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1. TACHHOPT NPOI'PAMMBI IPO®ECCHOHAJIBHOT'O MOJYJISI IIM.03
BBIIIOJIHEHHUE PABOT 110 OAHOU NJIN HECKOJIbBKUM ITPO®ECCHUAM
PABOYMX, JOJIKHOCTAM CIHYKALNIUX

1.1. ObsacTh NpUMeHEeHHUs] NPOrPAMMBI

Pabouas mporpamma mnpo¢ecCHOHAJIBHOIO MOJIYJS SIBJISETCS 4YacTbio 0Opa30BaTeNbHOU
nporpamMbl  cootBercTBUM ¢ PI'OC mo cneumansHoctn  46.02.01  «JlokymMeHTarmoHHOE
o0ecrieyeHne YIpaBICHHUs U apXUBOBEJIEHHE» B YaCTU OCBOECHUS OCHOBHOI'O BUJA AESTEIbHOCTU
(BJ): Bemmonnenue paboT MmO OJHOW WM HECKOJIBKUM mpodeccusM padouymux, MOIDKHOCTSIM
CIIy’KalllUX ¥ COOTBETCTBYIOIUX MpoeccuoHanbHbix komnerenuuii (I1K):

K 3.1 Opranu3zanuys paboThl C TOKyMEHTaMHU.

[IK 3.2 Opranuzanys TeKyIIero XpaHeHus: TOKYMEHTOB.

K 3.3 Opranuzanus 00pabOTKH e Ui TOCIESYIOMEr0 XpaHeHHs.

12. Heau u 3agayu npodeccHOHAIBLHOTO0 MOAYJA — TPeOOBaHUSI K pe3yJbTaTaMm
0CBOCHHUS NPO(deCcCHOHAIBLHOI0 MOIYJIsA

C 1uenbl0 OBIAJAEHUSA YKa3aHHBIM BHJOM JICSITEIIBHOCTU M COOTBETCTBYIOIIMMH
npo(ecCHOHANBHBIMA KOMIIETEHIIMSAMU OOYYaloIIuiics B XOJE€ OCBOEHUS MpodeccroHalIbHOTO
MOJYJISI IOJIKEH:
HMEThb PAKTUYECKUH ONbIT:

- OpraHu3alyy JOKYMEHTO000pOTa MPEAIPUSITHS.
yMeTh:

- OCYILIECTBJISITh PEFUCTPALIAIO, IPUEM U OTIIPABICHUE KOPPECITOHACHIINY;

- OCYILECTBJISATH IOCTABKY KOPPECTOHACHIIMU BHYTPU YUPEKICHUS;

- OCYIIECTBJIATh YUYET, XpaHEHHE U 00ecrieueHrne ONePaTUBHOTO TTOUCKA HY>KHON
JIOKYMEHTALUH;

- OCYIIECTBJISITh MOATOTOBKY JOKYMEHTOB K C/lay€ B ApXUB.
3HATh:

- MOJIOKEHUSI U1 HHCTPYKIUH 10 BEJICHHUIO JEIONPOU3BOJICTBA B YUPEKACHUH, OpraHU3alun
Y Ha NPEATPUITHY;

- OCHOBHBIE TIOJIOKEHUST EMHON rOCy1TapCTBEHHOM CUCTEMBI IEJIONPOU3BOICTBA;

- IOPSIIOK KOHTPOJIS 32 MPOXOKIECHUEM CITYKEOHBIX TOKYMEHTOB.

1.3. Kosin4ecTBO 4acoB HA OCBOCHHE padoyel NPpOorpaMMbI:
Bcero — 171 yacoB (BkJtouyasi NpakTUKH), B TOM YHUCIIE:
yueOHOi Harpy3ku obydatomnierocs — 99 yacos,

AJIs1 O4HO# (pOpMBI 00yUeHMS:

ayJIMTOPHOM yIeOHOM Harpy3KH 00ydJaromerocs — 79 4acos;
CaMOCTOsTeNIbHON paboThl oOyuatomierocst — 20 gacos;

yueOHOM MPaKTUKU — 36 4acoB;

MPOM3BOJICTBEHHOM MPAKTUKH (TI0 TPOQUITIO CIIEUATBHOCTH) — 36 4acoB.

AJIs1 32049HOH (pOPMBI 00yUeHHS:

ayIUTOPHOM y4eOHOU Harpy3ku oOydarorierocs — 14 gacos;
CaMOCTOSTeNIbHON paboThl oOyuatorierocst — 85 4acos;

yueOHOM MPaKTUKU — 36 4acoB;

MPOM3BOJICTBEHHOM MPAKTUKH (TI0 TPOQHITIO CIIEHUAIBHOCTH) — 36 4acoB.



2. PE3YJIBTATBI OCBOEHUSI TIPOPECCUOHAJIBHOTI'O MOAYJISI IIM.O3
BBIIIOJIHEHHUE PABOT 110 OAHOU NJIN HECKOJIbBKUM ITPO®ECCHUAM
PABOYMX, JOJIKHOCTAM CIHYKALNIUX

Pesynbrarom ocBoeHmsi paboueld mporpamMmbl  TIPO(GECCHOHATBLHOTO MOJIYJS  SIBISICTCS
OBJIaJiIcHUE OOYyYaromIMMHCS BHJIOM JIeATENbHOCTH BpimonHeHwe paboT MO  JAOKHOCTH
JICIIOTIPOU3BOIMTEb, B TOM unciie npodeccuonanbubivu (ITK) u o6mmmu (OK) koMIieTeHIIUSAMU:

Kon HaumeHoBaHue pe3yjbTaTa 00y4eHUs

IIK 3.1 Opranmzanys padoThl C JOKYMEHTaMH.

I1K 3.2 | Opranu3zanys TeKyIero XpaHeHus: JOKYMEHTOB.

[IK3.3 Opranu3zanus 00paboTKU Ael A NOCIEAYIOIEro XpaHeHHsl.

[loHMaTh CYIIHOCTP M COLMAIBHYIO 3HAYMMOCTh CBOeH Oynymiel mpodeccuw,

OK 1 MPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO ACSTEIHHOCTD, BEHIOMPATH THUIIOBBIE METObI U CIIOCOOBI
BBITIOJTHCHUS TIPO(ECCHOHATIBHBIX 3a/1a4, OIICHUBATh WX 3P(PEKTHBHOCTh M KAYECTBO.

OK 3 [IpuHuMaTh pemieHuss B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAIMsX W HECTU 3a HUX

OTBCTCTBCHHOCTD

OcymecTBiATh MOMCK W HCHOJb30BaHHWE HHGPOpMALMK, HEOOXOAUMOW Ui
OK4 | >ddexTnBHOTO BBIMOMHEHUS TNPO(ECCHOHAIBHBIX 3a7ad, NPO(PECCHOHATBHOTO |
JIMYHOCTHOTO PAa3BUTHUS.

Hcnonb3oBath I/IH(I)OpMaLII/IOHHO'KOMMYHI/IKaI_[I/IOHHBIC TCXHOJIOI'MH B

OK'5 PO eCCUOHAIIBHON JEATETHHOCTH.
OK 6 PaGorate B KomekTHBE W KOMaHnae, S(PPEeKTMBHO OOmAThCA € KOJIJIETaMH,
PYKOBOJICTBOM, MOTPEOUTEIISIMH.
Bpate Ha ce0s OTBETCTBEHHOCTh 3a pabOTy YJIEHOB KOMaHAbl (IIOJAYMHEHHBIX),
OK'7 pE3yJIbTAT BBIOJIHEHUS 3aJaHUM.
CamocToATeNnbHO ONpeAeaTh 3aJjauid NPOPEeCcCHOHATBHOIO U JMYHOCTHOTO Pa3BUTHA,
OK8 | sannmarbes caMo00pa3oBaHUEM, OCO3HAHHO IUIAHUPOBAThH MOBBIIIEHNE KBATU(PUKALIUH.
OK 9 OpueHTHpOBaTbCSd B YCIOBMSIX 4YacTOM CMEHBI TEXHOJIOTMH B NPOPecCHOHANbHON

ACATCIIBHOCTH.




3. CTPYKTYPA U COJEPXXAHUE MPO®ECCHOHAJBHOI'O MOJYJIS IIM.03 BBIIIOJHEHUE PABOT IO OJHOM WA

HECKOJIbBKUM IMPOPECCHUAM PABOYHUX, JOJIZKHOCTAM CJHYXKAIIUX

3.1. TemaTn4yecknii miian npogeccuOHAILHOT0 MOTYJIS

3.1. TemaTn4ecKuii mian npodeccHoHAILHOr0 MoayJist (JIJist 04HOi GopMbI 00yUeHNs )

O0bem BpeMeHH, OTBeIEeHHbIH HA OCBOEHUE

[IpakTuka
MEKTUCIUILINHAPHOTO Kypca (KypcoB)
CamocrosiTe/ibHasA
ayIuTOpHAasi ydeOHasi HATPY3Ka
pabora
o0yuaroierocst
Kon o0y4yaruerocst IIpousBoacrs
IIpogeccuona Bcero
pﬂ:};mx " HaumeHoBaHus pa3jae/ioB 4ACOB %T'q' CHHAs
PodecCHOHATBHOr0 MOAY.IS Jadoparo B T.4., B T.4., Vuenas, (mo mpoduitro
00mmx pHBIE | KypcoBa Kypcosa | © 7 | cnennanabHoc
KOMITETeH Hii Bcero, | paGorel u | s pabora | Bcero, | st pabora TH),
4acoB NpaK- (mpoexkT) | 4acoB | (MPOEKT) 4acoB
THYeCKHUe , ,
3aHATHS, 4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
K 3.1 —-TIK | Pa3gea 1. Opranusamnus u 99 79 39 - 20 -
3.3 BbINIOJIHEHHE BUI0OB PadoT 1Mo
OK1-9 npogeccun 1eJ0NPOU3BOANTENb
YueOHasi NPAKTHKA 36 36
IIponsBoacTBeHHAs MPAKTHKA 36 36
(o mpodmino cnenuaabLHOCTH)
Beero: | 171 79 | 39 - 20 | - 36 36




3.1. TemaTnyeckuii nJjan npo¢ecCHOHAIBLHOT0 MOAYJIs (1151 3204HOI GOpMBI 00YUeHHs)

Oo0beM BpEMEHH, OTBeJeHHbIIl HA 0CBOEHHE

IpakTuka
MEKIMCIMIIHHAPHOTO Kypca (KypcoB)
CamocrosiTe/ibHaA
ayJauTOpHasi yueOHasi HATpy3Ka
padora
o0yuaronerocsi
Kon o0yuamierocst IIpousBoacTs
IIpodeccuona Bcero
pJII()l:-lbIX " HaumenoBanusi pa3ae/ion 4ACOB %T'q' ( chnan
NPOdECCHOHATLHOT0 MO Jadoparo B T.4., B T.4., Vuaebnas, 10 NPoPuII0
o01mmux pHbIE KYypcoBa KYypcoBa QOB CIEeNNAJIBbHOC
KOMIIeTeHIHI Bcero, | paGorel m | s padora | Bcero, | st paGora TH),
4acoB npak- (mpoekr) 4acoB (mpoekr) 4acoB
THYeCKHe , ,
3aHATHS, 4acoB 4acoB
4acoB
1 2 3 4 ) 6 7 8 9 10
IIK 3.1 - TIK | Pa3gea 1. Opranuzanus u 99 14 4 - 85 -
3.3 BbITNIOJIHEHHE BUI0B PadoT Mo
OK1-9 npogeccuu AeJ0NpPonu3BOAUTE/Ib
YuebHasi NpaKkTHKA 36 36
IIpousBoacTBeHHAs] MPAKTHKA 36 36
(o npodmIIo cnenuaJIbHOCTH)
Beero: [ 171 14 | 4 - g5 | - 36 36




