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PaGouass mporpamma paspaborana Ha ocHOBe DenepanbHOr0 TroCyAapCTBEHHOTO
00pa30BaTeNbHOTO CTaHJApTa CPEIHETr0 MPOPECCHOHATBHOIO 00pa30oBaHus MO CIEUUATbHOCTH
38.02.04 Kommeprus (o otpacisim) (I[Tpuka3z Munoopuayku Poccun ot 15.05.2014 Ne 539 «O6
YTBEpKACHUH (PeepabHOTO TOCYAAPCTBEHHOrO0 00pa30BaTENbHOIO CTaHIAPTa CPEIHEro
npodeccuoHaabHOro obpasoBanusi nmo crnenuanbHocTd 38.02.04 Kommeprust (1o oTpacisim)»
(3apeructpupoBano B Muntocte Poccun 25.06.2014 Ne 32855) u B COOTBETCTBHH:

- ¢ llonoxenuem «O mopsake pa3pabOTKM U TPeOOBaHUSAX K COJCPKAHUIO WU
opOpMIICHHIO pabOYUX MpOrpaMM YYeOHBIX IUCIUIUIMH, NPO(ecCHOHaIbHBIX MOJIYyJeH Ha
ocioBe ®I'OC B KpaeBOM TOCYJAapCTBEHHOM  OIOJDKETHOM  MPOQECCHOHATHHOM
oOpa3oBaTenbHOM yupexJaeHuu «HOpUIbCKUIl TEXHUKYM TIPOMBIIUICHHBIX TEXHOJOTUH U
CEpBHCa», YTBEPKICHHBIM TPHKA30M AWpeKkTopa HOpHIBCKOro TEXHMKyMa MPOMBIILICHHBIX
TEXHOJIOTHi 1 cepBuca oT 21 gexabpst 2018r. Ne01-11/297.

Opraau3zanus-pa3padoTIuK: KPAEBOE I'oCYAAPCTBEHHOE BIOJDKETHOE
[HPOOECCUOHAJIBHOE ~ OBPA3OBATEJIBHOE — YYPEX/JEHUE  «HOPUJIbCKNU
TEXHUKYM ITPOMBIINUIEHHBIX TEXHOJIOI'MX 1 CEPBUCA»



COJIEPKAHUE

ITACTIOPT ITPOI'PAMMBI YUYEBHOM JUCLATIIMHBI
CTPYKTYPA 1 COJEP)KAHUE YUYEBHOM JUCLUTIIMHBI

YCJIOBUS PEAJIM3ALIMU YUYEBHOU JUCIIATIIVHBI

KOHTPOJIb U OLIEHKA PE3YJITATOB OCBOEHUS YYEBHOM
JIACLIUTUIMHBI
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1 MHACHOPT MNPOI'PAMMBI YYEBHOH AU CHUITIJIINHBI
JlokyMeHTallMOHHOE o0ecnieyeHne YIPaBJIeHUus

1.1 O6aacTh NpUMeHeHHsI POrPaMMbI

[IporpamMma y4yeOHON NUCHUIUIMHBI SBIISETCS YaCThIO OCHOBHOH MpodeccnoHanbHOM
oOpa3oBartensHOil TporpamMmmbl B cootrBerctBur ¢ PI'OC mo cnenumanprocT 38.02.04
Kommepnus (1o otpaciisM), BXoasie B coctaB ykpynHeHHoH rpymmbl 38.00.00 DxoHomuka u
yIpaBJICHHUE

