[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

ONO: LAMPPEFI CPEPETBGEAY KU 1 BBICILIETO OBPA3BOBAHU ST POCCUMCKOU OEJIEPALIUN
JomkHocTb: [iupektop M19TMropckoro MHCTUTYTa (q)@éﬁéﬁ%%lfﬁi%%(aﬁ&'@%apcmeHHoe ABTOHOMHOE

denepanbHoro yHuBepcuteTa
[lara noanvcaims: 25.04.2024 09:16:13 00pa3oBaTebHOE YUPEXKICHUE BHICIIETO 00Pa30BaHMS

Vinkanbini nporpavisii kniow: «CEBEPO-KABKA3CKUI ®EJIEPAJIbHBIN YHUBEPCUTET»
d74ce93cd40e39275c3ba2f58486412a1c8ef96f  IlaTuropckuit uHCTUTYT (puman) CKOY

METOAUYECKHUE YKA3ZAHUSA
1O BBINTOJTHEHUIO ITPAKTUYECKHUX PABOT

M0 TUCHIUIUINHE «J[0OKyMEHTUpPOBaHUE YIIPABICHYECKON ACATEIBHOCTI
JUTSI CTYZICHTOB HAIpaBJICHUS! IOJTOTOBKHU
38.03.02 MeHeKMEHT
HaIpaBJIeHHOCTh (MTpoduiib): «YmpaBieHrue OU3HECOM»

[Iaturopck
2024



COJEPKAHUE
BBEJIEHUE

Tewma 1. Pois na(OpMaIuu 1 TOKYMEHTOB B YIIPABICHUYECKOM IEATETLHOCTH

Tema 2. JIOKyMEHT ¥ CUCTEMBI JOKYMEHTAIlUU

Tewma 3. HopmatuBHO-TIpaBoBast 6a3a JOKYMEHTAIIMOHHOTO O0CSCIICUEHUS YIIPaBICHHUS
Tema 4. YrpaBneHueckas JOKyMEHTAIHsI: TPEOOBAHUS K COCTABICHUIO  OPOPMIICHHIO,
(bopMyIsap-oOpaselr, COCTaB U PACIIONOKEHHE PEKBU3UTOB.

Tema 5. Co3ganue 37I€KTPOHHBIX TOKYMEHTOB

Tema 6. OprannzanuoHHbIe JOKYMEHTBI, HX COCTaBlICHHE U 0hopMIIeHHE

Tema 7. CocraB U cO3/1aHNE PACIIOPSIUTENBHBIX JOKYMEHTOB

Tema 8. MndopmanroHHO-CcIIpaBOYHBIE JOKYMEHTHI

Tema 9. Opranuzanus paboTsl ¢ JOKYMEHTaMH

Tema 10. XpaneHue JOKYMEHTOB

Tema 11. ABTOMaTH3aIMsI JOKYMEHTAITMOHHOTO 00ECTICUYCHHS YIIPaBICHUS

Tema 12. Cucrtema ynpaBiieHus JOKYMEHTaMH Ha MPEANPUATUU

PEKOMEHAYEMA JINTEPATYPA



Beenenne

B  Hacrosmiee  BpeMs  COBEpILIEHCTBOBAHUE  YIPABIEHUS  NPOU3BOJICTBEHHO-
XO3SIMCTBEHHBIMH ~ CHCTEMaMHM, IIOBBILICHWE YPOBHsS OpraHu3anuu u  3(pQPeKTHBHOCTH
YIPaBIEHYECKOIO TPYJa BO MHOTOM 3aBHCHUT OT TOT'O, HACKOJBKO PALlMOHAIBHO IIOCTABIEHO B
YUPESXKIEHUAX U Ha NPEANPUATHAX AEIONPOU3BOACTBO. TepMUH «IOKYMEHTHUPOBAaHHUE YIIpPaB-
JICHYECKON JEATEIbHOCTU» XapaKTEpU3yeT COBOKYHNHOCTb pabOT MO JAEIONpPOM3BOACTBY
YUPEXKIECHUN YU IO OpraHU3aluu B HUX JOKYMEHTOB. [IOHATHEM «IOKYMEHT» OIpenensercs
uHOpMaNys, 3alMCaHHas JI0OBIM CIIOCOOOM Ha JIF000M MaTtepuase, U31aHHas WM MOJydeHHas
JTr00bIM (U3NYECKUM HWJIM IOPUANYECKUM B J1H000H OpraHm3anuu AJis UCIOJIb30BaHUS B CBOECH
JESTEIIBHOCTH.

Kypc «/lokymeHTHpOBaHUE yIIPABICHUECKOW NEATEIbHOCTHY JaeT 0a30Bble 3HAHUS B 00-
JacTH U3y4YeHHUs JEJONPOU3BOACTBA M pabOThI ¢ JOKYMEHTAMH B OpraHu3anuu. B npennaraemMpix
METOAMYECKHX YKa3aHMUSX pacCMaTpUBAeTCA CYLIHOCTh M creuupuKa JOKYMEHTUPOBAHMS
YIPaBICHYECKON JI€ATEIbHOCTH; TMPOUCXOAUT O3HAKOMJIEHHE C TPAKTUKOW COCTaBJICHUS
OpPraHU3alMOHHBIX, PACHOPSAUTENBHBIX M MH(POPMALMOHHO-CIIPABOYHBIX  JIOKYMEHTOB,;
OBJIaJICHUE HaBbIKAMU apXHUBHOI'O XPAaHEHUS JIOKYMEHTOB U COCTaBJICHUSI HOMEHKJIATYphI €.

Marepuan kypca o0ecrieuuBaeT 3HaHUE OOLIMX MPUHIMIIOB OPraHU3aIHH.

Lenb ocBOEHUS TUCHMILIMHBI 3aKI04YaeTcss B (POPMHUPOBAHUU HAOOpa MPOQecCHOHATb-
HBIX KOMIIETEHIIMK OakajiaBpa 10 HampaBieHuio mnoAarotoBku  38.03.02 MeHemKMEeHT,
(HampaBiieHHOCTh (TMPOGMIIL): «YTIpaBieHUe OM3HECOM»), OCBOCHHE CTYICHTaMH TEOpEeTHYe-
CKUX 3HaHMH B OOJIACTH JAEJIONPOU3BOJCTBA B OpPraHU3alMd M NPUOOpPETEeHHE MPAKTHYECKUX
HaBBIKOB B 00JacTu o(opMIIeHHS AOKYMEHTAIMH, HEOOXOTUMOW sl MPHHATUS TPAMOTHBIX
YIPaBIEHYECKUX PEILICHUN.

K 3amayam u3ydeHUs] TUCUUIUIMHBI OTHOCATCA: MOJyYE€HUE 3HAHUI 110 OCHOBHBIM IIPUH-
UMnaM, MOHATUAM (OPMHUPOBAHUS HAyKH «JlOKyMEHTHpOBaHHE YIPABICHUECKOW JEATEIIbHO-
CTH», NPUHIUIIOB M 3aKOHOB OpraHU3allMy JOKYMEHTOO0OpOTa Ha MpeaupuaTuu; GopMupoBa-
HUS YNPaBICHUYECKON M WHOW OPraHU3allMOHHO- PACHOPAIUTENBHON HOKYMEHTAlMH; BEACHHE
KaJpOBOT0 JOKYMEHTO0OO0pOTa; CTPYKTYpy MOCTPOEHHUs IOKYMEHTOOO0OpOTa B OpraHU3alluy,
(dbopMHpoBaHUE YMEHUI NPUMEHSTH MOJIyY€HHbIE 3HAHHS K PELISHUIO BOIPOCOB [0 OpraHu3a-
IIMOHHBIM IpolleccaM Ha MPEINpPHUITUHM OBJIAJCHHE OCHOBHBIMU MPHHLMIAMU (OPMHUPOBAHUS
JOKYMEHTUPOBAHHUS YIPABICHUECKON NEATENbHOCTH, 3aKOHAMM OpraHW3al[id, HAaBBIKAMHU CO-
CTaBJICHHUS HEOOXOIMMBIX YIPaBIEHYECKUX IOKYMEHTOB.

B cooTBeTcTBHM C 3TMM OCHOBHOH LI€NbIO NPENOJaBaHUs AUCHUILUIMHBI BHICTYHAeT Gop-
MHUPOBaHUE Yy CTYJIEHTOB 3HaHUM, HABBIKOB U YMEHHUI B 00JIaCTH JIOKYMEHTUPOBAHUS yIIpaBJeH-
YECKOU JESTEIBHOCTH.

®opmupyeMble B IpOLIecce U3YyUEHNS KOMITIETEHIINH:

OIIK-1. CnocoOeH pemate npogeccuoHaIbHbIE 33/1a4l Ha OCHOBE 3HAHHUS (HA MIPOMEXY-
TOYHOM YPOBHE) SKOHOMUYECKOW, OPraHU3aIl[MIOHHOM U YIIPaBIECHUECKON TEOPHH.

OIIK-2. CnocobeH ocymiecTBIsATh cOOp, 00pabOTKY M aHaIM3 JaHHBIX, HEOOXOIMMBIX
JUIsL pelIeHUs MOCTABJIEHHBIX YIPaBICHUYECKUX 3afad, C MCIOJIb30BAaHHEM COBPEMEHHOI'O HH-
CTpYMEHTapusl U UHTEIUIEKTYaIbHBIX MH()OPMAIIHOHHO-aHATUTUYECKUX CHCTEM.

[TK-8. CriocoOeH OCyIIecTBIATh JISIOBOC OOIICHWE W IMYOJIMYHBIC BBICTYIUICHUS, BECTH
NEPEroBOphl, COBELIAHNS, OCYIIECTBIATh JIEJIOBYIO MEPENUCKY, BECTH JIOKYyMEHTOO0OpOT opra-
HU3ALWHU U MOJIEPKUBATh 3JIEKTPOHHBIE KOMMYHHKAIUH.

Pe3ynpraTsl 0CBOEHNS AMCLHUIUIMHEI B pa3pe3€ KOMIIETCHIINMI:

OIIK-1:

[TpuHUMaeT 5KOHOMUYECKHE peIIeHUs] BO BceX cepax >KU3HEAEATEIbHOCTH, UCTIONb3Ys
3HAHUS YKOHOMHYECKOM, OPraHW3allMOHHOMN, YIIPABICHUYECKOU TEOPUH

OIIK-2:

JleMOHCTpUpYeT HaBbIKM KPUTHUECKOIO MBILIUICHHUS U CUCTEMHOIO MOJXOJa B Ipoliecce
cbopa, 06paboOTKH U aHANTN3a TaHHBIX, UCTIOJIBb3YEMBIX IIPH PEILICHUH MPOPEeCcCHOHANTBHBIX 3a7a4

I1K-8:



OcyIecTBiseT 1eJ10Boe 00IIEHNE B YCTHOW U MUCBbMEHHOHN (hopMe Ha TOCYJapCTBEHHOM
Y UHOCTPAHHOM (bIX) s3bIKE (aX)
MeToaudeckue yKa3aHusl COAEpKAT YKa3aHHs K MPAKTUYECKUM padoTaM CTYICHTOB U
CIIHCOK PEKOMEHIOBAHHOM JIUTEPATYPHI.
3aaun METOUYECKUX YKAa3aHUH 10 BBIMOJHEHUIO MPAKTUYECKUX PA0OT MO TUCIUTUINHE
«ILOKyMeHTI/IpOBaHHe yIPaBJICHYCCKOHN JIeATEIILHOCTH.
aHaIu3 posii MH(OPMAIMH U IOKYMEHTOB B YIIPABICHUECKON JCATEIBHOCTH;
— HCCJEIOBAHUE CHCTEMBbI IOKYMEHTAIIUU TIPEIIPUSITHUS,
— H3y4YCHHWE HOPMATUBHO-TIPABOBOM 0a3sI JIOKYMEHTAI[MOHHOTO  O0eCTieueHus
yIIpaBICHUS;
— W3Y4YCHHWE YIPABICHYCCKOW  JOKYMEHTAlMM W  TPeOOBaHWW K COCTaBICHHUIO U
0(opMIICHHIO TOKYMECHTOB;
— CO3JIaHUE AIEKTPOHHBIX JOKYMECHTOB;
— pa3paboTKa OpPraHU3AIUOHHBIX, PACHOPSIUTEIBLHBIX W WH(POPMALMOHHO-CIIPABOYHBIX
JIOKYMCHTOB;
— OpraHu3anus CUCTEMbl XpaHCHUS JIOKYMCHTOB;
— aHaJ M3 KOMIUIEKCHOW CHCTEMBI YIIPABIICHUS JOKYMEHTAMU Ha MPEANPUSTAN
[TpoBeseHne MPaKTUYECKUX 3aHATHH MPEIIONaracT akKTUBHYIO, IIEJICHAIIPABICHHYIO pa-
00Ty 00yJaroIIHuXCst
Lesib MpaKTHYECKOTO 3aHATHSI — YCBOCHUE BAXKHEHIITMX BOIIPOCOB Kypca M BBICTYIUICHHUE
KQKIOTO CTYACHTA HAa KaXJIOM MPAKTUYCCKOM 3aHATUU. Ha MpakTUYecKOM 3aHSATUU CTYICHTHI
JIOJDKHBI YMETh OOBSCHUTHh TMOHMMAaHUE UMM BOIPOCOB TeMbL. JIJIi 3TOro mpH IMOATOTOBKE K
MIPAKTUYIECKOMY 3aHSATHIO CTYACHT JIOJDKEH BHUMATEIHHO H3YyYUTh JTUTCPATYPY U METOIUICCKUE
yKa3aHUsl, TIOATOTOBUTHCS M OTBETHTh HA JIFOOOW BOIPOC TEMbI MPAKTUYECKOTO 3aHSATHUS, MPO-
JOJDKUTHh BBICTYIUICHHE MPEABIAYIIEro BhIcTynaromero. CTyIeHT MOXET UCIOJIb30BaTh OCHOB-
HbI€ HOPMATHUBHBIC aKTHl U KOHCIEKTHI U3YUYE€HHOU nuTeparypbl. Kaxaplii CTyIEHT JOMKEH IO
yKa3aHHUIO MPETOAaBaTeNsi OTPEIIEH3UPOBATh COOOIIEHUE, CACTaHHOE MPEIBITYIINM BBICTYIIAI0-
IIAM.

Tekywaa ammecmayus Kauecmea yceo0eHUs 0AKAIABPAMU NOTYUEHHBIX 8 npouecce 00yue-
HUA 3HAHUTL

Texymas arrtecranus pabOThl CTYJEHTOB OCYIIECTBISIETCS B MpoIlecce MPOBEICHUS
MPaKTUYECKHUX 3aHSATUN Ha MPOTSKEHUU CEMECTpa MyTeM OIICHKU YCTHBIX OTBETOB, a TAKXKE pa3-
paboOTKH IPOEKTHOTO 3a/IaHHUS.

Ecau cTyneHT He BBIMOTHUI IPEIIOKEHHOE 3aJjaHue, a TAK)Ke HE MPOSBIISIT aKTUBHOCTH
Ha MPAKTHYECKHX 3aHITHUSIX, TO €r0 padoTa B TEUSHUE CEMECTpa OLIEHUBAETCS KaK HEYIOBJIETBO-
putenbHasa. Ecnu cTyieHT mpormycKaeT 3aHsATHS 110 YBAKUTEIbHON pudrHe (1o 00JI€3HU, UH/IU-
BUyaJbHBIN rpaduk 00yUueHUs ), TO OH BBITIONHSET 3a/1aHUS CAMOCTOSTEIHHO BO BHEAYTUTOPHOE
Bpems. [Ipu 3TOM TecThl MOTYT OBITh 3aMEHEHBI pa300pPOM MPOOJIIEMHBIX CHUTYaIlMi 10 Ha3BaH-
HbIM TeMaM. [Ipeamomnaraercs Takke MPOMEXYTOUHas aTTecTalus B (hopMe BBHITIOTHEHUS MHCh-
MEHHOH pabOTHI B BUE TOKJIAA.

Hrororoii popmoii KOHTPOJIS MO AUCHUTUTHHE BBICTYIIAET IK3aMEH, KOTOPBIN MPOBOIUTCS
BO 2 cEMecCTpe.



IIPAKTHYECKHE 3AHATHA

IIpakTnueckoe 3ansaTne Ne 1

Tema 1. Posib uH(poOpMAIIUN U IOKYMEHTOB B YIIPaBJIE€HYECKOM eATeTbHOCTH

Leab 1anHO TeMbI — ONIPEAETUTH POJIb HH(OPMALIMU U TOKYMEHTOB B yIIPaBICHUECKON
JIeATEIbHOCTH.

3agauu: onpeseseHrne poiau HHGOPMAIUU U JOKYMEHTOB B YIIPaBICHYECKOHN AesITeNbHO-
CTH MPEIUPUATHI U OpraHu3alui pa3IUIHbIX POPM COOCTBEHHOCTHU U chep AesITeTLHOCTH.

3HaHuUsI M yMeHusi, npuodperaemMble CTYACHTOM B pe3yJbTaTe OCBOCHHS TeMbl
NPAKTHYECKOro 3aHATUsA, (OPpMHUpPYeMble KOMIIETEHIIMH MJIM MX YACTH: B IIPOLIECCE U3yde-
HUS JAHHOM TE€MBbI CTYICHTHI IOJDKHBI 3HATh OCHOBHBIE MOHSATHS U HOPMAaTUBHO-TPABOBYIO 0azy
JOKYMEHTAITMOHHOTO OOECIIeYeHUs YIPaBICHHS; MPaBuia JTOKYMEHTAJIbHOTO Oo(opMieHus pe-
HIEHWH B YIPaBIEHUU OMNEPALMOHHOW (MIPOU3BOJCTBEHHOM) AESITETbHOCTH OpraHu3aluid mpu
BHEJIPEHUHU TEXHOJOTMYECKHX, IIPOTYKTOBBIX NHHOBALMMA HJIM OPraHU3allMOHHBIX U3MEHEHUN.

B npouecce n3y4enusi J1aHHOUH TeMbl (POPMHUPYIOTCH CiaeAyOmMe KoMmnereHuuu: 1MJ/1-
4 OIIK-2, UJ1-7 OIIK-2, /-1 U/I-2 TIK-8.

AKTYaJIbHOCTH T€MbI 3aKJII0YAeTCs B ONPEICICHUH POJIH WH(OPMALIUU U IOKYMEH-
TOB B YIIPaBJICHYECKOM JI€ATEIBHOCTH 00YyCIO0BIIEHa HEOOXOJUMOCTBIO ajalTalluy OpraHU3aIiuu
K TpeOOBaHUSM BHEIIHEW U BHYTPEHHEH Cpe/ibl, K OBIIAJICHUIO HOBBIMH 3HAHUSMH U TEXHOJIOTHU-
SIMU, YTO OCOOEHHO Ba)KHO B YCJIIOBUSX PHIHOYHOW SKOHOMHUKH.

TeopeTuyeckas 4acTb

/lokymenmupoganue (co3ganue T0OKyMEHTa) — 3alKuch WH(GOpPMALMK Ha pa3iIM4YHbIX HO-
CUTEJSAX IO YCTAaHOBJICHHBIM IpaBuiaM. JJOKYyMEHTHpPOBaHUE — PErVIAMEHTHPOBAHHBIN IIPOLIECC
3anucH uHpopMalnuu Ha OGymare WM MHOM HOCHUTEIE, 00eCIeunBaloIMi ee IOpUINYECKYI0 CH-
ny. Beerna ocymniecTBisieTcs 1o ONpEAEIICHHBIM IIpaBuilaM, YCTaHOBJIECHHBIMH IPAaBOBBIMUA HOP-
MaTUBHBIMM aKTaMU WJIM BBIPAOOTAHHBIMHU Tpaiuuueil. JJokyMeHTHpOBaHUE MOXKET OCYLIECTB-
JSATHCS HA €CTECTBEHHOM MJIM MCKYCCTBEHHOM $I3bIKaX U C UCIIOJIb30BAaHUEM Pa3HOOOpa3HbIX HO-
curtesnei nHpopmanuu.

[Ipn TOKyMEHTHPOBAaHUM HA E€CTECTBEHHOM S3BIKE CO3/Ial0TCSI TEKCTOBBIE JIOKYMEHTHI,
coJiepKalle peueByro MHGpopManuio, 3ahUKCUPOBAHHYIO JIHOOBIM THUIIOM HHCbMa WM JIFOOOH
CHUCTEMOM 3BYKO3aIUCH.

CpencrBa JOKYMEHTUPOBAHUSA:

- IPOCThIe OpyAUs (PYUKHU, KapaHIallu U Jp.);

- MEXaHUYECKHE U IEKTPOMEXaHnYecKue (TMKTO(GOHBI, KHHO- U BUJIEO- TEXHUKA U JIp.);

- CpEACTBA aBTOMATU3alM1 — KOMIIbIOTEPHAs TEXHUKA.

TexcTOBOI TOKYMEHT — JTIOKYMEHT, COZEp KAl pedeByro nHpopManuio, 3apuKcupo-
BaHHYIO JIOOBIM THUIIOM MUCbMa WJIM JIFOOON cHCTEMOW 3BYKO3amUCH (MMCbMEHHBIN JOKYMEHT,
PYKOMNHCh, MAITUHOMUCHBIM JOKYMEHT, BUI€OTpaMMa JIOKYMEHTA, (POTOIOKYMEHT).

Kuno-, poTo1okyMeHThl — H300pa3uTeIbHbIE TOKYMEHTHI.

AyIHOBU3YAJIbHBIA TOKYMEHT — JIOKyMEHT, COACp KAl M300pa3uTEeIbHYI0 U 3BYKO-
BYIO HH(OpMAIHIO.

KuHomokyMeHT — 1300pa3uTenbHblil UM ayJAHMOBU3YaJIbHBINA TOKYMEHT, CO3JaHHbIN KH-
HeMaTorpauyeckuM crocoooMm.

®otorpadpuyeckuii 10KyMeHT (HOTOTOKYMEHT) — HM300Pa3UTENbHBIH JOKYMEHT, CO-
3MaHHBIN (hOTOTpadhUIECKHM CTIOCOOOM.

Hxonorpaguyeckmii JOKYMEHT — JOKYMEHT, COAEp)KaIMK NMPEUMYILIECTBEHHO H300-
pakeHue NPOU3BEICHUN UCKYCCTBA,

Bonpocsl 1151 00cyxka1eHus
1. Yro Takoe JOKyMEHTUpPOBaHHE HHPOpMALIUN?
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2. Tlepeuncnnte OCHOBHBIC MOHATHSA JOKYMEHTUPOBAHUS YIIPABICHYECKOH 1A TEIbHO-
CTH Ha MIPEANPUATHH.

3. OxapakTepusyiiTe aBTOMAaTU3UPOBAHHBIC TEXHOJIOTUH JOKYMEHTUPOBAHHUS U JOKY-
MEHTO000pOTa KaK KOMIIOHEHT CHUCTEMbI KOMIUIEKCHOM aBTOMAaTH3alMM JIESTEeNIbHO-
CTH IIPEANPUATHSL.

4. VYupapieHHe JOKYMEHTaMH — (DYHKIIMSI COBPEMEHHOT'O MEHEIKMEHTA OpraHU3aliu

3aganusa
1. PaccMoTpeTh THIIBI JOKYMEHTOB, HCIIOJIb3YEMbIX B YIPABICHYECKOH NESATEIHLHOCTH
PEAPUATHIA.
2. Pa3paboraTh MmakeT JOKYMEHTOB JJISl MPEANIPHUATHS MaJloro On3Heca

Jlureparypa:

Ilepeyenb 0CHOBHOI1 JTUTEPATYPBI:

1. Kysnenosa U.B. JlokyMeHTUpOBaHUE YIIPaBICHYECKON NEATEIbHOCTU [DIIEKTPOHHBIN
pecypc]: yueOHoe nmocobue s 6akanaBpos / U.B. Kysnenosa, I'.A. XauarpsH. — DieKTpoH.

TEeKCTOBBIC JaHHbIe. — Mocksa: [lamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTENbHOI JIUTEPATYPHI:

1. Kaydbman H.IO. JlokymeHTHpOBaHUE yNPaBICHUECKON JEATENbHOCTH [DJIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.FO.— DnekTpoH. TekcToBbie qaHHbIe.— OMCK: OMCKHIA
rOCyIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pgocryma:
http://www.iprbookshop.ru.

IIpakTnyeckoe 3ansaTne Ne 2

Tema 2 JIOKyMeHT H CUCTEMBI TOKYMCHTaAIUH

Ileab: packpbITh CYIIHOCTh MOHATHS JOKYMEHTa M M3y4YUTh MEXaHHU3M paboThl C
JIOKYMEHTAIUEH.

3agaum: onpezaeneHue poiu UH(GOPMAIMU U JOKYMEHTOB B YIIPaBJIEHUYECKOH JeATEebHO-
CTH NMPEANPUATUN U OpraHU3alUil pa3IundyHbIX (POpPM COOCTBEHHOCTH U cep eATENbHOCTH.

3HaHUsI W yMeHHs, nMpuodpeTaeMble CTYIEHTOM B pe3yJbTaTe OCBOEHHUS] TeMbI
NPaKTHYECKOr0 3aHATHS, GopMuUpyeMble KOMIETEHIMH WM UX YaCcTH: B MPOIECCEe U3yde-
HUS  JIUCIMIUIMHBI CTYAEHTHI IOJKHBI U3YUYUTh OCHOBHBIE MOHATUS U HOPMAaTHBHO-TIPABOBYIO
0azy  JOKYMEHTallMOHHOTO OOeCNedyeHMs YIpaBJIEHUS; METOAMKY aHaiu3a MHPOpMaluu o
(YHKIIMOHUPOBAHUM CHUCTEMbl BHYTPEHHETO JOKYMEHTO000POTa OpraHU3aly; YHU(UITUPOBaH-
HBIE CHCTEMBI JIOKyMEHTAIIHH

B npouecce nzy4yenus JaHHOM TeMbl (POPMUPYIOTCH CiaeAylomye Komnerenuuu: 1M/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 U/I-2 TIK-8.

AKTYaJlbHOCTh T€MbI 3aK/JII0YAeTCA B ONPEACICHUH POJM JOKYMEHTOB B YIIPaBIICH-
YECKOU N1eATENbHOCTH U UX NMPaBUIBLHOM OQOpPMIIEHHH, OO0YCIOBIEHa HEOOXOAMMOCTBIO ajaim-
TaIlMM OPTaHU3aLUHU K TPEOOBAaHUSAM MUKPO U MaKpOCPEIbI MPEANPUATHS, K OBJIAJICHUIO0 HOBBIMH
3HAaHUSMH U TEXHOJIOTHSIMH, YTO OCOOCHHO BaYKHO B YCIIOBHSIX IIU(PPOBU3AIMHA YKOHOMHKH.


http://www.iprbookshop.ru/
http://www.iprbookshop.ru/

Teoperuyeckas 4acTb

Kaxnplif TOKyMEHT MpeaCTaBIsieT COOON 3JIEMEHT COOTBETCTBYIOWIEH CHUCTEMBI JOKY-
MEHTaLUH.
Cucrema JOKYMEHTAIlMM — COBOKYITHOCTb JIOKYMEHTOB, B3aMMOCBSA3aHHBIX 110 IIPHU3HA-
KaM MPOUCXOXKJEHUs, Ha3HAuUeHUsI, BUAA, chepbl NeATEIbHOCTH, €IMHBIX TPeOOBaHUI K UX
0 OpMIICHHUIO.
CucrteMbl TOKyMEHTALUU:
OpraHMU3alMOHHO-PaCOPSAUTEIbHAS;
IUTaHOBAS;
OTYETHas,
MH(GOPMALIMOHHO-CIIPABOYHAs U CIIPABOYHO-AHATUTUYECKAS;
¢dunancoas;
JIOTOBOpHas;
10 INYHOMY COCTaBY;
10 MaTepUaIbHO-TEXHUYECKOMY CHA0KEHHIO;
OTpaKaoIle OCHOBHYIO JIEATEIbHOCTh OpraHU3aliH.
CucteMbl TOKYMEHTALMHU, OTPAXKAIOLIHE OCHOBHYIO J€STEIbHOCTh OpraHU3allUuu:
1. Ha npoM3BOJACTBEHHOM IPENNPUATHH — IPOU3BOACTBEHHAs JOKYMEHTALUS;
2. B Je4eOHOM YUPEKACHUHU — CUCTEMa MEJUIIMHCKON TOKYMEHTalluY;
3. B By3€ — cHcTeMa JOKYMEHTAIMH 110 BBICIIEMY 00pa30BaHUIO; U T. 1.

OduunaabHbIi JOKYMEHT — JJOKYMEHT, CO3/aHHBIA IOPUANYECKHM WM (PU3NYECKUM
TUIOM, 0(pOpPMIICHHBIH B yCTaHOBJICHHOM Topsinke. K cucreme odunmansHol TOKyMEHTaUU
OTHOCATCSI HAay4dHble, TEXHUUYECKHE (KOHCTPYKTOPCKHUE), TEXHOJIOIMUECKUE, POU3BOICTBEH-
HbI€, YIIPaBICHUYECKUE JOKYMEHTHI.

YnpapieHuecKHe JTOKYMEHTBI — KOMIUIEKC JOKyMEHTallH, oOecreunBarolell ynpas-
JSIEMOCTh OOBEKTOB KaK B paMKax BCETO rOCYIapCTBa, TaK U B OT/ACIBHON OpraHu3aIiu.

JIOKYMEHTBI 10 JIHYHOMY COCTaBY — CUCTEMa JJOKYMEHTAIlUH 110 00eCHeueHIo Kajipa-
MHU.

JIOKYMEHT JIMYHOT0 NMPOMCXO0KAEHUS — JIOKYMEHT, CO3JJaHHbII JIMIIOM BHE C(ephl ero
CIIy>keOHOM JeSTEIIbHOCTH WJIM BBIIIOJIHEHUS! OOIIECTBEHHBIX 00s3aHHOCTEN. Mcnonb3oBanue
TEPMHUHA <JIMYHBIM AOKYMEHT» NPUMEHUTEIBHO K 3TOM CHUCTEME NOKYMEHTAllUH HEIpaBo-
MEPHO.

