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Tema 1. Ponb nnopMaiuy u 1OKyMEHTOB B YIIPABICHUYECKOU eI TEIbHOCTH

Tema 2. JIOKyMEHT ¥ CUCTEMbI JOKYMEHTAIIUU

Tema 3. HopmatuBHO-TipaBoBas 6a3a JOKYMEHTAIIHIOHHOTO O0eCIIeueHus yIpaBiIeHUs
Tema 4. YrpaBnenueckas JOKyMEHTAIUs: TpeOOBaHUSI K COCTaBICHUIO U O(OPMIICHHIO,
(hopMyIsp-o0paserr, COCTaB U PACIIONIOKCHIE PEKBU3UTOB.

Tema 5. Co3nanue 2JIEKTPOHHBIX TOKYMEHTOB

Tema 6. OpranusaiioHHble JOKYMEHTBI, UX COCTaBlIeHHE U oopmiieHue

Tema 7. CocraB U co3/1aHUE PACTIOPSIUTEIbHBIX TIOKYMEHTOB

Tema 8. IlHpopMarmoHHO-CIIpaBOYHBIE TOKYMEHTHI

Tema 9. Opranu3zanust paboThl C JOKYMEHTaMH

Tema 10. XpaHeHue 10KyMEHTOB

Tema 11. ABromMaTu3aIys TOKyMEHTallMOHHOTO 00eCIIeYeHHsI YIIPaBICHUS

Tema 12. Cucrtema ynpapiieHUs: JOKYMEHTaMH Ha [IPEANPUATHH

PEKOMEHAYEMAS JINTEPATYPA



Beenenne

B HacTtosimee  BpeMsi  COBEPILIEHCTBOBAHHE  YNPABICHHS  MPOU3BOJCTBEHHO-
XO3SIMCTBEHHBIMM ~ CHCTEMaMHM, IIOBBIIIEHWE YPOBHA oOpraHuzauuu H  3(pQeKTuBHOCTH
YIPaBJIEHYECKOTO TPyJla BO MHOI'OM 3aBHUCHUT OT TOTO, HACKOJBKO pPAIllMOHAIBHO MOCTABJICHO B
YUPEKACHUAX U Ha MPEIIPUATUSAX AEIONPOM3BOJICTBO. T€pMUH «IOKYMEHTALMOHHOE obecrie-
YEeHHUE» XapaKTEePU3yeT COBOKYITHOCTh paboT MO JeNONPOU3BOJCTBY YUPEKICHUN U 110 OPTraHu-
3alluy B HUX JIOKYMEHTOB. [IOHATHEM «IOKYMEHT» OIpeaeseTcs uHpopMaLus, 3acaHHas
Tr00bIM criocoOoM Ha J1I000M Matepuaie, U3AaHHas UM MOJy4YeHHas JI00bIM (PU3UYeCKUM HIIH
IOPUJIMYECKUM B JIF0OOH OpraHU3aliy i UCIIOJIb30BAaHUS B CBOCH JESITEIbHOCTH.

Kypc «/lenonpon3BoacTBO U TOKYMEHTALIMOHHOE 00eCIIeueHUe TOCYAapCTBEHHON U MY-
HULMNAIBHOH Ci1y’KObI» AaeT 0a30Bble 3HaHUS B 00JIACTH U3Yy4YEHUs AEJIONPOU3BOACTBA U pabo-
TBI C IOKyMEHTaM{ B OpTaHU3alliu. B mpeiaraeMbIx METOIMYECKUX YKa3aHUSAX paccMaTpuBa-
€TCsl CYIIHOCTb U crenu(puKa JOKyMEHTUPOBAHUS YIIPABIEHYECKON AeATEeIbHOCTH; IPOUCXOJUT
03HAKOMJICHHE C MIPAKTUKOM COCTABICHUS OPTraHU3aLMOHHBIX, PACTIOPSIIUTEIbHBIX U HH(POpMa-
LIUOHHO-CIIPABOYHBIX JIOKyMEHTOB; OBJIaJICHHE HAaBbIKAMHM APXHUBHOI'O XPAHEHUS JOKYMEHTOB U
COCTaBJICHUS] HOMEHKIIATYPHI JIeII.

Marepuan kypca o0ecrieuuBaeT 3HaHUE OOLIMX MPUHIMIIOB OPraHU3aIHH.

Lenp ocBOEHMS TUCIMILIMHBI 3aKI04aeTcsi B popMHpOoBaHUU Habopa obmenpodeccno-
HAJIbHOM KOMIIETeHIIMU OakanaBpa mo HampaBieHuto noarotoBku 38.03.04 ['ocynapcTBeHHOE
¥ MYHHUIUIIAIBHOE YIPaBJICHUE (HAIPaBICHHOCTh (MPOoQuiib): «PernoHasbHOE YIIpaBICHUEY),
OCBOCHME CTYACHTAaMM TEOPETUYECKHX 3HAHWH B 00JIACTH J€JIONPOU3BOJACTBA B OpraHU3aluy U
nproOpeTeHne MPaKTHYECKUX HABBIKOB B 001acTH O0()OPMIICHHUS JTOKYMEHTAIMH, HEOOXOIUMOM
JUISL IPUHATHUS TPAMOTHBIX YIPABICHYECKUX PELICHUH.

K 3amauam u3ydeHus: UCHUIUTMHBI OTHOCSTCS: MOJy4YeHHE 3HAHWK 110 OCHOBHBIM MPHUH-
[UIaM, HOHATUAM (OPMHUPOBAHUS HAYKU «JleT0Npon3BOACTBO U TIOKyMEHTAllMOHHOE o0ecreye-
HHUE TOCYIapCTBEHHOW W MYHHIIMITAIBHOHN CITYXObI», IPUHIIUIIOB U 3aKOHOB OpPraHU3alluH J10-
KyMEHT0000pOTa Ha MpeInpusTuy; (GopMUPOBaHUs YIPaBIEHYECKON U MHON OpraHu3aluOHHO-
pacropsIUTeIbHON JTOKYMEHTALMU; BEICHUE KaJIpOBOTO JOKYMEHTOOOOPOTa; CTPYKTYpYy IIO-
CTPOEHUS JJOKYMEHTO0O0pOTa B OpraHu3alu; GOpMUpPOBaHUE YMEHHUH PUMEHATh HOJTY4YEeHHbIE
3HAaHUS K PEUICHUIO BOIIPOCOB 10 OPTaHM3AIIMOHHBIM IpoIleccaM Ha MPEIIPUSTHH OBJIaJICHUE
OCHOBHBIMH NPUHLIUIIAMH (DOPMUPOBAHUS TOKYMEHTHPOBAHUS YIPABICHUECKOW JEesTeIbHOCTH,
3aKOHAMH OPTaHMU3aIMHU, HABBIKAMU COCTABJICHUS HEOOXOIMMBIX YIIPABICHUYECKUX TOKYMEHTOB.

B cooTBeTcTBMM C 3TMM OCHOBHOH LI€NbIO MPENOJaBaHUs AUCLUUILUIMHBI BBICTYHAeT Gop-
MHUpPOBAHHE y CTYACHTOB 3HAHW, HABBIKOB U YMEHHI B O0JIACTH JOKYMEHTHPOBAHUS YIPaBIIeH-
4eCKOH e TeTbHOCTH.

dopMupyeMsbIe B IPOIIECCe N3YUSHHST KOMIETCHITHH:

OIIK-5. CnocobeH ucnonb30BaTh B MPOGECCHOHATBHON NeATeNbHOCTH WH(POPMAalUOH-
HO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH, TOCYJapPCTBEHHBIE U MYHHUIUITAIbHBIE HH()OPMAIIHOHHBIE
CHCTEMBI; TIPUMEHSTh TEXHOJIOTUU 3JEKTPOHHOTO MPAaBUTENBCTBA U MPEJOCTaBIECHUS rocyaap-
CTBEHHBIX (MYHUIIUIIAIBHBIX) YCIIYT

Pe3ynbTaThl OCBOEHMS AUCIMIUIMHBI B pa3pe3e KOMIETEeHIINH:

OIIK-5:

Hcnonb3yeT MeToN0J0THI0 MHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIX TE€XHOJOTHH, Teope-
TUYECKHE OCHOBBI (hOpMHUPOBaHUS MH(OPMALIMOHHOTO O0ecIeueHus Mpolecca ynpaBieHus; nH-
CTPYMEHTAJIbHBIE CPEJICTBA KOMIBIOTEPHBIX TEXHOJOTMHA WH(GOPMALMOHHOTO OOCITYKUBaHUS
YIIPaBJIICHYECKON NeATENbHOCTH; TCHICHIIMU ¥ TEPCIIEKTUBBI Pa3BUTHUS M WCIOJIH30BAHUS WH-
(dopMalOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH B MPO(HECCHOHAIIBHON JeITeNbHOCTH;

HpI/IMCHHCT I/IH(bOpMaI_[I/IOHHO-KOMMYHI/IKE[I_[I/IOHHBIC TCXHOJIOTHUHU UIA pCIICHUS YIIpaB-
JICHUCCKHX 3a/1a4d; OMPECACIIACT HAlIpaBJICHUA UCITIOJIB30BaHUA U TCHACHINU Pa3BUTHUSA I/IH(l)OpMa-
NUOHHO-KOMMYHUKAIITHOHHBIX TEXHOJIOTUI B SKOHOMHUKE U YIIPaBJICHUH,



[TpuMeHsieT TeXHOJIOTHH JIEKTPOHHOTO MPABUTENBCTBA U IPEIOCTABIICHUS TOCYap-
CTBEHHBIX (MYHUIIUITAJIHBIX) YCIIYT
Metoanyeckre yka3aHusi CoJep)KaT PeKOMEHJAIMH K MPAKTHUYECKUM padoTaM CTYACH-
TOB U CIIUCOK PEKOMEHIOBAHHOW JIUTEPATYPHI.
3amaun METOJMYECKUX YKa3aHUH MO BBHIIOIHEHHUIO MPAKTHYECKUX padoT MO AUCHUIUINHE
«/1enmonpon3BoJCTBO U TOKYMEHTAITMOHHOE 00ECIIEYCHNE TOCYJAPCTBEHHONH W MYHHIIMTIAILHOU
CITYXKOBD»:
— aHanu3 poid MH(pOPMAIMK U JOKYMEHTOB B yIIPABICHUYECKOH IESTEILHOCTH;
— UCCIIEIOBAaHHE CUCTEMBI JJOKYMECHTAIIUH MIPEIITPUSATHS;
— U3yYeHHE HOPMATHUBHO-IIPABOBOM 0a3b1 JOKYMEHTAI[MOHHOTO  00eCIeueHUs
yIIpaBJICHUS;
— U3y4YCHHE YINPABICHYCCKOW  JIOKYMEHTAlMMd W  TPeOOBaHMH K COCTaBJICHUIO U
0(OPMIICHHIO TOKYMEHTOB;
— CO3J1aHH€ MEKTPOHHBIX JOKYMEHTOB,;
— pa3paboTKa OPraHMU3ALUOHHBIX, PACHOPSIIUTENBHBIX M HH(POPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB;
— OpraHu3aiys CUCTEMbI XpaHEHHSI JOKYMCHTOB;
— aHaJU3 KOMIUIEKCHOW CHCTEMbI YIIPABICHUS JOKYMEHTAMH Ha TIPEANPUITHA
[IpoBeenne MpaKTUYECKUX 3aHATHH MPENIoaracT akKTUBHYIO, IIEJICHAIIPABICHHYIO pa-
00Ty 00yJaromuxcs
Lenb mpaKkTHYECKOTO 3aHATHS — YCBOCHNE BAXHEHIITMX BOIIPOCOB Kypca M BHICTYILICHHUE
KaXJIOTO CTY/ICHTa Ha KaKJOM MPAKTHYECKOM 3aHATHU. Ha MpakTUYecKOM 3aHSATHH CTYACHTHI
JOJDKHBI YMETh OOBSCHUTH TMOHMMAaHHE MMM BOIPOCOB TeMbI. [ 3TOTO mpu MOATOTOBKE K
NPAaKTUYECKOMY 3aHSTHIO CTYJICHT JIOJDKCH BHUMATEIIBHO U3YyYUTh JINTEPATYPY U METOUYCCKUC
PEKOMEHIANNHU, TOATOTOBUTHCS M OTBETUTH Ha JIFOOOW BOMPOC TEMbI MPAKTHYECKOTO 3aHSTHU,
IPOJIOJDKUTh BBICTYIUICHUE TPEIbIAYIIEro BhicTynaromero. CTyJeHT MOXET HCIOJIb30BaTh OC-
HOBHBIC HOPMAaTHBHBIE aKThl U KOHCIEKTHI M3YYEHHOW JIUTEepaTyphl. Kaaplil CTyIEeHT J0IDKEeH
10 YKa3aHUIO IMPEINOoAaBaTelisi OTPEICH3UPOBATh COOOIICHUE, CIIEIIAHHOE MPEIbIIYIIUM BBICTY-
MAIOIINM.

Texkywian ammecmayus Ka4ecmea yc60eHUA 0AKANABPAMU NOTIYUEHHBIX 6 npoyecce 00yUe-
HUA 3HAHU

Texymas arrecranus paOOThl CTYJEHTOB OCYIIECTBIISIETCS B IPOLIECCE IPOBEIACHUS
IIPAKTUYECKUX 3aHATUN HA MIPOTSHKEHUM CEMECTpa IIyTEM OLICHKH YCTHBIX OTBETOB, a TAKXKE pa3-
pabOTKH TPOEKTHOTO 3aJaHUsI.

Ecnu cTyneHT He BBINOIHWI NPEIJIOKEHHOE 3aJaHKe, a TAK)KE HE MPOSBIIAT aKTUBHOCTH
Ha MPAKTUYECKUX 3aHATHUSIX, TO €ro padoTa B TEUEHUE CEMECTpa OLICHUBAETCS KaK HEY/IOBJIETBO-
putenbHasd. Eciu cTyIeHT NpommycKaeT 3aHATUs [0 YBaXKUTEIbHON NpuunHe (1o 00JIe3HU, UHU-
BUyaJbHBIN Irpaduk 00y4eHHs1), TO OH BBIMOJIHSET 3a/1aHUsl CAMOCTOSITEIbHO BO BHEAYAUTOPHOE
BpeMs. Ilpu 3ToM TecThl MOTyT OBITH 3aMEHEHBI Pa300pOM MPOOIEMHBIX CUTYaIUil 110 Ha3BaH-
HbIM TeMaM. [Ipeanonaraercs Takke MPOMEXYTOUHas aTTecTalus B (hOpMe BHIOJHEHUS MHUCh-
MEHHOH paboTHI B BUJIE TOKJIAJA.

Nrorosoii popmoii KOHTPOJIS 10 AUCHUIUIMHE BBICTYIAET 3K3aMEH, KOTOPBIA MPOBOIUTCS
B 4 cemecTpe.



IIPAKTUHYECKHE 3AHATHA

IIpakTnueckoe 3ansaTne Ne 1

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

Lesb 1aHHOM TEMBI — OTIPEEIUTH POJIb HH(POPMAIMH M JOKYMEHTOB B YIIPaBJICHYECKOM
NeSITETbHOCTH.

3amauu: onpezeneHue poiay HHPOPMAIMU U TOKYMEHTOB B YIIPAaBICHYECKOH JIESTEIbHO-
CTH MPEIUPUATHA ¥ OpraHu3alui pa3IUuHbIX GOpPM COOCTBEHHOCTHU U chep AesITETHLHOCTH.

3HaHusA W yMeHMsl, nmpuoOperaeMble CTYJIEHTOM B pe3yJbTaTe OCBOEHHS TeMBbI
NPAKTHYeCKOro 3aHATHUS, (POpMHpPYeMble KOMIIETEHIIMU WM X YACTH: B MpOIEcce n3yde-
HUSI TAHHOM TEMBI CTY/ICHTHI JIOJDKHBI 3HaTh OCHOBHBIE HOHSTHS M HOPMAaTHUBHO-TIPABOBYIO 0a3y
JOKYMEHTAITMOHHOTO OOECTIeYeHHUsI YIPaBICHHS; MPaBUia JTOKYMEHTAJIbHOTO O()OpMIICHUS pe-
IICHWH B YIPABJICHHH ONEPAlMOHHON (TPOM3BOJACTBEHHON) AEATEIBHOCTH OpraHU3aluil IpU
BHE/IPECHUU TEXHOJOTHUECKUX, MPOYKTOBBIX HHHOBALUN MIJIM OPraHU3aIIMOHHBIX U3MEHEHUH .

B mnpouecce m3yueHusi AaHHOH TeMbl (POPMHPYIOTCH CJIeAYIOLIHEe KOMIETEHINHU:
OIIK-5.

AKTYaJbHOCTb Te€MbI 3aKJII0YA€TCH B ONPEACICHUN POJIM HH(POPMALIUH U TIOKYMEH-
TOB B YIPaBJIEHUYECKOHN JIEATEIBHOCTH 00YCIOBIEHA HEOOXOIMMOCTBIO aJIallTal[i OpPTraHU3aIiH
K TpeOOBaHUSAM BHEIIHEW M BHYTPEHHEW Cpellbl, K OBJIAJACHUIO HOBBIMH 3HAHHUSMU U TEXHOJIOTU-
SIMH, 9YTO 0COOEHHO Ba)KHO B YCIIOBHSX PHIHOYHOM HIKOHOMHKH.

TeopeTuyeckas 4acTb

/loxymenmupoganue (co3fganue T0KyMEHTa) — 3alKch WH(GOpPMALMU Ha pa3iIMyHbIX HO-
CUTEJSAX IO YCTAaHOBJICHHBIM IpaBuiiaM. JJOKYMEHTHpPOBaHUE — PErVIAMEHTHPOBAHHBIN IIPOLIECC
3anucH uHpopMalnuu Ha Oymare Wi UHOM HOcUTelle, 00eCIeunBalOIUi ee IOpUIMYECKYI0 CH-
ny. Beernma ocyniecTBisiercss 1o ONpEACIICHHBIM IIpaBuilaM, YCTaHOBICHHBIMU IIPABOBBIMHM HOP-
MaTUBHBIMM aKTaMU WM BBIPAOOTAHHBIMHU Tpaauuueil. JJokyMeHTHpOBaHUE MOXKET OCYLIEeCTB-
JSIThCSA Ha €CTECTBEHHOM WJIM MCKYCCTBEHHOM SI3BIKAX M C MCIOJIB30BAHUEM PAa3HOOOPA3HBIX HO-
curtesnei nHpopmauuu.

[Ipn 1OKyMEHTHpPOBaHMM HAa E€CTECTBEHHOM S3BIKE CO3/AIOTCS TEKCTOBBIE JOKYMEHTBHI,
coJiepKalle peueByro MHGpopMaluio, 3apUKCUPOBAHHYIO JIHOOBIM THUIIOM MHCbMa WM JIOOOH
CHUCTEMOM 3BYKO3aIUCH.

CpencrBa JOKyMEHTUPOBAHHUSA:

- IPOCThIE OpyAUs (PYUKHU, KapaHIalll U Jp.);

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

- CpEACTBA aBTOMATU3alM1 — KOMIIbIOTEPHAs TEXHUKA.

TexcTOBOI TOKYMEHT — JTIOKYMEHT, COZEep KAl pedeByro MHpopMaluio, 3apukcupo-
BaHHYIO JIOOBIM THUIIOM MUCbMa WJIM JIFOOOH CHCTEMON 3BYKO3amMCH (IMMCbMEHHBIN JJOKYMEHT,
PYKONKCh, MAITMHOMUCHBIM JOKYMEHT, BUI€OTpaMMa IOKYMEHTa, (POTOAOKYMEHT).

Kuno-, poTo1oKkyMeHTbI — N300pa3uTEIbHbIE TOKYMEHTHI.

AyaHOBH3YAJIbHBIA JOKYMEHT — JIOKYMEHT, COAEp)KaIlUMi M300pa3uTENbHYI0 U 3BYKO-
BYIO MH(OpMAIHIO.

KuHomokyMeHT — 1300pa3uTenbHbli UM ayAMOBU3YaJIbHBIA TOKYMEHT, CO3JaHHbIN KH-
HeMaTorpauueckuM crnocoooM.

®otorpadpuyeckuii 10KyMeHT ((HOTOTOKYMEHT) — H300Pa3UTENbHBIA JOKYMEHT, CO-
3MaHHBIN (hOTOTpadhUIECKHM CTIOCOOOM.

Hxonorpaguyeckmii JOKYMEHT — JOKYMEHT, COAEP)KAIMKA NMPEUMYILIECTBEHHO H300-
pakeHue NPON3BEICHUN UCKYCCTBA,

Bonpocsl 1151 00cyxka1eHus
1. Yro Takoe JOKyMEHTHUpOBaHHE HHPOpMaUn?
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2. Tlepeuncnute OCHOBHBIC MOHATHSA JOKYMEHTUPOBAHUS YIIPABICHYECKOH e TEIbHO-
CTH Ha MIPEANPHUATHH.

3. OxapakTepusyiiTe aBTOMAaTU3UPOBAHHBIC TEXHOJIOTHUH IOKYMEHTHUPOBAHHS U JOKY-
MEHTO000pOTa KaK KOMIIOHEHT CHUCTEMbI KOMILJIEKCHOM aBTOMAaTH3alMM JIESTEeIbHO-
CTH NPEANPUATHS.

4. VYupapineHHe JOKYMEHTaMH — (DYHKIMSI COBPEMEHHOI'O MEHEI)KMEHTA OpraHu3aluu

3aganusa
1. PaccMOTpeTh TUIIBI JOKYMEHTOB, UCIOJB3YEMBIX B ACSITEIbHOCTU FOCYIapPCTBEHHON U
MYHHUITUTIATBHOM CITY>KOBI.
2. Pa3paboraTh makeT TOKYMEHTOB JJIsi OPTaHOB MECTHOTO CAMOYITPABIICHHUS.

Jlureparypa:

IlepeyeHb 0CHOBHOI1 JTUTEPATYPBI:

1. Kysnenosa U.B. JlokyMeHTUpOBaHUE YIIPaBICHUYECKOMN NEATENbHOCTU [DJIEKTPOHHbIN
pecypc]: yueOHoe nmocobue s 6akanaBpoB / U.B. Kysnenosa, I'.A. XauarpsH. — DJeKTpoH.

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

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaydman H.IO. JlokymeHTHpOBaHUE YIPaBICHUECKON JEATENbHOCTH [DIIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.FO.— DnekTpoH. TekcToBbie qaHHbIe.— OMCK: OMCKHiA
rOCyIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTuyeckoe 3ansaTue Ne 2

Tema 2 JIOKYMEHT U CHCTEeMbI JOKYMEHTALUH

Ieab: packpbITh CYIIHOCTH MOHSATHSA JOKYMEHTAa W H3YyYUTh MEXaHU3M pPaldOThl C
JIOKYMEHTALUEH.

3apaum: onpenenaeHue poiu HHPOPMaIUU U JIOKYMEHTOB B YIIPABICHUYECKOU €SI TEIIbHO-
CTH MPEANPUATUN U OpraHU3aluil pa3IuYHbIX POpPM COOCTBEHHOCTH U chep NeITeTbHOCTH.

3HaHUSI M yMeHHUsl, mMpHodpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPAKTHYECKOro 3aHATHA, (popMuUpyeMble KOMIETEHIMH MM MX YACTH: B IIPOLECCE U3yde-
HUASL  JUCIUIUIMHBI CTYJICHTBI JOJIKHBI U3YYUTh OCHOBHBIEC MTOHATHS U HOPMATUBHO-TIPABOBYIO
0azy  JMOKYMEHTal[MOHHOTO OOeCledYeHMs YIpaBIICHUS; METOAUKY aHaiu3a HHQPOpMAIUu O
(GYHKIIMOHUPOBAHUU CHCTEMBI BHYTPEHHETO JTOKYMEHTOO00OPOTa OpraHU3alluu; YHUDUIIMPOBAH-
HBIE CUCTEMBI IOKYMEHTALUU

B npouecce u3ydenusi 1aHHO TemMbl (POPMHMPYIOTCH CJeAYIOIIHE KOMIETEHUMHU:
OIIK-5.

AKTYaJIbHOCTH Te€MbI 3aAKJIKYACTCH B ONPEACICHUNA POJIM JOKYMEHTOB B YIPABJIEH-
YeCKOW JEATENbHOCTH M MX MPaBWIBHOM OQOpMIIEHHH, OOYCIOBIEHAa HEOOXOAUMOCTHIO aJar-
TallU¥ OPTaHU3AIMU K TPeOOBAHUSIM MHUKPO M MAaKPOCPEIbI MPEANPHUATHS, K OBJIAICHUIO HOBBIMHU
3HAHUSIMH U TEXHOJIOTHSIMH, YTO OCOOCHHO Ba)KHO B YCIOBUSIX HU(DPOBU3AIIUU IKOHOMUKH.


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

Teoperuyeckas 4acTb

Kaxnplif TOKyMEHT MpeaCcTaBIsieT COOON 3JIEMEHT COOTBETCTBYIOLIEH CHCTEMBI JIOKY-
MEHTaLUH.
CucreMa 10KyMEHTAMM — COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX IO MPH3HA-
KaM MPOUCXOXKIEHUs, Ha3HAuUeHUsI, BUAA, cepbl IEATENbHOCTH, €AUHBIX TpeOOBAHUN K UX
0 OpMIICHHUIO.
CucteMbl TOKyMEHTALUU:
OpTraHU3aIMOHHO-PACTIOPSAUTEIIbHAS;
IUTaHOBAS;
OTYeTHas;
MH(GOPMALIMOHHO-CIIPABOYHAs U CIIPABOYHO-AHATUTHYECKAS;
¢dunancoas;
JIOTOBOpHas;
I10 INYHOMY COCTaBY;
110 MaTepHaAIbHO-TEXHUYECKOMY CHA0KEHUIO;
OTpaXKaOILKE OCHOBHYIO JI€ATEIbHOCTh OpraHU3aliH.
CucTeMbl TOKYMEHTALMH, OTPAXKAIOLIHE OCHOBHYIO JESTEIbHOCTh OpPraHU3alUuu:
1. Ha MpOM3BOACTBEHHOM NPEANPHUITHN — IPOU3BOJICTBEHHAS JOKYMEHTAIIHS;
2. B Je4eOHOM YUPEKACHUHU — CUCTeMa MEUIIMHCKON TOKYMEHTaluY;
3. B By3€ — cHCcTeMa JOKYMEHTAIMH 110 BBICIIEMY 00pa30BaHUIO; U T. 1.

OduunaabHbIi JOKYMEHT — JJOKYMEHT, CO3/IaHHBIA IOPUANYECKHM WM (PU3UUYECKUM
TUIOM, O(hOpPMIICHHBIN B yCTaHOBJICHHOM Topsinke. K cucreme odunmansHol TOKyMEHTAUU
OTHOCATCSI HAay4dHble, TEXHUUYECKHE (KOHCTPYKTOPCKHUE), TEXHOJOTHYECKUE, MTPOU3BOICTBEH-
HBIC, YIIPABICHYECKHE JOKYMEHTHI.

YnpapieHuecKHe JOKYMEHTBI — KOMIUIEKC JOKyMEHTalMH, oOecreunBarolell ynpas-
JSIEMOCTh OOBEKTOB KaK B paMKax BCETO rOCYJapCTBa, TaK U B OT/ACIBHON OpraHu3alny.

JIOKYMEHTBI 10 JIHYHOMY COCTaBY — CUCTEMa JJOKYMEHTAIlUH 110 00eCIeUeHUI0 Kaapa-
MHU.

