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1. OBIIASI XAPAKTEPUCTHKA TIPUMEPHOH PABOYEHN
IMPOTPAMMBI YYEBHOMN U CLUIIJINHBI

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOI

NpPOrpamMMBbl:

VYyebnass aucuurmHa «JlokyMeHTallMOHHOE OO0ecredYeHUe YIpaBiICHUS
SIBIISICTCS 00s13aTeIPHON JaCThIO obmenpodeccruoHaITLHOTO ITUKJIa
oOpazoBarensHO# mporpamMmbl B cooTBeTcTBUU ¢ DI'OC CIIO mo cnenuaibHOCTH
38.02.06 ®uHaHCHI.

VYuebHasg aucnuiuinHa «JlOKyMEHTAlIMOHHOE OOeCreueHrue YyIpaBICHUSD)
oOecrieunBaeT (QopMupoBaHUE MPOPECCHOHATBHBIX M OOUIMX KOMIETEHIUH I10
BceM Bugam nedareapbHoctd PI'OC CIIO mo cmenmanpHocTH 38.02.06 duHAHCHL
Oco0oe 3HaueHHe NUCLUMILIMHA UMeeT npu GopmupoBanuu u pazsutuu [IK 1.5,

IIK 3.4, 11K 4.1, IIK 4.3.
1.2.llenb u iIaHUpyeMble pe3yJabTAThl 0CBOEHUSI IUCUMIJIMHBI:

B pamkax mnporpamMmbl y4eOHOW IUCHUILIMHBI OOYYarOUIUMUCA OCBAaHWBAIOTCS

YMCHUA U 3HAHUA

Kon YMenus 3HaHus
I1K, OK
[IK 1.5. | OdopmisATh miIaTeKHbIE TOKYMEHTHI OcobeHHOCTH COCTABICHUS

[IK 3.4. | (37€KTPOHHBIE 3asBKM HA KACCOBBIE PACXOMBI M | 3aKYIIOYHON JOKYMEHTAINH

K 4.1 IUIaTEeXKHbIE TOPYUEHUS) TSl TPOBEACHUS HNupopmaninoHHbIE TEXHOJIOTUN

KACCOBBIX BBITUIAT B IpoeccnoHanbHOMi
I1K 4.3.

[TpoBepsiTh HEOOXOAUMYIO TOKYMEHTAIIHUIO IS | IeITeTbHOCTH
3aKJIFOYEHUS] KOHTPAKTOB Oco0eHHOCTH OpraHU3aIuy U

HpOBCpHTL HCO6XOI[I/IMYIO JOKYMCHTAIUIO UIA | IPOBCACHUS KOHTPOJIbHBIX

3aKJIF0YEHUS KOHTPAKTOB; TPUMEHSTh MEpONPUATHI OpraHamH,
nporpamMMHoe obecrieueHue Mpu OCYILIECTBIISIOLIIMHU
OCYIIECTBICHNH (PHHAHCOBOTO KOHTPOJISL. (UHAHCOBBIN KOHTPOJIB.
OdopMIIATE pe3yabTaThl MPOBEICHHBIX OcoOeHHOCTH TIPOBEICHHS
KOHTPOJILHBIX MEPOTIPUSATHIA ITyTEM 3aKyIOK TOBAapOB, padoT, yCIyT
COCTaBJICHUS aKTOB U CIIPABOK; TPUMEHSTh OTJEeNbHBIMU BUJIAMHU
nporpamMMHoe obecrieueHre (GUHaAHCOBOTO IOPUANYECKUX JIULL.

KOHTPOJISL.
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2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0bem yueOHO JUCHUNIMHBI U BU/bI Y4eOHOH padoThl

Ounas ¢popma o0yuenust

Bun yaeOHoO# paboThI O0Bem B yacax
O6bem 006pa3oBaTenbHOM MPOrpaMMbl y4eOHOW AUCHIUIUINHBI 40
O0beM paboThl 00YUAIOIIUXCSI BO B3AaMMOJICHCTBHH C TIPEIIOAaBaTEIIEM 32
B TOM YHCIIE:
TEOpeTUIeCcKoe o0yueHue 12
MPAKTUYECKHUE 3aHITUS 20
nabopaTtopHbIe pabOTHI -
KOHTPOJIbHBIE paOOTHI -
KypcoBasi paboTta -
camocTosTeNnbHas paboTa 8
KOHCYJIbTAIIHs -
[TpomexyTouHas aTTectanus B popme 1udepeHImpoBaHHOrO 3aueTa

