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BBeaenue

B nanHoM yuyeOHOM MOcOOMH OCHOBHBIE MPOOJIEMBI JOKYMEHTOBEIEHUS U
JOKYMEHTAIIMOHHOTO OOECTCUCHUsI YIpaBiICHUS aHAIM3UPYIOTCS Ha 0ase
COBPEMEHHBIX 3aKOHOB U CTaHJAPTOB HOBOT'O IMOKOJICHUSI.

HopmaTtuBHO-mipaBoBasi 6a3a JOKYMEHTUPOBAHUS U JTOKYMEHTAIMOHHOTO
obOecrieueHus1 ynpaBJieHUs MMEET MHOTOYPOBHEBYIO CTPYKTYypy. B ee coctaBe
BBIJICIISIOTCS (pe/iepaibHbIE 3aKOHBI, PETJIaMEHTUPYIOIIUE OCHOBHBIC TIOHSATHS U
OPUHIUIIBL paboThl ¢ wuHboOpManue u JokyMeHTanuend. WX AomomHsSioT
HOPMAaTUBHBIE  JOKYMEHTHI: npaBuia, uHctpykiuu  u - ['OCTh,
KOHKPETU3UPYIOIIUE  OMNpEeJeJeHHbIE  MPOIEeAYphl.  3aKOHBI  SIBJISIFOTCS
HOCUTEJISIMA ~ OTHOCUTEIBHO  TOCTOSIHHOW  HMHQOpMAIlMu, HOPMAaTUBHbBIC
JIOKYMEHTBI TIOCTOSIHHO OOHOBIsIOTCSA. OOmme TpeOboBaHUS K JOKYMEHTaM H
CIy)K0aM JOKYMEHTAIIMOHHOTO OO€CTIeUeHHUs] YNpPaBJICHUS HW3JIOKEHBI B
OCHOBHBIX TOJOXEHUSAX [OCymapCTBEHHON CHCTEMBI JOKYMEHTAIIMOHHOTO
obecnieuenust ympasiaeHus (I'CHOVY), omobpenHoii kosuteruei [ nmaBapxuBa
CCCP 27.04.88 (mpuxka3 I'maBapxuBa CCCP ot 25.05.88 Ne 33) [18]. [CHOVY,
SIBJISISICH, TIO CYTH, OOIIETOCY1apCTBEHHON MHCTPYKIIMEH TI0 JACIONPOU3BOJICTRY,
CIIY)KUT HOPMATHUBHO—METOAMYECKOW ©0a30i Jii COBEPIICHCTBOBAHUS Ha
€MHONW OCHOBE JOKYMEHTAIIMOHHOTO OOECIEUYECHHs YNPABICHUS U TOBBIIICHUS
ero 3(hdeKkTuBHOCTH MyTeM YyHU(DHUKAIMU cocTaBa ¥ (OPM JTOKYMEHTOB,
MOBBINICHUSI UX KauyecTBa, PabOTHI CIyXObl TOKYMEHTAIIMOHHOTO O0ECIICUCHHS
Ha 0a3ze HAYYHOM OpraHu3alMy TPyJa U BHEIPECHHS HOBEHIIMX TEXHUYECKUX
cpeacts. Umenno nosioxkenuss I'CHAOY saBnd0TCS Ba)KHEHIITUM UCTOYHUKOM TIPU
CO37aHMM COBPEMEHHBIX CTAaHJAPTOB B O00JACTU JOKYMEHTHPOBAHUS U
JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPABICHHUS.

I'OCT P 6.30-2003 sBasieTcsi MpOAOJDKEHUEM CTaHJApPTU3AlUKM TPABUI
opopMiIeHUST OpraHu3alMOHHO-pacnopsaauTensHoil  nokymentanuu (OPJI),
Hayajo KOTOpOW OBLIO MOJIOKEHO €lle B TOCYAapCTBEHHBIX cTaHaapTax 1972 r.:
I'OCT 6.38-72 "CucteMa opraHu3allMOHHO-PACIIOPSAUTEIBHON JOKYMEHTALIUH.
OcnoBubie monoxenusa" u ['OCT 6.39-72 "Cuctema opraHu3aliMOHHO-
pacniopsauTenbHoil qokyMeHTanuu. @opmynsap-oopazen”. 'OCT P 6.30-2003
pazpabotan B3ameH ['OCT P 6.30-97 c Tem ke Ha3BaHueMm. BaxueWmmm
MOJIOKEHHEM TOCYJAapCTBEHHOTO CTaHJIapTa SIBISETCA PEKOMEHIATEIbHbIN
XapakTep ero TpedoOBaHUM.

[Tonoxenust 'OCT P 6.30-2003 pacnpocTpaHsItOTCA Ha OpraHU3alMOHHO-
pactopsIUTENbHBIC JOKYMEHTBI, OTHOCAIIMECS K YHUDHUIIMPOBAHHON CHCTEME
OpraHU3alMOHHO-PACTOPSAUTEIIBHOM JOKYMEHTaIIUU (YCOPL):
MMOCTAaHOBJICHUS, PACTIOPSYKEHUSI, MPUKA3bI, PEMICHUS, TPOTOKOJIbI, aKThI, MHUChMa
U Jpyrue JOKYMEHTHI, BKJIIOUeHHble B OOuiepoccuiickuil kiaccupukaTop
yIpaBJIeHYECKOU JOKYMEHTAIIH. Onu (bUKCUpyIOT pelieHus
aIMUHUCTPATUBHBIX W OPraHU3alMOHHBIX BOMPOCOB, a TakKXe BOMPOCOB
B3aUMOJICUCTBUS, OOECIEUEHUs] W PEryJUpOBaHUS JEATEIbHOCTH OpPraHOB



rocyaapcTBeHHOM Bnactu Poccuiickoit ®enepanun, cyobexkTtoB Poccuiickoi
®denepanuu, OpraHoB MECTHOTO CaMOYIIPaBJICHMsI, OpraHu3aliil, IOPUINIECKUX
1 (pU3NYECKUX JIUII, HE3aBUCUMO OT (POPM COOCTBEHHOCTH.

I'OCT ycraHaBnMBaeT COCTaB PEKBU3UTOB JOKYMEHTOB, TpeOOBaHUS K
0(OpMIICHUIO TOKYMEHTOB, TpeOOBaHMS K OJlaHKaM JOKYMEHTOB U CIIPABOYHBIE
MIPUJIOKEHHMSI, TTOKA3bIBAIOIIUE PACIIONOKEHUE PEKBU3UTOB Ha ¢opmate A4
yIJI0BOTO W MPOJNOJbHOrO  OJaHKOB, a Takxke o0pa3usl HauOosee
yIOTpeOUTENbHBIX OJIAHKOB: 00IIero OJlaHKa OpraHU3allid, YIJIOBOTO OJlaHKa
NUChMa OpraHu3allK, NPOAOJBLHOTO OJaHKa MHUCbMA OpraHu3aluu, OJaHkKa
nUChMa JOJKHOCTHOIO JiMla U OaHKa rpukasza. [ maBHoM 3agadell BHEIpEHUs U
NPUMEHEHMs] JaHHOTO CTaHJapTa SBISIETCS JOCTHXeHue d(PGhEeKTUBHOCTH
JOKYMEHTUPOBAHMSI  YIPABICHUECKOW  JAeATEIbHOCTH.  D(PEKTUBHOCTH
3aKJII0YAETCS] B IOPUIMYECKON IMOJHOLUEHHOCTH CO3/1aBa€MbIX JTOKYMEHTOB Ha
JOOBIX HOCUTENSIX, B 00ECTICYCHUN BBITIOJHEHUSI JOKYMEHTOM €ro OCHOBHBIX
bynkuii [14].

CoBpemMeHHOE JIOKyMEHTalMoHHoe obecnieuenue ynpasienus (HOVY)
paccMaTpuBaeTCsl Kak COCTaBHas YacTb HWH(DOPMAIMOHHOIO obecreueHus
npuHATHS pemieHnd. B coorBerctBum ¢ IlporpamMoil  HanuMOHaIBHOMN
cranaaptuzanuu Poccuiickoit @enepaunu Ha 2006-2007 roasr Beepoccuiickum
HAyYHO-HMCCIIEIOBATEILCKAM HHCTUTYTOM JIOKYMEHTOBEACHUS U apPXUBHOTO
nena (BHUMJIA) Ob11 moarotoried HarmoHaabHbIN ctangapT 'OCT P UCO
15489-1-2007 «Cuctema craHmaptoB 1o uHdopMamnuu, OUOIUOTEYHOMY U
U3JIaTEIbCKOMY JIeNy. YTpaBiieHue JokyMeHTamu. OOmue TpeOGoBaHUs». DTO
CTaHJapT HOBOT'O MOKOJICHHUS, KapIUHATBHO OTIMYAIOIINIICS OT MPUBBIYHBIX JJIS
HAC HOPMATUBHBIX JOKYMEHTOB II0 COJIEPXKAHUI0 M XapakTepy Mojadu
uHdopManuu. B HEM H310KeHBI OOIITHME MPUHIUIBI pabOThl ¢ MHPOpMAITUEH ¢
y4eTOM €€ Ha3HaueHuss W Hocutened uHopmanuu. OH HUIECHTUYCH
MexayHapogHomy cranmapty ISO  15489-1: 2001 «Information and
documentation. Records management. General». B mokymeHTe pacKpbITHI
KOHIIENITyaJIbHbIE MOJXO0Jbl MO MPOEKTUPOBAHUIO U BHEIPEHUIO JOKYMEHTHOMU
CUCTEMbI, OPHEHTUPOBAHHOMW Ha TMOJAEPXKKY YINPABICHUYECKUX PEIICHUN
pa3HOro ypoBHs. B HeM OTCYTCTBYIOT NOAPOOHBIE PEKOMEHIALUU IO
OpraHu3aluy TPAJUIMOHHOTO WJIU 3JEKTPOHHOIO0 JOKYMEHTOO00OpOTa, TaK Kak
OHHM 3aBHUCAT OT CHENU(PUKA KOHKPETHON OpraHu3aliil U BbIPaOATHIBAIOTCS
caMocTosTeIbHO. OCHOBHOE BHUMAHUE Y/I€JICHO MOHITUITHOMY aIapary, B TOM
YuCJie MPUBEICHO HOBOE OMNPEACIICHUE YIPABIECHYECKOrO TOKYMEHTA, BMECTO
MOHSATUS  «HOPMATUBHO-METOJMYECKass  0aza»  HUCHONB3YeTCs  TEPMHUH
«PEryJHPYIOIAs CPea», KOTOPBIA BKIIOYAET HE TOJbKO HOPMATHBHO-IIPABOBbBIE
CMBICIIBI, HO U «OOILECTBEHHBbIE OXHAAHUS, Kacarolluecss MPUEMIIEMOIO
MOBEJICHUS» CUCTEMbl. BBOAWTCS TMOHATHE «METAaJAaHHBIE JOKYMEHTa»,
JOTIOJIHAIONIEE W PACIIUPSIONIEe MPEACTABICHUSI O COAEPKaHUU JOKYMEHTa U
€ro peKBU3UTaX. Y TOUYHEHbl OCHOBHBIE XapPAKTEPUCTUKHU JOKYMEHTA, TAKHE KaK
ayTeHTUYHOCTh, JOCTOBEPHOCTb, MLEJIOCTHOCT u Jp. OcoOblil uHTEpec



NPEJCTaBIsIeT OMUCAaHHE METOAOJOTHH MPOSKTUPOBAHUS W BHEIPCHHUS
JOKYMEHTHBIX CHCTEM. YTpaBJCHHE MOKYMEHTAIMEeH paccMaTpUBAeTCA Kak
L[eJIeHapaBICHHbI OPraHU30BaHHBIM MpPOLIECC, OCHOBAHHBIM Ha pa3pabOTKe
MOJUTHKH, OTBETCTBEHHOCTH U TIOJHOMOYM, a TakXke KOMIUIEKCHOM
MPOrpaMMbl  yMPABIICHUS  JOKyMEHTaMH. TeM caMbIM  JTOKYMEHTHBIH
MEHEKMEHT MTPUPABHUBACTCS K CTPATETHYCCKUM HATPABICHUSM JCSITCIBHOCTH
U HaleJIeH Ha OO0ecTeueHUe <«JIeJ0BOM aKTMBHOCTH» opraHuzanuu. Cpemu
OCHOBHBIX OIlepaliii, KOTOpPBIE JOJKHBI OBITh YETKO CIPOCKTHPOBAHBI H
OpPraHM30BaHbl, BBIICTCHBI  pErHCTpamus, KiIacCUpUKAIUs, XpaHCHHE,
oOpalieHue W HWCMOJIb30BAaHUE JOKYMEHTOB Ha TPOTSDKEHHH BCETO UX
KU3HEHHOTO IMKJIA, a TaKkKe KOHTPOJIb M AOCTyNm K JokymeHTam. Ocoboe
BHUMaHHE YJCJICHO BOMPOCAM MHTPAllMM H KOHBEPTAIlMH JIOKYMEHTOB,
00eCTIeUYnBAONINX UX aKTYaTbHOCTh BHE 3aBUCUMOCTH OT UCIIOJIB30BAHHBIX MPH
CO3/IaHUU JOKYMEHTOB TEXHOJIOTMW U HocutTeneud [15]. B cranmapre nansl
OTIpe/ieTIiCHUs] TIOHATWH: apXWUBHBIM OpraH; apxuBHOe yupexknaeHue (archival
authority); cucrtema ympaBiieHUs TOKyMeHTamu (records system); HOKYMEHT
(record); nmoctyn (access); wuHAekcupoBanue (indexing); kiaccudukaus
(classification); koHBepTHpOBaHUE (conversion); KOHTPoIb (tracking); KOHTPOJIb
neiictBuit (action tracking); meramannble (metadata); murpanus (migration);
obecrnieueHue coxpaHHOCTU (preservation); oTOéop um mepemada (disposition);
nepemenienue (transfer) (B OTHOIIEHUU MecTa XpaHeHus ); nepenaya (transfer) (B
OTHOIIIGHUH croco0a XpaHeHHs); OTYETHOCTh (accountability); peructparms
(registration); yauuutoxenue (destruction); ympaBiieHHe TOKyMeHTamu (records
management). [Ipu sTom crnenyer oOpaTUTh BHUMaHHE, YTO B CKOOKax JaHbI
aHTIIMHACKHE TEPMUHBI, YTO 3HAYUTEIBHO TIOMOraeT mpu padore ¢
AHTJIOSI3BIYHBIMU JOKYMEHTAMHU M JIUTEpaTypoit [45].

Cranpgapt comepkuT oOiue TpeOOBaHHS K METOMOJOTHU YIPaBICHUS
JOKYyMEHTaMH Ha BCEX HOCUTENSX, a TakKe IMpOLeaypbl pa3paboTKu WU
BHEJIPEHMSI COBPEMEHHBIX CHCTEM JEIONPOU3BOACTBA. [ TaBHas uyes ctaHaapra
3aKJII0YAETCsl B TMPU3HAHUU  JICJTOMPOU3BOJICTBA HEOTHEMIIEMOW YaCThIO
YIIPaBICHHUS.

O6mnacte npumenenust [OCT P CO 15489-1-2007 pacnpocTpansieTcst Ha
yIOpaBJIeHHE JOKyMEHTaMHU BceX (OopMaToB W Ha BCEX HOCUTENSX,
CO37aBa€MbIMU WJIM TIOJYYaeMBIMH TOCYIapCTBEHHON WJIM KOMMEpPUYECKOU
OpraHu3alnuell B TMpoIecce €€ JeATeNbHOCTH, WM JHUIIOM, Ha KOTOpOe
BO3JIO’)KEHAa OO0S3aHHOCTHh CO3/aBaTh W COXpaHATH JOKyMeHTHI. CTaHmapT
COJICPKUT TMOJIOKEHHUSI 00 OTBETCTBEHHOCTH, MOJUTUKE, MPOLEAYPaX, CUCTEMax
U TIpoIieccax, CBSI3aHHBIX C JOKYMEHTaMH OpPTaHU3alliH, a TAK)KE METOANYCCKHUE
PEKOMEHIAITNH TI0 TPOSKTUPOBAHUIO U BHEJIPECHUIO JOKYMEHTHON CUCTEMBI.

C 1 wmapra 2014 roma mepecranm  JIeCTBOBaTh  CTapbId
tepmuHonorndeckniit 'OCT P 51141-98, u ero 3amenun ['OCT P 7.0.8-2013
«/1enonpon3BOICTBO M apXWMBHOE Jen0. TepMuHbl W onpeneneHus». OH
YCTaHABIMBAET TEPMUHBI U ONPECIICHUS] OCHOBHBIX MOHATUN, UCTIOJIb3YEMEIC B



o0nacTu JeNONpOU3BOACTBA M APXMBHOIO J1€da. TEPMHHBI, YCTaHOBIJICHHBIE
HACTOSIIIIMM CTaHAAPTOM, PEKOMEHAYIOTCA MJIi NPUMEHEHHS BO BCEX BUIAX
JOKYMEHTALlMM W JINTEPaTypbl MO JEJIONPOU3BOACTBY U apXHUBHOMY JIENy,
BXOJAIIMX B chepy nelcTBHs pabOT MO CTaHAAPTU3ALUU U HUCIHOJIb3YIOIIUX
pE3yNbTaThl 3TUX PA0OT. Y AalleHbl yCTapeBIINE U HEMCIIOIb3yEMbIE TEPMUHBI, B
NEpPBYI0  O4Yepelb, OTHOCAIIMECS K  HEHUCHOJb3YEMbIM  TEXHOJOTHUSIM;
npodeccCHoHaNbHbIN CI0Baph MOMOJHUICS TEPMHUHAMM, OTPAXKAIOLUIUMU HOBBIE
BUJIbI JIEATEILHOCTH, HOBBIE MJI€H, KOHUEMUUU U TEXHOJOTHH; NEPECMOTPEHBI
ONpeJieieHUs] TeX TEPMUHOB, KOTOpble TPUMEHHUMBI K JIOKYMEHTaM U
uHboOpMallMK BHE 3aBUCHUMOCTH OT HCMOJb3YEMBIX TEXHOJOTMH W BHIA
HOCHUTEJIS.

OTM W JApyrue  COBPEMEHHbIE  TOCYJIapCTBEHHbIE  CTAHAAPTHI
pErIaMEHTUPYIOT Pa3HOOOpPa3HbIE CPEJICTBA M CIOCOOBI JTOKYMEHTHPOBAHMUS
uH(OpMAITIH.

Paznea 1. OdopmiieHne TEKCTOB IOKYMEHTOB
B COOTBETCTBUM C HOBBIMU I'OCYAAPCTBEHHBIMH CTAHAAPTAMM

1.1 bnanku 0okymenmos u ux euowvt. Ilopsa0ook ucnoivzoeanus 61aHK08

JlesiTenbHOCTD OO0, B TOM YHCIE KOMMEpPYECKOH, OpraHu3aluu
COMPOBOXKJIA€TCA CO3/1aHueM JIOKyMeHTOB. OdopmileHHe TOKyMEHTOB B
COOTBETCTBHHM C JEHCTBYIOLIMMU MpaBUiIaMu 00€CIeUnBAET 3alUTY UHTEPECOB
OpraHu3allv, yBeJIU4nuBaeT 3(PPEeKTUBHOCTD YIIPABICHUYECKOTO TPY/Ia.

OcHOBHOE BHUMaHUE YAENSIETCS MOJATOTOBKE W O(OPMIICHHUIO OJIAaHKOB B
cootBeTcTBuH ¢ 'OCT P 6.30-2003.

JIOKyMEHTBI M3roTaBIMBalOTCS Ha Onankax. brmank nokymeHnta — HaGoOp
PEKBU3UTOB, HACHTUPUIMPYIOMIUX aBTOpa OQPUIMAIBHOIO MHUCHMEHHOTO
nokymeHnta [14]. brmaHk BKJIIOYaeT TOJBKO IOCTOSHHYH HHGOpManumo 00
OpraHU3alMu-aBTOpE JOKYMEHTa, XapaKTepU3yIOLlyl0 €ro Kak co3Jarens
OQUIMANTBHOTO TMHCHMEHHOTO JOKyMeHTa. [IpumeHeHue OJIaHKOB YCKOpSET
mpolecc co3aanus qoKyMeHTa. @opmbl OTaHKOB YCTAHOBIICHBI:

1) TumoBoil MHCTPYKIIMEW IO JAEIOMPOU3BOJCTBY B (heaepalbHbIX
opraHax MCIOJHUTEIbHOU BiacTu [11];

2) IlocranoBnenuem ['ocynapcrBeHHoro komuteta P® mo cratuctuke
2004 roma «O6 yTBepkIeHUH yHUGPHUIIMPOBAHHBIX (HOPM TEPBUYHON YUETHOM
JOKYMEHTAIIMK MO TPYAY U €ro omiatb» [8];

3) TOCT P 6.30-2003 «YHuuimpoBaHHbIE CHCTEMBI JOKYMECHTAIIHH.
YuaudunupoBanHas cucreMa OpraHU3alMOHHO-PACTIOPSIAUTENBHON
nokymeHTanuu. TpeboBanus kK 0ohOpMIIEHUIO JTOKYMEHTOBY [ 14].

JIns  NOArOTOBKM  YNPABICHUECKOM  JIOKYMEHTAIlMM  HCHOJIBb3YIOT
crangaptabie popmatsl Oymaru nmo 'OCT 9327-60 «bymara. [lorpeburtenbckue
dbopmatei» [12]. DT hopMaThl TPUHATHI U MEXAYHAPOJAHOW OpraHU3alMel Mo
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cranaaptuzauuu (ISO).YcranoBnenue GpopmMaToB CBA3aHO C MPOEKTHPOBAHUEM
U DJKCIUTyaTallued CpeACTB OPraHu3alMOHHOW TEXHUKHU (IeYaTarolux MU
KOIMPOBAJIbHBIX CPEJICTB).

brnaHku NOKYMEHTOB HM3rOTaBIMBAIOTCS Ha JHMCTax Oenoi Oymaru (wiu
Oymaru cBeTibIX TOHOB) opmaToB A4 (210x297 mm) u AS (148x210 mm).

B crangapre 'OCT P 6.30-2003 onpeneneHo, 4To y OJIaHKOB pa3Mephl
BEPXHEr0, HUKHETO U JIEBOr0 IMOJIeH JOJIKHBI ObITh HE MeHee 20 MM, a IPaBoro
— He meHee 10 mm [14].

TexcT nOKyMEHTOB TmeyaTaeTcst 4epe3 1,5 MeXCTpOUHBIX HHTEpBaa.
Paccrosinue Mexay OTAeNbHBIMU PEKBU3UTAMU 1,5-3 MEKCTPOUYHBIX HHTEpBAa.
Ecnu onMH pEeKBU3UT paCTATMBAETCS HA HECKOJbKO CTPOK, TO €ro TEKCT
nevaraercs yepe3 OJIMH UHTEpBal.

VYcTaHOBIEHO JBa BapHaHTa pPACHOJOKEHHS PEKBU3UTOB Ha OJlaHKe:
YIJI0BOM, TPHU KOTOPOM PEKBU3UTHI IMOMEHIAIOTCS B BEPXHEM JIEBOM YTy
(ITpunoxxenne Ne 1), ¥ TPOJOJBHBIN, KOTJa PEKBU3UTHI pa3MEIICHbl BIOJb
BepxHero nojis fokymenta ([Ipunoxenue Ne 2).

brnanku TOKyMEHTOB MOTYT U3rOTaBJIUBATHCS:

— TUIOTPAPCKUM CTIOCOO0M;

— CpeJICTBaMH OTIEpaTUBHON moiurpaduu;

— CpelICTBaMH KOMITbIOTEPHOU TEXHUKHU.

PexBusuthl paszMemarorcs Ha OJaHKE JOKyMEHTa OJHHM U3 JIBYX
CIIOCO0OB:

— IIEHTPOBAaHHBIM (HAa4yajd0 W KOHEI| KaXJOW CTPOKM PEKBU3UTA PABHO
yJlaJI€Hbl OT TPAHUIL 30HbI PACIIONIOKEHUS PEKBU3UTOB);

— (bmaroBbIM (KaXkaasi CTpOKa PEKBU3UTA HAYMHAETCA OT JIEBOM TPaHUIIBI
30HBI PACIIOIOKEHUSI PEKBU3UTOB).

B cranmapre I'OCT P 6.30-2003 ycTaHoBi€eHbI Tpu BUAa 0J1aHKOB [ 14]:

— OOIIHH;

— OJIaHK MMHCHhMA;

— OJTaHK KOHKPETHOT'O BU/Ia IOKyMEHTA (KpOME MHUCHhMA).

OO6muii OGmaHK TMpeaHa3Ha4YeH JUIS W3TOTOBIICHHS JIFOOBIX JOKYMCHTOB,
KpOME ITUCEM.

branku pa3zpabaTbeIBatOTCS IS

— OpraHu3aluu B LIEJIOM;

— CTPYKTYPHBIX NOJIpa3AeieHU OpraHu3alny;

— JOJKHOCTHBIX JIUIl OpraHU3alliH.

B nepBoMm cinyuyae pekBu3uT «HanmmeHOBaHME OpraHu3ally BKIIOYAET
TOJBKO O(UIMAaTFHOE HAa3BaHWE OpTraHW3allid, BO BTOPOM — Ha3BaHHE
OpraHM3allMi M Ha3BaHUE €€ CTPYKTYPHOTO MOJIpa3/elieHHsl, B TPEThEM —
Ha3BaHHWE OpPraHU3alMM U HAMMEHOBAaHUE JOJDKHOCTHU JIMIA WM HAMMEHOBaHUE
TEPPUTOPUM U HA3BaHUE JOJDKHOCTHU JIUIIA.

brianku  CTpyKTYypHBIX  TOApAa3AEIC€HUA U JOJDKHOCTHBIX  JIMI]
MPUMEHSIIOTCA B TEX CJydasX, KOrjJa pPyKOBOJIUTEIb MOJPA3ACIICHUS WU



JOJKHOCTHOE JIMIIO UMEIOT MPABO U3/1aBATh TOKYMEHTHI.

I'ep6 nzoOpaxkaercst Ha OJ1aHKaX MUHUCTEPCTB U BEAOMCTB, YUPEKICHUM,
BXOJAIINX B UX CUCTEMY, HE3aBUCUMO OT MECTOPACTIONOKEeHUS [ 1].

Ha OGnanke mMokeT momemniatbes 3MOJieMa opraHu3aluu — rpadudeckoe
M300pakeHWe WM TOBAPHBIA 3HAK, WM PUCYHOK, OTPAXKAIOIIMI HampaBICHUE
NEeSATENbHOCTH.

OrpaHu4uTeNbHbIE OTMETKH ISl TIOJIEM W  OTHAEIbHBIX PEKBU3UTOB
HAHOCSTCS Ha OJIaHK B BUJE 0COOOT0 CUMBOJIA — YTOJIKOB.

OO6muit 671aHK B 3aBUCUMOCTH OT COCTaBa M COJICPIKAHUS YUPEIUTETbHBIX
JIOKYMEHTOB BKJIIOYAIOT B c€0s1 CIIeAYIOUUE PEKBU3UTHI:

— TocynapctBennsiii repd Poccuiickoit ®enepauun (repd cyObekTa
Poccuiickoit ®enepanuu, 3M0IeMy OpraHM3alMd WIM TOBAapHBIM 3HaK (3HaK
obcyxuBanus)) [1];

— HaMMEHOBaHUE OpraHU3alllH;

— MECTO COCTaBJICHUS WJIM W3JIaHUS JOKYMEHTa, a Tak)Ke OTMETKH s
PEKBU3HTOB,;

— J1aTa IOKyMEHTa;

— PETUCTPAIIMOHHBIA HOMEP TOKYMEHTA.

brnank nucbmMa, B 3aBUCMMOCTH OT COCTaBa U  COAEpKaHUS
YUPEAUTENbHBIX TOKYMEHTOB, BKJIIOUAIOT B CE0sI CIIEAYIOIINE PEKBU3UTHI:

— TocynapctBennsiii rep6 Poccuiickoit ®enepanun (repd cyObekTa
Poccuiickoit ®deneparuu, >MOJeMy OpraHW3allid WJIM TOBapHBIM 3HAK (3HAK
o0cITy>)KuBaHus));

— KOJl OpraHHu3alluy;

— OCHOBHOW TrocyAapCTBEHHbI peructpauronusli Homep (OI'PH)
FOPUINYECKOT O JINIIA;

— UACHTU(PUKAIMOHHBIT HOMEpP HAJIOTOIUIATENbIINKAa / KOA TPUYUHBI
noctanoBku Ha yuét (MHH/KIIII);

— HaMEHOBaHUE OpraHU3allny;

— CIIpaBOYHbBIE JIaHHBIE 00 OpraHU3aluu;

a TaKXke TpPH HEOOXOAMMOCTH MOXKET COJEPKaTh OTPAHUYUTEIIHHBIC
OTMETKH JIJIs1 PEKBU3UTOB:

— JaTa JOKYMEHTAa;

— PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

— CCBUIKA Ha PErUCTPAIMOHHBIN HOMED U J1aTy JOKYMEHTA;

— ajJipecar;

— 3aroJIOBOK K TEKCTY;

— OTMETKA O KOHTPOJIE;

— TeKCT JOKYMEHTa [2].

briaHk KOHKpeTHOro BUJa JOKYMEHTa, KpOME MUChMa, B 3aBUCUMOCTU OT
cocTaBa U COJEpKaHUS YUYPEIUTEIbHBIX JOKYMEHTOB, BKIIOYaeT B ce0d
CJIeAYIOIINE PEKBU3UTHI:

— TocynapctBennniii repd Poccuiickoit ®enepauun (repd cyObekTa
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Poccuiickoit ®denepanuu, 5MOIeMy OpraHu3alud WIM TOBapHBIM 3HaK (3HAK
o0city>)KuBaHus));

— HAaMMEHOBaHUE OpraHU3alluH;

— HaMMEHOBAaHUE BHUJIA IOKYMEHTA;

— MECTO COCTAaBJICHUS WJIU U3JaHUS IOKYMEHTA;

a TAK)K€ OrPAaHUYHUTENBHBIC OTMETKH JJISl pa3MEIIeHUs! PEKBU3UTOB:

— 7aTa JOKYMEHTAa;

— PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

— 3aroJIOBOK K TEKCTY;

— OTMETKA O KOHTPOJIE.

Ha Onankax cyowexktoB Poccuiickoit ®denepanuu, UMEIOMIMX HAPALY C
PYCCKUM SI3bIKOM B Ka4e€CTBE TOCYAapPCTBEHHOIO SI3bIKAa HAIMOHAIBHBIN SI3BIK
cyobekta  @enepanuu,  pekBu3uThl  «HaummeHoBaHHWE — opraHu3aIUny,
«CripaBouyHbIe JaHHBIE 00 OpraHu3anun», «MecTo COCTAaBICHUS WU W3JAaHUS
JIOKyMEHTay Te4aTaloTCs Ha JABYX S3bIKaX — PYCCKOM (CJi€Ba) U HAIIMOHAJIBHOM
(cipaga).

[IpeanpusitusM, COTPpYAHUYAIOMIUM C 3apyOCKHBIMH TapTHEpPaMU,
HE0OXOoAUMBI OJIaHKK C JAyOJUpPOBAaHUEM PEKBU3UTOB Ha s3bIKE MapTHepa. B
TaKOM CJydae TpH YIJIOBOM DPACIOJIOKEHUH PEKBU3UTOB Ha OJIaHKE B JIEBOMU
BEPXHEH 4YacTW IE€YaTaroTCs PEKBU3UTHI HAa PYCCKOM, a CIIpaBa — Ha S3bIKE
naptaepa. [lpy  OpoAOIBHOM  PACIONOKEHUHM  PEKBU3UTOB  OJaHKa
HAaMMEHOBAaHUE OpraHMU3allM{ CHayajia NeyaTalT Ha PYCCKOM SI3bIKE, a IOTOM —
Ha S13bIKE€ MHOCTPAHHOTO NapTHEpA.

IIpy  H3roTOBIEHMM MHOTOCTPAHWUYHBIX JOKYMEHTOB BTOpas U
MOCIIEYIOIINE CTPAHUIIBI HYyMEPYIOTCA apaOCKUMU nudpaMu ¢ pa3MeIIeHHEM B
CepelMHE BEPXHEro MOJs JUCTa 0€3 MpPOCTaBICHUS TOTMOJHUTEIBHBIX 3HAKOB
(Touek, neducoB u mp.).

[Ipy M3rOTOBICHUM NTOKYMEHTOB MOMKET HCIIOJIb30BAaThCS M O0OPOTHas
CTOpPOHA JIUCTA.

Pacnonoxenue pekBU3UTOB Ha OJjlaHKe rpecTaBiieHo B [Ipunoxenusx No
3uNed.

B cootBerctBun ¢ 'OCT P 6.30-2003 [14] OnaHKu ¢ BOCTIPOU3BEICHUEM
rocympapctBeHHoro repOa Poccwuiickoit ®enmeparmuu u repOboB CyOBEKTOB
Poccuiickoit ®enepanuu  (manee — repOOBbIe ONaHKW) SABISIOTCS TIOJH-
rpadugeckoii MPOTYKIIMEH, TOAJIeKAICH yUeTy.

['epOoBbie OMaHKKM WM3rOTABIMBAIOTCS TOJBKO MONMUTPAPUISCKUMHA U
IITEMIIENIBHO-TPABEPHBIMU ~ MPEANPUATUSIMHU, HUMEIOIIMMH  JIMIEH3UM  Ha
COOTBETCTBYIONINN BUJI ACATEIHHOCTH U CEPTUPUKATHI O HATUINH TEXHUUECKUX
U TEXHOJOTMYECKUX BO3MOXKHOCTEH JJIsi M3rOTOBJICHUSI YKAa3aHHOTO BHUJA
MPOAYKIIMH Ha JIOHKHOM Ka4yeCTBEHHOM YpOBHE [34].

N3roroBnenue repOOBbIX OJIAHKOB OCYIIECTBISIOT IO 3aKa3aM OpPraHOB
TrOCYJapCTBEHHOW BJIACTH, MHBIX TOCYJAPCTBEHHBIX OPraHOB U YUPEKICHUH,
onpenenenubix llomoxennem o TocynmapctBenHom repbe Poccuiickoit
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®denepanny, COOTBETCTBYIOIIMMHU MpPaBOBBIMU akTaMu cyOBeKkToB Poccuiickoi
Oenepanuu [33].

I'epOoBbie OnaHKK B OpraHu3aluu nojexar yuyetry. Ha repboBbix OnaH-
KaX TUHOrpaCKUM CIOCOOOM WM HYMEpaTOpOM MPOCTABISIOT MOPSAIKOBBIE
HOMEpPA, a NpU HEOOXOAMMOCTH M CEpPUM 3TUX HOMEPOB. YueT repOOBBIX
0JIaHKOB BEJETCS pa3/iesibHO MO BHJaM OJAHKOB B PErMCTPAllMOHHO-YYETHOM
dbopme (kapTouke, KypHalie) Mo CICAYIOMMNM PEKBU3UTAM:

pU MOCTYIUIEHUH OJaHKOB:

— HAaMMEHOBAHUIO BUa TepOOBOro OJIaHKa;

— J1aTe MOCTYIJICHUS;

— HOMEpY COIMPOBOJIUTEIBHOTO JOKYMEHTA;

— HAaMMEHOBAHUIO OPraHU3alMKU-IOCTABIIMKA ITepOOBBIX OJAHKOB;

— KOJIMYECTBY IK3EMIUISIPOB;

npu Bblaye OJIAHKOB:

— HAaMMEHOBAHUIO BUJIa TepOOBBIX OJIAHKOB;

— KOJIMYECTBY IK3EMILISIPOB;

— CepUU U HOMEpPAM repOOBbIX OJIaHKOB;

— HaMMEHOBAHHUIO CTPYKTYPHOTO MOAPAa3/AeIIeHUs OpraHu3anuu, GpamMuinm
¥ MHUIMAJIaM JIOJKHOCTHOTO JIMIIA MOJTyvaTelis repOoBbIX OJaHKOB;

— pacnucke B MOJIYYeHHH;

— IpUMEUYaHHUI0 (OTMETKE 00 YHUUTOXKEHUU U T.1.).

['epOoBbie OJIaHKM XPaHAT B HAJAEKHO 3aMUPAEMBIX U OINEYATHIBAEMBIX
mkadax.

KoHTponb 32 M3roToBlieHHEM, UCIIOJIL30BAHUEM U XpaHEHUEM repOOBBIX
0JIaHKOB BO3JIAral0OT Ha TOJpa3JeieHHe OpraHu3alid, OTBETCTBEHHOE 3a
JIEJIONPOU3BOJICTBO OpraHu3aiuu. Jluia, mepBOHAYalIbHO OTBETCTBEHHBIE 3a
y4eT, UCIOJIb30BaHUE M XpaHEHHE OJIAaHKOB, HA3HAUYAIOTCS PACHOPSIUTEIbHBIM
JTOKYMEHTOM PYKOBOJAMTENS opranuzanuu [34, c. 46].

[IpoBepky Hamu4usi, MCHOJIB30BAHUS W XpaHEHHUs TrepOOBBIX OJIaHKOB
IIPOBOJAT HE pEXkKe OIHOr0 pa3a B TIOJ KOMMCCHEH, Ha3HadyaeMoOH pacmo-
PAOUTENBHBIM JIOKYMEHTOM pYyKOBOAMTENA opraHuszauud. O MNpoBeAEHHBIX
IpOBEpKax JeNaloT OTMETKM B YYETHO-PErHMCTPAIlMOHHBIX (opMmax Iocie
nocienHen 3anucu. B cimydyae oOHapykeHHMsl HapyIIeHUH MPU WU3TOTOBIICHUH,
XpaHEeHUH M HCIOJIb30BAaHUM TIepOOBBIX OJIAHKOB KOMHUCCHUS POBOAMT
CIIy’K€OHO€ pacclieloBaHHE, PE3yNbTaTbl KOTOPOro O(QOPMIIAIOT aKTOM U
JOBOJAT JIO CBEICHUSI PyKOBOJMTENS OpraHU3aliy.

Jlommyckaercss THUpPaXMPOBAHHME CPEACTBAMU ONEPATHBHOW Monurpapuu
OpraHM3allud JTOKYMEHTOB Ha TepOOBOM OiaHKe, NpeAHa3HAUYEHHBIX IS
pPacChUIKM, INpPU YCIOBHM 3aBEPEHUS KaXJOW KONHWU JIOKYMEHTa I€4YaThio
OpraHu3aluu.

B nenom, npuMeHeHHe OJIaHKOB COKpalllaeT BpeMs, 3aTpayuBaeMoe Ha
COCTaBJICHHE  JIOKYMEHTA, [IOBBIIIAET  KyJIbTYPy  JOKYMEHTAllHOHHOTO
oOecrieueHus ynpaBIeHUsI.
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1.2 Cocmas yoocmosepenusn 0okymenmoes. Ilpasuna opopmnenusn
pexeuszumos, yoocmogepaioujux 0okymenmut no I'OCT P 6.30-2003

B coBpeMeHHOM Jen0nponu3BOACTBE BhIpAOOTaHbI €ANHbIE TPEOOBAHUS U
npaBuiia opopmiieHust JOKyMeHTOB. CoOtofieHrne 3TUX TpeOOBaHUI U MPAaBUI B
mporecce  JOKYMEHTUPOBAHMUS  HMMEET  ONpeAesioniee 3HAuYeHHe s
obecrieyeHUsT MPABOBOTO  XapaKTepa  CO3JaBaeMbIX  JOKYMEHTOB: HX
KaueCTBEHHOTO M CBOECBPEMEHHOTO COCTABJICHMSI M WCIIOJIHEHUS, OpTaHU3aIlNU
OTIEPATHUBHOTO MOMCKA, BO3BMOXKHOCTHU KOMITBIOTEPHOU 00paboTku [18, 11].

YnocTtoBepeHue TOKYMEHTOB SIBISIETCS OCHOBHOM (hOpPMOM BhIpaKeHUS
OTBETCTBEHHOCTH 32 JOCTOBEPHOCTh M 3aKOHHOCTh HMX COJEpKaHUS.
JlokyMeHTUpOBaHKME TMpPEArnojiaraeT COOJIIOACHUE YCTAHOBIEHHBIX IPaBUII
3amucy UHQPOPMAITUH, CTICIU(PUIECKHUX JIJIS KaXI0T0 TUTA TOKYMEHTOB. Kaxxnas
Pa3HOBUAHOCTh  JIOKYMEHTOB COCTOUT M3 KOMIUIEKCAa pPEKBU3UTOB  —
00s13aTeNIbHBIX 2JIEMEHTOB 0(OPMIICHUST ODUITHATBHBIX JOKYMEHTOB.

OCHOBHBIMH CITOCOOAMU yJIOCTOBEPEHUS IOKYMEHTOB, B PE3YJIbTATE YETO
JIOKYMEHT TMpUOOpeTaeT XapakTep OQPUIMAIBHOTO JOKYMEHTa, SIBJISETCSA
NOJAMKUCaHue, YTBEPKJACHUE U TTPOCTABJICHUE MTEYATH.

B mpouecce co3maHus  9JEKTPOHHBIX  (UGPOBBIX) TOKYMEHTOB
aKTyaJbHBIM M TO-NPEKHEMY HE PEHIEHHBIM OCTAE€TCS IENbId KOMIUIEKC
npoOJieM, CBSI3aHHBIX C TPEOOBAaHUAMHU K HMX O(OPMIIEHHIO, CO CIOCOOaMHM
YIOCTOBEPEHHUSI.

CocraB ynocToBepeHHs JOKYMEHTOB M TPeOOBaHUs, IPEABSBISIEMbIC K UX
oQOpMJICHHUIO, 3aKpEIJICHbl B CYIIECTBYIOIIUX TPABOBBIX W HOPMATHUBHO-
METOANYECKUX JOKYMEHTAX M0 AEIOMPOU3BOICTBY.

Kak ykazaHo BblllE, BaXXHEWIINM TOCYJIapCTBEHHBIM HOPMAaTUBHBIM
aKTOM, COJIepKalllUM TMPAKTUYECKHE PEKOMEHIAUU 10  O(POPMIICHUIO
nokymenToB, siBisiercs ['OCT P 6.30-2003 «YHuPUIIMPOBAHHBIE CUCTEMBI
JOKYMEHTAIIHH. YuaudunmrpoBanHas cucreMa OpraHU3alMOHHO-
pacnopsAIuTeNbHOM TOKyMeHTauu. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOBY
[14]. JlaHHBIN TOCYIapCTBEHHBIN CTaHAAPT HE JEaeT UCKIIOUCHUHN I KaKuX-
700 CTPYKTYpP B 3aBUCUMOCTH OT MUX OPraHU3allMOHHO-TIPABOBOW (POPMBI WU
BUJa NeaTrenbHOCTH. [lomoskeHust cTaHAapTa paclpocTpaHSIOTCS Ha Bce 0e3
UCKIIOYeHUs  opraHuzaiuu. OH  COAEPXKHUT  NEPEeuYeHb  PEKBU3UTOB,
MCIIOJIb3YeMBIX TIPH TOJATOTOBKE M O(popMIIeHUH O(DHUIIMAIBHBIX JOKYMEHTOB, B
TOM 4YHUCJE€ YyCTaHABIMBAeT COCTaB M TpeOOBaHHS K  PEKBHU3UTAM,
YAOCTOBEPSIOLIUM JIOKYMEHTBHI.

Takke BaXXHBIM C MPAKTUUYECKOW TOUYKH 3PEHUS JTOKYMEHTOM SIBIISIFOTCS
METoJMYeCKhe pekomeHmaruu 1o BHeapenuto ['OCTa P 6.30-2003
«Oprann3allMOHHO-pacopsiAUTEIbHAS  JIOKYMEHTanus.  IpeboBaHus K
0(pOpPMIICHUIO JIOKYMEHTOB. MeToaudyeckrue pPEKOMEHIAMU [0 BHEAPECHUIO
IocCt P 6.30-2003» [53]. D10 cBfi3aHO C TEM, YTO METOJIUYECKUE
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pekomeHnau He ToJbKO KoHkpetuzupyror ['OCT P 6.30-2003, HO M BO
MHOT'OM JIOTIOJHSIOT €rO.

B 4actHOCTH, B  METOJUYECKUX PEKOMEHAAIMSIX  COIAEPKUTCS
«IIpuMepHBIi TEpeueHb JOKYMEHTOB, MOJJIEXKAIIUX YTBEPKIACHUIO» U
«IIpuMepHBIi NepedyeHb TOKYMEHTOB, Ha KOTOpBIE CTaBUTCS OTTHCK TrepOOBOM
neyaTuy».

I'OCT P 7.0.8.-2013 «/Ienonpon3BOACTBO U apXUBHOE J1€J10. TepMUHBI U
OIpEJIENICHHs» YCTAaHABIMBAET TEPMHUHBI U ONpPENENICHUsT OCHOBHBIX IMOHSTHUH,
UCIIOJIb3yeMbIE B 00JacTH JENONPOU3BOACTBA M apXuBHOro nena. Kak Obu1o
CKa3aHo BbILIE, JAHHBIM cTaHIapT BCTynui B cuity ¢ 1 mapra 2014 roga (B3amen
'OCTa P 51141-98). Cnenyer yuuTbIBaTh, 4TO U3 HOBOT'O CTaHAApTa UCKIIOUEH
HEeNbld  psl TEPMHUHOB U J00ABJIEHO 3HAYUTENIbHOE KOJIMYECTBO HOBBIX
TepMHUHOB [17].

C Touku 3peHus odopmieHUs O(PUIHUANBHBIX JIOKYMEHTOB H
UCITOJIB3YEMBIX JUJISL ATOTO IopuanyYecku 3HaunMbIX pekBu3ntoB ['OCT P 7.0.8.-
2013 BHOCUT 3HAYUTEJILHBIE U3MEHEHUS U YTOUHECHUA.

Hampumep, BBeleHbI HOBbIE TEPMHUHBI — «IIOAMHCAHHE (AOKYMEHTA)y,
«IOpUJIMYECKas 3HAYMMOCTh JIOKYMEHTa», «O(UIMaIbHOE OMyOIMKOBaHUE
JOKYMEHTa», «3JIEKTPOHHAS MOAIUCH» U APYTHE.

N3meHeHHsT KOCHYJIMCh, B  YaCTHOCTH, TaKMX TMOHATHUH, Kak
«O0(UIHMATBHBIN JOKYMEHT», IOpUIUYECKas CHJIa JOKYMEHTa», «3JEKTPOHHBIN
JOKYMEHT» U T.J.

[lonyunnu yTOYHEHHE MHOTHE OCHOBHBIE TEPMHUHBI U OIPEACIICHMUS,
OTHOCSIIITUECS. K COCTaBy YJIOCTOBEPEHMsS JTOKYMEHTA, — «IOJIIHUCHY U «TpUd
YTBEPKACHUSD.

B nenom, 'OCT P 7.0.8.-2013 oTpakaeT KaueCTBEHHbIE H3MEHECHMS,
POU3OIIEANINE B TEPMUHOCUCTEME JIEIIONPOU3BOACTBA U APXUBHOIO JIENa 3a
npoiexamiee ¢ 1998 roga Bpems.

DTO CBSI3aHO U C U3MEHEHUSIMHU B 3aKOHOAATEIBCTBE, NOSIBIEHUEM HOBBIX
HOPMAaTHBHO-IIPABOBBIX JJOKYMEHTOB, PEIVIAMEHTHPYIOIIUX Pa3IU4YHbIE ACTIEKTHI
JIEJIONPOU3BOICTBA U APXUBHOTO JIEJIa.

B ducne npaBoBbIX HOPMATHBHBIX AaKTOB, OTPaXXalOLIUX BIWSIHUE Ha
JeJIONPOU3BOJICTBO aBTOMATU3UPOBAHHBIX HH(GOPMAIIMOHHBIX TEXHOJIOTUH,
®denepanbHbiii 3ak0H «O0 31eKTpoHHON ToAanucu» oT 6 ampens 2011 r. Ne.63-
®3 [5], B KOTOpOM ONpEAENCHbl YCJIOBHUS MPU3HAHUS DIIEKTPOHHBIX
JNOKYMEHTOB.

Oco6oe mecTo B HOpMaTHBHOU Oa3e 3aHnMaeT ['ocynapcTBeHHas cucrema
NOKyMeHTallMoHHOro obOecrneuenust ympasienuss (I'CHOY), yrBepxkaeHHas
npuka3zom ['nmaBapxuBa CCCP ot 25.05.1988 Ne.33. HecmoTpst Ha TO, 4TO
I'CJIOY Oputa pa3paboTaHa HECKOJIBKO JECATHICTHH TOMY Hasaja, OHA II0-
IIPE)KHEMY OCTaeTcsl OJHMM M3 0a30BbIX HOPMATHBHBIX JOKYMEHTOB,
3aKpEIUIAIOIIMM  €JIMHbIE OPraHU3alMOHHBIE OCHOBBI CO3JAaHUSl CUCTEMBI
JIEJIONPOU3BOJICTBA, ONPEAEISIIONIMM COBOKYIHOCTh IPHUHLMIIOB M IPaBUII,
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YCTaHAaBJIMBAOIINX eNHbIC TpeOOBaHUs K JOKYMEHTHPOBaHUIO
YIpaBJIEHYECKON eaTenbHOCTH [18].

[IpaBuna opranuzanuu pabOThl € JOKYMEHTaMH W HPUHLUIIBI
nokymeHToobopoTa, yctanoBieHHble ['CHOY, Bcerma paccMaTpuBaluch U
paccmarpuBatroTcsi B MeToaumdeckoMm acnekrte. Ha ocnoe I['CHOY wu
rOCY/IapCTBEHHBIX CTaHAAPTOB PETJAMEHTUPYETCS COCTAB IMPUMEHSEMBIX
JOKYMEHTOB, pa3padaThIBAIOTCA U MPUMEHSAIOTCS YHU(PUUUPOBAHHBIE (DOPMBI
JOKYMEHTOB; UX 3aKpEIUISIOT B Ta0essiX JOKYMEHTOB, KOTOpPhIE B HACTOSIIEE
BpeMsl BeIyTCsl KaKk TaOeiau MPUMEHSEMbIX B OpraHu3alii yHU(PUIUPOBAHHBIX
(bopM TOKyMEHTOB.

B nacrosmee Bpems 'CLHOVY crnenyer paccMaTpuBaTh KaK METOIUYECKUI
JOKYMEHT, COJEp>Kalluil MpaBWiia U MPUHUUIBI BBICOKOTO YPOBHS, KOTOpPbBIE
000CHOBaHbl METOAOJOTHEN TOKYMEHTOBEIACHUS M TMOITBEPHKACHBI MPAKTUKOU
nenornpousBoacTBa. Ha MX OCHOBE CTpPOUTCS HOPMATHBHO-METOJUYECKas 0a3a
COBPEMEHHOI'O  JEJIONPOU3BOJICTBA, KOTOpass B OCHOBHOM pa3BUBAECT U
KOHKpETU3UpYyeT oCHOBHBIE nosioxkeHus ['CLOY.

K cocraBy yaoctoBepeHHsi JOKYMEHTOB OTHOCSTCS  CHEAYIOIIUE
PEKBU3UTHI: MOJAMUCH, OTTUCK NIEYaTH, TPUQ YTBEPKACHUS JOKYMEHTA.

B OGonbumimHCcTBE CciaydaeB Uil YOCTOBEPEHHMS  YIPaBICHUYECKUX
JOKYMEHTOB JIOCTATOYHO HAJW4us B HHUX MOJIKCH YHOJHOMOYEHHOIO JIMIA.
OtnenpHble  JOKYMEHTHI JOMNOJHUTEIBHO YJIOCTOBEPSIOTCS  MOCPEACTBOM
IPOCTABJIEHUS B HUX OTTUCKA MeYaTu Wik opopmiieHus rpuda yTBEpKIeHUS.

[lonmucanne u yTBEp)KIECHHE CBSI3aHBI C OOECIEYEHHEM IPABOBOIO
cTaryca O(UIMATBHOTO JIOKYMEHTa, TO €CTh TaKOro JOKYMEHTa, KOTOPBIi
CO3Ja€TCAd  OpraHu3alueid, JOJDKHOCTHBIM JIMIIOM WJIH TpaXxIaHUHOM,
o(OpMIICHHBIN B YCTAaHOBJICHHOM Topsiike [17].

I yripaBiIeHYECKOM AEATEIRHOCTH ITPABOBOM CTAaTyC U KOPUIAYECKAS
CWJIa JIOKYMEHTa SBIISICTCS YPE3BBIYAHHO BaXKHBIMHU (DakTOpaMu, Tak Kak OHH
03HA4yalT, YTO JOKYMEHT MOKET CIYXKUTh NOJJIUHHBIM JOKa3aTEJIbCTBOM
coJeprkalieiics B Hel mHpopManuu. ITO MpelIoyiaraeT ero o0s3aTelbHOCTD
U1 T€X, KOMY OH aJpecoBaH, WIHM IJ1 Kpyra YYaCTHHUKOB YIPABICHYECKUX
NeUCTBUM  (OpraHOB  YNpaBICHUS, MX CTPYKTYPHBIX  IOJpa3JelCHUN,
OOIIECTBEHHBIX OpTaHHW3allMd, MOJDKHOCTHBIX JIUI[ U TpaXkIaH), KOTOpPbIE
PYKOBOJICTBYIOTCSI JOKYMEHTOM M OCHOBBIBAIOT HA HEM CBOIO JI€SITEIBHOCTh WIIH
BO3JIEPKUBAIOTCS OT HEE.

Cornacio I'OCT P 7.0.8.-2013 «/lenonpou3BOJCTBO U apXHUBHOE JEJI0.
TepMuHBI U onpeeneHus», IpUINYecKas cuila JOKYMEHTa ONpEAesieTcs] KaK
«CBOWCTBO OHUITMATHLHOTO TOKYMEHTA BBI3BIBATH MMPABOBbIC MOCAEACTBUS» [17].

OTO MOHATHE OTIMYAETCS OT ONpPENENIEHUs, KOTopas JaBajloCch TEPMHUHY
«ropuandeckas cuia 1okymeHTta» B npexkHeM ctangapte ('OCT P 51141-98):
«CBOMCTBO O(QUUIMAIBHOIO JOKYMEHTa, COO0IIaeMoe €My JeHCTBYIOLIUM
3aKOHOJATEIbCTBOM, KOMIETEHIIMEN M3JaBIIEr0 €ro opraHa U yCTaHOBJIEHHBIM
nopsiakoM  oopmiieHusi». Mcxons w3 3TOro, clieioBalio, 4YTO JIFOOOM
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opUIIUANIbHBIA TOKYMEHT JIOJKEH COOTBETCTBOBATh 3aKOHOIATEIbCTBY, HOKEH
ObITh M3JJaH OpPraHoOM BJACTU WJIH JOKHOCTHBIM JIMIIOM, HWMEIOIIUM
COOTBETCTBYIOIIME TIOJHOMOYMS, JOJKEH OBITh MPaBWIBLHO O(OpPMIIEH.
CornacHo TaHHOMY OIpEEICHUIO0, U MIPUKa3 OpraHu3alliu, U JeJI0BOE MUCHMO
IIPU COOTBETCTBUU BBINICTIEPEUUCICHHBIM MpPHU3HAKAaM HMEIOT HOPUANYECKYIO
CUILY.

Kak orMeuaroT crienuanucThl, «Takoe MOHUMaHUE TOHITHS FOPUINUECKON
CUJIbl JOKYMEHTa MPOTHUBOPEUUT IMOHMMAHUIO JAHHOTO TMOHSTHS IOPUCTAMH,
KOTOpPBI€ CBSI3BIBAIOT €T0 C BO3MOXKHOCTBIO PEaJIM30BBIBATH IMOCPEJACTBOM
JIOKYMEHTOB OTJEIbHBIX BHUJOB BJIACTHBIC MPEANUCAHUS OPraHOB BIACTU H
JTOJKHOCTHBIX Jull. C 3TOM TOYKM 3pEHUs IOPUIMYECKOW CHIION 00sagaroT
TOJIBKO OIpeJeiCHHbIE BHUABI JOKYMEHTOB — 3aKOHOAATEIbHBIE U WHBIC
HOPMATUBHBIE TPABOBBIE AKThI, TO €CTh JOKYMEHTBI, COJEpKalllhe MpPaBOBbHIC
HOPMBI, OOS3aTeNIbHbIC [IJII MHOTOKPAaTHOTO NPHUMEHEHMs] U, KaK IMPaBHIIO,
paccuMTaHHbIE Ha IMUPOKWM KPYr oOpraHu3anuid W Jui. B cBsi3u ¢ 3TuM
IOpUIMYEecKas Ccuja JOKyMEHTa CBsi3aHa CO CIHOCOOHOCTHIO JIOKYMEHTA
BBI3BIBATH OIPEJICIICHHBIE TPABOBBIC MOCIEACTBHA[69].

Hapsiny ¢ »5TuM, HOBBIM T'OCYJapCTBEHHBIM TEPMHHOJOTHYECKUM
CTaHJAPTOM BBOJUTCS TOHSATHUE IOPUIUYECKAs 3HAYMMOCTH JIOKYMEHTa», IO]I
KOTOPbIM TMOHUMAETCAd «CBOMCTBO JOKYMEHTa BBICTYNaThb B KadeCcTBE
MOJITBEPKACHHS JIEJIOBOM JIEATENbHOCTH JHUOO0 COOBITHUI JIMYHOTO XapaKTepay
[17]. JlanHoe TmMOHSATHE B TMOCJHEIHUE TOAbl TOJYYWIO  IIUPOKOE
pacrpocTpaHeHUE M CBSI3aHO C  JOKa3aTelbHOM  CHUJIOM  JOKYMEHTa,
BO3MOKHOCTBIO HCIIOJIb30BAHUSl JOKYMEHTa JJIsi TOATBEPKICHUS JEJIOBOU
NEATEeITLHOCTH JTM00 COOBITHH JTMYHOTO XapaKTepa.

[lonmucanue sgBISETCS OAHUM M3 OCHOBHBIX CIOCOOOB YAOCTOBEPEHUS
nokymeHToB. B cootBerctBue ¢ I'OCT P 7.0.8.-2013, moamucanue — 3TO
«3aBEpPEHUE JIOKYMEHTa COOCTBEHHOPYUYHOH TOJIMUCHIO JTOJDKHOCTHOTO WU
dbu3HYecKoro JMIa 1Mo yctaHoBiaeHHoU popmey [17].

[lognuce  sBisieTcss  00sI3aTE€NBbHBIM  PEKBU3UTOM,  COJEpKaIIUM
COOCTBEHHOPYUYHYIO POCHUCH JOJDKHOCTHOTO wWid ¢usndeckoro numna. Ee
MPOCTABISET JULO, KOTOPOE HECET OTBETCTBEHHOCTh 3a COJEpkKAaHUE JAHHOIO
nokymenTta. llognmuceiBaeTcsi, Kak MpaBWJIO, TOJBKO TIEPBBIA HK3EMILISAP
NOKyMeHTa. B coctaB moamucu BXOAST: HAaWMMEHOBAaHUE MOKHOCTH JIULA,
MO/IMHUCHIBAIONIETO JOKYMEHT (ITOJIHOE, €CIM JOKYMEHT odopmiieH Ha OliaHKe
OpraHu3alnn), e€ro JUYHAs TOJMUCHh W pacmudpoBKa MOANUCH (MHUIIUATBI U
damumms). JIoKyMeHT MOXeT OBITh TaKXKe TOMUCAH HWCIOIHSIONINM
00513aHHOCTH JIOJDKHOCTHOTO JIMIIA C YKa3aHUEM €T0 (DAKTUIECKOU JTOJDKHOCTH U
dbamrmn [17].

Ha poxymenTe MoXeT CTOSATH Oojiee OJHON MOAMUCH, €CIU 3a €ro
COJIep’)KaHhe€ HECYT OTBETCTBEHHOCTh HECKOJBKO JHUIl. B 3ToM cnydae ux
MOANUCH PACMOJaraloTcsl OJHA MOJl APYrol B MOCIEIOBATEIBLHOCTH, KOTOpas
COOTBETCTBYET 3aHUMAEMBbIM JIOJDKHOCTSIM. EciW JOKYMEHT MOIMUCHIBAIOT
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HECKOJIbKO PABHBIX JOHKHOCTHBIX JIML, UX MOANUCH PacIoiaraiTcs Ha OJHOM
ypoBHe. Takke HECKOJIbKMMM JIMIIAMU  TOAMHUCBHIBAIOTCS  JIOKYMEHTBI
KOJUIETHAIbHBIX OPraHOB U JIOKYMEHTBI, COCTaBIIEHHbIE KOMHCcHEH. B nepBom
cilly4ae JOKYMEHT TMOANMCHIBAIOT TMpejiceaaTesib M cekperapb. Ecam ke
JOKYMEHT COCTaBJ€H KOMHUCCHUEH, TO OH MOJIHUCHIBAETCS BCEMU YICHAMHU
koMuccud. Ilpu 3TOM yKa3bIBalOTCS HE JOJDKHOCTH JIMI[, a paclpeiesieHHue
00s3aHHOCTE B COCTaBe KOMHUCCHUH, NpUyYeM (HaMUIIUU UJIEHOB KOMHUCCUU
yKa3bIBalOTCS B al(paBUTHOM HOPSJIKE.

DONeKTpoHHAsl MOJNUCh — 00s3aTelIbHBIA  PEKBU3UT  LHUPPOBOIO
JOKYMEHTA, TMpeJHa3HAYEHHBIM MJIsl 3allUThl JIOKYMEHTa OT MOAJAENIKH. DTOT
PEKBU3UT TOJIydeH B pe3yibTaTe KpUNTOrpapuyeckoro mnpeoOpa3oBaHUs
uHbOpMAIlMK C  MCMOJIb30BAHUEM  3aKPBITOrO  KIIOYa,  IMO3BOJISIOLIETO
UACHTU(PUIUPOBATH BIIaJeiblla cepTU(UKaTa KIOYa TMOAMHCH, a TaKKe
YCTAHOBUTH MCKaXKEHUs] MHGOPMAIMKU B 3JEKTPOHHOM JOKyMeHTE. OTKPBITHIN
KJII0Y TIO3BOJISIET MPOYeCcTh HMH(OpMalnio, 3amuGpOBaHHYIO TMPU MOMOIIU
3aKpBITOTO KITHOYa.

Cnenyromuii  crmoco0  yIOCTOBEpeHUsT —  yTBepkieHue. ['pud
YTBEPKJEHUS MPUAACT COJACPKAHUIO OPUIIHATBHOTO TOKYMEHTa HOPMATHUBHBIN
Wi npaBoBod xapaktep [17]. B o0s3aTenbHOM TOpSIKE YTBEPKACHHUIO TMOA-
JeXaT BCE OPraHU3allMOHHBIE JOKYMEHTHI (YyCTaBbl, MOJIOKEHUS, WHCTPYKIIHH,
npaBwia W 1p.). JIOKYMEHT MOXKET YTBEp>KIaThCs COOTBETCTBYIOUIUMU
OpraHamMHM WM JOJDKHOCTHBIMHU JIMIIAMHU, B KOMIIETEHIMIO KOTOPBIX BXOIUT
pelIeHrnEe BOIPOCOB, W3JIOKEHHBIX B YTBEPKIAEMOM JTOKYMEHTE, WIIH
MOCPEICTBOM U3/IaHHsI COOTBETCTBYIOILIETO PACTIOPSIAUTEIIBHOTO JOKYMEHTA.

B cmywae yTBepkIeHHMS JOKYMEHTa JOJKHOCTHBIM JIUIIOM Tpud
yTBepkaeHuss coctout u3 cioBa YTBEPXKJIAKD 06e3 kaBbluek, MOJHOTO
HAMMEHOBAaHUS JOJDKHOCTHOIO JIMIA, YTBEPKIAIOMIETO AOKYMEHT, JIMYHOU
TIOJIMKCH, €€ PacIIu(PPOBKH U AThl YTBEPXKICHHUS.

[Ipu yTBEpKIE€HUHN JOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMH JIMLIAMH KX
MOANKCH PACHOJArartdT Ha OJHOM YypoBHE. EciM JOKyMEHT yTBEp)KOaeTcs
APYTUM CIIEHUANbHO U3/1aBa€MbIM JOKYMEHTOM, TO IpU(] yTBEPKACHUS TOJKEH
coJiep>KaTh HAMMEHOBAHKE, HOMEP U 1aTy MOCIEAHETO.

Oco0mrit crioco0 yaocToBepeHus — redath. [ledatn craBsaTcs Ha Hanbosee
BAXKHBIX JOKYMEHTaX, HPEAYCMOTPEHHBIX CHEUUATbHBIMH HOPMATUBHBIMU
aKTaMHu, yJOCTOBEPSIONINX MpaBa JHI, (PUKCHpYrOMHX (aKThl, CBSI3aHHBIX C
(UHAHCOBBIMH CPEICTBAMH, U MOATBEPKIAIOT MOUIMHHOCTH noanuceil. [leuats
JOJDKHA OBITh XOpPOIIO YWUTaéMa M 10 BO3MOYKHOCTH 3aXBaTbIBaTh 4YacThb
HAaUMEHOBaHUs JOJDKHOCTH. Pasnuuarorcst mnedatu repOOBble W N€YaATH
opranu3auud. B komMMepueckMX CTpyKTypax TIepOOBble Ie€daTh He
HCITIOJIb3YHOTCSI.

Takum o0Opa3oMm, JOKYMEHTUPOBAHHE MPEANoJiaraeT CoOII0JCHUE
YCTAaHOBJICHHBIX MpaBWJI 3alIMCU MHPOpMAIMU. DTH IpaBuja CrielUPUUIHBI JJIs
KaXI0ro TUna JAOKyMeHTOB W pernameHtupyrorcs ['OCTamum u npyrumu
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HOPMATUBHO-MCTOJUYCCKUMU MaTCpUuaiaMu. HOI[HI/I(ZaHI/Ie, YTBCPKIACHHUC U
IMPOCTABJICHUC TIICHATHU OCTAKOTCd OCHOBHBLIC crocodoamu YAOCTOBCPCHUA
OJOKYMCHTOB, CBJA3aHHBIMU C oOecIleueHHEM HX IIpaBoOBOro craryca H
3HAaYUMOCTH.

1.3 Ilopsook coznacosanusn 00OKymeHmos.
Odhopmnenue eusvt u cpugpa coznacosanus

B pabore ¢ goKkymMeHTamMM TIOJ  COTJIACOBAaHUEM  TOHHMAETCS
npeaBapuTeIbHAs OIlEHKAa MPOEKTa JOKYMEHTa W/WIM MOJy4YeHHE COTrjiacus Ha
ero usnanue. CorjiacoBaHHWE TPOU3BOJIUTCS B CiydasX, KOTJa JOKYMEHTHI
coJiep>KaT Kakue-Tu0O TMpaBOBbIE HOPMBI U TpeOyeTcss MX OHKCHepTH3a Ha
peAMET COOTBETCTBUS JEHCTBYIOIIMM HOPMATUBHBIM MPABOBBIM aKTaM, KOTJa
OHM 3aTparuBarOT UHTEPECHI APYTUX OPraHU3AIUH, JOIKHOCTHBIX JIUII U T.II.

CornacoBanue  JIOKYMEHTOB —  3TO, TPEXKJIE  BCEro, 4acTh
nenonpousBoacTBa. OCHOBHAsl XapaKTEPHUCTHKA COTJIACOBAHHMS — BpeMs H
MapHipyT ABMXKEHUS HOKyMeHTOB. Ciyx0am Iemonpou3BOICTBA HEOOXOIUMO
CTPOUTH TMPOIEAYPY COTJIACOBaHHUSI KaK cUCTeMy. PermaMeHTamusi mpoiieccoB
COTJIACOBAHMS PEIICHUN U B3aMMOJICUCTBUS TOAPA3CICHUHN, a TaKKe HaTUIUe
CIEUHUAIBHOTO PETJIaMEHTa COIVIACOBAHUS B  MEXIYHApOJHOW MpaKTHUKE
YIPaBJIEHUSI OLICHUBAIOTCS KaK AJIEMEHT M MPU3HAK KAYEeCTBa YIPABIICHHS, €rO0
NOJIHOLEHHOCTH. DTO SBJISIETCS BAXKHBIM M AKTYaJIbHBIM JJIS OpraHU3alui C
TOUYKH 3pEHUS CEPTUPHUKAIIMHU IO CTAHIaPTaM CUCTEMbI MEHEIP)KMEHTa KaueCTBa.

CornacoBaHue JIOKyMEHTOB CTAHOBHUTCS BaKHEHIIEH aIMUHUCTPATUBHOM
OpOLEAYPOl W OPraHU3allMOHHBIM HHCTPYMEHTOM, C IIOMOIIBI) KOTOPOTO
o0ecreuynBaeTcsl ypaBisieMOCTb.

CornacoBaHue NMPOBOAUTCS BHYTPHU YUYPEKIEHUS U BHE €ro. B cBs3u ¢
ATHM, COTJIACOBAHME IOKyMEHTa ObIBa€T BHEIIHUM U BHYTPEHHHM.

[TopsiAoK BHYTPEHHETO M BHELIHETO COTJIACOBAaHHUS TOKYMEHTOB, a TaKKe
TpeOoBaHusA K OQOPMIICHUIO BU3BI W TpHda COTJACOBAHUS OMPEICICHBI
rocyJapCTBEHHbIMM HOPMATHUBHBIMU aKTaMH (cTaHmapraMu) [14].

B coorBerctBum ¢ I'CHOY, BHemHee COINIACOBAHHME  JIOJKHO
OCYLIECTBIIITBCS B 3aBHCUMOCTU OT COJEpKaHHS JTOKYMEHTa B CieAYyroulei
OYEpPETHOCTH:

— C TOJAYMHEHHBIMM W HEMOAYMHEHHBIMU OpraHU3alUsIMU, KOIaa
MOCJEAHUE  BBICTyNAlOT  OO0S3aHHOM  CTOPOHOM B  MPABOOTHOIICHHUSX,
BO3HUKAIOUIUX BCIEJCTBUE HM3JAaHUSI MPABOBOTO aKTa, WM KOTJAa COJEpKaHUE
JIOKYMEHTa 3aTParuBaeT X HEMOCPEACTBEHHbIE NHTEPECHI;

— C OpraHm3alysIMd ¥ HAYYHO-TIPOM3BOJICTBEHHBIMU OOBEIMHEHUSMHU,
3aHUMAIONIUMUCS HCCIEOBAaHUSAMU B TOW 00JacTH, K KOTOpPOH HMeEeT
OTHOIIIEHUE COJIEpKAHUE TOKYMEHTA;

— ¢ OOIIECTBEHHBIMU OPTaHU3aLUSIMU — B CIIy4asiX HEOOXOJIUMOCTH WM B
CUTyalusiX, IPeAyCMOTPEHHBIX JOKYMEHTAMU 3THUX OPTraHOB;
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— C opraHamu, OCYIIECTBIISIOIIUMHU roCyJ1IapCTBEHHBIH
HAJIBEIOMCTBEHHBI  KOHTpPOJb  (HAA30p) B  ONpPEACIICHHOM  00JacTu
(caHUTapHBIH, 3MTUIEMHUOTIOTHYECKU I, TPOTUBOMOKAPHBIN U T.11.);

— C BBIIIECTOSIIIIUMU OpraHaMu OOIIel WIIK OTPacieBOM KOMIIETCHIIUU — B
Cly4asiXx, KOrja 3aKOHOAATEJIbCTBOM MPEIyCMaTpUBACTCS  BO3MOXKHOCTH
COBEPIICHUS YNPABJICHUECKUX NEUCTBUM, TOJBKO C pa3pelieHus ITUX OPraHOB
[18].

Utak, B 3aBUCUMOCTH OT COACPKAHUS JOKyMEHTa, BHEIIHEE
COTJIACOBAHHE MOXKET MPOBOAUTHCA C MOJYMHEHHBIMH M HEMOJAYUMHEHHBIMU
OopraHaMmH, €CJIi COJep)KaHUE JOKYMEHTA 3aTparuBaeT UX MUHTEPECHI, C HAYIHO-
UCCJIEJOBATEILCKUMHU  OpraHU3aIUsIMH, OOIIECTBEHHBIMU OpPTaHU3AIUSIMH,
OopraHaM# TOCYAapCTBEHHOT'O M BEJOMCTBEHHOTO KOHTPOJIS, BBIIIECTOSIIIIUMU
OpraHamMH.

BremHee coriacoBaHue  JOKyMEHTa MOXET OBbITh  odopMmileHO
MIPOTOKOJIOM COTJIACOBaHUS WJIM OOCYXACHHUS TMPOEKTa JOKYMEHTa, CIPaBKOM,
HO YaIlle Bcero rpud)oM COrjiacoBaHMs JOKYMEHTA.

B coorBerctBun ¢ ['CHOY, BHyTpEeHHEE COTJIACOBAHHE IIPOCKTA
JIOKyMEHTA JIOJDKHO MPOBOJAUTHCS B CIICAYIOIICH OUepeTHOCTH:

— € OTpaciieBbiMH,  (YHKIIMOHAIBHBIMH,  TEPPUTOPHUATBLHBIMU
NoJipa3/ieJICHUsIMU, COBEIATEIbHBIMH OpPraHaMu U, MPU HEOOXOIUMOCTH,
OOIIECTBEHHBIMHU OPTaHU3AIUAMH;

— ¢ paOOTHHKaMHU, OTBETCTBEHHBIMU 3a pazpelieHue (yHKIHOHAIBHBIX
BOMPOCOB (TJIaBHBIE, CTAPIIUE CIEIUATUCTHI U T.1.);

— ¢ (uHAHCOBBIM TMOJPA3ACICHUEM WM TJABHBIM OyXraiaTepom
(byxranrepom);

— C IOpUINYECKON CITYKOOI;

— CITY)K00# TOKYMEHTAIIHOHHOT'O 00eCIICUCHHUS;

— C 3aMECTHUTENIEM MpeJcenarens KOJUIETHAIIBHOIO OpraHa WIH C
3aMECTUTENIEM  PYKOBOAUTENS  OpPraHU3allMM, KypHPYIOIIMM  BOIPOCHI,
cozieprKalluecs B poeKTe JoKkymeHTa [18].

Takum o0Opa3om, BHYTpPEHHEE COTJIACOBAaHUE TMPOBOAMUTCS C TEMU
MOAPA3ACICHUSAMH, Y4YacTHE KOTOPBIX MPEAYCMOTPEHO TMpU pealu3aluu
COOTBETCTBYIOILIETO JOKYMEHTa. B yupexeHusax, MMEIOUIUX OPUIUYECKYIO
Ciyk0y, TOKYMEHTHI JI0 TIOJAMUCAHUS COTIACOBBIBAIOTCSA C FOPUCTOM. JJOKyMEeHT
MOXET OBITh TAKXKE COTJIACOBAH C 3aMECTHUTEJIEM PYKOBOJIMTEIS YUPEKICHHUS,
KYPHUPYIOLIUM BOIIPOCHI, OTPAYXKEHHBIE B IOKYMEHTE.

Eciu BeIMOTHEHWE MOKyMEHTa CBSI3aHO C (DMHAHCOBBIMHU 3aTpaTaMH,
TpeOyeTcsi coriiacoBaHue ¢ (DMHAHCOBOHM CIYX)OOW (TJTaBHBIM OYyXTalTepoM).
OOBIYHO ATO JOTOBOPHI M COTJIANICHUS, 3aKIF0YaeMble opranu3anuei (pupmoii)
Ha TOJIy4YeHUE WIH OTHYCK TOBAPHO-MATEPHAIbHBIX LIEHHOCTEH, BBIMOJIHEHUE
paboT M yCiIyr; mprKa3bl 00 YCTAaHOBJICHUHU JOJDKHOCTHBIX OKJIAJ0B, Hal0aBKe K
3apaboOTHON 1aTe, MpeMUpOBaHUU U T.A. BenenctBue 3Toro Buza Oyxranarepa
MpeAyCMOTPEeHA Ha OOJBIIOM KOJIUYECTBE TOKYMEHTOB.
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KoHKpeTHBINT Kpyr MAOMKHOCTHBIX JIMI[ OpraHU3allud, BUZHPYIOIINX
IIPOEKT JIOKYMEHTa, YCTaHaBJIMBACTCA caMoOM opranusauuen. llepedyeHb
COTJIACYIOIIUX MHCTAHIMMI ONpeJesieT COCTaBUTENb JOKYMEHTA, UCXOS U3 €ro
coaepkanusi. Bmecte ¢ TeM, MOPANOK BU3UPOBAHUS THUIIOBBIX JOKYMEHTOB
opraHumzanuu  (TO  €CcTb  JOKYMEHTOB,  OTpaXalollUX  OJHOTHUITHbBIE,
MOBTOPSIONIUECS  YMNPABICHYECKUE  CHUTyallMd) MOXHO  3aKpemuTh B
COOTBETCTBYIOIIMX OPTaHU3AlMOHHBIX JIOKYMEHTaX, HalpuUMep, B UHCTPYKIUU
0  JEJOMNPOM3BOJACTBY  JAHHOW  OpraHu3alliu, perjiaMeHTe  paboThl
KOJUIETUAJILHOTO OpraHa Jin0o B CIENHAIbHO pa3padareiBaeMoM Tabese (popm
JIOKYMEHTOB, MPEyCMOTPEB B HEM COOTBETCTBYIOMIYIO rpady. Ecnu qoxkymeHT
BU3UPYETCS HECKOJIBKUMU JIOJHDKHOCTHBIMU JIMIIAMH, BU3bI PACIOaraloTcsi OHa
MO/ IPYTOM B MOPSIKE BUSUPOBAHUS.

Kontponb 3a coOmro/ieHreM yCTaHOBJIEHHOW MPOLEAYPHI COTIACOBaHUS
JIOKYMEHTOB SIBJISIETCS OJHOM W3 (QYHKIUNA CIyXObl JE€TONpPOU3BOICTBRA.
KonTtposk cornacoBanusi BKJIFOYAET:

— CONPOBOXK/ICHUE TPOIIEAYPhI COTJIACOBAHMS JOKYMEHTOB, OOECIIeueHNe
3G PEeKTUBHOTO  B3aUMOJCHCTBUSI  TOJpa3NICICHU, KOHTPOJIb  CPOKOB
COTJIACOBAaHMS TPOCKTOB JOKYMEHTOB B TMOJpa3lelieHusXx (C TOMOIIbIO
TPaAUIIMOHHBIX >KYPHAJbHBIX YYETHBIX (POPM WJIM B CHCTEME SJIEKTPOHHOTO
JIOKyMEHTO000pOTa);

— UH()OPMUPOBAHKME TOJPA3JIETCHUN, YUACTBYIOIIMX B COTJIACOBAHUHU O
npuOIMKEHUM WM HACTYIJICHWHM CPOKOB COTJIACOBAaHUSI JOKYMEHTOB (B
CUCTEME  DOJEKTPOHHOTO  JOKyMEHTOOO0OpOoTa — 3a CYeT HACTPOUKH
aBTOMAaTHUYECKOM PACCHUIKH YBEIOMJICHUH U MpeaynpexacHIN);

— aHalIM3 XO0Ja W  PE3yJbTaTOB  COIJIACOBAHMS  JOKYMEHTOB,
UHGOPMHUPOBAHUE PYKOBOAMTENEH O COOJIIOJCHUM MPOIEAYp COTJIACOBAHUS U
KaueCTBE  B3aUMOJICUCTBUS  TOApa3leiieHUM (B  paMKax  peaau3aluu
nH()OPMAIIMOHHO-aHAIMTUYECKOM (YYHKITMHU CTY>KOBI JICIIONPOU3BOJICTBA).

[IpoekT ympaBIEeHYECKOTO JOKYMEHTAa [OJDKEH OBITh COTJIACOBaH C
UCIIOJIHUTEISIMU  (aBTOpAaMU TEKCTa), PYKOBOJIUTEISIMUA 3aWMHTEPECOBAHHBIX
CTPYKTYPHBIX MOJIpa3/iesIeHUil WK opranuzauuii [18, c. 7 |.

TpeOGoBanusi, mpeabsiBiusieMbile K  odopmiieHnto Tpuda u  BuU3
COTJIACOBAHMSI, 3aKPEIUIEHbl B COOTBETCTBYIONIUX HOPMATUBHO-METOIUYECKHUX
JOKyMEHTaXx.

Baxneitmum u3 Hux siasercs OCT P 6.30-2003 «YHuduupoBaHHbIC
CUCTEMBI JIOKYMEHTAIluu. YHUQUIUPOBAHHAS CHCTEMa OpTraHU3aI[MOHHO-
pactopsAIuTENbHON TOKyMeHTauu. TpeboBaHust K 0OPMIICHUIO TOKYMEHTOBY
U Metoauyeckue pekomenaanuu mno BHeapennto 'OCTa P 6.30-2003.

Buemnee cornmacoBanue odopmisiercs tpudom. Mecto mus rpuda
COTJIaCOBAaHMS pa3MelaeTcss B HWXKHEH dYacth nucta (MoJ pPEKBU3UTAMU
«OTMETKA O HaJUYHH MPHIOKEHUSN», CIOJIHCHY, «II€YaThy) WIA Ha OTACIBHOM
JUCTE COTJAaCOBaHUsS, MPU 3TOM JIeJlaeTcsi OTMETKa Ha JokymeHTe: «Jluct
corimacoBaHus mpwiaraercs». I[lpm  odopmiermm oTtueta O  Hay4HO-
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HCCIEeI0BAaTENbCKON paboTe rpud coriacoBaHus pacnoiaraeTcsi B BEPXHEM YIi1y
TUTYJBHOTO JucTta[14].

Cornacuo T'OCT P 7.0.8-2013. «CHUBUI. Jlenonpou3BOACTBO U
apxuBHOE Jie0. TepMUHBI U onpeeneHus», rpud coriacoBaHUs OMPEIeIIeTCs,
KaK «PEKBU3UT, BBIPAKAIONIUN COrJacue€ OpraHu3allud, HE SBISIOIICHCS
aBTOPOM JIOKYMEHTA, C €ro coaepxxkanuem» [17].

I'pu¢ cornacoBanust nokymenta coctout u3 cioa COI'JTACOBAHO 6e3
KaBbIUCK, JOJDKHOCTH JIMIIA, C KOTOPHIM COIVIACOBaH JOKYMEHT (BKJIIOYas
HAMMEHOBAHUE OpTraHU3alMM), JUYHOW TOAMHUCH, paciIu@POBKH TMOAMUCU
(uHUIIMATOB, (haMUIIMK) U 1aThl coryiacoBaHus. Hampumep:

COI'JTACOBAHO

PexTop Akanemun Typusma
Jluunas noonuce A.I1.Cycrnopa
JlaTa

Ecnm  cormacoBanme OCYIIECTBISIETCS IMHUCHMOM, MPOTOKOJIOM, Tpud
cornacoBanusi cocrouT wu3 cioBa COI'JTACOBAHO 06e3 KkaBBIYEK,
HAMMEHOBAHUS JIOKYMEHTA, KOTOPHIM OCYIIECTBJISICTCS COTJIACOBaHHUE, aTON
ATOTO JOKYMEHTa U €ro HoMepa, U 0pOopMIIIETCS CISAYIOMMUM 00pa3oM:

COI''TACOBAHO
IImcemo Poccuiickoit akagemMuu

Hayk oT S5 utonst 2013 r.
Ne 230-222

WITH:
COI'JTACOBAHO
[IpoTokonom 3aceaHus
TIpaBJICHUS
KOMMEPUYECKOTo OaHKa
«Anbda-0aHK»
ot 15 aBrycra 2014 r. Ne 15

Eciiu B nmokymente wumeercs 1Ba rpuda COTJacoBaHUS, TO OHHU
pacroiararoTcss Ha OJHOM YpOBHE, €ClIM HuX OoJbliee KOJIMYECTBO, TO HX
pacnoJiararoT AByMsl BEpTUKAJIbHBIMU PSJIAMU, HAIPUMED:

COI'JTACOBAHO COI''TACOBAHO

['naBHBIN UHXKEHED Pexrop BI'TIY um. M. Akmyiuisl
00O «MeractporTpecT» Jluunas noonuce P.M.Acanynnun
Jluunas noonucvE.B.CMOJIKOB Jara

Jlara
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Buza cornacoBanusi 1oKyMeHTa O(QOpMIISIET BHYTPEHHEE COrJacOBaHHE
JOKYMEHTAa. OTO «pPEKBU3UT, (PUKCUPYIOUIUMH COrJacue WM HeCcorjacue
JOJ>KHOCTHOTO JIUIA C COJIEpKaHUEM JIOKyMeHTa» [17].

OHa BKIIOYAET MOANUCH M JOJDKHOCTh BH3UPYIOLIETO JOKYMEHT,
paclippoBKYy NOANUCH (MHHUIMAIbBI, (aMWwiInio) W JaTy TOJMNUCAHMUS.
Hanpumep:

HavaipHHK IOpUANIECKOTO OT/eIa
Jluunas noonuce A.C.Cepreesn
JlaTa

B ciiydae BbIpaxkeHusi coryiacusi ¢ TEKCTOM JJOKyMEHTa B KOMMEHTAapUsAX K
BU3€ MOXET ObITh UCTIOJIb30BaHa ¢pa3a «He Bo3pakarom.

[Tpu Hanuuuu 3aMeYaHU K JOKYMEHTY BU3Y COTJacOBaHUS O(OPMIISIOT
CJIEIYIOIINM 00pa3oMm:

3aMedaHus MPUIIararTCs

PykoBoAUTENIb FOPUINYESCKOTO OT/IEIIa

Jluunas noonucwe A.C.Cepreen
Jara

B cnydae Hecoriacusi ¢ TEKCTOM JOKYMEHTa MpuUMep OpOPMIICHUST BU3bI
MO3KET BBITJIAJIETH CICAYIOIIUM 00pa3oM:

C npoeKToM HE COTJIACEH,

3ameyaHus pujararoTcs

Jluunas noonucwe B.C.CgeToB
Jara

B nByx mocienHux ciydasx 3aMedaHus W3JararoT Ha OTIEJIBHOM JIHCTE,
MOAIUCHIBAIOT U MIPUJIATAIOT K JIOKYMEHTY.

Buza odopmisiercs mon peksusutom «lloamucey.

MecT pacronoxXeHus BU3bl HECKOJIBKO:

— €CITU TOJUTMHHKK JIOKYMEHTa OyAeT OTIPAaBJICH, TO BU3a PacloJiaracTcs
HIKE MTOAIKCHU WX Ha JIEBOM IOJIE TTOCIEIHETO JINCTA TOr0 SK3EMIUISIpa KOIHH,
KOTOPBIN OyZET OCTaBJIEH B YUPEIKICHHUU.

— JUIS1 JOKYMEHTOB, MOUIMHHUKHN KOTOPBIX OCTAIOTCSl B OpraHu3aiuu (3To,
MpEeXEe BCEro, BHYTPEHHUE JOKYMEHTHI), BU3a MPOCTABJISETCA B HIXKHEHW 4acTh
Ha OOOpPOTHON CTOPOHE MOCIEIHEro JHUCTa MEPBOro 3K3EMIULsIpa MOMJIUHHHUKA
JTOKYMEHTA.
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Bo3moxxHo odopmiieHne BH3 JIOKYMEHTa Ha OTIEIBHOM JIHCTE
cormacoBanus. Jlomyckaercs, IO YCMOTPEHHIO OpTraHM3AIMH, TIOJUCTHOE
BU3UPOBAHHE JOKYMEHTA U €T0 TPUIIOKCHHS.

Ecnim BO BpemMs BH3UPOBaHHMS B TMPOCKT JOKYMEHTa BHOCSATCS
CYIIECTBCHHBIC U3MECHEHHUSI, OH TIOJIJIC)KUT TIOBTOPHOMY BH3UPOBAHHMIO.

OpHako, e€clii W3MCHCHHS HE MCEHSIOT CYTH JOKYMEHTa, IOBTOPHOTO
BU3UPOBaHUS HE TpeOyeTcs.

[Ipy HEOOXOAMMOCTH COTJIACOBAHUS C HECKOJBKUMHU OpTaHH3alsIMU
MOJKET COCTABJISITHCS OT/ICIBHBIN JIUCT COTJIACOBAHUSI.

JIuct cormacoBaHUsl MOXKET BBITIIAIETH CICAYIONUM 00pa3oM:

«COI'TACOBAHO»

3am. JTAPEKTOpa
B.B.BepOurkuii

19 ¢eBpans 2011 r.

['naBHBIN oyxranrep
T.K.Muponenko
17 ¢pespans 2011 r.

[Ipy HamTUYMK KOMITBIOTEPHOM CETH COIJIaCOBaHHME TEKCTa JOKYMEHTa
MOJXHO TIIPOBECTH OIHOBPEMEHHO C HECKOJbKHUMH CIICIIHAUCTAMU HIIN
YIIOJTHOMOYEHHBIMH JIMLIaMH 0€3 ero pacrieyaTKyd Ha Oymare.

Takum oOpa3oM, COrIacOBaHHE IMPEACTABISACT COOOW HE TOJIBKO CIOCO0
IPEIBAPUTEIILHOTO PACCMOTPEHUS W OICHKM IPOCKTAa IOKYMEHTa, HO U
COBOKYITHOCTb JICHCTBHMIA, HaIpaBJIICHHBIX Ha oOOecleueHne pa3paboTKH,
IPaBWIBHOTO O(OPMIICHHSI W WCIIOJHCHHS  YIPaBJICHYCCKUX PEIICHUH,
NPUHMMACMbIX [0 HauOoJiee BaXKHBIM  HAIPABJIICHHUSIM  JICATCILHOCTH
OpraHu3aIny.

B mpormecce cornmacoBaHus HEOOXOAUMO OOCCIEYUTh KOMIUICKCHBIN
aHaJau3 IOPUINYCCKUX, (UHAHCOBBIX M JPYyTHX (HaKTOPOB, KOTOPHIE MOTYT
MOBIUATh Ha TPHUHATHE PEIICHUS, MHUHHMH3UPOBATH BO3MOJXKHBIC PHUCKH H
obecTeunTh 003aTEILHOCTD UCIIOTHEHUSI PEIICHHMS.

1.4 Pexeuzumut «0e10npou3600CmeeHHble OMMEMKUY, UX 3HAYUCHUE,
0uepeoOHoCmb 3an0IHeHUA

Bce oaranbl 00paOOTKM MPOXOXKIECHHUSI M MCHOJHEHUS JOKYMEHTa
(UKCUPYIOTCS OTMETKAMH, MOMOTAIONUMHU OTPEJCINUTh, T OH HaXOJIUTCS B
JAHHBIM MOMEHT U KaKOBA CTaJus €r0 UCTIOJIHEHUS.

[Ipyn mocTymiieHnn TOKyMEHTa Ha HEM NPOCTABIIIETCA MEPBas OTMETKA,
dukcupyromias pakt u Bpems ero npueMa B JaHHOU opranuzanuu. OHa cCOCTOUT
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U3 COKpAUIEHHOr0 Ha3BaHMsI OpPraHM3alMM, KyJa NOCTYNUJI JOKYMEHT, JaThl
MOJIYYEHHSI U BXOASIIET0 YYETHOTO HoMepa (MHAEKCA).

JlaTa mony4yeHus: SBIASETCS BaXKHBIM MOMCKOBBIM MPU3HAKOM U HAYaJiOM
OTCYeTa CpPOKAa MCIOJHEHUs TMOCTynHuBIIero JokymeHta. C 3Toro uucia
JOKYMEHT CYHMTAaeTcsi B padoTe YUpexKIEeHHs, M YUpPEKICHHE OTBEYAET 3a
IIOJyYEHHBI JOKYMEHT. BXOIAIIUMN YYETHBIM HOMEpP MOXKET CIY)KUTh I
MOMCKA JIOKYMEHTa B JEJONPOU3BOACTBE, KPOME TOTO, OH HCIOJIb3yeTCs IS
yuyeTra KOJMYECTBa TMOCTYNUBIIMX JOKYMEHTOB B MECSl, KBapTaj, TOJ.
[IpocTaBisaTh OTMETKY O MOJYYEHHHM JOKYMEHTA PEKOMEHAYETCS Ha HUKHEM
noJie JOKyMEHTA.

JIJist TOKyMEHTOB, MOJYYEHHBIX MO (aKcy WM 3JIEKTPOHHOM MmoyTe, /1ara
U BpeMsl UX MOCTYIUIEHUsI GUKCUPYIOTCSI aBTOMATHYECKH.

NnenTudukatopoM 31€KTPOHHOM KOMUHU JOKYMEHTa SIBJISIETCS OTMETKa
(KOJIOHTHUTYJ), TPOCTaBisieMass B JIEBOM HUXHEM YIUIY KaXXIOW CTPaHHIIbI
JOKYMEHTa W cojepyKaiiasi HauMeHOBaHHe (haiila Ha MAIIMHHOM HOCHUTEJNe,
JaTy U APyrue MOMCKOBbIE JaHHBIE, YCTAHABIMBAEMbIE B OPTaHU3AIIUY.

[Tocne mepBuuHOl 00paOOTKM W PErHCTpPALMU TOKYMEHT HaIpaBisieTcCs
PYKOBOJIUTEIIO OpraHu3allid WM  CTPYKTYPHOTO TOJpasfeieHus s
paccmoTpenus. Pe3synbraT paccMoTpeHus: oTpaxaeTcsi B pe3osonuu [54, c. 65].

Pezomonuto  'OCT P 7.0.8-2013  ompenenser Kak «pPEKBU3UT,
coJieprKallluid yKa3aHUs JOJKHOCTHOIO JIMIIA MO UCIIOTHEHUIO JOKyMeHTa» [17].
OHa 3akperuisieT pacnopsbpKEHUE PYKOBOAMUTENSI OTHOCHUTEIBHO —BOIPOCA,
OTPaX€HHOr0 B JOKyMeHTe. OT KOHKPETHOCTM M YETKOCTH PE30JIIOLUH U
IPAaBWJIBHOTO BHIOOpA MCIOJIHUTENS 3aBUCUT KA4€CTBO MCIOJIHEHUS 3aJaHusl U
CBOEBPEMEHHOCTh  BBINONHEHUs. K pe3oyionuu NOpenbaBISIIOTCS TE  Ke
TpeOOBaHUsA, YTO U K JIIOOOMY pacCHOpPSAUTENLHOMY JTOKYMEHTY: YETKOCTb,
KOHKPETHOCTb, KPAaTKOCTbh. PE30JI0LMS COCTOUT U3 CIEAYIOIUX 3JIEMEHTOB:
TEKCTa, MOAMKCH, naThl. [lo cBoeMy XapakTepy TEKCT PE30JIIOIMH MOXKET OBITh
IBYX BHUAOB. Pe3omronuu, colepxanue penieHue Bompoca (Hampumep,
«Baunciutby, «Bwimenuts 300 ThIC. py0.», «OTKa3aTh») WM yKa3aHHE Ha
MOPAIOK MOJATOTOBKM BoIlpoca. Bo BTOpoM ciydae TEKCT PE30JIFOLUHN JTOJKEH
colaepkaTh TpU YacTU: KOMYy TOpy4yaeTcss — GaMwidg U HHUIHUAIBI
UCIIOJIHATENS, YTO MOPYYaETCs — XapaKTep U MOPSIOK PELIEHUs BOIIPOCa, CPOK
VCIIOJIHEHUS.

Eciin B pe3ontonuy yKa3aHO HECKOJBKO HWCIOJHHUTENEH, TO JULO,
YKa3aHHOE€ MEPBbIM, SBJISETCS OTBETCTBEHHBIM 3a HMCIOJHEHHE JIOKYMEHTa U
OpraHu3yeT padoTy IPYrMX COMCIOJHHUTENEH, MPUBIEKAEMBIX MO YKa3aHHIO
PYKOBOJHUTENS K PELICHHUIO Bompoca. MHHUIMAIbl HUCHOJHUTENS YKa3bIBaIOTCS
00BIYHO TIOCIIE (hamMIITHN.

Ecin cpok MCHOTHEHUST JOKYMEHTA SIBJISIETCS TUIOBBIM WJIM OH YKa3aH B
TEKCTE€ CaMOro JOKYMEHTa, W, CIEAOBATENbHO, HE TPEOyeTCs €ro CleluaIbHO
YKa3bIBaTh B PE30JIIOLUHU, TO PYKOBOIAUTEIb MOXET IMPOCTABUTH B PE30JIOLHUU
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TOJIbKO (aMWINIO HUCIOJHUTENS (UCTOJHUTENEH) C WHULUAIAMH, TMOPSI0K
MOATOTOBKHU BOIPOCa, MOJAMKUCH U AaTy.

Pe3osnronus nepeHoCUTCsl B peTUCTPALIMOHHYIO (DOPMY U HaCTO SBISETCS
OCHOBAHHUEM B3STHUS JIOKYMEHTa Ha KOHTPOJIb. B 3TOM ciiydae cpoK UCIIOJIHEHUS
JIOKyMEHTa OepeTcs U3 Pe30IOIHH.

B pspe cnayuaeB, korja Ha JIOKYMEHTE HET CBOOOJHOIO MecTa WU
pe30JIoNMsl  TOTOBUTCA B BHUJAEC OTACIBHOTO IMOPYYEHHS, JOMyCKaeTCs
opopMIICHHE PE3OTIONMK Ha OTACIBHOM JIUCTE OyMaru C yKa3aHUEM
PETUCTPAIlMOHHOTO HOMEpa W JaThl JIOKYMEHTa, K KOTOPOMY PE30JIFOIIUS
OTHOCHTCH.

Ecan noxymeHT TpeOyeT ucnoyiHeHUss U Oepercss Ha KOHTPOJIb, HA HEM
MPOCTABIISIETCS OTMETKAa O KOHTpoJie B BHUje OYKBBI «K» C 1eJbl0 HAalIOMUHATH
UCIIOJTHUTEIIO, YTO JOKYMEHT KOHTPOJIUPYETCHI.

B coorBerctBuu ¢ I'OCTom P 6.30-2003, ormeTka 00 HCIIOJIHHUTENE
BKJIFOYAET B ce0s1 MHUIMANIBI ¥ (haMIJIMIO UCTIOJTHUTENIS IOKYMEHTa U HOMEP €T0
tenedona. OTMETKY 00 UCIIOTHUTEIIE PACTIOIaraloT Ha JUIEBOM UM 00OPOTHOM
CTOPOHE TMOCJIEIHEr0o JIUCTa JOKYMEHTa B JIeBOM HWxHeMm yriy [14]. Takas
OTMETKAa TO3BOJSIET B CiIydyae HEOOXOJMMOCTH OBICTPO CBSI3aThCS C
UCITOJTHUTEJIEM, KOTOPBIA XOPOIIO 3HAET BCE HIOAHCHI BONPOCA M MOXKET JaTh
BCI0O HHTEpecymlnyr wuHpopManuio. Tak Kak OTMETKa Ipeanoiaraer
oOpallieHre K UCHOJHUTENIO, JKeJaTeIbHO YKa3aTh HE TOJbKO (aMWIIHIO, HO U
MOJIHOCTBEO UMS U OTYECTBO.

OtmeTka 00 MCTIOTHUTENIE MOXKET HaXOJUThCA KaK Ha JIMIIEBOW, TaK W Ha
00paTHOM CTOPOHE MOCIEIHETO JTUCTA JOKYMEHTA C JIEBOM CTOPOHBI HA HUKHEM
nosie. Ilpum pa3MmelmieHnn 5TOr0 pPEKBU3WUTA NPUAECPKUBAIOTCS CIEAYIOMINX
OpaBUJI: €CJIM JAOKYMEHT MOJJIEKHUT Pa3MHOKEHUIO, OTMETKA yKa3bIBAa€TCAd Ha
JULEBOW CTOPOHE TMOCIEIHEro JHUCTa JOKYMEHTa (MHA4ye MPUAETCS JeaTh
KOIIMH JABYX CTOPOH JICTA).

3aBepiaroias OTMETKa Ha JOKYMEHTE — 3TO OTMETKa 00 HCIIOJHEHUHU
JOKYMEHTa U HampaBlIeHUU ero B jaeno. OHa MpOCTaBIAETCS cpasy Ke Iociie
pelieHrs BOIpoca, 3aTPOHYTOro B JOKYMEHTE, WM HampaBieHus oteera. Ilo
I'OCTy P 7.0.8-2013, ormMeTka 00 UCTIOTHEHUH JOKYMEHTA U HANIPABICHHUH €T0
B JI€JO — 3TO PEKBU3UT, OMNPEIEIAIONIMI MECTO XpaHEHUsS JOKYMEHTa IMOcie
3aBeplieHus: padoTsl ¢ HUM [17].

OTMeTka 00 HCHOJHEHUM JIOKYMEHTa M HaIlpaBlIE€HUH €ro B JIEN0
CBUJIETENIBCTBYET O TOM, 4YTO paboTa HajJ JOKyMEHTOM 3akoHYeHa. [locrme
MPOCTABJIEHUS 3TOM OTMETKH JIOKYMEHT MOJAIIUBAETCS B J1es10. OTMETKa MOKET
BKJIIOYATh CCHUIKY Ha JaTy U HOMEp JOKYMEHTAa, CBUAECTEIbCTBYIOLIETO O €ro
WCIIOJIHCHUH, WJIH, TIPU OTCYTCTBUHU TAKOTO, KPATKHE CBEJCHUS 00 MCIIOTHCHUH,
cioBa «B neno», HoMep 3TOro Jena, NoANUCh U nary. [loanuceiBaeT u natupyet
OTMETKY HWCHOJHUTENb, PAOOTaBIIMI € JAOKYMEHTOM, WU PYKOBOJIUTEIb
CTPYKTYPHOTO MOoApa3eiaeHus. ITOT PEKBU3UT MMOMEIIAETCS] HA HUKHEM TI0JIEe B
JIEBOM €ro 4acTH.
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Ha poxymenTtax, TpeOyromux oco0oro ydera, HUWXE (QaMUiIuu
WCTIOTHUTES YKA3bIBAETCS KOJMYECTBO U3TOTOBICHHBIX AK3EMILISPOB.

Ha moxymenTax, umMeronux rpud orpaHUYCHHsI JOCTYyTA, YKa3bIBaeTCs HE
TOJILKO KOJIMYECTBO 3K3EMILISIPOB, HO U aJpec Kaxaoro [54, c. 65-66].

1.5 Oowgue mpebdosanusn 2ocyoapcmeeHHblX CIMAHOAPMOE K MEKCMY
00KyMeHmoe. Buowvt ynuguuuposannvix mexcmoes

[Ipobmema TekcTa JOKyMEHTa SIBISICTCSI OJHOW M3 OCHOBHBIX B
NoKymMeHTOBeneHun. HecnmywaitHo, TpeOoBaHUST K  TEKCTYy JIOKYMEHTa
JOCTAaTOYHO TOAPOOHO pacmucaHbl B TOCYJAPCTBEHHBIX CTaHAApPTax M JAPYTHUX
HOpMaTUBHBIX JaokymeHTax. Tak, ['OCT P 6.30-2003 ycraHaBiuBaeT
TpeboBaHuss K OQGOPMIICHUIO TEKCTOB JIOKYMEHTOB. PekBusuty «Tekct
JIOKyMEHTa» TOCBSIIEHBI JIBa MYHKTa JIAHHOTO CTaHaapta B cooTBeTCTBUU C
I'OCTom P 6.30-2003, orMeTka 00 MCIIOJIHUTEIIE BKIIIOYAET B c€0s1 MHHUIIAAIBI U
dbaMHIIUIO WCIIOTHUTENS JIOKYMEHTa W Homep ero TteinedoHa. OTMETKYy 00
UCIIOJTHUTEJIC pacrojaraloT Ha JIMIIEBONH WM OOOPOTHON CTOPOHE TOCIIECTHETO
JIMCTA JIOKyMEHTAa B JIEBOM HUXKHEM yriy [ 14].

Pa3BepHyThIE TIOJIOKEHMSI O COCTaBICHMHM TEKCTOB JIOKYMEHTOB
conepkarcsi B MeTonMueckux peKOMEHIaluAX Mo pa3padoTKe UHCTPYKIUN IO
JIENIONIPOU3BOJICTBY B (efiepalibHbIX OpraHaXx HCIOJHUTEIbHON BIIACTH,
yTBEPKICHHBIX puka3zoM Pocapxusa ot 23.12.2009 Ne 76 [51, c. 92-93].

I'occranmapt I'OCT P 7.0.8-2013 «/lenonpoun3BoicTBO U apXUBHOE JIEJIO.
TepMuHbl W ONpeAeneHus» ONPEAENSIET TEKCT JOKYMEHTa KaK «OCHOBHYIO
COZIEpKATEIbHYIO YaCcTh JOKYMEHTa», & TEKCTOBOW JIOKYMEHT, COOTBETCTBEHHO
KaK «COJIepKallluii peueByr0 HHPOPMAINIO, 3a)UKCUPOBAHHYIO JIFOOBIM THUIIOM
IMChMa WM JII000W cHCTeMOM 3ByKo3amucw» [17]. AHaIOTHYHOE OIpejecHue
JOKyMEHTa JaeTcsi B CJIIOBape€ TEPMHHOB U ONPEAEICHUN «YTpaBJjeHUE
NOKyMEHTaMW», W3JaHHbIM @DefepaibHbIM  apXWBHBIM  areéHTCTBOM U
BHUUIA/ B 2013 r. [62, c. 83].

[TonpoOHO pazpaboTaHa BhIII€yKa3aHHAs MpobdiieMa B MOHOTpadusx u
ctathsix B.D. fnkoBoii, Tak B HoMepe | xypHana «Cekperapb-pedepeHT» 3a
2012 r. BeimuIa cTaThsi «TEKCThI JOKYMEHTOB: OCOOCHHOCTH COCTAaBJICHHUS U
oOpMIICHHS», B KOTOPOH COJEPIKUTCS OOCTOATEIbHBIM aHAIM3 TPEOOBAaHUM K
TEKCTaM  yIPaBIEHYECKUX JIOKYMEHTOB, COBPEMEHHOH 3aKOHOAATEIbHO—
HOpMaTHUBHOU 0a3bl paboThl ¢ TekcTaMu JoKyMeHTOB. Kcratu, B.D.SInkoBas
ormevaeT yto ctaHgapT ['OCT P 6.30-2003 coaep:kuT JHIb T€ MOJOXKEHUS O
COCTaBJICHUU TEKCTOB JOKYMEHTOB, KOTOpbIEC SIBISIOTCS OOIIMMH sl BCEX
JTIOKYMEHTOB [66].

Takke mpeAcTaBIsieTCd UHTEPECHBIM CYXKJIEHUE BBIIIEYKa3aHHOTO aBTOpa
O TOM, YTO B TMPAKTHUKE JIOKYMEHTHUPOBaHUS CPOPMHUPOBAIUCH TEKCTOBbBIC
MOJIEH, B COOTBETCTBUU C KOTOPHIMHU COCTaBIISIIOTCS TEKCThI OTAEJIbHBIX BUOB
U Pa3HOBUJHOCTEW JOKYMEHTOB. Bo MHOrux ciydasx mjisi MOpaBUIBLHOTO
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COCTaBJEHUS TEKCTa JOKYMEHTa HEO0OXOJUMO 3HaTh, IO KaKOW MoJienu
COCTaBJISIETCA TEKCT JOKYMEHTA JaHHOIO BUJA WIM Pa3HOBUAHOCTU. Mojeinb
TEKCTa JIOKYMEHTA ONPEAEISAET HE TOIbKO KOMIO3UIIMOHHYIO CTPYKTYPY TEKCTA,
TO €CTh IIOCJEIOBATEIBLHOCTh PACIOJOXKEHUS KOMMYHHUKATUBHO-CMBICIOBBIX
gacTed TEKCTa, HO W SA3BIKOBBIC M CTHJIEBBIE OCOOCHHOCTHM OCHOBHOT'O TEKCTa
TOKyMEHTa [66].

I[lo TOCTy P 6.30-2003, TekcT HOOKyMEHTa COCTaBJAIOT Ha
rocynapctBeHHoM s3bike Poccuiickon dexepanyy wivm Ha rOCyIapCTBEHHBIX
sa3blkax  cyObekToB  Poccuiickoit  ®Denmepaui B COOTBETCTBUM  C
3akoHOoJaTenbcTBOM Poccuiickoit @epepauun U  cyObekToB Poccuiickoi
Oeneparuu.  [IpuyeM TEKCThI JTOKYMEHTOB OGOPMIISIIOT B BUJIE AHKETHI,
TaOJIUIIBI, CB3HOTO TEKCTA WU B BUJIE COSIUHEHUS ITUX CTPYKTYP.

N3 I'OCTa Takxe ClEQyeT, YTO «TEKCT JIOKYMEHTa COCTaBJISIOT Ha
PYCCKOM WJIM HAllMOHAJIBHOM $I3bIKE B COOTBETCTBHU C 3aKOHOJATEIbCTBOM
Poccuiickom  ®enepanuun u  cyobekToB  Poccuiickoit  ®Denepanuu 0
rOCYJIapCTBEHHBIX SI3bIKaX. TEKCThl JOKYMEHTOB MUIIYT TOJBKO Ha PYCCKOM
S3bIKe TPU HampaBlieHMM HX B (¢eepaTUBHBIC OpraHbl TOCYJIapCTBEHHOM
BJIACTH, OpraHbl TOCYIapCTBEHHON BiacTu cyOobekToB Poccuiickoit denepanmu;
Ha TIPEANPHUSATHS, B OpPraHU3allMd U HX OOBEAUHEHHUs, HE HaAXOJAIIUECS B
BEJICHUM JaHHOTO cyObekTa Poccuiickoit denepanun WM pacroioKEHHbIC Ha
TEPPUTOPHUHU JIPpYyrux cyobekToB Poccuiickoit denepammmy [14].

