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1. OBIIASI XAPAKTEPUCTHUKA PABOYEHN ITPOTPAMMBI YYEBHOM JTUCIATIINHBI
«OI1.04 IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA»

1.1. MecTO JTUCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl:

VYyeOnass gucruruinHa «JlOKyMEHTaIIMOHHOE OOECTICUeHUE YIPABICHUSN» SIBISICTCS
00s3aTeNbHOM  4YacThi0  00IIENpo(ecCHOHANBHOTO IUKJIAa OCHOBHOM mpodeccHoHaIbHON
obpa3zoBatenbHO# mporpammbl B cooTBeTcTBUN ¢ PI'OC o mpodeccuu 38.02.06 dunaHCHI.

VYyeOunas aucuuivinHa «J{okyMeHTalMoHHOE oOecredyeHre yrpaBieHHs» 00ecrneynBaeT
dbopmupoBanre MPO(HEeCcCHOHATBLHBIX W OOMIMX KOMIIETCHIIMKA IO BCEM BHJIaM JCSITEIbHOCTH
®OI'OC mo cnerumanpHocTd 38.02.06 dunancel. Ocoboe 3HAYCHHE AWCIUIUIMHA WUMEET IpH
dopmupoBanuu u pazsutau OK 01-OK 11.

1.2. llesb ¥ IJIaHUpPYeMble Pe3yJbTAThl 0CBOEHUS TMCUMILINHBI:
B pamkax mporpamMmbl y4eOHOW IHUCHUIUIMHBI OOY4YaIOIUMUCS OCBAaMBAIOTCS YMEHUS U
3HAHUSL.



O6mme u npodeccoHabHbIE KOMIIETEHIIUN

OIICC,O#IK Ymenus 3Hanus
O0mme KoMIeTeHUMH

OK 01 | YMeHwusi: pacro3HaBaTh 3ajady W/WiH MpoosieMy B MpodecCHOHATHHOM | 3HAHUSI: AKTyalbHBIM MPOPECCHOHANBHBIA U COLMATBHBIN
W/WIN COLMAIbHOM KOHTEKCTE; aHAJIM3UPOBaTh 3a/lauy W/WIK NpoOieMy U | KOHTEKCT, B KOTOPOM HPUXOAMUTCA padoTaTh U KHTb;
BBIJICNIATH €€ COCTaBHBIC YAaCTH; OMNPENENATh 3Talbl PEIICHHUs 3a/Jadyd; | OCHOBHBIC UCTOYHUKU MH(POPMAILIUU U PECYPCHI ISl PELICHUS
BBISIBIIAT M A(G(EKTUBHO HCKaTh HWHOOpPMAIMIO, HEOOXOAUMYIO JUIs | 3a7a4 U MpoOsieM B MpodeCcCHOHATBPHOM W/WUIN COIMATBHOM
peLIeHHS 3a]]a91 1/WITH POOIJIEMBI. KOHTEKCTE.

OK 02 | YMeHusi: ompeaeisaTh 3afadd Juid TOMCKa HH(OpMAIMM, ONpenensTh | SHAHUS: PUEMbI CTPYKTYpHUpOBaHus nHpopmanuu; Gopmar
HE00X0/MMble MCTOYHUKU HH(OpMAIMK; IUIAHUPOBATH MPOLIECC MOMCKA; | 0(OPMIIEHUS pe3yabTaTOB MOMCKA MH(OPMAIIH.
CTPYKTYPUPOBATh IMOJlydaeMylo HH(OpMAIHio; OQOPMIISTh PE3YIbTaThI
MIOMCKA

OK 03 | Ymenus: ONPENEIATh AKTyaJIbHOCTb HOPMAaTUBHO-TIPAaBOBOW | 3HAHMSA: COJEpKAHUE AKTyalbHOW HOPMAaTHUBHO-IIPAaBOBOU
JIOKYMEHTAIUH B MPO(eCCHOHAIbHON 1EATEIbHOCTH. JIOKYMEHTalUU.

OK 04 | YMeHusi.  OpraHu3oBbIBaTh  pabOTy  KOJUIGKTUBA WM KOMAaH[bI, | SHAHUSL: MICUXOJIOTUYECKUE  OCHOBBI  JEATEIIbHOCTH
B3aMMO/JICHICTBOBaTh C KOJUIETaMH, PYKOBOJACTBOM, KJIMEHTAaMHM B XOJ€ | KOJUIEKTHUBA, IICUXOJIOTHYECKHE OCOOEHHOCTH JIMYHOCTH;
1po(heCCHOHAIIBHOM e TEIbHOCTH OCHOBBI IPOEKTHON J€SITEIbHOCTH

OK 05 | YMeHMs: TPaMOTHO H3JIaraTb CBOM MBICIM U O(QOPMIISITH JOKYMEHTHI IO | 3HAHMSI: OCOOEHHOCTH COLHMAJIBHOTO M  KyJbTYpHOI'O
npoecCHOHANBbHOM TEMAaTHKEe Ha TOCYJapCTBEHHOM f3bIKE, NPOSBIATH | KOHTEKCTa;  MpaBWia  OPOPMIIEHHS  JOKYMEHTOB  H
TOJIEPAaHTHOCTh B pab0UYeM KOJJICKTUBE MOCTPOCHMSI YCTHBIX COOOIIEHUH.

