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1. OBIIASI XAPAKTEPUCTHUKA TIIPUMEPHOM PABOYEM
MMPOT'PAMMBI YYEBHOM JJUCHUATLIUHBI

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOI

NpOrpaMMBbl:

VYyebnass aucnuiimHa «JlOKyMEHTAIIMOHHOE OOECTeYeHUE YIIPABICHHS
SIBIISIETCS 00s13aTeJILHOMN YacTbIO ob1enpodecCHOHAIBHOTO LUK
obpazoBaTtenpHOl nporpaMmMbl B cooTBeTcTBHH ¢ PI'OC CIIO mo crnenuaibHOCTH
38.02.06 duHaHCHI.

YuebHas aucnuIUIMHA «JlOKyMEHTAIlMOHHOE OOecIedeHrne YyIpaBICHUSDY
obecrnieunBaeT (popMuUpoBaHUE MPO(HECCUOHANIBHBIX M OOIIMX KOMIIETECHIIMH IO
BceM Buaam aesateibHOCTH PI'OC CIIO mo cnemmanpHOCTH 38.02.06 DOHHAHCHI.

Oco0oe 3HaueHHue MUCHUIUIMHA UMeeT npu GopmupoBanuu u pazputuu [1K 1.5,

[IK 3.4, 1K 4.1, T1IK 4.3.
1.2.11es1b ¥ IUVIAHUPYEMbIe Pe3YJIbTAThl 0CBOCHHS U CHUILIUHBI:

B pamkax mnporpamMmbl y4eOHOM JIUCHUIUIMHBI OOYyYarOIUMHUCA OCBaMBAIOTCS

YMCHHUA U 3HAHUS

Kon YMmenus 3HaHuA
I1K, OK
IIK 1.5. | OdopMasaTh miiaTexHblE JOKYMEHTBI Oco0GeHHOCTH COCTaBICHUS

1K 3 4. (BJ'IeKTpOHHbIe 3as4BKH Ha KaCCOBLIC paCXOJbl U 3aKynquoﬁ AOKYMCHTallUU

MK 4.1 IJIATC)KHBIC l'[OpyLIeHI/UI) AJIs1 IPOBEACHU A HH(l)OpMaI_II/IOHHLIe TCXHOJIOTNH

KAaCCOBBIX BBIIUIAT B IpoecCHOHATBHOMN
I1K 4.3.

[TpoBepsATh HEOOXOAUMYIO JOKYMEHTAIUIO I | AeSITeNbHOCTH
3aKJIFOYEHUSI KOHTPAKTOB Oco0eHHOCTH OpraHu3aIii 1

[TpoBepsiTh HEOOXOIUMYIO TOKYMEHTAIIHIO I | MPOBEJCHUS KOHTPOJIBHBIX

3aKJIFOUYEHUS KOHTPAKTOB; IPUMEHATh MEPOIPUATHI OPTaHAMH,
porpaMMHOe o0ecTieueHue Mpr OCYIIECTBIISIOIIAMU
OCYIIECTBIICHUU (PUHAHCOBOTO KOHTPOJIS. (UHAHCOBBIN KOHTPOIIb.
OdopMIsTh pe3yabTaThl MPOBEACHHBIX OcoOeHHoCTH TTPOBECHUS
KOHTPOJIBHBIX MEPOIIPUSATHH ITyTeM 3aKyIOK TOBapOB, paboT, yCIyT
COCTaBJICHHA aKTOB M CIIPAaBOK; IPUMCHATH OTACJIbHBIMU BUIAaMU
mporpamMmmMHoe o0ecredeHrne GUHaHCOBOTO FOPUTAYECKHX JIHII.

