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ACIIOPT IPUMEPHOM NPOT'PAMMBI YYEFHOU JUCIHUILJIAHBI:

JOKYMEHTAIIMOHHOE OBECHEYEHWUE MPO®PECCUOHAJIBHOM
JEATEJBHOCTHU

O6J1acTh NpUMeHeHHsi MPUMePHOii mporpamMmmbl. Paboyas nmporpamMma yaeOHON JUCITUTIIMHBI
«/lokymMeHTalMOHHOE 00eCTieUeHNE YITPABICHUS SBISETCS YaCThIO IPOrPAMMBI TOATOTOBKH
CIeLMaCTOB cpeHero 38eHa no crenuansHoctr 38.02.04 KoMmmepus (1o oTpacism)
0a30BOM MOATOTOBKY U €AMHA I Bcex (hopM oOydeHHS.

1.1. Mecro yueOHOli AMCHMILIMABI B CTPYKTYpPe 0CHOBHOI NpodeccuonaibLHoii

0o0pa3oBaTeJIbHOM POrPAMMBI:
YueOnas  aucuuiuiiHa — «J{okymMeHTalMoOHHOEe  oOecliedeHHe  YIpaBJICHUS»  SBIIAETCS

o0mienpodeccuoHaNbHONW JUCHUIUIMHOM, yCTaHABIMBAOLICH 0a30Bble 3HAHUS IS OCBOCHHS
npo¢eCCHOHATBHBIX MOYJICH, U OTHOCUTCS K MPO(GECCUOHATILHOMY LIUKITY.
1.2. Hean u 3amaum y4eGHOIi AMCHUILIMHBI — TPeOOBAHHSI K Pe3yJIbTaTaM OCBOCHHSI

yueOHOM TMCUMILIUHBI:

Pesynbrarom  ocBoeHuss ~mporpaMMbl  y4eOHOHl ~ JMCUUIUIMHBI  SIBJSIETCSL  OBJAQJICHUE
obygaromumucs npodeccuonanbabiMu (I1K) 1 06mumu (OK) komrieTeHIsME:

Kon HaumenoBanue pe3yJibTaTa 00yueHHust

[IK1.1 Koopaunuposarts paboty OpraHu3anuu (mpuemHoMI
PYKOBOJUTEIS), BECTU IPUEM [TOCETUTENEH.

K 1.2 OcymecTtBidaTh paboOTy MO TOJATOTOBKE W IPOBEICHUIO
COBEIIAaHUH, IEJIOBBIX BCTPEY, IPUEMOB U IPE3ECHTALM.

K 1.3 OcyiecTBIATh MOJATOTOBKY JEJOBBIX MOE3/10K PYKOBOJIUTENS U
JIPYTUX COTPYIHHUKOB OPraHU3allH.

[IK1.4 OpranuzoBbIBaTh pabodee MECTO CEKpPETapsi U PyKOBOIUTEIIS.

K 1.5 Odopmitsate u PETUCTPUPOBATH OpraHMU3alMOHHO-
paclopsiANTENbHBIE JOKYMEHTBI, KOHTPOJHMPOBATh CPOKH HX
HCIIOITHEHHUS.

[IK 1.6 OOpabarpiBaTh  BXOASIIME H  HUCXOASIIME  JIOKYMEHTHI,

CUCTEMATU3UPOBATh UX, COCTaBISATb HOMEHKIATypy JelI U
(hopMUpOBaTh TOKYMEHTHI B JIeNa.

K 2.1 OcCyIecTBIATh  JKCHEPTU3Y  IIEHHOCTH  JOKYMEHTOB B
COOTBETCTBUHM C JICHCTBYIONIUMH 3aKOHOJATCIHHBIMA aKTaMH H
HOpMaTUBaMH.

IK 2.2 Bectu paboty B cuctemMax 3JeKTpOHHOTO TOKYMEHTO000pOTa.

IK 2.3 PazpabGareiBath u BecTH KiaccudukaTopel, Tabemum wu - Jp.

CIIPAaBOYHHUKHU MO JOKYMCHTAM OpraHu3alnu.

I[IK 2.4 ObGecneuynBaTh MpUEM W palMOHAJIBHOE  pa3MelIeHUE
JOKYMEHTOB B apXuBe (B T.4. TOKYMEHTOB TI0 JITYHOMY COCTaBY).



K 2.5 ObecnieunBaTh y4€T U COXPaHHOCTh JOKYMEHTOB B apXHUBE.

