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IMACIIOPT IPUMEPHOM ITPOT'PAMMBI YYEFHOM JTUCIHUTIJINHBI:
JOKYMEHTAIIMOHHOE OBECIIEYEHUE INPO®ECCHUOHAJIBHOM
AEATEJIBHOCTHU
O6J1acTh NIpUMeHEeHHUsI MPUMEPHOI mporpammbl. Pabouas nporpamMmma yaeOHON AUCITUTIIMHBI

«/lokyMeHTalMoOHHOE 00eCTIeUeHNE YITPABICHUS SBISETCS YaCThIO IPOrPAMMBI TTOATOTOBKH
CIIeLMAMCTOB cpeHero 38eHa no crenuansHoctr 38.02.04 KoMmmepms (1o oTpacism)
0a30BOM MOATOTOBKY W €AMHA JIs BcexX (opM 0OydeHHUs.

1.1. Mecro y4eOHOli AMCHUILIMHBLI B CTPYKTYpPe OCHOBHOI NpodeccnonanbHoii
o0pa3oBaTeJIbHOM MPOrPAMMBI:

YyeOHnass  gucnmiuinHa — «Jl[OKyMEHTAIlMOHHOE  OOECIieueHUe  YIpPaBIICHUS»  SIBIISCTCS

obmenpodecCHOHaNbHON TUCIUIUIMHON, YCTaHABIMBAIOIICH Oa30BbIC 3HAHUS JUISI OCBOCHUS
pohecCHOHANBHBIX MOYJIEH, U OTHOCUTCS K TPO(ECCHOHATBHOMY IIHKITY.
1.2. Hean u 3a1aun y4eGHOIl AMCHMILIMHBI — TPeGOBAHMS K Pe3yJbTaTaM OCBOCHHS

Y4eOHOH IMCUMILINHBI:

PesynbraroMm  OcCBOeHHS  IporpamMmbl  y4eOHOM  JUCHUIUIMHBI  SIBISIETCA  OBJIAJIEHUE
obygaromumucs npodeccuonanbabiMu (I1K) 1 06mumu (OK) koMmeTeHIusaMu:

Kon HanmenoBanmue pe3yJibTara o0y4eHust

IK 1.1 Koopaunuposats paboty OpraHu3anuu (mpueMHoOi
PYKOBOIMTEIS), BECTH IIPUEM ITOCETUTETIEH.

[IK 1.2 OcymecTBisiTh  pabOTy MO TOJATOTOBKE U IPOBEICHUIO
COBEILIAHUH, JI€JIOBBIX BCTPEY, IPUEMOB U NPE3ECHTALMH.

K 1.3 OCyHIeCTBIISITh TOJITOTOBKY JIE€IOBBIX TOE370K PYKOBOIUTENS U
JIPYTUX COTPYIAHUKOB OpraHU3alllH.

I1IK 1.4 OpraHu3oBbIBaTh paboyee MECTO CEKpeTapst U pyKOBOIUTEIS.

IIK' 1.5 OdopmnsaTh 51 pErucTpupoOBaTh OpraHU3alMOHHO-
pacrlopsiAUTENbHBIE JOKYMEHTBI, KOHTPOJMPOBAaTbH CpPOKH HX
HCIIOJTHEHUSI.

IIK 1.6 OOpabaTpiBaTh  BXOZSIIME ¥ UCXOASIIME  JOKYMEHTHI,

CHCTEMaTHU3UPOBAaTh WX, COCTaBIATh HOMEHKJIATypy Jel |
dbopMUpOBaTh JOKYMEHTHI B JIela.

IK 2.1 OcCylmecTBISATh  JKCOEPTU3Y  LEHHOCTH  JIOKYMEHTOB B
COOTBETCTBUU C JIEUCTBYIOIIMMH 3aKOHOJATEIbHBIMH aKTaMH M
HOpMaTUBaMHU.

K 2.2 Bectu paboty B cucTeMax 3JMEeKTPOHHOTO TOKYMEHTO000pOTa.

I1IK 2.3 Pa3zpabaTbiBaTh M BecTH KiaccU(UKATOPBl, Tabeauw U Jp.

CIIPaBOYHHKHU 110 JOKYMCHTAaM OpraHHU3allu.

I1IK 2.4 ObecnieunBaTh ~ NMpUEM U PALMOHAIBHOE  pa3MelleHHe
JOKYMEHTOB B apXuBe (B T.4. JOKYMEHTOB I10 JUYHOMY COCTaBY).



I1IK 2.5

OK 2.

