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Pabouas nporpamma  yuebHo# aucuuruinabel OI1.04./lokyMeHTamoHHOE OOecreyeHue yrpaBJIeHUs
pa3zpabotana Ha ocHoBe denepasbHOr0 TOCYIAPCTBEHHOIO 00pPa30BATEIBHOTO CTAHJAPTa CPEIHETro
npodeccnonansHOro 00Opa3zoBanusi 1o crernuanbHocTH 38.02.03 OmeparnioHHass EATEIbHOCTh B
JIOTUCTHUKE, YTBEPKICHHOIO NMpHKazoM MwuHHcTepcTBa 00pa3oBanus Poccum ot 28.07.2014 r. Ne 834
«O06 yrBepxkIeHHH (eAepaTbHOrO0 TOCYAAPCTBEHHOTO 00pa30BaTENbHOTO CTaHAApTa CPEIHETO
npodeccuoHaIbHOr0 00pazoBanuss mo crnenuaidbHocTH 38.02.03 OmnepanuoHHas ACSITEIBHOCTh B
JIOTUCTHKE, 3aperucTpupoanHoro B Muntocre Poccun 21.08.2014 r. Ne 33727.

Opranuzanus-pa3padoTyuK: 00JaCTHOE TIOCYyIapCTBEHHOE  OIO/KEeTHOE  MpoQecCHOHATBHOE
oOpa3zoBarenbHOe yupexaeHue «MMUTPOBIpaJCKUil TEXHUYECKHIM KOS

PACCMOTPEHO PEKOMEH/IOBAHO

Ha 3aceIaHNU [TUKJIOBOII KOMUCCHUU

Hayuno-meTronndyeckuM COBETOM
«O0menpodecCuoHATbHBIC TUCITUTUIMHBI 1

npodecCHOHaIbHBIE MOYIIN CIICIIHATBHOCTEH OT'BIIOY ATK
«JlokymeHTanmoHHoe odecrieueHue Hporoxon Ne 4
YIpaBIIEHUSI U ApXUBOBEJICHUS» U oT « 30» utons 2021 r.
«H(opManmoHHbIE CHCTEMBI U

MIPOrPaMMUPOBAHHE.

[Ipotokon 3aceqanus LIK Ne 10

ot «30» nrous 2021 r.

Paspaborunku:/lo6anoa M.B. - npenonasarens OI'BIIOY JATK

®.11.0., yyeHast cTeneHb, 3BaHKe, T0JDKHOCTD,
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1. MACHHOPT IPOT'PAMMBI YYEBHOW TUYITATIINHBI
«JlokymMeHTALIMOHHOE O00ecriedeHne yIpaBJieHUusD)

1.1. O6a1acTh NpUMeHEHUs] POTrPaMMbI

PabGouass mnporpamma yueOHoM aucturuimabel OI1.04  «JlokymeHTallMOHHOE
oOecrieueHUE  YMOPABICHUS»  SIBISIETCS  YacThblO  MPOTrpaMMbl  MOJTOTOBKH
cnennannctoB cpeaHero 3BeHa B cootBerctBur ¢ @I'OC CIIO no cnenuanbHOCTH
38.02.03 OnepaniioHHAas AESTEILHOCTD B TIOTUCTHKE.

OcBoenue paboyelt mporpaMMbl y4€OHOM TUCIUIUIMHBI BO3MOKHO C
MPUMEHEHUEM AJICKTPOHHOTO OOYYCHHS M TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH.

B cimydae HeoOXxomuMocTH MpU TEpexojie Ha IUCTAHIIMOHHOE OO0ydYeHHE
BO3MOXXHa TEPECTaHOBKA IOCIEI0BATEIILHOCTU U3Y4YEHUS OTIEIbHBIX DPa3/eioB
(Tem):

1.2. MecTo y4yeOHOH NUCHUIJIMHBI B CTPYKTYpPE OCHOBHOU NpodeccroHaIbHOU
oOpazoBarenbHO mporpammel: ucturminHa JokymeHTalmoHHOE oOecreueHue
yIpaBJICHUS SABJISIETCS obmenpodeccruoHanbHOM JUCHUTUTAHON
po(eCcCUOHANIBHOTO ITUKIIA.

JlanHast UCIUIUIMHA 00ECIICYMBACT U3YUCHHE CICAYIOMINX TUCITUTUINH U
MEKIMCIUIUIMHAPHBIX KYPCOB:

- OI1.01 DxoHOMMKA OpraHU3aLAN

-MJIK.01.02. JTokymeHTalluOHHOE 00EeCIIeYeHNE JIOTUCTUYECKHUX MPOIECCOB

- OI1.03 MeHeKMEHT

JInst u3yyeHust fTaHHOW TUCIUIUIMHBI HEOOXOAUMBI 3HAHMUS, TIOJyYCHHBIE B
pe3yabTaTe U3y4eHUs CIACAYIONIUX AUCITUTIINH:

- EH.02 MadopmanoHHbIe TEXHOJIOTHU

- OI1.05 TIpaBoBoe obecnieueHne MpoPecCUHOHAIBHON AESTEIBHOCTH

1.3. e y4eOHOI 1M CHUILTHHBI
- jopMUpOBaHUE TEOPETUUECKUX 3HAHUN B 001aCTH JEIOMPOU3BOACTBA

- popMupoBaHue U pa3BUTHE KOMIIETEHTHOCTH B paboTe ¢
YIIPABJICHYECKOU JOKYMEHTALIUEN
- opMUpPOBaAHUE HOBOT'O SKOHOMUYECKOT'O MBIIIJICHHUS.

B pe3yabTarte ocBOeHHMs Y4eOHOM IUCHUIIMHBI 00yYAIOIIUHICS T0JIKEH
yMeTh:

— 0o(opMIIATH JOKYMEHTAIMIO B COOTBETCTBHH C HOPMAaTUBHOM 0a30ii,

UCIOJIB3YS] HH(POPMAIIMOHHBIE TEXHOJIOTHH;

— OCYIIECTBIISITh aBTOMATU3AINI0 00Pa0OTKH TOKYMEHTOB;

— YHU(PUUUPOBATH CUCTEMBI JOKYMEHTAIUH;

— OCYLUECTBJISITh XPAHEHHUE U MMOUCK TOKYMEHTOB;

— OCYILECTBISTH aBTOMATU3ALNIO 0OPaOOTKH TOKYMEHTOB;



—  HCHOJIb30BaTh TEJIECKOMMYHHUKAIMOHHBIE TEXHOJOTHUM B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE
B pe3yabTaTe ocBOeHUS YUeOHOM TMCHUIUIMHBI 00Y4AIOIIMIACS J0JKEH 3HATD:

— TIOHATHE, IIEJH, 3a1a4U ¥ IPUHITUIIBI JIETOPON3BOICTBA;

— OCHOBHBIC TTOHATHUS JOKYMEHTAITMOHHOTO OOCCTICUCHHS YIIPABIICHUS;

— CHCTEMBI JIOKYMEHTAIIMOHHOTO 00€CTICUeHHS YITPABICHNUS;

— KJIacCH(UKAIUIO JOKYMEHTOB;

— TpeOOBaHMS K COCTABICHUIO ¥ 0(DOPMIICHHIO TOKYMEHTOB;

— OpraHu3aIMIo TOKyMEHTO000pOoTa:

— TpueM, 00pabOTKy, peTUCTpaIiio, KOHTPOJIb, XpaHEHUE IOKYMEHTOB,
HOMEHKJIATYpY JIeJ.

Kpowme Toro, B nporiecce M3y4eHus TUCIMUILIAHBL: «J{OKyMeHTallMOHHOE
obOecrieueHue ynpasiaeHus» GOPMUPYIOTCS CICAYIOMINE KOMITETCHITUU:

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESTENBHOCTD, BHIOUPATh TUIIOBHIE
METO/Ibl ¥ CLIOCOOBI BBITIOJIHEHUS TPO(ECCUOHATIBHBIX 3a/1a4, OLICHUBATh UX
() PEKTUBHOCTD U KA4E€CTBO.

