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Heab ocBoenusi aucuumanubi: Gopmuposanne kommereHmii YK OC-5 Cioco6HOCTH
BBICTPAWBaTh U PEATM30BBIBATh TPACKTOPHIO CAMOPA3BUTHUS Ha OCHOBE MPUHIIUIIOB 00pa30BaHUs
B TeueHue Bcelt xxu3Hu, [1K-1 CriocoOHOCTh mOATroTaBINBATE HCXOJHBIC TaHHEIC, HEOOXOJUMBIC
JUISL pacyeTa SKOHOMHYECKHX W COIMAbHO-KOHOMHYECKHMX IOKa3aTeslel, XapaKTepUu3yHOLuX
JESTEIIbHOCTh XO3SUCTBYIOIINX CYObEKTOB

ILian kypca:

Conep:xanue TMCUMILUIUHBI (MO1YJIs1)

Tema 1. Ilpeamer u 3axaum kypca. Cucrema rocyiapcTBeHHbIX 1 MYHUIUIIAJIbHBIX
opraHos B cy0ObekTax P®. AKTBHI rocy1apcTBeHHbIX  MYHHIMIIAJIbHBIX OPTraHOB.

OO6wbekT, npeamer u 3anaun kypca. Ilonstue cyObekta PD. Opranbl 3akoHOAATEIHHON
(mpeacTaBUTENBHOMN), UCIIONHUTEIBHONW U CyAeOHOl Biactu cyobekta PD. Opranel MecTHOro
camoynpasiieHus.  [IpaBoBele  aKkThl, = IPUHHMMAaeMble  OpraHaMH  3aKOHOJATEIBHOM,
WCIIOJTHUTENILHON U Cy/Ie0HO0 BiacTH cyobekTa PD u opranamMu MECTHOTO CaMOYIIPABJICHHS.

Tema 2. HopmaruBHo-mpaBoBasi 0a3a [JOKYMEHTALMOHHOIO o0ecneyeHHs
yHpaBJICHHS.

HeoOxonuMocTh 3aKOHOAATEIBHOTO W HOPMATHBHO-METOJIUYECKOTO PETYIUPOBAHUS
JIOKYMEHTAIMOHHOTO0 o0ecledyeHusi ynpaBieHMs. PerynupoBaHue OTHOUIEHHH B cdepe
nokyMmeHTanuu B Poccum u 3a pydexxom. 3amaum ynpaBiieHus AokyMeHTarnue. KoHcTurymus
Poccuiickoii ®enepauuud — OCHOBHOM IIPaBOBOM aKT, OIPEHCISAIOIUNA  COBPEMEHHYIO
rOCy/1apCTBEHHYIO IMOJUTUKY B cdepe aokymMeHTauuu. HopMaTHBHO-IpaBOBbIE aKThI,
pEryaupyIoIKUe OTACIbHBIE CTOPOHBI JOKYMEHTUPOBaHMsA. Briclliasg mpaBoBas 3HAYUMOCTH
3aKOHOB PO.

Tema 3. lokymentupoBanue. Cucrema OP/I.

Oco0eHHOCTH MOATOTOBKH U 0(OPMIICHHS OpraHU3aIlMOHHBIX TOKyMeHTOB. [lonoxenue,
ycraB. CTpykTypa u mrarHas ynciaeHHocTs. [ltatHoe pacnucanne. MHCcTpykumu. JloroBop Kak
MHOTO(QYHKIIMOHAIbHBIA  JOKYMEHT,  PETyJUpYIOUIUH  B3aMMOOTHOLIEHHMS  CYOBEKTOB
HKOHOMHUECKON NesTeTbHOCTH. OCOOEHHOCTH MOATOTOBKH M O(OPMIIEHUS PACTIOPSAUTENBHBIX
nokymeHToB. IloctanoBnenus. Pemenus. [Ipukasel. Pacnopsokenus. Ykasanus. [Iporokod, ero
0coboe MeCTO B CHUCTEME OpraHM3allMOHHO-PACIOPAIUTEIbHON AOKyMeHTaluu. OcoOeHHOCTH
MOJATOTOBKU U O(GOpMIIeHHUS HWH(DOPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. AKTHI. JlokmanHas
3anucka. OOwscHuTenbHas 3anucka. CrpaBku. CiyxeOHble mnHcbMa. TenerpaMmel,
TenegoHorpammbl, Tenedakcsl (paxcer).

