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1. Llenb n 3agayum ocBoeHUs1 AUCLMNIINHBLI (MoAayns)

[lenpto OCBOCHMSI IUCIMILTUHBI «/[OKyMEHTHpOBaHHME YNPaBICHUECKOW EATEIHLHOCTH
sBisieTcst BoimosiHeHUe TpeboBanuit ®I'OC BO k mpodeccnoHanbHOM TOATOTOBKE OakaaaBpoB,
oOyuaromuxcs 1o  HampabieHutro  noaroroBku  38.03.02  «MeHemkMmeHT»  TpodIIh
"MexxayHapOaHbI MEHEIKMEHT".

3aa4i OCBOEHMSI TUCIUIUINHBIL:

- IOKa3aTh POJIb JTOKYMEHTA U JOKYMEHTUPOBAHHOM MH(OpPMALIUY B IPAKTHKE YIIPABICHUS,

- U3YYHTH JTAIbl Pa3BUTHUS JOKYMEHTA KaK HOCUTENsI HH(popManmu;

- U3YYHTh 3aKOHO/IaTEIbHBIE u HOPMAaTHBHO-METOINYECKHE JIOKYMEHTHI,
pernamMeHTHpyomue padboTy ¢ TOKyMEHTaMH OpraHU3aIuy;

- 03HAKOMUTH C MIPABUIIAMH COCTABJICHUS  OPOPMIICHHS YIIPABICHYECKUX IOKYMEHTOB;

- U3YYUTb MOPSIIOK PadOTHI C TUYHBIMU U CITY>KEOHBIMU JOKYMEHTaMU;

- IPUBUTH HABBIKH COCTABIICHHUS U O(DOPMIICHUSI OCHOBHBIX JTOKYMEHTOB yIPaBICHUS;

- U3YYUTH paboTy CITy>KOBI TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs YIPaBJICHUS;

- O3HaKOMHUTb C COBPEMEHHBIMH TEXHOJOTHSIMH OpTraHU3allMd JOKYMEHTO00OpOoTa
IPEANPUATHI U OPTaHU3ALUN.

2. MNepeyeHb NNaHUpyeMbIX pe3ynbLTaToOB OOy4YeHUs Mo gucuuniuvHe (Mogynio),
COOTHECEHHbIX C MJIaHUPYeMbIMU pe3ynbTaTaMyM OCBOEHUsi obpasoBaTeNlbHOM
nporpaMmmbil

[InanupyeMbIMu pesyasraTaMu OOyuYeHUsS MO AUCUUIUIMHE SIBISIOTCS 3HAHUS, YMEHUS,
HaBBIKHW,COOTHECEHHBIE C  KOMICTCHIHMSMH, KOTOpble  (QOpMHUpYET  IUCIUIUIMHA, |
oOecreYrBaroIIMe JOCTHKCHUE IIaHUPYEMBIX PE3YyJIBTaTOB IO 00pa3oBaTeNIbHON MporpamMme B
nenoM. [lepeueHs koMmereHIui, GOPMUPYEMBIX B pe3ylbraTe W3YYCHHS AUCHUTUTHHBI (MOIYIS),
npuBe/ieH B Tabymie 1.

Tabmuna 1 — Kommnerenuuu oOydaromierocs, (GpopMupyemMble B pe3yiabraTe OCBOCHHS

JUCIUIIMHBL (MOJTYJIS)

Hassanune OIIOIT Kox DopmymHpoBKa
BO, [Tnanupyemsble pe3ynbTaTbl 00y4eHUs
COKpAILIEHHOE KOMIICTCHIIMU KOMIICTCHIIMH
38.03.02 K-8 Bnanenne HaBBIKAMU | 3HaHuUs: OCHOB JJOKYMEHTAJIbHOTO
«MeHemKMEHT» JOKyMEHTaJIbHOTO oopMIICHNS PEIICHUH B
(b-MH) odopMIIeHHS pElIeHIH B YIPaBJIEHUH ONEPALIUOHHON
YIpaBICHUH (IPOM3BOACTBEHHOI ) AEATETHHOCTH
OIepaLiOHHON opraHM3aIui; Tpe0oBaHMH K
(TIpOM3BOACTBEHHOI) CTaHILapTI/BaI_[I/II/hI/I yHUpHUKAIAN
JeATeITbHOCTH JIOKyMEHTOB, JIECHCTBYIOMINX
opraHu3aui npu YHU(DUIHMPOBAHHBIX CUCTEM
BHEJIPEHUU YIpPaBIEHYECKOU JOKYMEHTALUN
TEXHOJIOTUYECKHX, VMeHUs: COCTaBJIATh U OQOPMIIATE JIEJIOBYIO
TIPOYKTOBBIX JIOKYMEHTALMIO B COOTBETCTBUU C
MHHOBAIIUH A HOPMAaTHBHO- METOIMYCCKUMH aK-
OpTaHU3AIOHHBIX TaMH; aJanTHPOBaTh
U3MEHEHHI CYIIECTBYIOIIHE IPABUIA U
TEXHOJIOTHH COCTABJICHHS H
oopmIIeHNS yTIpaB-TeHUECKUX
JIOKyMEHTOB K KOHKPETHBIM
YCIIOBUSIM




Hassikn: JIOKYMEHTaJIBHOTO 0(OPMIICHHUS
peleHui B yIIpaBIeHUN
OIepaLlMOHHON (IIPOU3BOACTBEHHOM)
JIeATEIIBHOCTH OpraHU3aIii;
HaBbIKaMU TOJTOTOBKH
OpraHU3aIMOHHBIX 1
pactopsAUTEIbHBIX JOKYMEHTOB,
HEOOXOIUMBIX ISl CO3JJaHNST HOBBIX
MPEANPUHUMATEIBCKUX CTPYKTYP

3. Mecto aucumnnuHbl (MoaynsA) B CTPYKType OCHOBHOM obpa3oBaTesibHOM
nporpamMmbil

JucuuminHa  «JlOKyMEHTUPOBaHHE yNpPaBIEHYECKOW JAEATENbHOCTH» OTHOCHTCA K
BapUaTUBHON 4acTu npogeccruoHanbHoro nukia yuyebnoro miana OITOIT 38.03.02 MenemkMeHT
npopduib "MexyHapoIHbIH MEHEI)KMEHT" .

BxonubiMu TpeGOBaHUAME, HEOOXOAUMBIMHU AJISi OCBOCHUS AUCLUIINHBI, SBISETCS HAIUYHE
y oOydarommxcsi KOMIETEHIMH, CHOPMUPOBAHHBIX TMPH HM3YYCHUH JUCHUIUIMH  W/WIH
NPOXOXKJIeHNH NpakTHK «MH}opManoHHO-IpaBoBoe olecrieueHne OusHeca», «MeXKyIsTypHast
KOMMYHUKaIMs». Ha 1aHHy10 JUCHUIUIMHY OMUPArOTCs «YIPaBlIeHUYECKUE PEIICHUs.

4. O6bem gucumnnuHbl (Moayns)
O6’I)GM JUCHUIIMHBI B 3a4CTHBIX CAWHHIIAX C YKaSaHI/IeM KOJIMYECTBA aKaACMHUUYCCKUX
4JacCoOB, BbIACJICHHBIX Ha KOHTAKTHYIO pa60Ty C O6y‘laIOH_II/IMI/IC$I (HO BUI1aM y‘le6HLIX SaHHTI/Iﬁ) H Ha

CaMOCTOSITENIbHYIO PadOTy, MPUBEJICH B Ta0OIHIIE 2.