OK 4. Ocy1ecTBIsATh MOUCK U UCIIOIB30BaHNE HH(OPMALUU, HEOOXOIUMOM
11 3 (PEKTUBHOTO BBIOJHEHUS MPOPECCUOHANBHBIX 3a/1a4, TPO(PECCUOHAIBHOTO
Y JINYHOCTHOT'O Pa3BUTHSL.

OK 5. Hcnonp3zoBaTh MH(OPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHUU B
npohecCuOHATBHOMN NesSTENbHOCTH.

[IK 1.1. [Ipunumats ydactue B pa3pabOTKE CTPATETHYECKUX M OMEPATHUBHBIX
JIOTUCTUYECKUX IIJIAHOB Ha YPOBHE TNojpasjesieHus (ydacTka) JOTHUCTUYECKOU
CUCTEMBI C Y4YE€TOM ILeJIe M 3aJa4 opraHu3anuu B 1ejaoMm. OpraHu3oBbIBaTh
paboTy 3JI€EMEHTOB JOTUCTUYECKON CUCTEMBI.

[IK 1.2. IlnanupoBaTb M OPraHU30BHIBATH JOKYMEHTOOOOPOT B paMKax
Y4acTKa JIOTUCTHYECKOW cHUcTeMBbl. [IpruHMMAaTh, COPTHUPOBATH U CAMOCTOSATEIBHO
COCTaBJIAITh TPEOYEMYIO IOKYMEHTALIMIO.

IIK 1.3. OcymecTBiasTh BbIOOp MOCTABIIMKOB, MEPEBO3UYMKOB, OMPEAEIATH
THII IOCPEHUKOB Y KaHAJIbI PACIIPEAECIEHUS.

IIK 1.4. Bragetb METOAMKOW MPOEKTUPOBAHHUS, OpraHM3allMM M aHajIW3a Ha
YpOBHE NoApa3aeiaeHus (y4acTka) JOTUCTUYECKON CUCTEMBI YIIPABICHUS 3aracaMu
U pacnpeeuTeIbHBIX KaHAJIOB.

IIK 1.5. Bnagetp OCHOBaMHM OINEPATUBHOTO IJIAHUPOBAHWS M OpraHU3alUU
MaTEepUAIBHBIX TOTOKOB HA MMPOU3BOJICTBE.

[IK 2.1. VYyactBoBaTh B pa3paboTke WHOPACTPYKTYpHI TMpolecca
OpraHu3alu CHaOXEHUS U  OPraHU3allMOHHOM  CTPYKTYphl  yIpaBJICHUS
cHaOK€HHMEM Ha ypOBHE Mojpa3zzesieHusi (ydacTka) JIOTUCTHYECKONW CHUCTEMBI C
Y4eTOM LIeJIeH U 3a/1a4 OPraHu3ally B LEJIOM.

IIK 2.2. [IpumeHsTh METOJI0JIOTUIO IIPOEKTUPOBAHUSA
BHYTPHUIIPOU3BOJCTBEHHBIX JIOTUCTHUECKUX CHCTEM TPU PEHICHUH MPAKTHYECKUX
3azay.



[1K 2.3. Mcnonp30BaTh pa3inyHbIe MOJAEIHA U METO/IbI YIIPABJICHUS 3a1aCaMH.

[1K 2.4. OcyuiecTBasTh yIpaBlieHUE 3aKa3aMu, 3a1lacaMu, TPAHCIIOPTUPOBKOH,
CKJIaJIUPOBAHKUEM, IPy30IepepabOoTKOM, YITaKOBKON, CEPBUCOM.

IK 3.1. Bnanets METO/I0JI0THEN OLICHKH 3¢ (HEeKTUBHOCTH
(GYHKIIMOHUPOBAHUS FJIEMEHTOB JIOTHCTUYECKON CHCTEMBI.

[IK 3.2. CocTaBasTe IpOrpaMMy U OCYIIECTBIIATh MOHUTOPHUHI IOKa3aTeseu
paboTel Ha YpOBHE THoOJpa3fesieHusi (ydacTka) JOTMCTHYECKOH CHUCTEMBI
(MTOCTaBIIMKOB, TOCPEAHUKOB, TIEPEBO3YUKOB M 3I(P(HEKTUBHOCTH  PabOTHI
CKJIQJICKOTO XO35I1ICTBA U KAHAJIOB PACTIPECIICHHUS).

1K 3.3. PaccunThIBaTh U aHAIU3UPOBATH JIOTUCTUYECKUE U3AEPIKKH.

[IK 3.4. IlpuMeHATh COBPEMEHHBIE JIOTUCTUYECKHE KOHIENIUU U TPUHLIUIIBI
COKpAILIEHUS IOTUCTUYECKHUX PACXOOB.

IIK 4.1. IIpoBoANTH KOHTPOJIb BBIITOIHEHUS U KCIIEAUPOBAHMS 3aKA30B.

1K 4.2. Opranu3oBbIBaTh IPUEM U MPOBEPKY TOBAPOB (rapaHTHs MOJIYyUYEHUS

3aKa3a, IMPOBEpKa KayecTBa, MOJATBEPXKACHHE IMOIYYEHUS 3aKa3aHHOIO
KOJIMYECTBA, O(OopMIeHHE Ha TMOJIYYEHHME U  PETUCTPALUIO  CHIPbHS);
KOHTPOJIMPOBATh OIJIATy MOCTABOK.

[IK 4.3. IlonOupatb M aHaIUM3HPOBATH OCHOBHBIE KPUTEPUU OLICHKU

pPEHTA0EIIbHOCTU CUCTEM CKJIAIUPOBAHUS, TPAHCIIOPTUPOBKH.

[1IK 4.4. Onpenensite KpUTEPUH ONTUMATBHOCTH (DYHKITMOHUPOBAHUS
nojpaszaeneHus (y4acTka)JIOTUCTUYECKOM CUCTEMBI C YUETOM LIEJIeH U 3a1a4
OpraHU3alliy B LIEJIOM.

JIP. 13. JleMOHCTpHUpYIOIIHI TOTOBHOCTh U CIHOCOOHOCTh BECTH JUAJIOT C
JPYTMMH JIFOJIbMU, TOCTUTaTh B HEM B3aMMOIIOHUMAaHMsI, HAXOAUTh OOIIME LEeNU U
COTPYIHHUYATH JJI UX TOCTHKEHUS B MPOPECCUOHATIBHON AESITENbHOCTU

JIP. 14. TlposBistolmnidi CO3HATEIbHOE OTHOLIEHUE K HENPEPHIBHOMY
00pa3oBaHUIO KaK YCJIOBHIO YCHEHIHOW MpodeCCHOHAbHOW M OOIIEeCTBEHHOM
NeATETbHOCTH

JIP. 15. IlposBisgomuil TpaxAaHCKOE OTHOILIEHUE K NpodeccHOHaIbHOU
NeATEIbHOCTH KaK K BO3MOYKHOCTH JIMYHOTO YYacTHsl B PEIIEHUU OOLIECTBEHHBIX,
rOCyAapCTBEHHBIX, OOIIEHAIIMOHAIbHBIX MPOOIeM
- pazgen 1. JIokyMEeHTHpOBAaHME YNPABICHUYECKOW AEATEIBHOCTH W pasnuen 2.
Opranuzaius paboThl ¢ JOKYMEHTaMHU - KeJIaTeNbHO U3Yy4aTh MOCIEI0BATENbHO;

1.4. PexomeHayemMoe KOJINYECTBO YACOB HA OCBOEHHE IPUMEPHOil MPOrpaMMbl
Yu4eOHO JUCHUILIUHBI:

MaKCHUMaJbHOU yueOHON Harpy3Kku oOydaromerocs - /2 yaca, B TOM YHCJIE:
00s13aTENIBbHON ayIUTOPHOU yUeOHON HArpy3ku oOydaromierocs: - 48 4acos;
CaMOCTOSITENIbHOM paboThl oOyyaromierocs - 24 Jaca.



