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PEKOMEHAYEMAS JINTEPATYPA



Beenenune

B HacTtosimee  BpeMsi  COBEPILIEHCTBOBAHHE  YNPABICHHS  MPOU3BOJCTBEHHO-
XO3SIMCTBEHHBIMM ~ CHCTEMaMHM, IIOBBIIIEHWE YpPOBHA oOpraHuzauuu H  3(pQeKTuBHOCTH
YIIPaBJIEHYECKOTO TPyZa BO MHOTOM 3aBHUCHUT OT TOTO, HACKOJBKO PAIlMOHAIBHO MOCTABJICHO B
YUPEKACHUAX U Ha MPEIIPUATUSAX AEIONPOM3BOJICTBO. T€pMUH «IOKYMEHTALMOHHOE obecrie-
YEeHHUE» XapaKTEePU3yeT COBOKYITHOCTh paboT MO JeNONPOU3BOJCTBY YUPEKICHUN U 110 OpTraHu-
3alluM B HUX IOKYMEHTOB. [IOHATHEM «TOKYMEHT» OIpeaeseTcs uHpopManys, 3ancaHHas
JTr00bIM criocoOoM Ha J1I000M Matepuaie, U3AaHHas UM MOJy4YeHHas JI00bIM (PU3UYeCKUM HIIH
IOPUJIMYECKUM B JIF00OH OpraHU3aliy JUis UCIIOJIb30BaHUS B CBOCH JeSITEIbHOCTH.

Kypc «/lenonpon3BoacTBO U TOKYMEHTALIMOHHOE 00ECIIeYeHNE TOCYIapCTBEHHON U MY-
HULMNAIBHOH Ci1y’KObI» AaeT 0a30Bble 3HaHUS B 00JIACTH U3YyUYEHMs AEJIONPOU3BOACTBA U pado-
TBI C IOKyMEHTaM{ B OpTaHU3aliu. B mpeiaraeMbIx METOIMYECKUX YKa3aHUSAX paccMaTpuBa-
€TCsl CYIIHOCTb U crenu(puKa JOKyMEHTUPOBAHUS YIPABIEHYECKON AeATeIbHOCTH; IPOUCXOJUT
03HAKOMJICHHE C TIPAKTUKOM COCTABICHUS OPTraHMU3aLMOHHBIX, PACTIOPSIUTEIBHBIX U HH(POpMa-
[IUOHHO-CIIPABOYHBIX JIOKyMEHTOB; OBJIaJICHHE HaBbIKAMHM APXHUBHOIO XPAHEHUS JOKYMEHTOB U
COCTaBJICHUS] HOMEHKIIATYPBI JIEII.

Marepuan kypca o0ecrieuuBaeT 3HaHUE OOLIMX MPUHIMIIOB OPraHU3aIHH.

Lenb ocBOSHMS TUCIMILIMHBI 3aKI04aeTcsi B popMHpoBaHUU Habopa obmenpodeccno-
HAJIbHOM KOMIIETeHIIMU OakanaBpa Mo HampaBieHuto noarotoBku 38.03.04 ['ocymapcTBeHHOE
¥ MYHHUIUIIAJIBHOE YIPaBJICHUE (HAIPaBICHHOCTh (MPOQuIib): «PernoHaabHOE YIpaBICHUEY),
OCBOCHME CTYACHTAaMM TEOPETUYECKHX 3HAHWH B 00JIACTH JENIONPOU3BOJCTBA B OpraHU3aluu U
nproOpeTeHne NMPaKTHYECKUX HABBIKOB B 001acTH 0()OPMIICHHUS JOKYMEHTAIMH, HEOOXOTUMOMN
JUISL IPUHATHS TPAMOTHBIX YIPABICHYECKUX PELICHUH.

K 3amauam u3ydeHus: UCHUIUTMHBI OTHOCSATCS: MOJyYeHHE 3HAHWI 110 OCHOBHBIM IMPHUH-
[UIaM, HOHATUAM (OPMHUPOBAHUS HAYKU «JleToMpon3BOACTBO U TIOKYMEHTAllMOHHOE o0ecreye-
HHUE TOCYIapCTBEHHOW W MYHHIIMITAJIBHOHN CITYKObI», IPUHIIUIIOB U 3aKOHOB OpPraHU3alUH JI0-
KyMEHTO000pOTa Ha MpeInpUusTuy; (GopMUpOBaHUs YIPaBIEHYECKON U MHON OpraHu3alliOHHO-
pacropsaIUTeIbHON JTOKYMEHTALMU; BEICHUE KaJIpOBOTO JOKYMEHTOOOOpOTAa; CTPYKTYpYy IIO-
CTPOEHUS JJOKYMEHTO0O0pOTa B OpraHu3aluu; GOpMUPOBaHUE YMEHHUM IPUMEHATh IOJIy4YEeHHbIE
3HAaHUS K PEUICHUIO BOIIPOCOB 10 OPTaHM3AIIMOHHBIM MpoIleccaM Ha MPEINpPUSATHH OBIaJICHUE
OCHOBHBIMH NPUHLIUIIAMH (DOPMUPOBAHUS TOKYMEHTHPOBAHUS YIIPABICHUECKOW JEesTEIbHOCTH,
3aKOHAMH OPTaHMU3AIMHU, HABBIKAMU COCTABJICHUSI HEOOXOIMMBIX YIIPABICHYECKUX TOKYMEHTOB.

B cooTBeTcTBHM C 3TMM OCHOBHOH LI€NbIO MPENOJaBaHMs AUCLUUIUIMHBI BBICTYHAeT Gop-
MHUpPOBAHHE y CTYACHTOB 3HAHWA, HABBIKOB U YMEHHI B OOJIACTH JOKYMEHTHPOBAHUS YIPaBIICH-
4eCKOH e TeTbHOCTH.

dopMupyeMsbIe B IPOIIECCe N3YUSHHST KOMIETECHITHH:

OIIK-5. CnocobeH ucnonb30BaTh B MPOGECCHOHATBHON N1eATeNbHOCTH MH(POpPMAalUOH-
HO-KOMMYHHKAIIHOHHBIE TEXHOJIOTHUH, TOCYJapCTBEHHBIE 1 MYHUITUIIAIbHBIE HH()OPMAIIMOHHBIE
CHCTEMBI; IIPUMEHSITh TEXHOJIOIHU 3JEKTPOHHOIO MPAaBUTENILCTBA U MPEIOCTABICHUS rocyiap-
CTBEHHBIX (MYHUIIUITAJIBHBIX) YCIIYT

Pe3ynbTaThl OCBOEHMS AUCIMIUIMHBI B pa3pe3e KOMIETEeHIINH:

OIIK-5:

Hcnonb3yer MeTol0J0THI0 MHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIX TE€XHOJOTHH, Teope-
TUYECKHE OCHOBBI (hOpMHUPOBaHUS MH(OPMALMOHHOTO O0ecreueHus npolecca ynpaBieHus; HH-
CTPYMEHTAJIbHBIE CPEJICTBA KOMIBIOTEPHBIX TEXHOJOTMH HWH(GOPMALMOHHOTO OOCITYKHBaHUS
YIIPaBJIICHYECKON NeATENbHOCTH; TCHICHIIMU M TEePCIIEKTUBHI Pa3BUTHUS M WCIOJB30BAHUS WH-
(bopMalOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH B MPO(HECCHOHAIBHON JeITeIbHOCTH;

HpI/IMCHHCT I/IH(I)OpMaI_[I/IOHHO-KOMMYHI/IKaI_[I/IOHHBIC TCXHOJIOTHUHU JIA pCIICHUS YIIpaB-
JICHUCCKHX 3a/ad; OMPECACIIACT HAlIpaBJICHUA UCIIOJIB30BaHUA U TCHACHINU Pa3BUTUA I/IH(i)OpMa-
NUOHHO-KOMMYHUKAIITHOHHBIX TEXHOJIOTUI B SKOHOMHUKE U YIIPaBJICHUH,



[TpuMeHsieT TeXHOJIOTHH YJIEKTPOHHOTO MPABUTENBCTBA U MIPEIOCTABICHUS TOCYIap-
CTBEHHBIX (MYHUIIUITAJIHBIX) YCIIYT
Metoanyeckre yka3aHusi COJepKaT PeKOMEHJAIMH K MPaKTHUYECKUM padoTaM CTYACH-
TOB U CIIUCOK PEKOMEHIOBAHHOW JIUTEPATYPHI.
3amaun METOJMYECKUX YKa3aHUH MO BBHITIOIHEHHUIO MPAKTHYECKUX padoT MO AUCHUIUINHE
«/1enmonponu3BoJCTBO U TOKYMEHTAIMOHHOE 00ECIIEYeHNE TOCYJAPCTBCHHONH W MYHHIIMTIAILHOU
CITYXKOBD»:
— aHanu3 poid MH(OPMAIMK U JOKYMEHTOB B yIIPAaBIEHYECKOH NESATEILHOCTH;
— HCCIIEIOBAaHHE CUCTEMBI JJOKYMECHTAIIUH MIPEIITPUSATHS;
— WU3yYeHHE HOPMATHUBHO-IIPABOBOM 0a3b1 JOKYMEHTAIMOHHOTO  00ECIeYeHUs
yIIpaBJICHUS;
— U3y4YCHHE YINPABICHYCCKOW  JIOKYMEHTAlMd W  TPeOOBaHHMH K COCTaBJICHUIO U
0(OPMIICHHIO TOKYMEHTOB;
— CO3JIaHHE MEKTPOHHBIX JOKYMEHTOB;
— pa3paboTKa OPraHMU3ALUOHHBIX, PACHOPSIIUTENBHBIX M HH(POPMALKMOHHO-CIIPABOYHBIX
JIOKYMEHTOB;
— OpraHu3aIys CUCTEMbI XpaHEHHS JOKYMCHTOB;
— aHaJU3 KOMIUICKCHOW CHCTEMbI YIIPABICHHS JOKYMCHTAMU Ha IPEANPUSITHA
[TpoBeenne MPaKTUYECKUX 3aHATHH MPENIOoNaracT aKTUBHYIO, IIEJICHAIIPABICHHYIO pa-
00Ty 00yJaromuxcs
Lenb mpaKkTHYECKOTO 3aHATHS — YCBOCHHE BAXHEHUIITMX BOIIPOCOB Kypca M BHICTYILICHHUE
KaXJIOTO CTY/ICHTa Ha KaKJOM MPAKTHYECKOM 3aHATHU. Ha MpakTUYecKOM 3aHSATHH CTYACHTHI
JOJDKHBI YMETh OOBSCHUTH IMOHMMAaHHUE MMM BOIPOCOB TeMbI. I 3TOro mpu MOATOTOBKE K
NPaKTUYECKOMY 3aHSTHIO CTYJICHT JIOJDKCH BHUMATEIILHO MU3y4YHUTh JINTEPATYPY U METOJMUECKUE
PEKOMEHIANNH, OJTOTOBUTHCS M OTBETUTHh Ha JIF0OOOW BOMPOC TEMBI MPAKTHYECKOTO 3aHSITH,
IPOJIOJDKUTh BBICTYIUICHUE TPEIbIAYIIEro BbicTynaromero. CTyJeHT MOXET HCIOJb30BaTh OC-
HOBHBIC HOPMAaTHBHBIE aKThl U KOHCIEKTHI M3YYEHHOW JUTEeparTyphl. Kaaplil CTyIeHT J0IDKeH
10 YKa3aHUIO IMPEINOoaBaTelisi OTPEIECH3UPOBATh COOOIICHUE, CIIEIaHHOE MPEIbIIYIIIM BBICTY-
MAIOIINM.

Texkywias ammecmayus Ka4ecmea yc60eHUA 0AKANABPAMU NOTIYUEHHBIX 6 npoyecce 00yUe-
HuA 3HAHUN

Texymas arrecranus paOOThl CTYJEHTOB OCYILIECTBISIETCS B IpoOIEcCEe IPOBEICHUS
IIPAKTUYECKUX 3aHATUN HA MIPOTSHKEHUM CEMECTpA IIyTEM OLICHKH YCTHBIX OTBETOB, a TAKIKE pa3-
pabOTKH TPOEKTHOTO 3aJaHUsI.

Ecnu cTyneHT He BBIOIHWI NPEAJIOKEHHOE 3aJjaHKE, a TAK)KE HE MPOSBIISAI aKTUBHOCTH
Ha MPAKTHYECKUX 3aHATHUSX, TO €ro padoTa B TEUEHUE CEMECTpa OLICHUBAETCS KaK HEY/IOBJIETBO-
putenbHasd. Eciu CTyeHT NpomycKaeT 3aHATUs [0 YBaXXKUTEIbHON NpuunHe (1o 00JIe3HU, UHU-
BUyaJbHBIN Irpaduk 00y4yeHHs1), TO OH BBIMOJIHSET 3a/1aHUsl CAMOCTOSITEIbHO BO BHEAYAUTOPHOE
BpeMs. Ilpu 3ToM TecThl MOTyT OBITH 3aMEHEHBI Pa300pOM MPOOIEMHBIX CUTYaIUil 110 Ha3BaH-
HbIM TeMaM. [Ipeanonaraercs Taxke MPOMEXYyTOUHas aTTecTauus B (hOpMe BHIIOJHEHUS MHUCh-
MEHHOH paboTHI B BUJIE TOKIAJA.

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



IIPAKTHYECKHE 3AHATHA

IIpakTnueckoe 3ansaTne Ne 1

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

Lesb 1aHHOM TEMBI — OTIPEEIUTH POJIb HH(POPMAIMH U JOKYMEHTOB B YIIPaBICHYECKOM
NeSITETTBHOCTH.

3amauu: onpezeneHue poiay HHPOPMAIMU U TOKYMEHTOB B YIIPAaBICHYECKOH JIeSATEIbHO-
CTH MPEIUPUATHI U OpraHu3alui pa3IUIHbIX POPM COOCTBEHHOCTHU U chep AesITeTLHOCTH.

3HaHusA W yMeHMsl, nmpuoOperaeMble CTYJIEHTOM B pe3yJbTaTe OCBOEHHS TeMBbI
NPAaKTHYeCKOro 3aHATHUS, (POpMHpPYeMble KOMIIETEHIIMU WM X YACTH: B TpoIecce u3yde-
HUSI TAHHOM TEMBI CTY/ICHTHI JIOJDKHBI 3HaTh OCHOBHBIC HOHSTHS M HOPMAaTHBHO-TIPABOBYIO 0a3y
JOKYMEHTAITMOHHOTO OOECIIeYeHUs YIPaBICHHS; MPaBUia JTOKYMEHTAJILHOTO O()OpMIICHHUS pe-
IICHUH B YIPABJICHHH ONEPAlMOHHON (MPOM3BOJACTBEHHON) AEATEIBHOCTH OpPraHU3aluil IpU
BHE/IPCHUU TEXHOJOTHUECKUX, MPOTYKTOBBIX HHHOBALUN MJIM OPraHU3aIlMOHHBIX U3MEHEHUH .

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

AKTYaJbHOCTb Te€MbI 3aKJII0YA€TCH B ONPEACICHUN POJIM MH(POPMALIUH U TIOKYMEH-
TOB B YIPaBJIEHUYECKOHN JEATEIBHOCTH 00YCIOBIEHA HEOOXOIMMOCTBIO aJIallTAl[i OPTraHU3aIIH
K TpeOOBaHUSAM BHEIIHEH M BHYTPEHHEW Cpellbl, K OBJIAJACHUIO HOBBIMH 3HAHUSMU U TEXHOJIOTH-
SIMH, 9YTO 0COOEHHO Ba)KHO B YCIIOBHSX PHIHOYHOM AIKOHOMHKH.

TeopeTuyeckas 4acTb

/lokymenmupoganue (co3ganue T0OKyMEHTa) — 3aluch WH(GOpPMALMK Ha pa3iMyHbIX HO-
CUTEJIX IO YCTAaHOBJIEHHBIM IpaBwiaM. JIOKyMEHTUPOBAaHUE — pErilaMEHTUPOBAHHBIN Ipoliecc
3anucH uHpopMalnuu Ha Oymare Wi MHOM HOcUTelle, 00eCIeunBaloIUi ee IOpUINYECKYI0 CH-
ny. Beerna ocyiiecTBisieTcs o ONpeieIeHHbIM paBUjiaM, YCTaHOBJIEHHBIMU IIPABOBBIMHU HOP-
MaTUBHBIMM aKTaMU WJIM BBIPAOOTAHHBIMHU Tpaiuuueil. JJokyMeHTHpOBaHUE MOXKET OCYLIECTB-
JSIThCS Ha €CTECTBEHHOM WIIM MCKYCCTBEHHOM SI3BIKAX M C MCIOJIB30BAHUEM PAa3HOOOpPA3HBIX HO-
curtesnei nHpopmanuu.

[Ipy HOKYMEHTHpPOBAaHUM HA €CTECTBEHHOM S3BIKE CO3/Ial0TCSI TEKCTOBBIE NOKYMEHTHI,
coJiepKalle peueByro MHGpopManuio, 3ahUKCUPOBAHHYIO JIHOOBIM THUIIOM HHCbMa WM JIFOOOH
CHUCTEMOM 3BYKO3aIUCH.

CpencrBa JOKYMEHTUPOBAHUSA:

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

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

- Cpe/ICTBAa aBTOMAaTH3aMN — KOMIIBIOTEPHASI TEXHUKA.

TexcTOBOI TOKYMEHT — JTIOKYMEHT, COZEp KAl pedeByro nHpopManuio, 3apuKcupo-
BaHHYIO JIOOBIM THUIIOM MUCbMa WJIM JIFOOOH CHUCTEMON 3BYKO3amUCH (MCbMEHHBIN JJOKYMEHT,
PYKONKCh, MAIIMHOMUCHBIM JOKYMEHT, BUI€OTpaMMa JIOKYMEHTa, (POTOJOKYMEHT).

Kuno-, poTo1oKkyMeHThI — N300pa3uTeIbHbIE TOKYMEHTHI.

AyAHOBH3YAJIbHBINH JOKYMEHT — JIOKYMEHT, COAEp)KaIMA M300pa3UTEbHYI0 U 3BYKO-
BYIO MH(OpMAIHIO.

KuHomokyMeHT — 1300pa3uTenbHblil UM ayJAHMOBU3YaJIbHBINA TOKYMEHT, CO3JaHHbIN KH-
HeMaTorpauuecKumM crocoooM.

®otorpadpuyeckuii 10KyMeHT ((HPOTOTOKYMEHT) — HM300pa3UTENbHBIA JTOKYMEHT, CO-
3MaHHBIN (hOTOTpadhUIECKHM CTIOCOOOM.

Hxonorpaguyeckmii JOKYMEHT — JIOKYMEHT, COAEp)KaIMK NMPEUMYIIECTBEHHO H300-
pa’keHHe IPOU3BE/IEHUI HCKYCCTBA,

Bonpocsl 1151 00cyxka1eHus
1. Yro Takoe JOKyMEHTUpOBaHHE HH(POpMAIUU?
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2. Tlepeuncnute OCHOBHBIC MOHATHSA JOKYMEHTUPOBAHUS YIIPABICHYECKOH e TEIbHO-
CTH Ha MIPEANPUATHH.

3. OxapakTepusyiiTe aBTOMAaTU3UPOBAHHBIE TEXHOJIOTUH IOKYMEHTHUPOBAHHS U JOKY-
MEHTO000pOTa KaK KOMIIOHEHT CHUCTEMbI KOMIUIEKCHOM aBTOMAaTH3alMM JIESTEeNIbHO-
CTH MPEANPUATHS.

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

3aganusa
1. PaccMOTpeTh TUIIBI JIOKYMEHTOB, UCIIOJB3YEMBIX B ACSITEIBHOCTH FOCY1apCTBEHHOW U
MYHHUITUTIATBHOM CITY>KOBI.
2. Pa3paboraTh MakeT TOKYMEHTOB JJIsi OPraHOB MECTHOTO CAMOYITPABIICHHS.

Jlureparypa:

IlepeyeHb 0CHOBHOI1 JTUTEPATYPBI:

1. Kysnenosa U.B. JlokyMeHTUpOBaHUE YIIPaBICHYECKON NEATEIbHOCTU [DIIEKTPOHHBIN
pecypc]: yueOHoe nmocodue s 6akanaBpoB / U.B. Kysnenosa, I'.A. XauarpsiH. — DJeKTpoH.

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

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

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

IIpakTuyeckoe 3ansaTue Ne 2

Tema 2 JIOKYMeHT M CHCTEMbI JOKYMEHTAIIUH

Ieab: packpbITh CYIIHOCTh TMOHSATHSA JOKYMEHTA W H3YyUYUTh MEXaHU3M pPaldOThl C
JIOKYMEHTaLUEH.

3apaum: onpenenaeHue poiu HHPOPMaIIUU U JIOKYMEHTOB B YIIPABJICHUYECKOU JIESITEIIbHO-
CTH MPEANPUATUN U OpraHU3aluil pa3nudHbIX POPM COOCTBEHHOCTH U chep NeITeTbHOCTH.

3HaHUSI M yMeHHUsl, mMpHodpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPAKTHYECKOr0 3aHATHA, (popMuUpyeMble KOMIIETEHIMH MJIM MX YACTH: B IIPOLECCE U3yUe-
HUASL  JUCIHUIUIMHBI CTYJICHTBI JOJKHBI U3YYUTh OCHOBHBIEC MTOHATHS U HOPMATUBHO-TIPABOBYIO
0azy  JMOKYMEHTallMOHHOTO OOeCledYeHMs YIpaBIICHUsS; METOAMUKY aHaiu3a HMHPOpMAIUu O
(YHKIIMOHUPOBAHUHU CHCTEMBI BHYTPEHHETO JTOKYMEHTOOO0POTa OpraHU3aluu; YHUDUIIMPOBAH-
HBIE CUCTEMBI IOKYMEHTALIMU

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

AKTYaJIbHOCTH Te€MbI 3aAKJIKYACTCH B ONPEACICHUNA POJIM JOKYMEHTOB B YIPABJIEH-
YECKOH JCATEIBHOCTH M UX MPAaBUIBHOM O(GOpMIICHHH, OOYCIIOBIICHa HEOOXOJIUMOCTBIO ajar-
TallU¥ OPTAaHU3AIMU K TPEOOBAHUSAM MHUKPO M MAKPOCPEIbI 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 MpeaCTaBIsieT COOON 3JIEMEHT COOTBETCTBYIOUIEH CHUCTEMBI JIOKY-
MEHTaLUH.
Cucrema JOKYMEHTAIlMM — COBOKYITHOCTb JIOKYMEHTOB, B3aMMOCBSA3aHHBIX 110 IIPHU3HA-
KaM MPOUCXOXKIEHUs, Ha3HAuUeHUsI, BUAA, cPepbl IeATEIbHOCTH, €AMHBIX TPeOOBaHUN K HX
0 OpMIICHHUIO.
CucrteMbl TOKyMEHTALUU:
OpraHMU3alMOHHO-PaCOPSAUTEIbHAS;
IUTaHOBAS;
OTYETHas;
MH(GOPMALIMOHHO-CIIPABOYHAs U CIIPABOYHO-AHATUTUYECKAS;
¢dunancoas;
JIOTOBOpHas;
I10 INYHOMY COCTaBY;
10 MaTepUaAIbHO-TEXHUYECKOMY CHA0KEHUIO;
OTpaKaoIle OCHOBHYIO JIEATEIbHOCTh OpraHU3aliH.
CucteMbl TOKYMEHTALMHU, OTPAXKAIOLIHE OCHOBHYIO J€STEIbHOCTh OpraHU3allUuu:
1. Ha IpOM3BOACTBEHHOM IPEINPUATHH — IPOU3BOACTBEHHAS JOKYMEHTALUS;
2. B Je4eOHOM YUPEKACHUHU — CUCTEMa MEJUIIMHCKON TOKYMEHTaluy;
3. B By3€ — cHcTeMa JOKYMEHTAIMH 110 BBICIIEMY 00pa30BaHUIO; U T. 1.

OduunaabHbIi JOKYMEHT — JJOKYMEHT, CO3/aHHBIA IOPUANYECKHM WM (PU3NYECKUM
TUIOM, O(hOPMIICHHBIN B yCTaHOBJICHHOM Topsinke. K cucreme odunmansHol TOKyMEHTauU
OTHOCATCSI HAay4dHble, TEXHUUYECKHE (KOHCTPYKTOPCKHUE), TEXHOJOTHYECKUE, MTPOU3BOICTBEH-
HbI€, YIIPaBICHUYECKUE JOKYMEHTHI.

YnpapieHuecKHe JOKYMEHTBI — KOMIUIEKC JOKYMEHTalH, oOecreunBaroleil ynpas-
JSIEMOCTh OOBEKTOB KaK B paMKax BCETO rOCYIapCTBa, TaK U B OT/ACIBHON OpraHu3aInu.

JIOKYMEHTBI 10 JIHYHOMY COCTaBY — CUCTEMa JJOKYMEHTAILlUHU 110 00ECIeUeHUI0 Kajipa-
MHU.

JIOKYMEHT JIMYHOI0 NMPOMCXO0KAEHUS — JIOKYMEHT, CO3JJaHHbII JIMIIOM BHE CQephl ero
CIIy>keOHOM e TEIbHOCTH WUJIM BBIIOJHEHUS OOIIECTBEHHBIX 00s3aHHOCTEH. Mcnonp3oBanue
TEPMHUHA <JIMYHBIM AOKYMEHT» NPUMEHUTEIBHO K 3TOM CHUCTEME NOKYMEHTAllUH HEIpaBo-
MEPHO.