OK 06 | YMeHusi: OnuchiBaThb 3HAYUMOCTb CBOEW CIELHMAJIBHOCTH; MPUMEHSTH | 3HAHUS. CYIIHOCTb I'PaXX/1aHCKO-TIaTPUOTHYECKON MO3UIINH,
CTaHapThl aHTU-KOPPYIIIMOHHOTO MIOBEJEHUS 00111e4esI0BeYECKUX [IEHHOCTEH.

OK 07 | YMeHusi: co0aoaTh HOPMBI SKOJIOTMUYECKON O€30MacHOCTH; ONPENeNiTh | 3HAHMs: TpaBUiia dSKOJOTMYECKOM Oe30MacHOCTH Mpu
HalpaBlIeHUs pecypcocOepekeHuss B pamMKax Mpo(ecCHOHANbHOM | BEIeHUH NPO(PECCHOHANBHON JEATelNbHOCTH; OCHOBHBIE
JIESITEJIbBHOCTH 110 CIEeMATIbHOCTH pecypchl.

OK 08 | YMeHMAA: UCHOJIb30BaTh (PU3KYIBTYPHO-O3OPOBUTEIBHYIO ACATENBHOCTh | SHAHUSA: POJIb (PU3NYECKON KYIbTyphl B OOIIEKYJIBTYPHOM,
JUIst YKpeIieHus 3J10pOBbBS, JOCTHUKEHUS YKU3HEHHBIX U | Ipo(eCcCHOHATBHOM U COLIMATIbHOM Pa3BUTUU YEJIOBEKA.
npodeCCHOHATBLHBIX LIENIEH.

OK 09 | YMeHusi: TNpUMEHSTh CpEACTBA HH(POPMAIMOHHBIX TEXHOJOTMH [Uis | 3HAHUSl:  COBPEMEHHbIE  CpelcTBa M yCTpOWCTBa
pemieHUss  NpOQecCHOHANbHBIX  3a/a4; HCIOJb30BaTh  COBPEMEHHOE | HH(POPMATU3AIMK; MTOPAJOK UX IPUMEHEHHUS U IPOTPaAaMMHOE
IporpaMMHOe obecrieyeHne obecrnieyeHre B MpodecCHnOHAIbHOM e TENbHOCTH

OK 10 | YMeHusi: noHMMAaTh OOUIMII CMBICI Y€TKO MPON3HECEHHBIX BBICKA3bIBAHUN | 3HAHMS: TpaBWJIa TOCTPOEHUS MPOCTBIX M  CIOXKHBIX
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Ha M3BECTHBIE TeMbI (ITPodeCcCHOHAIbHBIE U OBITOBBIC), IOHUMATh TEKCTHI
Ha 06a30BbIe MPOPECCHOHATHHBIC TEMBI.

MpeyIoKEeHUH Ha podeccuoHaNbHbBIE TEMBI.

OK 11

YMeHusl: BBIABIATH JIOCTOMHCTBA M HEAOCTATKM KOMMEpYECKOH wHjew;
NPE3EHTOBATh UJIEU OTKPBITUS COOCTBEHHOTO Jefia B MpOo(ecCHOHANIbHOM
JeSITeIbHOCTH; 0POPMIIATh OU3HEC-TUIAH.

3HAHMA: OCHOBBI NPEANPUHUMATEIBCKON AEATEIBHOCTH;
OCHOBBI (DMHAHCOBOW TPAMOTHOCTH; MpaBHJIa Pa3pabOTKU
OW3HEC-TUIAHOB; MOPSIOK BBICTPAMBAHUSI TPE3CHTALIUH.

IIpodeccnoHaIbHBIE KOMIIETEH U

IIK 1.5.

YMeHusi: TPOW3BOIUTH pPACUYETHl TMOTPEOHOCTEH ISt OCYIIECTBICHHS
3aKYIOK IS TOCY/IapCTBEHHBIX M MYHHUIIMITATLHBIX HYXT,
00001aTh ¥ aHAIM3UPOBATh MHGOPMAIIMIO O IIEHAX Ha TOBAphl, padOTHI,

yCIIyTH B cepe 3aKYIOK.

3HaHus: OCHOBHBIX  TIOJIO)KEHHUH  3aKOHOJATENIbCTBA
Poccuiickoit ®enepaniuu M1 HOPMAaTUBHO-IIPAaBOBBIX AaKTOB,
PEryIupyroIuX AesITeIbHOCTh B cepe 3aKyIoK.

IIK 3.4.

YMeHHsI: OLICHMBATH BapHaHTHl YCIOBUM CTPaxOBaHUS; pPAaCcCUUTHIBATH
CTpaxoBbIe aTexu(IpeMun ) o JIOTOBOPaM CTPaxOBaHMS;
OPUEHTUPOBAThCSI B 3aKOHOJATEIbHBIX U HWHBIX HOPMATHUBHBIX IPAaBOBBIX
aKTax, perjJaMEeHTUPYIOIUX JeATENbHOCTh B 00JacTH CTpaxOBaHMs
JIeSITeIbHOCTH OPraHU3aIUH

3HaHMsl. OPUHUUIIOB W TEXHOJIOTMM  OpraHu3allyu
O€3HaJTUYHBIX PACUYETOB; YKOHOMUYECKOMN CYIIIHOCTU U BUJIOB
CTpaxOBaHMS OpraHU3aMi, OCOOEHHOCTEH 3aKITIOUYCHUS
JIOTOBOPOB CTPAaxOBaHUs; HWH(POPMAIMOHHBIX TEXHOJIOTHH,
MIpUMEHsIeMbIE B TPOPECCHOHAIBHON JEATEIIHHOCTH

IIK 4.1.