JIOKYMEHT JIMYHOI0 NMPOMCXO0KAEHUS — JIOKYMEHT, CO3JJaHHbII JIUIIOM BHE C(ephl ero
CITy’)K€OHOH JesITeTbHOCTH WM BBIMTOJHEHHS OOIIECTBEHHBIX 00s3aHHOCTEN. Mcmonp3oBanme
TEPMUHA <JIMYHBIA JOKYMEHT» NMPUMEHHUTENBHO K ITOM CHCTEME JOKYMEHTAIlMM HEeNpaBo-
MEPHO.

Bua noxymeHTa — NpuHaUIeKHOCTh MMCbMEHHOTO JJOKYMEHTA K CUCTEME JIOKYMEHTALUU
0 MIPU3HAKAM COJIEPYKaHMS U IeJIEBOro Ha3HaueHus. HampumMep, kK OCHOBHBIM BHJIaM OpraHu-
3alMOHHO-TIPABOBBIX JTOKYMEHTOB OTHOCSITCS YCTaBbl, IOJIOKEHHs, PErJIAMEHTHI, IITaTHbIE
pacrucaHusi, MHCTPYKIIMH, MTpaBHia, MaMsATKU U T.1. B cBOIO oyepenp BHI JOKYMEHTa IMOJ-
paszzaensiercs Ha pasHOBUAHOCTU. Hampumep, pa3HOBUIHOCTH MPUKA30B — MIPUKA3bl IO OCHOB-
HOW JEATENBHOCTH, 10 JMYHOMY COCTaBy, pacnopsbkeHus. CocTaB BUAOB M Pa3HOBUIHOCTEH
YIIpaBJIEHYECKUX JOKYMEHTOB pErjaMeHTUPYETCsS 3aKOHOJATEeNIbCTBOM, I'OCYAapCTBEHHBIMU
CTaHJapTaMH, OOMIEPOCCHUICKIMHU KilacCU(PUKATOpaMH TEXHUKO-DKOHOMUYECKOH M COIHAIIb-
HOW MH(pOpMaIMM, HOPMATUBHBIMU JIOKyMEHTAMHU U MHCTPYKLMSIMU TOCYJIapCTBEHHOH ap-
XUBHOM CITYXOBI.

CoNoR~LNE

Bonpocsl 1151 00cyxk1eHus

1. Kak pa3BuBaiuch criocoObl CO3/1aHMs TOKYMEHTOB?

2. [laiiTe onpeneneHne NoHATHS «JJoKyMeHT».

3. KakoBbl QyHKIINH TOKyMeHTa?

3. PacckaxxuTe 0 TUIOJIOTMH JOKYMEHTOB.

4. llepeuncnure TpeOOBaHUS K KaUECTBY yIPABICHUECKOIO JOKYMEHTA.



3aganusa
1. M3yunte W mpencTaBbTEe B BHJIC NMPE3CHTAIMH OCHOBHBIC 3Tambl ()OPMHUPOBAHUS M
pa3BUTHS JOKYMEHTHpOBaHUs B Poccuu u 3a pyoesxom.

Jlureparypa:

IlepeyeHb OCHOBHOIM JTUTEPATYPbHI:

1. Ky3nenoa 1.B. JlokymMmeHTUpOBaHHE YIIPaBICHYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe nmocodbue s 6akanaspoB / U.B. Kysnenosa, I'.A. XauarpsH. — DJIeKTpoOH.
TeKCTOBBIC NaHHbIe. — Mocksa: [lamkoB u K, A ITu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum mocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

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

IIpakTnueckoe 3ansaTue Ne 3, 4

Tema 3 HopmaTuBHO-paBoBas 0a3a JOKYMEHTAIIMOHHOTO o0ecniedeHHus1 YIIPaBJIeHUsI

Henan: pacupuTh U 3aKpENUTh 3HAHUS 110 BOIPOCAM HOPMAaTHUBHO-IPABOBOro olecre-
YeHUsl OpraHM3alldu Ipolecca JOKYMEHTHPOBAHUS Ha MPEANPHUITUSAX DPa3IUYHBIX chep aes-
TEIbHOCTU U OPM COOCTBEHHOCTH.

3aga4yu. paccMOTPETh OCHOBHBIE HOPMAaTHUBHO-NIIPABOBBIE AKTHI, PETIaMEHTHPYIOIIHE
OpraHM3alHIo Ipolecca JOKYMEHTUPOBAHUS YIIPABICHUECKOH 1€ATEIbHOCTH IPEIPUITHS.
3HaHMA ¥ yMeHHs, npuo0dpeTraeMble CTYICHTOM B pe3yJbTaTe OCBOCHHMS TeMbl NPaKTHYe-
CKOro 3aHATHSA, popMHpyeMble KOMIIETEHIMH WM UX YACTHU. OCHOBHBIE MOHATHS U HOpMa-
TUBHO-TIPABOBYIO 0a3y JJOKYMEHTAIMOHHOTO OOECTIeUEeHUs YIPABJICHUs; IpaBuiia JTIOKyMEHTallb-
HOro 0(OpMJIEHMSI PEILICHUH B YIPaBJIECHUU ONEPALMOHHON (MPOU3BOICTBEHHON) AEATEIbHOCTU
OpraHMu3aluil IpU BHEAPEHUH TEXHOJIOTUYECKUX, TPOLYKTOBBIX MHHOBALUN UM OPraHU3allMOH-
HBIX U3MEHEHMI; METOJUKY MOJATOTOBKH OPraHU3allMOHHBIX U PaCHIOPSAIUTENbHBIX TOKYMEHTOB,
HEOOXOUMBIX JUIs CO3/1aHUSI HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYD;

B npouecce m3yueHusi JaHHOW Tembl (popMuUpYIOTCH c/eAYyIOLHEe KOMIETEeHIHH:
OIIK-5.

AKTyaJIbHOCTh TeMbl. V3ydeHne HOpMaTHUBHO-IIPaBOBOW 0a3bl JTOKYMEHTAIMOHHOTO
oOecrieueHns yrpaBiIeHUs, SBIAIOLICHCS HEOThEMIIEMOI YacThi0 OpraHM3alluy Ipoliecca JI0KY-
MEHTHPOBaHUS Ha MPEANPUATHH.

Teopernyeckasi 4acThb

OpraHu3alOHHO-TIPABOBbIE JTOKYMEHTBI 3aKPEIUISIOT CTaTyC OpraHU3aluy Kak IOpUau-
YeCKOT0 JINIA, MOPAI0K OhOpMIICHUSI OPraHU3alMOHHO-TIPABOBOM (POPMBI, 3aKPEIUISIOT €€ opra-
HU3ALHUOHHYIO CTPYKTYPY, POPMBI U METO/IbI YIIPABJICHUSI, MpaBa U 00SI3aHHOCTH JTOJKHOCTHBIX
au1 ¥ nepcoHana. OpraHn3almoHHO-TIPABOBbIE TOKYMEHTHI CO/IEPIKaT MOJIOKEHHsI, CTPOro 005-
3aTebHbIE NI UCIIOJIHEHUS M PEau3yIOT HOPMbI TPa’KJaHCKOTO U aJIMUHUCTPATUBHOIO MpaBa,
SBJISISICH ITPABOBOM OCHOBOM JIE€ATEILHOCTH OPraHU3aluu. DTU JTOKYMEHTHI B 00s3aT€ILHOM I10-
pSAKEe MPOXOJAT MPOLENYpy YTBEPXKACHUS BBIIIECTOSAIIEH opraHu3aluei, pyKoOBOJAUTEIEM Op-
raHMW3alluy WIK €€ KOJJIETHATbHBIM OPraHOM YIPAaBJICHUS U 00s3aTelbHO COJEepXkKAaT B COCTaBE
00s3aTeNbHBIX PEKBU3UTOB IPU( YTBEPKICHUS.


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

Opranu3anoOHHO-TIPABOBBIE TOKYMEHTBI MOAPA3ACISAIOT HA YUPEAUTEIbHBIE JTOKYMEHTHI
IOPUAMYECKOTO JIa (yUpeaUTeIbHbINA JOrOBOP U YCTaB) U OPraHU3AllMOHHBIE JOKYMEHTHI (T10-
JIO’KEHHE O CTPYKTYPHBIX ITOAPA3IACIICHUX, KOJUIETHAIBHBIX COBELIATENIBHBIX OPraHax, IITaTHOE
pacnucaHue, periaMeHT OpraHu3aluu, UHCTPYKIUHU 110 BOIIPOCAM JEATEIbHOCTH, HYXKIAIOIINM-
Csl B pEIVIAMEHTALIMU U IpYTHe PErJaMeHTUPYIOIINE JOKYMEHTBI).

IOpuanyeckum JIUIIOM CUMTAETCs OpraHu3alus, KOTopas UMeeT B COOCTBEHHOCTH, XO-
3s1ICTBEHHOM BEJCHMM WJIM ONEPATUBHOM YIPABICHUU 00OCOOJIIEHHOE MMYIIECTBO M OTBEYAET
[0 CBOMM 0053aTeNbCTBaM 3TUM HMYIIECTBOM, MOXET OT CBOET0 MMEHU MPUOOpETaTh U OCY-
HIECTBIIATH UMYIIECTBEHHBIC U HEMMYILECTBEHHBIC IIPaBa, HECTH B3SATHIC Ha ce0s1 0053aHHOCTH B
COOTBETCTBUU CO CBOMM YCTaBOM, OBITh UCTIIOM M OTBETYUKOM B CY/IE.

IOpuaunueckoe Mo 1eHCTBYET HA OCHOBaHMM YCTaBa, JIMOO yUpEeIUTENbHOIO JOIOBOPA
U ycTaBa, JIM0O TOJNBKO YUYPEAUTEIHLHOTO JI0TOBOpa. B OTHENbHBIX cllydasx, MpeayCMOTPEHHBIX
3aKOHOM, FOPHUINYECKOE JIUIIO, HE ABJISIIOLIEECS KOMMEPUYECKOM OpraHu3aluen, MOXKeET ACUCTBO-
BaTh HA OCHOBaHHUH OOILEro MOJI0KEHUs: 00 OpraHu3aliy JaHHOTO BHU/IA.

YupeauTenbHbI JOTOBOP 3aKIIOYACTCsA, a YCTaB YTBEPKIAACTCA €ro y4pEeAUTEIsIMU
(ygyacTHUKaMM).

HopmartuBHo-MeTonnueckas 0a3a JeONpPOM3BOACTBA - 3TO COBOKYIHOCTh 3aKOHOB,
HOPMAaTHBHBIX IIPABOBBIX AKTOB M METOJMYECKHX JIOKYMEHTOB, PpPErIaMEHTUPYIOIINX
TEXHOJIOTHIO CO3/1aHusl, OOpaOOTKH, XpaHEHUS M WCIIOJIB30BAaHM JIOKYMEHTOB B TEKYIIEH
JESTENIbHOCTH YUPEKACHUS, a TaKKe periiaMeHTUPYIOIIHe padoTy Ciyk0 J1eI0mpou3BOJICTBA -
ee CTPYKTYpY, PYHKINH, IITATHI, TEXHUIECKOE 00ECTICUCHHE U JIp. ACTICKTHI.

HopmaTuBHO-IpaBOBOM aKT — 3aKOH, KOJEKC, IOCTAHOBJIEHUE, MHCTPYKLHUS U JPYroe
BJIACTHOE MPEIINCAHUE IOCYNAPCTBEHHBIX OPraHOB, KOTOPOE YCTAHABIMBAECT, U3MEHSET WIIU
OTMEHSET HOPMBI IpaBa. [Ipeanucanus HOpMaTHBHO-TIPABOBBIX AKTOB HOCSAT OOIIMNA XapakTep U
HaIpaBJIE€Hbl HA PETyJIUPOBAHUE OINPEICICHHOTO0 BHJa OOIIECTBEHHBIX OTHOIIeHU. B PO u
€BpOINEICKUX TOCyAapCTBaX HOPMATUBHO-IIPABOBOM aKT SIBJISETCS OCHOBHBIM HCTOYHUKOM
IIpaBa.

HopMmaTtuBHo-MeToanueckas 6a3a AeI0Npou3BOICTBA BKIIOUAET B CEOs:

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

e ykazpl u pacnopsokeHust [Ipesmpenra P®, nocTaHOBIEHHS W PACHOPSHKEHUS
[TpaButenscTBa PO mo Bompocam TOKyMEHTAIlMOHHOTO o0ecneueHus Ha deiepalbHOM YPOBHE;

® paBOBble aKThl (efepaibHbIX OpPraHOB MCIOJHUTEIBHOW BJIACTH (MUHHUCTEPCTB,
BEJIOMCTB, KOMUTETOB, CIIYk0 U Jp.);

® TIPaBOBbIE aKThl OPTaHOB MPEJICTABUTEIBHONW M HMCIONTHUTEIHHOU BIACTH CyOBEKTOB
P® u ux TeppuTOpHaIbHBIX 00pPa30BaHMIA, PETIIAMEHTHPYIOIIUE BOTIPOCHI I€TONPOU3BO/ICTBA;

® I[IPaBOBbIE AaKTbl HOPMATHBHOTO M HWHCTPYKTMBHOIO XapakTepa, METOAUYECKHE
JIOKYMEHTHI 110 JAEJIONPOU3BOACTBY YUPEKIACHNUN, OpTaHU3AMI U IPEAITPUATHH

- MHCTPYKIUU 110 IEIONPOU3BOJICTBY

- HOJIOKEHUS O CITY)KO€ 10 1eIONpPOU3BOJICTBY

- JOJKHOCTHBIE HHCTPYKLIMU

- Tabenb YHU(PUIMPOBAHHBIX OpPM

- MEPEYEHb PETUCTPUPYEMBIX U HEPETUCTPUPYEMBIX IOKYMEHTOB

- IIEPEUYCHb YTBEPXKAAEMBIX JOKYMEHTOB M JOKYMEHTOB Ha KOTOPBIX CTABUTCS
reyarb

® TOCyIapcTBEeHHbIE cTaHAapThl Ha JokyMeHTaruio ('OCTe);

e yHu(puUIUpoBaHHBIE cucTeMbl TokymeHTanuu (Y CJ);

e oOmepoccuiickue Kiaccu(UKAaTOphl  TEXHUKO-DKOHOMHUYECKOH U COLMAIbHOM
uHpopmanuu (OKTIN);

® TOCYIapCTBEHHYIO CHCTEMY JIOKYMEHTAllUOHHOTO OOecHeueHHsl  yIpaBlICHHS.
OcHOBHBIE TpeOOBaHMA K JIOKyMEHTaM M CIyX0aM JOKYMEHTAI[HOHHOTO oOecreyeHus
Trcaoyy;

® HOpPMATHBHBIE JOKYMEHTBI [10 OPTaHU3ALMU YIIPABIEHYECKOr0 TPY/1a U OXpaHe TPY/a;
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® HOpPMAaTHBHBIE JIOKYMEHTHI IO OPraHU3alM1 aPXUBHOTO XPAaHEHUsI JOKYMEHTOB.
OTU AOKYMEHTBI UMEIOT BBICUINI MPUOPUTET U 001edeaepaIbHyI0 3HAUUMOCTb.
HopMaTuBHO MeTOAMUYECKOE pEryJupOBaHUE JAEIONPOU3BOACTBA IO3BOJISIET I'PAMOTHO
OpraHM30BaTh BCKO CUCTEMY JIE€JIONPOU3BOACTBA B LEJIOM. JlaHHOE peryJMpoBaHUe OCYIIECTBIA-
eTCsl C IIOMOUIBI0 HOPMAaTUBHO METOANYECKOM 0a3bl, C TOMOIIBI0 KOTOPO BO3MOYKHO MPABUIBHO
co3aaTth U OPOPMUTH JOKYMEHT, MPHUJIaB €My IOPUIUYECKYIO CHIIy, OPIraHU30BaTh JOKYMEHTO-
000poT, 1 00€eCIIeYnTh XpaHEHUE U UCII0JIb30BAHUE JJOKYMEHTOB TEKYIIEH J1eATENbHOCTH.

Bonpocs! nu1s1 06cyxneHust

1. Pacckaxure o hemepaibHOM 3aKOHOAATENBCTBE B chepe paboThl ¢ JOKYMEHTHPOBAHHOM
uHpopmaruen.

2. ITlepeuncnure IOKYMEHTBHI, MOJITBEPKIAIONINE OPraHU3AIMOHHO-TIPABOBOM  CTaTyC
HOPEIIPUATHS U €r0 TOCYIapCTBEHHYIO PETUCTPALIUIO.

3. Uro takoe Enunas cucrema kiaccu(uKauy U KOJAUPOBAHKS TEXHUKO-3KOHOMUYECKON U

coruanbHoOM nHpopManuu?

Kakwue rpynmsl knaccupukaropoB Bel 3Haere?

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

6. B d4em cocTouT Ha3HAYCHHE U OCHOBHOE cojiepkanne OOIIepocCuiicKoro KiacCH(pUKaTo-
pa npeanpuaTHii 1 OpraHu3auii?

7. Pacckaxute 0O HOPMATHBHO-METOJIWYECKMX JIOKYMEHTaxX IO JEJIONPOU3BOJCTBY U
OpraHU3aIi APXUBHOTO XPaHEHUS JOKYMEHTOB.

8. KakoBel 0COOCHHOCTM KJacCH(pUKAlWK, YHUDUKAIMM W  CTAaHAAPTHU3AlUU B
JIEIONPOU3BOICTBE?

9. MexayHapoIHbIC CTaHAAPTHI B 00JACTH PaOOTHI C JOKYMEHTAMH.

>

3aganusa

1. IIpoBecTr CpaBHUTEIHHYIO XaPAKTEPUCTUKY HOPMATUBHBIX IOKYMEHTOB, PETIAMCHTH-
PYIOIIUX TPOIECC OpPraHU3alMi JOKYMEHTHUPOBAaHUS TOCYJApPCTBEHHOW M MYHHUIIUIAIHHOU
CITYXKOBI.

Jlureparypa:

Ilepeyenb 0CHOBHOI JTUTEPATYPHI:

1. Ky3nernora M.B. JlokymeHTHpOBaHHUE YIIPABIECHYECKON ACSITEIHHOCTH [DIEKTPOHHBIN
pecypc]: yueOHnoe nmocobue mis 6akanaBpoB / U.B. Ky3nenosa, [.A. XayatpsiH. — DIEeKTpOH.
TeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pesxum moctyna: http://www.iprbookshop.ru.

Ilepeyenb NONMOTHUTENLHOM JTUTEPATYPDI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YNMPABICHUECKOW NEATENbHOCTH [DIIEKTPOHHBIN
pecypc]: yaednoe nocobue/ Kaydpman H.HO.— DnextpoHn. TekcToBbie qaHHBIE.— OMCK: OMCKHIA

rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.
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IIpakTnueckoe 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 JOKYMEHTAIINH.

3amauyu: U3y4yuTh YIPABICHUCCKYIO NOKYMEHTALHMIO: TPeOOBaHMS K COCTABJICHHUIO M
odopmiieHn0, hopmyIsip-oOpaser, CoCTaB H PacOI0KEHUE PEKBU3UTOB.

3HaHMsI W yMeHHsl, MpuoOpeTaeMblie CTYJAEHTOM B pe3yJbTaTe OCBOEHHUSI TeMbl
NPaKTHYECKOr0 3aHATHSI, (POPMHUPYeMble KOMIIETEHIIMU WM MX YACTH: B IpoIlecce u3yde-
HUSI TUCHUIUTMHBI CTYJCHTBl MOTYT OCYIIECTBIISATh JOKyMEHTAIbHOE O(OpMIICHHE PEHICHUI B
YIOPaBJICHUHU ONEPALMOHHON (ITPOU3BOACTBEHHOMN) AESITEIILHOCTH OpraHU3aluidl MpU BHEAPEHUU
TEXHOJIOTUYECKUX, MPOAYKTOBBIX HHHOBAIIUI MJIM OPTaHU3AIMOHHBIX U3MEHEHH.

B npouecce u3yuyeHusi AaHHOH TeMbl (OPMHUPYIOTCS CJeaylolHe KOMIETEHIMHU:
OIIK-5.

AKTYaJIbHOCTb TeMbl. YTpaBJICHHE COBPEMEHHBIM IPEANPHITHEM TPEOYeT CO3TaHHs
pa3Hoo0pa3HbIX JIOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOYKHO PEIIaTh 3a7a4yM IJIAHUPOBAHUS U OP-
raHu3alM1, ONIEPATUBHOIO YIIPABICHUS BCEMH aCIICKTaMH €ro JIeSITeIbHOCTH.

B nokxymeHTax comepxkuTcs mHpOpMaIys, HeoOXoquMast ISl aHAIM3a CUTYallud U TIPU-
HATHS YIPABICHUYCCKUX PEHICHUH. YIPaBICHYECKUE PEHICHUS MOIYYalT JOKYMEHTAJIbHYIO
dbopMy 71 Iepeiaun COOTBETCTBYIOMICH HH(POPMAIIMK U 00CCIICUCHHUS UCITOJHEHHSI PEIICHUIA.

TeopeTuyeckas 4acTb

Yuudunuporannas cucrtema goxkymeHtanuu (YCJl) — COBOKYITHOCTh B3aMMOYBSI3aHHBIX
yHU(DUIIPOBAHHBIX (HOPM JOKYMEHTOB, 00ECIEUNBAIOLINX JOKYMEHTUPOBAHHOE MPE/ICTaBICHUE
JAHHBIX B OINpPEAENIEHHBIX BHJIAaX XO3SMICTBEHHOM NEATENbHOCTH, CPEICTB UX BEJEHUS, HOpMa-
TUBHBIX U METOANYECKHX MAaTEPHUAJIOB MO UX Pa3paboTKe U MPUMEHEHHUIO.

VYHu¢ukanus odecrieunBaeT yCTaHOBJICHHE €IMHOO0pa3usl cocraBa U (GopM yIpaBlieHYe-
CKUX JIOKyMEHTOB, CO3/1aBa€MbIX MPHU PEUICHUU OJHOTUIHBIX YMpaBICHYECKHX (DYHKIMH U 3a-
Jau.

Cpemnn peiictByronmmx B Hacrosimee Bpems YCJ| LeHTpaJbHOE MeECTO 3aHHMMa-
eT YHu(UIMPOBaHHAS CHCTEMa OpraHU3allMOHHO-pacnopsauTenbHol fokymenTanuu (Y COP/I).

OcHOBHBIE ~TpeOOBaHMS K COCTaBJICHHIO U  O(OPMIIEHHIO  OpraHU3alIOHHO-
pactops,ANTENbHBIX TOKyMeHTOB ycTtaHoBlieHbl cTanaaproM [[OCT P 6.30-2003. Yuudumupo-
BaHHBbIE  CHCTEMbl  JOKYMEHTAalUWU. YHUDUIUpOBaHHas  CUCTEMa  OPraHMU3ALUOHHO-
pactops,INTeNIbHON TOKyMeHTanuu. TpeGoBanus K oopmieHuo JOKyMeHTOB. — M: ['occran-
napt Poccun. 2003.

Ha ocHoBe mexxayHapoaHbix crannaptoB B Poccun paspaboran 'OCT P MCO 15489.1-
2007 «CUBU . Ynpasnenue nokymentamu. O01mire TpedoBaHUs .

OTOT cTaHAAPT PErylIupyeT MPOLECChl YINPaBICHHUs] JOKYMEHTAMHU TOCYIapCTBEHHBIX U
KOMMepUeckux  opranuzamuii. OnH  Obul  moaroroBieH  BcepoccuiickuM — Hay4yHO-
HCCJIEIOBATEILCKUM HHCTUTYTOM JOKyMeHTOBeAeHus u apxuHoro neixa (BHUMIAJ) nva oc-
HOBe MexayHapoaHoro cranmapra ISO 15489-1:2001 Information and documentation. Records
management. General. HaumeHnoBaHue ero yrO4HEHO IO OTHOIICHHUIO K PYCCKOSI3BIYHOMY TIEpe-
Boy MexayHapomHoro crangapta MCO 15489-1-2001 «Mudopmanust U JOKyMEHTAIHs.
VYnpasnenue 3anucsamu. O6mue TpeOOBaHUA» B YacTU YHOTPEOJIEHUS TEPMUHA «3aMUCH». AH-
[JIOSI3BIYHBIE TEPMUHBI «records» U «document» B HACTOSIIEM CTaHAapTe OOBEAMHEHBI B pycC-
CKOSI3BIYHBIN TEPMUH «IJOKYMEHT».
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Cranpmapt peryaupyer Mpolecchl YIPaBICHHUS JTOKYMEHTaMU B IOCYIapCTBEHHBIX, KOM-
MEpUYECKUX U OOIIECTBEHHBIX OpraHu3anusax. B HeM yeTko mpomnucaHa mpoueaypa ornpeaeaeHus
Y UCIIOJIb30BaHUsI HOPMAaTUBHOM cpefibl (IIPaBOBBIX, HOPMATUBHBIX, METOAUUYECKUX JOKYMEHTOB)
B JICSITENBHOCTH 3TUX OpraHu3anuil. 3aKperuieHbl MPUHIMUIBI OTBETCTBEHHOCTH: «OTBETCTBEH-
HOCTh M TIOJITHOMOYHS B 00J1aCTH yIpaBJICHUs TOKYMEHTAMHU JIOJKHBI OBITh YETKO ONpPEeNeHBI 1
JIOBEJIEHBI 1O CBEJICHUSI BCEX COTPYAHUKOB OpraHU3allMU C T€M, 4TOObI ObUIO MpeNeiabHO SICHO,
KTO KOHKPETHO HECET OTBETCTBEHHOCTH 3a pabOTy C KOHKPETHBIMH JOKyMEHTamu». Brepsbie
YKa3aHO, YTO OTBETCTBEHHOCTD JIOJKHA OBITh pacipeielieHa MEeXAy BCEMU COTPYIHUKAMH Opra-
HU3AIMH, C YYETOM 3aHMMAaeMOMN JOJDKHOCTH U CTENEHH CI0XHOCTU pabOTHl C JOKYMEHTAMH, a
TaK)Ke TO, YTO 3Ta OTBETCTBEHHOCTD JIOJKHA OBITh YCTAHOBJIEHA JOKHOCTHBIMU MHCTPYKLUSIMU
Y OpPraHU3allMOHHO- PACIOPAIUTEIBHBIMU TOKYMEHTaMHU, YTBEPKIAEHHBIMU PYKOBOJUTEIEM Op-
rauu3anuu. Takum oOpa3oM, pyKOBOJUTENb TaK)K€ BOBJIEKAETCS B MPOLIECC YHpPaBICHUS JOKY-
MEHTaMH OpPraHU3aluy U HECET 32 HErO OTBETCTBEHHOCTb.

B T'OCT P UCO 15489-1-2007 npencraBiieH HAOOp TEPMUHOB, YIIOTPEOJISIEMBIX TPU Be-
JIEHUH 3JIEKTPOHHOI'O JOKYMEHTO000POTa: «METaJaHHbIEY, «KOHBEPTUPOBAHUEY, «MUTPALIUA» U
Ip. 910 Tem Oosiee BaXKHO B CBETE TOT0, YTO OCHOBHOM TEPMHHOJIOTHYECKHUM CTaHIapT, peryiu-
pytomuii chepy AOY (I'OCT P51141-98 «/lenonpou3BoACTBO M apXUBHOE Jie70. TepMUHBI
OTpesieNieHUs1»), YK€ HE OXBaThIBA€T TEPMHUHOJOTHUIO, MPHUCYIIYI0O HOBOMY <(QJIEKTPOHHO-
uuppoBoMy» HanpasieHuto B JIOY.