Bua noxymeHTa — NpUHAJIEKHOCTh MTUCBbMEHHOTIO TOKYMEHTA K CUCTEME JTIOKYMEHTALIMH
10 MPU3HAKaM COZIepKaHMs U 11eJIeBOro Ha3HaueHus. Hanpumep, K OCHOBHBIM BHJIaM OpTraHU-
3allMOHHO-IIPABOBBIX JOKYMEHTOB OTHOCATCS YCTaBbl, IOJIO)KEHHUS, PErVIAMEHTHI, IITaTHBIC
pacnucaHus, MHCTPYKIIMH, MpaBuia, MaMaTKU U T.1. B cBoro ouepenp BHUI TOKyMEHTa IO/-
paznensdercs Ha pazHOBUAHOCTH. HanpruMep, pa3HOBUIHOCTH MTPUKA30B — IIPUKA3bI IO OCHOB-
HOM JIeSTENIbHOCTH, MO JUYHOMY COCTaBy, pacnopsikeHus. CoctaB BHUI0B U pa3HOBUIHOCTEN
YIPABIEHUYECKUX TOKYMEHTOB PETJIaMEHTHPYETCS 3aKOHOJATEIbCTBOM, I'OCYIapCTBEHHBIMU
CTaHJapTaMH, OOIEPOCCUICKUMHU KIIACCU(PUKATOPAMHU TEXHUKO-IKOHOMUYECKOW U COIUAIIb-
HOW MH(OpPMaIMK, HOPMATUBHBIMHU JIOKYMEHTAMU M HMHCTPYKIHMSIMM TOCYIapCTBEHHON ap-
XUBHOM CITYXOBI.

CoNor~LNE

Bonpocsl 1151 00cyxk1eHus

1. Kak pa3BuBanuch crocoObl Co3aHUs TOKYMEHTOB?

2. [laiiTe onpenesneHne NOHATHS «/JoKyMeHT».

3. KakoBbl QyHKIIUN TOKyMeHTa?

3. PacckaxxuTe 0 TUIOJIOTMH TOKYMEHTOB.

4. Ilepeuncnure TpeOOBaHMS K KaU€CTBY YIPABICHUECKOTO JOKYMEHTA.



3amanusa
1. M3yunte W mpeacTaBbTe B BHJIC NMPE3CHTAIMM OCHOBHBIC 3Tambl (OPMUPOBAHUS H
pa3BUTHS JOKyYMEeHTHpOoBaHUs B Poccuu u 3a pyoesxkom.

Jlureparypa:
IlepeyeHb OCHOBHOIM JTUTEPATYPbHI:

1. Ky3nenoBa U.B. JlokymMmeHTHpOBaHUE yIPaBICHUECKON JEATEIBHOCTH [ DJIEKTPOHHBIM
pecypc]: yaebHnoe nocodbue mis 6akamaBpoB / U.B. Ky3nenosa, ['.A. XagarpsiH. — DIEKTpOH.
TekcToBbIe ManHble. — Mocksa: JlamkoB u K, At [1u Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nmocrymna: http://www.iprbookshop.ru.

Hepeqeﬂb JOIOJTHUTEIbLHOM JUTEPATYPhLI:

1. Kaypman H.}IO. JlokyMeHTUpOBaHUE YIPABICHYCCKON JIEATEIBHOCTH [DICKTPOHHBIN
pecypc]: yue6Hoe nmocobue/ Kaypman H.FKO.— Dnektpon. TekctoBeie qanHble.— OMcK: OMCKUi
rOCy1apCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  poctyna:
http://www.iprbookshop.ru.

IMpakTnyeckoe 3ansitue Ne 3.4

Tema 3 HopMaTuBHO-paBoBas 6a3a JOKYMEHTAIMOHHOTO 00ecneyeHusl YIPaBJIeHUsI

esb: pacMpuTh M 3aKpeNUTh 3HaHUS IO BOIPOCAM HOPMAaTHUBHO-IIPABOBOIO obecre-
YEHHs] OpraHu3alluu Ipoliecca JTOKYMEHTUPOBAHMS Ha MPEANPUATUSAX PA3NIUYHBIX chep nes-
TEJILHOCTU U (POPM COOCTBEHHOCTH.

3agauu: paccMOTpETh OCHOBHBIE HOPMATHBHO-TIPABOBBIE AaKThI, pEriaMeHTHPYIOIIHNE
OpraHM3aLMIo IPOLECCa JOKYMEHTUPOBAHHUS YIIPABICHUYECKOHN NE€ATEIbHOCTH IPEIIPUITHS.
3HaHMA ¥ yMeHMs, IpuoOpeTaeMble CTY/ICHTOM B pe3yJibTaTe OCBOCHHMS TeMbl NPaKTHYe-
CKOro 3aHATHA, GopMHpPYyeMble KOMIIETEHIMH WJIN UX YACTH. OCHOBHBIEC IOHATHS M HOpMa-
TUBHO-TIPAaBOBYIO 0a3y JOKYMEHTAIlMOHHOIO 00eCTeUeH sl yIpaBIeHUs; MpaBuia JOKYMEHTalb-
HOTro 0(hOpMJICHHUS pEIIeHUH B YIPaBICHUN ONEPAllMOHHON (ITPOM3BOJICTBEHHOI) 1€ATEIbHOCTH
OpraHu3alyil Ipyu BHEIPEHUH TEXHOJIOTUYECKUX, TPOYKTOBBIX MHHOBALMN UM OpraHU3alMOH-
HBIX U3MEHEHMH; METOJUKY MTOATOTOBKH OPraHU3ALMOHHBIX U PACIOPSAUTEIbHBIX TOKYMEHTOB,
HEOOXOIUMBIX JIJISl CO3/1aHUs HOBBIX MPEANPUHUMATENBCKUX CTPYKTYP;

B npouecce nzyyenus JaHHOM TeMbl (POPMUPYIOTCH CiaeAylomMe KomnereHuuu: 1/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 U/I-2 TIK-8.

AKTyaJqbHOCTh TeMbl. V3ydueHHe HOPMAaTHBHO-NIPABOBOWM 0a3bl JOKYMEHTAI[MOHHOI'O
obecrieueHust yrpaBiaeHUs, SBISIONICHCS HEOThEMJIEMON YacThIO OpPTaHMU3aIlMU TpoIiecca J0KY-
MEHTUPOBAHUS Ha NPEANPUATHH.

Teoperuyeckasi 4acThb

Opranu3anoOHHO-TIPABOBbIE JTOKYMEHTBI 3aKPEIUIAIOT CTaTyC OPTaHU3alMM Kak IOpUIu-
YECKOT0 JINLIA, MOPAT0K OPOPMIIEHHS OPraHU3alOHHO-TIPaBOBOM (HOPMBI, 3aKPEIUISIIOT €€ opra-
HU3AIMOHHYIO CTPYKTYPY, (DOPMBI M METO/IbI yIIpaBIIEHUs, TpaBa U 003aHHOCTU JTOJHKHOCTHBIX
Ju1 1 nepcoHana. OpraHn3alMoOHHO-TIPaBOBbIE TOKYMEHTHI CO/IepKaT MOJI0KEHUs, CTPOro 00sI-
3aTeIbHBIE U1 UCIIONIHEHNS U PEAIN3YIOT HOPMBI IPaKJaHCKOTO U aJIMUHUCTPATUBHOIO MPaBa,
ABIISAACH IPABOBOM OCHOBOW JESTENLHOCTH OpraHu3alK. DTHU JOKYMEHTHI B 0053aTeIbHOM IO-
psAKEe MPOXOIAT MPOLELYPY YTBEPXKAECHUS BBIIIECTOALIEH OpraHu3aluei, pyKOBOAUTEIEM Op-
raHU3alUuy WIK €€ KOJIJIETHAIbHBIM OpPraHOM YIPaBJIEHUS U 00S3aTeNbHO COAEPKAT B COCTaBe
00513aTENIbHBIX PEKBU3UTOB IpU() yTBEPIKICHHUS.
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Opranu3anoOHHO-TIPABOBBIE TOKYMEHTHI MOAPA3IETSAIOT Ha YUPEAUTEIbHBIE JOKYMEHTHI
IOPUAMYECKOT0 JIa (yUpeaUTeIbHbIA JOrOBOP U YCTaB) U OPraHU3AIMOHHBIE TOKYMEHTHI (I10-
JIO’KEHHE O CTPYKTYPHBIX ITOAPA3IACIICHUX, KOJUIETHAIBHBIX COBELIATENIBHBIX OPraHax, IITaTHOE
pacnucaHue, periaMeHT OpraHu3aluu, UHCTPYKIUHU 10 BOIIPOCAaM AESTENbHOCTH, HYKIAIOIIN M-
Csl B pEIVIAMEHTALIMU U IpYT'He PErJaMeHTUPYIOIINE JOKYMEHTHI).

IOpuanyeckum JTUIIOM CUMTaeTCsl OpraHu3anus, KOTopas UMeeT B COOCTBEHHOCTH, XO-
3sIICTBEHHOM BEJCHMM WJIM ONEPATUBHOM YIPABICHUU 00OCOOJIEHHOE MMYIIECTBO M OTBEYAET
[0 CBOMM 0053aTebCTBaM 3TUM HMYIIECTBOM, MOXET OT CBOEr0 MMEHHU MpUOOpeTaTh U OCy-
HIECTBJIATH UMYIIECTBEHHBIC U HEMMYILECTBCHHbIEC PaBa, HECTH B3AThIC Ha ce0sl 00S3aHHOCTH B
COOTBETCTBUU CO CBOMM YCTaBOM, OBITh UCTIIOM U OTBETYHKOM B CY/I€.

IOpuaunueckoe ynio 1eHCTBYEeT HA OCHOBaHMM yCTaBa, JMOO YUPEIUTEIBHOIO J10T0BOpa
U ycTaBa, MO0 TOJBKO YUYPEAUTEIHLHOTO JI0TOBOpa. B OTIEnbHBIX cilydasix, IpeayCMOTPEHHBIX
3aKOHOM, FOPHUINYECKOE JIUIIO, HE ABJISIIOLIEECS KOMMEPUYECKOM OpraHu3aluen, MOXKeT ACUCTBO-
BaTh HA OCHOBaHHH OOILEro MOJI0KeHUs: 00 OpraHu3aly JaHHOTO BUIA.

YupeauTenbHbI JOTOBOP 3aKIIOYAETCA, a YCTaB YTBEPKIAACTCA €ro y4peAuTEIsIMU
(Y4acTHUKaMH).

HopmaruBHO-MeTOMUecKas 06a3a JENONPOU3BOACTBA - 3TO COBOKYIMHOCTH 3aKOHOB,
HOPMATHBHBIX IIPABOBBIX AKTOB W METOJMYECKHX JIOKYMEHTOB, pPErIAMEHTUPYIOLINUX
TEXHOJIOTHIO CO3JaHMs, OOpaOOTKH, XpaHEHHs U HCIOJb30BAaHUS JIOKYMEHTOB B TEKYIEH
JESTENIbHOCTH YUPEKACHHSI, a TaKKe PErIaMEHTUPYIOLINE padoTy CiIyxO JeToNnpou3BOACTBA -
ee CTPYKTYpY, QYHKINH, IITATHI, TEXHUIECKOE 00ECTICUCHHE U JIp. ACTICKTHI.

HopmaTuBHO-IpaBOBOM aKT — 3aKOH, KOJEKC, IOCTAHOBJIEHUE, MHCTPYKLHUA U JIPYroe
BJIACTHOE MPEIINCAHUE IOCYJApPCTBEHHBIX OPraHoOB, KOTOPOE€ YCTAHABIMBAECT, U3MEHIET WIH
OTMEHSET HOpPMBI TpaBa. [Ipeanucanus HOpMaTUBHO-TIPABOBBIX AKTOB HOCSAT OOIIMNA XapakTep U
HaIpaBJeHbl HA PETYJIUPOBAHUE OIPEIACICHHOTO BHAA OOIIECTBEHHBIX OTHOIIeHH. B PO u
€BpOINEICKUX TOCyAapCTBaX HOPMATUBHO-IIPABOBOM aKT SBJISETCA OCHOBHBIM HMCTOYHUKOM
IIpaBa.

HopmartuBHO-MeToquueckas 6a3a AeI0npon3BOACTBA BKIIOYAET B CEOsL:

e 3aKkoHojaTeNbHble akThl PO B cepe nHpopMaluu 1 10KyMEHTaLUN;

e ykazpl u pacnopsbkeHust [Ipesmnenta P®, nocTaHOBIEHUS W PaCIOPSIKEHUS
[TpaButenscTBa PO mo Bompocam JOKyMEHTallMOHHOTO oOecreueHus Ha (heaepaibHOM YPOBHE;

® IpaBOBble aKThl (efepanibHbIX OpPraHOB HCIOJHUTEIBHOW BJIACTH (MUHHUCTEPCTB,
BEJIOMCTB, KOMUTETOB, CIIYk0 U Jp.);

® TIPaBOBbIE aKThl OPTaHOB MPEICTABUTEILHON M HCIIOJHUTEIBHON BJIACTH CYyOBEKTOB
P® u ux TeppuTopHanbHEIX 00pa30BaHUA, PETIAMEHTHUPYIONINE BOMPOCH! ASIOMPON3BOCTBA,

® I[IpaBOBbIE AaKTbl HOPMATHBHOIO M HWHCTPYKTMBHOIO XapakTepa, METOIUYECKHE
JIOKYMEHTHI 110 JEJIONPOU3BOJACTBY YUPEKICHUN, OpraHU3alMi U IPEAITPUATHH;

- UHCTPYKLUU 110 IEIONPOU3BOJICTBY

- HOJIOKEHUS O CITY)KO€ 10 1eIONpPOU3BOJICTBY

- JOJ>KHOCTHBIE HHCTPYKLIMHU

- Tabenb YHU(PUIIMPOBAHHBIX POpPM

- MepEYEHb PETUCTPUPYEMBIX U HEPETUCTPUPYEMBIX IOKYMEHTOB

- [IEPEUYCHb YTBEPKAAEMBIX JOKYMEHTOB M JOKYMEHTOB HAa KOTOPBIX CTaBUTCS
reyarhb

® TOCyJIapcTBEeHHbIE cTaHAapThl Ha JokyMeHTaruio ('OCTr);

e yHu(puUIUpoBaHHBIE cucTeMbl TokymeHTanuu (Y CJ);

e oOmepoccuiickue  Kiaccu(UKATOphl  TEXHUKO-DKOHOMHUYECKOH U COLMAIBHOM
uHpopmanuu (OKTIN);

® TOCYIapCTBEHHYIO CHCTEMY JIOKYMEHTAIlMOHHOTO OOecreueHHsl  yIpaBiCHHS.
OcHOBHBIE TpeOOBaHMA K JIOKyMEHTaM M CIyX0aM JOKYMEHTAI[MOHHOIO oOecreyeHus
Trcaoyy;

® HOPMATHBHBIEC JOKYMEHTHI [10 OPTaHU3alUU YIIPABIECHUYECKOTO TPYAa U OXpaHe TPYyAa;
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® HOPMAaTHBHBIE JIOKYMEHTHI 10 OPraHU3alMU aPXUBHOTO XPAHEHUS TOKYMEHTOB.
OTU AOKYMEHTBI UMEIOT BBICUINI MPUOPUTET U 001edeaepatbHy0 3HAUUMOCTb.
HopMaTuBHO MeTOAMUYECKOE pPEryJupoBaHUE JAEIONPOU3BOACTBA I03BOJISIET I'PAMOTHO
OpraHU30BaTh BCIO CUCTEMY JEJIONPOU3BOJICTBA B 1esIoM. JlaHHOE peryiupoBaHUe OCYIIECTBIS-
eTCsl C IIOMOUIBI0 HOPMAaTUBHO METOAMYECKOH 0a3bl, C TOMOIIBIO0 KOTOPO BO3MOKHO MTPABUIBHO
co3aath U OPOPMUTH JOKYMEHT, MPHUJIaB €My IOPUIUYECKYIO CHIIy, OPIraHM30BaTh JOKYMEHTO-
000poT, ¥ 00€CIIeYNTh XpPaHEHUE U UCII0JIb30BAaHUE JJOKYMEHTOB TEKYIIEH J1E€ATEIbHOCTH.

Bonpocs! nuis1 06cyxneHust

1. Pacckaxwure o deaeparbHOM 3aKOHOIATENBCTBE B chepe paboThl C JOKYMEHTUPOBAHHOMN
uHpopmaruen.

2. Ilepeunciure OKYMEHTBHI, MOJATBEP)KIAIONIME OpPraHU3aIMOHHO-TIPABOBOM  CTaTycC
MPEIPUATHS U €r0 TOCYIaPCTBEHHYIO PETUCTPAIIUIO.

3. Uro takoe Enunas cuctema xiaccu(UKauy U KOJAUPOBAHKS TEXHUKO-3KOHOMUYECKON U

coruanbHoOM nHpopManuu?

Kakwue rpynnel kiaccugukaropoB Bel 3Haete?

5. B uem cocTonT Ha3HAYEHUE U OCHOBHOE cozepkanue OOIMEepOCCHiiCKOTO KIIaCCH(PUKATO-
pa ynpaBlieHYeCKOW JOKYMEHTAIH?

6. B dem cocTouT Ha3HAYCHHE U OCHOBHOE cojieprkanre OOIepoccuiickoro KiacCu(puKaTo-
pa npeanpuaTHii 1 OpraHu3auii?

7. PacckaxuTe O HOPMAaTHBHO-METOAMYECKHX JOKYMEHTaX II0 JCIIONPOU3BOACTBY U
OpraHU3aIi APXUBHOTO XPaHEHUS TOKYMEHTOB.

8. KakoBel 0COOCHHOCTM KJIacCH(UKAlMK, YHUDUKAIMH W  CTAaHAAPTU3AlUU B
JIeIONPOU3BOJICTBE?

9. MexayHapoIHbIC CTAaHAAPTHI B 00JaCTH PabOTHI C IOKYMEHTAMH.

>

3aganusa

1. ITpoBecTH CPaBHUTENBHYIO XapAKTEPUCTUKY HOPMATUBHBIX JOKYMEHTOB, PEIJIAMEHTH-
PYIOIIMX MPOLIECC OPTaHU3aLUU JOKYMEHTUPOBAHUS Ha IPEAIPUATUN.

Jlureparypa:

Ilepeyenb OCHOBHOM JIUTEPATYPBDI:

1. Ky3nenosa 1.B. [lokyMeHTHpOBaHHE yNPaBIECHUYECKON AEATEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebnoe mocodbue mis 6akamnaBpoB / U.B. Ky3nenosa, I'.A. XauaTpsitH. — DIeKTpoOH.
TeKCTOBBIE JaHHBIe. — Mocksa: [lamkoB u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexxum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 1ONMOTHUTENIBHOM JTUTEPATYPHI:

1. Kaybman H.JO. JlokymMeHTHpOBaHHE YNPaBIECHYECKON NEATETbHOCTU [DIEKTPOHHBIN
pecypc]: yae6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcToBbie qanHble.— OMCK: OMCKUN

roCyIapCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pgoctyna:
http://www.iprbookshop.ru.
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IIpakTnyeckoe 3ansaTue Ne 5,6

Tema 4

YnpasJ/ieHuecKkasi JOKYyMeHTAlUs1: TPeOOBAHUS K COCTABJIECHHIO U 0()OPMJIEHHUIO,
¢opmyisip-o0pa3sen, COCTaB M PACIOJIOKEHNE PEKBU3UTOB.

Hean: pacivpuTh U 3aKpENUTh 3HAHUS IO BOIIPOCAM HCIIOJIB30BAHUS CO3JaHUs YIIpaB-
JICHYECKOHN JOKYMEHTAIIHH.

3agauM: U3yuyuTh YNPABJIECHYECKYI0 IOKYMEHTALMIO: TPeOOBaHHUS K COCTABICHHIO U
odopmiieHnt0, hopmyIsip-oOpaser, CoCTaB H PacOI0KEHUE PEKBU3UTOB.

3HaHMA W yMeHMs, NpUHoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NPaKTHYECKOr0 3aHATHS, (popMuUpyeMble KOMIIETEHIMH WJIM UX YACTH: B IIPOLIECCE U3Y4e-
HUS JUCLUIUIMHBI CTYACHTBl MOTYT OCYILECTBIIATh JOKYMEHTalIbHOE O()OPMIIEHUE PELICHUN B
yIPpaBJICHUH ONEPAIIMOHHON (IPOU3BOJICTBEHHOM) AEATEIILHOCTH OpraHU3alllil Npu BHEIPEHUU
TE€XHOJIOTHYECKUX, IIPOAYKTOBBIX MHHOBALIUI WA OPraHU3alMOHHbIX U3MEHEHHUH.

B npouecce n3y4yeHus JaHHOH TeMbl (POPMUPYIOTCH ceAyIOle KomneTeHuuu: 1M/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 U /I-2 TIK-8.

AKTYaJlbHOCTh TeMbl. YTIPaBICHHUE COBPEMEHHBIM IPEANPHIATHEM TpPeOyeT CO3TaHHs
pa3HooOpa3HBIX JTOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOXKHO PEIIATh 33Ja4M IJIAHUPOBAHUS U OP-
raHU3aluy, ONIEPATUBHOIO YIIPABJICHUS BCEMHU aCIIEKTaMU €T0 IeATEIbHOCTH.

B nokymenrax conepxutcs nHbopManus, HeoOXoauMas AJIsl aHaJIu3a CUTYallud U IpH-
HATUS YIPABICHYECKUX PEIICHUN. YIIPaBICHUECKHUE PEUICHUS MOIY4aroT JOKYMEHTaJIbHYIO
dbopMy 171 Iepeiaur COOTBETCTBYIONIEH HH(GOPMAIIMK U 00SCTICYCHHU ST UCTIOTHEHUS PEIICHUH.

TeopeTuyeckas 4acTb

VYuugunuposanHas cucrema aokymeHTanuu (Y CJl) — COBOKYMHOCTh B3aMMOYBS3aHHbBIX
YHU(DUIUIPOBAHHBIX (HOPM JTOKYMEHTOB, 00ECIIEUNBAIOIINX TOKYMEHTHPOBAHHOE MIPEICTABICHHUE
JAHHBIX B ONpPEACNIEHHBIX BHJAaX XO3SMCTBEHHON NEATEIbHOCTH, CPEJICTB MX BEACHUS, HOpMa-
TUBHBIX U METOANYECKHX MAaTEPHUaJIOB MO UX pa3paboTKe U MPUMEHEHHIO.

VYHu¢ukanus odecrieunBaeT yCTaHOBJIEHHE €IMHOO0pa3usl cocraBa U (OpM yIpaBlieHUe-
CKUX JIOKyMEHTOB, CO3/1aBa€MbIX MPHU PEUICHUU OJHOTUIHBIX YHpaBiIeHYECKHX (DYHKIMHA U 3a-
Jad.

Cpemnn peiictByronmx B Hacrosimee Bpems YCJ| LeHTpalbHOE MeECTO 3aHHMMa-
eT YHu(DUIMPOBaHHAS CHCTEMa OpraHU3allMOHHO-pacnopsauTenbHo jokymentanuu (YCOP/I).

OcHOBHBIE ~TpeOOBaHMS K COCTaBICHHIO U  O(OPMIIEHHIO  OpPraHU3alMOHHO-
pacnopsAUTENbHBIX JOKYyMEHTOB ycTtaHoBieHbl crangaproM 'OCT P 6.30-2003. Yuuduuupo-
BaHHBIE  CHCTEMBbl  JOKYMEHTAalUWW. YHU(UIUPOBAHHAs  CUCTEMa  OPraHMU3ALMOHHO-
pactopsiIUTeNIbHON ToKyMeHTanuu. TpeboBanus K oopmieHUo JoKyMeHTOB. — M: ['occran-
napt Poccun. 2003.

Ha ocnoBe mexxayHapoaHbix crannaptoB B Poccun paspadoran 'OCT P MCO 15489.1-
2007 «CUBU . Ynpasnenue nokymenTamu. O01mie TpedoBaHUs .

OTOT CTaHAAPT PErylIupyeT MPOLECChl yINpaBiIeHHUs] TOKYMEHTAaMHU TOCYJapCTBEHHBIX U
KOMMepueckux  opranuzamuii. OnH  Obu1  moxaroroBineH  BceepoccuiickuM — HayyHO-
HCCJIEIOBATEIbCKUM HMHCTUTYTOM JIOKyMEHTOBeJeHHUsl U apxuBHoro aena (BHUMAI) na oc-
HOBe MexayHapoaHoro cranmapra ISO 15489-1:2001 Information and documentation. Records
management. General. HaumeHnoBaHre ero yro4HeHO IO OTHOIIEHUIO K PYCCKOSI3BIYHOMY TIepe-
BOoly MexayHapogHoro crangapta MCO 15489-1-2001 «Mudopmanuss U AOKyMEHTAIMSL.
VYnpasnenue 3anucsamu. O6mue TpeOOBaHUSA» B YacTU YHOTPEOJIEHUS TEPMUHA «3alucu». AH-
TJIOSI3BIYHBIE TEPMUHBI «records» u «document» B HACTOSIIEM CTaHAapTe OObEAMHEHBI B pycC-
CKOSI3BIYHBIN TEPMUH «IJOKYMEHT.
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Cranpmapt peryaupyer MpoLecchl YIPaBICHUS TOKYMEHTaMH B TOCYAapCTBEHHBIX, KOM-
MEpYECKHUX U OOLIECTBEHHBIX OpraHu3alusx. B HeM dyeTko mpomnucaHa mporeaypa onpeaeseHus
U UCTIOJIb30BaHUSI HOPMAaTUBHOMU Cpefibl (IIPAaBOBBIX, HOPMATHUBHBIX, METOINYECKUX JTOKYMEHTOB)
B JIEATEJIBHOCTU 3TUX OpraHM3alui. 3aKperuieHbl NPUHLUIBI OTBETCTBEHHOCTU: «OTBETCTBEH-
HOCTb ¥ TIOJITHOMOYHS B 00JIaCTH yIpaBJICHHs TOKYMEHTAMHU JIOJKHBI OBITh YETKO ONpeeNeHbl U
JIOBEJICHBI 10 CBEACHUS BCEX COTPYAHUKOB OpPraHU3allMU C T€M, YTOOBI ObUIO MPENEIIBHO SACHO,
KTO KOHKPETHO HECET OTBETCTBEHHOCTh 3a PabOTy C KOHKPETHBIMH JAOKyMEHTamu». BriepBbie
yKa3aHo, 4TO OTBETCTBEHHOCTh JOJIKHA OBITh pacipeesieHa MEeX 1y BCeMU COTPYJHUKaMH Opra-
HU3AIMH, C YYETOM 3aHMMAaeMOH JIOJDKHOCTH U CTENEHH CIIOKHOCTU pabOTHI ¢ JOKYMEHTaMH, a
TaKXe TO, YTO 3Ta OTBETCTBEHHOCTb JIOJDKHA ObITh YCTAHOBJIEHA JIOJKHOCTHBIMH MHCTPYKIUSIMU
Y OpPraHU3allMOHHO- PACIOPAIUTENBHBIMU TIOKYMEHTaMHU, YTBEP)KIEHHBIMU PYKOBOAUTEIEM Op-
raHuzanuu. TakuMm oOpa3oM, pyKOBOJHUTENb TAK)KE BOBJIEKAETCS B IPOLIECC YNPaBJIECHUS JOKY-
MEHTaMH OpPraHU3allMy U HECET 32 HErO OTBETCTBEHHOCTb.

B T'OCT P UCO 15489-1-2007 npencraBiieH HAOOp TEPMUHOB, YIOTPEOIISIEMBIX TPU Be-
JIEHUH 3JIEKTPOHHOIO JOKYMEHTO00O0pOTa: «METaJaHHbIE», «KOHBEPTUPOBAHUEY, «MUTPALIU» U
Ip. D10 Tem OoJiee BaXKHO B CBETE TOr0, YTO OCHOBHOM TEPMMHOJIOTMYECKUN CTaHAAPT, peryiu-
pyromuii chepy AOY (I'OCT P51141-98 «/lenonpous3BoACTBO M apXUBHOE Ae0. TepMUHBI U
OIpeNIeNIEHUs»), yXKE€ HE OXBaThIBAET TEPMHUHOJIOIHIO, MPUCYLIYI0 HOBOMY <«3JIEKTPOHHO-
uuppoBoMy» HanpasieHuto B JIOY.

Cranpapt peryaupyer BOIPOCHl METOJOJOIMM NPOEKTUPOBAHUS U BHEAPEHUS CHUCTEM
yIpaBJICHUS JOKYMEHTAMH, a TaKXKe MPEKpaleHus X MpuMeHeHus. [IpuBeaeHbl U pacKphITHI
XapaKTEePUCTUKN CHCTEM YIPABIEHHs JOKYMEHTAMU: HAJEKHOCThb, LEJIOCTHOCTb, KOMILJIEKC-
HOCTb U T.1. OMH U3 Pa3/esoB CTaHJapTa MOCBSILIEH MPOIeccaM YIpaBiICHUs TOKYMEHTaMU U
KOHTPOJIIO 32 HUMHU. DYyHKIIMM KOHTPOJIS JIEJIATCS 3[1€Ch Ha KOHTPOJIb 3a JeMCTBUSAMH, COBEpIIa-
€Mble C JIOKYMEHTOM, U KOHTPOJb €r0 MECTOHAXOXKJEHHs, YTO MOJYEPKUBAECT TECHYIO CBA3b
CTaHJapTa ¢ CUCTEMaMHM 3JIEKTPOHHOI'0 JOKYMEHTO000pOTa.

Crannapt cran ocHOBHBIM B cepe JJOY u pacrpocTpaHsieTcs Ha CHCTEMY MEHEKMEHTa
Ka4yecTBa, BHICTpaBAeMYyI0 M0 MeXayHapoHbIM cTangapTam U CO.

Kaxxapiif U3 peKBU3UTOB UIPAET ONPENEICHHYIO POJIb MPU CO3JAaHUHM U HCIOJIb30BAHUU
nokyMeHTa. OJHaKo HauOOoJNbUIYI0 (YHKIHMOHAJIBHYIO M YIPABICHYECKYI0 3HAYMMOCTh HMe-
eT pekBU3UT 20 — «TeKcT ToKyMeHTay.

VY paznuuHBIX YIPaBICHUECKUX TOKYMEHTOB €CTh ONpeeNeHHbIe OCOOEHHOCTH 0(QOopM-
neHus Tekcta. B atom maparpade Oyayr paccMoTpeHbl oOmue TpeboBaHUS K 0GOPMIICHUIO U
COCTaBJIEHUIO TEKCTA OPraHU3aLMOHHO-PACTIOPSIIUTENBHBIX IOKYMEHTOB.

TexcThl JOKYMEHTOB MOTYT OOPMIISTHCS B BUJIE CBSI3aHHOT'O TEKCTa, TAOIMIIbI, AHKEThI
WIH B BUJIE COCIMHEHUS ITUX CTPYKTYp. Pekomenayercs ucmonb3oBaTh mipudt Times New
Roman Cyr pazmepom 12 (anst opopmieHns TaOIMIHBIX MaTepranoB) u 13, 14 (s cBI3aHHOTO
TEKCTa).

