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1. IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUA (JIOY)

JIoOKyMeHTalnmoHHoe o0ecnedenue ymnpasjienus (JOY)
OXBAaTBIBACT BONIPOCHI JOKYMEHTHPOBAHHUS, OpraHU3alii PadOThI C
TOKyMEHTaMH B  MPOIECCE  OCYIICCTBICHUS  YIPABICHUS
OPSANPUATHEM M CHCTEMATH3aI[dI0  apXUBHOTO  XPaHCHUS
JIOKyMEHTOB.

JIOKYyMEeHTHPOBAHUE  TIPEACTABISIET COOOM  CO3MaHHUE
JOKYMEHTOB, T. €. HX COCTaBJICHHE OMOPMIICHHE COITIaCOBAaHUE U
MU3TOTOBJICHUE.



1. IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUA (J1OY)

J1eJIOnmpOM3BOACTBO. KOMILJIEKC MEPOIPUATHN MO 00CCICYCHUIO
JOY npeanpustdss wWid oprasu3anuu. MHOrma roBOpsT, 4TO
JIOY sBag€TCA OCHOBHOM (DYHKIIMEN JEJIOIPOU3BOJICTBA.

JIOKYMEHTO000pOT:  JBMXKECHHE  JIOKYMEHTOB B  paMKax
JIOY. Opranmsanps paboTel ¢ JOKyMeHTaMbD — oOecIieucHue
IBWKCHUSI, TIOMCKA, XPAHCHUS U UCTIOJIb30BAHUSA JOKYMEHTOB.

Cucremaruzanuss apXMBHOIO XPAHEHUA JOKYMEHTOB —
OIPENICTICHUE TIPABUJI XPAHEHUSA CO37aBA€MOM B OpraHU3aIUU
MH(OPMAIIUM, €€ MOHWCKAa W HCIOJB30BaHUA UIS IOJJICPKKH
MPUHATUA YIIPABICHYECKUX U APYTUX PELICHUM.




1. IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA (1OY)

Cucrema HOKYMEHTALUN - COBOKYITHOCTb
B3aMMOYBS3aHHBIX JOKYMEHTOB, IIPUMEHSIEMBIX B OTICIILHOM
cepe aesATeIbHOCTH.

YaupunupoBanHasa cucrema aoxkymenramuu (YCI) —
CHCTEMA JOKYMEHTAIIMU, CO3/IAHHAsA IO €IUHBIM ITPABUIIAM U
TpeOOBaHUIM, coAep Kalas HH(PpopMaIro, HEOOXOAUMYIO I
VIIPABIICHUS B ONPEJCICHHON Cepe AeSITEIbHOCTH.

YHU(DUUUPOBAHHBIA JTOKYMEHT — JOKYMEHT, CO3JaHHbIN 10
YHAUDUIIUPOBAHHON (Popme, OPOPMIICHHBI B YCTAHOBICHHOM
MOPAJIKE YU UMEIOIINU IOPUIUYECKYIO CHITY.




1. IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA (1OY)

YaudbunupoanHasas ¢GopmMa —  COBOKYIHOCTH
PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C
peIIacMbIMU B JaHHOW cdepe IeATCIbHOCTH
3aJladaMi M 3a()MKCHPOBAHHBIMM B OIPEIACICHHOM
OPSIIKE HA HOCUTENE HH(MOPMAaIIUH.

IlepBUYHBIN JOKYMEHT — JOKYMEHT, COJCpKAIIUU
MCXOAHYH MH(OPMAIIHIO.

PexBU3UTHI — JAaHHBIC YCTAHOBIICHHBIC 3AKOHOM JIJIS
OIPENICIIEHHOTO BUIA JIOKYMEHTOB.




2. JOKYMEHTbBI U UX POJIb

JlOKyMeHT — CPEICTBO
3aKPEIJICHUS PA3IIAYHBIM
cmocoOOM Ha  CIEIHMaJIbLHOM
MaTepHale MH(OopMaun 0
(pakTax, COOBITHUSIX U SBICHHUSIX
OOBLEKTUBHON JTEHUCTBUTEILHOCTHU
U MBICIIUTEJILHOU JESATEILHOCTU
yeJI0BeKaA.




