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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 BBIIOJHEHHUS OCHOBHBIX JIEIONPOM3BOJICTBEHHBIX
orepanuil B yCIOBHAX IPUMEHEHUS TPAJULUOHHBIX U aBTOMAaTU3UPOBAHHBIX TEXHOJIOTUI
00pabOTKH JOKYMEHTOB;

- chopMupoBaTb HAaBBIKM aHAIW3a CHCTEMbl JOKYMEHTALlMOHHOIO  00ecnedeHus
yIpaBJICHUS;

- OIpENEeIUTb HaIpPaBJICHUS BO3MOXHOTO 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
apxuBoBefieHHe, TNpodwib — JIOKYMEHTOBEIEHHWE U JOKYMEHTAIlMOHHOEe oOecreveHue
yIpaBIeHUSI.
Huctummaa « Opranuzaius u rexnonoruu JJOY» usyqaercs B 5,6 cemecTpax, Ha ouHOU popme
o0ydeHust U B 5,6 Ha 3a04HOM (popme oOydeHmsi. BXogHbie 3HaHUS, YMEHHS U KOMIICTCHIIHH,
HEOOXOMUMBIC NJIsi M3y4YeHHUS NAHHOTO Kypca, (OPMHUPYIOTCS B MPOLECCE HM3YUYCHHS TaKHX
JTUCIUIIINH, Kak: OCHOBBI apXHMBHOTIO TEPMHUHOBEACHUs. B pe3ynbTaTe OCBOEHUS AUCIUILIAHBI
(bopMUPYIOTCS 3HAHUS, YMEHUS U HABBIKH, HEOOXOAMMBIE JITISI H3yYEHUS CIEAYIONMUX TUCITUTLINH
U TpoxoxkaeHus npakTuk: KanpoBoe aenonpon3BoACTBO M apXHUBBI JOKYMEHTOB IO JIMYHOMY
cocraBy, PaboTa ¢ moOKyMeHTaMH OTpaHUYCHHOTO MOJIb30BaHUs, [Ipou3BOICTBEHHAS TTPAKTHUKA!
Hay4yHO-HUCCleoBaTeNnbckas padbora, [Ipaktuka npegaumninomuas. Bzaumocss3p Kypea ¢ ApyruMu
mucuuuimHamM - OOIl  crocobcTByeT  TMIIaHOMEPHOMY — (POPMHUPOBAHUIO  HEOOXOIUMBIX
KOMIETEHIIMI M yri1yOJIeHHON MOATOTOBKE CTYACHTOB K PEIICHUIO CHEIMATbHBIX MPAKTUYECKUX
npo(hecCHOHANBLHBIX 3a]1a4.

3. KOMIETEHIIUAX OBYYAIOHIETI'OCs, ®OPMHUPYEMBIE B PE3YJBbTATE
OCBOEHUA JNCHHUITJINHBI

[Iporuiecc ocBOCHMSI AUCHUIUIMHBI HampaBlieH Ha (QOPMHUPOBAHUE KOMIICTEHIUH (21emenmos
cneoyrowux komnemenyuti I1IK-4.1., IIK-5.1, 1IK-5.3, I1IK-5.4) B cootBerctBuu ¢ ®I'OC BO u
OIIOIT BO mno [aHHOMY HampaBJIEHUIO TOATOTOBKM  (cmeuuanbHOCcTH)  46.03.02.
JlokymMeHTOBEeICHUE U apXHUBOBEICHHE, PO MiIb-FIcTOpuIecKoe apXUBOBEICHHE:

Ilepeuenv nnanupyemolx pe3yiomamoe 00yueHus no oucyuniune (MooyJio).



I[InanupyemMblie pe3yJbTaThl
o0yueHusi MO0 AMCUMILINHE,

dopmMupyemblie N
NHaukaTopbl KOMIETEHIIHI | XapaKkTepu3yolmme JTamnbl
KOMIIETeHIHH
(popmupoBanus
KOMIIeTeHIN
I1K-4 CrrocobHOCTE IIK-4.] 3HaeT TeHAEHIINU 3HATB: HCTOPHIO Pa3BUTHS
CO3/1aBaTh U BECTH CUCTEMbI | pa3BUTHUS HOKYMEHTA
KaK KyJbTypHOTO (heHOMEHa.
JOKYMEHTAIMOHHOTO JOKYMEHTAI[MOHHOTO

oOecrieueHus yrpaBieHUs U
apXHMBHOTO Jieja Ha 0aze
HOBEHIINX TEXHOJIOTUH

oOecrnieueHus ynpaBiaeHUs 1
apXUBHOTO JI€a

VYMeTh: NPakTHICCKH TPHUMEHSTD
HOPMATHBHBIC IPABOBBIC AKTHI,
PEryIUPYIOLIHE BOMPOCHI
obecrieueHust COXpaHHOCTH,
pecTaBpalyi U KOHCEPBALHU
APXHUBHBIX JOKYMCHTOB.

BaajeTh: HaBHIKAMH MTOACPIKAHHS
HOPMATHUBHBIX PE)KUMOB XPaHCHHS
APXHMBHBIX JOKYMCHTOB

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

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

3HaTh 3aKOHOAATEIHHYIO U
HOPMAaTHBHO-METOIMYECKYIO 0a3y
JOKYMEHTAIL[HOHHOTO 00eCIIeueHU s
yIpaBJICHUS

YmeTh pa3pabaTeIBaTh
palMOHAIIBHYIO CTPYKTYPY
B3aUMOCBSI3eH MEXIy
NIOJIpa3/IeICHUSMHU OpTraHU3aLUH.
Baaperb npaBuIaMH OpraHU3alHu
OIePaTHUBHOTO XPAHEHUS
JOKYMEHTOB U IOJTOTOBKH
JOKYMEHTOB K IIepe/iaue B apXHB.

IIK-5.3
CrniocobeH npuMeHsTh
3aKOHO/IATEIbHYIO U
HOPMAaTUBHO-MCTOAUYCCKYIO
0a3y cMeXHBIX 00JlacTeil B
npodeccuoHanbHOU cdepe

3HaTh:

6a3oBble TpeOOBaHUS,
MPEIBSBISCMBIC K OTPACIICBBIM
nHPOPMAIMOHHBIM CHCTEMAaM;
KJIacCU(UKAINIO HHYOPMAITHOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHA,
npuMmensieMbix B JIOY u apxuBHOM
JieJie Ha COBPEMEHHOM JTarte,
HaTIpaBJICHUS, NN U 3a]1a91 UX
MIPUMCHCHUS;

YMmersn:

OpHEHTHPOBATHCS B COBPEMEHHBIX
OTEUYCCTBEHHBIX
aBTOMAaTH3UPOBAHHBIX CHCTEMAax
JIOKYMEHTAIHOHHOTO 00ECTICYCHHUS
YIOpaBJICHUS;

OTIPENIEIIATH BO3MOXHOCTH
PEIICHNS THITOBBIX 3a/1a4
JIEITIOTIPOM3BOICTBA B Cperie
koprnopatuBHoi MC, TexHOJIOTHH
KOMMYHUKAIIAHA, TIOAICPKUBACMBIX
B KOPITOPATHBHBIX
UH(POPMAIMOHHBIX CHCTEMaX.
OCYILIECTBIISITH BEIOOD
CICIHATBHBIX TPOTPAMMHBIX
CPEICTB JOKYMCHTAIUOHHOTO
obecrieueHust ypaBJICHUS;
Baaners:

HaBBIKAMH OPTaHU3AIMH PaOOTHI
0JIb30BaTeNe HHQOPMAITHOHHOM
CHCTEMOH;




OIICHKU PE3YJIbTATOB BHEIPCHUS
nH(OPMALMOHHBIX TEXHOJIOTHH B
JIOY opranmzanvm.

IIK-5.4 Bnageet HaBBIKaMHu 3HATh: IIPaBHIIA CO3AHHS U
pa3paboOTKU ¥ BHEAPEHHS odopMIIeHHS JIOKAJIBHBIX

HOPMAaTHBHBIX JJOKyMEHTOB;
JIOKAJIbHBIX HOPMATHUBHBIX
YMeTh: pa3pabaTbiBaTh U BHEAPSTH

aKToB B chepe HOJIOKEHHUS O CTPYKTYPHBIX
JAOKYMCHTAIIMOHHOT'O oIpa3ICIICHUSX

00CCIIeUCHHUS yIIPABIICHUS U | Pa3pabaThiBaTh U BHEJPSTH

apXHMBHOTO Jie/1a HHCTPYKLMH 10 TEXHOJIOTHU
paboTHI ¢ JOKYMEHTaMH;

Baapers: mpaBmiamMu co3maHUS U
odopmIIeHHS JIOKaJIbHBIX
HOPMATHBHBIX TOKYMCHTOB.

4. CTPYKTYPA U COAEPKXAHUE JUCHUIIVIMHBI (modyna)

4.1 O6vem oucyunaunst (Mo0oyns)

O06nem (obmast Tpy10eMKOCTh) nucUIUInHbl «Opranu3aius u Texnonoruu J10Y» cocrasiser 6
3.e, 216 akan. yacoB, U3 HUX KOHTakTHBIX 106 akax. 4., CPC 65 akan. 4., GopMbl KOHTPOJIS 3a4€T
C OlIEHKOI1, IK3aMeH.

4.2. Cmpykmypa oucyuniaunsl 011 04HOU Popmbl 00yUeHuUA.

Bunbl y4ueOHO# paboOThI, BKItOUas
CAMOCTOSATENBHYIO pabory | POPMBI TEKyIIEro KOHTPOJSA YCIEBACMOCTH
CTYIEHTOB (no nedenam cemecmpa)

u TpygoeMkocTh (B uacax)/ c | PopMa IIPOMEXYTOYHOH aTTeCTalUM (710
yKa3aHHEM 3aHSTHH, IPOBOMUMBIX B | cemecmpam)

HHTEPaKTHBHBIX (opmax

No  |Tema/Paznen
/I |[AVMCLUIUIMHBI

Cemectp
Jlexun
CeMuHapbl/
MPaKTUIeCKHE
Kontpoinb

NKP
lcpC

1 Tema .15 (2
Beeoenue 6
OUCYUnIuny
«Opeanuzay
us u
mexHoao2uU

JIOV»

Onpoc/ 0oxnad/ npesenmayus

2 Paszoen 1. 514 |4 2 |2 Onpoc/ 0oknad/ npezenmayus

Tema 2
Bosnuxknose
Hue u
passumue
0eonpous38o
ocmea 68
yupesrcoerus
X Poccuu
Xvl - XvIl
66.

3 Tema 35 14 |4 2 |2 Texywuti KoHmpos
Jlenonpouss
oocmseo 8
yupexcoenus




X Poccuu
XVIII 6.

Tema 4:
Jenonpouss
00Ccmeo 6
yupesrcoerus
x Poccuu
XIX - nauane
XX gs.

Onpoc/ doxnad/ npezenmayus

Tema 5:
Cmanoenenu
e u
pazeumue
Odenonpousgo
ocmea 8
COBEMCKUX
2ocyoapcmes
€HHBIX
yupesrcoerus
X

Ilpakmuueckas paboma 1
IIpakmuyeckasn paboma 2

Iipomeorcy
moyHas
ammecma
yus
(3auém c
OYeHKOll)

Tecmuposanue
Hmoeosas konmponvHas paboma
3auém c oyemnkoti

HUmoco

18

o0

12

Paszoen 2
Tema 6:
Opeanuszayu
Kl
O0OKyMeHmay
UOHHO20
obecneuerusi
VIPasieHus.

Ilpakmuueckas paboma 3

Tema 7
Opranuzauu
S CITy’KOBI
JOYVY.

Konmponvnas paboma 1

Tema 8:
Opeanuszayu
5
OOKYMEHMOO
bopoma

Onpoc/ 0oxnad/ npezenmayus
Konmponvnas paboma 2

Tema 9:
Pecucmpayu
5
O0OKYMEHMO8
u
opaanuzayus
CNpasouHO-
uHpopmayuo
HHO20
oocnyarcusan
us

Onpoc/ ooxnad/ npezenmayus
Koumponvnas paboma 3

10

Tema 10:

Keiticvr mexywezo konmpons
Konmponvnas paboma 4




Koumponw
UCnOHEeHUs.
OOKYMEHMos

11 Tema 11: 6 |2 4 7 Koumponvnas paboma 5
Opeanusayu
A
denonpousg
00cmea no
npeonodceH
usim
3aA61CHUAM
u srcanobam
2paxcoan

12 | Tema 12: 6 |2 |4 5 8 Onpoc/ 0oxnad/ npezenmayus
Xpanenue
OOKYMEHMO8
8
0enonpou36o
ocmee
opeanuzayuu

13 | Tema 13 6 |2 5 7 Tecmuposanue
Hanpasnenu
A
cosepueHcm
B06AHUA

Ji(o)%

Ilpomexncy | 6 45 Tecmuposanue
MOYHAsL Hmoeosas konmpoavHas paboma

ammecma 3auém c oyemnkoti
yust

(Ok3amern)
Hmozo 6 | 16|18 30 | 53
UTOTO: 6 |32 |36 45 |38 | 65

O0beM (00mrast TpPYA0EMKOCTh) AUCIUIITUHBI «Opranu3zanus u rexronoruu JJOY» cocraBuser 6
3.e, 216 akaj. yacoB, u3 HUX KOHTaKkTHBIX 60 akan. 4., CPC 143 akan. 4., GopMBbl KOHTPOJIS 3a4ET
C OIIEHKOI1, IK3aMeH.

4.2. Cmpykmypa Oucyunaunbl 013 3a04HOU Popmbl 00yUeHUA.

Bugst  yueGHOW  paboThl,
BKJIIOYAsi  CaMOCTOSITENIbHYIO
paboty CTYJICHTOB
U TPYIOEMKOCTh (B 4acax)/ ¢
yKa3aHHEM 3aHATHH,
IIPOBOAMMBIX B
WHTEPAKTUBHBIX (popmax

Dopmsbl TEKYLIETO KOHTPOJIA
YCIIEBAEMOCTH (10 Hedensam cemecmpa)
dopma TPOMEKYTOUHOM arTecTaluu
(no cemecmpam)

Tema/Pazne
Ne |n
/0 |IUCLUILINH
bl

CemecTtp




Jlexun

CeMuHapbl/

IPAKTUYCCKUC

Kontposb

NKP

Tema 1.
Beeoenue
8
OUCYUNTUH
Y
«Opeanus
ayus u
MEXHON02

uu J[OY»

—_—

icpC

Onpoc/ 0oxnad/ npesenmayus

Pasoen 1.
Tema 2
Bosnuxnos
enue u
pazeumue
denonpous
6o0cmea 6
yupeosicoeH
usx Pocc
uu XVI -
XVII  ess.

Onpoc/ 0oxnad/ npezenmayus

Tema  3:
lenonpous
6800CmMB0 8
yupeosicoeH
usx
Poccuu
XVIII 6.

Texywuti KOHmpos

Tema 4:
Ilenonpous
600CMB0O 6
yupestcoeH
Usix
Poccuu
XIX -
Hawane XX
686.

Onpoc/ 0oxnad/ npezenmayus

Tema  5:
Cmanoesne
Hue u
passumue
oenonpous
600cmea 6
COBEMCKUX
eocyoapc

MBEHHbIX

Ilpakmuueckas paboma 1
IIpakmuyeckas paboma 2




yupestcoeH
USIX.

Ilpomeosrcy
moyHas
ammecma
yus
(3auém ¢
OYeHKOlL)

Tecmuposanue
Hmoeosas konmponvrnas paboma
3auém c oyenxou

HUmoeo

20

22

Pazoen 2
Tema 6.
Opeanusa
yus

0OKYMeHm
AYUOHHO2O
obecneuen
us

ynpasneru
A

15

Ilpakmuuecxas paboma 3

Tema 7:
Opranuza
s
CITYKOBI
JI0VY.

15

Konmponvnas paboma 1

Tema 8:
Opeanusa
yus
O0OKYMeHm
oobopoma

15

Onpoc/ doxnad/ npezenmayus
Konmponvnas paboma 2

Tema 9:
Peaucmpa
yus
0OKyMeHm
08 u
opeanu3ay
ust
CNpagoyHo

unghopmay
UOHHO20
obcmyacus
anusi

15

Onpoc/ ooxnad/ npezenmayus
Koumponvnas paboma 3

10

Tema 10:
Konmponw
UcnoHeHu
A
0OKyMeHm
08

15

Keiticvr mexywezo konmpons
Konmponvnas paboma 4

11

Tema 11:
Opeanuza
yus

15

Konmponvnas paboma 5




oenonpous
600cmea
no
npeonoice
HUAM
3asn61enus
M u
arcanooam
2paxcoau

12

Tema 12: | 6 1 3
Xpanenue
0OKYMeHm
08 8
oenonpous
600cmee
opeaHuzay
uu

16 Onpoc/ 0oxnad/ npezenmayus

13

Tema 13 6 2
Hanpasne
HUs

cogepuien
cmeosanu

a2 [0V

15 Tecmuposanue

Ilpomeorcy | 6 9
moyHas
ammecma
yus
(Ox3amen)

Tecmuposanue
Hmoeosas konmponvrnas paboma
3auém c oyenxou

HUmozo 6 |6 |6 20

121

HUTOTIO: 6 |10 10 9 40

143

4.3. Cooepircanue pazoenoe oucyuniaunsl (Mooyis)
(Oaemcs 6 mabauuHOU UIU MeKcmosou ghopme)

Ne

HauMenoBanue pa3nena
(moapasnaesia, TeMbl) M CHUNIIHHBI

Conep:xanue




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  0OCIiTy>)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
HOPMATUBHBIA 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 JCIIOBBIX  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
ciryxk0b1 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
ympaBieHus KkadecTBoM. CraHmapTu3amus Mporexyp
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

6. ONEHOYHBIE CPEJACTBA JIsd TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH,
MMPOMEXYTOYHOM ATTECTAILIAH 110 UTOI'AM OCBOEHUS TUCITATIIIMHBI

Texkymmii KOHTPOJIb BBINOJIHEHUS 3aJaHUi  (KOHTPOJb (OPMHUPOBAHUS KOMIETEHIIHUIN)
OCYILECTBIIICTCSI PETYJSpHO, HAauMHAas C MEpBOM Helenu cemecTpa (BXOISIIUN KOHTPOJIB).
KoHTpons ¥ olleHMBaHWE BBHINOJIHEHUS (HAampUMeEp, 3cce) OCyIIeCTBIsieTcs Ha 8-9 Hexpene



cemectpa. TeKkymui KOHTPOJIb OCBOECHHUS OTIENBHBIX PA3AEI0OB JUCLUIUIMHBI OCYILECTBISAETCS
IIpU TIOMOIIM ONpOCa 3aBEPLICHUU HM3YUYEHMsI KaxXAoro pasnena. Cucrema TEKyIIEro KOHTPOJIS
YCIIEBAEMOCTH  CIIY’)KMUT HE TOJBKO OLEHKE YpPOBHS KOMIETEHTHOCTHOW IOATOTOBKH
oOydJaromierocss U CrocoOCTBYET B JajbHEHIIEM HanbOojee Ka4yeCTBEHHOMY UM OOBEKTHBHOMY
OLICHUBAHHUIO €r0 B XOJi¢ MPOMEXYTOYHOW aTTecTallMi, HO W CaMOOILIEHKE O0Y4Yarolerocsd,
CTUMYJIMPYS €r0 YCUIIHSL.

[IpomexyTtounas arrectanus no aucuuiianie: Opranuszanus 1 rexsonoruu JJOY
[TpomexxyTouHasi aTTecTanus MPoOBOJUTCS B (popMe 3aueTa ¢ OLEHKOI /3K3aMeHa.

6.1. Cucmema ouenusanus

dopma Komnerennusi |Onenka
KOHTPOJIS
Texymmit
KOHTPOJIb:
- onpoc 1IK-4.1 3aumeHo/He 3a4meHo
- yuwacmue 8 3aumeHo/He 3a4meHO
ouckyccuu  Ha
cemuHnape
- OMNUYUHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemBOpUmEe
Ipaxmuyeckas JILHO
paboma (memvl
2-5)
1IK-4.1 OMIUYUHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemBOpUmEe
Tecmuposanue JIbHO
IIpomexyrouna |[IK-4.1 3aumeHo /He 3aumeHo
sl aTTeCTaIUs 3aUmeHo (OMIAUYHO, XOPOUWLo, YO08IeMEOPUMENbHO)/ He
(Bauém c 3aUmeHo
OYeHKoll) OMAUYHO/XOPOULO/YO08NEeMBOPUMENbHO/HEYO08IeMBOPUME
JIbHO
dopma KoMmnerennus |Ounenka
KOHTPOJIS
Texymmit
KOHTPOJIb:
- onpoc TIK-5.1 3aumeno/He 3aumeHo
IIK-5.3
IIK-5.4
-yuacmue 8 3aumeHo/He 3a4meHo
ouckyccuu  Ha
cemuHnape
- OMAUYHO/XOPOULO/YO08NEMBOPUMENbHO/HEYO08IeMBOpUME
Konmponvnuvie JIbHO
pabomul (memvl
6-12)
Tecmuposanue
Kerticol OMIUYUHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemBOpUMEe

JIbHO




[Tpomexxyrouna |I1K-5.1 3aUmeHo (OMIAUYHO, XOPOUwLo, YO0BIeMEOPUMENbHO)/ He

s arrecrauust  |[IK-5.3 3a4meHo
(aK3aMeH) T1IK-5.4 OMAUYHO/XOPOULO/YO08NEeMBOPUMENbHO/HEYO08IeMBOPUME
JIbHO

6.2. Kpumepuu ouenku pe3yibmamoe no OucCyuniuHe

OueHka no
JTUCHUIINHE

Kpurepun oneHkn pe3y1bTaToB 00y4eHHUsI 110 A CHUILIMHE

«OTIIMYHOY/
3a4TEHO

BricTaBnsiercs oOydaromemMycsi, €Clii KOMIETeHIHs(1H ), 3aKpeTICHHAS
3a JUCIHUIUIMHOW, chopMHupoBaHa (MO WHAUKATOpam/ pe3yibTaTam
oOydeHuss B ¢opMaTe 3HATHb-yMETb-BIAJIETh) B TOJHOM O0bEeMe Ha
YPOBHE «BBICOKHII», U 00yYarONIUICS AEMOHCTPUPYET KaK pe3ysbTar
oOydeHHUsl CIeQyIoIIUe 3HAHWSA, YMEHUS W HAaBBIKH: OO0ydJaroIuiucs
r1yOOKO ¥ IPOYHO YCBOMJ TEOPETUYECKUI U MPAaKTUYECKUN MaTepual,
MPOJIEMOHCTPUPOBAJL ATO HA 3aHATUAX U B XOJI€ MPOMEKYTOUHOMU
aTTeCTallUU.

OOyJaromuiicss HMCYEpIBIBAIONIE H JIOTUYECKH CTPOMHO U3Jaraer
y4eOHBIH MaTepual, yMeeT CodYeTaTb TEOPUI0 C MPAKTHKOM,
CIIPABIISIETCS C pelIeHUeM 3a/1a4 Po(hecCHOHATLHON HANIPAaBIEHHOCTH
BBICOKOT'O YPOBHSI CIIO’)KHOCTH, NMPAaBUIBHO OOOCHOBBIBAET MPHUHSTHIC
peuieHusl.

CBoOOmHO OpHEHTHpYETCS B y4yeOHOM ©  TpodecCHOHATBHON
JTuTEpaType.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToMm
pe3yJIbTATOB TEKYIIEH U MPOMEKYTOUYHON aTTECTAllUH.

«XOpOII0Y/
3a4TEHO

BricTaBnsercs oOydwaromeMycsi, €CIM OH 3HaeT TEOPETUUYECKUM |
MpaKTUYECKUI MaTepuas, rpaMOTHO U, IO CYIECTBY, U3J1araet ero Ha
3aHATUSAX W B XOJE MPOMEXKYTOYHOW AaTTeCTaluu, HE JOMycKas
CYILIECTBEHHBIX HETOYHOCTEM.

