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Mporpammy ovcumnnuHbl paspabotan(a)(1) OoueHT, K.H. (noueHT) Manumos LW.W. Kadenpa
BCEMMPHOrO KyNbTYPHOro Hacneaus otaeneHve Boicwas wkona nCTopuyeckux Hayk 1 BCEMUPHOro
KynbTypHOro Hacneoms , SSGalimov@yandex.ru

1. Uenn ocBOEHNS AUCLUMINHBI

MoarotoBka crneunanucTa, BNaaetowero 0OCHoBoNonarawmmMm 3HaHusiMm B o6nactu
LOKYMEHTOBEAEHMS N OpraHmn3aumm paboTbl C AOKYMEHTaMU, 1 YMEIOLWEro Ncrnonb3oBaThb
NOAroTOBNEHHbIE AOKYMEHTbI B MpakTuyeckoi nesatenbHocti. OCBOEHWe Kypca npeanonaraet
N3y4yeHne OCHOBHbIX MONOXEHWA MO AOKYMEHTaAUMOHHOMY obecneyeHnto ynpasneHms B obnactm
Typuama. lNpaktuyeckas uenb CoCTonT B NpMobpeTeHn HaBbIKOB COCTaBNEHNS NMPOEKTOB
OpraHn3aLMoHHO-pacnopsANTEeNbHbIX JOKYMEHTOB U AEN0BOI KOPPECTOHAEHUMN.

2. MecTO AMCUMUNNUHBI B CTPYKTYype OCHOBHOM 06pa3oBaTtefibHOM NPOrpammbl BbICLLETO
npocpeccuoHanbLHOro o6pasoBaHus

HaHHas yyebHas aucuunnnHa BkntodeHa B pasgen " 51.B.00.15 AncumnnmHbl (Mogynn)" OCHOBHOM
obpaszoBartenbHoit nporpaMmbl 43.03.03 MOCTUHNYHOE OEeN0 1 OTHOCUTCS K 06513aTENbHbIM
avcumnnnHam. OcamBaeTcs Ha 1 kypce, 1 cemecTp.

lMpenHasHavyeHa onga ctyneHToB 1 Kypca (2 cemecTp)

OucumnnnHa otHocuTes K umkny b3.B3 MNpodgreccnoHanbHbIv LMK, BapuaTueBHas 4acTb.

OcBoeHMe OaHHO ANCUMNIMHBI CBA3aHO 1 6asmpyeTcs Ha ryMaHuTapHbix ("Pycckuii s3bik v
KynbTypa peun”, "OcHoBbl coumanbHoro rocyaapctea”, "KynbTyponornsa") n ConpsxeHo ¢
napannenbHbiM Kypcom "OpraHusaums rocTuHu4Horo aena". NMprnobpeTeHHble 3HAHUS 1 YMEHUS B

JanbHerwem HanayT NpUMEHEHNEe Npu U3y4eHUn OUCLMNINHLI " YNpasneHnn nepcoHanom Ha
npeanpuatum” n Npu NPOXoXAeHUN NPOM3BOACTBEHHOM NPaKTUKN.

3. KomneteHuuu obyuatrowierocs, hopMmpyemble B pe3ynbTate 0CBOEHUS OUCLUM/INHDI
/mopynsi

B pesynbTate 0CBOEHUS AMCLMNANHBI (DOPMUPYIOTCS CNeaytowme KOMNeTEHUNN:

LLincpp komneteHumu npqupeP::::agqnaggzI;‘ZTeHum
(OlK-2);
(npodheccunoHanbHble CMOCOOHOCTbLIO OPraHn30BbIBaTb PaboTy NCNONHUTENE
KOMMeTeHuunn)
(OK-4); crnocobHocTblo paboTatb B KOMaHae, TONepaHTHO
(0blWeKyNbTypHbIE BOCMPUHNMATb coLManbHble, 3THUYECKME, KOHGDECCMOHAbHbIE
KOMMeTeHuunn) N KyNnbTypHbIE pPasnmyns
CMOCOOHOCTbIO NOAAEPXMBATL LOMXKHbIA YPOBEHb OU3NYECKON
(OK-7); NOArOTOBNEHHOCTU ANs obecneyeHns NoNHOLEHHOW
(0bLweKyNnbTypHbIE counanbHOM 1N NPodIecCMoHaNbHON AeATENbHOCTH;
KOMMeTeHuunn) nponaraHbl akTUBHOrO LONroNeTusi, 300POBOro obpasa Xn3Hu
N NpocpunakTkn 3abonesaHui
(Orl1K-3). FOTOBHOCTbIO MPUMEHATb HOPMATUBHO-TEXHONOMMYECKYHO
(npodheccunoHanbHbIe LOKYMEHTAUMIO, PErMaMeHTMPYIOLLYO FOCTUHNYHYIO
KOMneTeHuunn) NEeSATeNbHOCTb

B pesynbtate 0CBOEHUS ONCUMMNUHBI CTYAEHT:

1. OONXEH 3HaTb:

TeHOeHUnn pasBmTnS 4enonpoM3BOACTBA B pa3NyHble NCTOPUYECKME Nepmoabl;
0COBEHHOCTM DOPMMPOBAHNS CTPYKTYPbI, OYHKLMIA, WITATHOrO CocTaBa
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cBoeobpasmne opraHusauny paboTbl ¢ JOKYMEHTaMu B U TYPU3ME U UX 3aBUCUMOCTb OT Pa3BUTUS
CUCTEMbI AEN0NPOM3BOACTBA;

MeToabl N TEXHONOI A O6pa6OTKI/I JOKYMEHTOB Ha OCHOBE MNCMOJIb30BaHNA CPencTB
OpI'aHVI3aLI,I/IOHHOVI N BbIYNCINTENBbHOWN TEXHUKMU;

COBPEMEHHbIE HAaNpaBNeHWsl Pa3BUTMS 1 NMYTU COBEPLIEHCTBOBAHMS LOKYMEHTALMOHHOMO
obecneyeHns ynpasneHus B TypU3Me;

OCHOBHbIE Hay4HblE€ U NpakTn4yeckmne ﬂp06ﬂeMbI opraHundaunn nOKyMeHTauMnOHHOIo obecneyeHns
ynpasneHnsa B TYPU3ME;

0 MecTe LOKYMEHTaLMOHHOro obecneyeHmns ynpasneHns B CUCTEME aaMVHUCTPUPOBAHUS
npeanpuatuin Typnama,

2. DONTXEH yMeTb:

opraHu3oBbIBaThb Cnyx0y nenonpon3BoacTBa U paboTy ee COTPYLHUKOB B YUPEXAEHNN,
opraHusaumun 1 Ha NPeanpUATAN CounanbHO-KYNIbTYPHOrO CepBrCa U Typu3Mma;

p8.3p3.68.TblBaTb HOpMaTMBHO-MeTOON4YeCkKmne OOKYMEeHTbIl, pernaMeHTupytowme 0enonpomn3BsoncTBo,

BbISIBNISATb 3aKOHOMEPHOCTM U3MEHEHMS1 06 beMa AOKYMEHTO0O0pOTa, BHEAPATb paLUMOHaNbHY0
TEXHONOrN0 NpMeMa, NPOXOXOEHUS, MOArOTOBKM M OTNPABKN AOKYMEHTOB B TPaANLIMOHHbIX
YCNOBUSIX U B YCNOBMSAX PaboTbl C MPUMEHEHVNEM CPELCTB BblYUCINTENBHON TEXHUKMW;

3. 0OMXEeH BnageTb:

npakTn4ecknmMn Metogamm opraHmn3aumnn 0OKyMeHTaunMoOHHOro obecneyeHns ynpasneHuns B
NHOYCTPUN rOCTENPUNMCTBA,

4. nONXeH OEeMOHCTPMPOBaTb CMNOCOOHOCTb M FTOTOBHOCTb:

cnocobeH ncnonb3osaTb Ha npakTuke OCHOBbI OEMCTBYIOWEro 3akoHogarenbcTea B cdoepe
TYPUCTCKOW, 3KCKYPCUOHHOW OEATENbHOCTU, a TakXe OCYLWECTBNATb KOHTPO/b 32 COOTBETCTBMEM
HOpMaMm 6e3onacHocTn TYPUCTCKUX NPOOYKTOB, paGOTaTb B FTOCTUHNYHbIX CETSAX.

4. CTpyKkTypa 1 cogepXxaHvue OUCLUNIUHBI MOAYNS
Obwas Tpya0EMKOCTb AUCLMIMIIMHBI COCTaBNSET 4 3a4eTHbiIX(ble) eanHuL(bl) 144 yaca(os).
dopMma NPOMEXYTOYHOro KOHTPONS AMCUUNANHDBI 9K3aMeH B 1 ceMecTpe.

CyMMapHo No aMcumnanHe MoxHo nony4ntb 100 6anno., U3 HMX Tekylwas paboTta oueHmBaeTcs B 50
6annoe, nTorosas popma KoHTpons - B 50 6annos. MuHMManbHoe KONMYeCcTBO ANsl AoMnycka K 3a4eTy
28 6annos.

86 6annos 1 6onee - "oTANYHO" (OTN.);

71-85 6annos - "xopowo" (xop.);

55-70 6annos - "ynoBneTBOpuTENbHO" (YOO0B.);

54 banna n MeHee - "HeyLOBNETBOPUTENLHO" (Hey..).

4.1 CTpyKTypa 1 comepXxaHue ayauTopHon paboTtbl No AucuunimHe/ MOAynto
TeMmaTnyeckum nnaH AUCUUMNANHBI/MOAYNA

Buabl n yacobl
Pasgen ayauTopHown paborTbl,
Henens MX TPYAOEMKOCTb TekyLume chopMbi
N ﬂMKnL(I.)V;J‘rIyJLV;I'HbI/ Cemecrp‘:emempa (8 uacax) yusne o
neKmenPaKTW-lecmenaﬁopaTopHue
3aHATUA paﬁoTH

Tema 1. Tema 1.
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MpenMerT, conepxaHue, 3aaadu Kypca.
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Buabl 1 yacbl
ayauTopHOM paborThbl,
Hepens MX TPy AO0EMKOCTb Tekywume copmbl
cemecTpa (B yacax) KOHTpOns
MpakTnyeckmelllaboparopHbie

3aHATUA paboTbi

Pasnen
N AducunnnuHbl/ CemecTp
Monyns

Nekuunn

Tema 2. Tema 2.
NcTopusa passutns
2.lcuctembl 1 2 4 4
rocynapCTBEHHOro
0enonpon3sBoacTea.

Tema 3. Tema 3.Ponb
JOKYMEHTaLUMOHHOro
obecrneyeHns B
3.|coBepLeHCcTBOBaHUM 1 3 4 4 0
yrnpasneHus
npPeanpuaTUaMn n
y4pexXaeHNSAMMU.

Tema 4. Tema 4.

4. IgopMaTMBHo-MeTo,Eu/NecKas:l1 4 6 4 0 YCTHbI onpoc
asa

[enonpons3BoACTBa.

Tema 5. Tema 5.
OCHOBHbIE NMOHATUSA U
TEPMUHONOrNA
"|BOKYMEHTaLMOHHOIro
obecneyeHns
yrpaBneHuns.

Tema 6. Tema 6.

MNpasuna ogopMneHns YCTHbIN onpoc
6. DOKYMEHTOB B 1 6 6 6 0
y4ypexaeHmax

Tema 7. Tema 7.
Cuctembl
JOKyMeHTaumu.
‘[Cuctema
opraHn3aunoHHO-NPaBoBom
JOKyMeHTaumu.

Tema 8. Tema 8.
CoBeplieHCTBOBaHMS NMncbmeHHas
8.|coctaea v coopm 1 8 4 4 0 paboTta
JOKYMEHTOB
TYPUHIOYCTPUM
Tema . NITorosas
" |dopma KoHTpOnNA

NToro 36 36 0

0 YCTHbIA onpoc

YCTHbIN onpoc

YCTHbIN onpoc

YCTHbIN onpoc

Qk3ameH

4.2 CopepXxaHume ONCLUMIUHDI
Tema 1. Tema 1. lNMpenmer, conepxaHue, 3apadv Kypca.
NeKLuMoHHoe 3aHsiThe (2 yaca(os)):
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[Mpenmer, cogepxaHue, 3anayn kypca. ictouHmkn n nutepatypa. TepMUHONOrNS OCHOBHbIX
NOHSTWIA B 0BnacT 0enonpons3BoacTea, ee apontouns. OueHka TEPMUHOB B OTEYECTBEHHON
nuteparype. [Neprnoansaumnsa OCHOBHbIX 3TanoB pas3suTus genonpoundsonctea. MecTto kypca cpeau
LPYrux amcumnaunH. O630op MCTOYHMKOB M NMTepaTypbl MO PasBUTUIO
nenonponseoncTea.lenonpon3soactso (OOKyMeHTaunoHHoe obecnedeHune yrnpasneHus 4OY)
PaboTa ¢ [okyMeHTaMu sBnsieTCs 0AHOM U3 Hanbonee BaXHbIX COCTABASIOWMNX 4eSTENbHOCTY
MEHeXepoB B MHOyCTpun Typnama. PopMmpoBaHne y CTyAeHTOB CUCTEMbl 3HAHUIA N YMEHWUIA
paboTbl C AOKYMEHTaMM, He06X0AMMbIMU ANst 9GEKTUBHOIO YNpaBneHns NpeanpusiTuem,
crnocobCcTByeT NOBbLIWEHMIO Ka4ecTBa NOAroToBKM crneunanmctoB.. Ocoboe MECTO ANCUMMMVHDI B
npodheccroHanbHOM NOArOTOBKE CreunanncToB 06ycnoBneHo 3Ha4eHneM HopMaTBHO-NPAaBOBbIE
aKTbl B UHOycTpun Typmama. MsyyeHne kypca ? [lokymeHTaunoHHoe obecneyeHne ynpasneHums
couManbHO-KYNbTYPHbIM CEPBMCOM U TYPU3MOM? HEPA3PbIBHO CBA3AHO C APYrMMU AMCLUUNINHAMM,
GOOPMUPYIOLWMMN Yy CTYOEHTOB NpogpeccnoHanbHble 3HaHus. K Takum ucumnamHam OTHOCATCS:
?MNpaBoBoe obecneyeHne CKC u Typmama?, ?0praHnsaums n MEHEOXMEHT Typuama?,
?0praHu3aumnsa n MeHeOXMEHT roCTUHNL?, ?TYpUCTCKUIA U FTOCTUHUYHO-PECTOPAHHbIA MAPKETUHT?.
3HaHNs 1 yMeHWs, MoNyYeHHble CTyAeHTaMy NPy OCBOEHUN ANCUMMINHBI HEOOX0AMMbI ANS
BbIMOMHEHMS HaYYHbIX PpedoepaToB, KyPCOBbIX U ANMNOMHbIX paboT B nepuog obyyeHuns B
yHuBepcuTeTe. MonyyeHHble 3HaHMsA obecneyart BbinyCKHMKY NPOPecCoHanbHoe BbiMOIHEHNE
yHKLMIA. N3yveHune kypca ? [JokyMeHTauMoHHOe obecneyeHre ynpaBneHust
coumnanbHO-KyNbTYPHbIM CEPBUCOM U TypnuaMoM? npeaycmatpueaeT 117 yacos obuero o6bema, B
T.4. 32 yaca OTBOOUTCSA Ha NEKLUNOHHbIA Kypc, 16 YacoB Ha NpakTuyeckmne 3aHATUa 1 69 yacos Ha
camocToaTenbHyto paboTy. OcBoeHMe Kypca CTyAeHTaMn 3a04HOro OTAENEeHMs NpeaycMaTpuBaeT B
MEXCECCUOHHbIV NEPUOL BbIMOTHEHNE KOHTPOMbHOM paboThl. 3yyeHne Kypca cTyieHTaMn OHEBHOM
N 3a04HOW OOpM 0ByHEHMST LONIXKHO OCHOBbLIBATLCSA HA MPopaboTke Kax Ao U3 TeM NporpaMMmbl B
COOTBETCTBUM C NEepeYHEM PeKOMeHOyeMbIX UICTOYHUKOB. Kypc 3aBepliaeTcsl 3a4eTOM B BOCbMOM
cemecTpe. Obs3aTenbHbIM YCNOBMEM AOMNycKa CTyAeHTa K 3a4eTy SIBNSieTCS NOAroToBka naketa
JOKYMEHTOB MO0 OonpefeneHHOMy HanpasneHuio AesTeNbHOCTY npeanpuatus. Noarotoeka
pecpepaTta sBnsieTCcs 04HON N3 OOPM CaMOCTOSITENBbHOM paboTbl CTYAEHTOB B MPOLECCE MX
npodpeccunoHanbHoi nogrotoekn. OHa npeanonaraet NnpuobpeTeHne CTyAeHTaMI HaBbIKOB Nomcka
HEeobX0AMMbIX aKTyann3npoBaHHbIX HOPMATMBHO-MPAaBOBbLIX akTOB U paboTbl C HUMK, pa3paboTku
cTaHOapToB NPeanpuATUS MHOYCTPUU TYpU3Ma.

