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Pabouast mporpaMmma mo IUCHUTIINHE « DINEKTPOHHBIN TOKYMEHTOO000POT» IO
HarnpasyieHuto 1moAarotroBku 38.03.02 MeHeKMEHT HampaBiIeHHOCTh (MPOduIb)
«MeHeKMEHT OopraHusanun», cocrtabieHa BiacoBoi E.M. B cooTBeTCTBUM C
TpeboBaHusIMU DeepabHOTO TOCYJAPCTBEHHOTO 00pa3oBaTEIbHOIO CTaHAApTa
BBICIIIET0 00pa30BaHMsA MO HampabiieHHI0 ToAroToBkU 38.03.02 MeHemKMeHT,
YTBEPXKJIEHHOIO TpHKa3zoM MuHHCTepcTBa oOpa3oBaHus W Hayku Poccuiickoi
®enepanuu ot 12.08.2020 r. Ne 970, Ilpodeccuonansuoro crangapra 08.037
«bu3HeC-aHAMMTUK»  YTBEPXKJICHHOTO TMpUKa3oM MUHHUCTEpCTBA Tpylda U
counaiabHON 3amuThl OT 25.09.2018 r. Ne 592n; IIpodeccronanbHoro cranaapra
«Crenuanuct 1O CTPATeTUYECKOMY M TaKTHYECKOMY IUIAHUPOBAHUIO U
OpraHu3alliyd MPOU3BOJICTBA» YTBEPKICHHOTO MPUKa3oM MUHHCTEpCTBA Tpyaa U
conuansHOM 3amMThI 0T 08.09.2014 1. Ne Ne 609H.

PaGouas nmporpamma:

0o0Cy:KIeHa W PEeKOMEHJA0BAaHA K YTBEPXKICHUIO pelieHneM HaydHo-
MeToanueckoro coBera «7» ampeins 2021 1., mporokon Ne 3.

yTBep:KAeHAa Y4YEeHBIM COBETOM POCCHICKOro yHUBEpCUTETa KOOIEpaluu
«26» aBrycra 2021 r. Ne 1
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1. He.]'II/I H 3aJa94 OCBOCHUA JUCIHUIIIINHBI
HCJ’IB N3Yy4YCHUA JAUCITUITIINHBI 3aKJII049acTCsA B (I)OpMI/IPOBaHI/Ie
TCOPCTUICCKUX 3HAaHUN U IMPAKTUICCKUX HABBIKOB OpPraHU3allluN pa6OTI>I C

QJICKTPOHHBIMU  OOKYMCHTAMH,

00pabOTKH  JIOKYMEHTOB

Ha BCCX JTallax

JIOKyMEHTOO0OpOTa, CHCTEMATH3allMd, COCTABJICHUS HOMEHKJIATYphl Jel U
COBEPILIEHCTBOBAHMUSI  DJIGKTPOHHOTO  JOKYMEHTAI[MOHHOTO  OOecreyeHus
yIpaBJICHHUS.

33,[[3‘11/1 OCBOCHMUA NUCHUIIIIUHBI:

U3YYUTh  OCHOBHBIE TpoOseMbl B  OOJACTH  BJIEKTPOHHOTO
JIOKYMEHTAIMOHHOTO 00eCTICUeHHs yIPaBIICHHUS;
OCBOUTH COBPEMEHHBIE CUCTEMbI HH(POPMAIIMOHHOTO U TEXHUYECKOTO
obecrniedyeHns JOKYMEHTAllMOHHOTO 00ECTIeUeHus yIIpaBJIeHMS;

PaCcCMOTPCTh IIPpaBUJIa OpraHU3aliid BCCX

SJICKTPOHHBIMU JOKYMCHTAMM,
HU3y4YUThb MCTOJbI IIPOBCACHHA aHAIM3a OpraHu3alrn 3JICKTPOHHOIO
JAOKYMCHTAIMOHHOI'O oOecrieueHus YIPABIICHUS,
OBJIaACTh HaBBbIKaMH O6pa6OTKI/I JOKYMCHTOB Ha BCCX OJTallax
I[OKYMGHTOO60pOTa, CUCTCMATHU3alIH, COCTABJICHUA HOMCHKIIATYPBI ACII;

OIITUMH3alI1H QJICKTPOHHOTO

OBJIaACTDH MCTOJaMM

JTIOKYMEHTOTIOTOKOB;
OBJI/IETh CIIOCOOHOCTBIO COBEPILIEHCTBOBATh JTOKYMEHTAIIMOHHOE
oOecrieyeHue yrnpapieHUs.

9TaIlOB pa6OTBI C

2. MecTo TMCUMILUIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl
HucrumnHa «OIeKTpoHHBIA JoKkyMeHToooopor» b1.B.19 oTHocutcs k

yacTH, (QOopMUPYyEMOW YyYaCTHHUKaMH OO0pa3oBaTebHBIX OTHOIIeHuN bioka 1
«ucuunmunel  (MOAYJIN)» OCHOBHOM MpogecCHOHAIBHONW 00pa3oBaTebHON
porpamMMbl — MPOrpaMMBbl OakaiaBpuaTa Mo HarpasieHuto moAarotoBku 38.03.02
DKOHOMUKA HAMPaBJICHHOCTH (poduiib) «MEeHEIKMEHT OpraHUu3aIum.

Juciuninza obecneunBaeT (GOpMHPOBAHUE CIEAYIOINUX KOMIETEHIUMI:

Kon u JucuurinHbl, MOy, [lepuonst popmupoBaHus Mecro B
HauMEHOBa MIPAKTHKH, 00€CTIeUnBAOIIIE KOMITETEHIINM B IIpoIiecce OCBOeHHsT | (opMupoBaHUU
HUE (hopMUPOBaHUE KOMITETCHIIUN OI1OII KOMIIETEHIIUH
KOMIIETEHII I kypc | 2xypc | 3 kypc | 4 kypc
1707 (cem.) (cem) (cem) (cem)
[1K-2 Cucrema MeHeIKMEHTa KadecTBa
6 ceM. Nzyuaemas
B OpraHM3alnu
I1K-3 PernamenTanuss 1 HOpMUPOBAHUE
Tpyzaa 7 cem. [Tocnenyromas
[IK-3 DJEeKTPOHHBIN TOKYMEHTO000pOT 8 cem. | ITocnemyromas
[IK-3 [IponsBoacrBenHas [IpaKTHKa,
8 cem. | Ilocnemyromias
TEXHOJIOTMYECKas MPAKTHKA

3. IlepedeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHS 10 IMCHHUIINHE
N3yyenne NUCHMIUIMHBI HAMpPaBIeHO Ha (DOPMHUPOBAHKE Yy 00YUAIOIIUXCS
npo(ecCUOHAIBHBIX KOMIETEHITHH.