Bua noxymeHTa — NpUHAJIEKHOCTh MTUCBbMEHHOTIO TOKYMEHTA K CUCTEME JTIOKYMEHTALIMH
10 MPU3HAKaM COZepKaHMs U 11eJIeBOro Ha3HaueHus. HanpruMep, K OCHOBHBIM BHUJaM OpraHU-
3allMOHHO-IIPABOBBIX JOKYMEHTOB OTHOCATCS YCTaBbl, IOJIO)KEHHUS, PErVIAMEHTHI, IITaTHBIC
pacnucaHusl, MHCTPYKIIMH, MpaBuja, MaMsITKu U T.1. B cBoro ouepenp BUI JTOKyMEHTa IMO/I-
paznensaercs Ha pazHOBUAHOCTH. HanpruMep, pa3HOBUIHOCTH MTPUKA30B — IIPUKA3bI IO OCHOB-
HOM JIeSTENIbHOCTH, MO JUYHOMY COCTaBy, pacnopsikeHus. CoctaB BHUI0B U pa3HOBUIHOCTEN
YIPaBIEHUYECKUX JOKYMEHTOB PETJIaMEHTHPYETCS 3aKOHOIATENbCTBOM, I'OCYIapCTBEHHBIMU
CTaHJapTaMH, OOIEPOCCUICKUMU KJIACCU(PUKATOPAMU TEXHUKO-IKOHOMUYECKOW U COILUAIIb-
HOW MH(pOpMaIMM, HOPMATUBHBIMU JIOKYMEHTAMHU WM MHCTPYKLHMSIMM TOCYJIapCTBEHHOH ap-
XUBHOM CITYXOBI.

CoNoR~LNE

Bonpocsl 1151 00cyxk1eHus

1. Kak pa3zBuBaiuch criocoObl CO3/1aHMs TOKYMEHTOB?

2. [laiiTe onpenesneHne NOHATHS «/JoKyMeHT».

3. KakoBbl QyHKIIUN TOKyMeHTa?

3. PacckaxxuTe 0 TUIOJIOTMH JOKYMEHTOB.

4. llepeuncnure TpeOOBaHUS K KaYECTBY yNPaBICHUECKOIO JOKYMEHTA.



3aganusa
1. M3yunte W mpencTaBbTe B BHJIC NMPE3CHTAIMH OCHOBHBIC 3Tambl (OPMUPOBAHUS M
pa3BUTHS JOKyYMEeHTHpOoBaHUs B Poccuu u 3a pyoesxkom.

Jlureparypa:

IlepeyeHb OCHOBHOIM JTUTEPATYPbHI:

1. Ky3nenoa 1.B. JlokymMeHTUpOBaHHE YIIPaBICHUYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe mocodbue s 6akanaspoB / U.B. Kysnenosa, I'.A. XauarpsH. — DIeKTpoOH.
TeKCTOBBIC NaHHbIe. — Mocksa: [lamkoB u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexxum mocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

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

IIpakTnueckoe 3ansaTue Ne 3, 4

Tema 3 HopmaTuBHO-paBoBas 0a3a JOKYMEHTAIIMOHHOTO o0ecniedeHUsl YIPaBJIeHUs!

Henan: pacupuTh U 3aKpeNUTh 3HAHUS 110 BOIPOCAM HOPMAaTHBHO-IPAaBOBOro odecre-
YeHUsl OpraHM3alllu Ipolecca JOKYMEHTHPOBAHMUSA HAa MPEANPHUIATUAX DPa3IUYHBIX chep Aes-
TEJBHOCTU U (pOpPM COOCTBEHHOCTH.

3aga4yu. paccMOTPETh OCHOBHBIE HOPMATHUBHO-TIIPABOBBIE AaKThI, PErJIaMEHTHPYIOIIHE
OpraHM3alHIo IpoIecca JOKYMEHTUPOBAHUS YIIPABICHUECKOH 1€ATEIbHOCTU IPEIIPUSITHS.
3HaHMA ¥ yMeHHs, npuo0dpeTaeMble CTYICHTOM B pe3yJbTaTe OCBOCHHMS TeMbl NPaKTHYe-
CKOro 3aHATHA, popMHpyeMble KOMIIETEHIMH WM WX YACTHU. OCHOBHBIE MOHATHS M HOpMa-
TUBHO-TIPaBOBYIO 0a3y JJOKYMEHTAIlMOHHOTO 00ECTIeUEeHUs YIPABJICHNUS; IpaBuiia JTOKyMEHTallb-
HOro 0(OpMJIEHMSI PEILICHUH B YIPaBJIECHUU ONEPALMOHHON (MPOU3BOICTBEHHON) AEITEIbHOCTU
OpraHMu3alyil IpU BHEAPEHUH TEXHOJOTUYECKUX, TPOLYKTOBBIX MHHOBALUI UM OPraHU3allMOH-
HBIX U3MEHEHMI; METOJUKY MOJATOTOBKH OPraHU3allMOHHBIX U PAaCHIOPSAIUTENbHBIX 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 JTOKYMEHTALIMOHHOTO
oOecrieueHns yrpaBiIeHUs, SBIAIOLIEHCS HEOThEMJIEMOI YacThi0 OpraHM3aluy Ipolecca JI0KY-
MEHTHPOBaHUS Ha MPEANPUATHH.

Teopernyeckasi 4acThb

OpraHu3alOHHO-TIPABOBbIE JTOKYMEHTBI 3aKPEIUISIOT CTaTyC OpPraHU3alliy Kak IOpUau-
YeCKOT0 JINIA, MOPSI0K OhOpMIICHUSI OPraHU3alMOHHO-TIPABOBOM (POPMBI, 3aKPEIUISIOT €€ opra-
HU3ALHUOHHYIO CTPYKTYPY, POPMBI U METO/IbI YIIPaBJIECHHUS, paBa U 00SI3aHHOCTHU JTOJKHOCTHBIX
ui ¥ nepcoHana. OpraHn3almoHHO-TIPABOBBIE TOKYMEHTHI CO/IEPKaT MOJIOKEHHSI, CTPOro 005-
3aTebHbIE NIl UCIIOJIHEHUS M PEau3yIOT HOPMbI TPaKJaHCKOTO U aJIMUHUCTPATUBHOIO MpaBa,
SBJISISICH ITPABOBOM OCHOBOM JIE€ATENILHOCTH OPraHU3alud. DTU JTOKYMEHTHI B 00s3aT€ILHOM I10-
pSAKE MPOXOJAT MPOLENypy YTBEPXKACHUS BBIIIECTOAIIEH opraHu3aluei, pyKOBOAUTEIEM Op-
TraHMW3alluy WIK €€ KOJJIETHATbHBIM OPraHOM YIpPAaBJICHUS U 00s3aTelIbHO COJEepXkKAT B COCTaBE
00s3aTeNbHBIX PEKBU3UTOB IPU(Q YTBEPKICHUS.


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

Opranu3anoOHHO-TIPABOBBIE TOKYMEHTHI MOAPA3ACISAIOT HA YUPEIUTEIbHBIE JOKYMEHTHI
IOPUAMYECKOTO JUla (yUpeaUTeIbHbIA JOrOBOP U YCTaB) U OPraHU3AIlMOHHBIE JOKYMEHTHI (T10-
JIO’KEHHE O CTPYKTYPHBIX ITOAPA3IACIICHUX, KOJUIETHAIBHBIX COBELIATENIBHBIX OPraHax, IITaTHOE
pacnucaHue, periaMeHT OpraHu3aluyu, UHCTPYKLUHU 10 BOIIPOCAM JEATEIbHOCTH, HYX/IaIOIINM-
Csl B pEIVIAMEHTALIMU U IpYT'He PErJaMeHTUPYIOIINE JOKYMEHTHI).

IOpuanyeckum JIUIIOM CUMTAETCsl OpraHu3anus, KOTopas UMeeT B COOCTBEHHOCTH, XO-
3sIICTBEHHOM BEJCHMM WJIM ONEPATUBHOM YIPABICHUU 00OCOOJIEHHOE MMYIIECTBO M OTBEYAET
0 CBOMM 00£3aTeNbCTBaM 3TUM HMYIIECTBOM, MOXET OT CBOETO MMEHHU NMpUOOpeTaTh U OCy-
HIECTBIIATH UMYIIECTBEHHBIC U HEMMYILECTBEHHBIC IIPaBa, HECTH B3SATHIC Ha ce0s1 0053aHHOCTH B
COOTBETCTBUU CO CBOMM YCTaBOM, OBITh UCTIIOM U OTBETYHKOM B CY/I€.

IOpuanueckoe 1m0 1EHCTBYET HA OCHOBAaHMM YCTaBa, JIMOO yUpEeIUTENbHOIO JOIOBOPA
U ycTaBa, MO0 TOJBKO YUYPEAUTEIHLHOTO JI0TOBOpa. B OTHENbHBIX cllydasx, MPeayCMOTPEHHBIX
3aKOHOM, FOPHUINYECKOE JIUIIO, HE ABJISIIOLIEECS KOMMEPUYECKOM OpraHu3aluen, MOXKeT ACUCTBO-
BaTh HAa OCHOBAHHH OOILIEro MOJI0KEHUs 00 OpraHu3aliy JaHHOTO BHU/IA.

YupeauTenbHbI JOTOBOP 3aKIIOYACTCsA, a YCTaB YTBEPKIAACTCA €ro y4peAuTEIsIMU
(YyJyaCTHUKAMH).

HopmaruBHO-MeTOqMuecKas 06a3a JENONPOU3BOACTBA - 3TO COBOKYIHOCTH 3aKOHOB,
HOPMATHBHBIX IIPABOBBIX AKTOB W METOJMYECKHX JIOKYMEHTOB, pPErIAMEHTUPYIOLINUX
TEXHOJIOTHIO CO3/1aHusl, OOpabOTKH, XpaHEHUS M WCIIOJIB30BaHHUS JIOKYMEHTOB B TEKYIIECH
JESTENIbHOCTH YUPEKACHHSI, a TaKKe periiaMeHTUPYIOIe padoTy Ciyk0 J1eI0mnpou3BOJICTBA -
ee CTPYKTYpY, QYHKINH, IITATHI, TEXHUIECKOE 00ECTICUCHHE U JIp. ACTICKTHI.

HopmaTuBHO-TIpaBOBOM aKT — 3aKOH, KOJEKC, IOCTAHOBJIEHUE, MHCTPYKLHUS U JPYroe
BJIACTHOE MPEIINCAHUE TOCYJAPCTBEHHBIX OPraHOB, KOTOPOE YCTAHABJIMBAECT, U3MEHSET WIIU
OTMEHSET HOpPMBI TpaBa. [Ipeanucanus HOpMaTUBHO-TIPABOBBIX AKTOB HOCSAT OOIIMNA XapakTep U
HaIpaBJIe€Hbl HA PETYJIUPOBAHUE OINPEICICHHOTO0 BHJa OOIIECTBEHHBIX OTHOIIeHUH. B PO u
€BpOINEICKUX TOCyAapCTBaX HOPMATUBHO-IIPABOBOM aKT SBJISETCA OCHOBHBIM HMCTOYHUKOM
IIpaBa.

HopmatuBHo-MeToanueckas 6a3a AeI0npou3BOICTBA BKIFOUAET B CEOS:

e 3aKoHojarelbHble akThl PO B cepe nHpopMauu 1 10KyMEHTaLUN;

e ykazpl u pacnopsokeHust [Ipesmmenra P®, nocTaHOBIECHHS U PACHOPSHKEHUSA
[TpaButenscTBa PO mo Bompocam TOKyMEHTAIlMOHHOTO o0ecrieueHus Ha ¢eiepalbHOM YPOBHE;

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

® TIPaBOBbIE aKThl OPTaHOB MPEJICTABUTEIHHONW U HMCIONTHUTEIHHOUW BIACTH CyOBEKTOB
P® u ux TeppuTopHanbHEIX 00pa30BaHMIA, PETIIAMEHTHPYIOIIUE BOTIPOCHI I€TONPOU3BOICTBA;

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

- UHCTPYKLUU 110 IEIONPOU3BOJICTBY

- HOJIOKEHUS O CITY)KO€ 10 1eIONpPOU3BOJICTBY

- JOJKHOCTHBIE HHCTPYKLIMHU

- Tabenb YHU(PUIIMPOBAHHBIX POPM

- MEPEYEHb PETUCTPUPYEMBIX U HEPETUCTPUPYEMBIX IOKYMEHTOB

- IIEPEUYCHb YTBEPXKAAEMBIX JOKYMEHTOB M JOKYMEHTOB HA KOTOPBIX CTaBUTCS
reyarhb

® TOCyIapcTBEeHHbIE cTaHAapThl Ha JokyMeHTaruio ('OCTr);

e yHu(puUIUpoBaHHBIE cucTeMbl TokymeHTanuu (Y CJ);

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

® TOCYIapCTBEHHYIO CHCTEMY JIOKYMEHTAIlMOHHOTO OOecreueHHsl  yIpaBiCHHS.
OcHOBHBIE TpeOOBaHMA K JOKyMEHTaM M CIy)X0aM JOKYMEHTAI[HOHHOTO oOOecredyeHus
Trcaoyy;

® HOpPMATHBHBIE JOKYMEHTHI [10 OPTaHU3ALMU YIPABIEHYECKOr0 TPY/1a U OXpaHe TPyIa;
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® HOPMAaTHBHBIE JIOKYMEHTHI 10 OPraHU3alMU aPXUBHOTO XPAHEHUS TOKYMEHTOB.
OTU AOKYMEHTBI UMEIOT BBICUINI MPUOPUTET U 001edeaepaIbHyI0 3HAUUMOCTb.
HopMaTuBHO MeTOAMUYECKOE pPEryJupoBaHUE JAEIONPOU3BOACTBA I03BOJISIET I'PAMOTHO
OpraHM30BaTh BCKO CUCTEMY JIEJIONPOU3BOACTBA B LIeJIOM. JlaHHOE perylInupoBaHue OCYLIECTBISA-
eTCsl C IIOMOUIBI0 HOPMAaTUBHO METOAMYECKOM 0a3bl, C TOMOIIBI0 KOTOPO BO3MOYKHO MPABUIBHO
co3aath U OPOPMUTH JOKYMEHT, MPHUJIaB €My IOPUIUYECKYIO CHIIy, OPIraHM30BaTh JOKYMEHTO-
000poT, 1 00eCIIeYnTh XpaHEHUE U UCII0JIb30BAHUE JJOKYMEHTOB TEKYIICH J1eATEIbHOCTH.

Bonpocs! nuis1 06cyxneHust

1. Pacckaxwure o ¢eaeparbHOM 3aKOHOIATEIBCTBE B cpepe paboThl C JOKYMEHTHPOBAHHON
uHpopmaruen.

2. Ilepeuncnure OKYMEHTBHI, MOJATBEPXKIAIONINE OpPraHU3aIMOHHO-TIPABOBON  CTaTycC
HOPEIIPUATHS U €r0 TOCYTIapCTBEHHYIO PETUCTPALIUIO.

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

coruanbHoOM nHpopManuu?

Kakwue rpynmsl knaccupukaropoB Bel 3Haere?

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

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

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

8. KakoBel 0COOCHHOCTM KJacCH(UKAIMK, YHUDUKAIIMM W  CTAaHAAPTU3AlUU B
JIEIONPOU3BOICTBE?

9. MexayHapoIHbIC CTAaHAAPTHI B 00JaCTH PabOTHI C JOKYMEHTAMH.

>

3aganusa

1. TIpoBecTr CpaBHHUTEIHHYIO XaPAKTEPUCTUKY HOPMATHUBHBIX JIOKYMEHTOB, PETIIAMECHTH-
PYIOIIMX  TPOIECC OpPraHU3alMi JOKYMEHTHUPOBAaHUS TOCYJApPCTBEHHOW M MYHUIIUIMAIbHOU
CITYXKOBI.

Jlureparypa:

Ilepeyenb 0CHOBHOI JTUTEPATYPHI:

1. Ky3nernoa M.B. JlokymeHTHpOBaHHUE YIIPABIECHYECKON ACATEIHHOCTH [DIEKTPOHHBIN
pecypc]: yueOHnoe mocobue mis 6akanaBpoB / U.B. Ky3nenosa, ['.A. XayatpsiH. — DIEeKTpOH.
TeKCTOBBIC aHHBIe. — Mocksa: [lamkos u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum moctyna: http://www.iprbookshop.ru.

Ilepeyenb NONMOTHUTENILHOM JTUTEPATYPDI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIPABICHUECKOW NEATENBHOCTH [DIIEKTPOHHBIN
pecypc]: yaednoe nocobue/ Kaydpman H.HO.— DnextpoH. TekcToBbie qaHHBIEe.— OMCK: OMCKHIA

rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  jgocryna:
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: pacipuTh U 3aKPENUTh 3HAHUS IO BOIIPOCAM HCIIOJIB30BAHUS CO3JaHUs YIIpaB-
JICHYECKOHN JOKYMEHTAIIHH.

3agaumM: W3y4uTh YNPABJICHYECKYIO TOKYMEHTAIMIO: TPEOOBAaHMS K COCTABICHHIO W
odopmiieHnt0, hopmyIsip-oOpaser, CoCTaB H PacOI0KEHUE PEKBU3UTOB.

3HaHUsI W yMeHHs, MpUoOpeTaeMble CTYIEHTOM B pe3yJbTaTe OCBOCHHUSI TeMbI
NPaKTHYECKOr0 3aHATHSI, (POPMHUpPYeMble KOMIIETEHIIMU WM MX YACTH: B IpoIlecce u3yde-
HUS JUCIUIUIMHBI CTYACHTHI MOTYT OCYIIECTBIISATH JOKYMEHTAIbHOE O(OPMIICHHUE PEUICHHUN B
VIIPaBICHUH OIMEPAIIMOHHON (MIPOU3BOJICTBEHHOW) MESATEILHOCTH OPTaHU3AIMi MPU BHEIPCHUH
TEXHOJIOTUIECKUX, TPOAYKTOBBIX HHHOBAIMI MJIM OPTaHU3aIMOHHBIX H3MCHEHUH.

B mpouecce u3yueHusi 1aHHOW TeMbl (POPMHUPYIOTCH CJAeAYIOIIHE KOMIETEHINHU:
OIIK-5.

AKTYaJIbHOCTh TeMbl. YTIPaBIICHUE COBPEMCHHBIM MPEANPUSATHEM TpeOyeT CO3IaHus
pPa3HOOOpa3HBIX JTOKYMEHTOB, 0€3 KOTOPHIX HEBO3MOXKHO pellaTh 3a/1a4l TUIAHUPOBAHUS U OP-
TaHMU3alluH, OTICPATUBHOTO YIIPABJICHUS BCEMH ACIICKTaMU €T0 JIeSTeIbHOCTH.

B nmokymeHTax comepxkuTcs mHpOpMaIys, HeoOXoquMast Uil aHAJIM3a CUTYallud U TIPU-
HATHS YIPABICHYECKUX PEHICHUN. YTPABICHUECKUE PEIICHHUS MOJYy4YaroT JOKYMEHTAIbHYIO
dbopMy TSI IepeIadu COOTBETCTBYIOMIEH HHPOPMAITUN M 00CCIICYCHIS HCIIOJTHCHUS PEIICHU.

TeopeTuyeckas 4acTb

Yuudunuporannas cucrtema goxkymeHtanuu (YCJl) — COBOKYITHOCTh B3aUMOYBSI3aHHBIX
yHU(DULIPOBAHHBIX (POPM JOKYMEHTOB, 00ECIEUNBAIOLINX JOKYMEHTUPOBAHHOE MPE/ICTaBICHUE
JAHHBIX B OINpPEAENIEHHBIX BHJIAaX XO3SMICTBEHHOM NEATENBbHOCTH, CPEICTB UX BEIEHUS, HOpMa-
TUBHBIX U METOANYECKHX MAaTEPHUaJIOB MO UX pa3paboTKe U MPUMEHEHHIO.

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

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

OcHOBHBIE ~TpeOOBaHMS K COCTaBJICHHIO U  O(OPMIIEHUIO  OpPraHU3aIOHHO-
pactops,ANTENbHBIX TOKyMeHTOB ycTtaHoBlieHbl cTanaaproM [[OCT P 6.30-2003. Yuudumupo-
BaHHBbIE  CHCTEMbl  JOKYMEHTAalUWW. YHUDUIUpOBAHHas  CUCTEMa  OPraHMU3ALMOHHO-
pacrops,INTeNIbHON TOKyMeHTanuu. TpedoBanus K opopmieHuto JoKyMeHTOB. — M: ['occran-
napt Poccun. 2003.

Ha ocHoBe mexxayHapoaHbix crannaptoB B Poccun paspadoran 'OCT P MCO 15489.1-
2007 «CUBU . Ynpasienue nokymenTamu. OO1ie TpedoBaHUsS».

OTOT CTaHAAPT PErylIupyeT MPOLECChl yINpaBiIeHHUs] TOKYMEHTAaMHU TOCYJapCTBEHHBIX U
KOMMepUeckux  opranuzamuii. OnH  Obul  moaroroBieH  BcepoccuiickuM — Hay4yHO-
HCCJIEIOBATEIbCKUM HMHCTUTYTOM JIOKyMeHTOBeleHHus u apxuBHoro neina (BHUUAJ) na oc-
HOBe MexayHapoaHoro cranmapra ISO 15489-1:2001 Information and documentation. Records
management. General. HaumeHnoBaHue ero yroO4HEHO IO OTHOIICHHUIO K PYCCKOSI3BIYHOMY TIepe-
Boly MexayHapomHoro crangapta MCO 15489-1-2001 «Mudpopmanust U JOKyMEHTAIMs.
VYpasnenue 3anucsamu. O0mue TpeOOBaHUA» B YacTU YHOTPEOJIEHUSI TEPMHUHA «3alluch». AH-
[JIOSI3BIYHBIE TEPMUHBI «records» U «document» B HACTOSIIEM CTaHAapTe OOBEAMHEHBI B pycC-
CKOSI3BIYHBIN TEPMUH «IJOKYMEHT».
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Cranpmapt peryaupyer Mpolecchl YIPaBICHHUS TOKYMEHTaMU B TOCYIAapCTBEHHBIX, KOM-
MEpYECKHUX U OOLIECTBEHHBIX OpraHu3alusIx. B HeM dyeTko mpomnucaHa mporesypa onpeaeseHus
Y UCIOJIb30BaHUsI HOPMAaTUBHOM cpefibl (IIPaBOBBIX, HOPMATUBHBIX, METOAUUYECKUX JOKYMEHTOB)
B JIEATEJIBHOCTU 3TUX OpPraHM3alui. 3aKperuieHbl NIPUHLUIBI OTBETCTBEHHOCTH: «OTBETCTBEH-
HOCTb ¥ TIOJITHOMOYHS B 00JIaCTH yIpaBJICHHs TOKYMEHTAMHU JIOJKHBI OBITh YETKO ONpeeNeHbl U
JIOBEJIEHBI JI0 CBEACHUS BCEX COTPYAHUKOB OpPraHU3alMM C T€M, YTOOBI ObUIO MPEAEIbHO SICHO,
KTO KOHKPETHO HECET OTBETCTBEHHOCTH 3a pabOTy C KOHKPETHBIMH IOKyMEHTamu». Brepsbie
yKa3aHo, 4TO OTBETCTBEHHOCTh JOJIKHA OBITh pacipeesieHa MEeX 1y BCeMU COTPYJHUKaMH Opra-
HU3AIHMH, C YYETOM 3aHMMAeMOH JTOJKHOCTH U CTENCHH CIIOKHOCTU pabOTHI ¢ JOKYMEHTaMH, a
TaKXe TO, YTO 3Ta OTBETCTBEHHOCTb JIOJDKHA ObITh YCTAHOBJIEHA JIOJIKHOCTHBIMH MHCTPYKIMSIMU
Y OpPraHU3allMOHHO- PACIOPAIUTENBHBIMU TIOKYMEHTaMHU, YTBEP)KIEHHBIMU PYKOBOAUTEIEM Op-
raHuzanuu. TakuMm oOpa3oM, pyKOBOJHUTENb TAK)KE BOBJIEKAETCS B IPOLIECC YNPaBJIECHUS JOKY-
MEHTaMH OpPraHU3alluy U HECET 32 HEr0 OTBETCTBEHHOCTb.

B T'OCT P UCO 15489-1-2007 npencraBiieH HAOOp TEPMUHOB, YIIOTPEOJISIEMBIX TTPU Be-
JIEHUH 3JIEKTPOHHOI'O JOKYMEHTO0O0POTa: «METaJaHHbIEY, «KOHBEPTUPOBAHUEY, «MUTPALIU» U
Ip. D10 Tem 0oJiee BaXKHO B CBETE TOr0, YTO OCHOBHOM TEPMHHOJIOIMYECKUN CTaHAAPT, perysiu-
pyromuii chepy AOY (I'OCT P51141-98 «/lenonpousBoACTBO M apXUBHOE Je0. TepMUHBI
OIpeNIeNIEHUs»), yXKE€ HE OXBaThIBAET TEPMHUHOJIOIHIO, MPUCYLIYI0 HOBOMY <«3JIEKTPOHHO-
uuppoBoMy» HanpasieHuto B JIOY.

