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1. TACIIOPT PABOYEM NPOT'PAMMBbI YYEBHOM JUCHUILIVNHBI

OI1 04 «/lokymeHTanIHOHHOE O0ecTieYeHre YIIPaBJIeHHU

1.1. ObaacTs npuMeHeHus1 padoyeil MporpamMmbl
Paboyas nporpamma y4eOHON TUCHUIUIMHBI «J{OKyMEHTAIIMOHHOE 00eCTIeYeHHE YIIPABICHUS
ABIIIETCS. YaCThIO MPOrpaMMbl IOATOTOBKH CIIEUAIMCTOB CpPEJHEr0 3BE€HAa B COOTBETCTBUU C
@enepalibHBIM  TOCYJApPCTBEHHBIM O0pa30BaTEeNbHBIM CTAHIAPTOM MO CHEIHAIBHOCTH CPEIHEro
npodeccuonanabHoro oopazoBanus 42.02.01 «Peknama» 06a30Basi HOArOTOBKA YTBEPKAEHHOTO MPUKA30M
MunucrepctBa oOpazoBanus U Hayku Poccuiickoit deneparuu ot 12 mas 2014 r. N 510
1.2. MecTo yueOHOIi JUCUMILJIMHBI B CTPYKTYpPe 0CHOBHOM NpodecCHOHAIBHOM
00pa3oBaTeILHON POrPAMMBI:
VYyeOHass aucuUIUIMHA «JlOKyMEHTallMOHHOE OOEeCIeueHrEe YIPaBICHUS» BXOJUT B COCTaB
o0mIenpohecCHOHATBHBIX TUCIUILIHH TPOPECCHOHATBHOTO Y4eOHOTO IIHKIIA.
1.3. Heqn u 3agauyum y4eOHOW AUCHMILUIMHBI — TpPe0OBAaHUSI K pe3yjabTaTaM OCBOCHHS
Y4eOHOH IMCUMILINHBI:
B pesynbrate ocBOoeHHs y4eOHOH TUCHMIUIMHBI «J{OKyMEHTaIlMOHHOE 00eCTieueHHE yIPaBICHUS
o0yyJarouuics 10JKeH
yMeThb:
—  0(hOpMIATH JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMATHUBHOW 0a30ii, B TOM YHUCIIE C

MCIIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

MCIO0JIb30BaTh YHU(PUIIMPOBAHHBIE ()OPMBI TJOKYMEHTOB;

OCBaMBaTh TCXHOJIOI'NH aBTOMaTI/I3I/Ip0BaHHOI\/’I O6pa6OTKI/I JAOKYMCHTAIUU;

— OCYHICCTBJIATH XpPAaHCHUC U ITIOUCK JOKYMCHTOB;

— HCIIOJIB30BATh TCJICKOMMYHUKAIITMOHHBIC TCXHOJIOTHU B 3JICKTPOHHOM JIOK}’MCHT0060pOT€;
3HATb:

— IIOHATHE, ICJIH, 3ala41 U TPUHIUIIBI ACJTOIIPOU3BOJACTBA,

— OCHOBHBIC INTOHATUA TOKYMCHTAIIMOHHOT'O obecreueHust YHPpaBJICHUA,

CUCTCMbI JOKYMCHTAIIMOHHOT' O obecrieucHus YHPpaBJICHUA,

KJIacCU(PUKAIIMIO JOKYMEHTOB;

TpC6OBaHI/I$I K COCTaBJICHUIO U O(I)OpMJ'ICHI/IIO JOKYMCHTOB,

OopraHu3anuro I[OKYMCHTOO60pOTaI IpUucMm, 06pa60TI<y, perucTpaiuo, KOHTPOJIb, XPAaHCHUC

JIOKYMEHTOB, HOMEHKJIATypy Ae;

B PE3YIbTATC OCBOCHUA qu6H0ﬁ JAUCIUITIIINHBI <<I[OKyMeHTaI_[I/IOHHOC obecrneucHUe YHOpaBJICHUSI»

06yqa}01unecsi JOJIKHBI OBJIaACTh KOMIICTCHIMAMMU, BKIIFOUAIOIIWMHU B ce0s CIIOCOOHOCTB:



OK 2. OpranuzoBbiBaTh COOCTBEHHYIO NEATEIBHOCTh, BHIOMPATh THUIIOBBIE METOJBI U CIIOCOOBI
BBITIOJTHEHMS PO ECCHOHANBHBIX 3a/1a4, OI[CHUBATh UX dPPEKTUBHOCTh U KAYECTBO.

