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INEPEYEHb CAMOCTOSATEJ/IBHBIX PABOT

No HasBanue Kon-Bo
4acoB

1 | CamoctositenbHast pa6ota Nel  JIOKyMEHTONOTOK H  JIOKYMEHTOOOOPOT 2
OpraHH3alyy.

2 | CamocrosrenbHas pabora Ne2 IlpaBuna HanmucaHus AaT U CHOCOOBI COKpPALICHHUs 2
CJIOB B JOKYMEHTAaX.

3 | CamoctositenpHas pabora Ne3 «Odopmienue pekBU3UTOBY». OpraHu3alMoHHbIE 4
JIOKYMEHTBI.

4 | CamocrosarenbHas pabora Ne 4 Tekcrosbiii pegakrop WORD. Ero ocHoBHbIE 4
ommuu. Pabora ¢ TabIHUIIaMu.

5 | CamoctositensHas padota Ne5 Tekct nokymenta Ilucemo. Jlnunbie u Oe3nnyHbIe 2
KOHCTPYKLIUHU TEKCTa.

6 | CamoctositenpbHast pabora Ne 6. Tpancnoprasle mokymeHThl. CocraB 4
00s13aTeNIbHBIX PEKBU3UTOB JUIsl TPAHCIIOPTHBIX JIOKYMEHTOB.

7 | CamoctositensHas padota Ne 7 OpopmieHne T0KyMEHTOB 0 TUYHOMY COCTaBY. 2

8 | CamocrositennbHas pabora Ne 8 «OcoOEHHOCTH TEKCTa PacHoOpsSIUTENbHBIX 2
JIOKYMEHTOBY.

9 | CamoctostenbHast pabota Ne 9 «OnektpoHHble oducHbIE cucTeMmbl. CucTema 2
ABTOMATH3allMHU JEJIOMPOU3BOJICTBA U AJIEKTPOHHOT'O IOKYMEHTO000pOTaY.
Hroro 24




HOACHUTEJBHAA 3AIINCKA

MeTtonuueckoe mocodue npeaHazHaveHo /sl CTYIEHTOB BCEX CIIEUATbHOCTEM
KoJuieaka (0a30BOTO ypOBHS).

CamMocTosiTeNnbHBIE PA0OTHI TPOBOMATCA I MPUOOPETEHUS MPAKTHICCKUX
HABBIKOB, MOBBIIICHHUS U UCIOJIb30BAaHUS MOJYYEHHBIX 3HAHUM, 4TOOBI CTYJE€HT MOT
COCTaBJISITh U OPOPMIISITH JIOKYMEHTHI yIpaBieHYeckoro xapakrepa corsiacHo ['OCT
P 7.0.97-2016 r. Mor npuMeHSTh NPAKTUYECKHWE HABBIKU IIPU HCIOJb30BAHUU
NEPCOHANBHBIX KOMIIBIOTEPOB. YMETh, MNPUMEHS O(PUIUATLHO-JEIOBONH CTHIIb,
IPaMOTHO COCTaBJIATh TEKCThI YIPABJIEHYECKUX JOKyMEHTOB. B mpouecce
BBITIOJIHEHUSI CAMOCTOSITENIBHBIX Pa0OT CTYIEHTHI 3aKPEIUISIIOT TEOPETUYECKUE
3HAHMSI, Y4aTCsl IPOBOAUTH CAMOAHAIIN3 U3yUYEHHON NH(POPMALIHH.

B pesyaprare ocBoeHus y4eOHOM AMCHMIUIMHBI  OOydYaromuiics, B
COOTBETCTBHHU C KBATU(PUKALIMOHHBIMU TPEOOBAHUAMHU JIOJKEH

Hmems npedcmasnenue:

o 0 3aKOHOMEPHOCTAX (YHKIIMOHUPOBAHKS PHIHOYHBIX MEXaHU3MOB Ha

MHUKPO U MAKPOYPOBHAX U MCTOJAAX I'OCYAAPCTBCHHOI'O PETYJINPOBAHUA Y9KOHOMHKH,

o 0 XapaKTEePHBIX YEPTaX COBPEMEHHOI'O0 MEHEKMEHTA;
ymems.
o 0(OpMIISITH JOKYMEHTHI OpraHU3allMOHHO-PACTOPSAIUTEIbHbIE,

WH()OPMAITMOHHO-CITPABOYHBIE, TOKYMEHTHI OTPACIIH;

o COCTaBJISITh, PEAAKTUPOBATH U (POPMATUPOBATH TEKCT JOKYMEHTA,;

o OCYIIECTBIAThH pabOTy MO 3aBECHUIO A€M, NX (OPMUPOBAHUIO U
XpaHEHUIO;

o BBITOJIHATH JIO0YI0 padoTy, Kacaroulyocs AeI0NPOU3BOICTBA U

AOKYMCHTAIIMOHHOTI'O oOecrieueHus YIPABJICHUS,

L ucmoas3oBath I1K AJIs1 aBTOMATU3alH JACJIOIIPON3BOACTBA,
3HAMb.
L OCHOBBI JIOKYMCHTALIMOHHOI'O oOecrneyeHus YIIPpaBJICHUA,

L OCJIN 1 3aaa491 JOKYMCHTAIIMOHHOI'O o0ecreyeHus YIIPABJICHUA,



L TCPMUHOJIOTHIO B oOacTn JAOKYMCHTAIITMOHHOT' O oOecreyeHus

yIIpaBJICHUS;
° MOHATHE JOKYMEHTA, KOPPECIIOHACHIIMU U JIEJIOIPOU3BOJICTBO;
° KJIAaCCU(DHMKAITMIO U BUJIBI IOKYMEHTOB YIIPABJICHUECKON JEATEIHHOCTH,
° BHUJIbI OTPACIIEBBIX JOKYMEHTOB;
° oO11Ke MpaBuiia COCTaBICHUS U 0(hOPMIICHUS TOKYMEHTOB;
° MOPSJIOK 3aM0JIHEHUS OCHOBHBIX PEKBU3UTOB OPraHU3allMOHHO-

pacopAaIuTCIbHBIX U I/IH(bOpMaL[I/IOHHO-CHpaBO‘-IHBIX JAOKYMCHTOB,

. HOPSIOK PErMCTPAILMU, XPAHEHHUS U TTOUCKA JOKYMEHTOB H JICIT;
o MIpaBHJIa COCTABJICHHSI HOMEHKIIATYPHI JCI;
o 0CcoO0eHHOCTH 0(DOPMIICHHS OPTAHU3AIMOHHO-PACTIOPAIUTEIBHBIX U

I/IH(bOpMaIII/IOHHO-CHpaBO‘{HLIX JOKYMCHTOB;,

o penakTopsl Microsoft Office Word; Microsoft Office Excel;

o 0COOEHHOCTH O(DUIMATIEHO-IEIOBOTO CTHIIS;

o OCOOEHHOCTH CTaHJApPTU3aIMU OPUIIHATEHO-/IEJIOBOTO CTHJIS;

o SI3BIK ¥ CTHJIb OPTaHU3aI[MOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB;
o SI3BIK ¥ CTHJIb MH(POPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB;

pequoﬁ OTHKCT JOKYMCHTA, OJ3JICMCHTBI AIMHUHHCTPATHBHOI'O PCUYCBOI'O

OTHUKCTA.



KPUTEPUU OLHEHUBAHUA CAMOCTOATEJIBHBIX PABOT

CaMocTosTeIbHAas pa60Ta

Kputepuu onieHuBaHUS

CamocTosrenbHas pabora Nel
JIOKyMEHTOIIOTOK U
JOKyMEHTOOOOPOT OpraHHU3aIHH.

OneHka «5» - COCTaBJIEH KOHCIIEKT M CTYJEHT OTBETHJI Ha 4
BOIIpOCa MPENo1aBaTesl.

OneHka «4» - COCTaBJIEH KOHCIEKT M CTYJIEHT OTBETHJ Ha 3
BOIIpOCA MPENOoIaBaTesl.

OneHka «3» - COCTaBIIEH KOHCIIEKT M CTYAEHT OTBETHWJI Ha 1-2
BOIIpOCA MPENoaBaTesl.

Orenka «2» - paboTa HE BBITIOTHEHA.

CamocrosiTenbHas padora Ne2
[IpaBuna HanMcaHus aaT U
CIoCcOOBI COKpAIIEHHUS CIIOB B
JOKyMEHTaXx.

OneHka «5» - COCTaBJIEH KOHCIEKT M CTYJIEHT OTBETWI Ha 3
BOIIpOCa IpenojaBaTessl.

Onenka «4» - cOCTaBJIEH KOHCHEKT M CTYJIEHT OTBETWJ Ha 2
BOIIpOCA IpenoaBaTessl.

Onenka «3» - COCTaBJIEH KOHCHEKT M CTYJEHT OTBETWJI Ha |
BOIIPOC IpenoaBaTessl.

Orenka «2» - paboTa HE BBITIOJTHEHA.

CamocrostenpHas padora Ne3
«OdopmiieHre PEKBU3UTOBY.
Opranu3zaiiuoHHbIE TOKYMEHTHI.

OrneHka «5» - COCTaBJICH KOHCIIEKT M CTYJEHT OTBETHJI Ha 4
BOIIPOCA MPEMnoaBaTes.

OrneHka «4» - COCTaBJICH KOHCIIEKT W CTYJEHT OTBETHJI Ha 3
BOIIPOCA MpEnoaBaTes.

OneHka «3» - COCTaBJIEH KOHCIEKT U CTYAEHT OTBETHJI Ha 1-2
BOIIPOCA MpEnoaBaTes.

OreHka «2» - paboTa HE BBINOJHEHA.

CamocrosTenbHas padorta Ne 4
Texcrosbili penakrop WORD.
Ero ocHoBHbie onuu. Pabora ¢
TaOJIUIIAMU.

Onenka «5» - COCTaBJI€H KOHCHIEKT M CTYJEHT OTBETW] Ha 4
BOIIpOCa MpenoaBaTessl.

Onenka «4» - cOCTaBJIE€H KOHCIEKT M CTyJIEHT OTBETWI Ha 3
BOIIpOCa MpenojaBaTessl.

Onenka «3» - cOCTaBJIEH KOHCHEKT U CTYJIEHT OTBETHJ Ha 1-2
BOIpOCa MpenojaBaTessl.

Omnenka «2» - paboTa He BBITIOJIHEHA.

CamocrosrenbHas pabora NS
Texker nokymenta Ilucemo.
JInunHble U Ge3NUYHbIE
KOHCTPYKLIUU TEKCTA.

OueHka «5» - COCTaBIIEH KOHCIIEKT M CTYJIEHT OTBETHJ Ha 4
BOITPOCA MPEIo aBaTels.