OK 6.

OK 7.

OK 8

OK 11.

1.4. PexoMeHnayemMoe KOJHYECTBO YaCOB HA OCBOCHHE NPHUMEPHOIl NMPOrpaMMbl Y4eOHOH

AUCHUTIIHHBI
MaKCUMaJbHOH Yy4eOHOW Harpy3ku oOydvaromierocss _ /5 4acoB, B TOM 4HCIE: 00sA3aTebHOM
ayJUTOPHOM yueOHOIl Harpy3ku o0O0ydarouerocs 50 9YacoB; MPaKTUYECKOH paboThI

ObecneunBaTh Y4eT U COXPAaHHOCTh JOKYMEHTOB B apXUBE.

OpFaHI/ISOBBIBaTB CO6CTB€HHYIO JACATCIIbHOCTD, BBI6I/IpaTB
THUIIOBBIC MCTOAbI H CIIOCOOBI BEIITOJHCHUS HpO(i)CCCI/IOHaJIBHBIX
3aJa4, OCHUBATh X 3(1)(1)6KTI/IBHOCTB 1 Ka4CCTBO.

PaboTtare B KOJUIEKTHBE M KOMaHzae, d(P(PEKTUBHO OOIMIATHCA C
KOJUIEraMH, PyKOBOJICTBOM, OTPEOUTEISIMH.

Bbparb Ha ce0st OTBETCTBEHHOCTHh 3a PadOTy WIEHOB KOMAaH]IbI
(TTOTYMHEHHBIX ), pE3Yy/IbTAT BHIITOJHEHUS 3aJaHUH.

CaMOoCTOSTEIBLHO OnpcaACiIATL 3aJdavdu HpO(beCCI/IOHaHBHOFO u
JIUMYHOCTHOI'O pPa3sBUTHA, 3aHUMAaTbCA CaMOO6pa3OBaHI/ICM,
OCO3HAHHO IINIaHUPOBATh IMOBLIMICHUC KBaJ'II/IQ)I/IKaI_[I/II/I.

3HaThL ImpaBujia TCXHUKU 6630HaCHOCTI/I, HECTH OTBECTCTBCHHOCTbD
3a OpraHUu3aIurIo MepOHpI/IHTI/Iﬁ o obecrneyeHnr0 O€30MacHOCTH

Tpyada.

oOyuJaromerocsi _6 dgacoB

2. CTPYKTYPA M IPUMEPHOE COJIEP)KAHUE YYEBHOM
T CHUTIIMHBI

2.1, O0bem y4eOHOM AUCHHUILIMHBI U BUIbI Y4eOHOIl padoThl

Bup yueOHoii padoThI

MaxkcumasibHasi yueOHast Harpy3ka (Bcero) 75

Oo0s3aTennbHasA ayIMTOPHAsA yuyeOHas Harpy3Kka (Bcero) 50

Oovem uacos

B TOM YHCIJIC:

JEKIUU 44
IIpaxTrueckue 6
CamocrosrenbHas 25

®dopma KOHTPOIIA

Hud. 3auer.




2.2. TlpumepHblii TeMaTHYECKHIi IIAH M cojep:KaHue y4eOHoli qucuuninnbl JIoKkyMenTanuonHoe odecnedenne npogeccHOHAIbLHOI

AeATeJIbHOCTH
Coaepxxanue yuyeOHOro MaTepuaJa, jaboparopHbie padoThl U
NpaKTHYeCKne
YpoBeHb
HaumeHoBaHue pa3jeioB U TeM 3aHATHS, CAMOCTOSITeIbHAs padoTa o0yuyaomuxcs, Kypcopasi pabora O0bem yacoB OCBOCHHMS]
(mpoexr) (ecu
npeoyCmMompeHwl)
1 2 3 4
Paznen 1. Beenenune
Tema 1.1. Cucrema Copepxanue yueOHOro MaTepuana 10

AOKYMECHTAIIUOHHOT'0

[lonsiTHE  TEPMHUHOB  «IOKYMEHT»,  «JIOKyMEHTOBEICHHUEY,
olecrieyeHust ynpaBJIeHHA

1 | “BOKyMEHTAlMOHHOE o0ecreueHne — ynpasieHus». Hcropus
CTaHOBJIEHUS U pa3BUTHs Jenonpou3BojcTBa. CoBpeMeHHOe
COCTOSIHUE  JOKYMEHTAllMOHHOIO OOECIEYEeHUsl YIpPaBJICHHUS. 4
HopmartuBHo-mipaBoBast 6a3a opraHM3alud JOKYMEHTAIlMOHHOTO
o0ecreueHHsl YIpaBICHHUs KaK OCHOBA TEXHOJOIMH IIPOLIECCOB
yIpaBJIeHUs.