Texct Bcex BunoB gokyMeHToB Y COP/I BbIpaxaeT copepxaHue YIpaBIEHYECKOTO Aei-
CTBHSI, TPAMMATHYECKH U JIOTHYECKU COTJIACOBAHHYIO HH(POPMAIIHUIO O HEM.

TexcT OONBIIMHCTBA OPraHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB COCTOUT U3 JIBYX
yacTeil. B mepBoil yacTu yka3pIBalOT MPUYMHBI, OCHOBAHUS, LIEIM COCTaBJIEHUs JOKyMeHTa. Bo
BTOPOIl (3aKIIOYUTENBHOW) — pEeIIeHus, BbIBOJIbI, MPOCHOBI, MPEATOKEHNs, yKa3aHusi. TeKkcT
MOXET COJIEpKaTh OJHY 3aKJIIOYUTEIbHYIO YacTh (HAIpUMep, MPHKa3bl — pPaCIOPSIIUTENbHYIO
yacTh 0€3 KOHCTaTHPYIOIIeH, MUChMa, 3asBJICHUSI — MPOChOy 0€3 MOsICHEHMUS ).

B Tekcre nOKyMeHTa, HOATOTOBIEHHOTO Ha OCHOBAaHUH JIPYTUX JOKYMEHTOB, YKa3bIBAIOT
PEKBU3UTHI MOCIIETHUX: HAMMEHOBAaHUE JOKYMEHTa, HAMMEHOBAHHUE OpPTaHU3allud — aBTOpa J10-
KyMEHTa, J1aTy JOKyMEHTa, PETUCTPAIIMOHHBII HOMEp JIOKYMEHTa, 3arojIOBOK K TEKCTY, HaIllpH-
Mep, nocranoienue [IpaBurenscrBa Poccniickoit @enepanuu ot 19.01.2005 Ne 30 «O TunoBom
periiaMeHTe B3auMOIeHCTBHS (peiepalbHbIX OPraHOB UCTIOHUTEIBHOM BIACTH.

g obneryeHus: BOCHIPUSATUSL TEKCT JAEIAT Ha a03allbl, BKIIIOYAIOLUE HECKOJIbKO Mpe.-
JIOKEHUH, TTOCBSIIEHHBIX OJHOM MBICIH (ApPTyMEHTY), U SBJISAIOLINECS MPOCTEUIIMM KOMIIOHEH-
TOM TeKkcTa. Kax1plii ab3al oTIeNAI0T B JOKYMEHTE a03aI[HbIM OTCTYIIOM.
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Teker YIPABJIEHUYECKOTO JIOKYMEHTa bukcupyer yhpaBiieHYE-
CKy10 uH(GOpMaIuio, KOTopas 10JKHA ObITh JOCTOBEPHOM, TOCTATOUYHON U CBOEBPEMEHHOI! (CM.
n. 1.5). JIns Toro 4roObl MOOYyAUTH aapecara COBEPIIUTh (MM HE COBEPIIUTH) ONpPEACTICHHBIC
neicTBUS, 3Ta UH(pOpMAaLIKs JOKHA OBITh M3JI0XKEHA MOCIIEI0BATEIbHO, CBSI3aHO, HEIIPOTHUBOPE-
YHBO M YOCIUTEIBHO, T.C. U3JI0XKEHIEe WH(POPMAIIMU B YIIPABICHUYECKOM JIOKYMEHTE JIOJDKHO Be-
CTHCh apryMEHTHPOBAHO U JOTHYHO.

Jlnst co3maHus TEKCTOB YIPaBICHUYECKUX JOKYMEHTOB HCIOJIB3YIOT MpEeAHA3HAYECHHYIO
Juist o01ieHus B cdepe ynpapieHUs: QyHKIIMOHAIBHYIO Pa3HOBUIHOCTD SI3bIKa — OQHUIHATIBLHO-
JIEJIOBOU CTHUIIb.

3a mocnenaue 100—150 steT B A3bIKE JIETOBOTO JOKYMEHTA BHIPAOOTAIIUCH TAKHUE CIIOCO-
OBl BBIpKECHUS COJICPIKAaHUS JJOKYMEHTa, KOTOpble o0ecrieunuBaroT Hanbosee 3pHeKTUBHBIM 00-
pa3oM (QUKCAIUIO yIIPaBICHYECKON HHPOPMAIIIH.

OcHoBHBIE YepThl OPHUIIHATEHO-IEIIOBOTO CTHJIS:

* HEUTPaJIbHBIN TOH U3JI0KEHUS;

* KPaTKOCTh (JJAKOHUYHOCTb) TEKCTA;

* TOYHOCTh W3JIOKEHUS, ICHOCTh BBIPQXKEHUS MbICIH. HeHTpanbHbIi TOH U3MOKEHUS —
3TO HOpMa O(PUITMATEHOTO JEJIOBOTO s3bIKA, KOTOpPAasi CBUICTEILCTBYET O HEIMYHOM XapaKTepe
B3aMMOOTHOIICHH MEXIY aBTOPOM U a/IpecaToM JOKYMEHTa U ONpeAeIEHHON NUCTaHIINH MEXK-
Iy HUMH. PaHee oTMe4alioch OJTHO U3 CBOWCTB yIpaBICHUECKON nHDOpManuu — ee opuiuaib-
HBIN XapakTep.

Bomnpocsl nus o0cyx1eHust

1. Kakumu 3aKkoHOIATENbHBIMU aKTaMM PErIaMEHTHPYETCs JOKYMEHTAI[MOHHOe olecreye-

HUE yIpaBiieHus?

OnuimTe OCHOBHOE COZIEpIKaHUE MOCYIapCTBEHHBIX CTAaH/IapPTOB HA JOKYMEHTALIHIO.

Urto co0oif MpeCTaBIsIOT YHU(DUIIMPOBAHHBIC CHCTEMBI IOKYMCHTAIIAN?

YHUpUIMpPOBaHHAs CUCTEMA OPraHU3AIMOHHO-PACHOPSAUTEIBHON JOKYMEHTAIUH.

Kaxkue TpeboBanus npeabsaBIsiOTcs K 0hOPMIICHUIO TOKYMEHTOB?

Yro Takoe GiaHK JOKyMEHTa?

KaxoBbl IpUHILIKITBI OpraHU3alluy JAEJIONPOU3BOICTBA HA MPEAIPUITAN?

IOpuanueckas cuna TOKyMEHTOB.

OdopmieHre peKBU3UTOB, ONIPEAEISIONUX IOPUINUECKYIO CUITY TOKYMEHTOB.

0. [Tepeuncnute TpeOOBaHUS K TEKCTY YIPaBIEHYECKOIO TOKYMEHTA.

11. Opopmienne peKBU3UTOB, ONPEACISIOMINX IBUKEHUE U OTPAXKAIOIUX 00pabOTKy U HcC-
MIOJIHEHUE TOKYMEHTA.

12. Tabenp 1 aTbOOM YHUDHUIIMPOBAHHBIX (OPM JOKYMEHTOB TIPEATIPHSITHSI.

HBOoNoO O RWDN

3ananus
1. PazpaOoraiite pupMeHHBIH OJIaHK MHCbMA IS IPENPUATUS
2. U3yunTe OCHOBHBIC PEKBH3UTHI IOKYyMEHTA U OTPa3HUTEe Ha OJIAHKE WX PACIIOIOKEHHUE.

Jlureparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nernoa 1.B. JlokymMmeHTHpOBaHUE YIIPABIECHYECKON ACATEIHHOCTH [DIEKTPOHHBIN
pecypc]: yuebHnoe nocobue mis 6akamnaBpoB / U.B. Ky3snenosa, [.A. XayatpsiH. — DIEKTpOH.

TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nocrymna: http://www.iprbookshop.ru.

13


http://www.iprbookshop.ru/

Ilepeyenb NONMOTHUTENILHOM JTUTEPATYPDI:

1. Kaypman H.}IO. JlokyMeHTUpOBaHUE YIPABICHYECKON NEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yaeoHnoe nocobue/ Kaydpman H.HO.— DnekTpoH. TekcToBbie qaHHBIe.— OMCK: OMCKHIA
rOCylapCTBEHHBII ~ MHCTUTYT  cepBuca, 2014— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTHyeckoe 3ansaTHe Ne 7

Tema 5
Co31aHue 3J1eKTPOHHBIX JOKYMEHTOB

Leab — uzyyeHue ocOOCHHOCTEHM CO3AaHUS AJIEKTPOHHBIX JOKYMEHTOB M OpPraHU3alUU
AJIIEKTPOHHOTO JOKYMEHTOO00POTa MIPEATIPUSTHSL.

3HaHuUsI M yMeHHusi, npuodperaeMble CTYACHTOM B pe3yJbTaTe OCBOCHUS TeMbI
MPAKTHYECKOIr0 3aHATHS, GopMHUpPYyeMble KOMIIETEHUMH UM UX YACTU: POPMUPOBAHHE HABBI-
KOB JIOKYMEHTaIBHOTO O(QOPMIICHHUS pEIICHHUH B YIPABICHUU ONEPAlMOHHON (POU3BOACTBEHHOI) aes-
TCJIBHOCTH opraHmaum‘/’I IIPpU BHCAPCHUHN TCXHOJIOTMYCCKHUX, IMTPOJYKTOBBIX I/IHHOBaHI/Iﬁ 1 OpraHmnsanmoH-
HBbIX I/I3M6HCHI/II71; OBJIAACHUE HAaBbIKaMH aBTOMAaTHU3allMi OCHOBHBLIX ACJIOIIPONU3BOACTBEHHBIX onepaunﬁ;
YMEHHUE CO30aTh SJICKTPOHHBIE CHUCTEMBI YIIPABJICHUSA JOKYMCHTaMU.

B npouecce n3y4enusi 1aHHOUH TeMbl (POPMHUPYIOTCH CaeAyOmMe KoMmnereHuuu: 1MJ/1-
4 OIIK-2, UJ1-7 OTIK-2, UJI-1 N/-2 T1K-8.

AKTYaJBbHOCTh TeMbl. CO3/1aHHE FJIEKTPOHHBIX JOKYMEHTOB - HEOThEMJIEMas 4acTh pa-
OOTHI MIpeanpuATHs. YTpaBlIeHHE NPEANPHITHIMU PAa3IMYHBIX (opM cOOCTBEHHOCTH U chep
JESTENIbHOCTH TpeOyeT co3JaHusl pa3HOOOPA3HBIX JOKYMEHTOB B TOM YHCJIE U B JIEKTPOHHOM
BUJIE, 0€3 KOTOPHIX HEBO3MOKHO PelIaTh 3a/1a4ll TUIAHUPOBAHUS U OpraHU3allii, ONEPaTUBHOTO
YIpaBJICHUA BCEMU ACTICKTAMH €TI0 ACATCIBHOCTH.

B noxymeHTax comepxuTcs uH(pOpMaIKs, HeoOXoauMas s aHAJIM3a CUTYallud U TpU-
HATHSI CBOEBPEMEHHBIX YIIPABICHUYECKUX PEIICHUMN.

TeopeTuyeckas 4acTb

DNeKTPOHHBIE JOKYMEHTHI CYIIECTBYIOT B BUJE OT/AEIbHBIX (haiioB minu Habopa Qailon
(KOMIBIOTEpHBIE MPOrpamMMbl, 0a3bl JaHHBIX U T.1.). Dopmat daiina — crnocod opraHuzanuu
arieMeHTOB MHGpopManuu (OuToB, OaliToB) B Qailnie. Bung ¢opmara 351eKTpOHHOTO JOKYMEHTA
orpeneNnseT MporpaMMa, ¢ MOMOILBIO KOTOPOH JOKyMeHT co3aaH. Haubonee pacmpocTpaHeH-
HBIE TEKCTOBBIE ()OPMATHI:

* OJHONpOrpaMMHble (T.€. TOJJIEP)KUBAaEMble OJHOM  MporpamMMmoi), Hampu-
mep DOC, co3naBaemsiii ¢ momorsro MS Word;

* RTF, moaniep>kuBaeMblii pa3IMYHBIMU TEKCTOBBIMU PEAKTOPaMHM C COXpPAHEHUEM 3a-
JAHHOTO (POPMAaTUPOBAHHS TEKCTA,

* PDF, coznaromuii m300pa)keHHe CTpaHMIBI, BKJIIOYaroliee TeKcT u rpaduky. PDF-
(aitsiel MOTYT OBITH MPOYUTAHBI TIPU TOMOIIN PA3JIMYHBIX MTPOTPaAMM, OJHAKO CO3/IAI0T UX TOJb-
KO IpH nomoInu nporpaMmmeiAdobe Acrobat.

CymecTByeT Ba OCHOBHBIX crioco0a (opMUpOBaHUS M BOCITPOU3BEIEHHUS TPadhUIeCKOro
U300pa’keHMsI: BEKTOPHBINA U paCTPOBBIi.

[Ipu pacTpoBoii rpadrike OCHOBHOM JIEMEHT PacTPOBOTO M300paKEHUS — TOUYKA, M Ka-
YeCTBO M300paKEHUs OIpEeIsieTCsl KOJIMUECTBOM TOUYeK Ha oM (pasperieHuem). OCHOBHBIE
npoOJeMbl TIpU paboTe ¢ pacTpoBoi rpadukoit — Oosbimre 00beMbl (GAilIoB IS MOTYISHUS
Ka4eCTBEHHOTI'0 M300pakeHUsI U HEBO3MOXKHOCTh MAaCIITaOMpPOBAaHUS M300pakeHUs: 03 MoTepu
kayecTBa. PacTpoBoe m3o0pakeHHe yallle BCEro MoJiyyaroT ¢ MOMOIIbI0 CKAHUPOBAHUS WM K€
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BBOJIa B KOMIIbIOTEp U3 HUPPOBBIX GOoTO- U Buaeokamep. Hanbosee pacrpocTpaneHHBIE pacTpo-
Bbie hopmarel — BMP, TIFF, JPEG, GIF.

B otnmume ot pacTpoBoii BekTOpHas rpaduka He UMEET 3JIEMEHTOB N300pakeHHsl, a BCe
JVHUN ONIPENENSIIOTCA HAayaJdbHBIMM TOYKAMU U ONMCBHIBAIOTCA MAaTEMAaTUYECKUMHU (POPMYJIaMH.
BekropHas rpaduka ycrpanser o06a HeIocTaTka pacTpoBOM (IOTEpH JAaHHBIX MPHU CXKATHU (aii-
na, 6onbiiol 00beM). Ee ucmonp3yroT, Korja HeoOXouMa BhICOKAask TOYHOCTh M300paKEeHUs: B
pEKIaMHON M M3allHEPCKOW JESTENbHOCTH, YEPTEKHBIX U MPOEKTHO-KOHCTPYKTOPCKUX pado-
tax. HamnGonee pacnpoctpanennsie BekTopHbie popmartel: DXF, EPS, Al, CDR, VSD.

@®opmatel 0a3 JaHHBIX CO3/AIOTCS MPU MOMOIIM CHUCTEM YHpaBICHUs Oa3zaMH JaHHBIX
(CYB/I) — crienuansHOro nporpaMMHOIO 00€CIeYeHH s, KOTOPOE MO3BOJISIET MOJIb30BATENI0 pa-
6oTathb ¢ 6a30ii TaHHBIX (CO3/1aBaTh, MOAJCPKHUBATH €€ B AKTyaIbHOM COCTOSIHUH, 00ECIICUNBATh
BCEM I10J1b30BaTENSAM 3((HEKTUBHBIN JTOCTYI K JaHHBIM B COOTBETCTBUU C UX MOJHOMOYHUSIMH U
T.J.).

B nenonpousBoAcTBE M apXUBHOM Jielle METaJaHHbIE TIOKYyMEHTa — TEPMUH, HEOOXOH-
MOCTh MPHUMEHEHHUSI KOTOPOro OOyCIIOBIIEHA TeM, YTO B 30Xy HU(PpoBON MH(OpManuu mera-
JJaHHbIE TPUOOpeTaoT 0co00€e 3HAYECHUE.

[TonsTHe «MeTamaHHBIC» ONPEICIICHO B MexayHapoaHoMm cranmapre MCO 15489-2001
«WHpopmanys u JOKyMeHTalMsl. YTIpaBlIeHUue JOKYMEHTaMU».

MertanaHHble — JaHHBIE, OMUCHIBAIOIINE KOHTEKCT, COIEP)KAaHUE U CTPYKTYPY AOKYMEH-
TOB, a TAK)KE YIPaBJIEHHUE JOKYMEHTaMH BO BPEMEHH.

MetagaHHbIe OMCHIBAIOT KaK OyMa)kHbIE, TaK U JIEKTPOHHBIC JIOKYMEHTHI.

KonTtekcr (BHEUIHsS cpefja) — 3TO cojeprKaliasicss B JOKYMEHTE WM CONPOBOXKIAIOIAS
ero nHpopMaIys, MOKa3bIBAIOIIAs B3aUMOCBA3b JJOKYMEHTA C YIIPABICHYECKOH NESTETbHOCTHIO
OpraHu3ali ¥ C JAPYIrMMU JOKYMEHTaMHu. JTo MH(OpManus o caMoM JOKyMEHTe (Hampumep,
3aroJIOBOK, aBTOP, JaTa CO3/JaHus), O cO3JaTesie M IesIX CO3AaHus JOKyMEHTa (Hampumep, 00
yIpaBJIEHYECKONH (YHKLUUU WU JEATENIHOCTH, YYpEKIACHUU-co3jaTene), 00 HCIOIb30BaHUU
JIOKyMeHTa (KeM, KOr/ia, o4Yemy).

Conepxxanue (KOHTEHT) — 3T0 (pakTHyeckass nHpopManus JOKYMEHTa, (pUKCHpyroias
YIIPaBJIEHYECKYIO I€ATEIBHOCTb.

CtpykTypa — 3TO BHELIHHMH BUJ U PAaCHOJIOXKEHUE YacTel cojiepKaHus (Harmpumep, HO-
cUTenb, (opMar, OpraHW3alus JaHHBIX, PACIOIOKEHHE PEKBU3UTOB, MPUDTHI, MPUMEYAHHS,
TaOIUIBI U T.J.), @ TAKXKE HAIW4YMe B JOKYMEHTE CBs3ed C JAPYrMMHU JOKYMEHTaMH (THIIEpPCChI-
JIOK).

dusnueckas CTpykTypa OyMaKHOTO JJOKYMEHTa HEMOCPEACTBEHHO BU/HA MOJIb30BATEIIO,
a u3nYecKas CTpyKTypa AJIEKTPOHHOTO JOKYMEHTa, KaK YK€ YIOMHUHAJIOCh, HEMOCTOSTHHA U 3a-
BUCHUT OT MPOrPaMMHOIO M TE€XHHYECKOTo obecrieyeHusi. [IOHATHBIM 31€KTPOHHBIA JOKYMEHT
JIeNIaeT ero JIOTHIECKasi CTPYKTypa — OTHOIICHHUS MEKIY €r0 COCTABHBIMU YaCTSIMH.

Takum o0pa3zom, MeTajaHHbIE JAOKYMEHTa — 3TO HH(pOpMaIMs, KOTopas MO3BOJSET
UACHTU(PUIMPOBATh MHPOPMAIIMOHHBIE PECypChl (B TOM YHCIE M DJIEKTPOHHBIE JOKYMEHTHI),
YIPaBJIATh UMM, OCYILIECTBIIATH UX TIOUCK U XpaHEHHE.

JIOKyMEHT MTOMHMO CBOEro WH(pOPMAIMOHHOTO COAEp)KaHUS IOJDKEH BKIIOYATh MeETa-
JaHHbIe OO0 OBITH MOCTOSHHO CBSI3aH C HEOOXOAMMBIMHU It AEUCTBHM C JOKYMEHTaMH MeTa-
JTAHHBIMHA. JTO HEOOXOIUMO ISl TOTO, YTOOBI 00ECTIEYNTh HEM3MEHHOCTD CTPYKTYPHI TOKYMEHTA
(ero ¢hopmaTa U B3aUMOCBS3€H MEX/ly COCTABIISIOIIMMU 3JIEMEHTAMH) IPU PA3JIUYHBIX ONEpaLH-
SIX C AJIEKTPOHHBIM JTOKYMEHTOM. [IpHucyTcTBHE METaJaHHBIX JETaeT MOHSATHBIMUA OOCTOSITEIb-
CTBa, MPH KOTOPBIX JOKYMEHT ObUI CO3/1aH, MOJIYYEH U HCHOJIB30BAaH, — JEJIIOBONH KOHTEKCT
(BKJIFOUAs] CBEJICHHSI O TOM, YaCThIO KAaKOTO JIEJIOBOTO IMPOIecca SBISUIACH TPOU3BEICHHAS OTIe-
panus, o 1ate, BpEMEHHU M 00 yJYaCTHUKAX JICJIOBOW ONEepalnu).

Bonpocs! nuis1 06cyxneHust
1. KakoBa cymHocTbh U (hOpMaThl FTEKTPOHHBIX TOKYMEHTOB?
2. DIeKTpOHHasl MOJAMUCH KaK PEKBU3UT JIEKTPOHHOTO IOKYMEHTA.
3. Uto co00ii MpeaCTaBISIOT METaIaHHbIE JOKYMEHTOB?
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4. OumdpoBaHue Kak Crocod co3aaHus HEKTPOHHBIX JOKYMEHTOB

3amanusa

1. Pa3paboraiiTe  KOMIUIEKT AJICKTPOHHBIX JOKYMEHTOB [UISI HPEIIPHUATHS MaJoro
OusHeca.

Jlureparypa:

IlepeyeHb OCHOBHOIT JTUTEPATYPHI:

1. Ky3nenoBa U.B. JlokymeHTHpOBaHUE yIPaBICHUECKON JAEATEIBHOCTH [ DJIEKTPOHHBIM
pecypc]: yuebHnoe nocodbue mis 6akamaBpoB / U.B. Ky3nenosa, [.A. XagarpsiH. — DIEKTpOH.
TekcToBbIe ManHble. — Mocksa: JlamkoB u K, At [1u Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 10NOJHUTEILHOM JIUTEPATYPDI:

1. Kaypman H.IO. JlokyMeHTUpOBaHUE YIPABICHYECKON NEATEIHHOCTH [DIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaypman H.FO.— DnexTpoH. TekcToBbie qaHHBIe.— OMCcK: OMCKHIA
rOCylapCTBEHHBI ~ MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTnueckoe 3ansaTue Ne 8,9

Tema 6 OpraHu3anuoOHHBbIE JOKYMEHTBI, HX COCTaBJIeHUEe U 0(hopMIIeHHE

Henun: pacmpuTh U 3aKpenuTh 3HAHUS IO CO3AAHUIO U O(OPMIIEHUIO OpPraHU3alMOH-
HBIX JOKYMEHTOB IIPEAPUATHS.
3HaHMA ¥ yMeHMs, Ipuo0peTaeMble CTY/ICHTOM B pe3yJibTaTe OCBOCHHMS TeMbl NPaKTHYe-
CKOro 3aHATHA, opMUpyeMBble KOMIIETCHIIMH HJIH MX YACTH: B IIPOLIECCE U3YUYEHUS OUCLIU-
IUTMHBI CTYAEHTHI I0JKHBI HAYYUThCS pa3pab0oTKe U CO3AAHMUI0 OPraHU3aLHMOHHBIX IOKYMEHTOB
OPEANpUATHsI, UX THUIIOJIOTUIO, COJEp)KaHHe M CleHU(UKYy, OCYIIECTBIATh JOKYMEHTAJIbHOE
o(opMIIeHHE pElIeHUH B YIIPaBICHUN ONEPALIMOHHON (ITPOU3BOJCTBEHHON) AESITENLHOCTH Opra-
HU3aLMN IPU BHEIPEHUHM TEXHOJOTMYECKHX, MPOAYKTOBBIX MHHOBALMM MM OPTaHU3ALMOHHBIX
U3MEHEHUM.

B npouecce nzyyenus JaHHOM TeMbl (POPMUPYIOTCH CiaeAylomMe KomnereHuuu: 1/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 U/I-2 TIK-8.

AKTyanbHOCTh TeMbl. OJTHa U3 OCHOBHBIX YIpPaBICHUYECKUX (YHKLHH, peaan3yeMbIX B
JeSTEIbHOCTH OpPTraHu3alllii, - 3T0 (YHKIUS OpraHU3allMd CUCTEMBI U MPOLIECCOB YIPABJICHUS.
OpranuzalvoHHasl AeTeIbHOCTh BBhIpa)KaeTcsl B pa3paboTKe U yTBEPXKACHHS KOMIUIEKca opra-
HU3ALHUOHHBIX JOKYMEHTOB, COAEpXKALIMX IPaBUJIa, HOPMBI, MOJIOKEHHUS, YCTaHABJIMBAIOIINE
CTaTyC OpraHM3alliy, €€ KOMIIETEHLIHUIO0, CTPYKTYpPY, IITATHYI0 YHCIEHHOCTb M JIOJKHOCTHOMN
cOCTaB, (PYHKIIMOHAIBHOE CO/IepKaHHE IeSTEIbHOCTH OpraHu3aluy B LIEJIOM, €€ Mopa3ieleHuil
U pabOTHUKOB, MX MpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTb M JIpyrue achekThl. OpraHu3aiioH-
HbIE JJOKYMEHTBI COJIEPKAT MOJIOKEHUS CTPOro 00s3aTeNIbHbIE JUIsSl UCIIOJIHEHUS, OHU PEATU3YIOT
HOPMBbI aIMUHUCTPATUBHOTO IIPaBa U SIBJISIFOTCSI OCHOBOW JESTEIbHOCTH OpraHU3aliy.

Teoperuyeckas 4acTb

OpranuzalioHHbIE JOKYMEHTHI - NIPaBOBbIE HOPMATHBHBIE TOKYMEHTBI, KOTOPBIE yCTa-
HaBJIMBAIOT MpaBWJIa B3aUMOOTHOILIEHHUS 00A3aHHOCTEN (M3MUYECKUX U IOPUANYECKUX JIUII, KaK
[0 OTHOIIECHUIO APYT APYTY, TaK U o0IecTBa B 11ej0oM. CyIIecTBYIOT CIEYIOLINe BUJIbl OpraHu-
3AIIMOHHBIX IOKYMEHTOB: YCTaB, OJIOXKEHUE, HCTPYKIIMH, IPABUIIA.

ITox ycraBoM NOHHMMAETCs CBOJ IPaBWII, PETYIUPYIOLUX ACATEIBHOCTh OPraHU3aLUN,
YUpEXJIeHUH, O0IIEeCTB U IpaX/J1aH, UX B3aUMOOTHOUIEHHS C JPYTHMHU OpraHU3alUsIMU U Tpax-
JTaHaMU, [IpaBa U O0S3aHHOCTH B OMPEAETICHHOM cdepe rocyJapCTBEHHOTO YIIPaBJICHUS WIH XO-
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35MCTBEHHOU nearenbHOCTH. Hampumep, Ycras kene3nsix npopor PO, BerepunapHbiil ycraB U
Tak ganee OTAEIBHO CIENYET BBIACIUTDH YCTaBbl, ONPEICISIOIINE OPraHU3aluio ONPENEICHHON
cdepsl nesrenbHoctd Boopyxennbix cuin PO (CtpoeBoii ycras, JucIUIUIMHAPHBINA YCTaB U Tak
nanee) OOMe ycTaBbl YTBEPXK/IAIOTCS BBICIIMMHI OpraHaMU IOCYIapCTBEHHON BJIACTH U yIIpaB-
JIeHHSA, a YCTaBbl OOIIECTBEHHBIX OpraHU3alMi NPUHUMAIOTCS W YTBEPXKIAIOTCS CbhE3IaMH.
VYcTaBel NpeANpUATUH, YUPEKACHUN U OPTaHU3ALUN YTBEPKAAIOTCS MX BBILIECTOSIIMMH Opra-
HaM¥ (MUHHUCTEPCTBAMHU, BEJOMCTBAMHU, UCIIOJIKOMaMHU MeCTHBIX COBETOB).

OOue TpeOoBaHMs K MOPAAKY €0 COCTaBICHMs, O(OPMIICHUS U COJEpKaHMs J1aHbl B
yacTtu nepBoi ['paxxnanckoro koxekca Poccuiickon @enepannu.

[Tonoxenue

[TonoxeHus - HOpMaTHUBHBIC AKTHI, UMEIOIINE CBOTHBINA KOIU(PUKAIIMOHHBIN XapakTep U
OlpesieNAoIe MOPAJ0K 00pa3oBaHus, CTPYKTYpY, GYHKLIHH, KOMIIETEHIHIO, 005S3aHHOCTH U
OpraHu3alio paboThl CUCTEMBI OpPraHoB rocyaapcTBa. Hampumep, obiiee mosoxeHHe 0 MUHU-
crepctBax P®, IlonoxxkeHne 0 rocynapCTBEHHONW aBTOMOOWMJIBHONW WHCHEKIIMH, CTPYKTYPHOTO
nozpaszzeneHus (komuccuu, rpynnsl). [lonoxeHuss MOTYT perjaaMeHTHpPOBaTh JAEATEIbHOCTb
JOJDKHOCTHBIX JIML. B oTHenpHYIO Ipynmy CiaenyeT BBIACIUTH MOJIOKEHHUS, PETYIUPYIOIIUE CO-
BOKYIIHOCTh OpPraHM3Aal[MOHHBIX, TPYAOBbIX U JIPYIMX OTHOLIEHHH 1O KOHKPETHOMY BOIIPOCY.
Hanpuwmep, [lonoxxeHust 06 OTKpBHITUAX, U300pPETEHHS] U PALMOHAIN3ATOPCKUX MPEIIOKEHUIX
ninu THUIIOBOE MOJOKEHNUE O BEACHUU JIEJIONPOU3BOICTBA IO IIPEMIOKEHUAM, 3asBICHUAM U Ka-
7100aM rpakiad B TOCYAAPCTBEHHBIX OpraHa, Ha NPEANPUATHSX, B YUPEKACHUAX U OpraHU3alu-
ax. Haubosee MHOrOUMCIIEHHBI PA3HOBUIHOCTH MOJIOXKEHUI O IPOBEACHUM PA3JIMYHBIX KOHKYP-
COB, CMOTPOB U JIPYTUX MEPOIPHUATHI.

[TonoxeHns yTBEpKIAIOTCSA B yCTAaHOBJIEHHOM ITOPSIKE.

VYcTaBel U NMOJOXKEHUS SBISAIOTCSA CIOXKHBIMHU JOKyMEeHTaMHu. VX CTpykTypa u coxpepixa-
HUE, KaK IPaBUJIO, ONPEIEIIAIOTCS YUPEXKICHUIMU-Pa3pabOoTUNKaMU.

