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1. ACHIOPT NPOT'PAMMBI YUEBHOM JIUCHOUTLTAHBI
OI1.04 JOKYMEHTAIHMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6a1acTh NPUMEHEHUS] TPOTPAMMBbI

[Iporpamma y4yeOHON MMCIUIUIMHBI SIBISETCS YacThIO MPOrpaMMbl IOATOTOBKH
CIIeMAIUCTOB cpeaHero 3BeHa B coorBeTcTBUM ¢ PI'OC CIIO mo chnenuaibHOCTH
38.02.03 OnepanmoHHasi A€ATEIbHOCTh B JIOTUCTHKE.

1.2. Mecro y4eOHOIl JMCUMIVIMHBI B CTPYKType MNPOrpaMmbl IOATOTOBKH
CHEeNMAINCTOB CPeHero 3BeHA! JUCUUIUIMHA BXOAUT B MPO(ECCHOHANBHBIN IUKI H
OTHOCHTCSI K 0a30BbIM 0011IeTIpO(pecCHOHATBHBIM TUCITUTUINHAM.

1.13. Hean um 3aga4yud y4eOHONl AUCHUIUIMHBI — TpeOOBaHUSL K pe3yJbTaTam

OCBOEHUSI YU4eOHOH TUCIUIJIMHBI:
B pe3ynbpraTe ocBoeHMs yueOHOM TUCIUIUINHBI 00YYarOIIMICs TOJIKEH
3HATh:

- TOHSTHE, LEeJH, 3aJ1a4 U IPUHIIUIIBI JI€JIOIPOU3BOICTBA;

- OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs! YIIPaBICHNUS;

- CHCTEMBl JIOKYMEHTAllMOHHOTO OOECHEYEHHUs YIpPaBJICHUS; KIaCCUPHUKALUIO
JOKYMEHTOB;

- TpeOOBaHUs K COCTABIEHUIO U 0()OPMIIEHUIO IOKYMEHTOB;

- OpraHM3aliuio JOKyMEHTOOOOpOoTa: mpueM, o0padoTKa, perucTpainus, KOHTPOJb,
XpaHEHHE TOKYMEHTOB, HOMEHKJIaTypa Aell
yMeTb:

- o(QopMIATHP AOKYMEHTALIMI0O B COOTBETCTBUM C HOpPMAaTUBHOM 0a30i, B T.4.
UCTOJB3YST H(POPMAIIMOHHBIE TEXHOJIOTHH;

- YHU(PUIUPOBATH CUCTEMBI JOKYMEHTAILIUH;

- OCYLIECTBJIATH XpaHEHHUE U MOUCK JOKYMEHTOB;

- OCYHIECTBJISTh aBTOMAaTU3alUI0 00PabOTKH TOKYMEHTOB;

- HCIIOJIb30BAaTh  TEJIIEKOMMYHHUKAllMOHHbIE  TEXHOJOTMM B DJIEKTPOHHOM
JIOKYMEHTO000pOTe

IIepeyens popMuUpyeMbIX KOMIIETCHIUN:
B pesynbraTe OCBOEHHUSI AMCIUIUIMHBI  OOyYarolMICS  JOJDKEH  OBJIAJICTh
CIEAYIOIIMMU OOIIMMU U TPOPECCUOHATIBHBIMU KOMITETCHITUSIMU

Bo16upath criocoOb! perienus 3a1a4 NpopecCHOHaNbHON AeSITENbHOCTH
IPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTAM

OK 01.

Hcnonmp30BaTh COBpEMEHHBIC CPEJICTBA TIOUCKA, aHAIM3a M MHTEPIIPETAIIH
OK 02. uH(popMaIuu U HHPOPMAIIMOHHBIE TEXHOJIOTHH ISl BHITTOTHEHUS 33724
poeCCHOHATBHON JEATENHHOCTH

[TnanupoBaTh U peaqn3oBbIBaTh COOCTBEHHOE MPOGECCHOHATBHOE U JINYHOCTHOE
pa3BUTHE, TPEANPUHUMATENBCKYIO JEITETbHOCTh B IPO(hecCHOHAILHOM cdepe,
MCIIOJIb30BaTh 3HAaHUS N0 (PHHAHCOBOW IPaMOTHOCTH B Pa3IMYHBIX KU3HEHHBIX
CUTYalUIX

OK 03.




OK 04.

O} dexTuBHO B3aUMOICHCTBOBATh U Pa0OTATh B KOJUIEKTHBE U KOMaH/IE

OCYH_ICCTBII}ITB YCTHYIO U IMCbMCHHYIO KOMMYHHKAIIUIO HA T'OCYJapCTBCHHOM

OK 05. s3pike Poccuiickoii denepanuu ¢ y4eToM 0COOCHHOCTEH COIMAIBHOTO
KYJIbTYPHOTO KOHTEKCTA
OK 09 [Tonp3oBaTbcs MpodecCHOHATBHON TIOKYMEHTAlUeH Ha TOCYapCTBEHHOM U

HHOCTPAHHOM A3bIKax

1.4. Kotu4ecTBO YacOB HA OCBOEHHE MPOTPAMMBbI Y4€OHOM TUCIUTIIHHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku odyudarornierocs 60 yacoB, B TOM 4YHCIIE:
00s13aTeNbHON ayIUTOPHON yueOHOI Harpy3ku obydaromerocs 60 yaca.