['ocynmapcTBeHHass cUCTeMa JOKYMEHTAIIMOHHOTO O0OecredyeHus
o | ympasinenust (I'CAOY) — cBox mpaBuil, yCTaHaBIMBAMOLINX
enuHble TpeboBaHUS K JOKYMEHTHPOBAHUIO YIIPaBICHUYECKON
JESATSIIbHOCTH W OpraHu3aluu  paboThl ¢ JIOKYMEHTaMH Ha 6
OPEINPHUATHIX PA3TMYHBIX OPTaHU3AIMOHHO-TIPABOBBIX  (QOpM.
CoctaB  ympaBlIeHYECKHX JIOKYMEHTOB. [loHsATHE  cHCTEM
JIOKYMEHTAIUH.

@YyHKIIMOHAIBbHBIE, TOCYAAPCTBEHHBIE U OTPACIEBBIE CUCTEMBI
JIOKYMEHTALUU.




YHuUKAM U CTaHAapTH3AKS YIIPABICHIECKUX JTOKYMEHTOB.

CamocTosTenbHas pabota o0ydaroumxcs

I/I3yquI/Ie TEMBI «I/ICTOpI/IH CTAaHOBJICHUA U Pa3BUTHUA ACIOIPOU3BOACTBA

CaMocTosiTeIbHOE U3YYeHUE TEPMUHOJIOTHH AenonpousBojacTsa no 'OCT P
51141-98

Tema 1.2. Odopmiaenne
yIpaBJIeHYeCKOM
AOKYMEHTAIUH

Copepxanue yueOHOro MaTepuana

1 VYHuuuupoBaHHas CUCTEMa OpraHU3aMOHHO-PACIOPAIUTEIbHON
nokymenTaruu (OP/]).

I'OCTst Ha OP/I. TpeboBanue k 0hOpMICHUIO
nokymMeHToB. Knaccudukanus opraHu3aioHHO-
pacropsIuTeIbHON TOKyMEHTAINN: OPTaHU3aI[IOHHBIE
JOKYMEHTBI, PaCHOPSAUTENbHbIE, CIIPAaBOYHOUH(OPMALIMOHHEIE,

CITy>KeOHBIE MHChMa.

OpranuzallMoOHHBIE JOKYMEHTBI — YCTaB, IIOJIOKEHUE,
JOTOBOp  ydpenuTeneidl, TpaBwia BHYTPEHHETO  TPYJOBOTO
pacnopsiaka. PacnopsauTenbHble JOKYMEHTBI: IPUKa3bl HA OCHOBE
eAMHOHAvanusi (110 OCHOBHOM JEATENbHOCTH U IO JIMYHOMY
cocraBy). Pacriopskenus, yka3zaHusl.

HOCTaHOBJIeHI/IH, peliCHus, MPOTOKOJIBI HA OCHOBC
KOJIJICTHAJIBHOCTH.

HNHcTpykum.

**




CrnpaBouHO-UH(DOPMAIIMOHHBIC TOKYMEHTHI: aKT; TOKJIaIHAs

(cmy>xeOHast) 3amucKa; CrpaBKa..

2 OdopmneHne JOKYMEHTOB: aKTOB HAJOTOBBIX  HHCIICKIIHIA.
OcobeHHOoCcTH O(GOpPMIICHUSI aKTOB PEBU3WH Kacchl. [lopsmok
COCTABJICHUSI AKTOB CBEPKH pAacdy€TOB MEXay AeOMTOpaMU U
KPEIUTOPAMH. CnyxxeOHbIe MuchMa. Knaccudpukanus
KOPPECIIOH/ICHIIMH;, WHHUIMATHBHAs M OTBETHAs, [eJIoBas U

KOMMepyYecKasi. J3bIK U CTHIIb AEJIOBON KOPPECHOHAECHIIMH.

Tunossie u TpadapeTHbie cinyxeOHble nuchMa. HUIMaTHBHBIC H

Copepxanue yueOHOro MaTepuana

Tema 1.3. IlppHIMNBI 1 ITonsatue noroBopa (KOHTPAKTa), COrNIALIEHNUE, POTOKOJIA.
OpraHu3anuu Tunosas popma koHTpakTa. OCHOBHBIE pa3/i€ibl KOHTPAKTA.
JAOKYMEHT0000poTa ITpumepHsIit JoroBop Kymu-npojaxu. [Ipumepnas popma

A0TroBOpa MOCTaBKHU.

