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Beenenne

B  Hacrosmiee  BpeMs  COBEpILEHCTBOBAHUE  YIPABIEHUS  [POU3BOJICTBEHHO-
XO3SUCTBEHHBIMU CHCTEMaMH, I[IOBBIIICHUE YPOBHSA oOpraHuzanuu U 3dQexTuBHOCTH
YIPaBIEHYECKOIO TPYJa BO MHOTOM 33aBHCHUT OT TOT'O, HACKOJBKO PAallMOHAIbHO IIOCTABJIEHO B
YUPEXKIIEHUSAX U Ha MPEANPUATHUSIX AETONPOU3BOJICTBO. TepMUH «IOKYMEHTHPOBAHUE YIIPaB-
JICHYECKON JEATEIbHOCTU» XapaKTEpU3yeT COBOKYHNHOCTb pabOT MO JAEIONpPOM3BOACTBY
YUPEXKJIEHUN M IO OpraHu3alud B HUX JOKYMEHTOB. [IOHSATHEM «IOKYMEHT» OMpeeseTcs
uHOpMaNys, 3alMCaHHas JI0OBIM CIIOCOOOM Ha JIF000M MaTtepuase, U31aHHas WM MOJydeHHas
JT00BIM (PU3UYECKUM WM IOPUIUYECKUM B JII000I opraHM3aluu JUisl UCHOJB30BAHUS B CBOEH
JESTEIIBHOCTH.

Kypc «OnexkTpoHHbINl JOKYMEHTOOOOPOT» JaeT 0a30Bble 3HAHUS B O0JIACTH W3YYECHHUS
JIeNTOTIPOU3BOICTBA M PabOTHI C IOKYMEHTaMH B OpraHM3alnuu. B mpeiaraeMbeIx METOMYECKUX
YKa3aHUAX PacCMaTpPUBAETCS CYHIHOCTh U crienuduka JOKYMEHTUPOBAHUS YIIPABICHYECKON Je-
ATEIbHOCTHU; IPOUCXOAUT O3HAKOMJIEHHE C NMPAKTUKOW COCTaBICHUS OpraHU3aIl[MOHHBIX,
paclopsiANTENbHBIX U HHPOPMAIIHOHHO-CIIPABOYHBIX JJOKYMEHTOB,; OBJIaJICHUE HaBBIKAMHU
ApXMBHOT'O XpaHEHMsI JOKYMEHTOB U COCTaBJICHUsI HOMEHKJIATYpbI €.

Martepuan kypca obecrieunBaeT 3HaHUE OOIIUX MPUHIIUIIOB OPTaHU3ALINH.

Lenb OCBOCHUS TUCIHMILIMHBI 3aKII04aeTcs B (opMupoBaHUH HAO0Opa YHUBEPCAIBHBIX U
po)eCCHOHAIBHBIX KOMIICTCHIIMA Marucrpa 1o HampabieHuro moarotopku 38.04.02 Me-
HEDKMEHT,  (HampaBJIeHHOCTh (Mpoduis): «bu3HeC-aIMUHUCTPUPOBAHUE»), OCBOCHHUE CTY-
JIEHTaMH TEOPETUYECKUX 3HAHHUM B 001aCTH JEIONPOU3BO/ICTBA B OpraHU3aIlK U MPUOOpeTeHHe
NPaKTUYECKUX HABBIKOB B 001acTH O()OpMIICHUS JOKYMEHTAI[MH, HEOOXOAUMOU ISl IPUHSTHUS
IPaMOTHBIX YIPABIEHYECKUX PEIICHUN.

K 3amayam u3ydeHUs] TUCUUIUIMHBI OTHOCATCA: MOJy4YE€HUE 3HAHUI 110 OCHOBHBIM IIPUH-
UMaM, MOHATUAM (POPMUPOBAHUS HAYKH «DJIEKTPOHHBIM JOKYMEHTOOOOPOT», MPUHLUIOB U
3aKOHOB OpraHu3alluy JOKYMEHTO000pOTa Ha MPEeaNpUsATHH; GOPMUPOBAHUS YIPABIECHYECKOH U
WHOW OpraHM3allMOHHO-PACIIOPSIANTEIbHON TOKYMEHTALlUN; BEACHHE KaJpOBOTO JOKYMEHTO-
000poTa; CTPYKTYpy HOCTPOEHHUS TOKYMEHTOOOOpOTa B OpraHu3auuu; (popMHpOBaHHE yMEHUN
IIPUMEHATH IOJIyYEHHBIE 3HAHUS K PELIEHUIO BOIPOCOB IO OPraHU3alMOHHBIM IIpolieccaM Ha
NPEINPUSITUH OBJIaZICHHE OCHOBHBIMM IIPUHLIUIIAMU (POPMUPOBAHUS TOKYMEHTHUPOBAHUS yIIpaB-
JICHYECKON JEATeNbHOCTH, 3aKOHAMHU OpraHU3allMM, HaBBIKAMU COCTAaBJIEHUS HEOOXOIUMBIX
yIpaBJIE€HYECKUX JOKYMEHTOB.

B cooTBeTcTBHM C 3TMM OCHOBHOH LI€NbIO MPENOJaBaHUs AUCHUILUIMHBI BBICTYHAeT Gop-
MHUPOBAHUE Yy CTYJIEHTOB 3HaHUM, HABBIKOB U YMEHHUI B 00JIaCTH JIOKYMEHTUPOBAHUS yIIpaBJIeH-
YECKOU JESTEIBHOCTH.

®opmupyeMbl€ B IPOLIECCE U3YUEHUSI KOMIIETECHIINN:

YK-4

Cnoco0OeH MpuUMEHSTh COBPEMEHHbIE KOMMYHHKAaTHUBHBIE TE€XHOJIOTUH, B TOM YHCIIE Ha
MHOCTPaHHOM(BIX) S3bIKE (aX), U aKaJeMUYECKOTr0 U MPO(heCcCHOHAIIEHOTO B3aUMOIEHCTBHS

[IK — 1 Cnocoben mpoekTHpoBaTh U pa3padaThiBaTh MPOrpaMMy BHEIPEHHUS CUCTEMBI
IIPOLIECCHOTO YIPABIEHUS OPraHU3alun

[IK-5 — CriocoOeH OCyIecTBIATh ONMEPAIMOHHOE M CTPATErHYECKOE YIpaBJIeHUE TPO-
1[eccaMM aJIMMHHUCTPATUBHOIO, XO35MCTBEHHOTO, IOKYMEHTALlMOHHOI'O U OPraHNU3allMOHHOTO CO-
MIPOBOXK/IEHUS U O0eCTieueHus AeSITEIbHOCTH OpraHU3aliu

Pe3ynpraTsl 0CBOEHNS AMCLHUIUIMHEI B Pa3pe3e KOMIIETEHIINNI:

VK-4:

[IpuMeHsst 3HaHUSA O COBPEMEHHBIX KOMMYHHKATUBHBIX TEXHOJIOTHSAX MHOCTPAHHOM(BIX)
s3bIKe (axX), UIS aKaJIeMAYECKOTo M TPO(PEeCCHOHATFHOTO B3aUMOICHCTBUS CIIOCOOCH COCTaBIIATH
UCbMa, 3cce, pedeparbl, IPUHUMAThH y4acTUE B aKaJeMUUYECKHX U MPO(HEeCCHOHAIBHBIX AUCKYC-
CHUSIX



IIK-1:

[IpuMeHsist 3HaHUS O JTOKYMEHTAIIMOHHOM OOECTICUCHUH YTPABICHUS CIIOCOOEH COCTOSI-
HHUC CUCTCMBI IPOUCCCHOI'0 YIIPABJIICHHUA OpraHu3anuu U €€ COOTBETCTBUC Tpe6OBaHI/I$IM U neliie-
BbIM I1OKAa3aTCJIsIM OpraHu3aluu

T1K-5:

HpI/IMeHHH 3HaHUA O JOKYMCHTAIIMOHHOM O6GCHG‘ICHI/II/I YIIpaBJICHUA CHOCO66H oCy-
ECTBJIATH YIIPABJICHUE HpOoHCCCaMU JOKYMCHTALIMOHHOI'O U OPTraHHU3allMOHHOIO COIIPOBOXKIAC-
HUA U o6ecnequI/m ACATCIIBHOCTH OpraHu3alnuu, paBpa6aTBIBaTB Pa3IMYHBIC BUABI JOKYMECHTA-
o1y, peI‘JIaMeHTI/IpyIOH_II/Ie NCATCIIBHOCTD OpI‘aHI/ISaI_II/II/I

MCTO,Z[I/I‘IGCKI/IC YKazaHusa COACPXKAT PCKOMEHIAIHUN K IMPAKTHYCCKUM pa60TaM CTyaACH-
TOB M CIIMCOK PEKOMEHIOBAHHOM JINTEPATYPHI.

3a,[[a‘{I/I METOANUYCCKUX YKaBaHI/Iﬁ 110 BBIITOJHCHHUIO ITPAKTHYCCKUX pa6OT 10 JUCHOUIIJIMHE
«DNEKTPOHHBIN TOKYMEHTOOOOPOT»:

— aHalInu3 pOJII/I I/IH(1)OpMaIII/II/I nu IIOKYMGHTOB B praBHeHlIeCKOﬁ JACATCIIBHOCTH,

— UCCIIEIOBAaHHE CUCTEMBI JJOKYMCHTAIIUH MIPEIITPUSATHS;

— U3yYeHHE HOPMATHUBHO-IIPABOBOM 0a3bl JOKYMEHTAIIMOHHOTO  00ECIIeUYeHUs
yIpaBJICHUS;

— U3yuYCHHE YNPABICHYCCKOW  JIOKYMEHTAIlMd W  TPeOOBaHHMI K COCTaBJICHUIO U
0(hOPMIICHUIO TOKYMEHTOB;

— CO3JaHHE JJICKTPOHHBIX JIOKYMCHTOB;

— pa3paboTKa OpraHU3alNUOHHBIX, PACIOPSIUTEIBHBIX M WH(OPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB;

— OpraHu3aiys CUCTEMbI XpaHEHHS JOKYMCHTOB;

— aHaJIU3 KOMIUIEKCHOW CHCTEMbI YIIPABICHHS JOKYMCHTAMU HA IPEIANPUSTHA

[IpoBeneHne NMpakTUYECKUX 3aHATHIN MPEAIOIaracT aKTUBHYIO, LIEJICHANPABICHHYIO pa-
00Ty 00yJaromuxcs

]_IGJ'IB IMPAKTUYCCKOI'0 3aHATUA — YCBOCHUC Ba)KHEUIIHNX BOIIPOCOB KypCa U BBICTYIIJICHUEC
KaXJIOTO CTY/ICHTa Ha KaKJIOM MPAKTHYECKOM 3aHATHU. Ha MpakTUYecKOM 3aHSATHUH CTYACHTHI
JOJIDKHBI YMCETH OOBSICHUTHh ITOHMMAHUE HUMU BOITPOCOB TEMBI. 21]'[5[ 9TOro npu moAroToBKE K
NPaKTUYECKOMY 3aHSTHIO CTYJICHT JIOJDKCH BHUMATEIILHO MU3Y4YHUTh JINTEPATYPY U METOJIHUECKUE
PEKOMCHAAIWH, MMOATOTOBUTECA U OTBCTHTHL HaA JTII000H BOIIPOC TEMBI MPAKTHUYCCKOI'0 3aHATUA,
NIPOJIOJDKUTh BBICTYIUICHUE TPEIBIAYIIEro BhicTynaromero. CTyJeHT MOXET HCIOJIb30BaTh OC-
HOBHBIC HOPMATHBHBIC aKTbl U KOHCIICKTBI I/I3y‘leHHOI\/'I JINTCPATYPHI. Ka)KI[BIfI CTYACHT OOJDKCH
M0 YKa3aHWIO TMPEIOIaBaTelisi OTPEICH3UPOBATh COOOIICHUE, CIIEIIaHHOE MPEIbIIYIIUM BBICTY-
IarIInuM.

Texywiasa ammecmayusa Ka4ecmea yceo0eHus MaZuCmpamu nojay4yeHHbIX 6 npoyecce odyue-
HUA 3HAHU

Texymas arrecrauus paOOThl CTYJEHTOB OCYIIECTBIISIETCA B Ipollecce MPOBEICHUS
MIPAKTUYECKUX 3aHATUN HA MIPOTSHKEHUH CEMECTpa IIyTEM OLIEHKH YCTHBIX OTBETOB, a TAKKE pa3-
pabOTKU IPOEKTHOTO 3aaHUSI.

Ecnu cTyneHT He BBIOIHWI NPEAJIOKEHHOE 3aJjaHHe, a TAK)KE HE MIPOSIBIISAI aKTUBHOCTH
Ha MPAKTHYECKUX 3aHIATHUSIX, TO €ro paboTa B TEUEHUE CEMECTpa OLICHUBAETCS KaK HEY/IOBJIETBO-
putenbHasd. Eciu CTyIeHT NpommycKaeT 3aHATUS [0 YBaXKUTEIbHON NpuunHe (1o 00JIe3HU, UHU-
BUyaJbHBIN rpaduk 00y4yeHus), TO OH BBITIOJIHSET 33/1aHUs CAaMOCTOSTEIbHO BO BHEAYUTOPHOE
BpeMs. Ilpu 3ToM TecThl MOTYT OBITH 3aMEHEHBI Pa300pOM MPOOIEMHBIX CUTYaIUil 10 Ha3BaH-
HbIM TeMaM. [Ipeanonaraercs Taxke MPOMEXYTOUHas aTTecTalus B (hOpMe BHIIOJHEHUS MHUCh-
MEHHOH paboTHI B BUJIE TOKJIAJA.

HrtoroBoii ¢opMoi KOHTPOJIS TO MUCIMIUIMHE BBICTYIAET 3a4eT C OICHKOH, KOTOPBIN
npoBouTcs B 3 U 4 cemecTpe.



IIPAKTHYECKHE 3AHATHA

IIpakTnyeckoe 3ansaTue 1

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

Leab 1anHO TeMbI — ONIPEAETUTH POJIb HH(GOPMALIMU U IOKYMEHTOB B yIIPaBICHUECKOM
JIeATEIbHOCTH.

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

3HaHuUsI M yMeHHUsi, nIpuodperaeMble CTYACHTOM B pe3yJbTAaTe¢ OCBOCHUS TeMbI
NPAKTHYECKOro 3aHATUsA, (PJOPMHUPYeMble KOMIIETEHIIMH MJIM MX YAaCTH: B IIPOLIECCE U3yde-
HUS JAHHOM TE€MBbI CTYICHTHI IOJDKHBI 3HATh OCHOBHBIE MOHSATHS U HOPMAaTHBHO-TPABOBYIO 0azy
JOKYMEHTAITMOHHOTO OOECTICEYeHHUs YIPABICHHS; MPaBUiIa TOKYMEHTAIBLHOTO O()OpMIICHHUS pe-
[IEHWH B YIPaBIEHUU ONEPALMOHHOW (MIPOU3BOJCTBEHHOI) AESATEIbHOCTH OpraHu3aluid mpu
BHEJIPEHUHU TEXHOJOTMYECKHX, IIPOTYKTOBBIX NHHOBALMMA HJIM OPraHU3allMOHHBIX U3MEHEHUN.

B npouecce n3yvenusi JaHHOH TeMbl (POPMHUPYIOTCH cJIeAyOIMe KoMmneTeHunu: YK-
4, I1K-3, T1K-5.

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

Teoperuyeckas 4acThb

Joxymenmupoganue (co3fganue T0KyMEHTa) — 3alKuch WH(GOpPMALMK Ha pa3iIM4YHbIX HO-
CUTEJIX 10 YCTAaHOBJIEHHBIM IpaBmiaM. JIOKyMEHTUPOBaHUE — pErilaMEHTUPOBAHHBIN IMpoliecc
3anucu UHpopMalu Ha Oymare WM MHOM HOCHUTENEe, 00eCIeunBaOLINi ee IOpUANYECKYIO CH-
ny. Beerna ocymiectBisieTcs o ONpeneaeHHbIM paBUiiaM, YCTAHOBJICHHBIMU MPAaBOBBIMH HOP-
MaTUBHBIMM aKTaMU WJIM BBIPAOOTAHHBIMHU Tpaiuuueil. JJokyMeHTHpOBaHUE MOXKET OCYLIECTB-
JSATHCS HA €CTECTBEHHOM MJIM MCKYCCTBEHHOM $I3bIKAX U C UCIIOJIb30BAHUEM Pa3HOOOpPa3HBIX HO-
curtesnei nHpopmanuu.

[Ipy HOKYMEHTHpPOBAaHUU HA €CTECTBEHHOM S3BIKE CO3/1al0TCSI TEKCTOBBIE JOKYMEHTHI,
coJiepKalle peueByro MHGpopManuio, 3ahUKCUPOBAHHYIO JIHOOBIM THUIIOM HHCbMa WM JIFOOOH
CHUCTEMOM 3BYKO3aIUCH.

CpencrBa JOKYMEHTUPOBAHUSA:

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

- MEXaHUYECKHE U IEKTPOMEXaHndeckHe (IMKTO(POHBI, KHHO- U BUJIEO- TEXHUKA U JIp.);

- Cpe/ICcTBa aBTOMAaTH3aMN — KOMIIBIOTEPHASI TEXHHUKA.

TexkcTOBOI TOKYMEHT — JIOKYMEHT, COJepKalNi pedyeByro nHpopManuio, 3apuKcupo-
BaHHYIO JIOOBIM THUIIOM MUChbMa WJIM JIFOOOH cHUCTEeMON 3BYKO3amuCH (IMHMCbMEHHBIN JOKYMEHT,
PYKONKCh, MAITMHOMUCHBIN JOKYMEHT, BUI€OTpaMMa JIOKYMEHTA, (POTOIOKYMEHT).

Kuno-, poTo1okyMeHThl — H300pa3uTeIbHbIE TOKYMEHTHI.

AyIHOBU3YAJIbHBIA TOKYMEHT — JIOKYMEHT, COACp KA M300pa3UTEbHYI0 U 3BYKO-
BYIO HH(OpMAIHIO.

KuHomokyMeHT — 1300pa3uTenbHbIil UM ayJHMOBU3YaJIbHBINA JTOKYMEHT, CO3/IaHHBIN KH-
HeMaTorpauyeckuM crocoooMm.

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

Hxonorpaguyeckmii JOKYMEHT — JIOKYMEHT, COAEp)KaIMK NMPEHUMYIIECTBEHHO H300-
pa’keHHE IPOU3BEICHUN UCKYCCTBA,

Bomnpocsl 1i1st 00Cy:KIeHUst
1. Yro Takoe JOKyMEHTUpPOBaHHE HHPOpMALIUN?
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2. Tlepeuncnnte OCHOBHBIC MOHATHSA JOKYMEHTUPOBAHUS YIIPABICHYECKOH 1A TEIbHO-
CTH Ha MIPEANPUATHH.

3. OxapakTepusyiiTe aBTOMAaTU3UPOBAHHBIE TEXHOJIOTHUH IOKYMEHTHUPOBAHHS U JOKY-
MEHTO000pOTa KaK KOMIIOHEHT CHUCTEMbl KOMIUIEKCHOW aBTOMATH3allUM JEATEIIbHO-
CTH MPEANPUATHS.

4. VYupapieHHe JOKYMEHTaMH — (DYHKIMSI COBPEMEHHOT'O MEHEIKMEHTa OpraHU3aliu

3aganusa
1. PaccMoTpeTh THIIBI JOKYMEHTOB, HCIIOJIb3YEMBIX B YIPABICHYECKOH IESATEIHLHOCTH
PEAPUATHIA.
2. Pa3paboraTh makeT JOKYMEHTOB JJIs MPEANIPHUATHS Majloro Ou3Heca

Jlureparypa:

Ilepeyenb 0CHOBHOI1 JTUTEPATYPBI:

1. Kysnenosa U.B. JlokyMeHTUpOBaHUE YIIPaBICHYECKON NEATEIbHOCTU [DIIEKTPOHHBIN
pecypc]: yueOnoe nocobue / M.B. Ky3nenosa, I'.A. XauaTpsiH. — DJIEKTPOH. TEKCTOBbIE J1aH-

Hble. — Mocksa: Jlamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocryma: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaydbman H.IO. JlokymeHTHpOBaHUE yNPaBICHUECKON JEATENbHOCTH [DJIEKTPOHHBIN
pecypc]: yueonoe mocobue/ Kaypman H.FO.— DnekTpoH. TekctoBbie qaHHbIe.— OMCK: OMCKHiA
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

Tema 2 JIOKyMeHT U CUCTEMBI TOKYMCHTAIUH

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

3agaum: onpezaeneHue poiu UH(GOPMAIMU U JOKYMEHTOB B YIIPABICHUECKOM 1eATebHO-
CTH NMPEANPUATUH U OpraHU3aluil pa3IudyHbIX (POPM COOCTBEHHOCTH U cep IeATENbHOCTH.

3HaHUsI W yMeHHUs, npuoOpeTaemMble CTYJIEHTOM B pe3yJbTaTe OCBOCHUS] TeMbI
NPaKTHYECKOro 3aHATHS, (opMUpyeMble KOMIETeHIMH WM UX YaCTH: B MPOIECCEe U3yde-
HUS  JIUCIMIUIMHBI CTYAEHTHI IOJIKHBI U3YUYUTh OCHOBHBIE MOHATUS U HOPMAaTHBHO-TIPABOBYIO
0azy  JTOKYMEHTallMOHHOTO OOeCHedyeHMs YIpPAaBJICHHS; METOAMKY aHaiu3a HHPopMaluu o
(YHKIIMOHUPOBAHUM CHUCTEMbl BHYTPEHHETO JOKYMEHTO000pOTa OpraHu3aliy; YHU(UIIUPOBaH-
HBIE CHCTEMBI JIOKyMEHTAINN

B npouecce n3yuennst AaHHO# TeMbl (POPMHUPYIOTCS CJIeAyOmMe KomnereHuun: Y K-
4, IK-1, TIK-5.

AKTYaJbHOCTh T€MbI 3aK/JII0YAeTCA B ONPEACICHUH POJU JOKYMEHTOB B YIPaBJICH-
YECKOM N1eATeNbHOCTH U UX MPaBUIBLHOM OQOpPMIIEHHH, OO0YCIOBIEHa HEOOXOAMMOCTHIO ajam-
TaIlMM OPTaHM3aLUHU K TPEOOBAaHUSAM MUKPO U MaKpOCPEIbl MPEANPUATHS, K OBJIAJICHUIO0 HOBBIMU
3HAaHUSMH U TEXHOJIOTHSIMH, YTO 0COOCHHO BaYKHO B YCIIOBHSX IIU(PPOBU3AIMHA YKOHOMHKH.

TeopeTuyeckas 4acTb

Kaxxnprit TOKyMEHT mpencTaBisieT coOOH 3JIEMEHT COOTBETCTBYIOIICH CHCTEMBI JTOKY-
MCHTAIIUN.


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

CucreMa JOKyMEHTALMM — COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX IO MPH3HA-
KaM TPOMCXOXKJICHNS, HA3HAYCHUS, BU/A, Cephl NESITEIbHOCTH, €IUHBIX TPEOOBAaHUN K WX
o OopMIICHHUIO.

Cucrembl TOKYMEHTAIHU:

OpTraHU3aIOHHO-PACTIOPSAUTEIbHAS;

IUIaHOBAs;

OTYeTHas;

UH(OPMAIIMOHHO-CIIPABOYHAS U CIIPABOYHO-aHATUTHYECKAS;

¢dunancoas;

JOTOBOpHAS;

0 TUYHOMY COCTaBY;

[0 MaTepUaAIbHO-TEXHUIECKOMY CHA0)KEHHIO;

OTpaKaroIiye OCHOBHYIO JIEATEIIbHOCTh OPTaHU3AIHH.

Cucrembl TOKYMEHTAIINH, OTPAYKAIOIIHE OCHOBHYIO JAEATEILHOCT OPTaHU3aIIH:

1. Ha MpOW3BOACTBEHHOM NPEANIPHUITAN — IPOU3BOJICTBEHHAS JOKYMEHTAIIHS;
2. BIIeYeOHOM YUPEKICHUH — CUCTEMA MEUITMHCKON JJOKYMEHTAIHH;
3. B By3€ — cHCcTeMa JOKYMEHTAIUH 110 BBICIIEMY 00pa30BaHUIO; U T.1.

OduuuanbHblii TOKYMEHT — JOKYMEHT, CO3JaHHBIA IOPUAMYECKUM WIH (PU3HYECKUM
TUIOM, O(hOpPMIICHHBIN B yCTaHOBJICHHOM Topsinke. K cucreme odunmansHol TOKyMEHTaUU
OTHOCSITCS HAay4yHble, TEXHHYECKUE (KOHCTPYKTOPCKHE), TEXHOJIOTMYECKUE, MPOU3BOCTBEH-
HBIC, YIIPABICHYECKHE JOKYMEHTHI.

YrnpasijieHuecKHe TOKYMEHTBI — KOMIUICKC JOKYMEHTAlluH, 00ecreunBaromeil yrnpas-
JSIeMOCTh OOBEKTOB KaK B PaMKax BCETO FOCYJapCTBa, TaK U B OT/ACIBHON OpraHu3aIuu.

JIOKyMeHTBI N0 JJHYHOMY COCTABY — CUCTEMa JOKYMEHTALMH 10 00eCIIeYeHHUI0 Kajpa-
MHU.

JIOKYMEHT JIMYHOT0 NMPOMCXO0KAEHUS — JTIOKYMEHT, CO3JJaHHbII JIUIIOM BHE C(ephl ero
CITy’)K€OHOH JesITeTbHOCTH WM BBITOJHEHHS OOIIECTBEHHBIX 00s3aHHOCTEH. Mcmonp3oBanme
TePMUHA <JIMYHBIA JOKYMEHT» NMPUMEHMUTENBHO K ITOM CHCTEME JOKYMEHTAIMM HEeNpaBo-
MEPHO.

Bua noxymMeHTa — NpuHaUIeKHOCTh TMCbMEHHOTO JJOKYMEHTa K CUCTEME JIOKyMEHTallun
0 MIPU3HAKAM COJIEPYKaHMS U [eJIEBOro Ha3HavyeHus. HampumMep, K OCHOBHBIM BHJIaM OpraHu-
3alMOHHO-TIPABOBBIX JTOKYMEHTOB OTHOCSITCS YCTaBbl, IOJIOKEHUS, PETJIAMEHTHI, ILITaTHbIE
pacrucaHusi, MHCTPYKIIMH, MTPaBHUia, MaMATKU U T.I. B cBOIO ouepenp BUI JOKYMEHTA IMOJ-
paszzaensiercs Ha pasHOBUAHOCTU. Hampumep, pa3HOBUIHOCTH MPUKA30B — MIPUKA3bl 10 OCHOB-
HOW JEATENBHOCTH, 10 JHMYHOMY COCTaBy, pacnopsbkeHus. CocTaB BUAOB M Pa3HOBUIHOCTEH
yIIpaBJIEHYECKUX JOKYMEHTOB PErjJaMeHTUPYETCs 3aKOHOAATENbCTBOM, IOCYJapCTBEHHBIMU
CTaHJapTaMH, OOMIEPOCCUICKIMHU KilacCU(PUKATOpaMH TEXHUKO-DKOHOMUYECKOH M COIHAIIb-
HOW MH(OpPMAIMM, HOPMATUBHBIMU JIOKyMEHTAMHU M MHCTPYKIHMSIMH TOCYJIapCTBEHHOH ap-
XUBHOM CITYXOBI.

CoNor~LNE

Bonpocsl 1151 00cyKka1eHus

1. Kak pa3BuBaiuch ciocoObl CO3/1aHHS TOKYMEHTOB?

2. [laiiTe onpeneneHne NoHATHS «JJoKyMeHT».

3. KakoBbl QyHKIINH TOKyMEHTa?

3. PacckaxxuTe 0 TUIOJIOTMH JOKYMEHTOB.

4. llepeuncnure TpeOOBaHUS K KaUeCTBY yIPaBICHUECKOIO JOKYMEHTA.

3ananus
1. M3yunte u mpencTaBbTe B BHJIE MPE3CHTAIMM OCHOBHBIE ATambl ()OPMUPOBAHUS U
pa3BUTHS JOKYMEHTHPOBaHUs B Poccuu u 3a pyOekoMm.



Jlureparypa:
IlepeyeHb OCHOBHOM JIUTEPATYPBHI:

1. Ky3nenoa 1.B. JlokymMmeHTUpOBaHHE YIIPaBICHYECKOMN AESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe nmocobue / 1.B. Ky3nenona, I'.A. XadatpsH. — DJIEKTPOH. TEKCTOBbIC JaH-
Hble. — Mocksa: Jlamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

1. Kaybman H.JO. JlokyMeHTHpOBaHHE YIPaBICHYECKON NEATCIbHOCTH [DIICKTPOHHBIN
pecypc]: yae6Hoe mocobue/ Kaypman H.FKO.— Dnektpon. TekctoBbie qanabie.— OMCK: OMCKUi
rOCyIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pgocryma:
http://www.iprbookshop.ru.

Tema 3 HopmaTuBHO-npaBoBasi 6a3a JOKYMEHTALIMOHHOT0 o0ecrieyeHHs1 ypaBJIeHusl

Heab: pacmMpuTh M 3aKpeNUTh 3HaHUS IO BOIPOCAM HOPMAaTHUBHO-IIPABOBOIO obecre-
YEHHs] OpraHu3aluu Ipoliecca JOKYMEHTUPOBAHMS Ha MPEANPUATUSAX PA3NIUUYHBIX chep aes-
TEIBLHOCTH ¥ (OPM COOCTBEHHOCTH.

