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b1.5.32.01 OcHOBBI JOKYMEHT0000POTA B TAMOKEHHBIX OPraHax

ABTOp: cT. npenoaasarens MarseeBa B.A.

Ko u HaumeHoOBaHMe HanpaBJIeHUs MOAroTOBKM, popuias: 38.05.02 TamoxxeHHOE
neno, TaMoXeHHbIE MJIATeKU U BAJIFOTHOE PETYJIMPOBaHUE

KBanupukanus (crenedb) BbIMYCKHUKA: CIIEIMATUCT TAMOXEHHOTO Jeja

®opma 00y4eHHs: OUHAS

Heab  ocBoeHMsI  AMCHUIVIMHBI:  cHOPMHUPOBATH  CIIOCOOHOCTH  MPHUMEHSATH
MH(POPMALMOHHO-KOMMYHUKAI[UOHHBIE TEXHOJIOTMH B CBOCH [EATENIBHOCTH, OCYILECTBIIATh
pelieHre CTaHAApTHBIX 33434 MPO(PECCHOHAIBHOW JESITEIbHOCTH Ha OCHOBE HaydyHOU
OpraHU3alM CBOETO TPyJa U CaMOCTOSTEIbHOM OLIEHKH PE3YJIbTaTOB CBOEH JEATEIbHOCTH.

Ilnan kypca:

Tema 1.1. HopmatuBHo-meTonnieckas 60asa JJOY B Poccuiickoii @enepannu

Porp ¥ 3HayeHue AUCHUIUIMHBI B MPOQECCHOHAIBHOW IOJArOTOBKE CIEIHAIUCTA
TaMOXXEHHOTO  JIeJIa. JIokyMeHTOOOOpOT ~~ KaKk  TEXHOJIOTUYECKas  COCTaBJIIONIAsS
JTOKyMEHTAIIMOHHOTO oOecrieueHust yrnpasieHus (JJOY) B Tamoxennbix opranax. J[OY kax
OTPaKEHHE CHCTEMBl M TEXHOJIOTHH YIPaBICHUS JEATEIbHOCTHIO TAMOXKEHHBIX OPTaHOB: HOBAs
napajurma yrnpasJeHHUs — IPOLECCHBIN MOAXO.

Kpartkuii anHanu3 HOpMaTUBHO-METOAMYECKUX AOKyMeHTOB B oonactu IOV B Poccuiickoit
®enepanuu: a) 3aKOHOJATENBCTBO; 0) CTaHAAPTHI: MEKIYHApOIHbIE U HAllMOHAJIBHBIE, B TOM
qucie, KIacCU(PHUKATOPhl TEXHUKO-DKOHOMHUYECKOH M cormanbHoi umHpopmauuu (TOCH). Ux
posIb B MH(OPMAIIMIOHHOM O0ECIIEYEHNH AEATENbHOCTH TAMOKEHHBIX OPTaHOB; B) METOUUYECKAs
U yueOHast TuTeparypa.

HopmaruBupie mpaBoBeie akThl @DTC Poccum B 00jacTy  TOKyMEHTAIMOHHO-
MH(POPMALMOHHOTO 00ECTICYCHHUs YIIPABICHHS IESITEIbHOCTHIO TAMOKEHHBIX OPTaHOB: KPAaTKUI
0030p.

Tema 1.2. OcHoBHBbIe OHSATHSA B cepe JOY

Tepmunocucrema JIOY Ha coBpeMEHHOM »3Tame: B3N JAoKymMeHToBena u UT-
CHEIMAIUCTA.

JIOKyMEHT Kak MCTOYHHMK W HOocuTenb MH(popmarmu. IlucbMeHHas cymHocTs U opma
nokymeHnta. CrpykTtypa pAokymeHTa. Mertaganneie. Tumonorus AOKyMEeHTOB. Dopmartbl
JIEKTPOHHBIX JOKYMEHTOB.

[Tonsitust: «uHpOpMALIUA», «TOKYMEHT», «JOKYMEHTAI[MOHHOE 00ecleueHrne yIpaBIeHus
(A0Y)», «ympaBieHue JIOKyMEHTaMn», «WH(POpPMALMOHHOE OOecreueHue YIpaBICHUS»,
«HGOPMAITMOHHBIN MEHEPKMEHTY, «3JICKTPOHHBINA JOKyMeHT (DI)» u np.

Tema 2.1. J{lokyMeHTHMpPOBaHHMe YIPABJEHYECKOHM W MHOW MPOU3BOIACTBEHHOM
AesiTeJIbHOCTH B TAMOKEHHBIX OPraHax

JlokymeHT Kak cruenctBue coObiTusi. OCHOBaHUS MJisi  CO3/JaHUsl JOKYMEHTOB B
opranuzauui. [Ipuganue JOKyMEHTY IOPUANYECKON CUJIBL.

