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1. OBLIAA XAPAKTEPUCTUKA MOAYJIA Jloxymentannonnoe obeciedenmne u
aeaonpousBoacTso B 'MY

1.1. AHHOTAIMA COlep:KaHUS MORYJISI

Monyne HampaBieH Ha (OPMHpPOBAHHE y CTYJICHTOB CHUCTEMBI 3HAHUH O BHJAX OQHUIIHATBHBIX
JIOKyMEHTOB, TPEOOBaHMI K X COCTaBIICHUIO U 0(hopMIIeHHIO. PerraeMble B X01e OCBOCHHS MOYJISI 3aa9H
- ¢dopMHpOBaHHE 3HAHWUW 10 OPraHMU3AlMd W TEXHOJIOTMH PAOOTHI C JOKYMEHTaMH; IOIy4YeHUe
NEPBOHAYAJILHBIX HABBIKOB U YMEHHH JTOKYMEHTHPOBAHHWS Ha OCHOBE COBPEMEHHBIX TpEeOOBaHUU K
COCTaBIICHUIO U O(DOPMIICHUIO YIIPABICHUYECKUX JOKYMEHTOB.

1.2. CTpykTypa u 00beM MOAYJIAA

Tabmmma 1
O0BbeM AUCHUILIAH MOAYJIS
Ne " BCEro MOoayJsl B 3a4€THBIX
l'lepe'lel{l, AUCHUILIMH MOAYJIA B MMOCJ1€e10BATEJIbHOCTH UX OCBOCHUSA
n/n eINHHNIAX
1 JIokyMeHTaIlMOHHOE 00ECIIeYeHHE U JICJIONPOU3BOICTBO B
My 3
HUTOTI'O o momynro: 3
1.3.11ocienoBaTe/ IbHOCTH OCBOEHHUSI MOYJIS1 B 00pa30BaTe/IbHOM MporpaMmme
IIpepekBH3UTBLI MOAYJIs1 He npenycmotpensl
IMocTpeKkBU3UTHI M KOPEKBU3HUTHI He npenycmotpensl
MOYJIfAA

1.4. Pacnipeesienne KOMIETEHUMI MO JAWUCHUIIMHAM MOAYJIS, IUIAHUPYeMble Pe3yJbTaThbl
00y4eHusi (MHAMKATOPBbI) 0 MOIYJIIO

Tabmuma 2
Ilepeuyenn
Koa u HaumeHoBaHue IInanupyemsle pe3yJbTaThl 00y4eHHS
AMCHMILINH
KOMIIETEHIIMHU (MHAMKATOPBI)
MOAYJIAA
1 2 3
JoxymenTanuons | YK-4 - Cnocoben 3-8 - Cnenatrb 0030p OCHOBHBIX BHJIOB JICJIOBOM
oe 00ecIeYeHre U | OCYIIECTBISATh ACITOBYIO KOMMYHHKAIINH, UX 3HAYCHUE B
JIEJIONPOU3BOICTB | KOMMYHHKAITUIO B YCTHOU | MPodeCcCHOHAIBHON MPAaKTHUKE
oBI' MY U MMCbMEHHOM (popMax Ha
3-9 - XapakTepu3oBaTh CTUJIUCTHYECKUE
roCy/1apCTBEHHOM SI3bIKE
S HOPMBI, CTaHAapPTHI U MPaBUJIA COCTABICHUS
Poccuiickoit deneparuu u
. TCKCTOB HA I'OCYAApCTBCHHOM U
WHOCTPaHHOM(BIX)
, MHOCTPAHHOM(-BIX) SI3bIKAX
s3bIKe(ax)




V-3 - OueHuBarh CTPYKTYpYy AEIOBBIX UCEM U
MIPAaBUIBLHOCTH OPOPMIICHHS ICITOBBIX
JOKYMEHTOB, COCTaBJIEHHBIX Ha
rOCyJJapCTBEHHOM M HHOCTPAHHOM(-BIX)
S3bIKaX, 1 KOPPEKTUPOBAThH UX

V-4 - Bei6upath npoheccHOHaTbHYIO
TEPMUHOJIOTHIO, HanboJiee YIOTPEeOUTEbHbIC
PEIUTUKU-KJIUIIE PEUYEBOTO ITHKETA JIJIs
(OpMyYIHPOBaHUS CBSI3HBIX, 3AKOHYCHHBIX B
CMBICJIOBOM OTHOIIICHHH TEKCTOB JICJIOBBIX
MUCEM U JIOKYMEHTOB Ha rOCYIapCTBEHHOM U
WHOCTPAHHOM (-BIX) SI3BIKAX

V-8 - Onpenensth CTUINCTUYECKHE
0COOEHHOCTH CO3/1aBa€MbIX YCTHBIX U
MMCBbMEHHBIX TEKCTOB Ha TOCY/IapCTBEHHOM U
MHOCTPAHHOM (-bIX) SI3bIKAX 7151 9 PEKTUBHOMN
KOMMYHUKAIIH

V-9 - OneHuBaTh COCTaBJICHHBIC TMCHbMEHHbBIC
o(HUIHATBEHO-JIEIOBbIE TEKCTHI U
KOPPEKTUPOBATh UX B COOTBETCTBHH CO
CTaHAapTaMu

II-1 - CocTaBiaTe MUCbMEHHBIE TEKCTHI C
HMCIOJIb30BAHNEM OCBOCHHBIX JIEKCHUECKNX U
rpaMMaTHYECKUX €IUHHMIL (JIEKCUKO-
(hpazeoqornyecKoro MaTepuaia) U MpoBOIUTh
YCTHBIE TUAJIOTH IO PA3JIUYHON MOBCEIHEBHOM
WU po(ecCHOHabHON TEMaTHUKE Ha
roCyIapCTBEHHOM si3blke Poccuiickoi
denepalilui WM HHOCTPAHHOM SI3BIKE

I1-2 - CocTaBisATh B 3JIEKTPOHHOM BUJIE
MIpE3EHTAllMM JI0KJIaJ0B U COOOIIEHUH 10
pa3IMYHON TeMaTuKe U MyOIMYHO
IIPEJICTaBIATh UX B YCTHOM popme Ha
rOCyIapCTBEHHOM sI3bIKe Poccuiickon
®denepallii 1 UHOCTPAHHOM $SI3bIKE