2. CTPYKTYPA U COAEPKAHUE YUEBHOU JUCHUITJINHBI
2.1. O0bem y4yeOHOM TMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Bun yaeOHol paboTh Obvem uacos
MaxkcumabHast yueOHas Harpyska (BCero) 72
OO6s3arenpHas ayIUTOpHAs yueOHas Harpy3Ka (BCETo) 48
B TOM YHCJIC:
PAKTUYECKUE 3aHITHUS 22
CamocrosiTenbHas paboTa o0yyatomierocs (BCero) 24

Hmozosas ammecmayus 6 chopme ouppepenyuposarnroco 3auéma




2.2. TemaTu4yeckuii mJiaH u coaep:xanue ydeonou nucuunianne OI1.04./]lokymeHTanmoHHOE o0ecnieyeHUe YIpaBJIeHUs

HaumenoBanue
pa3nesioB U TeM

Copep:xanue y4e0HOr0 MaTepuaJia, JeKIMH U MPAKTHYECKHUe 3aHITHS, CAMOCTOsITe/IbHAs1 padoTa
o0yuyaromuxcs, KypcoBas pabdora

Oo0Lem
4acoB

YpoBenb
YCBOEHHS

1

2

4

BBenenue

®opmupyemblie komnerenuuu: OK 2, OK 4. OK 5, JIP 14
OOyuaromuiicst 10J12KeH 3HATD:

- OCHOBHBIC ITOHSTHUS: 1IeJTH, 3aJIa41 U MIPUHIIUIIBI JEIIONPOU3BOICTBA!
- OCHOBHBIE MOHSATHUS JOKYMEHTAIIMOHHOTO 00CCIICYCHHS YIIPABIICHUS;

2+1

Coaep:xanue yueOHOro MaTepuaJia

Kpatkas uCTOpus CTaHOBJIEHUS U Pa3BUTHS JieTonpou3BoicTa B Poccun. Llenu, 3anaum u npeamer
yaeOHON quciUIUInHbL. CTPYKTYpa JUCHUILIMHBL, €€ MPOoPeCCHOHAIbHAS 3HAYUMOCTh, MEXXITPEIMETHbIE
cBs131. CyIIIHOCTh OCHOBHBIX IMOHATUN JOKYMEHTAIIMOHHOTO 00ECIIEYEHUs YIIPABIICHHUS.

CamocrosiTeibHas padora oOyuyarwommxcsi. Co3nare npeseHTauuio no teme «Mcropus

BO3HHWKHOBCHUSA W 3TAIlbl pa3BUTHUA JCJIOIPONU3BOJACTBA B Poccuny.

Pa3nen 1. [lokyMeHTHPOBaHNeE YIIPABJIEHYECKOI /1eATEJTbHOCTH

26+14

Tema 1.1.
JoxkyMeHTBI U
CIoco0bI
AOKYMEHTalluH

@dopmupyemsbie komnerennun: OK 2, OK 4. OK 5, I1K 1.2, JIP 14, JIP 15

OOyuaromuiics 10/15KeH YMeThb!

- 0OPMIISTH IOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, UCTIONB3Ys HH(POPMAI[HOHHBIE
TEXHOJIOTHH;

ITOJIZKEeH 3HATh:

- IOHATHUC, OCIU, 3a]la41 U TPUHOUIIBI JCJIOIIPOU3BOJICTBA,

- OCHOBHBIE MOHSATHUS JOKYMEHTAIIMOHHOTO 00eCTIeYeH s YIIPaBICHUS;

4+2

Conep:kaHue y4eGHOr0 MaTepuasa

- HopmatuBHO-MeTOAMYECKAs U OpraHU3AIIMOHHO-TIpaBOBas 6a3a nenonponsBoacTBa. CylnHOCTb,
3HAYCHHUE U COCTaB HOPMATHBHO-METOINYECKOMN 0a3bl NeTOMPON3BOJICTBRA.
- [TonsiTue o mokymeHTax, ux GyHkiusx. CBoWCTBa, MPU3HAKH, KIIACCU(DUKALINS U BUIBI JOKYMEHTOB.

CriocoObI TOKYMEHTHPOBAHUSI.




CamocrosiTesibHas padoTa odyuyarwuuxcsi. [Togrorosuts coodmienue: «I'OCT P 7.0.97-2016.
O6nacTp npUMeHeHHs CTaHaapTay; «PenepanbHblil 3aK0H «OO0 3IEKTPOHHOH MOATTUCHY.

Tema 1.2.
YHuduxkanusa u
CTaHJAApPTU3aLMS
JTOKYMEHTOB

dopmupyembie komnerennuu: OK 2, OK 4. OK 5, TIK 1.2, JIP 14, JIP 15
OOyuarommiicst 10J7KeH YMeTh:

- YHUGHUIUPOBATH CUCTEMBI JOKYMEHTAIHH;

MOJIZKeH 3HATh!

- TIOHSTHUE, LeIH, 331a491 ¥ IPUHIIMIIBI AETOIPOU3BO/ICTBA;

- OCHOBHBIE TMOHATHS JJOKYMEHTAIIHOHHOTO O0ECIICYCHHUS yITPaBIICHHS;

- CHCTEMBbI JOKYMEHTALMOHHOTO 00ECIICYCHUS YIIPaBICHHUS;

- KJTaCCU(IUKALIUIO JIOKYyMEHTOB;

- TpeOOBaHUS K COCTaBJICHHUIO M O(OPMIICHUIO JOKYMEHTOB;

4+2

Copepxkanne ydeOHOro Marepuana

Yuudukanus W cTaHAapTU3alug  JOKYMEHTAIMHM: TMOHATHE. YHU(HUIMpPOBaHHAs  CUCTeMa
nmokyMmeHTaruu: ToHaTre. CocTaB YHUQPUIIMPOBAHHBIX CHUCTEM JOKYMEHTALMU: OPTaHW3aI[MOHHO-
pacnopsuTeNbHas, OTYETHO-CTATUCTUYECKAs, IEPBUYHAS, yUETHAs,

¢uHaHcoBass W japyrue. [ oCymapCcTBEHHBIE CTaHAApPThl HAa  YHUQPUIIMPOBAHHBIC CHCTEMBI
nokymenTanuu. O0niepoccuiickie KiaccuuKaTopsbl.

[IpakTnyeckoe 3ansaTue Ne 1 HopmartuBHO-MeTOquuecKast U OpraHM3allMOHHO-TIpaBoBas 6as3a
nenonpon3BozcTa. CyIIHOCTb, 3HAYEHUE U COCTaB HOPMAaTUBHO-METOANYECKON 0a3bl
NIEIIONPOU3BOICTBA.

CamocrosiTeibHasi padota o0yuarommxces. CyniHOCTh YHU(UKALMU U CTaHIapPTU3ALUN JOKYMEHTOB;
Ha3zHayeHue. Kareropuu crangapToB (rocyAapCTBEHHBIE, OTPACIIEBbIE, PECITYOJIMKAHCKHUE).