2. JOKYMEHTbBI U UX POJIb

OYHKINNU JOKYMEHTA:

a) ung

0) ynpa
ananu3

8) npaeo
noomeep

2) Komm
oouieHue
0) yuemH

ceedeHus 3a onpeoeer
n0360110M UX AH 6amb, BbIABIAA MEHOCHUUU U 3AKOHOMEPHOC

OHHAA. ABNAIOMCA HOCUmMeiem U UCImOYHUKOM uud)opﬂmuuu;

360/110Mm OP2AHU306bl6AMb, PECY/IUPO6ANLb, KOHMPOIUPO6AMb,
600CMEBEHHbLE npoueccul,

OUUECKOU OCHOBOU MEEHHOU O0esAmeibHOCmU,

eepsaiom ceeoeHu

MO2a10 OP2AHU306bIBAMD
U 00beKmamu;



2. JOKYMEHTBI U UX POJIb

OYHKINNU JOKYMEHTA:

ompaxicarom  COUUAIbHO-IKOHOMUYECKYIO, NOAUMUYUECKYIO,
oowec cue cghepul HCU3HU 20CYy0apCmea U €20 PAa3coan,

oHe) Kyl IOMCA NAMAMHUKOM KYJbHypbl OAHHOU INOXU, NOKA3bIEAION
ee cney , Hpaewl, 00vLIUaAU, Mp

3) ucm CHMOYHUKOM 3HA BIMUAX U Oeameax
PAa3TUUH U KOHKpemHee O0py2ux X HAMAMHUKOB
PAcKpble ecKue coovimus, noOmeep;Hcoaro rom ¢haxmeol,
b UCmOpuYecKoe npouuzoe cmpa




3. BUAbI JOKYMEHTOB U UX KITACCUDOUKALIUSA

Bce JAOKYMCHTDI IMOAPA3ACIAIOTCH HA CJICAYIOIINMNC I'PYIIIILI 110.

v’ c0co0y JOKYMEHTHPOBAHHSI;

v’ chepe UCIIOIB30BAHNS;

v/ HAUMEHOBAHMUIO;

v’ COIEPKAHUIO;

v’ XapakTepy COACpIKaHUL;

v’ MECTY COCTaBJICHHUS,;

v’ rpudy orpaHUYEHHUS TOCTya (CTEIECHHU TIIACHOCTH);
v’ IIPOUCXOXKIECHUIO;

v’ IOpHINYECKOM CHIIE;

v' (opMme u3noKeHus (CTENEHH YHUDUKALIHN);
v’ CpOKaM HCITOJHEHUS;

v’ CpOKaM XpaHEHU;

v’ CTemeHH 00s3aTeNLHOCTH.




3. BUAbI JOKYMEHTOB U UX KITACCUDOUKALIUSA

-

Buabl 1I0KYMEHTOB BHYTPH KaKA0# I'PYIIIIbI:

\/

*¢ Ilo cnocoOy TOKYMEHTUPOBAHUS PA3IUYAIOT JTOKYMEHTbL g
* PYKOITMCHBIE; <z

i

* 3JIICKTPOHHBIC;
* rpaduUeCcKue;
* KMHO- U ()OTOAOKYMEHTHI.
¢ I1o cepe ncroap30BaHUs pa3INdaOT:
* OpraHU3aIlMOHHO-PACTIOPSAUTEIbHBIC;
* (puHAHCOBO-OyXTaNTEPCKUE;
* HayYHO-TCXHUYCCKHUC;
* JTOKYMEHTHI 110 TPYIY;

® OTYCTHO-CTATUCTHUUYCCKHUC. \



3. BUAbI JOKYMEHTOB U UX KITACCUDOUKALIUSA

Buabl 1I0KYMEHTOB BHYTPH KaKA0# I'PYIIIIbI:

“*Ilo comepxannio pa3nu4aroT NPOCThIe (JOKYMEHTHI,
MOCBSIIEHHBIE OJJTHOMY BOIIPOCY) U CIIOKHBIC
TOKYMEHTHI.