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCIUTLIAHBI

2.1. O0bem yueOHOM QTMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Buna yuye6Hoii padoThl

Oo0vem uacos

IMPAKTUYCCKUC 3aHATUS

MakcumasibHasi yueOHasi Harpy3ka (Bcero) 60

O0s13aTesibHasi ayIMTOPHasi yueOHasi HArpy3Ka (Bcero) 60
B TOM YHCJIE:

nabopaTopHbie pPabOThI —
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KOHTPOJIbHBIE pa0OThI

KypcoBasi paboTa (IIpoeKT) (1e npedycmompeno)

CamocrosiTenbHasi padoTa 00y4aromerocs (Bcero)

B TOM 4HUCIJIC.

Hmoeosas ammecmayus 6 ghopme

3avyema




2.2. TemaTu4eckuii miiaH u cojepxkanue yueonoii gucuumianabl OI1.04 lokyMeHTaLMOHHOE o0ecieueHHe yIpaBJaeHus!

Haumenosanue
pa3aesioB U TeM

Conep:kanue y4eOHOT0 MaTepHuaJia, JJad0paTopHble PadOThI M MPAKTUYECKUE 3aAHATHS,
€caMOCTOsITe/IbHAsA padoTa 00yyaluxcs, KypcoBasi pabora (IIPoeKT) (eciu npedycmompensvl)

O0BbeM
yacoB

YpoBeHb
OCBOEHUS

1

2

3

4

BBenenue

Coaep:xanue yueOHOT0o MaTepHaJia:

2

Vcropus pa3BUTHS HAYYHBIX TPEACTABICHUN O JOKYMEHTAIIHOHHOM OOECIICYCHUN YITPABICHHUS.
CoBpeMeHHOE COCTOSTHHE JOKYMEHTAI[HOHHOTO 00ECTICEYeHHUSI YITPABIICHHS.

ConeprkaHue TUCIUTUIMHBI U €€ POJIb B IOJTOTOBKE crienuanucta. CBsi3b C APYyTUMH
06H_I€Hp0q)eCCI/IOHaJIbeIMI/I U criequaJIbHbIMU JUCHUITJIMHAMMU.

[TonsiTHE, 1IENH, 3a/1a49H U TIPUHIIMIIBI IEIONPOU3BOICTBA, OCHOBHBIC TOHATHUS JIOKYMEHTAIIMOHHOTO
obecrieueHus y IpaBJICHHUS.

HopmartuBHo-1ipaBoBasi 0a3a opraHu3aiyy JOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPaBJICHUS KaK
OCHOBA TE€XHOJIOTUH MPOLECCOB YIPABIICHHS.

1

CamocrosiTesibHasi padoTa 00yYAOIIUXCSH:

Pa3nen 1. JlokyMeHTHPOBaHNE YIIPABJIEHYECKOH 1eATeIbHOCTH
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Tema 1.1. IlonsiTHE O
JAOKYMEHTaX U
cnocoodax
AOKYMEHTHPOBAHUS

Conep:kaHue y4eGHOT0 MaTepHuaJia:

1. TTonstusa «uHpopMaMs» U «TOKyMeHT». Poib nHpopManyy B COUaTIbHO-I3KOHOMUYECKUX
nporeccax. OyHKIIMHM JOKYMeHTa: HTHPOPMALMOHHAs, KOMMYHHUKAaTUBHAS, COLIMAIBbHAs, KyJIbTYpHas,
ylpaBiieHY€eCKasl, IpaBoBasi, UCTOpUYecKas U Apyrue QyHKIMU JOKyMEeHTOB. [loHsTHE O
JIOKYMEHTHUPOBAHUHU. 3aKOHO/IaTeIbHbIE aKThl, PETIIAMEHTUPYIOILIME OPraHu3aluio paboThl ¢
JIOKYMEHTHUPOBAHHOM HH(OpMaIIHEi.

2. OCHOBHBIE CTTOCOOBI TOKYMEHTHPOBaHUS. MaTepuanbHble HOCUTENN HHPOPMAITUH U UX BIUSHUE
Ha JI0JIFOBEYHOCTh U COXPAHHOCTh JOKYMEHTA. BilMsgHNEe HaydHO-TEXHUYECKOTO IIporpecca Ha
JOKYMEHT U JIOKYMEHTHPOBAaHHUE.

Pacmmpenue noHsaTHE «JOKYMEHT» C Pa3BUTHEM HAyKU U TEXHUKHU. [IOHATHE «dIIEKTPOHHBII
JOKYMEHT». 3aKOHOJaTeJIbHbIE aKThl, pErJIaMEHTHPYIOIINE OpraHNU3aluio padoThl C 3JEKTPOHHBIMU
nokymeHTamu (Penepanbablil 3aKkoH PO «O0 »nekTpoHHON IM(POBOI MOATUCHY).

