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1. TIACIIOPT ITPOI'PAMMbBI YUEBHOM JUCLIAITJINHBI

1.1. O6nacTh IPUMEHEHHUS NPOTPAMMBI

[TporpaMMa y4eOHOW JMCIMILIAHBI SBJISCTCS YacThIO MPOrPaMMBbI ITOJTOTOBKH
CHCIMAITUCTOB CpeHero 3BeHa B coorBeTcTBHHM ¢ PI'OC Mo crenuaabHOCTH CPEIHEro
npodeccuonansaoro odOpazoanus 40.02.01 IlpaBo m opraHuzanus COIHUAIHLHOTO
obecrieyeHusl.

PabGouass mporpamma y4eOHOW AMCHUIUIMHBI MOXET OBITh WCIOJh30BaHA B
JIOTIOJTHUTEIPHOM MPO(EeCcCCHOHATBHOM 00pa3oBaHUM (B MpOrpaMMax IOBBIIICHHS
KBaJTM(DMKAIIMK U TIEPETIOATOTOBKH) M PO ECCHOHATHHON TTOJITOTOBKE.

1.2. MecTto y4eOHOW JUCHUNIHMHBI B CTPYKTYype OCHOBHOH
npopeccuoHalbHON 00pa30oBaTENbHONW MPOTPaMMbI

VYuebnas aucnuimiiHa  «JlOKyMEHTallMOHHOE OOECICYeHHE  YIIPaBIICHUS»
BKJIIOYEHa B TMPOPECCHOHANBbHBIA YUYeOHbIH MUK Kak ooOImenpodeccruoHaabHas
aucuuiuinHa. M3ydeHueM AUCIHUILIMHBI JOCTUTaeTcss (POPMHUpPOBAHHE Y CTYJICHTOB
NpeACTaBieHusT 00 OpraHM3allik JISJTONMPOM3BOJICTBA M JIOKYMEHTOOOOpOTa Ha
NPEANPUATUIX JTIOOBIX (hOpM COOCTBEHHOCTH.

13. lleap m 3agayu y4yeOHOW HAUCHUNIUHBI — TpeOOBaHUSA K
pe3yilbTaTaM OCBOCHHUS YUYCOHOW MM CI[MIIIHNHBI

OcHOBHass 1 eNb  MpenojaBaHUsl  JUCHMIUIMHBI  «JloKymMeHTanumoHHOE
oOecrieyeHue YIpaBJICHUS» — TMOJYyYEHHE TEOPETHUYECKHX 3HAHUM U TPAKTUYECKUX
HAaBBIKOB B 00JIaCTM OpraHu3aluu JAeJIONPOM3BOACTBA M JIOKYMEHTOOOOpOTa Ha
NPEANPUATUIX THOOBIX (HOPM COOCTBEHHOCTH.

B pesynbrare ocBoeHUsS Y4E€OHOW AUCIHUIUIMHBI OOydYaroUIuics JOJIXKeEH
YMEThH:

- 0OpMIIATH OPraHU3aLMOHHO-PACIIOPAIUTENbHbBIE TOKYMEHTBI B COOTBETCTBUU
¢ aerictByromuM 'OCTowm;

- OCYLIECTBJIATh 00pabOTKy BXOJSILIMX, BHYTPEHHUX T UCXOASIIUX JTIOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJHEHUEM;

- 0OpMIISITH TIOKYMEHTHI JIJIsl IEpeAaun B apXUB OPraHU3alHH.

B pesynbrare ocBoeHMs Y4yeOHON AMCHMILIMHBI OOyYarolIUWCS 0 JXKEH
3HATh:

-MIOHATHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHUPOBAHMS;

- TpaBuJa COCTaBJIEHUS M O(OPMIICHHS] OPraHU3allMOHHO-PACIOPSAIUTEIbHBIX
nokymeHToB (OPJI);

- CHCTEeMY U THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAI[MOHHOIO OOecrneyeHus
ynpasienus (J0Y);

- OCOOEHHOCTM  JIEJIONPOU3BOJICTBA MO  OOpamieHusM  TpaXkigaH U
KOH(UICHIIMATBHOTO JIEIOMPOU3BO/ICTBA.



1.4. IlepeueHs GOpMHUPYEMBIX KOMIETEHI UM

Oo6mme xomnetenuu (OK)

OK 1. IloHumaTh CYIIHOCTh M COLHMAJIBHYIO 3HAYMMOCTb CBOEH Oynymiei
npodeccuu, MposIBISTH K HEW yCTONYMBBIA HHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBHIOMpATh THUIIOBBIC
METOJbl W CHOCOOBI BBIMOJHEHUS NPOGECCHOHATBHBIX 3a/Jad, OLEHUBATh HX
3 PEKTUBHOCTH U KAa4E€CTBO.

OK 3. IIpuHuMarh pelieHus B CTaHJAPTHBIX U HECTAHAAPTHBIX CUTyalUsAX U
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. OcymiecTBisITh MOUCK U HUCIIOIb30BaHUE HHGOPMAIU, HEOOXOAUMOM
Uist 9P GEKTUBHOTO BBIMOTHEHUS MPO(EeCCUOHATBHBIX 3aJ]1ad, MPOPECCUOHAIBHOTO U
JMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnonp3zoBaTh MHPOPMAIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUU B
po¢eCCUOHATIBHOU JIEATEIIbHOCTH.

OK 8. CamocrosiTenbHO OMNpeneisaTh 3aJadyd  MNpo(ecCHOHAIBLHOTO U
JUYHOCTHOTO pa3BUTHUSA, 3aHUMATbCd CaMOOOpPa30BaHHWEM, OCO3HAHHO IUIAHUPOBATh
MOBBIIICHUE KBATU(DUKALIIH.