3agauu: paccMOTPETh OCHOBHBIE HOPMATHBHO-IIPABOBBIE AaKThI, pEriaMEHTHPYIOIIHNE
OpraHM3alMIo IPoLEcca JOKYMEHTUPOBAHUS YIIPABICHUYECKON NEATEIbHOCTU IPEIIPUATHS.
3HaHMA ¥ yMeHMs, Ipuo0peTaeMble CTY/ICHTOM B pe3yJibTaTe OCBOCHHMS TeMbl NMPaKTH4e-
CKOro 3aHATHA, GopMHpPYyeMble KOMIIETEHIMH WJIM WX YACTH. OCHOBHBIEC IOHATHS M HOpMa-
TUBHO-TIPAaBOBYIO 0a3y JOKYMEHTAI[MOHHOIO 00eCTeUeH s yIpaBIeHUs; MpaBuila JOKyMEHTalb-
HOTro 0(hOpMJICHHUS pElIeHUH B YIPaBICHUN ONEPAllMOHHON (ITPOM3BOJICTBEHHOI) 1€ATEIbHOCTH
OpraHu3alyil Ipyu BHEIPEHUH TEXHOJOTUYECKUX, TPOTYKTOBBIX MHHOBALMN UM OpraHU3allMOH-
HBIX U3MEHEHMH; METOJUKY ITOATOTOBKH OPIaHU3ALMOHHBIX U PACHOPSAUTEIbHBIX TOKYMEHTOB,
HEOOXOIUMBIX JJISl CO3/1aHUs HOBBIX MPEANPUHUMATENBCKUX CTPYKTYP;

B npouecce n3ydennst AaHHO# TeMbl (POPMHUPYIOTCH cieayome KoMmneTeHuun: Y K-
4, TIK-1, TIK-5.

AKTYyaJlbHOCTH TeMbl. V3yueHHe HOPMAaTHBHO-NIPABOBOW 0a3bl JOKYMEHTAIL[MOHHOI'O
oOecrieueHns ynpaBlieHus, SBISIONICNCS HEOThEMIIEMOM YacThl0 OpraHMU3alMK Mpoliecca JOKY-
MEHTUPOBAHUS Ha NPEANPUATHH.

Teoperuyeckasi 4acThb

Oprann3anvoOHHO-TIPABOBBIE JTOKYMEHTBI 3aKPEIUIAIOT CTaTyC OPraHU3allly KakK IOpUau-
YECKOT0 JINLA, MOPAT0K OPOPMIIEHHS OPraHU3alMOHHO-TIPaBOBOM (HOPMBI, 3aKPEIUISIIOT €€ opra-
HU3AIMOHHYIO CTPYKTYPY, (DOPMBI M METO/IbI yIIpaBIIEHUs, TpaBa U 003aHHOCTU JTOJHKHOCTHBIX
JuI 1 nepconana. OpraHn3aliMOHHO-TIPaBOBbIE TOKYMEHTHI CO/IepKaT MOJIOKEHHUs, CTPOro 00si-
3aTeIbHBIE U1 UCIIONIHEHNS U PEAIN3YIOT HOPMBI IPaKJaHCKOTO U aJIMUHUCTPATUBHOIO MPaBa,
ABJISAACH TPABOBOM OCHOBOW JESTENLHOCTH OpraHU3alyi. DT JOKYMEHTHI B 0053aT€IbHOM IO-
psAKEe MPOXOIAT MPOLETYPY YTBEPAKACHMSI BBIIIECTOSIENH OpraHu3aluel, pyKoOBOAUTEIEM Op-
TraHU3alUuy WIK €€ KOJUJIETHAIbHBIM OpraHOM YIpPAaBJIEHUS U 0053aTeNbHO COJAEPHKAT B COCTaBe
00513aTeNIbHBIX PEKBU3UTOB I'pU() yTBEPKICHHUS.

OpraHu3aliOHHO-TIPaBOBbIE JOKYMEHTHI MOAPA3IEISIOT Ha yUYpPEeIUTENbHbIE TOKYMEHTHI
IOPUJINYECKOTO JIMIA (YyUYpeIuTeNbHbIA IOTOBOP U YCTaB) U OPraHU3aI[MOHHBIE TOKYMEHTHI (110-
JIO’)KEHUE O CTPYKTYPHBIX MOJAPA3/EICHUAX, KOJIJIETHAIbHBIX COBEIIATEIbHBIX OpPraHax, IITaTHOE
pacnycaHue, perJjaMeHT OpraHu3alii, THCTPYKIUH 110 BOIIPOCaM JESTENIbHOCTH, HY KAl M-
Csl B perJIaMEHTallMK U IpYTHe PeriiaMeHTUPYIOIIHNE JOKYMEHTHI).

IOpunnyeckuM JIMIIOM CUMTAETCs OpraHu3alys, KOTopas MMeeT B COOCTBEHHOCTH, XO-
39 CTBEHHOM BEJCHUU WIM ONEPAaTUBHOM YIpPaBIEHUU 000COOJEHHOE UMYIIECTBO M OTBEYAET
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[0 CBOMM 00s53aTeIbCTBAM 3THM HMYIIECTBOM, MOXXET OT CBOETO MMEHH MPHOOpeTaTbh M OCy-
IIECTBJIATh UMYLIECTBEHHbIC U HEMMYILECTBEHHBIE ITpaBa, HECTH B3AThIE Ha ce0s1 0053aHHOCTH B
COOTBETCTBUH CO CBOMM YCTAaBOM, OBITh HCTIIOM U OTBETYMKOM B CYJI€.

IOpunnyeckoe nuIo AEHCTBYET Ha OCHOBAHUH YCTaBa, JIMOO YUPEAUTEIBHOIO JOIOBOpPa
U YCTaBa, JIMOO TOJIBKO YUPEAUTEIHLHOTO JOrOBOpa. B OTAENBHBIX Cilydasx, MperyCMOTPEHHBIX
3aKOHOM, IOPUINYECKOE JIUIIO, HE SABJISIONIEEC KOMMEpUYECKOl opraHu3alnue, MoKeT JIeicTBO-
BaTh Ha OCHOBAHMU OOIIETo MOJI0KEHUsI 00 OpraHu3aluy JaHHOTO BUA.

VYupenuTenpHbli JOrOBOp 3aKJIHOYAETCs, a YCTaB YTBEPKIACTCS €ro y4peauTess MU
(yyacTHUKaMM).

HopmartuBHO-MeToMueckass 0a3a JEIONpPOU3BOACTBA - 3TO COBOKYHMHOCTb 3aKOHOB,
HOPMATUBHBIX TPAaBOBBIX AaKTOB M  METOJMYECKHUX JIOKYMEHTOB, PETJIAMEHTHUPYIOLINX
TEXHOJIOTUIO CO3/1aHus, OOpabOTKH, XpPAaHEHUs M MCIIOJIb30BAaHUS JIOKYMEHTOB B TEKYLICH
NESITeIbHOCTH YUPESKICHHS, @ TAaKXKE PEriJaMEeHTUPYIOIUE padoTy CIyKO IeIonpon3BOJICTBA -
ee CTPYKTYpY, PYHKILHUH, IITATI, TEXHUYECKOE 00ECIIeUYeHHE U JIp. aCIEKTHI.

HopMaTuBHO-IpaBOBOM akT — 3aKOH, KOJEKC, ITOCTAHOBJIIEHWE, MHCTPYKLUS U JIpyroe
BJIACTHOE NPEANHCAHHE T'OCYAAPCTBEHHBIX OPraHOB, KOTOPOE YCTaHABIMBACT, MU3MEHSET MU
OTMEHSET HOPMBI TpaBa. [Ipennucanus HOpMaTHBHO-TIPABOBBIX aKTOB HOCAT OOLIHIA XapakTep U
HalpaB/IeHbl HAa PEryJMpOBaHUE OIPENEJIEHHOr0 BHJA OOLIECTBEHHBIX OTHOWEHHH. B PO u
€BPONEHCKUX TOCyIapCTBaX HOPMATHBHO-TIPABOBOM aKT SIBJISCTCS OCHOBHBIM HCTOYHHKOM
npasa.

HopmaruBHO-MeToqMuecKkast 6a3a AeIonpon3BOACTBA BKIIOYAET B CEOS:

e 3aKoHojaTesbHbIe aKkThl PO B chepe nHPpOpMaLuu U JOKYMEHTALUH;

e yKkazbl M pacnopsbkeHus Ilpesugenra P®, nocraHOBiIeHHS U PaCHOPSKEHMS
[TpaButenscTBa PO 1Mo Bompocam TOKyMEHTAIIMOHHOTO o0ecrieueHrs Ha (eiepalbHOM YPOBHE,

® [paBOBble AaKThl (hefepaibHBIX OPraHOB HCIOJHUTEIBHONH BIacTH (MHHUCTEPCTB,
BEJIOMCTB, KOMUTETOB, CIIYk0 U Jp.);

® [PaBOBBIC AaKThl OPTaHOB IPEICTABUTEIHHON M WCIIOJHUTEIHEHOW BIACTH CYOBEKTOB
P® u ux TepputopuanbHbIX 00pa3oBaHUil, perIaMeHTHPYIOIIKE BOIPOCH! AETIONPON3BOCTBA;

® [IpaBOBbIE AaKThl HOPMATHBHOTO M HWHCTPYKTUBHOI'O XapakTepa, METOAMYECKHUE
JIOKYMEHTBI 10 JIEJIONPOU3BOJICTBY YUPESKICHUN, OpraHU3avii U NpeanpusTUii;

- MHCTPYKILUH TIO JEJIOIPON3BOICTBY

- MOJIO’KEHUS O CITYXKO€ 110 1eJI0NPOU3BOJICTBY

- JOJKHOCTHBIE MHCTPYKIIUU

- Tabenb yHU(PULIHPOBAaHHBIX (hopM

- nepevyeHb PErUCTPUPYEMBIX U HEPETHUCTPUPYEMBIX TOKYMEHTOB

- nepevyeHb YTBEPXKIAeMbIX JOKYMEHTOB U JIOKYMEHTOB Ha KOTOPBIX CTaBUTCS
nevaTh

e TrOCyJIapcTBEeHHbIE cTaHAapThl Ha JokyMeHTanuio (I'OCTrr);

e yHupuuupoBaHHble cucTeMbl TokymeHTauuu (YCJ);

e oOmepoccuiickue KJIacCU(PUKATOpPhl  TEXHUKO-DKOHOMHYECKOM H  COIMATBHOM
unpopmanuu (OKTIN);

® TOCYJapCTBEHHYI0 CHCTEMY JIOKYMEHTAllUOHHOTO O0O€CledYeHMs]  yIpaBiIeHUS.
OcHoBHblE TpeOOBaHMA K JOKYMEHTaM U CiIyk0aM JOKYMEHTAllHOHHOTO obOecrnedeHus
(rcaoy);

® HOpMaTHBHBIE IOKYMEHTHI 10 OPTaHU3AIMH YIIPABIEHYECKOTO TPYAa U OXpaHe TPYAa;

® HOpMAaTHBHBIE JIOKYyMEHTHI 10 OPTaHU3AIMH APXUBHOTO XPAHEHUS JTOKYMEHTOB.

OTH TOKYMEHTHI HMEIOT BBICIIAN TIPUOPHUTET U o0mIedeepatbHy0 3HAUUMOCTb.

HopmatuBHO MeToauuecKkoe peryiupoBaHHE JeONPOU3BOACTBA MO3BOJSET I'PAaMOTHO
OpraHU30BaTh BCIO CUCTEMY JEJIONPOU3BOJICTBA B 1esIoM. JlaHHOE peryinupoBaHUe OCYIIECTBIS-
eTcsl C IIOMOUIBI0 HOPMAaTUBHO METOANYECKOMN 0a3bl, C TOMOIIBIO0 KOTOPO BO3MOKHO MTPABUIBHO
co3aTh U OOPMHUTH JOKYMEHT, MPHJIAB €My FOPUAMYECKYIO CHITy, OpPTaHH30BaTh JOKYMEHTO-
000poT, 1 00eCTIeUYNTh XpaHEHHE U HCIIOJIb30BaHNUE JOKYMEHTOB TEKYIIEH AesTETbHOCTH.
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Bonpocs! nuis1 06cyxneHust

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

2. llepeuucnure JOKYMEHTHI, MOJITBEPXKAAIONINE OPraHU3AlMOHHO-TIPABOBOM  CTaTyC
HOPEIIPUATHS U €r0 TOCYTapCTBEHHYIO PETUCTPALIUIO.

3. Yro Takoe Enunas cuctema kiaccupuKaui U KOIUPOBAHUS TEXHUKO-2KOHOMUYECKON U

coranbHOM nHpopManun?

Kakwue rpynmsl kinaccugpukatopoB Bel 3Haere?

5. B uyem cocTout Ha3HayeHHE U OCHOBHOE cofepxkanue OOIepoccuiickoro Kiaccupukaro-
pa ynpaBJIeHYECKON JOKYMEHTAIUU?

6. B dem cocTouT Ha3HAYeHHE U OCHOBHOE cojepkanne OOIIepocCuiickoro KiacCu(puKaTo-
pa npeAnpusTAN U OpraHu3anui?

7. PacckaxuTe O HOPMAaTUBHO-METOAMYECKHUX JOKYMEHTaX IO JeNONpPOU3BOACTBY U
OpraHM3aly ApXUBHOI'O XPaHEHUS TOKYMEHTOB.

8. KakoBbl ocobeHHOCTH Kiaccupukanuy, YyHUPUKALIMM W CTaHAApPTH3AlUH B
JIeTIOTPOU3BOICTBE?

9. MexayHapoJHbIe CTAaHAAPTHI B 00JaCTH pabOThI C JOKYMEHTAMH.

>

3aganusa

1. IIpoBecTH CpaBHUTENBHYIO XapAKTEPUCTUKY HOPMAaTUBHBIX TOKYMEHTOB, PETJIaMEHTH-
PYIOLIMX IPOLECC OPraHU3ALNUH JOKYMEHTUPOBAHUS Ha IPEIIIPUATUN.

Jlureparypa:
IlepeyeHb OCHOBHOM JTUTEPATYPbI:

1. Ky3nenoa 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe nmocobue / N.B. Ky3nenona, I'.A. XauarpsH. — DNEeKTPOH. TEKCTOBbIE JaH-
Hble. — Mocksa: Jlamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocryma: http://www.iprbookshop.ru.

Ilepedyenb 1OMOJHUTENBHOMN JTUTEPATYPHI:

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

Tema 4 YnpaspiieHYecKasi JOKYMEHTAUUsA: TPeOOBAHMUS K COCTABJICHUIO U 0()OPMIIEHHIO,
¢opmyasip-odpasen, cocTaB M pacnoJioKeHne PeKBU3UTOB.

Iean: pacivpuTh U 3aKPENUTh 3HAHUS IO BOIIPOCAM HCIIOIB30BAHUS CO3JaHUs YIIpaB-
JIEHYECKON JOKYMEHTAIINH.

3agaun: W3y4YUTh YIPABICHYECKYIO JOKYMEHTAIMIO: TPEOOBAHHUS K COCTABJIICHHIO M
odopmieHuto, Gopmynsp-oOpasel], CoCTaB U PacloOI0KEHUE PEKBU3UTOB.

3HaHUSI M yMeHHUsl, mMpuodpeTaemMble CTYAEHTOM B pe3yJbTaTe OCBOEHUS TeMbI
NMPAKTUY€CKOro 3aHATUs, (opMuUpyeMble KOMIIETEHIIUM WM MX YACTH: B IIpOIIECCEe U3yue-
HUSl TUCIHUIUIMHBI CTYACHTBl MOTYT OCYIIECTBISTH TOKYMEHTalIbHOE O(OpMIICHHE PELICHUI B
YIOPaBJICHUHU OMEPALMOHHON (ITPOU3BOACTBEHHOMN) AESITENILHOCTA OpTaHU3aluid MpU BHEAPEHUU
TEXHOJIOTMYECKUX, MPOAYKTOBBIX MHHOBAIIUI WX OPraHU3al{MOHHBIX U3MEHEHUM.
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B nponecce n3yyennst JaHHO# TeMbl (POPMHUPYIOTCH CJeayOIMe KomnereHuun: Y K-
4, I1K-1, T1K-5.

AKTYaJlbHOCTH TeMbl. YTIPaBICHHUE COBPEMEHHBIM MPEANPHUATHEM TpeOyeT CO3TaHHs
pasHOOOpa3HBIX JIOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOXKHO peIllaTh 3a/1a4M TUIAHUPOBAHHS U Op-
raHU3al1y, ONIEPATUBHOIO YIIPABJICHUS BCEMHU aCIIEKTaMU €T0 IEATEIbHOCTH.

B nmokxymeHTax comepxkuTcs uHpOpMaIys, HeoOXoquMas ISl aHAJIM3a CUTYallud U TPU-
HATUS YIPABJICHYECKUX PEIICHUN. YIIPaBICHUECKHE PEUICHHUS IOIY4aroT JOKYMEHTaJIbHYIO
dbopMy a7 Iepeiaur COOTBETCTBYIONIEH HH(GOPMAIMK U 00eCTIeYeHNUS HCTIOTHEHHSI PEIICHUH.

TeopeaneCRaﬂ 4acTb

Yuaudunuposannas cuctema aokymeHtanuu (Y CJ]) — COBOKYITHOCTh B3aMMOYBSI3aHHBIX
YHU(PHUIIUPOBAHHBIX (POPM JOKYMEHTOB, 00ECIIEUNBAIOIINX IOKYMEHTUPOBAHHOE IIPEICTABICHHE
JAHHBIX B OINPEACIECHHBIX BHJIAX XO3SMCTBEHHOM NEATEIBHOCTH, CPEICTB UX BEIEHMS, HOpMa-
TUBHBIX U METOJUYECKHX MaTepUAIOB M0 UX pa3padOTKe U MPUMEHEHHUIO.

YHaudukanus o0ecrieunBaeT YCTAaHOBICHHUE SIMHOO0Pa3usl cocTaBa M ()OpM yIpaBlieHYe-
CKHUX JOKYMEHTOB, CO3/IaBa€MbIX MPHU PELICHUU OJHOTHUITHBIX YIpaBlIeHYECKUX (YHKIHMHA U 3a-
Jau.

Cpenu peiictByrommx B Hactosimiee Bpems YCJ[ I1eHTpanbHOE MECTO 3aHHMa-
eT YHu(UIMPOBaHHAS CHCTEMa OpraHU3allMOHHO-paciopsauTenbHon jokymentanuu (Y COP/I).

OcHoBHblE ~TpeOOBaHMSI K COCTaBICHHIO U  OQOPMIICHHIO  OpraHU3alMOHHO-
pacnopsiAUTeNbHBIX JOKYMEHTOB ycTtaHoBieHbl cranmaprom 'OCT P 6.30-2003. Yuudummpo-
BaHHbIE  CHCTEMbl  JOKyMEHTallMu. YHU(UIUPOBAHHAs  CHCTEMa  OpraHU3alUOHHO-
pacnopsiAUTeNbHON JOKyMeHTauu. TpeboBanus K oOpMIICHUIO JOKyMEeHTOB. — M: ['occraH-
napt Poccun. 2003.

Ha ocHoBe mexxayHapoaHbix crannaptroB B Poccun paspadoran 'OCT P MCO 15489.1-
2007 «CUBU . Ynpaienue nokymenTamu. O01ie TpeOoBaHus .

OTOT CTaHAAPT PErylIupyeT MPOLECChl YINpaBiICHHUs] JOKYMEHTaMHU TOCYJapCTBEHHBIX U
KOMMepueckux  opranusamuii. OH  Obu1  moxaroroeieH — BceepoccuiickuM — HayyHO-
HCCJIEIOBATEILCKUM MHCTUTYTOM JIOKyMeHTOBeJeHHUs u apxuBHoro naena (BHUWUIAJ) na oc-
HOBE MeXayHapoaHoro crangapta ISO 15489-1:2001 Information and documentation. Records
management. General. HaumeHnoBanue ero yro4HeHO 0 OTHOIIEHUIO K PYCCKOSI3BIYHOMY TIepe-
BOoly MexayHapogHoro crangapta MCO 15489-1-2001 «Mupopmanuss M JOKyMEHTAIMs.
VYnpasnenue 3anucsamu. O0mue TpeOOBaHUSA» B YacTU YHNOTPEOJEHUS TEPMHUHA «3alucu». AH-
IJIOSI3BIYHBIE TEPMUHBI «records» U «document» B HAcCTOSIIEM CTaHAapTe OOBEAMHEHBI B pyc-
CKOSI3bIYHBIN TEPMUH «IJOKYMEHT».

Crangapt peryaupyer MpoLecchl YIPaBJICHUs TOKYMEHTaMU B TOCYJapCTBEHHBIX, KOM-
MEpUYECKUX U OOIIECTBEHHBIX OpraHu3anusx. B HeM yeTko mpornucaHa mpoueaypa ornpeaeaeHus
Y UCTIOJIb30BAaHUSI HOPMAaTUBHOMU Cpefibl (IIPaBOBBIX, HOPMATHUBHBIX, METOIMYECKUX JTOKYMEHTOB)
B JICSITEIbHOCTH 3TUX OpraHu3anuil. 3aKperuieHbl MPUHIUIBI OTBETCTBEHHOCTH: «OTBETCTBEH-
HOCTb ¥ TIOJITHOMOYHS B 00J1aCTH yNpaBlIeHUs TOKyMEHTaMU JJOJDKHBI OBITh YETKO OIpeeNieHbl U
JIOBEJIEHBI 1O CBEJIEHUSI BCEX COTPYAHUKOB OPraHU3alUU C T€M, YTOOBI ObUIO MPEENbHO SICHO,
KTO KOHKPETHO HECET OTBETCTBEHHOCTh 3a pabOTy ¢ KOHKPETHBIMH JOKyMEHTamu». Brepsbie
YKa3aHO, YTO OTBETCTBEHHOCTH JIOJKHA OBITh paclipesielieHa MKy BCEMU COTPYAHUKaMH opra-
HU3AIMH, C YYETOM 3aHMMAaeMOM JIOJKHOCTH U CTENEHH CII0KHOCTU paboTHI ¢ JOKYMEHTaMH, a
TaK)Ke TO, YTO 3Ta OTBETCTBEHHOCTD JIOJKHA OBITh YCTAaHOBJIEHA JOKHOCTHBIMU MHCTPYKLHSAMU
U OPraHU3allMOHHO- PACMIOPSAAUTEIBHBIMUA JOKYMEHTAaMH, YTBEPKACHHBIMUA PYKOBOAUTEIEM Op-
rauu3anuu. Takum oOpa3oM, pyKOBOJUTENb TaKK€ BOBJIEKAETCS B MPOLIECC YIPaBIEHUS JOKY-
MEHTaMH OpPraHU3allui U HECET 32 HETO OTBETCTBEHHOCTb.

B T'OCT P UCO 15489-1-2007 npencraBiieH HAOOp TEPMUHOB, YIOTPEOIAEMBIX TIPH Be-
JICHUU DJICKTPOHHOTO JOKYMEHTO000POTa: «METaJaHHBIe», «KOHBEPTUPOBAHHUEY, «MUTPALUD» U
Ip. DTO TeM 0ojiee BaXKHO B CBETE TOTO, YTO OCHOBHOM TEPMHHOJIOTHUECKHI CTaHIAPT, PETYIIH-
pytomuii chepy JOY (I'OCT P51141-98 «Jlenonmpon3BOACTBO U apXUBHOE J1e710. TepMHUHBI H
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ONpEeNIEeTICHUs»), YK€ HE OXBaThIBAET TEPMHUHOJIOTHUIO, MPHUCYIIYI0O HOBOMY «3JIEKTPOHHO-
nudpoBomy» HampasieHuto B JJOY.

CranpapTt peryiaupyer BONPOCHI METOAOJOTUM MPOCKTUPOBAHMS U BHEIPEHHUS CHUCTEM
yIpaBiIeHUS JOKYMEHTAMH, a TaKKe MpPeKpalleHusl X mpuMeHeHus. [IpuBeneHsl U pacKphITHI
XapaKTEPUCTUKU CUCTEM YIpPaBJICHUS JIOKYMEHTAMU: HAJEKHOCTb, IIE€JIOCTHOCTh, KOMILIEKC-
HOCTh U T.1. OMH U3 pa3/IeNoB CTaHIapTa MOCBSIIEH MpolleccaM yIpaBiICHHs TOKyMEHTaMU U
KOHTPOJIIO 32 HUMU. DYHKIIUKU KOHTPOJIS JIETATCS 37€Ch Ha KOHTPOJIb 3a ACHCTBUSMHU, COBEpIIIA-
€Mble C JIOKYMEHTOM, U KOHTPOJb €r0 MECTOHAXOKICHHS, YTO MOJYEPKUBACT TECHYIO CBS3b
CTaH/JapTa ¢ CUCTEMAaMH 3JICKTPOHHOTO IOKYMEHTOO00pOTA.

Crangapt ctan ocHOBHBIM B cdepe IOV u pacripocTpansieTcs Ha CUCTEMY MEHE)KMEHTa
KauecTBa, BHICTPAaMBAEMYIO 110 MeXAyHapoaHbIM cTangaptam MCO.

Kaxxapiif U3 peKBU3UTOB UIPAET OIMPENEICHHYIO POJIb MPU CO3JAaHUHU U HCIOJIb30BAHUU
nokymeHnTa. OmHaKo HamMOONBINYI0 (YHKIIMOHATHHYIO U YIPABICHUYECKYIO 3HAYUMOCTH HMeE-
eT pekBU3UT 20 — «TeKCT TOKyMeHTa.

VY pa3uuYHBIX YINPaBICHUYCCKUX JOKYMEHTOB €CTh OIpPEICICHHBIE 0COOCHHOCTH 0OopM-
neHus: Tekcta. B aTom maparpade Oymyr paccMoTpeHsl oOuiue TpeboBaHus K 0GOPMICHUIO U
COCTaBJICHUIO TEKCTa OPTaHU3AIMOHHO-PACTIOPSIAUTEIIbHBIX TOKYMEHTOB.

TexcThl JOKYMEHTOB MOTYT OGOPMIISTHCS B BHJIE CBSI3aHHOTO TEKCTA, TAOIHIIbI, AaHKEThI
WIA B BHUIC COCAMHEHHUS 3THX CTPYKTyp. Pexomenmyercss mcmosb3oBarh mpudt Times New
Roman Cyr pazmepom 12 (ms opopmiteHHst TaOIMUHBIX MaTepualioB) u 13, 14 (s cBs3aHHOTO
TEKCTa).

Teker Bcex BuAOB 10KyMeHTOB Y COP/I BeipaxkaeT copepxaHue ynpaBiI€HUYECKOTO JeH-
CTBUSI, TPAMMATHUYECKH U JIOTHYECKU COTIIACOBAHHYIO HH(POPMAITUIO O HEM.

TexcT 6ONBIIMHCTBA OPraHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB COCTOUT U3 JIBYX
yacTeil. B repBoi 4acTu yka3bIBalOT MPUYUHBI, OCHOBAHMS, IIEJIM COCTaBJICHUs TOKyMeHTa. Bo
BTOpPOIl (3aKIIOYUTENTBHONW) — pEIIeHHUs, BBIBOJBI, MPOCHOBI, MPEITOKEHHS, PEKOMEHIAIINH.
TexcT MOXET coliepkaTh OJIHY 3aKIIOUUTENbHYIO 4YacTh (Hampumep, MpHUKa3bl — pPaCIOPSIH-
TENbHYIO YacTh 0€3 KOHCTAaTHPYIOIIEH, TIChMa, 3asiBICHUS — MPOChOy 0€3 MOsICHEHHUS).

B Texcre mokymeHTa, moJAroTOBIEHHOTO HA OCHOBAHHUH JPYTHX JOKYMEHTOB, YKa3bIBAIOT
PEKBU3UTHI MMOCIETHIX: HANMEHOBAaHUE TOKYMEHTa, HAMMEHOBAHHUE OpPTaHU3allud — aBTOpa JI0-
KYMEHTAa, JaTy OKYMEHTa, PETUCTPAIMOHHBIM HOMEp JOKYMEHTa, 3ar0JIOBOK K TEKCTY, HaIlpH-
Mep, nocranoieHue [IpaBurensctBa Poccuiickoit @enepanuu ot 19.01.2005 Ne 30 «O Ttunosom
peryiaMeHTe B3auMOJICHCTBUS eiepaTbHbIX OPTaHOB UCIIOJTHUTEIILHON BIACTH».

s obneruyeHus: BOCTIPUSATHUSL TEKCT JAEAT Ha a03allbl, BKIIIOYAIOIUE HECKOJIBKO Mpe/l-
JIO’KEHHM, TTOCBSIIIEHHBIX OJTHON MBICIU (apTyMEHTY), U SBIISIFOIIUECS MPOCTEUIINM KOMIIOHEH-
ToM Tekcta. Kaxxapiit ab3all oTAENsS 0T B JOKYMEHTE a03aIlHbIM OTCTYIIOM.

Teker YIPABJICHUYECKOTO JIOKyMEHTa bukcupyer yIpaBJIeHYE-
CKyI0 HH(pOpMAIUIO, KOTOpasl JOJKHA OBITHIOCTOBEPHOM, JOCTATOYHOW M CBOEBPEMEHHOM (CM.
n. 1.5). JIns Toro 4roObl moOyAUTH ajpecara COBEPIIUTH (WM HE COBEPIIUTH) OINpeAeTICHHbIE
NeicTBUS, 3Ta UHPOpMAITHs JOKHA OBITh M3JI0KEHA MMOCIIEI0BATEILHO, CBSI3aHO, HETIPOTUBOPE-
YUBO M YOEIUTEIHHO, T.€. U3JIOKEHNE HH(POPMAIIMH B YIIPABICHYECKOM JOKYMEHTE JOJIKHO Be-
CTHUChAPTYMEHTHUPOBAHO M JIOTUYHO.