IIpakTHYeckoe 3aHATHSA:

W3ydenue noHsITHsI THPOPMAIIMK U JOKYMEHTA.
[ToaroToBKa TOTUYECKON CXEMBI 1O KJIacCU(DUKAIIUHN.

CamocTtosiTe1bHAasA padoTa 00y4alOIIMXCH

Tema 1.2. IIpuznaku

U CTPYKTYypa
AOKyYMEHTa

Conep:kaHue y4eGHOr0 MaTepuaJia:

[TpusHaky JOKyMEHTA: OPUTHHAIBHOCTD, MOJJINHHOCTD, KONUIMHOCTD. [IoHATHE «OpUrHHAI», €r0
MPU3HAKU.




[MonsTHE «TOATUHHKUKY. [T0OATMHHBIE U TIO/UTOKHBIC TOKYMEHTHI. JlyOnuKar, mpaBuia ero

0 OpMIICHUSI.

[TonsiTHe «xomusi». Buasl Komuid, onpeesnsemMble CliocoO0oM UX BocnpousBenenus. Komuwu,
pas3iardaeMsbIe 0 CIOco0y UX yIocTOBepeHus. TpedoBanus K 0hOPMIICHUIO PA3IMYHBIX BUAOB KOMUI
JIOKYMEHTOB, BBIJIaBaEMBIX B OpPTraHH3AIIHsX.

Crpykrypa nokymenTa. [loHsITHE «PEKBU3UT», BUIBI PCKBU3HUTOB.

[TonsiTHE «POPMYIISAP TOKYMEHTa», OCOOCHHOCTH cOocTaBa (OpMyIIsip JOKYMEHTOB Ha Pa3InYHbIX
HOocHuTeNsIX nHpopManuu. MHAUBUIYaTbHBIA, TUTIOBOU (hopMYyIIsIp, popmyIssp-o0Opaserr, ux
XapaKTEPUCTHKA M HA3HAUCHHE.

HpaKaneCRoe 3AHATHSA:

1.3anonnenue TpadaperoB foKkyMeHTOB. JlopaboTKa JTOrH4eCKOl CTPYKTYPhI JOKYMEHTA.
2. CocraBienue u 0OpMIICHHE PA3ITUYHBIX BHIOB OJIAHKOB

CamocrosiTesibHast padoTa 00yYAOIIUXCS:

Tema 1.3.
YHupurkanud u
CTaHAAPTU3ALMS

JOKYMEHTOB

Conep:xaHue y4eOHOro MaTepuaJia:

Yuudukanus u ctanaaptuzanus. [lonsatue «cuctemMa TOKyMEHTALUNy, €€ MPU3HAKH.
OyHKIUOHATIBHBIE U OTPACIEBBIE CUCTEMBI JIOKYMEHTAIIHH.

[TonsiTue «yHuUUIMPOBaHHASA CUCTEMA JOKyMEHTalMny. KpaTkas xapakTepucTHKa AeHCTBYIOIINX
YHA(PUITUPOBAHHBIX CHCTEM JOKYMEHTAIIUHU: OPTaHU3aIMOHHO-PACTIOPSIIUTEIFHON, OTYETHO-
CTaTHCTUYECKOM, MEPBUYHOMN Y4eTHON (MHAHCOBOH U JIp.

IIpakTH4Yeckoe 3aHATHSA:

CocraBnenue u oQopMIeHHE pPa3IUYHBIX BHAOB OJaHKOB (0oOmiero OJyiaHka, OJIaHKa TMHCHbMA,
KOHKPETHOTO OJIaHKa).

CocraBneHue u oQopMIeHHE pPa3IUYHBIX BHAOB OJaHKOB (0oOmiero OJyiaHka, OJIaHKa TMHCHbMA,
KOHKPETHOT'0 OJIaHKa).

Odopmienne ocHOBHBIX pekBu3uToB B coorBercTBHH ¢ [[OCTom P 7.0.97-2016 Opranu3annoHHO-
pacriopsAUTeIbHON JOKyMeHTauu. TpeboBaHus K 0POPMIICHHIO TOKYMEHTOBY

OdopmieHne ocHOBHBIX pekBu3uTOB B coorBercTBHH ¢ [OCTom P 7.0.97-2016 Opranu3annoHHO-
pacnopsiANTeIbHON JoKyMeHTauu. TpeboBanus K 0pOPMIICHUIO TOKYMEHTOB)

CamocrtosiTeibHas padoTa 00y4YalomMXCcs:

Tema 1.4.
TpedoBanus K
0(pOpMIICHUIO U BH/bI
0/IAHKOB JOKYMEHTOB

Conep:kaHue y4eOHOTro MaTepuaJa:

Xapakrtepuctuka, cocta u copepkanue [[OCT P 7.0.97-2016. Opranu3aniioHHO- pacropsIuTeIbHON
nokymenrtanuu (OPJ1). TpeGoBanus k 0pOpMIICHHIO JOKYMEHTOB.

[TpaBuina opopMIICHHS YCTIOBHO - TIOCTOSIHHBIX PEKBU3UTOB.

[TonsiTue «OnaHk TOKyMeHTa». Buibpl 61aHKOB.