OK 2. Opranu3oBbIBaTh  COOCTBEHHYIO  JICSITENBHOCTb,  BBIOMpAThH
THIIOBBIE METOJABI M CHOCOOBI BBIMOJIHEHHS NPO(HECCHOHATBHBIX
3aJa4, OLEHUBATh UX YPPEKTUBHOCTD U KaYECTBO.

OK 6. PaGorare B koJiekTHBE U KOMaHJE, d((HEKTHUBHO OOIIATHCS C
KOJUIETaMH, PYKOBOJACTBOM, IOTPEOUTEIISIMHU.

OK 7. Bpath Ha ce0s OTBETCTBEHHOCTH 3a pabOTy YWICHOB KOMaH/IbI
(IOQUYMHEHHBIX), pE3yJIbTAT BBIIOJIHEHUS 3a/1aHUM.

OK 8 CamocToATeNbHO ONpenensaTh 3aJadd MpO(EeCCHOHATBHOTO |
JMYHOCTHOTO  pasBUTHs,  3aHUMAThCs  CaMOOOpa3OBaHHEM,
OCO3HAHHO IJIAHUPOBATD IMOBBIICHUE KBaJ'H/I(i)I/IKaIII/II/I.

OK 11. 3HaTh [mpaBujia TCXHUKH 6630HaCHOCTI/I, HECTHU OTBCTCTBCHHOCTDH
3a OpraHu3anuvro MCPOHpI/IHTI/Iﬁ o obecrneyeHnI0 O€30MMacHOCTH

TpyAa.

1.4. PexoMeHayeMoOe KOJIMYECTBO YACOB HA OCBOeHHE NMPHUMEPHOIl MporpamMMbl y4ueOHOM
AUCHUILIMHBI:
MaKCHMaJbHOW y4eOHOW Harpy3ku oOydaromerocs_/5 4yacoB, B TOM HHCJe: 00s3aTeNbHOI
ayIUTOPHOW ydueOHOW Harpy3ku oOygaromierocsi_ 50 d9acoB; TpakTHYEeCKOH pabOThHI
oOyuatomierocsi_6 4acoB

2. CTPYKTYPA M IPUMEPHOE COJIEP)KAHUE YUYEBHOMN

JUCHUIIJINHBI

2.1. O0beM yueOHOM IMCHMILIMHBI M BUABI Y4eOHOI padoThI
Buj yue6Hoii padoThl Oobvem uacos
MaxkcumanbHas yueOHas Harpy3Ka (Bcero) 75
Oobs3aTesbHast ayMTOPHAsi yueOHasi HArpy3Ka (Bcero) 50

B TOM YHCJIC:

TEKITIH 44
[TpakTnueckue 6
CamocrosTenbHas 25

dopma KOHTPOJIS Hud. 3auer.




2.2. TlpumepHblii TeMaTHYeCKHIi IIAH M cojep:KaHue y4eOHoli qucuuninnbl JlokyMenTanuonnoe odecnedenne npogeccHOHAIbLHOI

AeATeIbHOCTH
Coaepxxanue yueOHOro MaTepuaJa, jaboparopHblie padoThl U
NpaKkTHYeCKue
YpoBeHb
HaumeHoBaHue pa3iesioB U TeM 3aHATHS, CAMOCTOSITEJIbHAs padoTa 00y4alouuxcs, KypcoBasi padbora O0beM yacon OCBOCHHUSE
(mpoexT) (eciu
npeoycmMompeHul)
1 2 3 4
Pa3nes 1. BBenenne
Tema 1.1. Cucrema Copepxanue yueOHOr0 MaTepuaia 10
AOKYMEHTAIHOHHOTO
obecrieyeHust ynpasJieHust IlonsATHe  TEPMHHOB  «IOKYMEHT»,  «IOKYMEHTOBEICHHEY,

1 | “BOKYMEHTAlMOHHOE o0ecreueHne — ynpasieHus».  Hcropus
CTaHOBJICHUS M Ppa3BUTHA JenonponsBojacTBa. CoBpeMeHHOe
COCTOSIHME  JOKYMEHTAlMOHHOIO OOECIEYEeHUs YIPaBICHHUS. 4
HopmaTtuBHo-nipaBoBasi 0a3a opraHu3aluu JOKYMEHTAIIMOHHOTO
o0ecreyeHHs yrpaBlIeHUs] KaKk OCHOBAa TEXHOJIOTUHM IIPOLIECCOB
yIpaBJIeHUs.