OK 5. Hcnonp3oBarh HWHGOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B MPOQecCHOHATBHON
JIeATEIbHOCTH.

IIK 1.4. CocTaBisath 1 0pOPMIIATH TEKCTHI PEKIAMHBIX OOBSBICHHI.

I1K 1.5. Co3naBatb BuzyalibHbIe 00pa3bl ¢ PEKIaMHBIMH (DYHKIIUSIMH.

[IK 4.2. Ocy1iecTBasiTh CAMOKOHTPOJIb U3TOTOBJICHUS PEKIAMHOM MPOAYKIIMU B YACTH COOTBETCTBUS
€e peKJIaMHO ujee.

[IK 4.3. '0TOBUTH IOKYMEHTHI 111 PErUCTPALIMM aBTOPCKOIO MpaBa Ha PEKJIAMHBIN MPOAYKT.

1.4. KoiM4ecTBO 4acOB HA 0CBOEHMe padoyeii MporpaMMbl Y4eOHOH IMCHUTIMHBI:
MaKCHUMaJIbHOM y4eOHOM Harpy3ku o0ydaromuxcs - 54 yacos, B TOM 4YHCIIE:
-00s13aTeNbHON ayTMTOPHOM y4eOHOI Harpy3ku oOydaromierocs - 36 4acos;

-CaMOCTOSATEIbHOM paboThl oOyJatomerocs - 18 yaca

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILINHBI

2.1. O6beM y4eOHOI TMCHUIIMHBI M BH/IbI Y4eOHOMH padoThl

Bun yue6HO# paboThI Konunuectso
9acoB
MakcumasnbHas ydeOHas Harpy3ka (scero) 54
Oo6s13aTesIbHAs AYIMTOPHAs HArpy3Ka (Bcero) 36
B TOM YHUCIIE:
TEOPETUYECKUE 3aHATUS 30
MPAKTUYECKHE 3aHATH 6
CamocrosiTesibHasi padoTa o0y4aronierocsi (Bcero) 18
HroroBas atrecTanus 3a4eT