[TpaBuia opopMIIeHHS YCIOBHO - TIEPEMEHHBIX PEKBH3HUTOB.

[TpaBuia opopmiieHHsI peKBU3UTOB HAa KOMITBIOTEpE.




IIpakTnyeckoe 3ansitue

CamocTrosiTe1bHAsA padoTa 00y4YalOIMXCs

Tema 1.5. IlpaBuia
opopMiIeHUA
OPraHu3anuoOHHO-
pacnopsaanTelIbHbIX
JAOKYMEHTOB

Conep:kanue y4eOHOT0 MaTepuaJia:

Hasnauenue u coctaB Opranu3almOHHO-TIPABOBOM JOKYMEHTAIMU. Y cTaB opranusanuu. [lonoxenue
0 CTPYKTYPHOM MOJIpa3AeieHuN OpraHu3anuu. JloJsKHOCTHbIE MHCTPYKIIMK KaK OCHOBHOM
HOPMATHUBHBIN JIOKYMEHT, ONPEISISIONIMNA OpraHu3allMOHHO-TIPAaBOBOE MOJI0KEHNE PAaOOTHHKA.
Hasznauenue u coctaB pacniopsiguTebHON ToKyMeHTauu. FOpuanyueckas cuiia pacriopsiiuTeIbHbIX
JIOKYMEHTOB. XapaKTEePUCTUKA U COCTaB PACTIOPSIUTEIbHBIX JOKYMEHTOB, U3aBAEMbIX Ha OCHOBE
KOJUIETHAJILHOCTH, TPEOOBaHUS K UX O(POPMIICHUIO.

XapakTepucTUKa U COCTaB PaCloOpPsAUTENIbHBIX TOKYMEHTOB, U3/1aBA€MbIX HA OCHOBE €IMHOHAYAIIHS
(TpUKa3bl IO OCHOBHOM JICATEIILHOCTH U 110 JINYHOMY COCTaBY), TPEOOBaHUS K UX OPOPMIICHUIO.
YuudunupoBanHbeie GOPMBI IPUKA30B TI0 JTMYHOMY cocTaBy. Ha3HadeHue U COCTaB CIIPaBOYHO-
WH()OPMAIIMOHHBIX U CIIPABOYHO-aHATMUTHYECCKUX JIOKYMEHTOB.

CriyxeOHast mepenucka. J[enoBoe mucbMo (COCTaB PEeKBU3UTOB, CTPYKTYPA TEKCTA) KAK OCHOBHOW BT
JIOKYMEHTA JJIsl OCYIIECTBICHUSI KOMMYHUKalUi. PazHOBUAHOCTH mrceM. SI3bIKOBBIE (DOPMYIIBI,
yHnoTpeOIIsieMbIC B ICJIOBOM Mepenrcke. BHYTpeHHSS epenucKa Opranu3alui.

3anucKy Kak TOKYMEHT. Busibl JokIaHbIX 3anucok. CTpykTypa TeKCTa JOKJIaIHON 1
00BSCHUTEIIFHOM 3amucoK. 3asBienue. O0Ias XxapakTepUCTHKA CIIPAaBKH KaK JOKYMEHTA.
Hasnauenne u pyHkiuu cnpaBku. Buapl cripaBok. XapakTepUCTHKA OTIASIBHBIX BUIOB CIIPABOK.
Ocob6enHoct 0(hOpMIICHHS CIIPABOK.

IIporoko.

HpaKanecm[e 3aHATHUHA:

1.CocraBnenue u ohopmiIeHUE OPTaHNU3AIMOHHBIX TOKYMEHTOB.
2. CocraiieHre 1 0(hopMIICHUE PaCTIOPSANTEILHOM TOKYMEHTAITUH.

CamocTrosiTe1bHAsA padoTa 00y4alOIMXCs:

Paznes 2. Opranusanusi padoThl ¢ JOKYMEHTAMH
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Tema 2.1. Cnyxba
AOKYMEHTAIHOHHOI' 0
odecreyeHus
ylnpaBJieHHsl.
Opranusanus
AOKYMEHT0000poTa

Conep:kaHue y4eOHOT0 MaTepuaJa:

[TonsiTHE cay)OBl JOKYMEHTALIMOHHOTO 00eCIeueH sl yIpaBJIeHus (Je0NpPOU3BOCTBEHHON
CIIy»kOBblI), € Ha3HAUE€HNE U OCHOBHBIE (DYHKIUU.

Tunoble OpraHu3aMoOHHbIe CTPYKTYPHI cay)0bl JIOY. JIOKHOCTHON U YMCIIEHHBIN COCTaB CITYXObI
JOY. Cucrema u TUIOBas TEXHOJIOTHS TOKYMEHTallMOHHOTO obecniedenus ynpasieHus (JOVY).
[TonsiTHE «10KYMEHTO000POTY. JIOKYMEHTOMOTOKH. YUeT o0beMa JOKyMEHTO000pOoTa, ero 3Ha4eHne
B OpraHHU3aIiH IOKYMEHTAllHOHHOTO 00eCIeYeHH s.

OCHOBHBIE 3Tallbl IBUKEHUS JOKYMEHTOB B OpraHU3all1y.