3.2. Coaep:xanue 00yyeHust no npogeccuonaibHomy Moay.ao 03 BoinosiHeHue padoT 10 0HOI MM HECKOJIBLKUM NpodeccusiM padouux,
JAOJIKHOCTAM CJIYKALIUX
AJist 04HO# (popMBbI 00yUeHH S

HanmenoBanmue pa3jiesioB u Conep:xxanue yueOHOro MaTepuasia, JJadopaTopHbie H NPaKTHYeCKHe PadoThl, Oo6bem
TeM caMocCTosiTe/IbHAsA padoTa odyuyalommxcsi, KypcoBasi padoT (IIpoeKT) (eciu 4yacoB
npeoycCMompeHvl)

1 2 3

MJIK 03.01 BoinosiHeHue padoT 1o J0JLKHOCTH CJyKalnero «/leionpousBoanresnby

Pa3nen 1. Opranu3anusi ¥ BbINOJIHEHHE BUI0B padoT mo npodeccuu 1eJ0nponu3BoAuTe b 40/39/20

ConepxaHue 14/10/5
1 | TepmuHOIOTHSA OCHOBHBIX MOHSITHII B 00J1ACTH J1€J0NPOU3BOJCTBA, €€ IBOJIIONHA.
IIpuka3Hoe 1e10NPOU3BOACTBO

CBezeHMs 0 IEPBBIX JOKYMEHTAX, UX OOPMIIEHHUH, CIIOCO0 HamucaHus. JJoroBopsl o
KyIUle W MPOAaXKe, 3aeMHbIC, BKJIAIHbBIC, 3aKJIAJHbIE U T. M. JOKYMEeHTbl. OCOOCHHOCTH 2
TEeKCTa JOKyMeHTOB B KueBckom rocymapctBe. OdopmiieHHE NPHKAa3HOH CHCTEMBI.
Cocras, 3a1a4u U GYHKINUU TTPUKA30B.

2 | denonpousBoacrBenHas cay:xkoa B XVIII-XIX BB.
3aMeHa TMpHUKa3HOM cHucTeMbl Kosiexkckoid. CocTtaB, 0cOoOE€HHOCTH, (YHKIUHU
kosuteruil. ['enepanbHbiil perinament. Tabenb o panrax. M3MeHeHue ammapaTa MECTHOTO
ynpasneHus. Ilepexon otT cronOuoBoil cucteMbl 0hOpMIIEHUS JOKYMEHTOB K TE€TpPaJHON
WIM KHWKHOW. Perucrpamnus ITOKyMEHTOB B KOJUIETHSAX. BHIBI TOKYMEHTOB B Hauaie
Tema 1.1 BBenenmue. XVIII B.
Hcropus nejonpoussoacTsa Coznanue nepBbIX CHEUAIbHBIX apXUBOB JAJIs XpaHEeHUs! TIOKyMeHTOB. Co3aaHue
KaHLIEISIPUU €€ UMIIEPaTOPCKOT0 BeNUUuecTBa. PernaMenTanus opranusaiu
JIeJIONPOU3BOJICTBA B MECTHBIX yupexkaeHusx Poccun. Perucrpanus, KoHTpoIb
nokyMeHTOB. @opMupoBanue fen. Opranu3anus XpaHeHUs TOKYMEHTOB B apXUBE.

3 | CTaHoBJIeHHe H Pa3BUTHE 1€JIONPOU3BOJACTBA B COBETCKHX IOCY/1apCTBEHHBIX
yUpeKIeHHUsIX.

Poct nmokymeHTOOOOpOTa B YUPEXKISHUAX MW  OpraHu3anusx Poccuiickoro
rocynapctBa. OcobeHHocTh AokymeHTanuu Bpemennoro IlpaButensctBa. OCHOBHBIE
JlexpeTbl MepBbIX JIET COBETCKOW BJIACTH, 3aTParMBarollye BOMPOCH! TOKYMEHTHPOBAHMUS,
HampaBlIEHHbIE HA M3MEHEHHE JCNOMPON3BOJACTBEHHBIX CIYKO U MOUCK HOBBIX (hopMm B
pabote. BuaoBoii coctaB JOKyMeHTOB mepBbIX JeT CoBerckoit BiaacTu. Crienuduka CTHIIs
JIeTIOBBIX OyMmar.

XapakTeprucTUKa COCTaBa COTPYTHUKOB JIEIONPON3BOCTBEHHBIX ciyxk0. Kpurepun 2




0TOOpa COTPYIHUKOB JIETIONPOU3BOICTBEHHBIX CiIy:K0. [losiBIIeHHEe IEepBBIX OpraHoB,
KOOPAMHUPYIOIIUX U HANPABISIOUIMX padOTy C TOKYMEHTAMHU.

PernameHTanuss OCHOBHBIX BOIIPOCOB JOKYMEHTUPOBAHUS B COBETCKOM
3akoHozaarenscTBe. KoHctutynus 1936 r. 00 akTax ¥ pacopsAUTEIbHBIX JOKYMEHTAX
OpraHOB IroCyJapCTBEHHOM BJIACTH U YIIPABICHMSL.

BenoMcTBeHHBIN XapakTep OpraHu3aluu aenonpoun3BoacTBa. Co3nanue Be10MCTBEHHBIX
MEePEYHEN TOKYMEHTAJbHbBIX MATEPUAJIOB C YKa3aHUEM CPOKOB XPaHEHHS.

IIpakTyeckas padora Ne 1. Peructpanus, koHTposs fokymMeHToB B Hauane XVIII B.
dopmupoBaHue Jell.

IIpakTuyeckas padora Ne 2. Opranuzanusi XpaHeHus: JOKyMeHTOB B apxuse B Havaine XVII|
B.

IIpakTnyeckas padora Ne 3. TepMUHOIIOTHSI OCHOBHBIX TOHSTHI B 001aCTH
JIEJIONPOU3BOJCTBA, €€ DBOJIIOLINS

IIpakTuyeckas padora Ne 4. 3akoHonarenbubie akThl (CyneoHukn, COOOpHOE YIIOKEHHE),
OTpPaKEHHE B HUX BOIPOCOB JICIONPOU3BOJCTBA. BHIIOBON COCTaB JOKYMEHTOB IPUKA3HOTO
JIeTTOTIPOU3BOICTBA.

IIpakTuyeckas padora Ne 5. HopMaTHBHO-METOAMYECKOE PEryIMpPOBaHHE OpTraHU3AlUU
JIeJI0NPOU3BOACTBA. ['ocy1apcTBEHHbIE CTaHAAPThl HA OPraHU3alMOHHO-PACTIOPSIUTEIbHYIO
JIOKYMEHTAIMIO, Ha €IMHYI0 TEPMUHOJIOTHIO B JIEJIONPOU3BOJCTBE U APXUBHOM JIEJIE.

CamocrosiTeibHass padora. B3auMocBsi3b OpraHu3allid M TEXHOJOTUU TOCYJAapCTBEHHOTO
JIeNIOTIPOU3BOJICTBA C  Pa3BUTHEM TOCYAApCTBEHHOrO ammapara, ero (QyHKIUAMUH H
CTpykTypoil. MecTto Kypca B cuctemMe Hayk. Poap u Mectro uHGOpPMAIMOHHO-
JIOKYMEHTAIlMOHHOro obecrieueHuss B pabore anmapara ympaBieHus. OcoOeHHOCTh
odopMmIIeHHUST TEKCTa, BCTYMUTEIbHON, OCHOBHOM, 3aKIIOYUTEIILHOW 4YacTH. XpaHEHUe
JIOKYMEHTOB, 3apOKJICHHE OPraHU3alllid APXUBHOIO XpaHEHUs JOKyMeHTOB. IlpunsAtue
XPUCTUAHCTBA U €r0 poOJib B MOSBIEHUU MUCBMEHHBIX JOKyMeHTOB. CronlioBas cuctema
oopmIIeHHs JOKYMEHTOB.

CrniocoOb1 oOpallieHus: K Iapio M BBIIECTOSIIIUM JinlaM. ['eHepanbHbIi perjaMeHT: 3HaueHue
U pOJIb B pErJIaMEHTAllMM JEJIONPOU3BOACTBA B Koyulerusax. Ykassl Ilerpa I, kacaromuecs
obpopmienuss u cruiasa genoBeix Oymar XVYIII Beka. OOsi3aTenbHbIE PEKBH3WUTHI Ha
nokymentax koHua XVYIII Beka. XapakrepucTuka SI0XM pPa3sBUTOro couuanusma. Poct
Oropokpatuueckoro  ammapara.  OOmierocyapcTBeHHbI  XapakTep  OpraHu3aluu
JIeNoNpon3BocTBa. PaboTa MO CO3MaHUIO M BHEAPEHHIO aBTOMATHU3MPOBAHHBIX CHCTEM
ynpasieHus. BHeapeHne yHHUQHUIIMPOBAHHBIX CUCTEM JIOKYMEHTAlMU. XapaKTepUCTUKA U




poJIb MepBhIX ['ocymapcTBEHHBIX cTaHIapTOB. M31aHue o0IIecor3HbIX KIacCH(UKATOPOB.
Pemenue Bompoca MOATOTOBKH W MEPETOATOTOBKU KaJpOB JIEJIOMPOU3BOJCTBEHHBIX CIYXKO.
[Ipunanue OPUANIECKON CUJIBI JOKYMEHTaM Ha MallMHHBIX Hocutelsix. Cozpanue EaunHoit
rocynapctBeHHoU cucteMbl aenonpousBoactBa (EI'C/). Ponp u 3nauenue. Co3naHue B
MOCKOBCKOM rocyaapCTBEHHOM HCTOPHUKO-apXHUBHOM WHCTUTYTE dakyapTeTa
rOCYJapCTBEHHOTO JEJIONPOU3BO/ICTBA.

[TosisBneHre MpUMEPHON MHCTPYKIIUU O JCIOMPOU3BOJICTBE IS YUPEKIACHUN U OpraHU3aluid
PCOCP.

Tema 1.2
JleJ1Ionpou3BOJACTBO - OCHOBA
TEXHOJIOTUM YIIPABJICHUSI.

