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BBenenue

O} pekTUBHOCTh COBPEMEHHON CHUCTEMbI YIPaBJICHUS HEBO3MOXHO MpE-
CTaBUTh 0€3 YETKOM OpraHu3aluu YIpPaBICHUYECKOTO TPYJa, BBHIIIOJIHEHUS Omepa-
UM, CBSI3aHHBIX C MH(GOpPMaIUe, HEOOXOIUMOM i THOKOTO U CBOEBPEMEHHOTO
NPUHATUSL ONTUMAJIBHBIX YIPAaBICHUYECKUX pelleHHi. B cOBpeMEHHBIX yCIOBUIX
BoIpoc 00 nHpopmaluu npuoOpeTaeT Bce Oosblliee 3HaAYeHUE TOTOMY, UTO 3aTpa-
THI YIIPABJICHYECKOTO TPY/la HEMOCPEACTBEHHO 3aBHCAT OT 00beMa MH(OpPMAIIHH,
CTEMEHH €€ HaJEKHOCTU U JIOCTOBEPHOCTH, CBOEBPEMEHHOCTHU MOCTYIUICHUS WU
yno0ctBa ¢opM UCIOJIb30BAaHUS, MUHUMAIBHOCTH OOBEMOB M CTPYKTYp TNPH HE-
00X0IMMOM MOJIHOTE BXOASIIUX U UCXOASIINX TOTOKOB HH(POPMAIIIH.

CnenoBatenbHO, 3(PGEKTUBHOCTh YIPABICHHUS B COBPEMEHHOM JIEJIOBOM
MHUpPE BO MHOTOM 3aBUCHUT OT ONEPATUBHOCTHU, IOCTOBEPHOCTU U MOJHOTHI UH(DOP-
Mammu. MeHemkepbl pacxoayroT ot 65 mo 90% cBoero pabodero BpeMEHH Ha
cOop, 00paboTKy, nepeaady uHGoOpMaIK, MPUHATHE U PEATU3ALUI0 YIIPaBJICHYEC-
ckux pemeHuid. [Ipu sTom HocuTeneM (pUKCHpOBaHHOW WHGOPMAIUU SIBISETCS
JIOKYMEHT. B CBSI3W C 3THM COBEpIIICHCTBOBAHUE YIIPABIICHHUS MPOU3BOICTBEHHO-
XO3SIICTBEHHON JESATENbHOCTHIO, TOBBIIICHHE Y(PPEKTUBHOCTH MPOU3BOACTBA BO
MHOTOM 3aBHCUT OT TOT'O, HACKOJBKO PallMOHAIBLHO TOCTABICHO B OPraHM3AIIHIX
Jenonpou3BoACTBO. [loaToMy crienuanucTsl NPEANPUSTHI arpopPOMBIILIIEHHOTO
KOMIUIEKCa JIOJDKHBI B COBEPIICHCTBE BIJIAJICTh 3HAHUSIMU U HaBBIKAaMHU B 00JacTu
JIeJIONPOU3BOICTBA.

JlaHHbIE METOJIMYECKUE PEKOMEHJAUUHU i1 OO0y4yarouMxcs M0 HU3yYEHHUIO
JUCHUIUIMHBL «J[OKYMEHTHUpPOBAaHUE YIIPABICHUECKON AEATEIbHOCTU» MPEICTaB-
JSIFOT COOOM yKa3aHMs U pa3bsiCHEHUS, O3BOJIAIOIINE UM ONTUMAIbHBIM 00pa3oM
OpraHM30BaTh IMPOLIECC M3YYEHUs JaHHOW AucuMIuiuHbL. [Ipu paszpaboTtke peko-
MEHJAIM{ YUYUTHIBAJIOCH TO, YTO YaCTh Kypca U3y4aeTCsl CAMOCTOSTEIbHO.

Crennukoit JTaHHOTO y4eOHOTO Kypca SBISETCS TO, YTO UCXOIHBIMH MaTe-
pUaliaMyd JTUCIUIUIMHBL «J[OKyMEHTHpOBaHHE YMPABICHUYECKON EATEIHHOCTUY
SIBIISIIOTCS HOPMATUBHBIE U METOJMYECKUE aKThl U U3/IaHUA. ITO — TOCYIapCTBEH-
HBIE CTaHIAPTHl HAa JOKYMEHTHpOBaHUE ympasieHdeckoil gestenpsHoctn: ['OCT
6.10.1-88 «YuuduuupoBaHHble CUCTEMBbl JOKyMeHTAlH. OCHOBHBIC MOJIOXKE-
Hus»; 'OCT P 51141-98 «/lenmonpon3BoACTBO U apXUBHOE J1€70. TepMUHBI U
onpeaenenus», [OCT P 6.30-2003 «YHuduuupoBannasi cuctemMa opraHHU3aIuoH-
HO-PaCIoOpSIAUTENLHON JOoKyMeHTaluu. TpeOoBaHus K OQOPMIICHUIO JTOKYMEH-
TOB». Kpome 3Toro npu u3yuyeHuu ITUCHUILIMHBL OOJBIIOE 3HAYCHUE UMEIOT TOCy-
JTAPCTBEHHBIE CHUCTEMbl TOKYMEHTAIMHU, IPaBUiia, MHCTPYKIUU U MEPEYHH MO J0-
KYMEHTallUOHHOMY 00ECIIEUEHHIO YIPABIICHUS.
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1.1lenn u 3aga4y TUCHUILIMHBI

Lens u3ydyeHus: TUCUUIUIUHBI «/[OKyMEeHTHUpOBaHHE YIpaBIEHYECKON mes-
TEJIBbHOCTH» - HAYYUTh 00Y4YaIOIIUXCs HAYyYHOMY, CHCTEMHOMY MOJXOYy K padote
C IOKYMEHTaMH, JIOKYMEHTAllHOHHOMY OOECIEUEHHUIO YNpaBlIeHUs, OPOPMIICHUIO
MPaBOBBIX OTHOLLIEHUHN IOPUIUUYECKUX U PUINUECKUX JIUILI.

