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1. WH®OPMALINSA O TUCHUILIINHE

1.1 MNPEAUCJIOBUE

JucnuruinHa «J{enonpon3BOJACTBO U JOKYMEHTOBE/ICHHE» SIBISICTCS OJHOM M3 HAay4YHBIX IUCILUILIMH,
Y4YaCTBYIOIIHX, C OJJHOM CTOPOHBI, B COBEPIICHCTBOBAHUHU (DYHKIIMOHUPOBAHUSI TOCY/IAPCTBA, & C APYrOil CTOPOHBI -
B PEIIICHUH 3a7a9i 00eCTieUeHUs 00IIeCTBa PETPOCTICKTUBHOM TOKYyMEHTHON HH(DOpMaIHe.

JucuuiuinHa OpHEHTHpOBaHa Ha (OPMUPOBAHHE Yy CTYJICHTOB MEPBHYHBIX 3HAHUH 00 OCHOBaxX
JICIIOTIPOM3BOICTBA M TOKYMEHTOO0OPOTA B OPraHU3AIMAX JIFOOOW OpraHU3aIllMOHHO-IIPAaBOBON ()OPMBI, B TOM YHCIIC
0 paboTe ¢ xanodaMu ¥ OOpaICHUSIMA TPaXKIaH, MPaBiIaX WHPOPMHUPOBAHUS HACEICHUS O JACATCILHOCTH OPraHOB
TOCYapCTBCHHOM BJIACTH, Pa3BUTHE HABBIKOB PAabOThI C OCHOBHBIMH BHUJaMHU JOKYMCHTOB B JIEATCIBHOCTH
PaOOTHHUKOB COIMATBHO-KYJIBTYPHOM CHEPHL..

1.1. COJIEP)KAHUE JUCUMUILIMHBI M BU/Ibl YYEEHOM PABOTHI

PazBuTHe TpEACTABICHUI O JOKYMEHTE, OCHOBHBIC IIOHSTHS; 3aKOHOJATENbHOE W HOPMATHUBHO-
METOJIMYECKOE PETYINPOBAHUE JOKYMEHTAHOHHOTO 00CCIICUeHHUS YIPABICHHS B TOCY JAPCTBEHHBIX OPraHU3aIUsIX;
COBpEMEHHbIE TPeOOBaHUS K OPraHU3aliy JOKYMEHTO000POTa, COCTaBy ¥ OPOPMIICHUIO JOKYMEHTOB; OpraHH3a1ns
XpaHEHHs JOKYMEHTOB B TEKYyIIEM JEJIONPOMU3BOJICTBE; HHPOPMUPOBAHUE HACENCHHS O JCATSIHbHOCTH
rOCYJIapCTBEHHBIX OPTaHOB, paboTa ¢ 0OpAIICHUSIMH IPAKIaH.

[Tporpamma qucHUIUIMHBI pa3paboTaHa B COOTBETCTBHU ¢ TpeOoBaHUsIMU DenepalibHOTO TOCYIapCTBEHHOTO
00pa30BaTENPHOTO CTaHIApTa BBICHIETO NPO(EeCCHOHANILHOTO O00pa3oBaHUsA [UIsd OaKalaBpOB HAIMpPABICHHUS
noarotoBku 51.03.03 «ConuanbHO-KyIbTypHAs IESTCIBHOCTHY.

2. YUYEBHASI (PABOYAS) MPOT'PAMMA JUCHUIIJIMHBI « IEJIOITPOU3BOJACTBO U
JAOKYMEHTOBEJEHUE»
Hanpasaenune noarorosku 51.03.03 COLIMAJIBHO-KYJIBTYPHAA AEATEJIBHOCTD
Ipoduau noaroroBku MeHEHKMEHT COLUAIBHO-KYJIBTYPHOU AEATENBHOCTH
Crenennb BbIIycKHMKA bakanasp
®opma 00yyeHusl 3a04Has

2.1. HOEJU OCBOEHMA JUCIUIIJINHDBI

Ilesn ocBOeHMs TMCUMIJIMHBI. 03HAKOMJIGHHE CTYAEHTOB C OCHOBAMM COBPEMEHHOW TEOPUH M NMPAKTHKH
JICIIOTIPOM3BOICTBA U JIOKYMEHTOBEIEHHS; BBIPaOOTKAa HABBIKOB pPa0OTBI C JOKyMEHTaMH JIIOOOTO BHIA,
UCIIONIb30BaHMsI HOBBIX HMH(GOPMAIMOHHBIX TEXHOJOTMH B CO3JaHMM, O0OpaboTKe | HaydyHOM aHaju3e
JOKyMEHTaJIbHBIX ~ MCTOYHHUKOB, TEOPETHUECKMX U NPAKTHYECKUX pelieHnd npobiem  (GopMHUpoOBaHUs
JIOKyMEHTHPOBaHHOH HH(POPMAINU OpraHU3aLHii 000 OpraHN3alMOHHO-TIPaBOBON (GOPMBI.

3amaym uM3ydeHHs] AMCHMINVIMHBI. YIIyOJeHHE M pPa3BHTHE CHCTEMHOTO IOJX0Ja K YIPABJICHHIO
JOKyMEHTaMH OpraHM3ali JII000H OpraHW3allMOHHO-TIPaBOBOW (OPMBI; OBIIaJIEHHNE OCHOBHBIMH METOJIAMH,
Croco0amMu U CpeACTBaMH MOJTyUEeHUsI, XpaHeHHUs, epepaboTKu HHPOPMALHH.

B mponecce 00y4eHuUs CTYJEHTY HPEICTOUT U3YUHUTh 3aKOHOJATENILHYI0 1 HOPMAaTHBHO-METOANIECKYIO 0azy
JOKyMEHTAI[HOHHOTO  OOEClieueHHs  yNpaBICHWS; OCHOBHbIE TEHICHIMH  pa3BUTHA  MH()OPMAIMOHHO-
JIOKYMEHTAI[HOHHOTO 00eCTIeYeHNUS YIIPABICHNUS, OBIAETh CIOCOOHOCTHIO K BEICHHIO JICIIOBOMN IMEPETIHCKH.

2.2. MECTO JUCHMITJIMHBI B CTPYKTYPE OOII BO:
Hucunrmmna «Jlenonpou3BoACTBO U TOKYMEHTOBEICHHUEY SIBISIETCS AUCIUTUIMHON BapMaTUBHOM 4acTH.

2.3. ®OPMUPYEMBIE KOMIIETEHIIUU B PE3YJBTATE OCBOEHNUA JUCHUIIJIMHBI.

B pesynbrare OCBOEHHsS MpOrpaMMbl OakanaBpuaTra y BBIIYCKHHKA JOJDKHBI OBITH C(HOPMHPOBAHEI
00IIeKyYIbTYpHBIE, 001IenpodeccHoHaNIbHBIE U TPO(ECCHOHATbHBIE KOMIIETEHIINH.

BrinyckHUK, OCBOMBIIMI NporpamMmy OakajaBpHaTa, JOJDKEH 00JanaTh CIEAYIOIUMH OOLIEKYJIbTYPHBIMH
KOMITCTEHIIMSIMH:

OK-7 - criocoOHOCTBIO K CAaMOOPTaHU3allMi 1 caM000pa30BaHUIO.

BblinyckHUK, OCBOMBUINI nporpamMmy  0OakanaBpuara, JOJDKEH obnanaTh CJIEAYFOLIIMU
o01menpohecCHoHaTbHBIMUA KOMIIETCHITHSIMHE:

OIIK-1 - cmocoGHOCTBIO K CAMOCTOSITETBHOMY HOMCKY, 00paboTKe, aHaIM3y W OLEHKEe Mpo(ecCHOHATBHON
nHGOPMALINH, TPHOOPETEHNIO HOBBIX 3HAHWII, WCIOJB3YsI COBPEMEHHBIE 00pa3oBaTeNbHbIE W WH(OPMAINOHHBIC
TEXHOJIOTHUH;

BbimyckHUK, OCBOMBLIMH — mporpamMMmy  OakanaBpuara, JOJDKEH o0nazath  npodecCHOHAIBHBIMU
KOMIIETEHIIMSIMH, COOTBETCTBYIOIIMMHU BHAY (BUIaM) NMPOQEeCcCHOHAIBHON JIESTENbHOCTH, HA KOTOPBIA (KOTOpBIE)
OpPHEHTHPOBaHa NporpaMma OaxajsaBpHuaTa:

TBOPUYECKO-TIPOM3BOACTBEHHAS JIEATEILHOCTS!



TIK-7 - TOTOBHOCTHIO K Oopranuzanumn I/IH(i)OpMaIII/IOHHO-MeTOﬂI/I‘{eCKOI‘O obecreyeHust TBOPYECKO-
MMPOU3BOACTBECHHOT'O IPOLIECCA B YUPCIKACHUAX COHI/IaHBHO-KyHbTypHOﬁ cq)epm.

B pesynbraTe n3ydeHus JUCIUILUIUHBI CTYACHT JOJIKEH:

3uamo:

MPUHIUIIBI TOCYAAPCTBEHHOTO PETYJIUPOBAHHS JOKYMEHTAIIMOHHOTO 00ECTIEIECHUS YIIPABICHUS B TOCYAapPCTBCHHBIX
OpTaHH3aINAX;

COBpPEMEHHYIO OPTaHU3AINI0 TOKYMEHTO000pOTa U TeHAeHINH uctons3oBanns UKT;

OPTaHM3AIHMIO ONIEPATHBHOTO XPAaHEHHUsI JOKYMEHTOB B TEKYILEM JEIOMPOU3BO/ICTBE;

OCHOBHBIC TEHJICHIWHU Pa3BUTHS JACIONPOU3BOICTBA B TOCYJApCTBEHHOM alllapaTe YIPaBICHUS W Pa3IMIHBIX
OpTaHM3aIHAX, B TOM YHCIIE CONNATbHO-KYJIBbTYPHOU chepsr;

Ymems:

COCTaBIATh W OGOPMIATH YNPaBICHYECKUE JOKYMEHTHl, B TOM 4YHCIEC HH(GOPMAIMOHHO-CIPAaBOYHBIE, B
COOTBETCTBHH C TPEOOBAHUSIMH IIPABOBBIX aKTOB M CTaH/IAPTOB;

TrPaMOTHO UCIIOJIb30BaTh HOMCKOBBIE BO3MOXKHOCTH CHCTEM JIEKTPOHHOT'O JOKYMEHTO000pOTa;

pa3dupaThcsi B KIACCH(PHUKATOPaX Pa3MYHBIX BHIIOB, YMETh I0JIb30BaThCS HOMEHKJIATYPOH JEJ, IMEPEeUHSIMU
JIOKYMEHTOB CO CPOKaMHU XPaHEHHUS,

Braodemp:

HaBbIKAMH  IOATOTOBKM  OCHOBHBIX  pPAa3HOBHUAHOCTEH JOKYMEHTOB, HCIIONB3YEMbBIX B  JESATEIHHOCTH
TOCYZAapCTBCHHBIX OPTaHHU3AIHH;

HaBbIKAMU TIpHEMa, WCIIOJIHEHUsI, OTHPAaBKH JOKYMEHTOB B TPaAMIIMOHHBIX YCIOBHSX M B YCIOBHUSX pabOTHI B
3JIEKTPOHHOM JIOKyMEHTO000pOTe.

24.  CTPYKTYPA U COJEPKAHUE YUEBHOM (PABOYEIT) IPOT'PAMMBI JUCLIUILINHBL

O61mas TpyJ0eMKOCTh JUCHIUILIINHBI COCTaBIseT 4 3aueTHbIE eAUHUIIb], 144 Jaca.
3aounas ¢popma ob6yueHust

Ne | Pazpes iMCcHUNIMHBI Buabl yueOHoii padoThl, o E
n/n = BKJII0Yasl CAMOCTOATEIHLHYIO = £ =
[P
= s padoTy CTY1eHTOB U 22z
24 & TPYA0EMKOCTH B 4acax 1o g2
S ::' 3204HOii popme 00yueHus 5 § g
@ S O R &
= = = 2 = Q
2 g g S B & &
o e ) & 5=
=9 > e £S5
2] s =z = g S
T |t R
o
£ « g oS E &
Z a = =5 2 e
< I L e L * =)
8 g s = EE S =
- g < < =52 2
= 9 = < o
= 5] = o D = ) =] =9 =
= 9 =] = e == —
= == = < = = o =
I3 = 0= = = ) S 8 x =
S s 2| 5 = Z = s a2 So
= = E| g = s = 2 as
5 2| 3 5 =3 s S5 352
o =l = o = Q e &8
1 Tema 1. HazHaueHue kypca, OCHOBHBIE
nousaTus. Pa3Butne npeacraBineHuit o 10 1-17 1 1 1 24
JIOKyMEHTe
2 Tema 2. 3akoHOAaTENbHOE U HOPMATHUBHO-
METOJIMYECKOE PETYINPOBAHUE
JIOKYMEHTAIIUOHHOT'O 00CCIICYCHUS 10 1-17 1 1 1 24
YIpaBJICHUsI B TOCYIAPCTBEHHBIX
OpraHM3alIHsX.
3 Tema 3. CoBpeMeHHbIE TPEOOBAHHS K
p R 10 | 117 | 1 1 1 24
COCTaBY ¥ 0(OOPMIIEHHUIO IOKYMEHTOB
4 Tewma 4. OcHOBBI TOKyMEHTO00OpOTA:
NPUHIUITBI OpraHU3aIUH, crielnpruKa 10 1-17 1 1 1 24
JIOKyMEHT0000pOTa B COI[HAIBHO-
KYJIBTYPHOI1 pabore.
10 3auer
Hroro: 108 4 4 4 96

2.5. OBPA30BATEJIBHBIE TEXHOJIOTUHU
[Ipu npoBeieHNH 3aHATHI ¥ OPraHU3aLMK CAMOCTOSATEIBHOM PabOThl 00yYaIOMIMXCsl HCIIOIB3YIOTCS:




TPAJJULIMOHHBIE TEXHOJIOT M OBYYEHU S, npennonararomue nepeaady uHGOPMAIMA B TOTOBOM
Buze, (GopMupoBaHHE Y4YEOHBIX YMEHHWI M0 00pasily: JIEKUUs-U3JIOKEHUE, JEKUUSI-00bsICHEHNE, NMPAaKTHYECKHUE
paboTHI, KOHTPOJIBHASL paboTa u Jp.

Hcnonp3oBanue TpagMLIMOHHBIX TEXHOJIOTHH OOECIeYnBaeT OPUEHTHPOBAaHHE OOYyYarolerocst B HOTOKE
nH(OopMaLuK, CBSI3aHHOW C Pa3iMYHBIMHM HOAXOAAMH K ONPENENICHUIO CYIIHOCTH, COJEpKaHHs, METOJ0B, (Gopm
Pa3BUTHSI SKOHOMHKH.

[IpakTHyueckne W CEeMHUHAPCKHE 3aHATUS OOCCIICUMBAIOT Pa3BUTHE M 3aKPENICHHE YMEHUII M HABBIKOB
OTIpEZICTICHUS LIeNeH M 3a7ad Pa3BUTHSL, a TAKKEe MPUHIATHS Hanbosee 3((GEKTUBHBIX PEIICHUH 110 UX peas3aluy;
aHaJIM3 COBPEMEHHBIX MOAXOI0B K Pa3BUTHIO SKOHOMHKH, €T0 METOI0JIOTUIECKOH 0a3bl.

MHTEPAKTUBHBIE TEXHOJIOTMW OBYYEHUS, mnpeanonararomupe OpraHM3alHdi0 OOyYEHHS Kak
MPOIYKTUBHOM AEATEIBHOCTH B PEXXUME B3aUMOACHCTBHUS 00yJaronuXcs APYT C APYTOM H C IIPEHOAaBaTEIICM.

CoryacHO y4eOHOMY IUIaHy KOJMYECTBO 4acoB mo aucuumuimHe — 108 waca, M3 HUX NPOBOAMMBIX B
MHTEPaKTHUBHOU opMe — 2 yaca 110 3a04HOi popme 00ydeHHs.

WHTepakTiBHBIE 00pa30BaTeIbHBIE TEXHOJIOTHH, UCIIOJIb3yEMbIE Ha ayTUTOPHBIX 3aHSATHSIX.

3aouHas ¢opMma oOyueHHUs:

Buasl Hcnoab3yembie
. KoauuectBo
Tema (pa3aen) yueOHO# MHTEPAKTUBHbIE wacoB

padoThl TEXHOJIOTUH
Tema 1. HazHaueHue Kypca, OCHOBHbIEC TOHATHS. Textms Jlexuus npecc- 1
PasButHe npencTaBieHIA 0 JOKYMEHTE KOH(epeHIHs
Tewma 2. 3akoHOAATENBHOE 1 HOPMATHUBHO-
METOAMYECKOE PETryINPOBaHIE JOKYMECHTAIIHOHHOTO Tlexws Jlexmwms mpecc- 1
oOecrieueHns YIIPaBICHHUS B TOCYJapPCTBCHHBIX KOH(epeHIHs
OpTaHU3AIMIX.