TexkcTbl JOKYMEHTOB, COCTaBJISIEMbIE 0e3 WCIIO0JIb30BaHUS
YHUDUIIMPOBAHHBIX (POPM JOKYMEHTOB, O(DOPMIISIOTCS B BUJIE TPaMMaTHYECKU
CBA3HOI'O TEKCTA, COOTBETCTBYIOIIETO MO CBOEH KOMIIO3MIIMOHHON CTPYKType
TEKCTaM JOKYMEHTOB OIpe/eNieHHOro Buja. CBS3aHHBIM TEKCT, Kak MpPaBUIIO,
COCTOUT W3 JIByX YacTed. B mepBol yacTW yKa3bIBalOT IPUYMHY, OCHOBAHUE,
eI COCTaBJICHUSI IJOKYMEHTAa, BO BTOPOHl (3aKIIOYMTEIBbHOW) — pEILICHHUS,
BBIBOJbI, MPOCHOBI, MPEMJIOKEHUS, PEKOMEHIANN. TEKCT MOXKET CcolepikaTb
OJIHY 3aKJIIOYMTEIbHYIO 4YacTh (HampuMep, MPUKa3bl — pacCloOpsSAUTEIbHYIO
4acTh, 0€3 KOHCTATUPYIOUIEH; MUChMa, 3asBICHUS — NMPOCKOY, 0e3 MOSACHEeHHS;
CIIpaBKH, JIOKJIQTHBIC 3aITMCKH — OLICHKY (haKTOB, BEIBOABI) [ 14].

TekcTbl TOKYMEHTOB H3JIAraroTcs OT 1-ro jvia €IMHCTBEHHOTO YHUCHa:
[Ipomy paccMoTpeTh BOHNPOC ...; OT 3-ro JIMIA €JAWHCTBEHHOrO YHCIA:
[IpaButensctBO Poccuiickonn ®eaepanuu MOCTAHOBISET...; OT  1-To JHIa
MHOXeCTBeHHOTO uuncina: Caymanu...; [loctaHoBuIn... (B MpOTOKOIaX); MO0
OoT 3-ro JWIa MHOXECTBEHHOTO uucia: Jupeknus, mpodcoro3Hblii KOMHUTET
OAO «bammHpOpMCBI3b» YOSTUTETHHO MPOCHT...

3arpoHeM Takke MpoOjemMy pyOpuKamuu B TeKCTe JOKyMeHTa. Kak
U3BECTHO, pPYOpHUKalMsi — OTO UJEHEHHE TEKCTa Ha COCTABHBIE YAaCTH,
rpadgudeckoe OTACICHHE OJHOW YacTH OT JPYrol C TOMOIIBI0 3arojIOBKOB,
MOA3aroJIOBKOB, HyMepaluu, 3Haka Aeduc (Tupe) uinu ad3amHoro orcryna. Jis
BBIJICJICHUSI PYOPUK MOKET UCIIOIB30BAThCSA 3HAK THUPE, a03allHbI OTCTYN WU
HyMmepanusa apadbckumu nudpamu. [pyrue cumBoiibl B O(QOPMIIEHUU TEKCTa
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JOKYMEHTOB HE TpUHATHL. PyOpukamusi OblBaeT OJHOYPOBHEBOU U
MHOTOYpPOBHEBOU (HO He OoJsiee YeThlpeX YpoBHEW). B sToM ciiyyae HOMep
pyOpHKHU BTOPOTO U MOCIEIYIONIETO YPOBHEN BKIIIOYAET HOMEPA BBIIIECTOSIIINX
pyOpuk. Takas cucrema HyMepaluu UCKIIOYaeT HEOOXOIUMOCTh UCTIOJIb30BATh
CJIOBa «rjaBay, «maparpad» u ap., oHa CTAHOBUTCS Bce OoJiee YoTpeOuMon u
MIOITYJISIPHOM.

B.®.fIlHkoBas oTMeuaeT Takyr0 0COOCHHOCTh J€JIOBOM peyu KakK IIUPOKOE
ynotpeleHrne YCTOMYUBBIX (I1a0JIOHHBIX) SI3BIKOBBIX 000POTOB, UCTIOIB3YEMbIX
B HEU3MEHHOM BHUJE, M Ha3bIBa€MbIX KJIUIIE, SI3BIKOBBIMH (opMynamu.
«Hanuune ycTONYMBBIX SI3BIKOBBIX OOOPOTOB B TEKCTaX TOKYMEHTOB — 3TO
CJICJICTBUE TOBTOPSEMOCTH YIPABIECHYECKUX CHUTyallMid M MX TEeMaTHYECKOU
OTPaHUYEHHOCTHU, PE3yJbTaT YHU(PHUKAIIUU S3BIKOBBIX CPEJICTB, UCIIOJIH3YEMBIX B
OJIHOTUITHBIX  TOBTOPSIIOIMINXCS  YINPABIECHYECKUX U  MPOU3BOICTBEHHBIX
cutyarusax. Kpome BbIpaKEHHUSI TUTIOBOTO COJEPIKaHUS, YCTOMUUBBIC SI3bIKOBBIC
000pOTHl HEPEJKO BBHICTYNAIOT KaK HOPUIUYECKH 3HAYUMbIE KOMIIOHEHTBI
TEKCTa, 0€3 KOTOPBIX JOKYMEHT JIUIIAETCs HEOOXOMMOTO IMPAaBOBOT0 3HAYCHUS,
WIN SBISIIOTCS AJIEMEHTaMH, ONPEACNISIONIMMUA BUJIOBYIO TPUHAIC)KHOCTH
JIOKyMEHTa, HallpUMEp, B TapaHTUHHOM MuchMe: ['apaHTUpyeM BO3BpaT KpeauTa
B cymMme...; Omnary rapantupyem; Hamr pacdeTHswiii cuer...; [IpegoctaBienue
KUIOW IUIOIIAIA TapaHTHpyeM...; lIpeTeH3un 1o rapaHTUH ClEeayeT
NPEIBSBIATD...; PETEH3MOHHOM IHUCHME: ...B NMPOTHUBHOM ciy4yae Bam OymyT
npenbsBieHbl MmTpadHble CAHKUWW; ..B MPOTUBHOM Cclydae Jeino Oyner
nepeaaHo B apOUTPaKHBIN CYI...» U T. 1. [66].

B TEKCTE JOKYMEHTA, MOATOTOBJIEHHOIO Ha OCHOBaHUHU
3aKOHOJATENIbHBIX, UHBIX HOPMATUBHBIX MIPABOBBIX AKTOB, & TAKXKE JOKYMEHTOB,
paHee M3/IaHHBIX OPraHU3aLMNEN-aBTOPOM JIOKYMEHTA, IOJIKHBI COJEPKAThCA
CCBUIKM Ha JIOKYMEHTBI-OCHOBaHHMs. [Ipu ccbulke Ha JTOKYMEHT YKa3bIBaeTCs
HAaMMEHOBAaHUE BUJA TOKYMEHTA, HAMMEHOBAaHUE OpraHa, U34aBIIEro JOKYMEHT,
JaTa IPUHSATUS WU YTBEPKICHUS TOKYMEHTA, €r0 PEeruCTPAllMOHHBIA HOMED, a
TAK)KE€ 3arojJOoBOK JOKYMEHTAa, 3aKJIIOYEHHbIM B KaBbIUKHM, Hampumep: B
COOTBETCTBUM C TocTaHOBIIeHUEM I[IpaBurensctBa Poccuiickonn deaepanuu OT
15 utonsst 2009 r. Ne 477 «O6 ytBepxkaenuu I[IpaBun aenompousBOACTBA B
dbenepaabHBIX OpraHaX UCTIOJHUTEIIBLHOM BIACTHY. .. [66].

Paccmotpum, kak B 'OCTe P 6.30-2003 pernamentupyercs opopmieHne
MPUJIOKEHUH K TeKCTY. OTMETKY O HaJU4YUU MPUII0KEHUS, HA3BAHHOTO B TEKCTE
nucbMa, 0OPMIISIOT CIEAYIOIUM 00Pa3oM:

[Ipunoxenue: Ha 5 1. B 2 3K3.

Ecnu nucbMo MMeeT NpuiioXeHue, He Ha3BaHHOE B TEKCTE, TO YKA3bIBAIOT
€ro HAaMMEHOBAaHME, YHCIIO JHUCTOB W YHUCIO 3K3EMIUISIPOB; MpPU HaJUYUU
HECKOJIbKMX MPUJIOKEHUN UX HYMEPYIOT, HallpuMep:

[Ipunoxenune: 1. Tlomoxenue 00 VYmpaBieHUM  PETrHOHAIBLHOTO
KpEeaWTOBaHMS Ha 5 J1. B 1 9K3.
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2. IlpaBuna mNOArOTOBKM M OG(OpPMIIEHHS JOKYMEHTOB YIpaBICHUS
PErMOHAIBHOrO KPEAUTOBAHMS HA 7 J1. B 2 3K3.

Ecnu npunosxenus cOpoLIOpOBaHbl, TO YUCIIO JIUCTOB HE YKa3bIBAOT.

Ecnn Kk MOKYMEHTY IpUIararoT IPYyro JOKYMEHT, TaKXe HMEIOLIUN
MPUWIOKEHHE, OTMETKY O HAJIWYUU HPUIOKEHHUS O(QOPMIISIOT ClEeIYIOLUM
oOpazom:

[Ipunoxenue: mnucemo PocapxuBa ot 05.06.2003 N 02-6/172 u
IIPUJIOKEHHUE K HEMY, BCETO Ha 3 JI.

Ecnu mpunoxxeHue HampaBisIlOT HE BO BCE YKa3aHHbIE B JOKYMEHTE
azpeca, TO OTMETKY O €ro HaJTu4uK 0(OPMIISIOT CIIEeIYIOUUM 00pa3oM:

[Tpunoxenue: Ha 3 1. B 5 3K3. TOJIBKO B MEPBBII agpec.

B mpunoxkeHun K pacnopsiAMTENbHOMY JOKYMEHTY (IOCTaHOBJIEHUS,
NpUKa3bl, PaCHOPSIKEHUs, MpPaBUJIA, WHCTPYKIUU, IOJIOKEHUS, PEIIEHHUs) Ha
IEPBOM €ro JUCTE B NpaBoM BepxHeM yray numyt 'llpumoxenune Ne" c
yKa3aHHEeM HaWMEHOBAaHMS PaCHOPAIUTEIBLHOTO JOKyMEHTa, €ro JaTbl H
PErUCTPAIIMOHHOTO HOMEpa, HalpUMep:

[Tpunoxenune Ne 2 k npuka3y Pocapxua ot 05.06.2003 N 319 [14].

Haubonee pacnpocTpaHeHbl TEKCTHI HA OCHOBE YHUDUIIMPOBAHHON (OPMBI,
TaK KaK B YCJIOBUSAX HEMPEPBIBHOTO pocTa o0ObeMa MHGOpMAIMU KpailHe Ba)kKHO
IIPOBOAUTH €€ CTPYKTYPHU3ALHIO, a B JIEJIONPOU3BOJCTBE ATO OCYLIECTBIISIETCS MPU
NOMOIIM  YHUUKAIMU. DTa oOmepauus CO3MaeT KECTKYI  CTPYKTYypy
JOKYMEHTAIMM U 00JIeryaeT npouece AeI0NpOU3BOICTBA.

Kak cnpasenmuBo otmedaer A.H. CokoBa, «IJIaBHBIM METOIUYECKHM
HOCTYJaTOM  JIOKYMEHTOBEAYECKUX  pa3pabOoTOK  ocTaeTcss  yHU(UKaLWs,
IOCKOJIbKY, C OJHOH CTOpPOHBI, MOBTOPSIEMOCTh, €IUHOOOpa3ue, YHU(PHUKAIUSL
MMMaHEHTHO MPUCYIIH JIFOOOMY BHJly YEIOBEYECKOM JEATENBHOCTH, B TOM YHCIIE
U IOKyMEHTOOOPa30BaHMIO, a C APYroM, — 3a7aua nHpopMaTu3auu O0asupyercs Ha
COMOCTaBUMOCTH  JOKYMEHTHBIX CHCTEM pA3JIMYHOIO pPOJA, 4YTO TaKkKe
obecnieunBaercsa ynudukamuein» [57, c. 209].

YHuuKanus JTOKyMEHTOB 3aKIIOYAaeTCs B YCTAHOBJICHUU €IUHOO0Opazus
cocraBa U (OpM YIPaBICHYECKUX JTOKYMEHTOB, (PUKCHUPYIOLIUX OCYIIECTBICHUE
OJHOTHUITHBIX YIpPaBIE€HYECKUX QYHKIMM U 3aaad. YHUUKALUS JTOKyMEHTOB
IIPOBOJUTCS B LEIAX COKPAIEHUS KOJIMYECTBA NPUMEHSEMBIX JOKYMEHTOB,
TUNM3AIUU WX (OpM, TIOBBIIIEHUS KAayecTBa, CHIDKEHUS TPYIOEMKOCTH UX
00pabOTKH, TOCTHXKEHUS MH(POPMAIIMOHHON COBMECTUMOCTH PA3IUYHBIX CHCTEM
JOKYMEHTAIlMM 10 OJHOMMEHHBIM M CMEXHBIM (DYHKUIMAM ympaBieHus, Oonee
3()PEKTHBHOTO HUCIIOIB30BaHUS KOMITBIOTEPOB.

Kak wu3BecTHO, mpouecc ympaBi€HUS COCTOMT U3 BBINOJIHEHUS psaa
(GyHKIMIA, peuieHusl OMpEeAeNIEHHOr0 Kpyra 3aJad, HEpeIKOo IMOPOXKIaeMbIX
OJTHOTUIHBIMM CUTYallMsIMH, KOTOpPBIE BBI3BIBAIOT IOSBICHHE OJHOTUIIHBIX
JOKYMEHTOB. DTO SIBUJIOCh OCHOBAaHHMEM JJIs1 YHU(PUKALIMH TEKCTOB JIOKYMEHTOB.

Takum 00pa3oM, yHU(PUKALMS — 3TO YCTAHOBJIEHHE €IMHOI0 KOMIUIEKCa
BUJIOB (Pa3HOBUIHOCTEH) JOKYMEHTOB JJisi aHAJIOTUYHBIX (CTaHJApPTHBIX)
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VIOPABICHUYECKUX CHUTyallMii u pa3paboTka eauHbiX ¢GopM HuX odopmieHHUS,
BKJIIOYasl €IMHbIE TIPABUJIA UX COCTABIIEHUS.

OctanoBuMmcsi Ha OoJjiee MOAPOOHON XapaKTEPUCTUKE YHHPUIIMPOBAHHBIX
TEKCTOB. TekcT-Tpadaper — TEKCT JOKYMEHTa, COAEep>Kalluil MOCTOSHHYIO
MH(MOPMAIMIO U MPONYCKU [JIsl MEepPEeMEHHOW MH(POpMAaLMK, XapaKTepu3ylolen
KOHKPETHYIO YIPABICHUYECKYIO CUTYyalui0. TEeKCT JOKYMEHTa, COCTABIISIEMbIA Ha
OoCHOBe TpadapeTHON  (GOPMBI, COXpaHSET TPAMMATUYECKYIHO)  CBS3HOCTD,
CBOMCTBEHHYIO0 OOBIYHOMY TEKCTY.

Tabnuua — cnoco0 npeacTaBieHus HHPOPMaALIUU, CUCTEMATU3UPOBAHHOM 11O
onpejeneHHbM npusHakaMm. MHdopmanus B Tabnuie pacrnonaraerca B siuehkax,
00pa30BaHHbIX MEPECEUCHHUEM TOPU3OHTAIBHBIX U BEPTUKAIBHBIX JIMHUNA. ['padbl u
CTPOKM  TaONMIbl  JODKHBlL MMETh  3aroJIOBKM,  BbIpaKEHHbIE  HMMEHEM
CYLIECTBUTEIBHBIM B HMMEHHMTENbHOM mnazaexe. [loazaronsoBku u rpadbl CTPOK
JIOJIKHBI OBITH COTJIACOBaHBI € 3arojoBkaMu. Ecnu Tabnuiia neyaraercs 0osee yeM
Ha OJHOM cTpaHuIle, Tpadbl TaOJUIBI JOHKHBI OBITH MPOHYMEPOBAaHBI U Ha
CICAYIOIMNX CTpaHHWIAX TIeYaTalTCs TONBKO HoMepa »dtux rpad [14].
(ITpunoxxenne Ne 5).

AHKeTa — croco0 MpeACTaBICHHUs] TEKCTa B BHJE IOCJIEI0BATEIbHOCTH
TEMAaTUYECKH B3aMMOCBSI3aHHBIX MPEAJIOKEHUM, MOCTPOCHHBIX MO MPUHIMITY
«Borpoc — oTBeT». [Ipu cocTaBieHUMM TEeKCTa B BUJE AHKEThl HAWMEHOBaHUS
NPU3HAKOB XapaKTepU3yeMoro oObeKTa JOJIKHBI OBbITh BBIPAKEHBI HMEHEM
CYILIECTBUTEILHBIM B UMEHUTEIHLHOM MaJeKe WM CIOBOCOYETAHUEM C TJIarojioM
BTOPOT'O JIMI]a MHOKECTBEHHOT'O YKCJAa HACTOSIIETr0 WJIM MPOIIEIIIEr0 BpEMEHU
(«uMmeeTre», «BiageeTe» WIH «ObUIM», «HAXOIUIUCH» U T.J.). XapaKTEPUCTHUKH,
BBIP@KEHHBIE  CIIOBECHO, JIOJDKHBI  COTJIACOBBIBATHCS C  HAMMEHOBAHHSIMU
npu3HakoB [ 14]. (IIpunoxenue Ne 6).

Takum oOpazom, mpoOiemMa odopMieHHS TEKCTa JOKYMEHTa SBIISCTCS
OJIHOM M3 LIEHTPAIbHBIX B JJOKYMEHTOBEICHUH. B HacTosIiee BpeMs HaOIoqaeTcs
TEHACHIUS JIEMOKpATU3alMK JOKyMEHTallMOHHOTo obecneuenus. «Pa3paboTka
HOBBIX TpeOOBaHMWH K JOKYMEHTaM M HpaBWwI padOTbl C HHUMH, BHEAPEHUE
TEXHUYECKUX CPEACTB JOJKHO CIYXKUTh MOBBIIIEHHUIO KOM(OPTHOCTH pabOTHI €
JOKYMEHTaMH, YJIydllaTh yCIOBHUS TpyAa, oOecreynBaTh AOCTYI K MH(pOpMaIMH,
aKTHUBU3UPOBATh YYaCTUE B MOATOTOBKE pemeHuid» [57, c¢. 207], — yka3piBaeT A.H.
CoxoBa. Ecnu BecTn peub 0 mpoleccax ynpaBieHHs, HE ClIeIyeT cOpachiBaTh CO
CYETOB MPOLECCHl YHHU(PUKALUMH TEKCTOB JIOKYMEHTOB, KOTOPBIE 3HAYUTEJIBHO
o0ser4yaroT paboTy ¢ OJTHOTUITHBIMHU BHIaMH JJOKYMEHTOB.

Paznen 2. CucremMbl JIOKYMEHTAUMH

2.1 /lokymenmupoeanue op2aHu3auyuoHHOU 0eameabHOCHU.
Buowt opzanuzauuonnvlx 00KymeHmos.
Tpebosanus K ux noozomoeke, ocodoennocmu
opopmnenusn no 'OCT HCO 15489-1:2007
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K opranuzaniioHHO-ITPaBOBBIM JOKYMEHTAM OTHOCSITCSI YCTaB OpraHHU3allli,
MOJIOKeHHEe 00 OpraHu3alluu, MOJOXKEHUS O CTPYKTYPHBIX TOJpa3IciICHUSX,
MOJIOKEHUsI O KOJUIETHAJIbHBIX W COBEHIATEIbHBIX OpraHax y4pexKIeHUs,
peryiaMeHThl PaboThl KOJUIETHAJIBHBIX M COBEHIATEIBHBIX OpraHOB, ammnapara
yrnpaBieHus: (PyKOBOJICTBA), IITATHOE paclucaHue, UHCTPYKIUU TO OTACIbHBIM
BUJIaM  JICATEIBHOCTH (HAMpUMEpP, MHCTPYKIUS MO JOKYMEHTAIlMOHHOMY
o0ecrnedyeHu1o), JOKHOCTHBIE HHCTPYKIIMK paOOTHUKAM, MTpaBUiia, MaMsITKUA U JIp.

OpraHu3aioOHHO-TIPABOBKIC JTIOKYMEHTBI coJiepKar MIOJIOKEHUSI,
OCHOBaHHbIE Ha HOpPMaxX aJMHUHUCTPATUBHOTO TIpaBa M 00s3aTebHBIC IS
UCTIOTHEHUSI. OTH JIOKYMEHTHI SIBJISIOTCS TPABOBOM OCHOBOW JEATEIBbHOCTU
OpraHU3alH.

Opranu3aioOHHO-TIPABOBBIE  JOKYMEHThI B  00s3aTEIBLHOM  MOPSIKE
IPOXOAAT TPOLEAYPY YTBEPKACHHUS YIOJTHOMOUYEHHBIM Ha 3TO OpPraHOM —
BBIIIECTOSIIIICH  OpraHu3aluel, pPyKOBOJAUTEIEM  JTaHHOW  OpraHu3allud,
KOJUIETUAJIbHBIM OpPTraHoM (HarpuMmep, oOIUM coOpaHuEeM aKIMOHEPOB, COBETOM
JTUPEKTOPOB W JIp.) WJIM PYKOBOJMUTEIEM CTPYKTYPHOTO TIOApA3JCICHUs, B
3aBUCHUMOCTH OT BHUJIa M  PA3HOBUJHOCTH  JOKYMEHTA. Y TBEPXKIAThCS
OpraHU3aIlMOHHBIE  JOKYMEHTBI MOTYT  HEIMOCPEJACTBEHHO  PYKOBOJUTEIIEM
OPEANPUATHS, PACTIOPSAUTENBHBIM JOKYMEHTOM pPYKOBOAWTENS (IIPUKA30M WIIU
pacnopsbKEHUEM) WM KOJIJIETHAIbHBIM OPTaHOM.

C TOukM 3peHus CpoKa JAEHUCTBHUS OPraHW3alUOHHO-IPABOBBIE TOKYMEHTHI
OTHOCSITCSL K OECCpPOYHBIM: OHM JIEUCTBYIOT BIIpPEAb J0 HUX OTMEHBI WIH M0
YTBEPKACHUS HOBBIX (MCKJIIOUEHHE COCTABJISIET IITATHOE pacCIHCaHUE, KOTOPOE
pa3pabaTbiBaeTCA U YTBEPHKIAETCS €KETOJTHO).

ITo Mepe U3MeHEeHHs XapakTepa AeATeIbHOCTH NPEANPUITHS U OPraHU3alNU
B OPraHU3AlMOHHO-IIPABOBBIE JOKYMEHTBI MOTYT BHOCUTHCS U3MEHEHUS, ISl YETO
PYKOBOOUTENb  HW3AACT  PACHOPSAUTENbHBI  JOKYMEHT  (NpUKa3  WIH
pacnopsbkenue). B crmydae peopranuzanuu pa3pabaTbiBalOTCS U YTBEPKIAIOTCS
HOBBIE OPraHU3allMOHHO-IIPABOBBIE JJOKYMEHTHI.

[lopsimok BHECEHUsS W3MEHEHUM WIM WX [EepecMOoTpa 3aBUCHT OT BHIA
OpraHU3alMOHHO-IIPABOBBIX JOKYMEHTOB.

Hanpumep, u3MeHeHUs W JONOJHEHUS B yCTaB OpPraHU3allMU BHOCSTCA B
COOTBETCTBHUM C YCTAHOBJICHHOW 3aKOHOM MPOLEIYPOM — MO PEIICHUIO BBICIIETO
opraHa ympaBlieHHs opraHuzamumei (oOmero coOpanusi Yupemurteneh) ¢
00s3aTENIPHON ~ perucTpanueid MW3MEHEHWH B OpraHe  TocyAapCTBEHHOU
pErucTpaluy OpraHu3alinii; U3MEHEHHUsI B IITATHOE PACIHCAHUE BHOCSITCS 1O Mepe
HEOOXOIMMOCTH TPUKA3aMH WM PACTOPSHKEHUSMH PYKOBOJUTENS; N3MECHCHHUS B
MOJIOKEHUSI O  CTPYKTYPHBIX  TNOAPA3ACICHUSAX —  PACHOPAIUTEIbHBIMU
JOKYMEHTaMH PYKOBOJIMUTEIIA.

PazpabaTpiBaeT OpraHu3alMOHHO-NIPABOBbIE JOKYMEHTHI PYKOBOJICTBO
OPEANPUATUS C TMPUBJICYCHUEM IOPUIUUECKON CIIyX Obl U KBATU(PUIIMPOBAHHBIX
CHELUATIMCTOB, XOPOUIO 3HAIOIINX PA0OTY YUPEKIACHHUS.
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Opranu3aioHHO-TIPABOBBIE JTOKYMEHTHI O(DOPMIISIIOTCS HA CTaHIAPTHOM
nucte OymMaru ¢ 00s3aTeIbHBIM HAHECEHUEM BCEX HEOOXOIUMBIX (B COOTBETCTBUU
¢ I'OCT P 6.30-2003) pekBU3UTOB: Ha3BaHUE YUPEKACHUS U MOApa3aeieHus (ecau
JIOKYMEHT YTBEPI)KIAETCSd PYKOBOJUTENEM MOJIpa3/iesieHNs), HAMMEHOBAaHUE BHUJIA
JIOKyMEHTa, Jata, HOMEp JOKYMEHTa, 3arojioBOK K TEKCTY, MOJNUCh, Tpud
yTBepxkaeHus [14]. JlaToil opraHn3allMOHHO-IIPABOBOTO TOKYMEHTA SIBIIAECTCS JaTa
€ro yTBEpKICHUS.

Texct OONBIIMHCTBA OPraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB COCTOMUT M3
pa3zesioB, MMEIOUIUX COOCTBEHHBIE 3aroJOBKU M Pa3CiCHHBIX Ha IMYHKTHI H
MOJAMYHKTHI, HyMepyeMble apabckumu mudpamu. B mporecce mNOATOTOBKH
OpraHU3aIMOHHO-TIPABOBBIE JOKYMEHThI B 0053aTEJIHLHOM TMOPSIKE MPOXOJAT
Ipoleaypy corjlacoBaHus (BU3UPOBAHMSI) CO BCEMHU 3aMHTEPECOBAHHBIMU
nojApa3AeieHusIMU U JIMIAMH,  OPUAUYECKOM  ciaykO0od  (ropuctom),
3aMECTUTENISIMA PYKOBOJIUTEINS OpraHU3allid WM OJHUM HW3 3aMeCTUTENIeH,
KypPHUPYIOIIIUM COOTBETCTBYIOIICE HAMIPABICHUE JICSITCIBHOCTH OPTaHU3AINH.

YupenutenbHble TOKYMEHTBI — 3TO JIOKYMEHTBHI, HA OCHOBAaHHH KOTOPBIX
JNEUCTBYIOT IOpUaudeckue auma (yudpexaeHus, opraHuzamnuu, npeanpustus). K
yUpEIUTETbHBIM JOKYMEHTAM OTHOCSITCSl yUPEIUTEIbHBIN IOTOBOP U YCTaB.

YupenutenbHblii JOTOBOP — O3TO JIOTOBOP, B KOTOPOM CTOPOHBI
(yupenurenu) oOS3YIOTCS CO3/aTh IOPUAMYECKOE JHUIIO0 M OMPENESIOT MOPSI0K
COBMECTHOW JIESITEJIBHOCTH IO €ro CO3[JaHUI0, YCIIOBHS MEpeJayd €My CBOETO
UMYIIECTBA M YYacTHSl B €ro JEeSTEeIbHOCTH. B J0roBope OInpeneneHbl TakxKe
yCIIOBUSL U TOPSIOK pacIpeielieHus MeXIy YYaCTHUKAMH MPUOBLIU U YOBITKOB,
YOPABIECHUS JIESITENBHOCTBIO FOPUAMYECKOrO JIMIA, BbIXOAA y4YpeauTeNen
(Y4aCTHUKOB) U3 €ro COCTaBa.

YcraB — MNpaBOBOM AaKT, OINPEAEISIIOIINM CTAaTyC, OpPraHU3alMOHHYIO
CTPYKTYpY, €M, XapaKkTep U HNOPAIOK IEATEIbHOCTH CO3IAHHOTO HOPUANYECKOTO
auua.

[Topsimox coctaBieHuss W O(QOPMIICHHS YCTaBOB JUIS  YUPEKIACHUU
KOHKPETHBIX OpraHM3alMOHHO-ITPABOBBIX bopm perynupyercs
3aKOHO/AATEIbCTBOM.

TekcT ycTaBa COCTOUT W3 Pa3/elioB, UMEIOIIUX 3ar0JOBKH U HYMEPYEMBIX
apaOckumu 1 pamMu, U COASPKUT CISAYIONINE Pa3 bl

1. O01mure nosoKEeHUsI.

. AKIIMOHEpHBII KanuTal (yCTaBHBIM KanuTai).
. [lopsnok nedarenbHOCTH.

. YpaBJieHHE.

. Y4eT ¥ OTYETHOCTh; pacipeiesieHue MPUObLIH.
. [Tpoune HakomieHwUs.

7. llpekpanienue e TeIbHOCTH.

B ycTaB Moryt BKJIIOYAThCA W APYTHE pa3/eiibl, OTPAXkaIolue CreuupuKy
NeATEeIbHOCTU OpTraHU3alluH.

VYcraB odopmiisieTcss Ha CTaHAAPTHOM JIMCTE OymMaru ¢ HaAHECEHHEM BCEX

[©2 NNV, I SN VS I \O)
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HEOOXOMMBIX PEKBU3UTOB OOLIero OnaHKa: HAMMEHOBAaHUE OpraHU3allMH,
HAaUMEHOBaHWE BUA IOKyMEHTa, MECTO COCTAaBJICHHs JOKYMEHTa, TOIIUCH, Tpud
YTBEPXKACHHUA, OTMETKAa O pEerucTpaluy ycTaBa, TIe€YaTH OpraHU3aluud U
PETUCTPUPYIOIIETO OpraHa.

VYcraB yTBepxkaaeTcss oOLUM COOpaHHEeM YYpeIuTelaed WM yYaCTHUKOB
[54, c. 80].

I'pud yrBepxknenus ohpopmisercs caeayomuM oopa3om:

YTBepKIEHO
PemenuemM cobpanus y4acTHUKOB
ITpoTtokon Ne 7 ot «02» mapra 2015 r.

[lonoxenne 00 y4YpeXI€HHH — TMPABOBOM aKT, ONpPENEISAIOUIMNA CTaTycC
opraHu3aiuu, e 3a7a4yd W (YHKIUU, TpaBa, OTBETCTBEHHOCTb, MOPSIIOK
neqaTenbHoCTH. Ha OCHOBaHMM TOJIOKEHUS JCHUCTBYIOT TOCYHApPCTBEHHBIE W
MYHUIIUTIAJIbHBIEC OI0/IKETHBIE HEKOMMEPYECKUE OpraHU3aIiu.

B nepByto odepenb, 3TO OpraHbl BIACTH U YIIPABJICHUS.

TekcT nmonoxkeHus: 06 opraHu3aIuu COACPKUT Pa3ICIIb:

. O01mue mooKeHusI.

. OCHOBHBIE 3aJ1a4H.

. OyHKIMH.

. [IpaBa u 00s13aHHOCTH.

. PykoBozcTBo.

. B3aumooTHomeHus.

. KoHTpomas, mpoBepka U peBU3Us J€ATEIbHOCTH.

8. Peopranuzanus u TMKBUAALMS.

B pasmene «OOmmue TmMONMOXKEHUS» JarOTCAd OQUIMAIBHBIC IIOJTHOE U
COKpalleHHOE HAaMMEHOBAHUSI OpPraHU3alliH, LEIW U OCHOBAHUS €€ CO3JaHus C
yKa3aHWEM HAaMMEHOBAaHUS, 1aTbl © HOMEPA COOTBETCTBYIOIIETO MPAaBOBOIO aKTa;
YKa3bIBAETCA, YEM PYKOBOJCTBYETCS OpPraHHU3alMsl B CBOEU JEITEIBHOCTH, KEM
BO3IJIABJISICTCSA U KOMY NOAYUHAETCS, KAKUE [1I€YaTH UMEET.

Pazgen «OcHoOBHBIE 3ajaum» YCTAaHABIMBAET OCHOBHBIE MpPOOJIEMbl WIIU
KOMILUIEKChI TpoOJieM, KOTOpble IpPU3BaHA peEIIaTh OpraHu3alus B CBOEH
NEATENBHOCTA Y KOTOPBIE OINPENEISIIOT XapaKTEep M OCHOBHBIC HAIIPABJICHUS €€
NEATENTBHOCTH.

B pazpene «DyHKUMM» TNEPEUUCTSIOTCA JEUCTBUS WM BUIBI padoT,
KOTOPBIE JIOJKHA BBINIOJHATh OpPraHU3alMs ISl PELICHHS MOCTAaBJICHHBIX MHEPEN
Hel 3amau. Pasznmen «lIpaBa m 0053aHHOCTH» COJIEPKUT MEPEUUCICHUE MPaB U
00s13aHHOCTEW, KOTOPBHIMU HAJENSAETCS OpraHW3alus B JIUIE €€ PYKOBOJUTEIIS.
[IpaBa ycranaBnmuBaroTcs B 00beMe, HEOOXOIUMOM JIJIsl PeATU3aIH BO3TOKEHHBIX
Ha opraHuzanuioo ¢QysHknuid. K npaBaM OTHOCHUTCS TIpaBO Ha H3JaHUE
pacnopsAUTENBHBIX 1 HOPMATHUBHBIX JOKYMEHTOB; IPABO HA BEJICHUE MEPEIHUCKHU;
[PaBO JaBaTh PACIOPSKEHUS W YKa3aHWUS IOJYMHEHHBIM NOAPA3JICICHUSM U

NN DN RN
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JUIaM; TIPaBO MPEICTABUTEILCTBOBATh B BHIMIECTOSAININX M MHBIX OpraHax; MpaBo
3ampamuBaTh nHpopmaruio u ap. K 00s3aHHOCTSIM OTHOCSATCS IEWCTBUS, KOTOPHIC
OpraHu3anus JO0JDKHA BEITIONHATH JIJIS PeasTU3aliy CBOUX () YHKITHHA.

B paspene '"PykoBonacTBO" yCTaHaBIMBAETCA, KEM OCYIIECTBIACTCS
PYKOBOJICTBO OpraHM3allied, Ha KakKuX TPHHIMIIAX, KEM Ha3HA4YaeTcs H
OCBOOOXTAETCS OT JIOJDKHOCTH PYKOBOAMTENb, a TaKKe ompenensiercs cdepa ero
KOMITCTCHITHH.

B paspgene "Peopranusanus v JHUKBUAAUUS' YCTAaHABIMUBACTCS, B KaKOM
TIOPSZIKE U KEM OCYIIECTBIITIOTCS PEOPTAHU3AIINS U JTUKBUIAIINS OPTaHU3aIHH.

[Tonoxxenne 00 opranuzanuu odopmisieTcss Ha o0meM  OJaHKe.
OOs3aTenbHBIMM ~ peKBU3UTAMU  [loJOKeHUST 00  OpraHu3arii  SBISIOTCS
HAaUMEHOBAHUE BBIMIECTOSIICTO OpPraHa, HAaMMCHOBAaHUE OPraHM3alluH, Ha3BaHUE
BUJAa JOKYMEHTa, Jara, HOMEp JOKYMEHTa, MECTO COCTAaBJICHHUsS, 3aroJIOBOK K
TEKCTY, MOIUCH, TPU( YTBEPIKICHHUS, ITeYaTh.

[TomoxkxeHne O CTPYKTYpHOM TMOApA3JEICHUN (KOJUIETHAIBHOM WU
COBEIIATEILHOM OpraHe) — OTO IMPaBOBOM aKT, YCTaHABIMBAIOIIUN CTaTyc,
(GyHKIIUHU, TIpaBa, 005S3aHHOCTH U OTBETCTBCHHOCTh CTPYKTYPHBIX IOJIpa3ieIcHUN
Y MHBIX OPTaHOB.

[TomoxkeHUsT O CTPYKTYPHBIX MOJAPA3JICICHUAX M WHBIX OpraHax MOHO
KJIAaCCU(HUITUPOBATH CIICIYIONIUM 00Pa30M:

- TIOJIOKEHUS O CTPYKTYPHBIX MOAPA3ACICHUSX;

- TIOJIOKEHUSI O KOJUIETUATbHBIX U COBEIIATENIbHBIX OpraHax: pyKOBOSIIUX
(coBeT TUPEKTOPOB, MPABICHUE) U CHIEIIUATU3UPOBAHHBIX (YUCHBIH COBET, HAYYHO-
TEXHUYECKHI COBET U JIp.);

- TIOJIOKEHUST O BPEMEHHBIX OpTraHax (COBEIIaHMIX, KOMUCCUAX, COBETAX).

[lonoxeHnuss 0  mMOApa3ACNCHUSIX  MOTYT  OBITh  THUIOBBIMU  H
WHAUBUIYaTbHBIMH.

TunoBble TONOXKEHUS pa3padaTHIBAIOTCS JJII OJHOTUITHBIX OpPraHHU3alUN U
CTPYKTYPHBIX TOJApAa3ACIICHU, 1 Ha WX OCHOBE pa3pabaThIBalOTCSI KOHKPETHHIE
TIOJIOKCHHS.

Henp  pa3paboOTKK  OpraHU3alMOHHBIX  JOKYMEHTOB —  HauOosee
palMOHAJIbHOE PA3JEICHUE U KOOMEpalus Tpyda MEXIy MNOAPA3ACICHUIMHU H
pabOTHUKAMH.

[Tonoxenue o moapasieIeHU UMEET CIEAYIOIINE Pa3AECbl:

1. O01re nosoKeHUsl.

2. OCHOBHBIE 33/1aUH.

3. ®yHKOUM.

4. IlpaBa u 00513aHHOCTH.

5. OTBETCTBEHHOCTb.

6. BzauMooTHOIIEHUSI.

JIOMKHOCTHAs MHCTPYKLHMS — MPABOBOM aKT, M34ABAEMBIA OpraHU3alUEl B
LEsAX perjiaMeHTalid OpPraHU3allMOHHO-IIPABOBOTO MOJIOKEHUSI paOOTHUKA, €ro
00s13aHHOCTEM, TMpaB, OTBETCTBEHHOCTH U OOECIEUMBAIOIIUNA YCIOBHUS IJI €ro
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s pekTUBHOM PabOTHI.

JIOIOKHOCTHBIE ~MHCTPYKLMHM — pa3palaThiBalOTCA HAa BCE JIOJDKHOCTH,
MIPETYCMOTPEHHBIE IITATHBIM PACTHCAHUEM.

TeKCT JOJDKHOCTHON MHCTPYKLIMU COCTOUT U3 CICAYIOLIMUX Pa3aeiIoB:

1. O0uue nos0XKeHHUs.

2. JIomKHOCTHEIE 00SI3aHHOCTH.

3. Ilpaga.

4. OTBETCTBEHHOCTb.

5. B3anMOOTHOLIEHUS.

JlomKHOCTHAsE MHCTPYKLMS opopMisieTcss Ha oOiieM OJlaHKe OpraHu3aluu.
OO0s3aTenbHBIMM ~ PEKBU3UTAMU  JOJDKHOCTHOM ~ MHCTPYKLMHM  SIBJISIFOTCS:
HAaUMEHOBaHUE OpraHu3aluy, HAaUMEHOBAHHE CTPYKTYPHOTO MOApa3/ieiiCHus,
JaTa, HOMEp JOKYMEHTa, MECTO COCTaBJIEHUS, 3ar0JIOBOK K TEKCTY, MOJAMUCH, TpUd
yTBepKJaeHusA. JIOJDKHOCTHAsT MHCTPYKIUS TOJMUCHIBAETCS PYKOBOAMUTEIEM
CTPYKTYPHOI'O TOJApA3JICNEHUsI U YTBEPKIAeTCAd PYKOBOAUTENIEM (3aMECTUTETIEM
PYKOBOJIUTENSI) OpraHU3allMM — KypaTOpOM JI@HHOTO TMOApPA3ACIICHUs WU
PYKOBOJIUTEJIEM CTPYKTYPHOT'O TMOJpa3/IeJICHUs, €clid €My MpPeIoCTaBIeHO 3TO
npaBo. BusupyroTcs MODKHOCTHBIE WHCTPYKIMU PYKOBOJIUTEISIMU 3auHTEpe-
COBAHHBIX TMOJPA3IACICHUM W IOPUIUYECKON CIIy)KO0M (IOpUCTOM), a TaKke
IPYTUMHU JTOJ>KHOCTHBIMM JIMIIAMHU, OT ACHCTBUM KOTOPBIX MOKET 3aBHCETh €€
BbINIOJIHEHUE. J[aTOM TOKHOCTHOW MHCTPYKIUU SIBJISIETCS JaTa €€ YTBEPKACHUSI.

PernamMeHT — mpaBOBOW akT, yCTaHABIMBAIOLIWN MOPANOK IEATEIbHOCTH
PYKOBOACTBAa OpPraHW3alllM, KOJUIETMAJIbHOIO WJIM COBELIATEIbHOIO OpraHa.
PernmameHT pa®oOThl KOJJIETHATBHOTO WM COBEHIATENIHHOTO OpraHa OIpeessier:
CTaTyC KOJUJIETMAJIBHOTO WM COBEIIATENILHOTO OpraHa; MOPSAOK IUIAHUPOBAHUS
paboThI; MOPSIOK TOJITOTOBKM MAaTEpHAlIOB MJIsi PAacCMOTPEHMsI Ha 3aceIaHHH,
BHECEHHE MaTEPHAIIOB HA PACCMOTPEHHME; MOPSAJOK PACCMOTPEHHUS MATEPUAIOB U
NPUHSTHS PEIICHUN Ha 3acellaHuy; BEJCHHE MPOTOKOJA 3acelaHus; opopMIileHHE
pEeUIEHN KOJUIETHAJIBHOTO WJIM COBELIATENIBHOTO OpraHa; MOPSAJIOK JTOBEICHUS
pelleHui 10 UCTIOJTHUTENEH; MaTepruaIbHO-TEXHUYECKOEe 00ecrieueHre 3ace1aHui.
Permament odopmisercs Ha oOmeM Onanke yupexaeHus. OOs3aTeIbHBIMU
PEKBU3HTAMU pETJIaMEHTa SIBJISIIOTCS: HAMMEHOBAHUE YUPEKICHUSI, HAUMEHOBAHUE
KOJUIETHAJIBHOTO WJIM COBEIIATEIbHOTO OpraHa, BUJ JIOKYMEHTA, J1aTa JOKYMEHTa,
HOMED JTOKYMEHTA, MECTO COCTABJICHHUS, TPU( YTBEPKACHUS, TEKCT, OIHUCE.

PernaMeHTBl yTBEpP)KIAIOTCS PYKOBOJMUTENIEM OpraHu3alud WIH Py-
KOBOAMUTEJIEM KOJUIETHAJBHOIO WJIM COBEUIAaTENIbHOIO opraHa. B mpouecce
MOJTOTOBKH PETIAMEHTHI MPOXOAT CTAJANI0 OOCYKJICHHUS Ha 3aCeJaHUM WICHAMU
KOJUIETHAJIBHOTO WJIM COBEHIATEJIBbHOIO0 OpraHa, a TakKe COIVIaCOBaHUS C
3aMHTEPECOBAHHBIMU MOAPA3AEICHUSIMU U IOPUIHYECKON CITyKO0il.

[lItaTHOE pacnucaHne — MNOPABOBOM aKT, ONPEACISAIONIMUA CTPYKTYpY,
YUCJIIEHHOCTh M JOJDKHOCTHOM COCTaB paOOTHHKOB OpraHu3aly € YKa3aHUEM
JOJDKHOCTHBIX OKJIaJ0B (B TOCYAapCTBEHHBIX YUPEKICHUSIX — C YKa3aHUEM
pa3psana no Enqunoit TapudHoi cetke).
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[lItatHoe pacnucanue oQopMIIIeTCS Ha CTaHAAPTHBIX JUCTax Oymaru
dopmaTta A4 anpOOMHOI OpUEHTAIMH C HAHECEHHWEM PEKBHU3HUTOB 00IIero OiaHKa:
HAUMEHOBAaHWE OpraHM3all¥, HAaUMEHOBAaHHE BHJA JOKYMEHTa, JaTa, HOMED
JOKYMEHTa, MECTO COCTaBJICHHs, 3aroJioBOK K TEKCTy, WOJNUCH, Tpud
yTBEpXK/ICHUA. B 3arojoBKe K TEKCTY yKa3bIBaeTCs IO/, Ha KOTOPBI COCTaBICHO
IITaTHOE pacmucaHue. TeKCT MITaTHOTO PACIUCAHMS COCTABISETCS B TaOIMYHON
dopme. Ykas3pIBalOTCS KOABI M HAMMEHOBAHMS CTPYKTYPHBIX MOApAa3ICICHUA U
JIOJDKHOCTEH, KOJMYECTBO €IWHHMII MO INTaTy, JHOJDKHOCTHOW OKJaa, HajaOaBKH U
MECSIYHBIN (OH] 3apIUIaThl IO JOHKHOCTHBIM OKJIaIaM.

OTBETCTBEHHOCTH 3a TMOJTOTOBKY INTATHOTO paclucaHus JeKUT Ha OTaene
kanpoB (Cnyxb6e mnepconana). [IpoekT MmITaTHOrO pacnucaHusi BHU3UPYETCS
PYKOBOAMTENSIMU ~ TOJpa3AelieHuii, TJaBHBIM OyXrajlTepoM, IOPHINYECKON
CITy’K00¥1, 3aMECTUTEIISIMHA PYKOBOJIUTEISI OpPTaHU3AIIHH.

[ITaTHOE pacmucaHue MOANHUCHIBacTCS pykoBoauteraem OTnena KaapoB U
YTBEPKIACTCS PYKOBOJMUTEIIEM OPTaHU3AIMK C MPOCTaBICHUEM T'epOOBOM MedaTu
(v mevyaTu opranuszanuun) Ha rpude yreepxkiaenus [54, c. 84-85].

2.2 Jlokymenmuposanue pacnopaoumenvbHoil 0eameabHoCmu.
Buowt pacnopaoumenvnovix 00KymMeHmos, mpeodosanus K ux no020maoexe,
ocobennocmu opopmienus

PacnopsinurenbHble  TOKYMEHTBI — 3TO  JOKYMEHTHI, B  KOTOPBIX
(GUKCUPYIOTCS pellleHUsT AAMUHUCTPATUBHBIX M OPraHU3alMOHHBIX BOMPOCOB
JEeSTENBHOCTU opranu3anuu [17]. 3Ty JOKYMEHTHI peryaupyoT U KOOPAUHUPYIOT
JESTENbHOCTh, TO3BOJISIIOT OpraHy YIpaBieHUs OO0eCleuynBaTh pean3aIuio
MIOCTaBJICHHBIX TEepe]] HUM 3a]1a4.

HezaBucumo OT oOpraHm3anvoHHO-IPaBOBOM  (GOpMBI, Xapakrepa W
collep KaHMs IeITeIbHOCTH OpPraHU3alliy, €€ KOMIETSHIINH, CTPYKTYPhl U APYTHX
(bakTOpoOB, PyKOBOJICTBO JIO00M OpraHu3aiuu HaJAeNsIeTCs MPaBOM OCYIIECTBISATh
HCIIOHUTEIBHO-PACTIOPAIUTENBHYIO ESITENbHOCTh M, COOTBETCTBEHHO, U31aBaTh
pacropsiAuTeIbHbIE JOKYMEHTHI [54].

PacnopsnurenbHble TOKYMEHTBI COJEPKAT PEUICHUs, UAYIIUE CBEPXY BHH3
[0 CHCTEME YIPABICHMS: OT YNPABISIONIET0 OpraHa K YIpaBlIsieMOMY, OT
PYKOBOJIUTENSI OpraHU3alMU K CTPYKTYPHBIM IOJPA3ACICHUSIM U PaObOTHUKAM.
HIMeHHO 3TH TOKYMEHTBI PEATH3YIOT YIPABISIEMOCTh OOBEKTOB IO BEPTHUKAIIH.

B ropuandeckoM IUIaHE pPACHOPAAMUTENIbHBIE JTOKYMEHTBI OTHOCSTCS K
MPaBOBBIM aKTaM: B HUX [OJY4YalOT BBIPAXKEHHE KOHKPETHBIE HOPUANYECKU
BJIACTHBIC TpPEANHUCAaHUS CyOBEKTOB  ympaBieHHs. KOHKPETHOCTh  TaKHMX
MpEANUCAaHUM TPOSIBISETCS B TOM, YTO C T[OMOUIBIO PACHOPSAUTENbHBIX
JIOKyMEHTOB pa3pemniaroTcs BO3HHUKAIoNMe B cdepe ympaBiIeHUs TPOOIeMBbI U
BOIIPOCHI; WX aJpecaToM SBISIIOTCSA KOHKPETHBIE YUYPEKICHHS, CTPYKTYypHbBIC
noApa3feieHus, JOJDKHOCTHBIE JIMIla WA paOOTHHKW; OHU  SIBISIOTCS
IOpUJIMYECKUMU  (paKTaMH,  BbI3BIBAIOIIUMHU  BO3HHMKHOBEHHUE  KOHKPETHBIX
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aJMUHUCTPATUBHO-TIPABOBBIX  OTHOIIEHUU. PacmopsaurenbHble  JTOKYMEHTBI
UTPAIOT BAXXHYIO POJIb B YHOPABICHUU YUPEKACHUSMH, MPEANPUATUIMU U
OpraHU3aIUsIMH.

Hasnauenue  pacnopsiauTeNbHBIX  JOKYMEHTOB  —  PEryJHUpPOBaHUE
NeSATeIbHOCTH, TIO3BOJIAIONIEH OpraHy yOpaBieHUsT O00ECHEYUTh peaTu3aluio
MOCTaBJICHHBIX 3a7a4, MOoJy4aTh MaKCUMaJIbHBIM A(QPEeKT OoT JAeATeNbHOCTU
opranuzauuu [54]. B HuX QUKCHUPYIOT pellleHus, HallpaBJIeHHbIE HAa:

— COBEPIIICHCTBOBAHUE OPTaHU3AIMOHHON CTPYKTYPHI;

— COBEPIICHCTBOBAHME XapaKTepa, COJCpP>KaHMs, CPEICTB U CIOCOOOB
OCYIIECTBJICHUS] OCHOBHOM €S TEILHOCTH;

— obecrnieyeHue TPyJ0BBIMU, MAaTEPUATILHBIMHU CPEJICTBAMU.

N3nanue pacnopsauTenbHBIX JOKYMEHTOB 0053aTEBHO IO CIEAYIOIUM
BOIIPOCAM:

— OpraHU3aIMOHHBIM;

— TJIAHUPOBAHUS MPOU3BOJICTBA;

— CTPOUTEIIBCTBA, MATEPUATILHO-TEXHUYECKOTO CHA0KEHNS,

— cObITa;

— (DMHAHCOB U KPEJINTA;

— TpyJia U 3apabOTHOM TIJIATHI.

Pacnopsinurenbupie  gokymeHTsl odopmisiercs no ['OCT P 6.30-2003
«YHUPUIIMPOBAHHBIE CHUCTEMBbl JoKyMeHTanuu. Cucrema oOpraHu3aluoHHO-
pacnopsAauTeNbHOM OKyMeHTaluu. TpeGoBanus K OGOPMIIECHUIO JTOKYMEHTOBY
[14], a WX NOATOTOBKAa OCYIIECTBISIETCA B COOTBETCTBUU C IIpaBuinamu
JIENIONIPOU3BOJICTB B (peiepalbHBIX OpraHax HCHOJHUTENbHOM Biactu [10].
OdopmiieHne 3akio4aeTcs B MPOCTABICHUU B CTPOTO OMPENENEHHBIX MecTax
0JlaHKa WJIM CTaHJAPTHOTO JIMCTa HEOOXOJUMOT0 Habopa PEKBU3UTOB.

OcHoBaHueM 11 U3AaHUS PACTIOPSAUTEIILHOTO TOKYMEHTa MOYKET OBITh:

— HEOOXOIUMOCTh UCTIOTHEHHUS MIPUHSATHIX 3aKOHOIaTEIbHBIX, HOPMAaTHBHBIX
IPaBOBBIX AaKTOB M WHBIX PELICHHUI BBIMIECTOSIIIUX OPraHOB U pPaHEE MPUHSTHIX
peILIECHU JaHHOW OpraHU3aIuy;

—  HEOOXOAMMOCTh  OCYIIECTBICHHUS COOCTBEHHOW  HWCIIOJHHUTEIHHO-
pactopsAIUTENHbHOM JEATENBHOCTH, OOYCIOBICHHOW (YHKIMAMU W 3a7adamMu
OpraHU3alUu.

PacnopsnurenbHble TOKYMEHTBI HOCST aAMUHUCTPATUBHBIN xapaktep. OHH
oOpamieHpl K HIDKECTOSIINM WM TOJYMHEHHBIM OpTaHM3AIUsM, TPyHmaMm Wiu
OTACTBbHBIM JOKHOCTHBIM JUIIaM [46].

B ycnoBusiIX  KOJUIETHMAJIBHOTO  TPHUHATHS  PEIICHUH  W3Aar0TCA
MMOCTAHOBJICHHUSI, PEIKE — PEIICHUS.

B ycrnoBusX €IMHOTWYHOTO MPUHATHS PEUIEHUA U3JAI0TCS MPHUKa3bl,
pacniopsixenust (IIpunoxxenust Ne 7, 8).

[Iprka3 — mpaBOBOM aKT, U3/1ABAEMbIM €IMHOJIMYHO PYKOBOJUTEIEM OpraHa
BJIACTU YHOPABJICHUS, YUYPEKACHUS, OpraHU3alUy, MOPEANpUITHS B ILEISIX
pa3pelleHns] OpraHu3aluOHHbIX, (DMHAHCOBBIX, KaJPOBBIX M HMHBIX BOIMPOCOB UX
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neaTenbHocTy [ 14].

B 3aBucuMocTM OT coAepKaHUs pa3Iv4aroT IIpUKa3bl 110 OCHOBHOM
NEATEeNIbHOCTU U MIPUKAa3bl M0 JINYHOMY COCTaBY (0 Kaapax).

[Ipuka3sl odopmisitoTcss Ha OjaHke TMpUKa3a WK oOmeM OaHke
opraHu3auuu ¢ ykaszanuem Buga nokyMeHtra IIPMKA3. Ilpukasel coxpepxkar
clenyrone  o0s3aTeNbHblE  PEKBU3UTHI:  HAUMEHOBAHME  BbIIIECTOALIEH
opraHuzainuu (eciaum oHa umeercs), Ha3BaHue Buaa aokymeHta (IIPUKA3), nara
(maroil mpukaza sABISETCS JlaTa €ro MOJAMMCAaHMs), MOPSIKOBbIA HOMEp IpHKas3a,
MECTO W3/IaHMsI, 3aroJIOBOK K TEKCTY, TEKCT, MOINUCh PYKOBOAMUTEINS, BU3BI
(oTMeTKa 0 corjlacoBaHum), haMuiius U TesieGoH ucrnognutens [13].

3aroyioBOK SIBJSETCS 00513aT€IbHBIM PEKBU3UTOM MPHUKa3a, OH JOJHKEH OBITh
chOpMyIHpPOBaH YETKO, KPAaTKO, BbIpa)Kas OCHOBHOE COJEp)KaHUE JOKYMEHTa.
3aroyioBOK JOJIKEH OTBEYATh HA BOMPOC «O 4eM?», Harpumep: «O0 ynopsaoueHun
paboThI C TOKYMEHTaMMU.

TexcT mpukasza m3naraeTcsi KpaTko B MOBEJIUTENbHONW opMe U COCTOUT U3
JBYX 4acTel: KOHCTATHPYIOIIEW n pacnopsautenbHoi [33]. B koHcTaTupyromei
YacTH W3JIaraloTcs UEeNW U TPUYMHBI W3JaHUs TpHKa3a, JaeTcsi 00OCHOBAaHME
pacropsAuTeIbHbIX JeicTBUA. B kauecTBe O0OOOCHOBaHUS JCHUCTBUM MOXKET
BBICTYTATh:

— CChUIKA Ha HOPMATUBHBIA IPABOBOM AaKT BBIMIECTOSIIETO OpraHa WA
COOCTBEHHbIE paHee M3JaHHbIE aKThl C YKa3aHHEM Ha3BaHUS JIOKYMEHTA, JaThl,
HOMEpA, 3ar0JIOBKa K TEKCTY;

— (popmynupoBKa 11esIel U 3a1a4, CTOSAILIMX Mepe]] OpraHu3aluei, OnucaHue
(akTOB MM COOBITHIA, MOCTYKUBIINX MPUYUHON U3AaHUS TIPUKA3a.

Hanpumep: B cooTBETCTBHM C NPHUKA30M T€HEPAIBHOIO AUPEKTOpa OT 7
utons 2014 r. Ne 75 «O npoBeieHnH aTTecTaruu pabOTHUKOBY

[TPUKA3BIBAIO: ....

KoncTatupyromas 4acTe MOXET OTCYTCTBOBAaTb, €CIU IPEIINHCHIBAEMBIE
JNEUCTBUS HE HYXKJAIOTCS B pa3bsiCHeHUU [46].

PacniopsinutenbHas 4yacTh MpHUKaza M3J1araeTcs B MOBEIUTEIBHOU GopMe OT
MepBOro JIMIla €IMHCTBEHHOTO unciia U HaunHaeTcs cioBoM «IIPMKA3BIBAIOY,
KOTOpOE IeyaTaeTcs MPOMHUCHBIMH OyKBamMH O€3 pa3pslKu C HOBOM CTPOKH, OT
Kpasl JIEBOrO MOJI.

PacnopsnurenbHas 4acTh JEIUTCA HA MYHKTHI U MOJIMYHKTbI, HyMEpYyEMbIE
apabckumu udpamu, eciau MPUKa3oM MNPEINUCHIBACTCS BBINOIHEHUE PA3TUYHBIX
0 XapakTepy neicteuii [14, 46].

TexcT pacmopsiANTENbHONW dYacTh pa30uBaeTCs Ha pa3feibl W IyHKTHI,
KoTOpble odopmisitorcs apabckumMu nudpamu ¢ Toukoil. PacmopsaurenbHbie
MYHKTBl CTPOSATCSI MO CXEME: HCHOJIHUTEIb (HAMMEHOBAHHUE JIOJXKHOCTH,
WHUIMAIB U GaMUIUS WK CTPYKTYpHOE MOApa3ielieHne, WU OPTaHU3aIMs) —
neicTBre (MOPY4YEHUE) — CPOK BBIMOJHEHUS TmopyuyeHus. llpu Hamumuuu
MIPOMEKYTOUYHBIX CPOKOB BBIMOJHEHUS WJIM TpU pa3OUBKE MPEANUCHIBAEMOrO
NEUCTBUSI Ha OTHEJIbHBIE 3aJaHUs KaXJ0€ U3 HUX (POPMYITUPYETCS OTIEIbHBIM
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NOAMYHKTOM. KaXJplil MyHKT WX MOAIMYHKT PACHOPSAUTEIBHON YacTH MPOEKTa
MpUKa3a COJEPKUT TOIBKO OJHO 3aJlaHUE C KOHKPETHBIM CPOKOM HCIIOJHECHHUS.
CpoK UCNOJIHEHUST B PACIOPANMTENIBHOW YACTH IMpPUKA3a HE YKa3bIBAaCTCS B
ClydasiX, €CJU IPEANUCHIBAEMOE ICUCTBUE WIIA JEUCTBUSA HOCAT MOCTOSHHBIN
XapakTep.

KonuuectBo wucnonmHuTeNne MO KaxAOMy NYHKTY (MOIANYHKTY) He
OTPaHUYUBACTCH.

Ecnu mnpuka3z OTMEHSET TMOJHOCTHIO MM YaCTUYHO paHEE U3JAaHHbIC
MpUKa3bl M0 PACCMATPUBAEMOMY BOIIPOCY, TO B MPEIAINOCICIHEM IMYHKTE MPOEKTa
puKa3a HeOOXOIUMO UX MEPEUUCIIUTD.

[Tocnennuit myHKT npukaza GOpMYJIHPYETCs] TAKUM 00pa3oM: KOHTPOJIb 3a
UCIIOJJHEHUEM TpUKa3a BO3JIOKUTH HA: HAMMEHOBAHUE JIOJDKHOCTHU JIMIIA,
OTBETCTBEHHOTO 3a HUCIIOJHEHUE JOKYMEHTa, ero MHHUIManbl u damumius. Eciu
PYKOBOJUTEIL caM OyJeT OCYIIECTBISATh KOHTPOJIb 3a HUCIIOJIHEHUEM IpPHUKa3a,
TOT/1a MyHKT O KOHTPOJIE OMYCKAECTCA.

BHecenne wu3MeHEHMH W JIONOJIHEHMM B TNOAIKUCAHHBIA IIPUKA3 HE
nomyckaercs  0e3  paspelieHusi  MOJIMCABIIETO  JOKyMeHT. M3meHeHwus,
JIOTIOJIHEHHSI, OTMEHA MPUKA30B MTPOU3BOAATCS TOJIBKO MPUKA3AMHU.

OTBETCTBEHHOCTh 3a Kaue€CTBO MNOATOTOBKM MPOEKTOB MPHUKA30B HECYT
PYKOBOJIUTEIH MOIpa3eICHHI, KOTOPbIE 3TH MPOEKTHI pa3padaThIBaIOT.

[IpoexTbl NpHKa30B MO OCHOBHOW JEATEIIBHOCTH IO MOPYYEHUIO
PYKOBOJICTBA OpTraHM3allMu pa3padaThIBAIOTCS PYKOBOJIUTEISIMU CTPYKTYPHBIX
NOAPAa3ACICHUN C IPUBJICYEHUEM BEAYIIMX CIEUUAINCTOB WIM B MHULIMATUBHOM
MOPSJKE IO COTJIACOBAHUIO C PYKOBOJICTBOM opranu3aiuu [33, 46].

[IpoekThl MpHKa30B MO OCHOBHOM JAESTEIbHOCTU COCTABISIOTCS HAa OCHOBE
THIATEIBHOTO M BCECTOPOHHETO M3YYEHHs BOIMPOCOB, TPEOYIOIIMX pa3peuieHus,
YTOOBI CoJIepKaIiecs B MPUKa3ax MOPyUYEeHUs ObLIIM KOHKPETHBIMHU U PEaTbHBIMH,
o0ecreynBaInuCh JOCTATOYHBIMH MaTePUAbHO-TEXHUUYECKUMU U (DHHAHCOBBIMU
pecypcaMM W HUCKIIOYAId HEOOXOAMMOCTh MOCIEAYIOMEH KOPPEKTHPOBKH
MIPUHATHIX PELICHHUH B CBSI3U C HEMOJIHOTON U HEAOPAOOTKOW U3AAHHOTO MPUKa3a.

K mpoekry mpukasa coCTaBisieTCs CHUCOK PAaCCBUIKM IOJAPA3ICICHUIM,
JOJ>KHOCTHBIM JIMIIAM, KOTOPBIX KAcaeTcs IPUKa3.

[TpoexTsl MpUKa30B, MOATOTOBICHHBIE JIJISI COTIACOBaHUS, OPOPMIISIOTCS Ha
CTaHJAPTHBIX JUCTaX OyMaru ¢ HaHECEHHWEM BCEX HEOOXOAMMBIX PEKBU3UTOB U
YKa3aHUEM Ha BEPXHEM IT0JI€ JOKyMEHTa cripaBa — «[IpoekT».

[Tpu cocTaBneHnr MPoOeKTa MprKa3za HeOOXOAUMO:

— YBA3BIBATh COAECPKAIIMECS B HEM IMOPYYEHHS C PAHEE M3IAHHBIMHU II0
JAaHHOMY BOIIPOCY JTOKYMEHTaMH BO M30€KaHne MOBTOPEHUHN WITH MPOTUBOPEUMIA;

— W3JIaraTh TEKCT KpaTKO, TMOCJIENOBATEIbHO, YETKO, HE JOIyCKas
BO3MOXHOCTH €T0 JIBOSIKOTO TOJIKOBaHUSI;

— HaMedaTb KOHKPETHBIX HMCIIOJHUTENEH U pEalbHbIE CPOKH HCIOJHEHUS
MIOPYYECHU;

— obecneunBaTh HOPUAUYECKH MPaBUIbHOE (OJHO3HAYHOE) HANUCAHHE
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YIIOMUHAEMbIX B HEM HAUMEHOBAHUM OpPraHU3alui;

— YKa3blBaTh CTPYKTYpHbIE TMOApPA3JEICHUS M JOJDKHOCTHBIX JIUI, Ha
KOTOPBIX BO3JIaraeTcsi KOHTPOJIb 33 UCIIOHEHUEM NIPUKA3a;

— YKa3bIBaTh aKThl, MOJJICKAIINE OTMEHE WM YTPATUBIIHNE CUIY B KaKOM-
1160 cBoeit yactu [14].

[IpoekT npukasza J0JKeH ObITh HaMKMCaH SCHO, T0XOAYHUBO, C COOJIIOIEHUEM
BceX TrpamMmaruueckux mnpaBui. CrenyeT u30erath CIOXHBIX MPUIATOYHBIX
MPEVIOKEHU W OOJBIIOTO 4YHUCIa MPUYACTHBIX U JIECTPUYACTHBIX OOOPOTOB.
CnemnuanbHble (TEXHUYECKHE) TEPMHHBI HYXHO YHOTpeOJsATH B Tmpeaenax
HEOOXOAMMOCTH M TOJbKO. B TekcTe mpoekTa mpuKa3za HENb3s YnoTpeOisTh
IPOU3BOJILHBIE COKpAIEHUsI U COKpallleHHbIe HauMeHoBaHus. Henonyctumo npu-
MEHEHHE Pa3HbIX, XOTSI U PABHO3HAUHBIX, TEPMUHOB JUIsl 0003HAYEHUS OJHOTO U
TOTO >ke€ TmoHATHSI. HeymecTHO ynoTpeOsaTh B TMpUKa3e BBIPAKCHUS THUIIA:
«MOJHATH YPOBEHBbY, «0OPATUTh BHUMAHHEY, KYCUIUTh KOHTPOJIbY U T.1I. [33, 46].

Jlo mpencraBieHUss Ha TOANUCH MPOEKT IMpHKa3a BUBHPYETCS BCEMU
3aMHTEPECOBAHHBIMU  TOAPA3JACICHUAMH ¢ JIOJDKHOCTHBIMHM — JIUIIaMH. Bu3bI
MIPOCTABIISIIOTCST Ha TIEPBOM JK3EMIUISIpE TpPHKa3a B HIDKHEH 4YacTH TOCJIEIHETO
JUCTa TOKYMEHTA WM Ha 000pOTE MOCIIEAHETO JIUCTA.

Ecnim k mnpoekTy mnpukaza WMEIOTCS NPWIOKEHHUS CIPaBOYHOTO WIIU
aHAIMTUYECKOrO Xapakrepa (rpaduku, CXembl, TaOIHIIbI), B TEKCTE MPOEKTa B
COOTBETCTBYIOIIMX MTYHKTaX paclopsAUTEIbHON YaCTH JAKOTCS CCHUIKH.

Ha camom npuiiokeHuu B MpaBOM BEPXHEM YTIIy IIEPBOIO JINCTA NIEYATAETCS
cinoBo «lIpunoxkenue» (ecnu NPUIIOKEHHH HECKOJIbKO, OHM HYMEPYIOTCS) U
YKa3bIBa€TCsA, K KaKOMY IpHUKa3y WIM MYHKTY IpPHKa3a OTHOCHUTCS NPHIOKEHHUE,
HaIpuMmep:

[Tpunoxenue 1

K 1. 2 mpuKasa

ot 14.06.2012 r. Ne 86

Ecim npunoxkeHueM K TMpUKazy SBISAETCS YTBEPKIAEMbIA JOKYMEHT
(monmokeHue, mpaBuja, HWHCTPYKIUS U T.M.), B COOTBETCTBYIOUIEM ITYHKTE
pacropsiAuTEIbHON YacTH JIeTaeTCsd OTMETKA: (MpUilaraercs), a Ha IPUIIOKEHUU B
BEPXHEM MPABOM YTy pa3Melnaercs rpud yTBepKaeHus JokyMenTa [14].

B mpoekrax npukazoB, HMEKIIMX OJHO WJIM HECKOJBKO NPUIOKECHUH,
JOJKHA OBITh €IMHAsI HyMepalusi CTPAHHUI], C 0XBATOM OCHOBHOI'O TE€KCTa U BCEX
MPUJIOKEHU M.

[IpunoxxeHus K MpoeKTaM MPUKA30B JOJIKHBI BUSHPOBATHCS UCIIOJHUTENIEM,
MOATOTOBUBIINM UX, PYKOBOJUTEIAMHU CTPYKTYpPHBIX NojapasaeneHuil. K npoekrty
MpUKa3a MpujiaraeTcs ClucoK Ha PacChUIKY.

[Ipuka3pl TNOANMUCHIBAIOTCS PYKOBOAMUTEIEM OpraHu3alldd WU €ro
3aMecTuTeNieM, O(UIIMAIBHO WCIOJHSIONINM OO0S3aHHOCTH PYKOBOIHUTENS BO
BpEMsI €T0 JUIUTENBHOTO OTCYTCTBUS (KOMaHAUPOBKA, OTIYCK, OOJIE3HB).

CnenyromuM  BUAOM  PACHOPAIUTENBbHBIX  JOKYMEHTOB  SBIISICTCS
pacropsiKeHue.
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B coorBerctBumn ¢ I'OCT P 7.0.8-2013 «/lenonpou3BOACTBO U apXHUBHOE
neno. TepMUHBI U OMpPENCIICHUS», PACTIOPSKEHUE — MPABOBOM aKT, M3aBa€MbIii
€MHOJIMYHO PYKOBOJUTENEM, YUPEKACHUS, OpraHu3aluu, NpearnpusiTus B 1eIsX
paspelieHusi onepaTUBHBIX BOMPOCOB. Kak mpaBuiio, MeeT OrpaHUYEHHBIN CPOK
JEUCTBUSL U KAacaeTCsl Y3KOro Kpyra OpraHu3aiuil JOJDKHOCTHBIX JIMI[ M TPaK/IaH
[17].

[IpaBoM wu3MaBaTh pACHOPSDKEHHS MOTYT HAJENATbCS  3aMECTUTENH
PYKOBOJUTENST OpTraHU3alMi IO BOMNPOCAM HMX KOMIIETEHIIMH, PYKOBOIUTEIH
CaMOCTOSITEIbHBIX CTPYKTYPHBIX MOJIpa3jielieHuil (ymnpaBieHuM, JIenapTaMeHTOB,
OTZICJIOB, 1IEXOB, JA0OpaTOpuUd © [p.), a TakKe TJIaBHBIC CICIHAIUCTHI
opraHuzaiuu (TJIaBHBIA WHXKEHED, TJIABHBIM MEXaHWK, TJIaBHBIA SHEPreTHUK U JP.)
[46].

[TpaBo n3maHus pacropsHKEHUN PYKOBOIUTENIEM OpPTaHU3aIMK 3aKPETUISICTCS
B YUYpPEAUTENBHBIX JOKYMEHTaX oOpranu3anuu (ycTaBe, TOJOXEHUU), TPaBO
U3JIaHUS  PACTIOPSDKCHMM — JTOJDKHOCTHBIMH — JIMIIAMHU  3aKpeIUIIeTCsS B
OpraHU3aIMOHHO-TIPABOBBIX M PACIOPSIUTEIBHBIX JTIOKYMEHTaX (IOJOKEHHUSIX O
NOAPA3ACICHUSAX U JOJDKHOCTSIX, JOJKHOCTHBIX MHCTPYKIUSAX, TMpPUKa3e O
pacripeielieHur 00513aHHOCTEH MEX Iy PYKOBOJCTBOM opranuzamuu) [33].

Pacnopsbkenne  odopmisiercss Ha  Onanke  pacnopspbkenus.  [lopsimox
COCTaBlIeHUS M O(OPMIICHHUS PACIOPSDKEHUN B 1I€JIOM aHAJIOTHYEH MOPSAKY
o opMIICHHS TTPUKA30B 110 OCHOBOM JIESITEIILHOCTH opranu3anuu [ 14, 34].

KoncTratupyromass 4acTe TEKCTa pACHOPSHKEHUS — 4YacTh, B KOTOpPOM
yKa3bIBaIOTCS 1ENM M TNPUYUHBI pacropsbkeHus. B Hell  1enecoobpasHo
UCIIONIB30BaTh cieayronme GopmyaupoBku: «B coorBercTBUn», «B CcBs3n», «B
LETAX.

Paznuuus  3akimioyaroTcss B CIEAYIOUIEM: pacHoOpsiAUTENbHAs 4acTb
oTHeNseTCs OT KoHcTartupyromeil cioBom «lIpenmararo» wunmm  «OO0s3b1BaOY,
KOTOpO€ TaK €, KaKk B MpHKa3axX, MEeYaTaeTcss OTAEJIbHONW CTPOKOH OT MOJs
IPOMKMCHBIMU OyKBaMH, WK 0€3 KaKOTro-Iu0O0 CJIOBa, TO €CTh HEMOCPEICTBEHHO
cleayeT 3a KOHCTaTHUPYIOLIEHW YacThlO IOCJE ABOETOYMUS, B HEM YKa3bIBAIOTCS
MpEeAIUChIBaEMbIE JIEUCTBUSI.

Brigensaror cinenyronye BUibl pacopsKEHUM:

— JUIUTENIBHOTO JIeMCTBUS;

— Kacarouuecss KOHKPETHOT0 BOMpoca.

DopmMyisip pacopsKEHUSI COCTOUT U3 PEKBU3UTOB [13]:

1) HaMeHOBaHUE OpPTraHU3AINY;

2) HaMMEHOBaHUE BUJA JOKYMEHTA;

3) nata, HOMED;

4) MecTO U3JaHuUs;

5) 3aroJyioBOK;

6) TEKCT;

7) MOJMHKCE;

8) OTMETKa O COTJIaCOBaHUM.
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HcnonnuTtensiMu pacnopsKeHUsT MOTYT OBITh YUPEKIICHHS, CTPYKTYpHBIC
MOAPA3AEIEHUS, TOJPKHOCTHBIE JIULIA.

PykoBoncTBO 11000 OpraHu3aiuu, HE3aBUCHUMO OT OpraHU3alMoOHHO-
nmpaBoBOM (OpPMBI, XapakTepa U COJAEpP)KaHUS ACATEILHOCTH OpraHU3alluU, €€
KOMIETEHIIUU, CTPYKTYpbl H  JOpyrux (akTopoB, HaJENAETCs  MPaBOM
OCYILIECTBIISITh MCTIOJHUTEIbHO-PACHIOPSIAUTEIBHY IO NEATEIbHOCTD U,
COOTBETCTBEHHO, U3/1aBaTh PACHOPSIAUTEIbHBIE TOKYMEHTHI.

OCHOBHOE Ha3HAUYECHUE PACTIOPAAUTENBHBIX JOKYMEHTOB — PETYJIUPOBAHUE U
KOOpPJIMHAIIUS JIEATEIbHOCTH, MO3BOJISIONINE PYKOBOJCTBY OOECIEUUThH PEIICHUE
MOCTaBJICHHBIX TIepeJ] HUM 3aJad ¢ MakcuMaidbHOM 3G (PEKTUBHOCTHIO.
PacnopsigurenbHble  JTOKYMEHTBI  COJAEPXKAaT  YIPABJICHUYECKHWE  PEUICHHS,
o0si3aTeNbHbIE s BBITIOJIHCHHUS.

2.3 Hugpopmayuonno-cnpagounvie 00KymeHmal.
Hx euowl, nasnauenue, npasuna ogropmaenus ¢ COOmeemcmeuu
¢ 20CY0apCcmeeHHbIMU CIMAHOapmamu

I'ocynapctBennsiit crangapt 'OCT P 7.0.8-2013 «Jlenonpou3BoaACTBO U
apXWBHOE J1eJ10. TepMUHBI U ONPECIICHUS» ONPEACNSIET CUCTEMY JOKYMEHTAIIUU
KaK «COBOKYNHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX MO NMPU3HAKAM Ha3HA4YECHUS,
cdepsl IesSTeNbHOCTH U €IUHBIX TpeboBaHUM K uxX opopmieHuto» [17]. OgHoit u3
HauboJee BOCTPEOOBAHHBIX B JIOKYMEHTAIIMOHHOM OOECIEYeHUH YIpaBiICHUS
CUCTEM SIBJISIETCSl CHCTEMa  CIPaBOYHO-UH(DOPMAIMOHHOW JIOKYMEHTAIIHH.
OcoOE€HHOCTh ATHX JOKYMEHTOB COCTOMT B TOM, 4YTO, KaK THIPaBHIIO, 3TO
JIOKYMEHTBI, WIYIIME CHU3Y BBEpPX IO CHCTEME YIpaBJEHHUA: OT pabOTHHKA K
PYKOBOJUTENIO CTPYKTYPHOI'O MOJAPA3AEICHUS, OT PYKOBOAUTENS MOAPa3ACICHUS
K 3aMECTUTENI0 PYKOBOJAUTENSI OPraHU3ALNU UM PYKOBOJUTEIIO OpraHu3aluu, OT
NOJABEJOMCTBEHHOW OpraHu3aluu K BblliecTosmen. OTaenbHble Pa3HOBUIHOCTU
CIIPaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB, HaIpumMmep, MepEIncKa,
WCIIOJIB3YIOTCS JIIA peanu3anuu MHGOPMAIIMOHHBIX CBS3€H MEXIYy PaBHBIMH, HE
COCTOSIIIIMMU B OTHOUIEHUSX COMOJYMHEHUS OPraHU3alUsIMU U JOJKHOCTHBIMU
nunamu [34].

Kak ormeuaer B.® fnkoBas, mpoliecc NpUHATHS PEIICHHUS B CaMOM OOIIeM
BUJIC TIPEJICTaBIsIET cO00M mpeoOpa3oBaHWe HEKOTOPOM HMCXOMHON HH(POpPMAIINH,
MpUYeM B 3TOM MPOIECCE BBIACISCTCS JIBA OCHOBHBIX dTara: WHPOPMAIMOHHAS
MOATOTOBKA pemieHusl (CTamus «IpefpelieHus»), cocTosimas wu3 cOopa
uHpopMaIm, ee aHanmu3a, Kiaccudukamu, o000IIeHHs], TIOUCKa ATbTEPHATHB, U
coOcTtBeHHO TipuHsTHE permeHus. U manee: «MHopmaius o MONOXKEHUU NeT B
CUCTEME YIIPaBICHUS U O HEOOXOAMMOCTU MPHUHATHS PEIICHUW TOTO WA WHOTO
TUIIA OCTYMAET B YNPABJISIONIUN OpraH B BUAE IOKYMEHTOB 0COOOro THUIA... DTO
JIOKYMEHTBI, KOTOpPbIE B MIPAKTUKE YNPABICHUS MIPUHATO HA3bIBATh CIPABOYHBIMH,
MH()OPMALIMOHHO-CIIPABOYHBIMH, ~ AQHATUTUYECKUMH WM  HUHPOPMAIIMOHHO-
aHaJIUTHYEeCKUMUY [68, c. 3].
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Haznauenne MHQPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB — JIOCTaBISATH B
opraH ymnpaslieHHs] UH(OpMaALU0 O (aKTUYECKOM IOJIOKEHUU JI€] B CUCTEME, O
cO0AX B CUCTEME, O CUTYyalMsSIX, HYKIAIOIIHUXCA B KOPPEKTUPOBKE MOCPEICTBOM
NpUHATHS perieHus. MHpopMalys o MonoXeHuu Aell B CUCTEME MOKET MOCTYIATh
U3 pa3IMYHBIX HCTOYHMKOB: OT THOJpa3/eJeHUu, OTIAEIbHBIX pPAOOTHUKOB,
MOJIBEIOMCTBEHHBIX M CTOPOHHUX OPraHU3alui, OT CHEUANIbHO CO3JaHHBIX C
pa3IUYHBIMU IEJISIMHM KOMHCCHM U JIpyrUX HCTOYHMKOB. OTcroga Oosblioe
BUJOBOE  pa3HOOOpazue  OSTHUX  JOKYMEHTOB:  JOKJIAJHbIE,  CIIy’KEOHBIE,
aHAIMTUYECKHE 3alHUCKH, CIYKEeOHble MHUChbMa, CHpaBKU (MHPOPMALMOHHOTO U
aHAJIMTUYECKOTr0 XapaKTepa), CBOJKU, aKThl, TPOTOKOJIBI U JIp.

Huxe npuBoautcs cxema, npenjokeHHas B yueOHuke B.A.Kynpsiesa u
Ipyrux aBTopos [34, c. 105]:

CrnpaBouHo- CrnpaBouHo-
nH(pOpMaLMOHHBIE JOKYMEHTBI AHAIUTUYECKHE
JIOKYMEHTBI
[Tporokon AKT
JloknaaHas 3anucka CnpaBka
[Ipennoxenue CBoaKa
OOBsacHUTEIbHAS 3aKIroueHIe
3ammrcKa OT1351B
3asBicHHE Crmmcok
[IpencraBnenue nepeyeHb
[Tepenucka (cmyxeOHOE
MMUCHEMO, TelerpaMma
TenedoHOTpaMMa, TeJIeKC,
(hakcorpamma, AIEKTPOHHOE
coo011eHne)

Kak Bugum, 37ech BBIIETEHBI OTAEIBHO CIPABOYHO-UH(GOPMAIIMOHHBIE U
CIIPABOYHO-AHAIMTUYECKUE JOKYMEHTBI, XOTS JIOBOJIBHO YacTO MX OOBEIUHSIOT
o1 OOIIMM Ha3BaHWEM «HMH(POPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTBI.

Takum 00pa3om, OOJNBIIUHCTBO TOKYMEHTOB, CO3/IaBAEMbIX YUPEKICHUSIMH,
SBIISIOTCS WH(POPMAIMOHHO - CIPABOYHBIMH. DTO COBOKYITHOCTH JOKYMEHTOB,
cojepkamux HHPOPMAIUIO O (PAKTHICCKOM TIOJIOKEHHH JIe, CIIy)KalluX
OCHOBAHUEM [IJIsl IPUHATHS PELICHUH, U3JaHUs PACHOPSAIUTEIbHBIX TOKYMEHTOB.

OcTtaHoBUMCSI Ha XapaKTepUCTHKE HauboJee YacTo MCIOIb3YEeMbIX
MH(OPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB.

OnHuM U3 BUIOB MH(POPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB SIBISIETCS aKT.
AXT — HH(POPMAIIMOHHO-CTIPABOYHBIA JTOKYMEHT, COCTABJISIONUNACS TPYMIION JIUIT
JUTSL TIOATBEPKJICHUS YCTAHOBICHHBIX (DAKTOB, COOBITHIA. AKT MOXET COJEPKATh
BBIBOJIbI, PEKOMEHJALUU, TPEJIOKEHUsI €ro COoCTaBUTENel. AKTHI MOMAJIEKAT
YTBEPKICHUIO, €CIU HMMEIOT KOHTPOJIbHO-PEBU3UOHHBIN XapakTep, COJepiKar
pPEKOMEHJAIMU U MPEJIOKEHUs], €ClIi OHM He O(POPMIICHBI PACHOPSAIUTEIIbHBIM
JOKYMEHTOM. AKT yTBEPXKAAETCS PaCHOPSIUTEIbHBIM  JOKYMEHTOM  WJIU
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PYKOBOJIUTEIEM, IO YKAa3aHUIO KOTOPOTO COCTABJIEH JOKyMEHT. TekcT akrta
COCTOMUT U3 IBYX YacCTE€H: BBOAHON M KOHCTAaTUpYIOLICH. B BBOJHON 4acTH TEKCTa
aKTa YKAa3bIBa€TCS OCHOBAHHUE [JIsl COCTABJICHMS aKTa, MEPEYUCISIOTCS JIMLA,
COCTaBHBIIME aKT U MPUCYTCTBYIOUIUE MpU 3ToM. KoHcTatupytomas 4acTh TEKCTa
aKTa COJIEPKUT OMHMCAHWE MPOJETAHHON paboThl (CYIIHOCTh, XapaKTep, METOMIbI,
CpPOKH); B HeH (UKCUPYIOTCS (aKThl, H3JIaraloTCs BBIBOJbI, MNPEIIOKEHUS
cocTaBuTeNlel akTa. TEeKCT akTa MOXET OBbITh pa3/ielieH Ha IyHKThI, COCTaBJICHHbIE
B BHjJe Tabmuubl. Eciu ecTh NpUIIOKEHHs, TO OTMETKa 00 HuX Halu4duu
OPOCTaBISIETCS  MOCJIE€  TEeKCTa. AKT  TOJIMUCHIBAETCS  BCEMH  JIMIAMH,
NPUHUMABIIMMU y4acThe B €ro coctabiieHnd. C akTaMu peBU3UU U 00Cie10BaHuN
3HAKOMSIT BCEX JIUII, JAESITENIbHOCTH KOTOPBIX OHM KacaloTcs. AKTbl COCTABIISIOTCS
Ha o0uIeM OJIaHKe.

Kaxnpiii Buag HMHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB IMpEACTaBICH
MHO>KE€CTBOM Pa3HOBHIHOCTEW, B TOM 4yucie, akToM [68, c. 3]:

Buja nokymenrta Pa3HOBHIHOCTH JOKYMEHTAa
AKT AKT peBU3NH
AKT IIPOBEPKU (hMHAHCOBO-X03SIIICTBEHHOM
JESATENbHOCTH

AKT nipueMa-nepeaadn aei

AKT 3KCHEPTU3BI U JIp.

Crnenyromuii Bu WHOOPMAIIMOHHO - CIIPABOYHOTO JTOKYMEHTa — MPOTOKOJ.
[IpoTokon — MOKyMEHT, (PUKCUPYIOIIUIA XOJ 0OCYXKIEHUS BOIPOCOB U MPUHATHS
pemieHnii Ha CcoOpaHMsIX, 3acedaHusX, COBEIaHusX # T.I. [IpoTokoms
odopmisItoTCs Ha OiaHkax opraHu3anuii popmara A4. TekcT MPOTOKOIA COCTOUT
U3 JIByX 4aCTEW: BBOJHOMW M OCHOBHOW. BBO/IHAsA 4acTh TEKCTAa MPOTOKOJIA UMEET

NOCTOSIHHYI0O W TepeMeHHyro  uHbopmammio. [loctosHHas —  cioBa
"IIpencenarens”, "Cekperapp", "[IpucyrcrBoBanu". [lumryrcs oT Hayana J€BOTO
nonsi. IlepemenHass — wuWHUIMAIBI W (QaMWIUM TpEACENaTeNsi, CEKpeTaps Hu
MPUCYTCTBOBABIIIHX.

OcHoBHast 4yacTh mpoTokona crpoutcs mno cxeme: CIYIIAJIN -
BBICTVYIIMIIN — ITOCTAHOBWIN (PELINJIN) — no KaxaoMy BOIPOCY
OTZIeJIbHO. 3aBepllaromiasl 4acTh TEKCTA MIPOTOKOJIA — TOCTAHOBIIEHHUE IO BOIIPOCY.
Omna naunnaetcs cioom [IOCTAHOBMIIN. Ona ctpoutcs 1o cxeme: J1eUcTBUE —
WCTIOJIHUTEND — CPOK.

[IpoTokon MoxkeT (GUKCHpPOBATH pEIICHHWE 00 YTBEPKICHHH KaKOTO-THOO
NOKyMeHTa. [IpoTOokon MOANMCHIBAIOT Ipeacenarenb U cekperapb. llocnenHuii
PENaKTUPYET TEKCT, 3HAKOMHUT Ka)XJOrO BBICTYNABIIETO C 3alUCBIO  €ro
BBICTYIUICHUS M MOJIy4YaeT NoANnuch. JlaToil mpoToKoma siBisieTcs AaTa MPOBEACHUS
3acenganus. B «Meroandyeckux peKOMEHJalMsIX MO pa3padoTKe MHCTPYKIUNA MO
JIEJIONPOU3BOICTBY B  (pefepalibHbIX OpraHax MCHOJHHUTEIBHON  BIIACTH
OMUCHIBAETCA TMOPAIOK O(QOpMIICHHS TPOTOKOJIA U B KA4YECTBE MPHUIIOKECHUS
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MPUBOASATCA 00pa3ibl MPOTOKOJIOB. TakKe TaM OMUCHIBAIOTCS BUIbI, 0OCOOCHHOCTH
cojiep>kaHusi U1 OPOPMIICHUSI 3aMUCOK (AHATUTUYECKOM, HOKIAJAHOU, CIyKEOHOM,
o0bsicHuTeNnbHON) [51, c. 45—46].

JloknagHas 3amucKa — JOKYMEHT, aJpEeCOBAHHBIM PYKOBOJIUTEIIO JaHHOU
WU BBIIIECTOAIICH OpraHu3alliu, COJAEpKalluid OOCTOATENbHOE U3JIOKEHUE
KaKOT0-JI100 BOMPOCa C BHIBOJIAMH U MIPEAJIOKEHUSIMHU COCTABUTEIIS.

OOBIYHO JOKJIATHON 3aMUCKOW MHPOPMHUPYIOT PYKOBOJCTBO 00 MMEBLIUX
MeCTO COOBITUAX, (haKTax, SBICHUSX, CJIOKHUBIICHCS CUTyallud, Kak MpPaBuUIio,
TPeOYIOMIMX MPUHITHUS peiieHus. JlokiagHas 3anucka MOXeT ObITh BHEITHEH WU
BHyTpeHHEW. BHemHsss pokiagHas 3amucka MPEeJCTaBISIETCS PYKOBOIUTEIIO
BBIIIECTOSIIICH OpraHu3aliu, BHYTPEHHSIE — PYKOBOJMUTEINIO TMOJAPA3ACICHUS WIH
opraHuzanuu. BHyTpeHHUE JOKJIaJHBIE 3alMUCKH CO3JAI0TCS MO WHUIIMATHBE
pabOTHMKAa WJIM TIO 33J]aHUI0 €ro HEMOCPEJICTBEHHOTO PYKOBOJUTENS H
PECIICAYIOT 1eJIb MOBBIMICHUS Y3 (PEKTUBHOCTH NEATSILHOCTA OPTaHU3AIIHH.

Bremane gokiagHbie  3alMCKH  COCTaBISAIOTCS Ha o0OmeM OJlaHnke
OpraHu3aIliy, BHYTPEHHHUE — Ha CTaHJIApTHOM JjucTe Oymaru. OOs3aTeabHbIMU
PEKBUBHTAMU JOKJIATHON 3aMUCKU SIBISIOTCS: HAMMEHOBAHHME OpraHu3anuu (s
BHYTPEHHE — HAWMEHOBAHUE CTPYKTYPHOTO TIOJIpa3/e/iCHus), HaMMEHOBAHUE
BUJIa JOKYMEHTa, JaTa U HOMEpP, MECTO COCTaBJEHHUS (I BHEIIHEH TOKJIATHON
3aIlMCKH), 3aT0JIOBOK K TEKCTY, MOJIIKCH.

TekcT JOKIaJHON 3aMUCKU COCTOUT M3 JIByX WM TPEX CMBICIOBBIX YaCTEH.
B mneppoit wactm wusznararorcst (akThl W COOBITHS, MPUYMHBI, IOCITY)KUBIIHE
IIOBOJIOM JIJISI €€ HalMcaHusl. Bo BTOPOM 4aCTH COAEPKUTCS aHAIU3 CIOKUBLICKCS
CUTyallid, BO3MOXKHBIC BapHaHThI pPa3BUTHUS COOBITUM WM BBIXOJA W3
CJIOXXMBILIECWCS CUTYyallud, B TPEThEHd YaCTU — BBIBOJABI U MPEIJIOKEHUS O
KOHKPETHBIX JICHCTBUAX, KOTOpBIC, IO MHEHHUIO COCTABUTENSA, HEOOXOIUMO
IPEANPHUHATE PYKOBOJAUTEIIO B CBS3M C M3JIOKCHHBIMH (pakTamu. BTopas yacTh
MOET OTCYTCTBOBATh, B 3TOM CJIy4ae TEKCT JOKJIAIHOU 3alUCKU COCTOUT TOJIBKO
13 BBOJHOM U 3aKIIIOYUTEILHON YacTe.

BayTpeHHss gokiIaHas 3anucKa MOJMUCHIBAETCS COCTaBUTEJIEM, €CIM OHa
MPEeJICTaBISACTCS PYKOBOJIUTENIO nojpa3iesICHus, u PYKOBOJIUTEIEM
MOJpa3/ieiCHUs, €CJIM OHa TMPEJCTABISACTCS PYKOBOJIUTEIIO OpraHU3allMH.
BrenHss qokiiaaHas 3ardcKa MoJIMMChIBAeTCS pPyKOBOAUTEIEM OpraHU3alINH.

JlaTol MOKIaaHOM 3alMCKM SIBISIETCS JaTra €€ COCTaBJICHHUS W MOAIMCAHUS
[34, c. 106—-107].

BaxxnbIil Bu1 HHGOPMAIMOHHO-CITPABOYHOTO JIOKYMEHTA — OOBSICHUTEIbHAS
3anucka. OOBSCHUTENbHAS 3alUCKa — JOKYMEHT, IOSICHSIOIIMN COJIep)KaHUe
OT/ICIBHBIX TMOJIO)KEHU OCHOBHOI'O JIOKyMEHTa (TUlaHa, MporpaMMbl, OTYETa) WIH
OOBSCHSIOMMA TPUYMHBI HAPYIICHHUS TPYIOBOM JHCIUIUIMHBI, HEBBIOJHCHUS
Kakoro-an6o mopydyeHus. OObsSCHUTEIBHBIC 3aMMMCKU, SBJISIOIIMECS MPUI0KCHUEM
K OCHOBHOMY JIOKYMEHTY, TOSICHSIOIIHE €ro, oQopMIIstoTcs Ha oOmuX OJaHKax.
[ToanmuceiBaeT uX pykoBoaAuTEdb. OOBICHUTENBHBIC 3aMUCKH, OOBICHSIOUINE
MPUYMHBl HAPYIICHUS TPYAOBOM JIUCIMILIMHBI, HEBBITIOJHEHHUS KaKoro-I1nbo
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MOPYYEHHUSI, COCTABISIOTCS OTIEIbHBIMU PAaOOTHUKAMU HAa CTAaHJIAPTHOM JIUCTE
OyMmaru, moJMUChIBAIOTCS COCTABUTEISIMU.

Eme onun BaxHbli BUJ WHOOPMALIMOHHO-CIIPABOYHOIO JOKYMEHTa —
crpaBka (Ilpunoxenue Ne 9). DT0 MOKyMEHT, MOATBEPKAAIONIUN KaKue-TUOO
dakThl unu coobiTusi. CrpaBKU COCTABISIOTCS ISl OMMCAHUS U MOATBEPKACHUS
(dakTOB WM COOBITUM B MPOU3BOJCTBEHHOW NESITEIBHOCTH OpraHu3aluu. TeKCT
CIIpaBKM COCTOUT M3 JBYX YacTed: B MEPBOM H3jaratorcs (DaxKThbl, MOCTYKUBIIHE
MOBOJIOM ISl €€ HANUCaHWs, BO BTOPOMl — NPUBOJATCS KOHKPETHBIC JIaHHBIC.
BbIiBOABI M IPEAJIOKEHUS B CIIPABKE HE JAIOTCS. ITO U OTJIMYAET €€ OT JOKJIaJHOM
3anucku. B crnpaBke (PUKCUpPYIOT CBEICHUS OMPEACIICHHOTO IMEepUojia BPEMEHH.
Jlatoii cnpaBku sBisieTcss jAata ee noanucanus. CHpaBKA COCTABIAKOTCS s
yIOCTOBEPEHUs HOPUANYECKUX (HaKTOB: MOATBEPKACHUS MecTa paboThl, Y4eObl,
3aHUMAaeMOW JOJKHOCTH M T.A. IIpyu cocTaBieHHMU CHPABOK, YIOCTOBEPSIOMIMX
opuandeckre (pakThl, UCTOJIB3YIOTCS yHUDHUIIMpPOBaHHBIE TpadapeTHbIe OJIAHKU
dbopmata AS.

Ecim HeoOxomuMoO BKIOYUTH B CHPAaBKy CBEACHUS IO HECKOJBKUM
BOIIPOCAM, TEKCT €€ JEIUTCA Ha pas3deibl, KOJIUYECTBO KOTOPBIX OMNPEAEIISIETCS
KOJIMYECTBOM OCBEIIAEMBIX BOMPOCOB. Pa3nenbl MOMKHBI UMETh 3arojiOBOK H
HyMmeparuio apabckumu 1udpamu. TekeT cOpaBkd, HUMEKOMUA ITUGPOBHIS
nokaszaTreiu, MoOXeT ObITb odopmieH B Buae Tabmuipl. CrnpaBku 10
IPOU3BOJACTBEHHON TEMATUKE COCTABISIOTCA B JBYX OK3EMIUIIpaX, OAWH U3
KOTOPBIX HAMpaBISETCA afpecaTy, a BTOPOM MOJIIMBAETCS B J1€710. TEKCT CIpaBKu
HaYMHAETCS C yKa3aHus (haMUIIUU, IMEHU U OTYECTBA (B MMEHUTEIHLHOM Ta/IeKe)
paboTHUKA (WM WHOTO JIMIIA — Y4Yallerocsi, MeHCHuoHepa U T.I.), O KOTOPOM
COOOII[AI0T CBEICHUS.

Crnenyromuii Bug HHOOPMAITMOHHO-CIIPABOYHOTO TOKYMEHTA — JIOKJa. JTO
MoCIIeIOBaTeNIbHOE M3JI0KEHWE Ha COOpaHWHU, 3aceJaHuu U T.N. HUHPOPMAINH,
Kacaromiencs TMpOJCIIAaHHOW WM  IUIAHHpyeMoW paboThl  PYKOBOIUTEIIEM
OpraHu3allid WA JAPYTUM JOJDKHOCTHBIM JIMIIOM DPAOOTHHKAM OIPEACIIEHHOTO
MOAPA3AEICHUS WM BCEH OpraHu3alvu. JJEMEHThl JOKJIaJa: BCTYIUIEHHE (TOKa3
1eJel 1 Ha3HAYeHHUs JIOKJIa/la); OCHOBHAS YacTh — U3JI0KEHHE OCHOBHBIX (JAKTOB;
BBIBOJIbI (B BHUJE IMOJIOKEHU); peKOMEHIanu. TeKCT JoKIaaa JOJKEH COCTOATH
U3 KOPOTKUX MpejiokeHni. B npeaioxkeHun 10mkHO OBITh He 6oee 20 cioB.

OmgauM U3 BUIOB HMH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB SIBIISECTCS
TeJerpamMma, To ecTh opuIMaTbHOE coolienne, nepenannoe o renerpady. Texct
TeJerpaMMbl JTOJKEH ObITh KpaTKuM. COI03bl, MPEJIOrd, 3HAKW NPENUHAHUS B
TEKCTE ONYCKAaKTCA. B MepBOM YacTH TeJleTpaMMBbl YKa3bIBaIOTCS: OTMETKA O
KaTeropuu TeJerpaMMbl; ajpecar; TeKCT; ¢GaMuins JOJKHOCTHOTO JIMIIA,
MOAIKCABIIETO TelerpaMMy. Bo BTOpPOM 4YacTH TelerpaMMbl — MOJ YEPTOU —
YKa3bIBAIOTCS: apeC U HAMMEHOBAHHWE OpPTaHU3AlUU-OTIPABUTEINS TEJIErPaMMBbl;
HAaNMEHOBAHUE JOJDKHOCTH; MOJINKUCH JIMIA, OT MMEHU KOTOPOro Telerpamma
HCXOJIUT; TIe4aTh; AaTa.

TenedonorpamMmma — opunHanIbHOE COOOIICHUE, MTEPEJaHHOE 110 TenedoHny, —
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3TO BUJ MH(POPMALIMOHHO-CIIPABOYHOr0 JOKYMEHTA, HCIOIb3YEMBIH AJId Mepeaadn
CPOYHBIX pPACHOPSIKEHUHM, WU3BEIIEHUA B mpenenax TtenedoHHo cBs3u. llpu
nepenade  teneoOHOrpaMMbl  TOJIAraeTcss  NPUIEPKUBATBCA  CIAEAYIOMIUX
YCTAaHOBOK: IepeAaBaTh TOJBKO KPAaTKyHO, CPOYHYI0 HH(GOPMAILMIO; MPOBEPATH
MPaBUWJIBHOCTh 3allUCH OOpaTHOM CBsI3bl0; TEeKCT — He Oosnee 50 cioB; He
UCIIOJIb30BaTh TPYAHO BBITOBApUBAaE€Mble UM PEAKUE CJIOBA; 3alMChIBaTh B
cHenuanbHbIN XKypHal (aKT nepeaadu TeiaedoHOrpaMMBl.

CpaBHUTEIBHO MOJIOAOW BUJ MH(POPMALIMOHHO-CIIPABOYHOTO TOKYMEHTOB —
anektpoHHoe coobmenue. [lo 'OCTy P 7.0.8-2013 «/lemonmpou3BojacTBO U
apxuBHOE Jef0. TepMUHBI U ONpENENeHUs» — 3TO JIOKYMEHT, HH(pOpMaIus
KOTOpOro TpejcTaBieHa B IUGPoBOi (opme, WM JOKYMEHT Ha AJIEKTPOHHOM
Hocutene [17].

DNEeKTpOHHAs MOYTa UCHOJIb3yeTcd Kak IS mepefadyd COOOIICHU BHYTpU
OJIHOTO YUpEeXJCHHS, TaK U MEXIYy pa3IMyHbIMM opraHuzauusmu. Kaxgomy
a0OHEHTY B DJEKTPOHHOM TOYTE BBIJAECISAETCS WHIMBUIYAIbHBIA «IIOYTOBBIN
AIIMK», KOTOPOMY TMPUCBAMBAETCA KOJ TMosib3oBaTesnss. OOMEH 3JIeKTPOHHBIMU
COOOIICHUSIMU OCYIIECTBIISIETCS Y€PE3 ITU TTOUYTOBBIC SIIUKH.

[Ipeqynoxxkenre — JOKYMEHT, TMPEACTaBISIIONIUNA COOOM Pa3HOBHIHOCTH
JIOKJIAIHOM 3allUCKH, COJEpKallleld MepeyeHb KOHKPETHBIX MPEAJIOKEHHUN T0
onpenesieHHOMY Borpocy. COCTaBISIOTCSA NPEIIOKEHUSI aHAJIIOTMYHO JI0KJIaIHBIM
3alMCKaM, HO, KaK MPaBWIO, MO 33alaHUI0 PYKOBOJACTBA. TEKCT MpemyioKEHUs He
COJICP)KUT AHAIMTUYECKOM dYacTH, a TOJbKO BBOJHYIO (00OCHOBaHWE) U
3aKJIFOYUTENbHYIO (IIepEeUCHb MPEJI0KEHUM ).

OObsicHUTENIbHASA 3alMCKa — JOKYMEHT, OOBSCHSAIONMIMA MPUYMHBI KaKOTro-
00 nercTBUs, GakTa, IPOUCIIECTBHUSA, COCTABISIEMbI paOOTHUKOM OpraHU3aIluH
U TIPEACTABISAEMBIA BBIIIECTOSIIEMY JODKHOCTHOMY JuIy. OObsCHUTENTbHAs
3amurckKa opopMIISIETCSl Ha CTAaHAAPTHOM JIMCTE OyMaru U aapecyercs KOHKPETHOMY
JTOJKHOCTHOMY JHIly. OOsi3aTeIbHBIMU PEKBU3UTAMHU OOBSICHUTEILHON 3alUCKU
ABJISIIOTCS: HAMMEHOBAHUE CTPYKTYPHOTI'O MOJpa3/iesieHHs], 1aTa, HOMEp, 3ar0J0BOK
K TEKCTYy, aapecar, NOANUCh. TeKCT OOBSCHUTENBHOW 3alMCKUA COCTOUT U3 JBYX
yacTed: mepBas 4YacTh COAEPKHUT (DAKThl, MOCITYXKUBIIME TIIOBOJAOM K €€
HalMCAHMUIO, BTOpas — NPUYUHBI, OOBSICHSAIOIINE CIIOKUBLIYIOCS CHUTYalHIO.
OOBsiCHUTENBHAS 3anmcKa HOJIHACHIBAETCS COCTaBHUTEJIEM. Hatoi
OOBSICHUTEIIFHOM 3alMCKH SIBISETCS J]aTa €€ MOIMMCAaHUS COCTaBUTEIEM.

CaMbIM 3HAUWTEITHHBIM BHJIOM WH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB
apisitorcst  nenoBble nucbMma ([lpunoxxkenme Ne 10). ITucemo — o0oOGuieHHOE
Ha3BaHUE PAa3JIMYHBIX IO COJAEPKAHUIO JOKYMEHTOB, CIYXKallUX MJi1 CBSI3U U
nepenadyn uHpoOpManuMu Mexay ajapecatamu. DyHKIMM NUCBMa CIEAYIOLIUE:
CPEICTBO KOMMYHHUKAIIMM; PETPaHCIALMU HHPOpMAIUH; YBEAOMJICHHE O YeM-
a100. Buabl ciry>keOHBIX MHUCEM:

MUCbMO-TIPOCHOA;

MUCBMO-TIPEITIOKEHHUE;

MUCBMO-TIPETEH3US;
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MHUCHhMO-3aIPOC;

MMMCEMO-U3BEIICHUC;

MH(OPMAIMOHHOE MTHUCHMO;

TUCHMO-0TKa3;

TUCHhMO-HATIOMUHAHWE;

COMPOBOJUTEILHOE MUCHMO U JIP.

TpeOoBaHUs K TEKCTy NHUChMa CIEAYIOIINE: KPaTKOCTh; JAKOHUYHOCT;
MOCJIEI0BATEILHOCTh;  YOEMUTENbHOCTh, KOPPEKTHOCTh,  OJHOACIEKTHOCTH;
00BEKTUBHOCTD; SCHOCTh. TEKCT MHUChMa COCTOMT W3 JBYX YacTCil: BBOJHOW H
OCHOBHOM. B BBOJIHOM 4acTH M3JararoTcsi (PakThl, MOCTYKUBIIUE MTOBOJIOM JIJISl €T0
HarnvcaHus. B OCHOBHOW 4acTH M3JIararoTCs ILENU: MPock0a, MpeayIoKEeHue, 0TKa3
u T.J0. B «Merogudeckux pEeKOMEHIANMSIX IO pPa3paboTKe HHCTPYKIHMHA I10
JIEJIOTIPOU3BOJICTBY B (DeiepalibHBIX  OpraHax HCIOJHUTEIBLHON  BJIACTH
OIKMCHIBACTCSA TOPSIOK OGOPMIICHHS CITy’)KEOHOH TICPENMMCKH M B KayeCTBE
NPUIIOKEHUS IPUBOJSATCS 00pasibl oopMmieHus ciyxebHoro nuceMa [51, c. 42—
45, 132]. Takxke wucUepHbIBalOIIMEe PEKOMEHAAIMU IO COCTABJICHUIO JAECIOBBIX
IUCEM IPE/ICTAaBIEHbI B yueOHO-npakTuueckoM nocodun B.d. Aukosoii [67].

TakuM oOpa3om, OOJIBIIMHCTBO JJOKYMEHTOB, CO3/IaBaCMBIX YUPEIKICHUSIMH,
SIBJISFOTCS  MTH(POPMAIIMOHHO-CIIPABOYHBIMU. ITO COBOKYIHOCTH JIOKYMECHTOB,
cojepkamux HHPOpPMAIMIO O (PAKTHIECKOM TIOJIOKEHUU JCN, CIy>KalluX
OCHOBAaHHEM I MPUHATUS PEIICHUN, U3TAHUS PACHIOPSIUTENbHBIX JOKYMEHTOB.
Haznauenue wHGOpPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB — JIOCTaBISITh B Opraf
ynpasiaeHuss nHGopManuio o0 (aKTHIECKOM IOJI0KEHHUH JIe]T B CHCTEME, O COOsIX B
CUCTEME, O CUTYallUIX, HY>KIAIOUUXCS B KOPPEKTUPOBKE MOCPEICTBOM MPUHSITHUS
pemenus. [lo muenuro B.®.SIHKOBOM, 3TOT KOMIUIEKC JOKYMEHTOB CJIE0BAIO OBI
BKIIFOUUTh KaK COCTaBHYIO YacTb B KaXIyl0 W3 PACCMOTPEHHBIX CHUCTEM
JOKYMEHTAIIMH, HO TIOCKOJIbKY OOIllee Ha3HAYCHHE ATHX JOKYMEHTOB OJMHAKOBO
(He3aBUCHMO OT TOTO, MPHU pealu3aluu Kakoh (QYHKIUU YIpaBICHUS OHU
co3marorcsi), Oomee  1enecooOpa3HbIM  SIBISIETCS  BBIJICJICHHME WX B
CaMOCTOSITEILHYIO ~ CHUCTeMYy  JokyMeHTamuu [68, c¢. 3]. OcoOeHHOCTb
WH()OPMAITMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB COCTOMT B TOM, YTO OHHU
00CTy>KUBAIOT Bce QYHKIIUU YIIPABJICHUS, HA HUX OCHOBBIBACTCS JII000E PEIICHHUE,
M0 KaKOMY OBl BOIIPOCY JESITEILHOCTH OPraHU3allid OHO HU MTPUHUMAJIOCh.