2.2. TemaTH4ecKHUil JIAH U COJlep:KaHMe Y4eOHOM Y CUMIIIMHBI

«I[OKyMeHTaIII/IOHHOC o0ecmeyeHue YupasBJiCHUS>

HaumeHoBaHue Conep:kanue y4eOHOTr0 MaTepuasia, JJadopaTopHble padoThI M MPAKTUYECKUE 3aAHATHS, Oo0bem YpoBeHb
pa3ae/ioB U TEM CaAaMOCTOHATC/IbHaA paGOTa oﬁyqamumxca, KypcoBasi paGOTa (npoeKT) qacoB 0CBOCHMA
1 2 3 4
Paznes 1. BBenenue B gesionpou3BoacTBo. O0mue npasujia ohopmiieHus1 JOKYMEHTOB 18
Tema 1.1. OcHOBHbBIE Coaep:xkanue yue0HOT0 MaTepuasa 2 1
MOHATHS Kypca, IMonsTus «JoKyMEeHT», «IOKYMEHTHPOBAHUEY, «IOKYMEHTAIHOHHOE 00ECIICUCHNE YIIPABICHUS», TOCYAAPCTBCHHAS
KJaccupuKanus AeJI0BOi cucrema JIOVY. Ileprnoamsamms. Kitaccupukanus J0KyMeHTOB
nokymenTanuu. Pazeutue
aesionpou3BoacTBa B Poccun
Tema 1.2. CymHocTh Copep:xaHue yueOHOTro MaTepuaJa 4 1
YHUDUKAUNSA U [MousiTus «yHUPHKAIMS), KCTAHIAPTU3ALMSDY), «OJaHK JOKyMeHTay. [IpaBuna oopMiIeHUs] JOKYMEHTOB
CTaHlapTU3alHuH B CamocTosiTeIbHasi padoTa 2 3
aesonpoussoacTee. O6umue 1. Cocrapienue OCHOBHBIX BUIOB OJaHKOB JOKYMEHTOB
HOpMBI 1 MpaBHJIa 2. IoaroToska coobueHus (I0KIaa, Ipe3eHTaluy, pedepara) Ha TeMy «McTopHs HOsBIIEHHs GIAaHKOBY.
OdopmIIeHHsl 1I0KYMEHTOB. 3. Dcce Ha Temy «llenecoo6pa3HOCTh HCTIONB30BaHMs 61aHKOB B XXI Bekey.
baankuoKyMenTos. 4. CocTaBieHUE OMOPHOTO KOHCHEKTa Ha TeMy «OCOOEHHOCTH sI3bIKa JETIOBBIX JOKYMEHTOB. Poub kinine B
Tpebosanus K HUM. O(HINATHHO-AETOBOM SI3BIKEY.
Tema 1.3. PekBU3UTHI H UX Copep:xaHue y4eOHOT0 MaTepuaJia 2 1
npegnazHayedue 'OCT P 1 T'OCT P 7.0.97-2016 «Cucrema cTaHAapTOB 10 HH(POpMAIHH, ONOINOTEIHOMY M U3JATEIbCKOMY JCTY.
7.0.97-2016 OpraHu3alMoHHO-pacIopaIUTeNbHAs JOKyMeHTal s, TpeOoBanus K 0pOPMIICHHIO IOKYMEHTOBY, MOHSATHE «PEKBU3UT
JIOKYMEHTa
[IpakTuyeckue 3aHATHS 1 2,3
3HAKOMCTBO C MMOHATHEM «PEKBH3HT JOKYMEHTa», C IEpEeYHEM PEeKBU3UTOB, IpeaycmoTpeHHbx [OCT P 7.0.97-2016.
0TpaboTKa 0(hOpMIICHHUS OT/ICIILHBIX PEKBU3UTOB JOKYMEHTA.
CamocTosiTeTbHasi padoTa (0IHO W3 3aJaHUN Ha BEIOOD): 2 3
1. [IpoBenenue cpaBHUTENBHOTO aHamm3a npeasiaymux ['OCToB u TOCT P 7.0.97-2016 (CpaBHuTeNpHAS TaOTHUIIA,
MIpe3eHTalMs, JOKIAT).
2. [MoxroToBka mpe3eHTanuy (qOKIaaa. pedepara, COOOMICHNS) Ha TEMY
«PexBu3uts1 Opa».
3. CocraBieHHe KapTO4eK, MPECTABISIONINX OT/ACIbHbIE PEKBU3HUTHI JIOKYMEHTA.
4. TToaroToBka coobnienust 1a Temy «VcTopus MOsIBICHUS PEKBU3UTOBY.
Tema 1.4. Opuanueckast Coaep:xanue y4eOHOT0 MaTepuasa. 2 1
cHJjIa JOKYMEHTA. [MoHsiTHE «IOPUANYECKasl CHIIA», PEKBU3UTHI, NPUJIAIOIINE JOKYMEHTY IOPUANYECKYIO CHITY.
PexBu3uTHI, IpUAaOIIHE ITpakTHYecKue 3aHATHS 1 2,3
MOKYMCHTY IOPUAUIECKYIO [Mopsmok oopMIIeHNUS IOPUIMIECKH BaXKHBIX PEKBH3HTOB.
cuiry CamocTosiTesibHAsi padoTa 2 2,3
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| 1. PaGora ¢ TOCT P 7.0.97-2016