YMmenns: IMpOBOAWNTL AHAJIN3 HHCI)OpMaIII/II/I C [OCJIbKO OIIPCACIICHHUA
CYIICCTBCHHOCTHU HaHpaBJ’ICHI/Iﬁ IIPOBCPKU; p33p8.6aTLIBaTL IIJJaH Hu
nporpamMmmy KOHTPOJIBHOI'O MCPOIPUATUA, O(l)OpMJI?ITI) aKThl IIO HTOraM
KOHTPOJIbHOI'O MCPOITPHUATHA.

3HaHMA: TMOJIOKEHUH CTAaHJApTOB BHEIIHEr0 KOHTPOJIS;
METOAMK  OLEHKM  HMHpOpMALMM U ONpeAeeHUs
CYLIECTBEHHOCTH I10Ka3aTellell OTYETHOCTH.

IIK 4.3.

YMeHHsI. TPOBOAWUTH BHYTPEHHUH KOHTPOJIb M AaYAUT C Y4YETOM
0COOEHHOCTEH opraHu3anuu; OoQOPMIATh PE3yNbTaThl MPOBEAECHHBIX
KOHTPOJBbHBIX THpoueayp B ¢(opme pabouell ITOKyMEHTAallUH, IyTeM
COCTAaBJICHUS aKTOB U CIIPABOK.

3Hanuq. HOPMATUBHBIX HW HWHBIX aKTOB, PCTYJIHUPYIOLIUX
OpTraHu3allMOHHO-IPABOBBLIC  IMOJIOKCHUA U (1)I/IHaHCOBYIO
ACATCIIBHOCTD 00BEKTOB (I)I/IHaHCOBOl"O KOHTPOJIA.




2. CTPYKTYPA U COJEPKAHUE YYEBHOU JACIATIIAHBI

2.1. O6bem y4eOHOM NMCHUIIAHBI U BUABI Y4eOHOH padoThl

Bup yueOHoii padoThl

O0BeM B yacax

O0bem o0pa3zoBaTe/IbHOM MPOrpaMMbl Y4eOHOM JUCHMILIHHBI 40
O0BbeM padoThl 00y4arOUIMXCSl BO B3aMMO/IeiCTBHU ¢ NpenojgaBaTesieM 32
B TOM YHCIIE:

TEOpETHUECKOe 00yUueHue 12
IPAKTUYECKHUE 3aHSITUS 20
CamocrosTenpHas pabora 8

IIpomeskyTouHas arrecTtauus B ¢popme 1P PepeHUPOBAHHOIO 3a4eTa




2.2. TemaTu4ecKHii IJIAH U coep:kaHue Y4eOHOH AucIMIINHBI «/[OKYMeHTAIlHOHHOE o0eclieueHNe YIIPABJIEHUs)

Koanl
KOMIIEeTEHIIH,
HaumeHoBanmue O0bem (bopmuposa-tuio
PA3IEIIOB B TeM Copaepxxanne yueOHOro MaTepuaja u (pOpMbI OPraHU3ALUH AeATEIbHOCTH 00y4al0IIUXCA B yacax KOTOPBIX
crnoco0cTByeT
3JIEMEHT
NMPOrpamMMBbl
1 2 3 4
Paszea 1. JIOKYMEHTHUPOBAHUE YIIPABJIEHUECKOMW JEATEJbHOCTH 30
Tema 1.1. Beenenune. | Comep:kanue yueOHOro Marepuasia
JlokyMeHTHPOBaHME | 3HaueHHE W COJEPIKAHME TUCIMILUTMHBI «JIOKyMEHTAIIMOHHOE 00ECIIeUeHHEe YIPABICHU» U CBSI3b
YHpaBJIeHYeCKOi ee C JApyruMu JucHuruiiHamMu. OCHOBHbIE TIOHATHSA JOKYMEHTAIlMOHHOTO O00€CIeYeHHs
AeATeJbHOCTH YIIPABIICHHSL.
Hcropus pa3BUTHS Hay4HBIX NPEACTaBICHUH O JTOKYMEHTALIMOHHOM OOECIEYEHUHU YIpaBJICHUS.
CoBpeMeHHOE COCTOSIHME JOKYMEHTAMOHHOIO 00eCieYeH s yIpaBIeHUSI. OK 01-OK 11
HopmatuBHO — mpaBoBas 0a3za opraHu3alidy JOKYMEHTAI[MOHHOIO OOECHeueHHs yIpaBlIeHUs Kak 2 K 3.4.4.1.43
OCHOBAa TEXHOJIOTMM IIPOLIECCOB YIPABJIECHUS. 1OCylapCTBEHHas cHCTeMa JIOKYMEHTAIlMOHHOI'O T
obecnieuenus ympasienus (I'CHOY) — cBog mpaBuii, yCTaHaBIMBAIOUIMX €AMHBIE TPEOOBaHUS K
JIOKYMEHTHUPOBAHUIO YNPABICHUECKON JIEATENIbHOCTH W OpPraHu3alyy pabdoThl ¢ TOKYMEHTaMU Ha
OPENPUATHSIX PA3IMYHBIX OPraHU3aLMOHHO — IPABOBBIX (OPM.
CocraB ynpaBiieHYecKuX IOKyMeHTOB. IloHsTne cuctem nokymeHTauuu. OyHKIMOHAJIbHBIE U
OTpacjeBble CHUCTEMbl JIOKyMEHTAllMW. YHUUKAIMS W CTaHAAPTH3alMs  YIPaBICHUECKUX
JIOKYMEHTOB.
Tema 1.2. Cucrema | Comepxkanne y4eGHOr0 MaTepualia 16
OpraHu3aluOHHO— VYHuuuupoBaHHas cucreMa opraHusalnoHHo-pacnopsautenbHoi nokymentanuu (OP/I). FTOCTsr
pacnopsiuTeNbHoi | ya  OPJ]. TpeGoBamus K O(GOPMICHHIO JOKYMEHTOB. Kiaccudukammus —OpraHM3aIioHHO-
AOKyMEHTaIlHH pacHopsAIUTENFHON — JOKYMEHTAlUM:  OPraHM3alMOHHEIE,  PACIOPAAUTENbHBIE,  CIHPABOYHO-
(OPD uHpopManvoHHble. OpraHu3allMOHHbIE JIOKYMEHTBI: YyCTaB, IOJOXKEHHE. PacrnopsaurenbHble 14 OK 01-OK 11
JIOKYMEHTBI: TPUKa3bl, paclopsDKeHUs, YKa3aHus, nocTaHoBileHus. CrpaBoyHO-UH(DOPMAIIMOHHBIE 1K 3.4,4.1,4.3

