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1. MACIIOPT PABOYEH IMTPOTPAMMBI YYEBHOH JUCHHILTHHBI
OIT 14 «/TokyMeHTAIHOHHOE oDecTiedeHHe YIPaBJIeH s

1.1. OdaacTs npuMeHeHHs paboded MporpaMmMel

Patouas nporpamma yucOHOH aMcuMIuinHibl «JoKyMCHTALHOHHOE 0DCCNCYCHHE YIPABICHHA
ABTACTCHA YAaCThHY NPpOrpaMMbl NMOANOTOBKH CHCHHATHCTOER CPCOHCTro 3BCHA B COOTBCTCTEHH C Proc
CIIO no cneunansnoctn 40.02.01 «lIparo u opranmsanmsa conpansHoro obecneqeHus» (yraydneHHasn
noaroroska), yreepaacunoro Ilpukazom  Munobpnaykn Poccum or 12.05.20014 N 508 (pea. or

14.09.2016)

1.2, MecTo yuedHOH JHCUHIIHHEB] B CTPYKTYPe OCHOBHOM npoeccHoHaILHOH
00paz0BATEIBHOH MPOTPAMMEL:
Vyebnag aucummaniaa  «JoKyMeHTAlHOHHOS 0DECIedYeHHe VIIPABICHHA» BXOJIHT B COCTaB

oOnienpoheccHOHATEHEIX THCITHILIHH NMpoheccHOHATEHOTO YIeOHOTO IHKIIA,

1.3, Mean w 3amaud yaedHoll JIHCHHIUIHHLI — TpedoBanHd K pesyiabLTarTaM oCBOEHHS
yaedHOol JIHCHHILIHHBL:
B pesvnesrare ocsoenns yuebHoH aucuHiiivibl «JokyMeHTaumorHioe oDecnedeHne yipasieHHs »
00 YIAKIHHCH TOTKEH
}'ME’I'EZ
~0pOpPMITATE OPTaHWZAITHOHHO-PACTIOPAIHTENRHEIE TOKVMEHTEI B COOTBETCTEHH ¢ ISHCTBYIONIHM
I'OCTom;
~OCYIIECTRIATE 00pabOTKY BXOIANMINX, BHYTPCHHHX H HCXOIAIIHX JOKYMEHTOB, KOHTPOIb 384 HX
HCTIOTTHEHHEM
—GLI}D[]IMJ[HTI: AOKYMEHTE]L JUJIH HEPEAAHH B dAPAXHB OPIaHHIAIHEF,
3HATH:
-MOHATHE JOKYMEHTA, €r0 CBOHCTRA, crnocodml JOKYMEHTHPOBAHHA;
-MpaBiiIa COCTABICHHA W O(DOPMICHHA OPraHu3alHOHHO-PACTIOPATHTEILHEIX JokyMeHToB (OPIT):
-CHCTEMY H THIIOBYH TEXHOJIOTHI JOKYMEHTAIHOHHOTO obecneveHus yupasnenna (1OY);
~0CODEHHOCTH  JICJIONPOM3BOACTBA 10 00palleHMAM  I'paxiaH W KOH(PMASHUHANBHOIO

ACTONpOH3IBOACTEA.



B pesynkTaTte H3YUEHHA IHCIHIUTHHEBI CIIEHHAITHCT JTOJKEH OBIIAAETE CIEIVIOIHMH
KOMIIETEHIIHAMH

OK 1. TlonsMaTes cYIMHOCTE W COUHANBHYIO 3HAYHMOCTE cBOCH Oyayiiei npodecciH, TposBIsaTE
K HEH YCTOHYHBBIH HHTEPEC.

OK 2. Opraid3oBelBaTe  COOCTBEHHYW) JIEATEIBHOCTE, ONpeIelaTh MeTOJAsl W CHocoDhl
BRITIOIHEHHSA MPOQecCHOHATRHEIX 327124, OIEHHBATE HX dYMPEKTHRHOCTE H KAYECTRO.,

OK 3. Pemare npobneMel, OIEHHBATE PHCKH H NPHHHMATE PENICHHA B HECTAHIAPTHBIX
CHTYaLHAX.

OK 4, OcymecTBIATE MOKHCK, aHATIH3 H OLEHKY HH(OPMALHH, HeOOX0IHMOI /14 MOCTAHOBKH H
peleHns npodeccHOHANLHBIX 3a1a4, NpoeCcCHOHAIBHOIO H JIHYHOCTHOIO PAIBHTHE.

OK 5. HenonssoeaTh HHPOPMATTHOHHO-KOMMYHHEALIHOHHBIC TEXHOMOTHH 17158
COBCPUICHCTBOBAHNA NPOfecCHOHANBHON JCATENBHOCTH,

OK 8. CaMocTosTe/IbHO OUPEACIaTs 3al1aqd NpodeCcCHOHANBHOTO W JIHYHOCTHOIO PasBUTHA,
3AHHUMATHCA CaMO00pa30OBAHHEM, OCOIHAHHO NIAHHPOBATE MOBBIIIEHHE KBATH(HKAITHH,

OK 9. OpueHTHpPOBATECH B YCIIOBHAX NMOCTOAHHOIO H3MEHEHHA NPaBoBoi Daikl.

MK 1.1. OcymecTRaaTs npodeccHOHaIBHOE TOJKOBAHHE HOPMATHBHBIX NMPARBOBBIX AKTOR I
PEATHIAIHHA TTPAE IPawIdaH B {:fl'}EpE! TMMEHCHOHHOTD ﬂﬁEﬁEHﬂ‘IEHHH H EﬂIlHEJ'[LHﬂ-ﬁ SAMIHTRI.

[TK 1.2, OcymecTBIaTE: NPHEM TPadIad Mo BOMPocaM NEHCHOHHOTO 00eCneYeHHd H COIHAIBHOMH
ZAMTATEI,

[TK 1.3. Pacemarpusars lAKET JOKYMEHTOB Ul Ha3HAYeHMA [eHCHH, nocodHil, KoMIIeH AL,
APYIHX  BRIIIAT, a Takke MEp COUHANBHOH MNOAICPAKH OTACHBHRIM KATErOPHAM  pakIaH,
HYEJAMIHMCA B COLHATLHOH 3a1lHTE.