KOHTPOJIA.
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2. CTPYKTYPA M COJAEPKAHUE YYEFHOM JUCIUILINHBI

2.1. O0bem yueOHO TUCHHUILVINHBI U BUAbI y4e0HO padoThl

Ouynas ¢popma o0yueHust

Bun yue6HO# paboThI O0beM B yacax
O0Bem o0pa3zoBaTebHON TPOrpaMMBbl YICOHON JUCITATIIUHBI 40
O0BeM paboThI 00YUAIOIIUXCS BO B3aMMOJICUCTBUH C MPEIOaBaTeIeM 32
B TOM YHCIIE:
TEOPETHUUECKOE 00yUueHue 12
IIPAaKTUYECKUE 3aHATUS 20
nabopaTopHbIE pPabOTHI -
KOHTPOJIbHBIE PaOOTHI -
KypcoBasi pabota -
camocTosTeNbHas paboTa 8
KOHCYJIbTaIHsI -
[TpomexyTouHas atTectanus B popme nuddepeHImpoBaHHOrO 3aueTa

3aounas ¢gopma o0yueHus

Bun yuebHol paboTbl O6beM B yacax
O6bem 06pazoBaTenbHOM NporpaMMbl y4eOHOW AMCHUIUINHBI 40
O6beM paboThl 00yUarOIUXCsl BO B3aMMO/ICHCTBHHM C MpenojjaBaTeieM 8
B TOM YHUCIIE:
TeopeTudecKoe o0ydeHne 2
MPAKTUYECKHUE 3aHSITUS 6
nabopaTopHble paboThI -
KOHTPOJIbHBIE pabOThHI -
KypcoBas paboTta -
caMOCTOsTeNIbHAas paboTa 32
KOHCYJIbTaIHsI -
[TpomexxyTounas arrectanus B popme qudepeHInpoBaHHOrO 3a4eTa




2.2. TemaTnyeckud IUIAaH H
(3aounas popma 00yueHus1)

colepkaHue Yy4eOHOH JAUCHUILINHBI

O6bvem | Camocrosi- | Teoperu- | [IpakTu-
HaumenoBanue pa3nenoB u Tem B TebHas 4yeckoe YecKue
Jacax pabota | oOy4yeHue | 3aHATHS
PA3JIEJ 1. IOKYMEHTUPOBAHUE 24 20 1 3
YHPABJIEHYECKOU AEATEJBHOCTHU
Tema 1.1 Bsenmenue. JlokyMeHTHpOBaHUE
YIPaBICHUYECKOU J1eATeIbHOCTH 6 5 -
Tema 1.2. Cucrema opranu3anmoHHO- 6 5 1 1
pacnopsiANTEIbHON JOKYMEHTAIIUU
Tema 1.3./lenexHble 1 HUHAHCOBO-PACUETHBIC 6 5 1
JTIOKYMEHTBI
Tewma 1.4.JloroBopHO-IIpaBOBasi JOKYMEHTAITUS 6 5 1
PA3JIEJ 2. OPTAHU3ALIUS PABOTHI C 16 12 1 3
JOKYMEHTAMUA
Tema 2.1. Ilonatue 1OKyMeHTOOOOpOTA,
perucTpanus J0KyMEHTOB, UCIIOTHEHUE 5 4
JIOKYMEHTOB
Tema 2.2. 1
NHpopManimoHHbIe TEXHOJIOTHHU B 5 4 1
JIEJIIOPOU3BOJICTBE
Tema 2.3. Opranu3zanus onepaTUBHOTO U 5 4 )
APXMBHOTO XpPaHEHHUsI TOKYMEHTOB
Bcero, yac 40 2 2 6

TemaTuveckuil IJIaH M coAep:KaHUe Y4YeOHOW IUCUMILIMHBI (OYHAas

(¢popMma 00y4eHus)

HaumenoBanue Coneprxkanne yueOHOro MaTepuana u O6nem B Koasr
pa3aesioB U TEM (bopMBbI OpraHu3aIiy AesITeIbHOCTH qacax KOMITETEHIIUH,
oOyJaromuxcst (GbopMHUPOBAHUIO
KOTOPBIX
CHOCOOCTBYET
JJIEMEHT
IPOTPAMMBI
1 2 3 4

PA3IEJ 1. IOKYMEHTUPOBAHUWE YIIPABJEHYECKOM AESTEJBHOCTH

Tema 1.1 Bsenenue.
JlokymeHTHpoBaHue
yVIIpaBIeHIECKOit «/loxyMeHTannnoHHOE

JCATCIIBHOCTH

U CIELUAIBHOIO
TEPMHUHOB

«JJOKYMEHTallMOHHOE
YIPABJICHUSY.

