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Heapb nudyyenus
AUCHHILIMHBI

[ToaroroBka GakanaBpoB K Oyayiiell mpogecCHOHaNbHON 1eATEIbHOCTH Ha
OCHOBE  OOYYEeHHsS  METOAMKE  palMOHATU3AIUU  JOKYMEHTAIIMOHHOTO
o0ecrieueHusl yIpaBlIeHUs C TIEPBBIX JIET MPOBEICHUSI ITOM PabOThl CTpaHe 10
HACTOSIIIET0 BPEMEHHU.

3agaun

— O3HAKOMHTH OOYYAIOIIMXCS C OCHOBHBIMH JTaniaMd B (DOPMHUPOBAHHH H
Pa3BUTHH METOJUKH PAUOHAIM3ANNN JOKYMEHTAIMOHHOTO O0CCIICUeHHSI
yIIPaBJICHHUS;

—  ¥V3YYHTh METOABI  OOCIICMOBAHWS, aHAIM3a M MPOSKTHPOBAHMUSI
JOKYMEHTAIIMOHHOTO O0ECTICUCHUS YIIPABIICHUS JUIS BBISIBIICHHSI COCTOSIHUS €T0
CHICTEMBI B KOHKPETHOM OpraHU3aIluH;

— HAYYUTh BBUIBIISTH 3aKOHOMEPHOCTH M3MEHEHHS 00beMa JIOKYMEHTOO00pOTa
OpraHM3aIliH, YIOPSIOYCHUSI COCTaBa JIOKYMEHTOB M JIOKYMEHTHBIX ITOTOKOB,
COKpAIIICHUS UX KOJIMYECTBA;

- BBIPAOOTATh CIIOCOOHOCTD COBEPIIIEHCTBOBATH TEXHOJIOTHUHU
JOKYMEHTAIIMOHHOTO 00€CTIeYeHHs! YIpaBlIeHHs B KOHKPETHOM OpraHu3aIliy.

Tembl
U CIHHUILIMHBI

Tema 1. Cmanosnenue u pazgumue pabom no COBEPULEHCMBOBAHUIO CMUTA
pabomsl 20Cy0apCcmeeHH020 annapama u 0elonpou3800Cmed 6 nepavie 200bl
cogemckou earacmu

CknasipIBaHME COBETCKOro ammapara ympasieHus. CTuib paboThl HOBOTO
anmapata. HeoO6xomumocts BHempenusi upuHiunoB HOT B cdepy
ylpaBieHUs. J[BUyKeHUE 32 HAyYHYI0 OPTaHU3ALMIO YIIPABJIEHYECKOTO TPYZa.
CoznaHue BEIOMCTBEHHBIX M BHEBEIOMCTBEHHBIX pal[MOHAIN3AaTOPCKUX
LEHTPOB 10  COBEPLICHCTBOBAHMIO  CTWJIA  palboThl  ammapata M
nenonpousBogctBa. Ocoboe cosemanne no HOT mpu HKIIC, 6Gropo
cragpaptusamuun  npu  BCHX;  Taraporckuii  MHCTUTYT  Hay4HOH
OpraHu3ali MPOU3BOJICTBA, Ka3aHCKMU WMHCTUTYT HAYYHOW OPTraHU3aIUU
Tpyaa. OpraHuzanus €IMHOTO  PYKOBOACTBA  BEIOMCTBEHHBIMM U
BHEBEJIOMCTBEHHBIMU paroHaIN3aTOPCKUMU LIEHTPaMHU. Otnen
HOopManu3aiuu. Paciipenne paboT Mo COBEpIIEHCTBOBAHUIO rocanmnapara u
JIeJIONPOU3BOJICTBA, BHEJIPEHHE HOBBIX OpraHU3alMOHHBIX (DOpPM MpoBeIeHUs
panroHaIN3aTOPCKOM paboTHI.

