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TexHoJI0TUsI perucTpanum 10KyMeHTOB
B MAOY COII Ne 117 r. ExkaTtepunOypra

OCHOBY J€SITeIbHOCTH 00I11e00pa30BaTENIBHOTO YUPEKICHHUS COCTaB-
JISIOT JIOKYMEHTHI. be3 panuoHanbHON OpraHu3alMM JOKyMEHT000opoTa
HEBO3MOKHO OBICTPO HAaWTH TpeOyeMblii JOKYMEHT, HPOKOHTPOJINPOBATH
€ro HCIIOJIHEHHE, a TaK)Ke 00ECIIeUUTh ero COXPaHHOCTb.

Ha ceropnsimuumii 1eHb OMHUM U3 BaKHEUIIINX ITAMOB IOKYMEHTO000-
poTa SIBISIETCS perucTpanus J0KyMeHTOB. OT perucTpaluy 3aBUCUT Jallb-
Helmast cyZp0a JOKYMEHTa, MTOCKOJIbKY OHa MPHUAAET TOKYMEHTY FOpH/IU-
YEeCKYI0 CHIIy U pUKCUpYyeT (aKT ero MOCTYIIICHUS B YUPExKACHUE.

Pabote no peructpanuu nokymentoB B MAOY COIII Ne 117 1. Eka-
TepuHOYypra OTBEJCHO JI0CTaTOYHO MHOTO BHHMaHUSI, BEIb OHA BKIIIOYAET
B ce0s BXOASIINE, UCXOAAIINE U BHYTPEHHHUE TOKYMEHTHI. K BHyTpeHHUM
nokymentraMm MAQOY COIII Ne 117 ropoma ExarepuuOypra OTHOCSTCS:
MOJIOKEHHUsSI, MHCTPYKIIMH, PEriaMeHTHhl, MPHUKa3bl, JOKJAJHbIE 3aMUCKU.
K BXoasmuM JOKyMeHTaM OpraHM3alMHi OTHOCSTCS: peKJaMHbIe U3BEIIe-
HUE, JUCTOBKH, MPEHCKYPaHTHI, MO3APAaBUTEIbHBIC TUCHMA, TEIETPAMMBI,
IporpamMMbl CEMHHApOB, COBEIAHHMH, KOH(PEPEHIHl, MUCbMa-3arpoChl.
K ncxonpsaumm 10KyMeHTaM OTHOCATCS: MUCbMa-3aMpoChl, MUChbMa-0TBETHI,
CIIPaBKH.

Ha cerogusmuuit gens 8 MAOY COHI Ne 117 r. ExatepunGypra
npeo0iagaeT cMellaHHas CHUCTEMa PETrMCTPAllMU JTIOKYMEHTOB, KOTOpas
IpernoaraeT eHTPAIU30BaHHYIO PETUCTPAIMIO YACTH JOKYMEHTOB (Kak
NpaBUJIo0, HanboJee BaKHBIX), IpyTasi ’Ke 4aCTh — PErUCTPUPYETCS B CTPYK-
TYPHBIX NOJIpa3IeICHUSX.
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dopma perucTpanuu JOKYMEHTOB JaHHOTO YUPEKICHHUS IOIpa3ze-
JISIeTCSl Ha JIBa THIA, & UMEHHO Ha JKYyPHAJBbHYIO M 3JEKTpoHHYI0. XKyp-
HaJbHAs CHCTEMa PErHCTPAalMK JOKYMEHTOB PAaCHPOCTPAHSACTCS JIHUIIb Ha
BXOJIAIIYIO ¥ BHYTPEHHIOIO JOKYMEHTAlLM0. BHYTpeHHNE TOKYMEHTHI Op-
raHU3alMKi PErUCTPUPYIOTCS M0 TPyNIaM B TEX OTIeNaX, IJe CO3Aal0TCs
1 0hOPMITSFOTCSI: B OyXTaJITepUH, OTIIEIIC KaIPOB U KAHIICIISIPUH.

Kaxaplit BUA TOKYMEHTa PETUCTPUPYETCS U HyMepyeTcs caMOCTOsI-
TEJBHO B JICHb CO3/1aHUS. XOTEIOCh OBl OTMETUTH, UYTO MPH NMPHCBOCHUN
HOMEpa JTOKYMEHTY, COTPYIAHUK MpPHUCBAaNBAaET OyKBY, 0003HAYAIOUIYIO OT-
JIe]T OpraHU3aLNN.