LIMKJIOB.
«JIOKyMEHTHPOBAHHE,

Hcropus

ConepxaHue yaeOHOTro MaTepuaa
1. 3HayeHue u coliepKaHue TUCIUTUTMHBI
o0OecrieueHue
VOpaBIEHUS» W CBS3b €€ C JAPYyTUMHU
JTUCIUTIIMHAMA  00111€00pa30BaTeIbHOTO
ITonsTue
«TOKYMEHT,

oOecrieueHue
pa3BHUTHUSA

MK 3.4,4.1,4.3




Hay4HBIX IIpeICTaBICHUN 0
JIOKYMEHTAallHOHHOM o0ecrnieueHuu
ynpasieHusi. COBpEMEHHOE COCTOSHUE
JIOKYMEHTallHOHHOT O obecrnieueHus
yIpaBIEHUS. HopmartuBHo-npaBoBas
0a3a opraHuzalnu JAOKyMEHTAIlHOHHOTO
oOecrieueHHsl YIpaBJIEHHUs KaK OCHOBA
TEXHOJIOTMM  IPOLIECCOB  YIPABJICHUS.
CocTtaB yIpaBJIEHUECKUX JIOKYMEHTOB.

[TonsTue cCHCTEM JTOKyMEHTAIHH.
QyHKINOHAIbHBIE u OTpacIieBbIE
CHCTEMBbI JIOKYMEHTAIMH. YHUDUKAIHSA U
CTaHJApTU3ALHS yIpaBIEHYECKUX
JIOKYMEHTOB.
Tema 1.2. Cucrema | Conepxanue yueOHOro Marepuaia 1K 3.4,4.1,4.3
OpraHHU3aIHOHHO- 1.YHuduuupoBanHast cucrema
PACTIOPSTHTETLHOI OpraHU3aIMOHHO-PACTIOPSAUTEIBHOM
NIOKYMEHTAIIHH nokymentaiuu (OPJl). TOCTer na OP/I.
TpebGoBanus K 0 OPMIICHUIO
JOKyMEHTOB. Knaccuduxanus
OpraHU3aIMOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTALIUH: OpraHHM3alOHHEIE,
pacropsiinuTeIbHEIC, CIIPaBOYHO-
uHpopManonnsle.  OpraHu3anOHHBIC
JOKYMEHTBHI: yCTaB, TIOJIOXKECHHE.
PacniopsiantensHble JTOKYMEHTBHI:
NpPUKa3bl, PACIOPSOKCHUS,  yKa3aHUs,
MOCTaHOBJICHHUS. CrpaBo4HoO-
UH(POPMAIMOHHEIE JIOKYMEHTBHI:

JOKJIaHast (cmy>xeOHast) 3amnmuckKa,
OOBSICHUTEIIbHAS 3alMCKa, aKT, CIPaBKa,
Ciry)keOHbIe THChbMa. JIOKYMEHTUPOBaHUE
TPYIOBBIX TpaBooTHomeHWH. CocTaB u
0COOCHHOCTH O(GOpPMIICHHS JOKYMEHTOB
10 JJMYHOMY COCTaBYy.

B ToM umncne mpakTHYeCKMX 3aHATHH U
71a00paTOPHBIX pabOT

1. Odopmiienue JIOKYMEHTOB c
nomouibo nporpammsl Microsoft Word.
Co3nanue mabaoHa JOKyMEHTOB.

2. CocraBieHue u odopmiieHne
pacropsaUTeNbHBIX M CIPAaBOYHO-
WH(POPMAIMOHHBIX JTOKyMEHTOB

3. IIpoBepka npaBUIBHOCTH O(OPMIICHUS
OpraHU3aIMOHHBIX TOKYMEHTOB.

4. KagpoBoe 1enonpou3BOJICTBO

CamocTtosaTenbHas paboTa o0ydaronuxcs
N3yuenne oQUIMANBHBIX MaTEpUANOB C
opUIIMATBHBIX  CAaUTOB  OCOOCHHOCTH
odopmienus CIPaBOYHO-
nH(pOpMaAITMOHHON JIOKyMEHTAINH,
OpraHU3alMOHHON M pacliopsIUTeIbHON




Tema 1.3.]JleHexHBIC
u ¢uHaHCOBO-
pacueTHbIe
JIOKYMEHTBI

Copneprkanue yueOHOTO MaTepuaa

1. Oco0eHHOCTH COCTaBIECHUS U
o(opMIICHHS IEHEKHBIX U (PUHAHCOBO-
pacyeTHbIX JoKyMeHTOB. OdopmiieHue
JIOBEpEHHOCTEH OPUITMATIEHON 1 TUYHOM.