[TK 1.4, OcyecTtBnsaTe YCTAHOBAEHHE (HA3ZHAYEHHE, Nepepacyer, NepeBojl), HHISKCAUMID |
KOPPEKTHPOBKY NMEHCHH, HAZHaueHHe nocoDHil, KOMMEHCAITHI W IPYTHX COLMAITLHBIX BBINJIAT, HCMOIB3YA
I*II-IIL]]D]]'M AdHHOHHO-KOMITBHITCPHBIC TEXHOIOIHH.

ITK 1.6. KoHcyneTHpoBaThL rpamiad H NPEACTABHTCICH HPHAWYECKHX JHIL M0 BONPOCaM
NEHCHOHHOTO ofecnevyeHnd H COIHATBHOMH 3alllHThI,

[MK 3.3, CocTapnaTe 3ageleHHs, 3alpochl, MPOCKTE OTBCTOB Ha HHX, [POLHECCVAILHLIC
TOKYMEHTRI ¢ HCTIOTB30BaAHHEM HHPOPMAIIHOHHBIX CIIPABOYHO-TIPABOBEIX CHCTEM.

[1K 3.4, @opMHpOB4ATE © HCIONB30BAHHEM HHQOPMALUMOHHEIX CIIPABOYHO-IIPABOBLIX CHCTEM
MaKkeT MTOKYMEHTOB, HEOOXOIHMBIX 1A NPHHATHA pEeNIeHHA TPABOMOYHBIM OPraHOM, MOAHOCTHRIM
JTHIIOM.

[TK 4.1, ITnapuposats padoTy 00 COLHANLHON 3aIMHTE HACEICHHA, ONPEACIATE €€ COACpKaHHe,
{POPMBI H METOIEL.

r[lHHHhIE pesviIbTaThl JOCTHIAKITCH IIPpH HMCHOJIBIOBAHHH AKTHBHBIX H HMHTEPAKTHBHLIX E]:FEF]JM

NMpoBCOCHHA JAHATHH, B TOM 4YHCHe nmpH  MoMoOMmH - 3ICKTPOHHEIX Gﬁpﬂiﬂﬂﬂmﬂblihl.‘-{ PCCYpCoR,
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HHPOPMAITHOHHO-KOMITBIOTEPHBIX ~ TEXHOIOTHI, TOCPEICTEOM OpPTaHH3allHH  CEMHHAPOR, KPYTIBIX

CTONIOB, HOAINOTOBKA HHIAHBHIYA/IBHBIX ITPOCKTOBR.

1.4. Kootn4ecTEO 4acoB Ha OCBOCHHe padoueii nporpaMMel yHebHol THCHHILIHHEL:

MAKCHMAIBHOH yueOHoH HarpyskH odydalmuxces - 84 gaca, B TOM YHCIIE:
00A3ATENBHON ayIHTOPHOH yueDHON HArpy3KH 0DyJalomeroca -56 4acon;

CAMOCTOHTENBHOH padoTsl obyualowerocd - 284yacos

2. CTPYKTYPA H COJIEPAKAHHE YYEBHOH JJUCIMILIMHBI
2.1. Odbem yuedHOH JHCHHILIMHEL H BHALI YuedHoH padoTsl

Odbem yaedHOH THCHHNIHHEBL H BHIbI Y4eDH0#H padoTbl (ouHan Qopma)

By yuebnoi paboThl KomnuecTro
HACOB
Makcumansias yaedHas Harpyska (Beero) 84
OQbszaTeibHAs AY/IHTOPHAH HAIPY3IKa (BCEro) 56
B ToM HHCIIE!
TEOPETHYECKHE 3aHATHA 36
NMPAKTHYECKHE 3aHATHA 20
CamocTosiTe/ibHanA pabora ofyvarwuierocs (Beero) 28
Hroroeas arrecranua B popme 3avera
Obbem yuedHoH JHCUHILIHHBL H BH/1bI YaedHoH padors! (3aounas dopma)
Bun yuebnoi paboTer KommiecTro
4acoB
Marcumanbias ydednasa Harpyska (BCero) 84
Oon3aTeILHAR AVIHTOPHAS HATPY3IKA (BCEr0) 8
CamocTosiTe/ibHAR padoTa 00Y4AKIErocs (BCero) T6
Hrorosas atrecranus B hopme 3aveTa




2.2, TemarnueckHi IJIAaH U cojepRanne y4edHOH AHCUHILIHHLI

«/loKYMeHTANHONHOE oDeciIeuenHe YIIPABRIEHHAY»