CrangapT peryiupyer BOMPOCHI METOJIOJIOTMH MPOEKTUPOBAHUS M BHEJPEHUS CHCTEM
yIpaBJICHUS] JOKYMEHTaMH, a TaKXKe MPEKpaleHus X MpUMEHEHUs. [IpuBeeHbl U PacKpBITHI
XapaKTePUCTUKU CHUCTEM YIPaBICHHUS AOKYMEHTaMH: HaJEKHOCTb, LIETOCTHOCTb, KOMILIEKC-
HOCTh U T.1. OMH U3 Pa3/eyoB CTaHJapTa MOCBSILIEH MPOIeccaM yNpaBJIeHUs JOKYMEHTaMU U
KOHTPOJTIO 32 HUMH. DYHKIIUU KOHTPOJIS ACNATCS 3/1eCh Ha KOHTPOIb 3a ACUCTBUSIMHU, COBEpIIa-
€Mble C JIOKYMEHTOM, U KOHTPOJb €r0 MECTOHAXOXKJEHMs, YTO MOJYEPKUBAECT TECHYIO CBA3b
CTaHAapTa ¢ CUCTEMaMH 3JIEKTPOHHOTO IOKYMEHTOO00pOTa.

Cranpapt ctan ocHOBHBIM B cepe JJOVY u pacripocTpansercs Ha CUCTEMY MEHEIKMEHTA
Ka4yecTBa, BHICTpAaUBaeMyIo 10 MeKayHapoiHbIM cTangapTam M CO.

Kaxxaplif U3 peKBU3UTOB UIPAET ONPENEICHHYIO POJIb MPU CO3JAaHUHM U HCIOJIb30BAHUU
nokymenTa. OnHako HamOONbIIyI0 (YHKIIMOHATBHYIO U YIPABICHUECKYID 3HAYUMOCTH HMe-
eT pekBU3UT 20 — «TekcT JoKkyMeHTay.

VY paznuuHBIX YIpPaBICHUECKUX TOKYMEHTOB €CTh ONpeAeleHHble 0COOCHHOCTH 0(opM-
neHus Ttekcta. B stom maparpade Oyayr paccMoTpeHbl oOmue TpeboBaHusS K 0GOPMIICHUIO U
COCTaBJIEHUIO TEKCTA OPraHU3aLMOHHO-PACTIOPSIUTENIBHBIX IOKYMEHTOB.

TexcThl JOKYMEHTOB MOTYT OOPMIISTHCSI B BUJIE CBSI3aHHOT'O TEKCTa, TAOIMIIbI, AaHKEThI
WIH B BUJIE COCIMHEHHUS ITUX CTPYKTYp. Pekomenayercs wucmonb3oBath mpudt Times New
Roman Cyr pazmepom 12 (asnst opopmieHns TaOIMIHBIX MaTepranoB) u 13, 14 (s cBI3aHHOTO
TEKCTa).

TexcT Bcex BunoB gokyMeHToB Y COPJI BbIpaxkaeT copepxaHue YIpaBIEHYECKOTO Aei-
CTBHSI, TPAMMATHYECKH U JIOTHYECKU COTJIACOBAHHYIO HH(POPMAIIHIO O HEM.

TexcT OONBIIMHCTBA OPraHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB COCTOUT U3 JIBYX
yacteil. B mepBoil yacTu yka3plBalOT MPUYUHBI, OCHOBAHUS, LIE€IM COCTaBJIEHUs JOKyMeHTa. Bo
BTOpPOIl (3aKIIOYUTENTBHONW) — pEIIEeHUs, BBIBOJBI, MPOCHOBI, MPEIIOKEHHS, PEKOMEHIALINN.
TekcT MOXeT coliepXaTh OJIHY 3aKJIIOYUTENbHYIO YacTh (HAarpuMep, MpUKa3bl — pacropsiiu-
TEJIbHYIO YacTh 0€3 KOHCTaTHPYIOIIEH, MIUChbMa, 3asiBI€HUS — MPOChOy 0€3 MOsICHEHUS).

B TekcTe nokymeHTa, HOArOTOBIEHHOTO HA OCHOBAHUU JPYTHX JOKYMEHTOB, YKa3bIBalOT
PEKBU3UTHI MTOCIIETHUX: HAMMEHOBAaHUE JOKYMEHTa, HAMMEHOBAHUE OpPTaHU3allud — aBTOpa J10-
KyMEHTa, J1aTy JOKYMEHTa, PETUCTPAIIMOHHBII HOMEp JIOKyMEHTa, 3arojOBOK K TEKCTY, HalpH-
Mep, nocranosienue [IpasurenscrBa Poccniickoit @enepannu ot 19.01.2005 Ne 30 «O Ttunosom
periaMeHTe B3auMOIeHCTBHS (pe/iepalbHbIX OPraHOB UCTIOTHUTEILHON BIACTH.

g obneryeHus: BOCIIPUSATUSL TEKCT JIEISAT Ha a03allbl, BKIIIOYAIOIUE HECKOJIbKO Mpe.-
JIOKEHUH, TTOCBSIIEHHBIX OJHOM MBICIH (ApTyMEHTY), U SBJISIOLINECS MPOCTEUITMM KOMIOHEH-
ToM Tekcta. Kaxaplit ab3all oTAENSI0T B JOKYMEHTE a03alHbIM OTCTYIIOM.
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Teker YIPABJIEHUYECKOTO JIOKYMEHTa dukcupyer yhpaBlieHYE-
CKYI0 HH(POPMAIIHIO, KOTOpast JOJKHA OBITh JOCTOBEPHOM, JIOCTATOYHON M CBOCBPEMEHHOM (CM.
n. 1.5). {ns Toro 4ro6sl NOoOYIUTh agpecaTa COBEPUIMTH (MJIM HE COBEPIINUTH) OIpEeIiCHHbIC
neicTBUs, 3Ta UH(pOpMaIKs JOKHA OBITh M3JI0XKEHA MOCIIEI0BATEIbHO, CBSI3aHO, HEIIPOTHUBOPE-
YUBO U YOCIHUTEIBHO, T.€. U3JI0KEHHE MH(POPMAIIMH B YIPABICHYECKOM JOKYMEHTE JIOJKHO Be-
CTHCh apryMEHTHUPOBAHO U JOTHYHO.

Jlnst co3maHusi TEKCTOB YHPaBICHUYECKUX JOKYMEHTOB HCIIONB3YIOT MpeIHAa3HAYCHHYIO
Juist oOmieHus B cdepe ynpapieHUus: QyHKIIMOHAIBHYIO Pa3HOBUIHOCTD SI3bIKa — OQHUIHATBLHO-
JIEJIOBOU CTHUIIb.

3a mocnenaue 100—150 steT B A3bIKE JIETIOBOTO JOKYMEHTA BHIPAOOTAIMCh TAaKUE CIIOCO-
OBl BBIPQKECHUS COJICPIKAaHUS JJOKYMEHTa, KOTOpble o0ecrieunBaroT Hanbosee 3pPeKTUBHBIM 00-
pa3oM (QUKCAIUIO yIIPaBICHYECKON HHPOPMAIIIH.

OcHOBHBIE YepThl OPHUIHATHHO-IETIOBOTO CTHIIS:

* HEUTPAJIbHBIN TOH U3JI0KEHUS;

* KPaTKOCTh (JJAKOHUYHOCTb) TEKCTA;

* TOYHOCTh W3JIOXKEHUS, SICHOCTh BBIPRXKEHUS MbICIH. HeHTpanbHbIi TOH M30KEHUS —
3TO HOpMa O(PHIMATBHOTO JEIIOBOTO S3bIKA, KOTOPasi CBUJACTEIHCTBYET O HEJTMYHOM XapakTepe
B3aMMOOTHOIICHHI MEXIY aBTOPOM U a/IpecaToM JOKYMEHTa U ONpeAeIeHHON TUCTaHIINH MEX-
Iy HUMH. PaHee oTMe4alioch OJHO M3 CBOICTB ympaBieHUYECKOH nHpopManuu — ee opuiraib-
HBIM XapakTep.

Bomnpocsl nus o0cyx1eHust

1. Kakumu 3aKkoHOIATENbHBIMU aKTaMM PErIaMEHTHPYETCs JOKYMEHTAllMOHHOe olecreye-

HUE yIpaBiieHus?

OnuimTe OCHOBHOE COZIEpIKaHUE MOCYIapCTBEHHBIX CTaHIapTOB HA JTIOKYMEHTALIMIO.

Urto co0oif MpeACTaBIsSIOT YHU(DUIIMPOBAHHBIC CHCTEMBI IOKYMCHTAIIAN ?

YHUpUUIIPOBaHHAs CUCTEMA OPraHU3alMOHHO-PACHOPSAUTEIbHON JOKYMEHTAIUH.

Kakue TpeboBaHus IPEIBABISIOTCS K OPOPMIICHHUIO IOKYMEHTOB?

Yro takoe Gi1aHK JOKyMEHTa?

KaxoBbl IpUHIIKIIBI OpraHU3aluy AEJIONPOU3BOICTBA HA IPEATPUITUN?

IOpunnyeckas cuiia 10KyMEHTOB.

OdopmieHre peKBU3UTOB, ONIPEAETSIONUX IOPUINUECKYIO CHITY IOKYMEHTOB.

0. [Tepeuncnute TpeOOBaHUS K TEKCTY YIPABIEHYECKOIO TOKYMEHTA.

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

12. Tabenb 1 arbO00M YHUDHUITMPOBAHHBIX (POPM TOKYMEHTOB TIPEATIPHSITHS.

HBOoNOoO O RWDN

3aganusn

1. Pazpaoraiite hupMeHHbII OJaHK MHChMa TOCYAAPCTBEHHOTO MPEATPUSATHUS

2. VI3yuuTe OCHOBHBIC PEKBU3HTHI IOKYMEHTA U OTPA3UTE HA OJIAHKE WX PACIIONIOKEHUE.

Jlureparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nernora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebHnoe nocobue mis 6akamnaBpoB / U.B. Ky3nenosa, [.A. XagatpsiH. — DIEKTpOH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, A [Tu Op Menuna, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nocrymna: http://www.iprbookshop.ru.

Ilepeyenb NONOTHUTENLHOM JTUTEPATYPDI:
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1. Kaypman H.IO. [lokymeHTHpOBaHUE YIPABICHUYECKOW NEATENBHOCTH [DIIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaypman H.HO.— DnexTpoH. TekcToBbie qaHHBIE.— OMCK: OMCKHIA
rOCylapCTBEHHbI  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTHyeckoe 3ansaTHe Ne 7

Tema 5
Co31aHue 3J1eKTPOHHBIX JIOKYMEHTOB

Llesb — u3ydyeHne oCOOCHHOCTEH CO3/aHUs NEKTPOHHBIX JOKYMEHTOB M OpraHU3aLUU
3JIEKTPOHHOTO JOKYMEHTO000POTa MPEAIPUSATHSL.

3HaHMsA W yMeHMs, NpUoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHMS TeMbI
NPAKTHYECKOr0 3aHATHSA, GopMHUpyeMble KOMIIETEHUMH WM UX YaCTH: GOpPMUPOBAHHE HABBI-
KOB JTOKYMEHTAJIBHOTO O(OPMIICHUS PEIICHUH B YIIPaBICHUH OIEPAIlMOHHON (IIPOU3BOJICTBEHHON) Ies-
TCIBHOCTHU OpFaHI/ISaLII/Iﬁ IIpHU BHCAPECHUHN TEXHOJIOTHYCCKHUX, ITPOAYKTOBBIX I/IHHOBaLII/Iﬁ " OpraHnu3anyoH-
HBIX H3MCHCHHﬁ; OBJIAICHUC HAaBbIKaMH aBTOMATHU3allUM OCHOBHBLIX JCJIOIIPON3BOJCTBECHHBIX onepaum‘/i;
YMEHHUE CO3JaTh JIEKTPOHHBIE CHUCTEMBI YIIPABICHUS TOKYMEHTaMH.

B npoumecce m3yueHusi JaHHOW Tembl (pOopMUPYIOTCH CcJIeAYyIOIHEe KOMIETEeHIHHU:
OIIK-5.

AKTyaJIbHOCTH TeMbl. Co3/1aHUE AJIEKTPOHHBIX JIOKYMEHTOB - HEOThEMJIEMAsi 4acTh pa-
00THI IpeaupusATHs. YIpaBleHHE NPEANPHUITUIMHU PA3IUYHbIX (HOpM COOCTBEHHOCTH U cdep
NEeSITEIBHOCTH TPeOyeT CO3AaHusI pa3HOOOpa3HBIX JTOKYMEHTOB B TOM YHCIIE M B DJIEKTPOHHOM
BUIC, oes3 KOTOPBIX HCBO3MOKHO pClIaTh 3aJja4i IIJIAHUPOBAHUS W OpraHru3aliui, ONICPATUBHOI'O
yIIpaBJIEHUS] BCEMHU acleKTaMH €ro AEsITeIbHOCTH.

B nokxymeHTax comepxkuTcs mH(pOpMaIys, HeoOXoqumas Uil aHAJIM3a CUTYallud U TIPU-
HATHSI CBOEBPEMEHHBIX YIPABICHUYECKHX PELICHUH.

Teoperuyeckas 4acTb

DJEeKTPOHHBIE IOKYMEHTHI CYLIECTBYIOT B BUJE OTJENBHBIX (hailioB uiau Habopa ¢ailnos
(KOMIIbIOTEpHBIE MpPOrpamMMmbl, 0a3bl AaHHBIX U T.1.). PopMmaT ¢aiina — crnocod opraHuzanuu
3JIeMeHTOB MH(popManuu (OUTOB, OaiiToB) B Qailne. Bun dopmara 31eKTpOHHOTO JOKYMEHTa
oTpeneNseT MporpaMMa, ¢ MOMOIIBI0 KOTOPOH OKyMeHT co3maH. Hamboree pacmpocTpaHeH-
HbI€ TEKCTOBBIE (POPMATHI:

* omHOMpOrpaMMHBIE (T.€. TIOJJICP)KUBAEMbIE OJHOM  MPOrpamMMoOl), Hampu-
mep DOC, co3maBaemsiii ¢ momorisio MS Word;

* RTF, noanepxnBaeMblil pa3nuyHbIMA TEKCTOBBIMHM PEJAKTOPAaMHU C COXpPAaHEHHEM 3a-
JTAHHOTO (pOPMaTUPOBAHUS TEKCTA;

* PDF, co3patonuii u3o0pakeHUE CTpaHUIlBI, BKIOUaromee TeKCT u rpaduky. PDF-
(aiinel MOTYT OBITH IPOYMTAHBI IPU OMOIY PA3TUYHBIX IPOTPaMM, OJHAKO CO3JIAI0T UX TOJIb-
KO Ipu nomouiu nporpamMmmbiAdobe Acrobat.

Cy1iecTByeT /1Ba OCHOBHBIX crioco0a (JOpMUPOBaHMS M BOCIIPOU3BEACHUS IPpahuIecKOro
M300paKeHUsl: BEKTOPHBIA U PaCTPOBBIH.

ITpu pactpoBoii rpaduke OCHOBHOM 3J€MEHT pacTpOBOro M300paKeHUsT — TOYKa, M Ka-
YEeCTBO M300paXCHHUsI OTPENENIeTCs] KOJTUIECTBOM TOUYEK Ha JIoiM (paspemieHrnem). OCHOBHBIC
npobaemMbl pu paboTe ¢ pacTpoBol rpadukoit — Oosnbire 00beMbl (aiIoB sl TOTYYESHUS
KayeCTBEHHOI'0 M300pa’keHUs U HEBO3MOXKHOCTh MaclITabUpoBaHMs M300pakeHHsl O6e3 moTepu
KadecTBa. PacTpoBoe m3o0paskeHHe Yale BCero Mojay4aroT ¢ MOMOIIbI0 CKAaHUPOBAHUS HIIH K
BBOJIa B KOMIIBIOTEP U3 IU(POBBIX GoTO- 1 BUaeokamep. Hanbonee pacpocTpaHeHHBIE pacTpo-
Bble popmarer — BMP, TIFF, JPEG, GIF.

14


http://www.iprbookshop.ru/

B otnuume ot pactpoBoii BeKTOpHas rpaduka He UMEET JIEMEHTOB M300pakeHus, a BCe
JUHUH OTPEAETSIOTCS HAa4allbHBIMM TOYKAaMHU U OMHUCHIBAIOTCA MaTeMaTHYeCKUMH (OpMyIJiaMu.
BekropHas rpaduka ycrpanser o6a HemocTaTka pacTpoBOi (IOTEpH JAaHHBIX MPU CKATUU (aii-
na, 6onbiiol 00beM). Ee ucnonp3yroT, Kora HeoOXoqumMa BhICOKasi TOUHOCTh U300paKCHHS: B
pEeKIIaMHON M JM3aHEPCKON NEATENbHOCTH, YEPTEKHBIX U MPOEKTHO-KOHCTPYKTOPCKHUX pado-
tax. HamnGonee pacnpoctpanennsie BektopHbie hopmarel: DXF, EPS, Al, CDR, VSD.

@®opmatel 0a3 JaHHBIX CO3/AIOTCS NPU MOMOIIM CHUCTEM YIPABJICHUs Oa3zaMH JaHHBIX
(CYB/l) — cnenuanbHOTO MPOrpaMMHOT0 00ecredeH sl, KOTOPOe MO3BOJISIET MOJIb30BATEINI0 pa-
0oraTh ¢ 0a30i JaHHBIX (CO3/1aBaTh, MOJICPKUBATH €€ B AKTyaTbHOM COCTOSIHUH, 00ECIICYHBATh
BCEM MOJIb30BaTeNAM 3G(HEKTUBHBINA JAOCTYI K JAHHBIM B COOTBETCTBUU C MX MOJHOMOYUSMHU U
T.J.).

B nenomnpousBoicTBE U apXUBHOM Jiejie METaJaHHbIe JOKYMEHTa — TEPMUH, HEOOXOu-
MOCTh MPUMEHEHHUS] KOTOPOTro OOyCIIOBIIEHA TeM, YTO B 30Xy IH(poBON MHDOpMaIu MeTa-
JIaHHBIE TIPUOOPETAIOT 0CO00E 3HAYCHHE.

[TonsTHe «MeTagaHHBIC» OMPEICIICHO B MexayHapoaHoMm crangapre MCO 15489-2001
«udopmanus u ToKyMeHTalus. YpaBieHHe JOKYMEHTaMI.

MetananHble — JaHHBIE, OMUCHIBAIOIINE KOHTEKCT, COIEP)KAaHUE U CTPYKTYPY AOKYMEH-
TOB, a TAKXKE YIIPaBJICHHUE JOKYMEHTaMH BO BPEMEHH.

MetagaHHbIe OMMCHIBAIOT KaK OyMa)kKHbIE, TaK U JIEKTPOHHBIC JTOKYMEHTHI.

KonTeker (BHEWIHSS cpefia) — ATO COJEpsKallasicss B JOKYMEHTE HJIM COMPOBOXKAAIOIIAs
ero nHpopMaIys, MOKa3bIBAIOIIAs B3aUMOCBA3h JJOKYMEHTA C YIIPABJICHUYECKOH IeATETHHOCTHIO
OpraHMu3ali U C IPYTMMH JTOKYMEHTaMH. DTO MHQOpPMAIUs O CaMOM JIOKYMEHTE (Harpumep,
3aroJIOBOK, aBTOP, JaTa CO3/JaHus), O CO3JaTelie M LEeJsIX CO3/IaHus JOKyMEHTa (Hampumep, o0
yrpaBieHYeCKOH (DYHKIMU WIH JESTEIbHOCTH, YUpEXKIEHUU-co3/Aarese), 00 HCIOJIb30BaHUU
JIOKYMEHTa (K€M, KOI/ia, Iouemy).

Copepxanne (KOHTEHT) — 3TO (hakThueckas WH(pOpMalUsi JOKYMEHTa, (PUKCHUPYIOLIas
YIIPaBJIEHYECKYIO IE€ATEIBHOCTb.

CTpyKTypa — 3TO BHEUIHUH BHUJ U PACIIOJIIOKEHUE YacTel coAepKaHus (Hampumep, HO-
cUTeNb, (opMar, OpraHu3alnys JaHHBIX, PACIOIO0KEHHUE PEKBU3UTOB, MPUMTHI, MPUMEYAHHS,
TaOIULBI U T.J.), @ TAKXKE HAJTMYHE B JIOKYMEHTE CBSI3€il C APYrUMH JOKYMEHTaMH (THIEpPCChI-
JIOK).

duznyeckas CTPyKTypa OyMaXHOTO JOKYMEHTa HEMOCPEACTBEHHO BUIHA MOJIH30BATEIIO,
a (u3nYecKas CTpyKTypa AJIEKTPOHHOTO JOKYMEHTa, KaK YK€ YIOMHUHAJIOCh, HEMOCTOSTHHA U 3a-
BHUCUT OT MPOTPAMMHOTO M TeXHUYEeCcKoro obecrieueHUs. [[OHATHBIM SJEKTPOHHBIA JOKYMEHT
JIeNIaeT ero JIOTHIeCKasi CTPYKTypa — OTHOIICHHUS MEKIY €r0 COCTAaBHBIMU YaCTSIMH.

Takum o0pa3zom, MeTalaHHbIE JOKyMEHTa — 3TO HHGOpMaIus, KOTopas MO3BOJISET
uAeHTU(PUIINPOBATh UHPOPMAIIMOHHBIE PECYpPChl (B TOM YHUCIE W 3JIEKTPOHHBIE JOKYMEHTHI),
VIPaBISATh UMH, OCYIIECTBIISITh UX MIOUCK U XpaHEHHE.

JIOKyMEHT MOMHMO CBOEro MH(pOPMAIMOHHOTO COAEP)KaHUS IOJDKEH BKIIIOYATh MeETa-
JMaHHbIe 100 OBITh MOCTOSIHHO CBSI3aH C HEOOXOAMMBIMU JJIsl ACUCTBUN C JOKYMEHTaMH MeETa-
JAHHBIMHU. JTO HEOOXOIUMO JJISI TOTO, YTOOBI 00ECTIEYNTh HEU3MEHHOCTh CTPYKTYPHI JOKYMEHTA
(ero opmara 1 B3aMMOCBSI3€il MEXKY COCTABISIIOIIMMHU JIEMEHTaMH ) TIPU Pa3IMYHBIX OTepaIu-
SIX C AJIEKTPOHHBIM JTOKYMEHTOM. [IpucyTcTBHE METaJaHHBIX JETaeT MOHATHBIMU OOCTOSITEIb-
CTBa, IPU KOTOPBIX JOKYMEHT OBbLI CO37aH, MOJY4YeH U HCIOJIb30BaH, — JIEJIOBOM KOHTEKCT
(BKJIFOUAs] CBEJICHHSI O TOM, YaCThIO KaKOTO JIEJIOBOTO IMPOIecca SBISUIACh MPOU3BEICHHAS OTIe-
parsi, o 1ate, BpeMeHHU U 00 YJacTHHUKAX JEeIOBOM OTEepaIiim).

Bonpocs! nuis1 06cyxneHust
KaxoBa cymHocTs 1 popmathl 3J€KTPOHHBIX JOKYMEHTOB?
DNEeKTPOHHAs NOANUCH KaK PEKBU3UT AIEKTPOHHOIO JOKYMEHTA.
Urto coboli MpeACTaBISIOT METaJaHHbIE IOKYMEHTOB?
OumdpoBaHue Kak crocod co3aaHus MEKTPOHHBIX JOKYMEHTOB

AN
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3apnanus

1. Pa3paboraiiTe KOMIUIEKT 3JIEKTPOHHBIX JOKYMEHTOB AJIMUHUCTPALMA MYHUIUIAIb-
HOTO 00pa3oBaHMUs.

Jlureparypa:

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Ky3nenoBa U.B. JlokymMmeHTHpOBaHUE yIPaBICHUECKON JAEATEIBHOCTH [ DJIEKTPOHHBIN
pecypc]: yuebHnoe nocodbue mis 6akamaBpoB / U.B. Ky3nenosa, [.A. XagarpsiH. — DJIEKTpOH.
TekcToBbIe MaHHble. — Mocksa: JlamkoB u K, A [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 YIPaBICHYECKON NEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaydpman H.FO.— DnekTpoH. TekcToBbie qaHHBIE.— OMCK: OMCKHIA
rOCylapCTBEHHBI ~ MHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTnueckoe 3ansaTue Ne 8,9

Tema 6 OpraHu3anuoOHHBIE JOKYMEHTBI, HX cOCTaBJieHHe U odopMiIeHUe

Hean: paciMpuTh W 3aKpENUTh 3HAHMS MO CO3AAHUI0 U O(DOPMIICHHIO OpPraHU3alMOH-
HBIX IOKYMEHTOB IIPEANPUATHS.
3HaHUA U YyMeHHUsA, NpuodpeTaemMble CTYJIeHTOM B pe3yJibTaTe OCBOCHHUN TeMbl NMPAKTU4e-
CKOI'0 3aHATHS, (pOpMHUpPYeMble KOMIIETEHIIUM WM UX YACTH: B MPOLIECCE U3YUYEHUS TUCLIH-
TJTMHBI CTYACHTHI TOJDKHBI HAYYUTHCS pa3padOTKe M CO3/IaHMI0 OPTaHU3AIMOHHBIX JIOKYMEHTOB
NPEANPUITHS, WX THUIIOJOTHIO, COJEPKaHUE MU CHEIU(DHUKY, OCYIIECTBISATH JOKYMEHTAIBHOE
ohopMIICHHE PEIICHUI B YIIPABICHUH ONEPAIlMOHHON (TIPOU3BOJICTBEHHOM) IEATEIIBHOCTH Opra-
HU3alUI IpU BHEAPEHUH TEXHOJIOTMYECKUX, IPOJYKTOBBIX MHHOBALMI WJIM OPraHU3alMOHHBIX
U3MECHEHUH.

B npouecce u3yyeHus: JaHHON TeMbl (POPMHUPYIOTCH CJIEAYIOLHE KOMIIETEHIUH:
OIIK-5.

AKTyalibHOCTh TeMbl. OJIHa U3 OCHOBHBIX YIpaBlIeHYECKHX (DYHKIUH, pealn3yeMbIX B
JeSATeTLHOCTH OpraHU3aIMi, - 9T0 (YHKIMS OPraHU3alUU CUCTEMBI U MPOIIECCOB YMPABIICHUS.
Opranu3anuoHHas IeITebHOCTh BBIpAXKAeTCsl B pa3pabOTKe M yTBEPXKIEHUS KOMIUJIEKCa Opra-
HU3AIMOHHBIX JTOKYMEHTOB, COJEpXaIIUX MpPaBHIIa, HOPMBI, MOJOKEHHS, YCTAHABIUBAIOLINE
CTaTyC OpraHU3alllH, €€ KOMIIETCHIINIO, CTPYKTYPY, IITATHYIO YHMCICHHOCTh M JOKHOCTHOM
cocTaB, (DYHKIIMOHAILHOE COACpKAHKE IeATEIHbHOCTH OPTaHU3AIMH B IIETIOM, €€ ToIpa3iesl eHui
U pabOTHUKOB, UX TpaBa, 0053aHHOCTHU, OTBETCTBEHHOCTh M JApYyrue acnekTbl. OpraHu3aiuoH-
HbIE JIOKYMEHTBI COJIEp)KaT MOJIOKEHHS CTPOTO 00s13aTeIbHbIC IJIs1 UCTIOJTHEHHS, OHU PEATH3YIOT
HOPMBI aIMUHUCTPATUBHOTO MIpaBa U SIBJISIFOTCSI OCHOBOM JAESTENbHOCTH OPraHu3aluu.

