OLEAEPAJIBHOE FOCYJAPCTBEHHOE OBPA3OBATEJILHOE BIOKETHOE YUPEXEHWE
BBICLLEIO OBPA30OBAHMS
«DUHAHCOBBIN YHUBEPCUTET ITPU MTPABUTEJLCTBE POCCHUICKON OEJIEPATIANY
KAHAIICKUI OUIMATT ®UHYHUBEPCUTETA

YTBepikiaro
3aMecTUTEL AUPEKTOPA 110

\j‘?}{ POH3BOACEBEHHON padoTe

(w /T.M. Cyxanoga/
Vs

« %Q/» teoter 202/L.

PABOYAS ITPOTPAMMA YUEBHOU JIVCITMTTTAHBI

OII.14 «JloxymeHTalMOHHOE 00eCIeUeHHE VIIPABIEHUA»

mo cretmaisnocT 38.02.07 Bavkogekoe gem1o

Kanamm - 2021 r.



Pabouas nporpamMa yueOHOH AMCHMIINHBL «JlOKyMEHTaOHOHHOE OOecrieueHue YIIpaBICHHs»
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PELIEH3MA
Ha palodvylo MporpaMMy JACIUILTAHEI
«JlokymeHTaLMOHHOE o0ecriedeHue YpaBleHH s »
o crietmanbHocth 38.02.07 bankoBckoe aemo

Penensent: Canmae C.A., yHpaBisitolMi  JOMOJIHUTEIBHLIM  O(OUCOM
Yygauickoro perunonansHoro ¢gummana AO «Poccensxozdank» Ne 3349/11/02 B
r.Kanauu.

Pabouass nporpamma AMCUMIUIMHBI, TIPeIACTaBICHHAs Ha pPEeLeH3Ho,
pa3paborana Ha ocHoBe PI'OC CITO. BrarouaetT B celsi: 00LLYHO XapaKTEPUCTHUKY
paboueit mporpaMMbl y4eOHOH AUCIUTIIMHEI (MeCTO AMCHHUTITHHBEI B CTPYKTYpe
OCHOBHOH 00pa3oBaTe/bHOM MporpaMmbl, Ledb M IJIaHUpPYEeMble pe3yJbTaThl
OCBOEHHsl JUCLIMIUIMHBI); CTPYKTYPY M CO/JlepKaHue yueOHONH IUCUMUTUINHBI (00BeM
yueOHOW JUCLMIUIMHBL W BUABl Y4eOHOH paboThl, TeMaTUYECKUH MJIaH U
co/lepKanre yueOHOM AMCUMIUIMHBI); YCIOBUS pealid3allui nporpammbl yueOHoH
JAUCLMIUIMHBL  (MaTepualibHO-TEXHUUYecKoe — obecrieyeHue, MHPOPMALIMOHHOE
obecrneveHue peaauszally [pOrpaMMbl); KOHTPOIb M OLEHKY pe3yJbTaToB
OCBOEHHUS JIMCLIUITJIMHBI,

Koawl hopmupyemsix kommeteriuii: OK 01-05, OK 09, OK 10, ITTK 1.1

O6bem obpazoBaTeTbHON TporpaMMbl yueOHOH TUCHUTUTHHBI - 40 uvacos, B
TOM YHCJIE:

- 00beM padoThl 00YUAOUIMXCs BO B3aUMOAEHCTBHHU C penojaBareiemM — 32
yaca;

- camMocToATeNbHas paboTa — 8 4acoB.

Bun npomesxyrounoi arrectannn — indpepeHIMPOBAHHBIN 3a4eT.

ConepkaHue IUCUMIUIMHBI  COOTBETCTBYET TpeOOBAHUAM K 3HAHUSAM,
YMEHHSM [0 JAMCHMIUIMHE  COrlacHO  o0pa3oBare/ibHOHW — mporpamMme 110
crierransrocTy 38.02.07 bankoBsckoe 1elo.

Ycnosust peanusaldd MporpaMMbl yd4eOHOW AMCLMIIMHBL COOTBETCTBYIOT
COBPEMEHHbBIM YCIOBUAM NPO(PECCHOHATBHOMN I1eATeTFHOCTH BBITTYCKHUKA.

Pexomeniyemoe UH(MOpPMaLUOHHOE oDecrnieyeHue COOTBETCTBYET
AKTYaJIbHOCTH W COBpeMeHHOCTH. Pabouas nporpamMma ydeOHOW AMUCHMIUTHHLI
«JIOKyMEHTAallMOHHOE O0ECIeYyeHUEe YIPABICHUA» MOKET OBITH PEeKOMEH/0BaHA
JUtst TIPUMEHEHHST B yueOHOM Mpotiecce Mo creunansHocT-38:02:07 bankoseroe
JeJ10. S e 22a; S '

Nlata SR L6 ROL7 Toancs Aé\




COJEPXAHUE
OBILIAST ~ XAPAKTEPUCTUKA PABOYEIL ITPOI'PAMMEI
YYEBHOU JUCHUIIIMHBI
CTPYKTYPA 1 COJEP)KAHUE YUEBHOM JUCILUATIIMHBI

YCJIOBUS PEAJIM3ALIMU YUYEBHOU JUCIIATIIVHBI

KOHTPOJIb W  OHLEHKA  PE3VJIPTATOB  OCBOEHNMA
YYEBHOU JUCHUTIIMHBI
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1. OBIIASI XAPAKTEPUCTHKA PABOYEHl NPOIrPAMMBI YYEBHOIM
JACIHATITAHBI

1.1. MecTo TUCHMILUINHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOIl MPOrpaMMBbl:

VYyebnas aucnuiimHa «JloKyMEHTaIlMOHHOE OOECIeUeHUEe YIPaBJICHUSA» SBISICTCS
BapUATHBHOW YacThIO 00IENPOeCCHOHATBLHOTO IIUKIIA OCHOBHON 00pa30BaTEIbHON MPOrPaMMBI
B cootBeTcTBUU ¢ PI'OC no cnenuansHocty 38.02.07 bankoBckoe 1eno.

YyeOHast aucnurmHa «J{oKyMeHTaMOHHOE O0ecIeueHre YIpaBiIeHHs» O0eCcTieunBaeT
dhopmupoBanre NpohecCHOHATBHBIX W OOMUX KOMIETEHIMHA IO BCEM BHUIAM JCATEIBHOCTH
®I'OC no cnenuanproctu 38.02.01 DxoHoMuka u Oyxranrepckuit yuer (mo otpacisam). Ocoboe
3HAQYCHHE UCIUIUIMHA UMeeT NpH (OPMUPOBAHMHM W Pa3BUTHU OOIMIMX M MPOQPECCHOHATBHBIX
xommerenmuit OK 01-05, OK 09, OK 10, I1K 1.1

1.2. IIe.m: H INIAHUPYEMBIC PE3yJabTaThbl OCBOCHUA TUCIHUIIIMHBI:
B paMKax IIpOorpaMmbl y‘le6H0ﬁ JAUCHHUITIIMHBI 06y‘IaIOH_II/IMI/IC$I OCBanMBANOTCA YMCHHA U
3HaHHUA

Kox YMmenust 3HaHudA
OK, IIK

OK 01 - oopMIATH  JOKYMEHTAllMIO B | - TOHATHE, LEIH, 3aJa4d M IPUHIUIIBI
OK 02 COOTBETCTBHH C HOPMATHUBHOW 0a30M, B | IETONPON3BOJICTBA,;

OK 03 T. q. C UCIOJIb30BAHUEM | - OCHOBHBIE TIOHATHUS JOKYMEHTALMOHHOTO
OK 04 MH(POPMAIIMOHHBIX TEXHOJIOTHIA; oOecrieyeHust yIpaBiIeHUs;

OK 05 - COCTaBIISATh u opopMiATh | -  yHUPUKALMIO M CTaHIAPTU3ALUIO
OK 09 OpraHU3alMOHHBIC, PACHOPAINUTEIBHBIE | YIIPABICHYECKUX JOKYMEHTOB;

OK 10 u CIPaBOYHO-UH(POPMALIMOHHBIE | - nepevyeHb PEKBU3UTOB,
K 1.1 | 10OKyMEHTHI; npenycmorpennsix 'OCT P 7.0.97-2016;

- COCTaBJIATh U OPOPMIIATH TOKYMEHTHI | - CHCTEMBI JOKYMEHTalMOHHOTO
10 INYHOMY COCTaBY; oOecrieyeHyst yrpaBiIeHus;

- COCTaBJIATh U 0(OPMIIATH JOTOBOPHO- | - KIACCU(PHUKAIMIO JOKYMEHTOB; - IIpaBUiIa
[IPaBOBYIO JOKYMEHTAIHUIO; oopmieHus OpraHU3alMOHHBIX,
- HUCMOJb30BaTh YHU(PULIMPOBAHHBIE | PACHIOPSIUTENBHBIX " CIIPaBOYHO-
(OpMBI TOKYMEHTOB ISl COCTABJIEHUS U | HH()OPMALIMOHHBIX TOKYMEHTOB;
oopmieHHs NPETEeH3MOHHBIX MUCEM U | - COCTaB M OCOOEHHOCTH O(hOpMIICHUS
HCKOBOTO 3asIBJICHUS; JIOKYMEHTOB 110 JIMYHOMY COCTaBY;