3aounas popma o0yueHust

Bun yuebHoit paboThl O6beM B yacax
O06beM 00pa3zoBaTeNIbHOM MPOrpaMMbl y4eOHON AUCIMITIUHBI 40
O06Bem paboThl 00YUAIOIMIUXCS BO B3aUMOJICUCTBHUH C MPETIOaBaTeIeM 8
B TOM YHCIIE:
TEOpeTHYecKoe 00yueHue 2
MPAKTUYECKHUE 3aHITUS 6
nabopaTopHbIe pabOTHI -
KOHTPOJIbHBIE paOOTHI -
KypcoBas paboTa -
caMmocTosiTenbHas pabora 32
KOHCYJIbTAIIHS -
[TpomexxyTounast arrectamus B popme auddhepeHInpoBaHHOTO 3a4eTa




2.2.TemaTuyeckuidi IJIAH W CoOJepP:KaHMe Y4YeOHOW JAUCUHMILIMHBI
(3aouHasi popMma o0yueHMs1)
Oo6wem | Camoctosi- | Teoperu- | [IpakTu-
HaumenoBanue pa3ienoB u Tem B TebHasI 4YecKoe | YecKue
gacax pabotra | oOydeHHE | 3aHATHSI
PA3JIEJ 1. JOKYMEHTUPOBAHUE 24 20 1 3
YIOPABJIEHYECKOMU JAEATEJIBHOCTHU
Tema 1.1 Bsenmenue. JlokyMeHTHpOBaHUE
YIPaBIECHYECKOU JESATEIbHOCTH 6 S -
Tema 1.2. Cucrema opraHm3aliioOHHO- 6 5 1 1
pacopsANTEIHLHON JOKYMEHTAIIUU
Tema 1.3.Jlenexxubie U (MHAHCOBO-PACYETHBIC 6 5 1
JIOKYMEHTBI
Tema 1.4.JloroBopHO-TIpaBOBast JOKyMEHTAIUS 6 5 1
PA3JIEJI 2. OPTAHU3ALIUSI PABOTDI C 16 12 1 3
JOKYMEHTAMU
Tewma 2.1. IlonsiTue 10KyMEHTOOOO0pOTA,
perucTpanus JOKyMEeHTOB, UCTIOJIHEHNE 5 4
JIOKYMEHTOB
Tema 2.2. 1
NHpopManimoHHbIe TEXHOJIOTHHU B 5 4 1
JIEJIONPOU3BOJICTBE
Tema 2.3. Opranu3zanus onepaTUBHOTO U 6 4 5
ApPXWBHOTO XPaHCHHSI JOKYMEHTOB
Bcero, gyac 40 2 2 6

TemaTuyeckuil IJIaH M coAep:KaHUe Yy4YeOHOM AMCUMILIMHBI (OYHAast

¢popma 00ydeHus)

HaumenoBanue Coneprxanue yueOHOro MaTepuaa u Obmnem B Konpt
paszienoB U TeM (bopMBI OpraHU3aIiH IS TeTbHOCTH gacax KOMITETEHITHA,
o0yyaromuxcs (bopMHpOBaHHUIO
KOTOPBIX
CIIOCOOCTBYET
AIIEMEHT
POTPaMMBI
1 2 3 4