OK 9. OpueHTHPOBATHCS B YCIOBHIX MOCTOSIHHOTO U3MEHEHUS ITPaBOBOM 0a3bl.

[Ipodeccuonanbupie kommnereHuu (I11K)

[IK 1.1. OcymecTtBaste npodecCHOHANIBHOE TOJKOBAHME HOPMATHUBHBIX
MPaBOBBIX AKTOB JUISI peasin3aliy MpaB rpakjaH B cepe MeHCUOHHOr0 00ecTieueHus 1
COIIMAJIbHOM 3aIIIMTHI.

[IK 1.2. OcyumectBisTh NOpUEM TpaXKJaH MO BOMNPOCaM [MEHCUOHHOIO
o0ecrneueHrs U COLMaIbHON 3alUThI.

I1K 1.3. PaccmaTtpuBaTh makeT JOKYMEHTOB JIJII Ha3HAYCHUS IMECHCUH, TOCOOHH,
KOMIICHCAllUM, APYTUX BBHIMJIAT, @ TAKXKE MEpP COIUAILHON MOIIAEPKKHA OTIEIbHBIM
KAaTErOpUsIM IpakIaH, HY>KIalOIIMMCS B COLIMAJIBHOM 3allUTE.

[IK 1.4. OcymiecTBasiTh yCTaHOBJICHHE (Ha3HAUCHHE, MEpepacuer, MepeBol),
MHJIEKCALIUIO U KOPPEKTUPOBKY MEHCHI, Ha3HAYEHUE MOCOOU, KOMIEHCAIUN U IPYTUX
COLIMAJIBHBIX BBIILJIAT, UCHOJb3Ys NH(POPMAIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

[IK 1.6. KoHCynbTHpPOBAaTh TPaXKJaH U MPEICTABUTEIEH IOPUINYECKUX UL 10
BONPOCaM MEHCUOHHOI0 00eCIIeYeHHsI U COLIMATIbHOM 3alllUThI.

1.5. KonudyectBo YacoB Ha OCBOEHHE IporpaMMbl ydeOHOH
nucouuniauabl (mo ®IroC):

OuyHoe o0Oy4eHue:

MakcumanbHas yueOHasi Harpy3ka o0yuatroiierocsi 60 yacoB, B TOM 4YHCIIE:
- o0s13aTenbHAs ayauTopHas ydyeOHas Harpyska 40 gacos,
- camocTosTeNnbHas paborta oOydaromierocs: 20 yacos.

3aouyHO€ 00yUeHue:

MaxkcumanbHas yaeOHasi Harpy3ka oOydaronerocsi 56 yacos, B TOM 4HCIIE:
- o0s13aTenbHas ayIuTOpHas ydyeOHas Harpyska 12 dacos,
- caMocCTosTeNbHas pabota oOyuaromerocs 44 4acos.



2. CTPYKTVYPA 1 COJIEPXKAHUE YYEBHOM JIMCLIMITJIMHBI

21.00bemM y4eOHOW NUCHUNIUHB U BUABl Yy4eOHOU paboOTH

Ounas hopma MOATOTOBKH

Bun yuebHoli paboTh

O0BeM yacoB

MakcuMaiibHas yueOHasi Harpyska (Bcero)

60

OO0s3aTenpHas ayAUTOpHAs yueOHast Harpy3Ka (BCETo)

40

B TOM YHUCJIC.

JCKIINH

20

J1a00paTOpHbIE PaOOTHI

IMMPAKTHYCCKNUC 3aHATHA

20

KOHTPOJIbHBIE PA0OTHI

KypcoBas pabota (eciu mpeaycMOTPEHa)

CamocTosiTenbHas paboTa o0yyaromerocs (Bcero)

20

B TOM 4HCJIC.

caMOCTOsITeNIbHAs paboTa Hajg KypcoBod pabotoit (eciu
peyCMOTPEHA)

INOATrOTOBKA K ayTUTOPHBIM 3aHATHAM

ITIOATOTOBKA K HpOMe)KYTO‘IHOﬁ arTTecCcTalnn

BHCAYyIUTOpHAA CaMOCTOATCIIbHAasA pa60Ta (I/ISYLIGHI/IG
JIUTCPATYPHI IO 3aJdHHBIM TCMaM, HAIITMCAHNUC pe(bepaTOB)

20

Wrorosas arrecraius B popMe 3auera B 5 ceMecTpe

3aouHas hopma MOJrOTOBKU

Bun yueGHOM paGoThI

O0BEM YacoB

MakcumanbHasi yueOHasi Harpy3ka (Bcero)

56

OO0si3aTenpHas ayAuTOpHAs yueOHasi Harpy3ka (BCEro)

12

B TOM YHUCIJIC.

