[loKyMeHT noanucaH npocToi 31eKTPOHHOM NOANUCHIO
WUHdopmaumsa o Bnagenbue:

(®WO: Manaxosa CeetnaHa [IMuTpueBHa

[omkHocTb: OupekTop Gunmana

[ata nognucanus: 20.07.2026 16:28:17

YHUKANbHBIA NPOTPAMMHbIiA KITHOY:
cba47a2f4b9180af2546ef5354c4938c4a04716d

Jluct aktyaau3auuu padoyeif nporpaMMbl JUCUHUILJINHBI

b1.B.01.10 «/loxkymeHTaunoHHOoe obecneyeHne JOrHCTUHYECKUX NPOLEecCOBY
HHACKC MO Y‘{C6HOMy 1aHy, HAUMEHOBAaHHE

JUIS TIOATOTOBKU 0axanaBpoB
Hanpasnenue: 38.03.02 MeneaxMeHT
Hanpasnennocts: Jlornctuka

®opma 00y4yeHHs: OYHas, OYHO-3a04Has

Kypc 3
Cemectp 5

B pa6ouyro nmporpaMMy BHOCSTCS CIE€IYyIOLINME U3MEHEHHU:

1. JIOMOJHEH CTUCOK OCHOBHOM JINTEPATYPHI:
[MaBnoBa, P. C. JokymeHnTalmonHoe obecneuenue ynpasienus / P. C. [TaBnoBa. — 2-
e u3n., crep. — Cankr-IlerepOypr : Jlanp, 2023. — 608 c. — ISBN
978-5-507-46443-2. — TeKCT : S1neKTpOHHbIH // JIaHb : 31eKTpOHHO-0HOIHOTeYHES
cucrema. — URL: https://e.lanbook.com/book/310175

A -
PaspaboTumk; DL Akumosa JLIL
{(DHO, ygﬁ:-uin CTencHe, YHCHOE IRAHNE) «%Z » ﬂj” 20 xy r

Pa6oyas nporpamma nepecMoTpeHa U ojobpeHa Ha 3acelaHuu Kadeapbl 3KOHOMHKHU U
ynpasnenus: npotokon Ned ot «_»el 207w r.

3aBenyromui kadeapoi Cfbf’ 51.3. OBYapEHKO K.3.H., JIOIIEHT

(DHO, yueHas cTeneHs, yueHoe 3BaHHE)




YTBEPXKIAIO:

.0. 3am. alpekTopa 1o yueGHoH

pabore k /
e Qr’,-- T.H. [Tumxuua
“Ay " oo\ _ 2023 r.

JIner akryanuzaunu padoyei nporpaMmel HCHHILIHHLI

«b1.B.01.10 JOKYMEHTAIIHOHHOE OBECIIEYEHHE
JJOTHCTHYECKHUX MPOLIECCOB»

HHACKC NO WC'EHQM}' nnany, HaunMCcHOBaAHHC

JuUis oATroTOBKH DakanaBpos
Hanpasnenne: 38.03.02 MenepkMenT
Hanpasaennocrs: Jlornctuka

®opma obyuenns: ouHas, O4HO-32049HAs

Kypc 3
Cemectp 5

B pa6ouyio nporpaMmy BHOCSTCSH CHEAYIOUIME W3MEHEHUS *

1) JlorojiHeH CHHCOK JIONOMTHHTENBHOH JTHTEPATYPbI:

Kysneuos, U. H. Jlokymenraunonnoe obecrneuenne ynpasnenus. JlokymentooGopor u
JIeIONPOU3BOACTBO :  y4eOHMK M NPAaKTHKYM JUIi CpPeAHero Mpod)eccHOHAILHOIO
obpasosanus / WM. H. Ky3unenos. — 4-e u3n., nepepab. u mon. — Mocksa : U3narenscTso
IOpaiit, 2023. — 545c.— (Ilpodeccuonansnoe obpazosanne). — ISBN 978-5-534-
16004-8. — Texker : anexrponnsiii / ObpazosatensHas miardopma IOpaiit [caiit]. —
URL: https://urait.ru/bcode/523613

Paspaborunk:__JI.A. YaycoBa K.3.H., JIOLEHT ..Mé‘,u/}/

(DHO, yueHan cTencHs, YHEHOE IBAHTIC) «2%5 [ /@ E 202 3r
PabBouas nporpamma nepecmorpena u oobpena Ha 3acelaHUH Kadeapsl IKOHOMHUKH H
ynpasaenusa nporokon Ne 10 or «23» mas 2023 r.

3aBeayronuii kadeupoii @7 J1.3. OBYapEeHKO K.9.H.. JIOUEHT
(DHO, yuenas crenens, yueHoe InaHmNe)







MHHHCTEPCTBO CEJBLCKOIO XO3HCTBA POCCHHCKOH ®EJIEPALIHH
GEJEPANIBHOE MOCYIAPCTBEHHOE BIO/LKETHOE OBPASOBATENEHOE YUPERIEHHE BBICIIEND OEPAIORAHHA
POCCHHCKHH I'OCYJIAPCTBEHHBI ATPAPHBIH YHUBEPCHTET - MCXA
uvenn KA. THMHPSIZ3EBA
(PIrBOY BO PIAY - MCXA nmenn K.A. Tumupuiena)

KAJNYKCKHHA OHITHAI

PakynbTeT IKOHOMHYECKHI
Kadenpa Ynpasnenus cenbcKOX03sHCTBEHHAIM IIPOH3IBOJICTBOM
YTBEPKJIAIO:.

3am. nHpexTopa no yyeGHo# pabote
/,_ﬁ" Xponos E.C.

F gl 202

PABOYAS IPOTPAMMA YYEBHOM JUCIHATIIMHBI

B1.B.01.10 JOKYMEHTAIIHOHHOE OBECIEYEHHE JIOTHCTHYECKHX
NPOLIECCOB

(HAHMEHOBAHWE THCLHTUIRESI )

JUI8 NOATOTOBKH OakanaBpoB

@roC BO

Hanpagsnenue: 38.03.02 MenexkmenT

Hanpasnennocts: «Jloructuka»

Kype 3
Cemectp 5

®opma 06yuyeHns: 04HAaA, 09HO-3a09HAS

IN'on wavana noarorosku: 2021

Kanyra, 2021



/7
Paspaboruux (u): ;"f_'i-';,"-. " Yaycosa JLA., k.3.H., IOLlEHT
i «E» e 2021r.

[lporpamma cocramnena B cooTBeTcTBHH ¢ TpeGoBammsmu ®I'OC BO no
HanpasneHHio noaArotosky 38.03.02 MenemxMeHT 1 yueGHBIM MIaHOM

Ilporpamma ofcyxiena Ha 3acenannn Kadeaps! ynpanieHus c.-X. MPOH3BOICTBOM
oporokon Ne 7 ot «3m» 4+ 2021 1.

3as. kadenpoii  Opuapenko 5. 3., K.3.H.. JOUeHT @‘!f

(DHO, yueuns cTenes, VicHoe Inamie) (noarmes )

Cornacosano:
Ilpencenarens yqeﬁuo—umm%ouuccm MO HAMpaBIeHHIO NOATOTOBKH
38.03.02 MenemxMeHT Osuapenko 1.D., K.3.H., IOLEHT

(noATHCE) (DHO, yweHns CTENeHE, YHEHOE IBAHIE)

«H»_ed 2021

3as. BEITyCKarowiei kadeapoi @ Osguapesko f.9., k.3.H., f0UEHT

{ ] (DHO, yyeHas CTEncHL, YHEHOe IREHHE )

«F»_gr 2021r.

Iposepeno:

Hauansuux YMY -’ﬂ IMucapenko T.C.
=

=




COJIEP)KAHUE

AHHOTAIIMISL. ...l 4
1. IIEJIb OCBOEHUS JUCTMTIIIAHDL ........ooovoe oo, 5
2. MECTO JUCHMIIIMHBI B YYEBHOM ITPOIIECCE .....ecouvveeeeeeeeeeieveeeeennens 5

3. HIEPEYHEHb IINIAHUPYEMBIX PE3VJIBTATOB OBYYEHUA 110 JUCHUIIJIMHE
MOAYJIIKO), COOTHECEHHBIX C [IIVIAHUPYEMBIMU PE3YJIIbTATAMHA

OCBOEHUSA OBPA3OBATEJBLHOM IMTPOTPAMMBEI

...................................................... 5

4. CTPYKTYPA M COAEPKAHME JUCIIATITIAHDL. ......eeeeeveneeeeeeeeeeeeeneneeeeeeeenne 8
4.1PACTIPEJIEJIEHUE TPYJOEMKOCTH AUCITATUIMHEI TIO BUJAM PABOT IIO

CEMECTPAM. ... 8
4.2. CONEPYKAHUE JUCTIUTIIIHDI ..o, 9
43. JIEKITUW/JIABOPATOPHBIE/ITPAKTUYECKUE/CEMUHAPCKUE

BAHSITHISL. ..o,

..... 13

5. OBPA3OBATEJIBHBIE TEXHOJIIOTHH ......uvveeeeeeeeneeeeeeeeeeeeeeeseesseeesmaeesssnns 25

6. TEKYII[U KOHTPOJIb YCIEBAEMOCTH U IIPOMEKYTOYHASI ATTECTAIIAS

10 UTOT'AM OCBOEHMS JUCTIMTIIIIHBL .......eeevieereeeeeeeeeieeeeeeeeeessneesssseene 25

6.1. THUIIOBBIE KOHTPOJIBHBIE 3AJAHWA WM WHBIE MATEPUAJIBI,
HEOBXOJUMBIE 1JIs1 OHEHKU 3HAHWW, YMEHUUWU N HABBIKOB U (MJIN) OIIBITA
JEATEJIBHOCTHU

OTMMMCAHUE IIKAJI OLIEHUBAHUIS «.....ooo oo e e 34
7. VUEBHO-METOJUYECKOE U THPOPMAIIMOHHOE OBECITEYEHHE
TACIATITAHBI

....................................................................................................... 34
7.1 OCHOBHASM JIMTEPATYPA. .. e 34
7.2 JOIIOJIHUTEJIbHAS JIMTEPATYPA. .. e e, 34
7.3 HOPMATHUBHBIE ITPABOBDBIE AKTDBI......cooiii e 35
TAMETOJUYECKUE YKA3AHN A, PEKOMEHJALIMU U IPYTUE MATEPUAJIBI K
SAHATHISIM. . .o e e 36

8. IEPEYEHb PECYPCOB UH®OPMALIMOHHO-TEJEKOMMYHUKALIMOHHOI CETH
«MHTEPHET», HEOBXOJUMBIX JIJISI OCBOEHUSI TUCLMIIJIUHBI
(MOJIYJTIST) . vveeeeeeeeeeeeeeeeeeeeeeeeessseasaeeeessessseeaseeeeessssssssssssaseesssssssnsesssssssssseeees
veeeeen36
9. IEPEYEHH TPOT'PAMMHOTI'O OBECIIEYEHMSI U UHOOPMALIMOHHBIX
CIIPABOYHBIX CUCTEM (ITPH
HEOBXOIUMOCTH)......eeeeeveeeeeeeeeeeeeeeeeeseeeeeessnnnnees 36
10. OTUCAHUE MATEPUAJILHO-TEXHUYECKOM BA3bI, HEOBXOIUMOW JJIsA
OCYUIECTBJEHMS OBPA30BATEJLHOTIO MPOLECCA MO JUCHUIIJIMHE
0T (031 0401 1 10) YRUUUU RO OTPPPRPRT
36
11. METOAUYECKHUE PEKOMEHJIAIIMM CTYJIEHTAM 110 OCBOEHUIO
D11 00 17000 1715 1S UUURT OO PRRRRRRPRRR
.37

BU/IbI I ®OPMbI OTPABOTKU HPOITYILEHHBIX 3AHITUM. ..., 38
12. METOJAUYECKHUE PEKOMEHJIAIIMY TPENOJABATEJISIM IO OPTAHM3ALINA
OBYUEHUS IO JUCIIUIITTHHE.......cccccootiiiurireeeeeeeeeesereeeeeeeessssnsnseeeeessssssnns 38



AHHOTAIMA
Paboueii mporpaMMbl yueOHOM TUCIUILIHHBL
b1.B.01.10 «/lokymeHTanmoHHOE 00ECTIeYeHHE JIOTUCTHUECKUX POIIECCOBY ISl HOATOTOBKU
OakanaBpa no HampasiieHuto 38.03.02 MeHeKMEHT, HallPaBJICHHOCTh: «JIorucTHKay

Lenbp ocBoeHMs] AUCHMIUIMHBI: U3YYEHHE OCHOB JIOKYMEHTHUPOBAHMS YIPaBICHUECKON
NESITeIbHOCTH,  IPU  OCYILECTBICHUM  JIOTUCTUYECKMX  IPOLIECCOB,  OpraHu3aluu
JOKYMEHTOOOOpOTa B JIOTUCTUYECKOW JAEATEIbHOCTH OpraHu3aluil pa3iaudHbX (opMm
COOCTBEHHOCTH M OCHOB TEXHOJIOTHH PabOTHI C JOKyMEHTAMH.

MecTo TMCHUIJIMHBI B Y4e0HOM IJIaHe:

JlucuuiuinHa OTHECEHA K YacTH JWCIUIUIMH Yy9eOHOTO TulaHa (GOpPMHPYEMOW ydacTHUKAMHU
00pa3oBaTeNbHBIX OTHOLICHWA M HM3YyYaeTcsl MO BBIOOPY CTYACHTOB HANpaBIICHHUS MOJITOTOBKU
38.03.02 MeHemKMEHT, HalpaBJIeHHOCTh «JlorucTukay.

TpeGoBanuss K pe3yjabTaTaM OCBOeHHSI JAMCHUILUIMHBI: B pesymbrate OCBOCHUS
JTMCUUTUTAHBL (DOPMUPYIOTCST KOMITETECHITHH:

[IKoc — 6 - ObecnieueHue pa3pabOTKU NMPEAJIOKEHUIN 110 pallMOHAIN3ALUU CTPYKTYPbI CETU
MOCTaBOK B COOTBETCTBUH C IEJSIMA W CTPATETHUEH OPraHM3alvy, NCHCTBYIOIIUX CUCTeM, GOpM U
METOJIOB YIPABJICHHS MPOU3BOJICTBOM, COBEPIICHCTBOBAHUIO OPTraHU3AIIMOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTAIIMH U OpTaHU3allii JOKYMEHTOO00pOTa, BHEAPCHUIO TEXHUIECKUX CPEACTB 00pabOTKU
nHGOPMAIINH, TIEPCOHATEHBIX KOMIIBIOTEPOB U CETEH, aBTOMATH3UPOBAHHBIX Pa00YNX MECT

[IKoc - 63 - CrangapTel  YHUQHUIIMPOBAHHON CHCTEMBbl OpPraHU3allIOHHO-
pacropsIuTeTbHON TOKyMEHTAIINH, CIMHAS CHCTEMa TEXHOJIOTHIECKON TOKyMEHTAIIN!