Pa3znen 2. OcHOBHbIE BU/Ibl OPraHU3AIHOHHO-PACTIOPSIANTEIbHO TOKYMEHTAIMT 10
Tema 2.1. IpakTyeckune 3aHATHSA 0,5 3
Opranu3anuoHHbIE [IpaBuia opopMIIeHHS Pa3THYHBIX BHIOB OPTaHU3AIMOHHBIX JOKYMEHTOB.
AOKyMeHTHI. Bujsi, CamocTosiTenbHasi padoTa (OZHO W3 3aJaHUK Ha BEIOOD): 1 2,3
Ha3Ha4YeHHue, NpaBHJIa 1. CocraBienne Mozemei-o0pa3noB (I1adI0HOB) OPraHU3alHOHHBIX JOKYMEHTOB.
oopmiaeHus 2. [MoxroTroBka cooOmieHus Ha TeMy «Buapl 1 Ha3HaUEHNE OPTaHNU3AIMOHHBIX JOKYMEHTOB).
3. Pemienue 3amau.
Tema 2.2 IIpakTHYecKne 3aHATHS: 0,5 3
PacnopsiiutesbHbIe Buzbl n Ha3HaYeHNE PacOPSIUTENBLHBIX TOKYMEHTOB. TpeOoBaHusl, pebsBIsieMble
AOKYMeHTHI. Buabl, K TEKCTY ¥ OpOPMIICHHIO PacTIOPSAUTEIbHBIX JOKYMEHTOB. [IpaBrina oopMIIeHUs pa3INyHbIX BHIOB
Ha3Ha4YeHUe, MPaBHJIa paclopsINTENbHBIX JIOKYMEHTOB.
oopmiIeHHA CamocTosiTeTbHast padoTa (0OJHO U3 33JaHKUi Ha BBIOOD) 2 2,3
1. CocraBnenue Moesel-oopa3uos (11a0I0HOB) PaCIOPSAUTEIBHBIX JOKYMEHTOB.
2. IloxroToBka cooOIieHus Ha TeMy «Buabl 1 Ha3HaUCHHUE PACTIOPSAUTEIBHBIX JOKYMEHTOBY.
3. Pemienue 3amau.
Tema 2.3. CnpaBouHo- IIpakTHyeckue 3aHATHS 1 3
HH(pOPMALIHOHHbIE Buibl 1 Ha3HaYeHUE CIIPaBOYHO-UH(OOPMALMOHHBIX TOKYMEHTOB.
AOKYMeHTbI. Buabl, TpeboBanms, IpeabsBIsIEMBIE K TEKCTY U 0(OPMIICHHIO CIIPaBOYHO-WH(POPMALIMOHHBIX TOKYMEHTOB. [IpaBmia
Ha3Ha4YeHHUe, MPaBHJIA oopMIICHHS PA3IUYHBIX BHIOB CIIPABOYHO-HH(POPMAIMOHHBIX TOKYMEHTOB.
oopMmiIeHHsA CamocTosiTeJabHast padoTa (0IHO M3 3aJJaHUi Ha BEIOOD): 1 2,3
1. CocraBnenue Mozenel-o0pa3nos (1abI0HOB) CIPABOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB.
2. Bunisl 1 Ha3HAavYEHHE CIPaBOYHO-MH(OPMAIIOHHBIX JOKYMEHTOB.
3. Pemenue 3agau.
Tema 2.4. JloKkyMeHTBI IO Copep:xaHue y4eOHOT0 MaTepuaJa 2 1
TPYAOBBIM OTHOIIEHHSIM. [NoHATHS «KaapoBasi JOKYMECHTAINSD, KYHU(DHUIIMPOBAHHBIC (OPMEL.
Kaaccuduxkanus, npaBuia CamocTosiTeTbHasi padoTa (OIHO W3 3aTaHUH Ha BBIOOD) 2 2,3
odopmiieHnst 1. 3HaKOMCTBO ¢ YHH(HUIIMPOBAHHBIMH (hopMaMu (TIpe3eHTalus, JOKJIAA, HATrJIsIIHBIN MaTepHa).
2. CocTaBieHHE OMIOPHOTO KOHCIEKTA 10 TeMe «Kitaccuukanys ToOKyMEHTOB 110 TPYIOBBIM OTHOIICHUSMY.
3. OTpaboTKa HaBBIKOB 3aMOJIHEHHS YHU(PHUIIMPOBAHHEIX (GopM.
4. IloxroToBka cooOieHus Ha TeMy «JlokyMeHTanpHOe 0hopMIIeHHE OT3BIBAa PAOOTHHKA U3 OTITyCKay.
5. IloaroroBka foKiIaga Ha TeMy «J{OKyMEHTBI, COCTaBIIAIONINE IUIHOE Jesi0 paboTHUKA. [Topanok hopmupoBanus
JIMYHOTO JIeTIa.
6. [ToaroroBka coobmienus aa TeMy «OCOOEHHOCTH COCTABIICHUS M O(DOPMIICHUS PE3IOME.
7. IlogroroBka coobmeHus Ha TeMy «OCOOEHHOCTH COCTaBICHUS B 0POPMIICHHS aBTOOHOTpahum.
8. [logroroska npeseHtauuu Ha TeMy «OcoOeHHOCTH 0()OPMIICHHUS] TPYI0BOTO JOTOBOPAY.
Pa3gen 3. Oprannsanusi AI0OKyMeHT0000pOTa 15
Tema 3.1. Opranuzanust Copep:xanue yueOHOI0 MaTepuaJia 2 2

AOKYMEHT0000poTa.
Oo0paboTka BXOASILIMX,

IlonsTus ((I/ICXO,HSIIHI/Iﬁ JAOKYMCHT», «BXOI[HIIII/Iﬁ JAOKYMECHT», ((BHyTpCHHPIfI JAOKYMEHT», OpTraHu3alus pa60TLI C
JAOKYMCHTAMM. COI[Gp)KaHI/Ie yqe6H0ro MaTtepuaja. (OCHOBHEBIE JAOKYMCHTBI, HPUXOASAIINE OT (bHSI/I‘IGCKI/IX JIMII.