OO6yyaromuiicst IpaBUJIbHO TPUMEHSET TEOPETUYECKHUE MTOJI0KEHUS TIPU
pElICHUH TMPaKTUYECKUX 3a/1ad MpodeCCHOHATBHONW HAIMPaBICHHOCTH
Pa3HOTO YpPOBHS CIIO)KHOCTH, BIIaJeeT HEOOXOAMMBIMHU [JISi STOTO
HAaBbIKAMH U IIPUEMAMHU.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YIEOHOU U PO eCcCHOHATHHOM
JUTEpaType.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4EToM
pe3yJIbTAaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

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

«YIOBJIETBOPUTEITH
HO»/ 3aUTEHO

BricTaBnsercs oOydwaromeMycsi, €Clii OH 3HaeT Ha 0a30BOM YpPOBHE
TEOPETUYECKUN M INPAKTUYECKUN MaTepual, IOIYCKAaeT OTHEIIbHBIC
OLIMOKM MPH €ro U3J0XKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOU
aTTECTALUU.

OOyuarouuiics  HMCHBITBIBAET  ONpENEIEHHbIE  3aTPyJHEHUS B
IPUMEHEHNUN TEOPETUUECKUX MOJIO0KEHUH NPU PELIEHUH TPAKTUYECKUX
3a7a4 NMpo(ecCHOHANIBHOM HANpaBIEHHOCTH CTAaHAAPTHOTO YPOBHS
CJIO’)KHOCTH, BJIaJIeeT HEOOXOAUMBIMHU JIJIsl 3TOr0 0Aa30BBIMU HaBbIKAMH
1 IPUEMAMHU.

JleMOHCTpHpYeT JA0CTaTOYHBIA YPOBEHb 3HAHMS YU4eOHOM JIUTEepaTypshl
110 JUCLUIUINHE.




Ouenka no Kpurepun oueHku pe3yjJbTaToB 00y4eHHs 10 TUCHUIJINHE
AMCUMILINHE

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

Komnerennuu, 3akperui€HHbIE 3a JUCHUILUIMHON, cOPMUPOBAHBI Ha
YPOBHE «10CTaTOYHBII).

«HeyJoBIeTBOpUTE | BricTaBisgercs oOyuaromemMycs, eciau OH He 3HaeT Ha 0a30BOM ypOBHE
JHHO»/ HE3aUTEHO | TEOPETUUYECKUH M TPaKTHUECKU MaTepual, JOIyCKaeT TIpyOsie
OLIMOKM MPH €ro U3J0XKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOUHOU
aTTECTALIUU.

OOyuaromuiics UCHBITHIBAET CEPbE3HBIC 3aTPYJHEHUS B NPUMEHEHUU
TEOPETUYECKUX TMOJOXKEHUM NpHU pEeHIeHHH NPaKTHUYECKUX 3a]ad
npoeCCHOHATBHOM  HANpPaBIEHHOCTH  CTAHAAPTHOTO  YPOBHS
CIIO)KHOCTH, HE BIIaZiceT HEOOXOAMMBIMU JUI STOTO HAaBbIKAMH H
NpUEMaAMU.

JlemoHCTpHpyeT (parMeHTapHble 3HaHHMS y4eOHOW JUTEpaTyphl IO
JUCLIUILINHE.

OneHka MO TUCHMIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ Y4EToM
pe3yJIbTaTOB TEKYILIEH U TPOMEKYTOUHON aTTECTAIlUH.

KoMnerennum Ha ypOBHE «JIOCTaTOYHBIN», 3aKpeIUIEHHBIE 3a
JUCLUIUIMHOM, HE ¢()OPMUPOBAHBI.

6.3. QOuenounvie cpeocmea (mamepuaivl) 01 MmMeEKYULe20 KOHMPOIA YCHeBAEMOCHIU,
nPoOMENCYMOUHOU ammecmayuy 00y4aroumuxca no OUCYUnNIUHe

Bonpocwer mexywezo xoumpons no (1 pazoen)

1.Ha3zoBuTe neproasl HCTOPUH OTEUYECTBEHHOTO JIEIOIPOU3BOJICTBA.

2.HazoBute Bunbl 1okyMeHTOB X VI—XVII BB. 1 pacckaxute o popmMyIsipe TOKyMeHTa 3TOTO
nepuoza.

3.Ilepeuncnure OCHOBHBIE IEIOIPOU3BOICTBEHHBIE ONEPAIUU IIPUKA3ZHOTO JEIONPOU3BOICTBA U
paccKaKuTe 0 ero 0COOEHHOCTSIX.

4.KaxyuM 3aKOHOAATEIBHBIM aKTOM PErJIaMEHTHUPOBAIOCH ACIONPOU3BOACTBO TOCYI1aPCTBEHHBIX
yupexaenuit B XVIII B.?

5.0numuTe TEXHOIOTHYECKH mporecc padboTel ¢ mokymeHToMm B X VIII B.

6.Kakue nzmenenus nperepnen ¢popmyisip nokymenta B X VIII B. 1 Ha30BHUTE BUIBI JOKYMEHTOB
9TOTO NEPUOJIA.

7. HazoBute oTinmuuTenbHbIe 4epThl AenonpoussoacTsa XIX B. ot nenonpoussoacrsa XVIII B.
Y KaKMM 3aKOHOJATEJIbHBIM aKTOM 3TO PErJIaMEHTUPOBAJIOCh.

8.Kakue uzmeHeHus Npou30ILIM B I€I0NPONU3BOJACTBE B KOHIE XIX B.?

9.9t1o Takoe HOT u HOYT?

10.Ha3oBuTe opranuzanuu, KOTOpblE€ 3aHUMAJIMCh pallMOHaIM3aKel nenonponsBoacTea B 1920-
x — Havase 1930-x rr. U kakne umu ObTH pazpaboTaHbl HHHOBAITUHN ?

11.KakoBo HazHaueHne EnnHOM rocyjapCcTBEHHOM CUCTEMBI 1EI0NIPOU3BOJACTBA?

12. YkaxxuTe OCHOBHBIC HAMPABIICHUS COBEPIIICHCTBOBAHUSI pabOTHI C JOKyMeHTamMH B 1970—
1980-€ rr.

Cnucok ucnonb308aHHbIX UCMOYHUKO8
Cob6opnoe ynoxenue 1649 r. // mon pen. M.H. Tuxomupora, B.I1. Enudano- Ba. M., 1964.

I'enepanbubiit permament 1720 r. // TIC3 Poccuiickoit Umnepuu. Co6p. 1. T. VI. Ne 3534,
Tab6enb o panrax 1722 r. // TIC3 PU. Co06p. 1. T. VI. Ne 3890.



Yupexxnenus s ynpasienus ryoepauii Beepoccuiickoit umnepuun 1775 r. M.: Cenar, Tur.,
1775.

Ob6mmee yupexxnenne muaucrepcts, 1811 1. // TIC3. T. XXXI. Ne 24686.

Enunas rocygapcTBeHHas cuctema genonpousBojctsa, 1973 r. M. : 'maBapxus CCCP, 1974.
Ircoy, 1991 r. M.: I'naapxus CCCP, 1991.

I'OCT 6.38—72 YuudunupoBaHHbIe CUCTEMbI JOKyMeHTauu. CucreMa opraHu3aimoHHO-
pacnopsaauTenbHON ToKyMeHTanuu. TpeboBanus K 0opOpMIICHHIO TOKYMEHTOB. M.: 131-Bo
CTaH/apToB, 1973.

I'OCT 6.39—72 YuudumupoBaHHbIe CUCTEMBI JOKyMeHTaluu. CucremMa opraHu3alioOHHO-
pacropsiAuTeNIbHON JoKyMeHTaruu. @opmyisp-oopasern. M.: U3a- Bo crangaptos, 1973.

I'OCT 6.38—90. Cucrema opraHu3allMOHHO-PACTIOPIIUTENbHON ToKyMeHTauu. TpeboBaHus K
odopMIIEHUIO TOKYMEHTOB». M.: M31-Bo cranmapTos, 1992.

I'OCT 16487—=83. «/lenonpon3BoAcTBO U apXUBHOE A€10. TepMUHbI U onpenenenus». M.: U3a-
BO CTaHIApPTOB, 1984.

I'OCT P 51141—98. «/lenonpons3BoacTBO U apXUBHOE A€0. TEpMUHBI U onpeaesieHus». M.:
N3a-Bo crangaptos, 1998.

OcHoBHBIE TIpaBUIIa pabOTHI BeZJIOMCTBeHHbIX apxuBoB M.: ['maBapxus CCCP, 1986.

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

Ilpobnemuvie cumyayuu ons mexkywetl ammecmayuu (2 pazoen)

1. Cywecmeyem nu 6 Hacmosiyee 6pemsi 20CYOAPCMBEHHOE pe2yIuUpo8aHue 60oNpocos,
CBA3AHHBIX C mexHoao2uell o0pabomku OOKYMeHmMOo8 (Hanpumep, Onpeoeienvl U Munogvle
onepayuu 06pabomxu 0OKyMeHmMo8, ux nocie008amesbHOCHb) 8 YUPEHCOCHUSX, OPSAHUZAYUSX U
Ha NPeOnPUAMUAX CIMPAHbL?

Kakumu 0okymenmamu 00I#CHbL UTU MOSYI PYKOBOOCMBOBAMbCS KOHKPEMHble CMPYKMYpbl npu
peuieHuy 0aHH020 sonpoca?

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

Kaxum obpasom opeanuzayus modxcem 006umscs om c6oux pabomHuKo8 005A3amenibHo20 yuema
nonoxcenuu I'OCT?

3. Oonotl u3 eadxcHeuwux s61aemcs npoodlemMa COXPAHHOCMU (XPaHeHUs) OOKYMEeHMO8
opeanuzayuil. Kaxumu npasosvivu axmamu u 20CYOaApPCMEEHHLIMU —MEHCOMPACIEBLIMU
OOKYMeHmamu ciedyem pyKko8oOCmMBE08aAmMbCsl NPU ee peuleHUuU:

3akonooamenvHble 0CHOBbL XPaHEHUsE OOKYMEHMO8

Hnvle npasogvie axmul, onpedensowjue peuieHue 60NpPOCOs, CEA3AHHBIX ¢ COXPAHHOCMbIO
(xpanenuem) 0OKymMeHmo8

Hopmamusno-memoouueckue 0oKymenmol, cooeparcaujue Memoouxy pabomol no 0nepamueHoMmy
XpaueHuto OOKYMeHmMo8 U N0020MOoBKe UxX K nepeoaue 6 apxus opeaHu3ayuu

4. Pyxosooumenv npeonpusmusi pacnopsaouincsi noo2omosums OOKYMeHmbl, KOmopbvie
OO0JDICHLL  peciamenmuposams desimenvHocms cayxcovl JJOY (kanyenspuu), opeanuzayuro u
nopsi0oK pabomwvl ¢ OOKYMEeHMAMU.

bvino paspabomano Ilonoscenue 06 ungopmayuonHoi norumuke, 0OUH U3 pazoenos Komopozo
Ha3zvleancs « Opeanuzayust pabomul ¢ 00KyMeHmupyemou ungopmayuein». B pazoene 3axpennsncs



cmamyc Kauyeaiapuu Kaxk ciyxicovl 0e1onpou3so0cmea u QYHKyuu ee compyoHuKos no pabome c
O0OKyMeHmamu.

Onpedenume, Kakue 0OpeaHuU3AUUOHHBIE OOKYMEHMbl 3ameHunr cobou pazden «Opeanuzayus
pabomol ¢ OoKymeHmupyemou ungopmayuei». llpasomepna iu maxas npakmuxa?

Kaxoii  ewe 6Hympennuii HOpMamueHvlli OOKYMEHmM Cled08aio paspabomams, uYmoovl
YCMAaHo8UMb eOUHbLL NOPAOOK 0elONPOU3B00CMBA HA NPEeOnpusmuu?

5. Onpedenume nopsaook cocmasnenust u ogpopmaenus Ilonoscenust o cayacoe JJOY:
- paspabamvigaem (kmo?)
-noonucvieéaem (kmo?)

-00IHCHO DBIMDb CO2NACOBAHO (C Kem?)
-ymeepoicoaem (kmo?)
-8800umcs 6 oelicmeue (kem unu wem?)
-noonedcam nepecmompy (npu Kakux oocmosamenbcmaeax?)

3anonnume nponycku.

6. Paspabomannas 6 opeanuzayuu HUncmpykyus no  0eronpou3go0Ccmey  cooepucum
crnedyrowue memamudeckue pazoenvl.

- Opeanuzayus 00Kymenmoobopoma

- Pecucmpayus ookymenmog

- Konmponw 3a ucnonnenuem 0okymenmos

- Homenxnamypa oen

- Xpanenue 00KyMeHmMOo8 8 CIpPYKMYPHbIX NOOPA30eNeHUSIX.

Ompadicen 1 6 UHCMPYKYUU 6eco npoyecc pabomsl ¢ Ookymenmamu? Eciu wem, xakumu
paszoenamu Bol 6v1 donoanunu oannwiii 0okymenm. Qbocuylime ceoe peuieHue.

7. Hucmpykyus no 0enonpousgoocmey — 2mo  00A3amenvbHblll OOKyMeHm O 6cex
PAbOMHUKOB Op2aHU3AYUU UL MOTLKO OISl ee CYHCObl 0eloNnpou3800cmea?’
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 Oghuc. [{pyeue omoenenus pacnoilolceHbl 8 PA3HbIX PAUOHAX 20POo0d.
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? Ecau nepedacm, kakosa 6yoem
ponv cuyicovl JIOY yenmpanvrozo oguca? Kak 6yoym pabomams ¢ OOKyMeHmMamu omoeieHus,
HAX00SWeMCsL 8 MOM Jice 30aHUU, YMO U YeHMPALbHblll oguc?

9. Ilepsuunas obpabomra 00KyMeHmos, NOCMYNUBUX 8 KOMNAHUIO NO NOYMe, CBOOUMCS K
crnedyrowemy. Pabomuuku, 8blNOIHAOWUE MY ONEPayuI0, 6CKPbIBAIOM U MY JHce YHUUMONICAIOM
KOHBEpMbl, NPOCMABIAIOM HA 8CeX OOKYMEHMAX, 8 Mom yucie, QUHAHCOBbIX, DYXealmepcKux u
M.N., WMAMA O NOCMYNJIEHUU OOKYMEHMA 8 OpP2aHU3ayuio u nepeoarom ux UHCNeKmopy no
peaucmpayuu. Uncnekmop npocmampueaem OOKyMeHmvl U (QUKCUPYem 8 pPecUCmpayuoHHbIX
@opmax, nNOMUMO NPOUUX C8eOEHU, KOTUYECTNBO TUCMOS U HATUYUE NPULOHNCEHUL K OOKYMEHMAM.
Onpedenume, kaxue mpeOo8aHusi K npoyeccy NepsuyHol o00pabomku OOKYMeHMO8 8 OAHHOM
cyuae Hapywaromesl, U KaKue He2amugHvle NoC1e0CmsUs. IMUX HapyuleHutl 0Jisk KOMNAHUU MO2Ym
NPOABUMBCSL BNOCIEOCTBUU.



10.  Homowmux  pykosooumens,  npeod8apumensbHO  HPOCMOMpes  OOKYMEHMAYUuio,
HOCMYRUBULYIO 8 Op2aHU3ayuio, 6cro ee nepeoaem pykosooumenio. B nanky ¢ dokymenmamu
BKIAObIBAECMCST  NUCLMEHHBIL  KOMMEHmMApuii 0 Ccocmage NOCMYRUBUUX — OOKYMEHMO8,
KOppeCcnoHOeHmax, aopecamax u COOepHCAumuxcs 8 Karcoom 0OKyMeHme 80Npocax.

B uem cocmoum naznauenue onepayuu «npedeapumenvrHoe paccmompeHrie 00OKyMeHmosy?
IIpasunvHo au e2o nonumarom 6 OAHHOU opeaHuzayuu?

11. Obwas mexuonoeuss pabomvl ¢ OOKYMEHMAMU 6 OP2AHU3AYUU COCTOUN U3 MUNOBbIX
onepayuii:
- npuem OOKyMeHmOo8;
- nepsuunas 00pabomra 0OKYMeHmMOo8;
- peeucmpayusi;
- paccmompenue OOKYMeHma pyKogooumenem u onpeoeieHue Xapakmepa peulenusi 0npoca
(pesonoyus);

- NoCmMamo8Ka 0OKYMeHma Ha KOHMPOIb,
- n0020MOBKa NPoeKma OOKyMeHma,

- ogopmnenue u coenacoganue;

- yoocmosepeHue,

- omnpaeka u3z opeanusayuu,

ﬂonwmume nepeyeHsb Hedocmaiou;wwu onepayusimu

12. B coomeemcmeuu ¢ 20CYOApPCMBEHHLIMU MEHCOMPACIe8bIMU  OOKYMEHmamu 8
UHOPMAYUOHHO- NOUCKOBYIO cucmemMy no Ookymenmam opeanusayuu (HUIIC) exooam:
peaucmpayus, uHoexcayus, opmuposanue oe.

Kaxoeo naszunauenue xaxcoou cocmasnsoweti MIIC? Ymo nozeonsem oOveOuHums ux 6 0OHY
cucmemy? Kax onu mozym ucnonv3o8amucs npu noucke 0OKyMeHmHou ungopmayuu?

13. B pecucmpayuonnvie popmul 6X00AUWUX OOKYMEHMOE OP2aHU3ayus 6Hecaa cledyloujue
OanHvle:

oama nonyYeHus, BX00AWUL PecUCMPAYUOHHBIL HOMED, KOPPECHOHOeHm, HoMep U oama
OOKYMEHMA, Kpamkoe cooepiicanue, pe3onioyus pyKo8oOUmens opeanu3ayuu, pyKogooumensb
CMPYKMYPHO20 NOOPA30eieHUs, pe30ioYus pyKogooumeis noopazoeieHus, UCNOIHUMeb.
Onpedenume, coomeemcmsylom iU 5mu OAHHblE PEKOMEHOYEMOMY COCMABY PeKSUUMO8
peaucmpayuonHou gopmel. Hmeem 1au cayxcdOa 0enonpou3soocmea npaso GKI0UAMb 6
peaucmpayuonHule hopmbl PEKGUUNMBL NO CBOEM) YCMOMPEHUIO?

14. Cucmema pecucmpayuu 6 opeanu3ayuu umeenm CMeUanHyo Gopmy, npu KOmopoul Yacms
O00KYMEHMO8 (nocmynaioujue Ha umMs pyKosooOumens, NpuKasvl i Op.) pecucmpupyiomcs 6 ciyxcoe
0e10npouU3800CmM8a, a OCMAIbHbLE — 8 CMPYKMYPHBIX HOOPA30eIeHUSX.

B cnyocoe oenonpouszsoocmea ecem 0e3 UCKIIOUEHUsT OOKYMEHMAM HPUC8aueaemcs UHOeKc,
cocmoawull U3 NOpsAOK08020 HoMepa OOKYMeHma 8 coomeemcmeayloujeli epynne (Hanpumep,
6X005UuUx 00KYyMeHmos) u aumepvl «Py, ozunauaroweii «pyxosoocmeoy, nanpumep, P 45. B
CMPYKMYPHBIX NOOPA30ENeHUAX PeUCPAYUOHHDBIL UHOEKC COCIOUM U3 UHOEKCA CIPYKMYPHO2O
noopasoenenusi (N0 6HYMpeHHeMY KIACCUDUKAMOpPY CMPYKMYPHLIX RNOOpa3leieHuil) u
nopsi0K08020 HoMmepa, Hanpumep, 3-25 unu 4-12 u m.n.

Yem maxotl nopsi0oK UHOEKCUPOBAHUS He COOMBEMCMEYem YCMAaHOBIeHHbIM MpeDdo8aHuam?
Pewenue kxaxux un@opmayuoHHo-nouUcKo8vix 3a0ay YCI0HCHAIOM MAKUe UHOEKCbl?



15.  Jlena 6 opeanuzayuu chopmupyromes u XpaHames ciedyioumum oopasom:

Cneyuanucmosl 0moeno8 3a800Am NANKU, 8 KOMopbvle 8KIA0blearom OOKYMEHMbl, Kacaroujuecs
pewieHusi  omoenbHuIX 6onpocos. Ha obnodxckax nomewaromes Gamunuu U UHUYUATLL
ucnonHumerneil u ykasaunue Ha KOHKpemHoe HanpaeieHue e2o 0esimelbHOCmU, Hanpumep:

A.C. Ihwkun

H320moenenue mapzemupoeannoil peknamol

B meuenue e2ooa 6 makxoil nanke HAKANAUBAIOMCS PA3IUUHbIE OOKYMEHMbl, ¢ KOMOPbIMU
ApUXooumcs pabomamv CReYuarucmy 6 pamkax OauHou npooremvl. B uucie O0oKymenmog
BCMPEYAIOMCS NUCLMA-NPEOTIONCEHUS, NUCLMA-OMEEMbl HA NPEOSIONCEHUS, NUCbMA-PEeKIAMAayUlL,
002080pbl U NPUNONHCEHUL K 002080PAM, AKMbl, NPOMOKOIbL U Op. Eciu cneyuanucm pabomaem
He ¢ OOHOU opeanuzayueu, Mo GHYMpU NANKU OH NOMewaem KAPMOHHblE DPA30eIument C
YKa3anuem KOHKpemHbIX opeanuzayuti-konmpazenmos. Koeoa Ooxkymenmos cmanosumcs
CUUKOM MHO20, 3a80051M 6MOPYI0 (Mpemvio U m.0.) NAnKy ¢ Makotl Hee HAONUCHIO U YKA3AHUEM,
umo smo emopoe (mpemove u m.o.) 0eno.

A.C.Ilywkun
H3eomoenenue mapeemuposannou pexkiamot. Ne 2

B konye 2o00a nankxu nomewaromcs 6 wkag, 6 omoenenus, 20e XPAHAMC OOKYMeHMbl
onpeoeneHHbIX CReYUuaIucmos.

Takoii nopsi0ok XpaueHuss OOKYMEHMO8 OOBACHAIONM MeM, YUMo UMEHHO MAK CReyuarucmam
Y0obHo pabomamv ¢ OOKymMenmamu 6 meueHue O0elonpou3B00CmMEEeHHO20 200d, UCKAMb
OOKYMEHMbl NOCIe OKOHUAHUSL pabomsl ¢ HUMU U 0Oecnequéamv Uux COXPAHHOCMb, MAK KAaK
Kax#cowlli cneyuanucm 3uaem c8oti 6ONpoc U, 3Ha4um, 80U OOKYMeHMbl.

Coenacnvl u Bvl ¢ maxum obvschenuem? Kmo ¢ maxom cinyuae 6yoem Hecmu omeemcmeeHHOCHb
3a obecneueHue coxpannocmu 0okymenmog? QbocHylime c6oul omeem.

16. B meuenue 2o0a y opeanuzayuu nosasuIuch Hogble HanpasieHus 0esameibHOCMU U HOGble
napmuepvl. Hoeas paboma Owina nopyuena 08ym omoenam. Kax creocmeue, nossunuco
3HAYUMENbHOEe KOIUYECMBO HOBbIX OOKYMEHMO8, KOmopvle He Obliu npedycmMompeHbyl
OelicmeyiowuUMU HOMEHKIAmypamu 0ell 0aHHbIX 0MOeN08.

Pykosooumens opeanuzayuu c6oum npukazom o0a3an enecmu UsMeHeHus: 8 HOMeHKaamypy oel. B
pesyibmame 3mMo C8el0Ch K COCMABIEHUI) 8 CepeduHe 200d HOBbIX HOMEHKIamyp 0el 08yX
omoenos. Pykosooumenv opeanuzayuu ux ymeepou.

Touemy makue Oeticmeusi He mo2ym Oblmb npusHaHvl npagomeprvimu? Kakue mpebosanus K
COCMAsIeHUIo U 0QPOPMAEHUIO HOMEHKAAMYPbI 0ell ObLIU HAPYUleHbL?

17.  Iocne owubouHo020 YHUUMOINCEHUS PAOA BANCHBIX OOKYMEHMO8 6 KOMNAHUU Oblio
NPUHAMO peuleHue o co30anuu 3kcnepmuol komuccuu (OK) u paspabomke emympenHux
HOPMAMUBHLIX OOKYMEHMO8, PE2YIUPYIOUUX ee 0esmelbHOCHb.

B oeiticmeyrowue kopnopamusHvle 0OKYMeHMbl, pelameHmupyrowue 0essmeibHOCmb CIyHcObl
0e1onpou3800cmea U NOps0oK pabomsl ¢ OOKYMEHMAMU KOMIAHUU Obliu 000as1eHbl
coomeemcmeyiowue pazoenvl, 6 KOMopvlx ObliU onpedenenvl Cmamyc, cocmas, npasda,
o6s3annocmu IK u nopsook nposedeHusi IKCnepmu3vl YeHHOCMU OOKYMEHMOB.