1.2 Mecto y4eOHOIl AMCHUIUIMHBI B CTPYKType OCHOBHOW mnpodeccHoHATbHOI
0o0pa3oBaTeJIbHOM MPOrPAMMBI:

VYuebHas AWCHUIUIMHA BXOAWT B MPO(ECCHOHANBHBIA YYEOHBIH LUK, SBISIETCS
obmenpodecCuoHAIBHON TUCIUTIITUHON

1.3 Heau u 3a1a4m y4eOHOH TUCUHMIIMHBI — TPeOOBAHUSA K Pe3y/IbTaTaM O0CBOEHHS
Y4eOHO# JMCIUIIHHBI:

Lenbto n3yyeHus: yueOHOM AUCHUIUIMHBI SIBJISETCS YCBOCHUE TEOPETUUECKUX 3HAHUM B
00J1acTH HOPMATHUBHO-TIPAaBOBOM 0a3bl JTOKYMEHTAIMOHHOTO OOECIEUYeHUs] YIpPaBJICHUS U
opraHusaiuu  paboT 1O  JEJIONPOMU3BOJACTBY, OBJIAJCHME MpPHUEMaMH COBPEMEHHOI'O
JIEJIONPOU3BO/ICTBA, a TAKXKE (OPMUPOBAHNE HEOOXOAUMBIX CIIELUATUCTY KOMIIETEHLIUH.

3ajauu OCBOCHUS Y4E€OHOM JUCLUIIMHBL

— YCBOGHHE OCHOBHBIX TIOHATHH B 00JacTH JOKYMEHTAIIMOHHOTO OOeCIeYeHUs
ynpasienueMm (JJ0VY):

— U3y4YeHHE BUIOB O(PUIHAIBHBIX JOKYMEHTOB U TpeOOBAaHMM K MX COCTAaBJICHUIO U
0 OpMIICHHIO;

— IpUMEHEHHE IPaBUJI OpraHu3aluK padboThl ¢ JOKyMeHTaMu ciayx0bl IOV

— OCBOGHHME IIOpsiIKa  OpraHM3alMd  paboT 1O  JEJONpPOU3BOACTBEHHOMY
00CITyKUBaHUIO;

— MpPUMEHEHHE IPUEMOB U CPEJCTB JI€JIONPOU3BOJICTBA, B TOM YHUCIIE KOMIIBIOTEPHOTO.

B pesynbpTate ocBoeHMS y4eOHOM MUCIUTUTMHBI 00yUYalOIIUIACS T0/KEH YMeTh:

—0(hOopMIIATE U IPOBEPSITH NPABUIBHOCTh OPOPMIICHHSI JOKYMEHTAI[UH B COOTBETCTBUU
C YCTaHOBJIEHHBIMHU TPEOOBaHUSAMH, B TOM YHCIIE UCTIOb3Ys MH(POPMAIIMOHHbBIE TEXHOJIOTUH;

—MPOBOJIUTH aBTOMATU3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;

—OCYILECTBIIATh XPaHEHHUE U TIOUCK JOKYMEHTOB;

—HCIOJIb30BaTh TEJIEKOMMYHUKALIMOHHBIE TE€XHOJIOTUH B NIEKTPOHHOM
JIOKYMEHTO000pOTe.

B pesynbpTare ocBoeHHs y4eOHOM MUCIUIUTMHBI 00 yYarOIIHICs T0KEH 3HATh:

— OCHOBHBIE MTOHSATHS: 1€, 33]]a4l ¥ IPUHLUIBI JOKYMEHTAIIMOHHOTO 00ecTIedeHus
yIpaBJICHUS;

— CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECIIeUeHus YIIPaBJIeHUs, UX aBTOMAaTH3aIIIO;

— KJIaccu(UKAIUIO TOKYMEHTOB;

— TpeOOBaHMS K COCTABICHHUIO U 0()OPMIIEHHUIO JOKYMEHTOB;

— OpraHM3aIrio JTIOKYMEHTOOO0OpOTa: TpHeM, 00paboTKy, pEerucTparuio, KOHTPOJb,
XpaHEHHUE JTOKYMEHTOB, HOMEHKJIATYPY JE.

OcBOEHHBIE YMEHUS U 3HaHUS CHOCOOCTBYIOT (POPMHUPOBAHUIO MPO(HECCHOHATBHBIX U
o6mux xomnerennuit OK 1-4; OK-6; OK-12; I1K 2.2:

OK 1. [loHumath CyImIHOCTh M COLIMAJIbHYIO 3HAUMMOCTh CBOEW Oymymieil mpodeccuu,
IIPOSIBIIATH K HEH YCTOMYUBBIN UHTEPEC.