JOKYMEHTBI: JIOKJajgHas (ciayxeOHas) 3amMcka, OOBSCHHUTENbHAs 3alucka, akT, CIpaBKa,
cinyxeOHble muchbMa. JIOKyMEHTHUpOBaHUE TPYIOBBIX IMpaBoOTHOIIEHHH. CocTaB U OCOOEHHOCTH
oopMIIeHHs JOKYMEHTOB I10 JIMYHOMY COCTaBY.




B TOM YHMCJIC MPAKTUYICCKHUX 3aHATHH

[TpoBepka mpaBuiIbHOCTH cocTaBieHus u opopmierus OP/] — mratHoro pacrnucanus, MpUKa3oB Ha
OCHOBE €JMHOHayaus (110 OCHOBHOW JEATEJBHOCTH M IO JIMYHOMY COCTaBY); NPOTOKOJOB Ha
OCHOBE KOJIJICTHAJIbHOCTH; CIPABOYHO-MH()OPMAIIMOHHBIX JOKYMEHTOB — JOKJIQJHBIX 3aIHCOK,
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aKTOB HAJIOTOBBIX MHCTICKIIUMA, aKTOB PEBU3UU KACChI; CITYKEOHBIX ITHCEM. OK 01-OK 11
IIpakTnyeckoe 3ansaTue 1. CocraBienne u 0popMICHHE IITATHOTO PACTHUCAHUSI. IIK 3.4,4.1,4.3
IIpakTnueckoe 3ansTue 2. CocrapieHue U 0popMIICHHE PACIIOPAIUTEIbHBIX JOKYMEHTOB.
IIpakTnyeckoe 3ausiTue 3. CocraBieHue u opopMIICHHE CIIPAaBOYHO-UH(POPMALIMOHHBIX
JIOKYMEHTOB.
IIpakTnyeckoe 3ansTue 4. [IpoBepka MpaBUILHOCTH COCTABICHUS U O()OPMIICHUS TTHCEM.
IIpakTnyeckoe 3ansiTue 5. KagpoBoe Ae10Mponu3BOACTBO.
IIpakTuyeckoe 3ansitue 6. KonrposabHasi padora
CaMmocrosiTeibHasi padoTa 00y4YarOIIMXCSl: IOJIrOTOBKAa pedepaToB, COOOLICHUH, IOKJIAIO0B.
[TpumepHas TeMaTHKa BHEAYIUTOPHON CAMOCTOSITEIILHON pabOTHI:
«OpraHu3alioHHbIe JIOKyMEHTBl - YCTaB, IIOJIOKEHHME, JIOTOBOp YydpeauTesed, IpaBuia
BHYTPEHHEI0  TPYAOBOTO  pacnopsiaka»;  «CrpaBo4HO-MH()OpPMAIMOHHBIE  JTOKYMEHTHI — —
00BsICHUTENIbHAS 3allMCKa, 3asBJICHHE, clpaBkay; «llopsaok cocTaBieHHs aKTOB CBEPKH PAcUeTOB 2 OK 01-OK 11
MEXIy JeOuTopaMH W KpeAuTopamm», <«SI3pIK M CTWIb JICNIOBOH  KOPPECIIOHIICHIINNY;
«lHuMaTUBHBIE W OTBETHBIE CIy)XeOHbIE NHUCbMa», «BHyTpeHHHME M MEXIyHapOJHbIE
TeJerpaMMbl, TeJe(OHOTPaMMBbI U TeNe(PaAKChD».
Tema 1.3. /lenexnbie | CogepkaHue y4eOHOr0 MaTepHaja 6
u (pUHAHCOBO- OcoOeHHOCTH COCTaBIE€HHUSI M OQOPMIICHUS JECHEKHBIX M (PUHAHCOBO-PACUETHBIX JTOKYMEHTOB.
pacHeTHbIE Odopmienne TOBEpEeHHOCTEH OPHUIINATBHOMN 1 TMYHOH. 4
AOKYMEHTDBI
B TOM 4YHcJIe MPAKTHYECKUX 3aHATHIi 2
OdopmiieHne MIaTeKHbIX JOKYMEHTOB.
CamocrosiTe/ibHasA padoTa 00yyalUUXcsi: TOArOTOBKA pedepaToB, COOOIIEHUM, TOKIAI0B. IIK 1.5
[IpuMepHast TEeMaTHKa BHEAYAUTOPHOM CAMOCTOSITEIbHON PabOThI: OK 01-OK 11
Odopminenne TOMOTHEHUH U cCIeUPUKAUN K KOHTPAKTaM. 2