Hroro yacos: 2

25.1. COIEPXKAHUE PA3JEJIOB (TEM) AUCHUIIJIMHBI
TEMATUYECKHWUM NJIAH JUCLHUTILIAHBI
3aounas ¢opma ooyuenus (5 Jer)
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1 | Tema 1. Ha3naueHue Kypca, OCHOBHBIC TIOHSATHS. 27 1 1 1 o4
PasBuTHe npencTaBIcHAN 0 JOKYMEHTE
2 Tema 2. 3akoHOAATENBHOE U HOPMATUBHO-
METOJMYECKOE PETYINPOBAHUE JOKYMEHTAI[IOHHOTO 27 1 1 1 24
obecrieueHns! yIpaBJIeHHs B TOCYJapCTBEHHBIX
OpraHM3aIHsX.
3 | Tema 3. CoBpeMeHHbIe TPeOOBAaHUS K COCTAaBY U 27 1 1 1 24
0(hOPMIICHHIO IOKYMEHTOB
4 | Tema 4. OCHOBHI JOKyMEHTO000POTA: IPUHIIHIIBI
opraHu3aiuy, crenudrka T0KyMeHTo000poTa B 27 1 1 1 24
COIMANTLHO-KYJBTYPHOU paboTe.
UTOr0O 108 4 4 4 96

COJEPXAHUE KYPCA

Tema 1. Haznauenue Kypca, OCHOBHbIC NTIOHATUSA. Pa3zButne ﬂpeZ[CTaBJ'leHPIﬁ 0 T0KYMEHTE.

Hpe,uMeT, COZCPIKaHUEC, 3aJadu Kypca. Tlonstus «I/IH(i)OpMaHI/ISI» n «AOKYMCHT», «AOKYMCHTAIIMOHHOC
obecrneueHune YIIpaBJICHU . DBOIIONUS TCPMHUHOJIOTUM B OTCYHCCTBCHHOM H 33py6e)KHOM 3aKOHOJAaTCJIbCTBC.
TCpMI/IHOHOFH‘{CCKI/Ie CTaHAdapThl.




PazBuTHe npencraieHuii o JoKkyMeHTe. Posib ToKyMeHTa B )KHM3HU UYelloBeKa U o01iecTBa. BiusHue HayyHO-
TEXHUYECKOTO0 Iporpecca Ha pa3BUTHE AoKyMeHTa. CBOICTBa U IPU3HAKU JOKYMEHTA.

JlokyMeHTallMOHHOE oOecrieueHre YNpaBieHUs] Kak BajkHeWIiass (QyHKLUS YIpaBiIeHHs, €€ MECTO Cpelu
JpPYTHX YIpaBlIeHUYeCKHX (QYHKIMHA. B3auMOCBs3b CHCTEMBI YIpaBJICHHUS B LEJIOM M CHCTEMBl YNpPaBICHUS
JIOKyMEHTaMH. 3HaueHUe TOKYMEHTOB JJIs peau3aliy yIpaBlIeHYeCKUX PelIeHn .

Hcropruyeckuil oNbIT OpraHu3alyy JeJIONPOU3BOACTBA B TOCYAAPCTBEHHBIX YupekaeHusx Poccun. Bompockt
JIETIONPON3BOICTBA B 3aKOoHOAaTenscTBe [letpa I. MunmcTepckas pedopma M ee BIMSHHE Ha JEIONPOU3BOJICTBO
BBICIIUX M [EHTPAIBHBIX TOCYIapPCTBEHHBIX YUPEKIACHHH.

Hacnenue coBeTckoro mepruoja B COBPEMEHHOH HOPMAaTHMBHOM 0a3e MOMUTHKH yNPABICHUS IOKyMEHTAMHU:
co3manne u BHeapeHHe OCHOBHBIX IIOJNIOKEHUH ENWMHON TOCYIapCTBEHHOW CHCTEMBI IEJONMpPOM3BOICTBA, €€
3HA4YeHHE U1 OpraHW3alliy JEJNONPOM3BOACTBA B YUPESKACHHWAX M OpraHM3aluix. PasButme paboT 1o
CTaH/apTU3alUH U YHU(UKAIMY YIpaBleHIeCKnX J0KyMeHToB B 1970 - 1990 rr.

HarpaBiieHust rocy1apCTBEHHOTO PETYJIMPOBAaHUS JOKYMEHTAIIMOHHOTO obecreueHus yrpasieHus B 1990-e
— 2010-e ronsl. Buenpenue nndopmManmoHHBIX TEXHOJIOTHIT: cMeNIaHHbIH (0yMakKHO-3JIEKTPOHHBIH) M 3JIEKTPOHHBIN
JIOKYMEHTOO0OPOT.

Tema 2. 3akoHoaaTeJbHOE M HOPMATHBHO-METOAMYECKOE PeryJMpOBaHUe JOKYMEHTALMOHHOIO
olecrieyeHUs1 YIPaBJeHHUs B rOCYy1apCTBEHHbIX OPraHU3alMAX.

CTpykTypa 3aKOHONATENHPHOH W HOPMAaTUBHOW 0a3bl TOKYMEHTAIMOHHOTO OOECIICUCHHS YIIPaBICHU:
Konctutyuus P®, Koncrurynmonnsle 3akonbl, ®enepanbhble 3akoHbl, akTbl IIpesupenra P®, nmocraHoBieHus
IIpaButensctBa P®, BeOOMCTBEHHBIE aKThl, 3aTparMBalIlME BOMNPOCH JEJIONPOU3BOACTBa. HopmatuBHO-
METOAMYECKHE aKThl 10 JOKYMCHTAIlHOHHOMY OOECIICUCHUIO YIIPABICHHSA: WHCTPYKIWH, MpaBHiIa, NEPEYHU
JIOKYMEHTOB CO CpOKaMHU XpaHeHus W Jp. VX 3HaueHue A MOCTAaHOBKH JENIONPOU3BOJCTBA B KOHKPETHOM
OpraHU3aIuy.

Bormpocsl nenonpon3BoacTBa 1 A0CTyna K HHGopMaluu B kojaekcax Poccuiickoii denepanum.

CoBpeMeHHass HOPMATHBHO-METOUUCCKasi 0a3a eIOMPOU3BOJACTBA 00 HMHGOPMAIIMOHHBIX TEXHOJOTHSX.
DenepanpHas 1eneBas nporpamma «Muadopmarrionsoe oomectso. 2011-2020 rr.».

®deneparnbhbie 3aK0HBI: «O0 HHbOpPMAaNKK, HHPOPMANMOHHBIX TEXHOJOTHIX U 3amuTe HHGopMarmm», «O
MIEPCOHANBHBIX JaHHBIX», «O0 amekTpoHHO# mudpoBoit moamicu, «O06 apxuBHOM Aene B Poccuiickoit dexepannmy,
«O rocynapctBeHHOM s3bike Poccuiickoit deaepauuu» u ap.

Hauunonanenelie cranaaptel U ctanaaptsl MCO o nonutuke ynpapiaeHUs! JOKyMEHTaMH.

Tema 3. CoBpeMeHHbIe TPeOOBAHMS K COCTABY H 0 OPMJIEHHIO JOKYMEHTOB.

OcHOBHBIE HOpPMAaTHBHBIE JIOKYMEHTH: MeToauueckne PeKOMEHAAMH 10 pa3pabOTKe WHCTPYKIWH MO
JIeJIONPOU3BOJICTBY B (heiepabHbIX OpraHax MCIOJHHUTENbHON BiacTh (yTB. deaepaibHbIM apXUBHBIM areHTCTBOM
2010 r.) u T'OCT P 6.30-2003 «YHuHIMPOBaHHBIE CHCTEMBI JOKYMEHTAlUHU. YHU(QHUIUPOBAHHAS CHCTEMA
OpraHU3aI[OHHO-PACHIOPSIIUTENIFHON TOKyMeHTaluu. TpeboBaHMa K OG(OPMIIEHHIO JIOKYMEHTOB» O OJaHKax
JIOKYMEHTOB, O(OPMIIEHHH PEKBU3UTOB JOKYMEHTOB, O(OPMIECHHH OTAEIHHBIX BHIOB JOKYMEHTOB M COCTaBe
JIOKYMEHTOB.

[Monsitue «pexkBusut». Ilonsatre «popmyssipa nokymeHTa». Ponb OnaHka B cTpykType AokymeHnrta. Cocras
OnaHKa, MOPSIJIOK PACIIOJIOKEHNS PEKBH3UTOB B OJIaHKe.

YHau¢ukanums 10KyMeHTa KaK OHO U3 HAIPaBJICHUH €ro COBEPIICHCTBOBAHMSI.

PexBusutel, peryiaupyemsle rocyaapctBeHHbIM craHaaptoM. ['OCT P 6.30-2003 u MeTtoauuecKumMu
PEKOMEHAAIMAMHU N0 pa3paboTke MHCTPYKIMI MO JeJIONPOU3BOJICTBY B (heiepabHBIX OpraHax HCIOJHHUTEIHLHON
BJIACTU U PEKBU3UTHI, PETyIHpyeMble 3akoHoAaTenbcTBOM Poccuiickoit denepanuu.

TpeboBaHMS K TEKCTY Pa3IMYHBIX BHJOB YIIPABICHUYECKUX JOKYMEHTOB.

HNudopmanmoHHO-CIIpaBOYHBIE JOKYMEHTHI B comuajibHOW cdepe. TpeOoBanus K OQOPMIICHHIO H
COJICPIKaHUIO.

Tema 4. OcHOBBI JOKYMEHT0060pOTa: NMPUHIMNBI OpraHu3anuu, cnenuduka JOKYMEHT0060poTa B
COLMAJILHO-KYJIBTYPHOIi padoTe.

JoxymMeHT0000pOT Kak 3(QQEKTUBHBI HHCTPYMEHT ONTHMH3ALMH YIIPAaBIEHUECKHX pemeHuil. OleHka
COBPEMEHHOI'0 COCTOSIHUSI IOKYMEHTAIIHOHHOTO 00ECIIeYeHUs! yIIPaBICHUS.

CrpykTypa M o0mas XapakTepHCTHKa JOKYMEHTONOTOKOB B JOKyMeHTooOopore. [IpaBmia opraHuzanuu
JIBIDKCHUS IOKYMEHTOB B OPTaHHU3ALNH.

OCHOBHBIE TIOHATHS; TpeOOBaHMS K OpraHU3alMM JOKyMEHTO000OpOoTa; OCOOCHHOCTH padOTHl ¢
JJIEKTPOHHBIMH JIOKyMEHTAaMH; 00s3aTeJIbHbIE CBEJCHUS O JIOKYMEHTaX, MCIIOJIB3YEeMBIX B IEJSIX ydyeTa M IOUCKa
JIOKyMEHTOB B CUCTEMaX 3JIEKTPOHHOTO TOKyMeHTooOopoTa (Ha mpumepe MOCH10).

[IpuHOUOE OpraHU3aliul JOKyMEHT0000poTa. OCHOBHBIE 3TAlbl JOKYMEHTOO0OpOTa: NMPUEM W IIEpPBHYHAS
00paboTKa MOCTYMAIOMMX JOKYMEHTOB, MpPEABAPUTEIBHOE PACCMOTPEHHE, PETUCTpAlHs ITOCTYIAOIIIX
JIOKYMEHTOB, TIOPSAIOK PACCMOTPEHHUS JTOKYMEHTOB PYKOBOICTBOM M JOBEICHHS AOKYMEHTOB JI0 MCIOJHHTEINEH,
paboTa UCTIONHUTENS C TOKYMEHTaMH, OpraHn3anus paboThl C OTIPABIIEMBIMU JTOKYMEHTAMHU, X PETHCTPAINs U
OTIpaBKa; PEruCTpalys ¥ NPOXOXKICHNE BHYTPEHHUX JOKYMEHTOB.



Crneunduka 10KyMeHTO000pOTa B OpraHU3alusIX COLMAIBHO-KYIbTYpHOI chepbl:
- npuka3 MuHKybTYpsl Poccun ot 9 mapra 2011r. (B pea. npukazoB MunkynsTypsl Poccuu ot 04.08.2011
N 841, ot 02.10.2012 N 1042) «O0 yTBep>IeHUH UHCTPYKIUH 10 AEIONPOU3BOJACTBY B MHUHUCTEPCTBE KYJIBTYPBI
Poccuiickoit @enepanum»
- npuka3 MwuHOOpHayku Poccum ot 1 HosOps 2012 r. Ne 1360 «OO06 yTBep>KAEHMHM WHCTPYKIHMHU IO
JIEITOTIPON3BOICTBY B (heiepalibHOMN CIy’kKOe 1o Ha30py B chepe 00pa3oBaHMA U HAYKID
2.5.2. TTPAKTHYECKHE 3AHSTHUSA
Tema 1. HaznaueHue Kypca, OCHOBHBIE OHTHSL. Pa3BuTHE IpEACTaBIEHUHN O JOKyMEHTE.
Tema 2. 3akoHOJATENPHOE M HOPMATHBHO-METOJUYECKOE PETYJIMPOBAaHHE JOKYMEHTAIMOHHOTO OOECTICUEHHUS
YIpaBIEHUs B FOCYIapCTBEHHBIX OPraHU3aIMAX.
Tema 3. CoBpemeHHbIe TpeOOBaHHS K COCTaBY U O(OPMIIEHHIO JOKYMEHTOB.
Tema 4. OCHOBBI JOKyMEHTOOOOpPOTA: MPUHLUIIBI OpPraHM3alyy, crenuduka TOKyMEHTOO0O0pOoTa B COLUAIBHO-
KyJIbTypHOH paboTe.
2.5.3. CEMHMHAPCKHUE 3AHSITUSA
Tema 1. HazHaueHue Kypca, OCHOBHBIE TOHATUS. Pa3BUTHE NPENCTABIEHUH O JOKYMEHTE.
Tema 2. 3akoHOATENFHOE M HOPMATHBHO-METOIUYECKOEC PETYIMPOBAaHHME JOKYMEHTAMOHHOTO OOECTICYEHHS
YIPaBJIECHUS B TOCYIaPCTBEHHBIX OPTraHU3aAIHAX.
Tema 3. CoBpeMeHHbIE TpeOOBaHHS K COCTaBY M 0(pOPMIICHHIO TOKYMEHTOB.
Tema 4. OCHOBBI JOKyMEHTOOOOpPOTA: MPUHILUIIBI OpPraHU3aliu, CHeuu(HUKa JOKYMEHTOO0OpPOTa B COLMAIBHO-
KyJIBTYpHOI1 pabore.
2.5.4. CAMOCTOSATEJBbHASI PABOTA OBYYAIOIIIUXCS
I'pagux CPC
IInanuposanue CPC
3aouHnas ¢popma o00yuyeHus

Bpems Ha
IlepuoanyHocTh
Ne HasBanue pa3zjaena (Tembl) Buast CPC (CpOKH) KOHTPOIS Ne Hu3ydeHHue,
n/n AUCHHUTLTUHBI MecT BBINOJTHEHI
/ c P CPC P cemMecTpa OJIHEHHE
3a/1aHus
1 Tema 1. Haznauenue kypca, CocraBieHnue
OCHOBHBIE NOHATHA. PazButHe KOHCIIEKTa; 1-17 Henens 10 24
MIPEACTaBICHUI O JOKyMEHTE TIOJITOTOBKA K
CeMUHApY
2 Tema 2. 3akoHOoaTENBHOE U
HOPMaTHBHO-METOJYECKOE CocraBneHue
peryJupoBaHue KOHCIIEKTa; 1-17 Henens 10 24
JOKYMEHTAITUOHHOT'O IIOATOTOBKA K
obecrieueH s yIpaBJIeHHs B CeMUHapy
TOCYAApPCTBEHHBIX OPTaHU3AIMSAX.
3 Tema 3. CoBpeMeHHEBIE CocraBnenue
TpeOOoBaHuUs K COCTAaBY U KOHCIIEKTa; 1-17 Henens 10 24
0 OpMIICHHIO TOKYMEHTOB TIO/JI'OTOBKA K
CEeMUHApY
4 Tema 4. OcHOBBI
CocraBnenue
JOKyMEHTO0000pOTa: MPUHIINIIBI COHCIICKTa:
OpraHu3aIuy, crienupuka ’ 1-17 nenens 10 24
TIO/JI'OTOBKA K
JOKYMEHTO000pOTa B COLMAIBHO-
. CeMUHapy
KyJIbTYpHOH paborTe.
Hroro nmo jucuMminHe 96

Kypc

«,HCIIOHPOI/ISBOJICTBO U  JOKYMCHTOBCICHHC)

n3yderne. ©opMbI caMOCTOATEIEHON PaOOTHI:
- BBITIOJTHEHHE 3aJIaHWH, CBS3aHHBIX C 3aKPEIUICHHEM ITPOHIEHHOT0 MaTepHaa;
- IOATOTOBKA K CEMUHAPCKUM 3aHATHSIM;

MIPEAyCMaTPUBAET TAKKE CAMOCTOATEIBHOE €ro

- IIOJI'OTOBKA K BBITIOJIHEHUIO MPAKTUYECKUX 33 JaHUIA;

- IOATOTOBKA K 3a4eTy.

@DopMBI 1 METOIBI KOHTPOJISI CAMOCTOSATENHLHOM PaboThI:
- OTBETHI HA CEMHHAPCKUX 3aHATHSIX;

- IpOBEpKa MPAaKTHYECKUX PadoT;



11.
12.

13.
14.

15.
16.
17.

18.

19.
20.
21.
22.
23.
24.
25.
26.

217.

- 3a4CT.

2.6. OIIEHOYHBIE CPEJACTBA JJIs1 TEKYIHIETI'O KOHTPOJISI YCIIEBAEMOCTMU,
MPOMEXKXYTOUYHOM ATTECTAIHUU 11O UTOT'AM OCBOEHMUSA JUCIHUIIJIMHBI 1 YYEBHO-
METOINYECKOE OBECIIEYEHUE CAMOCTOSTEJIBHOM PABOTBI OBYYAIOIIUXCA
Bonpocs! 111 caMOMIOATOTOBKH K AK3aMeHY;,
3amaHus A1l CAMOCTOSTEIBHOM paboTHI;
@DOHJT OLIEHOYHBIX CPEICTB.