Tema 1.3.
PexBU3UTHI M
0JIaHKH
JOKYMEHTOB

dopmupyembie komnerenunu: OK 2, OK 4. OK 5, IIK 1.2, JIP 14, JIP 15

OOy4aromuiics 1015KEH YMeTh:

- 0pOPMIIATH IOKYMEHTALIUIO B COOTBETCTBUU C HOPMAaTUBHON 0a30ii, UCIIOIb3YsI HH(POPMAI[HOHHbIE
TEXHOJIOTUH;

- OCYULIECTBIIATH ABTOMATHU3AINI0 00Pa0OTKH IOKYMEHTOB;

- NCTIOJIb30BATh TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTO000POTE;
0JI7KEeH 3HATh:

- KJITaCCU(UKALIUIO JIOKYyMEHTOB;

- TpeOOBaHMS K COCTABICHUIO U 0()OPMIICHHIO JOKYMEHTOB;

6+4




Conep:kanue y4eOHOTro MaTepuaJa.

PexBusut, hopMyssip JOKyMEHTa, TUIIOBOM Gopmyiisip, popmyisip-obpaszer, Tabenb GpopM TOKYMEHTOB,
1b00M (opM YHUGUIMPOBAHHBIX JOKYMEHTOB: IOHATHE, Xapakrepuctuka. [IpaBuna odopmieHus
[PEKBU3UTOB OJIaHKa M UX PACIIONIOKEHUE HA CTaHIapTHOM ¢opmare Oymaru, pasmepsl noieil. braanku
NTOKYMEHTa: IOHSTHE, Ha3HaueHue, BHUIbl OnaHkoB. CocraB, O(QOpPMIICHME PEKBU3UTOB OJaHKA.
Dopmyisip-obpaszer] Tpymnibel JOKYMEHTOB, MPHHAMISKANMX K OJHOM cucreme. lIpoexTmpoBanue
0JIaHKOB JTOKyMEHTOB opranusauuu. CoctaB, oQOpMIIeHHME, H3rOTOBJIECHHE, XpaHEHUE OJaHKOB
OpraHu3aLUH.

IIpakTuyeckoe 3anaTue Ne 2 OdopmiieHre OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha opMare A4.

N

IIpakTyeckoe 3ansaTue Ne 3 . CocraBienue u opopmieHre o0IKX U CHEIHUATBHBIX OJAHKOB

CamocrositeibHas padora o0yvaromuxcs. Koncnekr: «Pa3Mmerienre Havasn rneyaTaHusi pEKBU3UTOB
[0 TOPU30OHTAIM WU HUX B3aUMHOE pacrnojoxeHue». Pa3paborarh mabJOH U CTPYKTYpY TEKCTa
OCHOBHBIX OPraHU3aLMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB B DJIEKTPOHHOM BUJIE.

Temal 4.
Opranu3anuoHHoO-
pacnopsiinuTeabHAast
JAOKYMEHTAIUsl

dopmupyembie komnerenunu: OK 2, OK 4. OK 5, IIK 1.2, 11K 1.4, JIP 13, JIP 14, JIP 15
OOy4aromuiics J01KeH yMeTh:

- 0OPMIISTH TOKYMEHTAIIUIO B COOTBETCTBUY C HOPMATHBHOW 0a30id, UCTIONIB3YS HHPOPMAIIHOHHEIC
TEXHOJIOTHH;

- OCYIIECTBIIATH ABTOMATH3AIMIO 00Pa0OTKH JIOKYMCHTOB;

- MCIIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B JIEKTPOHHOM JIOKYMEHTOO0O0pOTE;
I0JIK€H 3HATh:

- CUCTEMBI JOKYMEHTAIMOHHOTO 00ECIICUeHHUs YIIPABICHHUS;

- KJTacCU(pUKAIINIO JOKYMEHTOB;

-TpebOBaHNs K COCTABIEHUIO U 0O(DOPMIIEHUIO JJOKYMEHTOB;

12+6

Coaep:xanue yueOHOIro MaTepuaJa.

OpFaHH3aIII/IOHHO'paCHOpﬂI[I/ITeJ'[BHI)IG AOKYMCHTBI: IIOHATHEC, HA3HAYCHUE, OCHOBHBLIC BU/IbI.
OpraHu3alroOHHbIC JOKYMEHTHI: YCTaB, MOJI0KEHUE, CTPYKTYpa U IITATHAS YUCICHHOCTD, IITATHOS
[PaCIIMCaHuE, MpaBUJia JOJLDKHOCTHAA MHCTPYKIHWSA, UX HASHAUYCHUC, XapaKTCPHUCTUKA U COCTAaB,
TpeboBaHue K 0(OPMIICHUIO, TIOPSIOK YTBEPKICHHs. PaciopsiuTenbHble TOKYMEHTHI:

[IOCTAaHOBJICHHE, TPUKa3, PacloOpsKEHHE, WX Ha3HAUYEHHWE, XapaKTEPUCTHKA W COCTaB, TPeOOBaHHS K
0(OPMIICHHUIO.

10




CripaBOYHbIE JTOKYMEHTBI: CIIy)KEOHbIC MHMCbMA, CIPaBKU, AOKJIAJHBIE 3alUCKH, MPOTOKOJBI, AKTHI,
3asBICHHSI, WX XapaKTEpPUCTHKAa M COCTaB, TpeOoBaHHs K odopmieHnto. THMBI JTOKYMEHTOB:
[IOJUIMHHUK, KOMMs, TyOJIMKAT, BBINKUCKA, UX Ha3HadeHue. [lopspok odopmileHHs U Bbla4u KONUH U
TyOIMKAaTOB JOKYMEHTOB, BBIITUCOK U3

HUX.

[IpakTuyeckoe 3ansaTue Ne 4 OdopMieHHE OpraHU3aAMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB.
Cocrasienue u opopmiieHHEe NPUKA30B 10 OCHOBHOMW JESTEIbHOCTH, JINCTA COTJIACOBAaHUS, JIUCTA
pacchuiku JokyMmeHTa. Yacts 1

[IpakTuyeckoe 3ansaTue Ne 4 OdopmieHre opraHu3aMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB.
CocraBienue 1 opopMIIeHHE ITPUKA30B [0 OCHOBHOM JEATEILHOCTH, JMCTA COrTIACOBAaHUS, JIMCTA
paccbUIKu ToKyMeHTa. YacTp 2

IIpakTuyeckoe 3ansaTue Ne S Tpynosas kamxkka. [IpaBuina nepBoHAYaIbHOTO U IOCIEIYIOLIErO
3all0JIHEHUS IPpU IipueMe Ha paboTy. [IpaBuiia BHECEHUs! H3MEHEHUH B TPYAOBYIO KHIKKY. YacTs 1

[MpakTHyeckoe 3ansTue Ne 6 DeKTpoHHAs TpynoBas KHIDKKA. [IpaBuiia ohopmieHus

CamocTosiTeibHasi padoTa o0yuarwmmxcs. [Toarorosuts pedepar Ha Temy: «JlemoBoe muceMoy,
«OTUKET B JIEJIOBOM MEPEIUCKE.

«IIoaroToBKa pacnopsaUTENbHBIX JOKYMEHTOB, C YU€TOM COOTBETCTBYIOIIUX CTAIAN.

TpynoBast kuukka [IpaBuiia Beljaua. Y4eT TpyOBbIX KHIKEK. IHCTPpYKIMM 110 BEJCHUIO, XPaHEHUIO,

Y4ETy TPYJOBBIX KHUXKEK.

Pazgen 2. Opranusanusi padoThl ¢ JOKYMEHTAMM.

