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COJAEPKXAHHE
BBEJIEHUE

Tema 1. Ponb uHpOpMannm 1 JOKYMEHTOB B YIPABIEHUYECKOH JEATEILHOCTH

Tema 2. JIOKyMEHT U CUCTEMBI TIOKYMEHTALIMHI

Tewma 3. HopmaTuBHO-1IpaBoBasi 6a3a JOKYMEHTAIMOHHOTO O0ECTICUeHUS yITPABICHHS
Tema 4. YopaBrieHdeckasi JOKyMEHTAIHsI: TPEOOBaHUS K COCTABICHUIO M O(POPMIICHHIO,
dbopmysip-oOpasell, COCTaB U PacTONOKEHUE PEKBU3UTOB.

Tema 5. Co3naHue 3J1eKTPOHHBIX TOKYMEHTOB

Tema 6. Opranu3zaninoHHbIC JOKYMEHTBI, UX COCTaBlIeHHEe U oopmiieHre

Tema 7. CocTaB U cO31aHUE PACHIOPSAAUTENBHBIX JOKYMEHTOB

Tewma 8. TadopmarimoHHO-CITPaBOYHBIC JOKYMEHTHI

Tema 9. Opraau3zanusi paboThI C TOKyMEHTaMU

Tema 10. XpaHneHue 10KyMEHTOB

Tema 11. ABTOMaTH3a1MsI TOKYMEHTAITMOHHOTO O0ECIICUEHUS YITPABICHUS

Tema 12. Cucrema ynpapieHUs! JOKYMEHTaMU Ha MPEANPUSITUN

PEKOMEHAYEMAZ JIMTEPATYPA



BBenenue

B Hacrosmiee  BpeMsi  COBEpIICHCTBOBAHWE  YIPABJICHUS  MPOU3BOACTBEHHO-
XO3SIMCTBEHHBIMM ~ CHCTEMaMM, T[IOBBILIEHHE YpPOBHS OpraHu3auud U 3((HEeKTUBHOCTU
YIPaBJIEHYECKOTO TPYAa BO MHOTOM 3aBHCUT OT TOTO, HACKOJIBKO pallMOHAIBHO MOCTABJICHO B
YUPEKACHUAX U HA NPEANPHUATHAX JEJIONPOU3BOACTBO. TEpMUH «IOKyMEHTAllMOHHOE obecre-
YEHHE» XapaKTEPU3yeT COBOKYIMHOCTh PaldOT MO JEIONPOU3BOJACTBY YUPEKIACHUN U 1O OpraHu-
3allud B HUX JIOKYMEHTOB. [IOHATHEM «IOKYMEHT» ompezensercd HWHpopMalus, 3alUCaHHas
TM00BIM criocoOOM Ha JI000M MaTepuale, U3/1aHHasi WM TOJIy4YeHHas JI00bIM (PU3HUECKUM WIH
IOPUINYECKUM B JII000H OpraHu3aliK Ul UCIIOIb30BaHUS B CBOCH JEATEIbHOCTH.

Kypc «JlenonpousBoACTBO U JOKYMEHTAIMOHHOE OOECleYeHne TOCYAapCTBEHHOM U
MYHULUNAIBHON CIyKObD» AaeT 0a30Bble 3HAHUS B 00JACTU M3YyYEHHs AEJIONpPOU3BOJACTBA U
paboThl C JOKYMEHTaMH B OpraHu3alud. B mpeanmaraeMpIX METOAMYECKHX —YKa3aHHUIX
paccMaTpUBaeTCs CYHIHOCTh U CHEelM(UKa JOKYMEHTUPOBaHMS YIPABICHUECKON EATEIbHOCTH;
MIPOUCXOJIUT O3HAKOMJICHHE C NMPAKTHUKOW COCTABICHHUS OpPTaHU3aLMOHHBIX, PACTIOPSAUTEIBHBIX
U MHQPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB; OBJIaJICHUE HABBIKAMH AapXMBHOTO XpaHEHUS
JOKYMEHTOB U COCTaBJICHUSI HOMEHKJIATYPHI €.

Marepuan kypca obecriednBaeT 3HaHHE OOIUX IPUHIUIIOB OPraHNU3aIiH.

Lenb ocBOEHMS TUCHUILIMHBI 3aKi04aeTcsi B (opMHpoBaHUU Habopa obenpodeccuo-
HaJbHOM KOMITeTeHIIMM OakamaBpa mo HampabiieHuio nmoarotoBku 38.03.04 NocymapcTBeHHOE
U MYHUIUNAIBHOE yIpaBlieHHe (HAaNmpaBiIeHHOCTb (Mpoduiib): «PernoHanbHOE yIpaBlICHUEY),
OCBOECHHE CTYAECHTaMM TEOPETHUYECKHX 3HAHHM B 00JacTH AEIONPOM3BOJCTBA B OpraHU3alUU U
npuoOpeTeHne MPaKTUUYECKUX HABBIKOB B 00JacTH OPOpMIICHUS JOKYMEHTALMU, HEOOXOAMMOM
JUISL IPUHATHS TPAaMOTHBIX YIPABIEHYECKUX PELICHUH.

K 3amauam u3ydeHus AMCHUIUIMHBI OTHOCSATCS: MOJIyY€HUE 3HAHUHN 10 OCHOBHBIM IPHH-
LUIaMm, NOHIATUAM (HOPMUPOBAHMS HAYKHU «/leI0npou3BOACTBO U JOKYMEHTALMOHHOE obecreye-
HUE TOCYAAPCTBEHHOM M MYHHIMIIATIBHOM CIIy>KOBI», MPUHLIUIIOB M 3aKOHOB OpraHM3aluu J10-
KyMEHTO000pOTa Ha MpeANnpUsITUN; (OPMHUPOBAHUS YIPABICHYECKOW M MHOW OpraHU3alMOHHO-
pacropsUTeIbHON JOKyMEHTAlUK; BEICHHE KaJpOBOrO JIOKYMEHTOOOOPOTa; CTPYKTYpy IIO-
CTPOEHUS JOKYMEHTO0O0pOTa B OpraHu3aluy; (OpMUPOBAHUE YMEHHUM NPUMEHATD M1OJy4YCHHbIE
3HAaHUS K PELICHHIO BOIIPOCOB IO OPraHM3AalMOHHBIM IpOoIleccaM Ha MPEINpUATHU OBJIAZCHUE
OCHOBHBIMM NPUHLIUIIAMH (OPMHUPOBAHUS JOKYMEHTUPOBAHMS YIPABICHYECKON AEATENbHOCTH,
3aKOHAMH OpT'aHM3aLUH, HABBIKAMU COCTABIICHHUS HEOOXOUMBIX YIPAaBICHUYECKUX TOKYMEHTOB.

B cooTBeTCTBMM C 3TUM OCHOBHOM LIEJIbIO MPENOJAaBaHUs JUCLUIUIMHBI BBICTYNAeT (Hop-
MHUpPOBaHME Yy CTYJEHTOB 3HAaHUI1, HABBIKOB M YMEHUH B 00JaCTU TOKYMEHTHPOBAHUS yIpPaBIICH-
YECKOH JCATEIBHOCTH.

dopmupyemblie B IPOLECCE U3YUEHHSI KOMIIETEHIIUH:

OIIK-5. Cnioco0GeH ucnoiabp30BaTh B MPO(PECCHOHANBHON AEATETbHOCTH WH(POPMAIMOH-
HO-KOMMYHHUKAI[MOHHBIE TEXHOJOTHH, TOCY/IaPCTBEHHBIE U MYHUIIMIIAJIbHbIE HH()OPMAIIHOHHBIC
CHCTEMBI; MPUMEHSTh TEXHOJIOIMH 3JICKTPOHHOTO MPABUTENBCTBA U IPEAOCTABICHUS rocynap-
CTBEHHBIX (MYHULIMIAIBHBIX) YCIYT

Pe3ynbTaThl OCBOEHMSI JUCLHUILIMHBI B pa3pe3e KOMIETEHIUI:

OIIK-5:

Hcnonb3yer MeTom0JIoTHui0 MHPOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH, Teope-
TUYECKHE OCHOBBI (POPMHUPOBAHUS MH(DOPMALIMOHHOTO 00ecIIeYeHus poLecca yIpaBIeHUs; UH-
CTpYMEHTAJIbHBIE CPEJCTBA KOMIIBIOTEPHBIX TEXHOJIOTUH HWH(POPMALMOHHOTO OOCITY>KUBAHHS
YIPaBIEHYECKON AEATENbHOCTH; TEHAEHIMM U NEPCHEKTUBBI PA3BUTHS U UCIOJIb30BAHUS WH-
(bopMaMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTUH B MPO(ECCHOHANBHOM NesTeIbHOCTH;

[Tpumensier nHpOpMAITMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUH [T PELICHUS yIIpaB-
JICHYECKHX 3ajiay; ONpPEeseT HalpaBIeHUs UCIIO0JIb30BaHMsI M TEHAECHIIMY Pa3BUTUS HH(OpMa-
LIHOHHO-KOMMYHHMKAIIHOHHBIX TEXHOJIOTHM B 3KOHOMMKE U YIIPABIICHUY;



[TpuMeHsIeT TEXHOJIOTHH 3JIEKTPOHHOTO ITPABUTEIBCTBA U TIPEAOCTABICHHS TOCYAap-
CTBEHHBIX (MYHUIIUITAJILHBIX) YCIIYT
MeTtoaudeckue yka3zaHUsI COEPKAaT PEKOMEHIANNU K TPAKTHUECKUM paboTaM CTyIeH-
TOB M CIICOK PEKOMEHIOBAHHOM JTUTEPATYPHI.
3amaun METOAMYECKUX YKA3aHUU IO BHIMOTHEHUIO MPAKTUYECKUX Pa0OT MO AUCHIUTUINHE
«Jlemonpon3BOACTBO M JJOKYMEHTAIIMOHHOE 00ECTIEYCHNE TOCYIAPCTBEHHOW W MYHHIIUIIATBHOM
CITY>KOBD»:
— aHanu3 poyid UHQOPMAIMH U TOKYMEHTOB B yIIPaBICHUECKOH IEATENLHOCTH;
— WCCIIEIOBAaHHE CHCTEMBI JIOKyMEHTAIINU TIPEIIPUSITHS;
— W3y4YeHHWE HOPMATHBHO-TIPABOBOM 0a3bl JOKYMEHTAIIMOHHOTO  00ECIICUeHHUs
YIIPaBIICHHUS;
— W3y4YCHHE YNPABICHUYECKOW  JIOKYMEHTAlMM W  TPeOOBaHMWA K COCTaBJICHUIO H
0(pOpPMIIEHHUIO TOKYMEHTOB;
—  CO3JaHUE NEKTPOHHBIX JTOKYMEHTOB;
— pa3paboTKa OpraHU3AlMOHHBIX, PACIOPIIUTENBHBIX W HWH()OPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB;
— OpraHu3aIys CUCTEMbI XpaHEHHS JOKYMEHTOB;
— aHaJU3 KOMIUICKCHOM CUCTEMBI YIIPaBJICHUS IOKYMEHTAMH Ha TIPEATIPUATHH
[IpoBeneHNe MPAKTUYECKUX 3aHITHIA MPEANoaraeT akTUBHYIO, [EJICHANPABICHHYIO pa-
00Ty O0ydJarommXCs
[{enb MpakTUYECKOTO 3aHSATHSI — YCBOCHHE BAXXHEHIIIUX BOMPOCOB Kypca U BBICTYILICHUE
KQXJIOTO CTY/ACHTa Ha KaXJIOM NPAaKTUYECKOM 3aHSATHUH. Ha MpakTHYeCKOM 3aHSITHH CTYICHTHI
JOJKHBI YMETh OOBSCHUTH MOHMMAHHE MMM BOMPOCOB TEeMBI. [ 3TOTO MpH TMOJATOTOBKE K
MPAKTHYECKOMY 3aHITHIO CTYACHT JOJDKEH BHUMATEIBHO M3YYHTh JIUTEPATYPY U METOTUYECKUE
PEKOMEHIalliY, MMOATOTOBUTHCS M OTBETHTh Ha JIOOOW BOMPOC TEMBI MPAKTUYECKOTO 3aHSTHUS,
MPOJIOJDKUTH BBICTYIUICHUE MPEIBIAYIIETO BhICTYMatomero. CTyIeHT MOXKET HCIIOJIb30BaTh OC-
HOBHBIC HOPMATHUBHBIE aKThl M KOHCIIEKTHI M3y4eHHOU NMUTEpaTyphbl. KaxkIblii CTYACHT TOIKEH
M0 YKa3aHUIO TPEToJaBaTeisi OTPEIEH3UPOBaTh COOOIICHHE, CACTAaHHOE MPEIBIAYIIUM BBICTY-
TIAIOIIHM.

Texywan ammecmayus Kauecmea yceoeHus 0aKanaepamu noy4eHHslX 6 npoyecce odyue-
HUA 3HAHUN

Texymas arrtecranust paOOThl CTYIEHTOB OCYIIECTBIISIETCSI B IPOLIECCE IMPOBEACHUS
IIPAKTUYECKUX 3aHATHH HA NPOTSHKEHUN CEMECTPA ITyTEM OLIEHKH YCTHBIX OTBETOB, a TAKXKE Pas-
pabOTKH MPOEKTHOTO 331aHUSI.

Ecnn cTyneHT He BBIOJIHWII NIPEAJIOKEHHOE 3aJaHHE, a TAK)KE HE NMPOSBISUI AKTUBHOCTU
Ha NMPAaKTUYECKUX 3aHATHSX, TO €ro padoTa B TEUEHUE CEMECTPA OLICHUBACTCS KaK HEYIOBIETBO-
putenbHas. Eciu cTyAeHT nponmycKaeT 3aHATH 0 yBaKUTEIbHOU MpUUYnHE (110 00JI€3HU, UHIH-
BUJyaJIbHBIN rpauk 0OyueHHs ), TO OH BBINOJHAET 33JaHUsl CAMOCTOSTENILHO BO BHEAYAUTOPHOE
BpeMms. [Ipu 3TOM TecThl MOTYT OBITH 3aMEHEHBI pa300pOM MPOOJEMHBIX CUTYaIMi 10 Ha3BaH-
HBIM TeMmaM. [Ipenronaraercst Takke MPOMEXyTOUYHas aTTecTalus B (hopMe BBHITOTHEHUS MUCH-
MEHHOH paboThI B BUJIE TOKIA/A.

HToroBoii popmoii KOHTPOJIS IO AUCHUIUIMHE BBICTYIACT FK3aMEH, KOTOPBIA TPOBOIUTCS
B 4 cemecTpe.



IIPAKTHYECKHE 3AHATHA

IpakTnyeckoe 3ansitue Ne 1

Tema 1. Posib nHpopMannu ¥ JOKYMEHTOB B YIIPABJEHYECKOM 1eSITeJIbHOCTH

Ileanb 1aHHOM TEMBI — OTIPEIETUTH POJIb HH(DOPMAITUU U IOKYMEHTOB B YIIPaBICHYECKON
JESITENbHOCTH.

3agauu: onpeaeneHue poyin HHGOPMaAIMU U TIOKYMEHTOB B yIIPaBICHUECKON AESTEIbHO-
CTH MPEANPUATHA ¥ OpraHu3aluil pa3IUUHbIX GOPM COOCTBEHHOCTHU U chep AesITeTLHOCTH.

3HaHusA W yMeHMsl, MpuUoOpeTaeMble CTYIEHTOM B pe3yJibTaTe OCBOEHUSI TeMbl
NMPAaKTHYEeCKOr0 3aHATHS, (popMUpyeMble KOMIIETEHIMH MJIM MX YaCTH: B MpOIECCE U3yUe-
HUS JAaHHOW TE€MBbI CTYIE€HTHI IOJKHBI 3HATh OCHOBHBIE MOHSTHS U HOPMATUBHO-IIPABOBYIO 06a3y
JOKYMEHTAI[MOHHOTO OOECIIeYeHUsl yIpaBlIeHUs; MpaBuia JOKyMEHTaIbHOrO o(opmMieHus pe-
IIEHUW B YIPaBJIECHUW OIMEPAllMOHHON (IMMPOM3BOJCTBEHHON) NEATEIBHOCTH OpPraHW3alluid MpH
BHEJIPEHUU TEXHOJOTUUECKHUX, TPOIYKTOBBIX MHHOBALIMI WJIM OPraHU3al[MOHHBIX U3MEHEHUI.

B npouecce u3yuyeHusi JaHHOW TeMbl (GOPMHPYIOTCH CJeAYyION[He KOMIIETCHIMHU:
OIIK-5.

AKTYaJIbHOCTh TeMbI 3aKJIK4YaeTcsi B ONpeICICHUH pold WHGOpMaUU U
JOKYMEHTOB B YIPAaBJICHUYECKON JEsTENbHOCTH OO0YCIOBJI€HA HEOOXOIMMOCTBIO aJlanTaliu
OpraHu3aiuy K TpeOOBaHUSM BHEIIHEH U BHYTPEHHEH Cpelibl, K OBJIa/ICHUI0 HOBBIMHU 3HAHUSMU
U TEXHOJIOTU- SIMU, YTO OCOOEHHO Ba)KHO B YCJIOBHUSIX PHIHOYHOM SKOHOMHKH.

Teopernyeckas yacTb

Jlokymenmupoeanue (co3gaHue IOKYMEHTa) — 3amUCh HMH(OpPMalMM Ha Pa3IuYHBIX
HOCHUTENSAX IO YCTAaHOBJIEHHBIM IpaBWiIaM. JIOKyMEHTMpPOBAaHHE — PETIAMEHTHPOBAHHBIN
mporecc 3anuck HHPOpMAaNMK Ha Oymare WJIM HWHOM HOCHUTeNe, O00eCleunBaroniuii ee
IOpUANYECKYIO cUIly. Beerna ocylecTBisieTcsl o ONpeesIeHHbIM IIpaBUilaM, YCTaHOBICHHBIMU
MPaBOBBIMU HOPMATHBHBIMU aKTaMH WJIM BbIpaOOTaHHBIMHM Tpagulueil. JlokymMeHTHpOoBaHUE
MOKET OCYIIECTBISATHCS HAa €CTECTBEHHOM WJIM HCKYCCTBEHHOM f3BIKaX M C MCIOJIb30BAaHUEM
Pa3HOOOPA3HBIX HOCUTENCH HH(POPMAIIUH.

IIpy HOKYMEHTHpPOBAaHMU Ha €CTECTBEHHOM S3bIKE CO3JAIOTCSI TEKCTOBBIE TOKYMEHTBHI,
coJiepKalire peyeByro MHQPOpMAIHIO, 3a(UKCHPOBAHHYIO JIFOOBIM THUIIOM TMHCHbMa WIN JHO0O0M
CUCTEMOM 3BYKO3aIIUCH.

CpenctBa JOKYMEHTHPOBAHUS:

- IpOCThIe Opy s (PYUYKH, KapaHJAIIX U Ap.);

- MEXaHUYECKHE U AJIEKTPOMEXaHUUECKHE (TMKTO(OHbBI, KHHO- U BUJICO- TEXHHUKA U Ip.);

- CpeCcTBa aBTOMATU3allU1 — KOMIIBIOTEPHAs TEXHUKA.

TexkcToBOM [JOKYMEHT — JIOKYMEHT, COJACpXKallui pedeByr uH}opmaImio,
3a)UKCUPOBAHHYIO JTIOOBIM THUTIOM MHUChMa WX JIF0OOH cHcTeMO# 3ByKo3amucH (MTUChbMEHHBIN
JOKYMEHT, PYKOIHCh, MATMHOIIMCHBIN TOKYMEHT, BUI€OrpaMMa I0OKyMeHTa, (POTOTOKYMEHT).

Kuno-, poTo10KyMEHTBI — H300pa3uTeNbHbIE TOKYMEHTHI.

AyIuOBH3YAJIbHBIH JOKYMEHT — JIOKYMEHT, COACpKalIuii n300pa3uTEIbHYIO U 3BYKO-
BYIO MH(OpMAIHIo.

KunonokymMeHT — n300pa3uTeNbHbBIN WM ayTMOBU3yaJIbHBIN JTOKYMEHT, CO3JJaHHBIN KH-
HeMaTorpagpuuecKum crnocodoom.

®otorpadpuyeckuii 1OKyMeHT ((POTOTOKYMEHT) — HM300pa3UTENbHBIA JOKYMEHT, CO-
3MaHHBINA (HoTOTpadUIECKUM CIIOCOOOM.

HxoHorpaguyeckuii JOKYMEHT — JJOKYMEHT, COJACpXAIUil MPEUMYIIECTBEHHO H300-
pakeHHe MPOU3BEICHNN UCKYCCTBA,

Bomnpoce! ni1s o0cyxnenust
1. Yro Takoe nOKyMeHTHpOBaHUE HHGOpMAITUN?
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2. Ilepeuncinute OCHOBHBIE MOHATHUS JOKYMEHTHUPOBAHHUS YIIPABICHYECKON AEATEIbHO-
CTH Ha IPEINPUSATHN.

3. OxapakTepusyiTe aBTOMaTHU3UPOBAHHBIE TEXHOJOIMHM JOKYMEHTHUPOBAaHUS M JOKY-
MEHTO000pOTa KaK KOMIIOHEHT CHCTEMbl KOMIUIEKCHON aBTOMaTH3alluU JESTEIbHO-
CTH NPEATIPUATHSL.

4. VYupapineHue JOKYMEHTaMU — (YHKIHSI COBPEMEHHOI'O MEHEKMEHTa OpraHu3alluu

Saganus
1. PaccMoTpeTh THIIBI IOKYMEHTOB, UCIIOJB3YEMBIX B JICATSIIBHOCTH TOCYIapCTBEHHOW 1
MYHHIIUITATIEHOU CITYKOBI.
2. Pa3paborarh MmakeT JOKYMEHTOB JIJIi OPTaHOB MECTHOTO CAMOYITPABIICHHSL.

Jlureparypa:

IlepeyeHb OCHOBHOIi JIMTEPATYPHI:

1. Ky3nenoBa 1.B. JlokymMeEHTHpOBaHUE YIIPABIECHYECKON NEATENBHOCTU [DIIEKTPOHHBIN
pecypc]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.

TekcToBbIe NaHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http:// www.iprbookshop.ru.

IlepeyeHb 1OMOJHUTEIbHOM JIUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHHE YNPABICHYECKON AESITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaydpman H.HO.— DnexTpoH. TekcToBble nanHble.— OMck: OMcKuit
rOCYyJIapCTBEHHBIH ~ WHCTUTYT  cepBuca, 2014— 177 c¢—  Pexum  goctyna:
http://www.iprbookshop.ru.

IIpakTnyeckoe 3ansaTHe Ne 2

Tema 2 JIOKyMEHT H CHCTEMbI IOKYMEHTAMHU

Heab: packpbiThb CYHIHOCTh IOHSATUS JOKYMEHTa M HM3YyYUTh MEXaHU3M paboThl C
JOKYMEHTALMEN.

3agauu: onpeneneHrue poiau HHGOPMaLUU U JOKYMEHTOB B YIIPABJIEHYECKOH AeSITeTbHO-
CTH NMPEINPUATHA ¥ OpraHu3aluil pa3IUIHbIX GOPM COOCTBEHHOCTHU U chep AesITeTLHOCTH.

3HaHUsT M yYMeHHs, NMpHoOperaeMble CTYJIEHTOM B pe3yjbTaTe OCBOCHUS TeMbI
NPAKTHYECKOr0 3aHATHS, (popMuUpyeMble KOMIIETEHIMH MJIM MX YaCTH: B IPOIECCE U3yUe-
HUS JUCHUUIUIMHBI CTYACHTBI JOJDKHBI M3yYUTh OCHOBHBIE NMOHSTUS U HOPMATHUBHO-IIPABOBYIO
0a3y JTOKyMEHTAIlMOHHOTO OOECIIEYEeHHUsl YIpaBICHUS; METOAMKY aHalu3a WH(pOpMaluud o
(GYHKIIMOHUPOBAHUM CUCTEMbI BHYTPEHHETO JOKYMEHTOO0OpOTa OpraHu3aliy; YHUPHUIIMPOBAH-
HBIE CUCTEMBI JOKYMEHTAIUU

B npouecce u3yuyeHusi JaHHOW TeMbl (GOPMHPYIOTCH CJeAYyIONHe KOMIIETCHIMHU:
OIIK-5.

AKTYaJIbHOCTh Te€MBbI 3aKJIKYAeTCs B OINPEACICHUH POJU JTOKYMEHTOB B YIpPaBJICH-
YEeCKOH JESATeNbHOCTH M MX MPaBUILHOM O(GOpMIICHHH, OOYCIOBIEHa HEOOXOIUMOCTBIO ajarl-
TalMy OpraHU3alH K TPeOOBaHUIM MUKPO U MaKpOCpeAbl MPEINPHUATHS, K OBJIAJCHUIO HOBBIMU
3HAHUSMH U TEXHOJOTHSIMHU, YTO OCOOEHHO BaXKHO B YCJIIOBHUSX HU(PPOBU3ALMHA SKOHOMHKH.


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

Teoperuyeckas 4acTb

Kaxxaplii TOKyMEHT MpeICTaBiIsieT COOOM AJIIEMEHT COOTBETCTBYIOUIEH CHUCTEMBI JOKY-
MEHTAI1H.
CucremMa J0KYMeHTAIlMM — COBOKYITHOCTh JJOKYMEHTOB, B3AaMMOCBSI3aHHBIX O MpU3HA-
KaM TMPOUCXOXKICHMsI, Ha3HAYeHUsI, BUJA, cephl AeSITENTbHOCTH, €AUHBIX TPeOOBaHUM K HMX
oopmieHHIO.
Cucrembl JOKyMEHTALUU:
1. opraHu3alMOHHO-PACHOPSIUTENbHAS;
IJIAHOBAS;
OTYeTHas;
MH(OPMALIMOHHO-CIIPABOYHAS M CIPABOYHO-aHATUTHUECKAS;
. (uHaHCOBAas;
JIOTOBOpHas;
10 JINTYHOMY COCTaBY;
10 MaTEepPUATBbHO-TEXHUUECKOMY CHA0KEHUIO;
9. otpaxarolire OCHOBHYIO J€STEIbHOCTh OpraHu3aliu.
Cucrembl JOKyMEHTAIUH, OTPAXKAKOIIUE OCHOBHYIO J€ATEIbHOCTh OPTaHNU3ALIAN:
1. Ha MpOU3BOJICTBEHHOM MPEANPUITHH — IPOU3BOJICTBEHHAS IOKYMEHTALIUS;
2. BIe4eOHOM YUpeXIECHUU — CUCTEMa MEUIIMHCKON TOKYMEHTAIUY;
3. BBY3€ — cHCTeMa JJOKYMEHTAIINH 10 BBICIIIEMY 00pa30BaHUIO; U T.JI.

OpuunanbHblii JOKYMEHT — JOKYMEHT, CO3JaHHBIM IOPUANYCCKUM WU (HU3UIECKUM
TuIoM, o(hOpMIIEHHBIN B YCTaHOBICHHOM mopsijike. K cucreme oduninanbHON TOKYMEHTALIUN
OTHOCSITCSI Hay4YHbIE, TEXHUYECKHE (KOHCTPYKTOPCKHE), TEXHOJIOTHYECKHEe, MPOU3BOJICTBEH-
HbIE, YIIPaBIECHYECKHE JOKYMEHTHI.

YnpasiieHueckne JOKYMEHTbI — KOMIUJIEKC JOKYMEHTAllUU, 0OeCleurBaroel yrnpas-
TIEMOCTh 00BEKTOB KaK B paMKax BCETO roCcydapcTBa, TaK U B OTACIBLHON OpraHu3aluu.

JloKyMeHTBI 10 JUYHOMY COCTABY — CHCTEMa JIOKYMEHTALlUH M0 00eCTIeYeHHI0 Kajpa-
MH.