npaktnyeckoe 3aHsitne (2 4aca(os)):

1. TEepMMHONOrSt OCHOBHBIX NMOHATUIA B 06nacTy Aenonpon3BoACTBa, ee aBontoums. 2. OueHka
TEPMUHOB B OTEYECTBEHHOIN nuTepaTtype. 3. [Neprnoamsauns OCHOBHbIX 3TanoB pas3BUTMS
nenonpomussonctea. 4. Jlutepatypa no JOY 5. metogonornga JOY 6. Mecto OOY B cucteme
OVCLMMNVH

Tema 2. Tema 2. UcTopus pasBuTMSa CUCTEMbI FOCYAapPCTBEHHOroO Aenonpon3BoacTBa.
neKumnoHHoe 3aHsiTne (4 yaca(os)):
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Victopusa passutns cuctembl rocyaapCTBEHHOro genonpoussoncraa. [lenonponssoncTso B
IpeBHepycckoM rocynapcTtee. NpukasHoe genonponasonctso XV-XVII BB. Cuctema Konnexckoro
nenonpoundsoactea. Cuctema MMHUCTEPCKOro "McnonHMTenbHoro" aenonponasoncrea XIX-XX Bs.
OpraHusdaumns genonpounssoactea B 1917-1941 rr. Victopus ynpaBneHns n 4enonpon3sonctsa B
1945-1990 rr.3anor 060CHOBAaHHOMO 1 3¢OPEKTUBHOIO YNPaBNEeHYECKOro peleHmns, NpoayKTUBHOM 1
LienecoobpasHoil NeaTENbHOCTM - CBOEBPEMEHHOCTb NMOMYYEHNS 1 BOCTATOYHOCTb MHGdopMaumu. Mo
MHEHUIO 9KCMepToB, 06EMbI MHCpOPMaLUUK B MPE KaXable TPW rofa yaBamBatoTcs, YTo oTpaxaeT
BbICOKME TeMMbl Pa3BUTNS HENOBEYECKOro coobLiecTBa No BCEM HanpasneHnsM. B Hawel ctpaHe
KaXAabliA rof NOSIBASIETCS Macca HOBbIX MPeAnpUaTUA pasnnyHblX opM COOCTBEHHOCTW, CO30aHHbIX
C Pa3NYHBIMU LIENISIMU, U KOTOPbIE CTAHOBSITCA 06 bekTamMm 1 cybbekTammn nepenadn MHopMauuu.
Takum 0bpa3oMm, akTyanbHOCTb 3HAHMS BOMPOCOB LOKYMEHTUPOBAHMWS BENVKA U MOCTOSIHHO
Bo3pacTaeT. [Jns HopManbHOro OYHKUMOHNPOBAHMS U pasBUTUS Nt0OOI opraHn3aunm Heobxoommo
NOCTOSIHHO BNafeTb Kak onepaTtnuBHON, Tak WU cTpaTternyeckom MHgopmMaLmen B COOTBETCTBYIOLLEN
obnactu geatenbHocTu. Moa nHgopmaumen 06bl4HO MOHMMAOT COBOKYMHOCTb CBELEHUIA,
nokasaTenei, AaHHbIX, TpebyeMbix A onmMcaHus Toro UM MHOTo SIBNEHUS MK NpoLuecca.
YnpaBneH4Yeckmnin NpoLecc No CBOel CcyT cBoamnTcs k cbopy, obpaboTke, nepenade, XpaHeHuto,
MOUCKY 1 MCNONb30BaHMIO MHCPOPMAaLMK C LieNblo BbIPpabOoTKM yNpaBieHYeckoro peweHmsl.
NHpopmauns MoxeT 6biTb 6€300KYMEHTHOW (YCTHOW) 1 [LOKYMEHTUPOBAHHOWM, TO ECTb
3ahUKCMPOBAHHON Ha KakoM-nnbo HocuTene nHdopMauunmn (byMaxxHoM, MarHuTHoOM 1 ap.). MNpouecc
doMKCMpPOBaHNS NHpopMaLMK, TO eCTb CO34aHNS OOKYMEHTa, Ha3biBaeTCs AOKYMEHTUPOBAHMEM
yrpaeneH4Yeckom fesaTenbHoCTU. [1py 9TOM BaXHO NoAYepKHYTb, YTO 3anncb MHGPOPMAaLUUKM Ha
pasnnYHbIX HOCUTENAX (OOKYMEHTUPOBAHNE) OOMXKHA OCYLWECTBASATLCS MO YCTAHOBNEHHbBIM
npasunam. Takum 06pas3oM, LOKYMEHT UM NOKYMEHTUPOBaAHHAs MHCpOpMaLns - 3TO
3apukcnpoBaHHasa Ha MaTepuanbHOM HOCUTENE MHGPOPMaLMS C PEKBM3NTAMU, NO3BONSIOWNMY ee
noeHTugouumposaTtb. MHgopmMaums, 3adonkCcpoBaHHas Ha MaTepuaribHOM HOCUTENE, BbINONHANA B
JPEBHOCTM PONb CBUOETENbCTBA, AoKasaTenbCcTea. /IMEHHO Ha 3Ty BaXXHENWY PyHKLMIO
LIOKyMEHTa nepBoHaYanbHo obpallanocb OCHOBHOE BHMMaHMe. JlatnHckoe cnoeo "documentum”
npousowno oT "doceo” - "y4y" nnu "n3sewar” n 03Havyano Kak pas "cBumoeTenbcTeo”,
"nokasaTenbcTBo". BaxXHO 3aMeTuTb, YTO TEPMUH "OOKYMEHT" 6onee cTapblil, HEXENn TePMUH
"nHcpopmauums”. K Tomy xe oo Havana 20 Beka NoHATME MHpopMauuy Bbino CBS3aHO NpeXae BCero
¢ coobuieHnem, oOCBEAOMNEHNEM, C Nepenadeli coobleHnii, nx nHTepnpeTtaunein. B Poccun TepMuH
"0OKyMeHT" 6bin nepesenéH MNeTpom NepBbIM MMEHHO KakK "NMMCbMEHHOE CBUOETENbCTBO". Ha BCEM
npoTaxeHun 18 ctoneTna B onpeneneHnm NoHATUS "OOKYMEHT" BblAENANoChb Npex.ne BCero ero
npasoBOe HasHavyeHne. Mexay TeM cam 3TOT TEPMUH B TEYEHUE ANNTENbHOrO BPEMEHU MOYTUN He
ynotpebnsancs. BMecto Hero B 4enonpon3BoACTBEHHON NpakTukKe 06bl4HO NCMOb30BaNNCh Apyrue

TepMuHbI: "akT", "neno", "6ymara".

npakTnyeckoe 3aHsitne (4 4aca(os)):

1. Victopns pasBmTusa CUCTEMbI rOCY0apCTBEHHOIrO AenonponssoacTea. 2. [1pukasHoe
nenonpomnssonctso XV-XVII Be. 3. Cuctema konnexckoro genonpoussogcrtea. Cuctema
MUHUCTEPCKOro "ncnonHntensHoro" nenonpomnssoactea XIX-XX Be. 4. OpraHnsaums
nenonpouasonctea B 1917-1941 rr. 5. ctopusa ynpasneHusa n genonpoundsoncrtea B 1945-1990 rr.
6. 3anor 060CHOBAHHOIO U 3CPPEKTUBHOO YNPAaBAEHYECKOr0o pPeLeHns, MPOAYKTUBHOMN 1
LienecoobpasHoi 0esaTeNbHOCTM - CBOEBPEMEHHOCTb MOYYEHNS 1 JOCTATOYHOCTb MHGDOPMALIMN.

Tema 3. Tema 3.Ponb [OKYMEHTaLMOHHOIo ob6ecneyeHust B COBepLUEHCTBOBaHUM yNpaB/ieHUs
NpeanpuUATUSMUA U YUPeXAeHUSMU.

neKkumnoHHoe 3aHsitTne (4 yaca(os)):

PeructpaumoHHbin Homep 948353018 SAEKTPOHHBH
CtpaHnua 9 n3 26. il yLH,lf[;F EPCHTET
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MporpamMma aucumnnmHbl "[oKyMEHTAUMOHHOE obecrneyeHme ynpaBneHns rocTMHUYHbIM npeanpusatuem"; 43.03.03 NoCTMHWYHOE Aeno;
DOUEHT, K.H. (BoueHT) Manumos LU.LL.

Ponb fnokymeHTauMoHHOro obecneyeHns B COBEPLIEHCTBOBAHMM YNpaBieHns NpeanpusaTusiMm m
yuypexaeHnsamun. YnpasneHne kak 06 bekT 4OKYMeHTaUunoHHoro obecneyexms. CTpyKTypa opraHoB
yrpaeneHus, MeTobl yNpaBneHus, ynpasneH4yeckne npouenypbl 1 KOMMyHVKaLUNOHHbIE CBSA3N,
onpenensitowme CUCTeMy AOKYMEHTaLMOHHOro obecneyeHunsi. BaanmocBsiab 1
B3anMO0OYCNOBNEHHOCTb OpraHn3aLmMmn n TEXHONOrMN AOKYMEHTAUMOHHOIro obecneyeHunst co
CTPYKTYPOW 1 QOYHKLMSIMM OpraHoB ynpasneHus. ns noHMMaHus 3BOMIOLUN OKYMEHTa BaXHO
n3y4yartb BONPOC O ero pyHkumsax. PyHKUNS OKYMEHTA €CTb ero LefieBoe Ha3HavyeHue, npucyliee
€My He3aBMCMMO OT TOro 0CO3HaHa 3Ta PYHKLMS aBTOPOM Unu HeT. JTioboli AoKyMeHT obnanaet
onpeneneHHbIMU PYHKUNSMU, BbISCHEHWE KOTOPbIX BaXHO A1 OrpefeneHns uenm co3ngaHns
NOKYMEHTa, ANs ero knaccuukaumm n nsy4eHuns ponu B LaHHOM CounanbHON CTPYKTYpe U
9KOHOMMYEeCKOM cucteme. ABTOp OOKYMEHTa, oukCupys nHgoopmMaumio, He Bceraa nporpammmpyer
Kakyto-nmbo goyHKLMi0. JLOKYMEHT NonmapyHKLUMOHaNeH (MHOropyHKUMOHANEH), T.e. COOEPXNT B
cebe pas3nnyHble PYHKLNK, KOTOPbIE C TEYEHNEM BPEMEHU MEHSOT CBOE LOMUHMPYIOLWEE 3HAYEHNE.
Bbloenstotcst doyHkumm obwme n cneumnanbHble. Oblwme - 3T0 MHPOPMaUMOHHAas, coumnanbHas,
KOMMYHUKaTUBHAS, KyNbTypHas; creunasnbHble - yrpasneHyeckas, npaBosas, PyHKLNS
NCTOPMYECKOro UCTOYHMKA, dpyHKUMS ydeTa [ThyxoB B.B. MeHenXMeHT: YuebHuK ans By30B. 3-€ u3g.
- CM6.: Mutep, 2007. - 608c.: nn.. ViHdopMaumoHHas oyHKLMS onpeaensieTcst NoTpebHOCTbIO B
3anevyatnieHn MHopMaLMK C LENbi0 COXpaHEHMS 1 Nepeaayn n npucylua Bcem 6e3 UCKtoyeHmus
LOoKyMeHTaM. [MprymHa nosieneHns ntoboro NOKyMeHTa - He0bX0AMMOCTb PNKCUPOBATb
MHGPOPMaLMIO O dhakTax, CoObITUSX, SBNEHNSX, NPAKTUYECKO 1 MbICIIUTENBbHON OEATENbHOCTY.
MHpopmaumio, cogepxatlytocs B JOKyMEHTaxX MOXHO noapasfenunTb Ha: - PeTpOoCrnekTUBHYIO
(OoTHOCSALWYOCH K NPOLLIOMY); - ONepaTUBHYIO (TEKYLLYIO); - NEPCNEKTUBHYIO (OTHOCSLLYHOCS K
6ynywemy) CylecTBytoT U apyrue knaccudpmkauum nHpopmaumn. Hanpumep, pasneneHme Ha
NepBUYHYIO 1 BTOPUYHYIO; MO XaHpaM; Buaam; Hocutenam n npod. Kaxabii LOKYMEHT nmeet
NHJPOPMALNOHHYIO €MKOCTb (U MHAPOPMALMOHHBIN NoTeHuunan), T.e. KONM4YecTBO U Ka4eCTBO
nHdpopmauun. VIHdpopmaumnoHHas eMKOCTb XapakTepusyeTcs TakMMuM rnokasarensMu: nonHoTa,

06 bEKTUBHOCTb, [OCTOBEPHOCTb, ONTUMAaNbHOCTb, akTyallbHOCTb MHZDOPMaLIMK, ee NONE3HOCTb U
HOBM3HA. YeM Bblle 3TU nokasartenu, TeM LeHHee OOKYMeHT. CoumanbHas pyHKUNS ToXe npucyLa
MHOTMM LOKYMEHTaM, T. K. CO30at0TCA OHWU ONs YAOBNETBOPEHUS Pa3NNYHbIX NOTPEOHOCTEN Kak
oblecTBa B LIeSIOM, Tak 1 OTAENbHbIX €ro 4neHoB. [JOKyMEHT TakxXe caM MOXET BMATb Ha
coumanbHble OTHOWEHWS HUX B 3aBUCMMOCTU OT Ha3HaYeHWs, Ponu B AaHHOM 06LWecTBe, MpUYeM
MOXET He TONbKO CTUMYNMPOBAaTh UX PasBUTUE COoLManbHbIX NPOLECCOB, HO U TOPMO3UTb.
KoMmyHmkaTnBHaa doyHKUNS BbIMOMHSAET 3a4avy nepenayv MHgopmaumm B0 BPEMEHM U
NPOCTPaHCTBE, MHZOPMALIMOHHOW CBS3M MexXdy YneHamu obuecTtea. bea obmeHa cBeaeHUsIMY,
MHEHUAMU, NOEAMN CcoLManbHble CBA3WN He MOryT noanepxmuearbcs. MOXHO BblAENUTb OBe
KaTeropum OOKYMEHTOB, B KOTOPbIX SPKO BblpaXeHa KOMMyHMKaTUBHas (OyHKUNS:

npakTnyeckoe 3aHsitne (4 4aca(os)):

1. CTpykTypa opraHoB ynpas/ieHns, METOObl YIpaBneHuns, ynpaBneH4eckme npoueaypbl n
KOMMYHUKALIMOHHbIE CBSI3W, ONpenensiowme cucteMy goKyMeHTaumoHHoro obecnedyeHuns. 2. Ponb
LIOKYyMEHTaLWOHHOro obecrneyeHunst B COBEPLIEHCTBOBAHMM YNPaBneHns NpeanpuaTusaMm n
yypexaeHnsamu. YnpasneHune kak 06 bekT 0oKyMeHTauMoHHOro obecneyeHus. 3. CTpykTypa opraHoB
ynpasneHus, Metobl ynpasneHus, ynpasneH4eckmne nporenypbl 1 KOMMYHUKALMOHHbIE CBA3N,
onpenensowme cuctTeMy OKyMeHTaUMoHHoro obecneyeHuns. 4. Baaumocesiab 1
B3aMO0OYCNOBNEHHOCTb OpraHn3aLmMmn N TEXHONOrMN AOKYMEHTaUNOHHOIro obecneyeHunst co
CTPYKTYPOW N OYHKLMSMK OpraHoB ynpasneHns. 5. [1ng noHMMaHns 3BOAOLMK OKYMEHTA BaXHO
n3yyaTb BONPOC O ero PyHKUmnax. 6. PyHKUMS OOKYMEHTA €CTb €ro ueneBoe HasHavyeHme, npucyuee
€My He3aBMCUMO OT TOr0 0CO3HaHa aTa PYHKUMSA aBTOPOM UNn HeT. 7. [LOKyMeHT
nonndyHKUMOHaNeH (MHOroyHKLIMOHaNEH), T.e. COOEPXUT B cebe pasnuyHble OyHKUUKN, KOTOPbIE C
TEYEHNEM BPEMEHUN MEHSIOT CBOE OOMUHMPYoWee 3HavyeHne. VIHhopMaumMoHHasa qoyHKUMS
onpenensieTcs NoTPebHOCTbIO B 3anedatneHn MHopMaLnn ¢ LIeNbio COXPaHeHns 1 nepenaqn un
npucyla BceM 6e3 ncknYeHns gokyMmeHTtam. MprymHa nosiBneHns noboro OoKyMeHTa -
Heobx0oMMOCTb OMKCUPOBATL MHAPOPMALIMIO O dhakTax, COBbITUSIX, SBNEHUSX,

Tema 4. Tema 4. HopmaTBHO-MeTOAMYEcKasn 6a3a nenonpousBonCcTBa.
JNIeKLMOHHoe 3aHsiTue (6 4aca(oB)):
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DOUEHT, K.H. (BoueHT) Manumos LU.LL.

