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Beenenue

B  macroAmee  BpeMsA  COBEPIIEHCTBOBAHWE  YIPABICHWA  INPOM3BOICTBEHHO-
XO3AUCTBEHHBIMU  CUCTEMAMH, MOBBHINIEHWE VYPOBHA  OpraHmaimid W S(PPEeKTUBHOCTH
YVOPABICHIECKOrO0 TPyda BO MHOTOM 3aBUCUT OT TOTO, HACKOJBKO PAIMOHAJEHO IMOCTABIEHO B
VUPEKICHAX M HA NPEANPHATHAX ENONPOM3BOACTBO. [E€pPMHMH «JIOKYMEHTHUPOBAHHE YIPAB-
JIEHUECKOW [JEeATENBbHOCTW» XApPaKTEPU3YET COBOKYIHOCTH padOT mo JIemonpor3BOACTBY
VUPEKIECHUA M II0 OPraHmaly B HAX JOKYMEHTOB. [lomaTmem «mokymeHr» onpenensaercs
nHpopMany, 3amicaHHas MOOBIM Cnoco0OM HA MOOOM MaTepuane, M3JAHHASA WIM NOTY4Y€HHAA
moOBIM  (IBUMECKUM WM IOPUTUYECKMM B T0OOO0M OpraHmmaipy I WCIOJI30BAHMA B CBOEH
NEATEIEHOCTH.

Kypc «JlokymeHTnpoBaHue ynpaBICHYECKOH AEATEILHOCTI» HaeT 0a30BEIE€ 3HAHMA B 00-
JTACTHU M3YYEHUA NENONPOM3BOACTBA M padOTHI C JOKYMEHTAMH B OpraHmsalmi. B npenmaraemeix
METOAWUECKNX VKA3AHMAX pPAaCcCMaTpUBACTCA CYIOHOCTE M coelm(puka JOKYMEHTHPOBAHMA
YOPABICHI€CKOW  EATEILHOCTH; TPOMCXOAUT O3HAKOMJIEHME C TPAKTHUKOM COCTABJICHMA
OpraHBAlMOHHBIX,  PACHOPAAWTEIRHBIX U MH(POPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB;
OBJIAJI€HUE HABBIKAMH APXMBHOIO0 XPAaHEHMHA NOKYMEHTOB M COCTABJICHWSA HOMEHKIATYPHI HEIN.

Marepran kypca o0ecrneumBaeT 3HaHUE OOMMX NPUHIMIIOB OPraHM3alMI.

[lems oOCBOCHMA IUCIMITIMHEL 3aKMrOUaeTcs B (pOpMHUpOBaHMM HAOOpa mpodecCHoHAIE-
HEIX KOMIETEHIMI OakaiaBpa M0 HANPABJICHUIO NOATOTOBKU 38.03.02 MeweoxmeHr,
(HAanpaByIeHHOCTE (mpo(wis): «YmpasieHne OMZHECOM»), OCBOEHHE CTYAEHTAMHM TEOPETHYE-
CKMX 3HAHMA B O0JACTH [OEJONPOM3BOACTBA B OPraHIBAIMM M TNPHOOPETEHHE TPAKTHYECKHX
HABEIKOB B 00macTu O(OpPMICHMA JOKYMEHTAIWH, HEOOXOOMMOW IS IPHHATHA T'PAMOTHBIX
YIPABICHI €CKUX PEILCHILL

K 3amagam mydeHwsi AUCIMAIUIMHBL OTHOCATCA: MOIYYEHWE 3HAHWN IO OCHOBHBIM IPHH-
MIaM, NOHATHAM (POPMUPOBAHMA HAYKU «J|OKyMEHTHMpOBAHME YIPABICHIECKOU [1ESTENbHO-
CTW», NPUHIMIIOB W 3aKOHOB OPTaHM3alMM JOKYMEHT0000pOTa HA MPEeanpuATHH; (POPMHPOBA-
HUA YIOPABICHYECKOM M WHOM OPraHM3alMOHHO- PACTOPAOUTEIRHOM NOKYMEHTAIM, BEIEHHE
KaIpoBOr0 IJOKYMEHTO000pOTa, CTPYKTYPY HOCTPOECHUSA JOKYMEHTO000pOTa B OpraHU3aliu;
(opMHUpOBAHME YMEHHMM TPUMEHATH MOMYUCHHBIE 3HAHMA K PEIIEHMIO BOMPOCOB MO OpraHm3a-
IMOHHBIM IPOLECCAM HA MNPEANPUATHH OBJIANEHAEC OCHOBHBIMHA HPUHIMIIAMHE (POPMHUPOBAHMA
JOKYMEHTUPOBAHUA YIIPABJICHUECKON MEATEILHOCTH, 3aKOHAMM OpraHM3allii, HABBEIKAMHU CO-
CTABJICHH HEOOXOIMMBIX YIPABIECHYECKHX TOKYMEHTOB.

B cOOTBETCTBMM C STHMM OCHOBHOM LIENBI0 NPENOAABAHMA IUCIMITIMHEL BEICTYHAET (Pop-
MHUPOBAHUE Y CTYIEHTOB 3HAHWM, HABBIKOB M YMEHMHM B 00JACTH JOKYMEHTUPOBAHMA YIPABIICH-
geCKOH NeATEeTbHOCTH.

GopmupyeMEBIE B IIPOLIECCE M3YY EHUS KOMIIET € HIIMML

OIIK-1. Coocoben pemares npo(ecCHOHATBHBIE 3a1aUM HA OCHOBE 3HAHWA (HA NMPOMEKY-
TOYHOM YPOBHE) SKOHOMHWUECKOM, OPraHimaiio HHOM W YIPABIECHYECKON TEOPHI.

OIIK-2. Cnocoben ocymiecTBiATE COOp, 00padOTKy M aHAmM3 JAaHHEIX, HEOOXOTHMMBIX
7 pelIeHUs TIOCTABICHHBIX VIOPABICHUECKHMX 3a1ad, C MCIIOIB30BAHUEM COBPEMEHHOTO WH-
CTPYMEHTAPW U UHTEJUIEKTYAJIBHBIX MH()OPMAIMOHHO- AHATUT M €CKUX CUCTEM.

[IK-8. CrnocoOen OCymeCTBAATE IE€M0BOEC OOMIEHME M NMyOJIMUHBEIE BBICTYIUICHHS, BECTH

MEPETOBOPEI, COBEIIAHMIA, OCYNIECTBIMTEL NEMOBYIO IEPEIMCKY, BECTH FOKYMEHT0000pOT Opra-
HIBAIMA U TIOAJEP/KUBATH SIEKTPOHHBIE KOMMYHHUKAIH.

Pe3yIpTaThl OCBOEHMS TUCIMIUIMHEL B PA3pe3€ KOMIET CHIIWM:

OIIK-1:

[TomHMMAaET SKOHOMMUECKHE DEMEHMA BO BCEX C(epax KM3HENEATEIBHOCTH, UCTIOJIB3Ys
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OcymniecTBigeT AEA0BOE OOMIEHNE B YCTHOM M MACHEMEHHOM (POpME HA TOCYIapCTBEHHOM
1 MTHOCTPAHHOM (BIX) fA3BIKE (aX)

MeTogmaeckne yka3zaHusad COOEPHKAT PEKOMEHOAIMNA K MPAKTHUIECKUM padoTaM CTYIEH-
TOB U CIIMCOK PEKOMEHIOBAHHOW JIMTEPATYPEL.

3amauy METOOUIECKUX YKA3aHUM MO BBEIMOJHEHWIO MPAKTMYECKUX padoT MO AUCIMILUIMHE
«JIOKyMEHTUPOBAHHE YIPABIEHIECKOU HEATEILHOCTID:

aHA3 PO MHPOPMAIMM U JOKYMEHTOB B YIIPABJICHUECKOU JEATEIbLHOCTH;

— HCCIEIOBAHME CHUCTEMEI TOKYMEHTAIMH TIPEIIPHATHA;

— M3YUYEHHE  HOPMATHUBHO-NIPABOBOU 0asel OOKYMEHTAIMOHHOTO  00ecTied eHns
YOPAaBJICHUSA,

— M3YYEHUE VMOPABICHUECKOM  NOKYMEHTAIMA W TpeOOBaHMI K COCTABICHHMIO M
O(OpMIEHIIO TOKYMEHT OB;

— CO3JaHUE IEKTPOHHBIX TOKYMEHT OB;

— pa3paboTka OPraHM3aIfOHHBIX, PACHOPAOWUTENBHEIX W HMH(POPMAIMOHHO- CHPABOTHBIX
TOKYMEHT OB;

— OpraHmsaiysa CHCTEMBI XPAHEHUA JOKYMEHTOB;

—  aHAJIM3 KOMIUIEKCHOM CHCTEMEI YIIPABJICHW] TOKYMEHTAMM HA NPEINPUATHN

[IpoBeneHne NpakTUHECKUX 3aHATHN NPEANOJIATAET AKTHBHYIO, LIEJIEHANPABICHHYIO pa-
0oty oOyuaronmxcs

[lens mpakTHgecKOro 3aHATUA — YCBOSHHE BAKHEMIIMX BOMPOCOB KYPCA W BEICTYIUIEHHE
KQKIO0r0 CTYOEHTA HA KaXKIOM MPAKTUIECKOM 3amATHM. Ha MpakTHIecKOM 3aHATHU CTYIEHTHI
OOKHEI YMETH OOBACHUTH ITOHUMAHWE HMMH BOOPOCOB TEMBI. 1A 3TOr0 mpu mOATOTOBKE K
MPAKTUIECKOMY 3aHATHIO CTYACHT IOKEH BHAMATENIRHO M3YUMUTH JIMTEPATYPY M METOOUUECKUE
pPEKOMEHIAIMNA, HOATOTOBUTECA M OTBETUTH HA JTHOOOM BOMPOC TEMBI NPAKTUIECKOrO 3aHATIH,
MPONOJIKUTE BBICTYIUIEHHE MPEABIAYIIETO BBICTYMAOMIEr0o. CTYIEHT MOKET HCHOIB30BATH OC-
HOBHBIE HOPMATHBHBIE AKTHl M KOHCIIEKTHI W3YUEHHOM JIMTEpATyphl. KaKneni CTyIeHT IOMKEH
M0 YKA3aHUIO MPENOMABATEJA OTPELEH3UPOBATE COOOMIEHWE, CAETAHHOE TPEABIAVIIIMM BBICTY-

[TATOTITHM.

Texkywias ammecmauus Kauecmed yCe0eHUA 0aKanaepamu noJayUeHHbIX 6 npouecce ooy e-
HUSL SHAHU

Texymas arrecrampsm padOTBI CTYIEHTOB OCVYIIECTBIIETCSA B IPOLECCE MPOBENECHUS
MPAKTUIECKUX 3aHATUNA HA NPOTSKEHUM CEMECTPA MyTEM OLEHKH YCTHBIX OTBETOB, 4 TAKKE pPas-
pabOTKM NPOEKTHOTO 3aJaHMA.

Ecmi cTyneHT He BBRIMOMHIWT TIPEJIOKEHHOE 3a1aHWE, a TAK¥Ke He MPOSBIIT AKTUBHOCTH
HA MPAKTUIECKUX 3aHATHAX, TO €r0 paboTa B TEUEHHE CEMECTpA OLIEHMBAETCS KAK HEYIOBJIETBO-
pureipHas. Ecm cTymeHr mpomycKaeT 3amiTHd M0 YBAKUTEIBHOW NpuduHE (1o Oonme3Hu, MHOU-
BUYAJbHBINA rpaduk 00Oy4EHHA), TO OH BBIMOJHAECT 3aJaHUA CAMOCTOATEIHLHO BO BHEAYAUTOPHOE
BpeMaA. [Ipu 3TOM TE€CTEI MOryT OBITH 3aMEHEHBI pPa300pOoM NPOOIEMHBIX CUTYAIMA MO HA3BAH-
HeIM TeMmam. lIpenmomaraercsa Take MPOMEKYTOYHAS ATTECTAIWE B (POPME BBIIOJHEHHA MHUCH-
MEHHON padoTEI B BUIE TOKIAAA.

WroroBon (opMON KOHTPOIA MO AUCIMIUIMHE BBICTYHAET 5K3aMEH, KOTOPBIA MPOBOIUT CA
B 3 cemMmecTpe.
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ITPAKTHYECKHE 3AHATHA

IIpakTH4e ckoe 3ansaTHe 1

Tema 1. Posib nHGopMaIHH H JOKYMe HTOB B VIIpaBJIe HUe CKOMH 1eATe/IbHOCTH

Ile 1b 1aHHOM TEMEI — ONPENENUTE POJIb MH(POPMAIMUA ¥ TOKYMEHTOB B YIIPABICHUECKOU
NEeATEILHOCT .

3agauyu: ompenenceHde pomM MHPOPMAIMM U JOKYMEHTOB B YIPABIEHYECKOW AEATEILHO-
CTHU NPEANPUATHA W OPTraHM3alMd Pa3MIHBIX (POPM COOCTBEHHOCTH U C(Ep AEATEIbHOCTH.

3JHAHNA H YMe HHSl, IpHOOpe TaeMble CTYICHTOM B pe3y/ibTATe OCBOC HHSI TeMbl
[paKTHYe CKOI'0 3aHATHSA, (popMHpYeMble KOMIIe TeHIIHH HJIH HX YACTH: B IPOIECCE M3yUe-
HUA JAHHOM TE€MBI CTYJEHTHI JOMKHEI 3HATH OCHOBHBIE€ TIOHATHA M HOPMATHBHO-NPABOBYIO 0a3y
JOKYMEHTAIMOHHOTO OOECTeueHns YIPAaBICHIS; TPABWIA TOKYMEHTATRHOTO O(OPMICHMI pe-
MIEHWI B VIPABJICHUA OMEPAIMOHHON (MPOM3BOACTBEHHOM) MOEATEIHHOCTH OPraHiBaIpil Mpu
BHEJIPEHUN TEXHOJIOTHUECKNUX, MPOAYKTOBBIX MHHOBAIMI WIA OPTaHM3AIMOHHBIX W3MEHEHUIL.

B npouecce m3ydyeHHs JAaHHOH TeMbl (POPMHPYIOTCH cJieIVIOIIHE KOMITe Te HIIHH:
OIIK-1, OIIK-2, ITK-8.

AKTYAIBHOCTH T€ MbI 3aKJII0UYAECTCHA B ONPEACICHAN POIA HH(POPMAIMHA W JOKYMEH-
TOB B YIPABICHICCKOH AEATEILHOCTH 00YCIOBICHA HEOOXOAUMOCTEIO amganTaiyd OpraHu3alyn
K TPCOOBAHMAM BHEUIHEH W BHYTPEHHEH Cpeabl, K OBJIAOCHHI0 HOBBIMM 3HAHMAMM M TEXHOJIOIH-
AMH, 4TO OCOOCHHO BaJKHO B YCJIOBUAX PBIHOYHOU SKOHOMMKMH.

TeoperHuyeckasi yacTh

Hoxymenmupoeanue (CoO3naHNE TOKYMEHTA) — 3amich MHPOPMAIMUA HA PA3JMUHBIX HO-
CUTEJIX N0 YCTAHOBICHHBIM NpaBwiIaM. JIOKyMEHTHUPOBAHWE — PETJAMEHTHPOBAHHBIA IPOLIECC
3amcu vH(pOpMAaIMK HA OyMare WM WHOM HOCUTENE, 00ECMEeYMBAIONMN €€ I0PUONIECKYIO0 CH-
ny. Becerma oCymiecTBIIETCA MO ONPENENCHHBIM IIPABWIAM, YCTAHOBICHHBIMH IIPABOBEIMHU HOP-
MATHBHBIMU AKTAMH WIA BBEIPAOOTAHHBIMU Tpaguimei. [[OKyMEeHTUpOBAHME MOMKET OCYIIECT B-
JATHCSA HA €CTECTBEHHOM WIM HUCKYCCTBEHHOM S3BIKAX W C UCMOJBL30BAHUEM Pa3zHOOOPA3HBIX HO-
curenen nHpopMaImm.

[Ipy mOKyMEHTHPOBAHMM HA €CTECTBEHHOM Sf3BIKE CO3IAIOTCSA TEKCTOBBIE TOKYMEHTHI,
comepanie pedeByr MH(POpMAIpo, 3a(PUKCUPOBAHHYHO MOOBIM THIOM IMCbMa WM JHOOOU
CHUCTE€MOH 3BYKO3AIMICH.

CpencrBa JOKYMEHTUPOBAHUSL:

- OPOCTHIE OPyAusA (PyYKH, KAPAHOALM U OP.);

- MEXAHMI €CKHE U SIEKTPOMEXAHMI ECKUE (AMKTO(POHEI, KUHO- M BHIEO- TEXHUKA U AP.);

- CpencTBa aBTOMATIBAIMNA — KOMIIBIOT €PHAS TEXHUKA.

TexecTOoBOM NOKYMEHT — ITOKYMEHT, COOEPKANRMI peueByio HH(POPMAIIO, 3a(PHKCHPO-
BAHHYI0 OOBIM THIOM IMChMa WIM TOO0M CHCTEMOU 3BYKO3AIMCH (MMChbMEHHBIM I OKYMEHT,
PYKOIMCh, MAIIMHOMHMCHBEIM JOKYMEHT, BUTEOrpaMMa JOKYMEHTa, (DOTOTOKYMEHT ).

Kuno-, ()OTOZOKYMEHTEI — M300Pa3UTEIbHEIE JOKYMEHTHL.

AYIHOBH3YA/IBLHBIA JOKYMEHT — JOKYMEHT, COOCPXKANMI W300pa3UTEIbHYI0 U 3BYKO-
BYIO MH(POpMAIIHIO.

KHHOTOKYMEHT — mB00pa3urensHpld WIM ayIHOBIBYAIBHBIN JTOKYMEHT, CO3TAHHBIN KU-
HEMATOrpaPUIECKUM CHOCOOOM.

@ ororpapuueckuii JOKYMeHT ((PoTOmOKYMEHT) — W300pa3uTENbHBEIN JTOKYMEHT, CO-
3daHHEIN (poTorpapuaeckuM CoocoOOoM.

NOKYMEHT NMOAMNUCAH MOHT COTEORATIE eTRerO o6,
ANEKTPOHHOM MOAMUCHIO 4 » COMCPIKATIMH MPCHMYTIT
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2. llepeuucmure OCHOBHBIE TOHATHS JOKYMEHTHUPOBAHUA YIPABICHIECKON OEATEIbHO-
CTH HA TPE ATIPUAT UL

3. Oxapakrepmyire aBTOMATH3UPOBAHHBIE TEXHOIOTMM TOKYMEHTUPOBAHMA W TOKY-
MEHT0000p0Ta KaK KOMIIOHEHT CHCTEMBI KOMIUIEKCHOW aBTOMATIBAIMU AEATEIbHO-

CTH IIPe qIPHATHA.
4. YmnpaBneHre DOKyMEHTAMM — (DYyHKIMS COBPEMEHHOIO0 MEHEIKMEHTA OPraHA3AIH

Jananus
l. PaccmoTpers THITEI JOKYMEHTOB, MCIIONB3YEMBIX B YIPABICHUECKON OEATEILHOCTH

e TPV T .
2. Pazpaborare makeT TJOKYMEHTOB IJI OPEIOPWATHA MAJoro OmHeca

JluTeparypa:
Ile peueHbL 0 CHOBHOH JIHT ePATYpPbI:
l. Kysuenora HM.B. JlokymMeHTHpOBaHME YNPABIEHUIECKOM AEATENLHOCTH [ IJIEKTPOHHBIH

pecypc]: yuebnoe mocodue nma OakamaBpoB / M.B. Ky3uenpra, I'.A. Xauarpsan. — DnekTpoH.
TekCcTOBBIE HanHeie. — Mocksa: JlamkoB u K, At [Tu Op Menua, 2021. — 240 ¢. — ISBN 978-

5-394-03274-5 — Pexum nocrtyma: http//www.iprbooks hop.ru.

Ile peyeHsb 10MOTHUTEILHOMN JTHTEPATYPHI:

1. Kay¢pman H.IO. [lokymeHrupoBanme ynpaBI€HUECKON AEATEIBHOCTH [IJIEKTPOHHBIM
pecypc]: yuedbnoe mocodwe/ Kaypman H.HO.— DnaekTpoH. TekcToBBIE gaHHBIE.— OMCK: OMCKIH
roCyIapCcTBEHHBI  wHCTUTYT  cepBuca, 2014.— 177  c¢.—  Pewwm = pgocryma:
http//ww w.iprbookshop.ru.

Tema2 JlokKYMeHT H CHCTeMbI 10 KYMe HT A1l UK

[eb: packpelTh CYIIHOCTh MOHATHA JOKYMEHTA M IBYIWTh MEXAHM3M paldoOTHl ¢
TOKYMEHT A1

3agauyu: onpenenceHyue pom HH(POPMAIMM M JOKYMEHTOB B YIPABJIEHYECKOW I EATEIBHO-
CTHU NPEANPUATHA W OPTaHM3AlMA Pa3JMIHBIX (POPM COOCTBEHHOCTH U C(EP AEATEIHHOCTH.

3HAHHUA H YMECHHA, HpHﬂﬁpETﬂE MbI€ CTYA€HTOM B pe3yijibTare O0CBOCHHHA TeMbl
MPpaAKTHYE CKOI'0 3aHATHA, qmpMI-Ip}'EMhIE KOMII€ETEHIHHH HJIH HX YaCTH: B I[POLECCCC U3YUC-

HHA OUCIAIUTMHEL CTYIEHTHI JOJDKHBI MBYYUTH OCHOBHBIE MOHATHA M HOPMATHUBHO-TIPABOBYIO
0azy OOKYMEHTAIMOHHOTO OOEeCmeueHuss YyOpaBJICHWI; METOOUKY aHampa HHPOpMAIMH O
(P)YHKIIMOHMPOBAHMA CUCTEMBI BHYTPEHHETO HJOKYMEHT0000pOTa OpraHM3aipy; YHAPUIMPOBAH-
HBIE CUCTEMBI JOKYMEHT A1MA

B nponecce H3ydyeHHs JaHHOH TeMbl (POpMHPYIOTCH cjieIVIOLIHe KOMIeTe HIIHH:
OIIK-1, OIIK-2, TIK-8.

AKTYAIBHOCTH TeMbl 3aKJ/JIIOYAC TCH B ONPEACICHMM POMM JTOKYMEHTOB B YIPABICH-
UECKOU NOEATENHbHOCTH M MX NPABWILHOM O(opmiieHny, OOyCIOBICHA HEOOXOIMMOCTBIO aaarl-

TalH OPraHmal K TPEOOBAHMAM MHKPO H MAKPOCPEIBl NPEANPHUATHA, K OBJIAJCHMIO HOBEIMH
3HAHMSIMUM 1 TEXHOJIOTHSIMHY, UTO OCOOEHHO BAKHO B YCJIOBUAX IM(PPOBIBAIIMH SKOHOMUKH.

AJOKYMEHT NoanmvucAH

3NEKTPOHHOW NoanuUcChLio CKaf 4acThb
Ceptucpukat: 12000002A633E3D113AD425FBS0002000002A6
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CucreMa JOKYMeHTAIHH — COBOKYIMHOCTh TOKYMEHTOB, B3AUMOCBI3aHHBIX MO TPH3HA-
KaM TPOUCXOKIEHUA, HA3HAYCHWA, BUIA, C(PEepBl OEATEIHHOCTH, €OMHBIX TPEeOOBAHMHA K HX
o(popmteHMIO.

CucTeMBl JOKYMEHT AlH:

l. opraHaImoHHO-paCIIOPS I UTETh HAS;

2. IUIAHOBAA,;

3. oT4uerHad;

4. mHpOpMAIMOHHO-CIPABOYHAS W CHPABOYHO-AHAJIAT Y € CKA;
5. (puHAHCOBAS;

6. mOTrOBOpHAA;

7. TO MMYHOMY COCTABY;

8. M0 MATEPHATLHO-TEXHIYECKOMY CHAOKEHHIO;

9. OTpa))arwme OCHOBHYI EATEBHOCTH OPraHM3alHm.

CHuCTeMBI JOKYMEHT ALK, OTPAKAIONME OCHOBHYIO EATEIBRHOCTH OPraHI3AINN:

l. Ha MPOM3BOACTBEHHOM NPEANPHATHH — NPOW3BOACTBEHHASA NOKYMEHT AL,
2. B reyeOHOM YUpPEIKOEHMA — CUCTEMA MEIUIMHCKON 1OKYMEHTAIWM;
3. B By3€ — CUCTEMA JOKYMEHTAIMU [0 BEICIIEMY 00pa30BAHMIO; U T.[.

OdunnaisbHblii JOKYMEHT — JOKYMEHT, CO3JAHHBIN HOPUANUECKUM WM (PI3rdecKuM
THLOM, O(POPMIEHHBIN B YCTAHOBICHHOM mopanke. K cucreme o(pmimansHOM JOKYMEHT AU
OTHOCATCSI HAYYHBIE, TEXHHUECKHE (KOHCTPYKTOPCKHE), TEXHOIOTMUECKUE, NMPOM3BOICTBEH-
HBIE, YIIPABJIEHYECKUE JTOKYMEHTHI.

Ynpagiie HUeCKHe JOKYMEHTbI — KOMIUIEKC NOKyMEHTAIMW, 00€CneumBaronIey yIpas-
JIEMOCTh OOBEKTOB KAK B pAMKAaX BCETO rOCYIapCTBa, TAK U B OTIEJILHON OPraHM3aIHNL.

JIOKYMeHTBI 110 JJHYHOMY €COCTABY — CUCTEMA JTOKYMEHTALMH [0 00ECIEYECHIIO Kaapa-
M.

JIOKYMEHT JIMYHOIr0 MPOHUCXO:KIeHHHA — JOKYMEHT, CO3JAHHBIHN JIMIIOM BHE C(EPEI €T0
CITy’KEOHOM NEATEIHLHOCTU WIM BBINOJIHEHWA OOMIECTBEHHBIX 00sa3aHHOCTEN. M Cmons3oBanue
TEPMHMHA <JIMMHBIM JOKYMEHT)» HNPUMEHUTEIBHO K 3TOH CHUCTEME JOKYMEHTAIMHA HETPABO-
MEPHO.

Bux nokymeHra — NpUHAAJIEKHOCTh IMMCHBMEHHOTO JOKYMEHTA K CHCTEME JOKYMEHT AU
MO MPMBHAKAM CONEPMKAHWA W LIEJEBOr0 HazHaueHws. Hampumep, K OCHOBHBIM BHIAM OPraHU-
3aIMOHHO-NIPABOBEIX JTOKYMEHTOB OTHOCATCA YCTABBI, IOJIOKEHWA, PETJIAMEHTHI, INTATHEIE
pacnvcaHnsA, MHCTPYKLMH, NPABWIA, MAMATKA U T.0. B CBOWO Ouepens BUA JOKYMEHTA ITOI-
pa3mensaeTcs HA PA3HOBUAHOCTU. Hampumep, pasHOBUAHOCTH MPHUKA30B — MPHKA3EI IO OCHOB-
HOH JNEATENBHOCTH, MO JIMYHOMY COCTaBy, pacrnopsxeHua. COCTaB BUOOB U PA3HOBHIHOCTEH
YOPABJIEHY €CKUX TOKYMEHTOB PETIAMEHTUPYETCSA 3aKOHOIATEILCTBOM, TOCYIapPCTBEHHBIMHU
cTaHOapramMu, OOMIEPOCCHUCKUMH KJIACCHU(PUKATOPAMH TEXHUKO-3KOHOMUYECKOH M COIMAJIE-
HOM wuH(pOpMAIMK, HOPMATHUBHBIMM TOKYMEHTAMHU M HHCTPYKIRSIMH TOCYZAPCTBEHHOM ap-
XVBHON CITYOBI.

Bonpocsl 111 00cy:KTe HHA

1. Kak pazBuBamCeE CrocoObI CO31aHMs JOKYMEHI OB?

2. lawre onpenenenne moHATHA «J]OoKymMeHT».

3. KakoBsI (pyHKI[MM TOKYMEHTA?

3. Pacckaxure 0 TUIOJIOTHM  JOKYMEHT OB.

4. ITepeuncmure TpeOOBaHNA K KAYECTBY YIPABIEHIECKOTO JOKYMEHTA.

AJOKYMEHT NoanmvucAH

3NEKTPOHHOW MOAMUCHIO HHs
Ceptucbmkar: 12000002A633E3D113AD425FB50002000002A6 C3CHT AN OCHOBHEIC OTAmbl (POPMHUPOBAHUA H
Bnapeney: Llebayxora TateaHa AneKkcaHapoBHa CACOM.
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JluTeparypa:
Ile peueHbL 0 CHOBHOH JIHTePATYpPbI:

1. Kyznenopa MU.B. JlokymeHTUpPOBAHME YIPABIEHUECKOM AEATEMBRHOCTH [ IDIEKTPOHHBIN
pecypc]: yueOnoe mocodbue nma OakamaBpoB / M.B. Ky3nuenora, I'.A. Xauarpsan. — DneKkTpoH.
TekCcTOBBIE naHHeie. — Mocksa: [lamkoB u K, Ait [Tu Op Menma, 2021. — 240 ¢. — ISBN 978-

5-394-03274-5 — Pexum mocrtyma: http//www .aprbooks hop.ru.
Ile peyeHBb JONOTHHTE/ILHOH JIHTEPATYPHI:

1. Kaypman H.HO. JlokymeHrupoBanme ynpaBI€HUECKOH OEATENBHOCTH [IJIEKTPOHHBIH
pecypc]: yuebnoe mocoduwe/ Kaypman H.HO.— Dnexrpon. TekcToBeie ganHeie.— Omck: OMCKHAM
rOCyJapCTBEHHBIM  HMHCTHUTYT cepeuca,  2014.— 177  ¢.— Pewwmm  nmocryma:
http//www.iprbookshop.ru.

IIpakTHyeckoe 3aHATHE 2.

Tema: HﬂpMﬂTHEHﬂ-HpﬂEﬂEﬂH 0aza JOKYMEHTAIIHOHHOIO o0ecreyeHu s YIIDaABJICc HHH

Hens: pacumpurs ¥ 3aKpemMTh 3HAHWA IO BONPOCAM HOPMATHBHO-TIPABOBOTO ODecte-
UEHMA OPraHM3al|i Mporecca JOKYMEHTUPOBAHWMA HA TPSANPUATHAX Pa3MuHbIX cdep nes-
TEIRHOCTH U (POPM COOCTBEHHOCTH.

3ajauyn: paccMOTPETh OCHOBHBIE HOPMATHBHO-TIPABOBEIE AKTHI, PErIAMEHTHPYIONIE
OpPraHmBaIfio0 MpOLECCa TOKYMEHTHPOBAHMA VYIIPABICHIECCKON AEATEIbHOCTU HPEAIPHATHA.