JIOKyMEeHT JIMYHOr0 MPOMCXOKAEHUS — JOKYMEHT, CO3/IaHHBIM JTUIIOM BHE c(ephl ero
CITy’)KeOHOU JIeATEIHPHOCTH HIIM BBIMOJIHEHUs OOIIECTBEHHBIX 00si3aHHOCTEH. Vcmonp3oBaHme
TEPMUHA <JIMYHBIA JOKYMEHT» MPUMEHHUTEIBHO K 3TOH CHUCTEME JOKYMEHTAaIlUu HEMpaBo-
MEPHO.

Bupa noxymeHTa — NpUHAAJIEKHOCTh MUCHbMEHHOTO JOKYMEHTa K CUCTEME JIOKYMEHTAlUU
10 IPU3HAKaM COJIep KaHUs U LIeJIEeBOro Ha3HadeHus. Harpumep, K OCHOBHBIM BUaM OpraHu-
3aIl[MOHHO-TIPABOBBIX JOKYMEHTOB OTHOCSTCS YCTaBbl, MOJOKEHHUS, PErJIAMEHTHI, IITATHbIE
pacnucaHus, THCTPYKIIMM, IIpaBuia, NaMATKU U T.0. B cBOIO ouepenb BHI TOKyMEHTa MOJ-
paznensiercs Ha pa3HOBUIHOCTH. Hampumep, pa3HOBUIHOCTH MPUKA30B — MPUKA3bI IO OCHOB-
HOM JESTENbHOCTH, IO JINYHOMY COCTaBy, pacnopsikeHusi. CocTaB BUIOB U Pa3HOBUIHOCTEMN
YOPaBJICHUYECKUX JTOKYMEHTOB PErIAMEHTUPYETCA 3aKOHOJATEIbCTBOM, I'OCYJAapPCTBEHHBIMU
CTaH/IapTaMH, OOIIEPOCCUNUCKUMHU KIIACCU(UKATOPAMU TEXHHUKO-IKOHOMHYECKON M COLHUATh-
HOM mH(pOpMalMy, HOPMAaTUBHBIMH JOKYMEHTAMU U HHCTPYKIHMSAMH TOCYIapCTBEHHOW ap-
XUBHOMU CITYXOBI.

N QU R W

Bomnpocsl 1uist 00cyxaennst

1. Kak pa3BuBaiuch CiocoObl CO3/IaHUS TOKYMEHTOB?

2. aiite onpeaeneHue NOHATUSA «JloKyMeHT».

3. KakoBbl pyHKIIMU JOKyMeHTa?

3. PacckaxkxuTe 0 TUMOJIOTHH JIOKYMEHTOB.

4. Ilepeuncnure TpeOOBaHMS K KQUECTBY YIPABIECHYECKOTO JOKYMEHTA.



3aganus
1. M3yunte U mpencTaBbTe B BHJIE MPE3CHTALMH OCHOBHBIC 3Tambl (POPMUPOBAHUS U
pa3BHUTHS JOKYMEHTHPOBaHUS B Poccuu u 3a pyOekoM.

Jlutreparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa M.B. [JokyMeHTHpOBaHHE YNPABIECHYECKOW ACATEILHOCTH [ DIEKTPOHHBIN
pecypc]: yuebHoe mocobue mns 6akanaBpoB / M.B. Ky3nerona, I'.A. XauarpsH. — DIEKTpOH.
TekcToBble naHHble. — Mocksa: [amkoB u K, Ait [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexwum poctyna: http://www.iprbookshop.ru.

IlepeyeHb 1ONMOJTHUTEIbHOM JIUTEPATYPHI:

1. Kaydbman H.JO. JlokyMeHTHpOBaHHE YMPaBICHUYECKOU ACSITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaydpman H.HO.— DnexTpoH. TekcToBble naHHble.— OMck: OMcKuit
rOCYyJlapCTBEHHbIH  WHCTUTYT  cepBuca, 2014— 177 c—  Pexum  goctyna:
http://www.iprbookshop.ru.

IpakTuyeckoe 3ansitue Ne 3, 4

Tema 3 HopmaTuBHO-paBoBasi 0a3a JOKYMEHTALIMOHHOI0 o0ecnieYeHusl YIpaBJIeHUs

Heab: pacmupuTh W 3aKpEeNuTh 3HAHUS IO BOMPOCAM HOPMATHBHO-IIPABOBOTO Obecrie-
YeHHsI OpraHW3alliu Tpollecca JTOKYMEHTHPOBAHUS HA MPEINPHITHIX Pa3IUYHbIX chep nes-
TEITLHOCTU ¥ (OPM COOCTBEHHOCTH.

3amaum: paccMOTpPETh OCHOBHBIE HOPMATHUBHO-IIPABOBBIE AKThI, PErJIAMEHTHUPYIOLIUE
OpraHM3alMIo Mpoliecca JOKYMEHTUPOBAHUS YIIPABICHUECKON AeITeIbHOCTH MPEITPUSITHSL.
3HaHuA W yMeHMs, IpuodpeTraeMblie CTYAEHTOM B pe3yJibTaTe OCBOCHHSI TeMbl MPaKTHYe-
CKOro 3aHATHSA, GopMHpPyeMble KOMIIETEHIMU MM MX YACTH: OCHOBHBIC MOHATHSA U HOpMa-
THUBHO-TIPABOBYIO 0a3y OKYMEHTAllMOHHOTO 00ECTeUeHHs YIPaBICHUS;, MTPaBIIIa JOKYMEHTAIb-
HOTo 0(OpMJICHUS PEIICHUN B YIPABJICHUU ONEPAIIMOHHOM (ITPOM3BOJCTBEHHON) NEATEILHOCTH
OopraHu3alyil Mpu BHEAPEHUU TEXHOJIOTUYECKUX, TPOAYKTOBBIX HMHHOBALUNA WJIM OpraHU3aIMOH-
HBIX U3MEHEHH; METOIMKY MOATOTOBKH OPTraHU3allMOHHBIX U PacOPSAUTEIbHBIX JOKYMEHTOB,
HEOOXOIUMBIX JJIsl CO3/IaHUS HOBBIX MPEIIPUHUMATEIECKUX CTPYKTYP;

B npouecce u3yyeHusi JaHHOW TeMbl (GOPMHPYIOTCH CJeAYyONHE KOMIIETCHIMHU:
OIIK-5.

AKTYyaJIbHOCTh TeMbl. l3yueHne HOPMAaTHBHO-NIPABOBOW 0a3bl JTOKYMEHTAIIMOHHOTO
o0ecrieyeHusl yIpaBJIeHUs, SIBISAIONICHCS HEOTHEMIIEMO YacThi0 OpraHU3alMy IMpolecca J0KY-
MEHTUPOBaHUS Ha MPEANPUATUH.

Teopernyeckas yacTb

Opranu3anoOHHO-TIPABOBBIE JTOKYMEHTHI 3aKPEIUISIIOT CTATyC OpraHu3aluy Kak IOpuIu-
YeCKOro JINLA, MOPI0K 0hOpMIICHHS OpraHU3aIllMOHHO-TIPAaBOBON (POPMBI, 3aKPEIIAIOT €€ opra-
HU3ALMHUOHHYIO CTPYKTYPY, (DOPMBI U METOABI YIPABIICHUS, MMPaBa U 00SI3aHHOCTH JOJKHOCTHBIX
a1l 1 nepcoHana. OpraHu3alMOHHO-TIPABOBbIE JOKYMEHTBI COJIEPKaT MOJI0KEHHS, CTPOro o0s-
3aTelIbHbIC JJI UCIIOJHEHUS! U PEaTU3yIOT HOPMbI TPakIaHCKOTO M aIMUHUCTPATUBHOIO IpaBa,
SBJIASCH [IPABOBOM OCHOBOM NIEATENBHOCTH OpPraHU3aluu. JTH TOKYMEHTHI B 00513aTEIbHOM TI0-
pAIKE MPOXOAAT MPOLEAYPY YTBEPKICHHUS BBIIIECTOSIIECH OpraHu3aluei, pyKoOBOJAUTEIEM Op-
TraHU3aly WIH €€ KOJIJIETHAIbHBIM OpPraHOM YIIPaBJICHUS M 00s3aTENBbHO COJEpP’KAT B COCTaBe
00513aTENIbHBIX PEKBU3UTOB I'pU() yTBEPKICHHUS.


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

OpraHu3anOHHO-IIPAaBOBBIE JOKYMEHTHI NMOAPA3AEISIOT Ha YYPEAUTEIbHBIE JOKYMEHTBI
IOPUINYECKOT0 JUIA (YUpEAUTENIbHBIA J0TOBOP U YCTaB) U OpraHU3allMOHHbIE JOKYMEHTHI (T10-
JIO’)KEHUE O CTPYKTYPHBIX MOAPA3IEICHUSIX, KOJUIETHAIbHBIX COBELIATEIbHBIX OpraHax, IITaTHOE
pacnucaHue, perjlaMeHT OpraHu3alud, HHCTPYKIUU 110 BOIIPOCAM ACATEIbHOCTH, HYKIAIOIUM-
Csl B pErVIaMEHTAlMU U IpYTHe PErJaMeHTUPYIOIINE JOKYMEHTBI).

IOpunnyeckuM MUIIOM CUMTAETCs OpraHU3alysl, KOTOpas UMEET B COOCTBEHHOCTH, XO-
3ICTBEHHOM BEJCHHMM WJIM OIEPATHBHOM YIPABICHHH 000COOJIEHHOE MMYILIECTBO M OTBEYAET
[I0 CBOUM 00s13aT€IbCTBaM 3TUM HMMYLIECTBOM, MOXET OT CBOEr0 MMEHM IpuoOperaTh U OCy-
IIECTBIIATh UMYIIECTBEHHBIC 1 HEUMYIIIECTBEHHBIE TIPaBa, HECTU B3SIThIe HA ce0s 00sI3aHHOCTH B
COOTBETCTBUH CO CBOMM YCTAaBOM, OBITh UCTLIOM U OTBETUYMKOM B CYJI€.

IOpunnyeckoe muI0 AEHCTBYET Ha OCHOBAHMU YCTaBa, JMOO YUpEeaUTEIHHOIO J0TOBOpa
U yCTaBa, 100 TOJIBKO YUPEAUTEIbHOIO J0T0BOpa. B OTIENBHBIX Cilydasx, IPeayCMOTPEHHBIX
3aKOHOM, IOPUINYECKOE JINLO, HE SIBIISIIOIIEECS KOMMEPUECKON OpraHu3aluen, MOXeT JeicTBO-
BaTh HA OCHOBAHUHU OOILETo MOJI0XKEHU 00 OpraHu3alny JaHHOTO BUAA.

VY4peauTenpHbI 10rOBOpP 3aKJIIOYAETCs, a YCTaB YTBEPKIACTCS €ro yYpeIUTENsIMU
(yJacTHUKaMH).

HopmartuBHO-MeToMueckast 6a3a JeNONpPOU3BOACTBA - 3TO COBOKYITHOCTH 3aKOHOB,
HOPMAaTUBHBIX IIPAaBOBBIX AaKTOB M METOAMYECKHX JOKYMEHTOB, PEIIAMEHTHPYIOIIUX
TEXHOJIOTUIO CO3/aHus, OOpaOOTKM, XpAaHEHHWS W HCIOIb30BaHMUA JIOKYMEHTOB B TEKYyIIeH
NESITeNbHOCTH YUPEKICHU, a TaKXKe perJaMeHTUpYroIiue paboTy Cily:K0 AeIoNnponu3BOACTBA -
ee CTPYKTYpPY, PYHKINH, IITAThI, TEXHUYECKOE 00ECTIeUeHHE U JIp. aCIEKTHI.

HopMaTuBHO-IpaBOBOM aKT — 3aKOH, KOICKC, ITOCTAHOBJICHHWE, MHCTPYKLUS U APYroe
BJIACTHOE NPEANMCAHUE TOCYAAPCTBEHHBIX OPraHOB, KOTOPOE YCTAHABIMBAECT, W3MEHSIET WM
OTMEHsIET HOpMBI NpaBa. [Ipeanucanuss HOpMaTUBHO-IIPABOBBIX AKTOB HOCAT OOLIMM XapakTep U
HaNpaBJICHbl Ha PETYIMPOBAHUE OMNPEACICHHOTO BUIA OOIIECTBEHHBIX OTHOIIEHHWH. B PD nu
€BPOIEHCKUX TOCYNapCcTBax HOPMATHBHO-IIPABOBOM AaKT SBISIETCS OCHOBHBIM HMCTOYHHKOM
IIpaBa.

HopmartuBHo-MeToanueckas 6a3a Je0npon3BOCTBA BKIIOUAET B CeO0sL:

e 3aKoHojaTenbHbIe akThl PD B cepe nHpopmManuu u TOKyMEHTALINY;

e ykazpl U pacnopsbkeHus Ilpesupenta P®, 1nocraHOBIEHHMS U PacIOPSKCHUS
[TpaButenscTBa P® 1mo Bompocam TOKyMEHTAIMOHHOTO oOecrieueHus Ha eepaibHOM YPOBHE;

® [paBOBHIE aKThl (pellepajbHBIX OPraHOB HCIIOJHUTEIBHON BiIacTh (MHUHHCTEPCTB,
BEJOMCTB, KOMHUTETOB, CIIY>K0 U Jp.);

® [IPaBOBHIC aKThl OPraHOB MPEACTABUTEIBHOW M HCIIOJIHUTEILHONW BJIACTH CYOBEKTOB
P® u ux TeppuTOpUaNbHBIX 00pa30BaHUN, PErIaMEeHTUPYIOIIUE BOIIPOCH! 1€TIOMPOU3BO/ICTBA;

® [IPaBOBbIE AKThl HOPMATUBHOIO M HHCTPYKTUBHOI'O XapakTepa, METOANYECKHE
JOKYMEHTBI 110 ACJIONPOU3BOICTBY YUPEKACHUN, OpraHU3aluil U NPEIIPUATUN;

- MHCTPYKLUU 1O AEJIONPOU3BOICTBY

- MIOJIOKEHHUS O CITY>KO€ 1O JIeTIONPOU3BOICTBY

- JOJIKHOCTHBIE MHCTPYKLIUN

- Tabenb yHU(UIUPOBAHHBIX (HOPM

- NIEPEYCHb PETUCTPUPYEMBIX U HEPETUCTPUPYEMBIX TOKYMEHTOB

- IIEPEYCHb YTBEP)KIACMBIX JOKYMEHTOB M JIOKYMEHTOB Ha KOTOPBIX CTaBUTCS
1evaTh

® rocyJapcTBeHHbIe cTaHapThl Ha JokyMmeHTanuio (I'OCTrr);

e yHU}HUIHPOBaHHBIE cucTeMbl JokyMeHTauuu (YCJ);

e O0mepoccHiickue  KIacCU(PHUKATOPhl  TEXHMKO-DKOHOMHYECKOH U COLMAIBbHOU
unpopmanuu (OKTION);

® TOCYJapCTBEHHYIO CHCTEMY JOKYMEHTAI[MOHHOTO OO0ECleYeHUs:  YIpaBJICHUS.
OcHoBHBIE TpeOOBaHMA K JOKyMEHTaM M CIyX0aM JOKYMEHTAllMOHHOTO OOeCTeUeHHs
(FCA0Y);

® HOpPMaTHBHBIE JOKYMEHTHI 10 OPraHU3ALMH YIPABIEHYECKOIO TPyAa U OXPaHE TPYa;
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® HOpPMaTUBHBIE JOKYMEHTHI [10 OPraHU3AlMK APXUBHOTO XPAaHEHUS IOKYMEHTOB.
OTH TOKyMEHTHI UIMEIOT BBICIIMNA IPUOPUTET U 001Iede1epaTbHYI0 3HAUUMOCTb.
HopMaTuBHO MeTOAMYECKOE PETYIMPOBAHUE IEIONPOU3BOJACTBA IO3BOJISET I'PAMOTHO
OpraHu30BaTh BCKO CHUCTEMY JEJIONPOU3BOJICTBA B LIEJIOM. /J[aHHOE peryampoBaHue OCYIIECTBIIS-
eTcs C TIOMOIIbI0 HOPMATUBHO METOJMUECKOM 0a3bl, C MOMOIIIBIO KOTOPOH BO3MOXKHO MPABUIIBHO
co3/1aTh U OQPOPMUTH JOKYMEHT, MPHUIAaB €My IOPUIWYECKYIO CHITY, OpraHHU30BaTh JOKYMEHTO-
000poT, 1 00eCIeYNTh XpaHEHHE U UCIIOIb30BaHUE JOKYMEHTOB TEKYIIEH e TeTbHOCTH.

Bonpocs! nu1s1 00cykaeHust

1. PacckaxuTte 0 (penepanbHOM 3aKOHOIATENIBCTBE B chepe padoThl ¢ JOKYMEHTUPOBAHHOMN
nH(}OpMaIHEH.

2. Ilepeuncnure [OKYMEHTBI, IOATBEPKAAIOIIME OPraHU3allMOHHO-NPABOBOM  CTaTyC
MPEANPUATHS U €0 FOCYIapCTBEHHYIO PETUCTPALIMIO.

3. UYro takoe Exnnas cucrema kiaccuuKauy U KOJUPOBAHUS TEXHUKO-DKOHOMUYECKON
COLMaNIbHOW MH(pOpMALUU?

4. Kakwue rpynmsl kinaccudukaropo Ber 3HaeTe?

B yem coctouT Ha3HaueHHE U OCHOBHOE cojzieprkanue Oomepoccuiickoro kiaccudukaro-

pa ynpaBJIEHYECKOM TOKyMEHTaluu?

6. B ueM coctouT Ha3HauYe€HHE U OCHOBHOE cojepxkaHue O0mepoccuiickoro kiaccudukaro-
pa npeanpuaTUil ¥ OpraHu3annii?

7. PacckaxuTe 0 HOPMaTUBHO-METOAMYECKHUX JOKYMEHTaxX IO JIEJIONPOU3BOACTBY H
OpraHM3alK apXUBHOI'O XPaHEHUS TOKYMEHTOB.

8. KakoBel 0coOGHHOCTM  KiaccHpUKalK, YHADUKAIMM ©W  CTaHIApPTH3AIlMd B
JEJIONPOU3BOCTBE?

9. MexnyHapoaHble CTaHIAPThI B 00J1aCTH pabOThI C TOKYMEHTAMHU.

9]

Saganus

1. TTpoBecTH CpaBHUTEIBHYIO XapaKTEPHCTUKY HOPMATUBHBIX JOKYMEHTOB, pErilaMeHTH-
PYIOIIUX TPOIECC OpraHU3alliu JOKYMEHTUPOBAHUS TOCYJApPCTBEHHOW W MYHUIUTIATBHON
CITYKOBI.

Jlutreparypa:
IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa M.B. [JokyMeHTHpOBaHHE YNPABIECHYECKOW ACATEILHOCTH [ DIEKTPOHHBIN
pecypc]: yuebHoe mocobue mns GakanaBpoB / M.B. Ky3nernona, I'.A. XauarpsH. — DIEKTpOH.
TekcToBble naHHble. — Mocksa: [amkoB u K, Ait [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexwum poctyna: http://www.iprbookshop.ru.

IlepeyeHb 10NMOJHUTEIBHOM JIUTEPATYPbI:

1. Kaypman H.IO. JlokymeHTHpOBaHUE YNPaBIEHYECKON IESITEIBHOCTH [DIEKTPOHHBIH
pecypce]: yuebnoe nmocooue/ Kaypman H.KO.— Dnektpon. TexcToBbie nanHbie.— OMcK: OMCKHit
rocygapcTBEHHbI  WMHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pocrymna:
http://www.iprbookshop.ru.


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

IIpakTnyeckoe 3ansaTue Ne 5,6

Tema 4

YnpasJieHuecKasi JOKYMEHTAIUA: TPeOOBAHMS K COCTABJIECHHIO H 0(popMIIeHH IO,
dopmyasip-odpasen, cOCTaB M PacnoI0KeHHE PEKBU3UTOB.

Hean: pacvpuTh U 3aKPENUTh 3HAHUS 110 BOMPOCAM MCIOJIb30BAaHUS CO3JaHUsl yIpaB-
JIEHYECKON JOKYMEHTAIIHH.

3agauu: M3YyYUTH YINPABJICHYECKYIO JTOKYMEHTAIMIO: TPeOOBaHUS K COCTaBJICHHUIO U
odopmiteHuto, GopmyIsip-o0pasel], COCTaB U PACIOIOKEHUE PEKBH3UTOB.

3HaHMsA W yMeHMs, NpuoOpeTaemMble CTYJIEHTOM B pe3yJibTaTe OCBOEHUSI TeMbl
NPAaKTHYECKOr0 3aHATHSI, (popMUpYyeMble KOMIETEHIMH MM UX YACTH: B MpoIlecce n3yde-
HUS JUCUUIUIMHBI CTYAEHTBI MOTYT OCYHIECTBIIATH JOKYMEHTaJIbHOE O(OpMIICHHE pEIleHUud B
YIIPaBJICHUHU OINEPALMOHHON (TMPOM3BOACTBEHHON) AEATEIILHOCTH OPraHM3allUuil IpU BHEAPEHUU
TEXHOJOTUYECKHX, TPOAYKTOBBIX MHHOBALIUNA MJIM OpPraHU3allMOHHBIX U3MEHEHHUH.

B npouecce u3yuyeHusi JaHHOW TeMbl (GOPMHPYIOTCH CJeAYyIONHe KOMIIETCHIMHU:
OIIK-5.

AKTYa/IbHOCTh TeMbl. YTIPaBICHHUE COBPEMECHHBIM MPEANPUATHEM TPeOyeT CO3TaHus
pPa3HOOOPa3HBIX JOKYMEHTOB, 0€3 KOTOPHIX HEBO3MOXKHO PEIIaTh 33aJa4d IUIAHUPOBAHUS U Op-
raHusanuvu, OrCpaTuBHOIO YIIPABJICHUA BCCMU ACTICKTAMU €TI0 ACATCIIBHOCTH.

B noxymenrtax conepkutcs uHbopMalus, HeoOXoaumast Il aHallu3a CUTYallud U MpH-
HATHUS YIPABICHYECKUX PEIICHUN. YIIPABICHYECKHE PELICHUS IONY4aroT JOKYMEHTaIbHYIO
dhopmy TSl mepeiadi COOTBETCTBYIONIEH MH(POPMAIIMK M 00SCIICYCHHS UCTIOJTHCHMSI PEIICHUH.

Teoperuyeckas 4acTb

YuudumupoBannas cucrtema gqokymeHTanuu (YCJl) — COBOKYMHOCTh B3aMMOYBSI3aHHBIX
YHU(ULIIPOBAHHBIX (POPM JOKYMEHTOB, 00ECIICUMBAIOIIUNX JTOKYMEHTUPOBAHHOE MPEICTABICHHUE
JAHHBIX B ONPEICICHHBIX BUAAX XO3SAMCTBEHHOW AEATEIBbHOCTH, CPEACTB MX BEICHUS, HOpMa-
TUBHBIX U METOAMYECKHX MAaTEpPHaJIOB MO UX pa3pabOTKe U MPUMEHEHHIO.

YHudukanus odbecrneunBaeT yCTaHOBICHUE €AMHOO0pa3us coctaBa U GopM yrpaBieHYe-
CKUX JTOKYMEHTOB, CO3/1aBaE€MbIX MPU PELICHUH OJHOTUITHBIX YIPABICHUECKUX (YHKUUH U 3a-
nad.

Cpenu peiictBytomux B Hactosiiee Bpems YCJI IHeHTpalibHOE MECTO 3aHHMMa-
eT YHU(pHUIHUPOBAaHHAs CUCTEMa OpTaHU3aMOHHO-pacnopsanTenbHoM nokymenTtauu (Y COPJI).

OcHoBHbIE ~ TpeOOBaHMSI K  COCTaBICHHIO U O(OPMICHHMIO  OpPraHU3alMOHHO-
pacropsaIuTenbHbIX JOKyMeHTOB ycraHoBieHbl ctannaprom [OCT P 6.30-2003. Yaudunupo-
BaHHbIE  CHCTEMbl  JOKYMEHTAUUH.  YHUQUIMPOBaHHAs  CHUCTEMa  OpPraHU3aLMOHHO-
pacropsuTeIbHON JOKyMeHTaluu. TpeboBaHus K opopmieHHIO JoKyMeHToB. — M: I'occran-
napt Poccuu. 2003.

Ha ocHoBe mexnyHapoaubix crangaptoB B Poccun paspadoran 'OCT P UCO 15489.1-
2007 «CUBM /. Ynpasienue nokymentamu. Oomie TpedoBaHus .

OTOT cTaHAApPT PEryIMpyeT NMPOLECCHl YIPABICHUS JOKYMEHTaMHM TOCYHAPCTBEHHBIX U
KOMMepUecKUx  opranm3aumii. OH  ObUI  HOATrOTOBIEH  BcepoccHiCKUM — HaydyHO-
HCCTIE0BATEIbCKUM MHCTUTYTOM JOKyMeHTOBeneHus u apxuBHoro neina (BHUMIAJ) Ha oc-
HOBe MexayHapoaHoro cragaapra ISO 15489-1:2001 Information and documentation. Records
management. General. HauMeHOBaHME €ro YTOYHEHO IO OTHOILIEHUIO K PYCCKOSI3bIYHOMY Iepe-
Bony MexayHapogHoro crtangapra MCO 15489-1-2001 «Mudopmamus u  1OKyMEHTaLusl.
VYnpasnenue 3anucsamu. O0mue TpeOoBaHMs» B YacTU yNOTPeOJIeHUs] TEPMHUHA «3alMuchy». AH-
TJIOSI3BIYHBIE TePMUHBI «recordsy u «document» B HACTOSAIIEM CTaHAAPTE OOBEIUHEHBI B pycC-
CKOSI3BIYHBIN TEPMUH «IJOKYMEHT».
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Crangapt perynupyer Mpolecchl yrpaBieHHs] JOKYMEHTaMH B rOCYAapCTBEHHBIX, KOM-
MEpUeCKHUX U OOIIECTBEHHBIX OpraHu3alnusx. B HeM yeTko mpomnucaHa mpoleaypa onpeneaeHus
Y HCII0JIb30BAHUS HOPMATUBHOM CpeJibl (IPaBOBBIX, HOPMAaTUBHBIX, METOJUYECKUX TOKYMEHTOB)
B JIEATENIbHOCTH 3TUX OpraHu3alui. 3aKperieHbl MPUHILUIBI OTBETCTBEHHOCTU: «OTBETCTBEH-
HOCTB U TIOJTHOMOYHSI B O0JIACTH YIPABJICHUS JOKYMEHTAMH JOJDKHBI OBITH YETKO ONpPEesICHBI U
JIOBEJIEHBI 1O CBEJIEHUSI BCEX COTPYAHHMKOB OPTraHU3allMU C TEM, YTOObI ObLIO MPEAENIBHO SICHO,
KTO KOHKPETHO HECET OTBETCTBEHHOCTh 3a paboTy ¢ KOHKPETHBIMU JIOKyMEHTaMu». BriepBbie
YKa3aHo, YTO OTBETCTBEHHOCThH JOJKHA OBITh pacrlpe/iesieHa MeX a1y BCEMU COTPYIHUKaMH Opra-
HU3AIUH, C YYETOM 3aHUMAEMOM JOJDKHOCTU M CTEIICHU CIIOKHOCTH paboThl ¢ JOKYMEHTaMH, a
TaK)Xe TO, YTO 3Ta OTBETCTBEHHOCTh JIOJKHA OBITh YCTAHOBJIEHA JIOJKHOCTHBIMH UHCTPYKIUSIMU
Y OpPraHU3alMOHHO- PACIOPSAUTENbHBIMU TOKYMEHTAMHU, YTBEPKIAECHHBIMU PYKOBOJIUTEIEM Op-
rauu3anuu. Takum o0pa3oM, pyKOBOJIUTENb TaK)KE€ BOBIIEKAETCS B MPOLECC YNPaBICHUS JOKY-
MEHTaMH OpPTraHU3alliy U HECET 3a HErO OTBETCTBEHHOCTD.