BOIIPOCHI AJIs1 CAMOIIOATOTOBKHU K 3AYETY

PasButne npezacraBnenunii o qokymeHte. Poib JOKyMeHTa B KM3HHU YeJIOBEKa M OOIECTBa.

JlokyMeHTallMOHHOe O0ecIiedeHUe YNpaBiIeHUs] KaK BakKHeWInas (YHKIMS YIpPaBICHHs, €€ MECTO CpPeIu IPYrHxX
YIpaBJICHYECKUX QYHKIHH.

[ToHATHS «TOKYMEHT», «KHOCHTENb HHPOPMALUU», «TOKYMEHTHPOBaHHAs HHOOPMAIUS.

Hcropudyeckuif ONBIT OpraHM3allUM IOKYMEHTHPOBAHMS YIPABICHUYECKONW MEATEIBHOCTH B TOCYAAapCTBEHHBIX
yupexaenusx Poccuu 1970-e-2000-¢ rr.

OenepanpHblii  3akoH Poccmiickoit ®enmepammu ot 27 wmrons 2006 r. N 149-@3 «O6 wuHpOpManuy,
MH()OPMALMOHHBIX TEXHOJOTUAX M O 3aIIUTE MH)OPMALIMI»: OCHOBHBIC ITOJI0KEHHS.

OTBETCTBEHHOCTh 32 HEMPAaBOMOYHBIE JEUCTBHUS C JOKYMEHTAMH B aJIMHHHCTPAaTUBHOM, YTOJOBHOM U TPYAOBOM
konekcax Poccuiickoit @enepanun.

PerynmpoBanue nemonpon3BoacTBa U JOKyMeHTooO0poTa B Perimamente [IpaButensctBa Poccuiickoit dexepannu.
Axtel IIpaButensctBa Poccuiickoit denepaiii 0 BHEAPEHUH 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa B OpraHU3aIMU
JIeSITeIbHOCTH OPTaHOB IOCYJapCTBEHHOM BIacTu.

IIpeeMCTBEHHOCTh TOKYMEHTALIMOHHOTO 00eCTIiedeHNs yIIpaBICHNS B Pa3IMuHbIe IEpHOb! HcTopun Poccun.

. MenepanbHOE 3aKOHOJATENLCTBO 00 OPraHM3AlMU JJOKYMEHTAIMOHHOTO OOeCHeYeHus yIpaBieHUs, TpeOOBaHUSA

YHUGUKALUK U CTAaHIAPTU3ALHH.

BrmsiHue pedopMbl 0 MHGOPMaTH3aIMK TOCY IApPCTBEHHOH CITy>KObI HA HOPMaTHBHYIO 0a3y JeJI0IPON3BO/ICTBA.
YundunupoBanusie cuctembl qokymernTtamun. [OCT P 6.30-2003. YaudunupoBanHas cucTeMa OpraHH3aIlMOHHO-
pacnopsAuTeNIbHOM JOKyMeHTauu. TpeboBanus K 0pOpMIICHNIO TOKYMEHTOB.

XapaKkTepucTHKa OCHOBHBIX BHJIOB JIOKYMEHTOB B JICJIONIPOU3BOICTBE OPTraHU3AIHH.

MexnyHapoaHble ¥ HAlMOHAJbHBIE CTaHAAPTHI B PErYJMPOBAHHM JIOKyMEHTAIMOHHO-WH(OPMAIIMOHHOTO
obecrieueHns yrpaBIeHHUSI.

OCHOBHBIE HalpaBJICHHSI COBEPIICHCTBOBAHMS COCTaBa U (JOpM TOKYMEHTOB B COLIMATIBHON cdepe.

Bunpl 1okyMeHTOB (pacniopsauTeIbHbIe, OpraHU3allMOHHbIC, HH(POPMAIIMOHHO-CIIPAaBOYHBIE) U UX XapaKTEPUCTUKH.
IlepeyHn MOKyMEHTOB C THIOBBIMH CpPOKAMM XpaHEHWs. 3HAu€HHE IIepeyHed M MOpSNOK WX NPUMEHEHHUS B
JIEJIOTIPON3BOICTBE.

Opranu3zannoHHbie GopMbl JETONPON3BOJACTBA. X 3aBUCUMOCTD OT CHEUU(BUKH U OPraHU3allUOHHOH CTPYKTYPBI
YUpEeKACHUS.

JoxymenToobopot. OnpezneneHne, XxapakTepUCTHKa OCHOBHBIX JOKYMEHTOIIOTOKOB.

[IpaBuia opranuzanuy JOKyMEHTO000pOTa OpTraHU3aIHH.

JlokyMeHT0000pOT Kak 3 PEeKTUBHBIH HHCTPYMEHT OITUMH3ALIH YIIPABICHUYECKUX PELICHHUMH.

TexHonorus paboTel ¢ 0OpaIIeHNsIMU TPAXKJaH B JIEJIONPOU3BOICTBE OPTraHN3aIHH.

TpebOoBaHMs 3aKOHOATEIILCTBA K OpPraHU3aluy padOoThl C OOPAICHUSIMH TPaXKIaH.

Howmenknartypa aen, e€ 3HadueHHe, BU/bl HOMEHKIIATYp J1€JI, METOANUKA COCTABICHHSI HOMEHKIIATYP AE.

[TorATHE «IKCTIEPTHU3HI IEHHOCTH) TOKYMEHTOB B I€JIOMPON3BOJICTBE, 33a4H U TOPSIOK MIPOBEICHHUS.

Ocuognble nonoxenust LI «Muadopmarmonnoe obmectBo 2011-2020 rr». TeHaeHINN pa3BUTHS SJIEKTPOHHOTO
JIOKYMEHTO000pOTa.

IIpaBoBO#i cTaTyc 3JIEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIFHOE M HOPMATHBHOE PETYINPOBAHHE HCIIOIH30BAHMUS
AIIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHBIE JOKYMEHTHI K 0a3bl JaHHBIX B COIMATILHO-KYJIBTYPHOH chepe.

2.7. YYEBHO-METOANYECKOE U TH®OPMAIIMOHHOE OBECHNEYEHHUE JUCHUIIJINHBI.
2.71. PEKOMEHIAYEMAS JIUTEPATYPA
2.7.1.1. OCHOBHAS JIUTEPATYPA
Kysrernos, U.H. [JenonpousBoactso: YueOHO-cipaBouHoe nocodue / 1.H. Ky3uenos. - M.: Jlamkos u K, 2016. -
520 c.
KyznenoB, M.H. [lokymeHTalmoHHOE o0ecnieueHue yrpaBieHus. J[oKyMEeHTOOOOpOT U JeNONPOU3BOJICTBO:
Yuebnuk u nmpaktukym / 1.H. Ky3nenos. - JIrobepusr: Opaiit, 2016. - 477 C.
Kynses, H.H. KonbuaennuansHoe 1e10nporn3BOACTBO U 3aIIMIEHHBINA AIEKTPOHHBINA JOKYMEHTO000pOT: YUeOHUK
/ H.H. Kynses. - M.: Jloroc, 2015. - 500 c.
[Tanacenko, 10.A. Jlenmonpon3BoACTBO: TOKyMEHTAIIMOHHOE obOecIieueHrne yrnpasieHus: Yueonoe nocodue / FO.A.
IManacenko. - M.: 11 PUOP, HUL] UH®PA-M, 2013. - 112 c.
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Cosory6, O.I1. [lenonpon3BOACTBO: COCTaBICHIE, PeIAKTUPOBAaHKHE U 00paboTKa TOKyMEHTOB: Y4yeOHoe mocodue /
O.I1. Comory6.. - M.: Omera-JI, 2013. - 207 c.

2.7.1.2. TONOJHUTEJIbHAS JIUTEPATYPA
Bacako, M.J. Jlenonpou3BoacTBO (IOKyMEHTAI[HOHHOE obecneyeHue ynpasienus Ha ocHoBe [OCT P 6.30-2003):
Y4ebHOoe mocobne Uit CTyIEeHTOB 00pa30BATENbHBIX YUPESKICHUH CpeqHero mpodeccHoHalIsHOro oO0pa3oBaHus /
M.U. Bacakos. - M.: Jlamkos u K, 2012. - 348 c.
Bacaxos, M.I. [lokymeHTanmmoHHOE obecrmeueHune ynpasieHus ([emonponsBoactro): Yuebunk / M.U. bacakos. -
Pu/J1: ®ennxkce, 2013. - 350 c.
Bacakxos, M.1. JlenonpomsBoacteo: Yueouuk / M.U. bacakos, O.1. 3ampmmkoBa. - Pu/J{: ®ennkc, 2013. - 376 C.
Bacosckas, E.H. JlemonpousBoncteo: Yuebnoe mocobue / E.H. Bacosckas, T.A. beikora, JL.M. Bsuosa, E.M.
Ewmpimiesa. - M.: ®opywm, 2012. - 256 c.
Bacosckas, E.H. [lenonpousBoacreo: YueoHoe nocobue / E.H. bacosckas. - M.: ®opym, 2012. - 256 c.
BrikoBa, T.A. JlokyMeHTaIlMOHHOE OOeCHeUeHHE YIpaBICHUS (JEIONpPOM3BOJACTBO): YueOHoe mocobme / T.A.
Brikora, T.B. Ky3nenoga, JI.B. Cankuna. - M.: HUI] UH®PA-M, 2013. - 304 c.
breikoBa, T.A. JlemonpomsBoactBo: YueOuuk / T.A. BeikoBa, JLM. Bsnoma, JI.B. Cankuna; Ilox pen. T.B.
Kysuemnoga. - M.: HUI] UH®PA-M, 2013. - 364 c.
Brikora, T.A. Jlenonponsoactso: YueOHuk / T.A. beikoBa, JI.M. Bsutosa. - M.: UTHOPA-M, 2013. - 364 c.
I'yryesa, T.A. KorpuneHmuansHoe nenonpons3BoacTBo: YuedHoe nocodue / T.A. I'yryesa. - M.: Ansda-M, HUL]
NH®PA-M, 2012. - 192 c.
Kupcanosa, M.B. CoBpeMeHHOE AeT0nmpon3BOACTBO: YueOHoe mocodue / M.B. Kupcanosa. - M.: HUL] UH®PA-M,
2012.- 312 c.
Kysuenos, JI.JI. KagpoBoe nemonpousBoactBo (mpaBoBbie 0cHOBEI): [Ipaktudyeckoe mocodue / FO.I1. Opnosckuii,
J.J1. Ky3ueros, 1.51. benutkas, F0.C. Kopsikuna . - M.: UTHOPA-M, Kontpakr, 2013. - 239 c.
Kysuenos, 1.H. [lenonpoussoacteo: YuebHo-cnpapounoe mocodue / M.H. Ky3uenos. - M.: [lamkos u K, 2013. -
520 c.
Kysnenos, U.H. JlokymeHTalimoHHOE oOecrieueHe yIpaBlIeHUs U JeONPOU3BOICTBO: YUEOHUK Uil GakaaaBpoB /
W.H. Kysnenos.. - M.: FOpaiit, U]] FOpaiit, 2013. - 576 c.
JloBueBa, M.B. Ympasienue mepcoHagoM: TeOpus U MPaKTHKA. J[eIOIpon3BOACTBO B KaIpoOBOH Ciry:xOe: YaeOHo-
npaktraeckoe mocodue / M.B. Jlouera. - M.: IIpocmekr, 2013. - 80 c.
Muxaitnos, FO.M. Kagposoe nenomnpousBoactBo. Kak mpaBuiisHO U OBICTPO 0)OPMUTH BaKHEHIITHE TOKYMEHTHI IO
nepcorary / F0.M. Muxaitnos. - M.: Anega-IIpecc, 2014. - 224 c.
oxuukosa, H.M. IIpaktukym mo mpeamety "J[OKyMEHTBHI, KOPPECTIOHACHINS H JCIONPOU3BOACTBO": YueOHOe
nocobue g Had. mpod. odpazoBarms / H.M. [Toxxuukosa. - M.: U1 Axagemus, 2012. - 192 c.
Porosxxun, M.1O. Jlenonpou3BoaCTBO B KaapoBoOi ciyx0e: YueoHo-npakruueckoe mocodue / M.IO. Poroxus. - M.:
IMpocnekr, 2013. - 784 c.

2.7.2. CPEJICTBA OBECHHEYEHMUS OCBOEHUA JUCIIUITJINHBI
2.7.2.1. METOAUYECKHUE MATEPUAJIBI U MATEPHUAJIBI ITO BUJIAM 3AHATUNU
TemaTnyeckuii IJIaH CEMMHAPCKUX 3aHATHI

Ne HaumeHnoBanue TeMbl KosnyecTBo yacoB no gopme
n/n o0yueHust
OYHAas 3a04Hast
1 Tema 1. HazHaueHue kypca, OCHOBHbIE MOHSTUS. Pa3BuTHe 1
IPEACTaBICHUN O JOKYMEHTE
2 Tema 2. 3akoHOAATENBHOE U HOPMATUBHO-METOINYECKOE
peryianpoBaHue JOKyMEHTAI[HOHHOT'O 00eCIeYeH sl yIpaBIeHus B 1
rOCyJIapCTBEHHBIX OpraHU3alMsAX.
3 Tema 3. CoBpemeHHbIe TpeOOBaHMS K COCTABY ¥ O(POPMIICHHIO 1
JOKYMEHTOB
4 Tema 4. OCHOBBI JOKyMEHTO00OpOTA: IPUHIHUIIBI OPraHU3alNH, 1
crienuuKa JOKYMEHT0000pOTa B CONMATLHO-KYIBTYPHOU paboTe.
UTOoro 4

METOJINYECKHUE PEKOMEHJIAIIMH K ITPOBEJIEHUIO CEMAHAPCKHUX 3AHSATHI

Tema 1. HaznaueHune Kypca, OCHOBHbIE MOHATHSI. Pa3BuTHE NpecTaB/IeHUIl 0 TOKYMeHTe.
Bonpocsl nu1s o0cyxaenus:
Iousatus «nHGOPMAINI) U «TOKYMEHT», «JOKYMEHTAI[IOHHOE 00eCIIeUeHIE YIIPABICHU.
DBOJIOLUS TEPMHUHOJIOTHH B OTCYECTBEHHOM H 3apyOEKHOM 3aKOHOIATEIILCTBE.
PazBuTHe npeacraBieHuil 0 JOKYMEHTE.
Pounb mokyMeHTa B XKH3HH YEJIOBEKA U OOIICCTBA.
BiusiHue HayYHO-TEXHUYECKOTO Mporpecca Ha pa3BUTHE JOKYMEHTA.
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Hcropuueckuii ONBIT OpraHU3aIMK JAEIONPOU3BOACTBA B TOCYIapPCTBEHHBIX YUpekaeHusax Poccun.

Bomnpocs! nenonponsBoacTBa B 3akoHoaarenbcTse [lerpa .

Pa3Butne paboT 1o cTaHAapTU3aUny U YHU(UKAIMY YIPaBIeHIeCKUX J0KyMeHTOB B 1970 - 1990 rr.

HarpaBiieHust rocy1apCTBEHHOTO PEryJIMpOBaHUs JOKYMEHTAIMOHHOTO oOecrieueHus ymnpasieHus B 1990-e — 2010-
€ roJpl.

Jluteparypa:

Bacakxos, M.1. Jleonpomussozactso: Yueonuk / M.M. bacakos, O.1. 3ampimkoBa. - Pu/J{: ®ennkc, 2013. - 376 C.
Bacosckas, E.H. JlemonpomsBoactBo: YuebHoe mocodbue / E.H. Bacosckas, T.A. BrikoBa, JL.M. Bsuosa, E.M.
Emprmresa. - M.: @opywm, 2012. - 256 c.

Kyzrenos, U.H. [lenonponsBozactso: YueOHO-cipaBouHoe nocobue / 1.H. Ky3uemnos. - M.: lamkos u K, 2016. -
520 c.

Kysneuos, W.H. J[lokymeHTanmoHHOEe o0ecredeHue yrnpasieHus. JIOKyMEeHTOOOOpOT W JeJONpOU3BOJICTBO:
VYuebnuk u npaktukyMm / MI.H. Ky3nenos. - JIlrooepusr: FOpaiit, 2016. - 477 c.

Kynses, H.H. KonduaeHnunansHoe 1e10mpon3BOACTBO U 3aIUIICHHBIH 3IEKTPOHHBIN JOKYMEHTOO00POT: YueOHUK
/ H.H. Kynses. - M.: Jloroc, 2015. - 500 c.

[Manacenko, HO.A. Jlenonpou3BoACTBO: TOKYMEHTAIMOHHOE OOCCIeUeHHe yrpaBieHus: Y4yeOHoe mocobue / F0.A.
IManacenko. - M.: U1 PUOP, HUL] UH®PA-M, 2013. - 112 c.

Comory0, O.I1. [lenonpon3BoACTBO: COCTAaBICHHE, PEIAKTUPOBAaHUE U 00paboTKa TOKYMEHTOB: YdueOHOe Tocobue /
O.I1. Comory6.. - M.: Omera-JI, 2013. - 207 c.