Teoperuyeckas 4acTb

OpranuzalioHHbIE JOKYMEHTHI - NIPaBOBbIE HOPMATUBHBIE TOKYMEHTBI, KOTOpPBIE yCTa-
HaBJIMBAIOT MpaBHJIa B3aUMOOTHOILIEHHUSI 00S3aHHOCTEN (U3NUYECKUX U IOPUANYECKUX JIUII, KaK
[0 OTHOIIECHUIO APYT APYTY, TaK U o0IecTBa B 11ejoM. CyIIecTBYIOT CIEAYIOLIHE BU/IbI OpraHu-
3aIIMOHHBIX IOKYMEHTOB: YCTaB, MIOJIO)KEHUE, HMHCTPYKLIUH, IPABUIIA.

Iloxg ycraBOoM IOHHMMAaeTCs CBOJ IPaBUII, PETYIHUPYIOLUIUX AEATEIBHOCTh OpPraHU3alui,
YUpEXJIeHUH, O0IIEeCTB U Ipa)/J1aH, UX B3aUMOOTHOUIEHHS C JPYTHMHU OpraHU3alUsIMHU U Tpaxk-
JTaHaMU, MIpaBa U O0S3aHHOCTH B OMpPEETICHHON cdepe rocyJapCTBEHHOTO YIIPaBJIEHUS WIH XO-
3SIMCTBEHHOM JesrenpbHOCTH. Hanmpumep, YcraB kene3Hsix gopor P®, BerepuHapHsblil yctaB u
Tak gajnee OTAEIBHO CIENYET BBIACIUTDH YCTaBbl, ONPEAEISIONINE OpPraHU3alUI0 ONpEAEICHHON
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cdepsl nestenbHOCTH Boopyxkenubix cunt PO (CtpoeBoii ycras, [JucUIUIMHAPHBINA YCTaB U Tak
nanee) OOmKe ycTaBbl YTBEP)KIAIOTCS BBICHIMMH OpraHaMH IoCylapCTBEHHOW BJIACTH M yIpaB-
JIeHHSA, a YCTaBbl OOIIECTBEHHBIX OpraHU3alMi NPUHUMAIOTCS W YTBEPXKIAIOTCS CbhE3JIaMH.
YcTaBbl NpeANpUITHI, YUPEXKIECHUA U OpPraHU3aLMM YTBEPKIAKOTCA MX BBIIIECTOSIIMMU Opra-
HaMu (MUHUCTEPCTBAMHU, BEJIOMCTBAMHU, UCTIOJKOMaMU MeCTHBIX COBETOB).

O6mue TpeboBaHUS K MOPAIKY €ro COCTaBieHUs, O(DOpPMIICHUSI U COACp)KAHUS JaHbl B
yacTtu nepsoi ['paxxaanckoro koxekca Poccuiickon @enepannu.

[Tonoxenue

[TonoxxeHus - HOpMaTHUBHBIE AKTHI, UMEIOIINE CBOJHBINA KOIU(PHUKAIIMOHHBIN XapakTep U
OTpeeNAoNIe TOPAIOK 00pa3oBaHUs, CTPYKTYPY, DYHKUIHH, KOMIETEHIINIO, 00sI3aHHOCTU U
OpraHu3aIuio paboThl CUCTEMBI OpPraHoB rocyaapcTBa. Hampumep, obiiee monoxxeHrHe 0 MUHU-
crepctBax P®, [lonoxxkeHne o0 rocynapCTBEHHONH aBTOMOOMIJIBHON HWHCHEKIIHMH, CTPYKTYPHOTO
nozpaszesieHuss (Komuccuu, rpynnsl). [lonoxeHuss MOTyT perjaMeHTHpOBaTh JEATEIbHOCTh
JIOJKHOCTHBIX JUL. B OTAENbHYIO IpyIIly CleAyeT BBIACIUTh MOJ0XKEHUS, PEryJIUpYIOIIUE CO-
BOKYIIHOCTb OpPraHM3al[MOHHBIX, TPYAOBbIX U IPYI'MX OTHOUIEHHH 110 KOHKPETHOMY BOIIPOCY.
Hanpumep, [lonoxenuss 06 OTKPBHITUAX, U300pPETEHUSI U PALMOHAIN3ATOPCKUX MPEIIOKEHHIX
wiy TUnoBoe MoyiIoKeHNUEe O BEICHUU JEJI0NPOU3BO/ICTBA M0 PETIOKEHHIM, 3asBICHUSAM U JKa-
j100aM rpakaaH B TOCYAapCTBEHHBIX OpraHa, Ha MPEINPHUITHSIX, B YIPEKACHUIX U OpraHU3aIlU-
ax. Haubosee MHOrOUMCIIEHHBI PA3HOBUIHOCTH MOJIO0XKEHUI O IPOBEIECHUH Pa3IMYHBIX KOHKYP-
COB, CMOTPOB U JAPYTHX MEPOIPUATHH.

[TonoxxeHus yTBepkAat0TCsl B YCTAHOBJIEHHOM MOPSIKE.

VYcTaBbl U MOJOKEHUS SBIISIOTCS CIOKHBIMU JOKyMeHTaMu. X CTpyKTypa U conepxka-
HUE, KaK [PABHUJIIO, ONPECISIOTCS YIPEKICHUAMHU -pa3paboTINKaMH.

NuauBuayanbHble MOJIOKEHUS pa3padaThiBalOTCd Ha OCHOBE TUIOBBIX. THIIOBBIE MOJIO-
JKEHUSI, KaK MPaBUJIO, YTBEPKAAIOTCS BBIIIECTOSIIIMMUA OpraHaMU yNpPaBJICHUs, & UHAUBUYallb-
HBIE - PYKOBOJUTEISIMU MPEAIPUITHI U OpraHU3aU.

OTnenpHyI0 TpyNIy MOJOXKEHUN COCTaBISIOT IOJOXKEHUS, PETYIUPYIOLIUE COBOKYII-
HOCTb OPraHU3aLMOHHBIX, TPYJOBBIX U JPYIMX OTHOIICHHH O KOHKpETHOMY Bompocy. Hampu-
Mmep: [lonoxeHne o T0KyMEHTallMOHHOM 00€CIIEUEHUH YIIPaBIEHUS.

WNHcTpykuuy - NmpaBOBOM aKT, M3[aBAEMbI OPraHOM TOCYJApPCTBEHHOI'O YIPABJICHUS
(MU yTBEp)KIaeMblil €ro pyKOBOJUTENIEM) B LIESAX YCTAHOBJIEHUS MPABUJ, PETYIUPYIOLIUX Op-
raHW3alMOHHBIE BOMPOCHI, HAYYHO-TEXHUYECKUE, TEXHOIOTHYecKre, (PMHAHCOBBIE M MHBIE CIIe-
[[MAJIbHBIE CTOPOHBI EATEIbHOCTH YUPEKICHHUM, opraHu3aluuii, npeanpuaTuil (Ux mnojapasziese-
HUH U cITyk0), JOKHOCTHBIX JIUI] M TPAKIaH.

WNHcTpyKuny u3garoTes TakKe B LEISIX Pa3bsICHEHUS U ONPEIeIeHNs TIopsAKa IpUMeHe-
HUS 3aKOHOJIaTENIbHBIX aKTOB U PACMOPAIUTENbHBIX JOKYMEHTOB (HaIIpUMep, MPUKA30B).

3aroyioBOK MHCTPYKIIMH JOJKEH YETKO O4epuMBaTh KPyr BOIIPOCOB, OOBEKTOB U JIULI, HA
KOTOPBIX PACIPOCTPAHSIOTCS €€ TpeOOBaHMUS.

WHcTpykuny ObIBalOT JBYX BUIOB:

a) THIOBBIE (pa3pabaTbiBaeMble TOCYAAPCTBEHHBIMH WM OTPACIEBBIMU OpraHaMU yIpaBiie-
HUS JJI1 OJNHOTUIIHBIX NPEINPUATHN, CTPYKTYpPHBIX nozapasaeneHuid. Hanpumep, Tuno-
Basi MHCTPYKIUS TIO JENOMPOU3BOACTBY B (peiepalbHBIX OpraHaxX UCIOTHUTENHHOU Bla-
CTH);

0) WHIUBUIYyalIbHbIE (pa3padaThiBaeéMble AJiI KOHKPETHOTO MPEANPUSITHS, CTPYKTYPHOTO
noapasnenenus, komuccun. Hampumep, HNHcTpykmua mno aenompousBonctsy OO0
«JIVUy).

[IpaBuiia - TOKYMEHTBI, B KOTOPBIX M3JI0KEHBI OCHOBHBIE TPEOOBaHMUSI, IPEABSIBIIIEMbIE K
coTpyAHUKaM npeanpustus. [IpaBuna u3garoTcs Mo pa3andyHbIM BOIIPOCAM U YTBEPKIAIOTCS PY-
KOBOJAMUTENSAMU Npeanpuatuid. Jlyis paboTHUKOB BaXKHO 3HATH MIpaBUIa BHYTPEHHETO pacriopsiaka
OpraHH3aIiH.

Opranmsanus paOOThl TMPEANPHUATHS, B3aUMHBIE OOS3aHHOCTH PAOOTHUKOB U aJMHUHU-
CTpaliH, MPeJOCTaBICHUE OTIYCKOB, KOMaHAWPOBAaHUE COTPYIHUKOB, BHYTPHOOBEKTHBIA pe-
JKUM M JpyTrHe BOMNPOCHI OTPAXKAIOTCSI B MpaBWJIaX BHYTPEHHETO TPYJOBOIO pacropsiika. ITu
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JOKYMEHTBI COCTaBIIAIOTCS Ha OJaHKE MPEANPHSTHS, COTIACOBBIBAIOTCS MyTEM OOCTYKMBAHUS
Ha COOpaHMU TPYIOBOTO KOJUICKTHUBA, BU3HUPYIOTCS FOPUCTOM M YTBEPXKIAIOTCS IHPEKTOPOM
NPEIIPUSATHSL.

[ITatHOE pacnucaHHe - TOKYMEHT, 3aKPEIUISIFOIIUI JTOJDKHOCTHON M YMCIICHHBINH COCTaB
PENPUSTHS c yKa3aHHeM donma 3apaboTHOI TUTATHI.
[ITarHoe pacnmcanue opopmirseTcss Ha ONaHKE MPEANPHUATHS, C YKa3aHUEM TEepEeUHs JOJDKHO-
CTEH, CBEICHUH O KOJMYECTBE INTATHBIX €IWHUI], JODKHOCTHBIX OKJIAZOB, 1 MECAYHOM (hOHJE
3apabOTHOM TUIATHI.

ITaTHOE pacrucaHue COACPKUT CIEAYIONINE PEKBU3UTHI:

HAaMMCHOBAHHE OPTaHU3AIHH;
HAaMEHOBAHME BUA JOKYMEHTA;
nara;

MECTO M3/1aHus;

rpud yTBEpKIACHUS;

TEKCT;

BU3HI;

MIOJIITHUCh.

[TommuceIBaeTCs MITATHOE PACIIMCAHUE 3aMECTUTENIEM PYKOBOJUTENIS, COTJIACOBBIBACTCS C
[IL.OyXranTepoM, YTBEPKAACTCS PYKOBOIUTENEM mpennpusatus. ['pud yrBepkaeHus 3aBepsieTcs
NICYaThIO OpraHu3aIum.
V3MeHeHHs B ITaTHOE pacliCaHKe BHOCATCS IIPUKA30M PYKOBOJIUTEIS TIPEATIPHUSTHS.

CTpyKTypa M IITaTHAs YUCICHHOCTh - OPTraHU3AMOHHBIA JOKYMEHT, B KOTOPOM YyKa3bI-
BAIOTCSl BCE CTPYKTYPHBIE TOAPA3CICHHs MPEANPUATHS, BBOJUMBIE HA MPEAIPUATHH JOHKHO-
CTH ¥ KOJIMYECTBO IITATHBIX CAMHUIL IO KAXKIOH U3 JOJDKHOCTEH. (COCTABIISCTCS U MOANUCHIBA-
€TCsl TAK)KE KaK W MITaTHOE paclucaHue).

[IpaBuia BHYTpEHHEro TPYAOBOTO PaCIOpSIKa- OPraHU3aIMOHHBIN JOKYMEHT, B KOTO-
POM OTpaXKaroTCs CIIETYIONINE BOIPOCHI:

1. opranu3zamnusi paboThl PEATIPHUSITHS;

2. B3aWMHBIC 0053aHHOCTH PAOOTHUKOB M aIMHHHUCTPALIUH;
3. TmpenocTaBICHUE OTIYCKOB;

4. KOMaHAWPOBaHUE COTPYIHHKOB;

5. BHYTPHOOBEKTHBIH PEKUM.

[IpaBuia cocTaBnsOTCs Ha OJaHKE MPENNPUSATHS, COTIACOBBIBAIOTCS MTyTEM 00CYKICHUS
Ha coOpaHMU PabOTHUKOB MPENNPUATHS, BU3UPYETCS IOPUCTOM U YTBEPKAAETCS PyKOBOAUTEIEM
TPEIIPUSATHSL.

NGO~ wWNE

Bonpocs! 1u1s1 06cyxneHust

1. PacckaxwuTte 0 HA3HAUYEHUU U BUIaX OPraHU3allMOHHBIX JTOKYMEHTOB.

KakoBsl mpaBuia cocraieHus U opopmiienus Konekca KopnopaTuBHON 3TUKH?

OxapakTepu3yiTe ycTaB, HOJ0KEHUE 00 OpraHU3allH, OJI0KEHUE O CTPYKTYPHOM

NOIpa3cIICHUN.

KaxoBsl paBuiia coctaBiaeHust 1 0QOPMIICHHS TOJKHOCTHBIX UHCTPYKIIUIL?

CrpyKTypa 1 MITaTHas YUCIEHHOCTD, IITATHOE PACIMCAHHUE.

WNHcTpyKuny opraHu3aliiOHHO-METOANYECKOr0 Ha3HAUeHUS U ITpaBHIIa.

[IpouieccHble perinaMeHThl NPEANpPUsATHUS.

JIOKYMEHTBI CUCTEMBI MEHEIP)KMEHTA KaueCTBa.

KakoBsl mpaBuiia coctaBieHus U 0hOpMIIEHHUS T0TOBOPOB?

10. /s KOHKPETHOTO TPEINpPHUSATHS 1O BBIOOPY CTyAEHTa pa3paboTaTh OCHOBHBIC BHIIBI
OpPraHU3alMOHHBIX JOKYMEHTOB

wn

©CoN O~
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3amanmue:

1. Paspaborartb MaKeT OPraHU3alMOHHBIX JIOKYMEHTOB Uil AJIMUHUCTpALUU
MYHHITUIIAILHOTO 00pa30BaHMS.

Jlureparypa:

IlepeyeHb OCHOBHOIT JTUTEPATYPHI:

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

IlepeyeHb 10MOTHUTENIBHOM JTUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPABICHUYECKON NEATEILHOCTH [DIEKTPOHHBIM
pecypc]: yae6Hoe mocobue/ Kaypman H.FKO.— Dnektpon. TekcToBbie qanHbIe.— OMCK: OMCKU
rOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  moctyma:
http://www.iprbookshop.ru.

IIpakTyeckoe 3ansaTue Ne 10

Tema 7 CocTaB u co31aHHe PACTIOPSAUTEIbHBIX JOKYMEHTOB

Henu: pacummpuTh U 3aKPENUTh 3HAHUS 110 CO3TAHHUIO M O(DOPMIICHUIO PaCTIOPSIUTEIh-
HBIX JOKYMEHTOB TPEAIPUSATHS.

3HaHUSI M yMeHHUsl, mMpuodpeTaemMble CTYJ€HTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPAKTU4YEeCKOro 3aHATUs, (JopMUpYyeMble KOMIIETEHIIUM MJIM X YACTH: B IIpoOliecce U3yde-
HUS TUCUUIUIMHBI CTYJEHTHI IOJDKHBI HAYYUThCS pa3paldaThiBaTh M CO3/1aBaTh OCHOBHBIE pac-
MOPSIAUTENIbHBIE JIOKYMEHTBI NPEANPUATHS, UMETh IIPEACTABICHUE O UX TUIIOJOTHH, COJAEPKa-
HUU ¥ clienu(UKe, OCYIICCTBIATh JOKYMEHTAIbHOE 0(DOpPMIICHUE PEIICHHI B YIIPAaBICHUH XO-
3CTBEHHOM JEATEIIbHOCTH OPTraHU3aluii.

B npouecce u3ydeHusi 1aHHO TemMbl (POPMHUPYIOTCH CJeAYIOIIHE KOMICTECHIMHU:
OIIK-5.

AKTYyaJIbHOCTh TeMbl. OCHOBHOE Ha3HA4Y€HHE PACHOPSIUTEIbHBIX TOKYMEHTOB — PETy-
JUPOBAHUE JEATEIBHOCTH, TO3BOJISIONIEE OpraHy YIpaBieHHs 00ecliedrBaTh pealln3aluio IMo-
CTaBJICHHBIX NEPE] HUMHM 3aaad. PacropsauTenbHble TOKYMEHTHI COAEPKAT PEUICHUs, UAYIIHE
cBepXy BHH3. IMEHHO 3TH IOKYMEHTHI peau3yIoT YIPaBIsieMOCTh OOBEKTOB 110 BEPTUKAIIH.

TeopeTuyeckas 4acTb

PacriopsimuTenbHBIE JOKYMEHTBI HTPAIOT OYEHb BAXKHYIO POJIb B YIIPABICHUH yUpEkKe-
HUSMU, IPEATPUATUIMU U OPTaHU3ALUSIMU.

PacriopsimuTebHBIC TOKYMEHTHI - IOKYMEHTHI, HOCSTINE aIMUHUCTPATUBHBIN XapakTep U
oOpallleHHbIe K HUXECTOSIIMM WM MOJAYMHEHHBIM OpraHH3alusM, TPYMIaM WU OTIEIbHBIM
JOJKHOCTHBIM JTiIiaM. OCHOBHOE Ha3HAYCHHUE PaCTIOPSAIUTEILHBIX JOKYMEHTOB- PETYJINPOBAHHE
JESTENIbHOCTH, MO3BOJISIFOIIEE OpPraHy yMpaBiIeHHUS OOECIeurBaTh PEaTU3alldi0 MOCTABICHHBIX
mepes HUM  3aJa4, [OJdy4aTh MAaKCHUMalbHBIH S()(GEKT OT CBOECH JeATCIHHOCTH.
CxeMa MOArOTOBKH PaCIOPSIUTENbHBIX TOKYMEHTOB:

BCECTOPOHHEE U3yUEHHE BOTPOCA, IIOATOTOBKA MPOEKTa JJOKYMEHTA,

COTJIACOBAaHUE TEKCTA U €ro MOJIMUCAHHE;

00CyXIIeHUEe W TPUHATHE JOKYMEHTa Ha 3aceIaHMsAX KOJUICTHaJbHOTO opraHa (Imocra-
HOBJICHUE, PEILICHUE)
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TekcT pacnopsiIUTENbHOIO JOKYMEHTAa COCTOMT W3 B3aWMO3aBUCHMBIX [JIBYX Ya-
CTEW: KOHCTATUPYIOMIEH U PacopsAuTEIbHOM.

KoHcrarupyronias 4acTh sBISETCA BBEACHHUEM B CYLIECTBO PacCMaTpUBAEMOr0 BOIIPOCaA,
npu3BaHa OOBACHUTH, Y€M BbI3BaHbl pacrnopsbkeHus. KoHcraTupyromas yacTe HeoOs3aTeNnbHa,
OHa MOXET M OTCYTCTBOBaTh, €CIIM HET HEOOXOIUMOCTH JiaBaTh  MOSCHEHUS.
OCHOBHY!IO Harpy3Ky HECET paclopsiAUTEIbHAs YacTh.

PacniopsinuTensHast 4acTh M3J1araeTcsl B MOBEIUTENBHON Gopme. B 3aBucumocTH ot BHIa
nokymeHTa oHa HaunHaeTcs cioBamu: [IOCTAHOBUII (mocranosnenust), PEIHAET (PELLIAII)
— pewenusi, [IPUKA3BIBALO - npukassl.

I'OCT yxka3bIBaeT: «B pacrnopsAuTEIbHbIX JOKYMEHTAX OpraHu3aluid, TeUCTBYIOIIUX HA
IMPUHIUIIAX €IMHOHAYAIMs, a TAaKXKe JTOKYMEHTax, aJpeCOBAaHHBIX PYKOBOACTBY OpraHM3allUU,
U3JI0KEHNEe TEeKCTa JTOJDKHO MATH OT MEPBOro JIMLA €JUHCTBEHHOIO YKcia (MpUKa3biBato, Ipe-
Jararo, mpomty...)»

Bunel paciopsAMTENbHBIX JOKYMEHTOB:

[locTaHoBieHME - 3TO IPABOBOM AKT, IPUHUMAEMBII BBICIIUM M HEKOTOPBIMU LIEHTPAJb-
HBIMU OpraHaMH KOJUIETMAJIbHOI'O YIIPABJIEHUS B LENAX pa3pelieHust Hanbosiee BaXKHbIX U NIPUH-
UINHAATIBHBIX 33/1a4, CTOSALINX IMEepel JaHHBIMU OpraHaMH, W YCTaHOBJICHUS! CTAOMIIBHBIX HOPM
IIPaBUJI IOBE/ICHUS.

[TocTanOBIEHUS TPUHUMAIOTCA BBICLIMMU OpraHaMU IOCYAApPCTBEHHOW BIJIACTH IIO Opra-
HU3ALUOHHBIM, XO3HCTBEHHBIM, IIOJUTUYECKUM U JAPYTUM BOIPOCAM, CBS3aHHBIM C OCYILECTB-
JIEHUEM UX IOJHOMOYHH.

@opMyJIsp MOCTAHOBIEHUS UMEET CIIEIYIOIINE PEKBU3UTBHI:

rep6 P® unmu cyObekTa;

HauMEHOBAHME OpraHU3al1y, U3/1aBIIUI JTOKYMEHT;

HaVMEHOBAHME BUJA JTOKYMEHTA;

MECTO COCTABJICHUS;

JlaTa JOKYMEHTA, PETUCTPALlMOHHBIN HOMED;

3aroJIOBOK K TEKCTY;

TEKCT;

IIOJIINCH;

BH3bI COIVIACOBAHMS.

ITpoexThl MOCTaHOBIIEHUH 0053aTENIbHO BU3UPYIOTCS IOPUCKOHCYNIbTOM. IloanuceiBaercs
IIOCTaHOBJICHHE PYKOBOJMTEIIEM OPraHa, U3/1aBIIEro JaHHbBIN JOKYMEHT.

ITpuka3 (0 OCHOBHOH JEATENbHOCTH) - MPABOBOM aKT, M3/1aBaeMblii PyKOBOAUTEIIEM
HPEIPUATHS, AJIs pa3pelIeHNss OCHOBHBIX M ONEPAaTUBHBIX 3a/1ad CTOSIUX Mepe] MpeanpusTh-
eM.

[Tpukazamu ohopMIIAIOTCS:

MOPAJIOK AEATEIbHOCTU PEAIPUSTHS;

pelIeHrs U TOpYYEHHS TI0 OpraHu3ali padoThI;

OpraHMU3aLIOHHBIE MEPOTIPUATHS;

UTOTHU pabOThI;

pE3yJIbTaThl PEBU3UN.

[Ipukaspl uU3ma0TCS TOJIBKO INMPU HEOOXOAMMOCTU. VI3MEeHeHHUs, JONOJHEHHs, OTMEHa
IIPUKA30B IPOU3BOJUTCS TOJIBKO MpuKa3amu. [loanuceBaeT npruka3 pyKoBOANUTENb OPraHU3alun
WJIM €ro 3aMmecturenb. [Ipuka3 BcTynmaeT B CMily ¢ MOMEHTA MOJIMCAHNs, €CJIA B TEKCTE HE yKa-
3aH JPYro CpOK BBEJEHUS €r0 B IEUCTBHE.

Pacnopsikenue - mpaBoBOW aKT, U34aBAaEMBIi 110 ONEPATUBHBIM BOIPOCAM Ha MPEIIPHUs-
TUSAX €IMHOJINYHO 3aMECTUTEIISIMU IIEPBOIO PYKOBOAMTENS, 3aMECTUTEISIMU TJIABHOTO MH)KEHE-
pa, a TaK)Ke pyKOBOAUTEISIMU CTPYKTYPHBIX IOJIpa3/IEICHUN.

Kak npaBuiio, pacnopsiKeHHE UMEET OIPAaHUYEHHBIN CPOK JEHCTBHUS M KacaeTcsl y3KOIrO
KpyTa MOApa3AeICHUN, JOJDKHOCTHBIX JIMIL U TpaKaaH. TeKCT paclopshKeHUs UMEET Te )Ke pas-
JIENIbI, YTO U TPUKa3, TOJBKO paclopsianTenbHas yacTb HaunHaercs ciaoBaMmu «I[IPEJIJIAI'AIO»
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i «OBA3BIBAIO». IloanuceiBaeTcsl pyKOBOAUTEIEM U COIVIACOBBIBAETCS C 3aMHTEPECOBAH-
HBIMH B 3TOM JOKYMEHTE JINLIAMH.

VYKkazaHue - pacloOpsAUTENbHBIA JOKYMEHT, HM3JAaBacMblii OpraHaMH TIOCYAapCTBEHHOTO
YIPaBIEHUS, MUHUCTEPCTBAMH, BEJOMCTBAMM, NPEANPUATUIMU U OPTaHU3ALUAMH 110 BOIIPOCaM
UH(POPMALIMOHHO-METOJMUECKOT0 XapaKTepa, a TAKKe 10 BOMPOCaM, CBA3aHHBIM C OpraHH3aIly-
€l MCIOJIHEHUS TPUKA30B, MHCTPYKLUM U JPYTUX AKTOB OPraHOB YIIPABJICHHUS.

[ToaroroBka pacnopsiAUTENbHBIX TOKYMEHTOB CKJIa/IbIBAETCS U3 CIAEAYIOLIUX 3TAIOB:

= cOOp IaHHBIX 10 YIIPaBIEHYECKOMY BOIIPOCY;

* COCTaBJICHHE IIPOEKTA PaCHOPSAUTEIBLHOIO TOKYMEHTA;
* COINIACOBAHUE MPOEKTA PACHOPSAIUTEIBHOTO JOKYMEHTA;
* [OJIMCaHHUE JOKYMEHTA.

CO0p naHHBIX MO YIPaBICHYECKOMY BOIPOCY HAUMHAETCS ¢ 00ECIeueHHs IPaBOBOH Oc-
HOBBI IOATOTABJIMBAEMOI0 JOKYMEHTAa — HM3YYEHHUs JECHCTBYIOIIMX 3aKOHOIATEIbHBIX aKTOB,
IPAaBUTEJIbCTBEHHBIX MTOCTAHOBJIEHUH, TaK KaK MOATOTABIMBAEMbIH JOKYMEHT, Ul TOTO YTOObI
o0agaTh HEOOXOAUMOW IOPUIUYECKON CHIION, HE JOJDKEH MPOTUBOPEUUTH YCTAHOBICHHBIM 3a-
KOHOM HOpMaM. 3aT€M UCIOJHUTEIb ONPEIENIeT KPYT BOIIPOCOB, KOTOPBIE NPEACTOUT OTPa3UTh
B PACHOPSAUTEIBHOM JIOKYMEHTE, U3ydaeT WH(OPMAIHIO, BHYTPEHHHUE PACHIOPSAUTENBHBIE J10-
KyMEHTBI opranu3anuu. B aTo Bpems omnpenensiercss HEOOXOJUMOCTb OTMEHBI paHee AEHCTBYIO-
IIUX PACTIOPSIUTENBHBIX JOKYMEHTOB WM UX OT/IEIbHBIX ITYHKTOB.