JIEKIIUH

nabopaTopHbIe pabOThI

IMPAKTHYCCKHUC 3aHATHA

KOHTPOJIbHBIE paOOThI

KypcoBas paboTta (eciau npeaycMOTpeHa)

CamocTosiTenbHas paboTa o0yyaroierocs (Bcero)

B TOM YHCJIC.

caMocTosTeNlbHass paboTra Haa KypcoBoil paboroit (eciu
PEAyCMOTPEHA)

MNOATOTOBKA K ay AMTOPHBIM 3aHATHAM

ITIOATOTOBKA K HpOMGX(YTOQHOﬁ aTTeCcralinuu

BHEayAUTOpHAs caMOCTOATENbHas pabora (u3yueHue
JIMTEPATYPHI 10 3aJJaHHBIM TeMaM, Halucanue pedeparon)

44

Wrorosas arrecranus B popMme 3auera B 6 ceMecTpe




2.2. TeMaTU4YeCKHU MJaH U COAEpKaHUE YUCOHON MUCHUTIIHHBI

JIOKyMEeHTalMOHHOE 00ecTieueHe ypaBIeHUs

HaumeHnoBanue
pa3aenoB U TeM

Coneprxanue yueOHOr0 MaTepuaia, 1abopatopHble pabOThl M IPAKTHYECKUE 3aHSITHS,
caMocToATeNbHas paboTa o0yJaromuxcs, KypcoBasi padboTa (TIpOEKT) (eciu npedycmompervl)

O0Bem yacoB

YpoBeHb
OCBOCHHSA

1

2

3 4

5

Pazgen 1. O0mas
XapaKTepUCTHKA
JIOKYMEHTAI[HOHHOTO
obecrieueH s ynpaBIeHHs

BBenenue

ConepxaHume yueOHOTro mMarepuana

Jlexknuu

Lenu, 3agaun 1 MPUHIUIIEL JeTONPON3BOACTBA. McTopus nemonpon3BoacTBa Kak Hayku. [Ipeamer
u 3amaun kKypca. Kpatkuit 0630p autepaTypsl 1 HCTOUHUKOB MO JaHHOMY Kypcy. PekomeHmanuu mo
OpraHu3alui CaMOCTOATEIHHOW M BHEAYAUTOPHON paboThl CTy/IeHTOB. [loHATHE O KOPPECTIOHAEHITNI
U JeNonpou3BOJCTBe. Jlornyeckass CTpyKTypa IUCIUIUIMHBI, €€ MECTO B CHCTEME TOATOTOBKH
CIIEIUAINCTA, MEXKIIPEIMETHBIE CBSI3H.

Tema 1.1. OcHOBHBIE
MOHATHUS
JIOKYMEHTaIMOHHOTO
oOecrieueHHs yIpaBICHUS

CognepxxaHue ydyeOHOro mMartepuana

OCHOBHBIE TIOJIOKEHHUS TIO0 JOKYMEHTHPOBAHHUIO VIPAaBICHYECKOH JestenpHOCTH. EnmHas
TocynapctBenHas cuctema aenonpoussoactsa (EI'C JOY)

KirodeBble  MOHATHS:  JIOKYMEHT, JOKYMEHTOOOOPOT, IENONMPOU3BOJCTBO,  YHU(DHUKAIHS,
CTaHJIApTHU3AISL, ApXUBHOE JeNl0, oprrexHuka. Kimaccudukanus TOKyMeHTOB

IIpakTHuueckue 3aHATUS

N3yueHre oCHOBHBIX TEPMHUHOB U omnpeaeneHuit JJOY; onpeneneHre Mecra U pojid JOKYMEHTOB B
NESITeIBHOCTH TPEANPHSITHS JII0001 (hOPMBI COOCTBEHHOCTH; PACCMOTPEHHE KITACCU(PHUKAIINN
JIOKYMEHTOB.

CamocrtosrenpHas paboTa obydyammuxcas

BrimonHnenne qoMamHux 3aganuii mo pasaeny 1.

Cucremarnyeckas IpopaboTKa KOHCIIEKTOB 3aHSTHI, Y4eOHOH U HOPMAaTUBHOM JINTEPaTyphl

[TpumepHas TeMaTHKa BHEAYIUTOPHOH CaMOCTOSATEIEHOW PabOTHI

Hanucanume pedepara Ha TeMy:

Hcropuueckue atamsl nenonpousBoacTsa. Obmepoccuiickue knaccugukaropst OKITO, OKY /I,
OI'PH. OcHoBHuble yHu(uIMpoBaHHble cucteMbl B coctaBe OKVY][. Cucrema rocynapcTBEHHBIX
opranoB ympasieaus JOVY. JlokyMeHTannoHHOEe oOecreueHue yTpaBieHUs 3apyOeXHBIX CTpaH:
CXOJCTBA U PA3IUYHSI.