Conep:xanue

4/4/5

Jle10TIpOU3BOACTBO MO MMCbMEHHBIM H YCTHBIM 00pALLeHUSAM I'PasKAaH.
OO1IecCTBEHHO-TIOMUTHYECKOE W COIMAIbHOE 3HAa4YeHHWE OOpalIeHUWH TpakIaH.
OcHOBHbIE 33124 JEJONPOU3BOACTBEHHON CIyXObl IO OpraHu3aiuu padoThl €
0OpamIeHus MU TPaXKAaH, €€ 0COOCHHOCTH. Buibl oOpameHmii: mpeiokeHue, 3asBlIeHIe U
xaso0a. Perucrpanus NMCbMEHHBIX U YCTHBIX 0OpaeHuii rpaxjad. CpoKH UCIIOJIHEHHUS.

TpeboBanust K coep>KaHUIO OTBETHBIX JTOKyMEHTOB. TexHoiorus paboThl ¢
JIEKTPOHHBIMU OOpaieHusIMu. POpMHUPOBaHUE U XpaHEHUE NPEATIOKEHUH, 3asIBICHU,
xano0 rpaxaan. O0o0mIeHne, aHAJIM3 U MCIIOJIb30BaHKUE JAHHBIX 110 paboTe ¢
oOpalleHUs MU TPaXKAaH B anmapare yrnpaBIeHHs.

Opranu3zanus npueMa rpax/iaH B TOCyIapCTBEHHbBIX YUPEXKICHUAX. 3aKOHOJaTeNIbHAs
periaMeHTanus paboThl C MPEATIOKEHUIMH, 3asIBICHUSMU U jKaJ00aMy IpakaH.
Crneunguka padboTsl ¢ yCTHBIMH oOparieHusiMu. OnpeieseHus HOpMaTHBHO-
METOAMYECKON 6a3bl 1€T0NPOU3BOJICTBA.

IpakTuyeckas pad6ora Ne 6. TpeGoBaHUs K HHCTPYKIIMH 10 JEIOMPOU3BOCTRBY.

IIpakTuueckas padora Ne 7. OcobeHHOCTh pabOTHI ¢ 0OpalllEeHUEM TPaKIaH.

CamocrosiTennbHas paboTa. YmpaBieHUecKas: NeATebHOCTh U JACIIONPOU3BOICTBO. 3HAUCHUE
JOKYMEHTOB ISl pealli3alliy yINpaBICHUECKUX peIIeHud. BriusHue aBTOMaTH3WPOBAHHOMN
TEXHOJIOTHH OOpabOTKH JOKYMEHTOB Ha JIeJONPOM3BOJACTBO. EnuHas rocymapcTBeHHas
CUCTEeMa W OCHOBHBIC €€ HampaBlieHUs. YHUPUIUPOBAHHBIE CHCTEMBI JIOKYMEHTAIIUU.
['ocynapcTBeHHBIE CTaHAAPTHI, MX POJIb M 3HaueHue. CTaHaapTsl npeanpuatuid. Tunosas
WHCTPYKIMS IO AENONPOU3BOJACTBY B (helaepanbHBIX OpraHax HCHOJHUTEIBLHON BIIACTH.
[TonsiTne «AEMOMPOU3BOACTBOY, «IOKYMEHTAIIMOHHOE oOecmedeHue ympasieHus» (JOVY).
Jlenonpou3BoACTBO Kak (YHKIMS YIOpaBIEHUS, €ro MECTO CpeAu APYrux QyHKIHMA
yrnpasieHus. Jlenonpou3BoACTBO Kak cuctemMa paboTel ¢ JokyMeHTamu. OleHka
COBPEMEHHOT0 COCTOSIHUS JeTIOoNpon3BoAcTBa. DaKTOPHI, BIUSAIONINE HA €r0 OPTaHU3AIHIO0 U
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TEXHOJIOTHIO B YUYPEXKICHHUSIX pAa3IMUHBIX YypoBHeH ymnpaeineHus. OpraHu3anuoHHBIE,
MpaBOBbIC, COLMAIbHBIE M TICUXOJOTUYECKHE AacleKThl JeJONPOU3BOACTBA. BiusHue
XapakTepa yIpaBJIeHUs, IPUHIUIIOB MPUHATHS YIPABICHYECKUX PEHICHUN Ha OpraHU3aIUio
Y TEXHOJIOTHUIO JIEJIONIPOU3BO/ICTBA.

Tema 1.3 Opranusanus
Tpyaa pa0OTHMKOB CJIYXKO
J0Y.

Conep:xanue

6/4/5

1 | JonxHOCTHOIM cocTaB ciay:kobl JJOY

OOmme TpeboBaHMS K OpraHu3alMyd TPyAa PaOOTHHKOB JEIONPOU3BOJCTBEHHBIX
ciyx0. XapakTepucTuka makera JOKYMEHTOB, HEOOXOJMMBIX B JESTEIbHOCTH CIIYXKOBbI
JIeTIOTIPON3BOICTBA.

2 HOH)KHOCTHOP'I 1 TEXHUYECKHH COCTaB pa6OTHI/IKOB, (byHKHHOHaHLHBIe 00513aHHOCTH.
OTHKa JCITOBBIX OTHOHICHI/Ifl, TICUXOJIOTHYCCKHE aCIICKThI pa6OTI)I C JOKYMCHTaMHU.

3 | [loaroroBka KaapoB JeIOMPOU3BOACTBEHHBIX cyxk0. HopMupoBanue Tpyaa paboTHUKOB
CITy’KO TOKYMEHTAallMOHHOTO obecrieueHust yrnpasieHus. Opranuzams pabouyux MecT u
yCIIOBUS TPy/ia paOOTHUKOB CITY>KOBI JOKYMEHTAIIH.

IMpakTuyeckas padora Ne 8. Opranuzamnus pabodero Mecrta pabOTHHKOB
JICJIOTIPOU3BOJICTBEHHBIX CITYXKO.

IpakTnyeckas padora Ne 9. J0IKHOCTHBIE HHCTPYKIIMH, KAaK OCHOBHON HOPMaTHBHBIH
JIOKYMEHT, OIPEJeIISIOLINI OpraHn3allMOHHO-IIPABOBOE MOJOXKEHHNE paOOTHHKA

CamocrositesibHass padora. 3amaun u  Qyskmuu  cayx6er JIOY. WucTpykiuu 1o
JOKYMCHTUPOBAaHUIO  YIPABICHUYECKOW  JEATENbHOCTH.  [lojoKeHHe O  CIIykOe
JIeITONPOon3BoIcTBa. POPMBI OpraHu3ayu paboThl ¢ JOKyMeHTaMH. KaTeropuu yupexaeHuit
1o 00beMy TOKyMEHTO000pOoTa.

Tema 1.4 Opranuzanus
AOKYMEHT0000pOTa B
OpraHu3anmu.

Conep:xanue

14/21/5

1 | O6mue npaBu/Ia OPpraHu3aluy J0KyYMEeHT0000poTa B opranusanuu. [Ipuem u
00paboTKa MOCTYNAIOIIUX TOKYMEHTOB.
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Perucrpanusi 10KyMeHTOB

Peructpamusi kak cocTaBHasi 4YacTh TEXHOJIOTMM JefonpousBojactBa. [IpaBuia
perucTpaliii W HUHJEKCAIlMd  JOKYMEHTOB.  XapaKTepUCTHKAa  COBPEMEHHBIX
perucTpanoHHbIX (opMm, cocTaB MH(GOPMAIMN U MOPAJOK MX 3arojHeHHs. [IpuHIHUIIEI
MOCTPOCHUST ~ MH(POPMAIIMOHHO-TIOMCKOBBIX ~ CHCTEM  PYYHOTO THIA, WX  BHJIBL
ABTOMaTH3aLUs PETUCTPALINH, €€ TPEUMYILECTBA.

KonTpoJb 3a ucnoJiIHeHHEM J0KYMEHTOB.

3HaueHUe KOHTPOJS, 3a HCIOJHEHHUEM JOKYMEHTOB B allllapaTre YIpaBJICHHUS.
OcHOBHBIE NPUHIMIBI €r0 opranu3anuu. OpraHusanus KOHTPOJSA 3a HCIOJIB30BAHHUEM
JIOKYMEHTOB.

OolecneueHne COXpAaHHOCTH M JIOKYMEHTOB.

[Toctpoenue cnpaBoyHOM KapTOTEKU. llepedueHb THMOBBIX CPOKOB HCHIOJb30BAHUS
nokyMeHToB. CpoKM HCHONHEHHsS CiayxeOHOll mgokyMmeHTanuu. OO000IIeHHWe U aHaIu3
JaHHBIX 06 HUCIIOJIB30BAHUUN I[OKYMGHTOB. ABTOMaTI/I3I/IpOBaHHI)I€ CUCTEMBI KOHTpOJI?I, 3a
HCIOJIHEHUEM JIOKYMEHTOB, OIBIT UX MPUMEHEHUS.

Homenxknarypa nea. TpedoBanust k eé cocraBjieHHI0 1 opopmiiennio. TpedoBanus k
¢dopmupoBanmio xe.

[Tonstue «hopMupoBaHue J€1», OCHOBHbIE TpeOOBaHMS K MPOBEIECHUIO OSTON
pabotel. CoBpeMeHHasi HOpPMAaTUBHO-METOUYECKast 0a3a, onpesensonias TpeOoBaHus K
¢dbopmupoBaHuto 1en B aenonpousBojcTe. CoctaB JoKyMeHTOB jena. Cucremaruszanus
OTJENbHBIX KaTeropuil AokyMeHTOB. OdopmiieHue 1en BpEeMEHHOro CpoKa XpaHEHHs.
Onucanue JOKYMEHTOB IMOCTOSIHHOTO U JIOJITOBPEMEHHOI0 cpoka XpaHeHus. TpeGoBaHue
K OOJIO)KKE el JUIMTeNbHOro cpoka xpaHeHus. Co3laHue BHYTPEHHEW OIUCH U
3aBEpUTENIBHOTO JINCTA. Y4YeT, XpaHEeHHe M yHHuTo)keHue nen. llopsaok cpaum nen B
BEJIOMCTBEHHBII ApXWB.
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6 | DxcnepTH3a EHHOCTH TOKYMEHTOB.

DKCIepTU3a MEHHOCTH JOKYMEHTOB. HopMaTHUBHO-METOIUYECKUE U TEOPETUUYECKUE
OCHOBBI TMpoBeleHUs1 HKcrepTusbl. Kputepuum skcneptusbl I1eHHOCTH. [lepedenb
HOPMaTHUBHO-METOJIMYECKUX JTOKYMEHTOB JIS ONpEICICHUs] CPoKOoB xpaHeHus. Cocras,
3aJa4yi M (QPYHKIMHM SKCIEPTHOW KOMHUCCHUH. BuABI 3KCHEPTHBIX KOMHCCHUH, HX
0coO0eHHOCTH. OCOOEHHOCTH COCTABJICHHS aKTa 10 YHUYTOXXCHHIO JOKYMEHTOB U JIeT C
UCTEKUIMM CPOKOM XpaHeHHus. YHuduuupoBaHHas QopmMa akTa YHHUYTOXKEHHUS
JIOKYMEHTOB.

7 | IlonroToBKAa U Mepeaaya e B apXUB OPraHU3amuu.