[TKoc — 8 - MonenupoBanue TpeOOBaHMI K pelIeHuIo, (opMalIbHOE ONMCaHue TPeOOBaHMIA
K PEIICHUIO, BaTUAALNS TPeOOBAaHU K pPEIICHUIO

[TKoc — 8.2 - JlIokyMeHTHpOBaTh TPEOOBAHUS K PEHICHUIO B COOTBETCTBHH C BHIOPAHHBIMHU
moxoamMu K 0(OpMIICHUIO TPeOOBaHUH.

KpaTkoe conep:kaHue IuCHUMILINHBI:
Pa3znen 1 «/[okyMeHTHpPOBaHHE YIIPABJIEHYECKOM IeSITeJIbHOCTH
Tema 1. «HopmaTuBHO-IIpaBoBast 6a3a AEIONPOU3BOJICTBAY
Tema 2. « OdopmiieHHE CITY’)KEOHBIX TOKYMEHTOB B COOTBETCTBUU ¢ TpeboBanusimu ['OCT P
7.0.97-2016»
Tema 3. OpranuzaloOHHbIE TOKYMEHTBI: 0COOCHHOCTH COAEpkKaHU U 0(OPMIICHUE»
Tema 4. «PacniopsauTenbHble JOKYMEHTbI: OCOOCHHOCTH COJEepXKaHUs U 0(OPMIICHUE»
Tema 5. «HpOpMalMOHHO-CIIPaBOYHbBIE TOKYMEHTHI. BeieHne AenoBoii mepemnucKm)
Pa3nen 2 «Opranusanus padoTsl ¢ JOKYMEHTAMH NPH J0OKYMEHTHPOBAHUM
JIOTHCTHYECKHUX MPOLECCOB)
Tema 6. «OpranuzanusJokyMeHToo00poTa. CuctemMaTH3anus U XpaHeHUEJOKYMEHTOB B
JIeTIOTIPOU3BOJICTBEY
Tema 7. «/JokyMeHTOOOOPOT B IOTUCTUKE)
Tema 8. «JlokyMeHTOOOOPOTIPHU 3aKyIKe, CKIaIUPOBAHUH, TPY30TIEPEBO3KAX)
Tema 9. «KoMIbIOTEpHBIE TEXHOJIOTUH B AETONPOU3BOICTBE. DJICKTPOHHBIM JOKYMEHTOOO0POT»

OO01mas TpyA0eMKOCTb JMCHHUIJIMHBI: 2 3a4€THBIC eMHUIIBI (72 4acoB)
IIpoMe:KyTOYHBIN KOHTPOJIL: B 5 CEMECTpE 3aU€T.



1. I_Ie.]'lb OCBOCHHUA TUCHUITINHBI

Llenpt0o OCBOGHMS AUCHUIUTMHBI «J{OKyMeHTanMOHHOE OOECIeYeHne JIOTHCTUYECKUX
IIPOLIECCOB» SIBJISIETCS M3Y4YEHUE OCHOB JOKYMEHTHUPOBAHUS YIPABICHUYECKOW ACSATEIBHOCTH, NPU
OCYILIECTBJICHUH JIOTUCTUYECKUX OIepaluii, OpraHu3aluu JOKYMEHTO000pOTa B JIOTUCTUYECKON
JEeSITEIbHOCTH OpraHu3aluil pa3indyHbIX (OpPM COOCTBEHHOCTHM U OCHOB TEXHOJIOTMU pPabOThl C
JOKYMEHTaMHU.

bakanaBp nomkeH oOnanaTh TEOPETUUECKMMM 3HAHUSMU U MPAKTUYECKUMU HaBbIKaMU

JOKYMEHTUPOBAHHUS Ha OCHOBE COBPEMEHHBIX TpPeOOBAaHUN K COCTAaBICHHUIO U O(OPMIICHHUIO
YIPABJICHYECKUX JOKYMEHTOB; MMETh 3HAaHUA W IPAKTUYECKUE HABBIKM 110 OPTraHMU3alUNd U
TEXHOJOTUU pabOThl C JOKYMEHTaMU; ObITh OPHUEHTHPOBAaHHBIM  Ha peUIeHHe MpodiieM
yIOpaBieHUs JOKYMEHTAlMeil B COBPEMEHHBIX YCIOBHUSX LHU(POBU3ALMU U aBTOMAaTU3aLUU
YIpaBJICHUS.

2. MecTO TUCHUIJIMHBI B Y4eOHOM mpolecce

Jucuunnuna «JlokyMeHTalmoHHOEe 00ecreueHue JIOTUCTUYECKUX MPOLIECCOB» OTHECEHa K
YacTH JUCHHUIUIMH Y9eOHOTO MuiaHa (popMUpyeMOl ydacTHUKaMU 00pa30BaTENIbHBIX OTHOIICHUN U
M3y4daeTcss TO BBIOOPY CTyneHTOB HampasieHuss moarotoBku 38.03.02 MeHemKMeHT,
HaIlpaBJIEHHOCTH «JIorucTrka.

[IpeqmecTByromuMu Kypcamu, Ha KOTOPBIX HETMOCPEJACTBEHHO OazupyeTcs AWCIUIUIMHA
«JlokyMeHTalmoHHOE obecreyeHre JIOTUCTUYECKUX IpoleccoB» sBisitorcs «lIpaBoBenenuey,
«MenemxmenT», «Teopus oprannzanuny. «L{udposbie TeXHOIOTUH B MEHEIKMEHTE» U JP.

Oco0eHHOCThIO JUCHMIUTUHBI SBJSETCS UCCIIEAOBAHNE JIOTUKH JESITeIbHOCTH OpraHU3aluH,
YCBOGHHME COBpPEMEHHBIX TpeOOBaHH K JOKYMEHTHPOBAHMIO U YIpaBJIEHHWE TOKYMEHTalueH B
MpOLIeCCe OCYIIECTBIEHUS OPraHU3alUsSMU U TPEANPUATHAIMU cBouX QyHKuuid. OBnageHue
COBPEMEHHOM TMPaKTUKOM OpraHu3allid U TEXHOJOTHMH JOKYMEHTAllMOHHOTO oOecredeHus
yIpaBiIeHUS IOMOXKET CHEIMATUCTaM B 001acTH MEHEKMEHTA, JIOTUCTUKU pelaTh MpaKTUYeCKHe
3a/1a4yu UX OCHOBHOM JESTEIBHOCTH

Pabouas nporpamMmma  AJUCHUITIIINHBI ((I[OKYMGHTEU_II/IOHHOG oOecleyeHrne JIOTUCTHYECKUX
IIpoHeCCOB» MJIA HHBAJIMAOB U JIWI C OIrPaHUYCHHBIMU BO3MOXXHOCTAMHU 3J0POBbA pa3pa6aTLIBaeTC}1
HUHAUBUAYAJIIBHO C ocoOeHHOCTEN ncnxo@nanecxoro Pa3BUTHA, THIUBHUAYAJIbHBIX BO3MOKHOCTEH
" COCTOAHUA 310POBbS TaKUX 06yqafo1unxc;{.

3. IlepeyeHb MIIAHNPYEMBIX Pe3yJIbTATOB 00y4YeHHs MO TUCIHUILINHE, COOTHECEHHBIX
¢ IJIAHMPYEMbIMH pe3yJIbTaTAMH 0CBOEHUsI 00pa30BaTeIbHOI POrpaMMbl

N3ydenne nanHoi y4eOHOM NUCUUIUIMHBI HAMIPaBICHO Ha (popMHUpOBaHHE y 00yUaIOIIUXCS
KOMIIETCHITUH, PEICTABJICHHBIX B Ta0uIE 1.



Ta6numna 1 - TpedboBaHus K pe3yJabTaTaM 0CBOCHHS YUeOHOH TUCHHMIJIMHBI

No Kon Conepxxanue " B pesynbrate n3ydeHus: yaeOHON JUCIUILINHBI 00YYarONIHecs] TOJDKHBI:

11/ | KOMIIETEH KOMIIETEHINH (HIIn €€ HHHKaTOP II) !

KOMITETEHITU I 3HATh YMETh BIIQJICTh

I 1107071 YacTH)

1. [IIKoc-6 |ObGecnieuenne pa3pabOTKH [IKoc - 6.3 -|Hopmarusnyto 6a3y | Ocyu1ecTBISTH HaBbikamu CO3/aHHUs
TIPEIOKEHUI o | CTaHapThI JIEIIOTIPOU3BO/ICTBA, JIOKyMEHTHUPOBAHHE OpraHu3aIMOHHO-
parMoHaIN3aIuu YHH(PHUITTPOBAHHOM COCTaB YIIPaBICHYCCKIX pacTopsAIUTEITLHBIX
CTPYKTYPBI CETH ITOCTaBOK | CHCTEMBI YHHPHUITTPOBAHHOM oTiepanuii B COOTBETCTBHH | JOKYMEHTOB, KaCalOIUXCS
B COOTBETCTBHH C IIEJISIMHU U | OPraHU3aIHOHHO- CUCTEMBI c TpeOOBaHUSAMHU | TPOPeCcCHOHATEHON
CTpaTerrel  OpraHu3aIlly, | PacTIOPSAUTEILHOM OpraHU3aIMOHHO- HOPMAaTHUBHBIX aKTOB. | ACSITEILHOCTH, IIPUEMaMH 1
JEHUCTBYIOITUX CHUCTEM, | JOKYMEHTAIINH, €JIWHAs | PaCTIOPATUTETHLHON [Ipumenats B  paboTe|crmocobamu 00paboTKu
bopm u METO/JIOB | CUCTEMa JTOKYMEHTaIu! COBPEMEHHBIE  CIIOCOOBI | JOKYMEHTOB B
yIpaBJICHHS TEXHOJIOTHYECKOM (YCOP/[), I'OTC P mo|0o6paboTku nHPOpMAIIUHA , | COOTBETCTBUH C JTarmamu
MIPOU3BOJICTBOM, JOKYMEHTAII! 0hOpMIIECHHUIO MOJAXOJbl K OpraHu3alliy | JOKyMeHTO000poTa.
COBEPIICHCTBOBAHUIO JOKYMEHTOB,  CHUTEMBI | TOKyMEHTOO00POTA.

OpraHu3aIMOHHO- TEXHOJIOTMYECKON
pacnopsauTeNbHOM JOKyMEHTaIluH,
JOKYMEHTAIU! u TpeOoBaHus K ux
OpraHu3aIuu 0(hOPMIICHHIO.
JTOKYMEHTO000poTa, Oco0OenHoctu
BHEJIPEHUIO  TEXHHYECKUX OpraHu3anuu
CpelCTB 00paboTKn JOKYMEHTO000pOoTa
nHpopManuu (OymaxkHOTO u
3JICKTPOHHOTO)

2. |IIKoc — 8 | MoaenupoBanue [TIKoc - 8.2 - | IIpoueccsl JloxyMeHTUPOBaTh METOAAMH U HaBBIKAMU
TpeOOBaHUN K pelleHuto, | JJokyMeHTHpOBaTh JOKYMEHTHUPOBAHHUS TpeGOBaHHS K PELICHHIO B | A0KYMCHTUPOBAHH
(I)OpMaJ'ILH(ie OTHCaHUE | TPEOOBAHUS K PEIICHHUIO | IPUHATHIX COOTBETCTBUH C perneHHﬁ B COOTBETCTBUHU C
TpeOOBaHUN K pelieHuIo, | B COOTBETCTBUU C| ylpaBIeH eCKnX T —— JEHCTBYIOIUMU
BanmuAanus TpeOOBaHM K | BRIOPAHHBIMHU pelIeHud  TeXHOJIOTUU JIOKAJIbHBIMU

"Muankaropel komnerenuuii Gepyrcs n3 Y4eOHOTO IWIAHA 10 HANpaeneHuo nod20mosku bakanaspa/cneyuanucma/mazucmpay. Kascowii unouxamop packpeiéaemcs uepes
«BHAMbY, (YMEMbY, 6lAOEHb).




PELICHHIO
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COTJIACOBAHUs pEUICHUMN
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HCITIOJTHCHUA
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TpeboBaHUM

HOPMAaTUBHBIMU aKTaMU




4. CTpyKTypa U coep:KaHue TUCHHILINHBI

4.1 PacnpenesieHue TPyAOEMKOCTH AUCHUILINHBI 10 BUAAM padoT
1o ceMecTpam
OOm1ast TpyI0EMKOCTh AUCIHUIUIMHBI COCTaBIIsACT 2 3a4. eA. (72 yaca), UX pacrpeesieHue 1o

BHJIaM PabOT ceMecTpaM MPEJICTABICHO B TabIuIe 2.

OYHASA ®OPMA OBYYEHMU A

Tabauna 2a - Pacnipeesienne Tpy10éMKOCTH JMCUMILIMHBI IO BUAaM padoT 1o ceMecTpam

TpynoémkocTs
Bun yue6Hoit paboThl Yac. B 1.4. o
cemMecTpam
5
OO0uiasi TPyA0€MKOCTb JUCITUTUIMHBI TT0 YYEOHOMY TUTaHy 72 72
1. KonTakTHas padora: 54 54
AyauTopHas padora 54 54
8 MOM Hucine:
qexyuu (J1) 18 18
npaxkmuueckue 3auamus (113) 36 36
2. CamocrositeqbHasi padora (CPC) 18 18
camocmosmenbHoe U3yueHue pazoenos, camono02omosKka 18 18
(npopabomka u noemopeHue JeKYUOHHO20 Mamepuana u
Mamepuana
VUEOHUKO8 U YUeOHbIX NOCOOUll, NO020MOBKA K NPAKMUYECKUM
SAHAMUAM, KOJLIOKEUYMAM U M.0.)
Bun npomexyTo4HOro KOHTPOJIS: 3auéT

OYHO-3A0YHAS ®OPMA OBYUYEHUS
Tadoauna 20 - Pacnpenesienue TPy10€MKOCTH IMCHUIIMHBI 110 BUIaM padoT Mo ceMecTpam

TpynoémkocTb
Bun yaeOHoM paboTh Yac. B 1.4. mo
cemMecTpam
5
OO01mast Tpy10éMKOCTh AUCLHUILUIMHBI 10 Y4E€OHOMY IUIaHY 72 72
1. KonTrakTHas pabdora: 16 16
AyauTopHas padora 16 16
8 MoM yucie:
nexyuu (J1) 18 6
npakmuyeckue 3anamus (113) 36 10
2. CamocrosTenbHas padora (CPC) 56 56
camocmosmenvbHoe usyyerue pazoenos, CAmMono020mosKa 56 56
(npopabomka u noemopexue JNeKYUOHHO20 Mamepuala u
mamepuana
V4UeOHUKO8 U Y4eOHbIX NOCoOULL, NO020MOBKA K NPAKMUYEeCKUM
S3AHAMUAM, KOJLIOKEUYMAM U M.0.)
By npoMexyTo4HOro KOHTPOJIS: 3auér