PA3JEJ 1. IOKYMEHTUPOBAHUE YIIPABJEHYECKOU JEATEJBHOCTH

Tema 1.1 Bsenenwue.
JloxymenTupoBanue
YIIPABJIEHYECKOU
JEATEIbHOCTH

CogepxaHue yaeOHOTO MaTepuana

1. 3HaueHue U coliepKaHue TUCIUIIITMHBI
«/lokymeHTaImoHHOE obecrnieueHue
VIpaBICHUS» € CBA3b €€ C JAPYTUMH
TUCITUILIMHAMHU  00I1€00pa3oBaTeIbHOTO
U crenquasbHOro 1ukioB. [lonsTue
TEPMHHOB «IIOKYMEHTY,
«ITOKyMEHTHPOBAHUE,
«TOKyMEHTallMOHHOE
YIPaBICHUS. Uctopus

oOecrieueHne
pasBUTHS

MK 3.4,4.1,4.3




Hay4YHBIX Ipe/ICTaBICHUM 0
JIOKYMEHTAIMOHHOM obecrieyeHUH
yrnpapieHusi. COBpeMEHHOE COCTOSHUE
JOKYMEHTAllMOHHOI'O obecrieueHus
yIpaBiIeHUS. HopmaTtuBHo-nipaBoBas
0a3a opraHusalnuu JOKyMEHTALIMOHHOTO
oOecrieueHHs YIpaBJIeHUs KaK OCHOBA
TEXHOJOTUM  IPOLECCOB  YIPABIICHHUS.
CocTtaB ympaBJIEHYECKUX JIOKYMEHTOB.

[Tonstue CUCTEM JIOKyMEHTaLUH.
OyHKIMOHAIbHbBIE u OTpaclieBbie
CHCTEMBI TIOKyMEHTAIUU. YHUPHUKAIHS 1
CTaHapTH3AIS yIpaBICHYECKUX
JIOKYMEHTOB.
Tema 1.2. Cucrema | CogepxaHue yaueOHOTro MaTepuana [IK3.4,4.1,4.3
OpraHM3aIMOHHO- 1. VuudunupoBannas cucrema
PACTIOPSTHTETLHOI OpraHU3aIMOHHO-PACTIOPSAAUTENHHOM
NIOKYMEHTAITHH nokymentanuu (OPJ]). TOCTwr va OP/.
TpeboBanus K 0(hOPMIICHHUIO
JIOKYMEHTOB. Knaccudukanms
OpraHU3aIMOHHO-PACTIOPSAAUTENHEHOM
JIOKyMEHTaLUU: OpraHU3alOHHBIE,
pacnopsiiuTeIbHbIE, CIPaBOYHO-
uH(popmannoHHsle. OpraHu3alMOHHbIE
JIOKYMEHTBI: yCTaB, II0JIO’KEHHUE.
PacnopsinutenbHbie JIOKYMEHTBI:
NpUKa3bl, paclOpsKeHUs,  yKa3aHUs,
ITOCTaHOBJICHHS. CrnpaBouHo-
UH(POPMalMOHHbIE JIOKYMEHTBI:

JOKJIaHas (ciyxeOHas) 3ammcKa,
OOBSICHUTENbHAS 3alKCKa, aKT, CIPaBKa,
ciyxeOHbIe TUChbMa. JlOKyMEHTHpOBaHUE
TPYIOBBIX MpaBooTHomeHui. CocTaB u
0COOEHHOCTH O(OpMIIEHUSI JTOKYMEHTOB
10 TUYHOMY COCTaBY.

B TOM umncne nmpakTUYECKUX 3aHATUU H
71a00paTOPHBIX PaboOT

1. Odopmnenue JTOKYMEHTOB c
nomonipto mporpammel Microsoft Word.
Coznanue mabiioHa TJOKyMEHTOB.

2. CocraBneHue u odopmiieHue
pacropsANTENbHBIX M CHPaBOYHO-
MH(POPMALIMOHHBIX JTOKYyMEHTOB

3. IIpoBepka mpaBUIBLHOCTH O0(OPMIICHUS
OpraHU3aIMOHHBIX JOKYMEHTOB.

4. KagpoBoe 1em1onpon3BOACTBO

CamocTtosTenpHas paboTa o0yJyaronmxcs
W3ydyeHrne oUIMAIBHBIX MaTEpUANIOB C
OpUIMALHEIX ~ CaliTOB  OCOOEHHOCTH
odopmIIeHUS CIIPaBOYHO-
uH(OPMAITMOHHON JOKYMEHTAITUH,
OPraHU3aALMOHHON Y PaCTIOPSIANTEILHON




Tema 1.3. JleHeKHbIC
u ¢uHaHCOBO-
pacueTHbIC
JIOKYMEHTBI

Copnepxanue yueOHOro MaTrepuaa

1. Oco0eHHOCTH COCTaBIICHUS U
odopMIIeHHUS IEHEeKHBIX U (PMHAHCOBO-
pacyeTHbIX JoKyMeHTOB. OdopmiieHne
JIOBEPEHHOCTEH O(DUIIMAIBHON U JIMYHOM.

