Mage nofpund or type unknown

MNon 0OKYMeHTUPOBaHWEM MOHMMAETCs 3anuchb (PrUkcaumsa) NHHopMaLnnM Ha Pa3INYHbIX
HOCUTENSAX Mo YCTAHOBNIEHHbLIM NpaBuIaM.

L OKYMeHTUpPOBaHMUe - perjiaMeHTMPOBaHHbI NpoLecc 3annucu nHgpopmaumnm Ha bymare
WM MHOM HoCcuTene, obecnevynBaloLNN ee PUANYECKYIO CUTY.

JloKyMeHTMpoBaHNe BCeraa OCyLLeCTBJIAETCA Mo ornpeaesieHHbIM npasuiam,
YCTaAHOBJIEHHbIMU MPABOBbLIMY HOPMATUBHbLIMU aKTaMn UK BbipaboTaHHbIMU
«Tpaguunen».

Co3faHne JOKYMEHTOB UM NOKYMEHTUPOBAHME MOXXET OCYLLEeCTBAATLCS Ha
€CTEeCTBEHHOM 513bIKE UJIN Ha UCKYCCTBEHHbIX A3blKaX C UCMOJ/Ib30BAHMEM HOBbIX
HoCcUTenen nHpopMaLmn.

MNpy LOKYMEHTUPOBAHUN HAa eCTeCTBEHHOM $i3blKe CO34AlTCHA TEKCTOBbIE LOKYMEHThI -
OOKYMEHTbI, cofep>kallme pedveByto nHpopmaunio, 3apnKCUPOBAHHYIO Jl0ObIM TUNOM
nMcbMa nnmn nobor cMcTeMonm 3ByKO3anuncu.

TeKCTOBbIN AOKYMEHT, CO3[AaHHbIN C MOMOLLbIO MUCbMA, - 3TO TPAAULMNOHHLIA OKYMEHT
Ha ByMa>KHOM HoCUTeNe A BuaeorpaMma AOKYMEHTa - n3obpa>keHne OKYyMeHTa Ha
3KpaHe 3/IeKTPOHHO-/Ty4eBON TPYOKMN.

Mpy OOKYMEHTUPOBAHUN Ha UCKYCCTBEHHbIX SI3blKaX CO3[4al0TCA OOKYMEHTbI Ha
MaLNHHbIX HOCUTENAX - AOKYMEHTbI, CO34aHHbIE C UCMOJIb30BaHWEM HOCUTENEN U
cnocoboB 3anucu, obecnevnBatowinx o6paboTKy MHPOPMaALIMK SNTEKTPOHHO-
BbIYUC/INTENIbHOW MaLUVUHOMN.

Mpn Ncnonb30BaHNM MPOCTbIX OPYANA CO3[a0TCA PYKOMUCHbIE MNCbMEHHbIE LOKYMEHTbI
(TekcTOBble OOKYMEHTbI, NH(POPMaLIMA KOTOPbIX 3aUKCMpOBaHa NtobbIM TUNOM NUCbMa),
n3obpasunTesibHble JOKYMEHThI (JOKYMEHTbI, coaepxaline nHpopmaLunto, BbIPa>KEHHYIO
nocpencTeom nsobpakeHnsa Kakoro-nnbo obvekTa) u rpadruveckme 4OKYMEHThI
(n30bpasunTenbHble OOKYMEHTLI, B KOTOPbIX n30bpakeHne obbekTa NoNy4eHo
nocpencTBOM JINHUIA, LUTPUXOB, CBETOTEHN).

Posnb u PYHKUMM DOKYMEHTA B YNpPaBJIeHY€CKON AeATeJIbHOCTHU
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®YHKUMSA OOKYMEHTa - 3TO ero obLiecTBeHHas poJib, COLMAIbHOE Ha3HavYeHne, Lenb,
3afa4a. [loKyMeHT - 06beKT, BbIMOJIHAOLWNA psAg B3aUMOCBA3aHHbIX COLIMAbHbIX
(PYHKLUMI, BECb CMEKTP KOTOPbIX MOXKHO YCJIOBHO MOAENNTbL HA TPU rPynmbl:

a) rnaBHas, Hanbonee obobiaroas PyHKLMA OOKYMEHTA - 3TO XPaHEHME 1 nepefada
(pacnpocTpaHeHmne) nHhopMaLnm BO BPEMEHU N NPOCTPAHCTBE;