B ¢pynxyuu SK 6w110 exnioueno credyrowee:

- npoeepKa npasuibHOCMu 0QopMIeHUsE OOKYMEHMOB,

- yuem OOKyMeHmos,

- onpeoeienus YCA08Ull XPaHeHUust OOKYMEHMO8,

- npoeepKa Kawecmea Popmuposanus 0ei;

- yuem Oeil ¢ OUMeNbHbIMU CPOKAMU XPAHEHUSL,



- omobop Oen Ha XpaHeHue U YHUUMONCEHUE,

- onpeoeierue CPOKO8 XPaHeHUst OOKYMEHMOB,

- onpeodesnienue NOIHOMbL COXPAHHOCMU O0KyMenmos komnanuu. Kaxue napywenus Oviiu
odonywenwl npu cozoanuu IK?

Kaxkue, na Baw 632120, ¢pynkyuu ne coomseemcmeyrom nasnavenuro K u ne 6xooam 6 nonsmue
«IKCNepmu3a YeHHOCmu OOKYMEHMO8»?

18. Yacmb 6X005WUX U UCXOOAUUX OOKYMEHMOB OP2AHUZAYUU NPEOCMABILEHA 8 JIeKMPOHHOU
gopme. Ilpu noocomoseke den K nepeoave 8 apxu 6CMAl 60NPOC, 8 KAKOM BUOE UX HYHCHO
coasamy: 8 ude OUCKOB UNU NEPEeBEOEHHBIX HA OYMANCHYIO OCHO8Y MPAOUYUOHHBIX OOKYMEHMO8.
CmopoHHuKu nepeeooa 0OKyMeHmos 8 mpaouyuoHHYI0 OYMAXCHYIO (pOpMY MOMUBUPOBATU CEOIO
MOYKY 3DEHUsL MeM, YMO He U38eCMHO, N0 KAKOU (opme 00NHCHA OblMb COCMABIEHA ONUCL HA
IIeKMPOHHbBLE OOKYMEHMbL, U KAK ONPedenums CPOK UX XPaHeHUs.

Kak 6v1 Bvl nocmynunu ¢ oannom cayyae? Moodwicho au onpedenums CpOKU XPAHEHUs MAKUX
OOKYMEHMO8 U (hopmy OnUCU, NO KOMOPOU OHU MO2YM DblmMb nepedaHvl 8 apxus?

Ilpomesicymounas ammecmayusn
Bonpocul k 3auemy ¢ oyenkou/Kornokeuymy:

1. OcoOeHHOCTH CHCTEMBI IEeTOTPOM3BOICTBA B IICHTPATBHBIX yupexaeHusx Poccun XVI-
XVI., XVIII, XIX BB.

2. HampaBnenus u crnocoObl parmoHaIM3aIMK JIEJIONPON3BOJICTBA B YUpekaeHusx Poccun
XIX - Hau. XX B.

3. HampasneHus moucka parmoHaIbHBIX ()OPM OpTaHM3aIuHU JASIONPOn3BOACTBA B 1920-¢
TOJIbI

4. Pons Hapkomara pabode-KpecThbsTHCKOW UHCIICKITUN B CO3/TAaHUU CHCTEMBI
COBETCKOTI'0 JIeJIONPOU3BO/ICTBA.

5. Haubomnee 3HaumMble pa3pabOTKU akIumoHepHOro obmiectBa «Oprerpoity, MHcTHTyTa
TEXHHUKH ynpasiieHus B 1920-e roasl.

6. XapakTepucTuka u 3HaueHue «OOImMMX MpaBWJI JTOKYMEHTAIUU W JOKYMEHTOO0OOpOTa)
(1931 r.)

7. TlporpamMmbl COBEpILIEHCTBOBaHUS JEIONPOU3BOACTBA, MPUHATHIE HAa MEXOTPACIEBBIX
copemanmax 1941, 1960 rr.

8. Hampapienuss  TEOpPETHUYECKHMX W  MPUKIAIHBIX  HCCICNOBAaHMK B 00JacTH
COBEPILEHCTBOBaHUS Jenonpon3BocTBa B 1970-1980-e rosl.

9. TocynmapctBeHHOE peryinpoBaHue aeiaonpou3Boactsa B 1990-e — 2000-e rogsl

Bonpocwi k axzameny:

1. XapakrepucTtuka IeI0MpOU3BOJICTBA B yupexkaeHusx Pycckoro rocymapctea XV-XVII
BB.

2. OcnHoBHbI€ uepThl Aenonpon3BojcTBa X VIII B. B HEHTpATbHBIX U MECTHBIX YUPEKICHUIX
Poccun.

3. XapakTepuCTHKa JAEJIONPOU3BOACTBA BBICIIUX U IEHTPAJIBHBIX T'OCYAAPCTBEHHBIX
yupexaenuii Poccuu B nepsoit nonosune XIX B.

4. OnbIT pauMOHANM3ALUUA JAETONPOU3BOJACTBA B OTIEIbHBIX BEJOMCTBAaX BO BTOPOM
nonoBuHe XIX — Havane XX B.

5. CraHoBieHHE U pa3BUTUE JEJIONPOU3BOACTBA B COBETCKUX T'OCYAapCTBEHHBIX
YUPEKACHUSX.

6. HopMmartuBHO-MeTOOUYECKHE  JOKYMEHTBI ~ MEXOTPACI€BOTO  JECUCTBHUS, KOTOPbHIC
OTIPEICNSIOT COBPEMEHHYIO OpraHHU3alui0 pabdoThl C JTOKyMEHTaMU (HAUMEHOBAaHUE
JIOKYMEHTA, TOJ] €T0 pa3pabOTKH, KpaTKas XapaKTEPUCTHUKA)



10.

11

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.
28.

Opranmzanus ciyx0st JIOY. OcHoBHast 1enb, 3agaud U (QYHKIHUHA CIIYKOBI, ee
NOJDKHOCTHOM M YMCJIEHHBIN COCTAaB.

TunoBslie BUABI U CTPYKTYpHI ciyx6 J10Y.

JlokanpHbIe aKThl, perJaMeHTHPYIOIIME OpraHU3alrio J1eJI0Npon3BoicTBa. Haznauenue,
cocTtaB MH(OpMAINH, TOPSI0K Pa3pabOTKH U YTBEPKICHHUS.

WucTpyKiMs 1O  J1eJ0Nmpou3BOJACTBY. HaszHaueHuwe, CTpyKTypa TeKcTa, MOPSAIOK
HOJTOTOBKH.

. I[lonsiTe «I0KyMEHTOOOOPOT», MPHUHIMIBI €ro OpraHu3alud. XapaKTepUCTUKU

JOKYMEHT0000poTa

Oranbl AOKyMEeHTooOOpoTa. Omnepanuu, KOTOpblE BBINOJHAIOTCS MpU padboTe ¢
BXOJSLIMMH TOKYMEHTaMU

Oranbl AOKyMEeHTooOOpoTa. Omnepanuu, KOTOpbIE BBINOJHAIOTCS MpU padboTe ¢
UCXOAIIMMHU JOKYMEHTaMHU

Oranbl  T0KyMEHTOOOOpOTa. ONepalud, KOTOPbIE BBINOIHIIOTCA C BHYTPEHHUMH
JIOKyMEHTaMU

Perucrpanuss noxymeHTOB, e¢ Ha3HaueHue. [IpaBumna perucrpanyu JOKYMEHTOB.
XapakTepuCTUKAa COBPEMEHHBIX PETHUCTPAlMOHHBIX (OpPM, COCTaB HHGOpMAIMU |
NOPSAOK MX 3aIIOJIHCHUS.

[lonsTus «peructpauus JOKYMEHTOB», «HMHIEKCHUPOBaHHE IOKYMEHTOB». 3Hau€HUE U
npaBuia (GOPMUPOBAHUS UHAEKCOB

3HaueHUE KOHTPOJIA 3a CPOKaMHM MCIIOJIHEHMsI TOKYMEHTOB B allllapare yIpaBJICHUS.
TpeGoBaHus K OpraHM3alliid KOHTPOJIS UCIOJIHEHUs JTOKYMEHTOB B JI€IOINPOU3BOJICTBE.
3a1aul KOHTPOJIBbHOU JESATENBHOCTH.

Cpoku HCIIOJIHEHUSI NOKYMEHTOB. TEXHOJOTMs KOHTPOJSA 3a CPOKAMH HCIIOJHCHMS
JIOKYMEHTOB.

3aKoHOJaTeIbHAasl PErJIaMEHTAlUs U METOANYECKOE 00eCTIeUeHNE OPraHN3alluU XPaHEHHs
JN0KyMeHTOB B Pocculickon denepanuu.

Opranuzanys TEKyIEro XpaHEHHs AOKYMEHTOB B JICJIONPOM3BOACTBE OPraHU3ALMHM U
o0ecrieyeHne X COXpaHHOCTH

Homenknarypa nen, ee Ha3HauY€HUE B JEIONPOU3BOACTBE. BHUIBI HOMEHKIIATYp H€Il, UX
ocobenHoctu. TpeGoBaHMS K HOMEHKJIAType Jed, UX 3aKpeluieHHe B HOPMATHBHO-
METOJUYECKUX JOKYMEHTaX MEKOTPACIEBOTIO NEUCTBHS.

Metoauka cocTaBieHHs HOMEHKIATypbl jaeid. [lopsnok odopmiieHusi, coriacoBaHus H
YTBEPKACHHUSI HOMEHKJIATYPBI A€l

[IpaBuna ¢opmupoBanuss B Jena JOKYMEHTOB Ppa3IUYHBIX BHJOB. [IpuHIMIBI
CUCTEMATH3ALMH TOKYMEHTOB BHYTPH JI€II.

[lonsaTne ‘“skxcneprr3a LEHHOCTH JOKyMeHTOB . HopmaTuBHO-MeTOIMYECKHE U
TEOPETUYECKUE OCHOBBI IPOBEACHUS DKCHEPTU3bL. [[pMHIMIBI U KPUTEPUH DKCIEPTU3BI
LIEHHOCTU JOKYMEHTOB.

Opranuszanus paboThl MO MPOBEAECHUIO AKCHEPTH3bl LEHHOCTH JOKYMEHTOB.
JIOKyMEeHTUpOBaHHE JESITEIBHOCTH OKCHEPTHOW KOMHCCMHM M OQOpMIICHHE ee
pe3yJIbTaTOoB.

Hasnauenue onucu aen. Bunsl onuceit. [IpaBuna cocraBnenus u opopmiieHUE OMUCH eI
CTPYKTYPHOTO MOJPA3CICHUS.

Onepanuu 1o NOAroTOBKE JTOKYMEHTOB K IIepeiade B apXUB OpPraHU3aLNN.

OcHoBHBIE TpeOoOBaHMs K OQPOPMIICHHIO JIE] PU UX MOATOTOBKE Ul Mepeladld B apXHB
opranu3zaiuy. YacTHuHOE U MOJIHOE 0POPMIICHHE.

7. VUEBHO-METOJMYECKOE W WH®OPMAIIMOHHOE OBECIEYEHUE
T CHATIIAHBI



7.1. Cnucok numepamypol U UCHOYHUKOG

Ocnosnasn:

Loponuna, JI. A. Opranuzanys U TEXHOJIOTUS JOKYMEHTAIlIMOHHOTO 00eCIIeUeHUs YIIPaBIEHUs | yUeOHUK
U pakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3z., mepepad. u gon. — Mocksa :
MznarensctBo FOpaiit, 2024. — 270 ¢. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texkcr : anexTponHbIil / Ob6pa3oBatenbHas wiatdhopma FOpaiit [cait]. —

URL: https://urait.ru/bcode/536404 (mata obpamenus: 10.11.2024).

Ilysanosa, H. H. Opranu3anus ¥ TEXHOJIOTUS TOKYMEHTAIHOHHOTO 00SCIICUeHUS yIPABICHUS ;| YICOHUK
st By3oB / H. H. lllysanosa. — 3-e u3n., nepepad. u gorn. — Mockea : M3narenscto HOpaiit, 2024, —
234 ¢.— (Bwicmiee ob0pa3zoBanue). — ISBN 978-5-534-20347-9. — Tekct : 3JIEKTPOHHBIA //
ObpazoBarensHas minardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/557987 (nata oOparuenus:
10.11.2024).

Honoanumenvnan:

Kysneyos, Y. H. JlokyMeHTallMOHHOE oOecrieueHue yrnpasieHus. JJokymeHTo000poT 1
JIETIOTIPOM3BOJICTBO : yueOHUK M mpakTukyMm st By30B / WM. H. Ky3nenos. — 4-e uzn., mepepad.
u gom. — Mocksa : U3narensctBo FOpaiit, 2024. — 545 ¢. — (Bricuiee o6pa3oBanue). —

ISBN 978-5-534-16003-1. — Tekcr : anextponHsIii / ObpazoBarenbHas miatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/535548 (nata o6pamenus: 10.11.2024).

Hcmounuku

06 apxusHnom Oene 8 Poccuiickoii @edepayuu: Oenep. 3akoH oT 22 okTa0ps 2004 1. Ne 125-D3:
npusst ['oc. J{lymoii 02 oxt. 2004 r.: omo6per Coerom Denepanuu 13 oxt. 2004 r.: [mocnenHss
penakuusi] / OdunpanbHblii MHTEPHET MOPTaJ MPAaBOBOM MH(OPMAIIUK: TOC.CHCTEMa MPaBOBOM
uHpopmanuu.-URL:
http://pravo.gov.ru/proxy/ips/?docbody=&firstDoc=1&lastDoc=1&nd=102089077 (mara
obpamenus: 10.11.2024).

O 2ocyoapcmeennom szvike 6 Poccutickou @edepayuu: Oenep. 3axoH ot 01 utonst 2005 1. Ne 53-
@3: npunsat loc. Hymoi 20 mas 2005 r.: omobpen Coerom Depepaumu 25 mas 2005 r.
[mocnennsisa pegakuus]: // OpuruanbHbI HHTEPHET MOPTAJ MPABOBOM HHPOPMAIIMH: TOC.CHCTEMA
PaBOBOI uHpopmanuu.-URL:
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102092715&ysclid=leazabd8bv995131273 (mara
obpamenus: 10.11.2024).

O nopsoke paccmompernus oopawenutl epaxcoar Poccutickoi @edepayuu:

®denep. 3akoH oT 02 mast 2006 1. Ne 59-D3: mpunst ['oc. Aymotii 21 anp. 2006 r.: onodpen CoBeTom
®denepanuu 26 anp. 2006 r.: [mocnennsis pegakuus |/ OpumanbHbI HHTEPHET MTOPTAT TIPABOBOM
nHpopmanuu: roc.cucTeMa PaBOBOI nHpopmanuu.-URL:
http://pravo.gov.ru/proxy/ips/?docbody=&firstDoc=1&lastDoc=1&nd=102106413 (mara
obpamenus: 10.11.2024).

O nepconanvuvix oannsix: Oenep. 3akoH ot 27 utons 2006 r. Ne 152-03: mpunsar ['oc. Jymoii 8
utonst 2006 t.: omobpen Coetrom Denepanuu 14 wrons 2006 r.: [mocienHss penakuus]//
OdunmanbHbIN HHTEPHET MOPTA MPABOBOM MH(OPMAIIMU: TOC.CUCTEMA ITPABOBOM MHPOPMALIUH. -
URL: http://pravo.gov.ru/proxy/ips/?docbody&nd=102108261&ysclid=10txrmffke

(mata obpamenwus: 10.11.2024).

06 unghopmayuu, ungopmayuonHsix mexnoarocuax u o 3awume ungopmayuu: denep. 3aK0H OT
27 uronst 2006 1. Ne 152-®3: npunsr ['oc. J{ymoit 8 uromnst 2006 r.: ono6pen Coserom Deneparu
14 wiona 2006 1.: [mocnmemnsisi pemakius]// OduuuanbHBIE WHTEPHET MOPTAl MPABOBOM
uH(pOpMaInu: roc.cucrema MPaBOBOM uH(pOpMaIUH.
URL:http://pravo.gov.ru/proxy/ips/?docbody&nd=102108264&ysclid=10wjrul ft1 (mata
obpamenus: 10.11.2024).

[ToctanoBnenne IIpaButenbctBa PD ot 25.12.2014 Ne 1494 “O06 yTBepKICHHH TMPABHI




oOMeHa JOKyMEHTAMH B OJJIGKTPOHHOM BHJE TMPU OpraHu3anuu WHOOPMAIUOHHOTO
B3aUMOJICUCTBUSA // [DnexkTpoHHBIA pecypc]. — M., 2019. — Pexum pocryna:
https://base.garant.ru/70832680/

[IpaBusia  neIONpPOM3BOACTBA B  TOCYJAapCTBEHHBIX  OpraHax, OpraHax MeCTHOTO
camoyrmpasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnexkTpoHHsIii pecypc].

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

Metoanyeckiue peKOMEHIAlMU MO pa3pabOTKe HHCTPYKUUH IO JAEIONpPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO camoytpasieHus, yTB. [Ipukasom Pocapxusa

oT 24.12.2020 Ne 199 // [DOnextponnsiii pecypc]. — M., 2021. — Pexum nocrymna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHass MHCTPYKIHSI TIO JEJIOMPOU3BOJCTBY B TOCYIAPCTBEHHBIX OPTaHU3AIMSX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexTponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'oCT P 7.0.97-2016. Hamumonaneusiii ctranmapt Poccuiickoit ®denepamuu. Cucrema
CTaHJapTOB o MHopManuu, OMOIMOTEYHOMY U H3AaTeIbcKoMy neny. OpraHu3anuoHHO-
pacnopsiauTeNnbHas  JIOKyMeHTanus. T[peboBaHus K O(QOPMIEHUIO JTOKYMEHTOB //
[DneKTpOHHBIN pecypc]. — M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2019 Hammonaneusiii crangapt Poccuiickoit @eneparuu. Cucrema
CTaHJApTOB MO MH(OpMaLuHU, OUOIMOTEeYHOMY U H3JarenbckoMy neny. WUupopman3us u
JTOKyMEHTaIus. YnupasneHnue gokymeHtamu. Yacte 1. ITloHstus u mnpuHIuUnel. //
[DneKTpOHHBII pecypc]. — M., 2021. Pexum J0CTyMa: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE J€10. TE€pMUHBI U OINPEACICHUS.-

[ DneKkTpoHHBIHpecypC]. - M.,  2019. Pexum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[Tpuka3z MunkynbTypsl Poccun ot 31.03.2015 Ne 526 «O06 yTBepKIeHUM TPABUI OpraHU3AIUN
XpaHEHUs, KOMIUIEKTOBAaHUS, Y4e€Ta M MHCIOJIb30BaHHUS JOKYMEHTOB ApxuBHOro (onaa
Poccuiickoit @enepanuy U ApYruxX apXUBHBIX JTOKYMEHTOB B OpraHax IOCyJapCTBEHHOU BIIACTH,
OpraHax MECTHOTO CaMOYIPAaBIECHUS U OpraHu3anusix» // [InekTpoHHsIA pecypc]. — M., 2019. —
Pexxum poctyma: https://www.garant.ru/products/ipo/prime/doc/71083090/.(nata oOparieHus:
10.11.2024).

[Ipuka3 PocapxuBa (DenepanpHoe apxuBHOe areHTCTBO) OT 31 wmrons 2023 1. Ne77 «O06
yTBepxkaAcHUH [IpaBun opraHu3aiuy XpaHeHHs, KOMIUICKTOBAHUS, y4eTa M UCIIOIh30BaHUS
nokymMeHTOB ApxuHoro gonna Poccuiickoii @enepanun u Apyrux apxXuBHBIX JOKYMEHTOB B
TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPABICHUS W OPTaHU3AIUIX)
[DnexTponHbIit pecypce]. //https://www.garant.ru/products/ipo/prime/doc/407519908/ (nmata
obpamenus: 10.11.2024).

ﬂOI’lOJlHumeJleble UCMOYHUKU

[Mpukaz Muntpyna Poccun ot 15.06.2020 N 3331 «O06 yrBepx)aeHuH MPOhecCHOHATHEHOTO
craggaptra "CHenuajmucT MO0 OpPraHU3allMOHHOMY M JOKYMEHTallHOHHOMY OOECIEYCHHIO
ynpaBiieHus: opranuzanuei"// [Dnexrponssiii pecypc]. — M., 2021. — Pexum nocryma:
http://www.consultant.ru/document/cons doc LAW 357714/.(nata oOpareHus:
10.11.2024).

[Ipodeccuonanbupiii  ctanmgapt  «CHEMUANUCT 1O  YOPABJICHHUIO  JTOKYMEHTaIUEH
OpraHu3anuu», YTBEP:KICHHBIA IPUKA30M MUHHUCTEpCTBA TPyAa U COLMAIBLHOM 3allUTHI
Poccuiickoit ®eneparuu ot 10.05.2017 Ne 416H // [DnexkrponHsiidl pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

IMpuka3z PocapxuBa ot 20.12.2019 N 236 "OO yrBepxueHun IlepedHss THUIOBBIX
yNpaBJIEHYECKUX APXUBHBIX JOKYMEHTOB, 0Opasyloluxcs B MpolLecce AEATeIbHOCTH



TOCYJIapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIMpPaBICHHUS U OpTraHU3alHid, C
yKa3aHueM CpokoB ux xpaHeHus" (3apeructpupoBanHo B Munrocte Poccun 06.02.2020 N
57449) // [DnmeKkTpoHHBII pecypc].— M., 2021. Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc LAW 345020/

[Ipuka3 PocapxuBa ot 11.04.2018 N 43 "OO yTBepXICHHH IPUMEPHOTO TOJOXECHHUS 00
HKCHEepPTHON KoMuccuu opranuzarmu” (3aperucrpupoano B Muntocte Poccun 15.06.2018 N
51357) //

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

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

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

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

L{eHTp KOMIIETSHIIMH IO BOITPOCaM JIOKYMEHTAIIHOHHOTO 00CCIICUYCHHS YIIPABIICHUS U apXHBHOTO
nena. Jlexxum mocrymna: http:/ www.edou.ru/enc/

Jlocmyn 6 OBC:

- JIAHb Jlocosop c¢ OOO «H30amenvcmeo Jlanvy Peacum oocmyna www.e.lanbook.com
Heoepanuuennulii 0ocmyn 025 3ape2ucmpuposantbix NOIb3068amenel

- DBC IOPAHUT, Pexcum oocmyna www.biblio-online.ru  Heozpanuuennwiii docmyn ons
3ape2ucmpupoB8aHHblx Noab3osameineil

- 000 HOF Pexcum oocmyna www.eLIBRARY.ru Heoepanuuennviti Odocmyn 0is
3ape2ucmpupoB8aHHblx Noab30eameinei

- OBC IPR SMART Peocum oocmyna hitps://www.iprbookshop.ru/ Heozpanuuennoiii
oocmyn 0215 3ape2Ucmpupo8anHblX Noab3068amernell

8. METOAUYECKHUE VYKA3AHUA 11O OCBOEHUIO JUCHUIIJIMHBI
(MOJTYJIST)

8.1. IInanvl cemunapckux/ npaKmuyuecKux 3aHAmuil
Tema 2. (4u) /lenonpouszeoocmeo ¢ yupeixcoenusax Pycckozo zocyoapcmea XVI-XVII se.
3aoanus:

1.U3yunts CyneOnuk 1550 r. u Cobopnoe ynoxenue 1649 r. [1o 3TUM akTam BBISIBUTH:

- CTPYKTYpY OpPTaHOB rOCYIapCTBEHHOI'O YIIPABJICHUS;

- COCTaB U JIOJDKHOCTHBIE 00S3aHHOCTHU «CITY)KUJIBIX JIFOACH».

- HampaBJIeHHs perjiaMeHTall paboThl ¢ JOKYMEHTaMH.
2.M3yunTh cXeMy OpraHu3aluy UCIIOJIHEHHS] JOKYMEHTOB B IIPUKa3HOM JIEIOIIPOU3BOJICTBE.
3.IIpoananu3upoBaTh MEPBUYHBIN KOMIUIEKC JOKYMEHTOB (Ha MpHUMEpE JAelia MO 4YeI00UTHOU
SAxosa lletmiosa B [loMmecTHOM MpuKase) U yICHUTH TOPSAIOK GOPMUPOBAHUS A€Ta.

