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1. IMACHOPT PABOYEN IHPOI'PAMMBI YYEBHOM
JAUCHUIIJIMHBI «1OKYMEHTAIIMOHHOE OBECIIEYEHME
YIIPABJIEHU S

1.1. Obs1acTh NPpUMEHEHUsI MPOTPAMMBbI

VYyeOHass nucuuiuiiHa «JloKyMEHTalMOHHOE O00€ecleYeHne YIpaBICHUSI»
ABJIIETCSI YACThIO NPOrpPaMMbl TOJATOTOBKH CIELHAIMCTOB CPEJHEr0 3BEHA B
cooTBeTcTBUH ¢ DenepanbHbIM TOCYIaPCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTOM
ot 28 wuronsa 2014 r. N 835, u y4eOHBIMU TJIaHAMH, YTBEPXKICHHBIMU Y UYECHBIM
coBeTroM Pocculickoro yHuBepcuTeTa Koomepanuu 1o cnenuaibHoct CIIO
38.02.05 ToBapoBeeHHE U IKCIIEPTU3A KaUeCTBA OTPEOUTEIBCKUX TOBAPOB.

1.2. MecTO TUCUMIIJIMHBI B CTPYKTYP€e OCHOBHOI NMpPodecCHoOHATILHOM
o0pa3oBaTeIbHOM NMPOTrPaMMBbI

VueOnas JUCTUITIINHA «I[OKYMGHT&]_II/IOHHOG oOecricueHue YIIPABJICHUA
OTHOCUTCA K 06HI€HpO(1)€CCI/IOHaJILHBIM JUCIHUITIIMHaAM HpO(beCCI/IOHaHLHOFO
OUKIIA.

1.3. Hear u 3agauum y4yeOHON JAUCUMINIMHBI — Tpe0OBaHHMA K
pe3yJibTaTaM OCBOCHUSA Y4eOHOM AU CIUIIIHHBI

Lenpto wu3ydeHHs AUCHUIUIMHBL  «JlOKyMeHTalmoOHHOE oOecnedyeHue
yIpaBICHUS» SBISETCS MOATOTOBKA CIEIMATUCTOB, OO0JAJAONINX BBICOKHM
YPOBHEM TEOPETHUECKUX M MPAKTUYCCKUX 3HAHHWHA B 00JIACTH JETONPOU3BOJICTBA,
HEOOXOIUMBIX JIJISl YCIIEUTHOM PabOThI, CBA3aHHONW C KOMITBIOTEPOM U 00pabOTKOM
JIOKYMEHTOB.

B pe3ynbraTe 0cBOEHUS NUCHUIUIMHBI O0yYaOLIUiiCs 10KeH

yMeTb:

oopMIIATh W MPOBEPATH NPABWIBHOCTh O(OPMIIEHUS JOKYMEHTAIlMH B
COOTBETCTBUM C YCTAaHOBJIIEHHBIMM TpPEOOBAaHUSMHU, B TOM YHUCJIE HCHOIb3YS
MH(POPMAIIMOHHBIE TEXHOJIOTUH;

OCYUIECTBJISTH aBTOMAaTU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;

OCYIIECTBIISITH XpPAaHEHHE U TTOUCK TOKYMEHTOB;

MCIIOJIb30BaTh TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTUHM B  DAJIEKTPOHHOM
JIOKYMEHTO000pOTE;

3HATh:

OCHOBHBIC TIOHATHS, LEIH, 3aJa4d W TPUHIHUIB JOKYMEHTAIIHOHHOTO
o0ecrnieuyeHus yrpaBJeHHUs;

CUCTEMbl  JIOKYMEHTAIlMOHHOTO  o0OecreueHus  YIpaBieHHs,  HUX
aBTOMAaTHU3ALINIO;

KJIacCU(PUKALINIO TOKYMEHTOB;

TpeOOBaHUSI K COCTABICHUIO 1 O(DOPMIICHHIO JJOKYMEHTOB;

OpraHu3alMI0 JIOKYMEHTOO0OpOTa: TpHeM, O00pabOTKy, perucTpaIuio,
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KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATypy JA€IT;

N3yuyenne ydeOHON AMCHMIUIMHBI HAmpaBieHO Ha (opMupoBaHue Yy
OOy4YaroIIMXCsl CAEAYIOMMX KOMITETCHIIUM:

OK 1. [loHuMath CymiHOCTh M COLIMAJIBHYIO 3HAYUMOCTH CBOEH Oymyien
npodeccu, MPOSBIISITh K HEM YCTOMYUBBIA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JACSTENBHOCTb, BHIOUPATH THUIOBBIE
METO/Abl M CIOCOOBI BBIMOJHEHUS NPO(PECCHOHANBHBIX 3a/lad, OIEHUBATH HUX
3¢ (HEKTUBHOCTH U Ka4ECTBO.

OK 3. [IppuHuMaTh perieHus B CTaHJaPTHBIX U HECTAHJAPTHBIX CUTYaLUsIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiATh MOUCK U UCTIONB30BaHUE UHPOPMAIIH, HEOOXO MO
11t 3¢ (HEKTUBHOTO BBITIOJIHEHUS MPOPECCHOHANBHBIX 3a]1a4, MPOPECCHOHATBHOTO
Y JIMYHOCTHOT'O Pa3BUTHSL.

OK 5. Banets nH(popMaIimoHHON KyJbTYpOH, aHAIM3UPOBATh U OIEHUBATh
UHPOpMAIIMI0O €  HKCIOJIb30BaHHEM  HMH(OPMALMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH.

OK 6. Paboratb B KOJIEKTHBE W KoMaHJe, 3(PGEeKTUBHO OOIIAThCS C
KOJUJIEraMH, PYKOBOJICTBOM, IOTPEOUTENSIMHU.

