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PABOYAA NPOrPAMMA OUCUUMIINHDBI (MOAYINA)
b1.6.15. [JokymeHTaumoHHoe obecneyeHme ynpaBneHus
Ha 144 yaca(oB), 4 3a4eTHbIX(ble) eanHML(bI)

Ans HanpaeneHnst noarotoBku (cneumansHoctn) 38.03.02 — MeHep)KMEHT

cocTtasrneHa B cootBeTcTBUM ¢ PIOC BO, yTBEpXKAEHHLIM NPUKA3OM
MuHucTepcTBa 0OpasoBaHus n Hayku Poccunckon ®egepaumm ot
« » 20 r. Ne

Mpodhmnb — YnpaeneHne mansiM 61M3Hecom (ansa Habopa 2016, 2017)

dopma 0byyeHns ovHas, 3ao4Has



1. OpraHu3auMoOHHO-MeToANYEeCKUI pa3gen
1.1 Uenb 1 3agauu gucumnnuHbl (moayns)
Llenb nayyeHust aucunnnmHbl;

dopMMpOBaHUE 3HAHWUI, YMEHWIA, HABbLIKOB U KOMMNETEHUUIN Y CTyAEHTOB B obnactu
OOKYMEHTaLMOHHOro obecnevyeHns ynpasneHnsi U UCNonb3oBaHMe Ux B MPodeCCUoHanbHom
JeaTensHOCTH.

3agaum n3yyvyeHnda ancumniinHbl:

3HaTb NOHATUE, Lienn, 3a4a4v U NPUHLMNbI 4eN0oNpon3BOACTBA; OCHOBHbBIE NOHATUS
OOKYMEHTaLMOHHOro obecneyeHns ynpaBneHus; CUCTEMbl AOKYMEHTaLMOHHOro obecneveHns
ynpaBneHns; Knaccudukaumio JOKYMEHTOB; TpeboBaHNst K COCTAaBNEHNIO U OPOPMIEHMIO
OOKYMEHTOB; OpraHusaumio JokyMeHToobopoTa: npueM, 06paboTKy, permctpaumio, KOHTPOsb,
XpaHeHne OOKYMEHTOB, HOMEHKNaTypy Aern. HayunTb cTyaeHToB 0hopMnsaTb AOKYMEHTALNIO B
COOTBETCTBUM C AOKYMEHTALNOHHO-HOPMaTUBHOW 6a301, NCNonb3yst UHPOPMALMOHHOE
obecneyeHne TeEXHONOIrMM yrnpaBfeHnsi OCYLLECTBNATbL aBToMaTM3aumo 0o6paboTkm
OOKYMEHTOB; OCYLLECTBMSATb XPaHEHNE 1 MOUCK AOKYMEHTOB; OCYLLECTBMATb aBTOMATMU3aLNIO
06paboTkM LOKYMEHTOB; BNageTb OCHOBaMM MCMOSb30BaHNST TENEKOMMYHUKALMOHHBIX
TEXHOSOI B 3NEeKTPOHHOM JOKYMeHToobopoTe

1.2. MecTo ancumnnuHbl (Moayns) B cTpyktype Ol
OucumnnnHa oTHocuTcA K 6noky 1 6asoBown Yactu y4ebHoro nnaHa, 3 cemecTtp

1.3. O6bem gucumnnuHbl (Moaynsa) ¢ ykazaHueM Tpy[oeMKOCTU BCeX BUAOB
y4yebHoOM paboThbl

O6Lwasn TpyAoeMKOCTb AUCLUMNMHLI (ModyNns) cocTasnseT 4 3a4eTHbiX(ble) eanHuu(bl), 144
4acos.

OuHas copma

PacnpegeneHve no cemecTtpam

Buabl 3aHATUI 3 Bcero yacos
cemecTp

O6wasa TpyaoemMKoCTb 144
AyOuTOpHbIE 3aHATUS, B 54 54
T.u.
nekumoHHsble (J1K) 18 18
npakTnyeckue
(cemuHapckue) (M3, C3) 36 36
na6bopatopHbie (J1P) 0 0
CamocTosTenbHas
pabota ctygeHToB (CPC) 54 54
dopma NpoOMEXKYTOUHOW IK3ameH 36

arrTectauunm B cemMmecTpe

KypcoBasi pabota
(kypcoson npoekT) (KP,
KIT)




3aouyHasn dopma

PacnpegeneHve no cemectpam
Buabl 3aHATUI 3 Bcero yacos
cemecTp
OOwas TpyaoeMKoCTb 144
AyauTOpHbIE 3aHATUS, B 14 14
T.u.
nekumoHHble (J1K) 6 6
npakTnyeckue 8 8
(cemuHapckue) (M3, C3)
na6bopatopHbie (J1P) 0 0
CamocTosTenbHas
paboTa ctygeHToB (CPC) 94 94
dopma NpoMeKyTOYHOM SK3aMEH 36
aTTecTaumm B CEMecTpe
KypcoBasi paboTta
(kypcoBow npoekT) (KP,
KIT)

2. Tpe6oBaHuA K pe3ynbTataM OCBOEHUA AUCLUNIIUHbI

I'Ipou,ecc N3yvyeHna ancunniinHbl HarnpasiieH Ha (*)OpMI/IpOBaHI/Ie cnepyrowmx KOMMETEHUWIA:

NHpekc
CopeprkaHme komneTeHUMn
KOMMeTeHunn
CnocoBHOCTLIO OCYLLECTBNATL AenoBoe obLeHne 1 NyonuyHbie BbICTYMNIIEHNS,
OrK-4 BECTW NEPEroBopbl, COBELLAHNSA, OCYLLECTBIATL AEITOBYIO NEPEnncky u
NoAdepPKMBaTh SNIEKTPOHHbLIE KOMMYHUKaLUK
BnapeHve HaBblkamMn JOKYMEHTaNbHOro 0hOpMIIEHNST PELLEHWNI B YNpaBiieHM
K-8 onepawmoHHON (MPOM3BOLACTBEHHON) AEATENBHOCTMN OpraHmM3aunni npu
BHEAPEHUN TEXHONOMMYECKUX, NPOAYKTOBbLIX MHHOBALIMIA UMK
OpraHn3aunoHHbIX U3MEHEHUI
BrnageHve HaBbikamMun aHanuaa uHgopmaLumm o PYHKLMOHUPOBAHUN CUCTEMBI
AK-11 BHYTPEHHEr0 JOKyMEeHTOOb0opOoTa opraHusaumm, BegeHnsi 6a3 gaHHbIX Mo

pa3siMyHbIM NoKa3aTesidaM 1 (*)OpMVIpOBaHVIFI VIH(*)OpMaLI,VIOHHOI'O obecneyeHuns
Y4aCTHUKOB OpraHM3aunMOHHbIX MPOEKTOB
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BnapeHne HaBblkaMn NOLArOTOBKM OpraHn3auMnoHHbIX N pacnopAaanTeribHbIX
OOKYMEHTOB, HGOGXOAI/IMbIX Ana co3gaHna HOBbIX npearnpuHUMaTerbCKnx

CTPYKTYpP

I'InaHMpyeMble pe3ynbTaTthl o6yquV|;| no gucuunnmuHe ana nocrnegoBaTteribHOro AoCTUXeHnsa

YPOBHEN CHOpMUPOBAHHOCTU KOMMNETEHLNIA

PeaynbTtaT 06y4eHus

3HaTb

Moporosbit:

NOHATWE, Lienu, 3aaadv 1 NPUHUMNLI 4eNOoNpPon3BOACTBa , MOHATUS
[IOKYMEHTaLMOHHOro obecneyeHuns ynpasBneHusl, CUCTeMbI JOKYMEHTALMOHHOIO
obecneyeHns yrnpaBneHus:, TepMMHONOI1I0, HOPMaTUBHbIE U METOAMYECKNE
[AOKYMEHTbI , UCTOPUIO Pa3BUTUS JOKYMEHTOB M CUCTEMbI AOKYMEHTaLUK

CTanpapTHbIN:

Knaccudukaumio JOKyMEHTOB, TPe6OBaHMS K COCTABNEHNIO U OHOPMITEHUIO
[OKYMEHTOB, NMPUHLMMbI U NPoLeAypbl AOKYMEHTUPOBaHUS ypaBieHYeCKon
AeATenbHOCTH

OTanoHHbIN:

opraHusauuio JoKyMeHTooGopoTa: npuem, 06paboTKy, perucTpaumio, KOHTPOrb,
XpaHeHVe OOKYMEHTOB, HOMEHKNAaTypy Aen, OCHOBHbIE TEHAEHUMN pa3BUTUS
[OKYMEHTaLMNOHHOro obecneyeHuns ynpasneHust Ha NpeanpusaTusX n
opraHm3aumsx

YmeTb

MoporoBbli:

ohopMnATbL AOKYMEHTaLUI0 B COOTBETCTBUM C JOKYMEHTALMOHHO- HOPMAaTUBHOW
6a3oM, ncnonb3ys HPOPMaLMOHHOE 0becneyYeHme TEXHONOMMKN ynpaBneHus
OCYLLECTBNATb aBTOMaTN3auuo 06paboTkn JOKYMEHTOB

CTanpapTHbIN:

YHUDPULMPOBATL CUCTEMbI JOKYMEHTaLMMW; OCYLLECTBSITE XPaHEHUE U MOUCK
OOKYMEHTOB, pa3pabaTtbiBaTb YHUpMUMPOBaHHbIE (hOPMbI JOKYMEHTOB,
NPOEKTUPOBATb AOKYMEHTHbIE KOMMIEKChI, F[PAaMOTHO MCMNOMb30BaTb NOUCKOBLIE
BO3MOXXHOCTW CUCTEM 3MEKTPOHHOIO JOKyMeHToobopoTa

OTanoHHbIN:

OCYLLECTBNSATb aBTOMaTU3aumio 06paboTkn 4OKYMEHTOB, pa3bupaTtbcsi B
KnaccudukaTopax pasfnyHbIX BUAOB U NepeyHe JOKYMEHTOB CO CpOKaMu
XpaHeHus




Moporosbli:

BNageTb OCHOBaMM UCMONb30BaHUS TENEKOMMYHUKALMOHHBIX TEXHOIOMIA B
3NEKTPOHHOM JOKYMEHTOOO0POTE, 3HAHUSIMM O HA3HAYEHNN COBPEMEHHOTO
AOKYMEHTAaLMOHHOro obecnevyeHns B opraHM3aLunm, onbITOM AesTENbHOCTY

N npasunamMmmn 0enoBoro AoOKyMeHTa

COCTaBJiEHNA N KOPPEKTUPOBKU TEKCTOB JOKYMEHTOB B COOTBETCTBMN C HOPMaMu

CTangapTHbIN:

BnapgeTb | HaBblkamy MOArOTOBKW OCHOBHbIX BUAOB JJOKYMEHTOB UCMOSb3yeMbIX B
opraHusauuu, npuema, UCNosiHEeHUs, OTNPaBKN [OKYMEHTOB B TPAANLIMOHHbIX
YCMOBMSIX U B YCIMOBUSIX UCMOMb30BaHMSA 3M1EKTPOHHOIO JOKyMeHToobopoTa, a
Takxke BnageTb OCHOBHbLIMU MPUHLIMNAMW UCMNONb30BaHNS KOMMNbIOTEPHbIX
TEeXHOsorin B JOKyMeHToo6opoTe

OTanoHHbIN:

I'IpO(*)eCCVIOHaJ'IbeIMVI 3HAaHNAMWMN OCHOBHbIX r|po6neM OOKyMeHTOBeAEHNA,
BNnaaeTb nporpaMmMmHbIMK cpeacTtBamMn NCnorib3yemMble B COBPEMEHHOM
aenonpoun3BoacTtee

3. CopepxaHuMe QUCLUNINHBI
3.1. Pa3sgens! gucumnnuHbl U BUAbI 3aHATUN

Ou4Hasna hopma

M Howmep Bcero AyAuTOpHbIe
oaynb

pasgena HaunmeHoBaHue pasgena Yacos 3aHATUA
NK [N3(c3)npP

CPC

[okymeHTMpoBaHue. BBegeHue, 3HadeHne un
coaepXxaHue aNCUUNInHLI.