Ykazanus no evinonnenuio 3a0anuii:

1.U3yunre Cynebnuk 1550 r., CobopHoe ynoxenue 1649 r. u ysicCHUTE cleayroliee:
- COCTaB JIUI] «BEPIIUBIINAX CYI» U JOKYMEHTHPOBABIIHUX JACATCIBHOCTD CY/Ia;
- MOpsAAOK MoAa4u, paCCMOTPCHUA U UCITOJTHCHU A quO6I/ITHBIX;
- TOPSITIOK BEACHUS PETHUCTPAIMOHHBIX POPM JIJISl «CYTHBIX JCT»;
- OTBETCTBEHHOCTh 3a TOJIENIKY JOKYMCHTOB M HEJOOPOCOBECTHOE OTHOIICHUE K
JIOJDKHOCTHBIM O0SI3aHHOCTSIM.



2.PaCCMOTpI/ITe cxeMy HpOXO)K,ZleHI/I}I 1 UCITIOJTHCHUA I[OKYMGHTOB B anKa3ax n cz[enaﬁTe BBIBO/JT
0 COCTaBE TEXHOJOTHUYECKHUX OIepaIuii ¢ TOKyMEHTaMU, PUMEHSIBIINXCS B PUKA3HON CUCTEME
JIEI0NPOU3BO/ICTBA.

3.03HakoMbTeCh ¢ estoM [lomecTHOTO TpriKasa 1o yenoouTHoi Skosa lllernnoBa u conocraBsTe
MOCJIEIOBATEIbHOCTh PACCMOTPEHUS U PEIICHHS BOMPOCA U MOCIE0BATENBHOCTD PACIIONIOKEHUS
JIOKYMEHTOB B jiesie. Onpeaenute KpaitH!e AaThl JAejia U 0COOEHHOCTH TOKYMEHTHPOBAHUS.

Koumponvnwvie sonpocui:
1. Tlepeuncnaure 0COOEHHOCTH CHCTEMBI JETONPOU3BOICTBA B IIEHTPAIBHBIX YUPEKIACHUAX
Poccun XVI-XVII BB.
2. HazoBuTe 3aKOHONATENBFHO PETIAMEHTHPOBAHHBIE O0S3aHHOCTU "CIYKMJIBIX JIIOAeH" B
paboTte ¢ JOKyMEHTaMHU.
3. Kakue omepaunu B pabore C JOKyMEHTaMH CQOPMHPOBAINCH B TMPUKA3HOM
JIETTOTTPOU3BOICTBE?
4. JlaiitTe XapaKTepUCTUKY CTOJOIOBOM (OpPMBI  AETONPOM3BOACTBA KaK TEXHUKHU
JOKYMEHTHUPOBAHUS U (DOPMUPOBAHUS JIEI.
5. Korpga Obla BBeieHa 1 Koraa ObU1a OTMEHEeHa cToJI010Bast hopMa 1eI0npor3BOICTBA?
Cnucok aumepamypol.
Hoponuna, JI. A. OpraHu3zanys ¥ TEXHOJIOTHS JOKyMEHTALOHHOTO 00ECTICUeHHUsI YIPaBICHHS : y4eOHUK
U npakTuKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3a., mepepad. u gon. — Mocksa :
MznarensctBo FOpaiit, 2024. — 270 ¢. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texkcr : anexTponHbIit / O0pa3oBatenbHas wiatdhopma FOpaiit [cait]. —
URL: https://urait.ru/bcode/536404 (mata obpamenus: 10.11.2024).

ysanosa, H. H. OpraHuzanys ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO 00eCIIeUeH sl YIIPaBICHHUS | y4eOHUK
st By3oB / H. H. lllysanoBa. — 3-e u3n., nepepad. u gorn. — Mockea : M3narenscto FOpaiit, 2024, —
234 ¢c. — (Bwicmiee o6pa3zoBanue). — ISBN 978-5-534-20347-9. — Tekct : 3JIEKTPOHHBIA //
ObpazoBarensHas minardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/557987 (nata oOparuenus:
10.11.2024).

Tema 3 (4u) [enonpouszeoocmeo 6 yupexncoenusax Poccuu XVIII 6.

3aoanus:

1. Usyunts I'enepanbublii permameHT 1720 T. W BBIIBUTH OCHOBHBIE TpeOOBaHUS K
OpraHM3aly  JIEJONPOU3BOJACTBA B KOJUIETHUSAX M JODKHOCTHBIE — OOS3aHHOCTH
KaHUEISAPCKUX CITYKAIIHX.

2. H3yuuTh cXeMy HUCIIOIHEHUS JOKYMEHTOB B KOJUIETUSX.

3. Uzyuuth «YupexaeHue s ynpasieHus ryOepHuit» 1775 r., BBIIBUTH OCHOBHBIC
TpeOOBaHUS K OpraHU3alliU JIEIOMPOU3BOICTBA B MECTHBIX YUPEKICHUAX U JOKHOCTHbBIE
00513aHHOCTHU KaHIEISPCKUX CITYKAITIX

4. N3yunTh cXeMy HCHOJHEHHUS TOKYMEHTOB B MECTHBIX YUPEKICHUAX.

[Ipoananu3upoBath 1eno, cHopMHUPOBAHHOE B MECTHBIX YUPEKICHUSX.

e

Ykazanus no evinonnenuio 3a0anuii:

N3yuus «I'enepanbublii persiaMeHT 1720 1., yACHUTE ClIeqyIolIEe:
1.1 cTpyKTYypy KOJJIETUH;

1.2 10IKHOCTHOM COCTaB KaHUEISIPCKUX CIIY)KAIUX;

1.3 00s13aHHOCTH KaHIEIIPCKHUX CIYXKaIUX;

1.4 nops oK mosydeHus: JOKYMEHTOB B KOJUIETUSX;

1.5 nopsimok paccMOTPEHUSI JOKYMEHTOB B KOJIJIETHSIX;

1.6 opranuzanys U TEXHOJIOTUS PETUCTPALUN JOKYMEHTOB;

1.7 mocTpoeHune cpaBOYHO-UH(OPMAITMOHHOTO anmapara;

1.8 cpoku UCIOIHEHUS TOKYMEHTOB;

1.9 opranuzanuio XxpaHeHUs1 JOKYMEHTOB B KOJIJIETHSIX.



2.3yunte cxeMy UCHOJHEHHS JIOKYMEHTOB B  KOJUJIETUAX M  BBIIBUTE  COCTaB
JIEJIONPOU3BOICTBEHHBIX OIEepaIuil.

N3yuus "O6mee rydoepuckoe yapexaenue " 1775 r., onpenenure:

2.1 CTpYKTYpy KaHUEISIPUHU, JOTHKHOCTHOW COCTAaB KAHIEISIPCKUX CITYKAIIIUX, UX 00sI3aHHOCTHU B
paboTe ¢ TOKyMEHTaMU;

2.2. TEXHOJIOTHIO pabOTHI C JOKYMEHTAMHU:

2.3 mopsIIOK MepBUYHON 00paOOTKHU MOCTYUBIINX JOKYMEHTOB;

2.4 TEXHONOTUS PErucCTpalil JOKYMEHTOB: MPUMEHSEMBbIC PETHUCTPAIMOHHBIE (OPMBI, HX
Ha3Ha4YeHHe U COCTaB MH(OpMaALINY;

2.5 mopsIIOK pacCMOTPEHUS TOKYMEHTOB;

2.6 MOPAIOK UCTIOJTHEHUS TOKYMEHTOB;

2.7 TeXHOJIOTUIO KOHTPOJIS 33 UCIIOTHEHUEM JOKYMEHTOB;

2.8 MOPAZIOK OTNPABKH TOKYMEHTOB;

2.9 opraHu3aiuio XpaHeH!s IOKYMEHTOB B MECTHBIX YUPEKICHUSIX.

3.M3yunte cxemMy HCHOJIHEHUS IOKYMEHTOB B MECTHBIX YUPEXKIEHHUSAX M BBIIBUTE COCTAB
JEJIONPOU3BOJCTBEHHBIX ONIEPALIUN.

4.Paccmorpure nena mectHbIx yupexaeHuit XVIII B., oOpature BHMMaHue Ha OQOpMIICHHE
00JIOKKH JIeNa, COCTaB IOKYMEHTOB [I€J1a, MOCJIE0BATEIbHOCTh UX PACIIOJIOKEHUS, MOPAIOK U
CPOKH pacCMOTPEHHSI JOKYMEHTOB, YSICHUTE IPUHIUITBI (JOPMUPOBAHUS JIEII.

KOHmpOJZbele eonpocsl.

1. CpaBHuTE cuCTEMY IPUKA3HOT'O U KOJUIEKCKOTO ENIONPOU3BOICTBA, 00BICHUTE Hanboee
XapaKTepHbIE OTIINYHS.

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

3. Tlepeuncnure 0043aHHOCTHU JICIOTPOU3BOJCTBEHHOM CIIYKObI IO MOATOTOBKE JOKYMEHTOB
K apXMBHOMY XpaHeHHIO (110 3akoHy 1775 1.).

4. Ha3oBuTe 3aKOHOAATENBHBIM aKT, KOTOPHIM BIIEPBBIE ObUI OMPEAETICH CPOK XpaHEHUs
JOKYMEHTOB B TEKYIIEM JICIONPON3BOICTBE (JI0 C1a4l TOKYMEHTOB B apXHUB).

5. Ha3zoBwute XxapakTepHbIC YePThl CUCTEMbI PETUCTPALIMH JOKYMEHTOB B KOJICTHUSX.

Chnucox rumepamypul:

Hoponuna, JI. A. OpraHuzanys 1 TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00eCTIeYeHHs] YIpaBIeHUs | y4eOHUK
U npakTuKyM 11 By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3a., nepepad. u gon. — Mocksa :
UznarensctBo HOpaiit, 2024. — 270 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texcrt : anexTpoHHbIH / OOpa3oBaTensHas mwiatdopma FOpait [caift]. —

URL: https://urait.ru/bcode/536404 (mata oopamenns: 10.11.2024).

llysanosa, H. H. OpraHu3anys ¥ TEXHOJIOTHS TOKyMEHTAIIHOHHOTO OOECTICUeHHI yIIPABICHUS : YIeOHUK
s By3o / H. H. IllyBanoBa. — 3-e u3a., nepepad. u gon. — Mocksa : UznarensctBo FOpaiit, 2024. —
234 c.— (Bricuiee o6pazoBanme). — ISBN 978-5-534-20347-9. — Tekct : 3JCKTpOHHBIN //
O6pazoBarenpHas wiargopma FOpaiir [caitr]. — URL: https://urait.ru/bcode/557987 (mara obpareHus:
10.11.2024).

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

3aoanus:
1. Uzyuuts "O6miee yupexaeHue MuHUCTEpCTB" 1811 T. ¥ ysICHUTH OCHOBHBIE TPEOOBAHUS
K OpraHu3aluy JIeJ0NpPOU3BOICTBA B IEHTPAIBHBIX YUPEIKICHHUSX, a TAKKE JOKHOCTHBIC
0053aHHOCTH KaHIEISIPCKUX YNHOBHUKOB.



2. TIpoananusupoBaTh 0COOCHHOCTH (hOpMUpPOBaHMS Jen B yupexaeHusax XIX - nau. XX B.

3. N3yuuts "llosoxkeHre 0 MUCbMOBOJICTBE M JICJIONPOU3BOACTBE B BOGHHOM BEIOMCTBE"
1911 r. u BBISIBUTH OCHOBHBIE HANPaBJICHUS palliOHAIN3ALNHN AETONPOU3BOICTBA.

4. Uzyuuth cxemy ucnojgHeHusi TokymMeHTOB B Kanuenspuum Iloneuurtenss MOCKOBCKOTO
y4eOHOTO OKpyTa.

5. OsnakomuTthces ¢ fokymeHTamu Kannenspuu [TormeuuTenst MOCKOBCKOTO y4eOHOTO OKpyTa
Y BBISIBUTH 3JIEMEHTHI PallMOHAIN3ALMN IPOLECCa UX UCTIOTHEHMSL.

Ykazanus no evinonnenuio 3a0anuii:

Nzyuaus "O61ee yupexxaenne munuctepets” 1811 r., onpenenute cienyromiee:

1.1 opraHu3alMoOHHYIO0 CTPYKTYPY MUHUCTEPCTBA;

1.2 CTpYKTYypy OENOMPOU3BOJCTBEHHON CITYKOBI;

1.3. opranuzanuio JOKyMEHTO00O0pOTa:

1.3.1. nopsaok noctyrieHust JOKyMeHToB: B KaHuenspruto MuHUCTpa; B JenapTaMEHTHI;

1.3.2. opraHu3zanuio JIBUKEHHSI JOKYMEHTOB, HAIIPABJICHHBIX B KaHUEISIPUI0O MHUHUCTPA; B

Henaprament; B CoBeT MHHHCTpa: B o00IIee NpUCyTCTBHE jaenapramenta; B OcoOble

YCTaHOBJICHHUS;

1.3.4n0pA10K UCTIOTHEHUS JOKYMEHTOB: B KaHLenspun MUHUCTpa; B JlemaprameHTax;

1.2 opranuzanuio ¥ TEXHOJIOTHIO PETUCTPALINH;

1.3. opranu3zauio KOHTPOJISA 32 UCTIOJTHEHHUEM JJOKYMEHTOB (PEBU3HS);

1.4. mopsimox hopMupoBaHUS IET;

1.5. opranu3zanuio XxpaHeHus JOKYMEHTOB;

1.6. Ha3HAaYEHUE OTYETOB.

2.03HaKkoMbTeECh ¢ aenamu yupexaenuil XIX B., obparure BHUMaHHe Ha 0(OpMIIEHUE O0JIOKKH

JieNia, COCTaB JOKYMEHTOB Jefia, IOCIEA0BAaTEIbHOCTh HUX PACIONOXKEHHS, MOPSIOK M CPOK

pPaccMOTpEHUS TOKYMEHTOB.

3.13yuute "[lonoxeHne 0 MMCbMOBOJICTBE U AEJOMPOU3BOJICTBE B BOeHHOM BegomcTBe" 1911 1.

U o0paTuTe BHUMaHUE Ha:

3.1. pernamMeHTalUIO IPUMEHSIEMBIX BUI0B JOKYMEHTOB;

3.2. ynopsiio4eHUe PaBUII COCTaBICHUS U OPOPMIICHHS JOKYMEHTOB;

3.3.pernamMeHTaIuIo CrpaBOYHO-UHPOPMAIIMOHHOTO (HOH/IA;

3.4.MexaHu3aLuUI0 JeI0IPOU3BOICTB;

3.5.0pranu3zaiuio onepaTuBHOTO U apXUBHOI'O XpaHEHHS TOKYMEHTOB.

Ha ocHoBe paccMOTpeHus NEpPEUnCICHHBIX BONPOCOB CJHENalTe BBIBOJ O HalpaBICHUSIX
palMoHaIu3aluu AeJI0NPOU3BOICTBA B BOEHHOM BEJJOMCTBE.

4. Ilpoananuzupyiite cxeMy opraHuzauuu aenonpousBojactBa B Kanmenspun IloneuunTens
MockoBckoro y4eOHOTO OKpyra M chenaiTe BBIBOJ O CHOC0O0ax palHdOHAIM3alMK STaIoB
VCIIOJIHEHUS IOKYMEHTOB U NIOJTOTOBKH OTBETHOI'O JOKYMEHTA B 3TOM YUPEKACHUU.

5. OsnakombTech ¢ Koyutekuei qokymenToB Kannenspuu [loneuntens MockoBcKoro yueOHOTO
OKpyTra, oOpaiias BHUMaHHE Ha!

- DJIEMEHTHI MEXaHU3UPOBAHHON 00PaOOTKH TIOKYMEHTOB (CIIOCOOBI TOMETOK O TIOJIYYCHHH,
HaIlpaBJCHUHU HA UCIIOJIHEHHUE U UCTIOTHEHUH JTOKYMEHTOB);

- XapakTep pe30JIOLHil;

- CIOCOObI COCTABICHUS MPOCKTA JOKYMEHTA;

- DJIEeMEHTHl YHU(PHUKAIIUN TeKCTa JOKYMEHTA;

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

IIPOLIECCOB PACCMOTPEHMSI U UCIIOJIHEHUS JOKYMEHTOB.

KOHmpOJZbele eonpocsl.



CpaBHHTE CHUCTEMY KOJIJIEKCKOTO U MUHUCTEPCKOTO (MCIOJIHUTENIBHOTO) JEIONPOU3BO/ICTBA,
00BsICHUTE HanboIee XapaKTePHbIC OTIUIHS.

1. Kak pa3BuBasiach CTPYKTypa JEIOMPOU3BOJCTBEHHON CITY>KObI MHHHCTEPCTBA B MIEPBOU

noyioBuHe XIX B., 4eM OHa OTIMYaIach OT KOJIICKCKOM?

2. Ha3zoBuTe OCHOBHBIC TPEOOBAHHS K OPraHHU3AIMH JTOKYMEHTOO00pOTa B MUHHCTEPCTBAX
XIX B. Ha Kakue OCHOBHbIE JOKYMEHTOIIOTOKH pa3Ae/sUINCh JIOKYMEHTHI B
MUHUCTEPCTBAX?

HazoBuTe XapakTepHble YepThl CHCTEMbI pErHCTpaIK TIOKYMEHTOB B MUHUCTEPCTBAX?

4. B xakoil ¢opMe OCYIIECTBISUICS KOHTPOJIb 32 HCIOJTHEHHEM JOKYMEHTOB B CHCTEME
MUHHUCTEPCKOT0 JAeONpPON3BOACTBA?

5. HazoButre O0COOCHHOCTH OpraHU3alUUd XpPAaHEHHUS [TOKYMEHTOB B JICTOMPOM3BOJICTBE
MUHHUCTEPCTB.

6. HazoBure HampaBiieHUs U CIOCOOBI pAIMOHATN3AIIMH ICTIOTPOU3BOJICTBA B YUPEIKICHHIX
XIX - gau. XX B.

(O8]

Cnucok numepamypol.
Loponuna, JI. A. Opranuzaiys U TEXHOJIOTUS JOKYMEHTAIlIMOHHOTO 00eCIIeUeHUs YIIPABIEHUs | yUeOHUK
U pakTuKyM 11 By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3a., mepepad. u gon. — Mocksa :
MznarensctBo FOpaiit, 2024. — 270 ¢. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texkcr : anexTponHbIii / Ob6pazoBatenbHas wiatdhopma FOpaiit [cait]. —
URL: https://urait.ru/bcode/536404 (mata obpamenus: 10.11.2024).

Llysanosa, H. H. Opranu3anus ¥ TEXHOJIOTHS TOKYMEHTAITHOHHOTO 00SCIICUeHUS yIPaBICHUS ;| YICOHUK
st By3oB / H. H. lllysanoBa. — 3-e u3n., nepepad. u gorn. — Mockea : M3narenscto HOpaiit, 2024, —
234 ¢c. — (Bwicmiee o6pa3zoBanue). — ISBN 978-5-534-20347-9. — Tekcr : 3JIEKTPOHHBIA //
OobpazoBarensHas minardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/557987 (nata oOparuenus:
10.11.2024).

[IpakTrueckas padota 1.
CpaBHUTeIbHAS XapAKTEPUCTUKA OPraHU3AIUN U TEXHOJIOTHH 1eJI0MPOU3BO/ICTBA B
Poccum ¢ XV no XIX Beka

Lens paboTh:
a) MpOaHAJIM3UPOBATh MO 3aJaHHBIM MapaMeTpaM OCOOEHHOCTH OpraHMU3allMd U TEXHOJOTHUU
JIEJIONPOU3BOJICTBA B PA3JIMYHbIE HICTOPUUYECKUE TIEPHOIBI;
0) 3aKpenuTh 3HAHUS 10 TeMe «J[eTonmpon3BOACTBO B TIOPEBOIIOIIMOHHOM Poccumy.
[TocnenoBarenbHOCTH pabOTHI:
Ha ocHOBaHMM TONy4YeHHBIX 3HAHHM B XOJ€ JIEKIMOHHBIX U MPAKTUYECKUX 3aHITUN
CTYJEHTaM MPEIaraeTcs 3aloTHATh CBOAHYIO TaOIHUITy U CIeTaTh COOTBETCTBYIOIIUE BBIBOIBI.
3anonHuTe rpadbl MPEACTABICHHON TaOTHUITHI.
CpaBHUTENbHAS XapaKTEPUCTHKA OPTAaHU3AIMH U TEXHOJIOTHH JEIONPOU3BOICTBA B
JIOPEBOIIOIIMOHHON Poccun

Ne [Tapamerpsl mus «IIpukasznoe» «Komnexckoe» | «MuHHCTEPCKOE»
n/n XapaKTEPUCTUKU JEJIONPOU3BOACT | IENOMPOU3BOJC | JEIONPOU3BOICTBO
BO TBO XIX B.
XV-XVII BB. XVIII B.
1 [IpuHLIMN ynpaBieHus U

MOPSITIOK TIPUHSTHS
pemrenuii. O6mue
0COOEHHOCTH
JIEJIIONPOU3BOJICTBA
2 OcHOBHBIE
3aKOHOJIaTEJIbHBIC




JOKYMEHTBI, ONPEIEISIIOIne
HOPSIJIOK JI€JIONIPOU3BOJICTBA
3 CTpyKTypHBIE
noJpa3fielieHnue, OTBEYaBIlIEe
3a IeJI0NPOU3BOCTBO BO
[EHTPaAJILHBIX OpraHax
BJIACTH, UX CTPYKTYypa U
yIpaBJIeHUE

4 JlomKHOCTHOIM cocTaB
CJIy’KalllUX, OTBEUYaBIINX 32
JIeJIOTIPOU3BOICTBO B
OopraHax BJacTH, UX
byHKIUHA

5 Bunosoii coctas
JIOKYMEHTOB 3110XHU

6 Oransl paboThI C
JIOKYMEHTaMHU

7 IIpaBuia perucrpanuu
JIOKYMEHTOB, BU]IbI
pErucTpaoHHbIX (hopM 1
UX Ha3HaueHUe

8 KoHTpons 3a ucnonnenue
JIOKYMEHTOB:
OTBETCTBEHHBIC JIMIIA U
HOPSIIOK €r0 NPOBEJECHUS

Cnucox rumepamypuo:
Hoponuna, JI. A. OpraHuzanys 1 TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00eCTIeYeHus] YIpaBIeHUs | y4eOHUK
U pakTuKyM 11 By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3z., mepepad. u gon. — Mocksa :
UznarensctBo HOpaiit, 2024. — 270 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texkcr : anexTponHsbIii / O0paszoBatenbHas wiatdhopma FOpaiit [cait]. —
URL: https://urait.ru/bcode/536404 (mata obpamenus: 10.11.2024).

Ilysanosa, H. H. Opranu3anus ¥ TEXHOJIOTHS TOKYMEHTAIHOHHOTO 00SCIICUeHUS yIPABICHUS ;| YICOHUK
st By3oB / H. H. lllyBanoBa. — 3-e uzn., nepepad. u qorn. — Mocksa : U3narensctBo IOpaiit, 2024, —
234 ¢. — (Bwicmiee o60pa3zoBanue). — ISBN 978-5-534-20347-9. — Tekcr : 3JIEKTpOHHBIA //
ObpazoBarensHas mnardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/557987 (nata oOparuenus:
10.11.2024).

Mamepuanbro-mexnuyeckoe obecneyerue 3aHAMuU.
I'enepanbubiil periament 1720 .
O6mee rydbepHckoe yupexaenue 1775r.
Ob6mmee yupexxaenne muaucrepcts 1811r.

[TpakTrueckas padota 2
Ananu3 conep:xaHusi « E1MHOI rocy1apcTBeHHOM CHCTEMBI AeJI0NPON3BOACTBA» U
«['ocymapcTBeHHOM CHCTEMbI JOKYMEHTAIMOHHOTO 00ecriedyeHUusl yIpaBIeHUusD»

Hens padoter: mpoanamuzupoBath EI'CJl u I'CAOY c Touku 3peHus comepkKaHus H
BBISIBUTH, KAKH€ aCMEKTHI JeJIONPOU3BOICTBA PETYIHUPOBAINUCH JaHHBIMU JOKYMEHTAMH;
[TocnenoBarenbHOCTH PabOTHI:




CrynenTtst 3HakomsiTes ¢ coaepxkannem EI'CJ] u 'COY .Onpenenstor Ha3HaueHue, chepy
NPUMEHEHHUS, CTPYKTYPY U OCHOBHBIE pa3/elblJOKYMEHTOB. AHAIM3UPYIOT COJIEep)KaHUe
pa3/eNioB U 3aIOJIHAIOT CPABHUTEIBHYIO TaOIHITY.