I[1-3 - CocTaBnsTh U CTPYKTYpUPOBATH JEIOBBIC
MUChMA U IOKYMEHTBI B COOTBETCTBHUH C
MpaBUJIaMU, UCTIOIB3Ys MPOPECCHOHATBHYIO
TEPMHUHOJIOTHIO M PETUIMKH-KIIUIIE PEYEBOTO
ATHKETa Ha TOCYAAPCTBEHHOM U HHOCTPAaHHOM
SI3BIKAX

OIIK-2 - Cniocoben
MIPUMEHSTh METO/1bl cOopa,
aHAJIM3a U UHTEpIIpEeTalun
JaHHBIX U COCTABJIATh U
0OpPMIIATH TOKYMEHTHI U

V-2 - OuenuBatb 0OPMIICHHBIE OTYETHI U
JOKYMEHTHI 10 pe3ysibTataM
po¢eCCHOHAIBHON JEATETLHOCTH Ha
COOTBETCTBHE HOPMATHBHBIM TPEOOBAHUSM




OTYETHI 10 pe3ybTaraM
npodeccHnoHaATBLHOM
ACATCIIbHOCTHU

I1-1 - CocTaBnsiTh 1 OPOPMIIATH
aHATTUTHYECKUE JOKYMEHTBI MM OTUYETHI,
OTpaKaroIIne Pe3yIbTaThl, 3SHAYUMBIE JUIS
cBoel mpodeccruonanbHol 00JaCcTH, B
COOTBETCTBUH C HOPMATUBHBIMHU
TpeOOBaHUSIMHU

OIIK-5 - Croco6eH k
OCYIIECTBIICHUIO
BHYTPUOPTaHU3AIUOHHOTO
, M@KBEJIOMCTBEHHOTO H
MEXKCEKTOPHOTO
B3aUMOJICUCTBHUS C
OpraHaMHu BIIACTH,
KOMMEpPYECKUMHU
OpraHM3aIUsIMU H
WHCTUTYTaMHU
Ipa)1aHCKOro oOLIeCTBa,
o0pa3oBaTenbHBIMU
opranmnzanusmu, CMU ¢
Y4ETOM 3aIpOCOB
KJIMEHTOB, IaPTHEPOB,
JIPYTUX CYOBEKTOB JUISI

3¢ PeKTUBHOTO perieHus
npodeccroHaNbHBIX 3324

3-1 - M37105%kUTh OCHOBHBIC TIPUHIIUTIBI 1
(bOpMBI BHYTPHOPTaHU3AIHOHHOTO,
MEKBEJIOMCTBEHHOTO U MEKCEKTOPHOTO
B3aUMOJICHCTBHS C YUETOM 3aIIPOCOB
KJIMCHTOB, MAPTHEPOB, IPYTUX CyOBEKTOB JIJIst
3¢ (heKTHBHOTO pernieHus: TPohecCUuOHATBLHBIX
3a1a4

V-2 - OGocHOBaTH 11€J1€CO00Pa3HOCTh BBIOOPA
(hopM MEXBEIOMCTBEHHOTO B3aMOJICUCTBUS 1
CONUAJIIBHOTO MAapTHEPCTBA JIsI PpCHICHUA
poeCCHOHATBLHBIX 33]1a4 C YYETOM 3aIpOCOB
KIIMCHTOB, TAPTHEPOB, IPYTUX CyOBEKTOB

I1-2 - Pemarts nmocraBjeHHBIE 3a/1a4H,
OTHOCAIIMECS K 001aCcTH NMPO(heCCHOHATBHON
NesITeIbHOCTH, OMTUPASCh HA IPUHIUIIBI U
UCTIONB3YS Pa3TUIHbIe (POPMBI
ME)XBEIOMCTBEHHOT'O B3aUMOICHCTBUS
COILIMAJILHOTO TApTHEPCTBA

ITIK-13 - Cnocoben
KBaJTU(PHUIIUPOBAHHO
pa3padaTbIBaTh MPOCKTHI
HOPMAaTHUBHO-TTPABOBBIX
aKTOB, TIPUMCHSIT
MIPaBOBbIC HOPMBI H
NPUHUMATD
MIPAaBONPUMCHHUTEIIbHBIC
aKThl B KOHKPETHBIX
cdepax
npodeccnoHaTBLHOM
JEeSITeIbHOCTH,
aHAJIM3UPOBATh
MIPaBOTBOPYECKYIO,
MIPaBONPUMEHHUTEBHY IO,
[IPaBOOXPAHUTEILHYIO U
MIPaBO3AIIUTHYIO
MPAKTHKY

3-2 - [ToHnMaTh OCHOBBI K OCOOEHHOCTH
pa3pabOTKH MPOCKTOB HOPMATHUBHO-ITPABOBBIX
aKTOB B pa3JIMYHBIX c(hpepax MpaBOBOTO
peryJIupoBaHUs OOIIECTBEHHBIX MPOIIECCOB

V-4 - PazpabaTeIBaTh MPOEKTHI IPABOBbIX
aKTOB B Pa3JIMYHbIX cpepax MpaBOBOTO
peryMpoBaHus OOIIECTBEHHBIX IPOLIECCOB

I1-1 - HaBbsikamu pa3paboTKu PABOBHIX aKTOB
B PA3IMYHBIX cepax MpaBoOBOTO
peryIupoBaHus OOIIECTBEHHBIX MPOIECCOB

1.5. ®opma o0yueHus

OGy‘IeHI/IC 10 JUCHUIIIIMHAM MOAYJISL MOKET OCYIICCTBIIATHCS B OYHOM 1 OYHO-3a0YHOM (bopMax.