Tabmuna 2 — O6mmas TpyJI0eMKOCTh JUCIATLTHHBI

Tpyno- OO0beM KOHTaKTHOH paboThI (Yac)
Cemectp E€MKOCTh
Hassanne 2)60 ptll\:j Hacts I/IE]OI/IGI)(O)C AynutopHas Breaymm- CPC Call)I(“)rpe“fl
OI10I BO Y VII G0 (y)p YAHTOp TOpHas
it > (3.E) Bcero Tall
0300)
nek. | mpak. | ma6. [TA KCP
38.03.02 (01(0) bal.B 2 3 37 18 18 0 1 0 71 3
MeHemKMeHT

5. CTpyKTypa u coaepxxaHne aucumniuHbl (Moayns)

5.1 CtpykTypa aucumnnuHsl (Moayns) ana O®O

Tematudeckwuii MIaH, OTPAXKAIOUIUIA COCPIKAHUE TUCIUILTHHBI (TIepeUeHb Pa3IeioB U TEM),
CTPYKTYPHPOBAHHOE IO BHUJaM YUEOHBIX 3aHATHHA C yKa3aHHEM HX OOBEMOB B COOTBETCTBHH C
y4eOHBIM TIJIAaHOM, NPUBEJICH B Tabnwuile 3.1

Tabmuua 3.1 — Paznmensl qucuuruiiHbel (MOAYAs), BUIBI yU4eOHOW AEATEIBHOCTH U (HOPMBI

TeKy1ero KoHTpois st OPO

Kos-Bo yacoB, 0OTBEeICHHOE Ha ®dopma
Ne HasBanue TeMbl
Jlek ITpaxT J1a6 CPC TEKYIIEro KOHTPOIs
TeopeTnueckre OCHOBBI
1 p 2 2 0 12 TECT, 3aJlaHuE

JIETIOTIPOM3BOICTBA OPTaHU3AIINI
2 | Ob6mue npasua opopmieHUS 7 ) 0 12
yIpaBIeHYECKHUX IOKYMEHTOB

TECT, 3a/1aHKe




Oco0eHHOCTH COCTaBICHUS U
3 | odopmiieHHS OCHOBHBIX 2 5 0 12
JJOKYMEHTOB YIIPABJICHHS
[paBuina odopmireHns
4 | IOKyMEHTOB 110 THYHOMY 2 4 0 13 TECT, 3a/1aHHE
COCTaBy
Opranusanus
5 | moxymeHToobopoTa 2 2 0 12 TECT, 3a/laHue
MEKIyHAPOIHON KOMITAHUH
OCHOBHEBIE TIpaBHIIa
6 | opranuzanuu paboOTHI C 2 2 0 12 TECT, 3a/laHKe
JOKYMEHTaMH
Hroro no Tadymmue 17 17 0 73

TECT, 3a1aHue, eI0Bast
urpa

5.2 CopepxaHue pa3genoB u TeM gucuuniuHbl (Mmoayns) ana OPO

Tema 1 Teopemuueckue 0CHO8bI 0€10NPOU3E00CMBA OPSAHUZAYUU.

Conepxanne Ttembl: Mupopmarus, ee kputepuu. JloKyMeHT. PeKBH3HUT OKyMEHTA.
@ynkuun gokyMenta. Opuaudeckas cuna JOKyMeHTa. J[enonmpon3BOACTBO, JOKYMEHTHUPOBAHUE.
JlokymeHTalmonHoe obecnieduenue ynpasieHus. JJokymentroo0opot. Kiaccudukanus 10KyMeHTOB.
Crannmaptuzanus 1 yHUQHUKAIKUS JOKYMEHTOB. YHu(UIMpoBaHHas cucreMa gokymenranun (Y CJI).
Cuctembl nokymeHTauuu. Ilpunnunsl aenompousBoactBa. HopmatuBHO-meToauyeckas 0aza
JOKYMEHTHPOBAHUS YIPABICHYECKON JAEATEIbHOCTU M OPraHU3aluu paboThl C JOKYMEHTaMHU.

@opMBl U METOJABI TPOBEIACHMS 3aHATHI 1O TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: JIEKIIMOHHOE, IIPAKTUYECKOE.

Bunbl caMocTOATENbHON NOArOTOBKM CTYAEHTOB IO TEME: HM3yUEHHUE JIOMOJIHUTEIbHOU
JIUTEPATYpPHI IO TEME.

Tema 2 Obwue npasuna oghopmierus ynpasienieckux 0OKyMeHmos.

Conepxkanne tembl: [OCT P 7.0.97-2016 «YHuduupoBaHHbIE CUCTEMBl JOKYMCHTAIIHH.
YaudunupoBaHHasi CUCTEMa OPTaHU3AIMOHHO-PACTIOPSIUTEIHLHON TOKyMEHTaluu. TpeboBaHus K
opopmiieHno JOK-MeHTOB». PexBusutr 01- T'ocymapctBenusbiii repd P®. PexBusur 02- I'ep6
cyobekta P® u mynununaibHoro oOpazoBanus. PexBuzut 03 -DMOnema opraHusalud WU
ToBapHblil 3Hak. PexBuszur 04- Kon opranmsamuu. PexBuszutr 05- VYkazaHue Ha OCHOBHOM
TOCYIapCTBEHHBIM PETUCTPALIMOHHBIN HOMep mnpeanpuarus. PexBuszutr 06- VYkazanue Ha
UACHTU()HUKAIIMOHHBI HOMEp HAJIOTOIUIaTeNbIINKA/KO TPUYUHBI TIOCTAHOBKU Ha y4eT. PexBu3uT
07- Koxn d¢opmbr noxymenta. PexBmsur 08-HammenHoBanme oprammsanuu. PexBusut 09-
CnpaBounsie cBefeHUs 00 opranmu3aiuu. Peksusut 10- HaumenoBanue Buaa 1oKkyMeHTa. PekBu3uT
11- ara nokymeHnTa. PexBusur 12- Peructpanuonssiii Homep nokymeHnrta. Peksusut 13- Ccplika
Ha PEruCTPalMOHHBIM HOMEpP W AaTy NOKyMmeHTa. PexBu3ut 14- MecTto cocTaBlIeHUS WU W3AaHUA
nokymeHTta. PexkBusut 15- Cenenus 06 agpecare. PexBuzut 16 -I'pud yTBepkaeHus H10KyMeHTA.
PexBuzut 17-Pe3omonus. PexBuzut 18-3aronoBok k Tekcty. PekBusur 19- OtmeTka 0 KOHTpOJe
PexBuzur 20- Tekct nqokyMeHnta. PekBu3ut 21- OTmMeTKa 0 HAIMYMKM NpeAIoKeHuil. PekBusur 22-
[Tonmuck. PexBusur 23- I'pud commacoBanusi nokymeHta. PexBusut 24- Buswl comracoBaHus
nokymeHnrta. PexBusut 25- I[lewats. PexBusur 26-OTmeTka o 3aBepeHuu Komuu. PexBusut 27-
Otmetka 00 ucnionnutene. PexkBuzur 28- OTMeTka 00 UCTIOTHEHUH JTOKYMEHTa M HalpaBICHUH €ro
B neno. Peksmsur 29- OTmerka o mocTyruieHuM nokymeHrta. Pexsusutr 30- Waentudukatop
AIIEKTPOHHOM Komuu JoKymMeHTa. CocTaB pPEKBH3UTOB, UX MECTOPACIOJIOKEHHE Ha JOKYMEHTE.
dopmynsap-obpaszel JOKyMeHTa.

@opMbl U METOIBl MPOBEICHUS 3aHATUM MO TeMe, MNPUMEHsEMble 00pa30BaTeIbHbIC
TEXHOJIOTMH: JIEKHMOHHOE, TPAKTUYECKOE.

Buasl caMoCTOSITENIbHONW MOATOTOBKUA CTYAEHTOB MO TEME: H3Y4Y€HHUE JOMOIHUTEIbHOU
JUTEPATYpPHI IO TEME.



Tema 3 Ocobennocmu cocmagienus u 0GhopmaeHUss OCHOBHBIX OOKYMEHMOS8 YNPAGLEHU.

Conmepxanne TeMbl: OCHOBHBIE TPYIIBI JTOKYMEHTOB. HopmaTWBHBIE TOKYMEHTHI
rOCYIapCTBEHHBIX OpraHoB. OpraHu3allMOHHBIE JOKYMEHTBl HpeAnpustus. JloIKHOCTHBIE
MHCTpYKIMHU. PacriopsaurenbHble JOKYMEHTHI peanpusts. [Iprkassl 10 OCHOBHOM e TETBHOCTH.
Pacriopsokenus, pemenus. MuadopmannonHo-cripaBodHble JTOKYMEHTHI. [IpOTOKONBI, TOJHAsS |
Kpatkass ¢gopma ux odopmieHus. AkTel. CinykeOHble M OOBSCHUTENbHbIC 3amUCcKH. CHpaBKH.
CrnyxeOHble MOBepeHHOCTH. [lnchma, MX KiIaccUpUKAIMs, CTPYKTypa, CTaHIApTHBIE (paszbl U
BeIpakeHUs1. HOpMBI oHIIaTbHO-IETOBOTO CTHISI CITY>KEOHBIX IOKYMEHTOB. JleIoBoe MHCHMO
MeXIyHapoaHoro ooOpasua. dakcel, TenedoHorpammsl. JloroBopa, KoHTpakTbl. COBpeMEHHBIE
CTIIOCOOBI M TEXHHUKA CO3/IaHUS JIOKYMEHTOB.