OueHka «4» - COCTaBJIEH KOHCIEKT U CTYJEHT OTBETHJ Ha 3
BOITIPOCA MPEIo aBaTes.

Ouenka «3» - COCTaBIIEH KOHCIEKT U CTYAEHT OTBETHJI Ha 1-2
BOITPOCA MPEIoaBaTes.

OreHka «2» - paboTa HE BBINOJHEHA.

CamocrositenbHas padora Ne 6.
TpaHcrOpTHBIE TOKYMEHTHI.
CocTtaB 00s13aTeNbHBIX
PEKBU3UTOB JUIsl TPAHCTIOPTHBIX
JOKYMCHTOB.

OneHka «5» - COCTaBJIEH KOHCIIEKT M CTYJEHT OTBETHJI Ha 4
BOIIpOCa MPENo1aBaTesl.

OneHka «4» - COCTaBJIEH KOHCIEKT M CTYJEHT OTBETHJ Ha 3
BOIIpOCa MPENOoIaBaTeNsl.

OneHka «3» - COCTaBIIEH KOHCIIEKT M CTYAEHT OTBETHWJI Ha 1-2
BOIIpOCa MPENo1aBaTesl.

Orenka «2» - paboTa HE BBITIOTHEHA.

CamocrosTenbHas padora Ne 7
OdopmiieHne JOKYMEHTOB 110
JTUYHOMY COCTaBYy.

Onenka «5» - COCTaBJIEH KOHCHEKT M CTYJIEHT OTBETW]I Ha 4
BOIIpOCa IpenojaBaTessl.
OneHka «4» - COCTaBJIEH KOHCIEKT M CTYJIEHT OTBETWI Ha 3
BOIIpOCa IpenojaBaTessl.
Onenka «3» - cOCTaBJIEH KOHCHEKT M CTYJIEHT OTBETWI Ha 1-2
BOIIpOCA IpenoaBaTessl.




Onenka «2» - paboTa He BHIIOIHEHA.

CamocrositenbHas padora Ne 8
«Oco0eHHOCTH TEKCTa
pacioOpsIUTENBHBIX
JIOKYMCHTOB).

OmeHka «5» - COCTaBJICH KOHCIIEKT M CTYACHT OTBETHJ Ha 5
BOIIPOCOB NPENOAABATEIS.

Onenka «4» - cOCTaBJIEH KOHCIEKT M CTYJIEHT OTBETW]I Ha 4
BOIIpOCa IpenojaBaTessl.

Onenka «3» - COCTaBJIEH KOHCIEKT M CTYJIEHT OTBETWI Ha 3
BOIIpOCa IpenojaBaTessl.

Orenka «2» - paboTa He BBITIOJIHEHA WJIM COCTABIICH KOHCIICKT,

HO CTYJIEHT OTBETHJI Ha 1-2 BoIpoca mpernoaaBaTesl.

CamocrositenpHas padora Ne 9
«DNEeKTpOHHbIE O(HUCHbIE
cucreMbl. Cucrema

OueHka «5» - COCTaBJIEH KOHCIEKT U CTYJEHT OTBETWJI Ha 4
BOITPOCA MPENoaaBaTes.
Ouenka «4» - cocTaBjieH KOHCIEKT U CTYJEHT OTBETHJ Ha 3

aBTOMATH3AIUN BOITPOCA MPENoaaBaTes.
JIETTONIPOU3BOJICTBA U Ouenka «3» - COCTaBJIEH KOHCIIEKT U CTYyJAEHT OTBETUJ Ha 1-2
3JIEKTPOHHOTO BOITPOCA MPENoaaBaTes.

JTIOKYMEHTOO00POTaY. OreHka «2» - paboTa He BBINIOJHEHA.




CAMOCTOATEJIBHBIE PABOTBI U METOANYECKHUE
YKA3ZAHUA K HUM

CAMOCTOSATEJIBHAS PABOTA Nel
«/I0KyMeHTONMOTOK U IOKYMEHTOO0OPOT OPraHu3aiumn».

1. MeToanyeckue yKa3aHMsi:

JIoOKyMEHTOOOOPOT — 3TO NBMKCHHE JOKYMEHTOB B OpraHU3AIMM C MOMEHTA
WX CO3JaHUSl WU TOJYUYEHUsS 10 3aBEPIICHUS MCIIOJIb30BAHUS WM OTHpaBKH. [1yTh
JIBUKEHUS JIOKYMEHTOB B OpTaHM3AaIllMd BCETJa MPEAOINPEACIICH TMPUHATHIM
YIPABJICHUYECKUM IIPOIIECCOM B opraHu3anuu. [lopsaok MPOXOKICHHS 3aBUCUT OT
YETKOTO pasjelieHus (YHKIHA MEXIy CTPYKTYPHBIMH IOApPA3ACICHUSIMH U
COTPYJHHKAMH, a TAKXKE OT JEICHHS TTOTHOMOYNI PYKOBOIUTENS OpraHU3aIlACH.

B pesynbTaTte u3ydeHus TeMbl CTYJICHT JOJIKEH 3HATH:

- IOPSAZIOK CO3/IaHUs U IBIDKEHUS JOKYMEHTOB B OpTraHU3aIlNH;

- IOHATHUS TOTOKA BHYTPEHHEH IOKYMEHTAINN;

- OCHOBHOW TOPSAOK PETUCTPAllMUd BXOJAIICH JOKyMEHTAllMu U €€
o opMIIeHHE;

- MpaBUJIa TIOITOTOBKH JIOKYMEHTOB Ha COTJIACOBAHUE U TIOJIITHUCH;

- 00paboTKa JOKYMEHTOB, MMOJISKAIINX K OTIPABKE.

2. 3apanmue:

N3yuuTh MaTepua, COCTaBUTh KOHCIIEKT U OTBETUTH Ha BOTPOCHI.

BOHpOCBI 1 CAMOKOHTPOJIA:

1.  Yro Takoe JOKYMEHTOIIOTOK?

2 Bupl 1OTOKOB JOKYMEHTOB U UX OIpEIeSICHUs?

3. Yem xapakTepusyeTcs COAEpKaHUE TOKYMEHTONOTOKA?
4 OT 4ero 3aBUCHUT HaIIPaBJIEHUE JOKYMEHTOIIOTOKA?

CAMOCTOATEJIBHASA PABOTA Ne2
«[IpaBuJia HAMMCAHKUA JAT U CIIOCOOBI COKPALLECHHUS CJI0B B JOKYMEHTAX».

1. MeToanyeckue yKa3aHusi:



[Ipu  odopmiileHMHM  NOKYMEHTOB  cieqyeT u30eraTtb  ymnorpeOieHus
COKpAILICHHBIX CJIOB, HAaWMEHOBAaHMS YIOMHHAEMBIX OPraHOB, YUPEXKJACHUN U
OpraHM3alMii TPHUBOJATCS B TOJHOM COOTBETCTBHM C UX OQUIHAIBHBIM
HaUMEHOBaHHEM. B MpUIOXKEHUSIX K yKa3zaM, paclopsDKeHUSM M MOCTaHOBJICHUSM
[IpaBuTenscTBA BCE COKpAIlEHUS CIOB W HAUMEHOBAHWW JIOJDKHBI  OBITh
OOLIETPUHATHIMH.

[Ipn HEOOXOUMOCTH MHOTOKPATHOTO YIMOTpeOJIeHUS HAMMEHOBAHUS OpraHa,
€ro MOApa3JeICHUS, YUPEKICHHSI, OPraHU3aIi B paMKaxX OJHOTO JOKYMEHTa MpHU
NEPBOM YINOMHMHAHUU TMPHUBOJUTCS €ro IOJHOE, a B CKOOKax COKpalIeHHOE
HAaUMEHOBAaHME, HANPUMEpP, KOMHUTET IO BOINPOCAM 3alMCH AaKTOB TI'PaXkJIaHCKOIO
coctostHusi OpeHOyprckoit obnactu (nanee — komutet 1o Borpocam 3AIC).

B  ojummanpHBIX  JOKyMEHTax  HE  JIOMyCKaeTcs  ymnoTpeOiieHue
cokpatenus «P®» Bmecto cinoB «Poccurickas Oenepans».

B pe3ynbraTe n3yueHus: TeMbl CTYJCHT JOJIKEH 3HATD:

- HanMcaHue OyKBEHHBIX ab0OpeBHaTyp;

- HallMCaHWe YMCIIOBBIX 3HAYCHUI BEINYNH;

- oopMIIEHHE CHOCOK, O()OpMIIEHHE TPUMEUYaHHI;

- 0COOEHHOCTHU HaNMCAHUA JaT U YHCEl;

- HalMcaHue OTAENbHBIX HAMMEHOBAHUH, CIIOB M CIOBOCOYETAHUIA.

2. 3ananmue:

W3yunth MaTepuan, COCTaBUTh KOHCIIEKT U OTBETUTH Ha BOMIPOCHI.

Bomnpocs! i1 caMOKOHTPOJIA:

1. Haiite onpenenenue: Uro takoe lata?
2. IToHsiTHE €MHULIBI BpEMEHU?
3. UYro takoe ['puropuanckuii kaaeHaapb?

CAMOCTOSATEJIBHAS PABOTA Ne3
«Odopmiienne pekBU3UTOBY». OpraHu3alMOHHbIC JOKYMEHTbI».

1. MeToauyeckue yKa3aHus:
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PexkBusutr nokymeHta PekBU3UT JOKYMEHTa — 0O0S3aTEIbHBIM JJIEMEHT
opopmienuss opunmanbHoro  jgokymeHta. CocTaB  PEKBU3WUTOB, KOTOpPbBIC
UCIIOJIB3YIOTCA ~ NpU  TMOJArOTOBKE U opopMieHUn OpraHu3alHOHHO-
pacropsiaAuTeNbHbIX J0KyMeHTOB, omnpexaensercs [OCTom P 7.0.97-2016 r.
«Cucrema cTaHmapToB mo uHdOpManuu, OMOJIMOTEUHOMY U U3JIATEIIbCKOMY JEmy.
Henonpouns3BoactBo U ApxuBHOe Aeno. TepmuHbl u onpeaeneHus». Kpome aroro
nanHblii ['OCT ycranaBnuBaeT TpeOoBaHUs K 0OPMIICHUIO PEKBU3UTOB, 3aKPEILISET
CXEMbl HMX PACIOJOXKEHUS U  BBIACISIET PEKBU3UTHI, KOTOPHIC  JIOJKHBI
MCIIOJIb30BaThCA MPU U3TOTOBJIEHUH OJIAHKOB JJOKYMEHTOB.