3HAHHUA H YMe HUS, IpHoOpe TaeMble CTYJIeHTOM B pe 3YJIbTATe 0CBOCHHS TeMbI PAKTHY € -
CKOI'0 3aHATHSA, (popMHpYe Mble KOMIIeTe HIUH WIH UX YACTH: OCHOBHEIE TIOHATHA U HOpMA-
TUBHO-TIPABOBYIO 043y TOKYMEHTAIMOHHOTO OOECHedYeHUs YIPABJICHUA; MPAaBWIA JTOKYMEHT AJTb-
HOr0 O(OPMIEHMA PEMIEHHMH B YMPABJICHHMA OMNEPAIMOHHOM (HPOM3BOACTBEHHOM) NEATEIEHOCTH
OpraHmaIyii Opyu BHEAPEHMM TEXHOIOTMYECKHUX, MPOJYKTOBBIX HMHHOBAIMU WIA OPTraHA3AIMOH-
HBIX W3MEHEHUM; METONMKY IMOATOTOBKH OPraHM3AIMOHHBIX U PACHOPAAUTEILHBIX TOKYMEHTOB,
HEOOXOIUMEBIX IJIT CO3AAHMA HOBBIX TNPEANPUHUMATEIHCKUX CTPYKTY];

B npomecce u3yyeHHsI JaHHOH TeMbl (POPMHPYIOTCS cJie AVIOIHEe KOMIIeTe HIIHH:
OIIK-1, OIIK-2, ITK-8.

AKTVAIBHOCTL TeMbl. M3yuenne HOpPMATHUBHO-NMPABOBOM 043kl IOKYMEHTAILMOHHOTO
oOecneueHuss YIpaBICHUA, ABJLAIOMIENCSA HEOTHEMIIEMOM YACTHIO OPraHm3alyM IMPOLECCa OOKY-
MEHTHUPOBAHM HA TIPEATIPHAT WM.

TeopeTHuyeckass 4acTh
OprammBaiMoHHO-NPABOBEIE  TOKYMEHTHI 3aKpEIUBIIOT CTATYC OpPraHu3alii KakK OPHIH-
UECKOTO JIMIA, MOPAIOK O(GOpMIEHMS OPraHM3aIMOHHO-NIPABOBOM (POPMEIL, 3aKpEITIAIOT €€ opra-
HIBAIMOHHYIO CTPYKTYPY, (POPMBEI 1 METOABI YIPABICHUA, NPABA M OOA3aHHOCTH JTOJDKHOCTHBIX

mi 1 mepconana. Oprasm3anpoHHO-TIPABOBRIE JOKYMEHTEHI COIEPIKAT MOJ0KEHHA, CTPOro 00s-
3aTEJBHBIC I WCIOJHEeHMA M PeaM3yIOT HOPMEI T'PAKIAHCKOTO M aIMHHHUCT PATHBHOTIO MpaBa,
ABJIAACHE NPABOBOM OCHOBOM AE€ATEILHOCTH OPraHM3aIMHA. IJTH JOKYMEHTEHI B 0043aTEILHOM ITO-
pAOKE NOPOXOOAT MPOLEAYPY YTBEPKICHMSA BEIMIECTOANICH OpPraHu3alvell, pyKOBOIWUTEIEM Op-
FaHMBalIMd WM €€ KO/UICTHMAJLHBEIM OPraHoM YIPABJICHWI U 00A3aTEIBLHO CONEPKAT B COCTABE
00s3aT€IbLHEIX PEKBIBUTOB TPU( YTBEPIKICHUS.

OprammarmoHHO-TMARORKIE  TOKVMEHTHI TIOAPA3ICIMIOT HA VIPEAUTCILHBEIC JOKYMEHTEI

AOKYMEHT NOANMCAH )

SHEKTPOHHOW NOANNCHIO M yCTAB) WU OPraHM3alMOHHBIE TOKYMEHTHI (II0

Ceptudpmrar: | 12000002A633E3D113AD425FB50002000002A6 TCTHAJIbHBIX COBCIIATCIBHBIX OPraHdX, MITATHOC
Bnapeneu; Webzyxosa, TatbAHa AnexkcaHaposHa MM TI0 BONPOCAM AEATEIBHOCTH, HYXKIAFOIIHAM-

MeiicTBuTeneH: ¢ 20.08.2021 o 20.08.2022 M TOKYMEHTHI).



HOpunguaeckyuM JMIIOM CUWUTAETCA Oprammainpia, KOTOpas MMEET B COOCTBEHHOCTH, XO-
34UCTBEHHOM BEICHMM WIM ONEPATHBHOM VYIPABICHHUH 000COOJECHHOE MMYIIECTBO M OTBEYAECT
Mo CBOMM 00f3aTEILCTBAM 3TUM HMMYVIIECTBOM, MOKET OT CBOET0 MMEHHM NPHOOPETATH U OCY-
NIECTBJIATE UMVIIECTBEHHBIE U HEUMYIIECTBEHHBIC IIPABA, HECTH B3ATHEIC HA ce€0a 00A3aHHOCTH B
COOTBETCTBHH CO CBOMM YCTABOM, OBLITE HCTHOM M OTBCTUHMKOM B CYIC.

HOpungyaeckoe mio AEeHMCTBYET HA OCHOBAHMM YCTAaBa, MO0 YIPEAWUTEILHOIO JOroBopa
1 yCTaBa, MO0 TOMBKO YUPEAUTEIBHOTO AOTOBOpA. B OTHEmbHBIX Ciaydasx, npeayCMOTPEHHBIX
3aKOHOM, IOPHAMIECKOE JMIO, HE SABITIONMIEECS KOMMEPYECKOM OPraHM3alMel, MOKET IEHCTBO-
BATh HA OCHOBAHMM OOIIETO MOIOKEHUT 00 opraHmm3aiyu JaHHOTO BHIA.

YupenurenbHelil JOrOBOP 3aKII0YAETCSA, 4 YCTAB YTBEPKOAAETCA €ro YUpEeaureaMu
(y4aCTHHUKAMMU).

HopmaruBno-meronnueckas 0asa OeIOnNpoM3BOACTBA - ATO COBOKYIHOCTH 3aKOHOB,
HOPMATHWBHEIX TPABOBBEIX AKTOB M METOOWYECKMX JOKYMEHTOB, PerjiaMeHTr UPYONIHX
TEXHONOTHIO CO30aHuA, OOpadOTKW, XpaHeHMA W WCHONB30BAHWA JOKYMEHTOB B TEKYIIEH
OEATEIFHOCTH YVUPEKACHWI, 4 TAKXKE perraMeHtupyronme padbory ciayx0 Aeronpou3BOACTBA -
€€ CTPYKTYpPY, (DYHKIMH, INTATHI, TEXHUUECKOE 00ECTIEYEHNE U AP. ACTIEKTHI.

HopMmaTruBHO-MpaBOBOIl aKT — 34KOH, KOJEKC, MOCTAHOBJIEHWE, MHCTPYKIMA W JIPyroe
BJIACTHOE MPEAIMCAHUE TOCYTAPCTBEHHBIX OPraHOB, KOTOPOE YCTAHABIMBAET, M3MEHAET WIH
OTMEHAET HOPMEI npasa. [Ipeamicanms HOPMATHMBHO-MPABOBEIX AKTOB HOCAT OOMIMI XapakTep U

HAMPABJIECHBI HA PETYIUPOBAHME ONPEIEICHHOTO BUAA OOmeCTBEHHBIX OTHOmEHMM. B P® u
€BPOIECMCKHX TOCYIApCTBAX HOPMATHBHO-NIPABOBOM AKT SABIIIETCA OCHOBHBIM HCTOYHHKOM

pasa.
HopmaruBHo-MeToanueckas 0aza JeIonpon3BOACTBA BKIIOUAET B CeO:

¢ 3akoHOomarensHele akThl PO B cdepe mHpopMaimu 1 1OKyMEHTALINN,

e vka3el W pacnopsaxenma [Ipesunenra P®, mnocraHoBieHMs W pacTOPSAKEHUA
[TpaBuremscrBa PO o BompocaM TOKYMEHTAIMOHHOTO OOecrnedueHnsa Ha (peneparbHOM YPOBHE;

® IIPABOBBEIE AKTHl (PeaeparbHBIX OPraHOB WCIIOJHWUT€JILHOM BJIACTH (MUHHUCTEPCTB,
BEIOMCTB, KOMUTETOB, CIyKO U 1Ip.);

® IIPABOBEIE AKTHEl OPraHOB MPENCTABUTEIBHOU M MCIOJHUTEILHOM BJACTH CYOBEKTOB
P® 1 ux TeppUrOprabHEIX 00Pa30BaHMI, PETIAMEHTHUPYIONIME BOMPOCH! AEIOMPOM3BOACTBA;

® [PABOBEIE AKTHl HOPMATHMBHOIO M MHCTPYKTHBHOTO Xapakrepa, METOIMYECKUE
JOKYMEHTHI IO IEI0NPOM3BOICTBY YUPEKICHUN, OPraHMBaIMi M Ope ANPUAT i,

— MHCTPYKLMH IO JIEJIOMPOMU3BOICTBY

- MOJIOKEHUA O CIIy’KO€ IO IEIONPOU3BOICTBY

- NOJDKHOCTHBIE MHCTPYKLMH

- Tabdens yHUpHIMPOBAHHEIX (POpPM

- MEPEYEHb PETUCTPUPYEMBIX U HEPETUCTPHUPYEMEIX TOKYMEHT OB

- EPEUYEHb YTBEPKOAEMBIX MNOKYMEHTOB M JOKYMEHTOB HA KOTOPBIX CTABUTCA
EYaTh

¢ rToCymapcTBeHHbIE cTaHAApThl HA gOokyMeHramo (I"OCTEr);

¢ yHupHIMpOBAHHEIE CcHUCTEeMBI nokyMmeHrarpm (Y CJI);

¢ OOMIEPOCCHMICKME  KJIACCHPHKATOPEI  TEXHMKO-3KOHOMMUECKOM W COLMAILHON
mapopmarmn (OKTON);

¢ TOCYZAPCTBEHHYIO  CHCTEMY  JOKYMEHTAIMOHHOTO  O0ECHEdYEHUsA  YIPABICHHS.
OcHoBHBIE TpeOOBaHMA K [JOKYMEHTaM U CIyxk0aM JOKYMEHTAIMOHHOTO O0eCnedYeHus
(FCAO0Y);

¢ HOPMATHBHBIE MOKVMEHTHL [0 OPraHU3alMy VIPABJICHUECKOr0 TPyaa U OXpaHe TPyAa;

AOKYMEHT NoanncAH
SNEKTPOHHOW NoANUCHLIO Al APXHUBHOTO XPaHCHHA OOKYMECHTI OB.

Ceprucmkat: 12000002A633E3D113AD425FB50002000002A6 rer u o0medenepanbHy0 3HAYUMOCTb.
Bnageneu: [ebsyxoBa TaTeaHa AnexkcaHgpoBHa aHUe JEJIONMPOM3BONCTBA ITO3BOJSIET TPAMOTHO

[eircteuteneH: ¢ 20.08.2021 no 20.08.2022 B TIETOM. 'HHHHDE p'EI"}CIUI BAIE OCYIECTRILT
el sl W LAVSIVAWSRL AR AN l.l."-._-"l_-"."r'].l.-l.-l. FALIFPL AW, LWL L WAL P17 e IS UﬂerIﬁ C HDE'ID]J_];E!I'D KDTDPDH EDHEID}KHD l_lpﬂE‘PL—.[E!HD
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co3nate W OPOPMUTH TOKYMEHT, OPUIAB €MY IOPUAWUECKYIO CWIY, OPraHM30BaTh JOKYMEHT O-
000poT, 1 00ECTICYUTH XPAHEHHE U UCTIOIB30BAHUE MTOKYMEHTOB TEKYIIEH OEATEIbHOC TH.

Bomnpocel st 00cyx1e HUA

I. Pacckaxure o (pemepampHOM 3aKOHOOATENBCTBE B cepe padOTHI ¢ JOKYMEHTUPOBAHHOM
nH(popMAaTIHE T

2. Ilepeuncimre  DOKYMEHTEI, IOATBEPKOAIONWE  OPraHW3alMOHHO-IPABOBOM  CTATYC
OPEONPIATHA U €70 TOCYOAPCTBEHHYIO PETUCTPALHMIO.

3. Uro takoe EnunHas cuctema KnacCUpUKAIMM W KOOAUPOBAHUA TEXHUKO-3KOHOMHUECKOW M

COIMAIEHOM  MH(pOpMATN?

Kaxue rpymsr kinaccupukaropoB Ber 3Haere?

B uem cocrour Ha3HAUEHNE M OCHOBHOE coxepianne OOmepocCHiICKOro KJACCU(DHKAT O-

pa ympaBIeHI ECKOM TOKYMEHT Al !

6. B uem cocrour HazHAUEHUE U OCHOBHOE copepxkanne OO0mepocCHiCKOro KiaacCuprKar o-
pa NpeanpuaATUA W OpPraHu3anmi’

7. Pacckaxure 0 HOPMATUBHO-METOIMUECKMX JOKYMEHTAX [0 JENONPOM3BOICTBY M
OpraHmalyyl apxuBHOTO XPAHEHWA JOKYMEHTOB.

8. KakoBel  ocobOennocrtn  wiaccupukampmy, — yHU(UKAIMM W CTaHOApTMBallMd B
€ MONPON3BOICTBE?

9. MexnyHapoaHele CTaHmZAPTH B 001acTH padOTEL ¢ JOKyMEHT AMHU.

ok

Jaranusa

1. ITpoBeCTH CpaBHUTEIBEHYIO XAPAKTEPHUCTUKY HOPMATHBHBIX JOKYMEHTOB, PETJIAMEHT U-
PYIOILMX MPOLECC OpraHv3alii JOKYMEHTHMPOBAHWA HA IPEIPUATHU.

JluTeparypa:
Ile peueHbL 0 CHOBHOMH JIHTEPATYPbI:

1. Kysumenora M.B. JlokymeHTHpOBaHME YNPaBIEHUIECKON AEATENRHOCTH [ IDJIEKTPOHHBIH
pecypc]: yuebnoe nocodbme mym OaxanmaspoB / M.B. Kysznenora, I'.A. XagaTtpaHn. — Sn€KTpOH.
TekCTOBBIE naHHeie. — Mocksa: [lamkor u K, Ait [Tu Op Menwma, 2021. — 240 ¢. — ISBN 978-

5-394-03274-5 — Pexum moctyma: http//www .aprbooks hop.ru.

Ile peyeHs 10M0THATEILHOMN JTHTEPATYPHI:

1. Kaypman H.FO. [lokymeHrupoBaHnue ympaBIEHUECKOM AEATENBHOCTH |[IIEKTPOHHBIU
pecypc]: yuedbnoe mocodwe/ Kaypman H.FHO.— Dnexrpon. TekcToBeie ganHeie.— Omck: OMCKHAM
roCyIapCTBEHHBIM  wHCTHUTYT  cepeuca, 2014.— 177  c¢.—  Pewwm  pgocryma:
http://www.iprbookshop.ru.

Tema 4

VYiipag/ie HYe CKasl JOKYMe HTAI[USI: TPeDOBAHMS K COCTABJIEHHIO H 0 ()0 pMJie HHIO,
(o pmyisip-00 paze 1, COCTAB U PACIIOJIOKE HAE pe KBH3HT OB.

NOKYMEHT NOoAanmcAH
3NEKTPOHHOW Nnoanunceio
Ceptuchukar:  12000002A633E3D1M13AD425FBS0002000002A6 [0 BOMpPOCAM HCIIOIB30BAHMA CO3OdHHA VIPAB-
Bnapeneu; Hleb3ayxoBa TateAHa AnekcaHapoBHa

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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3aJauH: IBYYUTH VOPABICHUECKYIO MOOKYMEHTAIMEO: TpeOOBaHMA K COCTABICHMIO H
oopmrenro, (Qopmymap-o0paszen, COCTAB U PACTOIOKEHHE PEKBU3UTOB.

3JHAHNA H YMeHHs, pHOOpeTaeMble CTYIeHTOM B pe3y/bTare OCBOCHHSl TeMbl
NpaKTHYe CKOI'0 3aHATHSA, (popMHpYeMble KOMIIe TeHIIHH HJIH HX YACTH: B IPOLIECCE M3yUe-
HUA JUCHMAIUITMHBEL CTYIACHTBI MOTYT OCYIIECTBIATE AOKYMEHTAILHOEC O(POPMIICHHME PEUICHUNA B
YOPABACHUN OMNEPAIMOHHON (MPOM3BOACTBEHHOM) MNEATEIRHOCTH OPraHmBalyd NPU BHEAPEHUH
TEXHOJIOTHI €CKUX, MPOJYKTOBEIX MHHOBALIMH WM OPraHM3alMOHHBIX W3MEHEHMIL

B npouecce u3ydyeHHs JAHHOH TeMbl (POPMHPYIOTCH CJie AVIOIHEe KOMIIeTe HIHH:
OIIK-1, OITK-2, ITK-8.

AKTYAIBHOCTL TeMbl. YIPABICHUE COBPEMEHHBIM NPENNPIATHEM TpPeOyeT CO3qaHuAa

pa3HOOOPA3HEIX JOKYMEHTOB, 0€3 KOTOPHIX HEBO3MOYKHO PEmIAThH 3a7aud IUIAHUPOBAHMA U Op-

TaHM3AIMY, OMEPATHBHOIO YMPABICHMA BCEMHACIEKTAMM €TO OEeATEIHHOCTIL
B mokymenrax comepxwurcsa uHpopMmaips, HeOOXoouMas i aHamu3a CUTYAlMA U TPU-

HATHA YIPABICHYECKUX PENICHAN. Y PABICHUECKUE PEIIECHM MOIy4arT JOKYMEHTAJbHYIO

(opMy s mepenadur COOTBETCTBYIOMIEN MHPOPMAIMN ¥ 00ECTEUEHN UCTIONMHEHUS PEII €HUM.

Te opeTHUHECKAA HaCThb

YmaprmmpoBanHasa cucrema mokymenraip (Y CJ[) — COBOKYIHOCTH B3aMMOYBS3aHHBIX
VHAU(DUIMPOBAHHEIX (POPM ITOKYMEHTOB, 00ECIEUMBAIONMX JOKYMEHTHPOBAHHOE IIPENCTABICHHUE
JAHHBIX B OMNPEIEIECHHBIX BUAAX XO3AMCTBEHHOW OEATEILHOCTH, CPEACTB MX BEICHW, HOPMa-
TUBHBIX M METOIMYECKHUX MATEPUATIOB IO MX pa3padOoTke ¥ NPUMEHEHHIO.

Ympukaips oOecrieunBaeT yCTAHOBICHHWE €IMHO00pasus coctaBa W (pOPM yHOpaBIeHY e-
CKAX TOKYMEHTOB, CO3JABAEMBIX MPHU PEIICHWA OTHOTHUIHBIX YNPABICHUECKUX (DYHKIMH U 3a-
nad.

Cpeou peucTByronmx B Hacrosmee Bpemsa YCJ| nenrpamsHOoe MECTO 3aHMMa-
eT YHupmMpoOBAHHAS CUCTEMA OPraHM3aIMOHHO-pacnopaaureas HOM gokymenraipm (Y COP]L).

OcunoBHele  TpeOOBaHMA K  COCTABACHHMIO W O(OPMICHHIO  OPraHA3AIMOHHO-
pacnopAANTEILHEIX JOKYMEHTroB yctanoBiaeHel craHmaprom 'OCT P 6.30-2003. YVaupuimpo-
BAHHBIE  CHUCTE€MBI  JOKYMEHTalWH.  YHUPUIMPOBAHHAL  CHCTEMA  OPraHM3AIMOHHO-
pACTIOPAOUTENLHON JOKyMEHTAuMu. |peboBanma k odopmaceHmo gokymeHroB. — M: T'occran-
napr Poccrm. 2003.

Ha ocnore mexnaynaponnsix crtanmaproB B Poccuu pazpadboran ['OCT P UCO 15489.1-
2007 «CUBU . Yrpasienne noxymeHramu. O0nme TpeOoBamay.

DTOT CTAHOAPT PETYIUPYET NPOLECCH YIPABICHMA JOKYMEHTAMH TOCYZAPCTBEHHBIX U
KOMMEpUeCKkux  oprammpampii.  OH  Os1 moaroroBiaeH — BeepoccwiickuM —— HAYYHO-
HCCIEN0BATEILCKMM MHCTUTYTOM HOKymMeHroBenenwa u apxuBHoro pema (BHUUJIAJL) ma oc-
HOBE MexayHaponuoro cranmapra ISO 15489-1:2001 Information and documentation. Records
management. General. HanvenoBanne ero yTOYHEHO MO OTHOMIEHHMIO K PYCCKOS3BIUHOMY TEpe-
Bony MexaynapogHoro craHmapra MHMCO 15489-1-2001 «Muapopmaipss U JOKyMEHTALHA.
Ynpasnenne 3amicsamvu. OOnmie TpeOoBaHMsA» B 4ACTH yOOTPEOIEHMSI TEPMMHA «3AmMCID). AH-
TJIOA3BIYHEIE TEPMUHBEI «records» u «document» B HacTOsIIEM CTaHOapTe OOBETWHEHHI B PyC-
CKOSA3BITHBIH TEPMUH «TOKYMEHT».

Crangapr peryaMpyeT HOpOLECCH YOPABICHWI AOKYMEHTAMHU B TOCYHZAPCTBEHHBIX, KOM-
MEPUYECKNX U OOMIECTBEHHBIX OPraHm3aiax. B HEM UEeTKO OpOMmMCaHa MPOLEAypa ONpeaeIeHUsI
1 WCTIOJIB30BAHMA HOPMATHUBHOM CpENBI (MPABOBBIX, HOPMATHUBHBIX, METONHMIECKUX TOKYMEHTOB)
B IEATEIILHOCTH HSTHUX OPraHu3aliMil. 3aKPEIUICHBl TPUHIMILI OTBETCTBEHHOCTHU: «OTBETCTBEH-
HOCTBH W MOJTHOMOUYMA B OOJIACTH YIPABICHUA TOKYMEHTAMM JOKHBL OBITH 4ETKO ONPENENCHEl U

AOKYMEHT, NOONNCAH aHBaIp C TEM, 4TOOBI OBLIO MPENENsHO SICHO,

SNEKTPOHHOW NOANUCKIO L
Ceprudbikar:  12000002A633E3D113AD425FB50002000002A6 0Ty C KOHKPETHBIMH JOKyMEHTami». Bmepebre

Bnapenedy; lWebsyxoea TateAHa AnekcaHapoBHa CrpeageicHa MEXKIy BCCMH COTPYIHHKAMHM Opra-
CTEIICHA CJIIOHOCTH pﬂﬁDTLI C JOKYMCHTdAMH, d

NewncTBuTEneH: c 2D.Q8.2D2‘I no 20.08.2022 ITE },’CTHHUBJIEHH T OKHOCTHBIMH }ﬂ{CTp}’I(I_H/]HMH
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1 OpPraHM3alMOHHO- PACHOPSAAUTEIEHBIMU JOKYMEHTAMH, YVTBEPKIECHHEIMU PyKOBOIUTEIEM OP-
rammaipi. TakuMm o0pa3oM, PyKOBOOWTEIb TAKKE BOBJIEKACTCS B NPOLECC YNPABICHUA IOKY-
MEHTAMHU OPraHM3aIMi 1 HECET 34 HETO OTBETCTBEHHOCTE.

B I'OCT P UCO 15489-1-2007 npencrasien HaAOOp TEPMHHOB, YIIOTPEOIAEMBIX ITPH BE-
OEHUA SIEKTPOHHOTO TOKYMEHTO000pOTA: «METATAHHBIE», «KOHBEPTHUPOBAHHE), «MUIPALMA» W
op. IT0 TeéM DOnEe BAXKHO B CBETE TOTO, YTO OCHOBHOW TEPMHHOJIOTHY ECKHUM CTAHOAPT, PETYIH-
pytonmit cpepy JOY (I'OCT P51141-98 «/lenonpon3sBoacTBO U apxvBHOE A€10. TepMUHBI M
OTPEIETIEHIA»), YK€ HE OXBATHIBACT TEPMHUHOJIOTHIO, TMPUCYIIYI0O HOBOMY «3JIEKTPOHHO-

mppoBoMmy» HampasiaeHuo B JJOVY.
Cranmapr peryJupyer BOMPOCHEI METONOJIOTHM TPOCKTUPOBAHMSA WM BHEAPEHHUS CHCTEM

VOPABJICHAA NOKYMEHTaMM, 4 TAKKE€ NPEKPAmeHusa WX npuMeHeHusA. [IpuBeneHsl M pacKpBITEHI
XAPAKTEPUCTUKA CHUCTEM VIPABJICHWA TOKYMEHTAMHW: HAJEHKHOCTh, IEIOCTHOCTH, KOMIUIEKC-
HOCTh U T.n. OnuH 13 pasznesioB CTaHmapra MOCBAMIEH NPOLECCAM YIPABICHUA JOKYMEHTAMHU H
KOHT OO 3a HUMU. DyHKIMM KOHTPONA AEAATCS 30€Ch HA KOHTPOIb 34 ACHCTBWIMH, COBEPILA-
€MBIE C JOKYMEHTOM, U KOHTPOJIb €T0 MECTOHAXOXkIEHWA, UTO MOTUEPKMBAET TECHYIO CBI3b
CTAHZAPTA C CUCTEMAMM SJIEKTPOHHOTO JOKYMEHT0000pOoTA.

Crannapr crax ocHOBHEIM B cepe JIOY u pacnpocTpaHaeTca HA CUCTEMY MEHEIKMEHTA
Kau€eCTBA, BEICTPAMBAEMYIO TI0 MexayHaponueiM craHmapram MCO.

Kaxaeni u3 peKBU3WUTOB WIPaeT ONPENEICHHYH0 POIb NMPU CO3JIaHWH U HCTOJIB30BAHUU
nokymeHnra. OOHAKO HAMOOMBMIYIO (PYHKIMOHATBHYIO W VOPABJICHUECKYH) 3HAUMMOCTH HME-
eT pekBm3ur 20 — «TekcT mokymeHray.

Y pa3nMuHBIX YNPABICHUECKHX ITOKYMEHTOB €CTh OIPENEJIEHHBIE OCOOEHHOCTH O(OpM-
neHmwst Tekcra. B arom maparpage Oyayr paccmoTpeHel 00nme TpeOoBaHua K OQOPMICHHIO U
COCTABJICHUIO TEKCTA OPraHmBalHOHHO-PACTIOPAIUT €JIb HEIX JOKYMEHTOB.

Texkcrsr TOKyMEHTOB MOTYT O(POPMIIATHECS B BUAE CBA3AHHOTO TEKCTA, TAOIMIIGI, AHKETHI
WM B BHUIOE COEOUHEHMA OTUX CTPYKTYp. Pekomenmyercs ucnoab3oBarts mpupr Times New
Roman Cyr pazmepom 12 (mns opopmaenns tadmiaueix marepuanos) v 13, 14 (nma ceazanHoro
TEKCTa).

Teker Bcex BumoB mokymenro Y COPJIl Beipaxkaer comepixaHue yIPaBJICHIECKOTO NEU-
CTBHWA, TPAMMATHIECKH M JIOTHIECKH COTVIACOBAHHYIO HMH(OPMAIMIO O HEM.

Teker OompummHCTBA OpPraHM3aIMOHHO-PACHOPAONATEIBHBIX JOKYMEHTOB COCTOWUT M3 IBYX
gacTel. B mepBOM 4acTH yKA3bIBAKOT NMPUYMHBI, OCHOBAHWA, IIEJIM COCTABIEHMS HOKyMeHTra. Bo
BTOPOM (34aKFOYWUTENBHOM) — PENIEHWUA, BBIBOMBI, MNPOCHOBI, MNPEMIIOKEHMA, PEKOMEHII AL
Tekct MoOxker comepkaTe OOHY 3AKMIOUWTENBHYI0 YAaCTh (HAMPUMEP, NMPUKA3El — PACHOPIH-
TENBHYI0 4ACTh 0€3 KOHCTATHUPYIONIEH, TMChMA, 3asIBIACHIA — OpOCh0y 0€3 MosACHEeH! ).

B Tekcre mokymeHra, moaroTOBJIEHHOINO HA OCHOBAHWM JPYTHX JOKYMEHTOB, YKA3BIBAKOT
PEKBIBUTEL TOCJIETHUX: HANMEHOBAHUE IOKYMEHTA, HANMEHOBAHUE OpPraHM3ali — aBTopa Io-
KyMEHTd, ATy JOKYMEHTd, PETUCTPALMOHHBIM HOMEP NTOKYMEHTA, 3arOJI0BOK K TEKCTY, HAIPH-
mep, noctanoBiaenne [IpaBuremsctBa Poccuiickoit Megepaipm ot 19.01.2005 No 30 «O tumoBom
pErmaMeHTE B3aMMOAEUCTBHA (PEIEepaTbHBIX OPTaHOB WCHOIHUT €715 HOM BIIACTIY.

Jlna oOnerueHwss BOCHpUATHUA TEKCT OEJAT HA a03a1pl, BKIFOYAONIME HECKOIBKO Mpe-

JIOEHAN, TOCBAMIEHHBIX OJHOM MBICIH (APryMEHTY), U ABIAIONMECA MPOCTEHIIMM KOMTIOHE H-
TOM TeKCcTa. Kaxasni ad3am OTAemdoT B JOKYMEHT € a03a1HBIM OT CTYIIOM.
Texkcer YIPABICHI €CKOTO TOKYMEHTa (pukcHpyer YOPABJICHY €-

CKYI0 MHPOPMAIIEO, KOTOpAass AOMKHA OBITHIOCTOBEPHOM, MTOCTATOUHOM M CBOEBPEMEHHOU (CM.
m 1.5). Jna toro arodsl noOyaurs ampecara COBEPIIMTH (WIM HE COBEPIIMTH) ONPEEICHHBIE
OEUCTBWA, 5Ta MH(POPMANMA OOMKHA OBITH M3I0KEHA IMOCIEIOBATEIHLHO, CBA3AHO, HEMPOTHUBOPE-

YMBO M VOEIOWUTENEHO. T.€. IBJIOKEHHE MHODODMAIMU B YIPABICHUYECKOM NOKYMEHTE IOJDKHO BE-

[JOKYMEHT NOANUCAH

SNEKTPOHHOW NOANMUCHLIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6 X OOKYMCHTOB HCIIOJIB3YVIOT IIPEIHA3HAYCHHYHO
Bnapenew: ebayxopa TaTeaHa AnexkcaHapoeHa ATbHYH) PA3HOBHOHOCTE A3BIKA — D(l)I/ILH/IHJTbHD-

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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3a mocneguve 100—150 net B A3BIKE AE€MOBOTO JOKYMEHTA BRIPAOOTAMICH TAKUE CHOCO-
OBl BBIpAKEHMA CONEPKAHWA NOKYMEHTA, KOTOPBIE obecnmeumBaroT HanOosnee s(ppexTuBHBIM 0 0-
pazoM (pUKCAIIO0 YOPaBIEHYIECKOM HH(pOpMAaImm.

OCHOBHBIE YEPTHI O(PUIMATEHO-IEJIOBOTO CTHIA:

* HEUTPATBHBIN TOH M3JI07KEHU,

* KPATKOCTH (JIAKOHMIHOCTE) TEKCTA;

* TOYHOCTH W3JIOKEHHUS, ACHOCTH BBIPAKEHMA MBICTN. HeUrpambHBINM TOH MBIIOKEHMS —
5TO HOpMAa O(MIMAIEHOTO OEI0BOr0 fA3BIKA, KOTOPAsS CBUIETENLCTBYET O HEIMIHOM XapakTepe
B3dMMOOTHOLIEHW MEXKIY aBTOPOM M agpecaToM JOKYMEHTd W ONPEIECICHHOM TWCTAHIM MEXK-
oy HAMU. Panee 0TMeduanoch OIHO M3 CBOWCTB YNPABICHU ECKOM MHPOpMAIIM — €€ O(HIATh-
HBIM XapakKTep.