18+9

Tema 2.1
Opranuszauus
AOKYMEHT0000poTa

Dopmupyemsbie komnerenuuun: OK 2, OK 4. OK 5, IIK 1.2, TIK 1.4, IIK 2.4, IIK 3.2, JIP 13, JIP 14,
JIP 15

OOy4aromuiics 10J5KEH YMeTh:

- 0pOPMIIATH IOKYMEHTALIMIO B COOTBETCTBUU C HOPMAaTUBHON 0a30ii, UCIIOIb3YsI HH(POPMAI[HOHHbIE
TEXHOJIOTUH;

- OCYLIECTBJIATh aBTOMATHU3AIMI0 00pa0OTKH IOKYMEHTOB;

- OCYLIECTBIIATh XPaHEHUE U NTOUCK JOKYMEHTOB;

-MCII0JIb30BaTh TEJIEKOMMYHHUKALMOHHBIE TEXHOJIIOTUU B AJIEKTPOHHOM JIOKYMEHTOO0OPOTE;
IOJI7KEeH 3HATh:

- CUCTEMBI JJOKYMEHTAI[MOHHOT'0 00eCIIeYeHNs yIIpaBJICHHUS,;

- OpraHu3alMio JOKYMEHTOOOOpOoTa: mpueM, oOpabOTKy, PpEerucTpanuio, KOHTpPOJIb, XpaHEHUE

TOKYMEHTOB, HOMEHKJIATYPY JIe;

4+2
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ConeprkaHrie yueOHOTO MaTepuaa.

Cnyx06a /IOY B opranuzanusx, Ha3Hau€HUE, 337a4M, (PYHKIHUU, TUIOBBIE CTPYKTYPHI, JOJDKHOCTHOMN
coctaB. Permamentamuss paboter ¢ CJOY. JlokymMeHTOOOOpOT: TIOHATHE, OOIIHUE MPUHIIMITHI
OpraHU3aIH JIOKYMEHTOO000pOTa, €ro CTPYKTypa, HEOOXOAUMOCTh yueTa 00beMa

TOKYMEHTO000pOoTA. HopmatuBHbie JOKYMEHTBHI, perilaMeHTHPYIOLIe OpraHu3aLNI0
TTOKyMEHTO000pOTA.
[IpakTuyeckoe 3ansaTue / OcHoBHBIE HOpMBI Opranuzanuu ciyxosl JJ0OVY. 2
CamocrosiTesibHas padora o0yyaromuxcest.[1oaroToBUTECS K CEMUHAPCKOMY 3aHATHUIO 110 TEME
«Oprasusanus perucTpai U KOHTPOJIb UCIIOJIHEHUS! JOKYMEHTOBY.
Tema 2.2 dopmupyembie komnerenunu: OK 2, OK 4. OK 5, IIK 1.2, TIK 1.4, I[IK 2.4, IIK 3.2, TIK 4.1 JIP 13,
Opranuzaunus JIP 14, JIP 15
perucTpauuun OOyuaromuiics 10J15KeH YMeTh: 8+4
JOKYMEHTOB - 0hOPMIISTH TIOKYMEHTALIUIO B COOTBETCTBUU C HOPMATUBHOW 0a30ii, UCHIONIB3Ys HH(POPMAI[HOHHBIE
KOHTPOJIb TEXHOJIOTHH;
HCIIOJIHEHUSI - OCYUIIECTBIIATH ABTOMATHU3AINI0 O0Pa0OTKH IOKYMEHTOB;
AOKYMEHTOB. IOJI7KEeH 3HATh:
- TpeOOBaHUS K COCTABICHUIO U O(DOPMIICHUIO JOKYMEHTOB;
-OpraHu3annilo  JTOKyMEHTOOOOpoTa: TmpueM, OoOpabdOTKy, PpErucTpanuio, KOHTPOJIb, XPAaHCHHE
TOKYMEHTOB, HOMEHKJIATYypy Aell;
Coaep:xanue yueOHOTro MaTepHaJia
Perucrpanus 10KyMEHTOB, ONIpEAEIEHUE, LIEIH, 3a1a4H, MECTa PErUCTPALlMH Pa3IU4YHbIX KaTeropui
JTOKYMeHTOB. CHCTEMBI M OPMBI PETUCTPALIMU, UX JOCTOMHCTBA U HepocTaTku. [lokasareny,
BBO/IMMBIE B PETMCTPALIMOHHBIE (DOPMBI
. Bugs! peructpanun. OcOG€HHOCTH PerucTpalny BXOAALINX, UCXOASAIUX U BHYTPEHHHUX JT0KYMEHTOB.
KoHTpo:b ucrnonHenus JOKyMEHTOB: MOHATUE, Ha3HaUeHUe, BUbL. [IpUHIMIIBI OpraHU3aiui KOHTPOJIS.
CpoOKu UCTIONHEHNS: TUIIOBOW, MHAUBUYAJIbHBIN. TEXHOIOIHS BEIEHUS KOHTPOJIA.
IMpakTnyeckas pagora Ne 8 Opranuzanust perucTpaiuu U KOHTPOJIb HCIIOJHEHUS TOKYMEHTOB. 2
CocTaBUTh M 3amoOJHUTH (HOpPMY IKypHaja pPETrUCTpAllMM BXOJSIIMX JOKYMEHTOB, HCXOJSIINX
JOKYMEHTOB U (OopMy >KypHana peructpauuu TtenedoHOrpaMM  3alojHUTh  PETUCTPALMOHHO-
KOHTPOJIBHYIO KapTouKy.. Yacts |
IMpakTnyeckas pagora Ne 8 Opranuzanust perucTpaiuyu U KOHTPOJIb HCIIOJHEHUS TOKYMEHTOB.
CoctaBUTh M 3amoOJNHUTH (HOpMY >KypHaja PErucTpali BXOJAIIMX JOKYMEHTOB, HCXOISIINX 2

JOKYMEHTOB U (OpMy >KypHana peructpauuu TtenedoHorpaMM  3amojHUTh  PETHUCTPALMOHHO-
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KOHTPOJIbHYIO KapTOUKy.. HacTh 2

CamocrosiTesbHasi padora o0yuawinerocsi. Hanuimre npeayioxkeHue U 3aperucTpupymnre B
JKypHaJIe PeTUCTPallUu.

Tema 2.3.
Opranuzaunus
ONepaTUBHOIO
XpaHeH
JOKYMEHTOB "
NMOPAIOK Mepeaayu
B apXHUB

dopmupyemsbie komnerennun: OK 2, OK 4. OK 5, IIK 1.2 JIP 13, JIP 14, JIP 15

OO0y4yaomuiics 10J12KeH yMeTh:

- OCYLIECTBJIATH XPaHEHUE U ITOUCK JOKYMEHTOB;

- UCIOJIb30BATh TEJIEKOMMYHUKALIMOHHbBIE TEXHOJIOTUH B 3JIEKTPOHHOM JOKYMEHTO000POTE;

ITOJI7K€eH 3HATh!

-OpraHM3alylo  JOKYMEHT0000poTa: mpueMm, o00padoTKy, perucrpainuio, KOHTpOJb, XpaHEHUeE
JTOKYMEHTOB, HOMEHKJIATYpy Ael;

4+2

Coaep:xanue yueOHOro MaTepHaJia

TpeOoBaHMsl K OpraHM3alyy OINEPATHBHOTO XpaHEHHs IOKyMEHTOB. HoMmeHknaTypa [en: MOHSTHE.
Bunelr HOMeHknaTypsl aen. [lopsnmok cocraBneHusi, oQoOpMIICHHS, YTBEPKICHHS W MPUMEHEHHS
KOHKPETHOW HOMEHKNaTypsl nen. Ilopsmox odopmitenus nen. OpraHu3anusi XpaHEHUS WCIOTHEHHBIX
TOKYMEHTOB. [Iops0K nepeiaun TOKYMEHTOB Ha XpaHEHUE B

apXHB.