HopmatueHo-meToan4eckas 6asa oenonponsBoacTea. 3akoHoaaTenbHble akTbl PD B copepe
NHpopMauumn n OoKyMeHTauuwn. Ykasbl 1 pacrnopsxeHus lNpesnoeHta P®, noctaHoBneHUs
lMpasutenbctea P®. HopmaTuBHbIE NpaBoBble akTbl dpefepanbHbIX OPraHoB UCMOMHUTENbHOM
BnacTu. locynapctBeHHasi cucteMa LOKyMEHTaLUMOHHOro obecneyeHns ynpaBneHmsl.
["locynapcTBeHHble CTaHOapPThl HA JOKYMEHTauuo. YHUOUUNPOBAHHbIE CUCTEMbI JOKYMEHTALMN.
HeonHo3HayHOe TonkoBaHWe NOHATUS "MHGOPMaUMS” BbI3bIBAET B psiAe Cly4YaeB HEOOX0AMMOCTb
6onee YETKOro ero onpeneneHns n goukcaunm B oTAeNbHbIX HOPMATUBHbIX akTax. Tak, B CT. 2
neicteytowero ¢ 1995 r. depepanbHoro 3akoHa P® "O6 nHdopmaumm, nHgopMaTnaaumnm 1
3awnTe nHgopmaumn" nHpopMmauus paccMatpueaeTcs Kak "ceegeHus o nuuax, npegmerax,
pakTax, cobbITUSIX, SBNEHUSX N NpoLeccax He3aBNCMO OT GPOPMbI X NpeacTaBneHus”. Takum
06pa3oMm, kK HacTosALWEMY BPEMEHW NOHSTUE "0OoKyMeHT" Bobpano B cebsi Takne Hanbonee
CYyLWeCTBEHHble XapakTepUCTUKN, Kak MHOOPMaLMOHHOE NpefHasHaYyeHne, MaTtepuanbHblii
HOCUTENb, a TakXe psan PYHKUNOHANbHbIX acnekToB. BmecTe ¢ TeM onpeneneHne noHATUS
"OOKYMEHT" B Pa3NNyHbIX HayKax MIMEET CYLIECTBEHHbIE OTIMYMS. DTO 3aBUCKT, BO-NEPBLIX, OT bonee
W, HANPOTUB, MEHEE WIMPOKOro TONKOBAHUS NOHATUSA MHPOpMaLIMN 1, BO-BTOPbIX, OT BblABUXEHUS
Ha NepBblil NNaH Kakoin-nMbo 0AHON CoCcTaBnAoWER LOKYMEHTA, OT aKLEHTUPOBaHNS BHUMAHUS Ha
KakoM-nnbo oTaenbHOM ero OyHKUMOHaNbHOM acnekTe. B nHgpopmaTtnke, Hanprumep, OOKYMEHT
HepenKko onpenenseTcs Kak "MarepuanbHbli 06EKT, coaepXalmii UHGPOPMaLIMIO B 3aKpeniéHHOM
Buae". B pesynbTaTte non aTo onpeneneHve noananaet HeobbsATHOE MHOXECTBO 0O EKTOB, Tak Kak
B MPMPOLE HET MatepuanbHblX 06 EKTOB, KOTOPbIE HE coaepXanu bl kakyto-nnbo nHpopmauuto. B
LOKYMEHTANMCTUKE - OOHOM U3 HayK 06 MHpopMauun - Noa AOKYMEHTOM NoHUMaeTcs "nobas
CeMaHTU4Yeckas MHgopMaLms, BblpaxXeHHast Ha NtoboM s3bike 1 3adpkCcUpoBaHHas obbIM
crnocoboM Ha nobom HocuTene ¢ Lenbto eé obpalleHnst B AMHaAMUYeCKo MHPOPMaLMOHHOA
cucTeme". 970 onpeaeneHne 3HaYNTENbHO CyXaeT NOHATME OOKYMEHTA, HO TEM HE MeHee BKoYaeT
B HEro OHOBPEMEHHO W KHWUMW, U XYpPHanbl, U ra3eTbl, U ClyXebHble JOKYMEeHTbI 1 T.M. [ns
06LwWeCcTBEHHbIX HayK, B 3aBUCUMOCTM OT UX NpeaMeTa, Lenei u 3aiay, B onpeneneHnm noHsTus
JOKYMEHTa XapakTepHO BbloeNeHne Kaknx-TO OTAeSbHbIX €ro CTOPOH. Tak, B OPUANYECKUNX HayKax
aKLeHTUPYeTCS BHUMaHVe Ha NpaBOBOM acnekTe. B pesynbrare OOKyMeEHT dourypupyer
NpPenMyLLecTBEHHO Kak CPedCcTBO OJOKYMEHTMPOBAHUS 1 foKa3aTtenbCTBa NpaBoBbiX OTHOWeEHNn25. B
cdoepe ynpasneHns AOKYMEHT UCCNenyeTcs rnaBHbIM 06pa3oM Kak CpeacTBO comkcauum um
nepenayv yrnpasneH4Yeckumx pelweHnin. B nctopmnyeckon Hayke OKyMEHTbl paccMaTtprBatoTCs
npexae BCero kak MCTopu4eckme UCTOYHNKK, T.e. HOCUTENN PETPOCMNEKTUBHON MHGpopMauuun. B
9TOW CBA3M Nepen AOKYMEHTOBELEHMEM, N3YYaloWmMM B UICTOPUYECKOM Pas3BuUTUM BCE KaTeropuu,
BUAbI 1 PA3HOBMAOHOCTN AOKYMEHTOB, CTOUT BaxXHas 3afaya - AaTb Hambonee To4Hoe, obobatoee
onpegeneHune noHATMA "gokymeHT". OgHaKo pewnTb Takyo 3a4ady HENPoOCTO, O YEM
CBMIETENbCTBYET M OTMEYEHHOE Bbille MHOroobpasve OePUHNLNIA, N MPOAONXAOWMNECS ONCKYCCUM
Ha 3Ty TeMy. SIpK1M OTpaxXeHMeM TPyAHOro npoLecca BbipaboTky ONTUMaNbHOro onpeaeneHns
MOHATUSA OOKYMEHTa SBNSIOTCS OTe4YeCTBEeHHbIe [ 0CynapCTBEHHbIE CTaHOaPTbl HA TEPMUHbBI U
onpeaeneHus. MNMpu co3aaHnmn LOKYMEHTOB MCMONb3YIOT Pa3/NyHble CNocobbl AOKYMEHTMPOBAHUS B
32BUCMMOCTM OT CoAepXaHusa nHgoopmMauumn: 3Byko3anmcb ((0OHOLOKYMEHT), cpoTorpadpuio
(POTOAOKYMEHT), 3annCb N30O6paxXeHUii 1 3BYKOB (ayAMOBU3YyaNbHbIA AOKYMEHT) U T. O.LOKyMEHT,
CO3[aHHbIA IOPUANYECKUM UNN OUSNYECKUM NTULLOM, OCPOPMIEHHbIN U YOOCTOBEPEHHbIN B
yCTaHOB/IEHHOM MOpPSAAKE, HAa3blBAETCA ohuumanbHbiM LOKYMEHTOM. OduumnanbHbI OOKYMEHT,
NCMONb3yeMblli B TEKyLWEN OesSTENbHOCTN OpraHn3aunn, HasbiBaroT CNy>XEeOHbIM LOKYMEHTOM.

npakTnyeckoe 3aHsitne (4 4aca(os)):

1. HopmatueHo-MeToaM4eckas 6asa aenonponsBoactea. 2. 3akoHoaartenbHble akTbl PO B copepe
NHpopmMauumn n gokymeHTauuu. 3. Ykasol 1 pacnopsxeHus lNpesunoeHta PP, noctaHoBneHUs
lMpaButenbctea P®d. 4. HopmaTuBHbIe NMpaBoBbie akTbl dpefepanbHbIX OPraHoB UCMOTHUTENIbHON
BnacTu. 5. FocynapcTBeHHas cnctema [LOoKyMeHTauMoHHOro obecneyenns ynpasneHust. 6.
["locynapcTBeHHble CTaHAapPThl HA JOKYMEHTauuo. YHUPUUNPOBaHHbIE CUCTEMbI JOKYMEHTALMN.

Tema 5. Tema 5. OCHOBHbIE MOHATUS U TEPMUHONOTUSA AOKYMEHTaLMOHHOIo obecneyeHus
ynpaBnieHus.

JNIeKLMOHHoe 3aHsiTue (6 4aca(oB)):
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OCHOBHbIE MOHSATUS U TEPMUHONOMNSI [OKYMEHTaUMOHHOro obecneyeHunst ynpasneHns. OCHOBHbIE
NOHSATWNS B 06nacTy JOKyMEHTALMOHHOro obecneyeHns ynpaBneHms, nx aBontouUmns, TEPMUHONOTUS.
TepmuHbl. JecunHnunn. Obwas xapaktepucTmka TEPMUHONOMMYECKON CUCTEMbI [LOKYMEHTOBEAEHMSI.
AynnoBu3yanbHbli JOKYMEHT ? JOKYMEHT, COAep ¥ Xallunii n306pasnTesibHy0 1 3BYKOBYHO
nHgpopMaumio. ['padpmnyeckmnin [OKyMeHT ? n306pas3nTenbHblil OKYMEHT, B KO@TOPOM n3obpaxeHve
06bekTa Nony4eHO NOCPELCTBOM NIMHUIA, WITPUXOB, CBETOTEHW. 1306pa3unTenbHblil [OKYMEHT ?
LOKYMEHT, COLepXawmin MHYopMaLmio, BbIpaXXeHHYHO NOCPeACTBOM N306paxXeHunsi Kako@ro-nnbo
obbekTa. MIkoHorpagouiecknii LOKYMEHT ? OKYMEHT, COAEPXalunii Npe@nMyLLeCcTBEHHO
n306paxxeHne NpPon3BeaeHNs NCKYCCTBA, Cre@LManbHOM UNN Xy40XEeCTBEHHOM GhOTOrpacoum.
KnHOLOKYMEHT ? n306pasnTenbHbIi UK ayanoBU3yanbHbIA [OKYMEHT, CO34aHHbIN
KnHemaTtorpaguyecknm crnocobom. PoToaokyMeHT ? n306pasmnTenbHblil JOKYMEHT, CO3AaHHbI
gooTorpachuyecknum cnocobom. PoHOOOKYMEHT - HOKYMEHT, COAepXallnii 3ByKOBYO MHAPOPYMaLUIO,
3ahnKCMpOoBaHHYt0 NtoBOI CCTEMOi 3ByKO3annucu. TEKCTOBOM AOKYMEHT ? NOKYMEHT, CoOepXallunii
peyveBy0 MHYPopMaLMIO, 3aPUKCUPOBAHHYIO NOOLIM TUMOM NUCbMa UK NDY60I CUCTEMOIA
3ByKo3anucu. NnMCbMeHHbIN OKYMEHT - TEKCTOBOW OOKYMEHT, MHpopMaLns KOTOPOro
3adpukcmpoBaHa nobbiM TUMOM NCbMa. PYKOMMUCHBIA AOKYMEHT ? MUCbMEHHbIV LOKYMEHT, NpWu
CO3[0a9HNN KOTOPOro 3HaKM MMCbMa HAHOCAT OT pPyku. MalMHOMNCHBIA OKYMEHT - MUCbMEHHbIN
JOKYMEHT, Npu CO34a€9HNN KOTOPOro 3Haku NMUCbMa HAHOCAT TEXHUYECKUMU cpencTBamn. [JOKyMeHT
Ha MaWWHHOM HocuTene ? [OKYMEHT, CO3[4aHHbIA C UCMONb30BAaHNEM HOCUTENE 1 CNOCOboB
3anucu, obecnevnBa@Lwmx 06paboTky ero MHPOPMaLUN 3NEKTPOHHO-BLIYUCINTENbHO MaLIMHOW.
Buoeorpamma nokymeHTa ? nsobpaxeHue LOKyMeEHTa Ha SKpa@He 3N1eKTPOHHO-Ny4YeBO TPyOKuU.
Bug nokymeHTa ? NnpyHaaneXxHOCTb MMCbMEHHOr0 OOKYMEHTa K CUCTEME AOKyMeHTauun no
npu3HaKkaM cogepXxaHus 1 LeneBoro HasHavyeHus. IHMUmMaTnBHbIA LOKYMEHT ? OOKYMEHT,
MOCNYXXUBLWNIA OCYHOBAHNEM NS PELEHNS Kakoro-nmbo Bonpoca 1 (oopMUpPoBaHns aena.
JLOKyMEHT NNYHOIO MPOUCXOXAEHUS ? AOKYMEHT, CO3AaHHbIA NNLIOM BHE cdoepbl ero cnyxxebHoi
LEeSTENbHOCTU U BbINONHEHWUS 0OLWECTBEHHbIX 06513aHHOCTEn. HopMaTuBHbIA OKYMEHT ?
LOKYMEHT, yCTaHaBNMBaOWMiA Npasmna, obwme NpMHUUMNbLI UM XapakTePUCTUKK, Kacatowwmecs
pa3nYHbIX BUOOB OEATENbHOCTM UNK UX pedynbTtatoB. OduunanbHbIi JOKYMEHT ? OOKYMEHT,
CO30aHHbIN IopUaNYeYCKUM NN PUINYECKUM NNLOM, OCPOPMIIEHHbBIN N YOOCTOBEPEH@HbIN B
ycTaHoBNeHHOM nopsiake.Cny>XebHblii OKYMEHT -~ odouLManbHbIi OOKYMEHT, UCMONbY3yEMbIil B
Tekylen aesaTenbHOCTN opraHmnsaunn. OpuruHan LOKyMeHTa ? 9Kk3eMnnsap OOKyMeHTa, SBASOWNACS
NCXOLHbIM MaTepuanom 4ns KonupoBaHus. MNMoANNHHbBIA OKYMEHT ? OOKYMEHT, cBeaeHust 06
aBTOpe, BPe¥YMeHN 1 MecTe co3aaHns KOTOPOro, cogepxalumecs B CaMOM OOKYYMeHTe unm
BbISIB/IEHHbIE VHBIM MyTEM, NOATBEPX AT ero JOCTOYBEepHOCTb. [MoanvHHKK (0domumnanbHOro)
LOKYMEHTa ? NepBblii MV eAVHUYYHbIA 9K3EMNNAP 0hULManbHOro JokyMeHTa. dybnukar
LOKYMEHTA ? MOBTOPHbIV 9K3eMNAsSp NOANNHHMKA OOKYMEHTa, yAOCTOBEPSAIOWErO NMNYHOCTb,
nMerowmnin topnanye@ckyto cuny. Konns nokymeHta ? 4OKYMEHT, MONHOCTbIO BOCNPON3BOAAYILNIA
MHCPOPMALMIO MOASIMHHMKA W BCE Ero BHELWHWE NPU3HAKM UK YacTb KX (6€3 NPOMEXYTOYHbIX
goopM). HesaBepeHHas Konusa ? KOnns NMUCbMEHHOMO UKW rpadoMyeckoYro 4OKyMeHTa, Kotopas
BBUAY OTCYTCTBUSI HA HEV HEOOXOAUMbBIX PEKBM3UTOB HE UMEET KOPUANYECKO CUbI NOLANMHHMKA
LOKYy@MeHTa. 3aBepeHHas Konus ? Konus OKyMeHTa, Ha KOTOPOM B COOTBETYCTBUN C
yCTaHOBNIEHHbIM NMOPSAKOM MPOCTABASIOTCSH HEOOXOANYMblE PEKBU3NTDLI, MpuaatoLme e
topugundeckyto cuny. lOpuagudeckas cuna gokymeHTa ? CBOMCTBO OPULMNANBHOIO JOYKYMEHTA,
coobuiaeMoe eMy OeiCTBYIOWMM 3aKOHOAATENBCTBOM, KOMMETEHLMEN N3OABLErO €ro opraHa u
YCTaHOB/IEHHbIM NOPALYKOM 0CPOPMIIEHUS.

npaktnyeckoe 3aHsitne (4 4aca(os)):
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MporpamMma aucumnnmHbl "[oKyMEHTAUMOHHOE obecrneyeHme ynpaBneHns rocTMHUYHbIM npeanpusatuem"; 43.03.03 NoCTMHWYHOE Aeno;
DOUEHT, K.H. (BoueHT) Manumos LU.LL.