Hanmenosaune Cojepamanse y4edHOro MATEPHAJA, JADOPATOPHBIE PADOTHI H NPAKTHYECKHE 3AHATHH, Odbem Ypopeun
pa3iesior H TeM CAMOCTOATEIBLHAN padoTa 0dYIaWIIHXCH, KYPCORas padoTa (MpoekT) JACOR OCROCHHA
1 _ 2 3 4
Pazgen 1. Beeaenne g genonponseoacteo. Odmme npagnia ohopMaeHusd 10KYMEeHTOB
Tema 1.1. OcHoBHEIE Cogepxanne y4edHOro MaTepmana 2 1
NOHATHSA KYpCa, [Monatusa «JokyMelTs, «10KVMEHTHPOBaAHHE Y, «10KYMEHTAIIHOHHOE ODeCceYcHHE YIIpaBIcHIA»,
KAACCHPHKAIHA rocynapcTeeHnan cucrema OV, [lepuoanzauna. Knaccnurkauna 1okyMeHTOR,
Je10BOi
,'j,[lli'}’MEHTﬂllHH.
PazeuTHe
AeNONPOH3BOICTEA B
Pocenn _
Tema 1.2, CymnocTh Comepanue y4edHOT0 MaTepHaa 4 1
YHH(pHEAIHSA H [ToHATHA «VHH{HKAIIHA», «CTAHIApTHIAIMAY, «DnaHk JoxkyMeHTa». [Ipagiia ofopMmenns
CTAHIAPTH3AIHN B JOKYMEHTOR
AeJIONPOHIBOICTRE, CamocToaTe LHasn pabora 2 3
ObdmuHe HOPMEI H |. CocTapjieHHe OCHOBHRBIX BHI0B DJIAHKOB JOKYMEHTOR
npagnaa opopmIeHH 2. lMoaroroeka coodmenna (oxmaaa, npeseHTaum, pediepara) na Temy «HeTopua nosenenns
AOKYMCHTOB. DIIAHKOR .
baaHKHIOKYMEHTOR. 3. Dcce Ha Temy «llenccoodpasHOCTL HCNMIL30BAHWA DIaHKOB B X X] BEKe»,
TpedoBanns K HUM. 4. CocTarJI¢HHE OTIOPHOTO KOHCTICKTA Ha TeMy «Oco0eHHOCTH A3BIKA JEI0BRIX TOKYMEHTOR. POk
KJIIHIIIC B ﬂfbHIlHEJIEHﬂ—ﬂEﬂDHﬂM HAIRIK G,
Tema 1.3. Pexkeusurel 1 Cojgepaanne y4edHOIo MaTepHaia 4 1
MX npeaHasHavueHne. I TOCT P 7.0.97-2016 «Cucrema cTanaapToR 1o HHpopMaimi, 0nbIHOTEMHOMY H H3IATETRCKOMY
I'ocT P 7.0.97-2016 aeny. OpranfzalHOHHO-pacHopAIUTeNbHAA JoKYMeHTaImA. TpedoBanns K o opMICHHIO
{{GHETE‘ME CTaH1aproe AOEYMCHTOBR, TTOHATHC CPCEKBHIHT JOEYMEHTA
no Hupopmamnm, CamocTosTeabHas pabora (01HO W3 3a1aHHH HA BRIDOP ) 2 3

OHDIHOTEUHOMY H
H3IATEeIBCKOMY ey,
n]]rﬂl-ll'l'lﬂl]:lll]l-l HO-
pacmopiIHTeILHAR

1. Ilposenenne cparpuTentHoro anammza npeasaynmx 'OCTor u 'OCT P 7.0.97-2016
(CpaBHUTeNLHAA TAOIHILA, NPE3CHTALIMA, TOKIaT).
2. lMoaroroeka npeseHTaumy (Joknana. pedepara, cooOLICHHA) HA TEMY

- wPerBHINTEL Ops.




AOKYMEeHTALHA. 3. CocTaBleHHEe KapToYCK, NPEACTARTAIONINY OTICIBHEIC PCKBHIHTE TOKVMEHTA,
Tpebosanua 4. [Moaroroeka coobmenus ga TeMmy «Heropna noaeneHna pekKBHIHTOBY.
ohopMIIeHH D
AOKYMEHTOBRY
Tema 1.4, Cogepaanne y4edHOT0 MAaTEPHAJIA. 1
Hpuanseckan cuaa [MonaTHE WOPHIMYECKAR CHITAY, PEKBHIHTRI, TPHIAIOIIME JOKYMEHTY PHIHYECKYH) CHITY,
MOKYMEHTA. IpakTHYeCKHE 3aHATH 2.3
PexBHINTSI, Topanok odopMaeHHa IOPHIHYECKH BAAKHBIX PEKBH3IHTOR.
NpHAAIOHIHE TOKYMEHTY | CamocToATeaIbHAR paboTa 2.3
HPHAHYECKY ) CHITY 1. Pabora ¢ T'OCT P 7.0.97-2011 6
Paznen 2. OcHOBHBIE BH/IEI OPraHu3aHOHHO-PACTTOPAAHTEIEHOH TOKYMEHTAIHH
Tema 2.1. IpakTHYeCKHE 3aHATHA 3
Opraum3agHoHHbIE Ipasuaa oQopMIeHHA pasIHYHBIX BHIOB OPraHi3allHOHHEIX JOKYMEHTOE.
MOKYMeHTRI. BHaI, CaMocToaTeabHaA pabora (0JHO W3 3aJaHiH Ha BEIOOP): 2.3
HAZHAYEHHE, NPABHIA I. CocTagnenne MogeaeH-o0pasos (1adloHoR) Opraiv3alHOHHBIX TOKYMEHTOR.
ﬂll}DPMJl'L‘HHlI 2. lloaroroeka coobdleHHA Ha TEMY «Buasl H HazHAYEeHHE OPraHu3alHOHHBIX JIOKYMEHTORY,
3. Pemenne 3anaq,
Tema 2.2, IMpakTHYecKHe 3anATHA: 3
Pacnopsiure/ibHb1e BHALI W Ha3HAYEHHE PACTIOPAAUTENBHEIX JOKYMEHTOR. TpedoBaHHA, NPeabARIACMbIC
AOKYMeHThI. BHARL, K TEKCTY H 0pOPMIIEHHIO pacllopaHTeNsHEIX JokyMeHToB. [Ipasnna odopMieHns pasiHuHEbIX
HASHAYECHHE, PABHIIA BHIOB PACTIOPAIHTEIBHBIX JOKYMEHTOR,
ohopMITEHHA CamMocToaTeasHan padoTa (01HO W3 3aJ1aHii Ha BRIDOP) 2.3
I. CocTapneHue Moaeaci-odpaszior (madnoHoR) pacnopaIHTEeIBHEIX TOKYMEHTOR,
2. HD}II'D’IUBHH Uﬂﬂﬁl.l.l,EHH.'El Hd TEMY «B HIbl H HASHAYCHHC DACHIOPDAIHTC/IBHBIN HOKYMEHTOBR.
' 3. Pemenne 3anav.
Tema 2.3, Cnpagouno-  [lpakTHYecKHe 3aHATHA 3
HHpOpPMAUHOHHBLIE BHIEI 1 HazHaueHHE CIIPABOYHO-HHPOPMAITHOHHEBIX JIOKYMEHTOR,
AOKYMeHTHI. BHABI, Tpebopauus, NpebABIIEMbIE K TEKCTY H 0GOPMISHHIO CNPaBOMHO-HHBOPMAIHMOHHBIX
HA3HAYEHHE, MPABHIA JokyMeHTOB, lpasnna oopMacHUA pazTHYHBIX BHIOB CIPABOMHO-HHPOPMATIHOHHBIX
oopmiacHNHA JOKYMEHTOB.
CamMocTodaTeIbHAA padoTa (0/1HO H3 3a/laHHH Ha BRIDOP): 2.3