PABOYASA TPOI'PAMMA JTUCHUIIJINHBI

JoxkyMeHTallMOHHOE 00ecrieyeHue u
aesonpousBoacTso B 'MY

Paboyas nporpamMma TUCHMIUIUHBI COCTABJICHA aBTOPAMU:

Ne ni/m | ®amuiausa Uma OTyecTBO Yuenasn creneur, JloJI3KHOCTD Honpasnenenne
yueHoe 3BaHHue
1 3aiineBa Exarepuna KaHaugaT Jlouent TEOpHH,
BacunneBna COLIMOJIOTHYECKHX METOHOJIOTHH U
HayK, TOIICHT IPaBOBOTO
obecrneyeHus
roCcyJJapCTBEHHOTO
Y MyHULUIIAJIBHOTO
yIpaBieHUs

PeKOMeH)IOBaHO y‘leﬁHO-MeTOIH/I‘leCKHM COBE€TOM MHCTHUTYTA I/IHCTI/ITYT 9KOHOMMKHU U YIIPABJICHUA

IIporokon Ne 31 ot 26.05.2023 .




1. COAEP KAHUE U OCOBEHHOCTHU PEAIM3AIIUU JUCTIAITJIMHBI
ABTOpBI:

1.1. TexHo0rnu peaau3anuu, HCNOJIb3yeMble IPU U3YYeHUH TUCHHUIIJIMHBI MOIYJIsl

- TpamunuonHas (penpogyKTHUBHAs) TEXHOIOTHS
— PasHoypoBHeBoe (nuddepeHnnpoBanHoe) o0yueHue
o ba3oBblli ypoBEHb

*Bazosuiii [ ypogenv — coxpamnsem 102UKY CAMOU HAYKU U NO360AAEM NOIYHUMb VAPOWEHHOE, HO 8epHOe U NOIHOe

npedcmasgienue o npeomeme OUCYUNIUHBL, Mpebyem 3HAHUe CUCeMbl NOHAMUL, yMeHue peulams npoonemuvle cumyayuu. Ocgoenue
OAHHO2O YPOGHS PE3VIbMAMO8 00VUeHUsi 00NNCHO obecneuums (GopMuposanue 3anIAHUPOSAHHBIX KOMAEMEHYUl U NO3601uUm
06yuaowemMycs Ha MUHUMATILHOM YPOGHE CAMOCMOIMENbHOCIU U OMEEMCMEEHHOCIU BLINOIHAMb 3A0AHUSL;
Ipoosunymorii Il yposenv — yenyonsem u oboeawaem 6a308bill ypoGeHb KAK NO COOEPAHCAHUIO, MAK U NO 21yOuHe npopadomku
Mamepuana OUCYUNIUHbL. IMo NPOUCXOOUM 3a CHem GKIIOUEHUsI OONOTHUMENbHOU uHGpopmayuu. Jannblil yposeHs mpebyem yMeHus
pewams npooaeMsl 6 PAMKAX KypPCa U CMENCHBIX KYPCO8 HOCPEOCMBOM CAMOCMOAMENbHOU NOCMAHOEKU Yeau U 6b100PA NPO2PAMMbL
Oeticmeuii. Oceoenue OanHO20 YPOSHS PE3yIbIMAmMos 00YUeHUs NO36OUM 00VUAIOWEMYCS NOBBICUMb YPOBEHb CAMOCMOSIMEbHOCTU
U OMEEMCMEEHHOCIU 00 MBOPUECKO20 NPUMEHEHUS SHAHULL U YMeHUl.

1.2. Copepixkanue TUCHUNIMHBI

Tabmuma 1.1

Kon
Pa3nen, Tema
pasaeia, MHCHATITHHBL Conep:xanue

TEMbI

[MonsATHS «TOCyIapCTBEHHOE yNpaBlIeHHUEY, «HHPOPMALIU,
«HOCUTENb HH)OpMALIUNY, «EANHASI KOMMYHHKAIMOHHAS CEThY,
«uH(popMaunoHHoe 1osiey». OCHOBHbIE OHATHS
JOKYMEHTAllMOHHOTO 00ECTIEUEeHUS YIPaBICHUS:
«IEJIONIPOU3BOJICTBOY, «JOKYMEHTUPOBAHUEY, «TOKYMEHTY,
«IOPUINYECKAs CUJIA JOKYMEHTa», «OpraHu3anus paboTel ¢
JOKYMEHTaMm», «I0KyMeHT0000poT». McTopus pa3BuTHA
JEJI0NPOU3BOJCTA.

Oransl NOATOTOBKH M MPaBHJIa MPUHATHS HOPMAaTHBHO-TIPABOBBIX
aKTOB B OpraHax rocyJapCTBEHHOHN BIIAaCTH.

OCHOBBI TOKyMEHTUPOBaHUS
yHIpaBlIeHuecKoi nH(opMaIuu
B OpraHax rocyJapcTBEHHOU U

MYHULMIIAIBHON BJIACTH

Knaccuduxkarms Hocureneit nahopMaIiu 1o crnocody ¢pukcaun
undopmaru. Cpeacrsa TokyMmeHTHpoBaHUs. CIoCOOBI
JOKyMEHTHpOBaHUs. JIOKyMEHT Kak 3aUKCUpOBaHHAs Ha
MaTepHaJIbHOM HOCUTeNe HHPOPMALUS ¢ PEKBU3UTAMH,
MO3BOJISIIOIIUMH €€ WACHTUPHULIUPOBaTh. [[oHIATHE «PEKBU3UT
JOKYMEHTa».

P.1.T1

VYnpaBneHUecKnil JOKYMEHT KaK «IPOLYKT» IesTeIbHOCTH
rOCYJapCTBEHHOI'O M MYHHUIUIIATBHOTO CITY’KAIllero 1 OCHOBHOE
«CPEICTBO MPOU3BOJACTBA». JIOKYMEHT Kak HHCTPYMEHT
OpraHHU3aIMOHHBIX METOJIOB YIpaBieHus. OyHKIUH
VIIPaBJICHIECKUX JOKYMEHTOB: 00mue u cuernududeckue. Oomme
(GbyHKIMY: HHGOPMALIMOHHAS, COITUANTbHAS, KOMMYHHUKATHBHAS,
KynbTypHas. Crienuduueckre QyHKIUH: yIIpaBIeHIECKas,
MpaBoBasi, HAYYHO-UCTOPUIECKASI.