1 11 «[JokyMmeHTaunoHHoe obecneveHne

' ynpaBneHusi». NoHATNe 0 JOKyMeHTax u
crnocobax AOKYMEHTUPOBAHUS, HOCUTENAX
MHG opMmaLmn.

12 | 2 4 -

YHupmkaumnsa n ctangaptTmsaums 4OKYMEHTOB.
Cuctembl gokyMeHTauun. Buabl JOKYMEHTOB:
OpraHu3auuoHHo-pacrnopsanTensHas

1.2 OOKyMeHTaumsi, cnpaBoYHO-MHOpMaLUmMoHHas, | 12 2 4 -
OOKYMEHTLI Mo Nn4HoMmy cocTaBy. NpaBuna
odopMreHnsa ocHoBHLIX Buaos OOP, CH,
anc.

lMpaBuna odopmreHns OCHOBHbIX BUOOB
13 OpraHvM3aLnoHHO-pacnopsaanMTeNbHbIX

' JokymeHTOB. NpaBuna oopmneHue u
BblAayun KONuMin JOKYMEHTOB.

12 | 2 4 -
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Opranunszaums paboTbl C JOKYMEHTaMW.
Cnyx6a foKkyMeHTauMoHHOro obecneyeHuns
ynpasneHus. TpeboBaHWs kK opraHusaunm
pokymeHToobopoTa. OpraHmsaums npuema,
pPacCMOTPEHNST U perncTpaLmm JOKYMEHTOB.
MHdopmaumoHHo-cnpaBoyvHas paboTta

12

2.2

[lOKyMEHTbI MO NMMYHOMY COCTaBY: COCTaB
NMYHOro Aena, opraHusaumst paboTbl C
OOKYyMeHTaMu, NpaBurna permctpaumm un
XpaHeHUs1 JOKYMEHTOB

12

2.3

KOHTpOsb NCMONHEHUS JIOKYMEHTOB.
OpraHusaums oTnpaBku UCXOOALLNX
OOKYMEHTOB.

12

3.1

OpraHusaumsi onepaTMBHOIO XpaHeHWs!
[OKyMeHTOB. HomeHknaTypa gen. 9kcnepTtusa
LLeHHOCTUN [OKYMEHTOB.

12

3.2

MoaroToBka Aen K apXMBHOMY XPaHEHMIO.
OCHOBHBbI€ NMOHATUSA 00 apXMBHOM XPaHEHUM.

12

4.1

COBpemeHHoe aenoBoe nnMcbmo.

12

NTtoro

108

18

36

54

3ao4yHas dopma

Mogaynb

Homep
pasgena

HaunmeHoBaHue pasgena

Bcero
yacos

AyouTopHble

3aHATUA

JIK

N3(C3)

JIP

CPC

1.1

HokymeHTpoBaHue. BeegeHuve, 3HaveHve un
coaepkaHue AMCUMNINHDI.
«[JokyMeHTauunoHHoe obecneyeHmne
ynpaBneHusi». NoHaTne 0 JOKyMeHTax u
crnocobax AOKYMEHTUPOBAHUSA, HOCUTENAX
MHopMaLMK.

10

10

1.2

YHuUpmkauusa n ctangaptTmsaums 4OKYMEHTOB.
Cunctembl gokyMeHTauun. Buabl JOKYyMEHTOB:
opraHnsaunoHHO-pacnopsauTenbHas
OOKyMeHTaumsi, cnpaBoYHO-MHOPpMaLMOHHas,
OOKYMEHTLI No NndYHoMmy cocTaBy. NpaBuna
odopMieHnsa ocHoBHLIX Buaos OOP, CH,
anc.

12

10

1.3

lMpaBuna odopmreHns OCHOBHbIX BUOOB
OpraHu3aLnoHHO-pacnopsaamMTeNbHbIX
pokymeHTOB. NpaBuna oopmneHue u Bolgavm
KOMUN JOKYMEHTOB.

16

12




21

OpraHusaums paboTtbl ¢ JokyMeHTamu. Cnyxba
AOKYMEeHTaLMoHHOoro obecneyeHuns
ynpasrnenus. TpeboBaHus K opraHvsaumm
AokyMeHToobopoTa. OpraHm3aums npuema,
paccMOTPEHUS 1 perncTpaunm 4OKYMEHTOB.
MHdopmaumoHHo-cnpaBoyvHas pabota

14 | - 2 - 112

2.2

[lOKyMEHTbI MO NMMYHOMY COCTaBY: COCTaB
NMYHOro Aena, opraHusaums paboTbl ¢
OOKYMeHTaMu, NpaBuna permctpaumm un
XpaHeHUs1 JOKYMEHTOB

2.3

KoHTponb MCNOMHEHUS JOKYMEHTOB.
OpraHusaumsi oTnpaBkM UCXOASLLMX 10 | - - - 110
JOKYMEHTOB.

3.1

OpraHunsaums onepaTUBHOIO XpaHeHus
DOKyMeHTOB. HomeHknaTypa gen. dkcneptusa 10 | - - - 10
LEHHOCTW [OKYMEHTOB.

3.2

MoaroToBka Aen K apXMBHOMY XPaHEHMIO.

12 | 2 - - 110
OcHoBHble NOHATUS 06 apXMBHOM XpaHEHUN.

4.1

CoBpeMeHHOe AenoBoe N1CbLMO. 12 | - 2 - 110

NToro 108 | 6 8 0|94

3.2. JleKUMOHHbIe 3aHATUA

Ou4Hasna hopma

Moaynb

Homep
pasgena

CopeprkaHue NeKUMOHHbIX 3aHATUI

1.1

MoHATne oenonpon3BoacTBO (LOKYyMEHTaUNOHHOEe obecneyeHne
ynpasneHus). CoBpeMeHHble TpeboBaHUA K ero opraHusaumm. BnvaHue
Hay4yHOW opraHu3aumn Tpyaa u BHegpeHNe COBpPeEMEHHOM OpnCHOM n
BbIYUCINTENBHOM TEXHUKM Ha TeXHOMOoruo agenonpounssoacTea. MNoHaTue
- OOKYMeHT. NHdopmMaums u AoKyMeHT. Porb nHgopmauum B coLmansHo-
3KOHOMUYeckux npoueccax. PegepanbHbin 3akoH «O6 MHdopmaumn,
WHGopMaTU3aUmMn 1 3awmTte nHpopmaunny. NonngyHKLMOHaNbLHOCTb
AokymeHTa. VIHpopmaunoHHas, KOMMYHUKaTUBHaZ, couuarbHas,
KynbTypHas ynpasneH4yeckasi, npaBoBasi, UICTopuyeckas u gpyrme
yHKUMM OOKYMEHTOB. [oHaTue aokymeHTMpoBaHusA.OCHOBHLIE CNOCOObI
OOKYMEHTMPOBaHUS.




1.2

YHudumkauusa n ctaHgaptmsaums. NoHatne - cuctema JOKyMeHTauuu, ee
npusHakn. PyHKUMOHamNbHbIE U OTPacneBble CUCTEMbI OKYMEHTALMM.
MoHATHe - yHudpmumpoBaHHasa cuctema gokymeHtaumm. Cocrtas
YHUPULNPOBAHHBIX CUCTEM OOKYMEHTaLMKN: OpraHM3aumoHHO-
pacnopsguTernbHad, OTYeTHO-CTaTUCTUYECKas, NepBuYHasl, y4yeTHas,
ouHaHcoBas 1 ap. FocyaapcTBeHHble cTaHAapThl Ha YHU(OULMPOBAHHbIE
CUCTEMbIl OKYyMeHTauuun. NoHATUA: pekBmaunT, popMynap AOKYMeHTa.
YHupmumpoBaHHble cuctembl AoKyMeHTauun. TpeboBaHua K
odhopMneHnto JokyMeHTOB. NpaBrna opopmMneHns JOKYMEHTOB.

1.3

OcHosHble rpynnbl OP[l. XapakTepucTmka n cocTaB OpraHM3aLMOHHbIX
OOKYMEHTOB (yCTaBa, MONOXEHUS, MHCTPYKUUKN, OOMKHOCTHOM
WHCTPYKUMMK) TpeboBaHMs K MX 0DOPMITEHNIO. XapaKTEPUCTUKY U COCTaB
pacnopsguTenbHbIX JOKYMEHTOB (MOCTAHOBIEHWS, NpuKasa, peLleHmns,
pacnopsikeHus, ykasaHus), TpeboBaHNs K MX 0OOPMINEHNIO.
XapakTtepucTtuka 1 coctaB cnpaBoYHO-MHPOPMALNOHHBIX JOKYMEHTOB
(cny>xebBHbIX MMCeM, CNPaBOK, 3adBEHUIA, OOKMTALHON 3an1cKku, akTa),
TpeboBaHus K nx opopmneHunto. NoHATne - NoANNHHKK. [NognnHHbIE U
NnoanoXeHHble OKYMEHTbI. Buabl dhanscndmkaumm 4OKYMEHTOB.
MoHsTMe - Konus. Buabl konuin, onpegensieMble crnocobom nx
BocnpouasegeHus. Konvu, pasnnyaemble No cnocoby ux yaoCToOBEPEHMS.
Mopsigok odhopMneHna n Bblgayun Konum gokymeHTo. OcobeHHoCTH
3aBepeHNs Konum HoTapuarnbHbIMU KOHTOPaMn N OOSMKHOCTHLIMU NLamMm
opraHusauuu.
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YnpaBneHue u genonponssoactso. OpraHm3aunoHHble (opMbl
aenonpoussogctea. Cnyxba AoKyMEHTaLMOHHOro obecneveHns
yrnpaeneHusi, OCHOBHas 3agdada, OYHKUUN, TUNOBLIE CTPYKTYpbI,
OOIMKHOCTHOM cocTaB. PernameHTtaums pabotbl cnyxobl JOY. MNoHaTne
AOKYMEHTO0000pOT, 06Lme NPUHLUNLI OpraHM3aumm 4oKyMmeHToobopoTa,
ero CTpykTypa, HeobxogumocTb yyeTa obbeMa JoKyMeHToobopoTa.
HopmaTuBHbIE JOKYMEHTLI, pernaMmeHTUpYoLLMe OpraHn3aLmio
AokymeHToobopoTa. [yTn NnocTynneHns SOKYMEHTOB B YYpeXAeHMe.
Mpuem 1 nepBoHavanbHasa 06paboTka 4OKyMeHTOB. MpeaBaputensHoe
paccMOTpeHne AOKYMeHTOB. PaccmMoTpeHne JOKYMEHTOB pyKOBOLCTBOM
yupexaeHusi, HanpaBneHne Ux Ha ucnonHeHme. Perncrtpaums
AOKYMEHTOB Kak cocTaBHasi 4acTb TexHonorum [JOY, kak npouecc
co3aaHus 6aHka gaHHbIX O 4OKyMEHTax opraHusauum. Popmbl
perucTpaumm (KypHanbHasi, KapTodHasi, aBTOMaTU3NpOBaHHas ), NX
OOCTOMHCTBA 1 HegocTaTku. [NokasaTenu, BBoOAUMbIE B PETMMCTPALMOHHbIE
dopmbl. B3anmocesA3b permctpauumn JOKYMEHTOB 1 MHGOPMaLNOHHO-
cnpaBo4vHon paboTbl. MHOpMaLMOHHO-CNpaBoYHasn paboTa B yCroBUSAX
NPUMEHEHNS KOMMbIOTEPHbLIX TexHoornn. Obuwne ceegeHus ob yyeTe n
cucTeMaTtum3aunm HOpMaTUBHO-MPABOBLIX AKTOB.