OK 2. Opranu3oBbIlBaTh COOCTBEHHYIO N1€ATEIbHOCTh, BHIOMPATH TUIIOBBIE METOIBI U
CIocoOb! BHIMOIHEHUS MTPO(ecCHOHaNbHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTH U KaYeCTBO.



OK 3. [IpyHuMaTh pelieHus B CTAaHAAPTHBIX M HECTAHIAPTHBIX CUTYAIUSX U HECTHU 32
HHUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisTh MOWCK M HCHOJb30BaHWE HH(OpMAIMKM, HEOOXOAUMOW JUIs
3(GEKTUBHOTO BBHIMOJHEHUS MPOGECCHOHATBHBIX 3aJ1ad, MPO()ECCHOHATBLHOTO U JTUYHOCTHOTO
pa3BUTHSL.

OK 6. Paborarh B KOJJIEKTMBE W B KOMaHJe, d3()PEKTUBHO OOIIAThCSA C KOJUICTaMH,
PYKOBOJICTBOM, ITOTPEOUTEIISIMHU.

OK 12. Cobmonath IeHCTBYIOIIEE 3aKOHOMATEIBCTBO W 00s3aTeNbHBIC TPEOOBAHUS
HOPMAaTUBHBIX JJOKYMEHTOB, a TaKXe TPeOOBAHUS CTAHIAPTOB, TEXHUICCKUX YCIOBUH.

IIK 2.2. OdhopmitsiTh, TPOBEPSITH MPABHIBHOCTh COCTABJICHHSI, 00€CIICUNBATh XpaHECHUE
OpPTraHU3AIMOHHO-PACTIOPSAUTEILHBIX, TOBAPOCOMPOBOAUTEIBHBIX W HWHBIX HEOOXOIUMBIX
JIOKYMEHTOB C MCIIOJIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CHCTEM.

1.4 Konn4ecTBO 4acoB Ha OCBOSHHE MPOTPaMMBbI YI€OHOW AUCITUTUIAHBIL:
MaKCUMaJIbHOU y4eOHOW Harpy3ku oOydaromerocs 75 4acoB, B TOM YHUCIIE:
00s13aTeIbHON ayJUTOPHON yueOHOM Harpy3ku oOydaromierocsi 50 4acos,
CaMOCTOSITENTFHON pabOThI 00yJaroImerocs 25 4acos.



2 CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCHUILINHBI

2.1 O0bem yuyeOHOM AUCHMILVIMHBI U BUbI Y4eOHOH padoThl

Bua yueOHoii padoThl Oovem uacos
MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 75
O0s3aTesIbHAsI Ay IUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 50

B TOM YHCJIC:

nabopaTtopHbie PabOTHI

MIPAKTHYCCKHUE 3aHATUS 20

KOHTPOJIbHBIE pabOThI -

KypcoBas pabota (npoekt) (eciu npedycmompeno)

CamocrosiTejibHas padoTa o0yuyarierocs (Bcero) 25
B TOM YUCIJIC:
YcBoiliTe OCHOBHBIC IIOHATHUA: AOKYMCHT, JAOKYMCHTOBCACHUC,

JIOKYMEHTAIMOHHOE 00ECIICYCHNUE YITPABIICHHUSI.
W3yunte HOpMaTUBHO-TIpaBoByro 6aszy JIOVY.
OxapakTepusyiite Ha3HAYCHHE ['ocynapcTBeHHOI CHUCTEMBI 2
ToKyMeHTanmoHHoro obecrieuenus ynpasieausi(I'CLHOY).

W3yunuTe THUIOBYHO HMHCTPYKIHMIO [0 JEJIONPOU3BOACTBY B (pemepanbHbBIX
opraHax rocyJapCTBEHHOH BIIACTH.

N3yunre GpyHKIMN TOKYMEHTOB U JIAiiTe NX XapaKTEPHCTHUKY.

YKaxuTe OCHOBHBIE CIIOCOOBI JOKYMEHTUPOBAHUS U MaTepHaIbHbIE HOCHTEIH
uHpopmanuu.