WuauBuyanbHble MOJNOXKEHUS pa3pabaThiBalOTCS HAa OCHOBE THIOBBIX. THIIOBBIE I0JIO-
JKEHUS!, KaK MPaBUJIO, YTBEPIKAAIOTCS BBIIIECTOSIIIIMMUA OpraHaMU yIpPaBJICHUs, & UHAUBUYallb-
HBIE - PYKOBOJIUTENISIMU MIPEANIPUATHI U OpraHU3aluil.

OTnenpHyI0 TPYNIY MOJOXKEHUN COCTaBISIOT IOJOXKEHHS, PETYIUPYIOLIUE COBOKYII-
HOCTb OpraHU3alMOHHBIX, TPYIOBBIX U JPYrMX OTHOLIEHUH 10 KOHKpEeTHOMY Bompocy. Hanpu-
Mmep: [lonoxeHne o TOKyMEHTallHOHHOM 00€CII€YeHUH YIIPaBIEHUSI.

WHcTpykunn - npaBOBOM akKT, M3JaBAaEMbli OpPraHOM TOCYAAPCTBEHHOIO YIPABIICHUS
(MU yTBEp)KIaeMblll €ro pyKOBOJUTENIEM) B LIEJSAX YCTAHOBJIEHMSI MPaBUII, PETYIUPYIOLINX Op-
raHW3allMOHHBIE BOIPOCHI, HAYYHO-TEXHUYECKUE, TEXHOIOTnYecKre, (PMHAHCOBBIE M MHBIE CIle-
[UAJIbHBIE CTOPOHBI JEATEIbHOCTH YUPEKICHHUH, opraHu3auuii, NpeqnpuaTuil (ux mnojapasiesne-
HUH U city0), TOMKHOCTHBIX JIMI M TPaKJIaH.

WNHcTpyKkuny u3garoTes TakKe B LEISIX Pa3bsCHEHUS U ONpPEeNICHUs NMOpsAIKa puMeHe-
HUS 3aKOHO/IaTENIbHBIX aKTOB M PACIIOPSAAUTENbHBIX JOKYMEHTOB (HallpuMep, IPUKa30B).

3aroyioBOK MHCTPYKIIMH JOJKEH YETKO O4epuMBaTh Kpyr BOIIPOCOB, 0OBEKTOB U JIMLI, Ha
KOTOPBIX PACIIPOCTPAHSIOTCS €€ TpeOOBaHMUS.

WHucTpykunu ObIBalOT JBYX BUIOB:

a) TUMOBBIE (pa3padaTbiBaeMble TOCYAAPCTBEHHBIMU WM OTPACIIEBBIMU OpraHaMU yIIpaBlie-
HUS JJI1 OJHOTUIIHBIX NPEINPUATHN, CTPYKTYpPHBIX noapasaeneHnid. Hanpumep, Tuno-
Basi MHCTPYKIUS 10 JEJIONPOU3BO/ICTBY B (hefiepalibHBIX OpraHax MCIOJHUTEIbHOM Bila-
CTH);

6) HHIMBHIyalbHble (pa3padaTbiBaeMble JUIsI KOHKPETHOTO HPEANPHUSATHS, CTPYKTYPHOTO
noapasnenenus, komuccun. Hampumep, HNHcTpykumua no nenompousBonctsy OO0
«JIVUy).

[IpaBuiia - TOKYMEHTBI, B KOTOPBIX M3JI0KEHBI OCHOBHBIE TPEOOBaHMUSI, MPEAbSBIIIEMbIE K
COTpyIHUKaM npeanpusaTus. [IpaBuna n3garoTcs no pa3aIndHbIM BOIPOCAM M YTBEPKIAIOTCA py-
KOBOJAMUTESAMU Npeanpuatuid. [y paboTHUKOB Ba)XKHO 3HATH MIpaBUJIa BHYTPEHHETO pacnopsiaka
OpraHH3aIiHy.
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Opranuzanus pabOThl TPEANPHUATHS, B3aMMHbIE OOS3aHHOCTH PaOOTHUKOB W AIMHHH-
CTpalluH, MPeIOoCTaBlIeHUE OTIYCKOB, KOMaHIUPOBAaHUE COTPYIHUKOB, BHYTPHUOOBEKTHBIN pe-
KUM UM JpYTHe BOIPOCHI OTPAXKAIOTCSI B IpaBWJIaX BHYTPEHHETO TPYJOBOIO pacropsika. ITu
JIOKYMEHTBI COCTaBIISIIOTCA Ha OJIaHKE MPEIIpPUSITHSI, COIVIACOBBIBAIOTCS MyTeM OOCITYXUBaHUS
Ha COOpaHMU TPYIOBOIO KOJIJIEKTHBA, BU3UPYIOTCS IOPUCTOM M YTBEPKIAIOTCS JAUPEKTOPOM
HPEANPUSITHSL.

[IITaTHOE pacnucaHue - JOKYMEHT, 3aKPEIUISIONIMN TOKHOCTHOM UM YHCIICHHBIM COCTaB
NpEANPUITHS c yKa3aHueM donna 3apaboTHOM IJIaThL.
IratHoe pacnucanue opopmisgercss Ha OlaHKe MPEenNpHuATHsi, C YKa3aHUEM TepeyuHs JOJDKHO-
CTeil, CBeICHUH O KOJMYECTBE MITATHBIX €IUHUII, JTOJDKHOCTHBIX OKJIAI0B, U MeCSUHOM (oHIE
3apa0OTHOM IJIATHI.

[lITaTHOE pacnucaHUE COAEPKUT CIETYIOIINE PEKBU3UTHL:

HauMEHOBAaHME OpraHU3alluy;
HaVMEHOBAHME BUJA IOKYMEHTA;
nara,

MECTO U3/IaHus;

rpu¢ yTBepxaeHUS;

TEKCT;

BU3BL;

MOAMKCH.

[ToanuceiBaeTcs IITaTHOE PACIIMCAHUE 3aMECTUTENIEM PYKOBOJUTES, COIVIACOBBIBAETCS C
[L.OYXTaaTepoM, YTBEPKIaeTcs PYKOBOAUTENEM MpeAnpusatus. I'pud yTBepkaeHus 3aBepsercs
[I€YaThIO OpraHu3aIiu.
W3meHeHus B IITaTHOE PAaCIMCaHUE BHOCATCS MPUKA30M PYKOBOJIUTENS IPEANIPUATHSL.

CrpykTypa ¥ 1ITaTHas YUCICHHOCTb - OPraHU3aLMOHHBIA JOKYMEHT, B KOTOPOM YKa3bl-
BAIOTCSl BCE CTPYKTYpPHbIE MOAPA3ACICHUS NPEANPUATHS, BBOAUMbIEC HA MPEAIPUITHU AOJKHO-
CTH U KOJIMYECTBO IITATHBIX €IMHUI 10 KAXJI0H U3 JOJKHOCTEH. (CocTaBisieTcsl U MOAIUChIBa-
eTcs TaKXKe KaK U IITaTHOE paclucaHue).

[IpaBmiia BHYTpPEHHErO0 TPYJIOBOTO pacHopsKa- OPraHU3alMOHHBIM JTOKYMEHT, B KOTO-
POM OTpa)KaroTCs CIEAYIOIINE BOIPOCHI:

1. opranu3zanus paboThl NPEeANPUATHUS;

2. B3aMMHBbIe 0053aHHOCTH paOOTHHUKOB M a]MUHUCTPALIH;
3. TpemocTaBI€HUE OTITYCKOB;

4. KOMaHAMPOBAaHUE COTPYIHHKOB;

5. BHYTPUOOBEKTHBIN PEKUM.

IIpaBuna cocTaBnstoTCs Ha OJaHKe MPEANPUATHS, COITIACOBBIBAIOTCS MyTeM O0CYKACHUS
Ha coOpaHMM paOOTHUKOB MPEANPUATHS , BUBUPYETCS IOPUCTOM M YTBEP)KIAeTCsl PYKOBOAUTE-
JIEM NPEATPUATHS.

ONoGa~WNE

Bonpocs! nuis1 00cyxneHus

=

Pacckakute 0 Ha3HaYEHUH U BUJAX OPraHU3allMOHHBIX JOKYMEHTOB.

Kaxossl mpaBuiia cocrasieHus u opopmieHust Konekca kopnopatuBHONH ITUKHU?
OxapakTepu3yiTe ycTaB, HOJOXKEHHE 00 OpraHu3alH, MOJI0KEHUE O CTPYKTYPHOM
MOIPa3CIICHUN.

KakoBbl mpaBuiia coctaBiaeHus: U 0(OpMIIEHUS TODKHOCTHBIX HHCTPYKIUI?
CTpyKTypa U MITaTHAasl YUCIEHHOCTD, IITATHOE PacliCaHUE.

WNHcTpyKInn opraHu3aliMOHHO-METOANYECKOI0 Ha3HAYEHUs U ITPaBHIIA.
[IpouieccHble periaMeHThl NPeAnpUsTHUSI.

JIOKYMEHTBI CUCTEMBI MEHEIPKMEHTA Ka4eCTBA.

KaxoBbl mpaBuiia coctaBieHust 1 0pOpMIIEHHS TOTOBOPOB?

0. /11 KOHKpETHOro MpeInpUsTHs 1O BBIOOPY CTYAEHTa pa3paboTaTh OCHOBHBIC BHJIBI
OPraHU3allMOHHBIX JOKYMEHTOB

wn

P oo~ oA
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3amanmue:

1. PazpaboraTh mHakeT OpraHU3AIMOHHBIX JOKYMEHTOB JJIS MPEIIPUATHSI MAJIOTO OU3-
Heca.

Jlureparypa:

IlepeyeHb OCHOBHOIT JTUTEPATYPHI:

1. Ky3nenoBa U.B. JlokyMeHTHpOBaHUE YIIPABICHUYECKON NEATCIBHOCTH [DJIEKTPOHHBIMN
pecypc]: yuebHnoe nocodbue mis 6akamaBpoB / U.B. Ky3nenosa, [.A. XagarpsiH. — DIEKTpOH.
TekcToBbIe ManHble. — Mocksa: JlamkoB u K, At [1u Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 10NOJHUTEILHOM JIUTEPATYPDI:

1. Kaypman H.IO. JlokyMeHTUpOBaHUE YIPABICHYECKON NEATEIHHOCTH [DIEKTPOHHBIN
pecypc]: yaeoHnoe nocobue/ Kaydpman H.KO.— DnekTpoH. TekcToBbie qaHHBIe.— OMCcK: OMCKHIA
rOCy1apCTBEHHBI ~ MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

[MpakTnyeckoe 3ansiTue Ne 10

Tema 7 CocTaB u co31aHNe PacOpsiAUTEIbHBIX JOKYMEHTOB

Hesm: pacipuTh M 3aKpENUTh 3HAHUSA MO CO3AAHUIO U O(OPMIICHUIO PACIIOPAIUTENb-
HBIX JOKYMEHTOB IPEIIIPUATHUS.

3HaHMA W yMeHMsA, NpuHoOpeTaeMble CTYAEHTOM B pe3y/JbTaTe OCBOCHHS TeMbI
NPAKTHYECKOro 3aHATUsA, (OpMHUpPYeMble KOMIIETEHIIMH MJIM MX YACTH: B IIpOLiecCEe U3yde-
HUS TUCLMITJIMHBI CTYJIEHTHI OJKHBI Hay4UTbCs pa3padaTbiBaTh WU CO3/aBaTb OCHOBHBIE pac-
MOPSIAUTENBHBIE JIOKYMEHTBI INPEANPUATHS, MUMETh IIPEACTABICHUE O UX TUIOJOTHH, COIAEPKaA-
HUM U crienu(uKe, OCYIIECTBIATh JOKYMEHTaIbHOE 0(OpMIIEHHE PEIICHUH B YIPABICHUH XO-
351MCTBEHHOM JEATEIbHOCTH OPTaHU3aUI.

B npouecce nzy4yenus JaHHOM TeMbl (POPMHUPYIOTCH ciIeaAyolue Komnerenuuu: 1MJ/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 UJI-2 TIK-8.

AKTyaJIbHOCTB TeMbl. OCHOBHOE Ha3HAYEHHUE PACIIOPSAUTEIbHBIX TOKYMEHTOB — PETy-
JMPOBAHUE JEATEIBHOCTH, IO3BOJIIONIEE OPraHy YIpPaBICHHUsS OOECIeYMBATh peaM3alUio I0-
CTaBJICHHBIX Mepe]l HUMHU 3ajad. PacnopsauTenpHble JOKYMEHTBI COAEPKAT PELICHUS, UAYIIUE
CBEpXY BHU3. FIMEHHO 3TH JOKYMEHTHI PEaTU3YIOT YIIPABISEMOCTh OOBEKTOB 110 BEPTHKAIIH.

Teoperuyeckas 4acTb

PacniopsiauTtenbHble JOKYMEHTBI UTPAlOT OYEHb BAXKHYIO POJIb B YIPABICHUU YUpExKIe-
HUAMMU, OPEANPUATUAMU U OpraHU3allusaAMU.

PacniopsiautenbHbie TOKYMEHTHI - TOKYMEHTBI, HOCAIIME aIMUHUCTPATUBHBIN XapakTep 1
06paHIeHHBIe K HWKCCTOAIINM WM NOJYMHCHHBIM OpraHu3aluvsaM, IrpyniaM HIWn OTACIbHBIM
JIOJKHOCTHBIM JinliaM. OCHOBHOE HAa3HAUYE€HHME PACIIOPSIAUTENbHBIX IOKYMEHTOB- PETYJIUPOBAHIE
JeSITEIbHOCTH, MO3BOJISIIOIIEE OpraHy yIpaBieHHUs 00ECHeunBaTh Peau3allydio MOCTaBIEHHBIX
nepes  HUM  337ay, MOJy4aTh MaKCHUMalbHBIM S()(EeKT OoT CcBoei JesATeNbHOCTH.
Cxema MOATOTOBKH PACIIOPAANUTEIbHBIX TOKYMCHTOB!

BCECTOPOHHEE U3YyUEHHE BOIIPOCA, MOArOTOBKA MPOEKTA JOKYMEHTA;

COTJIACOBAaHUE TEKCTA U €ro MONUCaHHE;

oOCyXXJIeHHe M TPUHATHE JOKYMEHTa Ha 3ace[aHMsIX KOJUIETHAIbHOTO oprana (mocra-
HOBJICHUE, PEIIIEHNE)

Tekct pacnopsAUTENbHOTO JOKYMEHTa COCTOMT U3 B3aMMO3aBUCHUMBIX [IBYX Ya-
CTEH: KOHCTATUPYIOMIEH U PacopsAuTEIbHOM.
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KoHcTatupyromas yacTs sIBISETCS BBEJEHUEM B CYILIECTBO pacCMaTpUBAaEMOI0 BOIIPOCA,
npu3BaHa OOBACHUTH, YEM BbI3BaHbl pacnopsbkeHus. KoHcraTupyromas yacte HeoOs3aTesbHa,
OHa MOXET M OTCYTCTBOBaTh, €CIIM HET HEOOXOIUMOCTH JIaBaTh  HOSCHEHHS.
OCHOBHYIO Harpy3Ky HECET paclopsiAUTEIbHAs YacCTh.

PacniopsinuTenpHast 4acTh M3J1araeTcsi B MOBEIUTENBbHOM Gopme. B 3aBucumocTH ot BHIa
nokymeHTa oHa HaunHaeTcs cioBamu: [IOCTAHOBUII (mocranosnenust), PEIHAET (PEILLIAJI)
— pewenusi, [IPUKA3BIBAIO - npukassl.

I'OCT yxka3bIBaeT: «B pacnopsiAUTEIbHBIX JOKYMEHTAX OpraHu3alui, J1eMCTBYIOIMX Ha
INPUHIMUIIAX €IMHOHAYAIMs, a TaKXKe JOKYMEHTax, aJpeCOBAHHBIX PYKOBOACTBY OPraHM3allUH,
U3JI0KEHNE TEeKCTa JIOJDKHO MATH OT MEPBOro JIMLA €IUHCTBEHHOrO YKcia (MPHKa3bIBato, Ipe-
Jararo, mpomty...)»

Bunel pacnopsAuTENbHBIX TOKYMEHTOB:

ITocTanoBiEHHUE - HTO IPABOBOM aKT, IPUHUMAEMBIN BBICIIUM U HEKOTOPBIMH LIEHTPAJIb-
HBIMU OpraHaMH KOJUIETMAJIbHOI'O YIIPABJIEHUS B LENAX pa3pelieHust Hanbosee BaXKHbIX U NIPUH-
LIUIHAIBHBIX 33Ja4, CTOALIMX Iepel] JaHHBIMU OpraHaMH, U YCTAHOBJIEHUS CTaOWJIbHBIX HOPM
IIPaBWJI IOBEICHUS.

[TocTaHOBIEHUS TPUHUMAIOTCSA BBICIIMMH OpPraHaMH OCYJapCTBEHHOM BJIACTH IO Opra-
HU3ALUOHHBIM, XO3HCTBEHHBIM, IIOJUTUYECKUM U JPYTUM BOIPOCAM, CBSI3aHHBIM C OCYILECTB-
JIEHUEM UX IOJIHOMOYHH.

@opMyJsp MOCTAHOBIEHUS UMEET CIIEIYIOIINE PEKBU3UTHI:

rep6 P® unu cyobekra;

HauMEHOBAaHME OpraHU3aluy, U3/1aBIINN JOKYMEHT;

HaVMEHOBAHME BUJA JIOKYMEHTA;

MECTO COCTaBJICHUS;

JlaTa JJOKYMEHTa, PETUCTPALlMOHHBIN HOMED;

3aroJIOBOK K TEKCTY;

TEKCT;

MIOJIINCH;

BH3bI COIVIACOBAHMS.

ITpoeKThl MOCTaHOBIIEHUH 0053aTENIbHO BU3UPYIOTCS IOPUCKOHCYNIbTOM. [loanuceiBaeTcst
ITIOCTaHOBJICHHE PYKOBOJMTEIIEM OPraHa, U3/1aBIIErO JaHHbINA JOKYMEHT.

ITpuka3 (0 OCHOBHOH JEATENbHOCTH) - MPABOBOM AaKT, M3JaBaeMbIi PYKOBOAMUTEIEM
HNPEANPUATHS, JUISl pa3pelIeHUs] OCHOBHBIX M ONEPATHUBHBIX 3a7a4 CTOSIIMX IEpe IpearnpusTH-
eM.

[Tpukazamu odopMIIAIOTCS:

MOPAJIOK AEATEIbHOCTU NPEAIPUSTHS,

pelIeHns U TOpYYEHHS TI0 OpraHU3aIy paboThl;

OpraHMU3alMOHHBIE MEPOTIPUATHS;

UTOTHU pabOThI;

pE3yJIbTaThl PEBU3UN.

[Ipukaspl uU3ma0TCS TOJABKO TNMPU HEoOXonuMocTU. VI3MeHeHHUs, JONOJHEHUs, OTMEHa
IIPUKA30B IPOU3BOJUTCS TOJIBKO NpHKa3aMu. [loanuceiBaeT npukas pyKoBOJUTENb OpraHU3aluu
WJIM ero 3aMmecTurelb. [Iprka3 BcTynaer B Cuily ¢ MOMEHTA MOJIMCAHHUS, €CIIA B TEKCTE HE yKa-
3aH JPYroy CpOK BBEJEHUS €r0 B ICUCTBHE.

Pacnopsikenue - mpaBoBOW aKT, U34aBAaEMBbIN 110 ONEPATHUBHBIM BOIPOCAM Ha MPEIIPHUs-
TUSX €IMHOJINYHO 3aMECTUTEIISIMHU IIEPBOIO PYKOBOAMTENS, 3aMECTUTENISIMU IJIABHOT'O MHKEHE-
pa, a TaK)Ke pyKOBOJAUTEISIMU CTPYKTYPHBIX IOJIpa3/IEICHUMN.

Kak npaBuiio, pacnopsiKeHHE UMEET OIPAaHUYEHHBIN CPOK JEHCTBHUS M KacaeTcsl y3KOIro
KpyTa MOApa3AesIeHUN, JOJKHOCTHBIX JIMIL U TpaKaaH. TeKCT pacrnopspKeHUs UMEET Te JKe pas-
JIEJIbI, YTO U TPUKa3, TOJIBKO paclopsanTenbHas yacTb HaunHaercs ciaoBaMmu «[IPEJIJIATAIO»
i «OBA3BIBAIO». [loanuceiBaeTcsi pyKOBOAMTENIEM U COTJIACOBBIBAECTCSA C 3aMHTEPECOBAH-
HBIMH B 3TOM JOKYMEHTE JINLIAMHU.

20



VYkazaHue - pacloOpsSAUTENbHBIA JOKYMEHT, MU31aBacMblii OpraHaMH TIOCYAApCTBEHHOIO
yIpaBJIeHUs,, MUHUCTEPCTBAMH, BEIOMCTBAMH, MPEANPHUITUAMU U OPraHU3aLUSAMH 10 BOIIPOCAM
UH(POPMALIMOHHO-METOJMYECKOT0 XapaKTepa, a TaKkKe 10 BOMPOCaM, CBA3aHHBIM C OpraHH3aIly-
eil UCIIOJTHeHN s IPUKA30B, MHCTPYKLUM U APYIMX aKTOB OPraHOB yIPaBICHHUS.

[ToaroroBka pacnopsiAUTEIbHBIX TOKYMEHTOB CKJIAJAbIBAETCS U3 CIEIYIOIINX 3TAIlOB!

= cOOp IaHHBIX 10 YIIPaBJIEHYECKOMY BOIIPOCY;

* COCTaBJICHHE IIPOEKTA PaCHOPSAAUTEIBHOIO TOKYMEHTA;
*  COIJIaCOBaHME IIPOEKTa paclopsIUTEIbHOIO JOKYMEHTA;
* [OJIMCaHUE JOKYMEHTA.

CO0p naHHBIX MO YIPaBICHYECKOMY BOIPOCY HAUMHAETCS ¢ 00ecreueHusl IPaBoOBOM Oc-
HOBBI IOATOTABJIMBAEMOI0 JOKYMEHTAa — HM3YYEHHs JECHCTBYIOIIMX 3aKOHOJATEIBHBIX aKTOB,
IIPAaBUTEJIbCTBEHHBIX [TOCTAHOBJIEHUH, TaK KaK MOATOTABIMBAEMbIM JTOKYMEHT, Ul TOTO YTOObI
o0agaTh HEOOXOAUMOW IOPUINYECKON CHIION, HE JOJDKEH MPOTHBOPEYUTH YCTAHOBICHHBIM 3a-
KOHOM HOpMaM. 3aTeM UCIOJHUTEIb ONpPeAEsieT KpyTr BOIPOCOB, KOTOPbIE IPEICTOUT OTPA3UTh
B PACHOPSAUTEIBHOM JIOKYMEHTE, U3ydaeT WH(OPMAIHIO, BHYTPEHHHUE PACTIOPSAUTEIBHBIE 10-
KyMEHTBI opranu3anuu. B 3To Bpems omnpenensercss He0OXOAMMOCTb OTMEHbI paHee JEeHCTBYIO-
HIUX PACTIOPSIIUTENBHBIX JOKYMEHTOB MJIM UX OT/EIbHBIX ITYHKTOB.

CocraBieHne NpoeKTa paclopsIUTeIbHOIO JOKYMEHTA BBITOJIHACTCS UCIOIHUTEIEM Ha
OCHOBE IIEPBOI'0 ATAla MOATOTOBKH.

CornacoBaHue NpoeKkTa JOKYMEHTa UCIIOJIHUTENb POBOAMT, MIPEXkKAE BCETO, C TEM PYKO-
BOJIUTEINIEM, KOTOPBIN JIaBai 3a/aHie Ha pa3pabOTKy pacHopsAMTENIHOTO JOKyMeHTa. Ha stom
JTane JOKYMEHT MOXET HEOJHOKPAaTHO PelaKTUPOBAThCS U JOIOIHATHCS MO YKa3aHUIO PYKOBO-
JUTEIIS.

ITocne Toro kak MCIOJHUTENb MOMyYaeT OA00pEeHUE PYKOBOAUTENS HA MPEICTABICHHBIHI
TEKCT, OH 00s13aH OTIeYaTaTh €ro Ha COOTBETCTBYIOIIEM OJaHKe C COOIIOIEHUEM MPABHII PACIO-
JIOXKEHUs U 0(hOpMIIEHHUS BCEX HEOOXOUMBIX JUIsl JaHHOTO BHJIA JJOKYMEHTA PEKBU3UTOB U MPO-
BECTH COIJIACOBaHUE (BU3MPOBAHUE) IMPOEKTA JOKYMEHTa C 3aMHTEPECOBAaHHBIMU JJOJKHOCTHBI-
MU JIMLAMH (WM opranu3anusMu). KoamdecTBo cornacyromux MHCTaHIMN ONpeiessieT pyKoBo-
nuTenb. B mr060# yripaBieHuecKkol CTpyKType, Kak IPaBUIIo, CKJIaJbIBAETCS TUIIOBAsI PoLIeypa
BHYTPEHHETO COTJIaCOBAHMS, T.€. M3BECTEH COCTaB JIOJDKHOCTHBIX JIML, BU3UPYIOUIMX MPOEKT
pacnopsAUTENBHOTO TOKYMEHTa U MOCJIe10BaTeNbHOCTh BU3NpOBaHUs. BHelHee cornacoBaHue
orpenensercs TpeOOBaHUSAMH 3aKOHOB, HOPMATHUBHBIX MIPABOBBIX aKTOB, HOPMaMH M MpaBUIIaMU
BBIMYCKA T€X WJIM UHBIX JOKYMEHTOB, YCTAHOBJIEHHBIMU IOJOKEHUSIMU (yCTaBaMM) Te€X ydpe-
KIACHUM U OPraHU3alMi, C KOTOPBIMU IPOBOJUTCS COIVIACOBAHUE.

CornacoBaHu€ BBIIOJHSET TOT UCHOJIHUTENb (CTPYKTYpPHOE MOJApa3JesieHne), KOTOPbII
TFOTOBWJI IPOEKT JOKyMeHTa. Eciin B mporecce corinacoBaHus BBIACHAIOTCS CYIIECTBEHHBIE 3a-
MEYaHUs K COJIEP’KaHUIO0 JOKYMEHTa, OH COCTaBJISIETCS 3aHOBO M BTOpPAas PENaKLUs MOJJIEKUT
[IOBTOPHOMY IIOJITHOMY COIJIACOBAHMIO.

[lonnucanue nokymenta. [lepen nepegaueil JOKyMEeHTa Ha MOANKMCAHUE PYKOBOIUTEIIO
JIOKYMEHT JIOJDKEH OBITh TIIATENBFHO MPOBEPEH — 0c000e BHUMaHME oOpalaercs Ha IUPPOBYIO
uH(popMmanrio, GaMuINY, UMEHA, OTYECTBA, HA3BaHUS CTPYKTYPHBIX MOJApa3JeIeHU, opranmusa-
LIM}, HAUMEHOBAaHUs, HOMEpPA U JaThl YIIOMUHAEMBbIX NPAaBOBBIX aKTOB WJIM MHBIX JIOKYMEHTOB.
[Tocne moanucanus BHECEHHE KaKUX-THMOO MCIPABIEHUN B JOKYMEHT HEAOMYCTUMO U JIEJIOIPO-
U3BOJICTBEHHAsI CITy>k0a MPOBOJMUT PETHUCTPALMIO JOKYMEHTA, C ’TOr0 MOMEHTA JJOKYMEHT MpH-
obperaeT cTaTyc o(UIMAIBHO U3TaHHOTO.

Bonpocsl 1151 00cyKka1eHus

1. KakoBa posib pacnopsIUTENbHBIX JOKYMEHTOB B YIPaBIEHYECKOW JAESITEIbHOCTU
IpeIIpUITHS?

2. TlepeunciuTe W OXapaKkTEepU3YHTE BUIBI PACTIOPSIUTEIHLHBIX TOKYMEHTOB, CO3IaBa€MBIX
IpY €AMHOJIMYHOM U KOJUIETHAJIbHOM CIIOCO0aX MPUHATHS PELICHHUS.

3. KakoBsl 3TaIbl OArOTOBKH PACIOPSAAUTENBHBIX TOKYMEHTOB?
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4. KakoBbl IpaBmiia COCTaBJICHHS U OQOPMIICHHS TPHKA3a, IPOTOKOJIA.
3amanmue:
1. Pa3paboraTh makeT pacrnopsaUTEIbHBIX JOKYMEHTOB IS MPEANPHUATHS MAJIOTO OM3HECA.

Jlureparypa:

IlepeyeHb OCHOBHOM JTUTEPATYPHI:

1. Ky3nenoa 1.B. JlokymMeHTUpOBaHHE YIIPaBICHUYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe nmocodbue s 6akanaBpoB / U.B. Ky3nenosa, I'.A. XauaTpsiH. — DJIEKTpOH.
TeKCTOBBIC NaHHbIe. — Mocksa: [lamkoB u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum mocryma: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTENBHON JTUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPaBICHUYECKON NEATEILHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.FO.— DnekTpoH. TekcToBbie qaHHbIe.— OMCK: OMCKHiA
rOCyIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pgocryma:
http://www.iprbookshop.ru.

IIpakTuyeckoe 3ansaTue Ne 11, 12

Tema 8 HudopmanuoHHO-cIPaBOYHbIE JOKYMEHTHI

Lesn: paciiupuTh U 3aKPEUTh 3HAHUS 110 CO3AHUIO0 U 0(OPMIICHHIO HHPOPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB IPEIIPUITHS.

3HaHMA W yMeHMs, NpUoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NPaKTHYECKOro 3aHATHS, (popMuUpyeMble KOMIIETEHIMH WJIM UX YACTH: B IIPOLIECCE U3y4e-
HUS TUCUUIUIMHBI CTYJEHTHI JOJKHBI HAyYUThCs pa3pabarbiBaTh M co3daBaTb HH(GOPMAILMOH-
HO-CIPAaBOYHBIE IOKYMEHTBl MPEeNNpUATHs, pa30UpaTbcs B UX TUIIOJOTUH, COJACPKAHUU U CIIe-
nupuke opopMIEHHUS.

B npouecce nzyyenus JaHHOM TeMbl (POPMUPYIOTCH CiaeAyloMe Komnerenuuu: 1/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 U/I-2 TIK-8.