B ToM 4Ymcie npakTUYeCKHUX 3aHATHH |
1abopaTopHBIX paboT

1.OdopmieHne mIaTeKHbIX TOKYMEHTOB

CamocrosiTenpHas pabota 00yJaromuxcs
1. PabGora c y4eOHOW H CHpaBOYHOMN
muteparypoil. CocTaBlieHHE TECTOB IIO
teme 1.3

IIK 1.5

Tema 1.4.JloroBopHo-
paBoOBast
JOKYMEHTAIUS

Coneprxkanue yueOHOro MaTepuana
I.Ilonatue  goroBopa  (KOHTpakKTa),
COrJallleHusl,  IPOTOKOJIA. TunoBas
dopma noroBopa. OCHOBHBIC pa3zeibl
Joropopa. Buabl 10roBopoB: KyIUIM-
NPOJIaXH, TOCTAaBKH, KOMHUCCHH U JIp.
Buner 1oroBopoB B cdepe 3aKyIoK.
JIoKyMeHTBI, O(OPMIISIONIAE TOPSIIOK
paccMOTpeHus CTIOpOB MEXTY
IOPUIMYECKUMU  JunamMu.  [IpaBuia
opopMIeHHS TPETEH3UOHHBIX IHCEM.
OCOOCHHOCTH ~ TIPOBEACHUS  3aKYIOK
TOBApOB.

B ToM 4mcne npakTUYeCKHUX 3aHATHH |
1a00paTOPHBIX PaboT

1. OcobeHHoCcTH
3aKy1'[OI~IHOI\/’I Z[OKYMGHTaHI/II/I.

COCTaBJICHUA

CamocTrosaTrenbHas pabota o0ydaronuxcs
Hcnonb3ys MHQOPMALMOHHO MPABOBYIO
cucreMy U MIHTepHET pecypchbl COCTaBUTh
0030p  CyHIECTBYIOIIMX  IIAOJIOHOB
JOKYMCHTOB JJIsA AOKYMCHTHUPOBAHUA
yIpaBIEHYECKOH e TeTbHOCTH.

IIK 1.5, 3.4,4.1.

PA3JIEJ 2. OPTAHU3AIIUA PABOTHI C IOKYMEHTAMUA

Tema 2.1. IlonsTHe
JIOKYMEHT0000pOTa,
perucTpanus
JIOKYMEHTOB,
HUCIIOJIHEHHE
JIOKYMEHTOB

Cogepxanue yueOHOT0O MaTepuana

1. CocraB u y4er o0beMa
JOKYMEHTOO0OpOTa  MPEeNNpHsITHH U
opranmzaruii. Opranuzaius padoThl C

JIOKYMEHTALHUEM, MOCTYIAOIIEN B
YUPEXKICHUA, MPEANPUATHS,
OpraHu3alnu; IIpUeM BXOJISIINX
JIOKYMEHTOB, IKCIIEIUITMOHHAS
00paboTka, MPEABAPUTEIHHOE
paccMOTpeHHue u pacrnpeneneHue,
perucrpanus, paccMOTpEHUE
JIOKYMEHTOB PYKOBOJICTBOM,

ucrionHenue. Ilepemadya  1OKyMEHTOB
BHYTPH OpPraHU3alMM. YUYeT KOJINYECTBA
JOKyMeHTOB. KoHTposib  mcnosiHeHus

I[IK 3.1, IIK 3.4




JOKyMeHTOB. Opranuszanus M TEXHHUKa
KOHTPOJISI WCIIOJIHCHHS. THIIOBBIE W
WHJIUBUIyaIbHbIE CPOKH  HMCIOJIHEHUS
JIOKYMEHTOB, cucreMa ACKH
(aBTOMATH3UPOBAHHBII KOHTPOJIb
WCITOJTHEHUS JOKYMEHTOB).