4.2 ConepxaHue TUCHUILINHBI
OYHASA ®OPMA OBYYEHUA

Taboauna 3a - TemaTuyeckni NJIaH y4eOHOM IMCHHMILINHBI

Bcero yacos KonrakTHas BueayauropHa
HA padoTta s1 padora (CP)
pazaen/Temy JI 113

HaumenoBanue
Pa3nes1oB ¥ TeM OJUCHUIIINHBI

Pazneal I[OKYMUGHTI/IPOBaHI/IC 50 10 18 10
YNIPaBICHYECKOH IEeATEbHOCTH

Tema 1 HopmatuBHo-nipaBoBas 6a3za 9 ) ) P
JEeTONPOU3BOICTBA

Tema 2. « OdopmiieHne cyeOHBIX 4
JIOKyMEHTOB B COOTBETCTBUU C 14 2 2
tpeboBanusimu ['OCT P 7.0.97-2016»

Tema 3. «Opranu3zaloOHHbIE 4
JOKYMEHTBI: 0COOEHHOCTH 9 2 2
cojiep)aHus U 0hOPMIICHUECY

Tema 4. «PacniopsaurenbHbie 4
JTOKYMEHTBI: 0COOEHHOCTH 9 2 2
cojiepaHus U 0OPMIICHHUSI

Tema S. «udopmarmonHo- 4
CITPaBOYHEIE JOKyMEHTHI. Benenue 9 2 2
JIETTOBOM MEPETIHCKI)

Pa3znes 2 Opranmnszauus padoTsl ¢
JIOKYMEHTaMH NpH 58 8 18 8
AOKYMEHTHPOBAHUH

JJOTUHCTHYCCKHUX ITPOLECCOB)

Tema 6. «Opranu3zanus
ToKymMeHTooOopoTa. CucreMaru3anus 14 2 6 2
1 XpaHEHHE IOKYMEHTOB B
JEIOTPOU3BOJICTBE)

Tema 7. «/lokyMeHTOOOOPOT B 14 ) 4 )
JIOTUCTUKE

Tema 8 «/lokymeHTO000pOT TIpU 4
3aKyIIKe, CKJIaIAPOBAHUH, 16 2 2
Tpy30MepPEBO3KaX»

Tema 9. «KoMnblOTEpHBIE TEXHOJOTUH 4
B JICJIONPOU3BOJICTBE. DIIEKTPOHHBII 14 2 2
JOKYMEHTO0000pOT»

UTOIo 72 18 36 18
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OYHO-3A0OYHAA ®OPMA OBYYEHUA

Tabauna 30 - TemaTuyecknii NJIaH y4eOHOM IMCIHMIINHBI

H Bcero KonTakTHas BueayauropHa
anMeHOBaHHe
Pa3nesioB 1 TeM THCHUNIUHBI acon padora geatel Gl
Ha JI I3

pasaen/Temy
Pazneal I[OKYMUGHTI/IPOBaHI/Ie 40 4 6 30
YIpaBIEeHICCKOU ACSITETLHOCTH
Tema 1 HopmatuBHo-nipaBoBas 6a3za 3 1 1 6
JIEJIOTIPOU3BOICTBA
Tema 2. « OdopmiieHne cyKeOHBIX 2
JOKYMEHTOB B COOTBETCTBHH C 9 1 6
tpedoBanusamu ['OCT P 7.0.97-
2016»
Tema 3. «Opranu3zanoOHHbIE 1
JOKYMEHTBI: OCOOSHHOCTH 7 - 6
cojiep)aHus U 0hOPMIICHUEC)
Tema 4. «PacniopsaaurenbHbie 1
JIOKYMEHTBI: 0COOEHHOCTH 8 1 6
coJiepkaHus U 0opopmIIeHUS»
Tema S. «adopmarmonHo- 1
CITPaBOYHBIE JOKYMEHTHI. Benenue 8 1 6
JIE€T0BOM MEPETHCKI)
Pa3znen 2 Opranmnszauus padoTsl ¢
AOKYMEHTAMHU NpHU 32 2 4 26
AOKYMEHTHPOBAHUM
JIOTHCTHYECKUX MPOLECCOB)»
Tema 6. «Opranu3zanus
noKyMeHTooOopoTa. CucremMaru3anus 7 - 1 6
U XpaHEeHHEe IOKYMEHTOB B
JIeJIONIPOU3BOJICTBE
Tema 7. «/lokyMeHTO060POT B 3 1 1 6
JIOTUCTHKE
Tema 8 «/lokymMmeHTO000POT IpU 1
3aKYIIKE, CKJIaUPOBaHHKH, 8 1 6
Ipy30MepeBO3KaxX»
Tema 9. «KoMnIbIOTEpHBIE TEXHOJOTUU 1
B JIEJIONPOU3BOICTBE. DJIEKTPOHHBIN 9 - 8
JOKYMEHTO0000pOT»
UTOoro 72 6 10 56

Pa3nen 1 JlokyMeHTHPOBaHHE YIIPABJICHYCCKON AeATEIbHOCTH

Tema 1 HopmaTnBHO-nIpaBoBas 0a3a 1eJI0NPOU3BOACTBA
[TonsTe “noxymeHTHpoBaHue’”. Pojap JOKYMEHTOB B peaju3alii yIPaBICHUECKUX PEIICHUNH U
nevictBuil. MHpopMaoHHasi IEHHOCTh JOKyMeHTa. OCHOBHBIE TpeOOBaHMs K HH(OpMAIHH.
JlocTaTo4HOCTh U M30BITOYHOCTH MH(popMaruu. KOpuandeckas 10CTOBEPHOCTh JOKYMEHTOB Ha

Pa3JIMIHBIX HOCHUTCIIAX.

Kpurepun mnomnMHHOCTH
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JAOKYMCHTOB.

3ako HOOAaTCIbHAsA U




HOpMaTUBHAad periraMCcHTaluA JOKYMCHTUPOBAHUA JACATCIIbHOCTH HpeIIHpI/ISITI/Iﬁ u
Opra"u3anui.

Tema 2 Odopmienne ciayxeOHbIX JOKYMEHTOB B COOTBETCTBHH € TPeOOBAHUSMU

I'OCT P 7.0.97-2016

[lonste «pexkBU3UT JoKyMeHTa». .IloHsTue “@opmymnsap noxkymenra”. MHAMBUAYaJbHBIA U
TUTIOBOU popmyisip nokymeHTa. Dopmyisip-oOpasen. biank mokymenrta. OmnpeneneHue, BUIBI
6nmankoB. CocTaB peKBU3UTOB OJAHKOB JOKyMEHTOB. TpeOoBaHus K

PEKBU3UTAM YIPABIECHUYECKUX JOKYMEHTOB. OCOOEHHOCTH 0(OPMIICHHUSI OCHOBHBIX PEKBU3UTOB
JOKYMEHTOB. TeKCcT JOKyMeHTa Kak OCHOBHas (opMa KOMMYHUKAllUd B YIPABJIECHYECKUX
npoueccax. Buasl yHuduuupoBaHHbIX TeKCTOB. TumoBble U TpadapeTHble TEKCThl. Tabnuua.
Anxkera. CocTaBiieHHE U peJaKTUPOBAHUE TEKCTOB YIIPABICHUECKUX JOKYMEHTOB.

Tema 3 OpraHu3auHOHHbIE TOKYMEHTBI: 0COOEHHOCTH COEPKAHUS M O0(hopMiIeHHe

CoctaB u TpeOoBaHUS O(OPMIIEHUS OCHOBHBIX OpPraHMU3allMOHHBIX JOKyMEHTOB. CTpyKTypa
TEKCTa OPraHU3alUOHHBIX JOKYMEHTOB, 0COOEHHOCTH COTJIACOBAHUS U YTBEPKICHHUS.

Tema 4 PacniopsiauTe/ibHbIE JOKYMEHTBI: 0COOCHHOCTH COAEPKAHUA U 0()OPMJICHHSA

CocraB © COACPIKAHUE PaACIIOPAIUTCIBHBIX JOKYMCHTOB. PaCI'IOpSIJII/ITeHBHBIe JOKYMCHTEI,
CO37aBaeMbleé B YCIOBHUSX KOJUIETHAJBHOCTH: BHUIbl M TmpaBwia odopmieHus. Bunusl
JTOKYMEHTOB, 3aKPCIUISIOIINE PEUICHHs, MPUHUMAEMbIe B YCIOBUSAX CIUHOHAYAJMS, MpaBHIIa
ohopMIICHHS

Tema 5 UndpopMaumoHHO-CTIPaBOYHbIE IOKYMEHThI. BeieHue 1e10B0i nepenucKku

Haznauenne wu coctaB wuH(OpMaAIMOHHO-CIIpaBOYHOW jJokymeHTanuu. CocTaBieHHE U
odopmiieHHe TOKYMEHTOB. Pa3iuunblie criocoObl mepenaun Tekcta JoOKyMeHTOoB. OcoOeHHOCTH
OpraHu3aIUH IEKTPOHHOTO TOKYyMEHTO000poTa. BHYTpeHHSS M BHEIIHSAA Je/I0Basi IIepenucka.

Pa3znen 2 Opranusanusi padoThbl ¢ JOKyMEHTAMM

Tema 6 Opranusanusi 10KyMeHT0000poTa. CucTeMaTU3anus U XpaHeHHe JOKYMEHTOB B
JeJI0NPOU3BOACTBE

Canyxba JJOY wu ee ponb B paluMoOHAIbHOW  OpraHu3anuud  UHGPOPMAIMOHHO-
JOKYMEHTAI[MOHHOTO oO0ecrieueHusi ympasienus. [lonstue “goxymentoobopor”. OOiue
MPUHIIUIIBI OPTaHU3alMKA JOKYMEHTO00O0pOoTa. DTambl TOKyMEeHT000opoTa. CPpOKM MUCTIOTHEHHUS
JNOKYMEHTOB. OTBETCTBEHHOCTh OPraHU3alUi 3a COXPAHHOCTh TOKyMeHTOB. HomeHkaTypa aen
KaK HMHCTPYMEHT oOOecCnedeHuss COXPAaHHOCTH JOKYMEHTOB. Buabl HOMEHKIATyp [1el, HUX
HazHaueHue. TpeOoBaHUSA K COCTaBIEHUIO U O(POPMIICHHIO HOMEHKIATYpHI AeN MpU paboTe C
nokymentamu. llonsatue “bopmupoBanue nen”’. Ponmb HOMEHKIATYphl el B oOOecreueHUU
CUCTeMAaTH3aINH IOKYMEHTOB U popMupoBanuu Aen. OCHOBHbBIE TPeOOBaHUS K (POPMUPOBAHUIO
JOKYMEHTOB B Jena. lIpuHIMOBI cUcTeMaTU3alMM JOKYMEHTOB BHYTpH Aeil. OpraHuzanus
XpaHEHHUs] JOKYMEHTOB B CTPYKTypHOM mnojpazfeneHuu. Jloctym K JOKyMeHTaM U
unpopmanuu. I[loaroToBka JOKYMEHTOB K Tiepeqadye B apXWB OpraHU3aluu. JKCIepTH3a
LIEHHOCTU JOKYMEHTOB. BpineneHue IJOKYMEHTOB K XpaHEHHUIO M YHUYTOXEeHHIO. Cpoku
XpaHEeHUs] JOKYMEHTOB, HX periaMmeHtanus. l[IpaBuna mnepemaum nen M3 CTPYKTYPHBIX
nojpas/ieNieHuii B apxuB yupexaenus. OopmiieHne aen pa3InyHbIX CPOKOB XPaHEHUS.
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Tema 7 «/lokyMeHT0000pPOT B JIOTHCTHKE»

[onstue u xnaccupukanys HHOOPMAIIMOHHBIX OTOKOB. MarepuanbHbie U HH(QOPMAITHOHHBIE
MOTOKM B  JIOTHCTUYEeCKOM cucreMe. CBs3p HMH()OPMALMOHHOTO M MaTE€pPHAIBLHOTO
notokoB.  IlpuuMHBI ~ HECOOTBETCTBHA  MH(POPMALMOHHBIX IIOTOKOB MaTEpUAIBbHBIM
IIOTOKAaM. ITonsatue JOKYMEHT0000poTa B JIOTUCTUYECKUX
onepanusx. JIOKyMEHTBI, CONPOBOXKAAIOIINE MaTepualbHbIi IOTOK B OTHENE
CHaO)KEHUS, TPOM3BOJCTBE, INPU TMOCTYIUICHHH Ha CKJIald, IIPU OTIYCKE MPOIYKIIUH.

Tema 8 «/lokymMeHT0000pOT NpH 3aKyNKe, CKJIAAUPOBAHNH, TPY30IIePEBO3KAX»

Tunsl 3aka3oB: 3aka3 Ha 3aKylKy, OOIIME 3aka3bl, IIOBTOPHbIE U IPOCTHIE 3aKa3bl.
3asiBKa Ha 3aKylKy M €€ OCHOBHbIE JJIeMEHTbl. OCHOBHBIE HOPMATHUBHBIE JOKYMEHTHI,
perynupymoomue  3akynkd. JloroBop Ha  MOCTaBKy H ero XapaKTepHUCTHKA.
PekoMeHganmu mo 3aKIOYEHUIO JOTOBOPOB C IOCTaBIIMKAMU B 3aKYNOYHOM JIOTHCTHKE.
JoxymeHnTasibHOE oopmiieHHe mocTaBok. . OOmas opraHu3aiusi JOKyMEHTOO0OpoTa CKJajaa.
JlokymeHTBbl Ha ckiazne. JJOKyMeHThI, HUCIOJIb3yeMble s O0(opMIIeHUS NMPUEMKHU TOBAapOB.
JIOKyMEHTBI, YUaCTBYIOIIIUEB OTEPaAIHIX
10 pa3MeIEeHUI0 TOBAPOB Ha XpaHeHHue. JJOKyMeHThI, y4acTBYIOIIKE B ONIEPALIUsAX 110 MPOaaxKe
1 OTIIYCKY TOBAPOB CO CKJIA/I0B OPraHU3alMi ONTOBOM TOPTOBIJIH.
JlokymeHTasibHOE O(OpMIIEHHE NEPEBO3KU Tpy30B. J(OTOBOpPHI MEPEBO3KH TIPY30B:
JIOTOBOp MEPEBO3KM Tpy3a; JOroBOp  (paxTOBaHMS, JIOTOBOP CMEUIAHHOW  IEPEBO3KHU;
JIOTOBOP MEPEBO3KM TPAHCIOPTOM OOIIEro MOJIb30BAaHUS; JOTOBOP TPAHCIOPTHOM 3KCIETUINY;
JOTOBOp 00 OpraHu3aluy HEepeBO30K; YapTep; JOTOBOPHI MEXIy repeBo3dnkamu. Jlorosop
MOPCKOH TepeBO3KH rpy30B. JloroBop 00 aBTOMOOWJIBHOM TEpeBO3Ke Tpy3a.
Oco0OeHHOCTH JOTOBOpa MEXKAYHApOIHOW MepeBO3kH. KOMIUIEKT MepBUYHON TpaHCHOPTHOM
JOKYMEHTAIlMN: HaKJIaJHas,JOpPOKHAs BEAOMOCTb, KOPEIIOK JOPOKHOH BEIOMOCTH,
KBUTAHIMSI O IpHeMe rpy3a. BaroHHbI ITKCT, HaKIaAHAas, MyTEBOM JIMCT, TOBAPHO-TPAHCIIOPTHAS
HakJaaHas, aBuaHakiaanas. KonocameHnt. TpaHcopTHBIE JOKYMEHTHI JUTsl MEKTyHAPOTHBIX
MIEPEBO30OK.