AKTyanbHOCTBH TeMbl. THQOpMaIMOHHO-CIIPaBOUHBIE JTOKYMEHTHI BBIIOJHSIOT CIYXeO0-

HYIO pOJIb [0 OTHOILIEHUIO OPTraHU3alMOHHBIM U pacnopsauTenbHbIM. OHU HE coepaT Mopy-
YEHUH, HE 00S3bIBAIOT JIEHCTBOBATh CTPOTO MPEANHCAHHBIM 00pa3oM, a COOOILIAIOT CBEIECHMS,
no0yX/arole IPUHUMATh OINpeesIeHHbIE PEeIIeHHs], UCIIONB3YIOTCS A peanu3auu uHpop-
MallMOHHBIX CBSI3€M MEXKIY PaBHBIMH, HE COCTOSIIIIMMH B OTHOLICHUSIX COITOJAYMHEHMS OpraHu3a-
LUSMHU U JTOJDKHOCTHBIMM JIMIIAMH. DTH JOKYMEHTBI UIYT, KaK IIPaBUJIO, CHU3Y BBEPX IO CHCTE-
Me ynpaieHus. Ocoboe MecTo B CHUCTeME JaHHOM JOKYMEHTAllud 3aHUMAaeT MNepenucka —
0000111eHHOE Ha3BaHHE Pa3IMYHbIX MO COAECPKAHUIO IOKYMEHTOB, CIIY)KaILlUX JUIsl OEPATUBHOTO
UH(POPMALIMOHHOTO 0OMeHa Mexay opranuzanusmu. [lepenucka 3anumaer 10 80 % Bceil BXo-
JIAIIEH U UCXOSIIECH JOKYMEHTAIINH.

Teoperuyeckas 4acTb

BoJIbIIMHCTBO TOKYMEHTOB, U3/]aBa€MbIX B OpraHMU3aLlUsAX, SABISIOTCS MH()OPMAIMOHHO-
CIIpaBOYHBIMH.

WHpopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI - 3T0 COBOKYITHOCTh JOKYMEHTOB, COJepiKa-
mMx HHGOPMALKI0 O (PAKTHUECKOM MOJIOKEHUU JEJl, CIYyXallUX OCHOBAHUEM Uil TPUHATHS
peLICHU.

Bunel nnopmanioHHO-CITPaBOYHBIX TOKYMEHTOB:
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AKT - HH()OPMAIIMOHHO-CIIPABOYHBIN JOKYMEHT, COCTABIISIOUIMICA TPYNION JHIl JUIA
MOJTBEPXK/ICHUSI YCTAHOBJICHHBIX (DaKTOB, COOBITHI. AKT MOXKET COJiepaTh BBIBOJIbI, yKa3aHus,
IIPEJIOKEHUS €r0 COCTABUTENICH.

AKT yTBEpKIaeTCsl paclOPSIANTENIbHBIM JOKYMEHTOM WM PYKOBOJUTENEM, IO YKa3aHUIO
KOTOpPOI'O COCTaBJIEH JOKYMEHT.

TexkcT aKTa COCTOUT u3 JIBYX JacTeH: BBOJTHOM, KOHCTaTUPYIOLIECH.
Bo BBO/IHOM YacTH TEKCTa aKTa yKa3bIBA€TCS OCHOBAHUE JIJISl COCTABJICHUS aKTa, EPEUUCIISIIOTCS
JMLA, COCTABUBUINE aKT U MPUCYTCTBYIOIINE [IPU ITOM.

B xoHCTaTHpyIOMIEH YacTH CONEPIKUTCS ONMUCAHUE TIPOACIAaHHOW padOThl; PUKCUPYIOTCS
(bakThl, U31aralOTCs BBIBOJBI, NPEUIOKEHHUS] COCTABUTENEH aKkTa. AKT MOJIUCHIBACTCS BCEMHU
JTULAMHU, TPUHUMABIIMMHU Y4aCTHE B €70 COCTABJICHHUH.

[IpoTokoin - MOKyMEHT, PUKCUPYIOLIHI X0A 00CYXIE€HUS BOIPOCOB U MPHUHITHS pelie-
HUH Ha cOOpaHUsIX, 3aCEaHMIX, COBEIAHUSX.

Texkcr  mpoTokonma  COCTOMT M3 JBYX  4acTeil: BBOOUHO WM OCHOBHOM.
BBomHas d9acth TEKCTa NPOTOKOJA HWMEET TIOCTOSIHHYI0O H TIEpEeMEHHYI WH(GOpPMAIIHIO.
[Tocrosinnas - crnoBa: «IIpencenarensy, «Cekperapby, «[IpucyrcTBoBanmm» (MULIYTCS OT JIEBOTO
TIOJIST).

[lepemenHas - uHUIMATBI U HAMUIMK TpEACcenaTeNs, ceKpeTaps, npucyTcTBytomux. [lumercs
OT BTOPOTI'O IOJIOKEHUS Ta0yJIATOpA.

OcHoBHas 4dacTh npotokosa crpoutcs no cxeme: CIIYIHAJIN - BBICTYIIMIIN - T10O-
CTAHOBWJIN (PEILMJIN) no xaxaoMy BOIIPOCY OTAEIbHO, OT JIEBOrO IOJIsl 0€3 3HAaKOB Ipe-
MUHAHUA.

[Tepen cnoBom CIIYIIIAJIN craButcs nmudpa Bompoca MOBECTKU JIHS, €CITH BOIPOCOB HECKOJIb-
k0. C KpacHOW CTPOKH MUIITYT UHUIUAIBI U (PaMHUIIMIO TOKIAIIMKa B UMEHUTEILHOM MajIexKe,
3aTeM I1e4aTaloT CoAep KaHNe JOKIIaa, COOOIICHHUS.

[Tocne BBICTYIIMJIN ¢ kpacHO¥ CTPOKH MUITYT HHULIHUAIBI U (DaMUTIHH BBICTYHAIOIINX
B MMEHUTEIBHOM MaJeXe, 3aTeM I[Ie4aTaloT CoJep)KaHue JOKJIaga, COOOILEHUS.
3aBepiuaronias 4acTb TEKCTa MPOTOKOJIa — MOCTAaHOBJIIEHHE MO Bompocy. HaunmHaercs ciioBom
I[TOCTAHOBMWJIN. Ona cTpouTcst 10 cXeMe: NEeUCTBHE - UCTIOIHUTENb - CpoK. [IpoTokon moj-
MUCHIBAIOT MpeJAcenarenb U cekperapb. J(aroil mpoTokoia sBIsIeTCS JaTa MPOBEIEHUs 3acena-
HUSL.

JloknanHas 3amucKa - JOKYMEHT, aApEeCOBAHHBI PYKOBOAMUTENIO CBOEH WMIIM BBILIECTOS-
Iel opraHu3aluy 1 CoIep Kallluil N3JI0KEHHE KaKoro-JInbo Bompoca uin ¢gakra.

[lo comepxaHuio MAOKIAAHBIE 3aMUCKU OBIBAIOT: HMH(POPMAIIMOHHBIE, OTYETHBHIE.
B 3aBucumocTu OT ajpecara: BHyTpEeHHUE, BHEIITHUE.

BuyTpeHnHue noknaaHble 3anucku ohopmMisitorcs Ha Onanke popmara A4, moAMUCHIBaeT
WX aBTOP-COCTABUTEIb.

Buemrnue noknaanbie 3amucku ohopMIISIOTCS Ha obmieM Onanke ¢popmaTta A4, MOANUCHI-
BAIOTCSl PYKOBOJUTEIEM OpTaHU3aINH.

TekcT qoKIaAHON 3aUCKU JEIUTCS Ha JIBE YaCTH:

n3JI0kKeHue (HaKTOB, MOCTYKUBITUX IPUUNHON €€ COCTABIICHUS.

BrIBOIBI, TpeIOKEHUST OpTraHU3aIluU WK JTIOJKHOCTHOTO JIMIIA.

OObsicHUTEBHAS 3aIHCKa - TOKYMEHT, MOSCHSIONIUN COJEPIKaHUe OTACIbHBIX IMOJIOMXKE-
HUI OCHOBHOTO JIOKyMEHTa (TIJIaHa, OTYeTa) WK OOBSCHSIONINN MIPUYNHBI HAPYIIIEHUS TPYAOBOM
JUCITATIITUHBI.

OOBbsCHUTETHHBIC 3aMCKH, SBISIONIUECS MPHIOKEHUEM K OCHOBHOMY JOKYMEHTY, IO-
SCHAIOINE €ro, 0(OpMIISIOTCS Ha 00IMX Onankax. [loanuckBaeT UX pyKOBOIUTENb.

OOBsICHUTETBHBIC 3aMUCKH, OOBSICHSIIOIINE MPUIUHBI HEBBITIOTHEHUS KaKOr0-1H00 Mopy-
YEHUsI, COCTABIISIOTCS paOOTHMUKAMU Ha CTaHIApPTHOM JHcTe Oymaru. [loanuceiBaeTcs aBTOpOM-
COCTaBUTEJIEM.

CnpaBka - JOKYMEHT, TOATBEPKIAOIMMK  Kakue-muoo ¢GakThl WIA  COOBITHS.
B cmpaBke He AaroTcs BBIBOJIBI U MpeIokeHUs. B cripaBke QPUKCUPYIOT CBEEHUS ONpeaeeH-
HOT'O IIEPHO]1a BPEMEHU.
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CripaBKH COCTaBISIOTCS ISl YAOCTOBEPEHUS I0PUINYECKUX (PAKTOB: OATBEPIKICHHE Me-
cTa paboThl, yueObl, 3aHUMAEMOM JJOJPKHOCTH.

Ecnu HEeoO6x0auMO B CIIpaBKy BKIIIOYUTH CBEACHHUS MO HECKOJIBKUM BOIIPOCAM, TEKCT €€
JIeUTCs Ha pa3zensl. Pa3ziens! T0MKHBI HMETh 3aroj0BOK M HyMEpaluio apabCckuMu nudpamu.
TekcT cnpaBku, UMEIOIIUI HU(POBBIE TOKA3aTEIHN, MOXKET OBITH O()OPMIICH B BU/I€ TAOJIHIIBI.

CrpaBKM 1O IPOU3BOJCTBEHHON TEMATHKE COCTABIIAIOTCA B ABYX HK3EMIUIApax, OJUH U3
KOTOPBIX HANpaBIIIETCS aapecaTy, a BTOPOW MOIIIUBAETCS B JIEII0.

TekcT cipaBku JTMYHOTO XapakTepa HAYMHAETCS ¢ yKa3aHUs (paMWInU, UMEHH, OTUYECTBA
(B MMEHHUTEIHHOM MaJIeKe), PAOOTHUKA M UHOTO JIMIIA O KOTOPOM COOOIIAIOT CBEICHHMS.

Jloknaz - mociieoBaTeNIbHOE U3JI0’KEHHE Ha cOOpaHuu, 3acelaHuM... UH(pOpMaIUHY, Ka-
caroIeicst IpoIeIaHHOW MITH TUIAHUPYEMOM pabOThl pyKOBOIUTENIEM OPraHU3aLUN WIN JPYTUM
JOJDKHOCTHBIM JIULIOM.
UToObl COCTaBUTH XOPOIIMK JOKIAA, HAJ0 ONPENeTuTh 1elb JOKYMEHTa M MpaBuiia oopmIie-
HUSL.

Llenu noxnana: nHGOPMUPOBAHHE U YOCKICHHUE.

DreMeHTHI 10KIa1a:

1. BcrymieHue

2. OCHOBHAs 4aCTh
3. BBIBOJBI

4. ykazaHuf.

Tekct moknama JOKEH COCTOSITh U3 KOPOTKUX MPEIUIOKEHHUH. B mpemiokeHnn T0mKHO
ObITh He Oosee 20 cioB.

Tenerpamma - opunmaIbHOE coo0IeHue, nepeaHHoe 1o tenerpady.
Tekct TenerpaMmbl JOJDKEH ObITh KpaTkuM. COO3BI, MPEAJIOTH, 3HAKUA TPEHUHAHHUS B TEKCTE
OITyCKAaIOTCH.

B nepBoii yacTu TenerpaMmsbl yKa3bIBatOTCS:
OTMmeTKa 0 KaTeropuu TeJerpaMmbl;
Anpecar;
TexkcT;
®amuins JOHKHOCTHOTO JIMIA, OANNCABLIETO TEIETpaMMy;
Bo BTOpOI#1 yacTu TenerpaMMel - IOJ 4Y€PTOM - YKa3bIBAIOTCA:
AJpec 1 HaMMEHOBAaHNE OPTaHU3ALUH - OTIIPABUTEIIS TENETPAMMBI;
HanMmenoBanme TODKHOCTH,
[Tonnuce nuua, OT UMEHU KOTOPOIO TEJIErPaMMa UCXOINT;
. Ileuats;
10. Jlara

Tenedponorpamma - opuiuansHOe cooOIIEHUE, TIEpelaHHOe 10 TesieoHy. DTOT BUJl UH-
(bopMaLOHHO-CITPABOYHOT'0 JOKYMEHTA UCIOJIB3YETCs Ul Mepeiadl CPOUHBIX PacTopsKEHUH,
M3BEILIEHUH B Mpejienax TeJepOHHOM CBS3H.

ITpu nepenaun tenedoHOrpaMMBbl MOJIAraeTcs NPUAEP)KUBATHCS CIENYIOIUX YCTaHOBOK:

1. mepemaBaTh TOJBKO KPATKYIO, CPOUHYIO HH(GOPMAITHIO;

2. TIpOBEpATH NPaBUILHOCTH 3aMCU OOPAaTHOM CBSI3BIO;

3. TekcT - He Oozee 50 cioB;

4. He UCHOJB30BATh TPYIHO BHITOBAPUBAEMbIE U TPYIHBIE CIIOBA.

DneKTpOoHHAas MoyYTa Kak CpPeACTBO MpHeMa-Tlepeaadyn COOOIMIEHUH MEXIy KOMIIbIOTe-
paMy MyTeM UCIOJIb30BAaHUS 3JEKTPOHHBIX ceTeil — 3TO 3(h(hEeKTUBHBI MHCTPYMEHT BHYTPEH-
HEl W BHEIIHEH yNpPaBJIEHYECKOW KOMMYHUKAIMU opraHu3anuy. [IpeumyiecTsa TEXHOIOTHH
AJIEKTPOHHOM MOYTHI BBI3BAIN €€ OBICTPOE PaclpoCTpaHEHHE BO BCEM MHpE.

Bo3MoxHOCTE OBICTPO MOJIy4aTh U MepeAaBaTb HHPOPMAIUIO, a TAaKKE BO3MOKHOCTD
00IIaThCS C KIMEHTaMHU U KOJJIETaMH U3 JIF000H TOYKM 3€MHOTO IIapa CYMTAIOTCS JBYMs OC-
HOBHBIMHU MPEUMYIIECTBAMU 3JIEKTPOHHOM MouThl. B To e Bpems 19 % amepuxaHIeB cuuTa-
IOT, YTO OHU TPATST CIUIIKOM MHOTO BPeMEHH Ha YTE€HHE COOOLIEHUN U MOATOTOBKY OTBETOB.

CoNR~ LN E
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Korna B mouToBOM sluKe Mycopa OoJbIle, YeM MOIe3HOM WH(OpPMAIIUY, BEIUK PUCK
NOTEPATh HY)XKHOE COOOIICHHE: JTMOO MO OMMOKEe YHUYTOXUB €ro, JIMOO BCIEICTBHE HEKOP-
PEKTHOM pabOTHI CUCTEMBI (PHIIBTPALIH TOYTHI.

YacTb cooOIIeHu 3JICKTPOHHOM MOYTHI, OTIPABISIEMBIX U IMTOJIY4aeMbIX COTPYTHHUKAMH
OpraHu3aIiK, COJEPKUT YIPABICHYECKYI0 HH(POPMALIMIO, @ 3HAUUT, SIBISAETCS JOKYMEHTAIU-
eil, KOTOpO#l cieayeT ynpaBisaTh B paMKax OOIIETO yIpaBieHHs JOKYMEHTAIlMell opraHu3a-
IUH.

3apyOeKHBIN OMBIT TOKA3bIBACT, YTO YIPABIATH JOKYMEHTAMH 3JICKTPOHHOH IOYTHI
HEOOXOJIMMO JIJII TOTO, YTOOBI:

1) yMEHBIIMTH PacxXoJibl M, B YACTHOCTH, YMEHBIIHUTh 3aTPaThl pabO4Yero BPEMEHH Ha
MOUCK HEOOXOAUMOTO COOOIICHHS B apXHBE KOPIOPATUBHON SJIEKTPOHHOM MMOYTHI;

2) yBenu4uuTh 3G (HEKTUBHOCTH / TPOU3BOAUTEIBHOCTD ACATEIHHOCTH,

3) YMEHBIIUTh PUCK HAPYIICHUS BCE BO3PACTAIONINX HOPMATHUBHBIX TPEOOBAHHA K pa-
00Te ¢ JOKyMEHTAIMEH U MPUBJICYCHUS K IOPUIUIECKON OTBETCTBEHHOCTH.

B HEKOTOPBIX COBPEMEHHBIX OpraHH3alMAX DJIEKTPOHHAs IMOYTa SBIIETCS HamOolee
npuMeHsieMoil GpopMoil BHYTpEHHEH M BHEIIHEH KOMMYHHUKAIIUU, BBHITCCHUBIICH OyMaXKHYIO
nepenucKky. B Takux opraHW3anusx KOPHOPATHBHBIM CUCTEMaM IPUXOJHUTCS OIEPUPOBATH
OTPOMHBI MU 00BEMaMHU KaK O(HIIMATBHOM, TaK M YaCTHOHN AJIEKTPOHHOMU MEPEnucKu. B cBs3u
C TeM, YTO OPTaHM3ALMOHHBIA KOHTPOJb TAaKOTO OOJIBIIOrO KOJIMYECTBA COOOLICHUN 3aTpy/I-
HECH, OTBETCTBCHHOCTH 3a YIPABJICHUE JOKYMEHTaMHU J3JCKTPOHHOW MOYTHI BO3JIaracTcs Ha
KaXJI0OTO WHMBHIyaTbHOTO ITOJIb30BATENsl,  HE TOJBKO Ha CHEIIMATM3HPOBAHHBIC CITYKOBI.

Bonpocs! 1u1s1 06cyxneHust

KakoBbl Ha3HAYCHHE U BUBI HHPOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB?
[lepeuncnure GyHKINU U BUABI AETOBBIX MHCEM.

[IpaBuna cocraBieHus TekcTa 1 0OPMIICHUS PEKBU3UTOB JIEJIOBOTO MHChMA.
CocTaBUTh OCHOBHBIE HH(POPMAITMOHHO-CIIPABOYHBIE IOKYMEHTHI.

KaxkoBbl mpaBmiia coctaBieHus U 0hOpPMIICHUS SJIEKTPOHHBIX TTUCEM?
KaxoBsl paBuiia coctaBiaeHus 1 ohopMieHHs] BeO-T0KyMEHTOB?
Jloxnannbie, CIyKeOHbIe U OOBSICHUTEIHHBIC 3AHCKU.

KaxoBsl paBuiia coctaBiaeHus 1 0hOpMIICHHS aKTOB?

Nk~ wWNE

3aganue:

1. Pa3paborate makeT HHQPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB IS MPEANPUATHS Ma-
JIOTO OM3Heca.

Jlureparypa:

IlepeueHb OCHOBHOI1 JTUTEPATYPHI:

1. Ky3nernora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebHnoe nocobue mis 6akamnaBpoB / U.B. Ky3nemnosa, . A. XauaTpsH. — DIeKTpoH.
TeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nmocrymna: http://www.iprbookshop.ru.

IlepeyeHb 1ONOTHUTEIBHOM JIUTEPATYPDI:
1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPABIECHYECKON NEATEILHOCTH [DIEKTPOHHBIMN
pecypc]: yae6Hoe mocobue/ Kaypman H.FKO.— Dnektpon. TekcToBbie qanHble.— OMCK: OMCKUN
rOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  nocryma:
http://www.iprbookshop.ru.
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IIpakTnyeckoe 3ansaTue Ne 13

Tema 9 Opranusamnusi padoThl ¢ JOKYyMeHTAMH

Henn: paclmpuTh U 3aKpenuTh 3HAHMS 110 OpraHU3alUUU padOThI C JTOKYMEHTaMU Ha
IPEIIPUATHH.

3HaHMsA W yMeHMs, NpUHoOpeTaeMble CTYIEHTOM B pe3y/bTaTe OCBOCHHS TeMbI
NPaKTHYECKOr0 3aHATHS, (popMuUpyeMble KOMIIETEHIMH WJIM HX YACTH: B IIpOLIECCE U3yde-
HUS JUCIUIUIMHBI CTYACHTHI JIOJDKHBI HAYYUTHCS MPABUIBLHO OPraHU30BaTh MPOLECC pabOTHI €
JIOKyMEHTaMU Ha NPEANPUATHH.

B npouecce n3yyenus JaHHOM TeMbl (POPMHUPYIOTCH cIeAyolue KomnereHuuu: 1M/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 U/I-2 TIK-8.

AKTyanbHOCTH TeMbl. Opranuzanusi paboThl ¢ JOKYMEHTaMU — Ba)KHEHINAsh cOCTaBHAs
4acTh JEJONPOU3BOACTBA B IIENOYKE «CO3AAHUE/TIOCTYIUIEHHE JOKyMEHTa — HCIIOJHE-
HUE/OTIpPABJICHUE JOKYMEHTa — XpaHEHHE JOKYMEHTa». DTOT 3Tal paboThl ¢ JOKYMEHTaMH BO
MHOTOM Tpezomnpenenser 3pQeKTHBHOCT IEATEIBHOCTH ammapara, oOecreunBas panuoHalb-
HBI JTOKYMEHTOOOOPOT, CO3/laHhe HH()OPMALMOHHO-TIOMCKOBBIX CHUCTEM IO JOKYMEHTAIUH,
KOHTPOJIb HCIIOJIHEHUS JOKYMEHTOB M IIOATOTOBKY JOKYMEHTOB K II€peJadye B apXWUB.
Opranuzanus padoThl ¢ JOKYMEHTaMU — OpraHu3alus JOKyMEHTO000pOTa, XpaHEHUS U UCIIOJIb-
30BaHUs JOKYMEHTOB B TEKYLIEH NEATEIBHOCTH.

TeopeTuyeckas 4acTb

[Tox TOKyMEHTOOOOPOTOM TIOHUMAETCSl JIBM)KEHUE JOKYMEHTOB Ha TPEANPUATHH, B
YUPEXKJIEHUU C MOMEHTA UX MOJTYYSHHsI HIIM CO3AaHUS 10 3aBEPILCHUS UCTIOTHEHUS WIH OTIpaB-
KH.

OCHOBHBIMU MPUHIMIIAMHU OPTaHU3ALNU JOKYMEHTOO00POTA SBISIOTCS CIETYOIINE:

* MIPOXOKJICHUE JOKYMEHTOB JIOJDKHO OBITH OTIEpPAaTUBHBIM. UTOOBI COKPATUTh BPEMsI HX
npeObIBaHus B cdepe JeIONPON3BOJICTBA, CAEAYET PAa3IUYHbIE ONEpaluu 1mo oopadoTke JOKY-
MEHTOB BBIMOJHATH MapajiebHO (HampuMep, KOMUPOBaHWE M pa3jiaya KOMUN JTIOKYMEHTa JIH-
11aM, B UCTIOJITHEHUH KOTOPOT'O OHU YYaCTBYIOT OJTHOBPEMEHHO, U T. 11.);

© KaXkJI0€ TepeMelIeHne JOKYMEHTa JOHKHO OBITh OMpaBIaHHBIM, HEOOXOIUMO HMCKITIO-
YUTh WU OTPAHUYUTH BO3BPATHBIC IEPEMEIICHUS JOKYMEHTOB;

* TIOPAJIOK MPOXOXKAEHUS U MPOLECChl 00paOOTKM OCHOBHBIX BUIOB JOKYMEHTOB JIOJIKHbI
OBITH €IMHOOOPA3HBIMH.

OcHoBHas 3a7jauya OpraHU3alU JOKYMEHTO000pOoTa - MPSIMOTOYHOCTh B JBMKEHUU JO-
KYMEHTOB, OJIHOKPaTHOCTh u eauHooOpaszue ux 00paboTKH.
[To oTHOIIEHUIO K ammapary YIpaBiIeHHUsS Pa3IHYaloT MOTOKH MOCTYMAONIUX, OTIPABISEMbIX U
BHYTPEHHUX JIOKYMEHTOB (ITPAKTUKH HA3BIBAIOT ITH JIOKYMEHTHI COOTBETCTBEHHO BXOISAIIHMH,
UCXOJSIIUMU U BHYTPEHHUMH IOKyMEHTaMH ).

OCHOBHBIMHU XapaKTEPUCTHKAMHU MTOTOKOB, KOTOPBIC YIUTHIBAIOTCS IPU OpTraHU3aIluHU J10-
KYMEHT0000POTa, SABISIOTCS:

- 00BbEM ITOTOKa, KOTOPBIA OMpPEeNsieTcss KOJTMIECTBOM JOKYMEHTOB, TIPOXOISIINAX Yepes3
KaHIETSApUIO (CeKpeTaps-pedepenTa) 3a rojl, IoIyroue Ui KBapTa;

* CTPYKTypa TIOTOKa, ompeaessieMas pa3HOBUIHOCTHIO JIOKYMEHTOB, aBTOPCTBOM H JIPY-
TUMH KJ1acCU(DUKAIIMOHHBIMU MTPU3HAKAMU;

* PEKUM TIOTOKA, KOTOPBIA OMpeAemsieTcss NePUOTUIHOCTRIO IBIKEHHUS TOKYMEHTOB de-
pe3 KaHLEeJIpuIo (cekpeTapsi-pedepeHTa).

VYyer oObemMa TOKYMEHTOOOOPOTa OCYIIECTBIBIETCS C IEIBI0 MOJYYCHHS MaHHBIX TSI
pacueTa MTaTHON YMCICHHOCTH MepCcOoHalIa IeJIONPOU3BOICTBEHHON CITyKObI, BEIOOpa TeXHUYE-
CKHX CPEIICTB TPU MEXAHHM3AIUU M KOMITBIOTEPU3AIUH JIEIOTPON3BOICTBEHHBIX MPOIIECCOB H
KOPPEKTUPOBKHU 3arpy3KH MOApPa3IeICHU U OTACIbHBIX HCIIOTHUTENEH padoToi ¢ MOKyMeHTa-
MHU.
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JUis ONTUMHU3alUU MapUIpyTOB IBM)KEHUS Pa3IMYHBIX KaTerOpuil JOKYMEHTOB (BXOs-
WX, UCXO/SIINX, BHYTPEHHUX; TPUKA30B TI0 OCHOBHOMW JIEATEILHOCTH U JMYHOMY COCTaBY, ITH-
CeM M NPEUIOKEHUH TpakIaH; 3asBOK; PeKJIaMalMii U T. [I.), pa3pabaThIBAIOTCSI MapUIPyTHBIE
cxembl. CXeMBl JIOKyMEHTOOOOpOTa BKIIOYAIOTCA B WHCTPYKIHMIO 1O JTOKYMEHTAlMOHHOMY
00ECIIEYeHHIO YIIPABIICHUS B KAUECTBE HEOTHEMIIEMOTO IIPUIIOKEHUSI.

CymiecTByeT Tpy OCHOBHBIE ()OPMBI OPraHU3aLUK PabOTHI C TOKyMEHTAMH: IIEHTPAIN30-
BaHHasl, ACLEHTPAIN30BaHHAS U CMELIaHHAS.

LlenTpanu3oBanHas GpopmMa OpraHU3alUH JOKYMEHTO000pOTa MPUMEHSETCS HA MPEANPH-
ATUSAX C HEOOJNBIINM JOKYMEHTOOOOPOTOM; IPH JCLEHTPAIN30BaHHON (opMe pabOThl C JOKY-
MEHTaMH BCE OIEPALMH BBINOJHSAIOTCS B CTPYKTYPHBIX mojapasieneHusx. Cmemannas Gpopma
paboThI ¢ JOKYMEHTAMH HCIIOJB3YETCSl Ha KPYMHBIX MPEANPHITUAX CO CIOXKHON CTPYKTYpOW U
00JIBIITUM 00BEMOM JJOKYMEHTOO0O0pOTA.

Bomnipocsl 1u1st 00Cy:KIeHust

1. XapaKkTepuCTUKU U MPUHIIUIIBI OpTraHU3aI1H IOKYMEHTOO000pOTaA.

2. JIBW)KeHHE BXOAIINX, UCXOIANIMX U BHYTPEHHUX JOKYMEHTOB.

3. Kak npoucxoauT peructpanus 10KyMeHTOB?

4. Pacckaxxute 00 0COOCHHOCTSX WH(OPMAIIMOHHO-CIIPABOYHON pabOTHI.
5. KoHTpoJ1b UCTIOTHEHUS TOKYMEHTOB.

6. ABTOMaTHU3aI1sl OCHOBHBIX JI€JIONPOU3BOICTBEHHBIX OIE€paLIHii.

3ananmue:

1. Ha npumepe KOHKPETHOIO MPEANPUATUS H3YyUYUTE CUCTEMY OpPraHU3alUU padoThI C J0-
KyMEHTaMH, OLICHUTE CUJIbHBIC U ca0ble CTOPOHBI U pa3paboTaiiTe yKa3aHHs 110 COBEPLIEHCTBO-
BaHUIO IIPOIECCAa OPraHM3aLUU PAdOThl CUCTEMBI JOKYMEHTALMOHHOIO O0ECIEUEHUs yIpaBile-
HUSL.

Jlureparypa:

IlepeyeHb 0CHOBHOI1 TUTEPATYPBI:

1. Ky3nenosa 1.B. /IokyMeHTHpOBaHHE yNPABIECHUYECKON AEATEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebHoe nmocobue st 6akanaBpoB / M.B. Ky3nenona, ['.A. XauarpsH. — DIeKTpoOH.
TeKCcTOBbIe JaHHbIe. — MockBa: [lamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 10NOTHUTEIBHOM JIUTEPATYPbI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPABIECHYECKON NEATETbHOCTH [DIEKTPOHHBIN
pecypc]: yue6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcToBbie qanHbIe.— OMCK: OMCKUN
rOCyIapCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTyeckoe 3ansaTue Ne 14

Tema 10 XpaHeHHe JOKYMEHTOB

Henn: paclivpuTh ¥ 3aKPENUTH 3HAHUS IO OPraHU3alMM CUCTEMBI APXUBHOT'O XpPaHEHUS
JTOKYMEHTOB.

3HaHMA W yMeHMs, NpuHoOpeTaeMble CTYAECHTOM B pe3yJabTaTe OCBOCHHMS TeMbI
NPAKTUYECKOr0 3aHATHS, (popMHUpyeMble KOMIETEHIIUM WJIM UX YaCTH: B IIpOLECCe U3yue-
HUS TUCIMITIMHBI CTYIEHTBI JT0JDKHBI HAYYUThCsl (POPMHUPOBATH Jefia JUIsl Iepejaun Ha apXUBHOE
XPaHEHUE U J1e1aTh OIMCH JOKYMEHTOB, XPaHSIIHUXCS B IETIE.
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B npouecce n3yyenus JaHHOM TeMbI (P)OPMUPYIOTCH ciaeAylomme komnerenuun: 1M/1-
4 OIIK-2, UJ1-7 OIIK-2, N/I-1 U/I-2 TIK-8.