Hcxons U3 mOCTaBICHHOW II€JIM, OCHOBHBIMHU 3aJa4aMU HU3yUYCHUS JUCIIH-
TUJTUHBI SIBJISFOTCS

® YCBOUTb OCHOBHbBIE TEPMUHBI U MOHATHS B cOOTBETCTBUU ¢ 'OCTamu;

® OCBOMTH OCHOBHBIE TpeOOBaHMS M TMpaBHJIa pPa3pabOTKH, COCTABIICHUS,
o opMIIEHUSI OpPTraHU3AIIMOHHO-PACTIOPSAUTENBHBIX IOKYMEHTOB;

® OCBOWTH MpaBuiia, TPeOOBAaHUS COCTABJICHUS AEIOBON KOPPECHOHACHIINH,
paboThI C IETTOBBIM MHUCHMOM,;

® M3yYUTh JOKYMEHTAIIUIO IO JINYHOMY COCTaBY;

® U3YyYWUTh CHUCTEMATHU3AIMI0 padOThl C JOKYMEHTaMH: PErHCTpaIfio, XpaHe-
HUE, IIOUCK, KOHTPOJIb;

® OCBOMTH MpaBuiia paboThl ¢ KOHPUACHIIMAIBHBIMU JOKYMEHTaMHU.

[IpeamMeTOM AMCHMIUIMHBI SBJISIIOTCS CTaHAPTHI, MpaBHiia, TPEOOBAHUS CO-
CTaBJICHUS JIOKYMEHTOB, OTPAKAIOIINX YIPABIECHYECKYIO IESITEIBHOCTh U IPaBO-
BbIC OTHOIIEHUS FOPUINYECKUX U (PU3NUECKUX JIUI], @ TAK)KE TEXHOJOTHUS pabOTHI C
JOKyMeHTamMu. B mpoiiecce m3ydeHus NaHHOW JUCHUMIUIMHBI CTYACHTHI JTOJKHBI
n3yunTh OCHOBHBIE ['OCTbhI, HOpMAaTUBHbBIEC AKThl, METOJANYECKUE UHCTPYKIIUU T10
JOKYMEHTALMU U JI€JIOIPOU3BOJICTBY.



5

2. CTpykTypa Kypca «JlokyMeHTUpOBaHMe YIIPaBJIeHYeCKOH
AeATeTbHOCTH»

Tema 1. COUEPXXAHUE U 3AIAYN KYPCA

lensp kypca. 3amauu kypca. [lonarue EquHoi rocygapCTBEHHOW CHCTEMBbI
JTOoKyMeHTalrmoHHoro obecnedyenus ynpasienus (EI'CJIOYVY). Buasl 1okyMeHTOB.
OcHOBHBIE CTaHJIAPTHI U MpaBHIIa CO3aHus TOKyMeHTOB. Dopmyisap-oOpaserr 10-
KyMEHTa. bJlaHK TOKyMEHTa.

CucremaTtuzanus 1 yHuukanus qokyMmenranuu. O6mue TpedoBaHus K J10-
KyYMEHTaM. Y IOCTOBEPEHHE, COTIIACOBAHUE U BU3UPOBAHUE TOKYMEHTOB. PexBu3n-
ThI TOKyMeHTa. [IpaBuia MammHONIMCHOTO 0(OPMITEHUS TOKYMEHTOB.

Tema 2. OPTAHU3ALIMOHHO-PACIIOPAAUTEJIbBHASA
JOKYMEHTALIUA

[ToHaTHE OpraHMW3alMOHHBIX JTOKYMEHTOB. YcTaB. CTpykTypa W IITaTHas
YHCIICHHOCTH anmnapara yrnpaBJeHHUs, IITaTHOE pacnucanue. [IpaBuia BHyTpeHHETO
TpynoBoro pacnopsaka. [lomoxkeHue o CTpyKTYypHOM MOJAPAa3ACIICHUU NpPEaNpHUsi-
Tus. J{oJbKHOCTHAs MHCTPYKIMS paboTHuKa. [IoHSITHE pacnoOpsSIUTENIbHBIX JOKY-
MeHTOB. [loctanosnenus. Pemenus. Pacnopsikenus. Yka3zanus. [Ipukaser no oc-
HOBHOW JIESITENIBHOCTH, IO JHMYHOMY cocTaBy. Cucrema uH(POpMAIIMOHHO-
CIIPAaBOYHBIX JOKYMEHTOB U OCHOBHBIE IpaBmiia ux odopmieHus. [Ipotokos. AKT.
Tenerpamma. CiyxeOHble 3alUCKHU: JOKJagHas U OObACHUTENbHasA. OTyer.
Cnpaska.

Tema 3. COBPEMEHHLIE CITOCOBbI U TEXHUKA CO3JAHUA
JNOKYMEHTOB
Oco0eHHOCTH JeT0BOTO 00IIEeHHS U TPEOOBAHUS K YIIPABICHUECKOW UH-
dbopmanun. OpUIHaIbHO-IEI0BOM CTHIL. TpeboBaHUs K TEKCTaM JIOKYMEHTOB.
KomrmbroTepHbie cucTeMbl TOJITOTOBKH TEKCTOBBIX JJOKYMEHTOB.

Tema 4. JIEJIOBAS IIEPEITNCKA
@opmMyJsip MUCbMa: PEKBU3HUTHL: CTPYKTYpa, IPaBUJIa TIOCTPOCHUS TEKCTA,
cTaHAapTHble (pa3bl U BeIpaxeHuss. OCHOBHbIE BUABI CIyKE€OHBIX nTuceM. lIpaBu-
7a opOpMIIEHUS TUCEM K 3apyOEKHBIM MTapTHEPAM.