Bonpocsl s 00cyx1e HUA

l. Kaxnmu 3aKOHOTATEMBPHEIMM AKTAMHU PETJIAMEHTHPYETCS OOKYMEHTAIMOHHOE O0ecrede-
HUE YOPABICHIA
Omumre OCHOBHOE COAEPKAHME TOCYNAPCTBEHHBIX CTAHOAPTOB HA JTOKYMEHTALMIO.
Yro cobou nmpencTapasastoT yHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHT AN !
YHuprmmpoBaHHAaA CHUCTEMA OPraHM3AIMOHHO-PACIIOPASUTEIHHON TOKYMEHT A1IMH.
Kakue TpedboBannsa npeabABIAIOTCA K O(POPMICHMIO JOKYMEHT OB?
Yro Takoe OmaHk gokymeHra?
KakOBBI MPUHIAITEI  OPTAHM3AIMN  AEJIONPON3BOICTBA HA NPEANPUATHN!
FOpunuaeckas cwia JOKyMEHTOB.
O¢opMaeHIE PEKBU3UTOB, ONPEICILIIONINX IOPUIMIECKYIO CIWIY JOKYMEHTOB.
. [Tepeuncmure TpeOOBaHMA K TEKCTY YOPABIEHIECKOTO TOKYMEHTA.
1. OopMmneHre peKkBU3UTOB, ONPENEIMIONINX OBWKEHUE W OTpakaronmx o0padorky u uc-
MOJIHEHUE JTOKYMEHTA.
. Tabems 1 ams00M yHU(UIIMPOBAHHEIX (POPM TOKYMEHTOB OPEI NPUAT UA.

—RYeXRXHN AP

[—
9

Jananusa
1. PazpaOoraiire pupMenHpIil OMAHK MUCHMA IJI1 TPEATPUATHA

2. HM3yuynre OCHOBHBIE PEKBMBUTHI JOKYMEHTA M OTPA3WUTE HA OJIAHKE MX PACIIONOKEHIE.
JluTeparypa:
Ile peyeHs 0 CHOBHOM JIHTepaTYpPhI:

1. Kysmenora W.B. JlokymeHTHpOBAHME YNPABICHUYECKON AEATENLHOCTU [ IDJIEKTPOHHBIM
pecypc]: yuebnoe mocodbue nma OakamaBpoB / WM.B. Ky3uenora, I'.A. Xauarpsin. — DneKTpoOH.
TekcToBbIe AanHeie. — Mocksa: JlamkoB u K, At [Tu Op Menua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum moctyma: http//www .aprbooks hop.ru.

Ile peyeHs 10N0THATEILHON JTHTEPATYPHI:

1. Kaypman H.IO. [lokymenrupoBanne ympaBI€HUECKOM IEATEILHOCTH [IIEKTPOHHBIN
pecypc]: yuebnoe mocodure/ Kaypman H.HO.— Dnexrpon. TekcToBeie ganHeie.— Omck: OMCKHAM
roCyIapCTBEHHBIM  wHCTHUTYT  cepeuca, 2014.— 177  c¢.—  Pewwm  pgocryma:

htto//www.inrbookshonp.ru.
OOKYMEHT NOONWUCAH

SNEKTPOHHOW NOAMUCHLIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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Temas
Co3nanue 3jie KTPOHHLIX J0KYMEHTOB

lean — myuyeHne 0COOEHHOCTEM CO3MIAHMSA SIEKTPOHHBIX JOKYMEHTOB WU OpPraHM3AIMH
SIEKTPOHHOTO JOKYMEHT0000p0Ta TPEIIpUATHA.
3HAHNA H YMeHH$, pHOOpeTaeMble CTYIeHTOM B pe3y/ibTare OCBOCHHSl TeMbI

NPAKTHYE CKOI0 3aHATHA, (popMHPpYVe Mbleé KOMITeTe HITHH WA HX YaACTH: (OPMHPOBAHHE HAB bI-

KOB MOKVMeHTAIbHOro ohopMIIEHH DellleHnH B VIIDABJIEHHH OIepalMOHHOH (IIPOM3BOICTBEHHON) e s-
TCIIEHOCTH D]jFﬂHI*ISEiI_lIf]]x’i ITPH BHEAPCHHH TCXHOJIOTHHCCKHX, IMPOAYKTOBBIX PMHDBHU}Iﬁ H OPTraHH3a0HOH-

HBIX HSMEHEHI’]]?I; OBJIAJCHHC HAaBBIKaAMH aBTOMATH3allHH OCHOBHBIX CITOIPOHU3IBOCTE CHHBIX Dnepaunﬁ;
YMCHHEC CO3dTh JJICKTPOHHEBIE CHCTEMEI VIIpABJICHHA JOKYMCHTAMH,

B npouecce u3ydyeHHs JAHHOH TeMbl (DOPMHPYIOTCH CJIe AVIOIHEe KOMIIeTe HIIHH:
OIIK-1, OITK-2, ITK-8.

AKTYAIBHOCTH TeMbl. CO31aHne SIIEKTPOHHBIX HOKYMEHTOB - HEOTHEMIIEMAsA 4acCTh pa-
OOTEI mpeanpuATHA. Y HOPABICHUE TNPEANPHATHAMM PAa3INIHBIX (POpM COOCTBEHHOCTH M Cep
OEATENbHOCTH TPeOyeT Cco3aaHusa pa3HOOOpA3HBIX [JTOKYMEHTOB B TOM YHCIE U B AIEKT POHHOM
BUAE, 0€3 KOTOPHIX HEBO3MOXKHO PEMIAThH 3aJa4YM IUIAHUPOBAHMA W OpPTaHM3AIMM, OHNEPATHBHOTO
YOPABICHUS BCEMU ACMEKTAMHU €T0 TEATEIbHOCTH.

B mokymenrax comepxwurcsa uHpopMmaips, HeOOXoouMas IJIA aHanu3d CUTyaluud W IIPU-
HATUS CBOEBPEMEHHBIX YNPABICHUECKHUX PELICHUI.

Te opeTHUHECKAA HaCThb

DJIEKTPOHHBIE TOKYMEHTHI CYIIECTBYIOT B BHIE OTAENbHBEIX (paiutoB wim HaOopa (paiios
(KOMIOBIOTEPHEIE IIPOTPAMMEL, 0a3bl maHHBIX U T.O.). Popmar (airta — crnocod opraHmaiym
yMeMeHroB uH(popmaipm (Ouros, OairoB) B (paime. Bum (opmara saeKTPOHHOTO TOKYMEHTA
OmpeneseT mporpaMma, ¢ NOMONIBK0 KOTOPOM JTOKYMEHT co3naH. HawOosee pacrnpocTpaHeH-
HBIE TEKCTOBBIE (JOPMATHEL:

*  OgHONPOTrpAMMHBEIE  (T.€. MNOOAEPKMBAEMBIE  ONHOM  OPOTPAMMOM),  HANPU-
mep DOC, cozgaBaemsni ¢ nomonisro MS Word;

* RTF, moggepikuBaeMsIil pa3IMIHBIMU TEKCTOBBIMHM PEOAKTOPAMHM C COXPAHEHHMEM 34a-
OAHHOTO (POPMATUPOBAHUA TEKCTA;

* PDF, cozparonmit m300pakeHne CrTpaHuipl, BKIodaroniee TekeT u rpapuky. PDE-
(paitel MOTYT OBITH NMPOYMTAHEI TP MMOMOMIM PAa3JMIHEIX MPOTPAMM, OTHAKO CO3JAOT MX TOJIb-
K0 mpu nomonmm nporpammeiAdobe Acrobat.

CymiecTByeT aBa OCHOBHBEIX CTioco0a (popmMupOBaHMA M BOCHPOM3BEICHUA TpadudeCKoro
300 paKEHN: BEKTOPHBIA U PACT POBBIIL

[Tpu pacTpoBoil rpaduke OCHOBHOM SIEMEHT PACTPOBOTO M300paKEHMA — TOUKA, U Ka-
4ECTBO M300PaKEHUA ONPENE/HIETCS KOMMIECTBOM TOYEK HA oMM (paspemennem). OCHOBHEIE
npoOsieMBl IIpu padoTE € PacCTpPOBOU rpapukon — Oosbmne O0BEMEI (PAUIOB i IMOTYYEHUA
KaueCTBEHHOTO I300pakeHisi M HEBO3MOKHOCTE MACHITAOMpOBAHMA M300pakeHWsa 0e3 morepu
kauecTBa. PacrpoBoe m300pa;eHue dame BCEro MoJydarT ¢ MOMONIBI0 CKAHMPOBAHMA WM K€
BBOJA B KOMIBIOTEP M3 IM(PPOBEIX (PoTO- U BUAcokamep. Hanbonee pacnpocTpaneHHBIE pacTpo-
BeIe (popmarel — BMP, TIFF, JPEG, GIF.

B ormmue oT pacTpoBOM BEKTOpHAS Tpa(uka HE UMEET SJIEMEHTOB M300paxeHusa, a BCE
JVHUWA OOPENENA0TCA HAYAJIHbHBIMHM TOYKAMH U OIMCBIBAIOTCS MATEMATH4ECKUMHU (POPMyIaMU.
Bekropnas rpaguka ycrpamier o0a HeOoCTaTKa pacTpPOBOM (MOTEPH AAHHBIX MPHU CiKATHH (pail-
1A, 6DJTE:IJ_IDH ﬂﬁ’BEM) Ee HCHDI[B?.}’TOT KOrjga HeoOXonmMa BEICOKAsA TOUYHOCTH M300paKeHMUA: B

PCREITANHC ,EIGI{FMEHT ﬂDﬂﬂHCAH ATCIEHOCTH "_‘pTE}HI-]LIK H HPDEI:{THD I{DHCTp}'I:{TDpCI{PE{ pﬂﬁD-
SNEKTPOHHOW NOANNCKIO opmatser: DXF, EPS, Al, CDR, VSD.
Ceptudmkar: 12000002A633E3D113AD425FB50002000002A6 MOMOILM CHUCTEM YIPABIEHUA 0azamMu TAHHBIX
Bnapeneu,: Webayxoea TateAaHa AnekcaHgpoBHa
1CY CHH AL I{DTDPDE [MO3BOJIAACT ITOJIE30BATCIIHO pﬂ-
Hencrenrened: ¢ 20.08.2021 no 20.08.2022 «dTh €€ B dKTYAJIbHOM COCT OAHHH, oDecreYuBaTh
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BCEM MOMB30BATEIAM S(PPEKTUBHBIA JOCTYH K JTAHHEIM B COOTBETCTBMM C MX MOMTHOMOYMAMH U
T.I.).

B nmemonpomsBOaCTBE M APXUBHOM J€JIE METATaHHBIE JOKYMEHTA — TEPMHH, HEOOXOIU-
MOCTh TPUMEHEHUS KOTOPOro OOYCIOBIEHA TEM, 4TO B JMOXY IM(PpPOBOM HMH(OPMAIMA METa-
OaHHeIE TproOpeTarT 0co00e 3HAUECHUE.

[TonaTne «meramanneie» ompemeneHo B MexayHapomHom craHmapre MCO 15489-2001
«Muadopmarpss v tOKyMeHTAIMEA. Y IPABJIEHAE TOKYMEHTAMID).

Meranannele — naHHBIC, OIMMCEIBAIOIIME KOHTEKCT, CONEKAHAE U CTPYKTYPY HOKYMEH-
TOB, 4 TAKIKE YIIPABJICHUE TOKYMEHTAMH BO BPEMEHN.

MeTananHeie OMICEIBAIOT KaK OYMaKHEBIE, TAK W SMEKTPOHHBIE 1OKYMEHTEI.

KoHrekcr (BHEmHASL Cpena) — 9TO0 COOEpKamascsa B JOKYMEHTE WIHM COMPOBOKIAFOMIASL
ero mHpopMaIps, MOKA3BIBAIONIAA B3aUMOCBA3bL MHOKYMEHTA C YIPABJIEHUECKON AEATEIbHOCTHIO
OpralmmsaIpy U ¢ APYTUMH JOKYMEHTAMHW. JTO HHpOpMAIMA O CAMOM MOKYMEHTE (HAmpumep,
3aroa0BOK, aBTOP, A4aTa CO34aHMA), O CO3JATENE U LEIIX CO3JaHuA AOKYMEHra (Hampumep, 00
YOPABACHIECKOM (PYHKIMT WM AEATENBHOCTH, VUPEKICHUM-CO31aTene), 00 WCIOIb30BAHNH
OOKYMEHTA (KEeM, KOT1a, MoueMy).

Conmepxanne (KOHTEHT) — 5T0 (akTndeckas HHPOpMAaIMsa TOKYMEHTA, (PUKCHPYIOMIAS
YIPABJIEHI ECKYIO0 OEATEIBHOCTE.

CTpykTypa — 5TO BHEUIHWM BUJ, M PACIIONIONKEHUE YACTEU COAEpKaHWA (HADPUMEP, HO-
CUrenab, (popMaT, OpraHM3alMsA JAHHBIX, PACIONOKEHWE PEKBH3WTOB, MIPUPTHI, NPUMEYaAHMA,
TAOMMIBEL U T.1I.), @ TAKKE HATMYHE B JOKYMEHTE CBI3EH C OAPYTMMU JOKYMEHTAMHU (THIEPCC bI-
JIOK).

Omsuueckas CTpykrypa OyMa)HOTO JOKYMEHTA HENOCPENCTBEHHO BHIHA MHOJB30BATEIMIO,
a (msuueckas CTPYKTypa IEKTPOHHOTO JOKYMEHTA, KAK YK€ YIIOMUHAJIOCH, HEIOCTOSHHA U 3a-
BUCUT OT TPOTPAMMHOTO U TEXHHIECKOTO oOecmeueHus. [IOHATHBEIM SIEeKTPOHHBIA JOKYMEHT
IEIAET €T0 JIOTHIECKAsA CTPYKTYpPa — OTHOMIEHMS MEKAY €r0 COCTABHBIMU JACT M.

Takmm o0paszom, MeramaHHele OOKYMEHTA — 3TO0 HH(OpPMAIMA, KOTOPAA MO3BOIAET
UAEHTU(UIMPOBATE MH(POPMAIMOHHBIE PECYPCHI (B TOM YHUCIE W SJIEKTPOHHBIE JOKYMEHTHI),
VIPABIIATE UMK, OCYIIECTBIATE UX IIONCK W XPAHEHUE.

JlokymMeHT mOMHIMO CBOETO MH(OPMAIMOHHOTO COAEPNKAHMSA TOKEH BKIIOYATH META-
OaHHbIe MO0 OBITH MOCTOAHHO CBA3aH C HEOOXOOUMBIMH IJIA HEHCTBUM C TOKYMEHTAMM MET a-
OAHHBIMHW. JTO HEOOXOAUMO IS TOr0, YTOOBI 00ECTIEYUThE HEM3MEHHOCTh CTPYKTYPEI JTOKYMEHT A
(ero ¢opmara ¥ B3aMMOCBA3EH MEKIY COCTABJIAIONIMMH SIEMEHTAMH) TIPU PA3JIMIHBIX OTEPALU-
AX C SNIEKTPOHHBIM AOKYMEHTOM. [IpuCyTcTBHE METAmaHHBIX AETAET MOHATHBIMU OOCTOATEIb-
CTBA, NMPU KOTOPBIX MOKYMEHT OBLT CO3[4aH, MOMYUYEH MU MUCIMOIL30BAH, — JAEJIOBOH KOHTEKCT
(BKJIO4AsA CBENEHMA O TOM, YACTBIO KAKOrO NIENOBOr0 MPOLECCA SBJLANACH MPOW3BENECHHAS OTIIE-
pais, O 1are, BpEMEHH U 00 yJaCTHHKAX JIEJIOBOM OIE PALIHH).

Bomnpocel s 00cyx1e HUA
KakoBa CynHOCTE U (POPMATEI ANEKTPOHHBIX TOKYMEHTOB?
DJIEKTPOHHAS IMOAMMCH KAK PEKBUBHT SJIEKTPOHHOIO TOKYMEHTA.
Yro cobou mpencTaBisastoT METATAHHBIE JOKYMEHTOB?
OmdpoBanne Kak Crioco0 CO3aaHMA IEKTPOHHBIX TOKYMEHTOB

2l A\

Jaganus
1. Paszpaboraiire  KOMIUIEKT O5SJIEKTPOHHBIX JOKYMEHTOB [ NPEAOPUATHA MAJOro

Om3Heca.

JIlnTenarvna:
AOKYMEHT NoarimcCAH
SNEKTPOHHOW NOANUCHIO . .
Ceptudmkar:  12000002A633E3D113AD425FB50002000002A6 YIPABJICHIECKON NEATEbHOCTH | ODIEKTPOHHBIN

Bnapeneu: lebayxora TatkAaHa AnekcadapoBHa 1.B. K}BI{E%I_l;n:j‘ﬁ'.El,ﬁ I'.A. XalIanj?_[H. — QJIEI{TpDH.
) it [Tt Op Menma, 2021. — 240 ¢. — ISBN 978-

Oencteutenex: ¢ 20.08.2021 no 20.08.2022
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Ile peyeHBb JONOTHHTE/ILHOH JIHTEPATYPHI:
1. Kaypman H.HO. JlokymeHrupoBanme ynpaBI€HUECKOH OEATENBHOCTH [IJIEKTPOHHBIM

pecypc]: yuebnoe mocoduwe/ Kaypman H.HO.— Dnexrpon. TekcToBeie ganHeie.— Omck: OMCKHAM
roCyIapCTBEHHBIM  wHCTHUTYT  cepeuca, 2014.— 177  c¢.—  Pewwm  pgocryma:
http://www.iprbookshop.ru.

IIpakTH4yeckoe 3aHATHE 3.

Tema 6 OpranusanHoHHbIE JOKYMe HTbI, HX COCTABJIe HIe H 0opMJie HHe

Henu: pacmmpure M 3aKpPEIMIb 3HAHUA N0 CO3JAHMIO M O(OPMIEHHMIO OpPraHW3aIMOH-
HBEIX JOKYMEHTOB IPEIIPUATHA.
3HAHUSA U YMe HUS, IpHo0pe TaeMble CTYIeHTOM B pe 3YJIbTaTe 0CBOCHHS TeMbl NPAKTHYE -
CKOI'0 3aHATHHA, (opMHpYeMble KOMIIeTe HIIHHA WIH HX YACTH: B NPOLECCE M3YUCHUA TUCIIH-
[UIMHEL CTYAEHTHI JAOJDKHBI HAVIUTHCS pa3padOTKE W CO3JAHMIO OPTAHM3AIMOHHBIX JOKYMEHTOB
OPEANMPUATHA, MX THIOJOTHIO, COAEPKAHME W CHeIM(HKY, OCYIIECTBIATE JTOKYMEHTAJLHOE
O(hOPMIICHHE PEIICHUHA B YOPABICHHMHA ONEPAIMOHHON (MPOM3BOACTBEHHOM) AEATEILHOCTH Opra-
HIBAIMA OpU BHEAPEHMM TEXHOJOTUIECKUX, MPOAYKTOBBIX MHHOBAIMI WIM OPTraHW3AIMOHHBIX
H3IMCHCHII.

B npouecce m3ydyeHHs JAaHHOH TeMbl (POPMHPYIOTCH CJie IYVIOIHe KOMIIeTe HIIHH:
OIIK-1, OIIK-2, TTK-8.

AKTYAILHOCTE TeMbl. OOHA W3 OCHOBHEIX VIIPABICHUECKHX (PYHKIMIM, PEATIBYEMEIX B
OeATELHOCTU OPraHM3aiii, - 5T0 (DYHKIMS OpraHu3aliy CUCTEMBEI W TMPOIECCOB YIPABJICHUS.
OprammsaipoHHas JeATEIHPHOCTE BBRIPAKAETCS B pa3padOTKe W YTBEPKIECHHUA KOMIDIEKCA Opra-
HIBAIIMOHHBIX ~ JOKYMEHTOB, COAEPKANMX MPABWIA, HOPMBI, TOJOKEHHS, YCTAHABIMBAIOMIIE
CTATYC OpraHm3aliy, €€ KOMIECTEHIMIO, CTPYKTYPY, IITATHYK YHMCICHHOCTh M JOKHOCTHOM
COCTaB, (PYHKIMOHAJIHLHOE COAEPKAHWE AEATEIHHOCTH OPraHaId B LIEJIOM, €€ IO pa3ae JICHWN
1 padOTHHKOB, WX MpaBa, 00A3aHHOCTH, OTBETCTBEHHOCTh W APYTrHE acnekTel. OpraHmsaipos-
HBIE JOKYMEHTHI COAEPKAT IOJIOKEHUA CTPOrO 00A3aTEelbHBIC A/ UCIIOJHEHUA, OHU PEATN3YIOT
HOPMBI 4MUHUCTPATUBHOTO MPAaBa U ABJISAIOTCS OCHOBOW NEATEIHHOCTH OPraHM3AIMH.

Te opeTHUECKAA HaCThb

OpramnBaiyoHHbIE JOKYMEHTH - HPABOBBIE HOPMATHBHEIE JOKYMEHTEHI, KOTOPBIE YCTa-
HABJIMBAIOT TPABWIA B3aMMOOTHOMIEHM OOA3aHHOCTEN (PIBUUECKUX WU IOPUOUIECKHAX M, Kak
MO OTHOIIEHHMIO APYT OPYTY, TaK U 00mecTBa B 1EeaOM. CymeCcTBYIOT CIEOYIONME BUIEI OPraHu-
3aIMOHHBIX JOKYMEHTOB: YCTAB, IOJI0KEHNE, MHCTPYKIMHU, NPABWIA.

[Ton ycraBoM moHMMAETCA CBOA MPABWI, PETYIMPYIONIMX AEATEIBHOCTH OpPraHW3aldiL
VUPEKICHUI, OOMIECTB M TPAKAAH, MX B3aUMOOTHOIICHUSA C APYTMMU OPTAHM3AIMAMH U T'pax-
JaHaMu, npasa M O0fA3aHHOCTH B OIPENEIIEHHOM C(epe rocynapCTBEHHOTO YNPABICHUI WIN XO-
3AUCTBEHHOM nearenpbHOoCTH. Hampumep, Ycras wenesneix nopor PO, Berepunapseni ycras u
Tak panee OTIEIBHO CIENYET BBIOEIWTH YCTABBI, ONPENE/HIIONINE OPraHMBaIMIo OIPEIEICHHOU
ceper nearenpnocTu Boopyxkenneix cwi PO (CrpoeBou ycras, JuCimmHapHeI yCTAB U TAK
nanee) OOmme yCTaBel YTBEPHKIAIOTCS BEICIIMMH OPraHAMM TOCYAAPCTBEHHOM BIACTH W YIIPAB-
JIEHWA, @ YCTABHl OOMIECTBEHHBIX OPraHM3AIMN IMPUHMMAIOTCA W YTBEPKIOAIOTCI ChE3TaAMU.
YCTaBel NpPeaNpUATHH, YYPEKICHAM M OPraHM3alii YTBEPKIAIOTCSA HMX BBEIMIECTOANIMMH Opra-

[OKYMEHT NMOAMUCAH MaMHu MecTHEIX COBETOB).
SNEKTPOHHOW INOANACHIO 'TaBJICHNA, O(DOPMIICHHS W COMEPIKAHMA TaHBI B
Ceprudmkar: 12000002A633E3D113AD425FB50002000002A6

oi1 DepeparpmL

Bnapenel: LleGayxoea TatbAHa AnekcaHopoBHa

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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[Tomoxemsi - HOPMATHBHEIE AKTHI, UMEIOMIME CBOIHBIM KOOU(PUKATMOHHBIN XapakTep u
OMpeNEJMIONINE TOPANOK 00pa3oBaHWA, CTPYKTYpPY, (PyHKImM, KOMIETEHIWIO, O00A3aHHOCTH M
OpraHmsaIpro pabOTel CUCTEMBI OPraHOB rocymapctBa. Hampumep, oOmiee momoKeHne O MUHU-
crepctBax P®, I[lomoxkenne 0 rocygapCcTBEHHOM AaBTOMOOWIBHOM MHCIEKIMH, CTPYKTYPHOTO
noppasaeseHu (Komuccuu, rpymmsl). [lomokenwsa MOryr pernaMeHrupoBarh AEATEIBHOCTE
OOJDKHOCTHEIX Ml B oTmensHyro Tpymiy ClIeqyer BEIIEIMTH IONOKEHMH, PETYIHPYIOINME CO-
BOKYIHOCTH OPraHM3AlMOHHBIX, TPYOOBEIX M JPYyTMX OTHOMIEHAHA IO KOHKPETHOMY BOIPOCY.
Hanpumep, Ilonoxenns 00 OTKpeITHAX, M300PETEHMA W PANMOHAIM3ATOPCKUX MPEIIJIOKEHIIX
WM [WnoBoe IOJIOKEHUE O BEACHUM JEJIONPOM3BOACTBA MO IPEIJIOKECHINIM, 3aABICHIIM W Ka-
n00aM rpajkaaH B TOCYZAPCTBEHHBIX OPraHa, HA NMPEANPUATHAX, B YUPEKIECHIAX M OpraHM3aId-
ax. Hamnbonee MHOTOYMCIIEHHBI PA3HOBUIHOCTH TMOJOKEHUH O MPOBENEHUM PA3IMYHBIX KOHKYP-
COB, CMOTPOB W JPYTHX MEPOIPUATHIL.

[Tonowennsas yrBEp:KIAOTCA B YCTAHOBJIEHHOM MOPAIKE.

Y CTaBel M NOJMIOKEHUA SABJIAIOTCA CIOKHBIMHM JOKyMeHramu. Mx cTpykrypa u comepika-
HIE, KAK NPABWIO, ONPEIEMIOTCA YUPEKI CHIAMU-pa3padoTunKamuL.

NagyBunyanpHele MONOKEHNA Pa3padaThIBAIOTCSA HA OCHOBE THUIOBBIX. |WMOBEIE TOJIO-
KEHWA, KaK IMPABWIO, YTBEPKIAKOTCA BBIECTOSANIMMH OPTdHAMH YIPABICHHA, 4 WHIWBHAYAJIb-
HBIE - PYKOBOJUTEIAMM NPEANPUATAA W OPTaHM3ALIMM.

OTpenpHyr0 TPyOIy IIONOKEHMM COCTABJHIOT MOJMOKEHMA, PETYIUPYIONME COBOKYII-
HOCTh OPTaHM3AIMOHHBEIX, TPYIOBEIX U JPYIMX OTHOIIEHWH MO KOHKPETHOMY Bompocy. Hampu-
mep: [lomoxkenne 0 TOKyMEHTAIMOHHOM O0ECTeUYeHMM YIIPABICHUA.

NucTpykimm - npaBOBOM AakT, M3JABAEMBIM OPraHOM TOCYJAPCTBEHHOTO YIPABICHU
(W yTBEPKOAEMEIN €r0 PYKOBOAWUTENEM) B LEIIX YCTAHOBJICHM NPABWI, PETYIUPYIOMIMX OP-
TaHM3A1MOHHEIE BONPOCHI, HAYYHO-TEXHUYECKUE, TEXHOJOTHMIECKHUE, (PMHAHCOBBIE W WHBEIE CIIE-
IMATBHBIE CTOPOHBI JEATEIPHOCTH VUPEKIECHUN, OPTraHM3alii, NPEeqnpuaATHil (MX moapasene-
HUA W CIIYO0 ), JOJGKHOCTHBIX JIMI U TPAKIAH.

NHCTpyKIMM M3IAI0TCS TAKKE B LEMAX PA3bACHEHUS M ONpPEeAENICHWI MOPAIKA MPUMEHE-
HWA 3aKOHONATEJIbHBIX AKTOB M PACTIOPAIUTEIBHEIX JOKYMEHTOB (HANPHUMED, NPHUKA30B).

3aroIOBOK MHCTPYKIMU JO/DKEH YETKO O4E€PYMBATE KPYT BOIPOCOB, OOBEKTOB M JIAIL, HA
KOTOPBIX PAaCHPOCTPAHAIOTCA €€ TpeOoBaHus.

WNucTpykipm OBIBAIOT ABYX BUIOB:

a) THIOBBIE (pa3padaTeIBa€MBIE TOCYTAPCTBEHHBIMH WIM OTPACIEBBIMHA OPTaAHAMH YIIPABJIE-

HUA [JA OJHOTWUIHBIX TPEANPUATHN, CTPYKTYpPHBIX moapaszaencennid. Hanpumep, Twurmo-

BasAd MHCTPYKIMA N0 IENONMPOM3BOACTBY B (pemepasbHBIX OpraHaxX MCIOIHWT€IBHOM BJIA-

CTH);

6) WHIVBUOyanbHbIE (paszpadaTeiBaeMble IS KOHKPETHOTO MPEANPUATHA, CTPYKTYPHOTO

nogpasnenenusa, komuccumn. Hampumep, HWucrpykima mo genompomsBoactsy 00O

«JIY U»).

[TpaBmia - MOKyMEHTEI, B KOTOPBIX M3JIOKEHBI OCHOBHBIE TPEeOOBAHWA, NPEIH ABIAEMBIE K
corpyaHukaM npennpuatua. [IpaBwna mpgaroTca no pa3auMuHBEIM BONPOCAM M YTBEPKIAIOTCA PY-
KOBOOUTEIIMU mpennpusaTuid. s padoTHMKOB Ba)KHO 3HATH MPABWIA BHYTPEHHETO PacCHOpsIKa
OpraHmalyH.

Oprammamya paOOTE NPEANPUATHA, B3aUMHBIE O0SM3aHHOCTH pPAaOOTHMKOB MU 4 IMUHU-
CTpaiyy, NPENOCTABICHHE OTHYCKOB, KOMAHIMPOBAHUE COTPYIHAKOB, BHYTPHOOBEKTHBIN pe-
KM W OPYTHE BOMNPOCHEI OTPAKAIOTCA B MNPABWIAX BHYTPEHHETO TPYAOBOTO pACTOpAKA. JTH
JOKYMEHTBl COCTABJLIIOTCA HA OJAHKE MNpeanpuATHA, COIVIACOBBIBAIOTCA NMyTEM 00 CITyKUBAHUA
HA COOpaHMM TPYOOBOTO KOJUIEKTHBA, BH3UPYHOTCA IOPACTOM M YTBEPKIAIOTCA JUPEKTOPOM

ITDE AMTDUAT WA
AOKYMEHT MNOAICAH SIUIATONIMNA JODKHOCTHOM W YHCJICHHBEIA COCTAaB
3NEKTPOHHOW Nnoannceio A o
Cepruddikar: | 12000002A633E3D113AD425FB50002000002A6 (porma 3apadOTHOM IUIATEL.
Bnapeneuy: LiebayxoBa TatkAHa AnekcaHOpoBHa P IpedIpUATHA, € VKA3dHUCM TERPCHHA OKHO-

OJDKHOCTHBIX OKJADOB, M MECIgHOM (hoHme
[leiticTenTeneH: ¢ 20.08.2021 no 20.08.2022 ., A AOB, tb HAL
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[IITaTHOE pacmicanie COTEPKUT CIEIYIONME PEKBIBUTEHIL

l. HanMeHOBAaHWE OpraHU3allY,

2. HAaNMEHOBAHME BHOA JOKYMEHTA,
3. nmara;

4., MecTom3gaHui;

5. rpud) YTBEPKIECHUS;

6. TEeKCT;

7. BIBHI

8. TOOIMHCE.

[TonmiceiBaeTCsA mMTaTHOE PACIMCAHUE 3AMECTHUTEIIEM PYKOBOIUTEI, COTJIACOBRIBACTCA C
rn.0yxranrepomM, YIBEpKIAETCS pykoBoaureneM npeanpusatusa. ['pud yreepixmenns 3aBepsercs
€Y AT IO OpraHm3aIH.
M3Mmenenns B IITATHOE PACIMCAHME BHOCATCSA NPUKA30M PYKOBOIAWUTENS MPENNPUATHSL.