|. Cocranenne Mogened-o0pasuos (1abinoHoB) cripaBouHO-HHPOPMALMOHHBIX 10KYMEHTOB.

| 2. BHapl M HasHAYEHHE CIIPaBOYHO-HH(OPMAITHOHHBIX JIOKYMEHTOR,




3. Pemenme sanau.

Tema 2.4. JTorkyMenTh Cogepxanne y4edHoro Marepmaa 1
1o TPYA0BBIM [HonaTua «kagposas JOKVMeHTAUHA», «YHUGHIHPpOBaHHEIE (hOPMbLY,
OTHOLIEHHAM. CamocrosTensHasn padoTa (01HO 3 3a1aHHH HA BEIDOP) 2.3
Kiaacendmxanus, |. 3HakoMCTBO ¢ YHH(PHIMPOBAHHBIMK (POPMAMH (NPE3CHTALNA, JOKIA, HAMTSHEIH MaTepHa).
npaenia 2. CocTarneHHe OMOPHOTO KOHCTIEKTA Mo TeMe «Knaccupukaima TOKYMEHTOR 10 TPY/I0BRIM
odopmirenns OTHOLLEHH A M,

3. OrpaboTKa HaBBIKOR 3aNOIIHEHNA YHHOHIIMPORAHHEIX (hopm.

4. [ToaroToeka coodUIeHHA Ha TeMy «JoKyMeHTaNbHOEe oopMISHNAE 0T3RIBA PADOTHHEA H3

OTITYCKA».

5. IMoarororka noknaaa Ha teMy «/loKyMEHTHI, COCTARIAIOIINE MHYHOE 1en0 padboTHHEA, [lopanok

(hOPMHPOBAHKA JTHHHOIO Jelan.

6. [loarororka coobmenns aa temy «OcoDeHHOCTH COCTARIEHHA H OMOPMIEHHA PEIHOMEN,

7. Iloaroroska coodimenus Ha TeMy «OcoDeHHOCTH COCTABICHUA W opopMICHIA aBToOHOTpadimy,

8. [Mogroroeka npescHTaumuu Ha TeMy «OcoOCHHOCTH 0hOPMICHHA TPYIOROTD JOTOBOPAR.
Pasjnen 3. Opraumsauns JJOKYMeHTO0D0pOTA
Tema 3.1, Opraunzauusn | Cojgepxanne yuednoro marepnana 2
AOKYMenToodopoTa. [Monatua «Hexoaammi TOKYMEHT, «BX0IANINH JOKYMEHTY, «BHYTPEHHHH JTOKYMEHTH,
Oobpadorka BXOJHIUHX, opranHzauua paboTel ¢ qokymenTanmu, Conepskanne yuedbHoro Matepiana. OCHOBHBIE TOKYMEHTHI,
HCXOAHAIIHX, HPHXOAAUIHE OT hH3HMYeCKHX JIHLL
BHYTPEHHHX TlpakTHueckne 3aHATHA: 2.3
JAOKYMCHTOB. ]'[npﬂ,rmr{ nﬁpaﬁnTKH BXOJAIHX, HCXOIAIHX H BHYTPEHHHX JIOKYMEHTOE.
Oprauusanua padorel ¢ | [Topagok npueMa 1 o0padoTKH KOPPECHOHACHIHH OT (PHIMYCCKHX JTHIL.
ofpaleHHAMH Camocroarensunas padora (0HO H3 3aJaHHH Ha BRIDOD) 2.3
rpaiiaH. |. ITogroroeka coodenna Ha TeMy «CTPYETYpa H (PYHKIHHA CITy:RD TOKYMCHTALHOHHOTO

oDeCneUcHUA YIPARICHHA (YIPARICHHUE JCTIAMM, CCKPETAPHAT, KAHLICAPHA, JKCIIEIMIINA )»,

2. IoaroToeka cooDIMENHA Ha TeMY «DVHKIIMH COTPYIHHKOR CITy®OBI JLJOY»,

3. [Moaroroska noknajia Ha remy «Muerpyknma 1o JoKyMeHTALHOHHOMY 0DeCIIe eHHIO
YITPABICHHA Y,

4, CoCcTaRICHHE CXEM JIBHACHHA pPasHbIX BHIOB JOKYMCHTOB.

5. CocTaeneHue cpaBHUTENLHONH TaDIHLL « ITansl 00padOTKH PA3IHYMHEIX BH0BE JOKYMEHTORY,

6. IToaroTorka coodmenns Ha TeMy «OcobeHnocTH TokyMeHTOo0DOpoTa B Danke», 7. T.IloaroTorka
HpeseHTALHH Ha TeMy «Buasl oDpateHyi rpasiany.

- 8, lloarororka coobmenna Ha Temy «OcobeHHOCTH padoThl ¢ 0OpalIEHUIMH TPakIaH»,




9. IpeanmomenHs Mo YIVUIIEHHI padoTe PEANPHATHH (opraiuzaniii) ¢ odpaneHHIMH TpaskTaH.

Tema 3. 2.
Perncrpauus u

Cojgepaxanue yuednoro MarepuaJa

[HouaTHa «perncTpalHOHHbLIH HOMED (MHIEKC) JOKYMEHTA», «KOHTPOIb TOKYMEHTA.