M0JIZKeH 3HATh:

- TpeOOBaHUS K COCTABICHUIO M 0)OPMIIEHUIO JOKYMEHTOB;

-OpraHu3alnio JOKYMEHTO000poTa: preM, 00paboTKy, perucTpalnio, KOHTPOJIb, XpaHEHUE
TTOKYMEHTOB, HOMEHKJIATYpy Jel;

IIpakTnyeckas padora Ne 9.CocraBieHne 3aroJIoBKOB JIeJ I CUCTeMaTH3alluy JOKyMEHTOB B JIeja. 2
CamocrosiTeibHas padoTa odyuaromerocs. Beinummre Cpoku XpaHEeHHs KaJAPOBBIX JOKYMEHTOB, .
Tema 2.4. dopmupyemsbie komnerennun: OK 2, OK 4. OK 5, I[IK 1.2 JIP 13, JIP 14, JIP 15
Komnbrorepuzanusa |O0y4aromuiics 101K€eH YMETh: 2+1
TOKYMEHTAIMOHHOT0 - 0POPMIISATH IOKyMEHTAIIUIO B COOTBETCTBUH C HOPMATUBHOW 0a30#, HCIIOB3Ys HH(POPMAIIHOHHBIE
o0ecrnieyeHust TEXHOJIOTUH;
ynpaBJieHust - OCYILIECTBIISAITH ABTOMATH3AINI0 00pa0OTKH JOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia
KOMHB}OTepI/ISaHI/IH JOKYMCHTAIIHOHHOT'O o0ecrieueHus YIIpaBJICHUA HA IPEANIPUATUN
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CamocrosiTesibHasi padora oOy4yaromerocsi. [loaroTOBUTHCS K CEMUHAPCKOMY 3aHATHIO.
KOMHBIOTCpI/ISaLII/ISI AOKYMCHTAIITMOHHOT'O O6CCHC‘ICHI/I$I YIIPpaBJICHHUA HA NPCANIPUATUH,
3Ha4YeHHE, IePCIIEKTUBBI Pa3BUTHUS. VIcOnb30BaHKE TEPCOHATBHBIX KOMIIBIOTEPOB B

DJIeKTpOHHAs 10YTa. THIIBI CUCTEM 3JIEKTPOHHOM MOYThl. XpaHEHHUE JOKYMEHTOB B
PIIEKTPOHHOMU IOYTE

opraHu3alnuu pa6OTLI C JOKYMCHTaMHU. CocraBHEIC YaCcTH KOMITBIOTCPHOI'O ACJIOIMPOU3BOACTBA.

InddepeHnupoBaHHbIH 3a4eT

2
MakcuMaJibHasi HAarpy3Ka 72
AyauTOpPHAsl HArpy3Ka 26
CamocTosiTe/IbHSI HArpy3Ka 24

Jl1 XapaKTepUCTUKH YPOBHS OCBOCHMs y4€OHOI0 MaTepualla UCIOJIb3YIOTCS CIe1yIOIUe 0003HaYEeHU:

1. — 03HaKOMUTEJIBbHBIH (y3HAaBaHUE paHEE U3yUYEHHBIX OOBEKTOB, CBOICTB);

2. — PENPOAYKTUBHBIN (BBIIOJIHEHUE JIEATEILHOCTH 110 00pa3ily, HHCTPYKLUHU UJIH [10J1 PYKOBOJCTBOM)

3. — IPOAYKTUBHBIH (IIJIAHUPOBAHUE U CAMOCTOSITENILHOE BBIIIOJHEHHE ACATEIbHOCTH, pellieHNe TPOOJEMHBIX 3aj1a4)
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3. YCJIOBUSI PEAJINBAIIMU YUYEBHOM JUCIUITJINHBI
3.1. Tpe6oBaHUsA K MUHMMAJIbHOMY MATE€PHATbHO-TEXHHYECKOMY
o0ecrevYeHn 10

Peanmuzanust mporpamMMbl  MOAYJS MpearonaraeT HaJludue Y4eOHBIX
kabuneToB «JlabopaTopust JJOKYMEHTOBEICHHUS.

O6opynoBanue ydyeOHOro KabuHeTa U pabouux MecT KaOuHeTa
«JIOKyMEHTAIIMOHHOI'0 00€eCIIeYeH s YIIPABICHUY .

- y4€OHBIE CTOJIBbI U CTYJIbS;

— KJIacCHas JI0CKa;

— creunsl o Th;

- ydyeOHas ¥ CripaBOYHas JUTEpaTypa;

— I15BM;

— KOMITBIOTEPHBIC CTOJIBI M CTYJIbS;

— IJIaKkaThl MO Y4eOHBIM TeMaM; KOMIUICKThI IPE3CHTAIUH M0 TeMaM

IPOTPaMMBbI;

— TeMaTHYECKHUE TECThI B 3JICKTPOHHOM BH/IE,

- AIEKTPOHHBIN YUYEOHUK.

- HarsgHeIe TTocoOus (y4eOHHMKH, MOCOOHs, HOPMATHBHO-IIPABOBBIC

aKThl, CTEH/IbI, pa3aTOYHBIA MaTepHa);

— MYJIbTUMEIUAPOSKTOP.

VYyeOHble KaOMHETHI 00€CTIEUNBAIOT MPOBEACHUE BCEX BUIOB MPAKTUUECKHUX
3aHATUNA, MEXIUCUUIUIMHAPHOW ITOATOTOBKH, IPEIYCMOTPEHHOM HpOrpaMMon
yueOHOM  gucuuruivHbl.  [lepeuncnenHoe  obGopyaoBaHue — oOecleyuBaeT
IIPOBEJCHUE BCEX BHUJAOB INPAKTHUYECKUX 3aHATHM, MEXIUCUUILUIMHAPHON
MOJATOTOBKH, IPETyCMOTPEHHON NPOrpaMMoi y4eOHON AMCLUILIUHBI.

3.2. UudopmanmonHoe obecnevyeHne 00yueHust

[lepeuenr pekoOMeHIyeMbIX Yy4ueOHBIX Wu3naHui, MHTEepHET-pecypcos,
JIOTIOJTHUTCIIFHOM JINTEPATYPBI
HopMaTuBHO-IpaBOBbI€ aAKThI:

1. Konctutyuust  Poccuiickoit ~ deneparuu  npuHSATas  BCEHAPOJHBIM
rosiocoBanrem 12.12.1993. // Cobpanue 3akoHonarenbctBa PD, 1994, Nel,
cT.1

2. I'paxxnanckuii kogekc Poccuiickoit ®enepanuu ot 7 mas 1998r. No 73-D3 //
CoOpanue 3akoHonatenbcTBa PO. — 1998. - Ne 19. — Cr. 2069.

3. Konekc Poccutickoii @eneparyiv 00 aIMUHUCTPATUBHBIX TIPABOHAPYIIICHHSIX
30.12.2001r. Ne 195-®3 // Poccuiickas razera. 2001. 31 nexalpsi.

4. TpynoBoit konekc Poccuiickoit @eneparuu ot 30 mexabps 2001 r. Ne 197-
®3 // Cobpanue 3akoHoaTenbcTBa Poccuiickoit @eneparun, 2002, Ne 1, cT.
3

5. Ilocranosnenue IlpaButensctBa PD ot 27.12.1995 r. Ne 1268 "OG6
YIOPSIOYCHUH WU3TOTOBJICHHMSI, UCIIOIB30BAHUS, XPAHCHUSI U YHUYTOKCHUS
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neyaTeil u OJIAHKOB € BOCHpOM3BEIACHUEM | OoCymapcTBEHHOTO Tepbda
Poccuiickoit @enepanun';

6. TOCT P 51141-98. Jlenonpou3BOACTBO M apXUBHOE Je70. TepMUHBI U
onpenenenus. - M.: U3a-Bo crangaptos, 1999;

7. TOCT P 51511-2001 "Ilewatu ¢ BocmpousBeaeHHEeM [ OCyaapCTBEHHOIO
repba Poccuiickoit ®enepammu. dopma, pasmMepbl U TEXHHYECKHE
TpeboBanus". - M.: U3a-Bo cranaapros, 2001;