B pe3yinbrare uzydeHusi TeMbl CTYAEHT JOJIKEH 3HATh:

- COCTaB OCHOBHBIX PEKBU3UTOB B OPraHU3alMOHHBIX JOKYMEHTAX;

- IpaBuUJia HATMCAHUS PEKBU3UTOB B OPraHU3AIMOHHBIX IOKYMEHTAX;

- KJTacCU(PUKALMIO OPTaHU3aLUOHHBIX JOKYMEHTOB;

-  PEKBU3UTHI OPraHU3alMOHHBIX JIOKYMEHTOB, YCTAHABJIMBAIOIIUE UX
IOPUUYECKYIO CUITY.

I'oCt P 7.0.97-2016 r. «Cucrema crangaproB 1o uHpopmanuwy,
OUOIMOTEUHOMY M M3JaTeNbCKOMY neny. Jlenonmpou3BoACTBO U ApXHBHOE [EIO.
Tepmunsbl u onpenenenus». (npuuAar lIlpukazom Poccranaapra ot 25.05.2017 N 435-
CT, BBeJieH B AekicTBue 1 urons 2016 roga).

2. 3ananmue:

N3yuuTh MaTepual, COCTaBUTh KOHCIIEKT U OTBETUTH Ha BOMPOCHI.

Bomnpocs! i1 caMOKOHTPOJIA:

l. [TpuBenuTe npUMepsl OpraHU3aLMOHHBIX JOKYMEHTOB.

2. Bxoaur nm B cocTaB OpraHM3alMOHHBIX JIOKYMEHTOB PEKBU3UT
«Anpecar»?

3. Ubs moanmuch CTaBUTCS HA OPraHU3Al[MOHHBIX JIOKYMEHTaX?

4. Ilepeuncnure o0s3aTeNbHbIE PEKBU3UTHI OpPraHU3aOHHBIX
JOKYMEHTOB.
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CAMOCTOSATEJBbHASA PABOTA Ne4
«TekcroBbliii penakrop WORD. Ero ocHoBHble onunu. Padora ¢
Ta0JIULIAMMY.

1. MeToanyeckue ykasaHus:

VYropaBieHUeCKHE JOKYMEHTBI CO3/Al0TCS MPU HCIONb30BAHUU TEKCTOBOTO
penaktopa Microsoft Office Word. s npaBuibHOro M rpaMOTHOrO HANMCAHUS U
COCTAaBJICHUS PEKBU3UTOB JIOKYMEHTOB HY>KHO HUCIIOJIb30BaTh 3alPOrpaMMHUPOBAHHbIE
MaKpOKOMaH/Ibl, OIIIMU U BO3MOKHOCTU TEKCTOBOI'O PEAAKTOPA.

OcHOBBI pabOTBl B TEKCTOBOM pEJaKTOpe Bbl TMOJYYWIM Ha YpOKax
uHopMaTUKU W cpenHen mkose. s Gosiee TIIyOOKOTO M3y4eHUsS] BO3MOKHOCTEH
IPOrpaMMBbl COCTaBJIEHbI METOJUYECKUE pEKOMEHAAMH 17151 paboTel B MS Word.

B pe3ynbTaTte u3ydeHus TeMbI CTYJIEHT JOJIKEH 3HATH:

- KaK MpHY NOMOUIY BCTAaBKH TaOJIUIbI pa3/IeIUTh JOKYMEHT Ha JBE YacTH;

- KaK MCMOJb3ys 3HAKU TaOYJSLMU BBICTABUTH PETUCTPALMOHHBIA HOMEp H
MOJIMKCH CTPOTO 1O JTUHEHKE;

- KaKye ropsiyue KJIaBUILIU UCIOJIb3YIOTCS IPU POpPMAaTUPOBAHUU IOKYMEHTOB;

- Kak AaBTOMAaTHYECKH BCTaBJIATh JJIEKTPOHHBIA aapec O(OpPMIEHHOTO
JOKYMEHTA.

2. 3apanmue:

N3yuuTh MaTepHall, COCTABUTh KOHCIIEKT U OTBETUTH Ha BOMPOCHI.

Bomnpocs! 11 caMOKOHTPOJIA:

1. I'ie pacnonaratorcs 3HaKy TaOYJISILMU U KaK UX MOXHO HACTPOUTH?

2. Kakum 00pa3oM MOXXHO aBTOMaTHYECKM W3MEHMTb pPEructp OykB
TekcTa’?

3. BBINIOJIHMB ~ KaKyr0  KOMaHJy, MOKHO BCTAaBUTb  3JIEKTPOHHBIN

UJCHTU(DUKATOP DIIEKTPOHHOM KOTHH IOKyMEHTa?
4. Kak rpamoTHO (hopMuUpOBaTh KaTajaoru Npu COXPaHEHUH TOKYMEHTOB Ha

[1K?
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CAMOCTOATEJIBHASA PABOTA NeS
«Teker noxymenra Ilucbmo. JInunbie 1 0e3JIHYHbIE KOHCTPYKIMH
TEKCTa».

1. MeToanyeckue ykasaHus:

[lenoBple mHCbMa MMEKOT ONPEAECIEHHBIE MpaBUia COCTABICHUSA U
opopmIIeHUSI, K HHUM TPEIBABISIIOTCS  TpeOOBaHUs, OOYCIOBIECHHBIE  MX
NPUHAIIICKHOCTBIO K HMH()OPMAIMOHHO-CIIPABOYHBIM  JIOKyMeHTaM.  [lpu
COCTaBJICHUH IKHCbMa aBTOP JAOJDKEH JETaJbHO NPOAyMaTb, ¢ KAKOM LEIbIO OH
COCTaBJIIET MHCHMO, Ha YTO PACCUMTBIBAET B pe3yJsibTare ero paccmorpeHus. OH
JIOJIKEH YETKO MPOSICHUTH JUIsl ce0s1, YTO aJipecaTy M3BECTHO O MpeaMeTe MUchma, Ha
YTO OH MOXET OINEPEThCS KaK HAa MCXOJHYIO TOYKY M KakoBa HOBas MH(opManus,
€Ille HE U3BECTHAs aJpecaTy, paJiyd COOOIIEHHs] KOTOPOH U cocTaBiigeTcs nucbMo. Ot
LEJeBOM YCTAHOBKM MHUCbMa OyJeT 3aBUCETh W XapakTep apryMeHTaluuu, u
KOMIIO3ULINS TEKCTA.

B pe3ynbrare u3ydeHusi TeMbl CTYAEHT JOJIKEH 3HATh:

- 3Tamnbl OATOTOBKU U COCTABIICHUS ITUCEM;

- CTPYKTYpY TEKCTa E€JI0BOI0O IHCbMA;

- CTWJIb HAITUCAHUS TEKCTA IOKYMEHTA;

- HWCIOJb30BAaHWE JMYHOCTHOM M OE€3JIMYHOCTHOM KOHCTPYKUUH IpH
COCTaBJICHUH O(QUIIUAIBHO-/IEJIOBBIX ITHCEM.

2. 3apanmue:

N3yunth MaTepuan, COCTaBUTh KOHCIIEKT U OTBETUTH HA BOITPOCHI.

BOHpOCBI 1 CAMOKOHTPOJIA:

1. Haiite onpenenenre opuIMaIbHO-/1EI0BOTO CTUIISL TUCHMA.

2. HazoBute ocHOBHBIE TPEOOBAHUS K JIETIOBOMY CTHIIIO?

3. [lepeuncnure 3aKOHOMEPHOCTH YMOTPEOJIECHUS TUYHOTO M OE3JIMYHOTO
IIPEUIOKEHHMN.

4. CokpailieHusi, TPUMEHSEMbIE B J€JIOBOW pEUH.

13



CAMOCTOATEJIBHAS PABOTA Ne6
«TpancnoprHbie 10KyMeHThI. CocTaB 00513aTeJIbHBIX PEKBU3UTOB /IS
TPAHCHOPTHBIX IOKYMEHTOB.

1. MeToanyeckue ykasaHus:

Tpancnopt sBAsS€TCA OCHOBHBIM CBSI3YIOIIMM 3BE€HOM OJKCHOpTEpa U
UMIIOPTEPA, BAXKHBIM 3JIEMEHTOM IPU BBINOJIHEHUH KOHTPAKTHBIX 00SA3aTENBbCTB IO
nocraBke ToBapoB. [Ipy miaHupoBaHUM OTIIPaBKU Ipy3a U BHIOOpE BUA TPAHCIIOPTA
ClelyeT THIATEJbHO aHAJIU3UpPOBATh cienyiomue ¢akropsl: — Bua rpysa. B
HEKOTOPBIX CIIy4asiX HET BO3MOXKHOCTHU BbIOOPA: CKOPOMOPTSIIKUECS IPy3bl MOJJIeKAT
NEPEBO3KE aBUATPAHCIIOPTOM WM B BaroHax-pedprkepatopax, U, Hao0OpOT,
aBHANEPEBO3Ka HENOINYCTUMa [UI JIETKOBOCIUIAMEHSIOIINXCS, B3PBIBOONACHBIX
I'Py30B.

B pesyinbrare u3ydeHus: TeMbl CTYAEHT JOJDKEH 3HATh:

- KJIIaCCU(PUKALIUIO TPAHCIIOPTHBIX TIOKYMEHTOB;

- BUJIBI IIEPEBO30K;

- 00s3aTeNIbHbIE PEKBU3UTHI, UCIOJIb3yEeMbI€ ISl COCTaBJICHUS! TPAHCIOPTHBIX
JOKYMEHTOB;

- KAKU€ JOKYMEHTBI OTHOCATCS K OTIPY304YHBIM;

- KakMe JOKYMEHTbl O(QOpMISIOTCS TMpPU TNEPEBO3KE TIPYy30B  MEKIY
I'Py30IIEPEBO3YMKOM U IPY300TIPABUTEIIEM.

2. 3apanmue:

N3yunth MaTepuan, COCTaBUTh KOHCIIEKT U OTBETUTH HA BOITPOCHI.

BOHpOCBI 1 CAMOKOHTPOJIA:

1. YT0 Takoe YHHUBEPCAIbHBINA TPAHCIOPTHBIA TOKYMEHT?

2 [lepeuuncnaute BUIBI IEPEBO30K?