JIst co3maHus TEKCTOB YIPAaBICHUYECKUX TOKYMEHTOB HCIIONB3YIOT MpEIHAa3HAYCHHYIO
JUtst o01IeHus B cdepe ynpaBieHus: QyHKIIMOHATBHYIO Pa3HOBUIHOCTD SI3bIKa — OQHUIHAIBEHO-
JIEJIOBOU CTHUJIb.

3a mocnennue 100—150 meT B sA3bIKE IETOBOTO JOKYMEHTA BHIPAOOTAINCEH TaKHe CIOCO-
OBl BBIpQXKEHHUS COJIEpKaHUs IOKYMEHTa, KOTOpble obecreunBaroT Hanboee 3pPeKTUuBHBIM 00-
pa3oM (PUKCAIUIO yIIPaBICHUYECKON HHPOPMAITUH.

OcHOBHBIE YepThI OQUIHATIEHO-ACIIOBOTO CTHJIS:

* HEUTPAJIbHBIN TOH U3JI0KCHUS;

* KPaTKOCTh (JJAKOHUYHOCTh) TEKCTA;

* TOYHOCTh H3JI0KEHUS, SICHOCTh BBIPAXKEHUS MBICIU. HeWTpanbHbIii TOH M3JI0KEHUS —
3TO HOpMa OQUIUAIBHOIO JEIOBOrO fA3bIKa, KOTOPas CBUJETEIBCTBYET O HEJIMYHOM XapakTepe
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B3aMMOOTHOIIICHUI MCKAY aBTOPOM M aApCCaTOM JOKYMCHTA U onpez[eﬂeHHoﬁ JUCTAHIINU MECXK-
Iy HUMHU. PaHee oTMedanoch OJIHO U3 CBOWCTB yMpaBJICHUYECKOW MH(MOpMAITU — €€ OpHuIlnalb-
HBIN Xapakrep.

Bonpocs! nu1s1 06cyxneHust

1. Kakumu 3aKOHOJATEIILHBIMH aKTaMH PETJIAMEHTUPYETCS JOKYMEHTAIIMOHHOE o0ecreue-
HUE YIIpaBJICHUS?
Onummre 0OCHOBHOE COJICPKAHHUE TOCYIAPCTBEHHBIX CTAHAPTOB Ha JIOKYMECHTAIIUIO.
Uto co6oii mpeAcTaBisoT YHU(DUIIMPOBAHHBIE CUCTEMbI IOKyMEHTALUN?
YHupuupoBaHHas CUCTEMa OPTaHU3AI[UOHHO-PACTIOPSTUTEIIEHON TOKYMEHTAIINH.
Kakue TpeboBanus npeabsaBiIsioTcs K 0pOPMICHUIO TOKYMEHTOB?
Uro Takoe OiaHK TOKyMeHTa?
KaxoBbl IpUHIIKITBI OPraHU3allMU AETONPOU3BOICTBA HA MPEAIPUATHN?
IOpunnyeckas cuiia J0KyMEHTOB.
Odopmrenre peKBU3UTOB, ONPEACTSIONNX IOPUINUECKYIO CHITY TOKYMEHTOB.

. [Tepeuncnure TpeOOBAHUS K TEKCTY YIIPABIECHISCKOTO JOKYMEHTA.

. Oopmiienne pekBU3UTOB, OMPEACIISIONINX JBUKEHUE U OTpaKaoIMX 00paboTKy U Hc-
MOJTHEHUE IOKYMEHTA.

. Tabenp u anpOOM YHHUPHUIIUPOBAHHBIX (JOPM JOKYMEHTOB MPEAIPUSITHSL.

CoNoORAWN

P
= O

R
N

3amanus
1. PazpaOoraiite pupMeHHBIH OJIaHK THCHMA JIJIS IPEITPUATHS
2. M3y4uTe OCHOBHBIC PEKBHU3HUTHI JOKYMEHTA U OTPA3UTE Ha OJIAHKE UX PACIIOJIOKEHHUE.

Jlureparypa:
Ilepeyenb OCHOBHOM JINTEPATYPBDI:

1. Ky3nenosa 1.B. /IokyMeHTHpOBaHHE yNPABIECHUYECKON AEATEIBHOCTU [DIEKTPOHHBIN
pecypc]: yueoHoe mocobue / U.B. Ky3nenona, ['.A. XauaTpsiH. — DJIEKTPOH. TEKCTOBHIE JIaH-
Hbele. — Mocksa: JlamkoB u K, Aii [Tu Dp Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocryma: http://www.iprbookshop.ru.

Hepeqeﬂb JOIOJTHUTEIbLHOM’ JUTEPATYPhbI:

1. Kaybman H.}O. JlokyMeHTHpOBaHUE YIPABIECHYECKON NEATETLHOCTH [DIEKTPOHHBIM
pecypc]: yae6Hoe nmocobue/ Kaypman H.FKO.— Dnektpon. TekcroBbie qanHbie.— OMCK: OMCKUi
roCy1apCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pgocryna:
http://www.iprbookshop.ru.

Tema 5 Co3paHue 3J1eKTPOHHBIX JOKYMEHTOB

Leab — n3ydyeHne ocoOEHHOCTEH CO3AaHMS ANEKTPOHHBIX JOKYMEHTOB M OpraHU3alluu
AIIEKTPOHHOT'0 JIOKYMEHTO000pOTa MPEANPUATHS.

3HaHua M ymeHnus, npuoﬁpeTaeMble CTYACHTOM B Ppe3yJibTarte OCBOCHUSI TEMbI
NPaKTHYEeCKOro 3aHATHS, GopMHUpPYyeMble KOMIIETEHIINH WM UX YaCTH: GopMHpOBaHUE HABBI-
KOB JJOKYMEHTAJILHOTO O(OPMIICHHUS PEUICHU B YIPABICHUH OTEPAIIMOHHON (TIPOU3BOICTBEHHON) JIesi-
TCIBHOCTHU OpFaHI/ISaHI/Iﬁ IIpU BHEAPCHUN TCXHOJOTIMYCCKHUX, ITPOAYKTOBBIX I/IHHOBaI_II/Iﬁ " OpraHu3alroH-
HBbIX PI3MCHCHPII>1; OBJIAJCHUC HAaBbIKaMM aBTOMAaTHU3alluM OCHOBHBIX JCJIOIIPON3BOJACTBECHHBIX onepaum“l;
YMCHHC CO3aTh 3JICKTPOHHBIC CUCTCMBbI YIIPABJICHUA JOKYMCHTAMU.
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B nponecce n3yyennst aHHO# TeMbl (POPMHUPYIOTCA ciaeaylomme Komnerenuun: Y K-
4, I1K-1, T1K-5.

AKTyaJbHOCTH TeMbl. Co3/1aHHE IIEKTPOHHBIX JIOKYMEHTOB - HEOThEMJIEMAsl 4acThb pa-
OOTHI MpeanpuATHs. YTpaBlieHHE NPEANPHITUIMU PA3INYHBIX (HOpM COOCTBEHHOCTH U chep
NEeSITeIbHOCTH TpeOyeT cOo3AaHus pa3HOOOpa3HbIX TOKYMEHTOB B TOM YHCIIE U B 3JIEKTPOHHOM
BUJIE, 0€3 KOTOPHIX HEBO3MOKHO PEILIATh 3a/1ayM IUIAHUPOBAHUS U OpraHU3allii, OIEPaTUBHOIO
YIPAaBIEHUS BCEMH ACIIEKTAMM €r0 JESATEIBHOCTH.

B noxymenrax conepxurcs nHbopmanus, HeoOXoqumas AJIs aHajau3a CUTyalluu U IpH-
HATHSI CBOEBPEMEHHBIX YIIPABICHUYECKUX PEILICHUMN.

TeopeaneCRaﬂ 4acTb

DJEeKTPOHHBIEC TOKYMEHTHI CYIIECTBYIOT B BHJIE OTIENbHBIX (DailioB nim Habopa ¢aiinos
(KOMIIBIOTEpHBIE TIPOTrpamMMbl, 0a3bl JaHHBIX H T.1.). Dopmar daitmta — crnocod opraHuzanuu
areMeHTOB MH(popManuu (OuToB, OaiiToB) B daiine. Bun ¢opmara 31€KTPOHHOTO TOKYMEHTa
ompezenseT mporpaMmma, ¢ MOMOIIBI0 KOTOpOil TOKyMeHT co3naH. HauGonee pacmpocTpaHeH-
HBIE TEKCTOBBIC ()OPMATHI:

*  OJHONpOrpaMMHBIE (T.e. TOJAEpKHBacMble OJIHOM MporpamMmoi), Hampu-
mep DOC, co3naBaemsiii ¢ momorsro MS Word;

* RTF, moanepxuBaeMblil pa3iUyHBIMU TEKCTOBBIMH PEJAKTOPAMU C COXpPAaHEHHEM 3a-
JAHHOTO (POPMATUPOBAHHS TEKCTA;

* PDF, co3narommii n3o0paskeHue CTpaHUIIbl, BKJIOYaromee TeKCT u rpaduky. PDF-
(aitsiel MOTYT OBITH POYUTAHBI MPU TTOMOIIU PA3TUYHBIX MPOTPAMM, OJHAKO CO3JIAIOT UX TOJIb-
KO IpH rmomoliu nporpaMmmeiAdobe Acrobat.

CymecTByeT /1Ba OCHOBHBIX crioco0a (POpMHUPOBAHHS M BOCIIPOM3BEACHUS TPadUIECKOT0
U300pa’keHMsI: BEKTOPHBINA U paCTPOBBIi.

ITpu pactpoBoii rpaduke OCHOBHOM 3J€MEHT pacTpOBOro U300pa’keHHsl — TOYKa, M Ka-
YECTBO M300paKeHUs OINpeessieTcsl KOJIMYECTBOM TOYEK Ha /oM (paspemieHueM). OCHOBHBIE
npobaeMsl pu paboTe ¢ pacTpoBoi rpadukoit — OosbiMe 00beMbl (aiIoB s MOTYYESHUS
KayeCTBEHHOI'0 M300pa’keHUsI U HEBO3MOXKHOCTh MaclUTaOMpoOBaHMs U300paxkeHHsI O0e3 MoTepu
KadyecTBa. PacTpoBoe n3o0paskeHHe yalle BCEro Moay4yaroT ¢ MOMOIIBI0 CKAaHHUPOBAHUS WM XKe
BBOJIa B KOMIIBIOTEP U3 IU(PPOBBIX PoTO- U BUaeokamep. Hanbonee pacpocTpaHeHHbIE pacTpo-
Bble popmarel — BMP, TIFF, JPEG, GIF.

B otnmume ot pacTpoBoii BekTopHas rpaduka He UMEET JIEMEHTOB N300paKeHHsI, a BCe
JVHUN OTIPENENSIOTCS HAayaJdbHBIMM TOUYKAMU U ONMMCBHIBAIOTCA MaTeMaTHUYeCKMMU (popmynamu.
BexTopHas rpaduka ycrpanser o0a HepocTaTka pacTpoBOM (IIOTEPH JaHHBIX MPHU CKATHUHU (aii-
na, 6onpmol o6beM). Ee ncnonb3yroT, korja HeoOXoauMa BhICOKasi TOUHOCTh M300paKEHUS: B
PEKJIaMHON W JTU3aWHEPCKOMN JESITEIIbHOCTH, YEPTEKHBIX U MPOCKTHO-KOHCTPYKTOPCKUX pado-
tax. Hanbonee pacnpoctpanennsie BekropHsle ¢popmarsl: DXF, EPS, Al, CDR, VSD.

@®opmarbl 0a3 JaHHBIX CO3AAIOTCS MPU TMOMOIIM CHUCTEM YIpaBlieHUs 0azaMu JTaHHBIX
(CYBJ]) — cneuuanbHOro mporpaMMHOTo 00ecriedyeHus, KOTOpoe MO3BOJISIET MOJIb30BaTENI0 pa-
0oTtath ¢ 6a30i JaHHBIX (CO3/1aBaTh, MOJACPKUBATH €€ B aKTYAIbHOM COCTOSTHUM, 00ECTICUNBATh
BCEM I0JIb30BATENAM 3((EKTUBHBIN JTOCTYI K JaHHBIM B COOTBETCTBUU C UX MOJHOMOYHUSIMH U
T.J.).

B nenonpousBoJCcTBE U apXUBHOM JIelie METaJaHHbIE IOKyMEHTa — TEepMUH, HEOOXOIH-
MOCTh MPUMEHEHHUSI KOTOPOTO OOYCIIOBJIEHA T€M, YTO B AMOXY HMUGPOBOM MHPOpMaUU MeTa-
JaHHbIe TPUOOpeTaoT 0co00e 3HaYECHUE.

[TonsTHEe «MeTamaHHBIC» ONPEICIICHO B MexayHapoaHoM cranmapre MCO 15489-2001
«Mupopmanyst u JOKyMEHTaIMs. YTIpaBIeHUE TOKYMEHTaMM.

MeTtananHble — JaHHBIE, ONUCHIBAIONINE KOHTEKCT, COJEPKaHUE U CTPYKTYPY NOKyMEH-
TOB, a TAK)KE YIPABJICHUE JOKYMEHTaMH BO BPEMEHH.

MeTtaaHHbIe OMUCHIBAIOT KaK OyMa)kHbIE, TaK U AIEKTPOHHBIE JOKYMEHTHI.

14



KonTtekcer (BHEUIHsISI cpefia) — 3TO cojepiKaniasicst B JOKYMEHTE WM COMPOBOKIAIOIIAS
ero nHpopMaIys, OKa3bIBaIOIIas B3aHMOCBS3b JJOKYMEHTA C YIIPABICHYECKON NIESTEILHOCTHIO
OpraHu3alii ¥ C JAPYTMMU JOKYMEHTaMHu. JTO MH(OpMaIus 0 caMoM JOKyMEHTe (Hampumep,
3aroJIOBOK, aBTOp, JaTa CO3JIaHHs), O cO3Jareie W LEeNIX CO3JaHMs JTOKyMeHTa (Hampumep, o0
YIPaBJICHYECKOH (YHKUMU WM JEATENbHOCTH, YUPEKICHUU-CO3/aTene), 00 HCIOIb30BaHUH
JIOKyMeHTa (KeM, KOr/ia, o4emy).

Conepxanne (KOHTEHT) — 3T0 (pakTuyeckas nHpopManus JOKYMEHTa, (pUKCHpYIOIas
YIIPaBJICHYECKYIO ICATEIBHOCTb.

CTtpyKTypa — 3TO BHEUIHHH BUJ U PACHOJIOKEHUE YaCTeW CoJepiKaHus (Harmpumep, HO-
cuTenb, GopMmar, OpraHu3alus JaHHBIX, PACIOIO0KECHUE PEKBU3UTOB, MPUDTHI, MPUMECUAHHS,
TaOIUIBI U T.J.), @ TAKXKE HAIUYHE B JOKYMEHTE CBS3EU C JAPYIrMMHU JOKYMEHTaMH (THIIEPCCHI-
JIOK).

dusnueckas CTpykTypa OyMaKHOTO JJOKYMEHTa HEMOCPEACTBEHHO BU/IHA MOJIb30BATEIIO,
a (¢u3nYecKas CTPYKTypa JJIEKTPOHHOIO JOKYMEHTA, KaK YK€ YIOMUHAJIOCh, HEMTOCTOSIHHA U 3a-
BUCHUT OT MPOTPAMMHOTO M TE€XHHYECKOTO obOecriedeHusi. [IOHATHBIM 31€KTPOHHBIA JOKYMEHT
JICNIACT ero JIOTHYECKasi CTPYKTYpa — OTHOIICHHUS MEKY €r0 COCTABHBIMU YaCTSIMH.

Takum o0pa3zom, MeTanaHHbBIE AOKYMEHTa — 3TO HMH(pOpMaIms, KOTOpas MO3BOJISIET
UICHTU(PUIIMPOBATE UHPOPMALIMOHHBIC PECYPChl (B TOM YHCIIEC U AJICKTPOHHBIC JOKYMEHTHI),
YIIPABJIATH UMH, OCYIIECTBIIATH UX TIOUCK M XpaHEHHE.

JIOKyMEHT MOMHUMO CBOEro WH(pOPMAIMOHHOTO COACP)KaHUS JOJDKEH BKJIKOYATh MeETa-
JaHHbIe OO0 OBITH TOCTOSHHO CBSI3aH C HEOOXOAMMBIMHU ISl ACUCTBUH C JOKYMEHTaMH METa-
JaHHBIMU. JTO HEOOXOIUMO JIJIsl TOTO, UTOOBI 00ECTIEYUTh HEM3MEHHOCTh CTPYKTYPBI IOKYyMEHTa
(ero ¢hopmara U B3aUMOCBS3€H MEX/y COCTABIISIFOIIMME 3JIEMEHTAMH) TIPY PA3TUYHBIX OIEpaIiy-
SIX C AJIGKTPOHHBIM JTIOKyMEHTOM. [IpHcyTcTBHE METallaHHBIX JeaeT MOHSATHBIMH OOCTOSITEIb-
CTBa, MPH KOTOPBIX JOKYMEHT OBUI CO31aH, MOJYYEH M HCIOJB30BAaH, — JEIIOBONH KOHTEKCT
(BKJIIOUAsi CBEJICHHSI O TOM, YacThIO KaKOIo JIEJIOBOrO IMpolecca SBIsUIach MPOU3BEICHHAs Olle-
pauus, o 1ate, BpeMeHU U 00 YYaCTHHKAX JCJIOBOM OMepaliun).

Bonpocs! 1151 06cyxneHust
KakoBa cymHocTh U hopMaThl JIEKTPOHHBIX TOKYMEHTOB?
QHGKTPOHHaSI MOoAINUCH KaK PEKBU3HUT JSJICKTPOHHOI'O JOKYMCHTA.
UYro co0oii MpencTaBIsAIOT METAAaHHbIE JOKYMEHTOB?
OnudpoBaHue Kak crnocod co3/1aHus AIEKTPOHHBIX JOKYMEHTOB

N

3aganusn

1. PazpaGoraiiTe = KOMIUIEKT 3JEKTPOHHBIX JOKYMEHTOB [yl MPENNpHUATHS MaJloro
Ou3Heca.

Jlureparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa 1.B. [lokyMeHTHpOBaHHE yNPABIECHUYECKON AEATENBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe nmocooue / M.B. Ky3nemnona, I'.A. XauarpssH. — DJIEKTpPOH. TEKCTOBbIE JaH-
Hbele. — Mocksa: JlamkoB u K, Aii [Tu Dp Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocryma: http://www.iprbookshop.ru.

Ilepeyenb NONOTHUTENILHOM JTUTEPATYPDI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPABICHYECKON NEATETLHOCTH [DIEKTPOHHBIMN
pecypc]: yae6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcToBbie qanHble.— OMCK: OMCKU
TOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  noctyma:
http://www.iprbookshop.ru.
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IIpakTHyeckoe 3ansTHE 2

Tema 6 Opranu3zainuoHHbIE TOKYMEHTbI, HX COCTaBJIeHHe U opopMiIeHHe

Henu: pacmmpuTh U 3aKPENUTHh 3HAHUS O CO3AAHHUIO U O(DOPMIICHUIO OpPraHU3alUOH-
HBIX IOKYMEHTOB IIPEANPUATHS.
3HaHUA M yMeHHUs, NpuodpeTaemMble CTYJIeHTOM B pe3yJibTaTe OCBOCHHUS] TeMbl NMPaKTHYe-
CKOI'0 3aHATHS, (pOpMHPYeMble KOMIIETCHIIMH WJIM MX YaCTH: B MPOLECCE U3YUYECHUS JTHUCILIH-
TUTHHBI CTYACHTHI JIOJDKHBI HAYYUTHCS pa3paboTKe W CO3MaHHUIO OPTraHU3alMOHHBIX JIOKYMEHTOB
OPENNpUATHsI, UX THUIIOJOTHIO, COJIEpKaHWE U CHEeUU(UKY, OCYIIECTBISATh TOKYMEHTaJIbHOE
oopMIICHHE PENICHU B YIIPABJICHUU ONEPANMOHHON (ITPOU3BOJCTBEHHON) ACSITEILHOCTH Opra-
HU3alUI IpU BHEAPEHUHN TEXHOJIOTMYECKUX, IPOJYKTOBBIX WHHOBALMI WJIM OPraHU3alMOHHBIX
W3MEHEHUM.

B npouecce n3yvenusi JaHHOH TeMbl (POPMHUPYIOTCH cIeAyOUMe KoMmneTeHunu: YK-
4, TIK-1, TIK-5.

AKTyalibHOCTh TeMbl. OJIHa U3 OCHOBHBIX YIpPaBlIEHYECKHX (DYHKIUH, pealn3yeMbIX B
JESTENIbHOCTH OpPTraHu3aluid, - 3T0 (YHKIMS OPraHU3alMd CUCTEMBI U MPOLIECCOB YIPABJICHUS.
OpranuzanuoHHas JeSITeILHOCTh BBIPAKACTCS B pa3paboTKe W YTBEPKIACHHUS KOMIUIEKCA Opra-
HU3AILMOHHBIX JOKYMEHTOB, COJEpXAIIMX MPaBHJIa, HOPMBI, MOJOKEHHS, YCTAHABIMBAIOLINE
CTaTyC OpraHu3alyH, €€ KOMIICTCHIUIO, CTPYKTYpPY, IITATHYK YHUCICHHOCTh M JOJKHOCTHOM
cocTaB, (PyHKIIMOHAIBHOE COZIEPIKaHUE JIEATEILHOCTH OpraHU3aIMy B LIEJIOM, €€ TOApa3/IesIeHuUi
U pabOTHUKOB, UX TpaBa, 0053aHHOCTHU, OTBETCTBEHHOCTh M JAPYyrue acnekTbl. OpraHu3anuoH-
HbIE JIOKYMEHTHI COJIEp>KaT MOJIOKEHHS CTPOTO 00s13aTeIbHbIC 1JIs1 UCIIOHEHHS, OHU PEaTU3YIOT
HOPMBI aIMUHUCTPATUBHOTO IIpaBa U SIBJISIFOTCSI OCHOBOM JESATEIbHOCTH OPraHU3aLUU.

TeopeTuyeckas 4acTb

Opranu3zallioOHHbIE TOKYMEHTHI - NPAaBOBblE HOPMATHBHBIE TOKYMEHTBHI, KOTOpPbIE yCTa-
HaBJIMBAIOT MIpaBWJIa B3aUMOOTHOILIEHUSI 00A3aHHOCTEN (PU3MUECKUX U IOPUAMYECKUX JIMII, KaK
[0 OTHOIIECHUIO APYT APYTY, TaK U o0IecTBa B 1esoM. CyIIecTBYIOT CIeIyIONIe BUIbl OpraHu-
3al[UOHHBIX JJOKYMEHTOB: YCTaB, IIOJIOKEHUE, UHCTPYKIIMH, IPABUIIA.

ITox ycraBoM IOHMMAaeTCs CBOJ IPaBUII, PETYIUPYIOLUX AEATEIBHOCTh OpPraHU3alui,
YUpEXKJIEHUH, O0IIECTB U Ipa)/J1aH, UX B3aUMOOTHOUIEHMS C JPYTUMHU OpraHU3alUsIMU U Tpax-
JTaHaMU, [IpaBa U 00S3aHHOCTH B OMpPEETICHHON cdepe rocyJapCTBEHHOTO YIpaBJIE€HUS WIH XO-
35MCTBEHHON nearenpbHOCTH. Hampumep, YcraB kene3nsix nopor PO, BerepuHaphslil ycraB u
Tak gajnee OTAENbHO CIENYET BBIACIUTDH YCTaBbl, ONPEIEISIIOIINE OpPraHU3aUI0 ONPEAEIECHHON
coepsl gestenbHocTH Boopyskennbix cun PO (CtpoeBoii ycras, JuciuruinHapHblil yCTaB U Tak
nanee) OOmMe ycTaBbl YTBEPHK/IAIOTCS BHICIIUMHI OpraHaMU IrOCyJapCTBEHHON BIACTH M yIIpaB-
JIEHUs, @ YCTaBbl OOIECTBEHHBIX OPraHM3alUN MPUHUMAIOTCS M YTBEPHKIAIOTCA CbhE3JIaMU.
VYcTaBel npeAnpuATUd, yUIpPEKICHUN U OpraHU3alMi YTBEP)KIAKOTCS UX BBILIECTOSLIMMH Opra-
HaMH (MUHHUCTEPCTBAMHU, BEJOMCTBAMHU, UCTIOJIKOMaMH MeCTHBIX COBETOB).

OOme TpeboBaHMS K MOPSAAKY €0 COCTaBICHMS, O(OPMIICHHUS U COJACpKAHUS JIaHbl B
yacTu nepBoil ['paxkaanckoro koaekca Poccuiickoit deneparum.

[Tonoxenue

[TonoxxeHus - HOpMaTUBHBIE aKThl, UMEIOIME CBOJHBIN KOIM(UKALMOHHBINA XapakTep U
OTIpeNIeNIAIoNINe MOPAJOK 00pa3oBaHusi, CTPYKTYpY, (PYHKIUH, KOMIETEHIUIO, O0s3aHHOCTH U
OpraHu3aIuio paboThl CUCTEMBI OpraHoOB rocyaapcTBa. Hampumep, olriee mosoxeHne 0 MUHH-
crepcrBax P®, IlonokeHue o rocygapcTBEHHOH aBTOMOOWJIBHON WHCHIEKIHH, CTPYKTYPHOTO
nojpaszeneHuss (komuccuu, rpynnsl). [lonoxkeHuss MOTYT perjaMeHTHpPOBaTh JESTENbHOCTD
JIOJDKHOCTHBIX JUL. B OTAENBHYIO IPYIIY CIEAYET BBIACIUTH IOJOKECHUS, PEryIUPYIOLIUE CO-
BOKYITHOCTb OpPraHM3al[MOHHBIX, TPYAOBBIX M IPYIHX OTHOLIEHUH IO KOHKPETHOMY BOIPOCY.
Hanpumep, Ilonoxenust 00 OTKPBITUAX, W300pPETEHUS U PALMOHATM3ATOPCKUX IMPEIOKEHUSIX
iy TUoBoe MoJIoKEHNE O BEIEHUU JEJIONPOU3BOCTBA IO NPEUIOKCHHAM, 3asBICHUSAM H JKa-
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700aM rpakaH B TOCYAApCTBEHHBIX OpraHa, Ha NPEANPUATHIX, B YUPESKICHUAX U OpraHU3aIU-
ax. Hanbonee MHOro4ncieHHbl pa3HOBUIHOCTH MOJ0XKEHUH O IMPOBEIEHUH PA3IMYHBIX KOHKYP-
COB, CMOTPOB U JIPYTUX MEPOIPUATHI.

IlonoxeHNs yTBEPKAAIOTCS B YCTAHOBIEHHOM MOPSAJIKE.

VYcTaBel U NMOJOXKEHUS SBISIOTCS CIOXKHBIMU JTOKyMEHTaMu. X CTpykTypa U copepxa-
HUE, KaK [IPABUJIO, OIIPEIEIIAIOTCS YUPEKICHUAMU-Pa3paboTUNKaMu.

WupuBuyanbHbIe TONOXKEHUS pa3pabaThIBalOTCS Ha OCHOBE THIOBBIX. THITOBBIE MOJIO-
JKEHUS, KaK IPaBHJIO, YTBEPXKAAIOTCA BBIIIECTOSIIAMA OPraHAMH yNPAaBJICHUS, & UHAUBUIYallb-
HBIE - PYKOBOJUTEIISIMU HPEAIPUITUI U OPTraHU3aLUN.

OTnenpHyI0 TpyNIly IOJOXEHUM COCTaBISAIOT IOJOXKEHHS, PEryJUpPYIOIIUE COBOKYII-
HOCTb OpraHU3alMOHHBIX, TPYIOBBIX U JPYrUX OTHOUIEHWH 110 KOHKpeTHOMY Bompocy. Hanpu-
mep: IlonoxeHne o JOKyMEHTAalMOHHOM O00€CII€UeHNN YIIPaBICHHUS.

WNHcTpykuun - NmpaBOBOM aKT, M3aBAEMbI OPraHOM TOCYAApPCTBEHHOTO YIIPABICHUS
(MM yTBEp)KIAEMBbI €ro pyKoBOJIUTENEM) B LIEIAX YCTAHOBJICHUS MPABUII, PETYIUPYIOIIUX Op-
TFaHU3aLMOHHbIE BOINPOCHI, HAYYHO-TEXHUYECKUE, TEXHOJOTNYECKUE, (PUHAHCOBBIE U UHBIE CIIe-
[[MaJIbHbIE CTOPOHBI AEATENbHOCTH YUPEXKIEHUH, OpraHn3aluuii, NpeanpuaTuil (ux mnojapaszee-
HUU U CITYXk0), TOJPKHOCTHBIX JIMI] U TPaK]IaH.

MHcTpyKuny U30ar0TCs TakKe B LEJSIX Pa3bsACHEHUS U ONPEIEIICHU MOpsiKa IPUMEHe-
HUS 3aKOHOJIaTENIbHBIX aKTOB U PaCIOPAIUTENbHBIX JOKYMEHTOB (HallpUMep, IPUKA30B).

3aro10BOK MHCTPYKIMHU JIOJDKEH YETKO OYepUYMBATh KPYr BOIIPOCOB, OOBEKTOB U JIMII, HA
KOTOPBIX PACIPOCTPaHSIOTCS €€ TpeOOBaHUS.

WHcTpykunu ObIBatOT JBYX BUJIOB:

a) TUIOBbIE (pa3pabaTbiBaeMble rOCYAapCTBEHHBIMU WJIM OTPACIEBBIMU OpraHaMu yIpaBJie-
HUS JUIsl ONHOTHUIIHBIX NPEANPUATUH, CTPYKTYpPHBIX noapaszaencHuil. Hanpumep, Tuno-
Basi UHCTPYKLUS O JEJIONPOU3BOJCTBY B (peiepabHbIX OpraHax MCIOJHUTEIbHOU Bia-
CTH);

6) WHAWBHUIYyaJbHBIE (pa3palaThiBaeMble i KOHKPETHOTO NPEANpPUSITHS, CTPYKTYPHOTO
noxpasaenenus, komuccun. Hanpumep, WHerpykums no aenonpoussoactsy OOO
«J1YU»).