8. TOCT P 6.30-2003. YHudumupoBaHHbIE CHCTEMbl  JOKYMCHTAIIHH.
YuaudunmpoBanHas CUCTEMa  OpraHU3alMOHHO-PACHIOPSAUTEIHHOM
ToKyMeHTaruu. TpebGoBaHus K oQopMIICHHIO JOKYMEHTOB. - M.: U3a-Bo
cTta”aaptos, 2003;

9. TOCT P HCO 15489-1-2007 «YmpaBneHue JAOKyMEeHTamuei». — M.:
Cranmaptuadopm, 2007

10.T'ocynapcTBeHHast cucTeMa JOKYMEHTAITMOHHOTO 00eCIeueHusl yIpaBieHusl.
OcHoBHble mnonoxkeHus. OOmue mnonoxeHus. OO6mue TpeboBaHUs K
JOKyMEHTaM M CiIyxk0aMm JOKyMEHTalMoHHOro obecrneueHus. - M.:
I'maBapxus, 1991;

11.MHCcTpyKIUst 0 TMOpPSAKE BEACHHUS TPYJIOBBIX KHUKEK Ha MPEANPUATHUSX, B
YUpEKICHUSIX U opranuzanusix - Ne 69 or 2003 r.;

12.0OcHoBHBIE TpaBujiia padOThl apxuBOB opranuzanuu. - M.: BHUUJAJL,
2002;

13. TOCT P 7.0.97-2016. HanmonaneHeIit cranmapt Poccuiickoit deneparuu.
Cuctema ctangapToB 1o uHboOpMauu, OMOIMOTEUHOMY U U3AATEIBCKOMY
neny. OpraHu3alioOHHO-pacopsIANTENbHAs JOKyMeHTalus. TpeboBaHus K
opopmiieHuto 1okyMeHToB". — M.: Ctanaaptundopm, 2016;

14. TlepeyeHb  THUMNOBBIX  YNPABJICHYECKUX  APXUBHBIX  JIOKYMEHTOB,
o0Opa3ylomuxcsi B TMpoIecce JMACSITEIBHOCTH TOCYIapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOI'O CaMOYIIPAaBJICHUSI U OpraHU3alui, C yKa3aHUEM CPOKOB
XpaHEHUs, YTBEPKAEH MpHKa3oM MHUHUCTEPCTBA KYJIbTYyphl OT 25 aBrycra
2010 r. Ne 558;

15.TunoBass WMHCTPYKIHS 1O JEJIONPOU3BOJACTBY B (eaepalibHbIX OpraHax
HCIIOJIHUTEIbHOM BiacTu. - M.: POCAPXUB, 2000;

OcCHOBHbIE HCTOYHUKH JIJISI 00Y4AIOIIUXCH

1. bacakoB, M.M.  JlokymeHTanimoHHOE€  OOECIEYCHHE  YIpaBJICHUS:
(HdemonpousBoctBo) : yueoOnuk / M.U. bacakos. - 2-e u3n., ucl. u JI0M. -
Pocros- 0/]] : ®enukc, 2013. - 352 c. : un. - (Cpennee nmpodeccuoHanIbHOE
obpazoBanue). - bubmmorp. B kH. - ISBN 978-5-222-20053-7 ; To xe
[ DneKTpOHHBIMI pecypcl]. - URL:
http://biblioclub.ru/index.php?page=book&id=271490 (04.09.2017) MO

2. bacakoB, M.U. JlenonpousBoactBo (JlokyMeHTallMOHHOE oObOecreYeHne
ynpasinienus) [ Teker] : Yue0. / M.U. bacakos. - 12-e uzn. - P.u/]l : ®enukc,
2013. - 376 c. + [Ipunoxenue. - (CI1O). - PMO. - ISBN 978-5-222-20052-
0. 2013, 2014.

3. bacakoB, M.U. JlokymeHTanmonHoe o0ecrnedyeHue ympasieHuss ( ¢
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ocHoBamu apxuBoBeneHus) [Tekct] : Yueb. mocobue / M.U. bacakos. - M. :

Knopyc, 2013. - 216 c. + Ilpunoxenue. (HauampHoe u cpenHee
npodeccronansHoe oopazoBanue). PYMO. - ISBN 978-5-406-02509-3

. ApacnanoBa, B.A. JlokymeHTanmoHHOe oOecleYeHUEe YIpaBICHUS

yaeOHo- mpakTHieckoe nocooue / B.A. Apacnanosa. - M. : lupexr-Menua,
2013. - 240 c. - ISBN 978-5-4458-2253-0 ; To xKe
[D71eKTpOHHBIA pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=137706 (04.09.2017).

. I'punbepr, A.C. JlokyMEeHTallMOHHOE  OO€CIeUYeHUEe  YNpaBIICHUS

yuebHuk / A.C. I'punbepr, H.H. I'op6aués, O.A. Myxamermmuna. - M. :
KOnuTn-Jlana, 2015. - 391 c. : tabn., rpad., wi., cxemsl - bubmmorp.: c.
382-383. - ISBN 978-5-238- 01770-9 , To

.IMmenko  A.B.  JloKyMeHTallMOHHOE  OOECIeYeHUEe  YIpaBICHUS

(HdenompouspoactBo): Yueb. mocodbue. — M.: ®OPYM: UHDOPA-M, 2004 —
256c¢. — (Cepus «IIpodeccrnonansaoe oOpazoBaHue»)

. PymbiHMHA B.B. IIpaBoBoe oOecrieyeHue npodeccuoHanIbHON

NEeATEeIbHOCTH: Y4YeOHUK i crya.cpea.npod.yded.3apeaenuii / B.B.
Pymbiauna. - 3-¢ u3n., crep. — M.: U3marensckuii ieHTp «Akamgemusi», 2007.
—192c.

. UerBepukoB B.C. AnmuHuctpatuBHOe mpaBo: YueOHUK. — M.: @OPYM:

NH®PA-M, 2006. — 320 c. — (IIpodeccuonanbHoe 00pa3oBaHue)

I[OHOJIHI/ITGJILH])IC UCTOYHUKU:

1.

AnmvmunucTpatuBHOe nipaBo Poccuiickoit denepanmu: Yuel. s CTyI. cpef.
npod. yue0. 3aBenenuii / B.S1. Haconos, B.A. Konsimun, K.C. Ilerpos, B.M.
Penkoyc. — M.: U3x. uentp «Akagemusi», 2003. — 208 c.

AnekceeBa E.B. ApxuBoBenenue: yaeOHHK 711 Ha4y.1Ipod).00pa3oBaHusl, IO
pen. B.II. Koznosa. — M.:ITpodpO6p-Uznar., 2002. — 272 c.

Bsnora JI.M. JlokymeHTanmoHHoe oOecrieueHue ACATEIbHOCTH KaapOBOMU
cy)O0bl: Yueb.mocobue mus cpea.npod.odpazoBanus, M.: M3narenbckuit
HeHTp «Axkanemus», 2003. — 176 c.

I'paxxnanckoe npaBo: YueObnuk / Ilon.pen.C.II. I'pumaeBa. — M.: FOuutH,
2004. — 484 c.

I'paueBa E.1O., CokonoBa JO./]. ®uHaHcoBoe mpaBo: Ydeb.mocodue. — M.:
FOpucts, 2003. — 384c.

KupcanoBa M.B. CoBpeMeHHOE AeNONpPOU3BOJICTBO: Yueb.mocodue. 2-¢
u3n., ucrp. — M.: UHOPA-M, Hosocubupck: Cubupckoe coriamieHue,
2001. — 288c. — (Cepust «BbICIIEE OOpa30BaHUE).

Makapos H.JI., Ps6oB E.A. IlpennpuHumarenbckoe mpaBo: YueOHOE
nocobue. — M.: ®OPYM: HHOPA-M, 2004. — 208c. — (Cepus
«mpodeccCuoHaATBHOE 00pa30BaHUEY).