O6mue n otmruutenbhbie ueptel EI'C/Lu I'CI0Y
XapakTepHucTuka EI'CH ‘ Ircaoy
1. OOuue yepThl
2. OTIMYHTENBHBIEC YePThI |
Hcemounuxu

Enuvnas rocynapcrBenHas cucreMa Jenonpon3Boctsa (OcHoBHBIE 110J10keHus) 0T 04 ceHTa0ps
1973 - docs.cntd.ru

['ocynapcTBeHHas cucreMa JOKYMEHTanoHHOro obecneuenus ynpasienud (I'CAOY) (we
npumensiercsa Ha Teppuropun PO ¢ 21.01.2021 na ocHoBanuu npukasa Pocapxusa ot
08.10.2020 N 131) ot 25 mas 1988 - docs.cntd.ru

Cnucox numepamypuo:
Hoponuna, JI. A. OpraHuzanys 1 TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00eCTIeYeHus] YIpaBIeHUs | y4eOHUK
U pakTuKyM 11 By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3z., mepepad. u gon. — Mocksa :
UznarensctBo HOpaiit, 2024. — 270 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texcr : anexTpoHHbIH / OOpa3oBaTensHast miatdopma FOpait [caift]. —
URL: https://urait.ru/bcode/536404 (nata oopamenus: 10.11.2024).

Ilysanosa, H. H. Opranu3ainus ¥ TEXHOJIOTHUS TOKYMEHTAITHOHHOTO 00SCIICUeHUS yIPABICHUS ;| YICOHUK
quist By3oB / H. H. lllyBanoBa. — 3-e uzn., nepepad. u qorn. — Mocksa : M3narensctBo IOpaiit, 2024, —
234 ¢. — (Bwicmiee ob0pa3zoBanue). — ISBN 978-5-534-20347-9. — Tekct : 3JIEKTPOHHBIA //
O6pazoBarenpHas wiargopma FOpaiir [caitr]. — URL: https://urait.ru/bcode/557987 (mara obpareHus:
10.11.2024).

MamepuaﬂbHO-mQXHuQQCKOQ obecneuenue 3aHAMUA.

Paznen 2 Opranu3anus M TEXHOJOTHS JOKYMEHTALMOHHOIO ol0ecnedeHHsl YNpaBJIeHHUS
Poccuiickoit @enepaunu

[IpakTuueckas padorta 3
HopMaTtuBHO-MeTOoAMYecKasi 0a3a 1eJIONPOU3BOICTBA

Ilens paboOTHI: aHATIN3 COBPEMEHHOW HOPMAaTHUBHO-TIPABOBOM 0a3bl MO JEIOMPOU3BOJICTBY
B IIJIAHE €€ CTPYKTYPbI U COJICPKAHUSI.

[TocnenoBarenbHOCTH PAOOTHI:

1.Ucnonb3ys wuHbOpMannoHHO-TIpaBoByto 0a3y «Koncymbrant I[lmroc», CTyaeHTHI
BBISIBJISIFOT IPABOBBIE AKTHI MU KOHKPETHBIE CTATbM B HUX, Kacarolluecs B IIEJIOM IPOLIECCOB
nokyMmeHTupoBanus B Poccuiickoit denepanmu.

2.Ilony4yeHHble JaHHBIE BHOCSTCS B TaONHILy, cOOJIIO/Ias HEpapXUIO MPABOBHIX aKTOB B
Poccniickoit denepanuu U BHYTPU KaK 10U IPYIIILI AKTOB - XPOHOJIOTHUIO.

Ha3Banue HOpMaTHBHO-IIPaBOBOIO AKTa, Necraren | Coneprkanue craTbu
€ro JaTa u HoMep

Cnucox rumepamypuo:
Hoponuna, JI. A. OpraHuzanys 1 TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00eCTIeYeHus] YIpaBIeHUs | y4eOHUK
U pakTuKyM 11 By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3a., mepepad. u gon. — Mocksa :
UznarensctBo HOpaiit, 2024. — 270 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-16016-1. —
Texcrt : anexTpoHHbIH / OOpa3oBaTensHas miatdopma FOpait [caift]. —



URL: https://urait.ru/bcode/536404 (mata obpamenus: 10.11.2024).

Ilysanosa, H. H. Opranu3anus ¥ TEXHOJIOTHS TOKYMEHTAIHOHHOTO 00SCIICUeHUS yIPABICHUS ;| YICOHUK
quist By3oB / H. H. lllyBanoBa. — 3-e uzn., nepepad. u qorn. — Mocksa : U3narensctBo IOpaiit, 2024, —
234 ¢. — (Bwicmiee o60pa3zoBanue). — ISBN 978-5-534-20347-9. — Tekct : 3JIEKTPOHHBIA //
O6pazoBarenpHas wiargopma FOpaiir [caitr]. — URL: https://urait.ru/bcode/557987 (mara obpareHus:
10.11.2024).

MamepuanbHo-mexHuueckoe obecneyenue 3aHAmMusL:
COOpHUK 3aKOHOIaTEIBLHBIX aKTOB MO Ae0npou3BoACTBY (1917-1970):

Tema 7. (4u) Opzanuzayus cayxicovt 0eJ10npPoU3600cmea

3aoanus:

1. U3yunts TpeOoBaHMS AECHCTBYIOUIMX HOPMATHUBHBIX aKTOB U HOPMAaTHBHO-
METOJUYECKUX JOKYMEHTOB K OPTaHU3alluU, CTPYKTYpe U PYHKIHIM CITy>KOBbI
JIEIONPOU3BO/ICTBA.

2. ITlpoananmu3upoBaTh OPraHU3AIUIO CIYXKOBI JEIOMPOU3BOJICTBA B YCIOBHOU
OpraHMU3aIH U BBISIBUTH €€ OCOOCHHOCTH.

3. IloAroToBUTH CXEMY OpPraHU3aLMOHHON CTPYKTYpPBI JEIONPOU3BOIACTBEHHOMN
CIIy’)KOBl B YCIIOBHOM OpraHH3alHH.

4. Paspaborats [lonoxenne o ciyk0e JeTOMpON3BOACTBA YCIOBHOW OpraHU3alliy.

Pa3paboTarh HOIKHOCTHBIE HHCTPYKIIMH PAOOTHUKAM CITY>KOBI JIeITONPOU3BOICTBA

YCJIOBHOW OpraHu3aluu.

e

Ykazanus no evinonnenuio 3a0anuii:

1. W3yunTe KpaTKyro XapaKTEpPUCTUKY JESITEILHOCTH YCIOBHOM OpraHu3aluy,

BBISICHUTE OCOOEHHOCTH OpPTaHU3alMH JIEIONPOU3BOJCTBEHHON CIIyKOBbI, ee
HECOOTBETCTBHE COBPEMEHHBIM TPEOOBAHUSIM I10 CTATYCY, HOJYMHEHHOCTH,
HaNMEHOBAHUSAM CTPYKTYPHBIX YacTeH, X COCTaBy. APTyMEHTUPYHTE OTBET.

2. ITloaroToBbTe CXeMy OpTraHU3AIMOHHOU CTPYKTYPHI CIIYKOBI J€IOMPOU3BOICTBA
YCIIOBHOM OpraHu3aiuy, 3adpuKCUpyHTe NOJYMHEHHOCTD CITY>KO U CTPYKTYPHBIX
noapasneneHuil. s Kaxx10oro CTpyKTYPHOTO MOApa3AeeHNs U Y9acTKa CIIy>KObI
JIeNTOTIPOU3BOICTBA Ha cXeMe (PUKCUPYETCsl BU MOJIYMHEHHOCTH (TIpsMast
aJIMMHHUCTpATUBHAs UK MeToandeckas). O0ocHyliTe HAMMEHOBAaHUE U
MOTYMHEHHOCTh KaX/10r0 CTPYKTYPHOTO MOAPa3/IeICHHUS.

3. Ha ocnoe IIpumepHOro mosoxxeHust o ciayx0e 1eI0mponu3BOICTBa pazpadoTaiiTe
CTPYKTYpy Tekcta [lonoxkenus o ciry:x0e Jeonpon3BoCTBa YCIOBHOM
opranu3anuu. TeKCT MoJI0KEeHUs JOHKEH COIepKaTh KOHKPETHbIE (OPMYIUPOBKU
3anma4, GyHKIHUH, TTpaB, 003aHHOCTEH M B3aMMOOTHOIIICHUH cTy>k0bI. CenyeT
opopmuts [losmoxxkeHune Ha ob1IeM OJ1aHKe, ONPEACIIUTh MOPSIA0K €ro COTJacoBaHUs U
YTBEPXKICHHS (COCTaB CTPYKTYPHBIX MO/Ipa3AeiIeHUN U JODKHOCTD PYKOBOJUTEII,
YTBEP)KIAIOIIETO TOKYMEHT). APryMEHTHPYHUTE CBOU MPEATIOKEHHS MO TPOCKTY
[TonoxeHnns.

4. PaspaOoraiiTe TOMKHOCTHBIE HMHCTPYKLIMH  HA BECb JOJDKHOCTHOU

COCTaB JICIIONPON3BOICTBEHHON CTY)KOBI YCIIOBHOM opranm3aiuu. Ha
OCHOBE ITOJTyYEHHBIX WHAWBUYAIbHBIX 33aHNH pa3paboTaiiTe CTPYKTYpy TEKCTa U
COCTaB pa3zesioB JOJKHOCTHON MHCTPYKIUU. OOpaTuTe BHUMaHUE, YTO MPH
(dopMyIHpOBKE JOIKHOCTHBIX 0053aHHOCTEH COTPYHUKOB, CIIEAYET COTIacoBaTh UX C
OCHOBHBIMHM 3a7la4aMH ¥ PYHKITUAMH CITYKOBI (T.€. ¢ TekcToM [lonoxenus). B pa3nene
"B3anMOOTHOIICHNUS, CBSI3U" CIIEAYET 3aKPENUTh B3aUMOACHCTBHUS pAOOTHUKOB CITY>KObI



" UX CBA3H HA YPOBHC NPCACTABJICHUA JOKYMCHTOB.

Koumponvnvie sonpocwi:

1. Tlepeuncnure CTPYKTYpHBIE YaCTU CIYXKOBI 1€IOMPOU3BOICTBA B OPraHU3alUAX
Pa3IUYHBIX YPOBHEHN YIpaBlICHUS.

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; JOKHOCTHOW HHCTPYKIIUH.

Cnucox rumepamypul:

[IpaBuia  feIONpPOM3BOACTBA B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MeCTHOTO
camoyrmpasnenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [OnektpoHHsIii pecypc].
— M., 2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Metoauueckie peKOMEHIAlMU MO pa3paboTKe HHCTPYKUUH IO JAEJIONpPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOIrO camoymnpasieHus, yTB. [Ipukasom Pocapxusa
oT 24.12.2020 Ne 199 // [Onextponnslii pecypc]. — M., 2021. — Pexum noctyna: http://
http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpumepHass MHCTPYKIHS TIO JEJIOMPOU3BOJICTBY B TOCYNAPCTBEHHBIX OpPTaHHU3AIMIX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponnsiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'oCT P 7.0.97-2016. Hanuonanensiii ctanaapt Poccuiickoit ®@epnepamuu. Cucrema
CTaHJApTOB MO MH(pOpMAIK, OMOIMOTEUHOMY U HM3/AaTelbcKoMy neny. OpraHu3alnnoHHO-
pacropsiiMTeNbHas  TOKyMeHTanus. TpeboBanust K O(QOpMIICHUIO JOKYMEHTOB //
[D51eKTpOHHBIN pecypcl]. — M., 2019. Pexum JOCTyna:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P UCO 15489-1-2019 Hauwnonanbsnbiii cranaapt Poccuilickoit ®enepauuu.
Cucrema craHaapToB 1o uHpopManMM, OUOIMOTEYHOMY U H3ATEIBCKOMY Jemy.
Nudopman3us u moxkymeHTanus. YmpaieHue nokyMeHtamu. Yacte 1. IloHarus wu
npuHIMNbEL.  //  [DnektponHbi  pecypc]. — M., 2021. Pexum pocrynma: http:/
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWUBHOE J1€710. TepMHUHBI U OMPEACIICHUS. -
[DnexTpoHHbIipecypc]. -M., 2019. Pexum pocryna:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[Mpukaz MunkynasTypsl Poccum ot 31.03.2015 Ne 526 «OO0 yTBep)KIeHMH TpaBUII
OpraHMu3aIy XpaHEHUs, KOMIUIEKTOBAaHUS, YU€Ta U HCIOIb30BaHMs JOKYMEHTOB APXUBHOTO
¢onna Poccuiickoit @enepanu W APYIMX apXMBHBIX JIOKYyMEHTOB B  OpraHax
rOCyIapCTBEHHOW BJACTH, OpraHax MECTHOIO CaMOYMpaBlICHUS M OpraHu3auusx» //
[DneKTpOHHBII pecypc]. — M., 2019. — Pexxum JOCTYTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Mpukaz Muntpyaa Poccun ot 15.06.2020 N 333u "OO6 yrBepx)aeHun mpodhecCHOHATHLHOTO
craggapra "CHenuajmucT MO0 OPraHU3alMOHHOMY M JOKYMEHTAallHOHHOMY OOECIEYCHHIO
ynpaBiieHus: opranuzanuei"// [Dnexrponssiii pecypc]. — M., 2021. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc LAW 357714/.

[Ipodeccuonanbupiii  cranmapt «ChnenuayucT 1O  yNPaBICHUIO  JOKyMEHTAIuen
OpraHu3alu», YTBEPKIACHHbIA MpHUKa3oM MHUHHCTEPCTBA Tpylda H  COIMAJIbHOU
3aIUTHI

Poccwuiickoit ®enepanuu ot 10.05.2017 Ne 4161 // [Dnexrponusiit pecype]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

beikoBa T.A. JlokyMeHTamMoHHOE oOOECIeYeHHe yMpaBlIeHUs (JETONPOU3BOACTBO)
[DnexTpoHHBIH pecypc]; yaueonoe mocooue/ T.A. brikosa, T.B. Ky3nerona. -2-e u3z. mepepao.



u

morm. —  MockBa: HWuppa-M, 2018. -304 c¢. - Pexum jgocryma:

http://znanium.com/go.php?1d=942800/

—_—

(98]

Tema 8. (4u) Opzanuzayusa 00OKymenmoooopoma
3aoanus:
N3yuuTh cCOBpeMEeHHBIC TPeOOBaHMS K OpraHU3aIlii JOKYMEHTO000pOoTa B
OpraHU3aIMgX, YIPEKICHUAX U HA MPEITPUATHUSX.
N3y4nTh 1 ipoaHaTH3upOBATh OPraHU3aINI0 JOKYMEHTO000pOTa B YCIOBHOM
OpraHu3aIuu.
N3yuuTh KpaTKyIO XapaKTePUCTHUKY ACATEIHPHOCTH IIEHTPAIBHOTO arrapara
YCIIOBHOW OpraHU3alui U COCTaBUTh ONEPOTPAMMBbI ABUKEHUS BXO/ISIIEH,
UCXOSIEH U BHYTPEHHEN JTOKYMEHTAIUU.
[Toacuntarh 00BbEM TOKYMEHTOOOOPOTA YCIIOBHON OPraHU3aIlUK 32 TOJ.
Yrkaszanus no evinonnenuio 3adanuil.

N3yuure I[lpaBuna nenonpom3BOACTBA B TIOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOIO camoymnpasieHus, yrB. llpukazom Pocapxua ot 22.05.2019 Ne 71;
MeTtoauueckie peKOMeHIaK Mo pa3paboTKe HHCTPYKIIUI MO JETIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHaXx MECTHOI'O caMmoylpaBieHus, yTB. IIpukasom
PocapxuBa ot 24.12.2020 Ne 199; [TpuMepHy0 HHCTPYKIHIO N0 I€IOMPOU3BOICTBY B
rocyaapcTBeHHbIX opranu3zanusax (yrB. IIpukaszom Pocapxma ot 11.04.2018 Ne 44.
CrnenaiiTe BBIBOA O CTENEHH pErJIAMEHTAllMM B HOPMATHBHBIX JOKYMEHTaX OOIIMX
NPUHIUIIOB OpPraHU3ally JOKYMEHTO000pOTa, MPaBMII MPOXOKICHUS JOKYMEHTOB,
METOJUKHU MOJICYETa JOKYMEHTO000pOTa.

Ha npumepe onmcanust J0KyMeHTO000pOTa YCIOBHOM OpraHN3alluH BBISIBUTE €TI0
0COOEHHOCTH U OTIPENIeIUTE HECOOTBETCTBHE OPraHU3aIMH JOKYMEHTO000pOTa B
JTAHHOW OpraHu3aly TPeOOBAHUSIM HOPMATUBHBIX JOKYMEHTOB.

CocTtaBbTe OneporpaMmMbl ABUKEHUS TJOKYMEHTOB B YCIOBHOM opranu3anuu. Jis
3TOTO ONPEJEIUTE COCTAB JOHKHOCTHBIX JIUI, YIaCTBYIOIIUX B 00paboTKe 1
MCIIOJTHEHUH IOKYMEHTOB; MOCIIEA0BATEIbHOCTh Ornepaluii no oopadoTke
JIOKYMEHTOB; U3YUYNUTE CXEMBbI IBUKEHUS JOKYMEHTOIIOTOKOB B YCIIOBHOM
OpraHM3aI1H.

Oneporpamma JABM)KEHUS BXOAAIIUX JOKYMEHTOB JI0JKHA OTPa3uTh IIEPEMEICHHUS
JOKYMEHTOB OT MOMEHTa IIpHeMa 10 MOALIMBKU UX B JIEJI0 IOCIIE 3aBEPILICHUS
UCIIOJTHEHMUSI.

OneporpamMmma HCXOIALIMX JOKYMEHTOB JOJDKHA OTPa3uTh IepeMelleHus
JIOKYMEHTOB OT MOMEHTA MOJArOTOBKU MX MPOEKTOB J0 OTIPABKU U3 YUPEKICHUS.
OneporpamMma JIBH)KEHUS BHYTPEHHUX IOKYMEHTOB (Ha MpUMepe MpHKa3a) IOJKHA
OTpa3UTh NEPEMELIEHHS IOKYMEHTOB OT MOMEHTA ITOATOTOBKH ITPOEKTA JOKYMEHTA /10
MOJIINBKHU B JIEIIO.

N3yunB cocTaB M KOJMYECTBO IOJYYEHHBIX, OTIIPABICHHBIX U BHYTPEHHMX
JIOKYMEHTOB YCJIOBHOM OpraHU3aliH, TOACYUTalTE 00beM ee JOKYMEHTO000pOTa 3a
roJ.

KOHmpOJZbele 60npocsl.

JaiiTe onpenencHue MOHITHS «TOKyMEHTOO00pOT.

[Tepeuncnure OCHOBHBIC TPEOOBAHUS K OPTaHU3AIMH JOKYMEHTO000pOTa B
OpraHu3alUsX.

[lepeuncnure npaBuia yuera T0KyMeHTO00OpOTA.

HazoBuTe TpeOoBaHMS K MPOXOKICHHUIO U UCIIOJTHEHUIO BXOSIINUX IOKYMEHTOB.



5. HazoBure 3Tanbl IPOXO0XKICHUS U UCTIOJIHEHUS UCXOASAIINX U BHYTPEHHUX JOKYMEHTOB.
6. Ilepeuncnute mpaBuia nepenadd JOKyMEHTOB BHYTPH YUPEKICHHUS.

Cnucox numepamypul:

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

Meromuueckie pPEeKOMEHAAUH MO pPa3pabOTKe HMHCTPYKLIUH 10 JEeNONpPOHM3BOACTBY B
rOCyJapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO caMoyIipaBiieHus, yTB. [Ipukazom PocapxuBa
ot 24.12.2020 Ne 199 // [Dnextponnslii pecypc]. — M., 2021. — Pexxum mocryna: http://
http://www.consultant.ru/document/cons_doc LAW_373895/.

[MpumepHass UHCTPYKIHSI 1O JIEIONPOU3BOJCTBY B TOCYJapCTBEHHBIX OpPraHU3AIMsX, YTB.

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

nocryna: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'oCT P 7.0.97-2016. Hanumonanenelii crtannapt Poccuiickoit @enepauuu. Cucrema
CTaHJApTOB MO MH(pOpMAIMK, OMOIMOTEUHOMY U HM3/aTelIbcKoMy Jieny. OpraHu3alioHHO-
pacmopsiiMTeNbHAs  TOKyMeHTanus. TpeboBaHuss K O(QOPMIICHUIO JOKYMEHTOB //
[DneKTpOHHBII pecypcl— M., 2019. Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P 1CO 15489-1-2019 HaunonanbHsblii cranaapt Poccuiickoit ®@enepannn. Cucrema
CTaHJApTOB MO WHGOpMAIUU, OMOIMOTEYHOMY M H3lIareabckoMy neny. Madopmanlus u
JOKyMEHTanusl. YmpaBieHue pokymeHtamu. Yacte 1. ITloHstTus u mnpuHOMIbL. //
[D51eKTpOHHBIN pecypcl]. - M., 2021. Pexum JOCTYyMaA:
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWUBHOE N€JI0. TepMUHBI U ONpEeACICHUs. -
[DnexTpoHHbIiipecypc].- M., 2019. Pexxum pocryna:
http://www.consultant.ru/document/cons_doc LAW_163800/.

[Mpukaz MunkynasTypsl Poccum ot 31.03.2015 Ne 526 «OO yTBep)KICHHU TpaBHII
OpraHHu3al XpPaHEeHUs, KOMIUIEKTOBAHUS, YU€Ta U HCIOIb30BaHUS TOKYMEHTOB APXUBHOTO
¢onna Poccuiickoit @enepau W APYIMX apXMBHBIX JIOKYMEHTOB B  OpraHax
rOCy/IapCTBEHHOW BJACTH, OpraHax MECTHOIO CaMOYIMpaBlIeHUS M OpraHu3auusx» //
[DneKTpOHHBII pecypc]. — M., 2019. — Pexxum JOCTYyTIA:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

/Jlonoanumensnole UCMOUHUKU

[Tpuka3z Muntpyna Poccun ot 15.06.2020 N 333u "O6 yTBep)aeHUU TPO(HECCHOHATEHOTO
crangapra "CroenuaiucT 1O OPraHU3alMOHHOMY M JOKYMEHTAI[MOHHOMY OOECIICYCHMIO
yIpaBiIeHHs opranuzanueit'"// [DnekTponHnslii pecypc].— M., 2021, — Pexum
nocryma: http://www.consultant.ru/document/cons_doc LAW_357714/.

[ToctanoBnenue 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 yTBepXKACHUH MPaBII
oOMeHa [OKyMEHTaMH B OJJIEKTPOHHOM BHJAE MpPU OpraHu3alud HHPOPMAIOHHOTO
B3auMojeiictBua’’//  [OnekTpoHHblii pecypc]. — M., 2019. — Pexum nocryma:
https://base.garant.ru/70832680/.

beikoBa T.A. JlokymMeHTanMOHHOE oOOecledeHne yIpaBleHUs (JETOMPOU3BOICTBO)
[DnexkTponHbIil pecypc]; ydeOHoe mocoome/ T.A. beixoma, T.B. Kysnemoma. -2-¢ wu3m.
nepepab. u npom. — MockBa: HWudppa-M, 2018. -304 c. — Pexum gocryna:
http://znanium.com/go.php?1d=942800/




Tema 9: (4u) Pezucmpauyusa 0oKymenmoes
3aoanus:

1. M3yuuth TpeOOBaHMSI HOPMAaTUBHO-METOAMUYECKUX JOKYMEHTOB K PETUCTPALMH U
MOCTPOCHUIO WH(OPMAIIMOHHO-CIIPABOYHOTO arllapaTa.

2. 3apeructpupoBaTh HECKOJIbKO TIOKYMEHTOB, MPEUI0KEHHBIX MPENoJaBaTeIeM.