Pazmen 2. TpeGoBanus x

COCTaBJICHUIO 16
1 0(OPMIICHHIO
JIOKyMEHTOB
ConepxaHme yueOHOTro Martepuaina
Jlexkuuu
OdopmiieHre MOKYMEHTalMH B COOTBETCTBHH C HOPMAaTHBHOM 0a30f, B TOM dHCIEe C 1 1
UCTIONB30BaHNEM MH(GOPMAIIMOHHBIX TEXHOJIOTHH. OCHOBHBIE MpaBmiia 0(OPMIICHHUS MAIIMHOINCHBIX
TekcToB. TpeboBanus K HOpMaTHPOBAHHUIO TEKCTA
CamocrosstenbHass pabora o0OydalmuUXCcs — BBHIIOJHEHUE JOMAIIHUX 3a/JaHUN 10
paszneny 2.
W3yyeHne HOpPMAaTHBHO-TIPAaBOBOM 0a3bl  JTOKYMEHTALMOHHOTO OOECIIEUEHHs YIpaBICHUSA
BKJIIOYAIOIIEH:
- @epnepanpHBIil 3ak0H «O0 wWHpOpManuu, wHGOpMATH3AUIWK W 3amuTe wHOOopMammm» or 20
Tema 2.1. Odopmienue (benpans 1995 1. No 24-D34;
JIOKyMEHTAIU! B TUTEEOT
COOTBETCTBHIM C - 3axoH Poccuiickoii @enepanun «O crangaprusanum» ot 10 uronst 1993 r. Ne 5154-1;
HOPMATHBHOM - 3akoH Poccwuiickoit @epepannu «O rocymapctBeHHOH TaiiHe» oT 21 mromst 1993 1. Ne 5485-1
6a3oit - 'OCT P 6.30-2003 «YHuuupoBaHHbIE CHCTEMbI JOKYMEHTAIlMU. Y HU(PHUIMPOBAHHAS CUCTEMA
OpraHU3alMOHHO-PACHIOPAUTENLHOM OKyMeHTaluu. TpeboBanust K 0hOPMIICHUIO TIOKYMEHTOBY; 4
- T'OCT 6.10.5-87 «YHu(GUUMPOBaHHBIE CHCTEMBl JOKYMEHTALUH. TpeOOBaHUS K MOCTPOCHUIO
bopmysipa-oopasuay;
-T'OCT P 51141-98. «/lenonpon3BoACTBO U apXUBHOE AeJ0. TepMHUHBI U ONpeAeICHIS
- O6mepoccuiickuii kaccupukarop ynpabieHdeckoi qokymentanuu (OKY 1),
- O6mmepoccuiickuii knmaccudukarop npeanpuatuii u opranusammii (OKIIO);
- O6mepoccuiickuii kmaccuukaTop BUIOB SKOHOMHUUYecKoi aesrensHoctd (OKBO/);
- Obmepoccuiickuii Ki1accupuraTop mpodeccuii padbodnx, JOMKHOCTEH CITy>KaIUX U TapUQHBIX
paspsmos (OKIIATP);
- [locranoBnenus ['ockomcTara Poccun ot 05 staBapst 2004 r. Ne 1.
ConepxaHue yueOHOro Martepuaina
Jlexnuu
OCHOBHBIE PEKBU3UTHI TOKYMEHTA, UX KiaccupuKaiys, npaBuia oOPMIICHUSI B COOTBETCTBHHU C 5
I'OCTom P 6.30-2003 «YHHUIIUPOBAaHHBIE CHCTEMBI JOKYMCHTAIIMH. YHU(PHUIMPOBAHHAS CHCTEMA
OpraHU3alMOHHO-PACHIOPAUTENILHON JOKyMeHTauu. TpeboBaHUS K OQGOPMIIEHHIO JOKYMEHTOBY.
Tema 2.2. Odopmienne @Dopmysp u OnaHK IOKYMEHTA.
OCHOBHBIX PEKBU3UTOB ITpaxTuyecKkue 3aHATHUSA
JIOKYMEHTa 1. OdopmiieHre PEeKBU3UTOB OJIaHKA
2. CocraBnenue u opopmieHre HHHOPMAITMOHHO-CIIPABOYHON JTOKYMEHTAIINH 5 1
3. CocraBienue u opopMIIeHHE OpPraHU3aIMOHHO-PACTIOPAIUTEIHHON JOKYMEHTAIHH
4. CocraBnenue u opopMieHHe HHHOPMAITMOHHO-aHAUTUTHIECKOW JTOKYMEHTAIUH
CamocrosstenbHas pabora oOyvyaromuxcs 4 11

BrinonHenue nomMalHux 3aaHui o pasjeny 2.




W3zyuenne n aHanu3 ocobeHHOCTEH 0(hOpMIICHNS pEKBU3UTOB JOKYMECHTOB.

Paszgen 3. CucreMsl
JIOKyMEHTaI[IOHHOTO
obecrieueHns yIpaBIeHHU

19

Tema 3.1.
Opra"n3anuoHHAs
JIOKYMEHTAITUS

ConepxaHume y4eOHOTro Matepmuaia

Jlexnun

YCOPJI — yHuUIMpOBaHHAS CHCTEMa OPTaHM3AIMOHHO—PACTIOPSIIUTEIHHON IJOKYMEHTAIIHH:
cocraB YCOPJI, obmactu ee mnpuMeHeHHa. OpraHM3allMOHHBIE IOKYMEHTBI, WX Ha3HaYCHUE,
¢dopmysper-o6pasipl. [Iponexypa cocraBieHHs M O(QOPMIICHHS OPTaHM3AIMOHHBIX JOKYMCHTOB.
OO0macTh NPIMEHEHNUS OPraHN3alNOHHbIX IOKYMEHTOB. Vcrionp30BaHNe YHUPHIMPOBAHHBIX HOpM

HpaKTH‘IeCKI/IC 3aHATHUA
Oq)OpMJ'IeHI/Ie OCHOBHbLIX BUJIOB OpPTaHMU3alIMOHHBIX JOKYMCHTOB

Tema 3.2.
PacnopsinurenbHas
JIOKYMEHTAIUs

ConepxanHue yueOHOTro MaTepuana

Jlexuuu

PacniopsinuTenbHble TOKyMeHTHI. VX HasHaueHue, popMyssipei-o0pasipl [Ipoueaypa cocraBneHus
u  odopMieHHs PAaCHOPSAUTENBHBIX JOKyMEHTOB. OOJlacTh NPUMEHEHHs PacHOpSIUTENBHBIX
JOKyMeHTOB. Vcnosib30BaHne YHUOUIIMPOBAHHBIX (OPM.

