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1. MACIMOPT PABOYEH IMPOI'PAMMBI YUEBHOM JTHCIHILITHHBI

{iﬂﬂK}’M eHNTANHOHHOE oDecnevyenne YhapaB/JIeHHH»

1.1. Odnacrs npumeneHus padoueii nporpamMmel
Pabouas nporpaMsa  yucOHOH JHCUHNNHHE  «JOKVMCHTALHOHHOES ODCCNCUCHHE  YIIPABITCHMA
pazpabotaHa Ha ocHoBe (PenepalkHOro rOCYAAPCTREHHOTO 00pazoBATENRHONO CTaHaapTa (Jgance —
GIOC) no cneuHansHOCTH cpeanero npodeccnonansHoro obdpasosanus (gance - CIIO) cneumaibHOCTE
42.02.02 «Hznarennckoe geion (0azopas moaroToeka), vreepxIeHHoro Ilpukasom MuHHCTEpCTEA

obpazopanus 1 Hayku Poceniickoil @eaepanun ot 12 man 2014 rojga Ne 511.

1.2. MecTo yuedHoii THCHHILIHHBI B CTPYKTYPE 0CHOBHOI npodeccHoHABHO#
0D pPA30BATEILHOH HPOIPAMMBL:
YuebHaa JUCIHMIITHHA f{,ﬂ[}['-'.}"ME‘HTﬂuHDHHDE oDecnevueHne YIpaplcHHA» BXOIHT B COCTaB

obmenpodeccHOHANBHBIX THCIMILIMH npojeccHonanbHOro yuedHOro nuKma.

1.3. lean m zamavm yvedHOIl AHCHWILNIHHEI — TPeDOBAHHA K Pe3VbLTATAM OCEOCHHH
VYeDHOH THCIHILTHHBI:
B pesynbTaTe OCBOCHHA YUeOHOH IHCIHIIHHB «[[0KYMCHTALHOHHOE 00ECTICUeHIE YIIPABICHMA
OOYHAKMIMIACH JOTKCH YMETh!
“NPHMCHATE OCHOBHBIC NPaBHIa oQOPMICHHA TCKCTOBOIO MATCPHANAS
~O(OPMITATE OPraHHZaImOHHO-PACTIOPATHTENLHYIO JIOKYMEHTATIHIO;
~0(hOPMIIATE JOKYMEHTBL 110 TPY/10BEIM [IPABOHAPYILIEHHAM;
JHATE:
-IOKYMEHTAIHOHHOE oDecneveHne yIpPaRIcHHA;
-MOPAT0E odOPMICHHA PCKBH3HTOB JOKYMEHTA:
-OCHOBHEIE TIpaguiaa odopMIeHHAs TEKCTOBOTO MaTepHanza H npasmiaa  odopmMieHHs  caykeOHBIX
JNOKYMEHTOB;
B pPesVILTATE HIVHCHHA JHCHHIIIHIEBE CHCHHATIHCT J0/EECH 00IA0aTE  KOMITETSHI[HAMH,
BEITHMAIIHMH B ceDA croco0HOCTR:
OK 1. I[TonuMaTs CYIWHOCTE U COUMANBHYHY 3HAYHMOCTE CBOEH Ovaviuel npodeccHu, NposBlisaThE K
HCH YCTOHYHBEIH HHTEpEC,
OK 2. OprannioeslBaTe COOCTBCHHYH) JICATC/IBHOCTb, BBIDHPATH THINOBBIC METOAR M CHOCODE]
BEINTOJTHEHHA "pﬂii]ﬂCC[lDHﬂﬂbHHE 3aJlay, OLHEHHBRATE HX 3(b£]]-¢HTHBHGCTL H EaUCCTED,
OK 3. IlpuHumaTe peuicHHs B CTAHJAPTHBIX W HCCTAHJAPTHBIX CHTYAIIMAX M HCCTH 3@ HMX

OTBCTCTBCHHOCT L.



OK 4. OcymecTeIaTe MOHCK W HCNONb3oBaHHe HHpOpManuH, HeoOXoauMoil ana sdderTHEHOTO
BBINOJIHEHHA NpodieCcCHOHANBHBIX 3a/1a4, HpodieCcCHOHAIIBHOIO H JIMYHOCTHOIO PA3BHTHAL

OK 5. McnonszoraTk HHOPMAITHOHHO-KOMMYHHKAIIHOHHEIE TEXHOIOTHH B NPO{EeccHOHANBHO
JNCATCIIBHOCTH.

ITK 1.1. BHNOIHATE KOPPEKTYPY BCCX BHAOB ABTOPCKHY W H3IATCILCKHX OPHIHHATIOB.

[K 1.2, OcyinecTRIATE REMHTKY OCHORHOTO TEKCTA,

[TK 1.3, Tlposoants peaakTopeckii ananms TeKCTa.

[TK 1.4, Henons3oBaTh KOMIBIOTEPHEIE TEXHOMOTHH NPH padoTe ¢ TEKCTAMH,

[TK 2.1, HpuMenaTs npaepuiia B pHemsl ohOPMIIEHHS BHEIWIHUX W BHYTPEHHHX UIEMEHTOBR BCeX
BU/IOB TICYaTHRIX H3TaHHI.

[TK 2.3. HenonkzoeaTk KOMITBIOTEPHBIE TEXHOIOTHH TTPH BEPCTKE H OHOPMIEHHN H3TaHWH

HauHele pesyibTaThl JOCTHIAKTCHA 1IPH HMCHONB30OBAHHH AKTHBHBIX H HHTEPAKTHBHEIX dopM

NPOREeIeHHA 3aHATHH, B TOM 4YHCIE [PH NOMOIIH MIEKTPOHHBIX 00pasoBaTelbHBIX PECcYpPCoB,
HHPOPMAITHOHHO-KOMIBKTEPHBIX TEXHOIOTHH, MOCPEJICTRBOM OPraHH3aIllii CEMHHAPOR, KPYTIILIX CTOIIOR,

MoAroToRKa HHIHBHIVAILHLIX MPOCKTOR.

1.4. Konn4decTBo 4acos Ha ocBoeHre padodel nporpaMMbl YUedHoH THCIHILTHHLL:
MAKCHMANBHOH y4eOHOoM HarpyskH obyuarwmmxes - 80 yacos, B TOM 4YHCIE:
O0AATENLHON ayAUTOPHOH yHeDHOH Harpy:ikn o0ydaromerocs - 54 vaca,
CAMOCTOATEIBHOH padoTel obyyarowerocs — 26 yacos
2. CTPYKTYPA H COJEPHKAHUE YYEBHOH JHCUMUILIHHBI
2.1. Odbem yuedHOH JHCUMILIMHEL H BHILL Y4eDHOH padorsl

O0bem yuedHOH JHCUHIIHHLI H BHBI YeOHo#H padoThl (0Has (popma)

Bua yaednoi padoTel Konuyectio
| HACOHR
MaxkcumanbHas yaMeOHan HArpy3Ka (Beero) _ Bl
ObazaTe bHAR AYIHTOPHAA HATPY3Ka (BCero) | 54
B TOM YHCIIE;
TEOPETHIECKHE 3aHATHA 34
IpaKTHYCCKHE 3aHATHA 20
CamocToAaTeLHAA padoTa odyUaImerocs (Beero) 26
Hrorosas arrecrauus 3a4eT

ObbeM y4edHOH THCUHIIHHBLL H BHALI Y4ebuo# padorsl (3aounasn dopma)

Buji yuebuoil pabothl Konmuecteo
JACOR
MakcamMaasHad yaedHaa HArpyska (Bcero) 80
Obazare/IbHAA AYAHTOPHAN HATPY3Ka (BCero) 10
CamocToaTeabHan padbora ody4yawinerocs (Beero) 70
Hrorosas arrecrauus 3aqeT




2.2, TemarnueckHi IJIAaH U cojepRanne y4edHOH AHCUHILIHHLI

-t(,HﬂIE}"ME HTALHOHHOE oDeclieyeHHe Yipap/ieHHA»

Hanmenosaune Cojepmanse y4edHOro MATEPHAJA, JADOPATOPHLIE PADOTHI H NPAKTHYECKHE 3AHMTHS, Odbem Ypopeun
pa3ieJ o W TeM CAMOCTOATEeILHARA paboTa 0dYHAIIHXCH, KYpcoBas padora (npoexT) JACOB OCROEHHA
] | 2 3 4
FH]-.EI_EJI 1. EEE,‘IL‘:HHE B .!l.l.’J[ﬂﬂP!.llI'.l-Bll.lll.".l'Bll. Uﬁllll‘lt‘ NpaBH.TA Dlilﬂl] MJICHHH TOKYMUOHTOB
Tema 1.1, Ocnosabie - Coaepmanne y9ehHOI0 MATCPHATA 2 1
MNOHATHH KYPCa, IMTonsTha {ﬁﬂDE}NEHT!ﬂ-, WIOEYMEHTHPOBAHHCK,, «IO0OEYMEHTAIHOHHDE 0DeCIeueHHE YHPABITCHHAR, FOCYITAPCTECHRAA
KJaaccHpHKEAUHA 1eJ10BOH cucteMa JOV. Tlepuomanna. Knacendmranns JokyMenToR
Aﬂl:}'ﬂ-ﬁ'll'l'ﬂl.[l'll'l. Pasenrne
ASTONPOHIBMICTES B PDL"I'.‘HI-[
Tema 1.2. CYIHOCTE Coaepaanne y4edHOTD MATEpHAIA 4 1
yHHpHEALNA B [MoraTHa «yHRGUKAIINA Y, «CTAHJAPTHIARS:, «Onadk JoxyMeHTax. [Ipagnna ofopMacHis TOKYMCHTOR
CTAHNAPTHIAOHN B CamocroarTeisnan pabora 2 3
aenonponssoacree. Obmme 1. CocTapneHHe OCHORHEIX BHIOR ONAHKOR JOKVMCHTOR
HOPMEL H NIpABH.1A 2, MogroTorka coobmeHns (oknaga, npesenTaiyy, pedepata) Ha Temy «Herophs noseneHns GoankoRy,
OpopMIEHIA IOKYMENTOB, 3. Dece ma Temy «llenecoobpassocTs Henomksoranns Grankor B XX reres,
bIAHKH 10KYMEHTOB. 4, CocTapneHwe oNOPHOTY KOHCTIEKTA Ha TeMy «Oco0eHHOCTH AIRTKA IeTOREX JOKYMEHTOR, PolTh KA B
TpeGosanus & Hu. | O HLHATEHO-TETOBOM 3BTRS,
Tema L3, Perpmznrol u x| Coldepaanne y9ednoro Marepuasia 4 1
npeanaznauenne FOCT P 1 TOCT P 7.0.97-2016 «CHereMa cTAHIAPTOR 110 HHQOPMALIMH, DHDIHOTCHHOMY H H3JATCIBCKOMY JCTy.
T.0.97-2016 OpranysalHoHHO-PACIOPEIHTEILHAA JoKkyMenTanua. TpeboBanua K ofopMIcHHI0 JOKYMEHTOBS, MOHATHE «PEKBHINT
OOKYMEHTas
lpakTHyecKHe 3aHATHS 2 2.3
IHAKOMCTEO ¢ MOHATHEM “PEKBHIHT JOKYMEHTAR, ¢ MEPeHHeM PeKBHIATOR, NpeayeMoTpennsx 'OCT P 7.0.97-20146.
U'ITIHE‘J'['}EH. U'E]]DPMJ]E‘HHH OTHSILHBIX pﬁHHH?HTf}B ;'JU'H}".H CHTA.
CaMocToATeIBHAA padoTa (0ano U3 salanuid na sudop): 2 3
1. Hposeaenne cpasHUTenbHOro anannsa npeasaywns [ OCTos u [ OCT P 7.0.97-2016 (Cpapnunrensnan tabaunua,
IPEIeHTAILHA, 10 Fl.'_llﬂ...‘[:l.
2. [MoaroToeka npesenTaunn {1oknana, pedepara, coobileHHa) Ha TeMY
«PexprinTal Opas.
3. Cocrasnenne EAPTOUCK, MPEACTABRIATIINY OTICNLHEIC PERBEHIHTE JIOKYMCHTA,
4, lloaroTorka cooDIIeHHA 0a TeMy «HeTopHa NoARTCHHA PEKBHIHTOR,
Tema 1.4, Opuanyeckan Cogepaanne v4edHoro MATEPHAIA, 2 |
CHA JOKYMEHTA, IToHATHE «FOPHIHYECKAA CHITA», PEKBHIHTEL, MPHIAKIIHG JOKYMEHTY HPHIAYCCKYID CHITY.
PekBUINTLI, MpHAAIOIIHE lpakTHHECKHE 3aHATHS 2 2.3
JOKYMEHTY KPHIRHYECKYH HopAdok oopMICHIA KPHIHYCCKH BAKHBIX PCKBHIHTOE.




CHIY CamocToaTensnan pabora 2.3
|. Pabora c TOCT P 7.0.97-2016
Paigen 2. OcHOBHEIC BHALI OPTraHH3aAHOHHO-PACTOPAIMTETEHOH TOKYMEHTAIIHA
Tema 2.1. lpakTHyeckne 3anarus 3
Opranmanuonnsie [parnaa odopyMacHis PAiTHYHLIX BHIOR OPTaHH3aAIHOHHEX JOKYMCHTOR.
AOKYMeNThL. Bk, CamocToaTensnas padora (0/H0 U3 33/1aHHH Ha BLIDOR): 2.3
HAZHAYMEHHE, NPABH/IA |. Cocrasnenne MoJiened-00pazios (1nadioHOR) OPraHH3alHOHHEIX JIOKYMEHTOR,
opopMICHHA 2. MoaroTorka coobmenns Ha Temy «BHIM W HazHAYCHHE OPTAHW3AIHOHHETY JOKYMEHTOR,
3. Pewenme sajian.
Tema 2.2, Hpakrutieckne 3ansamms: 3
Pacnopaaureinsnsie BHbl M HASHAMCHHC PACTOPAIHTCIBHBIY J0OKYMCHTOB, TpelosaHid, NpeIbiBlIicMbIe
JOKYMEHTHI. BRObI, K TEKCTY H 0OPMICHHIO PACAOPAAHTENEHEIX J0KyMeHTOR. [Tpasuna odopMicHia painuuHEIX BHAOR
HAZHAYeHHe, MPaBH.TA PACIOPAINTCARNBIN IO0KYMCHTOE,
oopmiIenns CamocToaTe/ibHan padora (oaHo |3 3atanmii Ha BuGop) 2.3
1. CocTapnenHe Mogeaei-odpazinos ([adnoHoR) pacIOPAIMTENBHBX TOKYMEHTOR,
2. [loaroroska cooduwennd Ha TeMy «Buasl 1 Ha3HAYEHHE PACTIOPAAHTEIBHBIX JOKYMEHTOB,
3. Pemenue 3a1ay,
Tema 2.3. Cuparouno- lMpakTHyeckne 3IanATHA 3
WHpOPMANHOHHEIE Bujikl B Ha3HAYEHHE CHPAROYHO-HHPOPMAIIHOHHBIX JIOKYMEHTOR,
AOKYMeHTHL. Buisl, TpebopaHna, NpeIbABIAEMEIE K TEKCTY H 0QOPMIEHHID CIIPAROYHO-HHPOPMALHOHHEIX JokyMenToR. [Iparnia
Hainavenue, NpasHIa  0OpMIICHHA PASITHYHEIX BHIOB CHPABOMHO-HHPOPMAIIHOHHEIX J0KYMEHTOR.
ofopMiIcHna - CamocToaTe/ibHan padoTa (0/HO W3 34/1aHHH HA BRIDOP): 2.3
1. CocTapneHne MoaeneH-00pasior (Ina0NoHOE) CIPaROMHO-HHPOPMAITHOHHBIX JIOKYMEHTOR.
2. Bujsl 1 HasHaAYMCHHE CNPaBOYHO-HHGOPMAITHOHHBIX JIOKYMEHTOB,
3. Pewenne 3a0ay.
Tema 2.4. lokymenrsi no Cojgepaanne v4aedHoro MaTepHaia 1
TPYLOBBIM OTHOLEHHAM. IToHATHA «KapoBad TOKYMEHTAHAY, « VHHOHIHPOBAHHEIE (HOPMET»,
Kaaconukauna, npasnia CamocToaTe/ibian pabora (0JHO H3 3aJIaHuil Ha BRIDOp) 2.3
ofopMacHAS 1. 3HaKOMCTBO ¢ YHHOHIHPOBAHHBIMHA (GopMaMit (TPeICHTAITRA, TOKTAT, HATTATHBIH MaTepHan).
2. CocraBnenne onopHore KOHCNeKTa no TeMe «Knaccupuraums JOKYMEHTOB N0 TPYA0BRIM OTHOWCHHAM.
3. OrpaboTEa HABBIKOR 3aM0THEHHA YHROHUHPORAHHEX dopM.
4, IloaroTorka coodmedda Ha TeMy «/lokvMenTansHoe ofopMiesie 0T3bBa padOTHHEA H3 OTTIVCKA®.
5. MoaroToeka noknasa Ha Temy «/[0KyMEHTEL, COCTABNAKMIHE THuHOe 1eno paborauka. [lopaaok GopuMuposasns
JHYHOTO Jlenan,
6. Hoaroroska cooduerns 1a remy «OcoDeHHOCTH COCTABICHHE W ODOPMICHHA PEIHMEN.
7. MoaroToska coodUeHH Ha TeMy «ODcobeHHOCTH cocTasicHid B odopsicHnd asTobinorpadmms.
%, [NoaroTorka npezentaiin Ha TeMy «OcobeHHOCTH 0fopMISHHS TPYIOROTO JOTOROPAY,
Pazgen 3. Oprauuianus 10KYMeHTO0G0pOTA
Tema 3.1. Opranuzanus Cogepxanne vMefHoro Marepuaia 2

AOKYMEHToOROpOTA,

TMouamia «Hexoaammui JokyMeHTy, “RXOJIATIN JOKYMEHTY, «BHYTPECHHWI JOKYMEHTY, OPraHuiaiHs paboTh ¢




OdpadoTka BXOIMIIHY,

J0TYMCHTAMH. C{!IIEFTHEIIHE }"'-Ifﬁl'[ﬂr'{'.l MATCPHATA. OCHOBHEIC J0EYMEHTEL, TTPRHXOJIATIING OT I:]_]Ii"tl-’["-]'DEKHH JIHII.

HCX ORI, CamocToaTensuas padora (0/1HO M3 337 a0HH Ha BRIOOP) 2.3
BHYTPEHHUX LJOKYMENTOB. |. lloaroToska coobmenns na temy «CTpyeETvpa B dyHKIHH cnyEd JOKYMEHTAIHOHHOTO 0DCeCIeeHIS VIPARICHHS
Oprannsauus pabors (YOpapTeHWe TeTaMH, CCEPeTapHaT, KAHIETapHA, SKCTTCTHITHA )»,
obpalIeHAAMA TPAKIaH. 2. MoaroToska coodWEHHA Ha TeMy «DYHELUHH COTPYIRHEOB cny#iel JOY .
3. MMoaroToeka noxnaaa va Temy «HuCcTpyKIHA no A0KYMEeHTALHOHHOMY 00SCICYEHHIO YIPARICHHA:.
4, CocTapNeHHe cXeM IBHAEeHHA PazHRIX BHIOE JOEYMEHTOR,
5. CocTaBieHne CPaBHRTEIBHOH TAbIHLEL «2Tans obpadoTEH Pa3iHYHEIX BHIOE JOKYMEHTOR,
6. Moarororka coodulenns Ha temy «OcobennocTH okyMedToobopoTa B bankes. 7. T.[logrororka npezenTanuu va
TeMy «Buas obpamenmii rpamians,
8. MoaroToska coodUICHHA HA TeMy «OcobDCHHOCTH paloTel ¢ 0DpAILICHHAME IPa&IaH»,
9. Mpeanowenna 0o YIYIMIEHHD paboTE NPEANPHATHI (OPragn3ialtil) ¢ o0pam cHHAME MPasTan.
Tema 3. 1. Cogepaanne yaednoro MaTepraa 1
Perncrpanns v KOHTPOIbL [ToHaTHA «perncTPALHOHHEIH HOMEP (HHISKC ) JOKYMEHTa), «KOHTPOIL JOKYMEHTAR,
HCMOJIHEHHA TOKYMEHTOR Camocroarensnan padora (0IH0 W3 381aHHi Ha BIbop): 2,3
|. MoaroToBka Npe3eHTaLHM (10KN3a) HA TeMy «DOpPMEI PETHCTPALHT JOKYMEHTORY.
2. CpapHHTEIRHBIT aHATHS NOCTOHHCTE H HEAOCTATKOR (OPM PErHCTPALIHH TOKYMEHTOR.
3. Hoaroroska coodenus Ha Temy «CoppeMenible TEHASHIHN B PErHCTPALNN J0KYMEHTOBY.
4, IMoarororka noknana va Temy «CpaBHRTE/TEHEIH AHATHI BIJIOE KOHTPOIA HCHOJIHEHHA JTOKYMEHTORY,
3. MMoaroTorka cooDIIEHHA Ha TeMY «ONTHMANBHBIH BHL EOHTPO I HCITHEHHA IOEKYMEHT R,
6. [MoaroToska noxnaga Ha TeMy «COBPEMEHHRBIC CHCTEME] ABTOMATHIHPOBAHHOID KOHTPOIIA 0K YMEHTORM.
Tema 3.3. Jammura - Coaepmanne y9edHOro MaTepHaia, 2
NOKYMENTOB, cOepEANHY  [IOHATHE KOMMEPUCCKOH TaHHEL
KOH(PHACHUHATBHY 0 CamMocToaTe bHan padoTa (0QHO W3 3a1aHHl Ha BeIDop): 23
HHpopmanuw. 1. Mogroroska noknasa va temy «llopaaor paboTel ¢ KOHDHICHITHATLHBIME JOKYMEHTAMMHY.
Opranmzanus padorel ¢ 2. Noarororka coodIIcHRS Ha TeMy «C0BPEMEHHEIE CTIOCODER! 3ANTHTE KOH(HICHITHATEHEIX JIOKYMCHTORY,
TAKAMH I0KYMCHTAMHK
Tema 3.4. DeTpoHHLIH Conepaanne y9edHOT0 MATEPHAIA 1
AOKYMCHT M [loHATHA «3NeKTPOHHBIH JOKYMEHT, «3IEKTPOHHBI J0KYMEHTOODOPOT:, «INEKTPOHHO-UHPPOBAT TOINHCEY,
AOKYMEHTOOROPOT. | WAIEKTPOHHAR 10UTaw.
WK Tponno-APpoBan MpakTHYeCKHE 3AHATH 2,3
HOALUHCE  OpraHmsanua VICKTPOHHOID JOKYMEHTO000POTE Ha NPeIIPHATHH.
CamocToaTeasHan padora (0IHO M3 3aJaHHH HA BLRIbop) 2.3




|. TloaroToRka TOKIAMa HA TEMY ¢ ITCKTPOHHLIR JOKYMEHT

NOKYMEHTOODOPOT::,

2. MoaroToska Kpyrioroe crona (AHekyccHn ) na Temy «llepenekTHER NpoDIeMel BHEAPSHHA MCKTPOHHOID
JOEYMEHTOODOPOTA H INeKTPpoHBO-UHibpoBoH noanucH B Poccums.

3, [ToaroTorka noknaaa Ha TeMy «HopMaTHEHOE CONPOROAAEHHE BHEAPEHHA MEKTPOHHO-LHQPOROH NOINHCHY,

4. lloaroroska cooOWEHHA HA TeMy «KOMIBROTEPHIALHA ASI0NPOHSEOICTEA HA NPEIIPHATHH KAK YCIOBHE BHEAPCHHA
[NocyapcTEEHHOH CHCTEMEI JIOKYMEHTAITHOHHOTD O0ECIeYeHH VIIPABRIEHH A,

5. MoaroTorka moknana Ha TeMy «HocHTeaH, NpHMeHIeMEIC MPH CO3TAHHH JJOKVMEHTOR, H TpeDoRaHua oopMIcHHID
WICKTPOHHBIX JOKYMCHTOBR.

6. [oaroroeka peepara na Temy «llocTpoenne aneKTpoHNOr0 JOKYMEHTOODOPOTA B DaHKes.

PHEI-.EI.EJI 4. "[] ARHIA MEpeIaYuH T0KYMCHTOR B APDXHE H OPTAHAZIANHA APXABRHOTD XPpAHCHHA

Tema 4.1. @opmupoeanne n | Cogepaxanne yMedHOT0 MaTEpHAIA 2 1
ONEPATHEHOE XPAHCHHE JIe | TloraTHE «ONEPATHBHOE XPaHcHHEY,
CamocToaTensnaa padora (0/1HO M3 3a7a0HH Ha BRIDOP) 2 2.3
l. MoaroTorka coofmennd Ha TeMy «Opranmanmsg XpaHncHud JOKYMEHTOR B CTPYKTYPHEIX TTOJIPaz/IcICHHAX Y,
2. [MoaroTorka TokTa1a (MPpeeHTAIRA ) Ha TeMy «CHCTEMATHIAINA JTOKYMEHTOR H WY XPAHCHHES,
Tema 4.2. Homenxnarypa Cojgepaanne vaednoro MaTepHalia 2 ]
aen. Buisl, nainavenne, IToHATHE «HOMCHREITATYPA T,
NOpaI0K IHpakTHHecKHe 3aHaTHEA 2 2.3
COCTARJNCHARA Homenknarypa gaen. HopMATHEHEIC AKThI, HCOOALIVIOIHECH [TPH COCTARICHHH HOMEHEIATVPR JIE)1.
CaMocToATeNLHAR padora (0/IHO U3 3a/aHiil HA BRDOP) 2 2.3
1. Mogroroska wadioHa HOMEHEIATYPBL A [UIH OHOTD W3 NOAPA3ICACHHA NPeATpUsTHA (OPrasu3anum ) Ha BRDop.
2. MoaroToska NPe3cHTAUHT Ha TeMY «BHAB HOMCHEIATYP Jcin».
Tema 4.3, Tloaroroska Coaepaanne yaednoro MaTepuaia 2 1
AOKYMENTOR K IIEPe1ate Ha TTOHATHE «apXHBHOC XPAHCHHCH.
apxueHoe xpanenne. Cpokn | CamocrosTeabnan padora (oaHo w3 saganmil Ha seibop) 2 2.3
XpaHeHHH J0KYMEHTOB 1. MoaroTorka MPEICHTAIIME HA TEMY « IKCTICPTHA HEHHOCTH JOKYMEHTOR, OcofeHHOCTH paboThl IKCTIepTHOM
NPEINpHATHR EOMHCCHH»,
2. MoaroToRka coODLICHNA HA TeMY «3aKOHOJATENLHBE AKTE H HOPMATHEHO- METOIHYMECKHE QOKYMEHTE
PetepaibHol apxuBHOE cavaOLl PoccHi 10 apXHBHOMY XPAHEHHIO JOKYMEHTOBY.
Javer 4
Beero 8l yacor

JLns xapakTepHCTHKH YPOBHA OCROEHHA yeDHOTO MaTepHaTa HCTTOMBAVIOTCA CIIe/IVIONIHE 0003HAMEHHA:

l. 03HAKOMHTENBHEL ( V3HABAHHE paHee H3YUCHHBIX 00BEKTOBR, CBOMCTR);

2. penpoaAyYKTHEHBIH ( BEIIOIHCHHE JCATEIBHOCTH N0 00Pa3y, HHCTPYKLHH HIH NOJ PYKOBOJICTBOM)

3. IpOOYKTHEHEI (MTaHHPOBAHKE H CaMOCTOATENBHOE BRIMONHEHHE ASATETEHOCTH, pelIcHIE MPoOIeMHBIX 3a1a1 )




3. VCJIOBHUSA PEATTH3AIIMH VYEBHOM JHCIHILTHHBI

3.1. TpeboBanus K MHHHMAILHOMY MATEPHANLHO-TEXHHYECKOMY obecnedeHHo

PE.ELI'IHSRIIHH }"'—IEﬁHDﬁ JHUCIIHUTIITHHEI {{JIDH}I'MEJHTH.I],H{}HHGE ﬂﬁEC]’I-E'—IEHHE.' YITPABIICHH A b

Tpedyer Hanuaus yuedbHoro kabuHeTa.

Odopynosande yuycdHoro kabHHeTa:

NOCAOMHEIC MECTA IO KOJHYECTBY 00YyHalonHxXCH;
padoqee MECTO NPENoOIaBaATEA;

KOMIUIEKT YUeOHO-HATIaIHEIX 10CODIH,

Texuuueckue CpeldcTBea Dﬁ}"'-l CHHH:

KOMITBIOTCP,
MYJIETHMETHATIPOEKTOP,

MPOEKIHOHHBII FKpaH

3.2. Huopmannonnoe odecnevenue odvIeHHs

Iepeuenn PEKOMEH/IVEMBIX vuehnbix H3IaHMH, Hurepner-pecypeor,

MOMOTHHTETBEHOH JHTEPATYPhI

HopmaTHBHBIE JOKYMEHTHI.

1.

l'ocypaperBeHnas  cHeTeMa  JOKYMEHTAUMOHHOIO  ODECHeYeHHA  YIPaBIeHHH.
OcuoBnble  nonokenus. OOmpe Tpebopanus K JOKYMEHTaM M caykbam
nokyMmeHTarnoHdoro obecnevenns (I'CAOY).

['ocCT P 7.097-2016 «Cucrema crapgapros 1o vudopMauui, OHOIHOTCYHOMY H
WimaTenbckoMy  geny.  Oprasnz3alnMoHHO-PACTIOPAAMTEIRHAS  JIOKYMEHTAIHA.
Tpedosanus k ohOPMIIEHHIO JTOKYMEHTOBY

IFOCT P 7.0.8-2013 «CHcTema cTaHZapTOR 10 WH(OpMaIHH, OHOIHOTEYHOMY W
winarelnsCkoMy  Jeny.  JlenonponzrocTRO M apXHBHOE Jieno.  TepMHHBI M
OTpeIcICHHA»

Tunopas WHCTPYKIMA TO  JISTOTNPOM3BOACTEY B (pe/lepaJbHBIX  opraHax
HCIOIHUTEIBHOH BIACTH.

(OCcHOBHBIC NIPAaBH/IA PadOTE APXHBOB OPraHH3aALMM.

Tunoroe nonoxeHne 0 BEASHHH JENONMPOHIEOICTEA 110 NPEATOHKEHHAM, 3aABICHHAM
H Kanobam  IrpakiaH B roCyJapCTBeHHBIX  OPraHax, Ha  NPeanpHATHHEX, B
YUPEKICHHAX W OPraHHZalHaX

Ipukaz Munkynetypel Pocenn ot 25.08.2010 N 558 (pen. or 16.02.2016) "O6
yTeepskIeHHH "llepeuds THIIOBBIX  VIIPABICHUECKHX AapXHBHBIX JIOKYMEHTOR,

00pa3yOIHMXCA B MPOLECCEe ACATENRHOCTH TOCY/JApPCTBCHHBIX OPraHoOB, OPraHoB
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MECTHOT'O CaMOYIIPABIIECHHA H ETI]'JFHHH'iHII,Hﬁ, C YE4d3dHHEM CpPOKOB I"J'EII-IEHHH“

(Faperucrpuposado B Munwocre Poceun 08.09 2010 N 18380)

OCHOBHEIC HCTOUYHHKH:

. Abynanse, /I T JlIokyMEHTaAUHOHHOE 0DCCNCUEHHE YIIPABICHHA NMEPCOHATOM | YUCOHMEK
W npaktukym ana CIHO /L T Abynanze, M. b, Buinpaxkuna, B. M. Macnora, — M. :
Hanarenwcreo pair, 2018, 200 ¢, (Cepusa : Tpodeccnonansnoe 00pazoBanue).
— ISBN 978-5-534-01543-0, — Pexxum goctyna:www.biblio-online.ru/book/FOB93350-
F4BA-44E3-9EE7-DSEFF609ETD3

. Kopuees, M. K. JlokyMentauHonnoe obecrnedyenue yrpasieHus + TecTol B 2bC
yaeonuk 1 npaktuky™ ja CI1O [ M. K. Kopneer, A. B. ITmenxo, B. A. Manrypnes. —
2-e w3, nep. u jgon. — M. Hsparenwerso Hpaiir, 2018, — 384 ¢. — (Cepus
[TpodeccHonaneroe obdpazoranue). — ISBN 978-5-534-05022-6. — Pexum JocTyna:
www.biblio-online.rw/book/SE6BE38B-E208-4360-84ED-33406B23FDDY

. Kyaneuos, M. H. HokyMentatunonnoe obecneucHue ynpasiaendd. JokyMeHTooD0opoT W

JIENONPOHIEOACTED © yuebHuk n npaktukym aus CIO / M. H. Kyszneuor. — 3-e w3,
nep. W oI M. : Hanarenscreo Hpair, 2018, 462 c. (Cepus
IMpodeccnonanetoe  odpazoeanue). — ISBN  978-5-334-04604-5, — Pesum

noctyna:www.biblio-online.ru/book/ATES15F2-DB9B-406C-9ABB-2405EC3ADTVE]

. I'posoea, O. C. Jdenonpouseoacteo © yucdnoe nocooue aua CIT10 /O, C. ['pozosa. — M.
: Uzparenscteo Hpaiit, 2018, — 126 ¢. — (Cepus : llpodeccnonansnoe obpasoranme).
— ISBN  978-5-534-08211-1. —  Pewum  goctyna @ www.biblio-
online.ru/book/A2664E9F-CB20-4411-8C16-FRD4342EE412

JomoTHUTEILHBIE HCTOYHHKH

. Ky3zneuos, H. H. JlokyMmentaunonnoe obecnedeHue ynpaepIeHUA NEPCOHATOM | yaebHHK
u npaktkym s CITO /M. H. Kysueuos. M. : Hapgarenscreo Hpaiir, 2019, 521
c. — (Cepua : llpojeccnonanstoe obpazopanune). — ISBN 978-5-9916-8809-3. —
Peaom A0CTYNA : www.biblio-online. rwbook/E9FDBAS53-4037-45A1-8581-
IETEF1555614

. Hoponnna, JI. A, JlokymenTanmonHoe odecriedeHne YIparIeHH | yMeDHHK W MPaKTHKYM
ana CIHO /L AL Joponuna, B, C. Hpumukosa. — M. : Manatensceteo Kpaiit, 2018, —
233 ¢. — (Cepma : [Ipodeccnonansroe obpazosanne). — ISBN 978-5-534-05783-6, —
Pexum JTOCTYIA : www .biblio-online. ru/book/DIDA3IEDE-226D-4EC9-376C-
F47D53A990C9
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. Wlyeamora, H. H. Jlokymentanponnoe obecrnedyeHne yhpaeneHHs @ yieOHHK WM
npaktukym ana CIIO / H. H. Hlysanosa. — M. : Haparenscreo Hpair, 2018, — 221 c.
— (Cepus : llpotheccnonansroe obpazoranue). — ISBN 978-5-534-00088-7, — Pewum
noctyna : www.biblio-online.ru/book/012C672A-DDEA-4082-B4E7-380217TEESCO7

. Kazakesnu, T. A, JIokyMeHTallHOHHOC OOCCIICUCHHE VIPABICHHA | YUYCOHHK W

npakTurym aas CHO /T, A, Kazakeruwu, A, M. Tranuy, — 2-¢ w3, wenp. w gon. — M. :
Hanarenscrso Hpaiir, 2018, 177 c. (Cepusa : Tpodeccnonansnoe 00pazoBanue).
— ISBN  978-5-534-06291-5. —  Pexum  J0CTVIIA : www.biblio-

online.ruw/book/9B625222-29CE-49AB-98E7-215DFE6091BS

. banr, B. C. [JokyMentammonnoe odecnedenue ynpasieHus. HpuaHdeckas TeXHHEKA :
yaeOHoe mnocobme ans CIIO / B, C. Banr. — 2-e w3, wenp. w ojgon. — M. .
Hsnarenwcrso Kpairr, 2018, — 103 ¢. — (Cepua : [lpodeccnonannnoe odpazoBaHue).
— ISBN  978-5-534-08233-3. —  Pexum  goctvma  :  www.hiblio-
online.ru/book/07T8FCC53-D514-4CFE-9ASD-CRODECCICE6G3

. HoryMenTosenenue © yuednuk v npaktukym anga CITO /I AL Hoponwna [v ap.| : noxa
pen. JI. A. Jloponunoii, — 2-e u3a., nep. w non. — M. : H3natensctro HOpaiir, 2018, —
309 ¢. — (Cepua : llpodeccnonansnoe obpasoBaHue). [SBN 978-5-534-04330-3.
Penm J0OCTYTA : www biblio-online.ru/book/S802E2ABO-DB13-492E-8AAT-
186 AABDOBF79

[yeanoea, H. H. Ocnoeel genonpounzsojactea @ vaedunk v npakrukym ans CITO / H. H.
Hyveanora, A. KO, Meanora ; nog obm. pen. H. H. llyranoroii. — M. : ManatenscTio
HOpaiit, 2018, — 375 ¢. — (Cepua : [lpodeccnonaneroe odpazosanue). — ISBN 978-5-
534-03058-7, — Pexum goctyna : www.biblio-online.ru/book/3CF6F5A4-2D9A-41E(-
O9AE-5CC1195DF6E9

. Myeanoea, H. H. OcHoBel genonpodseodeTea. A3ek cyaedHoro JoKkyMenTa @ yuedHHE
H TIPaKTHKYM 8 axkajgeMuueckoro daxanagpuata / H, H. Illveanora, A. 10, Mranoga ;
noa obu. pen. Ho H yesanosoi. M. : Hasparenscreso Fpair, 2018, 375 c.
(Cepua : bakanasp. ArkageMHYyeckuil kype). — ISBN 978-5-334-00297-3. — Pexum
noctyna ; www.biblio-online.ru/book/E472872E-07FD-4FDA-AT14-897DACSE36DA

HuTepHeT-HCTOMHHKH:
1. «Koncynerant [lmoc» - 3akonoparenscteo Pd: koACKCH, 3aKOHBI, YKaibl,
noctanorleHna  Ilpasurensctea  Poccwiickoil  Meepanyn, HOPMATHRHEBIE

JIOKYMEHTHI [ InekTponnslii pecype] /Peskum noctynahttp://www.consultant.ru



Al A

10.

