Ipencenarear YMC
buéanoreuyno-unpopmMannoHHoro gpakyaprera
boponuna H.B..

PABOYASI IPOTPAMMA JUCHUTIIMHBI (MO 151)

OPIAHM3ALIMS U TEXHOJIOT MU JIOY

HanpasieHue NoaAroToBKH:

Ipoduab noaAroToBKM:
KBamndukanus (cTeneHp)
BBINIYCKHUKA:

®opma 00yueHust

46.03.02. JoxkyMeHTOBEICHUE U
apXUBOBEJICHHUE

HcTopudeckoe apXUBOBEICHHUE
bakanasp

OYHAaA

(PI1[] aoanmuposana 0ns auy
C 02PAHUYEHHBIMU BO3MONCHOCAMU
300p06b51 U UHBAIUO0B)



1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Lenu:

- TOATrOTOBHUTH BBINIYCKHHMKA, 3HAIOLIETO OCHOBHBIC HAIIPABICHHUsS TOCYAAPCTBEHHOU
perinaMeHTanuu paboThl ¢ JOKyMeHTamMu B Poccuiickoit @enepanuu, 3aiadu CIy>KObI
JOKYMEHTAIMOHHOIO0 OOecleYeHusl YNpaBICHUsS M BIAJCIOIIEr0 METOAAMM aHaiu3a U
COBEPLIECHCTBOBAHUS TEXHOJIOTMH TUIIOBBIX JEIONPOU3BOICTBEHHBIX ONEpaIUil.

3aoauu:

- H3YYUTh UCTOPUIO (POPMHUPOBAHUS HAIIMOHATBHON CHUCTEMBI JI€JIONPON3BOJICTBA;

- OBJIAJIETh CIEHUATIBHON TEPMUHOIOTHUEH;

- HM3YYUTh COBPEMEHHYIO 3aKOHOJATENIbHYIO, IMPAaBOBYID M HOPMAaTHBHYIO 0a3y,
periIaMeHTHPYIONYI0 paboTy ¢ JOKyMEHTaIUEH;

- chopMupoBaTh y CTYACHTOB HABBIKM BBIOJHEHHUS OCHOBHBIX JIEIONPOM3BOJICTBEHHBIX
orepanuil B yCIOBHAX IPUMEHEHUS TPAJULUOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTUI
00pabOTKH JOKYMEHTOB;

- chopMupoBaTb HAaBBIKM aHAIW3a CHCTEMbl JOKYMEHTALlMOHHOIO  00ecnedeHus
yIpaBJICHUS;

- OIpENEeIHTh HaIpPaBJICHUS BO3MOXKHOTO COBEPUICHCTBOBAHHUS CHUCTEMBI
JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIIpaBICHUS;

- W3YYUThb HOPSIO0K OPraHU3aLUH CIYXKObI JOKYyMEHTAallMOHHOTO 00EeCIIeYeHUs yIIPaBICHUS
B COBPEMEHHOW OPTaHU3ALNY.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO

Hucuuniumua «Opranm3anuss u TexHosnorun JIOY» Bxogut B coctaB bioka 1

«JducturummHael  (MOZIyNK)» W OTHOCHUTCS, (Popmupyemor y4acmHukamu oopazo8amenbHbiX
omunowtenurt  OIIOIl mno wnHampaBinenuto moaroroBku 46.03.02. JIokyMeHTOBEIECHHE U
apxuBoBeeHHe, Tpoduis -McTopudeckoe apXuBOBEICHHE.
HMucnunnuna «Opranuzanus u texnonoruu JJOY» nzydaercs B 5,6 cemectpax, Ha O4HOM dopme
06yquI/1;1. BXOI[HBIC 3HAaHUA, YMCHHUS U KOMIICTCHIIUU, HGO6XO,Z[I/IMBIC AJId U3YUCHUA JAaHHOI'O
Kypca, GOpMHUPYIOTCS B MpOIlecce U3YUeHHsI TaKUX JUCLMILINH, Kak: ApXuBoBeeHe, Beenenue
B mpodeccuio u np. B pesynbraTte OCBOGHUS NUCHUILIMHBI (POPMUPYIOTCS 3HAHUSA, YMEHHS U
HABbIKM, HEOOXOAMMBIE ISl M3y4YEHHUS CIEAYIOIUX AUCHUIUIMH W TPOXOXKACHUS MPaKTHK:
KangpoBoe nenonpous3BOJICTBO M apXHBBl JOKYMEHTOB II0 JHMYHOMY cocTaBy, Pabora c
JOKYMEHTaMH  OTPaHUYEHHOIO TMOJb30BaHMs, [IpoM3BOACTBEHHass MpPaKTHKA: Hay4dHO-
uccienoBarensckas pabora, [Ipaktuka mnpempnurioMHas. B3auMmocBs3b Kypca C ApYrUMHU
muctumuaamMu - OOIT  crocoOcTByeT — mmaHOMEpPHOMY — (DOPMHUPOBAHUIO  HEOOXOIUMBIX
KOMHGTGHHI/Iﬁ n YFHyGHGHHOﬁ MOATOTOBKC CTYACHTOB K PCIICHUIO CIICHUAJIBHBIX NPAKTUYCCKUX
po)eCCHOHAIIBHBIX 3a]1a4.

3. KOMIIETEHIHUHU OBYYAIOILIEI'OCs, ®OPMUPYEMBIE B PE3VYJIbTATE
OCBOEHMUSA JTUCHIUIIJIMHBbI

[Tpouiecc ocBOEHMS AMCUMILIMHBI HampaBieH Ha (opMHpOBaHHE KOMIIETEHIHH (271emenmos
cnedyrowux xkomnemenyuii...) B coorBerctBuu ¢ ®I'OC BO u OIIOII BO no panHomy
HarpaBJjeHUI0 MOATOTOBKM (cneruanbHocTH) 46.03.02. JIOKyMEHTOBEICHHE U apXHUBOBEJICHHE,
npodunb-FMcropuueckoe apXuBOBEICHUE:

Ilepeuens naanupyemulx pe3yibmamos o0yueHus no oucyuniune (Mooyuo).



dopmMupyemblie
KOMIIeTeHIIU

NHaukaTopbl KOMIEeTeHIHH

Ilnanupyembie pe3yJbTaThl
o0yueHusi MO0 AMCUMILINHE,
XapakTepu3youme 3Tanbl
(popmupoBanus
KOMIIeTeHIN

[1IK-5 Brnanenue npaBoBbIMU
OCHOBaMU
JOKYMEHTOBE/ICHUS U
apXUBOBEACHUS U CMEKHBIX
o0acTeil 1 MpUMEHEHUE UX B
npodeccuoHabHOU chepe

IIK-5.1 3naer
3aKOHOAATEIBHYIO U
HOpMaTI/IBHO-MeTO,Z[I/I‘-IGCKYIO
0a3y TOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBieHUs 1
apXUBHOTO Jiejia

3HaTh 3aKOHOAATEIHHYIO U
HOPMAaTHBHO-METOIMYECKYIO 0a3y
JIOKYMEHTALMOHHOTO 00ecIieyeHHUs
yIpaBJICHUS

YmeTn pa3pabaTeIBaTh
palMOHAIIBHYIO CTPYKTYPY
B3aUMOCBSI3eH MEXIy
NIOJIpa3/IeICHUSMHU OpTraHU3aLUH.
Baapers npaBuIaMH OpraHU3alHu
OIepaTHBHOTO XPAHEHUS
JOKYMEHTOB U IOJTOTOBKH
JOKYMEHTOB K IIepe/iaue B apXHB.

IIK-5.3
CrniocobeH npuMeHsTh
3aKOHO/IATEIbHYIO U
HOPMAaTUBHO-MCTOAUYCCKYIO
0a3y cMeXHBIX o0JlacTei B
npodeccuoHanbHOU cdepe

3HaTh: 6a30BbIe TpeOOBaHNS,
MPEIBSBISCMBIC K OTPACIICBBIM
HHPOPMAMOHHBIM CHCTEMAaM;
KJIacCU(UKALNI0 HH)OPMAITHOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHA,
npuMmensieMbix B JIOY u apxuBHOM
JieJie Ha COBPEMEHHOM JTarre,
HaTIpaBJICHUS, [N U 3a]1a91 UX
MIPUMCHCHUS;

YMmersn:

OpHEHTHPOBATHCS B COBPEMEHHBIX
OTEYECTBEHHBIX
aBTOMAaTH3UPOBAHHBIX CHCTEMAax
JIOKYMEHTaLMOHHOT'O 00ecIieyeHHUs
YIOpaBJICHUS; ONIPEEIATh
BO3MO>KHOCTH PEIICHHS THIIOBBIX
3a7a4 AEJIONPOU3BOJICTBA B CPEC
koprnopatuBHOi MC, TexHOJIOTHH
KOMMYHHUKAITHH, TIOAIEP>KUBACMBIX
B KOPITIOPATHBHBIX
MH(POPMAIMOHHBIX CUCTEMAX;
OCYIIECTBIISITH BEIOOD
CICIHATBHBIX TPOTrPAMMHBIX
CPEICTB JOKYMEHTAHOHHOIO
oOecricucHHs yIpaBIICHS,
Baaners:

HaBBIKAMH OPTaHU3AIMH PaOOTHI
0JIb30BaTee HHQOPMAITHOHHON
CHCTEMOIA; OIIEHKH Pe3yJIbTaTOB
BHEAPEHHUS HHPOPMAIMOHHBIX
texHoJyoru#t B JIOY opranuzarumu.

I1K-5.4 Bnageet HaBRIKaMU
pa3paboTKU U BHEPEHUS
JIOKaJIBbHBIX HOPMATHBHBIX
aKTOB B cepe
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHus 1
apXMBHOTO JIeNa

3HaTh: npaBmiIa CO3AaHUS U
0(OPMIICHHS JTOKATbHBIX
HOPMATHUBHBIX TOKYMEHTOB;
YMmerb: pa3pabaTeiBaTh U BHEAPATH
MTOJIOKEHHS O CTPYKTYPHBIX
TIOIpa3IeIIeHUSX;

pa3pabaTeIBaTh M BHEAPSATH
HWHCTPYKIIMHU TI0 TEXHOJIOTHU
paboTHI ¢ JOKYMECHTAMH;




0o(hOopMIICHHS

B.]IalIeTb: npaBujiaMu CO3JaHUA U

HOPMAaTHUBHBIX JOKYMCHTOB.

JIOKAJIBHBIX

4. CTPYKTYPA U COAEP)KAHUE JUCHUIIJIUHBI (mooyns)
(cooepoicanue cmpykmypupyemcs no memam (pazoeiam) ¢ yKazaHuem Omeeo0eHH020 HA HUX

KOIUYeCmaea akademMuieckux 4acos u 8U008 yueOHbIX 3aHAMULL)

4.1 Oovem oucyunaunst (M0ooyns)
O0beM (0bmast TpPyA0EMKOCTh) AUCIUIITNHBI «Opranuzanus u texronoruu JJOY» cocraBuser 6
3e, 216 akanm. yacoB, W3 HUX KOHTakTHBIX 82 akam.4., CPC 107 akam.4., popMbl KOHTpOJIA
IK3aMeEH.

4.2. Cmpykmypa oucyuniunul 011 04HOU Popmbl 00yUeHUA.

Dopmbl
TEKYILEro
Bunber yueOHo#t  paboTHI, K OH};II;IO 15t
BKIIOYAA  CAMOCTOATENBHYIO | vonopaoniocry
paboty CTYHEHTOB | o, Hedensim
U TPYIOEMKOCTh (B Hacax)/ ¢ cemecmpa)
yKa3aHHEeM SaHATHI, | g0 pMa
OPOBOMMBIX B OMEIKVTOUHOI
Ne  |Tema/Pasnen UHTEPAKTUBHBIX (opmax ZETeBgng;HqH (;I o
/I |AUCUMILIUHBIL
cemecmpam)
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1 Tema 1. Bseoenue 6 Oucyunauny | 5 2 12 2 10 Onpoc/
«Opeanusayus u mexnono2uu JOY» ooxnad/
npeseHnmayus
2 Pasoen 1. 5 4 | 4 1 10 | Onpoc/
Tema 2  Bosuuxunogenmue u  pazgumue doxnad/
denonpousgoocmaa 6 yupescoenusx Poccuu
XVI - XVII ss. fpesenmanii
3 Tema 3: [lenonpouzeoocmso 8 yupesxcoeHusix | 5 4 | 4 1 10 | Texywuii
Poccuu XVIII 6. KOHMPOb
4 Tema 4: [Henonpouz600cmeo 6 yupercoeHusx 5 4 | 4 1 10 | Onpoc/
Poccuu XIX - nauane XX 6. ooxnao/
npesenmayus
5 Tema 5: Cmanosnenue u  paseumue | 5 4 | 64 1 10 | Ilpakmuuecka
0enonpou3eo0cmea 6 coBemcKux s paboma 1
20CY0apCmMBEHHbIX YUPEHCOCHUSIX. Hpaxmuuecka
1 paboma 2
Hmoezo 5 1 |18 6 50
6
6 Paszoen 2 Tema 6: Opeanusayus | 6 2 1 8 Ipaxmuuecka
OOKYMEHMAYUOHHO20 0becheyenus ynpaeieHus. A paboma 3
7 Tema 7: Opranmsamms cayx0s1 JIOY. 6 2 1 4 Konmponvnas
paboma 1




8 Tema 8: Opeanuzayust 0oKymenmoobopoma 6 2 |4 1 8 Onpoc/
0oknad/
npesenmauyusl
Konmponvnas
paboma 2

9 Tema 9: 6 2 |4 1 8 Onpoc/

Pecucmpayus doxymenmos u opeanuzayust ooxnao/
CNPABOYHO- UHPOPMAYUOHHOLO OOCTYHCUBAHUS npesenmayus
Konmponvnas
paboma 3
10 | Tema 10: 6 2 12 1 8 Keiticor
Koumpons ucnonnenust doxymenmos mexyujezo
KOHmMpOoJiA
Konmponvnas
paboma 4
11 | Temall: 6 2 1 8 Koumponvnas
Opeanuszayus 0e1onpousso0cmea no paboma 5
npeoNodCeHUAM
3AABIEHUAM U HCANOOAM SPAHCOAH
12 | Tema 12: 6 2 |4 1 8 Onpoc/
Xpanenue 00KyMeHmMos 6 0e10npou3800cmee 00K1a0/
opeanuzayuu npesenmayusi

13 | Tema 13 6 2 2 9 Tecmuposanu

Hanpasnenus e
coseputeicmeogarnus JJOY
Ilpomesicymounas ammecmayus 6 2 Tecmuposanu
(Oxzamen) 7 e

Hmoeosas

KOHmMpOJIbHAaA

paboma
HUmoeo 6 1 |18 8 57

6
UTOTO: 6 32| 36 2 114 |10
7 7

4.3. Cooepircanue pazoenoe oucyuniaunsl (Mooyis)
(Oaemcs 6 mabaUuHOU UL MEKCMOBoU hopme)

Ne

HauMenoBanue pa3nena
(moapasnaesia, TeMbl) 1M CHUTIIHHBI

Conep:xxanue




Tema 1. BBeneHuwe B AUCHUILUIMHY
«OpraHmauml nu TCXHOJIOI'MN

JOVY»

IIpenmer, coxmepkaHue M 3a4a4d  JUCLMIIIMHEL
TepMuHONOTUSI  OCHOBHBIX TIOHATHH B 00JacTH
JIENIOTIPON3BOCTBA, ee dBomolua. OneHKka TEPMIHOB B
OTEYECTBEHHOM JIUTEpaTypE.

B3anMocBsa3p  opraHmzamum @ " TEXHOJIOTHU
TOCYIapCTBEHHOTO JICIOTNIPOM3BOACTBA C  Pa3BUTHEM
TOCYyapCTBEHHOTO ammapara, ero (QyHKOmIMH u
cTpykTypoi. [leproanzanusi OCHOBHBIX 3TAlOB Pa3BUTHS
JIeNIOTIPOU3BOACTBA.

OcobOeHHOCTM W 3aKOHOMEpPHOCTH  pabOTBl ¢
JOKYMEHTaMHU B yupexaeHusix Poccum B pas3muuHble
UCTOpUYECKHE TEPUOABI, HX MPEEeMCTBEHHOCTh B
YCIOBUAX JESITEIBHOCTU COBETCKOIO U POCCUICKOro
rocyJapCTBEHHOI'O anmapara.

MecTo Kypca cpeau Ipyrux W3ydaeMbIX JUCIUTUINH.

00630p HMCTOYHUKOB u JTUTEPATYPHI 1o
Jieonpou3BoaCcTBYy B Poccun mo 1917 .
Jlureparypa o Hay4YHOU OpraHu3aluu

ynpaBieHdeckoro Tpyna B 1920 - 1930-x rr., ee 3HaueHUE
IUIsL N3y4eHHs Kypca.

PaboThl 110 1€I0NTPOM3BOACTBY 1960-x - 1980-x rr.,
(dopmupoBanue HOBBIX
palMOHAIM3aTOPCKUX HAEH M HMX OTpPaXKeHUE B
UCTOYHMKAX M JIUTEpaType, HEPHOIMYECKON meyaru.
CoBpeMeHHasi  cneuuainbHass  JIUTEpaTypa,

YIeOHUKH u ydeOHbIe  TI0COOHUS.
V3meHeHre TeMaTUKU Hay4YHO-IPAKTHYECKUX paboT B
1900-e - 2010-e rr. B CBSI3U CO3JIaHIEM
ABTOMATH3MPOBAaHHBIX  CHUCTEM  JIEJIONPOU3BOJICTBA,
COBPEMEHHBIX CpencTB
KOMMYHUKAIINH,

OpPraHU3AI[MOHHOW ¥  BBIYUCIUTEIBHOH  TCXHUKH.
Jluteparypa o TEOpUH U MPAKTHKE

yIpaBJIeHUs JOKyMeHTalueH 3a pyoexxom. OreHka
BO3MOXKHOCTH 3aUMCTBOBaHMsI 3apyO€XHOTO OIbITa
paboThl ¢ TOKYMEHTaMHu

Pazpmen 1. McTopus nenonponu3BoaCcTBa

Tema 2: Bo3HHMKHOBEHHE U Ppa3BUTHE
JIeIOMPOU3BOICTBA B
yupexnenusix Poccuu XVI - XVII BB.

Bo3HuKHOBEHHE U pa3BUTHE AEIONPONU3BOICTBA B
yupexxaeHusix ~ Poccunm  XVI - XVII BB.
Pernamenrannsi 3aKOHOJATENBbHBIMH aKTaMH
XVI - XVII BB. OTHENbHBIX CTOPOH CO3JaHUS U
oopmiieHnsT TOKYMEHTOB, 00S3aHHOCTEH «CITYKHIBIX»
mozeil. OpraHusanust JIEJIONPOM3BOACTBA B
LEHTPAIbHBIX YUPEXKICHUAK Pycckoro
[EHTPATN30BaHHOTO  TocymapcTBa  (TpuKazax), H
MECTHBIX YUPEKIACHHUSX (IIPUKa3HBIX
n306ax), ero ocodeHHocTH. OCHOBHBIE 3Tarbl pabOTHI C

JIOKyMEHTaMH, JIENIOTIPOU3BOACTBEHHBIE
oneparmu. CronbroBas opma AeI0NPOU3BOJCTBA.

Tema 3: JlenonpousBoacTBO B XapakTepucTHKa «['enepanbHOrO

yupexaenusx Poccun XVIII B. perjiaMeHTa 1720 I. KaK OCHOBHOI'O

3akoHogarenpHoro akra XVIII B. mo opraHuzanuu
JIEIIOTIPOM3BOACTBA. PerimaMeHTanus OJDKHOCTHBIX
o0s13aHHOCTEH CITy)kanux B 3akoHoAarenbcTBe X VIII
B. Tabenp o pamrax 1722 r. Ponb cekperaps B
KOJUISKCKOM  aenonpou3BoacTtBe.  OcoOCHHOCTH
TEXHOJIOTHH  JIEJIOTIPOM3BOJICTBA. Opraam3zanus
apXMBHOTO  XpaHEHHS  JOKyMeHToB.  «Oomiee
yupexaeHue ryoepHckoe» 1775 r. o mopsake
JICJIOTNIPOU3BOJICTBA W YCTAHOBJICHHC HWCPAPXUH B
JIOKYMEHTHPOBaHUH B3aUMOOTHOIICHHUIA [ICHTPATBHBIX
W MECTHBIX yupexacHud. OTIHYMS TEXHOJOTHH




nenompousBogactBa  XVIIL  B. ot  TexHonoruu
IPEIIECTBYIOLIETO NePUOJa.

Tema 4. JlenonpousBoacTBO B
yupexaenusx Poccuu XIX - nauane XX BB.

«OO0mee yupexneHne MuHHCTEpCTB» 1811
. KaKk OCHOBHOM 3aKOHOJATENbHBIM aKT IO
€IMHOOOpa3HOMY TMOPSAKY [eJNOIPOM3BOACTBA B
yupexaennsx  XIX B,  Co3gaHWe — CHCTEMBI
JIETIOTIPOM3BO/ICTBRA, COOTBETC
yiomeil  eIMHOHAYaIbHOMY  TOPSOKY  NPUHSTHS
pelieHuil B HeHTpaIbHbIX yupexaeHusx Poccun XIX
B. PerimaMenTanus ABMXEHHUS JOKYMECHTOB.

TennmeHumu pocTa ITOKYMEHTOOOOpOTa U
MEpBI 10 €ro COKpaIlleHUIO B 3aKoHOAaTeNnbcTBe XIX

B. Bausuue HOBBIX CpeaACTB
JOKYMCHTUPOBAHUS, CBA3H, KOHHpOBaﬂLHOﬁ TCXHHUKH
Ha CUCTEMY pa60TLI C JAOKYMCHTaMHU.
Pa3pa60TKa pauOHAJIbHBIX

CHCTEM JICTIOTIPOM3BOJICTBA B OTACIHHBIX BEIOMCTBAX
W 3Ha4eHWE OJOTOTO ONbITa IS MOCIECIYIONIETO
Pa3BHUTHUS ACIOTPOU3BOACTBA.

CoBpeMeHHass  OIlEHKa CHUCTEMBI JEJOTPOU3BOJICTBA

JnopeBoJIIOIIMOHHOM Poccum ©  ero  BiusHHME Ha

JANbHEHIIee Pa3BUTHE CIIOCOOOB M METOMOB pabOTHI €

JIOKyMEHTaMHU.

Tema 5: CranoBneHue U  pasBUTHE
JIeJIONPOU3BOICTBA B COBETCKUX
rOCyJapCTBEHHBIX YUPEKICHUAX.

Ioucku panuoHadbHBEIX (HOPM OpraHU3AINH
nenonpousBoacTsa B 1919 -1920-e roasi.
Hayunast opraHu3anusi yHmpaBICHYECKOTO Tpylda Kak
(hopMa OOIIECCTBEHHOTO JBMKCHUS 33 PAIMOHATN3AIUIO
rocanrmapara.
Co3znanue HAYYHO-HCCIICIOBATEIILCKUX
WHCTUTYTOB, BEIOMCTBCHHBIX W BHEBEIOMCTBEHHBIX
OpPTraHOB  paIMOHAIM3AIINY, 1754
HCCIIeIOBAaTeNbCKast MACATENbHOCTE W TPaKTHISCKUE
pa3paboOTKM MO BHEAPEHUIO HAYYHOH OpraHH3aluu
ynpasneHueckoro tTpyaa (HOVYT).

Omneir  pabotel OTaena aaMUHUCTPATHBHOM
texuuku (ATO) HK PKM CCCP, akuuonepHOro

o01ecTBa «OpreTpoit», Wncruryra TEXHUKU
yIpaBIE€HUs o palMoHanu3anuu
JICNIONIPOU3BOACTBA B LEHTPAlIbHBIX U MECTHBIX
YUPEKACHUSAX.

XapakrepucTuka H  3HaueHue «OOmIMX  TpaBHI
JOKyMEHTallul M JOKYMEHTOOOOPOTa» KakK IOIBITKH
0000MmeHus METOJIOB parMoHaIu3aIuu
JETIONPON3BOJICTBA M BHEIPEHHUS B TPAKTUKY PabOOTHI
€AMHBIX  TNpPaBWI  OPraHU3alUd W  TEXHOJIOTHH
JETIONPOU3BO/ICTBA.
HesrenbHocts ['naBHOTO apxuBHOro ynpasienus (IAY)
CCCP no MeTou4ecKoMy pyKOBOACTBY
JIeTIONpon3BOICTBOM. Meronuueckue paspaborku ['AY
CCCP 1960-x rr. mo oOpraHu3anud M TEXHOJIOTUU
nenonpoussoactsa. Co3nanue u BHeapeHne OCHOBHBIX
nonoxeHuit EqunHoi rocynapcTBeHHOM CUCTEMBI
nenonpousBonactBa (ET'CI), ee 3HadeHme ISt
OpTaHM3aly JEJONPOU3BOACTBA B YUPEKACHHUAX H
OpTaHM3aIMAX.
AKTHBHM3aIMsI  COBEPIICHCTBOBAHMUS
nenonponsBoacTBa B 1970-e — 1980-¢ rr. PasButHe
TEOPETHYECKUX U MPHUKIIAIHBIX HCCIEI0BAHUN B 00/1aCTH
COBEpPILIEHCTBOBAHUS JOKYMEHTaIMOHHOTO
obecrnieuenust ynpasieHus. @opmMupoBaHne KOHLEILUH
JIOY. Lenn, HazHaueHue, coctaB OCHOBHBIX MOJIOKEHUN
I'CAOY, xapakTepucTHKa OCHOBHBIX TMOJIO)KEHUH U
TEMaTHYECKHUX Pa3JIeIIOB.




Paznen 2: Opranusanus U TEXHOJIOTHS JOKYMEHTAMOHHOTO 00eCIIeueH sl yIIpaBIeHHs B
Poccuiickoit enepanuu

Tema 6: Opranuzanus JOKyMEHTA[IOHHOTO
obecriedeH s yIpaBiIeHHs

JIoKyMEHTAIMOHHOE 00CCIICUCHHE YIPaBICHUS
- OCHOBA TEXHOJIOTUH YIPABJICHUS
Ionstue «ITOKYMCHTAIIMOHHOE
obecnieuenne ynpasineHus» (JAOVY). CoorHouenue
MOHATHH «IEITOTIPOU3BOICTBOY,
«IOKYMEHTAIMOHHOE 00ECTIeUCHNE YIIPABICHUIY,
«yTpaBJCHNE JTIOKYMEHTaMI. VYnpasienue
JIOKYMEHTaMH  KakK  COBOKYITHOCTb  JCHCTBUM C
JOKYMEHTaMH OpTaHU3alliHd C LEeNbI0 [0Ka3aTelIbCTBa
MIPOBEJICHUS YIPaBIIEHISCKUX orepaluii. TpeboBanus K
YIPaBJICHUIO TOKYMCHTAMHU.
VYupaBieHdyeckasi NEATEIbHOCTh M JOKYMCHTAIMOHHOE
obecrieucHHe yIpaBIICHUS. JIOKyMeHTaIMOHHOE
oOecrieycHHE yNpaBJICHUS Kak (DYHKIWS YIpaBICHUS,
€ro MECTO CpeAM JPYruX (QYHKIUA YIOpaBICHUS.
3HavyeHUe JIOKYMEHTOB JUIS peanu3anuu
yIpaBJIEHYECKUX  peuieHuid. BriusHue  Xxapaktepa
YOpaBICHUS, MPUHIUIIOB TPUHIATHAS YIPaBICHYECKIX
pemieHW ~ Ha ~ OpPTaHU3aIMI0 W TEXHOJIOTHIO
JOKYMEHTAIIHOHHOTO O0ECTICYCHHUS YIIPABIICHHUS.
JlokymMeHTarmoHHOE obecrieueHne yrpaBIeHUI KaKk
cucrteMa paboThI ¢ TOKyMeHTaMu. DaKTOPBI, BIUSIOIIUC
HA €r0 OPraHU3alMI0 U TCXHOJOTHIO B YUYPEKICHUSIX,
OpraHW3aIMsIX © HAa TPCANPHUITHAX  PA3TUYHBIX
OpTraHU3aI[MOHHO- MPAaBOBBIX (popM. OpraHU3aluOHHEIC,
MPaBOBBIC, COIIMATBHBIC M TICHXOJOTHYCCKHE ACIICKTHI
JIOKYMECHTAIMOHHOT'O O0CCIICYCHUS YIIPABICHHUS.
BimsiHre aBTOMAaTH3UPOBAHHOW TEXHOJOTHH 00pabOTKH
JOKYMEHTOB Ha JOKYMEHTAI[HOHHOE oOecredueHne
YIpaBICHUS.
B3anMocCBs3p  JOKYMEHTAI[IOHHOTO obecnieueHHs
VOpaBIEHUS C XpaHCHHWEM [OKYMEHTOB B apXHBe
OpTaHU3AINH U B TOCYIapPCTBEHHBIX apXHBaX.