Cucrtembl JTOKyMEHTAllMU, MCIOJb3YEMBIE B JESITEIBHOCTH TAMOXEHHBIX OpPraHOB, MX
XapaKTepUCTUKa, COCTaB, B3aUMOINPOHUKHOBEHHUE. YmpaBieHueckue HokymMeHThl (Y]I) kax
nucbMeHHas ¢opma YP u oTpaxeHue cHCTEMbl YNpaBieHHs, MX BUABI, KIacCHU(pUKAIUS.
Onpenenenue  opraHu3allMOHHO-pacnopsauTenbHoro  gokymenta  (OPH).  Bugst wu
paznoBugHocti OPJI.



bnanku OPJl u TpeOoBaHus, mpeabsBisieMble K UX OG(OPMIICHHIO, H3TOTOBICHHUIO U
xpanenuto. PexBusutsl OP/] u npaBunia ux odpopmienus. Qopmyisp JOKyMEHTA.

CTpyKTypa pEeKBU3HUTA «TEKCT» B Pa3JIMYHBIX OPraHU3ALMOHHBIX M PaCHOPSAUTEIbHBIX
JOKyMEHTax (IIOJ0KEHHE O TaMOXKEHHOM OpraHe, IMOJIOKEHHE O CTPYKTYpHOM IOJpa3ieieHUH,
JOJDKHOCTHOW perfIaMeHT (MHCTPYKIMsI) U Jp.). TpeGoBaHUS K CTHIIIO M3JIOKEHHS PEKBU3UTA
«TEKCT».

WNndopmanmonHpie JOKYMEHTHI (AKThl, HMPOTOKOJBI, JOKJIAJHBIE 3aMUCKH, CIyXKeOHbIE
MUChMa, CIIPaBKU, OTYETHI U JIp.) U TPeOOBAHUS, IPEIbSIBIIEMbIE K X 0POPMIICHUIO.

JKu3HEeHHBII UK U ATAIbl OJrOTOBKH CIYKEOHBIX JOKYMEHTOB.

Tema 2.2. OcoOeHHocTH O0(QOpMIICHHSI JOKYMEHTOB, CO31aBaeMbIX B Ipolecce

yInpaBJIeHHUA NEPCOHATIOM B TAMOKEHHBIX OpraHax

CooTHolIEHNE TIOHATUN «KaJpoBas JOKYMEHTALUsA», «IOKYMEHTHI JIMYHOTO
MIPOUCXOXKACHUS (IO JIMYHOMY COCTaBY)», «JOKYMEHTAIMs MO YIPAaBJICHUIO MEPCOHATIOM», UX
COCTaB, KJIaCCU(pHUKAIIHA.

JlokymeHTanbHOe O(hOopMIIeHHE KaapOBbIX MPOLEAyp - HeoThbeMieMmas OOS3aHHOCTh
pabGoronarena. TpeOGoBaHHMS POCCHIICKOrO 3aKOHOAATENBLCTBA K TPOLEAYpaM M IpaBUiIaM
o(opmIIeHHUS JOKYMEHTOB IO YIIPABICHHUIO IIEPCOHATIOM.

[IpaBuna odopmieHHs HEKOTOPHIX IOKYMEHTOB (TIOJIOKEHHE O IMEPCOHAIBHBIX
JAHHBIX, MPUKA3 10 JUIYHOMY COCTaBY, aTTECTAIlMOHHBIN JIUCT, KOHTPAKT U Jp.). DopmupoBanue
U XpaHEHUE JMYHOIO Jejla TOCYJAPCTBEHHOIO TPAXKIAHCKOIO CIIYy)KalEero (COTpyIHUKA,
paboTHUKA).

Tema 2.3. OcoGenHoctu  odopmieHHsT JOKYMEHTOB, HCIOJIb3yeMbIX B
MEKIYHAPOJAHOH NPAKTHKE BHEIIHEIKOHOMUYECKOM e TeJbHOCTH

Kommepueckas  (menmoBasi) mepemnucka: KiaccU(UKalMsg  KOMMEPUYECKHX  MHCEM
(mpeIoroBOpHbIe, MPETEH3UOHHbIE, TapaHTHIHbIE, PEKIaMHbIe U JIp.); MPaBOBbIE OCHOBAHHS
MOJTOTOBKH; OCOOEHHOCTH O()OPMIIEHNUS; CTPYKTypa TeKCTa (KOMIO3ULIMOHHOE TOCTPOCHUE).