B TOM 4ucie NpakTUYECKUX 3aHATUU U
71a00paTOPHBIX pabOT

1.OdopmieHHE MIATEKHBIX JOKYMEHTOB

CamocTtosaTrenbHas paboTa o0ydaronuxcs
1. PabGora c yueOHOWH U CHpaBOYHOU
nuteparypoil. CocTaBlieHUE TECTOB I10
teme 1.3

IIK 1.5

Tema 1.4.JloroBopHo-
IpaBoOBast
JOKYMCHTAIUS

Cogepxanue yueOHOro MaTepuana
1.IlonsitTue  moroBopa  (KOHTpakTa),
COIVIANICHUsI,  TpPOTOKoJia.  Tumoas
dbopma goroBopa. OCHOBHBIE pa3eibl
JoroBopa. Buapl  1OroBopoB:  KyIUIu-
NPO/JaXH, TMOCTaBKH, KOMHUCCHH H JIp.
Buasl nmoroBopoB B cdepe 3aKymok.
JlokymeHTBI, odopMIIsIOmure TOPSIOK
paccMOTpeHuUs CIIOpOB MEXTY
IOpUIMYEeCKUMU  Junamu.  llpaBuia
oopMIICHHS TPETEH3UOHHBIX  IHCEM.
OcoOeHHOCTH  MPOBEACHUSA  3aKYIOK
TOBapOB.

B TOM umcie NnpakTUYECKUX 3aHATHUU H
71a00paTOpHBIX paboT

1. OcobeHHoCTH
3aKyMOYHOM TOKYMEHTAIIUH.

COCTaBJICHUA

CamocTtosaTenbHas paboTa o0ydJaronuxcs
Ucnionb3yst mHGOPMAITMOHHO TMPABOBYIO
cuctemy u IHTEpHET pecypchl COCTaBHUTh
0030p CYIIECTBYIOIIHNX 1abJI0HOB
JOKYMEHTOB /Il JOKYMEHTHUPOBaHUS
YIPABJICHUYECKON NEATEIbHOCTH.

IIK 1.5,3.4,4.1.

PA3JIEJI 2. OPTAHU3AIIUA PABOTBI C IOKYMEHTAMUA

Tema 2.1. IlonsiTue
JIOKyMEHT0000pOTa,
perucTpanus
JIOKYMEHTOB,
HUCITOJIHEHHE
JIOKYMEHTOB

Conepxxanue yaeOHOTO MaTepHaia

1. Cocras " yueT obbemMa
JOKYMEHTOO00pOTa  MPEeNNpHUsITHH U
opranuzaiuii. Opranuzanus padoThl C

JIOKYMEHTaIWEH, MOCTYNAOIIEH B
YUpEeXKIEHUS, MPEIPUATHS,
OpraHu3alnu, IpueM BXOOAIINX
JIOKYMEHTOB, SKCTICAMITMOHHAS
o0paboTKa, MIpe/IBapUTENbHOE
paccMOTpeHue u pacmpeneneHue,
perucTpanus, paccMOTpeHHe
JOKYMEHTOB PYKOBOICTBOM,

ucrionHenue. Ilepemaya  1OKyMEHTOB
BHYTPH OpraHU3alMH. YUeT KOJIMYeCTBa
JOKyMeHTOB. KOHTponb  uMcCnosiHEeHus

I[IK 3.1, [IK 3.4




TOoKyMeHTOB. OpraHuzainusi M TeXHHKa
KOHTPOJISI HUCIIOJIHEHHS. THUIIOBBIE W
WHAUBUAYAIbHbIE CPOKH  HCIOJHEHUS
JIOKYMEHTOB, cucrema ACKUJ
(aBTOMaTU3UPOBAHHBII KOHTPOJIb
UCIIOJTHEHUS JOKYMEHTOB).