Hanpasnenus roCyIapCTBEHHOTO
peryJIupoBaHus JCIONPOU3BOICTBA
B 1990-¢ — 2000-¢ roapl.
XapaKkTepuCTUKa 3aKOHOJATEIbHBIX W HOPMATHBHBIX
MIPaBOBBIX aKTOB Poccuiickoi ®depnepanuuy,
perIaMeHTHPYIOIUX  paboTy ¢ JOKYMCHTaMH.
HampaBiennss  rocymapCTBEHHOTO — PeryJIHPOBAHIUSL.
3aKoHOJATENLHOE 3aKpeluieHue O0IMUX TpeOOBaHUN K

JOKyMEHTaM " cucTeMaM YIpaBICHHUS.
OTBETCTBEHHOCTh 3a PabOTy C NOKYMEHTaMH U UX
COXPaHHOCTb.
XapakTepucTHKa HOpMaTUBHO- METOIMUYECKUX
JIOKYMEHTOB MEXOTPACIE€BOro JeHCTBHUS.

Tema 7: Opranuzaius ciayx0s1 JJOY. DaxTopsl, orpezeNsonue BbIOOp

OpTraHM3al[IOHHOW ()OPMBI B KOHKPETHOW OpraHu3alyy.
OcHoOBHas 11eJ1b, 337a4d U QYHKIIAU CITYKOBI

JOY. Tunosie CTpyKTypbI ciry>x061 JJOY.
Pernamenranus (byHKIMI TToipa3eneHnit 1o
JOKyMEHTAI[MOHHOMY  0OCITy>)KMBaHUIO. TuIloBEIE U
WHIWBHUIYaTbHbBIE TIOJOXEHUS 0 cinyx0e IOY. Tunosoii
(hopMyIsIp TIOJIOKEHHUsI, COCTaB WHPOPMAILUHU, TOPSIA0K
pa3pabOTKU U YTBEP KICHUSI.

JIOIDKHOCTHOM u YHUCICHHBIN coCTaB
paboTHuKOB cimyk0bl JIOY. ®yHKIUM pPabOTHUKOB
CITyXKOBI J10Y (cexpetapn CTPYKTYPHOTO
HOApa3/eJICHNs, CEKPeTapb PYKOBOIUTENS, MHCIIEKTOD
10 KOHTPOJIIO M T.J.). 3aKpensIeHue OTBETCTBEHHOCTH U




MOJTHOMOYHA paOOTHUKOB ciyx0b1 JJOVY. JlomkHOCTHAS
WHCTPYKIUS KaK OCHOBHOI HOPMATHBHBIA JIOKYMEHT,
OTIPEIeIAONINA  OPraHU3aI[IOHHO-TIPAaBOBOE
MOJIOKeHNE paboTHUKA. DOopMyIsp  JOHKHOCTHOM
WHCTPYKIIUH, COCTaB HH(GOPMAIINH, TOPSIOK pa3padOTKH
1 YTBEPXKICHUSL.

TTonoxenwne o cimyxoe JIOY u TOJDKHOCTHAS HHCTPYKITHS
KaK HOPMaTHUBHAs OCHOBA PACIpEieICHUS TPyAa MEXIY
MOJPAa3/ICIICHISIMHA U UCITOJTHUTEIISIMH.

WHCTpyKIMS 1O  ACTIOMPOU3BOJICTBY - OCHOBHOU
HOPMATHBHBIA AaKT, PErJIaMCHTHUPYIOIIUN TEXHOJOTHIO
JIOKYMEHTAIUOHHOTO oOecrieucHus yIpaBIICHUSL.
TumnoBsle W WHIAWBHIYaJdbHBIC WHCTPYKUIWHU. [lopsimox
paspabotku, cocraB uHpOpMaIIHH, npaBuiIa
yTBepkaeHus W BHeapeHWs.  OTBETCTBEHHOCTH
COTPYIHUKOB OpTraHU3aIMH 332 COOII0ICHIE TPEOOBAHMIA

MHCTPYKIIHH.
HopmupoBanue Tpyna paboTtHukoB ciyx0er 1OV,
THUIIOBBIC HOPMATHBBI BpEMEHHU Ha

JIEJIOTIPON3BOICTBEHHEIE PAOOTEI.

PasmenieHue CTPYKTYpPHBIX MOJPA3JCICHUA CITY>KOBI

JOVY. VYcnoBus Tpyna, opraHu3anus U 000OpyIOBaHHE

paboumx mecr.

Iopsinok xpaHeHus Tmevareld, ONaHKOB W TMpaBUIIa

MOJBb30BAHUS HMMH. OTHKA JCIOBBIX  OTHOIICHHIA,

TICHXOJIOTMYECKU acleKT paboThl ¢ JOKyMEHTaMH.
ITonroroska KaJipoB

JIEIIOTIPON3BOACTBEHHBIX CIIYy)KO. POpPMBI TTOBBIIICHHUS

KBasM(uKaImu crienuanuctoB B odmactu JIOY.

Tema 8§: Opranuzanus J0KyMEHT0000pOTa

O0mupe TNpUHIUNBI HW  METOAWYECKHE  OCHOBBI
OpraHu3aIik JOKYMEHTOO0OPOTa, HMX pealu3alis B

JEHCTBYIOIINX TOCyapCTBEHHBIX HOPMaTHBHBIX
JOKYMEHTax.
CrpykTypa u oOmras XapaKTePUCTHKA

JIOKYMEHTOMOTOKOB. O0BEM JOKYMEHTO000pOTa. YUer
KOJIMYECTBA JOKYMEHTOB. [IpueM, NpOXOXKIECHUE |
HOPSIJIOK  WCIOJHEHUs] MOCTYMAIOUMX JTOKYMEHTOR.
[epBuuHas IKCIEAUIUOHHAS 00paboTKa
JIOKYMEHTOB. [penBapurensHOE paccMoTpeHue
JIOKyMEHTOB. PaccMoTpeHne T0KYMEHTOB PYKOBOJICTBOM
OpraHM3alyy, MPHHATHE PEUICHHs O XapakTepe HX
UCTIOJTHEHHUSL. Hamnpagienue JIOKYMEHTOB Ha
UCIIOJIHEHHE.

JlocTaBka J[JOKYMEHTOB HCIIOJHUTENSAM, TMOPSIOK HX
npueMa W nepejadd. Pabora  HCIOMHUTENS  C
JIOKyMEHTaMH. JTarbl ucroHenus. [lopsgok 06paboTku
OTIPABIIIEMbIX JOKYMeHTOB. IIpaBuia opraHu3anuu
JIBIDKCHUSI BHYTPEHHHMX JOKyMeHTOB. Hampasnenus
COBEPIIEHCTBOBAHUS JIOKYMEHTOOOOpOTa M MYTH €ro
COKpaIIEeHUSL.

TeHaeHIMU POCTa JTOKYMEHTOOOOPOTa B COBPEMEHHBIX
OpraHM3aIHsiX. Bnusinue aBTOMAaTHU3ALNU
00paboTku nHGOPMAIIK Ha KOJUIECTBEHHbIE "
Ka4ueCTBEHHbIC XapaKTEPUCTUKHU JJOKYyMEHTO000pOTA.

Tema 9: Perucrtpamus JTOKyMEHTOB H
OpraHm3anusl CIPaBOYHO-
MHPOPMAITMOHHOTO O0CITY>KUBaHUS

Permcrpammmss  kak ~ cocraBHas ~ 4acTh
texHoyoruu  JIOY.  TIpuHOMIBI ~ perHCTpayu
JIOKYMEHTOB XapaKTepUCTHKa  COBPEMEHHBIX
pETHCTpAMOHHBIX (QopM, cocTaB HHDOpPMAIMH U
MOPSIOK WX  3amloiHeHus. Passutme crnocoOoB
perucTpanyu B TOCYAapCTBCHHOM
JIENIOMPOU3BO/ICTBE.

B3anMocCBs3p perucTpaiyu JI0KYMEHTOB C
opraHusanuen CIPaBOYHO-




MH(OPMALMOHHON paboThl, OpraHM3alMeil KOHTPOIISL
UCIIONIHEHUs M mociienyoomeid  00paboTKoi
JIOKYMEHTOB.

WHnekcupoBaHne AOKYMEHTOB. 3Hau€HHE U
npaBuiIa (hopmMupoBaHUS WHJEKCOB.
WHnekcupoBaHne  [OKYMEHTOB B YCIOBHAX
TpaAUIIMOHHON 00pabOTKH JOKYMEHTOB.

[IprHIMOBI TOCTpOCHKST MH()OPMAINOHHO- MOUCKOBBIX
cucrem (UIIC) pyydoro  Tuma, HX  BHJBL
WudopmanmonHo-cripaBoyHOE o0ciTy)KMBaHHE
anrapaTa ynpaBJCHUS. B  YCJIOBHSAX INPHUMEHEHUS
aBTOMaTU3MpOoBaHHBIX TexHonoru JIOY. Ilouck wu
UCIIOJIb30BaHKUE HH(POPMAaIUN B
aBToMaTu3nposanHbix UIIC.

Tema 10: Kontpoas UCIIOJIHEHUS
JIOKYMEHTOB

®dopmupoBanue TPeOOBaHUI K OpraHU3AINH
KOHTPOJIS UCTIOTHCHUSI JIOKYMCHTOB B
JIeTIONPOU3BOJICTBE.
3HaueHWe  KOHTPOJIS 32  CPOKAMH  HCIIOJHEHHS
JOKyMEHTOB B ammapare ympasieHus. OCHOBHbIE
MPUHIHUIIBI €r0 OpraHU3alnH.
3amaun cimyx0b1 JIOY 1O KOHTPOIIO WCIIOTHCHHUS
JIOKyMEeHTOB. KaTeropuu TOKyMEHTOB, ITOJIJICIKAIIUC

KOHTPOJIIO Cpoku  UCHOJHEHUS  JOKYMEHTOB.
TexHonoruss KOHTPOJIBHBIX omepanuil. PeriaMmeHTs
BHYTpEHHEH opranu3aiuu (peaepansbHbIX OPraHOB

UCIIOJIHUTCIIFHOW ~ BJIACTH KAaK OCHOBa  KOHTPOJS
UCIIOJIHCHUS JJOKYMEHTOB B TOCYJapCTBCHHOM alapare
Poccuiickoit ®epepannu.

O0001IeHne, aHaauM3 M HCIOJb30BaHHE HaHHBIX 00
WCTIOJTHEHUH JIOKYMEHTOB B YCIIOBHSIX TPaTUITHOHHON H
aBTOMATH3UPOBAHHOM TEXHOJIOTUH 00paboTkH
JIOKyMEHTOB

ABTOMAaTH3UPOBAHHBIE CUCTEMbI KOHTPOJS 32 CPOKaMH
WCIIOJIHCHUS TOKYMCHTOB, OIIBIT UX MIPUMCHCHUSI.

Tema 11: Opranu3zaryst JeIompou3BOICTBA
IO TPE/TIOKCHUSIM, 3asIBIICHUSIM H
KanobaM rpaxiaH

OO0I1ECTBEHHO-IIOJIMTHYECKOE W COLMAIBHOE
3HaYCHUE OOpalICHUH TpakJaH. 3aKOHOIATEIbHAs
perimaMeHTanus — paboOTIl  C  MPEUIOKCHUSIMU,
3asBJICHUSMU U KaI00aMH IpaxIaH.

dopmMmupoBaHue HOPMAaTUBHOM 0a3ml,
pErIaMEHTHPYIONICH  OpraHW3aluil  PadOTBl €
oOpamIeHUAMU  TPaXIaH B  TOCYJapCTBCHHOM
ammapare.

OcHoBHBIE 3amaun  ciayxOer  JIOY 1o
opraHu3auu paboThl ¢ OOpaIleHUsSMHU TpaKIaH, ee
ocobenHoctu. Onepanuu 1O TPUEMY, PETHCTPAIH,
KOHTPOJIIO FWCIIOJNHEHHS, NPUHATHIO PEmICHHH IO
oOpamenusM  rpaxnaH. Cpokd  UCIOJHCHUS.
TpeboBaHUs K COACPKAHUIO OTBETHBIX JIOKYMCHTOB.
DopMHUpPOBAHUE U XPAHEHUE JICN C MPEIUIOKCHUSIMHU,
3asBICHUAMH M kajobamu rpaxngaH. OOoOuieHue,
aHAM3 H WCIONB30BAaHHWE JAHHBIX O pabore ¢
00palecHUAMY TPAXKIAH B alllapare YIpaBICHUS.

Opranamanus npremMa rpaxaaH B
TOCYJapCTBEHHBIX yUpexIeHUsX. @opMbI U METOABI
COBEPIIEHCTBOBAHMS  pabOTBl ¢  oOpalieHus MU
TpaXIaH B OpraHax TIOCYJapCTBEHHOH BIACTH U
YIpaBJIeHHUS, B OOMIECTBEHHBIX OPTaHU3AIMIX.

[Ipumenenne aBTOMATH3UPOBAHHBIX
TEXHOJIOTHH MJIsi MOATOTOBKH OTBETOB M OPraHM3aI[lH
UH(OPMAIIMOHHO-CITPABOYHOH CITY)KOBI B YUPESIKICHUAX C
60JIbIIMM 00hEMOM 00palICHUH IpaXkIaH.




Tema 12: XpaHeHue JOKYMEHTOB
JIENIONPOU3BOACTBE OPraHU3aluU

B

OpraHu3anys TeKyIIero XpaHeHUs JOKYMEHTOB
1 oOecrieueHre X COXPaHHOCTH
OcHOBHBIE MTOJIOKEHHS 3aKOHOJATEIHHOM
periaMeHTaluu XpaHeHus NOKyMEHTOB B Poccuiickoi
®enepanuu.  Mertoanueckue
JOKYMEHTHI IT0 OpTaHHU3aNN XPaHCHHS.

Xpanenue JIOKYMEHTOB B
CTPYKTYPHBIX MOPa3ICIICHIUSIX OpTaHU3aIIH
OTBETCTBEHHOCTh 32  COXPAaHHOCTh  JIOKYMCHTOB.
Opranu3anusi CIpaBOYHOM PabOTHI M MOPSAOK BBIAAYU
JIOKYMECHTOB BO BPEMCHHOE IOJIb30BAaHHE MPH XPAHCHUU
B CTPYKTYPHBIX MOJIpa3ICICHUSIX. Xpanenue
JIOKYMCHTOB Ha HETPaIUIIMOHHBIX HOCUTEIISX.
CoXpaHHOCTh JOKYMCHTOB TMPH pPEOPraHU3AlUH U
JUKBUIAIINAHN OpTaHn3aIlnil.
Howmenknarypa nen

Tlonsarue «HOMEHKJIaTypa JIeT. Ha3nauenue
HOMEHKJIATypsl jaen. HomeHkmaTypa Ienm Kak OCHOBa
CHUCTEMAaTH3allMd  JOKYMEHTOB B  IENAX WX
MOCTIEIYIOMIET0 XPaHCHHUS.
TpeboBaHusl K COCTAaBICHHUIO HOMEHKJIATYPHI Aei. Mx
pernaMeHTanus B 3aKOHOJATCNBHBIX  aKTax W
HOPMATHUBHO-METOIMICCKUX JIOKYMEHTaX
MEKOTPACIICBOTO JIEHCTBHS.
Busl HOMEHKIIATYP Je)T, UX OCOOCHHOCTH U Ha3HAYCHUE

Mertoanka COCTaBJICHUSI HOMEHKJIATYPHI
Jell: W3yYeHHe CcoCTaBa JOKYMEHTOB, pa3padoTka
KJIaccu(UKAIIMOHHON CXEMBI; COCTABJICHHE 3ar0JIOBKOB
el ¥ UX CHCTEMAaTH3alus C y4eTOM YCTaHOBJICHHBIX
TpeOoBaHUI.
[opsimok odopMIIeHHS, COTIACOBAaHUS M yTBEPKACHUS
HOMEHKJIATYpHI Aen. CPOKH XpaHCHUS JJOKYMEHTOB
Hcnonp30oBaHue HOMEHKJIATYPHI JIET B ONEPATUBHOM
XpaHCHHUU U apXUBE OpPraHU3aIuu.

Opranuzanus 1 Nopsa0K GOPMUPOBAHUS
Jen
Ionstue «popmMupoBaHUE ACT», OCHOBHBIC TPeOOBAHUS
K  TpoBeAcHHWIO dToW  paborel.  CoBpeMeHHas
HOpPMATHBHO-METOAWYECKass  0a3za,  ompeaessromas
TpeboBaHUs K HOPMHUPOBAHUIO JIEN B IEIIOMPONU3BOJICTRBE.
@opMupoOBaHUE €T B OPTaHM3alMAX Pa3THIHBIX
ypoBHEH ympaiieHus. 3amaun ciayxOonl JIOY u apxuBa
OpraHu3ali M0  OOCCICYCHHIO  KAa4eCTBEHHOTO
dbopmupoBanus nmen. IlpaBuna ¢GopmupoBaHus B Jena
JIOKYMCHTOB Pa3IHYHBIX BUJIOB. [puHIUIE
CUCTEMATH3alUU TOKYMCHTOB BHYTpPH JICII.
OpraHu3anus 3KCIePTU3bI IEHHOCTH JOKYMCHTOB
Ionstue «IKCIIepTU3a LUCHHOCTHU
HokxymentoB». HopmaTuBHO-METOIUYECKHE u
TEOPETHYCCKHE OCHOBBI IIPOBEACHUS  OKCIIEPTH3BL.
TpeboBaHMsT K MPOBEACHUIO AKCIEPTH3Bl IIEHHOCTH
JIOKYMEHTOB.
Opranuzanus  pabOTBl  IEHTPaJbHOW  OKCIEPTHOM
komuccun (II9K) wm osxcneptHoit kommccun (IK)
YUPEIKACHUS (opranuzanun) o IIPOBEJCHUIO
9KCIEPTU3bl LIEHHOCTH JOKyMeHTOB. IloyoxxeHue 00
9KcrepTHON Komuccuu. IlpaBa u (QyHKIMM dKCIIEPTHON
KOMUCCHH, TMOPSIOK e¢ paboThl. JlOKyMEHTHpOBaHUE
JNESITENBHOCTH  JKCIEPTHOM  KOMHCCHH.  DTambl
NPOBEACHUS  AKCICPTU3bI  IICHHOCTH  JIOKYMCHTOB.
Odopmiienne  pe3ysbTaTOB  JKCIEPTH3bI  [IEHHOCTH
JIOKYMEHTOB.




Ilonstne «mepeyeHb JOKYMEHTOB». HasHaueHnue wu
UCIIONIb30BAaHUE IIEpeYyHEel B KadyecTBE OCHOBHBIX
WUCTOYHHUKOB IO YCTAHOBIICHHIO CpPOKOB XpaHEHHUS U
ofecriedeHnsT €OMHCTBA  ONEPATHBHOTO  XPaHEHUS
JOKYMEHTOB B  JICIOTNIPOM3BOICTBE W  apXWBe
OpraHU3aIHH.

Tunosble U BeIOMCTBEHHbIE NepeyHH. Vcrosb3oBaHue
MepevyHel UIs COCTaBJICHUS KIaccH(UKAaTOPOB U
HOMEHKJIATyp JIell.

[oaroroska u odopmireHHe 1€

Yuudukanus TpeOOBaHHUHN K JeNIaM, CIaBAEMbIM B apXUB.
HopmaruBHo-MeToqu4yeckne JIOKYMEHTBI
MEKOTPACIEBOT0 JEHCTBHS 00 0pOpMIICHHUH JIET.
OcHoBHbIe TpeOoBaHus K odopmiennto aen. IlonHoe u
gacTH4HOe  odopmieHne gen. llommmBka e
Hymepammss ~ mmcroB.  3aBepuTenpHas — HaIIIUCh.
Buyrpennsiss ommch.  OdopmiieHne 0OIOXKKH — J1es
MOCTOSTHHOTO ¥ BPEMEHHOTO XPaHCHHUS.

Onwmcu men

[onsrue «ommck nemy». [IpaBuia cOCTaBICHHUS OIIICH JEIT
CTPYKTYpPHOTO  TojpasieieHus. Buasl  omucei.
OdopmiteHre OnKCH JIeN CTPYKTYPHOTO MOJpa3eIeHus.
Iopsinok nepenayn nen B apXyUB OPraHU3AIIH
Ilepenaua nen B apxuB opranusanuu. B3aumonelicTBre
ciryx0b1 IOY u apxuBa npu pOpMUPOBAHUH OCHOBBI JIJISI
TIOCTIETYIOIIETO XpaHCHUSA u WCTIOJIb30BaHUS
JOKYMEHTOB. EQMHCTBO OpraHm3anuy JOKYMEHTOB B
JICIIOTIPON3BOJICTBE M apXUBE.

Tema 13: HammpaBneHwus
coBepureHcTBoBaHus JJOY

VYnpaBneHne JOKyMEHTaMH KaK 9acTh CHCTEMBI
ynpaBieHus KkadecTBoM. CraHmapTu3amus MpoIexyp
yIOpaBIeHUS TOKYMEHTaMH KaK METOJIMYEecKass OCHOBa

JIEATEILHOCTH cityx0 JTIOKYMEHTAIHOHHOTO
obecrieueHus
YIPaBJICHUS B POCCUICKUX OpPraHU3aIUsX.

PasBurne periaMeHTaIuu

JOKyMEHTAIlMOHHOTO o0ecrieueHust yrpasieHus. Poib
TUNOBBIX PErJAMCHTOB OpPraHOB TOCYAapCTBEHHOU
BJIACTH u yIpaBJICHUS B peryJiupoBaHUA
JOKYMEHTAI[HIOHHOTO O0ECIICUCHHsI X JIESATEIbHOCTH.
BuyTpennue perimamMeHThl OpraHU3aLnin.
CoBepIIeHCTBOBaHNE JOKYMEHTaIlHOHHOTO
obecriedeHnsT  yOpaBI€HHS B TOCYJapCTBEHHOM
ammapare, OpraHM3aIUIX Pa3IUIHBIX tdhopm
CcOOCTBEHHOCTH (TOCYIaPCTBEHHBIX u
HEroCyJIapCTBEHHBIX). VYnopsipouenne
OpraHM3aliOHHBIX (OPM W  METOIOB PpaboTHl C
JIOKYMCHTaMHU.

Pernamenrarust  QyHKIMIA, CTPYKTYPBI u
OpTaHM3alIOHHO-IIPAaBOBOTO MOJIOXKEHUS ciryx0 JJOVY.
Briustaue HOBBIX HH()OPMAIMOHHBIX
TEXHOJIOTHH Ha COBEPIICHCTBOBAHUE YIPABICHYECKOU
nestenpHocTd U JIOY.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'MHA

JAOVY»

Ne Buani yueOHBIX
HaumenoBanme pa3jaena . Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH
n/n 3aHATHI
1 2 3 4
1. |Tema 1. Beexenne B mucumminsy | /Jexyus 1. Beoonas nexyus ¢ ucnonvzosanuem
«Opl"aHI/BaHI/Iﬂ u TEXHOJOT'HH Gu()eOMamepuaﬂOQ




Camocmosmenvhas
paboma

Koncynemuposanue u  npogepra
OOMAWHUX 3A0AHUL NOCPEOCMBOM
anekmporHou noumst/ IMOC