2.4 Knaccugpurkayusa u cucmemamuszauus 00KyMeHmos

Knaccudukarus o3HavaeTr pasienieHWe MPEIMETOB, SBICHHWNA Ha TPYIIIHI
(kaccel) Mo UX HanboJIee CYIIECTBEHHBIM MPU3HAKAM CXOJICTBA U Pa3INYUSL.

Knaccudukamuss HOCHUT BceoOmUN XapakTep, SBISETCS BaXHEHIIAM
MHCTPYMEHTOM HAy4YHOrO0 TIO3HAHHUS, MPOTHO3UPOBaHUs, ynpasieHua. OHa
HaxOJIUT IIHPOKOE MPUMEHEHHE BO BCEX OOJACTAX YEIOBEUECKOU NEATEIIbHOCTH
— B XUMHH, 00TaHUKe, 300510ruU U T. 1. [llupoko ucnonb3yercs Kiaccuukaims
U B cOLMANILHOU cepe, BKItoUasi chepy TOKYMEHTHOU eI TeIbHOCTH.
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JIro6oit moxkyMeHT, OyAayud OOBEKTOM MAaTE€pUaIbHOIO MHpA, SIBISETCA
YacTbIO ONPENENEHHON cucTeMbl 00BEKTOB 3TOro Mupa. B cBolo odepenp, JaHHas
CUCTEMa SIBJISIETCS MOACHUCTEMOW IO OTHOIICHHMIO K cUcTeMe 0oJiee BBICOKOTO
YpOBHS U T. A. B KOHEYHOM cueTe, BCS COBOKYIMHOCTh JOKYMEHTOB B OOIIECTBE
MPEACTaBIIAECT COOON OTPOMHYIO TOKYMEHTHYIO CUCTEMY, UMEIOIIYI0O MHOMXECTBO
noacucteM. [Ipu 3ToM TOKyMEHTHasi cUCTeMa KaKOW-TuOO0 OTIEIbHOM CTpaHbl, B
yactHOocTH  Poccuiickonn  denepanuu, ABISETCS  MOACUCTEMOM  MHUPOBOWU
JIOKYMEHTHOW CUCTEMBI.

Knaccuduxanuys 10KkyMeHTOB HE0OX0uMa, YTOOBI YIOPSIOUYUTh 3HAHUS O
JOKYMEHTaX, a TaKXe IJIs PEUIEHUs] MHOTOYUCIECHHBIX MNPAKTHYECKUX 3a7ad
paboThl C JOKyMEHTaMH, i HUX 3(P(EKTUBHOTO TOUCKA, HCIOIb30BaHUSA,
xpanenus [50, c. 259-260].

JIOKyMEHTHI KJTaCCUPUIIUPYIOTCS TI0 PAa3TUYHBIM MMPU3HAKAM.

[IpuBenem HECKOJBKO MIPUMEPOB caMbIX pacnpoCTpaHEHHbBIX
KJaccuuKaIuil T0KyMEHTOB.

N3 Bcero maccuBa JOKYMEHTOB BBIICNAIOT CIY>KEOHBIE U JIMYHBIC
JIOKYMEHTHI.

JInuHbIE — TIOKYMEHTBI, CO3J[aHHbIC OTIEIbHBIMU TpaxkaaHaMu (3asBICHUSI,
pe3toMe, apToouorpadus u ap.).

CnyxxeOHble TOKYMEHTBI HUCXOJAT OT MMEHM MPEANPUATUN, OpraHU3alui
VI TIPEACTABISIOMINX UX JOJKHOCTHBIX JIMII.

[Io copepxaHu MHOKYMEHTHI NOAPA3LAEIAIOTCS HAa OpPraHU3alMOHHO-
pacnopsIuTeNbHbIC, M0 JIMYHOMY COCTaBy, (PUHAHCOBO-PACUYETHBIC U .

[To crocoOy ¢ukcannu nHGOPMAIIUU TOKYMEHTHI JEJSTCS Ha MUChMEHHBIE,
rpaduyueckue, GoTo- ¥ KHHOJIOKYMEHTHI, 3JIEKTPOMArHUTHBIE U JP.

[Io cragmsiM co3maHWsl JOKYMEHTBI MOAPA3JEsAIOTCS Ha MNOMJIMHHUKA
(opuruHaIbl) U KONUU (OTITYCK, AyOJIUKAT, BHIITUCKA).

[lommMHHUK — TIEpBOHAYAIBHBIA JIOKYMEHT, COJEpKAlIUi HCXOJTHYIO
uH(OPMAIIMIO ¥ HAJISKAITUM 00pa3oM o(pOPMIICHHBIH.

Konus — MOKyMeHT, TOYHO NMOBTOPSAIOIIWM OpurvHajil. B mpaBoM BepxHeEM
YUy TIOJS MPOCTaBISETCS CJIOBO «KOIHS» M 3aBEPSIETCS COOTBETCTBYIOIIUM

obOpazom.
Paznuuarot cinenyromme pa3sHOBUIHOCTH KOIIUM:
OTnyck — TOJIHAasE KONUS HCXOMSIIEro JOKYMEHTa, OCTaBIIasics Yy

OTMpPABUTENS, U3rOTaBJIMBaeMas OJHOBPEMEHHO C MOJJIMHHUKOM Ha OOBIYHOM
nucTe Oymaru M 3aBepeHHasi COOTBETCTBYIOLIUM 00pa3oM.

JyOnukat — BTOpPOM OK3eMIUISp JJOKYMEHTa, BBIJAHHBIA B 3aMeH
MOJTMHHUKA, B CBSI3U C €ro yTpaToi. JlyOnuKaT v moyITMHHNK UMEIOT OJMHAKOBYIO
IOPUANYECKYIO CHITY.

Brinucka n3 JoKyMeHTa — KONUS YaCTH TOKYMEHTA.

[To cpokam XpaHEeHMsI JIOKYMEHTHI NOAPA3ICISAIOTCS HAa TPU OCHOBHBIX

CPYIIIIBIL:
MMOCTOSIHHOTO CPOKa XpaHEHHS;
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JOJITOBpeMeHHOro (cBhiie 10 ner);

BpeMeHHoro (110 10 ner).

Knaccudukanus 1OKyMEHTOB MPOU3BOJAUTCA HA dTane IPYNIUPOBKH UX B
nena.

Jleno — 3TO0 COBOKYNMHOCTh JOKYMEHTOB MO OJHOMY BONPOCY, MOMEIIEHHBIX
B TBEPAYIO 00J0KKY, 0OpOpMIIEHHAs: COOTBETCTBYIOIIUM 00PA30M.

B  ynpaBneHueckod  AESATENBHOCTM  OpraHu3aluid  Haumbojee 4acTo
MPUMEHSIOTCA CIEAYIOIINE BUIbI JOKYMEHTOB:

[Ipuka3 — mpaBOBOM aKT, W3aBaEMbI B LENSIX pa3pelieHHs] OCHOBHBIX U
OINEepPATUBHBIX 33/1a4, CTOSIIIUX MEepe]l OpraHUu3alueH.

PacnopspkeHre — mpaBOBOM akT, U37aBa€MbIil €IMHOJIMYHO PYKOBOJIUTEIEM
B LEISIX pEIIeHHUs OMNepaTHUBHBIX BOMPOCOB, KAaCaIOIIMUXCS Y3KOro Kpyra
JOJIKHOCTHBIX JIUII.

VYkazaHue — MpaBOBOM aKT, W3/IaBa€Mbli OpraHu3alMed IO BOIMpPOCaM,
CBA3aHHBIM  C  OpraHu3alieil  HUCIOJHEHHUS  TPHUKA30B,  HHCTPYKIHUM,
MH(GOPMAIIIOHHO-METOIMYECKOT0 XapaKTepa.

[IpoTokon — HOKyMEHT, (DUKCUPYIOIIUNA XOa OOCYXKICHHS BOIPOCOB U
NPUHSTHS PEIICHUN HA COOpaHUIX, KOHPEPEHIUAX U 3aCEaHUsAX KOJUIETHATBHBIX
OpraHoB.

[TuceMo — 06001IEeHHOE HAa3BAHKME PA3IMYHBIX 0 COJAEPKAHUIO TOKYMEHTOB
Ha OyMa)XHOM HOCHUTEJE U MEePeCchUIaeMbIX TI0 MOYTe.

CnpaBka — JOKYMEHT, COJEp Kalliii OMHCAHWE U MOJATBEPKICHUE TEX WIIU
UHBIX (PAKTOB WJIM COOBITHH.

JlokianHas 3amucka — JOKYMEHT, COAep Kalluii 00CTOSTENbHOE U3II0KEHHE
KaKoi-1100 nHpOpMaIuK, C BBIBOJAMHU U MPEITIOKEHUSIMU COCTABUTEIIS.

OObsicHUTENbHAS 3amuCcKa — JIOKYMEHT, TOSICHSIONMN CoJep KaHue
OTJIEJIbHBIX MOJOKEHUI OCHOBHOI'O JOKYMEHTa (IUIaHa, MPOEKTa, OTYETa) WIH
OOBSCHSIOIINKI MPUUUHBI KAKOT0-TH00 COOBITHSA, (paKTa, MOCTYIIKA.

[man — JOKyMEHT, YCTaHABIWBAIOIIUN TOYHBIA NEPEUYECHb HAMEUYAEMBIX K
BBITIOJIHEHUIO MEPONPUSATUNA WIN padOT, UX MOCIEA0BATEIbHOCTh, CPOKH, 00BEM U
KOHKPETHBIX UCTIOTHUTEIEH.

OT4eT — TOKYMEHT, COIepKAUIUi CBEEHUS O BBIIIOJHEHUH IJIaHa, 3aJJaHuUsl,
MIOPYYEHUN U MEPONIPUATHI OpPraHU3alMen Win JOIKHOCTHBIM JIUIIOM.

Cuctematuszanussi Y XpaHEHUE JOKYMEHTOB  SIBJISIIOTCSL  BayKHBIMU
OpraHU3alMOHHO-TEXHOJIOTMYECKUMU npoleaypamMu JIOKYMEHTAI[MOHHOTO
o0ecrnedeHunsi, TaK KaK TECHO CBS3aHbI C BOMPOCAMH CO3JaHHs apXWBOB M 0a3
JAHHBIX CaMOr0 PAa3JUYHOTrO HA3HAYEHUS U PALUMOHAIBHOTO HCIOJIb30BaHUS
JOKYMEHTHOM HWH(OpMalUM B MPOLECCaX YNPABICHUS PA3TUYHBIMU 3BEHbSIMU
MPEANPUSITHUS.

XpaHeHue JOKYMEHTalWd B JHOOOW OpraHu3aluy HEOOXOJIMMO HE TOJIBKO
JUIsl TOTO, YTOOBI CJIEA0BaTh 3aKOHOJATENIbHBIM HOPMaM, HO W [l BHYTPEHHEIO
KOHTPOJISI KayecTBa pabOThl U AUHAMUKHU Pa3BUTHUSL KOMMaHuu. s oOneryeHus
mpouecca pabOTBl € YK€  HCIOJHEHHBIMU JIOKYMEHTaMH HE00X0IHMO

50



MEPUOANYECKU MPOBOJIUTH TaKyI0 MPOLEAYPY, KaK CUCTEMATH3alMs JOKYMEHTOB.
B ngenompousBoacTBE cucTeMaTu3anus JOKYMEHTOB TMPHUMEHSAETCS Kak K
JIOKyMEHTaM MOCTOSIHHOTO XpaHEHHUsI, TaK U K JIOKYMEHTaM BPEMEHHOTO XPaHEHUS
(cpok xpaHeHust KOTOpbIx MeHee 10 ser).

CuctemaTu3upoBaTh — 3HAYUT PACOPEACIUTh JBJEMEHTHl  00BEKTa
(mokymeHTHOM wuHGOpPMAIMK) TIO MpPU3HAKAM POJICTBA, CXOJCTBA, TO €CTh
KiaccuuuupoBaTh M TUNM3MpPOBAaTh uX. Ha mpakTtuke mnpocTteilien
Kkiaccupukanuend TOKYMEHTOB SBJSIETCS HX TPYIIHUPOBKA B ONpPEACICHHBIC
pPEeAMETHBIE KOMILIEKCHI, B <«JI€JIay.

CuctemaTtuzaius JOKYMEHTOB — IMpolecc Tpyaoemkuid. Ho umMeHHO OH
OMOTAaeT B JaJIbHEHWIIEM 3HAYUTEIBHO YIPOCTUTH pPaboTy ¢  OOJBIITUM
KOJIMYECTBOM JJOKYMEHTOB.

Jlnst 4eTkoi opraHu3aIuy JOKYMEHTAIIMOHHOTO OOeCTeYeHUsl yrIpaBiIeHUs
JIOKYMEHTHI B MEPUOJ UX TMOJATOTOBKH U B MPOIIECCE UCTIONHEHUS JTOJDKHBI OBITh
CUCTEMAaTH3WPOBaHbl, a JUIsI MOBTOPHOTO  HKCIOJb30BAaHUS, IOJTOTOBKU
yIPaBICHYECKUX PEIICHUN, BbIAAYM CIPABOK COIHAIBHOTO U  CIY)KEOHOTO
XapakTepa — COXPAHEHBI.

CucremaTuzaius ¥ CUCTeMa XpaHCHUs JTOJDKHBI 00eCTeunBaTh OBICTPBIA U
TOYHBINA JIOCTYN K HEOOXOIUMBIM JIOKYMEHTAM.

B cnenmanbHO# uTepaType NPUHSATHI CIECAYIOINE MPU3HAKU TPYIIUPOBKH
JOKYMEHTHOW MH(pOpMallMi: HOMUHAIbHBINA, MPEIMETHO-BOIPOCHBIN, aBTOPCKHIA,
KOPPECTIOHICHTCKHM, reorpaduuecKuii, XpOHOJIOTHISCKUN M IKCIIEPTHBIN [54].

HomuHanbHbll MpU3HAK — 3TO TPYNIUPOBKA B OAHO €TI0 JOKYMEHTOB
onHoro Buaa. IIpuMepomM Takoro poma MOXKET CIYXKUTb OPraHU3AIMOHHO-
pacriopsauTenbHas JOKyMEHTaus (IPUKa3bl, IPOTOKOJbI, AKThI U T. [I.).

[IpenMeTHO-BONIPOCHBIM TPU3HAK — O3TO COBOKYNHOCTh JOKYMEHTHOM
uHbopMaIu, ee o0beAMHEHHE MO TUIM3UpOBaHHOMY BuAy. Hampumep: mamku,
(aibl ¢ JOKyMEHTaMHU O CTPOUTEIIBCTBE XO3SMCTBEHHOTO O0OBEKTA.

ABTOPCKUI TMPU3HAK SABISAETCS NMPUOPUTETHBIM NPHU MOA00pPE TOKYMEHTOB
OIHOTO aBTOpa, €JAMHOTO TBOPYECKOTO KOJUIEKTUBA (CTaTbH, JUCCEPTALUU,
MAaTEHTHI, TE3UCHI JTOKJIAT0B U COOOIICHHUHA | T. II.).

KoppecniongenTckuii  mpu3Hak  OpeBadupyeT Opu  (GOPMUPOBAHUU
MEPENUCKU C KOHKPETHBIM IOPUINYECKUM WIH (PU3NYECKUM JIUIOM (K IIpUMeEpy, €
00JaCTHBIM KOMHTETOM 10 YIIPABICHUIO UMYIIIECTBOM).

['eorpaduueckuii mpu3HaK 1menecooOpa3eH MpU TPYNIMUPOBKE JOKYMEHTOB
HECKOJIbKUX KOPPECMOHAEHTOB HAa TEPPUTOPUU JIAaHHOTO PETrHOHA (HarpuMmep,
nepenucKka C  MPeANpPUATHIMH-TIOTPEOUTENIME  TPOAyKIMu  PecrmyOnuku
Bamkoprocran).

XPOHONOTHYECKUN MPU3HAK YMECTECH MpH (POPMUPOBAHUH JOKYMEHTOB IO
KOHKPETHBIM BPEMEHHbIM TMapaMeTrpaM (K MpuMmepy, OalaHCOBBIE OTYETHI
npeanpustus 3a 2006-2010 roasl).

OKCHEpPTHBI  MPU3HAK  YYUTHIBAET CPOKM  XpaHEHUS JOKYMEHTOB
(moctrossHHOTO XpaHeHus — cBbimie 10 JeT u BpeMeHHoro xpanenus — 10 10 ner).
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IIpu knaccupukanuum JOKYMEHTOB HCIOJIB3YIOT HECKOJbKO IMPU3HAKOB B
Pa3IUYHBIX COYETAHUAX (C 00s13aTEIbHBIM YYETOM SKCIEPTHOTO NMpU3HaKa). Takos,
HaIpuMmep, 3aroJ0BOK nena: «OpraHn3aloOHHO-PACIOPSIAUTENbHAS
nokymeHTauusi nipeanpusitus 3a 2012 rom» codetaer B ce0e HOMHHAIBHBIM,
KOPPECIOHACHTCKUN U XPOHOJIOTMYECKUM ITPU3HAKHU.

TecHo cBsi3aHBl € OpraHuW3alMeldl CUCTEMATU3UPOBAHHOIO XPAHEHUS
JOKYMEHTOB PETUCTPALIMS U CPOKH XPAHEHUS JOKYMEHTOB, TAK KaK OHM SIBJIAIOTCSA
OCHOBHbIMU  (hakTOpamMu BbBIOOpa M  3aKpEIJICHUS CHUCTEMbl HAKOIUICHUS
JIOKYMEHTOB B IpOLIeCCE€ ONEePaTUBHON padOThl. 3aKpeIIeHne CPOKOB XpaHEHHUS U
CUCTEMbl MHJEKCOB JJii KOMIUIEKCOB JIOKYMEHTOB (€], €IWHUIl XpaHEHHUS)
NPOU3BOJUTCA B HOMEHKJIAType e, O NpaBHJaX COCTaBJIEHUS KOTOpOil Oyner
CKa3aHO HUXKE.

Paznen 3. Opranusanus U TEXHOJIOTUS
NOKYMEHTAIIMOHHOTO0 o0ecnieueHusi ynpasjiaenus (J1OY).
I'OCT UCO 15489-1:2007 00 ynpaBjieHUN JOKYMEHTAMM.

3.1 IIpeomem, cooeprcanue u 3a0auu /]0Y. Cmpykmypa cayxcoovt /10Y

CBOEBPEMEHHOCTh TOJIYYEHUS U JOCTATOYHOCTh WHMOpMAIUU SIBISETCS
3aJI0TOM  OOOCHOBAaHHOTO M A(G(EKTUBHOTO  YIPABICHYECKOTO  PEIICHHUS,
IPOJIYKTUBHON M 11€JIeCO00pa3Hol NesITeNbHOCTH. B Hamiel crpaHe KaKIblil Toj
HOSIBJISIETCST  Macca HOBBIX MPEANPHUATHN pPa3IUUHBIX (POpM COOCTBEHHOCTH,
CO3MaHHBIX C PA3JIUYHBIMU IEJISIMH, KOTOpPHIE CTAHOBITCS OOBEKTaMU U
cyObekTamu nepefaun uHopmaiuu. CpeacTBOM MaTepuain3alnuu uH(opmaiuu,
3aKpemieHuss €€ B TMPOCTPAHCTBE M BO BPEMEHHU SBISIETCS JIOKYMEHT, a
JESTENbHOCTh IO COCTaBJICHUI0O U O(DOPMIICHHIO JOKYMEHTOB Ha3bIBACTCS
JOKYMEHTAIIMOHHBIM 00€CTIeYeHUEM YIIPABIICHHUS.

Takum oOpa3om, JTOKYMEHTAIlUOHHOE OOECIeUYeHHUE YIpaBICHUS — ITO
NEeATEeNbHOCTD amnmnapara yIpaBJ€HUs, OXBaThIBAIOIIAS BOIIPOCHI
JOKYMEHTHPOBAaHUSA W OpraHu3anuu paboTel C JOKyMEHTaMHU B TIpolecce
OCYIIECTBJICHHSI M yIIpaBlieHYecKuX GyHKimi. JJokymMeHTanmonHoe obecreueHne
yOpaBJ€HUsA  SABJISETCA  OCHOBOIIOJNATaromed  TEXHOJIOTMEH  MEHEIKMEHTa,
OCHOBHOM IIEJIBI0 KOTOPOTO SBIISIETCSI 00ECIIEYeHHE PYKOBOJICTBAa MH(MOpMAIUEit o
COCTOSIHMU JIeJl Ha MPEeANPUITHHU JJIsl PUHATHS 0OOCHOBAHHBIX YIPABICHUYECKUX
pEeUIeHN U KOHTPOJIE UX BBIMOJHEHMUS.

Opranuzanust paboTbl C JOKYMEHTaMHU BIMSET Ha KayecTBO padOThI
ynpasieHus. OT TOro, HacCKOJIbKO MPOPECCHOHAIBHO BEAETCS JOKYMEHTallMs,
3aBUCUT yCHEX YIPABICHUECKON JIeSITENbHOCTH B 1enoM. Bce artambl
OpraHU3alMOHHON PabOThl OOBIYHO JOKYMEHTUpYIOoTCs. PaboTa ¢ mokymeHTamu
TpeOyeT crenuaabHbIX 3HaHUN U HABBIKOB.

[IpobOsemMa JOKYMEHTAIIMOHHOTO OOECIEUEHHs] YNpPaBICHUS B HACTOSAIIEE
BpeMsI HE YTpauyuBaeT CBOEH aKTyalbHOCTH. OOBSCHSETCS 3TO CIEAYIONIUMU
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MPUYNHAMU

— CYUIECTBYET SIBHO€ OTCTAaBaHHWE TEMIIOB Hay4YHO-TEXHUYECKOTO Iporpecca
OT TEMIIOB HapacTaHWs MOTOKOB HWH(opManuu BooOmEe u HHPOpMaUuU
YIIPaBIEHYECKOW, B YACTHOCTH;

— cnoco0bl M METOAbl O00pabOTKHM JTOKYMEHTOB, HMMEIOIIMECS HBbIHE B
pacnopsKEHUU  COTPYAHMKOB MHOTOYHMCIICHHBIX MPEINPUSATHH, €XEeIHEBHO
MPOITYCKAIOMIMX Yepe3 ce0sl ThICSUYM PacHOpAIUTENbHBIX U UHBIX JEJIOBBIX Oymar,
MO-TIPEKHEMY OCTAIOTCS BEChbMa JAJIEKUMHU OT COBEPILIEHCTBA.

O6bexktom JIOY sBAstOTCS Kak OTAENbHbIE JOKYMEHTBI, TaK W BCS
COBOKYMHOCTh JokyMeHTauuu. llpenmer JIOY — npaBunbHOCTH odopmileHUS
JOKYMEHTOB, OTPaXalOIIMX BEChb CIHEKTP YNPABICHUYECKONW JEATEeIbHOCTH
OpeNnpusiTUs;  Haajexallass  opraHu3alus  JOKYMEHTOOOOpoTa  COrjacHo
tpeboBanusim 'OCTos.

OcnoBnbIe 3aauu JIOY:

— OTPaXXEHUE YIPABJICHUYECKOW, MPOU3BOJCTBEHHON M MHOM JIE€SATEIIBHOCTH
NPEINPUSATUS B COOTBETCTBYIOIINX JTOKYMEHTAX;

— obecrieyeHne PalMOHAIBLHOTO HCIOJIb30BAaHUSI JIOKYMEHTOB B JIEJIOBOM
NpakTUKE OpraHu3auu, npeanpusarus [33, 39].

Pabota ¢ nokymeHTamMu JI0OJKHA UMETh HACTOJIBKO OTPA0OTaHHBIN MOPSAOK,
YTOOBI HE OTBJIEKATh PAOOTHUKOB OT TJABHBIX IleJiei mpennpusitusi. B cBsa3u ¢
ATUM KaXJ0€ MPEIIpHUsITHE CaMOCTOSTENBHO BBIOMpaeT (opmMy opraHu3aluu
JEJIOMPOU3BOICTBA: LIEHTPAIN30BAHHYIO, ICLIEHTPAIN30BAHHYIO UM CMEIIAHHYIO.

[Ipu nenTpasm3oBanHoi (hopMe Bce omeparuu no o0paboTke JOKYMEHTOB
COCPEIOTOYMBAIOTCS B €IMHOM IIEHTpE — KaHUEISpHUH, OOIleM OTAeNe WIH Y
ceKperapsi.

Henentpanu3zoBanHas  ¢opmMa  TIpelycMaTpUBAaeT  pacCcpeoTOUYCHHE
JEIOMPOU3BOICTBEHHBIX ONEPALNI MEXKAY CTPYKTYPHBIMU MOAPA3ACICHUSMH.

[Tpu cmemanHoi opme omepanuu BBHITTOIHSIOT EHTPATU30BAHHO (TIPHEM,
perucTpaiusi) U JACHCHTPAIM30BaHO (XpaHeHue, dopmupoBaHue nein). Dopmy
OpraHu3alyy JeJIONPOU3BOJICTBA BBIOMPAIOT C YYETOM pasMepa NpeaNpusiThs,
o0bemMa JIOKyMEHTOOOOpOTa, COCTaBa CTPYKTYpHBIX mojapasjeneHuid. (B
HEOOJNBIIMX  KOMMEPUYECKMX  MPEANPHUATHUAX  4Yalle BCEro  MpUMEHSETCS
[EHTpaIn30BaHHas hopma).

CrpykTypa Ciryk0bl 1€JIONPOU3BOICTBA JOJKHA ONPEAEIATh O TUMAJIbHBIN
COCTaB €€ BHYTPEHHUX IMOAPA3ACICHUIM, WX B3aUMOJCHCTBUE, XapaKTep
MO/TYNHEHUS.

OcHoBuble TonoxkeHust 'CIHOY 4YacTMYHO periiaMeHTUPOBaIM Ha3BaHUS
CIIy’)k0  JIeTIOTIPOM3BOJICTBA, KOTOpbIE THUMHM3UPOBAHBI B 3aBUCUMOCTH  OT
MPUHAJJICKHOCTH OpPraHU3aluid W YUYPEKIACHUNW K ONPENENICHHbIM TpynnaM Hu
ypOBHSIM yripaBiienus [18].

VYropaBneHue paelaMH CO3Ja€TCi B MHUHHCTEPCTBAX M BEIOMCTBaxX Kak
CTPYKTYpa, B KOTOpPOIl BBINOJIHAETCS paboTa C JOKYMEHTAMHM, W Kak oOpraH
KOHTPOJII W KOOpJAWMHALMU JEJIONPOU3BOACTBA B LEHTPAJIBHOM ammapare U B
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OTpaciH.

Kanuensapus co3maercss Ha rocyJapCTBEHHBIX MNPEANPUATHSX, B HAYYHO-
HCCJIEI0BATENbCKUX, IPOEKTHO-KOHCTPYKTOPCKUX  OpraHU3alusAX,  BBICHIMX
yuyeOHBIX 3aBeJeHUsAX U T. 1. B cocTaBe KaHIEIIpuUu OOBIYHO CO3HAIOTCS
nojpaszeneHus (0Taes, CeKTop, rpynmna) no npueMy u oopaboTKe MOCTYMaroMMX
U OTHPAaBJISIEMBIX JOKYMEHTOB, MO Yy4Ye€Ty M pErucTpanuud JIOKYMEHTOB, IO
KOHTPOJIIO 32 CPOKaMHU HCIIOJIHEHMsI JOKYMEHTOB, MO pabore ¢ 0oOpalleHUusIMH
rpaXkaaH, Mo CO3JaHUI0 TOKYMEHTOB, apXUB.

OO6muit oTaen — 3To ciayk0a mo padboTe ¢ JOKYMEHTAMU B UCTIOJIHUTEIIBHBIX
opraHax BJacCTH U HCIOJIHUTEIBHBIX CTPYKTypax (Mdpuu, mnpedexTypsl,
MYHHUIMIAIATETI)  MECTHOIO  CAaMOYIpPAaBJICHHS, Ha  TOCYJIapCTBEHHBIX
NPENNpUATUSIX, BBICIINX YYEOHBIX 3aBEICHUSIX U T. 1. B cTpyKkType ob1iero otaena
BCETI/1a CO3/1aeTCs MPOTOKOIBHBINA OT/EN, TpyIIa N1UCceM, IPUEeMHas.

Cekperapp yupexaeHus (CTPYKTYPHOTO TOJpa3JeieHus) BBIMOJIHSAET BCIO
paboTy ¢ JOKyMEHTaMU B HEOOJBIIMX YUYPEKICHUSX U OpraHu3anusx, He
UMEIOIINX BHYTPEHHEH OpraHu3allMOHHON CTPYKTYPHI.

OcHoBuble mnonoxeHuss ['CJOY pernmamMeHTUPYHOT HAaMMEHOBaHUE U
NpUOTU3UTETBHYIO CTPYKTYPY JIEIOMPOU3BOICTBEHHOM CITYKObI
rOCYy/IapCTBEHHBIX YUpexxJaeHud u npeanpustuii [18]. Pemenue o co3ganum
CIy)kObl, €€ Ha3BaHUU M BHYTPEHHEW CTPYKType B HETOCYyIapCTBEHHBIX
OpraHu3anuax T[PUHUMAET PYKOBOJACTBO  OpraHu3anuu. B coBMecTHBIX
OPEINPUSATUSAX 3TOT BOMPOC pelIaeT MpaBieHHE; B aKIHMOHEPHBIX 00IIecTBax —
ydpeauTenbHas KoH(epeHIus, B KoomepaTHBax — o0OIIee coOpaHWe UJICHOB
KOOTIepaTHBa.

OCHOBHOI 11€JIbIO CITYKOBI IEJIONPOU3BOACTBA, HE3aBUCHMO OT €€ Ha3BaHMs,
ABIIIETCS OpraHu3aIls, PYKOBOJICTBO, KOOPJAWHAIMS, KOHTPOIb M peaau3aius
paboT MO JIOKYMEHTAI[MOHHOMY oOecredeHuto. BeimonaHeHne »Tol 1enu
npelycMaTpUBAET PEUICHUE CIEIYIONTUX 3aa4:

— TIOCTOSIHHOE COBEpPIICHCTBOBaHME (OpPM U METOAO0B pPabOTHI C
JTOKyMEHTaMH;

— of0ecnedyeHne €IUMHOrO TMOpsAAKa JOKYMEHTHPOBAHUS, OpraHU3alUU
paboThl C JOKyMEHTaMH, HH(POPMAIMOHHO-TIONCKOBBIX CHUCTEM, KOHTPOJIS
WCIIOJHEHUS U MOATOTOBKH TOKYMEHTOB K ME€peladye B BEIOMCTBEHHBIN apXuB B
COOTBETCTBHH C JEUCTBYIOLIUMU roCyJapCTBEHHBIMU HOPMaTUBHO-
METOJUYECKUMU JOKYMEHTAMU;

— COKpaIlleHHE JOKyMEHTO000pOTa;

— pa3paboTKa U BHEAPECHUE HOPMATUBHBIX U METOJUYECKUX JOKYMEHTOB IO
COBEPIICHCTBOBAHUIO JIOKYMEHTALlMOHHOT'O OOECHeYeHuss B OpraHu3alid U B
MIOJIBEIOMCTBEHHON CHCTEME, IPOTPECCUBHBIX TEXHOJIOTMI JE€I0NpPOU3BOACTBA
[42].

OYyHKIUM  COBPEMEHHOM  Ciy»kKObl  jaenompou3BojctBa B Poccuu
ONPEENSIIOTCA U3 LeJIel U 33aJa4 €€ JeATeIbHOCTH M BKJIIOYAIOT MOJHBIM 00beM
paboThI, KOTOpas BBIMIOIHAETCS cliyxk00i. TunoBoit coctaB PyHKIUNA CIEYIOUINN:
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— pa3paboTKa, BHEAPEHHUE U BeJeHUE Tabens U anb0oMa YHU(PHUIIMPOBAHHBIX
(opM TOKyMEHTOB OpraHU3alMi; BHECEHUE B HUX U3MEHEHHIA;

— pa3paboTKa U MPOEKTUPOBAHUE OJIAHKOB JOKYMEHTOB;

—  OCYHIECTBJIEHHE OKCHEAUIMOHHON OOpa0OTKM TOCTYMAIOIIUX U
OTMPABJISIEMBIX IOKYMEHTOB;

— peructpauusi BXOJAIIUX, HCXOMSIIMX WU BHYTPEHHHUX JOKYMEHTOB U
BBINIOJIHEHNE MH()OPMAITMOHHO-CITPABOYHON pabOThI O JOKYMEHTAM;

— OpraHu3aius CBOEBPEMEHHOI'O PACCMOTPEHHUS U MOJATOTOBKU K JOKJIAdy
PYKOBOJICTBY NIOCTYIAIOIIUX JOKYMEHTOB;

— KOHTPOJIb 32 IPABWIBHOCTBIO O(POPMIIEHUSI JOKYMEHTOB, IIPEICTABIISIEMbIX
Ha TOJIUCh PYKOBOJICTBY;

— peryJupoBaHHE XO0Jla UCIOJHEHUS JOKYMEHTOB, KOHTPOJb MPOXOKIEHUS,
o opMIIEHUS U UCTIOJIHEHHUS TJOKYMEHTOB B YCTaHOBJIEHHBIN CPOK;

— OpraHu3ainus W3TOTOBJICHHUS TEKCTOB JOKYMEHTOB, MX KOIHMPOBAHUS H
OTIEpaTUBHOTO PA3MHOKEHUS;

— pa3paboTka HOMEHKJATYphl JIeJl OpraHu3alluM, OOecreueHHe XpaHEHUS
JIeJT U ONIEPATUBHOIO UCTIONB30BAHUS IOKYMEHTHON HH(POPMAIINH;

— opraHuzanus M BeJCHHE JENONPOU3BOJCTBA MO MPEAJIOKECHUSM,
3asIBIICHUSIM, JKallo0aM rpaxk/iaH;

— OpraHmsaiusi KOHTPOJs 3a paboToll ¢ JOKYMEHTaMH B CTPYKTYpPHBIN
noJipa3iejeHusX;

— pa3paboTrka (COBMECTHO C COOTBETCTBYIOIIMMH CTPYKTYPHBIMH
NoJIpa3/ieJICHUSIMUA OpraHU3allMKi) MEPOIIPUATHIA 10 COBEPUICHCTBOBAHUIO (GOPM U
METOJIOB palOThl C JIOKYMEHTaMH, a TakXe IO TOBBIIICHUIO HCIOJIHUTEIBCKOU
JTUCITUTUTHHBL

— KOHTPOJb 3a MPaBWIBHOCTBIO OQopmieHUus U (QopMUpOBaHMS A€l B
CTPYKTYPHBIX TOJIpa3IeICHUSIX OpraHu3aluu;

— opraHuzanus paboThl apXvBa YUYpeKIeHHs (BEIOMCTBEHHOTO apXuBa) B
COOTBETCTBHH C JCHCTBYIOIIMMHU HOPMATHUBHO-METOAUYECKUMHU PEKOMEHIAIUSIMU
Pocapxusa;

— TOBBINICHUE KBaNU(UKAIIMU PAOOTHUKOB CIY>KOBI JEIONMPOU3BOJICTBA U
apxvBa, [MpOBEJCHUE COBEHIAHUNW U KOHCYJIbTHUPOBAHHE IO BOIPOCAM,
OTHOCSIIITUMCS K KOMIIETEHITNH CITy>KObI ieonpousBoicTea [18].

3.2 Illonamue 0okymenmoooopoma.
Hpunyunwvt opzanuzayuu 00Kymenmooobopoma

Kak yka3piBaJIOCh BBIIE, NEATETLHOCTH OO0 OpraHW3alliy CBS3aHA C
00paboTKON ympaBiIeHUYECKOW MHGOPMAIMH, TIPEICTABICHHON B BUIE PA3THIHON
JOKyMeHTaluu. /laHHas nesTeNbHOCTh OCHOBaHA Ha MepepadOTKe MOCTYIMUBIIMX
Oo(pUIIUATIBHBIX JOKYMEHTOB HE3aBUCUMO OT CIOCOOOB MOJy4eHUs (MIEPEChUIKU) U
BHUJIOB HOCHUTENIEH, a TakKe B MPOU3BOJACTBE JIOKYMEHTHOM HHPOpPMALUU H
opUIIUATIBHBIX TJOKYMEHTOB, IIPEHA3HAUYCHHBIX KaK JJIsl UCIIOJIb30BaHUS B paMKax
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caMOM opraHu3anuu, Tak M BOBHe e€. (COBOKYIHOCTb TEXHOJOTHM
JOKYMEHTAILIMOHHOTO OO0ECNeYeHMs] yNpaBlICHUs, BKIOYas M creuupuyeckue
MIPOLIECCHI, CBSI3aHHBIE C BUJAOM 00paOaThIBAEMOW JTOKYMEHTalWH, HPHUHSITO
Ha3bIBaTh TEPMUHOM «JJOKYMEHTOOOOPOTY.

Bonpocbl, cBsi3aHHbIE C COBEPILICHCTBOBAHMEM JOKYMEHTOOOOpOTa B
OpraHu3aluu, SBISIOTCS KIOYeBbIMU. MIMEHHO onTUMU3alus JOKYMEHTO000pOTa
o0OecrieuynBaeT  Hajuiexamee  (QyHKIHMOHMPOBAHUE  CUCTEMbI  YIpaBJICHUS
opraHu3aunueld B YCJIOBHSX BIUSHHUS PA3JIUYHBIX M IOCTOSHHO MEHSIOLIUXCS
dbakTopoB.

AKTyalnbHBIMH SIBJISIFOTCS BOMPOCHI, KOTOpPBHIE CBSI3aHBI C BHEIPEHUEM H
UCIOJIb30BaHUEM CIEUATM3UPOBAHHBIX CHUCTEM JIOKYMEHTOOO0OpOTa, a TaKXkKe C
3aJlayaMy aBTOMaTH3alUU MPOILIECCOB TOKYMEHTOO0O0pOTA.

B cootBerctBuu ¢ I'OCTom P 7.0.8-2013 «/lenonpous3BOACTBO U apXUBHOE
neno. TepMuHbI U onpeieIeHUs» TOKYMEHTOO00POT OINpeAeIeTcs KaK JBUKEHUE
JOKYMEHTOB B OpraHU3allMM C MOMEHTa WX CO3JaHMs WM TIONy4YEeHHS 10
3aBEpILICHUS UCTIOJIHEHUA WM oTnpaBienus [17].

JlaHHO€  oOmpejeNieHne COACPNKHUT TPAAUIIMOHHOE TMpEACTaBICHUE O
JOKYMEHTO000pOTE.

JIOKyMEHTOOOOPOT SIBISIETCS YaCThIO OPTaHU3AIUU PAOOThI C JOKYMEHTAMH.
[lonHOTO TOXJIECTBA MEXKIY MOHSATHUAMH «TEXHOJOTHS» M «IJOKYMEHTOOOOpOT»
HeT. JloKyMeHTOOoOOpOT omnepupyeT O(UIHAIbHBIMUA, TO €CTh IOJHOCTBIO
opopmieHHbIMH JTIOKyMeHTamMu. Ha nmpakTtuke ke 3HAYUTENbHYI YacTh
JOKYMEHTOO0O0pOTa OpraHU3alluM 3aHUMAaeT paboTa C MPOEKTaMU JOKYMEHTOB U
nakeTaMu JOKYMEHTOB, HEOOXOAUMBIMH JJIsl TOKYMEHTHPOBAHUS TOTO MM UHOTO
YIPaBIEHYECKOr0 NeUCTBUA. Takue TeopeTHUeCKUe pacxXxoKIeHHUsl, TEM HE MEHEE,
HE MPEMSITCTBYIOT MCIOJIb30BAHUIO MPUBBIYHOTO M YCTOSIBILIETOCA TEPMHUHA IpU
OMMCAaHWUN KOHKPETHBIX TEXHOJOTHYECKUX MPOIIECCOB 00paOOTKH JOKYMEHTOB [34,
c. 160].

Enunsie TpeGoBaHus K opraHu3anudd pabOThl CO BCEMH JOKYMEHTAMH
YCTaHOBJIEHBI M 3aKpEIUIEHbl OCHOBHBIMHM IOJOXKEHUAMH ['ocygapcTBEHHOU
CUCTEMbI JTOKYMEHTAllMOHHOIO oOecrieueHus: ympasieHus. CrienuanbHbIi pa3zen
I'CHAOY «Opranuzanust padoTbl C JOKYMEHTaMHU» YCTAHABIMBAET NMPUHLHUIBI U
NOPSAZOK  OpraHu3alud  JTIOKYMEHTOOOOpOTa  YUpEKIEHHUs,  IMOCTPOCHHE
MH(POPMAIIMOHHO-TIOUCKOBOI CHUCTEMBI MO JTOKYMEHTaM YUYpPEKICHHsI, KOHTPOJIS
WCIIOJIHEHHS JIOKYMEHTOB M MOJATrOTOBKM JOKYMEHTOB K Iepefadye Ha XpaHEHUe
[18, c. 25-28]. Ho mpum »TOM paccMaTpwBaeTcs TOJBKO JOKYMEHTOOOOPOT
OpraHM3alluy B IIEJIOM M, COOTBETCTBEHHO, OpraHu3aius paboThl C BXOISIINMH,
BHYTPEHHMMHM W  HUCXOIAIIMMH  JOKyMEHTamMH. Torga Kak  BO3MOXEH
JOKYMEHTOOOOPOT OTAEIBHOIO I'pa’KJaHUHA, JOHDKHOCTHOTO JIMIA, CTPYKTYPHOIO
noJipa3iesieHus, OpraHu3anuu, GupMbl, OTPACIH, TOCYAapCTBA.

B knaccuueckom mpenctasienunu I'CJIOY moKyMEHTOOOOPOT XapakTepeH
Uil 000 COBPEMEHHOM OpraHu3aluud — BCIEIACTBUE TOrO, YTO IPOLECCHI
VIOPABJIECHUS B COBPEMEHHBIX OPraHU3alUsAX METOHOJOTHYECKH OJUHAKOBBI,
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TUNUYHBL. Takoi AOKYMEHTOOOOPOT Ha3bIBalOT OOLIMM, BBIAEISS €ro u3 Oosee
cnenu(pUYECKUX, YaCTHBIX BHUJAOB JOKYMEHTOOOOpPOTA, BBIMOJIHSIOUIUMX T€ WIIU
MHbIE (PYHKIIUU B YETKO OIpPEAEIICHHbIX BUAAX JOKYMEHTALIMOHHOM JESTEIbHOCTH.

OCHOBHBIMH (PYHKIUSMH JOKYMEHTOOOOPOTA SIBISIOTCS:

— KOMMYHHMKaTuBHas ((yHkums, obOecneunBaromas HWHOOPMAIMOHHOE
BHYTPEHHEE U BHEIIIHEE B3aUMO/ICICTBUE);

— nupekTuBHas ((yHKUMs, oOecrneuuBaronias NpAMOE YIpaBICHUE IMyTEM
MOCTAHOBKH 3aJ1a4 M KOHTPOJISI UX UCIIOJIHEHUS).

K o6mmm npuHIKnaM opraiu3aiy JT0KyMeHTO000pOoTa OTHOCST:

— OINEPATUBHOCTH ABUKEHUS JOKYMEHTOB;

— ofecrnieyeHne eauHOOOpa3us B MOPSJIKE IMPOXOXKJIECHHWE U TEXHOJIOTHH
00pabOTKH OCHOBHBIX KATETOPUI TOKYMEHTOB;

— HUCKJIIOYEHHE MHCTAaHUMN MPOXOXKACHUS U JACHCTBUN C JOKYMEHTAMH, HE
00yCJIOBJICHHBIX JIeTIOBOM HeoOxoaumocThio [41, ¢. 109].

Taxxke MOXHO Ha3BaTh 0oJiee KOHKPETHBbIE TNPUHIUIBI PAMOHATIBHOM
OpraHu3aluu JOKyMEHTOO0OPOT: MPSIMOTOYHOCTh, HEMPEPHIBHOCTD, PUTMUYHOCTb,
napajyieIbHOCTh, TPOMOPIIMOHATBEHOCTD.

[IpyHIIMD NPSMOTOYHOCTH JIBJKEHUS JOKYMEHTOB TpeOyeT, 4YTOOBI
nepeMelleHne JOKYMEHTOB OCYIIECTBIISIIOCH 10 Hauboyiee KOPOTKOMY MyTH, 0e3
NeTelb, BO3BPATHBIX MepeMeleHni. JIJis BBITTOIHEHNS TaHHOTO TpeOOBaHUS OYeHB
BaXXHO CO3/aTh [JJs BCEX JOKYMEHTOIOTOKOB Hambojee IeIecoo0pa3Hyro
TEXHOJIOTHIO 00pabOTKH, IMOCIEI0BATEIHHOCTh BBIMOJHEHUS ONepaluuid. ITOMY
IIOMOXET  IOCTPOEHHWE  CXeM  JIOKYMEHTOOO0OpOTa,  MapIIpyTHBIX |
TEXHOJIOTUYECKHX KapT Ha YIPABICHUYECKYIO TOKYMEHTALUIO.

HeoOxomumo  Taxke mpoaymMaTh MPOCTPAHCTBEHHOE  PACIOJIOKECHHE
CTPYKTYPHBIX TOJIpa3/IeJICHUH armapaTa yIpaBlIeHUs U OTIEIbHBIX pabounXx MECT.
HaubGonee mnpoctoit ¢opme IBUKEHUS TOTOKOB JOKYMEHTOB COOTBETCTBYET
JUHEWHOE PAaCMOJIOKEHUE CTPYKTYPHBIX mojapaszaencHuii. Hampumep, HeymoOHO,
€CIIM PYKOBOJICTBO YUYPEKIEHHS pa3MEIIaeTcsl B OJHOM KOHIE 3JaHusi, a
KaHILIEJSIpUs, CBA3aHHAs C PYKOBOJACTBOM MHTEHCHBHBIM OOMEHOM JIOKYMEHTOB, —
B IIPOTUBOIOJIOKHOM (KaHLEISAPHUS OOBIYHO PACIOJIAraeTcsl B CEpeAUHE JTUHENHOM
cTpyKTyphI). COOII0ACHUIO TPUHITUIIA MPSIMOTOYHOCTH CLIOCOOCTBYET B TOM YHCIIE
TaKO€ PACIOJIOKEHHE pabOYMX MECT, KOT/Ia CTOJ COTPYAHHKA, OCYIIECTBISIOLIETO
IIPEIBAPUTEIBHOE PACCMOTPEHHE M PpaACIpEENICHHE JOKYMEHTOB, HAaXOJIUTCS
PAIOM CO CTOJIOM COTPYJHUKA, PETUCTPUPYIOLIETO JOKYMEHTBHI.

PaGota ammapara ympaBieHHUs, KaK MPaBUIIO, COMPOBOXKIACTCS CIOXKHBIM
MOTOKOM JOKYMEHTOB. IlpomyckHas CHOCOOHOCTh BCEH LEMU ONpeaenseTcs
MPOITYCKHOW CTIOCOOHOCTHIO ciabeifmiero 3BeHa (MHCTaHIUH ), TPUYEM OHO MOKET
OKa3aTbCd Ha JIOOOM YpOBHE HEPAPXUYECKOM CHUCTEMBI, HE3aBUCUMO OT
Ha3HAYEHUs] MHCTAHLIMUHM W OIEpallii, BBIMOJHIEMBIX HAa 3TOM Y4YacTKE pPaOOTHI.
Hanpumep, 3anepkka MOTOKa JOKYMEHTOB MOKET OBITb B TOM Ciyyae, €clid
neperpy>eHbl  paboTtoi ucnonHutenu. [ns ykpersieHus ciia0eifiiero 3BeHa
HEOOXOIMMO NIPENLyCMOTPETh OJMH W3 BapUaHTOB €ro pa3rpy3KH: OTBETBIICHUE
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MOTOKA IOKYMEHTOB OT OCHOBHOM IIeTIH, BBEJCHUE TYOJICPOB U T. II.

[TpyHIIMT HETMPEpPBIBHOCTH B JOKYMEHTOOOOPOTE — 3TO HEMpephIBHASL
mojada JOKYMEHTOB HAa TOT YpPOBEHb, TJE€ IO HUM NPUHUMACTCS PEIICHHE.
JlaHHBI TPUHIIMI HECOBMECTHM CO CKOIUICHHEM JOKYMEHTOB B  OJHOM
uHCTaHIMU. Bo wn30exaHWe BO3HUKHOBEHHS TAaKUX CHUTYyaIlUd PEKOMEHIYETCS
pa3paboTka TMepedyHs JIOKYMEHTOB, HE IOJJICKANIUX PETHCTPAIUU CITYKOOU
JICIONIPOU3BOJICTBA,  KOTJa  YacTh  IOCTYHAIONIUX  JOKYMEHTOB,  MHHYS
PYKOBOJICTBO, TE€pEAcTCs Ha HCIIOJIHCHHE HEMOCPEJICTBEHHO B CTPYKTYPHBIC
HOpa3IeTICHHUS.

[TpyHIIMNT HEMPEPBIBHOCTH MPEANOJaraeT, MPek e BCETO, PaBHOMEPHYIO
3arpy3Ky COTPYJAHHMKOB B paboTe ¢ JOKyMEHTaMH, TPeOyeT YCTpaHCHHUS WU
YMCHBIIICHHSI TICPEPHIBOB B TPOIIECCax TpyAa M JTIOKYMEHTOO00pOTa.

HecBoeBpeMeHnHOE TOSTy4eHHEe HHPOPMAIIMH, COACPIKAIIEHCS B JIOKYMEHTE,
BJICYET 3a COOOM HECBOCBPEMEHHOE BBIMOJHEHUE PAOOTHI MO HEMY, BBI3bIBACT
3aJIeP’KKY BCEX MOCIEAYIONUX paboT.

[TpyHIIMD PUTMUYHOCTH JOKYMEHTOOOOpOTa O3HA4YaeT pPaBHOMEPHOCTH
JBUKCHUSI TIOTOKOB JOKYMCHTOB, IMOJYMHCHUE HAMOOJCe MPUEMIIEMOMY PHUTMY
JBUKCHUS. DTOT TNPUHIMII TECHO CMBIKACTCS C TPHUHIIUIIOM HEMPEPHIBHOCTH:
JBUKCHUE JIOKYMEHTOTIOTOKOB HE MOXKET OBITh PUTMHYHBIM, €CJIM HapyIlIcHa
HETIPEPBIBHOCTH JIBUKCHHSI.

[TpuHIUTT TapaJIeIBHOCTH O3HAYAET BBIMOJTHEHHUE OTACIBHBIX Olepalfii 1o
00paboTKe JOKyMEHTa B Iporiecce ero ABuxkeHnus. OCOOEHHOCTh ATOTO MPHUHITUIIA
COCTOHWT B COKpAIlCHWH BPEMEHU Ha MPOXOXACHHE JOKyMeHTa. llapammenpHOoe
BBITIOJTHEHNE OTHCNBHBIX  Olepamuii 3HAYUTEIHHO YCKOpSIET ~ Kak
JTOKYMEHTOOOOPOT, TaK M UCIIOJHEHUE IOKYMEHTA B IIEJIOM.

[IpyHOMIT  TPOMOPIMOHAIBHOCTH — MPEIIOJIaracT  MPOTOPIHOHATBHYIO,
pPaBHOMEPHYIO 3arpy3Ky KaHaJlOB JIBHDKEHHS JIOKYMEHTOB. Bo3MoxHOCTH
OOCITY)KMBAIOIINX TMOAPa3eICHUH JOHKHBI COOTBETCTBOBATh UX IMOTPEOHOCTSIM.
HecoGmronenne gaHHOTO TpeOOBaHUS NMPUBOAMT K TOSIBICHUIO TUCIPONOPIUI B
JOKYMEHTO000pOTE, KOT/Ia OJTHU KaHAJbI IEPErpy>KeHbI, & APYTHe HEIOTPY>KEHBI.

3.3 Omanot 0surcenusa u 00padbOmMKu 0OKyMeHmos

JIOKyMEHTOOOOPOT KaK TEXHOJIOTHYECKUIN TPOIECC COCTOUT U3 HECKOIBKUX
JacTe! — JIOKYMEHTONIOTOKOB (ITOTOKOB JOKYMEHTaIbHOU WHGMOpMAIINH),
o0ecreunBalomuX MPSMYI0 U 00paTHYIO CBsI3b B yIpaBieHUH. [[OKyMEHTOMOTOK
MpeACTaBiIsieT CcoOOM  CIOXKUBILIEECS WJIM OpPraHW30BaHHOE B  Ipejaenax
WH()OPMAITMOHHONW CUCTEMBI JBWKCHHUE NAHHBIX B OINPEACICHHOM HANpaBICHUU
MIPH YCIOBHH, YTO Y ITUX JAHHBIX OOIINN UCTOYHUK M OO MPUEMHUK.

[TocTymaromue B OpraHu3aIyio JOKYMEHTHI 00pa3yloT TOTOK BXOJSIIEH
KOPPECHMOHACHIIMU  (BXOJSIIMNA  JOKYMEHTONOTOK),  KOTOpasi,  Ipous
HEOOXOUMbIE CTaauu 00pabOTKH, pPa30MBIINCHL HA KOHKPETHBIE MOPYYEHUS,
MONaJaeT B KOHEUHOM MTOT€ K KOHKPETHBIM COTPYAHUKAM JJIsi O3HAKOMJICHUS U
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Ha UCIOJHEHUE. B pesynbTaTe 3TOro BXOASIINN TOKYMEHTOIOTOK B OpraHU3aluu
o0pasyeT TpW HaNpaBJICHUS ABUKEHUS: PYKOBOJCTBY OpraHU3aIluU; PYKOBOJCTBY
CTPYKTYPHOI'O MOAPA3/AEIICHUS; HEIOCPEACTBEHHO CIELIMAIIUCTY.

B moapasneneHusix W3 JIOKYMEHTOB, TOJTOTOBJICHHBIX COTPYIHUKAMH,
Takke (GOPMUPYIOTCS JTOKYMEHTOIOTOKH, KOTOpPHIE B pE3yJIbTaTe€ CIMBAIOTCS B
€IUHBII OTOK OTIIPABIIIEMON KoppecnionaeHuuu [34, c. 161].

Ucxonsamuit (oTmpaBisieMblil) TOKYMEHTONOTOK COCTOUT U3 JTOKYMEHTOB,
CO3/1aBa€MbIX B JITAHHOW OpPTaHU3aIMU U OTIPABIISIEMBIX 32 €€ MPEICIIb.

Ucxopsimye MOKYMEHTBI MOTYT OBITh WHHUITMATUBHBIMH WM OTBETHBIMH.
NHunmaTuBHBIE TOKYMEHTHI BCET/la 3HAYUTEIBHO MPEBBIIIAOT TPYIIMY OTBETHBIX
TOKyMeHTOB. Hcxoasmuii JOKYMEHTOMOTOK, KakK IPaBUJIO, IMPOHU3BIBAECT BCIO
YIPaBICHYECKYIO CTPYKTYPY OpraHU3aIlyH.

MapuipyTbl JABHXKEHUS OTUX JOKYMEHTOB 3aBUCAT OT KOJUYECTBa
WHCTAHIMM COTJIacOBaHUsl, BU3UPOBAHMS, MOANKUCAHUs JOKyMEHTOB [31, c. 147].

Kpome Toro, B opraHuzanusax, Kak MpPaBUIO, HMUPKYJIUPYIOT TOKYMEHTHI,
CO3/IJaHHbIE B HEW M HE MpeHa3HAYEHHBIE K BBIXOJY 3a €€ Mpeieibl — MOTOKH
BHYTpPEHHEN JTOKYMEHTAIIUH.

K BHYTPEHHUM JIOKYMEHTaM OTHOCSIT OpraHU3allMOHHEBIE,
pacriopsauTebHble, HMHPOPMAIMOHHO-CIIPABOYHBIC, a TaKXKe IUJIAHOBBIE W
OTUETHBIE JOKYMEHTBI, JOKYMEHTHl II0 YYE€Ty MaTe€pUajbHbIX M JICHEKHBIX
CpelCTB, O0OpPYAOBaHMS, JUYHOTO cocTaBa. MaplipyThl JBHKEHUS BHYTPEHHHX
JIOKYMEHTOB SIBJISIFOTCSI HanboJiee perJaMeHTUPOBAHHBIMU, YTO BJICYET OIYTHUMbBIE
NOTEpPU BPEMEHU HA MPOXOXKICHHE HOKYMEHTOB. VX MyTh HauMHAETCs y OJHUX
COTPYIHHUKOB (MX aBTOPOB) M 3aKaHYMBAETCS y JPYTUX COTPYIHUKOB
(ucrioHUTEIIECH ).

Jlpyroil XapakTEpUCTUKOM JTOKYMEHTOOOOpOTa SIBISETCS BUIOBOM COCTaB
TOKyMeHTOB. B wacTHOCTH, 3TO MOTYT OBITH [34, C. 161]:

— PpacnopsIUTENbHbIE JOKYMEHThl OPraHOB BIIACTH W BBIIIECTOSIIUX
OpraHu3alui U YUYPEKICHUM;

— aKTbl U CIIPABKU MPOBEJCHUS BHEBEIOMCTBEHHBIX IPOBEPOK;

— CTATUCTUYECKAsi OTYETHOCTH;

— MUCHhMa-3aIpOoChl O AEATEIbHOCTH OPraHU3ALNY;

— MUCbMa-OTBEThl HA UHUIIMATUBHBIE 3aIIPOCHI CBOMX COTPYAHUKOB;

— Marepuaibl (IpUrJalleHus, TE3UChl BBICTYIUICHUM, PEIICHUs, POTOKOIbI
U ApPyrue) Mo y4acTHIO B JEATEIbHOCTH KOJIJIETHAJIbHBIX OPraHOB U HAayYHBIX,
OOIIECTBEHHBIX MEPOTIPUATHHA H T. 1.

Bonpioe 3HaueHue B OpraHu3anuu JOKYMEHTOOOOpOTa MMEET aBTOPCTBO
NOKyMeHTOB. llpennokeHus, 3asBieHUsT W KaloObl TPaKIaH, [OKIAIHbIE H
OOBSCHUTEIIFHBIC 3aMMCKH, TPYIOBBIE KOHTPAKTHI, JOKYMEHTHI, MOJYYCHHBIC W3
OpraHOB BJIACTH, U IPYTUE UMEIOT Pa3Hble TEXHOJIOTUH 00pabOTKHU.

OnHoll W3 OCHOBHBIX XapaKTePUCTUK JOKYMEHTOOOOpOTa SIBISIETCS HE
TOJIKO O0BEM JOKYMEHTOIOTOKOB (M 00bEM JIOKYMEHTOOO0OpOTa), HO U UX
UUKIMYHOCTh. C yyeToMm 3Tux (hakTopoB opraHuzyercst Bcsi pabota ciayx0 OV,
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ompeensieTcs:  KOJIMYECTBEHHBIH  COCTaB  COTPYJIHHUKOB, pPEXHUM  Tpyla
PYKOBOJUTENEH, HEMOCPEACTBEHHO YYACTBYIOIIMX B OPraHU3allUU MPOXOKJIECHUS
JOKYMEHTOB B YUYPEXJEHUU, KOMIUIEKTAalUsl HEOOXOJUMBIMU CpPEICTBAMU
OPraHU3alMOHHON TEXHUKH.

3amaya JeNONpPOU3BOACTBEHHBIX CIYXO OpraHu3zaluu (MpeanpUsITHs)
3aKJIIOYAETCS] B TOM, YTOOBI JOKYMEHTBI BO BPEMsI CBOETO JBUKEHHS HE TEPSUIUCH
Y BOBpEMs MOCTYIAJIN B OUEpPEAHbIE MYHKTHl 00paboTKu. IMEHHO OT YETKOCTH UX
JIBUKEHUS ~ 3aBUCUT  CBOEBPEMEHHOCTb W NPABWIBHOCTb  MPUHATHUSA
YIOPABIEHYECKUX PEIICHUI. OJTa 3ajada pemaercss ¢ MOMOIIBI0 MHOTOJIETHETO

OIIbITA, BBIBepeHHOﬁ u OTIJ.UIH(i)OB&HHOfI CHUCTCMBI OopraHu3anuuuu
IIOKYMCHTOO60pOTa, KOTOpass 3aKpCIJICHA B HOPMATUBHBIX U MCTOJUYCCKUX
HJOKYMCHTAX.

Uto KkacaeTcss CHCTEM DJJIEKTPOHHOTO YIIpaBJIEHUsSI JOKyMEHTaMH B
opranuzaiuu, To B 'OCTe P 7.0.8-2013 «/lenonpou3BoACTBO U apXUBHOE JETIO.
TepMmuHbl U ompenesieHUs» Mbl HaXOJUM OIPENEICHUsI 1IeJIOT0 Psija TEPMHUHOB,
UMCIOIIMX OTHOIICHHE K aBTOMATHU3allUM JOKYMEHTO00OpOoTa. ITO Takue
TEPMUHBI, KaK <OJIEKTPOHHBIA JIOKYMEHTOOO0OPOT»  (JIOKyMEHTOOOOPOT ¢
UCIIOJIb30BaHUEM aBTOMATH3UPOBAHHOM MH(GOPMAIIMOHHON CUCTEMBI, T.€. CUCTEMBbI
ANEKTPOHHOTO JIOKYMEHTO000pOTa), «IJIEKTPOHHOE XPAHWUIIHUIIE JOKYMEHTOBY
(4acThb CHUCTEMBI AJIEKTPOHHOTO JIOKYMEHTO00OpOTa, obecredynBaronias XpaHeHue
AJNIEKTPOHHBIX  JIOKYMEHTOB), «BEJIOMCTBEHHas (KOpIOpaTHBHAas) CHUCTEMa
AIEKTPOHHOTO JOKYMEHTO000pOTa (uHpopMaLOHHAS cucTeMma,
oOecrieynBaroias  BEJOMCTBEHHBIM  (KOPHMOPATUBHBINA)  TOKYMEHTOOOOPOT),
«BEIOMCTBEHHBIA (MJIM KOPHOPATUBHBINA) DIEKTPOHHBIA JOKYMEHTOOOOPOT»
(9MEKTPOHHBIA JOKYMEHTOOOOPOT MEXKIY CTPYKTYPHBIMHU TOJpa3feieHUsIMU U
OpraHu3aIusIMH, COCTABJISIOMIMMHU €AMHYIO CUCTEMY) U Ipyrue TepMUHBI [17].

Kaxnaplii BHA JOKYMEHTAa MMEET CBOW NYTh JIBUXKEHUS, KOTOPBIM MOKHO
IPOCIIEIUTh, ONTUCATh U 3aKPETHUTh 32 HUM.

I'CHOY pekoMeHAyeT 3aKpeIuvisiTh NOPSAOK ABUKEHUSA (IIPOXOKICHUSA)
JOKYMEHTOB B OpraHu3allid B CIEHHUAIbHBIX TEXHOJOTMYECKUX CXeMax,
pa3paboTKON KOTOPBIX 3aHUMaroTcsa ciyx0bl JIOY u KoTOpble yTBEpKIAIOTCS
pykoBosicTBOM opranuzanuu [18]. B Takux cxemax HEOOXOAMMO OTPaKEHUE BCEX
ATANOB U MyHKTOB MPOXOXKICHUS JOKYMEHTHON MH(POPMAIINK, CPOKOB 00padOTKU
Y UCIIOJHEHUS IOKYMEHTOB.

[TpaBunbHOE cocTaBineHue Tpaduka JOKYyMEHTOOOOPOTa U €T0 COOMIOACHUE
CIIOCOOCTBYIOT PpallMOHATBHOMY PACIPEACICHUIO JTOJDKHOCTHBIX O0sS3aHHOCTEH
MEXJy paO0OTHHUKAMU U YCHIICHUIO KOHTPOJIbHBIX (PYHKIMI, oOecrneynuBaer
CBOEBPEMEHHOCTh MOATOTOBKH HEOOXOIUMBIX YIPABICHUECKUX JOKYMEHTOB.

[Ipn wucnonb30BaHUM aBTOMATHU3UPOBAHHON 00pabOTKM WHGOpPMAHK B
CXEeMY JOJIKHBI OBITh BKJIIIOUEHBI BCE MyHKTHI 00PaOOTKU JOKYMEHTOB C TOMOIIIBIO
CPEACTB KOMIBIOTEPHOM TEXHUKHM U CPEICTB OprrexHuku. OpraHuzanus
JOKyMEHTOO0OpOTa B YCJIOBHUSIX NMPUMEHEHUS WH(POPMAIMOHHBIX TEXHOJOTHH U
KOMITBIOTEPHON TEXHUKU JI0JKHA 00ECIeYnBaTh COBMECTUMOCTh TPAJAUIIMOHHON U
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aBTOMATU3UPOBAHHON 00PaOOTKHU JOKYMEHTOB.

TexHomornveckas 1enovYKa ABUKEHUS U 00pabOTKH JOKYMEHTOB B 00IIEM
BU/JIE BKJIIOYAET HECKOJIBKO ATAMOB!

— IIPUEM U NEPBUYHYIO 00pabOTKYy;

— IPEJIBAPUTEIBHOE PACCMOTPEHUE U pacpeleTICHUE;

— PETUCTPALIHIO;

— HaIpaBJICHUE HA UCIIOJIHEHHUE;

— KOHTPOJIb UCTIOJIHCHUS;

— UCIIOJIHEHUE;

— opopmIiIeHHE U YAOCTOBEPEHHUE;

— OTMPABKY;

— MOATOTOBKY U Tepeiayy B apXuB.

Kaxnplii 1OKyMEHTONOTOK MMEET CBOM OCOOEHHOCTH: pa3iuvaeTcs
COCTaBOM JOKYMEHTOM, TOPSIIKOM WX OO0pabOTKM W HaIpaBJIECHUEM JIBH)KCHUSI.
Kaxaplli JTOKYMEHTOIOTOK HWMEET CBOM JOCTaTOYHO CTaOWJIBHBIA MapuIpyT
JBIDKCHMS, KOTOPBIA 3aBUCUT OT PACHpPEACNICHHS O00S3aHHOCTEH MEXITy
PYKOBOJUTEISIMUA, CTENEHW perjaMeHTanuu  (QYHKIUHA  pPYKOBOIUTENS M
CTPYKTYPHBIX TOJIpA3/ICIICHUN U MPUHATON B OpPTaHU3AIMKU TEXHOJOTUH PAOOTHI C
JTIOKyMEHTaMH.

JIBMKEeHUE TMOCTYNMUBIIMX TOKYMEHTOB W paboTa ¢ HUMH MPOUCXOIUT IO
CJIEIYIOIINM JTaram:

— IIpUEM U TIepBUYHAsI 00pabOTKa;

— IpeJIBApUTEIHLHOE PACCMOTPEHHUE, paclpeie]ICHUE, pa3MeTKa;

— perucTpanus;

— paccMOTpeHHe PyKOBOACTBOM;

— HampaBlICHUE HA UCIIOJIHCHUE;

— KOHTPOJIb UCTIOTHEHUS

— UCTIOJTHEHUE;

— TIOJIITUBKA B JIETa;

— UCTIOJIb30BaHKE B HH(POPMAIIMOHHO-CTIpaBouHOM padoTe [41, c. 113].

[Topsnox 0O0paOOTKM HCXOIANIUX JTOKYMEHTOB (OTHPABIISIEMBIX) BKIIOUYAET
CJEAYIOIINE 3TATIBI:

— COCTaBJICHUE UCTIOJIHUTEIIEM MPOEKTA;

— COTJIACOBAHME MIPOEKTA;

— nopaboTKa mpoekTa (B ciiydae HEOOXOIUMOCTH);

— BU3UPOBaHUE (€CIU HEOOXO0UMO);

— IMIPOBEPKA MPABUIBHOCTH O(POPMIIEHHUS IPOEKTA;

— NOANMUCAaHNE PYKOBOAUTENEM (B HEOOXOIUMBIX CIydasiX — YTBEPKICHUE);

— PEeruCTpalus;

— OTIpPABKA aJipecary;

— MOJIIIMBKA BTOPOI0 SK3eMIUIsIpa (KOTIUH) B JEJ10;

— UCIOJIb30BaHUE B MHPOPMAILIMOHHO-CTIpaBOUYHOM padote [41, c. 116].

[Topsimokx pa®oThl ¢ BHYTPEHHUMHU JOKYMEHTAMH UMEET CBOM OCOOCHHOCTH.
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Ha »Tanax moarotoBku u opoOpMIICHUS TOPAIOK pabOThl C HUMU TaKOU ke, KaK U
UCXOJISIIIIUMU JOKYMEHTAMMU:

— COCTaBJICHUE UCIIOJIHUTENIEM ITPOEKTA;

— MPOBEPKA MPABUIBHOCTH O(DOPMIICHUS TIPOEKTA;

— COTJIaCOBAHME MPOEKTA;

— MOJINKMCAaHNE PYKOBOJUTENEM (B HEOOXOUMBIX CIydasX — YTBEPKACHHE);

— peructpanusi — TMpPU TOBBIIICHHBIX TPEOOBAHUAX K OOECIECUCHUIO
COXPAHHOCTU JOKYMEHTOB WJIA UX OOJIBIINX 00bEMaX.

Ha »ramax wucnosHeHus W 3aBeplieHUs pabOThl C BHYTPECHHUMH
JIOKyMEHTaMH TOPSJIOK pabOThl C HUMU OYJIET TAKUM K€, KaK U C BXOASIIUMU:

— Tepeaada UCHOMHUTENIO (MpU HAIWYUU HECKOJbKUX HCIOJHUTENEH —
KOIUPOBAaHKE JIOKYMEHTA);

— KOHTPOJIb UCTIOJIHCHHUS;

— UCIIOJIHEHUE;

— IIPOCTABJICHUE OTMETKH 00 UCTIOJHEHUH;

— TIOJIIMBKA B JIEJIO;

— UCTOJIb30BaHKNE B HH(POPMALIMOHHO-CIIPABOYHOM padoTe.

CoBepiieHCTBOBaHUE JOKYMEHTOOOOpPOTa pasyMHEe BCEro HadaTh C
BHYTPEHHUX JIOKYMEHTOB. B paboTre c Takoil JOKyMEHTallMel HeoO0X0IuMO
pPEIINTh BOMPOCHI COKpAIICHUS AyOIMpPYIOIIUX JApPYyr Jpyra JTOKYMEHTOB,
YMEHBIICHHUS] KOJMYEeCTBAa KOIMHM, a Takke O0oJjiee MIUPOKOTO HCIOIb30BAHUS
0€37J0KyMEHTHOI'0 PEIIeHHs] TEKYITUX BOIPOCOB BHYTPH OpraHu3aiuu. s storo
CeAyeT WCIIOJIb30BaTh BO3MOKHOCTH JIOKAJIbHON KOMIIBIOTEPHOM CETH, KOTOpas
NO3BOJISIET 3aMEHHUTh TPAJMUIMOHHBIE JTOKYMEHTBHI JJIEKTPOHHBIMHU. lIpu 3TOM
BO3pacTaeT OINEpPATUBHOCTh TMEpeJayd U IOUCKAa HEOOXOIUMBIX JTIOKYMEHTOB
BHYTPU OpraHu3aliy, oO0ecleuynBaeTcs BO3MOXKHOCTHh pabOThl HaJA OJHUM
JIOKYMEHTOM Cpa3y HECKOJIbKHMX HCIIOJIHUTEJIEH Ha cBOMX pabouymx mectax [41, c.
118].

[Ipoxonsimass Ha coBpemMeHHOM »HTane aBromatuzamus JOY TpeOyet
OombIIe yHHU(PUKAUKA TOKYMEHTOB, KakK 1Mo (opme, Tak ¥ MO COJEP KaHHIO0, YTO
MO3BOJIMT, B CBOIO OYepe/b, OOJee YCHENTHO MPUMEHATh MPOTrPaAMMHBIE METObI
coopa u o0OpaboTku pgaHHbIX. Paruonammzanuu JIOY HeE0OX0AUMMO YIETUTH
0ONbIIOE BHUMAHHE, TIOCKOJIbKY HEJAOCTAaTKM B TIOCTAHOBKE JTOW pPabOTHI
MPUBOAAT K CEPHE3HBIM TPYAHOCTSIM B pabOTe PYKOBOAMUTENS W MPEANPUATUS, B
1eaoM. 3a cuet coBeprieHcTBoBaHUA cucTeMbl JIOY mocruraercs Gonee OvIcTpoe
JNBWKEHHE W  HCIOJHEHHE CIY>KEOHbIX JOKYMEHTOB, MX COXpaHEHHUE,
WCIIOJIb30BaHUE U MPABUIbHBIN OTOOP HA rOCY/IapCTBEHHOE XPaHEHUE.

Haubonee 3¢ hexTHBHBIMU COBPEMEHHBIMH METOJAMHU COBEPIIEHCTBOBAHUS
MOTOKOB JOKYMEHTOB H JOKyMEHTOOOOpOTa, B IIEJIOM, B HACTOSIIEE BPEMS
SBIIIOTCS: CO37aHUE YHU(MDUIIMPOBAHHBIX CHCTEM JOKYMEHTOB; YHUDHUKAIUS
TEKCTOB JOKYMEHTOB; MOCTpoeHue uHpopMarmonHo-nouckoBbix cucteM (HUIIC);
pEerIaMEeHTUPOBAHUE JOKYMEHTOOOPA30BaHMSI M MPOXOXKICHUA JOKYMEHTOB;
BBE/ICHUE KOMITBIOTEPHBIX TEXHOJOTHI 00pab0oTKU UHPOpMAITUH.
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3.4 IIpasuna pecucmpayuu 0OKymMeHmos

K BaXHBIM TEXHOJIOTHYECKUM TIpolleccaM OOpabOTKH JOKYMEHTHOM
MHQOpMAIIMM OTHOCUTCA PErUCTpalusi JOKYMEHTOB, TO €CTh «IIPUCBOCHHE
JIOKYMEHTY PErUCTPAllMOHHOTO HOMEpa M BHECEHUE JaHHBIX O JOKYMEHTE B
pPErHCTPallMOHHO-YUYETHYIO popmy» [17].

[Ipouenypa peructpauuu sSBIASETCA BAXKHEUIIEH YACThIO TEXHOJIOTMUECKOTO
npolecca  JOKYMEHTAallMOHHOro — oOecrieueHuss  ynpasiieHHs.  OCHOBHBIM
Ha3HAYEHUEM pETrucTpaluu SBIsSETCS OOecredyeHue 0Ka3aTelbcTBa TOTO, 4YTO
JIOKYMEHT OBbUI CO3/1aH W BKJIIOYEH B CHUCTEMY YIIPaBJICHUsI JTOKYMEHTaMH, a
JOTIOJIHUTENIbHBIM Ha3HAYEHHUEM — YIIPOIIEHUE MTOUCKa ToKyMeHTOB [11].

[IpaBuna perucrpaly JAOKYMEHTOB ObUIM 3al0XeHbl [ ocynapcTBEHHOM
CHUCTEME JIOKYMEHTAIMOHHOTO obecnieueHus ynpasienus B 1988 . [18].

OCHOBHBIC  TIOHSATHS  PETHCTPAIlMM  JIOKYMEHTOB  OIpEJCICHb B
rocynapctBeHHbix crangaprax. Tak, 'OCT P 7.0.8-2013 «/lenonpou3BoacTBO U
apXuBHOE J1eJ10. TepMUHBI U ONPECICHUS OMPEeIsieT PEruCTPAlMOHHBIA HOMEP
JIOKyMEHTa (PETUCTPAIIMOHHBIA WHJEKC JIOKYMEHT) Kak «IudpoBOe WIH
OykBeHHO-IIMPpOBOE 00O3HAUECHHE, NPUCBAUBAEMOE JOKYMEHTY TIpH €ro
pETHCTpaAlluK»; PErUCTPAMOHHO-YUYETHYI0 (POpMy KaK «IOKYMEHT (KapTouka,
KYpHaJI), B TOM YUCJE B AJIEKTPOHHOM BH/JI€, UCIIOJIb3YEMBII J1JI 3alUCH CBEIACHUN
O JOKYMEHTE B LEJIAX YYeTa, IOMCKA M KOHTPOJISI» M TOCYJapCTBEHHBIM
PErUCTPAIMOHHBII HOMEpP JOKYMEHTAa KaK «HOMEp, NMPUCBAUBAEMBIN JOKYMEHTY
IIpU €ro BKJIFOUEHUHU B COOTBETCTBYIOIIMUM TOCYIapCTBEHHBIN peectp» [17].

OcCHOBOIl  MMOCTPOEHUS TIOMCKOBBIX CHUCTEM  SIBIIIETCSI  PErUCTpalus
JOKYMEHTOB — (pukcanus (axta co3gaHUsl WIM MOCTYIJICHUS JOKyMEHTa IyTeM
IPOCTABJICHUS HAa HEM JaThl M PETHCTPALMOHHOIO HMHJAEKCAa C MOCIEayHoLen
3aMKMChi0 HEOOXOAMMBIX CBEJICHUN O JOKYMEHTE B PETHUCTPAIMOHHON (hopMme WiH
BXOMHOM (opmaTe. ['TaBHOE Ha3HAUEHWE PETHCTPAllMM — MPUJAHUE JOKYMEHTY
IOPUINYECKON CHIIBI, MOATBEPKICHNE (DAKTa €T0 CO3JaHUs WM MOCTYIUICHUS.

Hust  oOecrieuenusi 3(PQPEKTUBHOTO HCMOIB30BaHUS WHGOPMAIMKN  TIPH
MNPUHATUM PA3JIUYHOTO POJIa pELICHUM, NPEAOCTABICHUS B PACHOPSKEHHE
CIEIUANNCTOB BCET0 MaccuBa HWH(OpMAlUKA IO OIMPEJEICHHOMY BOMIPOCY B
KpaTyaiiliee BpeMsi B OpraHu3alMy JOJKHA ObITh MOCTPOEHA palMoHaIbHAas
nonckoBas cuctema. CoBpeMenHass nHpopmanronHo-morckoBas cuctema (HUIIC)
JIOJKHA BKJIIOYaTh MH(POPMAIMIO O BCEX JIOKYMEHTaX, KOTOPhIMU pacroJiaraet
OpraHu3anus.

B coorBerctBUM ¢ ['ocygapcTBEHHOM CHUCTEMOM JIOKYMEHTAIlMOHHOTO
oOecrieueHusl ypaBlIeHUs PETHCTPAIMU TOMJIEKAT BCE JTOKYMEHTHI, TpeOyromme
WCIIOJTHEHUS, YYeTa U UCIIOIHEHHUS, YUETa U UCIIOJIb30BAHUS B CIIPABOYHBIX LIEIAX:
pacropsiiuTeabHbIE, ITUIAHOBBIC, OTYETHBIE, YYETHO-CTATUCTUUYECKHUE, Yy4eOHBIE,
(¢rHaHCOBBIC, OyXraaTepcKue U Jp. PerucTpupyroTcsi JOKYMEHTHI, HCIOJIb3yeMbIe
BHYTPM WM HampaplisieMble B JpyrHWe OpraHu3aluu, MOCTYyMalolue U3
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BBIIIECTOSIIUX, TTOJABEOMCTBEHHBIX U CTOPOHHUX OpPTaHU3allui WM OT YaCTHBIX
man.  CormacHo «OcHoBHBIM — monoxeHusm» ['CIOY B opranusanmsax
opranmzytorcs UIIC, koTopble BKIIOYAIOT PETUCTPAlMI0 U HHJEKCUPOBAHUE
JIOKYMEHTOB, CO3/1aBa€MbI€ Ha UX OCHOBE MH()OPMAIIMOHHO-TIOUCKOBBIE MACCUBBI U
ONEPATUBHOE XpaHEHUE NJOKYMEHTOB [ 18, c. 28-29].

[Toka MOKyMEHT HE 3aperucTpUpPOBaH, OH (PAKTUUECKHU HE CYIIECTBYET; €CIU
MOCTYNUBIIUNA JTOKYMEHT HE 3aperucTpupoBaH, opraHu3anus He OepeT Ha celd
OTBETCTBEHHOCTH 3a HEro, Tak Kak He MOATBepxkaAeH (akT ero mocryrieHus. Ha
0a3e perucTpaloOHHbIX JTaHHBIX TPATUIIMOHHO CTPOUTCS YyUeT TOKYMEHTOB, TTOUCK
U KOHTPOJIb UCTIOJTHEHHUS.

Peructpanust JOKyMEHTOB MPOU3ZBOJIUTCS ACHEHTPATU30BAHHO IO T'pyIIam
JIOKYMEHTOB B 3aBUCHMOCTH OT Ha3BaHUs, aBTOpa M COJEpKaHUS JOKYMEHTOB B
MeCTax HX CO3/laHMsi W UCHOoJHeHus. Hampumep, mnpukassl MO OCHOBHOMU
NEATEeIIbHOCTH PETUCTPUPYIOTCS B KaHIICJISPUH, MPUKA3bl MO Kajpam — B OTIEJe
KaJIpoB, OyxrajnTepckasi JOKyMEHTallUs — B OyxXrajirepuu, yaeOHasi TOKYMEHTAIUs
— B ydeOHOW yacTh W T.J. BMecte ¢ TeMm HemneHTpaiu3alus Takke J0JDKHA
OCHOBBIBAaTbCS Ha €IMHOM CHUCTEeME U EIWHBIX TMpaBUJiaX PETUCTpallNH, Ha
BCEOOIIEH  JIOCTYMHOCTH  PETHCTPAIIMOHHBIX  JIAHHBIX, €CTECTBEHHO, C
coOJIr0ICHUEM BCeX TMOJI0OKEeHUH KoHpuaeHmansHocT nHpopmarmu [34, c. 179].

PeructpanvoHHbI HOMEp IOKYMEHTA COCTOUT U3 €r0 MOPSAIKOBOI0 HOMEpA,
KOTOPBI MOYHO JIOMOJHATH MO YCMOTPEHHUIO OpraHu3allid HWHJEKCOM Jiejia T0
HOMEHKJIaType ey, WHOpMaluer O KOPPECIOHIEHTe, HUCIOMHUTEISIX U Ap.
PeructpaninoHHbplii HOMEp JOKYMEHTa, COCTAaBJIEHHOI'0O COBMECTHO JABYMS U Ooiiee
OpraHu3aIUsIMHU, COCTOUT U3 PErUCTPALIMOHHBIX HOMEPOB JTOKYMEHTA KaXJI0h W3
ATUX OpraHu3alMii, MPOCTABISEMBIX UE€pe3 KOCYI0 YEPTy B TMOPAJAKE YyKa3aHUS
aBTOPOB B JOKyMeHTe [ 14].

ITo OTHOILIEHWIO K PETUCTpalldd JOKYMEHTHl B OpraHM3alvu JeiaT Ha
perucTpupyeMple W HE perucrpupyeMoie. B o00s3aTenbHOM  MOpPsIKe
PETUCTPUPYIOT JTOKYMEHTBI, KOTOpBIE TPEOYIOT HCIOJHEHUS, MOTYT CIIYXKUTh
JI0Ka3aTeILCTBOM BBITIOTHCHUS IOPUIUYECKUX 0053aTEIBCTB W YIPABICHYCCKHUX
JNEUCTBUNA WUJIM MOTYT OBITh MCIIOJIb30BAaHBI B CIPABOYHBIX IENAX B JaJIbHEHIIEH
JeSATEILHOCTH OpraHU3aly.

Peructpanuu noasiexxat JOKYMEHTHI:

— MOCTYIAIOMIKME OT OPraHOB BJACTU W YIPABJICHUS WM BBIIICCTOSIINX
OpraHu3aIui, a TaK)Ke HaIpaBJIsIeMbIe B UX aJIpec;

— BXOJSIIHUE JOKYMEHTHI, KOTOpbIE TpPEOYIOT pEIIeHHS WId OTBETa, H
COOTBETCTBYIOIINE UCXOAIINE;

— BaXHEWIME BHYTPEHHHE (OpraHU3allMOHHBIE W PACTOPSAUTEIBHBIC)
JOKYMEHTHI (TIPUKa3bl, paCOPsKEHUs, MPOTOKOJIBI U T.J1.);

— JOKYMEHTBI, CoJieprKaiire MHQOpMAIMI0 O JeSITEILHOCTH OpraHu3alluu
(TmaHbl, OTYETHI, CIPABKH, aKThI, JOKJIA I, JOTOBOP U T.1.);

— [IEHHAs 1 3aKa3Has KOPPECIOHICHITHS.

He peructpupyioT mg0OKyMEHTHI, TpUCIAHHBIE [JI1 CBEICHUA U HE
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TpeOyIoIIMe OTBETA: MO3APAaBUTEIbHbBIE TUCbMa, HHHOPMALIMOHHBIE U PEKIAMHBIC
MaTtepualbl, IPUTJIalIeHUs Ha Pa3IMYHbIC MEPOIPUSITHUS U T.II.

B «IIpaBumax  IeIONPOU3BOACTBA B denepadbHbIX ~ OpraHax
WCIIOJTHUTEIBHON BJIACTH» MPOIEAypa PETUCTPALUU OMHUCHIBACTCS CIEAYIONTUM
obOpazom:

— JIOKYMEHT PErucCTpPUPYIOT NMPU BKIKOYEHUU €r0 B CUCTEMY YIPaBICHUS
JIOKyMEHTaMH;

— 10 3aBEpIICHUs PErUCTpalluu He JOIMYyCKaeTcs MNpeINpUHUMATh KaKue-
00 NecTBuUs, BIUstone Ha Hero [11].

B oanekTpoHHOU cpelie CUCTEMBI YNpaBieHUs JTOKYMEHTaMU MOTYT OBITh
CIIPOCKTUPOBAHBI TaK, 4YTOOBl PETUCTPUPOBATH JOKYMEHTHI IOCPEIACTBOM
ABTOMAaTUYECKUX TIPOLIECCOB, HE TPeOYIOIMX BMEMIATEIbCTBA COTPYIHHUKA
CIIy’KObI ynpaBiieHus: JoKkymeHTamu [15].

[TepBuunas 006pabOTKa MOCTYNHMBIIUX JOKYMEHTOB BKIIFOYACT MPOBEPKY
MPaBUIBHOCTU JOCTaBKH JOKYMEHTOB M HAJIMYUSA JOKYMEHTOB U TPHUIOKCHUHN K
HUM, a TaK)Ke pacrlpeiesIeHne TOKYMEHTOB Ha PETUCTPUPYEMbIC U HE TIOIJIeIKAIIHE
perucTparuu.

Perucrtpanus mocTynuBIINX JOKYMEHTOB OCYIICCTBISETCS, KaK MPaBUJIo, B
JIeHb MOCTYIUICHUS, CO3/aBaeMbIX — B JICHb MOJAMHUCAHUS WIH YTBEPXKICHUS JTHUOO
Ha CJICAYIOIIHN pabouunii 1eHb.

OOpaienus rpaxiaaH perucTpupyroTcs U GOpMHUPYIOTCS B Jieja OTAEIbHO
OT IPYTUX JOKYMEHTOB (eJIepalbHOTO OpraHa UCIOJHUTEILHOM BIIACTH.

3aperucTpupoBaHHbIE JOKYMEHTHI nepeaarTcs cityx00u
JIEJNIONIPOU3BOJICTBA HA PACCMOTPEHHE PYKOBOAMUTENIO (eepallbHOTO OpraHa
UCTIOJTHUTEILHOM BJIACTHU WJIM TIO PEHICHUIO PYKOBOIUTENS (eepalbHOTO OpraHa
UCTIOJIHUTEILHOM BIACTH WHBIM  JOJKHOCTHBIM JIUIIAM (peiepadbHOTO OpraHa
WCTIOJIHUTENIbHOM BiacTH [11].

PeructpannonHnslii uuaeke (HoMep) J0KyMeHTa — UG poBOe Wi OyKBEHHO-
1 poBoe 0003HaUCHUE, TPUCBANBAEMOE JJOKYMEHTY MIPH €r0 PETUCTPALIHH.

NHpaekc MOKyMEHTa COCTaBISE€TCSI B 3aBUCHUMOCTH OT MPUHATOrO ISt
KaKJIOTO MacCuBa JOKYMEHTOB MpuHIUMNA (opmupoBanus aen. OOs3aTelbHBIM
AJIEMEHTOM HMHJEKCa SIBISETCS MOPSAAKOBBIM PErUCTPALIMOHHBIM HOMEpP B Ipeenax
PErUCTPUPYEMOI0 MacCUBa, Kak MpaBuio, 3a roa. BMecte ¢ 1atoil 1 Ha3BaHUEM OH
CIYXKUT MOHWCKOBBIM OOpa3loM JOKYMEHTa M HUCIOJb3YETCS TakKe Uil Lenen
yueTa. [[onmosiHeHUs] K MOPSIKOBOMY HOMEPY YKa3bIBAalOT MECTO HCIOJHEHUS U
XpaHEHUs1 JOKYMEHTa, NPUHAMJICKHOCTh €ro K OIpeAeIeHHOMY BOIPOCY,
TEPPUTOPHUH, TIEPUOTY, JIUITY U T.JI. U CIYXKAT MEJISIM 00JIETUYCHUS TTOUCKA.

Nunexcom MOKyMEHTOB, (GOpPMHPYEMBIX B JieJia TOJBKO IO HA3BaHHUSM U
aBropam (OyxraiaTepckue OanaHChl, NPOTOKOJIBI, HapsiAbl W Ap.), CIYKUT
MOPSIAKOBBI HOMED B MpeJeyax perucTpupyeMoro MaccHaa.

Nunekcom nokyMeHTOB, (OpMUpPYEMBIX B Jejla IO BOIpocaM, KOp-
pECIOHJIEHTaM, TEPPUTOPUHU (JIOKJIAJIHbIE 3aMUCKU, JII00as MepenucKa, OT3bIBbl U
IIp.), CIY>KUT TOPSIAKOBBIN PErUCTPAIlMOHHBIN HOMED, JOTOJHEHHbIA UHAEKCOM I10
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HOMEHKJIATYpe J1eJ1, KOTOPBIM U ONPEAEIISIET MECTO XPAHEHUS JOKYMEHTA.

[Ipy HEOOXOAMMOCTH BBIACJIECHHS YacTH JOKYMEHTOB M3 €IUHOrO
PETUCTPALIMOHHOTO MacCHMBa BO3MOJKHO HCIIOJIB30BAaHHE JONOJHUTEIBHOIO
OyKBEHHOro MHJeKca. Tak, Mpu perucTpaluy NPUIOKEHUH, 3asiBICHUM U Kajao0
IpakJiaH MOPSIAKOBBIN PErucTpallMOHHBIN HOMEp JOIMOIHAETCS HadalbHOW OyKBOM
(damunuu 3assurens, Hanpumep U-221, K-212, A-213 u 1.1.

PeructpaniMoHHBI MHAEKC JOKYMEHTAa O3HA4aeT €ro MPUHAJJIEKHOCTh K
KOHKPETHOH Kilaccu(UKaMOHHOM TpyMIe U ero MOpsIKOBbIA HOMEp BHYTPH ATOU
rpynnsl. Kak npaBuiio, UHIEKC COCTOMT U3 apaOCKux HU(p, K KOTOPHIM MOTYT
n00aBisATh OykBbl. [lopsiikoBBI HOMEp MpUCBaUBalOT, HauMHas ¢ Homepa 01, ¢ 01
auBaps 1o 31 gexaOps BKIIOUUTEIBHO (MPU PETUCTPALMU B PaMKaxX KaJIEHJApHOIO
roga). Jlns pasgeneHus JAOKYMEHTOB MO KJIacCU(UKAIMOHHBIM Tpyniam
UCIOJIb3YIOT HOMEHKJIATYpy JeJ, B KOTOPOM KaXKIo¥ Tpymnme JOKYMEHTOB (Jey)
IPUCBAWBAIOT CBOW MHJIEKC. MHAEKC nena COCTOMT U3 YCIOBHOIO, Yalle BCETO
1 poBoro 0603HaueHMs (MHACKCA) CTPYKTYPHOTO TOpa3/ie/ieHuss 1 HoMepa Jielia
B 3TOM CTPYKTypHOM noapaszaeneHuu. Hanpumep, nnnexc nena 02-06 o3nauvaer,
YTO AENO 3aBeACHO MoJ HoMepoM 06 B CTPYKTYpHOM MOAPA3AEIEHUN C UHIIEKCOM
02. Hampumep, eciiv NOpPAAKOBBIA HOMEp BXOASLIETO IOKYMEHT 645 u mocne
UCIIOJTHEHUSI OH OyneT momerieH B jesio uHjaekcom 02-06, To perucTparoHHBIHN
UHJIEKC 3TOro TokyMeHTa — 02-06/645.

HckiroueHrne coCTaBIISIIOT BHYTPEHHHE PAaCHOPSAUTENIbHBIE JTOKYMEHTHI,
UHJEKCAMU KOTOPBIX SIBISIFOTCS WX TMOPSAJKOBBIE HOMEPA B KaXKIOW TIpYyIIe
JIOKYMEHTOB, MPUCBAaWBAa€Mble UM B T€UCHUU KAJICHJIAPHOTO Tofa, y4eOHOro roua
(nns yaeOHBIX 3aBeJICHHI), CpOKa MOJTHOMOUYMM opraHoB. K wHAEKcaMm Npuka3zoB
10 JINYHOMY COCTaBy MOT'YT OBITh JI00aBJIEHBI OYKBBI «J1/C» (JIUYHBIM COCTaB) WM
«K» (Kaapsl).

NHaekc JOKYMEHTOB, COCTaBJIEHHBIX HECKOJBKUMHU  OpTraHU3alUsIMU,
oOpa3zyeTcsi U3 MOPSAIKOBBIX PETUCTPAIMOHHBIX HOMEPOB, MPHUCBOCHHBIX B KaXKJI0M
OpraHu3aluu-aBTOpE, 170:¢ OCJIE0BATENbHOCTh OIpeIesAeTCs
MOCJICTIOBATEILHOCTHIO YKa3aHUS aBTOPOB B 0(OPMIISIONIEH YaCTH JOKYMEHTA.

[Ipu perucrpanuu JOKyMEHTa UHAEKC, KaK U JIPYTUE €ro PErUCTPALIMOHHbBIC
JaHHBIC, TIEPEHOCUTCS B PerucTparonnbie ¢Gopmbl. [Ipudem B perucTpainoHHbBIX
dbopMax MOTYT yKa3bIBaThCS JOMOJIHUTEIbHBIE MHIEKCHl U JIPYTUX PEKBU3UTOB,
KOTOpPbIE BHOCSITCSI IPU MEPBUYHON PETUCTPALIMKM WM 3aMOJIHSIOTCS B MpOLEcce
WCTIOJIHeHUA TokymeHTa [34, ¢. 180].

XKypHaneHyto  (GopMy  pETHUCTpAllMM  HWCIONB3YIOT B HEOOJBIIUX
opranm3anusax (mpu oOwveMe mokymeHtoobopora a0 500 MOKYMEHTOB B TOM).
Pa3nble BUIBI JOKYMEHTOB pErMCTPUPYIOT B pa3HbIX JKypHajmax. Tak Kak
KypHaibHass ¢opma oOecrmeunBaeT JIYYIIyO COXPaHHOCTh CBEIEHUH O
JOKYMEHTaX, OHa MPEINOYTUTENbHA TMPU PETUCTPALUU JOKYMEHTOB CTPOTOro
ydyeTa, Hampumep, KOH(PUACHIUATBHBIX  JOKYMEHTOB, JOKYMEHTOB 00
00pa3oBaHuU, JOKYMEHTOB, yJIOCTOBEPSAIONIUX JUYHOCTh, U T.1. [Ipu xapTouHoi
(opMe perucrpauuu y4eTHbIE CBEACHUS O JOKYMEHTE BHOCAT B IOJS
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peructpaunoHHo-KoHTposibHOM  KapTtoukun (PKK), d¢opma koropoit Oblia
3akperuieHa B Equnoit rocynapctBenHoit cucrteme aenonpousBojctsa (EI'CJ). B
HACTOsIIlIee BpEMsSl OpPraHM3alusi MOXKET cama ONpelessaTh (popMy KapTOUKH, €€
coctaB pekBu3uToB. PKK wumeer nuueByio m 000poTHyIO0 cTOpoHBL. Jlunesas
NpelHa3HayeHa JJid PETUCTpAallMM BXOJAIIUX JOKYMEHTOB, O0OOpOTHas —
UCXOJUIMX M BHYTpeHHHUX. CBeAEHHS O MUChbME-OTBETE BHOCAT Ha OOOPOTHYIO
CTOPOHY KapTOYKH C YYETHBIMHU JTaHHBIMH Bxojsiiero nuchma. (IIpunoxenue Ne
11).

[Ipu peructpauuu JOKyMEHTa OOBIYHO 3aMOJHSIOT TPU SK3EMILIspa
KapTOYKH: OAWH — JUIsl CIPAaBOYHOM KapTOTEKH, BTOPOM — JJisi KOHTPOJIbHOMU
KapTOTEKH, TPETUN BMECTE C JOKYMEHTOM IepeAatoT UCIIOTHUTEIIO.

Kaprounas ¢opma peructpanuu Mo3BoJIIE€T OJHOBPEMEHHO CO3/1aBaTh
CIIPABOYHBIE KAPTOTEKU IO HECKOJbKHUM KpPUTEPHUSM (XpOHOJIOTHH, ajpecaram,
KOPPECIOHICHTaM, UCTIOTHUTENISM U T.11.).

KonTponbHyto KapToTeKy ¢GOpMHUPYIOT H©3 KapTOYeK JOKYMEHTOB,
MOCTABJICHHBIX Ha KOHTpOJb. [locie HCHOTHEHUs JOKYMEHTa €ro KapTOuyKy
yIAJSI0T U3 KOHTPOJIBHOM KapTOTEKH.

Peructpanust mosBossier chopMHpoBaTh OaHK JAHHBIX O JIOKYMEHTax
opranuzanuu (MH(OOPMAIMOHHO-CIIPABOYHBIH MAacCHB), Ha OCHOBE KOTOpPOTO
MOKET OBITh cO3/1aHa HHpOpMaIMoHHO-TTonckoBas cucrema (UIIC).

C nomompto UTIC B m1000i1 MOMEHT MOXHO YCTaHOBHUTbH, TZle, Y KOTO U Ha
KaKO# CTaJUM WCIOIHEHUS HAaXOAWTCS WIM XPaHHUTCS JTOKYMEHT, a TaKK€ HaWTh
JOKYMEHTBI, COJIEpKaIlle ONPEAECICHHbIE CBECHUS.

[Ipu TpamuuuoHHON KapTO4YHOM (QopMe peructpanuu HUHEPOPMAIMOHHO-
CIIpaBOYHBIE MAaCCHUBBI COCTOSIT M3 CIPAaBOYHBIX KapToTek, B KoTophix PK
PacIoIOKEeHBI IO OIpeAeNieHHbIM Tpynnam (pyopuku). CuctemMaTH3alui0 MOTYT
IPOBOJIUTh, HAIPUMEDP, MO XPOHOJOTHUYECKOMY MPUHUUITY (AaTaM MOCTYIUICHUS,
OTIIPAaBKM U WCIOJHEHUS), CTPYKTYpHOMY NpHUHIHNY (PyOpUKH KapTOTEKH
COOTBETCTBYIOT CTPYKTypE OpraHu3allii), HOMUHAILHOMY MpUHIMIY (PyOpUKH -
HAaUMEHOBaHUSA BHUJOB JOKYMEHTOB: MPHUKA30B, PpACHOPSIKEHUHA U T.1.),
KOPPECHOHJEHTCKOMY MNPUHIUNY (pyOpHKU - OIpeaeseHHbIE KOPPECIIOHICHTHI
WIM HUX Tpynmel) W T.4. Yaiue Bcero Mpu MNOCTPOEHUHU KAPTOTEK COYETAIOT
HECKOJIbKO TTPUHIIUIIOB.

KaproTreku mnepenaroT Ha XpaHEHHME B apXWUB OPraHU3alMU BMECTE C
JOKYMEHTAMHM 33 COOTBETCTBYIOLUMN TOI.

B0O3MOXXHOCTM TOMCKAa HYXHOTO JIOKYMEHTa M CBSI3aHHOW C HUM
uHQOpPMAIIMM  3HAYUTEIIBHO  PACIIUPSIOTCS TMPU  HMCTHOJIB30BAHMHM  CHCTEM
ANEKTPOHHOTO JOKYMEHTO000pOTA.

B cucremax snextponHoro mokymentoobopora (COJ]) mouck TOKyMEHTOB
MOKET OCYILECTBISATHCS:

— 0 3HAYCHUIO U COUYETAHUIO JIFOOBIX peKBU3UTOB PK;

— O TEeKCTaM JOKYyMeHTOB, (aiinbl KoTOopbix cBsizanbl ¢ PK
(MOJTHOTEKCTOBBIN MOUCK);
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— JUIS1 LIEJIBIX TPYIIN JOKYMEHTOB 3a ONPEACICHHbBIA IEPUO BPEMEHHU.

[Tpy HEOOXOAUMOCTH CIOMXHBIM MOUCKOBBIM 3aIIPOC MOXKET OBITH COXpPaHEH
W  HWCMOOJIb30BAH  HEOJAHOKPATHO. Bo3MoxkeH ~ mpocMOTp  CTPYKTYPBI
B3aUMOCBA3aHHBIX JOKYMEHTOB, 4YTO TMO3BOJISIET B CIIOXKHBIX CIIydasX JIETKO
pa3OupatbCsi B CUTyallud U UICTOPUHU BOIIpOCa.

Kpome toro, COJI mno3BomsieT co3naBaTh €AWHBIE HHPOPMAITUOHHO-
cnpaBouHblii MaccuB aokyMeHToB u MIIC mpu aeneHTpanu3oBaHHOW ¢opMme
perucTpanuu JOKyMEHTOB B JaHHOW opraHuszauuu [49].

BBon ceeaenuit o nokymente B UIIC mpou3BoaAMTCA MyTeM 3allMCH €ro
UHJIEKCAa U COOTBETCTBYIOIIUX PEKBU3UTOB B PETUCTPALIMOHHBIE BXOJIHBIC (DOPMBI:
peructparmoHHo-koHTposibHble  KapTtouku  (PKK),  oskpannbie  dopwmsl,
PETUCTPALIMOHHBIE KYPHAJIbI.

J{nsi BU3yalnbHOTO pPa3IMY€HUS PETUCTPUPYEMBIX TPYINN JAOKYMEHTOB Ha
perucTparmoHHbie (OpMBI MOTYT HAHOCHUTBCS I[BETHBIE TOJIOCHI IO BEPXHEMY
Kpal WIM 1O JAWAroHajau; PY4YHbIE M MEXAHU3UPOBAHHBIE PETUCTPALIMOHHBIE
(bOpMBI MOTYT M3TOTaBIUBATHCS HA OymMare pa3jIM4HbBIX I[BETOB U TOHOB.

Benenue perucTpanoHHBIX KYpPHAIOB I1eJec000pa3Ho IS JOKYMEHTOB, B
COCTaB MHJIEKCA KOTOPBIX BXOJMUT TOJBKO TOPSIAKOBBIA HOMEp (TIpomycka,
CIIpaBKH, JUIJIOMBI W T.J.), WIX B CIydasX MHUHUMAaJIBHOTO oOO0BbeMa
JOKYMEHTO000pOoTa (B CTPYKTYPHBIX MOApa3zzAeieHusx). KypHan pekoMeHayeTcs
COCTaBIIATh W3 OTIEIbHBIX JIMCTOB-OJAHKOB, YTO IIO3BOJUT 3alOJIHATh HUX C
MOMOIIBI0 TIPUHTEPA, APYTHX CPEIICTB OPTTEXHUKU U MOCTENEHHO (POPMUPOBATH
caM >KypHaj, B TOM YHCII€ C OJHOBPEMEHHBIM BBOJOM HH(OpPMAIMU B NaMSTh
KOMIIBIOTEPA.

[Ipu peructpanuu B WHGOPMAIIMOHHO-TIOMCKOBYIO CHUCTEMY OpraHHU3aIluu
BBOJISIT YUETHBIE JAHHBIE O JOKYMEHTE (€ro PEKBU3UTHI U JAPYrHE€ METAJaHHBIE), a
TaK)K€ MPUCBAUBAIOT JOKYMEHTY YHUKAJIbHBIA PETMCTPALMOHHBIA HHAEKC. DTO
no3BoJisieT chOpPMHUPOBATh OAHK JTAHHBIX MO BCEM JOKYMEHTAM OpraHU3allu U
OCYIIECTBIISITH TTOMCK JIOKYMEHTOB 10 BHECEHHBIM B MH()OPMAIMOHHYIO CUCTEMY
napaMerpam (METaIaHHbIM JTOKYMEHTA).

[Ipn perucTpamuu 3J€KTPOHHBIX JOKYMEHTOB B CUCTEMax 3JIEKTPOHHOTO
JOKYMEHTO000pOTa METaJaHHbIE CHCTEMa BBOJMUT aBTOMATUYECKHU. Peructpupys
nokymeHTtel B COJI, mnonb3oBarenb, Kak MpaBUIIO, HMEET BO3MOXHOCTb
«HACTPOWTHY» COCTAaB BBOJWMBIX METAJIaHHBIX 1107 CBOW TpeOoBaHUs MO0
CaMOCTOSTEIHHO, TUOO ¢ MMOMOIIBI0 PUPMBI-Pa3pabOTINKa CHUCTEMBI.

Takum 00pa3oMm, perucrpanus BHYTPEHHUX M HCXOASIIMX JOKYMEHTOB
MoATBEPKAaeT (aKT UX CO3JaHUs B JAaHHOW YIPaBIEHYECKOW CUCTEME U OTIPABKU
aapecaraM. OJTO HEOOXOJUMOE YyCIOBHME TMPUIAHUS OTUM JOKYMEHTaM
o UITMATBPHOTO XapaKTepa U IOPUIUIECKON CUITHI.

Peructpanust BXOJSAIIUX JTOKYMEHTOB HE TOJBKO MOATBEPXKIAET (DaKT UX
MOJY4YEHUsI, HO U HAKJIAJbIBACT HA IMOJYYUBIIYIO OPTaHU3ALUI0 OTBETCTBEHHOCTH
3a UCIOJIb30BAHUE COJIepKalIehCcs B JOKYMEHTaxX UH(OPMAIIUH.

OCHOBHBIE ITpaBUJIa PErUCTPALIMU JOKYMEHTOB:
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— OJIHOKPATHOCTh PETUCTpAlUU (JOKYMEHT B OpraHU3alluu PETHUCTPUPYIOT
OJIMH pa3, U IpH Iepeaadye AOKYMEHTa M3 OJHOI0 MOJpa3JeieHUsl B IPYroe €ro
PErUCTPAIMOHHBII HOMEP HE U3MEHSIOT);

— PErucTpalyu MoJJekaT TOKYMEHThI, TOCTYMNAlOMe B OpraHu3aluio Win
OTMpaBJIsieMble W3 HEE MO BCEM KaHallaM: MO TOoYTe, D3JIEKTPOHHOW MOuTe,
(haKCUMUIBHOM CBSI3U, KyPbEPOM;

— BXOASIIUE TOKYMEHTBI PETUCTPUPYIOT B ICHh MOCTYIUICHUS, UCXOISIIHNE —
B JICHb MOJMUCAHUS, TEJIETPAaMMbl — HEMEJIJIEHHO TIOCJIC UX TMOJYyYeHHUs], UX Cpa3y
nepenaroT aapecary [34].

Hcxonst w3 BhIIIECKa3aHHOTO, MOXHO CJ€JaTh BBIBOJI, UYTO PErucTpalus
JOKYMEHTOB B  CHCTEMaxX OJJIEKTPOHHOIO JIOKYMEHTOO0OpOTa —  OYEHb
NEPCIeKTUBHOE HampaBiieHue coBepiieHcTBoBanus JIOY, ona mno3Bosser
COKpaTUTh 3aTpaThl BPEMEHU Ha PETUCTPAIUI0 JOKYMEHTOB, BBOJUTH OOJIBIIE
CBEJICHHM O JOKYMEHTE M MPU HEOOXOJUMOCTH CBS3BIBaTh PETHUCTPAIMOHHBIC
JIOKYMEHTBI C DJJICKTPOHHOM Bepcuei mokyMeHTa. IIpobiembl perucrpanuu
JIOKYMEHTOB TECHO CBSI3aHBI C BOMPOCAMH OpraHM3allud KOHTPOJS 3a
UCIIOJTHEHUEM JIOKYMEHTOB.