Tema 2.2.
WNudopmannoHnbie
TEXHOJIOTUHI
JIeTIONPOU3BOICTBE

Conepxxanue yueOHOro MaTepHuaia

1 Hcnons3oBanue POTrPaMMHOTO
obecrnieueHus TUISL pelieHus
npodeccHoHaIbHBIX 3a/1au.

B TOM 4ucie NpakTUYECKUX 3aHATUU U
J1a00paTOPHBIX pabOT

1.0¢opmieHre TOKYMEHTOB € TIOMOIIBIO
nporpamMbl - MicrosoftWord. PaGora ¢
ANIEKTPOHHBIMU AoKyMeHTamu. Co3aHue
CEepUMHBIX nHUceM. Pacchlulka TOTOBBIX
nuceM. IlpukiagHas cpema - cucrema

YIIPaBJICHUS 0azamu JTAHHBIX
MicrosoftAccess. Ba3el maHHBIX A
XpaHEHHSI uHpopMaLIU —

KOHCTPYHpOBaTh 0a3y JaHHBIX; BBOJIUTH,
pellakTUpOBaTh, KOIMUPOBaTb M YAAJIAThH
3aIUCH. Pabora C 3apocamH.
®opMupoBaHue OTYETOB. ITouck
JOKYMEHTOB. XpaHeHHe u o0paldoTka
O0sIbIINX 00BEMOB JTAaHHBIX.

2. Hcnonbp3oBaHUE UHTETPUPOBAHHBIX
CUCTEM JIEJIONPOU3BOCTBA U
yIpaBiIeHUS JUIs aBTOMATHU3ALNH
pabouero mecra. Pabora B cpezne Internet
U TI0Jb30BaHUE DIIEKTPOHHOM TOYTHI.

DneKTpoHHAas roura: MIOHSITHE,
Ha3Ha4yeHHe, CO3/IaHUE U OTIPABKA CBOUX
COOOIIEHHH, MIOJIy4YEHUE HOYTBHI.

O3HakOMUTBCA € MpodeccHOHAIbHO
opuentupoBanHbM [10 B obmactu JJOY.
[Touck HeoOxomuMoil uHboOpManuu B
o0nactu JOKYMEHTUPOBAHHUS.
OtedecTBeHHbIE pa3pabOTKHU MIpoOrpamm
aBroMaTtuzauuu JOY u apXuBHOTO jena.
OcHoOBHBIE yTpO3bl MpOodeccroOHATbHON
Oe3omacHoOCTH

CamocrosrenbHas pabota o0yyaronmxcs
Hcnonb3ys MHGOPMAIMOHHO MPaBOBYIO
cucreMy u IHTEpHET pecypchl COCTaBHUTh
0030p TMPOrpaMMHBIX pELIeHUH I
BE/ICHUSI JOKYMEHTOO00pOTa C MepedHeM
byHKIUH, KOTOpBbIE IporpaMma
peanuzyer. CocraBuTh TalnuIy
CPaBHUTEIBLHOIO aHAJIN3a MIPOrPaMM

1K 4.1, 4.3.




10

Tema 2.3. | Comepxanuie yaueOHOT0O MaTepuana
Opranusanus 1. Cucremaruzauuss JOKYMEHTOB U HX
OIIEPaTHBHOTO i | XPaHEHHE. Howmenknarypa Jed.

IIpuMepHBIE M TUIIOBBIE HOMEHKIATYpPbI
apXMBHOTO XPaHCHUSA

IIK 3.4

nen. OdopmieHre HOMEHKIATYphI Jell. 2
JOKYMCHTOB TpeboBanusi K  OQOPMIICHHIO  JEII.
XpaHeHHe JTOKYMEHTOB B CTPYKTYPHBIX
nozpasnenenHusx. IloaroroBka pen k
cZiaue B BEZIOMCTBEHHBIN apXHUB.
B TOM 4ucie NpakTUYECKUX 3aHATUU U 2
71a00paTOPHBIX paboT
1. IIpoBepka NpaBUIBLHOCTH COCTaBJICHUS 5
HOMEHKJIATYpHI JIe]
[Tpomexyrounas atrectanus B popme JI3K 2
Bcero: 40
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3.VCJOBUS  PEAJM3ALIMA  TIPOTPAMMBI  VUEBHOIM
JTUCLHUTIJIMHBI