((TpC6OBaHI/I$I MCKIAYHAPOAHOT'O ap6I/ITpa>Ka K COCTaBJICHUIO U O(I)OpMJ'ICHI/IIO MPETCH3NOHHO-
HCKOBBIX TOKYMEHTOB I10 BHEITHEIKOHOMHYECKOM JCATCIIBHOCTH ).




Tema 1.4. loroBop-
HO-TIpaBOBasi
JOKYMEHTal U

Conep:kanue y4eOHOT0o MaTepuaia

[TonsiTre moroBopa (KOHTPAKTA), COTJIAMICHUS, IIPOTOKOJA.
Tunosas opma goropopa (KOHTPAKTA).
OcHoBHBIE pa3ziessl JOroBopa. BHUIIbI TOTOBOPOB: KYIUTU-TIPOAAKH, TIOCTABKH, KOMUCCUH H JIP.

Bunbl 1oroBopos B chepe 3aKyrok. 4 H?(KI Ol_of 41}
JlokyMeHTBI, 0(pOpMIISIOIINE TOPSIIOK PACCMOTPEHHS CIIOPOB MEXKY IOPUANYECKIMU JIULAMH. 3, 3.44.1.
[TpaBuna opopmieHHs IPETEH3UOHHBIX IHUCEM.
Oco0eHHOCTH TPOBEIEHUS 3aKYIIOK TOBAPOB.
B TOM 4YHCJIe IPAKTHYECKUX 3aHATHH 2 OK 0I-OK 11
Oco0eHHOCTH COCTaBJIEHUS 3aKYIIOYHOW TOKYMEHTalluu
CaMmocrosiTeibHasi padoTa o0y4arommXxcs: MOAr0TOBKa pedepaToB, COOOLICHUH, T0KIa/I0B.
Hcnonb3yst ”HPOPMALIMOHHO MTPABOBYIO cUCTeMY B IHTEpHET pecypchl COCTaBUTH 0030p
CYLIECTBYIOIIUX 11a0JI0HOB JJOKYMEHTOB JUIsSl JOKYMEHTHPOBAHUS YIPABICHYECKOH 1€ATEIbHOCTH.
[TpumepHas TeMaTHKa BHEAYIUTOPHON CAMOCTOSITEIILHON pabOTHI:
«[IprMepHBIil 1OroBOp KyIUIM — IPOAAKKY;
«[Ipumepnas hopma noroBopa nmocraBkmny»; «llpumepnas ¢popma 10oroBopa 6aHKOBCKOTO BKJIAZA»; 2
«OdopMiieHre NpUI0KEHUH K IOTOBOpaM»;
«OdopmiieHre aKTOB IO IPHUEMKE MPOTYKIHHU (TOBAPOB) MO KOJIMYECTBY M KadecTBY. OOpa3Iiibl
aKTOBY;
«[IpumepHas popma J0roBopa MOCTaBKU»;
«ATEHTCKO€E COTJIAIICHUEY.
Paznea 2. OPTAHU3ALIIUSA PABOTHI C JOKYMEHTAMUAU 10
Tema 2.1. Ilousitne | ConepsxaHue yueOHOro MaTepuaJia
JIOKYMeHT0000poTa, | CTpyKTypa U QYHKIIUH CIYKO TOKYMEHTAIMHOHHOTO 00ECTICUEH s YIIPABICHUSI.
peracrpanus WHCTpyKIIMU IO JOKYMEHTAllMOHHOMY 00€CIIEUeHHIO YIIPABIICHUSI.
AIOKYMEHTOB, Opranuzaiys JOKyMEHTOOOOpOTa: MpHeM, 00pabOTKa, PErucTpanus, KOHTPOIb, XpaHCHHE 1 OK 01-OK 11
HCTOTHEHHE JIOKYMEHTOB, HOMEHKIaTypa fen. KOHTpoIb HCTIONHE NS TOKYMEHTOB.
AOKYMEHTOB Cucrema ACKHM/I (aBTOMaTH3UPOBAaHHBIN KOHTPOJIb UCIIOJIHEHHSI JOKYMEHTOB).
CucremaTu3zanus JOKYMEHTOB U UX XpaHEHUE.
OKcrnepTu3a HEHHOCTH JOKYMEHTOB.
Tema 2.2. CopaepxxaHue y4yeOHOIro MaTepuasa 3 OK 01-OK 11
Wugopmannonnsie | [crions3oBaHue NpOrpaMMHOTO 00ECTIEYEHHUS IS PENIEHHs MPO(ECCHOHANBHBIX 3a1a4 1
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TEXHOJIOTHH B CamocrosiTe/ibHasi padoTa 00y4YalwuUxcsi: MOArOTOBKa pedepaToB, COOOIICHUM, TOKIAI0B. 2 [IK 4.1, 4.3.