Pazpen 1. Jlexyus 2. Beoonas nexyus ¢ ucnonvzosanuem
Tema 2: BO3HUKHOBEHHE H sudeomamepuanos
Pa3sBUTHUC JACJIONPOU3BOJACTBA B
yupexxaenusx Poccun XVI - XVII
BB. Cemunap 2. Onpoc, paseepuymas beceoa ¢
obcydicoeHuem
Odoxnaoa/npezenmayuu.
CamocmosmenvHas
paboma Kouncynomuposeanue u nposepxa
OOMAWHUX 3A0AHULL NOCPEOCMBOM
anekmporHou noumst/ IMOC
Tema 3: [lemonpoussoacteo B|/lexyus 3. Besoonas nexyus ¢ ucnonvzosanuem
yupexaenusx Poccun XVIII B. sudeomamepuanos
Cemunap 3. Onpoc, paseepuymas beceoa ¢
obcydicoeHuem
Odoxnaoa/npezenmayuu.
CamocmosmenvHas
paboma Kouncynomuposeanue u nposepxa
OOMAWHUX 3A0AHUL NOCPEOCMBOM
anekmporHou noumst/ IMOC
Tema 4. [lemonpoussonctso B|/lexyus 4. Beoonas nexyus ¢ ucnonvsosanuem
yupexaenusx Poccun XIX - Hauane sudeomamepuanos
XX BB.
Cemunap 4. Onpoc, passepnymas beceda c
o0bcydicoeHuem
Odoxnaoa/npezenmayuu.
Camocmosmenvras
paboma Koucynomuposeanue u nposepxa
0OMAWHUX 3A0AHULL NOCPEOCMBOM
anekmporHou noumst/IMOC
Tema 5: Opranusauust | [lexyus 5. Beoonas nexyus ¢ ucnonvzosanuem
JAOKYMCHTAIIMUOHHOTO obecrieyeHus Bu()QOMamepuaﬂOB
yIpaBlIeHUs
Ilpakxmuueckas Paboma c MemoouyecKumu
paboma 1 mMamepuanamu, KOJLIeKYUamu
Ilpakmuueckas 00KyMermo8 (hoHoa Kageopwl
paboma 2
Tecmuposanue
Kouncynomupoeanue u nposepxa
OOMAWHUX 3A0AHUL NOCPEOCMBOM
anekmporHou noumst/IMOC
CamocmosmenvHas
paboma
Tema 6: Oprannsaus | [lexyus 6. Beoounas nexyus ¢ ucnonvzosanuem
JAOKYMCHTAIIMUOHHOTO obecrieyeHus GuanMamepuaﬂOG
yTpaBJIeHUS
IIpakmuueckasn

paboma 3




Paboma c MemoouyecKumu
Mamepuanamu, KOJLIeKYUAMU
00KyMermo8 (honoa Kageopul

Camocmosmenvhas
paboma
Koncynemuposanue u  npogepra
OOMAWHUX 3A0AHUL NOCPEOCMBOM
anekmportou noumst/ IMOC
Tema 7: Opranusauus —ciyxObl|/Texyus 7. Beoonas nexyus ¢ ucnonvzosanuem
AOY. 8UOEOMAMEPUANO8
Cemunap 5 Onpoc, passepnymas beceda c
Konmponvnas obcydicoeHuem
paboma 1. Odoxnaoa/npezenmayuu.
Paboma c MemoouyecKumu
mMamepuanamu, KOJLIeKYUuamu
Camocmosmenvhas |00Kymenmos ponoa kagheopul
paboma
Koncynemuposanue u  npogepra
OOMAWHUX 3A0AHUL NOCPEOCMBOM
anekmporHou noumst/ IMOC
Tema 8: Oprannsauvs | [Jexyus 8. Beoonas nexyus ¢ ucnonvzosanuem
nokymenTooGopora BUOCOMAMEPUATIOB
Cemunap 6. Onpoc, paseepuymas beceoa ¢
Konmponvnas o0bcydicoeHuem
paboma 2 Odoxnaoa/npezenmayuu.
Paboma c MemoouyecKumu
mMamepuanamu, KOJLIeKYUuamu
Camocmosmenvhas |00Kymenmos ponoa kagheopul
paboma
Koncynemuposanue u  npogepra
OOMAWHUX 3A0AHUIL NOCPEOCMBOM
anekmporHou noumst/ IMOC
Tema 9: Peructpauus 10kyMeHToB u|/lexyus 9. Beoonas nexyus ¢ ucnonvzosanuem
opranmsanus CIIpaBOYHO- 8M()€0Mam€puaﬂ08
MH(OPMALIMOHHOTO 00CITY>KBaHHS
Cemunap 7. Onpoc, passepnymas beceda c
Konmponvnas o0bcydcoeHuem
paboma 3 Odoxnaoa/npezenmayuu.
Paboma c MemoouyecKumu
mamepuanamu, KOJLIeKYUamu
00KYyMenmos (ponoa Kageopul
Koncynemuposanue u  npogepra
OOMAWHUX 3A0AHUL NOCPEOCMBOM
Camocmosmenvrasn |arekmpontoul noumst/IJMOC

paboma




Tema 10: Kourpome wucnomnenust| /Jexyus 10 Beoonas nexyus ¢ ucnonvzosanuem
AOKYMCHTOB BUOCOMAMEPUATIOB
Cemunap 8. Onpoc, paseepuymas beceoa ¢
Konmponvnas obcydicoeHuem
paboma 4 OJoxnaoa/npezenmayuu.
Keticot  mexyweeo|Paboma c MemoouyecKumu
KOHMPOJIAL mMamepuanamu, KOJLIeKYUamu
00KyMermo8 (honoa Kageopul
Camocmosmenvuaa |Koncyrnemuposanue u npogepka
paboma OOMAWHUX 3A0AHUIL NOCPEOCMBOM
anekmporHou noumst/ IMOC
Tema 11 Opranusauvst | /Texyus 11. Beoounas nexyus ¢ ucnonvzosanuem
JACJIOIPOU3BOACTBA 10 8M()€0Mam€puaﬂ08
MpEAJIOKCHUAM, 3as4BJICHUAM u
kamo0am rpaxiaH
Cemunap 9. Onpoc, paseepuymas beceda ¢
Konmponvnas obcydicoeHuem
paboma 5 Odoxnaoa/npezenmayuu.
Koncynemuposanue u  npogepra
Camocmosmenvhas |0OMAWHUX 3A0AHUL NOCPEOCMBOM
paboma anekmporHou noumst/ IMOC
Tema 12: Xpanenue 10KymMeHTOB B|/[exyus 12. Beoonas nexyus ¢ ucnonvzosanuem
JACJOMPOU3BOACTBC OpraHusalun Gu()eOMamepuaﬂOG
Cemunap 10. Onpoc, paseepuymas beceoa ¢
o0bcydicoeHuem
Odoxnaoa/npezenmayuu.
Koncynemuposanue u  npogepka
0OMAUHUX 3A0aHULL NOCPEOCMBOM
anekmpornuou noumvl/IMOC
Camocmosmenvhas
paboma
Tema 13: HanpaBnenust Jlexyus 13. Bsoonas nexyus ¢ ucnonvsosanuem
cosepmeHcTBoBaHuA JJOY 8UOeoMamepuanos
Tecmuposanue Koncynemuposanue
Koncynemuposanue u  npogepra
0OMAUHUX 3A0aHULL NOCPEOCMBOM
Camocmosmenvras |anekmponuou noumol/MOC
paboma

OcnosHas yenb 00pazo8amenbHbiX MeXHON02ULL - POPMUPOBAHUE KOMNEMEHYUL 00Y4aAIoUWUXCHL C
NOMOWbI0 MPAOUYUOHHBIX U UHHOBAYUOHHBIX NOOX0008 K npoyeccy oOyuenus (0enosvle uepbl,
Kpyaible CIoJibl, KOMAbIOMEPHOe MeCmuposanie, KOMNbIOmMepHoe MOOeIUposanue u op.)



6. OHEHOYHBIE CPEIACTBA JIUIA TEKYHIEI'O KOHTPOJIA YCIIEBAEMOCTHU,
MMPOMEXYTOYHOM ATTECTAIIAU 110 UTOI'AM OCBOEHUS TUCITATIIIMHBI
Texkymmii KOHTPOJIb BBINOJHEHUS 3aJaHUi  (KOHTPOJb (OPMHUPOBAHUS KOMIETEHIIHUIN)
OCYILECTBIIICTCSI PETyJspHO, HAauMHAas C MEpBOM Henenu cemecTpa (BXOISIIUN KOHTPOJIB).
KoHTpons ¥ olleHWBaHWE BBHINOJIHEHUS (HAampUMeEp, 3cce) OCyIIecTBisieTcs Ha 8-9 Hexpene
cemecTpa. Tekymuii KOHTPOJIb OCBOCHHS OTIENBHBIX PA3ACIOB IUCLUIUINHBI OCYIIECTBIISETCS
IIPY TIOMOIIM OINpPOCa 3aBEPLIEHUHU H3Y4YEHMsI Kaxaoro pasnena. Cucrema TEKyIIEro KOHTPOJIS
YCIIEBAEMOCTH  CIIY’)KMUT HE TOJIBKO OLEHKE YPOBHSA KOMIIETCHTHOCTHOW IOATOTOBKH
00y4aromerocss U crocoOCTBYeT B AaibHeHmeM HanOojiee KauyeCTBEHHOMY M OOBEKTHBHOMY
OLICHUBAHHUIO €ro B XOJ€ NPOMEXYTOYHOW aTTecTali, HO U CaMOOLIEHKE 00ydarolerocs,
CTUMYJIMPYS €T0 YCUIIHSL.

[TpoMexyTouHas aTTeCTalys 110 IUCLHUIUIHHE:

[IpomesxyTouHas arTecTanus NpoBOIUTCS B (hopMe IK3aMEHa.

6.1. Cucmema oyenueanus

dopma Komnerennusi |Onenka
KOHTPOJIst
Texymmit
KOHTPOJIb:
- onpoc 1IK-5.1 3aumeHo/He 3a4meHo
IIK-5.3
1IK-5.4
-yuacmue 8 3aumeHo/He 3a4meHO
ouckyccuu  Ha
cemumnape
- OMIUYUHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemMBOpUMEe
Konmponvnuvie JILHO
pabomwvl (memol
6-12)
Tecmuposanue
Keticvl OMAUYHO/XOPOULO/YO08NIEMBOPUMENbHO/HEYO08IeMBOPUME
JILHO
[Tpomexxyrouna ([1K-5.1 OMAUYHO/XOPOULO/YO08NEMBOPUMENbHO/HEYO08IeMBOpUME
s arrecrauust  |[IK-5.3 JIbHO
(aK3aMeH) 1IK-5.4

6.2. Kpumepuu ouenku pe3ynbmamoe no OucyuniuHe

Ouenka mo Kpurepun oneHkn pe3y1bTaToB 00y4eHHUs 10 AU CHUILIMHE
AUCHMILIMHE
«OTIIUYHO» BrictaBnsiercs o0ydaromemMycs, €ciii KOMIeTeHIUs(M1), 3aKperuIeHHast

3a JUCHUIUIMHOW, chopMmupoBaHa (MO WHAUKATOpam/ pe3yibTaTam
oOydeHuss B ¢opMaTe 3HATb-yMETb-BIAJIETh) B MOJHOM O0BEeMe Ha
YPOBHE «BBICOKHI», U OOYYAIOUINICS TEMOHCTPUPYET KaK pe3yJbTar
oOydeHHUs CIEQyIoIIUe 3HAHWSA, YMEHUS W HAaBBIKH: OO0ydJaroIuiucs
rIIyOOKO M TIPOYHO YCBOWJI TEOPETHUYECKUH U IPAKTUICCKHUIA MaTepHall,
MPOJEMOHCTPUPOBA ITO HA 3aHATUSX U B XOJE MPOMEKYTOYHOH
aTTECTAIIHH.




Onenka no
TUCHMILINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

OOyuJaromuiicss MCYEPIBIBAIOIIE M JIOTHYECKH CTPOMHO H3JIaraer
yueOHBId MaTepuan, yMeeT CodYeTaTh TEOPHI0 C MPAKTUKOM,
CIPABIISIETCS C peUIeHUeM 3a/1ad Mpo(hecCHOHATbHOM HAPaBIEHHOCTH
BBICOKOTO YPOBHS CJIO)KHOCTH, IPAaBUIBHO OOOCHOBBIBACT NPHUHSITHIC
pelieHus.

CBoOomHO oOpHeHTHpyeTcs B y4eOHOM U MpodecCHOHATBHOM
JauTeparype.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTATOB TEKYIIEH U TPOMEKYTOUYHON aTTECTALlUH.

«XOpOILIOY»

BricTaBnsercs oOydwaromeMmycsi, €CIi OH 3HaeT TEOPETUUYECKUM |
MpaKTUYECKUI MaTepuas, rpaMOTHO U, MO CYIIECTBY, U3J1araet ero Ha
3aHATUSAX W B XOJE MPOMEXKYTOYHOW AaTTeCTaluuu, HE JOMycKas
CYILIECTBEHHBIX HETOYHOCTEM.

OO6yyaromuiicst IpaBUJIbHO TPUMEHSET TEOPETUYECKHUE MTOJIOKEHUS TIPU
pElICHUH MPaKTUYECKUX 3a/1ad MpodeCCHOHATBHONW HAIMPaBICHHOCTH
Pa3HOTO YPOBHS CIIO)KHOCTH, BIIaJeeT HEOOXOAMMBIMHU JJISi STOTO
HaBbIKAMH U IIPUEMaMHU.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YIEOHOU U PO eCcCHOHATHHOM
JUTEpaType.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTAaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

Komnerennuu, 3akperui€HHbIE 3a JUCHUILIMHON, cOPMUPOBAHBI Ha
YPOBHE «XOPOILHIIY.

«YAOBIIETBOPUTEIND
HO»

BricTaBnsercs oOydaromeMycsi, €Clii OH 3HaeT Ha 0a30BOM YpPOBHE
TEOPETUYECKUN U INPAKTUYECKUN Marepual, IOIYCKaeT OTHEIIbHBIC
OLIMOKM MPH €ro U3J0XKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOU
aTTECTALUH.

OOyuarouuiics  MCHBITBIBAET  ONpENENEHHbIE  3aTPyJHEHUS B
IPUMEHEHNUN TEOPETUUECKUX MOJIO0KEHUH NPU PELIEHUH TPAKTUYECKUX
3a7a4 NMpo(eCcCHOHANIBHOM HaNpaBIEHHOCTH CTAaHAAPTHOTO YPOBHS
CJIO)KHOCTH, BJIaJIeeT HEOOXOAUMBIMHU JIJIsl 3TOr0 0Aa30BBIMU HaBbIKAMH
W IPUEMAMHU.

JleMOHCTpHpYeT JI0CTaTOYHBIA YPOBEHb 3HAHMS YU4eOHOH JIUTEepaTypsl
10 JUCLUILINHE.

OneHka MO IUCHMIIMHE BBICTABISIOTCS OOydYaromemycs ¢ Y4EToM
pe3yJIbTAaTOB TEKYILEH U MPOMEKYTOUHON aTTECTAIlHH.

Komnerenun, 3akpemi€éHHble 3a TUCHMILIMHON, COpPMHUpPOBAaHBI Ha
YPOBHE «JOCTaTOYHBINY.

«HCYHOOBJICTBOPUTC
JIBHO»

BrictraBnsercs oOydaromemMycs, €l OH He 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKM U TNPaKTUYECKUH Marepuan, AONYyCKaeT TIpyOble
OLIMOKH MPH €ro M3J0KEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOM
aTTeCTalHH.

OOyuaronuiics UCTBITHIBACT CEPhE3HBIC 3aTPYJHEHHUS B NMPUMEHEHUH
TEOPETUYECKUX IMOJOXKEHUH IpU pEIIeHUH MPaKTHYECKUX 3ajaad
npoeCCHOHATBLHON ~ HANpPaBJICHHOCTH  CTAHAAPTHOTO  YPOBHA
CIIO)KHOCTH, HE BJIaZieeT HEOOXOAMMBIMHU JUIsl 3TOTO HaBbIKAMHM H
IpUEMAMH.

JleMoHCTpHpyeT (parMeHTapHble 3HaHMs Y4eOHOW JIMTEpaTyphbl IO
JUCLUTUIMHE.




Ouenka no Kpurepun oueHku pe3yjbTaToB 00y4eHHs 10 TUCUUIJIMHE
AMCUMILINHE

OneHka MO IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

KoMnereHnimm Ha ypOBHE «IOCTAaTOYHBIN», 3aKpeIruIi€HHbIE 3a
JTUCITUTUIMHOM, HE COPMUPOBAHEI.

6.3. Ouenounvie cpeocmea (mamepuaivl) O0nA MmMeEKYULE20 KOHMPOIA YCHEBAEMOCHIU,
RPOMENCYMOUHOU AMMeCMauuu 00y4arwuxcs no OUCYUNIUHe

Bonpocwvl mexyweeo xonmpons no (1 pazoen)

1.HazoBuTe nepuoibl ICTOPUU OTEUECTBEHHOTO JIETIONPOU3BOICTBA.

2.HazoBure Buasl nokymMeHTOB X VI—XVII BB. 1 pacckaxute o GopMyIsipe TOKyMEHTa 3TOTO
nepuo/a.

3.Ilepeuncnute OCHOBHBIE AETONPOU3BOACTBEHHBIE ONEpaI[Uy TPUKA3HOTO JIEJIOMPOU3BOJICTBA U
paccKa)xuTe 0 ero 0COOEHHOCTSIX.

4.KakuM 3aKOHOJIaTEIbHBIM aKTOM PErIaMEHTUPOBAIIOCH AEIIOMPOU3BOCTBO IOCYIaPCTBEHHBIX
yupexaenui B XVIII B.?

5.0numuTe TeXHOIOTHYECKUH mpouecc paboTsl ¢ qokymeHnToMm B X VIII B.

6.Kakue nsmenenus nperepnen Gopmyisap gokymenTa B X VIII B. u Ha30BUTE BUIBI TOKYMEHTOB
3TOr0 MEPUO/IA.

7. HazoBuTe OTIIMUMTENBHBIE YepPThI Aenonpou3BocTtBa XIX B. ot aenonpoussoactsa X VIII B.
Y KaKUM 3aKOHOJIaTE€JIbHBIM aKTOM 3TO PETJIaMEHTUPOBAJIOCH.

8.Kakue n3meHeHus: mpou30uuIn B 1I0NPOU3BOICTBE B KOHIE XIX B.?

9.Yto takoe HOT u HOYT?

10.Ha3oBuTe opranu3zainu, KOTOpble 3aHUMAINCh pallMOHaIU3auen 1eaonpon3BoacTea B 1920-
x — Havase 1930-x rr. U kakne umu ObuTH pazpaboTaHbl HHHOBAITUHN?

11.KakoBo HazHaueHne EnnHOM rocyjapCcTBEHHOM CUCTEMBI JEI0IPOU3BOJACTBA?

12. YkaxxuTe OCHOBHBIC HAIPABIICHUS COBEPIIICHCTBOBAHUSI pabOTHI C JOKyMeHTamMu B 1970—
1980-¢ rr.

Cnucox ucnob308aHHbIX UCIMOYHUKOB

Cobopnoe ynoxxenue 1649 r. // mon pen. M.H. Tuxomupona, B.I1. Enudano- Ba. M., 1964.
I'enepanbhebiit pernament 1720 1. // TIC3 Poccutickoit Umnepun. Co6p. 1. T. VI. Ne 3534,
TaGenb o panrax 1722 r. // IIC3 PU. Co6p. 1. T. VL. Ne 3890.

Yupexnenus s yrnpaiieHus ryoepuuii Becepoccuiickoit umnepun 1775 . M.: Cenar, Tui.,
1775.

O6mmee yupexaenue muauctepets, 1811 . // TIC3. T. XXXI. Ne 24686.

Enunas rocynapcTBeHHas cucteMa aenonpousBoactsa, 1973 r. M. : I'masapxus CCCP, 1974.
I'CAOY, 1991 r. M.: I'naBapxus CCCP, 1991.

I'OCT 6.38—72 YuuunupoBaHHbIe CUCTEMBI JOKyMeHTalui. CrucremMa opraHu3alioOHHO-
pacrnopsiANTeIbHON JOKyMeHTaIuu. TpeboBanus k opopmieHuto 1oKkymeHToB. M.: M31-Bo
cTaHgaprtos, 1973.

I'OCT 6.39—72 YuudunupoBaHHbIe CUCTEMbI JOKyMeHTauu. CucremMa opraHu3aimoHHO-
pacniopsaauTenbHoi nokymeHTauuu. @opmymsp-oopasen. M.: U31- Bo ctannapros, 1973.

I'OCT 6.38—90. Cuctema opraHU3alMOHHO-PACTIOPAIUTEIHFHON TOKyMeHTauu. TpeboBanus K
o OpMIICHHIO TOKYMEHTOBY». M.: M31-Bo cTanmapToB, 1992.

I'OCT 16487—283. «Jlenonpon3BOICTBO U apXUBHOE Aey0. TepMuHbl U onpeneneHus». M.: U3a-
BO CTaHJapTOB, 1984.

I'OCT P 51141—98. «/lenmonpon3BOACTBO U apXHBHOE A€710. TepMHUHBI U onpeneneHus». M.:
W3p-Bo cranpaptos, 1998.



OcHoBHBIE TpaBUIIa pabOTHI BeAOMCTBEHHBIX apxuBoB M.: ['maBapxus CCCP, 1986.

[lepedeHb TUMOBBIX TOKYMEHTOB, 00pa3yrOIUXCs B AEATEIbHOCTH TOCKOMUTETOB, MUHUCTEPCTB,
BEJIOMCTB, YUPEXKACHUM, OPraHU3alul U IPEANPUATHN, C YKa3aHUEM CPOKOB XpaHeHus. M.:
I'maBapxus CCCP, 1989.

Ilpobnemuvie cumyayuu ons mexkywet ammecmayuu (2 pazoen)

1. Cywecmeyem nu 6 Hacmosiyee 6pems 20CYOAPCMBEHHOE pe2yIupo8aHue 60Npocos,
CBA3AHHBIX C mexHoao2uell o0pabomku OOKYMeHmOo8 (Hanpumep, Onpeoenenvl U MUnosvle
onepayuu 06pabomrku 0OKyMeHmMo8, ux noCcied008amesibHOCHb) 8 VUPEHCOCHUSX, OPSAHUZAYUIX U
Ha NPeOnpPUAMUAX CIMPAHbL?

Kakumu 0okymenmamu 00I#CHbL UTU MOSYI PYKOBOOCMBOBAMbCS KOHKPEmHuble CIPYKMYpbl npu
peuieHuu 0aHHo020 sonpoca?

2. Jna pewenus kaxux 3a0ai UCHONBL3YIOMCA 20CYOAPCMEeHHble cmaHoapmosl 6 cghepe
denonpouszeoocmea? Hazosume makue cmanoapmoi.

Kaxum obpazom opeanuzayus modxxcem 006umscs om c6oux paboOmHuUKo8 005A3amenibHo20 yuema
nonoxcenuu I'OCT?

3. Oonotl u3 eadxcHeuwux s61aemcs npoodiemMa COXPAHHOCMU (XPAHeHUs)) OOKYMEeHMO8
opeanuzayuil. Kaxumu npasosvivu axmamu u 20CYOaApPCMEEHHLIMU —MEHCOMPACIEBLIMU
OOKYMeHmamu ciedyem pyKo8oOCmME08aAmMbCsl NPU ee peuleHuu:

3akonooamenvHvle 0CHOBbL XPaHeHUsE OOKYMEHMO08

Hnvle npasogvie axmul, onpedensiowjue peuieHue 60NpPOCO8, CEA3AHHBIX ¢ COXPAHHOCMbIO
(xpanenuem) 0OKyMeHmo8

Hopmamusno-memoouueckue 0oKymenmol, cooeparcaujue Memoouxy pabomol no 0nepamueHoMmy
XpaueHuto OOKYMeHmMo8 U No020MoGKe Ux K nepeoave 6 apxus opeaHu3ayuu

4. Pyxosooumenv npeonpusmusi pacnopsaouincsi noo2omosums OOKYMeHmbl, KOmopbvie
O0JDICHLL  peciamenmuposams OesimenvHocms cayxcovl JJOY (kanyenspuu), opeanuzayuro u
nopsi0oK pabomwl ¢ OOKYMEeHMAMU.

bvino paspabomano Ilonosxcenue 06 ungopmayuonHoi norumuke, 0OUH U3 pazoenos Komopo2o
Ha3zvleancs « Opeanuzayust pabomul ¢ 00OKyMeHmupyemou ungopmayuein». B paszoene 3axpennsncs
cmamyc Kanyensapuu Kaxk ciyicovl 0e1onpou3so0cmea u hyHKyuu ee compyoHuKos no pabome ¢
0OKyMeHmamu.

Onpedenume, Kakue 0OpeaHU3AUUOHHBlE OOKYMEHMbl 3ameHunl cobou pazden «Opeanuzayus
pabomol ¢ OoKymeHmupyemou ungopmayuei». llpasomepna iu maxas npakmuxa?

Kaxoii  ewe 6Hympennuii HOpMamueHvlli OOKYMeHmM Cledo8ano paspabomams, uYmoobvl
YCMAaHo8UMb eOUHbLU NOPAOOK 0eIONPOU3B00CMBA HA NPEONPUAMUU?

5. Onpedenume nopsadok cocmasnenust u ogpopmaenus Ilonoscenusi o cayacoe JJOY:
- paspabamvigaem (kmo?)
-noonucvieaem (kmo?)

-00IHCHO DBIMDb CO2NACOBAHO (C Kem?)
-ymeepaicoaem (kmo?)
-8800umcs 6 oeticmeue (kem unu vem?)
-noonedNcam nepecmompy (npu Kakux oocmosamenbcmaeax?)

3anonnume nponycku.



6. Paspabomannas 6 opeanuzayuu Huncmpykyus no  0eionpou3go0Cmey  cooepucum
crnedyrowue memamudeckue pazoenvl.

- Opeanuzayus 00Kymenmoobopoma

- Pecucmpayus ookymenmog

- Konmponw 3a ucnonnenuem 0oKymenmos

- Homenxnamypa oen

- Xpanenue 00KyMeHmMo8 8 CIpPYKmMypPHbIX NOOPA30eNeHUSIX.

Ompadicen U 6 UHCMPYKYUU 6eco npoyecc pabomsl ¢ Ookymenmamu? Eciu wem, kaxumu
pasoenamu Bovl 6v1 donoanunu oannwiii 0okymenm. Qbocuylime ceoe peuieHue.

7. Hucmpykyus no 0Oenonpousgoocmsey — 2mo  00A3amenbHblii OOKyMeHm O 6cex
PAbOMHUKOB Op2AHU3AYUU UL MOTLKO OISl ee CYAHCObl 0eNoNnpou3800cmea?’
Kmo u kaxum obpasom onpedensem cgepy pacnpocmpanenus 0aHH020 0OKymenma?

8. Komnanus umeem neckonvko omoenenuil, 0OHO U3 KOMOPbIX PACNONAZAEMCS 8 MOM Jice
30aHUU, YMO U YeHMPATbHbLL Ohuc. J{pyeue omoenenus pacnoilolceHvl 8 PA3HbIX PAUOHAX 20Po0d.
Kax 6yoem opeanuzosan 00KymeHmooo60pom KoOMNAuuu 8 Smom ciyiae: 6yoem iu YeHmpaibHslll
oghuc pabomams co 6cemu OOKYMEeHMAMU KOMIAHUU (OCYWeCMEIAMb YEHMPATUZ0BAHHBII NPUEM
6cex OOKYMEHmOo8, UX pecucmpayuro, 8ecmu CHpasouHyro pabomy, KOHMpoib 3a UCHOJIHEHUEM
00KYyMeHmo8 u m.o.) uiu nepedacm smu QyHxyuu 6 omoenenus? Eciu nepedacm, kakosa 6yoem
ponv cuyucovl JIOY yenmpanvrozo oguca? Kak 6yoym pabomams ¢ OOKyMeHmMamu omoeieHus,
HAX00SWeMCsl 8 MOM Jice 30aHUU, YMO U YeHMPALbHblll oguc?

9. Ilepsuunas obpabomra 0OKyMeHmos, NOCMYRUBUX 8 KOMNAHUIO NO NOYMe, CBOOUMCI K
crnedyrowemy. Pabomuuku, 8blnOIHAOWUE 1Y ONEPayuI0, 6CKPbIBAIOM U MY JHce YHUUMONCAIOM
KOHBEpMbl, NPOCMABIAIOM HA 6CeX OOKYMEHMAX, 8 Mmom yucie, (QUHAHCOBbIX, DYXealmepCcKux u
M.N., WMAMA O NOCMYNJIEHUU OOKYMEHMA 8 OpP2aHu3ayuio u nepeoarom ux UHCHeKmopy Ho
peaucmpayuu. HUncnekmop npocmampueaem OOKyMeHmbvl U (QUKCUPYem 8 pPecUcmpayuoHHbIX
@opmax, nNOMUMO NPOUUX C8eOEHU, KOTUYECTNEO TUCMOS U HAUYUE NPULOHNCEHUL K OOKYMEHMAM.
Onpedenume, kaxue mpebo8anusi K npoyeccy nepsuyHol oopabomku OOKYMeHmMO8 8 OaAHHOM
cyuae Hapywaromesl, U Kakue He2amugHsle NoC1e0CmsUs. IMUX HapyuleHutl 0Jisk KOMNAHUU MOy
NPOsABUMbCSL BNOCIEOCTBUU.

10.  Homowmux  pykosooumensi,  Npeod8ApUMeENbHO  NPOCMOMpPes  OOKYMEHMAYUio,
HOCMYNUBULYIO 8 OP2aHUu3ayulo, 6Clo ee nepeoaem pykogooumento. B nanky c¢ dokymenmamu
BKIAOBIBACMCST  NUCLMEHHLIL ~ KOMMEHmMApuii 0  Ccocmage NOCMYRUBUUX — OOKYMEHMO8,
KOPPeCnoHOeHmax, aopecamax u COOepHCAuUXCsl 8 Ka#COOM OOKYMeHme B0NPOCAX.

B uem cocmoum naznauenue onepayuu «npedsapumenbHoe paccmMomperue OOKyMeHmosy?
IlpasunvHo n1u e2o noHumarom 6 OaGHHOU op2aHuzayuu?

11. Obwas mexuonocus pabomel ¢ OOKYMEHMAMU 8 OP2AHU3AYUU COCHOUM U3 MUNOBLIX
onepayuii:

npuem OOKyMeHmos;

nepeuuHas 0opabomrka 00OKyMeHmos,

- pesucmpayusi;
- paccmompenue OOKYMeHmMa pyKogooumenem u onpeoeieHue XapaKxmepa peueHus B0npoca
(pe3onroyus);

-  NnoCmMAaHoO6Kd OOKyMGHma HA KOHmMpOJib,



- n0020mMO8Ka NpoeKma OOKYMeHma,
- oghopmnenue u coenacosanue;
- yoocmosepenue;

- omnpaeka u3z opeaHusayuu,

ﬂonozmume nepevyeHsb Hedocma;ou;wwu onepayusimu

12. B coomeéemcmeuu ¢ 20CYOAPCMBEHHbLIMU MENCOMPACTE8bIMU  OOKYMEHmamu 8
UHGOPMAYUOHHO- NOUCKOBYIO cucmeMy no Ookymenmam opeanusayuu (MIIC) eéxoosm:
peaucmpayusi, uHoexkcayus, opmuposanue Oel.