OK 7. bpatp Ha ce0s OTBETCTBEHHOCTh 3a palOTy UJIEHOB KOMaH/IbI
(MOTYMHEHHBIX ), PE3yJIbTaT BHIMOJHEHUS 3a/IaHUN.

OK 8. CaMocTosTeNbHO ONpeneNsITh 3aJaud MNPOPECCUOHAIBHOIO U
JUYHOCTHOTO Pa3BUTHUS, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATh
MOBBIIICHUE KBATU(PUKALIMH.

OK 9. OpueHTHpOBaThCS B YCIOBUSAX YacCTOW CMEHBI TEXHOJOTHN B
po¢eCCUOHATIBHON JIEATEIIbHOCTH.

[IK 1.1. BeisiBASITE HOTPEOHOCTH B TOBApAX.

IIK 1.2. OcymecTBiasTh CBS3M ¢ IIOCTaBIIMKAMH W IOTPEOUTEIIMU
IPOLYKLHU.

IIK 1.3. YrpaBiaTs TOBapHBIMU 3alacaMu U MTOTOKAMH.

[IK 1.4. OpopMisaTh JOKYMEHTAIIMIO HA TTOCTABKY U peaM3aIiio TOBAPOB.

K 2.1. NnentudunupoBaTs  TOBapbl o ACCOPTUMEHTHOU
MPUHAJICKHOCTH.

IIK 2.2. Opranu3oBsIBaTh U MPOBOAUTH OIIEHKY Ka4€CTBA TOBAPOB.

[1K 2.3. BeInosHATh 3aaHus dKcnepTa 0oJiee BBICOKOW KBaJIM(PUKALMK MPU
MPOBEICHUH TOBAPOBEAHON SKCIEPTU3BI.

I[IK 3.1. VYyacrBoBaTh B IUIAHUPOBAaHWH OCHOBHBIX ITOKa3aTelen
NeATEeIbHOCTH OPraHU3aluu.

I1K 3.2. IInanupoBaTh BBINOJHEHUE PAOOT UCTIOJHUTEISIMHU.

1K 3.3. OpranuzoBbIBaTh pabOTy TPYI0BOTO KOJUIEKTHBA.

[1K 3.4. KoHTpOoaupoBaTh X0/ U OIEHUBATh PE3yJbTaThl BBITIOJHEHUS padoT
VCITOJIHUTEIISIMU.

[1K 3.5. OpopMisiTh y4eTHO-OTYETHYIO JOKYMEHTAIIHIO.



1.4. PexkomMeHayemMoe KOJHMYECTBO YacOB HAa OCBOeHHe padoueil
nporpamMmmsl y4eoHoi gucuuniinnbl (mo ®roC):
Ounas 3aouHnas
popma ¢opma
MakcumanbHasi yueOHasi Harpy3ka 0Oy4aroIierocs, B TOM YHCIIC: 48 48
oOsi3aTenbHas ayIMTOpHAsl yueOHas Harpy3Ka 32 16
camocCTosTelIbHas paboTa 16 32

2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM TUCIHUITIJINHBI

2.1 O0beM yueOHOI TUCHUINIMHBI M BUABI y4e0HOH padoThI

ounasn hopma odoyuenusn

Bup yueo6Hoii padoThl O0bem yacoB
MakcumasbHas yueOHasi Harpy3ka (Bcero) 48
O0s3aTes1bHasI ayIMTOPHAsi yueOHAasi HATpy3Ka (Bcero) 32
B TOM YHCJIE: TEOPETHYECKOE 00yUeHUe 16
MPAKTUYECKHUE 3aHSITUS 16
CamocrosiTesibHas pabora o0yuyaruierocs (Bcero) 16
B TOM YHCJIE:
MOJTrOTOBKA K ayJJUTOPHBIM 3aHATHAM (M3ydeHHe Kypca «JloKkyMeHTalmonHoe 16
oOecrieueHHe yIpaBICHUS» 10 3aJaHHBIM TEMaM, KOHCIIEKTHPOBAHUE,
HanucaHue pedepaTos, BHIOJHEHNE TOMAITHHUX 3a1aHUi)
IIpoMeskyTOUHasI aTTECTALUSA 3auer

(5 cemectp) — Ha 6a3e OCHOBHOIO 00IIEro 0Opa3OBaHMS
(3 cemectp) - Ha Oasze cpemHero o0mEro 0Opa3oBaHHUS

3aounas o

Ma 00yuenus

Bup yueOHoi#t padoThbl

O0BeM YacoB

MakcumasbHas yueOHas Harpy3ka (scero) 48
Oo6s13aTesibHAsE ayAUTOPHAs yueOHAasi HATPY3Ka (Bcero) 16
B TOM YHCJIE: TEOPETHYECKOE 00yueHHUEe 8
NPAaKTUIECKHUE 3aHATHS 8
CamocrosiTesibHas padoTa o0yuyaruierocs (Bcero) 32
B TOM YHUCIIE:

MOJITOTOBKA K ayTUTOPHBIM 3aHATHSAM (M3y4eHHue Kypca «/[okyMeHTannoHHOe 32
o0ecrieyeHHe YNpaBICHUSA» IO 3aJaHHBIM TeMaM, KOHCIIEKTHPOBaHHE,

HanucaHue peeparoB, BHITOJHEHUE TOMAIIHUX 3a1aHNUN)