ACJIONPOU3BOACTBE Hcnonb3ys HMHPOPMALMOHHO TMPaBOBYID cuUCTeMy M VHTEpHET pecypchl COCTaBUTH 0030p
MPOrPaMMHBIX pELICHUN Al BEIACHHsS JIOKYMEHTOOOOpoTa ¢ ImepeuHeM (YHKIUH, KOTOpbIE
nporpamma peanuszyet. CocTaBUTh TaONUIly CPABHUTEIBHOTO aHAIIN3A IIPOTPAMM.
[TpumepHas TeMaTHKa BHEAayIUTOPHON caMOCTOSTENbHOU paboThl: «M3ydyeHne 3aKOHOAATEIBHBIX
aKTOB M HOPMAaTHBHO-METOJMYECKUX TOKYMEHTOB (peaepanbHO-apXUBHOM CITY>KOBI 10 XPaHEHHIO
JTIOKYMEHTOB», «B3aumozeiictBue cinyx0 AOKYMEHTAIlHOHHOTO OOECHeYeHUsl YIpaBICHUS U
BEJIOMCTBEHHBIX apXMBOB TpU (OPMUPOBAHMHM OCHOBBI JJISi MOCIEAYIOIIETO XpaHEHUS U
UCIIONIb30BaHUsl  JIOKYMEHTOB»; «EAMHCTBO TpeOoBaHMI K XpaHEHHIO JIOKYMEHTallUd B
JIEJIONPOU3BOJICTBE U APXUBEY.
Tema 2.3. Coaep:xxanue yue0HOro MaTepHaJia 6 OK 01-OK 11
Opranmsanus Cucrematuzanus JOKYMEHTOB M ux xpaHeHue. Homenknarypa nen. IlpumepHble U TUIOBbIE 2 I[IK 3.4
ONEPaTHBHOIO H HOMEHKIaTypel Jnen. OdopmieHne HOMEHKIATyphl Aen. TpeOoBaHus K OG(OpPMIEHUIO Jedl.
apXHUBHOT'O XpaHeHHe [OKYMEHTOB B CTPYKTYPHBIX MOApa3feleHusx. IloAroTtoBka el K caade B
XpaHerms BEJIOMCTBEHHBII apXuB
JOKYMEHTOB =
B TOM 4YHcJIe MPAKTHYECKUX 3aHATHIi 2
[TpoBepka nNpaBUILHOCTH COCTABICHUSI HOMEHKIIATYPBI Jell.
IIpome:xyToyHast arrecranus B gopMe 1uppepeHIUPOBAHHOIO 3a4eTa 2
Bcero 40
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3. YCJOBUS PEAJIU3AIIMU ITPOT'PAMMBI YYEBHOM AU CIHUILIAHBI

3.1. lns peanu3aiuu mporpaMMbl y4eOHOU JUCIUIUIMHBI JODKHBI OBITh IPEAYCMOTPEHBI
CJICAYIONIHE CIeIHAaTbHbBIC TOMEIICHUS:

Jlaboparopus «MHPOpMAIIMOHHBIE TEXHOJOTHH W JOKYMEHTAIIMOHHOE OOecredeHue
npoEeCCUOHATIBHON JESITEILHOCTH» OCHAICHHAs HEOOXOIUMBIM JUIS PEaIM3alliu MPOrPaMMbl
y4eOHOH TUCIMITIIMHBI 000PYIOBaHUEM:

e pabo4YMMU MECTaMH IO KOJUYECTBY OOYYAIOIIMXCS, OCHAIICHHBIMU MEPCOHATHHBIMU
KOMITBIOTEPAMH  KOMITBIOTEPBI € JIMIICH3MOHHBIM  IPOTPAMMHBIM  OOCCIIEYCHHUEM U
000pyIoBaHUEM IS BBIXO/IA B JIOKAIBHYIO CETh M B HH(OPMAIIMOHHO-TEJICKOMMYHUKAITUOHHYIO
cetb MHTepHeT;

e pabo4rM MECTOM IPEeroiaBaTelis, OCHAICHHBIM MYJIbTUMEIUIHHBIM 000py10BaHHEM;

® CKaHEpoM,

® CCTEBBIM IIPUHTEPOM,

e [pOrpaMMHBIM OOECIieYeHHEM: OIepalnoHHas cucrtema cemeiictea Windows, maker
Microsoft  Office, Internet- Opay3epbl, JHIEH3HOHHOC AHTUBHUPYCHOE IPOTPAMMHOE
obecrieueHne, CrieuaibHOE IPOTPaMMHOE 0OecTIeueHHe,

¢ y4eOHO-METOAMYECKOE 00CCIICUCHHUE 110 TUCIUTLTHHAM.