IIpakTH4Yeckoe 3aHATHE:




CocraBreHre CXeMbl JOKYMEHTOO00POTa B OpraHN3aIHH.
CocraBiieHH€e CXEMbI JIOKYMEHTOO000pOTa B OpraHU3alUHU.
Cocrasnenue u opopmiieHre HHGOPMALTMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Cocranenue u opopmiieHre WH(HOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

CamocrosiTeJibHAsi padoTa 00yYAKOIIMXCS:

Tema 2.2. Copaepxxanue y4eOHOIro MaTepuaJa:
Opranusanus 1.06paboTka JOKYMEHTOB, MOCTYMAIOIIUX B OpraHU3allnio, OCHOBHBIE Tanbl. [IpenBapurensHoe
npuema, PacCMOTpPEHHE U pacipeiesieHue JOKYMEHTOB. Peructpanus 10KyMEHTOB KaK 3JIEMEHT MPUIaHUs UM
paccMOTpPeHus1 U IOpUANYECKOl cuiibl. @OopMBbI peructpauuu (KypHajibHasi, KapTOYHAsl, aBTOMATU3UPOBAHHAs ), UX
perucrpauuu JIOCTOUHCTBA U HepocTaTku. [IpaBuna perucrpanumu.
AOKYMEHTOB. 2. [loHsiTHEe KOHTPOJISI UCTIOJIHEHUSI JOKYMEHTOB, €ro IeJib U BUJbL. [[pHHIIUIIBI Opranu3anuu
KonTpounb KOHTPOJIA. [IOHATHSA: «CPOK UCTIOJHEHUS», «TUIIOBOM CPOK». HOpMaTUBHBIE IOKYMEHTHI,
HCIOJTHEHUA YCTaHABIIMBAIOIINE TUIIOBBIE CPOKHU HCTIOTHEHHUSL.
JOKYMEHTOB IIpakTHyecKue 3aHATHS:
Cocranenne 1 oopMIIeHUE CITY)KEOHBIX ITHCEM
Cocrasnenue u opopmiieHHe CIy>KeOHBIX THUCEM
CamocrosiTe1bHasA padoTa 00y4alOIMXCs:
Tema 2.3. Coaep:xanue yueOHOTro MaTepHaJia:
Opranunsanus 1.IMonstus: «aeno», «bopmupoBanue nem». [lopsaok popmupoBanus Aen B 1€JI0NPOU3BOICTBE.
0NepaTHBHOIO [TonsiTe «HOMEHKJIATypa J1ei». 3HaueHHe HOMEHKJIATypbl A€ 1715 KJacCU(PUKAIUU TOKYMEHTOB

XpaHeHMs JOKYMEHTa.
HomenkJatypa ned

opranuzaiuu. Buasl HomeHknatypsl aen. [lopsaok cocraBienus, ohopMIIeHUS, YTBEPXKICHUS U
IPUMEHEHNS KOHKPETHOW HOMEHKJIATyphl JIeJl OpraHU3allui 1 HOMEHKJIATYphl A€l CTPYKTYPHOTO
NOJIpa3ieJICHUs] OpraHU3aliH.

2. OcHOBHBIE TpeOOBaHUS K OPTaHU3AIIUH OTIEPATHBHOTO XPaHEHHsI HCTIOJHEHHBIX IOKYMEHTOB B
nenonpousBoacTse. HopMaTuBHBIE TOKYMEHTHI, pErJIAMEHTUPYIOLINE JaHHBINA dTal
JOKYMEHTO000poTa. OTBETCTBEHHOCTh 3a COXPAHHOCTh JJOKYMEHTOB. XPaHEHUE JOKYMEHTOB B
3NIeKTpOHHOH popme. TTopsiok u3bsATHS JOKYMEHTOB U3 Jena. Bbiiaya e Bo BpeMeHHOoe
0JIb30BAHHUE.

IIpakTH4Yeckoe 3aHATHE:

Co3zmanne perucTparoHHON (YOPMBI JJIsl PETUCTPAIINHN BXOISAIINX H UCXOSIINX JOKYMEHTOB
Coznanue perucTpaoHHON GOPMBI IS PETUCTPALIUN BXOSIINX U UCXOASIINX TOKYMEHTOB
CocraBnenue u 0OpMIICHUE CITYKEOHBIX MTHCEM
Cocrasnenue u opopmiieHne HOMEHKIIATYPBI Jel

CamocrosiTeibHAss padoTa 00y4YalomMXcs:

Tema 2.4. DkcnepTusa

Conep:kaHue y4eOHOTro MaTepuaJa:
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LEHHOCTH 1.ITonsiTHe «3KCTIEpTU3a IEHHOCTHU JTOKYMEHTOBY. DTalbl U MOPSI0K IPOBEICHUS SKCIIEPTU3bI
AOKYMEHTOB. LIEHHOCTHU JOKYMEHTOB B JIEJIONPOU3BOJICTBE Opranu3auuu. IIpuHIUIIBI U KpUTEpUN ONpeaeIeHus
IMoaroroBka ge1 K | HAYYHOM, HICTOPUYECKON U MPAKTUYECKON IEHHOCTH JOKYMEHTOB.
apXMBHOMY [lepedens MeponpHUATHIA TIO IOATOTOBKE A€ K repeade B apxuB. TpedoBaHus K 0(OPMIICHUIO J1eT
XpaHeHHUI0 MOCTOSIHHOTO, BPEMEHHOI'0 CPOKOB XpaHEHUs U 10 JIMUHOMY cocTaBy. [IpaBuia odopmiaeHus.
[Topsi10K yHUYTOKEHHS TOKYMEHTOB M 0(OPMIICHUS Pe3yIbTaTOB 3KCIepTU3bl. TpeboBanus K
0(OPMIICHHIO aKTa O BBIJICICHUN K YHUUTOKEHUIO JOKYMEHTOB, HE MOJIJIeKAITNX XPaHEHUIO.
IIpakTHYeckoe 3aHsATHE:
1.Ilepenaua nndopmanuu ¢ UCIOIB30BAHUEM CPEACTB TEICKOMMYHUKALIUH.
2. CocraBnenue, 0popMIICHHE JOKYMEHTOB C UCIIOJIb30BAHUEM CPEJCTB OPITEXHUKH
CamocrosiTesibHast padoTa 00yYaOIIUXCS:
Tema 2.5. Coaep:xanue yueOHOTo MaTepHaJia:
Opranunsanus [TpaBo rpaxnan Ha oOpaieHus. Pa3HoBUAHOCTH 0OpallleHus Ipa)aaH: MPeIoKeHuUs, 3asBICHHUS,
paboThI ¢ JKAIOOBI, X01aTaliCTBA, KOJUICKTUBHBIC OOpaIICHHs. Y CTHBIC ¥ ITMCHBMEHHBIC OOpaIICHHUS.
o0pameHusIMHu HopMmaTtuBHO-MeTOIMYECKHE JOKYMEHTBI, periIaMEeHTUPYIOIINE TOKYMEHTallMOHHOE o0ecreueHre
rpakaaH paboThI ¢ oOpameHusiMu rpaxaad. CpoKU UCIIOTHEHUS 0OpAIIEHUN U TTOCIIEICTBUS IIPUHSITHS
pelieHuit o obpaiieHusM rpaxaad. OTBETCTBEHHOCTh 3a HApYIICHHUE 3aKOHOIaTeIbCTBA 00
0oOpalleHusIX TpaxaaH.
IIpakTH4Yeckoe 3aHATHE:
1.13yyenue 3akoHa «O nopsiake paccMOTpeHHs oOpateHuit rpaxian PO.
2. CocraBiieHue 3asBIeHUs, XapakTepucTHKH. COCTaBIICHHE PACITUCKH, TOBEPEHHOCTH.
CamocrosiTe1bHAas padoTa 00y4alOIIMXCH
Tema 2.6. Coaep:xaHue yueOHOTro MaTepuaJia:
Opranmnsanus Bunp! rpudoB orpanudenus nocryna kK gokymeHram. [lopsaok oTHeceHus nHGOpMaluu K CBEIEHUSIM
padoThI ¢ 0c000# BaXXHOCTH, COBEPIIEHHO CEKPETHBIM, CEKPETHBIM, K KOMMEPUYECKO TaliHe.
AOKYMEHTAMHU, HopmatuBHBIE aKThl, perylupyromme padoTy ¢ J0KyMEHTaMH, UMEIOLIUMHU I'pu( OrpaHUYEHUS
HMeIIUMHU rpud J0CTyNa K HUM.
OrpaHuYeHus! Oco0eHHOCTH y4eTa, perucTpaluy, UCIOIb30BaHus, 0(hOPMIIEHUS, pa3MHOXKEHUs, GOPMHUPOBAHUS B

JA0CTYINA K HUM

Jienna, Iepejaur B apXyB WIM YHUUTOKEHUS JOKYMEHTOB, UMEIOIIUX TPU( OrpaHUYEHUS] TOCTyNa K
HuM. [TpoBepka Hanmumst 1okyMeHToB ¢ rpudom «CIIy». Ilopsinok cHsTUs Tprda.

IIpakTH4Yeckoe 3aHATHE:

1.0¢opmnenne u peructparus 10KyMeHTOB ¢ rpudom «ICID».
2. CocraBienue u oopmieHre HHPOPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB

dopma
NPOMEKYTOYHOM

3avuer
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aTTecTaluu

BCEI'O

60

J7st XapaKTepUCTHKN YPOBHS OCBOCHHUS y4eOHOTO MaTepHaia HCIIOJIb3YIOTCS CIIeIYIOIe 0003HaYeHHUS:

1. — o3HaKOMUTENBHEIH (Y3HaBaHUE paHee M3yUCHHBIX 0OBEKTOB, CBOWCTR);

2. — penpOAYKTUBHBIH (BBIIOIHEHHE NS TEIHPHOCTH TI0 00pa3Ily, HHCTPYKIUH HIH MO pYKOBOICTBOM)