- OcBauBaTh TEXHOJIOTUH | - JOTOBOPHO-IIPABOBYIO JOKYMEHTAIHIO;
ABTOMAaTU3UPOBAHHON 00paloTKu | - mpaBuia o(OPMIICHUS NPETEH3UOHHBIX
JOKYMEHTAIUH; IIMCEM U UCKOBOT'O 3asIBJICHUS;

- MCIIOJIb30BATh | - COCTaB u yuer o0beMa
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHU B | TOKYMEHTOO0OPOTa MPEANPUITUH;
AJIEKTPOHHOM JIOKYMEHTOO0O0POTE; - opra"uzamui paboThl C BXOJIAIIEH,
- COCTaBJIATb HOMEHKJIATYPY JI€T; UCXOIAIIEN " BHYTpPEHHEN
- OCYUIECTBJISAITh XpaHEHHE M TOHUCK | JOKyMEHTaluel;

JIOKYMEHTOB; - 0a3pl  JNaHHBIX I XpaHEHUs
- BJIaJIETh OCHOBHBIMU MOHSTHUSMH, | JOKYMEHTOB;

UCIIOJIb3YEMBIE B obnacTH | - paboTy C 3ampocaM U 3JIEKTPOHHBIMH
JOKYMEHTAIlMOHHOT O oOecrieyeHus | TOKyMEHTaMHU.

yIIpaBJICHUS; - OpraHu3alldl0  ONEpPaTUBHOIO U
- HCIIOJIb30BaTh oUIMaNbHbBIE | ApXUBHOTO XpaHeHus JIOKYMEHTOB,
UHTEPHET-UCTOYHUKU uHpopMalny, | HOMEHKIIATYpY JIeT;

CTPYKTypUPOBATh Hay4yHYIO | - MOJATOTOBKY U TMOPSIOK Mepeaaydn Jen B
uHGOpMALMIO O JOKYMEHTAIlMOHHOM | apXHB;
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o0ecrieyeHun yIIpaBJICHUS; -
OIIPEACTAT aKTyaJIbHOCTb
HOPMATHBHO-TIPABOBOM JIOKyMEHTAIUH
Poccuiickoit ®eneparuu B o0nactu
JOKYMEHTAI[HOHHOT'O obecrieueHHs
yIIpaBJICHUS;

- OpPraHU30BBIBATH JEJIOBOE OOIIECHHE B
obmactu JOKYMEHTAIMOHHOT O
o0ecrieyeHus yIpaBiIeHHs;

- TPaMOTHO W3JaraTb CBOM MBICIH U
oopMIIATH JOKYMEHTHI O BOIPOCAM
JTOKYMEHTAI[HOHHOTO obecrieueHus
yIIpaBJICHUS;

- PUMEHATH cpencTBa
UHQOPMAIIMOHHBIX ~ TEXHOJOTHU  JJIst
peuieHus: npoeCCHOHANBHBIX 33134 B
obmacTu JOKYMEHTAIHOHHOTO
oOecrieyeHnsl YNpaBICHHS, - CTPOHTb,
MOHUMATh, HHCaTh, KpaTKo
00OCHOBBIBATh M OOBSACHSATH pPEUYEBHIC
BBICKA3bIBaHUsI Ha NPO(EeCcCCHOHANbHBIC

TEMBI o BOIIPOCaM
JOKYMEHTAI[HOHHOT'O obecrieueHHs
yIIpaBJICHUS;

- O(i)OpMJ'IHTB JA0OroBOPbI C KIIMCHTAMM;
IMPOBECPATL HNPABUIIBHOCTL W IMOJTHOTY
O(I)OpMJ'IeHI/IH PaCYCTHBIX JOKYMCHTOB

- 3aKOHOJATEJIbHBIE aKThl U HOPMATUBHO-
METOANYECKUE JOKYMEHTHI 110 apXUBHOMY
XPAaHECHMIO JOKYMEHTOB;

- TepeYeHb  OCHOBHBIX  TIOHSTHUH,
UCIIOJIb3YEMBIX B obnactu
JOKYMEHTAIMOHHOTO obecrieueHus
yIIpaBJICHUS;

- METOJIOJIOTHH UCTIOJIb30BAHUS
ouIraTbHBIX MHTEPHET-UCTOYHUKOB
uHpOpMAaIHH, TIOMCKa Hay4IHOU
uHpOpMalUM O  JIOKyMEHTAIlUOHHOM

oOecreyeHny yrpaBIeHUs;
- COJICpXKaHHUE AKTYyaJbHOW HOPMATHUBHO-

MpaBoOBOM  JIOKyMeHTauuu Poccuiickoit
denepanuu B obnactu
JTOKYMEHTAlMOHHOTO obecneyeHust
YIpaBJICHHUS;

- OCHOB KYJIBTYpPHl pe€Yd H JEJIOBOIO
o0IIeHHns B 00JacTH JOKYMEHTAI[HOHHOTO
oOecrieyeHust yIpaBiIeHUs;

- mpaBwia OQOPMIIEHUS JOKYMEHTOB H
MOCTPOCHHE YCTHBIX COOONICHHWHA  TIO
BOIIPOCaM JIOKYMEHTALlMOHHOTO
oOecrieueHust yIpaBiIeHUs;

- TOpSIOK  TIPUMEHEHUS CpPEICTB
MH(OPMAaLOHHBIX TEXHOJIOTHH I
peuieHuss NPO(pECCHOHAIBHBIX 3a7ad B
obnactu JOKYMEHTAIlMOHHOT'O
oOecrieueHus yrpaBlieHUs;

- TmpaBWJIa  TIOCTPOCHHUS  PEUEBBIX
BbICKa3bIBaHUIl ~ Ha MpodeccuoHabHbIE
TEMBI I1I0 BOIIpOCaM AJOKYMCHTALIMOHHOI'O
oOecrieueHus yrpaBJIeHUs;

- CONlep)KaHWe W TOPAIOK (pOpMHUPOBaHUS
IOPUJINYECKUX JIeN KJIMEHTOB;

- TIOpSIOK O(OpMIICHHUS, TIPE/ICTaBICHUS,
OT3bIBA u BO3Bpara pacyeTHbIX
JIOKYMEHTOB




2. CTPYKTYPA U COJIEP)KAHUE YUESEHOM JJUCIATLJIMHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOI padoThl

Bun yae6HO# paboThI O0bem yacoB

O0Bem o0pa3zoBaTebHON TPOrpaMMBbl YIC€OHON JUCITUTIIUHBI 40
O0BeM paboThI 00YUAIOIIUXCS BO B3aUMOJICHCTBHH C MPEIIOAaBaTEIeM 32
B TOM YHCIIE:

TEOPETHYECKOE 00yUeHne 12
IPAKTUYECKHE 3aHSTUS 18
CamocrosiTenpHas pabora 8
[Tpomexxyrounast arrectanus hopme nuddepeHITMPOBaHHOTO 3a4eTa 2