Cranpapt peryaupyer BOIPOChl METOJOJOIMHM HPOEKTHPOBAHUSA U BHEIPEHHS CHCTEM
yIpaBJICHUS] JOKYMEHTaMH, a TaKXKe MPEKpaleHuss UX NMpUMEHeHUs. [IpuBeeHbl 1 PacKpBITHI
XapaKTEePUCTUKN CHCTEM YIPABIEHHs JOKYMEHTAMU: HAJEKHOCThb, LEJIOCTHOCTb, KOMILJIEKC-
HOCTh U T.1. OIMH U3 pa3/eioB CTaHAapTa MOCBSIIEH MpOolleccaM yIpaBiIeHUs JTOKYMEHTaMU U
KOHTPOJIIO 32 HUMHU. DYyHKIIMM KOHTPOJIS JIEJIATCS 3[1€Ch Ha KOHTPOJIb 3a JAEHCTBUAMM, COBEpIIa-
€Mble C JIOKYMEHTOM, U KOHTPOJb €r0 MECTOHAXOXKJEHHs, YTO MOJYEPKUBAECT TECHYIO CBA3b
CTaHJapTa ¢ CUCTEMaMHM 3JIEKTPOHHOI'0 JOKYMEHTO000pOTa.

Cranpapt ctan ocHOBHBIM B cepe JJOVY u pacripocTpansercs Ha CUCTEMY MEHEKMEHTA
Ka4yecTBa, BHICTpAaUBAEMYI0 110 MexKayHapoHbIM cTangapTam VCO.

Kaxxnplif U3 peKBU3UTOB UIPAET OINPENEICHHYIO POJIb MPU CO3JAaHUHU U HCIOJIb30BAHUU
nokyMmeHTa. OJHaKo HauOOoJIbLIYI0 (YHKIHOHAJIBHYKO M YIPABICHYECKYI0 3HAYMMOCTb HMe-
eT pekBU3UT 20 — «TeKcT ToKyMeHTay.

VY paznuuHBIX YIpPaBICHUECKUX TOKYMEHTOB €CTh ONpeAeTeHHble 0COOCHHOCTH 0(opM-
neHus Tekcta. B atom maparpade Oyayr paccMoTpeHbl oOmue TpeboBaHUS K 0GOPMIICHUIO U
COCTaBJIEHUIO TEKCTA OPraHU3aL[MIOHHO-PACTIOPSIUTENIBHBIX TOKYMEHTOB.

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

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

TexcT OONBIIMHCTBA OPraHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB COCTOUT U3 JIBYX
yacteil. B mepBoil yacTu yka3plBalOT MPUYUHBI, OCHOBAHUS, LIE€IM COCTaBJIECHUS JOKyMeHTa. Bo
BTOpPOIl (3aKIIOYUTEIBPHONW) — pEIIEHUs, BBIBOJBI, MPOCHOBI, MPEIIOKEHHS, PEKOMEHIALINN.
TekcT MOXeT coJiepaTh OJIHY 3aKJIIOYMTENIbHYIO YacThb (HampuMep, MpHUKa3bl — pacropsiiu-
TEJIbHYIO YacTh 0€3 KOHCTaTHPYIOIEH, TUChMa, 3asiBICHUS — MPOChOy 0€3 MOSICHEHMUS).

B TekcTe qO0KyMeHTa, HOJArOTOBICHHOTO HA OCHOBAaHUH JIPYTHX JOKYMEHTOB, YKa3bIBAIOT
PEKBU3UTHI MOCIIETHUX: HAMMEHOBAaHUE JOKYMEHTa, HAMMEHOBAHHUE OpPTaHU3allud — aBTOpa J10-
KyMEHTa, J1aTy JOKyMEHTa, PETUCTPAIIMOHHBII HOMEp JIOKYMEHTa, 3arojOBOK K TEKCTY, HalpH-
Mep, nocranosieHue [IpasurensctBa Poccniickoit @enepannn ot 19.01.2005 Ne 30 «O Ttrunosom
periiaMeHTe B3auMOIeHCTBHS (peiepalbHbIX OPraHOB UCTIOHUTEIBHOM BIACTH.

g obneryeHus: BOCHIPUSATUSL TEKCT JAEIAT Ha a03allbl, BKIIIOYAIOLUE HECKOJIbKO Mpe.-
JIOKEHUH, TTOCBSIIEHHBIX OJHOM MBICIH (ApTyMEHTY), U SIBJISIONIIUECS MPOCTEUIINM KOMIOHEH-
ToM Tekcta. Kaxapiit ab3all OTAENSI0T B JOKYMEHTE a03alHbIM OTCTYIIOM.
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Teker YIPABJIEHUYECKOTO JIOKYMEHTa bukcupyer yhpaBiieHYE-
CKYI0 HH(POPMAIIHIO, KOTOpast JOJKHA OBITh JOCTOBEPHOM, TOCTATOYHONW M CBOCBPEMEHHOM (CM.
n. 1.5). JIns Toro 4roObl MOOYyAUTH aapecara COBEPIIUTh (MM HE COBEPIIUTH) ONpPEACTICHHBIC
neicTBUS, 3Ta UH(pOpMAaLIKs JOKHA OBITh M3JI0XKEHA MOCIIEI0BATEIbHO, CBSI3aHO, HEIIPOTHUBOPE-
YHBO M YOCIUTEIBHO, T.C. U3JI0XKEHHEe HH(POPMAITUHU B YIIPABICHUYECKOM JOKYMEHTE JTOJKHO Be-
CTHCh apryMEHTHPOBAHO U JOTHYHO.

st co3maHusi TEKCTOB YHPaBICHUYECKUX JOKYMEHTOB HCIONB3YIOT MpPEIHAa3HAYCHHYIO
Juist o01ieHus B cdepe ynpapieHUs: QyHKIIMOHAIBHYIO Pa3HOBUIHOCTD SI3bIKa — OQHUIHATIBLHO-
JIEJIOBOU CTHUIIb.

3a mocnenaue 100—150 steT B A3bIKE JIETOBOTO JOKYMEHTA BHIPAOOTAIMCH TAKUE CIIOCO-
OBl BBIpQKECHUS COJICPIKAaHUS JJOKYMEHTa, KOTOpble o0ecrnieunuBaroT Hanbosee 3peKTUBHBIM 00-
pa3oM (QUKCAIUIO yIIPaBICHYECKON HHPOPMAIIIH.

OcHoBHBIE YepThl OPHUIIHATEHO-IEIIOBOTO CTHJIS:

* HEUTPaJIbHBIN TOH U3JI0KEHUS;

* KPaTKOCTh (JJAKOHUYHOCTb) TEKCTA;

* TOYHOCTh W3JIOKEHUS, SICHOCTh BBIPQXKEHUS MbICIH. HeHTpanbHbIi TOH M3T0KEHUS —
3TO HOpMa O(PUITMAIEHOTO JIEJIOBOTO S3bIKa, KOTOPasi CBUACTEILCTBYET O HEIIMYHOM XapaKTepe
B3aMMOOTHOIICHH MEXIY aBTOPOM U a/IpecaToM JOKYMEHTa U ONpeAeIEHHON NUCTaHIINH MEXK-
Iy HUMH. PaHee oTMe4alioch OJHO M3 CBOMCTB yIpaBieHUYEeCKOH nHpopManuu — ee opuiraib-
HBIN XapakTep.

Bomnpocsl nus o0cyxneHust

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

HUE yIpaBiieHus?

OnuimTe OCHOBHOE COZIEpIKaHUE MOCYIapCTBEHHBIX CTAaH/IapPTOB HA JOKYMEHTALIHIO.

Urto coboif MpeAcTaBIsIOT YHU(DUIIMPOBAHHBIE CHCTEMBI IOKYMCHTAIIAN?

YHUpUUIPOBaHHAs CUCTEMA OPraHU3alMOHHO-PACHOPSAUTEIbHON JOKYMEHTAIUH.

Kakue TpeboBaHus IPEIBABISIOTCS K OPOPMIICHHIO IOKYMEHTOB?

Yro takoe GiaHK JOKyMeHTa?

KaxoBbl IpUHIIKIIBI OpraHU3aluy AEJIONPOU3BOICTBA HA IPEATPUITUN?

IOpunnyeckas cuiia 10KyMEHTOB.

OdopmieHre peKBU3UTOB, ONIPEAEISIONUX IOPUIUUECKYIO CHITY IOKYMEHTOB.

0. [Tepeuncnute TpeOOBaHUS K TEKCTY YIPaBIEHYECKOIO TOKYMEHTA.

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

12. Tabenb 1 aTbOOM YHUDHUITMPOBAHHBIX (POPM TOKYMEHTOB TIPEATIPHSITHS.

HBOoNOoO O RWDN

3aganusn

1. PazpaGoraiite hupMeHHbII OJaHK MHChMa TOCYAAPCTBEHHOTO MPEATPUATHUS

2. VI3yuuTe OCHOBHBIC PEKBU3HTHI IOKYMEHTA U OTPA3UTE Ha OJIAHKE UX PACIOJIOKEHUE.

Jlureparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nernora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebHnoe nocobue mis 6akamnaBpoB / U.B. Ky3snenosa, [.A. XayatpsiH. — DIEKTpOH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkoB u K, At [Tu Op Menuna, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nocryma: http://www.iprbookshop.ru.

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

IIpakTHyeckoe 3ansaTHe Ne 7

Tema 5
Co31aHue 3J1eKTPOHHBIX JIOKYMEHTOB

Lleab — u3ydyeHne oCOOCHHOCTEH CO3/aHUsS INEKTPOHHBIX JOKYMEHTOB M OpraHHU3alUuu
3JIEKTPOHHOTO JOKYMEHTO000POTa MPEIPUATHS.

3HaHMsA W yMeHMs, NpUoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHMS TeMbI
NPAKTHYECKOr0 3aHATHSA, GopMHUpyeMble KOMIIETEHUMH WM UX YaCTH: GOpMUPOBAaHHE HABHI-
KOB JIOKYMEHTAJIBHOTO O(OPMIICHUS PEIICHUH B YIPABICHUHU ONEPAIMOHHON (IIPOM3BOJICTBEHHON) JIes-
TCIBHOCTHU OpFaHI/ISaLII/Iﬁ IIpHU BHCAPECHUHN TEXHOJIOTHYCCKHUX, ITPOAYKTOBBIX I/IHHOBaLII/Iﬁ " OpraHnu3anyoH-
HBIX H3MCHCHHﬁ; OBJIaICHUC HAaBbIKaMH aBTOMATHU3allUM OCHOBHBLIX JCJIOIIPON3BOJCTBECHHBIX onepaum‘/i;
YMCHHE CO3JaTh 3JICKTPOHHBLIC CUCTCMBI YIIPABJICHUA JOKYMCHTaAMU.

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

AKTyaJIbHOCTH TeMbl. Co3/1aHUE AJIEKTPOHHBIX JIOKYMEHTOB - HEOThEMJIEMAsl 4acTh pa-
O0THI MpeaupuATHs. YTpaBlieHHEe NPEANPHUITUIMHU Pa3InYHbIX (HOpM COOCTBEHHOCTH U cep
NEeSITeIbHOCTH TPeOyeT CO3AaHusl pa3HOOOpa3HBIX JTOKYMEHTOB B TOM YHCIIE M B 3JIEKTPOHHOM
BUIC, oes3 KOTOPBIX HCBO3MOKHO pPCIIaTh 3aJa4y IIJIAHUPOBAHUS W OpraHru3aliui, ONIICPATUBHOI'O
yIIpaBJIEHUS] BCEMHU acleKTaMH €ro AesITeIbHOCTH.

B nokxymeHTax comepxkuTcs mHpOpMaIKs, HeoOXoauMas Uil aHAJIM3a CUTYallud U TIPU-
HATHSI CBOEBPEMEHHBIX YIPABICHYECKHX PELICHUH.

Teoperuyeckas 4acTb

DNEeKTPOHHBIE JOKYMEHTHI CYLIECTBYIOT B BHJIE OTJENIbHBIX (hailioB uiu Habopa ¢aitioB
(KOMIIbIOTEpHBIE MpOrpamMMmbl, 0a3bl AaHHBIX U T.1.). PopMmaT ¢aiina — crnocod opraHuzanuu
3JIeMEHTOB MH(popManuu (OuToB, OaiiToB) B ¢ailne. Bun dopmara 31€KTpOHHOrO TOKYMEHTa
oTpeneNsieT MporpaMMa, ¢ MOMOIIBI0 KOTOPOH TOKyMeHT co3aaH. Hambomnee pacrpocTpaHeH-
HbI€ TEKCTOBBIE (JOPMATHI:

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

* RTF, noanepxnBaeMblil pa3nuyHbIMA TEKCTOBBIMHM PEJAKTOPAMHU C COXpPAaHEHHEM 3a-
JAHHOTO (pOpPMaTUPOBAHUS TEKCTA;

* PDF, co3znatomumii n3o0pa’keHue CTpaHULbI, BKJIHOYarolee TekcT U rpaduxy. PDF-
(aiiniel MOTYT OBITH POYMTAHBI IPU TOMOIIU PA3TUYHBIX IPOrPaMM, OJHAKO CO3JIAI0T UX TOJIb-
KO Ipu nomouiu nporpamMmmbiAdobe Acrobat.

CymecTByeT /iBa OCHOBHBIX crioco0a (JOpMHUPOBaHMS U BOCIIPOU3BEAECHUS IpadruuecKoro
M300paKeHUsl: BEKTOPHBIA U PacTPOBBIN.

ITpu pactpoBoii rpaduke OCHOBHOM 3J€MEHT pacTpOBOro M300paKeHHsI — TOYKa, M Ka-
YeCTBO M300paXCHHUsSI OTPENENIeTCs] KOJTMIECTBOM TOUYEK Ha JtoiM (paspemieHneM). OCHOBHBIC
npobaemMbl pu paboTe ¢ pacTpoBoi rpadukoit — Oonbie 00beMbl (aiIoB sl MOTYYESHUS
KayeCTBEHHOI'0 M300pa’keHUs U HEBO3MOXKHOCTh MacluTaOUpoBaHMs U300paxkeHHsl 6e3 moTepu
KadyecTBa. PacTpoBoe n3o0paskeHHe yalle BCero Mojy4yaroT ¢ MOMOIIbI0 CKAHUPOBAHUS HIIH K€
BBOJIa B KOMIIBIOTEP U3 IU(POBBIX GoTO- 1 BUaeokamep. Hanbonee pacnpocTpaneHHBIE pacTpo-
Bble popmarer — BMP, TIFF, JPEG, GIF.
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B orinume ot pacTpoBoii BekTOpHas rpaduka He UMEET 3JIEeMEHTOB M300paKeHHsI, a BCe
JIMHUM OTPEAETSIOTCS HAa4aJlbHBIMH TOYKAaMHU U OMHMCHIBAIOTCS MAaTeMaTHYeCKUMHU (HOpMYJIaMU.
BekropHas rpaduka ycrpanser o0a HeIocTaTka pacTpoBOi (IOTEpH JAaHHBIX MPHU CKATUU (aii-
na, 6onbiiol 00beM). Ee ucnonp3yroT, Kora HeoOXoumMa BbICOKasi TOUHOCTh M300paKCHHS: B
pEKIaMHON M M3allHEPCKOW IESTENbHOCTH, YEPTEKHBIX U MPOEKTHO-KOHCTPYKTOPCKUX pado-
tax. HaunGonee pacnpoctpanennsie BekTopHbie popmartel: DXF, EPS, Al, CDR, VSD.

®opmatel 0a3 JaHHBIX CO3/AIOTCS MPU MOMOIIM CHUCTEM YHpaBJICHUs Oa3zaMH JaHHBIX
(CYB/l) — cnenuaibHOTO MPOrpaMMHOT0 00ecredeHtsl, KOTOPOe MO3BOJISIET MOJIb30BATEINIO pa-
6oTathb ¢ 6a30ii TaHHBIX (CO3/1aBaTh, MOJJCPKHUBATH €€ B aKTyaJIbHOM COCTOSIHUH, 00ECIICUNBATh
BCEM MOJIb30BaTeNAM (G (HEKTUBHBINA JAOCTYI K JAHHBIM B COOTBETCTBUU C MX MOJHOMOYUSIMHU U
T.J.).

B nenornpousBoicTBE U apXUBHOM Jiejie METaJaHHbIe JOKYMEHTa — TEpPMUH, HEOOXOIu-
MOCTh NPUMEHEHHUSI KOTOPOro OOyCIOBIIEHA TeM, YTO B 30Xy IH(poBON MH(OpMaIu mera-
JIaHHBIE TIPUOOPETAIOT 0CO00E 3HAYCHHE.

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

MetanaHHble — JTaHHBIE, OMUCHIBAIOIINE KOHTEKCT, COAEPKAaHUE U CTPYKTYPY AOKYMEH-
TOB, a TAK)Ke YIpPaBJICHUE JOKYMEHTaMH BO BPEMEHH.

MetanaHHbIe OMMCHIBAIOT KaK OyMa)kKHbIE, TaK U AJIEKTPOHHBIC JTOKYMEHTHI.

KonTeker (BHEWIHssA cpefia) — ATO COJEpKallasicss B JOKYMEHTE HJIM COMPOBOXKAAOIIAs
ero nHpopMaIys, MOKa3bIBAIOIIAs B3aUMOCBA3h JJOKYMEHTA C YIIPABJICHYECKOH IeSTETbHOCTHIO
OpraHu3aly U C IPYTMMH JTOKYMEHTaMH. DTO MHQOpPMAIUs O CaMOM JIOKYMEHTE (Hampumep,
3aroJIoBOK, aBTOp, JaTa CO3JaHus), O COo3Aarelie U IENIX CO3JaHHs JOKyMeHTa (Hampumep, o0
yrpaBieHYeCKOH (DYHKIMU WM JESTEIbHOCTH, YUpEeXKIEHUU-co3/Aaresie), 00 HCIOIb30BaHUU
JIOKyMeHTa (KeM, KOr/ia, o4emy).

Copepxanne (KOHTEHT) — 3TO (hakThueckas MH(pOpMalUs JOKYMEHTa, (PUKCHUPYIOLIas
YIIPaBJICHYECKYIO IEATEIBHOCTb.

CTpyKTypa — 3TO BHEUIHUH BUJ U PACIIOIIOKEHUE YacTel coaepKaHus (Harmpumep, HO-
cuTenb, (opMmar, OpraHu3anys JaHHBIX, PACIOJI0KEHHE PEKBU3UTOB, MPUDTHI, MPUMEYAHHS,
TaOIUUBI U T.J.), @ TAKXKE HAIMYHE B JIOKYMEHTE CBSI3€i C APYrUMH JOKYMEHTaMH (THIEpPCChI-
JIOK).

dusnueckas CTpykTypa OyMakKHOTO JJOKYMEHTa HEMOCPEACTBEHHO BU/HA MOJIb30BATEIIO,
a (u3nYecKas CTpyKTypa AJIEKTPOHHOTO JOKYMEHTa, KaK YK€ YIOMHUHAJIOCh, HEMOCTOSIHHA U 3a-
BHUCUT OT MPOTPAMMHOTO M TeXHUYEeCcKoro obecreueHUs. [[OHATHBIM SJEKTPOHHBIA JOKYMEHT
JIeNIAeT ero JIOTHIeCKasi CTPYKTypa — OTHOIICHHUSI MEKIY €r0 COCTAaBHBIMU YaCTSIMH.

Takum o0pa3zom, MeTalaHHbIE JOKyMEHTa — 3TO HHGOpMaIus, KOTopas MO3BOJISET
UACHTU(PUIIMPOBATh MHPOPMAIIMOHHBIE PECYpPChl (B TOM YHUCIE M 3JIEKTPOHHBIE TOKYMEHTHI),
VIPaBISATh UMH, OCYIIECTBIISITh UX MIOUCK U XpaHEHHE.

JIOKyMEHT MTOMHMO CBOEro MH(pOPMAIMOHHOTO COAEp)KaHUS IOJDKEH BKIIIOYATh MeETa-
JMaHHbIe 100 OBITh MOCTOSIHHO CBSI3aH C HEOOXOAMMBIMU JJIsl ACUCTBUN C JOKYMEHTaMH MeTa-
JAHHBIMU. JTO HEOOXOIUMO JJISI TOTO, YTOOBI 00ECTIEYNTh HEU3MEHHOCTh CTPYKTYPHI JOKYMEHTA
(ero opmarta 1 B3aMMOCBSI3€i MEXKY COCTABISIFOIIMMHU SJIEMEHTaMHU ) TIPU Pa3IMYHbIX OTepaIu-
SIX C DJIEKTPOHHBIM JTIOKYMEHTOM. [IpHucyTcTBHE METaJaHHBIX JETaeT MOHSITHBIMH OOCTOSTEIh-
CTBa, MPH KOTOPBIX JOKYMEHT ObUI CO31aH, MOJIYYEH M MCIOJb30BaH, — JEJIIOBONH KOHTEKCT
(BKJIFOUAs] CBEJICHHSI O TOM, YaCThIO KaKOTO JIEJIOBOTO IMPOIEcca SBISUIACh MPOU3BEICHHAS OTIe-
pauus, o 1are, BpeMEHU U 00 yJYaCTHUKAX JICJIOBOW ONEpalnu).

Bonpocs! nuis1 06cyxneHust
KaxkoBa cymHocTs 1 (hopmMaThl 37€KTPOHHBIX JOKYMEHTOB?
DNeKTpOHHAs NOANUCH KaK PEKBU3UT IEKTPOHHOIO JOKYMEHTA.
Urto co6oif mpeacTaBisIOT MeTalaHHbIe TOKYMEHTOB?
OmudpoBaHue Kak crocod co3aaHus MMEKTPOHHBIX JOKYMEHTOB

AN
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3apnanus

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

Jlureparypa:

IlepeueHb OCHOBHOIH JTUTEPATYPHI:

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

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

1. Kaypman H.1O. JlokyMeHTHpOBaHUE YIPaBICHYECKON NEATEIHHOCTH [DIEKTPOHHBIN
pecypc]: yaeonoe nocobue/ Kaydpman H.KO.— DnekTpoH. TekcToBbie qaHHBIe.— OMCcK: OMCKHIA
rOCy1apCTBEHHBI ~ 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 OCBOCHHS TeMbl NMPaKTU4e-
CKOI'0 3aHATHS, (pOpMHUPYeMble KOMIIETEHIIUM WM UX YACTH: B MPOLIECCE U3YUYEHHUS TUCLIU-
TJTMHBI CTYACHTHI TOJDKHBI HAYYUTHCS pa3pabOTKe M CO3/IaHMI0 OPTaHU3AIMOHHBIX JIOKYMEHTOB
NPEANPUITHS, WX THUIIOJOTHIO, COJEPKaHUE MU CHEIU(DHUKY, OCYIIECTBISATH JOKYMEHTAIBHOE
ohopMIICHHE PEIICHUI B YIIPABICHUH ONEPAIlMOHHON (TIPOU3BOJICTBEHHOM) IEATEIIbHOCTH Opra-
HU3alUI IpU BHEAPEHUHN TEXHOJIOTMYECKUX, IPOAYKTOBBIX 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 (GYHKIMS OPraHU3alUU CUCTEMBI U MPOIIECCOB YIPABIICHUS.
Opranu3anioHHas JIeITeIbHOCTh BBIpAXKaeTCsl B pa3pabOTKe M yTBEP)KIEHUS KOMILJIEKCa opra-
HU3AIMOHHBIX JTOKYMEHTOB, COJEpXaIIUX MpPaBHIIa, HOPMBI, MOJOKEHHS, YCTAaHABIUBAIOLINE
CTaTyC OpraHU3alllH, €€ KOMIIETCHIIHIO, CTPYKTYPY, IITATHYIO YHCICHHOCTh M JOKHOCTHOU
cocTaB, (DYHKIIMOHAILHOE COACpKAHKE IeATETHbHOCTH OPraHU3AIMH B IIEJIOM, €€ ToIpa3 el eHui
U pabOTHUKOB, UX TpaBa, 0053aHHOCTHU, OTBETCTBEHHOCTh M JApYyrue acnekTbl. OpraHu3aluoH-
HbIE JIOKYMEHTHI COJIep>KaT MOJIOKEHHS CTPOTO 00s13aTeIbHbIE 1JIs1 UCTIOTHEHHS, OHU PEaTU3YIOT
HOPMBI aIMUHUCTPATUBHOTO MIpaBa U SIBJISIFOTCSI OCHOBOM AESATENbHOCTH OpPraHu3aluu.

Teoperuyeckas 4acTb

OpranuzalioHHbIE JOKYMEHTHI - IIPaBOBbIE HOPMATHBHBIE TOKYMEHTBI, KOTOpPbIE yCTa-
HaBJIMBAIOT MpaBHJIa B3aUMOOTHOILIEHHUS 00A3aHHOCTEN (U3NUYECKUX U IOPUAMYECKUX JIUII, KaK
[0 OTHOIIECHUIO APYT APYTY, TaK U o0IecTBa B 11es0oM. CyIIecTBYIOT CIEIYIOLINe BUJbl OpraHu-
3aIIMOHHBIX IOKYMEHTOB: YCTaB, MIOJIO)KEHUE, MHCTPYKLIUH, IPABUIIA.