IIpaBuia - TOKYMEHTBI, B KOTOPBIX U3J10KEHbI OCHOBHBIE TPeOOBaHUS, IPEAbSABISEMbIE K
COTpyIHUKaM npeanpusaTus. [IpaBuna n3naroTcs o pa3audyHbIM BOIPOCaM U YTBEPKIAIOTCS PY-
KOBOJUTENSAMH NpeaAnpuatuil. s paboTHUKOB Ba)KHO 3HATh MIpaBHUiIa BHYTPEHHETO pacropsika
OpraHH3aIiHy.

Opranuzanus paOoThl NPEANPHUATHS, B3aUMHble 00S3aHHOCTH PaOOTHUKOB M aJMHHU-
CTpallH, MPEIOoCTABIEHNE OTIYCKOB, KOMaHIUPOBAaHUE COTPYIHUKOB, BHYTPHUOOBEKTHBIM pe-
KUM M JPYTHE BOIPOCHI OTPAKAIOTCSI B MPAaBWJIAX BHYTPEHHETO TPYAOBOIO paclopsika. ITh
JIOKYMEHTBI COCTaBJISIIOTCA Ha OJIaHKe MPEIIpPHSTHS, COTIACOBBIBAIOTCS IyTEM OOCITYKUBaHUS
Ha CcOOpaHHMU TPYIOBOTO KOJUIEKTHUBA, BU3UPYIOTCS IOPUCTOM M YTBEP)KAAIOTCSA JAUPEKTOPOM
HpEIPUSATHSL.

[lITaTHOE pacnucaHue - JOKYMEHT, 3aKpEIUIAIOINN JOJKHOCTHOM M YMCIIEHHBIN COCTaB
MPEANPUATHS c YKa3aHUEM dbonga 3apaboTHOM TLJIATHI.
ITatHoe pacnucanue opopmisgercss Ha OJaHKe NMPEeaNnpUaTusi, C YKa3aHUEM MepeyuHs JOJKHO-
CTei, CBeIeHNH O KOJMYECTBE MITATHBIX €IUHUIL], JTOJDKHOCTHBIX OKJIAJO0B, U MECIYHOM (POHIE
3apabOTHOM TJIaTHI.

ItaTHOE pacnucaHue COAEPKUT CAEAYIOUIUE PEKBU3UTHL:

HauMEHOBAaHME OpraHU3aluy;
HaMMEHOBaHME BHJIA TOKYMEHTA;
nara,

MECTO U3JIaHus;

rpud yTBEpKIACHUS;

TEKCT;

BU3BI;

ITOJIINCK.

ONoGaRwWNE
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[TonnuceIBaeTcs MTATHOE PACHHCAHUE 3aMECTUTENIEM PYKOBOAUTENIS, COTTIACOBBIBACTCS C
[I1.OyXranTepoM, YTBEpKAAETCs pyKOBOAUTeNeM npennpuarus. ['pud yrsepxkaeHus 3aBepsiercs
NeYaThIo OpraHu3aIug.
V3MeHeHus B IITaTHOE pacUCaHUE BHOCITCS IPUKAa30M PYKOBOAUTEIS IPEATPUATHSL.

CtpyKTypa M IITaTHAs YUCICHHOCTH - OPTaHU3ALMOHHBIA JOKYMEHT, B KOTOPOM YyKa3bl-
BAIOTCSl BCE CTPYKTYPHbIE MOApA3Je/ICHHs NMPEANPUATHS, BBOJUMbIE HA MPEIIPUATHH TOJDKHO-
CTH ¥ KOJMYECTBO LITATHBIX €IMHUI] 110 KAXKAON U3 JOIDKHOCTEH. (COCTABIAETCS U MOANUCHIBA-
eTcsl TaKXKe KaK U IITaTHOE paclucaHue).

[IpaBuna BHYTpEHHETO TPYAOBOTO paCIOpPsIKa- OPraHU3AIMOHHBIN JOKYMEHT, B KOTO-
POM OTpaXKaroTCcs CIEIYIOLUE BOIPOCHI:

1. opranuzanus paboThl NPEATIPHUITHS;

2. B3aMMHbIe 0053aHHOCTU PaOOTHUKOB U aIMUHUCTPALIUY;
3. mpenocTaBlIeHHE OTIIYCKOB;

4. KOMaHAMPOBAaHUE COTPYIHHKOB;

5. BHYTPUOOBEKTHBIN PEKUM.

IIpaBuina coctaBistoTCs Ha OJaHKe MPENNPUATHS, COITIACOBBIBAIOTCS MTyTEM O0CYKACHUS
Ha coOpaHuM pabOTHUKOB MPEANPHUSTHS , BU3UPYETCS IOPUCTOM M YTBEPIKIACTCS PYKOBOJIUTE-
JeM OPeIpUATHSL.

Bomnpocsl 1u1s 00cyx1eHus

1. Pacckaxure 0 Ha3HAUEHUM U BUJIaX OPraHU3ALUOHHBIX IOKYMEHTOB.

KakoBsl mpaBuia cocraienus U odhopmiieHus: Kogexca KOprmopaTuBHON 3TUKH?

OxapakTepu3yiTe ycTaB, HOJ0XKEHHE 00 OpraHu3ally, MOJI0KEHUE O CTPYKTYPHOM

IIOAPA3/ICIICHHAH.

KakoBbl mpaBuiia coctaBieHus 1 0hOpMIIEHUS TODKHOCTHBIX HHCTPYKIU?

CtpyKTypa 1 MITaTHask YUCIEHHOCTD, IITATHOE PACIUCAHHUE.

NHcTpyKIny opraHu3aliMOHHO-METOANYECKOI0 Ha3HAYEHUs U IIPaBHIIA.

[IpouieccHble perinaMeHThl NPeAnpUsTUs.

JIOKYMEHTBI CUCTEMBI MEHEIKMEHTA Ka4eCTBA.

KaxkoBbl mpaBmiia coctaBieHus u 0OpMIICHUS TOTOBOPOB?

0. /11 KOHKpETHOro MpeanpusTHs MO BBIOOPY CTyAEHTa pa3paboTaTh OCHOBHBIE BHJIBI
OpraHU3aIMOHHBIX JOKYMEHTOB

wn

POo~No oA

3aganmue:

1. Pa3paborarh mnakeT OpraHU3alMOHHBIX JTOKYMEHTOB /ISl IPEANPUATHS MAJIOro OuU3-
Heca.

Jlureparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa 1.B. [lokyMeHTHpOBaHHE yNPaBIEHUYECKON AEATEIbHOCTU [DIEKTPOHHBIN
pecypc]: yuebnoe nmocooue / M.B. Ky3nernona, I'.A. XadarpssH. — DIEKTpPOH. TEKCTOBbIE JaH-
Hbele. — Mocksa: JlamkoB u K, Aii [Tu Dp Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocryma: http://www.iprbookshop.ru.

Ilepeyenb NONMOTHUTENLHOM JTUTEPATYPDI:

1. Kaybman H.JO. JlokymMeHTHpOBaHHE YMPaBIEHUYECKOU NESITEIBHOCTH [DJIEKTPOHHBIN
pecypc]: yae6Hoe mocobue/ Kaypman H.FKO.— Dnektpon. TekctoBbie qanHble.— OMCK: OMCKU
roCy1apCTBEHHBIH  WHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pocryna:
http://www.iprbookshop.ru.
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Tema 7 CocTaB u co31aHNe PacOpsiAUTEIbHBIX JOKYMEHTOB

Henu: pacmuputh U 3aKpEeNUTh 3HAHUS 110 CO3AAHUIO M O(DOPMIICHUIO PacTIOPSAUTENb-
HBIX IOKYMEHTOB TPEIIPHUSITHUSI.

3HaHUsI M yMeHHUsi, IpuodperaeMble CTYACHTOM B pe3yJbTAaTe OCBOCHUS TeMbI
NMPAKTUYECKOro 3aHsATUsA, (opMuUpyeMble KOMIIETEHIMU MJIH UX YACTH: B IIPOIIECCEe U3yue-
HUSl JUCLUIUIMHBI CTYJEHTHI JOJDKHBI HAYUUThCS pa3pabaThiBaTh M CO3/1aBaTh OCHOBHBIE pac-
MOPSIAUTENIbHBIE JIOKYMEHTBI MPEANPUSATHS, UMETh IMPEACTABICHUE O UX TUIIOJOTHUH, COJEPKa-
HUU U crienu(uKe, OCYIIECTBIATh JOKYMEHTAIbHOE O(hOpMIICHUE PEIIeHHU B YIIPaBICHUH XO-
3MCTBEHHOM JIEATEIIbHOCTH OpPTraHU3alHil.

B npouecce usyueHusi JaHHOH TeMbl GOPMHUPYIOTCH cJieayromue KoMmnereHuumn: Y K-
4, T1IK-1, TIK-5.

AKTya1bHOCTbh TeMbl. OCHOBHOE Ha3HAUYE€HHUE PACHOPAIUTEIbHBIX JOKYMEHTOB — PEry-
JUPOBAHUE JIEATEIHLHOCTH, MO3BOJISAIONIEE OpraHy yIpaBJieHHUsI 00eCleYruBaTh pean3aluio mo-
CTaBJICHHBIX Mepe] HUMHU 3a7ad. PacnopsauTenbHble TOKYMEHTBI COEpkKAT PELICHUs, UAYIINe
cBepXy BHH3. IMEHHO 3TH IOKYMEHTHI PEeau3yIOT YIPaBIsieMOCTh OOBEKTOB 110 BEPTUKAIIH.

TeopeTuyeckas 4acTb

PacniopsiiutenbHble JOKYMEHTBI UTPAlOT OYEHb BaKHYIO POJIb B YIPABICHUM YUpexkie-
HUSMU, IPEATNPUATUAMA U OPTaHU3aALUAMH.

PacniopsiiuTenbHble TOKYMEHTHI - JOKYMEHTbI, HOCSAIINE aIMUHUCTPATUBHBIN XapakTep U
oOpalleHHble K HMKECTOSIIUM WIM NOJYMHEHHBIM OpraHu3alMsM, IpyNiaM WIM OTIeIbHbIM
JOJKHOCTHBIM JuiiaM. OCHOBHOE Ha3HAYEHHUE PAaCIOPSAAUTENbHBIX JOKYMEHTOB- PETYJINPOBAHUE
JeSITeIbHOCTH, MO3BOJISIONIEE OpraHy YIpaBJIeHHsI 00eCHeunBaTh peau3aliio MOCTABICHHbBIX
nepes HUM  337ay, [OJdy4aTb MaKCHUMalbHbIM 3(@ekT OoT cBoel JesATeNbHOCTH.
Cxema noAroToOBKY pacnopsAUTENBHBIX JOKYMEHTOB:

BCECTOPOHHEE U3YyYEHHE BOIIPOCA, MMOArOTOBKA MPOEKTA JOKYMEHTA;

COIIACOBAHUE TEKCTA U €r0 MOJIUCAHMUE;

oOCyXXJieHHe M NPUHATHE JOKYMEHTa Ha 3acelaHMsIX KOJUIETHaJIbHOTO opraHa (mocra-
HOBJICHUE, PEILIECHUE)

TekcT pacnopsiIUTeNbHOIO JOKYMEHTAa COCTOMT W3 B3aWMO3aBUCHMBIX JIBYX 4Ya-
CTEN: KOHCTAaTUPYIOLIEH U paclOPsAUTEIILHOM.

KoHcTaTtupyromas yacts siBisieTCs BBEIEHUEM B CYILIECTBO pacCMaTpUBAaEMOIo BOIIPOCa,
npu3BaHa OOBACHUTH, YEM BbI3BaHbl pacnopsbkeHus. KoHcraTupyromas yacTe HeoOs3aTesbHa,
OHa MOXET U OTCYyTCTBOBaTb, €CIM HET HEOOXOIMMOCTH JaBaTb  IOSICHEHHS.
OCHOBHYIO Harpy3Ky HECET paclopsiAUTEIbHAs YacTh.

PacniopsimuTenbHas yacTh U3naraercs B MOBENUTENbHON Gopme. B 3aBucumoctu ot BHuaa
nokymeHTa ona HaunHaetcs cioBamu: [IOCTAHOBWII (moctanosnenus), PEIHAET (PEILIIT)
— pewenusi, [IPUKA3BIBAIO - npukassl.

I'OCT yka3bIBaeT: «B pacloOpsAUTENbHBIX TOKYMEHTAaX OpraHU3alMd, JEMCTBYIOLIUX Ha
NPUHIIMIIAX €IMHOHAYAINS, a TaKKe JOKYMEHTaX, aJpecOBaHHBIX PYKOBOJCTBY OpraHH3alluy,
U3JI0KEeHHEe TEeKCTa JIOJHDKHO MATH OT TMEePBOTro JIMLA €IUHCTBEHHOTO YKcia (MPUKa3bIBato, Ipe-
Jararo, Ipormty. .. )»

Buel paciopsAMTENbHBIX TOKYMEHTOB:

[TocranoBieHue - 3T0 MPaBOBOM AKT, IPUHUMAEMBII BBICIIUM M HEKOTOPBIMU I[€HTpaIb-
HBIMU OpTraHaMH KOJUIETHAJIbHOTO YIIPaBIEHHs B LENAX pa3pelieHust Hanbosee BaXKHbIX U MPUH-
IUITHAIBHBIX 33/a4, CTOALIUX Tepel] JaHHBIMU OpraHaMH, U YCTAHOBJIEHUS CTaOUJIBbHBIX HOPM
IIPaBWJI IOBEICHUS.

ITocTaHOBICHNS IPUHUMAIOTCS BBICUIMMHM OpPraHaMU IOCYJapCTBEHHOM BJIACTH IO Opra-
HU3ALUOHHBIM, X03HCTBEHHBIM, IOJUTUYECKUM U JPYTUM BOIPOCAM, CBSI3aHHBIM C OCYILECTB-
JICHHEM HX IOJTHOMOYHUH.

DopMyJIsp MOCTAHOBIEHUS UMEET CIIEIYIOIINE PEKBU3UTHIL:
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rep6 P® unu cyObekTa;

HauMEHOBAHME OpraHU3alUy, U31aBIINI JOKYMCHT;

HaVMEHOBAHME BUJA JIOKYMEHTA;

MECTO COCTABJICHUS;

JlaTa JOKYMEHTa, PETUCTPALlMOHHBIN HOMED;

3aroJIOBOK K TEKCTY;

TEKCT;

IIOAIINCH;

BU3bI COIVIACOBAHMUS.

ITpoexThl MOCTaHOBIIEHUH 0053aTEILHO BU3UPYIOTCS FOPUCKOHCYNbTOM. IloanuceiBaercs
IIOCTaHOBJICHUE PYKOBOAMUTEIIEM OPraHa, U3/1aBIIero JaHHbINA JOKYMEHT.

IIpuka3 (10 OCHOBHOH HESTENbHOCTH) - MPABOBOM AaKT, M34aBa€Mblii PYyKOBOAMUTEIEM
IPEANPUATHS, Ul pa3pelIeHUsI OCHOBHBIX M OIEPATHUBHBIX 3a7a4 CTOSIIMX IEpe IPEeaNpUATH-
eM.

[TpukazamMu 0QOPMIISFOTCS:

MOPAJIOK AEATEIbHOCTU NPEIIPUSITHS,

pelIeHNs U IOpYYEHHS 110 OpraHu3ali padoThI;

OpraHMU3aLMOHHBIE MEPOIIPUATHS;

UTOTH paboTEHI;

pE3yJIbTaThl PEBU3UN.

[Ipukaspl u31a0TCS TOJBKO INPU HEOOX0AMMOCTU. VI3MEHEeHHUs, JONOJHEHHUs, OTMEHA
IIPUKA30B IIPOU3BOJUTCS TOJNBKO NpuKa3amu. [loanuceiBaeT npukas pyKoBOIUTENb OpraHU3aluu
WM €ro 3aMmecTurelb. 1Ipukas BcTynaer B Cuily ¢ MOMEHTA IOJIIMCAHUs, €CJIA B TEKCTE HE yKa-
3aH JpYroil CpoK BBEJECHUS €r0 B ICHCTBUE.

Pacniopsixkenue - mpaBoBOM aKT, U34aBAaEMBIN 110 ONEPATUBHBIM BOIPOCAM Ha IPEAIpHUs-
TUAX €IUHOJIMYHO 3aMECTUTENIAMHU NIEPBOTO PYKOBOJAUTENS, 3aMECTUTEIIAIMU TIIABHOI'O MH)KECHE-
pa, a TaKXkKe pyKOBOJAUTEISAMU CTPYKTYPHBIX MOAPA3ACICHAN.

Kak npaBuiio, pacnopsiKeHHE UMEET OIPAaHUYEHHBIN CPOK JEHCTBHUS M KacaeTcsl y3KOIro
KpyTa MOApa3AeICHUN, JOJKHOCTHBIX JIMI] U IPaKJIaH. TeKCT paclopsiKeHUus UMEET Te JKe pas-
JIEJIbI, YTO U TPUKa3, TOJBKO paclopsanuTenbHas dyacTh HaunHaercsa cinoBaMu «[IPEJIJIAT AIO»
i «OBA3BIBAIO». [loanuckiBaeTcsi pyKOBOAMTENIEM U COIJIACOBBIBAETCSA C 3aMHTEPECOBAH-
HBIMH B 3TOM JTIOKYMEHTE JIMLIAMHU.

VYKka3zaHue - pacloOpsSAUTENbHBIA JOKYMEHT, M3/1aBacMblii OpraHaMH I'OCYAapCTBEHHOTO
YIIPABJICHUS, MUHUCTEPCTBAMM, BEAOMCTBAMH, NPEAIPUATUIMUA U OPraHU3ALUAMU 110 BOIIPOCaM
MH(OPMaLIMOHHO-METOJUUYECKOTI0 XapaKTepa, a TakKe M0 BOIpocaM, CBSI3aHHBIM C OpraHu3allu-
el UCIIOJIHEHUS TPUKA30B, MHCTPYKIMI U IPYTUX aKTOB OPTaHOB YIIPABJICHHUS.

[ToaroroBka pacniopsIAUTENBHBIX TOKYMEHTOB CKJIAJbIBACTCS U3 CIEAYIOMHX ITAIOB!

= cOOp IaHHBIX IO YIPaBIEHYECKOMY BOIIPOCY;

*  COCTaBJICHME ITPOEKTA PACIOPSAIUTEIBHOIO TOKYMEHTA;
*  COIVIACOBAHHUE MIPOEKTA PACIIOPSAAUTEIBHOIO JOKYMEHTA,
* [OANMCAHUE JOKYMEHTA.

CO0p maHHBIX MO YIPABICHYECKOMY BOMPOCY HAUMHAETCS ¢ OOECIeUeHHs TPaBOBOM OC-
HOBBI ITOATOTaBIMBAEMOI'0 JOKYMEHTA — HM3Y4EHHUS JEHCTBYIOIINX 3aKOHOAATENbHBIX aKTOB,
NPaBUTEJILCTBEHHBIX MMOCTAHOBJIEHUH, TaK KaK MOATOTABIMBAEMbIM TOKYMEHT, /Ul TOTO YTOObI
00nanare HEOOXOJUMON IOPUANYECKOM CUJION, HE JOJHKEH MPOTUBOPEYUTh YCTAHOBIEHHBIM 3a-
KOHOM HOpMaM. 3aT€M UCIIOJHUTEINb ONPEIENSIET KPYT BOIIPOCOB, KOTOPBIE NMPEACTOUT OTPa3UTh
B PaclopsiAUTEIbHOM JIOKYMEHTE, U3ydaeT MH(OpMalllio, BHYTPEHHUE PaclopsIUTENbHbIE J0-
KyMEHTBI opranu3anuu. B 3To Bpems omnpenensercss He0OXOAMMOCTh OTMEHBI paHee JeHCTBYIO-
IIUX PaCHOPSAUTEIBHBIX JOKYMEHTOB WM UX OTAEIBHBIX ITYHKTOB.

CocraBiieHne POEKTa PacCHOPSAUTEIBLHOIO JTOKYMEHTA BBIIIOJIHAETCS MCIIOJHUTENIEM Ha
OCHOBE IIEPBOr'0 ATAIA MOATOTOBKH.

CornacoBaHue NpPOEKTa JOKYMEHTA UCIIOJHUTEND IPOBOIUT, MIPEXKIE BCETO, C TEM PYKO-
BOJIUTENIEM, KOTOPBIN JaBal 3aJlaHie Ha pa3pabOTKy pacHopsiAUTeNbHOro JokymMeHTta. Ha stom
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JTane JOKYMEHT MOKET HEOJHOKPATHO PEAAKTUPOBATHCS U JOMOIHATHCS MO YKa3aHUIO PyKOBO-
JUTENS.

[Tocne TOro Kak MCIOJHUTENb MOJTyYaeT 0JOOpEeHNE PYKOBOIUTENS HA MPEICTaBICHHBIN
TEKCT, OH 0053aH OTIeYaTaTh €ro Ha COOTBETCTBYIOIIEM OJIaHKE C COOIIOICHUEM MPaBUIl pacio-
JOXeHUs: 1 0(hOPMIICHHUS BCEX HEOOXOIUMBIX JUIsl JaHHOTO BHJIA JJOKYMEHTA PEKBU3UTOB M MPO-
BECTH COIIacOBaHUE (BU3MPOBAHUE) MPOEKTa JOKYMEHTA C 3aMHTEPECOBAHHBIMU JTOJIKHOCTHBI-
MU JIMLIaMU (WM opraHu3anusaMu). KomuecTBo coriacyroumx HHCTaHIUN ONpeAeIisieT PyKOBO-
nuTenb. B m1060# yripaBieHuUecKo# CTpyKType, Kak MPaBHUIIO, CKIIAJbIBAETCS TUIIOBAsI POLIeTypa
BHYTPEHHET0 COIJIaCOBAHMS, T.€. M3BECTEH COCTaB JIOJDKHOCTHBIX JIMI, BU3UPYIOUIMX MPOEKT
pacnopsAIUTENbHOIO JOKYMEHTA U MOCIEA0BAaTeIbHOCTh BU3MpPOBaHusl. BHelHee cormacoBaHue
omnpezensercs TpeOOBaHUSAMU 3aKOHOB, HOPMATHUBHBIX MPABOBBIX aKTOB, HOPMAaMHU U IpaBUIIaMHU
BBIIYCKA T€X WJIM UHBIX JOKYMEHTOB, YCTAHOBJICHHBIMU MOJOXKEHUSIMH (yCTaBaMH) TeX yupe-
JKICHUN U OpraHu3alii, ¢ KOTOPBIMU IIPOBOJUTCS COTJIACOBAHUE.

CornacoBaHue BBIIONHSET TOT UCIHOJIHUTENb (CTPYKTYpHOE MOApa3JesieHne), KOTOPbIi
TFOTOBWJI IPOEKT JOKyMeHTa. Eciiu B mporecce corinacoBaHusl BBIICHSIOTCS CYIIECTBEHHBIE 3a-
MEYaHUsl K COJIEPKAHUI0 JOKYMEHTAa, OH COCTaBJISIETCS] 3aHOBO U BTOpPasl peAakLUs MOIJICKUT
[IOBTOPHOMY IIOJIHOMY COIJIACOBAHMIO.

[lognucanue noxymenta. Ilepen nepenayeii JOKyMeHTa Ha MOJNMCAHUE PYKOBOIAUTEINIO
JIOKYMEHT JOJKCH OBITh TIIATEIHHO MPOBEpeH — 0coboe BHUMaHue oOparnaeTcs Ha U(POBYIO
uH(popManuio, GaMUINU, UMEHA, OTYECTBA, HA3BaHUS CTPYKTYPHBIX MOAPA3EICHUN, OpraHu3a-
1M, HAUMEHOBaHUs, HOMEpPAa U JaThl YIIOMHUHAEMBbIX MPAaBOBBIX AKTOB WJIM MHBIX JIOKYMEHTOB.
[Tocne moanucanus BHECEHHE KaKUX-THOO MCIPABICHUN B JOKYMEHT HEAOMYCTUMO U JIEJIOIPO-
M3BOJICTBEHHAs CIIy’k0a IMPOBOAUT PETUCTPALIMIO JOKYMEHTA, C 3TOI0 MOMEHTa JOKYMEHT IpH-
oOpeTaer cTaTyc opUIMATBEHO U3IaHHOTO.

Bonpocs! nuis1 00cyxneHust

1. KakoBa ponb pacnopsAMTENbHBIX JOKYMEHTOB B YIPaBICHUYECKOW JESATEIbHOCTH
IpeanpusITUs?

2. IlepeuncnuTe U OXapakTepu3yiTe BUABI PacIOPSIUTENbHBIX JTOKYMEHTOB, CO3aBa€MbIX

P €JUHOIMYHOM U KOJUIETHAIBHOM CIIOCc00axX MPUHATHS PELIeHHUS.

KakoBblI 3Tansl NOATOTOBKU PaCOPSAAUTENBHBIX JOKYMEHTOB?

4. KaxoBbl IpaBuiia COCTaBICHUS U 0OPMIIEHHS MPHKa3a, IPOTOKOJIA.

w

3ananmue:
1. Pa3zpaboTaTh MakeT pacnopsiAUTEIbHBIX JTOKYMEHTOB JAJISl IPEIIPUITHS Majoro Ou3Heca.

Jlureparypa:

IlepeyeHb OCHOBHOI JTUTEPATYPBI:

1. Ky3nernora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue / M.B. Ky3neroBa, I'.A. XadarpssH. — DJNEKTPOH. TEKCTOBbIE JaH-
Hble. — Mocksa: Jlamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 1OMOJTHUTENIBHOM JTUTEPATYPHI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIPABICHUECKOW NEATENbHOCTU [DIEeKTPOHHBIN
pecypc]: yae6noe nocobue/ Kaydpman H.HO.— DnexTpoH. TekcToBbie qaHHBIE.— OMCK: OMCKHIA
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.
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Tema 8 NHdopMannoHHO-CIPaBOYHbIE JOKYMEHThI

Iesm: pacmiipuTh U 3aKPENUTh 3HAHUS 10 CO3AaHUI0 U OPOPMIICHUIO HHPOPMAITMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB MIPEATPUSITHS.

3HaHust M yMeHMsi, IpuoOpeTaemMble CTYJAEHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTUYECKOro 3aHsATUsA, GopMuUpyeMble KOMIIETEHIIUN WJIM MX YACTH: B IIPOIIECCEe U3yue-
HUS JUCITUIUTMHBI CTYJICHTHI TOJDKHBI HAYYHThCSl pa3pabaTbiBaTh M CO37aBaTh HH(OOpPMAIMOH-
HO-CIPAaBOYHBIE JIOKYMEHTBI MPEINPUSATHS, PA30UPATHCS B UX TUIIOJIOTUH, COJIEPKAHUU U CIie-
nuduke opopmiteHHUs.

B npouecce usyuyeHusi JaHHOU TeMbl GOPMHUPYIOTCH cJIeayIolue KomnereHuuu: Y K-
4, IIK-1, IIK-5.

AKTYyaJIbHOCTh TeMbl. TH)OPMAIMOHHO-CTIIPABOYHBIE JIOKYMEHTHI BBITTOJIHSIOT CITyXe0-

HYIO POJIb M0 OTHOLIEHUIO OPTaHU3ALMOHHBIM U pacnopsiAuTesbHbIM. OHU HE cOAepKaT Mopy-
YeHHUH, HE OO0S3BIBAIOT JICHCTBOBATh CTPOrO IMPEANUCAHHBIM 00pa3oM, a COOOIIAIOT CBEIACHUS,
noOyXIaronIie MPUHUMATh ONPEACIICHHBIC PEUICHHS, UCIOIB3YIOTCS IS pean3anuu HHPOP-
MalMOHHBIX CBSI3€M MEXIY PaBHbIMU, HE COCTOSIIIIMMH B OTHOILLIEHUSIX COITOJAYUHEHUS OpraHu3a-
UUAMH U JTOJDKHOCTHBIMM JTULAMU. DTU TOKYMEHTBI UAYT, KaK MPaBUiI0, CHU3Y BBEPX IO CUCTE-
Me ympasieHus. Ocoboe MeCcTo B CHCTEME JTaHHOW TOKYMEHTAllMd 3aHUMAaeT TEeperucKa —
0000111eHHOE Ha3BaHHE PA3IMYHBIX MO COACPKAHUIO TIOKYMEHTOB, CIIY)KaIllUX ISl ONIEPAaTUBHOTO
MH(pOpMaLlMOHHOIO 00MeHa Mexay opranuzanusamu. Ilepenucka 3anumaer 10 80 % Bceil BXo-
JALLIEH U UCXOSIIECH JOKYMEHTALIUU.

TeopeTuyeckas 4acTb

BonbIIMHCTBO JOKYMEHTOB, M3/1aBaCMbBIX B OPTaHM3AIUAIX, SBISIOTCS HH(MOPMAIIMOHHO-
CIIPaBOYHBIMU.

NudopmaninoHHO-CipaBoOYHbIE JOKYMEHTHI - 3TO COBOKYIMHOCTH JOKYMEHTOB, COJEpXKa-
mmx MHGOpMALKI0 O (PaKTHUECKOM MOJIOKEHUU eI, CIYXKAIlUX OCHOBAHWUEM Ui MPUHATHUS
peLeHui.