2.2. TemaTn4yecKMii IJIAH U COAepKaHMe YUeOHON TUCUMIIIIMHBI

HaumenoBanue Conepxanre yaeOHOro MaTrepraia ¥ GOpMbl OpraHU3AIUH ICITETHHOCTH 00YJarOIIIXCsI O6bem | Kogpl  kommeTeHIUH,
pa3zesioB U TeM B yacax | (hOpMHUPOBAHUIO
KOTOPBIX
CIOCOOCTBYET
AJIEMEHT TPOTPaAMMBI
1 2 3 4
Tema 1. Bgsenenue. | ConepxaHue yueOHOTO MaTepHaia OK 01, OK 02, OK 03,
JIOKyMEHT © cuCTeMa | 1, 3HaueHHMe M COAEPKAHME IUCHMIUIMHBI «J[OKYMEHTAMOHHOE OOECIEYEHHE YIPABIECHHS. OK 04, OK 09, OK 10
AOKYMCHTAlH [TonsiTne TEpMUHOB «IOKYMEHT», <«JIOKYMCHTHUPOBAHHECY», «IOKYMCHTALIMOHHOE oOecrieuenue 2
yrpaBiIeHUs Y. YHUPUKANNS U CTAHIAPTH3AIMH YIIPABICHYCCKUX JOKYMEHTOB.
B Tom uncie npakTH4eCKNX 3aHATUN 2
1. IpakTudeckoe 3aHsaTHE «M3ydeHue nepednst pekBu3uToB, npeaycmorpennsix T'OCT P 7.0.97-2016. 5
Odopmienne JOKYMEHTOB ¢ momMoIisio nporpammbel MicrosoftWord. Co3nanue mabiioHa JOKYMEHTOBY.
CamocTosiTenpHas paborta 2
[ToaroToBka cooOmIeHM 00 UCTOPHUH PA3BUTHS ICTOMPOU3BOACTBRA.
Tewma 2. CopepxaHne yaeOHOro MaTepuana 8 OK 01, OK 02, OK 03,
OpranuzanvoHHO- 1. OpranuzanuvoHHblE JOKYMEHTHl — YCTaB, Yy4YpeAWUTEIbHBIE JIOTOBOP, IIOJIOKEHUE. OK 05, 0K 09, OK 10
pacnopsIuTeIbHbIE PacnopsimuTtenbHble TOKYMEHTHI — MPHUKA3, PaclopsbKeHUe, YKa3aHHe, MOCTAHOBJICHHE, pPellleHue,
JIOKYMEHTEI MHCTPYKIHS, TPOTOKOIL. 2
2. CnpaBoyHO-MH(MOPMAIIMOHHBIE JOKYMEHTHI: CIyXeOHas 3amucka, OObSCHHUTEIbHAs 3alucKa,
aKT, CIpaBKa, CIyeOHbIE MHCbMa
B Tom umncie mpakTH4eCKUX 3aHIATUN 4
1. Ilpaktuueckoe 3anstie «CocraBieHue U ohopmiieHHE NPUKa3a, paCopsLKEHUs, TPOTOKOJIay. 2
2. Ilpaktrueckoe 3ansaTue «CocraBieHue U ohopMiIeHHEe OOBICHUTEIBHON 3aMUCKHU, CITY>KEOHBIX 9
HICEM.
CamocrosiTenpHas paboTta 2
CocraBiieHHe MPUKA30B, JIOKIAJHBIX M OOBSCHUTEIBHBIX 3alMCOK, aKTa, CIYKEOHBIX MHUCEM,
IIPOTOKOJIOB.
Tema 3. Kanposas | Comepikanue yaeOHOTO MaTepuana 10 OK 01, OK 02, OK 03,
JIOKyMEHTalus 1. JlokymMeHTHpOBaHHE TPYJIOBbIX MpaBoOTHOIIEHUH. COCTaB W OCOOEHHOCTH OQOPMIICHHS OK 04, OK 05, OK 09,
JIOKYMEHTOB T10 JIMYHOMY COCTAaBY. 2 OK 10

2. KommnekroBanue nuyHoro nena. Aproouorpadus. Pestome. 3asBrnenue o npueme Ha padoTy.

7




[Tpuka3bl M0 IUYHOMY COCTaBY.

B TOM yncne npakTM4eCKuX 3aHATHN 6

1. ITpakTrueckoe 3ansTHe «OdopmiIeHHe IPUKA30B M0 JIUYHOMY COCTABY». 2

2. Ilpaktuueckoe 3anarue «OdopmiieHHe CIPaBOK, TOKJIATHON U CITY)KEOHOH 3alMCKH, aKTa. 2

3. Ilpaktuueckoe 3ansatue «OdopmiieHre TPyIOBOIO JOroBOpa, IMpUKa3a O Ipueme Ha padorty, 5

oopmIieHHEe TPYIOBON KHIKKH.

CamocrosiTenpHas padoTta 2

CocraBnenue u oQopmieHHE 3asiBIEHHA O IpueMe Ha paboTy, aBroOuorpaduu, pesrome,

xapakrepucTuku. Vcnonp3oBanue madaoHa pe3roMe.
Tema 4. JorosopHo- | CogepxaHue yueOHOro MaTepuana 6 OK 01, OK 02, OK 03,
npaBoBas 1. [TonsTust noroBopa. Bussl 10oroBopoB. OK 05, OK 09, OK 10
JOKYMEHTaIUs 2. IIpaBuna oopmieHuss NPeTeH3UOHHBIX MHceM. DopMyIsip HCKOBOTO 3asiBIIEHUs, TPeOOBaHUS K 2 MK 1.1

ero 0()OpMIICHHUIO

B ToM uncne mpakTHUecKUX 3aHITUH 4

1. ITpakTrueckoe 3ausitie «OdopmieHne T0roBopa KyIuIH-IPOIaXKH. 2

2. llpaktuueckoe 3anstTHe «CocraBieHue M O(QOpMIIEHHE  HPETEH3MOHHO-UCKOBOM 9

JOKYMEHTAITUN.
Tema 5. Coneprxanue yueOHOro MaTepuaa 6 OK 01, OK 02, OK 09,
TonsTue 1. CocraB u y4er o0beMa JJOKyMeHTO0OOpoTa npeanpusatuil. Opranuszanus padoThl ¢ BXOAIIEH, OK 10
JIOKYMEHTO000pOTA, MCXOJIAIIEH U BHYTPEHHEH TOKYMEHTalueu 2
perucTpanui 2. ba3bl naHHBIX U1 XpaHEHUs JOKyMeHTOB. Pabota ¢ 3ampocamu. PaboTa ¢ 31€KTpOHHBIMU
AOKYMCHTOB JIOKYMEHTaMH.

B TOM uncne npakTH4ecKuX 3aHsATHH 2

1. Ilpaktuueckoe 3ansitue «TexHomorus paboThl C TOKYMEHTAMU. 2

CamocrosiTenbpHas pabora 2

OdopmiteHne KypHaIa peTUCTPAIIH BXOSIINX U HCXOSIIUX JOKYMEHTOB.
Tema 6. CopepxaHne yaeOHOro MaTepuana 2 OK 01, OK 02, OK 03,
Opranuzanus 1. Homenknarypa nen. UaauBuayanbHble, CBOIHbIE, IPUMEPHBIE U TUITOBBIE HOMEHKIJIATYPBI JE. OK 05, 0K 09, OK 10
OIIEepaTUBHOTO u | 2. IloarotoBka M MOPSAAOK IEepeAadn JeJd B apXHWB. 3aKOHOJATEIbHbIE aKThl U HOPMATHBHO-
apXMBHOTO XPAHEHHS | METOAMYECKHE JJOKYMEHTHI [10 apXUBHOMY XPaHEHHIO TOKYMEHTOB. 2
JIOKYMEHTOB
[Ipomesxyrounas arrectanus B popme 1uddepeHIIMpOBaHHOTO 3a4eTa 2
Bcero: 40




3. YCJIOBUSA PEAJIM3AILIMHA ITPOTPAMMBI YYEBHOM JUCIHATLIMHBI

3.1. MaTepua/IbHO-TeXHHYECKOE 0O0ecneuyeHue

Jlns  peanu3anMyd  OpOrpaMMbl  Y4eOHOW JMCHMIUIMHBI MPEIyCMOTPEHBI  CIEAYIOIINE
CIIELMAJIbHBIE TOMEILICHHUS:

- nabopatopusi «HPOPMAITMOHHBIX TEXHOJOTHH B MPOPECCHOHATBHON IEATEIHHOCTH,
OCHaIlleHHasi 00OpyJOBaHUEM: IIOCAI0YHbIE MECTa IO KOJMYECTBY CTYJIEHTOB C BBIXOJOM B
JOKaJbHYI0 M TJ00albHYIO CeTH, pabouee MecTO NpenojaBaress, yueOHas OOCKa; HarJsaHbIe
nocoous, yueOHO-MeToAu4ecKasi JOKYMEHTAIUs: METOIMYECKUE PEKOMEHAAINU ISl CTYIEHTOB I10
BBINOJIHEHUIO CAMOCTOSITEIBHOM paboThl, (POH/T OLIEHOYHBIX CPECTB MO JUCHUIUINHE.

TEXHUYECKHUE Cpe/ICTBa OOy4YeHMs: KOMIBIOTEpHI (B KOJIMYECTBE HE MeHee 25 mT. +1 Ha
paboueM cToJIe IIPENoAaBaTes), MyJIbTUMEANNHBIN IPOEKTOP, 3KpaH, CKaHEP, CETEBOW IIPUHTED.

3.2. UnpopMmanoHHOe obecniedeHne peajn3alui NPOorpaMMbl
Jis peanu3anuu nporpammsl OuOIMoTeYHbINH (PoHA 00pa30BaTENIbLHOW OpraHU3alMM UMEET
NIeYaTHBIE W AJIEKTPOHHBIE 00pa3oBaTeNbHbIE M HH()POPMAIIMOHHBIE PECYPCHI, PEKOMEHIyeMbIE ISt
UCIIOJIb30BaHUS B 00pa30BaTEIbHOM IIPOLIECCE.

3.2.1. IleyaTHble U3AAHUA

OcHoBHasi IUTEpaTypa:

1. Pympiauna, JI. A. JlokymMeHTanMOHHOE oOOecreueHue yrIpaBlIeHUS @ Y4YeOHUK s
00pa30BaTeNbHBIX YUPEKACHUNA CpeaHEero npodeccuoHabHOTO oOpazoBanus / JI. A. PymbiHuHA. —

12-¢ u3n., crep. — MockBa : Axanemus, 2014. — 288 c. — (IlpodeccuonanbHoe oOpa3oBaHHE). —
ISBN 978-5-4468-1533-3.