PaGota o ot6opy u nepepaye TOKyMEHTOB B apXUB OpPraHU3aLUU JJIsl XpaHEHUS.
DkcrnepTusa aen u JoKyMeHToB fena. Odopmienue onuceii aen. TpeGoBaHUs K apXHUBY
opranuzanu. [IpaBuia mocToSHHOTO U JOITOBPEMEHHOTO XpaHeHus aen. [IpaBumia
BBIJIAYH JIETT

IIpakTuyeckas padora Ne 10. Peructpanus v KOHTPOJIb 3a UCMIOJIHEHUEM IOKYMEHTOB.

IIpakTnyeckas padora Ne 11. OdopmiieHne fena JIMTEIHHOTO CPOKA XPAaHESHUSI.

IIpakTuyeckas padora Ne 12. [Toctpoenue cipaBOYHON KapTOTEKH.

IIpakTnyeckas padora Ne 13. DkcriepTr3a IEHHOCTH JOKYMEHTOB.

IIpakTuyeckas padora Ne 14. [Ipuem u npeaBapuTenbHOE paCCMOTPEHUE JOKYMEHTOB,
HNOCTYNUBIIMX B OPraHU3alHIO.

N INDNINIDN

IIpakTuyeckas padora Ne 15. CriocoOb! COBEpIIEHCTBOBAHUS JOKYMEHTOO0OPOTA U IMYTH
€ro COKpalIeHHUS.

IMpakTnyeckas padora Ne 16. OdopmiieHue )KypHaIOB PETUCTPAIIIH BXOSIINX
JIOKYMEHTOB

IIpakTuyeckas padora Ne 17. CocraBieHue HOMEHKIATYphl A€l

IIpakTnueckas padora Ne 18. KagpoBast tokyMeHTanus 1 npasuiia ee opopMieHus

IMpakTuyeckas padora Ne 19. Cocrapiienue u ohopMIIeHUE COTTIacUs Ha 00padoTKy
MEePCOHANBHBIX JaHHBIX paboTHUKA. OOecredeHne COXpaHHOCTH MPOXOISIIEH CIIyKeOHOM
JOKYMCHTAINU.

CamocrosiTeibHast padora. KauecTBeHHbIE UM KOJNWYECTBEHHBIE  XapaKTEPUCTUKU
nokymeHToobopota. O6beM mgoKymMeHTOOOOpoTa yupexaeHus. OcoOeHHOCTH 00paboTKu
OTIIpaBISAEMBIX TOKYMEHTOB. [lepenaya TOKyMEHTOB BHYTpH OpraHu3aiiiu. TeHIeHIIs pocTa
JOKyMEHTOO0OpOTa B  COBPEMCHHBIX  ydpexaeHUsX. OpraHuzanmus KOHTPOJSA, 3a
UCTIONb30BaHUEM  JTIOKyMEeHTOB.  (OOecliedeHHe  COXPaHHOCTH  JIel B TEKYIIeM
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nenonpousBojcTie. [ToHsTHe qoKyMeHToOOOpoTa. OpraHu3aius padoThl ¢ JOKYMEHTaMH Ha
npennpustan. OOmme mnpaBuiaa W METOIUYECKHE PEKOMEHIAIMH  OpTaHU3alHud
JIOKYMEHTOO0O0pOTa, WX peaM3alus B JCHCTBYIOIIMX TOCYJapCTBEHHBIX HOPMATHBHBIX
akrtax. CTpykTypa u 0O0IIas XapakTEpUCTHUKA JTOKYMEHTOMOTOKOB. (CHOBHBIC JTaIlbl
JOKyMeHTOoOOopoTa. IIpoxoaeHHe W MOPSJIOK HWCIOJHCHHS IMOCTYIMUBIIMX JIOKYMEHTOB.
Yyer obvemMa JTOKYMEHTOOOOpOTa, €ro 3HA4YCHHWE B OPTraHHW3alUU JTOKYMEHTAIMOHHOTO
obecrieyeHus.

JuddepeHupoBaHHbIN 3a4eT 2
Y4yeOHas npakTuKa 36
Buab1 pador:
- PermamenTanus u opranuzanus paboTsl ciyx0st JJOVY;
- CucreMaru3anys 1 TEKyllee XpaHeHUe Jel;
- PaboTa ¢ JOKyMEHTaJIbHBIMU MaTepHajlaMH, 3aKOHUEHHBIMU JIeJIOIPOU3BOJICTBOM.
IIpou3BoacTBeHHAs NPAKTHKA (110 NPOGUII0 CIEHHATBHOCTH) 36
Buasi pador:
1. I3yuenue cTpyKTyphl, 33Ja4 U QYHKIUN YUPEKACHUS.
2. AHanu3 opraHu3anuu J10KyMeHTo000poTa.
3. PaboTa ¢ TOKyMeHTaJIbHBIMU MaTepHUaIaMi, 3aKOHUYCHHBIMH JICJIONPOU3BOACTBOM
IK3aMeH (KBAINGUKANMOHHBIN)
Bceero 171
AJIsl 3209HOH (popMBI 00yUCHHS
HaumeHnoBaHue pa3iesioB u Coaepxxanue ydyeOHOTro MaTepuasa, 1a00paTopHble M NpaKTHYecKHe padoThl, O0bem
TeM caMOCTOsITe/IbHasi padoTa o0y4yaoImuxcs, KypcoBasi padoT (IpoeKT) (eciu 4acoB
npeoyCmMompeHvl)
1 2 3
M/IK 03.01 BoinosiHeHre paGoT MO J0JKHOCTH CJIy:Kamero «/leonpon3BoanuTesiby 99/4/85
Pa3ned 1. Opranusanus ¥ BbIIOJIHEHHE BHI0B padoT mo npogeccuy 1eJJ0NpPOU3BOIUTEIb 99/4/85
Tema 1.1 BBenenne. | Conepxanne 20/-1/18
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HcTopus nes10npou3BoacTBa

1 | TepMuHOJIOTHSI OCHOBHBIX MOHSITHI B 00JIACTH J1€JIONMPOU3BOACTBA, €€ IBOJIIOLHSI.
IIpuka3Hoe 1e;10IPOU3BOACTBO

CenieHUs 0 IEPBBIX JOKYMEHTaX, MX 0hopMIIeHHH, ClIOcO0 HanmucaHus. J[oroBopsl o
KYIUIE ¥ TpOJaxe, 3a€MHbIC, BKJIAJHBIC, 3aKIaJHble U T. M. JOKYMEHTbl. OCOOEHHOCTH
TeKCTa JOKYMEeHTOB B KwueBckom rocymapctBe. OdopmiieHHEe NpUKa3HOH CHUCTEMBI.
Cocras, 331241 U GYHKLIUU TPUKA30B.
HenonpousBoacreennas ciay:xk0a B XVIII-XIX BB.

3aMeHa TpHUKa3HOW CHCTEeMbl Koyiekckoi. CoctaB, 0COOEHHOCTH, (YHKIHU
koyeruil. ['enepanbublil pernament. Tabenb o panrax. M3smeHenue ammapara MECTHOTO
ynpasienus. [lepexon ot cronlioBoii cucteMbl 0GOpMIICHHUS JOKYMEHTOB K TETpaHOU
WU KHWKHOHM. Perucrpanus JOKYMEHTOB B KOJUIETHSX. Buabl JOKYMEHTOB B Hauaje
XVIII B. Co3naHue mNEpBbIX CHEUUATIBHBIX apXHWBOB [UJIl XPAHEHUs JIOKYMEHTOB.
Co3anne KaHICIIpUU €€ MMIIEPATOPCKOr0 BEJMYecTBa. PernaMeHTtanusi opraHu3aluu
JIEJIONPOU3BOJICTBA B  MECTHBIX YyupexJeHusx Poccuu. Perucrpanusi, KOHTPOJIb
nokymeHToB. @opmupoBanue aen. Opranuzaius XpaHeHHs TOKYMEHTOB B apXHBE.

2 | CTaHoBJIeHHe H Pa3BUTHE 1€JI0NPON3BOACTBA B COBETCKUX IrOCYAapCTBEHHBIX
yupeKIeHusix.

Poct nokymeHToOOOpOTa B  YUpPEXKISHMSIX W oOpraHuzauusx Poccuiickoro
rocynapctBa. OcoOeHHOCTh AokymeHTanun Bpemennoro IIpaBurensctBa. OCHOBHBIE
JIeKpeThl MEPBBIX JIET COBETCKON BJIACTH, 3aTParuBarOlMe BOIPOCH! JTOKYMEHTHPOBaHMUS,
HalpaBJICHHbIE HA U3MEHEHHE JEJIONPON3BOACTBEHHBIX CIYXO M NMOUCK HOBBIX (hopMm B
pabote. BunoBoii cocraB 1okymeHTOB nepBbix JeT CoBeTckoi Biaactu. Cnenuduka ctus
NeNoBbIX Oymar. XapakTepucTHKa COCTaBa COTPYJHHKOB J€JIONPOU3BOJCTBEHHBIX
ciyx6. Kpurepun otbopa COTpYIHMKOB J€JIONPOU3BOJACTBEHHBIX Ciyk0. IlosBineHnue
MIEPBBIX OPTaHOB, KOOPJAWHUPYIOIUX U HAIPABJSIOIUX pabOTy € JOKYMEHTaMH.

PersiamMeHTanus OCHOBHBIX BOIIPOCOB JOKYMEHTHUPOBAHUS B COBETCKOM
3akoHoaarenscTBe. Konerutynus 1936 r. 06 akTax u pacnopsauTeNbHbIX JOKYMEHTaxX
OpraHoOB rOCYIapCTBEHHOM BJIACTH U yIpaBiieHUs. BeTOMCTBEHHBIN XapaKTep
OpraHu3anuu JenonpousBoacTBa. Co3/laHne BEJOMCTBEHHBIX NEpeUHEH TOKyMEHTaIbHBIX
MaTEPUAJIOB C YKAa3aHUEM CPOKOB XpaHEHHUSI.

CamocrosiTeibHass  paGora:  TepMHMHONOTHMSI  OCHOBHBIX  MOHATHUH B o0nactu
JIeJIONPOM3BOJICTBA, €€  DBOJMOLMs. B3auMOCBA3b  OpraHu3alMd U TEXHOJIOTHH
TOCYapCTBEHHOTO JEJIONPOU3BOACTBA C Pa3BUTHEM TIOCYJapCTBEHHOIO ammapara, €ro
(GYHKIMAME U CTPYKTYpoi. MecTo Kypca B cucteme Hayk. Poib ¥ MecTo MHpOpMAaIMOHHO-
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JIOKYMEHTAIMOHHOTO o0ecrieyeHus B paboTe ammapaTa yrnpaBjieHHs. 3aKOHOAATEIbHbIE aKThl
(Cynebnnku, CoOoOpHOE YIOXKEHHE), OTPaKEHHWE B HHUX BOIPOCOB JIEJIONPOU3BOJICTBA.
BuioBo#i cocTaB JOKYMEHTOB IIPUKA3HOTO AEJIONPOU3BOICTBA.