MexayHapoaHble CTaHAapThl, HCIOJIb3yeMble MpH TOATOTOBKE U O(OpMIIEHUH
KOMMEPUECKOM Mepenucku: GopmMyssp, COCTaB U PACIIOIOKEHNE PEKBU3UTOB U T.I1.

Tema 3.1. Opranuzanus ABHKeHHUS (JOKYMEHT0000poTa) U padoThl ¢ JOKYMEHTAMU
B TAMO’KCeHHBIX OPraHax

CoBpemeHHbIE TpeOOBaHUS K YNPaBICHHUIO JOKYMEHTaMH (yNpaBieHHE JOKYMEHTaMU,
peryiasaTuBHAs Cpela, MOJUTHKa B OONACTH YHpaBIeHUS JOKYMEHTaMH, pacupeieieHue
OTBETCTBEHHOCTH M IMOJHOMOYMU IO YHpaBiIEHUIO JOKyMeHTaMu). CHCTEMHBIM MOAXOJ K
YIPABICHUIO JOKYMEHTaMH B OpraHu3aluud. MeTofonoruss NpOeKTUPOBAaHUS W BHEAPEHUS
cucteM ynpasnenus qokymeraTamu (CY/I).

JIokyMeHTOOOOpOT B TaMOXEHHOM OpraHe: Cojep)KaHue (JOKyMEHTONOTOKM); 3Tarbl
(xapakTepucTka; TpeOOBaHUS K OpraHM3alllM); COBPEMEHHBIE CPEJICTBA MCCIENOBAaHUS WU
MojenupoBaHus. OCHOBHBIE NMPHHLMUIBI palMOHATU3AIMH JTIOKYyMEHTOO0OpPOTa B TaMOXXEHHOM
oprane. Beibop popmbl opranuzanuu 1en0nporu3BoICTBA.

Peructpanus 10KyMEHTOB Kak METOJ BKJIIOYEHHs NOKyMEeHTOB B CVY/I: kiro4yeBO# 3ran
JOKYMEHTO000pOTa U OCHOBA CO3J[aHMsI IOKyMEHTaIbHONH MH(GOPMAITMOHHO-TIOMCKOBON CUCTEMBbI
(AUIIC). CrpykTtypupoBaHHe JOKyMEHTHpOBaHHOW wuH(popMmanuu. [IpuHIMOHMaTbHAs cxema
pabotsr AUTIC.

Kommepueckne  cnpaBouHblE ~ CUCTEMBI  IpaBoBoro  xapakrepa  («I'apanT»,
«Koncynprantlnrocy, «Kogekey, «FOCUC» u np.) kak pa3HOBUIHOCTH JokyMeHTanbHbIX UIIC:
o(uIMaNIBbHOCTD, aKTyaJIbHOCTh, TOJHOTAa W JIOCTOBEPHOCTh HMH(pOpPMAILUHU, COIEpXKAIIUics B
HUX.

Tema 3.2. Oco0eHHOCTH OPraHU3alMU PadOThI ¢ HEKOTOPHIMHM BHAAMH I0OKYMEHTOB



OcCoOeHHOCTH OpraHu3aliM JEJIONPOU3BOJICTBA B pabOTe C YCTHBIMH M NMHChMEHHBIMU
oOpameHusiMu  rpaxkgaH. PaccMoTpeHue mo cymiecTBy, TpeOOBaHUS, MpEAbSABISEMbIE K
peuienuto. Ilpuem rpaxnan.

OcoOeHHOCTH TOpsIIKA M CPOKM PACCMOTPEHMs 3asBIICHUM TpakJaH B cly4yae
o0KaloBaHUSI WMHU pEIICHUW, JeHCTBUM (Oe3deiicTBUil) TaMOXXEHHBIX OpPraHoB H HX
JOJKHOCTHBIX JIMII.

CynHocTh U OCOOEHHOCTH OpraHu3ali paboThl C JIOKYMEHTAMH, COJEpPKALIUMHU:
cBeleHHs orpaHnyeHHoro pacnpoctpanenus (JCII), koHpuaeHnuasbHyo (MEpCOHAIBHYIO)
MHPOPMALIUIO, CITYKEOHYIO TaiHy, FOCYIapCTBEHHYIO TailHY.