3. Kakue Buibl U3BEIIEHUH OPOPMIISIFOT B TPAHCIIOPTHBIX IOKYMEHTAX?
4 B 1uem 0cOOEHHOCTD KeNe3HOI0POKHBIX TEPEBO30K?

CAMOCTOATEJIBHASA PABOTA Ne7

«O(l)OpMJIeHI/Ie AOKYMEHTOB 110 TUYHOMY COCTaBY».
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1. MeToauyeckue yKasaHus:

PacnopsnurenbHas JEATEIbHOCTh OPraHOB YIPAaBJIEHUS BKIKOYAET TaKkKe
pelieHrne BOMPOCOB MOI00pa U PacCTaHOBKHU KaJpoOB, MpHeMa TpaxkJaH Ha padoTy,
MepeBoJia Ha APYryr0 padOTy M YBOJBHEHUSI, 3aYMCICHUS W OTYUCIIECHUS U3 BY3a.
JIOKyMeHTHI, co3/laBaeMble TP OPOPMIICHUH TIPUEMA, YBOJIBHEHUS U TIEpEMEIIECHUS
COTPYJHUKOB, TMPEJOCTABICHUM OTMYCKa, TOOILIPEHUS, COCTABISIOT TPYIILY
JOKYMEHTOB M0 JIMYHOMY COCTaBy. OJTO — TMpPHUKa3bl IO JUYHOMY COCTaBy,
3asBJICHUS, XapPaKTEPUCTUKHU, TPYJAOBbIC KHI)KKU, JIMUYHbIE KApTOUKH, a TaKXKe BCE
JOKYMEHTBI, BXOJISIIIINE B TUYHOE JIETIO.

3HadeHHe KaJpOBbIX JIOKYMEHTOB ONPEETSETCS TEM, YTO B HUX (UKCUPYIOTCA
CBEJICHMS, HEOOXOJMMBIE [IJIi OCYILECTBJICHUS TpaKJaHaMH TMpaBa Ha TPy,
oOpa3oBaHue, ICHCUMOHHOE 00SCIICUCHHE U T. I.

B kpynHBIX ydpexaeHUsIX paboTy ¢ KaJpOBBIMH JOKYMEHTAMU BEAYT OTIEIbI
kaapoB. B Hebonbmmx ¢upmax 3Ty paboTy BeeT cekpeTapb. B ero 3amauud He
BXOJIUT TOA00P KaJpOB, MPOBEPKA KOMIIETEHTHOCTH U CTENEHU IpodeccruoHanusma,
MOCTYMAIOIIET0 Ha padoTy. DTO JieJaeT PYKOBOACTBO WIH CICIIUAIBHO BBIJICJICHHBIC
corpynauku. Ho odopmnenue mnpuema Ha paboOTy, NEpeBOJOB, YBOJbHEHHIA,
OTIYCKOB, KOMaHAUPOBOK, IIPH OTCYTCTBUH OT/IE€JIa KaJAPOB, BBIIOJIHSAET CEKPETAPb.

B pesynbrare uzydeHusi TeMbl CTYAEHT JOJIKEH 3HATh:

- KaKie JOKYMEHTBI OTHOCSTCS K IOKYMEHTaM IO JITYHOMY COCTaBY;

- TEpEeYeHb PEKBU3UTOB, U3 KOTOPBIX COCTOSAT JOKYMEHTHI IO JIMYHOMY
COCTaBy;

- KaKkue JOKyMEHTHI 0(OPMIIIIOTCS TIPU NpueMe Ha paboTe;

- CPOKH XpaHEHHS JOKYMEHTOB I10 JTUYHOMY COCTaBY.

2. 3ananmue:

N3yunth MaTepuani, COCTaBUTh KOHCIEKT U OTBETUTH Ha BOIIPOCHI.

Bomnpocs! i1 caMOKOHTPOJIA:

1. HazoBute BuAbI TOKYMEHTOB 10 JINYHOMY COCTaBY.

2. Pacckaxkute, kakue TOKYMEHThI HEOOXOJAMMO COCTaBUTh U MPEIACTABUTH

IpU NpUeMe Ha padboTy?
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3. JIOJDKEH JIn COTPYAHUK O3HAKOMMTBCS C U3JaHHBIM B OTHOILIEHUM HErO
IIPUKA30M 110 JINYHOMY COCTaBY?
4. Korma IOKyMEHTBI MO JINYHOMY COCTaBY IIEPENAIOTCS HA XPAHEHUE B

apXuB opraHuzanuu’?

CAMOCTOATEJIBHASA PABOTA Ne8
«OCO0CHHOCTH TEKCTA PACTIOPAAUTEIbHBIX IOKYMEHTOBY.

1. MeToauyeckue ykazaHus:

HeszaBucumo OT xapakTepa M COAECPKAHUS NESITEIbHOCTH MPEANPUSATUSI, €rO
OpraHu3alMOHHO-TIPABOBON (hOPMBI, KOMIIETEHIIUU, CTPYKTYPbI U JIPYTUX (PaKTOPOB,
OpraHbl YIpaBiICHUs NPEANPUATUS HAACISIIOTCS MPABOM U3JIaHUS PACTIOPSIAUTEIbHBIX
JIOKYMEHTOB.

PacnopsiutenbHble JOKYMEHTBI - 3TO JOKYMEHTBI C IOMOIIBIO KOTOPBIX
OCYILIECTBIISIETCSL PaCHOPSIAUTENbHAS JEATEIbHOCTb, ONEPATUBHOE PYKOBOJCTBO B
OTIPEJICTICHHON YUPEXACHUH, OPTaHU3AIMU WIH HA NPEANPUSITHH

OcHoBHast (yHKIUS PacCHOPSIUTEIBHBIX JIOKYMEHTOB - PEryJsTUBHAS;
L[EJIEBOE€ HA3HAUYEHUE - PEryJUpOBaHUE MACSATEIBHOCTH, MO3BOJSIONIEE OpPraHy
yIpaBJICHHs] 00€CTIeUnBaTh PEATM3AIMIO0 TTOCTABJICHHBIX MEePE]] HUM 3aJ1a4, MOJIy4aTh
MaKCUMAJIbHBINA (PHEKT OT NeATeIbHOCTH NPEATNPUSITHS.

Pemenue, 3adukcupoBaHbl B paclopsiIUTEILHBIX TOKYMEHTAX, HAPABICHBI HA
COBEpPIIICHCTBOBAHUE OPraHU3AlMOHHOMW CTPYKTYpBl, XapakTepa, COJeprKaHus,
CPEACTB U CIIOCOOOB OCYIIECTBIICHUSI OCHOBHOM (MPOU3BOJACTBEHHOMN) AEATEILHOCTH
YUpexKIACHUH, oOecrieyeHusi  OpraHu3alMu  (PUHAHCOBBIMH,  TPYJIOBBIMH,
MaTepUualbHbIMKU, HTHPOPMAITMOHHBIMU U JPYTUMH PECypcaM.

Pacnopsurenbable JOKYMEHTHI COJIEPkKAT PELICHUs], UIYIIUE CBEPXY BHU3 MO
CUCTEME YIIPABIICHUS: OT YIPABJISIIOLIETO OpraHa K yIpaBliieMOMY, OT BbIIIECTOSLIEH
OpraHu3alid B  TMOJBEIOMCTBEHHOH, OT PYKOBOAMWTENS  OpraHu3aluu K
PYKOBOJUTEIIO CTPYKTYPHOTO TO/Ipa3ieJicHusI U paOOTHUKOB JIAaHHOW OpraHU3allud U

T.1. IMEHHO 3TH JOKYMEHTHI PEAIM3YIOT YIPaBIIEMOCTh OOBEKTOB MO BEPTUKAIH.
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B ropuauyueckom I1aHe 3HAYUTEIbHAS YaCcTh PACHOPSAIUTEIBHBIX JOKYMEHTOB
OTHOCHUTCS K HOPMAaTHBHO-NIPABOBBIM akTaM. B HHUX colepXarcsi KOHKPETHBIE,
IOPUJIMYECKU  BIIACTHBIE TMPEANUCaHUsI CYObEKTOB HCIOJHUTEILHONW  BIIACTU
KoHKpeTHOCTh Takux MpeANUCaHUM TMPOSIBISIETCS B TOM, YTO HMX aJpecaToM
BBICTYNAIOT KOHKPETHBIE YUPEKICHUS, CTPYKTYPHBIC MOJPaA3ACICHUS, TOTKHOCTHbBIC
Ul Wi pabOTHUKH; OHU SIBJISIOTCA IOPUIUYECKUMU (DaKTaMH, KOTOPHIE BIEKYT
BO3HUKHOBEHNE KOHKPETHBIX aIMUHUCTPATUBHO-IIPABOBBIX OTHOIIICHUM.

B pe3ynbprare uzyueHusi TeMbl CTYACHT JOJKEH 3HATh:

- OCHOBHBIE BHU/Ibl OPTraHU3AIMOHHO-PACTIOPSAIUTEIBHBIX TOKYMEHTOB;

- 0COOCHHOCTH TEKCTa PACTIOPSIUTEIIBHBIX JJOKYMEHTOB;

- ocobenHoctu Tekcta [Ipuka3os, Ykazauuii, Pacnopsikenuit;

- U3 KaKUX 4aCTE€M COCTOUT TEKCT MPHUKa3a.

2. 3ajganmue:

N3yunTh MaTepuai, COCTaBUTh KOHCIEKT U OTBETUTh HA BOITPOCHI.

BOHpOCBI 1 CAMOKOHTPOJIA:

1. KakuM c10BOM HaumHaeTCsl pacnopsauTeIbHas 4acTh MpuKas3a’?

2. Kto wumeer mnpaBo MNOANMCH PpACHOPSAUTENBHBIX JIOKYMEHTOB B
opranu3amuu’?

3. Hy»HO 11 BU3BI 03HAKOMJIEHUS B TEKCTE NPHUKa3a?

4. Hy>XHBI 711 BU3BI COIIACOBaHUS B TEKCTE MPUKa3a?

5. CoctaB pexkBU3UTOB AJi1 0(OPMIICHUS PACTIOPSIUTEIbHBIX JOKYMEHTOB.

CAMOCTOSATEJIBHASA PABOTA Ne9
«JnekTpoHHbIEe 0OucHBIE cucTeMbl. CHcTeMa aBTOMATH3ALNH
AeJIONPOU3BOACTBA U 3JIEKTPOHHOI0 IOKYMEHTO0000pPOTa».
1. MeToanyeckue yKa3aHusi:
Ponp JOKyMEHTOB B JESATEILHOCTH OpraHu3anuu PeleHus: TOTOBATCS U
oQopMIISIIOTCS B BHJIE€ JOKYMEHTOB YIpaBJICHUE = YIPABJICHUE BBIMOIHEHUEM

penieHuii, ohOpMIIEHHBIX B BUJI€ JOKYMEHTOB 3HAHUS MPEANPUATHS = COBOKYITHOCTb

17



ero JokymMeHToB Cucrema JIOKyMEHTOOOOpPOTa — YIOPSIOYEHHBIM KOMILJIEKC
KOPIHOPATUBHBIX MPOIEAYP padOThI C JOKYMEHTAMHU

Onektponnbie opucHbie cucteMbl (D0OC). Cuctema «IEJIO» B 80-90-¢ robl
CO3/IaBAJIA CUCTEMBI JIEKTPOHHOTO JJOKYMEHTOO0OpOTa B BBICIIMX OpraHax BIacTH, a
B 1994 romy co3manm peiHOuHOE mnpennpuarve. llepeeimu B CHI'  co3zpmanu
KOpOOOUHBIH MNpOAYKT, oTpaciieByro COJI, pa3paboTaniu TEXHOJIOTMU IMOTOYHOTO
CKAaHUPOBAaHUs, SJIEKTPOHHOIO COTJIaCOBaHUS NOKyMeHTOB. B cucreme «JIEJIO»
COUETAIOTCS  HOBEWIIME  JOKYMEHTAI[MOHHbIE  TEXHOJOTWMH, OTEYECTBEHHbIE
CTaHJApPThl, a TaKXX€ YHUKAJIbHBIA ONBIT ABTOMATH3allUM MHOTHUX COTEH
MPEANPUSITHH.