@®opMBl ¥ METOABI TNPOBEICHMS 3aHATHH IO TeMe, IMPUMEHSEeMble 00pa3oBaTeIbHBIC
TEXHOJIOTUH: JICKITTOHHOE, MPAKTHUECKOE.

Bunbl camMocTOATENBPHON MOJATOTOBKH CTYACHTOB IO TEME: H3yYCHHE JOMOJTHUTEIHHOM
JUTEPATYPHI IO TEME.

Tema 4 IIpasuna oghopmaenus 0OKYMeHmMo8 no JUHHOMY COCABY.

Conepxanue TeMbl: [loHATHE M CTPYKTypa NEpPCOHAIBHBIX AaHHBIX. lIpHHagIekKHOCTH
NEPCOHANBHBIX JaHHBIX: COOCTBEHHMK, JE€p>KaTelb W II0Jb30BaTeNlb IEPCOHAIbHBIX JAHHBIX.
CtpykTypa KaapoBoil HHGOPMAIMOHHO-TOKYMEHTAIIMOHHON cucTeMbl. OdopMiieHne TOKyMEHTOB
npy TpHEeMe, YBOJBHEHHWU W TEepeBOjie pa0OTHHKA Ha JPYTyI0 IODKHOCTh. AHKeTa. TpymoBbie
KOHTpakThl. [Ipukaspl mo nuuHoMy coctaBy. OCHOBHBIE PEKBH3UTHI JOKYMEHTOB U IpaBHJIa UX
odpopmienus. Kparkue cBeneHus o npaBuwiax oOpMIICHHS TPYIOBBIX KHIKEK, IMYHBIX KapTOUEK,
JIMYHBIX JIeJ1 pA0OTHHUKOB.

@opMBl U METOABI TPOBEACHHS 3aHATHI MO TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: JIEKLIUOHHOE, IPAKTUYECKOE.

Bunel caMocCTOSATENbHON MOATOTOBKH CTYAEHTOB IO TEME: HM3y4Y€HHUE JIOMOJIHUTEIbHOM
JUTEPaATypPHI MO TEME.

Tema 5 Opeanuzayust OOKyMeHmMo0O0poma mMeicOyHApPOOHOU KOMNAHUU.

Copnepxanne TeMbl: [lOHATHA TOKYMEHTOOOOPOT M OpraHu3alus JOKYMEHTO00OpoTa.
HopMatuBHO-MeTOIMYECKas ~ periaMeHTamusi  JTOKyMeHTooOopoTa.  OCHOBHBIC  IpaBWIIA
OpraHu3alii  JIOKyMEHTOOoOOpoTa Ha  mpeanpusTud.  KadecTBEHHbIE — XapaKTePHCTUKU
nokymeHTtoobopora. Kmaccudukarusi JOKYMEHTOIIOTOKOB: TOPU30HTANIBHBIC, BEPTHUKAIILHEIC,
BOCXOJAIIIME, HHUCXOMSIINE, BXOISIIINE, HWCXOMANIMe W BHyTpeHHHe. [logcuer oObeMa
JIOKYMEHTO000pOTA.

@DopMBI M METOJABI TPOBEACHHS 3aHATHH TIO0 TeMe, NPUMEHsSEMbIe 00pa30BaTeIbHBIC
TEXHOJIOTUH: JICKITHOHHOE, MPAKTHIECKOE.

Bunbl caMocTOsATENbHON MOATOTOBKH CTYAEHTOB MO TEME: H3yYeHHUE OTOTHUTEIHHOM
JUTEPATYPHI IO TEME.

Tema 6 OcHosHble npasuna opeanusayuyu pabomsl ¢ OOKYMeHmMamu.

Copepxanne Tembl: OOpaOoTka NOCTymamIMIUX J0KyMeHTOB. IlepBuunas oOpaboTka
JOKyMeHTOB. OOlue npaBuiIa PperucTpalud JIOKyMEHTOB, (GopMbl peructpanuu. Ilepenaua
JIOKYMEHTOB, pPAacCMOTpeHue ux pykoBoaureneM. llopsamoxk HampaBieHHs JTOKyMEHTa Ha
UCTIOJTHEHNE M pabOThI MCIIOIHUTENS ¢ JOKyMeHTaMu. McnonHeHune nokymeHTa. Bunsl u ¢hopmbl
KOHTpPOJII ~UCIIOJIHEHUs, CpOKoBasi KaproTeka. OpraHum3anusi TEKYLIEro XpaHEeHus Jedl.
Howmenknarypa nern, obume tTpeboBaHus, BHIBI HOMEHKIATYp. CocTaBieHre HOMEHKIATYpPHI Jell.
®opmupoBanne u odopmieHue aen. Cucremarusanys JTOKyMEHTOB B jene. XpaHEHHE eIl
ITonroroBka NOKyMEHTOB K IE€peladye HAa apXUBHOE XpaHeHHe. Kpurepum OLIEHKH JOKYMEHTOB.
CocraBiieHHe ONUCEN Tell.

@opMBl ¥ METOABI MPOBEICHUS 3aHATHH IO TeMe, IMPUMEHSEMbIe 00pa3oBaTeIbHBIC
TEXHOJIOTUH: JIEKITUOHHOE, MPAKTHIECKOE.

Buzabl camMocTOATENBPHON MOATOTOBKH CTYACHTOB IO TEME: H3yYCHHE JOMOJTHUTEIHHOM



JIUTEPATYPHI 110 TEME.

6. MeToanyeckue YKa3aHuA no opraHn3aummn nsyvyeHmsa oUCUUMIINHLI (MO,D,yﬂFl)

CamocrosrenbHas padora ctyneHToB (CPC) — 3T0 nesATenbHOCTh YUaluxcs, KOTOPYIO OHH
COBEpLIAIOT 0€3 HEMOCPEJCTBEHHONW IOMOILIM U YKa3aHWHM MHpenojaBareisi, pPyKOBOACTBYSICh
c(OPMHPOBABIIUMHUCS paHEe MPEICTABICHUAMU O TMOPAJKE M TPABUWIBHOCTU BBIIOJHEHUS
oneparuii. llens CPC B mporecce oOydeHHs 3akirodaeTcs, Kak B yCBOCHWW 3HAHWI, TaKk U B
(GbOopMHUPOBAHUN YMEHUI U HAaBBIKOB 110 WX MCIOJH30BAHUIO B HOBBIX YCIIOBHUSIX HAa HOBOM y4eOHOM
matepuane. CamocrosiTenbHass paboTa mpu3BaHa 00eCleYMBAaTh BO3MOXKHOCTb OCYILECTBIICHUS
CTYIEHTaMHU CaMOCTOSTEIbHON I103HABATEIbHOW NEATEIBHOCTH B OOy4EHMM, W SIBISETCS BUIOM
y4eOHOTO Tpyda, CIOCOOCTBYIOMIETO (OPMUPOBAHUIO Y CTYIAEHTOB camocTosTenbHocTu. CPC
UMeeT KaK ayIuTOpHbIM, Tak W BHEAyAUTOpPHBIH XapakTep. B maHHOl yueOHOIl mporpamme
IIPUBEJIEH NIEPEUYEHb OCHOBHBIX U JOINOJHUTEIBHBIX HCTOUYHUKOB, KOTOPBIE MpEIaracTcsi U3y4uTh
B Ipouecce 00ydeHus nmo aucuumianHe. Kpome Toro, s pacmivpeHust U yniyOJaeHHus 3HaHUH 1O
JAHHOM IUCHMIUIMHE 11eecO00pa3HO MCIOJIb30BaTh HaydHble MyONMKAMM B TEMaTHUYECKUX
KypHaJlax, MOJHOTEKCTOBbIE 0a3bl JAaHHBIX OHUONIMOTEKH, HMMeroluecss B OHOIMOTEKax By3a U
peruoHa, nmyOoauKalui Ha 3JEKTPOHHBIX U OYMa)KHBIX HOCUTEJSIX.