Tema 2.2.
WNudopmanroHnsle

TCXHOJIOTHNH
ACJIOIPOU3BOJACTBC

Cogepxanue yueOHOro Marepuaa

1 Hcnonb3oBanue IIPOTPAMMHOI0
obecrnieueHus TUISt peleHus
npodecCHOHATIBHBIX 33]1a4.

B ToM 4Ymcie npakTUYeCKHUX 3aHATHH |
1abopaTopHBIX paboT

1.0dopmiieHrne JOKYMEHTOB C ITOMOIIBIO
nporpammbl - MicrosoftWord. Pabora c
ANEKTPOHHBIMU JOKyMeHTamu. Co3nanue
CEepUUHBIX IHCEM. Paccblika TOTOBBIX
nuceM. Ilpukiagnas cpema - cucrema

yIIpaBJICHUSA 0azamu JTAHHBIX
MicrosoftAccess. ba3el paHHBIX IS
XpaHeHus UHpOpMALIUU —

KOHCTPYUPOBaTh 0a3y JaHHBIX; BBOJIUTH,
pelaKTUPOBaTh, KOMUPOBATH M YHAJSAThH
3aIuCH. Pa6ora c 3aMpoCcamH.
dopMupoBaHue OTYETOB. ITounck
JIOKYMEHTOB. XpaHeHHe Hu o0paboTka
00X 00HEMOB JTAHHBIX.

2. MHcnonp3oBaHWE HUHTETPUPOBAHHBIX
CHCTEM JIeTTOTIPOU3BOICTBA "
yIpaBJIeHUs s aBTOMaTHU3aluU
pabouero mecta. Pabota B cpene Internet
U TI0JIb30BaHUE JJIEKTPOHHOW TOYTHI.

DNIeKTpOHHAs rmoyra: MOHSITHE,
Ha3HaueHHe, CO37aHue U OTIPaBKa CBOUX
COOOIIIEHUH, MOJIy4YeHHe MIOYTHI.

O3HakoMHTBCS € MPO(EeCCHOHAIBHO
opuentupoBanHbiM [10 B obmactu JJOVY.
[Touck HeoOxoaumol uHpOpMaLMK B
obnactu JIOKYMEHTUPOBAHUS.
OteuecTBeHHBIE Ppa3pabOTKH MpPOrpamMM
apromatuzanuu 10OV u apxuBHOrO nena.
OcHOBHBIE yTpO3bl NPO(ecCHOHANBHOM
0e3onacHoOCTH

CamocrosTenbHas pabora 00yJaromuxcs
Hcnonb3ys MHPOPMAIMOHHO TPABOBYIO
cucreMy U MIHTEpHET pecypchl COCTaBUTh
0030p MpPOrpaMMHBIX pEHIeHUH s
BEJICHUS JIOKYMEHT0000pOTa C MepeyHeM
byHKIUH, KOTOpBIE porpamma
peanusyer. CocrtaBuTh TabIUILy
CPaBHUTEIFHOTO aHAJIN3a MPOTPaMM

IIK 4.1, 4.3.
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Tema 2.3. | Comepxanne yaeOHOTO MaTepuana
Opranusanys 1. Cucremaruszanuss JTOKYMEHTOB MU HX
OIIEPATUBHOIO i | XpaHeHue. Howmenxkiarypa JIelL.

[IpumepHBIE U THUIIOBbIE HOMEHKIATYPbI
ApPXUBHOTO XpaHEHUs

IIK 3.4

nen. OcdopmieHne HOMEHKIATYphI Jedl. 2
AOKYMCHTOB TpeboBanust Kk  OGOPMIICHHUIO  JEI.
XpaHeHUE JTOKYMEHTOB B CTPYKTYPHBIX
noapasaenenusax. lloaroroBka penm  x
cljadye B BEJIOMCTBEHHBIN apXUB.
B TOM umncne mpakTUYECKUX 3aHATUH U 2
1ab0paTOpHBIX paboT
1. ITpoBepka MpaBUIBLHOCTH COCTaBICHUS 5
HOMEHKJIaTy bl JeJ
[Tpomexxytounas arrecrauus B popme /13K 2
Bcero: 40
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3.YCJOBUSI PEAJIMBALIMA  TPOTPAMMBI  YYEBHOW
JUCHMUILIAHBI

3.1. MaTepuaJibHO-TeXHHYECKOe o0ecneyeHue:

st peanmu3ani IPOTPaMMbl  y4eOHOW JAMCHUILUIMHBI TPETYCMOTPEHBI: J1ad0paTopus
NudopMalnoHHbIE TEXHOJOTMM M JOKyMEHTAI[HOHHOE obecnedeHne mnpodecCuOHaIbHON
NEeSITeIbHOCTH M MacTepcKkas IO OpraHu3alid OINEpPaTUBHOTO M APXMBHOTO XPaHEHHS
JIOKYMEHTOB.