3.5 Opzanuzayusa konmponsa 3a ucnoinenuem 00Kymenmoe no noevim I'OCTam

KoHTponb 3a ucnoaHeHnEM TOKYMEHTOB — OJIHA M3 BaKHEWIIUX (QyHKIUN
yOpaBl€HUs, U, COOTBETCTBEHHO, Ba)KHas COCTaBHAs 4YacThb Mpolecca
JOKYMEHTAIIMOHHOTO 00€CreueHus YOpaBJICHHs, a MacCUB KOHTPOJIbHBIX
CBEJICHUH BXOJIUT B COCTaB MH(GOPMAIIMOHHO-TTOMCKOBOM CUCTEMBI OpPraHU3aIl1H.

Ha BHenpeHue cucTeMbl KOHTPOJIA UCIOIHEHUS NPEANpPHUITHE YaCTO
NOATAJIKUBAIOT  IOCTOSIHHBIE  3aJ€P’KKM B HMCIOJHEHUM  PacHopsHKEHUN
PYKOBOJUTENS WU 3asBOK KIIMEHTOB, IPUYEM BBISICHUTbH, @ TEM 00JI€€, UCKIIIOUUTD
NPUYMHY 3aJIepP>KeK ObIBaE€T HEMPOCTO.

[IpoGnemMbl  KOHTPOJISE HWCIIOJHEHHUS JTOKYMEHTOB, CYIIECTBYIOIIHE B
COBPEMEHHOW OpraHU3aIMH, TPEOYIOT TIIATEIHHOTO UCCIICIOBAHNUS.

JIeiCTBEHHBIN KOHTPOJIb UCIIOJHEHHS JTOKYMEHTOB JOJDKEH, IIPEXKIE BCETO,
COIECHCTBOBATh CBOEBPEMEHHOMY M KAauE€CTBEHHOMY HCHOJHEHUIO JTOKYMEHTOB,
00€CIeUeHUI0 TOJyYeHUsS AaHAIUTUYECKOW WHQOpMaANMK, HEOOXOAMMOW IS
OIICHKU JESTENBbHOCTH CTPYKTYPHBIX TNOJpa3feieHnui, (UINaNoB, KOHKPETHBIX
COTPYZHHUKOB.

B xoHTpOJIE NCTIOTHEHUS TOKYMEHTOB MOKHO BBbIIEIUTH [33, c. 212]:

— KOHTPOJIb MO CYIIECTBY PEUICHHS BONPOCA, BBIITOJIHEHHS ITOPYUCHUS;

—KOHTPOJIb 32 CPOKaMHU MCITOJTHEHUS 3aJaHUs.

KonTposib mo cymiectBy peuieHuss BOOpoca OCYIIECTBISET PYKOBOIAWUTEIb
(opranuzanuu  WIM  CTPYKTYPHOTO  TOAPA3ACICHUsI) WIA  CHEUHUATBHO
YIIOJTHOMOYEHHOE JUIO. KOHTPOJb MO CyMIECTBY — 3TO OLEHKA TOr0O, HACKOJIBKO
MPaBWIBHO, YIA4HO, TIOJIHO PELIEH BOIPOC.

KonTposib 3a cpokaMu WCHONTHEHHS JOKYMEHTOB OCYLIECTBIISIETCS B
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KpYITHOW OpraHu3anyy IOApa3[eICHUEM WM TPYNIION KOHTPOJIS, BXOLALLEU B
CIyX0y JIOKYMEHTAI[MOHHOTO OOeCreyYeHuss yOpaBjieHUs, B HEOOIBIION
opranuzaiuu — cekperapuatom win cekperapeM. B I'OCTe P 51141-2013
«J1eonponu3BOICTBO U apXUBHOE N1€JI0. T€PMUHBI U OMPEACIECHUS» 3aKPEILICHO
cienymouee onpexaeneHue: «KOHTponb HCHOMHEHHS JOKYMEHTOB —  3TO
COBOKYITHOCTb  JICMCTBUM, OO€CHEUMBAIOIIUX CBOCBPEMEHHOE HCIIOJIHCHUE
TOKYMEHTOB» [17].

Kontpons wucnosHeHHs JTOKYMEHTOB BKJIIOUaeT B Ce0s  HECKOJBKO
MOCJIEIOBATEIILHBIX ITAINOB:

— [MOCTAaHOBKA JOKYMEHTOB Ha KOHTPOJIb;

— MPOBEPKA CBOEBPEMEHHOCTH JIOBEACHUS JOKYMEHTOB JI0 UCIIOJHUTEIIECH;

— MpeIBapUTEIbHAS MTPOBEPKA U PETYIUPOBAHUE X0/1a UCTIOTHEHUS;

— CHSITUE JOKYMEHTa C KOHTPOJIS;

— HamnpaBJIE€HUE UCIIOJIHEHHOTO JJOKYMEHTA B JEJI0;

— yd4eT, o00O0OlIeHHWE U aHaJu3 pPe3yJbTaTOB KOHTPOJIS HCIIOJIHEHHUS
JIOKYMEHTOB;

— uHGOPMUPOBAHUE PYKOBOACTBA O XOJ€¢ W pe3yJbTaTaX HCIOIHEHUS
TOKyMEHTOB [34, c. 181].

OCHOBHBIM HOPMAaTUBHBIM JTIOKYMEHTOM, periaMeHTUPYIOLIUM
OpraHM3alyi0 KOHTPOJIA HCIOJHEHUS JIOKYMEHTOB B OpPraHHU3alldH, SBISIETCS
UHCTPYKIIMS IO JJOKYMEHTAIIMOHHOMY O00ECIIEYEHHIO yIPaBIICHUS.

OT TOrO, HACKOJIBKO JIETAJIBHO M MOJHO OyAET ONmMcaHa CUCTEMa KOHTPOJIS
UCIIOJTHEHUSI JOKYMEHTOB B MHCTpyKiHuu 1o IOV, 3aBUCUT opraHuzainus 3TOU
paboThl W ee pe3yJabTaThl, KOTOpPbIE, HECOMHEHHO, CKa)XYyTCS M Ha BCei
NEeATENIbHOCTU OpraHU3aliiH.

KonTponb ucnonHenus, Kak MpaBuiio, BEIETCS HA HECKOJIIBKUX YPOBHSX:

— CpOKOBBIM KOHTPOJIb CBOCBPEMEHHOCTH HWCIIOJHECHUS TOPYYECHUN U
JNOKYMEHTOB;

— KOHTPOJb COOTBETCTBUS (OPMBI CO3JaBa€MbIX JIOKYMEHTOB HX CO-
NEPHKAHUIO;

— KOHTPOJIb COOTBETCTBUS TPUMEHSEMBIX YHUDUIIMPOBAHHBIX (GopM u
0JIaHKOB JIEHCTBYIOIMM HOpPMATHBAaM M 00pa3iiaM;

— KOHTPOJIb COOTBETCTBUS YpPOBHSA M (HDOPMBI YIOCTOBEPEHUS KaXIOTO
JIOKYMEHTa, COOTBETCTBUS MOJAMUCEH UX pacmupoBKam;

— KOHTPOJIb COOTBETCTBUS BCEX IK3EMIUISIPOB HA UACHTUYHOCTD;

— KOHTpPOJIb, BKJIIOYAIOIIMK AaHAIW3 CYIIECTBA WM ITOJHOTHI HCHOJIHEHUS
MOPYYEHU, 3aJJaHNi, OTBETOB Ha 3amnpocsl [34, c. 183].

MHOroypoBHEBOCTb KOHTPOJISI HA MPAKTUKE BBIPAXKAETCSI B TOM, UYTO Pa3HbIE
YPOBHH KOHTPOJISI OCYLIECTBIISIFOTCSA B OPraHU3ALMN PA3JIMYHBIMU TOJKHOCTHBIMU
qunamu. Eciam  KOHTPOJIb CBOEBPEMEHHOCTH HWCHOJHEHWUS W COOTBETCTBUS
AK3EeMIUISIPOB, MOJAMUCEN U T. JI. OCYIIECTBIAET TOJIbKO cityk6a JIOY, To KOHTpOIh
MPaBUJIBHOCTH HCIOJIb30BaHUsl (oOpM, OJIAHKOB, CTPYKTYphl TEKCTa YCIICIIHEE
BCEr0 MOJYy4YaeTcsl y COTPYIHHKOB, OTBETCTBEHHBIX 3a O(POPMIICHHE MPOEKTOB
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JIOKYMEHTOB, €CTE€CTBEHHO, TPU HAJIMYKUH Y HUX COOTBETCTBYIOIINX MOJTHOMOYHH.

Kontpons 1o cymiecTBy coAepkaHUs BXOJUT B  0Osi3aTelbHbBIC
JIOJKHOCTHBIE OOSI3aHHOCTU HE TOJIBKO PYKOBOAMTENEH BCEX PAaHrOB, HO U, MpPH
00JbIIIOM 00BbEME KOHTPOJIBHBIX JOKYMEHTOB, CIEIUAIBLHOTO KOHTPOJIBHOTO
oApa3aeacHus.

B coorBerctBun ¢ I'OCT P MCO 15489-1-2007 B cucreme ymnpaBieHHUS
JIOKyMEHTaMH UX JBWKEHHE W UCIOJb30BAaHUE HEOOXOIUMO KOHTPOIUPOBATH IS
TOTO, 4TOOBI oOecrneunBaTh MOMCK JTOKYMEHTOB, MpeIOTBpaliaTh CIydan HX
yTpaThl, BBIABJISATH CIy4al HEBBIOJHEHUS O00S3aTeNbHBIX JEUCTBUH, BECTH
MOHUTOPHUHT HCIIOJIb30BAHUSI CHUCTEMBI YNPABICHUS JIOKYMEHTAaMU B MEJIAX
COXpaHEHMsI W 3alllUTHl COJEpKallelcss B Hell uMHGOpMaluM, a TakKe B IEJISIX
COXpaHEHHMs 3aMuceil 0 MPOU3BECHHBIX C JOKYMEHTaMHu orepanusx [15].

I'OCT P UCO 15489-1-2007 BbLaenseT nBa BUAA KOHTPOJIS: KOHTPOJIb
JEWCTBHUM M KOHTPOJIb MECTOHAXOXKCHHUS IOKYMEHTA.

Kontpons neicTBuii B cUCTeMe YIPaBICHHUS JOKYMEHTAMU MPUMEHSIETCS
JUISL TIPOLIECCOB (Omepaiuii), B KOTOPBIX JCHUCTBUS OTrpaHUYCHBI BPEMEHHBIMU
paMKaMH, YCTaHaBJIMBA€MbIMHU OpraHMU3allUe Wiu Jyis opraHuzanuu. KoHTposs
NedcTBUM MOXeT 3(P(EKTUBHO MPUMEHATHCS TOJBKO B TOM CJlydae, €CJIH
JIOKYMEHT 3apeTUCTPUPOBAH B CHUCTEME YIPaBICHUS JIOKYMEHTaAMU TPEXKJe, uyeM
OH OyJIeT HaIpaBieH UCTIOTHUTEISIM.

KoHTponb MecTOHaxOXIEeHHSI JIOKYMEHTA OCYIIECTBIAETCS B CIlydasX,
KOTZla JIOKYMEHT BBIIA€TCSl COTPYAHHMKAaM [IJIi HMCIIOJIb30BaHUSI B pabore,
U3bIMAETCS] U3 CUCTEMBI JIJIsl YHUUTOXKEHUSI WM MEpelayi Ha apXUBHOE XPaHEHUE.
B xoz1e KOHTPOJIT MECTOHAXOXK/IEHUSI OTCIIEKUBAIOTCS (PAKThI BbIIaYU JOKYMEHTOB
COTpYyIHUKaM, Tepefadl X MEeXAy paOOTHUKAMU WM TOJpa3leiIeHUsMU, TaThl
NepeMELIEHUN TOKYMEHTOB U BO3BpaTa JOKYMEHTOB Ha MECTO UX PACHOJI0KEHUS
WJIN XPAHEHMUS.

B tpamunmonno cioxwuBmieics cucreme JOY mnpumenstorcs oba Buua
KOHTpOJIs1. B mpoliecce ncmonHeHus JOKyMeHTa 0co00e 3HauYeHUE UMEET KOHTPOIIb
3a MCIIOJHEHHMEM JOKYMEHTa, oTHocsmuiics, B coorBerctBuu ¢ 'OCT P MCO
15489-1-2007, k KOHTpPOJNIO JI€MCTBUI, TIOCKOJBKY OH OCHOBBIBA€TCS Ha
OTCIIC)KUBAaHUM  CPOKOB  WCIOJIHEHMS, WM, UWHaye TOBOps, JICHCTBUH,
OTPaHUYEHHBIX BPEMEHHBIMH MapaMETPAMHU.

Cuctema KOHTPOJIE HCHOJHEHHS JIOKYMEHTOB TIO3BOJIIET OOECIEUUTh
CBOEBPEMEHHOE M KAYECTBEHHOE BBIIIOJHEHHE MOPYUYECHUI, COJepkKalIuXcs B
JOKYMEHTaX, TOJYYHTh AHATUTUYCCKYI0 HWH(OpMAIUo, HEOOXOAUMYIO s
OLICHKH JIESITEIbHOCTH MOIPA3ICIICHUI U OT/IEbHBIX UCTIOJIHUTEIICH.

B mporecce BBINOJHEHUS KOHTPOJS 3a HCIOJHEHUEM JTOKYMEHTOB,
OCHOBHBIMHU 33/1a4aMHU CIIYObl KOHTPOJIS ABISIIOTCS [46]:

— oTcimexuBaHMe xoma u  ¢ukcanmus (AKTHUECKOTO  HMCTIOTHEHUS
3a()MKCUPOBAHHBIX YKa3aHUIl PYKOBOJICTBA, & TAKXKE BXOJAIIMX, UCXOIAIINX U
BHYTPEHHHUX JOKYMEHTOB, UMEIOLIUX JOCTATOYHO Ba’KHOE 3HAUCHUE;

— 000011IeHNE CBECHMH, MOTYyYaeMbIX B IPOIECCE OTCICKUBAHUS XOJa U
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pE3yJIbTATOB HCIIONHEHMS, M JIOBEJEHUE O3THX CBEIEHUH 1O pPYKOBOJCTBA B
ya00HOM (popManru30BaHHOM BH/IE;

— BbIpAa0OTKA MPEAJIOKEHUH MO YCKOPEHHIO JOKYMEHTOIIOTOKOB M YK-
PEIUICHUIO UCTIOTHUTENBCKON AUCIIUIUIUHEI.

[lo pemeHuto pyKOBOJCTBAa OpraHU3ALMK KOHTPOJb 33 HCIOJIHEHHEM
JOKYMEHTOB MOXKET OBIThb BO3JIOKEH U Ha COTPYAHHMKA, HE COCTOSILErO B IITATE
ciayx0b1 JIOY. DTO AOBOJBHO pacnpocTpaHEHHas MpakTUKa IMPU TOATOTOBKE
pacnopsIuTENbHBIX JOKYMEHTOB, B KOTOPBIX KOHTPOJIb MCIIOTHEHUSI MOXKET OBITh
BO3JIO’KEH Ha JII0OOT0 W3 COTPYAHUKOB WM B3SAT YJOCTOBEPSAIOIINM JIOKYMEHT
pykoBonutereM Ha cebs. Ho 1neHTpanu3anuss KOHTPOJS 3a HCIOJHEHHEM
JOKYMEHTOB TIPH ATOM SIBISIETCS BaXHBIM (DakTopoMm ero 3¢p¢eKTHUBHOM mocTa-
HOBKH.

OO0s13aHHOCTH, TIpaBa M OTBETCTBEHHOCTh PAOOTHHUKA, OCYIIECTBISIOLIETO
KOHTPOJIb UCIOJIHEHHSI JOKYMEHTOB, JIOJDKHBI OBITh 3aKperieHbl B JOJKHOCTHOM
UHCTPYKIIUH.

B wupeanbHOM BapuaHTE [OJDKHO KOHTPOJIMPOBATHCS MCIOJHEHUE BCEX
JIOKYMEHTOB, OJTHAKO TPYJOEMKOCTh 3TOM AESATEIbHOCTH W HEpaBHO3HAUHAs IICH-
HOCTb JOKYMEHTHOM HWH(OpMAIMM TpPHUBEIM HAa TMPAKTUKE K eHle OJHOM
KJaccu(UKalM JTOKYMEHTOB: Ha JOKYMEHTHI, KOHTPOJIb 3a MCIOJHEHUEM
KOTOpPBIX HE o00f3aTeNieH, W JOKYMEHTBHI, MOJJIeXallie KOHTPOJII 3a HUX
UCIIOJTHEHUEM.

[lepedyeHb KOHTPOIMPYEMBIX JOKYMEHTOB COCTAaBJISIETCS B CBOOOIHOM
dbopMe M yTBepXKIaeTcsi PYKOBOJAWTEIEM IO MpeacTaBieHuto ciyxObl IOV ¢
y4acTHUEM IOPUIUYECKON CITyKObl OpraHU3aIHH.

B coctaB mOoKyMEHTOB, MOAJIEKAITUX 00s3aTEIIbBHOMY KOHTPOJIO, HAPSIY C
JOKYMEHTAMH JUPEKTUBHBIX U BBIMIECTOSANIUX OPraHOB W PaCHOPSIUTEIBHBIX
JOKYMEHTOB  CaMOTO  YYPEXKICHUS, BKIIOYAIOT Ba)KHble clenuduueckue
JOKYMEHTBI, CBOMCTBEHHbIC JAaHHOM CHUCTEME VIpaBICHUS ¢ UMEIOIINe
KOHKPETHBIEC CPOKH UCTIONHEHUA [46, c. 181].

Nudopmariust o pe3yabraTax KOHTPOJISI UCIIOJIHEHUS JTOJDKHA MOCTYMATh TEM
PYKOBOAMTENSIM,  KOTOpbIE€  yCTAHaBIMBAIOT  HEOOXOIUMOCTb  KOHTPOJIA
KOHKPETHBIX JOKYMEHTOB M CPOKH UX UCIIOJIHEHUSI.

JIns mopaBisoOmIero  OONBIIMHCTBA JTOKYMEHTOB, UHPKYJIUPYIOIIUX B
Pa3IMYHBIX CUCTEMAaX YINPABICHUS U OpraHU3alUsAX, YCTAHABIUBAIOTCS CPOKHU UX
UCIIOJIHEHHS, KOTOpbIE  OTMEYAlOTCSd B  BEPXHEM  IOJIE  KOHTPOJBHO-
PETUCTPALIMOHHON KapTOYKH.

CymectByet 1Be popmsl (T.€. criocoba BeACHHs) KOHTPOJISA 32 UCTIOJTHEHUEM
JTIOKYMEHTOB [46, c. 185]:

— py4Has CpOKOBasi KapTOTeKa (MUJIM KOHTPOJIbHO-CIIPABOYHAsI KAPTOTEKA);

— aBTOMAaTHU3MPOBAHHASI CUCTEMA KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB.

dopMa KOHTpPOJIS BBIOMPAETCS HUCXOAS M3 BO3MOXHOCTEM OpraHu3alui,
OJIHAaKO B HACTOSILIEE BPEMS Yallle UCIIOJIb3YETCs] aBTOMATU3NPOBaHHas!.

IIpu BeneHUM KOHTPOJSA 3a MCHOJHEHHEM JIOKYMEHTOB C IOMOIIBIO
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CPOKOBOM KapTOTEKH, T. €. B PyYHOM PEKHUME, UCTIOIB3YIOTCS PETUCTPAIMOHHbIE
KapTOYKM M KapTOTEUHBIM MUK ¢ 32 TOABUXKHBIMU (KAPTOHHBIMU WIIH
IJIACTMACCOBBIMU) pa3feiaUTeNIMU. TpUALATh OAUH pa3AesuTeab O003HAYyaroT
yuciia Mecsna, T.e. 31 neHb. B HUX paccTaBisSiOT PErMCTPAllMOHHO-KOHTPOJIbHBIE
KApTOUYKH B COOTBETCTBHH CO CPOKOM MCTIOJHEHUS, T. €. KaXAYyI0 KapTOUKy KIaayT
B pa3jenuTeiab ¢ 0003HAYEHUEM YHUCia, KOTJa TOKYMEHT JTOJKEH ObITh UCIIOIHEH.
3a 32-11 pa3aenuTenp CTaBAT KAPTOYKHA HA JOKYMEHTBI, CPOK UCTIOJIHEHUSI KOTOPBIX
najaeT Ha clenyronui Mmecsi. B mocnennue yucia mecsana (3a 2-3 aHA) OTH
KapTOYKH PACCTABIIAIOT [0 YMCJIaM HOBOro Mecsia. Ilepen nepBbiM pazaenureneM
NOMEIAI0T KapPTOUKHU C MPOCPOUYCHHBIM CPOKOM HUCTIONHEHUS. OHU CTOSAT 3/1€Ch A0
TeX IOp, MOKa He OyJeT yKa3aH HOBBIM, MPOJJICHHBIM CPOK HCTOJHEHUS. Takum
o0pa3oM, MO CPOKOBOM KapTOTEKE JIErKO MOXHO Y3HaTh, YTO U KOTAa JOJIKHO
OBITh UCTIOJTHEHO.

[Ipu ocyriecTBIeHHH KOHTPOJIS 32 MCTIOJHEHHEM JOKYMEHTOB COTPYIHUK,
OTBETCTBEHHBIM 3a €ro MPOBEJCHHE, BBIHUMACT M3 KAPTOTEKHM KAapTOUKH Ha
3a/IaHUsl TEKYIIero JHsA (TeKyIIMH KOHTPOJIb) M KAapTOYKU Ha 3aJaHus, CPOK
UCIIOJTHEHUSI KOTOPBIX HMCTEKaeT uepe3 5 aHei, a Ttakke 10 u 20 gHEl Texyiiero
Mecsra (mpeaynpeauTebHbI KOHTPOJIb), U TPOBEPSIET X0 ucnoiaHeHus. [Ipu
ATOM MOJKET HCIOJIb30BaThCA JHMYHBIM ONpoc, Oompoc Mo TtenedoHy H T.I.
[lony4yennast uadopmalus 0 XoJe UCIOJHEHUS 3aJJaHUsI 3aHOCUTCA Ha 0O0OPOTHYIO
CTOPOHY PETUCTPALIMOHHO-KOHTPOJIBbHON KapTOUYKH.

[locne cHATHS JOKyMEHTa C KOHTPOJII PErucTpalmOHHO-KOHTPOJIbHAS
KapTOYKa BEIHUMAETCSI U3 CPOKOBOM KapTOTEKU U MEPECTABIISIETCS B CIIPABOYHYIO,
T.K. OHAa COAEPXHUT OoJyiee TOJIHbIE CBEACHHS O JOKYMEHTE (XOI W Xapakrep
UCIIOJIHEHUSI JTOKyMeHTa). KapTouka, HaXOJMBILASCA B CIPAaBOYHOW KapTOTEKE,
U3bIMAETCS. W MCIOJB3YeTCs TMpPH HEOOXOJUMOCTH B JPYTUX CIPABOYHBIX
KapTOTEKaX.

B HacTosiee BpeMs HaubOoee palrOHAIbHBIM ABJISIETCS
aBTOMAaTU3UPOBAHHBIN KOHTPOJIb 3@ UCIOJHEHUEM TOKYMEHTOB, KOTOPBIN BEAETCS
C TMOMOIIBIO  MEPCOHAIBHBIX  KOMIBIOTEPOB U  CHEUUATIHU3UPOBAHHOTO
MpPOrpaMMHOT0  00€CHeYeHHUs, MO3BOJISIIOIIET0  ABTOMATHYECKH  IOJy4YaTh
BCEBO3MOJXKHBIC CBOJKHU U OTUETHI [46, c. 187].

Heobxomumo oTmMeTuTh, 4YTO (QYHKIHS KOHTPOJSI 32 HCIOJTHEHHEM
JOKYMEHTOB  MPUCYTCTBYET B  KaXJIOW aBTOMAaTU3UPOBAHHOW  CHUCTEME
JNOKyMeHTallMoHHoro obecnevueHust ympasienus (ACJOY). Hampumep, cucrema
aBTOMAaTHU3allUU JEJIOMPOU3BOACTBA U IJIEKTPOHHOIO TOKyMeHTooOopoTa «JIEJIO-
[Ipeanpusitue», BXOJsdlllee B CEMEUCTBO MNpOrpaMMHBIX MNPOAYKTOB «JIEJIO»,
MO3BOJISIET ABTOMATU3UPOBATh KOHTPOJIb 32 UCIIOJIHEHUEM JTOKYMEHTOB. B maHHoM
CUCTEME Ha KOHTPOJb MOXET CTABUThCA KaK HUCIIOJIHEHUE PE30JIIOIUM, TaKk U
UCIIOJTHEHUE JOKYMEHTa B II€JOM. PerucTtpanuoHHass KapTO4ka KOHTPOJIBHOIO
JIOKyMEHTa M camMa pPE3OJIONUS BBIACISIOTCS COOTBETCTBYIOIIUM BHU3YaJbHBIM
npuzHakoM. Ilpu 3TOM it  KOHTPOJBHBIX JOKYMEHTOB M  PE30IIOLUMA
ABTOMAaTUYECKU OTCIICKMBAIOTCS CPOKM  HMCIOJIHEHHS, 0CO00 BBIACISIOTCS
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KOHTPOJIMPYEMBIE JOKYMEHTBI U JJOKYMEHTBI C HCTEKIIUMHA CPOKAMH MCITOJTHEHUS.
Cucrema no3BoJIIET aBTOMAaTHYECKH (POPMHUPOBATH HATIOMUHAHUS MCIOJHUTEISIM
U CBOJAKA OO0 HCIIOJIHEHMH KOHTPOJBHBIX TOKymMeHTOB. Kpome storo «JIEJIO-
[Ipennpustue» MTO3BOJIAET ABTOMAaTHYECKHU OTHPaBIISATh JIOKYMEHTBI
UCIIOJIHUTENSAM, a UHTepelc B 3TOM 4YacTU NMOCTPOEH Ha 0a3e TpaJulMOHHBIX
MOHATUI TakuM 00pa3oM, 4TOOBI MOJIB30BATENI0 ObUIO MPEAENIbHO MOHSITHO, C
KAKUMHU JOKyMEHTaMH OH pabOTaeT M Ha KaKOW CTaJuu HCIIOJHEHUS OHU
HaxonsaTcs. JlokymMeHThl Ha «pabodeM CTojie» TPYNIUPYIOTCS B HaNKd
«IToctynusBmme», «Ha ncnonuennn», «Ha koHTpOne» u np.

JIns TOKYMEHTOB, KOTOPBIE CTaBAT HAa KOHTPOJIb, YCTAHABIMBAIOTCA CPOKHU
ux ucnonHenus. B 'OCTe P 51141-2013 «/lenonponu3BoicTBO U apXUBHOE JETIO.
TepmuHbl 1 onpeneneHus» gaercs ciaenyruiee onpeneneHue: «Cpok UCIOTHEHUS
JOKyMEHTa — JTO CpOK, YCTAaHOBJEHHBIH HOPMAaTUBHO-NPABOBBIM AaKTOM,
OpraHMU3alMOHHO-PACTIOPAIUTENIBHBIM JOKYMEHTOM WM pe3oironuein» [17].

CpokH OCyIIECTBIEHUSI NPEABAPUTENBHBIX IPOBEPOK XOAa HCIHOJHEHUS
JIOKYMEHTOB JIOJDKHBI OBITh 3aKpeIICHbl B PErjaMeHTe opraHu3aunuu (Ui, MpH
€ro OTCYTCTBUH, B UHCTPYKIIUU TIO JIE€JIONPOU3BOICTBY).

Ha KOHTpoJIb CTaBsITCS TOKYMEHTHI, COJIepKalllie MOpyUYeHus, TpeOyoue
UCIIOJIHEHUSI B YCTAHOBIIEHHBIM CpOK. CpOKM HCHONHEHUS JOKYMEHTOB MOTYT
OBITH TUITOBBIMHM M MHAUBHUIYaTbHBIMH [34, c. 182].

TuUnoBble CPOKM YCTAaHABIMBAIOTCS 3aKOHOJATENIbHBIMM WM HWHBIMHU
HOPMAaTUBHBIMU NPaBOBBIMU akTaMmH. [lepedyeHb TUIIOBBIX CPOKOB HCIIOJHEHUS
JOKYMEHTOB JOJDKEH ObITh ToMelieH B HHCTpyKuuio no JIOY opranuzammm.
TunoBo¥ cpoK UCTIONTHEHHUS IOKYMEHTa HE MOKET OBbITh U3MEHEH.

JIJist mepuoAMYecKy co3aaBaeMbIX JOKYMEHTOB, JJIsi TOKYMEHTOB Hanbosee
4acTO CO3/JaBaeMbIX B MacIITabax BCEr0 TOCYNapCTBa, OTIACIbHBIX HaNpaBlICHUN
NEATEIbHOCTU WJIM KOHKPETHON OpPraHU3ali OMpPEAENSIOTCS TUIIOBBIE CPOKU HX
UCITOJTHEHUSI.

Tak, TUNOBBIE CpPOKHM YCTaHOBJEHbI B ykazax IIpe3maeHTta, 3akoHax
Poccuiickont depepannn, NMpaBUTEIbCTBEHHBIX HOPMATHBHBIX aKTaX, HalpUMED,
JUISL PACCMOTPEHMSI TPEMJIONKEHUN, 3asBICHUN MU Kajno0 rpaxaaH, EmyTaTCKUX
3aIpOCOB; IS Mepeladn JOKYMEHTOB ITIOCTOSSHHOIO XPAHEHUS U3 BEIOMCTBEHHBIX
OpPraHoB B TOCYJAapCTBEHHBIC; JJIsI OKOHYATEJIbHOIO BBEACHUA B CUIY
MOAIHUCAHHBIX JOKYMEHTOB U JIp.

3HAUUTENBHOE  KOJMYECTBO  THUIIOBBIX  CPOKOB  YCTAHOBJIEHO B
BEJIOMCTBEHHBIX  ITOJA3aKOHHBIX  AaKTaX, HAOpuUMep, O  MNPEAOCTaBICHUU
CTATUCTUYECKON M (PMHAHCOBOW OTYETHOCTU; O CPOKAX MPEAbSIBICHUS MPETCH3UM
M0 Ka4eCTBY MPOAYKIIMHU; TO TMOJaye aneuIAIuid Ha penieHus (UHAHCOBBIX H
CyleOHBIX MHCTAHIMI U ap. B opranuzanuu MoryT ObITh YCTAHOBJIEHBI TUIIOBHIE
CPOKH WMCIIOJIHEHMS W JJIs JTOKYMEHTOB, HE HAIIEAIIMX OTPAXKECHHUS B 3aKOHAX U
JIpYrux HOpMaTUBHBIX akTax. [lociie ux yTBepxkaeHuss u BriItoueHus B «Tabenb
dbopm» win «MHCTpYyKIMIO MO JAENONPOU3BOJICTBY» OHHM TakKXe CTaHOBSITCS
TUMOBBIMH JIJI1 BCEX COTPYIHUKOB OpPraHU3aLNH.
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NunuBuayanbHble CPOKM HMCIOJHEHHUS! YKa3bIBAlOTCS B TEKCTE JTIOKYMEHTa
WIN PEe30JIOLUUA MPU PACCMOTPEHHM IMOCTYNHUBIIETO JOKYMEHTa TOJIBKO B TOM
cllydae, €CJIM 3TOT CPOK OTIMYAETCS OT YCTAHOBJIEHHOI'O aBTOPOM JOKYMEHTA WU
OTCYTCTBYET B COCTABE TUIIOBBIX CPOKOB.

Cpok UCIHONHEHUS BXOASANIUX JOKYMEHTOB OOIICHPHUHATO HCUUCIATH C
MoMeHTa (uKcaluu (akTa UX NOCTYIUICHUS B OPraHU3alMI0, a CO3/1aBAaEMbIX — C
MOMEHTa MX JOBEJIEHHUS IO HUCIOJIHUTENEH, €Clid B JIOKYMEHTE, KOHEYHO, HE
OTOBOPEH IPYIOM CPOK.

Cpok HCTHOJHEHHS] MOXET MPOJUIUTh  TOJIBKO  OpraHu3aius Wiu
JOJDKHOCTHOE JIMIIO, €ro YyCTAaHOBHBIIME, WM BBILIECTOSINEE HAJ HHUM
pykoBozcTBO. B mpakTuke paboThl B TOM Cilyyae, KOrJa CPOK HCIOJHEHUS
JIOKyMEHTa K MOMEHTY €ro pPerucTpalydyd WIA MpPU PacCMOTPEHUU YCTaHOBJICH
OBITh HE MOJKET, YCTAHABIIUBACTCS YCJIOBHBIN CPOK MCIOJIHEHUS, KOTOPBIM MOXKET
OBITh OTKOPPEKTUPOBAH 110 XOJy WCIOJHEHHUS JOKYMEHTa, Hampumep, Ipu
KOHTPOJIE UCTIOJTHCHHS UCXOIAIINX JOKYMEHTOB.

Hcnonnenne OKyMeHTa JODKHO  KOHTPOJIHMPOBATHCS €  MOMEHTa
NOCTAaHOBKM €r0 Ha KOHTPOJb. TEXHUYECKUM CpPEICTBOM KOHTpPOJIS 3a
UCIIOJTHEHUEM JIOKYMEHTOB SIBJISICTCSI BXOJHOUM (hopMatr (KapTouyka WIJIM dKPaHHBIN
mabJIoH), KaK MPaBUJIO, SIBJSIOMIMICS TyOJMKATOM PETHCTPAIlMOHHOTO (opmara.
[Ipy mpuMeHeHUH >XypHAIbHOW (OPMBI PETUCTPAIMM KOHTPOJb HCIOJHEHUS
BEJIETCS Ha CaMOCTOSTENbHBIX (popmarax [34, c. 183].

[Ipu KOHTpOJIE YCTHBIX MOPYYEHUN PYKOBOAUTEINS, HE3APETUCTPUPOBAHHBIX
JOKYMEHTOB, IIPU BO3BPALICHUHU K JOKYMEHTAM, CUMTABIIMXCS HCIOJIHEHHBIMHU,
KOHTPOJIBHBIN AK3EMIUISIP BXOIHOTO (hopMaTa 3aroiaHsIeTcs B cCaMOi KOHTPOJIBHOM
ciryxoe.

st 3TOro B cXemax JOKYMEHTOO0OOpOTa IOJIKHO OBITh MPEeayCMOTPEHO
O3HAKOMJICHHE CIYXObl ~KOHTpOJIA, TMOCJEJAOBATEIbHO WJIM MapauiebHO
(Hanmpumep, B KOIMHUSIX ), C MOJOOHBIMH JJOKYMEHTAMHU.

IIpu mocTaHOBKE Ha KOHTPOJb TOKYMEHTOB, COJIEpKALIUX Psij 3aJaHUMH,
Pa3TUYHBIX UCTIOTHUTENICH U CPOKU WCIIOJIHEHHS, KOHTPOJbHBIN BXOAHOU (popmat
3aM0JIHAETCS Ha KaXKJ10€ KOHTPOJIMPYEMOE NopydeHue win 3aaanue. Ha KoHTpoiib
CTaBATCS TOJIBKO 3apETrUCTPUPOBAHHBIE JOKYMEHTHI.

Ha neBom mosne noKyMeHTa Ha ypOBHE 3aroJIOBKOB MPEAYCMOTPEHO MECTO
JUISl TIPOCTAHOBKHU CHEIMAIbHONM OTMETKH O KOHTPOJIE HCIIOIHEHHUS, HO Ha
MPAKTUKE ATy OTMETKY CTaBST IITAMIIOM Ha CBOOOJHOM MECTE B BEPXHEW YacTh
JTOKYMEHTA.

KoHTpobHBII MaccHB OpraHu3yeTcsi TaKUM 00pa3oM, YTOObl HE3aBUCUMO
OT TOTrO, SIBASIETCA JU JOKYMEHT BHYTPEHHUM, BXOJISAIIMM WU HUCXOISILINM,
JOKYMEHTBl MOTJIM KJIaCCH(PUITUPOBATHCS MO CPOKaM MCIOJIHEHHUS TIO THAM
TEKYIIETO MECSIIa, a TaKXKe Ha Oosiee NITUTENbHBIE CPOKH UCTIOTTHEHUS.

KoHTponb HCHONHEHHS NTOKYMEHTOB MOET BBIIOIHATHCS C IOMOIIBIO
aBTOMATU3UPOBAHHON MH(OPMALIMOHHOM cUCcTeMBbI (0a3bl TaHHBIX), SJIEKTPOHHOTO
xKypHana (tabmuinbl Excel), MCHofb3yeMbIX OJHOBPEMEHHO [Jii PETHCTPALMU U
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KOHTPOJISl, MJIM PErucTpaluoHHO-KOHTpobHBIX KapTtodyek (PKK), cocraBnsrommx
KOHTPOJIbHO-CIIPABOYHYIO KapTOTEKy. BECTH KOHTPOJIb MCIIOIHEHHsI JOKYMEHTOB
Mo XypHaly Ha OyMaXHOM HocuTene (KypHally pEerucTpauuu BXOASIINX
JOKYMEHTOB) — 3aJ]a4a OYeHb TpyAoeMKas u HeapdexkTuHas [34, c. 185].

IIpy Hanuuuu B OpraHu3alUy JIOKAJIbHOW CETU JIIEKTPOHHBIM BapUaHT
KApTOUKH yZOOHEe BCEro HaIpaBJISITh MO 3JIEKTPOHHOM MOYTE HEMOCPEACTBEHHO
HCIIOJIHUTENIO U CEKpEeTapro nojapasienaeHus (11 KOHTPOJIs).

Enunoii yaupuuupoannoit popmel PKK He ycTaHOBIEHO, HO MOCKOJBKY
ONpeJIeieH MEepevYeHb CBEJECHUH O JOKYMEHTE, HEOOXOIUMBIX JMJis BeIEHUs
KOHTPOJISI JOKYMEHTOB, KaxK[asi opraHu3alus MOXET pa3padoTaTh COOCTBEHHYIO
PKK.

B Tewenume cpoka HCMOTHEHUS JOKYMEHTa MNPOPECCUOHAIBHO oOpra-
HU30BaHHAas CHyX0a KOHTPOJSi OCYILECTBISAET peryJsipHble MPOBEPKU XOJa
UCIIOJIHEHUS, pe3yJbTaThl KOTOPOM, Kak WpaBWIO, Takxke (UKCUPYIOTCS B
KOHTPOJIBHOM MaccuBe. OTBETCTBEHHOCTh 3a MPABUIBHOCTH IPEICTABICHHOM
UHGOpPMAIIMK HECYT UCTIOTHUTENH.

[IpoBepku MoryT (puKCHMpoBaTbCsl B YCTHOM WJIM NMUCbMEHHON (opme. B
NOCIIETHEM Ciy4ae CiIy>KOOM KOHTpPOJISi TOTOBSATCS NMHCbMEHHBbIC HAIIOMUHAHUS.
OHu MOryT OBITH MOCBSILIEHBI KaK KOHKPETHOMY 3aJlaHHI0, TaK U OTIAEIBHOMY
JOKYMEHTY Y UCIIOJHUTEIIO.

Bo3MoOkHa Takke NOATOTOBKAa M PacChUIKA HANOMHUHAHWM, COIEpIKallnX
CBEJICHUS O JOKYMEHTaX, HAXOAAIIMXCA B OJHOM WJIM HECKOJIBKHUX CTPYKTYPHBIX
noxpasnaeneHusx. llepenaya JOKYMEHTOB Ha MCIOJHEHUE OPYTMM COTpPYIHHUKAM
HE SBIIIETCSA OCHOBAaHUE JUISl CHATUSA MX C KOHTPOJIA WM IIEpEeHOCa CPOKOB
UCIIOJIHEHUS.

IIpoBepka x0/1a UCIIOJHEHUS OCYIIECTBISAETCS OOBIYHO B CIEAYIOLIUE CPOKU
[34, c. 186]:

— 3aJJaHuUs MTOCIIEIYIOIINX JIET — HE PEXKE OJHOTO pasa B IO,

— 3aJIaHUA MOCIEAYIOIUX MECALEB TEKYILEro Tofja — HE PEXE OJJHOTO pas3a B
MeECsIL;

— 3aJlaHus TEKylEero Mecsama — Kaxaeie 10 qHer u 3a 5 THEH 10 UCTEUEHUS
CPOKa UCITOJTHEHUS.

CHATb JOKYMEHTBl C KOHTpPOJII MOXET JIMIIb JOJDKHOCTHOE JIMLO,
YCTAaHOBUBIIEE  KOHTPOJIb, JUOO  OTBETCTBEHHBI  HCIOJIHUTENIb  IIOCIE
(paKTU4EeCKOrO BBITIOJHEHHS 3aJaHMN, 3alpocoB, COOOLICHHUS pe3yJIbTaTOB
3aMHTEPECOBAHHBIM JIMIAM M OpraHM3alvsM WIA IPYroro JOKYMEHTHPOBAHHOIO
MIOATBEPKACHUA HCHOJHEeHUs. Ha camoM [OKyMEeHTE dYacTo NPOCTABISAETCS
OTMETKA, IMOAINCAHHAS JIMIIOM, IIOATBEPKIAIOIINUM HUCIIOTHEHNE:

C KOHTpOJIS CHAT
3aB. I'p. KOHTpOJIA A.b.lBaHoB
20.01.2015
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JlommyCTUMO MPOCTaBIATh OTMETKH O CHATUU JJOKYMEHTA C KOHTPOJISL TOJIBKO
B CaMOM KOHTPOJIbHOM MaccuBe (kaptouke, 0aze maHHbIX). [lo ycmoTpenuto
PYKOBOJICTBA CBEIECHMSI OO0 HUCIOJHEHUU JOKYMEHTOB WM OTAEJBHBIX 3aJaHHM
MOTYT COOOIIATHCS B CIIYKOY KOHTPOJISI B TUCbMEHHOW WUJIM YCTHOM (opMme.

Ecnu xoHTposnpHas ciyx0a ycTaHaBIMBAaeT, YTO cOAep)kaHue, GopMa H
MpoLeaypa HCIOJIHEHUS HE COOTBETCTBOBAJIM 3a/IaHMIO, OHA BIPAaBE BEPHYTH
JIOKYMEHT Ha I0paboTKy 0e3 MpOJJIEHUs CPOKOB UCTIOJTHEHHUS.

JlaHHble O XO0/€ W pe3yJbTaTaX KOHTPOJS 33 HCIOJIHEHHEM JIOKYMEHTOB
NepuoauYecK aHanu3upyrorca. Kak mnpaBuino, CcBeleHHS O COCTOSHUU
UCIIOJIHUTEIBCKOM  JUCHMIUIMHBI ~ 0000mIaloTCs  €XeMecsyHo.  TumoBbie
aHANUTUYECKHE (QOPMbI MO KOHTPOJIO HCIOTHUTEIbCKOW TUCUUIUIMHBI HE
OompejieNieHbl M YCTAHaBIMBAIOTCS  PYKOBOJACTBOM  OpraHu3alud 10
npencrapienuto ciyx0n1r IOV [34, c. 188]. Ho Haubosiee HarisiAHO pe3yiabTaThl
paboThl MCTIOTHUTENEH BBITJISIAST, €CJIM B MECSYHBIX CBOJKAX, MPEICTaBISIEMbIX
PYKOBOJICTBY, YKa3bIBA€TCS:

— o011ee KOJIMYECTBO TOKYMEHTOB, HAXOSIIUXCA B pab0Te Y UCTIOTTHUTES;

— KOJIMYECTBO (IPOLIEHT) JOKYMEHTOB, BBITIOJHEHHBIX C OIEPEKEHUEM
YCTaHOBJIEHHBIX CPOKOB;

—  KoJnu4ecTBO  (MPOLEHT) JOKYMEHTOB, HE  BBINOJIHEHHBIX  WJIU
BBIIIOJIHEHHBIX MM03/IHEE YCTAHOBJIEHHBIX CPOKOB;

— 3aJIEP’KKU UCTIOTHEHUS B pab0UYUX JTOJISIX;

— IPUYMHBI 33J€PKEK UCIIOTHEHUS TOKYMEHTOB.

Cpenu xapakTepHBIX MPUYMH HEUCIIOJHEHHS JTOKYMEHTOB B CPOK OOBIYHO
OBIBAIOT:

— CJIMIIKOM BBICOKAsI CTENEHb LIEHTPAJIU3ALUN TOJTHOMOYHIA;

— MEePErpy3Ka UCIIOJHUTEIEN U PYKOBOJAUTEIIEH pA3HOTO YPOBHS,

—  HEJIUCUMIUIMHUPOBAHHOCTh  COTPYJHHKOB U  IOJBEIOMCTBEHHBIX
OpraHu3alunm;

— HEJJOCTATOYHBIE CPOKH JIJIs1 KAUECTBEHHOI'O UCTIOJIHEHHS;

— HepalMoHalIbHAasl CUCTEMA TIOKYMEHTO000pOTa;

— HEJOCTAaTOK TEXHUYECKUX CpEeACTB O(QOPMIICHHS U TUPAKUPOBAHUSA
JOKYMEHTOB H JIp.

Ha ocHoBe pe3yibTaToB aHanu3a pa3padaTbIBAlOTCS U MPUHUMAIOTCS MEpPhI
[0 YCKOPEHHIO MCIOJHEHHSI JIOKYMEHTOB, IOBBIIIEHUIO HCIIOIHUTEIBCKOU
JUCLUIUIMHBI, COBEPIIEHCTBOBAHUIO OPraHM3alUU KOHTPOJS W YIpaBICHUS, B
LEJIOM.

Takum oOpa3om, cucTeMa KOHTPOJISI UCIOJIHEHHS JOKYMEHTOB IO3BOJIAET
o0ecneunTh CBOEBPEMEHHOE U  KAueCTBEHHOE BBIMOJHEHHWE TOPYYCHHUH,
COJAEpKAIIMXCS B JIOKYMEHTaX, MOJYyYHUTh aHAJIUTHYECKYI0 HH(OPMAIIHIO,
HEOOXOANMYIO [UIsl OLEHKU JACSTEIbHOCTH TOAPA3ACNCHU U OTIEIbHBIX
VCTIOJIHUTENEH.

OT TOro, HACKOJIBKO JI€TaJbHO M MOJHO OyJET ONMMCaHa CUCTEMa KOHTPOJIS
WCMOJIHEHUSI JIOKYMEHTOB B MHCTpyKuuu 1o JIOY, 3aBuUCHUT opranusauus 3TOU
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paboThl W €€ pe3ysbTaThl, KOTOpbIe, HECOMHEHHO, CKaXXyTCsi Ha Bcel
NEATeIbHOCTU OpTraHU3alliH.

3.6 Yuem o0vema 0oKymenmooodopoma.
Ilpuuunul yeenuuenus 0o6vema 00KymMeHmoooopoma

[Tog o6beMOM MTOKYMEHTOOOOPOTa MOHUMAETCS KOJIMYECTBO JOKYMEHTOB,
3a(pKCUPOBaHHBIX B MECTE y4eTa 3a BHIOpaHHBI OTPE30K BPEMEHH; HAIpUMeEp,
KOJINYECTBO JOKYMEHTOB, MOJIYYEHHBIX U CO3/IaHHBIX OTIEIIOM KaapoB 3a MEPHO
¢ 1 mo 30 cenrsi0ps. 3a eaMHMIly TOJCYETa NMPUHUMAETCA KAaK caM JIOKYMEHT
(opuruHai), Tak U Kaxkaas ero komus. i ympomieHus mojcyeTa peKOMEeHyeTCs
JOKYMEHT, pa3MHOXEHHbIH B 10 23K3eMIuigpax, y4YuThIBaTh KaK JIECSTh
JIOKyMeHTOB. Jlnsi ompeneneHus 3arpyKeHHOCTH CTPYKTYPHBIX IOApa3IeiIeHUN
paboToll ¢ JOKYMEHTaMH IeJIecOo00pa3HO COCTaBJICHHE HWTOTOBBIX TaONHUIl, B
KOTOPBIX JIAaHHBIC CTPYIITUPOBAHBI 1O MPU3HAKAM, BBIJICJICHHBIM B COOTBETCTBUU C
KOHKPETHBIMH  II€JIIMH  TPOBEJICHWS aHAIM3a, HampuMep 10 CHCTeMaM
JOKYMEHTOB, HCIOJNB3yeMBIM B paboTe; 1O ajpecaM  pacChUIkd (B
MIOJIBEJIOMCTBEHHBIC U BHIIIECTOSIIIIAE OPTaHbl); IO KOPPECTIOHICHTAM H T. JI.

CocTaBreHuE WTOTOBBIX JHAarpaMM U TaOJHIl TIO3BOJSET OOJiee YETKO
pacrpeenuTh 00sI3aHHOCTH, CBs3aHHbIE ¢ 00pa0OTKON M CO3/IaHUEM JIOKYMEHTOB,
MEXIY CTPYKTYPHBIMU TOJAPA3JIETCHUSIMA U MEXIY COTPYIHHUKAMH B paMKax
CaMoro CTpyKTYpHOIo nojapaszaenenus [33].

[Ipuuunabl  pocta oObeMa  JAOKYMEHTOOOOPOTAa  MOJPA3NCNSIIOT  Ha
00OBEKTUBHBIC U CYOBEKTHBHBIE.

['maBHBIMU OOBEKTUBHBIMU MPUYWHAMHU YBEJIUYEHUSI 00BEMOB TOKYMEHTOB
ABIIIOTCS BIIMUSHHE HAYYHO-TEXHHUYECKOTO IIporpecca, pa3BUTHE DKOHOMHUKH,
paclIpeHre U YCI0KHEHHE HOMEHKIIATYPhI BBIITYCKaeMOW MPOIYKIIMU, OCBOCHUE
HOBBIX palOHOB, CTPOUTEIHCTBO HOBBIX OOBEKTOB, YCIOKHEHHE IIPOIECCOB
ynpasnenus. [Ipu 3ToM 00bEeMBI CO37aBa€MbIX JTOKYMEHTOB YBEIHMUYMBAIOTCS C
POCTOM KOJIMYECTBA JTOKYMEHTHUPYEMBIX NEWCTBUN W KOJIMYECTBA aJpecaToB,
KOTOPBIM 3TH JCHCTBUS HampaBieHbl. Takum o0pa3oMm, BO3pacTaHUE WA
COKpalleHHe OOBbEMOB JOKYMEHTOB 3HAUUTENIBHBIM OOpa3oM CBS3aHO C
poueccamMy TOKyMEHTHPOBAHUS.

K cyObeKTUBHBIM IpUYMHAM OTHOCST:

— OIOPOKpATHU3AIMIO ammapara yrnpaBieHUs, C KOTOPOUW CBS3aHO YBEINUCHUE
KOJIMYECTBAa MPOBEPSAIONINX WHCTAHIINMN, pa30yxXxaHUE KOHTPOJIUPYIOMINX OPraHOB,
yIIeMJICHHEe ¥ WTHOPUPOBAHWE 3aKOHHBIX MpaB rpaxkaaH. Bce 3To mpuBOIUT K
CO3/IaHHI0 JIOKYMEHTOB, HE OOYCJIOBIEHHBIX JI€J0BOHl HEOOXOIWMOCTHIO, IJIf
MOJICTPAXOBKHU;

— HEe3HaHWE WM HECOOIIoAeHHEe PaOOTHHKAMH YIPABICHUYECKHX CTPYKTYP
3aKOHOJATEIhCTBA, HOPMATHUBHBIX AaKTOB, YCTAaHABIMBAIOMINX HOPUIUICCKUC
TpeOoBaHMs K 0QOPMIICHHIO JOKYMEHTOB. B pe3ynbTare BO3HHMKAaeT HEIOBEpHUE K
JOKYMEHTaM M UX MEePEnpOBEPKa, T.€. CO3IaHUE HOBBIX JOKYMEHTOB;
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—  HEKBAIM(UUUPOBAHHOE  JOKYMEHTHPOBAHUE  PaCIOPSAUTEIbHON
nesrenpHocTH. Hanmpumep, npukas, coaepKaniuil HESICHBIE 3aJaHusl, HEPEAJIbHbBIC
CPOKH HCIIOJIHEHHMSI, IPOTUBOPEYAILNIA M3IaHHBIM paHee MpHuKa3aMm, 0053aTeIbHO
BBI30BET ITOTOK IMHCEM WM JOKIAIHBIX 3alMCOK YIPaBISEMbIX OpPraHU3alHN
(CTpYKTYpHBIX MOJAPA3ACICHUI);

—HECBOEBPEMEHHOE, HEKAYECTBEHHOE BBINIOJIHEHUE 3aJaHUN, [OPYYCHU,
JIOTOBOPHBIX 0053aTENIbCTB, CPbIB CPOKOB HX HCIHOJHEHHUS MOPOXKIAET MOTOKH
JOKYMEHTOB C Mpoch0aMU MEepeHoca CPOKOB, peKJIaMalUsIMH, OOBSICHEHUSIMHU,
NPETEeH3USIMU U T.JI.;

— OTCYTCTBHUE NIPaB y MOJBEJIOMCTBEHHBIX WJIM MMOAYUHEHHBIX OpraHu3anui
B PEIICHUM CTOSLIUX Mepe]] HUMHU 3a/1ad BbIHYXKJAeT MOCTOSHHO oOpamiaTtbes B
BBILIECTOSIIINE YUPEXKACHUS 34 PA3bSICHEHUSIMHU WIM M0 Pa3pelICHUI0 CIOPHBIX
BOIIPOCOB;

—  HEKOMIIETEHTHOCTh  YIPAaBJIEHYECKOTO MEPCOHAa B  PELICHHUU
IPOU3BOJICTBEHHBIX, JKOHOMUYECKHX, YIPABIECHYECKUX 3a]1ay IPUBOIUT K BHIOOPY
HEIeJIeCOOOpa3HbIX ~ BapMAHTOB WX  pEUIEHUH, UYTO  OTpakaercsi  Ha
JOKYMEHTHUPOBAHUM CaMHX OJTUX JEUCTBUI W BBI3BIBAET HEOOXOAMMOCTD
UCIIPABJICHUH MPUHATOTO PEIICHUS, U T.J1.;

—  OTCYTCTBHME B  YIpPaBIECHUYECKOM  amnmapare  perjaMeHTalHu
JOKYMEHTOOOpa30BaHMs MIPUBOJAUT K MCIOIB30BAHUIO 3HAYUTEIFHOTO KOJUYECTBA
pa3HoOOpa3HbIX BHAOB M (GOpM  JOKYMEHTOB, TMpEIHA3HAYEHHBIX IS
JOKYMEHTHUPOBAHUS MJEHTUYHBIX (QYHKIMHA ¢ COAEpKallUX aHAJIOTHYHYIO
UHGOPMAIIHIO, HO OTIMYAIOIIUXCS 10 (opMe TpeicTaBleHus: HHpOopMaIuy WU IO
COCTaBy IOKa3aTeNei;

— IIAPOKOE  paCHpOCTPAHEHUE  KOMUPOBAIBHOM  TEXHUKHM U €€
OCCKOHTPOJIbHOE UCIOJB30BAaHUE B YUPEKIACHUSX MPUBOAUT K CO3/IAHUIO
OTPOMHOTO  KOJINYECTBAa KOMHUM JOKYMEHTOB, KOTOPBIE MCIOJIB3YIOTCSI B
HE3HAYUTEIIBHON MEPE;

— HCIOJB30BaHUE B IIpOILECCaX CO3JaHHUS U MOJATOTOBKM JTOKYMEHTOB
KOMIIBIOTEPOB, C OJHOM CTOPOHBI, 3HAYUTEJIBHO MOBBICWIIO CKOPOCTH IOATOTOBKH
JNOKYMEHTOB, COKpPAaTUJIIO TPYAOEMKOCTb 3THUX OIE€palUi, HO, C IPYyrod CTOPOHBI,
IIPUBEJIO K 3HAYUTEIBHOMY YBEJIMYEHUIO KOJUYECTBA JIOKYMEHTOB 3a CYET
CO37aHMs OJTHOTO M TOTO K€ JOKYMEHTa B OyMa)KHOUW W 3JeKTpOoHHOU dopme [34,
c. 172-174].

Takum oOpazom, B unciae CyOBEKTUBHBIX MPUYMH, BIHAIOIUX Ha
YBEJIMYEHHE JIOKYMEHTOOOOpOTa, Mbl BUAMM KaK CBS3aHHbIE C OTAEJIBbHOU
JUYHOCTBHIO (I€ATEIBHOCTh PYKOBOJUTENS, CIIEHUATINCTA), TaK U C HAPYIICHUSAMHU
TpeOOBaHUMN 3aKOHOAATENBCTBA, C OPraHU3aALNUEH TOKYMEHTUPOBAHUSI.

K mnpuunHam yBenwueHHs JOKYMEHTOOOOpPOTa HAJ0 OTHECTH U HOBBIE
TEXHOJIOTUU TOJTOTOBKM JOKYMEHTOB, KOTOpBIE, COKpAaTUB BpPEMS Ha CO3/laHUE
TEKCTa, €ro pacrneyaTky M KONUPOBAHHME, YBEJIUYWIA WX IOTOKM M BHUIOBOE
pazHooOpa3ue, HO HE pPEelIWIM NpoOJIeMy YINpaBICHUS STUMU MOTOKAMH. OTOT
BBIBOJI CJEJIaH M OTEYECTBEHHbIMH JOKYMEHTOBEIAMH, U 3apyOeKHBIMU
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CrielUaiuCTaMu B 00JIaCTH YIIpaBIICeHUs JOKyMeHTauueu [49].

Nmeercs emie psa NpUYMH BO3pacTaHUsl JOKYMEHTONOTOKOB B HACTOSIIEe
BpeMsi: HEIOCTaTO4YHas pa3pabOTaHHOCTh 3aKOHOAATENIbHOM Oa3bl; HapacTaHue
TPYJHOCTE B HKOHOMHKE; IOJMEHAa pEaJbHOro Jejlia «0ymMaroTBOpYECTBaY;
HKCTEHCHUBHOE pa3BUTHE JOKYMEHTAllMW, NPHUBOJALIECE K BOBJICYCHHUIO B
«OyMaXHYI0»  OIOPOKPATHUECKYIO  JIESITeIbHOCTh BC€  OOJIbIIEro  Yucia
paboratomux. MmeHHO paboTa MO KOPPEKTUPOBKE MEPEUMCICHHBIX BBIIIE
HEJI0OCTATKOB BEAET K COBEPUICHCTBOBAHUIO TOKYMEHTOO0O0POTA.

PA3JEJI 4. Opranuszauusi XxpaHeHusi IOKYMEHTOB U o0eclieyeHue
ux coxpanHoctu B coorBercTBuu ¢ 'OCT P 7.0.8-2013
«/les10mpou3BOACTBO U apXUBHOE /1€J10. TepMHUHBI M ONIPeAeIeHM D>
U APYTMMH JOKYMEHTAMH

4.1 Pazpabomka u éedenue HOMEeHKIamypsl 0e

B Hamm nHM, KOTJa MPOUCXOAUT MOACPHHU3AIUSA (POPM YIpaBICHUCSCKOW M
SKOHOMHYECKOU JIeATeILHOCTH, MOSBUIUCH HOBBIC BHJIBI JIOKYMEHTOB, CBS3aHHbBIC
C TPEINPUHUMATEIBCKOW  JESATEIIbHOCThIO,  YBEIMYMBACTCS  AJICKTPOHHBIN
JTOKYMEHTOOOOPOT, BOIIPOCH! YIOPSIOUEHUSI pabOThI ¢ JOKYMEHTAMH M OCOOCHHO
X CHCTeMAaTH3allUd W KJIacCU(UKAIMK OMPEICNIIOT aKTyalbHOCTh IMPOOJIeM
pa3pabOTKM W BeJACHUS HOMEHKIATyphl jell. JlelcTBUTENhHO, COCTaBIICHUE
HOMEHKJIATYp JIeJl SBJISCTCS] OJHUM W3 JIaBHO anmpoOHWPOBaHHBIX U A()PEKTUBHBIX
MHCTPYMEHTOB CHCTEMAaTH3allUd W KIaCCH(PUKAIMH KPYIHBIX JOKYMEHTAIbHBIX
KOMILIEKCOB, 00pa3yroIInXCs B IMPOIIecce ASATSIIEHOCTH OpraHU3aIuii.

CogepiieHCTBOBaHHE pPAaOOTHI ammapaTa yIpaBlICHHs, OIECPATUBHOCTh M
Ka4eCTBO PEHICHHSI BOIMPOCOB, COJMEPIKAIIUXCS B JOKYMEHTAaX, B 3HAUUTEIBHON
Mepe 3aBHCSIT OT OPTaHW3AlUU XPaHEHUS JOKYMEHTOB, TO €CTh OT METOJOB WX
kinaccudukarmuu. Hayuno oOocHoBaHHast KiaccuUKaIMs JOKYMEHTOB HWMeEET
00JbIIOE 3HAYEHUE HE TOJBKO JJIS ONEPATUBHOM pabOTHI B OpraHU3aIUsAX, HO U
JUTSE TIOCTIEYIOIIIETO XPAaHEHUS U UCTIOIb30BaHMSI IOKYMEHTOB B BEJJOMCTBEHHBIX U
rOCY/IapCTBEHHBIX apXxuBaxX. EAWHBIA MOAX0J K KiIacCH(UKAIMU JTOKYMEHTOB B
opraHu3anuyd oOecreurBaeT HOMEHKJIATypa Jel — CHUCTeMaTH3WPOBAHHBIN
MEepPEUYCHb 3aroJOBKOB €N, 3aBOJUMBIX B JIEIOMPOU3BOJCTBE OpPTraHU3AINH, C
yKa3aHUEM CpPOKOB WX XpaHEeHHs, O()OpMIICHHBI B YCTAHOBICHHOM TOPSJIKE.
Homenknatypa  men  sABIgeTcs — KIACCH(PUKANMOHHBIM  CIPABOYHHKOM,
00s13aTENIBHBIM JIJII COCTABJICHHUS BO BCEX TOCYAAPCTBEHHBIX opraHu3amusx. OHa
JIOJKHA COJIEP)KaTh TOJIHBIN TIEpeueHb JEN, 3aBOJUMBIA BCEMHU CTPYKTYPHBIMU

MOAPa3ACICHUSAMMU.
OIHAaKO YCIOXHEHHE COBPEMEHHOM T'OCYJIapCTBEHHOM M XO3SMCTBEHHOMU
KU3HU, CTPYKTYpPBI aIMUHUCTPATUBHO-XO3SIMCTBEHHBIX OpraHoB,

MpEeANPUHUMATENIbCKUX OpraHu3alii U oObeIMHEHUN MNpeIbABIsieT Bce Ooliee
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CIIOXHBIE TpeOOBaHUS K CUCTEMAaTH3alUMU M KIACCU(PUKALMH JTOKYMEHTAIbHBIX
KOMILJIEKCOB, 00pa3yIOLIUXCS B PE3YJIbTATE UX JCSITEIbHOCTH.

Opranuzanus 3QQGeKTUBHOrO J1€I0NPOU3BOJICTBA IPEANPHUATUS HEMBICIUMA
0e3 MpeaABapUTEIBLHOr0 CO3AaHUs ISl 3TOI0 COOTBETCTBYIOIIMX yCIOBUN. OaHUM
U3 TaKUX YCIOBHM U ABIISETCS, B YACTHOCTH, pa3pabOTKa HOMEHKIATYPBhI Je.

I'OCT P 7.0.8-2013 "/Ienonpou3BOACTBO M ApXUBHOE AEN0. TEepMUHBI U
omnpejeneHuss" onpenenseT HOMEHKIATypy Jel Kak CHCTeMAaTH3MPOBAHHBIN
nepedyeHb Jen  (JOKYMEHTaJbHbIX KOMIUIEKCOB), a HWHOTJAa M OTACIbHBIX
JOKYMEHTOB  (HampuMep, OTYETOB, JKYPHAJOB pPETUCTpalu), 3aBOJUMBIX
opraHu3anuei, ¢ ykazaHueM CpOKOB XpaHEHHUsI, 0O()OPMIICHHBIN B yCTaHOBJIEHHOM
nopsiake [17].

OCHOBHBIMHM 337]a4aMHi HOMEHKJIATYPbl A€ SBIISIFOTCS:

— obecrieyeHue nopsiaka GopMUpOBaHUS 1ETT;

— YYET BCEX 3aBOJAMMBIX B OpraHU3alNU JIET;

— TpYyNIHUpPOBKA OMNpEICICHHBIX BHUIOB JOKYMEHTOB B  OTJACJIbHbBIE
JOKYMEHTAJIbHbIE KOMIIJIEKCHI;

— CHUCTeMaTu3alMs Ael M0 CTPYKTYPHBIM MOJpa3/ieJeHUsIM (HaIrpaBiIeHUsIM
JESTENBHOCTH ) U UX UHJEKCAIINS;

— YCTaHOBJICHUE CPOKOB XPAHEHUS JelI.

HomenknaTtypa aen Heobxoauma Jijisi ObICTPOrO MOUCKA JOKYMEHTOB IO UX
BUIaM U cojaepxaHuio. OT ee KayecTBa 3aBHUCUT OINEPATUBHOCTH pabOTHI ¢
nokymentamu. Homenknatypa nen HeoOXonuma [Jisi  paclpeiesieHus W
IPYNIHPOBKU HCIOJHEHHBIX JOKYMEHTOB B J€ja, JUIsl 3aKPEIUICHHUS] MHIECKCAlUU
NeN, 1Ji1 YCTAHOBJIEHUSI CPOKOB XpaHEHUS, ISl CO3[IaHUs CIIPAaBOYHOU KapTOTEKHU
UCIIOJIHEHHBIX JTOKYMEHTOB, OHAa CIYXHUT YYE€THBIM JIOKYMEHTOM B apXxuBe
OpraHu3aiuu g Aed BpeMeHHoro xpaHeHus g0 10 ner BkmtouutensHO [34, c.
195].

XopoIio cocTaBiieHHass HOMEHKJIATypa el JaeT MOJHYI0 HHpopMaluio 000
BCEX BUJAX U KaTEropusax JIOKYMEHTOB, KOTOpbIE BEyTCS B JAHHOW OpraHu3aluuy,
OTpakaeT BCE MPaBOBbIe, (PMHAHCOBBIC, TPOU3BOICTBCHHBIC U MHBIC HAMPABICHUS
JEATENbHOCTH OpraHU3alliM, €€ JEJOBBbIE CBSI3UW U CTPYyKTypy. OHa sBisercs
BOKHEHIIIUM HMCTOYHUKOM HWH(MOpPMAIMU O JEATEIBHOCTH JAaHHOW KOHKPETHOU
opraHu3zanuu. B 3TOM mnjaHe HOMEHKJIATypa JeNl sBIsSIeTCs 0oJiee 3HAYUMBIM
JOKYMEHTOM JJIi OpraHM3allMOHHOTO U HMH()OPMAIMOHHOTO 00ecreYeHUs
JESATENbHOCTH FOPUANYECKOTO JIMIA, YeM HMHCTPYKLHUS 110 JAEJIONPOU3BOJACTBY,
KOTOpas JUIIb OPraHU3yeT BEICHUE TEKYLIEro JeJI0NPOU3BOICTBA.

OnHOBpEMEHHO, HOMEHKJIATypa SBISETCA OJHUM U3 HMHCTPYMEHTOB
WHOOPMAITMOHHON 3aIlUThl OpPTraHMU3aIlMU, TaK Kak B HEH (QUKCHUPYIOTCS BCS
OTpakeHHas B JOKyMEHTaX WHMOpMaIIus.

Takum o0O0pa3oM, HMEHHO HOMEHKIATypa Jea SBISETCS KIIOYEBbIM
nocobueM g OpraHu3aldd JOKYMEHTOB B JIEJONPOM3BOJACTBE JIFOOOTO
IOPUANYECKOrO JIMIA U UX MEepeJadu B apXUB JUIs TIOCIEAYIOIEro XpaHEeHUS.

CocCTaBiSIIOTCS. ¥ UCIIOJIB3YIOTCS TPU BUJIA HOMEHKJIATYPHI JI€]: TUIOBAasi,
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npuMepHass M HOMEHKJIaTypa JeJd OpraHu3aii, Ha3biBaeMasi KOHKPETHOM,
WHAUBUYaJIbHOM.

TunoBsle U IpPUMEPHBIE HOMEHKJIATYpPHI AENl pa3padaTbiBalOTCs Ciy:k0aMu
JOKYMEHTAIlMM OpraHu3aluii, UMEIOIIMX TMOJABEJOMCTBEHHYIO CE€Th. JTO JaeT
BO3MOXKHOCTh JOOUTHCS €AMHCTBAa B KJIacCU(PUKAIMKU JOKYMEHTOB OJHOPOIHBIX
OpraHu3aluii BHYTPU OTPACIIU, TO €CTh OpraHU3aluid ¢ OJHOTUITHBIM XapaKTepoM
NEATeIbHOCTH U COCTaBOM JOKyMeHTaluu. [IpumMepHbie HOMEHKIATYPHI 1€]T MOTYT
OBITH COCTaBJICHBl KaK B TIpeJesiaXx KOHKPETHOW oTpaciu, Tak W B Tpejenax
aIMUHUCTPATUBHO-TEPPUTOPUATILHON  enuHUIB..  Hampumep,  mpumepHbie
HOMEHKJIATYpPhl JIeJI MOTYT OBITh COCTaBJEHBI [JIi TOCYAapCTBEHHBIX U
KOMMEPUYECKUX  OpraHu3allvii, TMPOMBIIUICHHBIX MPEANPUATHH,  YYEOHBIX
3aBeJICHUN, HAYYHO-UCCIIEI0BATEILCKUX U MPOEKTHBIX MHCTUTYTOB, U3/1aTEIIbCTB,
TBOPYECKUX COKO30B, OOIIECTBEHHBIX OpTaHU3alMKi, CEITbCKOXO3SIMCTBEHHBIX
KOOTIEPaTUBOB M accolualuii u T.1. (B JaJibHEMIIeM — opranuzanuii) [33, c. 222].

[IpumMepHbIe U TUTIOBBIE HOMEHKJIATYPHI JI€JT UMEIOT OOJIbIIIOE 3HAUCHUE JIJIs
ONTUMU3AIMM M COKpAIleHUs COCTaBa JOKYMEHTOB, BKJIIOUAEMBIX B COCTaB
ApxuBHoro ¢onga Poccun. Hanpumep, mnpu TOCTYIUIGHHM B  OJUH
TOCYJApCTBCHHBIM apXWB JIOKYMEHTOB OT BBIIIECTOSNIMX U TOJYMHCHHBIX
opraHu3aIui TyoJIETHOCTh MOXKET OBITH BBISIBIICHA YXK€ B MPOIIECCE COCTABIICHUS
X HOMEHKJIATyp Jei. B a3ToM ciydae B mpuMepHO# (MJIH TUTIOBOM ) HOMEHKJIATYPE
JenaeTcs OTMETKA, OT KAaKOW KOHKPETHO OpraHu3aiuu OyAeT MPUHUMAThCA Ha
XpaHEHUE JaHHas KaTeropus TOKyMEHTOB. TakuMm 00pa3oM, NpUMEpHbIE U
TUIIOBBIE HOMEHKJIATYPBI JIeJ1 MOTYT KOHKPETHU3UpOBaTh llepeuHn NOKYMEHTOB ¢
yKa3aHUEM CPOKOB MX XPaHEHHUS.

Oco0eHHO  1e7eco00pa3sHO  COCTaBJICHUE  MPUMEPHBIX  (TUIIOBBIX)
HOMEHKJIATYp Aed AJIsI TPYHIl COMOAYMHEHHBIX OpraHu3alui, U3 KOTOPBIX OJHA
ABJIIETCSI OpraHU3allMed CIUIOIIHOTO, a JApyras — BBIOOPOYHOrO TMpUEMaA
JTOKYMEHTOB B COCTaB TocCyJapcTBeHHOW uyactu ApxuBHoro @Ponaa Poccum.
Hanpumep, mogoOHBIN psj HOMEHKIATYP MOXKET OBITh COCTaBJIEH JJIsI 00JIaCTHBIX
U palloOHHBIX (MYHUIIUMTAIBHBIX) OpPraHU3aluil — IIKOJ, (PMHAHCOBBIX OPTraHOB,
OpraHOB CTaTUCTHUKHU U JIP.

TunoBbsle HOMEHKIJIATYPHI JIe] yCTAaHABIMUBAIOT YHU(UIIMPOBAHHBIA COCTaB
1€, 3aBOJUMBIX B JIETONPOU3BOACTBE OMPEACICHHON KaTEropuu OpraHu3alluii,
€IUHYI0 WHIEKCAIlMI0 ASTUX JeJl B OoTpacid. TumoBas HOMEHKJIaTypa Ael —
HOPMAaTUBHBIA JOKYMEHT, 00S13aTENIbHBIM NIJI1 IPUMEHEHUSI B T€X OPraHU3alUsX,
JUTs1 KOTOPBIX OHA pa3paboTaHa.

[IpuMepHble HOMEHKIATypbl [€Jl, B OTJIMYHE OT THUIOBBIX, HOCST
PEKOMEHIATEeNbHBIM XapakTep W YCTAHABIMBAIOT PEKOMEHIYEMbIH COCTaB H
MHJIEKCAllMIO JIeJ, 3aBOJIUMBIX B JEJIONPOU3BOJCTBE OpraHM3aluid, HA KOTOpPbIC
OHM PACHPOCTPAHSIIOTCSL.

[IpumepHble W THUNOBBIE HOMEHKJIATYphl J€1 MOTYT pa3padaTbiBaThCs
opranuzanusaMu PocapxuBa Ha JOTOBOPHBIX Hauajax B TOPSAKE OKa3aHUS
METOIMYE€CKON MTOMOIILIH.
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TunoBsle U MpUMEpPHbIE HOMEHKJIATYPBI JEJ JTOJKHBI OBITh COTJIACOBAHBI C
neHTpaipHol skcneptHoi komuccuert (LIDK) u skcmeptHOMt kommuccuen (OK)
CBOEHl OpraHu3allvy, PacCMOTPEHBI U COIJIACOBAaHbI B SKCIIEPTHO-IPOBEPOUYHON
komuccun (DIIK) cooTBeTCTByIOIIEro AapXMBHOTO OpraHa MW YTBEPXKACHBI
PYKOBOJIUTETIEM OpraHu3aluu OTpacJeBoro, aJIMUHUCTPATUBHO-
TEPPUTOPUATIBHOTO  OpraHa  ympaieHusa. llpm  crabuiabHOCTH — QYyHKUIMN
nepepadoTKy W MEepeyTBEPXKACHHE MPUMEPHBIX (TUIOBBIX) HOMEHKIATYp Jel
IIPOBOJIST, KaK IPaBUjI0, OAUH pa3 B 10 mer.

@denepanbHble M PECIyOJMKAHCKUE OpraHW3alid MOTYT YTBEpKIaTb
OpUMEpHbIE HOMEHKJIATYphl JeNl JUId BCeX KaTeropuil opraHusalui cBoeH
CUCTEMBI, OOJACTHbIE — COOTBETCTBEHHO MJI OpraHU3aluid pailOHHOTO 3BEHA U
HUXE.

HezaBucumo OT HaiMuusg TUIOBOM WJIM NMPUMEPHOW HOMEHKJIATYpHI e,
KaXK7asi OpraHu3alys J0HKHA COCTABISATh CBOIO HOMEHKIATYpy. OTBETCTBEHHOCTh
3a pa3pabOTKy HOMEHKJIATYpPHI JIe]l OpraHU3allKi HECET €€ CIy»,0a JOKYMEHTAaINH;
BEJJOMCTBEHHBIM apXHWB OKa3bIBAET METOJUYECKYIO M MPAKTUYECKYIO TOMOIIb U
KOHTPOJIUPYET MPABMIBHOE KOMILJIEKTOBAHHE JI€7T JOKYMEHTAMHU.

NuauBuayanbHas HOMEHKJIATypa JAesl OTpakaeT JOKYMEHThl KOHKPETHOM
OpraHu3aluu.

Konkpernass  HOMeHKJaTypa  Jel  NpPEICTaBlsieT  coO0OM  CIHCOK
HAaMMEHOBAHUM [1€JI, KOTOPbIE BO3HUKAIOT B pE3yJIbTaTe AEIOBON AEATEIbHOCTU
OJTHOTO KOHKPETHOTO YUPEXKACHUS WK nipeanpusitus [33, c. 223].

Jlenonpou3BOACTBEHHBIE  CIYKObl  YUPEXKACHHUS  WIA  NPEAIPUSITHS
3aHUMAIOTCSl COCTAaBJIEHHEM KOHKPETHBIX HOMEHKIATYp Je:

— Ha OCHOBaHUU M3YYECHUSI KOMIUIEKCA JOKYMEHTOB, KOTOPhIE 00pa3yloTcs B
IPOLIECCE E€TO IEATEIIbHOCTH;

— Ha OCHOBaHUU pAa3/elIOB, PEKOMEHIYEMbIX THUIIOBOW HOMEHKJIATYpPOIl,
CYILIECTBYIOUIEN B BEJOMCTBE, K KOTOPOMY MPUHAJIEKUT YUPEKICHUE.

IIpu pa3paboTke MHAMBUAYyAIBHOWM HOMEHKIATYphl Ha 0asze TUIIOBON WU
MPUMEPHOI 00S3aTENHHO YUUTHIBAIOT CIEIM(PUKY KOHKPETHOW OpTaHHU3aIiy.

Homenknatypa npenm paspabaTbiBaeTcsi BO BCEX CTPYKTYPHBIX TMOApPa3-
NEJIEHUsAX OpraHu3aluu. B CTPYyKTYpHBIX MOJpa3lelICHUSIX HOMEHKIATYpPhl Jel
OOBIYHO pa3pabaThIBAIOTCA OTBETCTBEHHBIMH 3a JOKYMEHTAIMIO JHIAMH C
IIPUBJICYEHUEM BEAYIIUX CIIELIMATIUCTOB.

OnHuM W3 TEpBBIX ATAlOB COCTABIEHUS HOMEHKIATYphl JE€ SIBISETCS
U3y4YEHHE JIOKYMEHTOB OpraHu3aluu. B HOMEHKIAaTypy Jen BKJIIOYAKTCS BCE
JOKYMEHTBI, COCTaBJISIEMble B JAHHOW OpraHv3allid WU TOCTYNHUBIIME B HEE W3
npyrux opranuzauuil. [Ipu 3ToM n3ydarorcs nonoxkenus (ycTaB) OpraHu3alvu U
€€ CTPYKTYpHBIX MOAPA3JECICHUN, IUJIAHOBBIE W  OTYETHBIE JIOKYMEHTHI,
JOJKHOCTHBIE ~ WHCTPYKIIMM  COTPYIHHUKOB, PA3JIUYHbIE  KIACCU(DHUKATOPHI
JOKYMEHTOB, HCIIOJIb3yeMble B padoTe, THUIOBOW BEJOMCTBEHHBI IEpPEYEHb
JOKYMEHTOB C YKAa3aHHEM CPOKOB XpPAaHEHMS HOMEHKJIATYpbl JI€J] 3a MPOLIEIIINe
roJbl, OMHMCH JJI1 IOCTOSHHOIO M JOJTOBPEMEHHOIO XpaHEHUs, JIOKYMEHTHI,
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XapaKTEPU3YIOIINE OCHOBHYIO JIESATENBHOCTh OpraHn3alvi. B HOMEHKIATypy Aen
TaK)K€ BKJIIOYAIOTCA JTOKYMEHTBHI OOIIECTBEHHBIX OpraHu3anuil (mpodcoro3Hou
opraHu3auuy, A0OPOBOJBHBIX OOWIECTB W T.A.). JlokymeHThl ¢ rpudom «/lns
ciyxebHoro mnonb3oBaHus» ([JCII) u crpaBouHble KapTOTEKH, KypHajbl ydeTa
nokyMeHToB U u3aanuii ¢ rpudom JICII nognexar o0a3aTeIbHOMY BKIIOYEHHUIO B
HOMEHKJIATYpy JAen opraHu3zanuu. KpoMme TOoro, B HOMEHKJIATYpy BKIIHOYAIOTCS
Jieja BPEMEHHO JEHCTBYIOIIMX OPraHOB, JOKYMEHTBI KOTOPBIX CIIY’KaT MPAaBOBBIM
OCHOBAHUEM ISl TIOATBEPKJICHUS MOJHOMOYMN OpPraHW3alvy WU MPEKpaIieHus
€e JEeATENbHOCTH. B HOMEHKIaTypy BKIIOYAKOTCS TakKK€ HE3aKOHUYECHHBIC
JEJIONPOU3BOICTBEHHBIE JI€]Ia, KOTOPBIE MOCTYHWIM U3 APYTMX OpraHW3aluid i
UX MpOJOJDKEeHUA. B HOMEHKIaType NOJDKHBI OBbITh YUYTEHBl BCE CIPAaBOYHBIC
KapTOTEKH U JKYpHaJbl K JOKyMEHTaM [52].

B mpouiecce paboThl opraHu3anuy B TEYEHUE rojia MOT'YT BO3HUKATh HOBBIE
JOKYMEHTUPYEMBIE YYaCTKH M, COOTBETCTBEHHO, HOBBIC JI€JIa, KOTOPBIE TaKXKe
BKJIFOYAIOTCSI B HOMEHKJIATYpy AEl.

B HOMeHKNaTypy [el HE BKIIOYAKOTCS pPA3jIUYHbIE ME€YaTHbIE HW3JaHUS,
NOCTyMaroumuye B opraHu3anuio. OHU YUYUTHIBAIOTCS M XPAHATCA B CIPaBOYHO-
MHPOPMAIIMOHHBIX (OHAAX, HAYyYHO-TEXHUYECKUX OMONMOTEeKaX WIH APYyTruX
NOAPAa3AECICHUSAX OpraHUu3alUu.

HomeHknaTypa pen opraHu3aluyd Ha CIEAYIOINIMN KaJeHIApHBIM TOJ
coctaByisieTca B 3-4-M kBapTtajax Tekyuiero rojga. CocTaBlI€HHBbIE B KaKJIOM
CTPYKTYPHOM MOJpa3/IeJICHUH OpraHU3allid HOMEHKJIATypbl A€l BU3UPYIOTCS €€
pykoBoguteneM. Ilpu Hammuum B opranm3auun  OK B CTPYKTYpPHBIX
NOAPA3ACICHUSAX OHHM COTJIAaCOBBIBAIOT HOMEHKIATYPY i€l CBOMX CTPYKTYPHBIX
MOJIpa3ACICHUN.

HomenknaTtypa aen opraHu3amuy MOAIMUCHIBACTCS PYKOBOIUTENIEM CITY>KOBI
JOVY u nanpasnsierca Ha corjacoBanue ¢ JIIK cOOTBETCTBYIOLIETO apXHUBHOTO
yupexnenus. Ilocne cormacoBanmmss ¢ OIIK  apxuBHOro  yupexaeHus
HOMEHKJIaTypa  J€Jd  OpraHu3allid  YTBEP)KIAETCSI €€  PYKOBOJMTEIIEM
(3aMecTUTENeM PYKOBOAMTEI OpraHu3aluu, Kypupyomum ciayx0y 10VY).

YTBepkKIACHHAs HOMEHKIIATYpa JIeJl OpPraHu3aluy BBOJAUTCS B ACUCTBHUE C |
SHBaps CIEAYIOIIEro KaJeHIapHOro roja W JelcTByeT B TedueHwe 5 yer. OHa
IIOJIEIKUT MEPECOCTABICHUIO U NEPEYTBEPKACHUIO JIMIIb B CIy4asgX KOPEHHOIO
U3MeHeHUsT GYHKIUA U CTPYKTYphl Opranu3anuud (Wil €€ CTPYKTYpPHOTO
nozpasnenenus). IIpu oTcyTCTBUM TakWX M3MEHEHUI HOMEHKJIATYpy J€1 B KOHLE
Ka)XJ0r0 rojia yTOUHSAIOT, TP HEOOXOAUMOCTH KOPPEKTUPYIOT U aBTOMAaTHUECKU
BBOAAT B JeiictBue ¢ 1 sHBaps craeayromero roaa. B Tom ciywae, ecnu
OpraHu3alid MUMEIOT CE30HHBIM XapakTep AEATENbHOCTH (IKCHEAMIIMH, TEaTpsl,
yueOHbIE 3aBeleHUs M JpYyrue, JAeJONPOU3BOJACTBEHHBIH TOJI B KOTOPBIX
HAaYMHAETCSI U OKAHYMBAETCS B COOTBETCTBUHM C CE30HHOCTBIO JEATEIBbHOCTH),
HOMEHKJIATYpa J€Jl Ha CIEAYIOIIMM T'OJ COCTABISIETCA B KOHIE IPEABIIYLIETO
CE30Ha.

KoppekTnpoBKy HOMEHKIATYpbl JAEJ PEKOMEHAYETCS IPOBOAUTHL Clle-
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OYIOIUM 00pa3oM: B KOHLE TEKYIIEero rojga pykoBoautenu ciyxosl JOY u
BEIOMCTBEHHOTO apXuMBa MPOBOJAT COBEIIAaHUE C OTBETCTBEHHBIMH 32
JIEJOMPOU3BOICTBO JIMIIAMU B CTPYKTYPHBIX MoApaszaeicHusx. Ha Hem ananusu-
PYIOT pa3liesibl HOMEHKIATyphl Jed TEKYLIEro roja, ONMpeaAeisiioT MPaBUIbHOCTD
(GOpMyIHPOBOK 3aroJIOBKOB JI€J, MPOBEPSIOT COOJIOJEHUE YKa3aHHBIX CPOKOB
XpaHEeHUsl Jej, TMOJHOTY OTPaXEeHHs B HOMEHKIAType BCEro KOMIUIEKCa
JOKYMEHTOB. B mpomecce o00CyxkAeHUS U aHaluM3a HOMEHKJIATyphl el
onpenensaeTcss HEOOXOAUMOCTh €€ KOPPEKTUPOBKH.

HomeHknaTtypa nen opraHuzaiuu redatraeTcsi B HEOOXOUMOM KOJIHYECTBE
9K3eMIUIApOB. [Ipu 3TOM HEOOXOAMMO YYHUTBIBATh, YTO TEPBBIM HAK3EMILISIP
NoMeIlaeTcs B JIeJio, BTOpoil ucrnoiyb3yercs B cinyx6e JJOY B kauectBe pabouero,
TPETUIN HK3EMIUIAP CIY)XUT B KA4ECTBE YUETHOIO JOKYMEHTa B BEJOMCTBEHHOM
apXvMBe, UYETBEPTHIA  DK3EMIUIAP  OCTaeTCs  IMOCJE€  COrJacoBaHUs B
COOTBETCTBYIOIIEM apXUBHOM YUYPEKICHHH, TATHIA JK3EMIUISIP MOXXET B BHJIC
BBIITUCOK TepenaBaThCs JUIsi pabOThl B  COOTBETCTBYIOIIUE CTPYKTYpPHBIC
nojapa3zieicHus OopraHu3anuu. Bce »K3eMIUIsipel, KpoMme IepBOro, MOTYT HE
BBIBOJAUTLCA Ha Oymary IO COIJIaCOBAHHMIO C COOTBETCTBYIOIIMMH OpraHamMu
Pocapxusa.

YTBEepKICHHBIA DK3EMIUIIP HOMEHKIATYPhI €]l OpraHU3alluu SBISCTCS
JOKYMEHTOM IIOCTOSIHHOTO XPaHEHMsS M BKJIIOYAETCS B pa3lie]] HOMEHKJIATYpPbl
ciyx0b1 JIOY B BUJe CaMOCTOSATEIBHOTO JIeJia, TaK JK€ KaK M BCE KOHTPOJIbHBIE U
CIIPaBOYHBIE KAPTOTEKHU.

[Topsimok cocTaBiieHUsI U yTBEPKACHUS HOMEHKIATYp OE€Jd OpraHu3aluid,
KOTOpbIE HE NEPEAA0T JOKYMEHTHI Ha TIOCTOSHHOE XPaHEHUE B IOCYJapCTBEHHbIC
apXvBbl, HE OYE€Hb OTIMYAETCA OT OMHMCAHHOTO BbIIIE. /[ HUX cOrjacoBaHUE C
OIIK apxuBHOTO yupexkJIeHus 3ameHsierca cornacoBaHueM c¢ LOK wnmm OK
BBIIIECTOSIIEN OpraHU3aluu.

Enunas popma GaHka AJis HOMEHKIATYpBI 7€) yCcTaHOBIIeHa PocapxuBowm,
omyommkoBaHa B ['CIIOY, OcHOBHBIX TIpaBUiIax pabOThl BEJOMCTBEHHBIX apXHUBOB
U sBisieTca 00sI3aTENbHOM NIl BCEX YUPEKJICHHM, OpraHu3aluid U MpeanpusiTuu,
HE3aBUCUMO OT BEIOMCTBEHHOW MOJYMHEHHOCTH U (OpM CcOOCTBEHHOCTH
(ITpunoxenue Ne 12) [34, c. 197].

[Tpu odopmieHnH UCTIONB3YeTCS TUTYIBHBIN JTUCT, €CITU 9TO MUHUCTEPCTBO
(B€IOMCTBO), WJIH OOITHH OJaHK OpraHU3aIuH.

Paznenamu HOMEHKIATypbl J€71 OpraHu3allu  SIBISIOTCS B OCHOBHOM
Ha3BaHUs €€ CTPYKTYPHBIX MOJIpPa3/elICHUH, PACIONOKEHHBIX B COOTBETCTBUU C
YTBEPKAECHHOW CTPYKTYpOH opranuszanuu. [Ipu 3ToM B KaduecTBe nepBOro paszaena
B HOMEHKJIaType Jea cieAyeT ykasbiBaTh ciy:k0y IOV, mockonbKy UMEHHO TaM
cobupaetcs OpraHU3alMOHHO-PACTIOPSIANTEIbHAS JIOKyMEHTalIHS,
XapakTepu3ymomas JesITeIbHOCTh OpraHu3alnuu B 1esoM. llocinenoBaTeabHOCTH
pacroyoKeHHsl  pa3feioB B~ HOMEHKIAType  JIOJDKHa ~ cOBHagaTh  C
MOCJIEe0BAaTEIbHOCTRI0,  3aKpPEIUIEHHOM B~ HOPMAaTUBHBIX  JIOKYMEHTax
(yTBepKJIeHHasi CTPyKTypa, IITaTHasi 4HCIEHHOCThb). Hampumep: ciyx0a

85



JOKYMEHTALIMOHHOTO  OOEeCIeYeHMs, IUIAaHOBBIA  OTHEN, MPOU3BOJICTBEHHO-
TEXHUYECKHUI 0TI, OTJEN TEXHUKH 0€30aCHOCTH, OyXraiaTepus, OTAEN KaApoB U
T.4. Ilpyu HaMuum B opranu3anuu Kinaccupukaropa CTpYKTYPHBIX MOApPa3AesIeHUN
OH UCHOJIb3YeTCs B KaUECTBE KJIACCU(PUKALMOHHON CXeMbl HOMEHKIATYPHI A€, TO
€CTh CIYXHUT ee paznenamu. [lpu ykazaHuu Ha3BaHMs paszzena o0s3aTesIbHO
MPOCTABIISIETCA U €0 UHJIEKC, HanpuMep: Kanuensipus — 01, yueOnsiii otnen — 02 u
T.J.

B nepBoii rpade HOMEHKIATyphl yKa3bIBalOTCS HMHIAEKCHI Aen. MHuekc
KOHKPETHOIO JieJla COCTOMT W3 HWHJIEKCa CTPYKTYPHOTO MOAPA3NAECIECHUS U
NOPSIAKOBOTO HOMEpa Jena B NpeAesiax 3TOro CTPYKTYPHOTO MOJpa3/IesICHHUS.
Hanpuwmep: 01-1, 01-2, ... 01-12..., 02-1, 02-2, ...02-35 u T.1.

Knaccudukanmonnas cxema MUHUCTEPCTB, BEIOMCTB, IPYTUX OpraHU3alMii
CO CIOXHOW CTPYKTYpOH OOBIYHO COCTOMT U3 pa3lelioB U MOJPa3eioB,
COOTBETCTBYIOIIMX KOHKPETHBIM YIpPaBICHHUSIM M oOTaenaMm. B asTtom ciydae
HOMEHKJIaTypa AeJN CTPYKTYpPHOro mnojapasfeneHus (yrnpaBieHUS MHUHHCTEPCTBA,
BEJIOMCTBAa W T.1.) odopmisieTcss Ha oOmeM OJlaHKe;, B KadecTBE 3arojoBKa
YKa3bIBaETCS J1€TONPOU3BOACTBEHHBIN 'O/,

B Ha3BaHumm pasgena  HOMEHKIATYpPbl — YKa3blBAalOT  HAMMEHOBAHUS
CTPYKTYPHBIX MOApa3eeHU (OTIEI0B) KOHKPETHOIO YIPABIEHUS U €r0 UHIEKC.
Nunexc B maHHOM ciydae OylIeT COCTOSITh M3 WHIEKCa YIpaBieHHs, WHAECKCa
OTJieJla BHYTPHY YIIPaBJIECHHUS U MOPSIKOBOTO HOMepa Jena. Hanpumep, ynpasneHue
nenamu umeeT wuHiuekc 01, ero CTpykTypHble NoApa3leleHuss OyayT HMETh
uHjekchl: kanuensipus — 01.1, oraen npaBuTenbcTBeHHOM mnepenucku — 01.2,
o1opo xanod — 01.3 u T.1.; UHIEKCHI Aen BHYyTpH noapazaenenuit — 01.1-1, 01.2-1,
01.2-2uT.m.

Bo BTOpoi#i rpade HOMEHKIATYpPHI YKa3bIBAIOTCS 3aroJioBKH Jei. [Ipu sTom B
paszzmene MOXeT ObITh  HMCIHOJB30BaHA  CIEAyIoIasi — IOCJEN0BaTEIbHOCTD
HauMEHOBAaHUH JE:

— OpraHU3alMOHHO-PACTIOPAIUTENIbHAS JOKYMEHTALINS;

— IJJAHOBAsl IOKYMEHTALIUS;

— OTYETHAasl JOKYMEHTAaLHUS;

— JOKYMEHTalMs, OTHOCSIIAsCS K BBIIOJHEHUIO BOIPOCOB OCHOBHOU
NEATENbHOCTH;

— JIOKyYMEHTAIUsl, OTHOCSIIAsACS K IPOBEpPKaM (pEBU3USIM) BbIIIOJIHEHUS
OCHOBHOM JI€ATEIILHOCTH;

— JOKyMEHTallus, OTHOCSIIAsAcid K YYETHO-CIPAaBOYHOM paboTe C JOKY-
MEHTaMH.

BHyTpH Ka)a0r0 BBIIEIEHHOIO0 KOMIUIEKCA JIOKYMEHTOB HANMEHOBAHUS JIEJ
PEKOMEHIYETCSl CUCTEMATU3UPOBATh MO YPOBHSIM: JTOKYMEHTAUUs BBIMIECTOSIINX
OopraHu3anui, JOKyMEHTAIHs OpraHu3anun-(QoH1000pa3oBaTENs.

Tak, cHayama B HOMEHKJIaType OYIyT YyKa3aHbl Jiefla, B KOTOPBIX
CTPYIIIIUPOBAHbI PACIOPSAIUTEIBHBIE JOKYMEHTHI BBIIIECTOSIIAX OPraHoB, a
IIOTOM JieJla € PAacCHOPSAWTEIIbHBIMUA JIOKYMEHTAMU CBOEr0 PYKOBOJICTBA,
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KOJIJIETUAJIBHOTO OpTraHa U T.I.

LlenecooOpa3HO HKCMONB30BaTh E€AUHYIO TOCIEAOBATEIBHOCTh PacIo-
JIOKEHUSI 3aroJIOBKOB I B pPa3HbIX pas3feliax HOMEHKIATYpPbl OJHOW Op-
raHU3alu.

Tpetbst Tpadpa HOMEHKIIATYPBI 3aMONHAETCS B KOHIEe roaa. Kaxnoe neno He
JOJDKHO TipeBbIimaTh 250 nuctoB. [loatoMy mpu GombiioMm o0beMe TOKYMEHTOB,
OTHOCSIIIIEMCS K OJTHOMY JeTy, AomycKkaeTcss OpMUpPOBaHUE TOMOB, YacTeH.

B uerBepTo#i rpade HOMEHKIATYPBI IPOCTABIISIOTCS CPOKH XpPaHEHHUs JIe] B
COOTBETCTBUHU C ONPEACICHHBIMU NIEPEUHSIMMU.

[Taras rpada HOMeHKIATYpHI fen «lIpuMedaHuey 3amoJIHIETCS B TEUCHHE
Cpoka JeHCTBUSI HOMEHKIATYphI ciyx00i JIOY. B Hell mpocTaBisitOTCSI OTMETKH O
3aBEICHUU JEJl, O NEPEeXOMsIuX JejlaX, O COTPYJHUKAX, OTBETCTBEHHBIX 3a
JOKyMEHTalnilo U (OpPMUPOBAHUE M B CTPYKTYPHBIX TMOAPA3JAEICHUAX, O
nepegade Jen B APYryl0 OpPraHU3alMio, O MECTOHAXOXJICHUM MOJJIMHHUKA, O
nepefadye Jedl B BEAOMCTBEHHBIM apxwB © T.. Mcmonws3oBanue rpadsl
«IIpumeyanuey» NoBbIIACT Ka4eCTBO U 3(PPEKTUBHOCTH HOMEHKJIATYPHI Je.

ITocne oxoHYaHMsl AENONMPOU3BOJICTBEHHOTO TrOJla K HOMEHKJIAType el
ciyx60it JIOY cocraBisieTcss UTOroBast 3alMCh CO CTATUCTUUYECKUMU CBEJICHUSMU
0 KOJIMYECTBE JIe]l, 3aBEICHHBIX MO rpymnmnam [34]:

— 7ena co cpokamu xpaHenus 1o 10 mer;

— Jiena co CpoKaMH XpaHeHus cBbiie 10 neT;

— JIeJ1a CO CPOKAMU XPAHEHHUS IIOCTOSTHHOY.

ApudmeTnyeckuii MOACYET JOJKEH BECTUCH C YUETOM «IIEPEXOALIUX JCID)
U JIeJI, CPOKH XPaHEHMs] KOTOPBIX ONPEAEIIEHbl HE OKOHYATEIbHO — «C OTMETKOMN
OK (BIIK)». ITocme nurororoit 3amucu oGpopMIIIeTCS TOANUCH JIUIA, COCTABUBIIIETO
HOMEHKJIATYPY, U IIPOCTABIIIETCS 1aTa COCTABIICHUS.

HrtoroBbie cBeneHHMs O KOJUYECTBE [N, KapTouek, (ailoB u Apyrux
EAVHUI] COOOMIAIOTCS B apXWB CBOEW OpraHu3allid M B TOCYAapCTBEHHBIN
(MyHUIIMTIAJIbHBINA) apXHUB, €CIM OH MPUHUMAET JOKYMEHTHl JaHHON OpraHu3aluu
Ha XpaHCHHUE.

PaccmoTpeB 0COOEHHOCTHM COBPEMEHHBIX IMOAXOJO0B K OpraHu3aluu
XpaHEHHs  JOKYMEHTOB B  OpraHu3alMsX, IPOAHAIM3UPOBAB  IpaBuUia
dbopMupoBaHUs JAeN TpH Tepefade JOKYMEHTOB Ha XpaHEHHE, OCOOCHHOCTH
IIPUCBOECHUS MHJEKCOB JI€JIaM, a TaK)Xe IMPUHLMUIBI COCTABICHUS HOMEHKIATYPBI
7€l OpraHu3allii, MOXKHO YTBEp)KJaTh, 4YTO 0€3 HaaJekKalero XpaHeHUus
JOKyMEHTAIlMK HEBO3MOKHa 3¢ (deKTuBHass paboTa oOpraHU3alUd, 3aTPyIHCH
MOUCK HEOOXOAUMBIX JTaHHBIX.

Kax u mrobast cepa ynpaBieHUECKOro Tpyia, XpaHEHHE JOKYMEHTAIUU CO
BPEMEHEM MEHSETCS, CO3[Ial0TCS HOBBIE MPaBUila U MPUHIMUIIBI BEACHUS apXUBOB.
Kaxneiii cnenmanuct cinyx0b1 JIOY momkeH Xopomio 3HaTh 3TH MpaBwia H
MPUHIIMIIBL ¥ CIIEIUTh 32 U3MEHEHUSIMU, MPOUCXOISAIIMMU B TaHHOU cepe Tpyna.
XpaHeHHe [Jiel — O3TO BaXKHEWINAs COCTABISIONIAS JIESITEIbHOCTH  CIIYXKOBI
JIOKYMEHTAIIMOHHOTO 00ECTIeUeHUS YIIPABICHUS.
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4.2 Opzanuzayusa 3xcnepmu3vl YeHHOCMU OOKYMEHM 08

B mnepuon rnoGaibHBIX W3MEHEHUM B JKU3HU Halled CTpaHbl OCOOEHHO
BAXHO TMPHUHATH HA XpaHCHUE COBPEMEHHBIC JOKYMEHTBI, OTpakalolllhe OTU
npoiiecchl. Bompockl sKcnepTH3bl LHEHHOCTH JOKYMEHTOB W KOMILJIEKTOBAHUS
apXUBOB MPUOOPETAIOT B CUIIY 3TOTO OCOOYIO aKTyaJbHOCTb.

B uznannom BHUUJIA/L cnoBape «YnpaBieHHe TOKyMEHTaMU. TepMHUHBI U
OTIpEJICICHHs» DKCIIEPTH3a LIEHHOCTU JIOKYMEHTOB OIpeAeNseTcsl KaKk HU3y4deHue
JIOKYMEHTOB Ha OCHOBAaHMHM NPHUHIIMIIOB M KPUTEPUEB HUX IIEHHOCTH B IMEJAX
OTpEJICICHHUs] CPOKOB XPAaHEHUS! JOKYMEHTOB M OTOOpa WX Ha TOCYAapCTBEHHOE
xpaHenue [62, c¢. 94]. AHaJIOrM4HOE ONpENEIICHHE  COJCPKUTCA B
rocynapctBeHHom ctangapre ['OCT P 7.0.8-2013  «J/lenmonpou3BOACTBO U
apxuBHOe gneno. Tepmunbl u onpeaeneHus’» [17]. HopmaTuBHBIE OCHOBBI
IPOLIEAYPhI IKCIEPTU3BI IEHHOCTH JTOKYMEHTOB JaHbl B 3akoHe «OO0 apXuBHOM
nene B Poccuiickoit ®depepaumm» 2004 1. [3]. Takke KIHOYEBbIE MOMEHTHI,
Kacarolluecss OpraHU3allud JKCIEPTU3bl HEHHOCTH JOKYMEHTOB, COJEp)Karcs B
«OCHOBHBIX TIpaBUjiax pabOTHl apXWBOB opranuzauuii» [9]. «llepedeHb TUMOBBIX
yIPaBICHYECKUX  apXUBHBIX JIOKYMEHTOB, OOpa3ylOIIUXCS B  IMPOIECcce
NEATENIbHOCTU TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABIECHHUS U
opraHu3aIui, ¢ ykazanuem cpokoB xpaHenus» (M, 2010) pernameHTupyet oTOOp
JOKYMEHTOB OpraHW3alvid, HE3aBUCUMO OT BHJA UX JEATEIIbHOCTH, YPOBHS B
cucTeMe yrpasiieHUust 1 OpMbl COOCTBEHHOCTH.

HanHnas npobiemMa 10CTaTOYHO aKTUBHO MCCIIEIyeTCsl B HAYYHBIX Tpynax. B
YaCTHOCTH, OHAa H3y4Y€Ha B YHWCIE JAPYrMX TEOPETUYECKHX IMpoOIieM
OT€4YECTBEHHOI0 apxuBoBeneHusa B kHurax B.H. ABtokpaTtosa, E.M.bypogoii [19,
29]. T'maBbl, NOCBAIIECHHBIE BONPOCAM OSKCIEPTU3bl IIEHHOCTH JOKYMEHTOB,
00s13aTeNIbHO TPEJICTABICHBI BO BCEX YYEOHMKAX W YYEOHBIX IMOCOOHSX IO
apxuBoBeaeHuto [20].

DKcrnepTu3a IEHHOCTH JOKYMEHTOB MPOBOAUTCSL:

— B JICJIONPOU3BOICTBE YUPEKICHHUSI, OpraHU3aluu, TPEAIPUITHUS;

— BEJIOMCTBEHHOM apXUBE;

— TOCYJapCTBEHHOM apXUBE.

B nenmompom3BoicTtBe mpoOieMa pemaercs B - ONPEIETIEHUS CPOKOB
XpaHEeHUs IOKYMEHTOB YK€ MPHU COCTABICHUU HOMEHKJIATYPHI 1€, T.€. KOT1a JIeJ0
emie He «poauiocky [20, c. 87].

B BenoMCTBEHHOM apXWBE MPOUCXOJUT BBIJACICHUE U3 JOKYMEHTAIbHOTO
dboHma yapeRACHHS eI IS MOCTOSTHHOTO XpaHEHHUsS M MOJATOTOBKA UX K CAade B
rOCy/1IapCTBEHHBIN apXHB.

Ecniu B y4pexIeHUM  HMMEIOTCS  IOPUAMYECKH  CaMOCTOSITEIbHBIE
CTPYKTYpPHBIE MOJPa3IeICHUs, TO U3 LIEHHBIX JOKYMEHTOB (DOPMUPYIOT HECKOJIBKO
apXUBHBIX (POHJIOB.

Kpome »srtoro, orOouparoT uisi YHUYTOXKEHHSI JIOKYMEHTHI BPEMEHHOIO

88



XpaHEeHUs, CPOK XpaHEHUs1 KOTOphIX HCTeK. [Ipu 3ToM ocoOoe BHHUMaHUE JOJKHO
OBITH YJENEHO JOKYMEHTaM, CPOK XpaHEHHUs KOTOpbIX 75 ner (1o JAUYHOMY
COCTaRy).

B rocynapctBeHHOM apxuBe, BO-TIEPBBIX, IPOBEPSIOT PEIICHUE IKCIIEPTHBIX
OpraHOB BEJIOMCTBEHHBIX apXMBOB U YTBEPXKIAIOT UX W, BO-BTOPBIX, IPOBOJAT
LEJIEBYI0  KOMIUIEKCHYIO  DKCHEpTH3y IIEHHOCTH  JOKyMeHToB. lleneBas
KOMIUIEKCHAsE JKCHEPTH3a — 3TO HKCHEPTH3a, KOTOpas MPOBOJIUTCS B IEJSIX
BBISIBIICHUST AYOJIETHOCTH Cpa3y MO HECKOJIBKUM HAMPABICHUSIM: BBIMIECTOSIINX U
MOJYUHEHHBIX OJHOMY BEJIOMCTBY YUYPEXKJACHUHN; OJHOPOJHBIX YUPEKICHUM,
JEUCTBYIONIUX HA OJHON TEPPUTOPUHU (IIKOJIBI OJHOTO paiioHa); JIWII, CBA3aHHBIX
POJCTBEHHBIMU WJIA TUYHBIMU OTHOIIICHUSIMH.

B pesynbrare skcnepTu3bl IEHHOCTH JTIOKYMEHTOB BBIACISIIOT JBE TPYIIIIbI
Jen: jAena IS TOCTOSHHOTO W JoJroBpeMeHHoro (75 ner) xpaHeHus; Jena,
npeHa3HAYCHHBIC JIJI1 YHUYTOXKCHHS.

Ha pnena, momyexamue yHUYTOXKEHHUIO, COCTABIISIETCS aKT; Jeia s
MOCTOSTHHOTO U JIOJITOBPEMEHHOT'O XpaHEHHS B JIaJbHEUIIIEM 3aHOCSATCS B OTHCH.

B mpomecce skcmepTusbl IEHHOCTH JOKYMEHTOB PEIIAIOTCS CIICIYIONINe
3a/1a4H:

— oT00p Hambosiee IEHHBIX IOKYMEHTOB Ha TOCYJaPCTBEHHOE (TIOCTOSTHHOE)
XpaHeHHe. Ot JIOKYMEHTBI nepenaTcs u3 BEJIOMCTBEHHBIX
B TOCY/IapCTBEHHBIE apXUBBHI;

— ONpEeleTICHUE CPOKOB XpaHEHUs TOKYMEHTOB, HH(OpMaius KOTOPBIX
UMEET CIPAaBOYHOE 3HAUYCHHE B TEUEHHUE OIPEACIICHHOTO Mepuoja BpemeHu. B
3aBUCUMOCTH OT YCTAHOBJIEHHBIX CPOKOB XPAHEHUSI TAKUE JTOKYMEHTHI MOTYT OBITh
paszesieHbl Ha JABE TPYIIbI: JOJITOBPEMEHHOTO XpaHEHHS (HApUMep, TOKYMEHTHI
M0 TUYHOMY COCTaBY CO CPOKaMH XpaHEHUs 75 JIeT) ¥ BpEMEHHOT'O XPAHCHHUS;

— o0ecrieueHue TMOJIHOTHI COCTaBa ApXMBHOTO (DOHIA MyTeM BOCTIOJIHEHUS
yTpadyeHHBIX JOKYMEHTOB;

— oTOOp Ha XpaHeHHe HanOoJiee HHPOPMATUBHO EMKUX JOKYMEHTOB [20].