IIpakTHuueckue 3aHATUS
OdopmiieHHEe OCHOBHBIX BUJIOB PACIIOPSAUTEIILHBIX IOKYMEHTOB

Tema 3.3.
WudopmannonHo-
CrHpaBOYHAasl JOKYyMEHTALHsI

Conepxanne yuyebHOTO MaTepuana

Jlexknumn

HudopmannoHHO-cIIpaBOYHbBIe JTOKYMEHTH. X Ha3zHaueHme, GopMmyrspsl-oOpasubl. [Ipomemnypa
cocTaBieHUsT W O(OpMIICHUS WHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB. OO0NacTe IpUMEHEHUS
HHPOPMAIMOHHO-CIPAaBOYHBIX TIOKYMEHTOB Vcronp30oBanne YHUPHIMPOBAHHBIX (DOpM.

[IpakTHuyeckue 3aHATHUSA
OdopmireHre OCHOBHBIX BHJIOB HH(OPMAIIOHHO-CIIPABOYHBIX JJOKYMEHTOB

Tewma 3.4. JlokyMeHTaIHs
0 JTMYHOMY COCTaBY

Conepxanne yuebHOTO MaTepuana

Jlexuuu

[TakeT DOKyMEHTOB MO JIMYHOMY cocTaBy. OCOOEHHOCTH PabOTHI C KaIpOBBIMH IOKyMEHTaMH.
JloKkyMeHTHpOBaHHE TPYJIOBBIX MPAaBOOTHOIIEHUH. lcmonb3oBaHwe yHH(UIIMPOBAHHBIX (QOPM
JOKYMEHTOB TI0 JIMYHOMY COCTaBy. V3maHWe NpHKa30B IO JUYHOMY cocTaBy. DopMmupoBaHue H
BEJICHHE JINYHBIX J1eN. BeeHne TpyI0BhIX KHIDKEK paOOTHHKOB

[IpakTuueckue 3aHATUS
OdopmireHre OCHOBHBIX BHJIOB JIOKYMEHTOB I10 IMYHOMY COCTaBY.
OdopmireHre NPUKa30B 110 JINYHOMY COCTaBY, BEACHHE JINUHBIX eI




CamMmocTosTenbHas pabora obydaromuxcs

BrimonHeHIE fOMATHUX 3aAaHUH 10 pa3aeny 3.

OdopmiieHre pacropsiIUTENbHBIX, UH()OPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB, JIOKYMEHTOB IIO
JIMYHOMY COCTaBY B COOTBETCTBHH C WHIMBHUIYIbHBIMH 33JaHHSIMH.

11

Paznen 4. Opranusanus
JIOKYMEHTO000pOTa

16

Tema 4.1. TexHonorus u
MIPUHITUITBI OPTraHU3aUN
JIOKYMEHTO000poTa

ConepxaHume yueOHOTro Marepuaina

Jlexkuuu

Opraamzanusi TOKYMEHTOOOOpOTa: TmpueM, oO0pabdoTka, perucTpanus, KOHTPOIb, XpaHCHHE
JOKyMEHTOB, HOMEHKJIaTypa Jei. TpeOoBanust Kk 3arosoBkam jen. DopmupoBaHue el
Cucremaruzauusi J0KyMeHTOB BHyTpu nena. Odopmiienne gen. TumoBble CpPOKH XpaHEHUs
JIOKYMEHTOB.

IIpakTuueckue 3aHATUS

1. IIpoBenenue poneBoil aenoBoil urpsl «IloAroToBKa TOKYMEHTOB K apXMBHOMY XpPaHEHUIO U
nepesadya UX Ha XpaHEHUE B apXUB OpraHU3aliy, MyHULIUIIAIbHBIA apXUB»

2. CocraBiieHre HOMEHKJIATYPBI el

CamocrositenbHas pabora oOydammuxcs
1. IToaroToBKa K poJICBO IEIOBON UTpe
2. [ToaroroBka K npaktuieckoi padbote «CocTaBIieHHe HOMEHKJIATYPHI IEID»

Tema 4.2. Texnonorus
aBTOMAaTU3UPOBAHHOM
00paboTKN JOKyMEHTaIUN

CogepxxaHnue yuyeOHOro mMartepuana

Jlexnuu

ABTOMAaTH3MPOBAHHBIE CHCTEMBI JAEIOPOU3BOCTBA.

Cuctema a1eKTpoHHOTO JoKyMeHTooOopora (C3/I), ee cTpykTypa, HacTpoiika cuctembl. O030p
COBPEMEHHBIX CPEJICTB OPITEXHHUKH JUIA repenadn u nepepadorkn uadopmanun. L{udposas noamucs.
OnextpoHHass mouTa. 3ammra HHQOpMaruu. CHCTEeMbl ONTHYECKOTO PAcHO3HABAaHHUS TEKCTOB.
Vcnonp30BaHUe MPABOBBIX MH(OOPMAITMOHHBIX CHCTEM.

IIpakTHuueckue 3aHATUS
1. OdopmieHre TOKYMEHTOB B aBToMatu3upoBanHoii cucteme JIOY. Pacrno3HaBaHue TOKYMEHTOB.
2. OpraHu3zanus 3JIeKTPOHHOTO JOKYMEHT0000pOTa.
3. Tlepemaua wuHbopMmanuu 1O KOMIBIOTEPHBEIM ceTsiM B CDJl (cucremax 3IIEKTPOHHOTO
JIOKYMEHT0000pOTa).

CamocTosiTenbHas pabora obydaromuxcs

BeimonHeHune foMalHux 3a1aHui 1mo pasnueny 4.