OcobenHocTH opraHu3anuu 00y4eHHs VISl JIHI ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMHM
310POBbSI U HHBAJIH/0B.

[Tpu HEeoOXoaMMOCTH OOyYaroIUMCS U3 YHUCIA JIMI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMHU
3I0POBbS M HHBAJHJIOB (10 3asBJICHUIO 00YYaroIerocs) MpeIocTapisieTcs yaeOHas nHhopMaris B
JOCTYIIHBIX (POpPMax ¢ yU4ETOM MX MHIUBUAYAIbHBIX ICUXOPU3UUIECKUX OCOOCHHOCTEH:

- JJISL UL ¢ HapYUICHUSIMHU 3PEHUs: B NIeYaTHON (opMe yBEIHMUEHHBIM mpupToM; B Gpopme
AIIEKTPOHHOT'O JTIOKYMEHTA; WHAUBU1yaJIbHbIE KOHCYJIBTaIlH c [PUBJICYCHUEM
TU(IIOCYpIOTIEPEBOUNKA; UHIMBUAYAIbHBIE 3aaHNs, KOHCYJIbTALUU U JP.

- 7S ML C HApYLICHUAMU CyXa: B Ie4aTtHoi Gopme; B (hopMe MEKTPOHHOTO TOKYMEHTA,
WHAVBUAYaJIbHBIE KOHCYIBTALIMY C IIPUBICYCHUEM CypIONEPEBOAUNKA; HHINBUYaJIbHbIC 3alaHNUS,
KOHCYJIbTAllUM U Jp.

- ISl UL C HapyUIEHUsIMHU OIIOPHO-/ABUTaTENIbHOIO ammnapara: B ne4atHoi gopme; B popme
AJIEKTPOHHOI'O JOKYMEHTA; MHIANBHyaJIbHbIE 3a1aHUs, KOHCYJIBTALUN U JIP.

7. ®OHA OLEHOYHbLIX CpeAcTB ANA NpoBeAeHUSA TeKylero KOHTponsa W
NPOMEXYTO4YHOM aTTecTauum oby4arLwmxcs no gucumninHe (moaynio)

B coorBerctBum ¢ tpeboBanusmMu PI'OC BO mns arrecranmu  oOydaromuxcs Ha
COOTBETCTBUE HX MEPCOHATIBHBIX JOCTHKEHHHM IUIAHUPYEMBIM pe3yinsrataM OOy4eHHus 10
JUCLUIIJIMHE CO3aHbl  (POHABI OLEHOYHBIX CpeACTB. THIOBBIE KOHTPOJbHbBIE 3aJaHMs,
METOAMYECKHE MaTePHAIIBI, OMPECIISIONINE MPOIeyphl OIICHUBAHUS 3HAHUH, YMEHUI M HaBBIKOB,
a TaKXKe KPUTEPHUM U I0Ka3aTesld, HEOOXOOUMbIC Ul OLEHKU 3HAaHWN, yMEHUH, HABBIKOB U
XapaKTepU3yIOIIUe ATaIbl (OPMHUPOBAHUS KOMIETEHIUI B MpoOIlecce OCBOEHUS 00pa30BaTeNbHON
MpOTrpaMMmel, npeacraBieHbl B [Ipunoxennn 1.

8. YuyeOHO-meTOAMYECKOE U UWH(pOpPMaALUMOHHOEe obecnevyeHne AUCLUNIIUHBI
(mopyns)

8.1 OcHoenasa numepamypa

1. Kopuees M. K., ITmenko A. B., Mamypues B. A. JJOKYMEHTHUPOBAHUE
YITPABJIEHYECKOMU JEATEJIbHOCTMU 2-e uzna., iep. u Aom. Y4eOHUK U MPAKTHKYM ISl By30B



[OnexTponnslii pecype] , 2020 - 384 - Pexxum nocryma: https://urait.ru/book/dokumentirovanie-
upravlencheskoy-deyatelnosti-testy-v-ebs-450470

2. KprokoBa H. II. JlokyMeHTHpOBaHHE YNpPaBICHUYECKOM NEATENBHOCTH : YueOHoe
nocobue [OnextpoHHbld pecype] : HMH®PA-M |, 2019 - 268 - Pexum pgocryna:
http://znanium.com/catalog/document?id=359359

3. [Tanacenko 0. A. JlokyMeHTHpOBaHUE YNpPaBICHUYECKOM NEATETBHOCTH : Y4eOHoe
nocobue [OnekTpoHHweli pecypc] : PHOP , 2018 - 138 - Pexum pocryna:
http://znanium.com/catalog/document?id=309085

8.2  Jlonoanumenvnaa numepamypa

1.  OcHOBBI AenONPON3BOACTBA : yueOHOe mocodue [ DaeKTpoHHBIH pecype] , 2019 - 181 -
Pexxum moctyma: https://lib.rucont.ru/efd/685285

2. Pazgopoxsbiif A. A. JIOKyMEHTHpPOBAaHHUE YIIPABICHUECKOH NEATENBHOCTH : YueOHoe
nocobue [DnextponHsld pecypc] : HWHOPA-M |, 2018 - 304 - Pexum pgocrymna:
http://znanium.com/catalog/document?1id=328873

8.3 Pecypcot ungopmayuonno-menekommynukayuonnou cemu ""Humepnem'’,
6KNI0YAA npogheccuonanvHvle 03zl OAHHLIX U UHQOPMAUUOHHO-CRPABOYHDbBIE
cucmemul (npu HeoOXO0UMOCHU):

1. CnpaBounHo-nipaBoBasi cuctema «I apant» - Pexxum mpocryma: http://www.garant.ru/

2. CIIC Koncynprantlmroc - Pexxum noctyna: http://www.consultant.ru/

3. 3OBC «Haunonansuslil nngpoBoii pecype «Pykont»: https://rucont.ru

4. OnextpoHHass Oubnuoreunas cucrema «PYKOHT» - Pexum pocryna:
https://lib.rucont.ru/

5. OnektponHass OubOnuoreunas cucreMa ZNANIUM.COM - Pexum poctyma:
http://znanium.com/

6. OneKTpoHHO-0MOIMOoTeyHast cucrema u3garenbcTtBa "FOpailt" - Pexum nocrymna:

https://urait.ru/

7. Open Academic Journals Index (OAJI). [IpodeccuonanpHas 6a3a maHHBIX - Pexum
nocryna: http://oaji.net/

8. [Mpesunentckas Oubmmoreka wuMm. b.H.Enpumna (0a3a [gaHHBIX —pa3iuyHBIX
npodecCuoHANIBHBIX 00nacTei) - Pexxum qocryna: https:// www.prlib.ru/

9. MaTtepuanbHoO-TeXxHU4YecKoe obecneyeHne AUCLUUNMUHLI (MOAYNs) U NepeYeHb
MHhOPMaLIMOHHBIX TEXHOJIOrM, Mcnosnb3yeMbIX npwu ocyLllecTBNeHUH
obpasoBaTenbHOro npouecca no AvcuunnuHe (Moaysnto) (Npu Heo6xoaAMMOCTH)

OcHOBHOE 000PYI0BAHUE:

IIpoexrop
Hocka aynuropHas JJA-8MI]
[Tapra 3-x mectHas cxiagnas 1800*450

[IporpaMMHoe obecrieyeHue:
Microsoft Office XP Suites Russian
Windows

10. CnoBapb OCHOBHbIX TEPMUHOB



ABTOOMOrpadusi — ONUCaHWE CBOEH JKW3HHU, BKJIIOYAlOee OOy4YeHHEe U TPYIOBYIO
JIESTENBHOCTD

ABTOp 10KyMeHTa — (pU3nUecKoe WK IOPUANYECKOE JTUI0, CO3AaBIIee JOKYMEHT

AJipec - IPUBETCTBUE, MMO3/PABIICHUE, 071aroJapHOCTh OTEIHBHOMY JIUILY WJIH MPEATPHUSTHIO

AJpecaHT — JINLIO WIK OPraHU3alus — OTIIPABUTENb JOKYMEHTA

Apapecat — U0 WA OpraHu3alus — nojaydyareiab JOKYMEHTa

AKT — [IOKYMEHT, COCTaBJICHHbI HECKOJbKMMH JIMIAMU W  NOATBEPKIAIOLIHI
yCTaHOBJICHHBIE (DaKThI I COOBITHS

APpXuUB — OpraHu3anys Wi €€ CTPYKTYPHOE NOAPA3AEIEHUE, OCYIIECTBISIONIEE TPUEM U
XpaHEHHE apXUBHBIX IOKYMEHTOB C LEJbI0 UX UCITOIb30BaHUS