2 @opmynsp I0roBopa Ha  BO3ME3JHOE  OKa3aHHWE  YCIYT.
TpancnoptHeie 1oroBopsl. OdopMiieHne 10roBopa TpaHCIIOPTHON
SKCIEAUIMM.  YHUQUUUpOBaHHas (opma coryiameHuss 00
U3MEHEHUH M [OMOJIHEHMM K JOroBopy. YHU(DUIIMpOBaHHAs
dopmMa  cornamieHuss O  3aMeHE  JIOTOBopa  (HOBauus).
VYuuduuupoanHas  ¢opmMa O  pacTOpPKEHHUH  JOTrOBOpA.
Kommepueckne akTel. biiaHkn KOMMepYEeCKHX aKTOB.




[puHIUNBI OPraHU3aANUH
JOKYMEHT0000poTAa (IIPOI0KEHUE)

Odopmiienne akToOB MO MpPHEMKE NPOAYKIHMH (TOBAapOB) IO
KoJinyecTBy M KaudecTBy. OOpasupl akToB. JloBepeHHOCTH:
pa3oBble, ClienUalIbHbIE, TeHepallbHble. OOpa31bl JOBEPEHHOCTEH.

HpaKTI/I‘leCKI/Ie 3aHATHUA

Odopmienue goropopos. OdopmiieHHE MPUITOKEHUH K
JIOTOBOpaM.

[IpoTokomsl pazHoriacuil k 1oropopam. @opmsl MPOTOKOIOB
pa3HOTIacHi.

2

Od¢opmieHne akToB 110 OKa3aHUIO BO3ME3IHBIX YCIYT.
OdopmiteHne JOBEpEeHHOCTEH.

Tema 1.4. TexHosorusa
padoThI ¢ JOKYMEHTAMH

Conepkanue ya4eOHOro MaTepuaia

Krnaccudukanus qoOKyMEHTAIUH 110 BHEITHEIKOHOMHYECKOM

JeSITEIbHOCTH: KOMMepueckue mnucbma, KOHTpakTbl. ['OCTsl Ha
JOKYMEHTAllMI0 TI0 BHEIIHEIKOHOMHMUYECKYIO  JIEATEIBHOCTD.
bnanku  kommepueckux — muceM. PekBU3UTHL  QopMmynsipa
KomMMmepueckoro mnucbMa. OcoOble TpeOOBaHMS K TEKCTaM
KoMMepueckux mnuceMm. Krnaccudukamus KOMMEpPUECKHX IHCEM.
3anpoc — oTBeT Ha 3ampoc. Odepra (MpeanokeHrne) — OTBET Ha
obpepty (akment).TumoBbie (HOPMBI KOMMEPUYECKUX TTHUCEM:
o0pa3mpl 3alpocoB M OTBETOB O (PMHAHCOBOM MOJOXKEHUU
KIIMEHTA,

craryce (pUpMBI; ONpeneneHne yCIOBUN WCIOTHEHHUS 3aKa30B U
YCIIYT; WCIOJNIHEHUsI KOHTPAKTOB, O KPEAUTHBIX OIMEpaIusax; o
BBICTABJICHUW CYETOB; 00 OCYIICCTBICHUHU IUIaTeXeu; 00
AKIICHTUPOBAHUM  IPEMIOKECHUM, OTKa30B, aHHYJIUPOBAaHUU
3aKa30B; O pACTOPKEHUM KOHTPAKTOB. BUIbI KOHTPAKTOB,




0(OPMIISIOMINMX BHEIIHEIKOHOMHUYECKYIO IEeSTeIbHOCTh. THIIOBON
MEXIYHapOAHBI  KOHTPAakT O  Kymie-npopaxe.  DopMbl
IIPUJIOKEHUN K

koHTpakTam. OdopMiieHne JOMOTHEHUHN U cielUpUKAIUIN K
KOHTPAKTaM.