IToxg ycraBoM IOHHMMAaeTCs CBOJ IPABUII, PETYJIUPYIOLIUX AEATEIBHOCTh OpPraHU3alui,
YUpEXKJIeHUH, O0IIEeCTB U Ipa)/J1aH, UX B3aUMOOTHOUIEHHS C JPYTHMHU OpraHU3alUsIMU U Tpax-
JTaHaMU, MIpaBa U O0S3aHHOCTH B OMpPEETICHHOM cdepe rocyJapCTBEHHOTO YIIPaBIEHUS WIH XO-
3SIMCTBEHHOM JesrenpbHOCTH. Hampumep, YcraB kene3Hsix qopor P®, BerepuHaphsblil ycraB u
Tak Janee OTAEIbHO CIENYET BBIACIUTD YCTaBbl, ONPEACIISAIOIINE OPraHU3alMI0 ONPEIEICHHON
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cdepsl nestenbHOCTH Boopyxkenubix cunt PO (CtpoeBoii ycras, JuciUIuiMHapHbId yCTaB U Tak
nanee) OOmue ycTaBbl YTBEP)KIAIOTCS BBICUIMMH OpraHaMH roCylapCTBEHHOW BJIACTH M yIpaB-
JIeHHSA, a YCTaBbl OOIIECTBEHHBIX OPraHW3alMi NPUHUMAIOTCS W YTBEPXKIAIOTCS CbhE3IaMH.
YcTaBbl NpeAnpUsITHI, YUPEXKICHUM U OpraHU3alMi yTBEPKIAIOTCS MX BBIILIECTOSIIMMU Opra-
HaMu (MUHUCTEPCTBAMHU, BEIOMCTBAMH, UCTIOJKOMaMU MeCTHBIX COBETOB).

O6mue TpeboBaHUsl K MOPAIKY €ro COCTaBieHUs, ODOpPMIICHUSI U COJCp>KAaHUS TaHbl B
yacTtu nepBoi ['paxxnanckoro koxekca Poccuiickon ®@enepanuu.

[Tonoxenue

[TonoxxeHus - HOpMaTHUBHBIC AKTHI, UMEIOIINE CBOIHBINA KOIU(PUKAIIMOHHBIN XapakTep U
OTpeeNAoNIe TOPAI0OK 00pa30BaHUs, CTPYKTYPY, (DYHKINH, KOMIETEHIIMIO, 00s3aHHOCTU U
OpraHu3aluio paboThl CUCTEMBI OpPraHoB rocyaapcTBa. Hampumep, obiiee mosoxeHHe 0 MUHU-
crepctBax P®, IlonoxxeHne 0 rocynapCTBEHHONW aBTOMOOWMJIBHONW WHCHEKIIMH, CTPYKTYPHOTO
nozpaszesieHuss (Komuccuu, rpynnsl). [lonoxeHuss MOTYT perjaMeHTHpOBaTh JEATENbHOCTh
JIOJKHOCTHBIX JUL. B OTAENbHYIO IpyIIly CleAyeT BBIACIUTh MOJ0KEHUS, PEryIUpYIOIIUE CO-
BOKYIIHOCTh OpPraHM3al[MOHHBIX, TPYAOBbIX U JIPYI'MX OTHOUIEHHM 10 KOHKPETHOMY BOIIPOCY.
Hanpuwmep, [lonoxenust 06 OTKPBHITUAX, U300pPETEHUSI U PALMOHAIN3ATOPCKUX MPEIIOKEHHUIX
w1 TUnoBoe MoyiIoKeHNUEe O BEICHUU JEJIONPOU3BO/ICTBA N0 IPEIOKEHUIM, 3asBICHUSAM U JKa-
jJ00aM rpakaaH B rOCYAapCTBEHHBIX OpraHa, Ha MPEINPHUITHSIX, B YUPEKACHUIX U OpraHU3allU-
ax. Haubosee MHOTrOUMCIIEHHBI PA3HOBUIHOCTH MOJIOXKEHUI O IPOBEEHUH Pa3IMUHBIX KOHKYP-
COB, CMOTPOB U JAPYTHX MEPOIPUATHH.

[TonoxxeHus yTBepkKAat0TCsl B YCTAHOBJIEHHOM MOPSAIKE.

VYcTaBbl U MOJOKEHUS SBISIOTCS CIOKHBIMU JTOKyMeHTaMu. VX CTpyKTypa U conepixka-
HUE, KaK IPAaBUJIO, ONPEIEIIAIOTCS YUPEXKICHUIMU-Pa3pabOoTUNKaMU.

NuauBuayanbHble MOJIOKEHUS pa3padaThiBalOTCd Ha OCHOBE TUIOBBIX. THIIOBBIE MOJIO-
JKEHUSI, KaK MPaBUJIO, YTBEPKAAIOTCS BBIIIECTOSIIIIMMUA OpraHaMU yNpPaBICHUs, & UHAUBUYallb-
HBIE - PYKOBOJUTEISIMU NPEANPUITHI U OpraHU3aLU.

OTnenpHyI0 TpyNIy MOJOXKEHUH COCTaBISIOT IOJOXKEHHS, PETYJIUPYIOLIUE COBOKYII-
HOCTb OPraHU3aLMOHHBIX, TPYJOBBIX U JPYIMX OTHOIICHHWH MO KOHKpETHOMY Bompocy. Hampu-
Mmep: [lonoxeHne o T0KyMEHTallMOHHOM 00€CIIE€YEHUH YIIPaBIEHUS.

WNHcTpykuuy - mpaBOBOM aKT, M3[1aBAEMbIH OPraHOM TOCYJAPCTBEHHOIO YIPABJICHUS
(MU yTBEp)KIaeMblil €ro pyKOBOJUTENIEM) B LIESAX YCTAHOBJIEHUS MPABUJI, PETYIUPYIOLIUX Op-
raHW3alMOHHBIE BOIPOCHI, HAYYHO-TEXHUYECKHE, TEXHOIOTHYecKre, (PMHAHCOBBIE M MHBIE CIIe-
[[MAJIbHBIE CTOPOHBI EATEIbHOCTH YUPEKICHHUH, OpraHu3aluuil, Npeqnpuatuil (ux rnojapasiesne-
HUH U cITyk0), JOPKHOCTHBIX JIUI] M TPAKIaH.

WNHcTpyKuny u3garoTes TakKe B LEISIX Pa3bsICHEHUS U ONPEIeIeHUs TopsAKa IpUMeHe-
HUS 3aKOHOJIaTEIbHBIX aKTOB U PACMIOPAIUTENbHBIX JOKYMEHTOB (HAIIpUMep, MPUKA30B).

3aroyioBOK MHCTPYKIIMH JOJKEH YETKO O4epuMBaTh KPyr BOIIPOCOB, 0OBEKTOB M JIMLI, HA
KOTOPBIX PACIPOCTPAHSIOTCS €€ TpeOOBaHMUS.

WHucTpykuny ObIBalOT JBYX BUIOB:

a) THIOBBIE (pa3pabaTbiBaeMble TOCYAAPCTBEHHBIMH HIIM OTPACIEBBIMU OpraHaMU yIpaBJe-
HUS JJI1 OJHOTUIIHBIX NPEIIPUATUN, CTPYKTYpPHBIX nozapasaeneHuid. Hanpumep, Tuno-
Basi MHCTPYKIUS TIO JENOMPOU3BOACTBY B (peiepalbHBIX OpraHaX UCHOTHUTENHHOU Bla-
CTH);

6) WHAWBHUIYyaldbHBIE (pa3pabaThiBaeMble I KOHKPETHOTO MPEANPUSITUS, CTPYKTYPHOTO
noapasnenenus, komuccun. Hampumep, HNHcTpykumua mno nenompousBonctsy OO0
«JIVUy).

[IpaBuiia - TOKYMEHTHI, B KOTOPBIX M3JI0KEHBI OCHOBHBIE TPEOOBaHMUSI, MPEAbSIBIIIEMbIE K
coTpyAHUKaM npeanpustus. [IpaBuna u3garoTcs no pa3andyHbIM BOIIPOCAM U YTBEPKIAIOTCS PY-
KOBOJAMUTENSAMU Npeanpuatuid. Jlyis paboTHUKOB Ba)XKHO 3HATH MIPaBUJIa BHYTPEHHETO pacnopsiaka
OpraHH3aIiH.

Opranmsanys paOOThl TPEINPHUATHS, B3aUMHBIE OOS3aHHOCTH PAOOTHUKOB W aJIMUHH-
CTpalH, MPeJOCTaBICHUE OTIYCKOB, KOMaHIMPOBAaHHE COTPYIHUKOB, BHYTPUOOBEKTHBIH pe-
KUM M JpyTrHe BOMIPOCHI OTPAXKAIOTCSI B MpaBWJIaX BHYTPEHHETO TPYIOBOrO pacropsiika. ITu
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JIOKYMEHTBI COCTaBIISIOTCS Ha OJIaHKE TPEIIPUSITHSI, COTJIACOBBIBAIOTCS MyTEM OOCTYKUBAHUS
Ha COOpaHHMU TPYAOBOTO KOJIJIEKTHUBA, BU3UPYIOTCA IOPUCTOM U YTBEPHKIAIOTCA IUPEKTOPOM

MpEeANPUITHS.
[lITaTHOE pacnucaHue - JOKYMEHT, 3aKPEIUISIONIMI JTOJXKHOCTHON M YHUCICHHBIM COCTaB
NpEANPUITHS C yKa3aHueM donma 3apaboTHOM IIATEL

[ITarHoe pacnmcanue odopmirsieTcss Ha OJaHKE MPEANPHUATHS, C YKa3aHUEM TIepEeUHs JIO0JDKHO-
CTEM, CBEICHUH O KOJMYECTBE INTATHBIX €IWHUI, TOJDKHOCTHBIX OKJIAZIOB, 1 MECIYHOM (hOoHIIE
3apabOTHOM TUIATHI.

ITaTHOE pacrucaHue COACPKHUT CIEAYIONINE PEKBU3UTHI:

HAaMCHOBAHHE OPTaHU3AIHH;
HAaMEHOBaHME BUA JOKYMEHTA;
nara;

MECTO HM3/1aHus;

rpud yTBEpKIACHUS;

TEKCT;

BU3BI;

MOJIITHUCH.

[TommuceIBaeTCs MITATHOE PACIIMCAHUE 3aMECTUTENIEM PYKOBOUTENIS, COTJIACOBBIBACTCS C
[IL.OyXranTepoM, YTBEPKAACTCS PyKOBOIUTENEM npennpuatusi. [pud yrBepkaeHus 3aBepsiercs
NICYaThIO OpraHu3aIum.
V3MeHeHHs B ITaTHOE pacMCaHUE BHOCITCS TIPUKA30M PYKOBOJIUTEIS TIPEATPUSITHS.

CTpyKTypa M IITaTHAs YHCICHHOCTh - OPraHU3AMOHHBIA TOKYMEHT, B KOTOPOM YyKa3bI-
BAIOTCSl BCE CTPYKTYPHBIE TOAPA3CIICHUS MPEANPUATHS, BBOJUMBIE HA MPEIIPUATHH TOJDKHO-
CTH ¥ KOJIMYECTBO IITATHBIX CAMHUI [0 KAXKIOH U3 JOJDKHOCTEH. (COCTABIISICTCS U MOANUCHIBA-
€TCsl TAK)KE KaK U MITATHOE paclucaHue).

[IpaBuia BHYTpEHHEro TPYAOBOTO PaCIOpPSIKa- OPraHU3aIMOHHBIN JOKYMEHT, B KOTO-
POM OTpaXKAIOTCSI CIETYIONINE BOIPOCHI:

1. opranu3zanusi paboThl PEATPHUITHS;

2. B3aWMHBIC 0053aHHOCTH PAOOTHUKOB M aIMHUHHUCTPAIINH;
3. IpenocTaBICHUE OTIYCKOB;

4. KOMaHIWPOBaHUE COTPYIHHKOB;

5. BHYTPHOOBEKTHBIH PEKUM.

[IpaBuia cocTaBnstOTCs Ha OJaHKE MPENNPUSATHS, COTIACOBBIBAIOTCS MTyTEM 00CYKICHUS
Ha coOpaHMM PabOTHUKOB MPENNPUATHS, BU3UPYETCS IOPUCTOM U YTBEP)KIAAETCS PYKOBOAUTEIEM
TPEIIPUSATHSL.

NGO~ wWNE

Bonpocs! 1u1s1 06cyxneHust

1. PacckaxwuTte 0 HA3HAUYEHUU U BUIaX OPraHU3allMOHHBIX JTOKYMEHTOB.

KakoBsl mpaBuia cocraieHus U obopmienus Kogekca KopnopatuBHON 3TUKH?

OxapakTepu3yiTe ycTaB, HOJOKEHHE 00 OpraHu3aluH, MOJI0KEHUE O CTPYKTYPHOM

NOJIpa3cIICHUN.

KaxoBsl mpaBuiia coctaBiaeHus: 1 0hOPMIICHHS! TOTKHOCTHBIX UHCTPYKIUIL?

CrpyKTypa 1 IITaTHas YUCIEHHOCTD, IITATHOE PACIIMCAHHUE.

WNHcTpyKuny opraHu3aliiOHHO-METOANYECKOr0 Ha3HAUeHUS U ITpaBHIIa.

IIponieccHble perinaMeHThl NPEANpUsATHUS.

JIOKYMEHTBI CUCTEMBI MEHEP)KMEHTA KaueCTBa.

KakoBsl mpaBuiia coctaBieHus U 0hopMIIeHHUS 10rOBOPOB?

10. /111 KOHKPETHOTO TPEINpPHUSATHS 10 BBIOOPY CTyAEHTa pa3paboTaTh OCHOBHBIC BHIIBI
OpPraHU3alMOHHBIX JJOKYMEHTOB

wn

©CoNo A
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3amanue:

1. Pazpaborartb MaKeT OPraHU3alMOHHBIX JIOKYMEHTOB Uil AJIMUHUCTpALUU
MYHHITUTIAILHOTO 00pa30BaHMS.

Jlureparypa:

IlepeyeHb OCHOBHOIT JTUTEPATYPHI:

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

IlepeyeHb 10MOJTHUTEIBHOM JTUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPaBICHUYECKON NEATEILHOCTH [DIEKTPOHHBIN
pecypc]: yae6HOoe mocobue/ Kaypman H.FKO.— Dnektpon. TekcToBbie qanHble.— OMCK: OMCKUi
rOCyJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  noctyma:
http://www.iprbookshop.ru.

IIpakTyeckoe 3ansaTue Ne 10

Tema 7 CocTaB u co31aHHe PACTIOPSIAUTEIbHBIX JOKYMEHTOB

Henu: pacummpuTh U 3aKPENUTh 3HAHUS 110 CO3AAHHUIO M O(DOPMIICHUIO PACTIOPSIUTEIh-
HBIX JOKYMEHTOB TPEAIPHUSATHS.

3HaHUSI M yMeHHUsl, mMpuodpeTaemMble CTYJ€HTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPAKTU4YEeCKOro 3aHATUsA, (JopMUpPYyeMble KOMIIETEHIIUM MJIM X YACTH: B IIpOliecce U3yde-
HUS JTUCHUUIUTMHBI CTYJEHTHI IOJDKHBI HAYUYUThCS pa3paldaThiBaTh M CO3/1aBaTh OCHOBHBIE pac-
MOPSIAUTENIbHBIE JIOKYMEHTBI NPEANPUATHS, UMETh IIPEACTABICHUE O UX TUIIOJOTHH, COJAEPKa-
HUU ¥ clienu(UKe, OCYIIECTBISATh JOKYMEHTAIbHOE O(DOpPMIICHUE PEIICHHI B YIIPaBICHUH XO-
3MCTBEHHOM JEATEIIbHOCTH OPraHU3alHil.

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

AKTYyaJIbHOCTh TeMbl. OCHOBHOE Ha3HA4YE€HHE PACHOPSIUTEIbHBIX TOKYMEHTOB — PETy-
JUPOBAHUE JEATEIBHOCTH, TO3BOJISIONIEE OpraHy yIpaBieHHs 0OecledrBaTh peallu3aluio IMo-
CTaBJICHHBIX NEpPE] HUMHM 3aaad. PacropsauTenbHble TOKYMEHTHI COAEPKAT PELIEHUs, UIAYIIHE
cBepXy BHH3. IMEHHO 3TH IOKYMEHTHI peau3yIoT YIPaBIsIeMOCTh OOBEKTOB 110 BEPTUKAIIH.

TeopeTuyeckas 4acTb

PacriopsimuTenbHBIE JOKYMEHTBI HTPAIOT OYEHb BAXKHYIO POJIb B YIIPABICHUH yUpEkKe-
HUSIMU, IPEATPUATUIMU U OPTaHU3ALUIMU.

PacriopsimuTenbHBIE TOKYMEHTHI - IOKYMEHTBI, HOCSIINE aIMAHUCTPATUBHBIN XapakTep U
oOpallleHHbIe K HUXECTOSIIMM WM MOJAYMHEHHBIM OpraHH3alusM, TPYMIaM WU OTIEIbHBIM
JOJKHOCTHBIM JiIiaM. OCHOBHOE HAa3HAYCHHUE PaCTIOPSAIUTEIBHBIX JOKYMEHTOB- PETYJINPOBAHHE
JESTEIbHOCTH, MO3BOJISIIOIIEE OpPTaHy YIpaBieHHs] 00eCeuynBaTh PEaTU3alldi0 MOCTABIEHHBIX
mepes HUM  3aJa4, [OJdy4aTh MAaKCHUMalIbHBIH 3()(EKT OT CBOeH JeATCIHHOCTH.
CxeMa MOJATrOTOBKH PACIOPSTUTENbHBIX TOKYMEHTOB:

BCECTOPOHHEE U3yUEHHE BOTIPOCA, IIOATOTOBKA MPOEKTa JTOKYMEHTA,

COTJIACOBaHUE TEKCTA U €ro MOJIMUCAHHE;

00CyXIleHHEe W TPUHATHE JOKyMEHTa Ha 3aceIaHMsAX KOJUICTHaJbHOTO opraHa (rmocra-
HOBJICHUE, PEILICHUE)
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TekcT pacnopsiAUTENbHOIO JOKYMEHTAa COCTOUT W3 B3aMMO3aBHCHMBIX JIBYX 4Ya-
CTEH: KOHCTAaTUPYIOMIEH U PaciopsAUTEIbHOM.

KoHcratupyronias 4acTs sBISETCSA BBEACHUEM B CYLIECTBO PacCMAaTpUBAEMOr0 BOIIPOCaA,
npU3BaHa OOBACHUTH, YEM BbI3BaHbl pacnopsbkeHus. KoHcraTupyromas yacte HeoOs3aTesbHa,
OHa MOXET M OTCYTCTBOBaTh, €CIIM HET HEOOXOJMMOCTH JIaBaTh  MOSCHEHUS.
OCHOBHY!IO Harpy3Ky HECET paclopsiAUTEIbHAs YacTh.

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

I'OCT yxka3bIBaeT: «B pacrnopsAuTEIbHbIX JOKYMEHTaX OpraHu3aluid, IeUCTBYIOIIUX Ha
INPUHIUIIAX €IMHOHAYAIMs, a TaKXKe JTOKYMEHTax, aJpeCOBAHHBIX PYKOBOACTBY OPIraHM3allUU,
U3JI0KEHNEe TEeKCTa JIOJDKHO MATH OT MEPBOro JIMLA €IUHCTBEHHOrO YKcia (MPHKa3bIBato, Ipe-
Jararo, mpomty...)»

Bunel paciopsAMTENbHBIX JOKYMEHTOB:

ITocTanoBiEHHUE - ITO IPABOBOM AKT, IPUHUMAEMBIN BBICIIUM U HEKOTOPBIMU LIEHTpAJlb-
HBIMU OpraHaMH KOJUIETMAJIbHOI'O YIIPABJIEHUS B LENAX pa3pelieHust Hanbosee BaXKHbIX U NIPUH-
LUIHAIBHBIX 33Ja4, CTOALIMX Mepel JaHHBIMU OpraHaMH, U YCTAHOBJIEHUS CTaOWJIbHBIX HOPM
IIPaBUJI IOBE/ICHUS.

[TocTaHOBIEHUS TPUHUMAIOTCS BBICIIMMU OpPraHaMU IOCYAApCTBEHHOM BJIACTH IIO Opra-
HU3ALUOHHBIM, XO3HCTBEHHBIM, IIOJUTUYECKUM U JPYTUM BOIPOCAM, CBSI3aHHBIM C OCYILECTB-
JIEHUEM UX IOJHOMOYHH.

@opMyJIsp MOCTAHOBIEHUS UMEET CIIEIYIOIINE PEKBU3UTBHI:

rep6 P® unu cyobekra;

HauMEHOBAHME OpraHU3al1y, U3/1aBIIUI JTOKYMEHT;

HaVMEHOBAHME BUJA JIOKYMEHTA;

MECTO COCTaBJICHUS;

JlaTa JOKYMEHTa, PETUCTPALlMOHHBIN HOMED;

3aroJIOBOK K TEKCTY;

TEKCT;

IIOJIINCH;

BH3bI COIVIACOBAHMSL.

ITpoexThl MOCTaHOBIIEHUH 005S3aTENIbHO BU3UPYIOTCS I0PUCKOHCYNIbTOM. IloanuceiBaercs
IIOCTaHOBJICHHE PYKOBOJMTEIIEM OPraHa, U3/1aBIIero JaHHbBINA JOKYMEHT.

ITpuka3 (0 OCHOBHOHM JEATENBHOCTH) - MPABOBOM AaKT, M3JaBaeMbIi PYKOBOAMUTEIEM
HNPEANPHUATHS, Ul pa3pelIeHUs] OCHOBHBIX M ONEPATHUBHBIX 337a4 CTOSIIMX IEpe IpearnpusTH-
eM.

[Tpukazamu ohopMIIAIOTCS:

MOPAJIOK AEATEIbHOCTU NPEAIPUSTHS,

pelIeHrs U TOpYYEHHS TI0 OpraHu3ali padoThI;

OpraHMU3aLIOHHBIE MEPOTIPUATHS;

UTOTHU pabOThI;

pE3yJIbTaThl PEBU3UN.

[Ipukaspl uU31a0TCS TOJIBKO INPU HEOOX0AMMOCTU. VI3MeHeHHUs, JONOJHEHHs, OTMEHa
IIPUKA30B IPOU3BOJUTCS TOJIBKO NMpHKa3aMu. [loanuceBaeT npruka3 pyKoOBOAUTENb OPraHU3aluN
WJIM €ro 3aMmecTurenb. [Ipuka3 BcTynmaer B Cuily ¢ MOMEHTA MOJIMCAHHUS, €CIIA B TEKCTE HE yKa-
3aH JPYroy CpOK BBEJEHUS €r0 B ICUCTBUE.

Pacnopsikenue - mpaBoBOW aKT, U34aBAaEMBIN 110 ONEPATHUBHBIM BOIPOCAM Ha MPEIIpHUs-
TUSX €IMHOJINYHO 3aMECTUTEIISIMHU IIEPBOIO PYKOBOAMTENS, 3aMECTUTEISIMU TNIABHOTO UH)KEHE-
pa, a TaK)Ke pyKOBOAUTEISIMU CTPYKTYPHBIX IOJIpa3/IEICHUN.

Kak npaBuiio, pacnopsiKeHHE UMEET OIPAaHUYEHHBIN CPOK JEHCTBHUS M KacaeTcsl y3KOIro
KpyTa MOApa3AesICHAN, JOJKHOCTHBIX JIMIL U TpaKJaH. TeKCT paclopsKeHUs UMEET Te )Ke pas-
JIEJIbI, YTO U NPHUKA3, TOJBKO paclopsanTenbHas yacTb HaunHaercsa cinoBaMmu «I[IPEJIJIAT'AO»
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i «OBA3BIBAIO». IloanuceiBaeTcsl pyKOBOAMTEIEM U COIVIACOBBIBAETCSA C 3aMHTEPECOBAH-
HBIMH B 3TOM JOKYMEHTE JINLIAMH.

VYKkazaHue - pacloOpsSAUTENIbHBIA JOKYMEHT, HM3JAaBacMblii OpraHaMH IOCYAapCTBEHHOTO
YIPaBIEHUS, MUHUCTEPCTBAMU, BEJOMCTBAMM, NPEANPUATUIMU U OPTaHU3ALUAMH 110 BOIIPOCAM
UH(POPMALMOHHO-METOIMUECKOT0 XapaKTepa, a TaKkKe 10 BOIPOCaM, CBA3aHHBIM C OpraHU3aIlH-
€l MCIOJIHEHUS TPUKA30B, MHCTPYKLUM U JPYTUX AKTOB OPraHOB YIIPABJICHHUS.

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

= cOOp IaHHBIX 10 YIIPaBIEHYECKOMY BOIIPOCY;

* COCTaBJICHHE IIPOEKTA PaCHOPSAAUTEIBHOIO JOKYMEHTA;
* COINIACOBAHUE MPOEKTA PACHOPAIUTEIBHOTO JOKYMEHTA;
* [OJIMCaHHUE JOKYMEHTA.

CO0p naHHBIX MO YIPaBICHYECKOMY BOIPOCY HAUMHAETCS ¢ 00ECIeUeHHs IPaBOBOH Oc-
HOBBI IOATOTABJIMBAEMOI0 JOKYMEHTAa — HM3YYEHHs JECHCTBYIOIIMX 3aKOHOJATEIbHBIX aKTOB,
IPaBUTEJIbCTBEHHBIX [TOCTAHOBJIEHUH, TaK KaK MOATOTABIMBAEMbIM JTOKYMEHT, Ul TOTO YTOObI
o0agaTh HEOOXOAUMOW IOPUIUYECKON CHIION, HE JOJDKEH MPOTHBOPEUUTHh YCTAHOBICHHBIM 3a-
KOHOM HOpMaM. 3aT€M UCIIOJHUTEINb ONPEENIeT KPYT BOIIPOCOB, KOTOPBIE NPEACTOUT OTPa3UTh
B PACHOPSAUTEIBHOM JIOKYMEHTE, U3ydaeT WH(OPMAIHIO, BHYTPEHHHUE PACIOPSAUTEIBHBIE 10-
KyMEHTBI OpraHu3anuu. B 3To Bpems omnpenensiercss He0OXOJUMOCTb OTMEHBI paHee AEHCTBYIO-
IIUX PACTIOPSIUTENBHBIX JOKYMEHTOB WM UX OT/IEIbHBIX ITYHKTOB.