3.2.2. DiieKTpOoHHbIE U31aHNs (JIEKTPOHHbIE pecypchl)

1. 1. bacakoB, M. U. JlokymMeHTanMOHHOE oOOecreyeHue ympaBjieHUs (C OCHOBaMHU
apxuBoBeieHusl) : yuebHoe nocobue / M. U. bacakos. — 2-e uza., crep. — Mocksa : KnoPyc, 2021. —
216 c. — (HawanbHOE 1 cpemHee npodeccrnoHaibHOe oOpazoBanue). — ISBN 978-5-406-08564-6. —
URL.: https://book.ru/book/940170

2. beikoBa, T. A. JIoKyMEHTAaI[MOHHOE OOECIICUCHHE YIPABICHUS (IEIIONPOU3BOJICTBO) :
yuebHoe nocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmox o6m. pexn. T. B.
Ky3nenoBoii. — 2-e uzn., mepepabd. u morm. — MockBa : UH®PA-M, 2021. — 304 c. + [lom.
matepuaisl. — (Cpeanee nmpodeccuoHanbHoe obpasoBanue). — ISBN 978-5-16-013913-5. — URL:
https://znanium.com/catalog/product/1141796

3. Bapmynn, B. B. JlokymeHTannoHHOe obecrieueHue ymnpasieHus : ydeOHuk / B. B.
Bapmynn. — Mocksa : FOctumus, 2020. — 271 c. — (Cpeanee npodeccuoHaibHOE 00pa3oBaHUE). —
ISBN 978-5-4365-3439-8. — URL.: https://book.ru/book/932046

4. T'namguii, E. B. JlokymeHTarimoHHoe obecrieuenne ymnpasieHus : yueonoe nocooue / E. B.
I'maguit. — MockBa : PUOP : UHOPA-M, 2020. — 249 c. — (Cpeanee mupodeccuoHaabHOe
obpasosanue). — ISBN 978-5-369-01042-6. — URL.: https://znanium.com/catalog/product/1065817

5. KazakeBud, T. A. JlokymMeHTaIlMOHHOE OOecIieueHue yIpaBlIeHus | YIeOHUK U MPAKTUKYM
it cpepHero mnpodeccuonanpHoro obpasosanust / T. A. Kazakesmu, A. U. Tkanmu. — 2-e usm.,
ucnp. u jgon. — Mocksa : FOpaiit, 2021. — 177 c¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN
978-5-534-06291-5. — URL.: https://urait.ru/bcode/471615

6. KysuenoB, . H. JlokymeHTanmoHHoe oOecrneueHue ympapieHUs. JIoKyMeHTOOOOpOT H
JIETIOTIPOU3BOJICTBO : YUYEOHUK W MPAKTUKYM JJIsl CpeaHEero npodeccuoHaibHOro oopasosanus / U.
H. Kyznenos. — 3-¢ wu3n., mnepepab. m pom. — MockBa : [Opaiir, 2021. — 462 c. —
(ITpodeccronanpaOE oOpa3oBaHmue). ISBN 978-5-534-04604-5. — URL:
https://urait.ru/bcode/470020

7. llysanosa, H. H. JloxymeHTannoHHoe obOecrieueHue yrpapiaeHus : Y4eOHUK U MPaKTUKYM
Ui cpeaHero npogeccuonansHoro oopasosanus / H. H. IllyBanoBa. — 2-e u3a. — Mockaa : FOpaiit,
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2021. — 265 c. — (Ilpodeccumonanbroe odOpazopanme). — ISBN 978-5-534-00088-7. — URL.:
https://urait.ru/bcode/469832

HopmaTuBHO-IpaBOBBIE TOKYMEHTBI

1. 06 snekrponnoii moanucu : PenepanbHbiil 3akoH Ne 63-D3 (pea. ot 24.02.2021) :
npunsaT ['ocynapcrBenHoit aymoit 25 mapta 2011 roxa : onodpen Coserom Deneparun 30 mapra
2011 roga. — Pexxum nocrtymna: cripaBouHo-1paBoBasi cucreMa «Koncynbrantlmtocy.

2. O6 wundopmaruu, WHOOPMAIMOHHBIX TEXHOJOTHSIX M O 3alIUTe HHPOPMAIHH
Oenepanbubiit 3akoH Ne 149-D3 (pen. ot 09.03.2021) : npunst ocynapctBenHoi gymoii 08 urosis
2006 roma : ogoopen Coetrom Denepanmu 14 utons 2006 roga. — Pexxum goctyna: cripaBoYHO-
npasoBas cuctema «KoucynsrantlLinrocy.

3. HenonpounsBoactBo u apxuBHoe neno. Tepmunsl u onpeaenenus | 'OCT P 7.0.8-
2013 : HanmoHaneHbIN cTanaapT Poccutickoit @enepanuu : yrBepkaeH [Ipukazom Poccranmapra ot
17.10.2013 Ne 1185-cr) : mata BBemeHusi 2014-03-01. — Pexkxum nmocTyma: CIpaBOYHO-IIPABOBAS
cucreMa «Koncynprantllinrocy.

4. Opraau3anroHHO-paCcTIOpAIUTENbHAs JoKyMeHTanus. TpeOoBaHus K OGOPMIICHHIO
nokymenTtoB @ ['OCT P 7.0.97-2016 : wnanumonanwHblii cranmapt Poccuiickoit ®enepanuu :
yrBepxacH [Ipukaszom Poccrammapra ot 08.12.2016 Ne 2004-ct) : mara BBemeHus 2017-07-01 :
(pen. ot 14.05.2018). — Pexum noctyna: cnpaBouHo-mipaBoBas cuctema «KoncynsrantlLirocy.

3.2.3. JlonoiHUTE/IbHbIE HCTOYHHKH
1. XKypnan «JlenonpousBoactsoy. - https://www.top-personal.ru/officeworks.html
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4 KOHTPOJIb
JUCIHUIIVINHBI

N  OHOEHKA

PE3YJIbTATOB

OCBOEHUA

YUYEBHOM

PesynbTarhl 00y4eHus

Kpurepuu onenku

MeTtobl OLICHKH

[lepeuenp 3HaHMIA, OCBaMBaEMBIX B paMKax
JUCIHMIIJINHBL;

- TOHATHE, IENH, 3ada4yd W [PUHIUIBI
JIeTIONPOU3BO/ICTBA;

- OCHOBHBIC TIOHATHS JIOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBIcHUS;

- YHUDHUKAIHIO u CTaH/IapTU3ALHIO
YIIPaBIECHYECKUX JOKYMEHTOB;

- TepeueHb PEKBH3HUTOB, IPEIyCMOTPEHHBIX

I'OCT P 7.0.97-2016;

- IIepEeYeHb OCHOBHBIX MOHATUH, UCIOJIb3YEMbIX
B 00JIaCTM JOKYMEHTAIIMOHHOTO OOecCreYeHus
YIPABJICHHUS;

- METOJIOJIOTHH HWCIIOh30BaHMS O(DHUIIHATBHBIX
WHTEPHET-UCTOYHUKOB HH(OpMaIUK, TIOWCKa
HAyYyHOU HH(OPMAIMK O JOKYMEHTAI[MOHHOM
o0ecre4eHn! yrpaBIeHUS;

- COIEpKaHWE  aKTyaJlbHOM  HOPMAaTHBHO-
MPaBoOBOI1 JIOKYMEHTALUH Poccuiickon
Oenepant B 00J1aCTH  IOKYMEHTAIIMOHHOTO
oOecrieueHus yrnpaBIeHUS;

- OCHOB KYJIbTYPBI P€UH U JIETIOBOTO OOIICHUS B
o0jacT  JTOKYMEHTAllMOHHOTO  oOecredeHus
YIPaBJICHHUS;

- MOPSAIOK IIPUMEHEHUS CpENCTB
WH()OPMAIIMOHHBIX TEXHOJIOTHH ISl pEerIeHUs
npodeccnoHaNbHBIX 3a1a4 B obnactu
JIOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIPaBIICHHUS;
- paBUJIa IOCTPOCHUS PEUYEBBIX BBICKA3bIBAHUUI
Ha mpodecCHuOHaIbHBIE TEMBI IO BOMpPOCaM
JIOKYMEHTAIMOHHOTO 00eCrieueHus yIpaBICHHUS;

- CHUCTCMbl AOOKYMCHTAIIMOHHOTO o0OecreueHus

yIpaBJICHUS;
- KJacCU(UKaLMI0 JOKYMEHTOB; - TIpaBHja
oopmienus OpraHU3aIMOHHBIX,
pacnopsiANTEIbHBIX u CIPaBOYHO-

UH(POPMALMOHHBIX JOKYMEHTOB;