DKcrepTu3a IEHHOCTH JAOKYMEHTOB MPOBOAMUTCS HA OCHOBE IPUHIUIIOB
HUCTOPU3MA, CUCTEMHOCTH M LEJIOCTHOCTU IyTEM KOMILJIEKCHOTO IMPUMEHEHUSs
KPUTEPUEB IPOUCXOKIACHUS, COAEPKaHUs1, BHEIIHUX OCOOCHHOCTEH.

Kpurepun skcnepTusbl LEHHOCTH JOKYMEHTOB — 3TO CHUCTEMa HAy4dHO-
00OCHOBaHHBIX TMPU3HAKOB, HA OCHOBE KOTOPBIX OTMPEIEISAETCS I[IEHHOCTh
JIOKYMEHTOB.

OtHecenue JOKYMEHTOB K cocTtaBy ApxuBHOro ¢onma Poccuiickoit
denepanuu  OCYIIECTBISIETCA MO pe3yjibTaTaM d3KCHEPTU3bl LIEHHOCTH Ha
OCHOBaHUU TMPUHIMIOB HUCTOPU3MA, CUCTEMHOCTH U LEJIOCTHOCTU IyTEM
KOMILUIEKCHOTO MPUMEHEHHUSI KPUTEPUEB MPOUCXOKICHHUS, COACPIKAHMS, BHEIIIHUX
0COOEHHOCTEH IOKYMEHTOB.

K kpurepusm mpoUCXOXKIECHUSI OTHOCSTCSA: POJb U MECTO OpraHu3alui B
CHUCTEME TOCYJIapCTBEHHOTO YMPABJICHUS WM KOHKPETHOW OTpaciiv, 3HAYUMOCTh
BBITIOJTHSAEMBIX €10 (PyHKIMH, 3HaUYeHHE (PU3MYECKOTo JIMIa B >KU3HU OOIECTRa,
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BpEMS U MECTO 00pa30oBaHuUsl JOKYMEHTA.

K xputepusim copepkaHusi OTHOCSTCS: 3HAUMMOCTb COOBITHS (SIBICHUS),
OTPaXEHHOTO B JIOKYMEHTE, 3HAUE€HUE HMMEIOUICICS B JOKyMEHTE HH(OpMaluu,
MOBTOpEHUE WH(}OpMaUu AOKYMEHTa B JAPYTUX JOKYMEHTaX, BUJ JIOKYMEHTa,
MOJJIMHHOCTH IOKYMEHTA.

K kputepusim BHEIIHUX 0COOEHHOCTEH OTHOCATCS: (hopMma (PUKCUPOBAHUS U
nepefaun  CoAepKaHus, YAOCTOBEpPEeHHUs, OQOpMIIEHUS JOKYMEHTa, €ro
(du3znUecKoe COCTOSHUE.

[Ipu oTHeceHMH TOKYMEHTOB K cocTaBy ApxuBHOro (onaa Poccuiickoii
®denepanuu yuyuThiBaeTcsi (aKTOp CTENEHU MOJHOTHI U coxXpaHHocTU (oHAaa [9, c.
8].

Kpurepun, To ectb NpuU3HAKKM, HA OCHOBAHHHM KOTOPBIX OIpEAeNsIeTCs
[IEHHOCTh JOKYMEHTOB, HE SBISIOTCA KaTeropued yYCTOWYMBOM, OHM MOTYT
U3MEHSTBCS TOJ BIMSHUEM pPa3jIM4HOro pojaa (akToOpoB, HANPUMEP, PA3BUTHS
rocarrapara, IpOIEecCOB JOKYMEHTHPOBAaHUS, KOJIMWYECTBA JOKyMEHTaluu. B
3aBUCUMOCTH OT UCTOPUYECKUX YCIOBUM, 3HAUCHUE OJIHUX KPUTEPHUEB MOCTETIEHHO
najaeT, Ha CMEHY UM MOSBIISIIOTCS APYyTHE.

B »skcneptuse mnepednclieHHbIE KPUTEPUHM TMPUMEHSIOTCS HE OJUHAKOBO.
OnHM U3 HUX YYUTBHIBAIOTCS BCEr/la — 3TO, MPEXkKIE BCEro, 3HAUCHHUE COICP>KaHUA
JOKYMEHTOB M 3HaueHue QoHpooOpa3zoBatens. Kak riaBHble KpUTEPUH OHU
OPUMEHUMBI KO BCSAKOW JOKyMeHTanuu. [lpyrue KpuTepuu, Hampumep,
naneorpaduueckue, 36IKOBbIE OCOOCHHOCTH U T. II., IPUMEHSIOTCS 3HAYUTEIHHO
pexe.

PaccmoTpum noapoOHee riiaBHbIE KPUTEPHUH.

3Hauenue coaepkanus JokymeHta. CojepikaHue TpencTaBisieT Cco0oit
COBOKYMHOCTh 3a()UKCUPOBAHHBIX B JIOKYMEHTE CBEICHHUA O KOHKPETHBIX
COOBITHSIX, SIBJICHHUSX, MpeaMeTax, Juiax u T. n. LleHHocTh comepikanust Oyner
3aBUCETHh OT 3HAYMMOCTH COOBITHS (sIBIeHMs, (pakTa, peameTa, JuIlla), MOJTHOTHI
€ro OCBEIICHHS, HOBHU3HBI, YHUKAJIBbHOCTH HHPOpMaMu 00 YK€ H3BECTHBIX
coObITUsAX, (hakTax, sABIeHMsIX, Jumnax. CoaepkaHue JOKYMEHTa Halo
paccMaTpuBaTh U B 11€JIOM, U B AeTajsax. KakoBbl Obl HU OBLIIM BOIIPOCHI, COOBITHS,
JIOOY, O KOTOPBIX TOBOPUTCA B JOKYMEHTE, — 3HAUYUTEJbHBIE WIH
HE3HAYUTEJIbHbIE, — YTOObI BBIHECTH IPABWIBHOE CYXJACHHE O BO3MOXKHOCTU
UCIIOJIb30BaHUSl JIOKYMEHTOB, HaJ0 YYUTHIBATH BCE CTOPOHBI >KU3HHU OOIIECTBA,
IUIS OCBEILEHUS KOTOPOH 3TH BOMPOCHI, (PAKThl, COOBITUS, JIFOAU MOTYT HUMEThH
onpezaeneHHoe 3HaueHue [20].

JUisi  pemeHuss BONPOCOB AKCIEPTU3bl  YIPABICHUYECKUX JOKYMEHTOB
JIOCTAaTOYHO 3HATh, KAaKyld OHHM HECyT HH(]OpMalMio, TaKk Kak COJAep)KaHue
JOKYMEHTOB, Kak IIpaBWJIO, CTPOrO COOTBETCTBYET HX Ha3HaueHHIo. Bce
JOKYMEHTBl COBPEMEHHBIX YUpPEKIEHUH, B 3aBUCHUMOCTH OT HWH(QOpMALVH,
KOTOPYIO OHM HECYT, pacnajaroTcs Ha Tpu Oonbiuue rpynmnsl. [lepByro rpymnmy
COCTaBIIAIOT IOKYMEHTBI, HH(OPMAILM KOTOPBIX PaCKPhIBAET OCHOBHYIO LIEJIEBYIO
NeATENbHOCTh yupexaeHus. OHU XpaHATCS NOCTOSIHHO. BTopas rpymnma HOCUT
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BCIIOMOTaTEIbHbIM  Xapakrep (JHOKYMEHTBl ONEPAaTUBHOW M  OyXraaTepcKou
OTYETHOCTHU U  yd4eTa, JOKYMEHThl 1O  OBITOBBIM, aJIMUHUCTPATHUBHO-
XO35IUCTBEHHBIM BOMpPOCaM U T. 1.). OHM XpaHATCs OT Tojia 10 AECSATH JIeT U OoJiee.
TpeTps rpyIna — JOKYMEHTHI IO JUYHOMY COCTABY — XPAHATCS OT HECKOJBKUX JIET
J10 HECKOJIbKUX IECATUIICTUM.

B cootBercTBHMM ¢ KpuTepueM «3HaueHHe (PoHI00OpazoBaTens» B
OTEUECTBEHHOM apXMBOBEICHUM TPATULIMOHHO OBUIO MPHUHATO JCJIUTh BCE
YUPEKIEHUS, IPEANPUSATUS U OpraHu3alluy, B 3aBUCUMOCTH OT 3aJ1ad U (PyHKIIUM,
KOMIIETCHIMHU, MaciliTada JeAaTeIbHOCTH, Ha TPU TPYIIbI: [IEHTPaJIbHbIE OpraHbl
BJIACTH MW YIpPaBICHHS, KpaeBble M OO0JACTHBIC YUPEKICHHS; YUPEKIACHUS
palilOHHOTO W TOPOJICKOTO 3BEHA; HU30BBIE YUYPEKICHUS BCIOMOIaTEIbHOrO U
00CITy>KMBAIOIIETO XapakTepa.

B nocnennue aecAtuineTuss mepecTpoiika S3KOHOMHUKH, MOSIBICHUE Pa3HBIX
¢dbopM COOCTBEHHOCTH, OTKa3 OT JKECTKOM IEHTpAIM3AIMK YIIPABICHUS TIPUBEITH K
M3MEHEHHUIO CBSI3€H yMpaBJICHUS, XapakTepa U 00beMa TPAIUIMOHHBIX (DYHKITUH,
BO3HMKHOBEHHUIO HOBBIX, MHOTONPO(MUIBHBIX OpraHU3alUid € MPEAITPHUSTHN.
TpaguulMOHHOE [I€JICHUE OpraHu3aldii Ha OCHOBHBIE, BCIIOMOTATEJILHBIE,
0o0CITy’)KMBAIOIIME 3a4acTyl0 HEBO3MOXHO. 3ajgaueid apXWBUCTOB OCTACTCS
COXpaHEHHE JOKYMEHTOB, OTPaKAIOIIUX OCOOCHHOCTU JESITCIILHOCTH TEX WIH
UHBIX OpraHu3aluil W NpeanpusTuid. TakuMu OCOOEHHOCTSIMH MOTYT OBITh:
YHUKAJIbHOCTh JACSTENBHOCTH, HOBU3HA MPOIYKIMH, TPYAOBBIC, OOIIECTBEHHBIC
TPaJUILIUU, YYACTHE B MEXAYHAPOJHBIX U PErHOHAIBHBIX MpOorpaMmax, padoTa B
HKCIIEPUMEHTATBHBIX YCIOBHUAX, 0CO00 Ba)KHAs POJb B PAa3BUTUU OIPEICICHHOU
cdepsbl IeATeIbHOCTU WU Ha KOHKPETHOU TEPPUTOPHH.

Uro kacaeTcsi KpUTEpHUS «3HAYEHUE BPEMEHH OOpa30BaHMS JOKYMEHTa,
UMEIOTCSl ONPEICIICHHBIE BPEMEHHBIE MEPHUOJIBI, 32 KOTOPBIE, B CHILy Pa3IUYHBIX
PUYUH, COXPAHUIOCH HEOOJBIIOE KOJUYECTBO MCTOYHUKOB. Takue JOKYMEHTHI
TpeOyIoT 0cOOEHHO OepekHOro OTHOIIEHUS. OHU UMEIOT OOJBIIIOE UCTOPUUYECKOE
3HAUEHWE U JIOJDKHBI OBITh OCTABJIICHBI HA MOCTOSIHHOE xpaHeHue. C 3TOH 1ebio
apXUBHUCTaMH OBLTM BBEACHBI 3allpeTHBIC JaThl, OTrpaHWYUBaIONEe cdepy
NeATEeNbHOCTU 3KCIepToB [19]. JloKkyMEHTBI, BO3HUKAIOIINE PAHEE 3alPETHHIX JIET,
AKCIIEPTU3E HE MOABEPTAIOTCSA U YHUUTOKEHUIO HE MOJJIEHKAT.

Ot6op onekTpoHHBIX JOKyMeHTOB (DJ]) Ha apxuBHOE XpaHEHHE
OCYLIECTBIISIETCS. B PE3YyJbTaTe SKCHEPTU3bl LIEHHOCTU /[, KoTopas MmpoBOAUTCS
SKCMEPTHOM KOMUCCHEN OPraHU3AIWH.

Ha nepBom »rane  oskcmeptussl O  apxXuB  COBMECTHO €
JeJIONPOU3BOICTBEHHOM CIy)KO00M WM CIIYXKOOM, OTBEUHAIONIEH  3a
GyHKITMOHMUpPOBaHNE WH(POPMAIMMOHHBIX TEXHOJIOTHA B OPraHW3allld, OMPEIeseT
[IEPEUYCHb CUCTEM, TEM M MPOEKTOB, JTOKYMEHTBI KOTOPBIX MOTYT UMETh LIEHHOCTH
B COOTBETCTBHM C OOIIMMHU KPUTEPUSMH SKCHEpTU3bl. B pamkax mnepeuHs
npoBoauTcs 0TOOp D)l Ha MOCTOSHHOE W BPEMEHHOE XpaHEHHE; IepeyYeHb
YTBEPKAAETCA SKCIIEPTHON KOMUCCHUEN OpraHU3aIuu.

Okcneptu3a I/l MPOBOAUTCS SKCIEPTHOM KOMHUCCHUEW BO B3aMMOCBSI3H C
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JOKYMEHTALlMe OpraHu3aluyd Ha TPaJWLHUOHHBIX HOCHUTENSIX (IPUMEHSETCS B
KOMIUJIEKCE CHUCTeMa OOIIMX U CHEIHUAIbHBIX KPUTEPUEB: 3HAYUMOCTH, IMOJHOTA
(3aBEpIIEHHOCTh)  JOKYMEHTa;  ayTEHTUYHOCTb  JOKYMEHTa;  OTCYTCTBHUE
nyonupyroiei nHpopMali B JOKYMEHTaX, IPUHATHIX HA ApXUBHOE XpaHEHUE).

[Ipu npueme SIEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHUE B apXuB
YUUTBIBAIOTCS CleNytone GakTopbl: OrpaHueHus Ha npueM D/JI; 3aBepIIeHHOCTh
npouecca co3ganus I/[; cTouMocTh BO3MOXKHOTO nepeBoaa I/ B npyroit popmar
Ipy TMpUEME B apXuB; HaJU4YMe 3aKOHOAATENbHBIX AaKTOB, MPEMSITCTBYIOIINX
nepenaye OJ; Hamuuue HEOOXOAUMON CONPOBOAMTENBHON JOKYMEHTAIUU;
COOTBETCTBHE THUIIA 3JIEKTPOHHOI'O0 00OPYIOBAHMS PA3IMUYHBIM PEKUMaM XpaHEHUs
O/1; 3aTpatsl Ha obecrieueHue xpanenus [9, c. 9].

OkcneprHas komuccus (DK) — coBemaTenbHbI OpraH NpuU PyKOBOJUTENE
OpraHu3alyy,  OCYIIECTBISIOMIMA  OpPraHU3allMOHHOE M METOJUYECKOe
PYKOBOJCTBO KCIEPTU30M HEHHOCTU JOKYMEHTOB [62, c. 94].

JIist sKcrepTU3bl EHHOCTH W OTOOpa Ha TMOCTOSHHOE XpaHEHHE HAy4HO-
TEXHUYECKOW U JPYrol CHenuasibHOM JOKYMEHTAllMM MOXET OBbITh CO37aHa
otnenbHas DK, cocrosimias U3 CrenuaIiucToB M0 3TON JOKYMEHTAIIUH.

B MwuHHCTEpCTBAaX ¥ BEAOMCTBAX, JPYTMX OpraHU3AIUAX, HMEIOIINX
MOJIBEIOMCTBEHHYIO CE€Th, CO3JIAl0OTCSl IIEHTPAJIbHbIE JKCIEPTHBIE KOMHUCCUU
(LI9K).

9K (BK) co3maercs mnpuka3zoM PYKOBOJAMUTENS OpraHU3allMd W3 4YHCIa
Hanbosiee KBaTM(UIIMPOBAHHBIX PAOOTHUKOB B KOJHWYECTBE HE MEHEE TpeX
yenoBek. B coctaB DK opranuzanuu B 0053aT€IbHOM TOPSIKE BKIIOYAETCS
PYKOBOAMTENb apXWBa WM JIMIIO, OTBETCTBEHHOE 3a apxuB. B cocra [[OK
11eJIeCO00pa3HO BKIIOUUTH MPEJCTABUTENS apXUBHOTO YUPEKACHHUS, ISl KOTOPOTO
JaHHasi OpraHU3alus SBISETCS MCTOYHMKOM KoMIUIeKToBaHus. lIpencenarenem
[IOK (OK) nHa3zHauaercss OJWMH W3 PYKOBOMSIIMX pPaOOTHUKOB OpraHHU3alllH,
KypHUPYIOIIUI BOIIPOCHI I€TONPOU3BOJCTBA U apXUBA.

OcnoBubiMu 3a1adamu LIOK (OK) apnstoTcs:

— OpraHM3anus U MPOBEJEHUE SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB Ha
CTaJiMM JI€JIONPOU3BOJCTBA IIPU COCTABIECHUU HOMEHKJIATYphI 1€ U B IpOLECCe
dbopMupoBaHus JIe;

— OpraHMs3anuss U MPOBEIACHUE HSKCIEPTU3bl LIEHHOCTH JOKYMEHTOB Ha
CTaJuu MOATOTOBKH UX K Mepeaye B apXUB OpraHu3alluy;

— OpraHu3alnMs W IpPOBEIEHHE OTOOpa M MOArOTOBKH JIOKYMEHTOB K
nepeaye Ha TMOCTOSIHHOE XPAHEHHE B TOCYJApCTBEHHBIM WM MYHUIUIAIbHBINA
apxus [9, c. 11].

OcuoBubivu Qyskiusmu [[OK (OK) sBusrores:

— OpraHu3alus €KerogHoro oToéopa Aen Al XpaHEHUSI U YHUUTOXKECHUS;

— PpaccMOTpPEHHE M BBIHECEHHE Ha YTBEPXKJIECHHE W COIJACOBAaHUE C
skcnepTHO-TpoBepouHoit komuccuen (DIIK) apxuBHOro yupexaeHusi MpoeKTOB
HOMEHKJIATYyp JI€J OpraHU3allly, OMHUCEH /1€ IIOCTOSIHHOTO U BPEMEHHOTO (CBBIILIE
10 ner) xpaHeHusi, B TOM YHUCJE MO JUYHOMY COCTaBYy, aKTOB O BBIJEJICHUU K
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YHUYTOXXEHUIO JIeJl, HE MOIeXKAINX XPAaHEHUIO;

— MOATOTOBKA U BbIHECEHHE Ha paccMoTpeHue DK apxuBHOro yupexacHus
MpeIOKEHU 00 M3MEHEHUM CPOKOB XPAHEHUsSI OTIENbHBIX KaTEropuii
JIOKYMEHTOB, YCTAHOBJICHHBIX MEPEYHSIMHU, U 00 OMpeJeIEHUH CPOKOB XpaHEHUS
JIOKYMEHTOB, HE MPETyCMOTPEHHBIX NMEPEUHIMU;

— yd4acTH€ B IMOJTOTOBKE M PACCMOTPEHUU MPOEKTOB HOPMATHUBHBIX H
METOJUYECKUX JJOKYMEHTOB 10 BOIPOCaM pabOThl ¢ IOKYMEHTaMH B OpraHHU3alluH.

2K (OK) mpoBoauT 3acenaHusi B COOTBETCTBUM C TUIAHOM PalOOThI U IO
mepe HeoOxoaumocTH. 3acenanus LIOK (9K) nmporokomupytrores (Ilpunoxenne Ne
13). IIpoTokonbl MOAMUCHIBAIOTCS TIpeAcCeaTeIeM U CEKpeTapeM KOMHUCCHH.
Pemennst 1IOK (OK) BcTymaroT B cuily TOCHE YTBEPXKIACHUS PYKOBOIUTEIIEM
opranmzaiuu. IIpotokonsr DK (OK), comepxkariue pemeHuss o0 omo0peHUU
IIPOCKTOB THUIIOBBIX M MPUMEPHBIX HOMEHKJIATYp M€, 00 W3MEHEHHUU CPOKOB
XpaHCHHUS JOKYMCHTOB, YCTAHOBJICHHBIX THIIOBBIMH ¥  BEJIOMCTBCHHBIMHU
NepPeYHSIMHU JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHCHUS, a TAKKE TUIOBBIMU H
OpUMEPHBIMU  HOMEHKJIATypaMu  JeJd,  YTBEPXKAAIOTCS  PYKOBOJUTEIEM
opraHu3aiuu Todabko Tmocie wux paccMmorpenus OIIK cooTBeTcTBYIOIIETO
ApPXHUBHOTO YUPEKICHUS.

DKcrepTU3a  IEHHOCTH  JIOKYMEHTOB  OCYIIECTBISIETCS  €KErOJHO
PabOTHUKAMM CITYXKOBI JIOKYMEHTAITMOHHOT'O0 00ECIICUeHHS YIIPABICHUS COBMECTHO
¢ OK opranuzanuu noj METOAMYECKHUM PYKOBOACTBOM apxuBa. [Ipu npoBeneHun
DKCIEPTU3bl  IEHHOCTH  JOKYMEHTOB B  CTPYKTYpPHBIX  TMOJPA3ACICHUSIX
OCYIIECTBIIICTCS OTOOp JIe71 TIOCTOSHHOTO M BpemeHHoro (cBeime 10 Jer)
XpaHEHHUs JIJIsl Iepe/iladyu B apXuB; OTOOP JieJl ¢ BPEMEHHBIMH CPOKaMU XpaHEHUS,
NOJJICKAIUX XPAHEHUI0O B CTPYKTYPHBIX TMOAPA3ACICHUAX; BBIIEIECHUE K
YHUUYTOKCHHUIO JIeJ 332 MPEIbIAYIINE TOMbI, CPOKH XPAHEHUS KOTOPBIX HCTEKIIU.
[Ipu 5TOM OTHOBPEMEHHO MPOBEPSIIOTCS KAYE€CTBO U MOJHOTA HOMEHKJIATYPHI JE
opranu3anuu. [IpaBUIBHOCTH OmpeneneHus CPOKOB XpaHEHUs e, JOKYMEHTOB
MOCTOSIHHOTO W BpeMeHHOoro (cBeimie 10 7eT) XpaHeHUs MNPOBOAMUTCS IyTEM
MOJIUCTHOTO MpocMoTpa Aen. He nomyckaercst 0TOOp TOKYMEHTOB JJIsl XpaHEHUS U
YHUUYTOXKEHHUSI TOJIBKO Ha OCHOBaHUM 3arojioBkoB jaen. Jlema ¢ ormerkoit "OITK"
MOABEPratoTCs MOJUCTHOMY MPOCMOTPY C LIEJBIO ONPEAECICHUS U BBIACICHUS U3
HX COCTaBa JOKYMEHTOB, MMOJJIEKAIINX TIOCTOSHHOMY XPaHEHUIO.

Hena c¢ ormetrkorr "JIIK", coxaepxamiue AOKYMEHTBHI ITOCTOSSHHOTO
XpaHEHUs, TOJUIekKaT TmnepedopMHUpOBaHUIO. BeimeneHHble ©W3 WX COCTaBa
JIOKYMEHTBI TIOCTOSIHHOTO XPaHCHUS MPUCOCAUHSIOTCS K OJHOPOTHBIM JIeJlaM WIIH
o OpPMIISIOTCS B CAMOCTOSITEIIBHBIE JIEIa.

Cpoku XpaHEHHUs Jiell, COAEPKAINX OCTaBLIMECS TOKYMEHTBhl BPEMEHHOTO
XpaHEeHUs, OMNPENENAITCS MO MEePEeYHI0 JOKYMEHTOB C YKa3aHHEM CpPOKOB HX
XpaHEHWs WJIA TO0 HOMEHKIAType /el opranm3anuu. [loammBka BHOBB
c(hOpMUPOBAHHBIX i€ MPOU3BOJUTCA TOJBKO TMOCJE 3aBEPIICHUS] SKCIEPTU3BI
LIEHHOCTU JJOKYMEHTOB.

ApXUB TPOBOJUT SKCHEPTU3Y IEHHOCTU JTOKYMEHTOB IpPU UX OTOOpE Ha
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MIOCTOSSHHOE XPAHEHHE MOJ METOJUYECKHM PYKOBOJCTBOM COOTBETCTBYIOIIETO
rOCYIapCTBEHHOTO WJIM MYHULIMIIAIBHOTO apXUBA.

[To pesynbTaram »HKCOEPTHU3bl LUEHHOCTH JIOKYMEHTOB B OpraHU3alUU
COCTaBJISIFOTCSL OMUCU JE€J MOCTOSIHHOTO, BPEMEHHOIO XPAHEHUS U M0 JIMYHOMY
COCTaBy, a TaK)XE€ aKThbl O BBIJCICHHM K YHHUYTOXKCHUIO J€J, HE MOMJICKAIIUX
XPaHEHHUIO.

OIIK apXWBHOTO YYPEXKJECHUS YTBEPKAAET OMNUCH JE€l MOCTOSHHOTO
XPAaHEHHS U COTJIACOBBIBAET OMMUCH JIEJ MO JUYHOMY COCTaBY. Y Ka3aHHBIC OMKUCH U
aKThl paccMaTpuBalOTCA Ha 3aceganuu DK  opraHuzalnuv OJHOBPEMEHHO.
Onobpennnie DK akThl U ONMUCHU YTBEPXKIAIOTCS PYKOBOJMUTEIIEM OpraHU3aIuU
ToNbKO mocyie yrBepxAeHus OIIK apXuBHOro yupexJIeHuss ONUCced aen
MOCTOSIHHOTO XPAHEHUs; IOCJIE 3TOTO OpPraHu3alus MUMEET MPaBO YHUUTOXKATh
JeJia, BKIIOUEHHbIC B JaHHbIE akThl [9, c. 10].

Takum 00pa3om, SKCIEepTH3a IEHHOCTH JOKYMEHTOB — 3TO OJUH W3
OCHOBHBIX W HamOOJiee€ OTBETCTBEHHBIX IPOILIECCOB PabOThl C JOKYMEHTaMH,
3aKJIIOYAIOIINICA B WX HCTOYHHMKOBEAYECKOW OIEHKE, B pe3yJibTaTe€ KOTOPOM
OCYILIECTBIIAIOTCS KOMIUJIEKTOBAHUE TOCYJAAPCTBEHHBIX APXMBOB IMOJHOLIEHHBIMU
noKyMeHTamMHu. HaszHadueHue HKCHepTU3bl COCTOMT B TOM, YTOOBI OIPEICIINUTH,
KaKue JOKYMEHTBI ¢ HauOOJIbIIEH MOJTHOTON YAOBICTBOPSIOT 1IETsAM 0OCeCIIeUeHUs
rocy/apcTBa, HaykH, OOIIECTBA, a TaKXKE W OTICNbHBIX T'PAKIAH HEOOXOIUMOM
uH(dOpMaIHECH.

[Ipu mpoBeneHHH HKCIEPTU3bl HENb3s 3a0bIBaTh, YTO YTpauye€HHOE
BOCTIOJTHUTH TPYIIHO, & YACTO M HEBO3MOXKHO, TO3TOMY HAJ0 TIIATEIHHO OTOMPATH
JOKYMEHTHI Ha rOCyAapCcTBEHHOE XpaHeHue. OHAaKO HEelNb3s BIAJaTh U B JPYTYIO
KpalHOCTb: OCTaBJISITh HAa XPAHEHUE JIOKYMEHThl BTOPOCTENEHHOTO 3HAYEHUSI.
Oco0E€HHO 3TO BaXXHO B CBSI3M C POCTOM YHCJA YUPEKACHUH, OpraHU3aluil u
NpennpusiTuil U pacmupenreMm cdhep ux aesrenbHoctd. [losTomMy oxHa wu3
CYILIECTBEHHBIX 3a/1a4 3KCIIEPTU3bl HA COBPEMEHHOM JTall€ — U3bICKAHUE MYTEH
YMEHBIICHNUS] KOJMYECTBA JOKYMEHTOB, OCTAaBISIEMbIX Ha XpaHEHWE, HO IpHU
YCIIOBUM OOECTCUYCHHs] HAyKH W TOCyAapcTBa HEOOXOoauMoil uHpopMarmei o
MOJIUTUYECKOM, HSKOHOMHMYECKOH, KYJIbTYPHOU M Apyrux cdepax KU3HU
rocynapcta. CoxpaHeHHE ONTHUMAaIbHOTO 00beMa ['0Cy1apCTBEHHOrO apXHUBHOTO
donma — mpobiema OOJBIIOTO HAYYHOTO 3HAYEHUS, KOTOpas MTOJDKHA PEIIaThCs
COBMECTHBIMH YCUJIUSIMU apXUBUCTOB, HICTOPHUKOB, a TAKKE CIECIIUATUCTOB APYTUX
oTpaciiel 3HaHHM.

4.3 Ilpasuna noozomoexu 00KyMeHmoe8 u 0ejl K nepeoaye
Ha apxueHoe XpaHeHue 6 COOMEEemcmeuu
¢ «OcHOo6HbIMU npasuIAMU PAOONBL APXUBOE OP2AHU3AYUTL)

ColmroieHre mpaBWil MOJATOTOBKM W Mepeiadyd JOKYMEHTOB M JIell Ha
apXMBHOE XpaHEHUE, BBIIOJTHEHHOE COTJIACHO TpeOOBAHUSIM 3aKOHOAATEIhCTBA
Poccuiickoit @denepanuu, rapaHTUPYET HYKHBIE YCIOBHS UL MX MOCIEAYIOIIETO
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MIPUMEHEHHS.
JIroGoit TOKYMEHT B OpraHu3alud HMEeT CBOM IMKI JKU3HU. B
COOTBETCTBUM C ATHUM, €My HYXHO MPOWTH CTaAuU OT CO3JAaHUS K NEepeaaye B
apxuB. Becp mpouecc B3aMMOIEUCTBUSA YEJIOBEKAa C JOKYMEHTAMH BKJIIOYAECT
ATanbl CO3/aHUS JOKYMEHTOB, WX HCIOJB30BAaHHUE, a TaKXKe JOBEACHHUE MO
WCTIOJIHUTENEN U CaMO UCIIOJHEHUE, COXPAHHOCTh JOKYMEHTOB U CBEICHUN O HUX
C LIEJIBIO MOCJIEAYIOUIETO UCTO0JIb30BaHuA. [I0AroToBKa HCOJIHEHHBIX JJOKYMEHTOB
K XpPaHEHUIO — 3TO 3aBEpLIAOLIMK IIar IMpolecca AENONpPOU3BOJACTBa. [ 1aBHas
1eJdb OO0ECTEeUYEeHUs] COXPAHHOCTU JOKYMEHTOB — 3TO CO3/laHHE€ HEOOXOJMMBIX
YCJIOBUM JJI1 UX MCTOJIb30BAaHUS B CIPABOYHOM paboTe, a TakKe MOTOJHECHUS U
opranuzanus ['ocynapcTBeHHoro apxuBHoro gonaa Poccuiickoit denepanuu.

PykoBogurenu mpeanpusTAA W KOMIOAHUM HECYT HHIAUBUAYAIBHYIO
OTBETCTBEHHOCTh 3a TMpaBWwibHOE O(OpMIIEHHE, HEOOXOJUMBIM  COCTaB,
obOecrieueHrue COXPaHHOCTH JOKYMEHTOB. Hemopsijok B COXpaHHOCTH JOKYMEHTOB
MOKET TOBJIEYb 3a COOOM PHUCK yTpaThl IIEHHON MH(pOpPMAIUHU, BCICICTBUE ITOTO
MOYET HETATUBHO MOBJIUAET HA JEATEILHOCTh OpraHru3aliu.

Kak yka3piBaJIOCH BBIII€, B COOTBETCTBUU C CYIIECTBYIOIIMMHU MPaBUIAMU,
apXWB OPraHu3allui KOMIUIEKTYETCS JAEeJIaMU MOCTOSSHHOTO, BPEMEHHOTO (CBBIIIE
10 net) xpaHeHus, a TakXke JelamMd MO JUYHOMY cocTtaBy. llpm stom, nena
BPEMEHHOI0 XpaHEHHsI CO CpokamHu XpaHeHus no 10 jer mepemadye B apxuB
OpraHu3aluy, Kak MpaBWiIo, HE Mojjexar. Takue Aena XpaHATCS B CTPYKTYPHBIX
NOAPA3ACICHUSAX OPraHU3AlMU M MO HCTEUYEHHUIO CPOKOB XPAHEHHs MOJJIEkKAT
yHUUYTOXEHUIO [9, c. 13].

Jlena mOCTOSIHHOTO U IOJATOBPEMEHHOTO XPaHEHUS, BKIIKOYAsl JIOKYMEHTBI 110
JUYHOMY COCTaBy, MEPEAIOTCS B apXUB OpraHU3allMy HE MO3JHEE YEM Yepe3 TpH
roja mociie HUX 3aBeplIeHUs B Jenonpou3BoacTBe. llepemaua nenm B apxuB
OpraHu3allid  OCYIIECTBIAECTCS 1O rpaduKy, COCTABICHHOMY apXHUBOM,
COTJIACOBAHHOMY C PYKOBOJUTENSIMH CTPYKTYPHBIX MOJPa3ACICHU, MepeIaronx
JIOKYMEHTBI B apXUB, U YTBEPKJICHHOMY PYKOBOJUTENIEM opranuzaiuu [9, c. 28].

Hnst obecrneueHrss KOMIUICKTOBAaHUS apXWBa B OpraHU3alMd Ha BCE
3aBEpIICHHBIE B JAEJIONPOU3BOJICTBE JI€JIa MOCTOSSHHOIO, BpeMeHHOro (cBaimie 10
JeT) XpPaHEHWs W MO JUYHOM COCTaBy, MPOUIEAIINE 3KCIEPTU3Y LIEHHOCTH,
COCTaBJISIIOTCSI apXUBHBIE OMUCH (OMKCH A€, TOKYMEHTOB).

ApxvBHasg OIHUCh — O3TO ApPXUBHBIM  CIPABOYHUK, COACPIKALIUN
CUCTEMATU3UPOBAHHBIA MEPEUYCHb €AUHHUIl XpaHEHHUs apXUBHOTO (oHJA,
KOJUIEKLIMM, IPEeIHA3HAUYCHHbBIN JIJIS1 UX y4€Ta U PacKpbITUs coaepxkanus [9, c. 23].

Onucu fge1 M JOKYMEHTOB  COCTAaBIAIOTCA B JICJIONPOU3BOJICTBE
OpraHu3alyi U BEJOMCTBEHHBIX apX1BaX.

OnucH COCTaBISIOTCS OTAENBHO: HAa JieJla MOCTOSHHOTO XpaHEHUS; JHela
BpeMeHHoro (cBeimie 10 7eT) XpaHeHuHU; Jnejla MO JUYHOMY COCTaBy; Jena,
COCTOSIIIUE W3 JOKYMEHTOB, XAapaKTEPHBIX TOJIBKO JUISI JaHHOM OpraHu3aluu
(cyneOHble, CIECTBEHHbIE Jielia, HAyYHbIE OTUYETHI MO TeMaM U T.m.). OTaenbHas
OMHUCh TMPEJCTAaBISIET CO0OM TMepeyeHb Jed € CaMOCTOSITEIbHOM BaloBOM
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(mopsAKOBOIT) HyMepaluen.

B opranuzanuu, B KakJAOM CTPYKTYpPHOM TOJAPA3CICHUU  OIHUCH
COCTaBJISIIOTCSl €KETOAHO O/ HEMOCPEACTBEHHBIM METOJIMYECKUM PYKOBOJCTBOM
apxuBa. [lo »>TUM omnMcsIM JOKYMEHTHI IiepenaroTcss B apxuB. Onucu,
MOATOTOBJICHHBIE CTPYKTYPHBIMU TIOJIPA3ACIICHUSIMU, CIIYXKAT OCHOBOW JJIs
MOATOTOBKU CBOJHOM OMHUCU JeJ OpTraHU3alllH, KOTOPYI0 TOTOBUT apXuB M IO
KOTOpPOM OH CIIA€T Jiejia Ha MOCTOSHHOE XPAHEHHUE.

B cayuae mocTymieHuss B TOCYJApCTBEHHBIM apXWB HEOMHMCAHHBIX
JIOKYMEHTOB, OINUCH COCTABJISIIOTCS B TOCYAapCTBEHHOM apxuBe. Kpome Toro, B
rOCYJapCTBEHHOM apXHBE B Ipoliecce MepepabOTKH MOTYT COCTABIISTHCS HOBBIC
ONKMCH B3aMEH COCTAaBJICHHBIX paHee [58, c. 6].

Onucu nen CTpyKTYPHBIX MOAPA3ACICHUNA COCTABIAIOTCS MO YCTAHOBICHHOMN
dbopme B Tpex IK3EeMIUISIpaxX U MPEJICTABISIOTCS B apXUB OPraHU3allUd 4epe3 rojl
MOCJIE 3aBEPIICHUS JIe] B AETONPOU3BO/ICTBE.

B cripaBounbIii anmapat onucH Aei, JOKYMEHTOB BXOJST: TUTYJIBHBIN JIUCT;
cojiepkanue (OrjaBieHHE); TPEAUCIOBUE; CITMCOK COKpalieHui; ykazarenu [10, c.
100].

OnucarenbHasi CTaThsl ONMKUCHU JI€JI CTPYKTYPHOI'O MOAPA3/ICIICHUSI BKIKOYAET
B ce0s CIICIYIONINE PJIEMEHTHI:

— MOPSIAKOBBIN HOMED Jena (ToMa, YacTH) 1O OIKCH;

— WHJIEKC JieN1a (ToMa, 4acTH);

— 3aroJIoBOK Jeina (ToMa, 4YacTH), IMOJHOCTbIO COOTBETCTBYIOIIUNA €Tro
3aroJIoBKy Ha OOJIOXKKE JIeNa;

— JaThl ena (ToMa, 4acTH);

— KOJINYECTBO JIMCTOB B Jiejie (TOME, YacTH);

— CpOK XpaHeHus nena [9, c. 23].

B xoniie onmcu Bciex 3a MOcJIEHENH ONMHMCATEILHON CTAaThEW 3arloIHSETCS
UTOrOBasi 3allUCh, B KOTOPOM yKa3bIBalOTCA (LM(paMu ¥ TPOMUCHIO) KOJTHMYECTBO
1€, TMEepPBbIA U MOCIEAHUNA HOMEpPA JIe] MO OMHUCH JIeJl, a TAKKE OrOBapUBAIOTCS
OCOOCHHOCTH HYMEpAIMU 1€ B ONHCH (HAJIWYUE JIUTEPHBIX U MPOMYIIEHHBIX
HoMepoB). Omnucu Jen  CTPYKTYpHOrO — MOAPA3JAEICHUS  MHOJNHCHIBAIOTCS
COCTaBUTENIEM C YKa3aHHEM €ro JOJKHOCTU U YTBEPKIAIOTCA PYKOBOJIUTEIEM
CTPYKTYPHOI'O OAPA3ACICHUS.

Ha ocHOBe omnmcel aenm CTPYKTYpPHBIX HOAPA3ACICHUN COCTaBISAECTCS
roJIOBOM pazliel CBOJHOM OMHCH JeJ OpraHu3alud, MNOJTOTOBKA KOTOPOTO
BO3JIaraeTcsi Ha apXWB OPraHU3alMHU I[0J] HEMOCPEICTBEHHBIM METOJIMYECKUM
PYKOBOJCTBOM COOTBETCTBYIOIIETO apXUBHOTO YyupexiaeHusa. [omoBoil paznmen
CBOJHOM OMMCHU J€Jl TMOCTOSSHHOTO XpPAaHEHUsl BKJIOYAET 3arojOBKH el
MOCTOSIHHOTO XPaHEHHMsI, OTJIOKHUBIIUXCA B TEUEHHE TOJa B JEATEIbHOCTU
CTPYKTYPHBIX TMOApPA3JAEICHUNA, ¢ 3aroJioOBKU Jel, CHOPMUPOBAHHBIX U3
JIOKYMEHTOB, BBIJICJICHHBIX M3 JIel C BPEMEHHBIMH CPOKAMU XPAHECHUSIMU,
nMeBIINX OTMETKY «IIIK», TOJIBKO mociie CBEPKU UX CO CBOAHOM HOMEHKJIATYpPOU
3a TOT € TOJl U MPOBEPKU MPaBUIBHOCTH (GOpMUpOBaHUS U odopmieHus nen. B
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HEOOXOMMBIX CIIy4yasiX 3arojlOBKM JeJl YTOUHAIOTCS, Jeda IOJBEeprarTcs
pacuiuBke u nepedopMUpPOBAHUIO, €CIH Je710 CPOPMHUPOBAHO HETPABUILHO[I].

3aroyioBKM i€, BKJIIOYEHHBIE B TOJIOBOM pa3liel CBOJHOM OINHUCU JEN
MOCTOSSHHOTO ~ XpaHEHWs, HYMEpPYIOTCS B BaJOBOM MOpPSAKE. 3arojlOBKH
JIOTIOJIHUTENIBHO OOHAPYKEHHBIX JIeJl, B 3aBUCUMOCTH OT UX KOJIMYECTBa, MOTYT
OBITh BHECEHBI B TOJIOBOM pa3fieil MO/ JIUTEPHHIMU HOMEPAaMU B COOTBETCTBHUH C
IIPUHATON CUCTEMATU3aLMEN UM B KOHEI] TOJLOBOTO pas3zera.

[Tocne BHeceHMs] B ONKCh 3alUCEH O TMOCTYIUICHHMM WA BBIOBITHU €I
COCTaBIIIETCS OKOHYATEJIbHAsi UTOrOBasl 3allUCh, B KOTOPOM YKa3bIBAIOTCS TaK»Ke
OCHOBaHHUS BHECEHHBIX U3MEHEHMI. BHeceHue B rooBoil pas3ien CBOAHOW OMUCH
el WU3MEHeHuil mnocne yrBepxkiaeHus ero OIIK  apXWBHOro y4dpekIeHHUs
JI0IyCKaeTcsl TOAbKO mnocie Toro, kak JIIK yTBepauT 3ToT pasnen, coaepixamiuii
COOTBETCTBYIOLIEE penieHre. K nmepBoMy rooBoMy pasjiesy CBOJHON OMHUCH el
MOCTOSIHHOTO XPAHEHUsI COCTaBJISIETCS] MPEIUCIOBUE W, NPU HEOOXOAMMOCTH, —
yKa3zaTeliu, OrJIaBJIEHHE, CIMCOK COKPAIEHHBIX CJIOB, KOTOpbIE MPEICTaBISIOT
co00li crpaBOYHBIN armapar rojJ0BOro pasjeiu onucu [9, c. 25].

B npeaucioBue onucu BKIIFOYAIOTCS CBEJCHUS:

— 00 OCHOBHBIX HAMNPABJICHUAX JIESITCIBHOCTH U CTPYKTYPhl OPTaHU3AIMH 32
NIEPHO/I, KOTOPBIM OXBATHIBAIOT JI€JIa OTIUCH;

— JaeTcsl KpaTKas XapaKTepUCTHKA COAEPKaHMS U IOJHOTHI JOKYMEHTOB
¢doHa, BKIIOUEHHBIX B pa3iell;

— YKa3bIBAa€TCSd HAJIUYMUE J€J, BBIXOMSIINX 32 XPOHOJIOIMYECKHE T'PaHMIIbI
dbonma;

— OTMeYarTCsl HauboJiee TUIMYHBIE TPYIIBI A€, KaK M0 Pa3HOBUIHOCTIM
JOKYMEHTOB, TaK U MO COJIEPHKAHUIO;

— JlaeTcs KpaTKasl XapaKTEPUCTHKA COJIepKallleicsi B OMUCH HH(POPMAILIUH O
NOBEJOMCTBEHHBIX WU BBIIIECTOSIINX OPraHU3alUsIX;

— OCBEIIAI0TCSI 0COOCHHOCTH (POPMUPOBAHUS, OMIMCAHUS U CUCTEMATU3AIINH
3aroJOBKOB JI€JI, HaJIMYME€ CHOPAaBOYHOrO ammapara K pas3/ely, OCHOBHbIE
MPUHLHUIIBI €70 COCTABJIEHUS, MOPSAIOK [TOIb30BAHUS.

[IpeaucnoBue MOANUCHIBAETCS COCTABUTEJIEM C yKa3aHUEM JOJDKHOCTU U
JaThl COCTABJIEHUS MPEIUCIOBUS U 3aBEAYIOIIUM apXUBOM OpPTraHU3alMM (JIUIIOM,
OTBETCTBEHHBIM 32 apXUB).

OrnaBneHue COCTaBISAETCS, €CIU B TOJOBOM pa3feie CBOAHOW OMHCH e
UMEIOTCS TIOIPA3eIbl, Apyrue 0ojiee MEeIKHUe TPYIIHI eI, CIIPAaBOYHBIN anmapar K
pazneny. B orjnaBneHuM nepedHCISIIOTCS: MPEAUCIOBUE, CIHCOK COKpAIEHHUM
(cocTaBnsieMbIii B HEOOXOIUMBIX CITydasx), Ha3BaHHS BCEX IMOJPa3Ie]ioB U OoJiee
MEJIKUX TPy JIeJl, BKJIOUEHHBIX B pa3jiell, yKa3aTeau (€ciu OHU UMEIOTCS ).

l'omoBoil pasgen CBOOHOM ONMCH JEH  COCTABISIETCS B YETBIPEX
sK3eMIUIApax. ['0A0BbIe pa3/ielibl, €CIU OHU HE SIBJISIOTCS 3aKOHUYEHHOW OIKCHIO,
HE MOAIIMBAIOTCS U He meperuieTatorcs. OHU JOJDKHBI XPAHUTHCS B MAMKax C
KJIallaHaMU 1 3aBA3KaMHU.

l'omoBoil pa3zmen CBOAHOM OMMCH JI€NI MOCTOSHHOTO XPAHECHUS MOJJIEKUT
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paccmotpenuto [[OK (OK) opranuzanuu, mocne yero, B ciayyae COrJacoBaHUS, B
KOHIIE pa3nena craBuTcs rpud «CoriacoBaHo» C yKa3aHHEM HOMEpa MPOTOKOJIA
OK u matel 3acenanusi, Ha KOTOPOM OH ObLT paccMoTpeH. OI0OpEeHHbBIE TOJOBBIC
pasfenbl  HampaBisAIOTCS Ha  PAacCMOTPEHHE  apXWBHOIO  YUPEXKACHHUS B
COOTBETCTBHM CO CPOKaMH, YCTAaHOBJICHHBIMHU I'paUKOM MpPEICTaBICHUS ONUCEN
nen Ha paccMoTpenne OIIK apXMBHOTO yupexJeHHs, HO HE MO3JHEE YeM uepes
JIBa r0J1a, a IIEHTPaJbHbIM apXMBOM MHHHCTEPCTBA, BeAoMcTBa PD (LeHTpaibHbIM
OTpacieBbIM apXMBOM IPU MHHHCTEpPCTBE, BeAoMcTBe PD) — uyepe3 yeThipe ronaa
IIOCJIE 3aBEPILIEHHUS IEJIOMPOU3BOICTBOM JIEJI, BKIOYEHHBIX B pa3aed.

Ilocne yrtBepxknaenus rogoBoro paszaena OIIK apxuBHOro yupexacHus
paszien yTBEp>KJIAeTcsl pyKOBOJMUTENEM OpraHU3allid, 3aTeM IMEpPBbIH SK3EMILISP
roJIOBOr0 paszjena CBOAHOW ONUCH B KadyecTBE KOHTPOJIBHOTO TMEpeaaeTcs B
roCy/IapCTBEHHBIN apXUB, OCTAIIbHBIE OCTAIOTCS B OpraHU3AIIMH.

Heckonbko TromOBBIX pa3fenoB CBOAHBIX OMUCEH i€ TMOCTOSIHHOTO
XpaHEHHUs WIH OJIMH TOJI0BOM pa3/ie, YnCIIO 3arojIOBKOB JIeJ B KOTOPBIX JOCTHUTIIO
YeThIpeX3HaYHOU HU(DPBI, CUNTAIOTCS 3aKOHYEHHOM apXuBHOM omnuchio [20].

B opranuzanusx ¢ HEOOMbIIMM OOBEMOM €XKETOJAHO O0pa3yIOUIUXCs el
NOCTOSIHHOTO XpaHeHus (10 200 1en) onuch cUUTaeTCA 3aKOHYEHHOMW, €CIM B Hee
BKJIFOUEHBI T'OJIOBBIE pa3Jiefbl CBOJHBIX OMHUCEH €1 MOCTOSHHOTO XpaHEHUs 3a
nATh JieT. Kaxkmoil 3aKkoHYEeHHOM ONMKCH MTpUcBanBaeTcs Homep [9, c. 26].

3aKOHYEHHasl OMUCh UMEET CAMOCTOATENIbHYI0 HYMEPAaLMIO 3aroj0BKOB e,
K HEW COCTaBIISIIOTCS UTOTOBAas 3alKCh U 3aBepuTebHas HAANUCh. OOI3aTEIbHBIM
AIeMEHTOM 0(OpPMIICHUSI OKOHYEHHOW OMUCH SIBIISIETCS. TUTYJIBHBIH JIUCT.

Ha TuTynbHOM JHMcTE 3aKOHYEHHOW OMMCU JAEN IMOCTOSSHHOIO XpaHEHUs
YKa3bIBaIOTCS:

— Ha3BaHue QoH/a;

— HOMep GoH/a;

— HOMEP OIUCH;

— Ha3BaHHME ONHUCH, KOTOPOE BKJIOYAET yKa3aHUE KATErOpHH JOKYMEHTOB
(MOCTOSIHHOTO, BPEMEHHOI'O XpaHEHWs, MO JIMYHOMY COCTaBy M T.1.),
COJIEp KAILMXCS B J€JIaX, 3ar0JJOBKH KOTOPBIX BKIIFOUEHBI B OIHCH;

— KpaiilHHe JaThbl J1eJ1, BKIIFOUEHHBIX B OIHKCH.

[lepen na3zBaHueM (oHAA HA TUTYJIBHOM JIUCTE OCTABJSIETCS MECTO MJIs
HaIlMCaHUs [IOJHOTO Ha3BaHMsS TOCYJAPCTBEHHOIO apXuBa, B KOTOPOM OYyIyT
MOCTOSIHHO XPaHUTHCS JieJa JaHHON OpraHu3aluu.

3aKoHYEHHass ONHCh BMECT€ C THUTYJbHBIM JIUCTOM U CIPAaBOYHBIM
amnmapaToM K Hel 3aKJII0YaeTcsl B TBEPAYIO O0JIOKKY U HeperieTaeTcs.

B romoBoii pa3zmen cBoaHOW omnucu Aed BpeMeHHoro (cBeime 10 ser)
XpaHEHUsl BKJIOYAIOTCA 3aroJIOBKU JIeJl, OTJIOKUBIIMXCSI B TEYEHUE Trojaa B
NEeSATENBHOCTU CTPYKTYPHBIX NOJIpa3IEICHUN.

3aroyioBKM /el B TOJOBOM pa3felie CBOJHOM OMNHMCH J€J O JUYHOMY
COCTaBY CUCTEMAaTU3UPYIOTCS 10 HOMUHAJIBHOMY MPU3HAKY C YYETOM CJIeIyIouIeit
MOCJIEIOBATEIILHOCTHU
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— IpUKa3bl (PACOPSKEHMS] ) 110 JIMYHOMY COCTaBY;

— CITUCKU JIMYHOTO COCTaBa;

— KapTOUKH MO y4YeTy JIMYHOTO COCTaBa (IIPU OTCYTCTBUM OTACIBHOMN OMUCH
JAYHBIX AeN);

— IUYHbIE Jiena (TIPU OTCYTCTBUU OT/ICJIbHON OMUCH JIMYHBIX J1eT);

— JIMIEBBIE cueTa paboumXx U CIyXalluX Mo 3apadoTHON TuiaTe (pacueTHbIe
BEJIOMOCTH TI0 3apIuiaTe);

— HEBOCTpPEOOBaHHbBIE TPYJIOBbIE KHHXKH (IIPU OTCYTCTBUU OTACIHHOM
OTINCH);

— aKThl O HECYACTHBIX CITyJasiX.

VYkazaHHble BUIBI IOKYMEHTOB, OOPa3yIOIIUECs B OpraHU3aIuu B OOJIBIINX
o0beMax, MOTYT BBIIACISTHCSA B CaMOCTOSITEJIbHBIE TOJIOBBIC pa3feibl OIUCH
(JiuuHbIe nena, TPYNOBbIE KHWXKKM W T.1.). JIuuHble Aena (JIMYHBIE KapTOYKH)
BHOCATCSI B CBOJHBIN TOJOBOM pasliesl OMKWCH IO TOAYy YBOJIBHCHUS JIMIA, Ha
KOTOPOE 3aBEJICHO JIMYHOE JIeJI0, U CUCTEMATU3UPYIOTCS 110 aidaBUTY.

[Ipu HE0OXOAMMOCTH K TOJOBOMY pa3ieily CBOJAHOM ONHWCH Jell U K
3aKOHYCHHOW OIMUCH JeJ 10 JUYHOMY COCTaBy COCTaBJISIFOTCSI OTJIaBJICHUS,
yKa3aTeIu U CITUCKH COKPAIICHHBIX CIIOB.

['ogoBo¥ pa3nen CBOAHOM OINKCH JIEJI MO JIMYHOMY COCTaBy OpPraHU3alluu,
nepefaromed JOKyMEHThl Ha TOCTOSHHOE XpaHEHHE, IeyaTaeTrca B Tpex
AK3EMIUIAPAX, MOJANKCHIBAETCS COCTABUTEIIEM, 3aBEPSAETCS HAYAJIBHHUKOM OTJEJIa
KaJpoB (MHCIIEKTOPOM IO Kajpam) M TMpejcTaBiseTcs Ha paccmoTpenue DK
opranuzanuu. Ilocne omoOpeHus pasznena SKCIEPTHOM KOMUCCHEW OH TMOMJICKUT
COTJIACOBAHHMIO C DKCIIEPTHO-NPOBEPOYHOM KOMHUCCHEH COOTBETCTBYIOLIETO
ApXMBHOI'O YUPEXKIACHUS U YTBEPKICHHUIO PYKOBOJAUTENIEM opranu3anuu [9, c. 28].

OT60op MOKYMEHTOB HAa YHHUYTOKEHME M COCTaBIIEHME HA HHUX aKTa
IPOU3BOAUTCA TMOCIE IOATOTOBKUA OIKCEN AN MOCTOSHHOTO W BPEMEHHOTO
(cBbitie 10 yeT) XpaHeHUsI 32 3TOT MEPHUO/I.

AKTBI O BBIICJICHUH IOKYMEHTOB M JIeJl K YHUUTOKEHHUIO PACCMaTPUBAIOTCS
Ha 3acefganuu DK 0JHOBPEMEHHO C OMUCSAMH JIEII.

Jlns  opraHu3anuii, CcHAIOUX Je€jJa Ha T[OCTOSHHOE XpPaHEHHWE, aKThl
YTBEPKIAIOTCSI PYKOBOJMTEIIEM OpraHU3allMy IOCJE YTBEP)KICHHS OMHCEN Aeln
MIOCTOSIHHOTO XPaHEHHUS 32 3TOT MEPHUO]T APXUBHBIM YUPEIKICHUEM.

[TonroToBKa apXWBHOM OMUCH B DIEKTPOHHOM (OpMATE OCYIIECTBIAETCS C
MOMOIIBI0O TEKCTOBBIX PEIAKTOPOB M CHUCTEM YIpaBlIeHHS Oa3amMu JaHHBIX
(CYBJ). TexcToBBIe pelaKTOPHI 1IeJIeCO00pa3HO MPUMEHSTH JIJI CO3JaHUs OIHCH,
€e KOppeKTUpOBKH, penaktupoBanusi. CYBJl MoryT wucmnonbp3oBaThCi MpU
MEPBOHAYATILHOM BBOJIC JAHHBIX U MPHU ONU(PPOBKE yKe TOITOTOBICHHBIX OMUCEH
(Ipy KOHBEPTHUPOBAHUM AJIEKTPOHHBIX OMUCEH B TEKCTOBOM (opmare), s
CO3/IaHHUsI BJIEKTPOHHOI'O0 HAYYHO-CIIpaBOYHOro annapara [58, c. 101].

[Ipu moAroToBKE apXMBHON OMHCHU B 3JIEKTPOHHOM (popMare HEOOXOIAUMO
3apaHee MPEeIyCMOTPETh €€ COBMECTUMOCTh C MPOrPAMMHBIM KOMILJIEKCOM
«ApXUBHBIN HOHIY.
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B nepuon moAarotoBku CTPYKTYPHBIM TMOApA3fCiICHUEM el K Iepeaade B
apXyMB OpraHu3allid COTPYAHUKOM apXuBa MPEIBAPUTEIBHO IPOBEPSIETCS
MPaBUIBHOCTh UX (HopMuUpoBaHuUsi, 0GOPMIICHUS U COOTBETCTBUE KOJIMYECTBA Je,
BKJIIOYEHHBIX B OIKUCh, KOJMYECTBY [I€J, 3aBEJACHHBIX B COOTBETCTBUH C
HOMEHKJIATYpOU JieN1 opraHu3anuu. Bce BhIsIBICHHBIC TIPU TPOBEPKE HEJTOCTATKU U
dbopmupoBaHun U oGopMIEHUU JIeT PAOOTHUKH CTPYKTYPHOTO TOApa3icicHUs
o0si3aHbl  ycTpaHuTh. Ilpu oOHapyXeHMH OTCYTCTBHS JEl1 COCTaBIISIETCS
COOTBETCTBYIOIIIAsI CIIPaBKa.

[IpueM kaxkaoro naena MPOU3BOJIUTCS JIMIIOM, OTBETCTBEHHBIM 3a apXWB, B
NPUCYTCTBUU PAOOTHHKA CTPYKTypHOro mojpasnenenus. [Ipu saTom Ha 000ux
AK3EMIUIApAaX OMUCU TPOTUB KAXJOTO Jeja, BKIOUYEHHOrO B HEE, JeNlaeTcs
OTMETKa O HaJW4uu Jeja. B KOHIlE KaXJO0ro SK3eMIUISpa OMKHCH YKa3bIBAKOTCS
udpaMu U MPOMUCHI0 KOJIMYECTBO (DaKTUUECKU MPUHSITHIX B apXUB JIeJI, HOMEpa
OTCYTCTBYIOIIUX J€J, Jara mnpuema-nepeiadyd Jeid, a TakkKe TMOIINUCH
OTBETCTBEHHOTO 3a apXWB M JIUIIA, TIepeaaniiero aena. [Ipu npueme ocodo 1eHHBIX
JIeJ1 IPOBEPSIETCS KOJTUYECTBO JIMCTOB B JIeTIax.

Jlena, yBs3aHHBIE B CBS3KH, JOCTAaBJISIOTCS B apXUB OpraHU3allud
COTPpYJHUKAMHU CTPYKTYPHBIX ToApa3jeicHuil. Bmecre ¢ nenmamMmu B apxuB
nepefaloTcs PETHCTPAIlMOHHBIE KApTOTEKM Ha JOKyMEeHThl. HanmMeHoBaHue
KaXXIO0M KapTOTEKH BKIIOYAaeTCS B OMHUCh. B apXxuB opraHuzainuu mnepeaaroTcs
JOKYMEHTBl  OpraHu3alUi-IpeIIeCTBEHHUKOB, a  TakkKe  JOKyMEHTHI
JIMKBUIMPOBAHHBIX MMOJJYMHEHHBIX Oopranu3anui [9, c. 14, 29].

Takum 00pa3om, BOIPOCH MOJATOTOBKH JeJ K C/laye HA apXUBHOE XpaHEHHE
SBJITFOTCS. BXXHBIM YYaCTKOM JeNonpou3BoacTBa. OHM 3aCIyKUBAIOT CEPbE3HOTO
BHUMaHHUSA, TOTOMY 4YTO HMMEHHO Ha 53TOM OJTale 3a4acTyl0 COBEPIIAIOTCS
CEpbE3HBIE METOMUYECKHE M MPAKTUYECKHe OIIMOKH, KOTOphIE B JalbHEUIIEM
MOTYT MPUBECTH K HETATUBHBIM IMOCJIEACTBUSIM B paboTe apXuBa.

4.4 Ilpaeuna ynuumoiceHus 0OKymMeHmos u oe
C UCMEKUWIUM CPOKOM XPAHEHU

CymiecTByeT €AWHBII TMOPSAJOK YHHYTOXKEHUS BCEX JOKYMEHTOB Ha
OyMa)KHBIX HOCHUTENSIX U B DJEKTPOHHOU (hopMme, B TOM 4Hciie OyXraaTepCKux U
KaJIpOBBIX.

YHUUYTOKEHUIO TOAJIEKAT JOKYMEHTHI ¢ UCTEKIIMMHU CPOKaMU XPaHEHHUS U
MOTEPSIBIIME  MpakTHUeckoe 3HaueHue. [Jlas 3Toro  cocraBisieTcsi  akT
YCTaHOBIICHHON (DOPMBI Ha YHUUTOXKEHUE JOKYMEHTOB B PE3yJbTaTe MPOBEICHUS
AKCHEPTHU3bl IEHHOCTU TIOKYMEHTOB. Ero TOYHOEe Ha3BaHUE — aKT O BBIJCICHUU K
YHUYTOXXEHUIO IOKYMEHTOB, HE MOJIeKAIUX XpaHeHuto [20].

YToOBI ONIpeIeIuTh CPOK XPaHECHHSI JOKYMEHTOB U, COOTBETCTBEHHO, Y3HATH
HCTEK JIM OH, HaJO0 MOJIb30BAaThCSI HOMEHKJIATYpPOH Jen opraHu3zanuu. B ciyuae
HEOOXOJUMOCTA MOKHO YTOUHSTH CPOKM IO THUIOBBIM U BEJOMCTBEHHBIM
MEepeYHsIM JOKYMEHTOB, NpPU 3TOM MOXHO M3 MPAKTUYECKUX COOOpaKeHU

100



YBEJIMYHUBATH CPOKH XPAHCHUS M HUKOT/IA HEJTb3sI YMEHBIIATh UX.

I[Ipu  ompeneneHud  CPOKOB  XpaHEHUsS]  JOKYMEHTOB  CIEIyeT
PYKOBOJICTBOBAThCSl TAKXKE WHBIMH CYIIECTBYIOIIUMH B COOTBETCTBYIOIIEH cdepe
NeATeNIbHOCTH TPpeOOBaHUSIMU, HAIPUMED, COJICPIKANTUMHUCS B HAJIOTOBOM KOJIEKCE,
(denepanbHOM 3aKOHE, IOCTaHOBJIEHUH NpaBurenabcTBa PO u 1.. Tem He MmeHee,
MOAABISIONIEE YHUCIO JOKYMEHTOB HMMEET TSTUJIECTHUM CPOK XpaHEHWs,
YCTaHOBJICHHBIN IO TUTIOBOMY MEPEYHIO.

Jlena paspeiiaercst BKJIIOYaTh B aKT Ha YHHUYTOXKEHUE, €CIU HUX CPOK
XpaHCHUsl 3aKOHYWICS K | sHBaps rojla COCTaBJICHHMs] aKTa. DTO HOPMAaTUBHOE
TpeboBaHue cleayeT MOHUMATh Tak: Jiesio 2014 rojga co CpoKOM XpaHEHHS «5 JIET»
MOYHO BKJIIOUMTH B akT He paHee 2020 roxa.

B akte Ha yHHMUTOXEHHME Tiepe]] TPYINIOW 3aroJIOBKOB  KaXJIOTro
CTPYKTYPHOT'O TOJIpa3/IeJICHHs MUIIETCS Ha3BaHUE ATOTO nojpaszaeneHus. HyxHo
3arOJIOBKM OJHOPOJHBIX JIeJI BHOCUTBH IOJ OOIIMM 3arojIOBKOM C YyKa3aHUEM
CyMMapHOTo KonudecTBa jein. He crnemyeT 3aHWKaTh WM 3aBBINIATH YHUCIIO
MO3UIIMA B aKTE€ HA YHUYTOXKCHHME, a TaK)K€ KOJMYECTBO JIeJl B MO3UIIMH, YTOOBI
n30€KaTh BO3MOKHBIX HEJIOPAa3yMEHUH B TaJIbHEHUIIIEM.

CornacHO HOPMaTUBHBIM TPEOOBAHUSAM, HYKHO MPOBOJUTH OTOOp JIEJ IS
YHUYTOXKEHHS TOJBKO C TOJUCTHBIM IPOCMOTPOM. ODTO TpeOOBaHWE BBEICHO,
YTOOBl CIy4yallHO HE YHUYTOXKUTh KaKOW-HUOYAb BaxKHBIM JOoKymMeHT. Ho ecnu
JieNa TIpoJIekalii Ha Mojike 0e3 JBMKEHUS BCE 5 JIET, HU pa3y He MOHAJ00UBIINCH,
4acTo ATUM TpeOoBaHueM mpeHeOperaot. CreayeT NPOIUCTATh BBHIOOPOYHO
HEKOTOphIE Jesa U yOeIUThCs, YTO OHU JIEUCTBUTENLHO YTPATUIU MPAKTUYECKOE
3HAauYEHUE.

OcHoBHast paboTa MO COCTABJICHHUIO aKTa HAa YHUUYTOKCHHE 3aKIIOYAETCS B
nepeHeceHnn WH(popManuu ¢ 00JIOKEK €7, OTOOPaHHBIX K YHHUYTOXKEHHUIO, B
dopmy akrta. Ecimu obnoxkka odopmieHa HE IMOITHOCTHIO, CIIEAYeT YTOYHHUTH
HEJOCTAIONIME CBEACHUS 10 HOMEHKIIAType JeNl OPTaHM3alliu — 3aroJIOBOK Jiefa,
KpaiiHue JaThl (camasi paHHsIA U caMasi TTO3/IHsA 1aThl), uHAeKC nena [10].

HauGonbias cioKHOCTh MPH BBITIOTHEHUN TAaHHOUW OTepaluy — 3TO MOa00p
HOMEpa CTaTbh CO CPOKOM XpaHEHHsS IO MEepeyHio N0KymMeHToB. HeoOxoammo
YYHUTHIBATh, YTO pEANbHBIA 3arojOoBOK Jiella HE BCErJa TOYHO COOTBETCTBYET
HA3BaHUIO CTAThbH B MEPEUYHE JIOKYMEHTOB H3-32 HEBO3MOXHOCTH OXBaTa BCETO
CYIIECTBYIONIETO WX MHOrooOpasus. B mepedHsx JOKYMEHTOB MPUBOIUTCS
00001IIeHHOEe HAaWMEHOBAaHHWE KAXJIOTO BHUAA JOKyMEHTa. Tak 4YTO CHEIUANHCT,
COCTaBIIIIONINM aKT HAa YHHYTOXXCHHE, MOXET BEChbMa TBOPYECKA MPUHUMATH
pelieHre, K Kakoll KOHKPETHO CTaThe OTHECTH KaX0€ JIeJIO.

AKT TIOAMUCHIBAETCS COTPYAHUKOM, KOTOPBIA TPOBOAMI DKCIEPTHIY
IIEHHOCTH JOKYMEHTOB. 3aTéM B aKT€ Ha YHUYTOXKEHHE JeNlaeTCi OTMETKa O
COIIACOBAHMM €T0 3KCIEPTHOW KOMHCCHUEW opraHu3auuu. s 3TOoro ero Hajo
paccMOTpeTh Ha 3ace€JaHUd U COCTaBUTh MPOTOKOJ 3acelJaHus HKCHEPTHOU
komuccuu [20].

Cnenyer oOpaTUTh BHUMAaHWE Ha TOPSIAOK YTBEP)KICHHUS aKTa, YTOOBI
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n30exkaTh JOBOJBHO YacTOM OMMOKU. AKT 00 YHMUYTOXKEHUH JOKYMEHTOB
YTBEPKAACTCSA PYKOBOAUTEIEM OpPTraHU3AIINHN:

— JUIA OpTaHW3alud, TMepelalluX JIOKYMEHTHl Ha TOCYAapCTBEHHOE
XpaHeHHe (MCTOYHHKOB KOMIUICKTOBAHHS TOCYIAPCTBEHHBIX AapXHBOB), TOIBKO
MOCTie YTBEPKIACHHUS SKCIEPTHO-IPOBEPOYHON KOMHUCCHEH COOTBETCTBYIOIIETO
aApXUBHOTO YYPEXKIIEHUS OMUCEH JeN TOCTOSIHHOTO XpaHEHHs 32 ATOT JK€ MEPHOJ.
OTo TpeboBaHME CYIIECTBYET, TaK KaK TOCYJapCTBEHHBIM apXUB MOXKET
noTpeboBaTh YaCTh JTOKYMEHTOB, OTOOpPAHHBIX K YHHUYTOXXEHHUIO, BKIIOYHTH B
OTKCH JIEJT TIOCTOSTHHOTO XpaHEHUS;

— JUIA  OpraHu3alui, KOTOphle HE TepenaloT JOKYMEHThl  Ha
rOCyJapCTBEHHOE XpaHEHHE (COOCTBEHHO TaKWX IOAABISAIONIEE OOJBIIMHCTBO),
MOCJIe YIOPSIIOUYCHUS TOKYMEHTOB TI0 JINYHOMY COCTaBY (TO €CTh B COOTBETCTBHHU
C HOPMATHBHBIMH TPEOOBAHUSAMHU Ji€la JOJDKHBI OBITH IOIIIMTEI B TBEPAYIO
00JI0XKKY, COCTaBIICHBI OTHMCH) 332 COOTBETCTBYIONIUI Mepuo] O3 COTIaCOBaHMUS C
aApPXUBHBIMHU OpraHaMHU.

3areM opraHu3anUs MOXKET YHHYTOXKATh [eJa, BKJIIOYECHHBIE B akKT.
Hcnons30BaTh 3T JOKYMEHTBI JUIS XO3SIHCTBEHHBIX HYX]I HE pa3periaceTcs.

YHUUYTOXKUTH JOKYMEHTHI MOXHO CaMOCTOSITEIBHO — C)K€4b (3TO YpeBaTO
pobIeMaMu C TOKAPHOU CITY)OO0H ), MPU TTOMOIIN YHHUYTOKHUTENS Oymar (oiro u
NOJIOMAET TOJBKO JUIsi MaJeHbKUX oO0BeMOB). B sTom ciydae HeoOXoaumo
COCTaBUTh aKT B TMPOU3BOJIBHOW (opMe, dUToOBl 3aduKCUpoBaTh (aKT
YHUUTOKCHHUS.

OObIlYHO TmMpeaHA3HAYEHHBIE IS YHUYTOXKEHHUS [ieJa TepelalT Ha
nepepaboTky (yTHJIM3AIMIO) B CHEHUAIU3WPOBAHHYIO oOpraHuzanuio. B asToMm
clly4ae Tepeaada JOKYMEHTOB O(OpPMIISIETCS MPUEMO-CAATOYHBIM aKTOM HIIU
HAKJIaJAHOW, TJe MOJDKHBI OBITh YKa3aHBI JaTa, KOJIMYECTBO ned W ux Bec. Jus
obecricueHUsT KOH(PHUIASCHIMAIBHOCTH TIIepenady el Ha 1epepaboTky U
YHUUTOXKEHHE JTOKYMEHTOB HEOOXOAMMO ITPOBOIUTH MOJ KOHTPOJIEM COTPYIHHUKA
OpraHu3aluu.

PA3JIEJI 5. ABTomMaTu3anus 10KyMEHTAIIMOHHOIO 00ecreYeHus
yupasJienust. 'OCT P 53898-2010 «CucteMbl 3JIEKTPOHHOT 0
TOKYMEHT0000p0Ta, B3aMMO/IeiiCTBHE CUCTEM YIIPABJICHUSA
nokymeHTamMu. TpeOoBaHMS K 3JIEKTPOHHOMY COOOIICHUIO)

5.1 Ponb ungpopmauuu 6 ynpaenenuu

Kak wu3BectHO, wHbOpManmus — 3TO CBEACHUS 00 OKpYKalOlMeM MHpPE
(oObekTax, SBICHUSX, COOBITHSX, MpoIeccax M T.M.), KOTOPHIE YMEHBIIAIOT
MMEIONIYIOCS CTETNIEHb HEOINPEIEIECHHOCTH, HEMOJHOTHI 3HAHUM, OTUYXECHHbIE OT
UX Cco3JaTeisi M CTaBlIME COOOLICHUSIMU. OTH CBEICHHUS BBIPAXKEHbI Ha
OTIPEJICTICHHOM $I3BbIKE€ B BHJIC 3HAKOB, B YAaCTO OHM 3alMCAHBl HA MaTEPHAITIHHOM
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HocuTene. MX MOXXHO BOCHPOM3BOJIUTH MyTEM TMEpeAaud JIOAbMU YCTHBIM,
MMCbMEHHBIM WM APYTUM CIIOCOOOM.

Nudopmaiust — 3170 1aHHbIe, HECylIMEe B ceO€ HOBU3HY U MOJE3HOCTh, 3TO
OCHOBHO€  YCJIOBHE KOHKYPEHTHOM CHOCOOHOCTH JIIOOOH  OpraHu3aiuu.
PykoBonutens Bcerga uHTEpecyeT MHPopmaius 0 GU3MYECKUX U IOPUIUYECKUX
JUIAax, MepeoBON TEXHOJIOTUH, YKOHOMUUYECKON U (PpUHAHCOBOW CUTyallMu U T.1.
OmnepaTuBHasi, HaJle)KHasl, JOCTOBEPHAsl U CBOCBPEMEHHAsi MH(OpMaIIus SBISIETCS
OCHOBOH yIpaBjeH4eckoro mnpoiecca. OT TOro, HaCKOJIbKO OHA COBEpLIECHHA, BO
MHOT'OM 3aBHCHUT Kau€CTBO YIIPaBJICHUS IPEATPUITUEM.

Nudopmariius mo3BosisieT opraHu3aiusm:

— OCYIIECTBJISATh KOHTPOJb HaJ TEKYIIUM COCTOSHUEM OpraHu3alluu, €e
no/ipa3/ieicHui U MPOIIECCOB B HUX;

— ONPEACIISITh CTPATErMUYECKHEe, TAKTUYECKUE U ONIEPATUBHBIC 1IEJIU U 33J1a4
OpraHu3aIuu;

— MIPUHUMATh OOOCHOBAHHBIC U CBOCBPEMEHHBIE PEIICHUS;

— KOOPJAMHUPOBATH JCHCTBUSI TIO/Ipa3/ICICHUN B IOCTUKEHUH TIEIICH.

Nudopmamuss MoXKeT TPUHUMATBCS K CBEICHUIO, CIY>KUTh OCHOBOM
OynyImIMX pelIeHUuH, paclupsATh 3HAHWS U KPYro3op CHEIUAIUCTOB. bes
nH(pOpMAIIK HEBO3MOXKHA COBMECTHasi paboTa B YCIOBHUSX pasleieHHus TpyJa.
HexBaTka Hy»HOW HH(pOpMaIUU, TaK ke, KaKk U U30bITOK HEHY>KHON UH(OpMAIINH,
J€30PUEHTUPYET JIOOYIO XO35UCTBEHHYIO J1€SITEIbHOCTb.

Nudopmarmonnas AesTeNbHOCTh TpeOyeT YETKOW OpraHu3aldd IMpolecca
coopa, aHanmuza W 00paboTku wuHPopmaruu. HeoOxonaumMo yMeTh ONpenesiTh
BaXHOCTh WJIA  BTOPOCTENEHHOCTh IMOCTYMawIIe HHPOpMalUU, YMETb
yIOPSI0YMBAaTh KOMMYHHKAIIMOHHBIN TIpoliecc ¥ 0OMeH MH(popMalueid B paMmKax
OpennpusiTusi, 00JagaTh XOPOLIO Pa3BUTOM  CIOCOOHOCTBIO  YCTHOTO U
[IMCBMEHHOT'O OOIIEHHU.

[ToBenenue yemoBeka 00yCIOBIECHO ONMPEICTICHHON MOJYYeHHOM, YCBOCHHOM
u 00paboTaHHON UM HH(POpMAITHECH.

®enepanbHbiii 3akoH «O0 nHGOpMaNHH, HHHOPMAIIMOHHBIX TEXHOJIOTHUIX U
0 3amwure WHGOPMAIMKY» TaK OMpeAeNseT NaHHOE TMOHATHE: «UHpOpMAIHsI —
cBeZieHus (COOOIIEeHMsI, TaHHbBIE) HE3aBUCUMO OT (POPMBI X TIpeACTaBICHU» [4].

VYmpasnendeckass ”HPOpMAIUs — 3TO COBOKYITHOCTb CBEACHUI O COCTOSTHUU
W Tpolieccax, MPOTEKAINX BHYTPH M BHE opraHuzanuu. Hubopmamnmio 00
00BEKTaxX YMpaBICHUS M MPOUCXOANIUX B HUX COOBITHSX M TIpolieccax He 0e3
OCHOBaHHS Ha3bIBAIOT WX CBOCOOpPA3HOW MOJENBIO, a TaKXKE CJIOBECHBIM WJIU
U (QPOBBIM MTOPTPETOM.

Ucxons w3 TOro, 4to IEHHOCTh HMH(OpPMAIMM CO BPEMEHEM MOXKET
MU3MEHSTHCS, YCIOBHO MOKHO BBIJICIUTh TPU OCHOBHBIC KAaTETOPHH MH(POPMAIIHH.
Bo-niepBbix, 3T0 MH(pOpMAaIMs, Ybs IIEHHOCTh HAMPSMYIO 3aBHCHT OT BpPEMCHHU.
Takyro wuHpOpMaIuio OTHOCIAT K omnepatuBHON wuHpopmanuu. CymiecTByer
uHbOpMaIHs, Ybsl IICHHOCTh HE 3aBHCHUT OT BPEMEHH, 3TO HHpopManus-3HaHue. U,
HaKoOHeI], €CTh HH(pOpMalUs 3aHUMAIOIIAs MPOMEXKYTOUHOE TMosoxeHue. OHa
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yTpaTuja CBOK ONEPAaTUBHYIO LIEHHOCTh, HO COXpaHWJIA MOTEHIHAIbHYIO,
Omarofapss KOTOpPOH BIIOCIEICTBUM OHAa MOXKET OBITh TpaHCPOPMHUpPOBAHA B
uHpopmanuio-3Hanue. Bce Tpu kaTeropum 00pa3ylOT CcaMOCTOSITENbHbIE
WH(OOPMAITMOHHO-JOKYMCHTAIIMOHHBIE ~ CHUCTEMBI, TJI€ W  IPOHUCXOJUT
JOKYMEHTHpOBaHUE HH(MOpPMAIUK, TO €CTh €€ (QHUKCAIHs IO ONpPEAeICHHBIM
mpaBWIaM. DTO CHUCTEMBI ONEPATHUBHOM, PETPOCIEKTHBHOW W WH(OPMAIMOHHO-
AQHAJIUTUYECKON UM «BTOPUYHOM» uHpopmaruu [55].

Xapakrepu3zys HH()OpPMAIUIO, UCTIONB3YIOT CIEAYIOIINE MTOKa3aTeNIn: 00bEM,
JIOCTOBEPHOCTbh, IIEHHOCTh, HACBIILIEHHOCTh, OTKPBITOCTH [34].

Ob6beM MHpOpPMAIMK W3MEPSETCS YHCIOM 3HAKOB, OYKB, CHMBOJOB. llpu
TOM HCHOJB3YIOT KayeCTBEHHbIE TOKa3aTenu: uHGopMmanus w30bITOYHAS,
uHpopmanus Tpedyemoro obbema, HH(popmanusi HepocraTouHas. M30bITouHas
UHGOpPMAIIHS TOBBIIACT KAYECTBO IMOCIICAYIONIUX YIPABICHYECKUX PEIICHUH, HO
TpeOyeT OONBIINX 3aTpaT BpEeMEHU JUIsl ee mepenadd u aHanusa. HemocrtaTok ke
UH(POpPMAIIMH 3aTPYIHSACT BEIPA0OOTKY IMPABWIBHOTO PEIICHHMS.

JlocToBepHOCTHh MHPOPMAIH — ITO TIOKA3aTeNh COOTBETCTBUS MOTYICHHBIX
CBEJICHUH peajabHbIM. UeM MEHbIE 3BEHbECB INMPUHUMACT y4acTHE B Iiepeaade
uHpopmal, TeM oHa Oojee AocToBepHa. MckaxkeHue MOXKET MPOU30UTHU IO
O00BEKTUBHBIM U CYObEKTUBHBIM IIPHYHUHAM.

Lennocts wuHGOpPMAIIMM MOXET paccMaTpPUBATBCS C JBYX TO3MUIIUMN:
[IEHHOCTh JJIsi TOJIydareliss [0 OTHOIIEHWI0 K Oyaymieil mnpuObUIBHOCTH
(motpebuTenbckasi EHHOCTh) U LIEHHOCTh C TOYKH 3PEHMsI MOHECEHHBIX 3aTpart.
Wudopmarusi, B oTau4Me OT TOBapa, IMpHU Iepefadye OcCTaeTcsl y HUCTOYHHUKA
(mponaBma).

Hacpimmennocts uHpOpManmuy — 3TO COOTHOIICHHE IOJE3HOW W (OHOBOM
undopmanuu. doHoBas wHbOpMaNUg HEOOXOoAMMA ISl JIYYIIETO BOCIPUSTHS
NoJie3HON MHGOPMAINHN Yepe3 YIYUIIeHHE SMOLUMOHAIBHOTO HACTPOsI, HACTPOUKHU
BHUMAaHUS, MOJYEpKUBaHUA IIeHHOCTH. Ecnum QoHOBOW HHpOpManuu HET, TO
uH(OpMaIKs BOCIIPUHUMAETCSA Kak «cyxas». [Ipu oomnuu ¢oHOBO# nHPOpMaIuu
TOBOPST, UTO B HEH MHOTO «BOJIBI».

OTKpBITOCTH uHbopMaIuu XapaKTepHU3yeT BO3MOKHOCTb ee
MPEeNIOCTaBICHUST pa3nuuHbIM TpynmaMm Joned. CekperHas uHopmarus
MPEIOCTABISETCS TOJBKO OTPAHUYCHHOMY KpYry paOOTHUKOB MPEANPHUSATHS.
Kondunennmansuas nadopmaiis MoKeT ObITh TIepe/laHa JOCTATOYHO MIUPOKOMY
Kpyry paloTaromux, HO C YCIOBHEM €€ COXpaHEHHS B TaliHe OT PaOOTHUKOB
JOPYTHUX MPEANPHUSITHMN.

OddextuBHBIN cOOp MHPOPMAIINN TOJDKEH OMUPATHCS HA HAYYHBINA MOAXO,
oOecrieunBaOMUii ~ OOBEKTUBHOCTh M TOYHOCTH  pe3yjbrara,  OBITh
CUCTEMAaTHYECKUM, BOBJEKaTh B CBOIO OpOUTYy pa3iIWyHble WCTOYHUKH U
COIPOBOXKAATHCSA aHANU30M. W mpexae Bcero, HEOOXOIWMO YETKO OMpPEIeIUTh
WHTEPECYEeMbIil 00BEKT; UCTOUYHUK, CPOKH M TIOPSAJIOK MOTYYCHUSI JAaHHBIX O HEM;
HYKHBIH 00BEM; METOBI COOpa; OPUCHTUPOBOYHBIE 3aTPATHI.

HcTounuku ympaBieHUYeCKoW HWHGOPMAIMK MOTYT OBITh BHYTPEHHHE W
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BHemHUe. K BHYTpEHHMM OTHOCATCS: OyXxrajitepckas U CTaTHUCTHYECKas
OTYETHOCTb, TEKYIIUE HAOIIOEHNUS, CIEUAIbHBIE HCCIIEOBaHUs (KaK IJIaHOBBIE,
TaK U MPOBOJUMBIE MO OCOOOMY DPEIICHUIO PYKOBOJACTBA), aKThl O PEBUUSAX U
MPOBEPKAX, UTOTH ayJuTa U JIp.

BHemnue ucroyHuku Oojiee MHOTOUMCIEHHBI M pa3HOoOpasHbl. [lpexne
BCET0, 3/1€Ch HYXHO BBLACIUTH: COTPYAHUKOB (3TO PYKOBOJUTEIU U CHEIUATUCTHI
Mojpa3/iefieHui CcHaOXKeHUs, CObITa, MapKeTHUHIa, WH(OOPMAIMOHHBIX CIIYyXO0);
BBIIIECTOSIEE PYKOBOJACTBO; MapTHEPOB-MOKYMAaTeaeH, NpoAaBLIOB, PaOOTHUKOB
(UMHAHCOBBIX, KPEAWTHBIX, CTPAXOBBIX YUPEXKICHUW;, CpEeACTBA MacCOBOM
uHdopmanuu, UHPOPMAIMOHHBIE CHUCTEMbI, MEPUOAUYECKYIO Te4aTh, OOpa3Ilbl
TEXHUKH, TEXHUYECKYIO JIOKYMEHTAIIMI0, CIPABOYHUKH, >KYpPHAJIbI, KaTaJlOTH,
OM3HEC-I0KYMEHTBI, (POTOCHUMKU, MUKPO(PUIBEMBI, TTOKa3aHUs PUOOPOB U JIP.

Takum  oOpa3oM, HMCTOYHUKM  HMHGOPMAIIMM  CETOJHS  HACTOJBKO
MHOTOYMCIIEHHBI, a caMa OHa TaK pPa3HOIUIAaHOBAa, YTO OINpeesieHHas €€ 4YacTb
MOKET OBITh HE€ BIIOJHE JOCTOBEPHOM U TMOATOMY JOJDKHA MHOT'OKPATHO
HEePENnpOBEPSITHCS.

[ToaToMy B KpYNHBIX OpraHU3aIUAX, AaKIMOHEPHBIX  OOIIeCTBax,
OPEANPHUATUSAX CO3JAIOTCS  CICHHAIbHBIE CTPYKTYpHBIE TOApA3JeiICHUS —
UHPOPMAIIMOHHBIE  CIYXObl, 3aHUMAIOLIMECs  IUIAHUPOBaHUEM,  COOpOM,
00paboOTKOM, aHAJIM30M, OIIEHKOW HMH(OpMAllMU, COCTABICHHUEM PEKOMEHIAIIH
JUTSL pYKOBOJICTBA, a TAKXKE CO3/IaHueM 0a3 CTpaTernyecKuX JaHHBIX.

B uenom, nepenpauy nHdopmanuu OT OJHOTO YeJIOBEKa K APYroMy MPUHSTO
Ha3bIBaTh KOMMYyHHUKanuei. OOmMeH wuHoOpMaIell MeXIy pYKOBOIUTEIEM,
OpraHoM YyMpaBJICHUS U UCTOJHUTEISAMH, — BCE 3TO KOMMYHUKaIus [63].

[lepenaua nHbOpMAaIKM HIET 110 TPEM HANPABICHUSIM:

— CBEpXY BHU3 (MIOCTAHOBKA 3aJ1a4, UHCTPYKTUPOBAHUE);

— CHHU3Y BBepX (COOOIIEHUsS O pe3yJbTaTax HIPOBEPKH, IOHECEHUS 00
UCTIOJIHEHUH 3aJIaHUi, O INYHOM MHEHUH COTPYIHUKOB H T.11.);

— 110 TOpU30HTaIU (0OMEH MHEHHMSIMHU, KOOPAUHAIINS ICHCTBUH ).

B xome ympaBnenus oOMeH uHGOpMAIMEH COBEPHIACTCS TOCTOSIHHO H
oOpa3yeT, TakuM 00pa3oM, KOMMYHUKAIMOHHBIA Tmporecc. B sTtom mporecce
BBIJICJISIFOTCS] YETHIPE OCHOBHBIX 3JIEMEHTA!

— OTOpaBUTENb — JHMLNO (PYKOBOAUTENb, WCHOJIHUTEND), MEpPEIatollee
uH(pOpMAIHIO;

— COOOIIeHHE, TO €CTh COOCTBEHHO MH(MOpMAITHS;

— KaHaJl, TO €CTh CPEJCTBO Nepeaayn nHpopMalny;

— [ojJydarelb — JUIO (UCIOJHUTENb, PYKOBOAUTENb), KOTOPOMY
npeaHa3HaueHa nHpopManus.

B KOMMYyHHMKaIlIMOHHOM MPONECCe OTIPABUTEND U MOIyYaTedb HHGOPMALUU
MTOCTOSIHHO MEHSAIOTCS MECTaMHU.

JIBr>keHre WHQOpMAIMK OT OTHPaBUTENSI K IMOJIy4YaTedl0 COCTOUT U3
HECKOJIBKUX 3TAroB.

Ha nepBom sTanme npoucxoaut ee ordop. OH ObIBaeT Ciy4ailHbIM WM
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[[eJICHANPABIICHHBIM, BBIOOPOUHBIM WJIM  CIUIOIIHBIM, MPEANUCAHHBIM  HWIH
WHUITATUBHBIM.

Ha Bropom »sTame otoOpanHas wuHoOpMalus KOAUPYETCS, TO €CTh
obOsiekaeTcss B Ty ¢GopMmy, B KOTOpOoH OyAeT NOCTymHA M TMOHSATHA MOJy4aTeiro,
HaIlpuMep MUCbMEHHYI0, Ta0IMYHYI0, IPaQUUECKyI0, 3BYKOBYIO, CUMBOJIMYECKYIO
nu 1. n. llogOupaercs W mNOAXOASAMIMI CcHMOCOO €€ TPaHCISUU: YCTHBIMH,
MUCbMEHHBIM, C TOMOIIBIO PA3NIMYHOTO POAAa HCKYCCTBEHHBIX CHUTHAJIOB WIIU
YCIIOBHBIX 3HAKOB.

Ha tperbem stame mpoucxonut nepefadya uHpopmanuu. Cuuraercs, Ha
ATOM 3Tarle HE CTOUT OTPAaHUYMBATHCA OJJHUM KaHAJIOM, a HY>KHO MO BO3MOKHOCTH
OyOnaupoBaTh 3TOT MPOIECC IO HECKOJbKUM, HE 3J0ynoTpelssisi, OJHAKO,
COCTaBJICHHEM MO Ka)XXJIOMYy IOBOAY JOKYMEHTOB, MHaue€ MOTOK Oymar Oyjaer
CJIMILIKOM BEJIUK.

Ha detBeproM »Tame mnosdyyaTenb BOCIPUHUMAET, pPACHIU(PpPOBHIBAET U
ocMbIcTuBaeT uH@opManuoo. OTOpaBUTENb KE KIAET, YTOObI TOT KaKUM-TO
oOpa3zoM moATBepAUS (aKT MOTYYEHHUS COOOIICHMs, CTENEHb MOHUMAHUS WU
HEMOHMMAHHUS €r0 CMBICIIA, MHBIMH CJIOBAMH, YCTAHOBUJ OOPATHYIO CBSI3b.

Nudopmarmonnsiii 0OMeH 00J1eryaror:

— KpPaTKOCTh, SICHOCTb, HEJIBYCMBICIIEHHOCTh CBEJICHUMH;

— TIOCTOSTHHBIM KOHTPOJIb HAJl UX COAEpKaHUEM, MpollecCaMM Tepeadu U
npuema;

— KOOPAMHAITUS MTPOIIECCOB 00padOTKH MH(GOPMAIIUU U JIP.

Takum 00pa3oM, KOMMYHUKAI[MOHHBIA MPOLECC BO MHOIOM 3aBHCHUT OT
HaJIU4Us 4YeTKO (YHKIIMOHUPYIOIIEH OOpaTHOM CBSI3M, KayeCTBOM KOTOPOMU
ompesieNsieTcsi, Kak cooOIIeHne ObUIO YCIHBIINIAHO U MOHATO. s pykoBomuTens
(MeHnemxepa) oOMeH wuHGOpPMAIUE MOXHO CUHTaTh AS(PGEKTUBHBIM, €CIH
NoJTydaTesb MOHSI U0 W MPOU3BEN JIEUCTBUSI, KOTOPhIE PYKOBOAUTEND KAl OT
HETO.

Nudopmanuio, koTopas mocTymaeT K PyKOBOAMTENO (MEHEIKEpPY) WIH B
Opras ymnpaBJIeHHUS U UCXOJHUT OT HUX, MOKHO KJIACCU(PHUITUPOBATH MO0 HECKOJIBKUM
npuszHakam [35].

[To ucrouynmkam mocTymieHnus WHGOpMAIKs MOAPA3AETICTCS Ha BHEITHIONO
W BHYTpEHHIOIO. BHemHsis wuHOpMamus — 23TO 3aKOHOJATENbHBIE AaKThl H
JTUPEKTUBHBIC YKa3aHUS BBIIIECTOSIIUX OPTaHOB, TAHHBIE O HAYYHO-TEXHHYECKOM
mporpecce, O KOHKYpEHTax, O CIOpOoce€ Ha MNPOAYKIHMIO, O I[eHaX MU T.A.
ConepxaHreM BHYTpPEHHEH HMH(POPMAIUH SBISIFOTCS JaHHBIC O XOJE BBITOJTHEHUS
3alaHUN  TOAPA3JACICHUAMHU  TPEANpUSITHS, O CcObITe OPOAYyKUHH, 00
YKOHOMHYECKOM U ()MHAHCOBOM COCTOSIHHM MPEATPUSTHS, TPYAOBOU JUCIIUILINHE
B KOJIJIEKTUBE U .

[To conepsxanuro nHGOPMAIIHS TETUTCS Ha:

— HAYYHO-TeXHUYECKYI0 HHPOPMAIHIO (JaHHBIE O HAYYHBIX UCCIICIOBAHUSAX,
M300PETCHUSIX, TEXHUICCKUX Pa3paboTKax Kak BHYTPU MPEIMPHUSLTHS, TaK U 32 €TO
npejenamu);
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— DJKOHOMHYECKYI0 HMH(POpMalUI0 (JaHHbIE TEXHUKO-3KOHOMHUYECKOTO
IUIAHUPOBAHUS W TPOTHO3UPOBAHMS, Y4Ye€Ta U IKOHOMHYECKOrO aHajlu3a
JEeSATENbHOCTU PEANPUATHUSA);

— OIEpPaTUBHO-NPOU3BOJCTBEHHYI0 HH(OpMALUIO (IaHHbIE ONEpPATUBHO-
MPOU3BOJICTBEHHOTO IUIAHMPOBAHUS, ONEPATHUBHOTO Y4yeTa U OMNEPAaTUBHOIO
KOHTPOJIsl pabOThI MPEANPUITHIA U UX TOJpa3eIeHul);

—  aJIMHUHUCTPATUBHYIO WJIH JCJIOBYI0 HMHPOPMALMIO  Pa3IMYHOTO
conepkaHus (BaKHeHIIel COCTaBHOM 4YacThl0 ATOM HMHGOpMALMK  SBISETCS
uHdOpMaIus o Kajapam);

— MAapKETUHTOBYIO (pbIHOUHYIO) HH(MOpManuio (pekjiama, LEHbI, CIpOC,
KOHKYPEHIIUS U T.].);

— IPaBOBY10, 00IIECTBEHHO-TIOJIUTUYECKYIO, IPUPOIOOXPAHHYIO U JIP.

[lo BpemeHu wucnonb30BaHUs HHPOPMALIMS MOXET OBbITh pa3felneHa Ha
YCIIOBHO-TIOCTOSIHHYIO U IEPEMEHHYIO.

VY CI0BHO-TOCTOSHHON CUMTAETCs Takast HHMOpMaIus, coiepxKaHue KOTopoit
MEHSIETCS CPAaBHUTENIBHO pEJIKO, OHa MCHOJb3YeTCs MHOTOoKpaTHo. Takoi
uHbopMaIlel SBIAIOTCS HOPMBI, IIEHBbI, Tapu(HBIE CTaBKH, JIOJDKHOCTHBIE
OKJIaJIbl, TUTAHOBBIE TOKa3aTeau. Y CIOBHO-MOCTOSIHHAS MHGOpPMAIMs COCTaBIsET
okoiio 60-70% Bcelt nnpopmaiu, HeoOxoauMon Juist yrnpasieHus. OHa Tpedyer
COOTBETCTBYIOIIEH ¢ukcanuu U XpaHeHUsA. CeromHs XOpOIIUM «XPaHHUTEIEM»
Tako! MHGOPMAIINH SBISETCS KOMITBIOTED.

[lepemennas nndopmaius oTpakaeT TMHAMHU3M MIPOILIECCOB B IPOU3BOJICTBE
U XO3SHUCTBEHHOW JesITeNbHOCTH. B cBs3u ¢ »tumM ee cbop u oOpaboTka
NPEJICTABIISIOT HAMOOJBIIYIO CIIOKHOCTb.

[lo xapakTepy BO3HUKHOBEHHS HMH(OpMALUA IEIUTCS HA TEPBHUHYIO H
BTOpUYHYIO (WM TMPOU3BOACTBEHHYI0). [lepBuuHON Ha3biBaeTcs HHPpOpMAIUA,
KOTOpasi BOZHUKAET B X0OJ€ Mpon3BoicTBa. OJHAKO B CBOEM MIEPBOHAYATILHOM BUJIE
Takas WH(opMaIus Majao IPUroJAHA JUIsl UCIIONIBb30BaHUs B yripaBieHuu. [losTomy
OHa TmojaBepraeTcs  o0OpaboTke, TpeBpamiasch BO  BTOPUYHYIO (WM
IIPOU3BOJICTBEHHYI0), U B TAKOM BHJI€ IIOCTYNAET B OPraH YNPaBICHHUS WU K
pykoBoaurento. Ilpumepom Moxer ciayxuth uHpopmanus 00 ypOBHE
PEHTa0ENbHOCTH U KOHKYPEHTOCIIOCOOHOCTH BBIITyCKaeMON MPOAYKIIHH.

[Io cremenun o0O60paboTku WHGOPMAMIO MOXKHO TMOAPA3ACIUTh Ha
CUCTEMATU3MPOBAHHYID M HECHCTEMaTU3MpOBaHHY0. (CHcTreMaTu3MpOBaHHON
Ha3blBaeTCsd MH(POpPMaLMs, KOTOpask periaMeHTHPOBaHa 10 COCTaBY IOKa3aTeleH,
NEPUOANYHOCTH, CpPOKaM MW ajpecaM NpeAcTaBieHUs. Takas wuHpoOpMmanus, B
YaCTHOCTH, 0OPMIISIETCS B BHJI€ CTAaTUCTUUYECKONW M OYXTalaTepCKOW OTUYETHOCTH.
OagHuM W3 caMbIX MPOCTBIX CIOCOOOB CUCTEMAaTH3aLUU SIBISIIOTCS CIPABOYHO-
unpopmarmonnsie Gouapl (CUD). CUD BrmrouatoT B cebst nHPOpMaAIMOHHBIC
MaTepuayibl, KOTOpbIE MPEACTABISIIOT HWHTEpPEC I  PYKOBOAUTENIEH U
crenuanuctoB nanHoro npennpuatrus. CU® obecrieynBaloT UM 3HAYUTEIBHYIO
SKOHOMHUIO BpPEMEHM Ha IIOUCK, cOOp U 00pabOTKy Hay4YHO-TEXHHUYECKOU
uHopmanmu. OgHako mpoOiieMa COBEPILIEHCTBOBaHUS pabOThl ¢ MH(pOpMalueit
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elle HEe pemaercss  CO3/JAaHHEM  CIPAaBOYHO-UH(DOPMAMOHHBIX  (OHIOB.
HecucrematnsupoBanHast nHGOpMaIus HE UIMEET CKOJIbKO-HUOYIb OTMpeeIeHHOM
pernamentanuu. llocTymaer oHa K pPYKOBOIWTENIO WM B OpraH YIpaBIICHUS
snu3oandecku. llpuMepoM Takoil MHGpOpPMAIUU MOTYT CIYXHUTh COOOIIEHHUS O
YpEe3BBIYAMHBIX TPOUCHIECTBHUIX (aBapusaX, HECUYACTHBIX CIy4asX, KPYIHBIX
Kpaxax, noxapax u T.IL.).

[lo crenenu koHduaeHIMATLHOCTH HWH(OpMaIrus ObIBaeT: Ml OOIIETO
MOJIb30BaHUs, CIY)KEOHOTO TOJB30BAaHUS, CEKPETHAs, CBEPXCEKpeTHas 0co0oi
BOXHOCTH, TOJICKAIIAs PA3TIIANICHUIO Yepe3 YCTAHOBICHHBIN CPOK.

[lo cremenn poctoBepHOoCcTH WH(pOpMamus ObIBaeT JOCTOBEpHAs W
NpOBEPEHHAs, TMOAJIeKAIas JIONMOJHUTEIBFHOW  TMPOBEPKE, COMHHUTENIbHAS,
0a3upyromniasicst Ha JOMBICJIAX U CITyXax.

[lo HazHaueHwto wuHpoOpMalusi OBIBaCT: OMEpaTHBHAS — CIYXKHT IS
KOPPEKTUPOBKH JICITEILHOCTH OpraHW3aIlMU; OTYETHAs — IMPEIHA3HAYACTCS IS
aHanu3a (oHa OBIBAET CTATUCTUYECKOM, COOMpaeMoil B ONpEeNeJICHHBIE CPOKH B
CTaHJAPTHOHM OpMe M YACTHIHO MPEAOCTABISIEMON TOCYIapCTBEHHBIM OpTaHaM, U
HE CTaTUCTUUYECKOM).

[To BO3MOXHOCTSM 3aKpeIUICHWsI W XpaHeHus wuHpopmanus ObiBaeT
dukcupyemas Ha HOCUTENAX (XpaHUTCS Mmoayac OECKOHEUHO, HEe TIOJIBEPrasich MpH
TOM HCKaXEHMIO); He (QuKcupyemas (XpaHHUTCS HEKOTOpPOE BpeMs B MaMATH
JOJIEH, a 3aTeM MOCTETIEHHO CTUPAETCS U UCUE3aET).

[lo crenenn BaxXHOCTM ObIBaeT OCHOBHas WHGOpPMAILMs: BKIIOYAET
CBEJICHUSI, HEOOXOJIMMBIE /I TPUHATUS PEHICHUH U BBIIOJIHEHUS pPabOThI
(HanpuMep, ykazaHusi, pEAUCaHUs, HTHCTPYKIIMH); BCIIOMOTaTelbHas: 00Jierdaer
paboTy C OCHOBHOM; *eJarenbHasi: HeCeT CBeACHHUS 00 WTOrax, MepCrleKTUBax Ha
Oynyiiee, COOBITUAX BHYTPEHHEH KU3HU U T.II.

[To momHOTE BBIAEISAIOT YACTHUYHYIO HHPOPMAIHUIO (MOXKET MUCIOJIb30BaThCS
JUIIb B COBOKYINHOCTHM C JPYroi); KOMIUIEKCHYIO (ZJaeéT BCECTOPOHHE
UCYEPIIbIBAIONINE CBEACHUS 00 OOBEKTE U TO3BOJISIET HEMOCPEICTBEHHO
MIPUHUMATH JIFOOBIE PELICHHUS ).

[To npenna3znaueHuro ObIBaeT MH(OpPMAaLMs yHHUBEpCalbHas — HEOOXOAMMA
Ui peuieHust JTo0bIX mpobieM; QyHKIMOHANbHAS — JUISl PELICHHS] POJCTBEHHBIX
npobsieM; HMHAWBUAYATU3UPOBAHHAS — JUIS PELIEHUS JaHHOW KOHKPETHOM,
YHUKQJIBHOU MPOOIEMBI.

[To HanpaBrieHUIO ABM>KEHHS OBIBACT BXOJISIIASI M HCXOASIIAst HHPOPMAIIHS.

[Io cmocobam pacmpocTpaHEHHUs BBIACNIAIOT YCTHYIO, MUCBMEHHYIO H
KOMOWHUPOBAHHYIO MH(GOPMAIIHIO.

[To cnocobam BocmpousBeAeHHUs ObIBa€T BU3yalibHas, ayAHOBU3YalbHas,
ayuouH(popManusi.

HyxHO OTMETHTBH, YTO 171 PYKOBOAMTENEH BBICIIETO 3BEHAa HEOOXoauMma
uHbOpMaIusl TPEUMYIIECTBEHHO OOIIEro XxapakTepa, Kak BHYTPEHHSSI, Tak W
BHemrHss. OHa J0DKHA OBITH BECbMa KaueCTBEHHOW U MO3BOJIATH PYKOBOIUTEIIO
JenaTh BBIBOABI M TPOTHO3bI. [[Isi pykoBoauTeneil HM30BOTO 3BeHa Tpelyercs
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MOCTOSIHHAs,  y3KOCTELMAJM3UpOBaHHAs M ONepaTuBHAas  HWH(OpMaNHs,
MPEUMYIIECTBEHHO O BHYTPEHHHUX IpOILIECCaX B OpPraHM3aIlMH W JKETIaTeNbHO B
KOJIMYECTBEHHOU opme.

PykoBoauTens AOMKEH Takke UMETh BOZMOKHOCTH TMOJIY4YaTh BEIOOPOUHYIO
uH(pOpPMAIMIO ¢ HEOOXOAUMOM AeTalu3aleil HeMmOCPEICTBEHHO OT paOOTHUKOB
JT000T0 YPOBHS, a HE TOJIBKO OT MPSAMBIX MOTYNHEHHBIX.

WNudopmarust ceronHs mpeBpaTtuiach B BaKHEHIIMNA pecypc COLUATIBHO-
PKOHOMUYECKOTO,  TEXHHYECKOTO,  TEXHOJIOTHMYECKOTO  pa3BUTHS  JH000i
OpraHM3alliM, OHa SIBISETCS KaTalu3aTOPOM HAYYHO-TEXHHYECKOTO Mporpecca.
M3BecTHOE W3pEUYCHHE «KTO BIaAeeT HWHPOpMAIMe, TOT BJIaJEEeT MHPOM)
npuoOperaer Bce Oojiee TIyOOKui cmbicia. OcoOEHHOCTIMH WH(OpMAIUU Kak
pecypca SBISIIOTCS €€  HEMCUepHaeMOCTh, COXPaHAEMOCTb, BO3MOXHOCTb
napajiyieIbHOTO UCIIOIb30BaHUS, JIETKOCTh MepeayHn.

[IpaBuUnbHOCTH JEUCTBUM PYKOBOAUTENS 3aBUCUT OT TOr'O, pacloJaraeT Jju
OH JOCTAaTOYHO MOJHOW MHpopManueit o0 yrpasiasieMoM oObekTe. UeMm croxHee
00BEKT, TeM OOJBIIMK 00beM HH(POPMALUU €My HEOOXOAUM JJis YIpPaBIICHHUS.
bricTpoe monydeHne BceX BUIOB MH(POPMAITUH SIBISIETCS OJHON M3 MPEAOCHUTOK
YCKOPEHHS pa3BUTHSI MPOM3BOACTBA. HO OMHOBpPEMEHHO MpH 3TOM BO3PACTaeT U
pPOJIb CaMOT0 PYKOBOJMTEISI, IPU3BAHHOTO HA OCHOBE MOJydyaeMoW HHQOpMAIHH
CBOEBPEMEHHO IPUHHMMATh OTBETCTBEHHBbIE pEIICHUS B OBICTPOMEHSIOIIEHCS
obcraHoBke. Yem TmoJIHEE YAOBJIETBOPEHBI HMH(POPMAIMOHHBIE TMOTPEOHOCTH
pyKoBoAMTENEH B 00JIaCTM IUIAHUPOBAHMS W NPOrHO3UPOBAHHUA, YyuyeTa W
peryJupoBaHus  IMPOU3BOJACTBA,  M3YUYEHHUS]  MOTPEOUTENBCKOrO  cIpoca,
(uHAHCOBOM IEATENBHOCTH U T.A., TEM BbIIIE OYIET MPOU3BOJUTENIBHOCTH €0
ynpaBieHueckoro tpyaa. Ho, k cokaneHuro, crenuaJncTbl MHOTIa HE B IOJIHOM
Mepe UCHOIb3YIOT JOCTYNHYI0 MH(POpPMAIUIO, HECMOTPS Ha MPHUIHCHIBAEMYIO €i
IEPBOCTENIEHHYI0 pOJb B Tporecce ympasiaeHus. HWHbopmanus Oyzaer
Oecroyne3Hol 10 TeX Mop, MoKa, YeJIOBEK HE 3HAET, KAK €€ OCMBICIUTh, OLIEHUTh U
KaK JIeHCTBOBAaTh Ha ee ocHoBe. [103TOMYy OUYeHb Ba)kKHO, 4TOOBI PAOOTHUK MOTyYall
OTHOCHUTEJIBHO CHCTEMAaTH3UPOBaHHYI0 HH(pOpMaluio, KoTopas Obl momorajia B
COBEpPIICHCTBOBAHUU €T0 JI€ATEIbHOCTH.