Kaxoeo nasznauenue xasxcoou cocmasnsiowei UIIC? Ymo nossonsem oO6vbeOuHums ux 8 oOHy
cucmemy? Kax onu mozym ucnonv306amucs npu noucke 0OKyMeHmHou ungopmayuu?

13. B pecucmpayuonmuvie ¢opmvl 6X005MUX OOKYMEHMOE OP2aHU3AYUs 6Hecla cledyloujue
OanHvle:

oama NonyyeHus, BX00AWUL pPecUCMPAYUOHHBILL HOMep, KOPPEeCHOHOeHm, HoMep U 0ama
OOKYMEHMA, Kpamkoe cooepicanue, pe3onioyus pyKogooumens opeanu3ayuu, pykogooumens
CMPYKMYPHO20 NOOPA30eNeHUs, PE30II0YUSL PYKOBOOUMeNs NOOPA30eeHuUs, UCNOHUMENb.
Onpedenume, coomeemcmeylom au 5mu OAHHblE PEKOMEHOYeMOMY COCMAasy PpeKSU3UMOs
peaucmpayuonHou Gopmol. Hmeem 1u cayscda 0enonpou3soocmea npaso GKIYAMb 8
peaucmpayuonHule opmbl PeKGUUMbL NO CBOEM) YCMOMPEHUIO?

14. Cucmema pecucmpayuu 6 opeanu3ayuy umeem CMeUanHyo opmy, npu KOmopou 4acms
00KYMeHmo8 (nocmynarowue Ha UmMs pyKosooumes, NpuKasovl U 0p.) pecucmpupyromcs 8 Ciyicoe
0eIonpouU3800Cmaa, a OCMAalbHble — 8 CMPYKMYPHbIX HOOPA30ENEHUSX.

B cnyscbe oenonpoussoocmea ecem 6e3 UCKIIOYEHUS OOKYMEHMAM NPUCBAUBAEMCL UHOEKC,
cocmoawull U3 NOpPAOK0B020 HOMepa OOKYMeHma 8 coomeemcmeayloujeli epynne (Hanpumep,
BX00AWUX OOKYMEeHmOo8) u numepvl «Py», o3nauarowei «pykosoocmeoy, nanpumep, P 45. B
CMPYKMYPHBIX NOOPA30eNeHUAX PeUCPAYUOHHDLI UHOEKC COCIOUM U3 UHOEKCA CIPYKMYPHO20
noopaszoenenuss (N0 6HYMpPeHHeMy KIACCUPUKAMOpy CMPYKMYPHLIX NOOpa30eieHull) u
nopsi0K08020 HoMepa, Hanpumep, 3-25 unu 4-12 u m.n.

Yem makoii nopsi0oK UHOEKCUPOBAHUS He COOMBEMCMEYen YCMAHOBIeHHbIM Mpebo8aHUuIM?
Pewenue xakux unghopmayuonHo-noucko8vix 3a0ay YCI0HCHAIOM maKue UHOeKcol?

15.  Jlena 6 opeanuzayuu chopmupyromes u Xpauamcs ciedyioumum oopasom:

CReyuanucmsl 0moen08 3a800am NANKU, 8 KOMOopbvle GKIAObIEAON OOKYMEHMbl, KACarwuecs
pewieHuss omoenbHuIX 6onpocos. Ha obnoxckax nomewaromea Gamunuu U UHUYUATLL
ucnonHumernell u ykazauue Ha KOHKPemHoe HanpaeieHue e2o 0esimelbHOCmU, Hanpumep:

A.C. Iywxun

H320moenenue mapzemuposantoil peKnamol

B meuenue 200a 6 makxoil nanke HAKANAUBAIOMCA PA3IUYHbIE OOKYMEHMbl, C KOMOPbIMU
npuxooumcs pabomamv CHeYuaiucmy 68 pamkKax OaHHOU npobremvl. B yucne 0oKymeHmos
BCMPEYAomMcs NUCLMA-NPEOIONCEHUS, NUCLMA-OMEEMbl HA NPEONIONHCEHUS, NUCbMA-PEKAAMAayul,
002080pbL U NPUNOIHCEHUL K 002080PAM, aKMbl, NPOMOKOIbL U Op. Eciu cneyuanucm pabomaem
He ¢ OOHOU opzanuzayueu, Mo GHYMpU NANKU OH Nomewaem KAPMOHHblE DA30ETUMENU C
VKA3aHuemM KOHKPEemHbIX opeanuzayuti-konmpazcenmos. Koeoa odoxymenmos cmanosumcs
CIUWKOM MHO20, 3A800s1M 6MOPYIO (MPemblo U m.0.) NanKy ¢ MAaKo e HAONUCHIO U YKA3AHUeM,
umo amo emopoe (mpemoe u m.o.) 0eno:

A.C.IDhwkun



H3eomoenenue mapeemuposannou pekiamol. Ne 2

B Konye 200a nanku nomewaiomcs 6 wikag, 8 omoeneHus, 20e XPaHAMcs OOKYMEeHMbl
OnpeoeneHHbIX CReYUAIUCHOos.

Takoii nops0ok XpaueHuss OOKYMEHMO8 OOBACHAIOM MeM, YUMo UMEHHO MAK CHeyuanucmam
Y0oOHO pabomamb ¢ OOKYMEHMAMU 6 medeHue O0elonpou3B00CmeeHHo20 200d, UCKAMb
OOKYMEHMbl NOCIe OKOHUAHUS pabomvl ¢ HUMU U 0Oecneuyuéamv Ux COXPAHHOCMb, MAK KAk
KaxfCcOblll CReyuanucm 3Haem c8oti GONpoC U, 3HAUUM, C80U OOKYMEHMb.

Coenacnvl 1w Bvl ¢ maxum o6vacnenuem? Kmo ¢ maxom cinyyae 6yoem Hecmu omeemcmeeHHOCHb
3a obecneuenue coxpanrHocmu 0okymenmos? QbocHyime ceotll omseem.

16. B meuenue 2o0a y opeanuzayuu NOA8UIUCL HOBbLE HANPAGIEHUS 0esIMeNTbHOCHU U HOBble
napmuepwvl. Hosas paboma 6wina nopyuena oeym omodenam. Kax creocmeue, nossunuce
SHAYUMENbHOEe KOIUYECBO HOBbIX OOKYMEHMO8, KOmopvle He Obliu npedycmMompeHbyl
0elicm8yuWUMU HOMEHKIAmMypamu 0eil OaHHbIX 0MOe08.

Pykogooumensv opeanuzayuu c6oum npuxazom 00sa3ai 6HeCmu U3MeHeHUsl 8 HOMeHKAamypy oei. B
pesyibmame 3Mo C8el0Ch K COCMABIEHUI0 8 cepeduHe 200d HOBbIX HOMEHKIamyp Oel 08yX
omoenos. Pykosooumens opeanuzayuu ux ymeepou.

Ilouemy maxue Oelicmsus He mozym Obimb npuzHauvl npasomepuvimu? Kaxue mpebosanus x
COCMABIEHUIO U OPOPMAECHUIO HOMEHKAAMYPbL 0ell ObLIU HAPYUIeHbL?

17.  Iocne owuboyH020 YHUUMOIICEHUSL PAOA BANCHBIX OOKYMEHMO8 6 KOMNAHUU Oblio
NPUHAMO peuleHue 0 Cco30anuu 3kcnepmuol komuccuu (OK) u paspabomke enympenHux
HOPMAMUBHBIX OOKYMEHMO8, Pe2YIUPYIouux ee 0esimeibHOCHb.

B oeiicmeyrowue kopnopamusHvle 0OKYMeHMbl, pelamMeHmupyrowue 0esimeibHOCHb CILyHcObl
0e10npou3800cmea U Nopsa0oK pabomvl ¢ OOKYMEHMAaMu KOMRAHuu Ovliu  000aenieHbl
coomeemcmeyowue pazoenvl, 6 KOMOpvlx Obliu OnpedesieHvbl Cmamyc, cocmas, npasa,
o6s3annocmu IK u nopsaooxk npogedeHus: IKCnepmu3vl YeHHOCMU OOKYMEHMO8.

B ¢yuxyuu JK Ovino exnroueno creoyrowee:

- npoeepKa npasuIbHOCMu 0QhopmieHUss OOKYMEHMO8,

- yuem OOKyMeHmos,

- onpeodenenus Yca08ull XxpaHeHus OOKYMeHMos,

- nposepKa Kawecmea Gopmuposanus 0ei;

- yuem Oeil ¢ OIUMeNbHbIMU CPOKAMU XPAHEHUSL,

- omoéop Oen Ha XpaHeHue U YHUUMONCEHUE,

- onpeoesienue CPOKO8 XpaHeHuss 0OKYMEHMO8,

- onpeodeieHue NOTHOMbL COXPAHHOCMU OOKyMenmos komnanuu. Kaxue napywenus Ovliu
odonyweHul npu cozoanuu IK?

Kaxkue, na Baw 632150, (pynkyuu He coomeemcmeayiom naznauenuio IK u He 6xo0sm 6 nonsamue
«IKCNepmu3a YeHHOCmu OOKYMEHMOo8»?

18. Yacmo 8x008WuUX U UCXOOAUUX OOKYMEHMO8 OP2AHU3AYUU NPEOCMABIeHA 8 INeKMPOHHOU
¢opme. Ilpu noocomoske den K nepedaue 6 apxue 6CmMan 60NPOC, 8 KAKOM BUOE UX HYIHCHO
coasams. 8 uoe OUCKO8 UL NePe8eOdeHHbIX Ha OYMANCHYI0 OCHO8Y MPAOUYUOHHBIX OOKYMEHMOB.
CmopoHHUKU nepesooa OOKYMeHmMO8 8 MPAOUYUOHHYIO OYMANCHYIO (pOpMY MOMUBUPOBATU CEOHO
MOYKY 3PEeHUsl MeM, Ymo He U38eCMHO, NO KAKoU hopme 00axcHa Oblmb COCMABNIEeHa ONUCL HA
INEKMPOHHBLE OOKYMEHMbL, U KAK ONPedenumb CPOK UX XPAHEHUs.

Kax 6v1 Boi nocmynunu 6 dannom cayuae? ModcHo 1y onpedenrums CpOKU XPAHEHUs MAKUX
OOKYMEHMO8 U (hopmy OnuUcuU, no KOMOPOU OHU MO2Yn DblMb NEPeOaHbvl 8 apxus?

Hpomeafcymoqnaﬂ ammecmauus
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XapakTepucTHKa JIEIONpPOU3BOACTBA B yupexkaeHUusax Pycckoro rocymapcrBa XV-XVII
BB.

OcHoBHBbIE 4epThl Aesonpou3BoAcTBa X VIII B. B IIEHTpaIbHBIX U MECTHBIX YUPEXKICHUIX
Poccun.

XapakTepucTuKka JeJONMPOU3BOJCTBA BBICIIMX U LEHTPAIBHBIX TOCYAapCTBEHHBIX
yupexaenuid Poccuu B nepBoii mosiopuHe XIX B.

OnpIT panuoHaIU3allMU JENONPOU3BOACTBA B OTHAEIbHBIX BEIOMCTBAaX BO BTOPOIl
nosioBuHe XIX — Havane XX B.

CraHOBIEHME W pa3BUTHE JIEJONPOU3BOJICTBA B COBETCKHMX TOCYAAapCTBEHHBIX
YUPEXKICHUSX.

HopmaTuBHO-MeTOIMYECKME  JIOKYMEHTBI ~ MEXOTPAacleBOr0  JIEUCTBUS, KOTOpHIE
OTpEENAIOT COBPEMEHHYIO OpraHH3alui0 pabdoThl € JTOKyMEHTaMu (HauMEHOBaHUE
JOKYMEHTA, TOJI €ro pa3padOTKH, KpaTKas XapaKTePUCTHKA)

Opraam3anus cayx0e1 JIOY. OcHoBHas 1enb, 3agauun W (GYHKIHH CIY>KOBI, €e
JNOJDKHOCTHOM M YUCJIEHHBIN COCTaB.

TumnoBkle BUABI U CTPYKTYPHI ciyx0 JJOVY.

JlokanbpHbIe aKThl, perIaMEHTUPYIOIINE OpPraHU3alMI0 JeNonpon3BoAcTBa. HaszHauenue,
cocTaB uH(MOpPMAIUH, TTOPSAIOK Pa3padOTKH M YTBEPKICHUSI.

HNuctpykuus mno ngenomnpou3BoacTBY. HasHauenwe, CTpyKTypa TEKCTa, MOPSAOK
MOJIFOTOBKHU.

[MonsiTHE  «IOKYMEHTOOOOPOT», MPHUHIMIBI €ro OpraHu3alud. XapaKTePUCTUKU
JIOKYMEHTOO0O0pOTa

Oranbl  HoKyMeHTooOopoTa. Omepainuu, KOTOpBhIE BBIMONHSAIOTCS TpU  paboTe cC
BXOJIALINMH TOKYMEHTaMHU

Oranbl  HoKyMeHTooOopoTa. Omepainuu, KOTOpPBIE BBIMONHSIOTCS TpU  paboTe cC
UCXOSAIIMMHU JOKYMEHTaMHI

Oranbl TOKYMEHTOOOOpOTa. ONEpaldd, KOTOPbIE BBHIMOIHSIIOTCS C BHYTPEHHUMH
JIOKyMEHTaMu

Perucrpanuss noxkymeHToB, ee Ha3zHaueHue. I[IpaBuia perucrpaluu JOKYMEHTOB.
XapakTepucTUKa COBPEMEHHBIX PETUCTPAalMOHHBIX (opM, cocTaB uHOpManUu U
MOPSIIOK UX 3aIOJTHEHUS.

[TonsiTust «perucTpanus JOKYMEHTOBY», «MHIEKCUPOBAHHE OKYMEHTOB». 3HAu€HUE U
npasuiia GOPMUPOBAHUS UHIEKCOB

3HaueHUEe KOHTPOJIA 3a CPOKaMH HCIIOJTHEHMsI TOKYMEHTOB B allapare yIpaBlIeHUS.
TpebGoBanusI K OpraHU3AMHA KOHTPOJIS MCIIOTHEHUS JOKYMEHTOB B JIEIOMPOU3BOJICTBE.
3aga4v KOHTPOJIBHOM JEATEIBHOCTH.

CpokH UCIHONHEHUS JTOKYMEHTOB. TEXHOJOTusi KOHTPOJs 3a CpPOKaMH HCHOJHEHUS
JIOKYMEHTOB.

3akoHOAaTeNbHAS periiaMeHTAIHs U METOUYECKOe 00eCcTieueHre OPraHu3aluy XpaHEHUS
ToKyMeHTOB B Poccuiickoit @enepanuu.

Opranu3zanusi TEKyIIero XpaHEHUsI JOKYMEHTOB B JEJIONPOU3BOJICTBE OpraHU3AIUMU U
obecreueHrne uxX COXpaHHOCTH

. HOMGHKHaTypa ACJI, €€ HA3HAYCHUC B ACJIIOIIPOU3BOACTBC. BI/II[BI HOMCHKIJIaTyp ACI, UX

ocobeHHocTu. TpeboBaHHS K HOMEHKIAType e, MX 3aKperjieHHe B HOPMAaTHBHO-
METOJAMYECKUX TOKYMEHTaX MEXOTPACIEBOTO ACHCTBUA.

Metoauka coctaBiieHuss HOMEHKIATypsl Aen. [lopsiok odopmieHus, coriiacoBaHusl U
YTBEPKJICHHUSI HOMEHKJIATYpPHhI JIE.

[IpaBuna ¢dopmupoBanusi B Jeida JOKYMEHTOB pa3iMYHBIX BUAOB. [IpuHIMIIBI
CHUCTEMaTH3aluu JOKYMEHTOB BHYTPH €.



24.Ilonartue ‘OKcrepTH3a LEHHOCTH JIOKyMEHTOB”. HopmaTuBHO-MeTOAMYECKHE W
TEOPETUYECKUE OCHOBBI IPOBEACHMS DKCHEPTU3bL. [[pMHIMIBI U KPUTEPUH DKCIEPTU3BI
LIEHHOCTHU JOKYMEHTOB.

25. Opranm3anust pabOTBI MO TPOBEICHUIO AKCIEPTU3BI  IIEHHOCTH JOKYMEHTOB.
JIOKyMEeHTUpOBaHHE JESATEIBHOCTH OSKCHEPTHOW KOMHCCMHM M OQOpMIICHHE ee
pe3yJbTaTOB.

26. Haznauenue onucu nein. Buner onuceit. [IpaBuna cocraBienus u ohopMiIeHUE ONUCH A€l
CTPYKTYPHOTO IMOJPA3ACICHUS.

27. Onepanuu 1o NOAroTOBKE JOKYMEHTOB K IIEpejaue B apXUB OpraHU3aliy.

28. OcHOBHbIE TpeOOBaHUSA K 0(OPMIICHUIO JIe]l IPU UX MOATOTOBKE JUIs MEpeaayd B apXuB
opranuzaiuy. YacTHuHOE U MOJIHOE 0POPMIICHHE.

7. YUYEBHO-METOAUYECKOE U HWH®OPMAIIMOHHOE OBECHEYEHHUE
JAUCHUIIJINHBI

7.1.  Cnucok aumepamypol U UCHOYHUKOG

Ocnosnasn:

Konpmmkuna, T. b, JlenoBbie KOMMYHHUKAIMH, TOKYMEHTOOOOPOT U ACIOIIPOU3BOACTBO
[DnexTponHsbIi pecypc] : yueb. mocodue / T. b. Konsimkuna, . B. lllyctuna. - 2-e usa. ;ucmp.
u pon. - M. : FOpaiit, 2018. - 163 c. - ISBN 978-5-534-07299-0.

Kysuenos, U. H. JlokymeHTanmonHoe odecriedeHre ynpapieHus. JJokyMeHTO000pOT U
JIeNTOTIPOU3BOCTBO [ DIEKTPOHHBIN pecypc] : yUeOHUK U MPAKTUKYM. - 2-€ U3]1. ; TIep. U JOI. -
M. : U3narensctBo HOpaiit, 2016. - 477 c. - (bakanasp. [Ipukinagnoii kypc). - ISBN 978-5-9692-
1655-6. - ISBN 978-5-9916-6701-2: 560.00.

Honoanumenvnan:

lyBanosa, H. H. OcHOBBI 1€10npOoN3BOACTBA. SI3BIK CIIY’)KEOHOTO TOKYMEHTA [ DJIEKTPOHHBIH
pecypc]: yueOHuK u mpakTukyMm. - M.: FOpaiit, 2016. - 375 c. - ISBN 978-5-9916-8355-5 :
560.00.
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[DneKTpOHHBII pecypc]. — M., 2019. — Pexxum JOCTYyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

ZIonOﬂnumeﬂbubte UCMOYHUKU

[Mpukaz Muntpyaa Poccun ot 15.06.2020 N 333u "OO6 yrBepx)aeHun mpodhecCHOHATHLHOTO
craggapra "CHenuajucT MO0 OPraHU3allMOHHOMY M JOKYMEHTallHOHHOMY OOECIEYCHHIO
ynpaBiieHus: opranuzanuei"// [Dnexrponusiii pecypc]. — M., 2021. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc LAW 357714/.

[Ipodeccuonanpupiii  crangapT  «CHenuamucT MO YINPABICHUIO  JIOKYMEHTAIMen
OpraHu3alny, YTBEPXKIEHHBIM MpHKa3oM MHHHCTEpPCTBA TpyJda M COIHAIbHOM 3allUThI
Poccwuiickoit ®enepanuu ot 10.05.2017 Ne 4161 // [Dnexrponusiit pecype]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxaecHuu IlepedHs THUITOBBIX
YIPaBICHUYECKUX apXUBHBIX JOKYMEHTOB, O0Opa3ylomuxcs B IpoLEcce JeATEIbHOCTH
TOCY/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHUS W OpTaHU3alWid, C
yKa3aHueM CpokoB ux xpaHeHus" (3apeructpupoBanHo B Munrocte Poccuu 06.02.2020 N
57449) // [DmeKkTpoHHBII pecype].— M., 2021. Pexum JOCTyTA:
http://www.consultant.ru/document/cons_doc LAW 345020/

[Tpuka3 PocapxuBa ot 11.04.2018 N 43 "OO0 yTBepXICHHH IPUMEPHOTO TIOJOXECHHUS 00
HKCHEepPTHON KoMuccuu opranuzammu” (3aperucrpupoano B Musntocte Poccun 15.06.2018 N
51357) // [OnexTponHbIl pecypc]. —

7.2. Ilepeuens pecypcos uHghopmayuoHHo-meneKOMMYHUKAUUOHKOU cemu «Anmepnem).

Bcepoccuiickoe 001ecTBo 0XpaHbl TaMSATHUKOB HCTOPUU U KYJIBTYPHI - http:// www.voopik.ru/
«KynpTypa.P®» — rymaHuTapHbIi IPOCBETUTENBCKUI MPOEKT, MOCBAILICHHBIN KyJIbType Poccun
- https://www.culture.ru/

CIIC «KoncynbTanT-1umoc» - http://www.consultant.ru/

CIIC «I"apanT» - http://www.garant.ru/

Caiit @enepallbHOTO apXUBHOTO areHTCTBa. JleskuM gocryma: http://www.archives.ru

LleHTp KOMIETEHIIMH IO BOIIPOCaM JIOKYMEHTAIIMOHHOTO 00ecTIeYeH s YIIPaBIEHUS U apXUBHOTO
nena. Jlexxum nocryna: http://www.edou.ru/enc/




Hoctyn B OBC:

000 «dnekTpoHHOe H3aTenbecTBO FOPAMTY.

00O «M3narenbcTBO JIaHbY.

00O «llenTpanbublit KomutekTop 6ubmorek «bBUBKOM».

8. METOAUYECKHUE VYKA3ZAHUA 11O OCBOEHHUIO JUCHUIIJIMHBI
MOAYJIA)

8.1. Ilhanel cemunapckux/ npaKkmuyecKux 3aHamuil
Tema 2. (4u) [{enonpouszeoocmeo ¢ yupesricoenuax Pycckozo 2ocyoapcmea XVI-XVII es.
3adanus:

1.M3yuuts Cynebuuk 1550 r. u CobopHoe ynoxenue 1649 r. [1o 3Tum akTam BBISIBUT:

- CTPYKTYpY OpraHOB rOCYAAapCTBEHHOT'O YIIPABJIEHUS;

- COCTaB M JIOJDKHOCTHBIE 005I3aHHOCTH «CITYKUJIBIX JIFOJIEH».

- HampaBJICHHS periaMeHTaIH padoThI C JOKYMEHTAMH.
2.M3y4nTh cXeMy OpraHU3alMK UCIIOJHEHUS JOKYMEHTOB B IPUKA3HOM JIEJIONPOU3BOJICTBE.
3.Ilpoananu3upoBaTh MEPBUYHBIA KOMIUIEKC AOKYMEHTOB (Ha IpUMeEpe Jefia MO 4YeToOUTHON
Skosa llletunosa B [lomecTHOM NprKa3e) U yACHUTH MOPSI0K (DOPMUPOBAHHUS JIeTIa.

Vxaszauus no evinonnenuio 3a0anuil:

1.M3yuute Cynebuuk 1550 r., CobopHoe ynoxeHue 1649 r. u ysicHUTE CIeayIoIIee:

- COCTaB JIUL «BEPIIUBIINX CY» U JOKYMEHTUPOBABIINUX JEATEILHOCTh CY/1a;

- TIOPSIIOK MOJayM, PACCMOTPEHUS M UCTIOTHEHUS YeIOONTHBIX;

- TOPSAIOK BEJCHUS PETUCTPALIMOHHBIX (POPM JUISL «CYAHBIX ACT;

- OTBETCTBEHHOCTh 3a TMOJAEIKY JOKYMEHTOB M HEIOOPOCOBECTHOE OTHOIICHHE K

JOJKHOCTHBIM 00S13aHHOCTSIM.

2.PaccmoTpuTe cxeMy MpOX0KICHUS ¥ UCIIOJTHEHUS TOKYMEHTOB B IIPHUKa3axX M CAETalTe BBHIBO
0 COCTaBE TEXHOJIOTUYECKUX OMEpaIfil C TOKyMEHTaMU, IPUMEHSBIINUXCS B IPUKA3HON CUCTEME
JIETIONIPOU3BOCTBA.
3.03nakombTech ¢ 1enoM [TomecTHOro npukasa o yenooutHoit Skosa Llletunosa u conocraBbTe
HIOCJICZIOBATEIEHOCTh PACCMOTPEHHS M PEIICHUS BOIPOCa M MOCIEA0BATEIbHOCT PACIIONOKECHUS
JIOKYMEHTOB B Jiesie. Onpenenure KpaiHue aThl 1ejia 1 OCOOCHHOCTH JOKYMEHTUPOBAHHUSL.

Konmponvnvie éonpocoi:
1. Ilepeunciaure 0COOEHHOCTH CHCTEMBI JEIONPONU3BOACTBA B LIEHTPAIBHBIX YUPEKICHUIX
Poccun XVI-XVII BB.
2. HazoBuTe 3aKOHOJATEIHHO PETIAMEHTHPOBAHHBIC OOS3aHHOCTH ''CIYKHJIBIX JIIOoJeh" B
paboTe ¢ TOKyMEHTaMH.
3. Kakue onepauum B paboTe C JOKYMEHTaMH CQOPMHUPOBAINCH B IPUKA3HOM
JIETTONTPOU3BOICTBE?
4. JlaiitTe XapaKTepUCTUKY CTOJOIOBOM (OpPMBI  JETONPOM3BOACTBA KaK TEXHUKU
JOKYMEHTHPOBaHUS U (POPMUPOBAHUS 1€
5. Korpaa Oblna BBeieHa 1 Koraa ObU1a OTMEHEeHa cToJI010Bast hopMa 1eI0npor3BOICTBA?
Chnucox tumepamypol:

beikoBa T.A. JlokymeHTanmoHHOe oOecreuyeHHWe  yOpaBJCHHS  (JETOMPOU3BOJICTBO)
[DnexTpoHHBIi pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-e u3a. nepepad. u



JIO1I. — Mocksa: Hndpa-M, 2018. -304 c. - Pexum JOCTyIa:
http://znanium.com/go.php?id=942800/

Tema 3 (4u) /[{enonpouszeoocmeo ¢ yupesricoenuax Poccuu XVIII e.
3aoanus:

1. Wzyuuts I'eHepanbHbiii perinameHT 1720 r. W BBIIBHUTH OCHOBHBIC TPEOOBaHHS K
OpraHHW3ally  JICTIOTNPOU3BOJICTBA B  KOJJIETUSAX M JOJDKHOCTHBIE — OOS3aHHOCTH
KaHLETSPCKUX CITyXKallKX.

2. H3yuyuTh cXemMy HUCIOIHEHUS JOKYMEHTOB B KOJUICTHSIX.

3. Usyuuts «YdupexnaeHue s yhpaBieHus TyOepHuit» 1775 T., BBISIBUTH OCHOBHBIC
TpeOOBaHUS K OPTaHU3AIIUHU JISTOMPOU3BOICTBA B MECTHBIX YUPEKICHUSIX U JIOTDKHOCTHBIE
00513aHHOCTHU KaHIEISIPCKUX CITYKaIIX

4. N3yuuTh cXeMy MCHOJHEHHUS TOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

[TpoananusupoBath Aen0, chOPMHUPOBAHHOE B MECTHBIX YUPEKICHUSX.

e

Vxaszauus no evinonnenuio 3a0anuil:

N3yuuB «I'enepanbHblil peraamedT 1720 r., yICHUTE CleayIoniee:
1.1 cTpyKTYypy KOJIEruy;

1.2 1OMKHOCTHOM COCTaB KaHUEIAPCKUX CIYKAIHX;

1.3 00s3aHHOCTH KaHIIENSAPCKUX CIyXKaIUX;

1.4 nopsiI0K MOJy4eHUsT JOKYMEHTOB B KOJIJIETHSAX;

1.5 mopsimok paccMOTpeHUs. JOKYMEHTOB B KOJIIIETUSX;

1.6 opranuzanys U TEXHOJIOTUS PETUCTPALUN JOKYMEHTOB;

1.7 moctpoeHue cnpaBo4YHO-NH(POPMALIMOHHOTO aIapaTa;

1.8 cpokH UCTIOTHEHUS TOKYMEHTOB;

1.9 opranuzanuio XpaHeHus: JOKYMEHTOB B KOJUIETUSX.