Tema 2. 3akoHoxaTeJlbHOE W HOPMATHBHO-METOAHYECKOE pPeryJipoBaHUe JAOKYMEHTALMOHHOIO
obecnevyeHHUsl yNPaBJaeHUsI B TOCYAAPCTBEHHBIX OPraHU3ANMAX.
Bonpocs! 15 00cyxneHus:
CrpyKTypa 3aKOHOAATEeIbHOW N HOPMATUBHOM 0a3bl JOKYMEHTAIIMOHHOTO obecrnedueHust ynpasienus: Koncrurynus
P®, Koncrurynuonsasie 3akoHbl, PenepanbHble 3akoHbI, akThl [Ipesunenta PD, nmocranosnenus IIpaBurenscTBa
PO.
HopmaTuBHO-MeTOMYEeCKUE aKThl MO JOKYMEHTALMOHHOMY OOECIEUEHHIO YIPaBIICHUS: WHCTPYKLMHU, NpaBHia,
MepeYHU JOKYMEHTOB CO CPOKAMHU XpaHEHUs U Jp. VX 3HadeHue i MOCTAaHOBKHU JEJIONPOU3BOJICTBA B KOHKPETHOM
OpraHU3aIHH.
Bomnpocs! nemonpon3BoacTBa M JOCTyIA K HHQOpMaIwn B kKoaekcax Poccuiickoit deneparmm.
CoBpeMeHHass HOPMATHBHO-METOIMYECKas 0a3a JETONMPOU3BOJICTBA 00 WHPOPMAIMOHHBIX TEXHOJIOTHSX.
OenepanpHas meneBas nporpamma «Muadopmarmonsoe oomectro. 2011-2020 rr.».
Oenepanpabie 3akoHBL: «O0 wHMOpMaIyy, WH(GOPMAIIMOHHBIX TEXHOJOTHAX MW 3amuTe wuHpopMamumy, «O
MIEPCOHANBHBIX JaHHBIX», «O0 amekTpoHHO# mudpoBoi moamicu, «O06 apxuBHOM ferne B Poccuiickoit demepannmy,
«O rocymapcTBeHHOM s13bIKe Poccuiickoit @enepanum» u ap.
HarmmonansHsle cranaaptsl U cranaapTsl MCO o moguTHKe ynpaBieHHs JOKYMEHTaMH.
Jluteparypa:
Kysuenos, N.H. [enonpoussoacteo: Yuebno-cnpaBounoe nmocodue / M.H. Ky3uenos. - M.: [lamkos u K, 2016. -
520 c.
KysnenoB, M.H. JlokymeHTanmoHHOe oOecriedeHue ympaBieHus. JJOKyMEeHTOOOOpOT H JeNONMpPOU3BOJICTBO:
Yuebnuk u npaktukym / .H. Ky3nenos. - Jlro6eprpr: FOpaiit, 2016. - 477 C.
Kymnses, H.H. KonpuaeHmmansHoe AeT0MPON3BOICTBO U 3AIIUIIICHHBIA JIEKTPOHHBIN TOKYMEHTO000pOT: YUeOHUK
/ H.H. Kynses. - M.: Jloroc, 2015. - 500 c.
[Nanacenko, H0.A. Jlenonpon3BoAcTBO: JOKYMEHTalMOHHOE obecredeHue ynpasieHus: YuebHnoe nocobue / 10.A.
IManacenko. - M.: U1 PUOP, HUL] UTH®PA-M, 2013. - 112 c.
Cornory0, O.I1. Jlenonpon3BOACTBO: COCTABJICHUE, PEIaKTHPOBAHIE U 00paboTKa JOKYMEHTOB: YueOHoe mocoone /
O.I1. Couory6.. - M.: Omera-JI, 2013. - 207 c.
Ioxxunukosa, H.M. Ilpaktukym mo mpeamety "J/[OKyMeHTBI, KOPPECTIOHACHINS M JEIONPON3BOACTBO": YuebHOe
mocobue i Had. mpod. obpaszosanus / H.M. Ioxuukosa. - M.: U1 Axagemus, 2012. - 192 c.
Kysnenos, U.H. [lenonpousBoacto: YdeOHo-cnpaBounoe nocodue / M.H. Kysunenos. - M.: Hamkos u K, 2013. -
520 c.

Tema 3. CoBpeMeHHBIe TPEOOBAHHUS K COCTABY H 0(hOPMIICHHIO TOKYMEHTOB.
Bonpocs! pis 00cyxnenns:
Ionstue «pekBu3uty. [ToHATHE «POPMYyIISIpa TOKYMEHTaY.
Ponb Gianka B cTpykType nokymenTa. CocraB OnaHKa, HOPSJOK pacIioyioKEHHsI pEKBU3UTOB B OJIaHKe.
YHudukanus T0KyMeHTa KaK OJHO U3 HAIPABJICHUI €ro COBEPIICHCTBOBAHUSI.
TpeOoBaHMS K TEKCTY pa3IMIHBIX BHIOB YIIPABICHUYECKNX JOKYMEHTOB.
HNudopmanmoHHO-CcITpaBOYHBIE JOKYMEHTHI B coMalibHOM cepe. TpeboBaHus kK 0pOPMIICHUIO U CONEPIKAHUIO.
Jluteparypa:
Kysnenos, U.H. [enonpousBoacto: YueOHo-cnpaBounoe nocodue / M.H. Kysunenos. - M.: lamkos u K, 2016. -
520 c.
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Kyszuenos, M.H. [lokymeHTanmoHHOe o0ecreueHue yrpasieHus. J[OKyMEHTOOOOpOT U JEIONPOU3BOJCTBO:
VYuebnuk u npakrukym / U.H. Ky3nenos. - JIroGepupr: FOpaiit, 2016. - 477 C.

Kynses, H.H. KonduaenunansHoe 1e10Mpor3BOACTBO U 3alUIICHHBIH 3IEKTPOHHBIN TOKYMEHTO000POT: YUeOHUK
/ H.H. Kynses. - M.: Jloroc, 2015. - 500 c.

[Nanacenko, 10.A. Jlenonpon3BoAcTBO: JOKYMEHTAlMOHHOE oOecredeHue ynpasieHus: YueoHnoe nocodue / 10.A.
[MTanacenko. - M.: M1 PUOP, HULl UH®PA-M, 2013. - 112 c.

Comory0, O.I1. [lenonpon3BoACTBO: COCTaBICHHE, PeIakTHPOBaHNE U 00paboTKa TOKYMEHTOB: YueOHoe mocodue /
O.I1. Comory6.. - M.: Omera-JI, 2013. - 207 c.

Bacosckas, E.H. JlemonponsBoacteo: YueoHoe mocodbue / E.H. Bacosckas. - M.: @opywm, 2012. - 256 c.

Kupcanosa, M.B. CoBpeMeHHOE AeT0npon3BoACTBO: YueOHoe mocodne / M.B. Kupcanosa. - M.: HUL] UH®PA-M,
2012.- 312 c.

Tema 4. OcHOBBI JOKYMEHTO000POTA: NMPHHIHUIBI OPraHM3alNHU, cnenuPUKa JOKYMEHT0000poTa B
CONMAJILHO-KYJILTYPHOI padoTe.
Bonpocs! 1151 00cyxnenns:
JlokyMeHT0000pOT Kak 3 PEeKTUBHBIH HHCTPYMEHT OITUMH3ALUH YIIPABICHUECKHX PELICHUM.
O1eHKa COBPEMEHHOT'O COCTOSIHUS JOKYMEHTAllMOHHOTO 00eCIIeUeHH s YIIPaBIICHHUSI.
CrpykTypa # 00Imas XapaKTepuCTHKa TOKYMEHTOIIOTOKOB B IOKyMEHTO00O0pOTE.
[IpaBuna opraHu3anuyl JBIKEHUS TOKYMEHTOB B OpTraHH3aIHH.
OCHOBHBIE TIOHATHS;, TPEOOBAHUS K OpraHU3alul JOKYMEHTOO0OpOTa
[puHIUIE OpraHU3anuy T0KyMEHT0000poTa.
OCHOBHBIE 3TaIBl JOKYyMEHTO000pOTA.
Crneunduka 10KyMEHTO000pOTa B OPTraHU3alMsAX COLMAIbHO-KYJIBTYPHOH cepsi:
JIuteparypa:
Kysuenos, 1.H. [enonpoussoacteo: YuebHo-cnpaBounoe mocodue / M.H. Ky3uenos. - M.: [lamkos u K, 2016. -
520 c.
Kysneno, M.H. JlokymeHTanuoHHoe oOecriedeHue ympaBieHus. JOKyMeHTOOOOpOT H JeNOMpPOU3BOJICTBO:
VYuebnuk u npaktukym / .H. Ky3uenos. - Jlro6epist: FOpaiit, 2016. - 477 C.
Kymnses, H.H. KonpuaeHmmansHoe AeT0MPON3BOICTBO U 3AIIUIICHHBINA AIEKTPOHHBIN TOKYMEHTO000pOT: YUeOHUK
/ H.H. Kynses. - M.: Jloroc, 2015. - 500 c.
IManacenko, IO0.A. Jlenonpon3BOACTBO: JOKYMEHTAIIMOHHOE OOecIieueHe ynpaBieHus: YduebHoe mocodue / FO.A.
ITanacenko. - M.: W11 PUOP, HUIT UH®PA-M, 2013. - 112 c.
Couory0, O.I1. [lenonpon3BoACTBO: COCTaBICHHE, PEIAaKTUPOBAaHNE H 00paboTKa JOKyMEHTOB: YdeOHoe mocodne /
O.I1. Comory6.. - M.: Omera-JI, 2013. - 207 c.
bacosckas, E.H. JlenonpousBoactBo: Yuebnoe mocodue / E.H. Bacosckas, T.A. BeikoBa, JL.M. BsutoBa, E.M.
Ewmpimresa. - M.: ®opym, 2012. - 256 c.
bacaxos, M.U. JlokymeHTanMoHHOe obecreuenue ynpasienus ([JemonpousBoactso): Yueouuk / M.U. bacakos. -
Pu/]1: ®enukce, 2013. - 350 c.

METOJAYECKHE PEKOMEHJAIIMM K IPOBEJEHUIO IPAKTUYECKUX 3AHATHUI

Tema 1. HaznaueHue Kypca, 0OCHOBHbIe NOHATHSI. PazBuTHe NpeacTaB/IeHUil 0 JOKYMeHTe.
Bonpocs! ais 00cyxneHus:
[onsTus «MHPpOPMALIUI U «IOKYMEHT, «JOKYMCHTAI[HOHHOE 00CCIICUeHUE YITPABICHU.
DBOIIOLUS TEPMHHOJIOTHH B OTEYECTBEHHOM H 3apyOEKHOM 3aKOHOIATEIILCTBE.
Ponp moxymeHTa B KH3HH 9eJIOBEKa M 00IIecTBa.
BrusHre HayYHO-TEXHUYECKOTO MpOorpecca Ha pa3BUTHE JOKyMEHTA.
JlokyMeHTaIMoHHOEe O0€ecIieueHne YIpaBICHUS Kak BakKHEHIIas (yHKIWS YIPaBICHHSA, €€ MECTO CPeIH APYTHX
yIpaBlIeHYECKUX (QYHKIIUH.
B3anMoCBs3b CHCTEMBI YIIPABICHHS B IIEJIOM M CHCTEMBI yIpPaBJICHHS AOKyMEHTaMH. 3HAYCHHE TOKYMEHTOB IUIS
peanu3anuy yrpaBIeHYECKUX PEIIeHHUI.
Hcropruyeckuil ONbIT OpraHU3alyy JIeJI0NPOU3BOJICTBA B TOCYIaPCTBEHHBIX yupexaeHusx Poccuu.
Bompocs! nenomnpounssocTBa B 3akoHoatenbeTse [lerpa 1.
Buenpenne wHQOPMAIMOHHBIX ~ TEXHOJIOTHUH:  CMCIIAHHBINH  (OyMa)XHO-3JCKTPOHHBIM) W AJIEKTPOHHBIN
JIOKyMEHTO00O0pOT.
3agayu M CUTyalMu
BrlsicHEHHE COOTHOIICHUS TOHATHA «JOKYMCHTOBEICHHE», «JIOKYMEHTAIMOHHOE OOECICUeHHEe YIPaBICHUSD,
«JIeIOTIPOU3BOICTBOY.
M3ydenue mpaBoBOTO PETYIMPOBAHNUS B chepe JOKYMEHTAIIHIOHHOTO 00ecIeueHus YIPaBICHNUS.
Paccmorpenne ponm  Ciny>kOBI  JOKYMEHTAIIHOHHOTO —OOECHEUeHHs YIPABICHHS B CHCTEME YIPABICHUS
opraHuzanuen.
W3ydenue Teopuu JOKyMEHTA: IOHATUS «JOKYMEHT», QYHKINN 1 CBOMCTB JOKYMEHTA.
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Tema 2. 3akoHomaTeJbHOe W HOPMATHBHO-METOJUYECKOEe pPeryJMpOBaHHe JOKYMEHTAIIMOHHOIO
o0ecnevyeHus! yNpaBJIeHUS] B TOCYAaPCTBEHHBIX OPraHU3alMAX.
Bonpocs! 1151 00cyxneHns:
CrpyKTypa 3aKOHOAATEeILHOW N HOPMATHBHOM 0a3bl JOKYMEHTAIIMOHHOTO obecniedeHus ynpasinenus: Koncruryus
P®, Koncrurynuonssie 3akoHbl, DenepanbHele 3akoHbl, akTsl [Ipesunenta PD, nocranosnenus IIpaBurenscrsa
PO.
HopmarnBHO-MeTOOMYECKHE aKTHl 10 JAOKYMCHTAIlMOHHOMY OOECIEUYCHHIO YNPABICHUS: MHCTPYKLIWH, TPAaBHIIA,
HNEPEYHN JOKYMEHTOB CO CPOKAaMHU XpaHeHus u Ip. VX 3HadeHne A MOCTaHOBKU AENONPOU3BOACTBA B KOHKPETHOM
OpraHU3alHH.
Bomnpocs! nemonpon3BoicTBa M JOCTyIA K HH(QOpMaIwn B kKoxekcax Poccuiickoit deneparmm.
CoBpeMeHHasET HOPMAaTHBHO-METONMYECKas 0a3a JETONMPOM3BOJICTBA 00 WHPOPMAIIMOHHBIX TEXHOJIOTHSX.
OenepanpHas 1eneBas nporpamma «Muadopmarronsoe oomectso. 2011-2020 rr.».
®denepanbhable 3akoHb: «OO0 wuHpOpManyMy, HWHPOPMAIMOHHBIX TEXHOJOTHMAX W 3ammre uHpopMmauum», «O
MePCOHAIBHBIX JaHHBIX», «O0 31eKTpoHHOM nudpoBoi noanucu, «O6 apxusHOM nene B Poccuiickoii deneparumy,
«O rocynapcTBeHHOM si3bIke Poccuiickoit @enepanum» u ap.
HarmmonansHsle cranaapTsl ¥ cranaapTsl CO o moauTHKe ynpaBieHHs JOKYMEHTaMU.
3agaum M cUTyaluu
Jlate onpeneneHne CTpyKTypsl HOpPMaTHBHO—METOINYECKOH 0a3bl IOKyMEHTAMOHHOTO 00ECIICUCHNUS YIIPaBICHNUS.
PaccMoTpeTh, Kak perimaMeHTHpYeTCs B 3aKOHOAATEIbCTBE CTAHAAPTU3AIMSA M yHUPHUKALUS TOKYMEHTOB.
M3y4nts cocTaB HOPMATUBHBIX, HOPMATHBHO—METOAUYECKHUX AKTOB, COAEPIKAILUX MPAaBUIA JOKYyMEHTUPOBAHHUS.
CdopmupoBaTh NpEACTaBICHHE O TOCYJapCTBEHHOM pPETYIMPOBAHMH IIPOIIECCOB OpTaHM3alMu paboThl ¢
JOKYMEHTaMHU.

Tema 3. CoBpeMeHHbIe TPeOOBAHHUS K COCTABY U 0(hOPMIICHHIO TOKYMEHTOB.
Bonpocs! 115 00cyxneHus:
[Monstue «pexBusuT. [loHarue «popmysapa 1oKyMeHTay.
Ponp 6nanka B cTpykType nokymeHrta. CocraB OiiaHKa, ITOPSA0K PacIoiI0oKEHHs PEKBU3UTOB B OJIaHKE.
YHaudukaums 10KyMeHTa KaK OHO U3 HAalpaBJICHUH €ro COBEPILICHCTBOBAHMSI.
TpeOoBaHMS K TEKCTY pa3lNYHBIX BUIOB YIIPABICHYECKUX JTOKYMEHTOB.
WHudopmMannoHHO-CIIpaBOYHbIE JOKYMEHTHI B conMainbHOM cdepe. TpedoBaHus K 0OPMIIEHHIO U COEPIKaHHMIO.
3agauu M CUTyaluu
[TokazaTh posb TOKYMEHTa B COBPEMEHHOM MHPE, B PA3JIMYHBIX 00JIACTSX AEATEIHHOCTH YEJIOBEKa.
[IpoanaM3MpOBaTH HBOMIOLUIO MMOHATHS «JOKYMEHT» 10 TOCY/IapPCTBEHHBIM CTaHAApPTaM Ha TEPMHHOJIOTHIO.
JlaTe coBpeMeHHbIE MOHATHS «IOKYMEHT», «IOKyMEHTHPOBaHHAs MH(OPMALHs», 3aKperuieH Hele B DenepaisHOM
3akoHe «O0 mHpoOpMaly, HHPOPMALMOHHBIX TEXHOJOTHSX M O 3amure uHpopmauuu» u B TOCT P 51141-98
«/lenonpon3BoACTBO U apXUBHOE J1eN10. TePMHUHBI U ONIPESIICHIS.
[MosicHuTh MHPOPMALIMOHHYIO IPUPOAY JOKyMeHTa. ONpeneuTb BUIbI 1 CBOWCTBA HH(POPMAILHH.
BbIAICHUTH B3aUMOCBSI3b HOHATHH «JOKYMEHT» W «HMHGOpPManus», pojb COLNMAIbHOW HHpOpMALMU B
JIOKyMEHTOOOpa30BaHHH.
Onpenenuts 3aBUCHUMOCTh BHJAa JOKYMEHTa OT COLHMaJIbHOW WH(OpMAlMH: OIEPaTHBHOW, PETPOCIEKTUB HO,
MEPCIEKTUBHOM.
CdopmupoBats npeacTaBiIeHe O criocodax JOKyMEHTHPOBaHUSI.
Jatp kmaccuduKaniio MaTepualbHbIX HOCUTEIIEH, CPEICTB JIOKYMEHTHPOBAHNUSI.
CocTaBuTh ITPEJICTaBICHHE O CBOMCTBAX U MPU3HAKAX JOKYMEHTA.