5.2 llonamue unghopmayuonHo-noOUCKOBOI cucmemsl.
Memoouxa evioopa aemomamusuposannvlx cucmem /[0Y

I[Ton  wHPOpMANMOHHOW  CHUCTEMOM  TIOHMMAeTCs  OpraHW30BaHHAas
COBOKYITHOCTb MPOTPAMMHO-TEXHHUYECKUX U JPYTHX BCIIOMOTATENIbHBIX CPEICTB,
TEXHOJOTHYECKUX  MPOIECCOB H  (DYHKIIMOHATBHO-OMPEEICHHBIX  TPYII
pabOTHUKOB, oOecreuuBarOIMX cOOp, NPEACTaBICHUE W  HAKOIUICHHE
MH()OPMAIIMOHHBIX PECYPCOB B OMPEEICHHOW MpPEeAMETHON 00JIacTH, MOUCK U
BbIJJa4y CBEACHUM, HEOOXOAMMBIX ISl YAOBJIETBOPEHUS HHPOPMAIIMOHHBIX
notpeOHocTel nosb3oBateneil. MHpopMalmoOHHBIX CUCTEMBI SIBJSIFOTCSI OCHOBHBIM
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CPEACTBOM pelleHus 3a1ad UHGOPMAIMOHHOTO OOECIEUEHHs Pa3IUYHbIX BUJIOB
NEeATeNIbHOCTU. JTO Haubojiee OypHO pa3BUBAIOIIASICS OTpPACib HWHIYCTPUHU
WH(OPMAITMOHHBIX TEXHOJIOTHA.

Nudpopmanmonno-nouckoBas  cucrema (UIIC) — 310  cucrema,
obOecrnieunBaroiasi MOMCK U oTOOpP HEOOXOMMMBIX JTaHHBIX B CHEIUAIbLHON 0asze C
OMHUCAHUSAMHU MCTOYHUKOB MH(OpMAIIMK HA OCHOBE MH(POPMAIIMOHHO-TIOMCKOBOTO
s3bIKa U COOTBETCTBYIOIIMX MpaBWI TMOHCKa. B Hacrosiee BpeMs JJisg MOUCKA
nH(pOpMaIK B TTOCTOSIHHO YBEJIWYUBAIOIIEMCS UHPOPMAIITMOHHOM MPOCTPAHCTBE
MOTYT UCTIOJIb30BATHCS JBE MPUHIIMITUAIBLHO pa3Hble NH()OPMAIIMOHHO-TTOUCKOBBIC
CUCTEeMbl: HHGOPMAIMOHHO-TIOMCKOBBIE CHUCTEMBI JUIsl TJIOOAJBHOM CeTU W
crupaBouyHo-npaBoBeie  cuctembl (CIIC). OO6e cucteMbl pa3BUBAIOTCS U
(GYHKIIMOHUPYIOT HE3aBUCUMO JpYyr OT jApyra. COBMECTHOE MCIOJIb30BAHHUE ATUX
CHUCTEM TIO3BOJISIET OBICTPO M KAYECTBEHHO peliaTh 3ajadyy Moucka uHdopmaiuu
IIPY PEIICHUH IMHPOKOTO Kpyra 3ajad.

OcHOBOM BCEX TIOMCKOBBIX CHCTEM COCTAaBISIOT 0a3bl JaHHBIX —
COBOKYITHOCTb JaHHBIX, OPraHU30BaHHBIX TI0 OMNpPEJCIECHHBIM IpPaBHUIIaM,
npeIycMaTpHBAIONIUM  OOINME  TPUHIMWIIBI  ONKMCAHWS,  XpaHCHUS W
MaHUITYJINPOBAHUS JaHHBIMH, HE3aBUCUMO OT MPHUKJIATHBIX TPOTPaMM.

MOXHO  BBIICTUTH  CICAYIOIIME  DJEMEHThl  (DYHKIIMOHUPOBAHUS
UH(GOPMAIIIOHHBIX CUCTEM:

— cOop mH(pOpMaIMK, TO €CTh OPraHW30BaHHBIM B CHEIHMAIBHOM IMOPSIAKE
npoiiecc coopa u oToOpakeHuss HHHOPMAaIIUH:

— ToJTydeHue nHQpopMaIuu;

— TOpsIIOK oTOOpa M hUKcauu UHPOPMAITUH.

B nro6oit opranm3anuy BO3HUKAET MpobjieMa CUCTeMaTH3alui, 00paboTKU
u 0e30macHOTO XpaHEHUsS 3HAYMTENbHBIX O00BEMOB HH(MOpPMAIMH, perraeMas
Hanbosee  APPEeKTMBHO 3a  CYET  BHEAPEHUS  CHCTEM  BJIEKTPOHHOIO
nokyMeHTooOopoTta. B Hacrosimiee Bpems »G(EKTUBHOCTh YIpaBICHUYECKOM
JESTENBbHOCTH B 3HAYUTEIBHOM MeEpe 3aBUCUT OT aBTOMATH3allMd BCEX
VIPABICHUECKUX TMPOIECCOB. TakuMmM o00pa3oM, BOMPOCHI aBTOMAaTH3AINH
JOKYMEHTOOOOpOTa BCTAIOT Ha MOBECTKY JHS BECbMa OCTPO. Y CIEIIHOCTh
aBTOMATH3allMK IOKYMEHTOO00OpOTa OpraHU3aIi BO MHOTOM OyJIET 3aBUCETH OT
MpaBWIBLHOTO  BbIOOpa, TPO(PECCHOHATBHOTO BHEApPEHUs ©  olecreueHus
AKCIUTyaTallui aBTOMATU3UPOBAHHOM cHcTeMbl. BpIOOp MpOrpaMMHOTO MPOIYKTa
JUTSE aBTOMATH3allid JTOKYMEHTOOOOpOTa CTAHOBHUTCS HACYIIHOW 3amadend s
MHOTHX OpTaHU3aINiA, BHE 3aBUCHUMOCTH OT UX OPTaHU3aIMOHHO-TIPABOBBIX (hOPM.

HopmaTtuBHO-nipaBoByt0 0a3y pabOTbl € CHUCTEMaMu 3JIEKTPOHHOIO
JTOKYMEHTO0000pOTa cocTaBisiioT DenepanbHbiil 3akoH PO ot 27 urona 2006 r. Ne
149-®3 «0O6 wunpopManuu, WHPOPMAINMOHHBIX TEXHOJOTHUSAX M O 3aIIUTE
undopmaruny, denepanbupiii 3akoH PO ot 06 anpens 2011 1. Ne 63-d3 «O6
ANeKTpoHHON moanucu» [4,5]. Takxke paboOTy C SIEKTPOHHBIMU JOKYMEHTAMHU
perymupyioT ctanaaptel ['OCT P 54471-2011/ISO/TR 15801:2009 «Cuctemsl
3JEKTPOHHOTO JoKkyMeHToobopotay u I['OCT P 53898-2010 «Cucremsl
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ANEKTPOHHOTO  JIOKYMEHTOOOOpOTa, B3aUMOJACHCTBHE CHUCTEM  YINpaBIEHUS
NOoKyMeHTaMH. TpeOoBaHMs K AIEKTPOHHOMY cooOuieHnto” [16].

Bonpocsr MH()OPMAIIMOHHO-TOKYMEHTAI[MOHHOT O obecrieueHust
yIPaBIEHYECKON JESATENbHOCTH pAacKpbIBalOTCS B paborax u cratbix 1.B.
Kysnenoso#t, A.H. CokoBoit, M.IIl. boOsueBoit [26, 27, 44]. Onm
MPOAHAIU3UPOBAIM COBpPEMEHHBIN 3Tan pasButus JOY, HaunHas ¢ BHEAPEHUA
KOMIIBIOTEPHBIX TEXHOJOTHHM, BBIACIWIA 3KOHOMUYECKHE, NPABOBBIE, a TaK K€
OpraHU3alMOHHO-TEXHUYECKHUE CTOPOHBI MpoOIeMbl HHGOPMATU3AUU OOIECTBA.
B wmonorpadun M.B.Jlapuna u O.M.PrickoBa «DJIEKTPOHHBIC JIOKYMEHTHI B
yIPaBICHUW» HUMEETCS CIElUaIbHBIA pa3/iell, MOCBSIIICHHbIH METOAMKE BBHIOOpA
aBTOMATU3UPOBAHHON cucTeMbI ynpaieHus: fokymentamu [48]. C.JI. Ky3nenos B
CBOMX paboTax JaeT PEKOMEHJAIMU [0 CO3/IaHUI0 CHUCTEMBI JJIEKTPOHHOTO
JOKYMEHTOOOOpOTa B OpraHu3alusx, BbIOOPY MpPOrpaMMHOIO oOecreyeHus
aBTOMAaTH3allMK JCJIONPOU3BOJICTBA, HCCIEAYeT HOBeWlne HWHGOPMAIMOHHbBIE
IPOJYKTHI, TEXHOJIOTUU [42].

[Ipexxne ueM BBIOpaTh TPOrPaMMHBINA MPOAYKT U3 MHOXKECTBA MPEIIaraeMbIX
Ha pBIHKE, OpraHu3alus JI0JDKHA YETKO OMNpEeAeNuTh, U1 4ero e Heobxoauma
aBTOMAaTU3UPOBAHHAs CUCTEMA M KaKHU€ BO3MOKHOCTH JIOJKHA MPEIOCTABIIATH ITa
cucreMa, chopMyIHpoBaTh CBOM TPEOOBAHMS K TPOTPaMME.

M.B.Jlapur u O.M.PeickoB mpemyiaraloT BBIpa3uTh TpeOOBaHUA K
IPOrpaMMHOMY 00O€CIIE€UEHHUI0 aBTOMATHU3allK YIPABIEHUSI JOKYMEHTAMH B BHUJIE
cnenu@uKanuu, TO €CTh TEXHUYECKOTO 3a/1aHus, IeTAIbHO OMUCHIBAIOIIETO, YTO
U Kak OpraHu3alus IJJaHUPYET aBTOMAaTU3UpPOBATh, YTO OXKHUIAETCS OT
BHEJIPEHUSI aBTOMAaTHU3UPOBAHHON CHCTEMBI, KaK 3Ta CHUCTEMa JIOJKHA paboTaTh
[48, c. 174].

HccnenoBaTteny BBIACISIOT CIECIYIOIINE LEIU aBTOMATU3AIMU YIIPABICHUS
JOKYMEHTaMHU BCEX OpraHu3alui, BHE 3aBUCUMOCTH OT UX OPTaHU3AIMOHHO-
paBOBBIX (popMm:

— MOBBILIEHUE KAY€CTBA U ONEPATUBHOCTU YIIPABJICHUS OPraHu3aluen myTemMm
COBEPLICHCTBOBAHUSA J1€JIONPOU3BOACTBA;

— oObenmuHEeHWE B  €AUHBIA  JIETONMPOM3BOACTBEHHBIM  IMKI  BCEX
CTPYKTYPHBIX  NOAPA3ACICHUM  OpraHM3alMH, BKIKOYasg TEPPUTOPHAIBHO
OT/AJICHHBIC;

— obecIeyeHre ONepaTUBHOTO U B TO )K€ BPEMs pa3srpaHMYEHHOr0 JIOCTyNa K
WH(OPMAITMOHHBIM (JOKYMEHTAIIMOHHBIM ) pecypcaM OpraHU3alliH;

— CHIWJKEHHME TPYAOBBIX M BPEMEHHBIX 3aTPaT M HAKIAJHBIX PacxXxodOB, W,
KaK CJICJICTBHE, MTOYICHHE YIKOHOMUUIECKOTO0 d(PdekTa;

— 3aKJaJbIBAHUE OCHOBBI IIOCTENIEHHOTO IIepexoAa K JIIEKTPOHHOMY
JTOKYMEHTOOOOPOTY Ha MPEINPUSTHH, padoTa Ha mepcrekTuBy [48, c. 174—175].

ABTOMaTH3aLMs YIPABICHUA JOKYMEHTaAMH, KaK IPABHIIO, OXBATBIBAET 3TAIl
MOATOTOBKHU U 0OPMIICHUS JOKYMEHTOB, ATall OpraHu3allii JTOKYMEHTO000poTa 1
WCIOJIHEHUSL JIOKYMEHTOB, OPraHHU3alHMI0 KOHTPOJISI WCIIOJHEHUS WU XPaHCHUS
JOKYMEHTOB, TO €CTh BCE CTaIUU PAOOTHI C JOKYMEHTaMHU.
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Taxke mpu pelieHud BOMpoca O 3ajaydax U ypoBHe aBTomartuzanuu J1OY
CIIelyeT OMNpEeAENUThCS C MacmTaboM Npolecca aBTOMATH3aLUU YIpPaBICHUS
JTIOKYMEHTaMH, ONpPEeNeNnuTh, Oy/eT 3TOT MPOIECC OXBAThIBATh BCE OPTraHU3AIINIO
WU €€ OTAEJbHbIE TMOJpa3/IelIeHUs U CTPYKTYphl. B pesynbTaTe mcclienoBaHus
BCEX BBIIIEyKa3aHHBIX MOMEHTOB, OpraHU3alus OMNpeNeNIIeT HEeOOXOAUMBIMI
YpOBEHb aBTOMATHU3AIUU U TTOAOUPAET MOJIXOSIIYIO € CUCTEMY aBTOMAaTU3AIUU
JOY.

[TonbiTaeMcst BbIIETUTHL OCHOBHBIE KpuTepuu BbiOopa ACY]. Cnenyet
OTMETHUTh, UTO HIDKE HA3BaHBI HE BCE, a TOJILKO HauOoJiee CYIIECTBEHHBIC, HA HAIII
B3TJIsA]l, KPUTECPUHU.

W3 BBINIEU3TI0KEHHOTO CJIEAYeT, YTO OCHOBHBIM KpUTEpUEM [IJIsi BBIOOpA
COJl nomxHO OBITH COOTBETCTBHE LEISAM M 3ajJadaM, KOTOpble OYIyT pelleHbI
BBOJIOM JJaHHOTO MPOTPAMMHOTO 00€CTICUCHUSI.

CrnemyeT BBIIEIUTh TAaKXKE TEXHOJIOTUUYECKUH KPHUTEPUM: HACKOJIBKO
MOJIXOJAUT KOMITBIOTEpHOE 000pyA0BaHUEe, HHGOPMAIIMOHHBIE CETU JIJIsi BHEPCHUS
BBIOPAHHOM CHCTEMBI AJIEKTPOHHOTO JAOKYMEHTOOOOpPOTa, COOTBETCTBYET HaOOpy
byakumii, TpeboBaHusM mnpennpusTus. Kpome TOro, criemayer BBISCHUTD,
KOH(JIMKTYET JIM JaHHas CHUCTeMa C YK€ HMEIOIUMCS TMPOrpaMMHBIM
o0OecrieueHUEM  WMJIM  BO3MOXKHA  mojiHas  uHTerpauus.  CocraBistoniue
TEXHOJIOTHYECKOT0 KpuTepHs Beioopa COJI, TakuM o6pazom, 3to [22]:

— PpacIpoCTPaHEHHOCTh CHCTEMBI AJIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha
PErMOHAILHOM PHIHKE;

— BO3MOHOCTbh MHTETPAIIMN CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa C
CUCTEMaMU JOMUHHUPYIOIIUMHU Ha PETUOHAIBHOM PBIHKE;

— UWHTETPUPOBAHHOCTh C MMEIONIMMUCS JIUICH3UOHHBIMH TPOAYKTaMH
Microsoft, Windows;

— BO3MOXHOCTh pabOThl KaK IO ONTOBOJOKOHHOW CETH, TaK U IO
CITYyTHUKOBOW CBSI3H;

— J0CTynl C MOOWMJIBHOTO KOMIIBIOTEPHOTO O0O0OpYyJOBaHUS: HOYTOyKa,
cmaprthona, iPad, iPhone u T. 11.;

— BO3MOKHOCTb PEIJIMKAIlUU JaHHBIX;

Kpome Ttoro, mpm BeIOOpe C3J cieayer y4duThIBaThb OOCTOSTEILCTBA,
CBsI3aHHBIC C YenmoBedeckuM (haktopom. [loka JOBOIBHO YAaCTO BCTPEUAIOTCS TaKue
dakTophl, Kak:

— KOHCEpPBATU3M MEpCOHAJIa, HEeKEJaHUE Mepeo0yyaThes;

— HU3Kas 00pa30BaHHOCTh, KOMIIBIOTEPHAsI 0€3rPaMOTHOCTh paOOTHUKOB;

— 00s3HB IPO3PAYHOCTH COOCTBEHHOM IEATETLHOCTH JIJI1 PYKOBOJICTBA;

— CHHIpPOM CIyKallleTO «COBETCKOTO THMa», TO €CTh HEXKeIaHue
HEMOCPEACTBEHHO Pad0TaTh C KOMIIBIOTEPOM,;

— YacThle U3MEHEHUS CTPYKTYPBbI MPEAPUSATHS;

— HU3Kas popmanu3zanusi OM3HeC-MpoIEeCcCoB;

— HaJu4yue TPaJAUIMOHHOTO JOKYMEHTOO0OpOTa y MOCTOSHHBIX OHU3HEC-
MapTHEPOB.
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Crnenyer BBIICIUTh KPUTEPUH HANEKHOCTH TIPU BBIOOPE CHCTEMBI
AIEKTPOHHOTO JOKYMEHTO00O0pOTa.

Yyer (QUHAHCOBBIX pECypcoB TMPEANPUATHS Ui BBOJA  CHCTEMBI
AIIEKTPOHHOTO JIOKYMEHTOO0OpOTa TaKKe CJIEAYeT OTHECTH K KPUTEpHUsSM OTOOpa
CO/1. IIpu pacyere TOTaTbHON CTOMMOCTH CHCTEMBI CIIETyeT 0OpaTUTh BHUMAHUE
Ha cienyromiee [36]:

— (¢aKkTop «IIeHa-KauecTBO», TO €CTh COOTBETCTBUE (YHKIMOHAIA
CTOUMOCTH;

— HaJIMYUE PETHOHAIBHOTO IIEHTPa 00CTyKUBAHMUS;

— BO3MOXKHOCTh HapaluBaTh MacmTad CHCTEMBl TIPU PaCIIMPCHUU
dbyHKIMOHANa 1o ero Ou3Hec-Tporecchl W 3amaun cuiamu [T-cnenuanucToB
3aKa3uuka, 0e3 MpUBJICUCHHS BEHI0pa.

— BO3MOXHOCTb M3MEHEHHMsI CUCTEMBI MO/ OU3HEC-MPOIIECChl OpraHU3aIuu
CUJIaMU CTICIIMAIMCTOB 3aKa3unKa.

NudopmarimoHHple  MEHEKEPBl  BBUICHSIOT TPU  BBIOOPE  CHCTEMBI
AJIEKTPOHHOTO JIOKYMEHTOOOOpPOTa B KA4e€CTBE KPUTEPHUS YPOBEHBb 3PEJIOCTU
NPEINpPUSATUS B OTHOILIEHUU OpraHU3allMK 3JIEKTPOHHOTO TOKyMEHTOo0OopoTa [22].

Ecnu B KOMITaHWM HET MOHUMAaHUS HEOOXOJIMMOCTH OpPTaHHW3aIluu pabOTHI C
JOKYMEHTAMHM I10 BCEH BEPTUKAIU NPEINPHUATHS, a TaK)KE COTPYIHUKH HE MMCIOT
OTbITa U KBaTU(UKAIIUU PabOTHI C KOMIIBIOTEPOM, TO HAJ0 MOJHATH 3TOT YPOBEHB
nepel BHEIPEHUEM CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTOO0O0pOTA.

Oco3nanne HEe0OXOIMMOCTH COBEPILIEHCTBOBAHHS PaOOTHl C JOKYMEHTAMH
ABJIIETCS HAYaJIbHBIM YPOBHEM 3PEJIOCTH TOTOBHOCTH Opranusainuu k BBoay CO/I.

K coxanenuto, 1eaTenbHOCTh MO ONTHUMHU3AIMKA JOKYMEHTOOOOpPOTa 4acTo
BeJleTcs 0€3 YETKOTO TUIAHMPOBAHUS CIIY»)KO00M nenompou3BoacTBa. JIroObie
MU3MEHEHHMsI Tpollecca JTOKYMEHTHPOBAHUS MPOUCXOIAT MO 3alpoCcy HayaIbCTBa
0e3 BHECCHUSI MX B HOPMaTHBHBIE aKkThl. B TakoM ciydae menecooOpa3HbIM OyieT
nocteneHubli BBoJ COJl  (ogHOTO-IBYX Hambojee BaXHBIX MOIYJICH s
aBTOMAaTH3allK pabOTHl C IOKYMEHTAMHU HAa OTPAaHMYEHHOM KOJUYECTBE pabouymx
MECT).

Crnenyromue YpOBHU 3pEIIOCTH, TOTOBHOCTH OpraHW3allid K BBEJCHUIO
CUCTEMBI DJIEKTPOHHOTO JTOKYMEHTOOOOpOTa XapaKTEepU3YIOTCS MpOIeaypamMu
COBEPIIIEHCTBOBAHUS JIOKYMEHTOO0OPOTa, O0OYYEHHBIM MEPCOHAIOM, OCO3HAHHEM
HEOOXOIMMOCTH W3MEHEHHM OpraHu3aiiu pabdoThl C JOKYMEHTaMH IO BCed
BEPTUKANW Tpeanpusitusa. Ha JaHHBIX TNPEeANpHUSTHSIX BO3MOXKEH BBOJ
noaHoMaciTabHoit COJI, COOTBETCTBYIONIUM TPeOOBAHUSIM OU3HEC-TIPOIIECCOB.

Kpurepuem  mis  BeIOOpa  MOCTaBIIMKA  CHUCTEMBI  DJIEKTPOHHOTO
JOKYyMEHTOOOOpOTa CTaHET MPOCMOTP TMPE3CHTAIMA CHUCTEMBI, BO3MOXXHOCTH
nopadoTaTh C JIEMOBEPCHEH, OT3BIBBI IOJIH30BATENCH O JTaHHOM MPOTrPAMMHOM
o0ecrieueHn .

Kpowme Toro, Hamo paccmatpuBaTh TpeOOBaHHS K XpaHEHUIO WH(MOPMAITIH B
CO/I.

Uro kacaetcst KpuTepus o0bema XpaHsiieiics napopmaiuu, To, €ClId Hy>)KHO
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o0ecrnieunTh XpaHEHHE MUJUIMAPJIOB OOBEKTOB M COTEH TepabalT, HEe0OXOIUMO
BbIOpaTh CHUCTEMY, MOAECPKUBAIOIIYIO HEPAPXUUYECKOE CTPYKTYPHOE XpaHEHUeE
(HSM - Hierarchal Storage Management). DTa TE€XHOJOTUsI TO3BOJSET XPaHUTH
HanOoJiee YacTo MCMOJIb3yEMbIE JIaHHbIE HA OBICTPBIX U JTOPOTUX HOCUTENSX, B TO
BpeMs KaK Majo3HauuMasi THpOpMalHs aBTOMaTHUYECKH EPEHOCUTCS Ha JCIIEBbIC
HOCHUTEJIHU C MEHbIIIeH paboTocnocoOHOCThIO [42, ¢. 74].

Takum 00pa3om, MOJArOTOBKA M MPHUHATHE YNPABIECHYECKOTO PEHICHUS IO
BOIIPOCY aBTOMATHU3ALMH JOKYMEHTOOOOpOTa SBISIETCA TOCTATOYHO CIOXHBIM
nporeccoM, TpeOyIoUuM OT PYKOBOJCTBA OpraHU3aldyd y4yeTa MHOTHX
TEXHUYECKUX, HKOHOMHUYECKUX, OpraHU3alHOHHBIX u COIIMAIbHO-
NICUXOJOTHYECKUX OCOOCHHOCTEN €€ pa3BUTHS.

Mp1 MOkeM Ha3BaTh cleAyroune Kputepun Beioopa COJ1 nis opranuzaiuu
WIM  TOPEANpHUSATHSA:  COOTBETCTBME  LEJsSIM W 3aJadaM  OpraHU3allly;
TEXHOJIOTUYECKUM KPUTEPUM; KPUTEPUN IMOATOTOBIEHHOCTU IE€pCOHaia K
BHeapennto COJI; xpurepuit Hanexuoctu COJI; xputepuil yuetra (UHAHCOBBIX
BO3MOKHOCTEW OpraHHu3alliM; YPOBEHb TOTOBHOCTH NPEANPUITUS K BBEICHUIO
COHl; xputepmii BbIOOpa mocTtaBmuka CDOJI; kputepuii ob6bema XpaHEHUS
UHGOPMAIIMK U HAIMYUS apXuBa. TO €CTh OpraHu3alys Mnpu BeIOOpe MOIXOIAIIEH
CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa JIOJKHA YUMTHIBATH ATU U JAPYTHE
kputepur. OXapakTepU30BaHHBIM BbIIIE HA0OpPOM JEJI0 HE OrpaHUYUBAETCA,
NOCKOJIbKY HayKa U IPAKTUKa HE CTOUT Ha MECTE, MOSBIISIIOTCA HOBBIE PEANNH U
TEXHUYECKHE BO3MOXKHOCTH.

5.3 Ananusz peinka aemomamusuposannvix cucmem /JOY

B coBpeMeHHBIX YCIOBHUSIX CBOEBPEMEHHOE COCTABJICHUE JIOKYMEHTAIlUU
CIOCOOCTBYET COBEPIICHCTBOBAHUIO OpPraHM3aIliy IIPOU3BOJICTBA, ONEPATHBHOMY
U J0JITOCPOYHOMY TUIAHUPOBAHUIO, IPOTHO3UPOBAHUIO U AHAIU3Y XO3SIHCTBEHHOM
NEATEIBHOCTH, YTO TMO3BOJSET YCIEIIHO KOHKYpUpOBaTh Ha pblHKE. Kaxmas
OpraHu3aius CTPEMUTHCS MHUHUMHU3UPOBATH 3aTpaThl BPEMEHU, MaTE€pUAIbHBIX,
TPYJIOBBIX PECYPCOB B XOJ/I€ CBOEH JMEATCILHOCTH U YIIPOCTUTH IIporecc 00paboTKu
nHpopManmm. Ot 3aJ1auu MO>KHO pEIINTh c HCII0JIb30BaHUEM
aBToMaTu3upoBaHHbIX cucteM (AC) JIOV.

Hcnonb3oBanue 0a3 JaHHBIX U aBTOMAaTU3UPOBAHHBIX CHUCTEM CTaHOBUTCS
HEOTHEMJIEMOW COCTABJISAIOIICH JIEJIOBOM NEATEIILHOCTH COBPEMEHHOIO YEJIOBEKA U
(GYHKIIMOHUPOBAHUS MpEyCIIeBAIOMKUX oOpranu3amnuii. [loaTomMy opranusanuu
CTaparoTCsl ABTOMATU3UPOBATH MTPOLIECC JICIIONPOU3BOICTRBA.

OcoOeHHOe  BHMMaHHE  TpoOJeMe  aBTOMATH3aIlMK  YACIAIOT  Ha
NPEANPUITUAX, OOBEAMHEHHBIX B TaK HAa3bIBAEMYIO XOJIJIMHTOBYIO CTPYKTYPY
(TeppUTOPHATBLHO-PACTIPEICIICHHBIC TIPSANPHUATHS), ¢ HEOOXOAUMO COKpaIlaTh
BpEMEHHBIC, TPYOBbIE 3aTPaThl U YBEIMYMBATH CKOPOCTh OOMEHA HHGOpPMAITUEH.

['maBHas 1€ aBTOMATH3AIMN 3aKJII0YAETCS B MOBBIICHUH 3(PHEKTUBHOCTH
VIIPABJICHUSA, B YEM pPABHO HYXKIAIOTCS KaK TOCYyJIapCTBEHHBIEC, TaK U
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HEroCyJlapCTBEHHbIE opranusanuu [48, c. 172].

AC JOY  co3gmaer eauHoe  MH()OPMALMOHHOE  MPOCTPAHCTBO,
MPENIOCTABIISAIONIEE IOIb30BATENSIM CPEACTBA COBMECTHOM pabOTBl CO BCEMH
JOKyMEHTaMH OpraHu3anuu (MOCTyMawmIed U HUCXOAAIIed KOpPECIOHAEHIIUEH,
BHYTPEHHUMH OPraHU3allMOHHO-PACTIOPSAUTENbHBIMU MaTepHallaMH, a TaKXKe C
COMPOBOJIUTENBHOMN MEPENUCKO) B TEYEHHE BCETO MX KU3HEHHOro 1ukia. [locme
3aBEepPIIEHUS] «aKTUBHOM MKU3HW» JTOKYMEHTOB CHCTEMA JOJDKHA MOAJIEPKUBATH UX
apXUBHOE XpaHEHUE WU (PUKCUPOBATh MHPOPMALUIO 00 MX YHUUYTOKEHUH WU
nepesiaye Ha ToCy/1apCTBEHHOE (MIOCTOSIHHOE) XpaHEHHE.

B TO e BpeMs aBTOMaru3alMs OTAENbHBIX MPOIECCOB padOThl C
JOKYMEHTAaMH W BHEJIPEHHE KOMIUIEKCHOM aBTOMATHU3HPOBAHHOM CHCTEMBI
yIpaBJiI€HUsI JOKYMEHTaMU — 3TO JIBE€ pa3inyHble 3aaaun.[48, 172].

Brei6opy AC 10MKHO mNpeiiecTBOBaTh MpeBAPUTENBHOE 00OCIe0BaHME
JEJIOMPOU3BOICTBA U IOKYMEHTOO00pOTa OpraHU3alINH.

HeoOxonuMo BBISICHUTH 1M W 33Ja4d  OpraHU3alliM, OPUANYECKHE,
HOPMATUBHbBIE U JIEJIOBBIE YCJOBHS, B KOTOPBIX OHA BEIET CBOIO JIEATEIHHOCTD,
BBISIBUTH Clla0ble MECTa, CBSI3aHHbIE C HEJAOCTATKAMH B YNPABIECHUU JOKYMEHTAMHU
[54].

AC JIOY nmpusBaHa mOBBICUTH 3(P(HEKTUBHOCTH  YIPaBICHYECKOM
JESTEIBbHOCTH OpPraHMu3aliil 3a CYET aBTOMATH3allMd BCETO KOMIUIEKCa padoT ¢
JOKYMEHTaMH U JI0JKHA PEIIUTh CJIEAYIOIINE OCHOBHBIE 3aaUu:

—  JIOKyMEHTUpOBaHHe  (IIOATOTOBKA, O(QOpMIEHHE, COIJIACOBAaHUE,
YTBEPKJAECHUE U BBIITYCK JIOKYMEHTOB);

— opraHuzanus JTOKyMEHTO00O0OpoTa (MpHueM, pPEerucTpaius, OpraHu3alus
OPOXOXKAEHUS JTOKYMEHTOB W HX IPOEKTOB, OTIpPaBKa, Mepenada nael Hu
JOKYMEHTOB U Ha ApXUBHOE XpPaHEHUE);

— oOecrieueHre pabOThI C JOKYMEHTaMH B IIPOIIECCE OCYIIECTBICHHUS
yhnpaBieHus: (KOHTPOJIb UCIIOJIHEHUS, YUET, ONIEPATUBHOE XPAaHEHUE, OpraHu3alus
cucTeM Kiaccu(ukamuu, WHISKCUPOBAHUS, TOWCKA M OOpPaOOTKH JIOKYMEHTOB;
3allATa OT HECAaHKIHOHUPOBAHHOIO [JOCTYIA; COBMECTHOE HCIIOJIb30BaHUE
JOKYMEHTOB TpU COOJIOACHUM HEOOXOAMMOIO YpPOBHS KOHTPOJS JOCTYIIa;
o0ecriedyeHue TMpolecca MPUHATHS pPEIIeHUH U OTYETHOCTH MO JOKYMEHTaM;
nH(OPMAIMOHHOE 00CITy)KUBaHUE TIOJb30BaTEIICH);

— aBTOMAaTu3alus MPOLEAYpP apXUBUPOBAHMS, APXWBHOIO XPAHEHHUA U
YHUUTOXEHUS JTOKYMEHTOB, )KM3HEHHBIM LUKJI KOTOPBIX 3aBEPILUEH (BBIIOJIHEHUE
IpaBWJI XpaHEHUs, OOECHEYEeHMs] IOHCKAa W HCIOJIb30BaHUS; OCYILECTBICHUE
Iepeaun Ha TOCYIapCTBEHHOE XPAHEHUE UM YHUUTOKEHHUE).

[Ipu BeIOOpe AC ympaBiaeHHs AOKYMEHTAaMH Ba)XHOE 3HAUYCHHE MMEET
nojmHas uWHGOpManMs O PBIHKE MPOrPaMMHOrO OOECHEYeHHUs YIpaBJICHHUS
nokymentamu. HeoOxonumo Bianets napopManuend He Toabko o camux AC, HO 1
KOMITaHUAX-Pa3paboTUMKax, CACTEMHBIX HHTErpaTOpax, MpoaaBlax MpoayKra.

[Ipu ananuze poinka AC ynpaBieHUs] JOKYMEHTAMH MOXXHO OOpaTUThCA 3a
MOMOIIBIO K CIEUUATU3NPOBAHHBIM KOHCYJIbTAaHTAM WJIM areHTCTBAMM, KOTOpPBIE
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cobuparoT uHGOpPMALMIO O CYHIECTBYIOIIMX MPOAYKTAX ©  TMOCTOSHHO
OTCIIC)KUBAIOT BCE W3MEHEHUS M JOCTHKEHUS B JIAaHHOW MPEIMETHOM O0OJIacTH.
OnHu MOryT noMous 60j1ee OOBEKTUBHO CPABHUTH MHOTHE MapameTpsl [48, c. 177].

B Poccun cymectByeT HECKOJBKO JIECATKOB CHUCTEM, MHOTHE U3 KOTOPBIX
CO37aBaICh KaK CHCTEMbl aBTOMAaTHU3MPOBAHHOIO JEIONPOU3BOJACTBA. CHUCTEMBI
aBTOMaTH3alliyd  JIEJONPOU3BOJICTBA  TOCTOSHHO  COBEPUICHCTBYIOT  CBOU
(GyHKUMOHAIBHBIE  BO3MOXHOCTU.  Kpome  TOro,  cyimlecTByioumme  Ha
OTEUECTBEHHOM PBIHKE CHUCTEMBI TOCTEIIEHHO YXOIAT OT CHEIUaIu3aluu U
HAYMHAIOT CO3/1aBaTh YHUBEPCAJIbHBIE CUCTEMBI JIOKYMEHTOOOOpPOTa, B KOTOPBIX
OJIMHAKOBO MPEJCTABIICHBI BCE COCTABHBIE YACTU CUCTEM JIOKYMeHTOooOopoTa [47,
c. 11].

OCHOBBIBasICh Ha TEXHOJOTHSIX, KOTOpbIe JieKaT B MX OCHOBE,
IPEACTaBIEHHBIE HA PHIHKE CUCTEMBI YCIOBHO Pa3JeisaoT Ha 3 rpynmnsl [64, c. 38]:

1. Cucrtembl 3amagHOTO MPOU3BOJCTBA (PyCUPUIIMPOBAHHBIE BEPCUM).
Cpenu pazpabotok «Documentum» kommanuu Documentum, «DOCS Openy»
¢upmbl Hummindbird, «Lotus Domino/Notes» xopnoparuu IBM, «DocuLive»
KOHIIepHa Siemens U HEJbIN Psii IPYTUX CUCTEM;

2. Poccuiickue cucteMbl, B OCHOBE KOTOpbIX JIekUT Lotus Domino/Notes.
(«CompanyMedia», «OfficeMedia» kommanuun «Uutep-Tpact»y, «bOCC-
Pedepent» — paspabotka ¢upmbl «Ai-Tuw, «3ckago» ot Uatepnpoxkom JIAH,
«3onymka» HayuHo-TexHosmornueckoro nenrpa Mucrturyra pasButuss MOCKBBI U
ap.);

3. Cucrempl, pa3paboTaHHBIE TIOJHOCTBIO POCCUUCKUMH (upMaMu
(«AEJIO» xoMmmanuu «DneKTpoHHbIe oducHbie cucteMb», «LanDocs» oT
«JIAHUT», «OPTIMA-WorkFlow» mpousBoacTBa rpynmsl KoMmanuii «OnTuma
(UpScale Soft), «Kogexc» llenTpa KOMMBIOTEpHBIX pa3paboTok, «I'pan Jlok»
koMmaauu «I'panut», «DocsVision» oT ogHOMMeHHON KoMmaHuu DocsVision u
Jp.).

Kaxnas u3 aBromatusupoBaHHbIX cucreM J[OY wumeer omnpeneneHHYyIO
XapaKTepUCTUKYy W TpUCYyIIHMEe €l o0coOeHHOCTH. PaccMoTpuM OCHOBHBIE
MOJIYYUBIIIHE HAMOOJIbIIEE PACIPOCTPAHEHUE CUCTEMBI.

PbIHOK  COBpEMEHHBIX  aBTOMATHU3UPOBAHHBIX  CHCTEM  YIPABJICHUSA
JOKYyMEHTaMH BeChbMa pa3HOOOpa3eH. OTO MpeonpeNeauio OoO0WiIne uX
kiaccupukanuid. CUCTEMBI 3JIEKTPOHHOIO JTOKYMEHTOOOOpOTa pa3padaThIBatOTCs
Y MIOCTABIISIETCS KaK 3apyOeKHBIMH, TaK U POCCUUCKUMH KOMITAHUSIMU.

[To wmuenuto oskcmeproB IlerepOyprckoit kommammu DSS  Consulting,
KOTOpasi MHOTO JIET 3aHUMAETC MapKETUHTOBBIMHU HUCCIIEIOBAHUSIMUA POCCHIICKOTO
IT-peiaka, okono 60% poccuiickoro poeiHka B 2012 roay KOHTpOIUPOBAIU MSATh
kommanuii: EMC (Documentum), «1C» (1C: [loxymentoob6opot), Directum
(DIRECTUM), Cognitive Technologies (EBD®PAT) u Microsoft (DocsVision).
CornacHO aHHBIM COBMECTHOrO ucciienoBanus, nposefaeHHoro IDC Poccus u
koMmnaHued Jloruka Ou3Heca, jaujepamMyd B JaHHOM OTpaciud JESITeIbHOCTIMU
saBisitoTcsa caenytomue cucteMbl: IBM Notes/Domino (6onee 25%), Microsoft
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Sharepoint (oxono 17%), 1C: JJlokymentoo0opot (nopsiaka 14%), Directum (12%)
[36].

Cucrema »31eKTpoHHOTO JoKymMeHTooOopoTa «1C: JIoKyMeHTOO00pOT»,
co3naHHas kommnanuen «1Cy», mpeaHazHaueHa sl O0OeCreYeHUsT COXPaHHOCTH,
OBICTPOTHI AOCTYIIA, OOJETYCHUS MOUCKA U MOBBIMICHUS 3(PPEKTUBHOCTU pabOTHI C
BHYTPEHHUMH U OQUIMATIBHBIMU JOKYMEHTAMH, OHA SIBJISIETCSI HOBBIM pElICHUEM
B 00JIacTH aBTOMAaTU3aluu 000pOTa JOKYMEHTOB U B3aUMOJEHUCTBUS PaOOTHUKOB
npeanpusatus. C MNOMOIIBIO JaHHOTO MPOTPaMMHOIO OOECIeYeHUsT MOMKHO
OCYIIECTBUTh ABTOMATH3AIMI0 BCEX DJTAMOB JOKYMEHTOOOOpOTa MPEaNpUsTUS,
HE3aBUCHUMO OT €ro TUIa — OYMa)KHOTO WJIM 3JIEKTpoHHOT0. Kpome Toro, maHHBIM
IpOrpaMMHBIA MPOAYKT TO3BOJSICT paboTaTh C JIIOOBIMU THUIAMH JTOKYMEHTOB,
HayuHas OT O(QUCHBIX WU COJEpKAIIUX TEKCTOBYIO, T'paUYECKYI0, ayaHo- H
BUJIeOMH(OpMaIINIO, ¥ 3aKaHUYMBas MPUIOKECHUSIMU, apXUBaMU U JIOKyMEHTaMU
IPOCKTUPOBOYHBIX MPOTPaMM, Ha JHOOOM MPEANPUATHH, HE3aBUCHUMO OT €ro
oTpacieBoil HampaBiieHHOCTH. CDJ] oAMHAKOBO XOpOIIO MOAOHIET AJis
MIPUMEHEHHS KaK B KOMMEPYECKON (UpMe C MaJIbIM KOJIMYECTBOM IOJIh30BaTEINECH,
TaK ¥ Ha OOJIBIIIOM TOCYAapPCTBEHHOM MPEINPUATHH.

C nomompto mporpammbl «1C JIokyMeHTOOOOPOT» MOXKHO OCYIIECTBIISITh
paboTy ¢ TMOMOIIBI0 BEO-Opay3epoB, YMEHBIIUTH BpeMsi, HEOOX0IMMOE Ha TTOUCK
HY>)KHOM wuHpoOpManmuu, a Takxke o0liee BpeMs KOJUICKTUBHOIO BeJECHUS
nokyMeHToobopota. KpoMe TOro, BO3BMOXHO YIYYIIUTh KaYECTBO JOKYMEHTALUU
yTeM yCTpaHEHHUs OOJBIIMHCTBA CIIOPHBIX CUTYAllMH M YHOPSAI0YUBAHUS paOOTHI
C JOKyMEHTaMH, O0€CIeYUTh COXPAHHOCTh BEPCUH M OTCYTCTBUE IOBTOPECHUS
uHbOpMaIMK TIPpU paboTe HECKOJIbKUX JIMI[ C OJHHUM JOKYMEHTOM, HalaJWuTh
paboTy rnoib3oBartelnei ¢ jokymeHnTamu [70].

Cuctema nokymeHntoobopora «JIEJIO», pa3paboranHass KoMmaHUEH
«Onexrponnbie Oducupie Cucrtemb» (Poccus, r. MockBa), — 3T0 KOMIUIEKCHOE
perieHre, OOeCleynBalolee aBTOMATU3AIMIO0 IPOIECCOB JEIOMPOU3BOICTBA
KOMIIAaHUW pa3IWYHBIX MaclITaboB M cdep NeATeTbHOCTH, a TaKXKe BeICHUE
3JIEKTPOHHOTO JIOKYMEHTOOO0OpoTa B opraHuzamuu [61]. DTo mnporpammHas
CHUCTEMa, TO3BOJISIONIAA CO3/1aTh B OpPraHU3alMU MOJHOLIEHHBIN 3JIEKTPOHHBIN
JOKYyMEHTOOOOPOT U OJHOBPEMEHHO aBTOMATHU3MPOBATH paboTy ¢ OyMaKHBIMU
JOKYMEHTaMH. JTO pelIeHUE, Pean3yollee CMEIMaHHbIi 0yMakKHO-3JIEKTPOHHBIH
JOKYyMEHTOOOOPOT W aBTOMATHU3MPYIOIIEE BCE AacCHEeKThl JOKYMEHTAIIMOHHOTO
oOecrieueHusl YIpaBICHYECKOW JEATETHPHOCTH COBPEMEHHBIX TMPEANPUITHA U
OpraHu3aIuH.

[Iporpammuas cucrema «JIEJIO» mocraBnsieTcs B HECKOJIBKUX BapUaHTAX:
MHoOronoJib3oBaTeabckoM  «JIEJIO-IIpeanpusitue» #  OAHOMOJIB30BATEIBCKUX
(«JEJIO-Cexperapp» u «IEJIO-Ctapt»). CucreMa MOXKET MPUMEHSTHCS Kak B
OpraHu3anuUsAX ¢ HEOOJBIION YUCIEHHOCThIO COTPYIHUKOB, TaK U B OpraHU3alUsiX,
HMMEIOIIUX CIIOKHYIO CTPYKTYPY € OONBIION YUCIEHHOCThIO COTPY/THUKOB.

B cocraB cucremnl «J/IEJIO» BXOogdaT MONOJHUTENIBLHBIE MOJICUCTEMBI,
KOTOPbIE TIOCTABJISIOTCS IO MEPE HEOOXOIUMOCTHU: «ApxuBHOE Aenoy»; «IloTounoe
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ckaHupoBaHuey; «Jlemno Weby.

CewmelicTBO NpPOrpaMMHBIX  TPOJTYKTOB «/lemo» o0OecrieuynBaeT
aBTOMATU3AIUIO BCEX  COCTABJSIOUIMX  TEXHOJIOTMYECKOTO nporecca
JIOKYMEHTAIIMOHHOTO O00ECIeYeHusl YIpPaBICHUS W TMOJJIEPKUBACT >KU3HCHHBIM
UK JOKYMEHTOB B JICJIONIPOM3BOJICTBE OT €ro NEPBUYHOM pErucTpanuu
(co3manust) 10 mepesayr Ha XpaHEHHE B ApXUB OpTraHU3aLMY.

[Iporpamma «JIEJIO» »3d@dexTuBHO HCTONB3yeTCS KaKk B HEOOJBIINX
KOMMEPUYECKUX KOMIIAHUSAX, TaK W B pacHpeleCHHbIX XOJJUHTOBBIX U
BEJIOMCTBEHHBIX CTpyKTypax. OHa cmocoOHa TOBBICUTH J()PEKTUBHOCTh U
KaueCcTBO pabOThl COTPYTHUKOB C JOKYMEHTAMH, ONITUMHU3UPYST OU3HEC-TIPOIIECCHI
opraHuzaiuu jaoooro npoduis u macirabda [61].

Cuctema «EBdpat» (bupma «Cognitive Technologies») (Poccust) mo3possier
aBTOMATU3UPOBATh OCHOBHbIC (DYHKIIMM TIPOLIECCOB JICJIONPOU3BOJICTBA Ha
OPEANPUATHSAX W B OpPraHU3AIUAX Pa3IuyHbIX (GopMm cobcTBeHHOCTH. CucTeMa
EB®PAT-/1okyMeHTOOO0OPOT  OpHUEHTHUpPOBaHAa Ha  pabOTy  COTPYIHHUKOB
IPOMBIIIJICHHBIX ~ YaCTHBIX W TOCYAapCTBEHHBIX OpraHu3amuii, Yy4eOHBIX
3aBeJICHUMN, CTPAXOBBIX U (DMHAHCOBBIX OpraHu3aIui, cepBUCHBIX U [ T-koMmaHuit.

Cuctema UMeeT MPUBBIYHBIN UHTEP(EIC MOUYTOBON MPOrpaMMBbl, TTOHSATHBIN
T000MY TOJTB30BaTel0. [[peuMyIIIECTBOM CHUCTEMBI SIBISIETCS OBICTPOTA O0yUCHUSI
M0JIB30BaTEIsA, YA00CTBO U MPOCTOTAa HACTpouKku [60].

Cucrema «EB®PAT» pa3paborana misi aBTOMaTH3allUM  IPOIIECCOB
yrpaBieHus: Ou3Heca, a Tak e yiydieHus 3¢ (GEeKTUBHOCTH JOKYyMEHTO000pOoTa B
KOMIIAaHUSAX BCEX THUIIOB M pa3MepoB. Cucrema ONTUMHU3UPYET paboOTy Kak
HEOONBIIONW  JIOKAJIBHOW  OpraHW3allMM, HanmpuMep KaHLEISpUH, OTIea,
JenapTaMeHTa, Tak ¥ paboTy OOJBIIMX XOJJAMHTOB C Pa3BETBICHHOW CXEMOU
nokyMeHTOnoTOKOB. IIpu sTtoM «EB®PAT» He HaBA3bIBa€T CBOM PEILICHUS, OH
MOJICTpanBAETCs MO/ TPEOOBAHUS JIOKAIbHO-HOPMATUBHBIX aKTOB.

«DIRECTUM)» 0THOCUTBCS K KOPIIOPAaTUBHOMY KOHTEHTY pbiHka CIOJI [71].
Komnanus DIRECTUM Bxoaut B rpynny kommanud HIIO «Kommnberotep»
(Poccust) n paboTaeT Mo TpeM OCHOBHBIM HaIlpaBJICHUSIM: yIpaBlieHHe (PHHAHCOBO-
XO35IUCTBEHHON JesTenbHOCThIO mnpennpusitus (cucrema ERP-kimacca KAC
«buznec-JItokcy); 3JIEKTPOHHBIN JIOKYMEHTOO000POT 51 yIIpaBJICHUE
B3auMogeicteueM (ECM-cuctema DIRECTUM); OromkeTHOE HampaBi€HUE
(pabota ¢ rocymapcTBEHHBIMH KOMIAHHUSMHU, OpraHu3amnus Oyxydeta Ha Oase
pemenuii «Ilapyc» u 1C). IIpeumymectso DIRECTUM cocTout B TOM, 4TO 3TO
MOJIHOCTBIO OTKPBITAsI CUCTEMA, UMEIOIIAsi COOCTBEHHBIM MHCTPYMEHT pa3padoTKu
(IS-Builder), xoTopsmiii mMO3BOJNSET, HAYWHAS OT TAPTHEPOB U 3aKaHUYHMBAS
3aKa3ulMKaMH, HACTpauBaThb CHUCTEMY IIOJHOCTBIO «IOJ c€0s», Y4YUThIBas
cnenuuKy OpraHu3aIy.

HaubGonee BocTpeboBanHbM OusHec-pemenuem sipisercs «DIRECTUM:
Knaccuueckoe nenonpou3BojcTBO». JlaHHBIM NPOAYKT HACATBHO TMOJXOIUT
m000M opraHu3anuu, padoTaromeil ¢ OOJBIIMMH TOTOKAMH BXOJSIIEH U
UCXONSIIe  JOKyMeHTaluu. busHec-pelieHre 00eCleurnBaeT IOBBIIICHHUE

118



3¢ pexTUBHOCTH pabOThl OPraHU3ALMM MPU MOJHOM COOTBETCTBUU MPHUHSITHIM
TpalIULUAM W CTaHAapTaM JeJIONpou3BOACTBA. Bce BO3MOXHOCTH Ou3HEC-
pElIeHUs] MOTYT HCIIOJIb30BaThCA B PA3IUYHBbIX KOMOMHALUAX «OYMaKHbIX» WU
«QIEKTPOHHBIX» ITANIOB Pa0OTHI C JOKYMEHTAMM.

[IpenmeTHO-OpUeHTHpOBaHHAs MIaTGopma, pa3paboTaHHAs ClieHUaTUCTaMU
KOMIIAHWHM, CTajda OCHOBOM I apXUTEKTYphl CHCTEMBI  3JIEKTPOHHOTO
nokymentoobopora. MuctpymeHnt paspabotku [S-Builder orkpeiBaeT Oonbluue
BO3MOXHOCTH  JUJIl  aJalTalMd  MPOAYKTa K  HOTPEOHOCTSIM  KJIMEHTA.
IIpeumymecta nanHoit CO/L:

— HaCTpOMKa JOKyMEHTOO0OpOTa MPEANPUITHS Ha BEIOpAHHYIO 33/1auy;

— yAOOHBIN U MOHATHBIN UHTEpdeic, odecreynBalonuii OBICTPOE OCBOCHHE
nopsiika paboThI;

— pabora ¢ cucTeMOM dYepe3 MOOWIbHbIE YyCTpoicTBa (TUIaHIIETHBIE
KOMIIBIOTEPHI, cMapT(OHBI, KOMMYHUKATOPBI, MOOMJIbHBIE Te€IE(OHBI U T.11.)

— co3laHMe W paboTa C TMOPYYEHUSIMU JIIOOOW CJIOKEHHOCTH U
Pa3BETBICHHOCTH;

— TIOJTHAsI aBTOMATHU3alIMsI IPOIIECCOB 0OPaOOTKH TOKYMEHTOB U JIp.

— B OCHOBY T0J10’keH 0ObuHbIH Windows-uHTepderic HaCTOIBHOTO KIMEHTa
http://www.directum.ru/.

HaGop xoMIIOHEHTOB, MOJIyJIel W PEIICHUN CIeIat0T BO3MOKHBIM BBHIOPATH
ONTUMAJIBHBIN COCTAB CUCTEMBI ISl pelIeHUs IPUKIIAIHBIX 3a1a4 OusHeca [71].

Komnanuss EMC siBrisieTcsi OAHUM M3 CTapelIlinX HIPOKOB POCCHUICKOTO
PBIHKA KOPIIOPATHUBHBIX CUCTEM DJIEKTPOHHOTO JOKyMeHTooOopoTa. Ecnu panbiie
KJIMEHTAMU JaHHOW KOMIIAHWW ObUIM KPYIHbIE XOJIUHTH M TOCYAapCTBEHHbIE
CTPYKTYpPBI, TO CETOAHS pa3paOOTaHbl MPOTPAMMHBIE MPOAYKTHI U JJISI METKHUX
KOMIIAHHM.

EMC «Documentum» — 3T0 «KOHCTPYKTOP», U3 KOTOPOT'0 MOXKHO cOOpaTh
ONTHUMaJIbHYI0 cHucTeMy g d3¢dexkTuBHOW paboThl OuszHeca. Imeercs
HEOOXOAUMBIN (PYHKIIMOHAN JJIA DPEIICHHS IMUPOKOro Kpyra OW3HeC - 3am1ad
npeanpusatuii. Cuctema TMOKa3bIBaeT MpPEKpacHble pe3yiabTaThl NpH padoTe B
pacnpeneneHHo CTpyKType npeanpusitua. Kpome Toro, oHa OCYLIECTBIISIET
CUHXPOHU3AIUIO HHPOPMAIIUH, a TAK)KE IEHTPAIU30BaHHOE aIMUHUCTPUPOBAHUE.

Pemenusi, moctpoeHHble Ha  mpombinuieHHOW — miatrgopme  EMC
«Documentumy, o0ecrneunBaroT:

— MaclTabupyemMocTh (HampuMmep, XpaHEHHWE MUIIUAPAOB OOBEKTOB H
COTEH TepabalT TaHHBIX);

— BBICOKYIO IIPOU3BOJIUTEIBHOCTD;

— IIMPOKHUI CHEKTP CEPBUCOB JISI PEUICHUS TEKyIIUMX M OyAylHuX 3aaad
(cozmaHue pa3IUYHbIX AIEKTPOHHBIX apXUBOB, OMOINOTEK, TOPTAJIOB U T.11.);

— 0e30macHOCTh (3AIMIICHHOE XpaHWIHUIIE, 3alUIICHHOE COeIUHEHHE,
UCIIOJIb30BaHUE CEPTUDUIIMPOBAHHOMN IEKTPOHHOU IIU(POBOM MOAIHUCH );

— HAJIe)KHOCTh (apXUTEKTypa OOECIEUYMBAET HENPEPHIBHOCTh OU3HEC-
MIPOLIECCOB, YTO MO3BOJIAET JIMKBUIUPOBATH JIFOOBIE OCTAHOBKU PAa0OTHI CUCTEMBI,

119



HE3aBHUCHUMO OT UX NpU4KH) [36].

Komnanus «DocsVision» otnenunack oT kommanuun «Digital Design». B
2005 rony, MpoOAOIIKUB 3aHUMATHCS IPOU3BOJICTBOM MIPOIPAMMHBIX IPOAYKTOB. B
2007 rony kommanust Microsoft 0OHOBMIIa TMHENKY CBOEH MPOAYKIUH, BBIITYCTUB
NpWwIOKeHus, noaaepxkuBawomue  crneundukanuo  Windows — Workflow
Foundation. YToObI COOTBETCTBOBaTH OCHOBHBIM TPEOOBAaHUAM MEKIYHAPOIHOTO
cTtangapta B obiactu kadectBa [SO 9001, ObUIO MPUHATO PEIICHHE O MEPEBOJIEC
CUCTEMBI BJIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha HOBYIO IUIaTPoOpMy, dYTO
MO3BOJIMJIO YMEHBIIUTh 3aTpaThl Ha coJep:kaHue 0a30BOro CJOsl YIpaBIeHUS
poleccaMi, a TakKe MPEICTaBUIIO BOZMOXKHOCTh 0€300JI€3HEHHO MHTErPUPOBATh
JAHHYIO CUCTEMY C IMPWIOKEHUSIMU APYrux pa3padoTurikoB. HoBiiecTBa cuenanu
cuctemy «DocsVision» Oonee macmrabupyemon, naBas BO3MOXKHOCTh CO3/1aBaTh
pElIeHMs KaK JIJIsi KOpHopauui, TaK U JJig Majoro Ou3Heca.

«Humwxaum» cinoeM apxuTekTypbl nanHoi C3Jl ctanu roToBble peuieHus: ot
Microsoft, 4To gaeT BO3MOKHOCTh MHTETPUPOBAThH JAHHYIO CUCTEMY B CHUCTEMBI
KJIMEHTA, a TaK K€ UCTI0Ib30BaTh B CBOUX pa3pabOTKax APyrue TEXHOJIOTHH.

BBoa cucTemMBl 37€KTpOHHOTO JIOKyMeHTooOopoTa «DocsVision» maer
CJIeIyIOIINE PEUMYIIECTBA:

— MIOMOTaeT aBTOMATU3UPOBATH YIIPABICHUYECKYIO JACSATEIBHOCTh HA BCEX €€
JTanax;

— JieNaeT IPO3PAYHbIM UCIIOJHEHNE 3aJaHUN U IBUOKEHUE JOKYMEHTOB;

— obecrnieynBaeT TON-MeHeKepa MOOMILHBIM PaO0UYUM MECTOM;

— aBTOMAaTU3UPYET BEAECHUE MPOTOKOJIOB COBELIAHUN U IJIAHEPOK;

— aBTOMATHU3UPYET perjiamMeHT oO0paOOoTKH oOpalieHui T'pak/IaH, COTJIACHO
JNEUCTBYIOIIEMY 3aKOHO1aTeNIbcTBY PD [72].

Cucrema «LanDocs» 3AO0 «JIAHUT» (Poccus, r.MockBa) npeaHa3HaueHa
JUIST KOMIUJIEKCHOM aBTOMATH3allMM IPOLECCOB JEJIONPOU3BOACTBA U BEIACHUS
apXuBa OJJICKTPOHHBIX JOKYMEHTOB B OpraHHU3allMAX Pa3IMYHOTO MaciiTaba u
CrielUaNi3alMyd, OHA MAaKCHMAJIbHO MCIOJIb3YET HAKOIUICHHBIE  HABBIKH
JEJIONPONU3BOICTBEHHOIO  [EPCOHAJIA, CIIOXKUBIIYIOCS  WHOPACTPYKTYDY.
Peanuzanmst OCHOBHBIX (YHKIMI CHCTEMBI TIO3BOJIIET THOKO HacTpamBaTh
CUCTEMY B COOTBETCTBUU CO CTICIM(PUKON KOHKPETHOM opranmu3auu [73].

[Iporpammuas cucrema «LanDocsy» mpencraBnser co0Oi COBOKYITHOCTH
CIEAYIIINX  MOpOrpaMMHBIX  KOMMOHEHTOB:  LanDocs-aenonponsBoactso,
LanDocs-agmMunuctparop. JlonoJHUTENBbHBIE TPOTPAMMHBIE KOMIIOHEHTBI: CEPBEP
JIOKYMEHTOB, CKaHUPOBAaHHWE W BU3yanu3alus uzoOpaxeHui, MHTepHET-IOCTYy,
MOYTOBasl TOJCHCTEMA, MOYTOBBIA CEpPBEp M TMOYTOBBIA KIMEHT, MOJCHCTEMA
0e30macHOCTH, MapIIPyTUPHU3AIIHS, TTOACUCTEMAa 0OMEHa, YIIPAaBICHHE KOHTEHTOM,
apXuB.

OTanunTenbHO 0coOeHHOCThIO cucTeMbl LanDocs siBisercss Hanuuue
MOJYJIBHOU CTPYKTYpbI, KOTOpasi MO3BOJSIET 3aKa3UMKy MOCTENEHHO HapallluBaTh
(GYHKIIMOHAIBHOCTh CUCTEMBI, OCYILIECTBIISITh MaciTadupoBaHHe u
TUpaxupoBaHue cuctembl. Cucrema B TIOJHOM 0O0beME MOAACPKUBAET BECh
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YKU3HEHHBIN ITUKII TOKYMEHTOB B JICJIONIPOU3BOJICTBE.

OPTiMA-WorkFlow siBnsierca pa3paOoTkoil rpynmnbl komnaHuil «OnTuma
(Poccust) [84]. Drta cucrema mnpegHa3HayeHa Ui aBTOMATHU3allUU yHpaBICHUS
MOTOKaMHU paboT M OpraHu3ainuv KOH(GUICHIMAIHHOTO JOKYMEHTOO00pOTa,
SIBJISIETCSI UHTETPUPOBAHHBIM aIlapaTHO-NMPOrPAMMHEIM PEIICHUEM.

Oco0eHHOCTIMU OPTIMA-Workflow  saBiasercs HaAJIMYAE  JOCKH
0OBSBIICHUH, )KypHajia COOBITUM, MOYJISl HHBEHTApU3AllMU, MEHEIKEPA PECYPCOB,
XpaHWININA, TOAIIMBOK JOKYMEHTOB, & TAKK€ COBMECTUMOCTh C aHTUBUPYCHBIMU
naketamu. Tak kak OPTiMA-Workflow B kauecTtBe cepBepa UCIOIb3YyeET
Exchange, cuctemy nerxko BHeIpuTh B TeX KommaHusax, rjae Exchange yxe
MPUMEHSETCS KaK MOYTOBBIM CEPBEP U CEPBEP KOJUIEKTUBHON PaOOTHI.

JlaHHasi aBTOMaTU3UPOBAHHAsI CUCTEMa YCIICIIHO BHEAPSAETCS Ha KPYIMHBIX
MPOMBIIIJICHHBIX TPEANPUATUSAX, B OpraHax yIpaBle€HUs TOpPOAOB, OaHKax,
CTPaXxOBBIX W (PUHAHCOBBIX YUPEKICHUAX, MPEANPHUATHUIX DHEPIEeTUKH, CBS3H,
TEJICKOMMYHHUKAIUM, CEpBUCHBIX U [ T-koMImanusx.

Cuctema »nsnekTpoHHOro gokymeHToobopota «bOCC-Pedepent» Obuia
npeacTaBieHa Ha pbiHKe B 1996 rony rpynmoit kommanui «AiTw». Cucrema
paspaborana Ha 0a3e mpoaykra Lotus Notes ¢upmbr Lotus Development
Corporation, oHa mTpeACTaBIsET CcOOOW CPEJACTBO MPOCKTUPOBAHHUS CHUCTEM
HOJIIEP>KKHU TPYIIIIOBOIM pabOThl U MOKET paccMaTpUBaThCs B KaYECTBE CTaHIapTa
B TOU 00J1aCTH.

B 2011 romy mpousBeseHO OOHOBJIEHHE 3TOTO MPOJYKTA, BEACH HOBBIN
uHTepdeiic ¢ npunoxkenuamu s iPad, koTopoe BocTpeOOBaHO PYKOBOJIUTEISIMU
KOMITAHUW U OpPTaHU3ALUN.

[Ipeumymectea COIl  «bOCC-Pedepent»  coctosT B  Hamudue
TEXHOJIOTUIHOM apXUTEKTYPhI, KOTOPYIO moaaepxkuBaeT miatgopma IBM Lotus, a
TaK K€ OMBITHOCTh COTPYTHUKOB (PUPMBI.

Cnenyer OTMETUTh M JpyrM€ NPEUMYIIECTBa JAHHOM  CHUCTEMBbI
AIEKTPOHHOTO JOKYMEHTO000pOTA.

— TIOJTHASI aBTOMATHU3AIIHSI TIPOIIECCOB 0OPAaOOTKH IOKYMEHTOB;

— yIOOHBIN U MOHATHBIN UHTEpdeic, o0ecrednBalomuil OBICTPOEC OCBOCHHE
nopsiika padoThI;

— pabora ¢ cuctemoii uepes Lotus u uepes web;

— BO3MOKHOCTh U3MEHEHHSI CUCTEMBI O] OM3HEC-TIPOIIECChl OpraHu3aIuu
CUJIaMU CIEHAIKNCTOB 3aKa34nKa;

— BO3MOXHOCTh MOJJEPKUBATh E€JUHYIO CTPYKTYpY B TE€PPUTOPHUAIBHO
pacrpeeIeHHbIX MPENPUATHSIX;

— BO3MOXXHOCTh HapammuBaTh MacmTad CHUCTEMBl TPU PACIIUPEHUE
dbyHKITMOHATA.

Pa6ora C3OJ «bOCC-Pedepent» B opranax ¢eaepalbHON U PETHOHATBHOM
BJIACTU YJIYy4yllIaeT KAayeCTBO OKa3aHUS TOCYAapCTBEHHBIX YCIYr, TOBBIIIAET
WCIIOJTHUTENBCKYIO JIUCHUIUIMHY, Oyiarofapsi ynpaBisieMOCTH OW3HEC-IPOIIECCOB,
JIeNaeT NeSITENbHOCTh TOCYIApCTBEHHBIX CTPYKTYp 0oJjiee OTKpBITOM, co3maBas
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m1aTGpopMy ISl KOMIUIEKCHOW MH(POPMALIMOHHON CHUCTEMBI TUIA «3JIEKTPOHHOIO
npaBUTENbCTBa». Kpome TOro, MNPOUCXOAUT YMEHBIIEHHWE pacxXoJ0B Ha
obecrieueHue AeATeIbHOCTH OPTraHoB BiacTH [28].

JlanHas cucrema OoJiplle MpeAHa3HAyYeHa ISl KPYMHBIX OpraHU3alMil ¢
OOJIBIIMM KOJIMYECTBOM MOJIPA3/IEIECHUN U IEPCOHATIOM.

Cucrema «I'pan-Zlox» paspaborana B T'HIIIT «['panutllentp» [59] B
COOTBETCTBHH C TPEOOBAHUSAMHU U CTAaHAAPTAMH POCCUHCKOIO JEJIONPOU3BOICTBA.
JlaHHO€ penieHue noAaepKUBAET CXEMBI JIEJIOBOTO JOKYMEHTO000pOTa, MPUCYIIUE
rOCYJapCTBEHHBIM U MYHHITUTIATLHBIM CTPYKTYpaM yIpaBICHUSI.

OTnuuuTenbHBIMH  O0COOEHHOCTAMH cucTeMbl  «I['pan-lox» sBHsIOTCA
GyHKIMS pacHIMPEHHOTO KOHTPOJISI UCTIOJIHEHUS, KOTOPBINA JETUTCS Ha BHEIIHUH,
BHYTPEHHUMN, NEMYTATCKUW, JIOMOJHHUTEIBHBIN U OCOOBIM KOHTPOJIb, (PYHKIIUS
3aMKcH Ha MPUEM PYKOBOJUTENS U COCTaBjlIeHHUE Ipaduka npuema, MpuBsi3Ka ero K
PETUCTPAIIMOHHBIM KapTOYKaM JOKYMEHTOB, wuHTerpamus cucrembl c¢ HWIIC
«Konekce.

Ananu3 peiHKa AC  JJOY mno3BonsieT  BBIABUTH  NEPCIIEKTHBHBIC
MHHOBAI[MOHHBIC HAINpPABJICHUS PA3BUTHUS: PA3BUTHE TEXHOJOTUU BJIECKTPOHHOIO
JOKYMEHTOO00pOTa, aBTOMATHU3AIIMI0 apXUBHOTO JENa, KOPIOPATUBHBIE MOPTAIbI
JUTSL pa3BOpAYyMBaHUs B OpraHU3allMM €IMHOW TOYKHU JOCTyNa K KOPIOPATUBHOMY
KOHTEHTY U JpYTHeE.

AHanu3 MOKa3bIBa€T, YTO CUCTEMBI MOXHO pa3lelIUThb HA JBE TPYIIIbIL:
CUCTEMBI, OpUEHTHPOBAHHBIE Ha ABTOMAaTU3ALUIO KJIACCHUYECKOT 0
nenonpousBojacTBa (Hampumep: [emo, «I'pan-Jlok» u 1p.) U CHUCTEMBI,
OpUEHTUPOBAHHBIE HA  TOJJEPKAHHE  CIOXKHUBIIMXCA  OM3HEC-MPOLIECCOB
(manpumep: EBdpar-Zlokymentoobopor, Optima-Workflow u ap.).

CnenaHHbBIN BBIILIE AHAIW3 MO3BOJISIET IPUNTU K BBIBOAY, YTO B HACTOSIIEE
BpEMs Ha OTEYECTBEHHOM pPBIHKE IPEICTaBICHbl CUCTEMbBI 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, TPOM3BEACHHbIE BeAymUMU (upmamu. OHU  yCHENIHO
KOHKYPHUPYIOT MEXKIy co00ii, Tak kak kaxaas COJ] obmagaeT cOOTBETCTBYIONIUM
Ha0OpOM KayecTB, AENAlOUUMX Ty WIM HUHYIO CHUCTEMY YAOOHOW B KOHKPETHOM
cutyauuu. Ilotpeburento mepen JUIIOM Takoro pasHoooOpaszus COJ] Ha pbIHKE
MPUXOAUTCS I€NATh I ce0sl CTI0KHBIN BBIOOD.
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Hpuinoxenus

[Ipunoxenue Ne 1. biiank ¢ yriIoBBIM pacronoKeHUEM PEKBU3UTOB

MHWHOBPHAYKHN POCCHUN
denepanbHOE TOCYIAPCTBEHHOE OFODKETHOE 00Pa30BaTEIbHOE YUPEHKICHHUEC
BBICIIIETO MPOGECCHOHAITBHOTO 00pa30BaHUSs
«MOCKOBCKHUH TOCY/TapCTBEHHBIN MEJarOTHYCCKUN YHUBEPCUTETY
(®T'BOY BIIO «MI'TIY »)
Ps3anckuit npocnekt, 99. Mocksa, 109542
Tenedon (495) 371-13-22
Ten./dakc: (495) 371-98-83, (495) 371-97-77 (495) 377-89-14,
E-mail: inf@guu.ru
http://www.guu.ru
OKTIO 0266598, OI'PH 1027739017976,
WHH/KIIIT 7721037218/772101001
Ne

Ha Ne OT
[Tpunoxxenne Ne 2. BiiaHk ¢ POJIOJIBHBIM PACIIOI0KEHHUEM PEKBU3UTOB

MUHOBPHAYKH POCCUN
denepanbHOE TOCYIAPCTBEHHOE OIOJKETHOE 00Pa30BATEIbHOE YUPEKIACHUE
BBICIIIETO MPOGECCUOHATHHOTO 00pa30BaHUs
«MOCKOBCKUI rOCYy1apCTBEHHBIN MEIArOTUYECKUN YHUBEPCUTET»
(®I'BOY BIIO «MI'TIVY»)
Pszanckuit npocnekt, 99. Mocksa, 109542
Tenedon (495) 371-13-22 Ten./dakc: (495) 371-98-83, (495) 371-97-77
E-mail: inf@guu.ru
http://www.guu.ru
OKITIO 0266598, OI'PH 1027739017976,
WNHH/KIIIT 7721037218/772101001
No

Ha Ne oT
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[Tpunosxxenue Ne 3. PacmonokeHrne peKBU3UTOB TOKYMEHTa Ha OyiaHke gopmarta
A4 (yrioBoil BapuaHT OJaHKa)

(1,2) T'ep6 (I'ocynapctBennsbii, cyobekTa Poccuiickoit deneparuu

WU MYHUIIUNIAIBHOTO 00pa30BaHus)

(19) OT™meTka 0 KOHTpOJIE

(3) Dwmbnema opraHu3aluy WM TOBAPHBIN 3HAK (3HAK 0OCITY>KUBAHUS )

20 MM
(08) HaumeHnoBanue opranuzamnuu
(09) CnpaBouHble JaHHBIE 00 OpraHu3aIuu
(10) HaumeHnoBaHue 1oKkyMeHTa

(04) Konu opranuzanuu

(05) OcHoBHOI roc. perucTpaluoOHHbIA HOMED
(OI'PH) ropuanueckoro iuia

(06) MHH/KIIIT

(07) Konx popmbl qokymeHTa

(11) Jara (12) PerucrpanrioHHbIit HOMED
(16) I'pud yTBEpk)ACHUS AOKYMEHTa
(15) Anpecat

(13) Ccplnka Ha peruCcTpallMOHHBI HOMED U JaTy
(14) Mecto cocTaBlieHUS WK U3/IaHUS IOKYMEHTA
(18) 3aroyioBoK K TEKCTY

(17) Pe3omrorus

(ne menee 20 MM)

(20) Tekcr

10 mMm

(21) OtTmeTka 0 HATUYUK TPUITIOKECHUS

(22) Tloamuce

(25) OrtTHuCcKk nIeyatu

(23) TI'pud cormacoBaHus JOKYMEHTa

(24) Bussl cornacoBaHMs JOKyMEHTA

(26) OtmMmetka 0 3aBEepEHHH KOIUU

(27) OtmeTrka 00 UCIIOTHUTEIIE

(28) OtMmeTrka 00 UCHIOJHEHUH IOKYMEHTA HAIIPABICHUH €T0 B JIETIO0
(30) Unentudukarop »MEKTPOHHON KOMTUU JOKYMEHTA
(29) OT™meTKa 0 NOCTYIIJICHUH IOKYMEHTA

20 Mmm

[Tpunoxenue Ne 4. PacnionoxeHne peKBU3UTOB JOKyMeHTa Ha OiaHke gopmara
A4 (npoJ0NbHBIN BapuaHT OJaHKa)

(1,2) T'ep6 (I'ocynapctBennslii, cyobekTa Poccuiickoit @eaepariuu
WM MYHUIUIIAIBHOTO 00pa3oBaHus)
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(19) OTmeTka 0 KOHTpOJIE
(3) OmOnema opraHu3aly Wik TOBAPHBIN 3HAK (3HAK OOCITYKUBaHUS)
20 mMm
(08) HaumeHnoBaHue opranu3anuu
(09) CripaBouHbIe AaHHBIE 00 OpraHU3alUU
(10) HaumenoBaHue qOKyMeHTa
(04) Kon opranuzanuu
(05) OcHoBHO# TocynapcTBeHHBIN peructpanondsiii Homep (OI'PH)
IOPUAMYECKOTO JIUIIA
(06) MHH/KTIII
(07) Kon hopmbl tokymeHTa

(11) data (12) PeructparmoHHublii HoMep
(14) MecTo cocTaBieHUs
(16) I'pud yTBepx)acHUS
(15) Anpecar
(13) Ccpuika Ha perucTpaliOHHbIM HOMED U 1aTy
(18) 3arooBOK K TEKCTY
(17) Pesomtorus
(20) Tekct

10 MM
(21) OT™meTKa 0 HATMYUU TTPUITOKEHUS

(ne menee 20 MM)

(22)I[Toamuck
(25)OTtTHCK TIEUaTH
(23)I'pud cornacoBaHus TOKyMEHTA
(24) Bussl cornacoBaHusi JOKYMEHTA
(26) OT™meTKa 0 3aBEpEHHUH KOMUU
(28) OtmeTKa 00 MCTIOIHEHUH TOKYMEHTA HANPABIIEHUH €T0 B JIEIIO
(30) UnenTudukatop 3JIeKTPOHHOM KOTTMU JOKYMEHTA
(29) OT™meTKa 0 NOCTYIJIEHUH IOKYMEHTa

20 mMm

[Tpunoxenue Ne 5. [Tpumep odopmiieHns TaOIUIIBI

T'onoBka TaOIUIIBI

3aroJ0BOK CTPOK 3aroJioBoK rpag 3aroyioBok rpag
IToxzaronosku | IlogsaronoBku | Iloxsaronosxu | Iloxsar
rpad rpag rpag OJIOBKH
rpad
1 2 3 4 5
IToa3aros0BKu CTPOK Crpoka Crpoka Crpoka Crpoka
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BokoBuk (rpada ams I'pads (komoHKM)
3aroJIOBKOB)

[Tpunoxenue 6. [Ipumep OnaHka TUIIOBON aHKETHI

AHKETA
Damuiius
Nms OTtuecTBO
I'on U aara pOKIEHUSA Mecto POKIECHUA
I'pa:knancrBo
ITacmopTHBIE NaHHBbIE: CepUs No BBIJAH
JiaTa BbIIavu KOJ{
MOPA3ACIICHUS
MECTO ITPO’KUBAHUS, TEJIE®OH
Ilponucan (a) no adpecy: IIpoorcusaro no aopecy:
bawxkaiimas cT.MeTpo | bamxkaitiias CT.M¢
O6uactpb O6mactpb
T'opon I'opon
Vauna Vauna
JIOM KOD. KB. JIOM KOD. KB.
Hanuuue nponucku 6 2.Mockee TeaedoH oM.
UOUma OO OHET pao. KOHTAaKT.
CBEJEHUSA O CEMBE
Cemetinoe nonooicenue Jlemu [ ecTh O Het
[] xoJocT 1.
HE 3aMYyXeM ums BO3pacCT
(] xxeHar 2.
3amMyx’eM ums BO3pacCT
] pa3BeneH 3.
pa3BesieHa ums BO3pacT
[J BOOBEI] 4.
BJIOBA UM BO3paCT

OBPA30OBAHME: (] Bricuiee [] Hezakonuennoe Boicuiee [| Cpenne-criennansaoe [ Cpenne:
Buvicwee u cpeonee cneyuanvnoe obpazosanue
| I'on | I'on | IlonHOE Ha3BaHue | dopma |CHCI_II/IaJIBHOCTL| KBanudux
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MOCTYIJICHU | OKOHYaHUS y4eOHOTO 3aBeACHUS 00yueHust 10 AUTIOMY
s
Jlononnumenvnoe obpazosarnue (Kypcol, nepenoo0comoska, CIaicuposxku u m.o.)
I'on [Iponomxut [TonHoe Ha3BaHue IIporpamma ®opma | Cnenuainsl
OKOHYAHMS | €-JIbHOCTh y4eOHOTO 3aBEJCHUS 00yueHus
TPYJAOBAS JEATEJBHOCTD (naunnas ¢ nociaeHero Mecra paboThl)
Jama Jama | Haumenoseanue opzanuzayuu (¢ yKazanuem  OpeaHu3auu
nocmynJjiex | y6oibHeHU | RPA606o (opmot)
us A
Cohepa oeamenvnocmu Mecmo naxosxncoenusn
Haumenosanue Honsxcnocmuule oda3annocmu Ilpogheccuonanvuoie
00J1ICHOCIU U omoena oocmudicenus
Koauuecmeo Pazmep Ilpuuuna ysonvnenusn
NOOUUHEHHBIX 3apnjiamol
Hama Jama | Haumenoeanue opzanuzayuu (¢ yKazanuem  OpeaHu3auu(
nocmynJieH | y6oJibHeHU | RPA606oil (hopmot)
us A
Cohepa oeamenvnocmu Mecmo naxosxncoenusn
Haumenosanue Honsxcnocmuule odsa3annocmu Ilpogpeccuonanvnuie
00J1ICHOCIU U omoena oocmudiceHus
Konuuecmeo Pazmep Ilpuuuna ysonvnenusn
NOOUUHEHHBIX 3apnjamol
Jlama Jlama | Haumenosanue opeanuzayuu (c yKazaHuem  OpeaHU3AUU(
nocmynJjieH | y8onbHeHU | npasoeoil ¢hopmul)
us 5
Cdhepa oeamenvnocmu Mecmo naxoicoenusn
Haumenosanue Honscnocmmuvie 06a3annocmu Ilpogheccuonanvuuvie
00JICHOCIU U omoena oocmudiceHus
Konuuecmeo Pazmep Ilpuyuna ysonvnenusn
HOOYUHEHHBIX 3apnjamul
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ABasierech (ABJAsAVINCH) 11 Bbl yupenuTesieM kakoi-1u00 opranusanuu? [ na ] Her

VYKaxure ee HANMEHOBAaHNUE U IOPUANYECKUN
azpec:

JenoBble cBA3M (YKaOXWUTE MPENNPUSITHS, OTPACIH, PErHOHBbl, C KOTOPBIMU Y Bac €cTb

JIEJIOBBIE CBSI3U, KOHTAKTBHI)

MPO®ECCHUOHAJIBHBIE 3HAHUS U HABBIKU: noapo6Ho onumurte obnacts Bameit

poheCCHOHANTBHON CIIeIHATA3AIIIT

INPOPECCHUOHAJIbBHBIE HHTEPECHI:

HABBIKH PABOTHI C OPUCHOM TEXHUKOM

3nanue Komnvlomepa:
nojas3oBarelns ][] [JnporpaMMupoBaHue

(] Jnonp3oBaTenb ] [J [JOMBITHEIN

Onwvim padomut Hazeanue konkpemuuvix Onwvim pabom
c KOMRbIOmepom npozpamm Op2mexXHUK(
Tun IIK Tunwvl npooykmoa8: L daxc
O OIBM PC [ TekcToBBIE pENAKTOPBI [1[JKcepokc
O 0Macintosh  [J[JDneKTpoHHbIE TaOIUIIbI 0 0Od¢ucHas A
U0 dpyrue O OI'paduueckne nakeTsl HMogaem
O 0OM3narenbckue MakeThl [ [Ckanep
0 0ba3bl nanHBIX O 0OHWnoe
U O IIporpammupoBanue MamuHonucey
0 OJIokanbHBIE CETH (xoI-BO yni/Mut
[ JCnenyanbHble TaKeThl pycckas
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I J OJIpyroe I

JATUHCKAs!
3HAHUE NTHOCTPAHHBIX SA3bIKOB
YpoBeHb BJIa/IeHUs A3bIKOM
A3bIK cBO0OJHO |C HeKOTOpPbIMH |mocpeacTBeHHo |IIpakTuk:
3aTPyAHEHUSIMHU NpUMeHer
yuraro | [ U U
rosopio | [ U [
muy | U U U
yurtaro | L[] o 0o
rosopro | L[] o N
mumy | L[ U 0o
HAJIMYUE BOAUTEJIBCKUX ITPAB
JIn4Hbli aBTOMOOMJIL: 1a [ L uer
Kameeopus Cmaogxc Kamezopus Cmagxc
OOA 0oD
O0OB OUOE
0ocC

XAPAKTEPUCTHUKA JKEJAEMOWM PABOTBI

Kem u 20e Bvot xomenu 6vt pabomams?
VYkaxuTe Bce BO3MOXKHbIE BapHAHTHI,

Pazmep 3apabommnoit nnamul
Dopma onnamol

HauyuHas ¢ HanboJiee mpuemiemMoro s Bac Cokman Coxnan+(
[JIpOnEeHT
Ne | Hazeanue oonxcnocmu | Chepa oeamenvnocmu Munumanvhwiii Heobxoouw
YpogeHs YpoeeHb
1
2
3
Pesixcum pabomur: Bosmooicnocmos komanouposox:
([ T1onHbIit pabouuii 1eHb ¢ 10 [J[JYacTble KOMaHIUPOBKHU
[J[JHeHOpMUpOBaHHBIN pabouHii 1eHb [1[J2-3 KOMaHJUPOBKH B T'OJ1
U[JYacTuyHas 3aHATOCTD U0 dpyroe [ JOTCyTCTBYIOT
Xapaxmep pabomoi: Hanuuue 3aepannacnopma
[ OIToctosgsHuas [J[1BpemeHnHas (na (et

Hmenu nu Bol nomumo ocrnosnoit pabomut opyzyro pabomy (no coemecmumenscmay,
YacmuuHan 3aHamocms u 0p.) Ykaxcume Hazeanue op2anu3ayuu, nepuoo padomsol, Kpy

o0sa3anHOCMeEll.

Kaxk Bui OoyeHueaeme nepcneKmuebl NPUMEHEeHUs C6oux CROCOOHOCIEIL U 803MONCHOCHU

Kapvepnozo u npogheccuonanvnozo pocma?
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Kakoewl sauiu npod)eccuouwlbﬂble U IUYUHbIC NIAHBL HA OJudicaliiuee BpeM}l?

Hmeromcea au ocpanuyenus no COCMOAHUIO 300po6ba?

Bawu yeneuenusn, unmepecwt, xooou:

Ykasrcume Bawu cunvuwvie uepmosl xapaxkmepa

Ecau Bvi xomume yumo-nub6o dononnume x Bawum onmeemam, Hanuuiume 3mo Huosice.

« « 200 T. [lonnuce

[Tpunoxenne Ne 7. OGpa3err npukasa

000 «/Inzenb»
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ITPHKA3
14.01.2012 Ne 1
r. Yoa

O BBCACHUHN MHCTPYKIUHU 11O ACTIOIIPOU3BOACTBY

B HEeJIX COBCPIICHCTBOBAHUA pa6OTBI C JOKYMCHTAMHU Ha NPCANIPUATUN
u obecrneueHus ux COXPAaHHOCTH

IMPUKA3BIBAIO:

I.  VYr1BepauTh MHCTPYKUMIO TIO BEACHUIO JIEJIONPOU3BOACTBA B
anmapate OO0 «/Iu3enby.

2. Beectn B JeUCTBME MHCTPYKUHMIO MO JEIONPOU3BOJACTBY C
01.02.2012.

3. Bcem cTpykTypHbIM monpaszaeneHusM U corpyaHukam  OOO

1.02.20 1 2 pyKoOBOACTBOBaThCA MpaBWIaMH pPabOThI C JOKyMEHTaMH, 3a-
WIEHHBIMU B HHCTPYKIIMU TIO JI€JIONIPOU3BOJICTBY.

4. Cekperapro  AnekceeBoit T.O. obecnieunTh THUpPAKUPOBAHUE
WHCTPYKIIMUA MO Jeyonpon3BoacTBy a0 01.02.2012.
5. KoHTponb 3a HcmoIHEHHEM HACTOSIIEro IMpHKa3a BO3JIOKHUTH Ha

3amecTuTens qupekropa npennpusitus CasenseBa A.C.

JupekTop npeanpusstiss  (JAYHASI TOAIHUCH) E.b. Tumodeen

Bu3sl cornmacoBanus 3aMHTCPCCOBAHHBIX JIUI

C npuka3zoM 03HAKOMJICHBI:

JOJKHOCTHU (JIMYHBIE TTOATIUCH) (pacmmdpoBka
TIOJIITHCEH)

NBanoBa fna NBanoBna 67 12 15

B neno 01- 08

(moamuch)

10.02.2012
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[Tpunoxenue Ne 8. OOpazen pacropsKeHUs

OO0 «Drtamony»
PACIIOPSIXEHUE
12.02.2012 Ne5
r. Yoa

O npoBeJleHNH PEMOHTHBIX padoT

B cBs13u ¢ aBapuiiHBIM COCTOSTHUEM OTOIMUTENBHOM crcTeMbl B Liexe Ne 3

OBA3BIBAIO:

1. IIpoBecTn peMoHTHBIE paboThI B 11exe No 3.

OTBeTCTBEHHbIN — HAYAJIbHUK PEMOHTHO-TEXHUUYECKOU CITY>KOBI
Makapos J[.1. Cpok ucnionnenus — 15.02.2012.

2. KoHTponb 3a mpoBeleHHEM PEMOHTHBIX pabOT BO3JIOKWTH Ha Ha-
yanbHUKa 11exa Ne 3 Auronosa 10.B.

HupexTop npennpusitisg  (JUYHAS TOIUCH) JI. b. Ilonos

Bus3bl coritacoBanus
3aMHTEPECOBAHHBIX JIUII

C pacnops>KeHHeM 03HaKOMJICHBI:
JOJ>KHOCTH (JInuHbBIC (pacundpoBku
MIOITHCH) TOJIITHCEH)

(maThr)

Kpacuos MBan NBanosuu 24 45 03
B neno 07-15

(moamuch)

18.02.2012

[Tpunoxenue Ne 9. [Tpumep odopmiteHUs CIIpaBKH

OBIIECTBO C OTPAHUYEHHON OTBETCTBEHHOCTBIO «3UMA»

Anpec: yn. IIpodcorosnas, 1.58, kopm.3, opuc 24, r.Mocksa, 117339
tel. (495) 128 93 65, dakc (495) 128 93 66

www.zima.ru, e-mail: inf@zima.ru

OKITIO 28170373,

WHH 7727826724, KIIII 772701001,
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OI'PH 1027630927286

CIIPABKA
20 urons 2005 T.

Ne 3

Mocksa

Hacrosimas cnpaska BeigaHa CokosioBy AHApero AjleKkceeBU4y B TOM, YTO OH
necTBuTensHO padoTtan B O0IIeCTBE ¢ OTpaHUYEHHOM OTBETCTBEHHOCTBIO «3UMay.

22 Hos16ps 2004 1. mpUHAT Ha paboOTy B OTAEN PEKJIaMbl 1 MAPKETUHTA Ha I0JKHOCTD
MapkeTtoJora (mpukas o nmpueme Ha padoty Ne 87 ji/c ot 22.11.2004) ¢ exemecsauHoi
3apaboTHOM matoit B pazmepe 12 000-00 pyoneit ([Benamnats Teicsia pyoseit 00 ko).
02 ¢espaiia 2005 r. MOCTOSHHO MEpPEBEIEH Ha JOLKHOCTh HaYaJIbHHUKA OTAeNa
peksiaMbl U MapkeTuHra (mpukas o nepeojie Ne 12 11i/c ot 02.02.2005) ¢ exemecsuHo
3apaboTHOM matoit B pazmepe 18000 (Bocemuaamnars Teicsia pyoseit 00 korr.).

17 uronst 2005 1. yBOJIEH C 3aHUMAaEMOM JJOJKHOCTHU TI0 COOCTBEHHOMY KEJIaHUTO
(npuka3 06 yBosnbHeHHu Ne 32 1/c ot 16.06.2005).

CrpaBka BbIZjaHa /15 IPEAOCTaBIeHUs B MHCTICKITNIO DenepaibHONM HAIOTOBOM CITy>kObI Ne 5
o r.Mockae.

['enepanbHbIl TUPEKTOP J.B.OpexoBckuit

[Tpunoxenue Ne 10. OOpa3zen rapaHTUIHOTO MTHChbMa

I'enepaibHOMY AMPEKTOPY
3A0 "Bugeorpynn"
r-uy P.J1. IIpoxopoBy

Yeaowcaemwuit 2cocnooun Ilpoxopos!

ITpocum Bac npenocraButh HHGOPMALIKIO O BBIXOJE palopeKIaMbl
MEJMKaMEHTOB B aIlpeJie ITOr0 rojJia C yKa3aHUEM Ha3BaHUS PaJMOCTAHLINN,
Ha3BaHUs Mepeslauu, AaThl BBIX0/1a PEKIaMbl, TPOIOKUTEILHOCTH
PEKJIAMHOTO COOOIIEHHUS, KOJMYECTBA BBIXOJIOB 110 KaXKIOMY PEKIIaMOIaTero
WM TOBApHOM MapkKe.

OmnuaTy rapaHTupyem.

Hamu OGankoBckue pekBU3UTHI: pacueTHbli cuer Ne 46703519 B AKbB
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«OHOKCHUM», xopp. cuer 3161868 B PKIl I'Y IIb P®, M®PO 44583001, xox 8&3.
WHH/KIIIT 7710159493/775125223.

C yBaxxeHuem,

[Tpunoxenue Ne 11. Bapuant ¢popMbl perucTpaiiOHHO-KOHTPOIBHON KapTOUKU

0229140 PEFTMCTPALUWOHHO = KOHTPONbHARA KAPTOYKA
KoppecnoHgeHT

@ W.0., agpec, TenedoH

Npeasiaywue obpaweHss ot Ne oT MNa

Bua nokymeHTa Ha n

ABTOD, AaTa, MHAEKE CONDOBOAMT. NUCEMA

[aTa, MHaeKC NoCTYNNeHua
KpaTkoe copepwaHue

OT8. MCNONHATENL
Peaomoums

ABTOp pe3cnioywvu
CpoK MCNONHEHWA

O6opoTHas cTopoHa

X040 UCNONHEHWA
[lata nepepaun | Ucnonwurens Ortmerxka o KoHTpons-
Ha NCNONHEHWe NPOMEXYTOYHOM OTBETE Hble
N1 4oNoNHATENBHOM OTMETHEH
sanpoce

aTa, MHOeKC WCNoNHWTeNs (0TBETA)

Agpecart

Coaepxadne

C KOHTPONA CHAN Mognuck KOHTpONepa

Oeno Tom NueTel oM
ONUCh
Aenoc
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[Ipunoxenue Ne 12. @opma HOMEHKIIATYPHI €I

HavmeHoBaHMe opraHusaumm

YTBEPKOAIO
HanmeHoBaHue
HOMEHK/TATYPA AEN
OOMKHOCTH
No pyKkoBoauTens
- opraHusaumm
Mognucb
PacwmndppoBka
noanmcu
(mecTo cocTaBneHus) Jata
Ha rog,
Ha3ssaHue pasgena
Cpok
XpaHeHuA
aena
3aronoBok aena Kon-so aen (Toma, NpumeyaHune
UHAaeKc pena N
(Toma, yacTtn) (Tomos, yacTeit) yactu) wu
Ne craTen
no
nepeyHto
5
1 2 3 4
HanmeHoBaHue OONKHOCTH
pyKkoBoauTens
CNYX6bI OKYMEHTALMOHHOro
y AOKY 4 PacwndposKa
obecneyeHuna ynpaBaeHus Mognucb
nognucu
[ata
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Busa  3as. BEAOMCTBEHHbIM
apXMBOM
(nMua, oTBETCTBEHHOrO 33 apXMB)

COIrNMACOBAHO COIMACOBAHO

M MK
Mpotokon L3K (3K) poTtokon 3

apPXMBHOrO
HanmeHoBaHWMeE OpraHmn3auunu yypexgeHumaA
No No
[TpunoxenneNe 13. ITpotokon 3aceqanus 11K
15.12.2014 2.

[TPOTOKOJI
3aceaHus dKCIepTHO-NpoBepouHoi komuccuu ®PMC Poccrun

MockBa

[IpencenarenbcTByIOMMKM - criennaibHoe 3BaHue M.0O. Gamunms
Cexkpertaps - crieruaibHoe 3Banne 1M.0. ®amunus
[IpucyrcrBoBanu: 36 4enoBek (CIUCOK MPUIIATaeTCs )

I[NOBECTKA JIHA:

1. O6 urorax pa6otst DK ®MC Poccuu no pexxumy cekperHoctu B 2010 rony.
2.0 i

1. CJIVIOAJIN:

N.O. ®amunms - TEKCT AOKIAAa pUlaracTcs
BBICTVYIINJIA:

N.O. ®damunms - KpaTkas 3alMch BBICTYIUICHUS
N.O. ®damunms - KpaTkas 3alMCh BBICTYIUICHUS
I[TOCTAHOBUJIN:

[IpUHATE MEPHI .......ccuuennne.
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2. CJIVILIAJINA:

N.O. ®damunus - TeKCT A0KIIaAa Ipuilaraercs
BBICTVYIINII:

N.O. damunms - kpaTKas 3a1KUCh BBICTYIUICHUS
[NIOCTAHOBUJIN:

[IpencenarenbCcTByrOMMAIA

CcIIeIUAIbHOE 3BaHHUE Tloanuce
Cekperapp
CIIEIUAIbHOE 3BaHUE Tloanuce
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IIpo6s1eMbl JIOKYMEHTOBEACHUSA U IOKYMEHTAIHOHHOTO
o0ecrneyeHUs yNpaBJeHUS B CBeTe COBPEMEHHBIX CTAHIAPTOB:
yueOHoe mocooue

CocraBuTesin: Anacracus Msanosna IlynoBuna,
Anna UBanosna Yurpuna, Ans0ept Pamunesuu [llancnamon

JIurt. ga m3pat. near. b848421 ot 03.11.2000 r. IToanucano B meuats 0.0.2015.
®dopmar 60X84/16. Komnbrorepusiit Habop. ['apautypa Times New Roman.
Otneyatano Ha pusorpade. Yci. ned. a. —,0. Yu.-u3m. 1. —.

Tupax 100 sk3. 3aka3 Ne

UIIK BI'TTY 450000, r.Yda, yia. OKkTs0pbckoit peBoIrOINy, 3a
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Beegenue

Tocobne paccuntano Ha ofy4aOWEXCA, HMEIOMMX NOATOTOBKY IO
anrimiickomMy a3siky B oGseme cpenmell nmonsl. B nocobmu npencrasnenst
MATEpHAIBl, KOTOPhIE MOIYT ObITh HCHONB30BAHB HA JTal€ NEPEX0Ja of
u3yuenns Basic English k usydenmio English in Professional Use.

llocobue paspaboTaHO Ha OCHOBE COBPEMEHHBIX  AYTEHTHYHBIX
MaTEpHaNos, OHO IpofeccHOHANEHO oOpHenTHpoBaHo. Ocofoe BHMMaHHE
ynenserca orGopy cioB H BHPDKEHHH, CBAZAHHBIX ¢ TEPMHHOJOTHYECKHM
annapatroM  no  OubamoredHo-uHGOPMAHHOHHOH — HEATENLHOCTH W
JOKYMCHTOBEASHIUIO.

Ilensio o0y4eHHs ¢ HCHONBIOBAHMEM MATEPHATOB JAHHOTO mOCOGUs
ABAETCH OBJajesHe MHOCTPAHHLIM H3BIKOM B chepe npodeccHoHanbHOIM
KOMMYHHKallHH, 4 HMEHHO PpA3BHTHE HABLIKOB YTCHHA I/ M3BACUCHHS
HHGOpPMAUMH, 2 TalOKe OBJAJEHHE TEPMUHAMH N0 HEGOPMAUMOHHOH
JICATENBHOCTH, JOKYMCHTOBE/ICHHH) H APXHBOBSACHHIO. B AONONHEHHE K
TEKCTAM [pELNaraloTcs KOMOBIOTEPHBIE O0YYarOIHE MpPOrpaMMBl MO
tepmuHonoras (KOIIPH no TepMuHOIOrHH).

B nocobun npearaioTcs ynpaxHesHs JUIs Pa3BHTHA HABLIKOB YCTHOM
pedd, HOCKOJBKY (POPMUDOBAHHC HHON3BIMHON KOMICTCHIHH SBIAETCA
OCHOBHOH [HeNbi0 O0YYeHHS HHOCTPaHHOMY S35IKY B COBPEMEHHOM MHpE
raoGanuzaimy u wETerpanud. [locne mpoureHns Texcra B ero ofcymaenus
Tpebyercs BRickasaTe cOOCTBEHNOE MHEHME 10 COASPKAHMIO Tekcra. B
YOPSKHEHHA BKMOYECHB, CNOBA H BHIDAXEHHS [ AKTHBHOIO YCBOEHHS.
Vipakuenus cnocoGCTBYIOT PA3BHTHIO YMEHHA KDATKO H3M0KHTh OCHOBHOC
COnemKaiHe TEKCTa Ha HHOCTPAHHOM A3bIKE.

Tekcrsr  jgansoro yuebHo-meroguueckoro mnocobus MoryT Omith
HCIIOJIB30BaHbl Kak npu paboTe B ayAMTODHM, Tak W A4S HHAMBHAYAJILHOH
paboThl. .

Tlocobue Moxucer ObITs HMCHOJBE30BAHO HA 3AHATHAX [0 AHCAMICKO
A3plky OakanaspoB BTOPOrO M TPETLErs Kypca, @ TAKKE BCEMH,
HHTEPECYIONUMACA COOTBCTCTBYIOIIMMH TEPMUHONOIHYECKHMH Te3aypycaMu
no npoGnemam GuOIHOTEIRO-HHPOPMAIHOHHOH JIEATENILHOCTH.



TEXT 1

Vocabulary
library 6ubnuoTexa
access to smth JOCTYT K 4.~JT.
periodicals NEPHOAAYECKHE H3/IaHNA
e-book TEKTPOHHAS KHUra
database Gasa nanmbx
archives KHHT'OXPaHHIHINE, SPXHB
collection KomIexims, cobpanne
to be intended for smb, smth OBITH MpeAHAa3sHAYeHHBIM JIS 9.-11.,

K-l

electronic resource 2NEKTPOHHEI pecype
to extend services PacHIEPHTE CIIEKTD yeayr

1. Before you read the text discuss these questions.
1. What is a library?

2. Can you name its functions?

3. What information can you find in libraries?

LIBRARY

A library is an organized collection of sources of information and simifar
resources, made accessible to a defined community for reference or borrowing.
It provides physical or digital access to material, and may be a physical building
or room, or a virtual space, or both. A library's collection can include books.
periodicals, newspapers, manuscripts, films, documents, CDs, videotapes,
DVDs, e-books, audiobooks, databases, and other formats. Libraries range in
size from a few shelves of books to several million items.

The first libraries consisted of archives of the earliest form of writing —
the clay tablets in cuneiform script discovered in Sumer, some dating back to
2600 BC. Private or personal libraries made up of written books appeared in
classical Greece in the Sth century BC. In the 6th century, at the very close of
the Classical period, the great libraries of the Mediterranean world remained
those of Constantinople and Alexandria.

A library is organized for use and maintained by a public body, an
institution, a corporation, or a private individual. Public and institutional
collections and services may be intended for use by people who choose not to or
cannot afford to purchase an extensive collection themselves, who need material
no individual can reasonably be expected to have, or who require professional
assistance with their research. In addition to providing materials, libraries also
provide the services of librarians who are experts at finding and organizing
information and at interpreting information needs. Libraries often provide quiet
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areas for studying, and they also often offer common areas to facilitate group
study and collaboration. Libraries often provide public facilities for access to
their electronic resources and the Internet. Modern libraries are increasingly
being redefined as places to get unrestricted access to information in many
formats and from many sources. They are exiending services beyond the
physical walls of a building, by providing material accessible by electronic
means, and by providing the assistance of librarians in navigating and analyzing
very large amounts of information with a variety of digital tools.

IE. Answer the questions to the text.
1. When did first libraries appear?

2. Where did they appear?

3. What services do libraries offer?

IIL, Translate the following sentences from Russian into English,

L. Konnexius GuOnuoTeKH MOXET BKMOUATh B ce0S KHHTH, MEPUOSKHECKHE
H34aHUS, TA3€TEl, DPYKONMCH, (HIBMBL, AOKYMeHTH, BHJEokacceTh, DVD-
JIHCKH, JEKTPOHHBIE KHATH, 8Y AHOKHHTH 1 0a3kl JaHHBIX.

2.1leppuie OuOMIOTEKH COCTOAIM M3 8PXMBOB ¢ padHHMuM  (opmamu
OHCAMEHHOCTH B BHIE IMIMHAHBIX TA0NHYEK ¢ KIHHOHCHIO.

3.bubnuoTexku TAKKE NPENOCTABIAOT yeiayru OuGiuorexapedi, koTopsie
ABJIAOTCH SKCIEPTAMH [0 MOUCKY H OPraHu3aluK HHpopMAaLMH,

4.B coBpemeHHhIX OuOmuotexax Bbl MOXETe NONYYMTE HeorpaHHYCSHHEIH
Jocryn k HudopMaunu B pasnuIHLIX GOpMATaX U H3 PASHBIX HCTOUHHKOB.

IV. Find the English equivalents for the following words and expressions.
HCTOYHHK I{Hdlﬂpmﬂ.lﬂlﬂ, NepHOJHYCCKHE H3JaHHA, COCTOSTE H3 4Y.-1.,
BHjcOKaccera, O0asa JaHHBIX, TIO3BOJNMTHL cefe, HykiaTeCi B 4.1,
uccneposanue, Gubuorexaps, HEOrpaHHIEHHSIH JOCTYN

V. Give a short summary of the text.

TEXT 2

Vocabulary
academic library Gubnnoteka By3a
purpose neab
to support OIEPIKUBATE
curriculum yueOubIi nnaH
UNESCO (UN Educational IOHECKO
Scientific and Cultoral
Organization)
to supplement JOMONHATS



lecture JIEKUHSA, NEKIHOHHOE 3aHATHE

collection development NONOHEHHE KOMTEKLIHHA
comprehensive collection oBumpHan KRoIEKIHs

academic program yuebHas mporpamMma

distributed pacrpene;eHHEIH, paccpenoToyeHHbIH

L. Before you read the text discuss these guestions.

1. What is an academic library?

2. Can you name its functions?

3, What information can you find in academic libraries?

ACADEMIC LIBRARY

An academic library is a library that is attached to a higher education
institution which serves two complementary purposes to support the school's
curriculum, and to support the research of the university faculty and students. It
is unknown how many academic libraries there are internationally. An academic
and research portal maintained by UNESCO links to 3,785 libraries. According
to the National Center for Education Statistics there are an estimated 3,700
academic libraries in the United States. The support of teaching and learning
requires material for class readings and for student papers. In the past, the
material for class readings, intended to supplement lectures as prescribed by the
instructor, has been called reserves. In the period before electronic resources
became available, the reserves were supplied as actual books or as photocopies
of appropriate journal articles.

Academic libraries must determine a focus for collection development
since comprehensive collections are not feasible. Librarians do this by
identifying the needs of the faculty and student body, as well as the mission and
academic programs of the college or university. When there are particular areas
of specialization in academic libraries these are often referred to as niche
collections. These collections are often the basis of a special coliection
department and may include original papers, artwork, and artifacts written or
created by a single author or about a specific subject. .

There is a great deal of variation among academic libraries based on their
size, resources, collections and services. The Harvard University Library is
considered to be the largest academic library in the world and has the third
largest collection in the United States. Another notable example is the
University of South Pacific which has academic libraries distributed throughout
its twelve member countries.

IL. Put three questions to the fext and answer them.

M. Translate the following sentences from Russian info English.
6

1. Cornacho  ouenkam HaumoHamsHOrO ueHtpa craricTukd B cepe
obpaszosanus, B CLUA nacuutbisaetcs 3700 6ubiuorex By308.

2. Jestenpiocts OubMHOTEXH BY30B JOJDKHB OBITH HATPABAEHA MOMONHCHHE
CBOMX KOJNeKUHH.

3. Bufnrorexapn onpeaensaioT NOTPEOHOCTH MpenoaaBaTencit W CTyEHTOB, a
TAIOKE COAEPKAHHE Y4eOHBIX POrPaMM KOJVIE/KA WM YHHBEPCHTETA.

IV. Find the English equivalents for the following words and expressions.
GubiuoTexa By3a, NPHKPOIUIEHHBH K w.-n., yuebuwii nnan, FOHECKO,
HaunoHanbHbii UEHTp cratucTukd B cdepe 00pa30BaHES, JONOIHATE NEKIINH,
NOMOMHEHHe KO/UTEKUHH, OOmmpHas ko/nexnns, yueOHas nporpamwa,
BOSMOMHBIH (BEpOATHbIE)

V. Give a short summary of the text.

TEXT 3

Vocabulary
electronic library 3NexTpoHHas Gubimoreka
audio (video) material ayHo (BHASO) MaTepHan
to retrieve information H3BAEKATH uHOOpMALMIO
library collection 6ubnuoTeunsit Gona
electronic content CcolepRHMOe DaeKTporHO DulbnnoTexn
information retrieval system HHOPMAIHOHHO-NOHCKOBAs CHCTEMA
wiki pEJaKTHPYEMas CTPaHnIa
blog Gnor, HHTEpHET-AHEBHHK
advantage NPEHMYLLIECTRO
accessibility AOCTYNHOCTE

1. Before you read the text discuss these guestions.
1. What is the difference between traditional libraries and electronic libraries?
2. What are the advantages and disadvantages of electronic libraries?

ELECTRONIC LIBRARY

An electronic library (digital library) is a focused collection of digital
objects that can include text, visual material, audio material, video material,
stored as electronic media formats, along with means for organizing, storing,
and retricving the files and media contained in the library collection. Digital
libraries can vary in size and scope, and can be maintained by individuals,
organizations, or affiliated with established physical library buildings or
institutions, or with academic institutions. The may be stored locally, or
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accessed remotely via computer networks. Aan electronic library is a type of
information retrieval system.

Traditional libraries are limited by storage space; digital libraries have the
potential to store much more information, simply because digital information
requires very little physical space to contain it. As such, the cost of maintaining
a digital library can be much lower than that of a traditional library. A physical
library must spend large sums of money paying for staff, book maintenance,
rent, and additional books. Digital libraries may reduce or, in some instances, do
away with these fees. Both types of library require cataloging input to allow
users to locate and retrieve material. Digital libraries may be more willing to
adopt innovations in technology providing users with improvements in
electronic and audio book technology as well as presenting new forms of
communication such as wikis and blogs. An important advantage to digital
conversion is increased accessibility to users. They also increase availability to
individuals who may not be traditional patrons of a library, due to geographic
location or organizational affiliation.

I1. Put three questions to the text and answer them.

IIL. Translate the following sentences from Russian into English.

1. Konnexuus GmGnworexn MOMET BKMIOYaTs B cebf TEKCTHl, pasiMuHBIC
HATIISIHGIE MATEpHansl, ay/ Mo H BHACOMATEPHANL!, KOTOPble XPAHATCH HA
WIEKTPOHHEIX HOCHTENSAX B PAsMAYHBIX dopmarax.

2. Onextponnas OuOmiorexka — 2310  THN HEGOPMALNROHAO-IOHCKOBOH
CHCTEMBI.

3. BakuiuiM NPEeHMYINECTBOM 3EKTPOHHBIX GuONmoTeK sRisercs NOBEIICHAE
JOCTYITHOCTH JI1s TTONK30RATENEH.

IV. Find the English equivalents for the following words and expressions.
anexTpoHHas OnbnHorexa, n3pnekars uudopmaumo, OnOnuoTeunsiil dona,
XpanHTLEA (CoXpaHaThed), HHPOPMAMOKHO-TIOHCKOBAA CHCTEMA, COMIEPIKIMOe
anekTpoRHoi  GuGnuoTeku, TpeGosars 4.-1., TPAEMIMOHHAA OubGmmoTteka,
peAlaKTHPyeMBle CTPAHHIB B OIOTH, BOWHOE IPEHMYECTEO

V. Give a short summary of the text.

TEXT 4
Vocabulary
library science OGubnuoTekoBERCHHC
to include BEJIHOYATh
archival science 4pXHBAOBEHEHUE
agreed-upon COIIACOBAHHBIN, OB PHHATHIT
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distinction pasnHuue

librarianship Oubnuoreunoe neno

library and information GubnuoreuHo-undopmanKonHasn
science [ERTENBHOCTD

Interchangeable B3AHMO3MEHACMBIl

term MOHATHE

to differ in smth Pa3iMYaTLCH B 4.-11.