Cozpanue LIKK m HK PKU, ero nedrenbHOCTh MO 00LIEMY PYKOBOJICTBY
HOTOBCKHUM JIBI)KEHHEM U pabOTaMH 10 yJIy4IIEHUIO U COBEPIICHCTBOBAHHIO
anmapara yINpaBleHHs. YIPaBICHHE M0 YIYUIIEHHIO rocamnmnapara, OTAel
aMUHUCTPATUBHOMN TEXHUKH /ATO/, l'ocynapctBenHoe 0ropo
OpraHu3alMoHHOTO  cTpouTenbcTBa /  Oprerpoit/, ['ocymapcTBeHHBIN
MHCTUTYT  TexHuku  ympasineHus/UTY/.  BemoMcTBeHHblE — OpraHbl
panMoHaIU3ay rocanmnapara: oproropo, 6r0po 1 0TAelbl paliOHATU3ALMH.
PazpaboTka mepBBIX  METOAMK  palMOHANM3ALMK  rocammapara |
nenonpon3BoycTBa. Meroguka M.U. Bacunbesa. [IpennokeHHbIe UM 3Tarbl




U METOAbl MpoeKkTupoBaHua. Meroauka KazaHCKOro MHCTUTyTa Hay4yHOU
OpraHu3alii TpyAa. OTambl W METOAbl MpoeKTupoBaHus. PazpaboTka
€MHBIX TpeOOBaHMH K OpraHU3alMM JEJONpPOU3BOJACTBA B YUPESIKICHUSIX.
CpaBuutenbubii  aHanu3  meroguk  (E.  AmpnupoBuy, JI.A.BbI30B,
S.I'abunckuit) u ux 3HadeHue. Meroamka C.C.YaxoTuHa, e¢ 3HauycHUE.
Metonuka A.A.Dpacmyca U ee 0COOEHHOCTH. MeToNKa MHCTHTYTA TEXHUKH
YIIPaBICHUS IO COBEPLICHCTBOBAHMIO AEIONPOM3BOACTBA. COCTaB IIPOEKTa
palOHAIN3aLlUN JEIOPOU3BOACTBA

Tema 3. Memoouku payuonanusayuu OOKyMEHMAYuoHHo20 obecnedeHus
ynpasnenus 1960—-2000-x ze.

Meronuyeckue Marepuansl Bcecor3HOro Hayd4HO - HCCIIEN0BATEIBCKOIO
UHCTUTYTa JIOKYMEHTOBeNeHUss M  apxuBHoro gena (BHUNUIAJ):
Meronuyeckass ~ mporpamma  MCCIEIOBAaHMS  JIEJIONPOU3BOJACTBA B
MUHHUCTEPCTBAX u BEJIOMCTBAX, METOAUKA UCCIIEI0BAHMS
JIEJIONPOU3BOJCTBEHHBIX IIPOLIECCOB; METOAUYECKHE PEKOMEHIALUU I10
[IPaKTUYECKOMY IPUMEHEHHI0O OCHOBHBIX mnosiokeHuid EI'CJl; Metoauka
pacuera 3KOHOMUYECKOH 3((HEKTUBHOCTH BHEIPEHUSI OCHOBHBIX MOJOXKEHUN
EI'CH; pexkoMeHmauuu 1O BEACHUIO JCIIONPOU3BOACTBA B HAYYHO-
HCCIIEA0BATENBCKUX OPraHU3alusaX; PEKOMEHJALUN 110 COBEPLUICHCTBOBAHUIO
JEJIONPOU3BOACTBA B MCIOJKOMax MecTHeIX (COBETOB  JIeNyTaToB
Tpyasmuxcs. ['ocynapcTBeHHasi cuctemMa JOKYMEHTAllMOHHOTO O0ecreueHust
ynpasiieHus. Tunosas cucrema qokymeHtanuonHoro odecrneuenus (TCHO).
Mertoauueckie  pa3paboTku  Bcecoro3HOro  MHCTUTYyTAa  OPITEXHUKH
(BHMUWoprrexnuka): TumoBol NpPOEKT palMOHANBHOM  OpraHu3aniu
aJIMMHHUCTPATUBHO-YIIPaBICHUECKUX padOT; METOIUYECKHE MaTepuaybl IO
OpPITIPOEKTUPOBAHUIO; METOJMYECKHE MaTepHaibl 10 OpraHu3alud |
MEXaHU3alMu YIpPaBICHYECKOrO0 TpyJa B amnmapare MHHHUCTEPCTB U
BEJIOMCTB; pyKoBoAsAlui TexHuueckuid marepuan (PTM). Opranuzanus u
MexaHu3anus ynpasieHyeckoro tpyna B HUM u Kb.

Metoauyeckuii OmbBIT  Hay4yHO-HccienoBarenbckoro cektopa (HHCa)
MOCKOBCKOTO TOCYAapCTBEHHOTO HCTOPUKO-APXUBHOIO HMHCTUTYTa IO
MIPOBEACHUIO IIPEANPOEKTHOTO o0cie10BaHuUs OpraHu3aluu
JIEJIONPOU3BOJICTBA B ammapare MHHHMCTEPCTB U BEAOMCTB M pa3palboTke
MEPOIPHUATHH 110 €€ COBEPILICHCTBOBAHUIO.