Bunsr nnopmManoHHO-CIIPaBOYHBIX TOKYMEHTOB:

AKT - ”HOPMAIIMOHHO-CIIPABOYHBIM JOKYMEHT, COCTABJISIOLIMICS TpYyNIoN JUI IS
MOJITBEPK/ICHUSI YCTAaHOBIEHHBIX (PAaKTOB, COOBITHI. AKT MOXET CO/EPKAaTh BBIBOJIbI, PEKOMEH-
JIallMK, IPEJIOAKEHHS €r0 COCTaBUTENEH.

AKT yTBEpKIAETCsl paCOPSIAUTENIbHBIM JOKYMEHTOM WM PYKOBOJUTENEM, MO YKa3aHUIO
KOTOPOT'O COCTABJIEH JOKYMEHT.

Tekct aKTa COCTOUT u3 IBYX YacTel: BBOJHOM, KOHCTaTUPYIOLIEH.
Bo BBOJIHOM YacTH TEKCTa aKTa YKa3bIBA€TCSI OCHOBAHUE JIJI1 COCTABJIEHUS aKTa, MEPEUUCIISIIOTCS
JIMIIA, COCTABUBILINE aKT U MPUCYTCTBYIOLIUE IIPUA ITOM.

B xoHcTatupyrorieit 4acTu COAEp>KUTCS OTMCAaHUE TTPOICTIaHHON paOboThI; (PUKCUPYIOTCS
(bakThl, W3TAralOTCs BBIBOJBI, MPEIOKECHHS] COCTABUTENEH aKTa. AKT MOJIMUCHIBACTCS BCEMH
JIMIIAMU, TPUHUMABIIMMH YYaCTHE B €r0 COCTABJICHUU.

[IpoTokon - MOKyMEHT, (PUKCUPYIOMIHIA XOA 0OCYXICHUS BOIPOCOB U MPHUHSITHS pele-
HUW Ha COOpaHUSX, 3aCEIaHUSIX, COBEIIAHMSIX.

TekcT  mpoTOKOJIa  COCTOMT M3  JBYX  4YacTeil: BBOHHOM M OCHOBHOM.
BBonmHas dYacTh TEKCTa MPOTOKOJIA HMEET TIOCTOSHHYI0O M TEepEeMEHHYI HH(GOpPMAIIHIO.
[TocTostnuas - cnoBa: «IIpeacenarensy, «Cexperapby, «lIpucyrcTBOBaIN» (MUUIYyTCA OT JIEBOTO
TIOJIST).

[lepemenHas - MHUIMATBI U GaMUIHH TpEJCcCeNaTeNsl, CeKpeTaps, IpUCcyTcTBytomux. [lumercs
OT BTOPOTO TOJIOKEHUS TaOyIsITOpA.

OcHoBHas yacTh npoTtokosa ctpoutcs no cxeme: CJIVIIAJIA - BBICTVYIIUIIN - T10-
CTAHOBWJIN (PEHINJIN) 1o kaxaoMy BOMPOCY OTIAEIBHO,0T JIEBOTO IMOJs 0€3 3HAKOB Tpe-
MUHAHUS.

ITepen cnoBom CJIVIIIAJIM craButcs mudpa Bompoca MOBECTKH JHS, €CJIA BOTIPOCOB HECKOJIb-
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k0. C KpacHOHM CTPOKH MUIIYT MHUIHUAIBI U (AMHUIUIO JOKIaT4MKa B UIMEHUTEIHLHOM Masexe,
3aTeM Me4aTaloT COAEp KaHue JTOKJIaza, COOOLICHNUS.

[Tocne BBICTYIIMJIN ¢ kpacHO# CTPOKH MHUIITYT UHUIHAIBI U (PaMHUIIMH BBICTYIAIOLIIX
B UMEHMTEIbHOM TaJeXe, 3aTeM [e4yaTaloT  COJep)KaHue JOKJIaAa, COOOLICHHUS.
3aBepuiaromiasi 4acTh TEKCTa IPOTOKOJA — IOCTAaHOBJIEHHE MO Bompocy. HaunHaercs cioBom
ITOCTAHOBUMJIN. OnHa cTpouTCs MO CXeMe: IEUCTBUE - UCIOJHUTEND - CpoK. [IpoTokoin mos-
IIMCBIBAIOT IIpeJceaarenb U cekperapb. /laToll mpoTokoia sBIsSETCS JaTa MPOBEIEHUS 3aceia-
HUSL.

JlokyiagHas 3anucka - JOKyMEHT, aJpeCOBaHHbI PYKOBOJUTENIO CBOEH WMJIM BBIIIECTOS-
1iel OpraHu3aly U COAEPKaIMNA N3JI0KEHNE KaKoro-I1u00 Bopoca min (akra.

[lo conepxaHuIO JOKIAJHBIE 3aMUCKH OBIBAIOT: HWH(POPMALMOHHBIC; OTYETHBHIC.
B 3aBucuMocCTH OT afpecara: BHyTPEHHHUE, BHEIIHHUE.

BuyTpennue noxnaaHeie 3anucku opopmistiores Ha O6manke GopmaTta A4, MOANKUCHIBAET
UX aBTOP-COCTABUTEIb.

BHremHue pokmanHbie 3amucKd 0hopMIITIOTCS Ha o01eM Oianke gpopmarta A4, MOANUCHI-
BalOTCS PYKOBOAMUTEIEM OPTaHU3ALNH.

Teker qoKIaaHON 3aIMCKU JEIUTCS Ha JIBE YaCTH:

U3JI0kKeHHEe (PaKTOB, OCIYKUBIIMX IPUUYUHON €€ COCTaBICHUS.

Bb1BOIBI, IpEAIOKEHUST OpraHU3AIMH WU I0JPKHOCTHOTO JIMLA.

OOpsicHUTENbHAS 3aMCKA - JOKYMEHT, MOSCHSIOIUN COep’KaHUe OTAEIbHBIX MOJIOXKE-
HUI OCHOBHOTO JIOKyMEHTa (TJIaHa, OTYETa) WK OOBACHAIOIIMI NPUYHHBI HAPYILIEHUS TPYA0BOI
JUCLUIUIAHBI.

OObsCHUTEIbHBIE 3AIMCKH, SBISIOLIUECS MPUIOKEHUEM K OCHOBHOMY JOKYMEHTY, I10-
ACHSIOIINE ero, 0pOpMIISIOTCS Ha o01uX Osankax. [loanuceiBaeT X pyKOBOJUTEb.

OObscHUTEIbHBIE 3AUCKH, OOBSICHSIONINE IPUYNHBI HEBBIIIOJHEHUS KaKOro-1100 nopy-
YeHUsl, COCTAaBIIAIOTCSA paOOTHUKAMU Ha CTaHIapTHOM Jiucte Oymaru. [loanuceiBaeTcss aBTOpOM-
COCTaBUTEJIEM.

CropaBka - JOKYMEHT, THOATBEp)KIAOIIMNA  Kakue-mubo  (akTbl MM COOBITHSL
B cnpaBke He garoTcst BBIBOJBI U Ipe/IokeHUs. B cipaBke pUKCHUPYIOT CBEEHUS OIpe/eseH-
HOTO I1€pHOJIa BPEMEHH.

CripaBKM COCTaBJISIOTCS ISl yIOCTOBEPEHUSI IOPUINYECKUX (PAKTOB: MOATBEPKICHUE ME-
cTa paboThl, yueObl, 3aHUMAEMOM JJOKHOCTH.

Ecnu HeoOxonuMo B cripaBKy BKJIIOYUTH CBEAEHHUS 110 HECKOJBKUM BOIPOCAM, TEKCT €€
JIeNUTCs Ha pas3zenbl. Pa3iensl TOMKHBI HMETh 3aroj0BOK M HyMEpaluio apabCKUMHU IU(pamH.
TekcT cpaBKH, UMEIOLUHN UPPOBbIE TOKA3ATEIN, MOKET OBITH O(POPMIIEH B BUIE TaOIUIIBI.

CrnipaBkH 10 IPOM3BOACTBEHHON TEMAaTUKE COCTABJISIOTCS B ABYX JK3EMIULIPax, OJUH U3
KOTOPBIX HampasisieTcs aJipecary, a BTOPOil MOIINUBAETCS B JEJIO.

Tekct cripaBku JTMYHOTO XapakTepa HAYMHAETCS ¢ yKa3aHUs (paMWINU, UMEHH, OTUYECTBa
(B UIMEHUTEIHHOM MaJieke), pabOTHUKA WIJIM HHOTO JIUIAa O KOTOPOM COOOIIAI0T CBEJCHMUSI.

Jloknan - mocieoBaTeNbHOE U3JI0KEHHE Ha cOOpaHuM, 3ace/laHuHM... UH(opMaum, Ka-
carouieiicst IpoAeNaHHOW WK IJIaHUPYyeMON paboThl PYKOBOJUTENEM OpraHU3aAIMK WIH IPYTrUM
JOJKHOCTHBIM JULIOM.
YToObl COCTaBUTh XOPOIIUN OKIAJ, HAJAO0 OMPEAENUuTh Leidb JOKYMEHTa U MpaBuia opopmiie-
HUS.

[enn nokiana: nHGOpMUpOBaHHUE U YOSKICHHE.

DNEeMEHTHI 10KIa/1a:

1. BcrymieHue

2. OCHOBHAs 4aCTh
3. BBIBOJBI

4. peKoMeHJaluu.

TekcT noknaaa IOMKEH COCTOSITh U3 KOPOTKUX MPEaiokeHnud. B npemyioxkenun T0mKHO
ObITH He Oouee 20 ci1oB.
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Tenerpamma - opunuaIbHOE coo01ieHue, nepeaaHHoe o tenerpady.
Tekct TesnerpamMmbl 10JKEH ObITh KpaTKuM. Cor03bl, MPEAJIOTH, 3HAKU NPENUHAHUSA B TEKCTE
OILyCKaIOTCH.

B niepBoii yacTu TenerpamMmsl yKa3bIBarOTC:

OTMeTKa 0 KaTeropuu TeJlerpaMmbl;
Anpecar;
TexkcT;
®ammins JOHKHOCTHOTO JIMIA, TOANNCABLIETO TEIErpaMmy;
Bo BTOpOI#i yacTu TenerpaMMsl - IOJ 4YEPTOU - YKa3bIBAIOTCA:
AJpec 1 HaNMEHOBAHNE OPTaHU3ALMH - OTIIPABUTEIIS TEIETPAMMBI;
Hanmenopanue 10DKHOCTH,
[Toanuce nuua, OT UMEHU KOTOPOIO TEJIErPaMMa UCXOINT;
. Ileuats;
10. JTara

Tenedgonorpamma - opunmansHOe COOOIIEHHE, TepelaHHOe 0 TenedoHy. ITOT BH] UH-
(bopMaLOHHO-CIIPABOYHOT'O JJOKYMEHTA MCIIOJB3YETCs ISl Iepeaayl CPOUYHbIX PaCHOPsKEHHH,
W3BEIICHUH B Mpeenax Tene(oHHOM CBs3M.

ITpu nepenaun tenedoHOrpaMmBbl MOIAraeTcs NPUACP)KUBATHCS CIEAYIOIUX YCTAaHOBOK:

1. mepenmaBaTh TOJBKO KPAaTKYIO, CPOUYHYIO HH()OPMAIIHIO;

2. TPOBEPATH NPaBUILHOCTh 3aMCU OOPAaTHOM CBS3BIO;

3. TekcT - He O6oiee 50 cioB;

4. He UCHOJB30BATh TPYIHO BHITOBAPUBAEMBIE U TPYAHBIE CIIOBA.

DJNEeKTpOHHAs MoYTa KaK CPEICTBO MpHeMa-Tiepeaaydl COOOMICHUH MEeXIy KOMITbIOTe-
paMy IMyTeM HCIOJIb30BAaHUS 3JEKTPOHHBIX ceTeil — 3TO 3(h(hEeKTUBHBIA MHCTPYMEHT BHYTPEH-
HEl M BHEIIHEH YNPaBJICHYECKOW KOMMYHUKAlUMU opraHu3anuu. [IpenmymecTsa TeXHOIOTHH
3JIEKTPOHHOM MOYTHI BBI3BAIU €€ OBICTPOE paclpoCTpaHEHHE BO BCEM MHUpE.

Bo3MoKHOCTE OBICTPO MMOJIy4aTh U MepeAaBaTh UHPOPMAIUIO, a TAaKKE BO3MOXKHOCTb
00IIaThCS ¢ KIMEHTaMHU U KOJJIETaMH U3 JH000H TOUKM 3€MHOTO IIapa CYMTAIOTCS JIByMs OC-
HOBHBIMHU MPEUMYIIECTBAMU 3JIEKTPOHHOM mouThl. B To e Bpems 19 % amepukanies cuura-
IOT, YTO OHU TPATST CIMUIIKOM MHOTO BpPEMEHH Ha YTE€HHE COOOLIEHUI U MTOATOTOBKY OTBETOB.

Korna B nmoutoBoM siuke Mycopa 0oJiblile, YeM MOie3HOW HH(OpMallUU, BEJIUK PUCK
HOTEPATh HY)KHOE COOOLIeHHe: MO0 M0 OIMOKE YHHYTOKUB €ro, JUOO BCIEJICTBHE HEKOp-
PEKTHOI pabOThI cUCTEMBI (PUIBTPALIUU TTOYTHI.

YacTb cooO1ieHuil 37eKTPOHHOM MOUTHI, OTHPABISIEMBIX U IMOIY4aeMbIX COTPYTHUKAMU
OpraHM3aIiM, COACPKUT YIPABIECHUYECKYI0O HHPOPMAIIUIO, @ 3HAUUT, SBISETCS JOKYMEHTAllU-
eil, KoTopo#i cienyeT ynpaBiATh B paMKaxX OOILIEro yNpaBJieHUs JOKYMEHTalu €il opraHusa-
17078

CoNor~LNE

B CIIA HOpMaTuBHBIE TPeOOBaHUS K XPaHEHHUIO TOKYMEHTOB OOBIYHO HE OrOBapUBa-
I0OT HOCUTEJNb JOKYMEHTA: OHHM PaCIpOCTPAHSIIOTCS Kak Ha OyMaskHble JOKYMEHTHI, TaK U Ha
JJIEKTPOHHBIE JOKYMEHTHI, B TOM YHCJI€ JOKYMEHTBI JJIEKTPOHHOMU IOYTHI, IIPUIIOKEHUS K J10-
KYMEHTaM 3JI€KTPOHHOU MOYTBHI.

3apyOeKHBI OMBIT MOKA3bIBAET, YTO YIPABIATH JOKYMEHTAMH 3JIEKTPOHHOH MOYTHI
HEOOXOINMO JIJISI TOT'O, YTOOBL:

1) yMEHBIIMTH pacxXoJbl U, B YACTHOCTH, YMEHBIIUTh 3aTpaTbl pabovyero BpeMEHH Ha
MOMCK HEOOXOAMMOI0 COOOIIEHNUS B apXUBE KOPIIOPATUBHOM 3JIEKTPOHHOM MMOYTHI;

2) yBennuuTh 3 (HEKTUBHOCTH / MPOU3BOAUTEIBHOCTD IEATEIIEHOCTH;

3) YMEHBLIUTh PUCK HApYILIECHHS BCE BO3PACTAIOIIMX HOPMATUBHBIX TpeOOBaHMM K pa-
00Te ¢ JOKyMEHTAIMel U PUBJICUECHUS K IOPUIUUYECKON OTBETCTBEHHOCTH.

B HEKOTOpBIX COBpEMEHHBIX OpraHM3alMsIX 3JEKTPOHHAs IMouTa sBIsAETCS Haubosee
npuMeHsieMoil popMoil BHyTpeHHEH M BHEIIHEH KOMMYHUKAIIMHU, BBHITECHUBIICH OyMa)KHYIO
nepennucKy. B Takux opraHu3anusx KOPHIOPAaTHMBHBIM CUCTEMAM IHPUXOAMUTCA OINEPUPOBATH
OTPOMHBI MU 00BEMaMHU Kak O(QHUIMATBHOM, TaK M YaCTHOM 3JIEKTPOHHOMN MEepenucku. B cBs3u
C TeM, YTO OPraHM3ALMOHHBIM KOHTPOJIb TAKOTO OOJIBIIOrO KOJIMYECTBA COOOLICHUN 3aTpya-
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HCH, OTBCTCTBCHHOCTL 3a YIIPABJICHUC NOKYMCHTaMHU BHGKTpOHHOﬁ IIOYThI BO3JIara€rcsa Ha
KaXXI0ro MHAUBHUAYAJIbHOI'O II0JB30BAaTCJIA, a HC TOJIBKO Ha CIICIUAIN3UPOBAHHBIC CJ'IY)K6BI.

Bonpocs! 1u1st 00Cy:KIeHUst

KakoBbl Ha3HaueHue U BUAbI MHOOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB?
[lepeuncnure GyHKIMU U BUIBI JETOBBIX THCEM.

IIpaBuna cocraBieHus TekcTa U 0(pOPMIIEHUS] PEKBU3UTOB JIEJIOBOIO IHChMA.
CocTaBUTh OCHOBHBIE HH(POPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI.

KakoBbl mpaBuia coctaBiaeHus U 0QOPMIIEHUS 3JIEKTPOHHBIX NUcEM?
KakoBsl mpaBuiia cocraBieHus U 0hopMiIeHUsT BeO-TOKyMEHTOB?
JloknasHble, ciy*keOHble U OObACHUTEIbHBIC 3AIUCKH.

KakoBbI mpaBuiia coctaBieHus: 1 0(OPMIICHHS aKTOB?

LN wNE

3aganmue:

1. Pa3zpaborare makeT WHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB JUIS MPEAIIPUSATHS
MaJIoro OusHeca.

Jlureparypa:

IlepeyeHb OCHOBHOIi JTUTEPATYPHI:

1. Ky3nenoa 1.B. JlokyMeHTHpOBaHHE YIPaBICHUYECKOMN NEATEIbHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe mocobue / U.B. Ky3nenosa, I'.A. XauaTpssH. — DJICKTPOH. TEKCTOBBIC JIaH-
Hble. — Mocksa: JlamkoB u K, At [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-5-394-03274-5
— Pexxum gocrymna: http://www.iprbookshop.ru.

IlepeueHnb 10MOJHUTEIbHOI JIUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPABIECHYECKON NEATETLHOCTH [DIEKTPOHHBIM
pecypc]: yue6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcroBsie qanHble.— OMcK: OMCKUi
rOCy1apCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  poctyna:
http://www.iprbookshop.ru.

Tema 9 Opranuszanus padoThl ¢ JOKYMeHTAMH

Heau: pacmmputh U 3aKpenuTh 3HAHMS 110 OpraHU3alUU pabOThl C JTOKYMEHTaMU Ha
IPEIIPUATHH.

3HaHMsA W yMeHMs, NMpuUoOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOCHHSI TeMbl
NMPAKTHYECKOro 3aHATUsA, (OPpMHUpPYeMble KOMIIETEHIIUH MJIM MX YACTH: B IIPOLIECCE U3yde-
HUSl TUCHUIUIMHBI CTYACHTHI JOJKHBI HAyYUTHCS MPABUIBHO OPraHU30BaTh IMpolecc padoThl ¢
JIOKyMEHTaMH Ha NPEANPUATHH.

B npouecce n3ydyenusi JaHHOM TeMbl (POPMHUPYIOTCH cIeAyIOIHe KoMIeTeHuun: YK-
4, I1K-1, T1K-5.

AKTyaJbHOCTh TeMbl. Opranusanus paboThl ¢ JOKYMEHTaMH — Ba)KHEHIIIasi COCTaBHas
YacTh JIEJIONPOM3BOJCTBA B LIEMOYKE «CO3/1aHUE/TIOCTYIUIEHHE JIOKYMEHTa — MCIIOJHE-
HUE/OTIpaBICHUE IOKYMEHTa — XpaHEeHUe JOKyMEHTa». DTOT 3Tan paboThl ¢ IOKYMEHTaMH BO
MHOTOM mpezonpenenser 3pPpeKTUBHOCTb EeATEIBHOCTH ammnapaTta, obecreuuBas pardoHalb-
HBII JTOKYMEHTOOOOPOT, CO3/1aHre WH()OPMAIMOHHO-TIOUCKOBBIX CHCTEM IO JOKYMEHTAIIWH,
KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB M IIOATOTOBKY JOKYMEHTOB K II€peladye B apXuB.
Opranuzanus paboThl ¢ TOKYMEHTaMU — OpraHu3alus JOKyMEHTO000pOTa, XpaHEHUS U UCIIOJIb-
30BaHUs JOKYMEHTOB B TEKYILEH IEATEIbHOCTH.
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Teoperuyeckas 4acTb

[Tox 1oKyMeHTOOOOPOTOM MOHMUMAETCS ABM)KEHHE JIOKYMEHTOB Ha TPEANPHITHH, B
YUPEXKJIEHUU C MOMEHTA UX MOJIYYSHHS WIK CO3JaHMs 10 3aBEPIICHUS UCIIOJIHEHUS WIH OTIPaB-
KH.

OCHOBHBIMU MPUHLUIIAMH OPTaHU3ALHUU JOKYMEHTO000POTA SBISIOTCS CIETYIOIINE:

* TIPOXOXICHUE TOKYMEHTOB JOJDKHO OBITh ONEepaTHBHBIM. UTOOBI COKPATUTH BpEMs HX
npeObiBaHus B chepe Ie0nponu3BOJCTBA, CIEAYET pa3IUYHbIE Olepanuu mo oopaboTKe JOKY-
MEHTOB BBINOJHATH MMapajuIeIbHO (HampUMep, KOMMPOBAHUE U pa3fada KONHMHA JOKyMEHTa JIH-
11aM, B UCIIOJIHEHUU KOTOPOTO OHU YYaCTBYIOT OJIHOBPEMEHHO, U T. [1.);

* KaXXJ0€ TepeMeleHle JOKYMEHTa JOJKHO OBITh ONpaBJaHHBIM, HEOOXOIMMO HCKIIIO-
YUTH WM OTPAHUYUTh BO3BPATHBIE ITEPEMEIICHUS JOKYMEHTOB;

* TIOPAJIOK MPOXOXKAECHUS U MPOLECCH 00paOOTKM OCHOBHBIX BUIOB JOKYMEHTOB JIOJIKHBI
OBITh €IMHOOOPA3HBIMH.

OcHoBHas 3a7aya OpraHU3aMH JTOKYMEHTOO0OpOTa - MPSIMOTOYHOCTD B JIBXKCHHHU J10-
KYMEHTOB, OJTHOKPATHOCTh u eanHooOpaszue ux 00paboTKu.
[To oTHOWIEHWIO K ammapary yIpaBICHUS Pa3IUYalOT MOTOKH MOCTYMAIONINX, OTHPABISIEMbIX U
BHYTPEHHUX JIOKYMEHTOB (IIPAaKTUKHU HA3bIBAIOT 3TH JOKYMEHTHI COOTBETCTBEHHO BXOJSIIUMU,
UCXOAUIMMHU U BHYTPEHHHUMH JOKYMEHTAMH).

OCHOBHBIMU XapaKTEPUCTHKAMU MTOTOKOB, KOTOPBIE YYUTHIBAIOTCA MPU OpraHU3alluu J10-
KYMEHT0000POTa, SBISIOTCS:

- 00BEM MOTOKA, KOTOPBIH ONpeAensieTcss KOTMUECTBOM JOKYMEHTOB, MPOXOAAIIUX Yepe3
KaHIIEJSIpUIO (cekpeTapsa-pedepeHTa) 3a Tojl, MoJyroAue Wik KBapTa,

* CTPYKTypa MOTOKa, ompezensieMas pa3HOBUAHOCTHIO JOKYMEHTOB, aBTOPCTBOM H JIPY-
UM KJIacCU(UKAITMOHHBIMU MIPU3HAKAMH;

* PEXUM TOTOKA, KOTOPBIM omnpeaesnsercs NepuoJUYHOCTBIO JIBMKEHUS JOKYMEHTOB 4Ye-
pe3 kaHuemnsipuio (cekperaps-pedepenra).

VYder o0bemMa JTOKYMEHTOOOOPOTAa OCYLIECTBISETCS C IENbI0 MOJYYeHHs] JAAHHBIX JUIs
pacudera ITaTHOW YHUCICHHOCTH MepCoHaia AeIONPOU3BOACTBEHHON CIyX Obl, BHIOOpa TEXHUYE-
CKUX CPEJICTB NPHU MEXaHMU3ALUU M KOMIIBIOTEPU3ALMH JIEJIONPOU3BOJICTBEHHBIX MPOLIECCOB U
KOPPEKTHPOBKH 3arpy3KH IMOJPa3/IeICHUN U OTACIBHBIX MCIOIHUTENEH paboTON C TIOKyMEHTa-
MH.

JUist ONTHMHU3alU MapuIpyTOB JBMKCHUS Pa3IMYHBIX KaTETOPUil JOKYMEHTOB (BXOJS-
IIUX, UCXOJSIINX, BHYTPEHHHUX; IPUKA30B [0 OCHOBHOM /IE€ATENILHOCTH U JIUYHOMY COCTaBY, MH-
CeM M MPEUIOKEHUH TpaKIaH; 3asBOK; PEKJIaMalMid u T. [I.), pa3pabaThIBAIOTCSI MapUIPyTHHIC
cxeMbl. CxeMbl JOKYMEHTOOOOpOTa BKIJIIOYAIOTCA B VHCTPYKIHMIO MO JOKYMEHTAllMOHHOMY
00ECTIEYeHHIO YIIPABIICHUS B KAUECTBE HEOTHEMIIEMOTO TIPUIIOKEHUSI.

CyiecTByeT Tpu OCHOBHBIE (DOPMBI OpraHU3aIMK pabOTHl ¢ JOKYMEHTAMU: LIEHTPaIU30-
BaHHasl, JACTIEHTPAIN30BaHHAS U CMEIIaHHASI.

LentpanuzoBanHas opma OpraHu3alui JOKYMEHTOO0OpOTa IPUMEHSIETCSl Ha MpeIpH-
ATHUAX C HEOOJBIIUM JAOKYMEHTOOOOPOTOM; IpH JELEHTPATIN30BaHHON Gpopme paboThl C JTOKY-
MEHTaMHU BCE ONEpaIH BBINOJHAIOTCS B CTPYKTYPHBIX MojpaszaeneHusx. CMmernanHas popma
paboThI ¢ JOKYMEHTAaMH HCITOJIB3YETCSl Ha KPYIMHBIX MPEANPHUITHSX CO CIOXKHOW CTPYKTYpOH U
00JBIINM 00BEMOM IOKYMEHTOO00pOTA.

Bonpocs! nuis1 00cyxneHus

1. XapakTepuCTUKH U IPUHIIUIIBEI OPTaHU3aluU JOKYMEHTO000pOTa.

2. JIBMKCHHE BXOJISAIINX, UCXOSAIINX ¥ BHYTPEHHUX JIOKYMEHTOB.

3. Kak npoucxoauT peructpanus 10KyMeHTOB?

4. Pacckaxure 006 0cCOOCHHOCTAX MH(OPMAITMOHHO-CITPABOYHOU PAOOTHI.
5. KOHTpOJIb NCTIOJHEHUS TOKYMEHTOB.

6. ABTOMAaTH3a11si OCHOBHBIX JEJIOMPOU3BOJICTBEHHBIX OMEpaIIHil.
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3amanmue:

1. Ha npumepe KOHKPETHOTO NMPEANPUATUS U3YUUTE CUCTEMY OpPraHU3aLUU padoOThI C J10-
KyMEHTaMH, OLEHUTE CHUJIbHbIE U Cl1a0ble CTOPOHBI M pa3paboTaiiTe peKOMEHJaluu IO COBEp-
IICHCTBOBAHUIO IPOIECCa OPraHU3aluu pabOThl CHCTEMBI JTOKYMEHTAIIMOHHOTO OOECTICYCHHS
yIpaBJICHUSL.

Jlureparypa:

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Ky3nenoBa U.B. JlokymMmeHTHpOBaHUE yIPaBICHUECKON JEATEIBHOCTH [ DJIEKTPOHHBIM
pecypc]: yuebnoe nmocobue / N.B. Ky3nenona, I'.A. XadyarpssH. — DJIEKTPOH. TEKCTOBBIE JaH-
Hble. — Mocksa: JlamkoB u K, A#i [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-5-394-03274-5
— Pexxum gocrymna: http://www.iprbookshop.ru.

IlepeueHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaypman H.1O. JlokyMeHTHpOBaHUE YIIPABICHYCCKON JEATEIBHOCTH [DICKTPOHHBIH
pecypc]: yue6Hoe nmocobue/ Kaypman H.FKO.— Dnektpon. TekcroBbie qanHble.— OMck: OMcKui
rOCylapCTBEHHBI  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  pocryna:
http://www.iprbookshop.ru.

IpakTnyeckoe 3ansiTue 3

Tema 10 XpaHeHHne JOKYMEHTOB

Iein: paclIMpUTh U 3aKPEIUTh 3HAHUSA 110 OPraHU3ALUKU CUCTEMBI aPXUBHOI'O XPAHECHUS
JIOKYMEHTOB.

3HaHMA W yMeHMsA, NpHoOpeTaeMble CTYAECHTOM B pe3yJabTaTe OCBOCHHMS TEMbI
NMPAaKTHYECKOr0 3aHATHSA, GopMHpYyeMble KOMIIETEHIIUH WM MX YAaCTH: B IIpOLiecce U3yde-
HUS TUCIMITIIMHBI CTYIEHTBI JT0JDKHBI HAYy4UThCsl (POPMHUPOBATH Jefia JUIsl Iepejaul Ha apXUBHOE
XPaHCHUC U JCJIaTh OIMUCHU JOKYMCHTOB, XPpaHAIIUXCA B ACITIC.

B npouecce n3yuenns faHHO# TeMbl (POPMHUPYIOTCH CJIeAyOIHMe KomnereHnun: Y K-
4, TIK-1, TIK-5.