- MIepeueHb OCHOBHBIX MOHSTUMN, UCTIOIB3YEMbIX
B 00JIaCTH JTOKYMEHTAIlMOHHOTO OOecredyeHus
yIIpaBJICHUS;

- METOJIOJIOTMM HCHOJb30BaHUS O(UIMAIBHBIX
MHTEPHET-UCTOYHUKOB HH(OpMAalLlUK, TOUCKa
Hay4HOH HH(OpManuM O JOKYMEHTAIlMOHHOM
o0ecrieyeHn! yrpaBJIeHHUS;

- COJIEp)KaHHWE AaKTyaJIbHOM  HOPMAaTHBHO-
IIPaBOBOM JIOKYMEHTAIUH Poccuiickoit
Qenepar B 001aCTH  ATOKYMEHTAILIMOHHOTO

CreneHn BJIaJCHUSI u
ONEPUPOBAHUS  MOHSATUSIMH,
KaTeTOpUsIMH,
HCIIOIb30BaHUS
HOPMAaTHBHOM 0a3ml,
OCYIIECTBIICHUE
HEOOXOTMMBIX pacyeTos,
rPaMOTHOT'O perieHus
CUTYaIIMOHHBIX 3aJaHuH,
MIPE/ICTABIICHUE
PEKOMEHJIAIMK ¥ BBIBOJIOB B
paMKax M3y4aeMon
JHACIUATUIHHBI

«OTIMYHO» O03HA4YaeT, 4YTO

TEOPETHUYECKOE COJep>KaHue
JUCIUTUTUHBI OCBOEHO
MOJIHOCTHIO, C(OPMHUPOBAHBI
HEOOXOANMbBIEC TIPAKTUUCCKUE

HaBBIKH u YMEHUH,
BBITIOJIHEHBI BCE y4cOHBIC
3aJJaHus, BBITTOJIHCHHE
OLIEHEHO OJIM3KO K
MaKCUMaJIbHOMY 170031
MaKCHMAJTBHO.

«Xopomio» O3HadaeT, 4To

TEOPETUYECKOE COMEPIKAHUE
JUCLUTUTMHBI OCBOCHO
MIOJIHOCTHIO, C(HOPMUPOBAHBI
HE0OXOIUMbIE MTPAKTUYECKHE
HaBBIKK W YyMEHHUS HE B
HOJTHOM 00beMe, BHITNOIHEHBI
Bce y4yeOHbIE 3a/laHus, Npu
BBINTOJIHEHUH KOTOPBIX OBLIH

OOHapy)XeHBl ~ ONIMOKH U
HEI0YEThI

«Y IOBJIETBOPUTEIIEHOY
O3HAYaer, 4TO

TEOPETUIECKOE COJIepIKaHUEe
JVICTIATUTHHBI OCBOCHO
YaCTUYHO, HO MpoOeNbl He
HOCSIT CYIIECTBEHHOTO
XapakTepa, CpOpMHUPOBaHHI B
OCHOBHOM HEOOXOINMBIE
MPAKTUYECKHE HAaBBIKU U
yYMEHWUS, BBITTOJTHEHO
OOJIBILIMHCTBO y4eOHBIX
3aJaHHid, TIPH BBITIOJTHEHUH

VYcrHblit
(GpOHTANBHBIN U
WHUBUAYaJIbHbI
i orpoc.
HaOmronenue 3a
BBITIOJTHEHUEM
MIPAKTUYECKOTO
3a/laHus
(1esATenbHOCTHIO
00yJarommxcs).
Ouenka
BBITIOJTHEHUS
MPAKTUIECKOTO
3aJlaHus
(paboThI).
IIpoBepka u
OLICHKa
COOOIICHHUH.
Ouenka
BBITIOJTHEHUS
CaMOCTOSITETTLHO
i paboTBHI.
Huddepenunpo

BaHHBINA 32YET.

YcTHbIN
(bpoHTaNIBHBIN U
WHIWBUTyaJTbHBI
1 orpoc.
HaOmronenue 3a
BBHITIOJTHEHHEM
MPAKTUIECKOTO
3a/laHus
(1eaTeTbHOCTHIO
o0yJaronmxcs).
Ouenka
BBITIOJTHEHHUSI
MPAKTUIECKOTO
3a/laHus
(paboThI).
Onenka
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oOecrieyeHus yrpaBieHUs;

- mpaBwia O(OPMIICHUS JOKYMEHTOB H
IIOCTPOCHUE YCTHBIX COOOIICHMI 1O BOIpocam
JTOKYMEHTALMOHHOTO 00CCIICUCHHUS! YIIPABIICHHS;

- HOPSAI0K IIPUMEHEHUS CPEICTB
MH(OPMALIMOHHBIX TEXHOJIOTUN [JIsl pelleHus
npodecCHOHANBHBIX ~ 3a7ady B oOjactu

JOKYMEHTAIMOHHOTO 00eCTIeUeHUs yIpaBIICHUS;
- [IpaBWJIa IOCTPOEHHUSI PEUEBBIX BbICKA3bIBAHUI
Ha TNpodeccHoHaNbHbIE TEMbl II0 BOIPOCAM
JIOKYMEHTAIIMOHHOT0 00eCTIeYeHHs yIIPaBICHUS;

- coctaB W ocobeHHOocTH  OodopMIICHUS
JIOKYMEHTOB I10 JIMYHOMY COCTAaBY;

- IIepEeYEHb OCHOBHBIX MOHATUH, UCIOJIb3yEMbIX
B 00JIaCTH JIOKYMEHTAIIMOHHOTO OOecredYeHus
YIPaBJICHHUS;

- METOJIOJIOTHH HWCIIOIh30BaHMS O(DHUIIHATBHBIX
WHTEPHET-UCTOYHUKOB HWH(OpMAIIUU, TOUCKA
Hay4YHOM MH(POPMALMH O JIOKYMEHTAllUOHHOM
o0ecreueHn! yrpaBIeHHUS;

- COAEp)KaHUE  AaKTyaJlbHOM  HOPMAaTHUBHO-
MPaBOBOI1 JOKYMEHTALUH Poccuiickon
®enepani B 00J1aCTH  IOKYMEHTAIIMOHHOTO
oOecrieueHus yrpaBIeHUS;

- OCHOB KYJIbTYPBI P€UH U JIETIOBOTO OOIICHUS B

00/1acTH  JTOKyMEHTAllUOHHOTO  o0ecredyeHus
yIpaBJICHUS;
- mpaBuiga  oQOpMIIEHUS  JIOKYMEHTOB U

IOCTPOCHHUE YCTHBIX COOOIEHHH IO BONPOCAM
JIOKYMEHTAIMOHHOTO 00eCTeyeHHs yIpaBIIeHus;
- HOPSAIOK MIPUMEHEHUS CPEICTB
UH(POPMALIMOHHBIX TEXHOJOTHM sl pelIeHus
npopecCHOHANBHBIX ~ 3a7ad B oOjactu
JIOKYMEHTAIMOHHOT0 00eCTieyeHHs yIpaBlIeHus;
- IIpaBWJIa IOCTPOEHHUSI PEUEBBIX BBICKA3bIBAHUI
Ha TnpodeccuoHalbHbIE TEMbI IO BOIPOCAM
JJOKYMEHTAIIMOHHOT0 00eCcIeyeH s yIpaBJIeHus;

- IOTOBOPHO-IIPABOBYIO JOKYMEHTAIUIO;
- npaBuia 0OpMIIEHUS! MTPETEH3UOHHBIX MUCEM
Y MICKOBOTO 3asIBJICHHUS;

- MepeueHb OCHOBHBIX MOHSTHH, UCIOIB3YEMBIX
B 00JIaCTH JTOKYMEHTAIlMOHHOTO OOecredyeHus
yIpaBJICHUS;

- METOJIOJIOTMM HCHOJb30BaHUS O(PUIMATBHBIX
MHTEPHET-UCTOYHUKOB HH(OpMAaLIUK, TOUCKa
Hay4HOH HH(OpMaIuM O JOKYMEHTAIlMOHHOM
o0ecreyeHn! yrpaBJIeHHUS;

- COJIEp)KaHHWE  AaKTyaJIbHOM  HOPMAaTUBHO-
IIPaBOBOM JIOKYMEHTAIUH Poccuiickon
@eneparu B 001aCTH  JOKYMEHTAILIHOHHOTO
oOecrieueHust yrpaBlIeHuUs;

- mnpaBuia odopmiieHus

JOKYMEHTOB U

KOTOPBIX OBLIM OOHAPYKEHBI
OIIIMOKY U HELOYETHI
«HeynoBneTBOpUTEILHO»
O3HAYaeT, YTO
TEOPETUUECKOE COJEPKaHNE
JUCIHIUIMHEI HE OCBOEHO, HE
c(hOpMHUPOBAHBI
HEOOXOAMMBIC TIPAKTUUCCKUE
HaBBIKU 51 YMCHHSI,
BBIIOJIHEHHEBIE y4eOHbIE
3a/laHusl COJIEPKAT OIIUOKH
U HEJOYETHI.