HUCXOJSAIIMX,

BHYTPEHHHUX J10KYMEHTOB.
Opranuszanus padoTsl ¢
0o0panieHusIMH I'PaKIaH.

CamocTosiTesbHasi padoTa (0HO M3 3aJaHUil Ha BEIOOD)

2,3

1. [ToxroTtoBka coobmenus Ha TeMy «CTpyKTypa U GYHKIIUH CIyK0 JOKyMEHTaIIHOHHOTO 00ECTICUCHHS YTIPABIICHHS
(YynpasneHune genaMu, CeKpeTapyuaT, KaHIEIAPHs, SKCIICIHIIIS ).

2. IloaroToBka coobuieHus Ha TeMy «DYHKIIMH COTPYAHUKOB CIry OB JJOY».

3. IloxroroBka noknaaa Ha TeMy «MHCTpYKIHS IO JOKYMEHTAIIHOHHOMY O0ECIICUEHHIO YIIPABICHUSD).

4. CocTaBiieHUE CXEM JBIKCHUS Pa3HBIX BUIOB JIOKYMEHTOB.

5. CocraBiieHre CpaBHUTEIBHOM TaOIUIBI «DTabl 00padOTKH Pa3IMYHBIX BUIOB IOKYMEHTOBY.

6. [TonroroBka cooOrmieHust Ha TeMy «OCoOEHHOCTH TIOKyMeHTooOopoTa B Oanke». 7. 7.IToaroroBka npe3eHTanum Ha
Temy «Bunsl oOpamenuii rpaxxaany.

8. ITogroroBka coobmenus Ha TeMy «OcoOeHHOCTH PabOTHI ¢ OOPAIICHUSIMH TPaXKIaH».

9. IpennoxeHus Mo yIyUIICHUIO pa0O0ThI IPEANPHUATHI (OpraHu3aIiii) ¢ oOpameHusIMU TpakIaH.

Tema 3. 2. Coaep:xkanue y4e0HOT0 MaTepuasa 1
Perncrpanus u KOHTPOJIb [ToHATHS «PETHCTPALNOHHBIA HOMEp (MHICKC) JOKYMEHTa», KKOHTPOJIb TOKYMCHTa).
HCNOJIHEHUA JOKYMEHTOB CamocrosiTesibHasi pa6oTa (01HO U3 3a/IaHUI HA BBIOOP): 2,3
1. IloaroroBka mpe3eHTaIuy (H0K1ag2) HA TeMy «DOpMBI perucTpaiiu JOKyMEHTOBY.
2. CpaBHHTENBHBIN aHATN3 TOCTOMHCTB M HEOCTATKOB (POPM PETHCTPALNHU TOKYMEHTOB.
3. [ToaroroBka coobmieHus Ha TeMy «COBpeMEHHBIC TCHICHIINN B PETUCTPAIIH JOKYMEHTOBY.
4. IMomroToBka gokinana Ha TeMy « CpaBHUTEIBHBIN aHAIH3 BUIOB KOHTPOJISI HCIIOJTHEHHUS TOKYMEHTOBY.
5. IloaroroBka cooOiieHus Ha TeMy «ONTUMAaIbHBIN BH KOHTPOJIS UCTIOJTHEHHUS JOKYMEHTOBY.
6. IloaroroBka okiaga Ha TeMy «CoBpeMeHHbIE CHCTEMbl aBTOMATU3HPOBAHHOT'O KOHTPOJISL IOKYMEHTOBY.
Tema 3.3. 3ammura Cojaep:xanue yueOHOT0 MaTepuaJa. 2
JOKYMEHTOB, COAEpPsKaluX IToHsiTHE KOMMEPYECKOU TaliHBbL.
KOH(pUIECHINATBHY IO CamocTosiTesibHasi pa6oTa (0HO U3 3aaHuii HA BBIOOP): 2,3
uHdopmanuio. 1. [ToaroToBka gokiaaa Ha Temy «IIopsimok paboThl ¢ KOH(DHUICHIIUATBHBIMU JOKYMEHTAMID).
Oprannsanust paGoTsl ¢ 2. IToarotoBka cooOmiennst Ha TeMy «COBpEMEHHBIE CITOCOOBI 3aIUTHl KOHPUICHIIMATBHBIX JOKYMEHTOBY.
TAKHMH IOKYMEHTAMH
Tema 3.4. DJIeKTPOHHBIIT Copep:xaHue y4eOHOT0 MaTepuaJia 1
JOKYMEHT 1 [oHATHS «IEKTPOHHBIN JOKYMEHT, «3JEKTPOHHBIN TOKYMEHTOO000POTY, «3IEKTPOHHO-IIU(PPOBAsK ITOIITUCHY,
JOKYMEHT0000POT. «QJIEKTPOHHASI [TOYTAY.
JseKTpoHHO-IH(pPOBasi IpaKkTHYecKHe 3aHATHSI 2,3
moaAnuchH Oprasu3anus 3JeKTPOHHOTO JOKYMEHT0000pOTa Ha MIPEIPHUSTHH.
CamocTosiTeTbHasi padoTa (0HO W3 3aJaHUI HA BHIOOP) 2,3