dopmupyemole WHaukaTopsl TOCTHKEHUS [Tmanupyemsie pe3ynbTaThl 00y4deHUs
KOMIIETeHIIUH (KO U KOMIIETeHIIU ]
HalMEHOBaHHUE
KOMIIETEHIINH)
IK-2 IK-2.2 3HaTh: TaKTUYECKOE yIpaBlicHHE
Cnocoben Cnocoben PYKOBOAHTH | TIPOIlECCAMH B OPTaHU3ALINU
OCYILECTBIIATD MpOBeICHHEM YMerTs: PYKOBOJUTD MpOBeICHHEM
TaKTUYECKOE HKOHOMHUYECKHX HKOHOMHYECKHX UCCIIeTOBaHUI
yIpaBJeHHe WCCIIeTOBAaHUN JIeSITEIIbHOCTH CTPYKTYPHBIX
MIPOIIECCAMH B JIeSITEIIbHOCTH MoJpa3feNieHNi OpraHW3allid C  IIeIBI0
OpraHu3aluu CTPYKTYPHBIX pa3paboTKu NPEATIOKCHUN o
MoIpa3AeTIeHIH COBEpIICHCTBOBAHUIO  AEATEIBHOCTH |
OpraHu3alk C  IEIbI0 | 00SCIICYCHHIO KOHKYPEHTOCITOCOOHOCTH
pa3paboTKH MPEIJIOKEHUH | OpraHu3aluu
M0  COBEpUICHCTBOBaHWIO | BrameTh: mpoBegeHHEM OKOHOMHUYECKHX
JIeSITeIIbHOCTH U | ICCIENOBAaHUH NEATENBHOCTA CTPYKTYPHBIX
o0ecrie4eHuto NoJpa3eNicHuid OpraHu3alli C  LEeNbI0
KOHKYPEHTOCIIOCOOHOCTH pa3paboTKu NPEATIOKCHUN o
OpraHM3aInu COBEpIICHCTBOBAHUIO  ACATEIBHOCTH |
obecrieueHn o KOHKYPEHTOCITIOCOOHOCTH
OpraHu3alyu
I1K-3 I1K-3.1 3HaTh: Crioco0bl OpraHu3aINH
Criocoben CrocoOeH  OpraHm30BaTh | JOKYMEHTHPOBAaHUS YIPABICHUECKOU
OCYUICCTBIIATH JOKYMCHTHUPOBAHUEC ACATCIIBHOCTU B OpraHvu3aluu
JIESITEIIBHOCTB T10 YIIPaBJICHUYECKOH YMeTs: OpPraHU30BbIBATH
JIOKYMEHTAIIHOHHOMY JIeSITEeIbHOCTH B | TOKYMEHTHpPOBaHUE yIpaBIeHIECKOH
obecreveHunto OpraHMU3aIuy JIESATEIIbHOCTH B OPTaHU3aIlluu
ypaBJICHUA BJ'IaI[eTL: OCYHICCTBIIATH ACATCILHOCTD 110
OpraHm3aIyen JIOKYMEHTAI[HIOHHOMY 00€CIICYCHHIO
YIPABICHUS OpraHu3aueit
[1K-3.2 3HaTth:  (QYHKIMOHUPOBAHWE  CHCTEMBI
CrocoOeH  OpraHu30BaTh | BHYTPEHHETO JIOKyMEHTa obopoTta
(YHKIMOHUPOBAaHUE OpraHM3aluy, B TOM YHCIIE DIEKTPOHHOI'O
CHUCTEMBI BHYTPEHHETO | JOKYMEHTO000pOTa
JIOKyMEHTa obopora | YMerTs: OpraHU30BHIBAThH
OopraHuszalyy, B TOM 4Hclie | QyHKIMOHUPOBAHHE CHCTEMbI BHYTPEHHETO
AJIEKTPOHHOTO JIOKyMeHTa 000pOoTa OpraHu3aIli, B TOM
JIOKyMEHT0000poTa qHcIie NMEKTPOHHOTO JOKYMEHTO000pOoTa

Brnanmerh:  crmocoOHOCTBIO  OpPraHU30BaTh
(YHKIMOHUPOBAHUE CUCTEMBI BHYTPEHHETO
JOKyMeHTa 000poTa OpraHu3alud, B TOM
YHCIIe IIEKTPOHHOTO JOKYMEHT0000pOoTa

4. O0beM IMCHUIJIMHBI M BUIbI Y4eOHOH padoThl

O0beM IUCUUIUTMHBI U BUIIBI Y4EeOHOU PabOThI B aKaJeMUYECKUX Hacax C
BBIZICJICHUEM 00beMa KOHTAaKTHOW paboThl 0OydYaromuxcsi ¢ MpernojiaBaresieM U

CaMOCTOSITENIbHOM paboThl 00y4arOIINUXCS

ounas popma odoyuenusn

aK. 4acoB
Bun yuebHoi1 nestenbHOCTH ITo cemecTpam
Bcero
8 cemectp
1. KonrakTHas paboTa 00y4arolmxcs ¢ NPenoiaBaTeeM: 90,5 90,5

AyIUTOpPHEIE 3aHATHS, YACOB BCETO, B TOM YHCJIE: 90 90
* 3aHTHA JEKIIMOHHOTO THUIA 36 3
* 3aHATHS CEMUHAPCKOT0 THIIA! 54 54




MIPAKTUYECKUE 3aHATHU 54 54

J1ab0paTOPHEIC 3aHATHS
B TOM YHCJIC 3aHATHS B MHTEPAKTHBHBIX (hopMax 4 4
B TOM YHCJIE 3aHATHUS B YOpMe MPAKTUIECKOH MOATOTOBKU 16 16
KoHTaKTHBIC Yachl Ha ATTECTALUIO B IEPHOJT SK3aMECHAIIMOHHBIX 05 05
ceccuit ' '
B TOM YHCIIe KypcoBasi paboTa (IIpOeKT) - -
2. CamocTosATeIbHAsl paboTa CTYICHTOB, BCETO 89,5 89,5
- IOATOTOBKA pedepaToB 20 20
- ICJIOBAst Urpa 20 20
- KOHTPOJIbHOE TECTUPOBAHUE 30 30
- TOJITOTOBKA 3cCce 10 10
-CUTYaIIMOHHBIC 33]]a91 10 10
3.IlpomMeKyTOUHAsI aTTECTALUS: IK3AMEH
HUTOI'O: aK. 4acoB 216 216
OG1mast Tpy10eMKOCTh 3a4. ell. 6 6

OUHO-3a04Has hopma oOyueHus
aK. 4acoB
Bun yuebHOI1 nesitensHOCTH Beero ITo cemecTpam
9 cemecTp

1. KonraktHas paboTa 06y4aronuxcs ¢ IPEnoAaBaTeIeM: 28,5 28,5
AyIUTOPHBIE 3aHATHS, YACOB BCETO, B TOM YHUCIIE: 28 28

* 3aHATHS JEKIIHOHHOTO THIIA 10 10

* 3aHATHS CEMUHAPCKOT'O THIIA: 18 18

MPAKTHYECKUE 3aHATH 18 18
nabopaTopHBIC 3aHATHUS

B TOM YHCIIE 3aHSATHsI B MHTEPAaKTUBHEIX (hopMax 8 8
B TOM YHCJIE 3aHATHUS B DOpMe MPAKTUIECKOH MOTOTOBKH 6 6
KOHTaVKTHI)IC Yachl HA aTTECTAIMIO B MIEPUO/] IK3aMEHAIIMOHHBIX 05 05
ceccuid
B TOM YHCIIe KypcoBasi paboTa (IIPOeKT) - -
2. CamocrosiTenbHas paboTa CTyJIEHTOB, BCETO 1515 151,5
- IOJITOTOBKA pedepaToB 30 30
- JIeJIOBas Urpa 30 30
- KOHTPOJIBHOE TECTUPOBAHHE 30 30
- IIOATOTOBKA 3CCE 30 30
-CUTYallMOHHBIE 33191 31,5 31,5
3.ITpomexyTOoUYHAS aTTECTAIUS: IK3AMEH 36 36
HUTOTI'O: aK. 4acoB 216 216
OO0mas TpyI0eMKOCTh 3a4. efl. 6 6

5. Copepxkanue IUCHUIUVIMHBI, CTPYKTYPMPOBAHHOE M0 TeMaM
(pazmesramM) ¢ yKazaHMeM KOJMYECTBA AaKaJeMHUYeCKHX YacoB U BH/IOB

Y4eOHbIX 3aHATHI

5.1. Coaep:kaHue TUCUMIJIMHBI

Tema 1. Copep:xanue M  OCHOBHbIE 3aJa4H

JAOKYMECHTAIUOHHOI'O odecreyeHus YIpaBJICHUA.

COBPEMEHHOI0

[TonsiTne <«OAUEKTPOHHBIA JOKyMEeHTOOOOpoT». I[Ipenmer, comepxkanue wu
3amaun JIOY. MecTo u poJib TOKYMEHTOB B YIIPaBJICHUU HA COBPEMEHHOM 3Talle.
OcnoBuble cocrtapistone JIOY: wundopmanus, ympaBieHHEe, JOKYMEHT.
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OcHOBHBIE WENH, 3aJadyd, TMPUHIUNB JOKYMEHTAIlMOHHOTO 00ecredeHHs
ynpasinenus. Undopmanus, ee kpurepuu. JJoxkymeHT. DyHKIHMH 3IEKTPOHHBIX
nokymeHToB. Kiaccudukaiys 10KyMEeHTOB.