KOHTPOIb HenosiHeHHst | [TpakTHyeckne 3ansTHA 2,3
AOKYMCHTOB MopmMel perscTpatii JoKyMeHTOR. [lopaaok NOCTAHOBKH JOKYMCHTOB Hi KOHTPOIb.
CamocrogreabHas padora (0JHO H3 341aHHH HA BLIDOp): 2.3
1. TToaroToeka npezeHTalMK (10Ka/1a) Ha TeMy «DOpPMET pErHCTPAIHH JTOKYMEHTOR»,
2. CpaBHHTENbHBIH AHATH3 JOCTOHHCTE H HEJOCTATKOB (DOPM PErHCTPALIHH JOKYMEHTOR,
3. lMoaroroeka coodmwenus Ha reMy «CoOBpeMEHHBIE TEHEHIIHH B PETHCTPALNH JOKYMEHTOBY,
4. Iloaroroeka noknanaa Ha TeMmy «CpaBHHTEIBHBIH AHAIH3 BHI0E KOHTPOIA HCIIOIHEHHA
JOKYMEHTOB.
5. NMoarororka coodmenna Ha TeMy «ONTHMAIEHEI BHT KOHTPOIA HCTIOIHEHHA JIOKYMEHTOR,
6. Toarororka noknana va remy «COBPEMEHHBIE CHCTEMEB! ABTOMATHIMPOBAHHOIO KOHTPOJIA
JOKYMEHTOBRY.
Tema 3.3. Jammura Cogepxanne vaedHOIo MaTepuana. 2
AOKYMEHTOR, IonaTHe KOMMepYECKOH TAHHEL
ColepaaAllnX CamocTogTeibHas padbora (0/ITHO W3 32/1aHHI HAa BLIDOP): 2.3
KOH(PHIEHITHAIEHYH) 1. loaroTorka qoknaaa Ha temy «llopanok padoTel ¢ KOHPUACHIIMANEHBIMH JOKYMCHTAMHY,
HHpopManmio, 2. [Mogroroeka coodmenns Ha TeMy «CoBpeMeHHBIe CIOCODBl 3aHTE KOH(HICHIHATLHEIX
DPI'EHH'J‘-}!II;HH Pﬂﬁﬂ'['hl C JOKYMEHTOBY.
TAKHMH TOKYMEHTAMH
Tema 3.4, Comepaanue y4edHoro MaTepwasna 1
FNeKTPOHHLIH TTOHATHA «INCKTPOHHBIH TOKYMCHTY, «MICKTPOHHBIH TOKYMCHTOODOPOTY, «IEKTPOHHO-UHppOBas
TOKYMEHT H HOMITHC B, «UIEKTPOHHAN [OYTAM.
NOKYMEHTO0DOpOT. CamocToareasHan padora (0 Ho H3 321aHHi Ha BRIDOP) 2.3

DaekTpoHHO-MPpPORAR
MoJIMHCH

|. [loaroToeka noknaaa Ha TeMy « NCKTPOHHBI JOKYMCHT

JOKYMEHTOODOPOT,

2. [Moaroroska kpyrioro crojia (AHCKyccHH ) Ha Temy «llepenexrusel npobieMsl BHEIPEHHUA
MEKTPOHHOTO JIOKYMEHTOODOPOTA 1 NCKTPOHHO-IIH(poBOIH noanuck B Pocchiy,

3. [logroToeka noknajga Ha TCMY HHGPMETHB][GE COMPOBOEICHHC BHCIAPCHHA WICKTPpOHITO=
HHPOBOH NOATHCHY,

4. MMoaroTorka coodmenHa Ha TeMy « KoMTIIBIOTepH3AIIHA I T0TPOH3ROICTRA HA NPEATTPHATHH Kak
yelosHe BHeApeHua [ocy1apeTBeHHOH cHCTEMBl JOKYMEHTALMOHHOIO 0DeCIIe eHHA YIIPABIIEHUA,

3. loarororka noknaaa va remy «Hocurenn, npuMeHAseMBIe TIPH COZTAHHHA JOKYMEHTOR, H
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Tpebobanis ofoOpMICHHIO WICKTPOHHEIX TOKYMEHTOR,
6. [logroroeka petepara Ha Temy «llocTpoenne anexkTpoHHoro JoKkyMeHToODOpOTA B DaHKe».

Pasznen 4. [lpapnia nepegayn J0KYMEHTOR B APXHE H OPraHH3ANMH APXHEHOI'0 XPAHCHHH

Tema 4.1.
OopMHPOBAHHE H

Cogepxanne v4edHOro MaTepHaja

| Tlonatue HOTIEPATHEHOE XPAaHCHHC v,

onepaTuBHoe Xpanenue  CaMocTosTebHas pafora (01HO W3 3a1aHH HA BRIGOD) 2 2,3
Je |. loaroTorka coodmenna Ha TeMy «Opranu3amig XpaHeHHd JOKYMEHTOR B CTPVETYPHEIX

[oapasaeIeHHAX .

2. Iloaroroeka noknajaa (npeseHTaMu ) Ha TeMy «CHCTCMATHIAIHA JOKYMCHTOB H HX XPAHCHHSH.
Tema 4.2, Cojgepaanne vaedHOIo MaTepHaia | 1
HomenkaaTypa aed. TlonATne «HOMEHKNATYpa Jems.
Buabl, Hasnauenme, IpaKTHYecKHe 3aHATHS 1 2,3
NOpHI0K Homenknatypa aen. HopMaTHBHBEIE AKThI, HCTIONB3YOIIMECH MPH COCTABICHHH HOMEHKIATYPHI JIE1.
COCTaB/IeHHA CamocToaTeasHan padoTa (0/1HO W3 3a/1aHNil Ha BRIDOD) 2 2,3

I. IogroTorka mad/IoHa HOMEHKIATYPEI T 118 OHOTO M3 [MOApasae/IeHnH npeanpuaTi

(Oprasusanun) Ha BelOOp.