IIpoMeskyTOUHasI aTTECTALUSA 3auer

(4 xkypc) — Ha Ga3e OCHOBHOTO 00IIETO 00pa30BaHMUS

(3 xkypc) — Ha Ga3e cpeHero oo1Iero 0opa3oBaHus




2.2 TemaTuyecKHMid IJIAH M COIEPKAHUE YUeOHOI JUCHUIINHBI «/[0OKyMeHTAIMOHHOE 00ecledeHue yIpaBJJaeHUsD)

ouHasn gpopma odyuenusn

HaumeHoBaHue Conep:kanue y4eOHOIro MaTepHuasia U NPpaKTHYecKue padoThbl, CaMOCTONATEeIbHAsA padoTa od0yyaommxest | Oobem | YpoBeHb
pa3aeyioB U TeM 4YacOB | OCBOEHUS
1 2 3 4
Tema 1. Conep:kaHue y4yeOHOro MaTepuaJa:
BBenenue B OcHOBHOE COJIep)KaHUE TUCIUTUIHHBI «J|OKyMEHTAaIlMOHHOE 00eCTICUeHUE YITPABIICHUS», €€ IeNb U 33J]a4H
AeonpousBoAcTBO | [loHaTHe Aenonpon3BoOACTBa U JOKYMEHTAIIMOHHOTO o0ecreueHus ynpasieHus. Opranusaius paboTsl ¢
AOKYMCHTAMHU. Hcroxu ACJIOMPOU3BOJACTBA: I/IH(bOPMaLII/ISI, YIpaBJICHHUC, JOKYMCHT. 3HayeHue JAOKYMCHTOB B 2 1

ynpaBieHud. JJokyMeHT u ero pynkuuu. HopMaTuBHO-MeTOAMYECKAs OCHOBA JIETIONPOU3BOICTBA. BUbI
HOPMATUBHBIX JOKYMEHTOB, PETYJIMPYIOIIUX BOIIPOCHI JIEIONpOon3BoacTBa. Kimaccudukarms 10KyMeHTOB
DNEKTPOHHBIN JTOKYMEHT U 3JIEKTPOHHBIN TOKYMEHTOO00OpOT

CamocTosiTesibHas padoTa 00y4YalOIUXC:
PaGora ¢ marepuaiom KOHCTIEKTOB JieKuui, [ aBa 1 yuebnuka M.U. bacakos. JlenonpousBoactso. C 4 3
BOIIPOCaMHU M 3a1aHusiMu (cTp.5-58), a TakyKe TONOJHUTENIBHOMN JIMTEPATYpOil 110 BBIOODY.

Copep:xanue yueOHOro MaTepuasia:
TpeboBanust k 0pOpMIICHHUIO TOKYMEHTOB. HE0OX0IMMOCTD €IMHBIX MPaBUII OPOPMIICHHS TOKYMEHTOB
CocTtaB pekBU3UTOB TOKyMEHTOB. [IpaBuna odopmiieHus: peKBU3UTOB. bIaHKU TOKYMEHTOB U HX BUJIBIL. 2 1

Tema 2.
TpeboBaHUsI K U3TOTOBIIEHUIO, YUETY U XpaHEHHIO repOOBBIX OJ1aHKOB. PekBU3UTHI Os1aHKOB. BapraHThl
OO0ume HOpMBI U
PacroI0KEHUsI PEKBU3UTOB
NnpaBuJIa
IIpakTHYecKoe 3aHATHE:
oopmIIeHUs = >
TOKYMEHTOB CocraiieHne 0JaHKOB JJIs TUCEM U NPUKA30B PA3IMUHBIX NPEANPUITUN U OPraHU3alui C YIJIOBBIM U 2 2
y IIPOJOJIBHBIM PACIOJI0KEHNUEM PEKBU3UTOB
CxeMbl pacronokeHUs] peKBU3UTOB
CamocrosiTesibHas padoTa 00y4alOIIMXCH:
Pabota ¢ marepuanom koHcieKTOB Jieknwuii, [ 1aBa 3 yueOunka M.U. bacakos. [lenonpousBoctso. C 4 3
BONpOcaMu M 3aJaHusIMu (cTp.73-109), a Taxke JONOIHUTENBHOM JIUTEPATYpOi IO BEIOOPY.
Tema 3. Conep:kaHue y4eOHOTro MaTepuaa
Buabl n ITonsarue u knaccugpukanus OPJl. CoctaB 1 cxeMbl pacroyioskeHusi peKBU3UTOB. OhopMiIeHuEe pEKBU3UTOB
odopmiieHue OpraHMU3alOHHO-PACIOPSAUTEIbHBIX TOKYyMEHTOB. DopMmyisp-oOpasel JokyMeHTa. OpraHu3aloHHO-
OPraHM3alMOHHO- | IIPABOBBIE IOKYMEHTHI. Y cTaB. OCHOBHBIE BUIbI ycTaBoB. [IpaBuna coctaBnenus. [lonoxenne. OcHOBHbIE 2 1
pacnopsauTeabHOi | BUbI nonoxeHui. [IpaBuna cocrapnenus. MHerpykuuu. JlomkHOCTHast UHCTpYKLKS. OCHOBHbBIE BUbI
AOKYMEHTAIlUH uHcTpyKkuuil. [IpaBuna cocrasnenus. PacnopsaurensHble nokyMeHTHI. [Ipukas. [lonstue npukasa. [lpasuna

coctasiyieHus. Pacniopsbxkenue. [lonsarue pacnopsbkenus. [IpaBuna cocraBnenus. Pemenune. [Tonsitue
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pemienus. [IpaBuna cocraBiaeHus.

HpaKaneCKoe 3aHsATHE

CocraBneHre IPUKa30B 110 OCHOBHOM JEITEILHOCTH YUPEKIACHUSL.
CocrasiieHue pacnopsikeHuil. CocTaBieHUE TOJKHOCTHBIX MHCTPYKIUH.