CocraBiieHHEe TPOEKTA PaCHOPSAUTEIBLHOIO JOKYMEHTA BBIIIOJIHAETCS UCIIOJHUTENIEM Ha
OCHOBE IIEPBOI'0 ATAla MOATOTOBKH.

CornacoBaHue NpoeKTa JOKyMEHTa UCIIOJHUTEND IIPOBOJAUT, IIPEXKE BCETO, C TEM PYKO-
BOJIUTENIEM, KOTOPBIN JIaBal 3aJaHie Ha pa3pabOTKy pacHopsIMTENbHOTO JOKyMeHTa. Ha stom
JTane JOKYMEHT MOKET HEOJAHOKPATHO PENAKTUPOBATHCS U JOMOIHATHCS 10 YKa3aHUIO PYKOBO-
JUTEIS.

ITocne TOro kak MCIOJHUTENb MOMy4aeT 0JOOpEeHUEe PYKOBOIUTENS HA MPe/ICTaBICHHBIN
TEKCT, OH 0053aH OTIEYaTaTh €ro Ha COOTBETCTBYIONIEM OJIaHKE ¢ COOIOIEHUEM MPaBHII PacIIo-
JOXKeHUs U 0(hOpMIIEHHUS BCEX HEOOXOIUMBIX JUIsl IaHHOTO BHJIA JJOKYMEHTA PEKBU3UTOB U MPO-
BECTHU COIJIACOBaHUE (BU3MPOBAHUE) MPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU JTOJIKHOCTHBI-
MU JIMLAMH (WM opranu3anusMu). KoauuecTBo cornacyrommx HHCTaHLIUN ONpeienseT pyKoBo-
nuTenb. B mr060# yripaBieHuecKol CTpyKType, Kak IPaBUIIO, CKIIaJbIBAETCS TUIIOBAsI IPoLIeIypa
BHYTPEHHETO COTJIACOBAHMS, T.€. M3BECTEH COCTaB JOJDKHOCTHBIX JIMI, BU3UPYIOLUIUX MPOEKT
pacnopsAUTENBLHOTO TOKYMEHTa U MOCJIeI0BaTeIbHOCTh BU3MPOBaHUs. BHelHee coriacoBanue
orpeensercs TpeOOBaHUSAMH 3aKOHOB, HOPMATHUBHBIX MIPABOBBIX aKTOB, HOPMaMHM M MpaBUIaMHU
BBIIYCKa T€X WJIM UHBIX JOKYMEHTOB, YCTAHOBJICHHBIMU MOJIOKEHUSIMU (ycTaBaMH) TeX yupe-
KIACHUM U OpraHMU3alyii, C KOTOPBIMU IIPOBOJUTCS COTJIACOBAHUE.

CornacoBaHu€ BBINOJHSET TOT UCHOJIHUTENb (CTPYKTYpPHOE MOJApa3/esieHne), KOTOPbII
TOTOBWJI NPOEKT JOKyMeHTa. Eciin B mpolecce COracoBaHUs BBIACHAIOTCS CYIIECTBEHHBIE 3a-
MEYaHUs K COJIEP’KaHUIO JOKYMEHTa, OH COCTaBJISIETCSl 3aHOBO M BTOpas peNakLus MOJJICKUT
[IOBTOPHOMY IIOJITHOMY COIJIACOBAHMIO.

[lonnucanue nokymenta. [lepen nepegaueil JOKyMEeHTa Ha MOANHMCAHUE PYKOBOIMUTEIIO
JIOKYMEHT JJOJDKEH OBITh TIIATEIBHO MPOBEPEH — 0c000e BHUMaHKE oOpalaeTcs Ha IUPPOBYIO
uH(popmManuio, GpaMUINK, UMEHA, OTYECTBA, HA3BaHUS CTPYKTYPHBIX MOJApA3JeIeHUN, OpraHu3a-
LIMH, HAUMEHOBAHUs, HOMEpPA U JaThl YIIOMUHAEMBIX MPAaBOBBIX aKTOB WJIM MHBIX JIOKYMEHTOB.
[Tocne moanucanus BHECEHHE KaKUX-THMOO MCIPABIEHUHN B JOKYMEHT HEAOMYCTUMO U JIEIOIPO-
U3BOJICTBEHHAs CITy>kK0a MPOBOJUT PETUCTPAIMIO JJOKYMEHTA, C TOIO0 MOMEHTa JJOKYMEHT IpH-
obperaeT cTaTyc o(pUIMATIBHO W3TaHHOTO.

Bonpocsl 1151 00cyKk1eHUus

1. KakoBa poyib pacrnopsIUTENbHBIX JOKYMEHTOB B YIPaBJICHUYECKOH JeSTEIbHOCTH
AJMHMHpCTpauy MyHHINAIHOTO 00pa30BaHUsA?
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2. Ilepeuncnure U OXapaKkTEepU3YHTE BUJIBI PACHOPSAUTEIBHBIX JTOKYMEHTOB, CO3/aBa€MbIX
IPU €AMHOJINYHOM U KOJUIETHAJIbHOM CIIOCO0AX MPUHATHS PELICHHUS.

3. KakoBsbI 3TaIbl MOArOTOBKH PACIIOPSAUTEIBHBIX TOKYMEHTOB?

4. KakoBbl IpaBUjIa COCTaBJIECHUS U OOPMIICHHSI IIPHUKa3a, IPOTOKOJIA.

3ananmue:

L. PazpaboTats MaKeT paclopsIIUTEIbHBIX TOKYMEHTOB Il AJIMUHHCTPALN
MYHUIUIIAIBHOTO 00pa30BaHMUA.

Jlureparypa:

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Ky3nenoBa U.B. JlokymMmeHTHpOBaHUE yIPaBICHUYECKON AEATEIBHOCTH [ DJIEKTPOHHBIN
pecypc]: yuebHnoe nmocodbue nns O6akamaBpoB / U.B. Ky3nemnosa, . A. XayatpssH. — DIEKTPOH.
TekcToBbIe ManHble. — Mocksa: JlamkoB u K, At [1u Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexxum noctyna: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaypman H.IO. JlokyMeHTHpOBaHUE YIIPABICHYCCKON JIEATEIBHOCTH [DICKTPOHHBIN
pecypc]: yue6Hoe nmocobue/ Kaypman H.FKO.— Dnektpon. TekcroBbie qanHble.— OMcK: OMCKUi
rOCylapCTBEHHBI  MHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

IpakTHyeckoe 3ansaTue Ne 11,12

Tema 8 HndopMannoHHO-CIPaBOYHbIE JOKYMEHTbI

Iesm: paciiupuTh U 3aKpENUTh 3HaHUS 1O CO3AHUIO U 0(OPMIICHHIO NHPOPMALMOHHO-
CIPABOYHBIX JTOKYMEHTOB IPEIIPUSITHS.

3HaHMA W yMeHMs, NpUHoOpeTaeMble CTYACHTOM B pPe3yJbTaTe OCBOCHHMS TEMbI
NPAKTUYECKOI0 3aHATHS, (popMHUpyeMble KOMIETEHIIUH WM UX YacTH: B IIPOLIECCe U3yue-
HUS JUCLUIUIMHBI CTYJIEHTHI IOJDKHBI HAYYUThCS pa3padaTbiBaTh U co3JaBaTh HMH(OpMAIOH-
HO-CIIPaBOYHBIE JOKYMEHTBI HPEINpUsITHSI, pa30UpaThCs B UX TUIIOJIOTUH, COAECPKAHUM U CIIe-
ke ohopMIEHUS.

B npouecce m3yueHusi jaHHOW Tembl (popMUpYIOTCH c/eAYyIOIHEe KOMIETEeHIHHU:
OIIK-5.

AKTyaJIbHOCTH TeMbl. IHOpMalimoHHO-CIpaBOYHbIE JTOKYMEHTHI BBIIIOJIHAIOT CIYXe0-

HYIO pOJIb [0 OTHOIIEHUIO OPraHU3alMOHHBIM U pacnopsauTesbHbIM. OHH HE COJEpKaT Mopy-
YeHUH, He 00sA3BIBAIOT JEMCTBOBAThH CTPOrO MPEANUCAHHBIM 00pa3oM, a COOOINAIOT CBEJCHMS,
noOy>KJarouiie MpUHUMATh ONpeAeNIEHHbIE PELICHUs], UCIOIB3YIOTCS I peanu3anuu uHpop-
MAaIMOHHBIX CBSI3€M MEX/y PaBHBIMH, HE COCTOSAIMMHU B OTHOLIEHUSIX CONOJYMHEHNS OPraHn3a-
LUSMU U JIOJDKHOCTHBIMM JIMIIAMU. DTH JOKYMEHTBI U1YT, KaK IPaBUIIO0, CHU3Y BBEPX IO CHUCTe-
Me ympasieHus. Ocoboe MecTo B CHCTEME JaHHOW OKYMEHTAllMM 3aHHMaeT Mepernucka —
0000111eHHOE Ha3BaHUE PA3IMYHBIX MO COJACPKAHUIO JJOKYMEHTOB, CITY)KAIIUX JJIS ONEPaTUBHOTO
nH(pOpMallMOHHOTO 0OMeHa Mexay opranuzanusmu. Ilepenucka 3anumaer 10 80 % Bceil BXo-
JALIEH U UCXOAIIEN JOKYMEHTALUH.

TeopeTuyeckas 4acTb
BonenmucTBO JOKYMCHTOB, U3aBACMbIX B OpraHU3alUAX, SABJIAIOTCA I/IH(i)OpMaHI/IOHHO-

CIIpaBOYHBIMHU.
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WNHudpopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI - 3TO COBOKYITHOCTh JOKYMEHTOB, COJepiKa-
mux HHGOpMALKI0 O (PAKTHUECKOM MOJIOKEHUU eI, CAYXAIlUX OCHOBAHWEM Ui MPUHSATHUS
peLICHU.

Bunel unopmanrioHHO-CIIPaBOYHBIX TOKYMEHTOB:

AKT - nH()OPMAIIMOHHO-CIIPABOYHBIN JOKYMEHT, COCTABIISIOUIMICA TPYNION JHIl IS
MOJITBEPXK/ICHUSI YCTAaHOBJIEHHBIX ()aKTOB, COOBITHI. AKT MOXET CO/IePKaTh BBIBOJIbI, PEKOMEH-
JALUHU, IPEIIIOKEHUS €T0 COCTABUTEIICH.

AKT yTBEpKIAETCsl paCOPSIAUTENIbHBIM JOKYMEHTOM WM PYKOBOIUTENEM, MO YKA3aHUIO
KOTOPOI'O COCTaBJIEH JOKYMEHT.

TexkcT aKTa COCTOUT 3 JIBYX JacTeH: BBOJHOM, KOHCTaTUPYIOLIEH.
Bo BBOIHOM 4aCTH TEKCTA aKTa yKa3bIBa€TCs OCHOBAHUE ISl COCTABIICHUS aKTa, IEPEUUCIIIIOTCS
JMLA, COCTABUBUIME aKT U IPUCYTCTBYIOIINE IIPU ITOM.

B xoHCTaTHpyIOMIEH YaCTH CONEPKUTCS OMUCAHUE TPOACIAaHHOW paboThl; (PUKCUPYIOTCS
(bakThl, U31aralOTCs BBIBOJBI, MPEUIOKEHHUS] COCTABUTENEH akTa. AKT MOJIMUCHIBACTCS BCEMHU
JULAMH, IPUHUMABIIMMHU YYaCTHE B €M0 COCTABJICHUU.

[IpoTokoin - MOKyMEHT, (PUKCUPYIOLIMI XO4 0OCYXIE€HHS BOIPOCOB U MPHUHITHUS pelie-
HUI Ha COOpaHMsIX, 3aCEJaHNUAX, COBECIIAHHSIX.

Tekcr  mpoTokona  COCTOMT M3 JBYX  4YacTeil: BBOOHO W OCHOBHOM.
BBogHas wacTh TEKCTa TPOTOKOJIA HMMEET NOCTOSHHYI0O M TEPEeMEHHYI0 HH(OPMAIHIO.
[Tocrosinuas - crnoBa: «IIpencenarensy, «Cekperapby, «[IpucyrcTBoBanmy» (MULIYTCS OT JIEBOTO
TOJIST).

[lepemenHas - uHUIMATBI U HaMUINK TPEACENaTeNs, ceKpeTaps, IpucyTcTByronmx. [lumercs
OT BTOPOTI'O NOJIOKEHUS Ta0yJIATOpA.

OcHoBHas yacTh npotokoisia crpoutcs no cxeme: CIIYIIAJIN - BBICTYIIMIIN - T10O-
CTAHOBWJIN (PEILMJIN) no xaxaoMy BOIIPOCY OTAEIBHO, OT JIEBOr'O IOJIsl 0€3 3HAaKOB Ipe-
MUHAHUA.

[Tepen cnoBom CIIYIIIAJIN craButcs nmudpa Borpoca MOBECTKU JIHS, €CITH BOIPOCOB HECKOJIb-
k0. C KpacHOW CTPOKH MUIITYT MHUIUAIBI U GaMIIIAIO TOKJIaAYMKa B UMEHUTEIBHOM MaJeiKe,
3aTeM I1e4aTaloT COoIep KaHNe JOKIIaa, COOOIICHHUS.

[Tocne BBICTVYIIMJIN ¢ kpacHO¥ CTPOKHU MUITYT HHULIHUAIBI U (DaMUJIMH BBICTYHAOIINX
B MMEHUTEIBHOM MajJeXe, 3aTeM I[e4aTaloT CoJep)KaHue JI0KJIana, COOOIIEHHUS.
3aBepiaronias 4acTb TEKCTa MPOTOKOJIA — MOCTAaHOBJIEHHE MO Bompocy. Haumnaercst cioBom
I[TOCTAHOBWJIN. Ona cTpouTcst 10 cXeMe: NEeUCTBHE - UCTIOIHUTENb - CpokK. [IpoTokon mos-
MUCHIBAIOT MpeJAcenaTenb U cekperapb. J(aroil mpoTokona sBISETCsS JaTa MPOBEACHUS 3acena-
HUS.

JloknanHas 3amucka - JOKyMEHT, aApEeCOBAHHBI PYKOBOAMUTENIO CBOEH WMJIM BBILIECTOS-
HIei opraHu3aluy U CoIep Kallluil N3JI0KEeHHE KaKoro-JInbo Bonmpoca win ¢Gakra.

[Io copepxaHuio MAOKIAJAHBIE 3aMUCKA OBIBAIOT: HMH(DPOPMAIMOHHBIC, OTUYETHBIE.
B 3aBucuMoOcTH OT afpecara: BHyTPEHHUE, BHEITHUE.

BuyTpenHue noknaaHble 3anmucku ohopmMisitoTes Ha Onanke popmara A4, TOANUCHIBAET
UX aBTOP-COCTABUTEINb.

Buemrnue noknaanbie 3anucku ohopMIISIOTCS Ha obmieM Onanke ¢popmata A4, MOANUCHI-
BAIOTCS] PYKOBOJUTEIEM OpraHU3alAH.

TekcT qoKIaAHON 3aUCKU JEIUTCS Ha JIBE YaCTHU:

U3JNI0’KeHNE (GaKTOB, MOCITYKUBIIUX MPUUMHON €€ COCTABJICHUS.

BriBOIBI, TpeIOAKEHUS OpTaHU3aIMU WK JIOJPKHOCTHOTO JIUIIA.

OObscHUTENbHAS 3aMHCKA - JOKYMEHT, TMOSICHSIOMINNA COJEp>KaHUE OTAEIbHBIX IMOJIOXKE-
HUN OCHOBHOTO JIOKyMEHTA (TIJIaHa, OTYeTa) MM OOBSCHSIONUI MPUYHHBI HAPYIICHUS TPYIOBOH
JUCITATIITUHBI.

OOBbsCHUTETbHBIC 3aMHCKH, SBISIONIUECS MPHIOKEHUEM K OCHOBHOMY JOKYMEHTY, IO-
SCHAIOINE €ro, 0OpMIISIOTCS Ha 00ImMX OnaHkax. [loanuckBaeT UX pyKOBOJIUTENb.
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OOBsicHUTEIbHBIEC 3aIHCKH, OOBSICHSIOINE TPUIUHBI HEBBITIOIHEHUS KaKOT0-JIN00 Mopy-
YEeHHUs, COCTABJISIIOTCA paOOTHUKAaMM Ha CTaHAApPTHOM JucTe Oymaru. [lognuceiBaercs aBTopoMm-
COCTaBHUTEJIEM.

CopaBka - JOKYMEHT, HOATBEP)KIAIOIIMNA  Kakue-mubo  (akTbl MM COOBITHSL
B cnpaBke He maroTCs BBIBOJBI U MpeUIokeHUs. B crpaBke (GUKCHPYIOT CBeleHHs onpeeneH-
HOT'O IIEpUOJIa BPEMEHH.

CripaBKH COCTaBISIOTCS ISl YAOCTOBEPEHUS I0PUINYECKUX (PAKTOB: OATBEPIKICHHE Me-
cTa paboThl, yueObl, 3aHUMAEMON JJOJPKHOCTH.

Ecnu HEoOX0auMO B CIIpaBKy BKIIIOYHTH CBEACHUS MO HECKOJIBKHUM BOIPOCAM, TEKCT €e
JIeUTCs Ha pas3zensl. Pa3ienbl TODKHBI UMETh 3ar0JI0BOK M HyMEpaluio apaOCKUMHU LU(ppamHu.
Tekct cnpaBku, UMEIOIUI HU(POBBIE TOKA3aTEIH, MOXKET OBITH O()OPMIICH B BU/I€ TAOJIHIIBI.

CrpaBKH 110 MPOU3BOJCTBEHHONW TEMAaTHKE COCTABIISIIOTCA B JBYX 9K3EMIUISIpax, OAUH U3
KOTOPBIX HANpaBIIAETCs aapecaTy, a BTOPOH MOIINBACTCS B AETIO.

TekcT cipaBKu JMYHOrO XapakTepa HAuUMHAETCS ¢ yKa3aHus (paMuIMM, HMEHM, OTYECTBA
(B MMEHHUTEIBHOM MaJIeKe), PAOOTHUKA MM HHOTO JIMILIA O KOTOPOM COOOINAIOT CBEJCHHUS.

Jloknaz - mociieoBaTeIbHOE U3JI0’KEHHE Ha cOOpaHuu, 3acelaHuM... UH(pOpMaIUY, Ka-
CaroIeiCs IPOICITAHHONW HITH TUTAHUPYEMOM pabOThl pyKOBOAUTEIIEM OPTaHU3aLUN WIH IPYTUM
JOJDKHOCTHBIM JIULIOM.
UToObI COCTaBUTH XOPOIIMK JOKIAA, HAJO ONPENeTUTh IeTh JOKYMEHTa M MpaBmiia odopmIie-
HUSL.

Llenu noxnana: nHGOPMUPOBAHHE U YOCKICHHUE.

DreMeHTHI 10KIaa:

1. BcrymieHue

2. OCHOBHAs 4aCTh
3. BBIBOJBI

4. peKoOMeHaIvH.

Tekct mokiama JOKEH COCTOSTh M3 KOPOTKUX MPEIIOKEHHUH. B mpemokeHnn T0mKHO
ObITH He Oosiee 20 cIloB.

Tenerpamma - opunmaIbHOe coo0IeHue, nepeaHHoe 1o tenerpady.
Tekct TenerpaMMbl JTOJKEH ObITh KpaTKuM. COO3bI, NMPEIJIOTH, 3HAKU NPEMHHAHUS B TEKCTE
OITyCKAaIOTCH.

B nepBoii yacTu TenerpaMmsbl YKa3bIBatOTCA:
OTMeTKa 0 KaTeropuH TeJIEerPaMMBbl;
Anpecar;
TexcT;
®amMunus JOIKHOCTHOTO JIMLA, TOANKMCABIIETO TeJIErpamMmy
Bo BTOpO#1 yacTu TenerpaMMsl - IOJ 4Y€PTOM - YKa3bIBAIOTCA:
AJlpec 1 HauMEHOBAaHUE OPTaHU3AIMH - OTIPABUTEINS TEJIETPAMMBI;
HanMmenoBaHnue TOJDKHOCTH,
[Toanuce nuia, OT UMEHU KOTOPOTO TEJIErpaMMa UCXO/INT;
. Ileuats;
10. Jlata
Tenedponorpamma - opuiransHOe cOOOIEHNE, TIEpelaHHOe 10 TesieoHy. DTOT BUJl UH-
(dhopMaIMOHHO-CIPABOYHOTO TIOKYMEHTA UCTIOIB3YeTCs AJIs Tepejaui CPOUYHBIX PACTIOPsKEHUH,
W3BEIICHUH B TIpeeniax Tene(OHHON CBS3H.
[Tpu nepenaun TenedoOHOrPaMMBI MOJIATAETCS MPUACPKUBATHCS CIEAYIONUX YCTAHOBOK:
1. mepemaBaTh TOJBKO KPATKYyIO0, CPOUHYIO HH(POPMAITHIO;
2. TPOBEPATH MPABUIBHOCTH 3aMMCH OOPATHOM CBSI3bIO;
3. Tekcr - He Oonee 50 cioB;
4. He UCTIONB30BaTh TPYIHO BHITOBAPUBAEMBIC U TPYIHBIE CIIOBA.
DNeKTpOHHAs MOoYTa KaK CPEJCTBO MpUeMa-Tiepeaur COOOIICHUN MEXTy KOMIThIOTE-
paMu MyTeM UCIOJIB30BaHUs IIIEKTPOHHBIX CeTei — 3TO A((HEeKTUBHBIA HHCTPYMEHT BHYTPEH-

COoNR~ LN E
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HEU U BHEIIHEH YIPAaBJICHYECKOW KOMMYHUKAaUU opraHusauuu. I[IpeuMyiiecrBa T€XHOIOTUU
9JIEKTPOHHON MOYTHI BBI3BAIM €€ ObICTPOE paCIpOCTPAHEHUE BO BCEM MUDE.

Bo3MoHOCTE OBICTPO MONTyYaTh M MepenaBaTh HHPOPMAIUIO, a TaKKe BO3MOXKHOCTD
00IIaThCs ¢ KJIMEHTaMHU U KOJJIEraMH U3 JIF000H TOUKM 3€MHOrO IIapa CYMTAIOTCS JByMs OC-
HOBHBIMHU IPEUMYIIECTBAMU 3JIEKTPOHHOM nouThl. B To e BpeMsa 19 % amepukaHues cuuta-
0T, YTO OHU TPATST CIUIIKOM MHOI'O BPEMEHH Ha YTEHHE COOOLIEHUH U MOJATOTOBKY OTBETOB.

Korga B mouToBOM simuke Mycopa 0oJbllie, YeM IOJIe3HOH HH(pOpMAINK, BETUK PUCK
HOTEPATh HY)KHOE COOOLIeHHE: JTUOO MO OLIMOKE YHHUYTOKUB €ro, JUOO BCIEICTBHE HEKOp-
PEKTHOH pabOTHI CUCTEMBI (PHIIBTPALIH TOYTHI.

YacTb cooO11eHu 37EKTPOHHOM MOUTHI, OTHPABISIEMBIX U ITOIY4aeMbIX COTPYIHUKAMU
OpraHu3aIiK, COJEPKUT YIPABICHYECKYI0 HHPOPMALIMIO, @ 3HAUUT, SIBISETCS JOKYMEHTAIU-
eil, KOTOpoll cieayeT ynpaBisATh B paMKax OOLIEro yIpaBieHHs JOKyMEHTalueill opraHusa-
IUH.

3apyOeKHbIH ONBIT MOKA3bIBAET, YTO YIPABIATH JOKYMEHTaAMH 3JEKTPOHHOH MOYTHI
HEOOXOJIMMO JIJII TOTO, YTOOBI:

1) yMEHBUIMTH pacxXoJbl U, B YACTHOCTH, YMEHBUIUTh 3aTpaTbl pabo4yero BpeMEHH Ha
MIOUCK HEOOXOAMMOTO COOOIICHUS B apXHBE KOPIIOPATHBHOM 3JIEKTPOHHOM MOYTHI;

2) yBennuuTh 3¢ (HEKTUBHOCTH / IPOU3BOAUTEIIBHOCTD 1EATEIbHOCTH;

3) YMEHBIIUTHh PUCK HAPYIIEHHs BCE BO3PACTAIONIMX HOPMATUBHBIX TPeOOBaHUI K pa-
00Te ¢ JOKyMEHTALMeN U IPUBJICUECHUS K IOPUIUYECKON OTBETCTBEHHOCTH.

B HEKOTOPBIX COBPEMEHHBIX OpTaHM3ALMUAX SJICKTPOHHAS IOYTa SBISAETCS HamOojee
npuMeHsieMoil popMoil BHyTpeHHEH M BHEIIHEH KOMMYHUKAIlUH, BBITECHUBIIEH OyMa)KHYIO
nepenucKy. B Takux opraHu3anusx KOPIOPAaTHBHBIM CHCTEMaM IPUXOAUTCS ONEpUPOBATH
OTrPOMHBI MU 00bEMaMHU KaK O(PUIMAIBHOM, TaK U YACTHOM 3JIEKTPOHHOM nepenucku. B cBs3u
C TeM, YTO OPraHM3ALMOHHBIA KOHTPOJb TAKOTO OOJBIIOrO KOJIMYECTBA COOOLICHUN 3aTpy/I-
HEH, OTBETCTBEHHOCTb 3a YIpPaBJIEHUE JOKYMEHTAMHU 3JEKTPOHHOM MOYTHI BO3JaraeTcs Ha
KaX/I0TO WHMBHIyaTbHOTO ITOJIb30BATENs, @ HE TOJIBKO HA CHEIUATM3UPOBAHHBIC CITY>KOBI.

Bomnpocsl 1u1s 00cyx1eHus

KakoBbl Ha3HaueHue U BUABI MH)OPMAIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB?
[epeuncnure GyHKIMA U BHIIBI JETOBBIX THCEM.

[IpaBuia cocraBieHus TekcTa U 0(OPMIIEHUS] pEKBU3UTOB JIEIOBOTO MHCHMA.
CocTaBUTh OCHOBHBIE HHPOPMAIIMOHHO-CIIPABOYHBIEC JOKYMEHTHI.

KakoBbl mpaBuiia coctaBiaeHus U 0QOPMIIEHUS 3JIEKTPOHHBIX MUcEM?
KaxoBsl paBuiia coctaBiaeHust 1 0popMIIeHHUsSI BeO-T0KYMEHTOB?
JloknasiHele, ciy*’eOHble U O0bSICHUTEIbHBIE 3aIUCKH.

KaxoBbl mpaBmiia coctaBieHus: 1 0pOpMIICHUS aKTOB?

Nk wNE

3aganmue:

1. Pazpaborary maker MHGOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB JUIsl AJIMUHUCTpPALIUN
MYHUIUIAIBHOTO 00pa30BaHMUs.