Tema 5. JOKYMEHTANIIMA 1O JIMYHOMY COCTABY
JIOKyMEHTHpOBAHUE MPOIIECCOB ABUXKEHUS KaapoB. [Ipukas3el mMo JTUYHOMY
coctaBy. Bujpl JOKYMEHTOB MO JIMYHOMY COCTaBy M IpaBHUJIa MX COCTAaBJICHUS.
TpynoBoii IOroBOp: CTPYKTypa, COJIEpXKAHUE M MOPSAOK 3akioucHus. BeneHue
TPYJAOBOM KHWXKKHM paboTHHKA. COCTaBICHHE JIMYHBIX JOKYMEHTOB: 3asBIICHUS,
aBroonorpadguu, pe3roMe 0 TPYJIOBOH NeATEIbHOCTH, JOBEPEHHOCTH, PACIHUCKHU.
Odopmiienre, BeiIeHUE U XPAHEHHUE JIMYHBIX JEJI.

Tema 6. JOKYMEHTDBI, O©OOPMJIAIOIIUE ITPEATIPUHUMATEJIBCKY IO
JAEATEJIBHOCTD. IPETEH3MOHHASA JOKYMEHTALIMA

JoxkyMeHTbl, 0OpMIISIONINE NPEANPUHUMATEILCKYIO AesATeNbHOCTD. [ToHs-
THE 10roBOpa. Buasl norosopa. JlokymeHTanus no pacueram, apeHe, CaeaKam.
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[TonsiTe TPETEH3MOHHBIX JOKYMEHTOB. OCHOBHBIC BUBI, 33J1a4l U (PYHK-
MU NPETEH3UOHHBIX JTOKYMEHTOB. OOpasell cOCTaBIEHUSI IPETEH3UOHHOTO JTOKY-
MEHTa MEXAY IOpUINYECKUMU JIMLIIAMU. JIOKYMEHTBI - 10Ka3aTelbCTBA IIPECTCH3UMU.

Tema 7. IIOPAJIOK IBMXXEHUA JOKYMEHTOB B OPI"AHU3ALIU
X PETUCTPALIMS 1 KOHTPOJIb UCITOJIHEHW A

[TonsaTre 1OKyMeHTOOOOpOTa M €ro OCHOBHBIC 3Tambl. PalimoHanbpHas opra-
HU3AIMA JOKYMEHTOO0OpOTa Ha MPEANpUITHU. DKCIEIUIIMOHHAs o0paboTKa J0-
KYMEHTOB, MOCTYNAOIINX B opraHu3aiuto. [IpeaBapurenbHoe paccMOTpEHHE J0-
KYMEHTOB B CITy’)kO€ JTOKYMEHTAIIMOHHOTO oOecriedeHus. /[BrkeHne TOKYMEHTOB
BHYTpH opranmu3anuu. O0paboTka WCIOTHEHHBIX W OTIPABISIEMBIX JTOKYMEHTOB.
Perucrpamnus u unnexcamusi 1okymeHnToB. [lopsaok, mpaBuia, dopmbl. Kontposb
3a UCMIOJIHEHUEM JIOKYMEHTOB. JTallbl U CPOKHA KOHTPOJIS.

Tema 8. CUCTEMATU3ALNA JOKYMEHTOB 1 X XPAHEHUE

O6mue TpeOoBaHMS K CUCTEMATHU3AIlMU TOKYMEHTOB U (DOPMUPOBAHUIO JICII.
OmnpeneneHue EHHOCTU JTOKYMEHTOB U JTIOKYMEHTHOM HMH(oOpManuu. Y cTaHoBIe-
HUE CPOKOB XpaHEHUs Jiell. XpaHeHHE JOKYMEHTOB B ONEPATUBHOM NESITEIbHOCTU
u popmupoanue aen. Homenknarypa aen. ['pynnupoBka B jenia OTACIbHBIX KaTe-
ropuii 7okyMeHToB. CocTaBlieHHe 3aroioBkoB jaei. OdopmiieHre 00JI0KKY Jena.

[lonsitue apxuBa U ucTOpUsi (PopMUpOBaHUS ['OCYIapCTBEHHON apXHBHOM
ciyx0b1 Poccuiickoit @enepauuu. ApxuBnbiid hona Poccuiickoit denepanuu, ap-
XUBHBIN (HOHJ OpraHu3aluy, apxuB Kommepueckoil ¢upmbl. OdopmieHue aen
JUIUTEJIBHBIX CPOKOB XPaHEHHSI.

Tema 9. OPTAHU3ALIA PABOTHI C KOHOUAEHIIMAJIbHBIMUA
JOKYMEHTAMUA

CocTraB U HampapiieHUs 3alIUThl JOKyMEHTHOW umHpopmanuu. Cuctema 3a-
HIUTHI THPOPMALIUK U KOHPUIECHIMATBHBIX JOKYMEHTOB. TEeXHONIOrUS 3allUThI J0-
KyMEHTHON uWH(popMarui. 3aluiieHHbld JoKyMeHToooopoT. [lopsimok pabGoThbl
nepcoHana ¢ KOHQUACHIMAIbHBIMUA JTOKyMEHTaMU. 3aliuTa KOH(HUIESHUIUATbHON
IIPU POBEJICHUH COBEIIAHMI U IIEPErOBOPOB.