Oco0OeHHOCTh O(QOPMIICHUS TEKCTa, BCTYMHTEIHHOW, OCHOBHOW, 3aKIIFOYUTEIILHON YacTH.
XpaHeHHE JTIOKYMEHTOB, 3apOXJACHUE OpraHU3allMM apXWBHOIO XPAHEHUs JIOKYMEHTOB.
[IpuHsATHE XPUCTHAHCTBA U €r0 POJIb B MOSBICHUU MUCHMEHHBIX JOKYMEHTOB. CTonOuoBas
cuctema 0popMIICHHS TOKYMEHTOB.

Crioco6b1 00paleHns K Hapio U BBIIECTOSALINM JIMLAM. | eHepanbHbIi perilaMeHT: 3HaueHue
U pOJIb B pErVIaMEHTAllMM JEJIONPOU3BOACTBA B Koyulerusax. Ykasel Ilerpa I, kacaromuecs
opopmienus u ctuna JenoBbix Oymar XVIII Beka. OOs3arenbHble PEKBU3UTHI Ha
nokymentax koHua XVYIII Beka. XapaktepucTvka 3I0XHM pa3BUTOro couuanusma. Poct
Oropokpatudeckoro  ammapara.  OOmierocynapcTBeHHbI — XapakTep  OpraHu3aluu
JIeJIONIPOU3BO/ICTBA. HopMmaTtuBHo-mMeToanueckoe perynupoBaHue OpraHu3anuu
JIeJIONPOU3BOJICTBA. ['OCy1apCTBEHHbIE CTAaHAAPTHI HA OPraHU3alMOHHO-PACIOPSAUTEIbHYIO
JIOKYMEHTAIMIO, Ha €IMHYI0 TEPMUHOJIOTHUIO B JIEJIOIPOU3BOJICTBE U apXUBHOM jeine. Pabora
[0 CO3JaHUI0 M BHEAPEHUIO ABTOMATU3UPOBAHHBIX CHUCTEM yIpaBiieHHs. BHenpenue
YHAU(DUIMPOBAHHBIX ~ CHCTEM  JOKYMEHTAallMH. XapakTepUCTHKAa W  pOJb  IEPBBIX
['ocynmapcTBeHHBIX cTaHAapTOB. M31aHne 00IIecol03HbIX KIIacCU(UKATOPOB.

Pemenune Bompoca MOArOTOBKM U MEPENOATOTOBKH KaJIpOB JI€JIONPOU3BOJICTBEHHBIX CIYXO.
[Tpunanue OpUANYECKON CHIIBI JOKYMEHTaM Ha MalIMHHBIX Hocutensax. Co3ganue EnmHoi
rocynapctBeHHoU cucteMbl aenonpousBojicTBa (EI'CJ). Ponp u 3nauenuwe. Co3naHue B
MockoBckoM rocy1apCTBEHHOM HCTOPUKO-APXUBHOM UHCTUTYTE daxynbTeTa
roCy/1apCTBEHHOTO €O POU3BO/ICTBA.

[TostBneHre IpUMEPHON MHCTPYKLUU O JEJIONPOU3BOJICTBE IS YUPEKACHUN U OpraHU3alun
PCOCP.

Tema 1.2
Jdenonpous3BoacTBo - 0CHOBA
TEXHOJOTUH YIIPpABJCHUSA.

Conep:xaHue 2312120
JeJ1onpon3BoACTBO 0 NUCBMEHHBIM H YCTHBIM O0pallleHUSIM IPaX/IaH.

1 OO0I11eCTBEHHO-TIOIUTUYECKOE H  COLMAIbHOE 3HAueHWEe oOOpalleHud TpaxaaH.
OcHOBHBIE 3a7a4dl  JICTIONPOU3BOJACTBEHHON CIIY’)KOBI TI0 OpraHu3aimuu  pabdoThl C
oOparteHus MU TpaxiaH, ee 0cOOeHHOCTU. BUpl 0Oparienuii: mpeanoKeHue, 3asBICHUE U 1

*kayro0a. PerucTpariins MuCbMEHHBIX U YCTHBIX 0OpamieHui rpaxaad. CpOKH UCIIOTHEHUS.
TpeboBanust K COAEpPKAHUIO OTBETHBIX JIOKYMEHTOB. TexXHONOTHs pPabOThl C
ANEKTPOHHBIMU oOpaiieHusiMu. dopmupoBaHre U XpaHEHUE MPEJIOKEHUHN, 3asBIEHU,
xanob rpaxgaH. OO0o0IIeHHWe, aHaIM3 W HUCHONB30BaHHWE JAHHBIX MO pabore ¢
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oOpalieHusIMu rpaxkJiaH B amnmapare yIIpaBJICHHUSL.
Opranuzanus npuemMa rpakJaH B TI'OCYJAapCTBEHHBIX YUPEKICHHUSIX. 3aKOHOJATeNbHas
pernaMeHTanus paboThl C NPEIIOKEHUSAMM, 3asBICHUSAMH U KajloOaMH TIpak[IaH.
Crnenuduxka paboTel ¢ ycTHBRIMH — oOpamieHusMu. OmpeneneHuss HOPMATHUBHO-
METOAMYECKON 6a3bl 1eI0IPOU3BOICTBA.

IIpakTuyeckas padora Ne 1. TpeGoBaHMS K MHCTPYKITUU 110 JCIOMPON3BOJICTBY.

IIpakTuyeckasi pa6ora Ne 2. OcoOeHHOCTh pabOThI C 0OpalIEeHUEeM I'PaK/IaH.

CamocrosrenbHas pabota: YpaBieHUECKasi ACATEIbHOCTb U JEIONPOU3BOACTBO. 3HAUCHHE
JOKYMEHTOB [UIS pEaIM3alliy YIPABICHYCCKUX pEIICHUH. BiusHue aBTOMaTH3MPOBaHHON
TEXHOJIOTHM O0pa0OTKH JIOKYMEHTOB Ha JIEJONMPOU3BOJACTBO. EnIWHAas TocynapcTBEHHAS
CUCTEeMa M OCHOBHbIC €€ HampaBlieHUs. YHUPUIUPOBAHHBIE CHCTEMBbI JIOKYMEHTAIIUU.
['ocymapcTBeHHBIE CTaHAAPTHI, UX POib W 3HadeHwWe. CTaHAapThl TpennpusThii. TumoBas
UHCTPYKIUSL IO JEJIONPOU3BOACTBY B (elepaabHbIX OpraHax HCIOJHUTEIbHON BIIACTH.
[TonsiTne «AEIONMPOU3BOACTBOY, «IOKYMEHTAIIMOHHOE oOecnedeHue ympasienus» (JOVY).
Jenonpou3BoACcTBO Kak (YHKIHS YIPABJICHUS, €r0 MECTO CpPeAH IPYruxX (QYHKIHN
yrpaBieHus. JleIonpou3BOACTBO Kak cucTteMa paboTel ¢ JokyMeHTamu. OrneHka
COBPEMEHHOT'O COCTOSIHUS JIEIONPON3BOICTBA. DaKTOPHI, BIUSIONIME HA €r0 OPraHU3aIlUI0 U
TEXHOJIOTHIO B YUYPEKICHHUSAX pPa3IMYHBIX ypOBHEW ympaBieHus. OpraHu3alioHHEIC,
MPAaBOBBIE, COIMANbHBIE U TICUXOJOTHYECKHE acIleKThl JeNOMpPOM3BOACTBA. BrusHue
XapakTepa yIpaBJICHHS, TPUHIIUIIOB MPUHATHS YIIPABICHYSCKUX PEIICHUI Ha OpraHU3aIUio
Y TEXHOJIOTHUIO JIEIONPOU3BOICTBA.

20

Tema 1.3 Opranuzanus
TPyAa pa0OTHHUKOB CJIYKO
J0Y.

Conep:xanue

11/- /10

1 | JonxHocTHOIM cocTaB cay:xkobl JOY

OO6mue TpeboOBaHHA K OpraHu3alMd Tpyda PaOOTHUKOB JAEIONPOU3BOJICTBEHHBIX
ciryx0. XapakTepuCTUKa MaKeTa TOKYMEHTOB, HEOOXOIUMBIX B JACSITEIHHOCTH
CITY>KOBI IETIONPOU3BOJICTBA.
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CamocrositesibHass pa6ora: 3amaun u  ¢yHkuuu cayx6er JIOY. MHHerpykiuu 1o
JOKYMEHTUPOBAaHUIO  YIpPaBICHUYECKOW  JedrenbHOCTH.  llojoxkeHume o  ciyxOe
JEJIONPOU3BOACTBA. JIOMKHOCTHBIE MHCTPYKIIMHM, KaK OCHOBHOW HOPMATHBHBIA JOKYMEHT,
OTIpEeNIeNIAIONINI OpPraHU3aIlMOHHO-TIPAaBOBOE MOJIOXKEHHE paboTHHKA. POpPMBI OpTraHU3AIUH
paboTel ¢ JokymeHTamMu. Kareropuum ydpexzaeHuii mo o0beMy JOKyMEHTOOOOpOTa.
JIOJDKHOCTHOW M TEXHUYECKUH COCTaB paOOTHHUKOB, (DYHKIIMOHAJIbHBIE 00S3aHHOCTH. JTHKA
JICJIOBBIX OTHOILIEHUH, MCUXOJIOTUYECKUE AaCHEeKThl paboThl ¢ AokyMmeHTamu. [lonroroBka
KaJpoB JENOMPON3BOACTBCHHBIX CiIyk0. HopmupoBanue Tpyna paOOTHUKOB CITYKO
JOKYMEHTAIlMOHHOTO obecrieueHus ymnpasieHus. OpraHuzanus pabo4yMx MECT U YCIOBHUS
Tpy/Aa paOOTHUKOB CIYKObI JOKYMEHTAIUH.

10

Tema 1.4 Opranusauus
TPyAa pa0OTHHUKOB CJIYKO
JA0Y.

Conep:kanue

4312137

1 | PerncTpamnusi JOKyMeHTOB

Perucrpaiiuss Kak COCTaBHas YacTh TEXHOJIOTHH JICIONPOM3BOJACTBA. IIpaBuiia
perucTpan ¥ HHICKCAllMM  JIOKYMEHTOB.  XapaKTepUCTHKA  COBPEMEHHBIX
perucTpanoHHbIX (opMm, cocTaB MH(GOPMAIMN U MOPAJOK MX 3aroJHEHHs. [IpUHIHIIEI
MOCTPOEHHUsST  MH()OPMAIMOHHO-TIOMCKOBBIX ~ CHCTEM  PYYHOrO THIA, WX  BHJIBL
ABTOMaTH3AIHMS PETUCTPALIMH, €€ TPEUMYIIECTBA.
KoHTpoJIb 32 HCIOJIHEHHEM JIOKYMEHTOB.