Macrepckass 1O OpraHW3allii OIEPATHBHOTO W AapXMBHOTO XpPaHEHHs JIOKYMEHTOB
OCHAIIIeHa:

—KOMITBIOTEpaMHU TI0 KOJIMYECTBY OOydYarommxcsi W | KOMITBIOTEp IMperoaaBaTels,
OCHAIIEHHBIMU 000pYyIOBaHHEM JUIS BHIXOA B MH(POPMAIIMOHHO-TEICKOMMYHHUKAIIMOHHYIO CETh
HNuTepHer;

—IPOTrPaMMHBIM 00ECIIEYCHHUEM: OTlepalioHHoN cructeMorr Windows;

—pabovrMHU MEeCTaMH 10 KOJMYECTBY O0YUArOIIUXCS;

—pabo4rM MEeCTOM IPEToIaBaTells, OCHAIIEHHBIM MYJIbTUMEIUHHBIM 000PYI0BaHUEM;

—TOCKOIA;

—MHOTO(YHKIIMOHATILHBIM YCTPOWCTBOM;

—KOMIUICKTOM  y4eOHO-METOAMYECKOW  JOKYMEHTAIlMM, BKIIOYAKOIIUM  y4eOHO-
METOAMYECKHE YyKa3aHHs Uil CTYAEHTOB IO MPOBEIEHHUIO MPaKTHUECKUX U JaOOpaTOPHBIX
pabor.

Jlabopatopuss MHpopMallMOHHBIE TEXHOJOTUA W JOKYMEHTAIlMOHHOE OOeCIeUeHHE
npoeCCHOHATLHON JIeATENIbHOCTH, OCHAIICHHAa HEOOXOMUMBIM ISl PEAM3aldu TPOTPAMMBI

y4eOHOI TUCIMITIMHBI 000pyIOBAaHUEM U ITPOrPaMMHBIM 00eCIIeUeHHEM.
3.2. MapopmanuoHHOe oOecnedeHne peau3auu NporpaMmmMbl

Jlns peanu3any MporpaMMbl OMOIMOTEeUHbIN (OHJ UMeeT meuyaTHble pecypcbl. meercs
JIOCTYIl K 00pa3oBaTeIbHOMY MHTEpHET-NopTaidy perno3uroputo dunyHuBepcutera. CTyIAEHTHI
UMEIOT BO3MOXKHOCTh pabOThI C yAaJECHHBIMU PECypcaMiu AJIEKTPOHHO-OMOIMOTEYHBIX CHCTEM
(OBC) ®unyHuBepcUTeTa U3 JHOOON TOYKU, TOJIKIIOUEHHON K ceTH Internet, B T.4. U U3 1oma:

— Znanium http://library.fa.ru/resource.asp?id=498;

FOPAWT http://library.fa.ru/resource.asp?id=645;

VYuuBepcuterckas oubnmoreka onnaitn http://library.fa.ru/resource.asp?id=544;

— BOOK.ru http://library.fa.ru/resource.asp?id=535;

Jlaub http://library.fa.ru/resource.asp?id=574.



http://library.fa.ru/resource.asp?id=498
http://library.fa.ru/resource.asp?id=645
http://library.fa.ru/resource.asp?id=544
http://library.fa.ru/resource.asp?id=535
http://library.fa.ru/resource.asp?id=574
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3.2.1. HopMaTHBHO-NIPABOBbIE AKTHI

1. Koncrutyuusa Poccuiickoii @enepanuu (¢ yueToM U3MEHEHUH )

2. «I'paxnanckuii kogekc Poccuiickoit ®denepanun (dacts nepsasi)» or 30.11.1994 N
51-@3.