TpaguuuoHHBIE TEXHOJOTMM OYMa)KHOTO JOKYMEHTOOOOpOTa KapTOTEYHO-
KYpPHAJIbHBIM y4e€T TOTOBBIX JOKYMEHTOB B MOJPA3ACICHUSIX MPEAIPUATUS
Pa3smHoxxeHne u mnepeMenieHue OyMaKHBIX JIOKYMEHTOB M CBSA3aHHBIX C HUMU
MOPYYEHHUI U OTYETOB MO MojApasaeaeHusM. KoHTpoIb NPOX0KACHHS U UCHIOTHEHUS
JOKYMEHTOB ITyTE€M OTCIICKUBAHUS CBEJACHUI B PA3JIMUHBIX )KypHAJax U KapTOTEKaX.

B pe3ynbTaTte u3ydeHust TeMbl CTYJIEHT JOJIKEH 3HATh:

- 3aUeM HY>KE€H 3JIEKTPOHHBII TOKyMEHTOO00O0pOT;

- 9TaIlbl Pa3BUTHUS MTPOCKTOB IEKTPOHHOTO JIOKYMEHTO000POTA;

- c(pepbl OTBETCTBEHHOCTH JIOKYMEHTAMOHHOM CITy>KObI IPEIPUATHUS;

- BUJIBI DJICKTPOHHBIX O(UCHBIX CHCTEM.

2. 3apanmue:

N3yuuTh MaTepHall, COCTABUTh KOHCIEKT U OTBETUTH Ha BOMPOCHI.

Bormpocs! a1 caMOKOHTpPOJISA:

1. Kakue 3aaum pemarot 37eKTPOHHbIE CUCTEMBI IOKYMEHT0000poTa?

2 Kaxkoii sU3HEeHHBIN UK TOKYMEHTa?

3. [Tpuenu npumepsr JOC nokymenToobopora?

4

Kaxkoe Ha3znauenue cucremsl «Kaapb»?
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HNPUJIOKEHUE Nel
CJIOBAPb TEPMHUHOB

ABToOMorpaguss — OTO  JOKYMEHT, COJEpXKallM{d  ONMCAaHHWE B
XPOHOJOTUYECKON MOCIIEI0BATEIBHOCTH OCHOBHBIX 3TAlOB KU3HU U JIEATEIIbHOCTH
NPUHUMAEMOT0 Ha paboTy JIMIIA M COCTaBJIsA€MbId PAOOTHUKOM B MPOU3BOJIBHOU
dbopme, 6e3 ucnpaBIeHUN U TOMapPOK.

ABTOp [AOKyMeHTa - (U3MYECKOE WIH IOPUAUYECKOE JUI0, CleaBiiee
JIOKYMEHT.

AKT — 3TO JOKYMEHT, COCTaBJICHHBIM HECKOJIbLKUMHU JHUIAMH (KOMHUCCHEN),
MOATBEPKIAIONTUN YCTAHOBIIEHHBIE (DaKThl, COOBITHS HIIU JEHCTBUS.

AHKeTa — D9TO OJMH W3 OCHOBHBIX JOKYMEHTOB JIMYHOTO Jela,
MPEACTABISIONINN  COOOW TIEPEUeHb BOMPOCOB O OHOrpaduyYecKux JTaHHBIX
paboTHHKa, e€ro oOpa30BaHUHU, BBHIIOJHIEMOM paboTe C Hayaila TPYJdOBOM
JESTEIbHOCTH, CEMEHHOM TOJIOKEHUH U JIP.

- OnaHK ¢ TIepeYHEeM BOIPOCOB 00 OCHOBHBIX OWOrpadMUecKUX JIaHHBIX
COMCKaTellsl, ero o0pa3oBaHWU, MPEAbIAYIICH TPYJAOBOM AESITEIHLHOCTH, CEMEHHOM
MOJIOKEHUH.

ApxMB - opraHudzauus WIM €€  CTPYKTYpHOE  TIOJpa3/iclICHUE,
OCYUIECTBJISIFOLLIEE TMPUEM M XPAHEHUE APXUBHBIX JIOKYMEHTOB C  LEJbIO
UCIIOJIb30BaHUS.

ApXMBOXpAaHMJIMIE - CIEHUATBHO OOOPYJOBAaHHOE IIOMEIIEHUE IS
XpaHEHUsI apXUBHBIX JJOKYMEHTOB.

ApXHMBHOe [1€JI0 - OTpaciib JIeATeIbHOCTH, OOecreunBaronias OpraHU3aluio
XPaHEHUS U UCTIOJIb30BAHUS APXUBHBIX JJOKYMEHTOB.

ApPXUBHBIH JOKYMEHT - JIOKYMEHT, COXpaHSI€MbId WIM IOJJIEKAIINAN
COXpaHEHUIO B CHJIy €ro 3HaYUMOCTH JUIsl 00IeCTBa U PABHO MMEIOIIMMI 1IEHHOCTh
JUIsL COOCTBEHHUKA

ApxuBHbIH (OHI - COBOKYIHOCTh ApPXHMBHBIX JOKYMEHTOB, HUCTOPUYECKUX

W/WJIN JTIOTUYECKHU CBSI3aHHBIX MEXKTy COOOH.
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baank aoxkymeHTa — HAO0Op pPEKBU3HTOB, HUACHTU(DHUIIMPYIOMIMX aBTOPA
OoQUIMATBHOTO MMCHbMEHHOTO JIOKYMEHTA.

Bua nucbMEHHOr0 JOKYMEHTA - IPUHAUIEKHOCTh TMCBMEHHOTO JOKYMEHTA
K CUCTEME JOKYMEHTAILIMH 110 IPU3HAKaM COAEPKaHUs U LEJIEBOr0 HAa3HAYCHMUS.

Bu3za oQuuMaIbHOr0 JTOKYMEHTA - PEKBU3UT JIOKYMEHTA, BBIPAXKaIOIIHA
COTJIaCHE WJIM HECOIIACUE JOJDKHOCTHOTIO JIMLA C COAEPKAHUEM JOKYMEHTA.

Bxoasimui JOKYMEHT; MOCTYNUBIIUNA JOKYMEHT - JIOKYMEHT, MOCTYITUBIINI
B YUPEKJICHUE.

BuyTpeHHuii J0KyMeHT - O(UIIMAIBbHBIA JOKYMEHT, HE BBIXOISIIMA 3a
IIpeeIbl MOArOTOBUBIIEH €ro OpraHu3aluu.

I'pu¢d orpanuvenuss gocryma K JOKYMEHTY - DPEKBU3UT OQPUIMATBHOTO
JOKYMEHTa, CBHJCTEINLCTBYIOMUA 00 0ocoboM  xapaktepe  HWHGPOpPMAIINH,
OTPAaHUYMBAIOIINN KPYT IMTOJIb30BATENIEU JOKYMEHTA

I'pu¢ corsacoBanusi - pekBU3UT ODUIMAIBHOIO JOKYMEHTA, BBIPAKAIOIIMIMA
COTJIACHE€ YUPEKIAEHHUS WU €ro OpraHa, He SBJISIOIIETOCS aBTOPOM JOKYMEHTA, C €ro
COJIEpKaHUEM

I'pud yrBep:kaeHUusi - PEKBUZUT OQPHUIUATHHOTO JTOKYMEHTA, IPHIAIOIIHMA
HOPMATUBHBIN WM IPABOBOM XapaKTep €ro COACPKAHUI0

I'ocynapcrBennass yacte ApxuBHOro ¢onga Poccuiickoit ®enepauum —
apxuBHBIC (DOHIBI W ApPXUBHBIE JOKYMEHTBI, SBJSIONIMECS TOCYIapCTBEHHOM WU
MYHUIIUTIATBHOW COOCTBEHHOCTHIO.

Jlata opMUMATBHOTO AOKYMEHTAa - PEKBU3UT O(QUIHAIBLHOTO JIOKYMEHTa,
coJlepKallluii yKa3aHHOE Ha JIOKYMEHTE BpEeMsl €ro CO3/aHus W/WJIU TOJITUCAHUS,
YTBEPKJICHUSI, IPUHATHUS, COTTIACOBAHUS, OITYOJIMKOBAHUS

J1eJ1I0 — COBOKYIIHOCTb JOKYMEHTOB WJIM JTOKYMEHT, OTHOCAILUXCA K OJHOMY
BONPOCY WM Y4aCTKYy AESITEIbHOCTH, IOMEUIEHHBIX B OT/AEIbHYIO O0JI0XKKY.

Jeonpou3BOACTBO  —  OTpacib  JI€ATEIbHOCTH,  OOecleurBaroas

JOKYMEHTHPOBAHUE U OPTAaHU3AIMIO PAOOTHI ¢ OHUITUATHFHBIME IOKYMEHTAMHU.
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JMCUMILTHHAPHOE B3bICKAHME - 3TO 3aMEUYaHue, BHITOBOP, CTPOTHIl BHITOBOP
WM YBOJIBHEHUE, Ha3HAYa€Mble COTPYJAHUKAM OpPraHU3allMd HEMOCPEICTBEHHO 3a
OoOHapyXeHUE MPOCTYTKA.

JIoBEpEeHHOCTh - TNUCHMEHHOE YINOJIHOMOYHE, BBIIABAEMOE OJIHUM JIUIIOM
IpYyromMy JIMIy JJis TMPEACTaBUTENIbCTBA MEpea TpeTbUMHU JuiaMu. [luceMeHHOE
YIOJHOMOYME Ha COBEPIICHHE CIEIKU MPEACTABUTEIEM MOMKET OBITh MPEICTABICHO
MPEICTABIIIEMbIM HETIOCPEACTBEHHO COOTBETCTBYIOIIEMY TPETHEMY JIUILY.