Tema 2. HWcropusi pa3BuTHS JOKYMEHTAMOHHOIO oO0ecneYeHUus
YIPABJICHUA U €r0 HOPMATUBHO-METOAMYECKas 0a3a.

HenonpousBoactBo B [peBHen Pycu. llpukasznoe penonpousBoactso XV-
XVII BB. Komiexckoe en0npou3BoACTBO. MUHUCTEPCKOE J1€JIONPOU3BOICTBO
XIX- nHauvana XX BB. Mcropus ynpasieHus U 1eI0NPOU3BOACTBA B XX BB.

CoctaB HopmatuBHO-Metoamueckod Oaszpl JIOY. Crangaptuzanusa ¥
yaudukarus cuctemsl JIOY. OOmepoccuiickuii KimacCupUKaTop yIpaBIeHICCKON
nokyMenrtaiuu (OKY ).

Hopwmsl u npaBuna opopmienus 1okyMeHToB B cooTBeTcTBUU ¢ 'OCT P.6-
2003 «YHubumupoBaHHbIe CUCTEMbI JOKYMEHTAMU. Y HU(UIIUPOBAHHAS CUCTEMA
OpraHU3alMOHHO-PACTOPSIANTENBHON JOKYMEHTALIUH.

Tema 3. OcHOBHbIe TpPeOOBAHMS K COCTABJEHHMI) H 0(OPMIICHHUIO
3JIEKTPOHHBIX IOKYMEHTOB.

OO0uue TpeboBaHMsI K OPOPMIICHHUIO TOKYMEHTOB. BiaHKM TOKYMEHTOB U
TpeboBanusi k HuM. CTpykTypa AokymeHTa. TpeOoBaHus K OQOPMIICHUIO
nokymentoB mo I'OCT P 6.30-2003. Ilonsarue pekBu3uTa AOKYMEHTA. Bujibl
PEKBU3UTOB  JOKYMEHTOB. CoctaB pekBH3WUTOB JOKyMeHTOB. IIpaBuia
oopMJIEHUSI OTIENBHBIX PEKBU3UTOB JOKYMEHTOB PopMarbl Oymaru W MOJs.
CocraBnenue OOKyMeHTOB. TpeOoBaHMA K TEKCTy JIOKyMeHTa. HopmaTuBHbIE
JOKYMEHTBl ~ TOCYJApCTBEHHBIX  OpraHoB. OpraHu3alMOHHbIE JOKYMEHTHI
npeanpustud. PacnopsiauTenbHbie JAOKYMEHTHI mpeanpusitusi. CoBpeMEHHbIE
CHOCOOBI U TEXHUKA CO3/IaHUS TOKYMEHTOB.

Tema 4. CucremMbl J1OKyMEHTALMHU

Cucrema opraHu3allMOHHON JOKyMeHTaIruu. Pa3zpaboTka W yTBepxkKICHHE
KOMIUIEKCa OpraHW3allMOHHO-TIPaBOBBIX JOKyMeHTOB (YctaB, Ilomoxkenue o0
OpraHu3allid, CTPYKTYPHBIX MOAPA3ACICHUN, KOJIETUAIBHBIX U COBEIIATENbHBIX
OpraHax; ITAaTHOE PAaCIMCAaHNE; MHCTPYKIUH 1O OTAECIbHBIM BUJIaM JIESITEIbHOCTH;
JIOJDKHOCTHBIE MHCTPYKIIMH).

Cucrema pacnopsiiuTenbHON  JOKyMeHTanud. (OCHOBHOE Ha3Ha4YeHHE
pacniopsaautenbHoit nqokymeHTarnuu (PJ1). I[IpaBuna cocraBienuss u ogopmieHus,
OCHOBHBIX PpacHOpsIAMTENbHBIX JTOKyMeHTOB. CocTaBieHue u odopmieHue
IIPUKA30B, TIOCTAHOBJICHHU, PACTIOPSYKEHUM U T.1I.

Cucrema wuH(MOPMAIIMOHHO-CIIPABOYHON  JOKyMeHTanuu. CrnpaBo4HO-
unpopmarimonnass  gokymenramuss (CUJl): cocraBiaenue u  odopmieHue
MIPOTOKOJIOB, JOKJIAAHBIX (CIIYKEOHBIX) U OOBSICHUTEIBHBIX 3alUCOK, 3asiBJICHUM,
NPEACTABICHUM, TEpEenucKu (CIyKeOHbIX TMCEM, TeJerpaMM, Tene(akcos,
dakcorpamm, dJEKTPOHHBIX COOOIICHH ).

Tema 5. O011He 0CHOBBI /1€JI0BOM KOPPECHIOHIeHIIMH

CrnyxeOHas mepernvcka Ha npeanpusTuu. OCHOBHBIE 3JIEMEHTHI CTPYKTYPbI
nenoBoro mmcekMa. [IpuBerctBue. OOpamenue K azapecaty. Jlum-aG3arl.
TpeGoBaHus, TpeAbSIBISIEMbIE K TEKCTY JEJIIOBOTO MHUCHhMA. 3aKIIOYUTEIbHAs
dbopmyna BexsmBocTh. [loanucey ornpaButens U NocTCKpunTyM. JlenoBas peub u
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ee rpammaruyeckue ocobeHHoct. [loHsTre 00 oduIMaNIbHO-AETOBOM CTHUIIE.
SA3bIK W CTWIb  CHYKEOHBIX JOKYMEHTOB. OOmme pekoMeHJaluu T0
CTHJIMCTUYECKOMY O(OPMIICHHIO Je710BOro mucbMa OcoOeHHOCTH O(GUIIMaIBLHOTO
nenoBoro  ctwis.  OOmas  kiaccudukanus — AenoBbix  nuceM.  Kpatkas
XapaKTEepUCTUKA  COJEpKaHUs  oUIMaNbHO-AENOBBIX  mHuceM.  Kpatkas
XapaKTepUCTUKA COJEP’KaHUS YACTHBIX JIETIOBBIX MHUCEM. Jlornueckoe mocTpoeHue
JIOKYMEHTOB.

Tema 6. Opranun3anus 10KyMeHT0000pOTA

[Tonsitue u MPUHIIUATIBI OpraHu3aluu JIOKYMEHTO000pOTA.
OpraHu3aiuoHHOE  TOCTPOEHHE CIYXObl  JeJOoNpou3BojJCcTBA.  Paznenenue
byHKIHMA MEXTy TMOApPa3ACICHUsIMHA JEJIONPOU3BOJACTBA W  HCTIOJHUTEIISIMHU.
Opranmzamusi 1OKyMeHTOOOOpoTa (oOmue mosiokeHus1). Peructpammst u yder
MOCTYNAIOIMX B OPraHU3aluio JTOKyMeHTOB. IloaroroBka u peructpanus
OTTMPaBISIEMbIX JOKYMEHTOB. [IpoxoxaeHue BHYTPEHHUX JTOKYMEHTOB. YUeT
o0beMa JokymMeHTooOopoTa. PaGota ¢ KOHpUACHIMATHHBIMU JOKYMEHTAMHU.
PaGota ¢ muceMamu u oOpamieHus MU TpaxjaaH. KoHTposb 3a HCIONHEHHEM
JIOKYMEHTOB.

Tema 7. HNudopMaumoHHbIE TEXHOJOIMM B JOKYMEHTALMOHHOM
o0ecrne4yeHNH ynpaBJieHUs

XapaktepucTuka 1 kinaccudukanys HHGOPMAIIMOHHBIX CUCTEM YIIPaBICHUS
JOKYMEHTaMHU. OJEKTPOHHBIA  JOKYMEHTOOOOPOT: TIOHSATHE W  IPUHLIMUIIbBI
opranuzanuu. Opranuzanys J0KyMEHTO000pOoTa C UCIOIb30BaHUEM COBPEMEHHBIX

MH(QOpPMAIMOHHBIX  TexHosoruil.  Ha3nauenwe,  o0macTb  IpUMEHEHUS
koH(purypaunn «1C: 3apmiata u ynpasieHue nepcoHaioM 8.3». Pabora co
CIIPaBOYHUKAMU. VYuerHas IIOJIUTHKA. [ItatHOE pacnucaHue.