IIpu nonydeHUU U NIPOBEPKU BXOASLIETO JOKYMEHTA B IIPABOM HUXK-
HEM YTy JIMLIEBOW CTOPOHBI NIEPBOTO JINCTA CTABUTCS LITAMII, 3aTEM BITH-
CBIBAETCs JlaTa IOCTYIUJICHUSI JOKYMEHTa W €ro IOpsIKOBBIM HOMEp II0
KYpHaJIy PETUCTPAIMHM BXOJAIIMX JOKYMeHTOB. Ilocie 3Toro B *ypHan
PETUCTpPALNHU BXOAAIINX JOKYMEHTOB BHOCHTCS HH()OPMALIHSI O OCTYTIHB-
LIEM MTHUCHME.

KypHan peructpanuu BXOISIIMX JOKYMEHTOB MPEACTaBISET OO0
TaOJIMILY, COCTOSIIYIO U3 CIEAYIOUINX MyHKTOB: IPUCBOCHHE MOPSIIKOBOTO
HOMepa JJOKYMEHTa, JJaTa perucTpaluy JOKyMEHTa, BUI U HOMEP JIOKYMEH-
Ta, OTIIPABHUTENb, TIOJy4aTeNIb, OTMETKA 00 MCIIOTHEHUH, COIEpKAHHE JI0-
KyMEHTa, IpUMEUYaHNe, MOATHCH.

DJIeKTPOHHAs CHCTEMa PErHCTPALUN JOKYMEHTOB PACIHPOCTPAHACTCS
TOJIBKO Ha MCXOSIIIYIO IOKYMEHTAIIMIO M OCYIIIECTBIISIETCS C TOMOIIBIO CH-
creMbl MS' Excel. KypHan Takxke mpeiactasiseT coboil Tabiauily, cocTos-
LIYI0 U3 CleAyomuX rpad: HoMep TOKYMEHTa, JlaTa U3/1aHusl JOKYMEHTa,
KpaTKOe CO/IepKaHNe, MOTyUyaTemb.

DIEeKTPOHHAs CUCTEMa PETHCTPANNH JOKYMEHTOB HMEET CIIEAYIO-
1Y€ JOCTOMHCTBA: UCKIIIOUEHHUE NyOuIsixKa JOKYyMEHTAllNH, aBTOMaTH4e-
ckoe GpopMHUpOBaHUE apXHMBa, a TAK)KE CO3/IaHHE SAUHOW 0a3bl NaHHBIX
BCcell mcxonsmei gokymentanuu. OnHAKO, JaHHOE MpPOrpaMMHOE 00e-
CIeYeHHE YYUTHIBAET TOJIBKO MCXOANIYI0 NqoKyMeHTanuo. s 6onee
3¢ (}eKTUBHOI aBTOMATHM3AaIMU TIPOIECCAa PErucTpalun JTOKYMEHTOB
B OyaymieM MOXHO HCTOJB30BaTh HE TaOMWUHBINA penaktop MS Excel,
a 0a3y maHHbBIX MS Access. Jleno B ToM, uTo MS Access COAEPKUT MPO-
cTo# rpaduueckuit mHTEpPEiic, KOTOPHII MO3BOJSIET HE TOJIBKO CO3/a-
BaThb COOCTBEHHYIO 0a3y JaHHBIX, HO W pa3pabaThIBaTh NMPHUIIOKCHUS,
HCIOJIBb3YsI BCTPOCHHBIE CPEACTBA, a TAKIKE XPAHUT BCE JIAHHBIC B OJTHOM
(aiine, X0Ts 1 pacrpeessieT UX M0 pa3HbIM TaOINIIaM, KaK U ITOJ0XKEHO
pensmuonHoit CYBJI. Takke K JOCTOMHCTBAM TaHHOTO MPOTPaMMHO-
ro obecrneueHuss MOKHO OTHECTH TOT (aKT, 4YTO OHO YK€ YCTaHOBJICHO
B JJAaHHOM 00pa30BaTeNbHOM YUPEXKICHHHU U MO3BOJHUT aBTOMATU3UPO-
BaTh BECh IIPOLECC PETUCTPALUH JOKYMEHTOB.
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Crnenyer MogYepKHYTh, YTO PErUCTPAIMU MOJJIEKAT HE BCE JIOKY-
MEHTHI. I3BECTHO, UTO K HMM OTHOCSTCS CIENYIOUINE: TeYaTHBIC H3-
naHus (KHUTH, )KypHAJIbl, OIOJIIETEHH U Tak Jajee), peKIaMHbBIe MaTe-
puansl (JINCTOBKH, MPOrPaMMBI, IPOCIEKThI, U3BELICHUS U TaK Jaliee),
npeicKkypaHThl, UHGOPMallMOHHBIE MaTEPHAJIBI, IPUCITAHHBIC B BH/IE KO-
MW JJIsL CBEJICHUS, TI03/IPABUTEIIbHBIC THCbMa M TeJIerpaMMBbl, NpUTJIa-
CUTEeJbHbIE OMIIETHI, IPOrpaMMbl KOH(pEPEHIHNIl, COBEIaHHH, MaKeThl
C MOMETKOH «irm4aHO». OgHaKo, MepeyeHb JAHHBIX BHJIOB JTOKYMEHTOB
B 00pa3oBaTeabHON OpraHU3aliy HATAC HEe 3a(UKCHPOBAH.