Jlureparypa:

IlepeueHb 0OCHOBHOI1 JTUTEPATYPHI:
1. Ky3nernoa 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebHnoe nocobue mis 6akanaBpoB / U.B. Kysunenosa, . A. XauaTpsH. — DIeKTpoOH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkoB u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nocrymna: http://www.iprbookshop.ru.
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Ilepeyenb NONMOTHUTENLHOM JTUTEPATYPDI:

1. Kaydpman H.JO. JlokyMeHTHpOBaHUE YIPABICHYECKON NEATEILHOCTH [DIEKTPOHHBIMN
pecypc]: yae6Hoe mocobue/ Kaypman H.FKO.— Dnektpon. TekcToBbie qanHble.— OMCK: OMCKUi
rOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  moctyma:
http://www.iprbookshop.ru.

IMpakTnyeckoe 3ansitue Ne 13

Tema 9 Opranuszanus padoTbl ¢ JIOKYMeHTAMH

Henu: pacmmputh U 3aKpenuTh 3HAHMS 110 OPraHU3alUU PabOThI C JOKYMEHTaMU Ha
MPEANPUITUH.

3HaHuUsI M yMeHHusi, npuodperaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTUYECKOro 3aHsATUs, GopMuUpyeMble KOMIIETEHIIUN WJIM MX YACTH: B IPOIIECCEe U3yue-
HUSl TUCHUIUIMHBI CTYACHTHI JOJDKHBI HAYYUTHCS MPABUIHLHO OPraHU30BaTh MPOIECC PabOTHI €
JIOKYMEHTaMH Ha TPEATPUSITHH.

B nponecce u3yyeHusi JaHHON TeMbl (POPMUPYIOTCH CJeAYHOIIHE KOMIIETCHIIUM:
OIIK-5.

AKTyajibHOCTh TeMbl. Opranu3zaius paboThl ¢ TOKYMEHTaMU — Ba)KHEHWIasi COCTaBHAs
YacTh JEJONPOM3BOJCTBA B IIEMOYKE «CO3/IaHUE/TIOCTYIUICHHE JOKYMEHTa — HCIIOJIHe-
HUE/OTIPABJICHNE JOKYMEHTA — XpaHEHHE JOKYMEHTa». DTOT 3Tal padOThl ¢ JOKYMEHTaMH BO
MHOTOM TpefomnpeaensieT 3pGeKTUBHOCTh AEITEIbHOCTH ammnapara, obecrnednBasl paldoHaAb-
HBI JTOKYMEHTOOOOPOT, CO37aHre WH(POPMAIMOHHO-TIOUCKOBBIX CHUCTEM IO JIOKYMCHTAIIHH,
KOHTPOJIb HCIIOJHEHUSI JOKYMEHTOB UM TOATOTOBKY JIOKYMEHTOB K TI€peJaue B apXuB.
Opranuzanus padoThl ¢ TOKYMEHTaMU — OpraHU3alus JOKyMEHTO000pOTa, XpaHEHUS U UCIIOJIb-
30BaHUs JOKYMEHTOB B TEKYIIIEH JIEATETLHOCTH.

Teoperuyeckas 4acTb

[Tox 1OKyMEeHTOOOOPOTOM MOHUMAETCSl JIBI)KEHHUE JOKYMEHTOB Ha TMPEANpPUATHH, B
YUPEKJACHUU C MOMEHTA UX MOTyYSHHS WM CO3TaHUs J0 3aBEPIICHHUS NCTIOTHEHUS WK OTIIPaB-
KH.

OCHOBHBIMH TIPUHIIMIIAMH OPTaHU3AINHN JTOKYMEHTO000pOTa SBISIFOTCS CIIEAYIOIIHE:

* MPOXOKJIEHNE JOKYMEHTOB JOMKHO OBITH OMEepaTUBHBIM. UTOOBI COKPATUTH BPEMS MX
npeObIBaHus B cdepe JeTONPON3BOJICTBA, CAEAYET PAa3IHYHbIE OMEpaIuu 1o o0padoTKe IOKY-
MEHTOB BBITMIOJHATH MapajuiebHO (HampuMep, KOMUPOBaHWE U pa3jiaya KOMUN JTOKyMEHTa JIH-
1aM, B UCTIOJITHEHUH KOTOPOTO OHU YYaCTBYIOT OJTHOBPEMEHHO, U T. 11.);

* KaXJJ0€ IepeMelleHle JOKYMEHTa JOKHO OBbITh ONpaB/aHHBIM, HEOOXOIMMO HCKIIIO-
YUTH WIA OTPAaHUYUTH BO3BPATHBIE IIEPEMEIICHHUS JJOKYMEHTOB;

* TIOPAJIOK MPOXOXKIEHUS U MPOLECCH 00paOOTKM OCHOBHBIX BUIOB JJOKYMEHTOB JIOJIKHBI
OBITH €IMHOOOPA3HBIMH.

OcHoBHas 3a7aya OpraHU3allK JTOKYMEHTOO00OpOTa - MPSIMOTOYHOCTh B JIBUKEHHUHU J10-
KYMEHTOB, OJIHOKPAaTHOCTh u eanHooOpaszue ux 00paboTKH.
[To oTHOIIEHUIO K ammapary yIpaBiICHHUS Pa3IHUYalOT MOTOKH MOCTYMAONIUX, OTIPABISEMBIX U
BHYTPEHHUX JIOKyMEHTOB (NIPAKTHKH HA3bIBAIOT 3TH JOKYMEHTHI COOTBETCTBEHHO BXOISIIUMH,
UCXOJSIIUMU U BHYTPEHHUMH IOKYMEHTaMH ).

OCHOBHBIMHU XapaKTEPUCTHKAMHU ITOTOKOB, KOTOPBIE YUUTHIBAIOTCS NIPU OPTaHHU3AINH J0-
KYMEHT0000POTa, SABISIOTCS:
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- 00BEM TIOTOKA, KOTOPBIH OMpPEAeseTCs KOMHUYECTBOM JOKYMEHTOB, MMPOXOISAIINX Yepe3
KaHIISISIPUIO (CekpeTaps-pedepeHTa) 3a Tojl, MOJyroAne Wik KBapTa,

* CTPYKTypa IOTOKa, ompejeisieMas pa3HOBUIHOCTBIO JIOKYMEHTOB, aBTOPCTBOM H JIpY-
T'UMH KJIacCU(UKAITMOHHBIMU PU3HAKAMH,

* PEKUM TIOTOKA, KOTOPBIH OMpEACSeTCS NEPUOTUIHOCTHIO ABMKCHHUS TOKYMEHTOB Ye-
pe3 KaHuesIpuio (cexpeTtaps-pedepenTa).

Yder o0bemMa JOKYMEHTOOOOPOTA OCYIIECTBISETCS C IENBI0 TOMYYCHHS JAaHHBIX JUIS
pacyera MTAaTHOW YHCICHHOCTH MEPCOHANA JEJIONPOU3BOICTBEHHOMN CITy)KOBI, BEIOOpa TEXHHUYE-
CKHUX CPEICTB NPHU MEXaHHW3AI[UM M KOMIBIOTEPU3AINUN JEIIONPOU3BOJCTBEHHBIX MPOIECCOB U
KOPPEKTHPOBKH 3arpy3KH IMOJIPa3/ICICHUN M OTACIbHBIX WUCIOJIHUTENICH pabOTON C IOKyMEHTa-
MH.

Jlisi ONTHMHU3alMU MapuIpyTOB IBUYKCHUS Pa3IMYHBIX KAaTErOpUil JOKYMEHTOB (BXOJS-
IIUX, UCXOJISIINX, BHYTPEHHHX; TIPUKA30B [0 OCHOBHOM JIEATEIIbHOCTH U JIMYHOMY COCTaBY, IH-
CeM W TNPEUIOKEHUH TpaKIaH; 3asBOK; PEKJIaMallMid H T. [I.), pa3pabaThIBAlOTCS MapUIPyTHBIC
cxeMbl. CxXeMbl JOKYMEHTOOOOpOTa BKIIIOYAIOTCA B MHCTPYKIHIO 1O JOKYMEHTAllMOHHOMY
00ECIICYCHHIO YIIPABIICHUS B KAUECTBE HEOTHEMIIEMOTO TIPUIIOKEHUSI.

CymecTByeT Tpu OCHOBHBIE (DOPMBI OpraHU3aIMK PaObOTHl ¢ JOKYMEHTAMU: IEHTPAIH30-
BaHHasl, JCUCHTPAIN30BaHHAS U CMEIIaHHAS.

LentpanuzoBannas opma OpraHu3aui JOKYMEHTOO0OPOTa IPUMEHSIETCSl Ha MPeIpH-
ATUSX C HEOOJIBIINM JOKYMEHTOOOOPOTOM; TPH JICIIEHTPAIM30BAaHHON (opMe pabOThl C JOKY-
MEHTaMH BCE OICpAI[MK BBIMOJHAIOTCS B CTPYKTYPHBIX MojapasaeiacHusx. CMerannas popma
paboThI ¢ JOKYMEHTAMH HCIIOJIB3YETCsl Ha KPYIHBIX MPEANPHUITUAX CO CIOXKHON CTPYKTYpOU U
00bIIMM 00BEMOM JIOKYMEHTOOOOPOTA.

Bonpocs! 1u1s1 06cyxneHus

1. XapakTepuCTHKU U TPUHIUIIB OPTaHU3aMK JOKYMEHTO000pOTa.

2. JIBuKeHHE BXOAIIUX, UCXOSAIIUX U BHYTPEHHUX IOKYMEHTOB.

3. Kak npoucxoaut perucrpanus 10KyMeHTOB?

4. Pacckaxure 00 0COOCHHOCTAX MH(OPMAITMOHHO-CITPABOYHOM PAOOTHI.
5. KoHTponb HCIOMHEHUS JOKYMEHTOB.

6. ABTOMaTH3a1Ms OCHOBHBIX JIEJIONIPOM3BOICTBEHHBIX ONEpalnii.

3aganue:

1. Ha npumepe AIMUHHCTpALUU MYHUIUIIAIBLHOTO O0Opa30BaHUsl HU3YyYUTE CUCTEMY Opra-
HU3AIUU padOThl C TOKYMEHTAaMH, OLICHUTE CUJIbHBIE U cadble CTOPOHBI U pa3padoTaiiTe peko-
MEHJIAl[MK [0 COBEPLICHCTBOBAHMIO Mpollecca OpraHu3aluy paboThl CUCTEMBI JOKYMEHTAIMOH-
HOT'0 0OecrieueHus yIpaBIeHHUs.

Jlureparypa:

Ilepeyenb OCHOBHOM JIUTEPATYPBDI:

1. Ky3nenora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebHnoe nocobue mis 6akamnaBpoB / U.B. Ky3nenosa, [.A. XayatpsiH. — DIEKTpOH.
TeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nmocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONMOJTHUTENBHOM JTUTEPATYPHI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIMPaBIECHUYECKON NEATENBHOCTH [DIEeKTPOHHBIN
pecypc]: yaednoe nocobue/ Kaydpman H.HO.— DnextpoH. TekcToBbie qaHHBIE.— OMCK: OMCKHIA
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  jpocryna:
http://www.iprbookshop.ru.
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IIpakTyeckoe 3ansaTue Ne 14

Tema 10 XpaHeHue 10KyMEeHTOB

Ilesm: paclIMpUTh U 3aKPENUTh 3HAHUSA 110 OPraHU3ALMKA CUCTEMBI aPXUBHOT'O XPAHECHUS
JIOKYMEHTOB.

3HaHMsA W yMeHMs, NpUHoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHMS TeMbI
NPaKTHYECKOr0 3aHATHS, (popMuUpyeMble KOMIIETEHIMH MJIM MX YAaCTH: B IIPOLIECCE U3yde-
HUS TUCIHIUIMHBI CTYIEHTHI JI0JDKHBI HAYy9UThCsl (POPMHUPOBATH Aeja JUI Nepejadyn Ha apXuBHOE
XPaHEHUE U J1e1aTh OIIMCHU JOKYMEHTOB, XPaHIIIUXCS B IETIE.

B npouecce u3yyeHus: JaHHON TeMbl (POPMHUPYIOTCH CJeAYIOLHE KOMIIETEHIUM:
OIIK-5.

AKTYaJIbHOCTh TeMbl. 3aBEpIIAIOIIMM 3TAllOM Ipolecca AEIONPOU3BOACTBA SBISAETCS
NOJArOTOBKA MCIIOJIHEHHBIX JOKYMEHTOB K XPAaHEHHIO M HCHOJb30BaHMIO0. OCHOBHas LEJb
YIOPSAAOYCHHS] U XPAHEHHS MCIIOJIHEHHBIX JOKYMEHTOB — CO3[JaHUE YCIIOBUM IS UX MCIOJIb30-
BaHUS B CIIPABOYHON paboTe yupexaeHuil U nomnosHeHne [ ocy1apcTBEHHOTO apXuBHOTO (hoHma
PO®.

Teopernveckasi 4acThb

B apxuBax opranusanuii JOKyMEHTBI XPaHITCS B TEUEHUE ONPEACIECHHBIX CPOKOB, IOCIE
YEero OHU JIOJKHBI OBbITh MepeaHbl Ha TOCYIapCTBEHHOE XPAHEHNE B TOCYJapCTBEHHbIE U MYHHU-
unanbHble apxuBbl. DenepanbHbIM 3aKOHOAATEIBCTBOM OIPEIEIICHBI IPEICIIbHBIE CPOKU Xpa-
HEHUS JIOKyMEHTOB, BKJIFOUEHHBIX B YCTAHOBJIEHHOM INOpsiIKE B cocTaB ApxuBHoro ¢onna Poc-
cuiickoi denepanuu:

1. JOKYMEHTOB II0 JUYHOMY COCTaBy, 3allMCE€Hd HOTAapPUAIBHBIX ACHCTBUM, NOXO3SMCTBEH-
HBIX KHUT M KaCaroIIMUXCsl MPUBATU3ALMY KWIUIITHOTO (POH/IA JOKYMEHTOB — 75 JIeT;
IPOEKTHOH TOKYMEHTALlUU 110 KallUTaJIbHOMY CTpOUTENLCTBY — 20 JI€T;
TEXHOJOTMYECKON M KOHCTPYKTOPCKON JokyMeHTauuu — 20 Jiet;

[aTEHTOB Ha U300pETeHHE, MOJIE3HYI0 MO/IEIb, IPOMBILIEHHBIN 00pazer — 20 jer:
Hay4yHOW JOKyMeHTanuu — 15 net;
KHHO- ¥ (POTOJJOKYMEHTOB — 5 JIET;
BUJIEO- U OTOOKYMEHTOB — 3 roja.
B ciiydae nukBupanuMy opraHu3anind, JOKYMEHTBI TIOCTOSIHHOIO CPOKA XPaHEHUs W I0-
JMYHOMY COCTaBY IepeAaroTCsl B rOCYAapCTBEHHBIM (MyHUIIMNIANBHBIN) apxuB. s Herocyaap-
CTBEHHBIX OpraHM3aluid, 4acTh JOKYMEHTOB KOTOPBIX OTHECEHa K cOCTaBy ApXHUBHOro (oHjaa
Poccuiickoit @enepanuu, 1uisi TaKOW Nepeadyd HE0OXOAMMO 3aKITI0YEHUE TIOTOBOpA C yUpexKie-
HueM cuctembl PeniepanbHoil apXuBHOU ci1yk0bl Poccun. Ecnu opranusanys cBOEBpeMEHHO He
3aKJII0YMIIA JOTOBOP C apXMBOM, TO B 3TOM CJIy4yae rocyAapCTBEHHBIN (MyHUIIMNIANbHBIN) apXUB
00s13aH MPHUHATH Ha XpaHEHUE TOJBKO JOKYMEHTHI O JIMYHOMY COCTaBY paOOTHHUKOB OpraHM3a-
. MecTo XpaHeHUs! OCTaJIbHBIX JOKYMEHTOB OIPEACIIATCS MpEeACcCeaaTesIeM JTUKBUAALMOHHON
KOMHCCHH WJIM KOHKYPCHBIM YIIPABIISIOLIUM.

IToaroToBKa HCIOJHEHHBIX JOKYMEHTOB K XPAaHEHHIO U MCIIOJIb30BAHUIO BKIIKOYAECT:

1. sKcnepTu3y (OLEHKY) HAyYHOM M MPaKTUYEeCKOH LIEHHOCTH JOKYMEHTOB

2. odopmieHue fen

3. ONKCAHHUE JOKYMEHTOB ITIOCTOSIHHOT'O U JOJITOBPEMEHHOIO XPAHECHHUS;

4

5

Nooapkown

o0ecreyeHne uX COXpaHHOCTH;
nepenaydy el B apXuB yUPEIKICHHUs, T.€. B BEAOMCTBEHHbIN apXHUB.

(BenoMcTBEeHHBIM Ha3bIBaeTCS apXuB, HAXOMASAIIUICS B HEMOCPEACTBEHHOM IOJYMHEHUU
COOTBETCTBYIOIIEH OpraHU3alvi, He BXOISIIEH CUCTEMY rocylapCTBEHHON apXMBHOM CIyXOBI,
WIM SBISIOIIMNCS CTPYKTYPHBIM [MOJApa3JeJeHUeM OpraHu3anui.) BenoMcTBeHHBIN apXuB
OCYLIECTBIISIET XpaHEHUE TOKYMEHTOB OPraHU3alul U Mpe- MPUATUHN 10 NIepefadyn uX Ha rocy-
JapCTBEHHOE XPAHECHHUE.
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OKcnepTu3a LEHHOCTH JOKYMEHTOB B JIEJIONPOU3BOJACTBE IPOBOAMUTCS IPU COCTaBICHHUU
HOMEHKJIATyphl Jen, ux (opMmupoBanuu. J[lyig opraHu3anMM M INPOBEINEHHUS DSKCIEPTU3BI
[IEHHOCTH JJOKYMEHTOB, 0TOOpa M MOJATOTOBKU UX JUIA MEepeJadn Ha rOCY1apCTBEHHOE XpaHEHHeE,
a TakXke Uil KOHTPOJISI 32 IPaBUIBHOCTBIO OTHECEHMs JOKYMEHTOB K pa3JIMYHBIM JAeidaM M
OKa3aHUsl METOJANYECKON MOMOIIHU B) IPOBEIEHUH IKCIIEPTU3BI LIEHHOCTH IOKYMEHTA CO3At0TCs
MIOCTOSIHHO JIeHcTBYIOTHE dKcrepTHhIe komuccuu (DI1K).

PazpabaTbiBaeTcs MONOXKEHHE, B KOTOPOM OIPENENAIOTCs e (DYHKIMM, IIpaBa M MOPSAIOK
paboTHI.

Ha sxcnepTHbple KOMHCCHM KPOME OpPraHU3aliy €KEroJHoro ordéopa JOKyMEHTOB Ha XpaHe-
HUE BO3J1araercs:

1. paccMOTpPEHHE TOAOBBIX pa3JIEOB Jieda IOCTOSIHHOrO, J0JroBpeMeHHoro (cswimie 10
JIeT) XpaHeHMs, B TOM YHCJIE U 10 JUYHOMY COCTaBY, aKTOB O BBIJICJICHUHN K YHHUTO-
KEHUIO JJOKYMEHTOB U JIe]1, HE MOJIEKAIMX JalbHEUIIEMY XPAHEHNUI0, O HEUCIIPABUMOM
HOBPEXJCHUU TOKYMEHTOB IIOCTOSSHHOTO XPAHEHUS U O HEOOHApY)KEHUH Jiell, MoJyIexkKa-
IIMX IIEpeadye Ha roCyJapCTBEHHOE XPAHEHNUE;

2. BOIPOCOB O IPHEME HA BEJOMCTBEHHOE XPAaHEHHME JOKYMEHTOB JINYHOTO IPOUCXOXKIE-
HUS; IOATOTOBKA U BHeceHue Ha paccmorpenue DIIK npemioxennii 06 ycTaHOBICHUH U
U3MEHEHHUU CPOKOB XpaHEHHUs JOKYMEHTOB;

3. paccMOTpeHHE IepeuHel JT0KYMEHTOB, HOMEHKJIATYp eI, HHCTPYKIHUI [0 IeI0npou3-
BOJICTBY U T.I. OpopmieHue fena — 3T0 KOMIUIEKC paboT 10 ero nepeydyery, HyMepaiuu
JIMCTOB, COCTABIICHUIO 3aBEPUTEILHON HAAIIMCHU, BHYTPEHHEH OIMCH JIOKYMEHTOB;

4. Ha4yMHAETCsl OHO C MOMEHTa 3aBEpeHUs Jejla B JEJONPOU3BOACTBE M 3aBEpLIACTCS B
Ipolecce MOJArOTOBKU €ro K IMepefaue B BEAOMCTBEHHBIM apXuB I0CIE OKOHYAHMS
KaJEeHJapHOro To/a, B TeUeHHe KOTOporo neno Obulo 3aBeneHo. OdopmieHue e
IPOBOJIUTCS PAOOTHUKAMH CITYXKOBI IETONPOU3BOICTBA.

B 3aBucHMOCTH OT CPOKOB XpaHEHMs MPOU3BOAMTCS MOJHOE WM YacTU4YHOE odopmiie-
Hue aen. [lomHoMy odopMIIeHHIO MOIEkKAT Jiesia TIOCTOSTHHOTO, JOJITOBPeMEeHHOTo (cBbimie 10
JIeT) XpaHEeHHUs U 1O JUYHOMY cocTaBy. Jlena BpemeHHOro (710 10 jeT BKIIOUNTENbHO) XpaHEeHUs
MOJJIEKAT YACTUYHOMY O(DOPMIIEHUIO, UX JIOMYCKAETCSl XPaHUTh B CKOPOCILIMBATENSX, 0€3 BHYT-
pEeHHEH nepe cucTeMaTH3aluy JOKYMEHTOB, 0€3 HyMepaluHu JIMCTOB, a TaKkXke 0e3 COCTaBICHUS
3aBepuTenbHON Haanucu. [lpu odopmieHnn o0J0KeK /el MOCTOSHHOIO, JOJITOBPEMEHHOIO
(cBpime 10 neT) XpaHeHUs W 1O JMYHOMY COCTaBY JIOJDKHBI YKa3bIBaTbCs CIEIYIOLIHE
PEKBHU3UTHI: HAMMEHOBAaHUE YUPEXKJIEHUS M €ro HeNoCPEeICTBEHHAas IOJYMHEHHOCTD;
HAaUMEHOBAHME CTPYKTYPHOIO IMOJpAa3JelICHUs, UHACKC Jela; aHHOTaluus K JOKyMEHTaM Jela
(711 1e7T OCTOSTHHOTO XPAaHEHUs, COJIEpKalliX 0cO00 LIEHHbIE TOKYMEHTHI); Jarta jAena (ToMa,
YaCTH); KOJIMYECTBO JIMCTOB B JIeNIe; CPOK XPAHEHUS JIeN1a; apXUBHBIN MUGp Aena.

Bonpocs! nuis1 00cyxneHust
1. B yem 3akiroyaeTcs ONEpaTUBHOE XPAHEHNE JOKYMEHTOB?
2. B uem 3akitoyaeTcs 3KCepTUu3a HEHHOCTU JOKYMEHTOB?
3. OdopmieHue aen u nepegayda JOKyMEHTOB B apXUB OpraHU3alHH.
4. KaxoBbl 0COOEHHOCTH XpaHEHUSI SJIEKTPOHHBIX TOKYMEHTOB?

3aganue:

1. Ha npumepe AaMHHHCTpaIK MYHULIMIIATBHOTO 00pa30BaHus H3YYUTh IPOIECC
IIOATOTOBKH HCITOJIHEHMS JJOKYMEHTOB K XPaHEHUIO U UCIIOJIb30BAHUIO

Jlureparypa:

IlepeyeHb OCHOBHOI TUTEPATYPBI:
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1. Ky3nenosa W.B. JlokyMeHTUpOBaHHUE YIPABICHYECKON AEATEIBHOCTH [ DIIEKTPOHHBIN
pecypc]: yuebHOoe mocobue st 6akanaBpoB / M.B. Ky3nenona, I'.A. XauarpsiH. — DIEKTpOH.
TeKCTOBBIC aHHBbIe. — Mocksa: [lamkos u K, A ITu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexxum pocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

1. Kaypman H.}IO. JlokyMeHTHpOBaHUE YIPABICHYECKON NIEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaydpman H.KO.— DnekTpoH. TekcToBble qaHHBIe.— OMCcK: OMCKHIA
rOCylapCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IMpakTnyeckoe 3ansiTue Ne 15
Tema 11 ABToMaTH3anMsl JOKYMEHTAIMOHHOTO 00eceYeHus1 yPaBJIeHusl

Llenu: pacmpuTh M 3aKpEeNUTh 3HAHMS MO aBTOMATH3aLlMH ITIpoIecca JOKYMEHTAIMOH-
HOTr'0 00ecreueHus yIpaBiIeHUs.

3HaHUSI M yMeHUsl, mMpuodpeTaemMble CTYAEHTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPaKTHYECKOI0 3aHATHUSI, (popMuUpyeMble KOMIIETEHIMH WM UX YACTU: B MpoIlecce u3yde-
HUS JUCHUIUIMHBI CTYACHTHI JOJDKHBI HAYYUTHCS CO3/1aBaTh aBTOMATU3MPOBAHHBIE CHUCTEMBI
yIpaBIeHUS TOKYMEHTAMH.

B nponecce u3yuyeHusi 1aHHON TeMbl (POPMHUPYIOTCS CJIeAYIOIHE KOMIIETEHIIUM:
OIIK-5.

AKTYAJIbHOCTDb TEMBI.

AKTYaJIbHOCTB pa3pabOTKN aBTOMATHU3UPOBAHHBIX CUCTEM YIPABICHUS JIOKYMEHTaMH
oIpenenseTcss HeOOXOIMMOCTBIO BHEAPEHUS CUCTEMBI DJIEKTPOHHOIO JOKYMEHTOOOOpPOTa Ha
NPEAIIPUATHAX, BBLI3BAHHON OOJBIIMMH OO0BbeMaMH pPa0OTBI C JOKYMEHTAMH, IIOMCKOM,
YTBEPIKIECHUEM, COIJIaCOBAHMEM JOKYMEHTOB, aBTOMATH3allME ABMIKEHHSI KOHCTPYKTOPCKO-
TEXHOJIOTHYECKON JIOKYMEHTALMU, DKOHOMHUEN BpeMeHHU, o0ecIrieueHrueM HHPOPMallMOHHON 0e3-
OTMIACHOCTH Y TIOBBIIIEHUEM HCTIOJIHUTEIBCKOU AUCITUIUIMHBI JJI1 KOHTPOJIUPYEMOCTH TeX-
HOJIOTHYECKHUX MPOIECCOB.

Teoperuyeckas 4acTb

OJEeKTPOHHBINA JTOKYyMEHTOOOOPOT MO CPaBHEHUIO C TPAJAULMOHHBIM OyMaXXHBIM HUMEET Iie-
JIBIA pSAJT IPEUMYILECTB:

a) IIPOCTOTA BHECEHHs U3MEHEHUU B IOKYMEHT;

6) BO3MOYKHOCTb IIOMEIIATh B JIOKYMEHT HE TOJIBKO TEKCT, HO U MYJIbTUMEIUIHBIC
JIaHHBIE;

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

r) 0OoJiee BHICOKAsk CKOPOCTh epeiadn HH(POpMaIUU MO OOJIBIIOMY KOJIMYECTBY a/l-
pecos;

n) SKOHOMHs Oymary;

e) KOMIIAKTHOCTb apXHBOB;

) TIPOCTOTA KOHTPOJIS HH(POPMALIMOHHBIX TTOTOKOB;

3) BBICOKAas CKOPOCTh NOMCKA U W3BJICUEHHS] MH(POPMALIHH;

1) BO3MOYKHOCTbH 3aILUThl JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOI'O JTOCTYIIA U pas3-
IrpaHUYEeHHUS MPaB AOCTYIa COTPYIHUKOB K HH(OpMaLIUU.