Tema 4. TpeooBanus kK 0pOPMJIEHHIO TOKYMEHTOB.
Ob6mue TpeboBanuss kK  odopmieHuto gokymentoB. [OCT P 6.30-2003
«YuudumpoBaHHas crcTemMa OpraHU3alHOHHO-PACTIOPAAUTEILHON JOKyMEHTAITHH.



TpeboBanus k ohopMIIEHUIO JOKYMEHTOB». MexnyHapoausiii cranaapt MCO 15489-2001 u ero
MPUMEHEHHE IPU CO3J]aHUH YIPABICHUS TOKYMEHTAIMEH B OpraHU3aIim.

ObecneueHne OPUANYECKON cuibl JoKyMeHTa. Co3aHue YCIOBUI JUIsl OMEPaTHUBHOTO
UCIIOJTHEHUSI JOKyMEHTa. BO3MOXHOCTh OINEpaTUBHOIO MOUCKa JoKyMeHTa. Mcmonb3oBaHue
CPEACTB OPITEXHUKH IS CO3JIaHMs U 00paOOTKU TOKYMEHTOB.

dopmarbel Oymaru u 1mosisl. biiaHkyu 1OKyMeHTOB: oOmuid OiaHK, OJIaHK MUChMA, OJIAaHKH
KOHKPETHBIX BHJIOB JIOKyMEHTOB, OJIaHK JOJDKHOCTHOTrO juna. ['epOoBwiit 6mank. dopmysp-
oOpazen. [IpaBuna odopmieHHs PEKBU3UTOB YIPABICHYECKUX TOKYMEHTOB B COOTBETCTBUU C
I'OCT P 6.30-2003.

TpeboBaHusi K  HW3rOTOBJIIGHHIO  JIOKYMEHTOB, TmpeabsBiasiempie ['OCTom w
pEKOMEH/IyeMble HOPMAaTHBHO-METOJUYECKUMHU TocoOusiMi. OCHOBHBIE TPeOOBaHUS K TEKCTY
yIpaBIEHYECKUX JOKYMEHTOB.

Tema 5. O0mue NpUHIUIIBI JOKYMEHTO000pOTA.

[Tonstre mokymeHToo60opoTa. O0mue TpeOOBaHUS K OpPraHU3alUU JIOKYMEHTOO00pOTa.
[Tpuem u nepBuuHas oOpaboTka JokyMeHTOB. [IpenBapuTenbHOe pacCMOTPEHUE TOKYMEHTOB.

Perucrpanuss noxkymenroB. llepemaya 1moxyMeHTOB Ha wucnojHeHue. KoHTposis
UCIIONTHEHUST JOKyMeHTOB. OOpaboTka M OTIpaBKa HCXOISAIIMX JTOKYMEHTOB. [IpuMeHeHue
KOMIIBIOTEPHBIX TEXHOJIOTUI NPU OPraHU3alMU JOKYMEHTO000pOTa YUPEKACHUS, IPEATIPUATHS.

Tema 6. Opranusanusi 4 TeXHOJIOTUsI pad0ThI ¢ JOKYMEHTAMH.

CoBOKYNHOCTb ~ HMH(OPMAIIMOHHO-JOKYMEHTAL[MOHHBIX ~ PECYpCOB  OpraHU3aLUU
CripaBo4HbIe KapTOTeKU. TpaauimOHHBIE M aBTOMATU3HPOBAHHBIE (DOPMBI BEJICHHSI CITPABOYHBIX
kaproTek. HomeHkmarypa paen: Buabl, IpaBuWia cOCTaBiIeHHUA M OodopMmileHUs. 3HauyeHue
HOMEHKJIATypbl JeJl JJIsl OpraHu3aluu JOKyMeHTHpoBaHus. HopmaTuBHO-mMeTOAMUYECKHE
JIOKYMEHTBI 110 COCTaBJICHUIO HOMEHKJIIATYp JE.