3.1. MarepuajbHO-TEXHUYECKOE O0ecneyeHue:

JIns peanuzanuy MporpaMmbl y9eOHOW IUCHMIUIMHBI MPEAYCMOTPEHBI: J1abopaTopus
NudopMannoOHHbIE TEXHOJOTMM M JOKYMEHTAI[MOHHOE obecnedeHne mnpodeccnoHaIbHON
JICATEILHOCTH M MacTepcKas [0 OpraHu3alid OIEpPaTUBHOTO W aPXHMBHOTO XpPaHCHUS
JOKYMEHTOB.

Macrepckass 1O OpraHu3alid OINEPAaTHBHOIO M AapXWBHOTO XPaHEHUS JOKYMEHTOB
OCHaIlCHA!

—KOMIIBIOTEpPaMH 10 KOJIMYECTBY OOydarommxcsi W | KOMIIBIOTEp IperogaBaTes,
OCHallICHHBIMHU O60pyIIOBaHI/ICM JUIA BBIXO4 B I/IHC];)OpMaIII/IOHHO'TCHCKOMMYHI/IKB,III/IOHHYIO CCTh
HNuTepHer;

—TIPOrpaMMHBIM O0eCTIEYeHHEM: OTlepaliuoHHoN cucreMoir Windows;

—paboYnMH MECTaMH TI0 KOJIMYECTBY 00yUJarOLIUXCs;

—paboyrM MECTOM IIpeToiaBaTes, OCHALICHHBIM MYJIbTHMEANNHBIM 000pYI0BaHUEM;

—IOCKOI;

—MHOTO()YHKIIMOHAIIBHBIM YCTPOHCTBOM;

—KOMIUIEKTOM  y4e0HO-METOJMYECKOH  JOKyMEHTAallWH, BKIIOYAONIMM  y4eOHO-
METOJIMYECKHE YKa3aHHs ISl CTYACHTOB IO MPOBEICHUIO TMPAKTUYECKUX M JIA0OPATOPHBIX
pabor.

Jlabopatopuss MHpopManMOHHBIE TEXHOJOTUA W JOKYMEHTAI[MOHHOE OOeCTeueHme
npoeCcCHOHATIBHON JEATSILHOCTH, OCHAIIEHHa HEOOXOIAMMBIM [UIS PEAM3alliid TPOrPaMMBI

y4eOHOI TUCIMITIIMHBI 000pYIOBAaHUEM M TPOrPaMMHBIM 00€CIIEUeHUEM.
3.2. MapopmanuoHHOe oOecneyeHne peau3auy NporpaMmmMbl

Jlnst peanu3aniy mporpaMMbl OMOIMOTEUHbIN (POH/ MMeeT mevaTHble pecypcbl. meercs
JIOCTYIl K 00pa3oBare’lbHOMY HHTEpHET-TIopTaidy perno3utoputo Ounynusepcutera. CTYIEHTHI
UMEIOT BO3MOXKHOCTH pabOThI C yIaJeHHBIMU PECypcaMu 3JIEKTPOHHO-OMOIMOTEUHBIX CHCTEM
(OBC) ®unyHuBepcuTeTa U3 000N TOUKH, TOJKIIOYEHHON K ceTH Internet, B T.4. U U3 JoMa:

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

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

YHuBepcurerckas oudimoreka onnaiiH http://library.fa.ru/resource.asp?id=544;

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

JTaup 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. HopMaTUBHO-IPaBOBbIE AKThI

1. Koncrurynus Poccuiickoit denepaunu (C yueToM U3MEHEHUI)

2. «I'paxnmanckuii konekc Poccuiickoit @eneparnuu (vacth mepsas)» oT 30.11.1994 N
51-®3.

3. «['paxnanckmii konekc Poccuiickoit @enepanuu (4acth BTOpas)» ot 26.01.1996 N
14-®3.