B T'OCT P UCO 15489-1-2007 nipeacTaBieH HaOOp TEPMHUHOB, yIIOTPEOIIEMBIX MPU Be-
JICHUU 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa: «METaJaHHbIe», «KOHBEPTUPOBAHUEY, «KMHUTPALIUI» U
np. OT0 TeM Oojiee BaXKHO B CBETE TOTO, YTO OCHOBHOM TEPMUHOJIOTHYECKUMA CTAHIAPT, PETyJIn-
pytomuii chepy AOY (I'OCT P51141-98 «Jlenonpous3BoACTBO U apXUBHOE Aen0. TepMUHBI U
ONpe/ieNICHUsI»), YK€ HE OXBaThIBACT TEPMHUHOJIOTHIO, TMPUCYIIYI0 HOBOMY «3JIEKTPOHHO-
1 poBoMy» HarpasieHuio B JJOVY.

CrangapT peryimpyer BOMNPOCHl METOAOJIOTMHM MPOEKTUPOBAHUS W BHEAPEHHS CHUCTEM
YIpaBiIeHUS TOKYMEHTAMH, a TaKXKE MPEKpalleHuss UX NpuMeHeHus. [IpuBeneHbl U pacKphIThI
XapaKTePUCTUKU CHUCTEM YIPaBICHHUS JOKYMEHTaMHU: HaJIeKHOCTh, LEIOCTHOCTh, KOMILIEKC-
HOCTh U T.A. OAMH U3 pa3JesioB CTaHapTa MOCBSAIIEH MIpolLieccaM YIPaBIEHUs JOKYMEHTaMU U
KOHTPOJIO 32 HUMH. OYHKIIUN KOHTPOJIS JIENTCA 3[1eCh Ha KOHTPOJIb 3a IEHCTBUSMH, COBEpILa-
€Mbl€ C JIOKYMEHTOM, U KOHTPOJb €r0 MECTOHAXOXKJEHHS, YTO IOAUYEPKUBAET TECHYIO CBS3b
CTaHJIapTa ¢ CUCTEMaMHU 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

Crannapt cran ocHOBHBIM B cepe JJIOY u pacnpocTpansieTcs Ha CUCTEMY MEHEKMEHTA
Ka4yeCcTBa, BBICTPAMBAEMYIO 110 MEKIyHapoaHbIM cTtangaptam MCO.

Kaxxaplii U3 peKBU3UTOB MIPacT ONPEAEICHHYIO POJib IIPU CO3AAHUU M MCIOJIb30BAaHUU
nokyMmenTta. OnHako HamOONbIIyI0 (YHKIUMOHATIBHYIO M YHPaBIEHYECKYIO 3HAUMMOCTh HMe-
eT pekBU3UT 20 — «TeKkcT ToKyMeHTa».

VY pa3nuuHBIX yNpaBiIeHUYECKUX TOKYMEHTOB €CTh ONpeiesieHHbIe 0COOEHHOCTH 0(hOopM-
neHus Tekcra. B aTom maparpade OyayT paccMoTpeHbl oOue TpeOoBaHHS K O0(QOPMIICHUIO U
COCTaBJICHHUIO TEKCTa OPraHU3alMOHHO-PACIIOPSIUTENbHBIX TOKYMEHTOB.

TexkcTbl JOKYMEHTOB MOTYT O(OPMIISITHCS B BUJIE CBSI3AHHOTO TEKCTA, TAOJIHUIIbI, aHKETHI
WIM B BHUJE COEAMHEHMS JTUX CTPYKTyp. Pexomennyercs ucnoib3zoBaTh mpudt Times New
Roman Cyr pazmepom 12 (mns1 opopmiaenns Tabauanbsix Matepuaio) u 13, 14 (i cBI3aHHOTO
TEKCTa).

Texct Bcex BuaoB nokymMeHTOB Y COP/I BbIpaxkaeT copepkaHUe YIpPaBIEHYECKOTO JIEH-
CTBUSI, TPAMMATUYECKU U JIOTUYECKU COTJIACOBAaHHYIO MH(QOPMAIIUIO O HEM.

TexcT GONBIIMHCTBA OPraHU3ALMOHHO-PACTIOPSAUTENBHBIX JJOKYMEHTOB COCTOUT U3 ABYX
yacTeld. B mepBoi yacTu yKa3bpIBalOT MPUUYMHBI, OCHOBAHMS, 1IEJIM COCTaBJICHUS TOKyMeHTa. Bo
BTOpPOW (3aKJIIOUUTENBHOW) — pEIICHUs, BBIBOJBI, MPOCHOBI, MPEIIOKEHUS, PEKOMEHIAIHH.
TexkcT MOXeT coaepkaTb OAHY 3aKJIIOYUTENIBHYIO YacTh (Hampumep, MpHKa3bl — pacropsiau-
TEJBbHYIO YacTh 0€3 KOHCTaTUPYIOLIEH, MUChMA, 3asiBIICHUS] — MPOChOy 0€3 MOSACHEHHUS).

B TekcTe qokyMeHTa, MOATOTOBICHHOIO HA OCHOBAaHUH JPYTUX JOKYMEHTOB, YKa3bIBAIOT
PEKBU3UTHI MOCIETHUX: HAUMEHOBAHNE IOKYMEHTA, HAUMEHOBAaHUE OpraHU3alliyd — aBTopa J0-
KyMEHTa, JaTy JOKYMEHTa, PErUCTPAallMOHHBIH HOMEp JHOKYMEHTA, 3ar0JIOBOK K TEKCTY, HallpH-
Mep, nocranoBieHue [IpaBurensctBa Poccuiickoit @eaepanuu ot 19.01.2005 Ne 30 «O Ttunosom
periaMeHTe B3auMOICHCTBHS (peepanbHBIX OPTaHOB UCTIOTHUTEIBHOM BIACTH.

Jlnis oGneryeHust BOCHPUATHS TEKCT JENAT Ha ab3allbl, BKIIOYAIOIINE HECKOJbKO Mpes-
JIOKEHUH, TIOCBAIICHHBIX OAHON MBICIH (apTYMEHTY), U ABJISIOIIMECS MPOCTEHIINM KOMITOHEH-
TOoM TekcTa. Kaxkaplit ab3al] OTAeNnsAoT B JOKyMEHTE a03aliHbIM OTCTYIIOM.



Texcr YIIPaBJIEHYECKOTO JOKyMEHTa bukcupyer yIpaBJieHYe-
CKyI0 uH(pOpMaIMio, KOTopas A0KHA ObITh IOCTOBEPHOMU, JTOCTATOYHOW M CBOCBPEMEHHOM (CM.
n. 1.5). Ans toro utoObl MOOYIUTH aJpecara COBEPIIUTH (MJIM HE COBEPIIUTH) OINpeesICHHbIE
necTBus, 3Ta MHPOpMaIHs JODKHA ObITh M3JI0KEHA MOCIeI0BaTeNIbHO, CBA3aHO, HEIPOTHUBOpE-
YMBO U YOCTUTENBHO, T.€. U3JI0KEHNE NH(POPMALIUU B YIIPABICHUYECKOM JOKYMEHTE JOJDKHO Be-
CTHCh apIYMEHTHUPOBAHO U JIOTUYHO.

Jlis co3maHusi TEKCTOB YIPABJICHYECKUX JOKYMEHTOB HCIHOJIB3YIOT MpEAHA3HAYCHHYIO
Uit oOmeHus B chepe ynpapieHus (YHKIHMOHATBLHYIO PA3HOBHIHOCTD SI3bIKa — O(UIIHMAIBHO-
JIEJIOBOM CTHJIb.

3a mocnenane 100—150 et B sI3bIKE JAEIOBOTO JTOKYMEHTA BBIPAOOTANIHMCH TAaKHE CITOCO-
ObI BBIpQXKEHUS COJICPIKAHUS TOKYMEHTa, KOTOpbIe oOecneunBaioT Hanbosee 3pPpekTUBHBIM 00-
pazoM (uKcaIuo yrpaBaeHIeCKON HHGOpMAITUH.

OcHOBHBIE YepThl O(PULIUATBHO-EIOBOT'O CTHIIS:

* HEUTpaJIbHbBIA TOH U3JI0KECHHUS;

* KPaTKOCTh (JJAKOHUYHOCTh) TEKCTA;

* TOYHOCTbh U3JIOKEHUS, SICHOCTh BbIpaX€HHUsS MbICIH. HeHTpalbHbIi TOH U3T0XKEHUS —
3TO HOpMa O(QUIIMATBHOTO JEIIOBOTO SI3bIKA, KOTOPasi CBUACTEIHCTBYET O HETMYHOM XapaKTepe
B3alMOOTHOLICHUH MEXy aBTOPOM U aJpecaToM JOKYMEHTa U OINpeleeHHON TUCTAHIIMA MEX-
oy HUMH. PaHee oTMeuanoch 0JJHO U3 CBOWCTB ylIpaBjieHYeCKOW HHpopMaIu — ee opuinaib-
HBIW XapakTep.

Bomnpocel nuist 00cyxaennst

1. Kaxkumu 3aKk0HOJIaTENbHBIMH aKTaMH PErJIaMeHTUPYETCs JOKYMEHTAlMOHHOE oOecreye-

HUE yIpaBJIeHUs?

Onunmre 0CHOBHOE COJIEp:KaHne TOCYJapCTBEHHBIX CTAHAapTOB Ha TIOKYMEHTAIIHIO.

Uro co0oii mpeAcTaBIsI0T YHU(DUIMPOBAHHBIE CUCTEMBI JOKYMEHTALIUH?

YHuduuupoBaHHas cucTeMa OpraHu3allMOHHO-PACcTIOPSIIUTENbHON JOKYMEHTAIIUH.

Kakwue TpeboBanust mpeabsBIsSIOTCS K 0(OPMICHHIO JOKYMEHTOB?

Yro Takoe O1aHK JOKyMeHTa?

KakoBbI IpUHITUTIBEI OpTraHU3aAIUH JIEIOMPOU3BOJICTBA HA TIPEATIPUSITHN?

KOpunnyeckas cuiia TOKyMEHTOB.

OdopmieHne peKBU3UTOB, ONPEACISIONINX IOPUINIECKYIO CHUITY TOKYMEHTOB.

0. ITepeuncnute TpeOOBaHUS K TEKCTY YIPABICHUECKOTO JOKYMEHTA.

1. OdbopmiteHrEe PEKBU3UTOB, ONIPEACISIONINX JBMKEHUE U OTPAXKAIOIMIUX 00pabOTKyY U HC-
MOJTHEHUE IOKYMEHTA.

12. TaGens u anp00M YHUDHUIIMPOBAHHBIX (POPM JOKYMEHTOB MPEATPUSITHS.

e~ RN e

Saganus

1. Pa3paGotaiiTe pupmMeHHBIN OJIaHK MUChMa TOCYIAPCTBEHHOTO MPEATPUATHUS

2. W3yuuTe OCHOBHBIE PEKBU3UTHI JOKYMEHTA U OTpa3HUTe Ha OJaHKE UX PacOJIOKEeHHUE.

Jlutreparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa M.B. [JokymMmeHTHpOBaHWE yNPABICHYECKON AEATEIBHOCTH [DJIEKTPOHHBIN
pecypc]: yuebHoe mocobue mns 6akanaBpoB / M.B. Ky3nerona, I'.A. XauarpsH. — DIEKTpOH.
TekcToBble naHHble. — Mocksa: [amkoB u K, Ait [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexwum poctyna: http://www.iprbookshop.ru.

IlepeyeHb 10NMOJHUTEIBHOM JIUTEPATYPbI:
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http://www.iprbookshop.ru/

1. Kaybman H.JO. JlokyMeHTHpOBaHHE YNPABICHYECKON AESITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe nmocooue/ Kaypman H.KO.— Dnektpon. TexcToBbie nanabie.— OMck: OMCKHit
rocygapCcTBEHHbI  WMHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTuyeckoe 3ansitue Ne 7

Tema 5
Co31aHue 3JIEKTPOHHBIX JOKYMEHTOB

Leap — u3ydeHne 0COOCHHOCTEH CO3MAaHUS HICKTPOHHBIX JTOKYMEHTOB M OpraHM3aIlid
AIIEKTPOHHOTO TOKYMEHTO000pOTa MPEATPHSITHSL.

3HaHUSI U yMeHHUsl, MpUOOpeTaeMble CTYAEHTOM B pe3yJbTaTe OCBOEHHS TeMbI
NPAKTHYECKOTro 3aHATHS, (PopMHUPYyeMble KOMIIETEeHIIUN HJIM UX YACTH: GOPMHUPOBAHHE HABBI-
KOB JIOKyMEHTaJILHOTO O(OPMJICHHUSI PEIICHUH B yIPaBIEHUH ONEPALMOHHON (TPOU3BOJCTBEHHOMN) Nes-
TCIBHOCTHU opraHmauHﬁ IIpy BHEAPCHUU TEXHOJOTUYCCKUX, IPOAYKTOBBIX I/IHHOBaI_II/Iﬁ H OpraHus3anuoH-
HBbIX PI3MCHCHPII>1; OBJIAACHUEC HAaBBIKaAMM aBTOMAaTHU3allUH OCHOBHBIX ICJIOIIPOU3BOACTBCHHBIX onepauI/Iﬁ;
YMCHHE CO3aTh 3JICKTPOHHBIC CHUCTCMBI YIIPABJICHUA JOKYMCHTAMMU.

B npounecce u3yyeHus JaHHOW TeMbl (POPMUPYIOTCH CJIEAYIOLIHE KOMIIETCHIUH:
OIIK-5.

AKTyanbHOCTh TeMbl. Co3/1aHUE AIIEKTPOHHBIX JTOKYMEHTOB - HEOThEMJIEMasl 4acTh pa-
OOTHI MpeAnpHUATHA. YTpaBICHUE NPEANPHUATUAMHU PA3IHUUHBIX (OpM COOCTBEHHOCTH U cep
NeSATEeNbHOCTH TPeOYeT CO3AaHUs Pa3HOOOPA3HBIX JOKYMEHTOB B TOM YMCIIE U B 3JICKTPOHHOM
BUjie, 03 KOTOPHIX HEBO3MOXHO PEIIaTh 337a4M IUIAHWPOBAHUS U OPTaHU3AINH, OTIEPATHBHOTO
YIIpaBJICHUS] BCEMU aCIIEKTaMU €ro JesITeIbHOCTH.

B nokxymenrtax conepxutcs nHGOpMaIys, HeoOXoanmast Ui aHalInu3a CUTYallid U TIpH-
HATHUSI CBOEBPEMEHHBIX YIPABICHUYECKUX PEILICHHA.

Teoperuyeckas 4acTb

DJEeKTPOHHBIE TOKYMEHTHI CYLIECTBYIOT B BUJIE€ OT/AEIbHBIX (aiiyioB miu Habopa (aiiaos
(KOMIIBIOTEpHBIC TIPOTrpaMMBbl, 0a3bl JaHHBIX W T.1.). DopMmar ¢aiiia — crmocod opraHu3aIuu
a5IeMeHTOB MH(popmanuu (OuToB, 6aiiToB) B (haine. Bua ¢gopmara 31eKTpOHHOTO JOKYMEHTA
oTpejieNisieT Mporpamma, ¢ MOMOIIBI0 KOTOPOi JOKyMeHT co3naH. Haubonee pacmnpoctpaHeH-
HBIE TEKCTOBBIE ()OPMATHI:

* OoJHOMporpamMMHble (T.e. TOAJEp>KMBAaeMble OJHOW MporpamMMmoi), Hampu-
mep DOC, co3naBaemslii ¢ momonisio MS Word;

* RTF, noanepxuBaeMblii pa3iMYHBIMU TEKCTOBBIMHU PEIAKTOPAMU C COXPAHEHUEM 3a-
JTaHHOTO (POPMATHUPOBAHHUS TEKCTA;

* PDF, cozmaromuii m300pakeHWe CTpaHUIIBI, BKIIOUYamomiee TeKcT u Tpaduky. PDF-
(aitnel MOTYT OBITh IPOYUTAHBI IPU ITOMOIIM PA3IMYHBIX MPOTPAMM, OJTHAKO CO3JAI0OT MX TOJIb-
KO Tpu oMoy mporpammbeiAdobe Acrobat.

CymecTByeT /1Ba OCHOBHBIX crioco0a (hopMUpOBaHMs M BOCIIPOU3BEACHUS IPahuIecKoro
M300pakeHUS: BEKTOPHBIN M paCTPOBBIMA.

ITpu pactpoBoii Tpaduke OCHOBHON 3JIEMEHT PacTpOBOr0 M300paKeHHUsI — TOYKa, U Ka-
YECTBO M300PKECHUsI OMPEEISIETCS] KOJTUISCTBOM TOoUeK Ha ArouM (pasperieHueM). OCHOBHBIC
npobJeMbl Ipu paboTe ¢ pacTpoBOil rpadukoil — OosblIre 00beMbl (aiIoB A MONTYyYSHHS
Ka4eCTBEHHOTO M300pakKeHUsI ¥ HEBO3MOXKHOCTh MACIITaOMPOBaHUSI M300pakeHUs 0e3 moTepu
KayecTBa. PacTpoBoe n300pakeHUE yalle BCEro MOJIy4aloT C MOMOIIBIO CKAHUPOBAHMS WIIH XKe
BBOJIa B KOMITbIOTEP M3 UPPOBHIX (HOTO- U BuAcokamep. Hambomee pacnpocTpaHeHHBIE PacTpo-
Bbie popmarel — BMP, TIFF, JPEG, GIF.


http://www.iprbookshop.ru/

B otnuune ot pactpoBoii BekTOpHas rpaduka He UMEET JIEMEHTOB M300pakeHus, a Bce
JUHUM ONPEAENAIOTCS HayalbHBIMU TOUYKAMH M OMMCHIBAIOTCS MAaTeMaTHYECKUMH (HOPMYJIaMU.
BekropHnas rpaduka ycrpaHser 06a HelocTaTKa pacTpoBOH (ITOTEPU AAHHBIX MPH CXKATUU (aii-
na, 6ombioi 00sem). Ee ncnons3yror, korga HeoOXoauMa BhICOKAs TOUHOCTh M300PaKCHHS: B
pPEeKIaMHON U JTM3alfHEPCKOMN JesITeIbHOCTH, YEPTEHKHBIX U NMPOEKTHO-KOHCTPYKTOPCKUX pabo-
tax. Haubomnee pacnpoctpanennsie BekTopubie hopmatel: DXF, EPS, Al, CDR, VSD.

@®opmathl 6a3 AAHHBIX CO3JAIOTCS NMPHU TOMOIIM CUCTEM YIpaBJieHUs Oa3zaMH JTaHHBIX
(CYBJl) — crenmaibHOTO TTPOTPAMMHOTO 00ECTICUEeHHSI, KOTOPOE MO3BOJISIET TTOJIH30BATENIO pa-
6oTath ¢ 6a30i JaHHBIX (CO3/1aBaTh, MOAJCPKHUBATH €€ B aKTyaJIbHOM COCTOSIHMM, 00€CIIeunBaTh
BCEM I0JIb30BaTENSIM 3(D(PEKTUBHBINA JOCTYI K JaHHBIM B COOTBETCTBUU C UX MOJHOMOUYHUSAMHU U
T.JL.).

B nenonpou3BoacTBE U apXUBHOM JIeJI€ METaJJaHHbIE TOKYMEHTa — TEPMHUH, HEOOXOH-
MOCTh NPUMEHEHHUSI KOTOPOro OOYCIIOBJIEHA TE€M, YTO B 3M0XY IHU(poBOil nHpOpManuu mera-
JTaHHBIE PUOOPETAIOT 0COO0E 3HAUYCHHE.

[lonsTne «veragaHHbIe» ONpezeieHO B MexayHapoaHoMm cranaapte MCO 15489-2001
«Hpopmanus u fokyMeHTalus. YIpaBieHUe JOKYMEHTaMI.

MertanaHHble — JaHHBIE, OMUCHIBAIOILINE KOHTEKCT, COACP)KaHUE U CTPYKTYPY JOKYMEH-
TOB, a TAaK)Ke€ YIpaBJIeHUE JOKYMEHTaMHU BO BPEMEHHU.

MertanaHHbIe ONUCHIBAIOT KaK OyMa)KHbIC, TaK U 3JICKTPOHHBIC JJOKYMEHTHI.

KonTeker (BHEWIHSS cpefia) — 3TO cofepKallascsa B JOKYMEHTE WM COMPOBOXKIAIOIAs
ero nHpopMalys, OKa3bIBAIOIIAs B3aUMOCBSA3h JOKYMEHTA C YIPABICHUECKON JEATEIbHOCTHIO
OpraHu3alyy ¥ ¢ IpYTMMH JAOKyMEHTamH. JTo MHpopMalus 0 caMoOM JOKYMEHTe (Hampumep,
3aroJoBOK, aBTOP, JaTa CO3/JaHus), O co3JaTesie U IeNsAX CO3JaHus JOKyMEHTa (Hampumep, 00
yrpaBieHYecKol (PYHKIMM WU AESITEIBbHOCTH, YUPEKICHUH-co3aaTene), 00 HCIOIb30BaHUU
JOKyMEHTa (KeM, KOT/1a, Touemy).

Conepxanne (KOHTEHT) — 93TO (akTudeckas mHbopMaius JOKyMEHTa, (pUKCHUpyroIIas
YIPABIEHYECKYIO ACATEIHHOCTD.

CTpyKkTypa — 9TO BHENTHUH BUJI M PACIIOJIOKEHHUE YacTel conepkaHus (Hampumep, HO-
curenb, Gopmar, OpraHu3alys JaHHBIX, PACHOJIOXKEHHE PEKBU3UTOB, MIPUQTHI, MPUMEUAHUS,
TaOIULBI U T.1.), @ TAaKXKE HAJIWYUE B JOKYMEHTE CBSI3€H C IPYIMMH JTIOKYMEHTaMH (THIEpPCChI-
JIOK).

duznyeckas CTPyKTypa OyMa)KHOTO TOKYMEHTa HETIOCPEICTBEHHO BH/IHA MOJIb30BATENIO,
a (u3nYecKas CTpYKTypa JIEKTPOHHOTO JIOKYMEHTA, KaK YK€ YIIOMHHAJIOCh, HEMIOCTOSIHHA | 3a-
BHUCUT OT NMPOTPaMMHOIO U TEXHUYECKOTo oOecrieueHus. [IOHSATHBIM AJIEKTPOHHBINA AOKYMEHT
JIeTIaeT ero JIOTHYECKasi CTPYKTypa — OTHOIICHUSI MEXKAY €r0 COCTaBHBIMHU YaCTSIMH.

Takum o0pa3zom, MeTalaHHblE JAOKyMEHTa — 3T0 HHOpMalus, KOTopas IMO3BOJISIET
UACHTU(UIMPOBATE WH(POPMALIMOHHBIE PECYpChl (B TOM YHCJIE M DJCKTPOHHBIC JTOKYMEHTHI),
YIPaBISATh UMH, OCYLIECTBIISITh UX MIOUCK U XpaHEHHE.

JIOKYMEHT MOMHMMO CBOETO HMH(OPMAIIMOHHOT'O COJEPKaHHsI JOJDKEH BKJIIOYATh MeETa-
JaHHbIE JTUOO0 OBITh MOCTOSIHHO CBSI3aH ¢ HEOOXOIUMBIMU ISl IEUCTBUN C JOKYMEHTaMH MeTa-
JTaHHBIMU. DTO HEOOXOAUMO ISl TOTO, YTOOBI 00ECTIEYNTh HEU3MEHHOCTh CTPYKTYPHI JOKYMEHTA
(ero opmaTa 1 B3aMOCBSI3€M MEXKAY COCTABISAIONIMMU AJIEMEHTAMU) MPU Pa3INYHbIX OIepalu-
AX C DJCKTPOHHBIM JOKYMEHTOM. [IpHCYTCTBHE METaaHHBIX JeJaeT MOHATHBIMU OOCTOSTEIb-
CTBa, IPU KOTOPHIX JOKYMEHT ObUI CO3/1aH, MOJIyY€H M HCMOJIb30BaH, — JEJIOBOM KOHTEKCT
(BKJIIOUAst CBEJIEHHS O TOM, YacCThIO KaKOro JIIOBOTO Tpoliecca sIBIsjach MPOU3BEICHHAs Olle-
parus, o 1ate, BpeMEHHU U 00 YIaCTHHKAX JCIIOBOM OTIEPAIIHH).

Bonpocs! 1151 00cysKaeHust
KakoBa cymHocts 1 popMaThl 3JEKTPOHHBIX JOKYMEHTOB?
DneKTpOHHAas MOANNCH KaK PEKBU3UT JIEKTPOHHOI'O IOKYMEHTA.
Yrto coboit mpencTaBIsIIOT METaTaHHBIC JOKYMEHTOB?
OnudpoBanue Kak crocod Co31aHMs AEKTPOHHBIX JOKYMEHTOB

L=
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3aganusn

1. Pa3paboraiiTe KOMIIJIEKT 3JIEKTPOHHBIX JOKYMEHTOB AIMUHUCTPALUN MYHUIIUTIATb-
HOTO 00pa3oBaHUsI.

Jlutreparypa:

IlepeyeHb OCHOBHOI JINTEPATYPHI:

1. Ky3nenosa 1.B. JlokymMeHTHpOBaHUE YIIPABIEHYECKON NEATENBHOCTU [DIIEKTPOHHBIN
pecypc]: yuebHoe mocobue s 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TeKcToBbIe naHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http://www.iprbookshop.ru.

IlepedyeHb 1ONMOJTHUTENbHOM JIUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHHUE YNPABICHYECKON AESITCIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.HO.— DnexTpoH. TekcToBbie nanHble.— OMck: OMcKuit
rOCyJlapCTBEHHbIH  WHCTUTYT  cepBuca, 2014— 177 c¢—  Pexum  goctyna:
http://www.iprbookshop.ru.

IIpakTnyeckoe 3ausitue Ne 8,9

Tema 6 Opranun3anuoHHbIC JOKYMEHTbI, X COCTaBJIeHHE H 0)OpMJICHHE

Henu: pacmmpuTh U 3aKpeNuTh 3HAHUS 10 CO3JAHUIO0 U OGOPMIICHHIO OpraHU3aluOH-
HBIX JIOKYMEHTOB IIPEANPHUSITHS.
3HaHuA U yMeHMs, IpuodpeTaeMble CTYAEHTOM B pe3yJibTaTe OCBOCHHSI TeMbl MPaKTHYe-
CKOI'0 3aHATHSA, (POPMUPYeMble KOMIIETCHIIMU MJIM MX YACTH: B MPOLECCE U3YUEHUS JUCLU-
TUTHHBI CTYJEHTHI TOJDKHBI HAYYUTHCS pa3pa0d0TKe W CO3/IaHUI0 OPTaHU3AlMOHHBIX JOKYMEHTOB
NPEeNNpUATHs, UX THUIOJOTHIO, COAEpKaHHE M CHeluuKy, OCYHIECTBIATH JOKYMEHTAIbHOE
odopmIleHrEe pEelIeHU B YIIPaBICHUH ONEPAIIMOHHON (MPOU3BOICTBEHHOM) IEATEIHPHOCTH Opra-
HU3AIUI [P BHEJIPEHUU TEXHOJOTMYECKHUX, MPOIYKTOBBIX MHHOBALMN WJIM OPraHU3allMOHHBIX
W3MEHEHHUN.

B npouecce u3yuyeHusi JaHHOH TeMbl (GOPMHPYIOTCH CJeAYyONHe KOMIIETCHIMHU:
OIIK-5.