Tema 3.3. Hudopmarmsanmss B cepe JTOKYMEHTAIHOHHOIO olecmevyeHHs
ynpasBJieHHsI

ABTOMAaTH3aIMsl JEJIONPOU3BOICTBA — KIIIOYEBOM MOMEHT B HAJEKHOCTH peasln3alliuu
MOJENT  YNpaBJICHWs  OpraHW3alied W COBEPIICHCTBOBAHUS  aJIMAHUCTPUPOBAHMSI.
CosepmienctBoBanne JIOY - omgHa M3  TOPEANOCHUIOK — CO3JaHMUSA  KOPIIOPATUBHOM
uHpopmarmonnoit cuctembl (KMC) opranuzanuu. Otanmbl W OCHOBHBIE  IPHHIIMIIBI
aBTOMAaTH3allUd JOKYMEHT0000poTa (IPUHLMUIBI: MEPBOr0 JIMIA, CXaTusg HH(pOpMaluy,
T00pOoKeNaTeTbHOCTH, OJJHOKPATHOCTH BBOJIa MH(MOPMAIIHH).

Cuctembl  BIEKTPOHHOTO  JIokyMeHTooOopota (CO/I): ompenenenue; (GyHKUIUY;
tpedoBanus k COJI. Onenka s dpextuBaoctr COJI. [Ipodremsr Bueapenust CO/I,

@TC Poccuu B cocTaBe «3JIEKTPOHHOTO MPABUTENbCTBAY. CUCTEMbI MEXKBEIOMCTBEHHOTO
ANEKTPOHHOTO JOoKyMeHTooOopota (MDBJIO) wm snexktponHoro B3ammojeiictBus (CMOB):
Ha3zHaueHHE; HHPPACTPYKTYpa; OCHOBHBIE UCIIOJHUTENIN U YYACTHUKHU; CTPYKTypa MepeiaBaeMoi
uH(pOopMaIuu.

Cospemennble TeHaeHiuun pa3sutust UT B JIOY (oOmaunble TEXHOIOTHMHU; MOPTaibHbIE
pEIIeHHS; TOTOKOBOE CKAaHUPOBAHUE; U3BJICUCHHE JAHHBIX H JIP.).

Tema 4.1. Homenxkiatypa aeJ

Homenkmarypa gem kak OCHOBa JOKYMEHTAIbHOTO (OHJA TaMOKEHHOTO OpraHa u
KJIaCCU(UKAMOHHBIN CIpaBOYHUK. MHOTOQYHKIMOHAIILHOCTh HOMEHKJIATYPHl A€, €€ BUJBbI,
CXEMBI IOCTPOEHUS.

TpeboBanusi, mnpembsABIsiEMble K 3arojoBkaMm nen. [Ipu3Haku 3aBeneHHst Jiedl.
OrnpeneneHre CpoOKOB XpaHEHUs JOKYMEHTOB. [lepeyHu HOKYMEHTOB C yKa3aHMEM CPOKOB UX
XpaHCHUA: BU/AbI, HA3HAYCHUC, TMOPAJTOK HCIIOJIB30BAaHMUA. OcHOBHEBIE InpaBrjia (bOpMI/IpOBaHI/IH
hiSh

Tema 4.2. Ilopsaaox npoBeeHUs! IKCNEPTU3BI HEHHOCTH JOKYMEHTOB B TAMOKEHHBIX
opraHax

ApxuBHblil poH Poccuiickoit denepannu, ero poiib B Jiefie COXPAHHOCTH KYJIBTYPHOTO U
Hay4YyHOTO HacJIeIus CTPaHbl U COCTaB. BUIbl apXMBOB, UMEIOIINXCS B TAMOKEHHBIX OpraHax, X
3a71auM U (PYHKIUH, COCTAaB apXUBHBIX (DOHJIOB.

[IpyHUMITBI, KPUTEPUM M HSTalbl SKCIEPTU3bl LEHHOCTHU JOKYMEHTOB TAMOXEHHBIX
OpPraHoB, B TOM 4YHCJE 3JEKTPOHHBIX. DKcrmepTHble komuccuu (DK) TaMOXEHHBIX OPraHOB:
3ajaud, (QYHKIMM, opraHu3anus pabotel. [lolHOMOYMS SKCHEPTHO-NPOBEPOUHBIX KOMHUCCHI
(OIIK) apxuBHBIX yupexaeHuit. OhopmieHue pe3ynbTaToB SKCIEPTH3bI IIEHHOCTH JOKYMEHTOB.

[Topsimok mepenayun Aen B apXvUB TaMOKEHHOTO OpraHa. Belemka, U3bsATHE €1 U3 apXuBa
TaMOXXEHHOT'0 OpraHa. Beljada CripaBoOK COLMAJILHOTO XapaKTepa.