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

5. «Haunorossiii kogexkc Poccuiickoit @enepanuu (dacts BTOpas)» oT 05.08.2000 N
117-03

6. Tpynosoii kogekc Poccuiickoit @enepanun» ot 30.12.2001 N 197-03

7. ®enepanbubiii 3akoH 0T 05.04.2013 N 44-®3 «O KOHTpakTHOU cucteme B chepe
3aKyIOK TOBAapOB, pabOT, YCIIYT JJIsl 00ECIIEYEeHNUs TOCYIaPCTBEHHBIX M MyHUITUIABHBIX HYXI»

8. ®enepanbubiii 3akoH oT 18.07.2011 N 223-D3 «O 3akynkax TOBapoB, paboT, yciayr
OTJICIbHBIMU BUJAMH IOPUINUYECKUX JIULDY

9. ®enepanbubiii  3axkoH ot 27.07.2006 N 149-@3 «O6 wuHbopManuwy,
MH(OPMALIMOHHBIX TEXHOJOTHAX U O 3alUTE UHPOPMALIUI.

10. TOCT P70.97-2016 "Cucrtema cranmaptoB 1o wuHMOpMaImu, OHOIMOTEUYHOMY H
uznarenabckoMy aeny. OPJI. TpeGoBanus k 0pOpMIICHHIO TOKYMEHTOB" .

11. TOCT 51141-98. lenonpou3BoACTBO U apXUBHOE J1€J10. TepMUHBI U ONpeAEICHHUS.

12. TOCT 6.10.5-87. YHuuuupoBaHHBIE CHUCTEMBI JOKyMEHTAlHMH. 1pedoBaHUS K
MOCTPOEHHUIO popMyIIsipa-oopasia.

13. TumoBass HMHCTPYKIHsS 1O  JCJONPOM3BOJACTBY B  (enepaabHBIX  OpraHax
ucrnonHuTensHo BiactTu Poccuiickoit ®eneparnuu (yTBepikJeHa NpUKa3oM MMUHKYIBTYpHI

Poccum ot 08.11.2005 Ne536), M., 2006.

3.2.2 OCHOBHBIEC HCTOYHUKH

1. IlyBanoBa, H. H. JlokymeHTannoHHOe oOecreueHHe YIpPaBICHHUS: YYEOHUK H
NpPaKTHKYM JUIsS cpeHero npodeccuonaipaoro oopazosanus / H. H. lllyBanoBa. [DnekTpoHHBIH
pecypc] — Mocksa: Uznparenscro FOpaiit, 2020. — 265 c.

2. Kopuee, U. K. JlokymeHTaIuoHHOE  OOECIIeYeHWE YIpPaBICHHUSA: YYEOHHK U
NPaKTUKYyM Ui cpefaHero npodeccuonanbHoro obpazoBanus / U. K. Kopuees, A. B. ITmenko,
B. A. Mamypries. [DnexTponnslii pecypc] — Mocksa : UznarensctBo FOpaiit, 2020. — 384 c.

3.2.2. DJIeKTPOHHBIE pecypchl

1. http://www.consultant.ru. - CripaBouno-nipaBoBast cuctema «Koucyaprantllmocy»



http://www.consultant.ru/
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2. http://www.garant.ru - CrpaBouHo-TipaBoBasi cuctema «I apanT

3.2.3 JlonoJIHUTEeIbHbIE HCTOYHHKH
1. Nudopmanmonnas 6e3omacHocTh : yueOnunk / Mensauko B.I1. mox pen., Kynpusinos
A.W. [Dnexkrponnsiii pecypc] — Mocka: KnoPyc, 2020. — 267 c.

2. XKypnan «J1enonpon3BoICTBOY.


http://www.garant.ru/
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4. KOHTPOJIb W OLEHKA PE3YJbTATOB OCBOEHHSI YYEBHOIi
JTUCHUIINHbBI