DKcnepTu3a IEHHOCTH JIOKYMEHTOB B JEJIONPOU3BOACTBE opranusanuu. @opMupoBaHue,
odopmieHue, cucteMaTH3alMs 1 XpaHeHue Jell B TeKyIleM JenonpousBozcTtee. O6paboTka aen
JUIs IOCTIETYIOIEr0 XpaHEH!s JIe)l B apXuBe opranu3anuu. [lepenada nen B apXuB OpraHu3alui.
OKcnepTu3a EHHOCTH TOKYMEHTOB B BEIOMCTBEHHOM apxuBe. COCTaBIEHUE CBOJHBIX ONMCEN
nen. [ToaroroBka 10KyMEHTOB K II€peaue Ha TOCYAAPCTBEHHOE XPaHEHHUE.

Tema 7. DJJeKTpOHHbIE JOKYMEHTbl M JJIeKTPOHHBIH JOKYMEHTO00OpPOT.
DJIEKTPOHHbIE APXUBBI.

JleicTByIOLIME CUCTEMBI JIEKTPOHHOTO IOKYMEHTOO00pOTa B OpraHax MCHOJIHUTEIbHOU
Biractu Bonrorpagckoit ob6mactu. ACOJl: HOpMaTuUBHO-TIpaBoBas 0a3a, IeMd W 3a/ayd,
(GyHKIIMM, TEXHUYECKHE BO3MOKHOCTH, yuacTHUKU. ACOKMW: HopmaTtuBHO-TIpaBoBas 0a3a, 1eau
U 337a4M, (QYHKIHUH, TEXHUYECKHE BO3MOXHOCTH, y4YacTHUKU. [IpoOneMbl M MEpCEeKTHUBHI
ACS]/] n ACOKMU.

ITonsTHE 3NIEKTPOHHOTO apXKBa. BUabl 21eKTpOHHBIX apXuBOB. CO31aHUE IIEKTPOHHOIO
apxuBa opraHuzanuy. OCHOBHBIE TPEUMYILECTBA JIEKTPOHHOIO apXUBa. ApXHUBHBIA ayTCOPCUHT
OPUMEHHUTEIBHO K DJIEKTPOHHOMY apxuBy. OOsauynble TexHojoruu. OpraHuzanus padboThl
AIIEKTPOHHOTO apxuBa. Opranuzanus 3MEKTPOHHBIX JOKYMEHTOB B Ipejeax JOKYMEHTaIbHOTO
U apXMBHOTO ()OHJOB. DKCIEPTHU3a LIEHHOCTH AJIEKTPOHHBIX JOKYMEHTOB M KOMILUIEKTOBAHUE
UMHU apxuBa opranuzanuu. ObecriedeHHe COXPAHHOCTH U Y4Y€T 3JIEKTPOHHBIX JIOKYMEHTOB.
JlocTyn K 37€KTPOHHBIM apXHUBHBIM JIOKYMEHTAM U MX UCIOJIb30BAaHUE. DJIEKTPOHHBIE PECYPCHI
ApxusHoro ¢onaa PO.

Tema 8. JiiekTpoHHOE NIPaBUTENbCTBO PD.

[IoHsATHE 3JIEKTPOHHOTO IpaBUTEILCTBA. HOpMAaTHBHO-IIPABOBBIE AKTBI 3JIEKTPOHHOTO
npaBuTenbcTBa B Poccun. @yHKIMK U 3a1a4M JIEKTPOHHOTO TpaBUTENIbCTBA B Poccuu. Envnbiil
[OPTaJl TOCYAAPCTBEHHBIX U MYHHUIUIIAIBHBIX YCIIYT.