. Hatp knaccudukanmio GyHKIMN TOKYMEHTa, pAaCCMOTPETh Pa3HbIE TTOIXO0/IbI CIIEIHAINCTOB K Ipodieme.

CoopmupoBath MpeacTaBICHHEe 0 MHOT00Opa3uy 3a/1ad4, pealn3yeMbIX 4epe3 CO3/IaHHe JJOKYMEHTOB.

. BBI)IGJ'II/ITB IMpU3HAKHU KJ'IaCCI/I(pI/IKaLH/II/I JOKYMEHTOB, SABJIAIOIIHUECI OCHOBAHUEM UIA UX I'PYHITUPOBKU.

Tema 4. OcHOBBI JOKYMEHT0060pOTa: NMPUHIMNBI OpraHu3anuu, cnenuduka JOKYMEHT0000poTa B
CONMAIBLHO-KYJIbTYPHOIi padoTe.
Bonpocs! 1715 o0cyxeHus:
JIokyMeHT0000pOT Kak 3(()eKTUBHBIN HHCTPYMEHT ONTHMHU3AINH YIIPABICHYCCKUX PCIICHHH.
O1eHKa COBPEMEHHOTO COCTOSIHUS IOKYMEHTAIIMOHHOTO 00CCIICUCHHS YIIPABICHHUS.
CrpykTypa u 00IIas XapaKTepUCTHUKA TOKYMEHTOIIOTOKOB B JIOKYyMEHTO00O0pOTE.
[IpaBuna opraHu3anuy JBMKEHUS TOKYMEHTOB B OpTraHH3aIHH.
OCHOBHBIC TIOHATHS;, TPEOOBaHUS K OpraHU3alud TOKYMEHTO000pOoTa
[IpuHIUIEI OpraHU3anuy TOKyMEHTO000poTa.
OCHOBHBIE 3TaITbl TOKyMEHTO000pOTA.
Criennuka TOKyMeHTOO000pOTa B OPraHU3alUsIX COIUATBHO-KYIBTYPHOR CepHhI:
3agaym M cUTyaluu
[lomsTHe W OCHOBHBIE TPUHIOWIIEI OpraHU3alUM  JOKyMeHTooOopoTa. OpraHW3allMOHHBIE JTOKYMEHTEHI,
OTIPENIeIISAIONTIE TOPSA0K ABIKCHUS JOKYMEHTOB B OPTaHU3AISIX COIHATIBHO-KYIBTYPHOH chepsl.
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Topsinok aBmxeHHUs U 00pPaOOTKU MOCTYMAIONMINX JTOKYMEHTOB. OCHOBHBIC TOTOKH JIOKYMEHTOB B OPraHH3aIUsX
COLMANILHO-KYJILTYPHOU chepbl, UX 0COOCHHOCTb.

Ha3oBuTe OCHOBHBIC BU/IBI OJIAHKOB, IPUMEHSICMBIX B B OPTaHU3AIMIX COIMATBHO-KYJIBTYPHOU Chephi?

YTo BAMSET Ha OPTaHU3AIMIO IBHYKCHUS TOKYMCHTOB B OPTaHU3AIMIX COIMAIBHO-KYJIBTYPHOU Cephi?

Kakue opraHu3aiioHHbIC TOKYMEHTHI OMPEICIIAIOT TMOPSIOK IBHKCHUS TOKYMEHTOB B OPTaHU3AIUIX COIUABHO-
KyJbTYPHOH cepbi?

KakoBbI npaBuiia OpraHu3ainui JOKyMEeHT0000pOTa B OPraHU3aIUsIX COLUATbHO-KYIbTYPHOU chepbl?

Kakue OCHOBHbBIC MOTOKH JOKYMEHTOB MOXXHO B OpPraHHU3alUsAX COLUATbHO-KYJIBTYPHOH Cepbl U B 4YeM HX
0COOCHHOCTH?

METOJIMYECKUE PEKOMEHJIAIIMN K CAMOCTOSITEJTBHOM PABOTE OBYUAIOIIAXCSA

CTyZneHT B XOJA€ BBINOJHEHUS CAaMOCTOSTENbHOW paboThl JOJDKEH TPOSBUTH  CIIOCOOHOCTH K
CaMOCTOSATENIbHOMY IIOUCKY B pyCiie BBIOPaHHOH MpOOJIEMaTHKH; yMEHHE HAaXOAWUTh W HCIOJIb30BATh HYKHYIO
nH(popManuio; M0Ka3aTh yMEHUE CTPOUTH HAyYHOE Pa3BEPHYTOE U apryMEHTUPOBAHHOE BHICKa3bIBaHHE.

[Ipu n3yyeHnn mMarepraiga HEOOXOJUMO HalIU4ne TPeOYEMBIX TEKCTOB JJIsl paccMOTpeHHs. JIJist TOCTIKEeHUS
YETKOCTH M CTPYKTYPHUPOBAHHOCTH pabOThl CTYJIEHT JOJDKEH (HKCHPOBATH BBINOJHEHUE CaMOCTOSTEIBHBIX
3aJJaHuil U 0(OPMIIATH 3aIUCH B pabOYHX TETPasIX.

Jnst ycrentHoro OCBOCHUsI MaTepuaia Mpo(ecCHOHANBHBIX CTaTed W COCTaBJICHUS IPAaMOTHOTO KOHCIIEKTa
HEeo0XO0MMO CHaYyajla BHUMATENbHO MPOYHTATH CTATHIO WM BCE CTAThH, BBIICIUTH OCHOBHBIC MOJIOKEHHS U TOJIBKO
HOCIe 3TOr0 MNPHUCTYIHTh K KOHCIEKTUPOBaHWIO. KOHCIIEKT HE J[JOJDKCH NpEeBpallaThCsi B MEXaHHYECKOe
«TIEPETICHIBAHNEY», B KOHCIIEKTE HY)KHO KPAaTKO U CXKAaTO OTPAa3UTh OCHOBHBIC KOHLEMIMU cTaTbu. CaMblil JIyqmimii
KOHCIIEKT — TE3UCHI, KOTOPBIC ABISIOTCS PE3YIIbTATOM IIyOOKOH IPOpabOTKH MaTepHaa.

1.7.2.2. NH®OPMALHUOHHO-IIPOTPAMMHBIE CPEJCTBA
HNurepHer-pecypcebl:

IIperoaBaHne ¥ MOArOTOBKA CTYyJEHTA IIPEAINONIaraeT HCIIOIb30BaHUE CTAHAAPTHOTO NPOrPaMMHOIO
obecrieueHnst Uil MEPCOHAIBHOTO KOMIbIOTEpa, Opay3epoB i IMOHMCKa HHpOpManuud B IIOOANBHON ceTH
WurepHer, moncka nHGoOpMauu B 6a3ax JaHHBIX MO MPEIMETY IUCIUIUINHEL.

Caiir  Konctutyuuum  Poccuiickoit ~ ®epepauum  [OnekTpoHHBIH — pecypc]. -  Pexum  pocryna
http://constitution.garant.ru/

Caiit Kogexcrl u 3akoHbl PO [DnexTpoHHbIN pecypc].

www.biblioclub.ru

http://www. fundraising.ru — caiir coo6uiecTBa MpoQecCHOHANOB MO MPUBJICUYCHHIO PECYPCOB.
http://www.sponsorstvo.ru -  cnenuanM3sMpOBaHHOE  MHTEPHET-H3[aHHe,  MOCBSIICHHOE  CIIOHCOPCTBY,
6J1aTOTBOPUTENBEHOCTH M MEIICHATCTBY .

http://infoculture.rsl.ru/NIKLib/althome/_sitenav/root_frm.htm - caiit UudopmkynasTypsI:

TEXHUYECKHUE CPEJICTBA OBYUYEHUA
IlepcoHanbHbIE KOMIIBIOTEPHI C JOCTYIIOM K ceTu MHTepHeT.
IMporpammuoe obecnieuenue: maker mporpamm MicrosoftOffice (MCWord, MSExcel, MSPowerPoint), 6paysep
(manpumep, Mozilla Firefox).
Cucrema oubaHrorpaduueckux U30aHUi pa3IMYHOrO THIIA M BUAA B IEYaTHOH (opme.

TECT
Tect mpeamonaraeT NPOBEpKY YPOBHS 3HAHM, MNOIYYEHHBIX CTYA€HTAMH B XOJ€ M3Yy4dEeHUs Kypca
«/lenonpon3BoJICTBO U IOKyMEHTOBEICHHUEY.

Bompoc 1. [lenonpou3BoAcTBO — 3TO:

1. oTpacnp AeATeNbHOCTH, KOTOpas He 00eCTIeYuBaAET TOKYMEHTHPOBAHHUE U OPTAHU3AIHIO pa0OThI ¢ OUCHBIMU
JIOKYMEHTAaMU;

2. 0Tpacib IesTeIbHOCTH, KOTOPas 00CeCIICYNBACT JOKYMECHTHPOBAHKUE U OPTaHU3aIHI0 PA0OTHI C O(UCHBIMH
JOKYMEHTaMH;+

3. chepa IeATeTPHOCTH M0 00SCIICUCHHUIO OPTaHU3AIUH OQHCHBIMU JTOKYMEHTAMU;

4. HeT MPaBHIHLHOTO OTBETA

Bompoc 2. Kakue ¢pyHKIHE UMEIOT Bee O(pHUIIHATbHbIE JJOKYMEHTHI:
1. o011Kie ¥ OCHOBHEIE;

2. o0uye U cnenyanbaee;+

3. MaTepHaIbHbBIC U IPOLECCYaIbHBIC,

4. nenoBBIE U 00IIIHE

Bompoc 3. CocTaB 10OKyMEHTOB B OPraHU3aLlH 3aBUCHT OT:
1. mopsiika NPUHATHS peIeHNH (€IMHOHAYAIHNE WIIH KOJUIETHAIbHOCTB);


http://www.biblioclub.ru/

2. o0beMa M XxapakTepa B3aMMOCBSI3eH B OpraHU3alny;
3. XapakTepa B3aMMOOTHOILECHHUH ¢ IPyrIMH OpraHu3alysIMH U FOCYAapCTBEHHBIMH OpTraHaMu;
4. Bce BHILIETIEPEUNCTICHHOCT

Bomnpoc 4. Yaudukanus fToOKyMEHTOB — 3TO:

1. ycTaHOBIICHHE HE SHHOTO KOMILIEKCA BUIOB U PA3HOBUIHOCTEH JJOKYMEHTOB JJISl aHAJIOTHYHBIX
YIPaBICHYECKUX CUTYAIlHi, pa3paboTka euHbIX (HOPM U ITPABUII UX COCTABICHUS, OOpMIICHUE U CO3/1aHKE
TpadapeTHBIX TEKCTOB;

2. yCTaHOBJICHHE SIUHOTO KOMIUIEKCA BUAOB U PA3HOBUIHOCTEH OTYETOB JIJIsl aHAJIOTMYHBIX YIIPABICHYSCKUX
CUTyalui, pa3paboTka eTUHBIX GOPM U MPABMII X COCTABJICHUS, 0POPMIICHHE U CO3/1aHne TpadapeTHBIX TEKCTOB.
3. yCTaHOBJIEHHE €IMHOTO KOMIUIEKCA BUIOB M PA3HOBUIHOCTEH TOKYMEHTOB JUIS QHATIOTHYHBIX YITPABICHUYECKHX
CUTyaIui, pa3paboTKa eAUHBIX (OPM U MPABHUII X COCTABICHUS, OOPMIICHUE U CO3IaHUE TPadapeTHBIX TEKCTOB;+
4. HeT MPaBUJIBHOTO OTBETA

Bomnpoc 5. ['onoBoii 00beM JOKYMEHTOO00POTa — 3TO:

1. ucxoHas BETMYHMHA JJIs pacueTa YUCICHHOCTH COTPYAHUKOB ciy)0bl JIOY, onpeneneHust CTEeHN
3arpyKEHHOCTH CTPYKTYPHBIX MOJpa3/ieieHHi 1 OTACIBHBIX PAOOTHUKOB, CPENICTBO OINPEeIeHUs TOTpeOHOCTEH B
OPTaHU3AIMOHHON M BEIYHUCIUTEIFHON TEXHHUKE, BEIOOpa Hanbouee 3h(HeKTHBHON CHCTEMBI PETHCTPALINT
JIOKYMEHTOB H CIIPAaBOYHOTO aImapara;+

2. ucxonHas BeJIMYUHA U pacdyeTa YUCICHHOCTH HACEJICHHUs, ONPEACIICHNS CTEIICHH 3arpy>KEHHOCTH CTPYKTYPHBIX
TOpa3ICIICHI U OTACTBHBIX JIIOJICH;

3. cpexacTBO ompeneneHus MOTPEOHOCTEH B OpraHN3allMOHHON M BEIYHCIIUTENIFHON TEXHUKE, BEIOOpa Hanboee

3¢ GEKTUBHOM CUCTEMbI PETUCTPAIIMN TOKYMEHTOB U CIIPABOYHOTO amiapara;

4. HeT npaBUIIBHOTO OTBETa

Bompoc 6. JlokymMeHT0000pOT — 3TO:

1. nBWKEHNE TOKYMEHTOB B OPraHU3alli C MOMEHTA MX CO3JIaHMs MJIM TIOJTyUSHHUS JI0 3aBEpPIICHHS UCTIOTHEHHS
HJIA OTIIPaBKH;+

2. TOKYMEHT, He TpeOyIOIIHiA 0co000ro BHUMAHHS,

3. IBM)KEHHE IOKYMEHTOB B OPraHH3alUK C MOMEHTA MX [TOJY4EHHS J0 3aBEPIICHUsI UCTIONHEHUS W OTIIPABKU B
KOMHTET T10 JieJiaM HeCOBEPUICHHOJIETHUX;

4. He 3HAKO

Bomnpoc 7. OTMeTbTe OCHOBHBIE 3Tallbl MOATOTOBKH M 0pOpMIICHHS BHYTPEHHUX JIOKYMEHTOB B oduce:
1. cocraBiieHHE TPOEKTA U COTTIACOBAHUE;

2. IpoBepKa MpaBUILHOCTH 0()OPMIICHUS;

3. HoAnMcaHue ¥ PerucTpanus;

4. Bce BBIIIETICPEUHCICHHBIET

Bompoc 8. Perucrpaius 1oKkyMeHTa BKIIIOYAET B ce0si:

1. mpocTaBieHHe OaTHI;

2. IpocTaBJIeHHE PETUCTPALIMOHHOTO HOMEpa;

3. 3amuch HeOOXOJUMBIX CBE/ICHUIT O TOKYMEHTE B PETHCTPaLIOHHON (opMme;
4. Bce BhILIENIEpEUUCICHHBIET

Bomnpoc 9. Kakue TexHOIOrHYeCKHe HE0CTaTKH UMEET KypHaIIbHAast (JopMa perucTpariu:

1. dopmanbHBII XapakTep 3aKperyieHNs] JOKyMEHTA 3a BaJOBBIM MOPSAKOBEIM HOMEpOM; +

2. CJIOKHOCTH BeJICHHS 10 JKypHaITy MOUCKOBOM, CIIPaBOYHOI W KOHTPOJILHON paboThl; +

3. CIIOXKHOCTH 00513aTeIbHON MHOTOKPATHOM perrcTpaluy 10KyMEHTOB; +

4. oTCYTCTBHE BO3MOKHOCTH OTPA3UTh ABMKEHHE JOKYMEHTA B IIPOLIECCE PACCMOTPEHHUS M UCTIOTHEHUS+

Bomnpoc 10. CipaBouHast KapTOTeKa COCTOUT U3 2 4acTel U COJCPIKUT:

1. KapTOUKM HA HEUCIIOJIHEHHbIE JOKYMEHTHI, HAallpaBJIeHHbIE B CTPYKTYPHBIE OAPAa3/IeJICHHS ISl O3HAKOMIICHHS U
U3y4YEeHHUS;

2. KapTOYKH Ha MCIIOJIHEHHBIE JJOKYMEHTHI;

3. BBILIIE NIEPEUHCIICHHBIE; +

4. HeT MPaBUIILHOT'O OTBETA

Bompoc 11. I'ne yka3pIBaroTCsl HHAUBUAYaTbHBIE CPOKH UCTTOJTHEHUS ?
1. B Tekce MoHOTpaduii;

2. B TEKCTE IOKYMEHTA WIIU B PE30JIOLNHU;

3. B pe3oonuu;

4. B TEKCTE JCIOBOTO IOKYMECHTA



Bomnpoc 12. OcHoBHble (yHKIMH, KOTOpbIe 00ecnieuusaet JJOY:
1. nmnanupoBaHue;

2. OpraHn3alMOHHO-PACTIOPSINTEbHAS eI TEIbHOCTD;

3. y4eT M OTYETHOCTh, (PMHAHCHPOBAHUE U T.JI;

4. Bce mepevncIcHHbIet

Bormpoc 13. ITox ciryxeOHBIM ITOJIEM TOHIMAFOT:

1. MecTo HE B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMH, 3a HCKIIOUYEHHEM HEKOTOPBIX HIOAHCOB;

2. MeCTO B IOKyMEHTE, KOTOPOE He 3aHATO PEKBU3UTAMH, 332 UCKITIOYCHHEM peKBH3UTOB 1, 2, 3,4, 5, 18, u
MPEIHA3HAYCHO IS 3aKPCIUICHHS JOKYMCHTA B TEXHHUYCCKHMX CPEACTBAX XPAHCHUS;+

3. MecTo, KOTOpPOE HE 3aHITO PEKBU3UTAMH,

4. He PaBUIILHOTO OTBETA

Bomnpoc 14. bnank gokymeHTa — 3T0:

1. HecTaHIAPTHBIH JIMCT OyMaru, Ha KOTOPOM BOCHPOU3BOJUTCS TOCTOSIHHASL MH(OPMAIHsI JOKYMEHTa U €CTh MECTO
JULsL TIEpEMEHHOM MH (opmanny;

2. cTaHAAPTHBIH JHUCT OyMary, Ha KOTOPOM BOCIPOM3BOIUTCS NOCTOSHHAS HH(GOPMALUs TOKYMEHTa H €CTh MECTO
IUIs IEpeMEeHHO MH Gopmaruu;+

3. HeT IPaBUJILHOI'O OTBETA;

4. npyroe

Bomnpoc 15. YcTaBsl — 3710:

1. IOKyMEHTBI, CTPYKTYPY U CO/IEP)KaHUE KOTOPBIX ONPEACISIOT HA MECTE;

2. CIIOXHBIE TOKYMEHTBI, CTPYKTYPY M COAEPKaHNUE KOTOPBIX ONPEEIISIOT CaMU pa3paboTYHKU;+
3. IOKYMEHTBHI, COJICpIKaHue KOTOPBIX UMEET CIIy)KEOHYIO TalHYy;

4. HeT MpaBUIIHLHOTO OTBETa

Bomnpoc 16. JlomkHOCTHAas HHCTPYKIUS — 3TO:

1. MHCTPYKIMS ANPEKTOPA, KOTOPYIO HEOOXOANMO BBIIOJIHATH B 0053aTEIILHOM HOPSIIKE;

2. TOKYMEHT, B KOTOPOM OTMEUEHBI HAPYIINTEIH PacTIopsiiKa JIHs B ouce;

3. HET MPaBWILHOTO OTBETA

4. opraHM3aIMOHHO-PACTIOPAANTEIBHBINA TOKYMEHT JUINTEIBHOTO MIIH MOCTOSIHHOTO CPOKa ISHCTBHS (10 BBEICHHS
HOBOH), B KOTOPOM OTIpeJIeTIeHbl HayYHO-TEXHUUECKHE, TEXHOJIOTHUECKHE, (PHHAHCOBBIE M PYTHE CTOPOHBI
JIeSITEIHHOCTH OPTaHU3AINH, €€ [TOJIPa3/IeIeHIH U JOJDKHOCTHBIX JIUIL;+

Bomnpoc 17. Kakue dakTbl u3naratorcsi B nepBoi ¥ BO BTOPOit 4acTsx?

1. B nepBo#f 4acTH CHpaBKM U3JIararoTCsa KOHKPETHbIE JaHHbIE, a BO BTOPOH — MPUBOAATCS (DAKThI, HOCTY KUBIITHE
[IOBOJIOM K €€ HaIlUCAHMUIO;

2. B nepBoii 4acTu cripaBKy H3Jararorcsi GakThl, MOCITYKUBIIKE TOBOJIOM K €€ HallMCaHHUIO, BO BTOPOW —
MPHUBOJATCS KOHKPETHBIE JaHHBIE;

3. B mepBoii yacTu cripaBKu M3JIararoTcs JOBOJIbI, ITOCITY>KUBIIHE IOBOJIOM K €€ HallMCaHUIo, BO BTOPOH —
HNPUBOJATCS CTATUCTUYECKUE JTAaHHBIE;

4. npyroe

Bomnpoc 18. Cocrarienue qokiaaa — 3T0:

1. MacTepcTBO, Tpedylollee MPAaKTHIECKOT0 HABbIKA M KPUTHYECKOTO aHalIu3a MPOeKTa JIokiana;+

2. TayaHT, He TPeOYIOIIeH MPaKTUUECKOT0 HaBbIKa U KPUTHYECKOTO aHaNIN3a IPOEKTa OTYEeTa;

3. Tpy A, TpeOyoluii He MPaKTHYECKOTO HABBIKA U HE KPUTHYECKOTO aHAIN3a [TPOEKTa IoKIana, paboTy Haj co0oii;
4. HeT MPaBUIILHOTO OTBETA

Bomnpoc 19. Cnpaska — 310:

1. daxThl, MOCTYKHUBIIUE TOBOJIOM K €€ HAITMCAHUIO;

2. TOKYMEHT, ITOITBEPIKAAIONINIA KaKHe-JIN00 (PaKThI FIIH COOBITHS;+
3. JOKYMEHT, I/ie IPUBOJIATCS KOHKPETHBIC JTaHHbIE;

4. HeT MPaBHIHLHOTO OTBETA

Bonpoc 20. Bce nHCTpYKINK MOXHO pa3feiiTh Ha JBE OCHOBHBIE TPYIIIIHL:

1. MHCTPYKIINH, PErIaMEHTUPYIOIINE TOPSJOK BHIIOIHEHHS KaKOTr0-IH00 Iporecca, B OCyIIECTBICHHHA KOTOPOTO
MPUHUMAIOT yYacTHe HCIIOMHUTEH (OHKHOCTHBIC JINIIA; TOAPA3/ICICHN);

2. IOIDKHOCTHBIE HHCTPYKIMH, ONpeelisiioiine QyHKINH, TpaBa, 00s3aHHOCTH M OTBETCTBEHHOCTD JOJKHOCTHBIX
nuL;

3. Bce BBINICTICPEYHCIICHHBIC; +



4. npyrue

Bomnpoc 21. braHku UMEIOT TOJIS:
neBoe — 20 mm;

MpaBoe U HIbKHEee — He MeHee 10 mMM;
BepxHee — He MeHee 20 MM;

BC€ IIEPEYNUCIICHHBIET

Bompoc 22. Kakue Bumst 6:1ankoB npeamnonaraior 'OCTo1?
1. o6mwmit 61ank 17151 Beex BugoB OP/;

2. 01aHK KOHKPETHOTO BHJIa JOKYMEHTa, KpOMe TIHChMa;

3. O;maHK JUIst MUChMa;

4. Bce epeUnCIICHHBICT

Bomnpoc 23. PekBu3ut — 00s13aTenbHbII 2IEMEHT:
1. npucymmii onpeeieHHOMY BUy JOKyMEHTa;+
2. IpUCYyLHH 3JIEMEHTY;

3. MpUCYIIHI KaK OOIITHIA;

4. HeT NPaBUIILHOTO OTBETA

Bormpoc 24. ®opmynsap-oOpaserr — 3To:

1. COBOKYITHOCTh HE PEKBH3UTOB, a TIOAINCEH

2. COBOKYITHOCTb PACIOJIOKEHHBIX B OIPEAEICHHO MOCIe0BaTeIbHOCTH PEKBU3UTOB, IPUCYIIUX BCEM BHIaM
JIOKYMEHTOB;+

3. KapTOTeKa, KOTOpasi UCIOJIB3YETCsl ISl KOHTPOJIS 32 FOCCITYKAIIUMHU;

4. npyroe

Bompoc 25. CripaBouHblii anmapaT npeacTaBisieT CoOO0M:

1. kapTOTeKy, KOTOpask HCIONB3YETCs ULl KOHTPOIIS 32 HCIIOJIHEHNEM JOKYMEHTOB;+

2. KapTO4Ky, KOTOpast UCTIOJIb3YeTCs U KOHTPOJIS IMIPUXOIAIINX Ha paboTy COTPYIHUKOB;

3. KapTOTEeKy KapTOueK, KOTOPBIC HE HCIOJIB3YETCsI AJIs1 KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB;
4. He 3HAKO

Bomnpoc 26. K nokymenTam, noanexarium 00s3aTeTbHOMY KOHTPOJIIO, OTHOCSTCS:

1. Bce mepevnCcIeHHBIE; +

2. IOKYMEHTbI BBIILIECTOSIINX OPTaHOB;

3. pacropsiuTeNbHbIE JOKYMEHTbI JAHHON OpraHu3alui;

4. BaxxHble crienuduIecKre JOKyMEHThI, CBOICTBEHHBIE ITOI CHCTEME YIPaBIICHHs], C KOHKPETHBIMHU CPOKaMH
WCTIOJTHEHHUS

Bormpoc 27. B yem 3akiodaeTcs 1elb pEerHCTPai JOKYMEHTOB?
1. obecrieunTh UX YYeT;

2. KOHTPOJIb;

3. 30BICTpBIN TTOKCK;

4. Bce BhIIIeHa3BaHHOE+

Bomnpoc 28. TpeboBanusi, nperbsBIsieMble K JOKYMEHTOO00POTY:

1. IpsiIMO TOYHOCTH JBHIKCHUS JOKYMEHTOB (JIOKYMEHT KpaT4ailinM MyTeM MOMaaeT K UCIOIHUTEINI0, BO3BPATHbIC
nepeMelIeH s IOKYMEHTOB UCKITFOUEeHBI);

2. pacripeqiesieHue JOKYMEHTOB MKy PYKOBOAUTEISIMH U CIIELHAINCTAMH COTJIACHO UX (DYHKIIMOHAIBHBIM
0053aHHOCTSIM;

3. HeoOXoIMMOe TIepeMeleHHE IOKYMEHTOB (1y0aupoBaHue, JIMITHIE HHCTAHIMH U JHCTBHS HCKIIFOUECHBI) U
eIMHOO0pa3ye MapIpyTa JBIKCHHS JOKYMEHTOB M TEXHUYECKUX ONepannii ¢ HUMH, OHOKPaTHOCTD KaXJ0H
orepanuuy;

4. Bce BhILIENIEpEUUCITICHHBIEt

Bomnpoc 29. Uto Takoe «K1accUPUKAIHS JOKYMEHTOB» — 3T0?

1. He HeneHKME TOKYMEHTOB Ha KJIACCHI IO HanOoJiee OOIIMM MMPU3HAKAM CXOACTBA M P3N,

2. IefieHre TOKYMEHTOB Ha KJIACCHI 110 HanOoJIee 00IIUM MPU3HAKAM CXOACTBA M Pa3InIHsL;+

3. JeneHre JOKYMEHTOB Ha KJIACChI 110 HAanOO0JIee CYIIECTBCHHBIM MIPU3HAKAM CXOCTBA U PA3IMUHS;
4, He 3Har0

Bomnpoc 30. FOpununueckas cuia — ato:



1. cBOWCTBO TOKyMEHTa, HEe 0()OPMIICHHOTO B 0COOOM TIOPSAKE;

2. CBOICTBO JIOKYMEHTa, IIPEIOCTaBICHHOE MY JIEHCTBYIOIIMM 3aKOHO/IaTEIbCTBOM, KOMIETCHIIMEH M3/1aBILIETO
OpraHa, yCTaHOBJIEHHBIM HOPSIKOM O(hOpMIICHHS;+

3. HeT MPaBWIILHOTO OTBETA

4. TOKYMEHT, He TPeOYIOIIUHA IPOoLeTyphl 3aBEPEHHsI HOTApHUYCOM

OITPOC.
Onpoc - cpencTBO Pa3BUTHSA MBIIUICHHUS U PEUIH, OH 001a1aeT OONBIINMI BO3MOXKHOCTSAMH BOCIIUTATEILHOTO
BO3JICHCTBHS PETOIaBaTEIs.
Omnpoc mpoBOAWTCS MOCIE M3YUIECHUs Kypca «Jlenonpon3BOoACTBO M AOKYMEHTOBEACHHE» WM IPEIIONaracT
KOHKPETHBIE OTBETHI HA IOCTaBJICHHBIC BOIPOCHI.

2.8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCLUIIJINHbI
2.8.1. CHEIIMAJIM3UPOBAHHBIE AYIUTOPUU
VYueOHble ayIuUTOpUM Ul IPOBENCHUS 3aHATHUH JIEKIMOHHOTO M CEMHHApCKOrO THIA, TPYMIOBBIX U
WHJMBHIYAJIbHBIX KOHCYJbTAIMH, TEKYILEro KOHTPOJIS U MPOMEXKYTOUHON aTTeCTallMd, a TaKKe MMOMEIISHHs IS
CaMOCTOATENbHOM pabOThl M IOMEIIEHUS sl XpaHeHHs W NPO(WIAKTHYECKOro 0OCIy)XHBaHHS ydeOHOTro
00opymoBaHus.
2.8.2. YYEBHO-JABOPATOPHOE OBOPYJOBAHMUE
Jns mpoBeneHus JIEKIMOHHBIX 3aHSATHH HCIIONB3YIOTCS CIEIHAIN3UPOBAHHOE O00OpYAOBAaHHUE, ydeOHBIE
ayauropuu. sl caMOCTOATENBHOM pabOThl MCIONB3YETCs ayJUTOPHS C KOMITBIOTEPHOW TEXHUKOW, OCHAICHHAs
HEOOXOANMBIM NTPOTPAMMHBEIM 00€CTICUeHHEM, HIICKTPOHHBIMH y4eOHBIMU OCOOHSMH 1 3aKOHOJATEIFHO-TIPABOBOM
U HOPMATHUBHOW NOMCKOBOM CHCTEMOIl, MMEIOIIMH BBIXOJ B TI00AJBHYIO CeTh, TAKXKE OH JOJDKEH OBITh OCHAIICH
ayAUOBH3YyaJIbHON TEXHUKOH JJIs OKa3a JISKIIMOHHOTO MaTepuala 1 Ipe3eHTaluil paboT 00yyaromuxcs.
MarepuaiabHO-TEXHHYECKOE oOOecrieyeHre JUCLUUILIMHBL BKIIIOYACT: - CIENUalbHO 000pyAOBaHHbBIC
KaOWHETHI ¥ ayJUTOPHH, 1ab0opaTopuu; - KAOMHEThl KOMIIBIOTEPHON TEXHHUKH.

3. TJIOCCAPHUM
AJIPECAT — nomyuarens.
AJIPECAHT — otnpaBuTenb.

AKT — /OKyMEHT, COCTaBJIICHHBIH HECKOIBKHMH JIMIAMH M IIOATBEP)KIAIONIMH YCTaHOBJICHHBIC (aKThl WU
coObITHSI.

AKLEIIT — coryiacue Ha OpenioXeHHe BCTYNUTh B CHEJKY, 3aKIIOUYMTh JOTOBOP HAa YCIOBUSX, YKa3aHHBIX B
TPe/II0KEHHH.

AHKETA — 10KyMeHT, NpeICTaBiIsIonni co00i TpadapeTHbIil TEKCT, CO JepKallliil BOMPOCHI 110 ONpe/eIeHHO
TeMe U MECTO I OTBETOB (WJIM OTBETHI) Ha HUX.

AHHOTAIU A — kpaTkoe U3JI0KeHHe MePBOUCTOYHHKA.

APXVBHAS BBIIIMCKA — nocnoBHOE BOCHPOW3BENCHHE YACTH TEKCTa JOKYMEHTA, XPaHSIIIErocs B apXUBE,
3aBEPEHHOE B yCTAHOBJICHHOM IOPSI/IKE.

APXMBHAS CITPABKA — crnpaBka 00 MMEIOIIMXCS B JOKyMEHTAIbHBIX MaTepHalax apXvBa CBEACHHSX II0
OTIpEeZIeTIEHHOMY BONPOCY, TeMe, NMpeAMeTy WM Ouorpaduyeckux CBEIEHHSAX, 3aBEpPEHHas B YCTAaHOBJICHHOM
HOPSTIKE.

ACTIEKT — Touka 3peHus, ¢ KOTOpPOi MPOU3BOAUTCS MOWCK JTOKYMEHTa WM M3BJICUCHUE M3 HETO HEOOXOIUMBIX
CBEJICHUM.

BJIAHK — Genblii JIMCT C YAaCTUYHO Hale4aTaHHBIM TEKCTOM M MpoOeslaMH, KOTOPBIE 3allOJHSIOTCS aKTyaJIbHOU
nHpopManuei (HanpuMep, aHKeTHbIH b.).

BEAOMOCTb — mnepeueHb Kakux-THOO JAHHBIX (CBEIEHMI), PACIOJOXKECHHBIX B OIPEICIICHHOM MOPSAKE
(rutatexnast B., obopoTHast B. u T.11.).

BU3A — nonmnuck, moATBEpKAaroNIas GakT 03HAKOMIICHUSI TIOJDKHOCTHOTO JIMIAX TOKYyMEHTOM.

BHYTPEHHU AJIPEC [TMCbMA - HanMeHOBaHHE 1 aapec OpraHu3aliy Win GaMUINs U aapec JTHIA, KOTOPOMY
HaIpaBJIEHO MHCHMO.

BHYTPEHHUI JOKYMEHT — J10OKyMeHT, NIpe[IHAa3HAUCHHbIH i MCIONB30BAHHS TEM YUPEXKICHHEM, B
KOTOPOM OH CO3/aH.

BXOJSAIINN JOKYMEHT — fiokyMeHT, nocTynuBuimii B yupesxaenne. BRITTMCKA — Komus 4acTH TeKCTOBOTO
JIOKYMEHTA.