2./3yunTe cXeMy UCIOJHEHUS JOKYMEHTOB B  KOJUIETHSIX M  BBIIBUTE  COCTaB
JIETIONPOU3BOACTBEHHBIX OTEPALUil.

Nzyuaus "O61ee rydepHckoe yupexaenue " 1775 r., onpenenure:

2.1 cTpyKTYpy KaHIEISAPUH, TODKHOCTHOW COCTaB KAHIENIPCKUX CITyKAIUX, UX O0S3aHHOCTH B
paboTe ¢ TOKyMEHTaMu;

2.2. TEXHOJIOTUIO pabOTHI C JOKYMEHTAMHU:

2.3 nopsAa0K NMepBUYHON 00pabOTKU MOCTYNHUBIIUX JOKYMEHTOB,;

2.4 TEXHONOTHS PETUCTPALMM JOKYMEHTOB: IPUMEHSEMbIE PETUCTPALMOHHBIC (OPMBI, HX
Ha3HauYEHHUE U COCTaB UH(OpMAIIHH;

2.5 MOpAZIOK paCCMOTPEHUS TOKYMEHTOB;

2.6 OPSAAOK UCIIOJIHEHUS JOKYMEHTOB;

2.7 TEXHOJIOTHIO KOHTPOJIA 32 UCIIOJTHEHUEM JOKYMEHTOB;

2.8 NOpsAAOK OTHPABKH IOKYMEHTOB;

2.9 opranu3anuio XpaHeHUs! TOKYMEHTOB B MECTHBIX YUPEKICHHUSX.

3.M3yunte cxemMy HCHOJIHEHUS IOKYMEHTOB B MECTHBIX YUPEXKJIECHUSX M BBIIBUTE COCTaB
ACJIOMPOU3BOJACTBCHHBIX onepaunﬁ.

4. Paccmotpute nena MecTHbIX yupexaeHuir XVIII B., oOpatute BHUMaHWe Ha 0GOpMIICHHE
00JIOKKH JIea, COCTaB IOKYMEHTOB JIeNa, MOCIE0BATeIbHOCTh UX PACIIONIOKECHHUS, TTOPSIIOK U
CPOKH PacCMOTPEHHUS JOKYMEHTOB, YSCHUTE MPUHIUIIBI (OPMUPOBAHUS JIE.

KOHmpOJZbele eonpocwol.



1. CpaBHHTE cuCTEMY ITPUKA3HOTO U KOJUIEKCKOTO JINIONPOU3BOICTBA, 00BSICHUTE Hanboiee
XapaKTepHbIE OTIINYHS.

2. Tlepeuncnute HOBBIE IEIONPOU3BOJICTBEHHBIC ONEPALMU, BOZHHUKIINE B YUPEKICHHUIX
XVIII B.

3. Tlepeuncnure 00I3aHHOCTHU JICIOMPOU3BOJCTBEHHOM CITYKObI 110 MOATOTOBKE JOKYMEHTOB
K apXMBHOMY XpaHeHHIO (110 3akoHy 1775 1.).

4. Ha3oBuTe 3aKOHOAATENBHBIM aKT, KOTOPHIM BIIEPBBIE ObUI OMPEAETICH CPOK XpaHEHUs
JOKYMEHTOB B TEKYIIEM JEIONPON3BOICTBE (JI0 C/1a4l TOKYMEHTOB B apXHUB).

5. Ha3zoBwute XxapakTepHbIC Ye€PThl CUCTEMbI PETUCTPALIMH JOKYMEHTOB B KOJIICTUSX.

Cnucok rumepamypuol:

beikoBa T.A. JlokymeHTanmoHHOe  oOecriedyeHHWEe  yOpaBJICHHS  (JETONPOU3BOICTBO)
[DnexTpoHHBIi pecypc]; yueOHoe mocobue/ T.A. beikoa, T.B. Ky3nenona. -2-¢ u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexxum JOCTyMa:
http://znanium.com/go.php?1d=942800/

Tema 4 (4u) /enonpouszsoocmeo 6 yupexncoenuax XIX - nau. XX 6.

3aoanus:

1. HUzyuuts "O6miee yupexaeHue MUHUCTEpCTB" 1811 1. ¥ ysICHUTH OCHOBHBIE TPEOOBAHUS
K OpraHu3aluy JIeJ0NpPOU3BOICTBA B IEHTPAIBHBIX YUPEIKICHHUSIX, a TAKKE JOKHOCTHBIE
0053aHHOCTH KaHIEIIPCKUX YNHOBHUKOB.

2. TIpoananusupoBaTh 0COOCHHOCTH (OpMHUPOBaHHUS A€ B yupexaeHusax XIX - nau. XX B.

3. N3yuuts "llosoxkeHre 0 MUCHMOBOJICTBE M JICJIONPOU3BOACTBE B BOGHHOM BEIOMCTBE"
1911 r. u BBISIBUTH OCHOBHBIE HANPaBJICHUS pPallMOHAIN3ALNHN AETONPOU3BOICTBA.

4. Uzyuuth cxemy ucnojHeHus NokymMeHTOB B Kanuenspuum Ilomeuutenss MOCKOBCKOTO
y4eOHOTO OKpyTa.

5. OsnakomuTthcs ¢ fokymeHTamu Kannenspuu [TormeunTenst MOCKOBCKOTO y4eOHOTO OKpyTa
Y BBISIBUTDH 3JIEMEHTHI PAllMOHATU3ALMH MPOIECCa UX UCTIOTHEHUS.

Ykazanus no evinonnenuio 3a0anuii:

Nzyuaus "O61mee yupexxaenne munuctepets” 1811 r., onpenenute cienyromiee:

1.1 opranM3allMOHHYIO CTPYKTYpy MUHUCTEPCTBA;

1.2 CTpYKTYypy OEIOMPOU3BOJICTBEHHON CITYKOBI;

1.3. opranuzanuio JOKyMEHTO00O0pOTa:

1.3.1. nopsaok nocTymieHust JOKyMeHToB: B Kanuenspruto MuHUCTpa; B JenapTaMEHTHI;

1.3.2. opraHM3anuio JBH)KEHUS JOKYMEHTOB, HAIPABICHHBIX B KAHLEIAPUIO MHHUCTPA; B
Henaprament; B CoBeT MHHHCTpa: B o0Ilee NpuUCyTCTBHE jaenapramenta; B OcoOble
YCTaQHOBJICHMUSI,

1.3.4n0pA 10K UCTIOTHEHUS JOKYMEHTOB: B KaHLenspuu MUHUCTpa; B JlemaprameHTax;

1.2 opranuzanuio ¥ TEXHOJIOTHIO PETUCTPALINH;

1.3. opranu3zaiuio KOHTPOJISA 32 UCTIOJTHEHUEM JJOKYMEHTOB (PEBU3HS);

1.4. mopsimox hopMupoBaHUS JIET;

1.5. opranu3zanuio XxpaHeHus JOKYMEHTOB;

1.6. Ha3HaUEHUE OTYETOB.

2.03HaKkoMbTeCh ¢ aenamu yupexaeHuil XIX B., obparure BHUMaHHE Ha 0(opMIIEHUE O00JIOKKH
Jiefla, COCTaB JIOKYMEHTOB JieJla, IOCJIEJOBATENbHOCTh MX PACHOJOXKEHMS, MOPAIOK U CPOK
paccMOTpEHMS TOKYMEHTOB.

3.13yuute "[lonoxkeHrne 0 MUCbMOBOJICTBE U AEJOMPOU3BOJICTBE B BOeHHOM BegomcTBe" 1911 1.
U o0paTuTe BHUMaHUE Ha:

3.1. pernamMeHTaIIO IPUMEHSEMBIX BUJIOB IOKYMEHTOB;



3.2. ynopsiioueHue MpaBUI COCTABICHUS U 0(OPMIICHUS TOKYMEHTOB;

3.3.pernamMeHTaIuIo CpaBOYHO-UHPOPMAITMOHHOTO (HOH/IA;

3.4.MexaHU3aLuUI0 JeI0IPOU3BO/ICTB;

3.5.0pranu3zaiuio onepaTuBHOTO U apXUBHOI'O XpPaHEHHS TOKYMEHTOB.

Ha ocHOoBe paccMoTpeHus NEpEeurcCIEHHBIX BOMPOCOB ClIEJAaNWTE BBIBOJ O HAMpPaBICHUSIX
palMoHaIu3aluy JAeJI0NPOU3BOICTBA B BOEHHOM BEJJOMCTBE.

4. Ilpoananu3upyiite cxeMy opraHuzauuu aenonpousBojactBa B Kanmenspuu IloneuunTens
MockoBcKkOoro y4eOHOTO OKpyra M caenaiTe BBIBOJ O CHOC0O0ax palMOHAIM3alMHd STaIoB
WCIIOJIHEHUS IOKYMEHTOB U MOATOTOBKH OTBETHOI'O JOKYMEHTA B 3TOM YUPEKICHUU.

5. OsnakombTech ¢ Koyuteknuei qokymenToB Kannenspuu [loneuntens MockoBcKOro yaeOHOTO
OKpyTra, oOpaiias BHUMaHHE Ha!

- DJIEMEHTHI MEXaHU3UPOBAHHOW 00PAaOOTKH TOKYMEHTOB (CIIOCOOBI TOMETOK O TIOJTYYCHHH,
HAIPaBJICHUU HA UCIIOJIHEHUE U HCIIOJTHEHUU JOKYMEHTOB);

- XapakTep pe30IOLHil;

- cmocoObI COCTABIICHUS MTPOEKTA JOKYMEHTA;

- DJIEMEHTHl YHU(PHUKAIIUN TeKCTa JOKYMEHTA;

- BUBI OJJAHKOB M CIIOCOOBI UX H3TOTOBIICHUS.
Crnenaiite BbIBOA 00 OCHOBHBIX M BCIIOMOTAaTENbHBIX HANpPABICHUSX pallOHATH3AIUN

MIPOLIECCOB PACCMOTPEHHS M UCTIOJIHEHHUSI IOKYMEHTOB.

Koumponvhvie onpochwi:
CpaBHuTe cucTeMy KOJUIEKCKOIO 1 MUHUCTEPCKOTO (MCIOJHUTENBHOI0) IEI0MPOU3BOJICTBA,
00BsICHUTE HanbosIee XapakTepHbIe OTIUYHSL.

1. Kak pa3BuBanach CTpyKTypa JEJIOMPOU3BOJICTBEHHOM CIIY)kKObI MHHHCTEPCTBA B IEPBOU

nojoBuHe XIX B., UeM OHA OTIMYANach OT KOJJICKCKOM?

2. HazoBute ocHOBHBIE TPeOOBaHUS K OpraHU3aIMHU JTOKYMEHTOO00pOTa B MUHUCTEPCTBAX
XIX B. Ha xakue OCHOBHbIE JIOKYMEHTOIIOTOKH pPa3le/UINCh JIOKYMEHTHI B
MHUHHUCTEPCTBAX?

HazoBuTe xapakTepHble YepThl CUCTEMbI PETHUCTPALIUH IOKYMEHTOB B MUHUCTEPCTBAX ?

4. B kako# ¢opme OCYyIIEeCTBIISUICS KOHTPOJIb 32 HCIIOJHEHHWEM JOKYMEHTOB B CHCTEME
MHUHHCTEPCKOTO JIEJIONPOU3BOICTBA?

5. HazoBute 0COOEHHOCTHM OpraHU3allMd XpaHEHHUS [IOKYMEHTOB B JIEJIONPOU3BOJICTBE
MUHHUCTEPCTB.

6. HazoBute HampaBiieHUs U CIOCOOBI pallMOHATIN3AUH I€JIONPOU3BOICTBA B YUPEKICHHIX
XIX - Hau. XX B.

(98]

Cnucok 1umepamypbi:
beikoBa T.A. JlokymeHTanmoHHOe  oOecreueHHWe  yOpaBJCHHS  (JETOMPOU3BOJICTBO)
[DnexTpoHHBIi pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexxum JOCTyMa:
http://znanium.com/go.php?1d=942800/

[IpakTuyeckas padora 1.
CpaBHUTEJbHASI XapaAKTEPUCTHKA OPraHU3alMH U TEXHOJIOTHH 1eJIONPOU3BO/ICTBA B
Poccun ¢ XV no XIX Beka

Llens paGoThI:
a) IpoaHaJIM3UPOBATh MO 33JaHHBIM TapamMeTpaM OCOOEHHOCTH OpraHM3allMd M TEXHOJOTHH
JIEJIONPOU3BO/CTBA B PA3JINYHbIE HCTOPUYECKUE NIEPUO/BI;
0) 3aKpenuTh 3HAHHS [0 TeMe «/[enonpon3BOACTBO B 1OPEBOMIOLMOHHOM Poccum.
[TocnemoBaTeIbHOCTH pabOTHI:
Ha ocHoBaHMM IOJIyY€HHBIX 3HAaHUI B XOJE JIEKIMOHHBIX M IPAKTHUECKUX 3aHATHU
CTYAEHTaM IpeUIaraeTcs 3alojJHUTh CBOJHYIO TaOJIHILy U CAETIaTh COOTBETCTBYIOILNE BHIBO/IBI.



3anonauTe rpadbl MPeACTaBISHHON TaOIUIIBL.
CpaBHHTENBbHAS XapaKTEPUCTUKA OPTaHU3AIMH U TEXHOJIOTHHU JCJIOMPOU3BOJICTBA B
JIOPEBOIIOLIMOHHON Poccun

Ne [Tapamerpsr mus «IIpuxasznoe» «Komnexckoe» | «MuHHCTEPCKOE»
n/n XapaKTePUCTUKU JEJIONPOU3BOICT | IENOMPOU3BOJC | JEIONPOU3BOICTBO
BO TBO XIX B.
XV-XVII BB. XVIII B.
1 [IpuHLIMN ynpaBieHus U

TOPSITOK TIPUHSATHS
pemrenuii. O6mue
0COOCHHOCTH
JIEJIONPOU3BOJICTBA

2 OcHOBHBIE
3aKOHOOATCIIBHBIC
JIOKYMEHTBI, OTIPEICIISIONINE
MOPSIIOK JIETIONPOU3BOJICTBA

3 CTpyKTypHBIE
nojpasjiejiecHrue, OTBEYaBIIIEe
3a JIeNIONPOU3BOJICTBO BO
HOCHTPAJIbHBIX OpraHax
BJIACTH, UX CTPYKTYpa U
YIIpaBJICHHUE

4 JlomKHOCTHOM cocTaB
CJIy’KallluXx, OTBCUABIINX 34
JIETIOTPOU3BOJICTBO B
OopraHax BJIaCTHU, UX

byHKIUHA

5 Bunosoii coctas
JTIOKYMEHTOB TOXH

6 Oransl paboThI C
JOKYMEHTaMHU

7 [IpaBuna perucrpanuu
JAOKYMCHTOB, BU/JIbI
PErUCTPAIIMOHHBIX (OPM U
VX Ha3HAUCHUE

8 KonTposb 3a ucnonnenue
JOKYMEHTOB:
OTBETCTBEHHBIE JIUIA U
MOPSIIOK €Tr0 MPOBEJICHUS

Cnucok 1umepamypbi:

beikoBa T.A. JlokymeHTanumoHHOe  oOecreuyeHHWe  yOpaBJCHHS  (JETOMPOU3BOJICTBO)
[DnexTpoHHBIi pecypc]; yueOHoe mocobue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexxum JOCTyMa:
http://znanium.com/go.php?1d=942800/

Mamepuanbro-mexnuueckoe obecneyenue 3aHAmMusL:
I'enepanbubiil perinament 1720 .
O6mee rydbepHckoe yupexaenue 1775r.
Ob6mmee yupexxaenne muauctepcts 1811r.

[TpakTrueckas padora 2



Ananu3 conep:xaHusi « ENMHOI rocyiapcTBeHHO# CHCTEMBbI 1eJIONPOU3BOACTBAY U
«[ocymapcTBeHHOM CHCTEMbI JOKYMEHTAIMOHHOTO 00ecriedeHUusl yIpaBIeHUusD»

Henppaboter: mpoananuszupoBath EI'CH u I'CHOY ¢ TOukM 3peHUS COACpNKAHHUSI H
BBISIBUTH, KAKH€ aCMEKTHI JEJIONPOU3BOICTBA PETYIHUPOBAINUCH JAaHHBIMU JOKYMEHTAMH;

[TocnenoBarenbHOCTH pabOTHI:

CrynenTtsl 3HaKomsTes ¢ coaepskannem EI'CI] u 'CIOY .Onpenenstor HazHaueHue, chepy
NPUMEHEHHUS, CTPYKTYPY M OCHOBHBIE pPa3JI€iblIOKYMEHTOB. AHAIU3UPYIOT COJAEpKAHUE
pa3zeNioB U 3aMOJIHAIOT CPABHUTENbHYIO TAOIHILY.

O6mme n otimmuntenbhabie yepThl EI'CJl u T'CIIOY

XapaKkTeprcThKa EI'CJI | ['CJI0Y
1. Obume yepThl
2. OTAMYUTENBHBIE YEPTHI ‘

Cnucok 1umepamypbi:

beikoBa T.A. JlokymeHTannmoHHOe  oOecredyeHHWe  yOpaBJCHHS  (JETOMPOU3BOJICTBO)
[DnexTpoHHBIi pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?1d=942800/
MarepuaabHO-TEXHHUECKOE 00ECTICYCHNE 3aHATHS:

Pazgen 2 OpraHusanusi 1 TEXHOJIOTHUSI JTOKYMEHTALMOHHOIO oOecredyeHusi yNpaBJIeHUSA
Poccuiickoit ®enepanuu

[IpakTuueckas padora 3
HopmaTtuBHoO-MeTOAMYeCKAas 0a3a 1eJ10NPOU3BOACTBA

Lenb paGoThI: aHATM3 COBPEMEHHOM HOPMAaTHUBHO-IIPABOBOM 0a3bl MO JIEIONPOU3BOJICTBY
B IIJIAHE €€ CTPYKTYPBI U COJIEPHKAHUS.

[TocnenoBarenbHOCTH PabOTHI:

1.Mcnone3ys wuHbOpMaMOHHO-TIPaBOBY0 0a3y «KoncynsTanT Ilmoc», CTymeHTHI
BBISIBJISIIOT MPABOBBIE AKThl U KOHKPETHBIE CTAaThbM B HHUX, Kacalolluecs B IIEJIOM IIPOLIECCOB
nokyMmeHTupoBanus B Poccuiickoit denepanmm.

2.Ilony4yeHHbIE JaHHBIC BHOCITCS B TAONHILy, COOJIIO/Ias MEPAPXUI0 TIPABOBHIX aKTOB B
Poccuiickoit denepanuy v BHYTPY Ka) 0¥ TPyl aKTOB - XPOHOJIOTHIO.

Ha3zBanue HOpMaTUBHO-IIPABOBOIO AKTA, Nocrareu | Conepxanue cTaTbu
€ro JaTa 1 HoMep

Cnucox numepamypbi:

beikoBa T.A. JIOKyMEHTAaIlMOHHOE  OOECIEYCHHWE  YIpaBICHUS  (IEIOMPOU3BOJICTBO)
[DnexTpoHHEbI pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernoga. -2-e u3a. nepepab. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTYyIIa:
http://znanium.com/go.php?1d=942800/
MartepuaabHO-TEXHHUECKOE 00eCTICUCHIE 3aHsTHSI:

Mamepuanbro-mexnuyeckoe obecneyerue 3aHAmMus.
COOopHUK 3aKOHOJATENBHBIX aKTOB 1O Aenonpon3BoaAcTBy (1917-1970):

Tema 7. (4u) Opzanuzayus cayxcovt 0eJ10npPoU3600cmea



3aoanus:

1. U3yunths TpeOoBaHMS AECHCTBYIOUIMX HOPMAaTHUBHBIX aKTOB U HOPMAaTHBHO-
METOAMYECKHX JIOKYMEHTOB K OPraHU3allUuH, CTPYKTYPE U GYHKIHUSAM CITY>KOBI
JIEI0NPOU3BO/ICTBA.

2. Ilpoananmu3upoBaTh OpPraHU3AIUIO0 CIYXKOBI JEIOMPOU3BOJICTBA B YCIOBHOU
OpraHMU3aIH U BBIIBUTH €€ OCOOCHHOCTH.

3. IloarotoBuTh CXe€My OpPraHM3aALMOHHON CTPYKTYpBI AEIONPOW3BOJACTBEHHOMN
CIIy’)KOBl B YCIIOBHOM OpraHH3aIHH.

4. Paspaborats [lonoxenue o ciry:x0e AeT0pOU3BOICTBA YCIOBHON OpraHU3aIiH.

Pa3paboTarh HOIKHOCTHBIE HHCTPYKIIMHA PAOOTHUKAM CITY>KOBI JIeIONPOU3BOICTBA

YCJIOBHOW OpraHu3aluu.

e

Vxaszauus no evinonnenuio 3a0anuil:

1. M3yuuTe KpaTKyro XapaKTEpUCTUKY JEATEIbHOCTH YCIOBHON OpraHU3ally,

BBISICHUTE OCOOCHHOCTH OPTaHU3aIMH JeIONPON3BOACTBEHHON CITYKOBI, ee
HECOOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSIM I10 CTATYCY, HOJYMHEHHOCTH,
HaNMMEHOBAHUSIM CTPYKTYPHBIX YacTEeH, UX COCTaBY. APryMEHTUPYHTE OTBET.

2. TloaroToBbTe CXeMy OpTraHU3AIMOHHOW CTPYKTYPHI CIIYKOBI JEIOMPOU3BOICTBA
YCIIOBHOH OpraHu3anuu, 3aQuKCUPyNHTE MOAYNHEHHOCTD CIIY>KO U CTPYKTYPHBIX
noapasneneHuil. s Kaxx10ro CTpyKTYPHOTO MOApa3AeeHNUs U y9acTKa CIIy>KObI
JIEJIONPOU3BOJICTBA HAa cXeMe (PUKCUpyeTCs BUI MOAYUHEHHOCTH (TIpsiMast
aJMMUHHUCTpATUBHAs WK MeToandeckas). O0ocHyliTe HAUMEHOBAHUE U
MNOJYMHEHHOCTD KaXk/10I0 CTPYKTYpPHOTO MOAPAa3IEICHHUSL.

3. Ha ocnoe IIpumepHOro mosoxxeHust o ciayx0e 1eI0mponu3BOICTBa pa3padoTaiiTe
CTPYKTYpy TekcTa [lonoxkenus o ciry:x0e Jenonpon3BoCTBa YCIOBHOM
opranu3anuu. TeKCT MOJI0KEHUs JOJHKEH COIepKaTh KOHKPETHbIE (OPMYIUPOBKU
3ama4, GyHKIUH, TTpaB, 003aHHOCTEH M B3aMMOOTHOIIICHUH CcITyK0bI. CrenyeT
oopmuTts Ilonoxenue Ha ob1ieM OJIaHKe, ONPEETUTh OPSIIOK €ro COTIAaCOBAHUS U
YTBEPXKICHHS (COCTaB CTPYKTYPHBIX MO/Ipa3AeiIeHUN 1 JODKHOCTD PYKOBOJUTEII,
YTBEPKAAIOIIETO JOKYMEHT). APryMEHTUPYITE CBOU MPEIIOKEHHS 110 TIPOEKTY
[TonoxeHnns.

4. PazpaboraiiTe NODKHOCTHBIE HWHCTPYKITMH Ha BECh JOJDKHOCTHOM

COCTaB JIETIONPOM3BOICTBEHHOM CITyObI YCIIOBHON opranuzamuu. Ha
OCHOBE IOJTyYEHHBIX MHAUBHUIYaJIbHBIX 3aJJaHUIl pa3paboTaiiTe CTpYKTypy TEKCTa U
COCTaB pa3ZieNioB JOLKHOCTHOM HHCTpYKIMU. OOpaTtuTe BHUMaHUE, YTO MIPU
(bopMyITHUPOBKE JOIKHOCTHBIX 0053aHHOCTEN COTPYIHUKOB, CIIEYET COIIacoBaTh UX C
OCHOBHBIMHM 3a/1a4aMi 1 QYHKIMSIMH CITY>KOBI (T.€. ¢ TekctoM [lonmoxxenust). B paznene
"B3anMooTHOIICHUSI, CBSI3U" CIIEIYET 3aKPENHUTh B3aUMOICHCTBHS paOOTHUKOB CITY)KOBI
Y MX CBSA3HM HA YPOBHE MPEACTABICHUS JOKYMEHTOB.

Koumponvnvie sonpocwi:

1. Tlepeuncnure CTPYKTYpHBIE YaCTU CIYKOBI 1€IOMPOU3BOICTBA B OpPraHU3aLUAX
Pa3IUYHBIX YPOBHEHN YIIpaBlICHUS.

2. Tlepeuncnure NEHCTBYIOLIME JOKYMEHTHI, ONpEACISAIOMINE 3aJaud U (QYHKUUU
CITY>OBI JISIIONTPOU3BO/ICTBA.

3. HazoBurte TpeOoBaHHMS K CTPYKType W coctaBy uH(popmanuu [lomoxxenus o
ciyx0e JIeTonpou3BOICTBA; JOIKHOCTHOW HHCTPYKIIUH.

Chnucox rumepamypul:

[lpaBuia  JeNONpPOM3BOJICTBA B  TOCYHAapCTBEHHBIX  OpraHax, OpraHax MeECTHOTO
camoyrmpasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnexktTpoHHslii pecypc].



— M., 2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHIAlMUW MO pa3pabOTKe HHCTPYKUUH IO JAEJIONpPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOIrO camoymnpasieHus, yTB. [Ipukasom Pocapxusa
oT 24.12.2020 Ne 199 // [DOnextponnslii pecypc]. — M., 2021. — Pexum noctyna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass UHCTPYKIMS 1O JEIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpPraHU3AIMIX, YTB.
[Tpuxazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnexkrponnsiit pecypc]. — M., 2019. Pexxum
nocrtyna: http://www.consultant.ru/document/cons doc LAW 305137/.

I'oCT P 7.0.97-2016. Hanumonanenelii crtanzapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapTOB o MHpopManuu, OMOIUOTEYHOMY U M3JaTeNnbCcKoMy aeny. OpraHu3aluoHHO-
pacropsauTenbHas JOKyMeHTauus. 1peboBaHuss K O(OPMICHHIO JTOKYMEHTOB //
[DneKTpOHHBIN pecypc]. — M., 2019. Pexxum JOCTyna:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.

I'OCT P HUCO 15489-1-2019 HammonaneHbléi cranmapt Pocculickoit ®enepanum.
Cuctema craHmapToB 10 WHPOPMAIMH, OHOIMOTEYHOMY U M3JIaTEIBLCKOMY JIENy.
Wndpopman3us u gokymeHtanusi. YmpamieHue paokymentamu. Yacte 1. Ilonarus u
npuHIMnel.  // [OnekrpoHHbI pecypc]. — M., 2021. Pexum goctyma: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ .

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO M apXUBHOE Aen0. TepMUHBI M ONpeAeNeHUus. -
[DnekTpoHHbIpecypc]. -M., 2019. Pexxum pocryna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Ipukaz MunkynbTypel Poccum ot 31.03.2015 Ne 526 «O0 yTBepX)ACHUU TIPABUI
OpraHu3alluy XpaHEHUs, KOMIIJICKTOBAHUS, yUeTa U UCIIOJIb30BaHUS JOKYMEHTOB APXUBHOTO
donmga Poccuiickoit dDexepanuu W APYTUX apXMBHBIX JIOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BIACTH, OpraHax MECTHOTO CaMOYNpABJICHUS M OpraHuzauusx» //
[DneKTpOHHBIN pecypc]. — M., 2019. — Pexxum JOCTyMa:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpuka3z Muntpyna Poccum ot 15.06.2020 N 333u "O6 yTBepKaeHUU TPO(PECCHOHATEHOTO
crangapra "CoenuanucT MO OpraHu3allMOHHOMY M JOKYMEHTAallMOHHOMY O0ecredeHUIo
yrnpaBieHus: opranuzaiueit’// [DmektponHbiii pecypc]. — M., 2021. — Pexxum npocryma:
http://www.consultant.ru/document/cons_doc LAW_357714/.

[Ipodpeccuonanpupiii  crangapT  «CHenuamucT MO  YINPaBICHUIO  JOKyMEHTAIHen
OpraHu3alu», YTBEPKIACHHbIM MpHUKa3oM MHUHHUCTEPCTBA Tpylda H  COIMAJIbHOU
3aIUTHI

Poccuiickoit ®eneparuu ot 10.05.2017 Ne 416H // [DnexkrponHsIid pecypc]. — M., 2019. —
Pexxum moctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokymMeHTallMOHHOE OOecledeHne YIpaBlieHUs (JEeTOMPOU3BOICTBO)
[DnexTpoHHBIH pecypc]; yaeonoe mocodue/ T.A. brikosa, T.B. Ky3nerona. -2-e u3z. mepepao.
u gom. — MockBa: Hudpa-M, 2018. -304 c. — Pexum  jgocryna:
http://znanium.com/go.php?id=942800/

Tema 8. (4u) Opzanuzayusn 00Kymenmooodopoma
3aoanus:

1. M3yuuTh COBpeMEeHHBIE TPEOOBAHUS K OPraHU3alU JOKYMEHTO000pOTa B
OpraHM3aIMIX, YUPSKICHUIX U Ha MPEATPUATHUSAX.

2. W3yuuTh ¥ IpOaHATU3UPOBATH OPTraHU3AIMIO IOKYMEHTOO00POTA B YCIOBHOM
OpraHu3aIum.

3. U3yuuTh KpaTKyr0 XapaKTepUCTUKY IEATEIIbHOCTHU IIEHTPAJILHOTO anmnapara
YCIIOBHOM OpraHU3alliu U COCTaBUTH OMEPOrpaMMBbl JBUKEHUS BXOISIIEH,
UCXOJAIIEH U BHYTPEHHEN JOKYMEHTALUH.

4. Tlopcuurtarh 06EM JOKYMEHTOOOOPOTA YCIOBHOM OpraHU3aIiy 3a TO/1.



Vkazanusa no evinoanenuro 3aoanuil:

1. W3yunte IlpaBuna nenonpous3BOJACTBa B TOCYJApPCTBEHHBIX OpraHax, OpraHax
MECTHOI0 caMmoymnpasieHus, yrB. llpukazom Pocapxua ot 22.05.2019 Ne 71;
MeTtoauueckie peKoOMeHIaK o pa3paboTKe HHCTPYKIIUI MO JE€TIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOI'O caMmoylpaBieHus, yTB. lIpukasom
PocapxuBa ot 24.12.2020 Ne 199; [TpuMepHyt0 HHCTPYKIHIO MO I€IOMPOU3BOICTBY B
rocyaapcTBeHHbIX opranu3zanusax (yrB. IIpukaszom Pocapxua ot 11.04.2018 Ne 44.
Crnenaiite BBIBOA O CTENEHH pETJIAMEHTAllMM B HOPMATHBHBIX JOKYMEHTaX OOIIMX
NPUHIUIIOB OpPraHU3ally JOKYMEHTO000pOTa, MPaBMWII MPOXOKICHUS JOKYMEHTOB,
METOJUKHU MOJICYeTa JOKYMEHTO000pOTa.

2. Ha npumepe onucanus J0KyMEHTOOO0POTa YCIOBHOM OpraHU3aluu BBISIBUTE €T0O
0COOEHHOCTH U OTIPEeNIeINTE HECOOTBETCTBUE OPraHU3aIMH JJOKYMEHTO000pOTa B
JAHHOW OpraHu3aly TPeOOBAaHUSIM HOPMATUBHBIX JOKYMEHTOB.

3. CocTaBbTe OneporpaMMbl JBHKEHUS IOKYMEHTOB B YCJIOBHOW opraHusanuu. s
3TOTO ONPEJEIUTE COCTAB JOHKHOCTHBIX JIUI, YIaCTBYIOIIUX B 00paboTKe 1
HCIIOJTHEHUH IOKYMEHTOB; MOCIIE0BaTEIbHOCTh Onepaluii no oopadoTke
JIOKYMEHTOB; U3YUYUTE CXEMBbI IBUKEHUS JOKYMEHTOIIOTOKOB B YCIIOBHOM
OpraHH3aI1H.

4. Omneporpamma JBHKEHUS BXOJAUINX JOKYMEHTOB JIOJIKHA OTPA3UTh IEPEMEILIEHUS
JOKYMEHTOB OT MOMEHTa IIpHeMa 110 MOALIMBKU UX B JIEJ0 NIOCIIE 3aBEPILICHUS
UCIIOJTHEHUSI.

5. OmeporpaMma HUCXOISIIUX JTOKYMEHTOB [IOJDKHA OTPa3UTh MEpeMeleHUs
JIOKYMEHTOB OT MOMEHTA MOJArOTOBKU MX MPOEKTOB J0 OTIPABKU U3 YUPEKICHUS.

6. OmeporpamMMa IBUKEHHSI BHYTPEHHUX JTIOKYMEHTOB (Ha IMpHUMeEpe NMpHKa3a) JO0JKHA
OTpa3UTh NEPEMELIEHHS] JOKYMEHTOB OT MOMEHTA ITOATOTOBKH IIPOEKTA JOKYMEHTA /10
MOJIINBKHU B JIEIIO.

7. W3yuuB cocTaB U KOJMYECTBO MOJIYYEHHBIX, OTIPABICHHBIX U BHYTPEHHHUX
JOKYMEHTOB YCIIOBHOM OpraHU3aliH, OACYUTalTe 00beM ee JOKYMEHTO000poTa 3a
rO/I.

KOHmpOJZbele 60npocsl.

1. JlaiiTe ompeneneHue MOHATHS «TOKYMEHTOOO0POTY.
2. TlepeuncnuTe OCHOBHBIE TPEOOBAHUS K OpraHU3aIUU JOKYMEHTO000pOTa B
OpraHu3alUsX.
3. Tlepeuncnute mpaBuia ydera JOKYMEHTOOOOPOTA.
4. Ha3zoBute TpeOOBaHMS K MPOXOXKICHHUIO U UCIIOTHEHHUIO BXOISIINUX IOKYMEHTOB.
5. Hazosure sTansl NpOX0KACHUS U UCTIOJHEHHUS HCXOIAIINUX U BHYTPEHHUX JOKYMEHTOB.
6. llepeuncnure nmpaBuia nepesayu J0KYMEHTOB BHYTPH YUPEXKICHUS.
Cnucok numepamypol.

[MpaBuia jgenompou3BOACTBA B TOCYNApCTBEHHBIX — OpraHax, OpraHax MECTHOTO
camoyrmpasinenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [QnexkTpoHHbIi pecypce].
— M., 2021. — Pexxum noctyna: http:// https://base.garant.ru/72291836/.

Meromuueckie pPEeKOMEHAAUH MO pPa3pabOTKe HMHCTPYKLIUH [0 JEIONPOHM3BOACTBY B
TOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO camoynpasieHus, yTB. [Ipukazom Pocapxusa
oT 24.12.2020 Ne 199 // [Dnextponnslii pecypc]. — M., 2021. — Pexxum noctyna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[MpumepHass UHCTPYKIHSI MO JIEIONPOU3BOJCTBY B TOCYJapCTBEHHBIX OpPraHU3AIMsX, YTB.



IMpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnextponHsiii pecypc]. — M., 2019. Pexum

noctyna: http://www.consultant.ru/document/cons doc LAW 305137/.

I'oCT P 7.0.97-2016. Hanumonanenelii crtannapt Poccuiickoit @enepauuu. Cucrema
CTaHJapTOB o MHpoOpManuu, OMOIUOTEYHOMY U M3JAaTeNbCcKoMy aeny. OpraHu3aluoHHO-
pacriopsauTenbHas JOKyMeHTanus. TpeboBaHuss K O(OpPMIICHHIO JTOKYMEHTOB //
[DneKTpOHHBII pecypcl— M., 2019. Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P UCO 15489-1-2019 Hauuonanensiii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB MO WHGOpMAIU, OMOIMOTEYHOMY M H3nareiabckoMy neny. Madopman3us u
JOKyMEHTanusl. YmpaBieHue pokymeHtamu. Yacte 1. ITloHstTs u mnpuHOMIbL. //
[D51eKTpOHHBIN pecypcl]. - M., 2021. Pexum JOCTYyMaA:
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [enonpou3BOACTBO U apXWMBHOE JeN0. TepMUHBI U OINpeAesiCHHUs. -
[DnekTpoHHbIpecypc].- M., 2019. Pexxum pocryna:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

[Ipukaz MunkynbTypel Poccum ot 31.03.2015 Ne 526 «O06 yTBepkKIACHUH TMPaBIII
OpTraHHU3aINH XPAHECHUS, KOMIUIEKTOBAHUS, YI€Ta U HCIIOIH30BaHMS TJOKYMEHTOB APXUBHOTO
donga Poccuiickoit ®Pexepanwi W APYTHX AapXUBHBIX JIOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BIACTH, OpraHax MECTHOTO CaMOYNpABJICHUS M OpraHuzauusx» //
[DneKTpOHHBIN pecypc]. — M., 2019. — Pexxum JOCTyma:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

Jlonoanumensnule UCHOYHUKU

[Tpuka3z Muntpyna Poccun ot 15.06.2020 N 333u "O6 yTBepx)aeHUU TPO(HECCHOHATEHOTO
crangapra "CroenuaiucT 1O OPraHM3alMOHHOMY M JOKYMEHTAI[MOHHOMY OOECIICYCHMIO
yIpaBiIeHHs opraHuzanuent'"// [DnekTponHnslii pecypc].— M., 2021, — Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_357714/.

[TocranoBnenue IlpaButensctBa PD ot 15.06.2009 Ne 477 «O6 yrBepxknenun IIpaBun
JIeTIOTIPOU3BOICTBAa B (pellepalbHBIX OpraHax MCIOJIHUTENBbHOW BiacTwy// [DNEeKTPOHHBIN
pecypc].- M., 2019.-Pexxum noctyma:
http://www.consultant.ru/document/cons doc LAW_88695/.

[ToctanoBnenue IIpaButenbctBa PO ot 25.12.2014 Ne 1494 “O06 yTBepX ACHUH MPaBIII
oOMEHa JIOKyMEHTaMH B DJEKTPOHHOM BHUJAE IPH OpraHu3alud HHGOPMAIIHOHHOTO
B3aUMOJCHCTBUS // [DnexkTpoHHBIA pecypc]. — M., 2019. — Pexum gocryma:
https://base.garant.ru/70832680/.

beikoBa T.A. JlokyMeHTaniMOHHOE oOOECIeYeHHEe YMpaBlICHUs (JEITONMPOU3BOACTBO)
[OnexTpoHHbIi pecypc]; yuebHoe mocobue/ T.A. beikoBa, T.B. Kysnemosa. -2-e usm.
nepepadb. m gom. — MockBa: HWnadpa-M, 2018. -304 c¢. — Pexum gocryna:
http://znanium.com/go.php?id=942800/

Tema 9: (4u) Pezucmpayusn 0oKymenmoe
3aoanus:

1. U3yuuts TpeOGOBaHMS HOPMATUBHO-METOJMUECKUX JOKYMEHTOB K PETUCTPALIUH U
MOCTPOCHUIO HH(POPMALIMOHHO-CITPABOYHOTO aIllapara.

2. 3aperucTpupoBaTh HECKOJIBKO TOKYMEHTOB, IPEAJIOKEHHBIX MMPENOJaBATEIIEM.

3. O3HaKOMUBIIKCH C OTMCAHUEM TEXHOJIOTUH PETUCTPALIMHU JOKYMEHTOB B YCIIOBHOM
OpraHm3aiuu, pa3paboTarh 1 000CHOBATH MPEITIOKEHUS 110 PALMOHAIBHOM
OpraHu3aluy PETUCTPALH U HH()OPMAITMOHHO-CIIPAaBOYHON PAOOTHI.

Ykazanus no evinonnenuio 3a0anuii:



1. Wzyuwure IIpaBuna 1eaonpou3BoACTBa B TOCYJapCTBEHHBIX OpraHax, OpraHax
MecTHOTO camoympasiienus (pasznensi 11, IV), MeTonnueckne pekoMeH1aluu 110
pa3zpaboTKe HHCTPYKIUI 1O JEIONPOU3BOICTBY B TOCYIaPCTBEHHBIX OpPraHax,
OopraHax MECTHOT'O camoynpasiieHus, [[puMepHyI0 HHCTPYKIIHIO 1O
JIEIIONPOU3BOJICTBY B TOCYIapCTBEHHBIX opranu3anusx (yTB. [Ipuka3zom Pocapxusa
ot 11.04.2018 Ne 44. O6paTtuTe BHUMaHUE HA COCTAaB JIOKYMEHTOB, TTOIJICKAIIINX
PEruCTpalH, MOCIEA0BATEILHOCTD PACIIOJIOKEHHUSI COCTABHBIX YacTe MHAEKCa
JIOKYMEHTA, TpaBmiia GopMupoBaHUs HHPOPMAITMOHHO-CIIPABOYHBIX 0a3 TAaHHBIX.

2. 3Bapeructpupyite npeIIoKeHHbIe JOKYMEHTBI, 00paTuB 0CO00€ BHUMaHUE Ha
perucTpanuo HHUIMATUBHBIX U OTBETHBIX MTUCEM.

3. IlpoananuzupyiiTe NOPSAOK pETUCTPALMM JOKYMEHTOB B YCIOBHOM OpraHU3aliH.
OTMmeTHB 0COOEHHOCTH OpraHU3allMy U TEXHOJOTHH PErUCTpallii IOKYMEHTOB B
YCIIOBHOW OpraHu3aluu, ONpEAeIuTe UX HeJocTaTku. Ha ocHOBe mpoBeAeHHOTO
aHayM3a U TpeOOBaHUIl HOPMATUBHO- METOAMUYECKUX TOKYMEHTOB pa3paloTaiite
MPEAJIOKEHUS IO OPTaHU3aALMN PETUCTPALUU JOKYMEHTOB U MIOCTPOCHUIO
MH(OPMaLMOHHO-CIPABOYHOI' 0 afnmnapara B YCJIOBHON OpraHU3allHH.

KOHmpOJZbele eonpocwol.

1. Yro Takoe peructpanus 1oKkymMmeHToB? Kakue 3aaun pemaroTcs B
JIETTONTPOU3BOJICTBE C MOMOILBIO 3TOM onepanun?

2. Kakue 1oKyMeHTHI MOJIJIekKaT perucrpauuu’?

3. KakoB 00s13aTeNnbHBIN COCTaB PEKBU3UTOB MPU PETHCTPAIIH?

4. B ueM OCHOBHOM NPUHILMII pErucTpanun’?

5. KakoBbI OCHOBHBIE ITPaBUJjIa UHIEKCAIIUU TOKYMEHTOB?

6. Kakoe mpeuMymiecTBo UMEET CEeUaInuCT IPU PErUCTpauu
JIOKYMEHTa B aBTOMAaTHU3HPOBAHHBIX CHCTEMaXx 110 CPaBHEHUIO C
TPaAUIMOHHBIMA METOJAMU?

Cnucox 1umepamypul:

[IpaBuna f1enONpPOM3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MeCTHOTO
camoympasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnektpoHHsIii pecypc].
— M., 2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.

Metoauueckie pekoMeHJAlMu 10 pa3padoTKe HHCTPYKIUN IO JIEIONPOU3BOJCTBY B
TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBieHus, YTB. lIlpukazom
PocapxuBa ot 24.12.2020 Ne 199 // [DnexTponHsiii pecypc]. — M., 2021. — Pexxum ngocryma:
http:// http://www.consultant.ru/document/cons_doc LAW 373895/.

[TpumepHasi MHCTPYKLHUS MO JEIONPOU3BOJCTBY B T'OCYJApPCTBEHHBIX OPTraHU3alUsiX, YTB.
[Tpuxazom Pocapxusa ot 11.04.2018 Ne 44) // [Dnexkrponnslii pecypc]. — M., 2019. Pexxum
noctyna: http://www.consultant.ru/document/cons _doc LAW 305137/.

I'oCT P 7.0.97-2016. Hanuonanensiii ctanaapt Poccuiickoit ®@epepamuu. Cucrema
CTaHJapTOB IO MHopManuu, OMOIUOTEYHOMY U M3JaTenbcKoMy aeny. OpraHu3aluoHHO-
pacnopsiauTeNnbHas  JIOKyMeHTanus. [peboBaHus K O(OpPMIIEHUIO JTOKYMEHTOB //
[D51eKTpOHHBIN pecypcl]. — M., 2019. Pexum JOCTyna:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P NUCO 15489-1-2019 HanumonaneHsblii cranaapt Poccuiickoit ®enepaunn. Crucrema
CTaHJApTOB MO MH(OpMaLnu, OUOIMOTEeYHOMY U M3aaTteiabckoMy neny. Mudopmandus u
JTOKyMEHTaIus. YmnpaBneHue gokymeHtamu. Yacte 1. ITlonstus w npuHOumsel. //
[DneKTpOHHBIH pecypc]. — M., 2021. Pexum JOCTYyTIA: http://
http://www.consultant.ru/document/cons_doc LAW_ 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWMBHOE N1€70. T€pMHHBI U OMPEACIICHUS. -
[DnexTpoHHsbIiipecypc]. - M., 2019. Pexum  nmocryna:



http://www.consultant.ru/document/cons_doc LAW_163800/.

beikoBa T.A. JlokyMeHTaliMoHHOE oOOECIeYeHHe yMpaBlIeHUs] (JEITONPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yauebnoe mocooue/ T.A. brikosa, T.B. Ky3nerona. -2-e u3. mepepao.
u gom. — MockBa: Hudppa-M, 2018. -304 c. — Pexum  jgocryna:
http://znanium.com/go.php?id=942800/

Tema 12: (4u) Opeanuzayus meKkyuie2o XpaneHus 00KyMeHmos
3aoanus:

1. W3yunth TpeOOBaHUS HOPMATHBHBIX AKTOB 1 HOPMATHBHO-METOAHMYECKUX
JOKYMEHTOB K COCTABJICHHIO W O(OPMIICHUIO HOMEHKJIATYPHI eIl

2. HW3y4uTh BO3MOXKHOCTHU UCTIOIB30BaHUS IEPEUHS CO CPOKAMU XPAHEHUS
JIOKYMEHTOB B JICIIOTIPOU3BO/ICTBE OPTaHU3AIUH.

3. TIpoananu3upoBaTh KOHKPETHYIO HOMEHKIIATYPY A€ YCIOBHON OpraHu3auy U
BBISIBUTH OLITMOKU B €€ COCTABIICHUU M O(hOPMIICHUH.

4. CocTaBuUTh HOMEHKJIATYPY JIe]l YCIOBHOW OpraHU3alliH.
VYkazanus no evinonnenuro 3a0anuii:

1.A3yuute [IpaBuia nenonpons3BOACTBa B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrmpasieHus (pazznen 6,7), Meroanyeckre peKOMEHIaUH 10 pa3padoTKe HHCTPYKIUN
0 JIEJIONPOU3BOJICTBY B FOCY/IapCTBEHHBIX OpPraHax, OpraHaXx MECTHOTO CaMOYIPaBJICHUS
(mpunoxenus 13-23), [TonoxeHue o MOPSAKE ¥ CPOKAX XPaHEHUS TOKYMEHTOB
aKLMOHEPHBIX 0011ecTB, [IpuMepHyI0 HHCTPYKIUIO MO EIOMPOU3BO/ICTBY B
rocyaapcTBeHHbIX opranu3zanusix (yrB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) Vscuure
clenyrolee:

- BUJbI HOMEHKJIATYp A€,

- THIIBI HOMEHKJIATYD Ael (Ki1acCu(UKAIIMOHHBIE CXEMBI);

- mpaBuia GOpPMYIHPOBAHHS 3aTOJIOBKOB JIET;

- HCTOYHMKH YCTAaHOBJIEHUS CPOKOB XpaHEHHUS JTOKYMEHTOB;

- IpaBuWJIa CUCTEMaTH3allUuK U UHIEKCAIlUU 3ar0JIOBKOB JIETT;

- mpaBuia ohOpMIICHHS, TOMUCAHUS, COTJIACOBAHUS U YTBEPIKICHUS

- HOMEHKJIATypHl JIeI.
2.M3yunTte ykazaHus 1o npuMeHeHuto [lepeyHs TUMOBBIX yIpaBIeHYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yIOUIUXCcsl B MPOIECCE AEATEIbHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYIIPABJIEHUS U OpraHu3aliui, ¢ yKa3aHUEM CPOKOB XPaHEHHUS U
BBISICHUTE:

- TOPSIIOK MIPUMEHEHUS MIEPEUHsI B ICIIONPOU3BO/ICTBE;

- nuddepeHmaio CPOKOB XpaHEHUs TOKYMEHTOB I10 TPYIIIaM OpraHu3aluii;

- CXeMy IOCTPOEHHUS NMEPEYHS U €ro HayYHO-CIIPAaBOYHBIH armnapar.
3.IIpoanann3upyiTe KOHKPETHYIO HOMEHKIATYPY A€ YCIOBHOW OpraHu3aliu, BbISIBUTE
HEJOCTaTKU €€ COACPkKAHUSI 1 0()OPMIICHHS, IPOULTFOCTPUPOBAB KAXKIBIA U3 HUX
MIPUMEPOM.

4 V3y4ynTe CTPYKTYpY U COCTaB JOKYMEHTAJIBHOTO (JOH/Ia YCIIOBHOW OpraHU3aIuu U
paspaboTaiiTe KiIacCupUKAIMOHHYIO CXeMy HOMEHKJIIATyphI nei. OdopmuTe ee B BUIC
CIIMCKA CTPYKTYPHBIX MOJIpa3/IeJICHUN C MHACKCAMHU, PACTION0KEHHBIMHU 110 CTENIEHU
3HaunMocT. OOpaTuTe BHUMAHKUE HA TO, YTO CXeMa KiIacCu(PUKAINK T0JDKHA
COOTBETCTBOBATH INIaBHOU Tabmuile [lepednst TUIIOBBIX JOKYMEHTOB CO CPOKAaMHU XpaHEHHSI.
5.CoctaBbTe HOMEHKJIATYpy [l YCJIOBHOM OpraHu3aluu, JUid 4Yero: cQopMmyiupyiTe
3arojIOBKU eI B COOTBETCTBHM C YCTAaHOBJIEHHBIMU TPEOOBAaHUSMHU U YCTAaHOBUTE CPOKU
XPaHEHUs JIeTI 10 MEePEeUHI0; TP OBEJUTE CHUCTEeMaTU3alMI0 3arofioBKOB jaen. Odopmure
HOMEHKJIATypy JeJl Ha oO0IeM OJIaHKe YCJIOBHOM OpraHU3alMH MO YCTAaHOBICHHOW (opMme,
ONPEJIETUTE COCTAB JIOJDKHOCTHBIX JIUI], KOTOPBIE TOJDKHBI €€ 3aBU3UPOBATh U YTBEPIUTh.



KOHmpOJZbele eonpocwol.

1. [aiite onmpeneieHue HOMEHKIIATYPHI JIE.
2. OxapakTepu3ylTe NPUMEHEHUE PA3TUYHBIX BUJI0B HOMEHKJIATYPHI JEJI.
3. Tlepeuncnure TpeGoBaHus K POPMYTUPOBKE 3aroJIOBKOB €71 B HOMEHKIIATYPE.
4. TIlepeuncnute TpeOOBaHMS K CHCTEMATU3AIMHU 3ar0JIOBKOB /1€ B HOMEHKJIATYype.
5. Kak o6pa3yercst uHIeKC Jie7ia B HOMEHKIaType?
6. Kaxk ucnonb3yercs nepedeHb JOKYMEHTOB C YKa3aHUEM CPOKOB
XpaHEHUs B JIeIIONPOU3BOCTBE?
7. KakoBbl 3Tans! pa3pab0oTKH HOMEHKJIATYpHI Aen?

8. KaxoB cpok neiicTBIS HOMEHKIATYpbI €117
Cnucok numepamypuol:

Oenepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «OO6 apxuBHOM nene B Poccuiickoi
Oenepanuny //  [OnextponHsld  pecypc]. — M., 2019. - Pexum pgocryna:
https://base.garant.ru/12137300/.

[TpaBuia 1enonpou3BoOCTBa B TOCYAAPCTBEHHBIX OPraHax, OpraHaX MECTHOTO
camoynpasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnekTpoHHBII
pecypc]. — M., 2021. — Pexxum noctyma: http:// https://base.garant.ru/72291836/.
MeTtoauueckue peKkoMeHIaluu o pa3paboTKe HHCTPYKIUH MO AeTONPOU3BOACTBY B
rOCy/IapCTBEHHBIX OpPTaHax, OpraHaXx MECTHOTO caMOyIpaBiieHus, yTB. [Ipukazom
PocapxuBa ot 24.12.2020 Ne 199 // [DnekTponnsIii pecypc]. — M., 2021. — Pexxum gocryna:
http:// http://www.consultant.ru/document/cons_doc LAW_373895/.

[TpumepHas HHCTPYKIUS 1O JEIONPOU3BOCTBY B TOCYIapCTBEHHBIX OPraHU3alUsIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnexTpoHHEIH pecypce]. - M., 2019.
Pexwum nocryma: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'OCT P UCO 15489-1-2019 Hanmonanensiii cranaapt Poccuiickoit @enepanun. Cucrema
CTaHJApTOB IO WH(pOopMaAMK, ONOIMOTEeUHOMY U U3/1aTeNnbecKkoMy neny. Madopman3us u
JOKyMeHTaIus. YpasiaeHue fokymeHtamu. Yacts 1. [TonsTtus u npuHIuUmns. /
[DnexTpoHHBIH pecypc]. — M., 2021. Pexxum goctyna: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [enonpou3BOJICTBO U apXUBHOE Jes0. TepMHUHBI U OnpeieTIeHusI. -
[DnekTpoHHBIH pecypc]. - M., 2019.Pexxum  noctyna:
http://www.consultant.ru/document/cons_doc LAW _163800/.