PernaMeHTHUpOBaHHBIM KaJpPOBBIA y4YET: IIPUEM, IIEPEMEIICHUE, YBOJIbHEHUE.
HesBku Ha paboTy: oTirycka, 60J1e3Hb, KOMAHIUPOBKH.

Tema 8. @opmupoBaHue U XpaHeHHeE JIel.

YcTaHOBIIEHME  TOpsAKA JABWIKEHHS JOKYMEHTOB WIM  YIPABJICHUE
JNOKyMEHTaluen OpraHMU3aLHH. CocraBnenue HOMEHKJIATYPBI nel.
®dopmupoBanue u odpopmiieHue aen. IloaroroBka JOKYMEHTOB K MOCIEAYIOIIEMY
XpaHEHUI0O M HCIOJIb30BaHMIO. (0OecrneueHue COXpaHHOCTU JIOKYMEHTHOM
uHpopMmanuu. [loaroroska u nepenaya J0KyMEHTOB Ha apXUBHOE XpaHEHUE.

5.2. Pa3nebl, TeMbI JMCHUIJIMHBI M BUABI 3aHATHH
ounan hopma odyuenusn

Buaer 3aHg9THHA, BKIFOYas Aynuto
CaMOCTOSTENBHYIO PabOTy CTY/ICHTOB PHBIX
No HanmeHoBaHue pazaena, TeMbl (B yacax) 3aHATUI
o /;1 JMCIUIUTAHBI (MOJTYJIS ) 3aHATHS 3aHATHS | camoc— | Bcero B
JICKIMOHH | CEMUHApPC | TOSATEINb WHTEpaK
Oro THIIA | KOTO THIIA Hast THBHOM
pabora dhopme
1. | Tema 1.ComepxxaHue U OCHOBHEIC 4 6 11 21
3a7a49u COBPEMEHHOTO
JIOKYMEHTAI[HOHHOTO obecrieueHus
YIPaBICHHS




2. | Tema 2. Uctopus pa3BUTHA 4 6 11 21 2
JIOKYMEHTAIIHOHHOTO obecrieyeHus
yOpaBiICHUST W €ro  HOPMAaTHUBHO-
MeToandeckas 6aza
3. | Tema 3. OcHoBHBIE TpeOOBaHWMS K 4 6/6 11 21
COCTaBJICHUIO u 0o(pOpMIICHHUIO
JIOKYyMCHTOB
4. | Tema 4. Cuctembl TOKYMEHTAIHN 6 6/6 11 23 2
5. | Tema 5. OOmue OCHOBHI JEIOBOM 4 6 11 21
KOPPECTOHICHITH
6. | Tema 6. Opranusarus 6 8/4 11 25
JIOKYyMEHT0000pOTa
7. | Tema 7. HubopmaimoHHbie 4 8 11 25
TEXHOJIOTHH B JIOKYMEHTAI[HOHHOM
o0ecreyeHn  ynpaBlieHHs
8. | Tema 8. ®opmupoBaHHEe W XpaHEHHE 4 8 12,5 24,5
Jien
KoHTakTHBIE Yachkl Ha aTTECTALMIO B 0,5
MEepUOJ] IK3aMEHAIIMOHHBIX CECCUM
[MoaroroBka K 9K3aMeHY 36
HToro 36 54/16 89,5 216 4
O0UHO-3a04HaA hopma 0OyueHus
Buas! 3aHaTHH, BKITFOYas AyautopH
Ne HaumenoBanue paszena, TeMbl CaMOCTOSTEIbHYIO PabOTy CTYICHTOB BIX 3aHATHH
i/ JTUCIIATUINHBL (B ak. gacax) B
3aHATHS | 3aHSATHSA | caMocTo | Bcero | HHTEpaKkTH
JIEKIUO | CeMHHA - B-HOU
H-HOTO | pC-KOro | TeiabHas dhopme
THTIA THma / pabota
U3 HUX B
dhopme
MPaKTH-
YECKOH
MIOJITOTO
B-KH
1. Tema 1.CoxepxaHue ¥ OCHOBHBIE
3a1auu COBPEMEHHOTO 1 212 18 21
JIOKYMEHTAI[HOHHOTO oOecrieyeHust
yIpaBJICHUS
2. Tema 2. HUcrtopus pa3BUTUSL
JIOKYMEHTAI[HOHHOTO obecrieyeHust 1 5 18 21 5
yOpaBJICHUS HM €ro  HOPMaTHUBHO-
MeToAnYecKas 0asa
3. Tema 3. OcHoBHble TpeOOBaHHS K
COCTaBJICHHIO u oOpMIICHUIO 1 2 18 21 2
JIOKYMEHTOB
4, Tema 4. Cuctembl JOKYMEHTALUU 1 4/4 18 23
5. Tema 5. OOmMEe OCHOBBI J€EJOBOM 1 2 19 29
KOPPECHOHICHIINN
6. Tema 6. Opranuszanus 1 2 20 23
JOKYMEHT0000poTa
7. Tema 7. WHdopmanmoHHble
TEXHOJIOTHM B  JOKYMCHTaIlHOHHOM 2 2 20 24 2
o0ecrnedyeHnH yIpaBiIeHus




8. Tema 8. @opmupoBaHHME M XpaHEHUE 5 2/2 20,5 24.5
Jen
IToaroToBka K s5K3aMeHy
KonraktHas  pabota B  mepuon 05
MPOMEKYTOYHOH aTTecTaluu ’
IMoaroToBka K 9K3aMeHy 36
Hroro 10 18/8 151,5 216 6

6. JlabopaTtopHbIe 3aHATHS

JlaGopaTopHble 3aHATHS HE TTPEyCMOTPEHBI.