6) obwmne hyHKLUMN OOKYMEHTA XapaKTEPHbI ANs BCEX JOKYMEHTOB, HE3aBUCMMO OT MX
Tuna v BNAa:

MHpOpMaLNOHHaA PYHKLMA - 3TO CNOCOOBHOCTbL AOKYMEHTa YO0B/ETBOPATb
notTpebHocTn obwecTBa B MHpOPMaLWK, T.€. CZIYXKUTb MCTOYHUKOM MHGDOPpMaL N,
3HaHUN. OCHOBHbIM KpUTepmemM MH(POPMATUBHOCTN AOKYMEHTa SABJIAETCHA ero
MH(OpMaLMOHHAsA eMKOCTb, T.€. KOJINYECTBO N Ka4eCTBO MH(opMaLunn,
3aPMKCUPOBAHHOW B LOKYMEHTe. DTa (PyHKLUMNS onpenenseTca TakKMMun nokasaTensamu,
KaK MoJ&1Ie3HOCTb, NOJIHOTa, AOCTOBEPHOCTb, LLEeHHOCTb, HOBU3Ha MHOpMauun v T.4.
NHpopMaunoHHaa PyHKUNA MMeeT CII0OXKHYI0 CTPYKTYpY. B ee cocTaB BXoAUT hukcauums,
CoxpaHeHue, nepepnaya NHpopmaLunu;

KOMMYHUKaTHUBHaA (PyHKLMNA - 5TO CNOCOOHOCTb AOKYMeHTa OblTb MH(POPMAaTUBHbLIM
cpencTeoM nepepnayduv, obMeHa, KOMMyHMKaLMK, 0BLLEeHNS, MPeeMCTBEHHOCTU. JOKYMEHT
obecnevymBaeT LOKYMEHTHYIO KOMMYHUMKaLMo, KoTopasa 6e3 Hero 6bbina 6bl HEBO3MOXXHaA.
B KOMMYHUKaTUBHON (DYHKLUN MOXXHO BblAENUTb ABE NOANYHKLUUN, KOTOPbIM
COOTBETCTBYIOT ABe KaTeropnum OKYMEHTOB: AOKYMEHTbI, OPUEHTUPOBAHHbLIE B
onpeneneHHOM HanpaBiEHUW: CBEPXY BHU3 (3aKOHbI, YKa3bl, MOCTAHOBJIEHUS, MPUKa3blI,
WHCTPYKUMWN) U CHU3Y BBEPX (OOKNaOHble 3aMnCKN, 3a9BNeHUS, XKanobbl); LOKYMEHTbI
OBYCTOPOHHEro 0encTBuUs, B3auMMOCBA3aHHble Mexay cobon (aenosas n nu4Has
nepenuncka, 4OroBOpHbIE ALOKYMEHTHI);

KYyMyJnATUBHasA (pyHKuMﬂ - 3TO cnNocobHOCTb OOKYMeéHTa HaKallJinBaTb,
KOHLUEeHTPUPOBaTh, CO6V|paTI:> N ynopanoymeaTb MHGPOPMaLUIO C LLesIbio ee COXpaHeHus
Ona HbIHEWHEro n rpagywero MOKOJIEHUIA;

B) cneuynanbHble prHKLI,I/II/I npmcywmnm He BceMm, a onpegesieHHbIM BUgamM 1 Tmnam
OOKYMEHTOB, rae OHu rnpodBnAarOTCA B bonblUEen CTeneHn B COOTBETCTBUN C
counaibHbIMU I'IOTpe6HOCTﬂMI/I obuwectBa. K HUM oTHOCATCS:

ynpaBJieH4YecKasa NJin peryinsitTuBHasl (pyHKuMﬂ - BbIMNOJIHAETCA OOKYMEHTaMHU,
KOTOpble CO30aHbl 014 uenen ynpasJieHNd 1 B rpouecce ero peasjimsaunn (3aKOHHbI,
noJioxkeHus, yCtaBbl, paCnopAa>KeHun4d, peweHnd, npunkKa3shbl, I'IpOTOKOJ'IbI). YnpasneH4yeckune