1. OCHOBHbIE MOHATWSA 1 TEPMUHONOIS LOKYMEHTaUMOHHOrO obecnedeHns ynpasneHums. 2. Obwas
XapakTepucTnka TePMUHONOrMYECKON CUCTEMbI fOKYMeHToBeAeHUS. 3. OCHOBHbIE MOHATUS U
TEPMUHOMNOIS NOKYMEHTAUMOHHOrO obecneyeHnst ynpasneHus. 4. OCHOBHbIE MOHSATUS B obnacTu
LOKYMEHTALMOHHOro obecneyeHns ynpaBneHusl, Mx aBotoLms, TepMUHonorus. 5. TepMuHbI.
DedovHnumn. 6. Obwas xapakTepucTka TepPMUHONIOTMYECKON CUCTEMbI JOKYMEHTOBEAEHMS. 7.
AynnoBu3yanbHbli JOKYMEHT ? JOKYMEHT, COAep ¥ Xallunii n306pasnTesibHy0 1 3BYKOBYIO
nHgpopMaumio. 8. Mpadnyecknii [OKYMEHT ? N3006pasnTenbHbIi AOKYMEHT, B KOYTOPOM
n3obpaxeHne obbekTa NoNy4eHO NOCPEeACTBOM NINHWIA, WTPUXOB, CBETOTEHW. 9. 306pasnTtenbHbli
LOKYMEHT ? OOKYMEHT, COAEpXalunii MHYopMaunto, BbipakeHHY0 NOCPELCTBOM M3006paxeHus
Kako@ro-nmbo obbekTa. 10. VIkoHorpadguiecknii OKYMEHT ? AOKYMEHT, COAepXallnii
Npe@uMyLEeCTBEHHO N300paxeHne NPon3BeaeHNS NCKYCCTBA, Ce@LmanbHOM unm
Xy[0XecTBeHHon dpoTorpacpum. 11. KnHoLoKyMeHT ? n3obpasnTenbHblii v ayaMoBU3yanbHbIi
LIOKYMEHT, CO3[aHHbIin KMHemaTorpadomyeckm crnocobom. 12. @oToaokyMeHT ? n3obpasmnTesbHblit
LIIOKYMEHT, CO3aHHblin poTorpadomnyecknm cnocobom. 13. POHOLOKYMEHT - JOKYMEHT, CooepXKalluii
3BYKOBYIO UHCpOp@MaLMIo, 3adpnKCUpPoBaHHyo Ntoboit cuctemoit 3syko3anucu. 14. TekcToBoiA
LOKYMEHT ? OOKYMEHT, COAEPXalunii peveByto MHYPopMaLIMIo, 3aCPUKCUPOBAHHYO NOOBLIM TUMOM
nMcbMa nnu no@boi cuctemoii 3sykosanucu. 15. NMUCbMEHHBI LOKYMEHT - TEKCTOBOI AOKYMEHT,
nHdopMaLUms KOTOPOro 3adpukcupoBaHa nobdbIM TMNOM NUcbMa. 16. PYKONUCHBIA OKYMEHT ?
MUCbMEHHbIA OOKYMEHT, NPpU CO30a€¥HNN KOTOPOro 3Hakn NucbMa HaHOCAT OT pyku. 17.
MawmnHONUCHbIN OOKYMEHT - MUCbMEHHbIA OOKYMEHT, MNPy cO30a¥HMUM KOTOPOro 3Haku nucbma
HaHOCSAT TeXHUYecknmmn cpenctesamu. 17. [JOKkyMEHT Ha MaWMHHOM HOCUTENEe ? OOKYMEHT,
CO3[aHHbI C UCMONb30BaHNEM HOocUTENel U cnocobos 3anucu, obecnevnBao Y wmx 06paboTKy ero
NHApopMaLNKN ANEKTPOHHO-BbIYNCINTENBHOM MawnHol. 18. Buaoeorpamma nokymeHTa ?
N3006paxeHne NOKyMeHTa Ha aKpa@He 3NeKTPOHHO-Ny4YeBoi Tpybkun. 19. Bun nokymenTa ?
NPUHaONEXHOCTb MMCbMEHHOrO OOKYyMEHTa K CUCTEME OOKYMEeHTauuMu no npusHakam cogepXxaHuns n
uenesoro HasHadyeHus. 20 .NHUUnaTUBHBIA OOKYMEHT ? OOKYMEHT, MOCNYXUBLWWA OCYHOBAHWEM ON14
pelweHns kakoro-nnmbo Bonpoca u chopMmpoBaHus gena. 21. LLokyMeHT IMYHOro MPOUCXOXAEHMNS ?
LOKYMEHT, CO3[aHHbI TMLOM BHE CApepbl ero cny>XebHo 4essTENbHOCTN U BbIMOTHEHUS
oblecTBeHHbIX 06513aHHOCTEN. 22. HopMaTUBHbIA [OKYMEHT ? OKYMEHT, yCTaHABNMBAOWMIA
npasuna, obwwme NPVHLMMNbLI UK XapakTePUCTUKN, Kacatowmecs pasnnyHblX BULOB AeSTENbHOCTU
nunn ux pesynbtartos. 23. OduumnanbHbll JOKYMEHT ? OOKYMEHT, CO3[4aHHbIA IOPULNYEYCKUM NN
JPUINYECKMM NINLIOM, OCPOPMIIEHHBIN 1 YOOCTOBEPEHY HbI B yCTaHOBNEHHOM nopsiake.CnyXebHbil
JOKYMEHT -~ oomLnasnbHbI JOKYMEHT, UCNOb@3yeMbI B TEKYLLE OeaTeNlbHOCTN opraHn3aunn. 24.
OpvrnHan gokyMeHTa ? 9K3eMnnsap LOKYMEHTA, SBASIOWNACS NCXOOHBIM MaTepranom ans
KonupoBaHus. 25. MNoONNHHbIA OOKYMEHT ? NOKYMEHT, cBeAeHUsi 06 aBTope, BPEYMEHUN N MecTe
€c0o34aHnga KoToporo,

Tema 6. Tema 6. NpaBuna ocpopmMneHNs AOKYMEHTOB B Y4peXaeHUusixX
neKkumnoHHoe 3aHsitTne (6 yaca(os)):
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MporpamMma aucumnnmHbl "[oKyMEHTAUMOHHOE obecrneyeHme ynpaBneHns rocTMHUYHbIM npeanpusatuem"; 43.03.03 NoCTMHWYHOE Aeno;
DOUEHT, K.H. (BoueHT) Manumos LU.LL.

MpaBnna ocpopMneHNs [OKYMEHTOB B YHPEXAEHMSAX COUMANbHO-KYIbTYPHOro CEPBUCA U Typuama.
Obwwe TpeboBaHus. Popmatbl bymarm n nons. CoctaB pekBU3NTOB AOKYMEHTOB. BnaHk AokyMeHTa.
MpaBuna opopMNeHNs OTAENbHbIX PEKBU3UTOB AOKYMEHTOB. [loKyMeHTanbHoe ochopmieHne
B3aVIMOOTHOLEHUI TYPGUPMbI C KNMEHTOM. TpeboBaHMs K N3roTOBNEHNIO AOKYMEHTOB bnaHku MoryTt
BbIMOMHATLCS CPeAcTBaMy NOAUrpacoun Unn Ha NePCoHanbHOM KOMMbloTepe. bnaHkn OKYMEHTOB C
BOCnpon3BeneHneM FocynapcTeeHHoro repba PP u cybbekto PP ansioTcs nonmrpaduyeckom
NPOAyKUMEeR CTPOro OTYETHOCTM U AOMXKHbI BbINONHATLCS UCKNTIOYUTENBbHO TUMOrpadoCcKnm
cnocoboM. He nonyckaetcsi MCNonb3oBaHUe KCepoKonuii Takux 6naHKoB Npu Co34aHNM
nokymeHToB. OpraHusauns cama BolbmpaeT pacnonoXxeHne peksuantos bnaHka (yrnoBsoe,
npononbHoe) 13 coobpaxeHuii ynobcTea. YrnoBoe pacnonoxeHne pekBmM3nMToB cumtaetcst bonee
paLnoHanbHbIM NPY M3roToBNeHNM GnaHka ons nucem. bnaHkn ¢ NpoaobHbIM PacnonoXeHeMm
PEKBM3NTOB NMPUMEHSIIOT B CNyYasix, KOraa HaMMeHoBaHWe opraHm3aumm coaepXut 60nbLwoe Y1cno
neyaTtHbIX 3HAKOB MM PeKBM3MTbI BnaHka fatTcs Ha AByX s3blkax. [ns opraHusauuu, ee
CTPYKTYPHOro noapasneneHuns, OOMKHOCTHOrO imua yCTaHOBMEHbI cneayowme Buabl 6n1aHkoB
LOKYMEHTOB: - 00wWuniA BnaHk (Ans 3rotoBneHms ntoboro Bmaa AOKyMeHTa) - bnaHk nucbma; - 6naHk
KOHKPETHOro Buaa fOKyMeHTa. bnaHku MoryT BbINOMHATLCS CPeacTBaMmn NONUrpadoun nnm Ha
nepcoHanbHOM KoMMbtoTepe. bnaHku 0oKyMeHTOB ¢ BocnpounaseneHnem "locynapcTBeHHOro repba
P® un cybbektoB PO siBNSitOTCS Nnonurpadonyeckoin npoaykumein CTporoi 0OTYHETHOCTM U LOMXKHbI
BbIMOMHATLCS UCKNIOYUTENBHO TUMNorpadocknm crnocobom. He ponyckaeTtcs ncnonb3oBaHme
KCEepOKOMuMii Taknx GnaHkoB Npu co3aaHum ookymeHToB. OpraHnsauusi cama BolbvpaeTt
pacronoxeHne pekBn3nTos bnaHka (yrnosoe, NPOAONbHOE) N3 coobpaxeHuin ynobeTtea. Yrnosoe
pPacnonoxeHne pekBM3nToB cumTaeTcs bonee paunoHanbHbIM NPU N3roTOBAEHUN bnaHka ans
nuceM. bnaHkn ¢ NPoOoONbHBIM PACMONOXEHNEM PEKBU3NTOB MPUMEHSIIOT B ClyYasix, Korna
HauMeHoBaHWe OpraHM3auny CoaepPXMT 60NbLOE YNCO NeYaTHbIX 3HAKOB U PEKBU3NTLI BnaHka
LaloTCA Ha ABYX sA3blKax.

npaktnyeckoe 3aHsitne (6 4aca(os)):

1. CocTtaB pekBM3NTOB AOKYMEHTOB. 2. bnaHk gokymeHTa. 3. [1paBuna odoopMneHnst oTAENbHbIX
PEKBM3UTOB AOKYMEHTOB. 4. [1paBmna opopMneHns 4OKYMEHTOB B YYPEXAEHNAX
coumanbHO-KyNbTypHOro cepauca un typuama. 5. Obwme TpebosaHms. Popmatbl bymaru n nons. 6.
CocTaB pekBu3nToB OOKYMEHTOB. 7. bnaHk nokymeHTa. 7. lNpasmna opopmMneHns otTaenbHbiX
PEKBM3NTOB AOKYMEHTOB. 8. [1oKyMeHTanbHOe 0PopMIeHne B3anMOOTHOLWEHUIA TYPGOMPMbI C
KnueHToM. 9. TpeboBaHMs K N3roToBNEeHUo 0okyMeHToB 10. BnaHky MoryT BbINONHSATHCS
cpeacTeamu nonurpadoumn nnm Ha nepcoHanbHOM Komnbtotepe. 11. bnaHkn OOKYMEHTOB C
BOCnpon3eeneHneM FocynapcTeeHHoro repba PP u cybbekto PP aBnstoTcs nonmrpaduyeckom
NpPOAYyKLUMEN CTPOroi OTYETHOCTM M OOMXHbI BbIMONHATLCSA UCKOYMTENBHO TUNOrPagoCKmM
cnocoboM. He nonyckaeTcsi MCNonb3oBaHUe KCepoKonuii Takmx 6naHKoB Npu CoO34aHNM
IOKYMEHTOB.

Tema 7. Tema 7. Cucrembl pokymeHraumu. Cucrema opraHu3auMoOHHO-NpPaBoOBOU
DOKYMEHTauuu.

neKumnoHHoe 3aHsitTne (4 yaca(os)):
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MporpamMma aucumnnmHbl "[oKyMEHTAUMOHHOE obecrneyeHme ynpaBneHns rocTMHUYHbIM npeanpusatuem"; 43.03.03 NoCTMHWYHOE Aeno;
DOUEHT, K.H. (BoueHT) Manumos LU.LL.