I'PA®UK — TekcTOBOM JOKYMEHT, OTpaXKalOIINii, KaK MPaBWIIO, IJIaH pabOThl C TOYHBIMH MOKA3aTeIsIMH HOPM U
BPEMEHU BBINIOJTHEHUS.

I'PU® — momerka, yKa3bpIBamoIlas Ha OCOOBIA XapakTep WM OCOOBIH CHmoco0 TEePEeChUIKH AEOBOM
KOPPECTIOHJCHINHN ((CEKPETHO», CPOUHOY, «HE MOUICKUT OTJIAIICHHIOY, «ITUTHON).

JATA — gmcno, MecAI 1 TOJ COCTaBJICHHS MIIM HOATINCAHUS JOKYMEHTa, yKa3aHHbBIC HAa HEM apaOCKuMu Hudpamu.
JEJIO — enuHMIa XpaHEHHUS TMChbMEHHBIX TOKYMEHTOB B apXHUBE, IIOMEIICHHBIX B OTJCIbHYIO MAIKy.

JAEJIOBOE IMMCBbMO — nokyMeHT, MPUMEHSIEMBIH IS CBSI3H, Tepenadn WHPOPMAaIUd Ha PACCTOSHHUE MEXITY
JIBYMSI KOPPECIIOHJICHTaMH, KOTOPBIMU MOTYT OBITh U FOPHIMYECKHE, U (PU3NUECKHe JINIIA.



JEJIOITPOU3BOJICTBO — BeaeHuEe KaHIEISAPCKHAX [IEJ, COBOKYIMHOCTH PabOT MO JOKYMCHTHPOBaHUIO
JIESITEIbHOCTH YUPEXKACHUH U 110 OpraHu3alii JOKYMEHTOB B HUX.

Z[I/IPEKTHBHbe/I JOKYMEHT — JOKyMEHT, cojepiKaliuii 00s3aTeIbHbICe K HUCIOJHCHHUIO YKa3aHUS
BBIIIECTOSIIIIUX OPTaHOB.

JOBEPEHHOCTbD — nokyMeHT, Taromiuii HOTHOMOYHS €0 MPEIbIBUTEII0 Ha BBIMOTHCHUE KaKUX-THO0 eHCTBUI
OT UMEHU JOBEPUTEIIS.

JAOI'OBOP — nokyMeHT, GUKCHPYIOIIHHA COTIIAIEHNE ABYX WM HECKOJIBLKHX CTOPOH.

JOKJIATHA A 3AITMCKA — mOoKyMEHT, aipeCOBaHHBIN PyKOBOJICTBY, B KOTOPOM H3J1araeTcsl KakoH-JIu00 BOIIPOC
C BBIBOJAMH U NIPEAJIOKEHUSAMU COCTABUTEISL.

JOKYMEHT — undopmanus Ha MaTepuaaIbHOM HOCHTENIEC, UMEIOMIAs IOPUINICCKYIO CHITY.
JOKYMEHTOOBOPOT — 1) nBmwxkeHHe JOKYMEHTOB B YUPEKICHUN ¢ MOMEHTA UX TIOJYUYCHUS WIIH CO3IaHuUs 10
3aBepIIEHUs] HMCIOJHEHUS WIM OTNPaBKH; 2) KOJUUYECTBO BXOISMIUX, BHYTPEHHUX U HCXOIAIIUX JTOKYMEHTOB
YUPEKICHUS 3a ONpeAeTICHHbIN IepHo] BpEMEHN.

JAOCBE — nokyMeHTbI, OTHOCSIIUECS K KAKOMY-JIM0O0 ey .

AYBIIMKAT — »x3eMIIsip JOKyMEHTa, COCTaBIEHHBIH B3aMEH OTCYTCTBYIOLIETO MOJUIMHHUKA WU HMEIOLIHH
OJIMHAKOBYIO C HUM IOPUANYECKYIO CHUITY.

3ASBIIEHUE — nokyMmeHT, cojepXauiuii MpockOy MM TpeAiokKeHHe JHuna (IUI) YYPeKICHUI0 WIH
JIOJDKHOCTHOMY JIMITY (HATpuMep, 3. 0 IpreMe Ha padoTy, 3, 0 IPeIOCTaBICHUH OTITYCKA H T.1I.).

M3BEINEHUE — nokymeHT, HWHMOPMHUPYIONIMA O TMPEACTOSAIIeM MEPONpHUITHH (3aceaHnH, COOpaHuH,
KOH(EPEHIINN) U COACPIKAIINN TPEATIOKCHIE IPUHSITH yJacTHE.

MHAEKC — ycnoBHOE 0003HaYCHNHE, IPIICBaNBAEMOE TIOKYMEHTY B IIpOIiecce yueTa (PEerucTparin) 1 HCIIOTHECHUS.
MHIEKCAIIUS — npocTtaBiieHre HHACKCA.

NMHAEKC JEJIA — mnopsakoBblid HOMEp Jiesia 0 HOMEHKJIAType W YCIOBHOEe 0003HayeHHE CTPYKTYpHOU dacTu
YUpEXKJIEHUs], POCTABIIsIeMbIe Ha 00JIOXKKE Aea.

MHULIMATUBHbBIA JIOKYMEHT — 1OKYMEHT, MOCTY)XHBUIMI HAYaloM PACCMOTPEHHs OIPEACICHHOTO
BOIIpOCa.

UCXOJAIMN JIOKYMEHT — 10KyMeHT, OTIPABICHHBIH U3 YUPERKICHHS.

KJIACCUOUKAIIMOHHBIM MHJEKC — ycnoBHoe oGo3Hauenne (1udpoBoe, OYKBEHHOE, CMEIIAHHOE),
MPHUCBAaMBacMoOe KIACCU(PUKAIIMOHHBIM JIEJICHHEM CXEMBl KIacCH(MUKAIMK M TIPOCTaBIIEMOE Ha KapTOYKax
CUCTEMAaTHUYECKOT0 U IPYruX KaTajioroB. MOeT NpOCTABIATHCS U HAa IOKYMEHTax, U Ha Jesax.

KOHCEPBALIMA JOKYMEHTA — npenoxpaHeHue JOKYMEHTa OT pa3pyLIalollero AeMcTBUs BHEIIHEN CPEbl.
KOHTPAKT — moroBop 00 ycTaHOBICHHH, HF3MEHEHHUH WIIH TIPEKPANICHAN TIPABOOTHOIICHHI.

KOHTPOJbHBIN JIMCT — Tanon JUTSl MTHIMBUYaJIbHOM perucTpanuy J0KyMEHTOB, BKIIOUAIOLIUH PE3OJIOLUIO U
TeMy MHChMA.

KOPPECIIOHAEHT — yupexxneHue v OTAeNbHOE U0, ¢ KOTOPBIM BEJETCS MEePENUCKa.

KPEJIUT — BKJIIOYEHHAS B CMETY CyMMa, B TpeiesiaX KOTOPOi pa3pelieH pacxo/l Ha ONpeIeIeHHY 0 TOTPEOHOCTD.
JIUMUT — [OKyMEHT, ONpEeAeisAOUUi NpeAeibHbI pa3Mep ACCUTHOBAHUW JECHEKHBIX CpPEICTB, OTIIyCKa
MaTepuasoB U T.JI. U3 TOCYIapCTBEHHBIX (OHIIOB.

JIMLIEBOM CUET — Gyxrantepckuii JOKYMEHT, OTPAKAIOIINi Mepeaady Kakoro-Ti60o KOHKPETHOTO BHIA CPE/ICTB
(MaTepuanoB, HHCTPYMEHTOB, NMPOMYKILUH, 31aHHH U T.J.) ONpPEAEICHHOW OpraHM3alluy WU JIUIYY U COJep Kalui
JIEHEKHBIE PAaCUYEThl C HUM.

JIMYHOE JEJIO — nemo, BKITIOYaromee JOKYMEHTHI O KakoM-iInOo ymie (o ero Oworpadum, oOpa3oBaHUM,
TPYAOBO WIIN OOIIECTBEHHON ACATEIEHOCTH).

MAIIMHOYUTAEMBII TEKCT — [0KYMEHT, HCIOIb30BAHHE KOTOPOTO TPeOYeT MPHMEHEHHs CIEIHAIbHO
IpeJHa3HAaYEHHbIX TEXHUYECKHX CPE/ICTB.

HAPAJlT — noxymeHT, coiepXamuii CBEICHHsI O pacrlpeieieHnd paboT MEeXIy pabOouyuMU-CIETbIIUKAME, Y9eT
BBIPAOOTKH 1 pacdeT NMPUUUTAIONIEHCS UM 3apIUIaTHL.

HAPAO-3AKA3 — maHoOBoe 3ajaHWe pPyKOBOAWTENS YUYPEXKACHHS I[OTYMHEHHOMY MPEINPHATHIO WIH
PYKOBOJIHUTENS MPEIIPUATHS [IEXY O BBIITOTHEHNH OMPEICTICHHON pabOoTHI.

HOMEHKIJIATYPA — nepedeHb HAMMEHOBaHHIA.

HOMEHKIJIATYPA JIEJI — cucteMaTH3UpOBAHHBIA MEPEYCHb WM CIUCOK HAUMEHOBAaHMH €7, 3aBOJUMBIX B
JIENIONIPOU3BOACTBE YUPEIKICHUS.

HOMEP BXOIAILEI'O ITMCbMA — peructpaioHHbIM HOMEp JOKYMEHTA, IPOCTABIAEMBIN apecaToM.
HOMEP UCXOJAIIEIO AEJIA — peructpalliOHHBIN HOMEP AJOKYMEHTA, IPOCTABIIEMbIA OTIIPABUTENIEM.
HOPMATHBHBIE JOKYMEHTbBI — nokyMeHTHI, B KOTOPBIX yCTaHABINBAIOTCS KaKHEe-JIN0O0 MpaBuiia, HOPMBI.
HOPMATHBbBI — nokyMeHTBI, coaepkallue IoKa3aTeldd 3aTpaT BPEMEHHU, MaTepHalbHbIX WIH JEHEXKHBIX
pecypcoB, TIOKa3aTeNly N3roTOBISIEMOM POAYKIMH, IPUXO/SIINECcs Ha KaKylo-In0o0 eIuHMIy (M3/ene, Onepannio
U T.J.).

HOPMBbI — nokymeHT, coiepiKaliuii CBelIeHHs 00 yCTaHOBJICHHBIX BelnduHax dero-inbo (H. BeipaGoTkm, H.
BBIIaYH YETr0-J1100).

OBBACHUTEJIBHA S BAITMCKA — 1) mOKYMEHT, TOSICHSIOIINN COJIEpKaHUE OTIASIBbHBIX MOJIOKEHUH OCHOBHOTO
JIOKyMeHTa (TIaHa, OTYeTa, MPOeKTa); 2) cooOIIeHne JOHKHOCTHOTO JIMIA, TOSICHSIONIee Kakoe-Tu0o JeHCTBHE,
(baxT, mpoucuIeCTBHE, PEICTABIISIEMOE BBIIICCTOSIIEMY JODKHOCTHOMY JIUILY.



OIINCDH — ropuauyeckn opOpMIICHHBIH NIepeyeHb JOKYMEHTOB.

OPUT'MHAJI JOKYMEHTA — 1) nepBoHayanbHBI OSK3eMIUIIp HOKyMEHTa; 2) OJK3eMIUIIp JOKYyMEHTa,
SIBIIIOIIMIACS UCXOAHBIM MaTepUaoM Il KOTIUPOBaHMUS.

OCOBBIE OTMETKHM — 0TMeTKH 0 CTENEHH CEKPETHOCTH U CPOUYHOCTH UCTIOTHEHUS TOKYMEHTOB.

OTYET — nokyMeHT, coliep Kallinii CBeIcHUS O MOJr0TOBKE M MPOBEJCHUH PadOT, 00 UTOTraxX BBITOIHEHHS IUIAHOB,
3alaHui, KOMaHAMPOBOK M JAPYTUX MEPONPUATUN, NPEICTABISIEMbIA BBILIECTOSIIEMY YUPEXKICHHIO Kak
JIOJKHOCTHOMY JIMLLY.

ODEPTA— cwm. [Ipennoxenue.

OOUILIMAJTIBHBIE JOKYMEHTBI — mokyMeHTBI, COCTaBICHHBIC YUPEKISHHUEM HWIIM JTOJDKHOCTHBIM JIHIIOM H
0 OpMIICHHBIEC B YCTAaHOBJICHHOM TMOPSIIKE.

[TMCbMO — 00600mIeHHOe HAMMEHOBAaHUE PA3IMYHBIX IO COACPKAHHWIO JOKYMEHTOB, CIIYXAIlUX CPEICTBOM
OOIEHNST MEXKTY YUPEIKACHUIMH, YACTHBIMH JIMLIAMH.

[NOBECTKA — o¢wunmansHoe coOOLIIEHHE YaCTHOMY JIMILY C IPEUIOKEHUEM KyAa-JIM00 MPUNATH WITH YUPEKICHUIO
— BBICTIaTh CBOETO NPEACTaBUTEIS.

NOJIMHHUK JJOKYMEHTA - 1) nokymeHT O(QMIIMaIbHOTO NPOUCXOXKIEHHS B OKOHYATEIHLHOM pelaKlvy,
YAOCTOBEPEHHBII COOTBETCTBYIOINUM 00pa3oM; 2) pyKOIHUCH.

I[MOAITMCH HA JOKYMEHTE — noamuch MOMKHOCTHOTO JIMIIA WM aBTOpPa JOKYMEHTA, YIIOCTOBEPSIOIIAs ero
MOJJIMHHOCTh WX 3aBEPSIOLIAsl KOO TOKyMEHTA.

TTIOJIOXKEHUE - 1) mpaBoBO#l akT, yCTaHABJIMBAIOIINN OCHOBHBIC TNpaBUja OpPTaHW3AIMM W JIEATCIBHOCTH
TOCYJapCTBEHHBIX OPraHOB, CTPYKTYPHBIX MOJAPA3ACICHUII OpraHa, a TakKe HUKECTOSALIMX YUPEKICHUH,
OpTaHW3AIlNA W TPEANPHATHH; 2) CBOA NPAaBWI, PETYIHPYIOMHNX ONpPEACICHHYI0 OTPAacib TOCYIapCTBEHHOTO
YIPaBIICHUS, TIOTUTHYECKOH, OOIIECTBEHHOM, KYJIbTYPHOH HITH XO03SHCTBEHHOM KU3HU.

I[MPEAJIOXKEHUE — nuckMeHHOe 3asBIeHUE OT UMEHM MNPEANpUATHS, aJpecOBaHHOE IPYTroMy MPEANPHUSATHIO, O
TOTOBHOCTH 3aKJIIOYUTH C HUIM JOTOBOP Ha oTpeJiesieHHbIX yciaoBusax; OPEPTA.

[IPEJIMETHBIN KATAJIOI — Karajor I0OKyMEHTAIbHBIX MATEPHANOB, COACPIXKALIMI CBEJCHHS O MpEeaMeTax
(dakrax, coObITHSX, Treorpauyeckux HAMMEHOBAHUSIX) M JIMIAX, KOTOpPbIE YIOMHHAIOTCS B JIOKYMEHTaX,
PacIoJIOKEHHBIX B aJI(h)aBUTHOM MOPSIZIKE.

IIPEAMETHBI YKA3ATEJIb — yka3aTelhb OCHOBHBIX HpPEIMETHBIX (TeMaTHUECKHMX) O0OO3HAUCHHII,
PACIOJIOKEHHBIX B al(paBUTHOM MOPSIKE.

IIPEJACTABJIEHUE — nokyMeHT, coaep:Kallui NpeiokKeHHe O Ha3HAYeHWH, NEPEMELICHUH WU MOOLIPEHUHN
JMYHOTO COCTaBa, a TAK)Ke PEKOMEHIALNIO OIIPEAETICHHBIX ACHCTBUI M MEPOIPUSTHI MO BOIPOCAM JESTeIbHOCTH
YUpEXJICHUSI.

[TPEMCKYPAHT — nepeuens BUAOB paboT, yCIIyT, MPOLYKIIMH, TOBAPOB U T.JI. C YKa3aHHEM LIeH H PACIIEHOK.
NPETEH3MOHHOE TITMCBbMO — nuceMo, OTHNpaBlI€HHOE BUHOBHON CTOPOHOM B Cilyd4ae HEBBINOJHEHHUS €10
3aKJIFOYCHHBIX paHee JOTOBOPOB U PAa3HOTO BHUAA 00A3aTENBCTB.

I[MPUKA3 — 1) mpaBoBOil akT, W3JaBaeMblii PYKOBOAWTEIEM OpraHa TOCYJapCTBEHHOTO YIpaBlieHUs (ero

CTPYKTYPHOTO TIOApa3/eieHus), NEHCTBYIOIUII Ha OCHOBE €IMHOHAuYalMs, B IENAX pa3pelieHHss OCHOBHBIX H
OTIEPAaTUBHBIX 33]a4, CTOSIIUX Iepes JaHHBIM OpPraHoM, B OTHOENbHBIX CIIydasx MOXKET KacaThCs IIMPOKOTO Kpyra
OpraHM3aIii W JODKHOCTHBIX JIMII HE3aBUCHMMO OT MOAYMHEHHOCTH; 2) JOKYMEHT, BbIJaBaeMbIil OpraHaMu
rOCy/IapCTBEHHOTO M BEJOMCTBEHHOT'O apOUTpaka Ha 00s13aTENIbHOE UCTIOJIHEHUE €0 PELICHHSL.

[MPOTPAMMA — nOKyMEHT, H3JIaraloliinii OCHOBHBIC HAIPABICHHUA Pa0OTHl YUPSKICHUS U MPEANPUATHI Ha
OTIpeZIeTIeHHbI Neproa BpeMeHH (TpousBoAcTBeHHAs [1.) MM 3Tanbl M CPOKM OCYIIECTBICHUS KPYIHBIX padoT,
UCTIBITAHUH.