['ocynmapcTBeHHass cucTeMa JOKYMEHTAllMOHHOTO OOecTeueHus
o | ynpasienus (I'CAOY) — cBox mpaBmwi, yCTaHaBIMBAKOIIMX
enuHble TpeOOBaHMS K JOKYMEHTHPOBAHUIO YIIPaBICHYECKOM
NEATeTbHOCTH W OpraHu3amuu paboThl € JOKYMEHTaMH Ha 6
OPEINPUATHIX PAa3IMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (opM.
CoctaB  ympaBieHUecKuX JTOKymMeHTOB. [loHaTtne cucrem
JIOKYMEHTAIUU.

OyHKIHMOHAIbHbIE, TOCYIaPCTBEHHBIE U OTPACIIEBbIE CUCTEMBI
JOKYMEHTAI1H.




yHI/I(l)I/IKaI_[I/IH U CTaHJapTUu3anus yrupaBJICHYCCKHUX JOKYMCHTOB.

CamocrosiTenpHas paboTa 00y4arommxcs

N3yuenune templ «VIcTopys CTAHOBIICHUS U PaA3BUTHS 1EJIONPOU3BOICTBA

CamMoCTOsITETbHOE U3YyUYEHUE TEPMUHOJIOTHH Jiestonpou3BoacTBa o 'OCT P
51141-98

Tema 1.2. Odopmiaenue
yIpaBJieH4eCKOM
AOKYMEHTAIUH

Coneprxkanue y4eOHOro Marepuasia

1 YHupHUIUpoBaHHas CUCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTEIBHOMI
nokymenTtanuu (OPJ1).

I'OCTe1 Ha OP/]. TpeGoBanue k 0popMIICHHIO
nokymeHToB. Kiaccudukarus opraHu3aiimoOHHO-
pacropsaUTeNbHON JOKYMEHTAIUHN: OpraHu3allMOHHBIE
JIOKYMEHTBI, pacriopsiiuTeNbHbIE, CIIPABOYHOMH(POPMAIIIOHHBIE,
CITy>KeOHBIE MHUChMa.

OpranuzalvoHHbIE JOKYMEHTbl — YCTaB, IIOJIOKEHHE,
JIOTOBOp  y4YpeduTeNed, TMpaBuia BHYTPEHHEIO TPYAOBOTO
pacniopsiika. PacnopsiiutensHble JOKYMEHTBI: IPUKa3bl HA OCHOBE
elMHOHavyaaust (M0 OCHOBHOM JAEATENbHOCTH U 1O JMYHOMY
cocraBy). Pacnopspkenusi, ykazaHusl.

HOCTaHOBJ'IeHI/IH, peuicHud, IPOTOKOJILEI HA OCHOBC
KOJIJICTHAJIBHOCTH.

NucTpykiuu.

**




Cl'[paBO‘IHO'I/IH(bopMaI_[I/IOHHBIe JOKYMCEHTEI: aKT, AOKJIagHasA

(ciy>xeOHast) 3aIMCKa; CIIPaBKa..

Odopmienne JOKYMEHTOB: AaKTOB HAJOTOBBIX  MHCHEKIUH.
OcoOenHoctu oQopMiIeHHS aKTOB pEBH3UU Kacchl. llopsaok
COCTaBJIGHUSI AaKTOB CBEPKM pPACUYETOB MEXAYy JeOuTopamMu u
KpeAUTOPaMH. CnyxeOHble nuchMa. Knaccudukanus
KOPPECHOHJIEHIIMY; WHULIMATUBHAs W OTBETHas, JejioBas M

KOMMCECPUYCCKasd. SI3BIK ¥ CTHIIB ,Z[eJIOBOI;’I KOPPCCIIOHACHIIUH.

Tunossie u TpadapeTHbie cyKeOHbIe THCbMa. IHUIIMAaTUBHBIE U

Tema 1.3. IlpuHIUNBI
OpraHu3anuu
AOKYMEHT0000poTa

Copepxanue yueOHOT0 MaTepuaia

[TonsiTHEe TOroBOpa (KOHTPAKTA), COTIALIEHNE, TPOTOKOJIA.
TunoBas Gpopma koHTpakTa. OCHOBHBIE pa3/ieibl KOHTPAKTA.
[TpumepHBIii JoroBop Kymu-npoaaxu. [lpumepnas popma
JIOrOBOpPa IOCTaBKHU.