3. — IPOJYKTHUBHBIH (IJIAHUPOBAHUE U CAMOCTOSITEJILHOE BHINOJHEHUE AEATEIBHOCTH, PElIeHHE TPOOJIEMHBIX 3a71a4)
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3. YCJIOBUSA PEAJIN3AIIUU YYEBHON JUCIUTLIIVHBI

3.1. TpeOoBanuss K MHHUMAJIBbHOMY  MAaTEepPHAIbHO-TEXHUYECKOMY
odecneyeHmn 1o
Peanuzamus y4eOHOM qUCHMIUIMHBI TpeOyeT Hamuuusi Y4eOHOro KaOHHeETa
«/IlokyMeHTallmOHHOrO0 00ECEYEeHHS YIIPABICHUSD.
O6opynoBanne yaeOHOTO KaOUHETA:
Cron npenoxaBatens
OJIHOTYMOOBBIH — 11T,
CTyJI npenogasaress — 1T,
CTOJI yYCHUYECKU — 1 51T,
CTyJ1 yYeHU4YeCcKui - 30mmT,
JIOCKa MenoBas - 1t
Harnsinaeie nocoowust:
CreHnapl:
Cmy>xeObHO€ J1eJI0IPOU3BOICTBO- 1 11T
HNHCTpyKIIMuM 10 IEJI0NPOU3BOACTBY- 1T,
OCHOBBI J1€0NPOU3BOACTBA- 1 TIIT
[IporpammHoe obecrieyeHue. :
CIIC KoncynbranT +
Pazmarounslii  marepuan Ie  OPOBEACHHUS IPAKTUYECKUX 3aHATHUH IO
JUCHUIUTMHE JJOKyMEHTaIbHOE 00ecTieueHUE YIIPaBICHUS.
CpencTsa BU3yaau3alnu:
CTAllMOHAPHBIN MHOTO(YHKIIMOHATBHBINA KOMIUIEKC (TIPOEKTOP, HOYTOYK C
MOJAKIIOYEHUEM K ceTu IHTepHET, 9KpaH Ha IITaTUBE, MbIIb, KOJOHKH).

3.2. UudopmanuonHoe odecnevyeHne o0yueHust

Ilepeyens pexoMeHayemMbIX Yy4eOHbIX wu3aaHuii, HWMHTepHer-pecypcos,
JAOIOJHUTEJIbHOMN JIUTePaTyphbl

OCHOBHBIE HCTOYHHUKH:

1. HoxymentanmonHoe obecrniedeHue ynpasienus. CoctaBieHue u ohopmiieHue
JIETOBBIX JOKyMEHTOB : ydebHoe mocoome st CIIO / cocraBurenu E. .
bammakoBa. — CapatoB, Mocksa : [IpodoOpazoBanue, Aii [Tu Ap Menua,
2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — Texcr :
ANIEKTPOHHBIN // DAEKTPOHHBIN pecypc HMUGPOBON 00pa3zoBaTEIbHONU CpEJIbI
CIIO PROFo6pa3oanue : [caiir]. — URL.: https://profspo.ru/books/103343

2. Anekceesa, T. B. JlokymeHTaliMoHHOE 0OecTiedUeHUE yIPaBICHUS : YICOHUK /
T. B. AnekceeBa, O. A. CrpaxoB. — MockBa : YHusepcutetr «CHUHEprus»,
2020. — 132 c¢. — ISBN 978-5-4257-0402-3. — TekcT : 3JCKTPOHHBIN //
DONeKTpoHHBIM  pecypc  mudpoBoir  oOpazoBatenbHor  cpeasl  CIIO
PROFo6pazosanue : [caitr]. — URL.: https://profspo.ru/books/101344

JlonoJiHUTeIbHAS JIUTEpPaTypa:

3. ApacnanoBa, B. A. JlokymeHTanimoHHoe oOecrieueHre yrnpaBieHus : y4eOHO-

IpakTHIEeCKOe Iocodre B cxemax, Tabnmiax, oopasmax / B. A. ApacnaHosa.
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— 3-¢ ma. — Cypryt : CypryTckuii TOCYIapCTBEHHBIN TMeIarorudeCKui
yauBepcutet, 2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekcr
AJIEKTPOHHBIN // DNEKTPOHHBIA pecypc mu(poBOil 00pa30BaTEIHLHONU CPEIIbI
CIIO PROFoGpa3oBanue : [caiit]. — URL.: https://profspo.ru/books/94291

. Kysznenora, 1. B. JlokymeHTanmoHHOE OOecTieueHUE YIIPaBJICHUS : yIeOHOe
nocooue mist CIIO / U. B. Ky3uenona, I'. A. XauaTpsH. — 2-¢ uzn. —
Caparos : [IpodoOpazoBanue, Ait [Iu Op Menua, 2019. — 166 c. — ISBN
978-5-4486-0404-1, 978-5-4488-0216-4. — Tekct : SIEKTPOHHBIA //
DnexTpoHHBIA  pecypc 1mdpoBoil  oOpazoBatenmpHOU cpenpl  CIIO
PROFo6pa3oanue : [caiit]. — URL.: https://profspo.ru/books/80326
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JACHUTILIAHBI

KonTtposis u

OLIEHKA

pe3ybTaTOB

OCBOCHU

y4eOHOM

TUCIUTLIINHBI

OCYIIIECTBIISIETCS MpEnojaBaTeeM B IPOILECCE IMPOBEACHUS IMPAKTUYECKUX
3aHATUN, TECTUPOBAHUS, a TAK)KE BBIMOJHEHUS 00YYAOITUMUCS UHIANBUIYATbHBIX
3aJlaHU.