ApxXuBHasi cnpaBka — OQUIMAIBHBIN JOKYMEHT, HMEIOIIMA IOPUIUYECKYIO CHIYy U
coJlepKalIiii apXWBHYI0 WH(POPMAIUIO O TPEIMETE 3ampoca ¢ YKa3aHHEM IOMCKOBBIX JIaHHBIX
JIOKyMEHTa

ApXHBHOE /1eJ10 — OTpacib ACSITeNbHOCTH, 00ECIeYNBAIOIasi OPraHU3AINI0 XPaHEHUS U
WCTIOJIb30BaHMS apPXUBHBIX JOKYMEHTOB

ApXUBHBI (POHJ — COBOKYITHOCTh aPXUBHBIX JOKYMEHTOB, HCTOPUYECKU U/UITU JIOTUYECKH
CBSI3aHHBIX MEXKIY COOOi

AynMOBU3YaJbHBIN JTOKYMEHT — JOKYMEHT, COACPKaIUi N300pa3UTEIbHYIO U 3BYKOBYIO
uH(pOpMaIIHIO

Bungep - neperieTHas MalIMHa, UCIHOJIB3YIOMIAash B Ipoliecce padOThl METAIUIMYECKUE U
IJIACTUKOBBIE CIIUPAIIH

Buorpadus — onucanue XU3HA U ASSITEILHOCTH KaKOro-1100 Jnia

Bnank nokymMeHTa — HA0Op PEKBH3UTOB, HJICHTHQHUIIUPYIONIMX aBTOpPa O(HIIHMATHLHOTO
MMCbMEHHOTO IOKYMEHTa

Bua nucbMeHHOro JOKyMEHTAa — IPUHAJIEKHOCTh MHUCbMEHHOIO JOKYMEHTAa K CHUCTEME
JIOKYMEHTAIIUH MO MPU3HAKaM COAEPKaHUA U LIEJIEBOTO Ha3HAYCHHUS

Buza opunuanbHOro 10KyMeHTa — PEKBU3UT JTOKYMEHTA, BBIPAKAIOUIUH CONIACHE WIH
HECcOorjacue JOJKHOCTHOTO JIMIA € COAEP)KAaHUEM JIOKYMEHTA

BHemiHnii JOKYMeHT — JOKYMEHT, OTIPAaBJICHHBIH OPYrMM OpraHu3anusaM (JIHIaM) HId
MOJTyYEHHBIH OT HUX (MCXOSAIINI MU BXOISIINN)

BHyTpeHHUH JTOKYMeHT — O(HIMANBHBIA JOKYMEHT, HE BBIXOIAIIMKA 32 TIPEICIBI
MIOATOTOBUBLICH €0 OpraHu3alnuu
BuyTpenHsia oOnuchb [OKYMEHTAa — YUYETHBIM JOKYMEHT, COJEp)KAIIUKA IIepeyYeHb

JIOKYMEHTOB JI€JIa ¢ YKa3aHUEM MOPSAIKOBBIX HOMEPOB JTOKYMEHTOB, UX MHJIEKCOB, HA3BaHWM, 1aT,
HOMEPOB JINCTOB

BonpocHuk — nepeyeHb BOIPOCOB, COCTABISEMBIH JUIs cOOpa KaKUX-THO0 CBEICHHUI

Bxoasiimuii 10KyMeHT — TOKYMEHT, ITOCTYIMBIINN B OPTaHU3ALUIO

BoigesieHue JOKYMEHTOB K YHHYTOKEHHMI0O — BBIABICHUE B IIPOLECCE DKCIEPTU3BI
HAay4YHOW M NMPAKTHUYECKON LIEHHOCTH JTOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHMS, YTPATUBIIUX
NPAaKTUYECKOE, HAyYHOE WM OOIECTBEHHOE 3HaUeHNe, 0TOOp MX K YHUUTOXKEHUIO

Beinucka U3 10KyMeHTa — 3aBEpEHHAs KOIUSA 4acTU JTOKYMEHTa

I'pamoTa — 10OKyMEHT, BbIJaBa€Mblil OpraHu3alel pabOTHUKY WU rpymnne paboTHUKOB 3a
TPYZOBBIE JOCTHKCHHUS

I'padux — 1) rpadudeckuii WM TEKCTOBOM JOKYMEHT, OTPAKAIOMIMK COCTOSHHE WU
JUHAMUKY KaKoro-au0o sBI€HMs, 2) IUIaH pabOThl ¢ TOYHBIMM IOKa3aTeIsIMM HOPM M BPEMEHHU
BBIIIOJIHCHUS

I'paduuecknii JOKyMEHT — JOKYMEHT, B KOTOPOM H300pak€HHE OOBEKTa IOJIYyYEHO
MIOCPEACTBOM JIMHUN WM IITPUXOB

I'pu¢  orpanmyeHusi  JocTyma  —  PEKBM3UT  O(UIMAIBHOTO  JOKYMEHTa,
CBUJIETENBCTBYIOLINI 00 0cOO0OM XapakTepe MH(POpMAalMK, OrPaHUYUBAIOIINNA KPYT MOJIb30BaTeNIeH
JIOKYMEHTa

I'pu¢ cornacoBaHusi — PEKBU3UT O(DUIMAIBLHOTO TOKYMEHTA, BBIPAKAIONIUI CcoIlacue
JOJDKHOCTHOTO JIMLIA WJIM OpraHU3aluy, He SBIISIOIIEHCS aBTOPOM JJOKYMEHTA, C €r0 COAEepKaHuEM



I'pu¢g yTBep:kaeHHS] — PEKBU3UT O(QUIMATBHOIO JIOKYMEHTa, NPHUAAIOUINIA MPaBOBOM
XapaKTep ero coAepKaHUIo

Jlata opMUMAJIBLHOIO JOKYMEHTAa — PEKBU3UT O(PUIHMAIBHOTO JOKYMEHTA, COIEpP KaIHid
yKa3aHHOE Ha JIOKyMEHTE BpeMs €ro CO3JaHMs W/WIH MOANUCAHUSA, YTBEPKICHUS, COIIACOBAHMUSA,
OmyOJTUKOBAaHHMS

Jles10 — COBOKYNTHOCTh JTIOKYMEHTOB MJIM AOKYMEHT, OTHOCSIIUECSA K OJHOMY BOMIPOCY WU
Y4aCTKy AESTEIbHOCTH, IOMELICHHBIE B OTAEIIbHYIO O0JI0KKY

JesIonpon3BoACTBO (JIOKYMEHTAIIMOHHOE oOecniedeHue ympasieHus J[OY) — orpacib
JeSITeIbHOCTH, 00ECTIEYMBAONIAs TOKYMEHTHPOBAHNE M OPTaHU3aLUIO paOOThI C TOKYMEHTAMU

JumiaoM — JOKYMEHT, YIOCTOBEpSIIOIIMM: 1) OKOHUaHUE BBICHIETO WJIM CPEIHEro
00pa30BaTEeNbHOTO YUPEKACHUS;, 2) IPUCBOCHHUE YUEHOUW CTENEHH, TOYETHOTO 3BaHUS U T.II.