AKTyaJIbHOCTh TeMbl. OJTHA U3 OCHOBHBIX YIIPAaBICHUYECKUX (QYHKIHM, peaTu3yeMbiX B
NEeSITeIbHOCTH OpPraHu3aluid, - 3T0 QYHKIUS OpraHU3aliy CUCTEMBbI U IPOLECCOB YIIPABIICHUS.
OpranuzanvoHHasi AeSITeIbHOCTh BBIPAXKAETCS B pa3padOTKe M yTBEPKICHUS KOMILIEKCA Opra-
HU3AI[MOHHBIX JOKYMEHTOB, COAEp KallUX MpPaBHJIA, HOPMbI, MOJIOKEHUS, YCTAHABIUBAIOIINE
CTaTyC OpraHU3alllM, €€ KOMIIETEHIUIO, CTPYKTYpPY, IITATHYK) YUCIEHHOCTb U JIOJXKHOCTHOMN
cocTras, (DYHKIMOHAIEHOE COEpKAHUE NEATeILHOCTH OpraHU3aIluu B I[EJIOM, €€ TIopa3AelieHui
1 pabOTHUKOB, UX IpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh U JIpyrue acneKkThl. OpraHu3anuoH-
HbIE JTOKYMEHTBI COJIEPKAT MOJIOKEHHUS CTPOro 00s3aTeNbHbIE JIJIs1 UCTIOJHEHUS], OHU PEaTu3yIOT
HOPMBI IMUHUCTPATUBHOIO MIPaBa U SIBJIAIOTCS OCHOBOU JEATEIbHOCTH OPraHU3alIuH.

TeopeTuveckasi 4acTb

Opranu3anioHHbIE TOKYMEHTHI - IIPAaBOBbIE HOPMAaTUBHBIE JOKYMEHTBI, KOTOPBIE YCTa-
HABJIMBAIOT MPaBHJa B3aUMOOTHOIICHUS! 00S3aHHOCTEH (PU3NYECKUX M IOPUIUYECKUX JIUI, KaK
10 OTHOLIEHUIO JPYT APYry, TaK U oOmiecTBa B 1enoM. CylecTBYIOT CIEAYIOIINE BUIbl OpraHu-
3allMOHHBIX JJOKYMEHTOB: YCTaB, II0JIOKEHUE, MHCTPYKLIUH, [IPABUIIA.

Ilon ycraBoM NmOHMMAaeETCs CBOJ NPAaBUJ, PETYIMPYIOIIMX ACSATEIbHOCTh OpPraHU3aLnu,
YUpEXKACHUH, OOIIECTB U TPaKJaH, UX B3aMMOOTHOLICHUS C JAPYTMMHU OPTaHU3ALUSIMH U TPax-
JlaHaMU, IIpaBa U O00SI3aHHOCTH B ONPEAEICHHOMN cdepe rocy1apcTBEHHOIO YIpaBIeHUs UIIH XO-
3SIMCTBEHHOM JeArenbHOCTH. Hampumep, Ycras xene3nsix popor P®, BerepunapHslil ycTaB U
Tak fanee OTAEIBHO CIeAyeT BBIACIUTD YCTaBbl, ONPEACIAIONNE OPTaHU3aALNIO OIIPEIEICHHON
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chepsl aestenbHOCTH Boopyxkennbix cuin PO (CtpoeBoii ycTas, J[McuUIUIMHAPHBIN YCTaB B Tak
nanee) OOmKe ycTaBbl YTBEP)KIAIOTCS BBICUIMMHU OpraHaMu rocyJapCTBEHHOM BJIACTH U yIIpaB-
JIEHUS, @ YCTaBbl OOIIECTBEHHBIX OpTraHM3AIMi MPUHUMAIOTCS U YTBEPKIAIOTCS ChE3aMHU.
VYcraBel peanpuaTHil, YUpEKICHUN U OpraHU3aluil YTBEPKIAIOTCS MX BBIMIECTOSIIUMHA Opra-
HaMu (MUHHUCTEPCTBAMHM, BEIOMCTBAMH, UCIIOJIKOMaMU MECTHBIX COBETOB).

OO6mwme TpeboBaHUS K MOPSAKY €r0 COCTaBJICHUS, O(DOPMIICHHS U COJCPKaHMs JaHBI B
yacTtu nepsoi ['paxxaanckoro koaekca Poccuiickon denepanuu.

[Tonoxxenne

[TonoxeHus - HOpMaTUBHBIC aKThl, UMEIOIINE CBOIHBIA KOAU(DUKALMOHHBIA XapakTep U
OTpEIEIAIONINEe MOPSAA0K 00pa3oBaHMs, CTPYKTYPY, (DYHKIIMH, KOMIIETCHIIUIO, O0S3aHHOCTH H
OpraHm3aIuio padoThl CHCTEMbI OpPraHOB rocyaapcrsa. Hampumep, obiiee moaokeHue 0 MUHU-
crepctBax P®, IlomokeHne O TOCyIapCTBEHHOW aBTOMOOWIBHOW HMHCIEKIIUU, CTPYKTYPHOTO
noapaszaenieHust (Komuccuu, rpymmbl). [loJgokeHHsT MOTYT periiaMeHTHpPOBaTh JEATEIbHOCTh
JOJDKHOCTHBIX JHUL. B OTAENbHYIO Ipynmy ciIeayeT BBIIACIUTh MOJO0KEHUs, PErYIUPYIOIIHE CO-
BOKYITHOCTh OPTraHM3alMOHHBIX, TPYIOBBIX M JAPYIMX OTHOLIEHUH IO KOHKPETHOMY BOIIPOCY.
Hanpumep, Ilonoxenuss o0 OTKpPBITHIX, U300peTeHHs] U PAIMOHATN3ATOPCKUX MPEIJIOKEHUAX
nunu TumnoBoe MoJjioKeHHE O BEICHUH JEJIONPOU3BOCTBA MO MPEATOKECHUSAM, 3asBICHUAM U Ka-
no0aM rpakJaH B TOCYJapCTBEHHBIX OpraHa, Ha MPENpPUATUSIX, B YUPEKACHUIX U OpraHU3aly-
sx. HanbGonee MHOTOUHCIICHHBI PA3HOBUIHOCTH TMOJIOKECHU O TIPOBEACHUN Pa3IMYHBIX KOHKYP-
COB, CMOTPOB M JIPYTUX MEPOIIPUATHH.

[TonosxeHust yTBEp>kK1at0TCSl B YCTAHOBJICHHOM TOPSIZIKE.

VYcTaBbl U TOJIOKEHUS SABIIIOTCS CIIOKHBIMH JOKYMEHTaMH. WX CTpykTypa m comepika-
HUE, KaK MPABUIIO, ONPEICIITIOTCS YIPEKICHUIMU-PA3pabOTUNKAMHU.

NuauBuayanbHble MOJOKEHHST pa3padaThIBaIOTCSI HA OCHOBE THUIOBBIX. THUIIOBBIE MOJIO-
KEHUs, KaK MPaBUJIO, YTBEPKIAIOTCS BBIIIECTOSAIMMUA OpPraHaMH YIPaBJICHUs, a UHAUBUIYaIb-
HBIC - PYKOBOAUTESAMH MPEANPUATAN U OpraHU3aIui.

OTaenbHYyI0 TPYIIY MOJOXEHUH COCTaBISIOT IMOJOXKEHHUS, PETyIUPYIOLIUe COBOKYII-
HOCTbh OPraHU3AlMOHHBIX, TPYIOBbIX U JPYTUX OTHOLIEHUHN IO KOHKpETHOMY Borpocy. Hampu-
Mmep: [TonoxeHne o TOKyMEHTAIIHOHHOM 00€CIICeYCHUH YIIPABICHUSI.

NHCTpyKIMu - TpaBOBOM aKT, M3JaBaeMblii OpPraHOM TOCYJAPCTBEHHOTO YIPABJICHUS
(WM yTBEpKIaeMblid €ro pyKOBOJUTENEM) B LEJSIX YCTAHOBJICHUS MPABUII, PETYIHPYIOLUIUX Op-
raHU3aIMOHHbIE BOIMPOCHI, HAYYHO-TEXHUYECKUE, TEXHOJIIOTUYECKUE, (PMHAHCOBbIE M MHBIE CIie-
LHUATbHBIE CTOPOHBI EATEIbHOCTU YUPEXKIACHUM, OpraHu3aluil, IpeanpusaTuii (Ux mnoapasziese-
HUW U CTYXO0), TOJDKHOCTHBIX JIUI] M TPaXKIaH.

WNHcTpyKMy M31a10TCS TaKXKE B LENAX Pa3bsICHEHUS U OINPEACNICHUs MOpsAKa IpUMeHe-
HUS 3aKOHO/IATEJIbHBIX aKTOB U PACTIOPSIIUTENbHBIX TOKYMEHTOB (HalIpUMeEp, IPUKA30B).

3aroloBOK MHCTPYKIMH JOKEH Y€TKO OYepUYHBATH KPYT BOIPOCOB, OOBEKTOB U JIHII, HA
KOTOPBIX PACIPOCTPAHSIOTCS €€ TpeOOoBaHUS.

WNHucTpykunu ObIBAIOT ABYX BHJIOB:

a) TUIOBBIE (pa3pabaThiBaeMble TOCYJAPCTBEHHBIMHU UM OTPACIEBBIMU OpraHaMH yrpaBJie-
HUs JUIs OAHOTHUIIHBIX IPEANPUATHIA, CTPYKTYPHBIX noxapasneneHui. Hanpumep, Tumo-
Bas MHCTPYKLHUS IO JIETONPOU3BOJCTBY B (heepaabHbIX OpraHax MCIOJIHUTEILHON Bia-
CTH);

6) WHIUBUIyaJbHBIE (pa3padaThiBacMble I KOHKPETHOTO MPEANPUSTHS, CTPYKTYPHOTO
nojapasnenenusi, komuccuu. Hampumep, HMucTpykuuss mo pgenonpousBoactsy OOO
«JIYUy).

[IpaBuiia - TOKYMEHTHI, B KOTOPBIX U3JI0’KEHBI OCHOBHBIE TPEOOBaHUS, IPEIbIBISIEMbIE K
coTpyaHuKaM npeanpustus. [IpaBuna n3garoTcs Mo pa3auyHbIM BOIIPOCAM U YTBEPHKAAIOTCS PY-
KOBOAMTENSAMU TpeanpusiTuii. /1yt pabOTHUKOB Ba)KHO 3HATh MpaBUiia BHYTPEHHETO PaclopsiKa
OpraHu3aliu.

Opranu3zanus paboThl NPEeINpUTHS, B3aUMHbIE OO0S3aHHOCTH PAaOOTHUKOB W aJMUHU-
CTpalliH, MPEeIOCTaBICHNE OTIMYCKOB, KOMAaHIWPOBAaHUE COTPYAHHKOB, BHYTPHOOBEKTHBIN pe-
UM M JIpyrue BOMNPOCHI OTPAXKAIOTCS B MPABHIIAX BHYTPEHHETO TPYAOBOIO pacnopsiaka. JTH
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JOKYMEHTBI COCTaBJISIIOTCA Ha OJaHKE MPEeANpHUSATHS, COTJIACOBBIBAIOTCS MYTEM OOCITY:KHBAHMUS
Ha COOpaHHMU TPYAOBOTIO KOJUJIEKTHBA, BU3HPYIOTCS IOPUCTOM M YTBEPXKIAIOTCS IHUPEKTOPOM
MIPEeANPUATHS.

[IITaTHOE pacnucaHue - TOKYMEHT, 3aKPEIUISIOINNA TOTKHOCTHON U YHCICHHBIM COCTaB
IIPEANPUATHS c yKa3zaHUEM ¢donma 3apabOTHOM IUIATHI.
taTHOe pacnucanue odopmisieTcss Ha OaHKe MPEANpUITHS, C YKa3aHHEM MEepedHsl JOKHO-
CTEH, CBEICHUI O KOJHMYECTBE IUTATHBIX €AMHUI, JOJDKHOCTHBIX OKJIAJO0B, U MECSYHOM (OHIE
3apabOTHOM TIJIATHI.

[IITaTHOE pacnucaHue COACPKUT CIENYIOIINE PEKBUZUTHI:

1. HauMMeHOBaHUE OpraHU3alNU;

2. HaMMEHOBaHUWE BUJA JOKYMEHTA;
3. npara;

4. MECTO U3JIaHUS;

5. Tpud yTBEp)KICHUS;

6. TeEKcCT;

7. BHU3HIL

8. TMOJIIMNCE.

[ToanmuceiBaeTCs MTATHOE pACIIUCAHUE 3aMECTUTEIEM PYKOBOIUTEIS, COTIIACOBBIBAETCS C
[IL.OYXTalaTepoM, YTBEPKIAACTCS PYKOBOAUTEIEM MPEANpUaTUs. [ pud yTBEpKIeHUS 3aBepsieTcs
IeYaThio OpraHH3aIiy.
V3MeHeHus B IITaTHOE PACIIMCAHUE BHOCATCS IPUKA30M PYKOBOAUTEIS TIPEATIPUSITHS.

CTpykTypa ¥ mITaTHAs YUCICHHOCTh - OPTaHU3AIMOHHBIA TOKYMEHT, B KOTOPOM YKa3bI-
BalOTCS BCE CTPYKTYPHBIC MOAPA3JICICHUS MPEANPHUATHS, BBOAUMbBIC HA TPEIIPHUITHHA TOJKHO-
CTH M KOJIMYECTBO IITATHBIX €IWHUII IO KAXKIOW M3 JOJIKHOCTEH. (COCTABISIETCS M MOITUCHIBA-
€TCsl TaK)Ke KaK | ITaTHOE PACITUCAHHUE).

[IpaBuna BHYTpEHHETO TPYIOBOTO PACIIOPSIKA- OPTaHU3AIMOHHBIA TOKYMEHT, B KOTO-
POM OTPaXaroTCs CIEAYIONINE BOPOCHI:

1. opranuzamus paboThl IPEITPHUSITHS,

2. B3aWMHBIE 00SI3aHHOCTH PaOOTHUKOB U aIMUHHUCTPALINY;
3. MpenoCcTaBIIEHUE OTITYCKOB;

4. KOMaHIUPOBAHHE COTPYIAHUKOB;

5. BHYTPUOOBEKTHBIN PEKHM.

[TpaBmiia cocTaBiSIOTCS Ha OJIAHKE MPEIIPUSTHS, COTTACOBBIBAIOTCS ITYyTEM O0CYKIECHUS
Ha cOOpaHuM paOOTHUKOB MPEATPUITHS, BUSUPYETCS FOPUCTOM U YTBEP)KIACTCS PYKOBOIUTEIEM
MPEIIPUSTHSL.

Bonpocs! pus1 00cykaeHust

—_—

PacckakuTte 0 Ha3HAUYEHUHU M BUJIaX OPraHU3alMOHHBIX JOKYMEHTOB.

Kaxossl mpaBuna coctabiienns u ohopmiierns: Kogexca KoprmopaTuBHON dTHKH?
OxapakTepu3yiTe ycTaB, MOJI0KEeHHE 00 OpraHu3aIiy, MOJIOKEHHE O CTPYKTYPHOM
MOJIPa3/IeICHUH.

KakoBbl mpaBuia coctaBieHust 1 0pOpPMIICHUS JOJDKHOCTHBIX MHCTPYKIMNA?
CtpyKTypa U IITaTHAs YUCICHHOCTD, IITATHOE pacHCaHUE.

WHCTpyKIIMK OpraHnu3alliOHHO-METOINYECKOT0 Ha3HAYEHUS U IIPpaBUJIa.
[IpouieccHble periaMeHThl IPEAPUATHUS.

JIOKYMEHTBI CUCTEMBI MEHEIKMEHTA KauecTBa.

KakoBbI mpaBuiia coctaBieHuss 1 0hOPMIICHHS JOTOBOPOB?

0. /It KOHKpETHOTO MPEeANpPUATHS MO0 BBIOOPY CTydeHTa pa3paboTaTb OCHOBHbBIE BHJIbI
OPraHMU3allMOHHBIX JJOKYMEHTOB

w
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3agaHue:

1. Pa3paborare makeT OpPraHU3alMOHHBIX JOKYMEHTOB [UISI AJIMUHUCTPALIUU
MYHUITUTIAIEHOTO 00pa30BaHMs.

Jlutreparypa:

IlepeyeHb OCHOBHOI JINTEPATYPHI:

1. Ky3nenosa 1.B. JlokymMeHTUpOBaHUE YIIPABIECHYECKON NEATENBHOCTU [DIIEKTPOHHBIN
pecypc]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TeKcToBbIe naHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http://www.iprbookshop.ru.

IlepeyeHb 10NMOTHUTEIBHOM JIUTEPATYPbI:

1. Kaypman H.IO. JlokymeHTHpOBaHUE YIPaBIEHYECKON ACATEIBHOCTU [DIEKTPOHHBIN
pecypce]: yuebnoe nmocooue/ Kaypman H.KO.— Dnektpon. TekcToBbie nanabie.— OMck: OMCcKuit
rOoCyllapCTBEHHbI ~ MHCTUTYT  cepBuca, 2014— 177 c—  Pexum  gocryna:
http://www.iprbookshop.ru.

IpakTnyeckoe 3ansitue Ne 10

Tema 7 CocTaB M co31aHMe PACHOPSIAUTENbHBIX TOKYMEHTOB

Henu: pacmmputh U 3aKpenUTh 3HAHUS MO CO3JAHUIO0 U O(OPMIICHHUIO PaCHOPSIUTEINb-
HBIX JIOKYMEHTOB MPEIIPUSATHUS.

3HaHUsT M yYMeHHs, NpHoOperaeMble CTYJIEHTOM B pe3yjbTaTe OCBOCHUS TeMbI
NMPAKTH4YECKOro 3aHATUs, GopMuUpyeMble KOMIIETEHIMU MM UX YACTH: B MPOIECCE U3yye-
HUS JTUCHUIUIMHBI CTYJIEHTHI JOJDKHBI HAydUThCsl pa3padaThiBaTh M CO3/JaBaTh OCHOBHBIE pac-
MOPSIANTENIbHBIE JOKYMEHTBl NPEANPUATUS, UMETh MPEICTABICHUE O UX TUIOJIOTHH, COIEpKa-
HUU U cnenuduke, OCyHIeCTBIATh JOKYMEHTalIbHOEe 0(OpMIICHHE PEIICHUN B YIPAaBJIEHUU XO-
35CTBEHHOM JEATEIIbHOCTH OpraHU3allHil.

B npouecce u3yuyeHusi JaHHOW TeMbl (GOPMHPYIOTCH CJeAYyHONHE KOMIIETCHIMHU:
OIIK-5.

AKTYaJIbHOCTh TeMbl. OCHOBHOE HAa3HAYEHHUE PACIOPSAUTENBHBIX JOKYMEHTOB — PEry-
JUPOBAaHUE NIEATEIbHOCTH, MO3BOJISIIOIIEE OPTaHy YIpaBlieHUs o0ecrneuynBaTh peajn3aluio IMo-
CTaBJICHHBIX Mepe]l HUMH 33Jiay. PacropsiAuTeNbHble JOKYMEHThI COJlepKaT PelieHUs], UAYIINE
CBEpXy BHH3. IMEHHO 3TH JJOKYMEHTHI PEATU3YIOT YIIPABISEMOCTh 0OBEKTOB TIO BEPTUKAIIH.

TeopeTuyeckasi 4acTb

PacnopsimuTensHbie JOKYMEHTBI UTPAIOT OYE€Hb BAXKHYIO POJIb B YIIPABJICHUU YUpEXKJie-
HUSIMU, TPEANPUITASIMA U OPTAaHU3AIHSIMH.

PacrniopsimnTensHbIe JOKYMEHTHI - JOKYMEHTBI, HOCSIIINE aIMUHUCTPATUBHBINA XapaKTep U
oOpallleHHbIe K HUKECTOSIINM WJIM MMOAYMHEHHBIM OPTaHU3AIMAM, TPYIIaM WU OTACIbHBIM
JODKHOCTHBIM JuiiaM. OCHOBHOE Ha3HAYCHUE PACIIOPSIUTEIBHBIX JOKYMEHTOB- PETYJIHPOBAHUE
JEeSTeNbHOCTH, TIO3BOJISIOINIEE OpraHy YIpaBICHUS O0ECIeUNBATH PEaTH3aIUI0 MOCTABICHHBIX
mepen HUM  3ajad, [oJydaTh MaKCHUMalbHbIH  3QQeKkT oT CcBOell JesATEeTbHOCTH.
Cxema MOoATrOTOBKYU PaCHOPSTUTENbHBIX JOKYMEHTOB:

BCECTOPOHHEE M3YYCHHE BOIPOCA, MOATOTOBKA MTPOEKTA JOKYMEHTA,;

COTJIaCOBaHUE TEKCTa U €ro MOIMMCAHUE;

00CyXIIeHUE W TIPUHITHE JTOKyMEHTa Ha 3aceJaHMsX KOJUICTHAIbHOTO OpraHa (Imocra-
HOBJICHUE, PELLICHUE)
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TekcT pacnopsauTenbHOrO IOKYMEHTa COCTOMT W3 B3aMMO3aBUCHMBIX JIBYX 4a-
CTEW: KOHCTATUPYIONIECH U pacopsAuTEIbHOM.

KoHcTaTupyromas 4acTh sBIsSETCS BBEACHUEM B CYLIECTBO PacCMaTpUBaEMoOro BOIpoOca,
IpuU3BaHa OOBSCHUTH, YEM BbI3BaHbl pacnopspkeHus. KoHcratupyromas yacte HeoOs3aTenbHa,
OHa MOXET M OTCYTCTBOBAaTh, €CIM HET HEOOXOJUMOCTH  JaBaTb  IOSCHEHHSL.
OCHOBHYIO Harpy3Ky HECET paclopsiAUTEIbHAs YaCTh.

PacniopsinuTenpHas 4acTh U3NaraeTcs B MOBEIUTENbHOU (popme. B 3aBucHMOCTH OT Buaa
nokymeHTa ona HaunHaeTcs cioBamu: [IOCTAHOBUII (nocranosnenus), PEILIAET (PEILINII)
— pewienust, [IPUKA3BIBAIO - mpukassl.

I'OCT yka3pIBaeT: «B pacnopsAIUTENIbHBIX TOKYMEHTAX OpPraHU3alui, JEHCTBYIOIIUX HA
IIPUHLMIIAX €IMHOHAYalIMs, a TAaKKe AOKYMEHTaX, aJApeCOBaHHBIX PYKOBOJCTBY OpraHW3alluHy,
U3JI0KEHHUE TEKCTa JIOJDKHO MJTH OT MEPBOTo JHIA €AMHCTBEHHOIO yucia (IIpUKa3bIBalo, Mpej-
Jararo, Ipouty. .. )»

Buael pacniopsanTenbHbIX TOKYMEHTOB:

IlocTaHoBIEHHUE - OTO PABOBOW aKT, IPUHUMAEMBbI BBICIIUM U HEKOTOPBIMH LIEHTPAlb-
HBIMU OpraHaMH KOJIJIETHAJILHOTO YIPABJIECHUS B LIEJSAX pa3pellieHns Hauboliee BaXKHbIX U MIPHUH-
[UIHATIBHBIX 337124, CTOSILIUX Mepel NTaHHBIMH OpraHaMH, U YCTAHOBJICHUS CTaOMJIBHBIX HOPM
IIPaBUJI TOBEACHHUS.

IlocTaHOBIEHNS] IPUHUMAIOTCS BBICIIMMHU OpPraHaMU I'OCYJapCTBEHHOW BJIACTH IO Opra-
HU3ALAOHHBIM, XO34MCTBEHHBIM, ITOJIATUYECKUM U IPYTMM BOIIPOCaM, CBSI3AHHBIM C OCYIIECTB-
JICHHEM UX TIOJITHOMOYUM.

DopMyJIsip MOCTAHOBJICHHUS UMEET CIEAYIOINE PEKBU3UTHIL:

rep6 P® unu cyObekra;

HAaUMEHOBAHME OPraHU3ALNH, NU31aBIIUI JOKYMEHT;

HAauMEHOBAHME BUJIA IOKYMEHTA;

MECTO COCTaBJICHUS;

JaTa JOKyMEHTA, pEruCTPallMOHHbII HOMED;

3aroJIOBOK K TEKCTY;

TEKCT;

HOJINCH;

BU3bI COITIACOBAHMUSL.

[IpoekThl MoCTaHOBJICHUH 00s3aTEIIPHO BU3UPYIOTCS IOPUCKOHCYIbTOM. [loanuckiBaeTcs
[IOCTAaHOBJIEHHE PYKOBOAUTENIEM OpPIraHa, U3JaBIIETO JaHHBIA JOKYMEHT.

[Ipuka3 (10 OCHOBHOW NEATEIHHOCTH) - MPABOBOM aKT, W3/JaBaCMbIi PYKOBOJHUTEIICM
MPEANPUATHS, U1 Pa3pelIeHUs] OCHOBHBIX U ONEPATHUBHBIX 33J1a4 CTOSIIUX MEpe] NpeanpUusTh-
eM.

[Tpukazamu ohopMIISIOTCS:

HNOPSJOK IEATENbHOCTH MPEAPUATHS;

pelIeHHs ¥ TOPYUYSHHSI IO OpraHU3aIMK pabOThI;

OpPraHU3al[MOHHBIE MEPOIIPUATHS;

UTOTH paloThI,

PE3yJIbTaThl PEBU3HH.

[Tpuka3sl U3HAIOTCA TOJIBKO NMPH HEOOXOAMMOCTH. V3MeHeHMs, AONMOJHEHHs, OTMEHa
IIPUKA30B IPOU3BOJUTCS TOJIBKO MpuKasamu. [loanuceiBaeT npuka3 pyKOBOAUTEIb OPraHU3aH
WM €ro 3amecTuTenb. IIpuka3 BCcTynaeT B CHily ¢ MOMEHTA IOJIIMCAHUS, €CJIM B TEKCTE HE yKa-
3aH JPYroil CPOK BBEJECHUS €0 B JICHCTBUE.

Pacnopsikenue - mpaBoBOM aKT, U34aBa€MbIi 110 OIIEPATUBHBIM BOIIPOCAM Ha IpEAIpUs-
TUAX €AMHOJIMYHO 3aMECTUTENSIMU NIEPBOrO PYKOBOJIUTEIS, 3aMECTUTEISIMU TJIaBHOTO MH)KEHE-
pa, a TaKXKe PyKOBOIUTENISAMH CTPYKTYPHBIX ITOAPA3ACICHUN.

Kak mpaBumiio, pacnopsykeHUE UMEET OTPAaHMUYEHHBIH CPOK AEMCTBUSI M KacaeTcsl y3KOTO
Kpyra NoJpa3AcieHUuH, TOJDKHOCTHBIX JIMI U IpakJaH. TeKCT paclopsKeHUs UMEET Te XKE pas-
JIEJIbl, YTO U IPUKa3, TOJIBKO pacnopsAuTeabHas yacTs HaunHaeTcs cioBamu «I[IPEJIJIAT'AYO»



i «OBA3BIBAIO». TloanuceiBaeTcsi pyKOBOJMTENEM M COTJIACOBBIBACTCS C 3aUHTEPECOBAH-
HBIMH B 3TOM JOKYMEHTE JINLIAMH.

VYKka3zaHue - pacHOPSAUTEIIBHBIA JTOKYMEHT, M3aBacMblil OpraHaMH I'OCYIAapCTBEHHOIO
YIPAaBIEHUS, MUHUCTEPCTBAMH, BEIOMCTBAMM, NPEANPUATHAMHA U OpPraHU3alMsIMH 110 BOIIPOCaM
MH(POPMAIIMOHHO-METOIMYECKOr0 XapaKkTepa, a TakkKe M0 BOIPOcaM, CBSI3aHHBIM C OpraHHU3allu-
€H MCIIOIHEHU [TPUKA30B, MHCTPYKIUHN U IPYTUX aKTOB OPTaHOB YIIPABJICHMUS.