3. «I'paxnanckuit koaekc Poccuiickoit @enepanun (yacte BTOpas)» oT 26.01.1996 N
14-@3.

4. «Hanorossiii komekc Poccuiickoit ®@enepamuu (yacth mepsasi)» ot 31.07.1998 N
146-03

5. «Hanoroseiii kogexkc Poccuiickoit ®@enepanuu (yacts BTOopas)» ot 05.08.2000 N
117-®3

6. Tpynosoii koaekc Poccuiickoit @eaepaunn» ot 30.12.2001 N 197-03

7. ®enepanbubiii 3akoH 0T 05.04.2013 N 44-03 «O KOHTpakTHOW cucteme B chepe
3aKyIMOK TOBapoOB, padoT, YCIyT /J1sl 00eCeueHus TOCYIapCTBEHHBIX U MYHUIIUIIAIbHBIX HYXKI»

8. ®epnepanbublii 3akoH oT 18.07.2011 N 223-03 «O 3akynkax ToBapoB, padoT, yciayr
OTJIeIbHBIMU BUJAMH FOPUTUIECKUX JTHIDY

9. @epepanphbii  3akoH oT 27.07.2006 N  149-@03 «O6 wuHpopManuwy,
MH(}OPMALIMOHHBIX TEXHOJIOTHUSIX U O 3alllUTe HHPOPMALIUI.

10. TOCT P70.97-2016 "Cucrema cranmapToB o uH(pOpManuu, OUOIHMOTEYHOMY U
uznarenabckoMy neny. OPJI. TpeGoBanus kK 0pOpMICHUIO JOKYMEHTOB" .

11. TOCT 51141-98. [lenonpon3BoACTBO U apXUBHOE J€J10. TepMHUHBI U ONIPENETICHUS.

12. TOCT 6.10.5-87. YHuduuupoBaHHbIE CHCTEMBl JOKyMeHTaluu. TpeboBaHuSA K
MOCTPOEHUIO popMyIIsipa-oopasia.

13. TumoBass MHCTPYKLHS IO  JI€JONPOU3BOJACTBY B  (enepalibHbIX OpraHax
ucrnonHuTenbHo BiactTu Poccuiickoit ®enepanuu (yTBepkaeHa NpUKa3oM MUHKYIBTYpPbI

Poccum ot 08.11.2005 Ne536), M., 2006.

3.2.2 OcHOBHBbIE MCTOYHUKH

1. OlysanoBa, H. H. JlokymMeHTanMoHHOE OOecleYeHUEe YNpaBlIEeHUS: Y4YeOHUK U
NPaKTUKYM JJIs cpefiHero npogeccuonanbHoro oopasosanus / H. H. IllyBanoBa. [DneKkTpoHHBIH
pecypc] — Mocksa: UznatensctBo FOpaiit, 2019. — 265 c.

2. Kopnees, 1. K. JlokymeHTallMoHHOE 0O€ecrieueHe yIpaBaeHus : YYeOHUK U
NPaKTUKYM JUIs cpeqHero npogeccuonansHoro oopazosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypues. [OnexktponHslii pecypc] — Mocksa : M3narensctso FOpaiit, 2019. — 384 c.

3.2.2. DJIeKTpPOHHBbIE pecypchl

1. http://www.consultant.ru. - CnpaBouHo-npaBoBas cuctema «KoncymaprantlImocy»



http://www.consultant.ru/
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2. http://www.garant.ru - CrnpaBouHo-TIpaBoBast cuctema «[ 'apanT»

3.2.3 JlonoTHUTEeIbHbIE HCTOYHUKHU
1. Madopmanronnas 6e3omacHOCTh : yueOHuk / MenbaukoB B.I1. mox pen., KynpusiHos
A.W. [Dnexrponnsiii pecypc] — Mocksa: KnoPyc, 2018. — 267 c.