Tema 9 «KoMmnbroTepHbIe TEXHOJIOTHH B I€JIONPOU3BOJICTBE.

DIIEKTPOHHBIN JOKYMEHTO000POT)»

ba3zoBrle 3neMeHThI OJICKTPOHHOTI'O ,Z[OKYMGHTOO60pOTa N XapaKTEpHUCTHUKA 3JICKTPOHHOI'O
AOKYMCHTA. Peanuzanus QJICKTPOHHOI'O I[OKYMeHTOO60pOTa. ABTOMaTI/ISaI_II/IH oOMeHa
AOKYMCHTaMH B JIOTUCTHKECE. 9HeKTpOHHO—HI/I(1)pOBa$I noANucCh SJICKTPOHHOI'O

AOKYMCHTA. CucreMsl QJIICKTPOHHOI'O I[OKYMeHTOO60pOTaZ KJ'IaCCI/I(bI/IKaI_II/IH,
BO3MOXHOCTH, XapPaKTCPpUCTUKU. O(I)I/ICHBIC H KOPIIOPATHBHBIC CUCTCMbI 3JICKTPOHHOI'O
I[OKYMGHTOO60pOTa.

4.3 Jlekuuu / NpakTHYeCKUe 3aHATHS
OYHASA ®OPMA OBYYEHUA

Tabumna 4a - Conep:xanue JeKuui / NPAKTHYECKUX 3aHATHIA M KOHTPOJIbHbIEC MEPONIPHATHS

. dopmupye Koa
Ne 1 Ha3zBaHue JeKmun/ pMHpY Bun

Ne Ha3Banue . Mble -BO
NPAKTUYEeCKUX 3aHATHH KOHTPOJILHOIO

n/n pa3aeJia, TeMbl KOMIIETEHIX qaco
MepOnpusITUS

1071 B

1. Pasnenl [JOKyMEHTUPOBAHHE IIKoc —~ 6.3 | TecTupoBanue
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Ne 1 Ha3BaHue JieKIUii/ Popmupye Bun L
Ne Ha3Banmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m | pasjaeia, TeMbl KOMIIETeHI] yaco
o MepOnpPUsITUSI 5
YIPaBJIECHYECKON AEATEIbHOCTH
Tema 1 Jlexus Ne 1 [TKoc - 6.3 JUCKYCCHSI 2
HopmarusHo- OCHOBHBIC TIOHATHS
npaBoBas 0aza JIeJIONIPOU3BO/ICTBA,
JIEJIONPOU3BO/ICTBA | 3aKOHO/IATENIbHAS U
HOpMaTUBHAs
periiaMeHTaIus
JOKYMEHTHUPOBAHHUS
[IpakTnueckoe [TKoc — 6.3 | VYcrHbIii onpoc 1
3ansTue Ne 1.
JloxymeHnTHpOBaHue
YIPABJIEHYECKOU
JESTSITLHOCTH
[IpakTnueckoe [TKoc — 6.3 JUCKYCCHSI 1
3aHaTue Ne 2.
3akoHomaTeIbHaAsI U
HOPMAaTHBHAS
periiaMeHTaIus
JIOKYMEHTHPOBAHHUS
JEATEIbHOCTH IPEIIPUATAN
MOpraHu3aIum.
Tema 2. « Jleknmsa Ne 2 ITIKoc — 6.3 Juckyccus 2
Odopmnenue YCOP/I, TpeboBanms K
CITyKEOHBIX 0(OPMIICHHIO TOKYMEHTOB
JTOKYMEHTOB B [IpakTyeckoe ITKoc — 6.3 pa3bop 2
COOTBETCTBHUH C 3ansitue Ne 1.I'OCT KOHKPETHBIX
TpeOOBaHUSAMU P 7.0.97-2016, CUTYyalui
I'OCT P 7.0.97- TpeGoBanus
2016» 0(hOpPMIICHHIOPEKBU3UTOB
JTOKYMEHTOB
[Ipaktnueckoe 3anarue Ne | [IKoc— 6.3 | YcTHBIM onpoc 2
2
Buner 01aHkoB
JOKYMEHTOB, TpeOOBaHUS K
X ohopMIIEHHUIO
Tema 3. Jlexumst Ne 3.CocraB IIKoc — 6.3 2
«Opranu3aiyoHHbl | U TpeOOBaHUS
€IOKYMEHTHI: odopmiIeHUs JHCKycous
0COOEHHOCTH OCHOBHBIX
COJIepKaHUS U OpraHU3aIMOHHBIX
odopMIIeHHE» JTIOKYMEHTOB
[IpakTHueckoe 3ansATHE ITKoc - 6.3 4
Ne 1. Odopmnenue pa3bop
OCHOBHBIX BUJIOB KOHKPETHBIX
OpraHU3aIMOHHBIX CUTyaIui
JTOKYMEHTOB
Tema 4. | Jlexunsa Ne 4.CocraB [1Koc — 6.3 2
«PacniopsiurensH U TpeOOBaHUS Huckyccus,
bIe JTOKYMEHTHI: | odopmieHus TECT
0COOEHHOCTH OCHOBHBIX
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. ®opmupye Koan
Ne 1 Ha3zBaHMe JeKI Ui/ pMHpY Bun
Ne Ha3Banmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m| pasjgeia, TeMbl KOMIIETEeHI] 4aco
MepOnpPUsITUSI
H B
COJIEp’KaHUS U | pacropsIUTEIbHBIX
oOpMIICHHUSDY JTOKYMEHTOB
[Ipaktnueckoe 3ansitue Ne | [IKoc — 6.3 4
pazoop
1. OdopmieHue OCHOBHBIX
KOHKPETHBIX
BUJIOB  PaCIOPSAUTEIBHBIX o
CUTYaIui
JOKYMEHTOB
Tema 5. Jlexuus Ne 5 CocraB u [TKoc — 6.3 2
«MuadpopmanionHo | TpeboBaHMs 0POPMIICHHS
- CIIPaBOYHBIE OCHOBHBIX BHJIOB JTIUCKYCCHSI
JOKYMEHTBI. UH(POPMAITUOHHO-
Benenue CIIPABOYHBIX JIOKYMEHTOB
JIeJIOBOM [Ipaktnueckoe 3anarue Nel | [IKoc — 6.3 | pemenue 3anauy, 4
TIEPEMUCKI Odopmnenue BBITIOJTHEHHE
UH(POPMAITUOHHO- MIPAKTHICCKUX
CIIPABOYHBIX JIOKYMEHTOB 3aJTaHuH
2 |Paspen 2  Opranwsamus aforer ¢ | Lkoc-8.2
a p 1 p TECTHPOBAHHE
AOKYMEHTaMU
Jlexumst Ne 6. Ciy»x6a [TKoc-8.2 2
Tema 6 JOY u ee pons B
Opranuzanus Opra"u3anuu Huckyccus,
IlOKny:HTOOﬁOpOT panuoOHaJIbHI'O TECT
a. JOKYMEHTAlMOHHOTO
o0ecrieueHusl yIpaBJICHHS
Cucremarusanus
[IpakTyeckoe 3anaTue Ne [TKoc-8.2 6
U XpaHeHHUe P
OKVMEHTO Pedeparsl,
MEHTOB B
AOKY OTansl T0KyMEHTO000pOTa paséop
AeJI0NPOU3BOACTB KOHKDPETHBIX
e CUTYalHI
Jleknmsa Ne 7. I[TIKoc-8.2 2
Tema 7 MarepuanbHbIe U Tect
«1oKkyMeHT0000p | MHQOPMAIIMOHHBIE IOTOKU
OT B JIOTMCTHKe» | BIOTUCTUYECKOH CHCTEME.
[IpakTuueckoe 3austue Ne [TKoc-8.2 Paz6op 4
1. KOHKPETHBIX
JOKYMEHTO000pOTa B CUTYaIuH,
JIOTUCTUYECKUX OTEPALIUSX.
Jlexunmst Ne 8. [1Koc-8.2 2
Tema 8 JIOKyMEHTOOGOPOT IpH
JUCKYCCHSI
«/lokymeHnToo00p | 3aKymke
OT nNpH 3aKynKe, | ¥ CKIIMPOBAHHIH
CK.I2MpOBAHAH, [IpakTnueckoe 3anarue Ne [TKoc-8.2 | pemenue 3anauy, 4
1 BEINIOJTHEHHUE
rpy301epeBo3Kax»
JOKYMEHTOOO0OPOT MpH MPAKTHYECKUX
TPAHCIIOPTUPOBKE TOBAPOB 3alaHui
Tema 9 Jlexunst Ne 9. [1Koc-8.2 2
[IepconanbHbIi
«KoMnbrotepHbie P JHCKYCCHs
TEXHOJIOTHHU B KOMIIBIOTED B
JIEIIOTIPOU3BO/ICTBE.
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. dopmupye Koa
e Hassanme Ne 1 Ha3zBaHMe JeKI Ui/ fﬂ)lepy Bun 50
- NMPAKTHYECKUX 3AHATUI KOHTPOJILHOT'0
n/n pa3iesa, TeMbl KOMIIETEHI[ 9aco
MepOnpPUsITUSI
110 B
JIEIIOTIPOU3BOJICTBE. | aBTOMATHU3HPOBAHHBIE
ONEeKTPOHHBIN CUCTCMbI
JIOKyMenTO0GOopoT | ACTOIPOU3BO/ICTEA
N [IpakTnueckoe [TKoc-8.2 Pa36op 4
3ansiTue Ne 2 KOHKPETHBIX
ABTOMaTH3anMsL CUTYaIUH,
oOMeHa pedeparsl,
JOKyMEHTaMH B MIPAKTHYCCKUE
JIOTUCTHUKE 3a1aHUs

OYHO-3A0YHASA ®OPMA OBYYEHUA

Tabumua 40 - Conep:xanue JeKuMii / NPaKTHYECKUX 3aHATHH M KOHTPOJIbHbIE MEPONPUATHS

Ne u Ha3BaHue JieKIuii/ Popmupye Bun Kox
Ne Ha3Banmue N Mble -BO
NPaKTHYeCKUX 3aHATHH KOHTPOJILHOTO
n/m | pasjgeia, TeMbl KOMIIeTEeHI] yaco
un MeponpusTHS R
L. Pa3znenl HoxygaeHTnpOBaHHe ITKoc - 6.3 i
yIpaBIeHYECKON AESITETbHOCTH
Tema 1 Jlexmmg Ne 1 ITIKoc — 6.3 JIUCKyCCHS 1
Hopmatusno- OCHOBHBIE TOHSATHUS
npaBoBas 0aza JIeJIONPOU3BO/ICTBA,
JIeIONPOU3BO/ICTBA | 3aKOHOAATeIbHAS U
HOpMaTUBHAas
periameHTaIus
JIOKYMEHTUPOBAHUS
[IpakTyeckoe ITKoc — 6.3 JIUCKyCCHS 1
3aHsTue Ne 1.
3akoHOJaTeNbHAT U
HOpMaTUBHAas
periameHTaIus
JOKYMEHTUPOBAHUS
NEeSITeNIbHOCTH MPEANPUATHI
HOpraHu3alnil.
Tema 2. « Jlexmusg Ne 2 I[TIKoc — 6.3 Juckyccus 1
Odopmnenue YCOP/, TpeGoBanus k
CITY’KeOHBIX 0(OPMIICHHIO IOKYyMEHTOB
JOKYMEHTOB B [IpakTueckoe ITKoc — 6.3 pas3bop 2
COOTBETCTBUU C 3anstae Ne 1. TT'OCT KOHKPETHBIX
TpeOOBaHUAMU P 7.0.97-2016, CUTyalumn
I'OCT P 7.0.97- TpeboBanus k
2016» 0(OPMIICHUIOPEKBU3UTOB

JAOKYMCHTOB
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. dDopmupye Koan
Ne 1 Ha3zBaHMe JeKIui/ pMHpY Bun
Ne Ha3Banmue . Mble -BO
NPaKTHYECKUX 3aHIATHH KOHTPOJILHOT0
n/m| pasjgeia, TeMbl KOMIIETEeHI] 4aco
MepOnpPUsITUSI
H B
Tema 3. [IpakTuueckoe 3aHsiTue [1IKoc — 6.3 1
«Opranmzanuonssl | Ne 1. Opopmnenue 24360
€IOKYMEHTBI: OCHOBHBIX BUJIOB P p
KOHKPETHBIX
0COOEHHOCTH OpraHu3aIMOHHBIX .
CUTYaIui
COJIepXKaHUs U JOKYMEHTOB
0(OPMIICHHE)
Tema 4. | Jlexuunsa Ne 4.CocraB [TIKoc — 6.3 1
«PacriopsiurensH U TpeOOBaHHUS
bIC JOKYMEHTBI: | odopmiieHus Huckyccws,
0COOEHHOCTH OCHOBHBIX TeCT
COJICpKaHUS U | PaCIOpPSIATEIHHBIX
ohopMIICHUS» JTIOKYMEHTOB
[Ipaktnueckoe 3ansitue Ne | [1Koc — 6.3 1
pazoop
1. OdopmneHue OCHOBHBIX
KOHKPETHBIX
BHJIOB  PaCTOPSAUTEIHLHBIX o
CUTYaIui
JTOKYMEHTOB
Tema 5. Jlexmusa Ne 5 CocraB u ITKoc — 6.3 1
«UHpopmanrionHo | TpedboBaHUs 0POPMIICHUS
- CIIpaBOYHBIE OCHOBHBIX BHJIOB JTIUCKYCCHS
JOKYMEHTBI. nH()OPMAITHOHHO-
Benenue CIIPABOYHBIX IOKYMEHTOB
JIETI0BOM [Tpaktnueckoe 3ansatue Nel | IIKoc — 6.3 | pemenue 3anady, 1
MIEPETTHCKI Odopmnenue BBITIOJTHEHHE
uH(pOPMAaIMOHHO- MPAKTHYECKUX
CIIPABOYHBIX IOKYMEHTOB 3aJlaHui
2 Pazgen 2 Opranusanus aGorr ¢ | 1Koc-8.2
p P TeCTUPOBaHHeE
AOKYMeHTaMH
[IpakTyeckoe 3ansatue Ne [TKoc-8.2 1
Tema 6 1
Oprauuzanus Oransl JOKyMEHTO000poTa
JOKYMEHTO0000pOT
a. pazbop
Cucremarusanus KOHKPETHBIX
U XPaHEHHue CUTYalui
JOKYMEHTOB B
JAeJI0NPOU3BOACTB
e
Jlexumst Ne 7. [1Koc-8.2 1
Tema 7 Marepuanbable U Tecr
«lokyMeHT0000p | HHOOPMAIIMOHHBIE IOTOKU
OT B JIOCHCTHKe» | BJIOTHCTUUECKOH CUCTEME.
[IpakTnueckoe 3anarue Ne ITKoc-8.2 Paz6op 1
l. KOHKPETHBIX
JTOKYMEHTO000pOoTa B CUTYaIuH,
JIOTUCTUYECKHUX OTIEPALIUSX.
Jlexnusg Ne 8. ITIKoc-8.2 - 1
Tema 8 auckyce