CtpykTypa ¥ mTaTHAS YHUCJICHHOCTH - OPTAHM3AIMOHHEIN JOKYMEHT, B KOTOPOM YKAa3BI-
BAIOTCS BCE€ CTPYKTYPHBIE MOAPA3IEACHMA NPEANPHATHA, BBOAVUMEBIE HA TPEIOPUATHH TOTKHO-
CTH U KOMMIECTBO IITATHRIX €IMHMII IO KAXTOH U3 JODKHOCTEH. (COCTaBIAECTCSA M MOAMMCHIBA-
€TCSA TAK/KE KAK U ITATHOE PACIMCAHIE ).

[IpaBuna BHYTpPEHHETO TPYIOBOTO paCHOPAAKA- OPTAHM3AIMOHHBEIA JTOKYMEHT, B KOTO-
POM OTPa)ArOTCA CIEAYIOME BOMPOCE:
opraHmanysa padOTHEl NPENIPUATHS;

B3aUMHEIE€ 0053aHHOCTH PAOOTHUKOB W aIMWHACT DALMY,
OpeJOCTABIEHHE OTITyCKOB;

KOMAHIUPOBAHUE COTPYIHUKOB;

BHYTPHUOOBEKTHBIN PEAKHM.

[TpaBa cocraBmaroTcs HA OJAHKE MPEATPUATHS, COTJIACOBBEIBAIOTCS MYTEM OOCYIKICHUS
HA cOOpaHMM pabOTHUKOB MPEANPUATHA , BH3UPYETCSA IOPUCTOM W YTBEPKIOACTCSH PYKOBOIWT €-

JIEM TIpE AIIPHAT V..

SNk W=

Bomnpocsl 1151 00cyxIe HUA

o
-

Pacckasxure 0 HA3HAYEHMM U BUIAX OPraHMBAIMOHHEIX JOKYMEHTOB.

KakoBsl mpaBwna cocrasiaenua u oopmienns Komekca KOprmopaTuBHOU STHUKH!
OxapakTepm3yure ycTaB, NOJIOKEHUE 00 OpraHM3anyy, MOIOKEHHE O CTPYKTYPHOM
TOJT Pa3 1€ JIEHH.

KakoBEI mpaBwia COCTABIEHMA W OPOPMIIEHHS TOJKHOCTHEIX HMHCTPYKIAH?
CTpykTypa ¥ mIraTHas YUCICHHOCTH, IITATHOE PACIMCAHIE.

WNHCTpyKIpm OpraHm3ayo HHO-METON MY €CKOr0 HA3HAYEHUSA M IIPABWIA.
[IponieccHbIe permaMeHrEsl IPeapraT Us.

JIOKyMEHTBI CUCTEMBI MEHEIKMEHTA KA4ECTBA.

KakoBel npaBwia COCTaBaCHUA U O0(hOPMIIEHMA 1OrOBOPOB?

10 JIng KOHKpeTHOTO MpennpusaTHsa N0 BBIOOPY CTyaeHTa pa3padoraTe OCHOBHBIE BHIEI
OPraHmalyoO HHEIX JTOKYMEHTOB

il

i

3amaHue:

1. Paspaborate mDaker OpraHM3aIMOHHBIX TOKYMEHTOB IJIA MPENTNPUATHSA MAJIOrO Ou3-
HECA.

[IOKYMEHT MOAMUCAH
SNEKTPOHHOM NMOAMUCHIO
CepTuchvkat:  12000002A633E3D113AD425FB50002000002A6

Bnageney;  LeGsyxoea TatsaHa AneKcaHapoBHa YOPABAEHI €ECKON OE€ATENBHOCTH | DJIEKTPOHHBIH

) 1.B. Ky3nenosa, [''A. XauaTtpsHn. — DIEKTPOH.
Newnctentened: ¢ 20.08.2021 no 20.08.2022
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TekCTOBRIE nauHeie. — Mocksa: [lamkos u K, A [Tu 3p Menua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum mocrtyma: http//www .aprbooks hop.ru.

Ile peyeHBb JONOJTHHTE/ILHOM JIHTEPATYPHI:

1. Kaypman H.1O. JlokymeHrupoBanme ynpaBI€HYECKON AEATENBHOCTH [IDJIEKTPOHHBIH
pecypc]: yaedbnoe mocobue/ Kaypman H.HO.— DnekTpon. TekcToBeie manHbpie.— Omck: OMCkui
roCyIapCcTBEHHBI  wHCTUTYT  cepBuca, 2014.— 177  c¢.—  Pewwm = pgocryma:
http//www.iprbookshop.ru.

Tema7 Cocrae u co3ganne PAaCoOpAIHTE/IbHBIX TOKYMEHT OB

Henn: pacumpures ¥ 3aKpPEeTMTh 3HAHWA MO CO3AHMIO M O(POPMICHHMIO PACTIOPSAIHT €IIh-
HBIX JOKYMEHTOB IIPEIIPHAT VL.

3JHAHNA U YMeHHs, IpHOOpeTaeMble CTYAeHTOM B pe3y/bTare OCBOe HHSl TeMbl
[paKTHYe CKOI'0 3aHATHSA, (popMHpYeMble KOMIIe TeHIIHH HJIH HX YACTH: B IPOIECCE M3yUe-
HI JUCLMITIMHEL CTYIEHTHl JOJDKHBI HAYYUTHLCS pa3padaTeiBAaTh U CO31aBATH OCHOBHEIE PaC-
MOPAAUTENLHBIE TOKYMEHTH TPEATPUATHA, HMMETH NMPEACTABICHUE O UX THITOIOTHH, COIEPiKa-
HI 1 CIEIM(UKE, OCYMIECTBIATE JOKYMEHTANBHOE O(OPMICHHE PEIICHWN B YIPABICHAM XO-
3AUCTBEHHOU J1€ATEIbHOCTH OPraHM3 AT .

B npouecce u3ydyeHHs JAHHOH TeMbl (POPMHPYIOTCH CJie AYVIOIHEe KOMIIe Te HIHH:
OIIK-1, OITK-2, TTK-8.

AKTYATBHOCTH TeMbl. OCHOBHOE HA3HAYEHHE PACTIOPAIUTEIBHBIX JOKYMEHTOB — pery-
JTVPOBAHVE [OEATEILHOCTH, MHO3BOJLIIONICE OpraHy VOPAaBJICHWA OOECIEYMUBATHL PEATMBALMIO I10-
CTABJIEHHBIX MEpE HUMU 3anad. PacmopsaaurenbHble TOKYMEHTHl CONEPMKAT PELIEHUd, UYL
CBEpXY BHIB. IMEHHO 5TH TOKYMEHTHI peaM3yioT YIPABIAEMOCTE OO BEKTOB IO BEPTHUKAIM.

Te OpeTHUECCKAA YACTh

PacropsanurensHele TOKYMEHTHI WIPAIOT 0YE€Hb BAKHYIO POJIb B YOPABICHHM YUPEKIE-
HIAMHY, OPEANPHATHAMH U OPraHU3AlMAMM.

PacropsaaurensHele JOKyMEHTHI - JOKYMEHTHI, HOCAIIME AIMUHACTPATHUBHEIN XapaKTEP U
OOpamieHHBIE K HIKECTOSANMM WIM NOTYWHEHHBIM OPTaHM3alMAM, TPYIIAM WM OTIEIbHBEIM
OOJKHOCTHRIM JMIaM. OCHOBHOE HA3ZHAUEHHE PACTIOPSAAUTENIBHBIX JOKYMEHTOB- PETYIMPOBAHME
OEATEIbHOCTH, MO3BOJLIIONIEE OpPraHy ynpaBieHusA 00eCrmedMBATh PeaM3AIMI0 IMOCTABICHHBIX
mepesy HUM - 3aaad, [OOay4aTh MAKCHUMAJIBHBIM  S(PQPEKT OT CBOEH JIE€ATEILHOCTH.
(Cxema nOArOTOBKUA PACHOPSIUT EIEHEIX JOKYMEHTOB:

BCECTOPOHHEE IBYUYEHHE BOMPOCA, MOATOTOBKA MPOEKTA JOKYMEHTA;

COTJIACOBAHME TEKCTA U €T0 MOMMCAHNE;

O0CYyKIE€HME W NPUHATHE NOKYMEHTA HA 34CENAHMAX KOJUIETHANBLHOTO OpraHa (mocTra-
HOBJIEHHE, PEUICHNUE)

Teker pacnopagurensHOr0 HOKYMEHra COCTOMT W3 B3aMMO3AaBACHMBIX [JIBYX 4ad-
CTEW: KOHCTATHPYIOMIEN W PaCHOPSIUT €JThHOM.

KoncTarupyromias 4acTh SBIAETCA BBEAEHUEM B CYMIECTBO pACCMATPUBAEMOrO BOIMPOCA,
Op3BaHA OOBACHUTH, UEM BBI3BAHBEI pacropsxeHua. KoncraTtupyronas 4acTe He0OsA3aTENnbHA,
OHA MOXKET W  OTCYTCTBOBATh, €CJIM HET HEOOXOAMMOCTH  [OaBaTh  IMOSCHEHMS.
OCHOBHYIO HATPY3KY HECET pACTIOPSAAWTEILHAS YaCTh.

PacrmopanurensHas 4acTh M3JAraeTcsA B MNOBEIMTENLHOM (popme. B 3aBUCHMMOCTH OT BHUOA

nokymenra oHa HaumHaercsa ciaoBamu: [IOCTAHOBMWII (moctanoBnenws), PEHIAET (PEILIIT)

NJOKYMEHT Noanvcad
SNEKTPOHHOW NMOAMUCHIO . .
Ceptudbmkar:  12000002A633E3D113AD425FB50002000002A6 IX JOKYMCHTAX OPraHm3diiiy, OJCHCTBYIOIINX Hd
Bnapeney: Lebayxora TareaHa AnekcadapoBHa rax, aapcCOBAHHBIX PYKOBOICTBY OpPraHH3alili,

MIIA €IUMHCTBEHHOTO YHCIIA (npm{aamﬂam, pe 11 -
Newncteutened: ¢ 20.08.2021 no 20.08.2022
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Bunbl pacrnopsaInTeIsHEIX JOKYMEHT OB:

[TocTanoBnenne - 3TO ONPaBOBOM AKT, NPUHUMAEMBIN BBICIIMM W HEKOTOPBIMH LIEHT PATH-
HBIMHU OpPraHaMH KOJUIETMAIBHOTO YIPABJCHMA B LEMAX pA3pelICHUs HAuOOJIee BAKHBIX W MPHUH-
IMIMMAJIBHBIX 3aJa4, CTOANMX IEPEN NAHHBIMH OPrdHAMM, M YCTAHOBJIEHMA CTAOWIBHBEIX HOPM
MpABWI TOBE]ICHUAL.

[TocTanoBnEeHNA NPUHMMAIOTCA BBICIIMMM OPraHAMH T'OCYJApCTBEHHOM BIACTH MO Opra-
HIB3ALMOHHEIM, XO3SHCTBEHHBIM, HNOJIMTHIECKUM M JPYTHM BOIPOCAM, CBA3AHHBIM C OCYIIECTB-
JIEHUEM WX ITOJTHOM OYHH.

DopMyip MOCTAHOBICHWA HMEET CIEAYIONME PEKBU3UTHL:

repd P® wm cyOBekra;

HAMMEHOBAHUE OPTraHA3aIMH, W3JABIIMHA TOKYMEHT;

HAMMEHOBAHUE BHUAA JOKYMEHTA;

MECTO COCTABJICHH;

aara JOKYMEHTA, PETUCT PAIIMOHHBIA HOMED;

3arONOBOK K TEKCTY;

TEKCT;

IO A ITHC U

BH3EI COTJIACOBAHMA.

[TpoekTsr mocTaHOBIEHMA 00A3aTEIBHO BIBUPYHOTCA FOPUCKOHCYILTOM. [lommickiBaercs
MOCTAHOBJIEHUE PYKOBOIUTEIEM OpPraHa, W3JABIIETO JAHHBIA JOKYMEHT.

[Ipuka3z (mo OCHOBHOM HOEATEIEHOCTH) - OPABOBOM AKT, MBIABAEMEIA PYKOBOIUTEIEM
NPEONPUATYE, UL PA3PENIEHNs OCHOBHBIX M ONEPATHUBHBIX 3aa4 CTOANINX IEPEXN IpPEeIPUAT U-
EM.

[Tpukazamu odopmirtrorcs:

MOPASOK IEATEILHOCTH NPEIIPUAT A,

PEMIEHNA Y MOPYYEHUA IO OpraHms3aliyy padoTHI;

OPraHM3alMOHHBIE MEPOTIPUATHA,

UTOTH PadOTHI;

PE3YIBTATHI PEBU3MML

[Tpukazsr m3garoTcss TOMBKO NpU HEOOXOOMMOCTW. M3menenws, OOMOMHEHMs, OTMEHa
MPUKA30B MPOM3BOAUTCA TOJBKO Tpukazamu. [logmiceiBaeT mpukas pyKOBOOMWTEL OPraHM3alMd
WM €T0 3aMecTurens. [Ipukas BCTymer B Cwily ¢ MOMEHTA HNOAIMMCAHMA, ECJIM B TEKCTE HE yKa-
3aH IPYrOod CPOK BBEINEHUA €T0 B 1EHCTBHE.

Pacrnopsxenne - npaBoOBOM aKT, M3IABAEMBIM MO ONEPATHMBHEIM BOMPOCAM HA MNPEINPHA-
TWAX €JMHOIMYHO 3aMECTUTEJIIMU IEPBOTO PYKOBOIUWTENA, 3aMECTHUTEJIMU TJTIABHOTO MHKEHE-
pa, a TAK¥ke PyKOBOIUTEIAAMHA CTPYKTYPHBIX IO Pa3IeICHHUIL

Kak npaBwio, pacnops:;KE€HHME MUMEET OTPAHMY EHHBIM CPOK OEUCTBHA M KACAETCHA Y3KOTO
Kpyra Noapa3JelICHHL, JOIKHOCTHBIX JMIl U TPakAaH. [€KCT pacHopsKEHISI UMEET TE€ KE pas-
OENBl, UYTO U OpPHKa3, TOMBKO pacropanurensHas uyacth HauvHaeTcsa ciaoBamu «IIPEJIJIAT ARO»
nm «OBbA3BIBANO». ITogmickiBaeTcss pyKOBOOUTENIEM M COMNIACOBBIBACTCSA C 3aMHTEPECOBAH-
HBIMH B 3TOM JOKYMEHT € JMIAMMU.

Ykazanue - pacrnopsaguTENbHBIM JTOKYMEHT, W3JABAEMBIM OpPraHaMy TOCYyZapCTBEHHOTO
VIPABJICHAA, MHUHACTEPCTBAMU, BENOMCTBAMY, NPEANPWATIAMHU W OPraHM3AIFLIMHU 10 BOIPOCAM
MHPOPMAIMOHHO-METOANIECKOTO0 XapaKTepa, a TAKKE IO BOIPOCAM, CBA3AHHBEIM C OpraHM3ald-
€1 UCTIOJIHEHUA TPUKA30B, MHCTPYKIMHA W APYTUX AKTOB OPradHOB YHOPABJICHHA.

[TonroroBka pacrnopsaINTeNbHEIX JOKYMEHTOB CKJIAABIBACTCS M3 CIEOYIONIMX ITAIOB:

= cOOp maHHBIX MO YNPaBIEHYECKOMY BOIPOCY;

" COCTABJICHHC IMDOCKTd DACTIODAOWT CIBHOTO OOKYMCHTA,

OOKYMEHT NMOAMNUCAH .
SNEKTPOHHOW MOAMNUCHIO [T€JIbHOTO JOKYMCHTA,

Ceptudukar: 12000002A633E3D113AD425FB50002000002A6
Bnageneu: LLlebayxoea TateaHa AnekcaHapoBHAa [POCY HAUHMHACTCA C oOecreye i HpaBDBDﬁ 0C-

) JICHHA I[Ef{CTB}’TDHl}D{ 3dKOHOOATCIILHEIX dKTOB,
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00mamare HEOOXOMMMOM HOPHUAMUECKOM CWIOH, HE JOMKEH MPOTHUBOPEUNTH YCTAHOBICHHBIM 34-
KOHOM HOpMAM. 3aTEM HCHOJHUTEJL ONPENEIAET KPYr BONPOCOB, KOTOPBIE HNPEACTOUT OTPA3UTH
B PACHOPAJUTENLHOM OJOKYMEHTE, M3y4deT HH(POPMAIMIO, BHYTPEHHHE PACTOPATUTEIBHBIE I 0-
KyMEHTHl OpraHmaipm. B 570 BpeMsA onpeneseTcs HEOOXOOUMOCTh OTMEHBI PAHEE NEUCTBYIO-
OMX PaACIOPASUTCIBHBIX JOKYMEHTOB WIM MX OTACJbHBIX IIYHKTOB.

CocraBieHue NpoOeKTa pacHopAUTEILHOTO JOKYMEHTA BBRIMOIHAECTCSA HCIOJHUTENEM HA
OCHOBE TMEPBOTO 3Tana MOATOTOBKU.

CornacoBanve OpoeKTa AOKYMEHTA WCIIOIHUTENL OPOBOJMT, MNPEKIE BCEr0, C TEM PYKO-
BOOUTEJIEM, KOTOPBIM OABAJ 3aJaHUE HA pa3pa0OTKy pacHopAnWrenbHOro aokymenra. Ha srom
yTane JOKYMEHT MOMKET HEOJHOKPATHO PEAAKTHPOBATHCSA W JOMOMHATHCA MO YKA3AHWIO PYKOBO-
ITWT €J141.

[Tocne TOro kak WUCHOJHUTENE MOMy4YaeT ONOOpEeHHE PYKOBOOWUTENSA HA NPEACTABJIEHHBIN
TEKCT, OH 003aH OTIEUaTaTh €r0 HA COOTBETCTBYIOMIEM ONaHKE C COOMOIEHNEM NPABUII PACTIO-
nokeHNs U O(POPMIICHUA BCEX HEOOXOMMMEBIX 17 JAHHOTO BHUOA JOKYMEHTA PEKBM3WUTOB U IIPO-
BECTHU COTIACOBAHME (BM3HMPOBAHME) MPOEKTA JOKYMEHTA C 3aWHTEPECOBAHHBIMM JOJDKHOC THBI-
MU JIMIAMU (W oprampampsaMy). KommaecTBO COrmacyonmx MHCTAHIMHN ONpPENEsieT PYKOBO-
ourens. B mo0oil ynpaBaeHIECKON CTPYKTYPE, KAK NMPABWIO, CKIANBIBAETCS TUIIOBAS MPOLEIYpa
BHYTPEHHETO COTJIACOBAHMA, T.€. W3BECTEH COCTAB OOUKHOCTHBIX JIMIL, BM3UPYIONIMX IPOEKT
pacnopAAUTEILHOTO JOKYMEHTA M IMOCIENOBATEIRHOCTh BW3UPOBAHI. BHEmHee coriacoBaHue
onpeaeaeTcs TpeOOBAaHMAMHU 3aKOHOB, HOPMATHUBHBEIX MPABOBEIX AKTOB, HOPMAMH M NPABWIAMHA
BBEIITYCKA TE€X WIM MHBIX JOKYMEHTOB, YCTAHOBJIECHHBIMH MOJIOKEHUAMM (YCTABAMH) TE€X ydpe-
KIECHUM U OPraHu3alMi, C KOTOPBIMU NPOBOIUTCA COTJIACOBAHUE.

CormacoBanue BBIMOMHAECT TOT HUCHOJHUTENE (CTPYKTYPHOE IOAPA3IEIICHHUE), KOTOPBIM
TOTOBWI NPOEKT AokyMeHra. Ecim B mporecce COrmacoBaHMs BBLICHAIOTCS CYMICCTBEHHEBIEC 3a-
MEUAHMA K COOEPKAHMIO JOKYMEHTA, OH COCTABISETCA 3aHOBO WM BTOpAs PEOAKIMA TIOJIEKHUT
OBTOPHOMY TOJHOMY COTJIACOBAHHIO.

[Togrmcanne moxkymewnra. I[lepen mepemadenn mokymeHTa HA MOANMCAHWE PYKOBOIUTEIIO
OOKYMEHT NOJDKEH OBITh TIIATEIHHO MPOBEPEH — OCOD0E€ BHMMAHKE 00pamiaeTcsa Ha HAPPOBYIO
vHpopmamro, (pavnm, MMEHA, OTUECTBA, HA3BAHWA CTPYKTYPHBIX IOAPA31EICHMNA, OpraHm3a-
I, HAUMEHOBAHMA, HOMEpAa M OATHl YIOMHUHACMBIX TPABOBEIX AKTOB WM MHBIX JTOKYMEHTOB.
[Tocie mopmicanns BHECEHME KAKMX-JMOO HMCOPABICHMA B JOKYMEHT HEOMYCTUMO M IIEIONPO-
M3BOJCTBEHHAA CJIy:k0a MPOBOOUT PETHCTPALMIO TOKYMEHTd, C 3TOr0 MOMEHTA JOKYMEHT MpH-
oOperaer cratyc O(pMIMAIEHO H3JaHHOTO.

Bonpocsl 111 00cy:KTe HHA

l. KakoBa pomp pacnopagureabHeIX JOKYMEHTOB B YIPABJICHYECKOW IEATEIHHOCTH
OpEI PUAT U ]
2. Ilepeuncmire 1 OXapakTepBYWTE BUOBI PACTOPAOUTEIBHBIX JOKYMEHTOB, CO31aBAEMBIX
Opy €IMHOTMYHOM M KOJUIETHAJIEHOM CHOCO0ax MPUHATHA PEIICHM.
. KakoBEI 3Tansl MoATOTOBKH PACHOPAOUTENBHBIX JOKYMEHT OB?
4. KakoBEI MpaBwIa COCTABICHUA M OPOPMIICHMA TIPHKA3d, OpOTOKOJA.

(sd

3aanue:

1. Pazpaborare makeT pacnoOpsSINTEIbHEIX JOKYMEHTOB I MPEANPATHA MAaJioro Om3Heca.

JInTenarvna:
AOKYMEHT MOAMUCAH
SNEKTPOHHOW Noanuchio " -
Ceptudmkar: 12000002A633E3D113AD425FB50002000002A6 YIPABICHI €CKON AEATEIbHOCTH | DIEKTPOHHBIN
Brageneu: | lWeGayxosa TatbaHa AnekcaHapoBHa 1.B. Ky3nenosa, [''A. XauaTtpsHn. — DIEKTPOH.

) i [Tu Op Mepua, 2021. — 240 ¢. — ISBN 978-
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Ile peyeHBb JONOTHHTE/ILHOH JIHTEPATYPHI:
1. Kaypman H.HO. JlokymeHrupoBanme ynpaBI€HUECKOH OEATENBHOCTH [IJIEKTPOHHBIM

pecypc]: yuebnoe mocoduwe/ Kaypman H.HO.— Dnekrpon. TekcToBeie ganHeie.— Omck: OMCKHAM

roCyIapCTBEHHBIM  wHCTHUTYT  cepeuca, 2014.— 177  c¢.—  Pewwm  pgocryma:
http://www.iprbookshop.ru.

Tema8 HWudopMannoHHO-CIIPABOYHbIE JOKYME HT bl

Henan: pacumpures ¥ 3aKpermres 3HAHWA [0 CO3OAHMIO U O(POpMIEHMIO MH(POPMAIMOHHO-
CIPABOYHEIX JTOKYMEHTOB IPEINPUATHS.

3JHaHud H yMeHHs, IpHOOpeTaeMble CTYIeHTOM B pe3y/ibTare OCBOe HHSl TeMbI
[paKTHYe CKOI'0 3aHATHSA, (popMHpYeMble KOMIIe TeHIIHH HJIH UX YACTH: B IPOIIECCE M3yUe-
HUA TUCIMITIMHBI CTYIEHTHl JODKHBI HAYUUTHCA pa3paldaTweiBaTh U CO34aBAaTh  WMHPOPMAIMOH-
HO-CIPABOYHBIE JOKYMEHTHl NPEANPUATHA, pa3OMpaThCA B MX THIIOJOTUM, COAEPKAHUN U CIIE-
prke odopMIeH.

B npouecce u3ydyeHHs JAHHOH TeMbl (DOPMHPYIOTCH CJIe AVIOIHEe KOMIIeTe HIIHH:
OIIK-1, OITK-2, TTK-8.

AKTYAILHOCTL TeMbl. HMupopManmmoHHo-CcpaBodHBIE TOKYMEHTEHI BBIMIOTHAIOT CIIYKEO-

HYI0O POIb IO OTHOIIEHWIO OPraHBAIMOHHEIM M pACTOPAOWTEIBHBIM. OHM HE COOEPKAT MHOPY-
UEHWHM, HE OOM3BIBAIOT IEWUCTBOBATH CTPOTrO MPEAIMCAHHBIM 00pa3zom, a COOOMIAIOT CBEIEHWH,
MO0 y)KIAIONME TIPHHUMATEL ONPEIEICHHBIE PEMICHMA, UCTIONB3YIOTCA I peamnaipM uH(op-
MAIMOHHBIX CBA3€H MEKIY PABHBIMHU, HE COCTOSNIMMH B OTHOILIEHWUAX COMOTYMHEHUSA OpPraHusa-
IMAMA U JOKHOCTHBIMHU JIMIIAMW. JTU JOKYMEHTHI MAYT, KAK MPABWIO, CHU3Y BBEPX IO CHUCTE-
me ynpaBieHwi. Ocoboe MeCTO B CUCTEME MOAHHOM OOKYMEHTAIMM 3aHAMAET IEPENUCKA —

0000mIEHHOE HA3BAHME PA3IMYHBEIX MO COACPKAHMIO TOKYMEHTOB, CIYKANMX I ONEPATUBHOTO
nHpopmanmonHoro odmena mexnay oprampaipsamu. [lepemmcka 3ammvaer no 80 % BCEH BXO-
OAMIEH U UCXOIAMIEN JOKYMEHTALMM.

Te opeTHUHECKAHA HacCThb

bOJBMIMHCTBO [TOKYMEHTOB, W3ABAEMEIX B OPraHBALMAX, SBIIAIOTCA WH(POPMAIMOHHO-
CTPABOYHBIMM.

NuapopMamoHHo-CIpaBOUYHEIE TOKYMEHTHL - 9TO COBOKYIMHOCTH JOKYMEHTOB, COIEPXKAa-
nmx uHQOpMAIMIO O (PAKTUIECKOM MOJOKEHMM OEMN, CIY/KANMX OCHOBAHMEM [JIA HPUHATHA
PELIECHUIL

Bune!r nHpopMaimo HHO-CIPABOY HEIX JOKYMEHTOB:

AKT - vHPOPMAIMOHHO-CIPABOUHBIM JOKYMEHT, COCTABJIAIONMICA TPYOIOW JIMI I
MOATBEPKICHM YCTAHOBIEHHBIX (PAKTOB, COOBITMA. AKT MOMKET CONEPKATH BBIBOIBI, PEKOMEH-
Oanui, TPeaIOKEHUA €r0 COCTABUTENE.

AKT yTBEpKIOAETCS PACHOPIAUTENBHBIM JTOKYMEHTOM WIA PyKOBOJIMTEIIEM, IO YKA3AHUIO
KOTOPOr0 COCTABJICH JOKYMEHT.

Tekct aKTa COCTOUT 13 IBYX JacTeH: BBOIHOM, KOHCTATUPYIOMICH.
B0 BBOAHOI 4aCTH TEKCTA AKTA YKA3BIBAETCS OCHOBAHUE MJISI COCTABJICHMSA AKTA, IEPEUUCIIAIOT CSI
VA, COCTABUBIIME AKT W MPUCYTCTBYIONIME TPU STOM.

B koncTaTupyromen 4acTu CONEPNKUTCA ONHCAHME MPOAEIAHHOM PAOOTHI; (PMKCHPYIOTCS
(paKTHI, M31ATAIOTCA BBIBOABI, MPEIJIOKEH COCTABUTENEH AKTA. AKT HOAMUCHIBAETCA BCEMH

JHLAMH, TIPHHAMABINHMHA YHACTHC B €T0 COCT ABJICHHUH.

NOKYMEHT MOONUCAH " X0& OOCYKIEHWS BOIPOCOB M TPUHATHS PEIIIE-
SNEKTPOHHOW NOAMKUCHIO
Ceprucdukar: 12000002A633E3D113AD425FB50002000002A6

B qaCTEH: BBOIHOHN 151 OCHOBHOIL
Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa ABYX a

MOCTOSHHYIO M IEEPEMEHHYI0 MH(OPMALHIO.
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IO ).
[lepemennas - wHmpaael ¥ GaMwIMd OpPENCEeNATENsd, CeKpeTapsa, NpUCYTCTByonmX. [lumercs
OT BTOPOrO MOJIOKEHUA TaOymaTopa.

OcnoBHas gacte nporokona crpourca mo cxeme: CIIYHIAJIM - BBICTYIIHUJIN - TTO-
CTAHOBW/INM (PELLIMJIM) no xax)xgoMmy BOMNPOCY OTIAEIBHO,0T JIEBOrO OO O€3 3HAKOB TIPE-
MAHAHUSL.

[Tepen cmoom CJIIVIIAJIM craBurca mapa BOmpoca MOBECTKH IHA, €CJIM BONPOCOB HECKOIIb-
k0. C KpacHOM CTPOKM ITMIIYT MHUIMAIE U (PAMWIMIO JOKJIATYHMKA B UMEHUTEIEHOM MAJEKe,
3aTEM [IEUATAIOT COAEPKAHIE JOKIAAa, COOOIICHNS.

[Tocme BBICTYIIMJIN ¢ xpacHOM CTPOKM MHMIIYT MHMIMAIEL M (JAMIUIAM BBICT YITAFOIIMX
B HMEHWUTEIBHOM  Mageke, 3areM [eYaTalT COAEp/kaHMe  OOKIana, COoOoOmIeHUs.
3aBepmiaronias 4acTh TEKCTA MPOTOKOJIA — MOCTAHOBJIEHWE IO Bompocy. Hauwmmaercs cioBom
[TOCTAHOBWJIHM. Ona crpourcs mo cxeme: JENUCTBUE - UCIONHUTENL - CpoK. [Iporokom mos-
MACKIBAIOT TPEACENATENs U CeKpeTaph. Jlaroi mporokona ABAAETCA JaTa MPOBEICHMA 3acea-
HIA.

Jloknmagnasa 3amicka - JOKYMEHT, aJpEeCOBAHHBIA PYKOBOIWUTEMIO CBOEHM WM BBIMIECTOS-
HIEV OPraHBalMA W COAEPKANMNA W3I0KEHHE KAaKOro-mMoo Bompoca wmm (hakra.