[Tonsitue «anexTpoHHOrO apxuBa» (DA) ¢ Touku 3peHus apxuBucta u UT-cnenuanucra.
Bunst DA. TpeOoBanuss k xpanwmunyy ODA. IlogBogHble KaMHHM HCHOJb30BaHUS DA U
YHUYTOXKEHUS JJIEKTPOHHBIX JOKYMEHTOB.

Tema 5.1. Kinaccupukanust cpeacTs OprreXHUKM M X OCHOBHbIE XapPAKTEPUCTHKH



CpenctBa Malloll OpPITEXHUKHM - DJIEMEHT KyJIbTYpbl YIPAaBIEHYECKOIO TpyZHa.
Knaccudukanus cpeacTB OprreXHUKH (KOMMPOBAJIbHBIE alaparbl, TEJETalIlbl, Tenedaxchl,
CpE/CTBA CBSI3H U JIp.) U UX OCHOBHBIE XapaKTEPUCTUKH.

Tema 5.2. Oco0eHHOCTH HCII0JIL30BAHUS YJICKTPOHHOM, TeserpaHoii, TejaeTalnHoM,
pakcuMMWIbHOM CBSI3H

Ocobennoctu UCIIOJIb30BaHUs IEKTPOHHOH, TeserpagpHoHu, TEJICTAUITHOM,
(bakcuMuIbHON cBsi3U. [10TMHHOCTE MepenaBaeMbIX CpeACTBAMHU DJIEKTPOHHOM, TenerpadHoii,
TesNeTaiimHoM, (akCUMUIBHOM CBSI3M JOKYMEHTOB, MpaBWJIa HX TMOATOTOBKM M TpOLEAypa
nepegadn/mprueMa B TAMOKEHHbBIX OpraHax.

@DopMbl TEKYLIET0 KOHTPOJIS U MIPOMEKYTOYHOM aTTeCTAlMu:
Texkylmui KOHTPOJIb — OIIPOC, 3a1a4, TECTUPOBAHUE.
[IpomexxyTouHas aTrecTanus — 3a4er.

B pe3yJibTaTe 0CBOEHUS TUCHUTIMHBI Y CTYI€HTOB JI0JKHbI ObITH C()OPMUPOBAHBI:

OIIK-1.3.1:

Ha ypOBHE 3HAHMI:

3HaTh ~OCHOBHBIE  TOJOXKEHUS METOIMKM NpPUMEHEHMS HMH(OPMAIMOHHON U
OoubmmorpaduuecKoi KyabTyphl JUIsl pelieHus 3a/1a4 npodeCcCHOHATBHOM TSI TeIbHOCTH;

Ha ypOBHE YMEHUIL:

yMeTh TPaMOTHO 3amoiHATh W O(QOPMIIATH  JIOKYMEHTHI, HCIOJb3yeMblE B
npodecCHOHABHON AEATEIbHOCTH;

Ha YpPOBHE HABBIKOB:

OTIBIT PO(HECCHOHAIBHON eI TETbHOCTH.

OIIK-6.2 (2.1):

Ha ypOBHE 3HAHUM:

3HaTh OCHOBHBIC ITOJIOXKEHUS METOJUKH HAayYHOW OpraHW3alid CBOETO Tpyaa W
CaMOCTOSITENTbHON OLIEHKHU Pe3yJbTaTOB CBOEH JEATETbHOCTH;

Ha YpPOBHE YMEHUM:

yYMETh NPUMEHITh METOAWKHA HAyYHOW OpPraHM3allMi CBOETO Tpyla U CaMOCTOSTEIbHOM
OLIEHKH PEe3yJbTaTOB CBOCH NIEATEIFHOCTH;

Ha YPOBHE HABBHIKOB:

OTBIT PEMICHUS] CTAaHAAPTHBIX 3a1ad MPO(QECCHOHAITBHOW JEATEIIFHOCTH Ha OCHOBE
HayyHOW OpraHM3allid CBOETO TpyJa M CaMOCTOSTEIbHOH OLIEHKH pe3ylbTaToB CBOEH
JeSITeTbHOCTH.

WNupopMaimoHHbIe TEXHOJIOTHH, TPOrpaMMHOE oOecrieueHre, MaTeprualbHO-TEXHUUECKast
0a3a, OIICHOYHBIE CpPEACTBA, HEOOXOAMMBIE IS OCBOCHHS JUCIUIUIMHBI aJalTHPOBAHBI JUIS
00yJaromuxcsi MHBAJIUAOB U 00yYaIOUINXCSl C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU 3710POBBSL.

OcHoBHas JuTeparTypa:
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2. MatBeeBa B.A. OcHOBBI JOKyMEHTOOOOpOTa B TAaMOXKEHHBIX OpraHax: ydeOHO-
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