HopmaTtuBHO-MeTOIMUECKHE MaTepHuabl o OpraHu3anuu
JOKYMEHTAIMOHHOTO  O0eclieYeHusi  yNpaBJIeHUs, [pHUMEHsEMble Ha
coBpeMenHom artane: ['COY, Tl'ocymapctBeHHble crangapThl; OCHOBHBIE
npaBuia paboThl apXMBOB OpraHU3AlMi, TEPEUHU JOKYMEHTOB CO CPOKaMH
XpaHeHusi  (TUIIOBble,  BEJOMCTBEHHbBIE,  PErMOHAJIbHbBIE),  TUIIOBHIE
UHCTPYKLIMM, HOPMAaTHBBl BpPEeMEHHM Ha paboTy ¢ JOKYMEHTaMH
(TpaAMLIMOHHBIE W ABTOMATU3MPOBAHHBIE TEXHOJIOTMH), CpPaBHUTEIbHBIN
aHaJI3 MPOrPAMMHBIX CUCTEM JAEJIONPOU3BOICTBA U IOKYMEHTOO00pOTa JIs
ABTOMATU3allMM  POCCHUMCKHX  OpPraHOB  TIOCYJApCTBEHHOM  BIJIACTH,
NPEANPUATUI U YUPEKICHUN.

Pazpadorkm  BHUMIAAJL 1990-x rr. — 2000-x Tr. mo MeTOauKe
OPTIIPOEKTHBIX padoT

Tema 4. Bonpocvl O00KyMeHmMupoganusi u opeanuzayuu pabomvl ¢
OOKYMEHmMamy 68  3aKOHOO0amelnbHO-npasosvlx  akmax  Poccutickotl
@eoepayuu. 1990-e — 2000-¢ ee.

Bonpocel noxymentupoBanuss B Konctutynum Poccuiickoit ®denepaunu.
®denepanbHblii  KOHCTUTYIIMOHHBIN 3akoH «O T'ocymapctBeHHOM TrepOe
Poccuiickoit @enepanun». OnpeneneHne nopsaka U3roTOBIEHMs], XpaHEHUs




U YHUYTOXKEHHS TepOOBBIX OJAHKOB M TMe4yared B TMOCTAHOBJIEHUU
[IpaButensctBa PO ot 27.12.1995 Ne 1268. ®enepanbublii 3akoH oT 21
HOsI0pst 1996 1. Ne 129-D3 «O OyxranrepckoM yuére» 00 00s3aTeIbHOCTH
MPUMECHECHHS] YHU(PUITUPOBAHHBIX (OPM TMEPBUYHBIX YUETHBIX JOKYMECHTOB.
[Topsmox pa3paboTKu ¥ TPUMEHEHHA O3TUX (OpM B TMOCTAHOBIICHUU
[IpaButensctBa P® ot 08.07.1997 Ne 835 u mocranoieHus I'ockomcrara
P® ot 24.03.1999 Ne 20 u ot 05.01.2004 Neo 1. S3bIk nenonpou3BOJCTBA B
denepanpHbIX 3akoHax. 3akoH Poccuiickoit @eneparuu oT 25.10.1991 Ne
1807-1 «O s3pikax HapomoB Poccuiickoit ®denepanuun» u DenepanbHbIN
3akoH oT 01.06.2005 Ne 53-®3 «O rocynapcTBeHHOM s3blke Poccuiickoit
Oenepaunny. TpeboBanuss K opraHu3aluud paboOTbl C  OOpalleHUSMU
HaceneHus B @enepanbHoMm 3akoHe oT 02.05.2006 Ne 59-@3 «O mnopsanke
paccMmoTpenus oopaieHuii rpaxaan Poccuiickoii @enepanun» u B TUOBBIX
perimaMeHTax pabOTHl (QenepaibHBIX OpPraHOB HWCIOJIHHUTEIBHOW BIIACTH,
yTBepK1€HHBIX nocTtaHoBieHussMH [IpaBurensctBa PO ot 19.01.2005 Ne 30
u ot 28.07.2005 Ne 452. NudopmanmoHHble TEXHOJIOTUU B 3aKoHaX PD ot
27.07.2006 Ne 149 «O6 undopmanmu, nHOOPMALMOHHBIX TEXHOJOTUSIX U O
samute wHQOpMammm» wW Ne 152 «O TmepCOHANBHBIX  JaHHBIX).
PeramMenTanusi JOKyMEHTUPOBAHUS TPYAOBBIX NMPABOOTHOIICHUH U PabOTHI
C KaJpoBbIMH JOKyMeHTamu B TpymoBom konekce PD (pen. 2006 r.) u
ykazoB llpe3uzneHTta O JAOKYMEHTHPOBAaHUM IIpoliecca MPOXOXKICHUS
rOCy/IapCTBEHHON CITYObI (KOHKYpPC, aTTeCTallusl, BeJeHUE JIUYHOTO Jesia U
T.J.)