CocraBiieHHE TPOEKTA PACHOPSAAUTEIBHOIO JOKYMEHTA BBIIIOJIHAETCS UCIIOJHUTENIEM Ha
OCHOBE IIEPBOI'0 ATAla MOATOTOBKH.

CornacoBaHue NpoeKTa JOKyMEHTa UCIIOJHUTEND IIPOBOAUT, MIPEXKIE BCETO, C TEM PYKO-
BOJIUTEINIEM, KOTOPBIN J1aBai 3aJaHie Ha pa3pabOTKy pacHopsAMTENIbHOTO JOKyMeHTa. Ha atom
JTane JOKYMEHT MOKET HEOJAHOKPATHO PENAKTUPOBATLCS U JNOIOJIHATHCS M0 YKa3aHUIO PYKOBO-
JUTEIIS.

ITocne TOro kak MCIOJHUTENb MOJy4aeT 0J00OpEeHHEe PYKOBOIUTENS HA MPEICTaBICHHBIN
TEKCT, OH 0053aH OTIIEYaTaTh €ro Ha COOTBETCTBYIONIEM OJaHKe ¢ COONIOIEHUEM TPaBHUII PacIio-
JOXKeHUs U 0(hOpMIIEHHUS BCEX HEOOXOIUMBIX JUIsl JaHHOTO BHJIA JJOKYMEHTA PEKBU3UTOB U MPO-
BECTH COIIACOBaHUE (BU3MPOBAHUE) IMPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU JTOJIKHOCTHBI-
MU JIMLAMH (WM opranu3anusMu). KoauuecTBo cornacyrommx HHCTaHIUN onpesienseT pyKoBo-
nuTenb. B m060# yripaBieHuecKkol CTpyKType, Kak IPaBUIIO, CKIIaJbIBAETCS TUIIOBAsI PoLieypa
BHYTPEHHETO COTJIaCOBAHMS, T.€. M3BECTEH COCTaB JIOJDKHOCTHBIX JIMI, BU3UPYIOLUIUX IPOEKT
pacnopsAUTENLHOTO TOKYMEHTa U MOCJIeI0BaTeIbHOCTh BU3MPOBaHUs. BHelHee coriacoBaHue
orpeensercs TpeOOBaHUSAMH 3aKOHOB, HOPMATHUBHBIX MIPABOBBIX aKTOB, HOPMaMH M MpaBUIIaMU
BBIIYCKa T€X WJIM UHBIX JOKYMEHTOB, YCTAHOBJICHHBIMU MOJOXKEHUSAMHU (ycTaBaMH) TeX yupe-
KIACHUM U OpraHMU3alyii, C KOTOPBIMU IIPOBOAUTCS COTIIACOBAHUE.

CornacoBaHu€ BBIIOJHSET TOT UCHOJHUTENb (CTPYKTYpPHOE MOJApa3JesieHne), KOTOPbII
TOTOBWJI IPOEKT JOKyMeHTa. Eciin B mporecce corinacoBaHus BBICHSIOTCS CYIIECTBEHHBIE 3a-
MEYaHUs K COJIEP’KaHUIO JOKYMEHTa, OH COCTaBJISIETCSl 3aHOBO M BTOpas peJaklus MOJJIEKUT
[IOBTOPHOMY ITIOJITHOMY COIJIACOBAHMIO.

[lonnucanue nokymenta. [lepen nepenaueil JOKyMEeHTa Ha MOANKMCAHUE PYKOBOIUTEIIO
JIOKYMEHT JOJDKEH OBITh TIIATENBHO MPOBEPEH — 0C000e BHUMaHME oOpalaeTcs Ha IU(PPOBYIO
uH(popManuio, GpaMUINK, UMEHA, OTYECTBA, HA3BaHUS CTPYKTYPHBIX MOApA3JEICHUN, OpraHu3a-
LIM}, HAUMEHOBaHUs, HOMEpPAa U JaThl YIIOMUHAEMBbIX NPAaBOBBIX aKTOB WJIM MHBIX JIOKYMEHTOB.
[Tocne moanucanus BHECEHHE KaKUX-THMOO MCIPABIEHUHN B JOKYMEHT HEAOMYCTUMO U JIEJIOIPO-
M3BOJICTBEHHAs CITy>k0a MPOBOJUT PETUCTPAIMIO JJOKYMEHTA, C TOTO0 MOMEHTa JOKYMEHT IpH-
obperaeT cTaTyc o(QUIMAIBHO U3TaHHOTO.

Bonpocsl 1151 00cyKk1eHUus

1. KakoBa posib pacnopsIUTENbHBIX JOKYMEHTOB B YIIPaBJICHUECKOH JeSTEIbHOCTH
AJMHMHpCTpaluy MyHHUINAIHHOTO 00pa30BaHUs?

21



2. Ilepeuncnure U OXapaKkTEepPU3YHTE BUIBI PACHOPSAUTENBHBIX JTOKYMEHTOB, CO3aBacMbIX
IPU €AMHOJINYHOM U KOJUIETHAJIbHOM CIIOCO0AX MPUHATHS PELICHHUS.

3. KakoBsbI 3TaIbl MOArOTOBKH PACIIOPSAUTEIBHBIX TOKYMEHTOB?

4. KakoBbl IpaBUIa COCTaBJICHUS U OPOPMIICHHs IPUKa3a, IPOTOKOJIA.

3ananmue:

L. PazpaboTats MaKeT pacropsIUTEIbHBIX JOKYMEHTOB Uil AJIMUHHCTPALN
MYHUIUIAIBHOTO 00pa30BaHMUS.

Jlureparypa:

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Ky3nenoBa U.B. JlokymMmeHTHpOBaHUE yIPaBICHUECKON JAEATEIBHOCTH [ DJIEKTPOHHBIM
pecypc]: yuebHnoe nmocobue nns O6akamaBpoB / U.B. Ky3nemnosa, . A. XauatpssH. — 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 10MOJIHUTEIbHOI JTUTEPATYPHI:

1. Kaypman H.1O. JlokyMeHTUpOBaHUE YIPABICHYCCKON NIEATEIBHOCTH [DICKTPOHHBIN
pecypc]: yue6Hoe nocobue/ Kaypman H.FKO.— Dnektpon. TekcroBbie qanHble.— OMck: OMcKuit
rOCy1apCTBEHHBbIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IpakTHyeckoe 3ansaTue Ne 11,12

Tema 8 HndopMannoHHO-CIPaBOYHBIE JOKYMEHThI

Iesm: paciiupuTh U 3aKpENUTh 3HAHUS IO CO3AHUIO U 0(OPMIICHHIO HHPOPMALMOHHO-
CIPABOYHBIX JTOKYMEHTOB IPEIIPUSITHS.

3HaHMA W yMeHMs, NpUHoOpeTaeMble CTYACHTOM B pPe3yJbTaTe OCBOCHHMS TEMbI
NPAKTUYECKOI0 3aHATHS, (popMHUpyeMble KOMIETEHIIUM WM UX YacTH: B IIPOLIECCe U3yue-
HUS JUCLUIUIMHBI CTYJIEHTHI TOJDKHBI HAYYUThCS pa3padaTbiBaTh U co3JaBaTh HMH(OpMAIHOH-
HO-CIIPaBOYHBIE JOKYMEHTBI HpPEINpUsITHSI, pa30UpaThCsl B UX TUIIOJIOTUH, COAECPKAHUM U CIie-
ke ohopMIEHUS.

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

AKTyaJIbHOCTH TeMbl. IHOpMalimoHHO-CIpaBOYHbIE JTOKYMEHTHI BBIIIOJIHSAIOT CIyXe0-

HYIO pOJIb [0 OTHOIIEHUIO OPraHU3alMOHHBIM U pacnopsauTesbHbIM. OHH HE COJEepKaT Mopy-
YeHUM, He 00sA3BIBAIOT JEMCTBOBAThH CTPOrO MPEANHCAHHBIM 00pa3oM, a COOOIIAIOT CBEACHMS,
noOy>KJaroliie MpUHUMATh ONpeAeSIEHHbIE PELICHHs], UCIOIB3YIOTCS ISl peanu3anuu uHpop-
MAaIMOHHBIX CBSI3€M MEX]y PaBHBIMH, HE COCTOSAIIMMHU B OTHOLIEHUSIX COMOJYMHEHNS OpraHn3a-
LUSMU U JIOJDKHOCTHBIMM JIMIIAMU. DTH JOKYMEHTBI UYT, KaK IPaBUJIO, CHU3Y BBEPX IO CHCTe-
Me ympasieHus. Ocoboe MecTo B CHCTEME JaHHOW JTOKYMEHTAllMM 3aHHMaeT MepernucKka —
0000111eHHOE Ha3BaHUE PA3IMYHBIX MO COJEPKAHUIO JOKYMEHTOB, CITYKALIUX JJIsl ONIEPaTUBHOTO
nH(pOpMallMOHHOTO 0OMeHa Mexay opranuzanusmu. Ilepenucka 3anumaer 10 80 % Bceil BXo-
JALIEH U UCXOAIIEN JOKYMEHTALUH.

TeopeTuyeckas 4acTb
BonenmucTBO JOKYMCHTOB, MU31aBACMbBIX B OpraHU3alUAX, SABJIAIOTCA I/IH(i)OpMaHHOHHO-

CIIpaBOYHBIMHU.
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WNHudpopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI - 3T0 COBOKYITHOCTh JOKYMEHTOB, COJepKa-
mux MHGOpPMALKI0 O (PAKTUUECKOM IOJIOKEHUU [eN, CIYXKAIIUX OCHOBAHUEM ISl TPUHSATHUS
peLICHU.

Bunel unopmanioHHO-CIIPaBOYHBIX TOKYMEHTOB:

AKT - HUH()OPMAIIMOHHO-CIIPABOYHBIN JOKYMEHT, COCTABIISIOLUIMICA TPYNION JHIl IS
MOJITBEPXK/ICHUSI YCTAHOBJIEHHBIX (PaKTOB, COOBITHI. AKT MOXET CO/AEePKaTh BBIBOJIbI, PEKOMEH-
JALUHU, IPEIIIOKEHUS €T0 COCTABUTEIICH.

AKT yTBEpKIAETCsl paClOPSIAUTEIbHBIM JOKYMEHTOM WIH PYKOBOJUTENEM, MO YKA3aHUIO
KOTOpPOI'O COCTaBJIEH JOKYMEHT.

TexkcT aKTa COCTOUT u3 JIBYX JacTeu: BBOJHOM, KOHCTaTUPYIOLIEH.
Bo BBOIHOM 4aCTH TEKCTA aKTa yKa3blBA€TCs OCHOBAHUE ISl COCTABJICHUS aKTa, IEPEUMCIIAIOTCS
JULA, COCTABUBUINE aKT U MPUCYTCTBYIOIINE IIPU ITOM.

B xoHCTaTHpYyIOMIEH YaCTH CONEPIKUTCS ONMUCAaHUE TPOACIAaHHOW pabOThl; PUKCUPYIOTCS
(bakThl, U31aralOTCs BBIBOJBI, NPEIOKEHHUSI COCTAaBUTENEeH akTa. AKT IMOJANUCHIBACTCS BCEMHU
JULAMH, IPUHUMABIIMMHU YYacCTHE B €M0 COCTABJICHUU.

[IpoTokoin - MOKyMEHT, PUKCUPYIOLINI XOA 00CYX/IE€HUS BOIPOCOB U MPHUHITHS pelie-
HUI Ha COOpaHMsIX, 3aCEJaHNUAX, COBECIIAHHSIX.

Texkcr  mpoTokona  COCTOMT M3 JBYX  4YacTeil: BBOOHO M OCHOBHOM.
BBogHas wyacTh TEKCTa TPOTOKOJIA HMMEET TOCTOSHHYIO W TEPEeMEHHYI0 HWH(POPMAIHIO.
[Tocrosinnas - crnoBa: «IIpencenarensy, «Cekperapby, «[IpucyrcTBoBanmm» (MULIYTCS OT JIEBOTO
TOJIST).

[lepemenHas - uHULIMATBI U GaAMUINK TPEACENaTeNs, ceKpeTaps, NpucyTcTByronmx. [lumercs
OT BTOPOTI'O NOJIOKEHUS Ta0yJIATOpA.

OcHoBHas yacTh npotokosa crpoutcs no cxeme: CIIYIHAJIN - BBICTYIIMIIN - T10O-
CTAHOBWJIN (PEILMJIN) no xaxaoMy BOIIPOCY OTAEIBHO, OT JIEBOrO IOJIsl 0€3 3HAaKOB IIpe-
MUHAHUA.

[Tepen cnoBom CIIYIIIAJIN craButcs nudpa Bompoca MOBECTKU JIHS, €CITH BOIPOCOB HECKOJIb-
k0. C KpacHOW CTPOKM MUIIYT UHUIUAIBI U (PaMHIIIMIO TOKIATIMKa B UMEHUTEIBHOM MaJIexKe,
3aTeM I1e4aTalT Coep KaHNe JOKIIaa, COOOIICHHUS.

[Tocne BBICTVYIIMJIN ¢ kpacHO¥ CTPOKH MUITYT HHUIHUAIBI U (DaMUTIHH BBICTYHAIOIINX
B MMEHUTEIbHOM MajJeXe, 3aTeM I[Ie4aTaloT CoJep)KaHue JI0KJIaaa, COOOIIECHHUS.
3aBepiaronias 4acTb TEKCTa MPOTOKOJIa — MOCTAaHOBJIIEHHE MO Bompocy. HaunmHaercs cioBom
I[TOCTAHOBWJIN. Ona cTpouTcst 10 cXeMe: NEeUCTBHE - UCTIOIHUTENb - CpoK. [IpoTokon mos-
MUCHIBAIOT MpeJAcenarenb U cekperapb. J(atoil mpoTokona sBIsSeTCs JaTa MPOBEIEHUS 3acena-
HUS.

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

[lo comepxaHuio MAOKIAJAHBIE 3aMUCKA OBIBAIOT: HMH(POPMAIMOHHBIC, OTUYETHBIE.
B 3aBucuMoOcTH OT anpecara: BHyTPEHHUE, BHEITHUE.

BuyTpeHnHue noknaaHble 3anucku ohopmMisitoTes Ha Onanke popmara A4, moANMUCHIBaET
UX aBTOP-COCTABUTENb.

Buemrnue noknaanbie 3amucku ohopMIISIOTCS Ha obmieM Onanke ¢popmaTta A4, MOANUCHI-
BAIOTCSl PYKOBOJUTEEM OpraHU3alAH.

Tekcr qoKIaHON 3aMUCKU JEIUTCS HA JIBE YACTH:

U3JNI0KeHne (GaKTOB, MOCITYKUBIIUX MPUUMHON €€ COCTABJICHUS.

BrIBOIBI, TpeIOKEHUST OpTaHU3aIMU WK JIOJPKHOCTHOTO JIMIIA.

OObscHUTEIbHAS 3aMHCKA - JOKYMEHT, MOSICHSIOMINNA COJEp>KaHUE OTAEIbHBIX IMOJIOXKE-
HUN OCHOBHOTO JIOKyMEHTA (TIJIaHa, OTYeTa) WU OOBICHSIOMUN MPUYNHBI HAPYIICHUS TPYIOBOH
JUCITATIITUHBI.

OOBbsCHUTEIBHBIC 3aMHCKH, SBISIONIUECS MPHIOKEHUEM K OCHOBHOMY JOKYMEHTY, IO-
SCHAIOINE €ro, 0OpMIISIOTCS Ha 00IMX OnaHKkax. [loanuckBaeT UX pyKOBOIUTENb.
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OOBsicCHUTEIbHBIEC 3aIMCKH, OOBSICHSIOINE TPUIMHBI HEBBITIOIHEHUS KaKOT0-JIN00 Mopy-
YEeHHUs, COCTABIISIIOTCA paOOTHUKAaMM Ha CTaHAApTHOM JucTe Oymaru. [lognuceiBaercs aBTopom-
COCTaBHUTEJIEM.

CropaBka - JOKYMEHT, THOATBEPXKIAIOIIMN  Kakue-Imbo (akTel WIM  COOBITHSA.
B cnpaBke He maloTCs BBIBOJBI U MpeUIokeHus. B cripaBke (pUKCHPYIOT CBeleHHs onpeeneH-
HOT'O IIEpUOJIa BPEMEHH.

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

Ecnu HEoOX0auMO B CIIpaBKy BKIIIOYUTH CBEACHHUS MO HECKOJIBKUM BOIIPOCAM, TEKCT €€
JIeUTCs Ha pa3zenbl. Pa3iensl TOKHBI UMETh 3ar0JI0BOK M HyMEpaluio apaOCKUMHU LU(ppamHu.
TekcT cnpaBku, UMEIOIUI HU(POBBIE TOKA3aTEIH, MOXKET OBITH O()OPMIICH B BU/I€ TAOIHIIBI.

CrpaBKM 1O POU3BOJCTBEHHONW TEMATHKE COCTABIIAIOTCA B ABYX HK3EMIUIApax, OJUH U3
KOTOPBIX HANpaBIIIETCs aapecaTy, a BTOPOU MOIINBACTCS B AEIO.

TekcT cipaBku JMYHOrO XapakTepa HAUMHAETCS ¢ yKazaHus (paMuiIMM, HMEHH, OTYECTBA
(B MMEHHUTEIHHOM MaJIeKe), PAOOTHUKA MM UHOTO JIMIIA O KOTOPOM COOOIIAIOT CBEICHHS.

Jloknaz - mociieoBaTeNIbHOE U3JI0’KEHHE Ha COOpaHuu, 3acelaHuM... UH(pOpMaIUH, Ka-
CaroIeiCs POICTAHHOW HITH TUTAHUPYEMOM pabOThl PYKOBOAMUTEIEM OPTaHU3AlNU WIH IPYTUM
JOJDKHOCTHBIM JMLIOM.
UToObl COCTaBUTh XOPOIIMK JOKIAA, HAJO ONPENeTUTh 1Ielb JOKYMEHTa M MpaBuiia oopmIie-
HUSL.

Llenu noxnana: nHGOPMUPOBAHHE U YOCKICHHUE.

DneMeHTHI 10KIaa:

1. BcrymieHue

2. OCHOBHAas 4aCTh
3. BBIBOJBI

4. peKoOMeHaIvH.

Tekct moxnama JOKEH COCTOSTh U3 KOPOTKUX MPEIIOKEHHUH. B mpemiokennn 10mKHO
ObITH He Oosiee 20 cIloB.

Tenerpamma - opunmaIbHOe coo0IeHue, nepeaHHoe 1o tenerpady.
Tekct TenerpaMmbl JTOJKEH ObITh KpaTKuM. COO3bI, MPEIJIOTH, 3HAKU TPEMHHAHUS B TEKCTE
OITyCKAIOTCH.

B niepBoii yacTu TenerpaMmsl yKa3bIBarOTCS:
OTMmeTKa 0 KaTeropuu TeJaerpaMmbl;
Anpecar;
TexkcT;
®amuins JOHKHOCTHOTO JIMIA, MOANNCABLIETO TEIETpaMMy;
Bo BTOpO#1 yacTu TenerpaMMsl - IO 4Y€PTOM - YKa3bIBAIOTCA:
AJpec 1 HaUMEHOBAaHNE OPTaHU3ALUH - OTIIPABUTEIIS TENETPAMMBI;
HanMmenoBaHnue TOJDKHOCTH,
[Tonnuce nuua, OT UMEHU KOTOPOIO TEJIErPaMMa UCXOINT;
. Ileuats;
10. Jlara
Tenedponorpamma - opuiuansHOe cO0OIEHUE, TIEpelaHHOe 10 TesieoHy. DTOT BUJl UH-
(opMaLOHHO-CIIPABOYHOTO JJOKYMEHTA MCIIONB3YETCs Ul Nepeiadll CPOUHBIX pacIOpsKEHUH,
U3BEIllEHUH B Mpejenax TeaeOHHON CBA3H.
ITpu nepenaun tenedoHOrpaMMBbl MOJIAraeTcs NPUAECP)KUBATHCS CIENYIOIUX YCTAaHOBOK:
1. mepenaBaTh TOJNBKO KPATKYIO, CPOUHYIO HH(GOPMALIHIO;
2. TIpOBEpATH NPaBUILHOCTH 3aMCU OOPAaTHOM CBSI3BIO;
3. TekcT - He Oozee 50 cioB;
4. He UCHOJB30BATh TPYIHO BHITOBAPHBAEMbIE U TPYAHBIE CIIOBA.
DNeKTpOoHHAas MoyYTa Kak CpPeACTBO MpHeMa-Tlepeaadn COOOIMIEHUH MEXIy KOMIIbIOTe-
paMy IMyTeM HCIOJIb30BAaHUS 3JEKTPOHHBIX ceTeil — 3TO 3(h(hEeKTUBHBI MHCTPYMEHT BHYTPEH-

COoNR~ LN E
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HEW U BHEIIHEH YIPAaBJICHYECKOW KOMMYHUKALUU opraHusauuu. I[IpenMyiiecrsa T€XHOIOTUU
3JIEKTPOHHON MOYTHI BBI3BAIM €€ ObICTPOE paCpOCTPAHEHUE BO BCEM MUDE.

Bo3MokHOCTE OBICTPO MONIyyaTh M IepenaBaTh HHPOPMAIUIO, a TAK)KE BO3MOXKHOCTD
00IIaThCs ¢ KIMEHTaMHU U KOJJIeraMH U3 JH000H TOYKM 3€MHOrO IIapa CYMTAIOTCS JBYMsI OC-
HOBHBIMHU IPEUMYIIECTBAMU 3JIEKTPOHHOM NouThl. B To e BpeMsa 19 % amepukaHues cuuta-
0T, YTO OHU TPATST CIULIKOM MHOI'O BPEMEHH Ha YTEHHE COOOLIEHUI U MMOATOTOBKY OTBETOB.

Korga B mouToBOoM simuke Mycopa OoJbllie, YeM IMOJIe3HOH HH(pOpMAINK, BETUK PUCK
HOTEPATh HY)KHOE COOOLIeHHe: JTUOO M0 OLIMOKE YHHUYTOXKUB €ro, JUOO BCIEICTBHE HEKOp-
PEKTHOH paboThI CUCTEMBI (PHIIBTPALIH TOYTHI.

YacTb cooO11eHu 37€KTPOHHOM MOUTHI, OTIPABISIEMBIX U IOIY4aeMbIX COTPYIHUKAMU
OpraHu3aIiK, COJEPKUT YIPABICHYECKYI0 HHPOPMALIMIO, @ 3HAUUT, SIBISAETCS 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 pacxXojibl U, B YACTHOCTH, YMEHBUIMTh 3aTpaThl pabo4yero BpeMEHH Ha
MOMCK HEOOXOAUMOI'O COOOIIEHUS B apXUBE KOPIIOPATUBHOM 3JIEKTPOHHOM MOYTHI;

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

3) YMEHBLIUTh PUCK HApYyILIEHUS BCE BO3PACTAIOLIMX HOPMATUBHBIX TpeOOBaHMM K pa-
00Te ¢ JOKyMEHTalMel U IPUBJICUEHUS K IOPUIUUECKON OTBETCTBEHHOCTH.

B HekoTOpbIX COBpEMEHHBIX OpraHM3alUsAX 3JEKTPOHHAs Io4Ta sBIETCS Hanbosee
npuMeHsieMoil popMoil BHyTpeHHEH M BHEIIHEH KOMMYHUKAllMU, BBHITECHUBIIECH OyMaXKHYIO
nepenucKy. B Takux opraHu3anusx KOPIOPAaTHBHBIM CHCTEMaM IPUXOAUTCS ONEPUPOBATH
OTrPOMHBI MU 00BEMaMHU KaK O(PULMAIBHOM, TaK U YACTHOM 3JIEKTPOHHOM nepenucku. B cBsa3u
C TeM, YTO OPraHM3ALMOHHBIM KOHTPOJIb TAaKOTO OOJIBIIOrO KOJWYECTBA COOOIICHH 3aTpy/-
HEH, OTBETCTBEHHOCTb 3a YINpPaBJIEHUE JOKYMEHTaMH 3JCKTPOHHOM IOYTHI BO3jaraercs Ha
KaXX/I0TO WHMBHIyaTbHOTO IOJIb30BATENIs, @ 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 TeKkcTa U 0(OPMIIEHUS PEKBU3UTOB JIEIOBOTO MHCHMA.
CocTaBUTh OCHOBHBIE MHPOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI.

KakoBbl mpaBuia coctaBiaeHus U 0QOPMIIEHUS 3JIEKTPOHHBIX MUceM?
KaxoBsl npaBuiia coctaBiaeHust 1 0popMiIeHHUsI BeO-10KYMEHTOB?
JloknasiHble, ciy*’eOHble U O0bSICHUTEIbHBIE 3aIUCKH.

KaxkoBbl mpaBmiia coctaBieHus: 1 0hOpMIIEHUS aKTOB?

Nk wNE

3amanue:

1. Pazpaborary maker MH(GOPMALMOHHO-CIPABOYHBIX JTOKYMEHTOB JUIsl AJIMUHHUCTpPALIUU
MYHUIUIAIBLHOTO 00pa30BaHMUs.

Jlureparypa:

IlepeueHb 0OCHOBHOI1 JTUTEPATYPHI:
1. Ky3nernora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTH [DIEKTPOHHBIM
pecypc]: yueOnoe nocobue mis 6akanaBpoB / U.B. Kysunenosa, I[.A. XauaTpsH. — DIeKTpoH.
TeKCTOBBIC JaHHBIe. — Mocksa: [lamkoB u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nocryma: http://www.iprbookshop.ru.
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Ilepeyenb NONMOTHUTENILHOM JTUTEPATYPDI:

1. Kaybman H.JO. JlokyMeHTHpOBaHHUE YIPaBICHYECKON NEATETLHOCTH [DIEKTPOHHBIN
pecypc]: yae6HOoe mocobue/ Kaypman H.FKO.— Dnektpon. TekcToBbie qanHbIe.— OMCK: OMCKU
rOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  noctyma:
http://www.iprbookshop.ru.