7. IlpakTHYecKUe 3aHATHUS

ounasn popma odyuenusn

Ne HanmenoBanwue pazmena, TemaTnka MpaKTHYECKUX 3aHATHN O0BeM | B T.4. B popMme
T1/T1 TEMBI JUCIUTUIHHBI (gac.) |mpakTHUYECKOI
(Monmyns) MOJITOTOBKHU
1. | Tema 1.Conepxanue wu | 1.OCHOBHBIC HOHSATHUS JTOKYMCHTAIUH: 6
OCHOBHBIC 3amaun | (DYHKIUH, CBOMCTBA, KIaccu(hUKamus
COBPEMEHHOTO
JOKYMEHTAIIHOHHOTO
o0ecneyeHus! yrpaBiIeHHs
2. | Tema 2. Uctopus passutus | 1.Mcropus pa3BUTHSA 6
JOKYMEHTAIIMOHHOTO JIOKYMEHTAIIHOHHOTO obecrieyeHust
oOecriedeHus]  yMpaBlieHHUs | YIPaBICHHUS.
u €ero HOpMaTUBHO- | 2.HopMaTUBHO-METOAUYECKOE
MeToauJecKas 0aza obOecmeucHue JOY
3. | Tema 3. OcnoBuele | 1. TpeboBanuss Kk  0(OPMIEHHUIO 6 6
TpeOOBaHuUs K | pEeKBU3HUTOB
COCTaBJICHHIO U | yIpaBJIeHYECKHX TOKYMEHTOB
0(OPMIICHHIO IOKYMEHTOB | 2, PeakTHpOBaHHE 3arOiOBKOB U
TEKCTOB JOKYMEHTA.
4. | Tema 4. Cuctemsl | 1. JlIokyMEeHTHpPOBaHHUE 6 6
JOKYMEHTAIIUN OpraHU3aIMOHHO-PACTIOPSANTEILHON
JeSTeIbHOCTH
2.CocraBneHue u odopmiieHne
WHPOPMAIMOHHO-CITPABOYHBIX
JIOKYMEHTOB
3.0cobennoctn  odopmieHHs U
BEJICHUSI JIOKYMEHTAIMH 110 JMYHOMY
COCTaBy
5. | Tema 5. O0mme 0CHOBEI 1. SI3BIK W CTWIb  JEJIOBOU 6
JIeTTIOBOM KOPPECIIOHJICHIINY | TOKYMEHTAIH
2. Uzyuenue ocobeHHoCcTe!
MOJrOTOBKH CIYKEOHBIX THCEM
6. | Tema 6. Opranuzauus 1. Opranuzauus paboTsI c 8 4
JOKYMEHT0000poTa JIOKYMEHTaMH Ha MIPEIPUSITHI
2.CocraBienue CXEMBI
JIOKyMEHTO000pOoTa B
OpTraHU3alUN.
7. | Tema 7. Uadopmanmonnsie | 1.CocraBneHue u oopmienue 8
TEXHOJIOTHH B JIOKYMEHTAIH 1o TPYIOBBIM
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JTOKYMEHTAIIMOHHOM OTHOIIICHHSM B nporpamme
obecrieueHuy ympasiaenus | «1C:3apmmara u VIIpaBJICHHE
nepcoHanom 8.3».
8. | Tema 8. ®opmupoBanne u | 1. OcobOeHHOCTH COCTaBJICHHS 8
XpaHEHHE JeTT HOMEHKJIATYPbI JeT IPEATIPUATHSL
2. Tlopsimox (opMHpPOBaHHSA 11 H
odpopmiieHusT WX AN apPXHBHOTO
XpaHCHHUS
Hroro 54 16
O0UHO- 3a04HaA hopma 0OyueHus
Ne HaunmenoBanue paszzena, TemaTHka MPaKTUYECKUX 3aHATHI O0beM | B T.4. B popme
/i TE€MBI JUCIUTLINHBI (dac.) |mpakTuU4eckoi
(Moyms) OATOTOBKH
1. | Tema 1.Comepxanne wu | 1.OCHOBHBIE TOHATHS TOKYMEHTAIUH:
OCHOBHBIE 3a1a4n | pyHKIUH, CBOWCTBA, KIIaCCU(PHUKAIHS
COBPEMEHHOI0 2 2
JTOKYMEHTAIIMOHHOTO
o0ecrieyeHusl ynpaBlIeHHs
2. | Tema 2. Ucropust pazutus | 1.Mcropus pa3BUTHL
JTOKYMEHTAIIHOHHOTO JOKyMEHTAI[HOHHOTO obecnieyeHnst
oOecrieyeHus]  yIpaBICHHS | YIPaBICHUS.
" ero HOpMaTHUBHO- | 2.HopmaTuBHO-MeTOIMYECKOE 2
MeToauJecKas 0aza obOecmeucHue JOY
3. | Tema 3. OcHoBuble | 3. TpeboBanust K  O(OPMIIEHHUIO
TpeboBaHus K | peKBU3HUTOB
COCTaBJICHHIO U | yIpaBIeHYECKUX JOKYMEHTOB 2
O(hOpMIIEHHIO IOKYMEHTOB | 4, PelakTHpOBAaHHME  3aroliOBKOB M
TEKCTOB JIOKYMEHTA.
4. | Tema 4. Cuctemsl | 4. JIoOKyMEHTHPOBaHHUE
JTOKyMEHTaIu! OpraHHU3aI[MOHHO-PACTIOPSIUTEILHON
JeSITeTbHOCTH
5.CocraBnenue u odopmiieHne
MH()OPMALIMOHHO-CIIPABOYHBIX 4
JIOKYMEHTOB 4
6.0cobennoctn  oopmiIeHUS U
BE/ICHHSI JTOKYMEHTAI[MH IO JINYHOMY
COCTaBy
5. | Tema 5. O6uiue 0CHOBBI 3. S3pIK M CTHIB  JIeNOBOM
JeTI0BOM KOPPECTIOHICHIINN | IOKYMEHTAIIH 2
4. Uzyuenue ocobeHHoCTe!
HOJATOTOBKH CITY>KEOHBIX MUCEM
6. | Tema 6. Opranuszauus 2. Opranuszanus paboTsI c
JOKyMEHT0000poTa JOKyMEHTaMH Ha TPEIIPHATHA
2.CocraBieHue CXEMBI 2
JIOKYMEHTOO00pOTa B
Opra”Hu3aluu.
7. | Tema 7. Uadopmanmonnsie | 1.CocraBneHue u oopmienue
TEXHOJIOTHH B JOKyMEHTAIIN! o TPYJIOBBIM
JOKYMEHTAIIMOHHOM OTHOIICHHUSM B nporpamme 2
obecneuenun ynpasienuss | «1C:3apruiata u yIpaBJIeHHe
nepcoHasoM 8.3».
8. | Tema 8. ®opmupopanre u | 3. OcoOEHHOCTH COCTaBJICHHS
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XpaHeHue Jen HOMEHKJIATYPBI IC]T TIPEATTPUATHSI 2 2
4. Tlopsgok (GopMHpOBaHHS I€1 U
opopMICHHST HMX S apXUBHOTO
XpaHEeHHUs

Hroro 18 8

8. TemaTuka KypcoBbIX padoT (IIPOEKTOB)

KypcoBble nipoekThl (paboThl) HE MPETYCMOTPEHBI.

9. CamocrosiTeqbHAs padoTa CTyAeHTa

CamocrosiTennbHasi paboTa CTyA€HTa TMPU  HM3YYCHUHM  JUCIUTUIMHBI
«DNEKTPOHHBIN JOKYMEHTOOOOPOT» HAIpaBJICHA HA:

—OCBOEHHE PEKOMEHJIOBAHHOM MPENOJABATENIEM M  METOAUYECKUMU
yKa3aHUSIMA TIO0 JAHHOM JMCUUIUIMHE OCHOBHOM M JIOMOJHUTEIHHOM ydeOHOM
JUTEPATYPBL;

—U3y4eHHEe O00pa3oBaTENIbHBIX PECYPCOB  (JIEKTPOHHBIE  y4YEOHUKH,
AIIEKTPOHHBIE OMOJIMOTEKH, JIEKTPOHHBIE BUACOKYPCHI U JIp.);

—paloTy ¢ KOMIIBIOTEPHBIMU 00YYaIOIIMMU TPOrpaAMMaMU;

— BBIINIOJIHEHUE JOMAIIHUX 3aJJaHUI 110 IPAKTUYECKUM 3aHSTHSIM;

—CaMOCTOATENbHBI  TOMCK HWH(popmanuu B HMHTepHere U JIpyrux
MCTOYHHKAX;

—OJITOTOBKY K 3K3aMEHY.

Tema 1. Copepxkanme W  OCHOBHBbIE 33a4d  COBPEMEHHOIO
JOKYMEHTAIMOHHOIO o0ecnevYeHnsl yIPaBJIeHUs.

B pamkax naHHOM TeMbl HEOOXOIUMO:

1) uzyuume meopemuuecKkue 60NPOCHL:

1. Ilpenmert, conepxanue u 3agaun JOY.

2. IloHaTue u CBOMCTBA JOKYMEHTA

3.MecTto ¥ poab JOKYMEHTOB B YINPABICHUU HA COBPEMEHHOM JTarle.

4 Knaccudukanus T0KyMEHTOB.

2) Oamb onpedenenue ocuhosHvim nousmuam: JIOY, mupeamer OV,
uH(popMalusi, JOKyMEHT, JAEJIOMPOU3BOACTBO, KJIacCu(PUKAIINSI JOKYMEHTOB.

3) noocomosums omeemuvl Ha KOHMPOJIbHbIE BONPOCHI.

4) evinoHumb 3a0aHUsL.

OyeHnounvie cpedcmea: ONPOC, HANUCAHUe dcce; ydacmue 8 00CydHcoOeHuu
omeemos Ha meopemuyeckue U KOHMPOIbHblE  GONPOCHl,  GbINOJHEHUE
CUMYAYUOHHBIX 3a0aYy

Tema 2. HWcropus pa3BUTHS JOKYMEHTAIIMOHHOIO o0ecne4eHus:
YIPAaBJE€HUA U er0 HOPMAaTHUBHO-MeTOAMYeCKas 0a3a.

B pamkax qanHON TeMbl HEOOXOIUMO:

1)  usyuums meopemuueckue 60npocwl:

1.lenonpou3sBoacTtro B [peBHeit Pycu.