Buner ynpaBierdecknx qoKyMeHTOB. CTpyKTypa ympaBIeHIeCcKOro
nokyMmeHTa. [loHsATHEe CUCTEMBI JOKYMEHTAIIMHA KaK COBOKYITHOCTH
JIOKyMEHTOB Pa3IUYHBIX BUIOB U PA3HOBUIHOCTEH,
B3aMMOCBSI3aHHBIX 10 TPU3HAKaM ITPOUCXOK/ICHHUS, HAa3HAUCHUS,
BHJIa, Chepbl NCATECIBHOCTH, EAMHBIM TPEOOBAHHSIM K
odopmirenuto. CUCTEMBI JOKYMEHTAIIMH B YIIPaBICHYECKON

e TETFHOCTH.

[TonsTHE TOCYAaPCTBEHHOM CUCTEMBI JOKYMEHTALIMOHHOTO
obecneuenus ynpasnenus ('CHOY). Llenu v 3agaun coznanus
YHUQUIIMPOBAHHBIX CUCTEM AOKyMeHTanuu. [lonsTe
yHIUQHUIHPOBaHHOU cuctemsl gjokymernTaruu (YC/). Lemn u
3a/la4yd CO3/TaHNs YHU(DUIINPOBAHHBIX CHCTEM TOKYMEHTAITHH.
YHubuIMpoBaHHas CUCTEMa OPraHU3alMOHHO-PACIOPSAUTETBHON
noxymenTtarmu (YCOPJ).

Knaccudukanus u rpynnupoBKa yIpaBIeHIECKUX JOKYMEHTOB 110
croco0y TOKyMEHTHUPOBAHUS, COIEPIKAHUIO, XapaKTePy
U3JI0KEHMSI, 3BIKY, ICTOYHHUKY MOCTYIUIEHUS, YPOBHIO
IOpUANYECKON perIaMeHTal|H, CTalusAM CO3/IaHUsl, YPOBHIO
[JIACHOCTH, CPOKaM XpaHEHUs U JPYTHM IapaMeTpaM.

P.1.T2

HopmartusHoe perynupoBanue
U OpPraHU3aLUs CUCTEMBI
JeJIONIPOU3BOJICTBA

CucteMa 3aKOHOJATEIbHBIX U HOPMAaTHUBHBIX IIPABOBBIX AKTOB.
Ilens BHENTHETO PETYyINpPOBAHUS — O0ECIICUUTh COOTIOICHUE
JEHCTBYIOIIET0 3aKOHOIATENbCTBA, O0IIEroCy 1apCTBEHHBIX HOPM U
MpaBUI PabOTHI C JOKYMEHTaMH.

[Honmnomounst PocapxuBa B 0651aCTH HOPMATHUBHOTO PETYIHPOBAHUS
JEJIONPOU3BOICTBA U ApXUBHOTO JIENA.

CrenieHnb 00s13aTeNBHOCTH U TIpoOieMbl BHenpeHus [IpMepHoii
UHCTPYKIUH 1O JAEJONPOU3BOACTBY B TOCYAaPCTBEHHBIX
opranuzanuax (yTB. mpukazoM Pocapxusa ot 11.04.2018 Ne 44) u
[IpaBun nenonpou3BOACTBa B rOCYIapCTBEHHBIX OpraHax, opraHax
MECTHOTO camMoyIpaBieHus (yTB. mpuka3zoM PocapxuBa ot 22 mas
2019 r. Ne 71).

AJ'IFOpI/ITM pa3pa60TKH HWHCTPYKIHWHU 11O ACTIONPOU3BOACTBY Ha
OCHOBC MCTOZ[PI‘-IeCKI/IX pCKOMeHHaHI/Iﬁ

o pa3paboTKe HHCTPYKIHA MO AETONPOU3BOACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS
(yTB. mpukazom Pocapxusa ot 25 nexabps 2020 roxa Ne 199). Cpox
JEeWCTBUS U OTBETCTBEHHOCTD 32 COOJIOIEHIE HHCTPYKLHH.
[IpobnemMbl CTPYKTYpHI B 00bEMA TOKYMEHTA. Y TIpaBJICHUE
WHCTPYKITHEH Kak JOKyMEHTOM, oOydeHune ucronnuTeneil. HoBbie
AJIEMEHTHI B PErJIAMEHTAIINH JISJIONPOU3BOJICTBA. AKTyaIN3aIHsI
JeCTBYIONICH HHCTPYKIMH TI0 ICTOTPOU3BOICTBY, HOBBIE CPOKH
WCTIONIHEHHSI IOKYMEHTOB U MOPSAA0K MX HCYUCIICHUSI.

Harnmonanbheie cranaapTsl Poccuiickoit @eneparyu B 001acTu
JOKYMEHTHUPOBAHUS, yIIPaBIeHUS JOKyMEHTaMHU 1 PaOOTHI C
anekTpoHHbIMU JokyMeHTamu. Ctanaaptsl 'OCT P MICO.
basossrii crangapt 'OCT P ICO 15489-1 — 2019. CemeiictBo
cranaaproB cepuu ['OCT P CO 30300.




P.2. T1

Opraam3artus paboTsI ¢
JOKyYMEHTaMU

HoxymenToobopot. Opranmzarnus fokyMmeHToooopoTa. [Topsmaok u
oTalbl ABUXXCHUA JOKYMCHTA.

XapaKTepuCTHKa IOKYMEHTOIIOTOKOB. TexHonorus 06paboTku
BXOSIIIAX (TIOCTYTAOIINX ), HCXOSIINX (OTIPABISIEMBIX) U
BHYTPEHHHUX JOKYMEHTOB. CXeMBbI IBUKCHHS JOKYMEHTOB, YUeT
o0beMa IOKyMEHT0000poTa.

WHCTpyKLMS 10 TOKYMEHTAallMOHHOMY 00€CIIEUCHUIO YIIPABIICHHUS -
OCHOBHOI HOPMAaTHBHBIN aKT 10 perilaMEHTally OpraHu3aluy U
texHonoruu JIOY. Tunossle 1 UHAUBUAYaAIbHBIE HHCTPYKIUH.
[Nopsimox pa3paboTku, co—cTtaB HHGOOpMAILKH, TPaBUIa
YTBEPKIECHUS U BHEPCHMUSL.