AKTYaJIbHOCTH TeMbl. 3aBEpIIAIOIIMM 3TAllOM IpOLEcca ACIONPOU3BOACTBA SBISETCS
MoAroTOBKAa MCIIOJIHCHHBIX JOKYMCHTOB K XpPaHCHHIO W HMCIOJIb30BAHUIO. OcHoBHas oeiab
YIHopAAOUCHUA U XPaHCHUA HCIIOJIHCHHBIX JOKYMCHTOB — CO3daHUC yCJ'IOBI/II\/JI JUIA UX HUCIIOJIB30-
BaHUs B CIIPABOYHOM paboTe yupexIeHUi 1 nomnoiHeHne [ ocy1apcTBEeHHOr0 apXuBHOTO (hoHAa
PO.

Teoperuyeckas 4acTb

B apxuBax opranusanuii JOKyMEHTbI XPaHITCS B TEUEHUE ONPEACIECHHBIX CPOKOB, OCIE
YEero OHM JIOJDKHBI ObITh TIepejaHbl Ha TOCYIapCTBEHHOE XPaHEHHUE B TOCYJapCTBEHHbIE U MYHHU-
LUIaNbHbIE apXxuBbl. DenepanbHbIM 3aKOHOAATEIBCTBOM OIPEEIIEHBI IPEIEIIbHBIE CPOKU Xpa-
HEHUS IOKyMEHTOB, BKJIIOUEHHBIX B YCTAHOBJICHHOM MOpsiiKe B coctaB ApxuBHoro ¢onna Poc-
cuiickor denepanuu:

1. 1OKyMEHTOB MO JMYHOMY COCTaBY, 3allMCEed HOTapUaJIbHBIX JEHCTBHM, MOXO3sH-
CTBEHHBIX KHMI U KaCalOIIMXCsl MPUBATH3AIMU KWINIIHOTO (OHJIA JOKYMEHTOB —
75 e,

IIPOEKTHOM TOKYMEHTALUU 110 KallUTaJIbHOMY CTPOUTENLCTBY — 20 JI€T;
TEXHOJIOTHYECKON U KOHCTPYKTOPCKON JoKyMeHTanuu — 20 JeT;

NaTEHTOB Ha M300pETEHHE, MTOJIE3HYI0 MOEIb, IPOMBILIUIEHHBIN 00pazer; — 20 jer:
HAay4YHOUN JOKyMEHTauu — 15 jeT;

KUHO- ¥ (POTOJJOKYMEHTOB — 5 JIET;

ok w
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7. BUAeO- U GOTOTOKYMEHTOB — 3 To/a.

B cnydae nukBuaanuMy opraHuzalyd, JOKYMEHTHI TOCTOSIHHOIO CPOKa XpaHEHHUs W IO-
JMYHOMY COCTaBY MEpPEAaroTCsl B rOCYAApCTBEHHBIN (MyHULIMIIANbHBIN) apxuB. i1 HErocyaap-
CTBEHHBIX OpraHU3allui, 4YacTh JOKYMEHTOB KOTOPBIX OTHECEHa K COCTaBy ApXHMBHOrO (oHIa
Poccwuiickoit @eneparnuu, sl TaKoW Mepeadd HEOOXOAMMO 3aKITIOYSHHE JOTOBOPa C YUpexKIe-
HUeM cucTeMbl DenepaabHON apXuBHOU cyk0bl Poccuu. Ecnu opranmusaius cBOEBpeMEHHO HE
3aKJII0YMIIa JOTOBOP C apXUBOM, TO B 3TOM CJIy4ae roCyAapCTBEHHbIN (MyHULIMIIAIbHBIN) apXUB
00s13aH MPUHATH HA XPaHEHUE TOJIBKO JOKYMEHTHI MO JUYHOMY COCTaBy pabOTHUKOB OpraHu3a-
uu. MecTo XpaHeHUs! OCTaJIbHBIX JOKYMEHTOB OIPENENATCS MpeaceaaTesIeM JIMKBUAALMOHHON
KOMUCCHH WM KOHKYPCHBIM YIIPABIISIOLIUM.

[ToaroroBka NCIOJIHEHHBIX JOKYMEHTOB K XPAHEHUIO U UCIIOJIb30BAaHUIO BKIIIOUYAET:

1. skcnepTu3y (OLIEHKY) HAYYHON U MPAKTHUYECKOM LIEHHOCTH JTOKYMEHTOB

2. odopmieHHe e

3. oIKcaHue TOKYMEHTOB MOCTOSHHOTO U JIOJTOBPEMEHHOI'O XpaHEHHUS;

4. obecrnieueHue UX COXPaHHOCTH;

5. mepenauy Jiel B apXHUB YUpPEXKICHUS, T.€. B BEJOMCTBEHHBIN apXUB.

(BenoMcTBEeHHBIM Ha3bIBae€TCS apXuB, HAXOMASIIUICS B HENOCPEACTBEHHOM IOJYUHEHUU
COOTBETCTBYIOILIEH OpraHU3aIlK, HE BXOJIICH CUCTEMY TOCYIapCTBEHHOW apXUBHOM CIyKOBbI,
WIM SBIIAIOIIMNCSA CTPYKTYPHBIM IOJpA3JeJI€HUEM OpraHu3anuu.) BenoMcTBeHHbBIN apXuB
OCYIIECTBIISIET XpaHEHUE IOKYMEHTOB OpraHu3alui U Mpe- NPUITUI 10 Mepeayd UX Ha Tocy-
JTApPCTBEHHOE XpaHEHHUE.

DKcrnepTusa HEHHOCTH JAOKYMEHTOB B JIEJIONPOM3BOJACTBE IMPOBOIUTCS IMPHU COCTABICHHUH
HOMEHKJIATyphel Jen, ux (opmupoBanuu. [y opraHu3amud W TPOBEICHHUS OSKCIIEPTU3HI
[EHHOCTU JJOKYMEHTOB, 0TOOpa M MOJATOTOBKHU WX JIJIS IEpeaul Ha FrOCyAapCTBEHHOE XpaHEHHeE,
a TaKKe i1 KOHTPOJISI 3a MPaBUJIBHOCTBIO OTHECEHHUS JOKYMEHTOB K pa3jMYHbIM JejaM U
OKa3aHMsI METOIMYECKOM MOMOIIH B) MPOBEACHUH SKCIEPTU3bl IEHHOCTH JOKYMEHTa CO3/1al0TCs
MIOCTOSIHHO JieiicTBytolue 3kcnepTHeie komuccuu (D11K).

PazpaOaTbiBaeTcs MOJIOXKEHHE, B KOTOPOM OIpeNessAtoTcs ee (QyHKIMHU, MpaBa U MOPSI0K
paboTHL.

Ha skcrniepTHBIE KOMHCCHU KpOME OpraHU3alMy €XeroHOro 0TOopa JOKYMEHTOB Ha XpaHe-
HUE BO3JIaraeTcs:

1. paccmoTpeHue To10BBIX pa3/IesioB jieja MOCTOSHHOIO, J0JTOBpeMEHHOro (cBbime 10
JIET) XpaHEeHMsI, B TOM YHCJIE U 10 JIUYHOMY COCTaBYy, aKTOB O BbIJIEJICHUH K YHU-
YTOXKECHHUIO JOKYMEHTOB U J€JI, HE MOAJEKAIUX JalbHENIIEMY XPaHEHHUIO, O HEHC-
IIPAaBUMOM MOBPEXKACHUH TOKYMEHTOB IOCTOSTHHOTO XPAaHEHUS U O HEOOHApYKEHUU
JIEJ1, TIOJUIEKAIINX NIEpejadye Ha TOCYJapCTBEHHOE XPaHEHMUE;

2. BOMPOCOB O MpHEMe Ha BEJOMCTBEHHOE XpaHEHHE JTOKYMEHTOB JIMYHOTO IPOHCXOXK-
JICHHS; MTOATOTOBKAa U BHeceHHe Ha paccMmoTpenue DIIK mpeanoxenuit 00 yctaHOB-
JICHUH U U3MEHEHUHU CPOKOB XPaHEHUS IOKYMEHTOB;

3. paccMOTpeHHE TepedHell TOKYMEHTOB, HOMEHKIIATYp A€, MHCTPYKIUN 1O J1eI0npo-
U3BOJACTBY U T.. OopmiieHre Jena — 3T0 KOMIUIEKC paboT IO ero nepeyyery, HyMme-
paluu JIMCTOB, COCTABJICHUIO 3aBEPUTEIbHON HAMNCH, BHYTPEHHEH ONMMCH JOKYMEH-
TOB;

4. HavyMHaeTCs OHO C MOMEHTa 3aBEPEHUs Jeja B JIJONPOU3BOJCTBE U 3aBEPILIACTCS B
npolecce MOJArOTOBKM €ro K Iepesrade B BEJAOMCTBEHHBIM apXuB MOCJIE€ OKOHYAHUS
KaJIeHJapHOTO T0/a, B T€YEHHE KOTOpOro jeno Obulio 3aBeneHo. OdopmiieHue aen
MIPOBOAUTCS PaOOTHUKAMU CIIY>KOBI I€IOIPOU3BO/ICTBA.

B 3aBuCHMOCTH OT CPOKOB XpaHEHMs NMPOU3ZBOAMTCS MOJHOE WM YacTUYHOE odopmiie-

Hue aen. [lomHoMmy odopmiieHHIo mojyiexkaT iena MOCTOSIHHOTO, TOJroBpeMeHHoro (cBbimie 10
JIET) XpaHEHHUsI U 10 JIMYHOMY cocTaBy. Jlena BpeMeHHoro (110 10 neT BKIOYUTENbHO) XpaHEHUs
MOJJIeKAT YaCTUYHOMY O(DOPMIIEHUIO, UX JIOMYCKAETCsl XPaHUTh B CKOPOCILIMBATENAX, 0€3 BHYT-
pEHHEH nepe cucTeMaTH3aluy JOKYMEHTOB, 03 HyMepaluu JIMCTOB, a Takke 0e3 COCTaBICHUS
3aBepuTenbHON Haamucu. [Ipu odopmiieHnn 00J0XKeEK el MOCTOSHHOTO, JO0JITOBPEMEHHOTO
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(cBpimie 10 yieT) XpaHeHHs M IO JIMYHOMY COCTaBY JIOJDKHBI YKa3blBaThCsl CIEIYIOIINE
PEKBU3UTHI: HAUMEHOBAaHME YUPEKICHHA M €ro HENOCPEICTBEHHAs IOAYUHEHHOCTb;
HAaUMEHOBAHME CTPYKTYPHOI'O IOJpa3elIeHUs, UHAEKC Jeja; aHHOTaluusl K JOKyMEHTaM Jela
(U1 1eJ1 IOCTOSIHHOTO XPaHEHMs, CoJepXkKalluX 0co00 IIEHHbIe JOKYMEHTHI); fara jaena (ToMa,
YaCTH); KOJIMYECTBO JIMCTOB B JIEJIe; CPOK XPAHEHUS JIeNa; apXUBHBIN udp aena.

Bonpocs! nu1s1 06cyxneHust

1. B uem 3akitouaercs onepaTUBHOE XpaHEHUE JOKYMEHTOB?

2. B yeM 3akiir04aeTcs IKCIepTrU3a HEHHOCTH TOKYMEHTOB?

3. Odopmienne aen u nepegada JOKyMEHTOB B apXUB OpraHU3aIHH.
4. KaxoBbl 0COOCHHOCTH XpPaHEHUS AIEKTPOHHBIX TOKYMEHTOB?

3aganue:

1. Ha MpUMEPEC KOHKPECTHOI'O NPEAINIPUATHA HU3YIUTb HNPOUECC IMOATOTOBKH HCIIOJ-
HCHUSA JOKYMCHTOB K XpPaHCHUIO U UCITIOJIb30BAHUTIO

Jlureparypa:

IlepeueHb 0OCHOBHOI1 JTUTEPATYPHI:

1. Ky3nenoa 1.B. JlokymMeHTUpOBaHHE YIIPaBICHYECKOMN ACSITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yuebnoe nmocobue / N.B. Ky3nenona, I'.A. XauarpssH. — DJIEKTPOH. TEKCTOBbIE JaH-
Hble. — Mocksa: Jlamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocrtyma: http://www.iprbookshop.ru.

IlepeueHnb 10MOJHUTEIbHOI JTUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHUE YIPABIECHYECKON NEATETLHOCTH [DIEKTPOHHBIM
pecypc]: yue6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcroBsie qanHble.— OMcK: OMCKUi
rOCy1apCTBEHHBIH  MHCTUTYT  cepBuca, 2014.— 177 c—  Pexum  poctyna:
http://www.iprbookshop.ru.

Tema 11 ABTOMaTH3aLMsA JOKYMEHTAIMOHHOI0 00ecrevyeHunsl ynpaBJieHust

Henu: pacmupuTh M 3aKpenuTh 3HAHUS MO aBTOMAaTU3allMU Mpoliecca JTOKYyMEHTallOH-
HOTro 00eCreyeH!s yrpaBJIeHusl.

3HaHuUsI M yMeHHusi, nmpuodperaemMble CTYACHTOM B pPe3yJbTaTe OCBOCHHS TeMbI
NMPAKTHYECKOr0 3aHATHSA, (pOpMHUpPYeMble KOMIIETEHIIUM MJIM UX YACTH: B IPOIECCE U3yUe-
HUSI TUCUUIUIMHBI CTYAEHTHI JOJDKHBI HAYYUThCA CO3/1aBaTh ABTOMATU3WPOBAHHBIE CHCTEMBI
YIpaBJICHHUS JOKYMEHTAMHU.

B npouecce n3yyennst AaHHO# TeMbl (POPMHUPYIOTCS CJIeAyOIMe KomnereHnun: YK-
4, IIK-1, TIK-5.

AKTYaJIbHOCTH TEMBI.

AKTyaIbHOCTH pa3pabOTKH aBTOMATH3UPOBAHHBIX CUCTEM YITPABIICHUS JIOKyMEHTaMH
ompeAensIeTcss HEOOXOAUMOCTHIO BHEAPEHHUS CHCTEMBI DJICKTPOHHOTO JOKYMEHTOO00pOTa Ha
NPEANPUITHAX, BBI3BAHHOH OOJIBIIMMH OOBEMaMH pabOTBl C JOKYMEHTAaMH, IIOMCKOM,
YTBEPKJICHUEM, COIJIaCOBAaHMEM JOKYMEHTOB, aBTOMAaTH3aIlUeH JBMKEHHUSI KOHCTPYKTOPCKO-
TEXHOJIOTMYECKOH JOKYMEHTAIIMH, JKOHOMUEH BpeMeHH, o0ecreueHneM HH(POpMaIuOHHON 0e3-
ONACHOCTH Y MOBBILIEHUEM HCIIOJHUTENBCKONW JUCHUILUIMHBL JUIsI KOHTPOJIUPYEMOCTH TeX-
HOJIOTMYECKHUX MPOIECCOB.
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Teoperuyeckas 4acTb

DJEKTPOHHBINA JTOKYMEHTOOOOPOT MO CPaBHEHUIO C TPAJUIIMOHHBIM OyMa)XHBIM HUMEET Iie-
JIBIA PSIZ IPEUMYIIIECTB:

a) TPOCTOTA BHECEHMSI U3MEHEHUH B JOKYMEHT;

6) BO3MOKHOCTb ITIOMEIATh B JOKYMEHT HE TOJIBKO TEKCT, HO U MYJIbTUMEUITHbIC JaHHBIE;

B) BO3MOKHOCTB HCIIOJIb30BaTh 3apaHee 3arOTOBJICHHbIE (DOPMBI;

r) 0oJee BbICOKAsi CKOPOCTH Iepeiadl MHPOpMAIIMH 10 O0JIBIIOMY KOJIMYECTBY aJpecoB;

1) DKOHOMUS OyMmaru;

e) KOMIIAKTHOCTb apXUBOB;

) TIPOCTOTA KOHTPOJISI MH(POPMALIMOHHBIX TTOTOKOB;

3) BBICOKas CKOPOCTh IIOMCKA U U3BJICYEHHS MHPOPMALIHH;

1) BO3MOKHOCTb 3alllUThl JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOI'O JOCTYIIA U pa3rpaHUye-

HUS TIPaB IOCTyMa COTPYAHUKOB K HH(POPMAITHH.

Cnenyer ormetuth, uto BHeapenue CAJIJl maer ompeneneHHbIE MPEUMYIIECTBA PYKOBO/I-
CTBY HPEINPUITUNA M OpPraHU3alMi A OCylIecTBIeHUs 3(PPEKTUBHOTO yNpaBiIeHUs U OIepa-
TUBHOT'O IIPUHATHUS PELLEHUH, a UMEHHO:

a) TPO3PAYHOCTb JIEATEIBHOCTH COTPYAHUKOB U OTJIEJIOB;

6) BBICOKAasi CKOPOCTh MOJIYUYEHHS AaHATUTUYECKUX CIPABOK U OTYETOB;

B) YKpEIUICHHE UCTIOIHUTENbCKON AUCIUIIINHBL;

r) CHM)KEHHE HETaTUBHOTO BJIMSHHUS YEJIOBEUYECKOI0 (DaKTOpa Ha JAESITEIbHOCTh KOMITAHUU;

1) YMEHBIIEHHE KOIUYECTBA COTPYIHUKOB, 3aHATHIX Pa00OTON C TOKyMEeHTaMHu (KypbepoB,
KAHLEISIPCKUX paOOTHUKOB U T.I1.).

Bonpocs! 1u1s1 06cyxneHus

1. Yto co060if MpeACTaBISIOT CUCTEMBbl aBTOMATH3AIMK JIEJIOMPOU3BOJICTBA U JOKYMEHTO-
obopoTa?

2. OxapakTepu3ylTe aBTOMATU3HUPOBAHHBIE CHCTEMBI
3. Pacckaxure o GyHKIMAX TOKYMEHTALMOHHOTO 00eCeueH sl yIpaBiIeHusl.
4. DNeKTpOHHBIA JOKYMEHTOOOOPOT U CHCTEMa MEHE)KMEHTa KayecTBa.

3aganmue:

1. PaccMoTpeTh mporecc opraHu3aliy IEKTPOHHOTO JOKYMEHTO000pOTa U aBTOMa-
TU3AI[UM CUCTEMBI YIIPABJICHUS Ha MPUMEPE W3BECTHOTO MPEIANPUATHS U 0003HAYUTH MPEHMY-
meCcTBa U HEAOCTATKHU UCITOJIB30BaHUA I[aHHOI\/JI CUCTCMHEI.

Jlureparypa:

IlepeyeHb OCHOBHOI JTUTEPATYPBI:

1. Ky3nernora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue / M.B. Ky3neroBa, I'.A. XadarpssH. — DJNEKTPOH. TEKCTOBbIE JaH-
Hbele. — Mocksa: JlamkoB u K, At [Tu Dp Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexum noctyna: http://www.iprbookshop.ru.

IlepeyeHb 1OMOJTHUTENIBHOM JTUTEPATYPHI:

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

Tema 11 Cucrema ynpasJieHusI JOKyMeHTAMH HA NPeANPUATHA

Heau: n3y4nTh KOMIUIEKCHYIO CUCTEMY YIPABIEHUS JOKYMEHTaMH Ha MIPEINPUSATHH.
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3HaHUsI M yMeHHUsi, mpuodpeTaemMble CTYAEHTOM B pe3yJbTaTe OCBOEHHS TeMbI
NMPaKTHYECKOro 3aHATHUS, GopMHpyeMble KOMIIETEHIIUM WM MX YAaCTH: B IIpOliecce U3yde-
HUS JUCHUIUIMHBI CTYJIEHTHI JOJDKHBI aHAJU3UPOBATH CYIECTBYIOIIUE CHUCTEMBI YIPaBICHUS
JIOKYMEHTaMU Ha MPEANPUSITHH.

B npouecce usyuyeHus JaHHOU TeMbl GOPMHUPYIOTCH CJIeayIolue KoMnereHuumn: Y K-
4, TIIK-1, TIK-5.

AKTyaJbHOCTh TeMbl. CucTema yInpaBlieHUs JAOKYMEHTaMH — MPOTrpaMMHBIN KOM-
IUIeKC, 0OecreunBarONINi XpaHeHue, yueT, YA0OHbIH MOUCK, 0€30MacHOCTh U OTMEPATUBHBIN J10-
CTYI K KOPIIOPaTHBHBIM OyMaram.

J1oroBOpBI, KOPPECTIOHICHIINSI, MYJIbTUMEIUHHBIN KOHTEHT, 0a3bl 3HAaHUH, apXuB... O0b-
eMbI HHPOpMAIUHU JII000W KOMITAHUU HCUUCISIOTCS JECSITKAMU U COTHSIMH Thicsd (aitnoB. Jlto-
0ast KOMIaHMs PaHO WM MO3HO CTAJKMUBAETCS C 3a/layeil OpraHu3aluyi 1 aBTOMAaTHU3alUU JI0KY-
MEHTO000pOTa. ITO MOXKET OBITh CBS3aHO C POCTOM KOMIIAHHH, M3MEHCHHSIMH B CTPYKTYpE,
HEO0OXOUMOCTHIO OOHOBIICHUS YIPABICHYECKUX MPAKTUK U METOJIOB PabOThI, KOTOPHIE MPEIsT-
CTBYIOT TOBBIIICHUIO KOHKYPEHTOCITOCOOHOCTH. CUCTeMa YIPaBICHUS JOKYMEHTaMH, APYTUMU
CJIOBaMHU CHCTEMa 3JIEKTPOHHOTO TOKYMEHTOO0OpOTa, CBOEBPEMEHHO BHEAPEHHAsI B KOMIIAHHH,
HE TOJBKO IMMOMOXKET MPEOJI0JICTh MOJI00HBIE TPOOIEMBI, HO U CTAHET WHCTPYMEHTOM, TI03BOJIS-
IOIUM TPOBOAMWTH AHAIN3 COCTOSHUS MHOTHUX OHM3HEC-TPOIIECCOB, YTO IO3BOJMT BO BpeMs
«pacIIMBaTh y3KHE MECTa», KOPPEKTUPOBATh CTPATETHU M MPAKTUKU YIPABIICHUS VISl TIOBBIIIE-
HUs Y)PEKTUBHOCTH PEATIPHUATHSI.

TeopeTuyeckas 4acTb

OnsIT cTpaH, IPUMEHSIOIUX TPUHLIUIIBI YIIPaBICHUs JOKYMEHTaMH B JI€ATEIbHOCTH Op-
raHu3aluii, UCIONb30BaH M 3aKperuieH B MexayHapoaHoMm cranjpapre MCO 15489-2001 «Mn-
dopMarus U JOKyMEHTalMsI — YTpaBieHHE JOKYMEHTaMM», MTOJI0KEHHUsI KOTOPOTO paccMOTpe-
Hbel B mocobun. B 2007 r. miaHupyercs NPUHATHE aHAJIOTMYHOI'O POCCHICKOro CTaHAapTa Io
ynpasienuto fokymentamu ('OCT P UCO 15489), kotopslit OyaeT SBISATHCS MEPEBOJIOM MEXK-
JYHapOJHOTO.

B crannapre MCO 15489 ynpasneHue J0OKyMeHTaMH — OHA U3 QYHKUUN yIIpaBIeHUs U
o0yacTh ynpalieHUs,KoTopasi 00ecrieunBaeT KOHTPOJIb CO3/1aHuUs, TOJy4EHUs!, UCIIOJIb30BaHUS U
XpaHeHHs B (opMe JOKYMEHTOB J0Ka3aTebCTB U MH(OPMAIMM O JEJIOBOH aKTUBHOCTH M OT-
JIEJIbHBIX YIPABIECHUYECKUX ONepaIusiX.

B nensax ynpasineHus JOKyMEHTaMHU B OPTaHU3ALMK IPOEKTUPYIOT, BHEAPSIOT U MOAJEP-
YKUBAIOT B aKTyaJIbHOM COCTOSIHUM CUCTEMY YIPABJICHUS IOKYMEHTAMHU.

ITonsatue «cucrema» B crannapre MCO 15489 ncrnonb3yercss B IIUPOKOM CMBICIE, OHO
BKJIIOYAET JIFOJIEl U MPOLECcChl HapaBHE ¢ MHCTPYMEHTAMU U TEXHOJOTusMU. [l co3aHus cu-
CTEMbI HEOOXO0AUMO:

* OpraHu3oBaTh pabOTy (YCTAaHOBUTH TMOJHOMOYHS, OOS3aHHOCTH U OTBETCTBEHHOCTH)
ciyx0b1 JIOY, a Takke pyKOBOAUTEIEH U COTPYJHHKOB MPEIINPUATHS, CO3AAIOMUX U UCTIOIb-
3YIOUINX JOKYMEHTHI;

* ONTHUMM3HPOBATH PabOTy C TOKYMEHTaMM (MX PErHCTpaIio, KIacCU(pHUKAIIIO, BKIIO-
YeHHe B MHPOPMAIIMOHHYIO CUCTEMY, YCTAaHOBJIEHUE MOPS/IKA U CPOKOB XpaHEHUS IOKYMEHTOB,
o0ecrieyeHne X COXpPaHHOCTH U T.11.);

* BbIOpaTh U BHEAPUTH 3P (HEKTHUBHBIE TEXHOJIOTUU PabOThI C TOKYMEHTHOM MH(pOpMalu-
€l Ha BCEX JTallax €€ KU3HEHHOIO LIUKJIA;

* pa3zpaboTaTh U YTBEPAUTH JIOKaJIbHbIE HOPMATUBHO-METOIUYECKUE aKThl, PETIAMEHTHU-
pYIOIIHE BCE YYaCTKU pabOThI CO BCEMH BUIAMHU U popMaTaMH JOKYMEHTOB MPEATPHUITHS.

CrangapT NpUMEHUM U NPHU UCTOIb30BaHUU TPATUIIMOHHBIX

METOZOB BEICHUS «OyMakHOT0» TOKyMeHTooOopoTa. Ho, B mepByto odepenb, OH OyneT
N0JIE3€H OpraHU3alMsIM, BHEAPSIONIMM TEXHOJIOTUU PAa0OTHl C JEKTPOHHBIMU JJOKYMEHTaMHU U
cucTeMbl aBToMaTu3anuu JJOVY.
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[Tpu pa3paboTKe CUCTEMBI YIPaBICHHUS JOKYMEHTAMHU YUYUTHIBAIOT LIEJIH, 33Ja4i U (yHK-
LMY OpraHMU3alMH, €€ CTPYKTYpPY, IPABOBYIO, YIIPABIECHYECKYIO U NOJUTHYECKYIO cpeny. Kax-
JYIO YIIPaBJIEHYECKYIO (PYHKIIMIO, BCE ICHCTBHS U ONEPALUU PACCMATPHUBAIOT C TOYKHU 3PEHUS X
noTpeOHOCTH B IoKyMeHTax. [Ipu 3ToM orpenensaoT TpeOoBaHuUs K TOKyMEHTaM, a TaKxXe Korja,
KaK U TJIe TOKYMEHTHI BKJIIOYAIOT B CUCTEMY YIIPABJICHUS JOKYMEHTAMU. AHAJIU3UPYIOT KPUTH-
yeckue (PaKTOphl U CYILECTBYIOLINE HEAOCTATKH, CBSI3aHHBIE C YIIPaBIEHUEM JJOKYMEHTAMHU.

Bomnpocsl 1i1st 00Cy:KIeHUst

1. Oxapakrepusyiite [OCT P UCO 15489-1-2007 «CUBU/. Yupasnenue nokymenramu. O0-
mue TpeOOBaHMA»: TPeOOBaHUS K TOKYMEHTaM, QYHKIIMU JTOKYMEHTOB MPEANIPHUATHS, OTBET-
CTBEHHOCTb PAOOTHUKOB B 00JaCTH TOKYMEHTHPOBAHUSA ACATEIBHOCTH IPEANPUATHS U OPTaHH-
3aIlK Ha HEM PabOoTHI C JOKYMEHTaMH.

2. Co3liaHusi CUCTEMBI YIIPABJICHUS JOKYMEHTAMU KaK OfHa U3 (PYHKIUN yIIpaBICHHS COBPE-
MEHHBIM TIPEIPUATHEM.

3. Kakue TpeOoBaHMS NPEIBABISIOTCS K CUCTEME YIIPABICHHS JOKYMEHTAMU?

3ananmue:

1. PaccMoTpeTp cuctemy ympaBiieHUS JOKYMEHTaMH  Ha IMPUMEPE H3BECTHOIO
NPEAIPUATHS U IPEIJIOKUTH MEPONPUATHS 10 €€ COBEPLICHCTBOBAHUIO B  YCIOBUSIX
1M (poBU3ALHY SKOHOMUKH.

Jlureparypa:

IlepeyeHb OCHOBHOI JTUTEPATYPHI:

1. Ky3nenora 1.B. JlokyMeHTHpOBaHHE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIM
pecypc]: yueOnoe nocobue / M.B. Ky3nenosa, I'.A. XauaTpsiH. — DJIEKTpOH. TEKCTOBbIE J1aH-
Hble. — Mocksa: Jlamkos u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocrtyma: http://www.iprbookshop.ru.

IlepeyeHnb 10MOJHUTEIBbHOI JTUTEPATYPHI:

1. Kaypman H.IO. [lokymeHTHpOBaHUE YIpPaBIE€HUYECKON NEATENBHOCTH [DIIeKTPOHHBIN
pecypc]: yuebnoe nocodue/ Kaypman H.FO.— DnextpoH. TekcToBbIe NanHble.— OMck: OMCKHit
rOCyJapCTBEHHbII ~ WHCTUTYT  cepBuca, 2014.— 177 c— Pexum  pocryna:
http://www.iprbookshop.ru.

PEKOMEHAYEMAS JIMTEPATYPA

1. OcHoBHas nuTeparypa

1. Ky3uenoBa U.B. JlokyMeHTHpOBaHUE YMPABICHYECKON NEATEIBHOCTH [ DIEKTPOHHBIH
pecypc]: yuebnoe nmocodue / 1.B. Ky3nemnona, I'.A. XagatpsH. — DIEKTpPOH. TEKCTOBbIE JaH-
Hbele. — Mocksa: JlamkoB u K, Aii [Tu Dp Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5
— Pexxum gocryma: http://www.iprbookshop.ru.