2.ITpukaznoe aenonpousBoactso XV- XVII BB.

3.Konnexckoe Aenonpoun3BOICTBO.

4 Munucrepckoe aeaonpou3BoacTtBo XIX- Hayama XX BB.
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5. Wcropus yrpaBieHus U AeI0NPOU3BOACTBA B XX BB.

6.CocTtaB HOpMaTUBHO-MeToAMYecKoM 6a3bl JIOY.

7.Crannaptuzanus u yaudukamus cucremsl JJOY.

8.06miepoccuiickue KiiacCuPUKaTopbl JOKYMEHTAIIUH.

9.'ocynapctBeHHas cucrema JIOKyMEHTAI[MOHHOTO obecrieueHus
yIpaBJICHHUS.

2) Oamb onpeodeieHue OCHOBHbIM  NOHAMUAM.  J€JIOTPOU3BOJICTBO;
MPUKa3HOE JEIOMPOU3BOACTBO; KOJIJICKCKOE JEIOMPOU3BOJCTBO; MHUHUCTEPCKOE
JIEIOTIPON3BOICTBO; HOpMAaTHBHO-MeToaudeckas 0Oaza JIOVY; crammapTtuzanus
cuctemsl JIOY; yandukamus cuctemsr JIOY; TCHOY.

3) noocomosums omeemul Ha KOHMPOJIbHbIE BONPOCHL.

4) evinornumo 3a0aHusl.

Oyenoynvlie cpedcmea. ONpoc, NO020MoBKa pegepamos, yuacmue 8
00CyIHCOeHUU OMBEemOo8 Ha meopemuiecKue U KOHMPOJIbHbLE BONPOCHL, GbINOJIHEHUE
CUMYAYUOHHBIX 3a0aYy

Tema 3. OcHOBHbIe TpPeOOBAHUA K COCTABJEHMID M O(QOPMJIEHMIO
TOKYMEHTOB.

B pamkax naHHOM TeMbl HEOOXOIUMO:

1) uzyuumo meopemuueckue 60npocwi:

1.biaHku JOKYMEHTOB U TPEOOBAHUS K HUM.

2.CtpykTypa JOKyMEHTA.

3.TpeboBanuss k odopmiaenuto nokymentoB mo ['OCT P 6.30-2003
«YHUu(UIMPOBaHHBIE CHUCTEMbl JIOKYMEHTAllMU. YHU(PUIHUPOBAHHAS CHUCTEMA
OpraHU3alMOHHO-PACTIOPSIANTEIBHOM JIOKYMEHTAIMH. TpeboBanus K
0(OPMIICHUIO TOKYMEHTOBY.

2) damb onpedeyieHue OCHOBHbIM NOHAmMuUAM: ONaHK; oOImM ONaHK; OJaHK
MUCchbMa, OJJaHK KOHKPETHOTO BHJIa JJOKYMEHTA; PEKBU3UT JOKYMEHTa; (popMyisp-
obpa3ery

3) noocomosums omeemul Ha KOHMPOJIbHbIE BONPOCHL.

4) evinoHumb 3a0aHUsL.

Oyenoynvlie cpedcmea: onpoc, ywacmue 6 O00CYHCOeHUU OMmMEemos Ha
meopemuyecKue u KOHMpOibHble BONPOCHL; BbINOJIHEHUE CUMYAYUOHHBIX 3A0ay

Tema 4. CucremMmbl JOKyMEHTAIIUU

B pamkax naHHO# TeMbl HEOOXOIUMO:

1) uzyuums meopemuuecxkue 60npocwl:

1.Cucrema opraHn3aliMOHHON TOKYMEHTAIIUY.

2. Cucrema pactiopsiAuTeIIbHON JOKYMEHTALINH.

3. Cuctema HH(POPMALIMOHHO-CIPABOYHOM TOKYMEHTAIIMH.

2) Oambv  onpedenenue  OCHOGHbLIM  NOHAMUAM:  OPTaHU3ALMOHHbBIC
JIOKYMEHTBI, PaCIOpPSIAUTEIbHBIE JOKYMEHTHI; WH(OPMAIMOHHO-CIIPABOYHBIC
JOKYMEHTBI, YCTaB; IOJOKEHUE; WHCTPYKIUS;, JOKHOCTHAsE WHCTPYKIIUS;
IITATHOE pACMHCAHUE; MOCTAHOBIICHUE; MPUKA3; PACIOPSKEHUE, YKAa3aHUE; aKT;
MPOTOKOM; JOKJIAJHAs 3amucKa, OOBSICHUTENbHAs 3alucKa; CIpaBKa;, TOKJIa;
TejerpaMma; TenedoHorpaMmma.

3) nooeomosums omeemul Ha KOHMPOJIbHbIE BONPOCHL.
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4) evinornums 3a0aHuslL.

Oyenounvie cpedcmea: onpoc, yuacmue 6 o00CYHCcOeHUU Omeemos Ha
meopemuuecKue u KOHMpOoabHble BONPOCHI,; BbINOJIHEHUE CUMYAYUOHHBIX 3a0ay

OuenuBaetrcs ¢popmupoBanue komnerenuii [1K-8, ITK-11

Tema 5. O011ue 0CHOBBI /1€JI0BOI KOPPECTIOHACH M.

B pamkax naHHOM TeMbl HEOOXOAUMO:

1) uzyuume meopemuuecKkue 60NPoCsHL:

1. City:xeOHas nepenucka Ha NpeapUsITHH.

2. JlenoBast peub U €€ rpaMMaTHYE€CKHE OCOOCHHOCTH.

3. Jlornueckoe noCTpOCHUE TOKYMEHTOB.

2) Odamb onpedeneHue OCHOBHbIM NOHAMUAM: THUCHBMO; MUCHMO-TIPOCHOA;
MUCHMO-3aMpPOC; COMPOBOAUTEIHHOE MHUCHMO; MUCHMO-TIPEANIOKEHUE; MUCHMO-
MOATBEPIKICHUE; MMMCHMO-U3BEIICHHCE; MMACHMO-HAITOMUHAHNUE; TUCHMO-
IpUrianieHue; MUPKYJIIpHbIE MUChbMa; IeJI0Bask peub; ClIy>KeOHas rmepernucka

3) noocomosums omeemul Ha KOHMPOJIbHbIE BONPOCHL.

4) evinoHums 3a0aHUSL.

OyenoyHvle cpedcmea:. ONpoc, HANUCAHue 3cce;, ydacmue 8 00CyHcOeHuu
omeemog Ha meopemuyecKkue U KOHMPOJIbHbIE BONPOCHl,  BbINOJIHEHUE
CUMYAYUOHHBIX 3a0aYy

Tema 6. Oprann3anus 10KyMeHT0000pOTA.

B pamkax naHHOU TeMbl HEOOXOIUMO:

1) uzyuume meopemuuecKkue 60NPocwl:

1. ITonsitue 151 IIPUHLIATIBI OpraHU3alHH JOKYMEHTO000pOoTA.
2.1IpoxoxaeHne MW TOPANOK HCHOJHEHUS  BXOISIIMX  JOKYMEHTOB.
3.IIpoxoxnenue VCXOJISIIINX 51 BHYTPEHHHUX JOKYMEHTOB.

4.PaboTa ¢ KOH(HICHINATbHBIMU JOKYMEHTAMH.

5. PaGoTa ¢ nucbmMamMu ¥ OOpaIllEeHUSIMH TPaKIaH.

2) Oamb onpeoeneHue  OCHOBHbIM  NOHAMUAM: JOKYMEHTOOOOPOT;
JIOKYMEHTOIOTOK; (JOPMBI OpraHU3aliuu padOThI C JOKYMEHTaMU; XapaKTEPUCTUKU
JIOKyMEHTOTIOTOKOB; BXOIA111as KOPPECTIOHIEHITHS; HCXOIAIIAs
KOPPECTIOHICHITHS;

3) no02omosums omeemvl Ha KOHMPOAbHbIE BONPOCHI.

4) evinoHumov 3a0aHUAL.