@opmysp JI0roBopa Ha  BO3ME3JHOE OKa3aHHE  yCIyT.
TpancnoptHble f0roBopsl. OopMiIeHHE 10roBOpa TPAHCIIOPTHON
SKCIIEAUIMK.  YHUUIMpoBaHHas (opma corjameHuss o0
W3MEHEHHH M JONOJHEHHWH K JIOroBOpYy. YHH(PHIHPOBaHHAS
dopmMa  cornmameHuss O  3aMEHE  JIOrOBopa  (HOBauus).
YauduuupoBanHas  ¢opmMa O  pPacCTOPKEHHH  JIOTOBOpA.
Kommepueckue akTel. biiaHkn KOMMepUeCKUX aKkTOB.




[puHIHUNBI OPraHU3aANUH
JOKYMEHT0000poTa (ITPOI0KCHHE)

Odopmienne akToB M0 MNpuéMKe NPOAYKIHH (TOBApOB) IO
KOJIM4ecTBY M KadectBy. OOpasupl akToB. J{OBEepeHHOCTH:
pa3oBbIe, clielnaibHble, reHepaabHble. OOpa3ibl JOBEPEHHOCTEH.

[IpakTrueckue 3aHATUA

Odopmnenue noroBopoB. OgopmiieHrne TPUITIOKEHUH K
JIOTOBOPaM.

[TpoTokoinsl pazHoriacuii k 1oroBopam. Gopmbl MPOTOKOJIOB
pa3HOTJIaCHiA.

2

OdopmieHne akToB MO OKa3aHUIO BO3ME3THBIX YCIYT.
OdopmieHune 10BEpEeHHOCTEH.

Tema 1.4. Texnosorus
padoThI ¢ JOKYMeHTaMH

Coneprxkanne yueOHOro Matepuaia

Krnaccudukanus T0KyMEHTAIMH 110 BHEITHEAKOHOMUYECKON

JeSITEIbHOCTH: KoMMepueckue nucbMa, KoHTpakTel. ['OCThI Ha
JOKYMEHTAllMI0 TI0 BHEIIHEIKOHOMMUYECKYIO  JIEATEIBHOCTD.
bnanku  xommepueckux  nuceM. PekBu3uThl  Qopmynsipa
KoMMepueckoro nmnucbMa. OcoOble TpeOoBaHMS K TEKCTam
KoMMepueckux nuceM. Kiaccupukanuss KOMMEpUYECKHX IHCEM.
3anpoc — oTtBeT Ha 3ampoc. Odepra (mpemiokeHne) — OTBET Ha
odpepty (akmenT).TumoBbie (HOPMBI KOMMEPUECKUX TTHUCEM:
o0pa3lpl 3alpocoB M OTBETOB O (DUHAHCOBOM TOJIOKEHHUH
KIIMEHTA,

cTaryce (pUpMBI; ONpeneneHne yCIOBUN HCIOJIHEHHUS 3aKa30B U
YCIIYT; WCIIOJIHEHMS KOHTPAKTOB; O KPEIWUTHBIX OIEpanusx; O
BBICTABJICHUM CYETOB; 00 OCYIIECTBICHMM IUIaTeXxei; 00
AKIICHTUPOBAHUN  IPEMJIOKEHUM, OTKa30B, aHHYJIMPOBAaHUU
3aKa30B; O PAaCTOPKCHUU KOHTPAKTOB. BHIbI KOHTPAKTOB,




O0(OPMIIIOIIMX BHEUTHEIKOHOMHUUYECKYIO JEeSIT€IbHOCTh. TUIIOBON
MEXIYHAPOAHBIA  KOHTPAKT O  Kymie-npopaxe. Dopmel
MIPUIIOKEHUHN K

KoHTpakTam. OdopmiieHre JONMOTHEHUH U crienn(UuKanuii K
KOHTpaKTaM.

IIp

AKTHYECCKHC 3aHATHUSA

1

Co3nanue u opopmieHHEe TEKCTOB MUCEM O MEPEBO3KE U JIOCTABKE
IPY30B; CTPaXOBaHUU I'Py30B; KOMMEPUYECKNX KOHTPAKTOB

Conepxanue yaeOHOro MaTepraia
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Tema 1.5. ABTOMaTH3anuA
AOKYMEHT0000poTa

1 | JoxyMeHTbI, 0(OPMIISIIOIIHE MOPSIOK PACCMOTPEHUS CIIOPOB
MEXy IopuandeckumMu Junamu. [lpaBuna opopmiaeHus
MIPETeH3MOHHBIX THceM. OOpa3iibl IPETEH3UI K IEPEBO3UUKY.