2.2

Komnnekcbl AOKyMeHTOB No ochopMeHunio: nepesoda Ha apyryto paborTy,
OTMYCKOB, NOOLLPEHNIA, AUCUMMMNHAPHBIX B3bICKAHWIA, aTTecTauun,
cnyxebHbIX KOMaHANPOBOK, YBONbHEHWUI




23

lMoHATME KOHTPONbL NCNONHEeHUe OKYMeHTOB. Ero Buael. Mogpasgenequs
cnyx6bl OV, oCyLLEeCTBAIOLWME KOHTPOITb UCMOMHEHUS; €ro OyHKLMM,
npa.a. MNpuHUMNbLI opraHn3aumnmn KOHTpons. MOHATUSA: CPOK UCNOMNHEHUS,
TMNOBOW CPOK. HopmaTnBHbIE AOKYMEHTBI, yCTaHaBNUBaLWmne TMNnoBbIe
CPOKM UCMOMNHEHUs. Py4HOM 1 aBTOMaTU3MPOBAHHbLIA KOHTPOSb, NX
OOCTOVMHCTBA M HEOOCTaTKU; NPUMEHSAEMasi TEXHUKA. TexHonorus
BeAeHus KoHTponsa. OcobeHHOCTU KOHTPONA pacnopaanTenbHbIX
OOKYMEHTOB. AHan1M3 UCNONHEHWA JOKYMEHTOB B yupexaeHun. MNpouecc
nprvema n o6paboTkn JOKYMEHTOB, COCTaB BbINOMHAEMbIX paboT npu
TPagULMOHHOM cnocobe oTnpaBkM (MOYTOWM): MPOBEpPKA NPaBUSTbHOCTM
0POPMIIEHNS], HANUYMSA NPUNOXEHUS, agpecaTta, COPTUPOBKA No
agpecaTam 1 BMAaM OTNpaBreHuin, agpecoBaHne, danbLeBaHue,
KOHBEPTMPOBaHME, 3aKnenBaHme, MapKMpoBKa, COCTaBNeEHME ONncK
paccbinku. OTnpaBka JOKYMEHTOB MOMOLLbIO TernedoHa, dhakca.
OneKTpoHHasi no4yTa. TuUnbl CUCTEM 3NEKTPOHHOW MOYTLI (rnobarnbHele,
KopnopaTuBHbIE)

3.1

MoHaTus: geno, hopMmnpoBaHue gen, HoMeHknaTypa gen. 3HayeHne
HOMEHKMNaTypbl Aen ans knaccndukaumm 4oKyMeHToB. Buabl
HOMeHKnaTypbl Aaen. MNopaaok coctaBneHns, opopMneHns, yTeepxaeHus
N NPUMEHEHNS] KOHKPETHOM HOMEeHKNaTypbl Aen. OcHoBHble TpeboBaHMs K
OpraHM3aLmmn XpaHeH!s1 UCNIONHUTENbHbBIX JOKYMEHTOB B
OENONPON3BOACTBE; HOPMATMBHbIE JOKYMEHTbI, pErfiameHTUpyoLme
AaHHbIN 3Tan gokymeHToobopoTa. Nopsagok hopmupoBaHns gen B
aenonpoussoactee. OTBETCTBEHHOCTb 3@ COXPaHHOCTb AOKYMEHTOB
XpaHeHue OOKYMEHTOB B aNeKTPOHHOM noyTe. MNoHaTue akcneptusa
LEHHOCTU SOKYMEHTOB. [pHLMNbI U KPUTEPUUN ONPEeaENEHNsa HayYHOW,
NCTOPUYECKOW U NPAKTUYECKON LEHHOCTU AOKYMeHTOB. CpOKU XpaHeHUs
OOKYMeHTOB. [NepeyHn JOKYMEHTOB C Yka3aHUEM CPOKOB XpaHEeHUs, X
BMAbl, HA3HAYEHMWS!, CXEMbl MOCTPOEHUA. ATanbl U NOPSASOK NPOBeAEeHUS
3KCMEePTU3bl LLEHHOCTUN AOKYMEHTOB. [1OpSAOK YHUUTOXEHUSA AOKYMEHTOB
1 ohopMrieHne pesynbTaToB IKCNepTU3bl. AKCNEPTHbIE KOMUCCUN, UX
dyHKUMK, NnpaBa.

3.2

MepeyeHb MeponpuATUIA MO NOArOTOBKE AN K Nepeaayve B apxumB.
TpeboBaHua kK 0OpPMIEHMIO AeN NOCTOSAHHOrO, BPEMEHHOIO CPOKOB
XpaHeHus aen n no nu4yHomy coctasy. NMpasuna ocopmnenus. MNpasuna
COCTaBMeHNsa onucK en n nopsaaok nepegaym apxmeoB. Buabl apxmBos:
BEJOMCTBEHHbIE, 06beANHEHHbIE BEOMCTBEHHbIE, 00bEeAMHEHHbIE
MEXBEAOMCTBEHHbIE MO IMYHOMY COCTaBy, rOCy4apCTBEHHbIE apXMBbI.
Cpoku xpaHeHWs JOKYMEHTOB B BEJOMCTBEHHbIX apX1Bax.

4.1

lMpaBuna xpaHeHus, pekBM3nNTbl 4enoBoro nucbMa. Popma 4enoBoro
nncema. Knaccudukauusa nncem. MexayHapogHoe nucbMo. MNoHATUA:
NPOEKT, aApecaHT, acnekT, NPeTEH3NOHHOEe NMCbMO. Ponb aenoBoro
nnucobma. OdumumanbHO-4eN0BON CTUMb ero ocobeHHOCTU. ACnekT
nenoBoro nucbMa. KoHTEKCT, KoMNo3nums, Nekcmnka enoBoro nucbma.
OTuKeT cnyxebHbIX B AeN0oBOM nucbMe. [pakTudeckme pekoMeHaaumm n
npasuna genoBoro nnucbma.




3aouyHasn dopma

Moaynb

Homep
pasgena

Co,u,epmaHme NEKUMOHHbIX 3aHATUN

1.1

MoHATNe oenonponsBoacTBO (OKYyMEHTaUNOHHOEe obecneyeHre
ynpasneHus). CoBpeMeHHble TpeboBaHUA K ero opraHusaumu. BnvaHue
Hay4yHOW OpraHusaumn Tpyaa u BHegpeHNe COBPEMEHHOM OpUCHOM n
BbIYUCNUTENBHOW TEXHUKN Ha TEXHOMOMMIO AenonponssoacTtea. MNoHaTe
- OOKYMeHT. NHdopmMaums U AoKyMeHT. Porb nHgopmauum B coLmansHo-
3KOHOMMYeCKMX npoueccax. PegepanbHbin 3akoH «O6 nHGopmauumn,
WHpopmMaTU3auumn 1 3awwmnte nHpopmauumny. NMonndyHKUNOHaNbLHOCTb
AokymeHTa. VIHdopmaunoHHas, KOMMyHUKaTUBHaS, colunanbHas,
KynbTypHas ynpaBneH4yeckasi, npaBoBasi, UICTopuyeckas u apyrue
hyHKUMM OOKYMEHTOB. [oHsaTHe aokymeHTMpoBaHus.OCHOBHbIE CNOCOObI
OOKYMEHTMPOBaHUSA.

1.2

YHudukaumnsa n ctangaptudaums. MNoHsaTre - cuctema JOKyMeHTaumm, ee
npusHakn. PyHKUMOHArbHbLIE U OTPACNEBbIE CUCTEMbI AOKYMEHTALMM.
MoHsTME - YyHUdULMpPOBaHHAA cuctema gokymeHTtaumm. CoctaB
YHUPULMPOBAHHBLIX CUCTEM AOKYMEHTaLUUN: opraHn3aLnoHHoO-
pacnopsguTenbHas, OTYETHO-CTaTUCTUYECKas, NEPBUYHAS, YYeTHas,
douHaHcoBas 1 ap. FocyaapcTBeHHbIe cTaHAApThl HA YHUOUUMPOBAHHbIE
CUCTEMbI OKYMeEHTaunn. MNMoHATUSA: pekBU3UT, POopMynap AOKYMEHTA.
YHUUUMPOBaAHHbIE CUCTEMBI AOKYMeHTauun. TpeboBaHus k
odhopMneHnto JoKyMeHTOB. NpaBuna ohopmMeHns JOKYMEHTOB.

1.3

OcHogHble rpynnsl OP[. XapaktepucTmka n cocTaB OpraHM3aLMOHHbIX
OOKYMEHTOB (yCTaBa, MONOXEeHUSA, UHCTPYKUUKN, OOMKHOCTHOM
WHCTPYKUMK) TpeboBaHus K UX 0POPMITEHNIO. XapaKTepuUCTUKy U CoCTaB
pacnopsguTenbHbIX JOKYMEHTOB (MOCTAHOBMEHUS, MPUKa3a, peLLeHus,
pacnopsikeHusl, ykasaHus), TpeboBaHus K ux 0hOpPMIIEHNIO.
XapaktepucTtuka u coctas cnpaBoYHO-UHPOPMaLNOHHBIX JOKYMEHTOB
(cny>xeBHbIX NMceM, CNpaBoK, 3adBMEHU, AOKMaAHON 3anucku, akTa),
TpeboBaHusa K ux ochopmneHuto. NoHsaTue - nognuHHKK. MNMoanvHHbIE K
noanoXeHHble JOKYMeHTbl. Buabl dhanscudmkaumm 4OKYMEHTOB.
MoHnaTue - konusa. Buabl konuin, onpeaensieMble cnocobom nx
BocrnpousseaeHus. Konuu, pasnnyaemble no cnocoby ux yaocToBepeHust.
Mopsigok odopMnenns n Bblgayn Konum gokymeHToB. OcobeHHOCTH
3aBepPEHUS KON HOTapMarnbHbIMU KOHTOPaM1 U OMMKHOCTHBIMW NLLaMN
opraHusauuu.
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2.1

YnpaBneHue n genonpounssoacteo. OpraHm3aunoHHble (opMbl
aenonpoussogcTea. Cnyxba AOKYMEHTALMOHHOro obecnevyeHns
yrnpaBneHus, OCHOBHas 3agdaya, yHKUUN, TUNOBbIE CTPYKTYPbI,
OOIMKHOCTHOM cocTaB. PernameHTtaums pabotbl cnyxobl JOY. MNoHaTne
OOKYMEHTO000pOoT, 06LLMe NPUHLMMLI OpraHM3aumnm JoKyMeHToobopoTa,
ero CTpykTypa, HeobxogumocTb yvyeTa obbeMa JokyMeHToobopoTa.
HopmMaTuBHbIE AOKYMEHTbI, pernaMmeHTUpyoLLne opraHnsawumio
AoKymeHToo6opoTa. [NyTn NOCTynneHnsa AOKYMEHTOB B yUYpexaeHue.
Mprem 1 nepeoHavansHaa obpaboTtka AokymeHTOB. [NpeaBapuTensHoe
paccMOTpeHne AOKYMEHTOB. PaccmMoTpeHne JOKYMEHTOB pyKOBOLCTBOM
yupexaeHusi, HanpaeneHne Ux Ha ucnonHeHue. Perncrtpaums
OOKYMEHTOB Kak cocTaBHas yacTb TexHornorun OV, kak npouecc
co3faHug 6aHka gaHHbIX 0 JOKYMEHTax opraHusaumun. dopmebl
perucTpaumm ()KypHanbHasi, KapTodHasi, aBTOMaTU3NpPOBaHHas ), NX
OOCTOMHCTBa 1 HegocTaTku. [NokasaTenu, BBOAUMbIE B PEMMCTPALMOHHbIE
hopmbl. BzanmocBasb permctpauumn JOKYMEHTOB 1 MHOPMaLNOHHO-
cnpaBo4vHon paboTbl. MHOpMaLMOHHO-CNpaBoYHasn paboTa B yCrOBUSAX
NPUMEHEHUSA KOMMNbIOTEPHbIX TexHonorun. ObLme ceegeHnst 06 yyeTe u
cMcTeMaTtm3auum HoOpMaTUBHO-MPABOBLIX AKTOB.