JIOKyMEeHTOO060POT IpH
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. ®opmupye Koua
Ne 1 Ha3zBaHMe JeKIui/ pMHpY Bun
Ne HasBanmue . MbIe -BO
NPAKTHYECKUX 3aHATHH KOHTPOJIbHOI'0
n/m | pasjaeia, TeMbl KOMIIeTeHII yaco
MeponpUuATHS
HH B
«/lokymeHnToo0op | 3aKynke
OT NPH 3aKyIIKe, 1 CKJIaJUPOBAHHU
CKJI/MPOBAHUH [IpakTuueckoe 3anarue Ne [TIKoc-8.2 | pemieHue 3ajady, 1
b
1 BBITIOJTHEHUE
rpy3ornepeBo3Kax»
JOKYMEHTOOO0OPOT TpH MPAKTUIECKUX
TPaHCHOPTHPOBKE TOBAPOB 3aJaHuN
Tema 9 [TKoc-8.2 1
«KOMNBIOTEPHELS [IpakTnueckoe Paz6op
TCXHOJIOTHH B 3ansaTHe Ne 2 KOHKPETHBIX
JEIONPOU3BOACTBE. | ABTOMATH3ALUS CUTYalH,
DNEeKTPOHHBIN oOMeHa pedepartsr,
JOKyMeHTO0GopoT | HAOKYMEHTAMH B NPaKTUIECKHE
N JIOTHCTHKE 3aJJaHus
OYHAS ®OPMA OBYUEHUSA

Taouauna Sa - [lepedeHb BONPOCOB ISl CAMOCTOSITEILHOI0 U3YYeHH S JUCHUILIAHbI

Ner/it

No paznena u Tembl

[lepeueHs paccMaTprUBaeMbIX BOIIPOCOB ISt
CaMOCTOSITEILHOTO U3yUEHUS

Paznen 1 JlokymeHTHUpOBaHUE

YIPaBJICHYECKOU ESATEIbHOCTH

1. Tema 1. HopmatuBHO- OcHoBHbIE TpeOoBaHUs K HHGOpMaruH. J[0cTaTOUHOCTH
npaBoBas 6a3za U U30BITOYHOCTH HHPOopMarmu. FOpuauueckast
JIeIONIPOU3BOICTBA JIOCTOBEPHOCTh JIOKYMEHTOB Ha

pa3IMYHbIX HOCUTENSIX. KpuTepuu noIMHHOCTH
nokyMmeHToB (I1Koc -6.3)

2. Tema 2. Odopmnenue TexkcT  JOKymMeHTa  Kak  OCHOBHas  (opma
CITY’KeOHBIX KOMMYHHKAIIMH B YIPaBIEHYECKUX MPOIIeccax.
JOKYMEHTOB B Bunel yaubunupoBaHHbIX TeKCTOB. TUobie u
COOTBETCTBUU C TpadapeTHbie TeKCThl. CoCTaBICHHE u
tpeboBanusimu ['OCTP penakTUpOBaHUE TEKCTOBYIPABICHYECKUX
7.0.97-2016 nokyMmeHToB. (ITKoc -6.3)

3. Tema 3. Crtpykrypa TeKCTa OpraHU3alMOHHBIX
OpranuzanoHHbIE JIOKYMEHTOB.

JOKYMEHTHI: Oco0OeHHOCTH COTJIACOBAaHUS U YTBEPKICHUS
0COOCHHOCTH pa3IMYHBIX BUIOB OpraHu3anoHHbix gokymeHToB(I1Koc
COJIEpKaHUs U -6.3)

odopmieHue
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4. Tema 4 PacniopsnurenbHple  OOKYMEHTBI,  CO3JaBacMble B

PaCHOpHHI/ITCHBHBIe YCJIOBI/IHX KOJIJICTUAJIbHOCTH: BUJIbI )41 HpaBI/IJIa
MJICHU .
JOKYMEHTBI: OCOOCHHOCTHY] ogopme
COJIEPIKAHHSI u Buabl  OOKyMEHTOB,  3aKpEIUIAIOIIME  PELICHHS,
O(bOpMJIeHI/ISI HpI/IHI/IMaeMBIG B YCJ'IOBI/ISIX CAMHOHAaYaJIud, HpaBI/IJIa
odpopmnenusi(ITKoc -6.3)

5. Tema 5 OcobenHocTu OopraHu3aiun AIIEKTPOHHOTO
WH(opMAIHOHHO- JIOKyMEHTO000pOTa.
CIIPABOYHbBIE OKYMEHTBI Bnyrpennsis u BHemnsis aenoBas nepenucka. (ITKoc -6.3)
Benenunenenosoit
MIePETIHCKU

Paszpnen 2 Oprann3zanus padoThl ¢ JOKYyMEHTaMH

6.

Tema 6 «Opranuzanus
JOKYMEHTO000poTa.

Cucremarusanus u

Pabora ncnonnuTens ¢ gokymentamu. Oprasnusanus
JBUKEHUS] BHYTPEHHUX JOKYMEHTOB
Kareropun nokymMeHTOB, Mojyiexammux KOHTPOJIIO.
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[lepedyenp paccMaTpUBaEMBIX BOIIPOCOB ISt

Ner/ Ne pasznena u Temsl p p P p a

- CaMOCTOATEIBHOTO U3YUCHHS
XpaHEHUE JOKYMEHTOBB Cpoxu ucnonnenus qokymeHTos. (I1Koc -8.2)
JIETIOTIPOU3BOICTBE

7. | Tema7 OTBETCTBEHHOCTh OpTraHM3alMi 33 COXPAaHHOCTh JOKYMEHTOB
«J1okyMeHTO000pOT B Briienenne JOKYMEHTOB K XpaHEHUIO U YHUUTOXEHHI0. CpoKH
JIOTHCTHUKE XpaHEHUsl TOKyMEHTOB, UX periaMmeHTanus. [IpaBuia nepenaun

JeNl M3 CTPYKTYPHBIX IMOAPA3ACICHUN B apXWB YUPEKIICHHS.
(ITKoc -8.2)

8. | Tema 8 «Jlokymentoobopor | Opranu3zamnus paboThl C TOKYMEHTAaMU Ha CKJIaJe U MpU
MIPH 3aKYTIKE, nepeBO3Ke I'Py30B, epBuyHast u cBoaHas nokymeHrtanusi(I1Koc
CKJIaIMpPOBaHMH, -8.2)

TPy30IIePEBO3KAX»

9. | Tema 9 «KommbroTepHbIe [loxroToBKa  TEKCTOBBIX  JIOKyMEHTOB  Ha
TEXHOJIOTUH B KoMIbIOTepe. TeXHOIOT K OArOTOBKY TaOIMYHBIX
JIeIONIPOU3BOICTBE. nokymeHnToB(I1Koc -8.2)

DNEeKTPOHHBIN
JTOKYMEHTOO000pOT»
OYHO-3A0OYHAS ®OPMA OBYUYEHMU S
Tabauua 56 - IlepeueHs BONMPOCOB /1J1s1 CAMOCTOSITEILHOT0 M3YUYEHUST THCIHIJIMHBI
[lepeueHs paccMaTprUBaeMbIX BOIIPOCOB IS
Ner/nm Ne paznena u Tembl p P P = 8

CaMOCTOSATCIIbHOTO U3YYCHUA

Pasznen 1 JlokymeHTHpOBaHKE yIIPABIECHYECKON ACATEILHOCTH

1. Tema 1. HopmaruBHO- OcHoBHbIe TpeOoBaHus K HHGOpManuH. J[0CTaTOUHOCTH U
npaBoBas 0aza n30b1TOUHOCTH MH(pOopMaruu. FOpuanueckas
JIeIONIPOU3BOICTBA JOCTOBEPHOCTh JIOKYMEHTOB Hapa3JIU4HbIX

Hocutensax. Kpurepuu nomgmuanoct nokymeHToB (I1Koc -6.3)

2. Tewma 2. Odopmnenue Tekct  JMOKyMEHTa Kak  OCHOBHas  ¢opma
CITY’K€OHBIX KOMMYHHKAIIMH B YIPaBIEHYECKUX MPOLIeccax.

JOKYMEHTOB B Bunel yaudunupoBanusix TekctoB. Tunosie u TpadaperHbie
COOTBETCTBUHU C TekcThl. CocTaBjeHHe u peIaKTUpOBaHUE
tpeboBanusimu ['OCTP TEeKCTOBYIpaBiaeH4YecKuX 10kyMeHTOB. (ITKoc -6.3)
7.0.97-2016

3. Tema 3. Crtpykrypa TeKCTa OpraHU3allMOHHBIX
OpranuzanuoHHbIE JOKYMEHTOB.

JOKYMEHTHI: Oco0OeHHOCTH COTJIACOBAaHUS U YTBEPXKICHUSPA3TUYHBIX
0COOCHHOCTHU BUJI0B opranu3aiuoHHbIx qokymeHToB(I1Koc -6.3)
COJIepKaHUS U
odopmieHue

4. Tema 4 PacniopsnuTenbHble JOKYMEHTBI, CO3JaBa€MbI€ B YCIOBHSX
PacTIOpAHTEEHEE KOJUIETHAIbHOCTH: BUJIBI M TIPaBUIIa0(hOPMIICHUSL.
JOKYMEHTBI: 0COGEHHOCTH Buapl 10KyMEHTOB, 3aKpEeIUIAIOIINE PEUICHUs], TPUHUMAEMbIe
e — " B YCIOBUSIX eAuHOHavanus, mpasuia opopmiienusi(I1Koc -6.3)
odopmIIeHUS

5. Tema 5 VubopMmaioHHo- Ocob6enHoctu OpraHu3aiun AJIIEKTPOHHOTO

JOKYMEHTO000pOTa.

CIIPaBOYHbBIE JOKYMEHTHI.
BenenunenemnoBoii

TNICPCIIUCKU

Buytpennss u BHewHss nenoBast nepernucka. (ITKoc -6.3)

Pa3nen 2 Oprannsanus padoThl ¢ JOKYMEHTAMH
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Tema 6 «Opranu3zanus
JOKYMEHTO000poTA.
CucreMaTuzanus u

Pabora ucromauTens ¢ gokymeHTamMu. OpraHu3anys ABHKCHUS
BHYTPEHHUX JOKYMEHTOB
Kareropun nokymMeHTOB, Mojyiekaiux KOHTPOJIIO.
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N/ Ne pasieia  TeMbL [lepeuens paccMaTpuBaeMbIX BOIIPOCOB AJIS

- CaMOCTOSITEIBHOTO U3yYEHUS
XpaHEHUE JOKYMEHTOBB Cpoxu ucnonnenus qokymeHToB. (I1Koc -8.2)
JEJIONIPOU3BOICTBE»

7. | Tema7 OTBETCTBEHHOCTh ~ OpraHM3aluii  3a  COXPAaHHOCTh
«JlokymMeHTOO0OOpOT B JIOKYMEHTOB BblJeneHne JOKYMEHTOB K XPaHEHUIO H
JIOTUCTUKE» YHUUTOXXEHHIO. CpOKM XpaHEHus JOKYMEHTOB, HX

pernamenTanus. [IpaBuia nepenauu aen U3 CTPYKTYPHBIX
nojpaszzeneHuil B apxus yupexaenus. (I1Koc -8.2)

8. | Tema 8 «/loxkymenroo6opoT | Opranuzamus paboThl C JOKYMEHTAMU Ha CKJIAJ€ U
IIPH 3aKYTIKE, Opu [EpeBO3KE TIpPy30B, IMEpBUYHAs W  CBOJHAs
CKJIaJIMPOBaHUH, noxymenTanus(I[1Koc -8.2)

Ipy301epEeBO3KaxX»

9. | Tema 9 «KommnbroTepHbIe [logrotoBka ~ TEKCTOBBIX  JOKYMEHTOB Ha
TEXHOJIOTUU B KOMIIbIoTepe. TEeXHOIOTMH MOATOTOBKH TaOJINYHBIX
JIeIONIPOU3BOJICTBE. nokymeHnToB(I1Koc -8.2)

DNEeKTPOHHBIN

JOKYMEHTO000pOT»

5. Oopa3oBaTesibHbIE TEXHOJIOTHH
Tab6uaunua 6 - [IpuMeHeHne AKTHBHBIX M HHTEPAKTHBHBIX 00pa30BaTeIbHbIX TEXHOJIOTHH
HaumeHoBanue
No HCIO0JIb3yeMbIX AKTHBHBIX U
w/n Tema u popma 3aHATUA HHTEPAKTUBHBIX
oOpa3oBaTeJIbHbIX
TEXHOJIOTUH

Pa3znes 1 JlokyMeHTHpPOBaHUE YIIPABJIECHYECKOM AeSITeJIbHOCTH

1 Tema 1. HopmaTuBHO-TIpaBoBas 6a3a JI | IIpobnemHuas nekmus
JIEJIONIPOU3BOJICTBA

2 Tema 2. OdopmiieHHECITyKEOHBIX JI | Jlekuus -Bu3yanuzanus
JIOKYMEHTOB B COOTBETCTBUU ¢ TpeboBanusmu ['[OCT
P 7.0.97-2016

3 Tema 3. OpranuzaiMoHHbIe ToKyMeHTHI: | [13 | pa3bop KOHKPETHBIX CUTYyaIHit
0COOCHHOCTH coJiepaHusi nohopMIIeHHE

4 Tema 4. Pacniopsmutenbupie  pokymeHthl: | [13 | Pa30op KOHKpETHBIX CUTYyauit
0COOCHHOCTH coJiepaHusi MOoGOpMIICHUS

5 Tema 5 Nudopmarmonno- cripaBounbie JokyMeHTHI. | [13 | Pa30op KOHKpeTHBIX cUTyaruit
BenenueienoBoi nepenucku

Paspnen 2 Opranusanus padorsl ¢ JOKYMEHTAMH

6 Tema 6 «OpranuzanusA0KyMeHTO000pOTa. JI | Jlexuus-pusyanusanus
Cucremaru3zanus U XpaHeHHE JOKYMEHTOBB
JIEJIONPOU3BOJCTBEN

7 Tema 7 «/1okyMeHTOOOOPOT BIIOTUCTHUKE» I13 | Pa360p KOHKPETHBIX CUTYaIHii

8 Tema 8 «JlokyMeHTOOO0OPOTIPH 3aKyTIKE, JI [TpoGnemHuas nexius
CKJIQJMPOBAHUU, TPY30IIEPEBO3KAX)

9 Tema 9 «KOMIIBIOTEPHBIETEXHOJIOTHH B JI | Jlexuus - BU3yanuzanus

JIETONIPOU3BOJCTBE.
ONEKTPOHHBIN
JOKYMEHTO000pOT»
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6. Texymmii KOHTPOJIb YCIIEBAEMOCTH M IIPOMEKYTOYHAS aTTeCTALUs 110
HUTOraM OCBOEHUSI M CLHMIIJIMHbI