DopMbI TEKYIIEr0 KOHTPOJISI M IPOMEKYTOYHOM aTTEeCTAIMHU:

B xone peanmusanuu muctmmummabl b1.B.JIB.6.2 «JlokymeHTanmonHoe oOecrieueHue
rOCy/IapCTBEHHOW JAESITEbHOCTH» MCIONB3YIOTCS CIEAYIOUIMEe METOAbl TEKYIIEro KOHTPOJIS
yCIIEBaEMOCTH 00YJaIOLITIXCS:

— Npu npogedeHul 3aHAMuUL 1eKYUOHHO20 MUNA.

® KOHTpPOJbHAs paboTa;
® TECTHpPOBAHHUE.
— NpU npogedeHUl 3aHAMUL CEMUHAPCKO20 MUNQ

® 0I1poC;
® COCTaBJICHHE 33124, BOIIPOCOB, KPOCCBOPJIOB, TECTOB, CUTYaIIUN;
® COCTAaBJICHUC NOKYMCHTOB,
® TCCTHUPOBAHUC.
HpOMe)KYTO‘-IHaﬂ arrecranusd NpoOBOJUTCA B q)OpMC 3a4ycTra.
Hucuumnuuaa b1.B.JIB.6.2  «JlokymeHTalimoHHOe oOecrneueHue TocyIapCTBEHHON
JeSITEIbBHOCTH» o0ecnieunBaeT (OpMHUPOBAHKE CIIENYIOIIEH KOMIIETEHINH:
Kon HaumenoBaHue Kon
KOMITETCHITHH KOMITETCHIIMH JTara OCBOEHMUS Ilens KoMImeTeHIT
KOMITETCHIIUU
CrocoOHOCTh BHICTPAUBATh U YK OC-5.2 N3yueHue 1oKyMeHTa Kak HHPOPMAITHOHHOH
YK OC-5 peann30BbIBATH TPACKTOPHIO COCTaBJISIIOIIEH Tpoliecca yrpaBieHus B
CaMOpPAa3BHUTHS HA OCHOBE rOCYJIapCTBEHHBIX W MYHHIIUIAIBHBIX
MIPUHIUIIOB 00pa30BaHUs B CTPYKTYpaX B Pa3UYHBIX €0 acleKTax,
TEeUYCHNE BCEll )KU3HI H3y4eHHE CHCTEM JJOKYMEHTAIIUU
rOCY/IapCTBEHHBIX U MYHHUIIMIAIbHBIX OPTAHOB,
KOMILJICKCOB JIOKYMEHTOB, 3JIEKTPOHHOTO
JIOKyMEHT0000POTa, HAPaBICHHIA
COBEPILCHCTBOBAHUS IOKYMEHTAI[MOHHOTO
obecrieyeHus rocy1apCTBEHHON U
MYHHUITUIATBHON eI TeTbHOCTH
Crnoco6GHOCTb MOATOTABIMBATh MK-1.2.7 CrnocoGHOCTb aHAMN3UPOBATH UH(OPMALHIO IS
HCXOZHBIC TaHHBIE, IMOATOTOBKH UCXOMHBIX JaHHBIX IS
HEOOXOIUMBIE JUTS pacyeTa 9KOHOMHYECKUX PACUCTOB
TIK-1 SKOHOMHUYECKHUX U COL[HAJILHO-
SKOHOMHYECKHUX [TOKA3aTeNIeH,
XapaKTEePU3YIOLIUX IEATEIbHOCTh
XO3SHCTBYIOIIUX CYOBEKTOB