2.2

Komnnekcbl AOKYMEHTOB Mo ochopMIeHunio: nepesoda Ha Apyryto paborTy,
OTMNYCKOB, NOOLLPEHNA, ANCUUNINHAPHbIX B3bICKAHWI, aTTecTauun,
cny>ebHbIX KOMaHOUPOBOK, YBONbHEHWM

2.3

MoHATNe KOHTPOMb UCNofnHeHne JoKyMeHTOB. Ero Buapl. MNogpasgenexHus
cnyx06bl JOY, ocyLecTBASOWME KOHTPOMb UCNONTHEHUS; ero byHKUMN,
npaea. MNpuHUMNLI opraHm3aumm KOHTPonst. MOHATUS: CPOK UCMOMNHEHUS,
TMNOBOW CPOK. HopmaTBHbIE AOKYMEHTbI, yCTaHABNUBAKOLINE TUMOBLIE
CPOKW UCMOMHEHUA. PyYHON 1 aBTOMAaTU3MPOBAHHbIA KOHTPOIb, NX
OOCTOMHCTBA W HEeJOCTaTKN; NpUMeHaeMas TexHuka. TexHonorus
BeAeHus KoHTpons. Ocob6eHHOCTU KOHTPONA pacnopaanTEnbHbIX
OOKYMEHTOB. AHanu3 UCnonHeHst JOKYMEHTOB B yupexaeHuu. [Npouecc
npuema n obpaboTkn JOKYMEHTOB, COCTaB BbINOMHAEMbIX paboT npu
TpaguunoHHOM crnocobe oTnpaBky (MOYTOM): NMpOBEpKa NPaBUNBHOCTM
odhopMneHnd, Hannums NPUNOXeHus, agpecarta, CopTUPOBKa Mo
agpecartam 1 BMgam OTnpaBreHun, agpecoBaHne, danbleBaHune,
KOHBEpPTMpPOBaHMe, 3aKrnensaHme, MapKMpoBKa, COCTaBneHue onnucu
paccbinku. OTnpaBka OKYMEHTOB MOMOLLbIO TernedoHa, dakca.
OneKTpoHHasi noyTa. Tunbl CUCTEM INEKTPOHHOW MOYTHI (rnobarnbHble,
KOpnopaTuBHbIE)
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3.1

MoHaTus: geno, hopMnpoBaHne gen, HOMeHKNnaTypa gen. 3HayeHne
HOMEHKMNaTypbl Aen ans knaccndukaumm 4oKyMeHToB. Buabl
HOMeHKnaTypbl gen. MNMopagok coctaBneHusi, 0OPMIIEHNS, YTBEPXKOEHNS
N NPUMEHEHNS KOHKPETHOW HOMeHKNaTypbl Aen. OCHOBHbIE TpeboBaHUS K
OopraHmM3aLmmn XpaHeH!Us1 UCNONHUTENbHbBIX JOKYMEHTOB B
OENONPON3BOACTBE; HOPMATMBHbBIE JOKYMEHTbI, perfiameHTMpyoLme
AaHHbIN 3Tan JokymeHToobopoTa. Nopsaaok hopmupoBaHns gen B
aenonpounssogctee. OTBETCTBEHHOCTb 3@ COXPaAHHOCTb JOKYMEHTOB
XpaHeHne JOKYMEHTOB B 3r1IeKTPOHHOW nouyTe. MNoHsaTue akcnepTunsa
LEHHOCTU SOKYMEHTOB. [pvHLMNbI U KPUTEPUUN ONPEeaENeHNsa HayYHOW,
NCTOPUNYECKOW M NPAKTUYECKON LLEHHOCTM OKYMEHTOB. CpOKU XpaHEHMS
OOKyMeHTOB. NepeyHn JOKYMEHTOB C yKa3aHMEM CPOKOB XPaHEHUS, X
BUAbl, HA3HAYEHUS, CXEMbl MOCTPOEHMS. DTanbl U NOPSAAOK NPOBEAEHUS
3KCMEePTU3bl LLEHHOCTN AOKYMEHTOB. [1OpSA0K YHUUTOXEHUSA AOKYMEHTOB
1 ocbopMrieHne pesynbTaToB SKCNEPTU3bI. AKCNEPTHLIE KOMUCCUN, UX
dyHKUMK, NpaBa.

3.2

MepedeHb MeponpuATMIA NO NOAroTOBKE AenN K nepefayve B apxuBs.
TpeboBaHus K 0POpMAEHUIO AeN NOCTOSHHOrO, BPEMEHHOIO CPOKOB
XpaHeHus aen n no nu4yHomy coctasy. lNMpasuna ocopmnenHus. Npasuna
COCTaBMeHnsa onucK aen n nopsaok nepegaym apxmeoB. Buabl apxmBos:
BEOMCTBEHHblEe, 06beANHEHHbIE BEAOMCTBEHHbIE, 00 beANHEHHbIE
MEeXBEeAOMCTBEHHbIE MO NIMYHOMY COCTaBY, roCyAapCTBEHHbIE apXUBbI.
Cpoku xpaHeH1s JOKYMEHTOB B BEJOMCTBEHHbIX apX1Bax.

4.1

MpaBuna xpaHeHuUs, pekBU3NTbI 4enoBoro nucbma. Popma genosoro
nncema. Knaccudukauusa nucem. MexayHapogHoe nucbMo. MNoHATUA:
NPOEKT, afipeCcaHT, acnekT, NpeTeH3MoHHoe NncbMo. Ponb aenosoro
nncobma. OdumumanbHO-4eNOBON CTUMb ero 0ocoOeHHOCTU. ACnekT
JenoBoro nucbma. KoHTeKCcT, KoMNo3uuus, nekcuka AenoBoro nMcbma.
OTukeT cnyxebHbIX B AenoBOM nucbMe. [NpakTudeckme pekoMeHgaumm n
npaBuna genoBoro nucbma.

3.3. MpakTu4yeckune (ceMmHapckue) 3aHATUSA

OuHas popma

Homep o
Mogaynb paznena CopgepxaHue npakTnyecknx(cemMmHapckmx) 3aHATUN
JokymeHTupoBaHue. BBegeHue, 3HayeHre u cogepxaHne AUCUUMIMHBI.
1.1 «[JokymeHTauMoHHOe obecrneveHune ynpasneHus». MNoHsatue o
OOKYMEHTaX M crnocobax JOKYMEHTUPOBAHMS, HOCUTENAX MHGOPMaLUN.
192 YHudmkauusa n ctaHgapTmMsaums 4OKYMeHToB. CUCTEMbl JOKYMEHTaLMK.

dopmynsap -obpasey, OP[, pekBuanTbl 1 6naHku.
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lMpaBuna oopmneHns oCHOBHbIX BUOOB OpraHn3auMOHHO-

1.3 pacnopsaguTenbHbIX JOKYMEHTOB. [paBuna oopmreHre u Bblaavm
KOMUN JOKYMEHTOB.
Oprannszaumsa paboTbl ¢ fokyMmeHTamn. Criyxba 4OKyMEHTaUNOHHOIo
21 obecneyveHuns ynpasneHuns. TpeboBaHus K opraHusaumum
' AoKymeHToo6opoTa. OpraHnsaumsa npuema, paccMoTpeHus u
perucrpaumm JokymeHToB. MIHdopmaunoHHo-cnpaBoyvHas paboTa
2
2.2 [lokymeHTMpoBaHne OBUXEHNSA KaapoB
23 KoHTponb ncnonHeHms gokymeHToB. OpraHmsaunsa oTnpaBkn NCXOOALLMX
’ DOKYMEHTOB.
31 OpraHnszaums onepaTMBHOIO XpaHeHUs AOKyMeHToB. HoMeHknaTtypa gen.
) 3kcnepTnsa LLEHHOCTN JOKYMEHTOB.
3
39 MoaroToBka gen K apxMBHOMY XpaHeHuto. OCHOBHbIE NMOHATUSA 00
' apPXMBHOM XpaHeHUN.
4 41 CoBpeMeHHoe OenoBoe NMCbMO.

3ao4Hasa opma

Homep o
Moaynb CogaepxaHue nNpakTn4ecknx(CEMMHAPCKMX) 3aHATUN
pasgena
HokymeHTuMpoBaHue. BBegeHue, 3HayeHre u cogepxaHne AUCUUMIMHBI.
1.1 «[JokymeHTauMoHHOe obecneveHune ynpasneHus». MNoHsaTue o
OOKYMEHTaxX 1 crnocobax JOKYMEHTUPOBAHMS, HOCUTENAX MHGOpMaLU.
12 YHudpmkauusa n ctaHgaptusaumsi LOKyMeHToB. CUcTembl JOKYMEHTaLUUN.
' dopmynsip -obpasey, OP[Ll, pekBuanTbl 1 6naHku.
1
MpaBuna oopmMneHns OCHOBHbIX BUAOB OpraHM3aLoHHO-
1.3 pacnopsguTenbHbIX JOKYMEHTOB. [paBuna oopmneHne n Bblaavm

KOMnn OOKYMEHTOB.
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Oprannzaumsa pabotbl ¢ fokymeHTamn. Criyx6a 4OKyMEHTaUNOHHOIo
obecneyveHuns ynpaenenus. TpeboBaHust K opraHusaumm

2.1 AoKymeHToobopoTa. OpraHmsaums npuema, pacCMOTPEHMUS U
pernctpauumm 4okymeHToB. NHdopMaumMoHHO-cnpaBoYvHas paboTa
2
2.2 [lokymeHTMpoBaHe OBUXEHNA KagpoB
23 KoHTpornb ncnonHeHus gokyMmeHToB. OpraHmsaums oTnpaBKi MCXOOALLNX
’ [ OKYMEHTOB.
31 OpraHusaums onepaTUBHOIrO XpaHeHUs1 AOKyMeHToB. HoMeHknaTypa gen.
) OkcnepTnsa LLEHHOCTU JOKYMEHTOB.
3
39 MoagroTtoBka gen k apXxnMBHOMY XpaHeHuto. OCHOBHbIE MOHATUSA 06
) apXMBHOM XpaHeHun.
4 41 CoBpeMeHHoe OenoBoe NMcbMOo.