L Before you read the text discuss these guestions.

1. What is the difference between library science and librarianship?

2. What is the difference between library science and library and information
science?

LIBRARY SCIENCE

Library scienceis an interdisciplinary or multidisciplinary field that
applies the practices, perspectives, and tools of management, information
technology, education, and other areas to libraries; the collection,
organization, preservation, and dissemination of information resources; and
the political economy of information. The first American school for library
science was founded by Melvil Dewey at Columbia University in 1887.

Historically, library science has also included archival science. This
includes how information resources are organized to serve the needs of select
user group, how people interact with classification systems and technology, how
information is acquired, evaluated and applied by people in and outside of
libraries as well as cross-culturally, how people are trained and educated for
careers in libraries, the ethics that guide library service and organization, the
legal status of libraries and information resources, and the applied science
of computer technology used in documentation and records management.

There is no generally agrecd-upon distinction between the terms library
science, librarianship, and library and information science, and to a certain
extent they are interchangeable, perhaps differing most significantly in
connotation. The term library and information science (LIS) is most often
used; most librarians consider it as only a terminological vériation, intended to
emphasize the scientific and technical foundations of the subject and its
relationship with information science. LIS should not be confused
with information theory, the mathematical study of the concept of information.
Likrary and information science can also be seen as an integration of the two
fields library science and information science, which were separate at onc
point. Library philosophy has been contrasted with library science as the study
of the aims and justifications of librarianship as opposed to the development and
refinemert of techniques.




I1. Answer the gnestions to the text.

1. What is the subject of library science?

2. When was the first American school for library science found? Where?

3. What is common between library science, librarianship, and library and
information science? Are they interchangeabie?

4. What is the difference between LIS and information theory?

1L Point cut the facts that tarn out to be new for you.

IV. Find the Russian equivalents for the following words and expressions.
multidisciplinary ficld, education, to include archival science, to evaluate
information, cross-culturally, to be educated for careers, interchangeable, to
emphasize, relationship, to confuse with

V. Give a short summary of the text.

TEXT 5
Vocabulary

fibrarian GubnroTexaps
duty O6s3anHOCTD
archivist apxMBapuyc
collections development MONOMHEHNE KOJLTeKUMi
electronic resources librarians  6uGnHoTEXApH, OTBEYATONINE 32

WEKTPOHHBIE PECYPCHI
instruction librarian GubnHoTEKAPE-METOIHCT
young adults MOJIONENKE
reference CCBITIKE, PEKOMEHIANHS
systems librarian GuONHOTERADE CHCTEM
equipment ofopyaosanne

I. Before you read the text discuss these questions.
1. Whe is a librarian?

2. What types of librarians do you name?

3. What are their duties?

TYPES OF LIBRARIANS AND THEIR DUTIES

There are a lot of types of librarians and their duties can vary. It depends
on the size and type of a library.

Archivists can be specialized librarians who deal with archival materials,
such as manuscripts, documents and records, though this varies from country to
country, and there are other routes to the archival profession.
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Collections development librarians monitor the selection of books and
electronic resources. Large libraries often use approval plans, which involve the
librarian for a specific subject creating a profile that allows publishers to send
relevant books to the library without any additional vetting. All collections
librarians also have a certain amount of funding to allow them to purchase books
and materials.

Electronic resources librarians manage the databases that libraries license
from third-party vendors. School librarians work in school libraries and perform
duties as teachers, information technology specialists, and advocates for literacy.

Instruction librarians teach information literacy skills in face-to-face
classes and/or through the creation of online learning objects. They instruct
library users on how to find, evaluate and use information effectively. They are
most common in academic libraries.

Media specialists teach students to find and analyze information, purchase
books and other resources for the school library, supervise library assistants, and
are responsible for all aspects of running the library/media center. Both library
media teachers (LMTs) and young adult public librarians order books and other
materials that will interest their young adult patrons. They also must help YAs
find relevant and authoritative Internet resources.

Public service librarians work with the public, frequently at the reference
desk of libraries. Some specialize in serving adults or children. Children's
librarians provide appropriate material for children at all age levels, include pre-
readers, conduct specialized programs and work with the children (and often
their parents) to help foster interest and competence in the young reader. (In
larger librarics, some specialize in teen services, periodicals, or other special
collections).

Reference or research librarians help people doing research to find the
information they need, through a structured conversation called a reference
interview. The help may take the form of research on a specific question,
providing direction on the use of databases and other electronic information
resources; obtaining specialized materials from other sources; or providing
access to and care of delicate or expensive materials.

Systems librarians develop, troubleshoot and maintain library systems,
including the library catalog and related systems.

Technical service librarians work "behind the scenes” ordering library
materials and database subscriptions, computers and other equipment, and
supervise the cataloging and physical processing of new materials.

II. Answer the guestions to the text.

1. Why are librarian duties different?

2. What is the main duty of an archivist?
3. What types of librarians can you name?
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IIL, Translate the following sentences from Russian into English.

L. ApxuBapHyc 3aHHMaeTCs 3pPXHBHLIMH MATEPHAIAMH, TAKHME KaK [YKOITHCH,
JIOKYMEHTH H 3allHCH.

2. bubmuorexapy, OTBEHAIOLIME 34 SACKTPOHHEIC PECYPChl, YIpanisioT Gasamu
JTAHHBIX, KOTOPBIe GROIMOTEKN IHIEHIHPYIOT OT CTOPOHHHX NOCTABLIHKOB,

3. bubnnoTexapL-METO/HCT YYHT NOALIOBATENeH HAXOAHTL, OUESHHBATE H
sthhexTHBHO HeMOAB30BATE HHPOPMALIAID.

4. Bubnuorexapr-cnennamcrst CMUA Takxke JOMKHBI MOMOYBL MOJNOASKH
HaliTH aKTyAIBHEIE H JOCTOBEPHEIE HHTEPHET-PECYPCHL

5. buGimorexkapn CHCTeM YCTPanflOT HETMONAAKH W TO/UIEPRHBAIOT
OHGIHOTEYHBIE CHCTEMEL, B TOM THCIIE H HJISKTPOHHBI KaTaior.

IV. Find the Russian equivalents for the following words and expressions.
manuscript, collections development librarians, selection of books, face-to-face
classes, to evaluate, library users, to be responsible for smth, YAs, authoritative,
public service librarians, reference, systems librarians, library catalog, to work
"behind the scenes”

V. Give a short summary of the text.

TEXT 6

Vocabulary
The British Library BpuTanckas bubmorexa
historical items HCTOPHUCCKHE MATEPHATE]
content acquisitions TIONOJTHEHHE KHIDKHOTO donna
reading room YHTANBHBIH 387
the Department for Culture, JlenapraMenT KyILTYPH, CPeACTB
Media and Sport maccosoii HHopmaLHH 1 cnopTa
purpose-built CIHeNHATHIHPOBAHHEIN, CTICIHANBHEIR
ejournal SEKTPOHHEIH XKypHAT .

1. Before you read the text discuss these questions.
1. Where is the British Library situated?

2. When was it found?

3. What is the mission of this library?

THE BRITISH LIBRARY

The British Library is the national library of the United Kingdom. The
library is a major research library, holding over 150 million items from many
countries, in many languages and in many formats, both print and digital: books,
manuscripts, journals, newspapers, magazines, sound and music recordings,
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videos, play-scripts, patents, databases, maps, stamps, prints, drawings. The
Library’s collections include around 14 million books, along with substantial
holdings of manuscripts and historical items dating back as far as 2000 BC. The
British Library is the largest library in the world by number of items catalogued.
However, such metrics are of limited utility due to the variety of cataloguing
methods employed by institutions.

As a legal deposit library, the British Library receives copies of all books
produced in the United Kingdom and Ireland, including a significant proportion
of overseas titles distributed in the UK. It also has a programme for content
acquisitions. The British Library adds some three million items every ycar
occupying 9.6 kilometres (6.0 mi) of new shelf space.

The library is anon-departmental public body sponsored by
the Department for Culture, Media and Sport. It is located on the north side
of Buston Road in St Pancras, London and has a document storage centre and
reading room near Boston Spa, 2.5 miles (4.0 km) east of Wetherby in West
Yorkshire.

Part of the library was originally a department of the British Museum and
from the mid-19th century occupied the famous circular British Museum
Reading Room. It became legally separate in 1973, and by 1997 had moved into
its new purpose-built building at St Pancras, London.

Electronic collections

Explore the British Library is the latest iteration of the online catalogue. It
contains nearly 57 million records and may be used to search, view and order
items from the collections or search the contents of the Library's website. The
Library's electronic collections include over 40,000 ejournals, 800 databases and
other elecironic resources. A number of these are available for remote access to
registered St Pancras Reader Pass holders.

IL. Put five questions to the text and answer them.

IIL. Translate the following sentences from Russian into English.

1. Bpuranckas bubuoTexa sBaseTcs HAIMOHABHOH
Gubnmorexoll BenukoOprTaHnn. .

2. B dounax OubIuoTEKH HMEETCA 0KON0 14 MIH. KHHT, 3 TAIOKE 3HATHTENLHOE
KOJIA49ECTBO PYKONRCE.

3. Bpuranckas OnOnmorexa spisercs kpynHeimeli 6uGnuoTexoii B Mupe mo
YHCAY KaTANOTHIMPOBAHHBIX SIUHHLL.

4. B 6HDHOTEKE CYNECTBYIOT MPOrpaMMB JUIA nononHen:ia poHaa. Exeronio
proBpeTacTea OKONO TPEX MIVLIHOHOB €XHHHIL.

5. DnexrpouHpiit donn Oubmmorexm Bxmoualor B ceba Gomee 40 Tuic.
3MEKTPOHHEIX 3ypHanos, 800 6a3 AaHHBIX H APYTHE MIEKTPOHHBIE PECYPC.
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IV. Find the English equivalents for the following words and expressions.
HanuonansHas OGuOnmorexa, WCTOpHYECKWE MarepHambl, 0a3s Jaumnbx,
PYKOMHCH, MOJYIATH SK3CMILIADSI KHWF, NpoOrpaMma nononuexnus ¢omna,
YNTATRHBI 347, MEPBOHAYATLHO, CHENWANBLHOS 3RAHWE,  Y/IICHHBIH
(ancranuuoHHLIH) JocTyn

V. Give a short summary of the text.

TEXT 7

Vocabulary
the Library of Congress Bubnuorexa Korrpecca
to establish OCHOBATE, YYPEIHUTH
to sign a bill TIONTHCATh 3aKOHONPOSKT
legislation 3aKOHOHAATENBCTBO
valuable LEeHHBIH
subject HpenMer, TeMa, BOIPoC
to authorize paspeniHTh, NOPYYHTH
contents COAEPAHME, CMBICH

L. Before you read the text discuss these questions.
1. Where is the Library of Congress situated?

2. When was it found?

3. What is the mission of this library?

HISTORY OF THE LIBRARY

The Library of Congress was established by an act of Congress in 1800
when President John Adams signed a bill providing for the transfer of the seat of
government from Philadelphia to the new capital city of Washington. The
legislation described a reference library for Congress only, containing "such
books as may be necessary for the use of Congress - and for putting up a suitable
apartment for containing them therein.,."

Established with $5,000 appropriated by the legislation, the original
library was housed in the new Capitol until August 1814, when invading British
troops sef fire to the Capitol Building, bumning and pillaging the contents of the
small library.

Within a month, retircd President Thomas Jefferson offered his personal
library as a replacement. Jefferson had spent 50 years accumulating books,
"putting by everything which related to America, and indeed whatever was rare
and valuable in every science"; his library was considered to be one of the finest
in the United States. In offering his collection to Congress, Jefferson anticipated
controversy over the nature of his collection, which included books in foreign
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languages and volumes of philosophy, science, literature, and other topics no.
normally viewed as part of a legislative library. He wrote, "I do not know that it
contains any branch of science which Congress would wish to exclude from
their collection; there is, in fact, no subject to which a Member of Congress may
not have occasion to refer.”

In January 1815, Congress accepted Jefferson's offer, appropriating
$23,950 for his 6,487 books, and the foundation was laid for a great national
library. The Jeffersonian concept of universality, the belief that all subjects are
important to the library of the American legislature, is the philosophy and
rationale behind the comprehensive collecting policies of today's Library of
Congress.

Ainsworth Rand Spofford, Librarian of Congress from 1864 to 1897,
applied Jefferson's philosophy on a grand scale and built the Library into a
national institution. Spofford was responsible for the copyright law of 1870,
which required all copyright applicants to send to the Library two copies of their
work. This resulted in a flood of books, pamphlets, maps, music, prints, and
photographs. Facing a shortage of shelf space at the Capitol, Spofford convinced
Congress of the need for a new building, and in 1873 Congress authorized a
competition to design plans for the new Library.

In 1886, after many proposals and much controversy, Congress
authorized construction of a new Library building in the style of the Italian
Renaissance in accordance with a design prepared by Washington architects
John L. Smithmeyer and Paul J. Pelz.

The Congressional authorization was successful because of the hard
work of two key Senators: Daniel W. Voorhees (Indiana), who served as
chairman of the Joint Committee from 1879 to 1881, and Justin S. Mourill
(Vermont), chairman of Senate Committee on Buildings and Grounds.

In 1888, General Thomas Lincoln Casey, chief of the Army Corps of
Engineers, was placed in charge of construction. His chief assistant was Bernard
R. Green, who was intimately involved with the building until his death in 1914.
Beginning in 1892, a new architect, Edward Pearce Casey, the son of General
Casey, begantosuperwsclhemtemrmrk.uwludmgsmlpﬂmlandpmmed
decoration by more than 50 American artists.

When the Library of Congress building opened its doors to the public on
November 1, 1897, it was hailed as a glorious national monument and "the
largest, the costliest, and the safest” library building in the world.

IL Put five questions to the text and answer them.

IIL Translate the following sentences frem Russian into English.

1. 3axoHOAETENECTBO REIAGIHAO 5 THIC. JO/NIAPOB Ha Co3nanue GubinoTexn,

2. Corsacuo npunuuiry ynusepcansiocts Tomaca JDredupepcona, Boe KHUIH
BaUKHBL H IICHHBI JUIS aMEPUKAHCKOTO HApOAa.
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3. B pesynerare yBenHueHHs KOTHIECTEA KHM, Gpoirop, kapr, dororpadmuii,
CKYTIBITYDP, OHOMHOTEKA CTONKHYJIACK ¢ HEXBATKOH MECT Ha NoJKax.

4. Cnoddopn ybenun Komrpecc B HEOBXOIMMOCTH CTPOHTENECTBA HOBOFO
KTEL T

5. Koraa Bnbmuorexa Konrpecca oriphiia asepu s nioceratetedl B Hosbpe
1897 r., ee BCTPETHIH KAK HANHOHANEHEIH MAMATHHK,

IV. Find the Russian equivalents for the following words and expressions.
to establish The Library of Congress, to sign a bill, original library, contents,
volume, branch of science, The Jeffersonian concept of universality, to face a
shortage, copyright applicants, to authorize

V. Give a short summary of the text.

TEXT 8

Vocabulary
the Library of Congress Bubmiotexa Konrpecca
mission ek, NpeAHasHaueHHe
library collection Gubnmoreunsiit gomn
administrative branch AIMHHHCTPATHBHOE TI0(pasfielenne
Congressional Research Service  Hccnenosatenscian ciyx6a Korrpecca
Copyright Office Biopo perncTpauun asTopeKHx npag
Law Library bubnnoTexa opunuyeckoii treparypsl
to promote TIPOABHT&TS, [IO//ICPIKHBATE
volume TOM, KHHT2
long-term AOATOCPOYHBIH

L. Before you read the text discuss these questions.

1. What facts about The Library of Congress do you remember from the
previous text? ;

2. When was it found?

3. What is the mission of this library?

WELCOME MESSAGE FROM THE LIBRARIAN OF CONGRESS

The Library of Congress is the nation's oldest federal cultural institution
and serves as the research arm of Congress. It is also the largest library in the
world, with millions of books, recordings, photographs, maps and manuscripts
in its collections.

The Library's mission is to support the Congress in fulfilling its
constitutional duties and to further the progress of knowledge and creativity for
the benefit of the American people.
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As Librarian of Congress, 1 oversee the many thousands of dedicated staff
who acquire, catalog, preserve, and make available library collections within our
three buildings on Capitol Hill and over the Internet. I am pleased that you are
visiting our Web site today, and 1 invite you return to it often.

Library Organization

An agency of the legislative branch of the U.S. government, the Library of
Congress encompasses several integral service and support units, listed below.
You may also download a PDF of the Library's organizational chart .Adaobe
Acrobat Reader is required to view this document.

Office of the Librarian

The mission of the Office of the Librarian is to set policy and to direct and
support programs and activities to accomplish the Library's mission. The Office
of the Librarian is the administrative branch of the Library of Congress and has
overall management responsibility for the Library.

Congressional Research Service

CRS exciusively serves Congress by providing confidential, objective and
authoritative research and analysis to help inform the legislative debate.

Copyright Office

The mission of the Copyright Office is to promote creativity by
administering and sustaining an effective national copyright system.

Law Library

Congress established its Law Library in 1832, recognizing its need for
ready access to reliable legal materials. The Law Library has grown over the
years to become the world’s largest law library, with a collection of over three
million volumes spanning the ages and covering virtually every jurisdiction in
the world.

Library Services

The mission of Library Services is to develop qualitatively the Library's
universal collections, which document the history and further the creativity of
the American people and which record and contribute to the advancement of
civilization ana knowledge throughout the world, and to acquire, organize,
provide access to, maintain, secure, and preserve these collections.

Office of Strategic Initiatives i

The mission of the Office of Strategic Initiatives is to support the
Library's vision and strategy by directing the overall digital strategic planning
for the Library and the national program for long-term preservation of digital
cultural assets.

Office of Support Operations

Several offices that provide essential services to all service and support
units within the Library make up this unit. These include Integrated Support
Services, Human Resources Services and the Office of Security and Emergency
Preparedness.




IL Answer the guestions to the text.

1. What units does the library have?

2. What are the missions of Congressional Research Service and Copyright
Office?

3. When was Law Library found?

1. Translate the following sentences from Russian into English,

1. Hemsio 6uGmiotexn sBasercd nouiepika Kourpecea B BHIOTHEHHH CBOAX
KOHCTHTYIHOHHBIX 00A3aHHOCTEH.,

2. bubnnorexa Kourpecca Bkimouger B ce0fi HECKONBKO BCIIOMOTATE/IBHEIX
nozxpasaenenmii.

3. Konrpece yupennn GnGiHoTeKy IOpRIHdeckoli mutepatyps B 1832 roay,
NpH3HARas HEoOXOAHMOCTE JOCTYNa K JOCTOBEPHLIM MPaBOBBIM JOKYMEHTAM.

IV. Find the Russian equivalents for the words and expressions.
federal cultural institution, for the benefit of smth, dedicated staff, to
accomplish, administrative branch, Library Services, to preserve, Office of
Strategic Initiatives, to support, Office of Support Operations

V. Give a short summary of the text.
TEXT 9
Yocabulary
to have a bigimpact on smth  mmeTs Gonbioe BIEAEHE HA Y.-I1.
association accounaund, ofseunenne
American Library Association Bu6mioreunas Accoumauus CIIIA
librarianship 6ubnmmoTeunoe Aeno
1o focus on smth COCPEIOTOUNTE BHHMAHKE HA 4.-]1,
subdivision nozApasiecHue
newsletier Gromnerens, urdopmaunonuas
paccsuUIka
skillset Habop HaBRIKOB
academic flibrary bubimoTexa Bysa

L Before you read the text discuss these questions.

1. What do you know about American libraries?

2. Are American libraries similar to our libraries? What's the difference between
them?

THE ASSOCIATIONS ALL NEW LIBRARIANS SHOULD KNOW.,
PART1

There are many associations related to the library field. Taking a closer
look at these is very important for all new librarians since they’ll have a big
impact on various aspects of one's career.

Here are some of the main associations that new librarians need to
familiarize themselves with.

American Library Association (ALA) — This is the primary association
that needs to be learned about. It is devoted to helping improve the overall field
of librarianship in a variety of different ways. It publishes a newsletter as well as
anews magazine, and is located at the University of Illinois at Chicago.

Library Associates — This group has been around since 1986 and is
focused on offering professional level support for libraries around the nation of
all sizes. It offers things like staffing services, consulting, processing,
cataloging.

Association of School Librarians ~ This is a subdivision of the ALA. As
its name suggests, it provides references and resources to school libraries around
the country. The organization works to help through things like grants, online
courses, (Q and A services, and more.

Association of College and Research Libraries (ACRL) — This is another
division of the ALA and it focuses on helping enhance the services and
capabilities of research libraries and university based academic libraries. This
group releases a regular newsletter and also provides numerous resources that
libraries can use to enhance their services significantly.

Library and Information Technology Association (LITA) — Yet another
subdivisions of the ALA, LITA is focused on helping to integrate information
technology into the library world. The organization makes it much easier for
libraries to utilize the latest technologies to enhance their overall level of service
to patrons.

Public Library Association (PLA) — This group is committed to improving
the effectiveness of public libraries and helping boost the skillset of public
librarians. It offers communication, education, advocacy,. and other resources
and also publishes the Public Libraries Magazine.

II. Answer the questions to the text.

1. What is American Library Association? What's its function?
2. When was LA found?

3. Can you name subdivisions of ALA?

4. What services does ACRL offer?

5. What is Public Library Association? What's its function?



1. Translate the following sentences from Russian into English.

1. Cymecreyer MHOXECTBO acconmanmil, CBA3ANNLIX ¢ GuGIHOTEYRON cepoii.
2. Dra accouHanMs npH3BAHA YAYYUmMTH 06nNAcTe GuOMMOTEWHOrO neMA B
PaIHHEIX €ro acmekTax.

3. bubimoreynoe olneMHEHAE NPELTAraeT TaKHE YCAYTH KAK, KOHCANTHAT,
obpabotka n karanornzaumns.

4. Acconmaums splieAeT cyGeHaEn, TPOBOAMT OHJIAHE KypeHl K peaymsyer
HPOrpaMMYy «BOMPOCHI-OTBETEI».

5. Accoupamis  nybnwunnix  GmGmdorex  npenoctamier  GubnHOTEKaM
WHOPMARHOKHEIE, 00pazoBaTeTbHbIE, IOPHANYECKUE H APYTHe pecypeel.

IV. Find the Russian equivalents for the following words and expressions,
to be devoted to smth, to publish a regular newsletter, Q and A services,
Association of College and Research Libraries, to release a newsletter, to
provide numerous resources, Library and Information Technology Association,
level of service, to boost skillset, advocacy

V. Give a short summary of the text.

TEXT 10
Vocabulary
publication nyGAHKAUAS, H3nanue
to be related to smith. OBITE CBA3AHHEIM C Y.-JI., OTHOCHTHCH K
91,
goal Iens, 3a7a4a
to increase HOBLIIATH, YBENHYHBATE
information unthopmanus, HEhopMatHOHHEH
to raise funds IPHBAEKATE CPEACTRE, COOMPATE MEHETH
to highlight BBLIENHTE, OTMETHTL
overall Beeobmuil; Bceobbemmoniuii;
field 0b67acTs, cepa aesrensHOCTH

I. Before you read the text discuss these questions.
1. Do you remember subdivisions of ALA from the previous text?
2. Can you name its functions?

' THE ASSOCIATIONS ALL NEW LIBRARIANS SHOULD KNOW.
PART 2

Association of Research Libraries (ARL) — This is the official association
for research libraries, and it provides information, career resources, publications.
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American Theological Library Association (ATLA) — This group has
more than 650 professional members. It's focused on religious or theological
fields and libraries related to those subjects.

Music Library Association (MLA) — The MLA is an organization that
focuses on providing support services to libraries that host music materials.
Many libraries have large collections of sheet music as well as recordings, and
this group helps oversec these types of items.

North American Sport Library Network (NASLIN) — This group’s overall
goal is to help foster strong resource sharing and communication among all
sports librarians and libraries and to help communicate with various related
organizations.

American Society for Information Sciences (ASIS) — While not
technically a library association, the ASIS is vital for libraries due to the
increasing reliance of information technology in the librarianship field. It helps
provide information on techniques, theories, and technologies that can improve
libraries and their ability to access and offer information.

United for Libraries ~ This organization is made up of more than 2,000
member groups. It focuses on helping to teach local communities around the
couniry with developing «Friends of the Library» type organizations that will
raise funds to help local libraries as well as promote the overall importance of
these historic institutions.

Nothing operates in a vacuum, and this is true of libraries as well. This list
of organizations should help highlight just how many different groups are out
there committed to helping enhance the overall effectiveness of libraries around
the nation. It’s actually just a short, partial list, and many additional groups do
exist. Those entering the librarianship field will want to become familiar with
the many different groups out there committed to helping libraries.

II. Answer the questions to the text.
What is ARL? What's its function?
2. Can you name function of American Theological Library Association?
3. What's the difference between MLA and NASLIN?
4. What services does ASIS offer?
5. What is the function of «Friends of the Library»?

II. Translate the following sentences from Russian into English.

1. Ora opunmansuas acconuanus NPeIHAsHAYENa ANA HAYIHEIX GuGmHoTeK.

2. Bo wmmornx GuGmuorexax ecth GONBIIME KONTEKUMH HOT W 3amdced, ®
ACCONHMALHS NOMOTAET OCYIHECTBIATE KOHTPOML 32 ITHMH eIHHHIAMH.

3. Iporpamma «JIpy3es GHOMHOTEKH» HANPABNCHA HA NPHBICYEHAE CPEACTB,
KOTOpEIE OMOT'YT B AanbHeHITeM MecTHEIM GHGmIoTeKam.
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IV. Find the Russian equivalents for the following words and expressions:
research libraries, publications, sheet music, recordings, NASLIN, to be vital for
smth, to increase reliance, to develop, local libraries, to promote

V. Give a short summary of the text.

TEXT 11

Vocabulary
records manager JOKYMEHTOBE/,
organization topmupoBatue
storage XpaHeHHe
record 3anucH
records management HAEI0NPOH3BOACTBO
circulation 060poT JAOKYMEHTOB
bar code check-out system CHCTEM2 IPOBEPKH IITPUX-KOAA
retrieval o0paboTka foKyMeHTa
creation odopmienne

L Before you read the text discuss these guestions,

1. Who is a records manager?

2. Can you name his duties?

3. Is it necessary to know records management nowadays?

A RECORDS MANAGER. JOB DESCRIPTION

A records manager (an RA) is in charge of the organization and storage of
a variety of records for a company or busincss. One of the most common forms
of records management comes from the medical field where charts and doctors
notes are kept in a patient's file to be examined at a later date. But records can be
kept in any kind of business, physically or electronically.

Organization Skills. A records manager must be a great organizer. A
manager will be asked at any time to locate a specific record and must be able to
do so promptly. To do so, the manager must have a filing system in place that
will allow them to locate the file. Sometimes that is an alphabetic system, while
other companies utilize a numbers-based system. Still others use a combination
of the two. The important aspect is that the records manager understands the
system in place.

Storage. A records manager must keep files stored in a safe place.
Depending on the importance of the records, they could be kept in anything
from a fire-proof vault to simply a large bookshelf. Records should also be
stored in a way they are easy fo get to. In most cases, this means storing records
side-by-side vertically rather than horizontally, one on top of the other.
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Circulation. Certain records are allowed to circulate through the business
that they belong to. For example, patients' charts circulate throughout the
hospital or clinic the patients currently are, as the doctors will need to see them.
A records manager is in charge of allowing the circulation of records in a way
that the manager will be able to locate them Iater, through some kind of bar code
check-out system or by strictly memory.

Retrieval. Following circulation, the records manager is in charge of
getting the records back into storage. Whether this means calling up the person
who claimed the records and having them bring it back, or physically walking to
where the record is and retrieving it, depends entirely on the business.

Creation. In certain cases, a records manager may be in charge of
physically putting together the initial record. For example, if a new patient is
admitted into a hospital, the records manager may have to physically put the
patient's chart into a record before the initial filing. The reason the records
manager controls this is because that person has the most experience for what
information must be included on the actual record to help store it most
effectively,

II. Answer the questions to the text.
Where is records management used?

2. How is it important?

3. What is a records manager in charge of?

IIL Translate the following sentences from Russian into English.

1. Jloxymenrtosen otBeuact 3a (JopMHpOBAHME H XPaHEHHE Pa3IMMHEIX 3auHCceH
KOMITaFHH,

2. JIOKYMEHTBI XpaHaT KaK B OTHECTOHKOM ceiide, Tak 1 Ha KumKNOH MoJKe, B
38BHCHMOCTH OT HX BAXKHOCTH.

3. Ornenuiple JOKYMEHTH HPOXOAAT PASIH4HbIE ITANB 06PaGOTIH.

4. Tlocne 06paboTky JOKYMEHTOBE] OTBEYEET 33 NOTYUeHHe 3amucH obpatHO
NS XpaHenHA.

IV. Say whether these statements are true or false, :

I. A records manager (an RA) is in charge of all staff.

2. Many forms of records management come from chemistry.

3. A records manager must be a great organizer.

4. The main duties of a RA are organization, storage, circulation, retrieval and
creation of records.

5. A director imust get the records back into storage.

V. Give a short summary of the text.




TEXT 12
Vocabulary
level of knowledge YPOBCHb 3HAHUMH
to get an education TONy KT 0DpasoBanne
archival studies APXHBHOE L0
information management ynpasiense uudopmanneii
degree program ApOrpaMMa BHICHIEr0 06pasoBaHs
Association of Records Mangers  accouMalus MEHEKEPOB H
and Administrators AAMHHHCTPATOPOB
available free obieaoCcTynHbi
on the job training CT&AKHPOBKA, NpaKTHHieckoe oGydeHne
Ges oTpeisa 0T paboTsl
on the job 8 npouecce paGoTel, Ha pafouem MecTe

1. Before you read the text discuss these questions.

1. What routes do you know to become a records manager?

2. What is the shortest one? Why?

3. Is it necessary to have a high level of knowledge and skill to become a
records manager?

EDUCATION AND TRAINING OPPORTUNITIES IN RECORDS
MANAGEMENT

Records management is an interesting and rewarding occupation. Many
people in Canada want to get a job in records management. If you want to join
this field, you will need a certain level of knowledge and skill. There are a
number of routes that you can take in records management.

Degree in information management, archival studies, or library studies -
these are usually graduate degree programs. You must have a bachelor degree in
order to enroll in these programs. They are offered at universities across Canada.

Diploma in information management, records management, or archival
studies - these diplomas are offered by technical and community colleges. You
usually need a high school diploma to enroll in these programs. Some programs
are offered through correspondence or distance learning.

ARMA International correspondence courses - ARMA is the professional
association for records managers in Canada and the United States. It offers
comrespondence courses in records management: hitp://www.amma.org. Soine on-
line information sessions are available free of charge to members.

Institute of Certified Records Managers - If you have the required level of
education and experience, you can take the Certified Records Manager
examinations. The people who pass the exams can call themselves a Certified
Records Manager (CRM). http://www.icrm.org/
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On the _job training - Many people learn records management on the job.
If you take this route, find a good mentor and take as many records management
courses and seminars as you can find,

IL Put five questions to the text and answer them.

II1. Find the English equivalents for the following words and expressions.
JlenonpousroacTRe, NOMYUHTS (YCTPOHTHCA Ha) paGoTy, HABKIK, APXHBHOE IEN0,
ynpaenenue aHdopmanucH, crenenp OakanaBpa, Kypebl 3a04HOTO OOyHeHHS,
CAATh JK3EMEH, JHTLIOMHPOBAHHEIH JOKYMEHTOBE, PYKOBOAHTENE (HACTABHHK)

IV. Say whether these statements are true or false.

1. Records management is an interesting and rewarding occupation in Canada.
2. Records management requlms a very high level of knowledge and skill.

3. You can get an education in records management at university or college, as
well as through correspondence or distance learning.

4. ARMA t_)ffers Flertiﬁed Records Manager examinations.

5. ARMA is the international professional association for records managers all
over the world.

6. On the job training is the shortest route to become a records manager.

V. Give a short summary of the text.

TEXT 13

Vocabulary
gradl_lation examinations FOCYJ3PCTBEHHBIE JK3AMEHE]
Applicant KaHAUAAT HA JOJDKHOCTS, NPETEHIEHT
Resume pestonme, ankera
to draft a resume COCTABIATH PE3OMe
work experience etk paboThl
curriculum vitae (CV) asrobrorpadus, pesiome
career objective KaphepHas medb
internship J MPAKTHKA, CTAKAPOBKA
key responsibilities OCHOBHEIE 003aHHOCTH

L. Before you read the text discuss these questions.
1. What is a CV (resume)?

2. What kind of information does it contain?

3. Who writes a CV? Why?

4. Is it easy to write a CV?




ot

JOB HUNTING. RESUME

As soon as students pass their graduation examinations, they start looking
for a job. The first job in a graduate's life determines the course of his career.
The applicant can get the best job only when he uses a profmcsn'onally drafted
resume for his job search. Since graduates have no work experience, most of
them end up making mistakes in job search. Resume writing is one of such
mistakes. Drafting a resume for a student is far different from drafting a resume
for an experienced candidate. Experienced candidates have years of experience
to support their claims of being confident at hand!mg responsibilities. So, unlike
an experienced candidate’s resume, qualifications and key skills are the
highlights of a graduate’s resume. Secondly, student mdidates need to be
zealous in their approach. It's not experience but the ambition that helps them
move ahead in their carcer. Remember these points when you develop a resume.

Tips for graduates to draft a Ccv:

Use A4 size paper that is bright white in color.
Use a formal font of size 12.

Keep the CV length restricted to 2 pages.
Make categories for writing information.

Start the CV with career objective.

Give details of internship and project wog‘k under Experiepce Section and
highlight the key mponsihiiilieshmdleddunngtmscmrseaf time.
Include details of hobbies and voluntcering work undertaken during your
studies.

End with reference.

I1. Answer the questions mthe;exl. s
Why is the first job important for peopie:
2 Wgaldo&ajdjnappﬂcantsendwmeorgwﬁzaﬁonwhemhewmfsmwork?
3. How does an experienced candidate’s CV differ from a graduate’s one?
4. What should the graduate highlight in bis CV?
5. What helps graduates move ahead in their career?

111, Find the English equivalents for the following words and expressions,
[ocynapcTBEHHBE IK3aMEHb, COCTABIATH pe3ioMe, NPETeHACHT, ONbIT padoThl
(crax paGoTsi), ONBITHLIA KAHHAAT HA ZIOAKHOCTE, ObiTE YBEPEHHbIM, COBET,
KapbepHas Lefb, IPAKTHKI, OCHOBHLIE 0043aHH0CTH

IV. Say whether these statements are truc or talse.

1. A resume should be printed on bright white A4 size paper.
2. A resume must be as long as possible. )

1. The information must be organized in categones.
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4, The career objective must foliow Qualifications and Skills section.
5. Experience section must include details of internship and hobbies.
6. The reference section is the last section of aCV.

V. Give a short summary of the text.

TEXT 14
Vocabulary
cover letter COTMPOBOAHTENBHOE TTHCEMO
employer paboroaaresb
business etiquette HOPMBI JAEJIOBOr0 0OIIEeHNs, NeNoBoH
ITHKET
convince YGexnars, yBEpATE
to be targeted to smb GLITH OPHEBTHPOBAHHEIM Ha K.-JT.,
HANEJICRHBIM Ha K.-JL.
background OMNBIT, MPEINOCLUIKA, NOATOTOBKA
communication skills HaBEIKY o0menns
availability date nara, ¢ koTopoil MoXeTe PHCTYIHTE K
pabore
to follow-up CNEAHTE, NPOCIEIHTE, OTCIEKHBATE

L. Before you read the text discuss these questions.
1. What is a cover letter?

2. Who writes a cover letter?

3. Are there any rules for writing this type of letter?

RULES FOR WRITING A GOOD COVER LETTER

When applying for a job an applicant sends his CV and an application
letter, also called a cover letter, to the employer. The cover letter accompanies
and introduces your CV (so called because you place it on top of, and thus
cover, your CV). Don't send a resume without a cover letter. It's just good
manners and appropriate business etiquette to include a cover letter with your
resume.

Explain why you are sending a resume. Don't make the reader guess what
you are asking for. Be specific: Do you want a summer internship opportunity,
or a pcrmanent position at graduation; are you inguiring about future
employment possibilities?

Tell specifically how you learned about the position or the organization -
an advertisement in a newspaper, & flyer posted in your department, a web site,
a family friend who works at the organization. It is appropriate to mention the
name of someone who suggested that you write.
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i letter wil: be seen
Convince the reader to look at your resume. The cover
i i that employer.
first. Therefore, it must be very well written and targeted to ! .
i Call atiention to elements of your background — educanon, lsad%szlp,
experience — that are relevant to a position you are seeking. Be as specilic a5
ible, using examples. .10 _

e Show your aftitude, personality, ~motivation, enthusiasm, and
communication skills. 3 T = -

Provide any information specifically reque§ted_ in a job advertisernent
might not be covered in your resume, such as availability date, or reference to an
attached writing sample. _ :

lndicatll:lg what you will do to follow-up. Apphf:anr.s often say something
like *T look forward to hearing from you.” However, if you have further om:lm‘:t
info (e.g. phone number) and if the employer hasn't sm'd no ph?ﬂe f:alls, it's
better to take the initiative to follow-up. saying _snmethmg hke, 1 \.mll contact
you in the next two weeks to see if you require any additional information

regarding my qualifications.”

uestions to the text.
%xlm?m send a cover letter together with the CV? Why (not)?
2 Does it contain any additional information that a CV lacks? -
3. What applicant’s skills does a cover letter demonstrate £0 an INIETVIEWET:
4, Why are these skills important for a career?

ITL. Translate the foﬂowingsutentes&omltussiaﬂinto]!‘.ngﬂsh.

1. He ornpasasiite Bame pesioMe 6e3 cONpOBOIHTENLHONO NHCHMA.

2. Coriacso HOpMaM  J0BOrO obncHns, HeoOXOmMMO  MPUIOKETL
COIPOBOJMTENRHOE MHCEMO K PE3IOME.

3. ViakuTe, Xak Bbi y3HAIH O BAKAHCHH I OPraH3aLaR.

4. V6enuTe paboTOsaTENd PACCMOTPETE HMEHHO Baiite pestoMe.

5. IlpencrasbTe AONONHHTENBHYIO uHGOPMALTIO, KOTOPYIO BOSMOMKHO HE
yKasany B CBOEM PEIOME, Hanpumep, Aaty, ¢ koTopoil Bel MOXeTE NPHCTY UTH
Kk pabore.

IV. Find the English equivalents for the following words and expressions:
Pestome, CONPOBOJMTENLHOE MHCHMO, oOLACHHTh, pEKIaMa B rasere, yGemuTs
unTares, GiTh OPUEHTHPOBAHHBIM HA K-l OnRKET, JATA, C KOTOPOH MO)KE’I‘;
NPECTYNHTS K paboTe, NpOABHTE HHHUMETHBY, HYXIATHCH B JIONOIHHTEABHO
uHpOPMALIHA

V. Give 2 short summary of the text.
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TEXT 15

Vocabulary
job interview cobecenosanue
to pass a job interview npoiity cofecenosanue
references PEKOMERAAUHH, PEKOMEHAATENLHEIE
TIMCEMA
resume peztome
cover letter COTPOBOAMTENHHOE MHCEMO
interviewer nposoasumii cobecenopanne
job description IOIKHOCTHBIC 00A3AHHOCTH
to maintain eye contact MOIEPIKHBATE 3PHTEITLHBIH KOHTAKT
to receive a response NOIYYRTH OTBET
to succeed HMETH YCeX, JOCTHTATE NeTH

I. Before you read the text discuss these questions.
1. What is a job interview?
2. Have you ever been interviewed? Was it successful?

PERFORMING WELL IN A JOB INTERVIEW

It is always challenging to succeed in a job interview.

‘You have to compete with many candidates for the same position and you
never know your odds till you receive the desired phone call.

How to pass a job interview? Here are some tips:

1. Prepare all necessary paperwork including your resume, references,
portfolio (if necessary) and cover letter. Look over all documents for typos and
gramumatical errors.

2. Research information aboul the company, as well as your interviewer if
you know that person's name ahead of time. You will make an impression 2s a
serious candidate if you come to the interview with some background
knowledge about the company. Knowing your interviewer's name and some
details about that person's role in the company can help you have a more
conversational dialogue during your interview, which often leads to the
interviewer forming a more positive impression.

3. Anticipate and practice your answers to common interview questions.
Frequently asked interview questions include: "What is your most difficult
work-related challenge?” "Why are »ou a good fit for this company?” "What is
your biggest strength?” and "What is your biggest weakness?" Come up with
answers that are sincere, but still reflect positively on you as a candidate.
Interviewers will often ask if you have any questions during or after the
interview. Asking a question shows you are engaged in the conversation. so
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come up with a list of questions to ask so youdnre prepared in case you can't
with one quickly when you are prompted.
o Irlip Pick out an outfit that makes you look pmfessmna.l and feel confident.
In most cases dark-colored suits are appropriate for interviews, unless you
are interviewing for a job with a very cagual dress code, in which case dress
pants and a clean, collared shirt are appropriatc. e
5. Arrive 15 minutes prior to your inlerview ume.
If your interview is in an unfamiliar area, drive to the location the day before 10
mkﬂsmeynuaren’tlamhecwscyougotlost. o _ ¥y
Stay busy as you wait, writing notes or IEVISWINg the job description and
company information. Keep documents and materials in your left hand so you
nrep:epnredtogetupaudshﬂkehands as soon as the interviewer comes out to
yguﬂlme-ta!dng makes you appear engaged and well-organized. It als:o
helps y;m remember important details and names, which can be useful later i
the interview, or when you are making follow-up contact. Be c':an:ful to oply
take brief notes when necessary to take any at all, since extensive note-taking
. tiu 7 - 3 .
“ be_: Ensure %hat you maintain eye contact with the interviewer, and to give
nt answers. : s
cuﬂﬁdg‘ Make a follow-up phone call if you haven't received a response within
interviewer's stated timeline. .
?fl;gluate not selected for the j .askfnrﬂwrcasonswhyanoﬂmrcand:. date was
chosen over you. This information can help you succeed during future
interviews.

nrutﬁwqwsﬁonsmthemtmdamwerthm

_ Translate the following sentences from Russian into English.
Elllp?nepsw Bee JOKYMEHTH HA HANHUHE ONEHaTOK H rpaMMATHYECKHX
oumboK.

2. Tpopymaiite OIBETEl Ha PacIpOCTPaHEHHbIC BOTIPOCE], 3871aBAEMbIC Ha
co6eceoBaHmiX.

3, TlpuxoanaTe 3a 15 MUHYT A0 Hauana cobecenoBaHus.

4. V6enurecs, 9o Bbl MOLIEPIKUBACTS 3pHTENEHBIH KOHTAKT € COTPYAHHROM,

B coGeceopaiue. OTaeualiTe yBEPEHHO.
g?oﬁcnﬂ Bac me m3iid Ha paboTy, CNPOCHTE NPHUHNEL, noueMy BuOpaim
JIpYTYIO KaBaUIATY P

i i i rds and expressions:
IV. Find the Russian equivalents for the following words ai
to pass a job interview, prepare a resume, typos and grammatical errors, (0 make

an impression, to praclice answers, interview questions, to look professional, job
description, to maintain eye contact, to succeed
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V. Give a short summary of the text.

TEXT 16
Vocabulary

incoming correspondence BXOJIAIIAA KOPPECTIOHACHIHS
Department oTaen
personal letter JIHYHOE TTHCHMO
to register PErHCTPHPOBATE, 38THCHIBATH
Inward Correspondence HCYPHAR PETHCTPALHHE BXOAALEH
Register KOPPECTIOHACHIMH
outgoing correspondence HCXOAALIAA KOPPECHOH ICHIIHA
reference number BXOAS LI HOMEp
Outward Correspondence JKYPHA PETHCTPALMHE HCXO el
Register KOPPEeCNOHACHIHH

L Before you read the text discuss these questions.

1. Who works with incoming and outgoing correspondence?

2. What kind of information does incoming correspondence contain?
3. What kind of information does outgoing correspondence contain?

DEALING WITH INCOMING AND OUTGOING CORRESPONDENCE

Incoming correspondence. One of the essential functions of a records
office is to receive, record and distribute incoming and internally created mail of
all kinds (such as letters, memoranda and faxes). Records staff must deal
promptly and accurately with many different kinds of correspondence. Incoming
correspondence will reach the records office in a number of different ways.
Some will come through the mail, some by hand, some by telex, fax or
electronic mail. There are also differences in the way in which items are
addressed. Some are addressed to a department and some to individuals either
by name or by title of office. Other items may be illegibly addressed. A smaller
number of items will bear security or privacy markings, such as ‘confidential’ or
‘personal.” Some mail may contain cheques, money or other valuables which
need to be carefully recorded and accounted for in the records office. Rules for
handling ‘confidential’ and ‘personal’ letters should always be followed. All
other mail should be opened and date-stamped as soon as it is received by the
records office. During this process letters should be kept in a box file or other
suitable container. After the mail has been opened and all enclosures accounted
for, each letter must be registered in the Inward Correspondence Register. All
columns of the register must be completed.

Outgoing correspondence. Every letter leaving the records office must
quote the full address and reference number. Security or privacy markings are
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i i iti heet. Once a letter
t in a prominent position at the top and bottom of each she:

tfasp-egccn signed it must be returned to the records office for (_ilsp'alch. Records
office staff are responsible for maintaining a record of what is d:spatchec_l. All
letiers leaving the office are registered in the Qutward Correspondence Register.

IL. Answer the questions to the text.
1.  What is one of the main functions of a records office?

2. How does incoming mail reach the records office?

3. What can the items contain?

4, What markings can they bear? )

How is mail handled after it has been received by the records office?

iil.ﬂndtheﬂnglish eqniulentsfurthefollomng' words and expressions:
BXOAALIANA KOppECTIOHAEHHNS, MHCHMO, caykefHas 3aMucKka, UONYUHThR O
(axcy, OTMETKE (MapKHpPOBKA), JIIHOE ITHCEMO, HCXOAAmAN xoppecnonneugm,
JKYPHAI PErHCTPAIH BXOJAICH (ucxoasieii) KOppPECHOHCHITHH, BXOALH
HOMEp, OTNpaBKa (OTCHLIKA)

IV, Say whether these statements are true or false.

1. The director is in charge of incoming and outgoing ct_xrespordcnce.

7. Inconﬁngoorrcs;mdenoccancomethmughmc mail, by hand, by fax or e-
mail. :

3. All letters leaving the office are registered in the Inward Cormrespondence

Register.
4.
V. Give a short summary of the text.
TEXT 17
Vocabulary
correspondence NEpENHCKa, KOPPECHORICHIHA
to seek information 0BpaniaThes 32 CREACHHAMY, HCKATE
undopmaiuo
business letter NIENOBOE MHCHMO
i ry) letter THCEMO-3aIpoC
:ﬁq&mﬂﬁr NUCHMO C HPEJIOKEHHE
requirements TpeboBanys, 3apOCH
letter of complaint [HCHEMO-TIPEINICIKSHUE
customer [OKYTATENh, 3aKATIHK
letter of apology NACEMO-H3BHHEHHE

1. Before you read the text discuss these questions.

1. What is a business letier?
32

2. What does it contain?
3. Are there any rules for writing a business letrer?

TYPES OF BUSINESS LETTERS

Communication through exchange of letters is known as correspondence.
We communicate our feclings, thoughts, ete. to our friends and relatives through
letters that are called personal correspondence. A businessman also writes and
reccives letters in his day-to-day transactions. They are called business
correspondence. Business correspondence or business letter is a written
communication between two parties. Businessmen may write letters to suppliers
of goods and also receive letiers from the suppliers. Customers may write letters
to businessmen secking information about availability of goods, price, quality,
sample, etc. or place an order for purchase of goods. Let us learn the details
about some important business letters.

The Enquiry (Inquiry) Letter. You send an inquiry when you wish to have
some information on a product or its sale (after you have seen the product
advertised, or displayed at a fair or exhibition, or you have only heard about it).

The Quotation Letter (a reply to the enquiry) - is a short letter enclosing
the required catalogues and price-lists, a brochure, etc. Some 'sales talk', such as
"We are sure our high-quality products will meet your requirements, and we are
looking forward fo your early order’ is generally included.

The Letter of Complaint is sent by the customer when after receiving the
goods he finds that they are not up to order. They may be of the wrong size or
colour, their quality might be inferior, there might be a shortage of quantity or
weight, etc. When you have a complaint, you relay this information in a
professional and ethical manner to the person you have the problem with.

The Letter of Apology is a reply to the letter of complaint. The Letter of
Apology should be courteous, even if the complainant has abused you. You
should be truthful — if you have already been having trouble with the product,
say so. Try to sound sincere, and, where necessary, be prepared to take full
responsibility.

IL Answer the following questions.
Who communicates via business correspondence?

2. What types of business letters do you know?

3. When do you send an enquiry (inquiry) letter?
4. Is it important to send a quotation letter? Why (not)?
5. What's the difference between letters of complaint and letters apology?

1. Find the Russian equivalents for the following words and expressions.
carrespondence, day-to-day transactions, suppliers of goods, to seek information
about availability of goods, business letters, inquiry letter, quotation letter, to
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require a price-list, to look forward, to send a‘lg:ﬁer of complaint, shortage of
quantity, letter of apology, to take full responsibility

IV. Say whether tht:sm stamemtesn:e a;;e tl;l.l.ret_:ll;c fa]se

y f}a?o‘rlhﬁ:e;mm::dmlim:npmdum and want some information about it, you
gﬁmgigltﬁmmiﬁﬂ%mﬁw letter about the product a customer is
Lfntel?st;le: MSmmcﬁ%MwTﬂﬁL product he sends the seller the
ﬂ:ﬁmﬁgr&cim a complaint letter he must apologize and settle the

lem.
6. The letter of application is a detailed resume.

V. Give a short summary of the text.

TEXT 18
Vocabulary
file plan HOMEHKIIATYpa
retention schedule MOPAJOK XPAHEHHSA
timeline CPOK XpaHeHns
to be responsible for smth BLITH OTBETCTBEHHEIM 38 Y,~1., OTBEYaTh
38 4.-JL.
destruction YHHUTOKEHHE
o shred pe3ath, paspesatb
electronic obliteration YHHUTOXKEHHE 37ICKTPOHHOTO BapHaHTa
permanent preservation MOCTOAHHOE, JOJIMOBPEMEHHOS
XpaHeHHe

l.Beforeywmdﬂaetextdiscussthesequesﬁom.
1. What is a file plan? )
2. What kind of information does it contain?

KEY STEP IN RECORDS MANAGEMENT

There are several steps in records management, each of them is very
important and has its role. But the most important part in mcords rmn_age;mni;:
the file plan. A file plan describes every type of mcords in the organization, t
location where they should be stored, the rules ftpplymg to them, the retention
schedule and timeline, manner of their disposition, and the person or persons

responsible for their management. -

At a minimum the records retention schedule notes how long records must
be retained along with their ultimate disposition. In addition a retention schedule
may indicate:

1. alegal or regulatory citation that mandates a specific retention

2. how long the records should be maintained in active on-site files

3. how long it may need to be retained in off-site inactive storage

4.  whether it is a vital record

The final administrative action taken by an organization with regard to
records is disposition; these actions typically fall into two categories:

1.  destruction via disposal in trash or recycling, shredding,
macerating, incinerating, pulping, and deleting or other electronic obliteration;

2. Transfer to an archives for permanent preservation.

IL. Answer the questions to the text.

1. What information does the file plan contain?

2. What information does the retention schedule include?

3. How are records destroyed? Does it involve any equipment?

IIL. Point out the facts that turn out to be new for you.

IV. Find the Ruossian equivalents for the following words and expressions:
file plan, type of records, retention schedule and timeline, manner of disposition,
legal or regulatory citation, active on-site files, off-site inactive storage, trash, to
shred, permanent preservation

V. Give a short summary of the text.

TEXT 19

Vocabulary
paperiess office Geabymanubii oduc (yupexnenne)
to convert TpeoOpa3oBEIBATE, NPEBPAIIATE
digital form undposas popma
office automation ABTOMATH3ALHA JETONPOH3BOICTEA
record-keeping BEIeHHE 3anucel, TOKyMenTanus
paper document neYaTHbd JOKyMenT
multifunction printers MHOrohyHKIROHATLHOE YeTPoHCTBO
document management systelx ~ CHCTeMa YIPUB/IEHAS JOKYMEHTAMH
file format compatibility cooTseTcTae opmara daiina
employee COTPYAHHK, ClICIHANNCT

1. Before you read the text discuss these questions.
1. What is a paperless office?
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2. Do you know any paperless offices in our country?
3. When did paperless offices appear?

PAPERLESS OFFICE

A paperless office is a work environment in which the use of paper is
eliminated or greatly reduced. This is done by converting documents and other
papers into digital form. Proponents claim that "going papertess” can save
money, boost productivity, save space, make documentation and information
sharing easier, keep personal information more secure, and help the
environment.

The "paperless office” was a publicist’s slogan, intended to describe the
office of the future. The idea was that office automation would make paper
redundant for routine tasks such as record-keeping and bookkeeping, and it
came to prominence with the introduction of the personal computer. While the
prediction of a PC on every desk was remarkably prophetic, the "paperless
office” was not. Improvements in printers and photocopiers have made it much
easier to reproduce documents in bulk, causing the worldwide use of office
paper to more than double from 1980 to 2000. This has been attributed to the
increased ease of document production and widespread use of electronic
communication, which has resulted in users receiving large numbers of
documents that are often printed out. However, since about 2000, the global use
of office paper has leveled off and is now decreasing, which has been attributed
to a generation shift; younger people print out less documents, and prefer to read
them on a full-color interactive display screen.

The key aspect of the paperless office philosophy is the conversion of
paper documents, photos, engineering plans, microfiche and all the other paper
based systems to digital documents. Technologies that may be used for this
include scanners, digital mail solutions, book copiers, wide format scanners (for
engineering drawings), microfiche scanners, fax to PDF conversion, online post
offices, multifunction printers and document management systems.

A major difficulty in “going paperless” is that much of a business's
communication is with other businesses and individuals, as opposed to just
being internal. Electronic communication requires both the sender and the
recipient to have easy access to appropriate software and hardware. There may
be costs and temporary productivity losses when converting io a paperless
office. Government regulations and business policy may also slow down the
change. Businesses may encounter technological difficulties such as file format
compatibility, longevity of digital documents, system stability, and employees

and clients not having appropriate technological skills.

1L Put five questions to the text and answer them.
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IIL Find the Russian equivalents for the following words and expressions.
Be3GymaixHoe ydpexaeHue, npeoOpa3oBaTh NOKYMEHT, umdposod dopmar,
aBTOMATH3ANMS NeNOTIPOHIBOACTRA, HCMOABL30BATE CKAHED, HMETH A0CTYN K 4.~
N, WHTepakTHBHEE Aucniedf, MHOrOQYHKIHMOHATBHOE YCTPOHCTRO, CHCTEMA
ynpasieHns JOKYMEHTaMH, COTPYIAHHK

IV, Say whether these statements are true or false.

L. A.papedess.ofﬂcc -is an office that has paper-based filing systems, which
may include filing cabinets, folders, shelves, all of which require maintenance,
equipment, and considerable space.

2. "Going paperless” means converting paper documents, photos, engineeri

: y EINCETINE

plans, nncmﬁche and all the other paper based systems to digital documents.

3. The conversion (.)f paper documents to digital documents requires different
icanners, copiets, printers, and document management systems.

[e'dijﬁaﬂmmt_ nts in printers and photocopiers have helped make paper
5. The i:dea of the "paperless office” was introduced by scientists.
6. The idea of the "paperless office” came with the introduction of the personal
computer.,
7. Technological difficulties such as file format ¢ ibili i

> ompatibility, longevity of
digital d(l)m.tments, system stability boost the paperless office idea. K
8. The ) paperless office” requires that employees and clients should have
appmpnate-technoiogical skills. :
9. Converting to a paperless office can save money, boost productivity, save
space.
10."Going paperless" is ecasy, as it requires that commumicating businesses
should ha‘_ze easy access to appropriate software and hardware.
11.The widespread use of electronic communication reduced the use of office
paper from 1980 to 2000 worldwide.

V. Give a short summary of the text.

TEXT 20
Vocabulary
to deal with 3AHHMATLCH, BECTH ;1:3:13
electronic document 3JIEKTPOHHBIH JOKyMeRTo000pOT,
management YIPAnIeHHE IEKTPOHHBIM
¥ JOKYMEHT0000pOTOM
electronic document NIEKTPOHHBIH JOKY.ACHT
file-system cacrema diaitnon
file format ¢opmart daiina
Enterprise-level Document MHOTOYPOBHEBOE (KOPITOPATHBHOC)
Management ynpasieHue AOKYMEHTO0G0POTOM
to integrate OOBENHHATE, HHTEI PHPCBATH
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1. Before you read the text discuss these questions.
1. What is electronic document management?

2. Do you know how to use this system?

3.Is it important to deal with this system? Why?

ELECTRONIC DOCUMENT MANAGEMENT

Beginning in the 1980s, a number of sellers began dcvelopmg_software
systems to manage paper-based documents. These systems dealt with paper
documents, which included not only printed and published documents, but also
photographs, prints, etc. Later developers began to write a second type of system
which could manage electronic documents, ie., all those documents, or ﬂcs,
created on computers, and often stored on users' local file-systems. The earliest
electronic document management (EDM) systems managed a limited number of
file formats. Later EDM systems evolved to a point where systems could
manage any type of file format that could be stored on menetworl_c.

While many EDM systems store documents in their native file format
{(Microsoft Word or Excel, PDF), some web-based document managemcnt
systems are beginning to store content in the form of html. These policy
management systems require content to be imported into the system. However,
once content is imported, the software acts like a search engine so users can find
what they are looking for faster. The html format allows _for better application of
search capabilities such as full-text searching and stemming.

Enterprise-level Document Management 1

An organisation is made up of different departments, each performing
specific functions. Each department carries out its own work and often has to
work with other departments. Many EDMS solutions allow the organisation to
co-ordinate and integrate these various departments' records stores to allow the
sharing of information across the whole company. An enterprise-level EDMS

rovide:

? Efficient communication within and between departments
Removing the need to physically move documents between areas
Automatic routing of electronic documents to the appropriate people

Document management process

Documents are scanned into the system. The document management
system stores them somewhere on a hard drive or optical disk. The documents
then get indexed. When a person later wants to read a document, be or she uses
the retrieval tools available in the document management system.

Which documents can be rcad and what actions performed on these
documents is dependent on the access provided by the document management
system.
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IL. Answer the questions to the text.

1. What did the first type of EDM systems deal with?

2. What did the second type of the EDM systems deal with?
3. What was the disadvantage of the earliest EDM systems?
4, How did the EDM systems evolve?

5. Where do the EDM systems store documents?

6. Why do organizations use the EDMS?

11, Translate the following sentences from Russian into English.

1. Cameie  paHHHE  CHCTEMBI 3MEKTPOHHOrO  JioKymenToobopora
KOHTPOJIHPOBA/H TONBEKO OrpaHAYeHHoe YrCno dopMatos (aitios.

2. OpraHp3aius COCTOHT H3 HECKOILKMX OTHENOB, KaiIelii W3 KOTOPEIX
BBINOIHACT KOHKPETHHIE (yHKIIA,

3, Cucrembl ynpap/icHHs JOKYMEHTAMH XPAHAT HX Ha WKECTKOM JTHCKE.

1V. Say whether these statements are true or false.

1. EDM appeared in the 19" century.

2. EDM covers the use of computerized means for the entire management of
an electronic document,

3. EDM systems integrate various departments' records.

V. Give a short summary of the text.
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BBEJAEHUE

Y4eOHO-METOIUYECKOEe  MOCOOME  COACPNKHUT  PEKOMEHAAUU  TIO
BBIITOJIHEHUIO KOHTPOJIBHBIX, KYPCOBBIX U BBIITYCKHBIX KBaJM()UKAIIMOHHBIX
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Ilenp mocobuss — 1NOMOYbL CTyAEHTaM Haubosee LenecooOpa3Ho
OpraHu30BaTh CBOIO PA0OTy NpPH BBINOJIHEHUH KOHTPOJIBHBIX, KYPCOBBIX W
BBIMYCKHBIX KBATH()PHUKAITMOHHBIX PadoT.

B nanHOM y4yeOHO-METOMYECKOM TOCOOUH:

— TpHUBEACHBI PEKOMEHAALMHM [0 HAMUCAHUIO KOHTPOJBHBIX M KYPCOBBIX
paborT;

— PaccMOTPEHBI OCHOBHBIE JTanbl BBITIOJTHEHUS BBIITYCKHBIX
KB (pUKaunoHHBIX padoT (BKP);

— TpHUBEACHBbI MpaBWa U TPeOOBaHUs, MPEABSIBISIEMbIE K COAECPKAHUIO U
opopmienuto BKP ¢ ydyetoM rocygapcTBEHHBIX CTaHAAPTOB (B TOM 4HCIIE
HaumonansHoro crangapra Poccuiickoit @enepaunu ['OCT P 7.0.100-
2018

«bubnmuorpaduueckas  3anuch. buOnuorpadguueckoe  omnucaHue: — OOIIME
TpeOOBaHHUE U MIPaBUJIa COCTABICHU;

— TMpPEeACTaBICHbl (POPMBI OCHOBHBIX JOKYMEHTOB, HEOOXOIUMBIX JJIs
HOJArOTOBKH, oopmieHus u 3amuTsl BKP.

[Tocobue moAroToBIEHO Ha OCHOBE JEMCTBYIOIUX HOPMATHBHBIX aKTOB:

— Ilpuka3za MunuctepcrBa odpazoBanust U Hayku PD ot 05.04.2017 1. Ne301
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0o0pa30BaTeNbHON JIESITENIBHOCTH 1O 00pa3oBaTelIbHBIM IPOrpamMmam
BBICIIET0 00pa3oBaHUsl — MporpaMMaMm OakajnaBpuara, MporpaMmmMam
CHEUAINTETa, IPOrpaMMaM MarucTpaTypb»;

— @ezepanbHOI0 roCy1apCTBEHHOIO 00pa30BaTEIbHOIO CTaH1apTa BBICIIETO
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METOJINUYECKHUE YKA3AHUS 1O BBINOJHEHUIO
KOHTPOJIbHOM PABOTbHI

Oo6mue MOJIOKEHUS . KoHntponpHas pabora SIBIACTCA
CaMOCTOSITEIbHBIM ~ YYE€OHO-TIPAaKTUYECKUM  HUCCIICJIOBAHUEM  OJHOTO W3
aKTyaJbHBIX BOMPOCOB U3y4aeMOM TUCIUILTUHBI.

[Ipy HanucaHuu KOHTPOJBHOM pabOThl Meped CTYACHTOM CTaBSTCS
OIpeIeTICHHBIE 3a/1a4H:

— U3Y4YEHUE OCHOBHOW JIMTEpPATypbl, HOPMATHUBHO-NPABOBBIX AaKTOB IO
n30paHHOM MpoOIIeME;

— CaMOCTOSITCJIbHBIA aHAJIM3 OCHOBHBIX KOHUENIHUU U IIOJIOXKECHUU 10
U3y4aeMou MpooJieMe;

— YEeTKOE, MOCJIEI0BATEIbHOE W3JIOKEHHUE CBOMX B3IVISZOB TPH  aHAIU3e
npoOsieM, paccMaTpUBAEMbIX B U3y4aeMOW JUCIUIUIMHE, CIIOCOOHOCTD
TBOPYECKHU NMPUMEHSTh MOJIYICHHBIC B ayIUTOPUHU 3HAHUS, YBA3bIBATH UX C
IIPAKTUKOM;

— 3aKperuIeHUE U yriTyOJICHHE TTOMyYeHHBIX 3HAHUH;

— IUPOKOE  WCMOJb30BaHUE  (PAKTUYCCKUX  JAHHBIX W TIOKa3aTeNeH,
paccMaTpyBaeMbIX B U3y4aeMOU TUCIUILIHHE.

BrimonHennass paGota mpencTaBisieTcss Ha Kadenpy BceoOled HUCTOpUU U
KyJIbTYpHOTO Hacieausi MHCTUTyTa UCTOPUYECKOro, MPaBOBOTO M COIMAIBLHO-
rymanutapaoro o6pazopanust (MUIICT'O) (wnmm e B IJIEKTPOHHOM BHUJE Ha

JTUCTAaHIIMOHHOM maTgopme o0yyeHus1) AJisi TPOBEPKHU U OLIEHKH.

Ecimn pabota COOTBETCTBYET NPEIbSBISIEMBIM  TpeOOBaHUSM,
npernoaBaTesb OLICHUBAET €€ MOJIOKUTENBHO (3aUTEHO).

HeynoBneTBopUTEIbHO BBIMOJHEHHAsT paboTa (HE 3a4TE€HO) TMOJICKUT
nepepaboTKe B COOTBETCTBUH C 3aMEUYaHUSIMU MIPETIO1aBaTEs.

K cpmaue »sk3amena / 3adera Mo H3y4aeMOW [HUCLHUIUIMHE CTYJEHTHI
JIOITYCKAOTCS JIMIIb PU YCIOBUM TIOJTYUYEHHS 3a4€Ta 110 KOHTPOJIBHOU padoTe.

[Ipn HEOOXOAMMOCTH KOHTpOJbHAs paboTa CTyJIEHTa B I[EYATHOM BUJE
XpaHuTcs Ha Kadeape BceoOuIei ucropuu u KyapTypHoro Hacineaus MATICTO.

OcHoBHBbIC TpeOOBaHMS K KOHTPOJbHOM padorbl. K BaxhHeWmmm
TpeOOBaAHUSIM, MTPEIBSABISEMBIM K KOHTPOJIBHBIM paboTam, OTHOCSITCSI:

1. 3uanue meopuu 6onpoca u ochosnwix nouamuu memol. CTyJ€HT TOKEH
B TIOJIHOM MEpE TMPOSBUTh CBOK TEOPETUYECKYH) MOATOTOBKY, BKJIIOUUB
XapaKTEPUCTUKY MCHOJIb3YEMBIX KAaTETOPUKA W TOHATUM B HM3JI0KEHUU CBOEH
TeMbl. TakoWM MOAXOX — HENPEMEHHOE YCJIOBUE IIOJOKUTEIBHON OLEHKHU
npeacTaBlIeHHON poOoThl. Pazymeercsi, KoHTpoJibHAasE paboTa TOJBKO BBIMTPAET
OT WCIIOJh30BaHMs (PAaKTOB, KOHKPETHBIX MaTepraioB. OHAKO HA JaHHOM JTare
OOy4eHUS MPUOPUTET OTIACTCS OBIAJCHUIO TEOPETUICCKUMH 3HAHHUSIMU.

2.Hanuuue cobcmeennou nosuyuu u ee apeymenmayus. B KOHTpOIbHOM
paboTe CTYJEHT Ha OCHOBE M3YUYCHHOW JIUTEPATYPhl JIOJHKEH OMPEIEIUTh CBOIO
TOYKY 3pEHHUs] MO OCHOBHBIM TpobOiieMaM W aprymMeHTUpoBaTh ee. KoHeuHo,
BOBCE HE 00s3aTEIbHO, YTOOBI TO3UIMS CTYASHTA OTINYAIach OT BCEX NPYTHX.
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Bnonne BO3MOXkeH OOOCHOBAHHBIA BBHIOOpP YK€ CYIIECTBYIOLIEH KOHIICIIIHH,
KOTOPOM CTYJEHT HAMEPEH NPUAEPKUBATHCSA IIPU HAMHCAHUM KOHTPOJIBHOU
paboTHL.

3.IlocnedosamenvHocms U 00KA3AMENbHOCMb U3N0MHCeHUs. PackpbiThe
COJIEpKaHUsI TOJKHO OBITh JOKa3aTeIbHbIM, HAYYHO-apTYMEHTUPOBAHHBIM, & HE
JeKJIapaTUBHBIM. BakHO MPOSIBISATH COOTBETCTBYIONIYIO TPEOOBATEIBLHOCTh MPU
otrbope (akTUUECKOW MaTepualia, €ro CucTeMaTu3alluh, He JOMYyCKaTh
ONMHCATENIbHOCTH,  yBJIECUEHUS  (PAKTONOTHEH, M3IOXKEHHS  OJHOTHITHOTO
Matepuana, moBTopoB. CiexyeT oOpaTUTh BHUMaHUE Ha CTUJIb W3JI0KCHUS,
00eCneunTh JTAKOHUYHOCTh U Y€TKOCTh ()OPMYIMPOBOK, TOUHOCTh TEPMHUHOJIOTHH.

4.CamocmosmenvHoe u meopueckoe GvlnoiHeHue pabomsi. ITO OJHO W3
BOXHEUINX TPeOOBaHUU, MPEABABISIEMBIX K KOHTPOJbHOUW pabote. IlIupokoe
UCIOJb30BaHUE JIUTEPATYPbl U APYIMX HMCTOYHMKOB HH B KOEM Cllyyae He
JIOJDKHO 3aMEHSATh COOCTBEHHBIM CTHUJIb M COOCTBEHHBIA TOMCK peIICHUs
pPOOJIEMBI.

5. Hanuuue npaxmuuecxkou uacmu. llpakTuueckass 4acTb KOHTPOJbHOU
paboThl BKJIIOYAET XapaKTEPUCTUKY W aHAIM3 OIpeJeieHHBIX (B paMKax
U3y4aeMoro Kypca) acleKkTOB JIESTEIbHOCTU KOHKPETHOI'O IOCYyAapCTBEHHOTIO,
MYHULIMIATBHOTO OpraHa Uik KOMMEPYECKOW OpraHu3aluu.

6.l Ipasunvroe oghopmaenue pabomuol. B nieaom opopmiieHrne KOHTPOJIbHON
paboThl JOKHO COOTBETCTBOBATh TPEOOBAHMAM, MPEIBABISIEMBIM K padoTam,
NpeAHa3HAYCHHBIM JJIS NI€YaTH, a UMEHHO: HAJIMYKUE TUTYJIBHOTO JIUCTA, IJIAHA,
CCBUIOK, Onbnmorpaduu u T.4. (cM. [lpunoxenuns).

HeBrpinosHeHne AaHHBIX TPEOOBAHMI CIIy’)KUT OCHOBAaHMEM JJi1 BO3Bpara
KOHTPOJIbHOM pabOThI Ha 10pabOTKY.

CTpykTrypa M 00beM KOHTPOJBLHOI padorbl. KoHTponbHas pabota
BKJIIOUAET B Ce0sl CIEAYIONINE YacTH:

— TUTYJIbHBIN JIUCT,

— IUJIaH:

— OCHOBHOM TEKCT;

— CIIMCOK MCIOJIb30BaHHBIX UCTOUHUKOB U JIUTEPATYPHI.

OO0beM KOHTPOJILHOU pabOTHI JOJKEH COCTaBIAThH 15-20 cTpaHuil.

JIns HarfmsgHOCTHM CXOJICTBO W pa3M4uMsl KOHTPOJBHBIX, KYpPCOBBIX U
BBITTYCKHBIX KBAIU(DHUKAIMOHHBIX PabOT MO MPEABSIBISEMBIM TPEOOBAHUIM U
XapakTepUCTUKaM npejicTaBieHsl B [Ipunoxennn 1.

TuTyabHBIE JHCT W IUIAH KOHTPOJIBHOW pPAOOTHI BBITIONHSIOTCA B
COOTBETCTBHUHM C 00pa3namu, ykazanHbiMu B [Ipunoxenun 2 u [lpunoxenuu 3.

OCHOBHO#M TeKCT CTPYKTYPHO U COJAEPKATEIbHO B PA3HBIX KOHTPOJIBHBIX
paboTax MOKET UMETh CBOM OTIMYUTEIbHbIE OCOOCHHOCTH, B 3aBUCUMOCTH OT €€
TEMBI U CJIIOAKHOCTH.

B koHIle KOHTpOJILHOM paboOThl B OMNpeAeIeHHOW MOCIeI0BaTEILHOCTH
COCTaBJISIETCS] CMHMCOK MCMOJb30BAHHBIX MCTOYHUKOB U JiuTepatypbl. OH
npejcTaBisieT co00M MepeueHb BCEX CTaTed, KHUT, OTYETOB M APYTUX pador,
UCIIOJIb30BAHHBIX aBTOPOM NPU BBIMOJHEHUU KOHTPOJBHON paboThl. CrocoOsbl
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rpauuecKkoro mpejacTaBiICHUS HCIOJb30BAHHBIX HCTOYHHKOB U JUTEPATypPHI
JlaHbl B TP€OOBAHUAX K BBITIOJHEHHIO BBIMTYCKHON KBATM(PUKALMOHHON pabOTHI.

Ilopsinoxk BbINOJIHEHHE KOHTPOJbHOH padorel. Kak mnpasuio,
KOHTpPOJIbHAsi paboTa BBHINOJHIETCS B TEUYEHUE OJHOTO CEMECTpa, MOITOMY
CTYJEHTbl JOJDKHBI 3a0JIarOBpEMEHHO, Ha MPEbIAYIIeH CecCUu, MOJIy4YUTh
TEMAaTUKY KOHTPOJBHBIX pabOT M CIHCOK JUTeparypbl. Bce 3T0 umeercs B
paboueil mporpaMMe COOTBETCTBYIOLIEr0 y4eOHOTO Kypca. Paboune mporpaMmbl
MOXHO TIOJYyYWTHh B DJJICKTPOHHOM BHJE Ha Kadeape BCEOOIeH HCTOpUU U
kynbTypHOro Hacienuss MUIICT'O wnm Ha AucTaHIMOHHOW y4eOHOM ruiatdhopme
BI'TIY um. M. AKMYJUIBL.

Tema KOHTPOJABLHOW PabdOTBLI CTYICHTOM BBIOMPAETCS CaAMOCTOSATEIHHO
U3 CIHCKAa TEM KOHTPOJBHBIX pPAadOT, KOTOpbIE peKOMEHAyIoTca Kadeapoil B
COOTBETCTBYIOIIEH paboueil mporpamMme wu3y4aeMoud JUCHUIUIMHBL.  OT
MPAaBUJIBHOTO BBIOOPA TEMBI YaCTO 3aBUCUT KAu€CTBO BBITOJIHAEMON padoThl. [Ipu
BbIOOpE TEMBI Mbl PEKOMEHIYEM CTYIEHTY HMCXOJUTh U3 HUKEIEPEUUCIECHHBIX
KPUTEPHUEB.

Cnoorcnocms eonpoca. Hanucanue paOOThl MO CIOXKHOM TEME MOMOMXET
ciaymarensiM Oojiee TIIyOOKO pa3oOparhCsi B HamboJsiee TPYAHBIX IpoliIeMax
Kypca, JMKBUAMPOBATH HMMEIOIIKMECS NpoOenabl B 3HAHUSAX, NPOBEPUTH CBOU
BO3MOXHOCTH.

Hayunvii unmepec. HexkoTopble TEMbI BBI3BIBAIOT HAy4YHbIM, TBOPYECKUU
UHTEPEC CTYACHTOB U MOTYT OBITh MEPCIEKTUBHBI JIJI1 HUX B IUIaHE JaJIbHEUIICH
HCCJIEI0BATENIbCKOM paboThI (MOJTOTOBKA CTATEeH OKJIAA0B, TUCCEPTAIUN).

Opuenmayus Ha npogheccuoHanvHyto OeamenvHocms. llenecoobpasHo
BBIOMPATh TEMY KOHTPOJIbHOW paboThl, KOTOpas Obuta ObI CBs3aHa C pabOTOM
CTyJleHTa. BbImomHeHHe TeM, CBS3aHHBIX C MPAKTUYECKOW JEeATEeTbHCTHIO
CTYJICHTA, uMeeT JBOMHOE IPEUMYILECTBO: MOBBIIIAET YPOBEHB
poecCHOHANBHON  JIESITEIbHOCTH U 00JIeT4aeT BBINOJIHEHHE KOHTPOJIBHOU
paboThI, TaK KaK aBTOP CMOXKET JJIsi MOATBEPIKIACHUS TEOPETUUECKUX TOJIOKEHUN
HIMPOKO UCIOIb30BATh (DAKTUYECKUI MaTEpPHAIl CBOETO YUPEKICHHUS.

Hanuuue ucmounukos u aumepamypol. OKOHUATEIBHBIA BBIOOP TEMBI,
OCOOECHHO MPEAJIOKEHHOM CTYIEHTOM CaMOCTOSITENIbHO, BHE CIMCKa, HEOOXOJIHUMO
MIPEIBAPUTh BBISCHCHHEM HAIWUYWS JOCTATOYHBIX MCTOYHHUKOB M JIMTEPATYpPHI TIO
naHHoM Teme. M, HaoO0OpOT, B HEKOTOPBIX CIy4asX BBIOOP TEMbI MOXKET OBIThH
ONpEAeNieH  HAIWYMEM  WJIA  BO3MOXXHOCTBIO  JOCTyla  Ciyliarens K
COOTBETCTBYIOIIEH JiuTepaType. K NOMoNHUTENbHBIM KPUTEPUSIM MOKHO OTHECTHU
akmyanbHocms memvl (HayyHasl M MPAKTHUECKasi LIEHHOCTh), COOCMBEHHbIL ONblm
CTYZEHTA, NepCneKmuUeHOCHb N3y4aeMoil TPOOIeMBbI.

[Tocne BbIOOpa TEMBI HYKHO CaMOCTOSITEIbBHO COCTAaBUTh CIIMCOK
HEeO0XO0UMBbIX HCTOYHUKOB U JIMTEPATYPbI, T0A00paTh UX U U3yUUTh.

Hauunate 3Ty paboTy cienyeT C HUCCIeNOBaHUSl MEpPEeuHs JIMTEpaTyphl,
PEKOMEH/IOBaHHOW Kadeapoil BceoOlned HUCTOPUM M KYJIBTYPHOIO Hacieaus
HNUTICTO B paboueit mporpamMme COOTBETCTBYIOIIETO Kypca.

[Ipu  cocraBmenun  OuOIMOTPaUUYECKOTO  CHHCKA  PEKOMEHIYETCS
M0JIb30BATHCS o6ubanorpadguueckuMu KaTajaoramu, TEMaTUYECKUMHU
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oubnnorpadusiMu, NepedHsIMU CTaTel, OMyOJIMKOBAaHHBIMH B JKypHaJax 3a roj B
MoCJeAHEM HOMEPE TOrO WM MHOTO KypHaa.

[TonoOpaB W WU3y4yuB JUTEPATypy, CTYAEHT JOJKEH COCTaBUTH
THIATEJIbHO TPOJYMAaHHBIH INUIAH KOHTPOJbHOW PadoThl, KOTOPHIA NpHU3BaH
CHOCOOCTBOBATH 0OJIee MOJTHOMY PaCKPBITUIO OCHOBHBIX €€ BOMpocoB. [lnan — 31o
CKeJeT padoThl, U OT TOTO, Kak OH COCTaBJeH, OyJeT 3aBUCEThb YpPOBEHb BCE
KOHTPOJIbHOU paboThl. CocCTaBiICHHBIM IUIaH PabOTHI KelaTelbHO OOCYAHUTH C
PYKOBOJUTEIIEM.

Coop u oOpaGorka Mmarepuaja. /[ HanmucaHWsi KOHTPOJIGHOM pabOThI
HY)KHbl HE TOJBKO JIUTEpAaTypHbIE MCTOUYHHUKH, HO H CTaTUCTHYECKHE,
(dakTHUecKue MaTepualibl, HA OCHOBE KOTOPBIX MOKHO cJenaTh 0OOCHOBAaHHBIC
BBIBOJIbI O IPOUCXOSIINX MPOIECCaX U SIBICHUSIX B CUCTEME TOCYJapCTBEHHOTO U
MYHUIIMIIAJIFHOTO yTpaBlieHUs Hamed crpaHbl. VcTouHMKaMu MOIydeHHs
CTATUCTUYECKUX U (aKTUUECKUX JAHHBIX MOTYT OBITh CTATUCTHYECKHUE COOPHUKHU
U CIPaBOYHHMKH, pa3jIudHble HH(POpPMAIMOHHBIE OIOJJIETEHH II0 BOIPOCAM;
OTUYETHBIC JTAHHBIC IPEANPUITHI U yupexxaeHuil u Ap. CienyeT NTOMHUTh, YTO ITH
JTAHHBIE MOTYT OBITb HCIOJB30BAaHBI U MPU BBHIMOJHEHUH MPAKTUYECKON YacTU
paboTHI.

[locne Toro, kak HaiileHa W U3y4eHa JMUTEepaTypa, COCTAaBJICH IUIaH,
nogoOpaH W COOTBETCTBYIOIIUM 00pa3oM o00paboTaH MaTepuaji, MOXKHO
OPUCTYyNaTh K HANHCAHUIO KOHTPOJbHOH padoTbl. OTO BecbMa
OTBETCTBEHHBIM JTall, Tak Kak 37eCb CTYACHT [OJDKEH TPOSBUTH YMEHHE
CaMOCTOSITEIbHO ~ THCaTh, pPAacKpbIBaTh COJEpKaHUE BOIPOCOB, JENaTh
0000uIeHHs, BbIBOJbI. Ha 3TOM 3Tame MOKHO KOHKPETHU3MPOBATh IUIaH PAalOTHI,
pa30uBast y3JI0BBIE BOMPOCH! HA MyHKTHI U TIOAITYHKTHI.

Odopmienne u caaya KOHTPOJbHOW padoTrel Ha Kadeapy.
OdopmiieHHass ¥ TOAMHCAaHHAsT aBTOPOM KOHTpPOJbHas paboTa craaeTcs B
HazHaueHHble cpoku. [lo  KOHTpolbHOUW paboTe BIOJHE BO3MOXKHO
cobeceloBaHME MPENOJABATEINISl CO CTYACHTOM Kak IO COAEP)KaHUIO PabOThl, TaK U
0 Tpolenype €€ BhIMoiHeHUus. [loaTomMy CTyneHTy HEOOXOAMMO OCMBICIUTD
ONMHMCAHHOE B paboTe W OBITh TOTOBBIM OOBICHUTH JtOObIE TPUBEICHHBIC B
KOHTPOJIbHON PaboTe MOJIOKEHUSI.

PaGora He 3acuuThIBaeTCS:

— €CIIM OHA HE HOCUT CaMOCTOSITEJIHHOTO XapaKTepa, CIIHCaHa U3 JTUTePaTypPHBIX
WCTOYHUKOB WJIH Y IPYTUX aBTOPOB;

— €CJIM HEe pACKphITa BBHIOpAHHAs TEMa, HE PACKPHITBI OCHOBHBIE BOIIPOCHI
TUIaHa,

— eclli B TEKCTe cojepkarcs OImMOKHW, Hay4HbIM amnmapaT ohopMIIeH
HEMPaBUIIBHO, TEKCT HAITMCaH HEOPEKHO;

— €CIIM HeBEpHO BhIOpaHa Tema.

[TonoxwuTtenbHas OIEHKa KOHTPOJIBHOM paboThl — 3TO TOABEICHHWE HWTOTOB
CaMOCTOSITETTLHOM PabOThl CTy/IEHTa U TMOJyYeHHUE MpaBa JOMyCKa K IK3aMeHy /
3a4eTy M0 COOTBETCTBYIOIIEH JUCLIUIUIMHE.



METOJINYECKHE YKA3AHUS 1O BBINNOJTHEHUIO
KYPCOBOMU PABOTbI

Oomme mousoxkenusi. KypcoBas pabora sBIsSeTCS CpPENCTBOM pPyOEKHOIro
KOHTpossA. OHA MO3BOJISIET 00OOIINUTh, CUCTEMATU3UPOBATh U 3aKPEMHUTh 3HAHUSA T10
U3y4yaeMoOW JUCLMILIMHE, MPEICTaBIsAeT COOOW CaMOCTOATENIbHBIA TPYHA CTYIEHTA,
BBIIIOJIHEHHBI HAa OCHOBE WCIOJb30BaHMsS HAay4yHOH, Y4eOHO-METOIUYECKON
JIMTEPATYPhl, MATEPUAIIOB CIIEHUAIM3UPOBAHHBIX MEPUOAUYECKUX M3AHUM, a TAaKKe
0000IIEHNsI TIPAKTUYECKOK OIbITa NPEANPHUATHI M OpraHu3auuii B cdepe
JOKYMEHTOBECHUS U ApXUBOBE/ICHUS.

PykoBonuTens naeT CTyNEeHTy 3aJaHue Uil KypcOBOM paOoTbl, OKa3blBacT
IOMOIIb B COCTAaBJICHUM IUIaHa KypCOBOM pabOTBl M KOHCYJIBTHPYET IIO
UCIOJIb30BAHUIO JIUTEPATYPhI MO BHIOpaHHOW TeMe. PykoBoIMTENb KypCcOBOM pabOThI
3HAaKOMHUT CTYJEHTa C TpeOOBaHMUSAMH, TMPENBSIBISIEMBIMU K KYpCOBBIM paloTaMm,
OCYILECTBIIIET NPOBEPKY 3aBepiieHHOW padotel. KypcoBas pabora mpeacTaBisieT
COOOM CaMOCTOSITENTLHOE HCCIEOBAHUE CTYJEHTa, KOTOPBIA HECET MOJHYIO
OTBETCTBEHHOCTb 3a IMPEACTABICHHYIO K 3alllUTe KypCOBYIO pabOTy, JOCTOBEPHOCTb
coZiepKallnxcs B Heil CBE€ICHUI 1 000CHOBAHHOCTh MPUHSTHIX PELLICHHI.

enu 1 327241 BBINOJIHEHHUS KYyPCOBOii padoThI.

[ensiMU BBINOJIHEHHS. KYPCOBOM PaOOTHI SIBIISFOTCSL:

— COBEpILIECHCTBOBaHHWE  MPO(ECCHOHATIbHBIX  HABBIKOB  JUII  PELICHUSA
YIPABICHYECKUX 3a/1a4 10 TOKYMEHTOBEICHUIO;

— pPa3BUTHE YMEHUHN aHATMTUYECKOU U MCCIIE0BATEILCKOM paboThI;

— KOMIUIEKCHAasi TpOBEpPKa YPOBHA 3HAHWUA W YMEHUM CTyACHTAa IIO
JOKYMEHTOBEJICHUI0O ¥  HABBIKOB  HCIIOJIb30BaHUS  MH(OPMAIIMOHHBIX
KOMMYHUKALIMOHHBIX TEXHOJIOTUH MPH paboTe ¢ TOKYMEHTaMH.

BbimonHss KypcoByto paloOTy, CTYIEHT JOJDKEH BBINOJIHUTH CIIETYIOLIUe
3a7a4u:

— I[I0Ka3aTh 3HAHHE COBPEMEHHBIX TEOPETUYECKUX IMOJIOKEHUN MO BBIOpaHHOM
TEME U YMEHHUE UX MPUMEHSITD;

— JIEMOHCTPHpOBATh yMEHHE paboTaTb CO CHEUUAIBLHOW JIUTEPaTypOH,
CIPAaBOYHMKAMH, HOPMATHBHBIMU  JTOKYMEHTaMH, MPOPECCHOHATBHBIMU
MEPUOINYECKUMH U3aHUSMU;

— HAYYWTHCS AaHATU3UPOBATh U CUCTEMATU3UPOBATH UCIIOJIBb3YEMBIA MaTepHall;

— T[OKa3aTh yMEHHE apryMEHTHPOBaTh CBOIO MO3UIMIO, (OPMYIHPOBaTh U
Hay4YHO OOOCHOBBIBATh CBOM BBIBOJIBI U IIPE/JIaraeéMble peKOMEHIAINH.
Bpi0op Tembl M moJiydyeHHue 3aJaHUA IS KypcoBoi padorbl. [lepBbiM

ATaroM padoOThl SBISIETCA BBIOOP TEMbI MO COIIACOBAHUIO C PYKOBOJHUTEIIEM.
Tema KypcoBoil paboOThI ompenenseTcss ee akTyalbHOCThIO U KPYrOM MHTEPECOB
CTYyJICHTA.

CryneHtam mnpeayiaraercs pa3paboTaHHas MpenojaBaTesMU TEeMaTHKa

KypcOBBIX paboT. CTyIEeHT BIpaBe CaMOCTOSTEIbHO MPEIJIOXKUTh TEMY

KypCOBOH pabOTHI M cOTrjacoBaTh €€ ¢ mpemnogaBaresneM. GopMyIupoBKa TEMBI
KYpPCOBOM pabOThI JOKHA OBITh JJAKOHUYHOM, ICHOM, KOHKPETHOM.
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CtyaeHT mody4aeT y IpernojaBareisi 3aJaHue AJidi KypcoBOl pabOThI B
COOTBETCTBUHU C BEIOPAHHOW TEMOIA.

Omnpenesienne CTPYKTYPbl M COCTABJIEHHE TNPHMEPHOr0 ILIAHA
(conepxanusi) KypcoBo padorbl. CTyJEHT ONpEeNeiseT MpeABapUTEIbHYIO
CTPYKTYPY KypcOBO#l paboOThl, KOTOpas [OJKHA BKJIOYaTh: BBEJICHUE,
TEOPETUYECKYI0  4YacTh, NPAKTUYECKYI0  4YacTh, 3aKJIIOYEHHE,  CITHMCOK
MCII0JIb30BAHHBIX UCTOYHUKOB U JIUTEPATYPHI, IPUITOKEHUS.

Ctpyktypa paboTel odopmisercs B BHAE MNOAPOOHOro IUIaHA
(conepxkanus) (cm. [Ipunoxenue 6).

IlonGop ¥ m3yyeHHe HCTOYHHUKOB W JIMTEPATypPbl, KOPPEKTHPOBKA
miana padorel. Ha gaHHOM 3Tame CTYJEHT CaMOCTOSITEIbHO
OCyHIeCTBIsIeT OuOnuorpaduueckuii MOUCK: BBISABISET, MPOCMATPHUBAET,
OTOMpaeT U U3y4yaeT UCTOUHUKU W JIUTEPATYPy, HEOOXOIUMBIE JJI BBINOJHEHUS
KypcoBoi paOoTel. B kauecTBe OCHOBHOr0O Marepuana s HalluCaHUsl KypCcOBOM
paboThl PEKOMEHJyeTCs HCIOJb30BaTh y4yeOHbIE MOCOOUs, MaTepUabl
NEpUOJUYECKUX H3IaHUN, HOPMATHUBHBIE aKThl, COOTBETCTBYIOIIUE TEME
paboTHI.

B cnyuyae HeoOXOIMMOCTH KOPPEKTHUPYETCA MJIaH KypCOBOW pabOTHI:
YTOYHSIOTCS Ha3BaHUS TJIaB U ITyHKTOB Pa0OTHI.

B ycraHoBnenuble kadeapoi BceoOIIe UCTOPUU U KyJIbTYPHOTO Hacleaus
HNUTICT'O cpoku KypcoBbie pabOThl HEOOXOIUMO Cl1aTh JTa0OpPaHTy Kadeapsl.

B caywae HenpaBuiabHOTO OQOPMIJIEHHS WIM  HEHAJJIEKAIIETo
BBINIOJIHEHUSI MNPUHATHIX TpeOOBaHMIl pabdOTy HE NPUMYT U BEPHYT €€ Ha
T0paboTKYy.

3ammura KypcoBoii pabGorbl. Bce KypcoBble paboThl MHpPOXOAST
npouenypy 3amutel. K 3amuTe gomyckaeTcs paboTa, mpouienmias
IIPEBAPUTENIBHYIO IPOBEPKY MPENOJABATENEM.

He nomymieHHble K 3aliuTe MPOEKThl pabOT NEpeNaroTcs CTyACHTaM Ha
N0opabOTKy U UCIIpaBiI€HUE B COOTBETCTBUHU C 3aMEUYAHUSIMU MPENOAaBaTeNs.

Jlata 3amuThl Ha3HA4aeTcs IO COIVIACOBAHUIO C MPENOJaBaTelIeM B
COOTBETCTBUU C YYEOHBIM IJIAaHOM M JOBOJIUTCS 1O CBEACHHUS CTYIEHTOB. K
3allUTEe CTYAEHTY HEO0OXOAUMO MOATOTOBUTH TE3UCHl JOKJIaaa, KOTOpbIE
00513aTENIbHO JOJIKHBI COJIEPKATh:

— oOocHOBaHHME BBIOOpA TEMBI, €€ aKTyaJlbHOCTH, II€db M 3aJa4H
padoTHI;

— KpaTKyl0 XapaKTepUCTHKY COJAEpKaHUs paOOThI;
— OCHOBHBIE BBIBOJIbI U PE3YJIHTATHI PAOOTHI.

BricTynnenue cryneHta AOMKHO IUThess He Oonee 10 munyt. Ilocne
BBICTYIUIEHHSI TPENOJaBaTe]lb MMEET IMpPaBO 3a4aTh CTYAEHTY BONPOCHI IO
JOKJIaly YW COJEp)KaHUIO KypcoBoil pabotel. [lpm oreHke KypcoBoil pabOThI
YUYHUTBIBAETCA cOJepKaHue paboThl, MPaBUJIBHOCTh OQOPMIIECHUS, KauyeCTBO
JOKJIaJ]a CTyIeHTa U €ro OTBETOB HA BOMPOCHI.

TpeGoBanuss kK 00beMy U COAEPKAHMIO KypcoBoi padorbi. O0beM
KypcoBOoi paboThl noikeH cocTaBisiTh oT 20 nmo 30 cTpaHHI] ME4aTHOrO
Tekcra (0€3 TPWIOKEHUM M CIUCKA HCIOJNb30BAaHHBIX HMCTOYHUKOB U
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JUTEPaTypBhl).

KypcoBas paboTa cofep>KUT cleayronue CTpyKTypHbIE JIEMEHTHI:

— TUATYJIbHBIN JHCT (1 cTp.);

— coxaepxkanue (1 cTp.);

— BBegeHue. (2-4 ctp.);

— OCHOBHAasl 4acTh, BKJIIOUAlOIAsl TeopeTuueckuit pazgen (8-14 crtp.) m
npakTuyeckuii pazaen (6-10 crp.);

— 3akmrodenue (1-2 cTp.);

— OubOmmorpaduueckuii cucok (He MmeHee 20 HaMMEHOBAHMH );

— TpUIOKEHHs (He MeHee 2-3-X).

TpeGoBanuss kK 0GOpMIIEHMIO THUTYJBHOIO0 JHUCTA. TUTYIBHBIN JHUCT
odopMIIsieTcss B COOTBETCTBHM € 00pa3lioM, JaHHBIM B [Ipuiioxenun 4.

TpeOoBanuss k odopmiaenurw coaepxkanusas. B coxepxanum
MOCJIEIOBATEIILHO MPUBOASATCS HAMMEHOBAHUSI YacTed pabOThI: BBEJCHUE, TIIaBbI
(a BHYTpH ryaB — naparpadsl, IyHKTHI, IOJMYHKTHI), 3aKJIIOYCHHE.

bubnuorpaduuecknii  CnucOK, MPWIOKEHUs.  HampoTuB  Kaxaoro
HAaUMEHOBAHUA MO TMPABOMY IOJIO, YKa3bIBA€TCS HOMEp CTpPaHHIIBI, C KOTOPOM
HAYMHAETCSI COOTBETCTBYIOMIAS YacTh PabOTHI.

[Tpumep opopmiieHus copepkaHus MPUBEIEH B IpUIIokeHuH. [t opopmieHus
COJIEpKaHMsI BCE 3arOJIOBKH TJ1aB, TYHKTOB U MOJITYHKTOB JOJDKHBI OBITH O(OPMITICHBI
CTUJIEM 3aroJIOBOK COOTBETCTBYIOIIETO YPOBHSI.

Conepxanue (OryaBieHUE) KypcOBOW PadOTBI AOIKHO OBITh C(HOPMHUPOBAHO
aBTOMaTHUYECKU CPEJICTBAMU TEKCTOBOro npoueccopa Word.
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BBIBOP TEMBI BBIITY CKHOI
KBAJTU®UKAIIMOHHOM PABOTBI.
OBIIUE TPEBOBAHUA

BeltyckHas KBanu(pUKalMOHHAsE pad0Ta SBISETCA 3aBEPIIAIOIIMM 3TaIloOM
OoOy4eHHs] M MPEACTaBISIET COOOM CaMOCTOSITENBHOE HCCIEAOBAHUE CTYACHTA,
cozepXKallee pe3ysibTaTbl TEOPETUYECKOTO M SMIMPHUYECKOrO0 H3Y4YEHUs
aKTyaJIbHOM MPpOoO0JIEMBbI IO UHTEPECYIOIIEH €ro TEME.

BKP otHocuTcs K paspsany ydeOHO-HCCIEAOBAaTENbCKUX paboT u
MTOKa3bIBAET FOTOBHOCTH BBIIYCKHUKA PEIIATh TEOPETHUYECKHE U MPAKTUUYECKUE
3aJlauM B CBOEH MpodeccruoHalIbHON 00J1aCTH, ABIISETCS 3aKOHOMEPHBIM UTOIOM
LICJICHAIIPABJIEHHON MOJArOTOBKU CTYJEHTa K MPOPECCUOHATBHON JIEATEIBHOCTH
U JIOJDKHA OTPa)KaTh YPOBEHb C(HOPMHUPOBAHHOCTU HCCIEAOBATEIbCKUX YMEHUN
BBIITYCKHUKA, CTETIEHb €TOTOTOBHOCTH K PEIIEHUIO MPOPECCUOHAIBHBIX 3a/1a4.

3amuTa  BBIIYCKHOM  pabOThl  OCYIECTBISETCS HAa  3aceIaHuu
roCyJapCTBEHHOW  3K3aMEHAallMOHHOM Komuccuu. Ilo ee  pesynpraTtam
BBICTABJISIETCS OLICHKA.

[lenapro BBIMTYCKHOM KBaJIM(PUKALMOHHON paOOThI ISl BBITYCKHUKOB I10
HarpaBliieHHI0 moArotoBku 46.03.02 «/lokymeHTOBeleHHEe U APXUBOBEICHHE)
ABJIIETCS CHCTEMAaTU3allusg U YriyOJeHHe TEeOpEeTUYECKUX 3HAHUM, OBJa/ICeHUE
METOAMKOMN HCCIIeIOBaHUS B 00JIaCTU JOKYMEHTOBEACHHS U ApXUBHOTO Jela, a
TaK)K€ NPAKTUYECKUX YMEHUW M HABBIKOB NPUMEHEHUS HMX MpPU PELICHUU
KOHKPETHBIX MPO(hecCHOHANIbHBIX 3a]1a4.

Brimmonnenne BKP nokymenToBegamMmu OpueHTUpPOBAaHO Ha:

— 3aKpeIUICHUE u yTIyOJIeHUE 3HAHUM CTYyJICHTOB 1o
obOmenpodecCHOHAIPHBIM U CHICIUAIBHBIM  JTUCHHUIUIMHAM B cdepe
JIOKYMEHTOBECHUS, apXUBHOT'O nera u JIOKYMEHTAIMOHHOTO

oOecrieueHus: ynpaBJIeHUS;

— OCBOEHHE TMPUEMOB pPAbOTHI C COBPEMEHHBIMU CpEACTBaAMU cOopa u
00paboTku nHGOpMAIINH;

— OBJIQJICHUE METOJaMU HAYYHBIX MCCIIEJOBAaHUN (AaHAIMTUYECKUMH,
CTaTUCTUYECKUMU, IKCIIEPUMEHTATBHBIMH, COLUOJIOTUYECKUMHU U JIP.);

— NPUBJIEYEHUE W  AHAJIU3  MATEPHAIOB  JICSITEIIBHOCTH CIIyK0
JTOKyMEHTalMoHHOro obecneuenus ynpasienus (HOVY), apXuBHBIX
OTHEIIOB W  JPYIUX NOAPA3ACICHUM  Pa3JIUYHbIX  OpraHu3alui,
MPEINPUITAN UYUPEXKICHUN;

— MOATOTOBKY TMPEUIOKEHUH WM MPAKTHYECKUX PEKOMEHIAlUd 10
COBEPILIEHCTBOBAHUIO JesTesbHOCTH ciiy:k0 JIOY u gokymeHTOoOOOpOTa
OpraHu3anui, NPeanpUsITUN, YUYPEKICHUM;

— pa3BUTHE HABBIKOB CaMOCTOSITENIBHOW pPabOThl MO  OpraHU3alMH
nesitenbHoCTH city>k0b1 JIOY Ha npeanpustiuu (yUpexaeHus).

K BKP npeabsBisitoTcst cieayronme TpedoBaHus:

— COOTBETCTBUE MPOGUITIO TOATOTOBKH;

— COOTBETCTBHUE CTaHAApTaM Ha TEKCTOBBIE IOKYMEHTHI;

— COOTBETCTBUE METOJIMYECKUM YKa3aHUsM O BbinoaHeHuo BKP;
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— TiyOuHa HCCNeI0BAHNUS U MOJHOTA OCBEIICHUS BOIPOCOB;

— YETKOCTb OCTPOCHMSI, JOTUYECKASI ITOCIIEI0BATEIbHOCTD U3JI0KEHNUS;

— yOeauTtenpHas apryMeHTaIus;

— KpaTKOCTh U TOYHOCTh (POPMYITUPOBOK;

— KOHKPETHOCTb M3JIOKEHUS U NPAKTHYECKas OPUEHTHPOBAHHOCTD
pe3yIbTaTOBPa0OTHI;

— CaMOCTOSITENIBHOCTb, JIOKa3aTENIbHOCTh BBIBOJOB M OOOCHOBAHHOCTH

PEKOMEHALN;

— aKKypaTHOCTb M TPaMOTHOCTh O(hopMIIeHUSI.

Beimmycknast kBanugukalnnoHHas paboTa OakanaBpa sBISETCS HAy4dHO-
IPAKTUYECKUM HCCIIEAOBAHUEM MPEUMYIIECTBEHHO AHAIUTUYECKOIO XapaKTepa.
Ona oTpaxkaeT XOJ M pe3yJbTaThl pa3paOOTKU BBIOPAaHHOM TEMbl U JOJDKHA
OTBEYaTh COBPEMEHHOMY YPOBHIO Pa3BUTUA JOKYMEHTOBEICHUSA U apXUBHOIO
nena.

IIpn moaroroBke k Hamucanuro BKP cryaenty cinenyer wusyunts u
IpOaHAIU3UPOBaTh MOHOTPAUUECKYI0, TEPUOJUYECKYI0 M  CIIEHUATIbHYIO
JUTEPATYpPy MO TEME, OXapaKTEepU30BaTh aKTyaJlbHOCTh M3Y4aeMOUl MpoOeMbl,
ONpEAENuTh €€ HayyHO€ 3HAa4YeHHE, JaTh YETKYI0 XapaKTEpPUCTUKY OOBEKTa,
peaMera, ey, 3a1a4 U METOL0B UCCIIEOBaHNUs.

B OonbmmHcTBe cinyyaeB BKP  sBigercs HaydHO 0OOCHOBaHHBIM
pEUICHMEM NPAKTUYECKHUX 3aJa4, BBITEKAIOIIUX W3 CHCTEMHOIO AaHAJIN3a
BbIOpaHHOM JJIs1 UCCIIEOBAHUS KOHKPETHOU TEMBI.

Pabora mpakTHueckoro xapakTepa MpeacTaBiIsieT coOON 3aKOHYEHHYIO
OOLIYI0 WJIM JIOKAJIBbHYIO OPraHU3allMOHHO-IPOEKTHYIO pPa3pabOTKy TEMAaTHUKH
npoOjeM JOKYMEHTAIMOHHOTO OO€CleueHus YOpaBiICHUs] UM apXUBHOIO
XpaHEHHs] JOKYMEHTOB Ha 0a3e KOHKPETHOW opraHu3auuu (y4pexacHus,
IPEANPUSITHUSA).

B cnyuae, ecnu BKP umeer teopetnueckuii xapakrep (M0 pa3perieHuro
BbIyCKaroleld kadeapbl) U MOCBSIICHA PEIICHUIO TEOPETUYECKOM 3aJauu, ee
OCHOBHBIM COJEPKaHUEM JOJDKHO CTAaTh PA3BUTHE IOJIOKEHHM, BBIIBUHYTBIX
TOW WJIK UHOM HAYYHOU IIKOJION JOKYMEHTOBEACHUS, PACCMOTPEHHUE aKTyalbHbBIX
npo0JeM JOKYMEHTOBEACHHSI U apXUBHOTO JeJla, Pa3BUTHS JOKYMEHTA, CUCTEM
JOKYMEHTalMd M T.0. TeMbl TakKUX HCCIEAOBAHMI MOTYT OBITH JIOBOJBHO
Y3KMUMH, 4YTO OTHIOJIb HE YyMalsgeT UuX akKTyalbHOCTH. Llenb momoOHbIX
HCCIIEIOBAHUM COCTOUTB PELICHUH YACTHBIX BOIPOCOB B ACIIEKTE TOW WM MHOU
y’K€ JOCTaTOYHO anmpoOMpoBaHHOW KoHIenuu. CienoBaTeabHO, aKTyaJllbHOCTh
TaKOr0 IIPOEKTa B IEJIOM CIEAyeT OLEHMBATh C TOYKM 3pEHHUS TOU
KOHIENTYalbHOW YCTAHOBKH, KOTOPOW MPUICPKUBAETCS aBTOP pabOThI, WU
TOTO HAYYHOTO BKJIaJla, KOTOPBII OH BHOCUT B pa3pabOTKy oOIel KOHIETIUY.

CryaenTam mpenocrasisieTca npaBo BeiOopa Tembl BKP, unu onn moryt
MPEJIOKUTH CBOIO TEMY C 0OOCHOBaHHEM 11€71€cO00pPa3HOCTU €€ UCCIeI0BaHus,
IIPEXKIE BCETO, UCXOAS M3 3aBOK, IOJAAHHBIX CO CTOPOHBI 3aMHTEPECOBAHHBIX
KOHKPETHBIX OpraHu3aiuil (yupexaeHui, IpeanpusiTui).

Kak mnpaBuino, Tema paOOThl ABISETCS MNPOAOKEHUEM  MPEKHUX
WCCJIEIOBAHMM, MPOBOJMMBIX B MPOLECCE HANMCAHUS KYPCOBBIX WJIM Hay4HBIX

pabot. BKP MmoxeTr OBbITh JIOTHYECKUM NPOAOKEHHEM KypCOBOM paboThI,
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peann3yss €€ HAed M BBIBOABI, HO Ha 0OJiee BBHICOKOM TEOPETHUYECKOM H
MPaKTUUYECKOM YpOBHSX. B »3TOoM ciydae kypcoBasi paboTa MOXET OBITH
UCII0JIb30BaHa B KauyecTBe IUIaBbl WM pasnaena BKP.

[Tocne BbIOOpa TEMBI CTYACHT MOAAET 3asBICHHUE HAa UMS 3aBEIYIOIIETO
kadenpoii o 3akperuienun Tembl BKP. [l moaroroBku BKP kaxxmomy cTyneHTy
Ha3HA4aeTcsl PYKOBOJMUTENb M3 4YHMCIa BeAyIIMX IpenojaBaTeneil kadeapsl.
3aKperieHre TeMbl U HAYYHOI'O PYKOBOAUTENS O(QOPMIISETCS MO MPEII0KEHUIO
Kadeapbl, Ha OCHOBaHMM KOTOPOTO H3/1AaETCi COOTBETCTBYIOLIUM IpPUKa3
pekTopa.

CoBMECTHO € HAay4YHbIM pPYKOBOIMUTEIEM YTOYHSET KpYyr BOIIPOCOB,
HOJUIeKAIINX H3YYEHHIO, COCTABJSETCS IUIaH paOOThl HaJ| MCCIEJOBAHUEM C
yYKa3aHHEM OYEPEeTHOCTH BBIMOJHEHUS OTAEIbHBIX dTanoB. HeobOxomuma
cUCTeMaThyecKkas padoTa HaJ MCTOYHUKAMH U JIUTEPATYpPON; MOCTOSHHAS CBS3b
C Hay4HbIM PYKOBOJUTEJIEM; CTYJIEHT JOKIAAbIBAET O X0j€ paboThl U MOITydaeT
HEOOXOAMMbIE KOHCYJNbTalMM M HWH(GOPMALMIO; B YCTAHOBIIEHHBIE CPOKU
OTUUTHIBAETCS MEPE PYKOBOJUTEIEM O TOTOBHOCTH PabOTHI.

BKP — 310 camocTosATensHOe uccienoBanue crygeHta. OH HeceT MOIHYIO
OTBETCTBEHHOCTb 3a MPEACTABICHHBIA K 3allATE€ IIPOEKT, JOCTOBEPHOCTH
COJIEpKalINXCs B HEM CBEICHUN U 000CHOBAHHOCTh MPUHATHIX PEILIECHUI.