Pa3paboraiite cxemy kiaccupukanuy JOKYMEHTOB 110 pa3HbIM IIPU3HAKAM. 2
CpaBHMTE pa3Hble BHUAbl JOKYMEHTOB I10 HA3HAYEHUIO, COJAEPKAHUIO U
0hOpMIICHHUIO.

JlaliTe KpaTKyro XapaKTepHCTHKY OOLIEPOCCHHCKUX KIacCH(UKATOPOB

Jlaiite  ompenesneHune TOHATUH — «CTaHAAPTU3ALUA» U «yHUDUKAIUSA
JOKYMEHTaLN.

W3yunte cucreMbl AOKYMEHTAllMM U UX Npu3Haku. Pa3zpaboraiite cxemy ux
KJIacCHU(pUKAIUH. 9
Jaiite onpenenenne NOHATHIO KyHU(DULIMPOBAHHASA CUCTEMA TOKYMEHTALIUN.
PazpaOoraiiTe cxeMy cocTaBa yHU(UIIMPOBAHHBIX CUCTEM JOKYMEHTALIUU.
CocTaBpTe MEpevyeHb HAIMOHAJIBHBIX CTAHJAPTOB, BXOASIIMX B COCTaB
YHU(DUIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH.

Jlaiite omnpeneneHve NOHATHHA: PEKBU3UT, (QOPMYNsp JOKYMEHTa, THUIIOBOM
bopmynsp, popmynsp-obpazer, Tabenb GopM AOKYMEHTOB, anbOoM (opm
YHA(DUIIMPOBAHHBIX JOKYMEHTOB M UX XapaKTEPUCTHKY.

N3yuute mpaBuia opopMIIEHUS] PEKBU3UTOB OJaHKAa M MX PACMHOJI0XKEHHE Ha
CTaH/IapTHOM JIUCTE OyMaru. 5
W3yuute npaBuia NpoeKTUPOBaHUE OJIAHKOB U CIIPOEKTUPYHTE OIMH OJIaHK (110
3aJJaHUIO TPEToaBaTes).

Paccmotpute cocraB, odopmileHHE, H3rOTOBJIEHHE, XpaHEHHE OJaHKOB
OpTaHHU3aluy.

YKaxuTte NoHsATHE, HA3HAYCHHUE U BHJIbI OJIAHKOB TOKYMEHTA.

PaccmoTpuTe coctaB u ohopmiIeHHE PEKBU3UTOB OJIaHKOB JJOKYMEHTOB.

Haiite  ompeneneHue — MOHATHS  «OPTaHU3ALUOHHO-PACIIOPSAUTENbHbBIC
JTOKYMEHTBI». OXapaKTepu3ylTe NX Ha3HAYCHUE U BHUJIBI.

CocTaBpTe B BUJE TaOIUIBI XapaKTEPUCTUKY OPTraHU3AlMOHHBIX JTOKYMEHTOB




M0 HA3HAYEHUIO, COJEP)KAHHMIO, COCTaBy, TpPEOOBaHUSAIM K OQOPMIICHUIO,
MOPAAKY YTBEPIKICHHUSL.

CocraBbTe B BHJE TaOJIHIIBI XapaKTEPUCTUKY PACIIOPSIUTEIBHBIX JOKYMEHTOB
[0 HA3HAYEHUIO, COJEPXKAHHIO, COCTaBy, TPEOOBaHHSIM K OQOPMIICHHIO,
HOPSIIKY YTBEPIKIACHUS.

CocraBbTe B BHJE TaONHUIBI XapaKTEPUCTHKY pa3HBIX BUAOB CIPABOYHO-
UH(POPMAIMOHHBIX JIOKYMEHTOB IO COCTaBY, TPEOOBAHHIM K O(OPMIICHHIO.
VYKakuTe TUNBI AOKYMCHTOB U UX HA3HAUCHHUC.

W3yunte nopsaok opopMiIeHHs JOKYMEHTOB Pa3HbIX THUIIOB.

Pazpabotaiite cxemy KiaccUpHUKAMU NPOPECCHOHATBHBIX JIOKYMEHTOB IO
KOMMEPUYECKOH e TeTbHOCTH.