2. XKypnan «/lenonpousBoacTBo».


http://www.garant.ru/
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4. KOHTPOJb W OIEHKA PE3YJbBTATOB OCBOEHHMSI YYEBHOM
JTACIATIIAHBI

PesyabTaThl 00y4yeHHs Kputepun onenkn MeTtoabl OLEHKH
3HaHUs:
OCHOBHBIC HCTOYHHKH UH(OPMAIMU U [IpaBuibHOCTB YcrHbII
pecypesl A peleHus 3anad oopmienus (muceMeHHsII )onpoc.
dopmar oopmieHHs pe3yIbTaTOB MTOUCKA JOKYMEHTaIUH,
uHpOpMaLUu IIPUMEHSEMOH B TectupoBanue.
CopnepxaHue akTyalbHONH HOPMaTUBHO- npogeccuoHaTbHON
IIPaBOBOM JOKYMEHTALUU JESATEIIBHOCTH ITpoBepka
[Icuxonoruueckue OCHOBBI 1€ATEIbHOCTH CooTBeTcTBHE BBIOOpa | MPAKTHYECKUX paboT
KOJUIEKTHBA TEXHOJIOTMH U OLICHKA
CoBpeMeHHbIE CpeCTBa U IPOTPAMMHOE oopmienus pE3yJIbTATOB.
obecrieyeHue B Npo(eccuoHaNbHOM JOKYMEHTOB
JeSITEIIbHOCTH COBPEMEHHBIM 3auér
[TpaBuna opopmiieHUsI JOKYMEHTOB TpeOOBaHUAM
[IpaBuna opopmieHus 3aKyOYHOM JIOKyMEHTO000pOTa
JOKYMEHTaluu

WNHupopmalinoHHbIE TEXHOJIOTUHU B
npodeccHoHaNbHON AeATEIbHOCTH
Oco0OeHHOCTH OpraHU3aly U [IPOBEICHUS
KOHTPOJIHBIX MEPOIIPUATHI OpraHaMH,
OCYIIECTBIISIOUTMMH (PUHAHCOBBIA KOHTPOJIb

YMeHus:
AHanu3upoBaTh 3aa4y U ONpelessTh 3Tanbl | Biagenue npaBunamu | DKcrepTHOE
peleHus COCTaBJICHUS U HabII0IeHNE U
CTpyKTypHpOBaTh MOJIYyYaEMYIO oopmienus OLICHKA Ha
uHpOopMaLHIo; 0OPOPMIIATH PE3YIbTATHI JOKYMEHTAlUU B MIPAaKTUYECKUX
ITOUCKA COOTBETCTBUU C 3aHATUAX IPH
OnpenensTs akTyalabHOCTh HOPMaTUBHO- HOPMATUBHBIMU BBIITOJIHCHUH
IIPaBOBOM TOKYMEHTALNH JIOKyMEHTaMHU. paboThLI.
B3aUMOJICVCTBOBATH C KOJUIEraMH, Odopmiienne
PYKOBOJACTBOM, KIMEHTaMH [’ paMOTHO pPe3yJabTaTOB IOUCKA Onenka pemeHuit
0(OPMIIATH JOKYMEHTHI 10 UHpOpMaLIUH. CUTYALIMOHHBIX
npodeccuoHanbHON TeMaTHKe HaBbikn 3a7ad4.
[TpumeHsTH cpeacTBa HHGOPMALIMOHHBIX OCYLIECTBICHUSA
TEXHOJIOTMH JUIS PEIICHUS MIPOBEPKHU OneHka pe3yabTaToB
npodecCHOHATBHBIX 3aa4 HEoO0X0 1Mo BBIITOJIHECHUS
Hcnonp30BaTh O101KETHOE 3aKOHOAATEIBCTBO | JOKYMEHTALUU IS MIPaKTUYECKON
0(OPMIIATH MIIATEKHbBIE JOKYMEHTbI 3aKJIIOYEHUS paboTHI.
MIPOBEPATH HEOOXOAUMYIO JOKYMEHTAIUIO JJIsl | KOHTPAKTOB.
3aKJIOYEHUsI KOHTPAKTOB JlemoHcTpanus aHanusa | 3a4ér
0(QOPMIISITh PE3yJIbTaThl IPOBEIEHHBIX coziepKaHus
KOHTPOJIBHBIX MEPOIIPUATUHI IIyTEM YIIPABJICHUYECKUX
COCTABJICHUS aKTOB U CIIPaBOK JIOKYMEHTOB.

Haspiku B

HCIIOJIb30BaHNUH

IIPOTPaMMHOI0

oOecrieueHue B
opranuzamuu JJOY.
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