Tema 10. OCHOBHBIE HAITPABJIEHNA COBEPIIEHCTBOBAHUMA
CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEHEHNM A YIIPABJIEHUA

OcHOBHbIE HaNpaBlIEHUs COBEPIICHCTBOBAHUS COCTaBa M (POpM yIpaBieH-
YeCKUX JOKyMeHTOB. [IpumepHbiii Tabens Gopm 1oKyMeHTOB. OpraHu3anus pamu-
OHAJIBHOI'O JBMYKEHUS JOKYMEHTOB BHYTPH OpraHU3alHUd. AHAIU3 CTPYKTYpPHI J0-
KyMEHTO000pOTa. YUeT KoJM4YecTBa U KauecTBa JOKYMEHTOB OpraHu3aluuu. ABTO-
MaTH3alus JIeJONPOU3BOJICTBA Ha 0a3e MCIOJIb30BAaHUS MEPCOHAIBHBIX KOMIIbIO-
TEPOB.
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3.0nmcanue MOCJaeA0BATEIbLHOCTH U3YYeHH S TN CIUTLTUHBI
«JlokyMeHTHpOBaHHUE YIIPABIECHYECKOMN AESITEIIbHOCTH

N3yuenue npeamera «J{0OKyMEHTUPOBAHUE YIIPABICHUECKON JEITEIbHOCTUY
HE00X0AMMO HavaTh ¢ npouteHus jJekuuu Nel. [To3HakOMbTECh C OCHOBHBIMH TO-
HATUAMH U TEPMUHAMU, YTOOBI MOHATH COAEPKAHUE TOCIIECTYIONINX JTEKIIUM.

Ocoboe BHUMaHKME 00paTUTE Ha PEKBU3UTHI JJokyMeHTa corjacHo ['OCTa P
6.30-2003. B konie Bamieit paboueit Terpanu ectb Gopmyssip-odpazeu. Mcmonb-
3yiiTe ero Jist 0oJiee MOJTHOTO YCBOCHUSI JAHHOTO BOIPOCA.

Crenudukoit Tembl Ne 2 sgBisercs TO, YTO U3 HEE Bbl y3HAETE€ OCHOBHBIE
TpeOOBaHUS MO OPOPMIICHHIO OPTaHU3ALUOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB.
B npunoxxennn k padodeit TeTpaau ecth 00pasiibl 3TUX JOKyMEHTOB. M3ydas nek-
MM HEOOXOAMMO O0pamarbcsi K HUM, YTO TIO3BOJIMT O0Jiee HarJIsAIHO BOCIPUHHU-
MaTh JICKIIMOHHBIN MaTepual.

Tema Ne 3 mo3BOJIUT BaM M3YYUTh OCOOEHHOCTH JI€JI0BOTO OOILEHHS U Tpe-
OOBaHMS K yIIpaBJIeHUYECKON MH(pOpMAINK, a TaKKe TPeOOBaHUS K TEKCTaM JIOKY-
MEHTOB.

Ocob6ennoctu TeMbl Ne 4 cOCTOAT B TOM, YTO OHA JAaeT MOAPOOHYI0 UHGOP-
MalMIo0 O MpaBUjIaX COCTABJICHUS JENOBbIX nuceM. [IpounTas nekuuro, monpooyi-
T€ CaMOCTOATEJIbHO COCTAaBHUTh JIEJIOBOE MUCHMO, UCIOJIb3Yys 3aJaHusl B paboueid
TETpaiH.

Tema Ne 5 naet moapoGHy0 HHPOPMALIUIO IO JOKYMEHTUPOBAHUIO MPOIIEC-
COB JIBM)KEHHUS KaJpoB Ha npeanpustud. OOpaTute Ha Hee 0c000€ BHUMAHUE, TaK
Kak odopmiieHue u BeaeHue 1ol yactu OPJ] momyiesxuT ocoOoMy KOHTPOJIIO CO
CTOPOHBI FOCYAapPCTBEHHBIX OPI'aHOB.

IIpn n3yueHnn tembl Ne 6 Bbl y3Haere, Kak COCTaBIIAFOTCS JIOKYMEHTHI,
opopMIISIOIINE MPEANPUHUMATENIBCKYIO JESITENbHOCTh. ECM Mpu mpOoX0KIEeHUN
IIPOU3BOJICTBEHHOM NpakTUKU Ha npeanpustun AIIK Bbl cHsM Komuu ¢ 1OTOBO-
POB, TO OILIEHUTE KauecTBO uxX oopmienus. Onpeaenure, Kakiue HEAOCTATKU €CTh
B ATUX JIOKYMEHTAaX.

Tembl 7 u 8 oTpakaroT npaBuiia paboThl JOKyMEHTaMHU. DTa 4acTh JEJI0NpPO-
U3BOJICTBA HE MEHEE BaXKHA, YeM O(POpPMIIEHUE TOKYMEHTOB.

Tema 9 nmogpoOHO OMMUCHIBAET TEXHOJOTHIO 3aIUTHI JOKYMEHTHOU MH(DOP-
Maly ¥ OMUCHIBAET MpaBmiia (JOPMUPOBAHMS 3AIIUIIEHHOTO JOKYMEHTOO0O0pOTA.
OOpaTtute 0coboe BHUMAaHHUE HA MOPSAOK padOTHI MepcoHaia ¢ KOH(UICHIHATb-
HBIMU JJOKyMEHTaMU. Besrka BepoITHOCTb TOTO, YTO B CBOEH MpaKTUYECKOi pabo-
T€ BBl CTOJIKHETECH C KOH(PUACHIINAIbHBIMU JOKYMEHTAMH.

B 10 Teme paccmaTtpuBaroTCs OCHOBHBIE HAIIPABIIEHUSI COBEPIICHCTBOBAHUS
coctaBa U (OpM YIpPaBICHUECKUX JIOKYMEHTOB, OpraHM3alysl paldoOHaIbHOTO
JBUKEHHUS JIOKYMEHTOB BHYTpU opranuzanuu. Oco0yi0 BaKHOCTb MPECTABISIOT
BOIIPOCHI aBTOMaTH3allMK AEJIOMPOU3BOACTBA Ha 0a3e MCMOJIb30BAHMS MEPCOHATb-
HBIX KOMITbIOTEPOB.
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4. PekoMeHIAIMHU 110 MPOPA0OTKe y4eOHOr0 MaTepraJia

IIpn m3ydyeHMM IUCUUIUIMHBI «/[OKyMEHTUPOBaHWE YIPaBICHYECKOU Jes-
TEIbHOCTU» BHUMAaHHUE ClIeyeT 0OpaTUTh Ha CIEIYIOIIee.