AKTYaJIbHOCTh TeMbl. 3aBEpIIAIOIIMM 3TAllOM Ipolecca AEIONPOU3BOACTBA SBISAETCS
NOJrOTOBKA MCIIOJIHEHHBIX JOKYMEHTOB K XPAaHEHHUIO M HCIHOJb30BaHMIO. OCHOBHas LEJb
YIOPSAAOYECHHS] U XPAHEHUS MCIIOJIHEHHBIX JOKYMEHTOB — CO3[JaHUE YCJIIOBUM IS MX MCIOJb30-
BaHU B CIIPABOYHOM paboTe yupexaeHuil U nomnogHeHne [ ocyqapcTBEHHOTO apXuBHOTO (poHAa
PO.

TeopeTuyeckas 4acThb

B apxuBax opranusanuii JOKyMEHTBI XPaHITCS B TEUECHUE ONPEACIECHHBIX CPOKOB, IOCIE
4ero OHM JIOJDKHBI ObITh MepeaHbl Ha TOCYAapCTBEHHOE XpaHEHHE B TOCYAAPCTBEHHBIE U MyHH-
qunanbHble apxuBbl. DenepanbHbIM 3aKOHOAATEIBCTBOM OIPEIEIICHBI IIPEICIIBHBIE CPOKU Xpa-
HEHHS JIOKyMEHTOB, BKJIIFOUCHHBIX B YCTAaHOBJICHHOM IOpsAKe B cocTaB ApxuBHoro ¢onna Poc-
cuiickoi denepanuu:

1. JOKYMEHTOB II0 JUYHOMY COCTaBy, 3allMCE€Hd HOTapUAIBHBIX ACHCTBUM, NOXO3SMCTBEH-
HBIX KHUT M KaCaroIIMUXCsl MPUBATU3ALMH KWINIIHOTO (POHIA JOKYMEHTOB — 75 JIeT;
IPOEKTHOH IOKYMEHTALUU 110 KallUTaJbHOMY CTpOUTENbCTBY — 20 JI€eT;
TEXHOJIOTMYECKON U KOHCTPYKTOPCKOW JOKyMeHTauuu — 20 JieT;

[IATEHTOB Ha U300peTeHNE, NIOJIE3HYIO MOJIEIb, IPOMBIIIIEHHbIN o0paser — 20 neT:
Hay4YHOM JOKyMeHTaluu — 15 nert;

KUHO- ¥ (POTOJJOKYMEHTOB — 5 JIET;

BUZICO- U (OTOLOKYMEHTOB — 3 roja.

B ciydae nukBuaanuyM OpraHu3alyy, JOKYMEHTBI IOCTOSIHHOTO CpPOKa XPaHEHHUs U IO-
JMYHOMY COCTaBYy NEpeAaroTcs B rOCYAapCTBEHHBIH (MyHMLMIIAIBHBINA) apxuB. [ Herocynap-
CTBEHHBIX OpraHM3alui, 9YacTh JOKYMEHTOB KOTOPBIX OTHECEHa K COCTaBy ApPXUBHOTrO (oHaa
Poccuiickoii denepanyu, 11 Takol neperaud HEOOXOIUMO 3aKIIOUEHHE J0r0BOpa ¢ yupekie-
HueM cuctembl DenepanabHOil apXuBHOU ci1yk0bl Poccun. Ecnu opranusanus cBOEBpeMEHHO He
3aKJII0YMIIa JOTOBOP C apXMBOM, TO B 3TOM CJlIy4yae rocyAapCTBEHHbIN (MyHUIIMNIANbHBIN) apXUB
00s13aH MPHUHATh Ha XpaHEHUE TOJBKO JOKYMEHTHI MO JINYHOMY COCTaBy paOOTHHUKOB OpraHH3a-
uu. MecTo XpaHeHUs! OCTAJIbHBIX JOKYMEHTOB ONpENeNTcs MpejceaaTeaeM JUKBUIalnOHHON
KOMHCCHH WJIM KOHKYPCHBIM YIIPABIISIOLIUM.

[ToaroroBka NCMOJHEHHBIX JOKYMEHTOB K XPAHEHUIO U UCIIOJIb30BaHUIO BKIIIOYAET:

1. sKcnepTu3y (OLEHKY) Hay4HOH M MPaKTUYECKOH LIEHHOCTH JIOKyMEHTOB

2. odopmieHue fen

3. omMcaHMe JOKYMEHTOB IIOCTOSIHHOTO U IOJITOBPEMEHHOI'O XPaHECHHUS,

4

5

Nooo~wbd

o0ecrnieueHne X COXPaHHOCTH;
nepefavy e B apXUB YUPEKACHHUS, T.€. B BEIOMCTBEHHBIN apXUB.

(BenoMcTBEHHBIM Ha3bIBae€TCS apXWB, HAXOMASIIUICS B HEMNOCPEICTBEHHOM IOJYMHEHUU
COOTBETCTBYIOLIEH OpraHM3aliy, He BXOAAIIEH CUCTEMY rOCyJapCTBEHHON apXHWBHOM CITyKOBI,
WIM SBISIOIIMNCSA CTPYKTYPHBIM IMOJpa3JeJIeHUeM OpraHu3anuu.) BenoMcTBeHHBINH apXuB
OCYIIIECTBIISIET XPAHEHNE JOKYMEHTOB OpraHu3aluil U Mpe- NPUATHH 10 NIepelay uX Ha rocy-
JTApPCTBEHHOE XpaHEHHUE.

OKcnepTu3a LEHHOCTU JOKYMEHTOB B JIEJIONPOU3BOJCTBE IPOBOAMUTCA IIPU COCTABJICHUU
HOMEHKJIATypbl Jel, uX QopmMupoBaHuu. [l opraHuzalui W TPOBENEHUS DKCHEPTU3BI
[IEHHOCTH JJOKYMEHTOB, 0TOOpa M MOJATrOTOBKU UX JUIs Tepe/laul Ha TOCYJAapCTBEHHOE XpaHEHHe,
a TaKKe i1 KOHTPOJISI 3a MPaBHJIBHOCTBIO OTHECEHHS JTOKYMEHTOB K PAa3JIMYHBIM JejiaM U
OKa3aHMsI METOIMYECKOM MOMOIIH B) MPOBEACHUH SKCIIEPTU3BI IEHHOCTH JOKYMEHTa CO3/1al0TCs
MOCTOSTHHO JieiicTBytolue 3kcnepTHbie komuccuu (D11K).

PazpaOaTbiBaeTcs MOJIOKEHHE, B KOTOPOM OIpENesAtoTcs ee (YHKIMHU, MpaBa U MOPSI0K
paboTHI.

Ha skcnepTHbIEe KOMHUCCHM KPOME OpPTaHU3aIMK €KEroAHOr0 0TOopa JOKyMEHTOB Ha XpaHe-
HHE BO3J1araercs:
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1. paccMOTpEeHHE TOOBBIX PAa3/eioOB Jefla MOCTOSHHOTO, JoiroBpeMeHHoro (csoime 10
JIeT) XpaHeHMs, B TOM YHCJIE U 10 JUYHOMY COCTaBY, aKTOB O BBIICJICHUH K YHUYTO-
YKEHUIO JJOKYMEHTOB U JIeJ1, HE MOAJIeXKAIUX JajIbHENIIEMy XPAHEHNIO, O HEUCIIPABUMOM
HOBPEXJCHUU TOKYMEHTOB IIOCTOSSHHOTO XPaHEHUS U O HEOOHAPY)KEHUH JIell, MoJyIexkKa-
IIMX IIEpeaye Ha roCyJapCTBEHHOE XPaHEHHUE;

2. BOIIPOCOB O NpUEME Ha BEAOMCTBEHHOE XPAaHEHHE JOKYMEHTOB JIMYHOIO IPOUCXOXKIE-
HUS; IOJATOTOBKA U BHeceHHe Ha paccmoTpenue DIIK npennoxennit 06 ycTaHOBICHUH U
WU3MEHEHUHU CPOKOB XPaHEHMS IOKYMEHTOB;

3. paccMOTpeHHE IepeuHel JTI0KYMEHTOB, HOMEHKJIATYp J€JI, HHCTPYKLUH 10 JIeJI0IpOn3-
BOJCTBY U T.I. OpopmieHue fena — 3T0 KOMIUIEKC paboT 10 ero nepeydyery, HyMepaiuu
JIMCTOB, COCTABIICHUIO 3aBEPUTEIILHON HAAIIMCHU, BHYTPEHHEH OIIMCH JJOKYMEHTOB;

4. HAYMHAETCS OHO C MOMEHTA 3aBEPEHMs Jella B JEJIONPOU3BOACTBE M 3aBEPIIACTCS B
IIpoLecCCe MOJAIOTOBKU €ro K Iepefadye B BEJOMCTBEHHBIN apXuB I0CJIE OKOHYAHMS
KaJEHJapHOro Toja, B TeueHHe KOTOoporo neno Obulo 3aBeneHo. OdopmieHue nen
IPOBOIUTCS PAOOTHUKAMH CITYKOBI JIeTONPON3BOCTBA.

B 3aBucHMOCTH OT CPOKOB XpaHEHMs MPOU3BOAMTCS IOJIHOE WM YacTUYHOE odopmie-
Hue aen. [lomHoMmy odopmileHHIO MOIekKAT Jieia MOCTOSIHHOTO, JOATOBPeMEeHHOTO (cBhime 10
JIeT) XpaHEeHHUs U [0 JJMYHOMY cocTaBy. Jlena BpemeHHOro (J10 10 jeT BKIIOUUTENbHO) XpaHEHUs
MOJIeXKAT YACTUYHOMY O()OPMIICHHIO, UX JIOIYCKAEeTCs XPaHUTh B CKOPOCIIUBATENAX, 0€3 BHYT-
pEeHHel nepe cucTeMaTH3aluy JOKYMEHTOB, 0€3 HyMepaluu JIMCTOB, a TaKke 0e3 CoCTaBICHUS
3aBepuTenbHON Hanmmucu. [lpu odopmiieHHH 00J0XKEK AeT MOCTOSHHOTO, JOJTOBPEMEHHOTO
(cBpime 10 neT) XpaHeHUs M 1O JMYHOMY COCTaBY JIOJDKHBI YKa3bIBaTbCs ClENYyHOIUE
PEKBU3UTHI: HAMMEHOBAaHUE YUPEXKJIEHUS M €ro HENOCPEICTBEHHAas IOJAYUHEHHOCTb;
HAaUMEHOBAHME CTPYKTYPHOIO IMOJApAa3JelICHUs, UHACKC Jela; aHHOTauus K JOKyMEHTaM Jela
(711 1e71 IOCTOSTHHOTO XPaHEHUs, COJIEpKalIuX 0cO00 LIEHHBbIE JOKYMEHTHI); Aara jena (ToMa,
YaCTH); KOJIMYECTBO JIMCTOB B JIeNIe; CPOK XPAHEHUS J1eNa; apXUBHBIN MU Aena.

Bonpocs! 1151 06cyxneHust

1. B yem 3akitoyaercs onepaTUBHOE XpaHEHNE JOKYMEHTOB?

2. B ueM 3akito4aeTcs IKCIepTr3a HEHHOCTH JOKYMEHTOB?

3. Odopmnenue fen u nepegadya JOKyMEHTOB B apXUB OpraHU3aliH.
4. KakoBbl 0COOEHHOCTH XPAHEHUs 3JIEKTPOHHBIX TOKYMEHTOB?

3aganue:

1. Ha MMPpUMEPEC KOHKPECTHOI'O NPEAINIPUATHA HU3YIUTb HNPOUECC IMOATOTOBKH HCIIOJI-
HCHUSA JOKYMCHTOB K XpPaHCHUIO U UCITOJIb30BAHUTIO

Jlureparypa:

IlepeyeHb OCHOBHOI TUTEPATYPHI:

1. Ky3nernoa 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebHnoe nocodbue mis 6akamnaBpoB / U.B. Ky3nenosa, [.A. XayatpsiH. — DIEKTpOH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkoB u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nmocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONMOJTHUTENIBHOM JTUTEPATYPHI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIPABICHUYECKOW NEATENBHOCTH [DIIEKTPOHHBIN
pecypc]: yaednoe nocobue/ Kaydpman H.KO.— DnexTpoH. TekcToBbie qaHHbIe.— OMCK: OMCKHIA
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.
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IIpakTyeckoe 3ansaTue Ne 15
Tema 11 ABTomMaTH3anusi JOKYMEHTANMOHHOTO 00ecnieYeHUus1 ynpaBJieHusl

]_ICJII/IZ PACIIUPUTL U 3aKPCHUTH 3HAHUA MO0 aBTOMATU3allUU IPpoLccCa NOKYMCHTAIIUOH-
HOTro o0ecIevyeHus YIIpaBJICHUA.

3HaHUSI M yMEHHUsl, mMpuodpeTaeMble CTYA€HTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPAKTUYECKOro 3aHATUsA, GopMuUpyeMble KOMIIETEHIIUN WJIM MX YACTH: B IIPOIIECCE U3yUe-
HUS TUCHUIUIMHBI CTYACHTHI JOJDKHBI HAYYHTHCS CO3/1aBaTh aBTOMATHU3MPOBAHHBIE CHCTEMBI
YIPaBJICHUS JOKYMEHTAMH.

B npouecce usyuyeHusi 1aHHON TeMbl opMUPYIOTCH CiaeayInMe KommneTenuuu: /-
4 OIIK-2, U1-7 OIIK-2, U1-1 N1-2 TIK-8.

AKTVAJILHOCTDL TEMBI.

AKTyalbHOCTD pa3pabOTKNA aBTOMATHU3UPOBAHHBIX CUCTEM YIPABICHUS JIOKYMEHTaMH
ompeaeisieTcs: HeOoOXOJIUMMOCTBI0 BHEIPEHUS! CUCTEMBI DJIEKTPOHHOIO JOKYMEHTOO0OpOTa Ha
OPEANPUATHAX, BBI3BAHHON OOJBIIMMH OO0BEMaMU pPa0OTBI C JOKYMEHTAMH, ITOUCKOM,
YTBEP)KIACHUEM, COIJIACOBAaHHEM JIOKYMEHTOB, aBTOMaTHU3allluel IBMKEHUS KOHCTPYKTOPCKO-
TEXHOJIOTMYECKON TOKYMEHTAILIMN, DKOHOMHUEN BpeMeEHH, oOecrieueHrneM HH(OPMaAIMOHHON 0€e3-
OTNIACHOCTH W TIOBBIIIEHUEM HCTIOJHUTEIbCKOW AUCITUIUIMHBI JJII KOHTPOJIUPYEMOCTH TeX-
HOJIOTHYECKHUX MPOIECCOB.

Teopernyeckasi 4acTh

DNEKTPOHHBIM JOKYMEHTOOOOPOT MO CPABHEHUIO C TPATUIMOHHBIM OyMa)KHBIM HUMEET Iie-
JIBIA psJL IPEUMYILECTB:

a) TPOCTOTA BHECEHMSI U3MEHEHUN B JOKYMEHT;

6) BO3MOKHOCTH ITOMEIIATh B JIOKYMEHT HE TOJIKO TEKCT, HO U MYJbTUMEIUIHBIC
JAaHHBIE;

B) BO3MO’KHOCTb HCITI0JIb30BaTh 3apaHee 3aroTOBJICHHbIE ()OPMBI;

r) 0OoJiee BBICOKAsi CKOPOCTh Mepenadu HHGOPMAITUH 10 0O0JIBIIIOMY KOJIMYECTBY a-
pecoB;

1) DSKOHOMHSA Oymaru;

e) KOMIAKTHOCTh apXUBOB;

%K) TPOCTOTA KOHTPOJIS HH(POPMAITMOHHBIX TOTOKOB;

3) BBICOKas CKOPOCTh MOWCKA U U3BIEUEHHs HH(DOpMAIINH;

¥) BO3MOKHOCTH 3aIIIUTHI IOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA U pa3-
TpaHUYEeHHS MPaB AOCTYyIa COTPYIHUKOB K HH(OpMAIIUU.

Cnenyer otmetuth, uto BHeapenue CAJIJl maer ompesneneHHbIE MPEUMYIIECTBA PYKOBO/I-
CTBY MPEINPUITUNA W OpPraHU3aIMi AT ocyliecTBieHUs (PGEKTUBHOTO YIpaBIeHUS U Omnepa-
TUBHOTO MPUHSTHS PEUICHUH, a UMEHHO:

a) MPO3PAvYHOCTh AEATEIBHOCTU COTPYJHUKOB U OTIEIIOB;

6) BBICOKAsi CKOPOCTH TMOJYYCHHS aHATUTHUECKUX CIIPABOK U OTYETOB;

B) YKpEIUICHHE UCTIOJHUTEIbCKON JTUCHUIIINHBL,

r) CHIDKEHHE HETaTUBHOTO BIMSHHS YEJIOBEYECKOTO (DaKTOpa Ha JAESTEIHHOCTD
KOMIIaHUH;

1) YMEHBIIEHUE KOJIMYECTBA COTPYIHUKOB, 3aHATHIX pabOTON ¢ JOKyMEHTaMH (KY-
PBEPOB, KAHIEISIPCKUX PAaOOTHUKOB U T.I1.).

Bonpocs! nu1s1 06cyxneHus
1. Yro coboii mpeacTaBIAIOT CUCTEMbI aBTOMATHU3ALUHU JAETIONPOU3BOICTBA U JIOKYMEHTO-

obopora?
2. Oxapaktepu3yiTe aBTOMAaTU3UPOBAHHBIE CUCTEMBbI
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3. Pacckaxxute 0 QyHKIMSAX JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABICHHUS.
4. DNeKTPOHHBIA JOKYMEHTOOOOPOT U CUCTEMa MEHEPKMEHTa KayecTBa.

3aganue:

1. PaCCMOTpeTB IIponecc opraHu3anuu 3JICKTPOHHOI'O I[OKYMGHTOO60p0Ta 1 aBTOMa-
TU3allUU CUCTCMBbI YIIPABJICHUSA Ha IMPUMCEPE U3BCCTHOI'O MPCANIPUATUA U 0003HAYUTH npeumy-
mecTBa U HEAOCTAaTKU MCITIOJIb30BaHUA ﬂaHHOﬁ CHUCTCMBI.

Jlureparypa:

IlepeyeHb OCHOBHOIM JTUTEPATYPbHI:

1. Ky3nenoBa W.B. JlokymMmeHTUpOBaHHUE YIIPABIECHUYECKON ACATEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebnoe mocodbue s 6akanaBpoB / U.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIBbHON JTUTEPATYPHI:

1. Kaydman H.IO. JlokymeHTHpOBaHUE yIPaBICHUECKON IEATENbHOCTH [DJIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.FO.— DnekTpoH. TekcToBbie qanHbIe.— OMCK: OMCKHIA
rOCyIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pgocryma:
http://www.iprbookshop.ru.

IIpakTnyeckoe 3anaTue Ne 16

Tema 12 Cucrema ynpapJ/ieHusl JOKYMeHTAMH HA NpeANPUATHH

enun: n3y4nTh KOMIUIEKCHYIO CUCTEMY YIPABICHUS TOKYMEHTAMU Ha TPEIIPUSITUH.

3HaHMA W yMeHMsA, NpuHoOpeTaeMble CTYAECHTOM B pPe3yJbTaTe OCBOCHHS TEMbI
NPAKTUYECKOI0 3aHATHS, (popMHUpyeMble KOMIETEHIIUH WM UX YacTH: B IIpPOLIECCe U3yue-
HUS JMCUUIUIMHBI CTYIEHTHI JOJDKHBI aHAJIW3MPOBATh CYLIECTBYIOIIME CHUCTEMBI YIPABIICHUS
JIOKYMEHTaMU Ha MpeANPUSTHH.

B npouecce n3y4yenus JaHHOH TeMbl (POPMHUPYIOTCH ceAyIolue Komnerenuuu: 1M/1-
4 OIIK-2, UJ1-7 OIIK-2, U/I-1 UJI-2 TIK-8.

AKTyaJbHOCTh TeMbl. CUCTEMa YIpPABJIEHUS IOKYMEHTAMH — IPOIPaMMHBIN KOM-
IIeKC, 0OecreunBarOINi XpaHeHue, yueT, YA00HbIH MOUCK, 0€30MacHOCTh U ONEpaTUBHBIN J0-
CTYH K KOPHOPAaTUBHBIM Oymaram.

JloroBOpbI, KOPPECHOHIEHIUS, MYJIbTUMEIUNHBIN KOHTEHT, 0a3bl 3HaHU, apXuB... O0b-
emMbl nH(opMaIK 10001 KOMIIAHUU UCUUCISIIOTCS IECATKAMH U COTHSIMHU ThICSY (aiinos. Jro-
0ast KOMIaHMs PaHO WM MO3THO CTAJKHUBAETCS C 3a/ladeil OpraHu3aluy U aBTOMaTH3aluu JJOKY-
MEHTO0000pOTa. DTO MOXET OBITh CBA3aHO C POCTOM KOMIAHWH, U3MEHEHUSIMH B CTPYKTYDE,
HEO0OXOIUMOCTbIO OOHOBJIEHHUS YIPABIEHYECKUX MPAKTUK U METOJIOB PabOThl, KOTOPbIE MPEMAT-
CTBYIOT TNOBBIIIEHHIO KOHKYpeHTocrocoOHocTH. CrcTeMa ynpaBieHHUs JOKYMEHTaMH, IpYTHUMHU
CJIOBAMM CHCTEMA 3JIEKTPOHHOI'O TOKYyMEHTOO00OpOTa, CBOEBPEMEHHO BHEIPEHHAs B KOMIIAaHUM,
HE TOJIKO TIOMOXET MPEeoI0JIeTh 1M0100HbIe TPOOIEMbl, HO U CTAaHET WHCTPYMEHTOM, M03BOJIS-
IOLIUM TPOBOAMTH AHAJIN3 COCTOSHUS MHOTHX OHM3HEC-TNPOIIECCOB, YTO IO3BOJIMT BO BpeMs
«pacimmBaTh y3KH€ MECTa», KOPPEKTUPOBATh CTPATErMM U NPAKTUKHU YIPABJIEHUS IS MOBBIIIE-
HUS 3PGEKTUBHOCTH NMPEATIPUSATHUS.
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Teoperuyeckas 4acTb

OnbIT cTpaH, NPUMEHSIOMUX MPUHILUIIBI YIPABICHUS IOKYMEHTAMHU B JIEATEILHOCTH Op-
raHu3aluii, UCMOJb30BaH U 3aKkperieH B MexayHapoaHoMm cranaapre MCO 15489-2001 «n-
dopmanus u TOKyMeHTauus — YTpaBIeHUE JOKYMEHTAMI, MOJOXKEHHUS KOTOPOTO pacCMOTpe-
Hbl B mocobun. B 2007 r. miiaHupyeTcsl MPUHATHE aHAJOTMYHOTO POCCHUUCKOTO CTaHIapTa I0
ynpasienuto fokymerntamu (I'OCT P UCO 15489), kotopslii OyneT sBIATbCS IEPEBOIOM MEXK-
JTyHapOTHOTO.

B crannmapre UCO 15489 ynpaBnenue JOKyMeHTaMH — OAHA U3 QYHKIUN yIIPaBICHUS U
o0JacTh ynpaBlieHUs,KOTopasi o0ecreunBaeT KOHTPOJIb CO3/IaHus, TTOy4eHUsl, UCTIOJIb30BaHUS U
XpaHeHHus B (opMe JOKYMEHTOB JIOKA3aTEIbCTB U MH(OPMAIMM O JEIIOBONW aKTUBHOCTU U OT-
JIEJIbHBIX YIPABICHUYECKUX ONepalusiX.

B nensax ynpasineHuss JOKyMEHTaMU B OpraHU3alMK IPOEKTUPYIOT, BHEAPSIIOT U MOAJIEP-
YKUBAIOT B aKTyaJIbHOM COCTOSIHUM CUCTEMY YIPABJICHUS IOKYMEHTAMHU.

[Tonsitue «cucrema» B crangapre MCO 15489 ucnonp3yercss B IIMPOKOM CMBICIIE, OHO
BKJIIOUAET JIFOJIEH U MPOLECChl HapaBHE ¢ MHCTPYMEHTAMU U TEXHOJOTUsAMU. J{s co3maHus cu-
CTEMbI HEOOXOANMO:

* Opranu3oBaTh pabOTy (YCTaHOBUTH MOJHOMOYHSA, OOS3aHHOCTH U OTBETCTBEHHOCTH)
ciyx0b1 JIOVY, a Takke pyKOBOAUTEIEH M COTPYJHUKOB HPEINPUITUS, CO3JAOIIMX U UCIOJb-
3YIOIINX JOKYMEHTHI;

* ONTHUMH3HPOBATH PabOTy C JTOKYMEHTaMH (MX PErHCTPalulio, KiIacCu(UKAIUIO, BKIIO-
YeHHe B MH(POPMAIIMOHHYIO CUCTEMY, YCTAaHOBIICHUE MOPSIIKA U CPOKOB XpaHEHUS IOKYMEHTOB,
o0ecrieueHne UX COXPAaHHOCTH U T.11.);

* BEIOpaTh U BHEAPUTH (D (HEKTHUBHBIC TEXHOIOTUU PabOThI C JOKYMEHTHOW MH(pOpMAIU-
ell Ha BCeX 3Talax €€ XXU3HEHHOTO 1IUKJIa;

* pa3paboTaTh U YTBEPAUTH JIOKAJIbHbIE HOPMATUBHO-METOIUYECKUE AKThl, PETIAMEHTHU-
pyIOIIe Bce y4acTKH pabOThI CO BCEMH BHIAMH U (hopMaTaMu JIOKyMEHTOB MPEIIPUSTHSL.

CrangapT NpUMEHUM U TMPU UCTIOTB30BAHUU TPATUIIMOHHBIX

METO/IOB BEICHHS «OyMaKHOTO» JOoKymMeHTooOopora. Ho, B mepByto odepenb, oH Oyaer
MOJIE3eH OPraHU3allksiM, BHEIPSIOMIMM TEXHOJIOTUU PaOOThI C DIEKTPOHHBIMH JOKYMEHTAMH U
cuctemsl aBTomaru3anuu JJOY.

[Ipu pa3paboTke cUCTEMBI yIpaBiIeHHs JOKYMEHTaMH YYUTHIBAIOT 1€, 3a71a4i U PYyHK-
LIMU OpraHMu3aliH, €€ CTPYKTYpY, IPaBOBYIO, YIPABIECHYECKYIO U MOJUTHYECKYI0 cpeny. Kaxk-
Y10 YIPaBJIEHYECKYIO (DYHKIIUIO, BCE ICUCTBUS U OTIEPAllUU PACCMATPUBAIOT C TOUKHU 3PEHUS HX
NOTPeOHOCTH B JoKyMeHTax. [Ipu aToM onpenenstor TpeOoBaHUS K JOKYMEHTaM, a TakKe KOr/a,
KaK U TJIe TOKYMEHTHI BKIIOYAIOT B CUCTEMY YIPaBJICHUS JOKYMEHTaMH. AHAIU3UPYIOT KPUTH-
yeckue (pakTopbl U CYIIECTBYIOIINE HEAOCTATKU, CB3aHHBIE C YIIPABICHUEM JOKYMEHTaMHU.

Bonpocs! nu1s1 06cyxneHust

1. Oxapakrtepusyiite [OCT P UCO 15489-1-2007 «CUBU/I. YnipaBnenue nokymeratamu. O0-
mue TpeboBaHus»: TpeOOBaHMS K JOKYMEHTaM, (DYHKIIUN JOKYMEHTOB MPEANPHUITHS, OTBET-
CTBEHHOCTh PaOOTHHKOB B 00JIACTH TOKYMEHTHUPOBAHUS 1€ATEIbHOCTH NPEANPUITHS U OPraHU-
3alliu Ha HeM paboThI ¢ JOKYMEHTaMH.

2. Co3nlaHusi CUCTEMBI YIIPaBJICHUS JOKYMEHTaMH Kak 0/1Ha U3 (GyHKIUN yripaBiIeHHs COBpe-
MEHHBIM IIPEANIPUATHEM.

3. Kakue TpeOGoBaHus IPEIBIBISIIOTCS K CHCTEME yIpaBICHUs TOKyMEHTaMu?

3aganue:

1. Paccmotpers cuctemMy ympaBlieHHs JTOKYMEHTAaMH  Ha MPUMEpPE HU3BECTHOTO
NPEANPUATHS U INPEIJI0KUTh MEPONPHUATHS 10 €€ COBEPIICHCTBOBAHUIO B  YCIOBUSIX
1M (pOBU3AIIH SKOHOMHKH.
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Jlureparypa:

IlepeyeHb OCHOBHOIH JTUTEPATYPHI:

1. Ky3nenoBa U.B. JlokymMmeHTHpOBaHUE yIPaBICHUECKON JEATEIBHOCTH [ DJIEKTPOHHBIM
pecypc]: yuebHnoe nocodbue mis 6akamaBpoB / U.B. Ky3znenosa, [.A. XagarpsiH. — DIEKTpOH.
TekcToBbIe MaHHble. — Mocksa: JlamkoB u K, At [1u Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPbI:

1. Kaypman H.1O. JlokyMeHTHpOBaHUE YIPABICHYCCKON NEATEIHHOCTH [DICKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaydpman H.HO.— DnekTpoH. TekcToBbie qaHHBIe.— OMCcK: OMCKHIA
rOCy1apCTBEHHBbI  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

PEKOMEHIAYEMAS JIUTEPATYPA
1. OcHoBHas nuteparypa

1. Ky3nenoa U.B. JlokyMeHTHpPOBaHUE YIPABICHYECCKON NEATEILHOCTU [ DICKTPOHHBIH
pecypc]: yuebHoe mocobue mus 6akamaBpoB / U.B. Ky3nemnosa, . A. XagarpssH. — DJIEKTpOH.
TekcToBbIe JaHHble. — Mocksa: JlamkoB u K, A [1u Dp Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum mocryma: http://www.iprbookshop.ru.

2. JlonomHUTENIbHAS JTUTEpaTypa

1. Kaybman H.1O. JlokyMeHTHpOBaHUE YIPABIECHYECKON NEATETLHOCTH [DIEKTPOHHBIM
pecypc]: yue6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcToBbie JaHHbIe.— OMCK: OMCKUN
rOoCy1apCTBEHHBIH  WMHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  poctyna:
http://www.iprbookshop.ru.