6.1. TunoBblie KOHTPOJIbHBIC 3aIaHUs WJIN UHBIC MaTE€pUuaJbl, H606XOL[HM]>IC AJIsi OHCHKH 3HaHHﬁ,
yMeHI/Iﬁ U HABBIKOB U (I/I.TII/I) OonbITA J€ATCJIBbHOCTHA

TecroBble 3a1aHus TSI TPOMEKYTOYHOTO TECTHPOBAHUS TI0 AUCIUTUIMHE
«JloKyMeHTaIMOHHOE 00ECTICYeHHE JIOTUCTHYECKUX TIPOIIECCOBY
K pazneny 1. «JlokymeHTUpOBaHuE ypaBieHYecKol aeareiabHocTu» [1Koc -6.3)

1. [aiiTe onpeaesieHne J0KYyMEHTA
TeKcCT ¢ meyaTbro
TpadapeTHplii TEKCT, COAEpKAIIMI BOMPOCHI TIO OMPEACTIEHHON TeMEe M MECTO I OTBETa Ha
HUX
3. bnaHk c pekBU3UTaMHU
4. Wndopmanus Ha MaTepruaIbHOM HOCUTEIIE, UMEIOIIAs FOPUIUYECKYIO CUITY
2. Oxapakrtepu3yiiTe ¢ TOYKH 3peHHSI PEKBU3UTOB [IOKYMEHTa CJeAylomMid (parMent:
«3am.aupexkTopa CepreeBy A.Sl. OGecneunTh BBINOJHEHHE YCJOBHII mocTaBok. Jluunasi
noAnuch aupexropa. laray.
1. T'pud yrBepxneHus
2. Peszomonus
3. Bwusa cornacoBaHus
4. Pacnopsbkenue
3. Kak pa3peminTh CUTYalHIo, Korjaa NUCHbMO Heo0X0AuMO pa3ociaathb
0oJiee YeThIPEM aapecaram?
1. Pa3mecTtuTh agpecarbl Ha CBOOOTHOE OT TEKCTA MECTO
2. BpiOpath TOMBKO HanboJIeEe BaXKHBIC aApeCcaThl
3. Ilepeuncnuthb BCEX aZpecaToB B PEKBHU3UTE «anapecar» c
COKpaIIeHUsIMU
4. JlaTh CIMCOK aJpecaToOB U COCTABUThH CIIUPKYISIPHOE TUCEMO
4. Yrto Takoe popmyasip nucbma?
1. TlepBblii SK3EeMILISIP MUCHMA
2. JyOnukar opuruHajga mucbMa
3. Kaptouka ydera nucem
4. CoBOKYITHOCTh PEKBHU3UTOB O(HUIINATBHOIO TUChMa
5. B kakux ciaydasix 00s13aTeJIbHO HAJA0 3aNOJHATHL PEKBU3HT «CCHLIKA Ha ATy M HHAEKC
BXOAAIIEro mMucbMa»?
1. Tlpu cocraBneHUM I1000TO MUCHMa
2. Ilpu cocraBieHUM NEPBOHAYAIBLHOIO MUChMA EPEMUCKU
3. Tonbko B coydae cocTaBiCHUs TyOIMKaTa JOKyMEHTa
4. Ilpu oTBeTe Ha MUCHMO
6. Eciiu aBTOp nmucbMa - Juuno ¢pusndeckoe (4acTHOe), OyJAeT JIM OH MO0JIb30BATHCS OJAHKOM sl
nyceM MNP COCTABJICHUH /1€JI0BOT0 MUcbhbma?
1. Ma, 3aBucHT OT azipecaTa
2. Jla, Tak KaK cIyKeOHbBIN JOKYMEHT 0(hOpMIISeTCS TOJIBKO Ha OlIaHKe
3. Ja, 3aBHCHUT OT BaXXHOCTH MOCTIaHUs
4. Her, OnmaHK MOXET OBITh HCIIOJIb30BaH TOJIBKO IOPUINYECKUM JULOM,
PEKBU3UTHI KOTOPOTO OTPaXKEHBI Ha OJIaHKe
7. UTo o3Ha4YaeT NOHATHE "'BU3HPOBaHUE JOKyMeHTa'"' ?
1. 03HaKOMIIEHHE C JOKYMEHTOM BCEX 3aMHTEPECOBAHHBIX B €0 MUCIOJHEHUHU JIOJDKHOCTHBIX JIUIL U
odopmiieHne pekBU3HUTa "BU3a" HA JOKyMEHTE
2. yTBEpKJEHUE NOKYMEHTa PYKOBOJICTBOM OpraHu3aliu
3. perucrtpaunus J0KyMEHTOB
4. PE30JII0LIMS Ha TIOKYMEHTE

N —
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8. Oxapakrepu3yiiTe Ha3HAYECHHE OPTAHU3AIUOHHBIX JOKYMEHTOB.
1. JloKyMEeHTBI, OIIpenesIOIIME U 3aKPEIUISIONINE BUJ IEATEIbHOCTH, CTPYKTYPY IPEAIPUATUS
2. byxrainrepckue 10KyMEHTbI
3. JIOKyMEHTBHI, IPEANUCHIBAIOIINE KaKUe-IM00 AeUCTBUS
4. JIOKyMEHTBI, HECyIIHe CIPAaBOYHYIO HH(POPMAILIHIO

9. Yto Takoe BXOASIIMI JOKYMEHT?
1. JloKkyMeHT, MOCTYNMBIINI B OpraHU3aLMI0 HA UCIIOJIHEHNE
2. JIOKyMEHT AJjisi IPOIyCKa B OpraHU3aINIO
3. JloKyMeHT, HalpaBJIEHHBIN B BBIIIECTOSIIYIO OPraHU3aLUIO0
4. JlokymeHT, GUKCHPYIOIIHMIA X011 3aceIaHus

10. Kakue 10KyMeHTBI 10/ZKHBI OBITH 00513aTEJIbHO 3aBEePeHbI?
1. JIOKyMEeHTBI, OTHOCSIINECS K HOPMAaTUBHBIM
2. Komnuu Bcex JOKYMEHTOB, HE3aBHCHMO OT UX BHJIA
3. JloKyMeHThI, OTIIPABIIIEMbIE B IpYT€ OpraHUu3aluu
4. Tlpuka3ssl pyKOBOJCTBA

11. Buabl 6,1aHKOB JOKYMEHTOB, KOTOpPbIe peKOMEHAyeTcsl HMeTh B OPraHU3alMH.
OO6muit 6aHk

biank s nucem

bnank, BbINOTHEHHBIN Ha OyMare CBETJIBIX TOHOB

bitaHK ¢ IPOOJIBHBIM PACTIONI0KEHUEM PEKBU3UTOB

b s

K pazneny 2. «Opranuzarus pabotsl ¢ mokymeHTamu» (I1Koc-8.3 )

1. Kakoii J0KyMeHT B OpraHu3aium npeaHasHader s yaupuxkanuu Gopm J10KyMEeHTOB
1. momnoxeHue o AeTONpPOU3BOACTBE
2. HOMEHKJATypa Jen
3. anpboM GopM JOKYMEHTOB
4. Tabenb GopM TOKYMEHTOB
2. Kosin4ecTBO JOKYMEHTOB BCeX JOKYMEHTONMOTOKOB 32 OIpe/ieIeHHbIN Mepuo/1 COCTaBIsET. ..
1. mna" 10KyMeHTo000poTa
2. rpaduK TOKyMEHTO0O0pOoTa
3. 00beM JTOKYMEHTO000pOTA
4.x03h(HUIMECHT 3arpy’KEHHOCTH pabOTOM C JOKYMEHTAMH
3. ®ukcanusa pakTa co3TaHUSA WIN MOJTYyYeHUs] JOKYMEHTOB IyTeM NMPUCBOEHUSI UM MOPSAKOBBIX
HOMEPOB U 3aNiCH YCTAHOBJIEHHBIX CBeJeHUIl 0 HUX
1. yueT nBUKEHUSI JOKYMEHTOB
2. peructpanus T0KyMEHTOB
3. rpacduk 10KyMeHTO0O0pOTa
4. BeneHue y4yera JOKyMEHTOB
4. CucteMaTU3HPOBAHHBIN NepeYeHb 3ar0J0BKOB JieJI ¢ YKa3aHHEeM CPOKOB UX XpaHeHHs
1. nemo
2. HOMEHKJIaTypa Jien
3. CIIMCOK Ael
4. rpadMK T0KyMEHTO000pOTA
S. Kakoi HOPMATHMBHBIH [JOKYMEHT perJlaMeHTHPYeT OpPraHu3anMi0  JIEKTPOHHOIO
AOKYMEHT0000poTa
1. @3 «O OyxranTepckom yueTe»
2. @3 «O6 unpopmarmu, HHOOPMAIMOHHBIX TEXHOJIOTHAX U 3aIUTE WHOOPMALIUL»
3. @3 «O06 r11eKTPOHHON TUPPOBON TOIIMHUCHY
4. TlonoxeHue 1o eN0NPOU3BOJICTBY
6. OcHOBHBIC 32124H IKCIIEPTHOM KOMUCCHH:
1. paccMOTpeHHE IPOEKTOB HOMEHKIIATYp [l YUPEKACHUS U €r0 CTPYKTYPHBIX M0Ipa3/ieNeHHIA;
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2. QopmupoBaHuUE 1€ IS Iepeiaul B apXHB
3. opraHM3anus eXeroJHoro 0Toéopa JOKyMEHTOB Ha XpaHEHUE M YHHUTOXKCHUE,
4. paccMOTpEHHE aKTOB O BBIJCJIEHUU K YHUYTOXKEHHUIO JOKYMEHTOB U JEJ, CPOK XpaHEHHUs
KOTOPBIX UCTEK.
7. UTo TaKoe HCXOAALIUNA JOKYMEHT
1. JloKkyMeHT, MOCTYNMBIIMI B OpraHU3aLMI0 HA UCIIOJIHEHNE
2. JIoKyMeHT Juisl BBIXOJa U3 OpraHU3aluH
3. JloKyMeHT, HalpaBJIEHHBIN B BBIIIECTOSIYIO OPraHU3alUIO0
4. JlokyMeHT, OTHpaBJIEHHbIN U3 OpraHU3allK B Ipyre OpraHu3aluu
8. M3 CKOJBKHX YeJ0BeK J0JIKHA COCTOAATh 3JKCIEPTHAs KOMHCCHUSI IO OLIEHKe HAay4YHO-
NPAKTHYeCKOI 3HAYMMOCTH JOKYMEHTOB?
1. Twuen
2. 8uem
3. Swuen.

[lepeueHp BOIPOCOB, BHIHOCHMBIX Ha MPOMEKYTOUHYIO aTTECTALIUIO
Bonpocsl k 3auerty
Ponb nndopmanmu B yrpaBieHUH OpraHu3alyen.
CymHOCTh M PYHKUINHU JOKYMEHTa
Opranm3anus padoThl C TOKYMEHTaMU
Tekyiiee XpaHeHHE JOKYMEHTOB
DKcnepTh3a HEHHOCTH IOKYMEHTOB
Odopmnenue ned.
Cnaya fien1 B BEJOMCTBEHHBIN apXHUB
VHudukanus yrnpapieH4eCKUX JOKYMEHTOB.
Howmenknarypa gen.
. CocraB u coziepkaHne oprann3anoHHo-pacnopsauTenbHoi qokymenTtanus (Y COP/I)
. CoctaB u ohopMIiIeHHE pacIOPAIUTEIbHBIX JOKYMEHTOB
. CoctaB u o(hopMIiIeHHE OPraHU3aLMOHHBIX TIOKYyMEHTOB
. CocraB u opopmiieHrEe HHPOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB
. CocraB u npasmiia opopmiienust pekBu3ntoB qokymeHToB (I'OCT P 7.0.97-2016)
. TpeboBanus1, npeabsaBisieMble K 0(POPMIIEHUIO TOKYMEHTOB.
. JlokyMeHTHpOBaHKE TPYIOBBIX IPABOOTHOILICHHUH
. Opranusanus npuema 1 NepBUYHON 00pabOTKH JOKYMEHTOB
. Perucrpanus 1okymMeHTOB
. IlpaBuna BbI1auy Jie71 BO BPEMEHHOE M0JIb30BAHUE
. Opranusanus J0KyMEeHTO000poTa
. Cnyx6a JIOV: Buapl, GpyHKLINHU, CTPYKTYpa
KoHTposb HcnoHeHNs: JOKyMEHTOB
. UnpopmannonHo-cripaBoyHas paborta
. YHu(uKanus 1 cTaHJapTU3aLus JOKYMEHTOB
. @opmupoBaHue s
. HopmartuBHbIe, 3aKOHOIaTeNIbHbIE JOKYMEHTHI, PEryIUPYIOIIUe MOPsIOK paboThl C JOKYMEHTaMH
. Buznsl HomeHkaTypsbl 1€, uX XapakTepucTuKa
. PacnopsurensHble TOKYMEHTBI, 00pa3yromecs B AeATeIbHOCTH KOJUIETHaIbHBIX OPraHOB
yIIpaBJICHUS
29. CymHOCTb, BUBI U COJIEpKAHNUE YIPaBICHYECKOW HHPOpMAaLUu
30. [lenoBast nuH(pOpMaLMs U €€ COCTaB
31. Ilogroroska Jlen k apXMBHOMY XpaHEHHUIO
32. JlenoBas nepenucka. Bunipl u xapakrepucTHKa ciyKeOHBIX MHCEM
33. SI3bIK ¥ CTWIb AETOBON JOKYMEHTALIMH
34. Cuctemarusanus U TEKylllee XpaHEHUE TOKYMEHTOB
35. KoMnbroTEpHBIE TEXHOJIOTUH MOATOTOBKH TIOKYMEHTOB

NN RO =
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36. JIOKyMEeHTHI, COMPOBOXKAAMIINE  MATePUAIbHBIN MOTOK B OTAENe CHaOXKEHHUS,
MPOU3BOJICTBE, NPU IMOCTYIUICHHHM HA CKIaJA, MPU OTIYCKE IPOAYKIHH

37. loxymeHTaipHOE 0(OPMIICHHE TOCTABOK

38. OOmmas opraHu3anus T0KyMeHT0000poTa cKiaaa. JJokyMeHThI Ha CKIIaze

39. IOKyMEHTBI, UCHIOJIb3yeMbIe /1751 0(OPMIICHUS IPHEMKH TOBApOB

40. JloxymeHTanbHOe 0(OpMIIEHHE TEPEBO3KH T'PY30B

6.2. Onucanue nmokaszareJieil U KpUTEPHEB KOHTPOJISI YCIIEBAEMOCTH, ONMCAHME IIKAJ OLlEeHUBAHUSA

Tabumua 7 - Kpurepun oneHnBaHus pe3yJIbTaTOB 00y4ueHHs (3a4eT)
Ounenka Kpurepun oneHuBanus
TEOPETUYECKOE  COJAEpPKAaHME  Kypca  OCBOEHO  IOJIHOCTbIO,  KOMIIETEHIUU
chopMUpOBaHbl, BCE MPEAYCMOTPEHHbIE y4eOHbIE 3a/JaHUsl  BBIIOJHEHBI C
3auTeHO | HE3HAUUTENbHBIMU 3aMEUaHUSIMH. YMEHHUS U HaBBIKM IPUMEHSIOTCA CTYJIEHTOM s
pelIeHNs MPAaKTUYECKUX 3a/ad C HEe3HAYUTEIbHBIMU OIIMOKaMHU, HCIPABISEMBIMU
CTYJAEHTOM CaMOCTOSITENIHO.
TEOPETUYECKOE COJEpKaHNEe Kypca HE OCBOECHO, KOMIIETEHIIMU HE C(OPMHUPOBAHBI, U3
MIPEeyCMOTPEHHBIX MPOTpaMMOi 00yueHHs y4eOHbIX 3aJJaHHi MO0 BBINOJIHEHO MEHEe
60%, 00 coaep UT TpyObie OMTMOKH, TPUBOISIINE K HEBEPHOMY PEIICHUIO; Y MEHUS
Y HaBBIKHU CTY/IEHT HE CIOCOOEH MPUMEHMTD IS PellIeHUs] MPaKTUUECKUX 3a1a4.