HpaKTuquKue 3aHATHSA

1

Coznanne u ohopmMiIeHHE TEKCTOB ITUCEM O TMEPEBO3KE U JJOCTABKE
TPY30B; CTPAXOBaHUHU TPY30B; KOMMEPUYECKUX KOHTPAKTOB

Conepxanue yueOHOro MaTeprasia

10




Tema 1.5. ABTOMaTH3anus

JIOKyMEHTBI, 0(hOpMIISIOIINE TOPSIIOK PACCMOTPEHHS CIIOPOB

JAOKYMEHT0060poTa MeX1y opuandeckumu junamu. Ipasuna opopmienus
MPETEH3MOHHBIX nrceM. OOpa3ibl MPETEH3UH K IEPEBO3UHKY.
®opmyiisip 0T3bIBa Ha npeTeH3uto. O0pasisl 0T361BOB. DopMyiisip 6
MCKOBOTO 3asiBieHus1. TpeGoBanus K 0pOpMIICHHUIO UCKOBBIX
3agBneHui. [lopsiiok HanpaBiaeHus 1 opopMIIeHUs OT3bIBA HA
HCKOBOE 3asiBJICHUE.
Pa3nea 2. Iloaxoabl K BHEAPEHUIO ABTOMaTH3a1UA CO3/1aHUs TOKYMEHTOB
CHCTEM  3JEKTPOHHOIO ABTOMaTH3a1Ms BBOJA U PACCBUIKH JOKYMEHTOB
AOKYMEHT0000poTa 14
Coneprxkanue yaeOHOro MaTepuana 2
Tema 2.1. DTanbl pa3BUTHSA H Otanbl  pa3BUTUS W KJIACChl ~ CHUCTEM  BJIEKTPOHHOTO 2

KJIACCHI CHCTEM 3JIEKTPOHHOTIO
AOKYMEHT0000poTa

JOKYMEHTO000pOTa.

I/IHCTPYKI_[I/ISI M0 JOKYMCHTAlUOHHOMY 00€eCIIeYeHHIO YIIPpAaBJICHUSA

11




CocraB m yu4€r o00BEMa JOKyMEHTOOOOpOTa MPEANPUATHH U
opranmzanuii. Opranmzanuss paboTbl € JOKyMEHTAIUeH,
MOCTYMAIONICH B YUPEXKICHUS, TPEIIPUSATHSI, OPraHU3aIUH:
npuéM BXOAAIINX TOKYMEHTOB, SKCIIETUIIMOHHAsA 00padoTKa,
IpeBapUTEIbHOE PACCMOTPEHUE U pacIpeesieHIe, PETUCTPAIHA,
paccMOTpeHHE  JTOKYMEHTOB  PYKOBOJCTBOM,  HCIIOJHCHHE.
OTnpaBka HCXOAANIMX JOKYMEHTOB. llepemada  TOKyMEHTOB
BHYTPH OpPTaHU3alUHU. YUET KOTUIECTBA JOKYMEHTOB.

KOHTpOHL HCIIOJIHCHUA NOKYMCHTOB. OpraHI/ISaHI/IH H TCXHHKaA

KOHTPOJI HCHOJIHEHUS. THUMOBBIE W WHAUBUIYaJIbHBIE CPOKH
UCHOJIHEHUS JIOKYMEHTOB. Cucrema ACKU/
(aBTOMATH3UPOBAHHBIN KOHTPOJIb UCIIOJIHEHUSI IOKYMEHTOB).

HpaKTI/I‘leCKI/IC 3aHATUA

1

Jlenosas urpa «OnuH 1eHb paboThl GUPMBDY

CamocrosrenbHas paboTa 00yJaronmxcs

1

IToaroroBka Kk A€10BOM Urpe

Tema 2.3. Cucremsl
aBTOMAaTHU3aINH O(UCHOM
IEATEILHOCTH

Copepxanue yueOHOTO MaTepuana

DO OO OO | O

1

Homenknarypa nen. MaauBuayanbHble, CBOJHbIEC, TPUMEPHBIE U
TUTIOBBIE HOMEHKIATYpHI jaenl. OdopmiieHrne HOMEHKIATYphI Jel.
TpebGoBanusi K OGOPMICHHUIO Jell. XpaHEHHE JOKYMEHTOB B
CTPYKTYPHBIX  TIOJpa3JeiICHUIX. OkcnepTu3za  LEHHOCTU
nokymMeHTOB. [lonroroBka aen k ciaye B

12




BEJIOMCTBEHHBIN apXUB.

3aKoHO/MATENbHbIE AaKThl W HOPMAaTUBHO-METOIUYECKHUE
noKyMeHThl DenepanbHON apxuBHOM cinyxObl  Poccum 1o
apXMBHOMY XpaHEHHUIO JIOKYMEHTOB. BzaumonelictBue ciayx0
JOY u BenOMCTBEHHBIX apXHWBOB IpHU (HOPMUPOBAHUHU OCHOBBI
JUISL TIOCJIEAYIOLEr0 XpaHEHWsI W MCHOJIb30BaHUS JOKYMEHTOB.
EnunctBo  TpeboBaHMI K = XpaHEHHIO  JOKYMEHTAllMd B
JIEJIONPOU3BOJICTBE U apXUBE.