3a10rom ycreurHoro OCBOSHHsI AUCHUILIINHBI SBIISETCS 003aTeNbHOE MO-
CELICHUE JIEKIMOHHBIX M MPAKTHYECKUX 3aHATUM, TaAK KaK MPONYCK OJHOIO W3
3aHATHI MOXET CTaTh NPEMSTCTBUEM IPH OCBOCHHM IOCIEAYIOLIUX Pa3JIeiioB
Kypca, OUPAIOIINXCS HA paHee MPONICHHBIA MATEPUAIL.

VYcneumHoe u3zydeHue Kypca TpeOyeT OT CTYAEHTOB MOCEIICHMS JICKIUH,
aKTUBHOW pabOThl HA CEMUHApax, BHINOJHEHUS BCEX YYEOHBIX 3aJaHUM Mpernojia-
BaTENsA, 03HAKOMJIEHUSI OCHOBHOU U JIOTIOJIHUTEIIBHOU JINTEPATYPOU.

3anuce JEKIUU - OJJHA U3 OCHOBHBIX (DOPM aKTUBHOW pabOTHI CTYJEHTOB,
TpeOyrollas HaBBIKOB U YMEHHMSI KPaTKO, CXeMaTHUYHO, MOCIEA0BATENbHO U JIOTHY-
HO (PUKCHUPOBATh OCHOBHBIE MOJI0KEHUS, BEIBOJIbI, 000011IeHUS, (HOPMYJIUPOBKHU.

Kynbrypa 3anucu JeKuuu - OAUH U3 BaXXHEHIINX (PAKTOPOB YCHEIIHOTO U
TBOPYECKOTO OBjIajieHus 3HaHusMH. [locnenytonas paboTa Haj TEKCTOM JIEKLIMU
BOCKpPELIAET B IAMATH €€ COJACpKAaHWE, MO3BOJIIET Pa3BUBAaTh aHAJIMTHYECKOE
MBbIIIUIEHUE. B KOHIIE JIeKIuu npenogaBareiib ocTaBiseT Bpems (5-10 MunyT) s
TOT0, 4TOOBI CTYJEHTBHl MMEIH BO3MOKHOCTh 3aJaTh YTOUHSIOIIHWE BOIPOCHI IO
U3y4aeMOMy MaTepuaiy.

[Tpu popmupoBaHMN KOHCTIEKTa 00YyYarOIIEMyCsl PEKOMEHIYETCsl TIpHUIep-
KUBAThCSI HEKOTOPBIX MpaBMil rpaduyeckoro auzaiiHa odopmiieHus Tekcra. B
YaCTHOCTU, HEOOXOIUMO YETKO BBIJICIATH 3ar0JIOBKH PA3JIMUHBIX YPOBHEU HIpUd-
TaMH OJWHAKOBOTO JUIA KaXIOTO0 YPOBHS UCIOITHEHUA. POPMYIUPOBKHU U ONIPEC-
JICHUsSI BBIIETATH 0003HAYEHUEM Ha MOJISIX, WIPU(TOM, IBETOM WJIM MOJYEpPKUBaA-
HUEeM. TeKCT OJAMHAKOBON 3HAYMMOCTU JOJDKEH OBITh BBIJCIICH OJHUM M TEM K€
cnocobom. IIpennodrurenbHbIM sBIsAETCS (PUKCUPOBAHUE JEKIIMOHHOTO MaTepHa-
Ja B BUAE TaOJIUL UM, €CIIU 3TO BO3MOKHO, OPTraHU3aMOHHBIX JHArpaMM.

JInsi HawIydiiero BOCHPHUSATHS MaTepHalla PEKOMEHIYETCs MucaTh KOH-
CHEKT pa300pUYUBBIM MMOUYEPKOM U MPUMEHSTH TOJIKO OOIICTPUHATHIC WM MOHST-
HbI€ JAHHOMY CTYJEHTY COKpalleHus. Kaxxaomy CTylIeHTy peKOMEHAyeTCsl pa3pa-
00TaTh UHAUBUYAJbHYIO CUCTEMY MOHSATHBIX €My COKpPAILEHHIA.

[Tocne mpocnymuBanus JEKUMU U CO3/IaHUS €€ KOHCIIEKTa 00yJaromeMycs
pPEKOMEHAYEeTCsl B TOT K€ JeHb BeuepoM B TedeHue 20-30 MUHYT IPOCMOTPETH
CBOM 3aITUCH B KOHCIIEKTE IO MOCJEAHEN JIEKIUH, 3aKPENUB TEM CaMbIM MPOIIeH-
HBI MaTepuasl. B ciiyyae Halu4yus HESICHBIX MOMEHTOB, TPEOYIOUIMX JIOIMOJIHU-
TEJIBHOTO Pa3bsICHEHUS MpenojaBaTesieM, MOATOTOBUTh CIMCOK BOIPOCOB, KOTO-
pble HEOOX0AMMO OYJIET 3a/1aTh MPENOJABATEIII0 HA CIACAYIOIIEH JIEKIIUN WU OJIu-
JKauIed KOHCyNbTaluuu. MOXHO HaWTU OTBETHI HAa 3aTPYIHUTEIBHBIE BOIIPOCHI,
UCIIOJIb3YsI PEKOMEHIYEMYIO JTUTEPATYPY.

Ha mpaktrueckux 3aHATUSX 00ydaroniuecs mpruoOpeTaroT HABBIKK MPAKTHU-
yeckoi paboTel 0 oopmIleHHIO T0KyMeHTOB. [locelienre npakTH4ecKix 3aHATHIA
SIBIISIETCS 00A3aTENbHBIM, TaK KaKk 0€3 HUX OCBOUTbH JaHHYIO JUCHUILIMHY CJIOMKHO.