2. JlonomHUTENIbHAS JTUTEepaTypa
1. Kaybman H.1O. JlokyMeHTHpOBaHUE YIPaBIECHYECKON NEATETLHOCTH [DIEKTPOHHBIMN
pecypc]: yae6Hoe mocobue/ Kaypman H.FO.— Dnektpon. TekcroBbie qanabie.— OMcK: OMCKUi

TOCYJapCTBEHHBI  WHCTUTYT  cepBuca, 2014.— 177 c¢c—  Pexum  moctyma:
http://www.iprbookshop.ru.
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3. Pecypcenl MH(OPMAIIMOHHO-TEIEKOMMYHUKAITMOHHON ceTu «uTepuery,
HEOOXOUMBIE 1JI1 OCBOCHUS JUCIUILTUHBI

http://biblioclub.ru (Caiit DbC «YHuBepcuTeTcKas OMOJIMOTEKA OHIANHY)
http://www.economicus.ru/nfpk/pe.php (O6pazoBatenbublii mopran «Economicus.ruy)
http://www.consultant.ru/ (Odurmansabiii caiiT komrnannu «KoHcynbTanT- [L1roCY).
http:///www.garant.ru/ (CaiiT uHGOPMAITMOHHO-TIPAaBOBOTO mopTaia «[ apanty).
http://fcior.edu.ru/ (Caiitr denepanpHOro 1eHTpa MHGOPMAITMOHHO-00Pa30BaTEIIBHBIX

pECypcoB).

agrwnE
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MUHUCTEPCTBO HAYKH U BBICIIETO OBPA3OBAHMS POCCUNCKOUN ®EJIEPAITAN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
YYPEXIAEHUE BBICILIET'O OBPA3OBAHMA
«CEBEPO-KABKA3CKUI ®EJIEPAJIbHBI YHUBEPCUTET»

METOANYECKHUE PEKOMEHJIALIUN
IO OPTAHM3AIIMA CAMOCTOSITEJIbBHOM PABOTHI
OBYYAIOIIUXCA
M0 TUCLHUIUINHE «DJIEKTPOHHBIA JOKYMEHTOOOOPOT
JUTSL CTYZICHTOB HampaBiieHus moaroToBku 38.04.02 MeHemKMEHT
HaIpaBJICHHOCTH (Mpoduiib): « BusHeC-aIMUHUCTPUPOBAHUEY

IsaTuropck
2024
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IIpenucaosue

B  Hacrosmiee  BpeMs  COBEpILIEHCTBOBAHUE  YIPABIEHUS  NPOU3BOJICTBEHHO-
XO3SUCTBEHHBIMU CHCTEMaMH, I[IOBBIIICHUE YPOBHSA oOpraHuzanuu U 3dQexTuBHOCTH
YIPaBIEHYECKOIO TPYJla BO MHOTOM 3aBHCHUT OT TOT'0, HACKOJBKO PAallMOHAIBHO IIOCTABIECHO B
YUPEXKICHUSAX U Ha MPEANPUATHSIX ACTONPOU3BOACTBO. TepPMUH «IOKYMEHTHUPOBAaHUE YIpPaB-
JICHYECKON JEATEIbHOCTU» XapaKTEpU3yeT COBOKYHNHOCTb pabOT MO JAEIONpPOM3BOACTBY
YUpPEXKIEHUN M IO OpraHu3alud B HUX JTOKYMEHTOB. [IOHATHEM «IOKYMEHT» OIpeiesercs
uH(OpMaNys, 3alMCaHHas JTI0ObIM CIIOCOOOM Ha JTI000M Marepuase, U31aHHas WM MOTydeHHas
JT00BIM (PU3UYECKUM WM IOPUIUYECKUM B JIF000I opraHM3aluu JUisl UCIOJIb30BAHUS B CBOEH
JESTEIIBHOCTH.

Kypc «OnekTpoHHBIIl JOKYMEHTOOOOPOT» JaeT 0a30Bble 3HAHUS B O0JIACTU W3YYECHUS
JIeTTOTIPOU3BOICTBA M PabOTHI C IOKYMEHTaMH B OpraHu3alyu. B mpeiaraeMbeIx METOIHMYECKUX
YKa3aHUAX PacCMaTPUBAETCS CYHIHOCTh M crielu(puKa JOKYMEHTUPOBAHUS YIIPABICHYECKON Je-
ATEIbHOCTHU; IPOUCXOAUT O3HAKOMJIEHHE C NMPAKTUKOW COCTaBICHUS OpPraHU3a[MOHHBIX,
paclopsiANTENbHBIX U HHPOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB,; OBJIaJICHUE HaBBIKAMHU
ApXMBHOT'O XpaHEHMsI JOKYMEHTOB U COCTaBJICHUsI HOMEHKJIATYpbI €.

Martepuan kypca obecrieunBaeT 3HaHuEe OOIIMX MPUHIUIIOB OPTaHU3AlINH.

Lenb OCBOCHUS TUCIMILIMHBI 3aKII0YaeTcs B (hopMUpoBaHNH Habopa YHUBEPCAIBHBIX U
po)eCCHOHAIBHBIX KOMITCTCHIIMA Marucrpa 1o HampabiieHuro moarotopku 38.04.02 Me-
HE/DKMEHT,  (HampaBJIeHHOCTh (mpoduib): «bru3Hec-aIMUHUCTPUPOBAHUE»), OCBOCHHUE CTY-
JIEHTaMH TEOPETUYECKUX 3HAHUI B 00J1aCTH JIEIONPOU3BO/ICTBA B OpPraHU3AINK U PUOOPETeHHE
NPaKTUYECKUX HABBIKOB B 001acTH OpOpMIICHHS JOKYMEHTAIIUH, HEOOXOAMMOM ISl TIPUHSTHS
IPaMOTHBIX YIPABIEHYECKUX PEIICHUN.

K 3amayam u3ydeHUs] TUCUUIUIMHBI OTHOCATCA: MOJy4YE€HUE 3HAHUI 110 OCHOBHBIM IIPUH-
UMnaM, MOHATUAM (POpPMUPOBaHUS HAyKU «DJEKTPOHHBIM JOKYMEHTOOOOPOT», MPUHLUIIOB U
3aKOHOB OpraHu3alluu JOKYMEHTO000pOoTa Ha MPeanpUsATHH; GOPMUPOBAHUS YIPABIEHUYECKON U
WHOW OpraHMU3allMOHHO- PAacHOPSAAUTENBHOM JTOKYMEHTALMM; BEIACHHE KaJpOBOIO JOKYMEHTO-
000poTa; CTPYKTYpy HOCTPOEHHUS TOKYMEHTOOOOpOTa B OpraHu3auuu; (popMHpOBaHHE YMEHUN
IIPUMEHATH IOJIyYEHHBIE 3HAHHS K PEIICHUIO BONPOCOB 0 OPraHM3alMOHHBIM IPOLECCAM Ha
NPEINPUSITUH OBJIaZICHHE OCHOBHBIMM IIPUHLIUIIAMU (POPMUPOBAHUS TOKYMEHTHUPOBAHUS yIIpaB-
JIEHYECKON JEATeNbHOCTH, 3aKOHAMU OpraHU3allMM, HaBBIKAMU COCTAaBJIEHUS HEOOXOIUMBIX
yIpaBJIE€HYECKUX JOKYMEHTOB.

B cooTBeTcTBHM C 3TMM OCHOBHOH LI€NbIO MPENOJaBaHUs AUCHUIUIMHBI BBICTYHAeT Gop-
MHUPOBAHUE Yy CTYJIEHTOB 3HaHUM, HABBIKOB U YMEHHUI B 00JIaCTH JIOKYMEHTUPOBAHUS yIIpaBJIeH-
YECKOU JESTEIBHOCTH.

®opmupyeMble B IpoLiecce U3YyUEHNs] KOMITETEHIIUH:

YK-4

Cnoco0OeH MpuUMEHSTh COBPEMEHHbIE KOMMYHHKATHBHBIE TEXHOJIOTHH, B TOM YHCIE Ha
MHOCTPaHHOM(BIX ) S3bIKE (aX), JUI aKaJeMUYECKOTro U MPo(hecCHOHAIBHOTO B3aUMO/IEHCTBHS

[IK — 1 Cnocoben mpoekTHpoBaTh U pa3padaThiBaTh MPOrpaMMy BHEIPEHHUS CUCTEMBI
IIPOLIECCHOTO YIPABJIEHUS OPraHu3alnun

[IK-5 — CriocoOeH OCyIecTBIATh ONMEPAIMOHHOE M CTPATETHYECKOE YIpaBlIeHUE TPO-
1[eccaMM aJIMMHHUCTPATUBHOIO, XO35MCTBEHHOTO, IOKYMEHTALlMOHHOI'O U OPraHNU3allMOHHOTO CO-
MIPOBOXK/IEHUS U O0eCTieueHus AeSITEIbHOCTH OpraHU3aliu

Pe3ynpraTsl 0CBOEHNS AMCLHUIUIMHEI B pa3pe3€ KOMIIETCHIINMI:

VK-4:

[TpumeHsst 3HaHUA O COBPEMEHHBIX KOMMYHHUKATUBHBIX TEXHOJIOTUSX WHOCTPAHHOM(BIX)
s3bIKe (axX), UIS aKaJIeMAYECKOTo M TPO(PEeCCHOHATFHOTO B3aUMOICHCTBUS CIIOCOOCH COCTaBIIATH
UCbMa, 3cce, pedeparbl, IPUHUMAThH y4acTUE B aKaJeMUYECKHX U MPO(PECCHOHATIBHBIX TUCKYC-
CHUSIX
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TIK-1:

[Ipumensist 3HaHUSA O TOKYMEHTAlMOHHOM OOECIEeUeHUU YIpPaBICHUS CIOCOOEH COCTOs-
HUE CHUCTEMBI MPOIIECCHOTO YIIPABICHUS OPraHU3aIluu U €€ COOTBETCTBUE TPEOOBAHUSM H IIEJIe-

BbIM I1OKAa3aTCJIsIM OpraHu3aluu
T1K-5:

HpI/IMCHHH 3HaHUA O JOKYMCHTAIIMOHHOM obecreyeHnu YIIpaBJICHUA croco0eH oCy-
ECTBJIATH YIIPABJICHUE HpOoHCCCaMU JOKYMCHTALIMOHHOI'O U OPTraHHU3allMOHHOTO COIIPOBOXKIC-
HHS U 00ecIieueHns ACATCIIBHOCTH OpraHu3alnuu, pa3pa6aTHBaTB Pa3IMYHBIC BUABI JOKYMECHTA-

oy, periiaMCHTUPYIOIUC ACATCIIbHOCTh OpraHru3alun

MeTO,Z[I/ILIeCKI/Ie YKazaHusg COACPXKAT PCKOMEHIAIHUU K IMPAKTHYCCKUM pa60TaM CTyaACH-

TOB M CIIMCOK PEKOMEHIOBAHHOM JINTEPATYPHI.

Kommnerennuu oOyuaromerocs, popMupyembie B pe3yabTaTe OCBOCHHUS JUCIUTUINHBL:

11\/?1 ConepxaHue KOMIIETEHIIUU Mudp
1. | CnocoOeH npuMeHSTh COBPEMEHHbIE KOMMYHUKATUBHBIE TEXHOJOTHH, B VK-4
TOM 4YHCJIE€ HAa MHOCTPAHHOM(BIX) A3BIKE (aX), Ui aKaJeMUYECKOro M Mpo-
(heCCHOHATLHOTO B3aUMOJICHCTBUS
2. | CriocobeH mpoeKTUpoBaTh M pa3padbaTeiBaTh MPOrpaMMy BHEAPEHHS CHCTE- K — 1
MBI NIPOLIECCHOTO YIPABIICHUS OPTaHU3AINH
3. | CriocobeH ocCyIIecTBISATh ONEPAlMOHHOE U CTPATerH4ecKoe YIpaBlICHUE
mporeccaMu aMHHUCTPATUBHOTO, XO3SIMCTBEHHOTO, JOKYMEHTAIMOHHOTO TK-5
U OpPTaHU3alMOHHOTO COMPOBOXKACHHS U OOECIeueHusl AeATeIbHOCTH Op-
raHW3aluu
CTpyKTypa 1 KOMIIOHEHTHBIH COCTaB KOMIETEHIIUU
TexHonmoruu Cpenctsa u
[TepeueHb KOMIIOHEHTOB dbopmupoBaHus TEXHOJIOTHH
KOMIIETECHITNH OILICHKH
3naem: Jlexmuu CobecenmoBanmue,
— METOAMKY aHanu3a uHpopMmauu o GyHKIHoHUpOo- | CaMocTosTeNbHAs | TECTUPOBAHUE
BaHUHM CHUCTEMBbl BHYTPEHHETO IOKYMEHTOOOOpoTa | paboTa
OpraHu3alliy; NpaBWiIa BeAeHHs 0a3 JaHHBIX I10
pa3IMYHBIM TOKa3aTeNsiM U (HOPMUPOBAHHS HH-
(dopManlMOHHOTO OOeCleyYeHns y4acTHHKOB oOpra-
HU3AIMOHHBIX TPOEKTOB;
— METOAMKY HOJTrOTOBKHM OpPraHM3allMOHHBIX U pac-
MOPSIIUTENBHBIX JJOKYMEHTOB, HEOOXOIUMBIX JIJIS
CO3/IaHUS HOBBIX MPEANPHUHUMATENBCKUX CTPYKTYD;
YHADUIIUPOBAHHBIE CUCTEMBI TOKYMEHTAINH;
— OCHOBHBIE MOHATHS U HOPMAaTUBHO-TIPABOBYIO 0a3y
JOKYMEHTAITMOHHOTO 00eCTIeYeHHS yIIPaBICHUS;
paBuia JOKYMEHTAIbHOTO 0(OPMIICHUS peIlIeHHH
B yIIPaBJICHUH ONEPALMOHHON (TIPOU3BOICTBEHHO)
NeSITeIbHOCTH OpTaHU3alluil IPH BHEAPEHUH TEX-
HOJIOTHYECKHUX, TPOYKTOBBIX HHHOBAIIMN WU Op-
TaHW3alMOHHBIX U3MEHEHU I
Ymeem: [IpakTnueckue CobecenoBanue,
— aHanu3upoBaTh WHGOPMALKIO O (YHKIHMOHUPOBA- | PabOTHI TECTUPOBAHUE
HUU CUCTEMbI BHYTPEHHETO JOKYMEHTO000poTa op- | CamocTosTenbHas
TaHW3alliyd U BeCTH 0a3bl JaHHBIX MO pa3IM4YHBIM | paboTa
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nokasareisiMm U (OpMUPOBaTh WH(GOPMAIMOHHOE
o0ecrieyeHre yJYaCTHUKOB OPraHU3alMOHHBIX IMPO-
€KTOB; CO3/1aBaTh CHUCTEMbI YIPABJIECHUSA TOKYMEH-
TaMu;

OCYILIECTBJIATh MOATOTOBKY OpPraHU3allMOHHBIX H
pacrlopsiANTEIbHBIX JOKYMEHTOB, HEO0OXOAUMBIX
UL CO3JaHus HOBBIX MPEANPUHUMATEIbCKUX
CTPYKTYp; HCIOJIb30BaTh MEXIYHApPOJHbIE CTaH-
JapThl B 00JIaCTH pabOThI ¢ JOKYMEHTaMH; yMETh
000CHOBAThH CBOIO TOUYKY 3PEHUS;

OCYIIECTBIISThH JOKYMEHTAIbHOE 0(hopMIICHHUE pe-
HICHUI B YIIPaBJICHUH ONEPalMOHHON (IPOU3BOJI-
CTBEHHOM) ACSATEIBbHOCTU OpPraHu3aluil Ipyu BHE-
PEHUU TEXHOJOTUYECKHX, TPOJYKTOBBIX HHHOBA-
WM WK OpraHu3alMOHHbIX U3MEHEHHI; aBTOMa-
THU3UPOBATH OCHOBHBIE JIETIONPOU3BOICTBEHHBIX
onepauuu

Bnaoeem:

HaBBbIKAMH aHanusa uHpopmanuu 0
(GyHKIIMOHUPOBAHHUH CHUCTEMBI BHYTPEHHETO
JOKYMEHTOO0OpOTa OpraHu3aluM, BeIeHus 0a3
JAHHBIX 1O  pPAa3JMYHBIM  [IOKa3aTeiasiM U
dbopMupoBaHus HHDOPMAMMOHHOTO OOCCIICUCHUS
YYaCTHUKOB OpraHu3alMOHHBIX MIPOEKTOB;
HaBBIKAMH  CO3/IaHUS  CHUCTEMBI  YIPaBIICHUS
JOKYMEHTaMU  KaKk  (QYHKIUH  YIOpaBIICHUS
COBPEMEHHBIM MPEIPUATHEM;

HaBbIKAMM TOATOTOBKM  OPraHU3alMOHHBIX U
paCTOPSIANTENBHBIX  JOKYMEHTOB, HEOOXOAMMBIX
UL CO3JaHUsl HOBBIX NPEANPUHUMATENbCKUX
CTPYKTYDP,

HaBbIKAMM  HCIIOJB30BAHMUS  MEXKIYHAPOAHBIX
CTaHJapTOB B 00JacTU paboOThl C JOKYMEHTaMHU;
BIIJIETh HABbIKAMHU MPE3EHTAIIUU PE3YIbTAaTOB;
HaBBIKAMH JIOKYMEHTaJIbHOTO oopmIeHus
perieHuit B YIpaBICHUU ONepalOHHOMN
(MpOU3BOACTBEHHOI) NEATEIbHOCTH OpraHu3aluil
P BHEIPEHUU TEXHOJOTMYECKUX, MPOJYKTOBBIX
WHHOBAllMd W OPraHU3alMOHHBIX HW3MEHEHHUI,
HaBbIKAMU aBTOMAaTHU3aINH1 OCHOBHBIX
JIETTONPON3BOJICTBEHHBIX ONEpaIui

IIpakTrueckue
paboThI
CamocrosiTenbHas
pabora

3auer

OO0uasi XapaKTepHCTHKA CAMOCTOSATEIbHOM Pa00ThI CTYACHTA NIPH U3YYEHHH TUCHUILINHBI

[lenpr0 caMOCTOSITENNHPHOM PabOTHI CTYICHTOB IO TUCITUTIINHE «JIEKTPOHHBINA JTOKYMEH-
TOOOOPOTY» ABNISETCS OBNafeHHUE (HYHIaMEHTATBHBIMU 3HAHUSAMHE, MTPO(HECCHOHATEHBIMA YMEHHU-
SIMH ¥ HaBBIKAMH JIEATEILHOCTH MO MPOQUIIO, OMBITOM TBOPUYECKOU, MCCIIEIOBATEILCKON NIes-

TCIIBHOCTH.

CamocrosrenbHas paboTa CTYAEHTOB CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSITEIbHOCTH, OT-
BETCTBEHHOCTH M OPraHM30BaHHOCTH, TBOPUYECKOTO MOAXO0JA K PEUICHUIO0 MPobIeM yueOHOTo U

po)eCCHOHAIBHOTO YPOBHS.

3amagyamMu CaMOCTOSITENIbHON pabOThl MO JUCHHUIUIUHE «IJICKTPOHHBIA JTOKYMEHTO000-

POT» ABIIAOTCS:
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paboT U BBITYCKHOM KBaJIM(UKATUOHHON PaOOTHI.

- CUCTCMATHU3alUA U 3aKPCTIJICHHUC MTOJTYUCHHBIX TCOPCTUUCCKUX 3HAaHUU U MPAKTUYCCKUX
YMEHHH CTYIECHTOB;

- yriyOJieHHE U paclIMPEeHUE TEOPETUUECKUX 3HAHUM;

- popMUpOBaHHE YMEHMI HCIOIb30BaTh HOPMATUBHYIO, ITPABOBYIO, CIIPABOYHYIO JOKY-
MEHTAIUIO U CIIEHUAbHYIO JIUTEPATYPY;
- pa3BUTHUE MO3HABATEIbHBIX CIIOCOOHOCTEN M aKTUBHOCTHU CTY/IEHTOB: TBOPUECKON MHU-
LIUATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;
- ¢hopMUPOBAHHE CaMOCTOSITEILHOCTH MBIIUICHUS], CIIOCOOHOCTENH K caMOpa3BUTHIO, ca-
MOCOBEPILEHCTBOBAHUIO U CAMOpPEAIU3aLluu;

- pa3BHUTHE UCCIICAO0BATCIIBCKUX YMeHHﬁ;

- HCIIOJIB30BaHUC MaTcpualia, COGpaHHOI‘O U IMOJIYYCHHOI'O B XO0AC CaMOCTOATCIIbHBIX 3a-
HATHH Ha CEMHUHapax, Ha IPaKTUYCCKHUX U Ha60paTOpHBIX 3aHATUAX, IIPU HAIIHCAHUU KYPCOBBIX

Padora ¢ 1ureparypoii
,Z[JISI YCIICMIHOT'O OCBOCHUSA AWCHUILINHBI, HGO6XOI{I/IMO CaMOCTOATCIIBHO ACTAJIBHO U3YYUTDH
MIPEJICTABJICHHBIE TEMBI 10 PEKOMEHTyeMbIM HCTOYHHKAM HH()OpMAIIH:

Ne PexoMeHniyeMble HCTOUHUKH HH(OpMaLUU
/| TeMbl 1y1s1 CAMOCTOSATENHHOTO U3YYEHUS (Ne ucrouHmKa)
OcnoBnas | Jlonoauu- | Meroau- | UaTepHer-
TeJIbHAas yeckast pecypchl

1. Tema 1. Ponb I/IH(?OpMauI/H/I U JOKYMEHTOB 1 1 123 12345
B YIPaBICHYECKON JAESITENbHOCTH

2. Tema 2. JIOKyMEHT W  CHUCTEMBI 1 1 1,2,3 1,2,345
JIOKYMEHTAITU!

3. Tema 3. HopmaruBHO-TipaBOBas 0a3a J0- 1,2,3 1,2,3,45
KYMEHTAI[MOHHOTO O0eCleYeHusl ynpanJe- 1 1
HUSA

4, Tewma 4. YrpaBieHuecKas TOKYMEHTAIUS: 1,2,3 1,2,3,45
TpeOOoBaHUs K COCTaBIECHUIO U oopmiie- 1 1
HUI0, popMyIIsip-0Opasell, COCTaB U pac-
MOJIO)KEHHUE PEKBU3HUTOB.

5. Tema 5. Co3gaHue 3J€KTPOHHBIX TOKY- 1 1 1,2,3 1,2,3,45
MEHTOB

6. Tema 6. OpraHu3anMOHHBIE JOKYMEHTHI, 1 1 1,2,3 1,2,3,45
WX COCTaBJICHHE U opopmIIeHHE

7. Tewma 7. CoctaB 1 co3/1aHHE PACTIOPSIIH- 1 1 1,2,3 1,2,345
TEIHHBIX JIOKYMEHTOB

8. Tewma 8. UndopmanimonHo-cripaBOYHBIC 1 1 1,2,3 1,2,3,45
JTIOKYMEHTBI

9. Tema 9. Opranuzanus padoThl ¢ JOKYMEH- 1 1 1,2,3 12,345
TaMu

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

11. | Tema 11. ABTOMaTH3aIUSA JOKYMEHTAIN- 1,2,3 1,2,3,45
OHHOT'0 00ecTieueHHsI YIIpaBICHUS 1 1

12. | Tema 12. Cucrema ynpaBlieHUS JTOKYMCH- 1,2,3 1,2,3,45
TaMU Ha NPEAIPUITUI 1 1

2. OnucaHyue MKAaJbI OIlCHUBaHUA
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PeliTuHrOBas OlICHKA 3HAHUI 71 CTYICHTOB 3a04HOU (PopMBbI 0OyUeHUST HE Mpeay-
CMOTpEHA

IIpome:kyTOoUHAs aTTeCTANMS

[Ipomexxyrounasi arrecraiuss B Qopme nuddepeHuupoBaHHoro 3auera. IIponenypa
muddepeHIIMPOBAaHHOTO 3aueTa KaK OTAENbHOE KOHTPOJIbHOE MEPONpPHUSITHE HE IMPOBOJIUTCH,
OIICHUBAaHME 3HAHUIM 00YYaIOIIETrOCsi MPOUCXOAUT MO PE3YJIbTATAM TEKYILETO KOHTPOJISI.

3. Meroauueckne MaTepuabl, onpee/siiOlMe NPoueIypbl OLeHUBAHUS 3HAHUM,
YMeHHil, HABbIKOB W (WIH) ONbITA AeSATEJbHOCTH, XaPAKTEPHU3YIOIIUX 3TAMNbI
(opMupoBaHus KOMIETEHIH A

[Tpouenypa npoBeaenus AuQhepeHIPOBAHHOTO 3aUeTa OCYIIECTBISETCS B COOTBETCTBUU
¢ IosoxkeHneM o NMPOBENEHUHN TEKYIIETO KOHTPOJISA yCIIEBAEMOCTH M IPOMEXYTOYHOU arrecra-
Uy o0ydaromuxcsi o 00pa3oBaTeIbHBIM MPOTrpaMMaM BBICHIET0 00pa3oBaHUs — MPOrpaMMaM
OaxanaBpuara, IporpaMmam CIIeUaINTETa, IporpaMmmaM Maructparypsl - B CKOVY.

Tekymas arrecranusi CTyAEHTOB MPOBOAMUTCS MPENOAaBaTEIsIMU, BEAYIIUMUA MpPAKTHYE-
CKHE 3aHITHA 110 AUCIUIUTUHE, B CIEIYIOIUX (GopMmax:

-CaMOCTOSITENIbHOE N3YyUYEHUE JTUTEPATYPHI.

-IIoaroroBka K Kpyriiomy CToiy.

-BrinosnHeHrne KOHTPOJIbHOM pabOTHI.
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3. METOAWYECKHUE PEKOMEHJIAIIMH K BBIIIOJTHEHUIO KOHTPOJIbHOM
PABOTHBI

KOMILIEKT 3AJTAHUM JJISI KOHTPOJIBHOM PABOTHI

BAPUAHT Ne 1.

1. TpeGoBanus k 6GIaHKaM JOKYMEHTOB.

2. TIpaBuna opopmienus pexsusuros — 01, 08, 12, 21, 30.
3. Iuckma. CripaBku. JI0BEpEHHOCTH.

BAPHUAHT Ne 2.

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

3. IMucema. dakcel. CripaBKHy.

BAPUAHT Ne 3.

1. oaroroBka u oopMIICHHE OPraHU3AIMOHHBIX TOKYMEHTOB.

2. IlpaBuna oopmienus pekBu3uToB gokymenTos — 03, 15, 20, 23.
3. Ilpuka3sl 1O OCHOBHOM A€STEIbHOCTH. 3asBICHHUS.

BAPHUAHT Ne 4.
1. CocraBneHrue HOMEHKIIATYPHI JIeIl.
2. IlpaBuna opopmienus pexksusutos — 08, 10, 18, 25, 27.

3. Hoxumamgaeie 3amucku. [Iprkasbl 0 TMYHOMY COCTaBY.
BAPUAHT Ne S.

1. Co3nanue TOKyMEHTOB C Hcnonb3oBanueMm [I19BM.
2. Ipaswmia opopmitenus pexsusuroB — 09, 13, 17, 24, 30.
3. IIpukassl o nMuHOMY cocTaBy. Pestome.

BAPUAHT Ne 6.

1. ®opmupoBanue u opopMiIeHHE JEII.

2. IlpaBuna odopmienus pexsuszutoB — 10, 14, 18, 21, 29.
3. HomxHOCcTHBIC HHCTPYKIUU. CIIpaBKHy.

BAPUAHT Ne 7.

1. JlokymeHTHpOBaHUE TPYJOBBIX IPABOOTHOIICHUH.

2. TlpaBuna opopmienns peksusutos — 11, 12, 18, 20, 21.
3. Ilpotokoubl. JloBEpEeHHOCTH.

BAPUAHT Ne 8.

1. TloaroroBKa TOKyMEHTOB K apXHBHOMY XpaHEHHIO.
2. IlpaBuna oopmienus peksusutoB — 12, 19, 20, 22.
3. TpymoBbie TOTOBOPEI.

BAPUAHT Ne 9.

1. Jeno, knaccudukanus JOKyMEHTOB MPEAIPUATHSL.

2. IlpaBwmia opopmitenus pexsuszutoB — 13, 16, 22, 26, 28.
3. Tenerpammel. Tenedonorpammel. [Tucema.

BAPHUAHT Ne 10.
1. Opraauszanus TOKyMEHTOO00pOTa HA IPEATPUITHH.
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2. IpaBuna odopmiienus pexsusutoB —14, 15, 19, 21, 27 .
3. Axrtol [TuceMma.

BAPUAHT Ne 11.

1. TpeGoBanus Kk 61aHKAM JTOKYMEHTOB.

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

BAPHUAHT Ne 12.

1. CocraBnenne HOMEHKIATYpHI €.

2. [TpaBwmna opopmenus pexBuzutos — 02, 10, 16, 19, 26.
3. Tucema. CripaBku. JIoBEpEHHOCTH.

BAPUAHT Ne 13.

1. oaroroBka u ohopMIICHHE OPraHU3AIMOHHBIX IOKYMEHTOB.

2. IlpaBuna oopmienus pekBu3uToB gokymenTos — 03, 15, 20, 23.
3. Ilpukassl 10 OCHOBHOM J€ATEILHOCTH.

BAPUAHT Ne 14.

1. Toxaroroska u oopmilcHHE PaCIOPAIUTENLHBIX JOKYMEHTOB.
2. TlpaBuna opopmienus pexsusutos — 08, 10, 18, 25, 27,

3. TlpuKasbl O TUYHOMY COCTABY.

BAPUAHT Ne 15.