CamocrosTenbHas pabota 00yJyaroumxcs

1 | OnpeneneHue cpoka XpaHEHUs JIOKYMEHTOB C HCIIOJIb30BaHHEM 6
nepeuHs
2 | Coop m o00paboTka Marepuayia JUIsi CO3JIaHUS IPE3CHTAIUN
«Cucremarusanus JOKYMCHTOB U UX XPaHCHUE) 6
3 | [loaroroBka k nud. 3aueTy 6
Bcero: 75

13




3.  YciaoBusi peaqu3anuy y4e0HOMH AHCHAILIHHBI
3.1. TpebGoBanusi K MUHUMAJILHOMY MATEPHAIBLHO-TEXHHYECKOMY

ol0ecrnieyeHUI0

Peanuzanuss mporpaMMbl  JUCHMIUIMHBL  TpeOyeT Hanuuusi Yy4yeOHOro KaOuHeTa
«JlokyMeHTaImoHHOE 00ECTICUCHHS YIIPABICHUS», OCHAIIIEHHOTO KOMITBIOTEPaMHU.

O6opynoBanue yaeOHOro KabUHeTA!

- TIOCaJ0YHBIC MECTA M0 KOJIMYECTBY 00yYaIONIUXCs; - pabouee MEeCTO IpernoaBarers.

Texuuueckue cpencTra 00ydeHus:

- TIPOCKTOD;

- HOYTOYK;

- KOMIIBIOTEPHI.

3.2. UndopmanuonHoe odecrnieyenne 00yueHust

[lepeyeHb peKOMEHAYEMbIX YYEOHBIX H3JaHUM, MHTEpHET-pecypCcoB, IOMOIHUTEILHON
JUTEPATYPHI
HopMmaTuBHBIE aKThI

1. Koncrurynus Poccuiickoit denepanum.

2. @®enepanbhbiii 3akoH oT 27.07.2006 Ne 149 «OO6 wunbopmanuu, MHGOPMAIMOHHBIX
TEXHOJIOTHUSIX U O 3allUTe HHPOPMAIHH.

3. ®enepanbhblil 3ak0H 0T 27.07.2006 Ne 152 «O nepcoHalbHBIX JAHHBIX).

4. ®enepanbubiii 3akoH oT 22.10.2004. Ne 125 «O06 apxuBHOM jene B Poccuiickoit
Oenepanumn».

5. ®enepanbHblil 3ak0H 0T 29.07.2004 Ne 98 «O koMMepueckoi TaiiHe».

6. ®enepanbhblii 3ak0H 0T 10.01.2002 Ne 1-D3 «O06 31eKTpoHHOM HU(POBON MOIMUCK.

7. ['paxxnanckuii kogexc PO ot 30.11.1994 Ne 51-@3 (B pex. ot

30.12.2006).

8. Tpynosoit konexc P® ot 31.12.2001 Ne 197-@3 (B pexn. ot 30.12.2006).

Q. VYronosusiit kogexe PD ot 13.06.1996 Ne 63-D3 (B pex. ot 30.12.2006).

10. TOCT P 51141-98 Jlenonpou3BoACTBO U apxXUBHOE Ae10. TepMUHbI U onpeiesieHus (yTB.
ITocranoBnenuem 'occrannapra Poccun ot 27.02.1998 Ne 28).

11.  Cunpasouno-npaBosas cucrema «KoHcynbTanT-Ilmoc.

12. TOCT P 6.30-2003 «YHUDHUIMPOBAHHBIE CUCTEMBI JOKYMEHTALMU. YHU(PUIUPOBAHHAS
cucTeMa OpraHU3allMOHHO-PACIOPSIUTENFHON JOKyMEHTAlMu. TpebGoBaHUS K O(OPMIIEHUIO
JIOKYMEHTOB.

OcHoBHasi InTEepaTypa

1. Henonpoussoacreo (Opranuszanusi U TEXHOJOTUH JOKYMEHTAIIMOHHOTO 00ecredyeHus
ynpasneHus): Yueonuk 11s By3os/Kysnenona T.B., Cankuna JI.B., beikoBa T.A. u ap. nox pexn.
T.B. Ky3nenosoii. - M.: OHUTU-/TAHA, 2001.