CamocTosiTesibHasi padoTa 00y4Yarommxcsi:

Pabora ¢ marepuaiom KOHCTIEKTOB JieKini, [ maBa 5 yuebuuka M.U. bacakos. Jlenonpoussoctso. C
BOITpocaMu | 3afaHusiMu (ctp.128-135), a Takxke TOMOTHUTEIBHON JTUTEPATYPOH 110 BHIOODY.

Tema 4.
HNupopmannoHHo-
CIIPABOYHAsA
AOKYMEHTaIUsA

Copep:kaHue y4eOHOIro MaTepuaJia

WudopmannoHHo-cripaBo4yHble JOKyMeHThI. CiykebHnoe nmucbmo. OcHoBHBIE BUBI TTceM. OcoOeHHOCTH
oopmieHus nuceM, neperaBaeMbIX AEKTpOoHHOU nmouToil. [IpaBuna cocraBnenus. AxT. Bujsl akToB.
[IpaBuna cocraBienus. JJoxnaanas u cimyxeOHas 3anucku. [IoHATHS TOKIAAHOMN 1 CITy>KeOHOI 3aInCcoK.
ITpaBuna Cocrasnenus. CripaBka. Bunsl cipaBok. [IpaBuna cocrasienus. IIporokon. [lonstue nporokoda.
[IpaBuia cocraBieHus.

HoroBop, kouTpakT. [Tonsitue konTpakrta. TpeboBanus Kk KoHTpakty. [IpaBuia coctaBienus. JloBepeHHOCTb.
[Tonstue nosepennoctu. [IpaBmna cocrasnenus. Tenerpammel. TenedonorpamMmel, pakcel. byxranrepckue
JOKYMEHTHI U UX 3HaueHue. TpeOoBaHUs K COJEPKAaHUIO U COCTABICHHUIO OyXTalITePCKUX TOKYMEHTOB.
Krnaccudukanus OyxraaTepckux JOKYMEHTOB. byxranrepckue JOKYMEHTBI U IOKYMEHTOO00pOT. XpaHCHHE
OyXrajTepcKux JOKYMEHTOB.

HpaKanecmle 3aHATHUSA

CocraBneHue CJ'Iy>KC6HLIX IMUCEM, IMHUCEM O PE3YJIbTaTaX MMPOBCPKU 3amucen mo pPaCYCTHBIM U TCKYLUIUM
cycTaM.

CocraBneHue aKTOB PEBU3HHU KACCBhI, AKTOB CBCPKHU PaACUYCTOB C ,Z[e6I/ITOpaMI/I " KpeaAUuTOpaMu, JOKIIaAHbIX U
CJ'Iy>K€6HBIX 3aIMMCOK, CITPAaBOK, 10Ir0OBOPOB, KOMMCPYCCKNX AKTOB, HCKOBBIX 3asIBIICHUI

CamocrosiTesibHas padoTa 00y4alOIIMXCH:

[TonGop 13 ceTn HHTEPHET BapUAHTOB «IIHCEM 00 yriaTe JeOMTOPCKON 3a10KEHHOCTID)
PaGora ¢ marepuanom KoHCIIEKTOB JieKIui. [ 1aBa 5 yuebunka M.U. bacakos. JlenonpousBoactso. C
Bonpocamu ¥ 3aianusaMu (ctp.141-168), a Taxxke TOMOTHUTETEHON TUTEPATYPOI IO BBIOODY.

Tema S.
Oopamenus u
7KaJI00bI I'PAKIAH

ConepxaHue y4eGHOro MaTepuaJjia

ITpaBo rpaxman Ha oOpaiieHus U kano0bl. Bunbsl oOparenuii rpaxaan

HpaKTl/l‘{eCKOB 3aHsATHEC

[Topsimok paboThI ¢ 0OpaIIeHUsIMH FPaXJ1aH

Tema 6.
OcHoBHBIE
NPUHIUIBI pa0oThI
€ JOKYMEHTaMH

Conep:kaHue y4eOHOTro MaTepuaa

Opranuzanus paboTsl ¢ JokyMeHTaMu. JlokyMeHTo000poT. OCHOBHBIE IPYMIIbI JOKYMEHTOB. [IpHHIMITEI
paboThl ¢ fokymMeHTamu. PaboTta ¢ BXOASIMMMH JOKyMEHTaMU. DTarnbl 00pabOoTKH BXOJSAIINX JOKYMEHTOB.
PaboTa ¢ ucxoIAmmMu JOKyMeHTaMu. DTarnbl 00paboTKH UCXOISIINX JOKYMEHTOB. PaboTa ¢ BHyTpeHHUMHU
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JOKYMEHTaMU. DTarbl ¥ MOPsI0K paboThl C BHYTPEHHUMH JOKYMeHTaMu. Perucrpanust 1okyMeHTOB. DopmMbl
U TPYIIIBI pErUCTPUPYEMBIX JOKYMEHTOB. Byl perucrpanuu. [IpuMepHblii CIMCOK HEPETUCTPUPYEMBIX
NOKyMEHTOB. KOHTpOJIb MCTIOJIHEHUSI TOKYMEHTOB. L{eb 1 coaepkanre KOHTPOIIS UCIIOJIHEHUS IOKYMEHTOB
Cpoku HCTIONHEHNs JOKYMEHTOB. [lopsiiok mpoBeeH!s] KOHTPOJI UCIIOJHEHUS IOKYMEHTOB

IIpakTHyeckoe 3aHATHE

HpOBGCTI/I PEruCTpario BXOAAMMNX U UCXOAAIINX JOKYMCHTOB.

CamocTosiTesibHasi padoTa 00y4YarOmmMxcsi:

N3ydyenne matepuanos yueOHuka. ['maBa 9 yueonuka M.U. bacakos. [lenonpoussoacteo. C Bonpocamu u
3amanusmMu (ctp. 239-252), a TakKe JOMOTHUTEIBLHOM JIUTEPATypOil 0 BHIOODY.