[ToaroroBka pacnopsiAUTENbHBIX JOKYMEHTOB CKJIAbIBAECTCS U3 CIEAYIOIINX 3TAIOB:

* cOOp JaHHBIX IO YIIPaBJIEHYECKOMY BOIIPOCY;

*  COCTaBJIEHHUE IIPOEKTA PACTIOPSIAUTEIBHOIO JOKYMEHTA,;
*  COIIACOBAHHUE MPOEKTa PACHOPSAIUTEIBHOTO TOKYMEHTA;
* [IOJANUCAHUE JOKYMEHTA.

CO0p naHHBIX MO YIPaBIEHYECKOMY BONPOCY HAUMHAETCs ¢ 0OecredyeHus npaBoBoil oc-
HOBBI MOJTrOTaBIMBAEMOIO JTOKYMEHTa — HW3Y4YEHMs ACHCTBYIOLIMX 3aKOHOJATENIbHBIX aKTOB,
IIPABUTEJICTBEHHBIX [TOCTAHOBJIEHHUH, TaK KaK MOATOTAaBIMBAEMBIH JOKYMEHT, I TOTO YTOObI
o0agaTh HEOOXOAUMOW IOPUIUYECKON CHIION, HE MOJDKEH MPOTUBOPEUUTH YCTAHOBIEHHBIM 3a-
KOHOM HOpMaM. 3aTeM HCIIOJIHUTENb ONPEAEIAET KPYr BOIIPOCOB, KOTOPBIE MIPEACTOUT OTPA3UTH
B PacloOpsAIUTEIbHOM JOKYMEHTE, H3y4yaeT MHPOPMALUIO, BHYTPEHHUE PACIOPSIUTENbHBIC 10~
KyMEHThI opranuzanuu. B 310 Bpemst onpenensiercs HEOOXOIUMOCTh OTMEHBI paHee NeHCTBYIO-
LIUX PacTIOPSIAUTENBHBIX JOKYMEHTOB WIH UX OTAEIBHBIX ITYHKTOB.

CocraBiieHHE IPOEKTa PACIIOPSAUTEIBHOTO JOKYMEHTA BBINOIHACTCS MCIIOIHUTEIEM Ha
OCHOBE IIEPBOI0 dTara MOATOTOBKH.

CornacoBaHue IpoeKTa JOKyMEHTA MCIIOIHUTEIb IPOBOJUT, IIPEKIE BCErO, C TEM PYKO-
BOJIUTEJIEM, KOTOPBIY JaBajl 33JlaHue Ha pa3pabOoTKy pacmopsIuTeNbHOro JoKyMeHTa. Ha stom
JTane AOKYMEHT MOKET HEOIHOKPAaTHO PEJAKTUPOBATHCSA U AOIMOJHATHCA 10 YKa3aHUIO PYKOBO-
TUTETIS.

ITocne Toro Kak UCHONHUTEINb MOIy4aeT 0400peHHE PYKOBOAMUTENS Ha MPeICTaBICHHBIN
TEKCT, OH 0053aH OTIIEYaTaTh €ro Ha COOTBETCTBYIOIIEM OJIaHKE C COOJIIOICHHEM MTPaBHII PACIIO-
JI0XeHUs U 0(hOpMIIEHUS BceX HEOOXOAUMBIX Ul JaHHOTO BUJA JOKYMEHTa PEKBU3UTOB U IPO-
BECTH COTJIacOBaHME (BU3MPOBAaHHUE) MPOEKTA JIOKYMEHTa C 3aMHTEPECOBAHHBIMU JIOJKHOCTHBI-
MU JIMLaMH (WU opraHuzanusmMu). KoimdecTBo cornacyromux HHCTaHIMM ONpeenseT pyKkoBo-
autenb. B 1r000i ynpaBieHueckol CTPYKType, Kak MPaBUII0, CKIIaIbIBACTCs TUIIOBAS MTPOLEAYpa
BHYTPEHHEIO COINIAaCOBAHMS, T.€. U3BECTEH COCTAB JOJDKHOCTHBIX JIUL, BU3MPYIOIIHUX IPOEKT
pacnopsAMTENBLHOIO TOKYMEHTA U IOCIEN0BaTEIbHOCTh BU3MpOBaHMsl. BHelIHee corylacoBaHue
orpeeNaeTcs: TpeOOBaHUSAMH 3aKOHOB, HOPMAaTHBHBIX NIPABOBBIX aKTOB, HOPMAMU U NpaBHJIAMU
BBIITYCKA T€X WJIM MHBIX JIOKyMEHTOB, YCTaHOBJICHHBIMHU IOJIOKEHUSMH (YCTaBaMu) TeX ydpe-
KICHUW U OPTaHMU3ALMN, C KOTOPBIMU IIPOBOJUTCS COTVIACOBAHUE.

CornacoBaHue BBINOJIHSAET TOT MCIOJHHUTENb (CTPYKTYPHOE IMOApa3ieieHHe), KOTOPBIN
TOTOBWJI NMPOEKT JOKyMeHTa. Eciim B mponecce corinacoBaHus BBIACHAIOTCS CYHIECTBCHHBIC 3a-
MEYaHUsI K COJEP)KaHUIO JOKYMEHTAa, OH COCTABJIAETCS 3aHOBO M BTOpasl PEAAKIMS MOAJIEKUT
ITOBTOPHOMY IOJTHOMY COINIACOBAHMIO.

Ilognucanue nokymenta. Ilepen nepenaueil TOKyMEHTa Ha MOANUCAHUE PYKOBOIMUTEIIO
JOKYMEHT JOJDKEH OBITh THIATEIHHO MPOBEPEH — 0CO000e BHUMaHUE 0OpamaeTcss Ha IudpoBYIO
uHpopManuio, GaMUINK, UMEHA, OTYECTBA, HA3BaHUS CTPYKTYPHBIX MOJpa3/ieeHui, OpraHn3a-
LU, HAUMCHOBAHUSA, HOMEPA U J1aThl YIIOMMHAEMBIX IPAaBOBBIX AKTOB WJIM HMHBIX JOKYMEHTOB.
[Tocne moanucanusi BHECEHUE KaKUX-THOO MCIPABICHUH B JTOKYMEHT HEJOMYCTUMO H AEJIOIpPO-
M3BOJICTBEHHAs! CIy0a MPOBOJUT PETUCTPALMIO JOKYMEHTA, ¢ 3TOI0 MOMEHTa JOKYMEHT IpH-
oOpertaet cTaryc o(pUIIMATBEHO U3IaHHOTO.

Bomnpocel 1uist 00cyxaennst

1. KakoBa posib pacnopsAMTENbHBIX JOKYMEHTOB B YIPABIEHYECKOM JIEATEIBHOCTU
AJMHMHpCTpaMy MYHUITAIBHOTO 00pa30BaHUs?
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2. Ilepeuncnure u oxapakTepusyWTe BHUABI PACHOPSAUTEIBHBIX JTOKYMEHTOB, CO3/1aBa€MbIX
IPU €IUHOIUYHOM M KOJUIETHAIBHOM COC00ax MPUHSATHUS PELICHUS.

KaxkoBbI 3Tarsl NoAroTOBKU pacopsAUTENbHBIX JOKYMEHTOB?

4. KakoBsl mpaBuiia cCOCTaBICHUS U OOPMIICHHS TIPHUKa3a, IPOTOKOJIA.

(98]

3aganue:

1. Paspaborath MaKkeT PpacropsAIUTEIbHbIX JOKYMEHTOB  JUIsl  AJIMHHUCTpPALIMHA
MYHUITUTIATBHOTO 00Pa30BaHMs.

Jlutreparypa:

IlepeyeHb OCHOBHOIi JIMTEPATYPHI:

1. Ky3nenosa 1.B. JlokyMEHTUpOBaHUE YIIPABIEHYECKON NEATENBHOCTH [DIIEKTPOHHBIN
pecypc]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TeKcToBbIe NaHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http://www.iprbookshop.ru.

IlepeyeHb 1ONMOJTHUTEIbHOM JTUTEPATYPHI:

1. Kaypman H.IO. JlokymeHTHpOBaHUE YIPaBIEHYECKON AEATEIBHOCTU [DIEKTPOHHBIN
pecypc]: yuebnoe nmocooue/ Kaypman H.KO.— Dnektpon. TekcToBbie nanubie.— OMck: OMCKuit
rocygapCcTBEHHbI  WHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTyeckoe 3ansaTue Ne 11,12

Tema 8 HUndopMauMOHHO-CIIPABOYHBIE IOKYMEHTbI

Ilesm: paciiupuTh U 3aKpENUTh 3HAHUA 110 CO3JIaHUIO U 0POpMIICHHIO HH(OPMAITHOHHO-
CIPaBOYHBIX JOKYMEHTOB MPEANPUSITHUS.

3HaHMsA W yMeHHs, nmpuoOperaeMble CTYJIeHTOM B pe3yJbTarTe OCBOCHHMS TeMbI
NPAKTHYECKOr0 3aHATHUS, (POPMUpPYeMble KOMIETEHIIMH MJIM UX YacTH: B IIpolecce u3yue-
HUS JUCHUIUIMHBI CTYACHTHI TOJKHBI HAYYUTHCS pa3pabaThiBaTh M CO3[aBaTh WH(POPMAIMOH-
HO-CIIPaBOYHBIE JOKYMEHTBI NpPEIIpUATHS, pa30UpaThcs B UX THUIIOJOTUH, COJIEPKAHUM U CIIe-
ke ohopmIIeHUS.

B npouecce u3yuyeHusi JaHHOW TeMbl (GOPMHUPYIOTCH CJeAYyIONHe KOMIIETCHIMHU:
OIIK-5.

AKTYyalnbHOCTBh TeMbl. VIHQOpPMaIMOHHO-CIIPAaBOUHBIE JJOKYMEHTBI BBIIOJIHSIOT CIIYXe0-

HYIO POJIb 110 OTHOLIEHHMIO OPraHM3allMOHHBIM U pacnopsauTenbHbIM. OHM HE cofepkar Mmopy-
YEeHUH, HE OOS3BIBAIOT JIEHCTBOBATH CTPOTO MPEAIHCAHHBIM 00pa3oM, a COOOIIAIOT CBEACHUS,
noOy KIaole TPUHUMATh OIpeJIeIeHHbIE PEIIeHUs], UCTIONB3YIOTCS U peanu3auund uHpop-
MAaIMOHHBIX CBSI3€H MEXAy paBHBIMHU, HE COCTOSIIMMHU B OTHOIIEHUSAX COMOAYMHEHUS OpraHu3a-
LIUSMU U JOJDKHOCTHBIMH JIMIAMHU. DTU TOKYMEHTBI YT, KaK IPaBUJI0, CHU3Y BBEPX IO CUCTE-
Me ympasieHus. Oco0oe MecTo B CHCTeME JAaHHOM NOKYMEHTallMU 3aHMMAaeT Iepemnucka —
0000111eHHOE Ha3BaHUE PA3IUYHBIX [0 COJIEPKAHHUIO JOKYMEHTOB, CIIYXKAIIUX JUIsl OTIEPaTUBHOTO
MH(POPMAIIMOHHOTO O0OMeHa MeXy opranuzanusaMu. llepenncka 3anumaer 10 80 % Bceil BXo-
JAIIEH U UCXOAIIEH TOKYMEHTAIUH.

TeopeTuveckasi 4acTb

boapmmHCTBO JOKYMCHTOB, U3JJaBACMBIX B OpraHu3alUuiaXx, ABJIAKOTCA I/IH(l)OpMaHI/IOHHO-
CIIPABOYHBIMH.


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

NudopmaninoHHO-CIpaBOYHbIE JOKYMEHTHI - 3TO COBOKYMHOCTh JOKYMEHTOB, COJEpKa-
X “HGOpMaMio 0 (aKTUYECKOM IOJOXKEHUH JEJ, CIY)KAIUX OCHOBAaHUEM MJIs MPUHSATHS
PELLECHUN.

Buel nHbOpMaimoHHO-CIIPaBOYHbIX JOKYMEHTOB:

AKT - MH(OPMAITMOHHO-CIIPABOYHBINH JOKYMEHT, COCTABISIONIMWUCSA TPYIION JIHIl IS
MOATBEPK/ICHUSI YCTAHOBJIEHHBIX (PAaKTOB, COOBITHI. AKT MOXKET COJEpP>KaTh BBIBOJbI, PEKOMEH-
JAUu, IPEIJI0KEHHS €T0 COCTaBUTEIIEH.

AKT yTBEp)KIaeTcsl paclopsIUTEIbHBIM JOKYMEHTOM UM PYKOBOJIUTENEM, 110 YKa3aHUIO
KOTOPOT'O COCTaBJIEH JOKYMEHT.

TexkcT aKTa COCTOUT u3 JIBYX JacTeH: BBOJHOM, KOHCTaTUPYIOLIEH.
Bo BBO/IHOM YacTH TEKCTa aKTa yKa3bIBAETCSI OCHOBAHUE JJII COCTABIICHUS aKTa, IEPEUUCIISIOTCS
JUIa, COCTaBUBIINE aKT U IPUCYTCTBYIOLIUE MPU ATOM.

B xoHcTaTHpylomIel 4acTH COACPKHUTCS ONMUCAHUE MPOAETAaHHON pabOoThl; PUKCHPYIOTCS
(bakThbl, U31aralTcs BBIBOABI, MPEIJIOKEHUS COCTaBUTEIEeH akTa. AKT MOAMMCHIBAETCS BCEMU
JULaMU, TPUHUMABIIMMHU YYaCTHE B €70 COCTABJICHUH.

[IpoTokon - TOKyMEHT, PUKCUPYIOUINI X0 00CYKIEHUSI BOIPOCOB U MPUHATHUS pellle-
HUH Ha COOpaHUsX, 3aCEJaHUSIX, COBEIAHUSX.

TexkcT MPOTOKOJIA COCTOUT u3 JIBYX yacTeil: BBOOHOU Hu OCHOBHOIA.
BBomHas dYacTh TEKCTa NPOTOKONA HMEET TMOCTOSHHYI) U TEPEeMEHHYI0 HH(OpMAIIHIO.
[TocTostauas - cnora: «lIpencenarensy, «Cekperapby, «IIpucyrcTBOBaNY (MHUIIYTCS OT JIEBOTO
TIOJIST).

[lepemenHas - uHUIMANBI U (HaMUIMK TpeJceaTeNsl, ceKpeTaps, npucyrcrpyromux. [lumercs
OT BTOPOTO TOJIOKEHUs TaOyIIATOpA.

OcHoBHas 4acTh nporokojia ctpourcs no cxeme: CJIIYIIAJIN - BBICTYIINJIN - T10-
CTAHOBWJIN (PEHINJIN) mo kaxaoMy BOIPOCY OTIENBHO, OT JIEBOTO IOJisi 6€3 3HAKOB Tpe-
MUHAHUAL.

ITepen cnoBom CJIIYIIAJIM craButcs mudpa Bompoca MOBECTKU THS, €CJIM BOIPOCOB HECKOJIb-
ko. C KpacHO# CTpOKM MUIIYT MHUIUAIBI U (aMUIHIO JOKJIAJuhKa B UMEHUTEILHOM MaJieike,
3aTeM MeYaTaloT CoJIepiKaHue AOKIaaa, COOOIICHNUS.

[Tocne BBICTYIINJIN ¢ kpacHOM CTPOKHU MUINYT WHUITHAIB ¥ (DAMIIIMH BBICTYITAOIITHX
B HMMCHHUTEIFHOM TAaJeKe, 3aTeM T[edaTaloT CoACpXkKaHWe JOKIaza, COOOIIeHUs.
3aBepuiaroniasi 4acTh TEKCTa MPOTOKOJIAa — MOCTAaHOBJIEHHE MO Borpocy. HaumHaeTcs ciioBom
[TIOCTAHOBMIJIN. Ona cTpouTcs Mo cCXeme: JACHCTBUE - UCIOIHUTEND - CpoK. [IpoTokon monu-
MUCHIBAIOT TMpejacenaTesib U cekperapb. JlaToil mpoTokosa sSBISETCS JaTa MPOBEIEHUsS 3acena-
HUSL.

JlokagHas 3anucka - TOKyMEHT, aipeCOBaHHbIA PYKOBOJMTEIO CBOEH WJIA BBIIIECTOS-
e OpraHu3aly ¥ COACPK AN U3TI0KEHUE KAaKOT0-JIN00 Bompoca win (akra.

[Io conmepkaHuio [OKJITagHbIE 3alMCKU ObIBAIOT: HH(OpPMAIMOHHBIE; OTYETHBIE.
B 3aBucuMocTu ot agpecara: BHyTpEHHUE, BHEIITHHE.

BryTtpennue noknaaapie 3anmucku ohopMIIIIOTCS Ha O6J1aHke ¢popmara A4, TOMMCHIBAET
UX aBTOP-COCTaBUTEb.

Bremane noknagaeie 3anucku oopMILsIIoTes Ha ooOmeM Oanke hopmata A4, TOAMUCHI-
BAIOTCSl PYKOBOJIUTEIEM OpraHU3alliu.

TekcT noKIagHON 3aUCKU EJTUTCS Ha JBE YaCTU:

U3JI0KeHUE (PaKTOB, MOCIYKUBIIUX MPUINHON €€ COCTABJICHUS.

BriBoabI, TpeAsIOKEHUS! OpraHU3aLMK UIH JOJKHOCTHOTO JIULA.

OObscHUTEIbHAS 3aMUCKA - JOKYMEHT, MOSCHSIOUUN COJlep:KaHue OTIIENbHBIX MOJI0XKe-
HUH OCHOBHOTO JIOKYMEHTA (TUTaHa, 0TYETa) WIH OOBICHIIOMINUN TPHYHNHBI HAPYIIICHHUS TPYIOBOMA
JUCLUTUTMHBI.

OOBbsCHUTETBHBIC 3aIUCKH, SBIISIOIMIAECS MPUIOKEHHUEM K OCHOBHOMY JOKYMEHTY, IO-
SICHSIIOIIME €ro, 0(OPMIIIOTCS Ha o0ux OnaHkax. [loamuceiBaeT UX pyKOBOIUTEb.
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OOBsCHUTEIbHBIE 3aIIMCKH, OOBACHSIONINE IPUUMHBI HEBBIITOJHEHHUS KaKOro-1100 1nopy-
YEHUs1, COCTABIISIIOTCA paOOTHUKAaMM Ha CTaHIApTHOM jucte Oymaru. [loanuceiBaercst aBTOpOM-
COCTaBHUTEJIEM.

CnpaBka - OKYMEHT, TOJTBEPXKIAONINN  Kakue-Tu00  (aKThl WJIH  COOBITHSA.
B cnpaBke He maroTcs BBIBOJABI M MpEUIOKEHUs. B cripaBke (QUKCHPYIOT CBEACHUS OIpeJeNeH-
HOTO IIEPUO0/ia BPEMEHH.

CripaBKH COCTaBISIOTCS JJIS1 YAOCTOBEPEHUS IOPUANYECKHUX (DAKTOB: MOATBEPKACHUE Me-
cTa paboThl, yueObl, 3aHUMAEMOM JTOKHOCTH.

Ecnu HE0OX0IuMO B CIIpaBKY BKJIIOUUTH CBEICHHS 10 HECKOJIBKMM BOIPOCAM, TEKCT ee
JeUTCs Ha pa3zaensl. Pa3iensl TOMKHBI HMETh 3arojOBOK M HyMEpalMio apadCKuMH HuppaMu.
Texct cnpaBku, UMeOIUI HU(POBBIC TOKA3aTEIH, MOXKET OBITH O)OPMIICH B BU/I€ TaOIHIIBI.

CrpaBKH 10 POU3BOJCTBEHHON TEMAaTHKE COCTABIISIOTCS B JBYX JK3EMIUISAPaX, OUH U3
KOTOPBIX HAlpaBJIse€TCs afipecary, a BTOPOM MOJIIMBAETCA B JEII0.

TexcT cipaBku JTMYHOrO XapakTepa HAuUMHAETCS C yKa3aHus (paMUiIMM, UMMEHH, OTYECTBA
(B MMEHHUTEIHHOM MaJIeXe), pAOOTHUKA MIIM HHOTO JIUIAa O KOTOPOM COOOIIAI0T CBEICHUSI.

Jloknaz - mocieoBaTeNIbHOE U3JI0KEHHE Ha cOOpaHuu, 3aceJaHuH... HHPOpMaluHY, Ka-
caroIeiics MpoIeTaHHON HITH TUTAHUPYEMO# paboThl pyKOBOAMTEIEM OpraHU3alMy UIH APYTHM
JOJKHOCTHBIM JIMLIOM.
YroObl COCTaBUTH XOPOIIMK JOKJIAMA, HAJO0 ONPENEeNUTh 1eNIb JOKYMEHTa U MpaBuia odopmiie-
HUSL
Lenu noknana: uHGOpPMUPOBaHHE U YOSKICHUE.

DJIeMEHTEI IOKJIaaa:

1. BcTymieHue

2. OCHOBHas 4aCTh
3. BBIBOJIbI

4. peKOMEHIAIHH.

Teker goknana AOIKEH COCTOSATh U3 KOPOTKUX MPEUIOKEHUN. B IIpeNioKeHnu TOIKHO
ObITb He Oosee 20 cioB.

Tenerpamma - ounuampHOE coo0IieHue, nepegaHHoe o tenerpady.
Texct Tenerpammbl 10JKeH ObITh KpaTKuM. Cor03bl, MPEATIOrH, 3HAKU NPENUHAHUSA B TEKCTE
OITyCKaroTCA.

B nepBoii yacTu TenerpaMmbl yKa3bIBAKOTCS:

1. OTmeTKa 0 KaTeropuu TeJlerpamMMBbl;
Anpecar;
Tekcr;
daMuiMst JOIKHOCTHOTO JIUIA, TOJIMMCABLIETO TeJIErpaMmy;
Bo BTOpO# YacTu TENErpaMMBl - IO YEPTOU - YKA3BIBAKOTCS:
Anpec 1 HAaMMEHOBaHUE OPTAHU3ALUY - OTIPABUTENS TEJIEIPAMMBL;
HawnmenoBaHue NOKHOCTH;
[Moanuck nuua, OT UMEHU KOTOPOro TejlerpaMmma UCXOuT;
9. Ileuarts;
10. lata

Tenedonorpamma - opunnanbHoe cooOIIeHNE, IEpeaaHHoe N0 TenedoHy. DTOT BUI UH-
(opMaLMOHHO-CIIPAaBOYHOTO JJOKYMEHTA MCIIOJIb3YeTCs AJIS Mepelauld CPOUHBIX PacIOpsKEHUH,
W3BEUICHUH B Mpeienax TejaeoHHON CBsI3M.

ITpu nepenaun TeneoHOrpaMMBl oJaraeTcs NPUAEPKUBATHCS CIEAYIOIUX YCTaHOBOK:

1. mepenaBaTh TOJIBKO KPaTKYIO, CPOUHYIO HH(OpMALIHIO;

2. TpOBEpATH MPABUIBHOCTH 3aMMCH OOPATHOM CBS3BIO;

3. TekcT - He 6omee 50 cI1oB;

4. He UCNONb30BaTh TPYJHO BHITOBAPUBAEMBIE U TPYIHBIE CIIOBA.

DneKTpOHHAas MoYTa Kak CPeACTBO NMpUeMa-Iiepeaayl COOOIIEHNH MEXy KOMIIbIOTE-
paMHu IyTeM HMCIIOJIb30BaHMS AJIEKTPOHHBIX ceTell — 3TO 3(h(peKTUBHBIM HHCTPYMEHT BHYTPEH-
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HEW W BHEILHEW YIpaBIeHYECKOW KOMMYHUKAUKM opraHu3anuu. [IpernmyiiecTBa TEXHOIOTHI
AJIEKTPOHHON MOUTHI BHI3BATIN €€ OBICTPOE pacIpOCTPaHEHHE BO BCEM MHUPE.

Bo3MokHOCTE OBICTPO MONTYYaTh M MepeaaBaTh WH(GOPMAIIHIO, a TAKXKE BO3MOXKHOCTh
o01IaThesl ¢ KIMEHTAaMHU M KOJUIETaMU U3 JII000M TOYKM 3€MHOTO IIapa CUHUTAIOTCS JIBYMsI OC-
HOBHBIMU IIPEUMYILECTBAMU 3JIEKTPOHHOH moutkl. B TO ke Bpems 19 % amepukanues cuura-
10T, YTO OHU TPATAT CIUIIKOM MHOT'O BPEMEHH Ha YTEHHUE COOOIIEHUN U MOATOTOBKY OTBETOB.

Kornma B mouroBoMm simuke Mycopa OoJibliie, 4eM TMOJIe3HONH MHPOpPMAIUH, BEIUK PUCK
MOTEPSITh HYXXKHOE COOOIIEeHHE: JTUOO0 MO ONIMOKE YHHUYTOXXHB €T0, JTUOO BCIICICTBUE HEKOP-
PEKTHOM pabOTHI CHCTEMBI (PMIIBTPALIUH TTOYTHL.

Yactb cooOmIeHNI 3JIEKTPOHHOM MOYTHI, OTIPABISEMBIX U MOJYy4aeMbIX COTPYAHUKAMHU
OpraHM3allfy, COACPKUT YIPABICHUCCKYIO HHPOPMAIUIO, & 3HAYUT, SIBISICTCS JOKYMEHTAIIU-
e, KOTOpO#l ClIeyeT YNpaBJsATh B pamMKax OOIIEro ympaBJCHHS JTOKYMEHTAIMEH OpraHu3a-
U,

3apyOeHbIl OMbBIT MOKa3bIBAET, YTO YIPABIATh JTOKYMEHTAMU AJIEKTPOHHOW MOYTHI
HEOOXOAUMO JJISI TOTO, YTOOHKI:

1) yMEHBIINTH pacXobl U, B YaCTHOCTH, YMEHBIIUTh 3aTPaThl paboyero BpeMeHH Ha
MOWCK HEOOXOAMMOTO COOOIIEHHUS B apXUBE KOPIIOPATUBHOMN 3JIEKTPOHHOM MOYTHI;

2) yBenmn4uuTh 3P (HEKTUBHOCTH / TPOU3BOUTEIHHOCTD JACATCILHOCTH,

3) YMEHBIIUTH PUCK HAPYIIECHUS BCE BO3PACTAIONINX HOPMATUBHBIX TPeOOBAHHMI K pa-
00Te ¢ TOKyMEHTaluel U MPUBJICUYEHUS K IOPUINYECKON OTBETCTBEHHOCTH.

B HEKOTOPHIX COBpEMEHHBIX OpPraHHW3aAIUSAX DJIEKTPOHHAs IMOYTa SIBISETCS HauOolee
npuMeHseMor (popMoil BHYTpEHHEW M BHEIIHEW KOMMYHHMKAIIUH, BBHITECHUBIICH OyMa)kKHYIO
nepenucky. B Takux opraHu3anusx KOPIOPATUBHBIM CHCTEMaM MPUXOJUTCS ONEPHUPOBATH
OTPOMHBI MU 00bEMaMH Kak O(pHUIINATBLHOM, TaK U YACTHOM 3JIEKTPOHHOU NEpEenucKu. B cBsi3n
C TeM, YTO OPTraHU3ALMOHHBIA KOHTPOJIh TAKOTO OONBIIOrO KOJIMYECTBA COOOIIECHUHN 3aTpy/I-
HEH, OTBETCTBEHHOCTh 3a YIpaBJCHHE IOKYMEHTAaMHU 3JIEKTPOHHOH IMOYTHI BO3JIaraercs Ha
KaKJOTO WHIUBUIYATHHOTO MOJIb30BATENS, 2 HE TOIHKO HA CIEIUATU3HPOBAHHBIC CITYKOBI.