1. IIpn mOAroTOBKE K MPAKTUYECKUM 3aHATUSM CIENYEeT U3y4YUTh TEOPETH-
YECKHE BOIIPOCHI, U3JI0)KEHHBIE B METOANYECKUX YKA3aHUSX.
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2. Pe3ynbTarhl BBINOJHEHUS MMPAKTUYECKUX 3aHITUN OLEHUBAOTCS IPErnoja-
BATEJIEM.

3. Pe3ynbTatoM MpakTUYECKOro 3aHATUS JOJDKEH ObITh JOKYMEHT, COCTaBJICH-
HBI! 110 BCEM HOpMaM U MpaBuiiaM o(pOpMIICHHUS YIIPaBIEHUYECKUX JOKYMEHTOB.

5. Pexomengauuu nmo paéorte ¢ TeCTOBOM cHUCTEMOI Kypca

Ilocne n3ydeHuss QUCHUIUIMHBI «/JOKyMEHTHPOBAHUE YNIPABICHYECKOU JEsI-
TEILHOCTU» OOYYaIOIIMMC HEO0OXOJMMO BBIMIOJIHUTH TECTOBbIE 3amanus. Cre-
u(uKa BBIMOJTHEHNS JAHHBIX 33JaHUM 3aKJIF0YAeTCsl B TOM, YTO BCE BOIIPOCHI HO-
CAT 3aKPBITHIA XapakTep, T.€. MPEIJIaraloTCs BAPUAHTBI OTBETA, U3 KOTOPHIX TOJIb-
KO OJMH IpaBUiIbHBIA. Hanpumep:

JlemonpousBoICTBO - 3TO:

a) OTpacib AesTeNbHOCTH, OOecreurBarollas JOKYMEHTUPOBaHUE U Opra-
HU3AIUI0 paboThl ¢ OQUIIMATBHBIMU JTOKYMEHTaMHU.

0) Bun nearenbHOCTH, CBA3aHHBIN C odopmiIeHHEM OGUITUATIBHBIX JOKY-
MEHTOB B cOOTBeTCcTBUU ¢ TpeOoBaHusiMu 'OCToB.

B) JlesTenbHOCTh, CBA3AHHAS C pEerucTpalueid, KOHTPOJIEM HCIOJHEHUS U
XpaHeHueM OPUIMaIbHBIX JOKYMEHTOB

Tema cunTaeTcsi OCBOEHHOM, €CJIM Ha BOMPOCHI TECTOB JaHbl He MeHee /0 %
MPAaBUJIbHBIX OTBETOB.

6. PexoMeHganmu 1o noAroToBKe K 3a4eTy

[Ipu moaroToBke K 3a4eTy 0cob0e BHUMaHUE CIEAyeT OOpaTUTh Ha ClIey-
IOLT1E MOMEHTHI:

1. OcHOBO# [IJ1s1 IOATOTOBKH K 3a4e€Ty SIBJISIFOTCS MMPOYMTAHHBIE B TEUCHHE
cemecTpa nekuuu. OJHaKO B Ka4eCTBE JIOTIOJHUTEILHOTO MaTepuana He00X0uMO
UCIIOJIb30BaTh PEKOMEHIOBAaHHBIE YUeOHBIE TOCOOUSI.

2. Tlpu moAroToBKe K 3a4eTy B Ka4eCTBE HATJISIIHBIX MOCOOMH HEOOXO0IMMO
HCIIOJI30BaTh MIPUJIOKEHUS K paboueit TeTpaau (00pasiibl JOKYMEHTOB).

OmnpIT mMpuemMa 3a4eTa BBISIBIII, YTO HAWOOJBIINE TPYIHOCTH MPHU MPOBEIe-
HUM 3a4€Ta BO3HUKAIOT IO CICAYIONIUM pa3aeiam:

- oopMJICHHE PEKBU3UTOB OPraHU3AIMOHHO-PACTIOPAIUTEIbHBIX JOKYMEH-
ToB (popmymsip-obpazen);

- JOKYMEHTHI, O(OPMIISIONINE MPEANPUHUMATEIBCKYIO NeATeIbHOCTh, B
YaCTHOCTH JIOTOBOP;

- opranu3zainus paboThl ¢ JOKYMEHTaMu (perucTpanusi, KOHTPOJIb HCIIOJIHE-
HUS, XpPaHEHUE JOKYMEHTOB).

Jliist Toro 4toObl n30exaTh TPYAHOCTEH MPH OTBETAaX IO BHIIIICHA3BAHHBIM
pazaenamM, peKoMeHIyeM OoJiee TIIaTeIbHO MOJOUTH K UX W3YYCHHIO, a TAK)KE HC-
M0JIb30BaTh MPU MOJATOTOBKE K 3adeTy dopMyisip-oOpasenr B paboueid TeTpaau.
Kpome Toro m00pocoBecTHOE BHITIOJHEHHUE 3aJaHUI HA MPAKTUYCCKUX 3aHATUAX B
pabodeil TeTpaau MOMOTaeT OCBOCHHIO ATHX BOTIPOCOB.
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BOHpOCLI K 3a4€Ty 110 TMCIHHUIIJIHHE.

1. Yro Takoe nem0npor3BOICTBO U KaK OHO MOKET OBITh OPraHU30BaHO HA MPEJ-

npusTan?

UTto Takoe JOKYMEHT U KaKOBa €ro poJib B YIPaBICHUYECKOU 1€ITeTbHOCTH?

Urto Takoe yHUUKALMS U CTAHIaPTU3ALMS YIIPABICHYECKUX TOKYMEHTOB?

Kaxue BUbI JTOKYMEHTOB CYILIECTBYIOT?

UYro Takoe GJIaHK IOKyMEHTa U B YEM COCTOUT €r0 3Ha4YeHHE IpU 0pOpMIICHUU

JIOKYMEHTOB?

Kakue ocoO0eHHOCTH XapaKTepHBI JJIs1 00IIero OTaHka U OJ1aHka Jijis mucemM?

TexHOoMOTHA 3aIUTHI JOKYMEHTHON WH(MOpMAITIH.