JIMpeKTUBHBII AOKYMEHT — JOKYMEHT, COJCpKaIllMi o00s3aTeNbHBIE K HWCIIOJTHEHUIO
YKa3aHUs BBIIIECTOSIIUX OPraHOB

JlOBepeHHOCTb- JOKYMEHT, NAIOUIMil IOJHOMOYMS €r0 INPENBSBUTEII HA BBIIIOJHEHUE
KaKuX-IM00 NeUCTBUI

JloroBop (KOHTPAKT) - TOKYMEHT, (PUKCUPYIOIIMKA COTIAIIEHUE IBYX WU OoJjiee CTOPOH 00
YCTaHOBJIEHUH, U3MEHEHNHU WIN IPEKPALLEHUH TPAaBOOTHOILIEHU I

JokjagHasi 3anMcKa — JJOKYMEHT, aJpEeCOBaHHBIA PYKOBOJICTBY, U3JIATatOIINi KaKOW-THOO
BOIIPOC C BBIBOJAMU U NIPEATIOKEHUSIMHU COCTABUTEIS

JIOKYMEHT (IOKyMEHTHpOBaHHasi MHQpOpManus) — 3aQHUKCHPOBAHHAS Ha MaTepHaIbLHOM
HocuTese MHpOpMaIHsl ¢ PEKBU3UTAMU, TIO3BOJISIOIIUME €€ UACHTUPHUIIMPOBATH

JIOKyMEeHTHPOBaHHe — 3aMUCh MH()OPMAIIMH HA PA3TUYHBIX HOCUTEISAX [0 YCTaHOBICHHBIM
IpaBUJIaM

JIOKyMeHT JIMYHOr0 NMPOMCXO:KIEHMs] — JOKYMEHT, CO3[JaHHBIA JIMIIOM BHE Cdepbl ero
CITy>K€OHOH N1 TeTbHOCTH UJIH BBITIOJTHEHUS CITYKEOHBIX 00s13aHHOCTEH

JIOKyMeHT0000pOT — JIBIKEHUE TOKYMEHTOB B OpPraHM3allid C MOMEHTA UX CO3JaHMS WIH
MOJIyYEHUS O 3aBEPILICHUS UCTIOJHEHUS U OTIIPABIICHUS

JIOKyMeHT BpeMEeHHOI0 XpaHeHHUsl — JJOKyMEHT C YCTAaHOBJIEHHBIM CPOKOM XpaHEHHs, IO
HCTEYEHUU KOTOPOTO OH MOJUIEKUT YHUUTOKEHHIO

JIOKyMeHT TMOCTOSSHHOTO XpPaHeHUusl — JOKYMEHT, KOTOPOMY B COOTBETCTBHM C
HOPMAaTUBHBIMH U UHBIMU ITPABOBBIMU aKTaMHU YCTAHOBJIEHO OE€CCPOUYHOE XpaHEHHE

Jy0auKaTr JAOKyMEeHTAa — TMOBTOPHBIM HK3EMIUISIP MOJJIMHHUKA JOKYMEHTA, HMEIOLIUN
IOPUANYECKYIO CUILY

Kamnob6a — nucpkMeHHOE WM yCTHOE oOpaiieHue (U3NYECKUX WIN IOPUIUYECKHUX JIHI] B
rOCyAapCTBEHHBbIE WM OOIECTBEHHBIE OpraHbl MO TOBOAY HApPYIICHUS MpaB M OXPaHSEMBIX
3aKOHOM MHTEPECOB

KypHana — [IOKyMEHT, COCTAaBISIEMBIM TIO OMNpeAeNieHHONW (opMe U coaep X ariui
NEepUOINYECKUE 3aMCH CBEICHUH, COOBITUH, onepanuii, JTOKyMEHTOB U JIp.

3aBepeHHass KONMs JAOKYMEHTa — KOIHUS JIOKyMEHTAa, Ha KOTOPOHl B COOTBETCTBHM C
YCTAaHOBJICHHBIM  TIOPSAKOM  TMPOCTaBISIOT  HEOOXOAMMBIE  PEKBH3UTHI, MpUAAlOIIUe el
IOPUANYECKYIO CUILY

3aro/10BOK 0(pMIMAJIBLHOIO JOKYMEHTA — PEKBU3UT JOKYMEHTA, KPAaTKO M3Jararoluil ero
cojiepKaHue

3aro/10BOK Jes1a — KpaTkoe 0003HAYCHHE CBEJCHHI O COCTaBE M COJCPKAHUU JJOKYMEHTOB
B JIeIE

3akJal04YeHHue — JOKYMEHT, COJEp)Kalluil MHEHHE, BBIBOJ YUYPEXKIEHUS, KOMHUCCHUH,
CHEIHaJINCTa M0 KaKOMY-JIN00 JOKYMEHTY WUJIH BOIIPOCY

3anucka — KpaTKoe U3JI0’KEHUE KaKoro-11u00 BOMpOoca UK MOSICHEHUE COAePKAHUS KaKoro-
6o ToKyMeHTa, hakTa, coObITHS (CITyKeOHasl, TOKIaaHAast, 00BICHUTEIIbHAS)

3asiBjleHHe — JIOKyMEHT, COJAep)Kallluii oOpallleHue JIMla K OpraHu3aluu, paboToAaTesto
WU TOJ>KHOCTHOMY JIUILY

3oHa yHM(UUUPOBAHHON (OPMBI AOKYMEHTAa — YacTh IUIOMAAW YHU(DHUIIMPOBAHHOM
(bOopMBI TOKyMEHTa YCTaHOBIIEHHOTO pa3Mepa, IpeIHa3HaueHHas JJis 3all0JIHEHUsI ONpeIeTICHHBIMU



PEKBU3UTAMHU

N3Bemenne — 1OKyMEHT, UH(QOPMHUPYIOMIMHA O MPEACTOSIEM MEPONPUSTHH (3acelaHuH,
coOpanuu, KOH(GEPEeHIINN) U MPEAIaraolluii MPUHITH B HEM y4acTHe

HNupexe (Homep) nena— 1mudpoBoe u/uinu OyKBEHHO-IHPpPOBOe 0003HAUCHUE Jeiia B
HOMEHKJIaType JeJl OpraHu3aliy, HAHOCUMOE Ha ero 00JI0XKKY

HNHapexcanusi JOKyMEHTOB — IIPUCBOCHUE JOKYMEHTaM IMOPSIKOBBIX HOMEPOB M yCIOBHBIX
0003HaYeHHI MTPU pErucTpanuu

NuapuBuayaJbHbIi CPOK HMCHOJHEHHS AOKYMEHTa — CPOK MCIOJHEHUS JOKYMEHTa,
YCTAHOBJICHHBIM  OpPraHU3allMOHHO-PACTIOPSAUTENIBHBIM  JIOKYMEHTOM  OpraHu3aludd WA
pe3oronuen

HNHCeTpyKIus — TOKYMEHT, B KOTOPOM H3JaraeTcsl MOPsAOK OCYIIECTBICHUS KaKOW-THOO0
JESTEIIbHOCTH WIIU MOPSII0K IPUMEHEHHUS MT0JIOKEHNUN 3aKOHO/IaTEbHBIX U HOPMAaTUBHBIX aKTOB

Nudopmanus — cBeneHuss o mpenmerax, ¢akrax, COOBITHSX, SIBICHHUAX M Ipoleccax
HE3aBUCHMO OT (POPMBI UX MPEICTABICHUS.

Hcxoasmuii A0KyMeHT — OQUIHATBHBIN TOKYMEHT, OTIIPABIISIEMBIN M3 OpraHU3aIuu

KBuTanuus — pacnucka, BelJaHHAsl OpraHu3alued U MOATBEPKAAONIAs MMOTYyYEHNUE JEHEr
WJIM MaTepHUAIIbHBIX [IEHHOCTEH

Kaaccnduxanusa 10KyMeHTOB — JieJeHHE JOKYMEHTOB Ha KJIacChl 10 Hauboiiee OOIIMM
MIPU3HAKaM CXOJICTBA U Pa3IndMs

Koaekce — ennHblii 3aKOHOAATENBHBIN AKT, COACPMKAIIUNA B CUCTEMATHYECKOM H3JI0KEHUU
HOPMBI TIpaBa, OTHOCAIINECS K ONPEACIICHHON OTpaciu (TPyAOBOM KOJIEKC, HAJIOTOBBIN KOJCKC)

KomMmepueckasi TaiiHa — MpOM3BOACTBEHHAs, HAy4YHO-TEXHHYECKas, YIpaBJICHYECKas,
¢uHaHCOBasT M HHAas HMHQOpMAIMs, HCIONb3yeMas IJs JOCTH)KEHHS KOMMEpPUYECKUX IIelieH,
KOTOPYIO MPEANPUHUMATENb OTHOCUT K KOH(PUACHINATHHON