Bomnpocel nuist 00cyxaennst

KakoBbl Ha3HaueHUE U BUIBI HHGOPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB?
[Tepeunciure GyHKIIMU U BUIBI ICTOBBIX ITHCEM.

[TpaBuia cocraBieHus TeKCTa U 0(HOPMIICHUSI PEKBH3UTOB JIEIOBOTO MUCHMA.
CocraBUTh OCHOBHBIC HH(POPMAITMOHHO-CIIPABOYHBIC JOKYMEHTHI.

KaxoBbl mpaBuia coctaBieHus U 0popMIIEHUST 3JEKTPOHHBIX THcEeM?
KaxkoBbl mpaBuiia coctaBieHust 1 opopMiieHus: BeO-T0KyMEHTOB?
JloknagHbie, ciy:KeOHbIe M OOBSICHUTEITHHBIC 3aITHCKH.

KakoBbI mpaBuiia cocTaBieHus: 1 0POPMIICHHS aKTOB?

e B N

3agaHue:

1. Pa3paboraTh makeT WH(GOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB Ui AJMUHUCTPALH
MYHUIUIAIBHOTO 00pa30BaHMsL.

Jlureparypa:

IlepeyeHb OCHOBHOIi JIMTEPATYPHI:
1. Ky3nenoBa 1.B. JlokyMEHTUpOBaHUE YIIPABICHYECKON NEATENBHOCTH [DIIEKTPOHHBIN
pecypce]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TeKcToBbIe naHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http://www.iprbookshop.ru.
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IlepeyeHb 10NMOJHUTEIBLHOM JINTEPATYPbI:

1. Kaypman H.IO. JlokymeHTHpOBaHUE YIPaBIEHYECKON AEATEIBHOCTU [DIEKTPOHHBIN
pecypce]: yuebnoe nmocooue/ Kaypman H.KO.— Dnektpon. TekcToBbie nanabie.— OMck: OMCKuit
rOoCylapCTBEHHBbIH ~ MHCTUTYT  cepBuca, 2014— 177 c—  Pexum  gocryna:
http://www.iprbookshop.ru.
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Tema 9 Opranusanusi padboTsl ¢ JOKYyMEHTAMH

Hean: pacmupuTh ¥ 3aKpENUTh 3HAHHUS [0 OPraHW3alUU PadOTHI ¢ JOKYMEHTaMH Ha
NPEATPUATHH.

3HaHUST W yMeHHUsl, MpUoOOpeTaeMble CTYIEHTOM B pe3yJbTaTe OCBOEHHS TeMbl
NPaKTHYECKOro 3aHATHUS, (POPMHUpPYeMble KOMIETEHIMU WJIM MX YACTH: B IpoIiecce u3yye-
HUS JUCUUIUIMHBI CTYJICHTHI JOJDKHBI HAYYUTHCS MPABHIILHO OPraHU30BaTh Mporecc paboThl C
JOKYMEHTaMH Ha IPEANPUATHH.

B npouecce u3ydeHus JaHHOW TeMbl (POPMUPYIOTCH CJEAYHIOIIHME KOMIETEHLMH:
OIIK-5.

AKTyanbHOCTH TeMbl. Opranusanus paboThl ¢ JOKYMEHTaMH — Ba)KHEHIIIas COCTaBHAs
YacTh JEJONPOU3BOJACTBA B IICTIOYKE «CO3JAaHHME/TIOCTYIJICHHE JOKYMEHTAa — HCIOJIHE-
HUE/OTHpaBJICHNUE JOKYMEHTa — XpaHEHUE JOKyMEHTa». DTOT 3Tal pabOThI C TOKyMEHTaMH BO
MHOTOM TpenonpenenseT 3QQeKTUBHOCTh NEATENBHOCTH amnmnapara, o0ecrednBasi palroHallb-
HBI JTOKyMEHTOOOOpOT, co3AaHne HWH(OPMAIIMOHHO-TIOMCKOBBIX CHCTEM IO JIOKYMEHTAIIHH,
KOHTPOJIb HCIIOJIHEHHSI JOKYMEHTOB M TMOJTOTOBKY JIOKYMEHTOB K Iiepeade B apXHB.
Opranuzanus paboThl C JOKyMEHTaMH — OpraHu3alus JOKYMEHTO000pOTa, XpaHEHHs ¥ HCIIOJIb-
30BaHMSI JOKYMEHTOB B TEKYIIICH JEATEIIEHOCTH.

Teoperuyeckas 4acTb

[Tog nOKyMEHTOOOOPOTOM HOHUMAETCS MABWKCHHE NOKYMEHTOB Ha NPEANPUATHH, B
YUPEKACHUN C MOMEHTA UX MOJIYUYEHHS MM CO3JIaHMs 10 3aBEPIICHUS UCTIOHEHUS MIIM OTIIPAB-
KH.

OCHOBHBIMHU NPUHIIUIIAMH OPTaHU3ALUHN JOKYMEHTOO00POTA SBISIOTCS CIEAYIOIIHUE:

* IPOXO’KAECHNE JOKYMEHTOB JOJDKHO OBITH ONMEpAaTUBHBIM. UTOOBI COKPAaTHTh BpeMs HX
npeObIBaHus B chepe IeI0npor3BOJICTBA, CIEAYET pa3IHuHbIe ONepaluu 1o o0paboTKe TOKYy-
MEHTOB BBINOJHATH MapajuIeIbHO (HAIpUMeEp, KONMMUPOBAHUE M pa3gada KOMHH JOKyMEHTa JIH-
11aM, B UCIIOJIHEHUH KOTOPOT'O OHU y4acTBYIOT OJTHOBPEMEHHO, U T. 11.);

© KaK/10€ MepeMeneHne TOKYMEHTa JIOJDKHO OBITh ONpaBIaHHBIM, HEOOXOANMO HCKIIIO-
YUTh WIN OTPAaHUYUThH BO3BPATHBIE MIEPEMEIIECHUS IOKYMEHTOB;

* TIOPSIIOK TIPOXOXKJICHHUS M ITPOIECCH 00pabOTKKM OCHOBHBIX BHJOB JOKYMEHTOB JIOJKHBI
OBITH €TMHOOOPA3HBIMHU.

OcHoBHas 3a7a4a OpraHU3alMy JOKYMEHTOO0O0POTa - MPSMOTOYHOCTh B JBMKCHHUHU JO-
KYMEHTOB, OJTHOKPATHOCTb U enuHooOpaszue uxX 00paboTKH.
[To oTHOIIEHUIO K ammapary yIpaBieHHS Pa3IHdyaroT MOTOKH HMOCTYMAIOUIUX, OTIPABISIEMBIX U
BHYTPEHHHUX JIOKYMEHTOB (ITPAKTHKH Ha3bIBAIOT 3TH JOKYMEHTBI COOTBETCTBEHHO BXOJISIIMMHU,
UCXOSIINMH ¥ BHYTPEHHHMH JTOKYMEHTaMH).

OCHOBHBIMHU XapaKTEPUCTHKAMH ITIOTOKOB, KOTOPbIE YUUTHIBAIOTCS MPU OPraHU3aLUH J0-
KYMEHTO000pOTa, SBJISTFOTCS:


http://www.iprbookshop.ru/
https://studopedia.ru/17_25213_ponyatie-dokumentooborota.html

- 00BbEM MMOTOKA, KOTOPBII OMPEIENIETCS] KOJTUISCTBOM TOKYMEHTOB, TPOXOIAIINX Yepe3
KaHIEeIsIpuio (cekpeTaps-pedepeHTa) 3a rojl, MoJyroAue WIIM KBapTa,

© CTPYKTypa MOTOKa, OMpeJeseMas pa3HOBUIHOCTHIO IOKYMEHTOB, aBTOPCTBOM U JPY-
TMMH KJIacCU(UKAITMOHHBIMU PU3HAKAMH,

* PCKUM IIOTOKA, KOTOpBIfI OMPECACIIACTCA NMCPUOANIHOCTBIO JABUKCHHUA TOKYMCHTOB 4C-
pe3 KaHuenspuio (cekperapsi-pedepenTa).

Ydyer o0bemMa JOKYMEHTOOOOpPOTa OCYIIECTBISIETCS C IIENbI0 MOJYYEHHUs MaHHBIX s
pacuera ITaTHON YHCICHHOCTH TIEPCOHANA JIEIOTPOU3BOICTBEHHOM CITYy>KOBI, BEIOOpA TEXHHYE-
CKHUX CPCACTB IPHU MCXAaHU3AIIUU U KOMIIBIOTCPpU3ALUKU ACIONPOU3SBOJACTBCHHLIX IMPOLCCCOB U
KOPPEKTHPOBKH 3arpy3KH MOApa3ACICHUN U OTIACIbHBIX HCIOMHHUTEICH padoToi ¢ JOKyMEHTa-
MHU.

JIisi ONTHMU3ALUU MapIIpyToOB JIBHKCHUS PA3IMYHBIX KaTErOpPHUH JTOKYMEHTOB (BXOIs-
X, UCXOOAIUX, BHYTPCHHHUX; IIPUKA30B 110 OCHOBHOH ACATCIIbBHOCTHU U JIMYHOMY COCTaBYy, MU~
CeM W TPEJIOKEHHUH TpaKIaH; 3asBOK; PEKJIaMaIlii M T. J.), pa3pabaThIBalOTCsl MapIIPyTHEIC
cxeMbl. CXeMbl JOKYMEHTOOOOpOTa BKIIOYAIOTCS B MHCTPYKIMIO MO JOKYMEHTAIHOHHOMY
00ECIIEYCHHUIO YIIPABIICHUS B KAUECTBE HEOTHEMIIEMOTO TIPUIIOKEHUSI.

CymecTByeT Tpu OCHOBHBIE (POPMBI OpraHU3aLUU PaOOTHI C JOKYMEHTAMH: LIEHTPAIN30-
BaHHasl, JCIICHTPAIM30BaHHAs U CMEIIAaHHAS.

[lenTpanuzoBanHas popma opraHu3aui JOKyMEHTOO00pOTa IPUMEHSETCS Ha TIPEIIPH-
SATHSX C HEOONBIIUM JOKYMEHTOOOOPOTOM; TMPH JCIEHTPAIN30BaHHON (hopme paboThI ¢ TOKY-
MEHTaMHU BCE ONEpaIH BBHIMOJHAIOTCA B CTPYKTYPHBIX HoapasneneHusx. CmemanHas ¢opma
paboTHI ¢ JOKYMEHTaMHU HCIIOJIB3YETCS Ha KPYIMHBIX MPEANPUATHSAX CO CIOXKHON CTPYKTYpOH U
00JIbIIUM 00BEEMOM TOKYMEHTOO0O0POTA.

Bonpocs! pu1s1 00cykaeHust

1. XapakTepuCTHKH U PUHLIUIIBI OPTaHU3AINH JJOKYMEHTO000pOTA.

2. JIBM>KeHHE BXOJAIINX, UCXOIAIINX U BHYTPEHHUX JIOKYMEHTOB.

3. Kak npoucxoauT perucrpanusi J0KyMeHTOB?

4. Pacckaxxute 00 0COOEHHOCTSIX HH(POPMAITMOHHO-CIIPABOYHOMN PabOTHI.
5. KoHTpOI1b UCTIONHEHUS JOKYMEHTOB.

6. ABTOMaTH3a1Msl OCHOBHBIX JIEJIONIPOU3BOACTBEHHBIX OTIEPAIIHIA.

3ananme:

1. Ha mpumepe AIMHHHUCTpallU¥ MYHHUITUIIATLHOTO O0pa30BaHUsl H3YYUTE CHCTEMY Opra-
HU3alUU paboTHI ¢ JOKYMEHTaMH, OIICHUTE CHIIbHBIC U Clladble CTOPOHBI U pa3padoTaiiTe peKo-
MEH/IAI[UH IO COBEPIICHCTBOBAHUIO MPOIIECCa OPraHU3alUU PabOThl CUCTEMBI JJOKYMEHTAIMOH-
HOTro 00eCTIeYeHHs YIIpaBJICHUSI.

Jlureparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa 1.B. JlokyMEHTUpOBaHUE YIIPABIECHYECKON NEATENBHOCTH [DIIEKTPOHHBIN
pecypc]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TekcToBble naHHble. — Mocksa: [lamkoB u K, Ait [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexum poctyna: http://www.iprbookshop.ru.

IlepeyeHb 10NMOJHUTEIBHOM JIUTEPATYPbI:

1. Kaybman H.JO. JlokyMeHTHpOBaHHE YNPABICHYECKON AESITCIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaydpman H.HO.— DnexTpoH. TekcToBble nanHble.— OMck: OMcKuit
rOCyJlapCTBEHHbIH  WHCTUTYT  cepBuca, 2014— 177 c¢—  Pexum  goctyna:
http://www.iprbookshop.ru.
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Tema 10 XpaHeHue JOKyMEHTOB

Iesn: paciiupuTh U 3aKPENUTh 3HAHUS IO OPraHU3alMi CUCTEMbl APXUBHOI'O XPaHEHHUS
JOKYMEHTOB.

3HaHUsT M yMeHuUsi, npuodperaemMbie CTYIEHTOM B pe3yJbTaTe OCBOCHHUS TeMbI
NMPAKTHYECKOro 3aHATUS, GopMHUpyeMble KOMIIETEHIIMH MJIM X YACTH: B MPOIECCE U3y4e-
HUS JUCHUIUIMHBI CTYJIEHTHI TOJKHBI HAy4YUThCS (hOpMUPOBATH Jieja [ Iepejaun Ha apXUBHOE
XPaHCHUC U OCJIAaTh OIMMUCHU JOKYMCHTOB, XPpaHAIIUXCA B ACIIC.

B npounecce u3yyeHus JaHHOW TeMbl (POPMUPYIOTCH CJAEAYIOLIHE KOMIIETCHIUH:
OIIK-5.

AKTYaJIbHOCTh TeMbl. 3aBEpIIAIONIMM 3TAllOM IpoLEecca JAEIONPOU3BOJCTBA SBIISIETCS
MOoATOTOBKA HCIIOJIHCHHBIX JOKYMCHTOB K XpPAaHCHHUIO W HUCIHOJb30BAHUIO. OcHoOBHas eiab
yYOnopsaaouCHUA U XpaHCHUA WCIIOJHCHHBIX JOKYMCHTOB — CO3JaHUC yCHOBI/Iﬁ JJIA UX HUCIIOJIB30-
BaHHS B CIIPABOYHON pabOTe yUpekKJACHUN U MONoJHEeHHEe ['ocy1apcTBeHHOr0 apXuBHOTO (hoH1a
PO.

TeopeTuveckasi 4acTb

B apxuBax opranusanuii JOKyMEHTBl XpaHATCS B TEUEHUE ONPEJEICHHBIX CPOKOB, IIOCIIE
Yero OHM J0JKHBI OBITh IIEpEIaHbl Ha FOCYJapCTBEHHOE XPAaHEHHUE B FOCY/1apCTBEHHbIE U MYHU-
nunanbHble apxuBbl. DenepaabHbIM 3aKOHOJATENBCTBOM OIPEAEIEHBI MPEAEIbHBIE CPOKU Xpa-
HEHMsI JOKYMEHTOB, BKIIOUEHHBIX B YCTAHOBJIIEHHOM IOPsJKE B cocTaB ApxuBHoOro ¢onaa Poc-
cuiickon Penepannu:

1. JOKYMEHTOB IO JUYHOMY COCTaBY, 3allUCEH HOTAapUAJIBHBIX IEUCTBHUH, IOXO35MCTBEH-
HBIX KHUT M KaCAIOLIMXCS MPUBATU3ALINH KUIHITHOTO (OHIA TOKYMEHTOB — 75 JIET;
MPOEKTHOM TOKYMEHTALMH 1O KalIUTAIbHOMY CTPOUTENLCTBY — 20 JIET;
TEXHOJOTMYECKON M KOHCTPYKTOPCKOM JoKyMeHTauuu — 20 JieT;

NaTEHTOB HAa U300peTeHNE, MOJIE3HYI0 MOJIEIb, IIPOMBIIUICHHBINH 00pa3zer — 20 yeT:
Hay4YHOU JOKyMeHTanuu — 15 jer;
KUHO- U ()OTOTOKYMEHTOB — 5 JIET;
BUZICO- U (POTOJIOKYMEHTOB — 3 roja.
B ciydae nukBuaanuM opraHusalviy, JOKYMEHTHI IIOCTOSIHHOIO CPOKAa XpaHEHUs W IO-
JMYHOMY COCTaBYy IE€PEJAOTCs B TOCYJapCTBEHHbIN (MyHUIIMNAIBHBIN) apxuB. i1 Herocynap-
CTBEHHBIX OpraHM3aluii, 4acTh JTOKYMEHTOB KOTOPBIX OTHECEHa K COCTaBy ApPXHMBHOro (hoHIa
Poccutickoit @eneparuu, 11 TaKOH mepeayr HEOOX0IUMO 3aKIIIOUCHHUE JOTOBOPA C yUpeKie-
HueM cucrembl DenepanbHoi apXuBHOM ciyk0b1 Poccun. Ecnu oprannzanusi CBOeBpeMEHHO He
3aKJIIOYMJIA IOTOBOP C apXMBOM, TO B 3TOM Ciy4ae rOCYAapCTBEHHBIH (MyHULIMIIAIBHBIN) apXuB
00s513aH NMPHUHATH Ha XpaHEHUE TOJBKO JOKYMEHTHI M0 JIMYHOMY COCTaBy paOOTHHKOB OpraHu3a-
nuu. MecTo XpaHEeHHs OCTaJIbHBIX JOKYMEHTOB ONPEACIATCS MPEeACeNaTeNeM JTUKBHIAMOHHON
KOMHUCCHUH WJIN KOHKYPCHBIM YIIPABIISIOILUM.

[ToaroroBKa UCIOIHEHHBIX JOKYMEHTOB K XPAHEHHIO U MCIIOIb30BaHUIO BKIIFOYACT:

1. aKcrepTusy (OLEHKY) HayYHOU U MPAKTHUECKOM IIEHHOCTH JIOKYMEHTOB

2. odopmieHue e

3. ONMCaHME JOKYMEHTOB IIOCTOSIHHOTO U J0JITOBPEMEHHOI'O XPaHEHUS;

4

5

NSk v

o0ecreyeHne UX COXPaHHOCTH;
nepenady el B apXUB YUPEKIECHUs, T.€. B BEJOMCTBECHHBIN apXUB.

(BemoMcTBEeHHBIM Ha3bIBAE€TCS APXUB, HAXOJAMIMICS B HENOCPEACTBEHHOM IOJAYMHEHUU
COOTBETCTBYIOIIEH OpraHU3alyyi, He BXOISIIEH CUCTEMY IrOCylapCTBEHHONW apXMBHOM CITyXOBbI,
WIH SBJSIIOINMICS CTPYKTYPHBIM IOApA3JeleHUEM OpraHu3aluu.) BemoMCTBEHHBIH apxuB
OCYLIECTBJISIET XpaHEHUE TOKYMEHTOB OpraHU3alui U Mpea- MPUATUN 10 Nepeadyy UX Ha rocy-
JIApCTBEHHOE XPAHCHHUE.


http://www.grandars.ru/college/pravovedenie/vidy-dokumentov.html

DKcrnepTu3a LEHHOCTH JOKYMEHTOB B JEJIONPOM3BOJCTBE MPOBOAUTCS MPHU COCTaBJICHUU
HOMEHKJIATYypbl Jen, ux ¢opmupoBaHuu. [l oOpraHuzalvd M TPOBEIEHUS SKCIEPTU3BI
LIEHHOCTH TOKYMEHTOB, 0TOOpa U MOATOTOBKH MX JJIsl IEpeAayl Ha rocy1apcTBEHHOE XpaHEeHHE,
a TaKKe JUId KOHTPOJS 3a MPaBUJIBLHOCTHIO OTHECEHHS IJOKYMEHTOB K pa3IMYHBIM JejiaM U
OKa3aHMs METOJIMYECKOM MOMOIIH B) MPOBEICHUN SKCIEPTU3bI LIEGHHOCTH JOKYMEHTA CO3JA0TCS
MTOCTOSIHHO JIeHicTBYIoMME dKciepTHhIe Komuccun (IT1K).

PazpabaTbiBaeTcs MONOKEHHE, B KOTOPOM OIPEACISIOTCS €€ (PYHKUIUHU, MpaBa U MOPAIOK
paboTHLI.

Ha skcnepTHBIE KOMUCCHH KPOME OPTaHU3aLUH €XKEr0JHOro 0T00pa JOKYMEHTOB Ha XpaHe-
HUE BO3J1araeTcs:

1. paccMOTpEHHE TOJOBBIX pa3/eyioB Jeja MOCTOSHHOTO, A0ATroBpeMeHHOro (cBbime 10
JIET) XpaHEeHUsI, B TOM YHUCJI€ U 10 JUYHOMY COCTaBy, aKTOB O BBbIJIEJIECHUU K YHUYTO-
KEHUIO TOKYMEHTOB U JIeJ, HE TOJUIeKAINX JalbHEHIIEeMy XpaHEHHUIO, O HEUCTIPAaBUMOM
MOBPEXKICHUH JOKYMEHTOB IMOCTOSHHOTO XpaHEHUsI U O HEOOHApyKEHUHU Jel, MoAJIexa-
IIMX Tepesiaue Ha roCyJapCTBEHHOE XpaHEHHE;

2. BOIPOCOB O MpHUEME Ha BEJOMCTBEHHOE XPAaHEHHE JIOKYMEHTOB JINYHOTO MPOUCXOXKIe-
HUS; IOJITOTOBKA M BHeceHue Ha paccmorpenue DIIK npeanoxxenuii 06 ycTaHOBICHUU U
M3MEHEHUU CPOKOB XPAaHEHUS IOKYMEHTOB;

3. paccMOTpeHME MepeuHeil TOKYMEHTOB, HOMEHKIATYpP JAeJ, MHCTPYKLUUN MO JEIONpPOu3-
BOACTBY U T.M. OopmiieHue aena — 3T0 KOMILIEKC paboT Mo ero nepeydery, HyMepaiuu
JIMCTOB, COCTABJICHUIO 3aBEPUTEIBHON HAMNCH, BHYTPEHHEH OMUCH TOKYMEHTOB;

4. HaAuMHAETCs OHO C MOMEHTA 3aBEpPEeHHs Jiela B JEJONPOM3BOACTBE W 3aBepIlaeTCs B
mporecce MOJATOTOBKM €ro K Iepeaadye B BEJIOMCTBEHHBIH apXWB IOCIE OKOHYAHUS
KaJleHAapHOr0 rojia, B TEYEHHE KOTOpOro neiao Obuio 3aBeneHo. OdopmieHue aen
MPOBOJUTCS paOOTHUKAMU CITYKObI IEJIONPOU3BO/ICTBA.

B 3aBucuMocTH OT CPOKOB XpaHEHHS! MPOU3BOJUTCS MOJHOE WM YacTHYHOE odopmiie-
Hue nen. [TomHoMy odopmileHHIO mouIexar Jena MOCTOSHHOTO, JOITOBPEMEHHOro (cBbime 10
JIET) XpaHEeHHUs U 0 JTUYHOMY cocTaBy. [lena BpemeHHoro (10 10 jeT BKIIOUUTENbHO) XpaHEHUS
MOJUIeXKAT YaCTHYHOMY O(hOPMIICHHUIO, X AONMYCKACTCS XPAaHUTh B CKOPOCHIMBATENAX, O€3 BHYT-
pEeHHell mepe cucreMaTU3aluu JOKYMEHTOB, 0€3 HyMepaluH JIMCTOB, a TaKKe 0e3 COCTaBIeHUS
3aBepuTeIbHON Hammucu. [lpu odopmieHnn 00J0XKEK AENT MOCTOSHHOTO, JOJTOBPEMEHHOTO
(cBpime 10 sier) XpaHeHHs M MO JMYHOMY COCTaBY JOJDKHBI YKa3bIBaThCS CIIEAYIOIINE
PEKBU3UTHI: HAWMEHOBAaHHE YYPEXKIEHUS W €ro HEMOCPEJICTBEHHAs IOJYMHEHHOCTH;
HAaUMEHOBAHHE CTPYKTYPHOIO IMOApAa3/eiCHUs, UHICKC Jelia; aHHOTalus K JOKyMEHTaM Jeia
(UL 1esT TOCTOSITHHOTO XPaHEHUs!, COJIepKalluX 0co00 IEHHBIE TOKYMEHTHI); aTa Jiena (Toma,
YacTH); KOJIMYECTBO JIMCTOB B JIeJie; CPOK XpaHEHUs Jela; apXUBHBIN mudp aena.

Bomnpocel 1uist 00cyxaennst
1. B yem 3akitoyaercst OnepaTuBHOE XPaHEHUE IOKYMEHTOB?
2. B yem 3axirodaercs IKCIEpTU3a LIEHHOCTH JOKYMEHTOB?
3. Odopmienue aen u nepeaayda J0KYMEHTOB B apXUB OpraHU3aIIH.
4. KakoBbI 0COOCHHOCTH XPaHEHUS DJIEKTPOHHBIX JJOKYMEHTOB?

3axanue:

1. Ha npumepe AIMUHHCTPAIIUA MYHUIIUTIAIBHOTO 00pa30BaHUsl  U3YYHUTh ITPOIIECC
MMOATOTOBKH HCIIOJIHCHUSA NOKYMCHTOB K XpPaHCHUIO U UCITIOJIb30BAHUTIO

Jlureparypa:

IlepeyeHb OCHOBHOI JINTEPATYPBI:

29



1. Ky3nenosa M.B. [JokyMeHTHpOBaHHE YNPABIECHYECKON ACATEILHOCTH [ DIEKTPOHHBIN
pecypc]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TeKcToBbIe NaHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http://www.iprbookshop.ru.

IlepeyeHb 1OMOJHUTEIbHOM JIUTEPATYPHI:

1. Kaybman H.JO. JlokyMeHTHpOBaHHE YNPABICHYECKON AESITCIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.HO.— DnexTpoH. TekcToBbie nanHble.— OMck: OMcKuit
rOCyJIapCTBEHHbIH  WHCTUTYT  cepBuca, 2014— 177 c¢—  Pexum  goctyna:
http://www.iprbookshop.ru.

IIpakTnyeckoe 3ansitue Ne 15
Tema 11 ABToOMaTH3aIHA JOKYMEHTAIMOHHOI0 00ecreYeHUs1 YIIPpaBJICeHUS

Llenu: pacIIMpyUTh W 3aKPENUTh 3HAHHS [0 aBTOMATH3aLUH IIpOIecca JOKYMEHTAIOH-
HOTro 00eCTIeUeHHsI yIIpaBJICHUSI.

3HaHMA W yMeHMs, NpuUoOperaeMble CTYICHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTHYECKOI0 3aHATHS, (popMUpyeMble KOMIIETEHIMH HJIM UX YACTH: B IPOILECCE U3Yyde-
HHUA OUCHUIUIMHBI CTYACHTBI NOJIKHBI HAYYHUTBCA CO34aBaTb aBTOMATHU3UPOBAHHBLIC CHUCTCMbIL
YIIpaBJICHUSA JOKYMEHTaMHU.

B npounecce u3yyeHus JaHHOW TeMbl (POPMUPYIOTCH CJIeAyIOLIHE KOMIIETCHIUH:
OIIK-5.

AKTYaJIbHOCTb TEMbI.