Kax opopmisiercs YcraB npeanpusitus?

. KakoBsl ocobeHHOCTH 0(hOpMIIEHUS ITATHOTO PaCIIUCaHUs?

10 KaxoBsl 00111e npaBuiia opopMIIeHUSI PaCHOPAIUTENBHBIX JOKYMEHTOB: T10-
CTaHOBJICHUS, PEIICHUS, PACTIOPSDKEHUSA U TIprKa3a?

11.Kakum o6pa3om odopmiiseTcs MpruKa3 o OCHOBHOM 1€ATEIbHOCTH?

12.Yt10 Takoe mpOTOKO U JUIsl 9ero OH OPopMIIseTcs?

13.B yeM 0COOEHHOCTH COCTABJICHHSI TIOJTHOW U KpaTKO (POpPMBI MpOTOKOJIA?

14 . Kakum 00pa3om o(hopMIISIOTCS AOKIIAIHbIE 3aITUCKH?

15.Kakue 1oOKyMEHTbI OTHOCATCS K JOKYMEHTAIMU 110 JUYHOMY COCTaBy?

16.Yto coboit mpencTapisieT TPYAOBOM IOTOBOP U KAaKUE CBEICHUS OH COJICPKUT?

17.Kto moanuchIBaeT TPy10BOM JOTOBOP, B CKOJIBKUX IK3EMIUISIpax OH 0hOpMIIs-
€TCsI U I/I€ OHU XPAHATCA

18.Kakue neiictBust 0hopMIISIOT ITPUKA3aMHU IO JUYHOMY COCTaBy?

19.B yeM ocoOeHHOCTH O(OpPMIICHHS MPUKA30B IO JINYHOMY COCTaBY?

20.Kakue cBeneHus 3aHOCSTCS B TPYIOBYIO KHIDKKY U KaK 0(hOPMIISIOTCS 3aIKCH B
HEW?

21.B kakux ciay4asx v Kakum o0pazoM oopmiseTcs AyOnukaT TpyJI0BOH KHIK-
Ku?

22 .Kaxum 00pa3oM BHOCSITCSI HK3MEHEHHSI B 3aIIUCH B TPYIOBOM KHIKKE?

23.Korna Beiaercst paOOTHUKY Ha PYKU TPYAOBAasi KHIDKKA U T/I€ XPaHAT HEBOC-
TpeOOBaHHBIC TPYAOBBIC KHIKKHU?

24.Kak odopmitsieTcst aBToonorpadus?

25.Kak opopMIISITOTCS paciicKa U JIOBEPEHHOCTh?

26.Kaxkoi nopsanok GopMuUpoBaHUs U BEJACHUS JIMYHOTO jAesa’?

27.Yto coboii mpeACcTaBiseT ClyXeOHOE MUCHEMO?

28.B yeM cocTosT 0COOCHHOCTH Pa3IMYHBIX BUJIOB CIIYKEOHOTO MUCchMa?

29.Kakue cinoBa 00ecreynuBarOT yCIex B J€JI0BOM MEepenucKe U B Y4eM COCTOUT
0COOCHHOCTH COCTaBJICHHSI TEKCTa MUChMa?

30.Kakyto popmy oOpaiieHus U moyemy cieyeT MPUMEHITh U KaKUMH (ppa3amu
0OBIYHO 3aKaHYMBAIOT MHUCHMO?

31. lokyMeHTbI, 0OPMIISIOIINE TPEATPUHUMATEIBCKYIO 1€ATEIbHOCTb.

32.Bunel 1 mpaBuiia opOpMIICHHUS JOTOBOPA.

o wn

© ™~ o
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33.[lonsATHE ¥ TIpaBUiIa COCTABICHUS MMPETEH3UOHHBIX JJOKYMEHTOB.

34.YT0 MOHMUMAIOT MO IOKYMEHTOOO0POTOM HPEITPUATHS?

35.Kak npoBoIT 00pabOTKy MOCTYIUBIIUX JTOKYMEHTOB?

36.KakoBbl mpaBuia 00pabOTKH OTIPABISIEMBIX TOKYMEHTORB?

37.Yto0 Takoe peructpanus JOKyMEHTOB U KaKOBa €€ poJjib B ACIONPOU3BOICTBE?

38.Kakue cymiecTByIOT TUIIBI PETUCTPAIMOHHBIX YUYETHBIX (hopm?

39.Kakwue 3a1auu pemaroTcs Mpy TOMOIIM CUCTEMBI KOHTPOJIS UCTIOTHEHUS TOKY-
MEHTOB?

40.Kak moxymeHT OepeTcs Ha KOHTPOJIb U B KAKOM MOMEHT OH MOYKET OBITh CHST C
Hero?

41.Yto Takoe Jeno u KakuM o0pazoM oHO hopmupyercs?

42.Kakue kputrepun GOpMUPOBAHHS JieJia BbI 3HaeTe?

43.Yto Takoe HOMEHKJIATypa Jei’?

44 KakoBBI TIpaBujIa XpaHEHUS JOKYMEHTOB B CTPYKTYPHBIX TIOJIpa3eICHUIX ?

45.YT0 Takoe apXHB U KaKHe BUIbl apXUBOB CYIIECTBYIOT?

46.Kakue (pyHKIIMH BO3JIAraroTcsi Ha apXuB?

47.Kakas nocneoBaTeIbHOCTh 0(hOpMIIEHHUS JIe] K ¢/laue B apXuB?

48.Kak mpoBoanTCS SKCIIEPTH3a [IEHHOCTH IOKYyMEHTOB?

49.KakoBbI 0COOEHHOCTH TIOTHOTO OGOPMIICHHS 1SN ISl apXUBHOTO XpaHEHUS?

50.Kak cocraBnsgroT onucu aei?