JlokaaaHass 3amMcKa — OTO JOKYMEHT, aJpECOBAHHBIA BBIIIECTOSALIEMY
PYKOBOJIUTEIIIO, C U3JI0KEHNEM KOHKPETHOU MPOOJIEMbI MIM TTOCTAHOBKOM BOTIpOCa U
COJIEpIKalllMid OTBETHI U MPEIOKEHHUS.

JIoKyMeHT — 3a(DMKCUPOBAaHHAs HA MAaT€pUaIbHOM HOCHUTENIE MH(POpPMALHS, C
OTIPEICIICHHBIMUA PEKBU3UTAMU, TTO3BOJISIONUMU €€ UACHTU(DUITUPOBATH.

JIOKyMEeHTAIMOHHAsI CHCTEeMa — O3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JIOKYMEHTOB, ITPUMEHSEMBIX B MPOIIECCE BBIMOIHEHUS PA3IUYHBIX YIPaBICHYECKUX
GbyHKIUH.

JlokyMeHTHpPOBaHNEe — PETJIaMEHTHUPOBAHHBIN MpoIece 3anucu uHpopMaruu
Ha Oymare WM HHOM HOCHUTENE, 00SCIIeUnBAIOIINNA €€ FOPUINICCKYIO CHITY.

JIoOKyMeHT0000pOT — JBUKEHHE JIOKYMEHTOB B OpraHM3allid C MOMEHTa UX
CO3/IaHUS WJIH MOJTYYECHUS 0 3aBEPIUICHUS UCTIOJIHEHUS WU OTIPABKH.

JIOJZKHOCTHAS MHCTPYKUUSL — 3TO JIOKAIBHBIA OPraHU3allMOHHO-ITPABOBOM
JOKYMEHT, YCTAHABJIWBAIOUIMN Jig1 pPaOOTHHKA OpraHu3aiuu (Moapa3aeseHusl)
KOHKPETHBIE TPYJOBBIE (JIOJPKHOCTHBIE) 00SI3aHHOCTH B COOTBETCTBUU C 3aHUMAEMOM
JOJIKHOCTBIO.

JIOJZKHOCTHASET KAapTO4YKa — 3TO YUYETHBIA JIOKYMEHT JIOJDKHOCTHOTO
XapakTepa, OTHOCSAUIMUCS HE K OTACIBbHOMY JIMIy, a K OIPEICICHHON
HOMEHKJIaTYpHOU JOJKHOCTH, HA KOTOPYIO OH 3aIOJIHSIETCS.

Hoctynm k wuHpopMAanMU — TIOJIy4YEHHE CYOBEKTOM  BO3MOXXHOCTH

O3HAaKOMJICHUA C HH(I)OpMaHHefI, B TOM 4YHUCJIC IIPH ITOMOINKU TCXHUYCCKUX CPCACTB.
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JIOKYyMEHT JIMYHOT0 MPOUCXOXKAECHUSI - JOKYMEHT, CO3/IaHHBIA JIMIIOM BHE
chepbl €ro CiIyXeOHOW JIeATeTbHOCTH WJIM BBIMOJHEHUS  OOIIECTBEHHBIX
00s13aHHOCTEH.

JIOKyMeHT BPEMEHHOI0 XPAHEHHUSl - JIOKYMEHT C YCTAHOBJIEHHBIM CPOKOM
XpaHEHUs, 110 UCTEYEHUU KOTOPOTO OH MOJICKUT YHUUTOKEHUIO.

JIOKyMEeHT MOCTOSIHHOTO XPaHEHUs - JOKYMEHT, KOTOPOMY B COOTBETCTBHUU C
HOPMATUBHBIMM JIOKYMEHTAaMHU W HHBIMH TMPABOBBIMH aKTaMH YCTaHOBJIEHO
OeccpovyHOe XpaHEHHE.

Jy0JuKaT AOKYMEHTAa — TIOBTOPHBIN HSK3EMIULSIp TMOJIMHHUKA JTOKYMEHTa,
VMMEIOIINT IOPUINYECKYIO CHUILY.

3aroJi0BOK Jes1a - KpaTkoe 0003HAUYEHUE CBEJEHUN O COCTaBE U COJAEPKAHHUH
JIOKYMEHTOB B JI€JI€.

3aro10Bok 0UIHMAIBHOIO JOKYMEHTA - PEKBU3HUT JIOKYMEHTa, KpPaTKO
M3JIararolIil €ro CoIepKaHue.

3amura uHoOpMANMM — JEATEIBHOCTh IO MPEAOTBPAIICHUIO YTEUKH
3amuinaeMor  uHGOpMalUKM, HECAHKIIMOHUPOBAHHBIX M HEMpeJIHaMEPEHHBIX
BO3JICHCTBUI Ha 3aIUAIAEMYI0 HH(DOpMAITHIO.

Nupexc nena; Homep neaa - 1udpoBoe wu/wim OyKBEHHO-IIU(POBOE
0003HayYeHue Jejila B HOMEHKIIAType JI€]1 OPraHu3alui, HAHOCUMOE Ha €ro 00JI0XKKY.

NuauBuayajibHblii CPOK WMCHOJHEHHS] JOKYMEHTA - CPOK HCITOJIHCHHUS
JIOKYMEHTa, YCTAHOBJICHHBIM OPraHU3alMOHHO-PACIIOPSIUTEILHBIM JTOKYMEHTOM
OpraHu3alyy WU PE30JIIOLUEH.

Nudopmanus -

— OTO CBEJEHUS O Julax, npeamerax, ¢akTax, COOBITHUSAX, SBICHUIX H
mpolieccax, He3aBUCUMO OT (POPMBI UX MPECTABICHHUS;

— 3TO pa3zHOOOpa3HbIE CBEICHUS WM COBOKYITHOCTh CBEJICHUH, a TaKkKe 0OMEH
COOOIICHUSIMU MEXTY OOBEKTAMH.

NHcTpyKkuMst — 3TO OPraHU3allMOHHO-NIPABOBOM JTOKYMEHT JIJIUTEIBLHOIO
JEUCTBUS, OMpEACISIIONIUA coO0M HaydyHO-TEXHUYECKHE, (DUHAHCOBBIE W JIPyTHE

CTOPOHBI ACATCIBbHOCTH OPraHU3alu, CJ'IY)K6 )51 HOI[pEBI[CJ'ICHHﬁ.
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Ucxoasammii JAOKYMEHT; OTHPABJSAEMbI [JOKYMEHT - OQUIUATLHBIN
JOKYMEHT, OTIIPABIISIEMBIA U3 YUPEKICHHUS.

KoHTposib MCHOJHEHUS [JOKYMEHTOB — COBOKYIIHOCTh JIEMCTBHH,
00eCeunBaOIIMX CBOEBPEMEHHOE UCTIOTTHEHHE TOKYMEHTOB.

Konusi poxkymeHTa —  JOKYMEHT, IIOJHOCTBIO  BOCHPOM3BOISALIUN
MH(}OPMAIMIO TOJJUHHOTO IOKYMEHTA U BCE €r0 BHELIHUE MPU3HAKUA WM YacTh HX,
HE UMEIOLIUX IOPUINYECKON CUIIBIL.

JIuunas kaprouka (¢popma T-2) — 3TO yyeTHBIM JOKYMEHT, 3alIOJHICMbINA Ha
pabOTHUKOB BCEX KAaTErOpUil B OJJTHOM 3K3EMIUISIPE Ha OCHOBAHUU COOTBETCTBYIOIINX
JOKYMEHTOB, MaclopTa, BOGHHOTO OWJIeTa, TPYIOBON KHIKKH (IJIsI COBMECTHUTENCH —
KOIIMK TPYAOBOW KHHMXKKHM), JAMIUIOMA (CBUJAETEIbCTBA, YJOCTOBEpEHHUs) 00
OKOHYAHUH OOpa30BaTEIBHOTO YUPEKIACHUS W JAPYTUX TOKYMEHTOB, a TaKXKe Ha
OCHOBAaHMHM OIpPOca pabOTHHUKA.

JIuyHoe [aes10 — 3TO COBOKYNHOCTh JOKYMEHTOB II€PCOHAJIBHOIO YYeTa, B
KOTOPBIX OTPaKeHbI HAauOOJIee MOJHbIE CBEACHUS O PAOOTHUKE U €T0 JIEATETLHOCTH.

JIN4YHbIi JUCTOK MO y4YeTy KaJpoB — 3TO OCHOBA JUYHOIO Jieia pabOTHHKA,
npeJcTaBIIsitolee co00i CBOEro poja aHKETY, 3al0JIHAEMOE JIMYHO PAOOTHUKOM.

HaumeHoBaHue 10KyMeHTa - 0003HAYEHUE BUJA TUCHbMEHHOTO JOKYMEHTA.

HerocynapcrBennas yactb ApxuBHoro ¢onga Poccuiickoii ®enepauun -
ApxuBHbIe (GOHABI W apPXHBHBIE JOKYMEHTHI, SBJISIOMNAECS COOCTBEHHOCTHIO
HEroCyJapCTBEHHBIX IOPUIUYECKUX JIML, COOCTBEHHOCTBHIO (DU3MUECKUX JHI] U
BKJIIOUEHHBIE B cocTaB ApxuBHOro ¢onaa Poccuiickoit denepaiiiu Ha OCHOBaHUU
corjiaiieHus (JoroBopa) ¢ COOCTBEHHUKOM TIOCIIE DKCIIEPTU3BI UX LIEHHOCTH

HomenkiaaTypa ges — CHCTEMaTU3UPOBAHHBIN MEPEUEHb HAMMEHOBAHUN €,
3aBOJIMMBIX B OpTaHU3AIlUHU, C YKa3aHUEM CPOKOB UX XpaHEHHs, OPOPMIICHHBIA B
YCTaHOBJIEHHOM TOPSIIKE.

Hocureap AOKyMeHTHMPOBAaHHOH HH@oOpMAanMuU — MaTepUAIbHBIA OOBEKT,
WCMOJIB3YEMbBIM ISl 3aKPEIUICHUST U XPAHEHUsS Ha HEM pPEYE€BOM, 3BYKOBOM WU

M300pa3uTeNbHON HHPOPMALIMK, B TOM YKCIIE B TPEOOpPa30BaHHOM BHU/IE.
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OlecneyeHne COXPAHHOCTM JIOKYMEHTOB - oOecnedeHue (u3mko-
XUMHYECKON COXPAHHOCTU JOKYMEHTOB M X YYET.

O0bexkT 3amuTbl — UWHQOpPMALMA WIM HOCHUTEIb HWHPOPMALMH, WIH
MH(POPMAIIMOHHBIA IIPOIECC, B OTHOIICHUU KOTOPBIX HEOOXOIMMO 0OOecreurBaTh
3aIUTy B COOTBETCTBHUHM C IMOCTABJICHHOM 1I€JIbIO 3aIIUTHI MH(OPMAIUK.