Oyenounvie cpedcmea: Onpoc, NO020mMo6Ka pegepamos, yuacmue 8
00CyIHCOeHUU 0MBemos Ha meopemuiecKue U KOHMpPOIbHbLE BONPOCHL, GbINOIHEHUE
CUMYAYUOHHBIX 3a0aYy

Tema 7. HNHpopMauMoOHHBIE TEXHOJOIMM B JOKYMEHTAIIMOHHOM
o0ecneyeHNH ypaBJIeHHU.

B pamkax qanHON TeMbl HEOOXOIUMO:

1) uzyuumos meopemuueckue 60npocwl:

1. Xapakrepuctuka u KiIaccupukanus HMHPOPMAIUOHHBIX  CHUCTEM
YIPABJICHHS TOKYMEHTAMHU.

2.91eKTPOHHBIN JOKYMEHTOOOOPOT: MOHATHE U TPUHITUIIBI OPTaHU3AIIH.

3. Opranuzanusi JOKYMEHTOOOOpPOTa C MCIHOJB30BAaHHUEM COBPEMEHHBIX
UH(OPMAITMOHHBIX TEXHOJIOTHH.
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4. Haznauenue, ob6macth nmpuMmeHenus koHpurypauumu «l1C: 3aprnata u
yIIpaBJICHUE NEPCOHATIOM 8.3».

2) 0damb onpedenenue OCHOBHbIM NOHAMUAM: WHOOPMAIIMOHHAS CHCTEMA;
AIIEKTPOHHBIN TOKYMEeHT0000pOoT; cripaBouHuku; UCY /1.

3) noocomosums omeemul Ha KOHMPOIbHblE BONPOCHI.

4) evinoHumb 3a0aHUsL.

Oyenounvle cpedcmea: ONpoc, HANUCAHUe 3cce; ydacmue 8 00CyHcOeHuu
omeemog Ha meopemuyecKkue U KOHMPOIbHbIE B8ONPOCHl,  GbINOJHEHUE
CUMYAYUOHHBIX 3a0ay

Tema 8. @opmupoBaHue U XpaHEHHUE JeJI.

B pamkax JaHHOI TeMbl HEOOXOIUMO:

1) uzyuumo meopemuueckue 60npocwi:

1.CocraBieHre HOMEHKIATYPHI 7.

2. ®opmupoBanue u 0hOpMIICHUE JEN.

3. [loaroroBka u nepeaayda JOKYMEHTOB Ha apXHUBHOE XpaHEHHE.

2) Oamb onpedeneHue OCHOBHLIM HNOHAMUAM: HOMEHKIATypa e,
dbopmupoBaHUe JIeT; apXUBHOE XpAaHEHUE; CPOKU XPaHEHUS; SKCIIEPTHU3a IIEHHOCTH
JIOKyMEHTOB; CPOKH XpaHEHHS JIOKYMEHTOB.

3) noocomosums omeemul Ha KOHMPOJIbHbIE BONPOCHL.

4) evinoHumb 3a0aHUSL.

Oyenounvie cpedcmea: onpoc, ydacmue 6 O00CyHcOeHUU Omeemos Ha
meopemuuecKue U KOHMpOabHble BONPOCHL,; BbINOJIHEHUE CUMYAYUOHHBIX 3A0aY

10. IlepeyeHb HOPMATHBHBIX MNPABOBBLIX AaKTOB, OCHOBHOH WM
JAOINOJIHUTEJIbHONW Y4e0HONl JMTepaTypbl, HEOOXOAUMBIX /ISl OCBOCHUS
TUCHUTITTHHBI

a) HOPMaTUBHBIC TIPABOBBIC AKTHI

1. I'paxnanckuii xkomexc P®: denep. 3axon ot 30.11.94 Ne51-D3//
Koncynprant ILmtoc [DneKTpoH. pecypc]. — DneKTpoH. aaH. — [M., 2018.]

2. «O06 wunbopmaru, WHOOPMAIMOHHBIX TEXHOJIOTHSX W O 3alluTe
undopmaruny: denep. 3akon ot 27.06.2006 Nel49-d3// Koucynbrant I[lnroc
[DnekTpoH. pecypc]. — DneKTpoH. 1aH. — [M., 2018.]

3. «O0 anexTponHoOM nudposoit noanucu» Pexaep. 3akon ot 10.01.2002
Nel-®3// Koncynsrant I[lmoc [DnektpoH. pecypc]. — DnekTtpoH. mgaH. — [M.,
2018.]

4, «O kommepueckoi TaitHe»: Denep. 3akoH oT T 29.07.2004 Ne 98-D3//
Koncynbrant [Intoc [DnekTpoH. pecypc]. — DnekTpoH. nad. — [M., 2018.]

S. I'OCT P MCO 15489-1-2007 «Cuctema cTaHIapTOB MO UH(POpMALUH,
OMOJMOTEUHOMY W M3JaTeIbLCKOMY Jelly. YTpaBlieHHe AokymeHTamu. OOrue
TpedoBanus» // Koncynprant [lntoc [DnekTpoH. pecypc]. — DaeKkTpoH. aaH. — [M.,
2018.]

6. I'OCT P 6.30-2003«YHauduiupoBaHHbIe CHCTEMbI JTOKYMEHTAIIWU.
YuudurmpoBannas cucrema OpraHU3aIMOHHO-PACTIOPSAIUTEITHHON
JIOKYMEHTAIUU. TpebGoBanus K 0(OpMIICHUIO JIOKYMEHTOBY
I'OCT 51141-98 «/lenonpou3BoAcTBO M apXuBHOE Jieno. TepMuHbl U
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onpenenenus» // Koncynerant I[lmoc [DnekTpoH. pecypc]. — DIEKTpoH. maH. —
[M., 2018.]

7.  TOCT P 54471-2011/1SO/TR 15801:2009 «CucTeMbl 3J1€KTPOHHOTO
JOKYMEHTO0O0OOpoTa. YTpaBieHue noKyMeHTanuend. Madopmamms, coxpansemas B
DJIGKTPOHHOM BHJIe. PekoMeHJanmuu TI0 OOCCIICUeHUI0 JTOCTOBEPHOCTH U
HaziexkHocT // KorcynbranT [lmtoc [DnekTpoH. pecypc]. — DaeKTpoH. aaH. — [M.,
2018.]

8. «l'ocymapcTBeHHass CUCTEMa JIOKYMEHTAIIMOHHOTO  OOCCTICUCHHSI
yrnpasienus. OcHOBHbIE MOJokeHuA. OOmme TpeOOBaHHUS K JOKyMEHTaM U
ciyx0aMm JoKyMeHTarmoHHoro obecniedeHus» // KoncynpranT [lnroc [DmekTpoH.
pecypc]. — DnekTpoH. naH. — [M., 2018.]

9. Obmmepoccuiickuii  KacCU(pUKATOp YNPaBICHUYECKOW JOKYMEHTAIUH
OK 011-93 (OKVY][). (YTBepkIeH U BBEIECH B JCHUCTBUE IOCTAHOBICHHEM
['occrangapra PO ot 30.12.1993 Ne 299 (¢ usm. u gom.ot 1999-2002 rr.) //
Koncynprant [Lmtoc [DneKTpoH. pecypc]. — DneKTpoH. aaH. — [M., 2018.]