Odopmienne cxembl paborsl B ECM-cucteme ¢ BXOSIIMMH JOKyMEHTAaMH (perHCTparys,
BU3UPOBaHNE, UCIIOIHEHHE), TOCTYNAIOMIMMI B OPraHU3aLHIO 110 1ouTe, (haKcy, INEKTPOHHOH 1ouTe U
TI0JJIeKaIe PErHCTpannu
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Tema 4.3. OcobeHnocti
JIeNIONPOU3BOJICTBA
1o 00paIIeHNsIM TPaKAaH
¥ KOH(HAEHIIMATEHOTO

ConepxxaHue yuebOHOro Martepuaia

Jlexnuu
DOpMBI PETUCTPALIMU JOKYMEHTOB U MOPSAJOK UX 3aIIOJIHEHUSI.
TaifHa Kak colMaIbHOE, MPABOBOE SBJICHUE U cocTossHUE HH(opMarwu. [IpaBoBbIe acCIEKTHI

8




JACJIONPOU3BOJACTBA

3aIIUTH HHPOPMALINH.
PaboTa ¢ JokyMeHTaMH, CoAepKauMU KOHPUICHIIHAThHYI0 HH)OPMAIIHIO.

[IpakTuueckue 3aHATUS
1. TIpoBenenue posneBoii AenoBoi Urpsl «Padota ¢ obpamieHusAME rpaxaaH. JJOKyMEHTAIHOHHOE U
0e30KyMeHTHOe obecriedeHre o0palleHnii rpakJiaH B OpraHbl COLMANIBHOM 3aIluThD

. 4
2. PaccMoTpeHue 1 aHanu3 10roBopa 0 HepasrialieHHH KOH(GHICHINAIbHOW HHYOPMALUH.
3. AHanmu3 JODKHOCTHBIX  WHCTPYKIHMH, coIep)KalluX pas3lelnsl O  HepasrialleHUuH
KOH(MACHIIMAILHON HHpOpManny.
Bcero: 60 56




3. YCJIOBU PEAJIM3AITVN YUYEBHOUN JJUCILIUITJIMHEI

3.1. TpeboBanus K MUHUMAJIbHOMY MaTepHuaabHO-
TEXHUYECKOMY 00E€CIeYeHU o

Peanuzamust y4eOHOM uCHUIUIMHBI TpeOyeT Haduuus Y4eOHOro KaOHHeTa
«JlokyMeHTalMOHHOE 00ecrieueHNe YIPaBICHUS»

OO6opynoBaHue yueOHOTO KaOMHETa:

- TTOCaI0YHBIC MECTa IO KOJIMYECTBY O0YUArOIIHXCS;

- pabodee MeCTo MpernoaBaTels;

- yueOHBIE METOJAMYECKH TOCOoOMs TIO JAUCHUIIIHHE «JlOKyMeHTaImoHHOE
o0ecrieueHre ypaBICHUSY;

- npe3eHTanuu: «J{okyMeHTalnoHHOe oOecredeHue ympaBieHus», «KamapoBoe
JIEOMPOU3BOACTBO», «OCO0EHHOCTH OPOPMIICHUS TPYJOBBIX KHUKEK.

TexHuueckue cpeacTsa 00yyeHus:
- KOMITBIOTEPHBIN KJIACC, OCHAILCHHBI KOMIIBIOTEPAMU € BBIXOAOM B MHTEpHET,
MyJIbTUMEINIHAS cucTeMa (HOyTOYK, MyJIbTUMEANINHBINA TPOEKTOP, IKPaH).

3.2.UadbopmanmoHnHOoe obecnedeHEe OOyUdeHU S

[lepeuenbr  pekoMeHIyeMbIX  y4eOHbIX  W3AaHuii, HMHTepHET-pecypcos,
JOTIOJIHUTENBHOM JINTEPATYPBI

OcCHOBHbIE HCTOYHUKH:

1. ®enepanbubiii 3akoH PO ot 27.07.2006 Ne 149-03 «O6 wundbopmarmu,
UH(OPMAITMOHHBIX TEXHOJIOTHSX U O 3alIUTe HHHOPMALIHID.

2. ®enepanbupiii 3akoH OT 10.01.2002 Ne 1-d3 «OO6 snexkTpoHHOHN IMppoBOH
TIO/ITTHCH.

3. TOCT P 51141-98. Jlenonpous3BOoACTBO W apXUBHOE Je10. TepMuHBI U
onpenenenus (yrB. [locranoBnenuem ['occrangapta PO ot 27.02.1998 Ne 28).

4. TOCT P 6.30-2003. VYuupuuupoBaHHbIE CHUCTEMBbI JIOKYMEHTALIUU.
YHudummpoBaHHas CHCTeMa OpPTaHU3AIMOHHO-PACIIOPSAUTEIIEHON —JTOKYMEHTAIUH.
TpeboBanus K  OQOPMIICHHUIO  JOKYMEHTOB.  YTBEpPXKIEHBI  MOCTAaHOBJIECHUEM
['occranpapra PO ot 03.03.2003 Ne 65-cr.

5. TumoBas HWHCTPYKIIMS TIO JCJIONPOU3BOACTBY B (eJepalbHBIX OpraHax
ucrnoaHuTenbHo Bnactu (yTB. Ilpukazom MuHHCTEpCTBA KyJIbTYpbl M MAacCOBBIX
kommyHuKaiui P® ot 08 Hostopst 2005 1. Ne 536).

6. Obmepoccuiickuit knaccudukarop ynpasiaeHueckoil qokymentamuun OK 011-93
(OKVY ). (YTBepxaeH M BBEJCH B JIEMCTBHE IocTaHOBIeHHEM I'occtanmapra PO ot
30.12.1993 Ne 299 (c u3m. u pom. ot 1999-2012 rr.).