®opmyisip 0T3bIBa Ha IpeTeH3ui0. O0pasis! 0T361BOB. DopMyIsip 6
UCKOBOTO 3asiBieHus. TpeGoBaHus K 0pOPMIIEHHUIO HCKOBBIX
3agBneHuid. [lopsinok HampaBneHust 1 opopMIIeHHS OT3bIBA HA
HCKOBOE 3asIBJICHUE.
Pa3pea 2. Iloaxoabl K BHEAPEHHUIO ABTOMaTH3a1Us CO3/1aHUS JOKYMEHTOB
CHCTEM 3JIEKTPOHHOTO ABTOMaTH3a1Ms BBOAA U PACCBUIKU JOKYMEHTOB
JOKYMEHT0000poTa 14
Cogepxanue yueOHOro MaTepuana 2
Tema 2.1. DTansl pa3BUTHA H Oranel  pa3BUTHS M KJIACChl  CHCTEM  DJIEKTPOHHOIO 2

KJIACCHI CHCTEM 3JIeKTPOHHOI0
AOKYMEHT0000poTa

1. | AOKyMeHTOOOOpOTA.

WHCTpyKIMs M0 JOKYMEHTAIIMOHHOMY 00€CIIE€UYEHHIO YIIPaBJIECHUS
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CoctaB um yu€r o0béMa ITOKyMEHTOOOOpOTa MPEANPUATHH U
opram3anuii. Opranm3amust pabOTBl ¢ JOKyMEHTAIueH,
MOCTYMNAIONICH B YUPEXKIACHUS, IPEANPUATHS, OPTaHU3ALIUN:
npuéM BXOAAIIUX JOKYMEHTOB, SKCIEIUIIMOHHAs 00paboTKa,
IIPEIBAPUTENILHOE PACCMOTPEHHUE U PACIPEEIIEHUE, perucTpanus,
pacCMOTpEHHE  JOKYMEHTOB  PYKOBOJCTBOM,  HCIIOJIHEHUE.
OtnpaBka ucxomauMx AoKyMmeHToB. Ilepegaua  nOKyMeHTOB
BHYTPH OpTraHu3aluK. YU€T KOJIMYECTBA TIOKYMEHTOB.

KOHTpOJII) HCIIOJIHCHUA JOKYMCHTOB. OpFaHI/I?,aIII/I?I N TEXHHUKa

KOHTPOJIS MCIHOJIHEHUs. THUMOBBIE W WHIUBUIYAIbHBIE CPOKU
WCIIOJIHEHUS JIOKYMEHTOB. Cucrema ACKUMJ
(aBTOMaTU3UPOBAHHBIN KOHTPOIb UCIIOTHEHUS JOKYMEHTOB).

[IpakTrueckue 3aHATUA

1

[enoBas urpa «OauH 1eHb paboThl PUPMBI»

CamocrosTenbHas padoTa o0yJarommxcs

1

[ToaroroBka K 1€JI0BOM Urpe

Tema 2.3. CucreMbl
aBTOMAaTHU3AINH O(UCHOM
IEATEILHOCTH

Copepxanne yueOHOTO MaTepuaia

DO OO OO O

1

Homenkiarypa nen. MaauBuayaneHble, CBOJHbBIEC, IPUMEPHBIE U
TUTIOBBIE HOMEHKIATYphl nei. OdopMiieHrne HOMEHKIATYPHI JeT.
TpeGoBanusi k oQopMIIeHUIO Jei. XpaHEHHE JOKYMEHTOB B
CTPYKTYPHBIX  TOJpa3/elICHUsX. DkcrepTu3a  IIEHHOCTH
nokyMeHTOB. [TonroToBKa fen k ciave B

12




BeI[OMCTBCHHBIﬁ adpXuB.

3aKOHOJATENbHbIE aKThl M HOPMATHBHO-METOJUYECKHE
nokyMeHTbl @enepanbHOil  apxuBHOM ciyxObl Poccun 1o
apXMBHOMY XpaHEHUIO JOKYMEHTOB. BisammoneiictBue ciayx0
JIOY u BeZOMCTBEHHBIX apXHMBOB IpH (OPMHUPOBAHUU OCHOBBI
JUISL TIOCIEAYIOIIET0 XPAaHEHUs U HUCIOJIb30BAaHUSA JOKYMEHTOB.
EnunctBo  TpeOoBaHMH K  XpaHEHHIO  JIOKyMEHTAllUU B
JEJIOIPOU3BOJCTBE U apXUBE.