[Tpuka3z MunkyneTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBepKIeHUN TPaBUIT
OpraHMU3aIy XpaHEeHUs, KOMIUIEKTOBAHHUS, y4eTa U UCIIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYIIPABIICHUS U OpraHU3aMsIX» //
[DnekTpoHHbI pecypc]. — M., 2019. — Pexxum gocryna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpuka3 Pocapxusa ot 20.12.2019 N 236 "O6 yrBepxnenuu [lepedsst THIIOBBIX
yIpaBICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoUIXcs B MPOLIECCe 1eATeIbHOCTH
TOCY/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABICHUS M OpraHU3allni, C
yKa3aHueM CpOoKoB uX xpaHeHus" (3apeructpupoano B Muntocte Poccun 06.02.2020 N
57449) // [OnexTponHsIii pecypc]. — M., 2021. — Pexxum gocryma:
http://www.consultant.ru/document/cons_doc LAW 345020/

[Ipuka3 Pocapxusa ot 11.04.2018 N 43 "OO yTBep>JACHUU MPUMEPHOTO TIOJOXKECHHUS 00
SKCTIEpTHOM  KoMuccuu — opranm3zanuu’  (3apeructpupoBaHo B Muniocte Poccum
15.06.2018 N 51357) // [DnextponHsiii pecypc]. — M., 2021. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc LAW 300357/

beikoBa T.A. JlIokyMeHTaIlMOHHOE 0OECTICUCHHE YITpaBIeHUS (JAEIOMPOU3BOACTRO)



[DnexTpoHHBIH pecypc]; yuebnoe nocodue/ T.A. beikosa, T.B. Ky3nenona. -2-¢ uzs.
nepepad. u gomn. — Mocksa: Mudpa-M, 2018. -304 c. — Pexum gocryna:
http://znanium.com/go.php?id=942800/

8.2. Memoouueckue pexomenoayuu K camocmosamenvHoil padoome cmyoeHmos

dopma
Ne | camocTosiTeIbHOI MeTtoauyeckue peKoOMeHAAINH
padoTsbI
CamocTosaTenbHas CamocrosrenbHas paboTa IPOBOJUTCSA C IENIBIO: CUCTEMAaTU3aLUT
pabota U 3aKpEIUICHUS TOJYYEHHBIX TEOPETHYECKHX 3HAaHUM U

NPAaKTUYECKUX  YMEHMHA  OOyd4aroIuxcs;  yriyOJeHus |

paciupeHus TEOPETUYECKHUX 3HaHUU oOyJaromuxcs;
dbopMupoBaHHS ~ YMEHUH  HUCHOJB30BaTh  HOPMATUBHYIO,
MIPaBOBYIO, CIIPaBOYHYIO JOKYMEHTAIMI0, y4eOHYIO u

CICUANBHYIO  JIUTEPaTypy;  Ppa3BUTHA  [O3HABAaTEIbHBIX
CIIOCOOHOCTEH W aKTUBHOCTH OOYYalOIIUXCS: TBOPYECKOM
MHHIUATUBHI, CaMOCTOSTEIEHOCTH, OTBETCTBEHHOCTH,
OPTraHM30BaHHOCTH; dbopmupoBanne CaMOCTOSATEIILHOCTH
MBIIIIICHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
COBEpIICHCTBOBAaHMWIO M CAMOOPTaHU3aIMK; (OPMHUPOBAHUSL
npodeccHoHaIbHBIX KOMITETEHIIHIA; Pa3BUTHIO
UCCIIEIOBAaTEIbCKUX YMEHHUI oOydarommxcs. @opMbl M BHIBI
CaMOCTOSITENIbHONW paboThl 00yYalOMIMXCs: YTEHHE OCHOBHON M
JIOTIOJTHUTEIIBHON JIUTepaTypbl — CaMOCTOSITEIbHOE H3y4YEeHUE
Marepuaja M0 PEKOMEHAYEMbIM JIMTepaTYpPHbIM HCTOYHHUKAM;
paboTa ¢ OMOTUOTEUHBIM KAaTaJIOTOM, CaMOCTOSTENIBbHBINA OI00D
HE00XO0IMMOM ITepaTyphl; paboTa co CI0BapeM, CIIPABOYHUKOM;
NOUCK HeoOxoaumol wuHpopmauuu B cetd VIHTepHeT;
KOHCIIEKTUPOBAaHNE HCTOYHHUKOB; pedeprupoBaHHE MCTOUYHUKOB;
COCTaBJICHHME AHHOTAIMi K TMPOYUTAHHBIM JIUTEPATYPHBIM
MCTOYHHKAM; COCTABJICHHUE PEIICH3UI U OT3hIBOB HA IPOYUTAHHBIN
MaTepual; COCTaBJeHHe o0030pa MyOnuKanmuid 1O  TeMe;
COCTaBJICHHE U pa3paboTKa TEPMHUHOJIOTHYECKOTO CIIOBaps;
COCTaBJICHHE  XPOHOJIOTHYECKON  TaOJMIBI;  COCTAaBJICHUE
oubmorpaduu (6udbauorpaduueckoil KapTOTEKH); MOATOTOBKA K
pa3nuuHBIM (hopMaM TEKyIIeld W MPOMEKYTOYHOM aTTecTanu (K
TECTUPOBAHUIO, KOHTPOJBHON paboTe, 3K3aMEHY); BBIOJIHEHUE
JOMAITHUX KOHTPOJIHBIX PadOT; CaMOCTOSATEIIFHOE BHITOJIHEHNE
NPAaKTHYECKUX 3aJaHUil PENpOAYKTHBHOTO THma (OTBETHI Ha
BOIIPOCHI, 3aJa4yM, TECTHI; BBHITOJHEHHWE TBOPYECKUX 3aTaHUM).
TexHonorus OpraHu3alu CaMOCTOATEJIbHOM paboThl
00y4JalomMXcsl BKJIIOYAET HCIOJIB30BaHNE WH(POPMAIMOHHBIX U
MaTepruaIbHO-TEXHUIECKUX pecypcoB 00pa3oBaTEILHOTO
YUPEXKIEHUS: 6ubnuoreky c YUTAIBHBIM 3aJI0M,
YKOMIUIEKTOBAaHHYI0O B  COOTBETCTBHM C CYHIECTBYIOIIUMHU
HOpMaMH; Y4eOHO-METOANYEeCKylo 0a3zy y4ueOHbIX KaOWHETOB,
nabopaTopuil U 3ana KOIM(UKAIUH;, KOMIIBIOTEPHbIE KJIACChl C




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

BO3MOKHOCTBIO paboThl B ceTu MHTEepHET; ayauTopuu (KJIacchl)
JUIsL KOHCYJIbTAIllMOHHOM JesTeNbHOCTH;, y4eOHYI0 H YydeOHO-
METOJUYECKYI0  JIUTepaTypy, pa3pabOTaHHYI0O C  Y4YeToM
YBEJIMYEHUS JIOJIN CAMOCTOATEIbLHONW pabOThI CTY/IEHTOB, U UHBIE
METOINYECKUE MaTepUabl. [epen BBINIOJTHEHUEM
0o0ydJaronMucs BHEAYIAUTOPHON CaMOCTOSITEIHHOM PabOTHI
npenojaBaTesib MPOBOJUT KOHCYJIHTHPOBAHHE MO BBITOJIHEHUIO
3aJjaHus, KOTOPBIM BKIJIIOYAeT Leb 3a/JaHus, €r0 COJEp:KaHuf,
CPOKM  BBIMOJIHEHUS, OPHEHTUPOBOYHBIH 00BEM  paboTHI,
OCHOBHBIE TPEOOBaHUSI K pe3yIbTaTaM padOThl, KPUTEPUH OLIEHKH.
Bo Bpems BbIOMHEHHS OOYYalOIIUMKCS —BHEAYAUTOPHOU
CaMOCTOSITENIbHON pabOThI M TPU HEOOXOTUMOCTH MIPET01aBaTeNb
MOXET  MPOBOAWUTH  HWHAWBUIYAIIbHbIE U TPYIIIOBBIC
KOHCYJIbTAIHH. CamocrosTenbHas pabota MOXET
OCYILECTBIISATHCS UHAWBUIYAIBHO WU IPYNIIaMHU 00yJaromuXcs B
3aBHUCUMOCTM OT 1eJH, o00beMa, KOHKPETHOH TeMaTuKu
CaMOCTOSITENIbHOW pabOoThI, YPOBHS CIIOKHOCTH, YPOBHSI YMEHUI
00yYaromuxcsl. Kontpons CaMOCTOSITEIILHOM paboTbI
00yYaromuxcst MpeycMaTpUBacCT:

— COOTHECEHHE COJIepKaHUsI KOHTPOJIS C LEISIMU 00yUYeHHUS;
00BEKTHBHOCTH KOHTPOJIS;

— BaJIMJIHOCTb KOHTPOJS (COOTBETCTBUE MPEIbSBISIEMbIX
3aJJaHUul TOMY, YTO IPEIO0IaraeTcs MPOBEPHUTH);

— nuddepeHnuanmo KOHTPOJIbHO-U3MEPUTEIBHBIX
MaTepHaoB.

—  ®opMBbI KOHTPOJISI CAMOCTOSITETLHON PaOOTHI:

— TPOCMOTP M MPOBEpKa BBIIOJIHEHUS CAMOCTOSTEIbHOM
paboTHI Ipero/1aBaTesieM;

— OpraHu3alus caMOIpPOBEPKH,

— B3aMMOIPOBEPKU BBIMIOJHEHHOTO 3aJaHUsl B TPYIIIE;
0o0CyX/JeHHE pe3yJabTaTOB BBIMOJHEHHONH paboThl Ha
3aHATUH;

— TpOBeJeHHE MUCbMEHHOTO OIpoca;

— TpOBEJEHHE YCTHOIO OMpoca;

— opraHmzaluss ¥ TOpPOBEIACHHE  HWHJIWBHUIYaJbHOTO
co0ecel0BaHus; OpraHu3aIus u MIPOBEJICHHE
cobeceI0BaHus C IPYIIIOH;

3aIIMTa OTYETOB O MPOJICTAHHON padoTe.

Ananus u
KOHCIIEKTUPOBAHHUE
OCHOBHOH M
JNOIOJIHUTEIbHOMN
JUTEPATYPHI.

[Ipu pabote ¢ yueOHOI nuTepaTypoil HEOOXOAMMO MOIO00PATH
JUTEpaTypy, HAYYUTHCS MPABUIBHO €€ YUTATh, BECTH 3aIHCH.
s mombopa nwmTeparypbl B OHOIMOTEKE HCIOIB3YIOTCS
anaBUTHBIA U CUCTEMATUICCKUNA KaTaJIOTH.

[IpaBunpHBIT TONOOp y4eOHON JHTEPAaTypbl PEKOMEHIYETCS
npenojaBaTesieM, YATAIOIUM JIeKIIMOHHBIN Kypc. HeoOxonumas




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

JauTepaTypa yKazaHa B METOJIUWYECKUX pa3paboTKax Mo JaHHOMY
KypCy.

N3yuass wmarepuan 10 BBIOpaHHOW JIMTEpaType, CIEayeT
MEPEXOUTH K CIEAYIOIEMY BOIPOCY TOJIBKO MOCIE MPABUIBHOTO
ySICHEHMSI TIPEAbIAYIIET0, ONKChIBas Ha Oymare Bce BBIKJIAJIKHU U
BbIUKCIIEHUS (B TOM YHCIIE T€, KOTOPHIE B yUeOHMKE OMYILEHbI I
Ha JIEKIIMU JaHbl U1 CAMOCTOSITEIbHOTO BBIBOJIA).

Oco0oe BHUMaHHE ClelyeT 0OpaTUTh Ha OMpe/IeIeHHe OCHOBHBIX
MOHATUH Kypca.

CryneHT [OOIKeH MOoApOoOHO pa3dupaTh NPUMEPHI, KOTOpBIE
HOSICHSIIOT TaKHE ONpEAENEHUs, U YMEThb CTPOUTh aHAJIOTHYHbIE
npuMepbl  caMmocTosiTenbHo.  HykHO  100MBaThCs  TOYHOTO
IPEJCTaBIECHUS O TOM, YTO U3y4aelllb.

[Tosie3HO cOCTaBIATH ONOPHBIE KOHCIIEKTHI.

[Ipu n3yueHnn mMaTepuana Mo y4eOHUKY IMOJIE3HO B TETpaau (Ha
CIEIMAJIBHO OTBEACHHBIX IOJSAX) JONOJHATh KOHCHEKT JIEKLIMH.
Tam xe ciieyeT 0TMe4aTh BONPOCHI, BbIIEICHHBIE CTYIEHTOM AJIs
KOHCYJIbTALIMM C IIPENoaBaTelieM.

BbIBOzIBI, TONY4YEHHBIE B PE3Y/IbTATE U3YUECHUS], PEKOMEHIYETCS B
KOHCIIEKTE BbIIEJATH, YTOObI OHU MPHU NEPEUUTHIBAHUU 3amuceit
Jy4lIe 3alIOMUHAJIHUCH.

OneIT  MOKa3pIBa€T, YTO MHOIMM CTyACHTaM IIOMOTaeT
COCTABJICHME JIUCTAa  ONOPHBIX  CHUTHAJIOB,  COJEPKAILEro
BaKHEWIINE M HanboJsiee 4acTo yrnorpedsemMbie MOHATHSA. Takoit
JUCT TIOMOTAaeT 3allOMHUTh OCHOBHBIC ITOJIOKEHUS JIEKLUUH, a
TAaK)K€ MOXET CIYXUTh IIOCTOSIHHBIM CIPAaBOYHUKOM  JUIS
CTYJICHTA.

Pa3nuuaroT 1Ba BUAA YTEHUS: IEPBUYHOE U BTOPUYHOE.
[lepBuuHOE - 3TH BHUMATEIbHOE, HETOPOIUIMBOE YTEHUE, IPHU
KOTOPOM MOKHO OCTAHOBMTBCSI Ha TPYAHBIX MecTax. [locie Hero
HE JOJDKHO OCTaTbCsi HHU OJHOIO HEMOHATHOIO  OJIOBA.
CopneprkaHue He BCera MOKET OBbITh TIOHSATHO MOCIIE IEPBUYHOTO
YTEHMUSL.

3a1aya BTOPUYHOIO UTEHUS ITOJIHOE YCBOEHUE CMBICIIA L1ETI0T0 (110
CUETy 3TO YTEHHE MOXET OBITh U HE BTOPHIM, a TPETHUM HIIH

YETBEPTHIM).
OcHoBHBIE BUBI CUCTEMATU3UPOBAHHON 3alIMCH IPOYUTAHHOTO:
1. AHHOTHMpOBaHME — TMIPEAEIBHO KpPATKOE CBA3HOE

ONMCAHNE TPOCMOTPEHHON MJIM IPOYMTAHHON KHUTH (CTaThH), €€
coJiepKaHusl, UICTOYHUKOB, XapaKTepa U Ha3HAUCHUS,

2. IlmanupoBaHue — KpaTKas JIOTMYECKash OpraHHU3alus
TEKCTa, PACKpBIBAIOLIAs COJIEpP)KaHUE U CTPYKTYpY H3ydaemoro
MaTepuana;
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3. Te3upoBanue — JAKOHHMYHOE BOCIPOU3BEICHUE
OCHOBHBIX yTBEp:KJIeHUH aBTOpa 0e3 mpuBiIeYeHHS (PaKTHIECKOTO
MaTepuana;

4. IlutupoBaHuEe — JOCIOBHOE BBIMCHIBAHUE W3 TEKCTA
BBIIEP)KEK, M3BJIEUEHUM, Hanboyiee CYIIECTBEHHO OTPaXKaOLIUX
Ty WIA UHYIO MBICJIb aBTOPA;

5. KoHcnekTupoBaHue — KpaTKOe M TOCJEeI0BaTEIbHOE

U3JI0KEHUE COJEPKAHUS IPOUYUTAHHOTO.
KoHCneKkT — cl0XHBII COocO0 M3I0XKEHUs COAEp>KaHHs KHUTU
WIM CTaTb B JIOTUYECKOW TocienoBaTebHOCTU. KOHCIEKT
AKKyMyJIUpyeT B ceOe MpeablAyIne BHUJbI 3alHCH, MO3BOJISIET
BCECTOPOHHE OXBAaTUTh COJAEp)KAaHWE KHUTHU, cTarbu. [loaTomy
YMEHUE COCTaBIIATH IUJIaH, TE3UCHI, JENATh BBIMHCKA U JIPYrue
3aIUCH ONPEIEISIET U TEXHOJIOTHIO COCTaBJICHUSI KOHCIIEKTA.

Meroanueckue  peKOMEHJAUUU O  COCTABJICHHUIO
KOHCIICKTA!

1. BHumaTenpHO NpPOYMTANWTE TEKCT. YTOUHUTE B
CIIPaBOYHOM JINTEpaType HENOHsATHBIE ciioBa. [Ipm 3amucu He
3a0y/IbTe BEIHECTH CIIPABOYHBIC JAHHBIE HA MOJISI KOHCIIEKTA;

2. Belmenute ri1aBHOE, COCTaBbTE IJIaH;

3. Kparko copMynupyiiTe OCHOBHBIE TTOJIOKEHUS TEKCTA,
OTMETHTE apTryMEHTALMIO aBTOPA;

4. 3aKOHCIIEKTUPYUTE MaTepHual, YETKO CIEAYs IMyHKTaM
miaHa. [Ipy KOHCHIEKTMPOBaHUM CTApalTECh BBIPA3UTh MBICIb
CBOMMU CJIOBaMH. 3aIllMCH CIEAYET BECTH YETKO, SICHO.

5. 'pamoTHO 3anuceiBaiiTe HuTathl. LIuTHUpys, yuutsiBaTe
JTAKOHUYHOCTh, 3HAYMMOCTb MBICIIH.

B TekcTe KOHCIEeKTa )KeaaTeIbHO IPUBOIUTH HE TOIBKO TE3UCHBIE
MOJIOKEHUs, HO U MX JoKazarenbcTBa. [lpu odopmiienun
KOHCIIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXIOoro
npeasiokeHusi. MpICiin aBTOpa KHUTH CIIEAYeT U3jaratb KpaTko,
3a00TSCh O CTWJIE W BBIPA3UTENBLHOCTH HamucaHHoOro. Ywmcio
JOTIOTHUTEIFHBIX ~ JJIEMEHTOB  KOHCIIEKTa  JIOJDKHO — OBITh
JIOTUYECKH OOOCHOBAHHBIM, 3AIUCH JIOJDKHBI PACTIPEACNsAThCS B
ONPEAEIEHHOM IOCIE0BATEIbBHOCTH, OTBEYAOUIEN JIOTHYECKOU
CTPYKType mpousBeiaeHusa. Jlis yTOUHEHHS] U JIOMOJIHEHHS
HEOOXOUMO OCTABIIATH MOJIS.

OBnaneHre HAaBBIKAMU KOHCTIIEKTUPOBAHUSI TpeOyeT OT CTyIEHTa
EJICYCTPEMIICHHOCTH, MIOBCEHEBHON CaMOCTOSTENILHOM paOOTHI.

ITonroroBka K
CEMUHAPCKUM
3aHSATUAM

CeMuHap - BuA yuyeOHOro 3aHATHUA, TPU KOTOPOM B
pe3ynbTare MIpeaBapUTENbHON paboThl Hax MPOrpaMMHBIM
MaTepuajoM IMpernojaBaTesss M CTYIEHTOB, B OOCTaHOBKE HX
HEMOCPEJACTBEHHOTO M aKTUBHOI'O OOIIEHMS pPElIaloTcs 3ajauu
MO3HABATEIIBHOTO U BOCIUTATENBHOIO XapakTepa, hopMupyercs
MHUPOBO33pEHUE, MIPUBUBAIOTCS METOJI0JIOTUYECKHE u
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NpPAaKTUYECKHE HaBbIKM B  O0JaCTH  JOKYMEHTOBEACHUS,
HEOOXOOUMBbIE s  CTAHOBJICHHUS  KBaJU(UIHMPOBAHHBIX
CrienuanucToB B cootBeTcTBUU ¢ TpeboBanmsimu GI'OC BO mo
HAaIpaBJICHNIO IOATOTOBKH «/{OKyMEHTOBEZICHNE U apXUBOBEICHHUEY,
OakasaBpHar.

egb ceMMHAPOB: 3aKPEIUICHUE TEOPETUUECKUX 3HAHUM,
aKTHUBM3AIMs PabOThl CTYIEHTOB B XOJI€ U3YYEHUS! JUCIUILIUHBL,
pa3BUTHE HABBIKOB  CAMOCTOSITENIBHOM  MCCIIEOBATEIbCKON
NeSITeIbHOCTH, YMEHHUs pabdoTaTh C HAay4HOM H yueOHOU
JTUTEPATypPOid, apryMEHTHUPOBAHO 0OOCHOBHIBATH CBOM PEIIICHUSI.

Pob  cemmHapoB:  CTUMYNHMpPYIOT  BHHMMATENIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIIMOHHOMY KypCY M pEryjsipHOe
W3y4eHUE MMHU JUTEparypbl nmo aucuuiuinHe «OpraHuzanus
FOCYJapCTBEHHBIX YUpexAeHU Poccun» 3akperuisitoT 3HaHus,
MOJIyYeHHBIE CTYJICHTaMU Ha JIEKIUSAX U B X0JI€ CAMOCTOSITEIbHOM
paboThl Hax JUTEPaTypod; pACHIMPSAIOT KPYr 3HAHUH 1O

KOHKPDETHOH  TEME; MIO3BOJISIIOT  CTYJIEHTaM  IIPOBEPUTH
[IPaBUJILHOCTb PAHEE IOJYYEHHBIX 3HAHWW, BBIWICHUTb B HUX
Hauboee, CYILLIECTBEHHOE; IIPUBUBAIOT HAaBBIKU

CaMOCTOSATENIFHOTO ~ MBINUICHHS, YCTHOTO BBICTYIUIGHHUS IO
TEOPETHYECKHM BOIIPOCAM, OTTAUYMBAIOT MBICHb, IPUYYAIOT
CTYZICHTOB CBOOO/IHO OIIEPUPOBATH TEePMHHOJIOTHEH;
IPEIOCTABIISAIOT BO3MOKHOCTD IPEIIOABATENI0 CHCTEMATHICCKH
KOHTPOJIUPOBATh YPOBEHb CAMOCTOSATEIILHON PabOTHI CTY/ICHTOB
HaJ yd4eOHBIM MaTepHaioM, CTENEeHb WX BHHMATEIbHOCTH Ha
JEKIUSAX.

OcHoBHbBIE (popMBI ceMHMHAPOB: pa3BepHyTas Oecena,
00CY)XIeHHEe BOIPOCOB, CEMUHAP-AHCITYT, KOMMEHTHPOBAHHOE
YTEHHE, YNPAKHEHUS HAa CaMOCTOSATEIBHOCTh MBIIUICHHS,
nUCbMEHHas (KOHTPOJIbHAs) paboTa, CEMHUHAP-KOJIIOKBUYM.

ITonroroBka k
MPaKTUYECKOMY
3QHATHIO

[IpopaboTka paboueit mporpamMmsbl, yaemnsisi 0coboe BHUMAHHE
HeJsIM U 3aJa4aM, CTPYKTYpEe W COJAEPKAHUIO JUCLUILUIMHBI.
KoHncrnektupoBanre UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITHH,
MOArOTOBKA OTBETOB K KOHTPOJBHBIM BOIIPOCaM, IPOCMOTP
pEKOMEHyEMOM JUTEPATYPBHL, pabora c TEKCTOM.
IIpociymuBanue ayauo- U BHUACO3AIUCEN IO 3aJaHHOM TEME,
pelieHne pacdeTHO-TpadUIecKuX 3aJaHui, pelieHue 3aaad o
AITOPUTMY U JP.

TectupoBanue

TecTel — 3TO BONPOCH WIM 3aJaHUsl, IIPEAYCMaTPUBAIOLINE
KOHKPETHBIW, KPaTKUM, YETKU OTBET HAa MMEIOLIUECS ITAJOHbI
OTBETOB.

[Ipu caMmocTOATENBHON MOATOTOBKE K TECTUPOBAHUIO CTYJIEHTY
HEOOXOMO:
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a) rOTOBSICh K TECTUPOBAHUIO, npopaboTaiite
uH(GOPMaLMOHHBIN MaTtepual o JUCLHUTIINHE.
[IpokoHCynbTUpPYHTECH C TpenojaBaTesieM MO BOMIPOCY BbIOOpa
y4eOHOM JTUTEPATYPHI;

0) 4eTKO BBISICHUTE BCE YCIIOBHSI TECTUPOBaHUA 3apaHee. Bl
JOJIKHBI 3HAaTh, CKOJIKO TecToB BaM OyzieT npeannokeHo, CKOJIbKO
BPEMEHM OTBOJUTCS Ha TECTUPOBAHUE, KAKOBA CHCTEMA OLIEHKU
pe3yabTaTOB U T.[I.

B) MpHCTYyMas K paboTe ¢ TecTaMH, BHUMATEIBHO U 10 KOHIIA
MPOYTHUTE BOMIPOC U MIpeiaraeMble BApUaHThI OTBETOB. Bribepute
IpaBUIbHBIE (MX MOXET ObITh HECKOJIbKO). Ha oTaenbHOM JTucTKe
OTBETOB BBHIMUIINTE HU(PY BOIpoca U OYKBBI, COOTBETCTBYIOIINE
MpaBUIILHBIM OTBETaM;

I) B IPOLECCEe PEIICHUs KeJaTeIbHO MPUMEHSATh HECKOJIBKO
NOJXOJ0B B PEUICHUM 3aJaHus. DTO IMO3BOJIIET MaKCHMalIbHO
rMOKO OINepUpoBaTh METOJAMHU PEUICHMs, HaXOAs KaXIbld pa3s
ONTUMAaJIbHBIA BAPUAHT.

1) eciiv Bel BeTpeTninm upe3BbIUaiiHO TPYIHBIHN st Bac Bompoc,
HE TpaTbT€ MHOIO BpeMEHM Ha Hero. [lepexoaure Kk Apyrum
TectaM. BepHuTECh K TpyAHOMY BOIIPOCY B KOHIIE.

€) 00s13aTeNIbHO OCTaBbTE BpPEMs Il IPOBEPKHU OTBETOB, YTOOBI
n30eKaTh MEXaHMYECKHUX OITHOOK.

NuauBunyanbHble
3aIaHus

3HAKOMCTBO C OCHOBHOW W JIOMOJHHUTEIBHOW JIUTEPATYPOH,
BKJIIOYAsl CIPABOYHBIC W3JaHUsI, 3apyOe)KHbIE WCTOYHHUKH,
KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHUMH,
TPEOYIOIHXCS JUIST 3aIIOMHUHAHUS U SBISIIOIIHXCS
OCHOBOITOJIATalONIUMU B 3TOH TeMe. CocTaBiieHUEe aHHOTAIIUH K
MIPOYUTAHHBIM JIUTEPATYPHBIM UCTOYHUKAM H JIP.

Onpoc

Ompoc - 3TO CpeACTBO KOHTPOJS, OPraHM30BaHHOE Kak
cnienuanbHas Oecefa mpernogaBarelns ¢ 00yJaroIuMCcs Ha TEMBI,
CBA3AHHBIC C M3y4aeMOM [HCLUIUIMHOM, W pPACCUMTAHHOE Ha
BBISIBJICHHE O00BheMa 3HAHUN O0Yy4aroIerocsi Mo OMpeeIeHHOMY
pazneny, Teme, mpobieme u T.1. [Ipobremarnka, BBIHOCHMas Ha
OMpOC OmpefeNieHa B 3aJaHUSX I CaMOCTOSITENbHON paboThI
00yJaromerocs, a Takyke MOXKET OMPEACIATHCS MPEToJaBaTeleM,
BEIYIINM CEMHHAPCKUE 3aHATHSA. Bo BpeMs mpoBeeHHs orpoca
oOyJaromuiicss JOMKeH YMETh OOCYIUTh C TMpernojaBaTelieM
COOTBETCTBYIOIIYIO TPOOJIEMAaTHKY Ha YPOBHE AHAIIOTA.