8. bacakoB M.U. JlenompousBoactBo ([loxymeHTanmonHoe oOecredeHue
ynpasienus): Yue6. nocooue.- 3-e uzg. — M.: Uzna. «/lamkos u K», 2011. — 462 c.

9. Kyznenoa T.B. JlemonmpousBosctBo (JlokyMeHTallMOHHOE oOOecreueHue
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ympasiieHus). — 5-¢ uzganue, ucnp. u gon. — M.:OOO «Kypuan «YmpasieHue
nepconamom», 2009. — 587 c.

10. OxotaukoB A.B., bynaBuna E.A. JlokymeHTOBEACHHUE U JEIONPOU3BOJICTBO:
Yyeb.mocobue. — 2-e uzn., nepepad. u mon. — M.:UKIL][ «MapT»; Poctos w//l, 2010. —
217 c.

11. CrentokoB M.B. Jlenmonpou3BojcTtBo (KOHCHEKT Jekuuil). — M.: T[TPHUOP-
m3gar, 2011. — 341 c.

12. JlokyMeHTaIlMOHHOE oOecrieueHue yrpanieHus: yueonoe nocooue. Cocr.: C.I.
Uepnosa. HoBocubupck: UL «3omoToi konocy, 2014.- 106 c. [DnexkTpoHHBINA pecypc].
URL: https://biblioclub.ru/index.php?page=book_red&id=278155&sr=1

13. I'punbepr A. C. , I'opbaués H. H. , Myxamermuna O. A.JIoKyMEHTaIIMOHHOE
oOecrieueHue yrpaniaeHus:: yueOHuk. M.: FOuutu-/lana, 2015.- 391 c. [DnekTpoHHBII
pecype]. URL: https://biblioclub.ru/index.php?page=book_red&id=115031&sr=1

14, bacakos M. H. JIOKyMEHTAIIMOHHOE obecrieueHue YIIPaBJICHUS:
(demompousBosctBo): yueOHuk. PocroB-u//l: ®enuke, 2013.- 352 c. [DneKTpOHHBIN
pecypc]. URL: https://biblioclub.ru/index.php?page=book_red&id=271490&sr=1

JlonoJIHUTeIbHASI JIUTepaTypa:

1. 3ambitikoBa O.U. IlenonpousBoacTBo (JlokymMeHTallMoOHHOE 0OecrieueHne
ynpasienus): yueonuk. — M3a. 8-e. — Poctos v//l: ®enukc, 2009. — 375 c. — (Cpennee
npodeccruoHanbHOe 00pa30BaHuE).

2. Kysnenon C.JI. [lenonpoun3BoactBo Ha kommbiotepe. (KommnbrorepHbie
TEXHOJIOTUH B JIETIONPOU3BOJICcTBE). — U31. 2-¢ nmepepad. u gom. — M.: 3A0 «busnec-
mkoJjia Maren-Cunres», 2009. — 266 c.

3. [Ipuka3 u nemoBoe MUchbMo: TpeOOBaHUS K 0(DOPMIICHUIO M 00pa3IlhI
nokymeHToB coritacHo ['OCT 6.30-2003: nmpaktuueckoe nocooue / M.W. bacakos. —
PocroB v/]1: ®enukc, 2010. — 175 c.

4. CnuBak B.A. JIokyMEHTHPOBAaHHUE YIPABICHYECKON AEATEIBHOCTH
(Hdenompouspoctro). — CII6.: TTutep, 2011. — 258 c.

5. Poroxun M. 10. JlokyMeHTalmoOHHOE 00EeCIIeueHUE yIpaBICHUs: TPAKTUIECKOE
nocobue. M., bepnun: Aupekr-Menua, 2014.- 398 c. [Dnextponnsii pecypc]. URL:
https://biblioclub.ru/index.php?page=book_red&id=253705&sr=1

6. ApacmanoBa B. A. JlokyMeHTallmoHHOE OOeCHeUYeHrne YyMpaBlIeHUS: ydeOHO-
npakTudeckoe mocooue. M.: [lupekr-Menua, 2013.- 240 c. [DnekTpoHHBIN pecypc].
URL: https://biblioclub.ru/index.php?page=book red&id=137706&sr=1

7. Poroxun M. 1O. Hoerit cipaBounuk kagposuka. M.: [Ipocnext, 2015.—138 c.
[DNEeKTpOHHBI pecypc]. URL:
https://biblioclub.ru/index.php?page=book red&id=251695&sr=1

I[Tepuonuueckune u3nanus (KypHaJbI)

1. «CnpaBouyHuk cekpetaps U oduc-MeHemkepa». ExxeMecsuHbIi CrpaBOYHBIN
KypHai. — 3narensctBo «CekpeTapckoe JEn0».

2. «JlenompousBosicTBO». EsxkekBapTalbHbId MNpOo(ecCHOHATBHBIN KypHAlI. —
N3narenscTBO «/lenonpon3BoacTBo.