CamocrosTenbHas pa60Ta o6yqaroumxc;1

1 | Onpenenenue cpoka XpaHEHUS JOKYMEHTOB C UCIOJIb30BAHUEM 6
nepevHs
2 | Coop u oOpaboTka MaTepuana Aisi CO3JaHHUS NPE3CHTALUU
«Cucremaruzanus TOKyMEHTOB U UX XPAHCHHUE» 6
3 | [loaroroBka k qud. 3auery 6
Bcero: 75
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3.  YciaoBusi peaauzanuu y4eOHOH JACIUIIHHBI
3.1. Tpe6oBanusi K MEHHMAIBLHOMY MATEPHAILHO-TEXHHYECKOMY

o0ecreYeHn o

Peanuzanuss mporpaMMmbl  JUCHUIUIMHBL  TpeOyeT Hainuuyusi YydyeOHOro KaOuHeTa
«JlokyMeHTaImoHHOE 00eCTIeYEeHNUs YIIPABICHHS», OCHAIIIEHHOTO KOMITBIOTEPAMHU.

O6opynoBanue yueOHOT0 KabMHETa:

- TI0CaJI0YHbIE MECTA MO KOJIMYECTBY O0YJAIOIINXCS; - pabouee MECTO MpernojaBaTes.

TexHuueckue cpencTBa 00ydeHus:

- TIPOEKTOD;

- HOYTOYK;

- KOMIIBIOTEPHI.

3.2. MudopmanuonHoe odecrieyeHue 00y4eHust

[lepeueHb pekOMEHAYEMBIX Y4eOHBIX H3/laHHH, MIHTepHET-pecypcoB, TOMOIHUTEIBLHON
JUTEPATYPHI
HopMaTuBHBIE aKThI

1. Koncturyrus Poccuiickoit denepanum.

2. ®enepanbhblil 3akoH oT 27.07.2006 Ne 149 «O6 unbopmaiuu, HHPOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aIlIUTe HHHOPMAIII.

3. ®enepanbublii 3akoH 0T 27.07.2006 Ne 152 «O nepcoHaIbHBIX JaHHBIX .

4, @enepanbubliii 3akoH ot 22.10.2004. Ne 125 «O6 apxuBHOM aene B Poccuiickoii
denepanun».

5. ®enepanbhblii 3akoH 0T 29.07.2004 Ne 98 «O xommepueckoii TaitHe.

6. ®enepanbhblif 3akoH oT 10.01.2002 Ne 1-D3 «O06 3:1eKTpOHHOM IUPPOBOI MOATTNUCH.
7. ['paxnanckuii kogeke PO or 30.11.1994 Ne 51-®3 (B pen. or

30.12.2006).

8. Tpynosoii kogeke P® ot 31.12.2001 Ne 197-d3 (B pexa. ot 30.12.2006).

9. VYronosuslit koaekc PO ot 13.06.1996 Ne 63-D3 (B pex. ot 30.12.2006).

10. TOCT P 51141-98 Jlenonpou3BoAcTBO U apXUBHOE A€I0. TepMHUHBI M onpeieseHus (yTB.
[TocranoBnennem ['occrangapra Poccun ot 27.02.1998 Ne 28).

11.  Cnpasouno-npaBosas cucrema «Koncynpsrant-ILmocy.

12.  TOCT P 6.30-2003 «YHH(pHUIMPOBAHHBIE CHCTEMBI JOKYMEHTAIMH. YHU(DHUIMPOBAHHAS
CHUCTEMa OpPraHU3alMOHHO-PACIIOPAIUTENBHON JOKyMeHTaluu. TpeboBaHus K 0O(OopMIIEHUIO
JIOKYMEHTOB.

OcHoBHas1 iuTEpaTypa

1. HenomnpousBoactBo (OpraHuzanusi U TEXHOJOTWU JIOKYMEHTALMOHHOTO OOECIeYeHUs

ynpasneHus): Yueonuk 1ist By3os/Kysnenona T.B., Cankuna JI.B., beikoBa T.A. u ap. nox pen.
T.B. Ky3nenosoii. - M.: IOHUTU-/TAHA, 2001.

2. HenonpounsBoactBo: Yueb. qis mpod. oopazosanus/E.H. bacosckas”™ T.A.
Bbeikosa, JI.M. Bsutosa u nip. - M.: [Ipodo6puzmar, 2001.
3. KpbuioB 1N.10. JlokyMeHTHpOBaHNE yIPABIEHUYECKON IEATEIBHOCTH.