2. lloaroToBka Npe3cHTALHH HA TeMY «BHIK HOMCHEIATYD JACT»,

Tema 4.3, llogrororka | Cogepsanne yuebnoro matepuana 4 ]
AOKYMEHNTOB K [lonaTne «apXxHBHOE XpaHeHHE.
nepejayve Ha apxueHoe | CamocTofATe IbHas pabora (0HO W3 3a/1aHHH HA BRIOOP) 2 2.3
xpanenne, Cpoku |. Moaroroska npeseHTalMH HA TEMY «IKCIEPTH3A LEHHOCTH JOKYMEHTOB, OCoDeHHOCTH padoTsl
XpaHeHHH JOKYMEHTOB | SKCIEPTHOH KOMHCCHIY,
NpeANpHATHA 2. Tlogroroeka cooDIIEHHA HA TEMY «3aKOHOIATENLHBIC AKTH H HOPMATHBHO- METOIHYECKHE

JokyMenTsl DelepaibHol apXUBHOR caykOsl POCCHH 110 apXHBHOMY XPaHEHHID JIOKYMEHTOBY.

- auer 4
Beero 84 yaca

Jlns XapakTepHCTHKH YPOBHS OCBOCHHA YHCDHOI0 MATCPHANA HCIIOJIB3YIOTCH CHCAYIOMNE 0D03HAYCHHS:

1. 03HAKOMHTENLHEI (Y3HABAHHE PAHEE HIYIEHHBIX 00BEKTOR, CBOHCTR);

2. penpoaYKTHBHEI (BRIMOTHEHHE ACATEILHOCTH MO 00Pa3Iy, HHCTPYKIHHA HIH M0 PYKOBOIACTBOM )

3. IJF{J,U,}’IETHBHLIIL:I {IUIEHHIJL'IBHHHE H CaMOCTOATC/IBHOC BRINOJIHEHHT HEATCIBHOCTH, PCLICHHE IIPDEJIEMHI:I}‘E H-Eij_IEiT-I]
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3. YCJIOBHSA PEAJIM3AIIHH YYEBHOH JUCIHITIHHBI

3.1. Tpebosannsa K MHHHMAILHOMY MATEPHAILHO-TEXHHYECKOMY oDecnedenmio

Peanuzanma yqebdnoi aucumunnuiel «/lokyMenTanmonnoe obecrniedenne ynparieHuay» Tpedyer

HAIHMHA yaeOHOro KabuHeTa,

Obdopynoranue yuebHoro kabuHeTa:

MOCATOMHBIC MECTA IO KOJIHHECTBY Dﬁ}"‘iHI-ﬂI_IJ,HKEH;
pﬂﬁﬂ-'—lﬂﬂ MCCTO NMPCoOIaRaTeiAa,

KOMIJICKT yMeOHO-HATIAIHBIX NOCOOMH;

Texnuueckue cpeacTea 00VICHNA:

KOMITEHOTCP,
MYJIBTHMCAHAIIPOCKTOPR,

MPOCKIHOMHLI dKpan

3.2. Hudopmaunonnoe odbecnedenne odbyueHns

ITepewens pexoMeHIyeMBIX Y4eDHBIX H3aanui, Hurepuer-pecypcos, 10N0JIHHTEILHOH

JAHTEPATYPhI

Hl]-']MﬂTH EHLIe TOKYMCHTLIL.

L.

l'ocynapcTReHHas cHCTeMa NOKYMEHTAlHOHHOTO obecredeHHA ynpaineHHd. (JcHOBHEIE
nonowennsn. O0wme TpedoBaHMA K AOKYMEHTAM M Ciyx0aM  J0KYMEHTALHOHHOIO
obecrneuenns (I'CHOV).

['oCT P 7.0.97-2016 «Cucrema craspapros no uadopmanun, OHOIHOTEHHOMY H
H3AATENBCKOMY Aeny. OpraHuzalHOHHO-PACIOPAANTEIBHAA JokyMeHTaun. Tpebosanus Kk
O(OPMIEHHIO TOKYMEHTOR R

['OCT P 7.0.8-2013  «CuereMa  cranjaproe  no  HudopMaiuu, OHOIHOTEHHOMY M
W3IATENBCKOMY ey, JJeTonponsBoICcTEO H apXHBHOE 0. TepMHHEBI H OTIPEICTEHHA
Tunoras HHCTPVKIHA TIO JETONMPOH3IBOJCTEY B (Pe/epalbHBIX OPraHax HCTIOIHHTEIBHOH
BIIACTH.

UcHOBHBIE TIpaBHIA PADOTE APXHBOB OPTraHH3aIIHH,

Tunopoe nonoxeHue o BeJASHHH JENOIPOHIBOACTEA 10 IPEUIOKEHHAM, 3AABISHHAM M
KAI0DAM I'pakIaH B rocyIapCcTBEHHBIX OpraHax, Ha NPEINpHATHAX, B VUPCKICHHAX H
OPTaHH3aLHAX

ITpukas Muugynetypel Poccun ot 250820010 N 558 (pea. or 16.02.2016) "OG6
yTRep#IeHHH  "llepevHs  THNOBRIX  YIIPaBIEHYECKHX  APXHBHBIX  JJOKYMEHTOR,

QEPHE}’I{IMHRCH B IIpoUccce ACATCHBHOCTH IMNOCYIapCTBCHHBIX OPradHoB, OpraloR MECTHOTO



CaMOYTIPABIICHHA W OpraHH3alii, ¢ VEKazaHHEM CPOKOB XpaHeHHd' (3apericTpHpOBaHO B
Muuroctre Poceun 08.09.2010 N 18380)