B PE3YIBbTATC OCBOCHU S NUCHUILINHBI Y CTYACHTOB OTOJIDKHBI OBITh C(l)OpMI/IpOBaHBII

OTO/TD Kon
KOMIIETEHIIMU

Pe3ynbraTel 00yueHus

YK OC-5.2 Ha ypoBHe 3HaHUi —

Vka3aTh ~ OCHOBHblE  IPHHIMIBI  OPraHU3allUd  CEKPEeTHOIO U
KOH(UACHINATIBHOTO JETIONPOU3BOACTBA; OOBSICHUTH POJIb JOKYMEHTOB B
mporiecce INPUHATHSA — YIPABICHYSCKMX pEUICHHH, HANpaBICHHBIX Ha
IpoQUIAKTHKY, IpeAyNpexRICHUE MpeCTyIUIeHUH u MHBIX
[IpaBOHAPYILEHUH; Ha3BaTh TPEOOBAHUS IPABOBLIX AKTOB B 00JIACTH 3aILUThI
rOCYQpCTBEHHOM TalHbI U MHPOPMAIMOHHOH 6€30I1aCHOCTH

Ha ypoBHe ymenmii —

Hcnonb30BaTh W COCTABIATH HOPMATHUBHBIE W IPaBOBBIE JTOKYMEHTBI,
OTHOcsUIMECS K Oynymied mnpodeccHOHaNbHON NesITEeIbHOCTH; MPaBHILHO
COCTaBIISITh U OPOPMIISITE CITy)KeOHbIe JOKYMEHTHI, B TOM YHCIIE CEKPETHBIE,
COJIepIKalle CBSACHMS OTPAHHYCHHOTO MTOJIb30BAHUS;

Ha ypoBHE HaBBIKOB —

CocTaBuTh JOKYMEHTBI B COOTBETCTBHUU C TpC6OBaHI/IﬂMI/I CCKPETHOI'O U
KOH(UICHINANBHOTO JIENONPONU3BOJCTBA;  HCIOJB30BaTh TEXHOJOTHUIO
oOparieHust co CITy)KeOHOM uHpOpMaLUeH OrpaHUYEHHOTO
pacnpocTpaHeHHs

CocrasiieHue 1
MpeCTaBICHUE

IK-1.2.7

Ha ypoBne 3nannit —
JlemoHcTpanus 3HAHUMN OCHOBHBIX
JIOKYMEHTHUPOBAHUS uHpOpMALIUH,

TEXHOJOT U u
HEOOXOAMMOM isiv

METOJIUK
pacuera




(uHaHCOBOU
OTYETHOCTH
9KOHOMHYECKOTO
cyObekTal TIpoBeIcHuUE
(hMHAHCOBOTO aHAJN3a,
OroKeTHpPOBaHUE U
yTIpaBIIeHUE
JICHE)KHBIMH MTOTOKAMH
(ITpod. cranmapr
«byxranrepy, yTB.
IIpukazom MuHnTpyna
Poccum ot 22 nexadpst
2014 r. N 1061n)

OKOHOMHUYCCKHX u COMHUATBHO-O9KOHOMHUYCCKHUX HOK%aTeHeﬁ,
XapAaKTCPU3YIOIIHUX ACATCIIbHOCTD XOBS{ﬁCTByIOHIPIX Cy6’beKTOB

Ha yposne ymenwmii —

YMeHHe TpPUMEHATh 3HAaHUS 10 JOKYMEHTHPOBAHUIO HH(OpPMAIUH,
HEOOXOAMMOM AJISI pacueTa SKOHOMUYECKHX U COLMAIbHO-DKOHOMHYECKUX
roKasareei, XapakTepu3yoLINX JAeSTeIbHOCTh X03IUCTBYIOIIHNX CYOBEKTOB
Ha MPAKTHKE B MTOJHOW Mepe

Ha ypoBHe HaBBIKOB —

CoOomHOe BIAJIeHHE HABBIKAMH JOKYMEHTHPOBaHUS HMHGOPMAIUH,
HEOOXOMMOH Ui pacdyera SKOHOMHYECKHX M COLMAIbHO-?KOHOMUYECKUX
IoKa3aTeneH, XapakTepH3YIOLIHUX IesTeIbHOCTD X03SHCTBYIOIUX CyObEKTOB
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