JUIsl YIIPaBJI€HUYECKOU JesTenbHOCTU. [[puHIMnsL 1 npasuiia
peructpauuu. Peructpanuonnsie GOpMBbl, TEXHOJIOTHS UX BEACHUS.
Tpaguumonnsle 1 aBTomatusupoBanHbie MIIC k tokymeHTam.
CucreMsl perucTpanyu

3HaueHue KOHTPOJIAI UCIIOJIHEHUS JOKYMCHTOB B praBHCH‘lCCKOﬁ
ACATCIBHOCTH. OCHOBHEBIE MPUYINHBI €r0 OpraHUu3aluu.
BzaumocBs3b perucTpanv 1 KOHTPOJIAA UCIIOJTHCHUS. CpOKI/I
HCIIOJTHEHHS. AHAIN3 UCIIOJIHUTEIHLHON JUCIUTIIINHBI.

P.2.T2

HestenprOCTH City k0561 JIOY B
OpraHax rocyJ1apCTBeHHOM
BJIACTH U OpTraHaX MECTHOTO
caMOyIpaBICHHUS

Opranuzanus aesrenbHocTH cny)0s1 JJOY B opranax
rOCyJapCTBEHHOHN BJIACTH M OpraHaX MECTHOT'O CAMOYIPABICHHUSL.
KonTtpoip ucnonHenys akToB roCyAapcTBEHHOTO U
MYHUIMIAIBHOTO yNPABICHUS, IOPYUYEHUH BBIIECTOSAIINX OPTaHOB
1 MX JOJDKHOCTHBIX JIALL.

QOyHKINY AETONPOU3BOJACTBEHHOM cIIy»KObI (cayx051 JJOY) B
OpraHax rocyIapCTBEHHOW BJIACTH U OpraHax MECTHOTO
caMoynpaBieHus. TUIOBBIE CTPYKTYpPBI ACIONPOU3BOICTBEHHON
CITyKOBI.

JomxHOCTHOH cocTaB paboTHHUKOB ciry>k0b1 JIOY. JlomkHOCTHAS
WHCTPYKITUS KaK OCHOBHOW HOPMATHBHBIA TOKYMEHT,
OTIPEICIISIIOIINI OPTaHU3AIMOHHO-TIPABOBOE TTOJIOKCHIE
pabotHuka. TUMOBOH GOpMYIISp AOKHOCTHOM HHCTPYKIUH,
cocTaB uHGpOpMaIIHH, TTOPSI0K Pa3padOTKU U YTBEPIKICHHSL.

P2TJ3

JlokyMeHTaJIbHBIN 1 apXUBHBIN
(OHITBI OpTaHU3AIINN.

HopMmaTtueHbIe TpeOOBaHUS K OPraHU3aIlUU TEKYIIETO
OTIEPaTHBHOTO U apXHUBHOTO XpaHEeHUS JOKyMeHTOB DenepanbHbIil
3akoH ot 22.10.2004 No 125-®3 «O06 apxuBHOM Jieiie B
Poccuiickoii @enepanumny. O0s13aTeIFHOCTS APXUBHOTO XPaHEHHS
JIOKYMEHTOB B T€Y€HHE HOPMATHBHBIX CPOKOB.

[TonsTHS «TOKyMEHTANBHBIN (QOH, «APXUBHBINA (HOHI,
«apXUBHBIN TOKyMEHT». OTBETCTBEHHOCTb 32 OPraHU3alII0
TEKYLIETro ONEPAaTUBHOIO U APXUBHOI'O XPaHEHUS JOKYMEHTOB.
OTBETCTBEHHOCTh 33 OCYILLIECTBICHUE TEKYILIErO XPAHEHHUS U
obecrieueHUsT COXpaHHOCTH. JIOKYMEHTHI OpTaHU3aI[ii — aKTUB,
UMEIOIINH IICHHOCTD.

[IpaBuna opranu3anyy XpaHeHHs, KOMIUIEKTOBAHUS, yueTa U
HCTIONB30BaHMS TOKYMEHTOB ApXuBHOTO (poHaa Poccuiickoit
@enepanyy U IPyTUX apXUBHBIX JOKYMEHTOB B OpraHax
roCy/apCTBEHHOM BJIACTH, OPraHaX MECTHOT'O CaMOYTIPaBJICHUS U




opraHm3anusx (yTB. mpuka3zoM MuHKyIbTYpbl Poccun ot
31.03.2015 No 526). [IpoekT HOBOI1 Bepcuu [IpaBu.

Hogelii [lepeueHs TUIOBBIX YNIPABICHYECKUX APXUBHBIX
JIOKYMEHTOB, 00pa3yOIIuXcs BIIPOIIECCe e TeNbHOCTH
rOCyIapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CAMOYTIPABJICHUS U
OpraHM3alvi, C yKa3aHUEM CPOKOB UX XpaHeHUs (YTB. IPUKa30M
Pocapxusa ot 20.12.2019 No 236 u UHCTpyKIIHS IO €ro
npuMeHeHuto (yTB. mpukazom Pocapxusa ot 20.12.2019 No 237).
Cpoku xpaHeHHs JOKyMEHTOB B OyMaXHOH U 3JIEKTPOHHOH (opme.

Hogsle IIpaBuita opraHu3anuy XpaHeHUs, KOMIIEKTOBAHUS, y4eTa
Y UCTIOJIh30BaHUS HAYYHO-TEXHUYECKOH JIOKYyMEHTAIUH B OpraHax
rOCy/IapCTBEHHOU BIIACTH, OPTaHAX MECTHOT'O CaMOYTIPABJICHHUS,
rOCy/IapCTBEHHBIX M MYHHUIIMITAJIHHBIX OpTraHU3alusX (yTB.
npukazoM DenepanbHoro apxuBHoro areHTcTBa ot 09.12.2020 No
155, 3apeructp. Muntocrom Poccnn12.03.2021 No62735):
XapaKTepHCTHKAa HOPMATHBHOTO IIPaBOBOTO akTa. OCHOBHBIE
MIOJIOKEHUSI.