3. «Cexkperapckoe peno». BExxemecsuHbli mOpodecCHOHATBHBIN JKypHal. —
N3patenscTBO «CekpeTapckoe AeIo».
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https://biblioclub.ru/index.php?page=publisher_red&pub_id=17612
https://biblioclub.ru/index.php?page=book_red&id=278155&sr=1
https://biblioclub.ru/index.php?page=author_red&id=32216
https://biblioclub.ru/index.php?page=author_red&id=32806
https://biblioclub.ru/index.php?page=author_red&id=32807
https://biblioclub.ru/index.php?page=publisher_red&pub_id=2438
https://biblioclub.ru/index.php?page=book_red&id=115031&sr=1
https://biblioclub.ru/index.php?page=author_red&id=76324
https://biblioclub.ru/index.php?page=publisher_red&pub_id=188
https://biblioclub.ru/index.php?page=book_red&id=271490&sr=1
https://biblioclub.ru/index.php?page=author_red&id=7384
https://biblioclub.ru/index.php?page=publisher_red&pub_id=1
https://biblioclub.ru/index.php?page=book_red&id=253705&sr=1
https://biblioclub.ru/index.php?page=author_red&id=50475
https://biblioclub.ru/index.php?page=publisher_red&pub_id=1
https://biblioclub.ru/index.php?page=book_red&id=137706&sr=1
https://biblioclub.ru/index.php?page=author_red&id=7384
https://biblioclub.ru/index.php?page=publisher_red&pub_id=15289
https://biblioclub.ru/index.php?page=book_red&id=251695&sr=1

HNuTepHer-pecypcesl:

http://www.edu.ru/ — Poccutickoe oOpazoBanue: dheaepaabHblii 00pa3oBaTeIIbHBIH
HOpTAaL.

http://www.law.edu.ru/ — Poccuiickuii ropuIndecKuii mopTai.
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http://www.edu.ru/
http://www.law.edu.ru/

4. KOHTPOJIb Y OLIEHKA PE3YJILTATOB OCBOEHUS YYEBHOM
JTICLIATUIMHBI

Kontponr u omeHka pe3yJbTaTOB OCBOCHUSA y4e€OHOW  JUCIMILTUHBI
OCYILECTBIISIETCS TPENOJABATENEM B IPOLECCE NMPOBEACHUS ITPAKTUYECKUX 3aHATHM,
TECTUPOBAHUS, a TAKXKE BHIMOTHEHUS 00Yy4aIOIIUMUCS UHANBUIYATbHBIX 3a/1aHUH.

OrneHka KauecTBa OCBOCHUS Y4eOHOM MPOrpaMMBbl BKIIIOUAET TEKYIIMA KOHTPOJIb
YCIIEBAEMOCTH, MPOMEKYTOUYHYIO aTTECTALMIO 110 UTOraM OCBOEHUS TUCLUIUIMHBI.

Texymuii KOHTpOJb MPOBOAMTCS B (OpME BBIMOJHEHUS O00yYarOUUMUCS
WHIUBUTyJIbHBIX 3aJaHUM.

[IpoMexxyTouHas arrecTanuss IO AWCHMIIIMHE NPOBOAMTCI B  (opme
0000II1aI0IIIEero MPAKTUUECKOTO 3aHATHS.

Pe3ynbTaThl 00ydyeHuUst ®opMBbI U METOJIBI KOHTPOJISI U
(OCBOCHHBIE YMEHUSI, YCBOCHHBIC 3HAHUS) OIICHKH PEe3yJIbTaTOB 00yUYEHUS

YMeTh

o(opMIIATH OpraHNU3aMOHHO-PACTIOPSAUTEIBHBIC TOKYMEHTHI

. MIPAKTUUECKOE 3aaHue, TECTUPOBAHUE
B cooTBeTCTBUH C AeiicTByronmM ['OCTom p ’ p

OCYHICCTBJIATDH 06pa60TKy BXOIAIIUX, BHYTPCHHUX T

MMPAaKTUYCCKOC 3aJ1aHHUC
HUCXOAAINX JOKYMCHTOB, KOHTPOJIb 34 UX UCITIOJTHCHUCM

o(opMIIATE TOKYMEHTHI [T IEpeAayy B apXUB OPTaHU3AIMH | YCTHBINA OMPOC

3HaTh

OHATHE JTIOKYMEHTA, €ero CBOICTBA, CIOCOOBI .
YCTHBIN OIPOC

JTOKYMEHTHPOBAHHUS

MpaBujia COCTaBJICHHS W O(OpPMIICHUS OpraHU3AIMOHHO-

WH/IMBUyalIbHbIE 3aaHUs
pacnopsauTenabHbIX JoKyMeHToB (OPJI) JMBHIAY 8

CUCTCMY W THIIOBYIHO TCEXHOJIOTUIO HOOKYMCHTAIIUOHHOTI'O

WHIUBUAYATbHbIE 33JaHUS
obecrnieuenus ynpasierus (JJOY) JIHBIILY g

0COOEHHOCTH ACJIOITPOU3BOJACTBA I10 06paH_[eHI/I}IM TpaXXJaH U
KOH(i)I/II[CHHI/IaHI)HOFO ACIOMPON3BOACTBA

HHIWBHUIYAJIbHBIC 3a1aHU
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AOIIOJIHEHMA 1 TBSMEHEHU A B IIPOTPAMME
HA 20 /20  VYYEBHBIM I'O[]

B nporpaMmy BHOCSITCS CAEAYIOIINE U3MEHEHUS:

Pa3pabotan npenonasarenb

« » 20 .

[Iporpamma paccMoTpeHa U ojgoOpeHa Ha 3acenaHud Kadenpsl (LIUKIOBOM
KOMUCCHUH)

(mHanmeHoBaHue Kadeapsl (IUKIOBOW KOMUCCHUH )

IIporokoi Ne OT « » 20 1.

3asenyromumii kadeapoit (ITLK)
« » 20 r.

CornacoBaHo
3amMecTUTelNb TUPEKTOpa M0 y4eOHO-METONYSCKOM U BOCTIMTATEILHON paboTe

« » 20 T
YTBepxkaar

Jupexrop

« » 20 1.
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