Yyebnoe mocoodwue. - CI16.: M3marenbekuit tom «busnaec-mipeccay, 2008. - 240 c.
JlomoJIHUTEeIbHAS JIUTEPaTypa

1. Jlenornpou3BoACTBO B CUCTEME IOCYIapCTBEHHOTO yIpaBieHHsl, (Y4eOHO- MpaKTHUECKOe
nocobue). - M.; «MzmarensctBo PAT'Cy, 2003. - 372 c.
2. Koznos H.B. KomnbroTepHoe nenonpousBoAcTBO U paboTa ¢ 0(UCHON TEXHUKOIA.

VYuebnsiii kypce. - CI16.: Hayka u Texnuka, 2007. - 304 c.
3. Opranuzanus u TexHonorus padotsl.- M.: OOO «TK Benbu», 2003.



4, Opranmzanus paboTsl ¢ gokymeHtamu: yueOnuk/B.A. Kyapses u ap. - M.: UHOA-M,

1998.
5. Poroxxun M.IO. JlokyMEeHTAIMOHHOE 00eCIIeUeHUE yIpaBIeHHUs. YUeOHO- MPAKTUYCCKOE
mocobue. - M.: TK Benbu, usn-so Ilpocmekr, 2008. - 384 ¢ 6. Crenokos M.B.

JIoKyMEeHTOBEICHUE U JIETOMPOU3BOJICTBO (KOHCIIEKT)

HNHTepHeET pecypcebi:

1. Wurepuer-ctpanuna  Beepoccuiickoro

HAay4YHO-UCCJIICAO0BATCIILCKOI'O

UHCTUTYTa

JOKYMEHTOBEICHHS M apXUBHOTO je1a — WWw.vniidad.ru, www.rusarchives.ru.
2. Nutepuer-cTtpanuua ['occtangapra — Www.gost.ru

3. Hntepuer-ctpanuna «JlokyMeHTOO00OpOT T TOKYMEHTOBEACHHE Ha

www.docrev.ru

OPEIITPUITHI -

4. Crneunanu3upoBaHHbIi nHGOpManoHHbIN moptan — Jlokyment.RU

5. Crneunanu3upoBaHHblii HHGOpMamoHHbIil noptan — biankep.RU 6. www.garant.ru-
Cucrema «["apanT», mpaBoBbie 0a3bl POCCHIICKOTO 3aKOHOAATEIhCTBA;

7. www.consultant.ru- OOmiepoccuiickasi CeTb PacIpOCTPAHCHHUS IPABOBOM

(Koncynbrant-mitoc);

UHPOPMAITUH

4. KoHTpPOJIb M OLIEHKA Pe3yJIbTATOB OCBOECHHS JMCIHUIIJIUHBI.

Texymuii KOHTPOJIb M OIEHKAa pe3ylbTaTOB OCBOCHUS JUCHUIUIMHBI
IpernojaBaTesieM B IMPOLECCE IPOBEIEHUS MPAKTHUYECKUX pador,

OCYLIECTBIIAETCS
TECTUPOBAHUA, IIpU

MMPOBCACHUHN YCTHBIX OIIPOCOB, 4 TAKKC IIPU BBIIIOJHCHUU O6yanOHIHMHC$I HHIUWBHUIYAJIbHBIX

3a/IaHUI BHEAYTMTOPHOU CaMOCTOSITEIIbHOU PabOTHI.

OO0yudenue 1Mo yueOHOM qucruruinHe «/{okymMeHTalnoHHoe o0ecrieueHre yrnpaBieHHsD
3aBepiaercs arrecranueit B popme nudPpepeHImpoBaHHOTO 3aUeTa.

PesyabTaTnl 00yyeHus
(ocBOEHHBbIE YMEHHUSI, YCBOCHHbIE 3HAHUS)

®DopMbI U METOAbI KOHTPOJIS U
OLIEHKH Pe3yJIbTAaTOB 00y4eHUs

1

2

Ymenusn:

0(hOpMIIATH TOKYMEHTAIUIO B COOTBETCTBHUHU C
HOPMaTUBHOM 023011, UCIIOJIB3Ys HH(POPMALIMOHHBIE
TEXHOJIOTHH

Texymun, 3kcrepTHas OLICHKA
BBITIOJTHEHUS ,TPAKTHYECKUX paboT
,3aJJaHUI BHEAYJAUTOPHON
CaMOCTOSITENIbHOM PaOOTHI.
JuddepennunpoBaHHbIi 3aUeT

OCYIIECTBJISITh aBTOMATH3AIHI0 00pa0OTKH
JTIOKYMEHTOB

Texymuii - yCTHBIM OIIPOC, dKCHEPTHAS
OLICHKA BBIIIOJIHEHM 3aJaHUI
BHEAYIUTOPHON CAMOCTOSITEIbHON
paboTHI.