He3zaureHo

7. YueOHO-MeTOoAuYecKoe U MH(OPMaIlHOHHOE o0ecriedeHue U CIUTIINHbI

7.1 OcHoBHas JauTEpaTypa

1. Apacnanosa, B. A. JlokymeHTarimoHHOE 0OECTICUCHHE YITPaBICHUS | YIeOHO-IPAKTHIECKOE

nmocobue B cxemax, Tabmuiax, obpasmax / B. A. ApacnanoBa. — 3-e¢ uzn. — Cypryr :
CypryTckuii ToCyJapCTBEHHBIN Menarorunyeckuii yuusepeuret, 2019. — 240 ¢. — ISBN 978-
5-93190-385-9. — TexkcT : 2MeKTpOHHBIA // DIeKTpoHHO-OMOMMOTeuHass cucrema [PR

BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/94291.htm

2.JloxyMeHTaIMOHHOE 00eCIIeYeHHE YITPABJICHUS | YUCOHHK JJIs CTYIACHTOB BY30B,
00yJaronuXxcs 1Mo HaIPaBJICHUAM « DKOHOMHKa» B « MEHEDKMEHT», CIIeIUaTbHOCTIM
«HuDpopmaTHKay, «J0OKyMEHTOBEICHHE U JIOKYMEHTAIMOHHOE 00SCIICUCHUE YIIPABICHUS»,

«ABTomaruzanus u ynpasierue» / A. C. I'punbepr, H. H. 'op6aués, H. H. I'op6aués, O. A.
MyxamermnHa. — Mocksa : OHUTU-JJAHA, 2017. — 391 ¢. — ISBN 978-5-238-01770-9. —

TekcT : anexTpoHHbIH // DnekTpoHHo-6ubmmoTeunas cuctema [PR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/71213.html

3. XKyxoma, 0. H. /lenoBble KOMMYHUKAIMK B JOTHCTHKE : yueOHoe nmocobue / FO. H. XKyxoma.
— Camnkr-IlerepOypr : Yausepcurer U'TMO, MucTutyT X008 1 6MoTexHoaorui, 2014. —
114 ¢. — ISBN 2227-8397. — TekcT : 31eKTpOHHbIHN // DAEKTPOHHO-OMOIMOTEYHAs CCTEMa
IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/66439.html

4. llInbaes /I.B. [IpaBoBoe peryianpoBaHue IEKTPOHHOTO JOKYMEHTOO00pOTa[ DNEeKTPOHHBII
pecypc] : yaebHoe mocobue / JI.B. [1lubaeB. — DnekTpoH. TeKCcTOBbIe AaHHbIE. — CapaTos:
BysoBckoe ob6pazoBanme, 2016. — 70 c. — 2227-8397. — Pexum pocryna:
http://www.iprbookshop.ru/57260.html

7.2 1ONOJHHUTEIbHASA JIUTEPaTypa

1. JlokyMeHTallMOHHOE oOecleyeHue YIpaBlIeHUs M JeNONPOU3BOJCTBO: YYEOHMK JUIs
6akanaspos/ U.H. Ky3nenos. M.: U3natensctBo FOpaiit: 1/ FOpaiit, 2012. 576-c.;
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http://www.iprbookshop.ru/66439.html
http://www.iprbookshop.ru/57260.html

Bounrun, B. B. Cknan. Jloructuka, ynpasnenue, ananu3 / B. B. Boarua. — Mocksa : JlamkoB
u K, 2015. — 724 c. — ISBN 978-5-394-01944-9. — TeKcT : 31eKTPOHHBIN // DAEKTPOHHO-
OoubnroTeyHas cucremMa IPR BOOKS : [caiT]. — URL:
http://www.iprbookshop.ru/14092.html
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http://www.iprbookshop.ru/14092.html

2.CrenanoBa E.H. Cucrema 3/IeKTpOHHOTO JOKYMEHTO000pOTa (00JIa4HOE pelIeHHE)
[DnexktponHblii pecype] : yuebHoe mocobme / E.H. CremanoBa. — DJEKTpOH.
TekcToBble AaHHble. — CaparoB: Ail ITu Op Menua, 2018. — 182 ¢. — 978-5-4486-
0136-1. — Pexwum moctyna: http:// www.iprbookshop.ru/73341.html

[Tepnonnueckue n3nanus
HemonpousBoactso https://elibrary.ru

Cexperapckoe aeno http://www.sekretarskoe-delo.ru/

HopMaTHBHEBIC AKTDI

1.1 I'paxxnanckuit koaekc P® (vactes nepsast) or 30.11.1994 Ne 51 @3

1.2 ®enepanbublii 3akoH oT 27.07.2006 1. Ne 149 @®3 "O6 wuHpopmanuu,
MH(}OPMAaIIMOHHBIX TeXHOJOrusAX U o 3amute nHdopmanun", CIIC Koncynprant
[Timroc

1.3 ®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-®3 9 "OO snexTpoHHOIN mogmucH"
CIIC Koncynbrant Ilnroc

1.4 ®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-®3 9 "OO snexTpoHHON mogmucH"
CIIC Koncynbrant Ilnroc

I.5TOCT P MHCO 15489-1—2007 «VYmpaBinenue mokymeHTamu. OOmue
TpeOOBaHUs» HOBBIMHAIIMOHAIBHBIN CTaHIAPT.

1.6 T'ocynapcTBeHHasi cucTeMa JOKYMEHTAIIMOHHOTO OOECIeUeHUs YIpaBJICHUSI.
OcHoBHble moJoxeHus, OOmmMe TpeOoBaHUA K JOKYMEHTaM U CIIy)KOam
JOKyMEeHTaImoHHoro obecrneuenus. - M., BHUNJIAL, 2001.

1.7TocynapctBennsiii ctangapt P@ ['OCT P 7.0.97-2016 HauuvoHanbHBIN cTaHgapT
Poccuiickoi denepanuu. Cucrema CTaHJIapTOB o nHpopmarumy,
OMOIMOTEYHOMY U HW3JaTeNbckoMy Jneny. OpraHu3alMOHHO-PaCHoOpsIUTeNbHas
nokyMeHTanus. TpeOoBaHust kK odopmiieHuto aokymMeHTOB (yTB. Ilpukazom
Poccranmapra ot 08.12.2016 N2004-cT)

1.8 TOCT P 7.0.8-2013 "/Ienonpou3BOJACTBO W apXUBHOE Jei0. TepMuUHBI H
onpenenenusa" Koncynprant [lmroc

1.9 OcHoBHbIe mpaBmiia paboTel apxuBoB opranu3amnuii oT 06.02.2002 CIIC KoncynbraHT
[Tmroc

1.10 MeTonuueckre peKkOMEHAAUHU IO Pa3pabOTKe HHCTPYKIUH O
JIeIONIPOU3BOICTBY BdeAepanbHbIX OpraHax UCIOJHUTEIBHOMN BiIacTu (YTB.

npukazom denepanbHOro apXuBHOTO areHTcTBa OT 23 nexadpst 2009 r. Ne
76)

6.3. MeTtoanueckue yka3aHusl, peKOMEH/IALMH U PyTrHe MAaTePHAIIBI K 3aHATHIM

1.9aycosa JI.A., OBuapenko f. 3., Akumosna JI.I1., HYaycos H.IO.
JlokyMeHTallMoHHOeoOecrieueHne yrpapieHus:: YueOHoe nocooue. — Kanyra:
XXXX, 2017. - 83 c.

8. Ilepeyenn pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKANMOHHOI ceTH « UHTEepHET),
HEe00X0AUMBIX /ISl 0CBOEHHUS THCUHUILIMHBI
- DHIUKIIONEAUS MEHEHKMEHNTA - http://www.pragmatist.ru/
- Beepoccuiickuii ieHTp usydenus odmectseHHoro MueHus (BLIMOM) - https://wciom.ru/
- T'ockomcrat P® - https://rosstat.gov.ru/
- Hayunas snekrponnas oubnuoreka - http://elibrary.ru



http://www.iprbookshop.ru/73341.html
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https://rosstat.gov.ru/
http://elibrary.ru/

9. HepequL NnporpaMmmMHOro o0ecrnevyeHus U I/IH(l)OpMaIII/IOHHbIX CIIPABOYHBIX CUCTEM

Tab6umna 9 -IlepeyeHb NPOrpaMMHOro odecrnev4eHus

Nerr HaHMeHOBaHHeU HaumenoBanwue Tun Ton
pasznenna yaeOHoM ABTOD
/m MCITMILTHHEL IIPOrpaMMEI IIPOrpaMMbl pa3paboTku
Microsoft [Iporpamma (e cniol\gl?croso f
1 Bce pasznensr PowerPoint noarotoBku | Microsoft Il))owerPoint
IIPE3EeHTalNnN 2007)
Microsoft TEKCTOBBIN . 2.006
2 Bce paznenst Microsoft | (Bepcust Microsoft Word
Word penaxkTop 2007)

10. Onucanne MaTepHAJILHO-TEXHUYECKOH 0a3bl, HEOOXO0AUMOM /ISl OCYIECTBJICHUS
00pa30BaTeIbHOIO NMPOLECCa 10 AMCHUIIMHE

Tab6auna 10 - CBegeHus 00 o6ecnie4eHHOCTH CIIEHMAJIM3MPOBAHHBIMM Ay IUTOPUSIMHU,

Ka0uHeTaMu, JabopaTopusiMu

HaumeHoBaHMe crienuaIbHBIX

NOMeIeHN ¥ MOMeIlleH il 1J1s

CaMOCTOSITEJIbHOM PadoThI (Ne
yueOHOoro kopmyca, Ne

OCHALLIEHHOCTD CHEIHAJLHBIX IOMEIIeHUH U
MOMeIIeHU JIsl CAMOCTOATEIbHO padoThI

ayIMTOPHUH)
Aymutopus st mpoBeneHus | Kommiekt kpecen ¢ mormutpom 1 mt. (18 exn.), cron
JEKUMOHHOTO  THUMA, 3aHATUHN | OUCHBIN, CTYN AJS MpEenojaBaress; 10cKa yueOHas; SKpaH

CEMHHApCKOT0 THIA, KypCOBOTO
MPOEKTUPOBAHUS(BBITIOTHEHHUSI

KYpPCOBBIX PabOT), IPYNIIOBBIX H
WH/IMBHIyIbHBIX KOHCYJIbTAIINH,
TEKYIIETO KOHTPOJIS "

MIPOMEKYTOYHOM aTTecTaluu
(xab. Ne 427 n).

DraperDiplonat (1:1)84/84" 213-213 MW;
MYJIbTUMEAUITHOE obopynoBaHue (mpoexTtop
MynbTuMenuiHbId - AcerX1226H; nHoytoyk ASUS ¢

JOCTYIIOM B UHTEPHET)

Aynutopuss sl TIPOBEACHUS
JCKIIMOHHOTO  THIA,  3aHATHU
CEMHHApCKOI0 THIA, KypCOBOTO
MPOEKTUPOBAHUSI(BBITIOJIHEHHUSI

KYPCOBBIX DPa0OT), TPYNIOBBIX U
WHIUBUAYAIbHBIX KOHCYIbTAIIHH,

VYuyeOusie crobl (11 mT.); cTynbs (22 wrT.); qocka

yueOHasi; CTON O(UCHBIN, CTYyN Ul MpernojaBareis SKpaH
DraperDiplonat (1:1)84/84" 213-213 MW, mnepeHocHOE
MYIbTUMEAUINHOE obopynoBaHue (mpoexTop
myiabTuMeuiHbIE  Sanyo PLC-XU111 4000 ANSI Im
1024*768; noyrOyk ASUS ¢ 10CTylIOM B UHTEPHET)

TEKYILIEro KOHTPOJIA u

MIPOMEKYTOUHON aTTecTaluu

(xab. Ne 436 n).

[Tomemienue s | YueOusie ctonsl (11 mT.); cTynbs (22 mT.); AocKa
CaMOCTOSITENIbHOM paboThl | yueOHast; cTON O(UCHBIN, CTYIN TSI MPEnoaBaTes
obyuatonuxcs (kab. Ne 423 ).

[Tomemenue st | Komnerorepasie ctonsl (15 mT.); ctynbs (15 mT.);pabouee
CaMOCTOSITEILHOM paboTel | MecTO mpernoaaBarens;(MOHOOIOK)Lenovo, MmoAKItOYeHHBIS

obOyuatonuxcs (kab. No 424)

K cetu MlHTepHeT u obecnevyenHsle gfoctynoM Kk IbC.
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11. MeToauueckue PECKOMEHIANUNA CTYACHTAM 110 OCBOCHHIO JUCHUIIIMHDbI

[Tpu W3y4eHUU Kypca 1enecoo0pasHo PUICPKUBATHCS ClIeAyroIei
MOCIIEI0OBATEILHOCTH:

1. lo nocewjenus nepeou nekyuu:

a) BHUMATEIHHO MTPOYUTATH OCHOBHEIE ITOJIOKEHUS IMPOTPaMMBbI Kypca;

0) mo100paTh HEOOXOAUMYIO JINTEPATYPY M O3HAKOMHTHCS C €€ COACPKAHUEM.

2. Ilocne nocewenus nexyuu:

a) yriryOoJIeHO U3y4UTh OCHOBHBIC TIOJIOKECHHUSI TEMBI ITPOTPaMMBI TI0 MaTepHajaM JICKIIHH
¥ PEKOMEHTyeMbIM JINTEPATYPHBIM HCTOYHHKAM;

0) JOTOJIHUTH KOHCIIEKT JICKIIUU KPATKHUMH OTBETaMHU Ha KaXKIbI KOHTPOJBHBIA BOTIPOC
K TeMe U TPY BO3MOKHOCTH BBITIOJTHUTH 3a/IaHUE I CAMOCTOSITEIIBHON paOOTHI,

B) COCTaBHTH CITUCOK BOIIPOCOB VISl BEISICHCHHSI BO BPEMSI ayIUTOPHBIX 3aHSATHH;

T') MOJATOTOBUTHCS K TPAKTHYCCKUM 3aHITHSIM.