CucTembl gokymeHTauuun. Cuctema opraHm3aurMoHHO-NPaBoBOM 4OKYMeHTauun. HasHavyeHue n
COCTaB OpraHM3aunOHHO-NPaBoBOM AOKyYMeHTauuun. CoctaBneHne n opopmneHne oTaenbHbIX BUOOB
OpraHn3aunoHHO-NPaBoBbIX AOKYMEHTOB. CucteMa pacnopsautenbHon gokymeHTtauun. MNpouenypa
n3naHns pacnopsanTenbHbiX 4OKYMeHToB. CucteMa cnpaBo4yHO-MHOPMALMOHHON LOKYMEHTaUUN.
HasHayeHue n coctas cnpaBOYHO-UH(POPMALNMOHHON OOKYMEHTauun. ABTOp B 3asiBNeHUN
rpaxnaHnHa yKkasblBaeTCs HUXE pekBm3nTa ?agpecaT? B BEPXHEM NPaBoM Yriy 1 BKAKYaeT
haMunno, UMS 1 OTYECTBO 3aSIBUTENS, KOTOPbIE MUWYTCS NMOMHOCTbIO B pOAUTENL?HOM nagexe 6e3
npeanora ?0T?, a TakXe ero JOMalHWii agpec 1 npu HeobxoaAnMoCTM Homep TenedooHa. B
3asiBneHun paboTHMKa aBTOPOM SIBNSIETCS CTPYKTYPHOE Noa?pasaeneHune, B WwraTe KOTOPOro OH
cocTtouT. Ecnn paboTHUK NOoA?4NHEH HEMOCPELCTBEHHO PYKOBOAUTENIO OPraHu3auny Uam BHyT?pu
Hee He CyWecTBYeT CTPYKTYPHbIX NogpasaeneHunil, ykasbiBaeTcs HamMeHoBaHne opradmaaumm. OHo
NPOCTaBNAETCS B BEPXHEM Yrfy NUCTA OT rpaHuLbl NeBOro nons. Agpecar nomMelaeTcs B BEPXHEM
npaBoOM yriy nucTa u BkNYa?eT HaMeHOBaHe OOMXHOCTU PYKOBOAUTENS, €ero UHULManbl 1
hamunuio B fatenbHoOM nagexe. HasgaHue Bnaa OKyMeHTa 0GoOpMsieTCsl NPOonUCcHbIMK BykBa?mMu
B 3asiBNEHNM rpaxhaHnHa - NocepeamHe CTPOKM, B 3asiBNieHnn paboTHMKA - CneBa nocne Ha3BaHUs
CTPYKTYPHOro nogpasgene?Hus nnn opraHnsaunn. [laton sassneHus asngeTcsa gata ero
cocTaeneHus. B 3assne?Hum rpaxaHmHa oHa pacnonaraeTcs nog peksmMsanTom ?noanucb? ot
rpaHuLbl NEBOrO MONS; AaTa MOXET OPOPMASTLCS LMGIPOBLIM U CNOBECHO-LMAPPOBLIM COCOOOM.
Ha 3asBneHnmn paboTHmka gata obbl4HO 0603HaYaeTcs UmMdpoBbIM crnocobom 1 pacnonaraeT?cst ot
NIEBOro NMong nocne ykasaHus Bmaa OOKYMeHTa. TeKCT 3asBNeHNs NUWEeTCa Ha CTaHaapTHOM NnCTe
doopmata A4, kak Npasunno, OT pyku, OT MEPBOro nuua, B Npon3BonbHOM doopme. Jlornyeckas
CTPYKTypa B 3aBMCUMOCTM OT XapakTepa Tek?7cTa MOXeT BK/KYaTb BBOLHYIO HAaCTb C U3I0XKEHUEM
06CTOSTENBCTB ? NPUYMH HanNncaHust LOKyMeHTa 1 BblBOA, COAepXalmii npocbby nnv npeanoxeHue
aBTOPA, UM TONbKO BbIBOA, B KOTOPOM (POPMynMpyeTcst CyTb 3asBneHns. [ns bonbwmHcTBa
3asIBNEHUIA TEKCT [OCTATOYHO TUNMYeH (0 nepesoae, 06 0TnycKe, yBONbHEHUN, NU3MEHEHNN
hamMunnn 1 T.4.). B NOA0OHbIX TUMOBbLIX CATyaLUMiA BO MHOTMX OpraHn3auusix paspabaTbiBatoTcst
TpagpapeTHble OopPMbl 3asiBNEHNIA, rae PaboTHVKN AOMONHSIOT NNWb NEPEMEHHbIe PekBM3nTbl. Elwe
COBCEM HeJnaBHO Byaywuii paboTHUK Nrucan 3asiBneHne o npueme Ha paboty. C BBeAEHMEM
Tpynosoro kogekca P® 3asiBneHne o npveme Ha paboTy yTpaTuno ceBoto 06s13aTefib?HOCTb, TaK Kak
OCHOBaHVeM L7151 U3aaHust nprkasa o npuemMe HoBo?ro paboTHKKa SBNSIETCS TPYA0BOW LOrOBOP.
VIMEHHO B TPYLOBOM OOroBOpE yKa3blBAOTCS OKNam, MECTO XUTenbCcTea U Ap. Ho MHOrne kagposble
crneuvanucTbl MpeanaralT NocTynawwmm Ha paboTy COBCTBEHHOPYYHO NcaTh Takoe 3asiBNeHNe Ha
nma nepsoro nuua OpraHmsaumu. 9Ta NpakTuka He HapywaeT 3akoHa U CBA3aHa C TeM, YTO Ha
3asiBNEHUN B OTAIMYME OT TPYAOBOro Aorosopa yaobHo Npo?cTaBnsTb BU3bl HEMNOCPELCTBEHHOMO
PYyKOBOAUTENS, PYKOBOOUTENS OpraHm3aLmm.

npakTnyeckoe 3aHsitne (8 4yaca(os)):

Mpouenypa napaHma pacnopsaauTenbHbIX JOKYMEHTOB. 2. CuctemMbl gokymeHtauuu. 3. Cuctema
OpraHn3aunoHHO-NPAaBoOBOM AOKYMeHTaumn. 4. HasHayeHue 1 coctaB OpraHnM3aunoHHO-NPaBoBOM
nokymeHtauuu. 5. CoctasneHme u opopmMneHme oTaenbHbIX BUAOB OpraHn3aunoHHO-NPaBoBbIX
LOKYMeHTOB. 6. Cuctema pacnopsantenbHoOn OokyMeHTaumu. 7. lNMpouenypa nagaHns
pacnopsanTenbHbiX JOKYMEHTOB. 8. Cuctema cnpaBo4HO-MHGOPMALIMOHHOW OOKyMEeHTaumu. 9.
HasHayeHue n coctas cnpaBOYHO-UH(OPMALMOHHON LOKYMEHTALUN.

Tema 8. Tema 8. CoBepLUeHCTBOBaHUSA cocTaBa U (POPM AOKYMEHTOB TYPUHAYCTPUU

neKkumnoHHoe 3aHsitTne (4 yaca(os)):

PeructpaumoHHbin Homep 948353018 SAEKTPOHHBH
Crpanunua 15 n3 26. il yLH,lf[;F EPCHTET

AHATTAMECKAR CrCTEMA KPY



MporpamMma aucumnnmHbl "[oKyMEHTAUMOHHOE obecrneyeHme ynpaBneHns rocTMHUYHbIM npeanpusatuem"; 43.03.03 NoCTMHWYHOE Aeno;
DOUEHT, K.H. (BoueHT) Manumos LU.LL.

CoBepLUEeHCTBOBaHNS cocTaBa M (0OPM AOKYMEHTOB opraHusauuny Typmama. OCHOBHbIE
HanpaB/eHNsi COBEPLIEHCTBOBAHNS COCTaBa 1 0OPM AOKYMEHTOB. Tabenb (hopM LOKYMEHTOB,
NPUMEHSIEMbIX B OEATENbHOCTM OpraHusaummn typuama. HasHavyeHne Tabens doopM AOKYMEHTOB.
PaspaboTtka Tabensi goopM AoKyMeHTOB. [prMepHblii Tabenb hopM LOKYMEHTOB, MPUMEHSIEMbIX B
LesiTENbHOCTU opraHusauny Typmama. Anbbom oopM AOKYMEHTOB opraHnsauun. BeneHune Tabens n
Anbboma coopM OOKYMeHTOB. MpobnemMa AOKYMEHTaALMOHHOIr0 obecneyeHunst yrpasneHns B
HacTosiLee BPpeEMS He yTpaymBaeT CBOei akTyanbHOCTU. OB BbSCHAETCSA 3TO CneayowmMi
NpUYnHaMK: ? CyLecTByeT SIBHOE OTCTaBaHME TEMMOB Hay4YHO-TEXHUYECKOro Nporpecca OT TEMMOB
HapacTaHusi NOTOKOB MHApopMaLMn BoobLLEe U MHCPOPMaLMK YNpPaBneHYeCKol B HaCTHOCTH. ?
Cnocobbl 1 MeToabl 06paboTKM LOKYMEHTOB, MMEIOLLMECS HbIHE B PACMOPSXKEHNN COTPYLHUKOB
MHOTOYMCNEHHbIX NPeanpPUATUA, eXXelHEBHO NponycKatowmx Yepes cebs Toicsayn
pacnopsiaMTENbHbIX U MHbIX OenoBbix Bymar, No-npexHeMy oCTalTCs BeCbMa faneknuMn oT
coBepleHcTBa. OpraHmsauns paboTbl C 4OKYMEHTaMM BAMSIET HA Ka4ecTBO paboTbl ynpaBneHus, ot
TOro, HACKONbKO NPOCPECCNOHANBHO BEAETCA AOKYMEHTAUNS, 3aBUCUT YCMEX ynpaBneHYeCcKom
LesiTenbHOCTU B LienoM. Bece atanbl opraHm3aumoHHoi paboTbl 06bl4HO AOKYMEHTUpYoTCs. PaboTa ¢
LOKyMeHTamu TpebyeT cneumanbHbiX 3HaHUA U HaBbIKOB. [1OKYMEHTbl MHOr006pasHbl 1 KaxXablii
LOKYMEHT - yCTaB, MPOTOKO, NpUKas, cnpaeka u ap., - MMeeT CBoM 0COOEeHHOCTM 1 npasuna paboTol
C HUMU. [1OKyMEHTbl Ha0 He TONbKO MPaBUIbHO COCTaBUTb M 0POPMUTb, HO 1 NepeaaTtb,
COXpPaHUTb, BbICTPO HaTK B cnyyae HeobxoammocTu. [MoaToMy Ha npeanpusaTUsix 6onbluoe
BHMMaHWe OONXHO YOEeNsaTbCS MHPOPMaLNOHHO-A0KYMEHTALMOHHOMY 06ecrneyeHmio
ynpaBneH4YecKon aesTenbHOCTU. [JoKyMEHT, Kak HOCUTENb MHCPOPMaLIMK, BbICTYNaeT B KA4eCcTBe
HEenpPeMeHHOro aNeMeHTa BHYTPEHHE opraHmn3aumnmn ntoboro y4pexaeHns, Nnpeanpusitusi, upmbi,
obecneynBast B3aMMOAENCTBME MX YacTel. VMIHghopMaums SaBNsieTcs OCHOBAHUEM ONSi NPUHATUS
yNpaBneHYECKNX PELLEHNIA, CNYXXUT [0KA3aTENbCTBOM WX UCMOIHEHUS M UCTOYHUKOM LS
0600LeHuiA, a Takxe MaTepranoM ANs CNpaBoYHO-MONCKOBOMN paboTbl. Kpome Toro,
LOKYMEHTUPOBAHME BO MHOIMX CryYasix siBnsieTcst 06s3atenbHblM, NPeanncoiBaeTcst 3aKOHOM U
aKTaMun rocynapCTBEHHOrO yrpaBneHns, MO3TOMY OHO SIBNSIETCS OAHUM U3 CPEACTB YKPEnneHUs
3aKOHHOCTU 1 KOHTpONs. OT 4eTKOCTU 1 onepaTUBHOCTN 06PaboTKN N ABUXEHUS OKYMEHTOB B
KOHEYHOM UTOre 3aBMCKT BbICTPOTa NPUHATUS peleHunii. [oaToMy B paumnoHanbHOM opraHn3auum
LOKyMeHTo0b0pOoTy BCceraa yaensietcs 60nbwoe BHUMaHMe.

npaktnyeckoe 3aHsitne (4 4aca(os)):

1. OCHOBHblE HamnpaBneHNsi COBEPLIEHCTBOBAHMS COCTaBa M (OOPM LOKYMEHTOB. 2. Tabenb chopM
LIOKYMEHTOB, NMPUMEHSIEMbIX B AEATENbHOCTY OpraHn3aumm Typuama. 3. HasHaveHme Tabensi oopm
LOKyMeHTOB. 4. Pa3paboTka Tabens popm LOKyMeHTOB. 5. [NprMepHbIi Tabenb doopM AOKYMEHTOB,
NPUMEHSIEMbIX B 0EATENbHOCTM OpraHn3aummn typmuama. 6. Anbbom hopM LOKYMEHTOB OpraHv3auum.
7. CylecTByeT SIBHOE OTCTaBaHMe TEMMOB Hay4YHO-TEXHUYECKOro Nporpecca 0T TEMMOB HapacTaHUs
MOTOKOB MHCpopMaLMK BooOLLE U MHGPOPMALIMK YNpaBneHYecKol B YacTHOCTH. 7. Cnocobbl 1
MeToAbl 06paboTKN LOKYMEHTOB, MMEIOWMNECS HblHE B PACMOpPsXXeHUN COTPYAHNKOB
MHOTOYMCNEHHbIX MPeaAnpPUATUA, eXXelHEBHO NponycKatowmx Yepes cebs Tbicsayn
pacnopsiAMTeNbHbIX U MHbIX OenoBbix Bymar, No-npexHeMy oCTalTCs BeCbMa faneknMn oT
coBeplueHcTBa. 8. OpraHnsauusi paboTbl ¢ LOKyMEHTaMM BANSIET HA KA4eCTBO pPaboThbl ynpaBneHus,
OT TOro, HACKONbKO NPOMPEeCCNoHaNbHO BEAETCS NOKYMEHTALMS, 3aBMCUT YCNeX yrnpasBieHYecKom
nesiTeNbHOCTU B LienoM. Bece aTanbl opraHm3aumoHHon paboTbl 06bIMHO AOKYMEHTMPYOTCS. 9.
PaboTa ¢ nokymeHTamu TpebyeT cneumanbHbiX 3HaHU 1 HaBblkoB. 10. [JoKyMeHTbl MHOroobpasHbl U
KaXAablii JOKYMEHT - ycTaB, NPOTOKON, NprKas, crpaska u ap., - UMeeT CBOM 0COBEHHOCTM U
npasuna paboTbl ¢ HAMK. [JOKYMEHTbI HAA0 He TOMbKO NPaBWIbHO COCTaBUTb 1 OCPOPMUTDL, HO Y
nepenartb, COXPaHUTb, BbICTPO

4.3 CTpyKTypa 1 copgepXxaHume caMOCTOSITeNIbHOM paboTbl AUCLUMMINHBI (MOLYNSA)

Buabi
N Paspen Cemect Hepens | camoctositenbHom [TpynoeMKOCTb 3&%’2’;‘(};?:3:23
AducumnnnnHbl pcemecrpa paboTbl (B wacax) 60Tl
CTY[EHTOB pa
Tema 1. Tema 1.
1.\l NpenmeT, cogepxaHue, 1 1 rofroroska k 2 YCTHbI ONpocC
3anaun kypca. YCTHOMY OMpocCy
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Buabl
N Paspen Cemect Hepens | camocTosiTensHon [TpyA0eMKOCTb ;%%%:L:?:;Eﬂg;
AducumnnuHbl pcemecha paborthbl (B wacax) 260TbI
CTyAOeHTOB P
Tema 2. Tema 2.
VcTopusa passutns
2./cncrtembl 1 2 ngf;g;OBoKr? I:)c 4 YCTHbI ONpocC
rocyfnapCTBEHHOro y y onpocy
[enonpon3BoacTBa.
Tema 3. Tema 3.Ponb
JOKYMEHTaUWOHHOro
obecneyeHns B
3./coBepLeHCTBOBaHUN 1 3 ngfgg;osokr? I:)c 4 YCTHbI ONpocC
yrnpaBneHns y y onpocy
npeanpusaTUaIMn 1
yyYpexXaeHnamun.
Tema 4. Tema 4.
HopmaTusHo-mMeTOoAMYeCKas NnoAroToBKa K o
4. 1 4 THbIA On
6as3a YCTHOMY ornpocy 6 ye onpoc
[enonpon3soacTBa.
Tema 5. Tema 5.
OCHOBHbIE MOHATUA 1
TEPMUHONOINS 1 NnoaroToBka K o
. THbI OnN
5 IOKYMEHTaUMOHHOro 5 YCTHOMY Onpocy 6 ye onpoec
obecneyeHuns
yrnpasneHus.
Tema 6. Tema 6.
[MpaBuna ocbopmneHns NoAroToBKa K o
. 1 THbIA On
6 NOKYMEHTOB B 6 YCTHOMY onpocy 6 ye onpoc
yyYpexaeHnax
Tema 7. Tema 7.
CucTemsl
OKYMeHTauun. noaroToBka K
7.2 1 7 4 TECTUPOBaHN
Cucrtema TECTMPOBAHWIO eCTpoBaHne
opraHn3aunoHHO-NPaBOBOWA
JOKyMeHTaumun.
Tema 8. Tema 8.
CoBepLeHCTBOBaHMWS noaroToska K
8.|coctaBa 1 chopm 1 8  |[nMMcbMeHHOoW 4 nggzn:aeHHaﬂ
LOKYMEHTOB pabote P
TYPUHOYCTPUM
Wtoro 36

5. O6pa3oBarenbHble TEXHONOIMU, BK/IOYAA MHTEPaKTUBHbIE hOpPMbl 06yUYeHUs

AnarHocTunyeckme unm TeCToBble CUCTEMbI, NPefHa3HayYeHHble 019 AMarHoCTUPOBaHWS, OLEeHUBaHNSA
1 MPOBEPKN 3HAHWNIA, COCOBHOCTEN N YMEHWIA;

NPUKNaaHble U MHCTPYMEHTaNbHbIE MPOrpaMMHble CPeacTBa, obecneyrBalowme BoiNONHEHNE
KOHKPETHbIX y4ebHbIX onepauunii (06paboTKy TEKCTOB, COCTaBneHne Tabnmu, pefakTmpoBaHue
rpadouyeckon nHgopmaumm 1 ap.).