[OKYMEHTbI OTpakaloT CTaguun ynpaBieHNs N CaMun OKa3blBalOT BO3AENCTBUE Ha Cdepy
yrnpasneHus. B ynpaBneH4eckom hyHKLMUN OOKYMEHT BbICTyMNaeT, Npexxae BCero, B
HOPMATMBHOM POJIN, KaK PErynaTop pa3/InyHbIX CTOPOH AeATeNbHOCTN 0bLiecTBa,
rocygapcTBa, opraHusaunm;

npasoBas (PYHKLMA - 5TO CNOCOOHOCTb JOKYMEHTa CNYyXUTb CpenCcTBOM
OOKa3aTeNnbCTBa, NOATBEPXAEHUA Kaknx-nmbo dakToB (cBegeHnn). NpaBoson
dyHKUMEN B NepByto odepenb obnagatoT opumumnanbHble n3gaHnsa (KOHCTUTYLMS, 3aKOHbI,
yKa3bl), UICTOPUYECKNE NCTOYHNKK, CaIy>Kallne cpencTBoOM ceupetenbcteoBaHuda. Cioaa
K€ MO>HO OTHEeCTU BCe A0roBOPHbIE AOKYMEHTbI, (PUKCcupytoLime AoroBopHble
OTHOLUEHNS;

hyHKLUMA ydeTa faeT KONIMYECTBEHHYIO XapaKTEPUCTUKY MHOPMALIMK - 3TO
permcTpaunsa n rpynnupoBka B LLMGPOBOM BbipaXKeHNN MHOPMaLIUK, CBA3AHHOM C
X03AMCTBEHHbIMU, AeMorpapnyecKUuMn n NHbIMU CoLManbHbIMWU MPOLLECCAaMU C LIENbIO NX
aHa/M3a N KOHTPONS. [JOKyMeHTbl, HaAeNIeHHble (hYHKLUNEN yYeTa, (UKCUPYIOT B
cneundunyeckon opme LNPOKNINA CNEKTP NHPoPMaLMK (CTaTUCTUYECKME N PUHAHCOBO-
3KOHOMUYECKNE OOKYMEHTbI);

no3HaBaTeJsibHasi WJIN KOTHUTHUBHasA (PyHKLMA - CNOCOOHOCTb JOKYMEHTa CNYXUTb
CpenCcTBOM MOJIyHYEHUNA N Nepeaayn 3HaHUN ONs N3yYeHns NPOoLECCOB U ABIEHUN
npupoabl 1 obwecTBa. 9TO Ha3HAaYeHNEe OOKYMeEHTa coCcTouT B obecnevyeHnmn obuiero v
npodgeccmoHanbHoro npouecca obyvyeHns (y4ebHuK, NnpakTUKyM, xpecTomaTna n 1.4.), a
TakK)Xe Hay4YHOW aeaTenbHOCTU (HayyHas MoHorpadus, amccepTauns, otyet o HAP n
OKP);

obLeKynbTypHaa PyHKUMNA - CNOCOOHOCTb AOKYMEHTa COAEeNCTBOBAaTb Pa3BUTUIO
KyNnbTypbl 06LWecTBa, BbICTyNaTb CPEACTBOM 3aKpenieHns u nepeaayn KysabTypPHbIX
Tpaauunn, yCBOEHNS CUCTEMbI LLEeHHOCTEWN, 3CTETUYECKNX HOPM, PUTYasoB, MPUHATbLIX B
obuiecTBe (MMTEpPATYPHO-XYAOXKECTBEHHOE, HAaYy4YHOE U3fgaHne, KNHO-pUibM,
BngeounbM, potorpadunsa, oTKpbITKa, rpasopa n ap.);

MeMopuasbHasa (NnaMATHUKOBasA) PyHKLMNA - CNOCOOHOCTb OOKYMEHTa CNYXUTb
«BHELIHEWN NamMaTbio» YesloBeKa 1 obLlecTBa B LEesIOM, COXPaHATb MHopMaL U U
nepefasaTb €e OT O4HOM0 NMOKOJIEHUS K APYroMy. 3Ta PYHKLMNA CBONCTBEHHA
OOKyMeHTaM-NaMaTHUKaM (apTedakTam), obnagatowmm ocobom counanbHO-KYbTYPHON
N NCTOPUNYECKOMN LLEHHOCTbIO (PYKOMUCHas KHUra, peakme, ocobeHHO LeHHble U
YHUKasibHbIE MO coAep)XaHuio, opme nam ycnosmsam bbiIToBaHMUSA BO BHELWLHEN cpefe
OOKYMEHTBI);



regoHn4Yeckas pyHKUMA - CNOCOOHOCTb IOKYMEHTa CNYXKUTb CPeACcTBOM OTAbIXaA,
pa3BsieYeHNs, paLMoHabHOMO UCMOJIb30BaHNA CBOGOAHOrO BpeMeHu (Npon3BeaeHus
XY[00XXECTBEHHOW NMTEepaTyphbl, U3AaHNSA NO UCKYCCTBY, KNUHOPUIbMbI, KOMMNAKT-ANCKM,
MarHUTHbIE (POHOrPaMMbl 1 T.M.).