Pe3ysnbTarnl 00yyeHus Kpurepum ouenkn MeTo/bl OLIEHKH
3HaHus:
OCHOBHbIE HCTOUYHUKU UH(OpMALIUU U [IpaBunbHOCTH YcrHbii
pecypchl 11 pELIEHUs 3a/1a4 odopmiTeHUS (mMMCHLMEHHBIN )oTIpOC.
dbopmat opopmiieHus: pe3yabTaTOB MOKCKA JOKYMEHTAUH,
uHpopManun IIPUMEHSEMOH B TectupoBanue.
CopaeprxaHue akTyallbHOM HOPMAaTHUBHO- npodeccuoHaIbHOM
IIPaBOBOM TOKYMEHTALIUH JeATEIIbBHOCTH IIpoBepka
Ilcuxonornyeckue OCHOBBI AESATEIBHOCTH CootBercTBHE BBIOOpA | IPAKTHYECKUX paboOT
KOJJIEKTUBA TEXHOJIOTMH U OLIEHKa
CoBpeMeHHbIE Cpe/ICTBa U MPOTPAMMHOE odopmieHus pe3ynbTaTOB.
obecrieyeHne B mMpodeccuoHaTbHOM JIOKYMEHTOB
JIEATETbHOCTH COBPEMEHHBIM 3auér
[IpaBuna opopmieHus: JOKYMEHTOB TpeOOBAHUAM
[TpaBuia opopmiieHHs 3aKyITOYHOM JIOKYMEHTO00O0poTa
JIOKYMEHTaluu

WHpopMalnOHHbIC TEXHOJIOTHH B

PO EeCCHOHAIBHON e TEIHHOCTH
Oco0eHHOCTH OpraHU3aIH U IPOBEICHUS
KOHTPOJIBHBIX MEPOIIPUATUI OpraHaMH,
OCYIIECTBIISIONMMH (DUHAHCOBBIA KOHTPOJIb

Ymenus:
AHanM3upoBaTh 3a7a4y M ONMPENeNsITh dTanbl | Brnagenue npaBuiamu | DKCIEpPTHOE
pelIeHus COCTaBJICHUSI U Ha0II0IcHUE U
CTpyKTYypHpOBaTh MOTYIaEMYIO odopmiIeHUs OLICHKA Ha
uH(pOpPMAIHIO; 0QOPMIISATH PE3YIIbTATHI JOKYMEHTAITUHU B MIPAKTUIECCKIX
MOWCKA COOTBETCTBUH C 3aHATUSX TPU
OnpenensiTh aKTYyaTbHOCTH HOPMATHBHO- HOPMAaTHUBHBIMHU BBITIOJTHCHUH
MPABOBOM JOKYMEHTAIINH JIOKyMEHTaMHU. paboTHI.
B3aUMO/ICCTBOBATH C KOJUIETaMH, Odopmnenue
PYKOBOJICTBOM, KJIMeHTaMH | paMOTHO pe3yIbTaTOB MOUCKA Onenka pemeHui
0(pOPMIISITh TOKYMEHTHI 110 nH(bOpMaIHH. CUTYaAIlMOHHBIX
npodeccuoHaNbHON TeMaTHKe HaBbiku 3azad.
[TpuMmeHsITh cpencTBa HHYOPMAITMOHHBIX OCYIIIECTBIICHUS
TEXHOJIOTHH JIJIsl peIIeHUs MIPOBEPKH OreHka pe3ynbTaToB
po(heCCHOHATTBLHBIX 3a1a4 HE00X0TUMOM BBITIOJTHCHHUS
Hcnonp30BaTh OIOIKETHOE 3aKOHOAATETBCTBO | TOKYMEHTAIUU ISt MPaKTUIECKOU
0(OPMIISITH IJIATSIKHBIC TJOKYMEHTBI 3aKJTFOYCHHUS paboTHI.
MPOBEPATH HEOOXOAUMYIO JOKYMEHTAITUIO JJIsi | KOHTPAKTOB.
3aKIIFOYEHUSI KOHTPAKTOB JeMoHcTpanus aHanu3a | 3a4ér
0(OPMIISITh PE3YIbTaThI IPOBEIEHHBIX coJiep>KaHus
KOHTPOJIBHBIX MEPOIIPUATHH ITyTeM YIIPaBICHICCKIX
COCTaBIICHUS aKTOB U CIIPABOK JTIOKYMEHTOB.

HaBrpiku B

WCIIOJIb30BaHUU

MIPOrPaMMHOT0

o0ecIieueHNE B
opranuzanuu JIOVY.
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