“*Ilo xapakrepy coaepKaHUs:

IIEpBUYHBIC (COACPKAIIME UCXOAHYIO HH(OPMAIINIO);
BTOPUYHBIC (0000IIAOIINE UCXOIHYIO0 HHPOPMAITUIO
MEPBUYHBIX IOKYMEHTOB).

“*Ilo MecTy cocraBieHus:

BHYTpEeHHHE (pa3pabOTaHHBIC U UCIIOJIb3yEMBbIC
BHYTPH OPTraHU3AIINM);

BXOJAIINE (MMOCTYNUBIINE B OPTaHU3AIINIO);
UCXOAIINE (OTIPABIISIEMBIEC U3 OPTraHU3AINN ).




3. BUAbI JOKYMEHTOB U UX KITACCUDOUKALIUSA

Buabl 1I0KYMEHTOB BHYTPH KaKA0# I'PYIIIIbI:

“*Ilo rpudy orpannyueHus 10cTyna (CTEISHH TJIACHOCTH):
OTKPBITBIE (HECEKPETHBIE IOKYMEHTBHI); >

C TpU()OM OrpaHUYEHUS TOCTYMA. < r—\
JIOKyMEHTBI MOTYT UMETh -

Cleayromue epughol (0 BO3PACTAHNUIO CEKPETHOCTH):
— «JJI CTYyKE€OHOTO MOJIB30BaHU» (MHPOpMAaIys,
peIHa3HAYCHHAS TOJIBKO 11 pAaOOTHUKOB JaHHOM
OpraHU3aINN );

— «KOMMepuecKas TaiiHay (MH(popMallus, pa3riialieHue
KOTOPOM MOXKET HAaHECTH yIep0 ee 001agaTeio);

— «KOH(pUACHIHAIbHO» (MH(pOpMaL, JOCTYH K KOTOPOH
OrpaHUYEH 3aKOHOAATEILCTBOM PD);

— «CEKPETHO», «COBEPIICHHO CEKPETHO», «0CO00H

BOXXHOCTH» (MH(pOpMAIIHS, COCTABIISIONIAS
TOCYJapCTBEHHYIO TAlHY). \




3. BUAbBI JOKYMEHTOB U UX KITACCUDPUKALIUA

Buabl J0OKyMEHTOB BHYTPH KaK10M IPYIIIbI:

s I1o MpoNCXOXKACHUIO pa3INJaloT;

oduIIHaIbHBIC WU CIY)KEOHbIE (COCTABICHHbIC IOPUANYECCKUM WK (PHU3UYECKHUM JTUILIOM
U O(OpPMJICHHBICE B YCTAHOBJICHHOM MOPSJKE JHOKYMEHTBI, OTPAXKAIOIIUE HHTEPECHI
OpraHu3alyM);

JUYHbIC (3aTparuBarOIINE€ UHTEPECHI ONPEICIICHHOIO JINIA, UMEHHBIC JOKYMEHTHI).

“*Ilo ropmamyeckoii cuie:

OpUTMHAJIBI WM TOJJIMHHUKY (TIEPBbIC WM €IUHCTBEHHBIC DK3EMILISIPbl O(UIIMATIbHBIX
JOKYMEHTOB, IMOJINMMCAHHBIE aBTOPOM);