AKTyaJ’[BHOCTB paBpa60TKI/I ABTOMATHU3UPOBAHHBIX CHUCTCM YIIPABJIICHUA JOKYMCHTaAMU
ornpezensercss HeoOXOIUMOCTbIO BHEAPEHHUS CHCTEMbI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha
OpecaAnpusaTusiIX, BBI3BAHHOW OOJBIIMMH O00BEMaMU pa6OTBI C JOOKYMCHTaMH, IIOUCKOM,
YTBEPKJIECHUEM, COIJIACOBAHUEM JOKYMEHTOB, aBTOMATU3aLUEH IBUIKEHUS KOHCTPYKTOPCKO-
TEXHOJIOTHYECKON TOKYMEHTAIluH, SJKOHOMHUEH BPEeMEHH, 0OecTieueHrneM HH(POPMAIIMOHHON 0¢e3-
OIMACHOCTHU M MOBBIIIICHUEM HUCIIOTHUTEILCKON AUCHUIIIAHBL U1 KOHTPOJIMPYEMOCTU TEX-
HOJIOTHYECKUX IPOLECCOB.

Teoperuyeckas 4acTb

DJEKTPOHHBINA TOKYyMEHTOOOOPOT MO0 CPAaBHEHHIO C TPAJAWLIUOHHBIM OyMa)KHBIM MMEET Iie-
JIBIA PSJT TPEUMYIIECTB:

a) TPOCTOTA BHECEHUS M3MEHEHUH B IOKYMEHT;

6) BO3MOKHOCTb IIOMEIATH B JOKYMEHT HE TOJIBKO TEKCT, HO U MYJIbTUMEINHbBIE
JTAaHHbIE;

B) BO3MOXHOCTB MCIOJIb30BaTh 3apaHee 3ar0TOBIEHHBIE (DOPMBI;

r) 0oJee BBICOKasi CKOPOCTb Iepeaaun HH(popMaIu o 60IbII0MY KOJTHYECTBY a/l-
pecos;

n) SKOHOMUS Oymary;

€) KOMIIAaKTHOCTb apXHBOB;

k) TMPOCTOTA KOHTPOJIS UH(POPMALIMOHHBIX IOTOKOB;

3) BBICOKasi CKOPOCTh IOMCKA U M3BJICUCHUS HH(pOpManny;

1) BO3MO>XHOCTH 3aIUTHI JOKYMEHTOB OT HECAHKLIHOHUPOBAHHOT'O JIOCTYIIA U pa3-
TpaHUYCHHS TIPAB JOCTYIAa COTPYTHUKOB K HH(OPMAIIUH.

Cnenyer orMetuTh, 4to BHeAapeHue CAJIJl maeT ompenesieHHbIE MPEUMYIIECTBA PYKOBO/I-
CTBY MPEIANPUATHN ¥ OPraHHU3aIMi JJs OCyIeCTBICHHs YP(EKTUBHOTO YIIPABICHUS U OIepa-
TUBHOT'O MPUHSATHS PEIICHUN, 8 UMEHHO:

a) TPO3PAYHOCTb JAESATENBHOCTH COTPYIHUKOB U OTAEJIOB;
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6) BBICOKAsI CKOPOCTh MOJIYYEHHS aHAIUTUYECKUX CIIPABOK U OTUYETOB;

B) YKpEIUICHHE UCIIOTHUTEIBCKON TUCHUIIINHBL;

r) CHW)KEHHE HEraTUBHOTO BIUSHUS YEJIOBEYECKOTO (hakTopa Ha AEATEIbHOCTD
KOMITaHUU;

1) YMEHbBIIIEHHE KOJIMYECTBA COTPYTHUKOB, 3aHATHIX Pa0OTOM C TOKYMEHTaMU (Ky-
PBEPOB, KaHUEISPCKUX PAOOTHUKOB U T.I1.).

Bomnpocel 1u1st 00cyxaennst

1. Uto co00ii mpeaCTaBiIsSIOT CUCTEMbl aBTOMAaTH3AIMH JCIONPOU3BOICTBA M IOKYMEHTO-
obopora?

2. OxapakTepu3yiTe aBTOMaTU3UPOBAHHBIE CHCTEMBI

3. Pacckaxute 0 GyHKIUAX JOKYMEHTAIMOHHOTO O0ECTICYCHHUS YIIPABICHUSI.

4. DNEKTPOHHBINA JOKYMEHTOOOOPOT U CHCTEMa MEHEHKMEHTA KaueCTBa.

3axaHue:

1. PaccmoTpeTs mporiecc opraHu3alnyu JIEKTPOHHOIO JOKYMEHTOO00pOTa U aBTOMa-
TU3ALUN CUCTEMBbI YIpaBJICHUS Ha AIMUHHCTpalU MYHHIMIIATBHOTO 00pa3oBaHusi U 0003HA-
YUTh IPEUMYLIECTBA U HEJOCTATKN UCIIOJIb30BaHUS JAHHON CHCTEMBI.

Jlutreparypa:

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Ky3nenosa M.B. [JokyMeHTHpOBaHHE YNPABIECHYECKOW ACATEILHOCTH [ DIEKTPOHHBIN
pecypc]: yuebHoe mocobue mns 6akanaBpoB / M.B. Ky3neroa, I'.A. XauarpsH. — DIEKTpOH.
TekcToBble MaHHble. — Mocksa: [amkoB u K, Ait [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexwum poctyna: http://www.iprbookshop.ru.

IlepedyeHb 1OMOJTHUTEIbHOM JIUTEPATYPHI:

1. Kaypman H.IO. JlokymeHTHpOBaHUE YNPaBIEHYECKON AESITEIBHOCTH [DIEKTPOHHBIH
pecypc]: yuebnoe nmocooue/ Kaypman H.KO.— Dnextpon. TexcToBbie nanubie.— OMck: OMCKuit
rocygapcTBEHHbI  WMHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pocryna:
http://www.iprbookshop.ru.

IIpakTyeckoe 3ansaTue Ne 16

Tema 12 Cucrema ynpapjieHHs JOKYMEHTAMH HA NMPeANPUSITHH

Henan: u3y4ynTh KOMIJIEKCHYIO CUCTEMY YIIPaBJIEHUS JOKYMEHTaAMU Ha MPEANPUATHH.

3HaHUsT M yMeHusi, nmpuodperaemMbie CTYACHTOM B pe3yJbTaTe OCBOCHHS TeMbI
NMPAKTH4YECKOro 3aHATUs, GopMupyeMble KOMIIETEHIIUN MM MX YaCTH: B IpoOIEcCCe U3y4e-
HUSl JUCUUIUIMHBI CTYACHTBI JOJDKHBI aHAJIW3HPOBATh CYILIECTBYIOIIME CHCTEMBI YIPABIICHUS
JIOKYMEHTaMU Ha IMPEANPUITHH.

B npouecce u3yuyeHusi JaHHOH TeMbl (GOPMHPYIOTCH CJeAyHONHe KOMIIETCHIMHU:
OIIK-5.

AKTyaJbHOCTh TeMbl. CHcTeMa YNpaBlIEHHUs NOKyMEHTaMU — IPOTPAMMHBIA KOM-
IJICKC, 00eCTIeYnBAIONINI XpaHEHHE, YUET, YIOOHbBIN MOUCK, OE30MaCHOCTh U OTIEPATUBHBINA J0-
CTYI K KOPIIOPaTUBHBIM OyMaram.

JIOoroBOpHBI, KOPPECTIOHACHIIHS, MYJIbTUMEIMHHBINA KOHTEHT, 0a3bl 3HAaHUH, apXuB... O0b-
eMbl uHGOopMauu 1000 KOMIIAHUU HCUUCISIIOTCS IECATKaMU U COTHSIMU Thicsd (aiinos. Jlro-
0ast KOMITaHUS PAHO WX TO3HO CTAJIKMBACTCA C 3a]ja4eii OpraHu3aIlii U aBTOMATH3AIUH JI0KY-
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MEHTO000pOTa. DTO MOXKET OBITh CBS3aHO C POCTOM KOMITAHWH, H3MEHECHUSIMH B CTPYKTYDE,
HEOOXOMMOCTHIO OOHOBIICHUS YIIPABICHYECKUAX NPAKTUK H METOJIOB PaOOTHI, KOTOPBIE MPETIST-
CTBYIOT TMOBBIIICHUIO KOHKYPEHTOCIIOCOOHOCTH. CHcTeMa yIpaBiIeHHs] TOKYMEHTaMHU, JPYTHMH
CIIOBaMH CHCTEMa 3JICKTPOHHOTO JOKyMEHTO000pOTa, CBOEBPEMEHHO BHEAPEHHAS B KOMIIAHUH,
HE TOJBKO TOMOXET MPEOOJETh MOJOOHBIC MTPOOIEMbI, HO M CTaHET WHCTPYMEHTOM, TO3BOJIS-
IONIMM TPOBOJIUTH aHAIW3 COCTOSHHS MHOTHX OHM3HEC-TIPOIIECCOB, YTO TO3BOJHUT BO BpEMsI
«paclIUBaTh y3KHE MECTa», KOPPEKTUPOBATH CTPATEIHH U MPAKTHKU YIPABICHUS IJI TOBBIIIE-
HUS 9P PEKTUBHOCTH MPEIITPUATHSI.

Teoperuyeckas 4acTb

OnbIT cTpaH, NPUMEHSIONINX TPUHIUIBI YIIPABJICHUS JOKYMEHTAMU B JIEATEIbHOCTH Op-
raHu3alui, UCMOJIb30BaH U 3aKperieH B MexayHapogHoMm ctangapte MCO 15489-2001 «H-
dbopMalus 1 JOKyMEHTAIUsl — YTIpaBlIeHUEe JOKYMEHTaMU», MOJO0KEHUS KOTOPOTO pacCMOTpe-
Hbl B mocooun. B 2007 . maHupyeTcs MPUHATHE aHAJIOTHYHOTO POCCHICKOTO CTaHIapTa Io
ynpasinenuto fokymeHTamu (OCT P UCO 15489), xoTopblii OyaeT SABIATHCS MEPEBOIOM MEX-
JYHapOJHOTO.

B crannapre UCO 15489 ynpaBneHue JOKyMEHTaMu — OJ{HA U3 (DYHKIIMIA yIpaBIeHUs U
o0yacTh ynpaBlieHUs,KOTopasi o0ecreunBaeT KOHTPOJb CO3JaHMsl, MOTYUEeHHUsI, UCTIOIb30BAHUS U
XpaHeHus: B (popMe HOKYMEHTOB J0Ka3aTeNbCTB M WH(POPMAIIUU O JIEIOBOW aKTUBHOCTH U OT-
JIeNIbHBIX YIPABICHUYECKUX ONepaIusix.

B nensx ynpasienusi JOKyMEHTaMU B OPraHU3alMU TPOECKTUPYIOT, BHEAPSIOT U MOAJEP-
KHUBAIOT B aKTyaJIbHOM COCTOSIHUU CHUCTEMY yNPaBJICHUS TOKYMEHTaMHU.

[lonsitue «cucrema» B crangapre MCO 15489 ucnonb3yercst B MIHUPOKOM CMBICIE, OHO
BKJIIOYAET JIIOJIeH M MPOLIECChl HapaBHE ¢ MHCTPYMEHTaMH U TeXHouorusmu. s co3ganus cu-
CTeMbI HEOOXOANMO:

* OpraHu3oBaTh pabOTy (YCTaHOBHTH IMOJTHOMOYHS, OOS3aHHOCTH M OTBETCTBEHHOCTDH)
ciyx0b1 JIOY, a Takke pyKOBOIUTENCH M COTPYTHUKOB MPEANPHITHS, CO3AIOMINX M HCIIOJb-
3YIOUIUX JOKYMEHTHI,

* ONTUMHU3HPOBATH PAOOTY C JHOKYMEHTaMH (MX PETUCTPAIHIO, KIACCH(PHUKAIUIO, BKIIO-
YeHHe B MH(POPMAIIMOHHYIO CUCTEMY, YCTaHOBJICHHE MOPSAIKA U CPOKOB XpPaHEHHs] JOKYMEHTOB,
o0ecrieyeHrne UX COXpPaHHOCTH U T.11.);

* BBIOpaTh U BHEAPUTH dPHEKTUBHBIE TEXHOJIOTHH PA0OTHI C JOKYMEHTHOW MH(pOpMAIIH-
el Ha BCeX ATanax ee KU3HEHHOIO 1UKJIa;

* pa3paboTaTh ¥ YTBEPAUTH JOKAJIbHbIE HOPMATUBHO-METOIMYECKHE aKThl, pErIaMeHTH-
pyIoIre BCce y4acTKH pabOTHI CO BCEMU BUAAMHU U (hOpMaTaMu JOKYMEHTOB MPEATPHUSATHSI.

CranjapT NpUMEHUM U IIPU UCIIOJIb30BAHUU TPAJAULUOHHBIX

METOJOB BEICHUS «OyMakHOTO» JTOKyMeHTooOopoTa. Ho, B mepByto ouepenb, OH Oyaer
M0JIE3€H OpPraHu3alMsIM, BHEIPSIIOUIMM TEXHOJIOTHH PabOThI C AJIEKTPOHHBIMU JOKYMEHTAMHU U
cucTeMbl aBToMaTu3anuu JJOY.

[Ipu pa3paboTke cUCTEMBI yIpaBiIeHUS JOKYMEHTAMHU YUUTHIBAIOT LENH, 331a4U U (PyHK-
MU OpraHU3allid, €€ CTPYKTYpPY, MPaBOBYIO, YIIPABICHUECKYIO U MOJUTHYECKYIO cpeny. Kaxk-
IYI0 YIpaBJIEHYECKYIO (DYHKIUIO, BCE JCMCTBHS U ONEpalli pacCMaTpUBAIOT C TOUKH 3PEHUS UX
noTpeOHOCTH B AJoKkyMeHTax. [Ipu aToM omnpenenstoT TpeOoBaHMs K JOKYMEHTaM, a TakKe KOr/a,
KaK U I7ie JOKYMEHTHI BKIIOYAIOT B CUCTEMY YIPABIEHUS TOKYMEHTaMU. AHAIU3UPYIOT KPUTHU-
yeckue (paKTOphl U CYIIECTBYIOLINE HEAOCTATKU, CBSI3aHHBIE C YIIPABICHUEM JOKYMEHTAMHU.

Bomnpocel nuist 00cyxaennst



1. Oxapakrepusyiite 'OCT P UCO 15489-1-2007 «CUBU /. Ynpasnenue nokymentamu. O0-
mue TpeOoBaHUs»: TPeOOBAHMS K TOKYMEHTaM, (DYHKIIUU TOKYMEHTOB IPEIANPHUSTHS, OTBET-
CTBEHHOCTh PA0OTHHUKOB B 00JIaCTH JOKYMEHTHUPOBAHUS JAEATEILHOCTU NPEANPUATUS U OPraHu-
3allMd Ha HEeM paboThI ¢ JOKYMEHTaMH.

2. Co3/iaHus CUCTEMBI YIPABIIEHUS JOKYMEHTaMH Kak OfHa U3 (QYHKIUI yIIpaBJIeHUs COBpe-
MEHHBIM MPEANPUITHEM.

3. Kakue TpeOoBaHMs MPEIBABIAIOTCS K CHCTEME YIIPaBJICHUS JOKYMEHTaMH ?

3ananmue:

1. PaccMOTpeTh cUCTEMY YINpaBIEHUsA TOKYMEHTaMH Ha AJIMUHHMCTPALMA MYHULIH-
NAJIBHOTO 00pa30BaHMs M MPEATIOKHUTH MEPOIPUATHS MO €€ COBEPIICHCTBOBAHUIO B YCIOBUSX
M (poBHU3ALUN SKOHOMUKH.

Jlutreparypa:

IlepeyeHb OCHOBHOI JINTEPATYPHI:

1. Ky3nenosa 1.B. JlokymMeHTHpOBaHHE YIPABIECHYECKOW NEATEIBHOCTH [DJIEKTPOHHBII
pecypc]: yuebHoe mocobue s 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.
TeKcToBbIe naHHble. — Mocksa: [lamkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http://www.iprbookshop.ru.

IlepeyeHb 1OMOJHUTENbHOM JIUTEPATYPHI:

1. Kaydbman H.JO. JlokymMeHTHpOBaHHE yMPaBICHUECKOU ACITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.HO.— DnexTpoH. TekcToBble nanHble.— OMck: OMcKuit
rOCyJlapCTBEHHbIH  WHCTUTYT  cepBuca, 2014— 177 c¢—  Pexum  goctyna:
http://www.iprbookshop.ru.

PEKOMEHAYEMAS JIUTEPATYPA

1. OcHoBHas nuTepaTypa

1. Ky3nenosa M.B. [fJokymMeHTHpOBaHWE yNPABICHYECKON AEATEIBHOCTH [ DIEKTPOHHBIN
pecypc]: yuebnoe mocobue mns 6akanaBpoB / M.B. Ky3ueroa, I'.A. XauarpsH. — DIEKTpOH.
TekcToBble MaHHble. — Mocksa: [amkoB u K, Ait [Iu Op Meaua, 2021. — 240 ¢. — ISBN 978-
5-394-03274-5 — Pexwum poctyna: http://www.iprbookshop.ru.

2. JlonoJHUTENbHAS IUTEpaTypa

1. Kaypman H.IO. JlokymMeHTHpOBaHUE YNPaBIEHYECKON IESITEIBHOCTH [DIEKTPOHHBIH
pecypc]: yuebnoe nmocodue/ Kaypman H.KO.— Dnektpon. TekcToBbie nanabie.— OMck: OMCKuit

rocygapcTBEHHbI  WHCTUTYT  cepBuca, 2014.— 177 c¢—  Pexum  pocryna:
http://www.iprbookshop.ru.
3. Pecypcnl HH()OPMAITMOHHO-TEIEKOMMYHUKAITHOHHOM ceTu «HTepHeTY,

HGOGXO,Z[I/IMBIG JJIA OCBOCHUSA JUCIHUITIINHBI

http://biblioclub.ru (Caiit 9bC «YHuBepcuteTckas 6u0I1oTeKa OHIalH»)
http://www.economicus.ru/nfpk/pe.php (O6pazoBaTenpHbIi mopTan «Economicus.ruy)
http://www.consultant.ru/ (Odunmansueiii caiT komnanuu «Koncynabrant- [Tmocy).
http:///www.garant.ru/ (CaiiT nuH(OpMaImoOHHO-IPaBOBOTO TopTaja «I[ apanty).
http://fcior.edu.ru/ (CaiitT enepanbHOro 1meHTpa HHPOPMALTMOHHO-00PA30BATENIBHBIX

pPECYPCOB).
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IsaTuropck
2026



Ipenuciaosue

B HacTosmiee  BpeMs ~ COBEpIICHCTBOBAHHWE  YIPABJICHUS  MPOU3BOJICTBEHHO-
XO3SICTBEHHBIMH ~ CHCTEMaMHM, TIOBBIIICHHE YPOBHS OpraHum3auud U 3((HEeKTUBHOCTH
YIPaBIEHYECKOT0 TPyAa BO MHOTOM 3aBUCHUT OT TOTrO, HACKOJIBKO PAallMOHAIBHO MOCTaBIEHO B
YUPESKACHUAX U HA MPEANPHUATHAX JEIONPOU3BOACTBO. TepMUH «IOKyMEHTAIlMOHHOE obecre-
YEeHHE YIPaBJICHUS» XapaKTepU3yeT COBOKYITHOCTh PadOT MO JIEJIONPOU3BOJCTBY YUPEKICHUHN U
[0 OpraHM3allii B HUX JOKYMEHTOB. [IOHATHEM «OKYMEHT» ompenensercss uHpopMmanus, 3a-
MHACaHHasl JIIOOBIM CIIOCOOOM Ha JIF0OOM Martepuase, U3JIaHHas WX MOoJydeHHas Jo0bM (hu3u-
YECKUM WM IOPUIMYECKUM B JIIOOON OpraHU3aliy Il UCTIOJIb30BaHMs B CBOCH JESATEIbHOCTH.

Kypc «/lemonpon3BoacTBO U JOKYMEHTAITMOHHOE O0OECIIEYeHUE TOCYIapCTBEHHOW U MY-
HUIMIMAIBHOHN CITy>KOBI» JaeT 0a30BbIe 3HAHUS B 00JaCTH U3YYEHUS JEIONPOU3BOJCTBA U Pabo-
Thl C JOKyMEHTaMU B OpraHu3aluu. B mpeqinaraeMbix METOAMYECKUX yKa3aHUSAX paccMaTpuBa-
eTcs CYIIHOCTh M Crenr(uKa TOKyMEHTHPOBAHUS YIPABICHYECKON JIEATEIbHOCTH; MTPOUCXOIUT
O3HAaKOMJIEHHE C MPAKTUKON COCTaBJICHUSI OPraHU3ALMOHHBIX, PACMIOPAIUTENBHBIX U UHpOpMa-
IIUOHHO-CIPABOYHBIX JIOKYMEHTOB; OBJIa/JICHUE HABBIKAMH aPXHWBHOT'O XPaHEHHs JTOKYMEHTOB U
COCTaBJICHUS] HOMEHKJIATYpPhI Jell.

Marepuan kypca obecrieqrBaeT 3HaHHE OOIIUX MPUHITUIIOB OPTraHU3aIIH.

Ilens ocBOCHMS MUCHMILIMHBI 3aKitodaeTcs B (OpMUPOBaHUH HabOpa MpodeccCuoHaIb-
HBIX KOMIIETeHUMH OakamaBpa 1o HampasieHuio noarotoBku 38.03.04 T'ocynmapcTBeHHOE H
MYHUITMIIAJILHOE YIIpaBjieHue, (HampaBiIeHHOCTh (Mpoduib): «PernoHaJbHOE YIpaBIICHUEY),
OCBOCHHE CTYACHTaMH TEOPETUYECKHX 3HAHHI B 00JACTH IEIONPOM3BOJCTBA B OPraHU3ALUU U
npuoOpeTeHne MPAKTHUYECKUX HABBIKOB B 00JaCTH OQOPMIICHUS TOKYMEHTAIlUHU, HEOOXOIUMOM
JUTSL IPUHSTHS TPAMOTHBIX YIIPABICHYECKUX PEIICHHIA.

K 3amayam u3yuyeHus: AMCUUIUIMHBI OTHOCSTCS: MOJTYYeHHE 3HAHUM M0 OCHOBHBIM IPHH-
[UIaM, MOHATUAM (HOPMUPOBAHMS HAYKH «/leI0nmpOon3BOACTBO U JOKYMEHTALMOHHOE obecreye-
HUE rOCyIapCTBEHHOW M MYHULIUIIAJIBHON CITY>KOBD», IPUHIIMIIOB U 3aKOHOB OpraHMU3allH JOKY-
MEHTO00O0pOTa Ha NPEANPHUATHH; (OPMHUPOBAHUS YIMPABICHUYECKONM M MHON OpPraHU3allMOHHO-
paclopsAUTENbHON JTOKYMEHTAllMU; BEIEHUE KaJpOBOTO JOKYMEHTOO0OOPOTa; CTPYKTYpy MO-
CTPOEHUS JOKYMEHTO000pOTa B OpraHu3aiy; (OpMUPOBAHUE YMEHHUI MPUMEHATD MTOJTy4YCHHbIE
3HaHUS K PEUICHUIO BOIPOCOB IO OPraHU3allMOHHBIM MpoIleccaM Ha MPEANPUSTHU OBJIa/IeHUE
OCHOBHBIMH NPUHLIUIIAMH (OPMHUPOBAHUS JOKYMEHTUPOBAHHS YIPABICHYECKON AEATENbHOCTH,
3aKOHAMHU OpraHU3aIiy, HABBIKAMU COCTaBJICHUS HEOOXOAUMBIX YIPABIEHYECKUX TOKYMEHTOB.

B cooTBeTcTBUM € 3TUM OCHOBHOM II€IbIO MPETOAABAHUS TUCIUILIMHBI BBICTYIAET (Gop-
MHUpPOBaHHE Yy CTYJCHTOB 3HaHUI1, HABHIKOB M YMEHUH B 00J1aCTH TOKYMEHTHPOBAHUS YIIpaBIICH-
YEeCKOH AeSITSIILHOCTH.

dopmupyeMbIe B IPOLIECCE U3YIEHHS KOMIIETEHIIHH:

OIIK-5. Cnoco0GeH ucnoiabp30BaTh B MPO(PECCHOHANBHON AEATETbHOCTH WH(POPMAIMOH-
HO-KOMMYHHUKaIlMOHHBIE TEXHOJIOTUH, TOCYapCTBEHHbIE U MYHULUIIATbHbIE HHOPMAIIMOHHBIE
CHCTEMBI; PUMEHSTh TEXHOJOTHU DJIEKTPOHHOTO MPAaBUTENbCTBA U MPEAOCTABICHHS Tocyap-
CTBEHHBIX (MYHHUIIUITAJILHBIX) YCIIYT

Pe3ynbTaThl OCBOGHHS AUCIUILTMHEI B pa3pe3e KOMIIETCHIIUI:

OIIK-5:

Hcnonb3yeT MeTom0JIOTHI0 MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHHA, Teope-
TUYECKHE OCHOBBI ()OPMHUPOBAHUS MH(POPMAITMOHHOTO 00eCIIeUeHus poLecca yIpaBIeHHs, UH-
CTPYMEHTAJIbHBIE CPEJICTBA KOMITBIOTEPHBIX TEXHOJOTHI HWH(OPMALMOHHOTO OOCITYKUBAHUS
YIIPaBJIEHYECKON AEATENbHOCTH; TEHACHIIMM U TEPCHEKTUBBI Pa3BUTHS U UCIOJIb30BAHUS WH-
(hopMaIlMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN B TPO(ECCHOHATILHOM 1eSTEIbHOCTH;

[Tpumensier nHGOPMALIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUH JIJISl pELICHHS] YIIpaB-
JIEHYECKHX 3aJ1a4; OMpeeIIsieT HapPaBICHHsI UCIIOJIb30BAHUS U TEHICHIINH Pa3BUTHUS HH(POpMa-
[IMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH B 9KOHOMHUKE U YIIPaBJICHHH;
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[TpuMeHsIeT TEXHOJIOTHH 3JIEKTPOHHOTO ITPABUTEIBCTBA U TIPEAOCTABICHHS TOCYAap-
CTBEHHBIX (MYHUIIUITAJILHBIX) YCIIYT
MeTtoaudeckue yka3zaHUsI COEPKAaT PEKOMEHIANNU K TPAKTHUECKUM paboTaM CTyIeH-
TOB M CIICOK PEKOMEHIOBAHHOM JTUTEPATYPHI.
B pe3ynbrate 0ocBOSHUS TUCHUTUIMHBI ()OPMUPYIOTCS CIESIYIONINE KOMITETEHIIUHU, HH U~

KaTOPBbI:

Kon, bopmynupoBka

Kopa, popmynupoBka nHAMKAaTOpA

[Tnanupyemblie pe3yibTaThl

KOMITETCHITUH O00y4YeHHs 1O AUCIUILIUHE
(MonyIr0), XapaKTepHU3yIO-

IMe 3Tansl GOPMUPOBAHUS

KOMIIETEHLIM M, UHIUKATOPOB

OIIK-5. [IpunrMaer 00GOCHOBAaHHBIE

CriocobeH HCIoIb30BaTh
B IpOeCCUOHAITBHOM JTe-
ATEIBHOCTH MH(OpMALHU-
OHHO-
KOMMYHHUKAI[HOHHBIC
TEXHOJIOTUH, rocyaap-
CTBCHHBICE W  MYHHUIH-
najgbHble WH(POPMAIMOH-
HBIE CHCTEMBI; TIpUMe-
HSTh TEXHOJOTHH DJIEK-
TPOHHOT'O MPABUTEIHCTBA
U TIPENOCTaBICHUS TOCY-
JApCTBEHHBIX  (MYHHIIU-
MaJbHBIX) YCIYyT

N/-1 onk-s Ucnonb3yer merono-
JIOTHIO UH(POPMAIIMOHHO-
KOMMYHHKAIITHOHHBIX TEXHOJIOTHH,
TEOPETUYECKHE OCHOBBI (POPMHPO-
BaHMs HTH(POPMAIIMOHHOTO obecrie-
YCHHUS TIpoIiecca YIPaBICHHUS; H-
CTpyMEHTAIIbHBIC CPEICTBA KOMITb-
IOTEPHBIX TEXHOIOrui HHDOpMa-
IIUOHHOTO OOCITY’)KUBaHUS YIIPaB-
JICHYECKOH JIeITeTbHOCTH; TCH/ICH-
IIUH ¥ TIEPCTIICKTHBBI PA3BUTHUS H
UCIIOJIb30BaHuUs HH(DOPMAIHOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH B
npo(hecCHOHATILHON JIEATEIILHOCTH

NA-2 onk-s [Ipumensier nuudopma-
IIHOHHO-KOMMYHUKAI[HOHHBIC TEX-
HOJIOTHH JUTSL PEIICHUSI yIIPaBIICH-
YEeCKUX 3aj1a4; ONpeelsieT HarpaB-
JICHHS VICTIOJIb30BaHUS ¥ TCHIICH-
MM Pa3BUTHS UHPOPMAIIMOHHO-
KOMMYHHKAI[HOHHBIX TEXHOJIOTHH B
KOHOMHKE U YIPABICHUH

UJ-3 onk-s [lpumensier TexHOIO-
THH AJIEKTPOHHOTO TIPAaBUTEILCTBA
U MIPEIOCTABJICHUS TOCY1apCTBEH-
HBIX

(MyHUIIMTIATBHBIX ) YCITYT

PEIICHUA U UCIIOJIB3YET UH-

dopmaroHHo-
KOMMYHHKAI[HOHHBIE  TeX-
HOJOTUH  BO Bcex cdepax
JEeATETbHOCTH

O0mast XxapakTepucTHKAa CAMOCTOSITEIbHOM Pa00ThI CTYJAEHTA NPHU U3yYeHUH TN CHUIIIMHbI

[lenpt0 caMOCTOSTENBHOM PabOTHI CTYACHTOB IO AUCIUIUIMHE «JleIonmpon3BOACTBO U
JOKYMEHTAIIMOHHOE OO0ECIIEYeHHE TOCYIapCTBEHHOW W MYHHIIMTAIBHOW CITYKOBI» SBIISICTCS
OBJIAICHUC (byHﬂaMeHTaHBHBIMH 3HaHUAMH, Hpoq)eCCHOHaHBHBIMH YMGHI/IHMI/I 1 HaBBIKaMU J€Cs1-
TEITBHOCTH TI0 MPOQUITIO, OTIBITOM TBOPUYECKOU, NCCIIEI0BATEILCKOM IEATETHOCTH.