3.4. NabopaTopHbIe 3aHATUA

3.5. OpraHusaumsa camocToATeNnbLHOM paboThbl

OuHas popma

Buabl
Homep CopepxaHne matepuana BbIHOCMMOTO Ha A -
Moaynb CaMOCTOATENbHOM
pasgena CaMOCTOATENBHOE U3yYeHne paBoTHl
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MoHsiITMEe fenonpon3BoACcTBO (AOKYMEHTaLMOHHOE
obecneveHmne ynpasneHus). CoBpeMeHHbIE
TpeboBaHuA K ero opraHusauun. BnusHue Hay4Hon

PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTepuanom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

opraHusauumm Tpyaa v BHeapeHne COBPEMEHHOM 3NEKTPOHHbIX
OPUCHOW U BbIYUCTIUTENBHON TEXHWUKM Ha NCTOYHWUKOB
TeXHOMorm genonponssoacTea. [NoHaTue - MHG opMaLmm no
OOKyMeHT. IHopmaumsa n 4oKyMeHT. Ponb 3aaHHOM
11 WHopMaL MK B coLmManbHO-3KOHOMMYECKNX npobneme un
' npoueccax. PefepaneHbin 3akoH «O6 nHopmauun, | BeldpaHHOM TeMe
MHopMaTU3aLMm1 1 3almMTe nHopMaLmny. CaMOCTOSATENBHOM
MonudyHKUNMOHANLHOCTL AOKYMEHTA. paboThl,
MHdopmaumnoHHas, KOMMYHUKATUBHAS, coupnanbHas, | BbINOIHEHME
KynbTypHas ynpasneH4yeckas, npaBoBas, npakTN4ecKnx
ncTopmyeckas n gpyrme yHkLMM JOKYMEHTOB. 3agaHun,
MoHaTne gokymeHTupoBaHua. OCHOBHbIE CMOCOObI n3yyeHune
OOKYMEHTMPOBAHUS. TeopeTndeckoro
mMaTtepuana ans
BbINOMHEHUSA
NpakTU4eCcKnx
3agaHunn,
noaroToBka K
3K3aMeHy
Pa6oTa
CTYOEHTOB C
NEKLMOHHbBIM
MaTepuarnom,
COCTaBreHune n
npopaboTtka
KOHCMEKTOB,
MOUCK U aHanu3
YHudukauusa u ctaHgaptmusaums. NoHatne - cuctema MTEDATVDLI 1
OOKYMeEHTauuK, ee npusHaku. PyHKUMOHANbHbIE U snekf OzEbIX
oTpacrieBble cMCTeMbl JOKyMeHTauumu. MoHaTue - VICTO‘-IﬁVIKOB
yHUUUMPOBaHHas cuctema gokymeHTtauun. Coctas
i MHdopMaLmm No
YHUPULUPOBAHHBIX CUCTEM JOKYMEHTaLMM: 380aHHOV
OopraHn3aLMoHHO-pacnopaanTenibHas, OTY4eTHO-
npobneme n
1.2 cTaTUcTU4Yeckas, nepBuYHas, yyeTHas, puHaHcoBas N
BbIOpaHHOM Teme
n ap. FlocygapcTBeHHble cTaHOapThbl Ha -
CaMOCTOSTENbHON
YHUULNPOBAHHbBIE CUCTEMbI JOKYMEHTaLMN. A6OTHI
MoHATMA: pekBM3UT, POPMYNAP JOKYMEHTA. P ’
BbINOMHEHWEe
YHUpMUMpPOBaHHLIE CUCTEMBI AOKYMEHTaLUN.
NpaKkTU4ECKNX
TpeboBaHua kK oopMIeHNo oKyMeHTOoB. NMpaBuna 3a8aHiA
ohopMMeHNa JOKYMEHTOB. ’
n3yveHue
TeopeTnyecKoro

mMartepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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OcHogHble rpynnbl OP[. XapakTtepuctuka u coctas
OpraHmM3aLMoHHbIX AOKYMEHTOB (yCTaBa, MONOXEHWS,
WHCTPYKLUMU, LOIMKHOCTHOW NHCTPYKLMK) TpeboBaHms
K UX 0DOPMITEHNIO. XapaKTepuCTMKy U COCTaB
pacnopsguTenbHbIX JOKYMEHTOB (MOCTaHOBMEHMS,

PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTtepuarnom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

3NEKTPOHHbIX
npukasa, pelleHns, pacrnopsikeHunsl, ykasaHums),
NCTOYHMKOB
TpeboBaHUs K NX 0PopMIEHNIO. XapakTepucTmka u MHGhOPMALIH 1O
COCTaB CnpaBOYHO-MHPOPMALIMOHHBIX JOKYMEHTOB 3ap,aH?-|017|
(cnyxebHbIx Nncem, cnpaBokK, 3asBEHNN,
_ npobneme u
1.3 AOKNagHoWM 3annckn, akta), TpeboBaHNa K UX .
BblOpaHHOM Teme
ocbopmneHuto. NoHaTre - NOANUHHKK. NoaNuHHLIE U .
CaMOCTOATENbHOM
noanoXeHHble JOKYMEHThI. Buabl danscmudumkaumm a60TbI
OOKyMeHTOB. lNoHsTKe - konusa. Buabl konun, P ’
BbINOJSIHEHNE
onpegensemble cnocoboM Nx BOCNPON3BEAEHNS.
NpakTU4eCKnX
Konuu, pasnuyaemblie no cnocoby mx 3anaHuii
yoocTtoBepeHus. NMopsaok oopMreHns 1 Bbigaum 3 quMé
Konui gokymeHToB. OCOBEHHOCTM 3aBEepPEHUs Konum y
TeopeTU4ecKoro
HOTapuanbHbIMW KOHTOPaMN U AOJIKHOCTHLIMU
MaTepuana ans
nuuamMm opraHM3aumm.
BbIMNOJTHEHMS
NpPaKTUYECKNX
3agaHunn,
noaroToBKa K
3K3aMeHy
Pabora
YnpaBneHue 1 4enonponssoacTBo.
CTYOEHTOB C
OpraHu1saumoHHble hopMbI 4enoNpon3BoaCcTBa. NEKUAOHHBIM
Cnyx6a ooKkyMeHTaunoHHOro obecneveHms MATEDUAIOM
yrnpaBneHusi, OCHOBHas 3agdavya, QyHKUUN, TUNOBLIE P ’
9 cocTaBneHue 1
CTPYKTYpbIl, AOIMKHOCTHON cocTae. PernameHTtauus
npopaboTtka
paboTbl cnyx6bl [JOY. NoHATNE AOKYMEHTOOBOPOT, KOHCMEKTOB
obLme NprHUMNbLI opraHn3aunm JoKyMeHToobopoTa, ’
NMOWUCK 1 aHanua
ero CTpykTypa, HeobxoaumocTb yyeTa obbema
nutepartypsbl n
OOKyMeHToobopoTa. HopmaTuBHbBIE LOKYMEHTHI,
3NEKTPOHHbIX
pernaMmeHTMpyoLmne opraHm3aumio
NCTOYHNKOB
AoKymeHToobopoTa. NyTn NocTynneHns AOKYMEHTOB
MHdopMaLmm No
B yupexaeHue. [Npnem n nepoHavaneHas 380aHHON
0obpaboTka gokymMeHToB. [peaBaputensHoe npo6reme 1
21 paccMoTpeHne JOKYMEHTOB. PaccmMoTpeHmne N
JOKYMEHTOB PYKOBOACTBOM Yy4pexaeHus BLIGpaHHOM Teme
y by yHp ’ CaMOCTOSATENBLHOM
HanpasreHne nx Ha UcnonHeHune. Pernctpaums A6OTHl
OOKYMEHTOB Kak cocTaBHas YacTb TexHonorum JOVY, Ebll‘lOJ‘IH’eHI/Ie
Kak npouecc co3gaHusi 6aHka JaHHbIX O JOKYMEHTax
NPaKTUYECKNX
opraHusaummn. Popmbl pernctpaumm (KypHanbHasi, sanaHuii
KapTO4Hasi, aBTOMaTU3NPOBaHHas), UX JOCTOMHCTBA "3 qumé
n HegocTaTku. lNokasatenu, BBOOUMbIE B y
TEopeTU4EeCKoro

perncTpaumnoHHble hopmbl. Banmocsnab
perncTpaumm JOKyMeHTOB U MHOPMaLNOHHO-
cnpaBo4vHon paboTbl. MHOpMaLMOHHO-CNpaBoOYHas
paboTa B yCrnoBuUsIX MPUMEHEHNsT KOMMbHOTEPHbIX
TexHonornn. Obwme ceegeHnst ob ydeTte u
cucTeMaTtumsauum HopMaTUBHO-NPaBOBLIX aKTOB.

mMatepuana gns
BbIMOJTHEHUS
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTepuanom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

3NEKTPOHHbIX
NCTOYHWNKOB
MHG opMaLmm no
KomMnnekcbl AOKYMEHTOB MO OCOOPMINEHUIO: 3aaHHOM
59 nepeeofa Ha Apyryto paboTy, OTNyCKOB, NOOLPEHNIA, | Npobneme n
) ANCUMNAMHAPHBIX B3bICKAHWIA, aTTecTauun, BblOpaHHOM TeMe
cnyxebHbIX KOMaHANPOBOK, YBOSbHEHWI CaMOCTOSTENbHON
paboThl,
BbIMOJTHEHUE
NpPaKTUYECKNX
3agaHunn,
n3yyeHune
TeopeTU4ecKoro
mMaTepuana gns
BbINOSTHEHMS
NpPaKTUYECKNX
3agaHunn,
noaroToBKa K
3K3aMeHy
Pa6oTa
CTYOEHTOB C
NEKUNOHHbIM
[NoHATHE KOHTPONb UCNOMHEHNE AOKYMEHTOB. Ero
MaTtepuanom,
Buabl. Moagpasgenenusa cnyxobl JOY,
COCTaBneHune n
OCYLLIECTBIIAIOLLME KOHTPOITb UCMONHEHUST; Ero
npopaboTtka
dyHKUMKM, NnpaBa. MpruHLUMNbI OpraHn3aumnmn KOHTPOns. KOHCMEKTOB
IMoHATUA: CPOK NCMOMHEHUS, TUNOBOW CPOK. ’
MOUCK N aHanu3
HopmaTuBHbIe JOKYMEHThI, yCTaHaBNmMBaroLimne
. nutepartypsbl n
TUMNOBLIE CPOKM UCMOSTHEHUS. Py4YHOI 1
y 3NEKTPOHHbIX
ABTOMATM3MPOBAHHbII KOHTPOIb, X AOCTOMHCTBA N | | oo o
HegocCTaTKku; NpUMeHsieMast TexHuka. TexHonorns
MHdopMaLmm No
BedeHuns koHTponsi. OcoBeHHOCTM KOHTPONS 3a0aHHO
pacnopsamTenbHbIX JOKYMEHTOB. AHanus npoGreMe u
2.3 NCMOSTHEHMSA LOKYMEHTOB B yupexaeHuu. [Npouecc P N
BbIOpaHHON Teme
npuema n o6paboTkn OKYMEHTOB, COCTaB -
CaMOCTOSITENbHON
BbIMOSTHSAEMbIX paboT Npu TpagnuUMoHHOM crocobe a6OTbI
OTnpaBky (NOYTON): NpoBEpKa NPaBUNbHOCTH P ’
BbINOJSIHEHNE
ohopMNeHNs, HanNNUMs NPUNOXeHUs, agpecaTa,
. NPaKTUYECKNX
COpPTMpPOBKa MO agpecaTam 1 Buaam OTnpaBfieHunHN, sanaHuii
agpecoBaHue, danbLeBaHne, KOHBEPTUPOBaAHME, U3 qumé
3aKreMBaHue, MapkMpoBKa, COCTaBMNeHne onmcu y
TEopeTU4EeCKoro

paccbinki. OTnpaBka JOKYMEHTOB MOMOLLbIO
TenedoHa, akca. nekTpoHHas noyta. Tunbl
CUCTEM 3NEKTPOHHOM NOYThLI (rnobanbHble,
KopnopaTuBHbIE)

mMatepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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MoHaTus: geno, bopmmnpoBaHue Aen, HoMeHknaTypa
aen. 3HayeHWe HOMeHKNaTypbl Aen Ans
Knaccudukauum OKyMeHTOB. Buabl HomeHknaTtypbl
aen. Nopagok coctaBneHusl, opopmreHuns,
yTBEPXOEHNSA N MPUMEHEHNST KOHKPETHOM
HomeHknaTypbl aen. OcHoBHLIE TpeboBaHMSA K
opraHuMsaLmmn XxpaHeHUs1 UCNONHUTENbHbIX

PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTepuanom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