3HayeHWE KOHTPOJIA, 3a MCIOJHEHHEM JOKYMEHTOB B ammapare YIpaBlICHHS.
OCHOBHBIE TPUHIIUIIBI €r0 Opranu3aiuu. [locTpoeHue cipaBOYHON KapToTeKu. [lepeueHb
THUIIOBBIX CPOKOB HCIOJIb30BaHUSI JOKYMEHTOB. CpOKH HCHOJIHEHHS CIy»XeOHOM
nokymeHrtanuu. OO000IIeHHe M aHAIW3 JaHHBIX 00 WCIHOJIb30BAHUU JIOKYMEHTOB.
ABTOMaTH?;HpOBaHHBIe CUCTCMBbI KOHTpOJ'IH, 3a HMCIIOJITHCHHCM I[OKYMGHTOB, OIIBIT HUX
MIPUMCHCHHSI.

2 | ObecrieyeHHEe COXPAHHOCTH H JIOKYMEHTOB.

3HaueHUE KOHTPOJII 3a HCIIOJHEHHWEM JOKYMEHTOB B almapare YIpaBJICHUS.
OcHOBHbBIE TPUHILIMIIBI €ro opranuzanuu. OpraHuzanus KOHTPOJIA, 3a HCIOJIb30BAaHHEM
nokyMeHToB. [locTpoenue cmnpaBouHONl KapToTeku. llepedeHp THUIOBBIX CpPOKOB
UCIOJIb30BAaHUS  JOKYMEHTOB. CpOKM HCIONHEHUS CIYy)KEOHOM  JAOKyMEHTAllUH.
O06o0uieHre 1 aHaIU3 JAaHHBIX 00 HCIOJIB30BAHUU JIOKYMEHTOB. ABTOMAaTH3UPOBAHHBIE
CUCTEMBI KOHTPOJISl, 32 UCTIOJTHEHUEM TOKYMEHTOB, OIBIT UX MPUMEHEHUSI.

4 | Odopmienue u popMHUpPOBaAHHE €.
[Tonste «hopmupoBaHUE MAeN», OCHOBHBbIE TpPEOOBAaHUS K TMPOBEICHUIO ITOU
pabotel. CoBpeMeHHasi HOPMAaTUBHO-METOAMYECKass 0a3a, onpesesonias TpedoBaHus K
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¢dopmupoBaHuIo 1en B aenonpousBojcTtse. CoctaB HoKyMeHTOB jena. Cucremaruszanus
OTIENBHBIX KaTeropuil AoKymeHToB. OdopmiieHHEe el BPEeMEHHOTO CpPOKa XpaHEHHUS.
Onucanue JOKYMEHTOB ITOCTOSIHHOTO U JIOJTOBPEMEHHOI'O cpoka XpaHeHus. TpeGoBaHue
K OOJIO)KKE JeJl JUIMTENBHOro Ccpoka XxpaHeHus. Co3gaHue BHYTPEHHEH OINHMCH U
3aBEPUTENIBHOTO JINCTA. Y4YeT, XpaHeHHe M yHHuTokeHue nein. llopspok cpmaum nen B
BEJIOMCTBEHHBIN apXHUB.

5 | DkcnepTH3a IEHHOCTH T0KYMEHTOB.

DKcnepTusa IEHHOCTH JTOKYMEHTOB. HOpMAaTHBHO-METOIUYECKHE U TEOPETHUECKUE
OCHOBBI TPOBEJCHHUS OKCHEepPTH3bl. KpuTepuu dKcrepTusbl IeHHOCTH. llepedeHb
HOPMAaTUBHO-METOJUYCCKHUX JOKYMCHTOB IJId OIPEACICHUSA CPOKOB XPAHCHUA. COCTaB,
3ajaud M (DYHKIUM DKCIEPTHOW KOMHCCHU. BHIBI DIKCHEPTHBIX KOMHUCCHUH, WX
0coO0eHHOCTH. OCOOEHHOCTH COCTABJICHUS aKTa [0 YHUYTOXCHHIO JOKYMEHTOB M JIET C
UCTEKIIUM CPOKOM XpaHeHHs. YHUPHUIMpPOBaHHAas (GopMa aKTa YHHYTOXKCHUS
AOKYMCHTOB.

IMoaroroBka u nepeaaya aej1 B ApXUB OPraHU3aANNH.

PaboTa mo otbopy u mepenaye NOKYMEHTOB B apXUB OpPraHU3AIMH JIJII XPAaHEHHUS.
DkcnepTusa fen u JoKymMeHToB aena. Odopmiienue onwuceii nen. TpebGoBaHus K apXuBy
opranm3anuu. l[IpaBuia TOCTOSHHOTO M JIOJTOBPEMEHHOro XpaHeHHWs naen. [Ipasuiia
BBIJIaYM JIeJI.

Jlaboparopnoe 3ansTie Ne 1. Perucrpanus 1 KOHTPOJIb 32 MCNIOJHEHHEM TOKYMEHTOB.

JlaGopaTopHoe 3ansitue Ne 2. OdopmJjieHne fes1a JUVIMTEJIbHOT0 CPOKA XPAHEHHUSI.

CamocrosTenbHass  paborta: KadecTBeHHble U KOJIMYECTBEHHbBIE  XapaKTEPUCTUKU
nokyMmeHToobopora. O6beM nokymMeHTooOopoTa yupexnaeHus. OcoOeHHOCTH 00paboTku
OTIPABIISIEMBIX JOKYMEHTOB. [Iepenaya TOKyMEHTOB BHYTPH OpraHu3anuu. TeHaeHnus pocra
JOKYMEHTOO0OpOTa B  COBPEMEHHBIX  yupekaeHusx. OpraHuzanuss KOHTPOMS, 3a
UCTIONIB30BaHUEM  JIOKyMeHTOB.  OOecriedyeHWe  COXpPaHHOCTH  JIell B TEKyIIeM
nenonpousBoacTse. [loHsTre nokymenToobopora. Opranuzamnusi padoThl ¢ JOKYMEHTaMH Ha
MNpEaANpUATUH. O6HH/IG ImpaBuJia n METOANUYCCKUEC PEKOMECHaAaINN opraHmu3alvin
JOKYMEHTOO00pOTa, WX pealu3anusi B JACUCTBYIOIIMX TOCYJAapPCTBEHHBIX HOPMATHUBHBIX
akrtax. CTpykTypa ® 0O0Imas XapakTepHUCTHKAa JOKYMEHTONOTOKOB. (OCHOBHBIC JTarlbl
JIOKYMEHT0000pOoTA.

37
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[lprieM u mpenBapUTENHFHOC PACCMOTPEHHE IOKYMEHTOB, MOCTYIMBIIUX B OPraHU3aLUIO.
[IpoxoxxaeHne H TOPAJOK HCIOJIHEHUS MOCTYNMUBIIMX JOKYMEHTOB. YueT o0bema
JOKYMEHTOO0OpOTa, €ro 3HAYCHHWE B OpPraHH3al{K JOKYMEHTAI[HOHHOTO OOCCICUCHUsI.
Crioco0bl COBEPIICHCTBOBAHUS JOKYMEHTOO00POTA U IYTH €r0 COKpAICHHS.

3auer 2
Y4yeOHas npakTuKa 36
Buabl pador:
- PernamenTanus u opranusanus padbotsl ciryx0s1 JIOVY;
- CucreMaru3anys 1 TEKyllee XpaHeHUe Jel;
- PabGoTa ¢ 1oKyMeHTalIbHBIMH MaTepHallaMi, 3aKOHYEHHBIMH JIEJI0MPOU3BOJICTBOM.
IIpou3BoacTBeHHAs NPAKTHKA (110 NPOGUII0 CIEHHATBHOCTH) 36
Buasi pador:
1. I3yuenue cTpykTyphl, 33Ja4 U QYHKIUN YUPEKACHUS.
2. AHanu3 opranuzaluu J0KyMEeHTO000poTa.
3. PaboTa ¢ TOKyMeHTaJIbHBIMU MaTepHalaMi, 3aKOHUCHHBIMH JICJIOTIPOU3BOCTBOM.
IK3aMeH (KBAIH(PUKATMOHHBII)
Bcero 171

OcBoeHMEe TUCIUTUIMHBI MOXET ObITh peaTn30BaHO C MPUMEHEHHEM SJIEKTPOHHOTO O0yYeHHs, TMCTAaHIIMOHHBIX 00pa30BaTeNIbHBIX TEXHOJIOTHIl B
cooTBeTcTBUU C [lomokeHWEM O TPUMEHEHHH SJEKTPOHHOTO OOYYEHHMs, JUCTAHIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTUN TIPU peau3aiuu
o0pa3oBaTeNbHbIX IPOrpaMMaM CpeHEro mpodecCHoHaTBHOr0 00pa3oBaHus, YTBEpKIACHHOTO penceaareneM yderoro copeta ®I'bOY BO «YI'TVY».
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4. YCJIOBUS PEAJIM3ALIAN PABOYEN ITPOI'PAMMBI ITM.03
BBINNOJIHEHHUE PABOT 110 OJHOU UJIN HECKOJIBKUM IMTPO®ECCHUAM
PABOYMX, JOJIKHOCTSAM CIOYKALIUX

4.1. TpeGoBaHusi K MUHMMAJbHOMY MaTepHaIbHO-TEXHUYECKOMY 00ecre4eHHI0
Peanuzanus  nporpamMMel  Moxaynas  TpeOyeT — Hamuuume — ydeOHoro — kaOuHera
JOKYMEHTAITMOHHOTO 00ECTIeYeHHS yIIPaBICHUSI.

OoOopynoBanne  y4yeOHOro Ka0uHeTa  [JOKYMEHTAMOHHOIO  o0ecreveHus:
yHpaBJIeHHsl. [10CAJOYHbIE MECTa AJIs ydalluxcsi, pabouee MecCTO IpernojaBaTels, ydyeOHas,
CIIpaBOYHAs JIUTEPATYpa, 10CKa yueOHas, yueOHO - METOAUYECKas JOKyMEHTAIHS.

Peannzanus pabGouell mporpammbl  IPO(ECCHOHAIBHOIO  MOAYNS — IpEeAroaraer
00s3aTeNbHOE TPOXOKICHUE TPAKTUKU.

IIpakTuka peanusyercds B (QOopMe NPAKTUYECKOH MOJTOTOBKM IIpU  OCBOECHUU
00pa30BaTeNbHOMN MPOrpaMMBbl B YCJIOBHUSX BBINOJIHEHUS 00Y4alOIIMMUCS ONPENEICHHBIX BUJIOB
paboT, cBs3aHHBIX C Oynymied mnpodeccHOHANbHOW JEATENIBHOCTBIO M HAIpPaBICHHBIX Ha
dbopmupoBaHue, 3aKpEIUICHUE, PA3BUTHE MPAKTUUYECKUX HABBIKOB M KOMIIETEHIIMH IO TPOQHITIO
COOTBETCTBYIOLIEH 00pa30BaTeIbHOI MPOrpaMMBbl.

[IpakTuka oOywarouuxcs NPOBOJUTCS B COOTBETCTBUM C paboueld mporpammon u
JIOKQJIbHBIMU HOPMATHUBHBIMH AKTaMH YHUBEPCUTETA.