IMpakTnyeckoe 3ansitue Ne 13

Tema 9 Opranuszanus padoTbl ¢ JOKYMeHTaAMH

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

3HaHuUsI M yMeHHusi, npuodperaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTU4YE€CKOro 3aHsATUsA, GopMuUpyeMble KOMIIETEHIIUN WJIM MX YACTH: B IPOIIECCEe U3yUe-
HUSl TUCIHUIUIMHBI CTYACHTHI JOJKHBI HAyYUTHCS MPABUIBHO OPraHU30BaTh IMpolecc padoThl ¢
JIOKYMEHTaMU Ha MPEANPUSITHH.

B nponecce u3ydeHusi JaHHON TeMbl (POPMUPYIOTCH CJeIYHOIIHE KOMIIETCHIIUM:
OIIK-5.

AKTyalibHOCTh TeMbl. Opranu3zaius paboThl ¢ TOKYMEHTaMU — Ba)KHEHWIasi COCTaBHAs
YacTh JEJONPOM3BOJCTBA B IIEMOYKE «CO3/IaHUE/TIOCTYIUICHHE JOKYMEHTa — HCIIOJIHe-
HUE/OTIPABJICHUE JOKYMEHTa — XpaHEHHE JOKYMEHTa». DTOT 3Tal pabOThl ¢ JOKYMEHTaMH BO
MHOTOM TpefonpeaensieT 3pGeKTUBHOCTh AEITEIbHOCTH ammapara, odecrnedynBas palnuoHalIb-
HBIA JIOKYMEHTOOOOPOT, CO37aHre WH(GOPMAIMOHHO-TIOMCKOBBIX CHUCTEM IO JIOKYMCHTAIIWH,
KOHTPOJIb HCIIOJHEHUsI JOKYMEHTOB U TOATOTOBKY JOKYMEHTOB K TI€pelaue B apXuB.
Opranuzanus padoThl ¢ TOKYMEHTaMU — OpraHu3alus JOKyMEHTO000pOTa, XpaHEHHUS U UCTIOJb-
30BaHUs JOKYMEHTOB B TEKYIIEH I€ATEIbHOCTH.

Teoperuyeckas 4acTb

[Tox 1OKyMEeHTOOOOPOTOM MOHUMAETCSl JIB)KEHUE JOKYMEHTOB Ha TMPEANpPUATHH, B
YUPEKJACHUU C MOMEHTA UX MOJYYEHHsI HITM CO3[aHUS JI0 3aBEPIICHHS HCIIOTHEHHS WIIH OTIIPaB-
KH.

OCHOBHBIMH TPUHIIMIIAMH OPTaHU3AINHN JTOKYMEHTO000pOTa SBISIFOTCS CIIEAYIOIIHE:

* POXOKJIEHUE JOKYMEHTOB JOJKHO OBITH OMEepaTUBHBIM. UTOOBI COKPATUTH BpEMS UX
npeObIBaHus B cdepe JeIONPON3BOJICTBA, CAEAYET PAa3IUYHbIC OMEpaluu 1mo oopadboTKe JOKY-
MEHTOB BBIMOJHATH MapajiebHO (HampuMep, KOMUPOBaHWE M pa3jiaya KOMUN JTOKYMEHTa JIH-
11aM, B UCTIOJITHEHUH KOTOPOT'O OHU YYaCTBYIOT OJTHOBPEMEHHO, U T. 11.);

* KaXJJ0€ IepeMelleHle JOKYMEHTa JOJKHO OBITh ONpaB/JIaHHBIM, HEOOXOIMMO HCKIIIO-
YHUTh WIA OTPAaHUYUTH BO3BPATHBIE MIEPEMEIICHHUS JOKYMEHTOB;

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

OcHoBHas 3a7aya OpraHU3alMK JTOKYMEHTOO0OpOTa - MPSIMOTOYHOCTb B JIBUKEHHUHU J10-
KYMEHTOB, OJIHOKPaTHOCTh u eanHooOpaszue ux 00paboTKH.
[To oTHOIIEHUIO K ammapary yIpaBiICHHUS Pa3IHUYalOT MOTOKH MOCTYMAONIUX, OTIPABISEMbIX U
BHYTPCHHUX JTOKYMEHTOB (NPAaKTUKH HA3BIBAIOT 3T JOKYMEHTHI COOTBETCTBEHHO BXOJSIIIMH,
UCXOJSIIUMU U BHYTPEHHUMH IOKYMEHTaMH ).

OCHOBHBIMHU XapaKTEPUCTHKAMH ITOTOKOB, KOTOPBIC YUUTHIBAIOTCS TP OPTaHHU3AINHU J[0-
KyMEHT0000pOTa, SABISIOTCS:
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- 00BEM TIOTOKA, KOTOPBIH OMpPEAEsSeTCs KOMHIYECTBOM JOKYMEHTOB, MPOXOASAIIUX Yepe3
KaHIISISIPUIO (CeKpeTaps-pedepeHTa) 3a Tojl, MOJyroAne Wik KBapTa,

* CTPYKTypa IOTOKa, ompejessieMas pa3sHOBUIHOCTBIO JIOKYMEHTOB, aBTOPCTBOM H JIpY-
T'UMH KJIacCU(UKAITMOHHBIMU PU3HAKAMH,

* PEKUM TIOTOKA, KOTOPBIH OMPEACSCTCS NEPUOTUUHOCTHIO JIBHKCHHUS TOKYMEHTOB Ye-
pe3 KaHuesIpuio (cexpeTtaps-pedepenTa).

Ydyer o0bemMa JOKYMEHTOOOOPOTA OCYIIECTBISETCS C IENbI0 TOMYyYCHHS JAaHHBIX IS
pacyera MTAaTHON YHCICHHOCTH MEPCOHANA JAEIONPON3BOJICTBEHHOMN CITyKOBI, BBIOOpa TEXHHUYE-
CKHUX CPEICTB NPHU MEXaHHW3AI[MM M KOMIBIOTEPU3ALNU JEIONPOU3BOJICTBEHHBIX MPOIECCOB U
KOPPEKTHPOBKH 3arpy3KH IMOJIPa3/ICJICHUN M OTICIbHBIX MCIOJIHUTENCH pabOTON C IOKyMEHTa-
MH.

Jlnisi ONTHMHU3alMU MapuIpyTOB JBUKCHUS PA3IMYHBIX KAaTErOpUil JOKYMEHTOB (BXOJS-
IUX, UCXOJISIINX, BHYTPEHHHX; IPUKA30B [0 OCHOBHOM JIE€ATEIILHOCTH U JIMYHOMY COCTaBY, IH-
CeM W MPEUIOKEHUI TPpaKIaH; 3asBOK; PEKJIaMalMid U T. 1I.), pa3pabaThIBalOTCsI MapIIPYTHBIC
cxeMbl. CXeMbl JOKYMEHTOOOOpOTa BKIIOYAIOTCA B MHCTPYKIMIO 1O JTOKYMEHTAlMOHHOMY
00ECIICYCHHIO YIIPABIICHUS B KAUECTBE HEOTHEMIIEMOTO TIPUIIOKEHHUSI.

CymecTByeT Tpu OCHOBHBIE (DOPMBI OpraHU3aIK paOdOTHl ¢ JOKYMEHTAMU: IIEHTPAIH30-
BaHHasl, JICICHTPAIN30BaHHAs U CMEIIaHHAS.

LentpanuzoBannas opmMa OpraHu3aui JOKYMEHTOO0OPOTa IPUMEHSIETCSl Ha MPeIpH-
ATUSX C HEOOJBIIUM JOKYMEHTOOOOPOTOM; TPH JICIIEHTPAIN30BaHHON (opMe pabOThl C JOKY-
MEHTaMH BCE OICPAI[MK BBIMOJHAIOTCS B CTPYKTYPHBIX MojapasaeiacHusx. CMernannas popma
paboThI ¢ JOKYMEHTAMH HCIIOJIB3YETCSl Ha KPYIHBIX TPEANPHUITUAX CO CIOXKHOW CTPYKTYpOU U
00bIIMM 00BEMOM JIOKYMEHTOOOOPOTA.

Bonpocs! 1u1s1 06cyxneHus

1. XapakTepuCTHKU U IPUHIUIIB OPTaHU3aIMK JOKYMEHTO000pOTA.

2. JIBuKeHHE BXOAIIUX, UCXOSIIUX U BHYTPEHHUX IOKYMEHTOB.

3. Kak npoucxoauT perucrpanus 10KyMeHTOB?

4. Pacckaxure 00 0COOCHHOCTAX WH(OPMAITMOHHO-CITPABOYHOM PaOOTHI.
5. KoHTponb HCIOIHEHNST TOKYMEHTOB.

6. ABTOMaTH3a1Ms OCHOBHBIX JIEJIONPOU3BOCTBEHHBIX ONEpaLuii.

3aganue:

1. Ha npumepe AIMUHHUCTpAaLMU MYHUIMIIAIBLHOIO 00pPa30BaHUsl HU3YyYUTE CUCTEMY Opra-
HU3AIUU padOThl C TOKYMEHTAMH, OLICHUTE CUJIbHBIE U clIabble CTOPOHBI U pa3padoTaiiTe peko-
MEHJIAl[MK [0 COBEPLICHCTBOBAHMIO MpOLecca OpraHu3alui paboThl CUCTEMBI JOKYMEHTAIUOH-
HOT'0 00ecreueHus yIpaBIeHHUs.

Jlureparypa:

Ilepeyenb OCHOBHOM JIUTEPATYPBDI:

1. Ky3nenora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yueOHoe mocobue s 6akanaBpoB / U.B. Kysnenona, I'.A. XadarpsH. — DIeKTpoH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkoB u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum nocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONMOJTHUTENIBHOM JTUTEPATYPHI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIPaBICHUYECKON NEATENBHOCTH [DIIEKTPOHHBIN
pecypc]: yaednoe nocobue/ Kaydpman H.HO.— DnexTpoH. TekcToBbie qaHHBIEe.— OMCK: OMCKHIA
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.
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IIpakTyeckoe 3ansaTue Ne 14

Tema 10 XpaHeHue 10KyMEeHTOB

Iesm: paclIMpUTh U 3aKPEIUTh 3HAHUS 110 OPraHU3ALMK CUCTEMBI aPXUBHOI'O XPaHEHUS
JIOKYMEHTOB.

3HaHMsA W yMeHMs, NpUHoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHMS TeMbI
NPaKTHYECKOr0 3aHATHS, (popMuUpyeMble KOMIIETEHIMH MJIM MX YAaCTH: B IIPOLIECCE U3yde-
HUS TUCIMIUIMHBI CTYIEHTHI JIOJDKHBI HAYy9UThCsl (POPMHUPOBATH JeTa JUIs IepeJadn Ha apXuBHOE
XPaHEHUE U J1e1aTh OIMCH JOKYMEHTOB, XPaHSIIHUXCS B IETIE.

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

AKTYaJIbHOCTh TeMbl. 3aBEpIIAIOIIMM 3TAllOM Ipolecca AEIONPOU3BOACTBA SBIAETCS
IOArOTOBKA MCIIOJIHEHHBIX JOKYMEHTOB K XPAaHEHHIO M HCIHOJb30BaHMIO. OCHOBHas LEJb
YIOPSAAOYECHHS] U XPAHEHUS MCIIOJIHEHHBIX JOKYMEHTOB — CO3[JaHUE YCIIOBUM IS UX MCIOJb30-
BaHUS B CIIPABOYHON paboTe yupexaeHuil U nomnosHeHne [ ocyapcTBEHHOTO apXUBHOTO (poHma
PO®.

Teopernveckasi 4acThb

B apxuBax opranusanuii JOKyMEHTbI XPaHITCS B TEUEHUE ONPEACIECHHBIX CPOKOB, I0CIE
YEero OHU JIOJKHBI ObITh MEpeaHbl Ha TOCYIapCTBEHHOE XPAHEHNE B TOCYJapCTBEHHbBIE U MYHHU-
unanbHble apxuBbl. DenepanbHbIM 3aKOHOAATEIBCTBOM OIPEIEIIECHBI IPEICIIBHBIE CPOKU Xpa-
HEHUS JIOKyMEHTOB, BKJIFOUEHHBIX B YCTAHOBJIEHHOM MOpsiiKe B cocTaB ApxuBHoro ¢onna Poc-
cuiickoi denepanuu:

1. JOKYMEHTOB II0 JUYHOMY COCTaBy, 3allMCE€Hd HOTapUAIBHBIX ACHCTBUM, NOXO3SMCTBEH-
HBIX KHUT M KaCaroIIMUXCsl MPUBATU3ALMH KWINIIHOTO (POH/IA JOKYMEHTOB — 75 JIeT;
IPOEKTHOH TOKYMEHTALUU 10 KalUTaJIbHOMY CTPOUTENLCTBY — 20 JI€eT;
TEXHOJIOTMYECKON U KOHCTPYKTOPCKON JokyMeHTauuu — 20 JieT;

[aTEHTOB Ha U300peTeHHE, MOJIE3HYI0 MOEIb, IPOMBILUIEHHBIN 00pazer — 20 jer:
Hay4yHOW JOKyMeHTauuu — 15 net;
KHHO- ¥ (JOTOJJOKYMEHTOB — 5 JIET;
BUJIEO- U OTOOKYMEHTOB — 3 roja.
B ciiydae nukBupanuy opraHu3anind, JOKYMEHTBI TIOCTOSIHHOIO CPOKa XPaHEHUs W II0-
JMYHOMY COCTaBY MepeAaroTcsl B rOCYAapCTBEHHBIM (MyHUIIMNIANBHBIN) apxuB. s Herocyaap-
CTBEHHBIX OpraHM3alui, 4acTh JOKYMEHTOB KOTOPBIX OTHECEHa K cOCTaBy ApPXUBHOIo (oHzaa
Poccuiickoit @enepanuu, sl TaKOW Nepeadyn HE0OXOAMMO 3aKITI0YEHUE TIOTOBOpa C yUpexKie-
HUeM cuctembl DeniepanbHoil apXuBHOU ci1yk0bl Poccun. Ecnu opranusanus cBOEBpeMEHHO He
3aKJII04MIIa JOTOBOP C apXMBOM, TO B 3TOM CJlIy4ae roCcyAapCTBEHHBIN (MyHUIIMNIANbHbBIN) apXUB
00s13aH MPHUHATH Ha XpaHEHUE TOJBKO JOKYMEHTHI O JINYHOMY COCTaBY paOOTHHUKOB OpraHM3a-
. MecTo XpaHeHUs OCTaJIbHBIX JOKYMEHTOB ONPEACIATCS MpeAceaaTesIeM JTUKBUAAIMOHHON
KOMHCCHH WJIM KOHKYPCHBIM YIIPABIISIOLIUM.

IToaroTroBKa HCIOTHEHHBIX JOKYMEHTOB K XPaHEHHIO U MCIIOJIB30BAaHUIO BKIIKOYAECT:

1. sKcnepTu3y (OLEHKY) HAyYHOM M MPaKTUYEeCKOH LIEHHOCTH JOKYMEHTOB

2. odopmieHue fen

3. omMcaHHMe JOKYMEHTOB IIOCTOSIHHOTO Y JI0JITOBPEMEHHOI'O XPaHEHHUS,

4

5

Nooapkown

obecreyeHne uX COXpaHHOCTH;
repenaydy el B apXuB yUPEKICHHUs, T.€. B BEAOMCTBEHHbIN apXHUB.

(BenoMcTBEHHBIM Ha3bIBae€TCsS apXWB, HAXOMASIIUINCS B HEMOCPEACTBEHHOM MOJYUHEHUU
COOTBETCTBYIOIIEH OpraHU3alyy, He BXOISIIEH CUCTEMY roCylapCTBEHHON apXMBHOM CIyXOBI,
WIM SBISIOIIMNCS CTPYKTYPHBIM IMOJpa3JeJIeHUeM OpraHu3anui.) BenoMcTBeHHBINH apXxuB
OCYLIECTBIISIET XpaHEHUE TOKYMEHTOB OPraHU3aluy U NpeJ- MPUATUN 10 NIepeadyn UX Ha rocy-
JapCTBEHHOE XPAHCHHUE.
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OKcnepTu3a LEHHOCTH JOKYMEHTOB B JIEJIONPOMU3BOJACTBE IPOBOAUTCS INPU COCTaBICHHUH
HOMEHKJIATyphl Jen, ux (opMmupoBanuu. J[lyig opraHu3anMM M INPOBEINEHHUS DSKCIEPTU3BI
[IEHHOCTH JJOKYMEHTOB, 0TOOpa M MOJATOTOBKU WX JUIA MEepeJadn Ha TOCYAapCTBEHHOE XpaHEHHE,
a TaKkXke Uil KOHTPOJISI 32 IPaBUIBHOCTBIO OTHECEHMs JOKYMEHTOB K Pa3IMYHBIM JAejaaM U
OKa3aHHsl METOJANYECKOM MOMOIIHU B) IPOBEIEHUH IKCIIEPTU3BI LIEHHOCTH JIOKYMEHTA CO3at0TCs
MIOCTOSTHHO JIeHcTBYIOHE dKcrepTHbie komuccuu (DI1K).

PazpabaTbiBacTcs MOJOXKEHHE, B KOTOPOM OIPENEINISAIOTCS €€ (YyHKIMU, TpaBa U MOPSI0K
paboTHI.

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

1. paccMOTpPEHHE TOAOBBIX pa3JIEOB Jieda MOCTOSIHHOIO, J0JroBpeMeHHoro (cswimie 10
JIeT) XpaHeHMs, B TOM YHUCJIE U 110 JUYHOMY COCTaBY, aKTOB O BBIJICJICHUN K YHHUTO-
KEHUIO JJOKYMEHTOB U JIe]1, HE MOJIEKAIUX JalbHEUIIEMY XPaHEHNI0, O HEUCIIPABUMOM
HOBPEXJCHUU TOKYMEHTOB IIOCTOSSHHOTO XPaHEHUS U O HEOOHAPY)KEHUH JIell, MoJyIexkKa-
IIMX IIEpeaye Ha roCyJapCTBEHHOE XPAHEHNUE;

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

3. paccMOTpeHHE IepeuHel JTOKYMEHTOB, HOMEHKJIATYp 1€, MHCTPYKIHUI [0 IeJI0npou3-
BOJCTBY U T.. OpopmieHue fena — 3T0 KOMIUIEKC paboT 10 ero nepeydyery, HyMepauu
JIMCTOB, COCTABIICHUIO 3aBEPUTEIILHON HAAIMCHU, BHYTPEHHEN OIIMCHU JIOKYMEHTOB;

4. Ha4yMHAETCS OHO C MOMEHTA 3aBEpEHUs Jejla B JIeJONPOU3BOACTBE M 3aBeplIaeTcs B
Ipolecce MOJArOTOBKU €ro K IMepefaue B BEAOMCTBEHHBIM apXuB I0OCIE OKOHYAHMS
KaJeHJapHOro To/a, B TeUeHHe KOTOporo neno Obulo 3aBeneHo. OdopmieHue nen
IIPOBOAUTCS paOOTHUKAMU CIIy>KObI 1€JI0IPOU3BO/ICTBA.

B 3aBucHMOCTH OT CPOKOB XpaHEHMs MPOU3BOAMTCS MOJHOE MM YacTU4YHOE odopmiie-
Hue aen. [lomHoMy odopMIIeHHIO MOIEkKAT Jiesia TIOCTOSTHHOTO, JTOJITOBPeMEeHHOTo (cBbime 10
JIeT) XpaHEeHHUs U 10 JJUYHOMY cocTaBy. Jlena BpemeHHOro (J10 10 jeT BKIIOUUTENbHO) XpaHEeHUs
MOJJIEKAT YACTUYHOMY O(DOPMIIEHUIO, UX JIOMYCKAETCsl XPaHUTh B CKOPOCILINBATENAX, 0€3 BHYT-
pEeHHel nepe cucTeMaTH3aluy JOKYMEHTOB, 0€3 HyMepalMHu JIMCTOB, a TaKkXke 0e3 COCTaBICHUS
3aBepuTenbHON Haamnucu. [lpu odopmieHnn 00J0KeK N1l MOCTOSHHOIO, JOJITOBPEMEHHOIO
(cBpime 10 neT) XpaHEHUs W 1O JIMYHOMY COCTaBY JIOJDKHBI YKa3bIBaThCS CIEIyIOLIUE
PEKBHU3UTHI: HAMMEHOBAaHUE YUPEXKJEHUS M €ero HEeMOCPEICTBEHHAas IOAYNHEHHOCTD;
HAaUMEHOBAHME CTPYKTYPHOIO IMOJAPAa3JENICHUs, UHACKC Jela; aHHOTaluus K JOKyMEHTaM Jela
(711 1e7T OCTOSTHHOTO XPAaHEHHUs, COJIEepKalluX 0cO00 IIEHHbIE TOKYMEHTHI); Jara jena (ToMa,
YaCTH); KOJIMYECTBO JIMCTOB B JIeNIe; CPOK XPAHEHUS J1eN1a; apXUBHBIN mudp Aena.

Bonpocs! nuis1 00cyxneHust
1. B yem 3akiroyaeTcs ONEpaTUBHOE XPAHEHNE JOKYMEHTOB?
2. B uem 3akitoyaeTcs 3KCnepTu3a HEHHOCTU JOKYMEHTOB?
3. Odopminenue aen u nepegaya JOKyMEHTOB B apXUB OpraHU3alMH.
4. KaxoBbl 0COOEHHOCTH XpaHEHHUsI SJIEKTPOHHBIX IOKYMEHTOB?

3aganue:

1. Ha npumepe AaMHHHCTpAIIMK MYHULIUIIATHHOTO 00pa30BaHus H3YYUTh MPOLECC
IIOATOTOBKH HCITOJIHEHMS JIOKYMEHTOB K XPaHEHUIO U UCIIOJIb30BAHUIO

Jlureparypa:

IlepeyeHb OCHOBHOI TUTEPATYPBI:
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1. Ky3nenosa W.B. JlokyMeHTUpOBaHHUE YIPABICHYECKON AEATEIBHOCTH [ DJIEKTPOHHBIN
pecypc]: yuebHOe mocobue st 6akanaBpoB / M.B. Ky3nenona, I'.A. XauarpsiH. — DIEeKTpOH.
TeKCTOBBIC JaHHbIe. — MockBa: [lamkos u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum pocryma: http://www.iprbookshop.ru.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

1. Kaypman H.}IO. JlokyMeHTUpOBaHUE YIPABICHYCCKON NIEATEIBHOCTH [DIEKTPOHHBIN
pecypc]: yaebnoe nocobue/ Kaydpman H.KO.— DnekTpoH. TekcToBbie qaHHBIe.— OMCK: OMCKHIA
rOCylapCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IMpakTnyeckoe 3ansiTue Ne 15
Tema 11 ABTomMaTH3anus JOKYMEHTAIMOHHOI0 00ecnieYeHus1 ypaBJjieHusl

Llenmu: pacmpuTh M 3aKpEeNUTh 3HAHMS MO aBTOMATH3aLlUH ITIpoIecca JOKYMEHTAIHOH-
HOTr'0 00ecreueHus yIpaBiIeHUs.

3HaHUSI M yMeHUsl, mMpuodpeTaemMble CTYAEHTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPaKTHYECKOr0 3aHATHUS, (popMuUpyeMble KOMIIETEHIMH WJIM UX YACTU: B MpoIecce u3yde-
HUS JUCHUIUIMHBI CTYACHTHI JOJDKHBI HAYYUTHCS CO3/1aBaTh aBTOMATHU3MPOBAHHBIE CHUCTEMBI
yIpaBiIeHUS TOKYMEHTaMH.

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

AKTYAJIbHOCTDb TEMBI.

AKTYyaJIbHOCTB pa3pabOTKN aBTOMATHU3UPOBAHHBIX CUCTEM YIPABICHUS JIOKYMEHTaMH
oIpenenseTcss HeOOXOIMMOCTBIO BHEIPEHHUS CUCTEMBI DJIEKTPOHHOIO JOKYMEHTOOOOpOTa Ha
NPEAIIPUATHAX, BBLI3BAHHOW OOJBIIMMH OO0BbeMaMH pPa0OTBI C JOKYMEHTAMH, IIOMCKOM,
YTBEPIKIECHUEM, COIJIaCOBAHMEM JOKYMEHTOB, aBTOMATH3allMEN ABMIKEHHST KOHCTPYKTOPCKO-
TEXHOJIOTHYECKON JIOKYMEHTAILIMN, DKOHOMHUEN BpeMeHHU, oOecrieyeHrneM MHGOPMaLMOHHON 0e3-
OTMACHOCTH Y TIOBBIIIEHWEM HCTIOJHUTEIbCKONW AUCITUTUIMHBI JJI1 KOHTPOJIUPYEMOCTH TeX-
HOJIOTHYECKHUX MPOIECCOB.