0) OCHOBHas1 JIUTEpaTypa

l.beikoBa, T. A. JlokyMeHTanMOHHOE oOOecreueHue YIpaBleHUs
(menompou3BojicTBO): yuebHoe mocooue / T.A. beikoBa, T.B. Kysnemnona, JI.B.
Cankuna; nmox obm. pen. T.B. KysuenoBoit. — 2-¢ u3na., mepepald. u oM. —
MockBa: UHOPA-M, 2020. — 304 c¢. — (Bricmiee oOpa3zoBanue: bakanaBpuar). -
ISBN 978-5-16-004805-5. - TekcT: anekrponHsbiit// IbC «Znanium.comy: [caiT]. -
URL.: https://znanium.com/catalog/product/1078152

2.0OCHOBBI JI€JONMPOU3BOJACTBA: yueOHOoe mnocodue / A.M. Acamues, 1.H.
Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ u3j., ucnp. u gon. — Mocksa:
NH®PA-M, 2020. — 146 c. — (Bricmiee oo6pa3oBanue: bakanaspuar). — ISBN
978-5-16-015831-0. - Tekct: anekTponusbIit// IbC «Znanium.comy: [caiT]. - URL:
https://znanium.com/catalog/product/1059311

B) JIOTIOJTHUTENIbHAS TUTEPATYPa

1.Pa3nopoxHbIid, A. A. JlokymeHTHUpOBaHue YIIPaBJICHYECKON
nesitenbHOCTH: yueb. mocooue / A.A. Pazmopoxusiii. — MockBa: UHOPA-M,
2018. — 304 c. — (Bwicmiee obOpaszoBanue: bakamaspuar). - ISBN 978-5-16-
011744-7. - Tekct: snektponHblli/ OBC «Znanium.comy»: [cakt]. - URL:

https://znanium.com/catalog/product/969585

2.O1eKTPOHHBIA  JOKYMEHTOOOOpPOT U  olecreuyeHue 0Oe30MacHOCTH
cranaaptHbiMu cpeactBamu WINDOWS: yue6Hoe nocobue / JI.M. EBnokumosa,
B.B. Kops6kun, A.H. ITembkun, O.I'. lIBeukoBa. - MockBa: KYPC, 2019. - 296 c.
- ISBN 978-5-906923-24-0. - Tekct: anektponHslit// ObC «Znanium.comy: [calT].
- URL.: https://znanium.com/catalog/product/1001864

3.CokonoBa, O.H. JlokyMeHTalMOHHOE oOO€cleyeHue yOpaBJieHUs B
opranuzanuu: yuyeonoe nocooue /O.H. Cokonosa, T.A. Akumouknna. — MockBa:
KuoPyc, 2020. — 192 ¢. — (6akamaBpuar). — ISBN 978-5-406-07579-1. —
TekcrT: AJIEKTPOHHBI// OBC «Book.ruy: [caiiT]. — URL:
https://book.ru/book/932896

4.beikoBa, T. A. JIOKyMEHTAllMOHHOE OOECIEUYCHHE  YIPABIICHUS
HETroCyJJapCTBEHHbIX OpraHu3auuii: ydyeOHoe mnocoobue / T.A. bsikoBa, JI.B.
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https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1059311
https://znanium.com/catalog/product/969585
https://znanium.com/catalog/product/1001864
https://book.ru/book/932896

Cankuna. — 2-e u3f., nepepad. u non. — Mocksa: UHOPA-M, 2020. — 302 c.
— (Beoicmiee o6pazoBanue: bakanmaBpuar). - ISBN 978-5-16-010379-2. - Tekcr:
AIIEKTPOHHBIN// 2bC «Znanium.comy: [cailT]. - URL:
https://znanium.com/catalog/product/1072260
11. Ilepedyensb pecypcoB HHGOPMALMOHHO-TEJTEKOMMYHUKAIIMOHHOM CeTH

«AuTepHer» M HMHPOPMAUMOHHBIX TEXHOJOIWH, MCHOJb3YEMbIX MNpPH
OCYILIECTBJIECHHUH O00pa30BaTelbLHOI0 Mpolecca M0 JAUCHUIIHHE, BKJIKYAfA
nepeyeHb MPOrpaMMHOIO oOecnevyeHusi, MPoPeccCHOHAIBLHBIX 0a3 JAHHBIX H
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

1. Pecypchl nHPOpMAITMOHHO-TEIEKOMMYHUKAIIMOHHON ceTu «WHTepHeT»,
BKJTFOYAs MpoheCCHOHATBHBIC 0a3bl JAHHBIX

- https://www.book.ru/ - 95C Book.ru

- http://www.iprbookshop.ru - 95C IPRbooks

- https://ibooks.ru/ -OBC Aiibykc.ru/ibooks.ru

- https://rucont.ru/ - DBC «HarmonanbHbI# IMGPOBOH pecypc «PyKOHT»

- http://znanium.com/ - 5bC Znanium.com

- https://dlib.eastview.com/- ba3a nannsix East View

2. UnudpopMaiimnoHHO-CIIPABOYHBIE CUCTEMbI

CIIC Koncynperantllntoc. KomneloTepHasi cipaBoyHasi IpaBoBasi CUCTEMA,
HIUPOKO UCIOJIB3YETCSl YUCHBIMH, CTYJEHTAMH U TMpenojaBaTeysaMu (MOMUCKa Ha
[10)

3. JIu1ieH3MOHHO TPOrpaMMHOE 00ECIICUeHHE

1. Desktop School ALNG LicSAPk MVL.

a. Office ProPlus AIll LngLic/SA Pack MVL Partners in Learning
(muuensusnanaket Office Professional Plus)

b. Windows 8

2. KoncynpTant + Bepcus nmpod.- cripaBovHasi mpaBoBasi CCTEMa

3. Cuctema TectupoBanus INDIGO.

4. 1C: llpennpusitue 8

4. CBOOOIHO pacpOCTpaHsieMOe MPOrpaMMHOE 0OecrieueHne

1. AdobeAcrobat — cBo6ogHO-pacpocTpansiemoe 110

2. NnTepuer-6paysepbiGoogleChrome, Firefox — CBOOOHO-
pacnpoctpansiemoe 110

Kaxnapiii oOydaroniuiicss B TEUE€HHUE BCEro oOOydeHHUsT OOecIeunBaeTcs
WHIUBUIYAIbHBIM ~ HEOTPAHMYCHHBIM  JOCTYIIOM  3JICKTPOHHO-OMOIMOTESYHOU
CUCTEME U JIEKTPOHHOU MHPOPMAIMOHHO-00pa30BaTEIHHOM Cpejie.

12. Onucanue MaTepHaJIbHO-TEXHHYECKON 0a3bl, He00XO0AUMON 119
OCYIIECTBJIEHUS 00Pa30BaTEJIbLHOI0 MPOIecca MO JUCHUILINHE

OO6pa3oBaTeNbHBIN npoliecc obecrieunBaeTCs CIelIMaJIbHBIMU
MOMENICHUSIMU, KOTOpBIE TPEJCTABISIOT COOOM ayIuTOpuM [JIsi TPOBEICHHUS
3aHATANW JIGKIIMOHHOTO THITA, 3aHATHH CEMHHAPCKOTO THIIA, BBIIOJHEHUS
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https://znanium.com/catalog/product/1072260

KYPCOBBIX pa0OT, TPYIIOBBIX W HWHIUBUIYAIBHBIX KOHCYJIBTAIIUH, TEKYIIETO
KOHTPOJII M TIPOMEXKYTOYHOM arTecTaluu, MOMEMICHHUS MJii CaMOCTOSITeIbHON
paboThl CTYIEHTOB M TIOMEIICHUS] I XpaHEHUusT U MNpoPUIAKTUYECKOTO
o0cy>kMBaHUs y4eOHOT0 000PY/I0BaHMUS.

CrneunanbHbie MOMEIICHUS COOTBETCTBYIOT JENCTBYIOLUM
MPOTUBOIIOKAPHBIM MTpaBUIIaM U HOPMaM, YKOMIUIEKTOBAHbI CIEIIMAIM3UPOBAHHON
MeOebIo.

AyauTopuy  JEKUMOHHONO  THUMA,  OCHAUICHHbIE  MPOCKUMOHHBIM
00Opy/IOBaHUEM M TEXHUYECKHUMH CPEACTBAMH OOYYeHHs, 00eCrednBaIOUIIMHU
npeacTaBiieHne yaeOHON nHpOopMaIy OOJBIION ayTUTOPUH, TEMOHCTPAITMOHHBIM
o0opyIOBaHUEM.

[Tomemienust 1711 CaMOCTOSITENBHONM pabOThl OOYyYaIOUIMXCA OCHAIICHBI
KOMITBIOTEPHOM TEXHUKOM, oOecrneunBaronieil Aoctyn K cetd HWHTepHeT u
NEKTPOHHON MH(GOPMAIIMOHHO-00pa30BaTEIBHON Cpe/ie YHUBEPCUTETA.

18