Kaxpgas oOpa3oBaTenbHasi opraHu3anus BbiOMpaeT Oosiee MOAXOIsi-
Ui BUJ ¥ OpMYy perucrpainuu JoKyMeHToB. Ho perucrpanus nomkHa
OCYILECTBIISITBCS CTPOI'O IO YCTAHOBJICHHBIM ITpaBHJIAM, ITPONHCAHHBIM
B MHCTpyKIMK 110 Aenonpou3BoAcTBy opranusanuu. B MAOY COLI Ne 117
r. ExaTepunOypra qaHHbIH JOKaIbHBIN TOKYMEHT OTCYTCTBYET. Mcxons u3
JAHHOTO HEJ0YeTa B OPTaHU3AIMH MEPUOAMYCCKH MOSBISAIOTCS TaKUe He-
JOCTaTKH, KaK PEruCTPaLns OJHOIO M TOTO JKE IOKYMEHTa HECKOJIBKO pas3,
a TaKXe PerucTpamys HeHaJJIekKaIlero JOKyMeHTa.

Jlnst mpenoTBpalleHns AaHHBIX HEJIO0YeTOB, B paMKax Haled pado-
THI MBI IIpejJIaraeM IpoeKT MHCTPYKIMKM 1O PerucTpanuy JOKYyMEHTOB,
BKJIIOYATONINI B ceOsl Takue pa3ieibl Kak: OOIIHE MOJOKEHHS, OCHOBHBIC
MIOHATHE U TEPMUHBI, BUJIOBOH COCTaB IOKYMEHTOB, 00pa3yIOMUXCS B A€sI-
TEJIBHOCTU OPTaHU3aLMU U HOPAJIOK UX PErHCTPALNHY, JOKYMEHTBI, HE MOA-
JIeKAIINe PErUCTPaLlii, OTBETCTBEHHOCTD 3a HecoOtoieHne MHCTpyKIuu
10 PErUCTPaIMH JOKYMEHTOB.

Paspab®oTaHHbIi HAMK NPOEKT MHCTPYKIMM MO PETUCTPALUH JOKY-
MEHTOB B JIaJIbHEHINIEM Oy/IET SIBISTHCS OMOPOH /ISl BBITIOJTHEHUS TaHHOTO
npoiecca, a Takke MOKET BOWTH, KaK OTIAENbHBIN pa3znen B MHCTpyKUuIO
TI0 IEJIOTIPOU3BOJICTBY.

A. E. Hosocénosa
Poccuiickuil ecocyoapcmeennsiti npogeccuonanvro-
neoazozuyeckutl ynugepcumem (Examepunoype)

IIpodeccuonanbHbie KOMIETEHIINU PA0OTHUKOB KPYIHBIX
NPOMBIIIJIEHHBIX NP eNPHITHI

B mocnennue rombl B CBSI3M C YCIOKHEHHEM BHYTPHITIPOH3BOICTBCH-
HBIX HAYYHO-TEXHHYECKHMX, SKOHOMHUYCCKUX W COIMATBHBIX OTHOIICHHI
BCE yaile o0palaeTcss BHUMaHHE Ha Mpo(eCcCHOHANbHBIE KOMIETEHIIHN
PabOTHUKOB.
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