1. [ToxroToBka goKiIaga HA TEMY « DIEKTPOHHBIN TOKYMEHT

JOKYMEHTO000POT».

2. IloaroToBka Kpyrioro croia (Iuckyccun) Ha TeMy «IlepcriekTHBEI Tpo0IeMbl BHEAPEHUS SIEKTPOHHOTO
JOKyMEHT0000pOTa U 3JIEKTPOHHO-IIU(POBOH moanucy B Poccuny.

3. IloxroroBka noknana Ha TeMy «HopmaTHBHOE CONPOBOKACHHE BHEAPEHHUS IJIEKTPOHHO-IH(POBOH ITOATHCHY.

4. IloaroToBka coobuieHns Ha TeMy «KommbloTepu3anust 1eJI0IpOru3BOCTBA HA MIPEANPHUATHH KaK YCIOBHE BHEPSHUS
I'ocynapcTBeHHOH CHCTEMBI JOKYMEHTAIIHOHHOTO 00ECIICYeHNUS! YIIPaBICHUS .

5. IloxroroBka noknazna Ha Temy «Hocutenu, mpuMeHseMble PU CO31aHUU TIOKYMEHTOB, U TpeOOBaHUs 0(OPMIICHUIO
JJIEKTPOHHBIX TOKYMEHTOBY.

6. ITogroroBka pedepata Ha TeMy «IlocTpoeHHe AMEKTPOHHOTO JOKYyMEHTO000poTa B OaHKE.

Pa3gen 4. IlpaBuia neperayu JOKYMEHTOB B APXUB U OPraHU3alusl ADXUBHOIO XpaHeHHs 7
Tema 4.1. ®opmupoBanne u | Cogep:kaHue y4eOHOT0 MaTepuaJia 1 1
onepaTuBHOE XpPaHeHHe JeJl 1 IToHsITHE «ONEPATUBHOE XPAHEHUE.
CamocTosiTeJbHasi padoTa (0HO U3 3aJaHUil Ha BEIOOD) 1 2,3
1. IToaroroBka coobmieHus Ha TeMy «OpraHu3amysi XpaHeHU JOKyMEHTOB B CTPYKTYPHBIX TTO/IPA3ACICHUIXY.
2. [MoxroToBka mokiana (mpe3eHTanmu) Ha TeMy «CucreMaTn3anus JOKYMEHTOB U MX XpPaHCHHEY.
Tema 4.2. HomeHkIaTypa Coaep:xkanue y4e0HOT0 MaTepuasia 1 1
aeJi. Buabl, Ha3HauyeHue, [ToHsITHE KHOMEHKJIATYpa AEI».
MOPAAOK IIpakTHYecKue 3aHATHS 1 2,3
COCTaBJICHUSA Howmenknatypa aen. HopmaTuBHBIE aKThl, HCIIOJB3YIOMIMECS TTPH COCTABJICHHH HOMEHKJIATYPHI JIE]L.
CamocTosiTeJbHast padoTa (0IHO U3 3aJaHUil Ha BEIOOD) 1 2,3
1. [ToxroToBka mabI0HA HOMEHKIIATYPBI JIe) IS OJHOTO M3 ITOIpa3IeIeHUH MpeqnpusaTHs (OpraHu3alii) Ha BEIOOD.
2. IToaroToBka npe3eHTauu Ha TeMy «Buabsl HOMEHKIATYp Ae».
Tema 4.3. [lonroToBKa Copep:xaHue y4eOHOT0 MaTepuaJia 1 1
JOKYMEHTOB K Iepeaaye Ha [ToHsiTHE «apXUBHOE XPAHEHUEY.
apxuBHoe xpaHenue. Cpoku | CamocrosiTe/ibHas pa6oTa (0IHO U3 3a/1aHUi Ha BLIOOD) 1 2,3
XpaHEHUsI TOKYMEHTOB 1. [TogroToBKa Mpe3eHTANNN HAa TEMY «IKCIIEPTH3a IIEHHOCTH TOKYMEHTOB. OCOOSHHOCTH PabOTHI IKCIIEPTHON
npeaAnpusiTust KOMHCCHIY.
2. IloxroToBka cooOIIeHUs Ha TeMy «3aKOHOJAaTeIbHbIe aKThl 1 HOPMaTUBHO- METOMUECKUE JOKYMEHTHI
denepabHON apXUBHOI Ci1ykObl POcCHH 110 apXMBHOMY XPaHEHHIO JIOKYMEHTOB).
3auer 4
Bcero 54 yaca