[To copepxammo pmoOKJAAHBIE 3amICKU  OBIBAIOT: HWH(POPMAIMOHHBIE, OTYETHEBIE.
B 3aBucuMocTH OT agpecara: BHYTPEHHHE, BHEIIHHE.

Buyrpennne mokmagHele 3amicKu oopmisarorcs Ha Omanke (opmara A4, moOMICEIBAET
MX aBTOP-COCTABUTEJIb.

Buemmme moknmamnele 3amicku oopmrarorca Ha oOmiem Omanke (popmara A4, moanMCHI-
BAIOTCA PYKOBOJIHUTEIEM OPraHW3AIMN.

Teker mokmagHOM 3amMMCKU IEIUTCA HA ABE YACTIL

IBJIOKEHNE (DAKTOB, MOCIHYKUBIIMX TPUUMHOM €€ COCTABICHMA.

BEIBOAEBL, IPENJIOKEHNA OPraHMBalMM WIM JOJKHOCTHOTO JIMIA.

OOBACHUTENBHAA 3AMACKA - TOKYMEHT, TOACHAIONIMM CONEPKAHME OTIENBHBIX IONOKE-
HUII OCHOBHOTO JOKyMEHTa (IUtaHa, OT4EeTa) WK OO BACHAIOMIMI NPUYUHBL HAPYILIEHUSA TPYAO0BOU
IUACLATUTM HEL.

OOBsACHATENBHBIE 3aIMMCKY, SBJAIONIMECSA MPWIOKEHNEM K OCHOBHOMY AOKYMEHTY, ITO-
ACHAIONIME €ro0, opopmiraroTca HA 00nmx Omankax. [loamiCeIBAET X PYKOBOIUT Elb.

OOBACHUTENBHBIE 3ANMMCKH, OOBACHAIOMIME TPWUMHBEI HEBBIMIOIHEHMA KAKOTO-THOO0 TOpYy-
YEHWA, COCTABIIOTCA pa0OTHUKAMUY HA CTaHOAprHOoM ymcte Oymaru. IlonmiceiBaeTcsa aBTOpOM -
COCTABUTEIIEM.

CopaBka - JOKYMEHT, TMOATBEPKIAONIMM  Kakue-mi0o0  (PakTel WM COOBITHA.
B cnopaBke He marTCsa BBEIBOABI M NpeiokeHus. B cnpaBke (PUKCUPYIOT CBEIEHMA OIPENeeH-
HOTO IMMEPHONA BPEMEHH.

CropaBku COCTABJLAIOTCA IJIT YAOCTOBEPEHWA H0PUIUUECKHNX (PAKTOB: IOATBEPIKICHUE ME-
cTa pabOTHI, yueOBl, 3aHIMAEMON I OTKHOCTH.

Ecmi HeoOXoauMo B CHPABKY BKIFOUWUTH CBEIEHHMA IO HECKOIBKMM BOMPOCAM, TEKCT €€
oemurcs Ha pasnensl. Pasmensl qOmkHEI UIMETH 3arOfIOBOK M HYMEpAaIpio apadckumu mpdpaMu.
Tekcr cripaBky, umeronmi HU(PPOBBIE TIOKA3ATEIHM, MOKET OBITE O(POPMIIEH B BUAE TAOIIMIIEL.

CropaBxky mo NpOM3BOJICTBEHHOM TEMATHKE COCTABILIIOTCA B JBYX SK3€MIULIPAX, ONUH W3
KOTOPBIX HANPABJLIETCS aapecary,a BTOPOU NONIIMBAECTCA B JENO0.

Texker cnpaBku MTMUHOTO XapakTepa HAUMHAETCA C yKa3aHusd (paMiumid, UIMEHH, OTUECTBA
(B IMEHHUT €IbHOM TIAJIEKE ), paOOTHUKA WIM MHOTO JMIA O KOTOPOM COOOMIAOT CBENEHUS.

Jloknan - mocrnemoBaTeNBHOE W3JIOKEHHE HA COOpanuM, 3acegaHud... WH(QOPMAIMH, Ka-

CAromIENCA MPONENAHHON WIM IUIAHUDVEMOM DAOOTHI PYKOBOAWTENEM OPraHM3AlMH WM JPYTAM
NOKYMEHT MOAMWUCAH

3 JTHMITOM.
3NMEKTPOHHOW NOONUCLIO

Ceptudukar: 12000002A633E3D113AD425FB50002000002A6 -ACIMTE NHCJIbL JOKYMCHTA W IIPpdBHIA Uq)UPMHE'

Bnapeneu: lLlebayxoea TateAHa AnekcaHgpoBHa
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1. BCTYyIUIEHME
2. OCHOBHAS YACTh
3. BBIBOIEI
4. pexOMeHIalm.
Tekcr mokmama DOMKEH COCTOATH M3 KOPOTKHX MPENJIOKEHUI. B OpemiokeHHMH TOIKHO
OrITEH He Donee 20 cioB.

Tenerpamma - o(pmpAIIEHOE cooOmienue, [epe JaHHOE o Tenerpady.
Tekct Tenerpammel momixeH ObITh KpaTkum. (COO3BI, NPEIIOrH, 3HAKM TPETMHAHUA B TEKCTE
OIyCKAIOT CA.

B mepBo# 9acTu T€IETPAMMEI YKA3BIBAIOTCA:
1. Ormerka 0 KATErOpyH TEIErPaMMEL;

2. Anppecar;

3. Texcr:

4. @amuma JOMKHOCTHOTO JIMIA, MOAMUCABIIETO TEIETPAMMY;

5. Bo BTOpOI1 4aCTH TEAETPAMMEI - TIOJ YEPTOM - YKA3BIBAIOTCAL:

6. Anpec u HANMEHOBAHUE OPraHMBAIMH - OTOPABUTENS TEAETPAMMEI;
7. HawmmenoBanwe OOTKHOCTH,

8. Ilogmices @, OT UIMEHM KOTOPOTO TEIErpamMma MCXOIUT;

9. Ileuarts;

10. /laTa

Tenegonorpamma - opmmaaeHOE cooOmieHue, nepeaanHoe mno tenedoHy. ITOT BHUI HH-
(pOopMAIMOHHO-CIPABOYHOTO JOKYMEHTA MCHONB3YETCA I MEepeIaudr CPOUYHBIX PaCHOPSIAKEHHI,
BBENICHMA B NPENeIax TENe(OHHON CBA3M.

[Tpu nepenaun TeneoHOrpaMMEL NOMATACTCA NPUACPKUBATECA CIEOVIONMX YCTAHOBOK:

l. mepemaBaTh TOMBKO KPATKYIO, CPOYHYIO MH(OPMAIRIO;

2. TPOBEPATH MPABWIHHOCTEL 3aMUCH OOpAaTHON CBSA3BIO;

3. TekcT - ge 0omee 50 cnoB;

4. He UCTOMB30BATH TPYOHO BHEITOBAPHUBAEMBIE U TPYIHBIE CJIOBA.

DJIEKTPOHHAA IMOYTA KAK CPEACTBO MpUEMA-NIEPEIadu COOOMICHWI MEkKIY KOMIBIOTE-
paMu MyTEM HCTHOMB30BAHMA SIAEKTPOHHBIX CETEM — ATO A(PPEKTUBHBIN MHCTPYMEHT BHYTPEH-
HEH W BHENIHEH YNPABICHYECKOM KOMMYHHMKAIMM oprammsaipm. [IpemmyniectBa TexHomorum
SIEKTPOHHON MOYTHI BBI3BAIM €€ OBICTPOE pacnpOCTPAHEHHE BO BCEM MHpE.

B03MOKHOCTE OBICTPO MOJIydaTh WU IEPENABATh MHPOPMAIMIO, & TAKKE BO3MOKHOCTH
O0MIATECA C KIMEHTAMM MU KOJUIETAMH W3 OO0 TOUKM 3€MHOTO miapa CYUTAIOTCA ABYMA OC-
HOBHBIMM TIPEMMYVIIIECTBAMHU 3IEKTPOHHOM mouThl. B 1O e Bpemsa 19 % amepukanieB cuura-
10T, YTO OHM TPATAT CIMILIKOM MHOTO BPEMEHH HA UTE€HHE COOOMIEHMH W MOATOTOBKY OTBETOB.

Korma B mouroBOM Anmke mMycopa OonbIne, 4eM IONE3HOH MH(POPMAIWM, BEJIMK PHCK
NOTEPATE HyKHOE COOOmIeHMe: 00 Mo ONMOKE YHHYTOKUB €r0, MO0 BCIEACTBHE HEKOP-
PEKTHOM padOTHEI CUCTEMBI (PUIIBTPALIMM TIOUTHI.

Yactes cOOOMIEHMIT SAEKTPOHHOM MOYTHI, OTOPABIAEMBIX U MOMYYAEMEIX COTPYIHHUKAMH
OpraHmanyi, CONEPUT YIPABJIEHYECKYI0 HMH(OPMALMIO, 4 3HAYWT, SABJEIETCA TOKYMEHTAIIH-
€1, KOTOPOU CIENYET YIPABIATE B PaMKax OOMIETO yNpaBJIEHWI JOKYMEHTAI €1 OpPraHu3a-
15158

B CIUIA nopmartuBHEIE TPeOOBAHMA K XPAHEHUIO NOKYMEHTOB OOBIYHO HE OTrOBAPHUBA-
0T HOCHUTEJNh JOKYMEHTA: OHM PACTIPOCTPAHAIOTCS Kak HA OyMaKHBIE TOKYMEHTEHI, TAK W HA
SJIEKTPOHHBIE TOKYMEHTHI, B TOM YHCJIE NOKYMEHTHI IEKTPOHHOM IMOYTHI, MPAIOKEHUS K I0-
KyMEHTaM SJIEKT POHHOM MOYTHI.

3apvOeKHBIN OIBIT TMOKA3BIBAET. YTO VIPABIATH JOKYMEHTAMH SIEKTPOHHOW IMOYTEI

[OKYMEHT MOANUCAH
SNEKTPOHHOW NMoAnUChIO

Ceprudukar: 12000002A633E30113AD425FB50002000002A6 [ YMCHBIIWTE 3aTPAThl pabOYET0 BPEMEHH HA

Bnapgeneu: Llebayxoea TateAHa AnekcaHapoBHa 'IDIZHTHBHDﬁ SJIEKTpo{Dﬁ I[MOYTHI,

) HUI'CIILHOCTE OEATCILHOCTH,
Newncteutened: ¢ 20.08.2021 no 20.08.2022
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3) YMEHBIINTh PUCK HAPYIIEHWSA BCE BO3PACTAIONIMX HOPMATHBHBIX TPEOOBAHMI K pa-
00Te ¢ HOKYMEHTAIIMEN U NPHUBJIEYEHUA K IOPUOINIECKOH OTBETCTBEHHOCTH.

B HEKOTOpPBIX COBPEMEHHBIX OpPraHM3ALMAX SIEKTPOHHAS IOYTA ABHETCA HAMOOIEE
OPUMEHAEMOHN (POPMOH BHYTPEHHEH M BHEIIHEH KOMMYHUKAIMH, BBITECHHUBIIEH OyMaiKHYIO
MePEerMCcKy. B Takux OpraHmsaipax KOPHOPATHBHEIM CHCTE€MaM MPHXOIUTCSA ONEPUPOBATH
OFPOMHBI MU 00BEMAMM KAK O(PHIMANIBHOM, TAK M YACTHOM SJIEKTPOHHOU Iepermcku. B cBA3m
C TEM, 4TO OPraHMAIMOHHBIN KOHTPOJIE TAKOr0 OOJBIIOr0 KOJMUECTBA COOOMIEHMM 3aTPYy-
HEH, OTBETCTBEHHOCTH 3a YIPABICHME MTOKYMEHTAMH YICKTPOHHOH MOYTHl BO3JATAETCSA HA
KaQ/KI0T0 MHIVBUAYAIBHOTO IIOIL30BATEIA, d HE TOJBKO HA CICIMAIMBUPOBAHHBIEC CIIYHOHL.

Bomnpocsl 111 00CyKTe HUSA

. KakoBbl Ha3HaueHne U BUIABI MHPOPMAIMO HHO-CITPABOY HBIX JTOKYMEHT OB?

. Ilepeuncmre (PyHKIMHU Y BUOBI JEIOBBIX MHUCEM.

[IpaBmma cocTaBneHus TekCTa M OPOPMIIEHHA PEKBIBUTOB EIO0BOTO MUCHMA.
CocTaBUTh OCHOBHBEIE MH(POPMAIMOHHO-C MPABOYHBIE TOKYMEHTHI.

KakoBEI mpaBwia COCTABIECHUA M OPOPMIIEHUS SJIEKTPOHHBIX MHACEM?
KakoBEI mpaBwia COCTABIEHUA M OQOPMIEHHS BEO-TOKYMEHTOB?

. JloknagHeie, ciyxeOHpIE M OOBACHUTEIBHBIE 3AMICKH.

KakoBeI npaBwia COCTABICHUA U O(POPMIIEHUS AKTOB?

X NN R L=

3aganue:

1. Pazpaborate maker WHPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB IJIA NPEANPUATHI Ma-
70ro OM3HeCA.

JluTeparypa:

Ile peueHbL 0 CHOBHOH JIHTePATYPbI:

1. Kysmenora W.B. JlokymeHTHpOBAHME YNPABICHUYECKON AEATENLHOCTU [ IDJIEKTPOHHBIM
pecypc]: yuebnoe mocodbue nma OakamaBpoB / WM.B. Ky3uenora, I'.A. Xauarpsin. — DneKTpoOH.
TekCcTOBBIE naHHeie. — Mocksa: [lamkoB u K, Ait [Tu Op Menma, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum mocrtyma: http//www .aprbooks hop.ru.

ITe peyeHs JONMOTHUTE/ILHOH JINTEPATYPHI:
1. Kaypman H.FO. [lokymeHrupoBaHnue ympaBIEHUECKOM AEATENBHOCTH |[IIEKTPOHHBIU
pecypc]: yuedbnoe mocoduwe/ Kaypman H.HO.— DnekrpoH. TekcToBbIe ganHeie.— Omck: OMCKHAM

roCyIapCcTBEHHBI  wHCTUTYT  cepBuca, 2014.— 177  c¢.—  Pewwm = pgocryma:
http//www.iprbookshop.ru.

IIpakTHyeckoe 3aHATHE 4.

Tema 9 Opranusanusi padoTsl ¢ JOKYMe HT AMH

Ienn: pacumpurs M 3aKPETMTh 3HAHWI N0 OPraHM3AIMUA paOOTHI C JTOKYMEHTAMHU HA

PE ATPUAT WM.
JHAaHUA W YMeHHH, NMPHOOpeTaeMble CTYAe HTOM B pe3y/ibTare 0CBOe HHfl TeMbI
NpaKTHYe CKOT'0 3aHATHSA, (DO pMHpYeMble KOMIIe Te HIIHH HJIH WX YAaCTH: B IPOLECCE M3yUe-

HUA THUCTTATUTAHRL CTVIIEHTERI TOITKHEL HAVAWUTERCA TIPABWILHO OPrdHH30BdATE IPOLICCC pﬂﬁDTH C

AOKYMEHT NMoarincAH
SNEKTPOHHOW NOANMCHLIO
Ceptuchukar:  12000002A633E30113AD425FBS0002000002A6 | [l)ﬂleIpyl{lTEH CJie IVIOIIHE KOMIICTEHIITHH.
Bnapenel: lleBayxoea TaTeaHa AnekcaHgpoBHa

) OOTBEI C MOKYMEHTAMH — BAKHEWIIAA COCTABHAS
Heincteutened: ¢ 20.08.2021 no 20.08.2022

25



HUE/OTTIPABICHUE JOKYMEHTA — XPAaHEHWE NOKYMEHTa». IJTOT 3Tan padOTHl ¢ JOKYMEHTAMH BO
MHOTOM mOpexponpenenser 3(P(QeKTUBHOCTE AEATENRHOCTH ammapara, oOecrneduBas pParioOHAIb-
HBIM JOKYMEHT0000pOT, CO34aHME WHPOPMAIMOHHO-MOMCKOBEIX CHCTEM MO JOKYMEHTAIMH,
KOHTPOJIb WCIIOJTHEHWA JOKYMEHTOB W IIOATOTOBKY JOKYMEHTOB K II€EpENadue B AapPXHUB.
Oprampampa padoTel ¢ JOKYMEHTAMM — OPraHmaips JOKYMEHT0000p0oTa, XpAHEHUS W UCHONb-
30BaHMA JOKYMEHTOB B TEKYIIEH OEATEIHHOCTH.

Te opeTHUHECKAA HaCThb

[Tox mokymMeHTO00OPOTOM MOHUMAETCSA ABIKCHHE JOOKYMEHTOB HA IPEANPHATHH, B
VUPEKICHUM ¢ MOMEHTA WX TOMYYEHUS WIM CO3JAaHUSA 10 3aBEPHICHUA WCIOJHEHUS WA OTTpaB-
KIL.

OCHOBHBIMH TIPUHIUIIAMH OPraHIm3alii JOKYMEHT0000p0OTa ABIAIOTCS CIIENYIOIIHE:

* MPOXO0KIEHUE NOKYMEHTOB JOJKHO OBITH OMEpaTHBHBIM. YTOOBI COKPATUTH BPEMS HMX
npeOpIBannA B cepe DEenonpoM3BOACTBA, CIEAYET PA3IMUHBEIE ONEpaIpH Mo o0padoTke mOKYy-
MEHTOB BBINOJHATE IAPAJUICNBHO (HANIPUMEpP, KOIMPOBAHME W pa3fada KOIMM JOKYMEHTA JIH-
I[AM, B UCIIOJTHEHUM KOTOPOr0 OHHM YY4aCTBYIOT OJHOBPEMEHHO, U T. 1.);

* KQKOO0€ MEPEMENIEHHE TOKYMEHTa NOKHO OBITH ONpaBIaHHBIM, HEOOXOZVUMO HCKIIIO-
UUTH WIA OTPAHMUUTE BO3BPATHEIE MEPEMENICHNA TOKYMEHTOB;

* MOPATOK MPOXOKIEHUA U NPOLECCH 00pabOTKM OCHOBHBIX BHIOB JOKYMEHTOB JOJIKHEI
OBITH € TMHOOOPA3HEIMMU.

OcHOoBHAA 3amada OpPraHIBaIMM TOKYMEHT0000pOTa - OPAMOTOYHOCTE B ABIKEHHH I0-
KyMEHT OB, OTHOKPATHOCTE 1%} ennHo00 pasue 19).¢ 00paboTKm.
[To orHOmIEHMIO K anmaparty ynpaBI€HHSA Pa3IMYaroT ITOTOKH IMOCTYHAONIMX, OTIPABILAEMEBIX U
BHYTPEHHAX NOKYMEHTOB (IPAKTWKW HA3BIBAIOT 3TH NOKYMEHTEI COOTBETCTBEHHO BXOJAIIMMU,
UCXOIANIMMA M BHYTPEHHUMH JTOKYMEHTaMH).

OCHOBHBIMM XAapPAKTEPHUCTUKAMU ITOTOKOB, KOTOPBIE YYWUTBIBAIOTCA MNPH OPraHU3alyM I o0-
KyMEHT0000p0Ta, SBISAIOTCA:

* 00BEM MOTOKA, KOTOPBIA ONMPEAENAETCA KOMMIECTBOM JOKYMEHT OB, NMPOXOIANIMX YEPE3
KaHIemApo (cekperapsa-pedepeHra) 3a rof, moayroanue Wik KBapTai;

© CTPYKTypa TMOTOKA, ONpeAenaseMas Pa3HOBHUIHOCTBIO JOKYMEHTOB, aBTOPCTBOM U IPY-
TUMHA KJIACCU(PUKATMOHHEIMA TPU3HAKA MU,

* PEKUM IOTOKA, KOTOPBIA ONPEAEAETCA NMEPHOANIHOCTBIO NBWKEHMSA NTOKYMEHTOB 4e-
pe3 KaHuemapuio (cekperapa-pedepenra).

Yaer od0beMa DOKYMEHT0000pOTa OCYIIECTBIACTCA C LEIBH IOIYYCHHA MAHHBIX I
pacdera IUTATHOM YWCICHHOCTH MEPCOHANA EIOMPOU3BOACTBEHHOM CHYKOBI, BEIOOpA TexXHWUE-
CKUX CPENCTB IPH MEXAHM3AIMM U KOMIBIOTEPIBAIMH JIEIONPOM3BOACTBEHHBIX MNPOLECCOB M
KOPPEKTUPOBKHM 34arPy3KH MOAPA3NENECHUM M OTAEIbHBIX HCHOMHUTENEH padOTON ¢ JOKYMEHTa-
MH.

Jlna omrummBani MapupyTOB OBIKEHUSA PA3JIMUHBIX KATErOpUM TOKYMEHTOB (BXOM -
OMX, UCXOOANMX, BHYTPEHHUX; MPHKA30B MO0 OCHOBHOM AEATEIBHOCTU U JIMIHOMY COCTABY, IH-
CEM W MPeIJIONKEHUM TPa)IaH; 3aABOK; PEKIAMAIMHM U T. O.), pa3padareIBAlOTCA MApPIIPYTHEIE
cxeMmbl. (CXemBl TOKyMEHT0000poTa BKMOYAOTCA B HHCTPYKIEO MO ITOKYMEHTAIMOHHOMY
o0ecCreueHnro ynpaBiaeHusa B Ka4€CTBE HEOTBEMIIEMOTO NPHIOKEHHA.

CymecTByeT TpU OCHOBHBEIE (POPMEI OpraHBanyy padOTE ¢ JOKYMEHTAMM: LIEHT PAJIN30-
BAHHASA, TEIEHTPATNI30BAHHAS M CMEILAHHASA.

LlenrpamnBoBannas popma oOpraHmzalyy JOKyMEHT0000pOoTa NMPUMEHAETCS HA TPEATPHU-
ATHAX C HEOONBIIMM JOKYMEHTO000OpOTOM; MPH JELEHT PATTM30BAHHON (popMe padOTEI C HOKY-

[OKYMEHT MNOANWUCAH VKTYPHBIX mnoapaszaencenusax. Cmvemansas popma
SNEKTPOHHOW NOAICHIO MHBEIX TPEINPUATHAX CO CIOXKHON CTPYKTYPOH W
Ceptucumkar: 12000002A633E3D113AD425FB50002000002A6
Bnapeneu: Webayxoea TatbAaHa AnekcaHapoBHa
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Bomnpocsl 111 00CyKTe HUSA

1. XapakTepucTUKN Y NPUHIMITEL OPTAHM3ALMNA TOKYMEHT0000poTa.

2. JIpwxeHne BXOQAMINX, UCXOOANIMX W BHYTPEHHUX JOKYMEHTOB.

3. Kak nmpoucxoaur perucTparpsi JTO0KYMEHTOB?

4. Pacckawxure 00 0COOEHHOCTAX MH(POPMAIMOHHO-CIPABOYHON PAOOTHI.
5. KOHrposib MCTIOMHEHWA TOKYMEHT OB.

6. ABTOMATI3AIM OCHOBHEIX JEJIONMPOM3BOACTBEHHBIX OIEPALHIL

3aganue:

1. Ha npumepe KOHKpPETHOTO MPENNPUATHA W3YYUTE CUCTEMY OpraHm3aimy padoThl € I0-
KYMEHTAMH, OIIEHUTE CWIBHBIE M CJAOBIE CTOPOHBEI M paszpadoraire peKOMEHOAIMM MO COBEP-
[IEHCTBOBAHMIO MPOIECCA OPraHm3arpM padOTEl CHUCTEMBI JOKYMEHTALMOHHOTO O0ecHed eHna
yYOPABJICHAA.

JluTeparypa:

Ile peueHb 0 CHOBHOH JIHTePATYPbI:

1. Kyznenora MU.B. JlokymeHTHpOBAHME YHOPABIECHUECKON AEATENBHOCTH | IIEKT POHHBI
pecypc]: yueOnoe mocodbue nma OakamaBpoB / M.B. Ky3nuenora, I'.A. Xauarpsan. — DneKkTpoH.
TekCcTOBBIE naHHeie. — Mocksa: [lamkoB u K, Ait [Tu Op Menma, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum moctyma: http//www .iprbooks hop.ru.

Ile peyeHBb JONOJTHHTE/ILHOM JIHTEPATYPHI:

1. Kaypman H.HO. [JlokymeHrupoBanme ympaBI€HUECKON AEATEABHOCTH [IIEKTPOHHBIM
pecypc]: yuedbnoe mocodwe/ Kaypman H.HO.— DnekrpoH. TekcToBeie ganHeie.— Omck: OMCKHAM
roCyIapCTBEHHBIM  wHCTHUTYT  cepeuca, 2014.— 177  c¢.—  Pewwm  pgocryma:
http//www.iprbookshop.ru.

Tema 10 Xpane Hue JO0KYMe HT OB

Henn: pacumpures M 3aKpermmrs 3HAHWA N0 OPTraHM3AIMHA CUCTEMBI APXMBHOTO XPAHEHMA
IOKYMEHT OB.

JHAHUA W YMe HHsl, IpHoOpeTaeMble CTYI€HTOM B pe3y/IbTATe OCBOCHHS TeMbI
NpaKTHYe CKOT'0 3aHATHHA, (pOpMHpYeMble KOMIIe Te HIIHH HJIH HX YAaCTH: B IPOLECCE H3yUe-
HUA JUCIMIUVIMHEI CTYAEHTHI JOJDKHBI HAYUMTHECA (POPMHUPOBATE AEJA AJI MEPENAUYU HA APXMBHOE
XpaHEHWE M JE€JIATH OMUCH JTOKYMEHT OB, XPAHANMXCA B JIEJIE.

B mpouecce m3yyeHHs JaHHOH TeMbl (DOPMHPYIOTCH CJie AVIOIME KOMITeTe HI[HH:
OITK-1, OITK-2, TTK-8.

AKTYAIBHOCTL TeMbl. 3aBEPIIAONIMM 3TANIOM MPOIECCA ACJONMPOU3BOACTBA SBJLICTCS

MOATOTOBKA WCTOJHEHHBIX JOKYMEHTOB K XPaHCHHIO M HCIOJb30BaHM0. (OCHOBHAS TIENTH

VIOPAZOUEHUA W XPAHEHMA WCIIOJHEHHBIX NOKYMEHTOB — CO3JQdaHWAE YCJIOBMH JJI1 MX HCIIOIBL30-
BAHMA B COPABOYHOM padoTe ydpeRIeHWHd U MOmoJHeHWEe ['oCymapcTBEHHOTO apxXwBHOTO (poHma

PO.
TeopeTnueckas yacTh

B apxuBax oprammsaipii TOKyMEHTEI XPAHATCA B TEUYEHHE OIPENEIIEHHBIX CPOKOB, IOCJE

4Eero OHM JOJIKHBEI OBITH MEpPEeNaHbl HA TOCYTAPCTBEHHOE XPAHEHHE B rOCYNAaPCTBEHHBIE U MYHH-
AOKYMEHT TNOATNUCAH *JIbCTBOM OIIPEEJICHEl IIPENEILHBIE CPOKH Xpa-

SNEKTPOHHOW NOAMUCHIO
Ceprudmikar:  12000002A633E3D113AD425FB50002000002A6 HOM IOPAAKE B COCTaB ApxuBHOro (onma Poc-

Bnapeneuy: Webayxora TatkAaHa AnekcaHgpoBHa
MCEN HOTAPHANBHBIX EUCTBUH, IOXO3SMCTBEH-
KWMILHOTO (POHAA TOKYMEHTOB — 75 JET;
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OPOEKTHOW JOKYMEHTAIMA MO KATMTATRHOMY CTPOUTENLCTBY — 20 JeT;
TEXHOIOTHI €CKOU U KOHCTPYKTOPCKON moKyMmeHrammnu — 20 jeT;
MATEHT OB HA MBOOPETEHNE, MONE3HYI0 MOIENb, POMBINUIEHHEIN 00pa3en — 20 nert:
HAYIHOM HDOKyMeHTaipm — 15 ner;
KMHO- 1 (DOTOOOKYMEHTOB — 5 JIET;
BUIE0- U (DOTOTZOKYMEHTOB — 3 rofa.
B ciaygae mmkBumaipm OpraHmanyy, TOKYMEHTHI MOCTOAHHOTO CpPOKA XPAHEHWA W II0-
TMIHOMY COCTAaBY MEPENAIOTCA B TOCYIAPCTBEHHBIM (MYHUIMITANBHBIN) apxuB. Jlnsa merocymap-
CTBEHHBIX OPraHM3al|i, 4acThb JOKYMEHTOB KOTOPBEIX OTHECEHA K COCTaBy ApPXMBHOrO (poHIA
Poccwiickont denepaipm, 41 TAKOH mepegadi HEOOXOOUMO 3aKTIOUEHME TOTOBOpA C YUPEK e-
HUEM cuctembl denepanpHON apXWBHOW Ciayx0bl Poccvm. Ecnmm opraHmmsanms CBOEBPEMEHHO HE
3AKMIOYWIA JOTOBOP C APXHMBOM, TO B 3TOM CIy4a€ roCyIapCTBEHHBIN (MYHHIMIIAILHBIN) APXUB
00sA3aH OPUHATE HA XPAHEHME TOJBKO JOKYMEHTHI IO JIMUHOMY COCTABY paOOTHHKOB OpraHmsa-
. MecTo XpaHeHMs OCTANBHBIX JOKYMEHTOB ONPEAEIATCA NPEACENareIeM JIMKBHIAIMOHHOM
KOMHCCHN WIH KOHKYPCHBIM YHIPABILTIONINM.
[TonroroBka NCTIOMTHEHHBIX JOKYMEHTOB K XPAHEHMIO M MCHOIB30BAHMIO BKIFOYACT:

1. skcneprm3y (OHEHKY) HAYYHOM U MPAKTHUYECKOM IIEHHOCTH JOKYMEHTOB

2. odopmnenne men

3. omicaHue JOKYMEHTOB MOCTOSHHOTO W JOJTOBPEMEHHOIO XPAHECHMA,

4.

5.

A

obecredeHle X COXPAHHOCTH;
nepenavy Je1 B APXUB YUPEKIEHUA, T.€. B BEJOMCTBEHHEIN dPXUB.

(BemoMCTBEHHBIM HA3BIBAETCS ApPXUB, HAXOOANWMCA B HEMOCPEICTBEHHOM MOIUYHMHEHHA
COOTBETCTBYIONICH OPraHM3alMi, HE BXOIAMICH CHCTEMY TOCYZAPCTBEHHOM APXWBHOM CITYKOBL
WM ABJMIONIMMCA CTPYKTYPHBIM [OAPA3NEICHUEM Oprammsaimi.) BenoMCcTBeHHBIM apxuB
OCYIIECTBIAET XPAHEHHE MOKYMEHTOB OPraHiBaIi ¥ Mpea- NPWITHI 0 Imepegadd UX Ha Tocy-
OapCTBEHHOE XPAaHEHHE.