CaMOCTOHTeHBHaH pa60Ta CTy,Z[eHTOB CHOCOGCTByeT paBBI/ITI/IIO CaMOCTOATCIBbHOCTHU, OT-
BETCTBEHHOCTH M OPTaHM30BAaHHOCTH, TBOPUYECKOTO TMOJX0/1a K PEIICHUIO TPOo0IeM yueOHOro U
npoeccnoHALHOTO YPOBHSI.

3aauaMu CaMOCTOSATEIIbHONW pabOoThl MO MUCIUIUIUHE «J[enonmpon3BoACTBO U TOKYMEH-
TAI[MOHHOE 00eCTeYeHNe TOCYIapCTBEHHON U MYHHUIIMIIATBHOM CITYKOBD) SIBIISIOTCS:




- CHCTeMaTH3alus U 3aKpeIUICHHE NOTYYCHHBIX TEOPETUIECKUX 3HAHUN M MPAKTHYECKHUX
YMEHHUH CTYAEHTOB;
- yriyOJeHue U pacuIMpeHne TeOPETUYECKUX 3HAHH;
- (hopmupoBaHEe yMEHHH HCIIOIB30BaTh HOPMATUBHYIO, IPABOBYIO, CIIPABOYHYIO TOKY-
MEHTALHUIO U CIICUATIBHYIO JIUTEPATYPY;
- pa3BUTHE NO3HABATEIBHBIX CIOCOOHOCTEH U aKTHBHOCTH CTYACHTOB: TBOPYECKOM MHH-
[IUATHUBBI, CAMOCTOSATEIILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BaHHOCTH;
- (popMupOBaHUE CAMOCTOSITEIBHOCTH MBIIICHUS, CHOCOOHOCTEH K CaMOpa3BUTHIO, Ca-
MOCOBEPIIIEHCTBOBAHUIO U CAMOpealIN3alliy;
- Pa3BUTHE UCCIIEIOBATEIBCKIX YMEHUIA;
- HCIOJIb30BaHUE MaTepuaia, COOPaHHOTO M MOJIYYEHHOTO B XOA€ CaMOCTOSTEIbHBIX 3a-
HATHH Ha CEMHMHApax, Ha MPAKTUYECKUX U JTa0OpaTOPHBIX 3aHATHUSIX, IPU HAIMCAHUU KYPCOBBIX
paboT U BBHIMTYCKHOH KBaJIM(UKAITUOHHON PAOOTHI.

[IJIAH-I'PA®UK BBIITOJIHEHUSI CAMOCTOSTEJILHOM PABOTHI
TexHOMOTrHYecKasi KAPpTa CaMOCTOSITeIbHOM PadoThI CTyIeHTA

OuHo-3204Has popMa 00yUeHUs

Komsr Bun Htoroserit Cpencrsa u OO0ObeM JacoB, B TOM YHCIIE
peanuusye | JEATENLHOCTH HPOTYKT TEXHOJIOTUH (axan.)
MBIX KOMIIe- CTYJICHTOB CaMOCTOSITEIN OLICHKH CPC | KonraktHa | Bcero
TEHIMH, HH- BHOM PabOTHI s paboTta ¢
JTUKATOPOB npernojaBa
TeJIeM
4 cemecTp
OIIK-5 UJI-1 | CaMOCTOSTEIb KOHCIIEKT cobecenoBa- 432 4,8 48
OIIK-5 U/I-2 | HOe u3yuyeHue HUE
OIIK-5 U/JI-3 | nuteparypbl
OIIK-5 U/I-1 | TloaroroBka k Joxman [Tepedyens Tem 43,2 4.8 48
OIIK-5 NJI-2 JUCKYCCHH JTUCKYCCHOH
OIIK-5 UJI-3 HOT'O CTOJIa
Tect TectupoBanue
omes | o p
OIIK-5 N/1-2 HITIO 18 2 20
OIIK-5 1UJI-3
Hroro 3a 4 cemectp 104.4 11,6 116
Hroro | 1044 11,6 116
K3aMCH
o1 [T x| e |
OIIK-5 N/1-2 432 4.8 48
OIIK-5 1UJ1-3

PadoTra ¢ 1ureparypoii
I[.H}I yCHICUIHOTO OCBOCHU S NUCHUIIIINHEI, HGOGXOI[I/IMO CaMOCTOATCIIbHO ACTAJIbHO U3YYHUTH
MIpe/ICTaBJICHHbIE TEMbI 10 PEKOMEH1yeMbIM UCTOYHUKAaM HHGOpMaInu:

No

TeMsr AJI1 CaMOCTOATCIIbHOI'O U3YyUYCHUA

PexoMeHnyeMble HCTOUYHUKU HHPOPMALIUU

(Ne ncrtounuka)
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/11 OcHoBHas | Jlononuu- | Merogu- | UHTepHeT-
TeJIbHas yeckast pecypchl

1. Tema 1. Ponn I/IH(?OpMaI_[I/II/I U JOKYMEHTOB 1 | 123 12345
B YIPABIICHUYECKOU JCSITEIILHOCTH

2. Tema 2. JIokyMeHT U  CHCTEMBbI 1 | 1,2,3 1,2,3,4,5
JIOKyMEHTaITu!

3. Tema 3. HopmatuBHO-tIpaBoBasi 6a3za mo- 1,2,3 1,2,3,4,5
KYMEHTAI[HOHHOTO 00eCIIeYeHus yrpaniie- 1 1
HUS

4. Tema 4. YpaBneHueckas JOKYMEHTAIIUSA: 1,2,3 1,2,3,4,5
TpeOOBaHUs K COCTABICHHUIO U OopmIie- 1 |
HUIO, popMyIIsip-oOpaserr, CoCTaB U pac-
MOJIO’KEHUE PEKBU3HUTOB.

5. Tema 5. Co3nanue 31eKTPOHHBIX JAOKY- 1 1 1,2,3 1,2,3,4,5
MCHTOB

6. Tema 6. Opranu3andOHHBIE JTOKYMEHTHI, 1 1 1,2,3 1,2,3,4,5
WX COCTaBJICHHE U 0POPMIICHUE

7. Tewma 7. CocraB U co3laHUE pacOpsIIn- 1 1 1,2,3 1,2,3,4,5
TEITBHBIX TOKYMEHTOB

8. Tewma 8. M opManinoHHO-CIIPaBOYHBIC | | 1,2,3 1,2,3,4,5
JIOKYMEHTHI

9. Tema 9. Opranuzanusi paboThI C TOKyMEH- 1 1 1,2,3 1,2,3,4,5
TaMu

10. | Tema 10. XpaHeHne TOKYMEHTOB 1 1 1,2,3 1,2,3,4,5

11. | Tema 11. ABTOMaTH3AIMS TOKYMEHTAIIH- 1,2,3 1,2,3,4,5
OHHOTO OOeCIeYeHUs YIPaBICHHS 1 1

12. | Tema 12. Cucrema ympaBieHUs JOKYMEH- 1,2,3 1,2,3,4,5

TaMH Ha NPEAIPUITUI

3. KOHTPOJIbHBIE TOYKU 1 BU/Ibl OTYHETHOCTH 110 HUM

PeliTuHroBass cuctema OIEHKH HE TPEAyCMOTpPEHA MJisi CTYIACHTOB, OOy4YarolIuXcs Ha
00pa3oBaTeNbHBIX NPOrpaMMax YPOBHS BBICHIETO 00pa3oBaHUsl OakajaBpuaTra OYHO-320YHOM
(hopMbI 00YUCHHSL.




4. MeToguyecKue peKOMEHIALMHU 110 M3YYCHHIO TEOPETHYECKOr0 MaTepHuaJia

Pabora ¢ kuurou

[Ipu pabote ¢ KHUro¥ HEOOXOTUMO MOA00paTh JIUTEPATYPy, HAYUYUTHCA NMPABUIBHO €€
YUTaTh, BECTHU 3anucu. g mogdbopa aurepaTypsl B OMOIMOTEKE HCTIONB3YIOTCS alpaBUTHBIN U
CUCTEMATUYECKUIN KaTaJIOTH.

BaxHO MOMHUTB, 4TO pallOHAIbHBIE HAaBBIKK PabOTHI C KHUTOW - 3TO Bceraa OoJbluas
HKOHOMHUS BPEMEHHU U CHJL.

[TpaBuibHBIT  TONOOpP YUYEOHMKOB PEKOMEHAYETCSl MpernojaBaTesieM, YHTAIOIIUM
JEeKIMOHHBIA Kypc. HeoOxomumast nmutepaTypa MOKET OBITh TakKe yKa3aHa B METOIMUYECKUX
pa3paboTKax 1Mo JaHHOMY KypcCy.

Nzydas maTepuan mo y4eOHHKY, CIEIyeT MEepeXOAUTh K CIEeIyIOMEMY BOIPOCY TOIBKO
Mocjie MPaBWJIBHOTO YSCHEHUS TMpeAbIAYyIIero, ONUChiBass Ha Oymare Bce BBIKIAAKUH U
BBIUUCIICHUSI (B TOM 4YHCIE Te€, KOTOpble B Yy4YEOHHMKE OIYIIECHbl MM Ha JIEKUUU JaHbI
JUICAaMOCTOSITEIbHOTO BBIBOJIA).

[Tpu n3ydennu mo000i AUCHUILTUHBI OOJIBIIYIO M BaXKHYIO POJIb UTPAET CAMOCTOSTEIbHAS
WHIMBHIyaIbHas paboTa.

Ocoboe BHMMaHHE clleAyeT OOpaTUTh Ha ONpeAeieHHE OCHOBHBIX IOHATUH Kypca.
CryneHT A0JKeH MOoApOOHO pa3dupaTh MPUMEPHI, KOTOPbIE MOSCHSIOT TaKUE OMpPENENICHUS, U
YMETh CTPOUTHh AaHAJIOTMYHBIE NPUMEpPbI CaMOCTOSATEeNbHO. HyXHO nOOMBaThbcs TOYHOTO
MpEJCTaBIeHUs O TOM, 4YTO H3y4aellb. [lole3HO COCTaBISATH OIMOpPHBIE KOHCIEKTHI. [Ipu
M3YyYEHUH MaTepuasia 1Mo Y4eOHUKY IMOJIE3HO B TETpaau (Ha CIEHUAIBbHO OTBEICHHBIX MOJISX)
JIOTIONIHSTh KOHCIEKT Jekiuil. Tam ke cieayeT oTMedaTh BOIPOCHI, BBIJEIIEHHBIE CTYIEHTOM
U1 KOHCYJIBTAIlMU C TIPENOaBaTeIeM.

BbIBObI, IONTyUEHHBIE B PE3yJIbTaTe U3YUYECHUS, PEKOMEHYETCS B KOHCIIEKTE BBIIETATH,
9YTOOBI OHH NPH MEPEYUTHIBAHUHN 3aIMCEH JIyUIlle 3alIOMHHAJIHCh.

OnpIT MOKa3bIBa€T, YTO MHOTHM CTYACHTaM IIOMOTAeT COCTABJIEHHME JIMCTa OIMOPHBIX
CHTHAJIOB, COJIEpKAIIEr0 BaKHEUIIMe 1 Hanbosiee 4acTo ynorpedisiemble (OpMyIIbl U TTOHSATHSL.
Ta- ko TUCT MOMOTraeT 3allOMHUTH (POPMYJIbl, OCHOBHBIE MOJOXKEHUS JIEKIIHH, & TAKKE MOMXKET
CITy- )KUTb TIOCTOSIHHBIM CIIPAaBOYHHKOM JJIsl CTY/ICHTA.

PaznuyaroT ABa BuAa yTEHUS; EPBUYHOE U BTOPUUHOE. [lepsuyHoe - 3TU BHUMATEIbHOE,
HETOPOIUIMBOE YTEHHE, IPU KOTOPOM MOXKHO OCTAaHOBHUTHCS Ha TPYIAHBIX MecTax. [locie Hero He
JOJKHO OCTaThCS HU OJTHOTO HETOHATHOrO osioBa. ColiepikaHre HE BCETa MOXKET ObITh MOHATHO
1ocje MepPBUYHOTO YTCHHS.

3amavya 6mopuuHo20 YTEHUS TOJIHOE YCBOCHHE CMBICNA ENoro (Mo CYeTy 3TO YTEHUe
MOJKET OBITh M HE BTOPBIM, & TPETHUM WJIA YETBEPTHIM).

IIpaBuiia caMOCTOATEIbHOM PA0OTHI € JIUTEPATYPOil

Kak y»xe oTMeuanoch, camocTosaTeNbHas paboTa ¢ yueOHUKaMU U KHUTaMU (2 Takke ca-
MOCTOSITEIPHOE TEOPETUYECKOE MCCIEOBaHUE IMpo0iieM, 0003HAUEHHBIX MpErnojaBaTeNieM Ha
JIEKIHAX) — 9TO BakHEHIIee ycinoBre GpopMupoBaHus y cedsi HaydHoro croco6a mo3Hanus. Oc-
HOBHBIE COBETHI 37IECh MOXHO CBECTH K CIIETYIOIIHM:

1. CocrtaBuTh NepeyeHb KHUT, C KOTOPbIMA BaM cieyeT mo3HaKOMUTHCS;
2. CaM Tako# nepeveHb JI0JDKEeH ObITh CHCTEMaTU3UPOBAHHBIM.
3. OO0s3aTeNbHO BBIMUCHIBATH BCE BBIXOJHBIC JAHHBIE MO KKIOW KHHUTE (IPH HATTUCAHHUH

MUCBMEHHBIX padOT ATO MO3BOJUT OYEHb CIKOHOMHTH BpeMs).

4. PazoOpatbes anst ce0si, Kakue KHUTH (WIH KaKHhe TJIaBbl KHUT) CIEAYeT MPOYUTaTh Oojee

BHHUMATENbHO, a KaKHe — MIPOCTO MPOCMOTPETb.

5. Ilpm cocraBieHUU NEPEUHEN JIMTEPATyphl CIELYET IIOCOBETOBATHCS C IPENOJABATEIIMU

U HaYyYHBIMH PYKOBOJIUTEISIMH (WM Jaxke ¢ Ooyiee MOArOTOBJICHHBIMH U 3PYAUPOBAH-

HBIMH COKYpPCHUKaMH), KOTOpbIEe TOMOTYT Bawm myd4riie coOpueHTUPOBATHCS, Ha YTO CTOHT

o0paTuTh OoJbIlIee BHUMAHKE, a Ha YTO BOOOIIIE HE CTOUT TPATUTh BPEMs.
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EctecTBeHHO, Bce MpOUMTAaHHBIE KHUTH, YU€OHUKH U CTaThbHU CIEAyeT KOHCIEKTUPOBATh, HO
3TO HE O3HAYAET, YTO HAJI0 KOHCIEKTUPOBATh «BCE MOJAPSI»: MOXKHO BBIIMCHIBATH KPAaTKO OC-
HOBHBIC HJIEU aBTOPA U MHOT/Ia PUBOJAUTH HAHOOJIEe IPKUE U MOKa3aTeNbHbIC IIUTATHI (C yKa3a-
HUEM CTPaHUIL).

YUreHne Hay4yHOTO TEKCTa SBJSETCS YaCThKO MO3HABATEIBHOW AEATENbHOCTH. Ee menp —
U3BJIEYCHHE U3 TeKCTa HeoOXxoaumon nHpopmanuu. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAIOUINM
COOCTBEHHAs! BHYTPEHHSISI YCTAaHOBKA MPU OOpAIICHUHU K MIEYaTHOMY CIIOBY (HAWTH HYXXHBIC CBeE-
JICHUSI, YCBOUTH MH(POPMAIUIO MOJHOCTHIO MM YACTUYHO, KPUTHUECKU MPOAHATU3UPOBATH Ma-
TepHal  T.I.) BO MHOTOM 3aBUCHUT 3(PPEKTUBHOCTH OCYIIECTBIISIEMOTO ICHCTBUS.

Briaenstor 4eTslpe OCHOBHBIE YCTAHOBKYM B UTEHUHM HAYYHOTO TEKCTA:

1. nH(pOPMAIIMOHHO-TIOUCKOBBIH (33/1a4a — HAMTH, BBLACTUTH UCKOMYIO HH(POPMAIHIO)

2. ycBauBaromas (yCUJIMs YUTaTeNsl HalpaBjeHbl Ha TO, YTOOBI KaK MOKHO IOJIHEE 0CO-
3HaTh U 3alIOMHUTH KaK CaMU CBEICHUS U3J1araeMble aBTOPOM, TaK U BCIO JIOTHKY €r0 PaccykJie-
HU)

3. aHAIMTUKO-KPUTHYECKasi (YUTATENIb CTPEMHTCS KPUTUUYECKU OCMBICIHUTH MaTepHall,
MIPOaHAIN3UPOBAB €r0, ONPEACITUB CBOE OTHOLICHHE K HEMY)

4. TBOpueckas (CO3/1aeT y YhTaresii TOTOBHOCTh B TOM MJIM MHOM BHUJE — KaK OTIPABHOM
MYHKT JJIS1 CBOMX pacCyXJIEeHUH, Kak 00pa3 Nyl AeUCTBUA MO aHAJIOTUU U T.II. — UCIIOIb30BATh
CYXJCHHs aBTOpa, XOJ €ro MBICIEH, pe3ylbTaT HaOmoaeHus, pa3paboTaHHYI0 METOIUKY, JI0-
MOJIHUTH UX, IOJIBEPTHYTH HOBOI MPOBEPKE).

OcHOBHbBIE BU/Ibl CUCTEMATU3UPOBAHHON 3aMKUCH MPOYUTAHHOTO:

1. AHHOTHpPOBaHUE — MPEAEITBLHO KPATKOE CBI3HOE OMUCAHUE TPOCMOTPEHHOMN WU TIPO-
YUTAHHOM KHUTH (CTAaThH), €€ COJIepKaHUsl, UICTOUHUKOB, XapaKTepa U Ha3HAYCHUS,

2. [InanupoBaHue — KpaTKas JIOTMYECKasi OpraHu3anus TEKCTa, PaCKphIBarOLias COIep-
KaHUE U CTPYKTYPY U3y4aeMOro Marepuaa;

3. Te3upoBanue — JaKOHUYHOE BOCTIPOM3BEJCHNE OCHOBHBIX YTBEpXKICHUHN aBTOpa 0€3
MpUBJICYEHUS (AKTUIECKOTO MaTepHaa;

4. lluTupoBaHue — JOCIOBHOE BBIMKUCHIBAHUE U3 TEKCTA BbIACPKEK, U3BICUEHUN, Hanbo-
Jiee CYIIECTBEHHO OTPAKAIOIIMX Ty UM UHYIO MBICIIb aBTOPA;

5. KoHcrnekTupoBaHue — KpaTKOE U MOCJIEI0OBATEIbHOE U3JI0KEHNUE COACPKAHUS ITPOYH-
TaHHOTO.

KoHcnekT — coxHbIN crnocod U37I0KEHHs COJIepKaHusl KHUTH UM CTaTbU B JIOTHUECKOMN
MOCNeA0BaTebHOCTH. KOHCIIEKT aKKyMyIupyeT B ce0e MPeabIIyIIue BUIbI 3aIHCH, TTO3BOJISIET
BCECTOPOHHE OXBAaTUTh COAEPKAHUE KHUTH, CTaThU. [[03TOMY yMeHHE COCTaBIATH IJIaH, TE3UCHI,
JieNaTh BBIMUCKU U APYTHE 3aMKUCH ONPEAEISET U TEXHOJOTUIO COCTABIICHUS] KOHCIIEKTA.

MeToaundyecKkue YKazaHusd Mo COCTAaBJACHUI0O KOHCIIEKTAa

1. BHUMAaTENbHO NPOYNUTANTE TEKCT. Y TOUHUTE B CIIPABOYHOM JIUTEPAType HEMOHATHBIE
cioBa. [Ipu 3anucu He 3a0ybTe BBIHECTH CIPABOUYHBIE JaHHBIE HA MOJI1 KOHCIIEKTa;

2. Bplenure riaBHOE, COCTaBbTE IUIAH;

3. KpaTtko chopMynupyiiTe OCHOBHBIC TTOJIOKEHHUS TEKCTA, OTMETHTE apryMEHTAITUIO aB-
TOpa;

4. 3aKOHCIIEKTUPYUTE MaTepual, YeTKO cieayd MyHKTam ruiaHa. [Ipu koHcnekTupoBa-
HUU CTapalTech BBIPA3UTh MBICIb CBOMMM CIOBAMH. 3AIIUCH CIEAYET BECTH YETKO, SICHO.

5. I'paMOTHO 3amuchIBaiTe NATATHL. L[UTUPYS, yUUTBIBAUTE JIAKOHUYHOCTD, 3HAYUMOCTh
MBICIIH.

B Texcre KoHCHIEKTA JKENAaTEIbHO MPUBOJUTH HE TOJBKO TE3UCHBIE MOJIOXKEHUS, HO U UX
nokaszarenbeTBa. [Ipu odopmiieHuN KOHCHEKTa HEOOXOAMMO CTPEMHUTHCS K €MKOCTH KayKIOoro
npeuIoKeHUsl. MBICIIM aBTOpa KHHUTH CIEYyeT U3JaraTb KpaTtko, 3a00TSACh O CTHIJIC U BBIPA3H-
TEJIBHOCTH HAaIMCAHHOTO. YHCIIO JONOJHUTENBHBIX JIEMEHTOB KOHCIEKTa JOJDKHO OBITh JIOTH-
4yeckl 000CHOBaHHBIM, 3aITUCH JOJDKHBI PACHIPEIENATHCS B ONPEIETIEHHOM OCIeI0BATEIbHOCTH,



OTBEYAFOIICH JIOTHYECKON CTPYKTYpE MPOU3BEACHUS. J{1s1 yTOUHEHUS 1 JOTIOJTHEHUS HeOOX0IH-
MO OCTaBJISATH ITOJIS.

OgnajieHre HaBBIKAMU KOHCIIEKTUPOBAHUS TPEOYET OT CTYACHTA IIeNIeyCTPEMIICHHOCTH,
MTOBCETHEBHON CaMOCTOSITEIIBHOM PaOOTHI.

5. Pekomenayemasi iureparypa
OcHoBHas1 JInTEepaTypa:
1. Ky3nenoBa 1.B. JlokymMeHTHpOBaHHE YIPABIEHYECKOW NEATEIBHOCTH [DJIEKTPOHHBII
pecypce]: yuebHoe mocobue mis 6akanaBpoB / 1.B. Ky3nenosa, I'.A. XauaTpsitH. — DJIEKTpOH.

TeKcToBbIe naHHble. — Mocksa: [amkoB u K, Aii [Iu Op Menua, 2021. — 240 c. — ISBN 978-
5-394-03274-5 — Pexum gocrtyna: http:// www.iprbookshop.ru.

JonosHUTeIbLHAS JUTEPATYpA:

1. Kaydbman H.JO. JlokymMeHTHpOBaHHE YMPaBICHUECKOU ACSITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebnoe mocobue/ Kaypman H.HO.— DnexTpoH. TekcToBble naHHble.— OMck: OMcKuit
rOCyJIapCTBEHHBIH  WHCTUTYT  cepBuca, 2014— 177 c¢—  Pexum  goctyna:
http://www.iprbookshop.ru.

HNHuTepHeT-pecypcebl:

http://biblioclub.ru (Caiit 9bC «YHUBepcuTeTcKast On0IMOTEKa OHIIANH)
http://www.economicus.ru/nfpk/pe.php (O6pa3oBarenbHblii mopTan «Economicus.ruy)
http://www.consultant.ru/ (Odunmanpasiii caiiT komnanuu «KoHcynbrant- [Lmrocy).
http:///www.garant.ru/ (CaiitT uHpOpMaLIMOHHO-TIpaBOBOTrO TopTajia «[ apaHty).
http:/fcior.edu.ru/  (Caiir  denepampHOoro  11eHTpa  MH(DOPMAIIMOHHO-00PA30BATEIILHBIX

pecypcoB).

Al

41


http://www.iprbookshop.ru/
http://www.iprbookshop.ru/
http://biblioclub.ru/
http://www.economicus.ru/nfpk/pe.php
http://www.consultant.ru/
http://www.garant.ru/
http://fcior.edu.ru/

	МЕТОДИЧЕСКИЕ УКАЗАНИЯ
	СОДЕРЖАНИЕ
	Практическое занятие № 1
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задания
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 2
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задания
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 3, 4
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задания
	Литература:
	Перечень дополнительной литературы:
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задания
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 7 Тема 5
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задания
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 8,9
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 10
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 11,12
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 13
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 14 Тема 10 Хранение документов
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 15
	В процессе изучения данной темы формируются следующие компетенции:
	Актуальность темы.
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	Практическое занятие № 16
	В процессе изучения данной темы формируются следующие компетенции:
	Теоретическая часть
	Вопросы для обсуждения
	Задание:
	Литература:
	Перечень дополнительной литературы:
	РЕКОМЕНДУЕМАЯ ЛИТЕРАТУРА

	МЕТОДИЧЕСКИЕ УКАЗАНИЯ
	Пятигорск 2026
	Предисловие
	Общая характеристика самостоятельной работы студента при изучении дисциплины
	4. Методические рекомендации по изучению теоретического материала
	Правила самостоятельной работы с литературой
	Методические указания по составлению конспекта
	5. Рекомендуемая литература Основная литература:
	Дополнительная литература:
	Интернет-ресурсы:


