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1. MIACITOPT PABOYEH MPOIPAMMBI VUEBHOMH JTHCITHILTHHBI
OI1 4 « TokymMenTanHoHHoe obecnedenne YIpaBJIeHHa»

1.1. ObnacTs npuMeHeHHA padovel NporpaMMe!

PaBouas nporpamma yueOHOH IHCUHMIHHE «/JOKYMCHTALHOHHOC ODCCNEUCHHE YIIPARICHHA)
ABIACTCA YACThLIO MPOrpaMMbl NOAMOTOBKH COCUHATIHCTOR CPEIHErD 3BCHA B coOTBeTCTRHI ¢ PT'OC CITO
no cnennansHocTH 38.02.04 « Kommepuus» (mo orpaciaam), yTeepkIEHHOTO nprkazom MHuHKHCTEpCTRA
obpasosanns 1 naven Pocenickoi Meaepaumnn ot 15 mas 2014 r. N 539,

1.2. Mecro y9edHOH JAHCHHIIMHBI B CTPYKTYpPe OCHOBHOH npodeccHOHAILHON
00pPA30BATEILHONH NPOIPAMMABIL:

Vyebnas auciunivia  «/lokyMeHTAIHOHHOE ODECMEUCHHE VIPABICHHA» BXOIHT B COCTAB
oOmenpofieccHOHATBHBIX JIHCIHTUTHH NpoeccHoHATBHOTO Y1eOHOTO IHKIA,

1.3. Hean u 3agaum yuedHOH AHCUHILIMHBI — TpelOBAHHH K pPe3y/bTaraM OCBOCHHSH
VUeOHOH THCUHILIHHBL:

B pezyneraTe ocroeHuA ydeOHOH aucimnumHbl «lokymeHTanonHoe obecnedeHne yrparieHHA»
00YUAKIIWHCA TOTKEH
YMETh:

= ohopMAATE JOKYMEHTALHKY B COOTBETCTEMH C HOPMATHBHOH Da30i, B TOM 4HC/IE C

HCTIONBIOBAHHEM HHPOPMALIHOHHBIX TEXHOIOTHIT,

—  MCNONB30BATE YHH(PUIMPOBAHHEIC (DOPMBL IOKYMCHTOR,
= OCBAHBATE TEXHOJOIHH ABTOMATHIMPOBAHHOH 0DPabOTKH JOKYMCHTALIMK,

-  OCYIIECTRIATE XPaHEHHE W TOHCK JOKYMEHTOR;

HCHOIBI0BATE TCHCKOMMYHHKAIHOHHBIC TEXHOJIOIHH B JICKTPOHHOM HJOKYMC HTUUE’L’!P’UTE;
JHATh:

= TIOHATHE, TIEIH, 3a/Ia9H H TIPHHITHITE] JIET0TPOHIROJICTRA,

OCHOBHBIE MOHATHA TOKYMCHTALHOHHOTO ODECICYCHNUA VIIPaBIeHHA,

= CHCTEMBI JOKYMEHTAIIHOHHOTO 0DECTIEUeHHA YIIPAaBIeHH,

- KnaccHpUEALNIO JOKYMEHTOR;

-~ TpeboBaHHA K COCTABICHHIO H 0hopMICHHIO JOKYMEHTOR,

—  OpraHuiaiMp  JokymeHtoobopora: npuem, odpadoTKy, PErHCTPALMI0, KOHTPOIb, XpaHEHHE
NOKYMEHTOB, HOMEHKNATYPY Jei;

B peaynkrare ocroeHusa yueOHOH THCIHIUIHHEL «/loKyMeHTAIlHOHHOE oDecneveHHe YIPARICHH

Gﬁ}"—lﬂl—DU.I,H{.‘.CH JAOINEHBI OBMTAACTE KOMIICTCHIHAMH, BEITHYARKMIHMH B cchfA cnocoOHOCTE!

OK 1. IloHHMaTE CYIIHOCTE H COUHANBHYHY 3HAYHMOCTE cBOCH Oynyulei npodeccHu, NposenaTe K
HeH YeTOHYHBEIH HHTEpEC.

OK 2. OpranisoBeBaTh CODCTRBECHHYID JCATEIBHOCTh, BBRIOHPATH THIOBRIE METOALRI H CIOCOOBI
BRITIOJHEHHA I'I'[]{]{I]EEEH[}I-IHJ'II:I-II:I}E Fa0a4, OUNCHHEATE HX 'FJ'LI}tl]EIETHBH{}UTh H KAa4YSCTBEO.
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OK 3.

HPHHHMH]'L PELICHHA B CTAHIAPTHBEIX H HECTAHIAPTHBIX CHTYALHAX H HCCTH 34 HHX
OTRETCTRBCHHOC T,

QK 4. OcylUIecTRAATE NMOHCK H HCNOJR30ERAHHE HWHpopManuu, HeodXoaumoi ana 3dupekTHRHOTO
BBIMOJTHCHHA HPGL]JEEEHG[IHHLIIHK 34144, Hpﬂlfl)ﬂﬂﬂﬂﬂ][ﬂ."[b]lﬂrﬂ H THYHOCTHOIO PpasBHTHA.

OK 6. Paborare B kolUIeKTHBE M B KOMaH/e, MppekTHEHO 0DIATECH ¢ KOJUIENAMH, PYKOBOJCTBOM,
noTpedHTENnAMN,

OK 12. CobmroaTe JIeHCTRYIONIEE 3aKOHOMATENRCTEO W 0DA3aTeNRHEIE TPeOORAHWA HOPMATHRHBIX
JOEYMCHTOR, d TAKKC TpCﬁﬂBﬂ]lHﬂ CTandapToR, TCXHHYCCKEHX }’CJ'IDBHH.

[MK 2.2, | OdopminsaTs,  NPoOBEPATE  NPaBHABHOCTE  COCTABIEHMH,  OoDecnedmBath  XpaHeHHe

OPraHH3aHOHHO-PACTIOPAINTENBHEIX, TORBAPOCONPOBOANTEIBHEIX W HHBIX HE0oOX0IHMEIX
JOEYMCHTOB € HCIHOJIL30OBEAHHEM aBTOMATHIHPOBAIIHEIX CHCTCM.

JlanHble pe3yneTaTRl JOCTHIAKTCA NPH HCMONB3OBAHHH AKTHBHRIX M HHTEPAKTHRHEIX (opM

NPOBCACHUA  3aHATMH, B TOM YMCIC [PH NOMOIWM  WICKTPOHHBIX  00pasoBaTe/ibHbIX  PEeCYpPCOB,

HHq}DpMﬂI.I.HDHHD-HDMI'I BEHITCPHBEX TEXHOIOTHH, MOCPCACTROM OPraHHzalHHd CCMHHApPOR, KPVIJIBIX CTOMOR,

moAroroeka HHIHBHAYAIBHBIX IIPOCKTOR.

1.4. KolH4ecTBO YacoB HA OCBOEHHE padoded nporpaMMel Y4eOHOH THCUHIITHH B

MaKCHManbHOH yiebHoH Harpy3kH oDyvaonpxcs - 54 1acos, B TOM 9HCIE!

obA3aTeILHON ayAHTOPHOH YyaeOHoH Harpyski obyqatouerocs - 36 qacos;

CaMOCTOATENREHOH paboTel obyuaomerocd - 18 gaca

2, CTPYKTYPA H COJAEP/KAHHUE YYEEHOH JHCIHHILTHHBI

2.1. OdsemM yuedHOH THCUHIIHHET H BHABI YIeOHOH padoTh

O0beM yuedHOH JHCHHIIHHLI H BHILI yaeOHo#H padoTsl (ouHasn dgopma)

Buu yueduoil padorhl Konuuecrso
| HACOR
MakcHMankEHAs yuedHAR HArPY3Ka (Beero) | 54
Obazare/ILHAA AVINTOPHAN HAT'PY3KaA (BCero) 36
B TOM YWHCIIE! _
TCOPCTHYCCKHE 3aHATHA 28
MpakTHYECKHE 3aHATHA 8
CamocToaTe/IbHan padboTa 0dy4arwierocs (Beero) 18
Hrorosas arrecrauusa 3aueT

OdkeM yuedHOH IHCHHILUIHHE W BHILI Y4edHo#l padoThl (3a0unas gopma)

Bua yuednol padoTel KonuuecTso
HACOB
MakcumanksHan yaedHan Harpyika (Beero) | 54
OQbszaTe/IbHAT AY/IHTOPHAN HATPY3KA (BCero) 10
CamocToaTenbnan pabora obyqatonierocs (Bcero) | 44
Hroroeas arrecranus | 3A4CT




2.2, TemarnueckHi IJIAH H cogep:Ranne y4edHOH AHCUHILIHHBI

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

Hanmenosaune Cojlepmanse y4edHOro MATEpHAJA, JadopaTopHbie padoTsl H NPAKTHYECKHE 3AHATHH, Odbem Ypopeun
pazieaoR W TeM CAMOCTOATEeILHARA paboTa 0dYHAIIHXCH, KYpcoBas padora (npoexT) TACOR OCBOEHHA
I | 2 3 4
Paszaea 1. Beeacune s acaonponssoactso. Obmme npasnia oopmiacHns 10KYMEHTOBR 15
Tema 1.1, Ocnosabie - Coaepmanne y9ehHOI0 MATCPHATA 2 1
NOHATHS KYpca, IMonaTug «JokyMeHTs, «I0KYMEHTHPOBAHHE, «TOKYMEHTAIIHOHHOE 0DCCICUCHHE YITPARICHHAY, TOCY/IAPCTRCHHAN
KJaaccHpHKEAUHA 1eJ10BOH cucteMa JOV. Tlepuomanna. Knacendmranns JokyMenToR
aokymenTauun. Pazsnrue
neaonponieoacTea B Poccan
Tema 1.2. CYIHOCTE Coaepaanne y4edHOTD MATEpHAIA 2 1
yHHpHEALNA B [MoraTHa «yHRGUKAIINA Y, «CTAHJAPTHIARS:, «Onadk JoxyMeHTax. [Ipagnna ofopMacHis TOKYMCHTOR
CTAHNAPTHIAOHN B Camocroareiknaa pabora 2 3
aenonponssoacree. Obmme 1. CocTapneHHe OCHORHEIX BHIOR ONAHKOR JOKVMCHTOR
HOPMEL H NIpABH.1A 2, Mogromorka coobmennd (qokmaga, npesenTaiyy, pedepara) Ha Temy «MeTopys moseaeHus GoankoRy,
OpopMIEHEA IOKYMENTOB, 3. Dece ma Temy «llenecoobpassocTs Henomksoranns Grankor B XX reres,
DIAHKRACKYMEHTOB. 4, CocTarmeHHe OTIOPHOND BOHCTICETA Ha TerMY #CcoDEHHOCTH AIRIKA JICTORRIX JAOKYMCHTOR, Poome kmamie B
Tpedosamus k HuM. OfHIHATEHO-IETOBOM A3BIKEH,
Tema 1.3, PeKBHINTEI H WX Conepaxanne ya9edHOT0 MaTepHaIa 2 1
npeanazuaveane NOCT P 1 TOCT P 7.0.97-2016 «CHcTeMa cTaHAApTOR 10 HHQOpMalHy, GHIHOTEHHOMY H H3IATEIBCKOMY Jemy,
7.0.97-2016 OPraHu3alHOHHO-PACHOPS M TEILHAR JOKYMEHTaHA, Tpedosanus K oQOPMACHHKY JOKYMEHTOBR, IOHATHE «PEKEHINT
JOKYMEHTER
IMpakrHaeckne 3anarus 1 2.3
SHAKOMCTBO C MOHATHCM «PCKBHINT JOKYMCHTAR, C NICPCUHCM PCKBHEHTOR, NpeayeMoTpeHHex FOCT P 7.0.97-2016.
OTPafoTEA 0POPMITCHAA OTICTRHEIX PEKBHIHTOR JOKYMCHTA,
CamocToaTelknaa padora (0IHO W3 3aJaRHi Ha BRIDOD): 2 3

1. Nporenenne cpaBHATENRHOTO aHamnia npeasl Ty [OCTor v FOCT P 7.0.97-2016 (CpapnuTensHas Tabmnia,
MPCICHTALIHA, JOKIAL),

2. MoaroToeka npezenTaly (Joknaga. pedepara, cooDIIEHHA) HA TEMY

wPexpranTi Opaes.

3. CocTapieHHe KapToYer, NPeicTaBIHIIINHE OTILIBHBIE PEKBHIHTH JOKYMEHTA.

4. [MoaroToska coodinerua 1a TeMy «Heropra moasncHHA pCEBHIHTOR.

Tewma 1.4, KOpuanueckan
CHIA TOKYMENTA,

Coaepaanne v9einoro MaTepuana,

ITonaTie GHIDHITHYLCHKAR CHITEA Y, PEEBHIHTHL, NMPHRETHE JOKYMEHTY HPHIHYECKYHY CHIY,




PexBHINTRL, IpHaaIHE lpakTHyeckne 3anaTus l 2.3
MOKYMEHTY IOPH/IHYECKY I [Mopagox odopMIcHHA IOPHIHYECKH BAKHEIX PCKBHIHTOR.
CHY CamocToaTensnaa padora 2 2.3
|. Patora c TOCT P 7.0.97-2016
Pazgen 2. OcHoBHBIC BB OPraHAZANTHOHHO-PACTOPRIATETLHOH JOKYMEHTAIIHEA 9
Tema 2.1. lpakTHyeckne 3anaTus 1 3
Oprannwzanuwonnsie ITpaenaa odopMieHns PAUIHYHEIX BHI0R OPraHi3alHOHHELX JI0KYMEHTOR.
noEyMenThl. Buinb, CamocTosaTensnas padora (0/H0 U1 33/1aHHH Ha BLIDOR): | 23
HATHAYEHHE, NPABRIA |. Cocrasnenne Mojieied-00paiios (1nabioHOR) OPraHH3alHOHHEIX JIOKYMEHTOR,
oopMICHIA 2. Mogrororka coobnmenns Ha Temy «BHIRI 0 HATHAYCHHE OPTaHHIANHOHHEX JOKVMEHTORS,
3. Pemenme sagan.
Tema 2.2, - Hpakruueckne 3ansarms: 1 3
Pacnopaimreasnisie Bkl H HA3HAYMCHHC PACTOPAIHTCIRHBIX JOKYMEHTOE. TpeboBaHtA, NpeIbABIRCMEIC
AOKYMeH TR, BHbI, K TEKCTY H 0OPMICHHID PACTOPAIHTENEHEIX JoKyMeHTOR. [Ipasnna odopyieHna painmyHeIX BHIOE
HAZHAYeHHE, MPaBH/IA PACHOPAINTCIARNBIX TOKYMCHTOR,
oopmaenns CamocToaTe/bHan padora (o1Ho |3 saganmii Ha BuGop) 2 2.3
1. CocTapnenne Moaeaeii-oopasiuor (IaGnoHoR) pacnopAIHTENRHBY JOKYMEHTOR,
2. lloaroroska coodwenns Ha Temy «Brabl 1 HAIHAYEHHE PACTIOPAANTENLHBIX TOKYMEHTOB.
3. Pemenne 3amay.
Tema 2.3. Cnparouno- lpakTHyeckHe 3anaATHA | 3
nH(opMAUHOHABIE Bujkl # HatHaYeHHE CIPABOYMHO-HHPOPMAIIHOHHEIX TOKYMEHTOR.
NOKYMEHTRL Bu/nl, Tpebopanna, npeIBARIAEMEIE K TEKCTY H 0hopMISHHID CHIPAROYHO-HHPOPMALHOHHEX D0KyMeHTOR, [Iparnia
HAZHAYEHHE, NPaBHIA OPOPMICHHA PASITHYHEIX BHIOB CHPAROMHO-HHPOPMATIHOHHKX J0KYMEHTOR.
opopMICHAA - CamocrontebHan padora (0/HO W3 5a1aHHH HA BRIDOp): 1 2.3
1. CocTapnenne MogeneH-00pasior (InabnoHOR) CHPaROMHO-HHPOPMAITHOHHBIX JTOKYMEHTOR.
2. BHaR M HaZHAYEHHE CHPABOYMHO-HHPOPMATTHOHHEIX JIOKVMEHTOR.
3. Pemenne 3a7av.
Tema 2.4, [lokymenthl no Cojepaanne v4eiHOT0 MATEPHAIA | 1
TPYAOBBIM OTHOWEHHAM. TTOHATHA «KaJpoBas TOKYMEHTAIHA», « VYHHOATTHPOBAHHBIC (OpPMELH,
Knacenduranus, npapnia CamocToAaTe/ibinaa pabora (0/IHO W3 3a7IaHHH Ha RRIOOR) l 2.3
ofopmacHnA 1. 3HaROMCTRO ¢ YHHOHITHPORAHHBIMHA (GopMaMi (TPeIcHTAIIRA, TOKTAJ, HATTAIHEN MaTepHan).
2. Coctasneine onopHore koncnexta no teme «Knaccnpuraima 10KyMEHTOB N0 TPYA0BbIM OTHOWCHHAM .
3, OrpadoTKa HABBIKOR 3aM0THEHHA YHROHIHPORAHHEX opM.
4, lloaroTorka coobmenda Ha TeMy «/lokvyMenTanshoe ofopMienie 0T3sBa paloTHHEA H3 OTTIVCKA,
5. NoaroToeka noknasa Ha Temy «/[0KYMEHTEL, COCTABNAKMIHE THYHOE 1eno paboTankd. [lopanok gropumaposanns
JTHYHOTD JIe/an.
6. Hogroroska coodueHns 1a TeMy «OcoDeHHOCTH COCTABICHHA 0 OOPMISHHA PEIHMED.
7. NMoaroToska cooDUICHHA HA TeMy «OcobDCHHOCTH COCTABICHHA H 0(OPMICHHA aBRTODHOTpadiHm».
&, [Mogrororka npesentainuy Ha TeMy «OcobeHHOCTH ohopMISHHS TPYIOROTD JOTORODAY,
Pazgen 3. Opranwzanna Toxymentoodopora 16




Tema 3.1. Opranuzanus Cogepaanne y9edHOT0 MATEPHATA 2
MOKYMENTOODOPOTA., [onamna «Hexoaammil JoKVMeHTs, «BX0JIRNIHH JIOKVMEHTY, «BHYTPCHHHI JOKYMCHTY, OPraniialusa paboTsl
Oibpadorka BXOQAWHY, | goxyMeHTaMu, Coaepmanne yaedHoro MaTepHana, OCHORHEIE JOKYMEHTEL, NPHXOASUIHE OT (PHIHIeCKHX THIL,
HCXOIHIIHY, lpakTHyeckne 3anaTHA: 2,3
BEHYTPCHHAX TOKVMEHTOR, [Mopagok obpaboTEH RXOIANINY, HCXOIATIHX H BHYTPEHHHX JTOKYMCHTOR,
Opranuzanns paboTsi ¢ ~ TMopaaok npruema # 0dpafoTKH KOPPECIOHACHIUHN OT (H3HICCKHX THLL
ofpamenHaMH rpakIan. Camocronredbnan padora (0140 13 satanmil Ha Beibop) 2.3
1. TloaroToska cooduermus Ha TeMy «CTpyerypa o dvHELMH ey JOKYMEHTALHOHHONO 0DCCHeMeHHS VIIpaBIcHH
( YIpaBneHUE JeTaMi, CCKPETAPHAT, KAHLENAPHA, IKCIICTHIIHE )5,
2. lloaroToeka cooblenHa Ha TeMy «PVHEIHH COTPYIHHECR cnyaie 1OV,
3. HNoaroroska noxnaia Ha temy « HHCTPYKUHA 10 Q0OKYMEHTALHMOHHOMY 0DECIEMEHHIO YVIPABISHHAD,
4, CocTaplieHHe CXeM JIBHAEHHA PasHBIX BHIAOE JIOKYMEHTOR.
3. CocTapneHHe CPaRHHTENRHOH TabIHIR «2rans o0paloTkH PATIHYHEIX BHIOR JOKYMEHTOR,
6. MoaroToska coodUICHHA Ha TeMy «ODcobeHHocTH TokysMeHToobopoTa B bankes. 7. T.Iloaroroska npescHTaly Ha
Temy «Buaw obpamennit rpaxians.
&, [MoaroTorka coodienns Ha TeMy «OcobennocTH paloTel ¢ 0OpallcHHAME TpaIan»,
9. lpepiosmenns 10 YIyHImeHHo padboTel OpeanpHaTHil (opramd3aumii) ¢ obpatieuaMm Ipasian.
Tema 3. 2. Colepaanne vMedHOI0 MATEPHATA 1
Perncrpannsa w KonTpo.IkL TTOHATHA «perHeTPaUHOHHLIH HOMEP (HHACKS) AOKYMEHTAR, «KOHTPOIL JOKYMEHTAR.
HCTIOJIHEHHA A0KYMEHTOR MpaKTHYecKHe 3aHATH 2.3
POpMEL PEFHCTPALMHA J0KYMEHTOE. TTopsaaok NoCcTaHoBKH JOKVMCHTOR HA KOHTPOIIb.
Camocronareisnan padora (04HO W3 3210300l HA Buibop): 2.3
1. MoaroToeka NpeseHTaLHA (J0KIa1a) Ha TEMY «DOPMBL PEFHCTPALHHE J0KYMEHTOB.
2. CpapHUTENEHEH aHATHS AOCTOHHCTE H HEJAOCTATKOR (FOpM perHCcTpalliy JOKYMEHTOR.
3. IMoaroToeka coobenHa Ha Temy «CoBpeMeHHEe TeHIeHUHH B PETHCTPALHE J0KYVMEHTOR.
4. IoaroToska noknaga Ha TeMy «CpapHHTEIEHEIR AHATHS BHIOE KOHTPOIA HCHOJIHEHHH JTOKYMEHTOBEY.
5. NoaroTorka coodmeHns Ha TeMy «NTHMANEHEI BT KOHTPOIA HCTIOTHEHHS JIOKYMEHTOR.
6. IloaroTorka Mokmada Ha TeMy «CoRPEMEHHRIE CHCTEME ABTOMATHIHPOBAHHOTY KOHTPOIA TOKYMEHTORY,
Tema 3.3, 3ammra Cojepaanne v9ednoro MaTepHalia., 2
ACKYMENTOE, COARPEALLIHY LoHATHE KOMMEPTICCKOH TAHHE,
KOHPHIEHIHAILHY CamocToaTe/ibnan padora (0Ho W3 3a1annii na Bxidop): 2.3
nHpopMALHED, 1. Hogroroska noknaga va remy «llopsiok padoTsl ¢ KOHQHACHIMAIBHBIMH IOKYMEHTAMH,
Opranuzanus padore ¢ 2. MoaroToska coodUICHHA Ha TeMy «CoBpeMeHHBIE CNocoDR 3AMMTE KOHPHACHUHAIEHLIX JOKYMCHTORY,
TAKHMH I0KYMCHTAME
Tema 3.4. DnexTpoHabIi Coaepaanne y49edHOT0 MATEPHATA ]
ADKYMENT H HoHaTHA «NEKTPOHHBIN J0KYMEHT, «NICKTPOHHBI JOKYMCHTOODOPO TS, «CKTPOHHO-IIH{POBAA NOANHCE,
NOKYMENTOOGOPOT. «UICKTPOHHAR TIOMTAR.
DAeKTPONHO-UHPPoBAR | TpakTH=eckne sansrms 2,3




M TMHEE

n}]]‘ﬂ.’i!’ﬂ]ﬂll]’iﬂ WICKTPOHHOTO ,-'[{'.IK}".".-IE'ETIT!I{!EEIPETE Ha TTPETITRHATHH.

CamocToaTensnas padora (0IHO W3 3ATaHHH Ha BRIDOP)

|. MloaroToska MoKIa1a HA TEMY «ITCKTPOHHEI JOKYMEHTOODOPOT:.

2. lMoaroTorka KpyTIOTO cTONA (IACKYCCHH) Ha Temy «llepcnexTHrrl npoGneMel RHEAPEHHA MEKTPOHHOTOD
JOKYMEHTOODOPOTA H AMCKTPOHHO-UHPpoBoH noamucH B PoccHus.

3. [MoaroToeka noknaga va Temy «HopmaTHeHOE CONPOBO®IEHHE BHEAPEHHA AEKTPOHHO-UHQPOBONR NOMHCHY.

4, lloaroTorka cooOIIEHHA Ha TeMY wKo MIOEHITEPHIALMA JENOMPOHZBOOCTRES Ha MPEANPHATHH Kak YCIORHE BHEAPCHHA
locyaapeTBeHHON CHCTEMBL JOKYMEHTALHOHHOID 0DECIEUeHHA YIIPABICHHA,

5. Moarotorka poknaisa Ha Temy «HocuTenn, npuMenseMele NIPH CO3/IAHHA JIDKYMEHTOR, H TPEDORAHHA 0QOPMIIEHHID
WICKTPOHHEIX JOKYMCHTOR,

6. Moaroroska pedepara Ha Temy «llocTpocHUE AMCKTPOHHOD JOKYMCHTOODOPOTA B DAHKC Y.

Pazaen 4. I'Ip ABRHAA MCPCIaH JOKYMCHTORE B APXHE H OPTAHAZANHA ApXHBENOTD XPpancHu#

10

Tema 4.1. Popmuposanne u
DHEPATHEHOC XPAHCHHE 11

Cogepaanne y9edHOT0 MATEPHATA

| [MTomarme COMEPATHEHOC XPaiCcHHC,

CamocToaTensHaa padora (0/IHO U3 3a7aHHH HA BRIDOpP)

|.. "D_Tl]'-EITDI]EE. CD{!EI'[I_E]'IHH Ha TEMY {'Ii‘n].'lr-ﬂ.'E!H3ﬂllHH XPanHcHHA JOKYMCHTOR B CTPYVETYPHEIX TIOJIPATTETCHHAN .,
2. lMoaroTorka ToKTa1a (MPeIeHTANA) Ha TeMy «CHeTeMaTH2aia JJOKYMEHTOR H HY XpaHeHHEes,

Tema 4.2. Homenknarypa
aea. Bukl, nainadenme,
MopaaoK

COCTABRJICHAA

Copepaanne vaeiHOTo MaTepHAJIa

(R

TOHATHE «HOMEHEIATYDA JIETH,

HpakTAYuecKHe 3AHATHEA

Homen EIIATypa Je1. llﬂﬂHE'l'HHHblﬂ' AKThI, HENOUEIYVEMUHCCH ITPH COCTARMCHHAN HOMCHEIATYVRRL JICT,

CaMocToATeNbHAR padora (0HO 13 3a1aHnii Ha BRIDOp)

1. Hoaroroska wadioHa HOMEHRIATYPE I JUIH 0JHOIO H3 NOAPAZIENSHHN NPenpHaTHs {OPraHH3aug ) Ha BRDOp.
2. IMoaroToskd NPC3CHTALMK Ha TeMy «BHAB HOMCHEDATYD A,

Tema 4.3, Ioaroroska
MOKYMENTOR K IIEpPe1ade na
APXHBHOE Xpanenne, Cpokn
XpaHEHUS J0KYMEHTOER
NpeInpHATHA

Coaepaanne yaeduoro MaTepuaia

ITorsTHE CAPKXHBHOC XPAHCHHUTR.

CamocroaTensnan padora (o1Ho U3 sajaHui Ha sebop)

|, MoaroTorka MPeICHTAIINN HA TEMY « IKCTIEPTHA HEHHOCTH JOKYMEeHTOR, DcobeHHOCTH paboThl JKCTIepTHOH
EOMHCCHH»,

2. IMoaroToBka cooDIICHHA HA TEMY “3aK0HOJATENLHEC AKTE H HOPMATHEHO- METOQHYCCKHE AOKYMCHTEL
thejiepantioil apxueHOH cavaiEl PoccHH N0 apXHBHOMY XPaHEHHIO JOKYMEHTORY.

2.3

Faver

4

Beern

S4uacor

JLg xapakTepHCTHKH YPORHA OCBOCHHA yuelHOTO MaTepHaIa HCTIONB3YVIOTCA CIe/IVIONIHe 0003HAMeHHS:

l. o3HAKOMUTEIBHEL ( y3HABAHHE paHee H3VICHHBIX 00BEKTOR, CBOICTR);

2. penpoAYKTHEHBIH (BRIIOIHCHHE JICATEIBHOCTH N0 00PA3LY, HHCTPYKLHH HIH NOJ PYKOBOICTBOM)

3. IPOIYKTHBHEI (MIaHHPOBAHHE H CAMOCTOATENBHOE BRITIONHEHHE JICATEIEHOCTH, pEIIeHHE MPpodIeMHBIX 3a1a1)




3. VCJIOBHSA PEAJTM3AIIMHN YYEBHOM JJHCITHTIIMHBI

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:

MOCAIOMHBIC MECTA M0 KOJIHYECTRY 00yHatonmxcs,
padoyee MECTO NPENOIaBaATENA:

KOMIUIEKT YUeOHO-HATIaIHEIX 10CODIH,

Texuuueckue CpeldcTBea Dﬁ}"'-l CHHH:

KOMITBIOTCP,
MYJIETHMETHATIPOEKTOP,

MPOEKIHOHHBII FKpaH

3.2. Hudopmaunonnoe odecneqenne ody4eHHs

Mepeuenn PeKOMEHIYeMBIX YUeDHBIX W3 TaHHI, HuTepHEeT-pecypeos,

AOTMOJTHHTEILHOH JIHTepPaTyphl

H{I]]HﬂTHBIIHE JOKYMEHTHI

1.

Ly

I_GC}"EH]J'ETBCIIIIHH CHCTCMa  JOKVMCHTAUWOHHOTO obecneyeHna YTPABICHKA.
OcHoueie  nonomenua.  OO0wwme  TpeOoBaHMA K JOKYMEHTaM H caymbam
JOKYMCHTAUHOHHOTO obecnedenns (I'CHOV).

FOCT P 7.0.97-2016 «Cucrema ctangaptor no wHgopManumn, OHOIHOTETHOMY W
H3farenbekoMy  jeny.  OpraHdsallMOHHO-PACHOpPAAMTENbHAS  JIOKYMEHTALUA.
Tpebosanng K 0(pOPMISHHID TOKYMEHTORY

'OCT P 7.0.8-2013 «Cwuctema cranzaptoB 1o wHpopmanun, OnbnHotedHomy H
H3AaTeNbCKOMY  Jeny.  JIelonpoHspoJcTBO W apXHBHOE [el0.  TepMHHEL H
OTIpeac/ICHHA »

Tunosas  MHCTPYKUMA N0 JIQIOUPOH3BOACTBY B (efiepalbHBIX  OpraHax
HCIOIHHTEIBHOH BIACTH.

OcnoBHBIE NpaEuna paboTE APXHEOB OPraHH3aLiL

Tunopoe nonokeHne o0 BEACHUH AENONPOHIBOACTEA 110 NPELIOAKCHHAM, 3a8BIEHHAM
W Kanobam  rpawaaH B TOCYIAPCTBEHHBIX  OPraHax, Ha TpPEANPHATHAX, B
VUPCHICHHAX H OPraHH3aHiIx

ITpuraz MunkyaeTypel Poccun ot 25.08.2010 N 3538 (pexn. or 16.02.2016) "O0
yTeepkacHHH  "llepevHs  THMOBBRIX  YNPARMCHYCCKHX  APXHBHBIX  JIOKYMCHTOR,

O0PasYIONIHXCA B TPOLEcee JEATENEHOCTH TOCYIapCTBEHHBIX OpTaHoB, OpraHob
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MECTHOT'O CaAMOYINIPABIEHHA H npraﬂnaauuﬁ, C VE4d3IdHHEM CpPOKOB .‘l{|‘J'EH-II.=_"HIH-'-I1'|

(Faperucrpuposado B Munwocre Poceun 08.09 2010 N 18380)

OCHOBHEIC HCTOUYHHKH:

. Abynanse, /I T JlIokyMEHTaAUHOHHOE 0DCCNCUEHHE YIIPABICHHA NMEPCOHATOM | YUCOHMEK
W npaktkym ana CIHO /JL T, Abynanze, M. b, Beinpaxkuna, 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, H. K. JokyMentauHonnoe obdecrnedeHne yrpasieHus + tectol B 2DbC
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
[Tpodeccuonansioe 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

NENONPOHIROACTRO @ yueOnuk 1 npaktukyM aas CINO / M. H. Kysueuor. — 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. Hdenonpouseoacteo © 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 : [Ipodeccnonanshoe obpazoranne), — ISBN 978-5-534-05783-6, —
Pexum JTOCTYIA : www .biblio-online. ru/book/DIDA3IEDE-226D-4EC9-376C-
F47D53A990C9

11



. Wlyeamora, H. H. Jlokymentanponnoe obecrnedyeHne yhpaeneHHs @ yieOHHK WM
npaktukym ana CIIO / H. H. ysanosa. — M. : Haparenscreo Hpairr, 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, JIokyMeHTAalHOHHOC OOCCIICUCHHE VIpPaBICHHA | VUcOHHE W

npakTirym aaa CIHO /T, A, Kazakeruu, A, M. Tranuy, — 2-¢ w3, ucnp. w gon. — M. :
Hanarenscrso Hpaiir, 2018, 177 c. (Cepusa : Tpodeccnonansnoe 00pazoBanue).
— ISBN  978-5-534-06291-5. —  Pexum  J0CTVIIA : www.biblio-

online.ru/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  gocTyma  : 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.
Hveanora, A. H). Meanora ; nox obm. pex. H. H. lyranoroii. — M. : HagatenscTio
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 genonpodseodcTea. A3ek cyvaedHoro JoKyMenTa @ vuedHHK
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

JIOKYMEHTHRI [ InekTponnslii pecype] /Pesknm noctynahttp://www.consultant.ru



2. Tapant — 3aKOHOMATENLCTBO (KOJEKCH], 3dKOHBI, YKa3ibl, noctaHoenenns) Pd,

AHAIMTHEA, KOMMEHTAPHH, NpakTHka [Dnekrpodusiil pecype] / Pesus ocryna

http://www.garant.ru

3. http:/'www.edou.ru/ - DHUMKIONEIMA TEIONPOHIBOICTE

4, www.e-reading.club/.../Smimova - Deloproizvodstvo _dlyva sckretaryva - Kawra:

JACIOMNpPOU3IBOQJICTRO LTI CCEpCTApH

Al A

10, http://working-papers.ru/ -

http://'www.pseudology.org/Documets/Deloproizvodstvo.htm —

Obpasuel M

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

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

http://evolutsia.com/ - HeTopHs Ien0onpoH3BOICTEA

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

madnodsel  JOKyMeHToB 9.

HeTopua

pazeuTHA PoccHiCKOTO 1EN0NPOH3BO/CTRA

1 1. http://rudocs.exdat.com/docs/index-450932.htm] - Pedepar «KpaTkas ucropus

PazBHTHA JEJTONPOH3IBOACTEA B PoccHny,

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

HA MPeanpHATHA

13, http://base. garant.ru/ - cnpaBouHO-npaeoBas cucrema [apant

14, http://www.consultant.ru

cnpagodHo-npasosas cucrema Konevaesrant-nuoce 14,

http:/fwww.delcomp.ru/010 2 html - nenonponzroacTeo

15.15.  http://working-papers.ru/

JOKYMEHTOODOPOT

HACIOHPOH3IBOACTEO H AUIEKTPOH HbIH

4, KOHTPOJIb M OIEHKA PE3VJIBTATOB OCBOEHHA VYYEBHOMH
JAHCUHHILTHHBI

I{EI'H'I'[J'DJIE H OLEHEA PpesyilbTaToB OCBOCHHA }""-lE'ﬁHiJfl JAHCHHIUIMHBL OCYINECTBIIHCTCAH

[Ipernojasarcicd B OpoHccce MNpOBCOACHHA [MPpakTHYCCEHX 3AHATHI, TCCTHPOBAIHA, CO3JMaHHE

MPEe3eHTALNH, JOKIA0B, A TAKKE BRIMOTHEHHA 00 VHAIIMMHCH HHANBHIYVAIBHEIX 3a]IaHHI,

PezyasTarhl 0dy4eHHs
(OCBOEHHS YMEHHS, VCROCHHBIE 3HAHNSA)

II‘lll]]!ﬂl:nl H MCTOEKIL KﬂHTPl]JIH H OIHEHKH
Pe3VILTATOR 0GVIUEHHN

YMETh:

OPOPMIATE TOKYMECHTALHIO B COOTBCTCTBHH
C HOPMATHBHOH ©Oa30ii, B TOM YHCIE C
HCIIOIBE30OBAHHCM HIl!’.bﬂpMEILI.HﬂIIIII:IP'L

TEXHOJIOTHH;

[IpakTHyeckad pabora
CamocTosTensHas padbora
Tecruposanue

YeTrRIi onpoc
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HCIIONIB30BATE  YHH(JMUHPOBaHHEIE  (POPMEI

[MueeMennslit onpoc

,I[{.'II'IZ}"M CHTOB,

= CBRAHBATE TEXHOTOTHH
ABRTOMATH3IHPORAHHON 0bpaboTKH
TOKYMEHTALIH;

= Ull'}"LL[CC'I'B:IH'l'b .'-"LFI'E[H'EHHE H IMOHCK
JOKYMEHTOB!

—  HCIHMIBEIOEATE TEIE HDMM}-’H HEAIHOHHBLIC
TEXHOIOTHH B MCKTPOHHOM
JOKYMEHTOODOPOTE,

IHATE

MOHATHA, [ENH, 3aJad9d W  [PHHIMIE
JIETIONMPOHIR0,ICTRA,

OCHOBHBIC TIOHATHA  JIOKYMEHTALHOHHOTO
oDecredeHns YIPABICHHA,

CHCTEMBI JOKYMEHTAHOHHOTO 0DeCreYeHns
VIIPABIEHHA;

KIACCH(PHKAINID JIOKYMEHTOR;

TpebOBaHHA K COCTARICHHIO H O(QOPMIIEHHIO

JOKYMCHTOR,
OpPraHH3aluie  JOKYMeHTOODOpOTa: IIPHEM,
oOpadoTry, perHCTpaLHIO, KOHTPOIIb,

XPAHCHHE TOKYMCHTOB, HOMCHKIATYPY JCI.

[TpaxTHueckas pabora
CamocTostensHas paboTta
TecTuposanue

YeTHEI onpoc
[IMceMeHHEI ompoC

14

Created by free version of DocuFreezer



	sub_10539
	sub_10539