Tecr:

«5» - ecinu BEpHBIE OTBETHI
cocraBisgior ot 91% mo 100
% oT 0011Ier0 KOJINYECTBA;
«4» - eclii BEpHbIE OTBETHI
coctaBisior ot 71% mo 90%
OT OOIIEro KOJNYECTBA;

«3» - eclli BEpHbIE OTBETHI
cocTaBisaroT oT 60% 10 70%;
«2» - eclli BEpHbIE OTBETHI
coctaBiaroT MeHee 60 %.
[IpakTuueckas padora:
OreHka «5» - BBINOJHEHHE
NpakTU4YecKoil  paboThl B
00seme ot 91% 1o 100 %.
OneHka «4» - BBIINOJHECHHE
IpaKTHYeCKOH  paboThl B
ooseme ot 71% 1o 90%.
Omnenka «3» - BBINIOJIHEHUE
MpaKTU4YeCKol  paboTel B
oobeme ot 60% 10 70%.
OrneHka «2» - BBIIIOJTHEHHE
MIPaKTHIECKOM paboTHI B
ooneme menee 60 %.

BBITIOJTHEHHUSI
CaMOCTOSITETTLHO
it paboTBHI.
Huddepenumpo
BAHHBIN 3a4eET.

VYcrHblit
(GpOHTANBHBIN U
WHUBUAYaJIbHbI
i orpoc.
HaOnronenue 3a
BBITIOJTHCHHEM
MPAKTUYECKOTO
3aJlaHus
(1esATenbHOCTHIO
00yJarommxcs).
Ouenka
BBITIOJTHEHUS
MPAKTUIECKOTO
3aJlaHus
(paboThI).
Ornenka
BBHITIOTHEHUS
CaMOCTOSITEITLHO
i paboTBHI.
Huddepenunpo
BAaHHBIN 3a4eT.

YCTHBIN
(pOHTAIBHBIN U
WHIUBUIYaIbHbI
i ompoc.
Habmonenue 3a
BBITIOJTHCHHEM
MPAKTUIECKOTO
3aJIaHus
(1esaTenbHOCTHIO
00yJaroIuXxcsi).
Ouenka
BBITIOJTHCHHUS
MPAKTUIECKOTO
3aJIaHus
(paboThI).

12




MIOCTPOCHHUE YCTHBIX COOOIIEHUH MO BOMpOcaM
JIOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBICHHUS;
- HOPSAI0K IIPUMEHEHUS CPEICTB
MH(OPMALIMOHHBIX TEXHOJIOTUN ISl pelIeHus
npodecCHOHANBHBIX ~ 3a7a4 B obacTu
JOKYMEHTAIMOHHOTO 00ECIICUeHHUs YIIPaBICHUS;
- [IpaBWJIa IOCTPOEHHUSI PEUEBBIX BbICKA3bIBAHUI
Ha TmpodeccuoHalbHble TEMbl IO BOIPOCAM
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs yIIPaBICHUS;
- coiepkKaHHEe M TOPSI0K (HopMHpPOBaAHUS
IOPUAMYECKUX /1€ KIIMEHTOB;

- nopsaok  ohopMIIEHHUS, MPEICTaBIICHUS,
OT3bIBa U BO3BpaTa paCuETHHIX JOKYMEHTOB

- COCTaB M yyeT o0bema JIOKyMEHTO0OOopoTa
PEATNPUITHH;

- opraHusanui0  paboThl €  BXOJSIIEH,
HCXOISLIEH U BHYTPEHHEN JOKYMEHTAIUEN;

- 0a3bl TaHHBIX AJI XpPaHEHUS IOKYMEHTOB;

- paboTy C 3ampocamMH H DJICKTPOHHBIMHU
JIOKYMEHTaMHU.

- NepeYeHb OCHOBHBIX MOHSITUHN, UCIIOJIb3yEMbIX
B 005aCTH JOKYMEHTAIIMOHHOTO OO0ecredeHus
YIPaBJICHHUS;

- METOJIOJIOTHH HCIIONb30BaHUs O(UIIHATBHBIX
WHTEPHET-UCTOYHUKOB HH(OpMallUM, TOUCKA
HAayyHOW HHQOpPMAIMH O JOKYMEHTAIMOHHOM
o0ecrie4eHn! yrpaBJIeHUS;

- MOPSIIOK MIPUMEHEHUS CpeNCTB
WH()OPMAIIMOHHBIX TEXHOJIOTHH IS pEerIeHUs
npodecCHOHANBHBIX  3adad B obnactu
JTIOKYMEHTAIIMOHHOTO 00ECTIeYeHUs YIPaBIICHHUSI;
- NpaBUJIa IOCTPOEHUSI PEUEBBIX BBICKA3bIBAHUI
Ha mpodecCHuOHATbHBIE TEMBI IO BOMpPOCaM
JIOKYMEHTAIMOHHOTO 00eCTieuYeHHs yIpaBICHHUS;

- OpraHu3alMio ONEpPaTUBHOTO U apXMBHOTO
XpaHEeHMs JJOKYMEHTOB, HOMEHKJIATYpy Jel;

- IOATOTOBKY U MOPSI0K Mepeiayuul /1€ B apXUB;
- 3aKOHOJATeNbHblE aKThl U HOPMAaTHUBHO-
METOJIUYECKHE JOKYMEHThl 110 apXUBHOMY
XPaHEHUIO JOKYMEHTOB

- MepeueHb OCHOBHBIX MOHSTHH, UCIOIB3YEMBIX
B 00JIaCTH JTOKYMEHTAIlMOHHOTO OOecredyeHus
yIpaBIeHUS;

- METOJIOJIOTMM HCHOJb30BaHUS O(PUIMATBHBIX
MHTEPHET-UCTOYHUKOB HH(OpMAaLlUK, TOUCKa
Hay4HOH HH(OpMaIuM O JOKYMEHTAIlMOHHOM
o0ecreyeHn! yrpaBJIeHHUS;

- COJIEp)KaHHWE  AaKTyaJIbHOM  HOPMAaTUBHO-
IIPaBOBOM JIOKYMEHTAIUH Poccuiickon
@eneparu B 001aCTH  JOKYMEHTAILIHOHHOTO
oOecrieueHus yrpaBiIeHUS;

- mpaBwia O0QOpPMIICHHS  JOKYMEHTOB U

Huddepenuupo
BaHHEIN 3a4€T.

VcTHBIN
(GpOHTANBHBIN U
WHIUBUYaJIbHbI
1 ormpoc.
HaOnronenue 3a
BBINTOJIHEHUEM
MIPaKTUYECKOTO
3a7aHus
(1eaTeNbHOCTHIO
00yJarommxcs).
OneHka
BBITTOJIHEHHS
MIPaKTUYECKOTO
3a7aHus
(paboTsi).
Ornenka
BBITTOJTHEHHS
CaMOCTOSITEIILHO
i paboTBHI.
Huddepenunpo
BaHHBIN 3a4e€T.

YcTHbBIN
(bpoHTaNIBHBIN U
WHIWBUTyaJTbHBI
1 orpoc.
Habmtonenue 3a
BBHITIOJTHEHHEM
MPAKTUIECKOTO
3a/laHus
(1eaTeTbHOCTHIO
o0yJaronmxcs).
Ouenka
BBITIOJTHEHHUSI
MPAKTUIECKOTO
3a/laHus
(paboThI).
Huddepenunpo

BaHHBIN 32YET.
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MOCTPOCHUE YCTHBIX COOOIICHHI MO BOMpocam
JIOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBICHHUS;

- HOPSAI0K IPUMEHEHUS CPEICTB
MH(OPMALIMOHHBIX TEXHOJIOTUN ISl pelIeHus
npodecCHOHANBHBIX  3a7ady B o0jactu

JOKYMEHTAIMOHHOT0 00eCTIeUeH!s yIIpaBIICHUS;
- [IpaBWJIa IOCTPOEHUSI PEUEBBIX BbICKA3bIBAHUI
Ha TNpodeccHoHaNbHbIE TEMbl II0O BOIPOCAM
JIOKYMEHTAIITMOHHOTO 00eCTIeYeHHs yIIpaBICHUS;

[lepeuenr ymeHwuii, QopMHpPyeMBIX B paMKax
JTUCUUTLITUHBI:

- 0OpMIIATh JOKYMEHTALUIO B COOTBETCTBUHU C
HOPMAaTUBHOM 0a30i, B T. 4. C UCHOJIH30BAHUEM
MH(POPMALIMOHHBIX TEXHOIOTUH;

- BJIAJIETh OCHOBHBIMH MOHSTUSIMH,
UCIIOJIb3yeMble B 00JIACTH JOKYMEHTAIlMOHHOI'O
oOecrnieueHus ynpaBIeHUS;