6. OueHOUYHble CpeacTBa OJ1s TEKYLLLero KOHTPOJS yCreBaeMoCT!, NPOMEXYTOYHOMN
aTTecTauum no UToram OCBOEHUS OUCLMMNIIMHBI U y4ebHO-MmeToanyeckoe obecneyeHme
CaMOCTOSITe/IbHOW paboTbl CTYAEHTOB
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Tema 1. Tema 1. Npenmer, conepxaHue, 3agaum Kypca.
YCTHbI ONPOC , NPUMEpPHbIE BOMPOCH!:

MpenMeT, copepxaHue, 3aaaqn kypca. VIcTouHukn n nutepatypa. TepPMUHONOMNS OCHOBHbIX MOHATWIA
B obnacTu nenonponsBoacTBa, ee apontouns. OueHka TEPMMHOB B OTEYECTBEHHOI NuTepatype.
Meproansaumst OCHOBHbIX 3TanoB pPa3BMTMSA Aenonpon3BoacTea. Mecto Kypca cpean apyrux
amcumnnnH. O630p UCTOYHUKOB M NMTepaTypbl MO Pa3BMTUIO AENONPON3BOACTBA.

Tema 2. Tema 2. UcTopus pasBuTUSA CUCTEMbI FOCYAapPCTBEHHOro Aenonpon3BoacTBa.
YCTHbIA ONPOC , NPUMEPHbIE BOMPOCHI:

VcTopus passntusa cuctembl rocy4apCTBeHHOro genonpovssonctsea. lenonpovmssoacTeo B
LpesHepycckom rocynapctee. [NpukasHoe genonpomnssonctso XV-XVII BB. Cuctema Konnexckoro
nenonpounssoactea. CuctemMa MMHUCTEPCKOro "McnonHmMTenbHoro" genonponasonctea XIX-XX Bs.
OpraHusaumns genonpounssogctea B 1917-1941 rr. Victopus ynpasneHmsa n oenonpon3soLcTsa B
1945-1990 rr.

Tema 3. Tema 3.Ponb A0KYMEHTaALMOHHOIrO obecrneyeHusi B COBEpLUEHCTBOBaHUM yNpaB/ieHUst
NpeanpUsATASIMUA M yUYpeXOeHUSMN.

YCTHbI/A ONPOC , NPUMEPHbIE BOMPOCHI:

Tema 3.Ponb [OKYMEHTaUMOHHOro obecneyeHunsl B COBEPLIEHCTBOBAHUN YNPaBNeHUS
NPeanpUATUAMA N yYpeXAeHUsSMU. YNpaBneHne Kak 06 bekT LOKYMEHTALMOHHOro obecneyeHms.
CTpyKTypa opraHoB ynpas/neHns, MeToabl ynpasneHusl, ynpaBneH4eckme npouenypbl 1
KOMMYHVKaLVOHHbIE CBA3W, ONpeensiowme cCMcTeMy AOKyMeHTaUMoOHHOro obecneyeHms.
B3aumocBs3b 1 B3anMoobyCnoBIEHHOCTb OPraHM3aumnmy U TEXHONOMMI JOKYMEHTALMOHHOIO
obecneyeHns co CTPYKTYPOW U COYHKLIMSIMM OPraHoB ynpasieHus.

Tema 4. Tema 4. HopmaTnBHO-MeTOAMYEcKan 6a3a nenonpousBonCTBa.
YCTHbI ONpoC , NPUMEpPHbIE BOMPOCHI:

OCHOBHbIE HOPMaTMBHbIE 3aKOHOAATENbHbIE aKTbl B 06nacTn genonponssoactea [NoctaHoBneHUNs
npasutenbctea PO ®3 o genonpounssoacTse JlokanbHble akTbl pernameHTmpytowme
[enonpon3BoACcTBO HA NPeanpusaTUn

Tema 5. Tema 5. OCHOBHbIE NMOHATUSA U TEPMUHONOTUS 0OKYMEHTaLMOHHOro obecrneyeHus
ynpasneHus.

YCTHbIV ONPOC , NPUMEpPHbIE BOMPOCHI:

OCHOBHblE TEPMUHbI U NOHATMS Aenonpoussoactsa. ®3 0 4enonpovsBoacTBe
Tema 6. Tema 6. NpaBuna ocoopmneHUss LOKYMEHTOB B YYpeXOeHUsX
YCTHbI ONpoOC , NPUMEpPHbIE BOMPOCHI:

MpaBnna opopMneHNs [OKYMEHTOB HA NPEANPUSATAN. 3aKOHbI U NpKKasbl onpenensiowmne npasmna
LOKYMEHTOBEAEHMS

Tema 7. Tema 7. Cucrembl pokymeHraumu. Cucrema opraHu3aLMoOHHO-NpPaBoOBOU
DOKYMEHTaLuu.

TECTUPOBAHWE , NPUMEPHbIE BONPOChI:

CuncTema pokymeHTaumm Ha npegnpuatum. OpraHnsauns JOKYMEHTMPOBaAHUS Ha NpeanpuaTum
Tema 8. Tema 8. CoBepLUeHCTBOBaHUSA cOCTaBa U (POPM AOKYMEHTOB TYPUHAYCTPUN
nMcbMeHHas paboTa , NpYMepHble BONPOCHI:

KoHTponbHas paboTta no sBonpocam

Tema . UToroeasi popma KoHTpons

[MpyMepHbIEe BONPOCHI K 9K3aMEHY:
BOMNMPOCbI K sk3ameHy

1. Yto BKNtOYaeT B cebst noHsTE "aenonpon3sonctso"? C 4eM CBS3aHO MOSIBNEHME NOHATMSA
"OKYMeHTaunoHHoe obecneyeHmne ynpasneHus"? Kakme cnocobbl JOKYyMEHTMPOBaHNS
(3anevyatneHuns nHgopmaunmn) Bam N3BECTHbI? B 4emM B3anMoCBA3b NOHATUI "MHGOpMauma” 1
"0OKyMeHT"?
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2. [ ne 3akpenneHbl onpeneneHns OCHOBHbIX MPOMPeCCUoHanbHbIX TEPMUHOB MO
nenonpomnssoactay? Kakoe noHATue "vHgopmMaumn” ncnonb3yeTcs 4OKYMEHTOBeAaMu U rae OHO
3akpenneHo? Kakoe 13 onpeaeneHunii LoKyMeHTa Bbl cyMTaeTe Hambonee nonHbIM 1 nodemy? Yro
NOHMMAETCS NoA IOPUANYECKON CUNOM OOKYMEHTa?

3. Uto Takoe "cuctema nokymeHTauum" u "yHugomumpoBaHHasa cuctema fgokymeHtaunn'? Kak bl
NoHMMaeTe Npouecc cTaHaapTM3aunmn 4OKyMeHTOB? Kak Bbl MOHMMaeTe Npouecc yHugomkaumm
IOKyMeHTOB? Kakume aTanbl Npowsio pa3sutve 0TeY4eCTBEHHOro Aenonpomn3soactea?

4. B yeM 0COBEHHOCTM NpMKa3HOro AenonponssoacTea? B 4em 0cobeHHOCTY KONNEeXCKOoro
nenonpounadsoactea (XVIII B.)? HazoBute 0CHOBHbIE 3aKOHO4ATENbHbBIE aKTbl, ONpPeaensBlne
NOPSIAOK COCTaBNEHWUS U OCPOPMNEHMST LOKYMEHTOB B yupexaeHunsx XVIII B. B 4em ocobeHHoCTU
opraHusauuun genonpoudsoactea B XIX B.?

5. Kaknmu nytamu wno perynvposaHue 0enonpon3soacTsa B nepsble rofbl COBETCKON BnacTn? Yem
3aHumancs MIHctutyT TexHunkn ynpasnenns (UTY) B obnactu genonpovssonctea?

6. MNoyeMmy apxuBHOe BeLOMCTBO BepeT Ha cebs MHMUMATUBY MO METOANYECKOMY PYKOBOACTBY
[enonpon3BoacTBoOM B cTpaHe? B uem 3HayeHne EMFCL7?

7. Korpa HaumHaetcs paspabotka FOCT Ha OPL1? Kakne 3akoHogaTeNbHble akTbl MPeanucbiBatoT
06513aTebHOCTb AOKYMEHTUPOBaHMS nHgopMaumnn? Kakmne TpeboBaHms K OKYMEHTaM U3N0XEHbI B
3akoHoaTenbHblx akTax? Kakune Bonpockl paboTbl C AOKYMEHTAMU PErnaMeHTUpPYoTCS
3aKoHoOaTeNbHbIMU akTamm?

8. Ha koro Bo3n0xXxeHO METOANYECKOE PYyKOBOLACTBO MOCTAHOBKOM AEN0NPON3BOACTBA B CTpaHe?
KakoBo 3HayeHne TCLOY un 4yto oHa pernameHTupyeT? Yto pernameHTupyeT TunoBas UHCTPYKLNS
no nenonpouseoactey? Kakoe 3HavyeHue nmeet FOCT P 6.30-977? TpeboBaHUs K 00OPMIEHUIO
LOKYMEHTOB, ero cogepxaHue?

9. [1ns Yero cocTaBnsAOTCA NEPEYHN OOKYMEHTOB C yKa3aHWeM CPOKOB XpaHeHnsa? Kakne
HOPMaTMBHO-METOANYECKME aKTbl NCMONb3YIOT B paboTe C LOKYMEHTaMu KaapoBble CryX0Obl?

10. KTo paspabatbiBaeT HOpMaTuBbl BDEMEHW Ha ynpaBneH4yeckmne Bnabl paboT, n Kak OHU
ncnonbayroTca? Kakoi coopmat bymarn pekoMeHaoBaH ans 0OPMIEHUS CnyXXeOHbIX JOKYMEHTOB?
11. HasoBuTe 0CHOBHbIE BMAbI HNAHKOB, MPUMEHSIEMbIX B Y4PEXAEHNAX COLMANbHO-KYNbTYPHOro
cepsuca n Typuama? lNepeuncnnte pekBn3nTbl, BXoaswmMe B coctaB bnaHka ons nucbma? Hem
oTnmMyaeTcs obwwuin bnaHk ot 6naHka ons nucbma? Kakue TpeboBaHns NpeabsBASIOTCS K
0OOPMIIEHNIO PEKBM3NTA "HAUMEHOBaHWE opraHm3aunn”?

12. Y710 BXOAMT B COCTaB pekBM3nTa "CnpaBoYHble AaHHble 06 opraHm3auunn”? KakoBbl Nops ook
[aTUpOBaHNS OOKYMEHTa 1 BuAabl fat?

13. KakoBbl COCTaBHbIE 4acTu PErucTpaurMoOHHOro HoMepa OOKYMEeHTa 1 NopsiaokK ero
npocTaeneHns? Kakos Nnopsaok agpecoBaHns OOKYMeHTa?

14. Kakmmm cnocobamun ohopMnseTcs yTBepXaeHne JOKyMeHTa?

15. Kakme TpeboBaHusi NpeabsaBnsOTCA K Pe30/oLMKN, KakoB NOPSAoK ee odoopmneHna? Kakue
TpeboBaHNs NPeabABNSIOTCS K 3aronoBky?

16. KakoB nopsaok 0oopMneHust NpunoXeHuin K 4oKyMeHTy? Kakos nopsaaok ogoopmieHuns
PEKBU3NTOB "MOANUCKL" 1 "OTMETKM O 3aBepeHun konumn"?

17. Kak ogpopmnsietcs cornacosaHve nokymeHta? Kakos nopsagok NnpocTaBneHns Ha JOKYMeHTax
neyaren?

18. NepeyncnuTte oTMETKMN, NPOCTaBNSEMbIE HA BXOAAWEM OOKYMEHTE, YKaXuTe nopsanok nx
ophopMneHns? Ykaxure atanbl NOAroTOBKN OOKyMeHTa?

19. Kakune obwue TpeboBaHns NpeabsBASIOTCS K TEKCTY fAokyMeHTa? Kak odoopmMnsieTcs B TEKCTe
CCbIfika Ha Opyron JOKyMeHT?

20. /13 kakmnx CMbICNIOBbIX YacTe COCTOUT TEKCT AOKYMEHTA, 1 Kak OHM pacrnonaralTcs B Tekcte? B
4eM 0CODOEHHOCTU OCPOPMNEHMNS TEKCTOB ByXranTepckux LOKyMEHTOB?

21. B 4eM npenmyLiecTBa COCTaBNEHNS 1 0CPOPMIEHNS [OKYMEHTOB Ha KoMnbtoTepe? Kakne
nporpamMMbl MOTYT UCMOMb30BATLCS MPU NMOLArOTOBKE AOKYMEHTOB Ha KOMMbloTEpe?

22. Kakas noctosiHHas nHpopMauus oonxHa ObiTb 3an0XeHa B KOMMNbIOTEP ONd COCTaBNeHNA
,D,OKyMeHTOB? KakoBbl 0cOBEHHOCTU cocTaBneHus Tabnuu, Ha KOMI'IbIOTepe?
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23. Kakue npevmyLiecTBa faeT KOMMboTeP B opopMieHun tekcta? B yem ocobeHHOCTb A3blka 1
cTUns cny>ebHblX [OKYMEHTOB?

24. Kakoe 3Ha4yeHne nMeeT 3Ha4eHne opdoorpacomm Npu cosnaHmm cnyxebHbix 4oKyMeHTOB? Kakos
NOPSAOK UCMONb30BaAHUS COKPALLEHUIA B CNYXXEOHbIX LOKYMEHTax?

25. Kakos nopsnoK CKNOHEeHNA CNOXHbIX COCTAaBHbIX C/NNOB U yncnuTenbHbIX? Kak coenatb TEKCT
OJOKYMEHTA NOHATHbLIM N yée,D,I/ITefleblM?

26. Kakoe 3Ha4yeHmne UMeET NOpPSAOK CMOB B CNyXebHbIx fokyMeHTax? Kakne TpeboBaHus
NPenbABNSIOTCS K KOMMO3ULMK CNYXEOHbBIX LOKYMEHTOB?

27. HasosuTe atanbl pegaktnposaHnsa? Kakosbl NPUHLMMILI peaakTOPCKON npaBku?

28. HazoBuTe B1Abl penakTopcKor npaskn? HasosuTe Buabl OpraHn3aumnoHHbIX JOKYMEHTOB 1
yKaxuTe 0COBEHHOCTM UX COCTaBNEHMS 1 OCPOPMNEHNA?

29. HazoBunTe BMabl pacnopsanTenbHbIX JOKYMEHTOB U YKaXNTE OCOOEHHOCTU MX COCTaBNEHNS U
ocpopmneHns? B 4em 0coBEHHOCTU COCTaBNEHNS 1 0OGOOPMIIEHUS NMPOTOKoNa?

30. B 4eM ocobeHHOCTN cocTaBneHns 1 ocpopmneHns akta? Kakue TpeboBaHns NnpeabsBnsoTCcs K
COCTaBNeHuo 1 0CPOPMIEHNIO JOKNAOHbIX 3anNUCOoK?

31. Kakue TpeboBaHus NpeabsaBnsioTCs K COCTABNEHUIO U 0DOPMIEHMIO 06 BACHUTENbHbBIX
3anucok? Kakve TpeboBaHmsi NpeabsBASOTCS K COCTABEHNIO U OCPOPMIEHMIO CPaBOK ?

32. Kakue TpeboBaHunst NpeabsaBnSOTCSA K COCTABNEHNIO U OOOPMNEHNIO CNYXXEOHbIX NUcem?
KakoBbl pasHoBmaHocTh nucem? Kakue TpeboBaHns NpeabaBASIOTCS K COCTABIEHNIO U
0OOPMIIEHNIO TENerpamm?

33. KakoBbl 0COBEHHOCTU COCTaBNEHNS U 0GOPMIIEHUS TenedpoHorpamMm? Ykaxute BO3MOXHble
oopMbl OpraHm3aumm paboTbl C AOKYMeEHTaMU. B 4eM 0OCTOMHCTBA 1 HEOOCTATKN KaX 40N 13 HUX?

34. YkaxuTe TUNoBble OpraHM3aunoHHbIE CTPYKTYpPbl Clyx0bl AenonpounasoacTtea? Kakosbl Lenm u
3apayn cnyxbbl genonpom3soacTea?

35. Kakne oCHOBHble PYHKLUMK BbINONHAET CJ'Iy>K63. ,El.eﬂOI'IpOVI3BO,D,CTBa? KakoB OOMKHOCTHOW U
4YUCNEHHbIN CoCTaB CJ'Iy>K6bI genonpon3soncTtsa, Kak OoH paCC‘-II/ITbIBaeTCFI? Kakumu HOPMAaTUBHbLIMA
OOKYMEHTaMU pernamMeHTnpyeTcsa 0eatTeibHOCTb Cfly)K6bI ,El,eﬂOl'IpOI/I3BO,EI.CTBa?