) 3NEKTPOHHbIX
OOKYMEHTOB B 4eNonpon3BoACTBE; HOPMATUBHbIE CTOUHMKOB
OKYMEHTbI, perfnaMmeHTUpyoLmne AaHHbIA 3Tan
AoKy b bylone A MHG opMaLmm no
AoKkymeHToobopoTa. Nopsagok hopmmupoBaHns gen B 330aHHO
aenonpoussoactee. OTBETCTBEHHOCTb 3a npo6neme u
3.1 COXPaHHOCTb JOKYMEHTOB XpaHeHue JOKYMEHTOB B N
N BblGpaHHOM Teme
3ANEeKTPOHHOWM noyTe. MNoHATME aKCnepTmn3a LLeHHOCTH .
CaMOCTOSATENBHOM
OOKyMeHTOB. MpnHUMNbI 1 KpuTepun onpeaeneHuns 2G0TI
Hay4HOWN, NCTOPNYECKOWN N NPaKTUYECKON LLeHHOCTH b ’
BbINOSIHEHWE
OOKYMeHTOB. CpOK/ XpaHEeHNs JOKYMEHTOB.
npakTN4ecKnx
lMepeyHn JOKYMEHTOB C yKa3aHWeM CPOKOB samaHmit
XpaHeHus, X BUAbl, Ha3HaYeHUd, CXeMbl "3 qumé
NOCTpOeHUd. 3Tanbl U NOPAOOK NPoBeAeHUS y
TeopeTndeckoro
3KCMepTU3bl LLEHHOCTUN AOKYMeHTOB. [Nopaaok
mMaTtepuana ans
YHUYTOXEHUS JOKYMEHTOB 1 0odpopMneHune BLINOMHEHNS
pe3ynbTaToB 3KCNepTU3bl. IKCNEPTHbIE KOMUCCUMU,
NpakTU4eCcKnx
nX PyHKLUMKM, NpaBa. _
3aflaHu,
noaroToBKa K
3K3aMeHy
Pa6oTa
CTYOEHTOB C
NEKUNOHHbIM
MaTepuarnom,
COCTaBreHune n
npopaboTtka
KOHCMEKTOB,
MOUCK U aHanu3
nutepaTypbl 1
MepeyeHb MeponpuATUA MO NOArOTOBKE Aen K ANEKTPOHHbIX
nepenaye B apxmB. TpeboBaHMst K OPOPMITEHMIO AEN | UCTOYHUKOB
NOCTOSIHHOrO, BPEMEHHOIO CPOKOB XpPaHeHus aen v NMHopMaLuK no
no nuyHomy coctasy. MpaBuna oopmeHns. 3agaHHoOn
39 MpaBuna coctaBneHms onvucx Aen v NopsiaoK npobneme n
) nepegayv apxueoB. Buabl apxnBos: BbIOpaHHOM Teme
BEOMCTBEHHbIE, 06beAUHEHHbIE BEAOMCTBEHHbIE, CaMOCTOSTENbHON
0b6beanHeHHbIe MeXBEeJOMCTBEHHbIE MO MUYHOMY paboThl,
COCTaBy, rocygapcTBeHHble apxuBbl. Cpoku BbINOMHEHWEe
XpaHeHNst JOKYMEHTOB B BEJOMCTBEHHbIX apXuBax. NpaKTUYeCcKnx
3agaHunn,
n3yveHue
TeopeTnyecKoro

mMartepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTtepuarnom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

3IEKTPOHHbIX
lNpaBuna xpaHeHus, peKBMU3NTbI 4ENOBOro NMcbMa.
NCTOYHMKOB
dopma genosoro nucbma. Knaccmndumkauusa nucem.
i MHG opMaLmm no
MexgyHapoaHoe NncbMo. MOHATMA: NPOEKT, 330aHHO
aflpecaHT, acnekT, NPeTeH3NoHHOe NNCbMO. Porb
y npobneme u
4 4.1 aenosoro nucbma. OduumanbHO-4eN0BOW CTUIb Ero .
BblOpaHHOM Teme
0cobeHHOoCTU. ACMeKT AenoBoro nucbMa. KoHTEeKCT, .
CaMOCTOATENbHOM
KOMMO3MLUS, NIEKCUKa OEeNOBOro NMcbMa. OTUKET 2G0TI
cnyxebHbIx B A4enosom nucbme. MNpaktnyeckue P ’
BbINOMHEHME
pekomeHgaLumm 1 npasuna 4enoBoro NMcbma.
NpakTU4eCKnX
3agaHunn,
n3yyeHue
TEeopeTU4eCKoro
mMartepuana ons
BbIMNOJTHEHMS
NpPaKTUYECKNX
3agaHunn,
noaroToBka K
3K3aMeHy
3aouHana dhopma
Buabl
Homep CopepxaHne matepuana BbIHOCMMOTO Ha .
Mogaynb CamMOCTOATENbHON
pasgena CaMOCTOATENbHOE N3y4eHne paoTs
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MoHsiITMEe fenonpon3BoACcTBO (AOKYMEHTaLMOHHOE
obecneveHmne ynpasneHus). CoBpeMeHHbIE
TpeboBaHuA K ero opraHusauun. BnusHue Hay4Hon

PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTepuanom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

opraHusauumm Tpyaa v BHeapeHne COBPEMEHHOM 3NEKTPOHHbIX
OPUCHOW U BbIYUCTIUTENBHON TEXHWUKM Ha NCTOYHWUKOB
TeXHOMorm genonponssoacTea. [NoHaTue - MHG opMaLmm no
OOKyMeHT. IHopmaumsa n 4oKyMeHT. Ponb 3aaHHOM
11 WHopMaL MK B cOLManbHO-3KOHOMMYECKNX npobneme n
' npoueccax. PefepaneHbin 3akoH «O6 nHopmauun, | BeldpaHHOM TeMe
MHopMaTU3aLMm1 1 3almMTe nHopMaLmny. CaMOCTOSATENBHOM
MonudyHKUNMOHANLHOCTL AOKYMEHTA. paboThl,
MHdopmaumnoHHas, KOMMYHUKATUBHAS, coupnanbHas, | BbINOIHEHME
KynbTypHas ynpasneH4yeckas, npaBoBas, npakTN4ecKnx
ncTopmyeckas n gpyrme yHkLMM JOKYMEHTOB. 3agaHun,
MoHaTne gokymeHTupoBaHua. OCHOBHbIE CMOCOObI n3yyeHune
OOKYMEHTMPOBAHUS. TeopeTndecKkoro
mMaTtepuana ans
BbINOMHEHUSA
NpakTU4eCcKnx
3agaHunn,
noaroToBka K
3K3aMeHy
Pa6oTa
CTYOEHTOB C
NEKLMOHHbBIM
MaTepuarnom,
COCTaBreHune n
npopaboTtka
KOHCMEKTOB,
MOUCK U aHanu3
YHudukauusa u ctaHgaptmusaums. NoHatne - cuctema MTEDATVDLI 1
OOKYMeEHTauuK, ee npusHaku. PyHKUMOHANbHbIE U snekf OzEbIX
oTpacrieBble cMCTeMbl JOKyMeHTauumu. MoHaTue - VICTO‘-IﬁVIKOB
yHUUUMPOBaHHas cuctema gokymeHTtauun. Coctas
i MHdopMaLmm No
YHUPULUPOBAHHBIX CUCTEM JOKYMEHTaLMM: 380aHHOV
OopraHn3aLMoHHO-pacnopaanTenibHas, OTY4eTHO-
npobneme n
1.2 cTaTUcTU4Yeckas, nepBuYHas, yyeTHas, puHaHcoBas N
BbIOpaHHOM Teme
n ap. FlocygapcTBeHHble cTaHOapThbl Ha -
CaMOCTOSTENbHON
YHUULNPOBAHHbBIE CUCTEMbI JOKYMEHTaLMN. A6OTHI
MoHATMA: pekBM3UT, POPMYNAP JOKYMEHTA. P ’
BbINOMHEHWEe
YHUpMUMpPOBaHHLIE CUCTEMBI AOKYMEHTaLUN.
NpaKkTU4ECKNX
TpeboBaHua kK oopMIeHNo oKyMeHTOoB. NMpaBuna 3aaaHViA
ohopMMeHNa JOKYMEHTOB. ’
n3yveHue
TeopeTnyecKoro

mMartepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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OcHogHble rpynnbl OP/[. XapakTtepuctuka u coctaB
OpraHmn3aLMoHHbIX AOKYMEHTOB (yCTaBa, MONOXEHWS,
WHCTPYKLUMU, LOIMKHOCTHOW MHCTPYKLMK) TpeboBaHms
K UX 0hOPMITEHNIO. XapaKTepuCTMKy U CoCTaB
pacnopsguTenbHbIX JOKYMEHTOB (MOCTaHOBMEHMS,

PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTepuanom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

3NEKTPOHHbIX
npukasa, pelleHns, pacrnopsikeHunsl, ykasaHums),
NCTOYHMKOB
TpeboBaHUs K Nx oPopMMIEHNI0. XapakTepucTmka u MHGhOPMALIH MO
COCTaB CnpaBOYHO-MHOPMALMOHHBIX JOKYMEHTOB 3ap,aH?-|017|
(cnyxebHbIX Nncem, cnpaBokK, 3asBEHNN,
_ npobneme u
1.3 AOKNagHoWM 3annckn, akta), TpeboBaHNa K UX .
BblOpaHHOM TeMe
ocbopmneHuto. NoHaTre - NOANUHHKK. NoaNuHHLIE U .
CaMOCTOATENbHOM
noanoXeHHble JOKYMEHTbl. Buabl danscudumkaumm a60TbI
OOKyMeHTOB. lNoHsTre - konusa. Buabl konun, P ’
BbIMOJTHEHUE
onpegensemble cnocoboM Nx BOCNPON3BEAEHNS.
NpakTU4EeCKnX
Konuu, pasnuyaemblie No cnocoby mx 3anaHuii
yoocTtoBepeHus. MNMopsaok oopMreHns 1 Bbigadum 3 quMé
Konui aokymeHToB. OCOBEHHOCTM 3aBepEeHUs Konum y
TeopeTn4ecKoro
HOoTapuanbHbIMW KOHTOPaMW U AOJMKHOCTHLIMU
MaTepuana ans
nuuamMm opraHM3aumm.
BbIMNOJTHEHMS
NpPaKTUYEeCKNX
3agaHunn,
noaroToBKa K
3K3aMeHy
Pabota
YnpaBneHue 1 4enonponssoacTBo.
CTYOEHTOB C
OpraHun3aumoHHble opMbI 4ENONPOn3BOACTBa. NEKUAOHHBIM
Cnyx6a ooKkyMeHTaunmoHHOro obecneveHms MATEDUAIOM
yrnpaBneHusi, OCHOBHas 3agdavya, yHKUUN, TUNOBLIE P ’
9 cocTaBneHue 1
CTPYKTYpbIl, AOIMKHOCTHON cocTae. PernameHTtauus
npopaboTtka
paboTbl cryx6bl [JOY. NoHATNE AOKYyMEHTOOBOPOT, KOHCMEKTOB
obLme NprHUMNbLI opraHn3aunm JoKyMeHToobopoTa, ’
NMOWUCK 1 aHanua
ero CTpykTypa, HeobxoaumocTb yyeTa obbema
nutepartypsbl n
OOKyMeHToobopoTa. HopmaTUBHbBIE LOKYMEHTHI,
3NEKTPOHHbIX
pernaMmeHTMpyoLmne opraHm3aumio
NCTOYHNKOB
AoKymeHToo6opoTa. NyTn NnocTynneHns AOKYMEHTOB
MHdopMaLmm No
B yupexaeHwue. [Npnem n nepBoHavanbHas 380aHHOV
0obpaboTka gokymMeHToB. [peaBaputensHoe npo6reme 1
21 paccMoTpeHne JOKYMEHTOB. PaccMoTpeHmne N
JOKYMEHTOB PYKOBOACTBOM Yy4YpexaeHus BLIGpaHHOM Teme
y by yHp ’ CaMOCTOSATENBLHOM
HanpaereHne Ux Ha UcnonHeHune. Pernctpaums AGOTHl
JOKYMEHTOB Kak cocTaBHas YacTtb TexHonorum JOVY, gbll‘lOJ‘IH’eHl/le
KaK npoLecc co3gaHusi 6aHka JaHHbIX O OKYMEHTax
NPaKTUYECKNX
opraHusaummn. Popmbl pernctpaunm (KypHanbHas, sanaHuii
KapTO4Hasi, aBTOMaTU3NPOBaHHas), UX JOCTOMHCTBA U3 qumé
n HegocTaTku. lNokasatenu, BBOOUMbIE B y
TEopeTU4eCcKoro

pernctpaumnoHHble hopmbl. B3anmocssab
perncTpaumm JOKyMeHTOB U MHOpMaLNOHHO-
cnpaBo4vHon paboTbl. MHOpMaLMOHHO-CNpaBoOYHas
paboTa B yCrnoBusiX MPUMEHEHNsT KOMMbHOTEPHbIX
TexHonornn. Obwme ceegeHnst ob ydeTte u
cucTeMaTtumsaunum HopMaTUBHO-NPaBOBLIX aKTOB.

mMartepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTtepuarnom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

3NEKTPOHHbIX
NCTOYHWNKOB
MHG opMaLmm no
KomMnnekcbl AOKYMEHTOB MO OCOOPMINEHUIO: 3aaHHOM
59 nepeeofa Ha Apyryto paboTy, OTNyCKOB, NOOLPEHNIA, | Npobneme n
) ANCUMNAMHAPHBIX B3bICKAHWIA, aTTecTauun, BblOpaHHOM TeMe
cnyxebHbIX KOMaHANPOBOK, YBOSbHEHWI CaMOCTOSATENBbHON
paboThl,
BbIMOJTHEHUE
NpPaKTUYECKNX
3agaHunn,
n3yyeHune
TeopeTU4ecKoro
mMaTepuana gns
BbINOSTHEHMS
NpPaKTUYECKNX
3agaHunn,
noaroToBKa K
3K3aMeHy
Pa6oTa
CTYOEHTOB C
NEKUNOHHbIM
[NoHATHE KOHTPONb UCNOMHEHNE AOKYMEHTOB. Ero
MaTtepuanom,
Buabl. Moagpasgenenus cnyxobl JOY,
COCTaBneHune n
OCYLLIECTBIIAIOLLME KOHTPOITb UCMONHEHUST; Ero
npopaboTtka
dyHKUMKM, NnpaBa. MpruHLUMNbI OpraHn3aumnmn KOHTPOns. KOHCMEKTOB
IMoHATUA: CPOK NCMOMHEHUS, TUNOBOW CPOK. ’
MOUCK N aHanu3
HopmMaTuBHbIE AOKYMEHTbI, yCTaHABMNMBAOLLME
. nutepartypsbl n
TUMNOBLIE CPOKM UCMOSTHEHUS. Py4YHOI 1
y 3NEKTPOHHbIX
ABTOMATM3MPOBAHHbII KOHTPOIb, X AOCTOMHCTBA W | | oo oo
HegocCTaTKku; NpUMeHsieMast TexHuka. TexHonorns
MHdopMaLmm No
BedeHuns koHTponsi. OcoGeHHOCTM KOHTPONS 3a0aHHO
pacnopsamTenbHbIX JOKYMEHTOB. AHanus 1DOBAEME U
2.3 NCMOSTHEHMSA LOKYMEHTOB B yupexaeHuu. [Npouecc P N
BbIOpaHHON Teme
npuema n o6paboTkn OKYMEHTOB, COCTaB -
CaMOCTOSITENbHOWN
BbIMOSTHSAEMbIX paboT Npu TpagnuUMoHHOM crocobe a6OTbI
OTnpaBky (NOYTON): NpoBEpKa NPaBUNbHOCTH P ’
BbINOJSIHEHNE
ohopMNeHNs, HanNNUMs NPUNOXeHUs, agpecaTa,
. NPaKTUYECKNX
COpPTMpPOBKa MO agpecaTam 1 Buaam OTnpaBfieHunHN, sanaHuii
agpecoBaHue, danbLleBaHne, KOHBEPTUPOBaAHME, U3 qumé
3aKreMBaHue, MapkMpoBKa, COCTaBMNeHne onmcu y
TEopeTU4EeCKoro

paccbinki. OTnpaBka JOKYMEHTOB MOMOLLbIO
TenedoHa, akca. nekTpoHHas noyta. Tunbl
CUCTEM 3NEKTPOHHOM NOYThLI (rnobanbHble,
KopnopaTuBHbIE)

mMatepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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MoHaTus: geno, bopmmnpoBaHue Aen, HoMeHknaTypa
aen. 3HayeHWe HOMeHKNaTypbl Aen Ans
Knaccudukauum OKyMeHTOB. Buabl HomeHknaTtypbl
aen. Nopagok coctaBneHusl, opopmreHuns,
yTBEPXOEHNSA N MPUMEHEHNST KOHKPETHOM
HomeHknaTypbl aen. OcHoBHLIE TpeboBaHMSA K
opraHuMsaLmmn XxpaHeHUs1 UCNONHUTENbHbIX

PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTepuanom,
COCTaBneHue n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

) 3NEKTPOHHbIX
OOKYMEHTOB B 4eNonpon3BoACTBE; HOPMATUBHbIE NCTOUHIKOB
OKYMEHTbI, perfnaMmeHTUpyoLmne AaHHbIA 3Tan
AoKy b bylone A MHG opMaLmm no
AoKkymeHToobopoTa. Nopsagok hopmmupoBaHns gen B 330aHHO
aenonpoussoactee. OTBETCTBEHHOCTb 3a npo6neme u
3.1 COXPaHHOCTb JOKYMEHTOB XpaHeHue JOKYMEHTOB B N
N BblGpaHHOM Teme
3ANEeKTPOHHOWM noyTe. MNoHATME aKCnepTmn3a LLeHHOCTH .
CaMOCTOSATENBHOM
OOKyMeHTOB. MpnHUMNbI 1 KpuTepun onpeaeneHuns 2G0TI
Hay4HOWN, NCTOPNYECKOWN N NPaKTUYECKON LLeHHOCTH b ’
BbINOSIHEHWE
OOKYMeHTOB. CpOK/ XpaHEeHNs JOKYMEHTOB.
npakTN4ecKnx
lMepeyHn JOKYMEHTOB C yKa3aHWeM CPOKOB -
XpaHeHus, X BUAbl, Ha3Ha4YeHUs, CXeMbl 3 qumé
NOCTPOEHUA. 3Tanbl U NOPAOOK NPoBeAeHUS y
TeopeTndeckoro
3KCMepTU3bl LLEHHOCTUN AOKYMeHTOB. [Nopaaok
mMaTtepuana ans
YHUYTOXEHUS JOKYMEHTOB 1 0odpopMneHune BLINOMHEHNS
pe3ynbTaToB 3KCNepTU3bl. AKCNEPTHbIE KOMUCCUMU,
NpaKkTU4eCcKnx
nX PyHKLUMKM, NpaBa. -
3aflaHun,
noaroToBKa K
3K3aMeHy
Pa6oTa
CTYOEHTOB C
NEKUNOHHbIM
MaTepuarnom,
COCTaBreHune n
npopaboTtka
KOHCMEKTOB,
MOUCK U aHanu3
nutepaTypbl 1
MepeyeHb MeponpuATUA MO NOArOTOBKE Aen K ANEKTPOHHbIX
nepenaye B apxmB. TpeboBaHMst K OPOPMITEHNIO AEN | UCTOYHUKOB
NOCTOSIHHOrO, BPEMEHHOIO CPOKOB XpPaHeHus aen v NMHopMaLuK no
no nuyHomy coctasy. MpaBuna oopmeHns. 3agaHHoOn
39 MpaBuna coctaBneHms onvucx Aen v NopsiaoK npobneme n
) nepegayv apxueoB. Buabl apxnBos: BbIOpaHHON Teme
BEAOMCTBEHHbIE, 0ObEeANHEHHbIE BEAOMCTBEHHbIE, CaMOCTOSTENbHON
0b6beanHeHHbIe MeXBEeJOMCTBEHHbIE MO MUYHOMY paboThl,
COCTaBy, rocygapcTBeHHble apxuBbl. Cpoku BbINOMHEHWEe
XpaHeHNst JOKYMEHTOB B BEJOMCTBEHHbIX apXuBax. NpaKTUYeCcKnx
3agaHunn,
n3yveHue
TeopeTnyecKoro

mMartepuana gns
BbIMOJTHEHUSA
NpakTU4eCKnX
3agaHunn,
noaroToBKa K
3K3aMeHy
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PaboTta
CTYOEHTOB C
NEKLMOHHbIM
MaTtepuarnom,
COCTaBneHune n
npopaboTtka
KOHCMEKTOB,
MOWCK W aHanm3
nitepaTypbl 1

3NEKTPOHHbIX
MpaBnna xpaHeHns, pekBU3NTbI AENOBOro NMcbMa.
NCTOYHMKOB
dopma genosoro nucbma. Knaccmndumkauusa nucem.
i MHG opMaLmm no
MexgyHapoaHoe NMcbMo. MOHATMA: NPOEKT, 330aHHO
aflpecaHT, acnekT, NPeTeH3NoHHOe NNCbMO. Porb
- npobneme u
4 4.1 aenosoro nucbma. OduumanbHO-4eN0BOW CTUIb Ero .
BblOpaHHOM Teme
0co0eHHOoCTH. ACNeKT AenoBoro nucbma. KoHTekcT, .
CaMOCTOATENbHOM
KOMMO3MLKSA, NTEKCUKa OernoBoro nucbMa. TukeT 2GOThI
cnyxebHbIx B Aenosom nucbme. MNpaktnyeckue P ’
BbINONHEHWe
pekomeHgaLumm 1 npasuna 4enoBoro NMcbma.
NpakTU4eCKnX
3agaHunn,
n3yyeHune
TeopeTn4eCcKoro
mMartepuana gns
BbIMNOJTHEHMS
NpPaKTUYECKNX
3agaHunn,
noaroToBKa K
3K3aMeHy
4. NHTepakTuBHbIe ¢hopMbl 0OpasoBaTesibHbIX TEXHONOIMMM
Bua
Homep Konun4yecTtso
Mogaynb y4eOHbIX O6pa3soBaTenbHble TEXHONOMMK
pasgena o yacoB
3aHATUN
192 neKums lMpoBeaeHne Nekumi 1 NPaKkTUYECKNX 3aHATUN C
1 ) ' | NnpUMeHeHneM npeseHTauun, paboTa B rpynnax, 4
1.3 npakTuka
ONCKyCCum
MpoBeneHne nexkumn n NpakTUYECKNX 3aHATURN C
nexums, -
2 21,22 NpaKTUKa npuMeHeHneM npeseHTauun, paboTa B rpynnax, 4
Aunckyccum
lMpoBegeHne nexkummn n NpakTUYECKNUX 3aHATURN C
nexums, -
3 3.1,3.2 QDAKTUKA NpYMeEHeHNeM npeseHTaumn, paboTa B rpynnax, 4
P aunckyccum
nexums MpoBegeHne nexkummn n NpakTUYeCKUX 3aHATUIN C
4 4.1 q aKTVIK,a npyMeHeHneM npeseHTaumin, paboTa B rpynnax, 4
P ONCKyCCum

5. ®oHA OLEHOYHbIX CPEACTB ANsl NPOBEAEHUNA TEKYLLEro KOHTPONA U
NPOMEXYTOYHOM aTTecTauum odbyyaroLwmxcs no AucumninHe (moaynio)

doHO oLIeHOYHbIX CpeacTB
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http://work.zabspu.ru/fos/18/182/%D0%911.%D0%91.15 %D0%94%D0%BE%D0%BA.%D0%BE%D0%B1%D0%B5%D1%81%D0%BF.%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB. 38.03.02 %D0%A3%D0%9C%D0%91 16,17.pdf

6. YuebHO-meTOaNUYECKOE U UH(pOPMaALIMOHHOE obGecnevyeHne QUCLUNINMUHDI
6.1. OcHoBHas nuTepaTypa
6.1.1. NMNeyvyaTHbIe UsgaHusa

1. Makapoa Onbra AnekcaHgpoBHa. [JokyMeHTaunoHHoe obecneyeHne ynpaeneHus: yuebHoe
nocobue/Makapoa Onbra AnekcaHapoBHa. — Yuta: 3abl'y, 2012. — 110 c.