11.

["apanT — 3akoHOATENBCTRO (KOJEKCHI, 3aKOHBI, YKa3wl, nocraHoenenus) Pd,
AHAIMTHEA, KOMMEHTAPHH, NpakTHka [Dnekrpodusiil pecype] / Pesus ocryna
http://www.garant.ru

http:/f'www.edou.ru/ - DHUHKIONEMA ICAONPOHIBOACTEA
www.e-reading.club/.../Smirnova_- Deloproizvodstvo dlva sckretarya - Knuwnra:
JIENONPOUIROJCTRO JINIA CCKpeTaps

http:/fwww. grandars.ru/ - Hetopus aenonpoussoiacrea

http://www kadrovik-praktik.ru/ - CaiiT mo kaJapoBoMy JeI0NpPOHIBOACTEY
http://delo-ved.ru/ - Bee o aenonponssoacree

http://evolutsia.com/ - HeTopHs Ien0onpoH3BOICTEA

http://www.delowork.ru/ - Jlenonponzeoacteo

http://working-papers.ru/ - Obpasumt  ®  wadinodsl  JQoKyMeHTOoB 9.
http://'www.pseudology.org/Documets/Deloproizvodstvo.htm — Hetopua
pazeuTHA PoCCHACKOTD IeI0NPOH3EOICTE
http://rudocs.exdat.com/docs/index-450932.html - Pejepar «Kpatkas wucTopnsa

PazBHTHA JEJTONPOH3IBOACTEA B PoccHny,

12, http://delo-press.ru/articles. - Kypuan: Henonpoussogctso v 10KYMEHTOODOPOT

13,

HA MPeanpHATHA

http://base.garant.ru/ - cnpaBouHo-npagoeas cucrema [apant

14, http://www .consultant.ru — cnpasouno-npasosas cucrema Koneyvasranr-munoc 14,

15,

http:/fwww.delcomp.ru/010 2 html - nenonponzroacTeo
15.  http:/iworking-papers.ru/ - JIeIONPOH3BOJACTEO M JJIEKTPOHHEI

JOKYMEHTOODOPOT

4, KOHTPOJIb H OIEHKA PE3YJILTATOB OCBOEHHA YYEBHOH
MHUCIHATLTHHBI

KoHuTpoae M OLCHKA pe3yIbTaTOB OCBOCHHA Y4eOHOH IMCHMIUIMHLL OCVYIIECCTBIACTCA
npenogasareiacsd B MNPpOLECcce NPOBCACHHA TMPDAKTHHCCKHX '.".'-ﬂHHTHITI, TCCTHPOBAHHA, CO3JIAHHE

lI]J'E".:tEH'I'EiL[HFI.. AOKIad08, d TAKAES BLINTOJIHCHHA ﬂﬁ}"—lﬂlﬂmHMHEH HHAHBHYAJIBHBIX JAJAHHI.

PesyabTarnl odyuenns DopMBI H METOIBI KOHTPOIA H OMEHKH

(ocBOCHUSH

YMEHHH, YCBOCHHBIE SHAHMH) Pe3VJALTATOBR 0DY4EHHH

O(hOPMIATE JOKYMEHTaluio B cooTReTcTRHE | [IpakTHueckas pabora
¢ HOpMATHBHOH ©Oasoi, B ToM wHene ¢ | CamocTosTensHads padoTa
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HCIIOJB30BAHHEM HHPOPMALHOHHBIX
TEXHOMOTHI]

HCTIOIR30BATE  VHHHIHPORAHHBIE  (DOPMEI
JOKYMCHTOR,

OCBAWBATE TEXHOITOTHH
ABTOMATHIMPOBAHHOH 0DpadoTKN
JIOKYMEHTALIHY;

OCYIIECTRIATE XpaHeHHe M NOHCK
JIOKYMEHTOR,

HCIIOIEZOBATE TCIEKOMMYHHEAIIHOHHBIE
TCXHOIIOTHHA B MIEKTPOHHOM

JIOKYMEHTOODOPOTE,

Tectuposanue
Yeruenii onpoc

l lncemenHsIi onpoc
3a4eT

3HATH

MOHATHA, LEMH, 3a1a4d W NPHHLMITG
JAeTIONPOHIBOICTBA;

OCHOBHBIC TIOHATHA JIOKYMCHTALHOHHOTO
ofecreueHna YIPABIEHHS;

CHCTEMEI JIOKYMEHTAIIHOHHOTO obecnedeHns
YIIpaBICHHA;

KnaccH(PHKALHIO TOKYMEHTOR;

TpedoBaliA K COCTABICHHID H OQOPMICHHIO
JIOKYMEHTOB;

OPraHuzaHK  JIOKYMECHTO0DOpOTa: [IpHEM,
obpaboTky, PErHCTPALIHIO, KOHTPOJIb,
XPaHeHHE TOKYMEHTOR, HOMEHKIATYPY JET.

IIpakTHueckas pabora
CaMocToaTeasHas padoTa
Tectuposanue

YeTaui onpoc
[Tucemenneit onpoc
Javer
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