Ha ocnoBanum tpebGoBanuii ['pakganckoro koxaekca (4. 2) paspaboraiite
IPUMEPHYIO (POpMY 10rOBOPA KYIUIU-TIPOJIAXKH.

Pa3paboraiiTe cxeMy Ki1accu(puKamuu KOMMEPUECKHUX TTHUCEM.

Paz6epute TunoBbie HOpMbl KOMMEPUECKUX IMHUCEM U COCTaBbTE OJIHO MUCHMO.
W3yunte NpeTeH3MOHHO-UCKOBYIO JOKYMEHTAIMI0 M MpaBuUia OQOPMIICHHS
IPETECH3UOHHBIX MUCEM.

N3yuute TpeOoBaHMS K O(POPMIICHHIO MCKOBBIX 3asBJICHUNA U COCTABHTE OJHO
HICKOBOE 3asIBJICHUE.

Paccmotpute Ha3HayeHue, nenu, 3a1a4 U GyHKIuu ciryxost JJOVY.

Uzyuute pernamentanuto padbotsl CIOVY.

JaiiTe ompeneneHue MOHATHSA «TOKYMEHTOOOOpPOT» M OOIIME MPHUHIUIBI €To
OpraHu3aluy.

CocTtaBbTe CXeMY CTPYKTYpbI JIOKYMEHTOOOOPOTA.

VYKa)XuTe TOKYMEHTbI, perIaMEHTHPYIOLIIE OPraHU3aluI0 JOKYMEHT0000pOTa.

I/I?,yT-II/ITe IMOHATHEC, LICIIH, 3ala4r PCruCcTpaiiu JOKYMCHTOB.

VYKaXUTe MeCTa PETUCTPAIIH TOKYMEHTOB.

CpaBHHTE CHUCTEMBI W pa3Hble (OPMBI PETUCTPALUH JOKYMEHTOB IO HX
JIOCTOMHCTBAM M HEIOCTAaTKaM ¥ BUJBI KOHTPOJS HWCIIOJHEHUS JIOKYMCHTOB,
IIPUHLIMIIBI €70 OpPraHU3aluu. 3HaYECHUE.

[lepeuncnure mokazaTeld, BBOJUMBIE B PETUCTPAIIMOHHBIE (DOPMBI. YKaKUTE
0COOEHHOCTH perucTpanun BXOOAIIUX, NUCXOOAIINX u BHYTPCHHUX
JTIOKYMEHTOB.

Onpenenure B popMe CXEMbI MOCIE0BATEIIBHOCTh Pa0OT, BHITTOJIHIEMBIX TTPH
OTIIPABKE UCXOAIINX JOKYMEHTOB.

I/I?,yTH/ITC IMMOHATHUC, HA3HAYCHUC W BUJbI KOHTPOJIA MCIIOJIHCHHA JOKYMCHTOB,
MIPUHIIUIIBI €TO OpTaHU3aIUH.

PaCCMOTpI/ITe TEXHOJIOTHUIO BCIACHUSA KOHTPOJIA, aHaJIn3 HUCIIOJIHCHUSA
JTIOKYMEHTOB.

BoisiBUTE B3aMMOCBSI3b  PETUCTPALIMM  JIOKYMEHTOB U HMH(OPMAIMOHHO-
CIIPaBOYHOMN PabOTHI.

Hepqu/IanTe JOJDKHOCTHBIX  JIMII, OCYIICCTBIIAOIINX  PECruCTpaliuro "
KOHTPOJIb UCTIOJIHEHUS, MX (DYHKIUH U MIpaBa.

[aiite omnpeneneHne TMOHATHS «HOMEHKJIATypa Jel» M ONpeneiauTe ee
Ha3HayYCHHUE.

BrisiBUTE HOMEHKIIATYPY JIEII.