KonTpareHT — o11Ha U3 CTOpOH KOHTpaKTa, 10roBopa

KonTposp HcHosiHeHHMsI JOKYMEHTa — COBOKYIHOCTh JAEMCTBUI, 0OecrnedrBaromInx
CBOEBPEMEHHOE UCITOJIHEHHUE IOKYMEHTOB

KonduneHuuanbHblii JOKYMEHT — HEOOXOJAMMBIM 00pa3oM OQOPMIICHHBIH HOCHUTENb
JIOKYMEHTUPOBAHHON UWH(OpMallMK, CoOJEepKalleil CBeACHHS OrPaHWYEHHOrO JIOCTyNa WM
UCTIOJIb30BAaHUS, KOTOPbIE COCTaBISAIOT HHTEIUICKTYalbHYI0 COOCTBEHHOCTH IOPHIMYECKOTO WIIH
¢duznyecKoro auua

Konusi pgoxkymeHTa — [OKYMEHT, TMOJHOCTBIO BOCIPOU3BOIAIINK  HHMOPMALNIO
MOJJIMHHOTO IOKYMEHTA U BCE €r0 BHEIIHKUE NPU3HAKYU WIN YacTh WX, HE UMEIOLINI I0pUANYECKON
CUJIBI

Konusi noxkymeHTa: 3aBepeHHasi — KONMs JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUHU C
YCTAHOBJICHHBIM  TOPSAKOM  TPOCTaBISIIOT ~ HEOOXOJMMBIE  PEKBU3UTHI, NpUIAIOIUEe e
OPUINYECKYIO CHITY

KoppecnonaeHT — yupexaeHue WM OTAEIbHOE JIMIO, C KOTOPBIM BEAETCS NEPENNCKA

JlaMmuHaTOp — MalMHa JIsl HAHECEHUS 3alIUTHBIX MOKPBITUN HA TOKYMEHTHI

JInyHas KapTo4yKa — JOKYMEHT, CIyXallWil I aHaju3a COCTaBa M ydyeTa ABUKCHUS
KaJpoB (pabOTHUKOB)

JInuHoe pHe0 — COBOKYNHOCTh JOKYMEHTOB, COJAEpXKAlllUX CBEIEHUS O pabOTHHKE
(oOpa3zoBaHuU, TPYAOBOU NEATEIBHOCTH, CEMEHHOM IOJIOKEHUH )

JIuuHble JOKYMeHTBHI - O(UIMaIbHBIE JOKYMEHTBI, YIOCTOBEPSIOMINE JIMYHOCTh HX
BIIAJIENbIIa, €TO MpaBa, 00S3aHHOCTH, COIepXkKaIe OnorpaguiecKkue u Apyrue CBEACHUSI O HEM.

HauMeHoBaHue TOKyMeHTa — 0003HAaUE€HUE BHJIA TUCbMEHHOT'O IOKYMEHTa

Haxknagnas — TOKyMeHT, COJIepKallliil CBEJIEHUS O IPy3€ U rapaHTUsX €ro T0CTaBKU

Homenkiiatypa aes — cucTeMaTU3UpPOBaHHBIN NIEpeUeHb HAMMEHOBAHUM J1€]1, 3aBOJJUMBIX B
OpraHMu3aIiy, ¢ yKa3aHUEM CPOKOB UX XpaHEHUs, 0(QOPMIICHHBIN B YCTAHOBICHHOM TOPSIIKE

HopMmaTuBHBINi JAOKYMEHT — JOKYMEHT, HW3JaHHBIM YIIOJHOMOYEHHBIM Ha TO
rOCYJIJapCTBEHHBIM OPTaHOM M yCTaHAaBJIMBAIOIIUNA HOPMBI, ITPaBUJIa MOCTOSIHHOTO UM BPEMEHHOTO
JeHCTBUS, paCCUUTAHHBIE Ha 00s3aTEIbHOE IPUMEHEHHUE

Hocurenb 10KyMeHTHPOBAHHOW HH(OpPMAIMH — MAaTEPHAITBHBIA 00BEKT, UCIIOIh3YEMBbII



JUIS 3aKpEIUICHUs] U XpaHeHUsI Ha HEM PEe4YeBOH, 3BYKOBOW MM M300pa3suTeNbHON MH(pOpMaIuy, B
TOM YHCJIE B IPEOOPa30BAHHOM BUJIE

O0beM 10KyMEHT0000pOTa — KOJIMYECTBO JOKYMEHTOB, MOCTYNUBLUIMX B OPraHHU3ALUI0 U
CO3/IaHHBIX €10 32 ONPEECIICHHBIN EPHOJ

Onuck — CIUCOK NPEIMETOB C UX XapAKTEPUCTUKAMU

Opranusanus padoThl ¢ JOKYMEHTAMH — OpraHu3anus J0KyMEHTO00OpOTa, XpaHEHUs U
MCIIOJIb30BaHUs JOKYMEHTOB B TEKYLIEH NeATEIbHOCTH OpraHu3alun

OpurnHaJj 10KyMeHTa — [IepBbIi, OJIMHHBIN 3K3eMIUIAP JOKYMEHTa

OTrMeTKa 0 NOCTYIUIEHHM [JOKYMEHTa— OTMETKa, IMPOCTaBisieMas Ha HUKHEM IOJ€
BXOJISIIET0 IOKyMEHTa, COCTOSIIAs U3 MOPSIKOBOIO HOMEpa U JaThl NOCTYIICHUS

OTmyck — 3aBepeHHas MOJIHASI KOMHS UCXOJAUIEr0 JOKYMEHTA, OCTAIOIIAsACS Y OTIPABUTEIS

OTyer — JOKYMEHT, COJEpKAaIlMi CBEIEHUS O TMOATrOTOBKE, MPOBEACHUH U HTOrax
BBIIIOJIHEHMS IUIAHOB, 3aJaHUi, KOMaHJIWPOBOK MW JPYIMX MEPONPHUATUM, NPEICTaBIIEMbINA
BBIIIECTOSIIEH WM (DYHKIMOHANBHOM OpraHu3alMy, CTPYKTYPHOMY MOAPa3ACiICHUIO MU
JOJIKHOCTHOMY JIULLY

OdunuanbHblii JOKYMEHT — JIOKyMEHT, CO3/JaHHBII IOPUIUYECKHUM WU (U3NYECKUM
JULIOM, O(OPMIICHHBIHN U YTOCTOBEPEHHBIH B yCTAaHOBJICHHOM IOPSIIKE

OdopmiieHue TOKYMEHTa — TMPOCTABICHUE HEOOXOAMMBIX PEKBU3UTOB, YCTAHOBJICHHBIX
MpaBUjaMu JOKYMEHTUPOBAHUS

Ilepennncka  —0000IIEHHOE HAa3BaHWE pPA3NUYHBIX 110 COJCPKAHUIO JIOKYMEHTOB,
obecreunBaroNuX OnepaTUBHBIN HHGOPMAITMOHHBI 0OMEH MEXTy OpraHU3aIUsIMU

IlepcoHa/ibHBIe JaHHbIe — CBelCHUS O (pakTax, COOBITHUAX, OOCTOATENbCTBAX >KU3HU
rpaxJ1aHuHa

IleyaTs — 53JIEMEHT yYOOCTOBEPEHHUs MOUIMHHOCTA MOAMMCH JOJHKHOCTHOTO JIMIA Ha
JOKYMEHTaX, MPEeIyCMOTPEHHBIX HOPMATHUBHBIMU aKTaMH, YIOCTOBEPSIOIIMX MpaBa JIHII,
¢bukcupyomux QaxkThl, CBA3aHHbIE C (PUHAHCOBBIMH CPEICTBAMU

IIpaBo noanucy — MOJIHOMOYME JOHKHOCTHOIO JIMIA HA MOJANMCAHUE JOKYMEHTOB

Ilpukaz — 1paBOBOM akT, W3JaBacMblii pPYKOBOJMTEIEM B LEIAX pa3pelicHUs
MIPOU3BOACTBEHHBIX 3a/1a4