JI71s xapaKTepUCTHKU YPOBHS OCBOSHHS y4eOHOT0 MaTepuala UCIOJb3YIOTCS Cleaytolne 0003HaYeHHs:

1. 03HaKOMUTENBHBIH (y3HaBaHUE paHee N3YUYEHHBIX OOBEKTOB, CBOUCTB);

2. penpoAyKTUBHBIH (BBIIOJHEHHE JEATEIBHOCTH 10 00pa3ily, MHCTPYKIUHU WK IOl pyKOBOJICTBOM)

3. IpOIyKTUBHBIH (INIAHKPOBAHKE M CAMOCTOATEIBHOE BHIMIOJIHEHUE JIEATEIbHOCTH, pellieHHe TPOOIEeMHBIX 3a1a4)




3. YCJIOBUS PEAJIM3AIIMA YYEFHOM JUCHUTIJIMHBI

3.1. TpeGoBaHUSI K MUHUMAJbHOMY MaTepHAJbHO-TEXHHYECKOMY 00ecle4eHn 0

Peanuzanus yueOHON AuCHMIUIMHBL «J{oOKyMeHTaMOHHOE OOecreueHue YIpaBICHHS

TpeOyeT HaIu4us yueOHOro KabuHeTa.

O6opynoBaHue yueOHOTO KaOHUHETa:

— TI0CaJI0YHBIE MECTA 10 KOJUYECTBY 00yUarOMINXCs;

— pabouee MeCTO Mpero1aBaTes;

— KOMIUIEKT y4eOHO-HaIJIAIHBIX TOCOOUIA;

Texnuyeckue cpeacTsa 00ydeHUs:

—  KOMIIBIOTED;

—  MYJBTUMEAUATIPOCKTOP,

— TPOEKLHUOHHBIN IKpaH

3.2. UudopmannonHoe odecriedeHne 00y4eHus

Ilepeuens PeKOMeHyeMbIX y4eOHbIX U31aHUI, HNuTepHeT-pecypcos,

JIOTIOJTHUTEIbHOI JINTepaTyphbl

HopmaTuBHbIE JOKYMEHTBI:

1. TocymapcTBeHHass cUCTeMa JAOKYMEHTAIIMOHHOTO O0OECHEYeHUs YIPaBICHHUS.
OcHoBHble TmONOXkeHUsA. OOmme TpeboBaHMS K JOKYMEHTaM U Ciy»K0am
nokymeHTannonHoro odecreuenus ('CHAOYVY).

2. TOCT P 7.0.97-2016 «Cucrema craHaapToB Mo HH(pOpMaLuu, OMOIUOTEUHOMY MU
u3gareiabckoMy  geny.  OpraHu3allMOHHO-paclopsAMTENbHAs  JIOKyMEHTAIMsL.
TpebGoBanust K 0POPMIICHUIO TOKYMEHTOBY»

3. TOCTP 7.0.8-2013 «Cucrema crangapToB 1o wuH(pOpMauu, OUOIMOTEUHOMY WU
u3JaTeabckoMy Jieny. Jlenmonmpou3BOACTBO M apXUBHOE jeno. TepMuHBI U
OTIpeIeIEHUS