7. PekoMeHgaumuu mo padore ¢ JuTepaTypoit

B mporiecce ocBOeHMS TUCHIUTUIMHBI HEOOXOAMMO PETYIISIPHO 00pammaTbest K
CIIUCKY PEKOMEHOBAaHHOM JTUTEPATYPHI.

Paboty ¢ nutepaTypoil cieayer HauMHaTh CO 3HAKOMCTBA CO CIIHCKOM, B
KOTOPOM TIEPEYHCIICHBl OCHOBHAsI M JIOMOJIHUTENIbHASI JIUTEepaTypa, MepHoaude-
CKHE€, METOJUYECCKUE U WHBIC M3JJaHUs, MHTEPHETPECYPChl, HEOOXOAUMBIC IS pa-
OOTHI HA 3AHATHUSIX.

Heobxomumo oTMeTHTh, 4TO paboTa ¢ JUTEPATypol HE TOJIBKO IMOJIE3HA Kak
CpeICTBO OoJiee TIIyOOKOro M3ydeHHs JIF0OOM TUCIMILIMHBI, HO U SBJISICTCS HEOThEM-
JIEMOM YacThIO TIPO(PECCHOHATLHOMN JISSITEITBHOCTH OYAYIIEero PYKOBOJUTENS M CIICIIHU-
amncTa.

Pexomenayemasi surepartypa.

1. OcHoBHas JtUTEpPATYypAa.

1. lemonpom3BoacTBo : YueOHnoe nocodue / E.H. bacoBckas - M.: M3narens-
ctBo "®OPYM" : OO0 "Hayuno-uznarensckuii ientp MHOPA-M"- 2015. - 256 c.

2. Konoaoa C.H. JlokymMeHTarimoHHoe obecrieueHrne yrpaBieHus. YdeOHoe
noco6wue. / C.H. Konosanona, T.B. CaBuenko. - Boponexx:BI'AY — 2014 - 268 c.

2. lonoiHUTEIbHAS JIMTEpPaTypa.

1.beikoBa T. A. JIoKkyMEHTalIMOHHOE OOECIIEUEHUE YIIPABIICHHS HErocyaap-
CTBEHHBIX oOpranuzanuii: YuyeOHoe mocodue - MockBa: OOO "HayuHo-
m3parenbekuil nentp MHOPA-M", 2015 - 288 c.


http://www.catalog.vsau.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=30038&TERM=%D0%91%D0%B0%D1%81%D0%BE%D0%B2%D1%81%D0%BA%D0%B0%D1%8F,%20%D0%95%D0%B2%D0%B3%D0%B5%D0%BD%D0%B8%D1%8F%20%D0%9D%D0%B0%D1%83%D0%BC%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
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2.Ky3uenos [lenoBoe nmucbMo [dnekTpoHHbI pecypc]| / Ky3nemnos - Mockaa:
N3 parenbcko-Toprosas kopnopanus "Jlamkos u K", 2013 - 196 c.

3. llepunoguyeckue U3TaHUS

1. Kaagposuk. KaapoBoe nemonpou3BOJICTBO: €XKEMECSYHbIA Hay4dHO-
npakTHaecKkuit xxypHan / med.- pea. A. 5. Kubanos; ri. pea. JI. B. 3ynuna - M.:
[Tanopama, 2007

4. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAINIMOHHON CeTH
«HuTepHeT» (nasee — cerb «AHTEpHET»), HEOOXOAUMBIX JJIsI OCBOCHUS JUC-
LHUILIMHBI.

1. Koncynprant-tuiroc <URL: http://www.consultant.ru/
2. @enepanbHblil  00pa3oBaTeNbHbI TopTan «JOkoHomuka, Couuonorus, Me-

memkMmeny <URL: http://ecsocman.hse.ru/

3. DIIEKTPOHHBIE TIOJHOTEKCTOBBIE PECYPChHI

(http://library.vsau.ru/)

Hayunoit OuOmmuoreku BI'AY

HaumenoBanue pecypca

Ceenenus o nmpaBoobagaTe-
JIe

Anpec B cetu UaTepHer

9BC «Znanium.com»

000 «Hay4yHo-u3narenbCckuiil
uentp MHOPA-M»

http://znanium.com

9BC u3narenbcrBa «JIaHp)»

000 «M3narenscTBo Jlaupy»

http://e.lanbook.com

ObC usnparensctBa «lIpocnekt
HAYKN»

00O «IIpocnekT HayKu»

www.prospektnauki.ru

OBC «HammonanbHbl MHGPO-
Boi pecypc «PYKOHT»

000 «TPAHCIJIOI »

http://rucont.ru/

OneKTpoHHbIE HH(OPMALUOH-
Hele pecypcel ®T'BHY ITHCXb
(TepMHHAJ YOAJIEHHOTO JIOCTY-
na)

denepanbHOe TOC. OIOJKET-
Hoe yupexzacHue «LlenTpais-
Hasi Hay4yHas CEJIbCKOXO35H-
CTBEHHas OMOIMOTEKAY

http://www.cnshb.ru/terminal/

Hayuynas onextpoHHas Ouo6-
mnoreka ELIBRARY.RU

000 «PYHDb»

www.elibrary.ru

ONEKTPOHHBIM apXWUB JKypHa-
JIOB 3apyOEKHBIX U3/1aTEIIbCTB

HIT «HauuonaneHbIil Onek-
TpoHHO-MHpOpMaITMOHHBII
KoHncopunym»

http://archive.neicon.ru/

HammmonansHas
oubImoreka

AIIEKTPOHHAS

Poccuiickas rocynapcTBeHHast
Ooubaroreka

https://H30.pd/



http://www.consultant.ru/
http://ecsocman.hse.ru/
http://library.vsau.ru/
http://znanium.com/
http://e.lanbook.com/
http://www.prospektnauki.ru/
http://rucont.ru/
http://www.cnshb.ru/terminal/
http://elibrary.ru/
http://www.elibrary.ru/
http://archive.neicon.ru/
https://%D0%BD%D1%8D%D0%B1.%D1%80%D1%84/
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