[IpuHIHITEI, KPUTEPUN HITATIBI IKCIIEPTU3BI IEHHOCTH JIOKyMEHTOB.
Cosznanue sKCnepTHON KOMUCCHH opraHu3anuu. [IpumepHoe
MOJIOKEHUE 00 IKCIIEPTHON KOMUCCHH OpTraHu3anuu (yTB.
npuka3zoM Pocapxusa ot 11.04.2018 No 43). Opranuszamus u
JOKYMEHTHPOBaHUE PabOTHI IKCIIEPTHON KOMUCCHH.

POJ'H) HOMCHKHaTypI)I J€JI B CUCTEMaTU3allun I[OKYMCHTaJ'H)HOI‘O
(donna. Tumel U BUABI HOMEHKIATYD Ael. MeTonuka u
OpraHU3alMOHHBIE TPOLEAYPHI Pa3pabOTKU U BEICHUS
HOMEHKIATYpHI Jien. J[onmoHeHne K HOMEHKIAType e, 3HaueHHe
HOMEHKJIATYPBI JICN JJIsl COCTABJICHUS OMKUCEH TOKYMEHTOB.
Homenkatypa nei Kak Kiaccu(uKkaTop B CUCTEME 3JIEKTPOHHOIO
JIOKyMEHTO000poTA.

P3.T.1

OCHOBBI TOKyMEHTHPOBaHUS

I'OCT P 7.0.97-2016. PexBu3uThHI OOUITHATEHBIX TOKYMEHTOB.
brnanku noxymeHTOB. Biibl O1aHKOB M IOPSIIOK PacIONOKEHHS
PEKBU3HUTOB B OJIaHKE (YTIIOBOE | MPOoaobHOE). OOmuii O1aHK,
OJ1aHK MIChMa, OJaHK JOJHKHOCTHOTO JIMIIA, OJIAHK KOHKPETHOTO
BUJIa IOKYMEHTa, OJIAaHK CTPYKTYpPHOTO mojpa3aeiicHus. bianku ¢
M300paKeHUEM TocyJapcTBeHHoro repoa Poccuiickoii deneparuu
u repba cyonekTa denepannu. OcoOEHHOCTH PaOOTHI ¢ OJIAHKAMU C
repOoBoit cuMmBoHKON. DopMaTel OyMaXXKHBIX JOKYMEHTOB.
TpeboBaHNs K U3TOTOBIEHUIO TOKYMEHTOB.

P.3.T.2

CocraBnenue u opopmicHHE
OT/ICNIBHBIX BHJIOB JIOKYMEHTOB

OnTuMu3anms cocTaBa JOKYMEHTOB B COOTBETCTBUU C OU3HEC-
MPOLIECCAMH U AIMUHUCTPATUBHBIMU IpoLeaypaMu. Bunel u
Pa3HOBUIHOCTH OPTaHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB.
JloroBophbl B cucTeMe OpraHu3aliOHHO-PACTIOPAIUTEIbHON
JOKYMEHTAIIHH.

OpraHun3anoHHble JOKyMeHTHI. [lonoxenue, npasuia,
HHCTPYKLUS, PETJIAMEHT — TUIIOBOH (OpMyJIsip, TpeOOBaHHUS K

o opMITEHHTO, CPOK JIEHCTBHS, OyMaXKHast U IIEKTPOHHAs POPMBI
MpEeACTaBJICHUA OpUT'MHAaJIa U KOIIHH.

PacnopsiiutenbHble TOKYMEHTHI, U37jaBaeMble Ha OCHOBE
ennHoHavanus. [Ipuka3bl 10 OCHOBHOM €SITENHHOCTH U IO
JMYHOMY COCTaBy, paclopsikeHue, nopydenue (ykasaHue) —




IpeACTaBIICHUS.

THTIOBO# (opMyIIsip, opopmIiIeHHE, CTPYKTYpa TEKCTa, CPOK
JercTBUA, (HOPMBI TIPEICTABICHUSI.

PacniopsinutenbHBIE JOKYMEHTHI KOJUIETHATBHBIX OPTaHOB
ynpasierus. [IpoTokon, moctaHOBIEHHE, pelieHne — TpeOOBaHUS
K 0()OpMIIEHHIO, CTPYKTYpa TEKCTa, CPOK AEHCTBHS, (POPMBI

CocraBnenue noQOpMIICHHE CIIPAaBOYHO-UH(OPMAITHOHHBIX
JIOKYMEHTOB. AKT, cTipaBKa, ciiy>keOHas (IoKIanHas,
0OBSICHUTETIbHAST) 3aMUCKA, 3asIBJICHUE— TUTIOBOW (GOPMYIIAp,
PEKBU3UTHI, TpeOOBaHHUA K 0(hOpMIICHUIO, CTPYKTYpa TEKCTa,
(hopMBI IpesICTaBICHUSI.

TpeboBaHus K 3JIEKTPOHHBIM coobmenusM. [lepemnucka mo
SJIEKTPOHHOM MOYTE.

ITopexBHU3UTHBIN aHAIU3 JOKYMEHTOB. IIpOTOTHUIIBI 2JIEKTPOHHBIX
1a0JIOHOB IOKYMEHTOB U KITaCCH(PHUKATOPHI.

[Tonsitue o nenoroii nepenucke. Kinaccudukaius BuaoB U
paszHoBHAHOCTEN TceM. OO1e paBuia

odopmIteHHs] peKBU3UTOB M TPeOOBaHUS K CTPYKType TeKcTa. Busl
O1aHKOB /7151 MHceM. biaHku muceM Kak 3JeMeHT (PUPMEHHOTO
ctuist. [aBHast QyHKIUS CTy’)KeOHOTO MUChbMa— YCTIeITHAS
KoMMyHHKanua. CTpyKTypa TeKCTa MMChMa B paMKax
yIpaBlieHYECKUX KOMMYHUKAIMHA. PeueBbie popMyIbl BEKIMBOCTH.
SI3BIKOBBIE OCOOCHHOCTH CITY>KEOHBIX IIHCEM U CIIOBA -«METKI
KOHKPETHBIX Pa3HOBUIHOCTEH MUCEM.