Tema 7.
Texkyuiee xpanenue
JAOKYMEHTOB.
Ilepenaua nen B
apxuB.

Coaep:xaHue y4eOHOIro MaTepuaJia

Homenkinarypa nen. [lonsitue HoMeHKIaTyphl aei. Buasl Homenkiatypsl Aen. CoepikaHine HOMEHKIIATYPhI
nen. [opsaok coctaBnenus. @opmupoBanue u opopmienue nen. [Ipasuna dopmuposanus nen. [opsmox
BBIJIAUH JIeJ1. DKCIepTH3a IIEHHOCTH IOKYMEHTOB. [loHsATHE SKCIIepTH3bI IIEHHOCTH JIOKYMEHTOB.
Omnpenenenue cpokoB XpaHeHus. JJoKkyMeHThI, iepegaBaeMble Ha apXuBHOE XpaHeHue. [loaroroska nen k
nepeaayde B apxuB. @opmel onucu u akta. [lepenaya nen B apxus. Pabota ¢ KOHPUACHIIMAIBHBIMU
nokyMmenTtamu. [lonsiTue KoHQUACHINATBHBIX TOKYMEeHTOB. OpraHu3aius 1eJ0nponu3BOJICTBA.

HpaKTI/I‘{eCKOC 3aHsATHE

Odopmnenue nena uid nepeiaddl Ha apXUBHOE XPaHEHHE
CocTaBlieHHe HOMEHKJIATYphl JIeJl CTPYKTYPHOT'O IOJIpa3esIeHus

CamocrosiTesibHas padoTa 00y4alOIIMXCH:

N3yuenne marepuanos yueonuka. ['naBa 9 yuebnuka M.U. bacakos. Jlenonpoussoactro. C Bonmpocamu u
3ajaHusIMU (cTp. 255- 263), a TakKe TOMOJIHUTEIBHOM JIUTEPaTypol 1O BEIOOPY.

HToro yacoB 1o AMCHHUILIMHE! 48

16/16/16

3a0uHan hopma odyueHus

HaumenoBanue
pa3ieiioB M TeM

Conepmaﬂue yqeﬁﬂoro MaTepua/ia 1 IPAKTHIECCKUE paﬁoTbI, CaMoOCTOATC/IbHAA paﬁoTa oﬁyqaloumxca

Oo0LeMm
4acoB

YpoBenb
OCBOCHUS

1

2

3

4

Tema 1.
BBenenue B
AeJIONPOU3BOICTBO

CamocrosiTesibHas padoTa 00y4aOUINXCH:

OcHOBHOE coJiepKaHue TUCHUILIUHBI «J[0KyMEeHTallMOHHOE 00eclieYeHue YIPaBICHU», €€ LIeb U 3a7aui
[ToHsATHE NENONPOU3BOJACTBA U TOKYMEHTAIIMOHHOTO obecnieueHus ynpasienus. Oprauuszanus paboTsl ¢
nokyMeHTamu. Mcroku aenonpon3BoAcTBa: HHOpMaLus, yrpaBieHHe, JOKYMEHT. 3HaueHHEe JJOKYMEHTOB B
yrpasiieHuH. JIOKyMeHT U ero ¢pyHkuuu. HopMaTuBHO-MeTOAMYECKast OCHOBA JICIIONPOU3BOICTBA

Buibl HOpMAaTHBHBIX TOKYMEHTOB, PETYJIUPYIOIIKX BOMPOCHI JAeonpousBoicTBa. Knaccudukanus
JIOKYMEHTOB. DJICKTPOHHBIN JOKYMEHT U 3JEeKTPOHHBIM JOKYMEHTOOO0POT
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Pabota ¢ marepuanom koHcnieKTOB Jeknuii, [ maBa 1 yaueObnuka M.U. Bacakos. [lenonpoun3Boactso. C
BOIIPOCAMH U 3a7aHusiMU (CTp.5-58), a TakkKe TOMOJIHUTEIIBHON JTUTEPATYPOH 110 BBIOODY.

Conep:kaHue y4eOHOro MaTepuaJa:

TpeboBanust k 0popMIICHHIO TOKYMEHTOB. HE0OX0IMMOCTh €MHBIX IPAaBUIT OOPMIICHHS TOKYMEHTOB

Tema 2.
O6unte Ho CocTtaB pekBU3UTOB TIOKyMEHTOB. [IpaBuna odopmiieHus: peKBU3UTOB. blIaHKU TOKYMEHTOB U HX BUJIBI.
e HOPMBbI U
m p TpeboBaHUs K H3TOTOBIICHUIO, YUETY U XPAaHCHHIO repOOBBIX OJIaHKOB. PekBU3UTHI OJ1aHKOB. BapuaHThl
npasujia
P pacIoJIOKEHUS] PEKBU3UTOB
oopmIiIeHUs
TOKYMEHTOB CamocTrosiTesibHas padoTa 00y4aOIIMXC:
y CocraBiieHre 6JaHKOB JJIs TUCEM U MIPUKA30B PA3IMUHBIX NPEANPUATHN U OPraHU3alui C YIJIOBBIM U
MIPOIOJIBHBIM PACIIONIOKEHHEM PEKBU3UTOB. CXEMBI PACIIONOKEHHS PEKBU3UTOB. PaboTa ¢ Marepuanom
KOHCIEKTOB Jiekuuii, [ maBa 3 yuebnuka M.U. bacakos. Jlenonpou3Boacteo. C Bompocamu U 3aJaHUSIMU
(ctp.73-109), a TakxKe TOMOJIHUTEILHON JIUTEPATYPOH 110 BHIOODY.
Coaep:xanue y4eOHOro MaTepuaJia
[Tonstue u knaccudukanus OPJI. CoctaB u cxeMbl pacnoioKeHus: pekBU3UTOB. OdopMiIeHHE PEKBU3UTOB
OpraHMU3alMOHHO-PACIOPSAUTEIbHBIX T0KYMEHTOB. DopMmyisip-oOpasel JokyMeHTa. OpraHu3aloHHO-
T 3 MIPaBOBbIE TOKYMEHTHI. Y cTaB. OCHOBHBIE BUAbI ycTaBOB. [IpaBuna cocraBnenus. [lonoxenne. OCHOBHbIE
ema 3. .
B BUIbI IosiokeHuil. [IpaBuiia cocraBnenus. Uucrpykiuu. JlomkHocTHass MHCTpYKIUsS. OCHOBHBIE BUJIBI
bl U .
A nHctpykuuid. [IpaBuna cocraBnenus. Pacnopsaurensabie 1okyMeHThl. [Ipukas. [lonsatue npukasa. [IpaBuia
oopmiieHUe
pop coctasiieHus. Pacnopsibxkenue. [lonarue pacnopsokenusd. [IpaBuna cocrasienus. Pemenue. [lonsitue
OPraHM3alMOHHO-
.. | pemenus. IIpaBuna cocraBieHus.
pacnopsiAuTeabHOI
IIpakTHyeckoe 3aHsATHE
AOKYMEHTAIlUN > =
CocraBneHre NpUKa30B MO0 OCHOBHOM IEATENbHOCTH yupexieHus. CocTaBiIeHUE pACTIOPSKEHUH.
CocTaBiieHHE JOKHOCTHBIX HHCTPYKIIHH.
CamocrosiTesibHasg padoTa 00y4alOUINXCH:
Pabota ¢ marepuanom koHcnieKTOB Jekiuii, [ 1aBa 5 yueOnuka M.U. Bacakos. [denonponsBoactso. C
Bompocamu 1 3aianusamMu (ctp.128-135), a Takxke TOMOTHUTENHHOM TUTEPATYPOI MO BEIOOPY.
CamocTrosiTesibHasg paboTa 00y4alOIIMXCH:
NudopmannonHo-cripaBoyHble JOKyMeHThI. CiykeoHoe muchMo. OcHOBHBIE BUABI IHceM. Oco0eHHOCTH
Tena 4 odopMIIeHUS TTHCEM, TIepeaaBaeMbIX dJIEKTPOHHOM mouToi. [IpaBumna cocraBinenns. AKT. Buapl akToB.
Hndo MaIII/I.OHHO [IpaBuna cocraBnenus. JloknanHas u ciyxeOHas 3anucku. [IoHSITHS TOKTaqHOM U CITy)KeOHOI 3aIICOK.
en paBO‘{HaSI [IpaBuna Cocrasnenus. CrpaBka. Buasl cipaBok. [IpaBuna cocraBnenus. [Iporokon. [lonsitue npotokona.
P [IpaBuna cocraBnenus. JloroBop, koHTpakT. [lonsatue kouTpakra. TpeboBanus k KOHTpakTy. [IpaBuia
JOKYMEHTAIUA

cocrasienus. JloBepeHHocTs. [lonstue nosepennoctu. [IpaBuina coctaBnenus. TenerpaMmel.
Teneponorpammsl, pakcel. Byxranrepckue JOKYMEHTHI U UX 3HaueHue. TpeOoBaHUs K COAEPIKaHUIO U
COCTaBJICHHIO OyXrantepckux ToKkyMeHToB. Knaccuduxanms Oyxranrepckux T0KyMeHTOB. byxrantepckue
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JOKYMEHTBI U TOKYMEHTOO0OpOT. XpaHeHHe OyXraaTepcKux J0KyMeHTOB. [Tog0op u3 ceTn HHTepHET
BapHaHTOB «IIHCEM 00 yruiaTe JeOUTOPCKON 3310JKEHHOCTH.

CocrapiieHre KOHCTIEKTOB Jiekiuid. [ 1aBa 5 yueOHuka M.U. bacakos. Jlenonpou3soactso. PaboTta ¢
Bonpocamu ¥ 3aianusamu (ctp.141-168), a Takxke JOMOIHUTEILHOM JTUTEPATYPOH.

IIpakTuyeckune 3aHsATHS

CocraBieHue ciyKeOHBIX MHCEM, IUCEM O PE3yJbTaTax MPOBEPKH 3aMHCEH 10 paCUeTHBIM U TEKYIITUM
cueTaM, akTOB PEBU3HMH KACChl, aKTOB CBEPKH PACUETOB C JEOUTOPAMU U KPEAUTOPAaMH, JOKJIAJAHbIX U
CJIy>K€OHBIX 3aIIMCOK, CIIPABOK, JI0OTOBOPOB, KOMMEPUYECKUX AKTOB, MCKOBBIX 3asBJICHUI

Tema 5.
Oopamenus u
JKaJI00bI IPaXkIaH

CamocTosiTesibHasi padoTa 00y4YarOmmMxcsi:

[IpaBo rpaxnan Ha oOpameHus U xanoobl. Bunasl oOpamienunii rpaxkaan. [lopsaok paboTsl ¢ oOpalieHusMu
IpaxkJaH.