3. O3HaKOMMBIIMCH C ONIMCAHUEM TEXHOJIOTMU PETUCTPALIUU JOKYMEHTOB B YCIOBHOM
OpraHu3aIuy, pa3padoTaTb U 000CHOBATH MPEATIOKEHUS MO PALMOHATIBHOM
OpraHMu3aIy perucTpanuy U HHHOPMalMOHHO-CIPABOYHON PaOOTHI.

Vxaszauusa no evinonnenuio 3a0anuil:

1. Wzyuure IlpaBuna n1eaonpou3BoACTBa B TOCY/IapPCTBEHHBIX OpraHax, OpraHax
MecTHOTO camoympasiienus (pasznensr 11, IV), MeTonuueckne pekoMeHIaluu 1Mo
pa3paboTke HHCTPYKIUI 1O JEIIONPOU3BOICTBY B TOCYIaPCTBEHHBIX OpraHax,
OopraHax MECTHOT'O camoynpasiieHus, [[puMepHy0 HHCTPYKIIHIO 11O
JIEIIONPOU3BOJICTBY B TOCYIapCTBEHHBIX opranu3anusx (yTB. [Ipuka3zom Pocapxusa
ot 11.04.2018 Ne 44. O6paTtuTe BHUMaHUE HA COCTAaB IOKYMEHTOB, TTOIJICXKAIIIIX
pPEruCTpalH, MOCIEA0BATEILHOCTD PACIIOIOKEHHUSI COCTABHBIX YacTe MHAEKCa
JIOKYMEHTA, TpaBmiia popMupoBaHus HHPOPMAITMOHHO-CIIPABOYHBIX 0a3 TaHHBIX.

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

3. IlpoananusupyiiTe NOPSAOK pETUCTPALMM JOKYMEHTOB B YCIOBHOM OpraHU3aluH.
OTMmeTHB 0COOEHHOCTH OpraHU3alluu U TEXHOJIOTHH PErUCTPaIlii IOKYMEHTOB B
YCIIOBHOW OpraHu3aluu, ONpEAeINTe UX HeJocTaTku. Ha ocHOBE poBeAeHHOTO
aHayM3a U TpeOOBaHUIl HOPMATUBHO- METOJAMUYECKUX TIOKYMEHTOB pa3paloTaiite
MPEAJIOKEHHUS IO OPTaHU3ALMN PETUCTPALUU JOKYMEHTOB M IIOCTPOCHUIO
MH(OPMaLMOHHO-CIPABOYHOI'0O anmnapara B YCJIOBHON OpraHU3aliH.

KOHmpOJZbele eonpocwol.

1. Yro Takoe peructpanus 1oKymMmeHToB? Kakue 3ajaun pemaroTcs B
JEJIONPOU3BOCTBE C OMOILBIO ATON onepanuu?

2. Kakue 1oKyMeHTBI IOJIEkKAT PETUCTPALIH?

3. KakoB 00s13aTenbHBIN COCTaB PEKBU3UTOB MPU PETHCTPAIIH?

4. B ueM OCHOBHOW NPUHLMII perucTpanun’?

5. KakoBbl OCHOBHBIE ITPaBUJjIa UHIEKCAIIUU TOKYMEHTOB?

6. Kakoe npenMyIiecTBo UMEET CIIELUATIUCT IPU PETUCTPALIUU
JIOKYMEHTa B aBTOMaTU3UPOBAHHBIX CUCTEMAX 110 CPABHEHHUIO C
TpaZULIHOHHBIMU METOJAMU?

Chnucox rumepamypul:

IIpaBuma  genonmpousBOACTBA B TIOCYHApCTBEHHBIX  OpPraHax, oOpraHax MECTHOIO
camoympasinenus, yTB. [Ipukazom Pocapxusa ot 22.05.2019 Ne 71 // [DnekTpoHHBIH pecypc].
— M., 2021. — Pexxum poctyna: http:// https://base.garant.ru/72291836/.

Metoauueckiue peKOMEHIAMU MO pa3pabOTKe HHCTPYKUUH IO JAEJIONPOU3BOJICTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOyIpaBiieHus, yTB. lIpukasom
PocapxuBa ot 24.12.2020 Ne 199 // [DnexrponHsIii pecypc]. — M., 2021. — Pexxum gocryna:
http:// http://www.consultant.ru/document/cons_doc LAW 373895/.

[IpuMepHass MHCTPYKLMS IO JEIONPOU3BOJICTBY B TOCYNAPCTBEHHBIX OPraHU3alUsAX, YTB.



[Tpuxazom Pocapxusa ot 11.04.2018 Ne 44) // [Onekrponnslii pecypc]. — M., 2019. Pexxum
nocryna: http://www.consultant.ru/document/cons_doc LAW _305137/.

I'oCT P 7.0.97-2016. Hanuonanensiii ctanaapt Poccuiickoit ®@epepamuu. Cucrema
CTaHAapTOB o MHopManuu, OMOIUOTEYHOMY U M3AaTeNnbCcKoMy aeny. OpraHu3aluoHHO-
pacnopsiauTeNnbHas  JIOKyMeHTanus. [peboBaHus K O(QOpPMIIEHHIO JTOKYMEHTOB //
[D51eKTpOHHBIN pecypcl]. — M., 2019. Pexum JOCTyma:
http://www.consultant.ru/document/cons_doc LAW 216461/.

I'OCT P NCO 15489-1-2019 HanunonaneHslii cranaapt Poccuiickoit ®@enepaunn. Crucrema
CTaHJApTOB MO WH(OpMaLuu, OUOIMOTEYHOMY W M3aaTeiabckoMy neny. Mudopmandus u
JTOKyMEHTaIus. YnupasneHnue gokymeHtamu. Yacte 1. ITlomstus u npuHOumsel. //
[DneKTpOHHBIH pecypc]. — M., 2021. Pexum JOCTYTIA: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXWMBHOE JN1€710. T€pMHHBI U OMpPEACIICHUS. -
[DnexTpoHHsbIiipecypc]. - M., 2019. Pexum  nmocryna:
http://www.consultant.ru/document/cons_doc LAW_163800/.

beikoBa T.A. JlokymMeHTalMOHHOE OOecledeHne YIpaBlIeHUs (JETOMPOU3BOICTBO)
[DnexTpoHHEbIH pecypc]; yueoHoe mocodue/ T.A. beikosa, T.B. Ky3nerona. -2-e u3z. nepepad.
u gon. — MockBa: Hudpa-M, 2018. -304 c¢. — Pexum pgocryna:
http://znanium.com/go.php?1d=942800/

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

1. W3yuuth TpebOOBaHNS HOPMATUBHBIX AKTOB U HOPMATUBHO-METOIUYECKUX
JIOKYMEHTOB K COCTaBJICHHIO U 0()OPMIICHIIO HOMEHKIIATYPBI JEI.

2. V3yuuTh BO3MOXKHOCTHU UCIOJIH30BaHUS IEPEUHS CO CPOKAMU XPAaHEHUS
JIOKYMEHTOB B JICJIONPOU3BOJICTBE OPraHU3AITUH.

3. IlpoaHanu3upoBaTh KOHKPETHYIO HOMEHKJIATYPY A€ YCIOBHOW OpraHU3aINu 1
BBISIBUTH OLITMOKU B €€ COCTABICHUU M O(hOPMIICHUH.

4. CocTaBUTh HOMEHKIJIATYPY A€J YCIOBHON OpraHU3alyH.
Vxkazanus no evinonnenuio 3a0anuii.

1.U3yunre [IpaBuna qenonpou3BoCTBa B TOCYAAPCTBEHHBIX OPraHax, OpraHaXx MEeCTHOTO
camoympasineHus (pasaen 6,7), Meroaudeckue peKOMEHIAIuU 10 pa3pab0oTKe WHCTPYKITUH
0 JISJIOMPOU3BOJICTBY B TOCYIapPCTBEHHBIX OpPTaHax, OpraHaX MECTHOTO CaMOYITPABJICHUS
(mpunoxxerus 13-23), [TomoxkeHre 0 MOPSJIKE U CPOKAX XPAHEHUS TOKYMEHTOB
aKLMOHEPHBIX 0011ecTB, [IpuMepHyI0 HHCTPYKIUIO MO IEIOMPOU3BO/ICTBY B
rocyaapcTBeHHbIX opranu3zanusix (yrB. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) Vscuure
clenyrolee:

- BUJbl HOMEHKJIATYp €,

- THIIBI HOMEHKJIATYD Ael (KiI1acCu(UKAIIMOHHBIE CXEMBI);

- npaBuia GOpMyIHPOBAHUS 3aTOJIOBKOB JIET;

- HMCTOYHMKH YCTAaHOBJIEHUS CPOKOB XpaHEHHUS TOKYMEHTOB;

- TMpaBujIa CUCTEMAaTH3alUU U MHIEKCAIIUU 3ar0JI0BKOB JIET;

- npaBuia opopMIICHHUS, TOMUCAHUS, COTTIACOBAHUS M YTBEPIKICHUS

- HOMEHKJIATypHl JIeI.
2.M3yunTte ykazaHus 1o npuMeHeHuto [lepeyHs TUMOBBIX yIpaBIeHYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yIONIUXCS B MPOIECCE ACITETbHOCTH TOCYJaPCTBEHHBIX OPTaHOB,
OpraHOB MECTHOT'O CAaMOYIIPABJICHUS U OPraHU3AlMM, C YKa3aHHEM CPOKOB XpaHEHHUS U
BBISICHUTE:

- TOpPSAOK MPUMEHEHHUs NePeyHs B JeIONPOU3BOICTBE;

- nuddepeHuanuo CpoKoB XpaHEeHHUs JOKYMEHTOB TI0 TPYIIIIaM OpraHu3aIluii;



- CX€My IIOCTPOEHHUS IIEPEUHS U €r0 Hay4HO-CIIPABOYHBIH anmnapar.
3.IIpoanann3upyiTe KOHKPETHYIO HOMEHKJIATYPY A€ YCIOBHOW OpraHu3aliu, BbISIBUTE
HEJIOCTaTKHU ee CoJIepKaHusl U 0(hopMIIeHNUs, MPOUIUTIOCTPUPOBAB KX bl U3 HUX
IPUMEPOM.

4 V3y4ynTe CTPYKTYpY M COCTaB JOKYMEHTAJIBHOTO (JOH/Ia YCIIOBHOW OpraHU3aIuu U
pa3paboraiiTe kiaccu()UKAMOHHYIO CXeMY HOMEHKIIATyphl 1en. Odopmure ee B Bue
CIIMCKA CTPYKTYPHBIX NIOJPA3ACIEHUIN C UHAEKCAMU, PACIIOJ0KEHHBIMHU 110 CTENIEHU
3HaynMocTu. OOpaTuTe BHUMaHUE Ha TO, YTO CXeMa KJlacCU(pUKaLUU JOIDKHA
COOTBETCTBOBATH INIaBHOU Tabnuile [lepedHst TUIIOBBIX JOKYMEHTOB CO CPOKAMHU XpaHEHHSI.
5.CoctaBbTe HOMEHKJIATYpy [I€1 YCJIOBHOM OpraHu3anuu, JUis 4Yero: cQopMmynupyiTe
3arojIOBKU €1 B COOTBETCTBHM C YCTAaHOBJIEHHBIMU TPEOOBAaHUSMHU U YCTAaHOBUTE CPOKHU
XpaHEHHMs JIeJ 10 TIEPEUHIO; MTPOBE AU TE CHUCTEMATU3ALHUIO 3aroyioBKOB Jen. Odopmure
HOMEHKJIATypy JeJl Ha oO0IeM OJIaHKe YCJIOBHOM OpraHU3alMH MO YCTAaHOBIICHHOW (opme,
OIPEAEINTE COCTaB JOJKHOCTHBIX JIMII, KOTOPBIE JOJDKHBI €€ 3aBU3UPOBATH U YTBEPAUT.

KOHmpOJZbele 60npocsl.

1. JlaiiTe onpeneneHne HOMEHKIATYPHI €.
2. OxapakTepu3yuTe NPUMEHEHUE PA3TUYHBIX BUJI0B HOMEHKJIATYPHI JEJI.
3. Tlepeuncnure TpeGoBaHus K POPMYTUPOBKE 3ar0JIOBKOB J€7T B HOMEHKIIATYPE.
4. Tlepeuncnute TpeOOBaHMS K CHCTEMATU3ALlMHU 3ar0JIOBKOB /1€ B HOMEHKJIATYype.
5. Kak o6pa3yercst uHIeKC 1e7ia B HOMEHKIaType?
6. Kaxk ucnonb3yercs nepedeHb JOKYMEHTOB C YKa3aHUEM CPOKOB
XPaHEHUS B JIEJIONPOU3BOJCTBE?
7. KakoBbl 3Tans! pa3pab0oTKH HOMEHKJIATYphI Aen?

8. KaxkoB cpok neiicTBUS HOMEHKIIATYPBI €717
Cnucok numepamypuol:

®enepanbubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoi
Oenepanuny //  [OnexktponHsld  pecypc]. — M., 2019. — Pexum pgocryna:
https://base.garant.ru/12137300/.

[TpaBuia nenonpou3BoOCTBa 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 peKoMeHIaluu 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 IO JEIONPOU3BOCTBY B TOCYIapCTBEHHBIX OPraHU3alUsX, 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 Hanumonanensiii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB IO WH(pOpMaAMK, ONOIMOTEeUHOMY U U3/aTeNnbecKkoMy neny. Madopman3us u
JOKyMeHTaIus. YrpasiaeHue fokymMeHTamu. Yacts 1. [TonsTus u npuHIumne. //
[DnexTpoHHBIH pecypc]. — M., 2021. Pexxum mgoctyna: http://
http://www.consultant.ru/document/cons_doc LAW 329486/ .

I'OCT P 7.0.8-2013 [Ienonpou3BOJICTBO U apXUBHOE Jey0. TepMHUHBI U onpeieTIeHusl. -
[DnekTpoHHBIH pecypc]. - M., 2019.Pexxum  noctyna:
http://www.consultant.ru/document/cons_doc LAW _163800/.

[Tpuxa3z MunkyneTypsl Poccun ot 31.03.2015 Ne 526 «O0 yTBepKIeHUN TPaBUIT
OpraHH3aIyi XpaHEeHUs, KOMIUIEKTOBAHHUS, y4eTa U UCIIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanuu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax



rOCYJapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CaMOYIIPABIICHUS U OpraHU3aIUsIX» //
[DnexTponHbIi pecypc]. — M., 2019. — Pexxum noctyna:
https://www.garant.ru/products/ipo/prime/doc/71083090/.

[Tpuka3 Pocapxusa ot 20.12.2019 N 236 "O6 yrBepxaenuu [lepedrss THTOBBIX
YIIPaBICHYECKUX apXUBHBIX IOKYMEHTOB, 00pa3yIONIMXCS B IPOLECCE SSITEITbHOCTH
TOCYJapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CAMOYITPABIICHUS U OPTaHU3aIUi, C
YKa3aHHEM CPOKOB ux xpaHeHus" (3aperucrpuposano B Munrocte Poccun 06.02.2020 N
57449) // [Dnextponnslii pecypc]. — M., 2021. — Pexxum noctyma:
http://www.consultant.ru/document/cons_doc LAW 345020/

[Ipuka3 PocapxuBa ot 11.04.2018 N 43 "O0 yTBep>KACHUU NMPHUMEPHOTO MOJOXKEHHUS 00
SKCIEPTHOW  KOMHUCCHH
15.06.2018 N 51357) // [DnexrponHsiii pecypc]. — M., 2021. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc LAW 300357/

beikoBa T.A. JlIokyMeHTaIlMOHHOE 0OECTICUCHHE YIIpaBIeHUS (AEIOMPOU3BOACTRO)
[DnexTponHbIi pecypc]; yaeoHoe mocodue/ T.A. beikoBa, T.B. Ky3nernona. -2-e u3z .
nepepab. u gon. — Mocksa: Ungpa-M, 2018. -304 c. — Pexxum nocryna:
http://znanium.com/go.php?1d=942800/

opranuzanuu"  (3apeructpupoBano B MuHiocte Poccun

8.2. Memoouueckue pekomenoayuu K camocmoamenvHoll padbome cmyoeHmoe

pabota

dopma
Ne | camocTosiTeIbHOI MeTtoanyeckue peKoOMeHAAINH
padoTsbI
CamocTosaTenbHas CamocrosTenbHas paboTa IPOBOJUTCSA C IENIBIO: CUCTEMATU3aLUT

U 3aKpeIUIeHUS TOJYYCHHBIX TEOPETUYECKHX 3HAHUM U
NPAaKTUYECKUX  YMEHMHA  OOyd4aroIuxcs;  yriIyOJeHus |

paciupeHus TEOPETUYECKHUX 3HAHUU 00yJaromuxcs;
dbopMupoBaHHS ~ YMEHUH  HUCHOJB30BaTh  HOPMAaTUBHYIO,
IIPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIMI0, y4eOHYIO u

CICIUANBHYIO  JIUTEPaTypy;  Ppa3BUTHA  IO3HABATEIbHBIX
CIIOCOOHOCTEH W aAKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
MHHIUATUBHI, CaMOCTOSTEIEHOCTH, OTBETCTBEHHOCTH,
OPTraHM30BaHHOCTH; dbopmupoBanue CaMOCTOSATEIIEHOCTH
MBIIIIICHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
COBEpIICHCTBOBAaHMWIO M CAMOOPTaHU3aIMK; (OPMHUPOBAHUSL
npodeccHoHaIbHBIX KOMITETEHIIHIA; Pa3BUTHIO
HCCIIEIOBATEIbCKUX YMEHUI oOydaronuxcs. @opMbl M BHIBI
CaMOCTOSITENIbHOW paboThl 00yYalOMIMXCs: YTEHHE OCHOBHON M
JIOTIOJTHUTEIIBHON JIUTepaTypbl — CaMOCTOSITEIbHOE H3y4YEeHUE
Marepuaja MO0 PEKOMEHAYEMbIM JIMTepaTYpPHbIM HCTOYHHUKAM;
paboTa ¢ OMOTUOTEUHBIM KAaTaJIOTOM, CaMOCTOSATENIBHBIN OI00D
HE00X0IMMOM ITepaTyphl; paboTa co CI0BapeM, CIIPABOYHUKOM;
NOUCK HeoOxoaumol wuHpopmanuu B cetd VIHTepHeT;
KOHCIIEKTUPOBAaHHE HCTOYHUKOB; pedeprupoBaHNE MCTOUYHUKOB;
COCTaBJICHHME AHHOTAIMi K TMPOYUTAHHBIM JIUTEPATYPHBIM
HCTOYHHKAM; COCTABJICHUE PEIICH3UI U OT3hIBOB HA IPOYUTAHHBIN
MaTepual; COCTaBJeHHe o0030pa mNyOnuKanmuid 1O  TeMe;
COCTaBJICHHE M pPa3pabOTKa TEPMHHOJIOTUYECKOTO CIOBApS;
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padoTbI

MeTtoanueckue PEKOMEHIAUU

COCTaBJICHHME  XPOHOJOTHMYECKOW  TaONHIBI;  COCTaBIIEHUE
ouomorpaduu (6udbauorpadudeckoil KapTOTEKH); MOATOTOBKA K
pa3nu4HBIM (popmMaM TeKyleld U MPOMEXKYTOUHOM aTTecTauuu (K
TECTUPOBAHUIO, KOHTPOJBbHOW paboTe, 3adery, »JK3aMEHY);
BBITNOJTHEHHE JJOMAITHUX KOHTPOJIBHBIX Pab0T; CaMOCTOSATEIbHOE
BBIMOJTHEHUE MPAKTHUUECKUX 3a/laHuil PEenpoAYKTUBHOIO THIIA
(oTBETHI Ha BOMPOCHI, 33J]a4l, TECThI; BBHIIOJHEHHUE TBOPUECKUX
3amannii). TeXHOJIOTHUS OpraHU3aIlliid CaMOCTOSITEIIbBHOW PabOThI
00y4aromuxcsi BKIIOYAET HCIOIb30BaHUE HH()OPMAIIMOHHBIX
MaTepHaTbHO-TEXHUUECKUX pecypcoB 00pa3oBaTeNLHOTO
YUPEXKIECHU: 6ubnuoreky c YUTAIBHBIM 3aJI0M,
YKOMIUIEKTOBAaHHYI0O B COOTBETCTBHM C CYHIECTBYIOIIUMHU
HOpMaMH; Y4eOHO-METOANYEeCKyl0 0a3zy y4deOHbIX KaOWHETOB,
nabopaTopuil U 3ana KOIM(UKAIUH;, KOMIIBIOTEPHbIE KJIACCHl C
BO3MOXHOCTBIO paboThl B ceTd MHTepHeT; ayauTopun (Ki1accel)
JUTST KOHCYJBTAIIHOHHOM JEsTeNbHOCTH, Y4eOHYI0 M y4eOHO-
METOAMYECKYI0  JUTEepaTypy, pa3paboTaHHYI0 C  y4eToM
YBEJIUYEHUS TOJU CaMOCTOSATENILHONW pabOThl CTYICHTOB, U UHBIE
METOANYECKHE MaTepHaIbl. Iepen BBITTOJIHEHHEM
0o0ydJaronMucs BHEAYIAUTOPHON CaMOCTOSITEIHHOW PabOTHI
npenojaBaTesib MPOBOAUT KOHCYJIbTHPOBAHHE MO BBITOJIHEHUIO
3aJaHus, KOTOPBIM BKIJIIOYAeT Lieb 33/JaHuf, €r0 COJEp)KaHuf,
CPOKH  BBITMIOJIHEHUS, OPHCHTHPOBOYHBIM 00BEM  padoTHI,
OCHOBHbIE TPeOOBaHUS K pe3yJibTaTaM paboThl, KPUTEPUH OLIEHKH.
Bo Bpems BBIIOJIHEHHS OOYy4YalOIMIMMHCS  BHEAYAUTOPHOM
CaMOCTOSITeNIbHOM pabOThI U MPU HEOOXOAUMOCTH IPernojaBaTellb
MOKET  MPOBOAUTh  WHIAUBUAYAIbHbBIE U TPYIIOBBIC
KOHCYJIbTAIIUH. CamocTosaTenbHas pabora MOJKET
OCYIIECTBISATHCSA UHIUBUYaIbHO WM IPyHIaMu 00y4aromuxcs B
3aBUCUMOCTM OT 1eldH, o00beMa, KOHKPETHOH TeMaTuKu
CaMOCTOSITENIbHOW pabOoThI, YPOBHS CIIOKHOCTH, YPOBHSI YMEHUIH
00yYaromuxcsl. Kontpons CaMOCTOSITEIILHOM paboTbI
00yYaromuxcst MpeycMaTpUBacCT:
— COOTHECEHHE CO/EP KAHUSI KOHTPOJIS € LEIIMU 00y4YeHHUS,;
00BEKTUBHOCTH KOHTPOJIS;
— BaQJUAHOCTb KOHTPOJS (COOTBETCTBHE MPEIbIBIAEMBIX
3aJJaHii TOMY, 4TO MPEIOoaracTcs MPOBEPUTH);
— nuddepeHnmramio KOHTPOJIbHO-U3MEPUTEITbHBIX
MaTepuaoB.
—  DopMBbI KOHTPOJISI CAMOCTOSITEILHON paOOTHI:
— TPOCMOTP M MPOBEPKa BBIIOJIHEHUS CAMOCTOSTEIbHOM
paboTHI Iperno1aBaTesieM;
— OpraHusaius caMOIPOBEPKH,
— B3aUMOIIPOBEPKH BBIIIOJHEHHOTO 3a/laHUsl B TPYIIIIE;
00CYXJIeHUE PE3YyJIbTAaTOB BBIOJHEHHON pabOThl Ha
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3aHSTHUU,

— MPOBEJICHHE MUCHBMEHHOTO OIMPOCa;

— MPOBEJCHHE YCTHOTO OIPOCa;

— opraHW3anMs W TPOBEACHHE  WHAMBHIYAJIbHOTO
cobeceI0BaHNs; OpraHu3aIus u MIPOBEICHHUE
cobeceI0BaHus C IPYIIIOH;

3aIIMTa OTYETOB O MPOJICTAHHON padoTe.

Ananus u
KOHCIIEKTUPOBAHHUE
OCHOBHOH M
JOTIOJTHUTEIILHOM
JIUTEPATYPHI.