K cneymanbHbiM (YHKLNSAM OOKYMEHTA MOXKHO Tak)Xe OTHECTU CTaTUCTUYECKY!IO,
NCTOYHUKOBYO, MOATBEP)XXAEHNSA aBTOPCKOro aBToputeTa 1 Ap. Konnyectso
cneunanbHbiX PYHKLUMN OOKYMEHTa, Kak 1 notpebHocTen obwecTtsa, HEUCYUCNUMO.

dopMynsap AOKyMeHTa.

dopmynap-obpasel, [OKYMEHTA - 3TO MOAEeSIb MOCTPOEHUS NOKYMEHTA,
yCTaHaBAuBawLwas ob6nacTb NpUMeHeHUs, popMaTbl, pa3Mepsbl nonen, TpeboBaHUs K
NMOCTPOEHWNIO KOHCTPYKLIMIOHHOM CETKU N OCHOBHbIE PEKBU3UTHI.

IOpup,uquKan CUJia O OKYyMEeHTa

O6bwwme npaBuia 0HOPMIEHNS LOKYMEHTOB FrOBOPSAT, YTO B AOKYMEHTAX He AoMycKatoTcs
ncnpaBieHns, YepKaHbs, CTUPaHUS, 3aKpalwmneaHusa. B cnyyvae owmnboyHom 3anmcu, ee
HeobxoANMO nepevyepkHyTb, 06A3aTeNbHO CAEeNaB OrOBOPKY B JIOKYMEHTE O BHECEHHbIX
NCNpaBsIEHUAX.

Y10 6bl LOKYMEHT UMEN PUANYECKYIO CUJTY, B HEM O0J/KHbI ObITb CleayloLlme
PEKBU3NUTLI:

e Ha3BaHMe aBTOpa OOKYMeHTa (opraHun3aynsa nnm ee CTPYKTypHOE noapasaeseHune,
pPaboOTHUK, YNHOBHUK NN HPU3NYECKOE NTNLLO, KOTOPOE NOAMUCLIBAET OOKYMEHT).

e [laTa OOKYyMeHTa.

e Ha3BaHne mecTta pa3paboTkun, uzgaHus, NPUHATUS UK NOANNCAHNS OOKYMEHTa.

e [lognucob

YT00bl AOKYMEHTbI OpraHn3aumm MMenn IPULNYeCcKY CUy, B HUX TaK XKe A0JIKHbI
ObITb YKa3aHbl:

Ha3BaHne Buaa OKYMEHTA, 3a UCKJIIDYEHNEM NNCEM

Homep nokymeHTa

B onpeneneHHbIX cnyyasx AOMNOJHUTENbHO OTTUCK NevYaTn U HagnNnCb UIn OTMeTKa
06 yTBEP)XXAEHNN OOKYMEHTA.

Moanunck foskHa 6bITb NognNMcaHa cO6CTBEHHOPYYHO C pacLIMpPOBKON (MM 1
hammnnmsa) LONKHOCTHOIO AnLa.



B moKyMeHTax opraHu3auunm nepcoHasabHasa noanncb obecneymBaeT LOPNONYECKYIO CUITY
TONIbKO B C/ly4Yae, ecnim oHa CO6CTBEHHOPYYHO MOAMNCAHO JINLIOM, YbS OO/IXKHOCTb
yKa3aHa B JOKyMeHTe. B ciiy4ae, Korga B AOKYMeHTe NoAroToBjsieHa NOANUCb 04HOI0
DOJKHOCTHOIO inLa, a PakKTU4YeCcKn ero NoAnncbIBaeT Apyroe Ao/NKHOCTHOE ILLO
(3aMecTuTeNb UM UCNONHALWMNIA 0693aHHOCTKN), TO NOA Ha3BaHUEM O0JIKHOCTHU
HeobxoaAMMo caenaTb COOTBETCTBYIOLLYO MOMETKY OO/IKHOCTU N paclLIngpPoOBKN
noanucu.