- HCIIOJIB30BaTh  O(QUIMAIbHBIE HHTEPHET-
UCTOYHUKUA UH(pOpMaLMU, CTPYKTYpPUPOBATh
HaY4YHYI0 HH(OpPMAIMIO O JOKYMEHTAl[MIOHHOM
o0ecrie4eHn! yrpaBJIeHUS;

- ONpeNeNATh aKTyaJbHOCTh HOPMAaTHBHO-
IIPaBOBOM JIOKYMEHTalUH Poccuiickoit
@enepau B 001aCTH  JOKYMEHTAILMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- OPraHU30BBIBATh JIEJI0OBOE OOLIEHHE B 00JacTH
JIOKYMEHTAIlMOHHOT'O 00ECIICUEHNUs yIIpaBICHUS;
- TPAaMOTHO U3JIaraTh CBOM MBICIU U 0(OPMIISATH
JOKYMEHTHI 110 BONpPOCaM JOKYMEHTAallMOHHOIO
o0ecrieyeHus yrpaBieHUs;

- [PUMEHATh CpeAcTBa MH(OPMALMOHHBIX
TEXHOJIOTUH JJIs1 pelieHus: npogeccroHaIbHBIX
3aqad = B 0o0jmacTh  JOKYMEHTAlMOHHOTO
o0ecrieyeHus yrpaBieHHs;

- CTpOUTb, TIIOHUMATh, MHCATh, KPATKO
00OCHOBBIBaTh U OOBSICHATH  peueBbIC
BBICKa3bIBaHUS Ha Mpo(deccuoHaNbHbIE TEMBI 10
BONPOCAaM JIOKYMEHTALMOHHOTO 0O0ecTeYeHus
yIpaBJIeHUS;

- COCTaBJIATh H O(I)OpMJ'DITL OpraHHU3alluOHHBIC,

pacnopsiiuTeIbHbIE u CIPaBOYHO-
UH(POPMAaLIMOHHbIE JOKYMEHTHI,
- BJIAJICTh OCHOBHBIMH MOHATHUSIMH,

UCTIOJIb3yeMble B 00JIACTH JOKYMEHTAIIMOHHOTO
oOecrnieueHus yrpaBiIeHUS;

- HCIONIBb30BaTh  O(QUIMANbHBIE WHTEPHET-
UCTOYHUKA WH(POPMAIUH, CTPYKTYpHUPOBATh
Hay4YHYI0 HH(OpPMAIMIO O JOKYMEHTAIlMOHHOM
o0ecreyeHn! yrpaBJIeHUs;

- OINpeleNaTh AaKTYaJbHOCTb
IIPaBOBOM JIOKYMEHTAIUH

HOPMAaTUBHO-
Poccuiickoi

CreneHn BJIaJCHUSI u
ONEPUPOBAHUS  TOHSATUSIMH,
KaTEeTOpUsIMH,
HCIIOIb30BaHUS
HOPMAaTHBHOM 0a3ml,
OCYIIECTBIICHUE
HEOOXOIUMBIX pacyeTos,
rPaMOTHOTO perieHus
CUTYaIlMOHHBIX 3aJJaHHUH,
MIPE/ICTABIICHNE
PEKOMEHJIAIM ¥ BBIBOJIOB B
paMKax M3y4aeMon
JHACIUATUIHHBI

«OTIUYHO» O03HAYaeT, 4YTO

TEOPETUYECKOE COJepKaHue
JUCIUTUTUHBI OCBOEHO
MOJIHOCTHIO, C(HOPMHUPOBAHBI
HEOOXOANMbBIEC TIPAKTUUCCKUE

HaBBIKU u YMEHHS,
BBITIOJIHEHBI BCE y4ueOHBIC
3a/laHusl, BBITIOJTHEHHE
OLIEHEHO 0JIM3KO K
MaKCUMaJIbHOMY WIH
MaKCHMAJTbHO.

«XopoImio» 03HadaeT, 4To

TEOPETHUYECKOE COJepKaHue
JIACITUILTHHBI OCBOCHO
MOJTHOCTHIO, C(OPMHUPOBAHBI
HEO0OXOIMMBIC TIPAKTHYECKUE
HaBBIKH W YMEHHUS HE B
IIOJIJHOM 00beMe€, BEITTOJTHEHE]
Bce y4yeOHbIE 3alaHus, MpU
BBITIOJTHEHUHM KOTOPBIX OBLTH
OoOHapyXeHbl  OIIUOKH U
HEI0YETHI

«Y TOBJIETBOPUTETTLHOY
O3HAYaer, 4TO
TEOPETUYECKOE COJepKaHue
JIACITUILTHHBI OCBOEHO
YacTUYHO, HO TpOOensl He
HOCST CYIIECTBEHHOTO
xapakrepa, CpOpMUPOBAHKI B

DKCIEPTHOE
HabroneHne
BBITIOJTHEHUS
IIPAaKTUYECKON
paboTHI.
Onenka
pe3yNbTaTOB
BBITIOJTHEHUS
MPaKTUYECKOU
paboTHL.
Ouenka
BBITIOJTHEHUS
CaMOCTOSITETTLHO
i paboTHI.
Huddepenunpo
BAaHHBIN 3a4eT.

DKcnepTHOoe
HaOJIFOeH1E
BBITIOJTHEHHUSI
MTPAKTUICCKIX
pa0or.
Ouenka
pe3ynbTaToB
BBITIOJTHCHHUS
MPAKTUIECKUX
pabor.
Ouenka
BBITIOJTHCHHSI
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Qeneparun B 001aCTH  JOKYMEHTAIIHOHHOTO
obecrieueHust yrpaBIeHUs;

- OPTaHU30BBIBATH JIEJIOBOE OOIICHNE B 001aCTH
JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBICHHUS;
- TPAaMOTHO M3JIaraTh CBOM MBICIU U 0(OPMIISATH
JOKYMEHTHI II0 BONPOCaM JOKYMEHTAI[HOHHOTO
oOecrnieueHus ynpaBIcHUS;

- TPUMEHATH CpeaCcTBa  HMH(POPMAIMOHHBIX
TEXHOJIOTUH 7Sl pelIeHus: npogecCruoHaIbHBIX
3a7a4 B 0o0JacTH  JIOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpaBIcHUS;

- CTpOUTh, TIIOHMMAaTh, MHCaTh, KPaTKO
O0OCHOBBIBaTh U OOBACHATH  pEUYEBBIC
BBICKA3bIBaHUS Ha MPOQECCHOHAIBHBIE TEMBI 10
BOMPOCAaM JIOKYMEHTAlMOHHOTO 00eCTeYeHus
yIIpaBJICHUS;

- COCTaBISATh W OQOPMIISTH JOKYMEHTHI II0
JMYHOMY COCTaBY;

- BIIAJIETh OCHOBHBIMH MOHATHUSIMH,
UCIIOJIb3yeMble B 00JIACTH JOKYMEHTAllMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- HCIIOJIB30BaTh  O(QUIMANbHBIE HHTEPHET-
UCTOYHUKA HWH(POPMALUH, CTPYKTYpUPOBATh
HaY4YHYI0 HH(OpPMAIMIO O JAOKYMEHTAl[MOHHOM
o0ecrie4eHn! yrpaBJIeHUS;

- ONpeleNATh AaKTYaJlbHOCTh HOPMAaTHBHO-
IIPaBOBOM JIOKYMEHTAlUH Poccuiickoit
@eneparu B 0071aCTH  JOKYMEHTAILIMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- OPraHU30BBIBATH JIEJIOBOE OOIIEHHE B 00JacTH
JOKYMEHTAITMOHHOTO 00ECTICYeHHUS yIIPaBIICHUS,
- TPAaMOTHO U3JIaraTh CBOM MBICIU U 0OPMIISATH
JOKYMEHTHI 110 BOMPOCaM JOKYMEHTAI[HOHHOTO
oOecrieyeHus yrpaBieHUs;

- TpUMEHATh CpeAcTBa  HMH(DOPMAIIMOHHBIX
TEXHOJIOTUH /ISl pelIeHus: mpogecCuOHaIbHBIX
3aJady B 00JacTh  JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- CTpOMTb, IIOHHMMAaTh, MHUCaTh, KpPaTKO
O0OCHOBBIBaTh W OOBSACHATH  pEUYEBBIC
BBICKa3bIBaHUS Ha NMPO(PECCHOHAIBHBIE TEMBI IO
BOIIPOCAM JJOKYMEHTAIIMOHHOTO 00eCTIeUeHHS
yIpaBJICHUS;

- COCTaBIATH U  0GOPMIATH
IIPABOBYIO JOKYMEHTALHIO;

- HCNOJNb30BaTh YyHUDUIMPOBaAHHBIE (HOPMBI
JOKYMEHTOB JJIsl COCTaBICHHS U O(POPMIICHHS
MPETEH3UOHHBIX MHCEM U UCKOBOTO 3asIBICHMUS,

- BJIAJIETh OCHOBHBIMH MOHATHUSIMH,
UCIIOJIb3yeMbIe B 00JIACTH JAOKYMEHTAllMOHHOTIO
o0ecrieyeHus yrpaBieHUs;

- HUCHOJb30BaTh O(uUIMAIbHbIE

JIOTOBOPHO-

WHTEpHET-

OCHOBHOM HEO0OXO0IUMBIC
MPAKTHYECKHE HAaBBIKU |
YMCHHSI, BBITIOJTHEHO
OOJILIITUHCTBO y4eOHBIX

3aJlaHui, TMPU BBITOJHEHUU
KOTOPBIX OBLIN OOHAPYKECHBI
OIIMOKY ¥ HEIOYETHI
«HeynoBineTBOpUTEIIBHOY
O3HAYaeT, 4TO
TEOPETHYECKOE COJCP)KaHHE
JUCIIUIUIMHEI HE OCBOEHO, HE
chopMHUPOBaHBI
HEOO0XOMMBIE TTPAKTHUECKHUE
HaBBIKH u YMEHUS,
BBITIOJIHEHHbBIE yaeOHbIC
3a/IaHMS  CoJIepKaT OIIUOKH
U HEJIOYCTHI.