HOpeKBI/IBI/ITHBIf/i aHaJin3 CJ'Iy>KC6HOFO nucbMa. HpOTOTI/IH
QJICKTPOHHBIX Ia0JIOHOB H KJ'IaCCI/I(I)I/IKaTopBI.

1.3. HanpaBneHHe, BHUbI BOCITUTATEIIEHOM ACATCIIBHOCTH U UCII0JIB3YCMbBIC TEXHOJIOTHHU

Tabnuna 1.2
Hamnpasnenue Bu
; i . i Texnonorus Pesynbrarhl
BOCIIMTATENBHON | BOCIMTATENBHON | pooirnror oo KOMIIeTe IS 6)’
NEATEILHOCTHU NEATEIbHOCTHU JeATeTbHOCTH O0y4CHM:A
dopMupOBaHUE y4eOHO- Texnonorus [TK-13 - Cniocoben I1-1 - HaBrikamu
COLIMAJIbHO- MCCIIEIOBATENBCK | CAMOCTOSATENBHON | KBAMM(UIIMPOBAHHO | pa3pabOTKu
3HAYUMBIX asi, HAy4HO- paboThI pa3pabaTbIBaTh IIPaBOBBIX AKTOB B
LIEHHOCTEN HCCIIEA0BATENBCK IIPOEKTHI pasnuuHbIX chepax
ast HOpPMaTUBHO- IIPaBOBOIO
MIPABOBBIX aKTOB, peryIupoBaHus
I[eJIeHaIIpaBICHHA
MPUMEHSATH 00IIeCTBEHHBIX
g paboTa ¢
. MIPABOBBIC HOPMBI U | IIPOLIECCOB
uHpopmanuei
MPUHUMATh
TUISE
MIPaBONPUMEHUTEIHH
MCIIOJIb30BAHUS B
bI€ aKThHI B
MPaKTUYECKHUX
KOHKPETHBIX chepax
LEJsIX .
npodeccuoHanbHOM

JCATCIIbHOCTH,




aHAIU3UPOBATh
MIPaBOTBOPUYECKYIO,
MIPAaBONPUMEHHUTETHH
yio,
MIPaBOOXPAHUTEIbHY
10U
MIPABO3AIIUTHYIO
MPAKTUKY

1.4. IIporpamMma JUCHUIUIMHBI pealii3yeTcsl Ha TOCYyIapCTBEHHOM si3blke Poccuiickoi denepanuu .
2. YYEBHO-METOAUYECKOE U UH®OPMAIIMOHHOE OBECIIEYHEHUE JUCHUIIJIMHbI
JlokyMeHTallMOHHOE o0ecevyeHne U 1e10npous3BoacTso B 'MY

DJIEeKTPOHHbBIE pecypchl (M31aHNSA)

1. Kabamog, C. 1O.; Jlenonpon3BoACTBO U apXUBHOE JIEJI0 B TEPMHUHAX U ONPEACIICHHUSIX : y4eOHOE TTOCOOHeE. ;
®JIMHTA, Mocksa; 2018; https://biblioclub.ru/index.php?page=book&i1d=69168 (DnekTpoHHOE M3MaHKE)

2. ; KornduaenmuanpHoe ACIOMPOU3BOACTBO U 3AIIMINCHHBINA 3JIEKTPOHHBIM JOKYMEHTOOOOPOT : YUCOHUK.;
Jloroc, Mockga; 2011; https://biblioclub.ru/index.php?page=book&id=84996 (DnekTpoHHOE M3HaHUE)

3. Hemun, 0. M.; Jlemonpou3BoacTBO. JJOKyMEHTAlMOHHBI MEHEHKMEHT : ydeOHoe mocobue.; Jupekt-
Menua, MockBa, bepmun; 2014; https://biblioclub.ru/index.php?page=book&i1d=253657 (DOnexkrponnoe
W3JIaHHE)

4. PoroxwuH, M. 10.; HacTonbHast KHMTa OTBETCTBEHHOTO 32 JICJIONPOU3BOICTBO : MPAKTHYECKOE PYKOBOJICTBO.;
[Tpocmekt, Mocksa; 2019; https://biblioclub.ru/index.php?page=book&id=569909 (OnexkTpoHHOE U3TAHKE)

5., Mumennn, C. E.; Opranuzanuss ¥ TEXHOJOTHS JOKYMECHTAIMOHHOTO OOECIICUCHHS YIPaBICHHUS:
ANIEKTPOHHOE YydeOHoe mocobue : ydeOHoe mocoOue.; KemepoBckuil rocynapcTBeHHBIH YHUBEPCHUTET,
Kemeposo; 2017; https://biblioclub.ru/index.php?page=book&id=481592 (DnexrpoHHOE U31aHKE)

6. I'punbepr, A. C.; JlokymeHTanimoHHOE o0ecrieueHue ynpasienus : yueonuk.; KOuutu-Jlana, Mocksa; 2017;
https://biblioclub.ru/index.php?page=book&id=684757 (DnekTpoHHOE H3TaHKE)

7. Unpucosa, A. P.; TexHomoruu NOKYMEHTAllMOHHOTO W HMHHOBAIIMOHHOTO O0ECICUYEHUsS YIPABICHUS :
yuebHoe mocobue.; KasaHckuii HaMOHAJIBHBIN HCCIEAOBATENBCKUN TEXHOJIOTUYECKUN YHHUBEPCUTET
(KHUTY), Kazanb; 2010; https://biblioclub.ru/index.php?page=book&id=258929 (DnekTpoHHOE U3TaHHC)

IleuaTHBIE M3TaHUS

1. Kysnenos, C. JI., Ky3nenoBa, T. B.; CoBpeMeHHBIE TEXHOJOTHU JITOKYMEHTAIIMOHHOTO OOECIeYCHUS
yopaBiaeHuss : yde0. mocoOue i CTYIEHTOB BY30B, oOydaromuxcs 1o crenuainbHoctd 032001.65
"JlokyMeHTOBeIeHHEe U JIOK. obOecriedeHue ymp." u OakanmaBpuara 1o HampabieHuio "J|oKyMeHTOBeJeHUE U
apxuBoBegenue".; MOU, Mocksa; 2010 (1 3k3.)