YHI/I(bI/II_II/IpOBaTB CUCTCMbI JOKYMCHTAIIUN

Texymun, 3kcrepTHas OLICHKA
BBITIOJTHEHUS ,TPAKTUUECKUX paboT
,3aJJaHUI BHEAYAUTOPHON
CaMOCTOSITENIbHOM PaOOTHI.

OCYILICCTBIIATE XPaHCHUEC U ITIOUCK JOKYMCHTOB

Texymui, 3xcrepTHas OLICHKA
BBINOJIHEHUS ,[IPAaKTUYECKUX padoT
,3aJJaHUII BHEAYAUTOPHOMN



http://www.vniidad.ru/
http://www.vniidad.ru/
http://www.gost.ru/
http://www.docrev.ru/
http://www.garant.ru-/
http://www.consultant.ru-/

CaMOCTOSATEILHOM pa6OTI)I.

OCYIIECTBJIATH aBTOMATU3ALUI0 00pabOTKU
JOKYMEHTOB

Texynui, 3kcrepTHas OLiCHKA
BBINOJIHEHUS ,[IPAKTUYECKUX paloT.

HCII0JIB30BAaTh TCJICKOMMYHUKAIIMOHHBIC TEXHOJIOI'MU

B DJIGKTPOHHOM JOKYMEHTO000pOTE

Tekymuii, sKcriepTHas OlleHKa
BBITIOJTHEHUS TPAKTUIECKHUX PadoT.

3uanus:
MOHATHE, LEIIN, 3a0a4Yd U TIPUHLIUIIBI Tekyuii - yCTHBINA OIpOC,
JEJIONPOU3BOJCTBA perieH3upoBaHue pedepaTos, TOKIAI0B,

TECTHPOBAaHUE.IKCIIEPTHAS OI[CHKA
BBITTOJIHEHUS] TIPAKTUYECKHUX padoT,
3aJJaHUI BHEAYIUTOPHOU
CaMOCTOSITENIbHOI paboThI,
HuddepeHnrpoBaHHbIi 3a4eT

OCHOBHBIC INOHATUA NOKYMCHTAIITUOHHOT'O
obecreyeHus YIIpaBJICHUA

Texkyuuii - ycTHBII ompoc,
pelLieH3upoBaHue pedeparos, JOKIAIO0B,
TECTUpPOBaHUE. MpaKTHuecKas padora,
JuddepeHnmpoBanHbIii 3a4eT

CUCTEMBI IOKYMEHTAIIMOHHOTO 00eCTIeYeHHs
YIIPaBJICHUS

Texkyuuii - TeCTUpOBaHUE, YCTHBIN
OINPOC PEILIEHNE CUTYallMOHHBIX 3a/1au.
HuddepeHnrpoBaHHbIi 3a4eT

KJ1acCu(pUKaLUs JOKYMEHTOB

TeKyinii - BBIMOJHEHUE MPAKTHYECKUX
, MICbMEHHBIX CAMOCTOSITEILHBIX Pa0OT,
YCTHBIH OIPOC, PELIEH3UPOBAHUE
pedepaToB u
noknanoB.JuddepeHimpoBanHbii 3a4eT

TpeOOBaHUs K COCTABIEHUIO U O(POPMIIEHHUIO
JOKYMEHTOB;

Texymui - ,9KciepTHasE OLIEHKa
BBITIOJTHEHUS 3a/1aHUI BHEAYAUTOPHON
CaMOCTOSITENILHOM paboThI,
JuddepenurpoBaHHbIi 3a4eT

opraHu3zanys J0KyMeHTo000poTa: IpueM,

o6pa60TI<a, perucrtpanus, KOHTpPOJIb, XpaHCHUC

JIOKYMEHTOB, HOMEHKJIaTypa el

Texkynui-BeINOJHEHNE MPAKTHYECKUX,
MUCbMEHHBIX CaMOCTOSATENbHBIX padoT,
YCTHBIN OITPOC, PELIEH3UPOBAHNE
pedepaToB U 10KJIA0B,IKCIIEpTHAS
OIICHKA BBITTOJIHEHUS 3aJaHUI
BHEAYJIUTOPHOM CaMOCTOSTEIbHON
paboThl,

JuddepeHurpoBanHblii 3aueT