3. Pecypcei  mH(OpManMOHHO-TETEKOMMYHUKAIMOHHONH  cetn  «MHTepHET»,
HEO0OXOIUMBIE ISl OCBOCHHS JTUCITUTLIMHBI

http://biblioclub.ru (Caiit 9bC «YHuBepcuteTckas 6MOIMOTEKa OHJIANH»)
http://www.economicus.ru/nfpk/pe.php (O6pazoBatensHbiii moptan «Economicus.ruy)
http://www.consultant.ru/ (Oduruansasbiii caiiT komnanuu «Koncynbtant- [Lmrocy).
http:///www.garant.ru/ (CaliT uHpOpMaIIMOHHO-IIPaBOBOI0 MopTaja «[ apaHT»).
http://fcior.edu.ru/ (Caiitr denepanpHOoro 1IEHTpPa HHGOPMAITMOHHO-00Pa30BaTEIIBHBIX

pECypCOB).

o E
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MUHUCTEPCTBO HAYKH U BBICIIETO OBPA3OBAHM S POCCUMCKOM ®EJIEPAITAN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
YYPEXIAEHUE BBICILIET'O OBPA3OBAHMA
«CEBEPO-KABKA3CKUI ®EJIEPAJIbHBI YHUBEPCUTET»

METOANYECKUE YKA3ZAHUSA
IO OPTAHM3AIIMA CAMOCTOSITEJIbHON PABOTHI
OBYYAIOIIIUXCHA
0 JUCLUIUIMHE «/[OKyMEHTUPOBAaHHUE YIPABICHUYECKOU €SI TEIbHOCTH
JUISL CTYJICHTOB HanpasiaeHus MOoAroToBkH 38.03.02 MeHeKMEHT
HaIpaBJICHHOCTH (Mpoduiib): «YOpaBiaeHUE OU3HECOM

IIsaTuropck
2024
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IIpenucaosue

B HacTtosmee BpeMs  COBEPILIEHCTBOBAHUE  YIPABIEHHS  MPOU3BOJCTBEHHO-
XO3SIMCTBEHHBIMH ~ CHCTEMaMHM, TIOBBIIICHWE YPOBHS OpraHu3anuu #u  3(PQPeKTUBHOCTH
YIPaBJIEHYECKOTO TPyZa BO MHOI'OM 3aBHUCUT OT TOI'O, HACKOJBKO PAIlOHAJIBLHO IOCTABJIEHO B
YUPEXKJEHUAX U Ha MPEANPUATHUSAX AEIONPOU3BOJACTBO. TepMUH «IOKYMEHTUPOBAHUE YIPaB-
JICHYECKON JIEATEIIbHOCTU» XapaKTepU3yeT COBOKYIHOCTb paboT MO JeIONpPOU3BOJCTBY
YUPEXKJIEHUN U [0 OpraHu3alud B HUX JIOKYMEHTOB. lIOHATHMEM «IOKYMEHT» OIpeiesercs
uH(pOpMals, 3allMCaHHas JI00bIM CIIOCOOOM Ha JIF000M MaTepuae, W3/1aHHasi WK MoJy4yeHHas
JT00bIM (PU3WYECKUM WM IOPHIMYECKUM B JII000M OpraHu3aiiu Jjs WCIOJIb30BAHUS B CBOECH
NESITEbHOCTH.

Kypc «/lokymeHTHpOBaHUE yIIPAaBICHUECKOW AEATEILHOCTH JaeT 0a30BbIe 3HAHUS B 00-
JIACTU U3y4YEeHHUs JEJIONPOU3BOACTBA U padOThI ¢ JOKYMEHTAaMH B OpraHu3alnuu. B npennaraembix
METOAMYECKMX YKa3aHHUSIX pPACCMATPUBACTCS CYIIHOCTh M CIEHU(HKA JOKYMEHTHPOBAHHS
YIPaBJIEHYECKON JEATeNbHOCTH; TNPOUCXOAUT O3HAKOMJICHHE C IPAKTHUKOM COCTAaBICHMS
OpPraHU3alMOHHBIX, PACHOPSAUTENBHBIX H  MH(QOPMALMOHHO-CIIPABOYHBIX  JIOKYMEHTOB,;
OBJIa/ICHUE HaBbIKAMH apXHWBHOI'O XpaHEHUs JOKYMEHTOB U COCTaBJIEHUS] HOMEHKJIATYpPbI JIe.

Marepuan kypca oOecrieuuBaeT 3HaHUE OOIIUX MPUHIUIIOB OPTaHU3aIHH.

Ilesnb ocBOEHUS TUCHMIUIMHBI 3aKitoyaercss B (GOpMHPOBAaHUU Habopa mpodeccuoHanb-
HBIX KOMICTCHIMI OakanaBpa 1o HampaBiieHHto moArotoBku  38.03.02 MeHemKMeHT,
(nampaBieHHOCTh (HPOGuIb): «YIpaBieHHe OU3HECOM»), OCBOCHHE CTYICHTAMU TEOPETHYE-
CKHUX 3HaHMHM B 00JACTH JEJIONPOM3BOACTBA B OPraHU3allMd M IPUOOPETEHHE MPAKTHUECKUX
HaBBIKOB B 00sacTu o(opMieHHs AOKYMEHTAI[MH, HEOOXOIMMOW A NMPHUHATUS TPaMOTHBIX
YIIPABJICHYECKUX PEILECHUN.

K 3agauam u3ydeHus: IUCLUIUIMHBI OTHOCSATCS: MOJy4YeHHE 3HAHUH 10 OCHOBHBIM IPUH-
unaM, MOHATUSAM (GOpPMHpPOBAaHUS HAayKH «J/lOKyMEHTHpOBaHHE YNpPaBIECHUYECKOW AEATEIbHO-
CTH», IPUHIMIIOB U 3aKOHOB OPTraHU3allMM JIOKYMEHTO000pOTa Ha MpeArnpusaTuu; GopMupoBa-
HUSl YNPaBJICHUYECKON M MHOW OpraHU3allMOHHO- PACIOPSIUTENbHON JOKYMEHTAllH; BEJCHUE
KaJJpOBOI0 JOKYMEHTO000POTa; CTPYKTYpPY HOCTPOCHMsI JOKYMEHTOOOOpOTa B OpraHM3alllu;
(dbopMupOBaHHE YMEHHI NPUMEHSATH MMOJTYYEHHbIE 3HAHUS K PEIICHHUIO BOMPOCOB IO OpraHU3a-
IIMOHHBIM MIpoIleccaM Ha MPEANPHUITHN OBJIAJCHHWE OCHOBHBIMH NPHUHLUIAMH (OPMHUPOBAHUS
JIOKYMEHTHUPOBAHHUS YIPABICHUECKON NeATeNbHOCTH, 3aKOHAMM OpraHW3al[id, HaBbIKAMHU CO-
CTaBJICHUSI HEOOXOAUMBIX YIPaBICHYECKUX JOKYMEHTOB.

B cooTBeTcTBUUM € 3TMM OCHOBHOH LIE€IbIO MPENOIaBaHus AUCHUILIMHBI BBICTYNAET Gop-
MHUpPOBaHME y CTYACHTOB 3HAHU, HABBIKOB U YMEHHH B 00JIACTH JOKYMEHTUPOBAHUS YIIPaBIICH-
YECKOM JEeATENbHOCTH.

@opmupyeMBbIe B IPOLIECCE U3YUEHNST KOMIIETEHIINN:

OIIK-1. CnocobeH pemath npodeccrnoHalbHbIE 331a44 HA OCHOBE 3HaHMSI (Ha IPOMEXKY-
TOYHOM YPOBHE) 3KOHOMUYECKOW, OPraHU3aL[IOHHON U YIIPaBIEHUYECKON TEOPHH.

OIIK-2. CriocobeH OoCymecTBISITh cOOp, 00padOTKy M aHAIHM3 JIAHHBIX, HEOOXOIMMBIX
JUIsl PELIEHUs MOCTABJICHHBIX YIPaBJIEHUYECKUX 3a7ad, C MCIOJIb30BAaHUEM COBPEMEHHOI'O WH-
CTpYMEHTapUs U UHTEJUIEKTYaIbHbIX HHPOPMAIIMOHHO-AHATUTHUECKUX CHCTEM.

[TK-8. CriocobeH ocyIiecTBIATh eI0BOe OOIIeHNEe U MyOJIMYHbIE BBICTYIJICHUS, BECTH
MIEPETOBOPHI, COBEIIAHUS, OCYIIECTBIATH ACIOBYIO MEPENUCKY, BECTH JOKYMEHTOOOOpOT opra-
HU3aLUU U NIOAIEPKUBATh 3JIEKTPOHHBIE KOMMYHHKAIUH.

Pe3ynpTaThl OCBOCHUS IUCLUILIMHBI B pa3pe3e KOMIETEHIUH:

OIIK-1:

[IpuHMMaeT 5KOHOMHUYECKHE PELIEeHUsI BO BCeX cepax *KU3HEAESITeIbHOCTH, UCTIONb3YS
3HaHMS SKOHOMHMUYECKOH, OpraHN3allMOHHOM, YIIPABJIEHYECKOW TEOpUn
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OIIK-2:

JleMOHCTpHpYeT HaBBIKW KPUTHUYECKOTO MBIIUICHUS M CUCTEMHOTO IOJX0Ja B Ipolecce
cbopa, 00paboOTKH 1 aHATTN3a TaHHBIX, UCTIOJIBb3YEMBIX MIPH PEIICHUH MPOPECCHOHANTBHBIX 3a71a4

[1K-8:

OcymiecTBiseT JeoBoe O0IIeHNEe B YCTHOM M MUCbMEHHON (hopMe Ha TOCYAapCTBEHHOM
Y UHOCTPAHHOM (bIX) sI3bIKE (aX)
MeToaudeckue yKasaHusl COACpKAT YKa3aHHsl K MPAKTUYECKUM padoTaM CTYJISHTOB U
CIHCOK PEKOMEHIOBAHHOM JIUTEPATYPHI.
Komnerennun, copmupoBaHHbIe B X0/1¢ U3YUYCHHS JUCHUIUIHMHBI «J[OKyMEHTHpOBaHUE
YIIPaBJICHYECKOHN NESITEILHOCTHY MOTYT OBITh BOCTPEOOBAHBI ITPH U3YUYEHUH TaKUX JUCIUILIUH,
KaK «JlemoBeie KOMMYHHKAIUNY, «BU3HEC-TIIaHUPOBAHUEY.
B pesysnbrare 0CBOCHUS AMCHUIUIMHBI (DOPMUPYIOTCS CIIEAYIONIHE KOMIETCHIIUU, WHIH-

KaTOPBI:

Kon, popmynuposka

Kox, popmynupoBka nnaukatopa

HJ'IaHI/IpyeMBIe PE3YyIbTAaThI

KOMITETCHIINH 00y4eHUS IO TUCHIUIITNHE
(MomymI0), XapaKTepu3ylo-
mue sTansl GOpMUPOBAHUS

KOMIICTCHIINI, UHIUKATOPOB
OIIK-1. Cnocoben pe- | U1-4 onk -1 Ilpumensier anamutu- | [[puHuMaeT 3KOHOMUYECKHEC

m1ath npodecCuoHaIbHbIC
3a/la4yl Ha OCHOBE 3HAHUS
(Ha MIPOMEKYTOUHOM
YPOBHE) 3KOHOMHYECKOM,
OpraHU3aIOHHOM u
YIIPABJICHYECKOU TEOPHUHU.

YECKU MHCTPYMEHTAPHl 17151 TO-
CTaHOBKH U PEIICHUs TUIIOBBIX 3a-
Jla4 yIpaBJIeHUsl C IPUMEHEHUEM
MH(POPMAIIMOHHBIX TEXHOJIOTHH.

pemieHuss Bo Bcex cdepax
KU3HEACATCIIBHOCTH, uc-
MOJIb3Ysl 3HAHUS SKOHOMH-
YECKOM, OpraHu3aluOHHOM,
yIpaBIeHYECKON TEOPUHU

OIIK-2. Cnocoben ocy-
HIECTBIATH cOop, oOpa-
OOTKY M aHaau3 JIaHHBIX,
HEOOXOUMBIX /ISl perie-
HUSI MOCTaBJICHHBIX
yIIpaBJICHYECKUX 3aj]ad, C
UCTIOJIb30BaHUEM ~ COBpE-
MEHHOTO HMHCTPYMEHTa-
pUS ¥ MHTEIUIEKTYaJIbHBIX
UH(POPMAaIMOHHO-
AHATUTHYECKUX CHCTEM.

WN-7 onk - 2 CocTaBisieT mpoeKTh
pacnopsITUTENbHBIX, OPTaHU3aLU-
OHHBIX U HHPOPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, OCY-
HIECTBIISICT UX MHHOPMAIIMOHHYIO
00paboTKy U BHEIPEHUE B YIIPAB-
JICHYECKYIO JICATEIbHOCTh C Y4€TOM
3aJ]aHHBIX KPUTEPUEB Ka4ecTBa J0-
KYMEHTOB.

JemoHcTpHpyeT HAaBBIKU
KPUTUYECKOTO MBIIUICHUS U
CHCTEMHOTO IOJX0J1a B TPO-
necce cbopa, oOpaboTkKU HU
aHaJM3a JIaHHBIX, UCIOJB3Y-
eMbIX MPH pelIeHnH mpodec-
CHOHAJIBHBIX 33124

[IK-8. Cnocoben ocy-
HIECTBIISATh JENOBOE 00-
IICHUEC N HY6J'II/I"IHI)Ie BbI-
CTYIUICHHUS, BECTH TIepe-
TOBOPBI, COBEIIAHUS,
OCYIIECTBIISITH  JICJIOBYIO
MEPENNUCKY, BECTH HOKY-
MEHTOOOOPOT OpraHu3a-
OUU W TOJJIEPKUBATH
DJIEKTPOHHBIE KOMMYHH-
Kalluu

N/-1 pk - s Ciocoben ananu3upo-
BaTh WHpOpPMAIUIO 0 (QYHKIIMOHU-
POBaHWHM CHUCTEMBI BHYTPEHHETO
JOKYMEHTO00O0pOTa OpraHu3aIni;
N/I-2 ik - ¢ CriocoOeH BecTH 0a3bl
JaHHBIX TI0 Pa3jMYHBIM MOKa3aTe-
asM u (GopMupoBaTh MH(GOpMAIIH-
OHHOE O0ecreueHrue YYaCTHUKOB
OpTraHHU3AIMOHHBIX TIPOEKTOB

OcymiecTBIsIeT AeI0BOE 00-
IIeHUE B YCTHOH U NMHUCHMEH-
HOM Qopme Ha rocyaap-
CTBEHHOM U HWHOCTPaHHOM
(bIX) s3BIKE (aX)

O01mas xapaKkTepuCcTHKA CAMOCTOATEJIbHOM PadoThI CTyAeHTA NPH U3YyYeHHH AUCHHUIINHBI
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Llenpt0 camMoCTOATEIBHON PAOOTHI CTYACHTOB IO JUCHHMIUIMHE «JloKyMeHTHpOBaHUE
YIIPaBJIEHYECKOH JEATEIBHOCTIY SIBISETCS OBIaieHUe (pyHAaMEHTALHBIMU 3HAaHUSAMH, ITpodec-
CHOHAIHPHBIMM YMEHHUSIMU M HaBBIKAMH JIEATECIBLHOCTH IO MPOGUITIO, OMBITOM TBOPYECKOM, MC-
CIICZIOBATEIILCKOM EATESIILHOCTH.

CamocrosiTenpHass padoTa CTYJACHTOB CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSITEIIHHOCTH, OT-
BETCTBEHHOCTH M OPTaHM30BAHHOCTH, TBOPUYECKOIO MOJX0Ja K PELICHUI0 MpobdsieM y4eOHOro u
po¢)eCCHOHAIBHOTO YPOBHS.

3aagyamMu CaMOCTOSITENTLHOUM padOThI IO TUCIUIUIMHE «J{OKyMEHTHpOBaHHUE yIIpaBJICHYe-
CKOH JIeITEIBHOCTHY SABISIOTC:

- CHCTeMaTu3alus U 3aKpeIICHHE MOJIYYeHHBIX TEOPETHUECKUX 3HAHUM U MPAKTUYECKUX
YMEHHH CTYICHTOB;
- yriayOJeHHe U paclIMpeHre TEOPETUUECKUX 3HAHUM;
- (popMUpOBaHHE YMEHMI HCIOIb30BaTh HOPMATUBHYIO, ITPABOBYIO, CIIPABOYHYIO JOKY-
MEHTALUIO U CIICIHAIBHYIO TUTEPATypy;
- pa3BUTHUE MMO3HABATEIBHBIX CIIOCOOHOCTEN M aKTMBHOCTHU CTYACHTOB: TBOPYECKON HHU-
[IMATHBBI, CAMOCTOATEIILHOCTH, OTBETCTBEHHOCTH M OPTraHU30BAHHOCTH;
- ¢hopMHUPOBaHUE CAMOCTOSITEIHLHOCTH MBIIUICHUS], CIIOCOOHOCTENH K caMOpa3BUTHUIO, Ca-
MOCOBEPILIEHCTBOBAHUIO U CAMOpPEAIN3aLlUu;
- pa3BUTHE UCCIIEOBATENLCKUX YMEHU;
- HUCIOJIb30BaHUE MaTepuasa, COOPaHHOTO U MOJIyYEHHOT'O B X0J/I€ CAMOCTOSATEIbHBIX 3a-
HSATUN Ha CeMHHAapax, Ha MPaKTUYECKUX U Ja00paTOPHBIX 3aHATHUSX, MPU HAMHCAHUU KYPCOBBIX

paboT 1 BBITYCKHOHN KBAIN(UKAITUOHHON PAOOTHI.

[IJIAH-TPA®UK BBITTOJHEHNSI CAMOCTOSTEJIBHOM PABOTHI
TexHo0rn4ecKas KapTa caMOCTOATEIbHON padoThl CTY/IEHTA

Ounas ¢popma o0y4eHus1

Konpr Bun HUtorosnrii CpencrBa u O0BLeM 4acoB, B TOM YHCIIE
peanuusye | IeATeIbHOCTH MPOJIYKT TEXHOJIOTUHI (axamem.)
MBIX KOMIIE- CTYJICHTOB CaMOCTOSTEI OLICHKH CPC | KonraktHa | Bcero
TEHLUH, UH- BHOM paboTHI g paboTa ¢
JTUKAaTOPOB npenoaaBa
TEJIeM
2 cemecTp
UM -4 OIIK-1; | CamocTosTEND KOHCHEKT cobeceioBa- 19,8 2,2 22
WA -7 OIIK-2; | yoe payuenne HHE
WJ1-11IK - 8;
W-2 TIK-g | JWTepaTypsl
U] -4 OlIK-1; | TlogroroBka K Joxnan Ilepeuens Tem 9 1 10
U -7 OlIK-2; JMCKYyCCHUU JIMCKYCCHOH
WJI-1TIK - 8;
V-2 TIK -8 HOTO CTOJIa
W - 4 OIK-L: Brimonaenmne 18 2 20
) T i Tekct
WJ -7 OIIK-2; KOHTPOJIbHON . | Konrponbnas
VL -1 TIK - 8: paboThI KOHTPOJIbHON pabora
WJ-2 TIK - 8 paboTe
WJT-4 OIK-1: IToaroroBka k Tect TectupoBanue
UJ -7 OIIK-2; | TECTHUpPOBaA-
M -11IK - 8; HUIO 9 1 10
Ua-2 K-8
Hroro 3a 2 cemecTp 55,8 6,2 62
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Hroro 62
VI - 4 OITK-1; ITogroroBka k | Bompocsl k DK3aMeH
} -2: | PK3aMeH 9K3aMEH
o e e Y Y 48,6 5,4 54
-2 IIK-8
OunHo-3204Hast popma o0yueHunst
Konbr Bun HUtoroseiii CpencrBa u O0ObeM 4acoB, B TOM YHCIIE
peanuusye | ACSATEIbHOCTH MPOJYKT TEXHOJIOTHH (axamem.)
MBIX KOMIIE- CTYIEHTOB CaMOCTOSTEI OLIEHKU CPC | KonraktHa | Bcero
TEHIUH, UH- bHOM PabOTHI s paboTa ¢
JTIUKaTOPOB npernoiaBa
TelleM
2 cemecTp
U -4 OIK-1; | CamocTosTens KOHCITEKT cobeceioBa- 64,8 7,2 72
HI/JII - 71 1%121%2 HOE M3yYCHHE HHUE
I/I}JIIZ HK-- g | JMTEpaTYpHI
WA -4 OIIK-1; | TTogroroBka K Jokian [Tepeuyens Tem 9 1 10
WUJ-7 OIK-2;
. JTUCKYCCUU JTUCKYCCUOH
gﬂﬂ 12H1_11<K _Sé HOTO CTOJa
T - 4 OIK-L: Bemmonnenne 18 2 20
) T i Tekct
Wl -7 OIIK-2; KOHTPOJILHOH . | Konrponbnas
VT -1 TIK - 8: paboThI KOHTPOJIbHOMH paora
WI-2 1K -8 padoThI
V]I - 4 OIK-1: [ToaroroBka k Tect TecTtupoBanue
U -7 OIIK-2; | TECTHpOBa-
na-11IK - 8; HHIO 9 1 10
WUJ-2 K-8
HToro 3a 2 cemecTp 100,8 11,2 112
Hroro | 100,8 11,2 112
VT - 4 OIK-1: ITogroroBka k | Bompocs k DK3aMeH
; -2: | PK3aMeH 9K3aMEH
g Y Y 43,2 48 48
WUJ-2 K-8

PadoTa ¢ 1ureparypoii
JIJist yCHIenHOTO OCBOCHHUS TUCIUTUTMHBI, HEOOXOAUMO CaMOCTOSITENIEHO JAETaTbHO U3yYUTh
MMPEACTABJICHHBIC TEMBI 110 PEKOMCHAYCMBIM HCTOYHHWKAM I/IH(i)OpMaHI/II/IZ

Ne PexomeH1yeMble HICTOUHUKN HH(DOpMALIUU
/m | TeMbl 1U1sl CaMOCTOSATENBHOTO U3YYEHHUS (Ne uctounuka)
OcHoBHas | Jlononnu- | Meronu- | aTepHer-
TelnbHasl | yeckas pecypchl
1. | Tema 1. Ponp I/IH(?opMauI/H/I U JIOKYMEHTOB 1 1 123 12345
B YNPABIEHYECKON AESITEIbHOCTH
2. Tema 2. JIOKyMEHT U  CHCTEMBI 1 1 1,2,3 1,2,345
JOKYMEHTAUU
3. Tema 3. HopmaruBHO-TipaBoBas 0a3a 10- 1 1 1,2,3 1,2,3,45

38




KYMEHTAIIMOHHOTO 00eCIeYeHHsI yrpaBJie-
HUS

Tema 4. YnpaBiieHuecKasi TOKyMEHTALIHS:
TpeOOBaHUS K COCTABICHUIO U O0hopmIie-
HUIO, popMyIIsip-0Opaserl, CoCTaB U pac-
TIOJIO)KCHHUE PEKBU3HTOB.

123

12,345

Tema 5. Co3naHue JIEKTPOHHBIX JTOKY-
MEHTOB

123

12,345

Tema 6. OpraHu3zallUOHHBIE JTOKYMEHTHI,
WX COCTaBJICHHE U 0(hopmIieHHE

123

12,345

Tema 7. CocraB 1 co31aHHE paCTIOPSIIN-
TEJIbHBIX JTOKYMEHTOB

123

12,345

Tewma 8. UHpopManimoHHO-CripaBOYHBIC
JTIOKYMEHTBI

123

12,345

Tema 9. Opranu3zanusi paboThl C JOKYMEH-
TaMH

123

12,345

10.

Tema 10. XpaHeHue 10KyMEHTOB

1 1 123

12,345

11.

Tema 11. ABTrOoMaTu3amus JOKyMeHTAalH-
OHHOTO 00eCTICUEHHSI YIIPABICHUS

123

12,345

12.

Tema 12. Cucrema ynpaiieHus: 1OKyMEH-
TaMu Ha NPEeANpUiTUI

123

12,345

3. KOHTPOJIbHBIE TOYKU U BUABI OTYETHOCTH 11O HUM

B pamMkax pedTHHTOBOM CUCTEMBI YCIIEBAEMOCTh CTYJEHTOB MO KaXJA0W JTUCHHUILUIMHE OLEHU-
BAETCS B XOJE TEKYLIEr0 KOHTPOJIS U IPOMEKYTOUYHOU aTTECTALlUH.
[Ipy npoBeeHNN TEKYIIEr0 KOHTPOJISI PEMTUHIOBAasI OLIEHKA 3HAHWUW CTYAEHTa OLIEHUBAETCS

CIIETYIOIIIM 00pa3oM:

Koutponbnas | Henenst | U3yueHHsble Te- Bun nedarenbHOCTH CTYIEHTOB Konnuectso
TOUYKa ceMecTpa | Mbl TeOpeTHYe- OaoB
CKOT0 Kypca

1 4 1-6 CobecenoBanne 1o Temam 1-6 o5
TectupoBanue

2 8 7-12 CobecenoBanue 1Mo Temam 7-12 30
TectupoBanue

HTtoro 2 cemecTp 55

MaxkcruMaiabHO BO3MOXKHBIN Oajl 3a BeCh TEKYIIUH KOHTPOJIb YCTAHABIMBAETCS PABHBIM
55. Tekyiiee KOHTPOIBLHOE MEPONPHUITHE CUMTACTCS CAAHHBIM, €CIH CTYACHT IMOJIYYUT 3a HETO
He MeHee 60% OT yCTaHOBJIEHHOTO JUIsl 3TOT0 KOHTPOJISI MaKCUMaIbHOTO Oaiia. PedTHHTOBBIN
0asn1, BBICTABIIIEMBI CTYIEHTY 3a TEKyIllee KOHTPOJIbHOE MEpPONPHUATHE, CIAHHOE CTYACHTOM B
YCTaHOBJICHHBIC TPa(PUKOM KOHTPOJIBHBIX MEPONPHUITHI CPOKH, OTIPENIEAETCS CICTYIOMNUM 00-

pazomM:

YpoBeHb BHITIOJIHEHHS] KOHTPOJIBHOTO
3aJaHus

PetitunroBerii 6amn (B % OT MaKCUMaJIBHOTO
Oayta 3a KOHTPOJIBHOE 33JIaHNe)
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OTNUYHBINA 100
Xopomwuii 80
Y 10BJIETBOPUTEIBHBIHN 60
HeynosnerBopurenbHbIi 0

PeliTuHroBas cucrema OLEHKH He MPEeIyCMOTPEHa JUIsl CTYAEHTOB, 00yJaromuxcs Ha 00-
pa30BaTENbHBIX NMPOrPpaMMax YPOBHsI BBICHIETO0 00pa30BaHUs OakalaBpHara O4HO-3a04HOU (op-

MBI O0yUYCHHUS.

4. MeToauyecKkne yKa3aHHsl K BHINOJTHEHUIO KOHTPOJIBLHOI padoThl

KOMILIEKT 3AJTAHUM JJISI KOHTPOJIBHOM PABOTHI

BAPUAHT Ne 1.

1. TpeGoBanus k 61aHKaM JOKyMEHTOB.

2. [Tpaswmia opopmienns pexuzutos — 01, 08, 12, 21, 30.
3. Iucsma. CripaBky. JJ0BEPEHHOCTH.

BAPHUAHT Ne 2.

1. TloxroroBka u oopmiieHHE PACTIOPSTUTEIIBHBIX JOKYMEHTOB.
2. IlpaBuna opopmienus pexksusutos — 02, 10, 16, 19, 26.

3. IMucema. ®akcel. CripaBKHy.

BAPUAHT Ne 3.

1. TloaroroBka u opopMIIEHHE OPraHU3aUOHHBIX JOKYMEHTOB.

2. IlpaBuia opopmienus pekBu3uToB gokymentos — 03, 15, 20, 23.
3. Ilpuka3sl 1O OCHOBHOM NESATEIbHOCTH. 3asBICHMUS.

BAPUAHT Ne 4.

1. CocraBneHre HOMEHKIIATYPHI JIe]I.

2. IlpaBuna odopmienus pexsuszutos — 08, 10, 18, 25, 27.
3. Hoxumamabie 3amucku. [IprKasbl Mo JMYHOMY COCTaBY.
BAPUAHT Ne S.

1. Co3nanue TOKyMEHTOB C Hcnonb3oBanuem [19BM.

2. Ilpasuna odopmienus pexsuzutos — 09, 13, 17, 24, 30.
3. [pukassel o TMYHOMY cocTaBy. Pe3rome.

BAPUAHT Ne 6.

1. ®opmupoBanue u ohopMIIEHUE JIET.

2. Ipaswmia opopmitenus pexsusuroB — 10, 14, 18, 21, 29.
3. HomxHOocTHBIE MHCTPYKIMH. CIIpaBKH.

BAPUAHT Ne 7.

1. JlokymeHTHpOBaHHE TPYIOBBIX MPABOOTHOIICHUH.

2. Ilpasuna odopmienus pexsuszutoB — 11, 12, 18, 20, 21.
3. IIpotokoukl. JloBEpEeHHOCTH.

BAPHUAHT Ne 8.
1. IToaroroBka JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
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2. IlpaBuna oopmienus peksusutoB — 12, 19, 20, 22.
3. TpynoBble JOrOBOPBI.

BAPUAHT Ne 9.

1. Jleno, knaccudukanus JOKYMEHTOB MPEATIPUSITHSL.

2. IlpaBuna opopmienus peksusnutoB — 13, 16, 22, 26, 28.
3. Tenerpammel. Tenedonorpammel. [Tucema.

BAPUAHT Ne 10.

1. Opranuzanust JOKyMEHTOO00pOTa HA IPEANPUATHH.

2. IlpaBuna oopmienus peksusuroB —14, 15, 19, 21, 27 .
3. Akrsl. [Iucbma.

BAPUAHT Ne 11.

1. TpebGoBaHus Kk OIaHKAM JOKYMEHTOB.

2. IlpaBuna opopmienus pexsusutos — 01, 08, 12, 21, 30.
3. IMucema. dakcel. CripaBKH.

BAPUAHT Ne 12.

1. CocraBnenne HOMEHKIATYpHI €.

2. [Tpaswia opopmienns pexsuzutos — 02, 10, 16, 19, 26.
3. Tucema. Crpasku. JIoBEpeHHOCTH.

BAPUAHT Ne 13.

1. oaroroBka u ohopMIICHHE OPraHU3AIMOHHBIX IOKYMEHTOB.