Tema 5. Memoovl o06cnedosanus, auanuza U  NPOEKMUPOBAHUS
OOKYMEeHMAayuoHHo20 obecnevenus ynpaeienus. mansl NPOeKmMuposaHus
PAYUOHATLHOU Op2aHU3AUUU OOKYMEHMAYUOHH020 o0becneyeHus, 00beKmbl
uccie0o8anus

Metoabl  OpPEANPOEKTHOrO  OOCHENIOBaHMS:  HM3y4eHHE  JJOKYMEHTOB,
HENoCpeACTBEHHOe HalOmoneHue, ¢otorpadus pabouero nus (PPH),
camooTorpadus pabouyero JTHS (CoPN), XpoHOMETpax,
ONPOC/UTEPBBIOUPOBAHNE/, AaHKETUPOBaHKE, rpapUuecKuii, CTaTUCTUYECKUH.
3HayeHue KaXJJ0ro METO1a U OCOOCHHOCTH TPUMEHEHHS.

MeTto1pl aHaNIM3a MaTepUaIoB 00CIIEJIOBAHUS: CUCTEMATH3allMsI MaTepUaoB,
CpPaBHEHHUS, CTATUCTUYECKUH, TpapuecKuii, TAOIUIHBIN.

KoMIUIeKCHBINM NMPOEKT palMOHAIBHON OPraHU3alUH JOKYMEHTALMOHHOIO
o0ecriedeHurs, €ro CcocTaB: 3aJadyd OpTraHU3aluH, CTPYKTypa, IITaTHI,
OpraHMU3alIOHHbIE U HOPMAaTUBHO-METOJUYECKHE TOKYMEHTBhI OpraHU3aluu
ciyxk6 JIOY; monmydeHue M SKCIEAMLIMOHHAs 00pabOTKa JIOKyMEHTOB;
JIOCTaBKa; perucrpamnus JIOKyMEHTOB U HH(POPMAIMOHHO-CIPABOYHAS
ciyx0a, KOHTPOJIb 32 UCTIOJTHEHHEM JOKYMEHTOB U MOPYUYEHUH B YCIOBUSIX
TPAJAMIIMOHHBIX W aBTOMAaTH3UPOBAHHBIX TEXHOJOTHHA, COCTABJICHHE |
oopmiieHHe IOKYMEHTOB; yHUGUKamus U TpadapeTusanus TOKyMEHTOB
OpraHM3alysi HW3rOTOBJEHHS W Pa3MHOXKEHUS JIOKYMEHTOB; TeKyllee
XpaHeHHEe JIOKYMEHTOB, HOMEHKJaTypa [el, OKCOepTh3a IEHHOCTH
JIOKYMEHTOB; apXWB YUPEKIEHHs; OpraHu3anus paboynx MecT, OCHAallleHHe
WX CpeACTBAaMH MEXaHU3allMd W aBTOMAaTu3anuu. JIOKambHBIE MPOEKTHI
palMoHaIbHOW  OpraHu3aly  JOKYMEHTAlMOHHOTO  OOCIY>KMBaHUSA
yIPaBICHUYECKONH JIeATENhbHOCTU. Buael oprmpoektoB. OnucarenbHas
(ananmTHyeckas), rpaduyeckas U TaOJIMYHAS YacCTU OPTIPOCKTOB; pacyeT
HKOHOMHUYECKOH 3((HEKTUBHOCTH MPEIaraéMbIX MEPOIIPHITHH.

BHenpenne  KOMIUIEKCHBIX M JIOKQJbHBIX  I[POEKTOB  OpTraHU3allH
JOKYMEHTAIIMOHHOTO O0eCTeueHusl yhpaBieHHss Ha 0a3e HOBEHIIHX




TEXHOJIOTH, BLIOOP MTPOTrpaMMHOTO 00€CTIeUeHUS