IIpodeccnonanbubie 0a3bl JAHHBIX, HHGOPMALHOHHO-CIIPABOYHbIE CHCTEMbI
http://www.vniidad.ru — opunmansusiii cait BHUNIA ]

http://archives.ru — opurmanpHbIi caiiT PocapxuBa

Matrepnansl pis jaun ¢ OB3



Becy xontent OBC mpencraBineH B Buze (ailioB crnenuanbHOro (opmara Jjisi BOCIPOU3BEIEHUS
CHUHTE3aTOPOM PEUH, a TAK)KE B TECTOBOM BUJIE, IPUTOAHOM JUISI IPOUTEHUS C UCIOJIBb30BaHUEM SKPAaHHOM JTYTIbI
Y HaCTPOMKOM KOHTPACTHOCTH.

ba3bl JAaHHbIX, I/IH(l)OpMaI[I/IOHHO-CI[paBO‘IHBIe U MOHUCKOBBIC CUCTEMbI

1. KubepJlennnaka [DnekTpoHHBIH pecypc| : HayuyHasl SJIeKTpoHHas OmOnmoTeka. — Pexxum mocryma:
http://cyberleninka.ru,

2. AUP.Ru [DneKkTpoHHBIN pecypc] : aIMHUHUCTPATUBHO-YIPABICHUYECKUN mopTan. — Pexxum pocryna:
http://www.aup.ru/books/i015.htm,

3. eLIBRARY - Hayunas snextponnas 6ubnuoreka - http:// www.elibrary.ru

4. Znanium.com 3bC - http://znanium.com/

5. YHuBepcureTckas 6ubanoTeka onnait - http://www.biblioclub.ru/

6. Poccwuiickast rocynapctBeHHast Onbiamorexa — http:/ www.rsl.ru

7. DnexkTpoHHas OubnroTeka nuccepranui - http://diss.rsl.ru/

8. http://www.nlr.ru:8101/ Poccuiickast HaimoHansHas OnOIMOTEKA

9. http://uwh.lib.msu.su/ - Hayunas 6u6nmoreka MI'Y um. M.B.JlomonocoBa

10 CnpaBounas npaBosasi cuctema (CIIC) Koncynsrantllmtoc http:// www.consultant.ru/
11. CnpaBouno-nipaBoBas cucrema Konekce http://www.kodeks.net

12. baza pgaHHbIX "DHIUKIONENWS POCCUUCKOro mpama'. becriaTHbI KpyriocyTOYHbIM mouck. Bcee
benepaibHOE 3aK0HOIaTEeIBCTBO. DOopymbI 1t topucToB http://www.elaw.ru/online/

13. CnpaBouno-npaBoBas cucrema 'APAHT - http://www.garant.ru

3. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI
JIoOKyMeHTallMOHHOe o0ecneveHne u Aeaonpoussoncrso 8 'MY

CBeenusi 00 OCHAIIEHHOCTH JUCIHUNJIMHBI CTIENHAJIN3UPOBAHHBIM M J1a00PaATOPHBIM
000py/I0BaHNEM U MPOrPaAMMHBIM 00ecneyeHueM

Tabmuma 3.1
Ne Buawbl 3ansaTuii OCHal[IeHHOCTb ClIeHAJIBbHBIX HepequL JIMCH3UOHHOT 0
n/n MOMeLIeHHIT M MOMelleHn i IS NPOrpaMMHOro o0ecrne4eHnst
CaMOCTOAITEILHOU padoThI
1 Jlexuun Me0enb aytuTopHas ¢ CS6 Master Collection 6 Multiple

KOJINYECTBOM pabouuX MECT B Platforms Russian AOO License
COOTBETCTBUH C KOJIMYECTBOM Level 1
CTYJEHTOB

Adobe Acrobat Professional 2017
Pabouee mecTo mpemnoaBares Multiple Platforms

Hocka ayauropHas




[TepcoHanbHBIC KOMITBIOTEPHI 11O
KOJIMYECTBY 00yYaromuxcs

[Tonkmrouenue k cetu MHTEpHET

[IpakTrueckue 3aHATUS

Mebenb ayauTopHasi ¢
KOJIMYECTBOM pabo4MX MECT B
COOTBETCTBUH C KOJIHMUECTBOM
CTYACHTOB

Pabouee mecto npemnonaBarens
Jocka aynuropHas

HCpCOHaHBHBIe KOMIIBXOTCPHI I10
KOJIMYCCTBY 06yqa}omnxc;1

[Tonkmrouenue k cetu MHTEPHET

CS6 Master Collection 6 Multiple
Platforms Russian AOO License
Level 1

Adobe Acrobat Professional 2017
Multiple Platforms

Koncynbranun

Pabouee mecTo mpemnogaBaress

HepCOHaHLHHe KOMIIBROTCPEI 110
KOJIMYCCTBY 06yqa}om1/1xc51

[Toaxmrouenue k cern HTEpHET

Adobe CS 6 Standard for Mac

Adobe Acrobat Professional 2017
Multiple Platforms

Tekymuii KOHTPOJIb U

MeGenb aytuTopHas ¢

CS6 Master Collection 6 Multiple

IIPOMEXYTOYHAs KOJINYECTBOM pabouuX MECT B Platforms Russian AOO License
aTTecTauus COOTBETCTBHUH C KOJUYECTBOM Level 1

CTYZICHTOB :

Y Adobe Acrobat Professional 2017

[Tepconanbuble KOMIBIOTEpPHI 0 | Multiple Platforms

KOJIMYECTBY 00yYaromuxcs

[Tonkmrouenue k cetu MHTEpHET
CamocTosTenpHast [Tepconanpubie KommbioTepbl Mo | CS6 Master Collection 6 Multiple

paboTa CTyIeHTOB

KOJIMYECTBY 00yYaromuxcs

[Tonkntouenue k cetu MaTEpHET

Platforms Russian AOO License
Level 1

Adobe Acrobat Professional 2017
Multiple Platforms
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