JKCIEPTU3a UEHHOCTH TOKYMEHTOB B JEJONPOM3BOACTBE MNPOBOAUTCA MPU COCTABICHAN
HOMEHKIATypel nen, wux (opmupoBanvn. Jlma oprampBaimi M OPOBEAECHUA  OKCIIEPTH3BI
LIEHHOCTHU JOKYMEHTOB, OTOOpa M MOATOTOBKU WX I NEpPeJaduu HA TOCYOapPCTBEHHOE XPAaHEHHE,
a TAaKKe OIA KOHTPOISA 34 MPAaBWIHHOCTBIO OTHECEHMS OOKYMEHTOB K Pa3IMUHBIM TE€IaM |
OKA3aHMA METOIMYECKON MOMONIM B) NMPOBEIECHAM SKCIIEPTHBEI EHHOCTH JOKYMEHTA CO30aI0TCsA
MOCTOSHHO JEHCTBYIONIME SKCIepTHRIE KoMuccuH (IIIK).

PazpabaTeiBaercs moIOKEHHE, B KOTOPOM ONPENENAIOTCA €€ (PyHKIMW, mpaBa W MOPAIOK
padoTHI.

Ha skcnepruele KOMHCCHH KPOME OPraHM3alMi €KETOMHOr0 0TO0Opa JOKYMEHTOB HA XpaHe-
HUE BO3JIATAETCA:

1. paccCMOTpeHME TOIOBBIX PAa3AEiOB HOEJid IMOCTOSHHOTO, JOMrOBpeMEHHOro (cBbime 10
JI€T) XpaHEeHUs1, B TOM YHUCJIE U [0 JIMIHOMY COCTABY, AKTOB O BBIICJICHMN K YHMUT O-
JKEHMI0O JOKYMEHTOB UM J€J1, HE TOJJICKANMX JATbHENIIEMY XPAHEHHIO, O HEUCIIPABUMOM
MOBPEKACHUM TOKYMEHTOB IMOCTOSHHOTO XPAHEHMA M O HEOOHAPYKEHWM OEJI, MOAJIEkKa-
NMX [Epenade Ha TOCYIapCTBEHHOE XPAHEHHE;

2. BOMNPOCOB O MPHEME HA BEIOMCTBEHHOE XPAHEHWE TOKYMEHTOB JMUHOTO HPOUCXOKI E-
HIWI, MOATOTOBKA W BHeCeHWe HA paccmorpenne JIIK mpeanoxenit 00 yCTaHOBICHUM M
M3MEHEHNM CPOKOB XPAHEHWUSA TOKYMEHTOB;

3. paccMOTpeHMe TepedHel MTOKYMEHTOB, HOMEHKJIATYP A€M, MHCTPYKIMHM MO EeI0NpOm3-
BOACTBY M T.I. OQopMaeHre aena — 570 KOMIUIEKC padoT Imo ero mepeydery, HyMepaipm
JUCTOB, COCTABJIEHAIO 3dBEPUTEILHON HAJIMHMCH, BHYTPEHHEN OIMMCH JTOKYMEHTOB;

4. HAYMHAETCSA OHO C MOMEHTA 3aBEDEHUA €A B AEIONPOM3BOACTBE M 3aBEPHIACTCSA B

‘QDWMEHT I'ID,EI,I'IHCAH * B BC GMCTBEI—]I—]LIﬁ dPXHB ITOCJIC OKOHYAaAHHAA
SNEKTPOHHOW NOANUCHIO f A PX
Ceptudbukar: 12000002A633E3D113AD425FB50002000002A6 oro memo OBLJIO 3aBEIEHO. Oq)DpMHEmIE OCI
Bnapeneu;: LLleG3yxoea TateaHa AnekcaHOpoeHa [TPOH3B O CTBA.
pPOIBBOAUTCA ITOJTHOE WIH YaCTHIHOE qupMﬂe-

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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JIET) XpaHeHWs I M N0 JMIHOMY cocTaBy. [lema Bpemennoro (mo 10 ner BKmouMrensHO) XpaHEHUA
MOJJIEKAT YACTUIHOMY O(POPMIIEHAIO, UX DOMYyCKAETCSA XPAHATE B CKOPOCHIMBATEIAX, O€3 BHYT-
PEHHEN Tepe CUCTEMATHU3AIMM JTOKYMEHTOB, 0€3 HyMepalu JMCTOB, a Takke 0e3 COoCTaBIeHuA
3aBepurembHOM Haamicu. llpu odopmnenm 00m0KEK Oen MOCTOAHHOTO, JOITOBPEMEHHOTO
(cBprme 10 mer) xpaHeHMAs W 0O JMYHOMY COCTABY MJOJDKHBI VYKA3BIBATHCA CJIICAYIONIME
PEKBIBUTEL: HAMMEHOBAHME  YUPEXKIEHUI W €r0 HENOCPEACTBEHHAS  IOJYWMHEHHOCTE;

HAVUMEHOBAHME CTPYKTYPHOTO MOAPA3AEIEHWsA, MHIEKC Mela; aHHOTalMd K JTOKyMEHTaM [ena

(111 gen MOCTOSHHOTO XPAaHEHWs, COAEPNKANMX 0C000 IIEHHBIE NOKYMEHTHI); Oara aena (Toma,
JaCTH); KOMUUECTBO JIACTOB B OEJE; CPOK XPAHEHUA OE€/Ia; ApXUBHEI nm(p oena.

Bomnpocsl 111 00CyKTe HUSA

1. B wem 3akmouaeTcs OnEpaTuBHOE XPAHEHUE TOKYMEHTOB?
2. B ueMm 3akmouaeTrcs IKCOEPTM3a UEHHOCTH JOKYMEHTOB?

3. OdopmaeHre nenu nepegada JOKYMEHTOB B APXVB OPTaHM3AIINNA.
4. KakoBBI OCOOEHHOCTH XPAHEHWS SJIEKTPOHHBIX OKYMEHTOB?

3amaHue:

1. Ha mpumepe KOHKpETHOTrO NPENNPUATHA M3YYWUTh NPOLECC MOATOTOBKH HMCHON-
HEHWA TOKYMEHTOB K XPAaHEHUIO M MCIIOJIE30BaAHUIO

JluTeparypa:

Ile peueHbL 0 CHOBHOH JIHTePATYpPbI:

1. Kyzuenora WM.B. JlokymeHTHpOBaHME YOPABICHUECKOM AEATENRHOCTH [ IIEKTPOHHBIM
pecypc]: yueOnoe mocodbue nma OakamaBpoB / M.B. Ky3nuenora, I'.A. Xauarpsan. — DneKkTpoH.
TekCTOBBIE nanHeie. — Mocksa: [lamkor u K, Ait [Tu Op Menua, 2021. — 240 ¢. — ISBN 978-

5-394-03274-5 — Pexum moctyma: http//www .iprbooks hop.ru.
Ile peyeHBb JONOJHHTE/ILHOH JIHTEPATYPHI:

1. Kaypman H.HO. [JlokymeHrupoBanme ympaBI€HUECKON AEATEABHOCTH [IIEKTPOHHBIM
pecypc]: yuebnoe mocodure/ Kaypman H.HO.— Dnexrpon. TekcToBeie ganHeie.— Omck: OMCKHAM

roCyIapCTBEHHBIN  wHCTHUTYT  cepBuca, 2014.— 177  c¢.—  Pewwm  pgocryma:
http//www.iprbookshop.ru.

Temall ABToMaTH3AIHUA 10 KYMe HTAIITHOHHOI0 o0ecrieye HUS VIIPABJIC HUS

[lemr pacumpurs W 3aKpenMrb 3HAHMA IO ABTOMATIBAIMN IPOIECCA JOKyMEHTAIMOH-
HOrO O0EeCreueHus yIrpaBJICHHU.

3HAHHUA H YMEHHA, HpﬂﬂﬁpETﬂE MbI€ CTYA€HTOM B pe3yijibTare OCBOCHHH TeMbI
MPAKTHYEC CKOTI'0 3aHATHA, (])opMI-ipye MblI€¢ ROMII€TCHITHH HJ/IH HX HYaCTH: B IIPOHCCCC U3VUC-

HW JWUCHWIUIMHEL CTYNEHTHI NO/KHBI HAYUMIBCA CO34aBaTh ABTOMATWU3HPOBAHHBIE CUCTEMEL
VIPaBICHAA JOKYMEHIaMU.

B nponecce H3yyeHHsI JaHHOH TeMbl (POPMHPYIOTCS cJie AVIOIHe KOMIIeTe HI{HH:
OIIK-1, OIIK-2, TIK-8.

AKTVAILHOCTE Te€MBI.
AKTVaAILHOCTE Pa3padOTKN ABTOMATH3UPOBAHHBEIX CUCTEM VIIPABJIEHIT TOKYMEHT aMHA
omnpeneerca HeOoOXOOMMOCTRIO BHEAPEHMSI CHUCTEMBEI AJIEKTPOHHOIO TOKYMEHT0000poTa Ha
OOKYMEHT NOANUCAH 'MaMH  pa0OTEI C OJOKYMEHTAMH, IIOHCKOM,

SNEKTPOHHOW NOAMNMUCHLIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: Lebayxoea TateAaHa AnekcaHgpoBHa

i, ABTOMATH3AIMEN IBWKEHAA KOHCTPYKTOPCKO-
jpeMeHr, odecreueHrneM HMH(POPMAIMOHHON 0e3-

ICITMITTHHEL TJI KDHTpDII]flp}’EMDETH TCX-
Newncteutened: ¢ 20.08 2021 no 20.08.2022
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Te opeTHUECKAA YaCTh

DNEKTPOHHBIH JTOKYMEHTO000pPOT MO CPABHEHMIO C TPAAMIMOHHEIM OYMAaKHBEIM HMMEET IIe-
JIBIA PAJ PEUM YIIECTB:

a) TMPOCTOTA BHECEHWA M3MEHEHUH B JTOKYMEHT;

6) BO3MOMKHOCTB IOMENIATH B JOKYMEHT HE TOIBKO TEKCT, HO M MYJbTHUME IUIHEIE
JaHHBIE;

B) BO3MOMKHOCTH MCIOJIE30BATE 3aPAHEE 3ar0TOBJIEHHBIE (DOPMEI;

r) Oomee BRICOKAS CKOPOCTH MEpenady MHPOPMAIMU IO OONMBIIOMY KOMTWYECTBY a/lI-
PECOB;

1) SKOHOMMS Oymarw;

€) KOMIAKTHOCTH aPXHUBOB;

) TPOCTOTA KOHTPOJIT MHPOPMAIMOHHBIX IOTOKOB;

3) BBICOKAA CKOPOCTH IOMCKA W W3BJIEYEHMA HH(OPMALINH,

M) BO3MOMKHOCTH 3AIIATHI JOKYMEHTOB OT HECAHKIMOHHMPOBAHHOIO OCTYIA U pa3-
TPAaHMYEHAA TIPAB JOCTYNA COTPYAHMKOB K MH(pOpMaimmn.

Cnenyer ormerurs, uTo BHeapenne CAJlJ] maer ompenenceHHpIE NMPEMMYNIECTBA PYyKOBOJ-
CTBY MNPEONPUATHH M OPraHMm3aipii A8 OCYIIECTBICHUA S(PPEKTHUBHOTO YOPABIEHUA WU OHEpa-
TUBHOIO NPUHATHA PEUIEHWH, 4 UMEHHO:

a) TMPO3PAYHOCTE AEATEIBHOCTH COTPYLHHKOB W OTIEJIOB;

0) BBICOKAA CKOPOCTEH MOJIYUCHHA AHAJIMTHUCCKHX CIPABOK H OTUECTOB,

B) YKPEIUIEHHE WCIOJHUTEIBCKON IUCIAIUTNHEL;

r) CHIDKEHHE HETATHBHOTO BIMAHWA YEJIOBEYECKOro (pakropa Ha EsSTEIbHOCTD
KOMITAHU,

1) YMEHBIIEHHE KOIMYECTBA COTPYIHUKOB, 3aHATHIX pa0OTOH C TOKYMEHTAMH (KY-
PEEPOB, KAHIEIAPCKAX PAOOTHUKOB U T.IL).

Bomnpocsl 1151 00CYyKTe HHA

1. Yro co00if mpeacTaBIai0T CUCTEMBI ABTOMATH3AIMH JEJIONPOM3BOCTBA M JOKYMEHT O-
obopora?

2. OxapakTepm3yure aBTOMATH3UPOBAHHBIE CHCTEMEI

3. Pacckaxmure 0 QYHKIMAX JOKYMEHTAIMOHHOTO O0ECTIeYeHMs YIPABIICHI.

4. DNEKTPOHHBII TOKYMEHTO0000POT M CHCTEMA MEHE)KMEHTA KAUECTBA.

3amaHue:

1. PacemoTpers mporece OpraHmsanyi AJEKTPOHHOTO JOKYMEHT0000poTa M aBTOMA-

TIBAIMA CUCTEMBI VIPABICHUS HA TPUMEPE W3BECTHOTO MPEINPUATHA W 0003HAYWUTH TPEUMY-
MIECTBA U HEAOCTATKU UCTIOIL30BAHNA JTAHHOW CUCTEMBEL.

JluTeparypa:

Ile peueHbL 0 CHOBHOMH JIHTePATYpPbI:

1. Kysuenora M.B. JlokymeHTHpOBAHME YNPABIEHUECKOU AEATENLHOCTH [ DIIEKTPOHHBIN
pecypc]: yuebnoe mocodue mia Oaxamaspos / M.B. Kysnerora, I'.A. XauaTpan — DIeKTpOH.

TeKCTOBEIE naHHeie. — Mocksa: JlamkoB u K, A [Tu Op Menwma, 2021. — 240 c¢. — ISBN 978-

ACKYMEHT LIQIT MAGAH orbooks hop.ru.
INEKTPOHHOW NOANMNCBIO |
Ceptuchukar:  12000002A633E3D 1M1 3AD425FBSD002000002A6 PhbI.
Bnapeneu;: LLlebayxora TarbaHa AnekcaHapoBHa yT[pﬂBJIEHLIECI{DfI JCATCIEHOCTH [BJIE‘I{TPDHHLIﬁ

JIEKTPOH. TEKCTOBEIE maHHbIe.— OMCK: OMCKM
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roCyJapCTBEHHBII  WHCTUTYT  cepeuca, 2014— 177 c¢.—  Pewwmm = gocryma:
http//www.iprbookshop.ru.
IIpakTHYe ckoe 3aHATHE S

Temall CucereMa ynpag/ie HUSI JOKYMe HT AMH HA Iipe INPHATHH

IeH: MyYurs KOMITIEKCHYIO CHUCTEMY YIPABICHUA JOKYMEHTAMU HA TPEIHPUAT HH.

JHAaHUA W YMeHHs, NpHoOpeTraeMble CTYAeHTOM B pe3y/ibTaTe O0CBOCHHH Te Mbl
NpaKTHYe CKOT'0 3aHATHSA, (popMHpYeMble KOMIIe Te HIIHH HJIH HX YaCTH: B IPOLECCE H3yUe-
HW JUCLMITIMHEI CTYAEHTHl NOJDKHBl AHAJBUPOBATE CYIIECTBYIONME CUCTEMBI YIIPABJICHHA
TOKYMEHTAMU HA TPEIOPIEIT L.

B npouecce m3y4yeHHd JAaHHOH TeMbl (POPMHPYIOTCH CJie IVIOIHE KOMIIe Te HI[HN:
OIIK-1, OIIK-2, ITK-8.

AKTyaIbHOCTB TeMbl. (CucTeémMa ynpaBiI€HUA TOKYMEHTAMH — HOPOTPAMMHBIA KOM-
IUIEKC, O0ECIeUMBAIONN XPAHEHWE, YUET, YIOOHBIM IMOMCK, O€30MACHOCTE U OICPATHBHEIN J10-
CTYII K KOPIMOPATMBHBIM OyMaram.

JIOTOBOPEI, KOPPECTIOHIEHINE, MYJIbTUMEINIHBIN KOHTE€HT, 0a3el 3HAHMM, apXuB... O0B-
eMbl MH(pOpMAIMK T000N KOMMAHWM UCYUCIAIOTCA NECATKAMU M COTHAMU ThICAY (hpaimoB. JIro-
0as KOMITAaHMA PaHO WIH MO3HO CTAJKMBAETCH C 3aMaded OpraHmaliyd U aBTOMATH3AIMN 10K V-
MEHT0000pOTa. ITO MONKET OBITH CBA3aHO C POCTOM KOMITAHMM, M3MEHEHWAMH B CTPYKTYPE,
HEOOXOOUMOCTEI0 OOHOBIIEHMS YIPABJICHUECKHX MPAKTHK U METOLOB Pa0dOTEI, KOTOPEIE IPEIIAT-
CTBYIOT MOBBIIMIEHHIO KOHKYPEHTOCHOCOOHOCTH. (CHCTEMA YNPABIEHMS NOKYMEHTAMH, IPYTHMH
CIOBAMHU CHCTEMA DSJIEKTPOHHOTO IJOKYMEHT0000pOTAa, CBOEBPEMEHHO BHEIPEHHAS B KOMIAHWH,
HE TONBKO MOMOKET MNPEONONETH MOMOOHBIE MPOOJIEMEBEI, HO U CTAHET MHCTPYMEHTOM, IT03B OJII-
IONMM NPOBOAWTE AHAM3 COCTOAHMA MHOTMX OM3HEC-IPOLIECCOB, 4YTO IIO3BOJMT BO BpPEMA
«pACHIMBATE Y3KHE MECTa», KOPPEKTUPOBATE CTPATETMM U INMPAKTHUKH YIPABJICHWA O/ MOBBIIIE-
HuA SPPEKTUBHOCTH MPEINPHAT USL.

Te OpeTHUECCKAA YaACTh

OmeIT CTpaH, NPUMEHAIONINX NPUHIMILI YIPABICHUA JOKYMEHTAMH B JEATEILHOCTH Op-
raHmalyil, WUCIOMB30BaH U 3akpemieH B MexayHapomHom cranmapre MCO 15489-2001 «Mn-
(opMamma U TOKYMEHTAIA — Y IIPABJIEHUE NOKYMEHTAMID), MOJOKEHAA KOTOPOro pacCMOTpe-
HeI B mocoOmu. B 2007 r. mmaHupyeTcsa NpUHATHE AHAJIOTMYHOTO POCCHICKOrO CTAaHOApra mo
yopasienmto gokyMeHramu (I'OCT P MCO 15489), koTopeiit Oyaer ABIATHCA NMEPEBOIOM ME K-
OyHAPOIHOTO.

B cranmapre MCO 15489 ymparienne nqokymeHTaMHu — OOHA W3 (DyHKIWMI YIIPABJICHUA U
00JIACTH YHPABIACHMAKOTOPasA O0ECHEUMBAET KOHTPOJL CO3MAHW, ITOJYU4CHIS, MCOOIB30BAHUAA U
XpaHeHHA B (popmMe TOKYMEHTOB OOKA3aTENbCTB M MH(OpPMAIMM O JEIOBOM AKTMBHOCTU U OT-
OEIBHBIX YIPABICHUECKUX ONEPAIMAX.

B nemax ymnpaBieHus DOKyMEHTaMU B OPraHM3AIMU NPOEKTUPYIOT, BHEAPAIOT U MOOAEP-
JKUBAIOT B AKTYAJILHOM COCTOSHMM CHUCTEMY YIPABICHMA JOKYMEHTAMMI.

[Tomatne «cucrema» B cranmapre MCO 15489 ucrnone3yeTcs B MIMPOKOM CMBEICJIE, OHO
BKTIOYAET JIOJEH M MPOIECCH HAPABHE C MHCTPYMEHTAMH U TeXHOAOrwaAMU. [l cozmama cu-
CTEMBI HE 00 X0 THUMO:

* Opranm3oBaTe padoOTy (YCTAHOBUTH IMOMTHOMOUYMS, OOA3aHHOCTH M OTBETCTBEHHOCTE)
cavikOer JIOY. a Taxke DVKOBOOMTENIEH M COTPYIHUKOB TPEANPUATHA, CO3TAONINX WU WUCIOJIE-

OOKYMEHT NoanucAH
SNEKTPOHHOW NOAMUCHIO
Ceprudukar:  12000002A633E3D113AD425FB50002000002A6 AMM (MX PErHCTPAalMIO, KJIACCU(PHKALMIO, BKIIFO-
Bnageneu: LLebayxopa TaTeAHa AnexkcaHopoBHa *HHE TIOPAOKA M CPOKOB XpaHEHHA TOKYMEHTOB,
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* BRIOpaTs ¥ BHEAPUTE H(PPEKTUBHBEIE TEXHOJIOTHMA PAOOTHI ¢ JOKYMEHTHOM MHPOPMAIH-
€11 Ha BCEX HTAMNAaX €€ KM3HEHHOr0 IMKIA;

* pa3paboTars ¥ YIBEPAUTH JOKAIBHBIE HOPMATHUBHO-METOIUIECKHE AKTHI, PETIAMEHTH-
PYIOIIME BCE YUACTKH padOTHI CO BCEMU BUAAMHU U (JOPMATAMH JOKYMEHTOB MMPE ATPUATHA.

CraHgapr npUuMEHUM W OpPU UCHOIL30BAHUHM TPATUIMOHHEIX

METOIO0B BE€OEHMA «OyMakHOTO» HOKyMeHTooOopora. Ho, B mepByro odepens, OH Oyaer
MOJIE3€H OPraHmaIlEIM, BHEAPAIONMM TEXHOIOTMM PAOOTHI € ANIEKTPOHHBIMHM JOKYMEHTAMH H
cucTeMbl apTomarmsamym J[OY.

[Tpu pazpaboTke cuCTEMBI ynpaBaCHUS NOKYMEHTAMH YUWTBIBAIOT LIEIH, 3304494 U (DYHK-

I OPraHm3aI|y, €€ CTPYKTYpPY, NPABOBYIO, YOPABICHUECKYIO M TMOIMTHUIECKYIO cpenmy. Kax-
OYI0 YIPABIEHYECKYIO (PYHKIMIO, BCE NENCTBUA M ONEPAlMM PACCMATPHBAIOT C TOUKH 3PEHHA MX

norpeOHOCTH B mokymeHrax. [1pu sTom onpenenaror TpeOOBaHMA K JOKyYMEHTAM, 4 TAKKE KO,
KaK M I1€ JOKYMEHTHl BKIIOUAIOT B CUCTEMY YIPABICHWA TOKYMEHTAMH. AHATM3UPYIOT KPUT U-
geCKUE (PAKTOPBI U CYMIECTBYIONME HEIOCTATKH, CBA3AHHBIE C YIPABICHHEM TOKYMEHTAMMU.

Bomnpocsl 1151 00CYyKTe HHA

1. Oxapakrepmyure ['OCT P UCO 15489-1-2007 «CUBHW/I. Ynpasnenne nokymenramu. O0-
npe TpedoBaHmA»: TpeOOBaHUA K JOKYMEHTaM, (PYHKIMM JTOKYMEHTOB MPEANPHUATHA, OTBET-
CTBEHHOCTH PAOOTHUKOB B 00JIACTH JOKYMEHTHUPOBAHUA AEATEIBHOCTH NPEANPHATHA U OPraHU-
341U HA HEM padOTHI C JOKYMEHTAMH.

2. Co3maHys CUCTEMBI YIIPABICHUA JOKYMEHTAMM KAK OJHA M3 (DYHKIMM VIPABICHUA COBpE-
MEHHBIM HNPEITPUATHEM.

3. Kakue TpeOoBaHA NpEaBABILAIOTCA K CUCTEME YOPABICHUA TOKYMEHTAMU!

3amaHue:

1. PaccmoTrpeTrs CHCTEMY YNpaBICHWA NTOKYMEHTAMH  HA IPUMEPE W3BECTHOTO

NPEANPUATAL M IPEMJIOKUTh MEPONPWATHA [0 €€ COBEPIICHCTBOBAHMIO B  YCJIOBMAX
IPPOBIBAIIMNA  SKOHOMUKI.

JluTeparypa:

Ile peueHbL 0 CHOBHOH JIHTePATYpPbI:

1. Kyznenopa WU.B. JlokymeHTHUpOBAHME yNpPaBAECHYECKOHW AEATENBHOCTH |IIEKTPOHHBIU
pecypc]: yueOnoe mocodbue nma OakamaBpoB / M.B. Ky3nuenora, I'.A. Xauarpsan. — DneKkTpoH.
TekCTOBBIE nanHeie. — Mocksa: [lamkor u K, Ait [Tu Op Menua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum mocrtyma: http//www .aprbooks hop.ru.

Ile peyeHBb JONOJTHHTE/ILHOM JIHTEPATYPHI:

1. Kaypman H.IO. [lokymeHrupoBanme ympaBIeHUECKON AEATENBHOCTU [IIEKTPOHHBIN
pecypc]: yaebnoe mocobue/ Kaypman H.HO.— DnekTpon. TekcToBeie manHbpie.— Omck: OMCkui
roCyIapCcTBEHHBI  wHCTUTYT  cepBuca, 2014.— 177  c¢.—  Pewwm = pgocryma:
http//www.iprbookshop.ru.

PEKOMEHAYEMASA JIMTEPATYPA

l. OcnHoBHas mureparypa

AOKYMEHT NOAMNMCAH YIPABICHI €CKOH JAEATENMHHOCTH [ DICKTPOHHBIH

INEKTPOHHOW NoAanMcCbio
Ceprudukat: | 12000002A633E3D113AD425FB50002000002A6 1.B. Kysnernosa, I'.A. Xagatpsn. — SnexTpomn.
Bnapeneu: Ulebayxopa TaresaHa AneKcaHgpoBHa it [Iu 3p ME,I[HH, 2021. — 240 ¢. — ISBN 978-

orbooks hop.ru.
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2. JlomomnurensHas JMTEparypa

1. Kaypman H.FO. [lokymeHrupoBaHnue ympaBIEHUECKOM AEATENBHOCTH |[IIEKTPOHHBIU
pecypc]: yuedbnoe mocodwe/ Kaypman H.FHO.— Dnexrpon. TekcToBeie ganHeie.— Omck: OMCKHAM
roCyIapCTBEHHBIN  wHCTHUTYT  cepBuca, 2014.— 177  c¢.—  Pewwm  pgocryma:

http//www.iprbookshop.ru.

3. Pecypcer MH(POPMATMOHHO-TEJIEKOMM YHUKAIMOHHOM CeTH «Hureprer»,
HEOOXOOUMEIE 111 OCBOCHUA JUCHMITIAHEI

1. http//biblioc lub.ru (Caitr 9bC «VHuBepcurerckas OMOIMOTEKA OHITAHHY)

2 http//www.economicus.ruw/nfpk/pe.php (ObpazoBaremsueni nopran «Economicus.ruy)
3. http//www.consultant.ro/ (O¢rmanenerii canr kommanmmn «Koncymeranr- [Tmocy).

2! http///www.garant.ru/ (Caur maopmaipio HHO-paBOBOro moprasa «l'apanr»).

R http://fcior.edu.rw/ (Caitr (enepampHOro TIEHTpa HMHPOPMAIMOHHO-00PA30BAT €JTEHBIX

PECYPCOB).

AJOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHLIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu;: lLlebayxoea TateAHa AnekcaHapoBHa

Newncteutened: ¢ 20.08.2021 no 20.08.2022

33



MUHHUCTEPCTBO HAYKH U BBICILIET'O OBPA3OBAHIST POCCUMCKON ®ENEPAITUN
OEJIEPAJIBHOE TOCYJIAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJIBHOE

YUPEXJIEHUE BBICHIEI'O OBPA30OBAHWA
«CEBEPO-KABKA3CKHNU ®EJEPAJIBHBIN YHUBEPCUTET»

METOIUYECKHWE PEKOMEHJAIIUHU
IO OPTAHU3 AN CAMOCTOSTEITBHOUW PABOThI
OBYYAIOIIUXCHA
10 JTUCLUUIIINHE « JJOKYMEHTUPOBAHUE YIIPABICHUECKOM JIEATEIIEHOCTI
IUJTS1 CTYJICHTOB HarmpasyieHUs IToAroToBKH 38.03.02 M eHeDKMEHT
HaIpaBJICHHOCTH (ITPOQWIE ): « Y ITpaBICHNE OU3ZHECOM»

AJOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHLIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa
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2022

IlpeauciaoBue

B  macroAmee  BpeMsA ~ COBEPIIEHCTBOBAHWE  YNPABICHWA  IPOM3BOICTBEHHO-
XO3AMCTBEHHBIMM  CHUCTEMAMH, MOBBINIEHWE VYPOBHA  oOpraHmmammi U S(PQeKkTuBHOCTH
YOPABICHIECKOr0 TPyOa BO MHOTOM 3aBHCHUT OT TOTO, HACKOMHKO PAIMOHATHHO TOCTABICHO B
VUPEKICHIAX M HA MNPEANPUATHAX OENONMPOM3BOACTBO. [e€pMHUH «IOKYMEHTHPOBAHHME YIIPAB-
JIEHUECKOW [JEeATENBbHOCTW» XApPaKTEPU3YET COBOKYIHOCTH padOT mo JIemonpor3BOACTBY
VUPEKIECHUA M II0 OPraHmsalyi B HUX JOKYMEHTOB. llomATHEM <«IOKyMEHT» ONpeneaeTCs
vHpopmaIpel, 3amicaHHas MoOBIM CHocOOOM HA MOOOM MaTrepuae, U34aHHAA WM ITOJTyICHHAS
moOBIM  (MIBUIECKUM WIM IOPUINUECKUM B JFOOOM OpraHM3alivy JI1 WCHOIB30BAHMA B CBOEH
NEATEILHOCTHL.

Kypc «JlokymeHTHpOBaHUE yNPaBICHYECKOU OEATEMRHOCTHY HaeT 0a30BEIE€ 3HAHMA B 00-
JTACTHU W3YYECHUA ENONPOM3BOACTBA U padOTEI ¢ JOKYMEHTAMH B OpraHm3aipy. B npenmaraeMeix
METOOWUECKNX VKA3aHMAX pPAaCCMATPUBACTCA CYNHOCTE U Creim(puka TOKYMEHTUPOBAHMA
VOPABICHYECKOW  JIEATEILHOCTH; TMPOMCXOAWUT O3HAKOMJIEHME C MPAKTHUKOM COCTABIICHHSA
OpraHMBAlMOHHBIX,  PACIOPANWTEIBHBIX U HH(POPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB;
OBJIAJI€HUE HABBIKAMM APXMBHOIO0 XPAHEHMA NOKYMEHTOB M COCTABJICHWSA HOMEHKIATYPBI OEIN.

Marepran kypca o0ecrneumBaeT 3HaHHE OONIMX NPUHIMITOB OPTaHM3AlNN.

[lenr OCBOCHMA AUCIMITIMHBI 3aKIOUACTCS B (popMupoBaHMM HAOOpa npodeCcCHOHATIE-
HEIX KOMIETEHIM OakaiaBpa M0 HAMNPABICHUIO TMOATOTOBKHU 38.03.02 MewemxMeHr,
(HanpaBJeHHOCTE (mpo(wis): «YmnpasieHne OMBHECOM»), OCBOEHHE CTYAEHTAMH TEOPETHYE-
CKMX 3HAHMA B O0JACTH OEMONPOM3BOACTBA B OPraHM3AIlM M NPUOOPETEHHE TPAKTHYECKHX
HABBIKOB B 00macTu O(OpMIEHMA TOKYMEHTAIMWA, HEOOXOAWUMOW IJSI HOPUHATHA TPAMOTHBIX
yIPABICHY €CKUX PEILCHMUI.