PesyabTaTnl 00yueHus
(ocBOEHHbIE YyMEHMUS,

Kpurepun oueHuBanus

®opMbI U METOABI
KOHTPOJISAA M OLlEHKH

pe3yJbTaToB
YCBOEHHbIE 3HAHMS)
o0yueHust
Ymenust
- 0(pOPMJIATH AOK CHTAIUIO AJACMOHCTPUPYET CHUEC O(POPMIIATH
op ™ pupyer ym op SxcrepTioe

B COOTBETCTBMHU C
HOPMAaTUBHOM 0a30H, B T.4.
UCIIONB3YS
UMH(pOpMalLlMOHHbIE
TEXHOIOTHU;
YHHPHUITIPOBATH CHCTEMBI
JIOKYMEHTAIUH;
OCYIIECTBIISATh XpaHECHUE H
MOKCK JIOKYMEHTOB;
OCYIIECCTBIISATh
aBTOMAaTHU3aIMI0 00pabOTKY|
JIOKYMEHTOB; MCIIOJIh30BaTh
TEJIeKOMMYHUKAIlMOHHbIE
TEXHOJIOTHH B 3JICKTPOHHOM

JIOKYMEHTAIUIO B COOTBETCTBHH C
HOpMaTUBHOI 0a30H, B T.4.
UCIOJIB3Ysl MHPOPMAIIMOHHbBIE
TEXHOJIOTHH;

JEMOHCTPHUPYET YMEHHE
YHHPHUIIPOBATH CHCTEMBI
JOKYMEHTAIIH;

JIEMOHCTPHUPYET YMCHHE
OCYIIECTBISITH XpPAaHEHUE U MTOUCK
JIOKYMEHTOB;

JIEMOHCTPHUPYET YMEHHE
OCYIIECTBIISTH ABTOMATU3AIIHIO
00paboOTKH JOKYMEHTOB;
JIEMOHCTPHUPYET YMCHHE

HabJroneHne u
OLICHUBaHUE
BBIINTOJTHCHUA
WHOWBUAYAJIbHBIX U
CPYIIOBBIX 3aJaHUN.

Orenka pesynbpTaTa
BBIMTOJTHCHHUS
MPaKTUIeCKUXpadoT.

Tekyniuii KOHTPOIb B
(hopmecobecenoBanms,
perieHus
CUTYaIlMOHHBIX 3aJ1ad.

JIOKyMEHTO0000pOoTe HCIIOJIb30BAaTh
TCJIICKOMMYHUKAIIUOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE
3HaHus:

MTOHATHE, IEJIH, 3a1a91 U
TIPUHITUITBL
JIEJIONTPOU3BO/ICTRA;
OCHOBHBIE ITOHATHUS
JOKYMEHTAI[HOHHOTO
obecneueHust
yIpaBJICHUS;
CHUCTEMBI
JOKYMEHTAI[HOHHOTO
obecreueHust
YIIPaBJICHUS;
KJIaCCU(PUKAIUIO
JIOKYMEHTOB;
TpeOoBaHUS K
COCTAaBJIEHHIO U

JIEMOHCTPHUPYET 3HAHHE OCHOBHBIX
MOHSATUH, TPUMEHSIEMBIX TIPH
OpraHu3aIK JOKYMEHTO000pOTa Ha
MPEIIPUSTHH;

JIEMOHCTPUPYET 3HAHUE LIEIIEH,
3aJa4 ¥ MPUHIIAIIOB
JIeTTOTIPON3BOICTBA;

JEMOHCTPHPYET 3HAHHE CHCTEMBI
JOKYMEHTAIMOHHOTO 00ECIICUCHHSI
yIpaBJICHUS;

JEMOHCTPHPYET 3HAHHE
KJaccu(PUKAIUU TOKYyMEHTOB,
TpeOOBaHMI K COCTABJICHHUIO U

0 OPMIICHUIO TOKYMEHTOB;
JEMOHCTPHPYET 3HAHHE

o(opmIIeHHIO OpraHu3alK JOKYMEHTO000poTa!
JIOKYMEHTOB; npuem, 00paboTKa, perucTpanus,
- OpraHu3alHuIo KOHTPOJIb, XPAHEHUE JOKYMEHTOB,

YcTHBIH ompoc.
TectupoBanue.

KoHTponbHbIe pabOTHI.
ITpoBepouHbie pabOTEHI.
O11eHKA BBIITOJITHEHUS
MIPAKTHYIECKOTO
3aaHus.
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JIOKYMEHTOO00pOTA!
npuem, 0opaboTka,
perucrparus, KOHTPOJIb,
XpaHEHHE JTOKYMEHTOB,
HOMEHKJIATypa JIe

HOMCHKIJIaTypa A€

16