B Tex cny4vasax, Korga corsacHoO 3aKOHY B AOKYMEHTE OOJIXKHbI ObITb YKa3aHbl HECKOJIbKO
nognucen, To OOKYMEHT nosy4daeT opnandeckyro cmjy ToJIbKO rnocJsie Toro, Kak ero
noannmwiyT BCeE COOTBETCTBYHOLLKNE JINLUA.

Knaccudpukauma ooOKyMeHTOB

Knaccudumkauma JOKYMEHTOB - pacnpeaesieHne JOKYMEHTOB Mo rpynnam (Buaam) Ha
OCHOBE MPU3HAKOB COAEP)XXaHUS, POPMbl COCTaABJIEHUS U AP. C Liesblo OpraHm3aumm u
NOBbILLEHNS 3PDHEKTUBHOCTN PaboTbl C HAMMN.

YCNOBHO OOKYMEHTbI MOXXHO pa3fesinTb Ha cefytowme suabl:

- Mo coaep>XaHuto (BaXKHENLIUA BUA, KNAacCcUuKaLmnm) - 3To MoryT ObiTb JOKYMEHTbI:
No aAMUHUCTPATUBHbLIM BONPOCaM, BOMPOCaM MaTepnaibHO-TEXHNYECKOro cHabXxeHus,
NJaHNPOBaHUA, BYXranTepCcKoro yyeTa,

NoAroTOBKW Ka4poOB, BHELLUHETOProBoW AeATeNbHOCTU U T.4.;

- N0 cnocoby 4OKYMEHTUPOBAHMSA (PYKOMUCHbIE, SNIEKTPOHHbIE, rpadmnyeckmne, KNHo-,
¢OTO-, POHOAOKYMEHTbI);

- no cdepe UCrnoab3oBaHUs (OpraHM3aLMoOHHO-pacrnopaanTeNbHble, PMHAHCOBO-
OyxranTepckue, Hay4yHo-TeXHUYEeCKMe, Mo TPYAY, OTYETHO-CTaTUCTUYECKNEe N ap.);

- M0 MeCTy CoCTaBJ/ieHns (BxoasaLme, ncxonsme, BHyTpeHHNE. BHELWHNE - MoJIyYeHHble
yypexaeHuem (Bxoasawme) nnm HanpasJseHHbIE UM 3a ero npegensl (mcxogawme) m
BHYTPEHHME - COCTaBJIEHHbIE B JAHHOM Y4YpeXXAeHUN U NCMNOJIb3yeMble BHYTPU €ro;

- MO rpudy orpaHnyeHnsa goctyna (OTKpbITbIE, C FPUGOM OrpaHNYeHnsa 40CTyna);
- MO NponcCxoxxageHuwo (opunuynanbHble, TNYHbIE);
- NO PNANYECKON 3HAYNMMOCTU (MOASIMHHUKW, KOMUN, 3aBepeHHble Konuun, oybnmkaThbl);

- Mo popMe U3N0XKeHUS (MHANBUAYaIbHblE, TpadapeTHble, TUMOBbLIE);



- M0 CpoKaM XpaHeHuUs (MOCTOAHHOIN0 XpaHeHUs, 40JIrOBPEMEHHOI0 XpaHeEHMS,
BPEMEHHOIr 0 XpaHeHus).

- 10 HauMeHOoBaHNIO BbloeNAeTCA HECKOJIbKO 0eCATKOB BUO0B U paBHOBVI,EI,HOCTeVI
yrnpaBJieH4eCKNX JOKYMEHTOB - 3TO aKTbl, aHKeTbl, B€OMOCTHU, NMPOTOKOJIbl,
MHCTPYKLUWKN, OTHETDbI, NPUKa3bl N T.4.

- Mo KoMYyecTBY 3aTPOHYTbIX BOMNPOCOB (MPOCTbIE U CJIOXKHbIE)

- Mo orpaHnyeHunto ooctyna (cekpeTHble, ANnsa cny>xebHoro nosb3oBaHUS, He
cny>xebHbie)

- Mo cTeneHn 0653aTeNbHOCTU (MHPOPMALIMOHHLIE, AMPEKTUBHbLIE)