1. ®opmuposanue u opopmiIcHHE €.

2. [TpaBuna opopmnenus pexsuzutos — 09, 13, 17, 24, 30.

3. Tlpukasbl 0 aIMUHUCTPATHBHO-XO3SHCTBEHHBIM BOIIPOCAM.

BAPUAHT Ne 16.

1. Pesiome.

2. [TpaBuna opopmnenus pexsuzutos — 10, 14, 18, 21, 29.
3. JloMKHOCTHBIE HHCTPYKIIUH.

BAPUAHT Ne 17.

1. Ipasuna opopmnenns pexksusuros — 11, 12, 18, 20, 21.
2. TIpoTokoIbI. JIOBEPEHHOCTH.

3. Tpy/IOBBIE TOTOBOPBI.

BAPUAHT Ne 18.

1. IMoaroroska JOKYMEHTOB K apXMBHOMY XPaHEHHMIO.
2. Tlpasuna opopmitenus pexusuTos — 12, 19, 20, 22.
3. AkrbL [Tucema.

BAPUAHT Ne 19.

1. Ieno, knaccupukanus J0KyMEHTOB NPEANPUATHS.

2. TIpaBuna opopmiaeHus pexsusutos — 13, 16, 22, 26, 28.
3. Tenerpammsel. Tenxepororpammsl. ITucsMma.

BAPUAHT Ne 20.
1. Opranu3zanus 10KyMEeHTOO000pOTa HAa PEANPUATHH.
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2. IpaBuna odopmiienus pexsusutoB —14, 15, 19, 21, 27 .
3. JlokyMeHTHpOBaHUE TPYIOBBIX MPABOOTHOIIIECHUH.
BAPUAHT Ne 21.
JlokyMeHTUpOBaHue HHPOPMAIIH.
JIOKyMEHTBI, TOATBEPKIAIOIINE OPTaHU3ALUOHHO-TIPABOBOM CTATYC MPEANPUITHS U €0
rOCyIapCTBEHHYIO PETUCTPALIHIO.
Mesx1yHapOIHbIE CTaHIAPTHI B 00JIACTH paOOTHI ¢ JOKYMEHTaMH.

BAPHUAHT Ne 22.
ABTOMaTH3UPOBAHHBIC TEXHOJIOTHH JTOKYMEHTHPOBAHUS U JIOKYMEHTO00OPOTA KaK KOM-
IOHEHT CUCTEMBI KOMIIIEKCHOM ABTOMATHU3alUN ACATCIIbHOCTU MPCAIIPUATHUSA.
OdopmiieHre PeKBU3UTOB, ONPEACIISIONIMX OPHINUECKYIO CHITY TIOKYMEHTOB,
Krnaccudukarop npuka3zon

BAPUAHT Ne 23

. Pa3BuTHe crioco0oB co3aHusl TOKYMEHTOB.

. TpeboBaHuUs K TEKCTY YIIPaBICHYECKOTO TOKYMEHTA.

. OdopMmicHHE PEKBU3UTOB, ONPEACISIONINX IBHKCHHE U OTPAKAIOIINX 00padOTKY U
UCIIOJIHEHUE IOKYMEHTA,

BAPUAHT Ne 24.

. Tunosorus 10KyMeHTOB.

. CymHocTb 1 (popMaThl 3J1E€KTPOHHBIX TOKYMEHTOB
. @OpMHpPOBaHNE HOMEHKJIATYPHI ACII.

BAPHUAHT Ne 25.

. denepanbHOE 3aKOHOJATENBCTBO B c(hepe pabOoThl ¢ JOKYMEHTUPOBAHHOM HH(pOpMaLUEH.
. DnekTpoHHas uudpoBas MOJAMHUCH KaK PEKBU3UT IEKTPOHHOTO JJOKYMEHTA.
. ApXMBHO€ XpaHEHHUE JJOKYMEHTOB.

BAPHUAHT Ne 26.

. Knnaccudukanus, yaudukanus 1 craHiapTU3alus B 1€JI0IPOU3BO/ICTBE.
. Haznaduenue v BUabl OpraHu3aliMOHHBIX TOKYMEHTOB

. JIOKyMEHTBI CUCTEMBI MEHEKMEHTA KaueCTBa.

BAPUAHT Ne 27.

. HopmatuBHO-MeTOqMYECKHE TOKYMEHTHI 110 AEJIIONPOU3BOACTBY U OPraHU3aLuN
apXHUBHOI'O XpaHEHUs JOKYMEHTOB,

. CTpykTypa 1 mraTHas YUCIEHHOCTb, IITATHOE PAaCIIMCaHNUE.

3. I[OKJ'I&I[HLIC, CJ'Iy)KC6HBIC 1 OOBSICHUTEIIbHBIC 3AIMCKH.

1
2

BAPUAHT Ne 28.
. YaudunupoBaHHbIE CUCTEMBI IOKYMEHTAIIUH.
. Ponp pacniopsauTenbHbIX JOKYMEHTOB B YIIPaBIECHYECKON AEATEIbHOCTH IPEATIPUATHS.

3. IpaBwia u MmetoarKa opOPMIICHHUS JTHYHBIX JeJia COTPYIHHUKOB

1
2

BAPHUAHT Ne 29.
. DTanbl TOATOTOBKU PacCHOPSIUTEIbHBIX JOKYMEHTOB.
. YHUHUIMpPOBaHHAS CHUCTEMa OPTaHU3allMOHHO-PACTIOPSAUTEILHOM JOKYMEHTAIUH.

3. IlpaBuia cocTaBiieHUs TeKCTa U OPOPMIICHHS PEKBU3UTOB JEITOBOTO MHCHMA.
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BAPHUAHT Ne 30.
1. TpeGoBanust K 0pOPMIICHUIO TOKYMEHTOB. bllaHKH TOKYMEHTOB.
2. Buasl pacnopsiIuTENbHBIX TIOKYMEHTOB, CO3/IaBAEMBIX MTPH STUHOIUIHOM H
KOJIJICTHAILHOM CIIOCO0aX MPUHSATHSI PEIICHHS.
3. JoknagHbie, ciy>keOHbIe U O0BSICHUTEIBHBIC 3AUCKH

1. Kpurepuu oueHHBAHUS KOMIIETEH M

OneHka «OTJIIMYHOY» BBICTABISIETCS CTYACHTY, €CIIM OH IMOKa3aj riIy0OKoe W XOpOoUIo ap-
TYMEHTHPOBAHHOE 0OOCHOBAaHUE BCEX BOIPOCOB KOHTPOJIBHOM pPabOThI; YETKYIO (hOPMYITUPOBKY
U MOHUMAaHHUE H3Yy4YaeMbIX MPOOJIEeM; MIUPOKOE U MPAaBUIBLHOE HCIOJIB30BaHUE OTHOCSIIEHCS K
BOIIPOCAM JIUTEPATYPhl U IPUMEHEHHBIX aHATUTUYECKUX METOJIOB; MPOSIBIICHO YMEHHE BbISBIIATD
HEJOCTaTKU U JieJaTh 0000IIeHNs Ha OCHOBE OTAeNbHBIX AeTaineil. ConepikaHue ucciae0BaHus U
XOJI 3aIIUTHI YKA3bIBAIOT HA HAJMYHUE HABBIKOB pa0OTHI CTy/IeHTa B JaHHOH obmactu. Odopmite-
HUE KOHTPOJBHOU pabOThl COOTBETCTBYET MPEABSBIIEMbIM TPeOOBAHUSM C HAIMYHEM HEOOXO-
oMol oubnmorpaduu. 3ammTa KOHTPOJIBHOW paboThl MOKa3asia MOBBIIICHHYIO MTOATOTOBIICH-
HOCTb CTYJIEHTA U €r0 CKJIIOHHOCTh K aHAIUTUYECKON U TPOEKTHOM padoTe.

O1eHKa «XOpOIIO» BBICTABISIETCS] CTYNEHTY, €CIH TPHCYTCTBYET apryMEHTHPOBAHHOE
000CHOBaHHE BOMPOCOB KOHTPOJBHOU PalbOTHI; YeTkas (popMyIUpOBKa U MOHHUMAHHUE H3ydae-
MBIX MPOOJIEM; MCIOIB30BAHNE OTPAHWYCHHOTO YHCJA JIUTEPATYpPHBIX UCTOYHUKOB, HO JOCTa-
TOYHOTO JUIsl TIPOBEJIeHUsI HccleaoBanusa. PaboTa ocHOBaHa Ha cpelHEM IO TIyOMHE aHaIu3e
M3y4aeMou MpoOJIeMbl U MPU 3TOM CJEJIaHO HE3HAUUTEIbHOE Yucio 0000menuit. Conepxkanue
MCCJICIOBAHMSI M XOJI 3alIUThI YKA3bIBAIOT HA HAJIMYKE MPAKTHUYECKUX HAaBBIKOB PaOOTHI CTY/AEHTA
B JaHHOH oOmactu. OdopmieHue KOHTPOIBHON pPabOThI COOTBETCTBYET MPEABSBISIEMBIM Tpe-
OOBaHUSAM C HAIMYHUEM HEoOXoauMoi Oubauorpaduu. Xoj 3aliiThl KOHTPOJBHONW pabOTHI I0-
Ka3aJl IOCTaTOYHYIO TEOPETHUECKYIO U IPAKTUYECKYIO IMOATOTOBKY CTY/CHTA.

O1eHKa «yJOBJIETBOPUTEIIBHOY» BBICTABIIAETCS CTYAEHTY, €CIIM MPUCYTCTBYET J0CTAaTOY-
HOe 00OCHOBaHHE BBIOPAHHBIX BOIIPOCOB, HO OTCYTCTBYET IIy0OKO€ OHMMaHUE paccMaTpUBa-
emoii npoGnemMsl. B Oubsimorpadun naHel B OCHOBHOM CCBUIKM Ha CTAHAAPTHBIE JIUTEPATYpPHBIE
UCTOYHUKH. Hay4dHble Tpyibl, HEOOXOMMEBIE ISl BCECTOPOHHETO M3YYECHHUS MPOOIIEMBI, UCITOIb-
30BaHbl B O'paHMYEHHOM OObeMe. 3aMeTHa HeXBaTKa KOMIETEHTHOCTH CTYJEHTa B JaHHOW 00-
nactu 3HaHui. OQopMiieHne KOHTPOJIILHON pabOThl C dJIeMEHTaMU HEOPEKHOCTU. 3alluTa KOH-
TPOJILHOM paboThl MMOKa3ana yIOBJIETBOPUTEIbHYIO TEOPETHUECKYIO M MPAKTUYECKYIO MMOJro-
TOBKY CTYACHTA, OTPAHUYCHHYIO CKIIOHHOCTb K HAy4YHOI pabore.

O1eHKa «HEeyJOBIETBOPUTEIBHO» BBICTABISACTCS CTYJEHTY, €CIIU BOIPOCH KOHTPOJIBHON
paboThI mpencTaBieHsl B 00mieM, Buae. OrpaHHUEHHOE YMCIIO MCTIONB30BaHHBIX JTUTEPATYPHBIX
ucToyHukoB. IllabmoHHOe M3nOkeHHe marepuana. Hamuuwe normMaTHuecKoro moaxojia K HcC-
MIOJIb30BAHHBIM TEOPUSM M KoHIEenmusiM. CyXIeHHUsS MO0 UCCIEAyeMbIM BOMPOCAaM HE BCET/Aa
KOMIIETeHTHBI. HeTOUHOCTH ¥ HEBEpHBIE BBIBOJIBI MO M3ydaeMoi tureparype. KontponbHas pa-
6oTa oopmiieHa C 3JIEMEHTAMH 3aMETHBIX OTCTYIUIEHUH OT MIPUHSTHIX TPEOOBaHUIA.

Mertoauyeckne MaTepuabl, ONpeaesaoIue Mpouelypbl OLCHHBAHUA 3HAHWI, YMEHMI,
HABBIKOB M (WJIM) ONBITA [1eATeJIbHOCTH, XapAKTePHU3YIOLIUX 3TaMnbl (POPMUPOBAHUSI KOMIIETEH-
10707

[Ipouienypa npoBesieHns: JAHHOTO OLEHOYHOTO MEPOINPUSATHS BKITFOUAET B CEOSI: BBHITIOJIHEHUE
KOHTPOJILHOM pabOThI 1O OJJHOMY U3 MPEJIOKEHHBIX BAPUAHTOB M BBICTYIUICHHE C JAHHOW paboToi
B BUJIC IPE3CHTALIMU TI€PE]] CTYICHYECKON ayIUTOPHUEH.

[Ipeanaraemble CTyIEHTY 331aHUs TIO3BOJISIIOT MpoBepuTh Kommerenimu: Y K-4, I1K-1, T1K-
S.

JU1st MOJrOTOBKM K IAHHOMY OLICHOYHOMY MEPONPUSATHIO HEOOXOIMMO U3YUUTh PabOThI OTe-
YECTBEHHBIX M 3apyO0eKHBIX YUEHBIX 10 JaHHOM MpolieMaTHKe, MPOCMOTPETh MOCIIEIHIE aHAIUTHYE-
CKHE OTYEThI U CIIPABOYHUKH, & TAK)KE TIOBTOPUTH JIEKIIMOHHBIN MaTepral, MaTepuaibl MPaKTUYECKUX
3aHATHH, a TAKXKe BOIIPOCHI, BBIHOCUMBIE Ha CAMOCTOSTENILHOE N3YUEHHE.
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[Tpy MOArOTOBKE K OTBETY CTYIEHTY MPEIOCTABIACTCS MPABO MOJIb30BATHCS CBOCH paboTOM 1
KOHCIIEKTaMH.

ITpu npoBepke 3a/1aHusl, OLEHUBAIOTCS IIOJIHOTA PACKPBITHSI IIPOOJIEMBI, HCIIOJIB30BAaHUE pa3-
JIMYHBIX UCTOYHUKOB UH(OPMALIUHL.

MeToanyeckue peKOMeHIAHH 10 H3YYEHHIO TEOPETHYECKOr0 MaTepuaJsia

Padora ¢ kHurou

[Tpu paboTe ¢ KHUTON HEOOXOAUMO MOAOOPATH JTUTEPATYPY, HAYUUTHCS MPABHILHO €€
YUTaTh, BeCTH 3amucu. s moadopa autepaTypsl B OMOIMOTEKe UCHOIB3YIOTCS alaBUTHBIN U
CHCTEMAaTUYECKUI KaTaJlOlU.

BaxHo MOMHUTB, 4TO pallMOHAJIbHBIE HABBIKK paOOThI C KHUTOHM - 3TO Bceraa OoJblias
HKOHOMHSI BPEMEHHU U CHIIL.

[TpaBuibHBI TOA00P Y4EOHUKOB PEKOMEHIYETCS MpernoaBaTesieM, YUTAIOIUM JIeKIU-
OHHBIN Kypc. HeoOxoaumas nutepaTypa MOXKET OBITh TaKXKe yKa3aHa B METOAMYECKHX pa3pa-
00TKax MO JaHHOMY KYpCYy.

N3yuas marepuas 1no y4yeOHMKY, CIEIyeT MEPEeXOqUTh K CIEIYIOIIEMY BOIPOCY TOJIBKO
nociie MPaBUIILHOTO YSICHEHHs MPEAbIAYIIEero, ONUChIBasg Ha Oymare Bce BBIKJIAJIKU U BBIUUCIIE-
HUS (B TOM 4YHMCIIE T€, KOTOPBIE B y4EOHUKE OIYIICHBI MJIM Ha JICKIIMH JAHBI JJIS1 CAMOCTOSTENb-
HOTO BBIBOJIA).

[Tpu n3yueHnn 1r000# TUCIMILIMHBI OOJBIIYIO  BaKHYIO POJIb UTPAET CAMOCTOSTEIbHAS
WHAMBHUAYyallbHAs padoTa.

Oco0oe BHMMaHUE ClleyeT 0OpaTUTh Ha OINpPEAEICHUE OCHOBHBIX MOHATHM Kypca. CTy-
JEHT J0JDKEH MoApoOHO pa3dupaTh MpUMeEphl, KOTOPBIE MOSCHSAIOT TAKUE OMPE/ICICHUS], U YMETh
CTPOUTH aHAJIOTUYHBIE IPUMEPHI CaMOCTOATENbHO. Hy)KHO TOOMBATHCS TOYHOTO MPEICTABICHUS
0 TOM, 4YTO u3ydaelb. [Tone3Ho cocTaBisATh ONOpHBIE KOHCTIEKTHL. [Ipy u3ydyeHun marepuania mno
y4eOHHKY TIOJIE3HO B TeTpaau (Ha CHEHMaIbHO OTBEACHHBIX TOJSIX) JOMONHATh KOHCIIEKT JICK-
uiil. Tam ke cieayer oTMeyaTh BOIPOCHI, BBIACICHHBIE CTYIEHTOM JJIsl KOHCYJIBTAllMK € IPero-
JlaBaTelIeM.

BeIBOfIBI, TTOSTyYeHHBIE B pe3yJibTaTe U3yUSHHsI, PEKOMEHYyeTCsl B KOHCIIEKTE BBIIEISATD,
YTOOBI OHU MPH MEPEUNTHIBAHUN 3aITHCEH JIydIlle 3alIOMHHAIHCh.

OnbIT NOKa3bIBAET, YTO MHOTHM CTYJIEHTaM [IOMOI'aeT COCTaBJIEHUE JINCTA ONOPHBIX CUT-
HaJIOB, COJIEPIKalET0 BayKHEHIIMe U Hanbosee yacto ynorpedisemble GopMybl U noHsATHs. Ta-
KO JIMCT MOMOraeT 3alOMHUTh (POPMYJIbl, OCHOBHBIE TIOJIOXKEHHUS JIEKIIUH, a TAKKE MOXKET CIy-
KHUTh TOCTOSTHHBIM CIIPaBOYHUKOM JUIS CTY/ICHTA.

PaznuuatoT 1Ba BUa YTEHUS; IEPBUYHOE U BTOpUYHOE. [lepsuunoe - 3T BHUMATEIbHOE,
HETOPOIUINBOE YTEHHUE, IIPH KOTOPOM MO>KHO OCTAHOBUTHCS Ha TPYIHBIX MecTax. [locne Hero He
JIOJDKHO OCTaThCSl HU OJTHOTO HEMOHATHOTO os1oBa. CojiepkaHue He BCErJja MOXKET ObITh OHATHO
10CJI€ IEPBUYHOTO YTEHHSI.

3anaua 6mopuyHo20 YTEHUS TIOJHOE YCBOEHHE CMBICIA IENOro (IO CUETy 3TO YTEHHE
MOYET OBITh M HE BTOPBIM, @ TPETHUM HIT YETBEPTHIM).

IIpaBui1a caMoCTOATENbHOM PadOThI € TUTEPATYPOI
Kak yxe oTmeuanoch, caMmocTosiTesbHas paboTa ¢ yueOHUKaMU U KHUTaMU (a TaKkke ca-
MOCTOSITETIBHOE TEOPETUYECKOE HCCIIeOBaHNE NpoOieM, 0003HAUYEHHBIX IPEnojaBaTesieM Ha
JEKIHSIX) — 9TO BaKHEiIIee ycaoBue GOpMHUPOBaHUsS Y cedsl HaydyHOro croco6a nosHanus. Oc-
HOBHBIE COBETHI 3/IECh MOKHO CBECTH K CJICTYIOIUM:
1. CocraBuTh nepevyeHb KHUT, C KOTOPHIMU BaMm cieyer mo3HakoMHUThCS;
2. Cawm Takoii mepeyeHb JOKEH OBITh CHCTEMATH3UPOBAHHBIM.
3. OO0s3arenbHO BBHIMHUCHIBATH BCE BBIXOJHBIC JAHHBIC MO KKIOW KHHUre (MPU HAMCAHUHU
NHCBMEHHBIX Pa0OT 3TO MO3BOJIUT OYEHb COKOHOMHTH BPEMS).
4. Pa3oOpatbcst Ui cedsl, Kakue KHUTH (WM KaKue TJIaBbl KHUT) CIIEAYeT MPOYUTaTh Oosee
BHHMATEIbHO, & KaKHe — IPOCTO IPOCMOTPETb.
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5. Ilpu cocraBineHun nepeuHer TUTEPATYPhl CAEAYET MOCOBETOBATHCS C MPENOAaBaATEISIMU

U HAYYHBIMU PYKOBOJIUTENAMU (WK Aake ¢ Oojiee MOATOTOBICHHBIMU M 3PYAUPOBAH-

HBIMU COKYPCHUKaMH), KOTOpPbIE IIOMOT'YT BaM j1ydiiie COpUEeHTHUPOBATHCS, HA YTO CTOUT

o0Opatuth OoJiplliee BHUMAHUE, @ HA YTO BOOOIIIE HE CTOUT TPATUTh BPEMs.

EctecTBeHHO, BCe MPOYNTAHHBIC KHUTH, YUCOHUKH U CTAThU CIIEIyeT KOHCIICKTUPOBAThH, HO
9TO HE 03HAYaeT, YTO HAJ0 KOHCIEKTHPOBATh «BCE MOJPSA». MOXXHO BBIIKCHIBATH KPAaTKO OC-
HOBHBIC HUJIEU aBTOPA U MHOT]IA IPUBOIUTH HanOojee sIpKUe U MOKa3aTeIbHbBIE ITUTATHI (C yKa3a-
HUEM CTpaHUII).

UteHue Hay4HOro TEKCTa SIBJSIETCS YaCThIO MO3HABATEJIbLHOU AesTesnibHOCTU. Ee menp —
U3BJIEYCHHE U3 TEKCTa He0OXoauMoil nHpopmaruu. OT TOro Ha CKOJIbKO OCO3HAHHA YHUTAIOLIUM
coOCTBEHHAsl BHYTPEHHSISI YCTAHOBKA MMPU OOPAIICHUU K NIEYaTHOMY CIIOBY (HAWTH HY)KHBIE CBE-
JEHUS, YCBOUTH MH(POPMAIMIO MOJHOCTHIO WJIM YaCTUYHO, KPUTUUECKH MPOAHATU3UPOBATH Ma-
TepHal  T.I.) BO MHOTOM 3aBUCHUT () PEKTUBHOCTH OCYIIECTBIISIEMOTO JICHCTBUSI.

Bbiiensitor 4eTbipe OCHOBHBIE YCTAHOBKHM B UTEHUM HAYYHOT'O TEKCTA!

1. naDOpPMATMOHHO-TIONCKOBBIH (3a1a4a — HAWUTH, BBIJCIUTH UCKOMYIO HH(DOPMAIIHIO)

2. ycBauBaromas (yCUJIMs YMTaTEeNsl HAMIPABJICHbI HA TO, YTOOBI KaK MOXKHO IIOJIHEE 0CO-
3HATh W 3alIOMHUTH KaK CaMU CBEJICHMSI U3JIaraéMbI€ aBTOPOM, TaK M BCIO JIOTHKY €T0 pacCcykie-
HUI)

3. aHAUTUKO-KPUTHUYECKAsl (YUTATENIb CTPEMHUTCS KPHUTUYECKH OCMBICIIUTH MaTepHall,
MIPOAHAIU3UPOBAB €r0, OINPE/ICTINB CBOE€ OTHOIICHHE K HEMY)

4. TBOpUecKas (CO3JaeT y YnuTaTessl TOTOBHOCTh B TOM WJIM MHOM BHUJIE — KaK OTIPAaBHOU
MYHKT JJIs CBOMX PacCyXJEHUM, Kak o0pa3 i NeiCTBHUS MO aHAJIOTHH U T.I. — UCIOJIb30BaTh
CYXJIEHUSI aBTOpa, XOJ €ro MBICIEH, pe3yibTaT HAaOMIOIEHHs, pa3paboTaHHYI0 METOAMKY, J0-
MOJIHUTH UX, TIOJIBEPTHYTH HOBOI MPOBEPKE).

OcHOBHBIE BU/IbI CUCTEMATHU3UPOBAHHOM 3aMMCH TPOUYUTAHHOTO:

1. AHHOTHpOBaHHE — MPEAEbHO KPAaTKOE CBSI3HOE OMUCaHUE MPOCMOTPEHHON WU Mpo-
YUTAHHOUN KHUTH (CTaThH), €€ COJIepKaHUsI, MICTOYHUKOB, XapaKTepa U Ha3HAUCHUS,

2. IlnanupoBaHue — KpaTkasl JOTHYECKas OpraHU3alusi TeKCTa, pacKphIBAIOIIasl COlep-
JKaHUE U CTPYKTYPY U3ydaeMOoro Marepuana;

3. TesupoBanue — NTaKOHMYHOE BOCHPOM3BEIECHNE OCHOBHBIX YTBEp)KIEHUI aBTOpa 0e3
MpuBJIeYCHHS (aKTHUECKOTO MaTepuana;

4. llutupoBaHe — JOCIOBHOE BHIMMCHIBAHNE U3 TEKCTA BBIACPKEK, U3BICUEHUN, HANOO-
Jiee CYIECTBEHHO OTPAKAIOIINX Ty UM UHYIO MBICIIh aBTOPA;

5. KoHcnekTrpoBaHue — KpaTKoe M MOCIEI0BATEIbHOE U3NI0KEHUE COACPKAHUS MPOUYHU-
TaHHOTO.

KoHcnekT — clnoxkHbIN crocod U37I0KEHHS COJEpKaHUsl KHUTH UM CTaThbU B JIOTHYECKOM
MoCJIeI0OBaTeIbHOCTH. KOHCIIEKT aKKyMyJIUpYyeT B ceOe MPEeabIayIiue BUIbI 3aMMCH, TTO3BOJISET
BCECTOPOHHE OXBAaTUTh COJICPKAHUE KHUTH, CTaThU. [103TOMY yMEHHE COCTABIIATH IUIaH, TE3UCHI,
JIeNaTh BRIMUCKA U APYTHE 3aMMCH ONIPEETISAeT U TEXHOJIOTHIO COCTABIICHHS] KOHCTIEKTA.

MeToanyeckue yKa3aHHUs M0 COCTABJICHUIO KOHCIIEKTA

1. BHumarenbHO MpOYUTANTE TEKCT. Y TOUHUTE B CIPABOYHOMU JIMTEpAaType HENOHSATHBIE
cinoBa. [Ipu 3anucu He 3a0yAbTe BHIHECTH CIIPABOYHBIE JJAHHBIE HA MOJISI KOHCIIEKTA;

2. Broienure riaaBHOE, COCTaBbTE IJIAH;

3. Kpatko chopmynupyiiTe OCHOBHBIE MTOJIOKEHHS TEKCTa, OTMETHTE apTyMEHTAIIHIO aB-
TOpA;

4. 3aKOHCHEKTUPYHTE MaTepuall, YeTKO Cleqys MyHKTaM IuiaHa. [Ipu KoHCHeKTHpoBa-
HUU CTApaNTECh BBIPA3UTh MBICIIb CBOUMU CIIOBaMU. 3aIIUCH CIEAYET BECTH YETKO, SCHO.

5. I'pamoTHO 3anuchiBaiiTe uutathl. L{uTHupys, yduThiBaiiTe JaKOHUYHOCTD, 3HAYUMOCTD
MBICJIH.

B TekcTe KOHCIIEKTa KEJIaTeNbHO PUBOAUTE HE TOJIBKO TE3UCHBIE IOJOKEHUS, HO U UX
JokazarenbcTBa. [Ipu odopmileHMH KOHCIIEKTa HEOOXOIUMO CTPEMHTHCS K €MKOCTH KaXKIOTro
IpeUIoKeHUs. MBICIIM aBTOpa KHUTH ClIeAyeT M3jlaraTb KpaTko, 3a00TsICh O CTWJIE M BbIpas3u-
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TEJIBHOCTU HAMMCAaHHOTO. YUCIIO OMONHUTENBHBIX 3JIEMEHTOB KOHCIEKTa JTOJHKHO OBITh JIOTHU-
YeCKH 000CHOBAHHBIM, 3alIUCH JIOJIKHBI PACIPEAEIIATHCA B ONPENEICHHON OCIe10BaTEIbHOCTH,
OTBEYAIOIIECH JIOTUYECKON CTPYKType Ipou3BeaeHus. s yrouHeHus U JOMOJHEHUS HE0O0X01u-
MO OCTaBJIATH IMOJIA.

OBnajeHre HaBBIKAMU KOHCIEKTHPOBAHUS TPEOYeT OT CTYJCHTa LEJNeYyCTPEMIICHHOCTH,
IIOBCEHEBHOM caMOCTOATENbHOIN paboThI.

4. Pexomenjyemasi JJuTepaTypa
OcHoBHasi iuTEpaTypa:

1. Ky3nenoBa W.B. JlokyMeHTHpOBaHHUE YIPABICHUYCCKON AESITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe nmocobue / N.B. Ky3nemnona, I'.A. XadarpssH. — DJIEKTPOH. TEKCTOBBIE JaH-
Hble. — Mocksa: JlamkoB u K, A#i [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-5-394-03274-5
— Pexxum gocrymna: http://www.iprbookshop.ru.

JlonoIHNTEIbHAS JIUTEpaTypa:

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

HNuTepHeT-pecypceb:

http://biblioclub.ru (Caiit 9bC «YHuBepcurerckas OnbinoTexa oHIalH»)
http://www.economicus.ru/nfpk/pe.php (O6pa3oBarensHbIii mopTai «Economicus.ruy)
http://www.consultant.ru/ (OdununansHblii caiit komnanuu «Koucynbrant- [Tarocy).
http:///www.garant.ru/ (CaiiT uHGpOpMaIMOHHO-TIPaBOBOT0 nopTaina «I apanT»).
http://fcior.edu.ru/ (Caiir  ¢denepanbHoro 1eHTpa HMHPOPMAIMOHHO-00PAa30BaATENBHBIX

pecypcoB).
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