4. TunoBas WHCTPYKIHMS IO JIEJIONPOM3BOJICTBY B  (pelepaibHBIX  OpraHax
VICITOJTHUTEJIBHON BIIACTH.

5. OcHOBHBIE IpaBUiIa pabOTHI APXUBOB OpraHU3ALINH.

6. TumoBoe MOJOXEHUE O BEIEHUH JEJIONPOU3BOICTBA MO MPEATIOKEHUIM, 3aIBICHUIM
U oKkamo0aM TpakIaH B TOCYIApCTBEHHBIX OpraHax, Ha NpPEANPHUATHIX, B
YUPEKACHUSAX U OPTaHU3AIISIX

7. Tlpuxa3z Munkynetypsl Poccun ot 25.08.2010 N 558 (pen. ot 16.02.2016) "O6
yrBepkaeHuH "llepeuHss TUIOBBIX YHPABICHYECKUX APXMBHBIX JOKYMEHTOB,

0o0pa3yroUMXcsi B IPOLECCe JAEATEIbHOCTU T'OCYJApCTBEHHBIX OPIraHOB, OpPraHOB
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MCCTHOI'O CaMOYIIpaBJICHUSA U OpFaHI/ISaHI/II\/'I, C YKa3aHu€M CpOKOB XpaHeHI/Iﬂ"

(3apeructpuposano B Muntocte Poccuu 08.09.2010 N 18380)
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JIOKyMEHTOOO0OPOT

4, KOHTPOJIb M OIEHKA PE3VJbBTATOB OCBOEHHS YUYEBHOM
JUCHHUIIJIMHBI

KoHTponb U olLeHKka pe3ylbTaTOB OCBOEHUS YUYEOHOW IUCIMIUIMHBI OCYIIECTBIISIETCS
[IPENOIAaBATENIEM B IIPOLECCE IPOBEICHUS IPAKTUYECKUX 3aHATUM, TECTUPOBAHMS, CO3JIAHUE

HpCSCHTaHHﬁ, JOKJIaa0B, a TaK¥KC BBITIOJTHCHUA O6y‘-IaK)H_II/IMI/IC}I WHIANBUIYAJIBbHBIX 3aJaHUM.

Pe3yabTaTsl 00yueHus ®opMbI U METOAbI KOHTPOJISI U OLIEHKHU
(ocBOCHHUSI YMEHHS, YCBOCHHbIE 3HAHNS) pe3yJIbTaToB 00y4eHHs

yMeTh:

- ohopMISITh TOKYMEHTAIMIO B COOTBETCTBUH | [IpakTnyeckas pabora
C HOpMmaTuBHOM 0a3oii, B ToMm uucie c | CamocrostenpHas paboTa

HCITOJIb30BaHNEM nH(popmaunoHubix | TectupoBanue
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TEXHOJIOTHi;
UCIIOJIb30BaTh YHU(PHULIUPOBAHHBIE (HOPMBI

JIOKYMEHTOB;
OCBaMBAaTh TEXHOJIOTUHI
aBTOMAaTU3UPOBAHHON 00paboTKHn
JIOKYMEHTAIUH,

OCYHICCTBIIATDH XpaHECHUC u IIOUCK

YceTHBIT onpoc
[TuceMenHsIi onpoc

JIOKYMEHTOB;

— HCIIOJb30BAaTh TCIICKOMMYHHUKAITUOHHLBIC
TCXHOJIOI'NH B SJICKTPOHHOM
JOKYMEHTOO00POTE.

3HATh

NOHATHUS, TeNW, 33aJayd W  [PUHIUIGI
JIeIIOTIPOU3BO/ICTBA;

OCHOBHBIC TOHSTHS JOKYMEHTAIIMOHHOTO
oOecrieueHusl yIpaBiIeHUs;

CUCTCMblI NOKYMCHTAIIUOHHOT'O o0ecrieyeHus
yIpaBJICHUS;

KJIACCU(PUKALIUIO TOKYMEHTOB;

TpeOOBaHUSI K COCTABJICHUIO H O(POPMIICHHIO
JIOKYMEHTOB;

OpraHu3aIvi0 JIOKYMEHTO000pOTa: TpHEM,
00paboTKy, PETUCTpAIIHIO, KOHTPOJIb,
XpaHCHHE JOKYMEHTOB, HOMEHKJIATYPY JIEIL.

[IpakTuueckas pabora
CamocTosTenbHas paboTa
TectupoBanue

YceTHBI onpoc
[TuceMenHsIi onpoc
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