Texymmit
KOHTPOJIb
(KOHTPOJIBHBIN

cpes)

Opranm3yeTcss Kak OJJIeMEHT YYeOHOro 3aHsATHS B  BHUJC
BBITIOJIHEHHST 0OydJaronmuMucs OJioka 3aJaHuil B MHChbMEHHOMN
dbopme 1Mo 3aIaHHBIM TEMaM JUCITUTITHHBI

IToaroroBka x
IK3aMEHY

[Tpy moAroTOBKE K 3K3aMEHY HEOOXOIMMO OPHEHTHPOBATHCS
Ha  KOHCHEKTHl  JIGKIIMH, pabodylo  mporpamMmy ydeOHOM
JTMCIUTUTMHBI, HOPMAaTHUBHYIO, YYEOHYI0O M PEKOMEHIYEeMYIO
muteparypy. OCHOBHOE B IOATOTOBKE K Cadye dK3aMEeHa — 3ITO
MOBTOPEHUE BCEr0 Marepuaiga Y4eOHOW IUCIMIUIMHBI, TI0




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

KOTOPOMY HEOOXOJMMO cIaBaTh dk3aMeH. IIpW MOIroToBKe K
clade dSK3aMEHa OO0yJalolmMiics BeCh 00BeM pabOTHI JIOJKEH
pacrpenensTb paBHOMEPHO TIO [JHSM, OTBEACHHBIM  JUIS
MOJATOTOBKM K 9K3aMEHY, KOHTPOJHPOBATh KaXKIbId JICHBb
BBINTOJIHEHNE HAaMEUeHHOW paboThl. B mepwoa MOATOTOBKH K
9K3aMEHY OOYYarOIIHMIICS BHOBb 0OpaIiaeTcs K y)Ke U3y4eHHOMY
(mpoiieHHOMY) y4eOHOMY MaTepuany.

8.3. Memoouueckue pexkomenoauuu no nOO20MoOGKe NUCLMEHHBLIX padom (Kypcoewix,
KOHMPOIbHBIX, pehepamos, KOHCREKMOG U m.n.)

®opma NMCbLMEHHOI
padoTsbI

MeTtoauyeckue peKoOMeH AU

Hamnucanne
KOHCIIEKTa JICKIUI

Hanucanne KkoHCHekTa  JIGKIM:  KpaTKO, CXEMaTU4HO,
MOCNIEA0BATEeNbHO  (PUKCHPOBATH  OCHOBHBIE  TOJIOKEHUS,
BBIBOJIBI, (DOPMYJIUPOBKH, OOOOIIEHUS; TOMEYaTh BaKHBIC
MBICJIM, BBIIENATH KIIOUEBbIE CJIOBa, TepMUHBL. [IpoBepka
TEPMHUHOB, TOHATHI C MOMOINBIO SHIMKIONEIUN, CIOBapeH,
CIPAaBOYHHKOB C BBHIMUCHIBAHUEM TOJIKOBAHHA B TETPAIb.
O0603HaYUTh BOMIPOCHI, TEPMUHBI, MaT€pPHaIl, KOTOPHII BHI3HIBAET
TPYOHOCTH, TIOMETHTh U TIONBITAThCS HAWUTH OTBET B
peKomMeHIyeMou tutepaTtype. Ecinu caMmocTosiTenbHO HE yaaeTcst
pa3o0parbcsi B Marepuaine, HE0OXOAUMO C(HOPMYIHPOBATH
BONIPOC W 33JaTh MPENoJiaBaTell0 Ha KOHCYNIbTalluu, Ha
MIPAKTUYECKOM 3aHSTUU.

KontponbHas pabora

KontponbHas pabota — OpUrHHaAIbHOE COYMHEHNE HEOOIBIIIOTO
pasmepa, B KOTOPOM H3JIaratoTcs KOHKPETHBIC Pe3yJIbTaThl
M3y4eHUs 00ydaeMbIM JUCITUTIIMHBI (PE3yJIbTaThl COOCTBEHHOTO
UCCIIEIOBaHUsl 110 KOHKpETHON Teme). B xoxme HammcaHus
KOHTPOJIbHOW paboThl 00y4aemblii MpUOOpeTaeT HaBBIKU
CaMOCTOSITENIbHON pabOThI C HAYYHOM, YUeOHOM U CrielnanbHOMI
JUTEPaTypOH, YUUTCS aHAIU3UPOBATh UCTOYHUKH U IPaMOTHO
u3JaraTh CBOM MBICTH. BBINONHEHHE KOHTPOJILHOW paboThI
BKJIIOYAET PsJl ATAIOB:

— BBIOOp TEMBI U ITOJI00P HAYYHBIX UCTOYHHUKOB;

— M3YyYCHUE HAyYyHOW JUTEpaTyphl, aHAJIU3 U 0000IIeHHEe

MaTepHaloB IO MPoOJIeMe UCCIIEIOBAHUS;

— (¢dopMyIupOBaHNE OCHOBHBIX MOJIOXKEHUN U BBIBOJIOB;

— o opMIIeHHE KOHTPOJIHHOU PaOOTHI.
OdopmiieHre SBISETCS 3aBEPIIAIOIIMM 3TAlOM KOHTPOJBHOU
paboTel. Beibop TeMbl u moaOOp WMCTOYHUKOB JOKEH OBITh
COTJIACOBAaH C HAyYHBIM PYKOBOAMTEIEM, BeyIIUM npeamet. Ha
OCHOBE COOpaHHOTO MarTepHuaja YTOUYHSeTCS CTPYKTYpa,
colepkaHue W O0BEM KOHTPOJIBHOW paboThl. TexHUYecKue
TpeboBanus Kk padore: 00beM 10-12 cTpaHHIl MAIIMHOMIMCHOTO
TEKCTa, OTIeYaTaHHoro 4epe3 1,5 umHTepBasa. KoHTposibHas
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paboTa JOKHA UMMETh: THUTYJIBHBIM JIMCT, COJAEpIKAIIUA:
HazBaHue paboTer, ®.M.0. aBTOpa W HAYYHOTO PYKOBOIUTEIS,
Ha3BaHWe (hakynbpTeTa, Kypca, TOJ W MECTO HAIHMCAHUS,
coJiep’)kKaHuEe Ha OTHENBbHOM CTpaHHUIlEe, HyMEpaluio CTPaHUL.
Cmpykmypa KoHmMpObHOU pabomul 6KIo4Yaem: 3arojioBOK,
BBEJICHHE, OCHOBHYIO 4YacTh (M3JI0)KCHHE [IBYX BOIIPOCOB),
3aKJIFOUYECHHE, CIOUCOK WCIOJIb30BAaHHBIX HCTOYHUKOB U
JTUTEPATYPHI.

3aronoBoK (Ha3BaHHWE) OTpakKaeT TEMYy JaHHOTO COYMHEHHUS M
COOTBETCTBYET coJiepKaHui0. BBeienue (BBOJHAS YaCTh) JOJIKHO
OBITh KPaTKUM M TOYHBIM. B HEM 000OCHOBBIBACTCSl BHIOOP TEMHI,
bopmynupyercs 1enb padbotsl. OCHOBHAS YaCTh JAEJIUTCS Ha IJ1aBbI
B COOTBETCTBUMU C 3amadyaMu paboThl. JlaeTcs ompeneneHue
MOHSTHUSIM UCCIIETYyEeMbIX SBJICHHI U MPOLIECCOB, PACKPHIBAIOTCS
WX CYITHOCTh M 0cOOeHHOCTH. B HEOOmbIION paboTe YacTH MOTYT
HE BBIJENATh, HO Ka)/I1asi HOBasi MbICIb OGOpPMIISIETCSI B HOBBIN
a63arl. 3akiroueHre uMeeT (GopMy BBIBOJOB, COOTBETCTBYIOIIUX
JTarnam McciaenoBaHus, Wik (opMy pe3rome.

Jlokman

Jlokmag — BHI CaMOCTOSITEIBHOM pabOTHI, CIOCOOCTBYET
(GOpPMUPOBAHHUIO  HABBIKOB  HCCIENOBATENLCKOW  paboTHI,
pacimmpsieT Mo3HaBaTeIbHBIE WHTEPECHI, NMPUYYaeT KPUTHUYCCKH
MBICITUTb.

[TogroToBka JOKJIaga MPEIyCMATPUBACT CHUCTEMATHYECKYIO
paboTy 00yJaromuxcs, yMEHHE MMOJIb30BAThCSI PEKOMEHI0BAHHOM
auteparypoir. OHa BKJIIOYAET B CeOsI CICTYIONTNE ITAIIBI:

- COCTaBIISIETCS IJIaH JOKIaja MyTeM O00OOIIeHHS U JJOTHIECKOTO
TIOCTPOCHHS MaTepHalia I0KIaja,

- MOAOUPAIOTCS OCHOBHBIC UCTOYHUKU WH(OPMAIIUH;

- CHCTEMAaTU3HPYIOTCS TMONTYYCHHBIC CBEACHHS IyTEM H3yUeHUS
HanOoJiee BaKHBIX HAYYHBIX pabOT MO JaHHOH Teme, MepeueHb
KOTOPBIX, BO3MOXHO, JJA€T CaM MPEIo1aBaTeb;

- JIeNaroTCs BBIBOJIBI W OOOOIIEHHUS B pe3yJbTaTre aHainu3a
W3YYCHHOTO MaTepuaia, BBIICICHUsS HanOoliee 3HAYMMBIX IS
pacKpbITHs  TeMbl  JOKJama  (akToB, MHEHHHA  pa3HbBIX
HCCIIEIOBATEIICH.

[TocTpoenue nokmnana, Kak u JJFOOOM IPYroi HAyIHOU pabOTHI,
TPAJAUIIMOHHO BKJIIOYA€T TPU YaCTU: BCTYIUICHHE, OCHOBHYIO
YacTh W 3aKilo4YeHWe. Bo  BeTymieHum — 00O3Ha4aeTcs
aKTyallbHOCTh MCCIIEAYEMOU B JOKIIAJC TEMbI, yCTAHABIMBACTCS
JIOTHYECKasi CBs3b €€ C JPYTMMH TeMaMd. B 3akioyeHun
GbOopMyIUpYIOTCS  BBIBOJBI,  JAENAIOTCA  MPEAJIOKCHUS U
MOTYEPKUBACTCS 3HAYCHUE PACCMOTPEHHON MPOOIIEMBI.

9. MIEPEUEHb WH®OPMAIIMOHHBIX TEXHOJIOT M.
[Ipu u3yyeHHH IUCHMIUIMHBI OOYYAIOMIMMUCS HCHOJB3YIOTCS Cienylolue WH(POpMAIMOHHbIE

TCXHOJIOTHH:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYyYalOUIMMCA C TOMOILIbI0 KOMITBIOTEPA COJCpKAHUSA
OTZEIbHBIX TEM IUCLUILIMHEI Ha JICKIIMOHHBIX 3aHATHSIX;



-TIpeI0CTaBICHNE 00YyUaAIOIIMMCS JOCTYINA K y4eOHOMY IUTaHy, paboueil mporpaMmme JUCHUTUIAHBI
B DJICKTPOHHOU (hopMe, K IJIEKTPOHHO-OMOIMOTEYHOM CHCTEME HHCTUTYTA, COepIKaliel yueOHo-
METOAMYECKHE MaTepHallbl 10 TUCHMIUIMHE B HJIEKTPOHHOM Qopme, K MHPOPMALMOHHBIM
CIPAaBOYHBIM CHCTEMaM, KOTOpbIE HCIONB3YEeTCd MPU OCYIIECTBIECHHUH 00Opa30BaTEIbHOIO
npolecca Mo JIUCIHMIUIMHE, MOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-00pa30BaTEIbHOM
Cpelpl MHCTUTYTa W3 JIO0OW TOYKHM, B KOTOPOM HMeeTcss JOCTyn K HH()OPMAIOHHO-
TEJICKOMMYHUKALIMOHHOU ceTu «HTEepHET;

-pukcanus xofa 00pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl MHCTUTYTA,;

-bopMHpPOBaHHUE SJIEKTPOHHOTO TOPTHOINO O00YyJaIOMmErocss MO JUCHHUIIMHE MOCPEICTBOM
ANIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEILHON CPEbl HHCTUTYTA.

[Tpu ocymiecTBiaeHNN 00pa30BaTENBLHOTO Mpollecca MO AUCHUIIIIMHE UCHOIb3YeTCs CleAylolee
JHMIIEH3UOHHOE MPOrpaMMHOE 0OecIieueHue:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.

10. OIIMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM JIJIs1
OCYHIECTBJIEHHUSA OBPA30OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUIIJIMHE

HanmenoBanue O60py&OBaHHHX y‘-Ie6HBIX Ka6I/IHeTOB,

By yaeOHbBIX 3aHATHIA TTO 00BEKTOB JIJIsI TPOBEACHUS TIPAKTUUCCKUX 3aHITHH C
JTUACIATLIMHE MepeYyHEM OCHOBHOTO 00OPYIOBAHHMSI U TPOTPAMMHOTO
obecrneyeHus
3aHATHS JIEKIIMOHHOTO [ToTounass  ayauTopwsi,  OCHAIIEHHAass  MPOCKIIMOHHBIM
THTIA o0opynoBaHuEM

CamocrosarenbHas pabora |OcHaméHHAs NEPCOHATBHBIMH KOMIBIOTEpAaMH, UMEIOIUMHU
CTYJICHTOB BbIXOJ B HWH(OPMALMOHHO-TEIIEKOMMYHUKAIIMOHHYIO CETh
«VlHTEepHET», CHENUAIU3UPOBAHHBIX KJIACCOB, OCHOBHBIE
U3MEpUTENIbHbIE YCTAHOBKM U 00OpyIOBaHUE, CTEHbI,
TEXHUYECKHE CpeAcTBa OOyYEHHsS W Ip. B COOTBETCTBHH C

@®T'OC BO u OIIOIT BO)

11. O0ecnieyeHne 00pa30BaTEJIbHOIO MPOIECCA IJIS JIUI] C OTPAHNYEHHBIMUA BO3MOKHOCTAMU
310pPOBbSI M HHBAJIUAOB (IpH HaTUu4Yun(

B xome peanuzauuy JMCHUMIUIMHBI HCIOJB3YIOTCA CIEAYIONIME JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEKYILIEro KOHTPOJIs YCIIEBAEMOCTH U MPOMEKYTOYHOU aTTecTalluy o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOCHHOCTEH:

° JJIs1 CJICTIBIX U cna60131/1;[;1u11/1x:
- JICKIINU Oq)OpM.HHIOTCH B BUC 3JICKTPOHHOI'O JOKYMCHTA, JOCTYITHOI'O C TIOMOIIBIO KOMIILIOTCPA
CO CHENHATH3UPOBAHHBIM IPOTPAMMHBIM 00eCTICUCHHEM;
- IMCbMCHHBIC 3a/IaHHA BBITTOJHAOTCA Ha KOMIIBIOTCPC CO CICHUATITU3UPOBAHHBIM NPOT'PAMMHBIM
o0ecrieyeHreM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- obecrieunBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He meree 300 Jrokc;
- 17151 BBITTOJTHEH U 3aJaHUs IPH HEOOXOTMMOCTH TIPEAOCTABIISETCS YBEITHUNBAIOIIEE YCTPOHCTBO;
BO3MOXHO TAaKXX€ UCITOJIb30BaHUC CO6CTB€HHBIX YBCIMYHBAKOIINX yCTpOﬁCTB;
- MIUCHMEHHBIC 3aJJaHusI OPOPMIISIOTCS YBEIIMYCHHBIM HIPUDTOM;



- DK3aMeH MPOBOJUTCS B YCTHOH ¢opMe WM BBINONHSIOTCS B MHCbMEHHON (opme Ha
KOMIIBIOTEpE.

o JUTSI TITYXHUX U CIIa00CTBIIIANINX
- JeKuuu OQOpPMIISIIOTCS B BHJAE JJIEKTPOHHOIO JOKYMEHTa, JIMOO MpeloCTaBIseTCs
3BYKOYCHIIMBAIOIIAS aNllapaTypa HHANBUAYAIBHOTO TIOJb30BaHUS;

- MUCbMEHHBIE 33/1aHUS BHITIOJIHSAIOTCS HAa KOMITbIOTEpE B MUCbMEHHOU (hopme;
- DK3aMEH MPOBOJUTCS B MTUCBMEHHOU (pOpMeE HA KOMITBIOTEPE; BOZMOKHO MPOBeIeHNE B (hopme
TECTUPOBAHUS.

o JUTSL TUT] C HAPYIICHUSIME OMTOPHO-JIBUTATEIILHOTO aIlapara:

- JeKIUU 0(OPMIISIOTCS B BUJIE SJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOIIBI0 KOMITBIOTEPA
CO CIIEUAIM3UPOBAHHBIM ITPOTPAMMHBIM 00€CTIEUeHUEM;

- MUCbMEHHBIC 33/IaHUS BBITIONHSAIOTCS HAa KOMIIBIOTEPE CO CIIECUATN3UPOBAHHBIM MMPOTPAMMHBIM
o0ecIreyeHneM;

- DK3aMeH MPOBOJUTCS B YCTHOH (opMe WIIM BBIMOJTHSIOTCS B MHCHMEHHON Qopme Ha
KOMIIBIOTEPE.

[Ipu HEOOXOAMMOCTH MPEAyCMATPUBACTCS YBEIIMYCHUE BPEMEHU JIJIsl TIOJTOTOBKU OTBETA.
[Tpouenypa mpoBeneHus MPOMEXKYTOUHOM arrecTaluu A oOydaroluXcs YCTaHABIIMBAETCS C
y4€TOM HMX WHAMBHAYAIBHBIX MCUXo(pu3nmueckux ocobeHHocTel. [IpomexyTouHas aTTecranus
MO’KET MPOBOIUTHCS B HECKOJIBKO 3TAIOB.

[Ipn mnpoBeneHWH TPOUEAYPHl OLEHUBAHUS PE3yIbTATOB OOYYECHHS MpEeaycMaTpUBaETCs
UCIIOJIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOIUMBIX B CBA3M C WHIUBUIYaIbHBIMU
O0COOCHHOCTSIMU 00YYAIOMINXCs. DTH CPEJICTBA MOTYT OBITh IPEIOCTABIICHBI YHUBEPCUTETOM, WU
MOTYT HCIOJIb30BaThCs COOCTBEHHbIE TEXHUUECKHE CPENICTBA.

[IpoBenenue nporeaypsl OICHUBAHKS PE3YIbTaTOB OOYUEHHUS JOMYCKAETCS C MCIOJIb30BaHUEM
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUH.

ObecneunBaeTcss AOCTYN K HMH(OpPMAIMOHHBIM M OuOIHorpadguyueckuM pecypcam B CETH
WuTepHer s kaxkaoro oOywaromierocss B ¢GopMax, aJalnTHPOBAHHBIX K OTPAHUYECHUSIM MX
3JI0POBbS U BOCTIPUSATHSI HH(POPMAITUH:

o JUTSL CTIETIBIX M CTTa00BUISIINX:

- B IeYaTHOU (popMe yBEITMUYCHHBIM MIPUPTOM;
- B opMe IIEKTPOHHOTO TOKYMEHTA;
- B popme ayauodaiina.

o JUTSI TITYXHUX U CIIa00CITBIIIANINX

- B Ie4aTHol popme;
- B popMe 3JIEKTPOHHOTO IOKYMEHTA.

o JUTSE 00YJArOIIUXCS C HAPYIICHUSIMU OMOPHO-IBUTATEIILHOTO arrapara:

- B Ie4aTHoH popme;
- B popMe 3JIEKTPOHHOTO TIOKYMEHTA;
- B (hopme aynnodaiina.

VY4eOHble ayAUTOPHUH JIJIs1 BCEX BUIOB KOHTAKTHOM M CAaMOCTOSITENIbHOM paboThl, HAy4YHas
OubnMoTeKka W WHBIC TOMEIIEHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OO0OPYJIOBAaHHEM U
yu4eOHBIMU MECTaMH C TEXHHUECKUMHU CPEJICTBAMU O0yUEHUSI:

o JUTSI CTICTIBIX ¥ CTTAa0O0BUISIIINX

- YCTPOMCTBOM JiJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucrieeM bpaitnsgs PAC Mate 20;
- npunaTepoM bpaitng EmBraille ViewPlus;
o JUISI TITYXHUX U cJTa00oCbIIIaNnX:
- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM JMJis JIIOJIed ¢ HapylleHHeM ciyXxa u
¢1a00CIIBIIIAIINX;
- aKyCTUYECKHUI YCUIIMTEb U KOJIOHKHU;
o JUTSE 00YJArOIIUXCS C HAPYIISHUSIMU OIIOPHO-IBUTATEIILHOTO armapara:
- IEPEABIKHBIMU, PETYIHPYEMBIMU 3proHomMudeckumu napramu CU-1;



- KOMIIBIOTEPHOM TEXHUKOH CO CIIeIMaTbHBIM IPOTPAMMHBIM 00ECTIEYCHHUEM.

CocraButenb(n):
Ilpenooasamensv, CropHuaxosa Anna Braoumuposna



Opraausanug 1 Texgojgoruu J10Y

46.03.02. lokyMeHTOBeIeHHE U APXHBOBEICHHE

Llenp AUCIUILINMHEI:

- HOATOTOBUTH BLIITYCKHHUKA,

HcTopuyeckoe ApXUBOBEIEHHE

3HAIOIIETO OCHOBHBIE HAMpPaBIIEHUS TOCYIapCTBEHHON

perinaMeHTanuu paboThl ¢ JOKyMeHTamMu B Poccuiickoit @enepanuu, 3aiadu CIy>KObI
JOKYMEHTAlMOHHOIO0 OOeCleYeHusl YNpaBICHUsS M BIAJCIOIIET0 METOAAMM aHaiu3a U
COBEPIICHCTBOBAHUS TEXHOJOTUH THUIIOBBIX JEIONPOU3BOICTBEHHBIX OIECPALIAMN.

3agaun:

- I/ISY‘-II/ITB I/ICTOpI/IIO (bOpMI/IpOBaHI/IH HaHHOHaHBHOﬁ CUCTCMBI ,Z[G.HOHpOI/ISBOI[CTBa;
- OBJIAJIETh CIEHUAIBHON TEPMUHOIOTHUEH;

- U3Y4UTh

COBPEMECHHYIO

3aKOHOAATCIIbHYIO,

pErIaMeHTUPYIOIIYIO PaboTy ¢ JOKyMEHTAIIUEH;
- Cq)OpMI/IpOBaTB Y CTYACHTOB HABBIKM BBIITOJHCHUSA OCHOBHBIX IOCIIOIIPOU3BOJACTBCHHBIX
olepanuii B yCIOBUIX MPUMEHEHHUS TPAJAUIIMOHHBIX H aBTOMAaTU3UPOBAHHBIX TEXHOJIOTHI
00pabOTKH JOKYMEHTOB;

IIPaBOBYIO

U HOpPMaTUBHYyIO 0a3y,

- copmMupoBaTh HaBBIKM aHaJU3a CHUCTEMBl JOKYMEHTAI[MOHHOTO 0OecredyeHus
YIPABJICHHUS;
- OIpelneuTh HanpaBJIeHUs BO3MOYKHOTO COBEpIICHCTBOBAHUS CUCTEMBbI

JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIIpaBICHUS;
- W3Y4UTh HOPSI0K OPraHU3aLUH CIYXKObI JOKYyMEHTAallMOHHOTO 00ECIIeYeHUs yIIPaBICHUS
B COBPEMEHHOM OpraHUu3aluH.

Jucuumnimza (Modyns) HampaBieHa Ha (POPMUPOBAHHE CIEAYIONIMX KOMITETCHIIHNA:

dopmMupyemblie
KOMIIeTeHIIHU T

NHaukaTopsl KOMIETEeHIMH

I[lnannpyemMbie pe3ybTaThl
00y4eHHsl MO JUCUMILIUHE,
XapakTepusyuye 3Tanbl
bopmupoBanus
KOMIIeTeHIMii

[TIK-5 Bnanenuie npaBoBbIMH
OCHOBAaMH JOKYMEHTOBEACHHUS U
APXUBOBEICHHUS U CMEKHBIX
obnactell 1 IPUMECHECHHUE HX B
npodeccroHansHol chepe

ITIK-5.1 3HaeT 3aKOHOAATEIHHYIO H
HOPMATHUBHO-METOAMYCCKYIO 0a3y
JIOKYMEHTAIUOHHOT'O 00CCIICYCHUS
yIPaBJICHUS U APXUBHOTO JeJIa

3HaTh 3aKOHOAATEIHHYIO U
HOPMaTHBHO-METOJMYECKYIO 0a3y
JIOKYMEHTALMOHHOTO 00ecIeyeHHUs
yIpaBJICHUS

YmeTh pa3pabaTeIBaTh
paLMOHANIBHYIO CTPYKTYPY
B3aMMOCBSI3E€Y MEXKY
TOIpa3IeICHISIMHA OPTaHU3aIlHH.
Baapers mpaBmiraMu opraHu3ayun
OTIEPaTHBHOTO XpaHECHHUS
JTOKYMEHTOB H ITOATOTOBKH
JTOKYMEHTOB K TIepeiade B apXuB.

IIK-5.3
Crioco0OeH PUMEHSITh
3aKOHOJATENBHYIO U HOPMATHBHO-
METOIUUECKYIO 0a3y CMEKHBIX
obnacreil B ipoeccHOHAILHOM

chepe

3HaTh:

6azoBble TpeOOBaHUS,
HpeABSBIISIEMbIE K OTPACICBbIM
nH(OpPMaLMOHHBIM CHCTEMaM;
kiaccudukanuo HHHOPMALMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH,
npumensieMbix B JIOY u apxuBHOM
JIeNie Ha COBPEMEHHOM JTalle,
HAaIpaBJICHUs, LETH U 3a7a4H UX
MIPUMCHCHNS;

Ymern:




OpHEHTHPOBATHCSI B COBPEMEHHBIX
OTEYEeCTBEHHBIX
aBTOMAaTH3UPOBAHHBIX CHCTEMAax
JIOKYMEHTAIIHOHHOTO 00EeCTICYCHHUS
YOpaBJICHUS;

OTIPENIEIIATH BO3MOXHOCTH
peIIeHus THIOBBIX 33134
JIEJIONPOU3BOCTBA B CpEsie
koprnopatusHoi UC, TexHosnornu
KOMMYHUKAIIAHA, TIOAICPKUBACMBIX
B KOPITOPATHBHBIX
UH(POPMAIMOHHBIX CHCTEMaX.
OCYILIECTBIISITH BEIOOD
CIETHATBHBIX TIPOTPAMMHBIX
CPEICTB JOKYMEHTAIMOHHOTO
obecrieueHns yIpaBIICHIS;
Baaners:

HaBBIKAMH OPTaHU3AIMH PaOOTHI
0JIb30BaTeNeH HHQOPMAITHOHHON
CHUCTEMOM;

OIICHKHY PE3YJIbTATOB BHEIPCHUS
WH(POPMAIMOHHBIX TEXHOJIOTUH B
OV opranuzanuu.

TIK-5.4 Bnaneer
HaBBIKaMU pa3pabOTKH U
BHEAPEHUS JOKATBHBIX
HOpPMATHBHBIX aKTOB B cepe
JIOKYMEHTAIIHOHHOTO 00EeCTICYCHHUS
YIOpaBJICHUS U apXUBHOTO JIeTa

3HaTh: IpaBUiIa CO3AAHUS U
oopmIIeHHs TOKATbHBIX
HOPMAaTHBHBIX JJOKyMEHTOB;
‘YMeTs: pa3paOaTeiBaTh U BHEAPSTH
MOJIOKEHHS O CTPYKTYPHBIX
MOJIpa3/IeeHAAX;

pa3pabaTbIBaTh U BHEAPSTH
WHCTPYKIIMY 110 TEXHOJIOTUH
paboTHI C JOKyMEHTaMH;
Buagers: npaBuiaMu co3aHus U
odopMIIeHHS JIOKAJIBHBIX
HOPMaTHBHBIX JJOKYMECHTOB.

®opma o0yueHust

ceMecTp

DopMa KOHTPOJIS

Ounas hopma 00yUeHHS

6

DK3aMeH

OO0mmas TpyA0€MKOCTh OCBOCHHSI TUCIMIUIMHBI (MOOY/is1) COCTABIISIET 6 3aUETHBIX €IMHHUII