2. NonyTtoBa MapuHa AnekcanHgpoBHa. [JokyMeHTaunmoHHoe obecneveHne ynpasrneHus: MeTog.
Ykasanus/lMonytoa MapuHa AnekcangposHa. — Yuta: UntlyY, 2011. — 54c.

3. lNywnHa, MIHHa AnekcaHapoBHa.

[okymeHTaLMoHHOe obecnedeHre ynpaBneH1s B COLManbHO-KYNsTYPHOM CEPBUCE U TYPU3ME :
y4ueb. nocobue / N'ywmHa MHHa AnekcaHgpoBHa, 3anueBa Hatanba AnekcaHgpoBHa. - Mockea :
Anbca-M : Hdpa-M, 2010. - 240 c.

6.1.2. U3paHua u3 36C

1. Mpo3oea, Onbra CepreeBHa.

Oenonpounssoacteo : YyebHoe nocobue / po3osa Onbra CepreesHa; [pososa O.C. - M. :
NsgaTtensctBo KOpant, 2017. - 126. - (MpodeccrnoHansHoe obpasoBaHue). - ISBN 978-5-534-
04295-5 : 48.32.

6.2. [lononHuTenbHaa nutepaTypa
6.2.1. NMNeyvyaTHble U3gaHusa

1. PoroxwuH, M.HO.Jenonpounssoacteo. OpraHnsauusa apxusa npegnpuatnda / M. FO. PoroxuH. -
Cankr-lNeTepbypr : Mutep, 2006. - 160 c. : un. - (CoBpeMeHHbIN OPUC-MEHEKMEHT).

6.2.2. U3paHua us 3B6C

1.KysHeuos, Wropb Hwkonaesuny.[JokymeHTauMoHHOE obecneyeHue ynpasrieHus.
[OoKyMeHTOO60pOT W Oenonpou3BOACTBO : Y4uebGHuK u npaktukym / KyaHeuoB Wropb
Hwukonaesuy; KysHeuoB W.H. - 2-e usg. - M. : UapatenbctBo KOpanTt, 2017. - 477. - (bakanasp.
MpuknagHown kypc). - ISBN 978-5-534-03545-2 : 176.09

6.3. ba3bl AaHHbIX, MHq)OpMaLIMOHHO-CHpaBO‘-IHbIe U NONCKOBbIEe CUCTEMbI

http://www.delo-press.ru/
http://navigator.economicus.ru/
http://econline.h1.ru
http://www.finansy.ru/menu.htm

7. NepeyeHb NporpamMHoro obecneyeHus

MporpammHoe obecneveHne obuiero HasHadveHusi: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".

lMporpammHoe obecneyeHne cneumanbHOro Ha3Ha4YeHus:

8. MaTepMaano-TeXHqucxoe obecnevyeHue AUCLMUNIINHbI

1. 672039, 3abankanbckmi kpan, WHroguMHCKMA agMUHUCTPATMBHBIA paloH, . Yuta, yn.
baprysuHckas, 49 a, aya. 02-102

YyebHaa aygutopus ANnd MNpoOBEAEHMS 3aHSATUN JEKUMOHHOIO TWUMA, 3aHATMN CEMMHAPCKOrO
TMNa, rpynnoBbiX U MHOVBMAYANbHbLIX KOHCYNbTaUMN, TEKYLLEro KOHTPONS U MPOMEXYTOYHON
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atrectaumn. KabuHeTt rocyaapCTBEHHOW M MyHULMNANbHOW CRY>XObI.

KomnnekT cneunansHomn y4ebHon mebenu. [locka mapkepHas, 4oCka MenoBasi.

MaTepuanbHO TEXHUYECKOE OCHALLEeHNEe ayanTopum (He 3aKpenieHHoe 3a KOHKPEeTHOM y4ebHom
ayauTopuen) - KOMMIEKT MOOMnbHOro o0opyaoBaHUs, KOTOPbIA OpraHuM3oBaH B Buae
MOOWNBHOrO NEPEABMXKHOr0O  MHOroyHKUMOHANbHOro komnnekca (yCTaHaBnNMBaeTCcd B
ayauTopun no 3asdBke npenopaBaTens): HOYTOyK, NepeHOCHOW MYNbTUMEOUHLIN MPOEKTOoP,
nepeHOCHOWN 3KpaH u ap.

2. 672039, 3abarikanbckui Kpaw, WHroOOMHCKMA agMUHUCTPATUBHBLIA painioH, . YuTa, yn.
BbapryauHckas, 49 a, ayg. 02-308

YyebHaa ayantopust Ons nNpoBeOeHUs 3aHATUA JNEKUMOHHOrO Tuna, 3aHATUA CEMUHAPCKOro
TMNa, rpynnoBbiX M MHOVBMAYANbHbLIX KOHCYMNbTaUWW, TEKYLLEro KOHTPONA U MPOMEXYTOYHON
aTTecTaumn. KomnnekT cneumanbHon y4ebHon mebenn. [locka MmapkepHas, AOCka MenoBas.
MaTtepnanbHO TEXHNYECKOE OCHAaLLEeHME ayanuTopun (He 3aKpensieHHoe 3a KOHKPEeTHON y4ebHom
ayauTopmen) - KOMMAEKT MOoOubHOro o6opyaoBaHMsl, KOTOPbLIA OpraHM3oBaH B BuAae
MOOWNBHOrO MEPEABMXKHOrO  MHOroyHKUMOHANbLHOro komnnekca (ycTaHaBnNMBaeTCA B
ayauTopumn no 3asiBke npenogaBaTternsi): HOYyTOYK, MEePEHOCHONM MYNbTUMEOUNHBIA MPOEKTOop,
nepeHOCHON 3KpaH u ap.

3. 672039, 3abarkanbckuin kpawn, WHFOOWMHCKMA agMWHUCTPATUBHBLIA panioH, . YuTta, yn.
BbaprysuHckas, 49 a, aya. 02-211

KomnbloTepHbIn knacc. YuebHasa ayautopus Onsi NPOBEAEHUS 3aHATUA CEMUHApPCKOro Tuna,
rPynnoBbIX W MHOMBMAOYANbHbLIX KOHCYNbTAUWA, TEKYLLEero KOHTPONs U MPOMEXYTOYHOM
atrectaumm, camocTtoaTenbHon paboTbl Komnnekt cneumanbHon ydebHon mebenu. [Jocka
MarHMTHO-MapKepHas, focka menoBas. XKantau, pelleTka, Bewanka. Kongnuynonep (2wr). MK
— 24 w7 (B T.4. NpenoaaBaTenbCKUN)

HDoctyn k cetm WHTepHeT un obecnevyeHne [OCTyNa B 3MEKTPOHHYH MHAOPMALMOHHO-
obpasoBaTenbHyH0 cpeay opraHusauuu.

4 . 672039, 3abarkanbckun kpan, WMHroguMHCKUM agMUHUCTPATMBHBLIA paloH, . YuTa, yn.
BbaprysuHckas, 49 a, aya. 02-212

MomelleHne ans XxpaHeHust 1 NPoUIIaKTUYECKOro obcnyxmnBaHusa y4ebHoro obopyaoBaHus.

Komnnekt cneumanebHon y4yebHown mebenu. XKantosu. Lkad kHWkHbBIN, wkad nnatsHon. MK,
NPUHTEP, XONOAUIbHUK.

Hoctyn k cetn WHTepHeT u obecneyeHne p[ocCTyna B SNEKTPOHHYHO WMHGOPMaLNOHHO-
obpasoBaTenbHYyH0 cpeay opraHusauum.

9. MeToau4yeckue peKkoMeHgaunum no opraHn3aummn ndyvyeHmnsa gucumniuHbl

N3yyeHne yuebHOM ancumnivHbl CTygeHTamu npegycmaTpmBaeT ABa Buga padorT:

- paboTa c npenogaeartenem;

- caMmocTodATenbHas pabora.

PabGoTa c npenogaBatenem oxBaTbiBaeT ABa BUAA YY4EOHbIX 3aHATUNA: NEKUMOHHbIE 3aHATUSA U
npakTuieckue (cemmHapckue) saHaTud. [ocnegoBaTenbHOCTE NPOBEAEHUs] OAHHbBIX 3aHATUN,
X cogepXaHue onpenensalTcss HacTosdwen nporpammon. [loceweHne QaHHbIX 3aHATUR
aBnsieTca obssaTenbHbIM A48 BCeX CTyAEHTOB. NMpakTuyeckoe (CeMunHapckoe) 3aHsaTue TpebyeT
noaroToBKM CTyAEHTOB, NpeaycMaTpuBaloLLEe N3yvYeHne TeopeTUYEeCcKoro matepmana no Teme
3aHATMS C UCMOMNb30OBaHMEM y4yebHOW nuTepaTtypbl, NepeyeHb KOTOpOW MpMBEAEH B OaHHOM
pabouen nporpamme u gpyrux UCTOYHMKOB ceTu MIHTepHeT.

BTopbiMm BMAOM paboTbl CTy4eHTa, BbIMOMHAEMbIM MM NpPU M3YYEHUU Kypca sBNAeTcs
camocTtosTenbHaa paboTa, KOoTopas MOMMMO MOAFOTOBKM K MNPaKTUY4ECKMM (CEMMHAPCKMM)
3aHATUAM npegycMaTpuBaeT WU3yvYeHUe pPEKOMEHOOBAHHOW OCHOBHOW W AOMOMHUTENbHOMW
nuTepaTtypbl, a TakkKe BbINOSIHEHWE NPAKTUYECKUX 3aJaHni, C Uenbio 3akpennutb MonyvYeHHble
3HaHUA B pamKax OTAeSbHbIX TEM Mo y4ebHOn ancumnnmHe, cOopMmMpoBaTb YMEHUSA U HaBbIKU
Nno peLLEHMIO BONPOCOB, COCTAaBMSAKLWMM CoaepXaHme Kypca.

PaGoTa gomkHa HOCUTbL CaMOCTOATESbHLIN, TBOPYECKUI xapakTtep. B npouecce pabotbl Hag
3a0aHMEM 3aKPENnsTCA U paclUMpAOTCA 3HAHWS MO KOHKPETHbIM BOMpocam y4ebHon
ONCUMNINHBI.

Mpn HeobxogumocT B npouecce paboTbl Hag 3agaHMeM CTYOEeHT MOXET MonyyYnTb
MHOMBUOYANbHYI KOHCYNbTaUMIO Y NpenogaBaTens.

BbinonHeHHOE 3agaHne NpoBepsieTCcsa NpenogaBaTenem N OLLEHMBAETCS 3a4TEHO/HE3auTEHO.
3agaHusa BbINOSMHAKTCA CTYAEHTOM B NMUCbMEHHOM BUAe B TeTpagu UnvM C UCNoSib30BaHUEM
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KoMnbroTEpPa.

PaspaboTuumk/rpynna paspabotumkos: CTapuunn npenogasaTenb kadeapbl MEHESKMEHTA
Eroposa Hatanbsa AnekcaHgpoBHa

PaccmoTtpeHa Ha 3aceaaHum kadeapbl
(npoTokon ot 04.09.2017 r. Ne Ne 2)
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