2. IlpaBuna oopmienus pekBu3uToB gokymenTos — 03, 15, 20, 23.
3. Ilpuka3sl 1O OCHOBHOMH JESATETBHOCTH.

BAPHUAHT Ne 14.

1. Toxaroroska u oopmileHHE PaCIOPAIUTEILHBIX JOKYMEHTOB.
2. [TpaBuna opopmnenus pexsusutos — 08, 10, 18, 25, 27.

3. Tlpukasel O TUYHOMY COCTABY.

BAPUAHT Ne 15.

1. ®opmuposanue u opopmieHuUE e

2. [TpaBwita opopminenus pexsuzutos — 09, 13, 17, 24, 30.

3. Tlpukasbl MO aIMUHUCTPATHBHO-X03AHCTBEHHBIM BOPOCAM.

BAPHUAHT Ne 16.

1. Pesiome.

2. Tlpasuna opopmnenus peksusuros — 10, 14, 18, 21, 29.
3. JloMmKHOCTHBIE HHCTPYKIIUH.

BAPUAHT Ne 17.

1. Ipasuna opopmnenns peksusuros — 11, 12, 18, 20, 21.
2. TIpoToKkoIBI. JIOBEPEHHOCTH.

3. Tpy/IOBbIE IOTOBOPBI.

BAPHUAHT Ne 18.
1. HOZ[I‘OTOBKa JOKYMCHTOB K apXUBHOMY XPAaHCHUIO.
2. TIpaBuna opopmiaeHus pexpusutos — 12, 19, 20, 22.
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3. AxTsl. ITucema.

BAPHUAHT Ne 19.

1. Jleno, knaccupukanus J0KyMEHTOB HPEANPUATHS.

2. [TpaBwia opopmiienus pexBuzutoB — 13, 16, 22, 26, 28.
3. Tenerpammsl. Teneponorpammsl. ITuceMa.

BAPUAHT Ne 20.
1. Opranu3zanus T0OKyMEHTOOOOpOTa HA IPEANPHUSITHH.
2. IlpaBuna oopminenus peksusutoB —14, 15, 19, 21, 27 .
3. JIoKyMEeHTHpOBaHHE TPYIOBBIX MPABOOTHOIICHHIA.
BAPHUAHT Ne 21.
1. JlokymeHTHpOBaHHE UH(POPMAIIUH.
2. JloKyMeHTBI, MOATBEPKAAIOIINE OPraHU3AIMOHHO-TIPABOBOM CTATyC MPEANPHUSITHS U €T0
TOCYJapCTBEHHYIO PErHCTPALIHUIO.
3. MexayHapoaHble CTaHAAPTHI B 00JAaCTH PAOOTHI C TOKYMEHTAMH.

BAPHUAHT Ne 22.
1. ABTOMaTH3MpPOBAHHBIC TEXHOJOTHU JOKYMEHTHPOBAHUS U JJOKYMEHTO00OPOTA KaK KOM-
MOHEHT CUCTEMbI KOMIUIEKCHOM aBTOMATH3AIMH JACITEIIbHOCTH PEANPHUSITHS.
2. OdopmieHnEe PEKBU3UTOB, OMPEACISIONIUNX IOPUANICCKYIO CHITY JOKYMEHTOB,
3. Kiaccudukarop nmpuka3zon

BAPUAHT Ne 23

1. Pa3Butue cnoco00B CO31aHUS JOKYMEHTOB.

. TpeGoBaHUs K TEKCTY YIPABIEHYECKOTO JOKYMEHTA.

3. OdopmneHne peKBU3UTOB, OMPEACIISIONINX IBIKEHUE U OTPAKAIOIINX 00pabOTKy U
WCTIOTHEHUE IOKYMEHTA.

N

BAPUAHT Ne 24.
1. Tunonorus JOKyMEHTOB.
2. CymHOCTh 1 (hopMaThl SJIEKTPOHHBIX JIOKyMEHTOB
3. ®opMupoBaHNE HOMEHKJIATYPHI Jell.

BAPUAHT Ne 25.

1. ®enepanbHOE 3aKOHOAATENBCTBO B chepe paboThl C TOKYMEHTHUPOBAHHON MH(POpMAaLIUEH.
2. DnexkTpoHHas IU(POBas MOANUCH KaK PEKBU3HUT AIIEKTPOHHOTO JJOKYMEHTA.
3. ApXHMBHOE XpaHEHHE JJOKYMEHTOB.

BAPHUAHT Ne 26.
1. Knaccudukanus, yaudukamus 1 CTaHAapTU3AIMS B IETIOTPOU3BOJICTBE.
2. Haznauenue 1 BUJbI OPraHU3alMOHHBIX JOKYMEHTOB
3. JIOKyMEHTBI CUCTEMBbI MEHEP)KMEHTA KaueCTBa.

BAPHUAHT Ne 27.
1. HopMaTuBHO-METOUYECKHIE TOKYMEHTHI 110 JIeTONPOU3BOICTBY U OpraHU3aIuU
ApXUBHOTO XPAaHEHUS TOKYMEHTOB.
2. CTpyKkTypa U MITaTHAs YUCIEHHOCTD, IITATHOE PAcIHCaHuUe.
3. JloknmaaHble, CITy)KeOHbIe U O0BSICHUTEIBLHBIC 3AITHCKH.
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BAPUAHT Ne 28.
1. YuuduuupoBaHHbIE CUCTEMBI JOKYMEHTALIUH.
2. Poib pacriopsiiuTeIbHBIX JOKYMEHTOB B YIIPABICHUYECKOU JIEATEIBHOCTH MPEATPHUSITHS.
3. IIpaBuia u metoarka opopMIIeHHUs JTUYHBIX Jejia COTPYJHUKOB

BAPUAHT Ne 29.
1. Dransl NOATOTOBKU PACIIOPSIUTENBHBIX JOKYMEHTOB.
2. YHuuIpoBaHHas CUCTEMa OPraHU3allMOHHO-PACTIOPSAUTEILHOM TOKYMEHTAIUH.
3. IlpaBuia cocTaBiieHUs TeKCTa U OPOPMIICHHS PEKBU3UTOB JEJIOBOTO NMHACHMA.

BAPUAHT Ne 30.
1. TpeGoBanus Kk 0HOpPMIECHUIO JOKYMEHTOB. blIaHKH TOKYMEHTOB.
2. Bunsl pacriopsauTeabHbIX JOKYMEHTOB, CO3/1aBA€MBbIX IIPH €JUHOJIMYHOM U
KOJUIETMAJIbHOM CIIOCO0aX MPUHSATHSI PEIICHHUS.
3. JloknangHsle, crykxeOHbIE U OOBSICHUTENIbHbIE 3aITUCKU

1. Kpurepuu onieHuBaHUA KOMIETeHImii

OneHka «OTJIIMYHO» BBICTABISIETCS CTYAEHTY, €CJIM OH IO0Ka3aj IIyOOKoe M XOpOoUIo ap-
I'YMEHTHPOBAHHOE 0OOCHOBAaHUE BCEX BOIPOCOB KOHTPOJIBHOM pabOThI; YETKYIO (hOPMYITUPOBKY
U MIOHUMaHHUE H3Yy4daeMbIX MPOoOJIEM; IIUPOKOE U MPAaBUIBHOE HCIOJb30BAaHUE OTHOCSILIEHCS K
BOIIPOCAM JIMTEPATYPhl U IPUMEHEHHBIX aHATUTUYECKUX METO/IOB; IIPOSIBIIEHO YMEHUE BBIABIATH
HEJOCTaTKU U JieJaTh 0000I1eHNs HA OCHOBE OTAENbHbIX AeTaneil. ColepikaHue Ucciae0BaHus U
XOJ] 3alIUThl YKa3bIBAIOT HA HAJIMYME HABBIKOB pabOThI CTy/eHTa B JaHHOH oOnactu. Odopmie-
HUE KOHTPOJbHOW pabOThl COOTBETCTBYET MPEABSBIIEMbIM TPEOOBAHUSAM C HAJIMYMEM HEOOXO-
nuMoi 6ubnuorpaduu. 3ammra KOHTPOJIBHOW paboThl MOKa3ajla MOBBIIIEHHYIO MOATOTOBIICH-
HOCTb CTYJIEHTA U €ro CKJIOHHOCTh K aHAJIUTUYECKOW U IPOEKTHOM padoTe.

OneHka «XOpolIo» BBICTABISETCS CTYAEHTY, €CIM NPUCYTCTBYET apryMEHTHPOBAHHOE
000CHOBaHHE BONPOCOB KOHTPOJbHOW paOOTHI; deTKkass (popMyIupoBKa U MOHHUMaHHUE H3ydae-
MBIX MpPOOJIEM; UCHOIB30BAHUE OTPAHUYEHHOTO YMCJa JIUTEPAaTypHBIX UCTOUYHUKOB, HO JOCTa-
TOYHOTO JUIsl TIPOBEJIEHUsI HcclenoBaHus. PaboTa ocHOBaHa Ha cpelHEM IO TNyOMHE aHaIu3e
u3y4aeMoi mpoOJeMbl U IPU TOM CJIEJIaHO He3HAuuTeNbHOe Yrciao o0o0menuit. Conepxanue
MCCJIEIOBAHMSI M XOJ1 3aLIUTHI YKa3bIBAIOT HA HAJIMUYME MTPAKTUUYECKUX HaBBIKOB paOOTHI CTY/IEHTA
B JlaHHOM obOnactu. OdopmiieHue KOHTPOJIBHON pabOThl COOTBETCTBYET MPEABSABISIEMbIM Tpe-
OOBaHUAM C HaTM4YMEeM HeoOxoauMoi Ombnmorpadguu. Xoxa 3aluThl KOHTPOJIBHONH paboThI MO-
Ka3aJl JOCTaTOYHYIO TEOPETUYECKYIO U TPAKTUYECKYIO IMOATOTOBKY CTYZACHTA.

OneHka «yAOBJIETBOPUTENBHO» BBICTABIISETCS CTYACHTY, €CIIM MPUCYTCTBYET JOCTATOU-
HOe 000CHOBaHHE BBIOPAHHBIX BOIIPOCOB, HO OTCYTCTBYET I'TyOOKOE€ OHMMaHHE paccMaTpHBa-
emoii mpo6sembl. B 6ubinorpaduu 1aHbl B OCHOBHOM CCHUIKM Ha CTaHAApPTHBIE JUTEpaTypHbIE
UCTOYHUKU. HayuHble Tpyibl, HEOOXOUMBIE JJIs1 BCECTOPOHHETO M3Y4YEHHUs MPOOJIEMBbl, HCIIOb-
30BaHbl B OTPaHUYEHHOM O0beMe. 3aMeTHa HeXBaTKa KOMIIETEHTHOCTU CTYJIeHTa B JIaHHOM 00-
nactu 3HaHUNA. OQopMIIeHHEe KOHTPOJIBHOM paboThl C IeMEHTaMHU HEeOpeKHOCTH. 3aluTa KOH-
TPOJBHOW paboThl MOKa3ana yJOBIETBOPUTEIbHYIO TEOPETUUYECKYIO U MPAKTUYECKYIO IOATO-
TOBKY CTY/ICHTa, OTPAaHUYEHHYIO CKIIOHHOCTb K Hay4HOI pabore.

OneHka «HeyI0BIETBOPUTEIBHOY BBICTABIISIETCS CTYIEHTY, €CJIM BOMPOCHI KOHTPOJIBHOM
paboThl mpeacTaBiIeHbl B 0011eM, Bujae. OrpaHMueHHOE YHCIIO MCIIOJIb30BAaHHBIX JIUTEPATYPHBIX
uctoyHukoB. lllaGnoHHOe u3nOXkeHHe MaTepuana. Hamuyue AormMaTuyeckoro mnoaxojaa K Hc-
MI0JIb30BAHHBIM TEOpUAM M KoHUenuusM. CyXJIeHHus MO MCCIEAYEMBIM BONPOCAM HE BCEraa
KOMIETEHTHBI. HETOUHOCTH M HEBEPHBIE BBIBOIBI MO U3y4daeMoi autepatype. KoHTponapHas pa-
60Ta opopmileHa € HIEMEHTaMH 3aMETHBIX OTCTYIUICHUN OT IPUHATHIX TPEOOBAaHUIA.

MeTtoauyeckne MaTepUAJIbl, ONPeAeISIOIIUEe MPOLEAyPbl OLleHUBAHUS 3HAHUI, YMEHUI,
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HABBIKOB M (MJIM) ONBITA 1eSITEJIbHOCTH, XapAKTEePU3YIOIIMX ITanbl (OPMUPOBAHNS KOMIIETEH-
Mt

[poriemypa mpoBeeHrs: JAHHOTO OIEHOYHOTO MEPOTIPUSATHS BKITFOUAET B CEOSI: BBHITIOJIHCHUE
KOHTPOJIbHON pabOoThl 10 OJHOMY W3 MPEIOKEHHBIX BAPHAHTOB U BBICTYIUICHUE C JaHHOW paboToi
B BUJIC IPE3CHTALIMU TIE€PEJ] CTYACHYECKON ayIUTOPHUEI.

[Ipemnaraemple CTyIEHTY 3aaHKs TTO3BOJISIFOT MpoBepuTh Komnerenuuu: MJ1-4 OITK-2, U/I-
7 OIIK-2, UJ1-1 U -2 TIK-8.

JI71st HOATOTOBKH K JAHHOMY OLIEHOYHOMY MEPOIPUATHIO HEOOXOUMO H3YUUTh padOThl OTe-
YECTBEHHBIX U 3apyOEKHBIX YUEHBIX 10 JAHHOM MpoOIeMaTHKe, MPOCMOTPETh MOCICHUE aHATUTHYC-
CKH€ OTYEThI U CIIPAaBOYHUKH, a TAK)KE MIOBTOPUTH JICKIIMOHHBIM MaTepuas, MaTeprasbl MPAKTHYECKUX
3aHSTHIA, @ TAKXKE BOIIPOCHI, BHIHOCUMBIE Ha CAMOCTOSITENTLHOE N3YyUEHHUE.

[Ipu moAroToBKe K OTBETY CTYACHTY MPEIOCTABIISETCS MPaBO MOJIb30BATHCS CBOEH paboToil 1
KOHCIICKTaMHU.

[Tpu poBepke 3a/1aHusl, OLEHUBAIOTCS TIOJIHOTA PACKPBITHS POOJIEMBbI, HCIIOJIL30BaHUE Pa3-
JIMYHBIX UICTOYHUKOB MH(OpMAIIUH.

5. MeToanueckue YKa3aHUus 110 UBYYECHHUIO TECOPETHYECCKOI0 MaTepuaJja

Padora ¢ kHurou

[Tpu pabote ¢ KHUrONH HEOOXOAMMO MONOOPATH JUTEPATYpPy, HAYUYUTHCS MPABUILHO €€
YHUTaTh, BECTH 3anmucH. s moxbopa aureparypsl B OMOIMOTEKE HCTIONB3YIOTCS all(haBUTHBIN U
CHUCTEMaTHYECKHH KaTaloru.

BaxHO TOMHUTB, YTO pPallMOHAJBHBIE HABBIKM PaOOTHI C KHUTOH - 3TO Bcernaa Oosbiast
9KOHOMHUS BPEMEHHU U CHIIL.

[TpaBuibHBI TOAOOP y4EOHUKOB PEKOMEHIYETCS MpEenoaBaTeieM, YUTAIOIIM JICKIU-
OHHBIN Kypc. HeoOxonumas nutepaTypa MOXKET ObITh TAaKXKe yKa3aHa B METOAMYECKHX pa3pa-
00TKax MO JaHHOMY KypCYy.

N3yuas marepuan no y4yeOHUKY, clelyeT NepeXxOoAUTh K CIEIYIOLEMY BOMPOCY TOJIBKO
10CJI€ IPAaBUIBHOTO YSICHEHHUS TPEABIIYIIET0, OMMChIBas Ha OyMare Bce BBIKJIAQJAKH U BBIYHCIIE-
HUS (B TOM 4YHUCIIE T€, KOTOpbIE B y4eOHUKE OMYIIEHbl MJIM Ha JICKIUH JAHBI 751 CAMOCTOSATENb-
HOTO BBIBOJIA).

[Tpu n3yueHnu ar060# TUCHMITIIMHBI OOJIBIIYIO M BaXKHYIO POJIb UTPAET CaMOCTOATENbHAs
WHAMBHyallbHas padoTa.

Ocoboe BHMMaHUE cieayeT OOpaTUTh Ha ONpeeNeHHe OCHOBHBIX MOHATHH Kypca. Cry-
JICHT JOJDKEH MOAPOOHO pa30upaTh MPUMEPHI, KOTOPHIE TIOSCHSIOT TaKHE ONPEACTICHHS, U YMETh
CTPOUTH AaHAJIOTUYHBIE IPUMEPBI CaMOCTOATENBbHO. HyKHO T0OMBATHCS TOUHOTO MPEICTaBICHUS
0 TOM, 4TO u3ydaenb. [lone3Ho cocTaBIsTh ONOPHBIE KOHCTIEKTHI. [Ipyn m3ydeHnn marepuania 1mo
y4eOHUKY TOJIE3HO B TeTpaau (Ha CHEelHMaIbHO OTBEACHHBIX MOJSIX) JOMOJIHATh KOHCIIEKT JIeK-
uii. Tam ke ciieyeT oTMedyaTh BOIPOCHI, BBIACICHHBIE CTYIEHTOM ISl KOHCYJIBTAIlH C TIPETo-
JlaBaTesIeM.

BbIBOIBI, TTONTyYSHHBIE B pe3yNIbTaTe U3yUSHHsI, PEKOMEHIyeTCSl B KOHCIIEKTE BBIICIIATH,
4TOOBI OHM MTPU NEPEUUTHIBAHUY 3AMMCEH JTyUllle 3alIOMUHAIIUCH.

OnBIT TOKA3BIBAET, YTO MHOTHM CTYJIEHTaM ITOMOTAaeT COCTABJIICHUE JINCTA ONIOPHBIX CHT-
HAJIOB, COJIEpIKalllero BaXKHeIe 1 Hanbosee yacto ynorpedisemble GopMyisl U moHsATHA. Ta-
KO JINCT IMTOMOTaeT 3allOMHHUTE ()OPMYIIbI, OCHOBHBIE TIOJIOKEHHUS JIEKITUH, a TAK)KE MOXKET CITy-
KHUTb TOCTOSTHHBIM CIIPAaBOUYHUKOM JUIs CTY/ICHTA.

PaznuuaroT 1Ba BUa YTSHHS;, IEPBUYHOE U BTOPHYHOE. [lepsuunoe - 3T BHUMATEIHHOE,
HETOPOIUIMBOE YTEHUE, P KOTOPOM MO>KHO OCTAHOBUTHCS Ha TPYIHBIX MecTax. [locne Hero He
JIOJDKHO OCTaThCSl HA OJTHOTO HETMOHATHOTO osioBa. Cojiep)kaHue He BCET]a MOXKET ObITh TOHATHO
10CJIe EPBUYHOTO YTEHHUS.

3amaua 6mopuyHo2o0 YTEHUS TIOJTHOE YCBOEHHE CMBICIA IEeNoro (10 CUeTy ITO UTCHHE
MOYET OBITh M HE BTOPBIM, @ TPETHUM HJIU YETBEPTHIM).
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IIpaBui1a caMoCTOATEIbHON PadOThI € JTUTEPATYPOi

Kak yxxe otmeuanoch, camocToATeabHas padoTa ¢ yueOHMKaMU U KHUTaMU (a Takxke ca-
MOCTOSATEIBHOE TEOPETUUYECKOE HCCIIeOBaHUE NpoOIeM, 0003HAYEHHBIX IPErojaBaTesieM Ha
JIEKIUSAX ) — 9TO BaxkHeMIIee ycioBue GopMUpoBaHus y cedst HaydHOro crnocoOa nozHanus. Oc-
HOBHBIE COBETHI 3/IECh MO’KHO CBECTH K CJIETYIOLIUM:

1. CocraButh nepeueHb KHUT, ¢ KOTOPHIMU BaMm cienyet mo3HakoOMUThCS;

2. Cawm Takoii nepeyeHb JOKEH ObITh CHCTEMAaTU3HPOBAHHBIM.

3. OO6s3aTenbHO BBINUCHIBATH BCE BBIXOJHBIC JAHHBIC MO KAXKIOW KHUTE (IIPU HAHCAHHUU

NUCHMEHHBIX PabOT 3TO MO3BOJIUT OYEHb COKOHOMHUTH BPEMS).

4. Pa3zoOpatrbcst 1uist ce0sl, Kakhue KHUTH (MM KaKHhe TJIaBbl KHUT) CIIEAYEeT MPOYHTaTh OoJiee

BHUMATEJBHO, a KAKHE — IPOCTO IIPOCMOTPETb.

5. Ilpu cocrtaBneHuu nepeyHell JIUTepaTyphl cleAyeT OCOBETOBATHCS C MPENoIaBaTeIISIMU

U HayYHBIMH PYKOBOJIUTENSIMHU (WM Jaxe ¢ 0ojiee MOATrOTOBICHHBIMU M 3PYIUpPOBaH-

HBIMHU COKYPCHHKaMH), KOTOpbIe OMOTYT Bam sydiiie cOpueHTHpPOBAThCS, Ha YTO CTOUT

o0patuTh OoJbIIee BHUMAHHUE, & HA YTO BOOOIIE HE CTOUT TPATUTh BPEMSI.

EctecTBeHHO, Bce MpOYNTaHHbIE KHUTH, YUE€OHUKU U CTaThbU CJIEIyeT KOHCIEKTUPOBAThH, HO
3TO HE O3HAYAeT, YTO HAJ0 KOHCIIEKTHPOBATH «BCE IOJAPSI». MOYKHO BBITUCHIBATH KPAaTKO OC-
HOBHBIE UJIEU aBTOpPA U MHOTJIA IPUBOJIUTH HanboJjee spKue U MoKa3aTelbHbIE ITUTATHI (C yKa3a-
HUEM CTpaHuI).

UreHre Hay4yHOTO TEKCTa SBIISETCS YaCThIO MMO3HABATEIbHOU NesATeNbHOCTH. Ee menp —
U3BJICUEHHE U3 TeKCcTa HeoOxoauMoil nHpopMmaru. OT TOTO HA CKOJIBKO OCO3HAHHA YUTAIOIIUM
coOCTBEHHAsl BHYTPEHHSSI YCTAaHOBKA MPU OOpAIICHUU K NIEYaTHOMY CIIOBY (HalTH HY)KHBIE CBe-
JICHHS, YCBOUTH WH(OPMAIHMIO TOJHOCTHIO WM YaCTUYHO, KPUTHUECKU MPOAHAIN3UPOBATH Ma-
TepHal  T.I.) BO MHOTOM 3aBUCHUT 3()PEKTUBHOCTH OCYIIECTBISEMOTO IEHCTBUS.

Br1iensiroT 4eTbipe OCHOBHBIE YCTAaHOBKH B YTCHUU HAYYHOTO TEKCTA:

1. undopmanMOHHO-TTONCKOBBIH (331a4a — HAWUTH, BBIACIUTH UCKOMYIO HH(DOPMAILIHIO)

2. ycBamBaromiast (yCHIJIMSI YUTATENsl HAIPABJICHBI HA TO, YTOOBI KaK MOXKHO TIOJHEE 0CO-
3HATh U 3alIOMHUTH KaK CaMU CBEJCHUS U3JIaraeMble aBTOPOM, TaK U BCIO JIOTHKY €ro paccyxkie-
HUHN)

3. aHANTUTUKO-KpUTHUYECKasl (YUTATENb CTPEMHUTCS KPUTUYECKH OCMBICIUTH MaTepual,
NIPOAHAJIM3UPOBAB €0, OMPEILIINB CBOE OTHOIIICHHUE K HEMY)

4. TBOpueckas (Co34aeT y uhTaTeNsi FTOTOBHOCTh B TOM MJIM MHOM BHJI€ — KaK OTIPaBHOM
IYHKT JJIS CBOUX PacCyKICHHH, Kak 00pa3 Ui ASWCTBUS 10 aHAJIOTHH U T.II. — UCIOJIB30BATh
CYXJIEHUSI aBTOpA, XOJ €ro MbICIeH, pe3ynbTaT HaONoJeHHs, pa3pabOTaHHYI0 METOAMKY, J10-
MIOJTHUTH UX, TIOABEPTHYTh HOBOH MPOBEPKE).

OCHOBHBIE BU/Ibl CHCTEMATU3UPOBAHHON 3aIICH IPOUYUTAHHOTO:

1. AHHOTHpOBaHHME — MPEAEIbHO KPATKOE CBSI3HOE ONMMCAaHUE NMPOCMOTPEHHOM WM Mpo-
YUTAHHOUN KHUTH (CTaThH), €€ COJIeP KaHUs, UCTOYHUKOB, XapaKTepa U Ha3HAUCHHUS,

2. [InaHnpoBaHMe — KpaTKas JIOTHYECKas OpraHH3alys TEKCTa, PacKphIBAIOIIAs CONEp-
KaHHUE U CTPYKTYpY U3y4aeMOro Marepuara;

3. Te3upoBaHmWe — JIAKOHMYHOE BOCIIPOM3BEIEHNE OCHOBHBIX YTBEp)KIEHHH aBTOpa 0e3
npuBJIeUeHHs (PaKTUYECKOro MaTepuaa;

4. 1lutupoBaHHEe — JOCIOBHOE BBHITMCHIBAHHUE M3 TEKCTA BBIACPIKEK, H3BICUCHHN, HAN0O-
Jiee CyIIEeCTBEHHO OTPaKaIOMIMX Ty WIM HHYIO MBICbh aBTOPA;

5. KoHcniekTrpoBaHue — KpaTKoe ¥ MOCIIeIOBATEIbHOE U3IIOKEHHUE COJCPKAHUS POUH-
TaHHOTO.

KoHcIeKT — CIToKHBIN crIOCc00 U3TI0KEHHUS COJIEPIKAHHUS KHUTH WM CTaThU B JIOTHUECKOM
nocienoBaTenbHOCTH. KOHCIEKT akKyMylIupyeT B cebe MmpeablayIue BUAbl 3alKiCH, TT03BOJISIET
BCECTOPOHHE OXBAaTHUTh COJIEPKAHNE KHUTH, CTaThH. [103TOMY yMEHHE COCTaBIIATH TUIaH, TE3UCHI,
JieNaTh BBIMUCKH U IPYTHE 3alIUCH ONpeAEIsieT U TEXHOIOTHUIO COCTaBIEHUS KOHCIIEKTA.

MeTtoanyecKue yKa3aHUs 0 COCTABJIEHHI0 KOHCIEKTA

1. BHumarenbHO MpOYUTANTE TEKCT. Y TOUHUTE B CIPABOYHOMU JIMTEpAType HENOHSATHBIE

cinoBa. [Ipu 3anucu He 3a0yAbTe BHIHECTH CIIPABOYHBIC JaHHBIE HA MOJISI KOHCIIEKTA;
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2. Beigenure rmaBHOE, COCTAaBbTE IJIAH,

3. Kparko chopmynupyiiTe OCHOBHbBIE MOJIOKEHHUS TEKCTa, OTMETHTE apryMEHTAILIUIO aB-
TOpA;

4. 3aKOHCHEKTUPYHUTE MaTepuall, YeTKO Cleqys MyHKTaM IuiaHa. [Ipu KoHCHeKTHpoBa-
HUU CTapaiTeCh BBIPA3UTh MBICIIb CBOUMHU CIIOBaMU. 3alUCH CJIEIyeT BECTH YE€TKO, SCHO.

5. I'pamoTHO 3anuchiBaiiTe UTATHl. LIUTHPYS, yUUTHIBaiiTe TaKOHUYHOCTh, 3HAYUMOCTh
MBICJIH.

B TekcTe KOHCHEKTa ’KeJIaTeIbHO MPUBOJNUTh HE TOJIBKO TE3UCHBIE MOJIOKEHMS, HO U UX
JoKazarenbcTBa. [Ipu odopmileHMH KOHCIIEKTa HEOOXOIMMO CTPEMHTHCS K €MKOCTH KaXKIOTro
npeioxkeHusl. MpICIH aBTOpa KHUTH CIIEyeT U3jlaraTb KpaTKo, 3a00TACh O CTHUJIE M BbIpasu-
TEIHHOCTU HANTMCAHHOTO. YMCIIO JOMOHUTEIBHBIX 3JIEMEHTOB KOHCIIEKTA JIOJDKHO OBITh JIOTH-
YecKu 00OCHOBAHHBIM, 3aIHCH JTOJIKHBI PacTIpEICISATHCS B ONPEACICHHOM MOCIeI0BATEIbHOCTH,
OTBEUAIOIIEH JTOTMYECKON CTPYKTYpe pou3BeneHus. [|Jiss yTouHeHus U JIONOJHEHUST HeOOX 0 IH-
MO OCTaBJIATH IOJIS.

OnnajieHre HAaBBIKAMU KOHCIEKTHPOBAHHUS TPEOYeT OT CTYJCHTa LEJNeyCTPEMIICHHOCTH,
MOBCEIHEBHOI CaMOCTOATEIbHOU PabOTHI.

6. Pekomenayemas iuteparypa
OcHoBHasi IUTEpaTYypa:

1. Ky3nenoa U.B. JlokymMeHTHpOBaHUE YIPABICHYECKON IEATEILHOCTU [ DICKTPOHHBIH
pecypc]: yuebnoe nmocobue mus 6akamaBpoB / U.B. Ky3nemnosa, . A. XagatpssH. — DJIEKTpOH.
TekcToBbIe JanHble. — Mocksa: JlamkoB u K, A [1u Dp Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum mocryma: http://www.iprbookshop.ru.

JlonoIHNTEIbHAS JIUTEpaTypa:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIPABICHUYECKOW NEATENBbHOCTH [DJIeKTPOHHBIN
pecypc]: yuebnoe nocodue/ Kaypman H.FO.— DnextpoH. TekcToBbie nanHbie.— OMck: OMCKuit
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pgocryna:
http://www.iprbookshop.ru.

HNurepHer-pecypcesl:

http://biblioclub.ru (Caiit 9bC «YHuBepcuteTckas Onbinoreka oHIalH»)
http://www.economicus.ru/nfpk/pe.php (O6pa3oBarensHbIii mopTan «Economicus.ruy)
http://www.consultant.ru/ (OdunnansHblii caiit komnanuu «Koucynbrant- [Tarocy).
http:///www.garant.ru/ (CaiiT uHGOpMaIMOHHO-TIPaBOBOT0 nopTaina «I"apanT»).
http://fcior.edu.ru/ (Caiir  ¢denepanbHoro 1eHTpa HMH(POPMAITMOHHO-00PAa30BATENBHBIX

pECYpCOB).

agbrwbhE
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