Cnenyer ormetutsh, uro BHeapenue CAJI/] naer ompeneneHHbE NMPEUMYLIECTBA PYKOBOJI-
CTBY HPEIIPUITUNA U OpraHU3alMi A oCyllecTBiIeHUs 3(PPEKTUBHOTO yIpaBieHUs U omepa-
TUBHOT'O IIPUHATHS PELIEHUN, @ UMEHHO:

a) IPO3PAvYHOCTh AEATEIBHOCTH COTPYJHUKOB U OT/IEIIOB;
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6) BBICOKAsl CKOPOCTb IOJYYECHHs AHAIIUTUYECKUX CIIPABOK U OTYETOB;

B) YKPEIUICHHE UCIOJHUTEIbCKON JUCHUIIINHBL,

r) CHI)XCHHE HETaTHMBHOTO BIUSHUS YEIIOBEUECKOTO (haKTopa Ha AEATEIbHOCTD
KOMIIaHUM;

1) YMEHBLIEHHE KOJUYECTBA COTPYIHUKOB, 3aHATHIX paOOTON C TOKYMEHTaMHU (Ky-
PbEPOB, KAHIEIAPCKUX PAOOTHUKOB U T.I1.).

Bomnpocsl 1i1st 00Cy:KIeHUst

1. Uto coboil mpeacTaBisiOT CUCTEMbI aBTOMATU3AlMU JIEJIONPOU3BOJCTBA U JOKYMEHTO-
obopoTa?

2. OxapakTepu3yiTe aBTOMaTU3UPOBAHHBIE CUCTEMBI

3. Pacckaxute 0 QyHKIUAX JOKYMEHTAIMOHHOTO 00ECTICUCHUS YIIPABICHUS.

4. DNeKTPOHHBII TOKYMEHTOOOOPOT U CUCTEMA MEHEIKMEHTA KauecTBa.

3aganue:

1. PaccmoTpeTh npolecc opraHu3aiu 3JIeKTPOHHOTO TOKYMEHTO000pOoTa U aBTOMa-
TU3AIMH CHCTEMBI YIIPABJICHUS Ha ATMHHHCTPALMN MYHUIUIIAIHHOTO 00pa3oBaHUsl MU 0003Ha-
YUTh IPEUMYLIECTBA U HEAOCTATKU UCIIOJIb30BAaHUS JAHHON CUCTEMBI.

Jlureparypa:

IlepeueHb 0CHOBHOI1 JTUTEPATYPHI:

1. Ky3nenosa 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yueOnoe nocobue s 6akanaBpoB / U.B. Ky3suneuosa, ['.A. XauaTpsH. — DIeKTpoH.
TEeKCTOBBIC NaHHbIe. — Mocksa: [lamkos u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHME YIPABIEHYECKON NEATETbHOCTH [DIEKTPOHHBIN
pecypc]: yaue6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcroBbie qanHbIe.— OMCK: OMCKUN
rOCyIapCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  poctyna:
http://www.iprbookshop.ru.

IIpakTyeckoe 3ansaTue Ne 16

Tema 12 Cucrema ynpapjieHUsi JOKYMEHTAMH HA NPeANPUITHI

Iein: U3y4nTh KOMIUIEKCHYIO CUCTEMY YIIPaBIEHUS JOKYMEHTAMU Ha IIPEANPUATHH.

3HaHMA W yMeHMs, NMpUoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTHYEeCKOro 3aHATUA, (POPMHUPYEeMble KOMIIETEHIIMH MJIM MX YACTH: B IIPOLIECCE U3yde-
HUS JUCLUIUIMHBI CTYJIEHTHI JIOJDKHBI AHAJIU3MPOBATh CYIIECTBYIOIIME CUCTEMBI YIPaBICHUS
JIOKYMEHTaMU Ha IIPEANPUITHH.

B npouecce u3ydeHusi 1aHHO TeMbl (POPMHMPYIOTCH CJeAYIOIIHE KOMIETEHUMHU:
OIIK-5.

AKTyaJIbHOCTh TeMbl. CucTeMa YIpaBI€HUS JTOKYMEHTaMH — IMPOrPAMMHBIA KOM-
IUIeKC, 00eCIIeUnBAOLINI XpaHeHHe, YUeT, yI0OHBIA MOUCK, 0€30MMacCHOCTh U ONEPAaTUBHBIN J10-
CTYI K KOPIOPaTUBHBIM OyMaram.

JloroBOpsbI, KOPPECIIOHICHIIHS, MyJIbTUMEIUIHbIN KOHTEHT, 0a3bl 3HaHUi, apXuB... O0b-
eMbl uHpopMauu J1t000i KOMIIAHUU MCUUCISIOTCS JECSITKaMU U COTHSIMM ThIcad QaitnoB. Jlio-
0ast KOMIIaHMsI PaHO WJIM MO3/HO CTAJIKUBAETCS € 3ajjaueii OpraHu3alii 1 aBTOMaTU3aIUH JIOK Y-
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MEHTO000pOTa. ITO MOXKET OBITh CBS3aHO C POCTOM KOMIIAHWH, M3MEHEHHSIMH B CTPYKTYpE,
HEOOXOIMMOCTBIO OOHOBIICHHS! YITPABICHUYECKUX MPAKTUK U METOJI0B pabOThI, KOTOPHIC MPETISIT-
CTBYIOT IOBBIIICHUI0 KOHKYpPEHTOCTIOCOOHOCTH. CUCTeMa yIpaBleHUs JOKYMEHTaMU, IPYyTUMU
CJIOBAaMH CHCTEMa 3JICKTPOHHOTO JIOKyMEHTOOOOPOTa, CBOCBPEMEHHO BHEIIPCHHAS B KOMITaHUH,
HE TOJBHKO MOMOXKET MPEOI0JICTh MOJT00HBIE MPOOIEMBI, HO U CTAaHET UHCTPYMEHTOM, TTO3BOJIS-
IONIMM IPOBOJIUTh AHAJM3 COCTOSHUS MHOTHX OW3HEC-TIPOIIECCOB, YTO TO3BOJHT BO BpEeMs
«paclIMBaTh y3KHE MECTa», KOPPEKTUPOBATh CTPATETUN U MPAKTUKH YIIPABICHHUS ISl TIOBBIIIIC-
HUS Y)PEKTUBHOCTH NPEATIPHUATHSI.

TeopeaneCRaﬂ 4acTb

OnsIT cTpaH, IPUMEHSIOIMX IPUHLIUIIBI YIIPaBICHUs JOKYMEHTaMH B JIEATEIbHOCTH Op-
raHu3alni, UCIOJb30BaH U 3aKkperieH B MexayHapoaHoMm cranaapre MCO 15489-2001 «Mn-
dopmanus u TOKyMeHTalus — YTpaBIeHUE JOKYMEHTAMH», MOJOXKEHHUS KOTOPOTO pacCMOTpe-
Hbl B mocobun. B 2007 r. muranupyeTcss NpUHITHE aHAJIOTMYHOTO POCCHUCKOTO CTaHJIapTa IO
ynpasienuto fokymerntamu (I'OCT P UCO 15489), kotopslii OyneT sBIATbCS NEPEBOAOM MEXK-
JTyHapOTHOTO.

B crannmapre UCO 15489 ynpaBnenne JOKyMEHTaMH — OAHA U3 QYHKIUN yIIPaBICHUS U
o0JacTh ynpaBlieHUs,KOTOopasi 00ecreunBaeT KOHTPOJIb CO3/IaHUs, MTOJIyUEHUs], UCTIONb30BaHUS U
XpaHeHHus B (opMe JOKYMEHTOB JIOKA3aTENbCTB U MH(OPMAIMH O JIEIIOBOH aKTUBHOCTU U OT-
JENBbHBIX YIPABICHUYECKUX OTepaIusiX.

B nensax ynpasineHus: JOKyMEHTaMHU B OpraHU3alMK IPOEKTUPYIOT, BHEAPSIIOT U MOAJEP-
YKUBAIOT B aKTyaJIbHOM COCTOSIHUM CUCTEMY YIPABJICHHS TIOKYMEHTAMHU.

[Tonsitue «cucrema» B crangapre MCO 15489 ucnomnp3yercss B IIMPOKOM CMBICIIE, OHO
BKJIIOUAET JIFOJIEH U MPOLECChl HapaBHE ¢ MHCTPYMEHTAMU U TEXHOJOTUsMU. {715 co3maHus cu-
CTEMbI HEOOXOANMO:

* OpraHm3oBaTh PabOTy (YCTAHOBUTH TOJHOMOYHS, OOS3aHHOCTH W OTBETCTBEHHOCTBH)
cnyx0b1 JIOY, a Takke pyKOBOAMUTEICH M COTPYAHUKOB MPEANPUSITUS, CO3TAIOIMINX U UCIOIb-
3YIOLUX TOKYMEHTBI;

* ONTHMHU3HUPOBATH PAOOTY C JOKYMEHTaMU (MX PErucTpaluio, KiacCupUKaluio, BKIO-
YeHHe B MHPOPMAIIMOHHYIO CUCTEMY, YCTAaHOBJICHHE MOPSAAKA U CPOKOB XPAHEHHUS JTOKYMEHTOB,
o0ecreyeHne X COXpPaHHOCTH U T.11.);

* BbIOpaTh U BHEAPUTH 3P (HEKTHUBHBIE TEXHOJIOTUN PabOThl C JOKYMEHTHOW MH(pOpMaIU-
€l Ha BCEX JTallax €€ KU3HEHHOTO LIUKJIA;

* pa3zpaboTaTh U yTBEPAUTH JIOKAJIbHbIE HOPMATUBHO-METO/IUYECKUE aKThl, PETIIAMEHTHU-
pYIOLIME BCE Y4aCTKU pabOThI CO BCEMH BUIAMHU U popMaTaMH JOKYMEHTOB MPEATPHUATHS.

CrangapT NpUMEHUM U NPU UCHOIb30BaHUU TPAAUIIMOHHBIX

METOJIOB BEe/IEHUS «OyMakHOTo» JIoKyMeHTooOopoTa. Ho, B mepByto odepenb, OH OyneT
M0JIE3€H OPraHu3alysgM, BHEJIPSIOIIMM TEXHOJOIHHU pabOThl C AJIEKTPOHHBIMU JOKYMEHTaMHU U
cucTteMbl aBToMaTu3anuu JOVY.

[Ipu pa3paboTke cucTeMBbI yIpaBiIeHUsI JOKYMEHTaAMH YUUTHIBAIOT 1IE€JIH, 3a7a4l U PYyHK-
LIMM OpraHMU3alMM, €€ CTPYKTYpPY, IPAaBOBYIO, YIPABIECHUYECKYIO M NOJUTHYECKYIO cpeny. Kaxk-
Y10 YIPaBJIEHYECKYIO (PYHKIIUIO, BCE AEUCTBUS U ONEPallii PACCMAaTPUBAIOT C TOUKHU 3PEHUS UX
noTpeOHOCTH B TIoKyMeHTax. [Ipu 3ToM omnpenenstoT TpeOoBaHUs K TOKyMEHTaM, a TaKkKe KOraa,
KaK U TJIe TOKYMEHTHI BKJIIOYAIOT B CUCTEMY YIPABJIEHUS TOKYMEHTaMU. AHAJIU3UPYIOT KPUTH-
yeckue (akTopsl M CYIIECTBYIOIINE HEIOCTATKU, CBSI3aHHBIE C YIIPAaBIEHHEM JOKYMEHTaMH.

Bonpocs! nu1s1 06cyxneHus
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1. Oxapakrepusyiite [OCT P UCO 15489-1-2007 «CUBU/I. YnipaBnenue nokymentamu. O0-
mue TpeboBaHMs»: TpeOOBaHMS K JOKYMEHTaM, (DYHKIIMH JOKYMEHTOB MPEANIPHUSTHS, OTBET-
CTBEHHOCTb PaOOTHHUKOB B 00JIACTH TOKYMEHTHPOBAHUS IEATEILHOCTU NPEIIPUITUS U OPTaHH-
3alMK Ha HEM pabOThI C JOKYMEHTAMH.

2. Co3liaHusi CUCTEMBI YIIPABJICHUS JOKYMEHTAaMH KakK O/1Ha U3 (QyHKIUN yIIpaBieHUs COBpe-
MCHHBIM IIPCANTPHUATUCM.

3. Kakue TpeOoBaHus IPEeIbIBISIIOTCS K CHCTEME yIPaBICHUs TOKyMEHTaMu?

3aganue:

1. PaccmoTpeTh cucteMy yrnpaBieHHUS JOKYMEHTaMU Ha AJIMUHUCTpPALUU MYyHHUIIU-
MATBHOTO 00pa30BaHUsl W MPEIJIOKUTH MEPONPUSITHS 110 €€ COBEPIICHCTBOBAHUIO B YCIOBHSIX
U (pOBU3AINH SKOHOMUKH.

Jlureparypa:

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Ky3nenoBa 1.B. JlokyMeHTUpOBaHHE YIPaBICHUYECKOMN AESITENIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe mocobue mus 6akamaBpoB / U.B. Ky3nemnosa, . A. XagarpssH. — DJIEKTpOH.
TeKkcToBbIe MaHHble. — Mocksa: JlamkoB u K, A [1u Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaypman H.IO. JlokyMeHTHpOBaHUE YIIPABICHYCCKON JIEATEIBHOCTH [DICKTPOHHBIN
pecypc]: yue6Hoe nmocobue/ Kaypman H.FKO.— Dnektpon. TekcroBbie qanuble.— OMck: OMcKuii
rOCylapCTBEHHBbI ~ MHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

PEKOMEHAYEMAMS JIUTEPATYPA
1. OcHoBHas nuTeparypa

1. Ky3nenoBa W.B. JlokyMeHTHpOBaHHUE YIIPABICHUYECKOW NEATEIBHOCTU [DIEKTPOHHBIMN
pecypc]: yueOHoe mocobue s 6akanaBpoB / U.B. Kysnenona, I'.A. XadarpssH. — DIeKTpoH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

2. JlomosHUTENbHAs IUTEpATypa

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

3. Pecypcbl  mH(}OpMannoOHHO-TEIEKOMMYHUKAIIMOHHOMN ceTn «HTEpHETY,
HE00XO0IMMBIE JIJIs1 OCBOCHUS IUCIUITIIMHbI

http://biblioclub.ru (Caiir 9bC «YHuBepcurerckas OnbimoTexa OHIalH»)
http://www.economicus.ru/nfpk/pe.php (O6pa3oBarensHbIit mopTan «Economicus.ruy)
http://www.consultant.ru/ (Oduunanbhslii caiit komnanuu «Koncynprant- [lmocy).
http:///www.garant.ru/ (CaiiT uH(pOpMaIIMOHHO-TIPAaBOBOTO mopTana «["apant»).
http://fcior.edu.ru/ (Caiit denepanbHoro neHTpa HHGOPMAIMOHHO-00PA30BATEILHBIX

pECYpCOB).

agbrwpnE
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MUHUCTEPCTBO HAYKH U BBICIIETO OBPA3OBAHM S POCCUMCKOM ®EJIEPAITAN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
YYPEXIAEHHUE BBICIIET'O OBPA3OBAHMA
«CEBEPO-KABKA3CKUI ®EJIEPAJIbHbI YHUBEPCUTET»

METOANYECKHUE YKA3AHUSA
IO OPTAHM3AIIMA CAMOCTOSITEJIbHON PABOTHI
OBYUAIOIIUXCA
10 TUCIUTIINHE «/[eT0mpon3BOACTBO U JOKYMEHTAIIMOHHOE
o0ecrieyeHne rocyJapCTBEHHONM U MyHUIIMIAIBHOU CITYKObD)
JUTSI CTYZICHTOB HAMpPaBIICHUSI TIOATOTOBKH
38.03.04 N'ocynapcTBEHHOE ¥ MYHUITUTIAIEHOE YITPABICHUE
HaIpaBJICeHHOCTH (Mpoduiib): «PernoHanibHOE YIIPABICHUE)

IIsaTuropck
2025
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IIpenucaosue

B HacTtosmiee BpeMs  COBEPILIEHCTBOBAHHE  YIPABICHHUS  MPOU3BOJICTBEHHO-
XO3SIMCTBEHHBIMH ~ CHCTEMaMHM, TIOBBIIICHWE YPOBHS OpraHu3anuu #u  3(PQPeKTHBHOCTH
YIPaBJIEHYECKOTO TPyJla BO MHOI'OM 3aBUCHUT OT TOI'O, HACKOJBKO pallMOHAJIBHO MOCTABJICHO B
YUPEKACHUAX U HA MPEIIPUATUSAX JEIONPOU3BOJICTBO. TEPMUH «IOKYMEHTAIMOHHOE obecrie-
YEHHE YNPaBIICHUS» XapaKTEePU3yeT COBOKYITHOCTh padoT 10 AEIONPOU3BOACTBY YUPEKIECHUHN U
[0 OpraHU3alyy B HUX JOKYMEHTOB. [IOHATHEM «TOKyMEHT» ompeaeisiercs HHpopManus, 3a-
nucaHHasi JI'oObIM CIIOCOOOM Ha JH0OOM MaTrepuale, U3JaHHas WU MOoJydeHHas JIIoObIM Qu3u-
YEeCKUM WM IOPUIMYECKUM B JIIO00H OpraHU3alMy JJIsl HCIIOJIb30BAaHHS B CBOCH JIE€SATEIBHOCTH.

Kypc «JlenonpousBoAcTBO U JOKYMEHTAIMOHHOE 00ecreueHre rocy1apCTBEHHON U My-
HUIMIATBHON CITy>KOBI» AaeT 6a30BbIe 3HAHUS B 00JIACTH M3y4YSHUS JETIONPOU3BOICTBA U pabo-
Thl C IOKyMEHTaM{ B OpraHu3aluu. B mpeiaraeMbelx METOIMYECKHUX YKa3aHUSAX paccMaTpuBa-
€TCs CYIIHOCTb U crienu(puKa TOKyMEHTHPOBAHUS YIIPABICHYECKON AEATEIbHOCTH; IPOUCXOUT
03HAKOMJIEHHE C NPAKTHUKOW COCTABIICHHsI OPraHU3ALMOHHBIX, PACIOPSAUTENIBHBIX U HH(pOpMa-
[IMOHHO-CIPABOYHBIX JJOKYMEHTOB; OBJIAJICHUE HABBIKAMH apXUBHOT'O XPAHEHUS JOKYMEHTOB H
COCTaBJICHUS] HOMEHKJIATYPbI JIeI.

Marepuan kypca oOecrieuuBaeT 3HaHUE OOIINX MPUHIUIIOB OPTaHU3AIHH.

Llesnb ocBOEHUS TUCHMIUIMHBI 3aKitoyaercss B (GOpMHPOBAaHUU Habopa mpodeccuoHanb-
HBIX KOMIETeHIMH OakanaBpa 1o HampasiieHuio noarotoBku 38.03.04 T'ocymapcTBeHHOE U
MYHHIUIAIBHOE YIpaBieHUE, (HAIpaBieHHOCTh (Mpoduib): «PernoHasbHOE yIpaBieHHEY),
OCBOCHHE CTYACHTAMH TEOPETHYECKHX 3HAHHWW B OOJIACTH JIENIONPOU3BOICTBA B OpPraHU3aINU U
npruoOpeTeHne NpaKTUUECKUX HABBIKOB B 007acTH O(OpMIIEHUS JOKYMEHTAIMH, HEOOX0AUMON
JUTSL IPUHSTHS TPAMOTHBIX YIPABICHYECKHX PELICHUN.

K 3agauam u3ydeHus AUCLUIUIMHBI OTHOCSATCS: MOJy4YeHHE 3HAHUN 10 OCHOBHBIM IPUH-
[UIaM, TOHATUSAM (OPMHUPOBAHUS HAYKH «JleTOMpON3BOACTBO M TIOKYMEHTAIIMOHHOE o0ecrede-
HUE TOCY/IapCTBEHHONW U MyHHUIMIAIBHOM CIIyKObI», IPUHLUIIOB U 3aKOHOB OPraHU3aLUH J10KY-
MEHTO000pOTa Ha MPEANPHUITHH; (HOPMUPOBAHHS YIPABICHYECKOW W WHOW OpPraHMW3alMOHHO-
pacropsaUTeNbHON JTOKYMEHTAlMU; BEeIEHUE KaJIpOBOr0 JOKYMEHTOOOOpOTa; CTPYKTypy IIO-
CTPOCHUS JJOKYMEHTO000pOTa B OpraHU3aIyy; GOpMHUPOBaHUE YMEHHIA MPHUMEHSTh TIOJTYYeHHBIC
3HAaHUS K PELICHUIO BOIIPOCOB MO OPraHM3allMOHHBIM IpolleccaM Ha MPEINpUSATHH OBJa/IeHUE
OCHOBHBIMH TPUHIUIIAME (POPMUPOBAHUS TOKYMEHTHPOBAHUS YIPABICHUECKOW JESITeIHbHOCTH,
3aKOHAMH OpTaHMU3allMHU, HAaBBIKAMU COCTaBJIEHUS] HEOOXOIUMBIX YIPaBIEHYECKUX JOKYMEHTOB.

B cooTBeTCTBHM C 3TUM OCHOBHOH LIEBIO MPETIOIaBAaHMsI JUCIUIUINHBI BRICTYIAeT Gop-
MHUpPOBaHME y CTYACHTOB 3HAHHI, HABBIKOB U YMEHHMI B 00JIACTH JOKYMEHTUPOBAHUS YIIPaBIICH-
YECKOM JEATENbHOCTH.

dopMupyeMsble B IPOLecce N3YUEHNUsT KOMIIETEHIIUH:

OIIK-5. CnocoOeH HCnonb30BaTh B MPOo(ecCHOHATBbHON NeATeNbHOCTH WH(OPMALIUOH-
HO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH, FOCYJapCTBEHHbIE U MYHUIIUIAIbHbIE HH(OPMAIIMOHHBIE
CHCTEMBI; TIPUMEHSTh TEXHOJOTUU 3JIEKTPOHHOTO TPABUTEIHCTBA M MPEIOCTABICHUS TOCyaap-
CTBEHHBIX (MYHMLIUIIAIBHBIX) YCIYT

Pe3ynbTaThl OCBOCHUS AUCIUILIHHEI B pa3pe3e KOMIETECHITHIA:

OIIK-5:

Hcnonp3yer MeTomonoruto HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, Teope-
TUYECKHE OCHOBBI (POPMUPOBAHUS HHPOPMALIMOHHOTO 00ECIIeYeHHs Mpoliecca yIpaBIeHHs; HH-
CTPYMEHTAIILHBIE CPENICTBA KOMIBIOTEPHBIX TEXHOJOTHH HHMOPMAIIMOHHOTO OOCTYKHBAaHUS
yIpaBJIEHYECKON NeATeNbHOCTH; TEHJCHLIUU M TNEPCIEeKTUBBl Pa3BUTHS U UCIOIb30BAHUS HH-
(bopMaMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTUH B MPO(ECCHOHAIBHON eI TEeTbHOCTH;

[Ipumensier nHOOPMALIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTHH JIJISl pELIeHUs] YIIpaB-
JIEHYECKHX 3ajlay; ONpeessieT HalpaBIeHNs UCTIONb30BaHUS U TEHICHIIMH Pa3BUTHS HHPOpMa-
IMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI B 3KOHOMHKE U YIIPABIICHUH;
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[TpuMeHsieT TeXHOJIOTHH JIEKTPOHHOTO MPABUTENBCTBA U IPEIOCTABIICHUS TOCYap-
CTBEHHBIX (MYHUIIUITAJIHBIX) YCIIYT
MeToaudeckue yka3zaHUs COACpkKAT PEKOMEHIAIMU K MPAKTHYECKUM padoTaM CTY/ICH-
TOB U CIIUCOK PEKOMEHIOBAHHOW JIUTEPATYPHI.
B pesynbrare ocBoeHUS AUCHUILTAHBI (DOPMHUPYIOTCS CIEAYIONUE KOMIETCHIIMH, UHIHU-

KaTOpPhI:

Kon, dopmynupoBka

Kona, popmynupoBka nHAMKAaTOpa

IInanupyemsblie pe3ysIbTaThl

KOMIIETEHIINH o0OyueHus O TUCIUILINHE
(MonyIi0), XapakTepu3ylo-
ue 3Tanbl GOPMUPOBAHUS

KOMIETEHIINI, HHIUKATOPOB
OIIK-5. [IpuauMaer 0OOCHOBaHHBIC

CriocobeH uCroiIb30BaTh
B IIPOo(eCCHOHATIBHOM J1e-
ATEIBHOCTH HH(OpMAIH-
OHHO-
KOMMYHHKAIIHOHHBIE
TEXHOJIOTUH,  rocynap-
CTBEHHbIE W  MYHHIIH-
najbHble MH(QOPMALMOH-
HbIE CHCTEMBI; IpHMe-
HATb TEXHOJIOTHM 3JIEK-
TPOHHOTO TIPaBUTEIHCTBA
U TPEJOCTaBICHUS TOCY-
JApCTBEHHBIX  (MYHHIIH-
MaIbHBIX) YCIYT

N-1 onk-s Ucnons3yer meToio-
JIOTUI0 NH(OPMALIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHH,
TEOpPETUYECKHE OCHOBHI (POPMUPO-
BaHUA MH(pOpMaLMOHHOTO olecre-
YeHHUs Tpoliecca yrpaBiIeHUs; HH-
CTPYMEHTAIILHBIC CPEJICTBA KOMITh-
IOTEPHBIX TeXHOJOrui HH(pOopMa-
LIUOHHOTO O0CITy>KUBaHUs YIIPAB-
JIEHYECKON AeSITeNbHOCTU; TEHACH-
MU ¥ TICPCIICKTUBEI PA3BUTHS U
WCIOJIb30BaHUS H(OPMAIIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA B
npoeccroHaNbHOI 1eATEeNbHOCTH
N/-2 onk-s [Ipumenser uagopma-
[IMOHHO-KOMMYHHUKAIIHOHHBIC TEX-
HOJIOTUU JJIs PEIICHUs YIIPaBJICH-
YEeCKHX 3a/1a4; ONpeeIsieT HalpaB-
JIEHUS UCTIOIb30BaHUS U TEHACH-
AU PA3BUTHS HHPOPMAIIHOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHI B
9KOHOMHKE H YIIPaBICHUU

NN-3 onk-s [Ipumensier TexHo10-
THH SJIEKTPOHHOTO TIPAaBUTEILCTBA
U TIPe0CTABICHHSI TOCY1apCTBEH-
HBIX

(MyHMIMIIAIBHBIX) YCIYT

pemiCHusd U UCHOJB3YCT HH-

(dhopMarMoHHO-
KOMMYHHKAITUOHHBIE  TEX-
HOJIOTHH BO Bcex cdepax

JACATCIIBHOCTH

O0mas xapaKkTepucTHKA CAMOCTOATEJIbHOM PA0OThI CTyAEeHTA NPH U3Y4YeHUH JMCIHUIITHHBI

[enpro caMOCTOATENHHONW PadOTHI CTYAEHTOB MO AWCHMUILIUHE «Jlemompon3BOACTBO H
JOKYMEHTAIlMOHHOE O0ecleyeHne TrOCyAapCTBEHHOM W MYHHUIIMIAIBHON CIYyXObI» SBISETCA
oBiajieHNe (QyHIaMEHTaIbHBIMU 3HAHUSMU, TPO(HECCUOHATFHBIMU YMEHUSIMU U HAaBBIKAMU JesI-
TETHLHOCTH TI0 TPO(HITIO, OTIBITOM TBOPUYECKOM, MCCIIETOBATEIHLCKON EATEILHOCTH.