KOTIHSI (JIOKYMEHTBI, MOJIHOCThIO BOCIPOU3BOASAIIME WHMDOPMAIIUIO TOJIMHHUKOB U BCE
€ro BHEIIIHUE MPU3HAKK, HE UMEIOIIUE FOPUIANIECKON CHUJIbI);
OTHYCK (KOMWS, H3rOTOBJIICHHAs] MOJI KOMUPKY Npud OGOPMIICHUU IOAJIUHE
M OCTAIONIAsACs B JiejiaX NPEANPUSITHS, KaK MPaBUJIIO, MTOAINNUCHIO HE 3aBEPSETCS);
3aBEpEHHbIC KOMUM (KONMMU C  HEOOXOJWMBIMU  PEKBU3UTAMH, an/mafom
UM IOPUJIMYECKYIO CUITY);
BBIMMCKU (YacTH JOKYMEHTa C yKa3aHHEM, U3 KaKoro JOKYMEHTa cCjiejlaHa BBIMHC
3aBEPEHHBIC JIOJKHOCTHBIM JIMIIOM U UMEIOIIIHUE TIeYaTh);

AyOnuKaThl (MOBTOPHBIE AK3EMIUISPHI MOJJWHHUKA JOKYMEHTA, MMEIOIIHME TaKyH JKeE
IOPUANYCCKYIO CHTY, KaK M TMOJJWHHUK) — BBIJAIOTCS IMPH yTEpe WIN YHUUYTOKCHHUH
NOAJTMHHUKA.




3. BUAbBI JOKYMEHTOB U UX KITACCUDPUKALIUA

Buabl JOKYMEHTOB BHYTPH KAKA0W rpynunbI:

% [To dopMme uznoxenud (crerneHu YHUGMDUKALIUN):
p y

* WHJIUBHUIyaJIbHBIC (Pa30BBIA JOKYMEHT, COJIEpyKaHNE KOTOPOTO U3JIaraeTcs
B CBOOOIHOM (hopMe);

* TpadapeTHbie (KOI/ia CTPYKTypa U 4acTh COACPKAHUS IOKYMEHTA 3apaHee
MOATOTOBJIEHBI, & APYras 4acTh 3aMOJHIETCA MPU €r0 COCTABICHHMN );

* TUIIOBbIE (JOKYMEHTBI, OIIUCHIBAIOIINE CTAHIAPTHBIE MPOLECCHI U SIBIICHUS —
HarpuMep, TUIIOBOM TEXHOJIOTUYECKUN MPOIIECC);

* IIpUMEpHBIE (MCIIOIB3YIOTCS AJIsl COCTABICHUS U OPOPMIICHUSI JOKYMEHTOB
0 aHAJIOTUN);

* yHU(DUIIMPOBAHHBIC (BXOAIINE B KAKYIO-TUOO YHU(MUIITMPOBAHHYIO CUCTEMY
JTOKYMEHTAIIUN).

¢ ITo cpokam HCIIOTHEHUS Pa3INYaloT:
* CpPOYHBIE (C YKa3aHHBIM CPOKOM MCIIOJIHEHHS IOKYMEHTA);
* HECPOYHBIE.




3. BUAbI JOKYMEHTOB U UX KITACCUDOUKALIUSA

Buabl JOKYMEHTOB BHYTPH KAKA0W rpynunbI:

“*Ilo cpokam XpaHEHHS Pa3INYaAIOT JOKYMCHTHI:
BpeMEHHOT0 XpaHeHus (go 10 jet);
TOJTOBPEMEHHOIO XpaHeHus (cBroiie 10 ier);
MIOCTOSTHHOTO XPaHCHUS.

“*Ilo crenenn 00s3aTEILHOCTH:
MH(OPMAIMOHHBIC (COJIEPKAIE CBEACHUS

U (DaKThI);

TUPEKTUBHBIC (00sI3aTEIbHBIC JIST UCITOJTHEHUS
NOKYMEHTBI, FOPUJINYECKUE WIIN TEXHUYECKHE
HOPMBI).