3aabr:

bubnmoreka, YuTaabHBIN 321 ¢ BEIXOJOM B HHTEPHET

3.2. UndopmannonHoe odecnevyenne peajusanum NporpamMmbl

Jns peanu3anuu mporpaMmbl  OMONIMOTEYHBIH (OHJ 00pa30oBaTEIbHON OpraHU3aIud
JIOJDKEH UMETh IeYaTHbIe U/UIIH 3JIEKTPOHHbIE 00pa3oBaTeIbHble 1 MHPOPMALMOHHBIE PECYPCHI,
PEKOMEHAYEMBIX /JIsl UCII0JIb30BaHUs B 00pa30BaTeIbHOM IIPOLIECCE

HopmaTuBHBIE JOKYMEHTHI:

1. YauduuupoBaHHBIE CHCTEMBI JIOKyMEHTalMH. YHHU(DUIUpOBAaHHAs  CHCTEMa
OpPraHU3aI[MOHHO-PACTIOPSAUTENFHOM  JOKyMeHTauuu.  IpeboBaHus K OGOPMIICHHUIO
nokymentoB: [OCT P 7.0.97-2016. — B3amen 'OCT P 6.30-2003.; Beex. 01.07.2003. - M.,
2003. - 14 c.

2. Jlenorpon3BOACTBO U apxuBHOE jeno. Tepmunsl u onpenenenus: [OCT P 51141-98;
BBex. 01.01.1999. — M., 1999. - 12 c.

3. T'ocymapcTBeHHasi cucTeMa JTOKYMEHTAIMOHHOTO OOECTedeHus] ynpaBieHHs. — M.:
I'maBapxus CCCP, 1991. - 22 c.

4. TOCT P 7.0.8-2013. enomnpou3BOACTBO U apXUBHOE /1e710. TepMHUHBI U ONpeeIeHuUs.
- M.: U3a-Bo cranmaptos, 2013 - 8 c.

3.2.1. IlTeuaTHsie U3aaHUA
1. bapuxuHn, A. b. Kagposoe nenonpounssojctso. [Ipaktuueckoe nocodue / A.b. bapuxun. - M.:
Kumxkneiii mup, 2017.
2. bacakoB, M.U. JlokymeHnTaronnoe obecrnieuenue ymnpasieHus / M.W.bacakos. - M.: KnoPyc
Mmeauna, 2017.
3. beikoBa, T.A. JlenonpousBoactBo: YueOHuk / T.A. beikoa, JI.B. Cankuna, JI.M. Bsuiona. -
M.: Undpa-M, 2018.
4. KupcanoBa, M.B., AxcenoB, IO.M. Kypc nenomnpousomctea. — M.. HNHOPA-M;
Hoocubupck: Cubupckoe cornamenue, 2014.
5. Ky3znenoB, M.H. [oxymeHTammoHHOe oOecreueHue yrpaBieHus. J[oKymMeHTOO0OpOT u
JIenonpou3BocTBO: YueOHukK U npaktukyM / M.H. Ky3nenos. - Jlro6episi: FOpaiit, 2016.
6. Kysuenos, M.H. lemonpon3BoactBo: YueOHo-cipaBounoe nocodue / M.H. Ky3neros. - M.:
HamkoB u K, 2016.
7. Kyrymesa, T.B. [denonpousBonctBo: yuedbnoe nocodbue / T.B. Kyrymesa. - Pu/Jl: ®enukc,
2018.



8.

[Tanacenko, HO.A. Jlemompow3BOACTBO: JOKYMEHTAIIMOHHOE OOECIeYeHHE YIPaBICHHUS:

Vuebnoe mocooue / FO.A. [Tanacenko. - M.: U1 PUOP, HUL] UH®PA-M, 2013.

9.

Pymebiauna, JI.A. JlokymeHnTannoHHoe obecriedenue ympasieHus. — M., OULL «Akanemus»,

2014.
10. Kopnees, U. K. JlokymeHTaniioHHOE 00ECIeYeHHE YIPABJICHUS | YIE€OHUK U MPAKTUKYM IS

How

™=

cpennero npodeccuonansHoro ob6pazoBanus / M. K. KopueeB, A. B. Ilmenko, B. A.
MamrypreB. — 2-e u3f., nepepad. u gon. — Mocksa : U3natenscto FOpaiit, 2020. — 384 c.
— (Ilpodeccuonanbroe  obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcrt
anektpouHbiit // DBC FOpaiit [caiit]. — URL: https://ez.el.fa.ru:2428/bcode/453688.

3.2.2. D1eKTPOHHBbIE N3aHUS (3JTeKTPOHHbIE PeCypPChl)

. Kynépa, E.}O. JlokymeHTannonHoe obecriedeHne ymnpasieHus. — M., Akagemus — Menua,

2014.