[TaBntok JI.B. u ap. CripaBOYHUK 1O J€I0NPOU3BOICTBY, APXUBHOMY JI€Ny U
OCHOBaM paboThl Ha kKoMmmbloTepe. - W3n. 10-e, mepepad. u mon. - CIIG.:
UTI «'epoa», 2006
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http://biblioclub.ru/index.php?page=book&amp;id=137706
http://biblioclub.ru/index.php?page=book&amp;id=115031

9. IlpennpuauMaTenbcekoe paBo: YueOHnuk st By3oB / Ilog pen. mpod.H.M.
Kopurynosa, npod. H.JI. OpuamBunu. — 2-e uzn., nepepad. u gomn. — M.:
IOHUTU-JAHA, 3akon u npaso, 2003. — 463 c.

10.Cexperapckoe neno (00pas3ibl JOKYMEHTOB, OpraHu3alisi U TEXHOJIOTHS
pabotsl): Yueb.-npakt. mocodue / B.B. I'anaxos, 1.K. Kopuees u np.; [ox.
pen. K. Kopneesa. — M.: TK Ben6u, U3n-Bo [Ipocnekr, 2004;

11.1Ilep6akoB FO.H. I'ocynapcTBeHHass U MyHULMNAIbHAs Ciyx)0a — PocToB
H//].: ®ennkc, 2007. — 256¢.

HNuTepHer-pecypcesl

U-P 1 http:// www.bibliotekar.ru
n-P 2 http://www.bizneshaus.ru/delo
H-P 3 http:// www.businesspravo.ru
U-P 4 http:// www.consultant.ru
H-P 5 http:// www.garant.ru

H-P 6 http:// www.sekretariat.ru

3.3. O0mue TpeGOBaHUA K OPraHU3alMU 00Pa30BaTeJILHOI0 NMpoIecca

OcBoenne paboueit IIPOTrPaMMBbI Oazupyercs Ha V3YYEHHUH
oOmeoOpa3oBaTeNpbHON  JHUCHMIUIMHBI  JIOKYMEHTAallUOHHOE  oOecredyeHue
YIPABJICHHUS.

3.4. KaapoBoe o0ecneueHne 00pa3oBaTeIbHOI0O Mpouecca

TpeboBanus Kk KBanMUKAIMA TIEAArOTHYECKUX KaJpoB, OO0ECIICUNBAIOIINX
obyyenne 1o kKypcy OIL.04 Hammume BbICHIET0  MNPO(ECCHOHATHLHOTO
oOpa30BaHUUsI, COOTBETCTBYIOIIETO TPOPHIIIO YICOHOM JUCITUTITHHBI.
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB YCBOEHHUSI YYEBHOM
JUCHUILIAHBI

OOydeHue 10 y4eOHOW JUCUUIUIMHE 3aBeplIaeTcs MPOMEKYTOYHON
aTTectanuei B popme nudhepeHIIMpOBaHHOTO 3a4eTa.
KoHTpoib M oOmeHKa pe3yabTaToB OCBOCHHS Y4YEOHOW  HUCIIUTUTHHBI

OCyHICCTBJCTCA IIPCIIOJaBaTCIICM

B IIPOLECCE TPOBENCHUSA IPAKTUYECKHUX

3aHHTHﬁ, TCCTUPOBAHUA, 4 TAKIKC BBIITOJHCHHUA 06y‘-IaIOI]_II/IMI/IC$1 SaI[aHI/Iﬁ JJIA

CaMOCTOATENIBbHON paOdOTHI.

Pe3ysabTarsl 00yyeHus
(ocBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHMS)

®opmMbI U METOAbI KOHTPOJISI U OLIEHKHU
pe3yJabTaToB 00y4YeHHsl

YcBoeHHbBIE 3HAHNA

— OCHOBHBIC TIOHATHS: 1IEJIH, 33/1a41 1
NPUHIXIBI TOKYMEHTAlMOHHOTO
oOecrieueHus ynpaBIeHUS;

HaGnroneHnue 3a 1eATeNbHOCTBIO CTYJIEHTa B Ipoliecce
OCBOEHHUsI TeMbl 1.1, OlLlEHKa JOCTM)KEHHUS pe3ysbTara
yepes:

-aKTUBHOE yYacCTHE B XOJI€ 3aHATUS;

— CHCTCMBI JOKYMCHTAIITUOHHOT'O
obecneyeHus YHpaBJICHUA, UX
aBTOMAaTU3aluIo,

- YCTHBII M IMCBMEHHBIN OIPOC;
- 3a7aHus ISl CAMOCTOSITEIbHOM paboThI;

—  KIacCH(UKAIUIO JOKYMEHTOB;

Habmroienue 3a JesTeNbHOCTBIO CTYJIEHTa B Ipoliecce
ocBoeHMs TeM 1.1-1.4, oneHka AOCTHXKEHHs pe3yJsibTaTa
gyepes:

- AKTHUBHOE Y4acTHe B XOJI€ 3aHATHS;

- YCTHBIM M MMCBbMEHHBIN OIIPOC;

- pelleHue 3a7a4 Ha MPAKTUYECKUX 3aHITHIX;

- 3aJlaHus JJI CaMOCTOSITENIbHOM paboThI;

JKCIIEpTHAas OLIEHKA IPOAYKTA IPAKTUYECKON
nesitenbHOCTH 113 Ne 1-T13 Ne6

— TpeboBaHMS K COCTABICHUIO U
0(hOPMIICHUIO TOKYMEHTOB;

HaOnroneHue 3a 1eATENBHOCTBIO CTYJIEHTa B IPOLIECCE
ocBoeHMs TeM 2.1-2.4, oneHKa AOCTHXKEHHs pe3ysibTaTa
yepes:

- aKTUBHOE y4aCTHUE B XOJI€ 3aHATUS;

- YCTHBIN M IMCBMEHHBIN OIPOC;

- 3a/1aHUs 7151 CaMOCTOSTENbHON paboThl;

DkcnepTrHas OLICHKA MPOyKTa MPaKTUIECKON
neareisHOocTH [13 Ne 7-I13 Ne9

— OpraHu3aluio JOKyMEHTO00OopoTa:
npuem, 06paboTKy, perucTpanuio,
KOHTPOJIb, XpaHEHHE JJOKyMEHTOB,
HOMEHKJIATypy el

OcBOEeHHbIC YMEHUA

YMmeTb opopMIIATh U IPOBEPSITH
MPaBUIBHOCTh OPOPMIICHHS
JOKYMEHTAIlUU B COOTBETCTBHH C
YCTAHOBJICHHBIMH TPEOOBAHUSAMH, B T.U.
UCNOJIb3Yysl THPOPMALIMOHHBIE TEXHOJOTUH;

HaOnroneHne 3a nesATeNbHOCTRIO CTYJIEHTa B TIPOIIECCe
ocBoeHMs TeM 1.1-2.4, orneHKa JAOCTHIKEHHs pe3yibTaTa
yepes:

- aKTUBHOE y4YacTHE B XOJI€ 3aHITHUS;

- YCTHBIA U MUCbMEHHBIN OMpOC;
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YMeTb IPOBOIUTH aBTOMAaTU3UPOBAHHYIO
00paboOTKy TOKYMEHTOB;

OCYHICCTBJIATL XPAHCHUC U ITOUCK
JOKYMCHTOB,

HCIIOJIb30BaTh TEJICKOMMYHUKAIIHOHHBIE
TCXHOJIOTUU B

AJIEKTPOHHOM

JIOKYMEHTOO0O0POTE.

- peleHue 3a7a49 Ha MPAKTHYSCKUX 3aHATHSIX;
- 3aJIaHUs JJI1 CAMOCTOSITEIIbHOM paboThI;

- TECTUPOBAHHUE

DKcrepTHas OLEHKA MPOAYKTa MPAKTUIECKON
nesarensaoct [13 Ne 1-I13 Ne 9
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