4.2. UndopmanuonHoe odecrieyenne o0ydeHust

o beikoBa, T. A. JIOKyMEHTaIMOHHOE o0ecrieyeHne yIIpaBJICHUS
(menompousBocTBO): yuebnoe mocodue / T.A. beikoBa, T.B. Ky3neuona, JI.B. Cankuna; noa
o6m1. pen. T.B. Ky3nenoBoi. — 2-¢ uzg., nepepad. u gom. — Mocksa: MTHOPA-M, 2021. — 304 c.
+ Jlon. Matepuansl [DnekTpoHHBINH pecypc]. — (Cpennee nmpodeccuoHanbHOE 00pa3oBaHuE). —

ISBN 978-5-16-013913-5. - Texcr: AIIEKTPOHHBIH. - Pexum
nocryma: https://znanium.com/read?id=360476
. Kysnemno, U. H. JlemompousBoacTBO: ydyeOHO-cripaBouHOe mocodue / M. H.

Kysnenos. - 9-e uzn., nepepab. — Mocksa: [lamkos u K, 2020. — 405 c. — ISBN 978-5-394-
03881-5. — Tekct: anmekTpoHHbIN. — Pesxum moctyma: https://znanium.com/read?id=358533

. Kupcanosa, M. B. CoBpemMeHHOE Ne10mpor3BOJCTBO: yueOHOe mocobue / M.B.
KupcanoBa. — 4-e u3n. — MockBa: UHOPA-M, 2020. — 312 c. — (Briciiee obOpazoBanue:
bakamaBpuar). — ISBN 978-5-16-004491-0. — TekcT: OnekTpoHHBIH. — Pexum
nocryma: https://znanium.com/read?id=372474

. OCHOBBI JIETIONTPOU3BOACTBA: yueOHoe mocodue / A.M. Acanues, 1.11. Muponosa,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3n., uctip. u gom. — Mocka: THOPA-M, 2020. — 146 c. —
(Beicmiee ob6paszoBanme: bakanaspuar). — ISBN 978-5-16-015831-0. — TekcT: 27€KTpOHHBINA. —
Pexxum noctyma: https://znanium.com/read?id=348160

J JlokymeHTanmonHoe obecriedeHue ympasieHus. CocTtaBieHue U odopMmieHue

JIEIOBBIX JOKYMEHTOB: yueOHoe mocoowue st CIIO / cocraButenu E. . bammmakosa. — Capartos,
Mockasa: IlpodobOpazoBanue, Aii [Tu Ap Memua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,

978-5-4497-0964-6. — Tekcr: AIEKTPOHHBIN. — Pexxum JOCTYyTIa:
https://www.iprbookshop.ru/epd-reader?publicationld=103343
° AnekceeBa, T. B. JlokyMeHTanmmoHHOE oOecrieueHue ynpapiieHus: yueonuk / T. B.

AnexceeBa, O. A. CtpaxoB. — MockBa: Yuauepcuret «Cuneprus», 2020. — 132 c. — ISBN 978-
5-4257-0402-3. — Tekcr: amekTpoHHBIH. — Pexxum moctyma: https://www.iprbookshop.ru/epd-
reader?publicationld=101344



https://znanium.com/read?id=360476
https://znanium.com/read?id=358533
https://znanium.com/read?id=372474
https://znanium.com/read?id=348160
https://www.iprbookshop.ru/epd-reader?publicationId=103343
https://www.iprbookshop.ru/epd-reader?publicationId=101344
https://www.iprbookshop.ru/epd-reader?publicationId=101344

. Kysnenona, . B. JlokymeHTanmoHHOE o0ecrieueHrne ypaBieHus [ DIEeKTPOHHBIH
pecypc]: yaueonoe mocodue mist CITO / U. B. Ky3nenosa, I'. A. XauarpssH. — 2-¢ U3z, DIEKTPOH.
TekcToBbIe JaHHbIe. — CaparoB: [IpodobpazoBanue, Aii [Tu Op Meaua, 2019. — 166 c. — 978-5-

4486-0404-1, 978-5-4488-0216-4.
reader?publicationld=80326
ApacinaHoBa,

B. A. JloxyMeHTalmoHHOE

— Pexum pocrtymna:

https://www.iprbookshop.ru/epd-

o0ecrieuenue

yIpaBIeHUS:

y4eOHO-

IpaKkTHYeCKoe IocoOue B cxemax, Tabiuiax, oopasmax / B. A. ApacimaHoBa. — 3-¢ u3m. —
Cypryt: CypryTckuii rocyapcTBEHHbIN nieaarorudyeckuii yausepeurer, 2019. — 240 c. — ISBN

978-5-93190-385-9. -

Tekcr: 3JIEKTPOHHBIN.

nocryna: https://www.iprbookshop.ru/epd-reader?publicationld=94291

- Pexum

5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUA IIM. 03
BBIIIOJTHEHUE PABOT IO OJJHOM WJIM HECKOJBKUM ITPO®ECCHSIM
PABOYMX, JOJIZKHOCTSAM CJHYXKALIUX
5.1. KoHTpo/ib M OLEHKAa pe3yJbTATOB OCBOEHHSI NMPOGecCHOHATLHOI0 MOIYJs
OCYILIECTBIISIETCS MPEINOIABATEIEM B MPOLIECCE IPOBEACHUS TEKYILIEr0 KOHTPOJIS yCIIEBAEMOCTH

OLICHUBAaHHUC IMPAaKTHYCCKUX

pabor,

TCCTHUPOBAHUA,

CaMOCTOSITENIbHOM paObOThl ¥ TPOMEKYTOUHOM aTTECTALUH.
HtoroBoil ¢opmoil NpOMEXYTOUHOH aTrrecTauuu Mo MPOoPEeCCHOHATBHOMY MOIYIIO
SBIISICTCS DK3aMeH (KBaJTU(UKAIIMOHHBIN ).

BBIINIOJIHCHU A

oOy4aromumMucs

APXUBHOMY XPaHECHHIO

Pe3ynbTaTe! DOpMBI U METOABI
(ocBoeHHBIE TPO(ecCOHAIbHBIC (OCHOBHKIE MOKA3ATEIH OLIEHKH KOHTPOJIS U
KOMITICTCHITHH ) pesylibTata OIICHKH
Opranuzanus paboThI C | - IEMOHCTpaIlUsl 3HAaHU OCHOBHBIX
JIOKYMEHTaMH. MPaBUJI PETUCTPALINH; Texymmii
-TOYHOCTb U 'PaMOTHOCTb KOHTPOJIb:
odopmIIeHUsT TOKYMEHTAIIUH; - YCTHBIIt
- BBI60p 1 UCIIOJIB30BAHUEC (prHTaHBHBIﬁ
pasIMYHBIX (OPM ISl PETHCTPALUHA | omipoc;
JAOKYMCHTAIIUU U KOHTPOJIA 3a 'HHZ[HBHI[Y@.HBHBHZ
CpOKaMu €€ NCITIOJTHCHUS OIIpOC;
- HUCIIPaBJICHUC OHH/I6OK B - CO6eCCI[OBaHI/Ie;
JIOKYMEHTaX pa3HbIMH CIIOCO0aMH, - TECTUPOBAHNE;
- TPOBEpKA HAIMYKS B JOKYMEHTAX | - orieHKa
00s13aTeIbHBIX PEKBU3UTOB; TIPAKTUYECKHIX
Opranusanus TEKyLIEro XPaHEHHs | — apryMEHTHPOBAHHOCTBH BHIOOpA pa0or;
JIOKYMEHTOB. HOPMAaTHUBHBIX MPABOBBIX aKTOB MPHU | - JOKJIAEI;
paboTe ¢ apXUBHOU - peepartsl.
JIOKYMEHTALUEH;
— JIEMOHCTpAIMS 3HAaHW OCHOBHBIX | [IpoMeKyTOUHBII
MIPaBUJI XpaHEHUS CITy:KeOHOM KOHTpPOJIb:
nH(pOpMaIInK; 3a4ET;
Opranmsanus 00paOOTKM JIen IS | — apryMeHTHPOBAHHOCTE BEIOOpA
NOCTIEAYOIIETO XPAaHCHUS. HOpPMaTHUBHBIX IPABOBBIX aKTOB IIPHU Hroroseiit
paboTe ¢ apXUBHOM KOHTPOJIb:
JIOKYMEHTALUEH; DK3aMeH
— M3JIOXKEHHE ITOCIEI0BATEILHOCTU (xBanuduKaEoHH
y4yera JOKYMEHTOB, MOJICKAITAX bIif.)

| Pe3ysbTaThl

| OcHOBHBIE MOKA3aTETH OLEHKH

‘ DOopMBbI U METOJBI
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https://www.iprbookshop.ru/epd-reader?publicationId=80326
https://www.iprbookshop.ru/epd-reader?publicationId=80326
https://www.iprbookshop.ru/epd-reader?publicationId=94291

(ocBOeHHBIE O0IIME KOMIIETCHIIMK) | Pe3yJibTaTta KOHTPOJISI U
OILICHKU
[ToHrMAaTh CYIIHOCTH U COLIMATIBHYIO
3HAYUMOCTh CBOEH OymyIIeit — JIEMOHCTpALHXs UHTEPECA K
npodeccuu, IposBIIATH K HEM Oymyuieit mpodeccuu;
YCTOWUYMBBIN HUHTEPEC.
OpranuzoBbIBaTh COOCTBEHHYIO
— BBIOOp M IPUMEHEHHUE METOOB U
JESITEIIbHOCTD, BBIOMPATh THUIIOBBIE
CIOCO0O0B PEIICHHS
METO/IbI ¥ CIOCOOBI BBITIOTHEHUS
npodeccHnoHaNBHBIX 33724 B
npodeccuoHaIbHBIX 33/ad,
obyactu orieHka 3(PEKTUBHOCTH U
OIICHUBATH UX YP(HEKTUBHOCTH U
KaueCcTBa BBITOJIHCHUS,
Ka4eCTBO.
[TpunuMath penieHus B
— pelIieHue CTaHAApTHBIX U
CTaH/IAPTHBIX M HECTaHIAPTHBIX
HECTaHAapTHBIX
CUTYaIUsAX 1 HECTH 32 HUX
npodeccHoHABHBIX 33/1a4;
OTBETCTBCHHOCTH
Ocy1ecTBISTh MOUCK U .
Y — 3G (}EeKTUBHBIN TTOUCK
UCTIOJIb30BaHUE HH(OPMAIIHH, HEOBXO MO MHDOPMALIL: U
9 HTEpIpETALHS
HeoOXoauMoM 17151 3¢ (HEKTUBHOTO p > prpeTan
— HCHOJb30BAHUE PARTUYHBIX HTATOB
BBITIOJTHEHHUS PO ECCHOHATBHBIX P pe?éyﬂ aToB
HMCTOYHUKOB, BKIIOYAs HaOroIeHuH 3a
3aja4, mpo(hecCUOHATBLHOTO U ’ A
ANEKTPOHHBIC;
JIMYHOCTHOT'O Pa3BUTHS. P ’ ACATSIIRHOCTRIO
oOyuarolerocs B
Hcnons3oBats HHGOPMAIIMOHHO-
nporecce
KOMMYHHMKAIIUOHHBIE TEXHOJIOTUU B | — paboTa Ha KOMIIBIOTEPAX; pont
. OCBOEGHUS
pohecCHOHANBHOM NeSTENbHOCTH. .
= o0pa3oBaTeIbHOM
Pabortarh B KOJUIEKTHBE U KOMaH/IC, | — B3aUMOJCHCTBHUE C
MIPOrPaMMBbI

a¢heKkTUBHO 00IIaThCS C
KOJIJIETaMH, PYKOBOJICTBOM,
HOTPEOUTENAMHU.

o0yyaromumucs,
MperoaBaTe/IIMA U MACTEPaMH B
X0JIe O0y4YeHUS;

Bbpatb Ha cebst OTBETCTBEHHOCTb 32
paboTy WIEHOB KOMaH Ibl
(MOAYMHEHHBIX), pe3yJIbTaT
BBITIOJTHEHMS 3a/1aHU.