36. Kakue TpeboBaHus npenbsiensitoTcs K MonoxeHnto o cnyx6e nenonpoussoncrtea? Kakosa
cTpykTypa TekcTa [NonoxeHuns? Y1o 3akpennseTcs B LOMKHOCTHbBIX MHCTPYKLMSIX paboTHNKOB
cnyx6bl nenonpounadsoacTea? Kakosa cTpykTypa Tekcta LOMXKHOCTHOW UHCTPYKLUMN?

37. KakoBbl TpeboBaHMsl K MHCTPYKLUMUM NO OEeNonpon3BOACTBY M CTPYKTypa ee TekcTa? Ins yero
paspabaTbiBaeTcst Tabenb OopM OOKYMEHTOB, KAKOBA METOAMKA E€r0 COCTABNEHUS?

38. Y10 noHmmaeTcs non 06EKTOM AOKYMEHTOOBOPOTA, MOYEMY OH yBenmymBaeTca? Yto BxoauT B
NOHSTNE [OKYMeHTOobopoTa?

39. YTo BNnseT Ha opraHn3aunio ABUXEHNS LOKyMeHTOB? Kakme opraHn3aumoHHble OOKYMEHTbI
onpenensioT NopsaoK ABUXEHNS OOKYMEHTOB B OpraHn3aumsax coumanbHO-KynbTypHOro cepsemca u
Typuama?

40. KakoBbl OCHOBHbIE NMpaBuia opraHnsauum nokyMeHToobopota? Kakme 0CHOBHbIE MOTOKM
LLOKYMEHTOB MOXHO BblAENUTb B OPraHM3aumnsx coLumanbHO-KyNbTypPHOrO CepBuca 1 Typnuama u B YeM
NX 0COBEHHOCTL?

41. Kakue TpeboBaHns NpeabsBnsOTCSA K OpraHn3aumm npuema n nepBuyHoin obpaboTtku
LOKYMEHTOB? B yem 3Ha4YeHne NpenBapuTeNbHOro NPOCMOTPA U pacnpeneneHns nocTynmBLLIMX
LNOKYMEHTOB N Kak OHW NpoBOASATCA?

42. HazoBuTe aTanbl paboTbl UICMONHUTENS C LOKYMEHTOM. Kakme TpeboBaHusi NpenbsBnsoTCs K
0bpaboTke ncxooawmx nokyMeHToB? Kakosbl npasuna 06paboTkn NCXOASIUNX LOKYMEHTOB?

43. Kakoe 3Ha4YeHne UMeET perncTpauns LOKYMEHTOB, U Kakoe MECTO OHa 3aHMMAET B OpraHmnsauum
nenonponssonctea? Kakvne 3afaym BbiNONHAET perncTpaumns LOKYMEHTOB?

44. Kakue TpeboBaHuNst NpeabsBSOTCS K OpraHn3aummn permctpaumnm okyMeHTos? Kakme naHHble
0 [OKYMEHTE 3anucblBaloTCS B NPOLIECCE ero pernctpaumm? Hazosmte hopMbl perncrpaumm
LOKYMEHTOB? B 4emM [OCTOMHCTBA M HeooCTaTKM XypPHaNnbHOWM OOPMbl PErmcTpaumnmn OKyMEeHTOB?
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45. B 4eM [OCTOMHCTBA M HEQOCTATKM KAPTOYHOW CUCTEMbI permcTpauumn 4OKyMeHToB? B yem
0COBEHHOCTV aBTOMaTM3MPOBAHHO CUCTEMBI perncTpaunn nokymeHToB? Kakune ceeneHms o
LOKYMEHTE Npu aBTOMaTM3NPOBAHHON CUCTEME PerncTpaumm BBOAATCS aBTOMATUYECKU, N Kakue -
N3 packpblBalOWMXCSA CNNCKOB? B yeM npenmyliectsa aBToMaTU3NPOBAHHOW CUCTEMbI
peructpauun?

46. Kakoe 3Ha4yeHne uMeeT MHPopMaLMOHHO-CcNpaBoYHas paboTa B opraHusaumm
LOKYMEHTaLMOHHOro obecrneyeHns ynpaBneH4yeckom gestensHoctn? Kakas
MHGPOPMALIMOHHO-CNPaBoYHas paboTa CBsizaHa C perncrpaumnein JoKyMeHToB?

47. B xakux doopmax MOXeT bblTb OpraHn3oBaHa MHOPMaLMOHHO-CNpaBoYHas paboTa B
yuypexaeHnn? Hazosute Hanbonee TUNMYHbIE BMObI 3aNPOCOB M0 JOKyMeHTam?

48. Kak cTpouTCcs MHOpMaLMOHHO-CMPaBoYHas KapToTeka B TpaauumnoHHON doopme, ee
pasnenutenn? B yem npeumMywecTBo BeAeHUS MHOPMALMOHHO-CNPABOYHOR paboThbl B
aBTOMaTU3NPOBAHHOM pexunme?

49. INo KakMM JaHHbIM O OOKYMEHTE MOXET HaBOAUTLCS CrpaBka B aBTOMATU3NPOBAHHOM pexXnme?
Kakoe MecTo 3aHMMaeT KOHTPO/b 3a UCMONTHEHNEM AOKYMEHTOB B yrpPaBieHYecko OesTelbHOCTU?

50. YT1o Takoe CpoKOoBbIN KOHTPOSb? Kakme npouenypbl COCTaBASAOT TEXHONOMNIO BEAEHNS
CPOKOBOIro KOHTPOnA? Y10 Takoe TekywWwnin KOHTponb? YTo Takoe npedynpeantenbHblii KOHTPONb?
YTo noHMMaeTcs nof MTorosbiM KOHTponem? Kakue qoopMbl KOHTPONS 3a CPOKaMu UCNONHEHNS
NOKYMEHTOB NPUMEHSAIOTCS B Aen0onpon3soacTse?

51. Kak ctpouTcs v BedeTcsi CpokoBas kaptoteka? B 4eM npenMmyilecTBo aBTOMatU3npoBaHHO
CUCTEMbI KOHTPOSSA 3a UCMOIHEHNEM [OKYMEHTOB?

52. Mopsnok opraHn3aumnmn 0oKyMeEHTO0b0opoTa Ha NPeanpUATUAX CoLnanbHO-KYNbTYPHOro cepauca
n Typmusma?

53. B kakux HopMaTMBHO-METOAMYECKMX OOKYMEHTaxX 3akpensneHbl TpeboBaHus k paboTe ¢
obpatieHmamMn rpaxaaH? B yeM oco6eHHOCTb BeieHMs Oenonpon3BoacTea Nno odbpalleHnsam
rpaxgpaH?

54. KakoB nopsiiok permctpaummn obpaleHnii rpaxaaH? Kakobl CPOKM pacCcMOTPeHNs obpalleHunii
rpaxaaH n nopsiaok KOHTPONS 3a UX UCMOTHEHNEM?

55. KakoB nopsiook rpynnupoBKy obpalleHunii rpaxaaH B ena, U KakoBbl CPOKM X XpaHeHns? YT1o
Takoe HoMeHknatypa nen? Ins yero ncnonb3yetcs HoMeHknatypa aen? Kakosbl obwme
TpeboBaHMs K HOMeHknaType nen? HasosuTe BMAbl HOMEHKNATYpP Aen? KakoB nopsaok
COCTaBneHns HomMeHknatyp?

56. Kakue TpeboBaHunst NpenbsBnsoTCS K 3aronoekam nen? KakoB nopsaok pacnonoXeHus
3aronoBkoB fen B HOMeHknatype? Kak onpenensitotcs Cpoku xpaHeHus gen? Kak ogoopmnsertcs
HOMeHKnaTypa fen? Yto noHumaeTcs nog dpopmmpoBaHmem nen? Kak pacnonararotcs LOKYMEHTbI
BHyTpY gena? Kakos nopsaaok xpaHeHus gen? Kakos nopsaoK BblAa4yy OOKYMEHTOB U Oen BO
BPEMEHHOE Monb30BaHne?

57. Y10 noHMMaeTcsa noa aKCnepTu3oi LEHHOCTM AOKYMEHTOB? KakoBbl OCHOBHbIE KpUTEpumn
OLIEHKM [oKyMeHTOB? KTO NPOBOAMT 9KCNEPTU3Y LEHHOCTM AOKYMEHTOB? YTO BXOOMT B 3a4a4u U
PYHKLLMUN 3KCNEPTHBIX KOMUCCUIA?

58. KakoB nopsanok nposefeHns aKcnepTnabl LEHHOCTN OOKyMeHTOB? Kak odpopMnsieTcs akT Ha
YHUYTOXEHME [OKYMEHTOB? YTO BXOAMT B KOMMNNEKC paboT no odoopmneHnto aen? Kak
0CPOPMNSIOTCS aKT Ha YHUUTOXEHME NOKYMEHTOB? YTO BXOAUT B KOMMNNEKC PaboT MO OGOPMIEHMIO
nen? Kak odpopMnsoTcs nena BpeMEHHOro cpoka XxpaHeHusa?

59. Kak ogoopmnsoTca gena noCTOSHHOrO U A0NrOBPEMEHHOr0 CPOKOB XpaHeHns? Kak
ochopmnseTca nucT-3aBeputens aena? Kak ogpopmnsercs obnoxka gena? Kakos nopsnok
cocTtasneHus n opopmneHns onucen gen? Kakos nopsanok nepenayn gen s apxme? Yto
MNOHUMAETCS NOA XpaHEHMEM LOKYMEHTOB B SNEKTPOHHON hopme?

60. Kakumn nyTsMmn BOKYMEHTbI MOTYT NMOCTYNaTh B aBTOMaTU3NPOBAHHYIO CUCTEMY
nenonponssoncTea? KakoBbl MPUHLMMbLI YNOPSA0YEHNS (CUCTEMATM3auNN) XpaHEHNS haiinos B
KoMnbroTepe?

61. KakoB nopsooK opraHn3aLmmn XpaHeHns 1n gocTyna K JOKYMeHTaM B 9NeKTPOHHON popme? Kak
obecneyrBaeTcs COXPaHHOCTb AOKYMEHTOB B 3IEKTPOHHOW (oopMe?
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62. [1na yero ocywecTBnseTcs pe3epBHoe konuposaHne? [1ns 4yero Hy>xXHa aHTUBUPYCHas 3awmra?
B yeM 0COBEHHOCTb 9NEKTPOHHOrO XpPaHeHUs! LOKyMEHTOB? KakoBbl MPUHLIMMNbBI MOCTPOEHNS apxuBa
B 9NEKTPOHHON hopme?

63. B yeM npenmylecTsa anekTpoHHOro apxmea? XapakrepucTuka Aenonpon3soncTea B
yypexaeHmax Pycckoro ueHtpannaosaHHoro rocynapctea XV-XVII Bs.

64. XapakTtepHble 4epTbl genonponssonctea XVl B. Xapaktepuctmka oenonpom3BoacTsa BblCWMX
N LEeHTPpasnbHbIX FOCYyLapCTBEHHbIX yypexaeHun Poccuu B nepson nonosuHe XIX B.

65. Bnok -cxembl perucTpauum n 06paboTkm BXOAAWMX , ICXOOALWMX N BHYTPEHHUX OOKYMEHTOB.
MopsooK NPUCBOEHUS MHAEKCA LOKYMEHTA.

66. 3Ha4yeHne HopMaTMBHO-METOANYECKOM pernameHTaumm genonponseonctea. Cocras
COBPEMEHHbIX OEeCTBYIOWMX rocy0apCTBEHHbIX HOPMATMBHO-METOANYECKUX JOKYMEHTOB.
XapakTtepuctmka focynapcTBEHHON CUCTEMbBI OKYMEHTAUNOHHOMO obecrneveHunst ynpasneHus
(FCOQY). Coctas nHcopmauuu.

67. OpraHm3aunoHHble OopMbl ENONPON3BOACTBA. /X 3aBUCMMOCTb OT CNELMUKA 1
OpraHn3aumMoHHO CTPYKTYpbl yupexaeHuns. CTpykTypa u oyHKUMM NoapasneneHunia no
LLOKYMEHTALMOHHOMY 0OCNYXMBaHNIO YHPEXAEHWIA.

68. OpraHn3aunoHHas CTpyKTypa cny>x0bl 0eonpov3BOACTBA YYPEXAEHUA PA3NNYHbIX KATErOpUIi.
XapaKTepmcTKa OCHOBHbLIX HOPMaTMBHbIX [1OKYMEHTOB, PErNaMeHTMPYIOLWMX 0eN0npon3BOACTBO
y4pexaeHus.

69. NHCcTpyKuMs No oenonpons3BoLCTBY B y4pexaeHun (opraHnsaumm). Ee sHavyeHue, coctas
MHGPOPMALLMK 1 NOPAAOK pa3paboTku. JLOMKHOCTHOW M YUCNEHHbIA COCTaB AENONPON3BOACTBEHHOA
CnyX6bl yYpexaeHuns.

70. [lonXXHOCTHbIE MHCTPYKUMMN PabOTHUKOB AEN0ONPON3BOACTBEHHOM cnyX6bl. CocTas nHopMaumm
1 Mmetoauka paspadoTku. JonXHOCTHble 0693aHHOCTU PabOTHMKOB CNy>X6Obl 4EeN0NPOoV3BOACTBA.

71. [lokymeHTo060p0T. OnpeneneHne, xapakTepUCTMKa OCHOBHbIX [OKYMEHTOMNOTOKOB. [paBuna
opraHmMsaummn goKyMeHToobopoTa y4peXaeHus.

72. OCcobeHHOCTN [OKYMEHTOODOOPOTA COBPEMEHHbIX yupexaeHuii. MNpasuna npvema n obpaboTku
nocTynarLelt KOpPECNOHAEHUNN, UX BIMSIHE HA OPraHn3aumio ABMXEHNS LOKYMEHTOB.
HanpaBneHve [OKYMEHTOB Ha UCMONTHEHME.

73. OCHOBHblEe HanpaBneHNs COBEPLIEHCTBOBAHNS [OKYMEHTOOOOpOTA. 3aiaym permctpaumm
LLOKYMEHTOB, €€ opraHunsaums. PopMbl perncTpauum LOKyMEHTOB.

74. B3aMmMoCBs3b NPOLECCOB PErMCTPaLIMM 1 KOHTPONS 3a CPOKaMu UCTONHEHNS [OKYMEHTOB.
CpaBHUTENbHbIE XapaKTepPUCTMKN hopM pernctTpaumnm gokymMeHToB. CoctaB MHCpopMaLmn.

75. TexHonorns KOHTPoOns 3a cpokamu UCNONHEHNS 4oKyMeHToB. OpraHnsauns
CnpaBOYHO-UHGOPMALIMOHHO PaboTbl yHpeX AeHUIA.

76. 3akoHO4ATENbHbIE aKThl, pernamMeHTupytowmne pa60Ty C nNncbmamu, )K8J'IO6aMVI, 3asBNeHUsAMN
rpaxgaH. XapaKTepI/ICTVIKa TexHonormn pa6OTbI C nNncbmamu, Xanobamu 1 3asBneHNaIMn rpaxnaH.

77. Mpobnema obecneyeHns COXPaHHOCTW OOKYMEHTOB B OEeN0NPON3BOACTBE 1 BEOOMCTBEHHOM
apxvee. HoMeHknatypa nen, ee 3Ha4yeHve 1 NpMMeHeHre B 0e0NpPon3BOACTBE.

78. Bugbl HOMEeHKNnatyp nen, 0COBEHHOCTU MX NOCTPOEHUNA N NPUMEHEHNA. MeTogmka cocTaBneHums
HOMEeHKNnatypbl Oen. 3HavyeHune HOMEHKNaTtypbl Oen B TeEXHONOrnu paGOTbI C OOKyMeHTaMu.

79. dopMmpoBaHMe Aen kak TexXHonornyeckas onepauusi aenonpoussonctea. lNpaevna
hopMMpPOBaHMS B Aena AOKYMEHTOB OTAEMbHbIX KaTeropuwin. 9kcrnepTnaa LeHHOCTM AOKYMEHTOB B
nenonpouseoacTee. 3a4ayv U NopsaoK NPoBeELeHMS.