IMPOEKT NOKYMEHTA — npenBapuTenbHblid BApUAaHT JOKYMEHTA, IPeIHA3HAUEHHBIH 11 PaCCMOTPEHUSI.
MMPOTOKOJI — nokyMeHT, coepsKalliii IOCIeI0BaTeNbHYIO 3aIliCh X0Jia 00CYXKJISHUSI BOIPOCOB M IPUHSITHUS
pemeHnii Ha cOOpaHUsIX, COBEMIAaHUAX, KOH(DEPEHIMAX U 3aCEAAHNAX KOJJIETHAIBHBIX OPTaHOB.
PACTIOPAAUTEJIBHBIE JJOKYMEHTDHI - nokyMeHTHI, B KOTOPBIX (UKCHPYETCS pelieHre aAMUHUCTPATUBHBIX U
OPTraHU3AIIMOHHBIX BOIIPOCOB.

PACIIMCAHUE — o0bsiBIeHHE O BPEMEHU, MECTE U TIOCIIEA0BATEIHFHOCTH COBEPIICHUS YETO-THOO.
PACIIOPSDKEHUE — mpaBoBOM aKkT, W3AaBacMbld EAWHOIMYHO PYKOBOJIWTENEM, TJaBHBIM 00pazom
KOJJIETHAJIFHOTO OpraHa TrOCYIapCTBEHHOTO YTPABICHHS, B IIENAX pa3pelieHrs ONEepPaTHBHBIX BOMpocoB. Kak
MPaBUJIO, UMEET OTPAHUUEHHBIN CPOK JIEHCTBUS U KacaeTcs y3KOro Kpyra JOKHOCTHBIX JIMIL U TPaXIaH.
PETUCTPALIMOHHBIM IHITAMIT — mramm, COJEpXAIIMii HA3BAaHHE YUPEKJICHHS, NATY PErHCTPAIHH,
PETHCTPAIMOHHBIN HH/IEKC, HOMED Jiella, B KOTOpoe Oy/IeT MOMEIIEH JIOKYMEHT.

PETUCTPALIMOHHASA KAPTOYKA — xkaprouka, NOpeJHAa3HAa4eHHAas JUIi PETUCTpAlMM JOKYMEHTOB B
JIENIONIPOU3BOACTBE YUPEIKICHUS.

PETUCTPALIMOHHBIN HOMEP JIOKYMEHTA - mOpSIKOBBIA HOMEp, NPHCBAMBAEMBIH BXOJAIIEMY HIIA
UCXOJSIIEMY IOKYMEHTY MpPU €r0 PETUCTPALUM, SIBJISIOIIUICS YacThO JENONPOM3BOACTBEHHOIO HMHIEKCA WIH
3aMEHSIOIINN €TO0.

PETUCTPALIUA JJOKYMEHTOB — 3ammch B yd4eTHbIX (opmax (KypHajgax, KapTodkaxX H T.I.) KpPaTKHUX
CBEJICHUH O JOKyMEHTE M MPOCTAaBJICHNE HA JOKYMEHTE JACIONPOU3BOACTBEHHOTO HHAEKCA U 1aThl PETHCTPAIN.
PEECTP — mepeduenb (CrucOK) Yero-inubo, MPHUMEHSEMBIH B OyXTralTepCKOM ydYeTe | JeJONPOU3BOICTBE
(nanpumep, P. onuceit).



PE3OJIIOLMA — pemienne, NPUHATOE COBEIIAHUEM, ChE3I0M, KOHPEPEHIIUEH U T.I1. IO 00CYKIaeMOMY BOIIPOCY.
PE30OJIIOLMA HA JOKYMEHTE — nuceMeHHOE yKa3aHUE PYKOBOJUTENS UCIIONHUTENIO O XapaKTepe U CPOKax
UCTIOJIHEHUS JOKYMEHTA.

PEKBU3UTHI — o6s3aTenbHbIC 3J€MEHTHI CIYKEOHOTO JOKYMEHTA.

PEKBU3UT JOKYMEHTA — o06s3aTenbHbIil HHPOPMAIIMOHHBINA 3JICMEHT (aBTOp, JaTa M T.II.), IPUCYIIHHA TOMY
WM MTHOMY BUIy INCBMEHHOTO JOKYMEHTA.

PEKIIAMAIIMOHHOE IIMCBbMO — 3asBineHue 00 OOHapy)XeHHWH HEJOCTadd, ICPEKTOB B IOJYYCHHOMH
MIPOAYKIINH WIH B BHITTOTHEHHOM paboTe.

PE®EPAT — kpaTkoe MUChbMEHHOE U3JI0KEHHUE IIEPBOUCTOUHHKA.

PEIIEHWE — 1) npaBoBoi#i akT: MpuHUMaeMbIi ucrioakoMamMu COBETOB HApPOJTHBIX JCMYTaTOB B KOJUICTHAIEHOM
MOpsiIKEe B IIETAX pa3penieHrss Hamboliee Ba)KHBIX BOMPOCOB MX KOMIIETECHIMH. PeIIeHMSIMH HMEHYIOTCS TarKe
COBMECTHBIE aKThl, U3/JaBa€Mble HECKOIBKMMU HEOJHOPOIHBIMHU OpraHaMH — KOJIJIETHAJIbHBIMU U JEHCTBYIOIUMHU
Ha OCHOBE €IMHOHAYaNINs, TOCYIapCTBEHHBIMU OpraHaMu M OOIIECTBEHHBIMU OPTraHU3AMAMH U T.1.; 2) TOKYMEHT,
COJIepIKaIlMH 3aKITI0YEeHHUEe CyAa MK apOUTpaXxka 1o pe3yspTaTtaM pa3dopa rpa)IaHCKOro JieNa B Cy/Ie WK CIIOPHOTO
BOIIpoca B apOuTpaxe; 3) pe3osronus cCoOpaHusi, COBEIIAHHS U T.JI.

CBOBOJIHOE TIPEAJIOXEHUE - mpemioxxenue 0e3 00s3aTenbCTB. Eciu 3aka3uuKk MPUMET YCIOBHS TaKOIro
MPEIOKEHHS, CIeIKa CYMTACTCS 3aKIIIOYESHHOM.

CIATOYHAS OIIMCH (pasr.) — omnmch ITOKyMEHTAIbHBIX MATEPHUAlOB, COCTABJIICHHAS YYPEIKICHHEM IPH
nepeaaye el B apXuB.

CUCTEMA JOOKYMEHTUPOBAHUS - mnpuHATHIH B yYpPEKICHUH TOPSAOK CO3JMaHUS, OGOPMICHHS |
WCITIOTHEHUS TOKYMCHTOB.

CJIV)XEBHAS 3AIIMCKA — 3amucka 0 BBIIIOJHEHUH KaKOW-THO0 paboThI, HampasisieMas JOHKHOCTHBIM JINIIOM
JIPYTOMY JAOJDKHOCTHOMY JIUILY.

COCTAB YAOCTOBEPEHUSI - noanuck 1 nevarh.

CIIEHU®UKAILIAS — noKyMeHT, coaepKaliuii MoapoOHOE MEpedyHCICHUE Y3JI0B M JeTalieil KaKoro-iuoo
W3/1eJ1s1, KOHCTPYKIUH, YCTAHOBKH U T.II., BXOJSIINX B COCTAaB COOPOYHOTO MIJIM MOHTa)KHOT'O YepTexKa.

CIIMCOK — nepeuncieHue JII WK IPEeIMETOB B ONPENIEICHHOM IOPSIKE, COCTABICHHOE B LIEIX UHOOpMaLUK
WJIH PETUCTPALIH.

CITIPABKA — 1) IOKYMEHT, COJEpKaIlliii OMHCAHWE W IMOATBEPXKICHUC TEX WIIM MHBIX (PAKTOB M COOBITHI; 2)
JIOKYMEHT, TIOATBEPKIAFOIINI (PaKThl OMOTpaaecKoro WK CIIy)KEOHOTO XapaKkTepa.
CIIPABOYHO-MH®OPMALIMOHHBIN ®OHJI - COBOKYTHOCTh CHCTEMATH3HPOBAHHBIX MPOM3BEICHUI MIEUaTH 1
HEOMyOJIMKOBAaHHOH HAayYHOH ¥ TEXHHYECKOW JOKYMEHTAI[MH, WCIONB3YIOMUXCS B IIETSIX OTPACIEBOTO
HHPOPMAMOHHOTO 00CITY)KUBAHHSL.

CTAHJAPT — HOpMaTHBHO-TEXHUYECKUH NTOKYMEHT, yCTAaHABIMBAIOIINN TPeOOBaHHS K TPYIMIaM OJHOPOIHON
NPOJIYKUUH U B HEOOXOAMMBIX Cllydasx TpeOOBaHWS K KOHKPETHOW MPOAYKIMH, NpaBuia, oOecreunBarolye ee
pa3paboTKy, NPOM3BOACTBO M TPHMEHEHHWE, a TakXke TpeOoBaHMI K MHBIM OOBEKTaM CTaHAAPTHU3AIUH,
ycraHaBnuBaemble ['occtanmaptom P®. CranmapTu3anus [TOKYMEHTOB, NMPHUMEHSIEMBIX B OpPraHHW3alMOHHOM H
9KOHOMHYECKOM YIIPABJIEHUH, IPOBOJUTCS HA OCHOBE CIIELUANIBHBIX ITOcTaHOBIeHUN [IpaButenscTea PO.
CTEHOI'PAMMA — nocnoBHast 3alliCh JOKIAJI0B,, peueil M APYTUX BBHICTYIUICHUHA Ha COOpPaHUAX, COBEIAHUIX U
3ace/laHMsIX KOJUIETHANIbHBIX OPraHOB, OCYIIECTBICHHAs METOJIOM CTEHOTpadHH.

CYET — moKyMeHT, B KOTOPOM yKa3aHa MPHYUTAIOMIAACS 32 YTO-JIM00 ICHEe)KHAS CyMMa.

TABEJIb — mnepedeHp KakuxX-THOO TMOKa3aTelei, COCTABICHHBINH B OMpeICNeHHOM Topsaake (Hampumep, T.
OTYETHOCTH, T. yCIIeBaeMOCTH).

TABJIMLIA — noKyMeHT, coepsKaliuii TEKCTOBbIE WM IU(POBBIE CBEICHNMS, pa3MEIIEHHbIE 10 rpadam.
TABYJISITPAMMA — Tabnmuna, cocraBieHHas TaOyJIsITOPOM Ha OCHOBE aBTOMAaTHYECKOTO BOCHPUSTHS JJaHHBIX C
nep@okapt, mepdoJIeHT | T.1.

TAJIOH OBPATHOM CBS3M — [OKyMEHT, YBEIOMISIOIMI O TOIy4eHHH dero-mbo (MH(pOpMaIHH,
MaTepUATBHBIX [IEHHOCTEH, TOKYMEHTOB).
TBEPJIOE IIPE/JIOXXKEHUE — mnpennoxenne, odopmisieMoe JHIIb I OZHOTO BO3MOXKHOTO 3aKa3dnKa

(Toxymaresns) ¢ yka3aHHEM CPOKa, B TEUCHHE KOTOPOTO MTOCTABIINK CBA3aH 3TUM NPEI0OKEHUEM.

TE3AYPYC — croBapb-ClipaBOYHHK, B KOTOPOM TIEPEUHCISIOTCS BCE JIEKCUIECKUE €IUHUIIBI UHPOPMAIIMOHHO-
TIOMCKOBOT'O SI3bIKA (JIECKPHUIITOPBI) C MX CBSA3SIMH, a TAK)KE CHHOHUMHYECKHE JIECKPUIITOPHI M KIIFOUEBBIE CIOBA U
CJIOBOCOUYETAHUS €CTECTBEHHOTO A3bIKA.

TE3UCBI — kpaTkoe U3I0KEHUE TEKCTa JOKYMEHTA WX BBICTYIUICHUS.

TEJIETPAMMA — 000011eHHOE Ha3BaHKE Pa3JIMYHbBIX 110 COJIEPKAHUIO JOKYMEHTOB, IIEpEJaHHbIX 110 Teserpady.
TEJIEKC — Tenerpamma, mocliaHHas MO TeJIETaNITy.

TEJIETAWII — tenerpadHblii annapat ¢ KIaBHaTypoii THIIA MHIIYIIEH MAIIHHKM.

TEKCTOBOM JIOKYMEHT — 10KyMEHT, COZIepKaHie KOTOPOrO H3JI0KEHO MOCPEACTBOM JI000r0 BUIA IMHCHMA.
TEXHUYECKAA JOKYMEHTAILIUSA - o6oOmatomee Ha3BaHHE JHOKYMEHTOB, OTPa)alOMMX pe3yJbTaT
CTPOUTENBHOTO M TEXHOJOTMYECKOTO NPOCKTUPOBAHUS, KOHCTPYHPOBAHUS, WH)XEHEPHBIX W3BICKAHMH M APYTUX
paboT 1O CTPOUTENBCTBY 3AaHUH M COOPYKEHHH M N3TOTOBIICHUIO M3JIEJINI IPOMBIIIJIEHHOTO TPOM3BOACTBA.
TEXHOJIOTUYECKAA JOKYMEHTALMS - obobmaromiee Ha3BaHUE TOKyMEHTOB (YepTekel, crenudukaiui,
KapT, UHCTPYKUMH U T.A.), IpeHa3HAYEHHBIX JUIS OITMCAaHKUs U OPOPMIICHHS TEXHOJIOIMYECKUX MPOLIECCOB.



TUIIOBBIE JOKYMEHTDBI (tekcrbi-ananiorn) — 1) NOKyMEHTBI, OTpaKarollHe OJHOPOJHBIE BONPOCHI U
COCTaBJIIEMbIE 10 OJIMHAKOBBIM 00pasiamM; 2) HOPMATHBHBIC M PACIOPSANTEIbHBIE JOKYMEHTHI, ONpEeIsIONue
nopsaok padotsl yupexnenuit (T. ycras, T, ctpykrypa) mwim oTnensHbIX ce cropoH (T. m1oroBop) M siBistronuecs
o0pasiaMu Juisi COCTaBICHHS YUPEIKACHUSIMHU OTHOMMEHHBIX JJOKYMEHTOB C yYETOM CIIEHU(DUKU UX JESTeIHbHOCTH.
TPAG®APETHbBIN JJOKYMEHT — [0KyMeHT, MMEIOLIMII 3apaHee OTICUaTaHHbIH CTAHIAPTHBIH TEKCT (YacThb
TEKCTa) M IOTIONHSIONIEE €T0 KOHKPETHOE CoIep KaHue.

YKA3AHUE — 1) npaBoBo#i aKkT, M3maBaeMbIii OpraHOM T'OCYAapCTBEHHOTO YIPABICHUS MPEUMYIIECTBEHHO IO
BOIpocaM HH(MOPMAIIMOHHO-METOIUIECKOTO XapakTepa, a Taloke II0 BOIPOCAM, CBS3aHHBIM C OpraHU3aINel
WCTIOTHEHHS TIPUKA30B, HHCTPYKIMHA U IPYTUX aKTOB JAHHOTO OpraHa M BBINIECTOALINX OPTaHOB YIIPABICHHUS; 2)
JIOKYMEHT, COIepKalnid TpeOOBaHMS W HEOOXOIUMBIE Pa3bsCHEHHUS 10 OTACIHHBIM BOIPOCAM MPOCKTHPOBAHUS H

CTPOMTEINIBCTBA.
VYKA3ATEJIb — cucteMaTH3HpOBAHHOE MEPEYUCICHUE HAUMEHOBaHMH, MMEH, MPEIMETOB CO CIPaBOUYHBIMU
JIaHHBIMHU O HHUX.
OAKCUMMIIE — 1) Bocmpou3BeleHHE TEXHHYECKUMH CPEICTBaMH TOYHOTO H300paKEHHs IOJIHCH, TEKCTa,

C/ICNIAHHOTO OT PYKH, KOIHUS JJOKYMEHTOB, MOJIy4aeMbIX MO (akcy; 2) KIHIle, e4aTka, M03BOJISIONIas MHOTOKPaTHO
BOCIPOM3BOJIUTH COOCTBEHHOPYYHYIO TIOJIKCH Ha JICJIOBOM JJOKyMEHTE.

OU3NYECKOE JIMIO — rpaxnaHuH, SBIAOLINNCI YYaCTHUKOM TpakKJaHCKUX NPaBOOTHOIIEHUH (HOCHTEIEM
TpaXIaHCKUX TpaB U 00s3aHHOCTEI).

OOPMVIIAP JJOKYMEHTA — COBOKymHOCTh pAaCIIOJIOKEHHBIX B YCTAHOBJIEHHOW IOCJIEI0BATEIbHOCTH
PEKBH3UTOB TOKYMEHTa (aBTOD, aJipec, 1aTa, 3ar0JI0BOK, COIEPKAHNE U T.11.).

HUPKVYIIAPHOE ITMCbMO — nuchMo, HanpaBlIeHHOE U3 OJJTHOTO UCTOYHHUKA B HECKOJILKO aJIPECOB.
OKCIIEAMIU . cienmanpHBIN anmapat y4peskKIeHUs 10 IPUeMy JTOKYMEHTOB

IOPUINYECKOE JIMIIO — yupexaeHue, NpeANpHSITHE WIM OpraHW3alys, BBICTYHAIOI[ME B KadecTBe
CaMOCTOATENIFHOTO HOCUTENS TPaXIaHCKHUX IpaB U 00S3aHHOCTEH.