O0beM T0KYyMEHT0000pOTa — 3TO KOJIMYECTBO JTOKYMEHTOB, IOCTYIIUBIINX B
OpraHM3alMI0 U CO3JaHHBIX €10 3a ONPEIEICHHbBIN TEPUO/.

OO0bsicHUTEIbHAS 3aIMCKA — TO JOKYMEHT, OOBSCHSIOUIMI BBIIIECTOSIIEMY
HEIOCPEJICTBEHHOMY  PYKOBOJWTEIIO IPUYUHBI  HEBBINOJHEHUS  KaKOIro-audo
MOPYYEHHUSI, HAPYLIEHUS TPYAOBOM WM TEXHOJIOTUUECKON AUCUUIIIIUHBI.

Opran  3ammrbel  uHpoOpMauMu  —  aIMHUHUCTPAaTUBHBIA  OpPIaH,
OCYIIECTBIISIONTUN OpraHU3aIUIO 3alTUThI HH(pOpMAIUH.

OpraHu3anMoOHHO — PACHOPSAUTENbHBIA JOKYMEHT — BHJI MHCbMEHHOIO
JOKYMEHTa, B  KOTOPOM  (PUKCHUPYIOT  pEIICHHE  aJMUHUCTPATUBHBIX U
OpraHM3alMOHHBIX BOMPOCOB, a TAKXXE BOMNPOCOB YIIPABIEHHUS, B3aUMOJECUCTBUA,
oOecrieyeHus: W PperyJMpoBaHUsl JESITEIbHOCTH OpraHOB BIJIACTH, YUYPEXKICHUM,
MPEANPUITUNA, OPTraHU3ALNM, X TOAPA3ACITCHUN U JOJKHOCTHBIX JIULL.

Opranmszanus 3amuThl HHGOPMANMU — COACP)KAHUE U MOPAJIOK JIEUCTBUI
10 00€CTEeUYeHUIO 3alUThl HH()OPMAIIUH.

Opranuzauus padoThl ¢ JOKYMEHTAMM — OpraHU3aIus JOKyMEHTO000pOTa,
XpaHEHHUsI U UCTIONb30BAHUA JOKYMEHTOB B TEKYIIEH 1€ATEIbHOCTH YUPEXKICHNUS.

OtpacieBasi cucTteMa JOKYMEHTAIlUM — 3TO COBOKYITHOCTh MH(POPMALIMOHHO
CBSI3aHHBIX (PYHKIMOHAIBHBIX CUCTEM JOKYMEHTAIIUU, COOTBETCTBYIOIIUX COCTaBYy U
OCOOEHHOCTSIM YNPaBIEHYECKUX (DYHKIMMI B ONPEJEICHHON OTPACIN SKOHOMUKU WU
COLIMATbHOM KM3HU O0ILIECTBA U OTPAKAIOLIUX €€ CIeIUPUKY.

O¢unuanbHble JOKYMEHTbl — JIOKYMEHTBI, CO3/1aBa€MbI€ IOPUINYECKUMU
WM (PU3NYECKUMHU JIMLIAMH, O(POPMIIEHHBIE U YIAOCTOBEPEHHBIE B YCTAHOBIEHHOM
IOPSAKE.

Od¢opmienne gesa — MNOATOTOBKA J€jla K XPAHEHUIO B COOTBETCTBUU C

YCTAaHOBJICHHBIMU ITPaBHJIAMU.
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OdopmiieHne JTOKYMEHTa — TIIPOCTaBIICHHE HEOOXOJMMBIX PEKBH3UTOB,
YCTaHOBJICHHBIX MPABUJIAMU JJOKYMEHTUPOBAHUS.

IlepeyeHb JOKYMEHTOB CO CPOKAMH XPaHEHUS - CHCTEMATU3UPOBAHHBIN
CIIUCOK BUJOB M KATErOPUM JOKYMEHTOB, COJIECPKAIIMN HOPMATUBHBIE YKAa3aHHS O
CPOKAaX UX XPaHCHMUSI.

IlucbMeHHbIN TOKYMEHT - TEKCTOBBIM JOKYMEHT, WH(OpMaIUs KOTOPOIo
3auKcUpOBaHa JIOOBIM TUIIOM MTUCHMA.

IMoauHHBINA TOKYMEHT - TOKYMEHT, CBEJIEHHUsS 00 aBTOpEe, BPEMEHU U MECTE
CO3/IaHUsI KOTOPOTO, COJEPIKALIMECS B CAMOM JIOKYMEHTE WM BBISBICHHBIE WHBIM
IIyTEM, IOATBEPKIAOT JOCTOBEPHOCTH €0 IMIPOUCXOKICHHUS.

HoamuHHUK (0O(PMUIHUAIBHOI0) [IOKYMEHTAa - IIEPBBIM WA €IWHUYHBIA
AK3EMIUTSIP OQUIIUATIEHOTO JOKYMEHTA.

IMoanucek - PEKBU3UT JIOKYMEHTA, MPEICTABISAIOIINN coboi
COOCTBEHHOPYUYHYIO POCIKUCH TOJITHOMOYHOTO JIOJDKHOCTHOTO JIUIIA.

IHonoxkeHne — 3TO0 OPraHN3alUOHHO-IIPABOBOM AKT, ONPEACIISIIOIINNA MOPSI0K
dbopmupoBaHusl, 3a7a4M, OOS3aHHOCTH, MpaBa, OTBETCTBEHHOCTh M OPraHU3AIUIO
paboThI OTNEIBHBIX CTPYKTYPHBIX MOJPA3ACICHUN TPEINPUITHS, KOJUIETHATBHBIX U
COBEIIATENbHBIX OPTraHOB, (PYHKIIMOHHPYIOIUIMX Ha TOCTOSHHONW OCHOBE, a TaKke
BPEMEHHBIX OPTaHOB.

IHosi0:keHne 0 mepcoHajie — 3TO JOKYMEHT, YCTaHABIWBAIOIIUN HPUHIUIIBI
TPYJAOBBIX B3aMMOOTHOIIEHUM, CIOCOOBI OpraHU3alMU TpyJa Ha MPEANPUITHH,
OCHOBHBIE TIpaBa U 00SI3aHHOCTH MPEANPUITHUS U €ro MEepCOHAIa.

IHonoxeHne 0 MOPAJIBLHOM M MATEPHAJBLHOM MOOLIPEHHMH PAOOTHHKOB —
3TO JOKYMEHT, KOTOpBIM yCTAHABIMBAET MOPSAJIOK TOOIIPEHUs IMepcoHana B
OpraHu3aIuu.

IlocTaHoBJI€eHHE — 3TO IMPABOBOM AaKT, IPUHUMAEMbIA BBICLIUMH W
HEKOTOPBIMU IEHTPAIbHBIMUA OpraHaMy KOJUIETUAILHOTO YIIPaBJICHUS (KOMUTETAMH,
KOMHCCHUSIMHM) B LEJSAX Pa3pelICHUs] BaKHBIX W MPUHLUHUMHAIBHBIX 337a4, CTOSIINX

nepea AaHHbIMU OpraHaMu.
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IlocTosiHHOE XpaHeHHe JOKYMEHTOB - OeCCpOUHOE XpaHEHHE JOKYMEHTOB B
aApXWBHOM YUPEXKICHUH, TOCYJaPCTBEHHOM MYy3ee, OUOIroTeKe.

IIpaBuiia BHYTpPEeHHero TPYIOBOI0 PacHOpPsAKA — OTO JIOKAJbHBIM
HOPMAaTUBHBIM aKT OpraHU3alliy, YCTAHABIUBAIOIINI OPSIOK pHeMa U YBOJIbHEHUS
pabOTHUKOB, OCHOBHBIE MpaBa, 0053aHHOCTU U OTBETCTBEHHOCTh CTOPOH TPYAOBOIO
JIOTOBOpA, PEKHUM padOThl, BpEeMsl OTIbIXa, NPUMEHSEMblE K paOOTHHKAM MEphI
MOOIIPEHNUS] W B3BICKAHMS, a TaKKE HMHBIE BONPOCHl TPYAOBBIX OTHOUIEHUN B
OpraHu3aluu.

IIpaBwia 1OKyMEeHTHPOBAHUA - TPeOOBAaHUS W HOPMBI, YCTaHABIMBAIOIINE
HOPSAIOK JOKYMEHTUPOBAHMSL.

Ilpuka3 — »5TO BaXHEHMIIMHW MPABOBOM PACIOPSAUTENBHBIN JTOKYMEHT,
W3/1aBAEMBbId PYKOBOJMUTENIEM OpraHU3aldyd B LEJISAX PELICHHS BO3HUKAKOUIUX B
npolecce JeATeIbHOCTH CTPATErMUeCKUX U TAKTHUECKHUX 3a/1a4.

Ilpuka3 o mnpueme Ha padoTy — 3TO paCHOPAAUTEIBHBIA JTOKYMEHT,
MPUMEHSIOIIUNACA JIJIs1 y4eTa BHOBb MIPUHSATHIX HA paOOTy COTPYIHUKOB.

IIpuka3sbl MO JUYHOMY COCTABY — O3TO OCHOBHBIE paCHOPSIUTEIbHBIC
JOKYMEHTBI, OIpENEIONINe CIIy)XeOHOE MOJIOKEHNE PpPAaOOTHUKOB M CIIy)Kalllue
OCHOBAHUE JIJIs BHECEHUSI COOTBETCTBYIOIIUX 3aMMCE B UX YUETHBIE JOKYMEHTBI.

IIpuka3bl M0 OCHOBHOH [eSITeJILHOCTH — 3TO MPHUKA3bl MO OpPraHU3ALMU
paboOThl TPYIOBOTO KOJUICKTHBA, (PMHAHCUPOBAHWIO, OTYECTHOCTH, CHAOKECHUIO H
JIPYTUM MPOU3BOJICTBEHHBIM BOIIPOCAM.

IIpoTokoJ — 3TO TOKYMEHT, B KOTOPOM (PUKCUPYIOTCSI MOCIEA0BATEIbHOCTD U
COJIepKaHHe 00CyXKIaeMbIX KOJUIETHAJIbHBIM OpraHom (coBemanuem,
KoH(epeHel, COBETOM U T. I1.) MOCTABJIEHHBIX BOIIPOCOB U MPUHSATHIX PEILICHUM.

PacnopsizkeHue — 3TO  1OpaBOBOM  aKT, M3JaBAa€MbId  €IUHOJMYHO
PYKOBOJIUTEIEM OpraHu3alyy, €ro 3aMEeCTUTEISIMU, B OTHAEIbHBIX CIIy4asx
PYKOBOJUTENSAMUA  CTPYKTYPHBIX MOAPA3ACICHUA B  LENSIX JOBEIEHUA 10
WCITOJIHUTEJIEN ONEPaTUBHBIX BOIPOCOB.