80. SKCI'IepTHbIe KoMuccmm yqpex,ueHMVl, nx 3agadnm 1 nopsanok pa6OTbI. 3HayeHune nepeyvHs
JOKYMEHTOB CO CPOKaMn XpaHeHUs Kak KnaccngoukalumMoHHOro cnpaso4YyHuka. Ero npuMeHeHne B
genornpon3soncTee.

81. MNoarotoBka oen y4pexneHust K nanbHemwemy ncnonb3oeaHmio. OnncaHmne aen nocTosiHHOro U
BPEMEHHOro xpaHeHus. OnncaHme Aen NocTOSIHHOMO Y BPEMEHHOro XpaHeHus. Buapl onvce,
co3naBaeMbix Npu nepenaye nen B apxms.
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7.1. OcHoBHas nuTeparypa:

Kypc nenonpoussonctea, KupcaHosa, Mapusa BnagummnposHa;AkceHos, FOpuii Muxainnosund, 2011r.
Kagposoe nenonpounssoncteo, bapuxun, A. b., 2009r.

KupcaHoea M. B. Kypc nenonpoussoactea: [JokyMeHTaLMOHHOe obecneyeHre ynpaeneHus: Yueb.
noc. / M.B. KupcaHosa, K0.M. AkceHos. - 6-e 13a., ucnp. u gon. - M.: UH®PA-M; Cnb. corn., 2007. -
364 c.: http://znanium.com/bookread.php?book=124904

EnaHuesa O. N.EnaHuesa, O. lN. JokyMeHTaunMoHHOe obecneyeHne ynpaBneHuns B
coumnanbHO-KYNbTYPHOM CEpBUCE 1 Typrame [OneKTpoHHbIn pecypc] : yuebHuk / O. I. EnaHuesa. ?

3-e n3g., nepepab. n gon. ? M. : PJIMHTA : HOY BIMNO 'MICY ', 2014. ? 360 c.
http://znanium.com/bookread.php?book=455089

7.2. lononHutenbHasa nuteparypa:

LenonponssoacTteo ansa cekpetaps, CmnpHoBa, EneHa lNetposHa, 2007T.
Henonpounssoacteo, bacakos, Muxann MisaHosmd, 2010r.

Lenonpounssoacteo, bacakos, Muxann NeaHoswny, 2007r.

Jenonpon3soacTeo: obpasubl LOKyMEHTOB, AiiMaH, TaTtbsiHa OnerosHa, 2008r.
CoBpemeHHoe nenonpoundsoncTteo, KnpcaHosa, Mapusa BnagnmuposHa, 2008r.

Llenonpon3BoAcTBO: COCTaBneHne, pefakTnpoBaHue n obpabotka nokymeHTto, Conoryb, Onbra
NaBnoBHa, 2009r.

CoBpeMeHHOoe 0enonpon3eoncTeo B bubnmoteke, BacunbyeHko, Hukonai MNMasnoeuy;BacunbyeHko,
Hwukonan Hukonaesuny, 2013r.

Henonponssoacteo, JlonatHukoBa, EkatepnHa AHatonbesHa, 2008r.
Kagposoe nenonponasoncTtso, bapuxumH, A. b., 2009r.

[enonpon3BoACTBO U apX1BHOE LENO0 B TePMUHAX 1 onpeaeneHusix: YuebHoe nocobue / C.10.
Kabawos, N.I'. Acgpanamsposa. - M.: @nuHTa: Hayka, 2009. - 296 c.: 70x100 1/16. (nepenneTt) ISBN
978-5-9765-0784-5, 1000 ak3.http://znanium.com/bookread.php?book=200418

Jenonpon3BoacTBO: LOKYMEHTaLMOHHOe obecneyeHune ynpaeneHns: Yyeb. nocobue / HO.A.
MaHaceHko. - 2-e n3g. - M.: PMOP, 2007. - 113 c.: 70x100 1/32. - (KapmaHHoe y4ebHoe nocobue).
(obnoxka, kapm. goopmar) ISBN 978-5-369-00141-7, 3000
ak3.http://znanium.com/bookread.php?book=124123

Kagposoe nenonpoundsoncteo: HaunHaem ¢ Hyna. Ayant csommm cunamm / U.B. XKypaenesa, M.B.
Xypasnesa. - M.: UHDPA-M, 2010. - 184 c.: 60x88 1/16 + CD-ROM. - (b-ka xypHana "Tpya. npaso
P®"; Boin. 7 [194]).(06noxka, cd rom) ISBN 978-5-16-004489-7, 1000
9k3.http://znanium.com/bookread.php?book=205822

Henonpon3eoacTeo: YuebHuk / T.A. BoikoBa, J1.M. Banosa, J1.B. CaHkuHa; Mon obw. pen. T.A.
BbikoBoii. - 3-e u3g., nepepab. n gon. - M.: UHOPA-M, 2012. - 364 c.: 60x90 1/16 + CD-ROM. -
(Bbiclwee obpasoBaHue). (nepennet) ISBN 978-5-16-004923-6, 1000
9k3.http://znanium.com/bookread.php?book=236384

LenonponseoacTteo: YuebHoe nocobue / E.H. bacoeckas, T.A. beikoBa, J1.M. Bsinoea, E.M.
Embiwesa; Mog obw. pea. T.B. KysHeuosoli - M.: ®opym, 2010. - 256 c.: 60x90 1/16. (nepennerT)
ISBN 978-5-91134-422-1, 500 aka3.http://znanium.com/bookread.php?book=198625

Kupcarosa M. B. Kypc nenonpoussoactea: [JokyMeHTaLMOHHOE obecneyeHne ynpasneHus: Yueb.
noc. / M.B. KupcaHosa, K0.M. AkceHos. - 6-e n3ga., ucnp. n gon. - M.: UH®PA-M; Cunb. corn., 2007. -
364 c.: http://znanium.com/bookread.php?book=124904

EnaHuesa O. N.EnaHuesa, O. IN. [okyMeHTauMoHHOe obecneyeHne ynpasneHus B
coumanbHO-KyNbTYPHOM CepBuce 1 Typrame [OneKTpoHHbIn pecypc] : yuebHuk / O. M. EnaHuesa. ?
3-e n3a., nepepab. n gon. ? M. : ®JIMHTA : HOY BMNO "MICY ", 2014. ? 360 c.
http://znanium.com/bookread.php?book=455089

OpraHun3auuns Typuama: yueb. nocobve ons CTyoeHToB By30B Mo crew. "OKoHoMMKa 1 ynp.
cou.-kynbTyp. cdpepont” / [A. . Oyposuy, . A. BoHpapeHko, T. M. Cepreesa n gp.]; noa pegn. A. I,
Hyposunya.?3-e nsg., crep..MuHck: HoBoe 3HaHue, 2006.639 c.
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LononHutenbHas nutepartypa

Kupcanosa, M.B. CoBpemeHHOe nenonpon3BoacTBo : y4eb. nocobue ans cryn. sy3os / M. B.
KupcaHoBa .? 4-e n3n. ? M. ; HoBocmbupck : iidppa-M : Cubupckoe cornawexmve, 2007, 2008 .?
312 c.

KupcaHosa M. B. CoBpemMeHHoe aenonpon3Boactso: YyebHoe nocobue / M.B. KupcaHosa; PAIC
npu MpeanpeHte PO. - 4-e naa. - M.: UH®PA-M; HoBocunbupck: Cub. corn., 2007. - 312 c.:
http://znanium.com/bookread.php?book=130145

Boikoea T. A.Llenonpon3soacteo: YuebHuk / T.A. Beikosa, J1.M. Banosa, J1.B. CaHkuHa; MNon obu.
pen. T.A. BbikoBoW. - 3-e n3ga., nepepab. n gon. - M.: UHOPA-M, 2012. - 364 c.:
http://znanium.com/bookread.php?book=236384

LononHuTtenbHasa nutepartypa

KupcaHosa, M.B. CoBpemeHHOe nenonpon3BoacTBo : y4eb. nocobue ans cryn. sy3os / M. B.
KupcaHosa .? 4-e n3n. ? M. ; HoBocunbupck : iugppa-M : Cubupckoe cornawexmve, 2007, 2008 .?
312c.

KnpcaHoBa M. B. CoBpemeHHOe nenonpon3soacTtso: YuebHoe nocobme / M.B. KnpcaHosa; PAIC
npu MpeanpeHte PO. - 4-e naa. - M.: UH®PA-M; HoBocubupck: Cub. corn., 2007. - 312 c.:
http://znanium.com/bookread.php?book=130145

Boikoea T. A.Llenonpon3soacteo: YuebHuk / T.A. Beikosa, J1.M. Banosa, J1.B. CaHkuHa; Non obu.
ped. T.A. bbikoBoW. - 3-e n3a., nepepab. n gon. - M.: UHOPA-M, 2012. - 364 c.:
http://znanium.com/bookread.php?book=236384

7.3. UHTepHeT-pecypcChbl:

BEN3proMeTpusa MeToanka npoBeLeHuns .... -
emelchikovaocyrid.rbcmail.ru/velergometriya-metodi.html

JlokymMeHTaLMoHHOEe obecneveHne ynpaBneHus. -
www.shpargalky.net/dokumentacionnoe-obespechenie-upravieniya...

JlokymeHTaLumoHHOEe obecneyeHne ynpaBneHus. -
href=http://otherreferats.allbest.ru/management/00048929 0.html>

LOY n genonponasoacTteo. - www.docsvision.com
NHopopmaumnoHHoe obecneyeHme. - http://www.edou.ru/dou/

8. MarepumanbHo-TexHU4Yeckoe obecrneyeHne oUCLUNNAUHBI(MOAYNS)

OcBoeHune oucumnnmHbl " okyMeHTaumoHHoe obecneyeHne ynpaBneHms FroCTUHNYHbBIM
npeanpuaTvemM” npennonaraeT MCNonb30BaHME CNenyowero MaTepmanbHO-TEXHUYECKOro
obecneyeHuns:

3AEKTPOHHELBH
YHHBEPCHTET

PHEOFMALMOHHD AHATKTAHECOAR CHCTEMA Kby
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MporpamMma aucumnnmHbl "[oKyMEHTAUMOHHOE obecrneyeHme ynpaBneHns rocTMHUYHbIM npeanpusatuem"; 43.03.03 NoCTMHWYHOE Aeno;
DOUEHT, K.H. (BoueHT) Manumos LU.LL.

MynbTumMeauiiHas ayautopusi, BMECTUMOCTbO 6onee 60 Yenosek. MynbTumMeaniiHas ayautopus
COCTOUT N3 UHTErPUPOBAHHBIX UHXEHEPHbIX CUCTEM C €AUHOWN CUCTEMON yNpaBneHns, OCHalWeHHas
COBPEMEHHbBIMU CPELCTBaMM BOCNPOU3BEAEHUS U BU3yanu3auum noboit Buaeo n ayamno
NHdpopMauuu, NOyYeHNs 1 nepenadn SNeKTPOHHbIX JOKYMEHTOB. TUNoBasi KOMMIeKTaLms
MyNbTUMEOMNAHOM ay AUTOPUN COCTOUT U3: MyNbTUMELMIHOrO NPoeKTopa, aBTOMaTN3NPOBAHHOIO
MPOEKLIMOHHOrO 3KpaHa, akyCTUYECKO CUCTEMDI, a TaKXe MHTepPaKTMBHONM TpMbyHbI NpenoaaBsaTens,
BK/IlOYaloLWen Ta4y-CKpMH MOHUTOP C AMaroHasnblo He MeHee 22 Ol0IMOB, NepCcoHalbHbI KOMMbIOTEP
(C TexHnyecknmm xapaktepucTukamm He Huxe Intel Core i3-2100, DDR3 4096Mb, 500Gb),
KOHJOepeHL-MUKPOOH, 6ecnpoBoaHOM MUKPOGIOH, 610K ynpaeneHns obopynoBaHUeM, MHTEPAENChHI
noakntoyermns: USB,audio, HDMI. MiHTepakTBHas TpmbyHa npenoaaBaTtens sBnsieTCcs KMo4eBbIM
3N1EMEHTOM yrpaBneHns, 06 beANHSIOWMNM BCE YCTPONCTBA B EANHYIO CUCTEMY, U CIYXUT
NONHOLIEHHbIM paboymm MecToM npenoaasatens. MNpenoaaeatens MMeEET BO3MOXHOCTb JIErKO
ynpaBnsiTb BCE CUCTEMOW, HE OTXOAS OT TPMOYHbI, 4TO MO3BONSIET MPOBOANTL NEKLMMW, MPaKTUYEeCKNe
3aHATWA, Npe3eHTauun, BebrHapbl, KOHEPEHUNM U Opyrie BUObl ayAUTOPHON Harpy3Ku
obyyatowmxcs B yA06HON 1 DOCTYMHOW ANSt HAX CPOPME C MPUMEHEHNEM COBPEMEHHbIX
NHTEPaKTMBHbIX CPeaCcTB 0Oy4eHMs, B TOM YMC/e C MCNONb30BaHMEM B NpoLiecce 0by4yeHuns Bcex
KopnopaTuBHbIX pecypcoB. MynbTumMeouinHas ayautopus Takxke oCHalleHa WupPOoKOrnonOCHbIM
LOCTYNOM B CETb MHTEpHET. KomnbloTepHoe 060pynoBaHMEM NMEET COOTBETCTBYIOWEE
NVLEH3NOHHOE NporpaMmMHoe obecneyeHue.

KomnbtoTepHbIl kKnacc, npeacraensowmii coboi paboyee Mecto npenogasaTens n He MeHee 15
paboymx MECT CTYAEHTOB, BK/IHOYAOLWMX KOMMbIOTEPHbIN CTOM, CTYN, NEPCOHANbHbIA KOMMbLIOTEP,
NVLEH3NOHHOE NporpaMMHoe obecneyeHre. Kaxablii KOMAbIOTEP MMEET WNPOKOMONOCHbBIV JOCTYN B
ceTb NHTepHeT. Bce koMnbioTepbl NOAKNIOYEHbI K KOPNOPaTMBHON KOMMbioTepHON ceTn KDY n
HaxoOsTCs B €4MHOM OOMEHe.

YyebHo-MeToaAn4eckas nutepartypa ans 4aHHOW ONCLMMNINHBI UIMEETCS B HAIMYUN B
3NEeKTPOHHO-6nbnmnoTeyHol cucteme "ZNANIUM.COM", pocTyn K KOTOPOW NpenoCTaBNeH CTyAEHTaM.
9BC "ZNANIUM.COM" conepXuT npon3seneHns KPYnHENWNX POCCUNCKNX YYEHBIX, PYKOBOOUTENEN
rocynapCTBEHHbIX OpraHoB, Npenogasartener Beaylmx By30B CTpaHbl, BbICOKOKBANUULMPOBAHHbIX
CreunanncToB B pasnunyHbix cdoepax brusHeca. PoHL 6nbnmoTekn cpopMMpPOBaH C y4ETOM BCEX
N3MEeHeHNn obpa3oBaTtenbHbIX CTAHOAPTOB U BKOYaeT y4ebHukK, y4ebHble nocobus, YMK,
MOHOrpadun, asTopedoeparbl, guccepraLmm, SHUMKNONEANN, CAOBapU U CPaBOYHNKN,
3aKoHO4AaTEeNbHO-HOPMATMBHbIE OOKYMEHTbI, CNeLunanbHbie Nepruoanyeckme n3gaHms n n3gaHus,
BbiNyckaemble nagatenncrsamm By30B. B HacTosuwee spems O95C ZNANIUM.COM cooTteeTtcTBYyET
BceM TpeboBaHusaM penepanbHbIX rocyAapCTBEHHbIX 06pa3oBaTeNbHbIX CTAHAAPTOB BbICLIErO
npogoeccrnoHanbHoro obpasoeanust (PrOC BI1O) HoBoro nokoneHus.

KoMnbloTepHbI Knacc ¢ NOAKMOYEHNEM K CUCTEME TETEKOMMYHUKALUWIA (3NEeKTPOHHAs noYTa,
NHTepHeT), yuebHble NOMELEHMNS, OCHALLEHHbIE BUAEOTEXHWNKON 1 MyNbTUMEANAHOM annapaTypoii.

Mporpamma cocTtasneHa B cootBeTcTBuM ¢ TpebosaHnsmm ®rOC BINO 1 y4ebHbIM nnaHoM no
HanpaeneHnto 43.03.03 "l oCcTMHMYHOE Oeno” 1 NPOdOMNI0 NOAroTOBKM [ OCTUHNYHASA OeATENbHOCTD .
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