K 3amagam mydeHwsi AUCIMAIUIMHBL OTHOCATCA: MOIYYEHWE 3HAHWN IO OCHOBHBIM IPHH-
IMraM, NOOHATHAM (POpMUpOBAHMA HAYKH «J[OKyMEHTHMpOBAHME YIPABICHIECKOH TESTEIhHO-

CTW», NPUHIMIIOB W 3aKOHOB OPraHMm3alyy AJOKYMEHT0000poTa HA mOpeanpuaThd; (OpMHPOBA-
HIA YIPABJICHYECKOM M MHOM OPraHM3alMOHHO- PACIOPAOWUTEIRHOM NOKYMEHT AWM, BEICHUE

KaJIpOBOr0 JOKYMEHTO000pOTa; CTPYKTypy HOCTPOCHHMA [TOKYMEHTO00OpOTAa B OpPraHM3alyu;
(pOpMHUpPOBAHME YMEHMM MNPUMEHATH IOMYUYEHHBIE 3HAHAA K PEIICHAIO BOMPOCOB IO OpPraHm3a-

IMOHHBIM MPOLECCAM HA MNPEANPUATHH OBJIANEHAEC OCHOBHBIMHA HPUHIMIIAMHU (POPMHUPOBAHMA
OOKYMEHTUPOBAHMS YIIPABIEHUECKOU OEATEILHOCTH, 3aKOHAMHU OPTraHM3aliM, HABBIKAMH CO-

CTABJICHMS HEOOXOJUMBIX YIPABICHUECKUX TOKYMEHTOB.

B coorBercTBMM € 3TMM OCHOBHOU LENBIO MPENMOJABAHMA IHCIMITINHEI BEICTYHAET (Pop-
MHUPOBAHUE Y CTYIEHTOB 3HAHWIA, HABBIKOB M YMEHHM B 00JACTH JOKYMEHTHPOBAHMA YIPABICH-
gJeCKOH NeATEIbHOCTH.

@opmupyeMEBIE B TIPOLIECCE M3YIEHMA KOMIMET €HIIMML

OIIK-1. Cnocoben pemars npo(ecCHOHATBHBIE 3a1aUM HA OCHOBE 3HAHMA (HA TPOMEKY-
TOYHOM YPOBHE) SKOHOMWYECKOM, OPraHM3aIiiOHHOW W YIPABIECHYECKOHU TEOPHIL

OIIK-2. Cmocoben ocymecTBaATsE cOOp, 00padOTKy M aHAM3 TAHHBIX, HEOOXOIUMBIX
O peIIeHUs TIOCTABICHHBIX VIOPABICHUECKHMX 3a1ad, C MCIIOIB30BAHUEM COBPEMEHHOTO WH-
CTPYMEHTAPUA U UHTEJUICKTYAIbHEIX HH(POPMAIOHHO-AHATUT M ECKUX CHCTEM.

[IK-8. CrnocoOen OCymeCTBAATE IE€M0BOEC OOMIEHME M NMyOJIMUHBEIE BBICTYIUICHHS, BECTH
MEPETOBOPEI, COBEMIAHMA, OCYMIECTBIATE MENOBYIO MEPEHUCKY, BECTH JOKYMEHTOODOOPOT opra-

NOKYMEHT MOANUCAH THKATHLH. ;
SNEKTPOHHOW NMoanceio PE3C KOMITCT CHITHIL
Ceptuchukar:  12000002A633E3D113AD425FBS0002000002A6
Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa

) BCex cepax KM3HEAEATEILHOCTH, UCTIONIB3Ys
Oenctentenen: ¢ 20.08.2021 no 20.08.2022 dBJICHICCKOM TCOPHH

35



OIIK-2:

JIeMOHCTpUPYET HABBIKM KPUTUYECKOTO MBINUIEHMA U CHUCTEMHOIO IOAXO0Ja B IPOLECCE
cOopa, 00padOTKH M aHAMMBA TAHHBIX, UCTIONB3YEMBIX NPH PEMIEHAN NMPO(ECCHOHAIBHBIX 34144

[TK-8:

OcyniecTBisieT AEn0BOE OOMIEHME B YCTHOM M MMCBMEHHOM (POpME HA TOCYZApPCTBEHHOM
1 MTHOCTPAHHOM (BIX) SI3BIKE (aX)

MeTogmaeckue ykazaHusd COIEPKAT PEKOMEHOAIMM K MPAKTHIECKMM paboTaM CTYIEH-
TOB U CIIMCOK PEKOMEHIOBAHHOM JIMTEPATYPEL.

Kommnerenpm, c(QopMUpOBaAHHBIE B XOO€ IBYYEHMA IUCIMIUIMHBL «JlOKyMEHTHpOBaHUE
YOPABAEHI €CKON AEATEILHOCTI» MOTYT OBITH BOCTPEOOBAHBI MPU M3YYEHWWA TAKHX JHCIMILIVH,
Kak «/lemoBeie KOMMyHMKAI», «bIBHEC-TUIAHUPOBAHUEY.

Kommerenpm 00ygaronierocs, GOpMUpyEMBIE€ B PE3YILTATE OCBOCHIS TUCIWITINHEL:

Ne
/Tt

l. | Cnocoben pemats mpogeccruoHambHBIE 3a0a49H HA OCHOBE 3HAHMA (HA MPO-
MEKYTOYHOM YPOBHE) OSKOHOMHYECKOM, OpraHm3aiMoHHOM u ympasieHde- | OIIK-1
CKOU TE€OPHM.

2. | Coocoben ocymieCTBIATE cOOp, 00padOTKYy M aHAMM3 HAHHBIX, HEOOXOOU-
MBIX OJI1 PEeIIeHMA MOCTABJICHHBIX YMPABICHYECKHX 3a7ad, C MCIIOIb30Ba-
HAEM COBPEMEHHOTO HHCTPYMEHTAPHA W HHTEIIEKTyalbHbIX wHpopmanm- | OIIK-2

OHHO-dHA/TMTHICCKHMX CHCTCM.

ConepxaHre KOMIIET CHIIMH HIudp

3. | CoocobeH OCymIeCTBIATE IEOBOE OOMIEHME W MyOJIMUHBIE BBICTYIUICHMA,
BECTU NEPETOBOPHI, COBEMIAHMS, OCYIIECTBIATE AEJIOBYIO IEPEIICKY, BE-

CTU JOKYMEHT000OpOT OpraHmaliy U MOAAECPKUBATE IEKTPOHHBIE KOM- 1K=
MYHHKAIH
CTpyKkTypa ¥ KOMOOHEHTHBIM COCTAB KOMITETEHIMH
Texnomormm CpencrBau
[Tepeuens koMmOHEHT OB (popMUpPOBAHUS TEXHOJIOTHN
KOMIIETCHIIN OIIEHKHT
3Haem: Jeximmn CobecenoBanue,

— METOOMKY aHamsa uHpopMaimmM O (YHKIMOHHUPO- | CaMOCTOATENBHAL | TECTUPOBAHUE
BAHMA CHCTEMBI BHYTPEHHETO HOKYMEHTO00OOpoTa | pabora
OpraHmzaipy; IpaBWIa BeOeHWI 043 IaHHBIX I10
pa3mMHBIM TOKA3aTeasIM U (POPMHUPOBAHM WH-
(popManMOHHOr0 O0EeCrmedYeHuss yJ4acTHUKOB Opra-
H3AIMOHHBIX TPOEKTOB;

— METOAMKY MOATOTOBKH OPraHM3alMoOHHBIX M pac-
MOPAAWT €JIbHEIX  JTOKYMEHTOB, HEOOXOMUMBIX IJIA
CO3JAaHII HOBBIX MPEINPHUHUMATEILECKUX CTPYKTYD;
YHUPMITUPOBAHHBIE CUCTEMBI JOKYMEHT AL,

— OCHOBHBIE TIOHATHA W HOPMATHBHO-NPABOBYIO 0a3zy

e S = .

"~ HOKYMEHT FOAMVICAH ULy TP JICHI,
ANEKTPOHHOW NOANACBKD PEICHIT
Cepmuchukar: 12000002A633E3D113AD425FBS0002000002A6 .:TBEI—]]—IGﬁ)
Bnageneu;: lLlebayxoea TateAHa AnekcaHgpoBHa
HH TCX-
[eicreuteneH: ¢ 20.08:2021'no'20.08.2022 HIIH OP-
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TAHMBAIMOHHEI X M3MEHEeH U

Mueem:

AHAMBUPOBATE HH(pOpMAIMIO 0 (PYHKIMOHHUPOBA-
HAM CUCTEMBI BHYTPEHHETO JTOKYMEHT0000pOTa Op-
TaHM3alMd ¥ BECTH 0a3bl JAHHBEIX I10 PA3IMIHBEIM
MoKa3aTemaM W (POPMHUPOBATE  HH(POPMAIMOHHOE
obecreuyeHrue Y4aCTHUKOB OpPraHM3alMOHHBIX IIPO-
€KTOB; CO3JABATH CUCTEMBI VIPABICHUA IOKYMEH-
TAMU;

OCYHIECTBIATE MOATOTOBKY OPraHIBAIMOHHBIX U
pACTIOPAAUTENBHBIX  JOKYMEHTOB, HEOOXOTUMBIX
O CO3JaHMd  HOBBIX — MPENPHUHUMAT €JTb CKHX
CTPYKTYpP; WCHONB30BATH MEKIYHAPOIHEIE CTaH-
oaprel B 00macTu padOTel ¢ JOKYMEHTAME, YMETE
00OCHOBATh CBOIO TOYKY 3PEHUSA;

OCYNIECTBIIATE JOKYMEHTAJIbHOE O(POPMIEHHE pe-
MICHANA B YOPABICHUM ONEPAIMOHHOM (IIPOM3BO/I-
CTBEHHOH) OEATEILHOCTH OPraHm3aldi IIpU BHEI-
PeHMH TEXHOJOTMYECKHX, MPOAYKTOBEIX HHHOBA-
1M WM OPraHW3alMOHHBIX HW3MEHEHHH; aBTOMA-

TU3UPOBATH OCHOBHBIE EJIOMPOM3BOICTBEHHBIX
OITE pa L

[IpakTrueckue
padoTEI
CamocTosaTenpHAg

pabora

CobecenoBanue,
TECTUPOBAHUE

Bnaoeem:

HABBIKAMU aHama vHpopmarm 0
(P)YHKIMOHUPOBAHUN CHUCT €MBI BHYTPEHHETO
OOKyMEHTO0000pOTa OpraHmsaipy, BeneHus 0a3
OAHHBIX 0O  pa3IM4HBIM  [OKA3aresiM U
(opMupoBaHMA  HMHPOPMAIMOHHOTO  ODeCTed EHMA
y4aCTHAKOB OPraHU3aIMOHHEIX MPOEKTOB;
HABBIKAMM  CO3JaHMA  CHUCTEMBI  YIIPABJICHUA

JOKYMEHT aMHU KaK (pyHKIIH YIIPaBJICHUA
COBPEMEHHBIM MPEINPHATHEM,

HABBIKAMH  MOATOTOBKM  OPTaHMBAIMOHHBIX U
PACTIOPAOUTEBLHBIX ~ TOKYMEHTOB, HEOOXOIUMBIX
O CO3JaHM  HOBBIX  MPEINMPHUHUMAT €JTb CKHX
CTPYKTYD,

HABBIKAMHM HCTIOIL30BAHUSA ME 3K YHA PO THBIX
CTAaHmZAPTOB B 00mactu padOTHl C TOKYMEHTAMUY,
BJIAJCTEL HABLIKAMH IIPE3CHTAIMH PE3Y/ILTATOB;
HABBIKAMHU TOKYMEHT aJIbHOTO 0(pOPMIICHUSA
peLLIEHAH B yIPABIEHIH OIE PALMOHHOM
(DPOM3BOACTBEHHOM) EATECILHOCTH  OPraHM3aIMi
OpH BHEAPCHMM TEXHOJOTHMIECKHX, MPOMYKTOBBIX
VHHOBAIMIT M OPraHMBAlMOHHBIX  W3MEHEHUM;
HABBIKAMH ABTOMATH3AIHH OCHOBHEBIX
IEJIOMPOM3BOACTBEHHBIX  OITE PALIMIA

[IpakTrueckue
padoTEI
CamocTosaTenpHAg

pabora

3auer

CepTtudumkar:
Bnageneu:

Newnctentened: ¢ 20.08.2021 no 20.08.2022

OJOKYMEHT NMoanncAH
SNEKTPOHHOW NOANMUCHIO

12000002A633E3D113AD425FBS0002000002A6
Lebayxoea TateaHa AnekcaHapoBHa
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Lnenne (PyHIAMEHTAJIRHBIMUA 3HAHWAMMY, TIPoge C-




CHOHATBHBIMM YMEHWAMH W HABBIKAMM AEATEIBHOCTH MO HOPO(PWIIO, ONMBITOM TBOPUECKOH, HC-
CIIEOBAT €16 CKOM IEATEIBHOCTH.

CamocTosaTenpHas padora CTYIEHTOB CIIOCOOCTBYET PA3BUTHUIO CAMOCTOATEMLHOCTH, OT-
BETCTBEHHOCTH M OPraHA30BAHHOCTH, TBOPYECKOr0 MOAXOJA K PEMIEHHIO NpoOieM y4eOHOro u
OpO()e CCUOHAIEHOTO YPOBHA.

3amadamMu CaMOCTOATEIHLHOM padOTE MO AUCIMIUIMHE «JlOKyMEHTUpOBAHME YIPABICHY €-
CKOH IEeATEILHOCTI ABJIAIOTCH:

- CHUCTEMATIBAIMA W 3AKPEIUIEHHE ITOTYYEHHBIX TEOPETHMYECKHX 3HAHWI M MPAKTUIECKHX
YMEHMA CTYAEHTOB,;

- YIIIyOJIEHWE W PACHIMPEHHE TEOPETUUE CKUX 3HAHULL

- (popmupOBaHME YMEHMM HCHOIB30BATH HOPMATHUBHYIO, MPABOBYIO, CHPABOYHYIO TOKY-
MEHTALMIO U CIELMAIBHYIO JIUTEPATYPY;

- Pa3BUTHE TO3HABATEJBHBEIX CMOCOOHOCTEHW U AKTUBHOCTH CTYIAEHTOB: TBOPYECKON WHU-
IMATHUBEI, CAMOCTOSATEIEHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCT,

- (popmupoBaHME CAMOCTOATEMRHOCTH MBIIUIEHMA, CIIOCOOHOCTEN K CAMOPA3BUTHIO, Ca-
MOCOBEPIIEHCTBOBAHMIO M CaAMOpEeaTBaL,

- pa3BUTHE HCCIEN0BATENBCKAX YMEHHI;

- WCIIONB30BAHME MATepuana, COOPaHHOrO M MOJYyYEHHOTO B XOAE€ CAMOCTOATENBHBIX 3a-
HATWI HA CEMMHAPAX, HA MPAKTMIECKUX U JA00paTOPHEIX 3aHATHAX, NMPH HAMMCAHUA KyPCOBBIX
padoT M BEITYCKHOM KBAMM(PMKAIIMOHHOM Pa0OTEHL

2. Ilitan-rpaguk BbITO/IHE HHS CAMOCTOATE/IbHON padoThI

Koner peamr Bun MToroBeri CpencrBan O0OreM 9aCcoB, B TOM 9HCJIE
3YEMBIX KOM- | TEATEIbHOCTH OPOIYKT TEXHOIOTHH (actp.)
[T EHIIHH, CTYAEHTOB CaMOCTOATEI OLIEHKH CPC KonraktHa | Bcero
VHIUKATOPOB BHOM Pa0OTHI 1 pabora ¢
npenoaaBa
TeJeM
3 ceMecTp
NI -4 OIK-1; | CamocTosTenb KOHCTIEKT cobecemoBa- 26,1 29 29
NL-7 OLK-2: | yoe iyuerme HHE
WT -1 TIK - 8:
WII-2 MK -8 | TATEPaTypel
WM -4 OIIK-1: | [TonroroBka k Jlokman [Tepeuens Tem 25 2.5 25
WA - 71' 3[?[{32 TUCKYCCHA ITUCKYCCHOH
II:II!%[:,} i - ¢ HOrO CTOJA
M- 4 OIIK-1: Brmmomenne 13.5 1.5 15
I - 7 OHK-ZZ KOHT POJIbHOM Tekcr . | Konrpomsnas
VT -1 TIK - 8: paﬁmm KOHT POJIBHOH pﬂGDTH
WJT -2 TIK - § pabors
W - 4 OIK-1: [Togroroeka k Tect TecrupoBanue
_ 9. TECTHPOBA-
I/II/Iﬂ,I[ ?1 1(1):‘{1[:{ 3?’ m@ 13,5 15 15
WT - 2 TIK -
Hroro 3a3 cemecTp 75,6 8.4 84
[IOKYMEHT NOANVUCAH Utoro | 756 34 s

3NEKTPOHHOW Nnoanunceio
Ceptuchmkar: 12000002A633E3D113AD425FBS0002000002A6
Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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PabdoTa c taTe parypoi

JIna ycrenmHoro OCBOEHWS AWUCHMIUIMHBEI, HEOOXOIMMO CAMOCTOATEIRHO AETANBHO M3YUWUTh
OpEICTABJICHHBIE TEMEI [0 PEKOMEHIYEMBIM UCTOYHUKAM HMH(OPM AN

Ne PekoMeHnyeMbI€ UCTOUHMKN HH(POpMAIHU
' | TeMsl 11 caMOCTOAT €TLHOTO M3YUEHASA (Ne ucrounmka)
OcnoBnas | Jlomommm- | Meronu- | Marepuer-
TEIbHAS yecKas peECYPCHI

I. | Tema 1. Poms }ﬂiq)DpMHU}M 1 TOKYMEHTOB 1 1 123 12345
B YIIPABJIEHY ECKOH JEATEIHHOCTH

2. Tema 2. JlokymeHt U CHUCTEMEI 1 1 1.2.3 1.2.345
DOKYMEHT ALIUH

3. | Tema 3. HopmarusnHo-mpaBoBas 0asza mo- 1.23 1.2345
KYMEHTAIMOHHOT0 O00€CIeueHus ymnpaBe- 1 1
HITA

4, Tema 4. Yrpasnenueckas JOKyMEHT alyi: 1.2.3 1.2345
TpeOOBAHMA K COCTABIEHHIO U O(popMIIE- 1 1
HAt0, (popMymsp-00paszen, COCTAaB U pac-
MOJIOKEHUE PEKBIBUTOB.

5. Tema 5. CDE-,I[HHHE SNIEKTPOHHBIX TOKY- 1 l 1.2.3 1.2.34.5
MEHTOB

6. | Tema 6. OprammBanyoHHEIE DOKYMEHTHI, 1 l 1.23 1.234.5
MX COCTABJICHHE U O(hopMIeHHE

7. | Tema 7. CocTaB u coznanne pacnopsaau- I ! 1.23 1.2.34.,5
TEJIBHBIX JOKYMEHT OB

8. | Tema 8. UndopmarmoHHO-COPaBOY HEIE 1 l 123 12345
TOKYMEHTEI

9. | Tema 9. Oprammzaimsa paboOTEHL ¢ JOKYMEH- I 1 1,2,3 1,2,34.5
TaMH

10. | Tema 10. Xpanenne mOKyMEHTOB | | 1.2.3 1.2345

11. | Tema 11. ABTOomMaTm3aips TOKyMEHT ALIU- 1.2.3 1.2345
OHHOTO O00€eCTIeY EHMS YIPABICHI 1 1

12. | Tema 12. Cuctema ympaBieHus JOKYMEH- 1.2.3 1.2345
TAMWHA IIPEIIPUAT A l l

2. OnHcaHHe KAl 0ll¢ HHBAHHUSA

PelrnHroBas OnEHKa 3HAHMM JJIA CTYAEHTOB OYHO-3a209HOM (POPMBEI OOyUEHHA HE
pe JyCMOTPEHA

IIpomMe:xyTOouHas aTTecTAHA
[TpomesxyTounas arrectaips NpoOBOAUTCA B (pOpME IK3aMe HA.

Kpure piiu onie HKH

AOKYMEHT MOANUCAH i

INEKTPOHHOW NOANMCBIO '
CepTuchukar: 12000002A633E3D113AD425FB50002000002A6 voenmy, €CIM OH CTIOCOOCH OMpeeN T KPyT 3a-
Bnapgeney: LLiebayxoea Tateaxa Anekcaigpoeya OMMMHUMAIBHEIE CIOCO0OERI HX PEMIEHUS, UCXOT S 113
Oencteutenex: ¢ 20.08.2021 no 20.08.2022 CCYpeoB M OTPAHIMMCHIH, HCIHOAL3YCT HOTydCH
Lidske St ke o et bk o et wamae sl CTYOCHTY, €CIIH TCOPETHYCCKOC COOCPNKKAHHNC
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Kypca OCBOEHO IMOJHOCTEIO, Oe3 mpo0enoB; OH WCUEPHBIBAIONIE, TIOCIEIOBATEILHO, YETKO U JI0-
TMUHO M3J1ardeT Marepual; CBOOOIHO CIPABIAETCA C 3aJadaMu, BOOPOCAMHU M IPYTUMH BUAAMU
OPUMEHEHU 3HAHWM, WUCMONB3YET B OTBETE MOTOIHUT€JIBHBIN MATEPHAN; BCE MPENYCMOTPEHHBIE
MPOrPaMMON 3a0aHAA BBITIOJIHEHBL, KAUECTBO MX BBIMOJHEHMA OLEHEHO HA BBICOKOMYPOBHE;
AHATIBUPYET MOIYyUEHHBIE PE3YJILTATHI; MPOSABIAET CAMOCTOATEILHOCTE TPH BEITTOTHEHWM 34714-
. Kommerenipm OIIK-1, OIIK-2 n [1K-8 0CBOEHEI HA BEICOKOM YpPOBHE.

Oyenka «xopowio» @blcmagiaemes cmyoeHmy, €CIM OH CHOCOOEH ONpenesiTh KPyr 3a-
Iad B paMKax MNOCTABICHHOH IIEJIM U BRIOMPATH ONTUMAJBHBIE CTIOCOOBI MX PEUIEHMS, UCXOOS 113
NEUCTBYIONIMX IPABOBEIX HOPM, HMEIOMMXCA PECYPCOB M OrPAHMUCHUM HA CPEOHEM YPOBHE,
HCTIOJIE3YET TIOMYYEHHBIE 3HAHWA B OPOQECCHOHATEHON AEATENBHOCTU. OIEHKA «XOpPOIIOY» BHI-
CTABJLIETCA CTYIEHIY, €CIIM TEOPETHUECKOE CONEpPKAHME Kypca OCBOEHO Ha JOCTATOYHOM
YPOBHE, C HE3HAUMTEJILHBIMHU MMPOOEIaM; OH MOCIENOBATEIHLHO MB3JIATAET MATEPHAT, UCIIBITHIBAA
HE3HAYUTENBHBIE TPYIHOCTH; CIPABIAETCA C 3aJadaMi, BOMPOCAMM U JIPYyTUMH BUITAMHU TPUME-
HEHMA 3HAHMI, OOIMYCKAas HETOYHOCTH; BCE MPEAYCMOTPEHHBIE MPOrPAMMOM 3a0aHWA BBITIOJIHE-
HBI, KAYECTBO WX BBIMOTHEHWA OIECHEHO HA CPEOHEM YPOBHE; MPOSBILIET CAMOCTOSATENb HOCTE
npu BeimomHeHMM 3anmamil. Kommerempm OIIK-1, OIIK-2 u ITK-8 ocBoensl Ha cpemnem
YPOBHE.

Oyenka «y00871emeopumesbHO» 8blCMABIACMecs CcMyoeHnyy, €CIm OH crado cnocoden
ONPENENATh KPYT 3aad B PAMKax MOCTABICHHOM LIEJM M BEIOUPATH ONTHUMAIBHBIE CIOCOOBI HX
pEmEHNA, UCXO0IA U3 AEHCTBYIONIMX NPABOBBIX HOPM, MMEIONIMXCA PECYPCOB M OTPAHWY €HHI HA
MHHMMAJIEHOM ypOBHE. OLEHKa «yIOBIETBOPHUTENBHOY» BEICTABIIETCA CTYIEHTY, €CJIM TEOPETH-
JECKOE COIEpPKAaHME Kypca OCBOEHO HA HIBKOM YPOBHE, CO 3HAUMTEILHBIMH NMPOOEnIaMu;, OH He-
MOCTAEAOBATEILHO M3IaTa€T MATEPHAJ, HCHBITHIBAS 3HAYUTE/ILHBIE TPYIHOCTH; CIHPABIAETCA C
3aJlauaMy, BOONPOCAMU U IPYTMMHU BUIAMU NPUMEHEHMA 3HAHMIL, JOMYyCKas OMIMOKM, BCE Mpeny-
CMOTPEHHBIE OPOrPAMMON 3aJaHHA BBIMOJHEHBI, KAYECTBO MX BBIMOJNHEHMA OLECHEHO HA HH3KOM
ypoBre. Komrerenipm OIIK-1, OIIK-2 u [1K-8 ocBOEHBI HA MUHMMAITBEHOM YPOBHE.

Oyenka «Heyoo81emgopumelbHo» 6blCmagisiaemecs cnyoeHmy, €CIA OH HE CIoCO0eH
OMPENENATh KPYT 3aad B PAMKAX MMOCTABIEHHOW L€ M BBIOMPATH ONTHUMAIBHBIE CHOCOOBI MX
pEeImEeHna, UCXOAsA W3 JEHUCTBYIONIMX NPABOBBIX HOPM, UMEIONMXCA PECYPCOB M OrPAHAYEHIIL
3a4eT He BRICTABIMETCSA CTYAECHTY, €CIM OH HE 3HAET 3HAYUTEJHFHOM YaCTH MPOTPAMMHOTO MAT €-
puana, OOMyCKAET CYMIECTBEHHBIE OMIMOKH, HEYBEPEHHO, ¢ OONBIIMMM 3aTPYIHEHAAMH BEITOJI-
Hiaetr npaktmaeckue padorsel, kommerenipm OIIK-1, OIIK-2 u [IK-8 we cdopmupoBanel, O0b-
IIMHCTBO TIPEAYCMOTPEHHBIX NPOTPAMMON y4E€OHBIX 3aJaHM HE BBIMOJHEHO, KAYECTBO MX BHI-
MNOJTHEHUA OLIEHEHO YHWCIOM 0asuioB, OJIMBKUM K MUHMMAJIEHOMY.

3. MeTonuyeckue MaTe pHAJIbL, OIpeIe/ISIONHe PoLeIypPhl Olle HHBAHHSA 3HAHHU i, YM e -
HUH, HABBIKOB ¥ (HJIH) ONbITA /IeSITeIbHOCTH, XAPAKTePH3YIOIIHX 3TAllbI (JOPMHPOBAHUS KO M-
e Te HI i

[Tporienypa npoBe neHs JAHHOTO OLEHOUYHOTO MEPOTIPHAITHS BKJFOYAET B ce0s: Oecemy ¢ mpe-
MO ABATEJIEM HA TEMBI M3y AEMOH JUCIUITINHEL.

[Ipennaraemeie crymenry 3agania nmo3BOJiOT npoBepurh koMmrerTenpnr: OITK-1, OITK-2,
[TK-8.

J11 nOArOTOBKY K TAHHOMY OLIEHOY HOMY MEPOIPHATHIO HEOOXOIUMO M3YUUTh JIEKIIMOHHEI 1
MAT € pUaJL, MAaTEPUAIIEI NPAKTUY €CKUX 3aHAT U, @ TAK/KE BONPOCHL, BEIHOCUMEBIE HA CAMOCTOS TE€JIb HOE
113y4 CHIE.

[Tpy moArOoTOBKE K MCTHITAHMIO CTYIEHTY MPEAOCTABIIIETCA HNPABO MOIB30BATHCSI CBOMMHA
KOHCTIEKTAMM.

[Tou moBEDKE 3amaHNsA. OLIEHUBAIOT CA IOTHOT A PACKPBITHA NPOOIEMBI, UCITOIH30BAHUE Pa 3-
AOKYMEHT [OANNCAH JKEHISI OTBETA
INEKTPOHHOW NOANUCBIO '
Cepruchukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa

Newncteutened: ¢ 20.08.2021 no 20.08.2022



3. MeTommueckre pe KOMeH/IAIHH K BbINOJHEHHI0 KOHTPOJILHO i padoTbI

KOMILJIEKT 3AJJAHUM JUISI KOHTPOJIbHOM PABOTBI

BAPUAHT Ne 1.
|. TpeGoBanma k GraHKAM JOKYMEHTOB.

2. MpaBuia odopmnenus pexsmsuros — 01, 08, 12, 21, 30.
3. Mucema. Cripasku. J0BEPEHHOCTH.

BAPUAHT Ne 2.

1. ITonroroBka u opopMIECHHE PACTOPATUTEMBHBIX JOKYMEHTOB.
2. IlpaBmwia odopmaenus pexsmsuros — 02, 10, 16, 19, 26.
3. IIucema. @akcer. CrpaBku.

BAPUAHT Ne3.

. ITonroroBka u o(popMIEHHE OPraHU3AIMOHHBIX JOKYMEHTOB.
2. IlpaBwia oopmuenua pexBmuroB gokymenros — (03, 15, 20, 23.

3. Ilpuka3el N0 OCHOBHOM OEATEIBHOCTH. 3aABIICHHA.

BAPUAHT Ne 4,
1. CocraBneHne HOMEHKIATYPBI OEIL.

2. IlpaBmna odopmnenm pexemuroB — 08, 10, 18, 25, 27.
3. JNoxmanneie 3amickd. [Ipuka3sl mo TMaHOMY COCTAaBY.
BAPUAHT Nes.

1. Co3ganne qOKymeHroB ¢ uctnons3oBanmem [1OBM.

2. ITpaswia opopmaerus pexemuroB — 09, 13, 17, 24, 30.
3. Ilpukaser mo mmHOMYy cocTaBy. Pestome.

BAPUAHT Ne 6.

1. @®opmupoBanue u OPOPMICHHE OEIL.

2. ITpaswia opopmaenus pexsmuro — 10, 14, 18, 21, 29.
3. JlomkHOCTHEIE MHCTPYKIRM. CHpaBKIL

BAPUAHT Ne 7.
1. JIOKymMEHTHPOBAHME TPYIOBBIX MPABOOTHOMIEHUH.

2. IlpaBwia opopmuenua pexsmsuroB — 11, 12, 18, 20, 21.
3. ITporokomel. [loBepeHHOCTH.

BAPUAHT Ne 8.

. ITonroTroBKa TOKYMEHTOB K APXMBHOMY XPAaHEHHIO.
2. ITparwia opopmaenus peksmuros — 12, 19, 20, 22.
3. TpynoBeie mOTOBOPEI.

OOKYMEHT noarnnucAH
SNEKTPOHHOW NOAMUCHIO
Ceptucbukar: 12000002A633E3D113AD425FBS0002000002A6 ITTPUSI TS
Bnapeneu: tlebsyxoea TatbaHa AnekcaHapoBHa 16, 22, 26. 28
[leiicTeuTenen: ¢ 20.08:2021 no 20.08.2022 Ma.
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CepTtudumkar:
Bnageneu;

BAPUAHT Ne 10.
l. Oprammsaims OJOKyMEHT0000poTa HA OpeINpHATHA.

2. IlpaBmwia ogopmnenus pexsmsuros —14, 15, 19, 21, 27 .
3. Axrel. [Iucema.

BAPUAHT Ne 11.
1. TpeboBanma k OJaHKAM TOKYMEHTOB.

2. IlpaBmna odopmnenmn pexsmuros — 01, 08, 12, 21, 30.
3. IIucema. @akcer. CrpaBku.

BAPUAHT Ne 12.