CaMocTosiTenpHast paboTa CTYyJIEHTOB CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSITETBHOCTH, OT-
BETCTBEHHOCTH M OPTaHM30BAHHOCTH, TBOPUYECKOTO MOJX0Ja K PEIIEHUI0 MPoOieM y4eOHOTO U
po(hecCHOHALHOTO YPOBHSI.

3aagyamMy caMOCTOSITENIbHOM paboTHI MO AUCHUIUIMHE «JleIonpou3BOJACTBO U JTIOKYMEH-
TaIMOHHOE O0ecTeueHne TOCYIapCTBEHHON U MYHHUITUITAILHOM CITYKOBD» SIBIISIFOTCSI:
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- CHCTEMAaTH3alus U 3aKPEeIUIeHUE TOTYYSHHBIX TEOPETUUECKUX 3HAHUHM M MPAKTHYECKUX
YMEHHH CTYJAEHTOB;

- yriyOJeHue U paciIiupeHue TeOPETUYECKUX 3HAHUIA;

- (hopmupoBaHNEe yMEHMI MCIIOJIB30BaTh HOPMATHBHYIO, IIPABOBYIO, CIIPABOYHYIO JTOKY-
MEHTAIUIO U CIICIHATIBHYIO JINTEPaTypYy;

- pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH M aKTUBHOCTH CTYJACHTOB: TBOPYECKOH MHU-
[IUATHBBI, CAMOCTOSATEIILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH;

- (opmMupoBaHME CaMOCTOSTEIBHOCTH MBIIUICHHS, CIIOCOOHOCTEH K CaMOpa3BHUTHIO, Ca-
MOCOBEPIICHCTBOBAHUIO M CaMOpeaT3alliH;

- pPa3BHUTHE UCCIIEOBATEIBCKUX YMEHHUIA;

- HCIIOJIb30BaHUE MaTepuaia, COOPaHHOTO M MOIYYEHHOTO B XOJI€ CAMOCTOSTENILHBIX 3a-
HATHUH Ha CeMUHapax, Ha NPAaKTHYECKUX U Ja0OPaTOPHBIX 3aHATHAX, IIPH HAITMCAHUHM KYPCOBBIX
paboT U BBITYCKHOM KBaJIM(UKATUOHHON PaOOTHI.

[IJIAH-TPA®UK BBIITOJHEHNS CAMOCTOSTEJIBHOM PABOTHI
TexHoJIOrH4YecKasi KAPTAa CAaMOCTOATEIbLHO padoThI CTy/IeHTa

Ounas ¢gopma 00yueHHus

Konpr Bun HUrtoroseri CpencrBa u O0OBeM 4acoB, B TOM YHCIIE
peanuusye | IeATeIbHOCTH MPOJIYKT TEXHOJIOTHH (akanm.)
MBIX KOMIIE- CTYIECHTOB CaMOCTOSTEI OLIEHKU CPC | KonraktHa | Bcero
TEHLMH, UH- bHOH PabOTHI s pabora ¢
JTUKAaTOPOB npernoiaBa
TeJleM
4 cemecTp
OIIK-5 NI-1 | CamocTosTEINb KOHCIEKT cobeceoBa- 29,7 3,3 33
OIIK-5 U/I-2 | HOe n3yueHue HUE
OIIK-5 U/I-3 | nurteparypbl
OIIK-5 U1-1 | [loaroToBka k Hoxman [Tepeyens Tem 18 2 20
OIIK-5 N/I-2 JUCKYCCUU JUCKYCCUOH
OIIK-5 U/1-3 HOTO CTOJIa
IloaroroBka k Tect TectupoBanu
OIIK-5 N 1I-2 HIIO 24,3 2,7 27
OIIK-5 N/1-3
Hroro 3a 4 cemectp 72 8 80
Hroro 72 8 80
ITonrotoBka k | Bompockl k K3aM€eH
OIK-5 N]-1 BK(;EMOGI-?}/ 3(I)<3£h(/)l(€:Hy e
OIIK-5 N 1-2 32,4 3,6 36
OIIK-5 N/1-3




OuHo-3204Hast popma o00yueHnst

Konpr Bun HUtoroserii CpencrtBa u OObeM 4acoB, B TOM YHCJIIE
peanuusye | ACSTEIbHOCTU MPOAYKT TEXHOJIOTHH (axanm.)
MBIX KOMIIE- CTYJICHTOB CaMOCTOSITEN OLICHKH CPC | KonraktHa | Bcero
TEHLUH, UH- bHOH paboTBhI 1 pabota ¢
JTIUKaTOPOB nperno/iaBa
TeneM
4 cemecTp
OIIK-5 NNI-1 | CamocTosTEIb KOHCIEKT cobeceoBa- 43,2 4.8 48
OIIK-5 U/I-2 | HOe u3yueHue HUE
OIIK-5 U/I-3 | nuTepaTypsl
OIIK-5 U1-1 | IloaroroBka K Jloxmnan [Tepeuens Tem 43,2 48 48
OIIK-5 U 1I-2 JIMCKYCCUU JIMCKYCCUOH
OIIK-5 N/1-3 HOT'O CTOJIa
IToaroroBka x Tect TectupoBanue
OIIK-5 N]-1 TECTUPOBa- ’
OIIK-5 N 1-2 HIIO 18 2 20
OIIK-5 N/1-3
HTtoro 3a 2 cemecTp 104,4 11,6 116
Hroro | 104,4 11,6 116
OIIK-5 VJI-1 [ToaroroBka k | Bompock! k DK3aMeH
HK3aMEHy 9K3aMEHY
OIIK-5 N 1I-2 43,2 4.8 48
OIIK-5 N/1-3

Padora ¢ 1ureparypoii
I[J'IFI YCI€MIHOTO OCBOCHUSA AWCIUILIINHBI, HGO6XOI{I/IMO CaMOCTOATCIIbHO ACTAJIBHO U3YYUTHb
MPEJICTaBJICHHBIE TEMBI 10 PEKOMEHyeMbIM HCTOYHHKAM HH()OpPMAaIIIH:

No PexoMeHniyeMble HCTOUHUKH HWH(OpMALIUU
/n | TeMbl Ju1sl CaMOCTOSATENBHOTO U3YYEHHUS (Ne uctoyHuka)
OcHoBHas | Jlononnu- | Meronu- | aTepHer-
TeJIbHAas yeckas pecypcehl

1. | Tema 1. Ponp I/IH(?OpMaIII/II/I U JIOKYMEHTOB 1 1 123 12345
B YNPaBIEHYECKON AESITENLHOCTH

2. Tema 2. JIOKyMEHT HW  CHUCTEMBI 1 1 1,2,3 1,2,345
JIOKYMEHTAIU!

3. Tema 3. HopmaruBHO-TipaBOBas 0a3a J10- 1,2,3 1,2,3,45
KYMEHTAI[MOHHOTO O0ecleYeHus yrpanie- 1 1
HHUS

4, Tewma 4. YrpaBineHuecKass TOKYMEHTAITUS: 1,2,3 1,2,3,45
TpeOOBaHUs K COCTaBIEHUIO U ohopmIie- 1 1
HUIO, popMyIIsip-00paserr, CocTaB U pac-
TMIOJIO)KEHHUE PEKBU3HTOB.

5. Tema 5. Co3gaHue 3J€KTPOHHBIX JTOKY- 1 1 1,2,3 1,2,345
MEHTOB

6. Tema 6. OpraHu3anMiOHHBIE JTOKYMEHTHI, 1 1 1,2,3 1,2,3,45
WX COCTaBJICHHE U opopmIieHHE

7. Tewma 7. CoctaB 1 cO3/1aHH€ paCHOpPsIIN- 1 1 1,2,3 1,2,34,5
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TEJBHBIX TOKYMEHTOB

8. Tewma 8. MHopManmioHHO-CIIPaBOYHBIC 1 1 1,2,3 1,2,345
JTIOKYMEHTBI

9. Tema 9. Opranuzanusi paboThl C JOKYMEH- 1 1 1,2,3 1,2,3,45
TaMHu

10. | Tema 10. XpaneHue JOKYMEHTOB 1 1 1,2,3 1,2,3,45

11. | Tema 11. ABTOMaTH3aIMs JOKYMEHTAIU- 1,2,3 1,2,3,4,5
OHHOT'O OOeCIeYeHUs YIIPaBICHUS 1 1

12. | Tema 12. Cucrema ynpaBieHUsl TOKyMCH- 1,2,3 1,2,345
TaMH Ha MPEIIPUATHI 1 1

3. KOHTPOJIBHBIE TOYKU N BUJIbI OTYHETHOCTH 11O HUM

B pamMkax pedTHHIOBOM CUCTEMBI YCIIEBAEMOCTh CTYJEHTOB MO Ka)JA0W JUCHUILUIMHE OLECHU-
BAETCA B XOJ€ TEKYILEro KOHTPOJISA U IPOMEKYTOUYHOM aTTeCTalNHU.

[Ipy npoBeeHNN TEKYIIEr0 KOHTPOJISI PEUTUHIOBAasI OLCHKA 3HAHWUN CTYAEHTa OLIEHUBACTCS
cleayrImuM o0pa3om:

Konrponbnas | Henenst | M3yueHHsble Te- Bun nesarenbHOCTH CTYEHTOB KomnuectBo
TOYKa ceMecTpa | Mbl TEOpETHYE- 6aymu1oB
CKOro Kypca

1 4 1-6 CobecenoBanue no remam 1-6 o5
TectupoBanue

2 8 7-12 CobecenoBanue no remam 7-12 30
TectupoBanue

Hroro 2 cemecTp 55

MaxkcruMaabHO BO3MOXKHBIN 0asl 3a BeCh TEKYIIHM KOHTPOJIb YCTAaHABIMBAETCS PaBHBIM
55. Teky1iee KOHTPOIHLHOE MEPONPHUITHE CUUTACTCS CIIAHHBIM, €CJIM CTYACHT TOJYYUII 32 HETO
He MeHee 60% OT yCTaHOBJIEHHOTO JJI TOTO KOHTPOJS MaKCHMalbHOTO Oania. PeUTHHTOBBIN
0ayu1, BBICTABISIEMBIN CTYACHTY 3a TEKYI[ee KOHTPOJIbHOE MEPOIPUSATHE, CIAHHOE CTYICHTOM B
YCTaHOBJICHHBIE TPAPUKOM KOHTPOIBHBIX MEPOTPHUATUN CPOKH, OMPEEISIETCS CIECTYIOIMUM 00-
pazom:

YpOBEHB BBIITOIHEHUSI KOHTPOJIBHOTO Peitrunroserit 6amn (B % 0T MakCUMaIbHOTO
3a/laHus 6ajuia 3a KOHTPOJIBHOE 33JJaHHE)
OTIHYHBIH 100
Xopommid 80
Y 1O0BIIETBOPUTENBHBIN 60
HeynosnerBopuTenbHbIN 0

PeliTuHroBas cuctemMa OLUEHKH HE MPEeIyCMOTPEHa JUIsl CTY/AEHTOB, 00yJaroIumxcs Ha 00-
pa3oBaTENbHBIX NMPOrpaMMax YPOBHsI BhICHIET0 00pa3oBaHUs OakalaBpUaTa OYHO-3a04HOM (op-
MBI 00Y4EHHS.
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4. Meroan4ecKkHue peKOMEHAAIUH 110 H3YYEeHHIO TEOPEeTHYECKOro MaTepuaJa

Pabora ¢ kHuroi

[Tpu pabote ¢ KHUrON HEOOXOAMMO MONOOPATH JUTEPATYpPy, HAYUUTHCS MPABUILHO €€
YUTaTh, BECTH 3anmucH. [ moadopa iuTepaTypbl B OMOIMOTEKE UCTIONB3YIOTCS ajl(paBUTHBIA U
CHUCTEMaTHUYECKHH KaTaloru.

BaxHO NOMHUTB, YTO pallMOHAJBHBIC HABBIKM PabOTHI C KHUTOM - 3TO Bcerna Oosbias
9KOHOMHUS BPEMEHHU U CHIIL.

[TpaBuibHBI MOAOOP y4EOHUKOB PEKOMEHIYETCs MPEnoJaBaTeieM, YUTAIOIINM JICKIU-
OHHBIN Kypc. HeoOxonumas nutepaTypa MOXKeET ObITh TAakXKe yKa3aHa B METOAMYECKUX paspa-
00TKax 0 JaHHOMY KYpCYy.

N3yuas marepuan no y4yeOHUKY, clelyeT NepeXOoAUTh K CIEIYIOLEMY BONPOCY TOJIBKO
10CJI€ IPAaBUJIBHOTO YSICHEHHUS MPEAbIYILIETo, ONMUChIBas Ha OyMare BCe BBIKJIAIKH U BBIYMCIIE-
HUS (B TOM 4YUCIIE T€, KOTOPbIE B y4eOHUKE OIYILEHbl MM Ha JICKLMH JaHbl U1 CaMOCTOSITENb-
HOT'O BBIBOJIA).

[Tpu n3yuenuu ar0060# TUCHMITIIMHBI OOJIBIIYIO M BaXKHYIO POJIb UIPAET CaMOCTOSTENbHAs
MHAMBHUyalIbHas paboTa.

Ocob6oe BHMMaHUE cieayeT OOpaTUTh Ha ONpeAeTeHHe OCHOBHBIX MOHATHH Kypca. Cry-
JICHT JOJDKEH MOAPOOHO pa3OupaTh MPUMEPHI, KOTOPBIE MOSCHSIOT TaKUE OMPEICIICHNs, U YMETh
CTPOUTBH aHAJIOTUYHBIE IPUMEPBI CaMOCTOATENIbHO. HyXHO 100MBaThCSI TOYHOTO MPEACTaBIECHUS
0 TOM, YTO u3ydaenb. [oe3H0 cocTaBIsATh ONOpPHBIE KOHCIIEKTHL. [Ipy n3ydyeHun marepuania mo
y4eOHHUKY MOJIE3HO B TeTpaau (Ha CHEelMaIbHO OTBEACHHBIX IMOJISAX) AONOIHATH KOHCIEKT JIeK-
uii. Tam ke ciieyeT oTMeuyaTb BOIPOCHI, BBIACICHHBIE CTYICHTOM /ISl KOHCYJIBTAIlMH C TIPETo-
JlaBaTeJIeM.

BrIBOIBI, TTONTyUEHHBIE B PE3YJIbTAaTe U3YyUCHHsI, PEKOMEHIyeTCSl B KOHCIIEKTE BBIICTISTH,
4TOOBI OHM ITPU NEPEUUTHIBAHUY 3aMMCEH JIyyllle 3aIOMUHAIINCH.

OnbIT TOKA3BIBAET, YTO MHOTHM CTYJICHTaM ITIOMOT'a€T COCTaBJICHUE JINCTA ONIOPHBIX CUT-
HAJIOB, COJIEpIKalllero BakHelIe 1 Haubosee yacto ynorpedisemble GopMyiibl U noHsTHA. Ta-
KO JINCT IMOMOTaeT 3allOMHHUTH (POPMYJIbI, OCHOBHBIE TIOJIOKEHHUS JIEKIIUH, a TAK)KE MOXKET CIy-
KHUTb OCTOSIHHBIM CIIPABOYHUKOM JUIs CTY/ACHTA.

Pasznmuuator aBa BHa YTEHUS; IEPBUYHOE U BTOpUUHOE. [lepsuunoe - ’TH BHUMATEIBHOE,
HETOPOIUIMBOE YTEHHUE, P KOTOPOM MOXKHO OCTAaHOBUTHCS Ha TPYIHBIX MecTax. [locne Hero He
JIOJDKHO OCTATHCSl HA OJTHOTO HETIOHATHOTO 0s10Ba. CojiepkaHne He BCET]a MOXKET OBITh MMOHSITHO
1ocje NEePBUYHOTO YTEHHUS.

3amaua 6mopuyHo2o0 YTEHUS TIOJTHOE YCBOEHHE CMBICIA IEeNoro (M0 CUeTy ITO UTCHHE
MOYET OBITh M HE BTOPBIM, @ TPETbUM HJIU YETBEPTHIM).

IIpaBuia caMoCTOATEIbHON PadOTHI € JIUTEPATYPOM

Kak yxxe oTmeuanoch, camocToaTeabHas paboTa ¢ yueOHUKaMU U KHUTaMH (a Takke ca-
MOCTOSITEJIBHOE TEOPETUICCKOE HCCIICIOBAHUE TPOOJIeM, 0003HAUEHHBIX IPEINoiaBaTeieM Ha
JEKIMIX) — 9TO BaKHeHee ycaoBue GopMHUpOBaHUs y cedst HayqyHOro croco6a nozHanus. Oc-
HOBHBIC COBETHI 37I6Ch MOYKHO CBECTH K CIICAYIONUM:

1. CocraButh nepeueHb KHUT, C KOTOPBIMUA BaM cieyet mo3HakoOMUThCS;
2. CaM Takoii mepeveHb JOIKCH ObITh CHCTEMATH3UPOBAHHBIM.
3. OO0s3aTenbHO BBINMUCHIBATH BCE BBIXOJHBIC JAHHBIE MO KAKIOW KHUTE (TIpU HAMHCAHUU

MUCBMEHHBIX Pa0OT 3TO TO3BOJUT OYCHb COKOHOMHTH BpEeMs).

4. PazoOpatbes ans ce0si, Kakue KHUTH (WM KaKue TI1aBbl KHUT) CIeAyeT MpOoYuTaTh bomee

BHUMATEJIBHO, a KaKUe — ITPOCTO MTPOCMOTPETH.

5. Ilpu cocraBieHUU TEpeYHEN TUTEPATyphl CIEAYET MOCOBETOBATHCS C MPEOAaBaTEIsIMU

U HAYYHBIMU PYKOBOJUTEIISIMH (WJIM Jake ¢ 0ojiee MOATOTOBICHHBIMU M IPYJAHPOBAH-

HBIMH COKYPCHHKaMH), KOTOpPbIE TIOMOTYT Bam jrydiiie COpHeHTUPOBATHCSI, HA YTO CTOUT

00paTuTh OoJbIlIee BHUMAHKE, a Ha YTO BOOOIIIE HE CTOUT TPATUTh BPEMS.
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EcrecTBeHHO, Bce MPOYNTAHHBIE KHUTH, YIEOHUKH M CTaTbU CIIEAYET KOHCIIEKTUPOBATH, HO
9TO HE 03HAYaeT, YTO HAJ0 KOHCIEKTHPOBATH «BCE MOAPSI». MOKHO BBIIUCBHIBATH KPaTKO OC-
HOBHBIE WJIEW aBTOpPA U MHOTJIA IPUBOJUTH HauboJjee sIpKUe U MOKa3aTelbHbIE HUTATHI (C yKa3a-
HUEM CTpaHUII).

UreHne Hay4HOIO TEKCTa SBJIAETCS YaCTbIO [TO3HABATEIbHON JeATENbHOCTH. Ee 1enp —
U3BJICUEHHE U3 TeKCTa HeoOXo Mol nHpopmaruu. OT TOro Ha CKOJIBKO OCO3HAHHA YHUTAIOIIUM
COOCTBEHHAs! BHYTPEHHSS YCTAaHOBKA MTPHU OOpaIIeHUH K eYaTHOMY CJIOBY (HATH HY)KHBIE CBe-
JICHHs, YCBOUTh MH(OPMALMIO MOJHOCTBIO WM YaCTUYHO, KPUTUUYECKH MPOAHAIN3UPOBATh Ma-
TEpUal U T.I.) BO MHOTOM 3aBUCHUT 3()(heKTUBHOCTh OCYLIECTBIISIEMOTO ICHCTBHSL.

Be1ien10T 4eTblpe OCHOBHBIE YCTAaHOBKH B YTEHUHM HAyYHOI'O TEKCTA:

1. uHpOPMALIMOHHO-TIONCKOBBIH (331a4a — HAWTH, BBIIEIUTH UCKOMYIO HH(OPMAIIHIO)

2. ycBauBarolast (yCWJINs YUTaTes sl HalpaBJIeHbl Ha TO, YTOOBI KaK MOXKHO IIOJHEE 0CO-
3HaTh U 3alIOMHUTH KaK CaMH CBEJCHHUS M3J1araéMble aBTOPOM, TaK U BCIO JIOTUKY €ro paccyxie-
HUH)

3. aHAIUTUKO-KpUTHYECKasl (YUTATENIb CTPEMHUTCS KPUTUYECKH OCMBICIUTH MaTepual,
IIPOaHAJIM3UPOBAB €0, OIIPEJEIIUB CBOE OTHOLIEHHUE K HEMY)

4. TBOpuecKas (Co3/1aeT y YMTaTessl FTOTOBHOCTh B TOM WJIM MHOM BHJI€ — KaK OTIPaBHOM
IYHKT JJI1 CBOUX pacCyKICHHUH, Kak o0pa3 [yl AeWCTBUS MO aHAJOTMM U T.II. — UCHOJIb30BATh
CYXJICGHUSI aBTOpa, XOJ €ro MBICIEH, pe3yibTaT HaOMoJeHHs, pa3paboTaHHYI0 METOAUKY, J0-
HOJHUTB UX, OJABEPIHYTh HOBOM MPOBEPKE).

OcHoBHbIE BUIbl CUCTEMATU3UPOBAHHON 3aMIUCH IPOYUTAHHOTO:

1. AuHOTHpOBaHKE — NPEAETbHO KPATKOE CBA3HOE ONMMCAHUE IIPOCMOTPEHHON HIIU MPO-
YUTAHHON KHUTH (CTaTbH), €€ COEpPKaHMsI, NICTOUHUKOB, XapaKTepa U Ha3HAUYEHUS;

2. [InaHupoBaHMe — KpaTkas JIOTUYECKas OpraHu3alus TeKCTa, pacKpbIBarollasi colep-
JKaHUE U CTPYKTYpPY U3y4yaeMoro Marepuaa;

3. Te3upoBaHue — JIAKOHUYHOE BOCIPOU3BEIEHUE OCHOBHBIX YTBEp)KJIEHHH aBTOpa 0e3
npuBJeUeHHs (PAKTUIECKOTO MaTeprana;

4. IlutupoBaHHe — JOCIOBHOE BBIIMCHIBAHUE U3 TEKCTA BBIAECPIKEK, U3BICUEHUH, Hanbo-
Jiee CYIIECTBEHHO OTPAKAIOLIUX Ty UM UHYIO MBICIIb aBTOPA;

5. KoHcnekTupoBanue — KpaTKo€ U MOCIIE10BaTEIbHOE U3JI0KEHHE COJepKAHUS IPOUH-
TaHHOTO.

KoHcnekT — cliokHbIN coco0 M30XKEeHUs COJIepyKaHUsl KHUTH WM CTaTbU B JIOTMYECKOU
noce0BaTenbHOCTH. KOHCIIEKT akKyMylIHpyeT B ce0e Mpeplayliue BUIbl 3alHUCH, TT03BOJISET
BCECTOPOHHE OXBATUTH COJIEP/KaHUE KHUTH, cTaThbH. [I07TOMY ymMEHHE COCTaBIISTH IIaH, TE3HCHI,
JIeJIaTh BBIMUCKYU U IPYTHe 3alllCH ONPEEIsIeT U TEXHOJIOTHIO COCTABIICHUS KOHCIIEKTA.

MeToauuecKkue YKazaHus 1o COCTABJICHHUIO KOHCIIEKTA

1. BuumarenbHO MpoYyUTaiTe TEKCT. Y TOUHUTE B CIPABOYHOU JIUTEpAType HETOHSATHBIE
cioBa. [Ipu 3anucu He 3a0y/ibTe BBIHECTH CIPABOYHBIE IaHHBIE HA MOJIS1 KOHCIIEKTa,

2. Broigenure riaBHOE, COCTaBLTE IIJIAH;

3. Kpatko chopmynupyiite OCHOBHBIE MOJIOKEHHSI TEKCTA, OTMEThTE apryMEHTAlUIO aB-
TOPA;

4. 3aKOHCIIEKTUPYHTE MaTepuai, 4eTKO ciexys MyHKTaMm IutaHa. IIpu koHcmekTupoBa-
HUHW CTapalTeCh BBIPA3UTh MBICIb CBOUMH CJIOBAaMU. 3alIMCH CIIEYET BECTH YETKO, SCHO.

5. I'pamoTHO 3amuckiBaiiTe nuuTathl. L{UTHpys, yuuTHIBaiiTe TaKOHUYHOCTH, 3HAYUUMOCTh
MBICIIH.

B TekcTe KOHCIEKTa XKENAaTeIbHO IIPUBOJUTE HE TOJIBKO TE€3UCHBIE MOJIOKEHUS, HO U UX
nokazarenbeTBa. [Ipu odopmieHnHr KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)J10TO
npeUIokeHusl. MBICIIM aBTOpa KHUTH CIIEAyeT M3Jlarath KpaTko, 3a00TsCh O CTHJIE U BBIPA3H-
TEIbHOCTH HANMCAHHOTO. YMCIIO JOMONMHUTENBHBIX 3JIEMEHTOB KOHCIEKTA JIOJKHO OBITh JIOTH-
4eCcKl 000CHOBaHHBIM, 3aIUCH JIOJIKHBI PAaCTIPEIEIAThCS B ONPEIETIEHHON MOCIeI0BaTEIbHOCTH,
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OTBEYAIOIIEH JIOTUYECKON CTPYKType Ipou3BeaeHus. s yrouHeHus 1 JONOJHEeHUs: He00Xoau-
MO OCTaBJIATH MOJIA.

OgnajeHre HAaBBIKAMHU KOHCIEKTHPOBAHUS TPEOYeT OT CTYJCHTa LEIeyCTPEeMIICHHOCTH,
IIOBCEHEBHOM caMOCTOATENbHOI paboThI.

5. Pexomenayemasi quTepaTypa
OcHoBHas1 JIMTepaTypa:
1. Kysnenosa 1.B. JlokyMeHTUpOBaHUE YIIPaBIEHUYECKOMN NEATENbHOCTU [DJIEKTPOHHBIN
pecypc]: yuebnoe mocodue s 6akanaspos / U.B. Ky3nenosa, I'.A. XauaTpsH. — DJIeKTpOH.

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

JlonoiHUTeIbLHAS JTUTepaTypa:

1. Kaydman H.IO. JlokymeHTHpOBaHUE yNPaBICHUYECKOU NEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.FO.— DnekTpon. TekctoBbie qanHbIe.— OMCK: OMCKHIA
rOCyIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryma:
http://www.iprbookshop.ru.

HNuTepHeT-pecypceb:

http://biblioclub.ru (Caiit 9bC «YHuBepcuteTckas 6uOIMOTEeKa OHIANHY)
http://www.economicus.ru/nfpk/pe.php (O6pazoBatenbublii mopran «Economicus.ruy)
http://www.consultant.ru/ (Odunmanbublii caiit komnanuu «KoHcyabTant- [1mrocy).
http:///www.garant.ru/ (CaiiT uHopMarmoHHO-TIpaBOBOTO MopTaia «I apaHT»).
http://fcior.edu.ru/ (Caiit ¢denepanpbHOro I1EeHTpa HHPOPMAIMOHHO-00PA30BATEIBHBIX

pecypcoB).

agrwdE
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