2. HenonpounsBoactBo: Yueb. st mpod. oopazoanus/E.H. bacosckas”™ T.A.

brixosa, JI.M. Bsanosa u np. - M.: IIpodobpuzaar, 2001.

3. KpbuioB 1N.10. JlokyMeHTHpOBaHNE yIPABIEHUYECKON IEATEIbHOCTH.

VYuebnoe nocobue. - CI10.: U3marenbckuit nom «buznec-tipecca», 2008. - 240 c.
JlomoJIHUTeIbHAS JIUTEpaTypa

1. Jlenonpoun3BoICTBO B CUCTEME TOCYJAPCTBEHHOTO YIpaBJICHHS, (YIEOHO- MPaKTHIECKOE
nocobue). - M.; «M3nareasctBo PAI'Cy», 2003. - 372 c.
2. Koznos H.B. KommberoTepHoe e10mpou3BOACTBO M paboTa ¢ OPUCHON TEXHUKOH.

VYuebnsrii kypc. - CI16.: Hayka u Texnuka, 2007. - 304 c.
3. Opranuzanus u Texsonorus padotsl.- M.: OO0 «TK Benbu», 2003.



4, Opranuzanus paboTsl ¢ gokymeHtamu: yueOnuk/B.A. Kynpsie u ap. - M.: UHOA-M,
1998.
5. Poroxun M.IO. JlokyMeHTallMOHHOE 0OeCTIeUeHE yrpaBicHHs. Y4e0HO- IPAKTHUECKOE
mocobue. - M.: TK Benbu, uzg-Bo Ilpocmekt, 2008. - 384 ¢ 6. Crenwoko M.B.
JIOKyMEHTOBEICHHE U JICTONMPOU3BOJICTBO (KOHCIICKT)

HNuTepHeT pecypcebl:

1. WNurepHer-cTpanuna  BcepoccHiiCKOro  HayYHO-MCCIIEOBATENbCKOIO  MHCTUTYTA
JOKYMEHTOBEICHHS U apXHUBHOTO Jieima — WWw.vniidad.ru, www.rusarchives.ru.

2. Nurtepuer-ctpanuna ['occtangapra — Www.gost.ru

3. WntepHer-ctpanuna «/{oKkyMeHTOOOOpOT T AOKYMEHTOBEIEHHUE Ha MPEANPUATUU) -
www.docrev.ru

4, Crernuanu3upoBaHHbI HHPOpMaMOHHBIN nopTan — JlokymeHnT.RU

5. Crneunanu3upoBaHHblii nHGOpMalMoHHbIN moptan — bmankep.RU 6. www.garant.ru-

Cucrema «["apanT», mpaBoBbIe 036l POCCUHCKOTO 3aKOHOJATEIbCTBA;
7. www.consultant.ru- O6miepoccuiickasi ceTb pacHpOCTPaHEHUs] MPABOBOH  HMH(pOpMALUH
(Koncynbranrt-mitoc);

4, KOHTpOJIb U OICHKA Pe3yJ/IbTATOB OCBOCHUA TUCHHUIIJIMHBI.

Texymuii KOHTPOJb M OLIGHKA pE3yJbTaTOB OCBOCHUS JUCLUMIUIMHBI OCYILECTBISAETCS
IpernojaBaTesieM B IPOLECCE MPOBEACHUS IPAKTUYECKUX paboOT, TECTUPOBAHUSA, IIPU
MIPOBE/ICHUU YCTHBIX ONPOCOB, @ TAK)KE MPH BHIIIOJHEHUU OOYYAIOIIUMUCS WHIWBHYaTbHBIX
3aJJaHUi BHEAYAUTOPHOU CAMOCTOSITEIbHON PaOOTHI.

OOyuenue o yueOHOM quciuruinae «/{okymeHTannoHHoe o0ecrevueHre ynpaBieHHs»
3aBepIaercs arrecranuei B popme nudPpepeHImpoBaHHOTO 3a4eTa.

PesyabTaTnl 00yyeHus ®opMBI M METOABI KOHTPOJISA U
(ocBOCHHBIE YMEHHSI, YCBOCHHbIC 3HAHMS) OLIEHKH pPe3y/JIbTATOB 00y4eHus!
1 2
Ymenua:
0(hOpMIIATH JOKYMEHTAIUIO B COOTBETCTBHHU C Texymui, 3KcriepTHas OLlEHKa
HOpPMaTUBHOI 0a30H, UCI0NIb3ysd HH()OPMALIMOHHBIE | BBIIIOJIHEHUS ,lIPAKTUYECKUX padboT
TEXHOJIOTUU ,31aHAH BHEAYIUTOPHOU
CaMOCTOSITENIbHOM pabOTHI.
JuddepeHnrpoBaHHblii 3a4eT
OCYILIECTBIISATh aBTOMATU3ALIUI0 00pabOTKH Texynuit - yCTHBIN OIpoC, SKCIEepTHAs
JOKYMEHTOB OLICHKA BBIIIOJIHEHUS 3aJaHUU
BHEAYAUTOPHOU CAMOCTOSITEbHON
paboThI.