. CocraBnenne HOMEHKIATYPEI IEL.

2. TIpasuma odopmnenus pexsmuros —02, 10, 16, 19, 26.
3. TIucema. CripaBku. J[0BEPEHHOCTH.

BAPUAHT Ne 13.

1. ITonroroBka u o(opMIE€HNE OPraHUM3AIMOHHEIX JOKYMEHTOB.
2. IlpaBmma odopmaermsi pexBmuroB qokymenros — 03, 15, 20, 23.

3. IIpuka3er mo OCHOBHOM AEATENLHOCTIL

BAPUAHT Ne 14.
|. TToaroroska m 0OpMIIEHHE PACIIOPIIUTENLHEIX JOKYMEHTOB.

2. [TpaBuna opopmnenmst pexBmuros — 08, 10, 18, 25, 27.
3. TIpukasel 1m0 JIMYHOMY COCTABY.

BAPUAHT Ne 15.

. ®opmuposamie wuodopmieHue xen.

2. Tlpasuma odopmnenus pexsmuroe —09, 13, 17, 24, 30.

3. TIpukasel Mo aJMHHUCTPATHBHO-X038 HCTBEHHEIM BOIPOCAM.

BAPUAHT Ne 16.

l. Pesmome.
2. TIpaswma odopmnenns pexsmuros — 10, 14, 18, 21, 29,
3. JIOIKHOCTHBIE MHCT PyKIAN.

BAPUAHT Ne 17.

l. [IpaBmia opopmnenm pexsmuros — 11, 12, 18, 20, 21.
2. ITporokosst. JIOBEPEHHOCTH.

3. TpymoBEIE TOTOBOPEL

BAPUAHT Ne 18.
|. ITonroroBka JOKYMEHTOB K apXMBHOMY XPAHEHHIO.
2. Ipasuna opopmnenns pexsmsuros — 12, 19, 20, 22,

3. AxreL. [TuceMma.

D ATMTY ATYTT AL 10

AJOKYMEHT NoanncAH
SNEKTPOHHOW NMOAMNUCHLIO JATIPAATIA.
12000002A633E3D113AD425FB50002000002A6 16, 22.26. 28

[LleBayxoea TaTbAHa AnekcaHOpoBHa
M.

Newncteutened: ¢ 20.08.2021 no 20.08.2022
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BAPUAHT Ne 20.
l. Oprammsaims OJOKyMEHT0000poTa HA OpeINpHATHA.

2. IlpaBmwia ogopmnenus pexsmsuros —14, 15, 19, 21, 27 .
3. JIoOKyMEHTHUpOBAHKE TPYAOBBIX NMPABOOTHOMIEHHI.
BAPUAHT Ne 21.

1. JlokymenrupoBanme HH(POPMAIHML.

2. JIOKyMEHTHI, NMOATBEPKAANME OPraHA3ALMOHHO-IIPABOBOM CTATYC HPENIPHATHA W €TI0

rOCyJapCTBEHHYIO PETHUCT PaLMIo.

3. MexaynapogHeie CTAaHZAPTEL B 001aCTH padOTEI C TOKYMEHT AMMU.

l.

BAPUAHT Ne 22,

ABTOMATIBUPOBAHHBEIE TEXHOJIIOTHMM JOKYMEHTHPOBAHMA M JOKyMEHT0000poTa KakK KOM-
MOHEHT CUCTEMBI KOMIUIEKCHOW aBTOMATH3AIMHM JEATEIbHOCTH NPEINPHATHA.

2. OdopMmneHrE PEKBU3UTOB, ONPEAECAIONINX OPHAHIECKYIO CHIY JTOKYMEHTOB.
3. Kunaccupukarop mpukazos

CepTtudumkar:
Bnageneu:

BAPUAHT Ne 23

1. Pa3Burue cnoco0OB CO3maHuA JOKYMEHTOB.

TpeOoBanma K TEKCTY YOPABIEHUECKOrO JOKYMEHTA.

. O(opMmneHre pPeKBU3UTOB, ONPEAEIIAIONINX OBWKEHUE U OTPAKAIOMMX 00padoTKy u
UCIIOJTHEHWE TOKYMEHTA.

A

BAPUAHT Ne 24,
1. Tumomorust TOKYMEHTOB.

2. CynHOCTE ¥ (JOPMATHI SMEKTPOHHBIX JOKYMEHT OB
3. QopMHUPOBAHME HOMEHKIATYPBI €.

BAPUAHT Ne 25,

1. @enepanpHOE 3aKOHOIATENLCTBO B C(hepe padOThI ¢ JOKYMEHTUPOBAHHON HH(OpMAIAE H.
2. OnexkTpoHHas IM(pOBaA MOAMMCH KAK PEKBU3UT SIEKTPOHHOTO TOKYMEHTA.
3. ApXMBHOE XpaHEHHE INOKYMEHTOB.

BAPUAHT Ne 26.
. Knaccudmkaips, yHmapukanydsa W CTAHIAPTBALMA B J1EJIONPOM3BOICTBE.
2. Ha3znaueHnue u BUOBI OPraHM3AIMOHHBIX TOKYMEHTOB
3. JJOKyMEHTEI CUCTEMBI MEHEIKMEHTA KA1 E€CTRA.

BAPUAHT Ne 27.
1. HopmaruBHO-METOOWIECKUE TOKYMEHTHI 0 IEIONPOM3BOACTBY M OPraHM3AIMHN

APXUBHOTO XPAHEHHMS TOKYMEHTOB.
2. Crpykrypa U mrarHas 4YMCI€HHOCTh, MITATHOE PACIMCAHME.
3. JloknanHeie, CiayK€OHBIE U OO BACHUTEIIBEHEIE 3AIMCKHL

BAPUAHT Ne 28.
l. YmpmmpoBaHHEIE CUCTEMBI JOKYMEHT AN

2. Ponp pacnopsnuTenbHBIX OTOKVMEHTOB B YIPABIAECHUECKON A EATEIbHOCTH NPEI IPHAT UA.

NOKYMEHT NOANUCAH |
SNEKTPOHHOW NOANUCHIO IX J€Jia COTPyTHIKOB

12000002A633E3D113AD425FBS0002000002A6
LUebayxora TateAana AnekcaHgpoBHa
) [OKYMCHTOB.
Hencrentened: ¢ 20.08.2021 no 20.08.2022 -
e e i i e ...,.uu“q.JI{HD-pHCHDpHI[I{FEI[BHDH EDK}MEI{THM
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3. [IpaBuna coctaBmeHnsa TEKCTA U OPOPMAECHIS PEKBM3UTOB AEIOBOTO MACHMA.

BAPUAHT Ne 30.
I. TpeOoBanma k opopMaCHMIO TOKYMEHTOB. bIaHKM MOKYMEHTOB.
2. Bugsl pacnopaaurenpHBIX JOKYMEHTOB, CO30aBAEMBIX IPU €IWHOINIHOM M
KOJUIETHAJIBHOM CIIOCO0AX NMPUHATHA PELIEHHA.

3. Jloxnanseie, ciayxeOHbIe U OO BACHUTEIBEHEIE 3AIMICKI

1. KpuTepnn oneHNBAHAS KOMITeTe HI[HH

OnEHKA «OTJIMYHO» BBICTABIIAETCA CTYIEHTY, €CIM OH MOKa3alk riayOOKoe M XOpOomo ap-
T'YMEHTHPOBAHHOE 0OOCHOBAHME BCEX BOIPOCOB KOHTPOJIBHOW paOOTHI; 4ETKYIO (DOPMYIHPOBKY
U TOHMMAHAE IBYYAE€MBIX MPOOJIEM; MIMPOKOE W TPABWIHHOE HCHOIB30BAHME OTHOCAIIENCA K
BOIPOCAM JIUTEPATYPBL M INPUMEHCHHBIX AHAJIUTHYCCKUX METOI0B; MPOABICHO YMCHHE BBIABILATH
HEJOCTATKU U AeIaTh 0000MIEHNs HA OCHOBE OTAENBHBIX nerancil. ComepikaHne UCCIeI0BaHII U
X0 3aIUTHl YKA3BIBAIOT HA HAMMUME HABBEIKOB pa0OTHI CTyIEeHTA B maHHOM oOmactu. Odopmie-
HUE KOHTPOJEHOM pPa0OTBEI COOTBETCTBYET NPEABABIHIEMBIM TPEOOBAHMAM C HAJMUMEM HEOOXO-
auvon Oubmorpaum. 3ammra KOHTPONBRHOM  padoThl moKasajla MOBBIMIEHHYIO ITOITOTOBJIEH-
HOCTH CTYJEHTA U €T0 CKJIOHHOCTE K AHAJIMTUUECKOM M NPOEKTHOHU padore.

OrneHkKa «XOpOmIO» BBICTABAETCA CTYIEHTY, €CIM TNPUCYTCTBYET APTyMEHTHPOBAHHOE
000CHOBAHME BOIMPOCOB KOHTPOJIBHOW padOTHI; deTkad (POpMyIMpOBKA M MNOHUMAHHUE H3ydae-
MBIX NpOOJIEM; HCMOIL30BAHME OTPAHMUEHHOTO YHC/A JIMTEPATYPHBIX HMCTOYHHMKOB, HO JOCTAa-
TOYHOTO O/ NpPOBEAEHMWI ucciaenoBaHmwi. Pabora oCHOBaHA HA CpeoHEM IO IIYOMHE AHAIBE
BYyIa€MON OpoOJIEMEI U MPU 3TOM CIEJIAHO HE3HAYUTEIbHOE ducio 00o00menmni. Comepixanue
MCCJIETOBAHMA M XOJ 3alIWThl YKA3BIBAIOT HA HAMMMUE MPAKTHYIECKHUX HABLIKOB Pa0OTEI CTyIOeHTa
B naHHou oosmactu. OQopMIeHME KOHTPOMBHOM padOTHI COOTBETCTBYET HPEIBABIIEMEIM TPE-
OoBanmAM ¢ HaMIMUEM HEOOxoauMou OmOmorpadumm. Xox 3anmMrbl KOHTPOJIBHOM PadOTHL MO-
Ka3aJ1 10CTATOYHYI0 TEOPETUUECKYIO U NPAKTUIECKYI0 MOATOTOBKY CTYIEHTA.

OneHKa «yDOBJIETBOPUTEJLHO» BBICTABILIETCA CTYIOEHTY, €CJIHM IPUCYTCTBYET IOCTATOU-
HOE€ O0OCHOBAHME BBIOPAHHBIX BOMNPOCOB, HO OTCYTCTBYET IIMyOOKOE MOHMMAHHME PACCMATPHBA-
emou npobnemel. B OnbOmiorpadum nanel B OCHOBHOM CCBUIKH HA CTAHOAPTHBIE JUTEPATYPHBIE
UCTOUHMKY. HayduHeie Tpyabl, HEOOXOOUMEBIE I BCECTOPOHHETO MBYUEHWS NMPOOIEMEI, UCTIONb-
30BaHBI B OTPAHMY EHHOM O0BEME. 3aMETHA HEXBATKA KOMIIETEHTHOCTHU CTYAEHTA B JAHHOM 00-
nactu 3HaHML O@dopmiieHHe KOHTPOIBHOM padOTEI C AAEMEHTAMH HEOPEKHOCTU. 3ammra KOH-
TPOJIBHOM palOTHEl MOKAa3aja YO OBJIETBOPUTEIEHYI0 TEOPETHMYECKYI0 W NMPAKTHYECKYIO IOJTO-
TOBKY CTYIEHTA, OTPAHMUEHHYIO CKIOHHOCTBH K HAYYHOM padore.

OnEHKA «HEYTOBIETBOPHUTEILHO» BBICTABIAETCA CTYOEHTY, €CJIM BOIPOCH KOHTPOILHON
padoTel mpencraBiacHel B 00miem, Buae. OTrpaHMYEHHOE YHUCIIO MCHOJIB30BAHHBIX JIMTEPATYPHBIX
ncTouHukoB. [Ilabmonnoe m3noxkenne marepuanma. Hammue mOrMaTMUeCcKOro MOAXOOa K HC-
NOJIb30BAHHEIM TEOPUAM M KOHIETHMAM. CyKOEHMA MO0 MCCACAYEMEIM BONPOCAM HE BCETAA
KOMOETEHTHbl. HETOUYHOCTH M HEBEPHBIE BBHIBOABI IO M3ydaeMou yureparype. Konrpomsnas pa-
O0ota oopMneHa C 3MEMEHTAMH 3dMETHBIX OTCTYIUIEHMA OT MPUHATHIX TPEOOBaHMML

MeToaHue cCKHe MaTe PHAJIbI, OIIPpedC/IAIOIIHE IIPOLHEAYPLI OLIEHH BaH HA EHEHHFI, YMe I{[Iﬁ,
HABLIKOB H (HJ]H) OIbITA 1eATCJIBHOCTH, XapaKTe PH3VIOIIHX STallbl [l)ﬂpMHpﬂEﬂI—ﬂiH KOMIIeTeH-

19501
[Tporienvpa moBe e M TAHHOTO OIIEHOYHOTO MEPOIIPHATHA BKIIFOYAET B ceQd: BEITOJTHEHHE
AOKYMEHT NOATNMCAH bBIX BAPHAHTOB W BBICTVIUIEHHME C DTAHHOHM pa0OTOM
SNEKTPOHHOW NOANUCHIO [BIX BAP Ty A pa
Ceprudamkar: -12000002A633E3D113AD425FB50002000002A6 FMEH-
Bnapeneu;: LLlebayxora TateaHa AnekcaHpoBHa JJEOT MPOBCPHUTE KOMIICT CHITHIL OHK-L OHK-Z,

Newncteutened: ¢ 20.08.2021 no 20.08.2022
H- LFa i.i.'-u.il..-_i.'i. S R S H'i"i"i'i'i'i'-"":":'i'_:? '-h.-:i_i.'i-'i.i.'-h.-: '.i.i.i.'-u.ia.ii.'}- L,[EII)FIPMTI’ED HEDGKDEWD I‘E},-"II"ITB Ija,ﬁ DTLI DT E'

44



UE€CTBEHHBIX M 3aPY0 E€KHBIX YUEHBIX 0 1aHHOU OpO0IEMATHKE, IPOCMOTPETH TOCJIE THAEC AHA T 14 €-
CKHE OTYETHI ¥ CTIPABOYHUKH, 4 TAKKE IMOBT OPUTH JIEKIMOHHBIA MAT €PHAIL, MATEPUAIIE MPAKTHYECKUX
3aHATHH, 4 TAKKE BOMPOCHL, BEIHOCUMBIE HA CAMOCT OSITETBHOE M3yUEHHUE.

[Tpr noaroToBKe K OTBETY CTYAECHTY IMPENOCTABIACTCS NPABO MOIL30BATECA CBOEH pabOTOH U
KOHCIICKTd M.

[Tpu mpoBepke 3amanns, OLIEHUBAIOT CA IOJTHOT A PACKPBITHA NPOOIEMEI, UCIIOIH30BAHUE Pa 3-
TN HBIX UCTOYHHUKOB MH()OPMATH.

MeToqHuyecKHE PEKOMEHITAIHH ITO0 H3YYEHHI0 TE€ OPETHYECCKOI'O MaTe pHaIa

Pabora ¢ kKHHUT 0

[Tpu pabore ¢ xHuroit He0OXOIMMO MOAOOPATH JMUTEPATYPY, HAYUUTHCS MPABWILHO €€
gurarsk, BeCTH 3amicu. L mogbopa marepatypsl B OMOIMOTEKE MCTIONIB3YIOTCA aI(paBUTHBIA U
CUCTEMATUIECKUM KATaJIOTH.

BaxHo MOMHUTE, UTO PAIMOHANBHBIE HABBIKA PA0OTHEI ¢ KHMIOM - 9TO BCerga OobInas
SKOHOMHSA BPEMEHH U CHIL.

[TpaBwibHEIT OA0OP y4eOHHMKOB PEKOMEHOYETCHA MPEMOIABATEIEM, YWUTAIOMINM JIEKIU-
OHHEIM Kypc. HeobOxomumas marepatypa MOKET OBITH TAKKE yKa3zaHa B METOIMUECKHUX paspa-
O0TKax Mo JaHHOMY KypCy.

M3yuas marepuan no yueOHMKY, CAEAYET MEPEXOAUTEH K CIEAYIONIEMY BOMPOCY TOIBKO
MOCJIE€ NMPABWILHOTO YACHEHMS NPENBIIYNIETO, OMACEIBAA HA OyMare BCE BEIKIIAOKH U BBIYUCIIE-
HIA (B TOM YMCIIE T€, KOTOPBIE B Y4E€OHMKE OIYIIEHBI WIM HA JEKIMHM JaHbl I CAMOCTOSTEJIb-
HOTO BEIBOJA).

[Tpn myuenm mo00M IUCHMITIMHEL OOMBIYIO M BAYKHYIO POJIb UTPAET CAMOCTOATEILHASL
MHOMBUAYyaTsHAS padora.

Oco0oe BHUMAHME CHEayeT 00paTWUrh HA ONPEAEIEHHE OCHOBHBIX MOHATHU Kypca. Cry-
OEHT TOMKEH MoapoOHO pa3dupaTe NpUMEPHI, KOTOPBIE TIOACHAIOT TAKUE ONPENEICHH, U YMETh
CTPOMTH AHAJOTHYHBIE NMPUMEPHEI CaAMOCTOATEIRHO. HyKHO moOMBATHCA TOYHOTO MPEICTABICHU
0 TOM, 4TO m3ydacuis. [lome3no cocraBmare onopHele KOHCTEKTEHL. [Ipu myuennn matepuana o
yueOHMKY TOME3HO B TETPAAU (HA CHEIMATIBHO OTBENEHHBIX TMOJAX) JOMOJHATH KOHCTEKT JIEK-
il 1aMm e CIeIyeT OTMEYAarh BOIPOCH, BEIAEIEHHBIE CTYIEHTOM JJI1 KOHCYJIbTAIMN C IPENO-
aBaTENneM.

BEIBOJIBI, MOJyd€HHBIE B PE3YJITATE M3YYEHUA, PEKOMEHIYETCS B KOHCIIEKTE BBIAEJIATE,
uTOOBI OHA NPU MEPEUUTHIBAHUM 3ATHMCENH Ty4YNIe 3aNOMHHACE.

OnBIT NOKA3EIBAET, YTO MHOTHM CTYAEHTAM MOMOTA€T COCTABIEHHE JINCTA OHOPHBIX CHT-
HAJIOB, CONEPKANIETO BAKHEMIIIME U HAMOONIEE "4acTO yrnorpediaeMmere (pOpMynbl U MOHATHA. | a-
KOW JIMCT MOMOTAET 3aMOMHATH (JOPMYIBI, OCHOBHEIE IMONMOKEHW JEKIMHA, & TAKKE MOMKET CIy-
JKUTh ITOCTOSAHHBIM CIPABOYHUKOM LA CTYJIEHTA.

Pa3mmaror qBa BUmA 4TEHMA; NEPBUUHOE U BTOpMIHOE. [lepguunoe - STV BHUIMAT EJIHHOE,
HETOPOIUIMBOE UTEHUE, MPH KOTOPOM MOKHO OCTAHOBUTHCS HA TPyIHBIX MecTax. [Tocne nero ne
OOJKHO OCTATHCA HU OQHOTO HEMOHATHOTO 0710Ba. Comep:aHue He BCErad MOKET OBITH IMOHATHO
MOCJIE€ MEPBUYHOTO YTEHMHA.

3amaga @mopuyHO20 UYTEHWA IIOJHOE YCBOCHHME CMEIC/IA LIEJOTO (IO CUETY 5TO YTEHHE
MOKET OBITE U HE BTOPBEIM, @ TPETHEUM WIM YETBEPTEIM).

IIpaBuia caMocTOATE ILHOM padoThI C JIHTE paTYpoH
Kak yke 0TMedasoch, CAaMOCTOATENbHAA padoTa ¢ yaeOHMKaMU M KHATaMU (4 TAKXKe Ca-

MOCTOATEJIEHOE TEODETUIECKOE MCCIENOBAHME IPO0OIeM, 0003HAYEHHBIX IPEIONABATEIEM HA

AJOKYMEHT MNOoArnncAH | )
SNEKTPOHHOM MOMCHIO _;amfﬂ y ce0sa HayuHoro crniocoda nmozHanma. Oc
Ceptudpukar:  12000002A633E3D113AD425FB50002000002A6 {HM.
Bnapeneu: Lebayxopa TatbAHa AnekcaHapoBHa 3am CIACOYCT NMO3HAKOMHTECA,

) aMAT }EI/IPDBH,H]M M.
Newncteutened: ¢ 20.08.2021 no 20.08.2022

45



3. OOs3arenpHO BBIMMCHIBATE BCE BBIXOAHBIE OAHHBIE MO KAKAOHM KHUTE (TPH HATCAHUA

MUCEMEHHBIX Pa0OT 3TO MO3BOJIMT OYE€Hb COKOHOMUTEH BPEMA ).

4. PazoOparbca nma ceOs, Kakye KHUTH (WIM KAKHWE TJIABBI KHAT) CIE€AYET NMpOUnraTte Oomee

BHUMATEJIbHO, d KAKHUE — MPOCTO IPOCMOTPETE.

5. Ilpu cocrarnenym mepedHer TUTEPATYPHI CIEOYET MOCOBETOBATHCA C MPETOAABATEIAMHU

M HAYYHBEIMU PyKOBOOWTEIAMHU (WM maxe ¢ Ooyee MmoATOTOBICHHBIMU W 3PYIHPOBAH-

HBIMHM COKYPCHHKAMH), KOTOPBIE MOMOryT Bam mydme COPUEHTHPOBATHCSA, HA YTO CTOWT

oOparurs OOJBbIIEE BHUMAHKE, A HA UTO BOOOIIE HE CTOWUT TPATHUTh BPEMH.

EcTecTBeHHO, BCE NMPOYUTAHHBIE KHWTH, YI€OHMKM M CTATBHM CJIEIYET KOHCIIEKTUPOBATH, HO
5TO HE O3HAYAET, YTO HAZO KOHCIEKTHPOBATEH «BCE IMOAPAM»: MOKHO BBIIMCBIBATH KPATKO OC-
HOBHBIE WIIEW ABTOpPA U MHOTIA MPUBOAUTH HAMOOJIEE SAPKUE W MOKA3ATEJLHBIE IUTATHI (C yKa3a-
HUEM CTPAHMII).

Yrenne HAYYHOrO TEKCTA ABJHIETCSA UACTHIO MO3HABATEJHLHON AeATENbHOCTH. Ee nem —
IBBICUCHAE U3 TEKCTa HeoOxommmon mHpopmaipm. OT TOro HA CKOMBKO OCO3HAHHA YWUTAIOMIAM
cOOCTBEHHAA BHYTPEHHsAA YCTAHOBKA MPU OOpAMIEHMH K MEYATHOMY CJIOBY (HAWTH HY)KHBIE CBE-
OE€HA, YCBOWTH MH(POPMAIMIO MOJHOCTRI0 WIM YACTHYHO, KPUTHMYECKH MPOAHAT3MPOBATE Ma-
TEPUAT U T.IL) BO MHOTOM 3aBUCHT 3(P(PEKTUBHOCTH OCYMIECTBIIEMOrO J1E€HCTBUA.

BBInEnAroT 4€THIPE OCHOBHBIE YCTAHOBKH B YTEHWH HAYYHOTO TEKCTA:

1. nH(pOpMAIMOHHO- TOUCKOBBIM (3a71a4a — HAUTH, BBIJIEJIUTh UICKOMYIO HMH(POPMAIMIO)

2. ycBauBaronjaa (yCWIMs UWTaTEd HANPABJIEHBI HA TO, YTOOBI KAK MOYKHO IOJHEE OCO-
3HATH W 3aIIOMHUTH KAK CAMM CBEIEHUA MBJIATAEMBIE ABTOPOM, TAK U BCIO JIOTHKY €T0 paCCykKI e-
HITH)

3. AHAIMTUKO-KPUTHMU ECKAas (4UTaTelsb CTPEMUICA KPUTHWIECKU OCMBICIMTE MATEPHAL,
MPOAHAIBUPOBAB €r0, ONPENEINB CBOE OTHOLIEHUE K HEMY)

4. TBOpUECKaa (CO3MAET Y YUTATEIA TOTOBHOCTE B TOM WIA MHOM BHIE€ — KaK OTIPABHOU
MyHKT AJS CBOUX PACCYXKIEHUHM, Kak 00pa3 ansg AEeHCTBUA MO aHAJIOTMU M T.IL. — UCHOIB30BATH
CYKOEHI aBTOPa, XOA €ro MBICIEH, pe3yabTaT HaOmoneHusa, pa3padOTaHHYI0O METOOMKY, [10-
MOJIHATh UX, TOABEPrHYTE HOBOM IPOBEPKE).

OCHOBHBEIE BHIBEI CHCTEMATH3UPOBAHHON 3AIMCH IPOYWTAHHOTO

l. AHHOTUPOBAHME — MPEAEIBHO KPATKOE CBA3HOE OMUCAHME MPOCMOTPEHHONM WIM MHpO-
UUTAHHOW KHWUTH (CTATBH), €€ CONEPKAHAA, UCTOYHUKOB, XapaKTepa U HA3HAY €HHUS,

2. IlnanvpoBanme — Kparkas JIOTHHECKAas OPraHu3alMs TEKCTAa, PACKPBIBAIOMIAA COOEP-
KAHUE U CTPYKTYPY M3y4a€MOr0 MaTepHaJIa;

3. TesupoBaHne — JTAKOHMUHOE BOCHPOM3BEICHUE OCHOBHBIX YTBEP/KACHMI aBTopa 0e€3
MpUBJICYEHM (PAKTHIECKOTO MATEpHAa;

4. llurupoBanne — MOCIOBHOE BBIMMCHIBAHME M3 TEKCTA BBIIEPIKEK, M3BICYEHUM, HANOO-
JI€€ CYMIECTBEHHO OTPAkKAIOMMX TY WIM MHYI0 MBICJIh ABTOPA;

5. KonCcnekTupoBaHue — KpaTKOe€ U IOCJIENOBATEIBHOE W3JI0KEHUE CONCPMKAHMA IPOUU-
TAHHOTO.

KOHCIEKT — CHOXKHBIM CMOCO0 M3JIOKEHWA CONEPNKAHMA KHATH WIM CTATBHM B JIOTHY €CKOU
MOCIENOBATEILHOCTH. KOHCIIEKT akkymyimpyeT B ce0e mpenbIaympe BUABI 3AMNCH, MTO3BOJLIET
BCECTOPOHHE OXBATHUTh CONEIKAHAE KHMIH, CTAThH. [103TOMY ymeHne COCTABIATH IUIAH, TE3UCHI,
N€JIaTh BEIMUCKYU U JPYTHE 3aIMCH ONPEACIHAECT U TEXHOIOTHIO COCTABJICHUSA KOHCIEKTA.

MeToan4yeckue YKa3aHH 110 COCTABIE HHIO KOHCIIEKT A
I. BummarensHo npoyuranre TEKCT. YTOYHATE B CIPABOYHOM JINTEPATYPE HEIMOHATHEIE

cnoBa. [Ipu 3ammcn we 3a0yapTe BEIHECTH CIPABOYHEIE TAHHBIE HA MO KOHCIEKTA;

2. Belmemire rimaBHOE. COCTABLTE ITIAH:
NOKYMEHT MNOAMWUCAH
3NEKTPOHHOW Nnoanceio
Ceptudivkar: - 12000002A633E3D113AD425FB50002000002A6

Bnapeney:  llleGayxosa TatesHa AnekcaHapoBHa cnenysa myHkram IwraHa. [Ipy xoncnekrupoBa-
MH. 3aIMCH CJIENYET BECTH YETKO, ACHO.

NIOKCHHA TCKCTA, OTMCTBTC dpPryMCHTAIIIO dB-
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5. 'pamorHo 3amiceiBaiite murarel. LluTupys, yaursiBaiTre JAKOHMYHOCTH, 3HAUMMOCTH
MBICJTH.

B TekcTe KOHCHEKTA KENATEIHHO MPUBOAUTH HE TOJBKO TE3WUCHBIE MOJIOKEHH, HO U MX
nokaszarenscTtBa. [lpu odopmienm kOHCIEKTAa HEOOXOOMMO CTPEMUTBCA K €MKOCTH KamkIOro
npeanoxkeHnt. Meicm aBpTopa KHATH CIEAYEeT M3JIaraTh KPaTKo, 3a00TACH O CTWIE U BHIPA3 U-
TEIHbHOCTH HAMUCAHHOTO. YMCIO OMOMHUTENBHBIX SJIEMEHTOB KOHCIEKTA MOMKHO OBITH JIOTHU-
geCKl 0OOCHOBAHHBIM, 3AMUCH TOMAKHBI PACHPENEIHTHCA B ONPEIEICHHOHN TMOCIEI0BATEIBHOCTH,
OTBE€YAIONIEN JIOTHIECKON CTPYKType Mpom3BeaeHud. [lnd yTOUHEHMS W JONOMHEHWA HEOOXOdu-
MO OCTABIIATEH MOJIA.

OBiameHne HABBIKAMU KOHCIIEKTHUPOBAHMA TPEOyEeT OT CTYIEHTA IENeYCTPEMIIEHHOCTH,
MOBCETHEBHOM CAMOCTOATEIBEHON PAOOTHI.

4. PexoMeHIyeMasi IHTe paTypa
OcHoBHas IMTe paTypa:

l. Kyzuenora WM.B. JlokymeHTHpOBAHME YOPABICHUECKOM AEATENLHOCTH [ IIEKTPOHHBIM
pecypc]: yuebnoe mocodbue nma OakamaBpoB / WM.B. Ky3uenora, I'.A. Xauarpsin. — DneKTpoOH.
TekCTOBBIE naHHele. — Mocksa: [lamkos u K, Ait [Tu Op Menma, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum moctyma: http//www.iprbooks hop.ru.

,[[ﬂ IMOJIHHTC¢JIbHasi JIHTeparypa.

1. Kay¢pman H.IO. [lokymeHrupoBanme ynpaBI€HUECKON AEATEIBHOCTH [IJIEKTPOHHBIM
pecypce]: yuebnoe mocoduwe/ Kaypman H.HO.— Dnexrpon. TekcTroBeie ganneie.— Omck: OMCKUM
roCyJapCTBEHHBII  WHCTUTYT  cepeuca, 2014— 177 c¢.—  Pewwmm = gocryma:
http://www.iprbookshop.ru.

NHTepHeT-pecypehl:

1. http//biblioclub.ru (Caiir 9bC «YmuBepcurerckas OMOMoTeKa OHITAHH»)
2. http//www.economicus.ruw/nfpk/pe.php (O6pazoBaremsnsiii mopran «Economicus.ruy)
3. http//www.consultant.rv/ (O¢mmansrerit cair kommanmn «Koncympranr- [Tmocy).
4. http///www .garant.ru/ (Caitr napopManoHHO-NIpaB 0BOro moprana «l'apanr»).
5. http/fcior.edurwy  (Caitr  ¢emepampHOr0o  TIEHTpa  MH(OPMAIMOHHO-00PA30BAT €JTEHBIX
pPECYPCOB).
NOKYMEHT NMOAMNUCAH

SNEKTPOHHOW NOAMUCHLIO
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu;: lLlebayxoea TateAHa AnekcaHgpoBHa
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