[Ipu pabote ¢ y4eOHOU JUTEPATypol HEOOXOAMMO TMOA0OPATH
JUTEPaATypy, HAYYUTHCS MPABUIBHO €€ YUTATh, BECTH 3aIHCH.
s mombopa nmTeparypbl B OHOMHMOTEKE HCIOIB3YIOTCS
an(aBUTHBIA U CUCTEMATUICCKUNA KaTaJIOTH.

[IpaBunpHBIl TONOOp y4eOHON JHTEpaTypbl PEKOMEHIYETCS
npenojaBaTesieM, YATAIOIUM JIeKIIMOHHBIN Kypc. HeoOxonumas
JauTepaTypa yKazaHa B METOJIMYECKUX pa3paboTKax Mo JAaHHOMY
Kypcy.

N3yuass wmarepuan 10 BBIOpaHHOM JITEpaType, CIEayeT
NEPEXOIUTH K CIIEAYIONIEMY BOIIPOCY TOJIBKO MOCIE MPAaBUIBLHOTO
ySICHEHMsI TIPEAbIAYIIET0, ONKChIBasi Ha Oymare Bce BBIKJIAJIKHU U
BBIUKCIICHHUS (B TOM YHCIIE T€, KOTOPHIC B YICOHUKE OMYIIECHBI M
HA JISKIIMH JaHBI JJII CAMOCTOSITEIbHOTO BBIBOJIA).

Oco0oe BHIMaHHE CIIEIyeT OOpaTUTh HA OMPEIEICHNE OCHOBHBIX
MOHATUH Kypca.

CryneHT nODKeH MOApOOHO pa3dupaTh NPUMEPHI, KOTOpHIE
MOSICHSIFOT TaKWe ONpEACNCHUsl, U YMETh CTPOUTh aHAIIOTUYHBIC
npuMepsl  caMmoctosiTenbHo.  HykHO 100MBaThCs  TOYHOTO
MPEJICTABICHUS O TOM, YTO H3y4aelllb.

[Tone3Ho cocTaBIATh OMOPHBIE KOHCTIEKTHI.

[Ipu n3yueHnn mMaTepuana Mo y4eOHUKY IOJIE3HO B TETpaau (Ha
CHEIMAIbHO OTBEJCHHBIX MOJSAX) JOMOJHATH KOHCHEKT JIEKIIMH.
Tam ke ciieyer OTMe4aTh BOMPOCHI, BbIIEJICHHBIE CTYIEHTOM AJIs
KOHCYJIbTAIIMH C MIPernoaBaTeieM.

BbIBOIBI, ITOJTy4E€HHBIE B pE3yJIbTaTe U3yUYEHUs, PEKOMEHYeTCs B
KOHCIIEKTE BbIIEJATH, YTOObI OHU MPHU NEPEUUTHIBAHUU 3amuceit
Jy4Yllle 3alIOMUHAIHCh.

OnplT  moOKa3pIBa€T, YTO MHOTMM CTYJAEHTaM IIOMOTaeT
COCTaBJIEHHME JIUCTAa OIMOPHBIX CUTHAJIOB,  COJAEpIKAaIlero
BaKHEWIINE M HanboJiee 4acTo yrnmorpedsiemMbie MOHATHSA. Takoi
JUCT TIOMOTaeT 3allOMHUTh OCHOBHBIC TOJOXKEHUS JIEKIHUU, a
TaK)K€ MOXET CJIYKUTh TIOCTOSIHHBIM CIPaBOYHUKOM JIs
CTY/ICHTA.

Paznuuaror 1Ba BHIa YTCHUS: IEPBUYHOE ¥ BTOPHYHOE.
[TepBu4HOE - ATH BHUMATENIBHOE, HETOPOIUIMBOE YTECHUE, TPU
KOTOPOM MOYKHO OCTaHOBHTBHCS Ha TPYAHBIX MecTax. [locie Hero
HE JIOJDKHO OCTaTbCs HH OJHOTO HEMOHSATHOTO  OJIOBa.
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CopepxaHue He BCer/ia MOXKET ObITh IOHSTHO TOCJE IEPBUYHOTO
YTEHHUS.

3aaya BTOPUYHOIO YTEHUS MTOJTHOE YCBOEGHUE CMBICIIA 1IEN0ro (TI0
CUETy 3TO YTEHHE MOXKET ObITh M HE BTOPBHIM, a TPETbUM WIIU

YETBEPTHIM).
OcHoBHBIE BUbI CUCTEMATU3UPOBAHHOM 3alMCH TPOYUTAHHOTO:
1. AHHOTHpOBaHHME — TPEACIBHO KpaTKOe CBA3HOE

OIMCaHNE MPOCMOTPEHHOM WM MPOYUTAHHON KHUTH (CTaThH), €€
COJIepKaHusl, ICTOYHUKOB, XapaKTepa U Ha3HAUYEHUS;

2. IlnaHupoBaHWe — KpaTkas JIOTHYECKash OpTraHU3aIus
TEKCTa, PACKPBIBAIOLIAs COJEpP)KaHUE U CTPYKTYpYy H3ydaeMoro

MmarepHaa;

3. Te3upoBanue — JIAKOHMYHOE BOCIPOM3BEICHHUE
OCHOBHBIX YTBEP)KICHUI aBTOpa 0€3 mpuBiIeueHus (PaKTUIeCKOro
Mmarepuaa;

4. IlutupoBaHHe — JOCIOBHOE BBIINMCBIBAHUE U3 TEKCTA
BBIJICPXKEK, U3BJICUCHUH, Hanbosee CyIIECTBEHHO OTPaKAIOIMINX
Ty WU UHYIO MBICIIb aBTOpA;

5. KoHcnekTupoBaHue — KpaTKoe W IOCIEA0BATEIbHOE

U3JI0KEHUE COIECPKAHUS IPOYUTAHHOTO.
KoHcnekT — COXKHBIM €cITOCOO M3JI0KEHUS COIACpKAHUS KHUTHU
WIM CTaTbd B JIOTMYECKOW mOCiIenoBarenbHOCTH. KoHcnekr
aKKyMyJMpyeT B cebe Mpelplaylie BUAbI 3alMCH, M103BOJIIET
BCECTOPOHHE OXBaTUTh COJEP)KaHWE KHUTH, craThu. IlosTomy
YMEHHE COCTaBJIATH IIJIaH, TE3UCHI, NENAaTh BBINIUCKU U IpPYyTHe
3aIlACHU ONIPEAEIAET U TEXHOJIOTHIO COCTABICHUS KOHCIIEKTA.

Mertoaudyeckue  peKOMEHJAIMM 10  COCTABJICHHUIO
KOHCIIEKTa!

1. BuuMaTenbHO MOPOYMUTANTE TEKCT. YTOYHUTE B
CIIPaBOYHOM JINTEpaType HENOHsATHBIE ciioBa. [Ipm 3amucu He
3a0ybTe BEIHECTH CIIPABOYHbIEC JAaHHbBIE HA MOJISI KOHCIIEKTA;

2. Belgenute riaaBHOE, COCTAaBbTE IUIAH;

3. Kpatko copmynupyiiTe OCHOBHBIE MTOJIOKEHHS TEKCTa,
OTMETHTE apIryMEHTALINIO aBTOPA;

4. 3aKOHCIEKTUPYHUTE Marepuall, YETKO CIIeAys IyHKTaM
wiaHa. [Ipy KOHCIEKTUPOBAHMU CTapalTech BBIPA3UTh MBICIIb
CBOMMM CJIOBaMHM. 3allMCH CIEAYET BECTHU YETKO, SICHO.

5. I'pamoTHO 3anuceiBaiTe nuTarsl. L{lutupys, yauteiBaire
JAKOHUYHOCTb, 3HAYMMOCTb MBICIIH.

B TekcTe KOHCIIeKTa )KenaTeNbHO IPUBOIUTD HE TOJIBKO TE3UCHBIE
NOJIOXKEHHUA, HO M HX JoKaszarenbcTBa. [Ipu odopmienun
KOHCIIEKTa HEOOXOAMMO CTPEMHUTBCS K €MKOCTH KaKIOoro
IpeIOKEHU. MBICIH aBTOpa KHUTU CIENyeT M3JIaraTb KparTko,
3a00TACh O CTWUJIE M BBIPA3UTENIBHOCTU HamucaHHoro. Ywucio
JIONOJIHUTEIBHBIX ~ 2JEMEHTOB  KOHCHEKTa  JIOJDKHO  OBITh
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JIOTUYECKH OOOCHOBAHHBIM, 3aIMCH JOJKHBI PACHpeNesaThCs B
ONPEACIICHHON MOCIEI0BATEIbHOCTH, OTBEUAIONIEH JIOTUHYECKOU
CTPYKType mpousBeneHus. JIisi yYTOUYHEHHS] ¥ JIOTIOJIHCHHS
HEOOXOIMMO OCTABJISATH IOJIS.

OBnaneHne HaBBIKAMH KOHCIIEKTUPOBAHMS TPEOYeT OT CTYACHTA
1eJICyCTPEMIICHHOCTH, TIOBCETHEBHOM CaMOCTOSITEILHON pabOTHI.

IToaroroBka k
CEMUHAPCKUM
3aHATAAM

CeMuHap - BuA y4eOHOTO 3aHATHUS, TPU KOTOPOM B
pe3ynbTare TpeIBapUTENbHON pabdoThl HaX MPOrPaMMHBIM
MaTepuaioM IMpernojaBaTeNii U CTYAEHTOB, B OOCTaHOBKE HX
HEMOCPEJACTBEHHOTO M aKTHBHOTO OOIICHHS PEMIAIOTCS 3a7adu
MO3HABATEIILHOTO U BOCIUTATENBHOTO XapakTepa, hopMupyercs
MHUPOBO33pEHUE, MIPUBUBAIOTCS METOA0JIOTUYECKUE u
NPAKTUYECKHE HAaBBIKM B  O0JAaCTH  JOKYMEHTOBEICHUS,
HEOOXOMUMBbIC NS  CTAHOBJIICHUS  KBaTU(UIIUPOBAHHBIX
CrenuanucToB B coorBercTBum ¢ Tpeboanmsimu GI'OC BO mo
HAaIpaBJICHUIO IOJATOTOBKH «/{OKYMEHTOBEICHHE U apXHUBOBEJICHUEY,
OakasaBpuar.

egb ceMUHAPOB: 3aKPEIUICHUE TEOPETUUECKUX 3HAHUM,
aKTHUBM3AIMs PabOThl CTYIEHTOB B XOJI€ U3YYEHUS JUCIUILIUHBL,
pa3BUTHE HABBIKOB  CAMOCTOSITENIBHOM  MCCIIEOBATEIbCKON
NEeATeTLHOCTH, YMEHHUs paboTaTh ¢ HAydyHOH © ydeOHOH
JUTEpPaTypoil, apryMEHTUPOBAHO 0OOCHOBBIBATH CBOU PEILICHUS.

Posb  cemMMHAapoOB:  CTUMYJIUPYIOT  BHHUMATEIbHOE
OTHOIICHHE CTYACHTOB K JIEKIIMOHHOMY KYpCY M pEryisipHoe
U3Y4YCHHE MMM JIUTEpaTypbl MO IucHUIUIMHE «OpraHuzaius
roCyJapCTBEHHBIX yupexxaeHuil Poccun» 3akpemisioTr 3HaHUS,
MOJIy4YEHHBIE CTYZICHTAMHU Ha JIEKIUSIX U B X0JI€ CAaMOCTOSTEIbHON
paboThl Hax JUTEPaTypod; pACHIMPSAIOT KPYr 3HAHUH 1O

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

CaMOCTOATCIIBHOTO  MBIINUICHUA, YCTHOTO BBICTYIUICHUA 11O
TCOPCTUUCCKHUM BOIIPOCaM, OTTAYUBAKOT MBICJIb, TPUYYAIOT
CTYJCHTOB CBOOOIHO OTIepUPOBATH TEPMHHOJIOTHEH;
MPEIOCTABIISIOT BO3MOXKHOCTH MPEIMOIaBaTEII0 CUCTEMATHUECKU
KOHTPOJIMPOBATh YPOBEHb CaAMOCTOSTENILHOW pabOTHl CTYJCHTOB
Hazg yLI€6HI>IM MarepruajioM, CTCICHbL HX BHHMATCIBHOCTU Ha
JICKOUAX.

OcHoBHbBIE (popMBbI ceMHMHAPOB: pa3BepHyTas Oecena,
o0CyXJIeHHE BOIPOCOB, CEMHUHAp-AUCIIYT, KOMMEHTHPOBAHHOE
YTeHHE, YNPAKHEHUS Ha CAMOCTOSITENbHOCTh MBIIIJICHHUS,
MMCbMEHHas (KOHTPOJIbHAs) paboTa, CeMHUHAP-KOJIOKBUYM.

ITonroroBka K
MIPaKTUYECKOMY

[IpopaboTka paboueil mporpamMMmbl, yAelsss 0co00e¢ BHUMaHHE
HeNmsIM W 3ajadaM, CTPYKTYpe W COJEP)KAHWIO JHUCIUTUTAHBI.




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

3aHATUIO

KoHcnektupoBaHue UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITUH,
MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCaM, IPOCMOT]
pPEKOMEHTyeMOit JUTEPATYPHI, paborta c TEKCTOM.
[IpocnymmBanue ayavo- W BUIICO3ANMCEH MO 3alaHHON TeMe,
pemieHue pacueTHO-rpadUUECKUX 3aJlaHui, PEIICHHUE 3a/ad I10
AITOPUTMY U JIP.

TectupoBanue

TecTbl — 3TO BOMPOCH WIM 3a/laHus, MpPeIyCMaTpPUBAIOLINE
KOHKPETHBIM, KPaTKUM, YETKUA OTBET HA MMEIOLIUECS ITAJIOHBI
OTBETOB.

[Ipu caMocTOsATENBHON MOATOTOBKE K TECTUPOBAHUIO CTYJIEHTY
HEO0XOUMO:

a) TOTOBSICh K TECTUPOBAHUIO, npopaboTaiite
uH(OPMAIIMOHHBIN MaTepuan o TUCITUTUINHE.
[IpoKOHCYIBTUPYHUTECH C MPENnoaaBaTeIeM IO BOMPOCY BhIOOpa
y4eOHOI TUTepaTypsl;

0) 4eTKO BBISICHUTE BCE YCJIOBUS TECTUPOBaHUs 3apaHee. Bl
JOJIKHBI 3HATh, CKOJILKO TeCTOB BaM OyieT npeannoxkeHo, CKOJIBKO
BPEMEHM OTBOJIMUTCS HAa TECTHPOBAHUE, KaKOBa CHCTEMa OLEHKU
pE3yNbTATOB | T.1.

B) IIPHUCTYyIas K paboTe ¢ TeCTaMu, BHUMATEJIbHO U JI0 KOHIIA
MPOYTHTE BOMPOC U MpeIiaraeMbie BAPHAHTHI OTBETOB. BriOepute
MpaBUJIbHBIE (MX MOXKET OBITh HECKOJIbKO). Ha oTnensHOM rcTKe
OTBETOB BRITUIIATE IU(DPY BOMPOca U OYKBBI, COOTBETCTBYIOIIINE
MPAaBUJIBHBIM OTBETaM;

T') B TPOIECCE PEIICHHUS KENATEIbHO MPUMEHSATh HECKOIBKO
MOJIXOJ0B B PEHICHUM 3aJaHusl. DTO MO3BOJISIET MaKCHMalbHO
rHOKO OINEepUpOBaTh METOJAMU PEIICHHs, HAXOAs KaKIBIA pa3s
ONTHUMAJIbHBIN BapUaAHT.

1) ecau Bel BeTpeTunu upe3BblYaiiHO TpyAHBIN U1t Bac Bompoc,
HE TpaTbT€ MHOTO BpeMeHM Ha Hero. [lepexoaute Kk Apyrum
TecTaMm. BepHUTECH K TPYJAHOMY BOIIPOCY B KOHIIE.

€) 00s3aTeIbHO OCTaBbTE BpeMs JJIsi MPOBEPKU OTBETOB, YTOOBI
n30eKaTh MEXaHMYECKHUX OITHOOK.

NunuBunyanbHble
3aJaHus

3HAKOMCTBO C OCHOBHOM M [JONOJHMUTEIbHOW JIMTEPaTypoOH,
BKJIIOYAsl CIPABOYHBIC W3/IaHUsI, 3apyOeKHbIE WCTOYHHUKH,
KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHHMH,
TPeOYIOMHXCS TS 3aIIOMUHAHUS U SIBISIOIIMXCS
OCHOBOITOJIATalONIUMU B 3TOH TeMe. CocTaBiIieHUEe aHHOTAIIUH K
MPOYUTAHHBIM JINTEPATYPHBIM UCTOYHUKAM H JIP.

Onpoc

Ompoc - 93TO CpPeACTBO KOHTPOJISA, OPraHU30BaHHOE Kak
crienMagbHas Oecena mpernoiaBaTesisa C 00 yJaroIuMcs Ha TEMBI,
CBSI3aHHBIE C M3Yy4aeMOW AUCUUIUIMHOM, WM PAaCCUUTAHHOE Ha
BBISIBJICHHE 00BbEMa 3HAHHMK 00YyYaromerocs Mo OnpeaeIeHHOMY
pazneny, Teme, mpobieme u T.1. [Ipobremarrka, BBIHOCHMas Ha
OMpOC OmpefesieHa B 3aJaHUSX I CaMOCTOSITENLHON paboThI
o0yJaromerocs, a Takyke MOXET OMPEACISATHCS MPEToJaBaTelieM,
BEIyILIUM CEMHHApCKUe 3aHATUA. Bo Bpems IpoBeneHus onpoca




®opma

Ne | camocrosiTeIbHOM MeToanuyeckne peKOMeH AU
padoTbI
oOydJarouuiics JODKeH YMETh OOCYAHWTh C IpenojaBaTelieM
COOTBETCTBYIOIIYIO MPOOJIEMAaTHKY Ha YPOBHE JAHAOra.
Tekymuii Opranm3yeTcss Kak »JJIeMEHT Y4YeOHOro 3aHsATHUS B BHUJC
KOHTPOJIb BBIIIOJTHECHU S o6yqa10mI/IMI/Ic;1 OJIOKa 3aJaHUil B MHMCHMEHHOM
(KOH)TPOHBHHﬁ dbopme 10 3aIaHHBIM TEMaM JUCITUTITHHBI
cpes

IToaroroBka x
3a4€Ty C OLIEHKOH

[HoaroroBka oOyuaroierocst K 3a4eTy BKJIOYAeT B ceOsl TpH dTana:
caMocCTosITeNIbHas padoTa B TEYEHUE CeMecTpa,
HENOCPEICTBEHHAs MOJrOTOBKA B JIHU, MPEALIECTBYIONIUE 3a4ETy
M0 TeMaM, MOATOTOBKA K OTBETY Ha BOIIPOCHI, COJIEPIKaIIIIECs B
BOTIPOCAaX MPOMEKYTOYHOU aTTeCTalluy (TMPH MICEMEHHOU popme
npoBeeHust 1udGHepeHINPOBAHHOTO 3a4€eTa).

Jlurepatypa Ui HOATOTOBKU PEKOMEHIYETCS ITPEIo1aBaTeIIeM.
JuddepeHnnpoBaHHBIA 3a4€T B YCTHOH (hOpMe TIPOBOTUTCS TI0
BOIPOCAM, OXBaTHIBAIOIINM BECh MIPOIICHHBIH 10 JAHHOW TeMe
matepuai. [lo okoH9aHUHM OTBeTa mpenojaBaTesb MOXKET 33aaTh
oOyuarolemMycs JOMOJHUTENbHBIE U YTOUHSIOIKE Bonpockl. Ha
MOJITOTOBKY K OTBETY IO BOIIpOcaM o0yyaroniemycs aaercs 25
MHUHYT C MOMEHTA MOJIY4YEHHUS UM BOIIPOCa.

Pesynbrarsl nuddepenirpoBaHHOro o0yyaronemMycs nocie
MIPOBEPKU OTBETOB.

IloaroroBka K
9K3aMEHY

[Ipn moAroToBKE K K3aMEHY HEOOXOAMMO OPHEHTHPOBATHCS
HAa  KOHCHEKTHI  JIEKIWH, pabodylo  mporpammy ydeOHOMH
JTMCIUTUTMHBI, HOPMATHUBHYIO, YYEOHYI0O M PEKOMEHIYEeMYIO
muteparypy. OCHOBHOE B IMOATOTOBKE K Cadye dK3aMEeHa — 3TO
MOBTOPEHUE BCEr0 Marepuaiga Y4eOHOW IUCIHIUIMHBI, TI0
KOTOPOMY HEOOXOAMMO cIaBaTh dK3aMeH. IIpW MOAroToBke K
clade dSK3aMEHa OO0yJalolmMiicsi BeCh 00BeM pabOTHI JIOIKEH
pacrpenensTb paBHOMEPHO TIO [JHSM, OTBEACHHBIM IS
MOJATOTOBKH K 9K3aMEHY, KOHTPOJUPOBATh KaXKIbId JICHBb
BBINTOJIHEHNE HaMEUeHHOW paboThl. B mepwoa MmoAroTOBKH K
9K3aMEHY OOYYarOIIHMICs BHOBb 0OpaliaeTcs K y)Ke U3y4eHHOMY
(mpoliieHHOMY) yueOHOMY MaTepuay.

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

®opma NMCbLMEHHOI
padoTsbI

MeTtoauyeckue peKoOMeH AU

Hamnumcanne
KOHCIIEKTa JICKIUI

Hanucanne KkoOHCHekTa  JIGKIMM:  KpaTKO, CXEMAaTU4HO,
IIOCJICIOBATCIILHO (bI/IKCI/IpOBaTb OCHOBHBEBIC ITOJIOKCHUA,
BBIBOJIBI, (HOPMYJIUPOBKH, OOOOIIEHUS; TOMEYaTh BaXKHBIC
MBICJIM, BBIACIATH KIIOYCBLIC CJIOBA, TCPMUHBI. HpOBepKa
TEPMHUHOB, TOHATHI C MOMOIIBIO SHIMKIONEIUN, CIOBapeEH,




®opMa NMCbMEHHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

CIPaBOYHHMKOB C BBIIMCBIBAHUEM TOJIKOBAHMM B TETPalb.
O0603HaYUTh BOIIPOCHI, TEPMUHBI, MaT€pHaIl, KOTOPHII BHI3HIBAET
TPYAHOCTH, IIOMETUTh U IIONBITaTbCS HAWUTH OTBET B
peKomMeHIyeMou tuTepaTtype. Ecinu caMmocTosiTenbHO HE yaaeTcst
pa3o0parbcsi B Marepuaine, HE0OXOAMMO C(HOPMYIHPOBATH
BONPOC W 33JaTh MpENoJiaBaTeli0 Ha KOHCYNIbTalluu, Ha
IIPAKTUYECKOM 3aHSTHH.