— CcaMOaHaJIMU3 U KOPPEKIHs
pEe3yNbTaTOB COOCTBEHHOMN pabOTHI;

CaMoCTOATENBHO ONPEAEIATh
3aJa4u Npo(ecCHOHANTBHOTO U
JIMYHOCTHOT'O pa3BUTUSA, 3aHUMATHCA
caM000pa30BaHUEM, OCO3HAHHO
IIJIAaHWPOBATH IMOBBIIICHUEC

— OpraHm3alysi CaMOCTOSATEIbHBIX
3aHSTHIA TIPH U3YUCHHUH
po¢eCCUOHATBHOTO MOJTYJIS;

KBaJTM(UKALINY.
OpueHTupoBaThCs B YCJIOBHSAX | — aHaJIM3 MHHOBALMN B 00JIACTH
YacTOM  CMEHBI  TEXHOJOTMH B | TOKyMEHTOBEIACHHUS;

npoheccCuoHaNbHON NeSTENbHOCTH.

5.2.

npoMe:KyTouHo# arrectanuu mo [MIM.03
Ok3aMeH (KBaTU(UKAIMOHHBIHN ) IPOBOAUTCS MO 3K3aMEHAIIMOHHBIM OUIIeTaM.

Teopernyeckne BONpOCkI 1J1s1 IK3aMeHa (KBAJIM(PUKALMOHHOIO0).

CTpyKkTypa ¥ 1pUMEpPHOEe COJAepP:KAHHE OLEHOYHBIX MAaTepHaIoB IS

1. OTnuuuTenbHbIE 0COOEHHOCTH KOJUIEKCKOTO JI€JI0MPOU3BOJICTBA OT MPUKA3HOTO.
2. OcHOBHBIE TPEOOBaHMS K TEKCTY MUCHMA.
3. JomKHOCTHAsg UHCTPYKIHUSI, KAK OCHOBHOM HOPMATUBHBIA TOKYMEHT, OMPEICIIIOUINn
OpraHU3aIMOHHO-TIPABOBOE TOJI0KEHNE PAOOTHHKA.
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4. Ocobennoctu opopMiIeHUsI JOKYMEHTOB ITPUKA3HOTO JEJIOMPOU3BOICTBA.

5.IlonsiTie W 3Ha4YeHHE KOHTPOJS, 3a MHCIOJIHEHHEM JOKyMEHTOB B armapare
yIpaBJIEHUS.

6. Yucnennslii coctaB ciryx0b1 JIOVY.

7. JIOMKHOCTHON COCTaB CITYKOBI 1eJI0NPOU3BOJICTBA.

8. Onmcanue e BpEMEHHOT0 U IOCTOSTHHOTO CPOKA XPaHEHHUSI.

9. Cocrarnenue u opopmiieHUE OMUCei.

10. CocraB, 3a1aun 1 QYHKIIMH SKCIIEPTHOM KOMHUCCHH.

11. Odopmienue 00I0KKH Jerna.

12. Bunbl 1 6J1aHKH TOKYMEHTOB.

13. Ha3zHaueHue u cOCTaBICHUE JTUCTA-3aBEPUTEIIS.

14. IloHsiTHE IEKTPOHHBIA TOKYMEHT.

15.ITporecc popmupoBaHus Jei.

16.IlonsiTie U cocTaBieHUE BHYTPEHHEN OMMCH.

17. IloaroroBka JOKYMEHTOB K Iepeaaye B apXUB OpraHU3alUH.

18. Tlopsimok cocTaBneHUs HOMEHKIIATYPHI JElI.

19. IloHsATHE CPOKOB KOHTPOJISL.

20. 3agaun U GYHKIUU CITY>KOBI JETOMPON3BOICTBA.

21. CpoKH UCIIOTHEHHUS JOKYMEHTOB.

22. XapaKTepUCTUKU MHCTPYKIIMH TOKYMEHTAlMOHHOTO 00eCIIeYeH sl YIpaBICHUSI.

23. Opranu3zanus npuemMa 1 nepeaadu J0KyMEHTOB.

24. O6paboTKa UCXOIAIINX JOKYMEHTOB.

25. N'ocynapcTBeHHOE JIETIOMPOU3BOJICTBO COBETCKOM ATOXHU.

26. Ilonarue JOKYMEHTOOOOPOT U TOKYMEHTOIIOTOKH.

27. MUHHCTEPCKOE JIEI0IPOU3BOJICTBO.

28. OcoOGeHHOCTH S3bIKA, CTUITU U PEAAKTUPOBAHUE O(ULIUATBHBIX TOKYMEHTOB.

29. Komnnexxckoe J1e0mpou3BOJICTBO.

30. TunoBble OpraHU3alMOHHBIE CTPYKTYPHI CITYKOBI J€I0MPOU3BOICTBA.

31. IIpuka3Hoe 1eI0mpoOnu3BOICTBO.

32. OpranusanoHHble GopMbl pabOThI ¢ JOKYMEHTaMHU.

33. I'eHepanbHBIA perJaMeHT: 3HAU€HHWE U POJib B perjiaMeHTalllM JIeJI0IPOU3BO/ICTBA B
KOJUIETUSIX.

34. HopmaTtuBHO-MeTOMYECKast 6a3a COBPEMEHHOTO JIEIONPOU3BO/ICTRA.

35. MHCTpyKIMS MO AETONPOU3BOACTBY: IIOHATHE U HA3HAUYCHHUE.

36. Knaccuduxanus odpamieHuit rpakiaas.

37. SI3BIK U CTUJIb CIYKEOHBIX JOKYMEHTOB.

38. Opranuzanus padoThl C OOpaICHUSIMU TPaXxIaH.

39. DTHuKeT ciy>keOHOTO MUChMA.

40. Opraan3alMOHHO-TIPABOBBIE JOKYMEHTHI.

41. O6mmue TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOB.

42. ndopMaimoHHO-CIPaBOYHbIE IOKYMEHTHI.

43. JIokyMEeHTOOOOPOT: XapaKTepUCTUKA, IPUHIIUIIBI, TApaMETPHI.

44. PaciopsauTenbHble JOKYMEHTHI.

45. O6paboTKa BXOIAIUX JOKYMEHTOB.

46. Yyet o0beMa JOKyMEHTOOOOpOTA.

47. Pabota ¢ KOH(pUACHINATBEHBIMU JTOKYMEHTaMHU.

48. Bupl perucTpauioOHHbIX GOpM, MOPSIIOK 3aIIOJTHEHUS.

49. OopmieHue e MOCTOSTHHOTO CPOKa XPaHEHHUSI.

50. KoHTpOJIb, 32 UCITOJTHEHUEM IOKYMEHTOB.

51. Odpopmnenue aen BpemeHHoro (10 10 neT) cpoka XpaHEeHHUS.

52. Peructpanusi BXOJAIUX JOKYMEHTOB.

53. Odopmienue aen BpeMeHHOro (cBbiiie 10 neT) cpoka XpaHeHHUS.

24



54. Peructpanuust UCXOIAMMNX JOKYMEHTOB.

55. IlopsiioK MOATOTOBKH €] K apXHUBHOMY XPAaHEHUIO.
56. Perucrpanusi BRyTpEHHUX IOKYMEHTOB.

57. IlepBuunHas oOpaboTKa TOKYMEHTOB.

58. IloHsATHE 3KCIEPTU3BI LICHHOCTH IOKYMEHTOB.

59. IloHaTre HOMEHKIATYPhI €] U €€ BUJIBI.

60. Bupl 3KCIEpTHBIX KOMUCCHI.

IMpakTuyeckue 3axaHusi VIS Ik3aMeHa (KBaJH(UKANMOHHOTO)
Ompenenuth BUA JOKyMeHTa. HaiiTu ommOKku B TOKyMEHTax.

Kpurepun oueHuBaHms:

«5» (0TIUYHO) — 32 NTYOOKOE U MOJIHOE OBIIAJICHUE COACPKAHUEM YyIeOHOTO MaTepuara,
B KOTOPOM OOydYaromuiics CBOOOJHO W YBEPEHHO OPHEHTUPYETCS; 32 yMEHHE MPAKTHYECKH
MPUMCHATH TCOPCTUYCCKUEC 3HAHMS, BBICKA3bIBATD U 000CHOBBIBAaTH CBOHU CYKACHUA. OIIGHKa «5»
(OTJIMYHO) TpeInoiaraeT rPaMOTHOE U IOTUYHOE U3TI0’KEHUE OTBETA.

«4» (xopomo) — eciu OOyYAIONIWICS TOJHO OCBOWJI Y4YeOHBIM MaTepuai, BJaJeeT
HAyYHO-TIOHATHIHBIM ammapaToM, OPHEHTUPYETCs B M3YyYEHHOM MaTepuaie, OCO3HaHHO
MPUMEHSET TEOPETHUYECKUE 3HAHMS Ha MPaKTHUKE, TPAMOTHO M3J1araeT OTBET, HO COJIepKaHUE U
¢dbopMa oTBEeTa UMEIOT OTJEIbHBIE HETOYHOCTH.

«3» (Y10BJIE€TBOPUTEIBLHO) — €CITM 00yJarOIIUiics OOHAPY)KUBACT 3HAHNE W TTOHMMAHHE
OCHOBHBIX TOJIOKEHUI yueOHOro MaTepuasa, HO M3JIaraeT ero HEemoJIHO, HEMOCJIeI0BaTENIbHO,
A0IMYCKAa€T HCTOYHOCTHU, B IPUMCHCHHUHN TCOPCTHYCCKUX 3HAHUU IIprU OTBETC Ha ITPAKTHUKO-
OpHEHTUPOBAHHBIE BOIPOCHI; HE YMEET J0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKICHHUS.

«2» (HeyHOBJIETBOPUTEJIBHO) — €CIM OOy4alolmuiics UMEET pa3pO3HECHHbIE,
OeccucTeMHBbIE 3HAHMS, JOMYCKAeT OIIMOKU B OMpEIesIeHUH 0a30BBIX MOHATHUH, MCKAXAET UX
CMBICJI; HEC MOXCET NPAKTHYCCKU NPUMCHATH TCOPETUICCKUC 3HAHMA.
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