Tema 6.
OcHoBHBIE
NPUHIUIBI PA60THI
¢ JOKyMEHTAMH

CamocTosiTesibHas padoTa 00y4YalOIUXCs:

Opranu3zanus paboTsl ¢ ToKyMeHTaMu. JJokyMeHT0000poT. OCHOBHBIE IPYNIbl AJOKYMEHTOB. [IpuHIUIIBI
paloThl ¢ JoKyMeHTamMu. PaboTa ¢ BXOASAMUME JOKYMEHTaMu. DTanbl 00pabOTKH BXOAIUX JOKYMEHTOB.
Pabora ¢ ucxonsmmmu JOKyMEeHTaMu. DTarbl 00paboTKH UCXOASIINX JOKYMEHTOB. PaboTa ¢ BHyTpeHHUMU
JOKYMEHTaMH. DTalbl U MOPAI0K pabOThl ¢ BHYTPEHHUMH JIOKyMeHTaMu. Peructparus 1okymeHToB. @opMmbl
U TPYIIIbI PErUCTPUPYEMBIX JOKYMEHTOB. Bupl perucrpauuu. [TpuMepHblii CIUCOK HEPETUCTPUPYEMBIX
JIOKyMeHTOB. KOHTpoJIb HcIioHeHUs JOKYMeHTOB. Llenb u copeprkanue KOHTPOJIS UCIIOIHEHUS TOKYMEHTOB
Cpoku ucnionHeHus JOKyMeHTOB. [lopsiiok mpoBeieH!sI KOHTPOJIS MCIIOJHEHUS IOKYMEHTOB

IIpakTHYecKoe 3aHATHE

HpOBGCTI/I PEruCTpario BXOAAIMMNX U UCXOOANIUX TOKYMCHTOB.

CamocrosiTesibHas padoTa 00y4alOIIMXCH:

N3yuenune marepuanos yueonuka. ['naBa 9 yuebnuka M.U. bacakos. JlenonpousBoactro. C Bonmpocamu u
3amanusaMu (ctp. 239-252), a Takke AOMOIHUTENBHON IUTEPATypOit O BEIOODY.

Tema 7.
Texkymee xpanenue
JAOKYMEHTOB.
Ilepenaua nea B
apXuB.

CamocrosiTeabHas paﬁoTa oﬁyqalonmxcm

Homenxknarypa aen. [lonarue HomeHnkiatypsl aen. Buasl Homenknarypsl nei. Coaep:kaHue HOMEHKIATYphbl
nen. [opsaok coctaBnenus. @opmupoBanue u odpopmienue nen. [Ipasuia popmuposanus nen. [opsamox
BBIIauy JIeJ1. DKCNEPTU3a LIEHHOCTH JOKYMEHTOB. [IoHsATHE 3KCIEpTU3bI LIEHHOCTH JOKYMEHTOB.
Omnpenenenre CpokoB XpaHeHUs. JJokyMeHTBI, IiepeilaBaeMble Ha apXuBHOe XpaHeHue. [lonroroska aen k
nepenaye B apxuB. @opmel onucu u akra. [lepenayda nen B apxus. Pabora ¢ koH(UACHIMATBHBIMU
nokymeHTamu. [loHsTHEe KOH(DUIEHINATBHBIX TOKyMeHTOB. Opranu3aius AeJI0MPOn3BOICTRA.

HpaKTl/l‘{eCKOB 3aHsATHE

Odopmiienne nena Juist epeJadn Ha apXUBHOE XpaHEHUE
CocraBieHne HOMEHKJIATYPBI JIe]1 CTPYKTYPHOT'O MOAPa3AeICHHUSI

CamocrosiTesibHas padoTa 00y4alOUINXCH:
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N3yuenue marepuano yueonuka. ['maBa 9 yuebnuka M.U. bacakos. Jlemonpoussoactro. C Bonmpocamu u
3aganusiMu (cTp. 255- 263), a Takke AOMOTHUTEIBHOU TUTEPATYPOU 110 BEIOODY.

HUToro 4acos mo qucuMiinge 48 8/8/32

Jisl XapaKTepUCTUKU YPOBHS OCBOEHHs y4eOHOI0 MaTepHalia UCIIOJIb3YIOTCS Celylolue 0003HaYeHNUs:

1. — o3HaKkoMHTENIbHBIH (Y3HABAaHUE PAHEE N3YYEHHBIX 00OBEKTOB, CBOWCTB);

2. — penpoAYKTHBHBIN (BBINOJIHEHHUE JAESITEIBHOCTH 10 00pa3ily, HUHCTPYKIMH UJIHU MOJ PyKOBOJCTBOM);

3. — NPOAYKTHUBHBIA (IUIAHUPOBAHUE U CAMOCTOSITENIBHOE BBINOJIHEHHUE JIEATENbHOCTH, pELIEHHE MpOOJIEMHBIX 3a]auy).
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3. YCJOBUSA PEAJIMBALIUU ITPOTI'PAMMBI ANCHUIIJIMHBI

3.1. TpeOoBaHusiT K MHHHMAJIBHOMY MATEPHAJILHO-TEXHUYECKOMY
o0ecrne4eHn 10

VYyeOHast JUCHUIUIMHA pealn3yeTrcsi B KaOWHETEe OOKYMEHMAYUOHHO20
obecneuenus: ynpasieHus.

Obopyodosanue yuebHo2o kabunema:

CrangapTtHas yueOHas MeOeb:

CT01 MUCHMCHHBIM;

CToBl yYEHHUECKUE;

Cryn opucHBIN;

Crynbsi yYEHUYECKHUE;

Jlocka ayuTopHasi;

Kadenpa.

Obopyoosanue, mexHuueckue cpeocmea 00y4eHus:

Hoyt0Oyk;

IIpoekrop;

Komonku;

DKpaH.