3amaHus UL CaMOCTOSITEIBHON pabOTBI CTYJIEHTOB SIBIISIOTCS COCTaBHOW YaCThIO
yueOHOro npoiiecca. BeinoiaHenue 3ajanuii crocoOCTBYeT:

- 3aKpCIUICHWIO W PACIIUPCHHIO TOJYYCHHBIX CTYJACHTAMH 3HAHWH [0 HW3y4aeMbIM
BOIIPOCaM B paMKax y4eOHOU JAMCIUTIINHEL;

- Pa3BUTHIO HABBIKOB 00OOIIEHUS U CUCTeMAaTH3aIi HHHOPMAIIHH.

BaxnocTh  camocTOsITENbHOM  pabOThl  CTYAEHTOB  OOYCIIOBJI€HAa  MOBBIIIEHHEM
TpeOOBaHUI K YPOBHIO IOATOTOBKHM OakajJaBpPOB B COBPEMEHHBIX YCIIOBHSX, B YaCTHOCTH,
TpeOOBaHUAMU K YMEHHUIO HCIOJIb30BaTh HOPMAaTHUBHO — IIPAaBOBbIE JOKYMEHTHI B CBOEil
NEeSITeNbHOCTH, a TaKkKe He0OXOAMMOCTBIO MPUOOPETEHUsI HABBIKOB CAMOCTOATEIHHO HAXOIUTh
nH(pOpMaLMI0O MO BOMpPOCAM MEHEKMEHTa M MapKeTHMHra B pa3IMYHbIX HMCTOYHMKAX, €&
CUCTEeMAaTHU3UpPOBATh; JaBaTh OIEHKY KOHKPETHBIM MPAKTUYECKUM CHUTYyalUsiM; COOUpATh,
aHAJIM3UPOBATh UCXOJHbBIE JaHHbIE, HEOOXOJAUMBIE AJISl pacueTa HIKOHOMUYECKHX U COLUAIBHO-
HSKOHOMMUYECKUX TOKa3aTesiel, XapaKTepU3YIOIIHNX JEsTebHOCTh XO3SHCTBYIOIUX CYOBEKTOB;
OCYILIECTBIISITH COOp, aHAIU3 U 00pabOTKy JaHHBIX, HEOOXOJUMBIX JJIS PEUICHHS MOCTaBIEHHBIX
3azad.

CamocTrosarenbHas paboTa MpUOOIIAET CTYACHTOB K HaydHOMY TBOPUYECTBY, IOUCKY U
PELICHUI0 aKTyaJbHBIX COBPEMEHHBIX MpobieM B cdepe MEeHEIKMEHTAa W MapKeTUHra, B
YaCTHOCTH.

3amaHus Uisi CaMOCTOATEIbHONM pabOThl BBIMOIHIIOTCS CTYIEHTAMH BO BHEAYIUTOPHOE
BpeMs.

Buabl u popMbl 0TPa0OTKH NPONYIIEHHBIX 3AHATHI

CryneHT, MNpONMyCTUBIIMK 3aHATUS 00s3aH ero otTpabotarb. OtTpaboTka 3aHATHIA
OCYILIECTBIISICTCS] B COOTBETCTBUH C IPa(PUKOM KOHCYIbTAIIHH.

[Ipomyck  JEKIMOHHOTO 3aHATUSA CTYAGHT OTpabaThiBaeT CaMOCTOSATENbHO H
MPEACTABIISIET BEAYLIEMY MPENOIABATEN0 KOHCIEKT JIEKIUI 110 MPOIMYIIEHHBIM 3aHITHSM.

[Ipomyck mpakTUYECKOTO 3aHATHS CTYJIEHT OTpadaThIBaeT MOJ PYKOBOJCTBOM BEIYIIETO
npenojaBatens aucHumuinHbel. [Ipu cebe HE0OXOAMMO WMETh JIEKIIMOHHBIE KOHCHEKTHl U
BBITIOJIHEHHBIE 33JaHUS MO0 TMPOMYIIEHHBIM 3aHATHUSM, OBITh TOTOBBIM APTYMEHTHUPOBAHO
OTBETUTH Ha BOIIPOCHI MPENOIABATENS M0 MPOIYILIEHHON TEME.

12. MeToan4eckue peKOMEHIAIMH NPENOAABaTe/IAM 110 OPraHU3aluM 00y4eHHs 1o
AUCHHUILINHE

HpI/I npenoaaBaH  Kypca HCO6XOI[I/IMO OPHUCHTHPOBATLCA HAa  COBPCMCHHBLIC
O6pa3OBaTeJ'ILHLIe TCXHOJIOTHH, obOecrieunBas HHTCPEC CTYACHTOB K HpO(bCCCI/II/I B ICJIOM M K
npenonaBaeMoﬁ JUCHHUIIIIMHE B HaCTHOCTH.
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[Ipy wu3ydyeHHM AUCHMIUIMHBI PEKOMEHAYETCsl HCIOJb30BaTh CJEAYIOLIUME CpEICTBa:
PEKOMEH/IyEMYI0 OCHOBHYIO U JIONIOJIHUTEIBHYIO JIMUTEPATypy; METOAMYECKHE YKa3aHUS U
MOCOOUS; KOHTPOJIBHBIC 3aJaHUs JUIsl 3aKPEIICHHUS] TEOPETUUECKOTO MaTepHalia; dJICKTPOHHBIC
BEpCUM Y4YEOHMKOB M METOJUYECKHX YKa3aHWUU JUIsl BBHIMOJTHEHHS MPAKTHUECKUX pPadoT H
CaMOCTOSATENIBHOM PabOTHI CTYJCHTOB.

JI1s1 MakCUMaIbHOTO YCBOCHUS TMCUUIIUHBI PEKOMEHYETCsl M3JI0KEHUE JIEKIITMOHHOTO
Marepuaiga ¢ 3JIEMEHTaMH OOCYXJCHHs, NUCKyccud. Jlekuuss — OAHO W3 TJIABHBIX 3BEHBHEB
obyuenusi. EE€ memp — <¢dopMupoBaHHWE Yy CTYACHTOB OPHEHTUPOBOYHOW OCHOBBI ISt
MOCJIEAYIONIEr0 YCBOCHUSI MaTepHalia METOJIOM CaMOCTOSTeNIbHON paboThl. CojeprkaHne JTeKIHI
JIOJIKHO OTBEYATH CIICAYIONTUM TPEOOBAHUSIM:

-U3JI0’)KCHHE MaTepualia OT MPOCTOTO K CII0KHOMY, OT M3BECTHOTO K HEU3BECTHOMY;

-JIOTUYHOCTb, YETKOCTh U SICHOCTh B U3JIO’KCHUH MaTepuaa;

-BO3MOXHOCTh MPOOJEMHOTO H3JIOKEHUS, JUCKYCCHU, IUAJora C IEeJIbI0 aKTUBU3AIUU
NESITETHHOCTH CTYICHTOB;

-0oTopa CMBICJIIOBOM 4YacTH JIEKIIMM Ha TOJUIMHHBIE (aKThl, COOBITHS, SIBJICHHUS,
CTaTUCTUYCCKHE TaHHBIC;

-TeCHasi CBSI3b TEOPETHYECKUX TMOJIOKEHUH M BBIBOJOB C MPAKTHUKOW U Oymyien
npoheCcCHOHANTBHOM JIEATETLHOCTHIO CTY/ICHTOB.

[IpenogaBaTenb, YUTAOMIMA JICKIIMOHHBIE KYPCHI, JOJDKEH 3HATh CYIIECTBYIOIINE B
MeJarOTUYECKON HAyKe M UCTIOJb3YeMbIe Ha MPAKTUKE BAPUAHTHI JICKIMH, UX TUJAKTUUECKHE U
BOCTIMTHIBAIOIINE BO3MOXKHOCTH, a TaKXKe€ HMX METOJMYECKOE€ MECTO B CTPYKType Mpoliecca
00yJeHwHs.

OCHOBHBIE TIEJTH MPAKTHIECKUX 3aHATHMN:

- MHTErpUpOBaTh 3HAHMS, MOJYYEHHBIE MO JIPYrUM JUCIUIIMHAM JAHHOW CHEUHAJIbHOCTH W
AKTUBHU3UPOBATh MX HMCIOJb30BAaHUE, KaK B CIydae PELICHMS MOCTABJICHHBIX 3aJay, Tak U B
JATbHEUIIEeH TPaKTUYECKON IEATEIbHOCTH;
- TMOKa3aTh CJOXHOCTh M B3aWMOCBSI3aHHOCTBH  YIPABJICHYECKUX MPOOJIEM, pEIIaeMbIX
CIEIUATUCTAMU Pa3HBIX HAMPABICHUNA B IEJIAX JOCTHXKEHHS MaKCUMalbHOU 3((eKTUBHOCTH
MEHEHPKMEHTA OpraHu3alliu.

st 3akperuieHuss yd4eOHOro Marepuania Ha CEMHUHApPCKUX W MPAKTHYECKUX
3aHATUSAX CTYIACHTHI BBICTYNAIOT C JOKJIAJaMH, MHUIIYT KOHTPOJIBHBIE PAaOOThI, pEIIaroT
KOHKPETHBIC 33/1a4¥, MAKCUMAJIBHO MTPUOJIM)KEHHBIE K PEAIbHBIM YITPABJICHUYSCKUM CUTYaIIHSIM.

Kak B noknane, Tak U B pedepare IpUHATO paccMaTpuBaTh MOCTAHOBKY MPOOJIEMEI, €
AKTYaJIbHOCTh, MPAKTHYECKYIO PEATU3AIMIO C OTIPEACIICHHEM U3BECTHOTO B3IJIsIIa HA MPooJIemMy.

Heckonbko MHOE 3HaUY€HHE UMEIOT KOHTPOJIbHBIC PA0OTHI. JTO TaKkKe MPOBEPKA YPOBHS
3HaHMUN, TPUOOpPETAeMBIX CTYAEGHTAMU Ha JIEKIMAX M IPU CaMOCTOsTenbHOU paboTte. OHu
BBITIOJTHSIOTCS IMMCHbMEHHO M CHAIOTCS I MPOBEPKHU IpemnojaaBaTennto. JKenareabHo, 4TOOBI B
KOHTPOJILHOU paboTe ObLIM OTPa’KeHbI: aKTyaJlbHOCTh M MpaKTHYecKas 3HAUMMOCTh BHIOpaHHOMN
TE€MBbl, OTPAXKEHUE €€ B HAYYHOU JIUTEPATYpE, U3JI0KEHA CYTh U COAECPHKAHUE TEMbI, BO3MOKHbBIE
HaMpaBJICHUs Pa3BUTHS, & TAK)KE BBIBOJIbI M MPEIJIOKEHUS.

AHanu3 KOHKPETHBIX CUTyallUld Takke HeceT B ce0e 00ydarollyr0 3Ha4YMMOCTb. 3]1eCh
TOPU30HT BO3MOXHBIX HAMPABICHUN OUYEHb IHPOK. MOKHO HCIIONIB30BATh KaK pealibHbIE, TaK U
yueOHbIe CUTYalluU. DTO COOBITHS Ha ONPEIEICHHON CTANH PAa3BUTHSI WM COCTOSHUS; SBIICHUS
WU TPOLECChl, HaXOAAIIMECS B CTAIUU 3aBEPLICHUS WIM 3aBEPIIMBIIMECS; UCTOUYHUKH WU
MPUYMHBI BO3HUKHOBEHUS, PAa3BUTHS WM OTKIOHEHHUS OT HOPMBI KaKUX-ITHOO (HakTOB WM
SBJIICHUN; (PUKCHpPOBAHHBIC PE3yAbTaThl WU HamboJee BEPOSTHBbIE MOCIEACTBHS H3y4aeMBIX
SIBJICHUH M TPOIECCOB; COLIMAIIbHBIC, IOPUANYECKHE, SKOHOMUYECKUE WM aJAMUHUCTPATUBHBIC
pelieHusl ¥ OLIEHKH; MOBEICHUE MU MOCTYNKU KOHKPETHBIX JUI, B TOM YHCII€ PYKOBOJIUTENEH.
[Ipu 3TOM CielyeT MOMHHUTB, YTO TOJ KOHKPETHOM CUTYyalMell clelyeT MOHUMAaTh KOHKPETHOE
coOBITHE, TPOUCXOAUBIIIEE WU MIPOUCXOISIIEE, THOO BO3MOXKHOE B HEJAIEKOM OYAyILIEeM.

3aBepIInTh U3y4eHUE JUCIHUILTUHBI IeIeCO00Pa3HO BBHIIOJHEHUEM TECTOB JIsl IPOBEPKH
ycBOeHUsS y4yeOHOTO wMarepuana. [logoOHBIA MOAXOA TO3BOJUT CTYACHTaM JIOTHYHO U
MOCJIE0BATEIbHO OCBAaUBATh MAaTepUall U YCIEIIHO MPONUTH UTOTOBYIO aTTECTALIMIO.
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[Ipu paboTe co cTyaeHTaMHu MPH U3YyYCHUU TUCHHILIMHBI HEOOXOIUMO MPETyCMOTPETh
pa3BuTHe (GOPM CaMOCTOATENBHOW pabOThI, BBIBOAS CTYICHTOB K 3aBEPIICHUIO H3YYCHHS
y4eOHOI TUCIMIIMHBI Ha €€ BEICOKUN YPOBEHbD.

3amaHust A CaMOCTOSITENIBHOM pabOThI KENATEIbHO COCTaBIATh M3 OO0SI3aTEIILHON H
¢dakynpTaTBHOM wacTell. OpraHusys CaMOCTOATENbHYIO paboTy, HEOOXOIMMO IOCTOSHHO
00y4aTh CTYACHTOB METO/IaM TaKOi pabOTHI.

[Ipu npoBeeHUN aTTeCTallMK CTYJEHTOB Ba)KHO BCEI/1a IOMHUTb, YTO CUCTEMATUYHOCTb,
00BEKTHBHOCTb, APTYMEHTUPOBAHHOCTh — TJIaBHBIE PUHIIMITBI, HA KOTOPBIX OCHOBAHBI KOHTPOJIb
U OLIEHKa 3HaHUM cTyaeHToB. [IpoBepka, KOHTPOIb U OLEHKA 3HaHUM CTyJleHTa, TpeOyIoT yueTa
€ro WHAMBUIYAJIILHOTO CTHJISI B OCYIIECTBJICHHU YYEOHOH NESITEIHHOCTH. 3HAHHE KPUTEPUEB
OLICHKH 3HAHUM 00s13aTEJIbHO /IS IPEI0IaBaTeNsl U CTyIeHTA.

[Tporpammy pazpadoTain:
Yaycosa JI.A. k.3.H., TOIIEHT
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