Texymun, sKcriepTHas OLICHKa
YHU(PUIIUPOBATH CUCTEMBI IOKYMEHTALUN BBITIOJTHEHUS ,IPAKTUYECKUX PadOT
,3aJJaHUN BHEAYAUTOPHOMN
CaMOCTOSITENIbHOM pabOTHI.

OCYUIECTBJISATh XPAHEHHUE U TMIOUCK IOKYMEHTOB Texkymuii, s3kciepTHas OLICHKa
BBITTOJIHEHUS ,[IPAKTUYECKUX PadbOT
,3aJTaHNI BHEAYTUTOPHOMN




CaMOCTOSITENTbHON PaOOTHI.

OCYHIECTBJISATH aBTOMATU3ALUI0 00pabOTKU
JOKYMEHTOB

Texymui, 3KcriepTHas OLICHKa
BBINIOJIHEHUS ,IPAKTUYECKUX paboT.

HCII0JIB30BAaTh TCICKOMMYHUKAIITUOHHBIC TEXHOJIOI'MH

B AJICKTPOHHOM JJOKYMEHTO0OO0POTE

Tekymuii, sKcriepTHas OlleHKa
BBITIOJTHEHUS MPAKTUYECKUX PaboT.

3Hanua:
MOHATHE, LEIIN, 3a0a4d U TIPUHLIUIIBI Tekyuii - yCTHBIN OIpOC,
JEJIONPOU3BOICTBA perieH3upoBanue pedepaTos, JOKIAIOB,

TECTUPOBAHUE.IKCIIEPTHASI OLIEHKA
BBINOJIHEHUS] IPAKTUYECKUX paboT,
3a/IaHUI BHEAYTUTOPHOU
CaMOCTOSITENIbHON PabOTHI,
JuddepennmpoBannbiii 3a4eT

OCHOBHBIC IMOHATHUA JOKYMCHTAIITMUOHHOT'O
obecreyeHus YIIpaBJICHUA

Texkymuii - ycTHBIH orpoc,
perieH3upoBaHue pedepaToB, TOKIAIOB,
TECTUPOBaHUE. NpaKTUUecKas paboTa,
JuddepennmpoBannbiii 3a4eT

CUCTCMbI JOKYMCHTALITUOHHOT'O obecneyeHus
YIIpaBJICHUA

Tekymuii - TeCTUpOBaHUE, YCTHBIN
OIIPOC PELICHUE CUTYallMOHHBIX 33/1a4.
JudbdepeHnrpoBaHHbIi 3a4eT

KJIacCU(pUKaLUs JOKYMEHTOB

Texy1mii - BRITIOJTHEHUE MPAKTHYECKUX
, IMCBMECHHBIX CaMOCTOATCIbHbBIX pa60T,
YCTHBIH OIPOC, pelieH3UPOBAHHE
pedepaToB u
noknanos./luddepenimpoBanHbiii 3a4eT

TpeOOBaHUs K COCTABIEHUIO U O(POPMIIEHHUIO
JOKYMEHTOB;

Texymuit - ,DKcIepTHas OLEHKA
BBINOJIHEHMS 3a/IaHUH BHEAYTUTOPHOU
CaMOCTOSITENIbLHOM paboThl,
JuddepeHurpoBaHHbIi 3a4eT

OopraHu3anusa )IOKYMGHTOO60p0TaZ IIpueMm,

00paboTKa, perucTparus, KOHTPOJIb, XpaHEHUE

AOKYMCHTOB, HOMCHKJIATypa ACJI

Texymuii-BeIONIHEHHE NPAKTUYECKUX,
MUCHMEHHBIX CAMOCTOSITEIIBHBIX padoT,
YCTHBIN OIPOC, PELIeH3UPOBAHUE
pedepaToB U TOKIIAI0B, KCIIEPTHAS
OLIEHKA BBIMTOJIHEHUS 3aJaHUH
BHEAYAUTOPHOU CAMOCTOSITENbHON
paboThl,

HuddepennmpoBanHblii 3aueT