Cpoxu BbinonHeHus U 3amuTel BKP onpenenstorcs yd4eOHbIM MJIaHOM U
rpagukoM yuyeOHOro npouecca.
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TPEBOBAHUSI K CTPYKTYPE U O®OPMJIEHHUIO BBIITY CKHOM
KBAJIM®UKAIIMOHHOM PABOThHI

BKP wumeer omnpenereHHYH CTPYKTYpYy, COCTOSIIYH) M3 HECKOJIbKHX
B3aMMOCBSI3aHHBIX YaCTEH, N3 HUX 0053aTeNIbHBIMU SIBIISIIOTCS CIIETYIOIIHE:

— TUTYJIbHBIN JIUCT;

— cojJepxanue (T1aH);

— BBEJICHUE;

— OCHOBHAs 4acTh — OT 2 70 4 TJIaB C HaJlMYMEeM HECKOJbKUX maparpadoB
(npu npopaboTke cTpykrypsl BKP ciienyer umers B BUy, YTO IJ1aBa He
MOZKET COCTOAT TOJIbKO U3 OJIHOT0 naparpadga);

— 3aKJIIOYEHUE;

— CHUCOK HCIOJb30BAHHBIX UICTOYHUKOB U JIUTEPATYPHI;

— NPUIOKEHUS.

OO0beM BBIMYCKHOW KBaNM(PUKAIMOHHOW paboThl AJsi 0aKajaaBpoB
noJKeHCOCTaBATh 70-80 cTpaHuu, He cUMTASI IPUJIOKEHUS.

[IpuMepHOE COOTHOIICHUE MEXKIY OTACIbHBIMU COCTABHBIMH YaCTSIMU
paboThl crenyrouiee: BBeJaeHue — 6-8 ctpanull, ocHoBHO# Tekct BKP — 60-70
CTpaHuL, 3aKio4yeHue — 3-4 crpanuubl. KoianyecTBO  NpHIIOKEHUN
OTpeIeISIeTCS UCXO0ISI U3 11eJIeco00pa3HoCcTH ux BkitoueHus B BKP.

BKP odopmisiercss B Bujae TeKcTa MNPUHTEPHOW I€YaThiO Ha OJHOMU
cTopoHenucTa Oenoit Oymaru popmata A4.

Texkcr Ha nMCTE MOJDKEH HMMETh KHIDKHYIO OpHEHTAIuio. AJbOOMHas
OpHEHTAIIUS JOMYCKAETCS TOIBKO JUIsl TAOIUI] M CXEM MTPHIIOKEHUH.

Texker gomxeH ObITh 0ohopmiieH B TeKCTOBOM penaktope Microsoft Office
Word ¢ cobnroeHreM clieyrommux TpeOoBaHUM.

®opmar mpudra Times New Roman.

[pudt ocHOBHOTO TeKkcTa OOBIYHBINA, pa3mep 14

(xeran) nr. s cHocok — 11 (kerJyib) MT.

[[IpudT 3arojlOBKOB Ij1aB — MOJY:KUPHbIH M NPONMCHBIMU OYKBaMH,

pasmep
14 (xerJib) mT.

[pudt 3aronoBkoB mnaparpagoB — NOJYy:KMpPHbIA, 14

(keryib) NT.MeXCUMBOJBHBIN HHTEPBA — OOBIYHBIH.

MexkcTpouHbIii HHTEPBAT — MOJYTOPHBbIH (1,5).

MexcTpOouHbIii VHTEpBaI CCBUIOK -

oauHOYHbI (1).AG3annbiit orctym — 1,25 eM.

TexkcT qomKeH OBITh BEIPOBHEH T10 IIMPUHE CTPAHUIIBI.

3aro;10BKU BLIPABHUBAIOT O HEHTPY.
Heo6xonumo npuaepkuBaThCs CASAYIOIIMX Pa3MEpPOB MOJICH:
— cJieBa — 30 mm
— cmpasa — 15 MM
— CBepxy - 20 Mmm
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— CHM3Y — 20 mm

PaccTosinue Mexay clioBamMH, YCIOBHBIMU OOO3HAYCHHMSIMU M YHUCJIaMU B
CTPOKE TEKCTa JOJLKHO COCTABJISITH OJMH MPOdeJI.

CTpaHuIlbl  BBIMMYCKHOW  KBAIM(DHKAIMOHHOW  pabOThl  HYMEPYIOTCS
apabckumu 1udpamMu ¢ COOTI0ICHHEM CKBO3HOI HYMepaluM M0 BCeEMY TEKCTY.

TUTYNBHBIN JUCT BKIIOYAETCS B OOIIYI0 HYMEPAIMIO CTPAHUII, HO Ha HEM
HOMEp He mpocTtapisercs. Hymepanusi HaYMHaeTCsA €O BTOPOil CTpaHUIBbI (C
pazaena «Coziepxanue).

Nnmtoctpauuut W Opyrue NPUIIOKEHUS BKIIOYAIOTCS B OOIILYIO
HyMepauuio crpanun. Homepa crTpaHuly pa3MemaloTcsi B HHKHEH YacCTH
JINCTA cnpaBa 0e3KaBhIYCK, ACPUCOB U IPYTUX 3HAKOB MPEITUHAHMUS.

Bxmrouenne B Teket BKP wmrocTparuit, Tabmauil, cxeM U MpovrX BCTaBOK
He fonyckaercs. OHM MOTYT MOMENIATHCS B MPUIIOKCHUSIX.

3aroJIOBKM COCTaBHBIX YACTEW — CTPYKTYPHBIX 3JIEMEHTOB — BBIITYCKHOMU
paboThl (coaepkaHHWe, BeJCHHE, TJaBbl, maparpadpl, 3aKIOYEHHUE, CITHUCOK
HCTIOJIb30BAaHHBIX UCTOYHUKOB U JIMTEPATYPHI) CIEIYET paclojaraTh B cepeanHe
CTPOKHU 0€3 TOYKHU B KOHLIE U 0e3 NMOAYePKUBAHUSA.

[lepeHoc cn0B B 3arojloBKax HE JOIMyCKaeTcsi. Bce CTpyKTypHBIE
sanemenTsl BKP, 3a wuckmoueHueM mnaparpaoB, HAYHHAKTCA C HOBOM
CTPAHHUIIBI

[[Ta6mon nst opopmieHust TuTyabHoro aucrta BKP npejacraBien Huke
(Cwm. IIpunoxenue 5).

Odopmiuenne pasaena «Coaep:xxkanme». CojepkaHue BKIIOYAET BCE
cTpyKTypHbIe yacTu (pazzaens) BKP — BBegeHne, HauMeHOBaHUE TJIaB U MYHKTOB
OCHOBHOM 4YacTH, 3aKJIOUYEHHE, CIUCOK HCIOJIb30BAHHBIX HWCTOYHUKOB U
JUTEpPaTypbl U TPUIOKEHHS — C YKa3aHUEM HOMEpPOB CTPaHUIL, C KOTOPBIX
HAYMHAIOTCS 3TU Pa3/Ebl.

Pexomennyetcst BKItouaTh B cojepkaHue (1iaH) 2-4 OCHOBHbIE TIJIABBI.
Bonbliiiee yncio riaB HeonpaBaaHHo. B Kak10¥ riiaBe JOJKHO ObITh HECKOJIBKO
naparpados (MUHUMYM JABa naparpada).

[Ipu cocraBieHuU TUTaHA CIEAYET OMNPENEIUTh COJECP)KAHUE OTACITBHBIX
pa3/iesioB U JaTh UM COOTBETCTBYIOIIEE Ha3BAHUE.

B comepxkanme BrmodaroT Bce paszmensl BKP B TOM ke
MOCJIEI0BATEILHOCTH,KOTOpAsi IPUHATA B TEKCTE.

He nonyckaercst cokpaniaTh Uin BUJOU3MEHSTH 3aTOJIOBKH.

[Ipu odopmieHnn HaUMEHOBAHWA TJaB, BKJIIOYEHHBIX B pasjel
«Conepxxanue» (B TOM 4HClI€ HauMEHOBaHHWE pa3nenoB «BBeneHuey,
«3akmouenne», «CHHCOK HCHOJb30BAHHBIX HCTOYHUKOB U JIUTEPATYphI»,
«IIpunoxkenusi»), 3aMUCHIBAIOT MPONUCHBIMHU OyKBaMHu.

HaumenoBanue mnaparpadoB ohopMIISIIOT CTPOYHBIMH OYKBaAMHU, KPOME
NnepBOM  MNPOMMCHOW. 3arojloBKM B  COJEPKAaHUU  JOJKHBI  MOJHOCTBIO
COOTBETCTBOBATH 3aroJIOBKaM B TeKcTe. CI0BO «CTp.» HE MUIIYT.

['maBel HymMepytoTcst apabckumu 1udpamu co cioBoM «IJIABA 1

».
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[Taparpadst HymepyroTcs apabckumu nudpamu 6e3 cioB «maparpad».
Hywmepanus naparpada cocTouT U3 HOMepa TJlaBbl U HOMepa maparpada,
pa3eNeHHbIX TOYKOW. B KOHIIE HOMepa CTaBUTCS TOYKA.

Hanpumep, 2.3. 0003Ha4yaeT, 4TO JAHHBIH 3aroJ0BOK OTHOCHTCH K
TpeTbeMy naparpadgy BTOPOii IJ1aBbl.

Bce paznenst BKP (kpome copepxanusi, BBEJACHUS, 3aKIIOUEHUS, CIIHCKA
HCIIOJIb30BAaHHBIX MCTOYHUKOB M JUTEPATYPHI, MPUIIOKEHNA) HyMepyroTcs (Cwm.
[Ipunoxenue 2).

Odopmienne pasnena «BBenenume». BBeneHue — 3TO BCTyNUTENIbHAA
qacTbBKP (cm. IIpuoxenue 7), B KOTOPOU COAEPIKUTCA:

— aKTyaJdbHOCTbH T€MbI (0OOCHOBBIBAECTCS] BEIOOP TEMBI, €€ 3HAUUMOCTh);
— 1eNdb U 3a]1a4u;

— 0OBEKT U MpPEMET UCCIIEJOBAHMS;

— 0030p UCTOYHUKOB U JIUTEpaTyphl (McTouHMKOBasA 6aza BKP);

— CTEIEHb U3YYEHHOCTH TeMbI (0030p JIUTEpaTyphl);

— HOBH3HA U NIPAKTHYECKAsl 3HAYUMOCTb MCCIICIOBAHUS;

— anpobanus pe3yabTaToOB UCCIEA0BaHUS (MPU HATMYMUU TAaKOBBIX);

— CTPYKTYypa JaHHOU BBIITYCKHOW PaOOTHI.

OcnoBHass vyactb BKP nomkna BrimoyaTe HE MeEHee JBYX TJIaB.
Conepxxanue riaB OCHOBHOM 4YacTH JOJDKHO COOTBeTcTBOBaTh TeMe BKP m
MOJTHOCTBIO €€ PacKpbIBaTh. BcCe CTPYKTypHBIE 3JIEMEHTHI OCHOBHOM YacTH
JIOJKHBI HAaYMHATHCS C MOCTAHOBKHM BOIPOCA WJIM MPOOJIEMBI U 3aKaHYMBATHCA
KOHKPETHBIMU BBIBOJIAMH.

Pexomenayemast ctpykrypa st ocHoBHOM yactu BKP.

Teopernueckmii pasgen (rnaBa 1) BkIOYaeT 0030p TEOPETUUYECKUX,
METOJAMYECKUX M MPAaKTUYECKHX AacCHeKTOB HccieayeMon mnpobOsemsl. [lanHas
rJlaBa BBINOJHAETCA HAa OCHOBE HW3Y4YeHUs U O000OUIEHHUs ClEelHAIbHBIX
JUTEPATYPHBIX W AJIEKTPOHHBIX HMCTOYHUKOB HH(opMauuu. LlenecoobpazHo
OTpPa3UTh BOIMPOCHl HOPMATHUBHO-IIPABOBOTO PErYJUPOBAHUS HCCIETyEeMOU
pOOJIEMBI.

AHanuTnyeckuii pasaea (ryiaBa 2 wian/u 3) SABISIETCS JIOTMUECKUM
OPOAODKEHUEM TEOPETUYECKOTO pasfena M OCHOBOM s pa3paboTKu
MIPOEKTHOM YacCTH BBITYCKHOM paboThl. M3maratorcst (akTUdeckuit marepuad,
XapaKTEepU3YIOMIUNA JESTEIbHOCTh O0BEKTa HCCIENOBAHUS TOJ YIJIOM 3pEHHUS
paccMaTprUBaEMOM TEMbl, & TAaK)K€ pPElIaeMbIX B JUIJIOMHOM MPOEKTE 3ajay U
BBIBOJIOB TEOPETHUUECKOTO pa3jiena.

B npoexTHOM (mMpakTHMuYeckoM) pasjaesie (riaBa 3 wiu 4) Ha OCHOBE
UCCJIEIOBAHUI  TEOPETUYECKOrO  paszziesia, BBIBOJIOB M PEKOMEHJAlui
AHAJIMTUYECKOTO pa3zjielia MO YIYYIICHHIO (M3MEHEHHUIO) TMOJIOKEHUS Jell B
uccaeayeMoil 00acTi, ¢ y4eToM Iiejedl W 3ajad, MOCTaBJICHHBIX B IPOEKTE,
U3JIAraloTCs BapUaHThl BO3MOXKHBIX PEUICHUH paccMaTpyuBaeMon MPOOJIEMBI.

OdopmiieHne 3aroJiIOBKOB B TeKCTe. B TekcTe Ha3BaHUsS BCEX TIJIaB,
BBEJICHHE, 3aK/IFOUEHHE, CIIMCOK HCIIOJIb30BAHHBIX NCTOYHUKOB U JIUTEPATYPHI, a

TaKXKE MPUIIOKECHUA HAYHMHAIOTCA C HOBOI'O JHUCTAa W MHIIYTCA HNPOIIMCHBIMH
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OyxkBaMH (BbIPABHMBAHHUE 110 LEHTPY) MOJY:KUPHbIM mpudrTom, pasmep 14
(kernp). Beicora nudp m OykB B HAaMMEHOBAHHWH JOJKHA OBITH OJMHAKOBOM.
Ha3Banusa naparpadoB B riaBax HayMHAIOTCS C NPONMCHOH OYKBBI, jaiee
NUIIYTCS. CTPOYHBIMH OYKBAMH, TAaKX€ BBIPABHHBAKTCHA 10 UEHTPY,
MOJIYKUPHBIM IIPUGTOM.

Touka B KOHIIE Ha3BaHUs IaBbl U naparpada He craButcs. Mcnonb3yercs
nosryTopHsbIi (1,5) MexxcTpounsblil uHTepBal (cM.: [lpunoxenue §).

3aroyioBKM TJ1aB CHU3Y OTIENSIOTCA OT Ha3BaHMs 3arojioBka mnaparpada
OJIHUM JIOTIOJTHUTEIBHBIM MPOOEIIOM.

[laparpadpr BHYTpH TJaBbl OTHAENSAIOTCS JpYyr OT Jpyra JByMs
MHTEpPBAJIaMU U, KaK YKa3bIBaJOCh BHIIIE, TPOJOHKAIOTCS O TEKCTY (6€3 HOBOTO
JIMCTA).

Odopmiienne cHOCOK. CHOCKM NOKAa3bIBAIOT, OTKY/1a aBTOP B3I TOT HIIU
uHOM (akTHueckuit Marepuai. He 3a0piBaiiTe CHOCKaMH TOJATBEP)KIATh
(paktuyeckuii marepuan. Ho He cieqyer CHOCKaMM CONPOBOXKAATh OUYEBUHBIC
BEILU, TPONUCHBIE UCTHHBI. OHU HE HYKIAIOTCA B MMOATBEP)KICHUU CChUIKAMU Ha
UCTOYHHUK. OO0s3aTeNbHbl CHOCKM NpH LUTUPOBAaHUM (LIUTAThl «OepyTcs» B
KaBBIUKH), NP MPUBEJACHUH YbErO-TO MHEHUS B IEpEecKas3e, MpU YIOMHUHAHUH
MHEHHUSI TOTO WM MHOTO aBTOPA, IPU HUTUPOBAHUU WJIU MEPECKA3E KOHKPETHBIX
JOKYMEHTOB, MPU MPUBEACHUU LUPPOBBIX TaHHBIX, MAJIOU3BECTHBIX (PAKTOB U
T.I1.

TexHuueckue TpeOOBaHUSA: CHOCKH HE JIOJKHBI ObITh BHYTPUTEKCTOBBIMU
[I1, cTp. 6], TONBbKO NOCTPAHUYHBLIMHU. BCTaBIAIOTCA OHU CTPOro IO
CJIEYIOIIEMY aJTOPUTMY — B BEpXHEH CTpOKe MEHIO BblOMpaeTcs: «BcraBka /
Ccoiika / CHocka — B3y crpanunsl; ®opmar Homepa: 1, 2, 3, ...; Hagars c: 1;
Hywmepanus: Ilponomxutey. CoOiaroeHre 3TOro ajaropurMa Mo3BoJsieT aBTopy
CIIOKOWHO BCTaBJISITh WM YOUpaTh KYCKM TEKCTa WM OTAEIbHbIE CHOCKH —
HyMepalusi CHOCOK Npu 3ToM He Oyner HapyuieHa. CHOCKM JOJIKHBI OBITH
CKBO3HBIMM, T.€. UX HyMepanus npoaosnkaercs o scet BKP.

Pa3mep cHocok (11 kereJib).

Tak kak H3ydeHHas JUTEparypa € NOAPOOHBIM OHOIMOrpadUyecKUM
onucanueM nomemieHa B cnucke B koHue BKP (Chomcok ucCnosib30BaHHBIX
HMCTOYHMKOB M JIUTEPATypbl), B CHOCKE MOXHO OrPAHMYUTHCS MHUHUMYMOM,
MO3BOJISIIOLIEM UACHTU(PUIMPOBATH MPUBEICHHYIO PadoTy.

Bce pabGorbl, mnepeuynciieHHble B  CIOHMCKE  HCIOJb30BAHHBIX
HCTOYHMKOB M JIMTEPATYPbI, JOJKHbI ObITh YNOMSHYTbl B CHOCKax, W,
COOTBETCTBEHHO, Bce padoThl, HA3BaHHbIE B CHOCKAaX, [J0JLKHbI ObITH B
CIHMCKEe HUCIOJIb30BAHHBIX HCTOYHUKOB H.

[Ipu odopmnenun Oudbmuorpaduyecknx ccouiok BKP HeoOxomumo
PYKOBOJICTBOBAThCS IPUHATOM CTaHAapTOM rocCTt 7.0.5-2008
bubnuoepaguueckas ccovinka. Oowue mpebosanus u NpasuIa coCmMagieHus..

[Ipyn nepBoM ynomMuHaHuUM PabOThl YKA3bIBAIOTCS: (paMUIMS, WHHUIIHMAIIBI
aBTOpa, Ha3BaHWE pabOThI, MECTO M ToJl u3gaHus. Ha3paHue W31aTENnbCTBA,
daMunus penakTopa, PYKOBOAMTENS AaBTOPCKOTO KOJUIEKTMBA U JIpyrue
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CBelleHHsT He HeoOs3arenbHbl. JlaHHBIE CBEIEHUS TPUBOIATCS B CIHCKE
UCIOJIb30BAaHHBIX ~HUCTOYHUKOB M jureparypbl. Ecmu pabora mpocto
YIOMHHAETCs, CKa)XeM, B HCTOpHOrpapuyeckoM o0030pe, yKazaHue OOIIero
YHCia CTPAHUIl TaK)Ke HeoO0s13aTeIbHO, HO HE BO30paHsieTcsl.

' BacaxoB M.H. CoBpeMeHHOE IeI0NpOn3BOACTBO. M., 2018.
? SnkoBas B.®. JoKyMeHTHI i cucTeMbl fokyMenTarmu // Cekperapb-pedepent. 2006. Ne 1.

Ecnu ccpimka mpuBOIUTCS JJIs1 MOATBEPKACHHUSI KOHKPETHBIX (DaKTOB WU
TaHHBIX, 0053aTEIbHO YKa3bIBaCTCSI KOHKPETHAS CTpaHUIAa pabOThl, HA KOTOPYIO
CCBIJIACTCSI aBTOP BBIMTYCKHOW KBAIM(DUKAITMOHHOM PabOTHI.

[Tpumep:

' BacakoB M. M. CoBpemenHoe aenonponssoactso. M., 2018. C.115.

He cienyer B kadecTBe KOHKPETHOW CTPaHUIbI NMPUBOAUTHL 0OIIee
KOJINYeCTBO CTPAHUIL B MyOJMKauM (OHU YKa3aHHBI B CIIUCKE JIUTEPATYPHI).

B oaHOIi cHOCKE 1MOJ OJHUM HOMEPOM MOXKET OBITh YKa3aH IENbIA psij
pabot. Hanpumep: «/lannoti meme nocsawenvt pabomvr M.U. bacakosa,
C.JI. Ky3neyosa, M.B.Jlapunay. B TakoM ciydae mnepeducisieMble padOTHI,
pa3aesitoT TOYKOM C 3amsTON ¥ MOMENIAIoT B OJIMH ad3ail;

' BacakoB M.U. Copemennoe aenonpon3soactso. M., 2018; Kysueros C.JI. CoBpeMeHHbIE
TEXHOJIOTHH JOKYMEHTAIIMOHHOTO 00€CIIeUeHUs YIIpaBlIeHUs: yueOHoe rocodue it By3oB. M., 2021;
Jlapun M.B. Vnpasienue nokymeHTanueil B oprauusanuax. M., 2022 u np.

Ecnu y ogHOro aBTopa Ha3BaHO HECKOJIBKO padoT, BMECTO €ro (haMuiinu 1
MHULIMAJIOB yKa3bIBaeTcs: «OH xKe»:

! Jlapur M.B. O6 opranmsamum 31eKTPOHHOTO JIOKYMeHT0000poTa B Poccuiickoit denepanun
// CoBpeMeHHBIE TEXHOJIOTHH JEJIONPOU3BOJICTBA M AOKyMeHToobopoTta. M., 2021. C.10-13; On xe.
VYnpasieHue nokyMeHTanuei B opranuzanusax. M., 2022. C.22-23.

[Ipy MOBTOPHOM CCHUIKE Ha YK€ MPOLUTHPOBAHHBIE PAaOOTHI JaBaTh BCE
BBIXOJIHBIC JIaHHbIE HE 00s3aTeIbHO, JTOCTAaTOYHO YKa3aTh (amMuwinio u
WHUIIAAJIBI aBTOPA, @ BMECTO Ha3BaHUS PAa0O0THI HAMUCATh: «YKa3. COU.»:

! Bacako M.U. Vkas. cou. C.132.

Ecnu y ykazanHoro aBTopa JBe Wiu Ooiiee padoT, ClEQyeT YKa3bIBaTh
Ha3BaHUs padOT LIEMKOM MJIM COKPAIATh JJIMHHOE Ha3BaHUE pabOThI:

' Byposa E.M. Hcropus u coBpeMenHbIe TeHaeHmuy. .. C.15.

Ecnu Ha ogHy 1 Ty %e paboTy J1eNaeTcsl CChlIKa HECKOJIBKO pa3 MoJAps,
TO BMECTO Ha3BaHMs pabOThI YKa3bIBalOT «TaMm »e» U TOJbKO MEHSIIOT HOMEpa
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CTpaHUIl, Ha KOTOPBIC ACJIACTCA CCBIIIKA. Ecau u CTpaHulla HC M3MCHUJIACh, TO
MOKXHOOI'PAHUYIUTHLCA IIPOCTO «Tam xen:

! Byposa E.M. Ucrtopus u coBpemennsle TeHaeHnuu. .. C.15.
> Tam sxe. C.84.
3 Tam xe.

Ho ¢ «Tam e» CHOCKM Ha HOBOM CTpaHMIICE HAUMHATHCS HE JIOJIKHBI.
Hurarenb HE NOJDKEH JIMCTATh TEKCT B MOMCKAX TOTO, YTO CKPBIBAETCS 3a ITUM
«Tam xe». CHavana Ha3bIBaeTcsl paboTa, Jake €CIM OHAa YIOMHUHAETCS HeE
BOepBble. M TOJNBKO mOCHE 3TOr0 MOXHO BCTaBiATh «Tam xe». Iloatomy
OKOHYATEJIBHOE PEAAKTUPOBAHHE CHOCOK HYXKHO J€JIaTh, KOrJa BECh TEKCT
paboTHI yXKe HAIMCaH, TaK KaK CHOCKH MOTYT CIIBUHYTBHCS.

CHocku Ha apXuBHbI€ (HDOHIBI OOPMIIIIOTCS CIIETYIONTUM 00pa3oM:
'PTAJIA. ®. 1. Om. 1. JT. 18. J1. 14.

— B CJIy4dac IMOBTOpPa CHOCOK Ha OI[HOﬁ CTpaHHUIIC:

! PTAIA. ®. 1. Omn. 1. 1. 18. JI. 14.
2 Tam xe. JI. 24.
3 Tam xe.

Cnenyer 0oOpaTuTh BHUMaHUE, YTO CHOCKM Ha apXUBHbIE HCTOYHUKH
JEJA0TCATONBKO B TOM CIIydae, €CJIU CTYIEHT caM HENOCPEICTBEHHO padoTai B
apxuBe.

HuTepHeT-pecypchl ONMUCHIBAIOTCS CICAYIOIINM 00pa3oMm:

: Nudopmanmonnas 6e3omacHocts (peiHOK Poccum). M.: busnec. UT, 2021. Pexum
nocryna: URI: http://www.intertrust.ru/press_center/articles. ([ata oopamenus: 10.06.2021).

OO0s3aTenbHBIMU dJIEMEHTaMU JUIsl OTMIMCAHUSI AJIEKTPOHHBIX JOKYMEHTOB
ynaneHHoro pocrymna (HMHTepHET-pecypcoB) SBISIOTCS JIJIEKTPOHHBIX ajpec
AOKYMEHTA U MOCJIeHAS 1aTa 00palleHusl K HeEMY.

3aMeyaHue O 3aNMMCH CCHUJIOK HA MCTOYHHMKH, B3SITble H3 CETH

HNHuTepHer.

B nenom psige yueOHbIX MOCOOMH, cTaTel B JKypHajlax UMEIOTCS CCHUIKH
Ha MCTOYHMKH, KOTOpPbIE MO3aUMCTBOBAHbI C BeO-callTOB ¢ 0b0o3HaueHuem URL
nepen ykazaHueM BeO-caiiTa, HanpuMmep:

1. Jlapun, M.B. IIpoGiemMbl COBEPIICHCTBOBAHUS TOKYMEHTAIIMOHHOTO O0€CTIeUeHUs
yrpaBieHus: B coBpeMeHHbIX ycioBusix // Calt «AKIM DkoHOMHKA W KU3HBY. Pexum
noctymna: URL: http://www.akdi.ru (lara o6pamenus: 01.07.2010).
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Yro xe o3navaet 3T0 URL?

IIpusenem nosicaenue repmrna URL.

AnpecHas cTtpoka B Opay3epe o6o3nauaercs kak URI, URL wnu

URN.PacuudpoBka TepMUHOB:

URI  (Uniform Resource Indicator —  yHuduuupoBaHHbIN
uaeHTHUUKATOppecypca) — 0003HA4YaeT UMs M aJpec pecypca B CETU M, Kak
npaswio, aenurca HaURL u URN.

URL (Uniform Resource Locator — yHupuuupoBaHHbI ONpPEACIUTEIb
MECTOHAXO0XKIEHUSI pecypca) — aJpec HEKOTOPOro pecypca B BeO, OmpenenseT
MECTOHAXOXKIEHUE pecypca v cocoO 0OpallleHHs K HEMY.

URN (Unifrorm Resource Name — yHuduuupoBaHHoe ums pecypca) —
ONpENENIIET TOJIBKO HA3BAaHHE KOHKPETHOIO TMPEAMETa, KOTOPBIA MOXKET
HaXOJIUThCSI BO MHOKECTBE KOHKPETHBIX MECT.

[Ipumep 3anucwu:

URI http://handynotes.ru/2009/09/uri-url-
urn.htmlURL http://handynotes.ru
URN /2009/09/uri-url-urn.html

BeiBoa: Hamo rosoputs 1 nucats «URID» BMmecto «URLY, Tak kak BTOpOe
ycTapeJio.

3aki04eHHe OTPaKaeT B KOHIEHTPUPOBAHHOM BHUJE CYTh BBIITYCKHOTO
npoekrta. JlemaroTcss BBIBOJBI O CTENEHH JOCTH)KEHUS OIPEIEICHHOH BO
BBEJICHUHM 1I€JIU U ITOCTABJICHHBIX 3a]1a4.

OHO JOMKHO OBITH MPEAETbHO KOHKPETHBIM U 00513aTENbHO COJACPIKATh:
pe3yNbTaThl UCCIEN0BaHUs, IPOBEEHHOIO CTYIGHTOM B Ipolecce padoThl Haj
MPOEKTOM; TMPAKTHYECKHE PEKOMEHJAIMA [0 PEIICHUI0  HCCIeAyeMO
npoOJIeMbl; OKHUJAEMOE H3MEHEHHE OCHOBHBIX IOKa3aTellel JesiTeIbHOCTU
o0BbeKTa HccheAoBaHMs, OlleHKa S(PQPEKTUBHOCTH BHEIPEHUS MEPOIPHUSTUH.
O06bem 3akitoueHust coctapisieT 3-5% oT obuiero oobemMa nIpoeKTa.

B  npwiokeHuss  PEKOMEHIYeTCs  BKJIIOYaTh, BCIIOMOTAaTEIbHBIC
MaTepuaibl M0 pacCMaTpUBAEMOM TeMe€ — WHCTPYKLUUHU, METOAMKH, TaOJIULIBI,
MOJIO’KEHUS, TUIOBBIE MPOEKThI, TO €CTh. T€ MaTepHUalibl, KOTOPHIE MO KaKUM-
1160 MPUYMHAM HE MOTYT OBITH BKJIFOUEHBI B OCHOBHYIO YacCTh.

IIpusioxkeHuss  pa3MemialOT  MOCJe  CIHHUCKA  HMCHOJb30BAHHbBIX
HCTOYHUKOB U JHUTEPATypbl. [IprIoKeHUsT pacroaararoTcs B HOPSIAKE CChUIOK
Ha HUX B TEKCTE.

Kaxxnoe npuioxkeHue cijiefyer HAYUHATH € HOBOW CTPaHHMUBI C
ykazanueM ciaoBa «lIpuioxkenune 1» u T.1.

IIpuioxkeHuss HYMepyWT TNOPAIAKOBOWl HyMepamueil apadcKumu
uugpamu. [IpuiioxxeHne MoXeT UMETh 3ar0JIOBOK.

[Ipu OosbiioM 0O0BEME MPUIIONKEHUS] OGOPMIIIOT OTAEIBHBIM TOMOM C
CaMOCTOSITEJIbHOM HyMEpalnen JINCTOB.

B IIPUIIOKEHUS OOBIYHO BBIHOCATCS OpraHU3alOHHEIE,
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JIEONIPOU3BOACTBEHHBIC, KAJpOBBIE U JAPYIHE JOKYMEHTHI HCCIEIyeMOM
OpraHM3aIiK, COOpaHHBIC B TIEPUOJ MPOXOXKICHUS MPAKTHUKUA W SBISIONTUCCS
ocHoBoil Hamucanmss BKP, HoBble pa3paOoTaHHbIE OpraHW3AIMOHHEIC
JOKYMEHTHI (TIOJIOXKEHHSI O TMOAPA3JEICHHUSX, JODKHOCTHBIE WHCTPYKIIUH,
JIOTUKO-HH(OPMAIIMOHHBIE CXEMBI U T.JI.) U CXEMBbI, TAOIHIIBI U JIp.

Bce wmirocTpupyrommye MaTephaibl  BBITYCKHOW KBaTU()UKAIIMOHHOW
paboThl (CXeMbI, AWarpaMmbl, Tpaduku U T.1.) CIEayeT pacrojaratb B
MPWIOKEHUSX, CEJABCCHIIKY HA HUX B TEKCTE B KBaJIPATHBIX CKOOKAX.

Hanpumep: [Cwm. ITpunoxenue 1].

B ciydae 3amMcTBOBaHMS TaOJMML, CXEM U APYIHMX MPUIOKEHUN
yKa3bIBAeTCs CChUIKA (B KBaJPAaTHBIX CKOOKAX) Ha HCTOYHUK.

Hampumep: [Mcrounnk: Aramos A.B. OcHOBbI (enepaabHOr0 UHPOPMALKOHHOTO
npaBa Poccuun. M.: Dxonomuka, 2007. C.140].

Bce mmmoctpauun oQopMIISIOTCS B KOMIIBIOTEPHOM HCIIOJHEHUH, B TOM
YUCJIEN LIBETHBIE.

O0beM mpuiIOXKEHUH He orpaHuuuBaercsa. Kak ykasaHO BbIIIE, €CIU
00BEM MPWIOKEHUH 3HAUUTEIICH, INPUYEM OH MOXKET OBbITh COINOCTaBUM C
OCHOBHBIM TekCcTOM BKP, B TakoMm citydae >kes1aTebHO NPUII0KEHHS IPOLINBATh
B IAINKYy OTJEJIBHO.

Odopmienue Tabaunm u  pucyHkoB. [ludposoit  marepuan
IpeCTaBisgeTCs B paboTe B BUAC TaOIUIL, 1UarpamMmm, rpadukoB U T.1.

Tabmuubl crnegyer pasmeniaTh B MPHIOKEHUSX, HE HApyIIas MPU STOM
CBA3b C OCHOBHBIM TEKCTOM. [l 3TOr0 HYKHO B TEKCTE CHENIaTh CChUIKUA Ha
COOTBETCTBYIOIIEE MNpuiioxkeHrue. HebGonbime TabaUIbl AOMYCTUMO BKJIIOUUTH
HenocpeacTBeHHO B TekcT BKP.

Tabmuua pomkHa UWMETh 3arojoBok. Ha3BaHue TaOmuIBl AOHKHO
OoTpakaTh €€ COJiep’KaHue, ObITb TOUYHBIM, KpaTkuM. HeoOxomumo B BKP
UCIOJIb30BaTh CKBO3HYIO Hymepauuto Tadmun. Hanpumep: Tabauya 1., Tabauya
2. U T.I.

Haanucs «Tabnunay ¢ ykazaHueMm ee HoMepa MOMEUIatoT Hajl 3ar0JI0BKOM
TaOJIMIIBI C MPABOW CTOPOHBI, IPU ITOM 3HAK «N°» HE CTaBUTCS.

3arosioBOK TAaOJUIBl BBIMIOJHSIIOT CTPOYHBIMH OyKBamMu (KpoMe MepBOM
MPOMUCHO#). 3aroJI0BOK TaOJIMIIBI HE MO TYEPKUBALOT.

B koHile 3aroioBkoB TaOiuil Touka He craBuTcs. Hymepauust tabnuil B
npejaenax pasjeina, 0003Ha4aeTcs apaOCKUMU Iudpamu.

Hanpumep:
Tabnuya 1.
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Ilepeuens ceedenuii, cocCmagiAIOWUX CLYAHCEOHYIO U KOMMEPUECKVIO MAlHY

Ecnu Tabnuua He BXOAMT HA OJHY CTPAHUILy, TO JOMYCKAeTCs JEIHUTh €€
Ha yactu. llpu mnepeHoce wactm TaOAMIBI HA JPYrol JIUCT MHILETCS
«lIpooonxcenue mabauyviy, a TOCIE IIAOKU TaOIUIBl CIEAYET BBECTH
JIOTIOJIHUTENBHYIO CTPOKY C HyMepaluei rpad Tabiuis.

Tabmuiy ¢ 60JBIIUM KOJIWYECTBOM Tpad JOMYyCKAeTCs EIUTh Ha YacTU U
IIOMEIIATh OJHY YaCTh NIOJ IPYTOM B MpeIesax OAHOW CTpaHulbl. Eciau cTpoku n
rpadsl TAOIUIBI BHIXOAT 32 (hopMaT CTPaHUIIbI, TO B IEPBOM CIy4yae B KaxKIOM
4acTH TaOJUIBI IOBTOPSIETCS 1IANKa, BO BTOPOM Cllydae — OOKOBHK.

3aronoBku rpad ¥ CTpOK B TaOIHIIE CIEAYET MUcaTh C MPOMUCHON OYKBBI
B €IMHCTBEHHOM 4YHCJIE, a MOA3aroJIoBKU Ipad co CTpOYHOU OYKBBI, €CIIU OHU
COCTaBJISIFOT OJTHO NMPEAJIOKEHUE C 3aT0JIOBKOM, WIIM C IPONUCHOM OYKBBI, €CIIU
OHM MMEIOT CaMOCTOATEIBHOE 3HaYEHUE. B KOHIIE 3aroJIOBKOB TOUKU HE CTaBAT.

['pady Ne n/m B Tabnuiry He BKItOYaroT. [Ipu HE0OXOAUMOCTH HyMepaluu
MapaMeTpoB, MOPSAKOBBIE HOMEpa YKa3bIBAlOT B TepBOM rpade (OOKOBUHE)
Ta0JIMILIBI IEPEN] UX HANMEHOBAHUEM.

Tabmuy cnemyer pacnosiaraTb B KHWKHOM  (opmare. Ilpu
HEO0OXOJMMOCTH JOIYCKAETCSl PacHoJIOKEHUE MX B albOOMHOM (opmare A4,
IIPU 3TOM TaOJMIIBI PACTIONIATAIOTCSA TaK, YTOOBI JJIS YTEHHs] UX 3alKch ObLIa
MOBEPHYTA IO 4acoBOM cTpeike Ha 90 rpagycos.

Mex 1y TEKCTOM U TaOIMLIEH U MEXy IByMs CIEIYIOIIMMHU IPYT 3a Ipyra
TaOJIMIIAMU CIIEYET OCTABIATh ABOMHONW MEXIYCTPOUHBIN MHTEPBAJL.

Tabnupl co BceX CTOPOH OrpaHUYMBAIOT JHUHUAMU. Jlomyckaercs
NPUMEHATH B TaOJMIle pa3Mep MIpU(Ta MEHbIINH, 4eM B TeKcTe. BbicoTa cTpok
TaObMUIBl  JOJKHA ObITh He MeHee 8§ MM. [opu3oHTalbHbIE JIMHUW,
pazrpaHUYMBAIOIIME CTPOKM TaOJMIIbI, JOMYCKAeTCsl HE MPOBOJUTH, €CIU HX
OTCYTCTBUE HE 3aTpPyJHSET NOJIb30BaHWE Tabiuuen. Pa3nensTs 3aroioBku U
M0/13ar0JIOBKA OOKOBUKA U rpad AMAroOHAIbHBIMUA JTUHUSMHU HE JOIYCKAETCS.

[Hudpse! B rpadax npocTaBistoTcs Tak, 4TOObI B OAHOU Ipade KOIMYECTBO
JECATUYHBIX 3HAKOB OBLIO OJMHAKOBBIM, a 4YHCJia ObUIM BBIPOBHEHBI CIIEBA.
UYucrioBble 3HAUYEHHUs MOKa3aTessl MPOCTABISIIOT HAa YPOBHE MOCIEIHEH CTPOKHU
HAaUMEHOBAHUS [TOKa3aTes.

Tabnuiyy cnemyeT pacmosnaraTh HENOCPEACTBEHHO TIOCHIE TEKCTa, B
KOTOPOM OHa YIIOMUHAETCS BIIEPBBIE, WIIM HA CIEAYIOLIEH CTPaHULE.

He pexomennyercs pacmoiaraTh JABE HJIM HECKOJBKO TaOJWIl OJHY 3a
ApyroM, UX Halo pasleisaTh TekcToM. Ha kaxayro Tabiuily B TEKCTE JOJDKHA
OBITH CCBUIKA, TIPU 3TOM CJ0BO «Tabiuiay» B TEKCTE€ MUIIYT MOJHOCTHIO, €CIIU
TabJIMIIa HE UMEET HoMepa (BCETo OJIHa Ta0JIUIIA).

B moBTOpHBIX cchUIKax Ha TaOMUIBI U WILTIOCTPALMU CIEAYET YKa3bIBaTh
COKpAIIIEHHO CJIOBO «CMOTPU», HANpUMEp: «CM. maon.3».

B Tekcre, aHanu3upyomeM Wid KOMMEHTUPYIOIIEM Ta0JIUIly, HE CIeIyeT
NepecKas3blBaTh €€ CoJepKaHue. 37eCh YMECTHO (OPMYIUPOBATH OCHOBHOM
BBIBOJI, KKOTOPOMY MOABOJSAT TaOJMYHBIE TaHHbIE.
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Juarpammbl, rpaduku, cXeMbl W IpYyrHe WLIIOCTPAMU TMOMENIAI0TCS B
TEKCTE€ 10 XOAy WU3J0XKeHUs Bompoca. OHU JIOJDKHBI COOTBETCTBOBATH
TpeOOBaHUSM rOCYJapCTBEHHBIX CTaHIapTOB.

Yeprexku, cxembl, TpapuKy, PUCYHKH, MOSCHSIOIIME H3JIaraeMbli
maTtepuai, B pabore oOo3Hauarorcs cioBoM «Puc.». DTO cioBo BMmecTe ¢
HOMEPOM U HEOOXOAMMBIM Ha3BaHUEM rpaduka, CXembl (WM JIpyrou
WUTIOCTPALMN), a TAK)KE NOSICHEHUSMH K HUM IIOMEIIAIOTCS HIXKE WIUTIOCTPALUH.

Eciu B paboTe oaHa WIIIOCTpalusa U OJHA TaOJIMIA, UX HE HYMEPYIOT U

cinoBa. «Puc.» n «Tabnuua» He TUIIYT.

OdopmileHHe CIIHCKA HCNOJb30BAHHBIX MCTOYHMKOB H JHUTEPATypPhI.
Crucok UCHOJB3yEMBIX MCTOYHMKOB W JIMTEPATypbl JODKEH COJEPXKaTh
CBEZICHMsI 00 MCTOYHMKAX, UCIIOJIb30BAHHBIX B mporecce Hanucanus BKP. Ipu
noadope JIMTepaTypbl HEOOX0AMMO 00panaThCcs Kak K padoTaM TEOPETUUECKOTO,
TaK ¥ METOJMYECKOTO U MPaKTUYeCKOro xapakrtepa. Ocoboe BHUMaHWE JOKHO
OBITh yAENEHO HM3AAHMSIM TOCIEAHUX JIeT, TaK KaK B HHUX HaumOoJee MOJHO
OTPaXEH COBPEMEHHBI TOIXOJ K PEHICHUIO TOCTaBICHHONW MPOOJIEMEI,
JeHCTBYIOMAsT TPAKTHKA, MOKa3aHO BCE TO HOBOE, YTO CJIEAYET HCIOIb30BATh
IpU HW3JIO)KEHUM OCHOBHBIX BOINPOCOB U30paHHOW TeMbl. llenecooOpas3Ho
MOKa3aTh UCTIOJIb30BaHUE UH(GOPMAIMOHHO-CIIPABOYHBIX CHCTEM,
CTaTHUCTUYEeCKUX 0a3 JaHHBIX, pecypcoB ceru MurepHer. Pexomennyercs
BKJIOUaTh He MeHee 40 HaMMeHOBAHUIl NCTOYHUKOB U JINTePATypPhbl (BKIIOYast
AJIEKTPOHHBIE PECYPCHI, JIOKAJbHbIE HOPMATHUBHBIE JOKYMEHTBI, apXUBHBIE
WCTOYHUKHU U T.].).

Jlutepatypa pacrnonaraercsa B ajapaBUTHOM MOpsJKe (paMUIUil aBTOPOB U
Ha3BaHUM paboT. PaboThl 0IHOTO aBTOpa pacnosararoTcs B andaBuTe Ha3BaHUH.

W3nanust Ha MHOCTPAHHBIX S3bIKAX MOMEIIAIOTCS ToCe padoT Ha PyCCKOM
s3bIKe. B CIIMCOK BKITIOYAIOTCSl HE TOJIBKO IUTUPYEMBIE paOOTHI, HO TaKXKe H TE,
YTO U3y4aiCh, HO HE YIIOMUHAINCH B TEKCTE.

HcTounuku u nutepaTtypa, UCHOIb30BaHHBICE B HAaydyHOU paboTe mpsMo
WJIA KOCBEHHO, TPYIIHUPYIOTCS MO CIEIYIOIMIUM pa3/esiaM:

1. UcTounukm (3aKOHOAATENbHbIE W JIPyTHE€ HOPMAaTUBHO-IIPABOBbBIC
aKThl,apXUBHBIC JOKYMEHTHI U TIp.) JICTSATCA Ha:
— HeonyOGnmkoBaHHbIE

— OnyOGMKOBaHHbBIC

2. JIluteparypa (MoHorpaduu, JaUCCEpTAIlMU, Hay4dHbIE COOPHHKHU,
y4eOHUKH, Hay4YHbIe CTaTh, NyONUKANMH TEPUOJUYECKUX  HU3IAAHUM,
SHITUKIIONIEANH, CIIOBAPH U JIP. ).

3. DJIeKTPOHHBIE pecypchl (32 HCKJIYEHHEM TeX, YTO OTHOCUTCH K
OTCHIJIKAM K HCTOYHMKAM, T.€. 3aKOHOJATCIbHHIM HOPMATUBHBIM U
HOPMAaTHBHO-METOANYECKUM JOKYMEHTaM).

Heony0inkoBaHHbIE MCTOYHUKU. B coctaB HeomyOJWKOBaHHBIX
UCTOYHUKOB MOTYT OBITh BKIIOUCHBI: TIOJIOKCHUS 00 YUYPSKICHUAX U
CTPYKTYPHBIX TMOJpa3feieHusX (Hampumep, O BEJOMCTBEHHOM apXHUBE), YCTABBI
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bupM U opraHm3aIui, pa3IMYHOTO POJa MHCTPYKIHUH (IO JETOTPOU3BOJICTRY,
JOJKHOCTHBIE, IO HCIOJIb30BAHUIO CPEACTB BBIYMCIUTEILHON TEXHUKH),
Hay4YHO-CIIPABOYHBIA ANNAPAT K aPXUBHBIM JOKYMEHTAM, YYETHBIE CIIPABOYHHUKHU
apXMBOB M My3eeB U T.a. llepeuncineHHble apXWBHBIE JIOKYMEHTHI
pacrnoJyiararoTcsl MO Ha3BaHUIO (OHAOB BHYTPU OTUX TpyMM, MO HOMEpam
apXMBHBIX JOKYMEHTOB, omnucei, aena. OTdeTsl pacmojiaraloTcsi Mo rojaam
U3/IaHMUS.

HeonyOnukoBaHHBIE  MCTOYHHUKH  pACIONaralTcs B CICIYIOIICH
ITOCJIEA0BATEIBLHOCTH:

— JIOKYMEHTHI HEHTPAJIBHBIX TOCYAAPCTBEHHBIX APXUBOB;

— JTOKYMEHTHI O0JIaCTHBIX apXUBOB;

— JIOKYMEHTHI pallOHHBIX, TOPOJICKUX apXHUBOB;

— JIOKYMEHTBI My3€€B, OUOIMOTEK, TUYHOTO MTPOUCXOKICHHUS.

B coctaB onmy0IMKOBAHHBIX HCTOYHUKOB BXO/JIAT:

1) 3akoHoaaTeIbHbIe HOPMATHBHbIE AKTHI.

HMCTOUHUKHN NEPEUYUCIAIOTCS B MOPSAIKE UX 3HAYMMOCTU MO CIIEAYHOLIUM
MOATPYIIIIaM:

— Koncturynus Poccutickoit denepannu;

— (enepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI;

— (eaepanbHbIe 3aKOHBI U KOJIEKCHI;

— mnocrtaHoBieHus nanatr Peaepansuoro Cobpanus Poccuiickoit denepanuu;

— yka3sl u pacniopspkenus [Ipesunenta Poccniickon @enepanuu;

— HOpPMATHUBHBIE aKThl, JOKyYMEHTHI [IpaBuTensctBa Poccuiickon
@enepanuy UIPYruX OPraHoOB UCIIOJIHUTENIBHOM BiIacTu Poccuiickoin
denepannu;

— KOHCTHUTYILIMU U yCTaBbI CyObekTOB Poccuiickoit deneparuy;

— HOPMATHUBHBIEC IPABOBBIE AKTHI, TOKYMEHTHI 3aKOHOJIATEILHBIX OPTaHOB
BiacTUCyOBbekTOB Poccuiickoit denepanuu;

— HOPMATHUBHBIE MTPABOBBIE AKTHI, IOKYMEHTBI UCIIOJHUTEIBHBIX OPraHOB
BIacTUCYOBEKTOB Poccutickoit denepanuu;

— HOPMATUBHBIE IIPABOBBIE  AaKThl, JOKYMEHTbl OPraHOB MECTHOIO
CaMOYIIPABJICHUSI;

— COOpHHKH JOKYMEHTOB JJaHHOW OTpaciiu;

— BHYTPEHHHUE JOKYMEHTHI pacCMaTpuUBaeMbIX OOIIECTB, YUPEKICHUM,
OpraHu3alui, NpeanpusTUi (yCTaB, JOJKHOCTHbBIC MHCTPYKIIMH U T. I1.).
BuyTtpn  ykazaHHBIX ~ TpyIln  MCTOYHHUKM  paclojiarartorcss B

XPOHOJIOTUYECKOUIIOCIEA0BATEIbHOCTH.

2) HopmaTuBHO-MeTOAUYECKHUE JOKYMEHTBI: CTAHAPThl, TEXHUUYECKUE
YCJIOBHS, METOAMYECKUE PEKOMEHIAIMN, TEXHUKO-3KOHOMUYECKHE HOPMATHBBI
Y HOPMBI, IPEUCKYPAHTHI, IMATEHTHBIC JIOKYMEHTBI, MEPEYHU, UHCTPYKLIUU H
Ap.

Pacrnionaratorcs oHu B mpenenax KakAoW Tpymnibl MO BPEMEHHU H3JIaHUS.
OnyOnuKOBaHHbIE COOPHUKH IOKYMEHTOB PacrojiaratoTcs o ajiaBuTy U3gaHuil.
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Memyapsl (BocmoMuHaHusl) — B aidaBUTHOM mopsake. Marepuas, KOTOPBIH
3aHocUTCsl B pasgen  «OnyOJuMKOBaHHBIE  MCTOYHUKH»  00SI3aTENIBHO
COIJIaCOBBIBAETCS C HAYYHBIM PYKOBOAMTEIIEM.

Buauane donoicnvl uomu neonyoauxoganHvle ucmounuxu!!!

IIpaBuiaa odgopmiieHHsi CHHUCKA HCHOJb30BAHHBIX HCTOYHUKOB U
aurepatypbl. VICTOUHMKHM W JUTEpaTypy, MCIOJIB30BAHHYIO B BBITYCKHOM
KBAIM(PUKAUOHHON paboTte, cienyer oGOpMIIATh MO IMpaBUjaM, KOTOpPbIE
YCTAHOBJICHBI JJI1 HAay4YHO-TEXHUYECKOM JOKYMEHTAlluM, HAyYHBIX CTaTe u
oTueToB. OHU BBeJIeHbI HeCKOJIbKUMH cTaThsiMu I'OCTa u cucremoit CUBU]I —
CTaHAapTaMu 1o HHGoOpMaIK, OMOIMOTEYHOMY U U3JaTEIBCKOMY JIETY:

['OCT 7.32-2001 Cucrema ctanaapToB no uHbopMaluu, OUOIUOTEUHOMY
U U3JaTeNbCKOMYy Jeny. «Omuyem o0 HAYYHO-UCCIe008amMenbCKol pabome.
Cmpykmypau npasuia oQopmienusy;

Hamumonanenoro cranmpapra Poccuiickoir ®@eneparun ['OCT P 7.0.100-
2018 «bubnuoepaguueckas 3anuce. bubnuocpaguueckoe onucanue: obwue
mpebosanue UNpaguia COCMaeLeHus;

BHUMAHMUE!

B cBsa3u ¢ BBenenueM ¢ 1 mroas 2019 roga HanmoHansHOro cTaHjaapra
I'OCT P 7.0.100-2018 «bubruoepaguuecxas 3anuco. bubnuoepaguuecrkoe
onucanue. Obwue mpebosanusi U NPAGUIA COCMasieHusy W3MeHWIcs (Gopmar
onucanusi 6udIuorpaduyecKoro OMucaHusl.

Crnenyer oOpaTUTh BHUMaHHE Ha CIEAYIOIIHE OOHOBICHUS M U3MEHEHUS
MIpU OMKMCAHUM U COCTABJICHUU CIUCKA JIUTEPATYPBI:

1. lnst Bcex SAEKTPOHHBIX MyOiMKanuii (B TOM YHCIE JJIS JIEKTPOHHBIX
nporpamMm) 100aBJIeH aTpUOYT «BUJ COJAEPIKAHUS):
— Texcr: 2nekTpOHHBIN
— WN3oOpaxenue. TeKCT: 3MEKTPOHHBIE
— Tekct. U300pakeHue: 3I€KTPOHHbBIE
— MH3o0paxeHue: 3JeKTPOHHOE
— JIBmkenue. TekCT: 3JICKTpOHHBIE
— 3BYKH: DJIEKTPOHHBIE;
— YCTHas pedb: JJIEKTPOHHAS;
— Texcr. My3bIKka: 3JIEKTPOHHBIE;
— Mys3bIka: 2eKTpOHHAS;
— MH3obpaxenue: 3J€KTPOHHOE;
— DIIeKTpOHHAs IPOrpaMma; 3JIEKTPOHHOE.

2. U3menen ¢opmar omnucanus atpudyra «Pexum pgoctymnay. OOpartute
BHUMAHHME, YTO [JIsl TICPUOAMYECKUX W3MIaHUNA «J1ata OOpalIeHHs»,
COTJIaCHO HOBBIM TpeOOBaHUSIM B OUOIHOTpadUYECKOM OMHMCAHUH, HE
nepeaaercs;

3. HaummenoBanue w™Mecta wu3fgaHusi MmyOgukanuu (Ha3BaHUS TOPOJOB)
YKa3bIBaCTCSTIOHOCTHIO;

4. JlopaboTaHa MyHKTyaIlus U UCIIOJIH30BAHUE CIIEITUATBLHBIX CHMBOJIOB.
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IIpumepsl OubdIMOrpadpuIeckoro 0(popMJICHUsICIIMCKA JTUTEPATYPbI

Knura ¢ OITHUM aBTOpPOM

Ky3nenos, W.H. JlokymeHTannoHHOE oOO€Cl€YeHHE YNPABICHUS WU
JeJIONpPON3BOACTBO: yueOHUK ansa OakanaBpoB / M.H.Ky3nemoB. — Mockga:
Opaiit: [U]] FOpaiirt], 2014. — 576 c.

MacnoBa, B.M. YmnpaBineHue nepcoHagoM: YYEOHUK M TPAKTUKYM IS
akajzeMm. bakanaBpuata / B.M.MacnoBa; ®@unancoBslii yH-T nipu [IpaBuTtenbcTBe
P®. — 2-e u3n.; nepepabd. u gon. — Mocksa: FOpaiit, 2014. —492 c.

Kunura ¢ 1Byms1 aBTopamMu

Bennenera, M.A. HWHpoOpManuMoOHHBIE TEXHOJOTMM B YIPABICHUU:
yyeOHoe mocobue s OakamaBpoB / M.A.Benaenera, lO.B.BeprakoBa. —
Mockaa: IOpanurt, 2013. — 462 c.

[aBpunioB, M.B. Hudopmatuka u wuHGOPMAIIMOHHBIE TEXHOJOTHH:
yueOHuK juist 6akanaBpoB / M.B.I'aBpunos, B.A.KnumoBs. — 3-e u3zn.; nepepad. u
norn. — Mocksa: FOpaiit, 2013. — 378 c.

Knura ¢ Tpemst apropamu

ZaitieB, ['.I'. VYmpaBieHue uenoBEYECKMMM pecypcaMu: Y4YEOHHK /
I'.I".3aitnes, I'.B.Yepkacckas, M.J.baaxen. — Mocksa: Akaaemus, 2014. — 304 c.

ASIIIKOB, J1.O. Kagposeii IIOTEHLIAAT OpraHoB MECTHOTO
caMoympaBiieHus: MmpoOnemMbl U onbIT oneHku / J[.d.Asukxos, C.IHO.Haymos,
E.H.CyerenkoB; PAH npu Ilpe3sunenre P®. PAI'C. — Caparos: PAI'C, 2001. —
135 c.

beikoBa, T.A. JlenonpousBonactBo: yueOHuk / T.A.beikoa, JI.M.Bsiosa,
JI.B.Cankuna; nox obur. pea. T.B.Kysuenooit. — U3a. 3-e; nepepad. u gom. —
Mocksa: MH®PA-M, 2014. — 364 c.

Knuru yersipex u 00Jiee aBTOpOB
Cxpunank, K.JI. YnpaBneHudeckass JAesSTENbHOCTb: CTPYKTypa, (QDYHKIIHH,
HaBbiku niepconana / K. J[.Ckpunnauk [u np.]. — Mocksa: [Ipuop, 1999. — 189 c.

KHI/IFI/I, OIIMCAaHHbIC ITOJ 3arjiIaBuEM

VYnpasnenue nepconanoM: yueoHoe nocooue / C.U.Cambirus [ ap.]; moj
pen. C..Cambiruna. — PoctoB-Ha- [{lony: ®enukc, 2001. - 511 c.

NudopmaimoHHbie CHCTEMBl W TEXHOJOTHUU YIPABJICHHS: YUYCOHUK IS
CTyeHTOB BYy30B / moj pen. I'.A.Tutopenko. — 3-¢ uza.; nepepadb. U OOM. —
Mocksa: FOHUTU-JIAHA, 2014. — 591 c.
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CJioBap¥ ¥ SHUUKJIONEANH

Yepusimes, B.H. [loarotoBka mepconana: cimoapb / B.H.Uepnsimes,
A.ILIBunuH. Cankt-IletepOypr: Dueproarom u3 naxa, 2000. 143 c.

DOxonomuueckas s>HImKIonenus / E.M.AnekcanmpoBa [u mp.]. — Mockaa:
Oxonomuka, 1999. — 1055 c.

Cmamou u3 coopHuKos

bakaeBa, O.FO. Tamoxennbie opranbsl Poccuiickoit ®enepauuum Kak
cyOBekThl TamokeHHoro npasa / O.}O.bakaesa, I'.B.MartBuenko // TamoxxkeHHOE
npaBo. — Mocksa: IOpuct, 2003. — C.51-91.

Becuun, B.P. Kou¢paukTel B cucteme ympaBieHUS TEPCOHAIOM /

B.P.BecnuH // TlpakTrdeckuii MeHeHKMEHT nepcoHana. — Mocksa: FOpuct, 1998.
—C.395-414.

Cmamou u3 2azem u HCYPDHA106

Kospipes, ['.M. Koudaukter B opranuzanuu / [.M.KoseipeB //
CounanbHo-rymanutapubie 3HaHusA. — 2001. — Ne 2. — C.136-150.

Dnexmponnsle pecypcol

Jlna pecypcos yoanennozo oocmyna

Koncturyuuss  Poccuiickont  ®Depepauuu. IlpuHsita  BCeHapOAHBIM
rojocoBanuemM 12 nekadbps 1993 r. // OdunuanbHblii UHTEPHET-TIOPTAT
npaBoBoil nH(popmaruu [odunmansueiii caiit]. — URL: http://www.pravo.gov.ru
(mara o6pamenus: 01.01.2021). — TekcT: 27E€KTPOHHBIN.

Hemo. MockBa: VYmpaBieHue JIOKyYMEHTaMH: CHCTEMA 3JIEKTPOHHOTO
nokymeHToobopota [eno, cuctemsr aBromatusamuu — J0C, 2011: [caiit]. —
URL: http://www.ecos.ru/ (mata oOpamenus: 01.01.2021). — Tekcr:
ANEKTPOHHBIN.

Jlna pecypcoe nokanvnozo oocmyna

COopHUK JOTOBOPOB ¢ KOMMEHTapUsAMH JUIs OyXraiuTepa: MpPaKTHYeCcKOe
nocobue. — 1 anektpoH. ont. quck (CD-ROM). — IIpousBoaurtens: PaBHOBecue,
2007r. — A3bIk: pycckuid. — Cucremnsie TpeboBanusi: Pentium II, 256 M6 O3V,
24-x CD- ROM, OC Windows 98/2000/XP. — VYmakoBka: Jewel. — (Cepunm
«bubmmoreka Oyxranrepa»). — TeKCT: IIEKTPOHHBIN.
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CIIMCOK UCITOJIb3O0BAHHBIX UCTOYHHUKOB U JINTEPATYPbI

HUcrounuku
HopmaTuBHbIE IPABOBbIE AKTHI

1. Konctutryuusi Poccuiickoii ®eneparuu. IIpuHsaTa BCEHApPOAHBIM
rojocoBanuemM 12 nekabps 1993 r. // OdunuanbHbBIE HWHTEPHET-MOPTAT
npaBoBoil nHpopmanuu: [opunmansHelii cailt]. — URI: http://www.pravo.gov.ru.
01.08.2014.

2. Cewmennnii konekc Poccuiickonn denepanyn: PenepanbHbll 3aKOH
Ne.223-®3 ot 29 nexabps 1995 1. // CobOpanue 3akoHOnaTenbcTBA PD.
01.01.1996. — Ne 1. Cr. 16.

3. OO0 apxuBHoMm pene B Poccuiickoii @Penepaunn: DenaepanbHbId
3akoH Nel25-®3 ot 22.10.2004 1. // Poccuiickas razera. 25 oktsaops 2004. — Ne
3614.

4. OO0 wundopMmanuu, WHOOPMAIMOHHBIX TEXHOJOTHUAX W O 3aIlIUTE

unpopmarun: Oeaepanbubiii 3akoH Ne 149-03 ot 27.07.2006 r. // Poccuiickas
razera. — 29.07.2006. — Ne 165.

5. O KoOpAMHAIIMKM NESITEIbHOCTH MPaBOOXPAHUTEIBHBIX OpPraHOB TIO
6opbOec npectynHocThio: Yka3 [Ipesunenta PO Ne 567 ot 18 anpenst 1996 r. //
CobOpanue 3akoHogarenbcTBa PO. —22.04.1996 . — Ne 17. Ct. 1958.

6. O denepanpHOIl TIENEBOM TpOrpaMMe pa3BUTHS OOpa30BaHUS Ha
2006- 2010 ronsr: IToctanoBnenue IIpaBurtenscrBa Poccuiickoit enepanuu Ne
803 ot 23 nexadps 2005 r. // Cobpanme 3akoHogarenbcTBa PO. — 09.01.2006. —
No 2. Cr. 186.

7. OO0 yrBepxaenuu Ilopsiaka co3naHus U pa3BUTHS WHHOBAIIMOHHOMU
uHppacTpykTypsl B chepe oopazoBanusi: [Ipukaz MunucrepcTsa oOpa3oBaHus U

Hayku P® Ne 218 ot 23 wurons 2009 r. // Poccuiickas razera. 20 aBrycra
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2009. — Nel54.

Jlutepartypa

8. Tarapuna, JL.I'. PazpaboTka u 3KcIUTyaTaldsi aBTOMATU3UPOBAHHBIX
nH(pOpMaIMOHHBIX cUcTeM: yueOHoe nocodue / JI.I'.I'arapuna. — Mocka: UJ|
«Dopym»: THOPA-M, 2007. — 384 c.

9. Tmmk, .M. HamumonanbpHBIE CTaHAApTHl B 00OJACTH 3JIEKTPOHHOTO
nokymeHToobopota / JI.M.I'mux // Cexperapckoe aeno. — 2006. — Ne.9. — C.45-
75.

10. [demonpoun3BOaCTBO (Opranu3zarus u TEXHOJIOTUU
JOKYMEHTAllMOHHOT0 00eCIIeYeHNsl yIPaBICHUs): YUeOHUK AJi By30B / MOJ PENl.
T.B.Ky3nenooit. — Mocksa: KOHUTH-JIAHA, 2004. — 301 c.

11. 3n06un, E.B. Cucremsl 3JIEKTPOHHOTO JTOKyMEHTOOOOpOTa —
OCOOEHHOCTH, KJacCu(UKaus, HEKOTOpPble HCTOYHUKOBEIUYECKHE aCHEeKThl /
E.B.3106uH // TeXHOTpOHHBIE apXWBBl B COBPEMEHHOM OOILECTBE: HaykKa,
oOpa3oBaHMe, Hacjieaue: MaTepualbl HAay4YHO-NPAKTUYECKON KOH(epeHIuH,
nocBAEeHHoN 10-etuto paxynbTeTa TEXHOTPOHHBIX apXUBOB U JIOKYMEHTOB. —
Mocksa: PITYVY, 2004. — C.183-189.

12. Yepnosn, B.H. KauecTBeHHbI!l aHaIM3 aBTOMATH3UPOBAHHBIX CUCTEM
JIOKYMEHTAIIMOHHOTO obOecrnedyeHus yrpabieHus: cripaBouyHuk / B.H.UepHoB. —

MockBa: Meicis, 2005. — 188 c.

DJIEKTPOHHBIE pecypchl
13. Hdeno. MockBa: YnpaBiieHHE JOKyMEHTaMHU: CUCTEMA 3JIEKTPOHHOTO
nokymeHToobopota [eno, cuctemsr aBromatusamuu — J0C, 2011: [caift]. —
URI: http://www.eos.ru/ (nata oopamienus: 01.01.2021). — TekcT: 31EKTPOHHBIH.
14. Huruna, O.JI. JIokyMEHTOBEAEHUE U APXUBOBEACHUE: CIIOBAPb-
cnpaBounuk / O.JI.Jluruna; aBt.-coct. O..Ycanora, A.B.JlymHukosa,
A.I'.AznarynoBa, M.B.Motopnasi. — YensOunck: YI'AKHW, 2015. — 116 c. —

Pexum gpoctyma: mno mommucke. — URI:  https://biblioclub.ru/index.
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15. EnmarbeBckuii, A.B. O pgocryme K [IOKyMEHTaM apXUBOB.
OnyOnukoBaHo B kypHaie «OteuecTBeHHble apxuBbl». Ne.l (2006 r.) /

A.B.EnnarteeBckuit // ApxuBbl Poccuu. U3nanus u nyonukauuu / «ApXUBBI

Poccum»  [cant]. — 2001-2021. — URI:  http://www.rusarchives.ru/
publication/elpatievsky.shtml/ ((mata oOpamenus: 01.01.2021). — TekcT:
AIEKTPOHHBIN.

16. Ilogmonmuua, O. Cucrema B3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Kak
anemMeHT ynpasieHuss npeanpustueM / Omera Ilogomuna // DOC-ONLINE.
HezaBucumeiii noptast o C3J[ / DOC-ONLINE.RU u busnec-cets «Kinetics»
[caiiT]. — 2002-2021. — URI: http://www.doc-online.ru/a id/155/ (nmata
obpamenus: 01.01.2021). — TekcT: 2J1€KTPOHHBIM.

17. COOpHMK JOTOBOPOB € KOMMEHTapusiMu JJisi  Oyxraiarepa:
npakTudeckoe Tmocobme. — 1 amektpoH. onrt. guck (CD-ROM). -
[IpousBomutens: PaBHoBecme, 2007 r. — S3bIk: pycckmil. — CuHCTEMHbIE
tpeboBanusa: Pentium II, 256 M6 O3V, 24-x CD- ROM, OC Windows
98/2000/XP. — VYmnakoka: Jewel. — (Cepun «bubnmoreka Oyxranrepa»). —
TekcT: 2IEeKTPOHHBIN.

18. eLIBRARY.RU: mHnayuynass »snexkTpoHHass OubOnmoTexa: cailt. —
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Pexum nocrymna: uis 3aperucTpup. nojib30BaTeIeH.
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MOPSIJIOK 3AIIIUTHI
BBIITYCKHOM KBAJIM®UKAIIMOHHOM PABOTHI

3aBepiieHHass U oGoOpMIIEHHAas B COOTBETCTBUU ¢ TpeOoBaHusimu BKP
nepefaeTcss Ha  OJCKTPOHHOM U OyMaXXHOM  HOCHUTESIX ~ HAay4YHOMY
PYKOBOJUTENO, KOTOPBIM JaeT o13hiB 0 padore (cMm. I[lpunoxenue 9). Ilpu
MPEIOCTaBICHUU TEKCTa pabOThl CTYJIEHT MOJaeT Ha Kadeapy 3asBICHUE O
caMmocrositelbHOM ~ xapaktepe BKP, mnoaTreepxparomiee JIMYHOE COTJIACHE
CTyJIEHTa Ha MPOBENCHUE IPOLEAYPHl IPOBEPKU OPUTMHAIBHOCTH TEKCTA IO
CUCTEME «AHTHUILIATHATY.

Pabota, cnannas Ha xadenpy He mosnHee, 4yem 3a 30 mHEH 10 3alUThl U
OpolIeas NpoLUeaypy IpPOBEPKH Ha «AHTHUIUIArMaT»), BBIHOCUTCA Ha
paccMOTpEeHUEHA 3aceaHue Kadeaphl.

[Ipouenype 3amutel BKP mnpenmecTtByer mnpeazammra Ha 3aceIaHuu
BBIITyCKaroIIel kadeapsl, MO0 pe3ysibTaTaM KOTOPOW OCYIIECTBIISIETCS AOIYCK
BBIIIYCKHMKa K 3amute. PesynmpraThl mnpeazamutel BKP  odopmistores
IPOTOKOJIOM 3ace/laHus Kadeapsbl.

Jluma, He mpomenmne MNpea3aliUuTy, a TaKXke HE NPOIIEAIINe
MPOBEPKY Ha «AHTHIIaruar», K 3ammure BKP nomyckarorcs ¢ oTpunarenbHbIM
3aKIIIOYCHUEM.

B cooTBeTcTBUM € penieHneM BhITyCKaroueil Kadeapbl CTYAEHT MOIydaeT
nomyck k 3amute BKP B 'OK — 3akmtouenue kadeapsi.

BeimryckHble  KBaNM(PUKAMOHHBIE  paOOThl  0akaliaBpoOB  MOMJIEkKAT
obsi3atennbHOMY petieH3upoBannio (cMm. IIpunoxkenune 10). Penensuss na BKP
MOXET OBITb BBINOJHEHA COTPYJHUKOM OpraHU3ALMH, NPEINPUATUS WIU
YUPEXKIEHUS, ABISIOIMXCS 023011 1711 IPOXOKACHUS TPEATUIUIOMHON MPAKTUKU
Y BBITOJNHEHUS NTpakTudeckor yactu BKP. [lonyuenne oTpuuaTensHOro OT3b1Ba
HE ABJISIETCA MpEnATCTBUEM K npeacTtasieHnio BKP Ha 3anuTy.

B rocynapcTBeHHY0 3K3aMEHAMOHHYI0 Komuccuro 1o 3amure BKP 1o
Hayajia 3allyThl MPEACTABIAIOTCS cienyromue AokyMeHTel: BKP B omHOM
AK3EMIUISIPE; 3aKIOUeHUE Kadeapbl; OT3bIB HayyHOro pykoBomutens o BKP;
peuensust Ha BKP.

3amura BKP mnpoBoauTcs B yCTAHOBIEHHOE BpEMsSI Ha 3acelaHUU
rocyJlapcTBeHHOM sk3aMmeHanioHHo komuccun (I'DK). 3amura sBiasercs
OTKPBITOM, HA HeW, KpoMe wieHoB ['DK, MOryT mnpucCyTCTBOBAaTh HAy4YHBIN
PYKOBOJMTEIb, PELUEH3EHT U BCE KETAIOLIHNE.

IIpouneaypa 3amMThI BKIIOYAET CJIeAYIOIIME dTANbI:

— TIPEICTABJICHUE TMpecenaTeIeM KOMUCCUH cTyAeHTa — aBTopa BKP, Tembl
paboThl, HAYYHOTO PYKOBOJMTENSI U PEIEH3EHTAa U MPEIOCTaBICHUE aBTOPY
CJIOBa 1Sl BBICTYIUICHUS;

— BoicTymuieHue aBropa BKP ¢ n3noxenneM 0CHOBHBIX TIOJIOKEHHUN pabOTHhI
U pe3yibTaTOB MPOBEACHHOIO MCCIEIOBAaHUSA; OHO JIOJDKHO ObITh He Ooisiee 10
MUHYT ¥  COJIepXaThb: OOOCHOBaHWE AaKTYaJlbHOCTHM HW30paHHOM  TEMBbI,
ONpe/eNeHNe LEeNu M 33a4ad, O0bEeKTa MU MpeIMeTa, METOAOB HCCIeT0BaHMUS,
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BBISIBJICHHEC HAyYHOW HOBHM3HBI M MPAKTUYCCKOW 3HAYMMOCTH HCCIICIOBaHUA,
cBeleHUsT 00 ampoOamuy MaTepUaAIOB HCCIENOBAHUS M CTPYKTYpe pPaOOTHI,
XapaKTePUCTHKY COJCP)KAHUS OCHOBHOM 4YacTH, IIOJYYCHHBIC pE3yJIbTaThl
UCCJICIOBAHMsI, OOIIHE BBIBOJIBI. 3alTUTa IOJDKHA COMPOBOXKAATHCS MPE3CHTAIINEH
B PowerPoint, oTpakaroreit 0cHOBHYIO U Han0oJiee BaXKHYIO HH(POpMAITHIO.

— BOmpockl 1o conepxannio BKP, koTopeie nmocne BBICTYyIUIEHUS CTYJIEHTA
MOTYT 3aJaTh WICHbBl KOMHMCCHH, a TaKXe IMPUCYTCTBYOIHKE. J[JI1 MOATrOTOBKHU
OTBETOB HA BOIIPOCHI CTYACHTY JAETCS BPEMS U Pa3pelIaeTcs Mojab30BaThCs CBOEH
paboToif;

OT3bIB HAy4YHOTO PYKOBOJMTEINS, B KOTOPOM JIa€TCS  XapaKTEPUCTUKA
HCCIIeIOBATENIbCKOM aKTUBHOCTHU CTYACHTA U Tporiecca ero padotsl Haax BKP;

o3HakomiieHHE ¢ peuensuerd Ha BKP, B KOTOpON comepKHUTCS XapaKTepUCTHKA
paboThl, 3aMeYaHs M PEKOMEHIyeMas OIICHKa;

OTBETHI CTYJICHTA HA BOIIPOCHI M 3aMEYaHUs PELECH3EHTA;

cBOOOIHAs AucKyccus no 3amuinaemoit BKP npu Heobxoaumoctu;
3aKJIIOYUTENIBHOE CII0BO CTY/ICHTA.

Pemenne o0 wutoroBoil ouenke BKP mnpuHumaercs mo 3aBepiieHun
3AIIMUTBIBCEX CTYJICHTOB Ha 3aKPBITOM YaCTH 3aCENAHUS KOMUCCHUMU.

[locne mpuHATHA pelIeHUs NpPeaceaTelb KOMUCCUU OOBSBISET OLEHKU
CTyZI€HTaM Ha OTKPBITOM YaCTH 3aCCIAHUs.

Boinycknast kBanmudukanmoHHas pabota XpaHUTCsS Ha Kadeape, Ha
KOTOPOWBBIITOIHANACH, B TCUYEHUE S JIET.

Kpurtepun ouenuBanus BKP. Ouenka chopMHUpOBaHHOCTH KOMITETEHLIUN
ctyneHta Ha 3ammure BKP mpeacraBmser coboii cpemHee apudmernyeckoe
OLICHOK, ITOJIyYEHHBIX CTYACHTOM-BBITYCKHUKOM Ha IPOLIEAYPE 3AIUUTHI C Y4ETOM
cpeaHeapupMETUUYECKON OLIEHKU C(HOPMUPOBAHHOCTH OOIIENTPOPECCUOHATIBHBIX
U Tpo(eCCUOHATBHBIX KOMIETEHIMM, M OINpEAeNsieTcs] OLEHKAaMHU «OTIMYHOY,
«XOpPOUIO», «yIOBIETBOPUTEIIBHO» «HEYIOBIETBOPUTEIBHO.

CTyneHT MOXKeT MPETEHI0BaTh Ha MOJIOXKUTENIbHYI0 olleHKy BKP nipu none
aBTOpcKoro tekcrta He MmeHee 70% nnst ouHoit gopmbl oOyuenus u 50% s
3a049HOM (POPMBI 00yUEHUS.

OneHka BBICTABIISAETCA MO MATUOAIIBHON CUCTEME C YUYETOM:

CONIEp)KaHUsSI TEKCTa BBIMYCKHOW  KBAIM(PUKAIMOHHOW  paboThl, o00bema
MCIIOJIb30BaHHBIX HMCTOYHUKOB U JUTEpaTypHl, KOJINYECTBA
MPOAHATM3UPOBAHHOTO (PAKTUYECKOTO MaTepHalia, MyOuHbI U PE3yIbTaTUBHOCTH
aHaJln3a, yMeHus c(hOpMyJIUPOBATH OCHOBHBIE MOJIOKEHHUS;

YMEHUSI U3JaraTh COJEpKaHWe padOThl TpU 3alIUTe, CTENCHU BJIAJCHHUS
MaTepuaioM, YMEHHS apTyMEHTHUPOBATh U BECTH JUCKYCCHIO 110 TEME;

MHEHMS HAyYHOTO PYKOBOJUTEIS U PEKOMEHAAIMI PELICH3ECHTA;

OIICHKU YPOBHs C(HOPMHUPOBAHHOCTH KOMIICTCHIINH, BEHIHECEHHBIX Ha MPOIEAYPY
3amuTel BKP.

B pe3ynbrare noaroroku u 3amutsl BKP cTyneHT nomxen:
— 3HATh, MOHUMATh WM U3JAraTh MPOQPECCHOHANBHBIE 3aJaud B 00JacTH
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HAYYHO-HCCIIEIOBATEIHCKON ACITEIHPHOCTH B COOTBETCTBUU C TIOJTYICHHOM
npodeccuoHanbHOM Mpodunu3anme;

— YMETh CTaBUTh W pellaTh Hay4yHble, HAY4YHO-METOJIUYECKUE U
MpPaKTUYECKUE 3a/ladyd, OOOCHOBBIBATH WX AaKTyaJIbHOCTh, [1aBaTh
UCTOpUOTpaPUUECKYI0 U HCTOYHUKOBETUECKYIO XapaKTEPUCTHKY;

— yMeTh  HCIIOJIb30BaTh  BO3MOXKHOCTH  COBPEMEHHBIX  METOJIOB
JOKYMEHTOBETUECKUX M APXUBOBEIYECKUX HCCIICOBAHUU JISI PEIICHHUS
NPaKTHYECKUX  3a/1a4; TBOPYECKM W  KPUTHUYECKH  OCMBICIHBATH
uHpOpMaIMIO Ui pelICHHs ~ HAYYHO-HCCIICJIOBATEIbCKUX U
IPOM3BOJICTBEHHO- TEXHOJIOTMUECKUX 337a4 B cdepe mpodhecCuoHambHOU
JeSTEINbHOCTH;

— yMEThb  CaMoOCTOSITeNIbHO  oOpabaThiBaTh,  MHTEPIPETUPOBATH |
IPEJCTaBIISITh PE3YJIbTAaThl HCCIIEI0BATENIbCKUX PaldoT;

— yMeTh paboTaTh C pa3IMUYHBIMU BUAAMU (TUIIAMH ) UCTOYHUKOB,;
— YMETh apTyMEHTHPOBATh COOCTBEHHYIO MMO3UIIUIO;
— YMETh JIeJIaTh CAMOCTOSITEJIbHBIE BBIBOIBI U 0000IIEHNUS;

— HMETh HaBBIKU OMOJIMOTrpauuecKoro ONnrucaHusl UCIOJIb3yeMOi

JUTEpaTypbl UUCTOYHUKOB.

[Ipn nmpoBenennu npouenypsl 3amuthl BKP ucnons3yrores cnepyrommue
KPUTEPUHU OLIEHOK:

«Omauynoy — BBIIyCKHAs KBalu(UKalMOHHAs paboTa HamucaHa Ha
AKTYaJIbHYIO TEMY U OTPa)KaeT CaMOCTOATEIIbHOCTh aBTOPA, YMEHUE IIPUMEHSATH
TEOPETUYECKHE 3HAHMS TMPHU aHAJM3€ Marepuana U padoTaTh € Pa3IMYHBIMU
WMCTOYHMKAMU; COJAEPKUT OpuruHanbHble HaOmoxaenus; BKP npaBuibHO
oopmileHa; AOKIAJ CTyJEHTa M €ro OTBEThl Ha IOCTABJIEHHBIE BOIPOCHI
ABIIIIOTCSL  WCYEPIBIBAIONIMMH U COJIEp)KaTelbHBIMU;  paboTa  BBICOKO
OLICHUBAETCS PELICH3EHTOM.

«Xopowio» — BBINTYCKHAsI KBaTM(UKAIMOHHAS pad0OTa OTpakaeT XOPOIIHA
YPOBEHb TEOPETUYECKMX 3HAHUW BBITYCKHUKA W yMEHHUE HCCIEI0BATH
NPaKTUYECKUH MaTepuan, HO NpU OSTOM B paboTe HMEITCA OTAEIbHBIC
HEJ0YETHI; JOKJIAJ CTYJECHTAu €ro OTBETHI Ha IIOCTABIECHHBIE BOIIPOCHI SABIIAKOTCS
HEJOCTATOYHO TMOJIHBIMU M YOeAUTENbHBIMU; paboTa XOpOUIO OIEHUBAETCA
PELIEH3EHTOM.

«Yooenemeopumenono» — BbIIyCKHAs KBanu(dUKaMOHHAs padorta
COJICP)KUT HEN0UYeThl B O(OPMIICHHMH TEKCTa; HMEIOTCS 3aMeuaHusi YJICHOB
KOMMCCUHU II0 TEOPETUYECKOW WM NPAKTUYECKOW TIilaBaM; IOKJIAI U OTBETHI
CTyJIEHTa Ha BOIPOCHI SIBJISIFOTCS HEMOJHBIMM M CXEMAaTHYHBIMH, HApYLIAOT
JIOTUKY U3JI0KEHMS; pad0TayA0BIETBOPUTEIIBHO OLIEHUBAETCS] PELIEH3EHTOM.

«HeyoosnemeopumenbHo» — BBICTABJISACTCS B ClIydae, €CJIM BBITYCKHAsS
KBaTU(UKAIIMOHHAS padoTa COJCPIKUT CEPhE3HbIC HEIOUETHI B COACPKAHUHU M
o OpMIICHNH TEKCTA; TOKJIAJ CTYICHTA SBJISCTCS] HETIOJIHBIM M HAPYIIAET JIOTUKY
W3JI0KEHUS; OTBETHI HA BOTPOCHI OTCYTCTBYIOT JIMOO JAIOTCS HE IO CYIIECTBY;
paboTa OTPHUIIATEIILHO OIICHUBACTCS PEIICH3CHTOM.
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Ipunooicenue 1

CX0/CTBO U pPa3/In4usi KOHTPOJIbHBIX, KYPCOBBIX H BBIILYCKHBIX
KBAJIM(PUKAIUOHHBIX PadoT

KoanyecTBeHHDBIE H

KonTtponbnas pabora

Kypcosasi pabdora

BoinmyckHas

KayecTBeHHbIE KBaJM(PUKAUHMOHHAA padoTa
pa3jinyus

O0Bem 15-20 ctp. 20-30 ctp. 70-80 cp.

(6e3 crmcka TUTEpaTypHI

1 TIPIIIOKCHIH)

Crpykrypa paboTsl [IpocToii mian Crpykrypa CroXHBIH TU1aH
C BBIACTICHAEM C BBIZICTICHHEM TJIaB C BBIZICTICHHEM TJIaB
ITyHKTOB WM Pa3JIeIioB " maparpagoB

KomuuectBo 10-20 HanmeHOBaHUH He menee 20 Bounee 40

HavMEHOBaHUM HUCTOYHUKOB U HaVMEHOBaHUUI HavMEHOBaHUH

HCIIOJIb30BaHHBIX JIUTEPATYPHI UCTOYHHUKOB U HUCTOYHUKOB U JIUTEPATYPhI

HMCTOYHUKOB u JTUTEPATyPHI

JTUTEPaTyphl

PykoBonctBO be3 pykoBoacTBa Ilon pykoBojicTBOM Ilon pykoBosicTBOM

Kpurepun oueHku

AKTyaJ’IBHOCTB TCMBI,

AKTyaJ'ILHOCTL TCMBI,

AKTyaJ'[LHOCTL TEMBI,

paboTsI COOTBETCTBUE COOTBETCTBUE MIOJTHOTA B 00CTOATENILHOCTh
COJEPIKAHUS TEME, COJEPIKAHUS TEME, H3JI0KEHHS TEOPETUUECKUX U
MIOJTHOTA MPOPAOOTKH MIOJTHOTA pa3paboTKu MIPaKTHYECKHX YacTel paboThl,
1 MCTIOJIb30BaHUs MOCTaBJIEHHBIX 3G PEKTUBHOCTH HCHOIB3YEMBIX
HUCTOYHUKOB, BOIIPOCOB, METOOB HCCIIEIOBAHUS,
COOTBETCTBHE TeopeThdecKas u 000CHOBAHHOCTH U
odopmiienns HpaKTHIecKas [IEHHOCTb PE3y/IbTaTOB
KOHTPOJBHOH paboThI 3HAYHMOCTb, UCCIIEIOBAHUS U UX
CTaHAapTaM COOTBETCTBHE MpaKTU4ecKas 3Ha4UMOCTb,
oopmIIeHHST KYypPCOBO# | KauecTBO COOOIICHHS U
paboTsI cTaHgapTamMm OTBETOB Ha BOIIPOCHI IPU
3ammrTe paboTHI,
CaMOCTOSITENILHOCTh
B pa3paboTKe MPoOIIeMBbI
Briasmkenne OmnucarenpHast OmnucarenbpHO- OO0BsACHUTENHLHO-00001IaroIast
THIIOTE3 obobmaromias
YpoBeHb U3II0KEHUI [Ipobremuo- TeopeTnueckuii u Iupoxuii TeopeTUIECKUil U
1 00001IeHIH TEMaTUYECKUI NIPaKTUYECKUI MIPAKTUYECKUH
IIpencraBnenue ITncemMenHoe ITncemMenHoe [Ty6nuanas 3amuTa
paboTsl IIpeJCTaBICHUE MIpeJCTaBICHUE WU paboTsl iepen
myOIMyHOe aTTeCTallMOHHON
BBICTYIIJICHHE Komuccuei
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Ilpunoswcenue 2

MUHITPOCBEILLEHM S POCCUN
OEJEPAJIBHOE I'OCYJJAPCTBEHHOE BIOJIKETHOE
OBPA3OBATEJILHOE YUPEXXJIEHUE BBICILIETO OFPA3OBAHIS
«BAIIKMPCKUU T'OCY JAPCTBEHHbBIN I[TEJAT Or'MYECKUI
YHUBEPCUTET UM. M.AKMVJIJIbI»

WMHCTUTYT UCTOPUYIECKOTO, TIPABOBOTO M COIMATBLHO-TYMAHUTAPHOTO 00pa30BaHUs
Kadenpa BceoOieit nctopuu v KyabTypHOTO HacaeIus

YYET UCITIOJIb30BAHUA JOKYMEHTOB B APXUBE YYPEXJIEHUA

KOHTPOJIbHAA PABOTA

0 JUCLUIUIMHE «APXUBOBEICHUE)

36

Breimoman:

ITerpos MBan MBaHOBMY
ctyaeHt 2 kypca O30
Hampasnenue noaroroBku
46.03.02. «JlokymMeHTOBEICHHE
Y apXHUBOBENICHUE», TPODUITb
«JloxymeHTOBEIEHHE U
JIOKYMEHTAI[MOHHOE
oOecrieueHue yrnpaBiCHUsD)

ITposeput:
K.1.H., JoueHT A.A.MBanoB
« » 2022 1.
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Ilpunoowcenue 3

IIJIAH

BBEJIEHUE

1 Cuctema HayuHO-cripaBouHoro anmnapara (HCA)

2 Cucrema Hay4YHO-CIIPABOYHOIO anmnapara K apXUBHBIM JOKYMEHTaM
3 IIpuHIMIIBI HOCTPOEHHUSI CUCTEMBI HAYYHO-CIIPABOYHOIO arnmnapara
3 TpeboBanus, npeabsaBisieMbie kK cucreMe HCA

4 HanpagieHus: KCOJIb30BaHUS TOKYMEHTOB

3AKJIIOYEHUE
CIIMCOK UCITIOJIbB3OBAHHBIX NCTOYHMKOB U JIMTPETATYPbI
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Ipunoswcenue 4

MHWHIIPOCBEILIEHU S POCCHUA
®EJEPAJILHOE TOCYJAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJILHOE YUYPEXJIEHUE BBICIIEI'O OFPASOBAHIS
«BAILIKUPCKUU IT'OCYJTAPCTBEHHbIN ITEJJAT OT MYECKUIA
YHUBEPCUTET UM. M.AKMYJUJIbI»

WMHCTATYT UCTOPUYIECKOTO, TIPABOBOTO M COIMATBLHO-TYMAHUTAPHOTO 00pa30BaHuUs
Kadenpa BceoOieit nctopuu u KyabTypHOTO HacIeIus

HampaBnenue noaroroBku
46.03.02. «/lokymeHTOBEICHHE
U apXUBOBEJIEHUE», MPODUITH
«JloKyMEeHTOBEICHUE U
JOKYMEHTAIlMOHHOE
obecrieueHue ynpaBaeHUsD,
Kypc 2 O30

I[IETPOB UBAH NUBAHOBNY
OCOBEHHOCTHU BHEAPEHUSA CUCTEMbI JIEKTPOHHOI'O
JOKYMEHTOOBOPOTA B BAHKOBCKOI C®EPE

KYPCOBAA PAGOTA

HayuHslil pykOBOIUTEB:
K.A.H., 1o11eHT A.A.lIBaHOB

PerucrpaunonHbiit
HOMEpP

TI0 JKypHAJIy PETHCTPAIIH KYPCOBBIX PadoT

JlaTa 3amuThl

Onenka

HayuHsbIii
PYKOBOJUTETD

MO CH

Vipa 2022
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Ipunoorcenue 5

MUWHITPOCBEIIEHU S POCCUU
®EJEPAJIBHOE IT'OCYJIAPCTBEHHOE BIOIKETHOE
OBPA3OBATEJILHOE VUPEXX/JIEHUE BBICILIEI'O OBPABOBAHUSI
«BAIIKMPCKUU I'OCY JAPCTBEHHBIU ITEJAT OT' MYECKUN
YHUBEPCUTET M. M.AKMVJIJIbI»

WHCTHTYT UCTOPHYECKOTO, TIPABOBOTO M COIIMATILHO-TYMAHUTAPHOTO 00pa30BaHuUs
Kadenpa Bceobiieit HICTOpUH U KyJIbTYPHOTO HACTEAHS

Hanpasnenue noarotoBku
46.03.02. «/lokyMeHTOBEIEHUE
MApPXUBOBEACHHE),

npoduiib «JlokyMeHTOBeIeHNE
U IOKYMEHTALIMOHHOE
oOecrieueHUeynpaBIICHU»,
kypc 4 O30

IIETPOB NBAH UBAHOBUY
CUCTEMBI COMNPSIKEHUSA DJEKTPOHHOT'O U BYMAKHOT'O
JEJOMPOM3BOJICTBA

BBIITYCKHAA KBAJIMONKALMOHHAA PABOTA bAKAJIABPA

Hayunsli1 pykoBOIUTENb:
K.M.H., 1o1ieHT A.A.MIBaHOB

PaboTa nomnyieHa k 3ammure

TMOATINCh HAYYHOI'O PYKOBOJAUTEIIA

Jlara npencraBienus

3aBenytoiuii kadenpoit

JlaTa 3a1uThl

Onenka

Vipa 2022
39



Ilpunoscenue 6
COILEPKAHHUE

BBEJIEHHE ...t 3
I''TABA 1. TEOPETUKO-METOJOJIOITMYECKHE OCHOBbBI COBEPIIEH-
CTBOBAHNHA  CUCTEMbI JOKYMEHTAIMOHHOI'O OBECITHEHUA

VIIPABJIEHUS KAJIPOBOM CJTYXXBbI OPTAHM3BALIAM ...............cce...... 7
1.1. Cucrema HOKyMEHTAIIHOHHOTO OOECIICUEHUS YIPaBJICHUS KaJIPOBOW CIIYKOBI
OPTAHUBALIMI ......eeeeeneereeeeennueeeeesasauneeeessssssseeesssssnsseesssnmsseeesssansseesssnssseeesssssseeeesssnsees oo 7
1.2.  Poxab kampoBO# CIy>KObI B CUCTEME YIIPABIICHUS OPTaHUBAIUEH ................... 13

1.3. Meroauka OIIEHKH COCTOSIHUS U COBEPIIEHCTBOBAHUSI CHCTEMBI
JOKYMEHTAIMOHHOTO YIPABICHUS KAAPOBOM CITYHKOBI .....vverueeeeniiieniiienieeeieeeieeeaes 21
I'NTABA 2. AHAJIN3 COCTOAHUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O
OBECIIEYEHU S YIIPABJIEHUS KAJIPOBOM CJIYXBbI HA ITPUMEPE

BAO CDOPBAPII .ccoeeieeeeeeeeee ettt e e e e e e e ar e e e e e e e e e e e nnnnnes 34
2.1.  OOmas xapakTepUCTUKA 3AO «DOPBAPI ..veeerevrreererreeeririeeeireeeeereeeeereeenneens 34
2.2.  OreHKa COCTOSIHHMSI CHUCTEMbI JOKYMEHTALIMOHHOTO YINPaBIIEHUS KaJApOBOH
CITYIKOBI B 3AO «DOPBAPII ..cevvveeeirieeeiieieeireeeeitteeeeteeeeeseeesssreeessseeesssesessseeansseeenns 40
2.3. AKTyaJibHBIE MPOOJIEMBI CUCTEMbI JOKYMEHTAIIUOHHOTO O0eCIeUeHUS
ynpaiieHus KaAPOBOH CIIYKOBI B 3AO «DOPBAPII) ....eeevveererieririeeiieeiieeiieeenieeenenens 45
I''TABA 3. HAIIPABJIEHUA  COBEPIIEHCTBOBAHUA  CUCTEMBI
JIOKYMEHTAIIMOHHOT'O OFECITYEHU S YIIPABJIEHUS KAJIPOBOM
CIIYXKBBI B 3AO «@OPBAPII) ...eeiieiieeeeeeete ettt 48
3.1. PexomeHpanuu no ONTUMU3ALUKA JTOKYMEHTAIIMOHHOTO OOECredyeHus: B
CUCTEME KaJIPOBOU CITYKOBI HA TIPEATIPHITHUHI ....vvveenevreenreennreeeereensseenseesssessnsessnseennns 48

3.2. IIporpamMma NOCOBEPIIEHCTBOBAHUIO CHUCTEMBI JOKYMEHTAIIHOHHOTO

obecriedeHUs YIIPABICHUS KATIPOBOM CITYHKOBI.......eeervrreerrieeerereeeesrreeeseseeeessseeesnsseeens 54
SAKITHOUEHUE ......ooiiiiiiiiiieieete ettt ettt ettt et 62
CIIMCOK UCITIOJIb30BAHHBIX NCTOYHUKOB U JIMTEPATYPHI... ............ 67
TTPTITIOMKEHMSL. . . .ooiiniieeeeeee ettt sttt 70

40



Ilpunoowcernue 7

BBEJAEHUE

AKTyaJIbHOCTh TeMbl. B HacTosimiee Bpemsi TeMa palMOHaIN3alHuU
JOKYMEHTOO0OpOTa B OpraHU3allyd C IOMOILIBIO HKCIIOJIb30BAaHUS BCEMUPHOM
KOMIIBIOTEPHOM CETH W JAPYrMX aBTOMATHU3UPOBAHHBIX CHCTEM B CBS3H C
Pa3BUTUEM KOMIBIOTEPHBIX TEXHOJOTHUM SIBJISIETCS KaK HUKOT/Ia aKTyaJbHOM.
Opranuzanusi, cTpemsmiascs K ycnexy UM BbICOTaM B OH3HEce, JOJIKHA HWMEThb
YETKO M XOPOIIO OPraHW30BAHHBIA JOKYMEHTOOOOPOT, @ 3TO CTaJl0 BO3MOXKHO
OJyilaroiapsi MCTOJIB30BAHUIO HOBBIX TEXHOJOTHMW B Jienonpou3BojicTse (Internet,
AJNIEKTPOHHASITIOUTA U IPYTHUE CUCTEMBI DJIEKTPOHHOTO TOKYMEHTO000POTa).

OnepaTUBHOCTH PadOTHI OPraHU3AIMK BO MHOTOM 3aBUCHUT OT MOBBIIICHUS
CIaKEHHOCTH U UYETKOCTH B paboTe ¢ JOKyMEHTaMH. bBOJBIIMHCTBO
COBPEMEHHBIX OpraHU3alMii B 1EIAX TMOBBIIIEHUS S(PPEKTUBHOCTH CBOEH
NEATEIbHOCTU HCTIOJNB3YIOT aBTOMATU3UPOBAHHBIE CUCTEMBI JIEJIONPOU3BOJICTBA
U JIOKYMEHTO00O0pOTA. ..

b0 BBINMYCKHOM KBAJIM(PUKANMOHHON Pa0dOTHI SBISIETCS PACKPBITHE
CUCTEM COIpPSDKEHUS AJIEKTPOHHOTO M OyMa)XHOrO  JIeJIONPOM3BOJICTBA,
O0COOEHHOCTEW WX B3aUMOJICUCTBHS, OMNpEAeNieHne NpoOJieM U TEPCHEKTUB
ONTUMU3ALINH.

Jns AOCTHKEHUsI yKa3aHHOM 1€ B XOJI€ MCCJICIOBAaHUS HEOOXOIUMO
PELIUTHCIIECIYIONINE 3a1a9H:

— PaCKpBITh OCHOBHBIC MOHATUS JICKTPOHHO-OYMa)KHOTO B3aUMOJCHCTBUS
urnepeBoa OyMaKHbIX JOKYMEHTOB B 3JIEKTPOHHYIO opMYy;
— H3Y4YUTh HOPMATUBHO-METOJANYECKYIO OCHOBY B3aUMOJIECHCTBUS U

COTPSDKEHUSIOYMaXHOTO M 3JIEKTPOHHOTO JIETIOPOU3BO/ICTBA;

— TMPOAHAIU3UPOBATH OCHOBHBIC HAMPABICHUS U TMPOOJIEMBI SJIECKTPOHHO-

OYMa)KHOTO B3aUMOJICHCTBUS;

— 0XapaKTepU30BaTh CUCTEMBI B3aUMOJICHCTBUS U CONPSDKEHHS] OYMa)KHOTO

HI3JICKTPOHHOI'O JCIOIMPOU3BOACTBA,
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— W3YYUTh OPTaHU3AIMIO U TEXHOJOTUIO TIEPEeBOJIa OYMaKHBIX JOKYMEHTOB

B asiekTpoHHbIe 00pa3bl Ha mpuMepe OAO AKD «bamkoMcHab6aHKy;

— ONpPENeNUTh MEePCIEKTUBBI ONTUMHU3AINH CHCTEM COTPSDKEHUS OyMaskHOTO

Y DJIEKTPOHHOTO JEIONPOU3BOACTBA.

O0bekTOM HCCIEIOBAHMSA SIBISIIOTCS OyMaKHble JTOKYMEHTHI U
AJIEKTPOHHBIE 00Pa3bl ATHX JOKYMEHTOB.

IIpeamerom mcciea0BaHUsl SIBISIOTCS OCOOCHHOCTH B3aUMOJCHCTBUS U
conpsiKeHUs OyMa)KHOTO UM AJIEKTPOHHOTO JE€JIOMPOU3BOJICTBA, MEPCIEKTUBBI
BHEJpeHUs] MH(GOpPMATH3allMd B JOKYMEHTOOOOPOT OpraHu3aiiu, pa3paboTKu
HAYYHO-METOJNYECKUX OCHOB B 3TOU JI€SITETbHOCTH.

HUcTounukoBas 6aza BKP. B xone pabotsl ObUTH MpoaHAIU3UPOBAHBI U
UCIIOJIb30BAHBl 3aKOHOAATEJIbHO-IIPABOBBIE AKThl, HOPMAaTUBHO-METOJINYECKUE
JOKYMEHTBI M JIOKYMEHTBI II0 CTaHJApPTHU3alMHU, PETYIUPYIOIINE BEICHUE
3JIEKTPOHHOI'O JIEJIONPOM3BOACTBA, HAay4Has JIMTEpaTypa W IEPUOJUYECKUE
W3JaHUs], BKIIOYAsl MHTEPHET-U3AAHUA U SJICKTPOHHBIC MAaTEPUAIIBL. . .

CreneHb u3y4YeHHOCTH mpolJieMbl. B 11e10M, BompocaM BHEAPEHUS
AIIEKTPOHHOTO IOKYMEHTOO0OPOTA MOCBAIIEHO HE CIIMIIIKOM MHOTO JINTEPATYPHI,
OJIHAKO CYIIECTBYET JOCTATOYHOE KOJMYECTBO MaTepuaiga IO BOIpocam
COTPSDKEHUS OYMa)KHOTO M AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa. DTO y4eOHbIE
nocobus Takux aBTOpoB, Kak B.A.Kynpses, M.B.Kupcanosa, HO.M.AkcéHOB,
B.A.Cnusak, E.A.JlonatHukoBa. CielyeT OTMETHTb, YTO B Y4€OHBIX MOCOOMSIX
JAIOTCS  TEOPETUYECKHE OCHOBBI ~ OpraHu3alu  JIOKYMEHTOOOOpOoTa Ha
IpEANPUSTUN, IPUBOJSTCS 00pa3Ibl UCTIOIb3YyEMBIX MPOTPAMM. ..

HoBusznout nanHou BKP sBisiercs TO, 4TO METOMOJIOTHST OpraHU3aluu
BHEJPEHUS JIEKTPOHHBIX JIOKYMEHTOB TOJIbKO-TOJIBKO HAUMHAET CKJIAIbIBATHCS.
BaxHoll 4yacThl0 JaHHOW TEMATHUKH, YTO HAILIO OTpaxeHue B gaHHOl BKP,
CTAaHOBUTCS AHAJIM3 M OLEHKA MEPCIEKTUB COBEPIIEHCTBOBAHUS CUCTEMBI

COIIPAKCHUA 6YMa)KHOFO " 3JICKTPOHHOI'O ACJIOIIPOU3BOACTBA ...
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IIpakTnueckas 3Hayumoctb BKP. Pesynbprarel, momydenHesle B Xoze
UCCJIEIOBAHUS, MOTYyT OBITh  HWCIOJB30BaHbBl B  OpraHM3alUsax  JJid
COBEpIICHCTBOBAHHUS JOKYMEHTAIIMOHHOTO O0ECIIeUeHUs yIIPaBICHHUS.

Crpykrypa padorel. BKP cocrout u3 BBelneHMs, IByX IJaB IO TpHU
naparpada, 3aKII04YEeHUs, CITUCKA UCTIOIB30BAHHBIX UCTOYHUKOB U JIUTEPATYPHI,

KOTOPBIN BKIIFOYAET 58 HAUMEHOBAHMIA.
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Ipunooicenue 8

T'JIABA 1. OBIIIUE BOITPOCHI ONPEJIEJIEHUSI U CTPATETHH
INPUMEHEHUWS COBPEMEHHBIX UHOOPMALIMOHHBIX
TEXHOJIOI'UI

1.1 OcHOBHBbIEC MOHATUS U TEPMHUHbI, OTHOCSIIUECH K COBPEMEHHbIM
HH(OPMALMOHHBIM TEXHOJIOTUSIM.

Tepmun  wHbOpPMAIMOHHAS  TEXHOJOTHUS  SBISETCS  CIIOXKHBIM,
KoMIUIeKCHBIMTTOHsATUEM. CornacHo DenepanbHomy 3akoHy OT 27 uronst 2006 r.
Ne.149-®3 «O6 uHpopmarnuu, UHPOPMAIMOHHBIX TEXHOJIOTHSIX U O 3alluTe
nHpopmanum», HHPOPMALMOHHBIE TEXHOJOTMH — 3TO NPOLECCHI, METOIbI
noucka, cOopa, XpaHeHHs, OOpaOOTKH, NPENOCTaBIEHUS, PaCIPOCTPAHECHUS
MH(}OpMaAIUKU U CIOCOOBI OCYIIECTBIIEHUS TAKUX MPOLIECCOB U METO/OB.

B Hacrosimee Bpemst o HHPOPMAMOHHBIMU TEXHOJIOTHSIMU Yalle BCEro
MOHUMAIOT KOMIIBIOTEPHBIE WH(OpPMAIMOHHBIE TEXHOJIOTHHU. YIIpaBieHYECKas
JeSATEeIbHOCTh B JIFOOOW OpraHu3allid OCHOBAaHA Ha MepepaboTKe MJaHHBIX H
MPOU3BOJICTBE  BBIXOJHOM  HWH(OpMAIMK, YTO MPEANojaraetT Hajlu4due
TEXHOJIOTUM  MpeoOpa3OBaHMsI HMCXOAHBIX JAHHBIX B  PE3YJbTaTUBHYIO
uHpopmanuro. MHbopManMoOHHbBIE TEXHOJOTUU CBSI3aHBl C HCIOJIb30BAHUEM
KOMITBIOTEPOB M MIPOrPaMMHOTO OOECTIeUeHUs Jisi XpaHeHUs, TpeoOpa30BaHus,

3aIIUThI, 00paOOTKH, IEPEAAUN U TOJTyYCHHUS] HHPOPMALIHH ...
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0 paboTe CTy/IeHTa
BBITNIOJIHEHHOW HA TEMY:

Ilpunoscenue 9

MUHITPOCBEHIEHUS POCCHUHA
denepanbHOE rocy1apcTBEHHOE 0I0I2KeTHOE 00pa3oBaTe/ibHOE YUpeKIeHne
BbICILIET0 00pa3oBaHus
«balmIKUPCKUH rOCy1apCTBEHHbIN MeIAroOrn4eCKuil YHUBEepPCUTeT
M. M. AKMYJLIBD)
(PT'BOY BO «bI'TTY um. M. AKMYJLIIBDY)
NHCTUTYT HCTOPHYECKOT0, IPABOBOT0 M CONMAIBbHO-TYMAHUTAPHOTO
oOpa3zoBaHus

OT3bIB PYKOBOIUMTEJIA

. AKTyasibHOCTb paOOThI

. Hayuynast HoBu3Ha pabOThI

. OneHka conepxanus padoThl

. IlonoxxurtenbHbIe CTOPOHBI pabOTHI

3aMeyaHus

. PexoMeHaanum no BHEIPEHUIO PE3YJIHTATOB PAOOTHI

™

Hayunslii pykoBoauTEIL

Pexomennyemas onenka
JlonosauTtenpHas nHGopmanus st 'OK

(moxmwcs) (pammnusi, uMsi, OTYECTBO)

(y4eHas cTeneHp, 3BaHUE, TOJHKHOCT, MECTO pabOThI)
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Ilpunoocenue 10
PEINEH3UA

Ha BBITYCKHYIO KBATH(PUKAITMOHHYIO padoTy
CTyIeHTa(KH)
HHCTUTYTa HCTOPUYECKOTO, TPABOBOTO U COIMATBHO-TYMaHUTAPHOTO
oOpazoBaHUs

(bamunus, UMs1, OTIECTBO)

BaHIKI/IpCKOFO rocyaapCTBCHHOIO IICIaroru4eCKoro
YHUBCPCUTCTAUM. M.AKMYJ'IJIBI, BBIIIOJJTHCHHYIO Ha TCMY!

1. AKTyanbHOCTb U HOBU3HA UCCICAOBAHUS ...

2. OueHka couepxaHusi paboTHI ...

3. OTIMYUTENbHBIC, TTOJ0KUTEIIbHBIE CTOPOHBI PAOOTHI ...

4. ITpakTHueCcKOE 3HAYEHUE U PEKOMEHJAIIMHU 110 BHEIPEHHUIO ...
5. Henocrarku u 3ameyanus 1o padore ...

6. Pexomennyemas o1eHka ...

Penenzent

(noamnucse) (pamunvsi, UMs1, OTYECTBO)

(yueHas cTeneHb, 3BaHUe, TOJDKHOCTb, MECTO PAaOOTHI)

BHUMAHMUE! Penen3usi numercss B pa3gepHyTom Bujae!!!
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Yyeono-memoouueckoe nocooue

METOANYECKUE PEKOMEHJIALIUU
110 BHINOJIHEHUI0 KOHTPOJIbHBIX, KYPCOBBIX U BBIILYCKHbBIX
KBAJIH(PUKANUOHHBIX padoT cTtyaeHToB UHCTHTYTa HCTOPU1ECKOTO,
MPaBOBOI0 U COMAJIbHO-TYMAHUTAPHOI0 oOpa3oBanus BI'TLY um
M.AKMYJUIBI.

Hanpagnenne 46.03.02 «/{oKyMEHTOBEICHUE U aPXUBOBEIACHHEY,
HaIpaBJICHHOCTH (poduiib) «JlokyMeHTOBeICHUE U
JIOKyMEHTAIMOHHOE00ECTIEYEHUE YITPABICHUS

ABTOpPBI-COCTAaBUTEIIN:
K.M.H., JOLEHT Kadeapbl BCEOOIIeH NCTOPUU U KYJIbTYPHOTO HacCleIus
A.N.Yurpuna,
PYKOBOJIUTENIb OCHOBHOW 00pa30BaTeIbHON MPOTPaMMBl,
K.U.H., IOLUEHT Kadeapbl BceoOIel NCTOPUU U KYJIbTYPHOTO HACIEIUs
A.P.IlTancmamoB
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