Tecr:

«5» - eciu BEpHBIE OTBETHI
coctaBisgior ot 91% mo 100
% oT 0011Ier0 KOJINYECTBA;
«4» - eclii BepHbIE OTBETHI
coctaBisaroT oT /1% mo 90%
OT 0OIIIEro KOJINYECTBA;

«3» - eciu BEpHBIE OTBETHI
coctaBisioT oT 60% 10 70%;
«2» - eciu BEpHBIE OTBETHI
coctaBisroT MeHee 60 %.
[IpakTuyeckas padora:
OrneHka «5» - BBINOJHECHHE
IpaKTHYeCKOH  paboThl B
o0neme ot 91% 1o 100 %.
Omnenka «4» - BBINIOJIHEHUE
MpaKTU4YeCKOoH  paboThl B
oobeme ot 71% mo 90%.
OneHka «3» - BBINOJHECHHE
IpaKTHYeCKOH  paboThl B
ooseme ot 60% 10 70%.
Omenka «2» - BBINIOJIHEHUE
MpaKkTU4YecKod  paboThl B
o0beme menee 60 %.

CaMOCTOSITETTLHO
i paboTHI.
Huddepenuupo

BaHHBINA 32YeET.

DKCnepTHOE
HaOJIFOIcHUE
BBITTOJIHEHHS
MPaAKTHYECKHUX
pabor.

OneHka
pe3yIbTaToB
BBIIOJTHEHUS
MIPAKTUICCKIX
pador.

OrnecHka
BBITTOJTHEHHS
CaMOCTOSITEIILHO
i paboTBHI.
Huddepenunpo
BaHHLIN 3a4eT.

DKCIEPTHOE
HaOJI0ICHUE
BBIITOJIHCHU ST
MPAKTUIECKUX
pabor.
Onenka
pe3yIbTaToB
BBITIOJTHEHHMS
MPAKTUICCKUX
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UCTOYHUKA HMH(POPMALUHU, CTPYKTYpUPOBATh
Hay4YHYI0 HMH(OpPMALMIO O JOKYMEHTAllMOHHOM
o0ecreueHn! yrpaBJIeHUS;

- ONpeleNATh AaKTYaJlbHOCTh HOPMAaTUBHO-
IIPaBOBOM JOKYMEHTAlUH Poccuiickon
@enepaun B 001aCTH  JOKYMEHTAILIMOHHOTO
oOecrnieueHus ynpaBIcHUS;

- OPraHU30BBIBATh JIEJI0OBOE OOLIEHHE B 00JIacTH
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs yIIPaBICHUS;
- TPAMOTHO U3JIaraThb CBOM MBICIU U 0OPMIIATH
JIOKYMEHTHI 110 BOIpPOCaM JTOKYMEHTALIMOHHOTO
o0ecrieueHus yrpaBeHUs;

- TpPUMEHSTh CpeAcTBa  HMH(POPMAITMOHHBIX
TEXHOJIOTUH /JIs1 pelIeHuss npogecCHOHAIbHBIX
3ajay = B o0nacTM  JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus yrpaBieHus;

- CTpOUTb, IOHUMAThb, MHCATh, KPATKO
00OCHOBBIBaTb M OOBSICHATH  pEYEBbIE
BBICKa3bIBaHUS Ha NMPO(ECCHOHAIBHBIE TEMbI 11O
BOIIPOCAaM  JJOKYMEHTAllMOHHOIO OO0€ecredYeHus
yIpaBJICHUS;

- 0QopMJIATH  JIOTOBOPHI C  KIMEHTaMH;
POBEPATH OPaBUIBHOCT U TOJHOTY
0(OpMIIEHHS pacueTHBIX JIOKYMEHTOB

- OCBaWBaTh TEXHOJIOTMH aBTOMATH3WPOBAHHOM
00paboTKH JOKYMEHTAIIHH;

- WUCTOJB30BaTh  TEICKOMMYHHKAI[MOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTO00O0pOTE
- BJIAJIETh OCHOBHBIMH [MOHSATHSIMH,
UCIIONIb3YEMbIE B OOJIACTH JOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- UCHONB30BaTh O(QUIMANBbHBIE WHTEPHET-
UCTOYHUKNA WHQPOPMAIIUH, CTPYKTYPHPOBATH
HAyYHYI0 HMH(OPMALUIO O JOKYMEHTAI[MOHHOM
o0ecreyeHny yrpaBIeHUS;

-  TPUMEHATh CpeAcTBa  WH(OPMANMOHHBIX
TEXHOJIOTHI A pelieHus MnpodeccuoHaIbHBIX
3aIa4 B 0O0JIaCTH  JTOKyMEHTallMOHHOTO
obecrnieueHus yrpaBIeHUS;

- CTpOWTH, IIOHUMATh, TMHCATh, KPATKO
000CHOBBIBATH u OOBICHATH pedeBbie
BBICKA3bIBAaHUS HA MPO(EeCCHOHATBHBIC TEMBI TI0
BONPOCaM JOKYMEHTAI[MOHHOTO OOeCcTeueHus
yIIpaBJICHUS,;

— COCTaBJISITh HOMEHKJIATYPY J€T;

- OCYWIECTBJIATH  XpaHEHUWE U IIOUCK
JIOKYMEHTOB;

- BIIAJICTh OCHOBHBIMH MOHSATHUSIMH,
UCIIOJIb3YEMbIE B 00JIACTH JOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHUs;

- UCHOJb30BaTh O(QUIUANbHBIE HHTEPHET-
WUCTOYHUKHA UWHQPOpMallMU, CTPYKTYPHPOBATh

pa0or.
Huddepenumpo

BaHHBIN 32YET.

DKCnepTHOe
HaOJIFOIcHUE
BBITTOJTHEHHS
[IPaKTUYECKOU
paboTHI.
Onenka
pe3yJbTaToB
BBITTOJIHEHUS
MIPaKTUYECKON
paboTHI.
Onenka
BBITTOJTHEHUS
CaMOCTOSITEIILHO
i paboTHI.
Huddepenunpo

BaHHBINA 32YET.

DKCIEPTHOE
HaOI0IeHUE
BBITIOJTHCHHUS
[IPaKTUYECKOU
paboTHI.
Onenka
pe3yNIbTaToB
BBITIOJTHCHWSI
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HaYYHYI0 HH(OpPMAIHIO O JOKYMEHTAIlMOHHOM
obecrieueHnH yIpaBIcHUS;

- ONpeNeNATh AaKTYaJIbHOCTh HOPMAaTHBHO-
MPaBOBOI1 JIOKYMEHTaIlUH Poccuiickoit
Qeneparun B 001aCTH  TOKYMEHTAIIHOHHOTO
oOecrieueHus yrnpaBiIcHUS;

- OPTaHU30BBIBATH JIENIOBOE OOIICHNE B 001aCTH
JOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBICHHUS;
- TPAMOTHO M3JIaraTh CBOM MBICIU U 0(OPMIISATH
JOKYMEHTHI 110 BOMPOCAaM JTOKYMEHTAlMOHHOIO
oOecrieueHnsl yIpaBIeHUs;

- NPUMEHATh CpeAcTBa HH(OPMALUOHHBIX
TEXHOJIOTUH /7Sl pelieHus: npogecCruoHaIbHBIX
3aja4y = B 00JacTM  JOKYMEHTAI[MOHHOTO
oOecrnieueHus ynpaBIeHUS;

- CTpOUTb, T[OHUMATh, MHCATh, KPATKO
00OCHOBBIBaTh W OOBSICHATH  pEUEBBIC
BBICKa3bIBaHUS Ha MPO(ECCHOHAIBHBIE TEMBI IO
BOIPOCaM JOKYMEHTAI[MOHHOTO OOecreueHus
yIIpaBJICHUS

[IPaKTUYECKOU
paboTHI.

Huddepenuupo
BaHHEBIN 3a4€eT.
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