KontponbHas pabora

KontponbHas pabota — OpUrHHaAIbHOE COYMHEHNE HEOOIBIIIOTO
pasmepa, B KOTOPOM H3JIaraloTcs KOHKPETHBIC pe3yJIbTaThl
M3y4eHus 00ydaeMbIM JUCITUTIINHBI (PE3yJIbTaThl COOCTBEHHOTO
UCCIIEIOBaHUsI 110 KOHKpETHON Teme). B xoxme HammcaHus
KOHTPOJIbHOW paboThl 00y4aeMmblii MpUOOpeTaeT HaBBIKU
CaMOCTOSITENIbHON pabOoThI C HAYYHOM, YUeOHOM U CriennanbHOMI
JUTEPaTypOM, YUUTCS aHAIU3UPOBATh UCTOYHUKH U TPaMOTHO
u3jaraTh CBOM MBICTH. BBINONHEHHE KOHTPOJILHOW paboTHI
BKJIIOYAET PsJl ATAIOB:

— BBIOOp TEMBI U ITOJI00P HAYYHBIX UCTOYHUKOB;

— M3YyYCHUE HAyYyHOW JUTEpaTyphl, aHAJIU3 U 0000IIeHHE

MaTepHaloB 10 MPoOJIeMe UCCIIEOBAHUS;

— (¢opMyIHUpOBaHNE OCHOBHBIX MOJIOXKEHUH U BBIBOJIOB;

— o opMIIeHHE KOHTPOJIHHOU PaOOTHI.
OdopmiieHre SBISETCS 3aBEPIIAIOINIMM 3TAlOM KOHTPOJIbHOU
paboTel. Beibop TeMbl u moaOOp MCTOYHUKOB JOKEH OBITh
COTJIACOBAaH C HAyYHBIM PYKOBOAMTEIEM, BeylIUM npeamet. Ha
OCHOBE COOpaHHOTO MaTepHuaja YTOUYHSeTCS CTPYKTypa,
colepKaHue W O0BEM KOHTPOJIBHOW paboThl. TexHUYecKue
TpeboBanus Kk padore: 00beM 10-12 cTpaHuIl MAIIMHOMIMCHOTO
TEKCTa, OTIedaraHHoro yepe3 1,5 umHTepBaa. KoHTposbHas
paboTa J1OKHA UMETh: THUTYJIBHBIM JIMCT, COJAEpIKAIIUA:
HazBaHue paboter, ®.M.0. aBTOpa W HAYYHOTO PYKOBOIUTEIS,
Ha3zBaHUe (aKynpTeTa, Kypca, TroJl M MECTO HalHCaHus,
CoJiep’)KaHuEe Ha OTHEJIBHON CTpaHHUIE, HyMEpaluio CTPaHULI.
Cmpykmypa KoHmMpObHOU pabomul 6KIo4Yaem: 3arojioBOK,
BBEJICHHE, OCHOBHYIO 4YacTh (M3JI0)KCHHE [IBYX BOIIPOCOB),
3aKJIIOYCHHUE, CIIUCOK  HCIIOJIB30BAaHHBIX  HCTOYHHUKOB U
JUTEPATYPHI.
3aronoBoK (Ha3BaHHWE) OTpakKaeT TEMYy JaHHOTO COYMHEHUS M
COOTBETCTBYET coJiep>KaHuI0. BBeenue (BBOJHAS YacTh) JOJIAKHO
OBITh KPaTKUM M TOYHBIM. B HEM 000OCHOBBIBACTCSI BHIOOP TEMHI,
dbopmynupyercs 1enb padbotsl. OCHOBHAS YaCTh ACJIUTCS Ha IJ1aBbI
B COOTBETCTBUM C 3amadyamu pabotel. [laercs ompenenenue
MOHATHUSAM HCCIIEAYeMbIX SIBICHUI U MPOIECCOB, PACKPBIBAIOTCS
UX CYHIIHOCTb U 0cOOeHHOCTH. B HeOobIIoi paboTe yacTu MOTYT
HE BBIIENATh, HO KaXKAas HOBas MBICIb O()OpMIIsieTCs B HOBBIN
ab3au. 3axioueHre UMeeT (GopMy BBIBOJOB, COOTBETCTBYIOIINX
JTaram MCCIe0BaHuUs, MU (POPMY pe3toMe.

Hoxnan

Jlokmag — BHI CaMOCTOSITEIBHOM pabOTHI, CIOCOOCTBYET
(GOpPMUPOBAHHUIO  HABBIKOB  HCCIENOBATENLCKOW  paboTHI,




®opMa NMCbMEHHOM

p360TbI MeTtoanueckue PEKOMEHIAUU

pacipsieT Mo3HaBaTelIbHbIC MHTEPECHI, MPUYYaeT KPUTUYECKH
MBICITUTb.

[lonroroBka mokiiafa MpeayCMaTPUBACT CHUCTEMATHUECKYIO
paboTty 00yJaromuxcs, yMEHUE MOJIb30BATHCS PEKOMEHI0BaHHON
auteparypoil. OHa BKJIIOYaeT B ce0s CIETYIOIIUE STAllbI:

- cocTaBJIsieTcs IJIaH JOoKJaja myTeM 00O0OIIeHUs U JJOTHYECKOrO
MOCTPOCHMS MaTepHuasa JI0KIaja;

- MOJIOUPAIOTCS OCHOBHBIE HCTOYHUKH UH(POpMAIINU;

- CHCTEMaTU3HUPYIOTCS TMOJTYYCHHbIE CBEACHMS IyTeM H3yueHUs
HaubOosee BaKHBIX HAYYHBIX pabOT MO JaHHOHM TeMme, MepeueHb
KOTOPBIX, BO3MOXKHO, JJa€T CaM MPEIo/1aBaTeb;

- JlenaloTcs BBIBOAB M 0000IIeHMS B pe3yjibTare aHalu3a
M3YYEHHOTO MaTepuasa, BBIJCJICHUs HanOoJjiee 3HAYMMBIX IS
pacKkpbITUs  TeMbl  JOKJana  (akToB, MHEHMHA  pa3HBIX
HCCIIEeq0BaTENCH.

[TocTpoenue noknanga, Kak v 11000 Apyroit Hay4HOU pabOTHI,
TPaJULIMOHHO BKJIIOYAeT TPU YaCTU: BCTYIUIEHHE, OCHOBHYIO
YacTh MW 3aKilodeHue. Bo  BerymieHun — 0003Havaercs
aKTyaJlbHOCTb HCCIIEAYEeMOM B JOKJIAJe TEMbI, yCTaHABINBACTCS
JIOTHYECKasi CBsA3b €€ C JPYruMH TeMaMu. B 3akimoueHun
GbopMynUpylOTCS ~ BBIBOJBI, JAENAIOTCA  MPEAJIOKEHUS U
MOTYEPKUBACTCS 3HAYEHNUE PACCMOTPEHHOMN MPOOIEMBI.

9. MEPEYEHb MTH®OPMAIIMOHHBIX TEXHOJIOT UI¥A.

[lpn W3y4eHWW TUCHMIUTMHBI OO0YYarOIIMMUCS HCIIONB3YIOTCS CIEAYIoNe UHPOPMAIMOHHBIC
TEXHOJIOTHHU:

-ayIMOBU3YyaJbHOE TIPE/ICTABICHUE OOYYaIONIMMCS C TIOMOIIbIO KOMITBIOTEPA COJCPKAHUS
OTJICTBHBIX TEM AUCIMILTUHBI HA JICKIIMOHHBIX 3aHSATHSX;

-TPEeI0CTaBICHUE 00YJAIOIUMCSI JOCTYIA K y4eOHOMY TUTaHy, paboveld mporpaMMe JUCIUTUTHHBL
B 3JICKTPOHHOI (hopMe, K 3NIEKTPOHHO-ONOIMOTEUHOM CUCTeME HHCTUTYTA, COAepIKaIllel yaeOHo-
METOAMYECKHE MaTepHallbl 10 TUCIHILIMHE B JJIEKTPOHHOH Qopme, K MHPOPMAIMOHHBIM
CIPAaBOYHBIM CHUCTEMaM, KOTOpBIE HCIIONB3YETCS IPH OCYIIECTBICHUH O0O0Pa30BaTEILHOTO
nporecca 1Mo IUCIHILIMHE, TOCPEACTBOM AJIEKTPOHHOW HWH(OPMAIMOHHO-00pa30BaTEIbHOM
Cpeasl WHCTUTYTAa W3 JIO0OW TOYKHM, B KOTOPOM HMeEeTCs IOCTyn K HH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTu « HTepHeTY;

-pukcanus xoma o0Opa3oBaTENBHOrO Mpollecca MO TUCHUIUIMHE IOCPEICTBOM 3JIEKTPOHHOM
nH(}pOpMaITMOHHO-00Pa30BaATEIHFHON CpeIbl HHCTUTYTA;

-popMUpOBaHHE DIIEKTPOHHOTO TOPTHOIUO OOYYAIOMIErocs MO TUCIUIUIMHE TOCPEICTBOM
AJIEKTPOHHOU MHPOPMAIIMOHHO-00Pa30BaTEIBHOM CPEbl HHCTUTYTA.

[Ipu ocymecTBiaeHnn 00pa30BaTENBHOTO Mpoliecca MO TUCHUIIMHE UCIOIB3YETCs CIeyIoliee
JIMIIEH3UOHHOE MPOTpaMMHOE 00ecIIeYeHuE:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.

10. ONMCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM 14
OCYHECTBJIEHHUA OBPA30BATEJIbBHOI'O ITPOLHECCA ITIO JUCIUIIJIMHE



Ne HanmenoBanue 000pyJ0BaHHBIX Y4€OHBIX
aynutopuu | Bua yueOHBIX 3aHATHH IO KaOMHETOB, 0OBEKTOB JJIsI MPOBEACHUS
JUCIIUILINHE MPAKTUYECKHUX 3aHATUHN C IIEPEYHEM OCHOBHOTO
000pYyI0BaHUS U TPOTPAMMHOTO 00eCTIeueHHUs
111 3aHATHSA JIEKIIUOHHOTO IloTounas ayauTOoOpHs, OCHAIIICHHAs
THIIA MIPOEKITMOHHBIM 000PYI0BaHUEM

111 CamocrositenpHas pabora |OcHaméHHas TMEePCOHAIBHBIMA KOMITBIOTEPAMHU,
CTYACHTOB HUMCHOIIINMHAU BBIXO/ B HH(bOpMaL[I/IOHHO-
TEJIeKOMMYHUKALMOHHYI0O ceTb  «MHTepHeTy,
CIICIUAJIM3UPOBAHHBIX KJIaCCOB, OCHOBHBIC
U3MEpUTENIbHbIE YCTAHOBKM U 000pYyAOBaHHE,
CTEH[Ibl, TEXHUYECKHE CPECTBA OOyUEHUS U TIp. B
cootBetrcTBuu ¢ ®I'OC BO u OTIOIT BO)

11. O0ecnieueHne 00pa30BaTEJIbHOIO MPOIECCA JJIS JIUI] C OTPAHNYEHHBIMUA BO3MOKHOCTAMU
310pPOBbSI M HHBAJIUI0B

B xome peanuzauuMy UCUMIUIMHBI HCIOJNB3YIOTCA CIEAYIONIUME JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEKYILIEro KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHOU aTTecTalluy o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOCHHOCTEH:

. JUISL CJICTIBIX U CITa0OBUIAIINX
- JIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CHELHATU3UPOBAHHBIM IPOrPAMMHBIM 00€CIIEUeHHEM;
- MUCbMEHHBIE 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIELNAIN3UPOBAHHBIM IPOTPaMMHBIM
o0ecreyeHneM, Uil MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrieuynBaeTCsl MHAUBHIyalIbHOE paBHOMEpHOE ocBerieHne He Mmeree 300 Jrokc;
- 17151 BBITIOJIHEHUS 3aJaHUs IPH HEOOXOTMMOCTH IIPEAOCTABIIAETCS YBEIMUMBAOIIEE YCTPOUCTBO;
BO3MOYKHO TaK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEITMUMBAIOIINX YCTPOUCTB;
- IUCbMEHHBIE 33JaHUs OPOPMIISIOTCS YBEJIIMYEHHBIM HIPUPTOM;
- 9K3aMEH M 3a4éT MPOBOJATCA B YCTHOM (hOopMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUISL TITYXHUX ¥ cIa0O0CTBIIIATHX:
- Jekuuu O(GOPMISAIOTCS B BHJAE DSJCKTPOHHOTO JOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCHJIMBAIOIAs alapaTypa HHAUBUAYAIBHOTO MOJIb30BaHUS;
- IMCbMEHHBIE 33aJJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MMCBbMEHHOM (popme;
- 3K3aM€H U 3a4€T MPOBOAATCS B MMCBbMEHHOM (pOpME Ha KOMIIBIOTEPE; BOZMOKHO IPOBECHHE B
dbopMe TecTUpOBaHHSI.

o JUISL JIUL, C HAPYUICHUSIMU OIIOPHO-JBUTATEIBLHOTO aIapara:
- IEKIIMU 0(POPMIISIOTCS B BUZE DJIEKTPOHHOI'O TOKYMEHTA, JOCTYITHOTO C OMOILBIO KOMITBIOTEPA
CO CHeUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTIeUeHHEM;
- IMCbMEHHBIC 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIENNATIN3UPOBAHHBIM IPOTPaMMHBIM
o0ecreuecHuEM;
- 3K3aMEH M 3a4€T NPOBOJATCA B YCTHOM (hOpME WM BBINOJIHAIOTCSA B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.
ITpu HEOO6XOMMOCTH NpelyCMaTPUBAETCSl YBEJIMUEHNE BPEMEHH [UIs TOJrOTOBKH OTBETA.
[Iponienypa npoBeaeHHsI MPOMEXYTOUHOM aTTecTalluy Ui OOY4YaroIUXCs YCTAHABIMBACTCS C
y4€TOM HMX MHIMBUAYAJIBHBIX MCHUXO(U3NYECKUX OcOOeHHOCTel. [IpoMexyTodyHas aTTecTarus
MOJKET IIPOBOJIUTHCS B HECKOJIBKO 3TAIOB.
IIpn mnpoBeneHHMM NpPOLETYpPbl OLEHUBAHHUA pE3YJIbTATOB OOY4YEHMs NpeaycMaTpUBaeTCs



UCIIONIb30BAHNE TEXHUYECKUX CPEJICTB, HEOOXOMMMBIX B CBS3M C WHIUBUIYATHHBIMU
0COOEHHOCTSIMU 00YyYarouXcs. ITH CPeJICTBAa MOTYT ObITh ITPEIOCTABIIEHbl YHUBEPCUTETOM, HIIN
MOTYT HCIOJIb30BAaThCS COOCTBEHHBIE TEXHUYECKHE CPENICTBA.

[TpoBenenune nporeaypbl OLICHUBAHUS PE3YNIbTaTOB OOYyUEHHUs JOIYCKAeTCsl ¢ MCIOJIb30BaHUEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUH.

OGecneunBaercs 10CTyn K HHGOPMAIMOHHBIM W OuOIMorpadguyeckumM pecypcam B CETH
WNureprer nnst kaxmaoro oOyudaromierocss B (opMax, aJalTHUPOBAHHBIX K OTPAHUYCHHSIM HUX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

o JUTSI CTICTIBIX ¥ CTTAa0O0BUISIIINX
- B IeYaTHOU (popMe yBETMUYCHHBIM MIPUPTOM;

- B opMe 3IEKTPOHHOTO TIOKYMEHTA;
- B popme ayauodaiina.

o JUTSI TITYXHUX U CIIA00CTBIIIANINX

- B Ie4aTHoH ¢opme;
- B popMe 3JIEKTPOHHOTO IOKYMEHTA.

o JUTSE 00YJArOIIHUXCS C HAPYIISHUSIMU OIOPHO-IBUTATEIILHOTO armapara:

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

VY4eOHble ayAUTOPHUH 1711 BCEX BUIOB KOHTAKTHOM M CaMOCTOSITENIbHOM paboThl, HAy4YHas
OubnuoTeKka W WHBIC MOMEIIEHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATbHBIM OO0OPYJOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

o JUTSI CTICTIBIX ¥ CTTAa0O0BUISIIINX

- YCTPOMCTBOM JIJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucrieeM bpaitns PAC Mate 20;
- npuaTepoM bpaitng EmBraille ViewPlus;
o JUISL TITYXHUX U cJIa00CbIIIaNnX:
- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM JJisi JIIOJIed C HapylleHHeM ciyXxa u
¢1a00CIIBIIIAIINX;
- aKyCTUYECKUI YCUIIMTEb U KOJIOHKHU;
o JUTSE 00YJArOIIUXCS C HAPYIIEHUSIMU OIIOPHO-IBUTATEIILHOTO armapara:
- IEPEABIKHBIMU, PETYIIHPYEMBIMU 3proHomudeckumu napramu CU-1;
- KOMITBIOTEPHOM TEXHUKOM CO cTielnaIbHbIM IPOrPaMMHBIM 00€CTIEYEHUEM.

CocraBuTtenb(un):
IIpenooasamens, CkopHarxoea Anna Braoumuposna

[Iporpamma onobpeHa Ha 3acenanuu Kadeapsl OMOTHOTEYHO-MHPOPMAITMOHBIX HAYK
(Yka3aThb HauMEHOBaHHE KadeIphl)

ot 23.01.2023 rona, npotokoin No 6.



Opranuzanus U Texmogornu J10Y

46.03.02. IokyMEeHTOBeICHHUE U APXHUBOBEICHHE

Lens qUCIUTIIMHBIL:

- MMOATOTOBUTL BBLIITYCKHHKA,

HcTopuueckoe apXuBOBeIeHHE

3HAIOLEIO0 OCHOBHBIE HAIMPABICHHUS TIOCYIapCTBEHHOU

periiaMeHTanuu padboTel ¢ AokymMeHTamMu B Poccuiickoit ®enepanuu, 3amadu CIyKObI
I[OKyMeHTaI_II/IOHHOI‘O O6€CH€‘-I€HI/I}I ynpaBHeHH}I M BJIAACHOLIICTO MCTOAAaMM aHaAJIn3a "
COBEPIIICHCTBOBAHUS TEXHOJOTHH THUITOBBIX JIEJIOTPOU3BOICTBEHHBIX OTICPAIIHA.

3agaun:

- U3YYUTh UCTOPUIO (OPMHUPOBAHUS HAIIMOHAILHON CUCTEMBI JIEJIOMPOU3BOICTBA;
- OBJIAJIETh CIEUHUAIBHON TEPMUHOJIOTHUEM;

- U3y4uTh

COBPEMEHHYIO

3aKOHOAATCJIIbHYIO,

periIaMeHTHPYIONIYI0 paboTy ¢ JOKyMEHTaIUeH;
- chopMupoBaTh y CTYJCHTOB HABBIKM BBITOJHEHHS OCHOBHBIX JIEIOTPOM3BOJCTBEHHBIX
onepaum‘/'l B YCJIOBUSAX IIPUMCHCHUS TPAAUIUOHHBIX U aBTOMATH3UPOBAHHBIX TEXHOJIOTUi
00pabOTKH JOKYMEHTOB;

MPaBOBYIO U HOPMATHUBHYIO

0a3y,

- copmMupoBaTh HAaBBIKM aHalU3a CHCTEMBI JOKYMEHTAI[MOHHOTO 0OOecCredYeHHUs
yIpaBICHUS;
- ONpEeIeIuTh HarpaBJIeHUs BO3MOKHOT'O COBEPILIEHCTBOBAHUS CUCTEMBI

JIOKYMEHTAIlMOHHOT'O 00eCIieueHN s yIpaBICHUS;
- HU3YUYUTH MMOPAAOK OpraHnu3annuun C.Hy)K6I:I AOKYMCHTAlITUOHHOT'O O6€CHG‘IGHI/I$I YIpaBJICHUA
B COBPEMEHHOW OpPTaHU3aINY.

JucnurnnuHa (Mo0y/ib) HanpaBiieHa Ha (OPMHUPOBAHUE CISTYIOMNUX KOMITETCHITHN:

®opmupyemMble
KOMIIETCHIIUH

NHaukaTopbl KOMIETeHIHH

Ilnanupyemble pe3yJbTaThl
o0yueHusi MO AMCUMILINHE,
XapakTepu3youye 3Tanbl
(popmupoBanus
KOMIIeTeHIH i

ITK-4 CnocoOGHOCTB cO34aBaTh U
BECTH CHCTEMBI
JIOKYMEHTAIHOHHOTO 00CCIICUCHHUS
YIOpABJICHUS M aPXUBHOTO Jeja Ha
0a3e HOBEUIINX TEXHOJOTHH

ITIK-4.] 3HaeT TeHAEHIIUYN Pa3BUTHS
JIOKyMEHTAIIMOHHOTO 00eCTIeYeHIS
YIIPABJICHUS U ApXUBHOTO JIEIa

3HaTbh: HCTOPHIO PA3BHUTHS
JIOKYMEHTa

KaK KyJbTypHOTO ()eHOMEHa.
YMeTh: NpaKTU4eCcKu IPUMEHSITh
HOPMATHBHbBIE PABOBbHIE AKTHI,
PEryJIUpYOLIIe BOPOCHI
obecrieueHnst COXpaHHOCTH,
pecTaBpalyi U KOHCEPBALHU
ApXUBHBIX TOKYMEHTOB.

Biajerb: HaBbIKAMU MOACPKAHHS
HOPMATHBHBIX PEKHUMOB XpaHCHHS
APXUBHBIX JTOKYMEHTOB

[IK-5 Bnanenue npaBoBbIMU
OCHOBaMH JOKYMEHTOBEIICHHS U
APXUBOBEJICHAS ¥ CMEKHBIX
obnacTeil 1 MpUMEHEHNE UX B
npodeccroHabHOM chepe

TIK-5.1 3Haer 3aKOHOAATEIBHYIO U
HOPMaTHBHO-METOAMYECKYIO 0a3y
JIOKYMEHTAIIHOHHOTO 00EeCTICYCHHUS
YIOpaBJICHUS U apXUBHOTO JIeTa

3HATh 3aKOHOJATCIBHYIO U
HOPMATHBHO-METOAMYECKYIO 06a3y
JIOKYMEHTAIHOHHOTO 00EeCTICYCHHUS
YHOpaBJICHUS

YMethb pazpabaThiBaTh
paroOHATIBHYIO CTPYKTYPY
B3aMMOCBSI3EeH MEXKY
MOIPA3ICIICHUSIMHA OPTaHU3AIIHH.
Baanmers npaBuiiaMu opraHu3aiyu
OTEPATUBHOTO XPAaHCHUS
JIOKYMEHTOB ¥ ITOATOTOBKH
JTOKYMEHTOB K TIepe/iaue B apXUB.




IIK-5.3
Crioco6eH NpUMEeHSTh
3aKOHOJATENbHYI0 M HOPMaTHBHO-
METOIUYECKYIO 0a3y CMEKHBIX
obnacTeil B mpodeccHoHaIbHON

chepe

3HaTh:

0a3oBbIC TPEOOBAHMS,
MIPEIBABISEMBIE K OTPACIIEBBIM
nHPOPMAMOHHBIM CHCTEMAaM,;
KJIacCU(UKAINI0 HH)OPMAITHOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHA,
npuMmensieMbix B JIOY u apxuBHOM
JieJie Ha COBPEMEHHOM JTarle,
HATIPABJICHUS, ICJIH U 3aJIa49H UX
MIPUMCHCHUS;

YMmersn:

OpHEHTHPOBATHCS B COBPEMEHHBIX
OTEUYCCTBEHHBIX
aBTOMAaTH3UPOBAHHBIX CHCTEMAax
JTIOKYMEHTAIIHOHHOTO 00ECTICYCHHUS
YOpaBJICHUS;

OTIPENIEIIATH BO3MOXHOCTH
peIIeHNs THIIOBBIX 33134
JIEIIOTIPOM3BOICTBA B Cperie
koprnopatusHoit UC, TexHonornu
KOMMYHUKAIIHHA, TIOICPKUBACMBIX
B KOPITOPATHBHBIX
UH(POPMAIMOHHBIX CHCTEMaX.
OCYIIECTBIISITH BEIOOD
CIeTHATbHBIX TIPOTPAMMHBIX
CPEICTB JOKYMEHTAIHOHHOTO
obecrieueHns yIpaBIICHIS,
Baaners:

HaBBIKAMH OPTaHU3AIMH PAOOTHI
T0JIb30BaTeNe HHQOPMAITHOHHON
CHUCTEMOM;

OIICHKHU PE3YJIbTATOB BHEIPCHUS
UH(POPMAIMOHHBIX TEXHOJIOTUH B
OV opranuzanuu.

TIK-5.4 Bnaneer
HABBIKAMU pa3pabOTKH U
BHEJIPECHHS JIOKATBHBIX
HOPMAaTHBHBIX aKTOB B cdepe
JTIOKYMEHTAIIHOHHOTO 00ECTICYCHHUS
YIPABJICHUS U ApXUBHOTO JIENa

3HaTh: IpaBUiIa CO3AAHUS U
odopMIIeHHS JIOKAIBHBIX
HOPMAaTHBHBIX JJOKyMEHTOB;
‘YMeTn: pa3paOaTeiBaTh U BHEAPSTH
MOJIOKEHHS O CTPYKTYPHBIX
MOJIpa3/IeeHASAX;

pa3pabaTbIBaTh U BHEOPSTH
HWHCTPYKIIMH 110 TEXHOJIOTUH
paboTHI C JOKyMEHTaMH;
Buagers: npaBuiaMu co3aHus U
odopMIIeHHS JIOKAJIBHBIX
HOPMAaTHBHBIX JOKYMECHTOB.

dopma 00yueHust ceMecTp DopMa KOHTPOJIS
Ounas popma oOyueHHs 5 3a4€T C OIEeHKOM
6 DK3aMeH

OO0mmas TpyA0€MKOCTh OCBOCHHMSI TUCIMIUIMHBI (MOOYJis1) COCTABISIET 6 3aUETHBIX €IMHHII