OcnoBHbIE HCTOMHHKH:

o Abynanze, . I JoxkyMmedtaunonHoe odecliedeHHe YIPABIEHHA NEPCOHAIOM | y4eOHHK H
npaktukym ana CHO / J1L T, Abynanze, M. b. Brempmkkuna, B. M. Macnora. — M. :
Hanarensereo Hpaiit, 2018, — 299 ¢. — (Cepua : Ilpodeccnonansnoe obpazoeanune). —
ISBN 978-5-534-01543-0. — Pexum poctyna:www.biblio-online.ru/book/FOB93350-F4BA-
44E3-9EET-DSEFF609ETD3

Kopuces, M. K. Jokymenraunonnoe obdbecneyenne yupaencunsd + rectsl 8 2bC ¢ yuehuuk n
npakTHkyM mna CIIO /M. K. Koprees, A. B, [lmenko, B. A. Mamypuer. — 2-e U3, nep. v
aon. — M. : Hinareascrso Hpaiir, 2018, — 384 ¢, — (Cepua : llpodeccuonansnoe
o0pazoBaHne). [SBN  978-5-534-05022-6. Peannm  moctyma:  www.biblio-
online. rwbook/SE6BE3IEB-E208-4360-84ED-33406B23FDDY

. Kyinenos, M. H. Hokymenraumonuoe obecnedenue vynpaeienusn. Joxysmenroobopor u
AeNOnpoH3EOICTEO @ yueOHHE H npakTHryM g CIIO / H. H. Kysznenos., — 3-e w3, nep. u
aom. — M. : Hznarenscreo Hpaiir, 2018, — 462 ¢. — (Cepua : llpodeccnonansnoe
obpazosanme). — ISBN  978-5-534-04604-5. —  Pemum  goctyna:www.biblio-
online.rwbook/ATE915F2-DBYB-406C-9ABB-2405EC3ADTE]

. I'posoea, O. C. Henonponssogcreo : yaeduoe nocobue ana CIIO /O, C. I'posoea. M. :
Manarensctro Hpaiit, 2018. — 126 ¢. — (Cepua : Tlpodecconansioe obpazoBaHmue). —
ISBN 978-5-534-08211-1. — Pesxum noctyna : www.biblio-online. ru/book/A2664E9F-CB20-
4411-8C16-F8D4342EE412

JononHureibHble HCTOYHHKH

. Kysnenoe, M. H. Hokymenrammnonnoe obecnedyeHHe VIPapIeHHA [epcoHanoM | vuedHHK H
npakrukym s CITIO / M. H. Kysuenos. M. : Haparenscteo HOpaiir, 2019, 521 c.
(Cepusa : Ipodeccnonansioe obpaszosanue). — ISBN 978-5-9916-8809-3. — Pesum nocTyna
: www, biblio-online.ru/book/E9FDBAS3-4037-45A1-8581-1E1EF1555614

. Hoponuna, JI. A. Jlokymentaunonnoe obecnevyeHde yrpasiaeHua | yUCOHHK W NIPAKTHEYM 114
CIIO / JI. A. Jloponuna, B, C. Upurikoea, — M. Mznarenscrro Opaiit, 2018, — 233 ¢, —
(Cepua : Ilpodeccnonansioe odpaszosanue). — ISBN 978-5-534-05783-6. — Pewum nocryna
: www. biblio-online.ru/book/DIDA3ZEDE-226D-4EC9-876C-F47D53A990C9

. Hyeanora, H. H. JlokymentaunonHoe obecriedyeHe yIIpaBIeHHA | y4eOHHK U ITPAKTHKYM A

CITO / H. H. Iysanosa. M. : Hamarenscteo Hpaiir, 2018, 221 c. (Cepus
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[IpoeccHonaneroe obpaszosanue). — ISBN 978-5-334-00088-7. — Pexkum 1mocTyma
www . biblio-online. ruw/book/012C672A-DDEA-4082-B4E7-38021 TEESCO7
. Kazakesud, T. A. JokyMeHTAOHOHHOE 00CCIICYCHHE YIPABICHHS @ YICOHHK H NMPAKTHEYM T8
CITO /T, A. Kazakeewu, A, M. Tranuu. — 2-e m3a., wenp. w gon. — M. : Hinarenscteo
Hpaiir, 2018, 177 ¢. — (Cepua : Ilpodeccnonansioe obpazosaune). — ISBN 978-5-534-
06291-5. — Pewum poctyna : www.biblio-online. rw/book/9B625222-29CE-49AB-98ET-
215DFR6091B5
banr, B. C. JlokyMenTalnoHHoe odecnevenye ynpasinennd. KOpuanueckas TexHHKa @ ydedHoe
nocoone ana CHO /B, C. bant, — 2-¢ u3a., ucnp. w gon. — M., : Hanarensctro Hpaiir, 2018,
103 c. (Cepua : Tpodweccnonansnoe odpasosanune). ISBN 978-5-534-08233-3.
Pesxum moctyma @ www.biblio-online.ru/book/078FCCS53-D514-4CFE-9ASD-CRODECCICEG3
. HokymenToBeleHne © yaedbuuk 1 npakturys o CIIO /JL AL oponuna [u ap.] ; nox pea. JL
A, HopoHuHOI. 2-¢ W31, TIep. H 101, M. : Msgatenscteo Hpaiit, 2018, 309 c.
(Cepua : Ilpodeccnonanenoe obpasoranne). — ISBN 978-5-534-04330-3. — Pemum nocTyma
: www . biblio-online.ru/book/S02E2ABO-DB13-492E-BAAT-186 AABDOSFT79
[Hyeamora, H. H. OcHor JenonpoHiBogcTRa @ yaeOHHK W npakTukym anas CITO [/ H. H.
Llyeanora, A. K). Heanoea ; noja obur. pen. H. H. lyeanoeoii. — M. : Hanarensctro Kpaiir,
20018, — 375 ¢. — (Cepua : [podeccnonansuoe obpasosanme). — [SBN 978-5-534-03058-7.
—  Peskum goctynma @ www. biblio-online. ru/book/3CF6F5A4-2D9A-41 E0-99AE-
SCCI195DF6E9
[ysanosa, H. H. Ocnossl aenonponssofctsa. Asbik cay#edHOro JOKYMEHTa | YYCOHHE H
NPaKTHEYM And akagemudeckoro daxanagpuara [ H. H. llyeanosa, A. 0. Heanoea ; noa obu.
pea. Ho H. Hlysanosoi. — M. : Haparenscerso HOpaiir, 2018, — 375 ¢. — (Cepus : bakanasp.
Aranemuveckuii kypc). — ISBN 978-5-534-00297-3, — Pewum poctyna : www.biblio-
online. ruw'book/E472872E-07FD-4FDA-AT14-807TDACSE36DA