. [Nmenko, A.B., lopouuna JI.A. u ap. JlokyMeHTallMOHHOE obOecrieueHue ynpasieHus. — M.,

Axanemus —Meana, 2015.
CnpaBounas ipaBoBas cucteMa «Koncynbrant mmoc»:http:// www.consultant.ru
CnpaBounas cuctema «l'apant». http://www.aero.garant.ru
3.2.3. JlonoiHUTE/IbHbIE HCTOYHHKH
KypHan «/lenonpous3BoacTBo.
Kypnan «Cekperapckoe aeno».
Kypnan «YnpasineHue nepcoHaIoM».



4. KOHTPOJIb " OIEHKA PE3VJbTATOB OCBOEHHUSA YYEBHOM

JUCIHUIIVIMHBI

Pes3ynomamul 00yuenus

Kpumepuu oyenxu

Memoowl ouenku

YcBoeHHbIE 3HAHNAL.

OCHOBHBIE NCTOYHHUKH HH()OPMAIINU H PECYPCHI
JUTSL peIICHUs 3a71a4

dhopMmat ohopMIICHUS PE3YTHTATOB TIOUCKA
nH)OpMaIuu

COACPpIKAHUC aKTyaJ’IBHOﬁ HOpMaTI/IBHO-HpaBOBOfl
JOKYMCHTaIlun

IICUXOJIOTNYCCKHUE OCHOBBI ACATCIIBHOCTHU
KOJIJICKTHBA

COBpPEMEHHBIE CPE/ICTBA U IPOTPAMMHOE
obecrieuenure B MpodeccrHoHaIbHOM
JIeSITETIbHOCTH

npaBuia oQopMIIEHUS JOKYMEHTOB

npaBuia oQopMIICHUS 3aKYTIOYHOM
JIOKYMEHTAIUH

WH(POPMAITUOHHBIC TEXHOJIOTHH B
po(heCCUOHATIBHOM IEATENbHOCTH

0COOEHHOCTH OpPraHU3aluy U IPOBEICHUS
KOHTPOJIBHBIX MEPONPUATUNA OpraHaMH,
OCYIIECTBISIOMNME (DUHAHCOBBIN KOHTPOJIb

IIpaBunbHOCTH

o opMIICHHUS
JOKYMEHTAlWH,
IIPUMEHSIEMOH B
PO eCCHOHATTEHOM
JeSTENBHOCTU

CootBetcTBHE BEIOOpA
TEXHOJIOTHH O(GOPMIICHHUS
JOKYMEHTOB COBPEMEHHBIM
TpeOOBaHUSIM
TIOKYMEHTO000pOTa

YcTHBIN
(TMCHEMEHHBIN) OTIPOC

Tectuposanue
IIposepka
MPaKTUYEeCKUX padoT

1 OLICHKA pE3YyJIbTAaTOB

3auér

OcBoeHHBIE YMEHHUS:
AQHAIM3UPOBATH 33a4y U ONPEIENSATH ITAIBI
perenus

CTPYKTYpUPOBATH TOITy4aeMyI0 HH()OPMAIIHIO;
0 OPMIIATH pe3yNbTaThl IOUCKA

OIIPEACIATh AKTYaIbHOCTh HOPMaTUBHO-
IIPaBOBOM IOKyMEHTAL[UU

B3aMMOJECHCTBOBATH C KOJIJIETaMH,
PYKOBOJCTBOM, KJIMEHTaMHU IPaMOTHO 0popMIIATh
JIOKYMEHTBI TI0 TIpoheccroHanbHOM TeMaTruke

NPUMEHSThH CPEICTBA NH(POPMALTMOHHBIX
TEXHOJIOTHH AJIsl perieHus NpodeccHoHaTBHBIX
3a1a4

HCIIOJIB30BaTh 6}OII)KGTHOG 3aKOHOAATCIbCTBO
O(l)OpMJ'IfITL IUIATCKHBIC JOKYMCHTLIL

IIPOBCPATH HCO6XO,Z[I/IMYIO JAOKYMCHTAIUIO JJI1
3aKJIIOYCHUA KOHTPAKTOB

0 OPMIIATD PE3YJIbTAThI MPOBEACHHBIX
KOHTPOJIbHBIX MEPOTIPUSATUHN IIyTEM COCTaBICHUS
aKTOB U CITPABOK

Brnanenue npaBunamMu
COCTaBJICHUS U
odopmiteHUs
JIOKYMCHTAIIVH B
COOTBETCTBUU C
HOPMAaTHBHBIMH
JIOKyMEHTaMH

OdopmieHus pe3yabTaToB
noucka nHpopMaruu

HagsIku ocy1iecTBiieHus
MIPOBEPKH HEOOXOAMMOM
JOKYMEHTAINH [T
3aKJIIOYEHUS] KOHTPAKTOB.

JleMoHCcTpanus aHanmnsa
CoJIepKaHUs
YIpPaBICHYECKUX
JIOKYMEHTOB.

HaBriku B ncrons30BaHuu
MPOTPaAMMHOT'0
o0ecrieyeHue B
opraanzanmu J10VY.

DKCIepTHOE
HaOIIOIeHUE U
OIICHKA Ha
MPAKTHYECKUX
3aHATHSX MPU
BBIMOJIHEHUU PaOOThHI

OueHka penieHui
CUTYAIIMOHHBIX 33724

OrneHKa pe3yIpTaToB
BBITTOJTHCHUS

MPaKTUYECKOH PabOTHI

3auért