Perucrpanms — 3anuch YYETHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOM

dbopme, pukcupyromas Gakt ero co3gaHus, OTIPABICHUS WIH MOTYyUYCHHUS.
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PerucrpauMoHHbI HMHAEKC [JOKYMEHTAa; PEerucTPAlMOHHBI HOMep
AOKyMeHTa - 1udpoBoe WU OyKBEHHO-IIM(PpPOBOE 0003HAUEHHUE, MPUCBANBAEMOE
JIOKYMEHTY TIPU €ro perucTpanuu

Pe3lome — 310 CcxaTtas kparkas wHpopMamms O cede, COCTaBICHHas JUIHO
MPETEHIEHTOM Ha BaKaHTHOE MECTO.

Pe3osmionmst JOKyMeHTa - PEKBU3UT, COCTOALIMNA U3 HAJIUCU HA JJOKYMEHTE,
CAEIAHHOU JTOJKHOCTHBIM JIMIIOM M COJIEpKALIEH TPUHATOE UM PEILICHUE

PexBu3NT 10KyMeHTa — 00s3aTENIbHBINA 3JIEMEHT 0(DOpMIICHHS OPUIIUATBHOTO
JOKyMEHTA.

Pemienne — 5TO pacnopsOuTENbHBIA JTOKYMEHT KOJUIETUAIBHOIO OpraHa
YIPABJICHHUS.

PykonucHbIN JOKYMEHT - NMMCbMEHHBIA JOKYMEHT, NP CO3AaHUU KOTOPOIO
3HAKU TUChMa HAHOCST OT PYKH.

Cay:xkeOHble (ynpaBiieHYeCKHE) TOKYMEHTbI — O(UIMAIbHBIE JTOKYMEHTHI,
HCIIOJIb3YEMbIE B TEKYLIEH AEATEIbHOCTA OPraHU3alINH.

Cay:keOHas 3amucka — 3T0 ¢popMa BHYTPEHHEH JEIOBOM MEPENMUCKU MEXKTY
MOAPA3AEICHUSIMHI OpraHU3alluy WK JTOJKHOCTHBIMU JIMI[AMU, HE HAXOMSIIUMUCS B
MPSIMOM TOTYUHEHHH.

Cucrema JOKyMEHTAIIMH — COBOKYITHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX
M0 MPU3HAKAM MPOUCXOKICHUS, HA3HAYCHMS, BUIA, CHEPHI ACSITCIBHOCTH M €UHBIX
TpeOoBaHUM K 0(OPMIICHHUIO.

Cucrema 3ammuTbhl MHGOPMANUM — COBOKYNHOCTb OpPraHOB W / WIH
UCIIOJIHUTENIEH, HCMONb3yeMasi MMM TEXHUKA 3alluThl WHGOpMAIMM, a TaKKe
OOBEKTHl  3alllUThl, OPTraHW30BAHHbIE U (YHKUUOHUPYIOIIME IO MpPaBHIIaM,
YCTAHOBJIEHHBIM ~ COOTBETCTBYIOIIMMHU  IPABOBBIMH, OpraHU3alMOHHO  —
pacnopsaaIuTEILHBIMA U HOPMATUBHBIMH JIOKYMEHTAMH T10 3alUTe NHHOPMAIIIH.

Cpok wucCHoOJIHeHMsI JAOKYMEHTa - CpOK, YCTaHOBJICHHBbIH HOPMaTHUBHO-
MPaBOBbIM  aKTOM, OPraHU3AlMOHHO-PACHOPAIUTEIbHBIM  JOKYMEHTOM  WIH

PE30IOLUEH.
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Ta6enbp ynuuuupoBanHbix GopM TOKYMEHTOB — 3TO KilacCU(pUKAIIMOHHAS
CXeMa Ppa3pelIeHHbIX K TMPUMEHEHHIO (OpPM JOKYMEHTOB, HEOOXOIUMBIX U
JOCTATOUHBIX JIJIS peaau3aiuu 3a1ad, u GyHKIUH, CTOSIINX Mepe]l OpraHu3alusIMu-
pa3paboTUNKaAMHU.

Teserpamma — 53TO JOKYMEHT, OTJIMYAIOIIMKACA OT JAPYrHMX CHOCOOOM
nepeadyu — 1o teaerpady.

TexkeT opunuaabLHOrO J0KyMeHTa - nHGopMalus, 3aGUKCUupOBaHHAS JTFOOBIM
TUIIOM NTUChMa WJIM JIFOOOM CHUCTEMOI 3BYKO3amlKCH, 3aKiioyaroiias B ce0e BCIO WU
OCHOBHYIO YacCTh PeueBOi MH(OpMAIUU JOKYMEHTA

TexcTOBBIH HOKYMEHT - JOKYMEHT, COACpKalIUil peueByr0 HHQPOpPMAIIUIO,
3a()MKCUPOBAHHYIO JIFOOBIM TUIIOM MUChMA WX 000N CUCTEMOM 3BYKO3aIUCH.

TunoBoi CPOK HMCIOJHEHUS JOKYMEHTA - CPOK MCIIOJHCHUS JIOKYMEHTA,
YCTAHOBJIEHHBI HOPMATHUBHO-ITPABOBBIM aKTOM.

TpynoBoii 10roBop — 3TO CorjanieHUe MeXay pabOTHUKOM U paboToAaTeNeM,
M0 KOTOPOMY paOOTHUK OO0s3yeTcs BBINONHATH padOTy IO ONPEeTICHHOU
CIEIUAIBHOCTH, KBAIM(PUKAIMU WA JIOJDKHOCTH C TOJYMHEHUEM BHYTPEHHEMY
TPYJIOBOMY pacmlopsiaky, a paboTomarens o00s3yeTcs BBIIUIAYUBATH PAOOTHUKY
3apaboOTHYI0 IUIaTy B TIOJHOM o0ObeMe U o0ecrneuynBaTh YCIOBUS TPY.Ha,
MPEyCMOTPEHHBIE 3aKOHOATEIHCTBOM P®, KOJUIEKTUBHBIM TPYJAOBBIM JIOTOBOPOM
WJIA COTJIAIEHUEM CTOPOH.

YHupuuupoBaHHasi CHUCTeMa JOKYMEHTAUMH — CUCTeMa JOKYMEHTAlWH,
CO3/IJaHHAsl 10 E€IWHBIM TMpaBWIaM U TPeOOBaHUSM, cojepxkalias HHPOPMAIUIO,
HEO0OXOAUMYIO JIJIsl yIIPaBIIEHUS B ONIPEACIICHHOMN cdepe NesITeTbHOCTH.

YuupuuupoBanuasa ¢opMa JOKYMEHTAa — COBOKYIHOCTb PEKBU3UTOB,
YCTAaHOBJICHHBIX B COOTBETCTBHH C pEIIa€MBIMH B JaHHOU cdepe NesTeNbHOCTU
3aJlayaMu U PACTIOJIOKEHHBIX B OMPEICIEHHOM MOPSAJIKE Ha HOCUTENE MH(POPMAIIUU.

Yera - 210 OpPraHu3alMOHHBIA  YYPEAUTEIbHBIM  JIOKYMEHT,
YCTAHABIUBAIOIIMKA TPABOBOM CTaTyC KOPUAMYECKOTO JIAIA, NPEAMET €ro

ACATCIBbHOCTH, IIpaBda, BO3MOXKHOCTH, O6H38.HHOCTI/I, HAaMMCHOBAHHEC, TIOPAIO0K
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pacnpeneneHuss TpuObUIM U JIPYToe, a TaKKe HEOOXOAUMBINA ISl TOCYAapCTBEHHOU
pErucTpanuuu NpearnpusThsl.

DYyHKIHUOHAJbHbIE CUCTEMbI JOKYMEHTAIUU — 3TO CUCTEMbI IOKYMEHTAIWH,
BBIJICIICHHBIE B COOTBETCTBHH C KOHKPETHOW (DYHKIMEH YyIIpaBICHUS U SIBISIONIUAECS
MEXAHU3MOM €€ pEeATU3ALUU.

donmoo0pazoBaTesib - IOPUINYECKOE WIH (PU3UYECKOE JIUIIO, B ACATEILHOCTH
KOTOPOro 00pasyercs TOKyMEHTaIbHBINA (HOH/I.

dopMUpOBaHHUE J€JI1a — TPYNIUPOBAHUE UCIIOJTHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOM J€J1 U CUCTEMATU3ALUSA IOKYMEHTOB BHYTPH JIEJIA.

®opmyasip T0OKyMeHTa — HaOOp PEKBU3UTOB O(PHUIIMAIBHOTO MHUCHMEHHOTO
NOKYMEHTA, PACIOJIOKECHHBIX B ONPEAEIEHHON MOCIEA0BATEIBHOCTH.

XapakTepucTHKa — D3TO JOKYMEHT, KOTOPBIM COCTABJISACTCS ISl OLICHKH
JUYHOCTH pabOTHUKA MO KayecTBaM, KOTOpPHIE OH MPOSBHI, HaXOSICh Ha padouem
MECTE.

LleHHOCT, ApPXHBHOIO /JAOKYMEHTA - CBOICTBA apXWBHOTO JIOKYMEHTAa,
oOycnaBiIMBalOIIUe €ro KyJIbTypHOE, Hay4dyHOE, JKOHOMHUYECKOE, IOJIUTHYECKOE
3HAYECHHUE.

YepHOBOM [JOKYMEHT - pPYKOINMCHBIM WA MAIIUHOIIKUCHBIA JOKYMEHT,
OoTpakarouui paboTy aBTOpa WU PEAAKTOPa HaJ €r0 TEKCTOM.

HITtaTHoe pacmucaHue — 3TO OPraHU3ALMOHHBIM JIOKYMEHT MPEANPUSITHUS,
YCTAHABIIUBAIOIIUNA €ro CTPYKTYpPY, LITATHBI COCTAB U IITATHYK YHUCICHHOCTH B
cootBeTcTBUM ¢ YcTaBoM ([lonoxenuem).

JKCHepTH3a [EHHOCTH [OKYMEHTOB — OTOOp  JIOKYMEHTOB  Ha
rOCYy/IapCTBEHHOE XPAaHEHUE WIIM YCTAHOBJICHUE CPOKOB MX XPAHEHHUSI HAa OCHOBE
MPUHATHIX KPUTEPHUEB.

IOpuauyeckasi cujia J0KyMeHTa — CBOMCTBO O(UIIMATILHOTO JOKYMEHTA,
coo0Il1aeMoe eMy JeHCTBYIOIIUM 3aKOHOAATEILCTBOM, KOMIIETEHIIUEH U3/JaBA€MOTO

oprasa.
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