Teoperuyeckas 4acTb

DJEeKTPOHHBIA TOKYyMEHTOOOOPOT MO CPaBHEHUIO C TPAJAULMOHHBIM OyMa)XHBIM HMEET Iie-
JIBIA psAJT IPEUMYILECTB:

a) IIPOCTOTa BHECEHHs U3MEHEHUMU B IOKYMEHT;

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

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

r) 0OoJiee BHICOKAsk CKOPOCTh Tepeadn HH(POpMAIUU MO OOJIBIIOMY KOJIMYECTBY aJl-
pecos;

n) SKOHOMHs Oymary;

e) KOMIIAKTHOCTb apXHUBOB,;

) TPOCTOTA KOHTPOJISI MH(OPMALIMOHHBIX TTOTOKOB;

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

1) BO3MOYKHOCTbH 3aIUThl JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOI'O JIOCTYIIA U pa3-
IrpaHUYEeHHUS MPaB AOCTYIa COTPYIHUKOB K HH(OpMaLIUU.

Cnenyer ormeTtutsh, uro BHeapenue CAJLJ] naer ompenencHHbIE NMPEUMYLIECTBA PYKOBOJ-
CTBY NPEINPUITUNA U OpraHU3alMil A ocyllecTBiIeHUs 3(PPEKTUBHOTO yNpaBieHHs U omepa-
TUBHOTO NPUHATHS PELICHUN, @ UMEHHO:

a) IPO3PAvYHOCTh AEATEIBHOCTH COTPYJHUKOB U OT/IEINOB;
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6) BBICOKasl CKOPOCTb IOJyYECHHs AHAIIUTUYECKUX CIIPABOK U OTYETOB;

B) YKPEIUICHHE UCIOJHUTEIbCKON JUCHUIIIINHBL,

r) CHIXCHHE HETaTMBHOTO BIUSHUS YEIOBEUECKOro (hakTopa Ha AEATEIbHOCTD
KOMIIaHUM;

1) YMEHBILIEHHE KOJUYECTBA COTPYIHUKOB, 3aHATHIX pabOTON C JOKYMEHTaMH (Ky-
PbEPOB, KAHIEIAPCKUX PAOOTHUKOB U T.I1.).

Bomnpocsl 1i1st 00Cy:KIeHUst

1. Uto coboil mpeacTaBisiOT CUCTEMbl aBTOMATU3AlMU JI€JIOMPOU3BOJCTBA U JOKYMEHTO-
obopota?

2. OxapakTepu3yiTe aBTOMaTU3UPOBAHHBIE CUCTEMBI

3. Pacckaxute 0 GyHKIUAX TOKYMEHTAIIMOHHOTO 00ECIIeYeHUS YIIPABICHUS.

4. DNeKTPOHHBIN TOKYMEHTOOOOPOT U CUCTEMA MEHEKMEHTA KauecTBa.

3aganue:

1. PaCCMOTpeTB IMpouecCC opranu3anuu JICKTPOHHOT'O I[OKYMCHTOO60pOTa Hn aBTOMaA-
TU3allMKU CUCTCMBI YIIPABJICHHUA Ha AIIMI/IHI/ICTpaIII/II/I MYHUIUITAJIBHOT'O O6pa3OBaHI/IH 1 0003Ha-
YUTb NPCUMYLICCTBA U HEAOCTATKU UCIIOJIB30BAHUA HaHHOﬁ CHCTCMBI.

Jlureparypa:

IlepeueHb 0CHOBHOI1 JTUTEPATYPHI:

1. Ky3nenoa 1.B. JlokymMeHTUpOBaHHE YIIPaBICHYECKOMN ACSITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yueOnoe nocobue s 6akanaBpoB / U.B. Ky3sneuosa, ['.A. XauaTpsH. — DIeKTpoH.
TEeKCTOBBIC JaHHBIe. — Mocksa: [lamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

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

IIpakTyeckoe 3ansaTue Ne 16

Tema 12 Cucrema ynpapjieHUsl JOKYMEHTAMH HA NPeANPUITHH

Iein: U3y4nTh KOMIUIEKCHYIO CUCTEMY YIIPaBIEHUS JOKYMEHTAMU Ha IIPEANPUATHH.

3HaHMA W yMeHMs, NMpUoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTHYEeCKOro 3aHATUA, (POPMHUpPYEMble KOMIIETEHIIMH MJIM MX YACTH: B IIPOLIECCE U3yUe-
HUS JUCLUIUIMHBI CTYJIEHTHI JOJDKHBI QHAJIU3MPOBATh CYIIECTBYIOIIHME CUCTEMBI YIIPaBICHUS
JIOKYMEHTaMU Ha IIPEATNPUITHH.

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

AKTyaJlbHOCTh TeMbl. CucTeMa YIpaBI€HUS JTOKYMEHTaMH — IPOIPAMMHBIN KOM-
IUIeKC, 00eCIIeunBaOLIN XpaHeHUe, YUeT, yIOOHBINH MOUCK, O€30MacCHOCTh U ONEPAaTUBHBIN J10-
CTYI K KOPIOPaTUBHBIM OyMaram.

JloroBOpsbI, KOPPECIIOHICHIIHS, MyIbTUMEIUIHbIN KOHTEHT, 0a3bl 3HaHUi, apXuB... O0b-
eMbl uHpopMauu J1I000i KOMIIAHUU MCUUCIISIFOTCS JECSITKAMU U COTHSIMH ThIcs4 (aitnos. Jlio-
0ast KOMIIAHHsI PAHO WJIM MO3/HO CTAJKUBAETCS € 3aJaueii OpraHu3aii 1 aBTOMaTU3aIUH 10K Y-
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MEHTO000pOTa. ITO MOXKET OBITh CBA3aHO C POCTOM KOMIAHHH, U3MEHEHHSIMH B CTPYKTYpE,
HEOOXOMMOCTBIO OOHOBIICHHS YITPABICHUYECKUX TMPAKTUK U METOZOB pabOThI, KOTOPHIE MPETISIT-
CTBYIOT TOBBIIICHUIO KOHKYPEHTOCIIOCOOHOCTH. CUCTeMa YIPaBICHUS JTOKYMEHTaMH, APYTUMHU
CJIOBAaMH CHCTEMa 3JICKTPOHHOTO JIOKyMEHTOOOOPOTa, CBOCBPEMEHHO BHEIIPCHHAS B KOMITaHUH,
HE TOJBHKO MOMOXKET MPEOJI0JIECTh MOJA00HBIE MPOOIEMbI, HO U CTAHET UHCTPYMEHTOM, TTO3BOJIS-
IONIMM IPOBOJIUTh AHAJM3 COCTOSIHUS MHOTHX OW3HEC-TIPOIIECCOB, YTO TO3BOJHT BO BpEeMs
«paclIMBaTh y3KHE MECTa», KOPPEKTUPOBATh CTPATETUH U MPAKTUKH YIIPABICHUS IS TTOBBIIIIC-
HUS YO PEKTUBHOCTH MPEATIPHUATHSI.

TeopeaneCRaﬂ 4acTb

OnsIT cTpaH, IPUMEHSIOIUX IPUHLIUIIBI YIIPaBICHUs JOKYMEHTaMH B JI€ATEIbHOCTH Op-
raHu3aluii, UCIOJb30BaH U 3aKkperieH B MexayHapoaHoMm cranaapre MCO 15489-2001 «n-
dopmanus u TOKyMeHTalus — YTpaBIeHUE JOKYMEHTAMH», OJOXKEHHUS KOTOPOTO pacCMOTpe-
Hbl B mocobun. B 2007 r. muranupyeTcss NpUHITHE aHAJTIOTMYHOTO POCCUMCKOTO CTaHIapTa IO
ynpasienuto fokymerntamu (I'OCT P UCO 15489), kotopslii OyneT sBIATbCS NEPEBOIOM MEXK-
JTyHapOTHOTO.

B crannmapre UCO 15489 ynpasnenne JOKyMeHTaMH — OAHA U3 QYHKIUN yIIPaBICHUS U
o0JacTh ynpaBlieHUs,KOTopasi o0ecreunBaeT KOHTPOJIb CO3/aHUs, MTOJIyUeHUs], UCTIONb30BaHUS U
XpaHeHHus B (opMe JOKYMEHTOB JI0KA3aTEIbCTB U MH(OPMAIMH O JEIIOBOW aKTUBHOCTU U OT-
JENBbHBIX YIPABICHUYECKUX OTepaIusiX.

B nensax ynpaBineHus: JOKyMEHTaMU B OpraHU3alMK IPOEKTUPYIOT, BHEAPSIIOT U MOAJIEP-
YKUBAIOT B aKTyaJIbHOM COCTOSIHUM CUCTEMY YIPABICHHS IOKYMEHTAMHU.

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

* OpraHm3oBaTh pPabOTy (YCTAHOBHUTH TOJHOMOYHS, OOS3aHHOCTH W OTBETCTBEHHOCTBH)
cnyx0b1 JIOY, a Takke pyKOBOAMUTEICH M COTPYIHUKOB MPEINPUITUS, CO3JAIOMINX U UCIOb-
3YIOLUX TOKYMEHTHI;

* ONTHMHU3HUPOBATH PA0OTY C JOKYMEHTaMHU (MX PErucTpaIuio, KiacCupUKalUI0, BKIO-
YeHHe B MHPOPMAIIMOHHYIO CUCTEMY, YCTAaHOBJICHHE TOPSAAKA U CPOKOB XPAHEHHUS JTOKYMEHTOB,
o0ecreyeHne X COXpPaHHOCTH U T.11.);

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

* pa3zpaboTaTh U yTBEPAUTH JIOKAJIbHbIE HOPMATUBHO-METOIUYECKUE aKThl, PETIIAMEHTHU-
pYIOLIME BCE YYaCTKU pabOThI CO BCEMM BUIAMU U popMaTaMH JOKYMEHTOB MPEATPHUATHS.

CrangapT NpUMEHUM U NPU UCHIOIb30BaHUU TPAIUIIMOHHBIX

METO/IOB BE/IEHUS «OyMakHOTro» JIoKyMeHTooOopoTa. Ho, B mepByto odepenb, OH OyneT
MI0JIE3€H OPraHu3alysgM, BHEJPSIOIIMM TEXHOJOIHHU pabOThl C AJIEKTPOHHBIMU JOKYMEHTaMHU U
cucteMbl aBToMaTu3anuu JOVY.

[Ipu pa3paboTke cucTeMbl yIpaBiIeHHs JOKYMEHTaMH YUUTHIBAIOT 1I€JH, 3aJ]a4l U PYyHK-
LIMM OpraHM3allM, €€ CTPYKTYpPY, IPAaBOBYIO, YIPABIECHUYECKYIO U NOJUTHYECKYIO cpeny. Kax-
JIyI0 YIPaBJIEHYECKYIO (PYHKIIUIO, BCE AEUCTBUS U ONEPAllUU PACCMAaTPUBAIOT C TOUKHU 3PEHUS UX
noTpeOHOCTH B IoKyMeHTax. [Ipu 3ToM omnpenenstoT TpeOoBaHUS K JOKyMEHTaM, a TaKKe KOrja,
KaK U TJIe TOKYMEHTbI BKJIIOYAIOT B CUCTEMY YIPABJIEHUS JOKYMEHTaMHU. AHAJIU3UPYIOT KPUTH-
yeckue (akTopsl M CYLIECTBYIOIINE HETOCTATKU, CBSI3aHHBIE C YIIPaBIEHUEM JOKYMEHTaMHU.

Bonpocs! nu1s1 06cyxneHus
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1. Oxapaxkrepusyiite [OCT P UCO 15489-1-2007 «CUBU/I. YnipaBnenue qokymentamu. O0-
mue TpeboBaHMs»: TpeOOBaHMS K TOKYMEHTaM, (PYHKIIUN TOKYMEHTOB MPEATIPHUITHS, OTBET-
CTBEHHOCTh PaOOTHHUKOB B 00JIACTH TOKYMEHTHUPOBAHUS IEATEILHOCTH NPEIIPUITHS U OPraHU-
3aIMK Ha HEM pabOThI C JOKYMEHTAMH.

2. Co3liaHusi CUCTEMBI YIIPaBJICHUS JOKYMEHTAaMH KakK 0/Ha U3 (QyHKUUN yIIpaBIeHUs COBpe-
MEHHBIM MPEANPUATHEM.

3. Kakue TpeOGoBaHus IPEIbIBISIIOTCS K CHCTEME YIPaBICHUs TOKyMEHTaMu?

3aganue:

1. PaccmoTpeTh cucteMy yrnpaBieHUS JOKYMEHTaMU Ha AJIMUHUCTPAlUUd MYHHUIIU-
MATBHOTO 00pa30BaHUsl W MPEIJIOKUTH MEPONPUSITHS 110 €€ COBEPIICHCTBOBAHUIO B YCIOBHSIX
U (pOBU3AINH SKOHOMUKH.

Jlureparypa:

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Ky3nenoBa 1.B. JlokyMeHTHpOBaHHE YIPaBICHUYECKON NEATEIbHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe nmocobue mus 6akamaBpoB / U.B. Ky3nemnosa, . A. XagarpssH. — DJIEKTpOH.
TekcToBbIe JanHble. — Mocksa: JlamkoB u K, A [1u Dp Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum noctyna: http://www.iprbookshop.ru.

IlepeueHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaypman H.IO. JlokyMeHTUpOBaHUE YIIPABICHYCCKON JIEATEIBHOCTH [DICKTPOHHBIN
pecypc]: yue6Hoe nocobue/ Kaypman H.FKO.— Dnektpon. TekcroBbie qanuble.— OMck: OMcKuii
rOCy1apCTBEHHBI ~ MHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

PEKOMEHAYEMAMS JIUTEPATYPA
1. OcHoBHas nuTeparypa

1. Ky3uenoBa W.B. JlokyMeHTHpOBaHNUE YIIPABICHUYECKON NEATEIBHOCTU [DIEKTPOHHBII
pecypc]: yueOHoe mocobue s 6akanaBpoB / U.B. Kysnenona, I'.A. XadarpsH. — DIeKTpoH.
TeKCTOBBIC aHHBIe. — 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 NEATENbHOCTH [DJIeKTPOHHBIN
pecypc]: yuebnoe nocodue/ Kaypman H.FO.— DnextpoH. TekcToBbie nanHbie.— OMck: OMCKUit
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

3. Pecypcbl  mH(}OpManOHHO-TEIEKOMMYHUKAIIMOHHOMN ceTu «HTEpHETY,
HE00XO0IMMBIE JIJIs1 OCBOCHUS IUCIUITIIMHbI

http://biblioclub.ru (Caiir 9bC «YHuBepcurerckas Onbimorexa oHIalH»)
http://www.economicus.ru/nfpk/pe.php (O6pa3oBarensHbIii mopTan «Economicus.ruy)
http://www.consultant.ru/ (Oduunanbhslii caiit komnanuu «Koncynprant- [Lmocy).
http:///www.garant.ru/ (CaiiT uH(pOpMaIIMOHHO-TIPAaBOBOTO mopTana «["apanty).
http://fcior.edu.ru/ (Caiit denepanbHoro neHTpa WHGOPMAIMOHHO-00PA30BATEIBHBIX

pECYpCOB).

agbrwpnE
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MUHUCTEPCTBO HAYKH U BBICIIETO OBPA3OBAHM S POCCUMCKOM ®EJIEPAITAN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
YYPEXIAEHUE 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 ¥ MYHUITUTIATILHOE YITPABICHUE
HaIpaBJICHHOCTH (poduiib): «PernoHanbHOE YIIPaBICHUE)

IIsaTuropck
2024
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IIpenucaosue

B HacTtosmee BpeMs  COBEPILIEHCTBOBAHHE  YIPABICHHUS  MPOU3BOJICTBEHHO-
XO3SIMCTBEHHBIMH ~ CHCTEMaMHM, TIOBBIIICHWE YPOBHS OpraHu3anuu #u  3(PQPeKTUBHOCTH
YIPaBJIEHYECKOTO TPyZa BO MHOI'OM 3aBHUCUT OT TOI'O, HACKOJBKO PAIlOHAJIBLHO IOCTABJIEHO B
YUPEKACHUAX U HA MPEIIPUATUSAX JEIONPOU3BOJICTBO. TE€PMUH «IOKYMEHTAIMOHHOE obOecrie-
YEHHE YNPaBIICHUS» XapaKTepPU3yeT COBOKYITHOCTb padoT MO AEJIONPOU3BOACTBY YUPEXKICHUHN U
[0 OpraHU3alyy B HUX JOKYMEHTOB. [IoHATHEM «IOKyMEHT» ompeaeisiercs HUHpopManus, 3a-
nucaHHasi JIroObIM CIIOCOOOM Ha JH0OOM MaTrepuale, U3JaHHas WU MOoJydeHHas JIoObM Qu3u-
YEeCKUM WM I0PUIMYECKUM B JIIO00H OpraHu3alMy JJIsl HCIIOJIb30BAaHHS B CBOCH J€ATEIHHOCTH.

Kypc «JlenonpousBoAcTBO U JOKYMEHTAILMOHHOE 00eCIeueHUe rocyJapCTBEHHON U MYy-
HUIMIAIBHOHN CITy>KOBI» AaeT 0a30Bble 3HAHUS B 00JIACTH U3y4YCHHS JEJIONPOU3BOICTBA U pado-
Thl C IOKyMEHTaMU B OpraHu3auuu. B mpeiaraeMbelx METOIMYECKHUX YKa3aHUSAX paccMaTpUBa-
€TCs CYIIHOCTb M Ccrienu(puKa TOKyMEHTHUPOBAHUS YIIPABICHYECKON AEATEIBHOCTH; IPOUCXOUT
03HAKOMJIEHHE C NPAKTUKOW COCTABICHMSI OPraHU3ALMOHHBIX, PACIOPSAUTENIBHBIX U HH(pOpMa-
[IMOHHO-CIPABOYHBIX JJOKYMEHTOB; OBJIAJICHUE HAaBBIKAMH apXUBHOT'O XPAHEHUS JOKYMEHTOB H
COCTaBJICHUS] HOMEHKJIATYPbI JIeI.

Marepuan kypca oOecrieuuBaeT 3HaHUE OOIIUX MPUHIUIIOB OPTaHU3aIHH.

Ilesnb ocBOEHUS TUCHMIUIMHBI 3aKitoyaercss B (GOpMHPOBAaHUU Habopa mpodeccuoHanb-
HBIX KOMIETeHIMH OakanaBpa 1o HampasieHuto noarotoBku 38.03.04 INocynmapcTBeHHOE U
MYHHIUIAIBHOE YIpaBiceHUE, (HAIpaBieHHOCTh (Mpoduib): «PernoHanbHOE yIpaBieHHEY),
OCBOCHHE CTYACHTAMH TEOPETUYECKHX 3HAHHWW B OOJIACTH JIEJIONPOU3BOCTBA B OpPTraHU3AIMHA U
npruoOpeTeHne NPaKTUYECKUX HABBIKOB B 007acTH O(OPMIIEHUS JOKYMEHTAIMH, HEOOX0AUMON
JUTSL IPUHSTHS TPAMOTHBIX YIPABICHYECKHX PELICHHUN.

K 3agauam u3ydeHus: IUCLUIUIMHBI OTHOCSATCS: MOJy4YeHHE 3HAHUH 10 OCHOBHBIM IPUH-
[UIaM, TOHATUSAM (OPMHUPOBAHUS HAYKH «JleTOMpPON3BOACTBO U IOKYMEHTAIIMOHHOE o0ecteye-
HUE TOCY/1apCTBEHHONW U MyHHUIMIIAIBHOM CITyKObI», IPUHLUIIOB U 3aKOHOB OPraHU3aLUH JI0KY-
MEHTO000pOTa Ha MPEANPHUITHH; (HOPMUPOBAHHS YIPABICHYECKOW W WHOW OpraHW3alMOHHO-
pacropsaUTeNbHON JTOKYMEHTAllMU; BEeIEHUE KaJpOBOr0 JOKYMEHTOOOOpOTa; CTPYKTYpy IIO-
CTPOCHUS JJOKYMEHTO000pOTa B OpraHU3aIiy; GOPMHUPOBAHUE YMEHHI MMPHUMEHSTh TIOJTyYeHHBIC
3HAaHUS K PELICHUIO BOIIPOCOB IO OPraHM3allMOHHBIM IpolleccaM Ha MPEINpUsATHH OBJa/IeHUE
OCHOBHBIMH TPUHIUIIAME (POPMUPOBAHUS TOKYMEHTHPOBAHUS YIIPABICHUECKOW JESITETHLHOCTH,
3aKOHAMH OpraHMU3allMHU, HAaBBIKAMU COCTaBJIEHUS] HEOOXOIUMBIX YIPaBIEHYECKUX JOKYMEHTOB.

B cooTBeTCTBHH C 3TUM OCHOBHOH LIEIBIO MPETIOIaBAHMsI AUCIUIUIMHBI BHICTYIAeT Gop-
MHUpPOBaHME y CTYACHTOB 3HAHU, HABBIKOB U YMEHHH B 00JIACTH JOKYMEHTUPOBAHUS YIIPaBIICH-
YECKOM JEeATENbHOCTH.

dopMupyeMsble B IPOLEcce N3YUEHNUsT KOMIIETEHIIUH:

OIIK-5. CnocoOeH HCnonb30BaTh B MPO(EeCcCHOHATBHON NeATeNbHOCTH MH(OPMALIMOH-
HO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTUH, FOCYJapCTBEHHbIE U MYHUIMNAIbHbIE HH(OPMAIIMOHHBIE
CHCTEMBI; TIPUMEHSTh TEXHOJIOTHH 3JIEKTPOHHOTO MPABUTEIILCTBA M IMPEIOCTABICHUS TOCYyIap-
CTBEHHBIX (MyHULUIAIBHBIX) YCIYT

Pe3ynbTaThl OCBOCHUS AUCIUILIMHEI B pa3pe3e KOMITETEHITHIA:

OIIK-5:

Hcnonp3yer MeTomonoruio HHPOPMAITHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, Teope-
TUYECKHE OCHOBBI (POPMHUPOBaHUS HHPOPMALIMOHHOTO 00ECIIeYeHHs Mpoliecca yIpaBIeHHs; HH-
CTPYMEHTAIIbHBIE CPENICTBA KOMIBIOTEPHBIX TEXHOJOTHH HHMOPMAIIMOHHOTO OOCTYKHBAaHUS
yIpaBJIEHYECKON NeATeNIbHOCTH; TEHJCHLIUU M TEPCIEeKTUBBI Pa3BUTHS U UCIOJIb30BAHUS HH-
(bopMaMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTUH B MPO(ECCHOHAILHON eI TeTbHOCTH;

[Ipumensier nHGOPMALIMOHHO-KOMMYHHUKAITMOHHbIE TEXHOJIOTHH JIJISl pELIeHUs] YIIpaB-
JIEHYECKHX 3ajiay; ONpeessieT HallpaBIeHNs UCTIONb30BAaHUS U TEHICHIIMH Pa3BUTHUS HHPOpMa-
[IMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHI B 3KOHOMHKE U YIIPABIICHUH;
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[TpuMeHsieT TeXHOJIOTHH YJIEKTPOHHOTO MPABUTENBCTBA U MIPEIOCTABICHUS TOCYIap-
CTBEHHBIX (MYHUIIUITAJIHBIX) YCIIYT
MeToaudeckue yka3zaHUs COACpXKAT PEKOMEHJAIMU K MPAKTHYECKUM padoTaM CTY/CH-
TOB U CIIUCOK PEKOMEHIOBAHHOW JIUTEPATYPHI.
B pesynbrare ocBOeHUS JUCHUILTAHBI (POPMHUPYIOTCS CIEAYIONME KOMIETCHIINH, WHIHU-

KaTOpPhbI:

Kon, dopmynupoBka

Kona, popmynupoBka nHAMKaTOpa

[Inanupyemsblie pe3ysIbTaThl

KOMIIETEHIINH o0yueHus o TUCIUILINHE
(MonyIni0), XapakTepu3ylo-
nye 3Tanbl GOPMUPOBAHUS

KOMIIETECHIIMN, UHIMKATOPOB
OIIK-5. [IpuauMaer 0OOCHOBaHHBIC

CriocobeH uCroiIb30BaTh
B IIpoeCCHOHATILHON Jie-
ATENBHOCTH HH(OpMAaIH-
OHHO-
KOMMYHHKAIIHOHHBIE
TEXHOJIOTUM,  Trocynap-
CTBEHHbIE W  MYHHIIH-
najbHble UH(QOPMALUOH-
HbIE CHCTEMBI, IpPHUME-
HATh TEXHOJIOTUM 3JIEK-
TPOHHOTO TPABUTEIHCTBA
U TPEeJOCTaBICHUS TOCY-
JApCTBEHHBIX  (MYHHUIIH-
MaIbHBIX) YCIYT

NN-1 onks Ucnonb3yer MeToao-
JIOTUI0 NH(OPMALIMOHHO-
KOMMYHHKAIIUOHHBIX TCXHOJIOT Hﬁ,
TEOpETUYECKHE OCHOBBI (POPMUPO-
BaHUA MH(pOpMaLMOHHOTO olecre-
YeHHUs Tpoliecca yrpaBiIeHUs; HH-
CTPYMCHTAJILHBIC CPEACTBA KOMIIb-
IOTEPHBIX TeXHOJOrui HH(pOpMa-
LIUOHHOTO O0CITY>KUBaHUs YIIPAB-
JIEHYECKON AeSITeNbHOCTH; TEHACH-
MU U MCPCIICKTUBLI Pa3BUTHA U
WCIOJIb30BaHUS H(OPMAIIMOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTHH B
npodeccnoHalbHOI 1eATEeNbHOCTH

N/-2 onx-s [Ipumenser nuadopma-
[IMOHHO-KOMMYHHUKAIIHOHHBIC TEX-
HOJIOTHH JUISl PELICHHUS yIIPaBIICH-
YEeCKHX 3a/1a4; ONpeeIsieT HalpaB-
JIEHUS UCTIOIb30BaHUS U TEHCH-
AU PA3BUTHS HHPOPMAIIHOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHI B
9KOHOMHKE H YIIPaBICHUU

NJ-3 onk-s [Ipumensier TexHoo-
THH SJIEKTPOHHOTO TIPAaBUTEIILCTBA
U TIPeOCTABICHHSI TOCY1apCTBEH-
HBIX

(MyHMIMIIAIBHBIX) YCIYT

pemiCHusd U UCIOJIB3YCT HH-

(dhopmMarmoHHO-
KOMMYHHKAITUOHHBIE  TEX-
HOJIOTHH BO Bcex cdepax

JACATCIIBHOCTH

O0mas xapaKkTepucTHKA CAMOCTOATEJIbHOM PA0OThI CTyAeHTA NPH U3Y4YeHUH JMCIUIITHHBI

[enpro caMOCTOATENHHONW PabOTHI CTYAEHTOB MO AWCHHUILIUHE «JleTOmpon3BOACTBO H
JOKYMEHTAIlMOHHOE O0ecleueHne TroCyAapCTBEHHOM W MYHHUIIMIAIBHON CIyXOb» SBISETCA
oBiajieHNe (QyHIaMEHTAIbHBIMU 3HAHUSMU, TPO(HECCUOHATFHBIMA YMEHUSIMH U HAaBBIKAMU Jesl-
TEIHLHOCTH TI0 MTPOQHUITIO, OTBITOM TBOPUYECKOM, MCCIIETOBATEIHLCKON IEATETLHOCTH.