3. BUAbBI JOKYMEHTOB U UX KITACCUDPUKALIUA

OCHOBHBIE TPYIIIbI JOKYMEHTOB

* OpeaHu3ayUOHHbIe OOKYMEHMbl — YCTaB
OPEANPUSATHS, TTOJIOKEHUS O CTPYKTYPHBIX
Nopa3eICHUSIX MPEANPUATHS, IIpaBUia
BHYTPEHHETO TPYJI0BOTO

pacnopsiaka, T0JIKHOCTHBIE

MHCTPYKIIUU paOOTHUKOB;

* pacnopsoumenvHvle OOKYMeHMbl — YKa3bl,
ITOCTAHOBJICHUS, PEILIEHUS], IPUKA3bI,
yKa3aHUs, paClOPsIKECHUS,

* UHGOPMAYUOHHBIE-CNPABOUHBLE OOKYMEHNbI
aKThl, MUCbMAa, JOKJIAAHbIC U O0BSICHUTECIIHLHBIC
3aIIMCKH, CIIPABKH.




INPAKTUYECKOE 3ATAHUE

1. U3y4yuthb, TNpeACTABJIEHHbIE Ha
caire DenepabHOIO
rOCyIapCTBEHHOI0  OIIKETHOIO
00pa30BaTeJBLHOIO0 Y4YpeKIACHUS
Boicmiero oopasoBanuss JI'TY,
HOPMATHBHbIE TOKYMEHTBI.

& 1reny e

- 2. BbiOparh TpH J100BIX JOKYMEHTA
U ONpeneJuTh K KaKoil M3 Tpex
OCHOBHBIX I'PYIIIl OHU OTHOCSTCH.

3. JlaTh KpaTKyl XapaKTepHCTHUKY

KA’KIOMY W3 BBIOPAHHBIX Tpex

JTOKYMEHTOB.



Cnucok Jureparypbl

6. YY4EBHO-METOAWNYECKOE N UHPOPMALIMOHHOE OBECMEYEHUE AUCLIUNIUHDBI (MOAYAA)

6.1. PekomeHayemas nutepatypa

6.1.1. OcHOBHan nuTepatypa

ABTOpbI, COCTaBUTENN 3arnasue U3patenbcTBo, rog, Konunyecrtso

N1.1 Metpakos, U. C. MaTtemaTnyeckme onMmnmagbl WKOJIbHUKOB: M.: MNpoceewweHmne, 1982

nocobue 2
Nni.2 KabapauH, O. ., MeKayHapoaHble pusmyeckne onMmMnmaabl M.: Hayka, [nhaBHaa
Opnos, B. A. LWKONIbHUKOB penakuus Gusmnko-
MaTemaT1yecKon 1

nutepatypbl, 1985

JoKkymeHTOBeaeHUe. YyebHoe nocobue.: yuebHoe ArTy, 2014
nocobue 3BC

E.[. Bbiweropoackas

6.1.2. lononHUTeNbHAA AUTepaTypa

ABTOpbI, COCTaBUTENN 3arnasue M3paTenbCcTBO, rof Konunyectso

n2.1 MaHgenb bopuc MHTenneKkTyanbHble Urpbl B MPaKTUKe Pa3BUTUA Mocksa: MI'YKW, 2006
Pysumosumy nNpodeccMoHanbHO 3HAYMMBbIX Ka4ecTB By ayLumx

% 3BC

CMeLmMannuCcToB COLMANbHO-KYIbTYPHOM chepbl

Mangens bopuc MHTennektyanbHble Urpbl: passutme MockBa: Akagemua

Pysnmosuny NPodeccMoHanbHO 3HAYMMbIX KayecTs byayLmx ecTecTtBOo3HaHuA, 2008
CMeLmManmcToB rymaHuTapHom cdepbl /
CoBpeMeHHble MpPobemMbl HayKu 1 06pa3oBaHua, 3BC
Ne6, 2008

6.1.3. MeToguueckue pa3pabortku
ABTOpbI, COCTaBUTENN 3arnasue N3paTenbcTBO, roa Konunyectso
n3.1 Hukonaesa, /.M. MeToanyeckue pekomeHgaumMm No opraHn3aumnmn MockBa: Poccuiickuii

CaMOCTOATE/IbHOM PaboTbl CTYAEHTOB: y4ebHO- HOBbI YHUBepcuTeT, 2008 36C

meTogunyeckoe nocobue
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