IIpoecpammuoe obecneyenue:

1. Desktop School ALNG LicSAPk MVL.

a.Office ProPlus All Lng Lic/SA Pack MVL Partners in Learning

b. Windows 8/

2. KoncynbTaHT + Bepcus mpod.

3. Cucrema tectupoBanusi INDIGO.

4. Nntepuet-6paysepsr Google Chrome, Firefox.

3.2. UndopmanmoHHoe odecnevyeHne o0yueHmst

OcHoBHas auTeparypa:

1. BapmyHnn, B.B. JlokymeHTanmoHHOE oOecrieueHue
yrpaBiieHus [DnekTpoHHblil pecypc]: yueObnuk / B.B. Bapmynn. — Mocksa
FOctumus, 2018. — 271 c. - Pexxum goctyna: https://www.book.ru/book/924242

2. 'magmit, E.B. JlokymeHTanmoHHOe  oOecreueHue  ympaBJICHHS
[DnexTpoHHBIHN pecypc]: yueoHoe nocooue / E.B. I'manuii. - M.: U1 PUOP, HUIL]
MHOPA-M, 2016. - 249 C. - Pexxum JocTyna:
http://znanium.com/catalog.php?bookinfo=468335

3. JlokymeHTanmoHHoe obOecrieueHue ymnpaBieHUs [DIEKTPOHHBIN pecypc]:
yueOnuk / T.A. beixoBa [u ap.]. — Mocksa : KnoPyc, 2018. — 266 c. - Pexxum
nocryna: https://www.book.ru/book/926891

JlonosiHUTeIbHAS JIUTEPATypa:
1. bacakoB, M.U. JlokymeHTanmoHHOEe oOecnieyeHne yrpaBiaeHus (C
OCHOBAMH  apXWUBOBEJICHUS )[ DIEKTPOHHBIN  pecypc]: ydeOHoe mocobue /
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M.U. bacakoB. — MockBa : KunoPyc, 2018. — 216 c. - Pexum pocryma:
https://www.book.ru/book/926606

2. beikoBa, T.A. JlokyMeHTanMOHHOE  oOOecleueHue  yrpaBJieHUs
(Iemonpou3BoOJICTBO) [DNEeKTpOHHBIN pecypc]: yued. mocobue / T.A. beikoa, T.B.
Kysnenosa, JI.B. Cankuna; mox o6m. pen. T.B. Ky3nenosoit. — 2-e wu3fm.,
nepepadb. u gon. — M. : UHOPA-M, 2018. — 304 c. - Pexxum npocryna:
http://znanium.com/catalog/product/960127

4. KOHTPOJIb W OLEHKA PE3YJBLTATOB OCBOEHMS
JUCLHUTIJIMHBI

KOHTpOJ’IL N OICHKA PC3YyJIbTATOB OCBOCHUA NUCHUIIIIMHBI OCYIICCTBIIACTCA
npernogaBarciicM B IMPOHCCCE IPOBCACHUA IPAKTUICCKUX BaHﬂTHfI, a TaKXKeE
BBIITOJIHCHU S O6Y‘13.IOHH/IMPIC$I CaMOCTOSITCIbHOM pa6OTI>I.

OI.[GHKa Ka4qCCTBA OCBOCHHU IIPOIrpaMMbl JUCHHUILIMHBI BKIIOYACT TCKYHH/Iﬁ
KOHTpPOJIb YCIICBACMOCTH, IIPOMCKYTOUHYIO aTTCCTAIIUIO IIO HTOIaM OCBOCHUA
JUCITUITIINHBI.

Pe3yabTaThl 00yueHus DopMbI KOHTPOJIS pPe3yJIbTATOB
(yMeHus1, 3HAHUS) o0y4eHus

B pe3ynbrare ocBO€HUS AUCHUIUIMHBI O0YyUYaIOUIUIICS T0JIKEeH YMeTh:

oQopMIISITH M TMPOBEPATH MPaBWIBHOCTH odopmieHus | Ompoc, pedepar, KOHTPOIbHAS
JOKYMEHTAIlMd B COOTBETCTBHMHM C YCTAaHOBJIEHHBIMH | paboTa. 3auer

TpeOOBaHUSAMH, B TOM qucie UCTIONB3YS

MH(}OpPMaLMOHHbIE TEXHOJIOTHH;

OCYILECTBIIATh aBTOMAaTU3HPOBAHHYIO o6pabotky | Onpoc, pedepat, KOHTPOJIbHAS
JIOKYMEHTOB; pabota. 3auer

Ocy1miecTBIATh XpaHEHHE U TOMCK JOKYMEHTOB. Omnpoc, pedepat, KOHTPOJIbHAS

pabora. 3auer

Hcnonp30BaTh TeIeKOMMYHUKALMOHHBIE TexHonoruu B | Ompoc, pedepar, KOHTPOIbHAS
AIIEKTPOHHOM JIOKYMEHTOOOOPOTE. pabora. 3auer

B pesynbrare ocBOCHUS AUCITUTUITMHBI 00YYaIONTUNCS H0JIKEeH 3HATh:

OCHOBHBIC IIOHATUA, NCJIHW, 3ada4u W  HIPHUHIUIILI OHpOC, peq)epaT, KOHTpPOJIbHAas

JIOKYMEHTAIIMOHHOTO 00ECIIeYeHUs! yIPaBIICHHUSI; pabora. 3auer
CUCTEMBI JIOKYMEHTAIIMOHHOTO oOecrieueHus ynpasiieHus, | Ompoc, pedepar, KOHTpOIbHAs
UX aBTOMaTH3AIHIO; pabota. 3auer
KJIacCU(PHKAIIUIO TOKYMEHTOB; Ompoc, pedepat, KOHTpOIbHAS

paborta. 3auer

TpeOOBaHUS K COCTABICHUIO U 0hOpMIIEHHUIO JOKYMEHTOB; | Ompoc, pedepaT, KOHTpOIbHAS
pabora. 3auer

OpraHU3aIMI0 JOKYMEHTO000pOTa: MpreM, 00padoTKy, Ompoc, pedepat, KOHTpOIbHAS
PETUCTpaInio, KOHTPOJIb, XPAHEHUE JOKYMEHTOB, pabota. 3auer
HOMEHKJIATYPY JelT;
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