IIpencraBiieHne — NOKyMEHT, COAEPKALUI MPEUIOKEHUE O HA3HAYCHHUH, NEPEMELICHUU
WM TIOOLPEHUH PabOTHHKA, a TAK)KE PEKOMEHAALINIO ONPEIETICHHBIX JEHCTBUI U MEPONPUATUH TIO
BOIIPOCAM JI€ATEIIbHOCTH OpraHU3aluu

IIperen3usi — nucbMoO, OTHPABISIEMOE BUHOBHOW CTOPOHE B Cllydae HEBBIINOJIHEHHUS €I0
3aKJIFOUEHHBIX paHee JOrOBOPOB U Pa3HOI0 Pojia 0OCTOSATENHCTB

IIpoToko. — JOKYMEHT, (GUKCUPYIOMIHNIA X0JI 0OCYKACHHUS BOIMPOCOB U MPUHSATHUS PEIICHHIA
Ha COOpaHMAX, COBEIIAHUAX, 3aCEAAHUAX KOJUIETHAIBHBIX OPraHOB

PacnopsiskeHue — npaBOBOM aKT, M3/1aBa€MbIi JJIsl pa3pelICHHs] OTIEPATUBHBIX BOIPOCOB

PerncrpannoHHblii MHAEKC (HOMep) TOKyMeHTa — IU(poBoe Win OyKBEHHO-IIU(PPOBOE
0003HavYeHNEe, IPUCBAUBAEMOE TOKYMEHTY IIPH €r0 PErUCTpalun

PeecTp - nmepeyeHs (CIIMCOK) YEro-ITu00

Pe3osronmst JIOKyMeHTa — PEKBU3HUT, COCTOALIMM M3 HAAIKMCH HA JOKYMEHTE, CICIIAHHOMN
JTOJIKHOCTHBIM JIMIIOM U COJEpIKalllel MPUHITOE UM pelIeHHe

PekBH3UT TOKyMEHTA — 00s13aTENbHBIN 371eMEHT 0pOpPMIICHHUS OPUITUAIBHOTO TOKYMEHTA

Pekamanms — mucbMo 10 MOBOJY OOHAPYKEHHBIX Ae(PEKTOB. HEOCTATKOB B TMOIYYEHHOU
MPOAYKIIMH WU BBIITOJIHEHHOM paboTe

Pemenne — 1OKyMEHT, NPUHUMAEMbIH KOJUIETHAIBHBIM OpPraHOM B LEJISAX Ppa3pelIeHUs
IIPOM3BOJCTBEHHBIX 33/1a4, BOIIPOCOB

CBHIeTeIbCTBO — YAOCTOBEPEHUE, JTAIOIIEE ONPEACIICHHbIE ITpaBa

CBoaka — TOKyMEHT, IPECTABIISIFOIINI c000i1 0000IICHHBIE TaHHBIC IO OHOMY BOIIPOCY

Cucrema 10KyMeHTAIIMH — COBOKYITHOCTh JOKyMEHTOB, B3aUMOCBSI3aHHBIX 110 MpPU3HAKAM
MIPOUCXOXKICHUS, HA3HAYCHUSI, BUA, CPephl NeATEIBHOCTH, EANHBIX TpeOOBaHUH K 0POpPMIIEHUIO

Cayxe0Hasi 3amMcKa — 3alKcKa O BBINOJHEHWH KakKOH-TMOO paboThl, HampaBisiemMas
JIOJPKHOCTHBIM JIULIOM APYTOMY JOJKHOCTHOMY JIMILY



CnpaBka — JOKyMEHT, MOATBEPKAAIONINI CBeAeHUsT Ouorpaduyeckoro win ciykeOHOro
Xapakrepa

Cpok HCIOJHEeHHs] JOKYMEeHTa — CpPOK, YCTAHOBJICHHbIII HOPMAaTHBHO-IIPABOBBIM aKTOM,
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIM JOKYMEHTOM WIIH PE30TIOIHEH

CraHaapT — HOPMAaTHUBHBIN JTOKYMEHT, YCTAHABIMBAIONIMN TEPMUHBI M UX ONpEACICHUS,
TpeboBaHus K npoaykiuu CTaHaapTH3alus — NPOLECC YCTaHOBICHHUS M NPUMEHEHHUs MpaBUII C
HEINBIO YIIOPSOYCHHUS ACATEIBHOCTH B TaHHON 00JIacTH

Tabenn — nepeyeHb KaKUX-TMOO0 MOKA3aTeNeH, COCTaBICHHBII B ONPECICHHOM TOPSIKE

Teker opuUMAIBLHOrO AOKYMeHTa — HH(oOpManus, 3aduKkcupoBaHHAs JTIOOBIM THIIOM
MUCbMa WX JII000H CUCTEMOM

TpynoBass  KHHKKA — KHIKKA, COJEpiKamiasi OCHOBHBIE CBEJCHUS O TPYIOBOU
JIeATEJIbHOCTH €€ BIIaJelbIa

VYiocroBepeHue (CBHAETEJBLCTBO) — JIOKYMEHT, NOATBEPKIAIOMIMI JTOCTOBEPHOCTh
Kakoro-nmoo Qaxra
YuupunupoBannaa cucrema aokymentauuum (YCI) — cucrema [TOKyMEHTallWH,

CO3JIaHHasl M0 €JMHBIM MPaBUJIaM U TPeOOBAHUSM, COAEPIKaIIas HHPOPMAIIUIO HEOOXOAUMYIO IS
yIpaBJICHUS B ONPEeNeHHOHN cepe nesITeTbHOCTH

Ykazanme — pacnopsAIWTENbHBIM  JOKYMEHT, M3[JaBacMbli HAa  MPEINPUATHAX
NPEUMYIIECTBEHHO [0 BOMpocaM HH(GOPMAIIMOHHO-METOIMYECKOTO XapakTepa, a TakXe II0
BOIIPOCAM, CBSI3aHHBIM C OpraHU3aLMEN UCIIOJHEHUS IIPUKA30B, U IPYTUX OPraHOB YIIPaBICHUS

®@ajiij — COBOKYITHOCTbH JaHHBIX, 3alIMCAaHHBIX HA MAITUHHOM HOCHUTEIIE O]l OTPEICICHHBIM
UMEHEM

dakcorpamma — noxyyaeMasi Ha OyMa)KHOM HOCHTEJIE KOTHS TOKYMEHTa, MEPEJaHHOTO 110
KaHaJaM (paKCUMHIILHON CBSI3U

DanbcupUKANUA JOKYMEHTOB — H3TOTOBIICHUE WU HCIIOJIb30BAHUE B KAKUX-JIMOO IENISIX
JIOKHBIX OTOKYMCHTOB, B T.4. YMBIIUJICHHAA IMOAMCHA IMOJJIMHHOIO AOKYMCHTA HCJIWKOM MU €ro
OTIENBHBIX YacTed TOJEIbHBIMHA, HW3TOTOBJICHHBIMU ISl NPHOOPETCHHS HE3aKOHHBIX MPaB,
BBITTOJTHCHUSA MPOTUBOIIPABHBIX HeﬁCTBHﬁ B OTHOHICHUH NPCANPUATHA WA €TI0 IICPCOHAJIA.

®opMupoBaHWe JejJa — TPYINIUPOBAHHWE WCIOJIHEHHBIX JOKYMEHTOB B JEIO B
COOTBETCTBUU C HOMEHKJIATYPOH JeN M cCUCTeMaTH3alis JOKYMEHTOB BHYTPH el

Ilpenaep — cranuoHapHas MalllMHA JUIsl YHUYTOXKEHUS OyMaru ¢ mapauieIbHOW WIH
MEPEKPECTHOM PE3KOW WIIM U3MEITbYCHUEM

IOpnanyeckoe MU0 — yuypexIeHUE, NPEINPUITHE WIM OpPraHMU3alMsl, BBICTyNAIOLIEE B
Ka4eCTBE CAMOCTOSTEIILHOTO HOCUTENIS TPAXKIAHCKHX TIPaB U 00S3aHHOCTEH

FOpuanyeckasi cujia J0OKyMeHTa — CBOMCTBO O(UIIMAIBHOTO JOKYMEHTa, COO0IIaeMoe eMy
JEHCTBYIOIIMM 3aKOHOJATEIHCTBOM, KOMITETEHIIMEH W3IAaBIIETO0 €r0 OpraHa M yCTaHOBJICHHBIM
opsIAKOM oopMiIeHUS