HHuTepHEeT-HCTOMHHKH:

l. «Koncynmerant Ilmoce - 3akodmogaTenbeTBo Pd:  KOJCKCH, 3aKOHBL,  VKa3sbl,
nocranoenenna llpasurensctia Poccuiickod denepaimnii, HOPMATHBHEBIE JTOKYMEHTEI
[PnexTponusi pecype] /Pesum gocryoa:http://www . consultant.ru

2. Tapant — 3akoHOMATENBCTRO (KOMEKCHL, 3AKOHRI, VKazkl, nocraHorneHus) PO,
AHATHTHKA, KOMMEHTAPHH, NpakTHEa |[JnextpoHHwiid pecype]| /[ PemuM goctyna
http://www.garant.ru

3. http:/f'www.edou.ru/ - DHIMENONEIMA NETONPOHIBOICTEA

4. www.e-rcading.club/._/Smirmmova - Deloproizvodstvo dlva sekretarya - Kuura:

ACTONPOH3BROACTRO 1A CCKpeTaps

14



5. http:/www, grandars.ru/ - Metopus aenonponiroacTra

6. http:www kadrovik-praktik.ru/ - Cait no kaaposoMy Je1olpoH3BOICTRY

7. http://delo-ved.ru/ - Bee o genonpoH3BoIcTBE

8. http://evolutsia.com/ - Heropua nenonpouseoacTea

9. http:www.delowork.ru/ - Jeaonponseoacteo

10, http://working-papers.ru/ - Obpazuwm ®w wabnoHel  J0KyMeHTOR 9,
http:/www.pseudology.org/Documets/Deloproizvodstvo.htm  —  Heropua  paseutia
Poceuiickoro genonpous3BoacTea

I'1. http://rudocs.exdat.com/docs/index-450932.html - Pedepar  «Kpatkas  wctopus
pasBHTHA ACA0NponiBoAcTEa B Poccuuy,

12, http://delo-press.ru/articles. - JKypran: JIenonpoM3BOACTRO W JOKYMEHTOOOOPOT Ha
NpeAlpHATHH

1 3. http://base. garant.ru/ - cnpaBoYHo-nipasoBad cHeTema [apanT

14. http://'www.consultant.ru — cnparouHo-nparoras cucrema Koncynerant-nmoc 14,
http:/fwww.delcomp.ru/010 2 html - nenonpounseojicreo

15, 15, http://working-papers.r/ - JIeToNPOH3ROACTEO H 3EKTPOHHBIH TOKYMEHTO0DOPOT

4, KOHTPOJIb MW OIEHKA PE3VJBTATOB OCBOEHHS YYEBHOM
JAHCHHITIHHBI

Kourpone M oOUgHKa pPesyvibTATOB OCBOSHHH y4eOHOH JAHCUMIUIHHBL  OCYLIECTBAACTCH
MpenojasaTe/eM B MpOLEcce NPOBEIACHHA NPaKTHUSCKHX 3aHATHH, TeCTUPOBAHHWA, CO3LaHNe

NPE3CHTALMH, JOKIAI0E, 4 TAKKC BEINOIHCHHA 00VHaKOMMMHCA HHAHBHAYAIIBHBIX 341aHHI,

PEE}’J’II-THTI:.I ﬂﬁ}“IEHHH ﬂlupmm H MeTO/Ik] ICHHT[_IUJIH H OIIEHKRA
(OCBOEHHA YMEHHA, VCROCHHEBIE 3HAHKA) PEIVILTATOR 00VYECHHA

YMETh:

—  ohopMIATE JOKYMeHTaUMK B coorsercrBun ¢ [Ipakruyeckas pabora
HOPMATHBHOI  Oazoi, B ToM uucne ¢  CamocrosrelbHas pabora
HCTIONBIORAHHEM uHpopManHoHHEIX | TecTHpoBaHHE
TEXHOIOTHI; YeTHBIH onIpoC

-  HCTONB30BaTE  yHH(UOupoBaHHEE  (opMel | [THCEMeHHEIH ompoc
HOKYMCHTOB,

~  OCBAMBATH TEXHOJOIMH ABTOMATHIHPOBAHHOM
00padOTKH JOKYMEHTALHH;

—=  OCVIIECTRIATE XPAHEHHE W MONCK JIOKYMEHTOR;

=  HCIMONEIOBEATH TCACKOMMYHHEAIIHOHHRKIC
TEXHOMOTHH B AMEKTPOHHOM
TOKVMEHTOODOPOTE.

3HATH

- TIOHATHA,  UEMH, 3amadd W OpHHOHNBD | [IpakTHueckas padoTa
ACTONPOHIBOICTRA; CamocToATenbHaA padoTa
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OCHOBHBIC INOHATHA ,U,{JH}MEHTELI,HDHH{JI'D
obecnevyeHns ynpagIcHHS;

CHCTEMBl  JIOKYMEHTAIHOHHOTO o0ecnedeHns
YITpaRICHNA;

KIacCHPHKALNID 10KYMCHTOB;

TPeDOBAHMA K COCTABIEHUI) M ohopMISHHIO
JOKYMEHTOB,

OpPraHM3alMie  JIOKYMEHTOoDOpOTa:  MpHEM,
00paboTKy, PErHCTPALIHIO, KOHTPOIb, XpAHEHHE
TOKYMEHTOR, HOMEHKJIATYPY JIE.

TecrupoBanue
YerHeiii onpoc
[THceMeHHBIH OnIpOC
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