CaMocTosiTenbHasi paboTa CTYyJIEHTOB CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSITETLHOCTH, OT-
BETCTBEHHOCTH M OPTaHM30BAHHOCTH, TBOPUYECKOTO IMOJX0/a K PEIICHUI0 MPooOsieM y4eOHOTO U
po(hecCHOHALHOTO YPOBHSI.

3aagyaMy caMOCTOSITENIbHOM paboThl MO AUCHUIUIMHE «JleIonpou3BOJACTBO U JTIOKYMEH-
TaI[MOHHOE O0eCcTieueHre TOCYJapCTBEHHON  MyHUITUTIATLHON CITYKOBI» SIBISIFOTCS:
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- CHCTEMAaTU3alus U 3aKPEIUIeHUE TOTYYSHHBIX TEOPETUUECKUX 3HAHUHM M MPAKTHUYECKUX
YMEHHH CTYIECHTOB;

- yriy0OJjeHue U paciIupeHue TeOPETUYECKIX 3HAHUIA;

- (hopmupoBaHNEe yMEHMI MCIIOIB30BaTh HOPMATHBHYIO, IIPABOBYIO, CIPABOYHYIO JIOKY-
MEHTAIUIO U CIICIHATIBHYIO JINTEPATypYy;

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

- (opmMupoBaHUE CaMOCTOSTEIBHOCTH MBIIUICHHS, CIIOCOOHOCTEH K CaMOPa3BHUTHIO, Ca-
MOCOBEPIICHCTBOBAHUIO 1 CaMOpeaT3allii;

- Pa3BHUTHE UCCIIEIOBATEIBCKIX 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(UKAITUOHHON PaOOTHI.

[IJIAH-TPA®UK BBIITOJHEHNS CAMOCTOSTEJIBHOM PABOTHI
TexHoJIOrH4YecKasi KAPTAa CAaMOCTOATEILHON padoThI CTyeHTa

Ounas gopma 00yueHus

Konpr Bun HUrtoroseri CpencrBa u O0OBeM 4acoB, B TOM YHCIIE
peanuusye | IeATeIbHOCTH MPOJIYKT TEXHOJIOTHHU (akanm.)
MBIX KOMIIE- CTYIECHTOB CaMOCTOSTEI OLICHKH CPC | KonraktHa | Bcero
TEHLIHH, UH- bHOH PabOTHI s pabota ¢
JTUKAaTOPOB npernoiaBa
TeIEM
4 cemecTp
OIIK-5 N1I-1 | CamocTosTEINb KOHCHEKT cobeceoBa- 29,7 3,3 33
OIIK-5 U/I-2 | HOe n3yueHue HUE
OIIK-5 /I-3 | nuTeparypsl
OIIK-5 U1-1 | [loaroToBka k Hoxman [Tepeuens 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 3K2§M115y 3(I)<3£h(/)IZHy e
OIIK-5 N 1-2 32,4 3,6 36
OIIK-5 N/1-3




OuHo-3204Hast popma o00yueHnst

Kozpr Bun HUtoroserii CpencrtBa u OObeM 4acoB, B TOM YHCJIE
peanuusye | ACSTEIbHOCTU MPOAYKT TEXHOJIOTHH (axan.)
MBIX KOMIIE- CTYJICHTOB CaMOCTOSITEN OLICHKH CPC | KonraktHa | Bcero
TEHLUH, UH- bHOH paboTBhI 1 paboTa ¢
JTUKaTOPOB npernoiaBa
TeaeM
4 cemecTp
OIIK-5 NNI-1 | CamocTosTEINb 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 TecTtupoBanue
OIIK-5 N]-1 TECTUPOBa- b
OIIK-5 N 1-2 HIIO 18 2 20
OIIK-5 N/1-3
Htoro 3a 2 cemecTp 104,4 11,6 116
Hroro | 104,4 11,6 116
OIIK-5 VJI-1 [ToaroroBka k | Bompock! k OK3aMeH
HK3aMEHy 9K3aMEHY
OIIK-5 N 1I-2 43,2 4.8 48
OIIK-5 N/1-3

Padora ¢ 1ureparypoii
I[J'ISI YCI€MIHOTO OCBOCHUSA AVCHUILINHBI, HCO6XOI[I/IMO CaMOCTOATCIIbHO ACTAJIBHO U3YYUTH
MIPEJICTaBJICHHBIE TEMBI 0 PEKOMEHTyeMbIM HCTOYHHKAM HH()OPMAITIH:

No PexoMeHnyeMble HCTOUHUKH UH(OpPMALIUU
/n | TeMbl Ju1sl CaMOCTOSATENBHOTO U3YYEHHUS (Ne uctoynuka)
OcHoBHas | lononnu- | Meronu- | aTepHeT-
TeJIbHAs yeckas pecypcehl

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

2. Tema 2. JIOKyMEHT HW  CHUCTEMBI 1 1 1,2,3 1,2,345
JOKYMEHTAITIHN

3. Tema 3. HopmaruBHO-TipaBoBas 0a3a J0- 1,2,3 1,2,3,45
KYMEHTAI[MOHHOTO O0ecleYeHus yrnpaniie- 1 1
HHUS

4, Tewma 4. YrpaBieHuecKas TOKYMEHTAIUS: 1,2,3 1,2,3,45
TpeOOBaHUs K COCTABIEHUIO U oopmiie- 1 1
HUI0, GopMyIIsip-0Opaserl, CoCTaB U pac-
TMIOJIO)KEHHUE PEKBU3HTOB.

5. Tema 5. Co3gaHue 37€KTPOHHBIX TOKY- 1 1 1,2,3 1,2,345
MEHTOB

6. Tema 6. OpraHu3anMoOHHBIE JOKYMEHTHI, 1 1 1,2,3 1,2,3,45
WX COCTaBJICHHE U ohopmIieHHE

7. Tewma 7. CocTaB v co3/1aHH€ paCOpsIIN- 1 1 1,2,3 1,2,34,5

38




TEJNBHBIX 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. ABTOMaTH3aIIMs JOKYMEHTAIU- 1,2,3 1,2,3,4,5
OHHOT'O OOEeCIeYeHUS! yIPaBICHUS 1 1

12. | Tema 12. Cucrema ynpapieHUsl TOKYMCH- 1,2,3 1,2,345
TaMH Ha PEIIPUATHN 1 1

3. KOHTPOJIBHBIE TOYKU N BUJIbI OTYETHOCTH 10 HUM

B pamMkax pedTHHIOBOM CUCTEMBI YCIIEBAEMOCTh CTYJEHTOB IO KaXJA0W JUCHHUILUIMHE OLEHU-
BAETCA B XOJ€ TEKYILEr0 KOHTPOJIS U IPOMEKYTOUHOM aTTeCTal|H.

[Ipy npoBeeHNN TEKYIIEr0 KOHTPOJISI PEMTUHIOBAasE OLEHKA 3HAHUW CTYAEHTa OLIEHUBACTCS
CenyroImuM 00pa3om:

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

1 4 1-6 CobOecenoBanue o remam 1-6 o5
TecTtupoBanue

2 8 7-12 CobOecenoBanue no temam 7-12 30
TectupoBanue

Hroro 2 cemecTp 55

MaxkcuManbHO BO3MOXKHBIN 0asul 3a BeCh TEKYIIM KOHTPOJIb YCTAaHABIMBAETCS PaBHBIM
55. Teky1iee KOHTPOIHLHOE MEPONPHUITHE CUUTAETCS CIIAHHBIM, €CJIM CTYACHT MOJYYMUJI 32 HETO
He MeHee 60% OT yCTaHOBJIEHHOTO JJI STOTO KOHTPOJS MaKCHMalbHOTO Oania. PeUTHHTOBBIN
0au1, BBICTABISIEMBIN CTYACHTY 3a TEKYIlee KOHTPOJbHOE MEPOIPHUATHE, CIAHHOE CTYICHTOM B
YCTaHOBJICHHBIE TPAPUKOM KOHTPOJIBHBIX MEPOTPUATUN CPOKH, OMPEEISIETC CIEeIYIOIMNUM 00-
pazom:

YpOBEHB BBITTOIHEHUSI KOHTPOJIBHOTO Peitrunroseiit 6ammn (B % OT MakCUMaIbHOTO
3a/laHus 6ajuia 3a KOHTPOJIBHOE 33J[aHHE)
OTIHYHBIH 100
Xopommid 80
Y 10BIIETBOPUTENBHBIN 60
HeynosnerBopurenbHbIi 0

PeliTuHroBas cucrema OLEHKH HE MPEeIyCMOTPEHa JUIsl CTYACHTOB, 00YJaroIuXxcs Ha 00-
pa30BaTENbHBIX NMPOrpaMMax YPOBHsI BhICHIET0 00Opa3oBaHUs OakalaBpuaTa OYHO-3a04HOM (op-
MBI 00Y4EHHS.
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4. Meroanyeckne peKOMEHIAIUH 10 H3YYECHHIO TEOPETHYECKOr0 MaTepuasia

Pabora ¢ kHuroi

ITpu pabote ¢ KHUrON HEOOXOAMMO MONOOPATH JUTEPATYpPy, HAYUYUTHCS MPABUILHO €€
YUTaTh, BECTH 3amucH. J1st moadopa muTepaTypbl B OMOIMOTEKEe MCTIONB3YIOTCS ajl(aBUTHBIN U
CHUCTEMaTHYECKHH KaTalor!.

BaxHO NOMHUTB, YTO pPalMOHAJBHBIC HABBIKM PabOTHI C KHUTOH - 3TO Bcerna Oosbiast
9KOHOMHUS BPEMEHHU U CHIIL.

[TpaBuibHBI MOAOOP y4EOHUKOB PEKOMEHIYETCs MPEnoJaBaTeieM, YUTAIOIINM JICKIU-
OHHBIN Kypc. HeoOxonumas nutepaTypa MOXKeET ObITh TAaKXKe yKa3aHa B METOAMYECKHX pa3pa-
00TKax 0 JaHHOMY KYpCYy.

N3yuas marepuan no yuyeOHUKY, clelyeT NepeXOAUTh K CIEIYIOLEMY BOIPOCY TOJIBKO
10cJie MPABUIILHOTO YSICHEHMSI NPEABIAYIIETO, ONKUChIBas Ha Oymare BCE BBIKJIAJKU U BbIYUCIIE-
HUS (B TOM 4YHUCIIE T€, KOTOpbIE B y4eOHUKE OMYIIEHbl MJIM Ha JICKIUH JaHBI 751 CAMOCTOSITENb-
HOT'O BBIBOJIA).

[Tpu n3yuenuu ar000# TUCHMITIIMHBI OOJIBIIYIO M BaXKHYIO POJIb UTPAET CaMOCTOSATENbHAs
MHAMBHUyalIbHas paboTa.

Ocoboe BHMMaHUE cieIyeT OOpaTUTh Ha ONpeAeTeHUe OCHOBHBIX MOHATHH Kypca. Cry-
JIEHT JI0JKEH MOoApOo0HO pa3OupaTh NpUMEpPHhl, KOTOPBIE MOSCHSIOT TaAKUE ONPEACICHUs, U YMETh
CTPOUTBH AaHAJIOTUYHBIE IPUMEPBI CaMOCTOATENIbHO. HyKHO T0OMBATHCSI TOUHOTO MPEICTaBICHUS
0 TOM, 4TO u3y4aeub. [Tone3Ho cocTaBnsATh OnOpHbIE KOHCIEKTHI. [Ipy n3ydyeHnn mMarepuana mno
y4eOHHUKY MOJIE3HO B TeTpaau (Ha CHEIHMaIbHO OTBEACHHBIX IOJSAX) JOMOIHITH KOHCIEKT JIeK-
nuii. Tam e cienyer oTMeuaTh BOIPOCH!, BbIIEIECHHBIE CTYIEHTOM JUIsl KOHCYJIBTALUU € IIPETo-
JlaBaTesIeM.

BbIBO/IBI, MTOJTyYEHHBIE B PE3YJIbTAaTE U3YUEHMSI, PEKOMEHYETCSl B KOHCIIEKTE BbIIEIATH,
4TOOBI OHM ITPU NEPEUUTHIBAHUY 3aMMCEH JIyyllle 3aIOMUHAIINCH.

OnbIT MOKa3bIBAET, YTO MHOTUM CTYJIEHTaM IIOMOTaeT COCTaBJICHUE JIUCTA OMOPHBIX CUT-
HAJIOB, COJIEpIKalllero BakHelIe 1 Haubosee yacto ynorpedisemble GopMyiibl U noHsATHA. Ta-
KO JINCT IMOMOTaeT 3allOMHHUTH (OPMYJIIbI, OCHOBHBIE TIOJOKEHHUS JIEKIIUH, a TAKKE MOXKET CIy-
KHUTb OCTOSIHHBIM CIIPAaBOYHUKOM JUIs CTYACHTA.

Paznuuator ABa BuAa yTeHUS; NEPBUYHOE U BTOPUUHOE. [lepsuuHoe - 3T BHUMATEIbHOE,
HETOPOIIMBOE YTEHUE, IPU KOTOPOM MOXHO OCTAHOBHUTBHCS Ha TPYAHBIX MecTax. Ilocie Hero He
JIOJI’KHO OCTaThCs HU OJTHOTO HEMOHATHOrO 0yioBa. CoJiep:kaHue He BCEeTJa MOXKET ObITh MOHSATHO
[10CJI€ TIEPBUYHOTO YTCHHS.

3amavya 6mopuyHo20 YTE€HUS IOJIHOE YCBOEHHME CMBICIA IIEJIOT0 (10 CUETy 3TO YTEHHE
MOYET OBITh M HE BTOPBIM, @ TPETbUM HJIU YETBEPTHIM).

IIpaBuia caMoCTOATEIbHON PadOTHI € JIUTEPATYPOM

Kak yxxe oTmeuanoch, camocToATeabHas paboTa ¢ yueOHUKaMU M KHUTaMH (a Takke ca-
MOCTOSITEJIBHOE TEOPETUICCKOE HCCIICIOBAHHE MPOOJIeM, 0003HAUEHHBIX IpEINoIaBaTeieM Ha
JEKIMIX) — 9TO BaKHeHIee ycaoBue popMHUpOBaHUs y cedst HayqyHOro croco6a nozHanus. Oc-
HOBHBIC COBETHI 37I6Ch MOYKHO CBECTH K CIICAYIONTUM:

1. CocraButh nepeueHb KHUT, ¢ KOTOPBIMU BaMm cienyeT mo3HaKOMUTHCS;
2. CaM Takoii mepeveHb JOKCH ObITh CHCTEMATH3UPOBAHHBIM.
3. OO0s3aTenbHO BBINUCHIBATH BCE BBIXOJHBIC JAHHBIE MO KKIOW KHUTE (TIpU HAMHCAHUU

MUCBMEHHBIX Pa0OT 3TO TO3BOJUT OYCHb COKOHOMHTH BpEeMs).

4. Pa3zoOpatrbes ams cedsi, Kakue KHUTH (WM KaKue TJ1aBbl KHUT) CIeAyeT MPOoYuTaTh Oosee

BHUMATEJIBHO, a KaKHUe — ITPOCTO MPOCMOTPETh.

5. Ilpu cocraBrieHnU TepeYHE TUTEpaTyphl CIENAYyeT MOCOBETOBATHCS C MPEIOAaBaTeIsIMU

U HAYYHBIMU PYKOBOJUTEIISIMH (WIM Jake ¢ Oojiee MOATOTOBICHHBIMU M IPYJAHPOBAH-

HBIMH COKYPCHHKaMH), KOTOpPbIe TIOMOTYT Bam jtydiiie COpHeHTUPOBATHCSI, HA YTO CTOUT

00paTuTh OoJbIlIee BHUMAHKE, a Ha YTO BOOOIIIE HE CTOUT TPATUTh BPEMS.
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EcrecTBeHHO, Bce MPOYNTAHHBIE KHUTH, YIEOHUKH U CTaTbU CIIEAYyeT KOHCIIEKTHPOBATh, HO
9TO HE 03HAYaeT, YTO HAJ0 KOHCIEKTHPOBATh «BCE MOAPSI»: MOKHO BBIIUCBHIBATH KPaTKO OC-
HOBHBIE HJICH aBTOPA U MHOT/AA MPUBOJUTH HauboIee IpKue M MOKa3aTelbHbIe IUTATHI (C yKaza-
HUEM CTpaHUII).

UreHne Hay4HOIO TEKCTa SBJIAETCS YaCThIO [103HABATEIbHON JEATENbHOCTH. Ee 1menp —
U3BJICUEHHE U3 TeKCTa HeoOxoquMoil nHdopmaruu. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAIOIIUM
COOCTBEHHAs! BHYTPEHHSS YCTAaHOBKA TP OOpaIIeHUH K MeYaTHOMY CJIOBY (HATH HY)KHBIE CBe-
JICHHs, YCBOUTh MH(OPMALMIO MOJHOCTBIO WM YaCTUYHO, KPUTUUYECKH MPOAHAIN3UPOBATh Ma-
TEpUa U T.I.) BO MHOTOM 3aBUCHUT 3(h(heKTUBHOCTh OCYIIECTBISIEMOTO ICHCTBHSL.

Be1ien10T 4eTblpe OCHOBHBIE YCTAaHOBKM B YTEHUHM HAyYHOI'O TEKCTa:

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

2. ycauBarolast (yCWINs YUTaTessl HalpaBJIeHbl HA TO, YTOOBI KaK MOXKHO IOJIHEE 0CO-
3HaTh U 3alIOMHUTH KaK CaMH CBEICHMsI U3J1araéMble aBTOPOM, TaK U BCIO JIOTUKY €r0 paccyxje-
HUH)

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

4. TBopuecKas (CO3/1aeT y YMTATeNsl TOTOBHOCTh B TOM WJIM MHOM BHJIE — KaK OTIPAaBHOMN
IYHKT JJIl CBOUX pacCyKIEHUH, Kak o0pa3 i JeWCTBUS MO aHAJOTHM U T.II. — UCHOJIb30BATh
CYXJICGHUSI aBTOpa, XOJ €ro MBICIEH, pe3yinbTaT HaOOAeHHs, pa3paboTaHHYI0 METOAUKY, J0-
HOJHUTB UX, OJABEPrHYTh HOBOM MPOBEPKE).

OcHoBHbIE BUbl CUCTEMATU3UPOBAHHON 3allMCHU POYUTAHHOTO:

1. AnHOTHpOBaHKE — MPEAETIbHO KPATKOE CBA3HOE OMMCAHUE ITPOCMOTPEHHON HIIU MPO-
YUTAHHOM KHUTH (CTaTbH), €€ COAEpKaHMsI, NICTOUHUKOB, XapaKTepa U Ha3HAUECHUS;

2. [InanupoBaHue — KpaTkas JIOTHYECKas OpraHu3alus TeKCTa, pacKpbIBaroIas colep-
YKaHUE U CTPYKTYpPY U3y4aeMOro MaTepuaia;

3. Te3upoBaHue — JIAKOHMYHOE BOCIPOU3BEIEHUE OCHOBHBIX YTBEpXKJEHHH aBTOpa 0e3
npuBJIeUeHUs (PaKTUIECKOTO MaTepHaa;

4. IlutupoBaHUe — JOCIOBHOE BBINMCHIBAHUE U3 TEKCTA BBIAEPIKEK, U3BICUEHUN, Hanbo-
Jiee CYIIECTBEHHO OTPAKAIOLIUX Ty UM UHYIO MBICIb aBTOPA;

5. KoncnektupoBanue — KpaTKo€ U MOCIIEI0BaTeIbHOE U3JI0KEHHE COJIepKAHUS POUH-
TaHHOTO.

KoHcnekT — cltoskHBIN coco0 M3T0XKEHUs COJIepyKaHUs KHUTH WK CTaTbU B JIOTHUECKON
nocieaA0BaTelbHOCTH. KOHCTIEKT akKyMyIupyeT B ce0e Mpeaplayliue BUbl 3alUCH, TT03BOJISET
BCECTOPOHHE OXBATUTh COJIEP’)KaHNUE KHUTH, CTaThH. [[09TOMy yMeHHE COCTaBIATH IUIAH, TE3UCHI,
JIeJIaTh BBIMUCKYU U JIPYTHe 3aliCH ONPEENIsIeT U TEXHOJIOTHUIO COCTABIICHUS KOHCIIEKTA.

MeToauuecKkue YKazaHus 1o COCTABJICHUIO KOHCIIEKTA

1. BuumarenbHO MpoYUTaTE TEKCT. YTOUHUTE B CIPABOYHON JIMTEPAType HEMOHSATHBIE
cioBa. [Ipu 3anucu He 3a0y/1bTe BBIHECTH CIPABOYHBIE IaHHBIE HA MOJIST KOHCIIEKTa,

2. Brimenure riaaBHOE, COCTaBLTE IIIAH,

3. Kpatko chopmynupyiite OCHOBHBIE MTOJIOKEHHSI TEKCTA, OTMETHTE apryMEHTAllUIO aB-
TOPA;

4. 3akoHCIIEKTUpPYHTE MaTepuai, 4eTKO ciexys MyHKTaM IutaHa. [Ipu KoHcmekTupoBa-
HUHW CTapalTeCh BBIPA3UTh MBICIIb CBOUMH CIOBAaMU. 3alIUCH CIIEIYET BECTH YETKO, SCHO.

5. I'pamoTHO 3amuckiBaiiTe uuTathl. L{UTHPYS, yYUTHIBAiiTe TaKOHUYHOCTD, 3HAYUMOCTh
MBICIIH.

B TekcTe KOHCIEKTa KeNnaTebHO IPUBOJUTE HE TOJIBKO TE€3UCHBIE IOJIOKEHUS, HO U UX
nokazatenbeTBa. [Ipu odopmieHHH KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)10To
npeUIokeHusl. MBICIIM aBTOpa KHUTH CIIEAyeT M3Jlarath KpaTko, 3a00TsICh O CTWIIE U BBIpa3H-
TEIbHOCTU HAMCAHHOTO. YMCIIO JOMOIHUTEIBHBIX 3JIEMEHTOB KOHCIIEKTA JIOJKHO OBITh JIOTH-
4eCcKl 000CHOBaHHBIM, 3aIMCH JIOJKHBI PAaCIpeeIsAThCS B ONPEIEICHHON OCIe10BaTeIbHOCTH,
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OTBEYAIOIIEH JIOTMYECKON CTPYKType Ipou3BeaeHus. s yrouHeHust 1 JONOJHEeHUs: HeoOX0au-
MO OCTaBJIATH MOJIA.

OBnajieHre HaBBIKAMU KOHCIEKTHPOBAHUS TPEOYeT OT CTYJCHTa LEJIeyCTPEMIICHHOCTH,
IIOBCEHEBHOM caMOCTOATENbHOIN paboThI.

5. Pexomenayemasi quTepaTypa
OcHoBHas1 JIMTepaTypa:
1. Kysnenosa 1.B. JlokyMeHTUpOBaHUE YIIPaBIEHUECKOMN NEATENbHOCTU [DJIEKTPOHHBIN
pecypc]: yuebnoe nmocodbue s 6akanaBpoB / U.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.

TeKCTOBBIC NaHHbIe. — Mocksa: [lamkos u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexxum mocryma: http://www.iprbookshop.ru.

JlonoiHUTeIbLHAS JTUTepaTypa:

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

HNuTepHeT-pecypceb:

http://biblioclub.ru (Caiit 9BC «YHuBepcuteTcKkas OMOIHOTEKA OHIANHY)
http://www.economicus.ru/nfpk/pe.php (O6pazoBatenbublii moptan «Economicus.ruy)
http://www.consultant.ru/ (Odunmanbublii caiit komnanuu «KoHcyabTanT- [1mrocy).
http:///www.garant.ru/ (CaiiT mHQOpMaITMOHHO-TIPaBOBOTO TIOpTaja «[ apaHT).
http://fcior.edu.ru/ (Caiit  ¢denepanpbHOro I1EeHTpa HHPOPMAIMOHHO-00PA30BATEIBLHBIX

pecypcoB).
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