W3yunte mTOPSAIOK COCTOSIHHS, OGOPMIICHHS, YTBEPKICHHS W TMPUMEHEHHS
KOHKPETHOW HOMEHKJIATYPHI JIeJI, @ TAKXKE TOPAI0K (HOPMUPOBAHUS JCII.
YcraHoBUTE TMMOCIEN0OBATENIBHOCTh JACHCTBUM IO OpraHU3aluyd XpaHEHUs
WCTIOTHEHHBIX ~ JOKYMEHTOB.  PaccmoTpuTe  OCHOBHBIE  TpeOOBaHMs
HOPMAaTHUBHBIX JTOKYMEHTOB, PETJIAMEHTUPYIOLIUX OPraHU3aLMI0 XPaHEHUs
VICTIOJTHEHHBIX JOKYMEHTOB.




M3yunte 0TBETCTBEHHOCTH 3a COXPAHHOCTh JOKYMEHTOB.

CocraBbTe CXeMy OCHOBHBIX 3TAlOB M ONEpALMil MO Meperaye JOKYMEHTOB B
apXWB WA HA YHUYTOXKCHHUE.

N3yunte NoHATHE U HA3HAYEHUE DKCIEPTU3BI LEHHOCTH JOKYMEHTOB.

BbisiBUTE TpUHLMIBI U KPUTEPUU OINPEIEICHUS HAYYHOH, MCTOPUYECKON H
MPAKTUYECKON LIEHHOCTU JOKYMEHTOB.

CocraBbTe TabauIy «CpoKu XpaHEHUsS JOKYMEHTOBY.

N3yunte nopsaok mnepenadd el B apXWB WM YHUUYTOXKEHUS JOKYMEHTOB,
npaBuiia opoOpMIICHUS UM COCTABIICHUS OIHCH JIEI.

[aiite ornpeneneHne MOHATHUS «apXUB» U €ro HazHauyeHus. [lepeuncnure BUIbI
ApXHMBOB M apXUBHBIX (JOHJIOB.

VYcraHOBUTE 3HA4YEHME M IEPCIEKTUBBI  PA3BUTHUS  KOMIBIOTEPU3ALUHU
JIOKYMEHTAIMOHHOTO 00eCIeueH sl OpraHu3aluy.

PaccmoTtpuTe cocTaBHBIE 4aCTH KOMIIBIOTEPHOT'O IEJIONPOU3BOICTBA.

VYKaXUTE TUIIBI CUCTEM JIEKTPOHHOM MOYTHI U JTAUTE UX XapaKTEPUCTHUKY.
W3yuute nopsAI0K XpaHEHUs JOKYMEHTOB B 2JIEKTPOHHOM I10YTE.

OdopmHute OCHOBHBIE PEKBH3UTHI  OpPraHU3allMOHHO-PACHOPSAUTEIBHBIX
JIOKYMEHTOB C roMo1isio [I9BM.

Ilpomesicymounas ammecmayusi 8 popme oughghepenuyuposannozo 3auema




2.2 TeMaTHYeCKHUIl TUIAH U coJiepKaHNe YUeOHOI JUCIUILIUHBI JIOKyMeHTallMOHHOE o0ecnevyeHne ynpaBjaeHus!

HanmeHnoBaHue pa3jiejioB u
TEeM

Copep:xanue y4eOHOr0 MaTepHaJia, JIabopaTopHble PadoThI U MPAKTHYECKHe 3aHATHSA, CAMOCTOSATEIbHASA
padoTta o0yuaomuxcs, KypcoBasi padota (IpoeKT)

O0beM yacoB

YpoBenn
0CBOEHHS

1

2

3

4

BBenenue. IIpeamer, neau u
3aJa4u y4eOHOM JMCHUILIUHBI.

Coaep:xanue yueOHOro MaTepuaja

1 | 3HayeHue u colepkaHNe AUCIUILUIMHBI U €€ MEXKIIPEKMETHbIE CBSI3U C IPYTUMHU AucuuIuinHamu. Mcropus
pasButHs AenonpounsBoacTsa B Poccun. CoBpeMEHHOE COCTOSIHUE JOKYMEHTAIIMOHHOTO 00eCTIeYeH s
YTIPaBICHUSL.

2 | OcHOBHBIC IOHATHS: JOKYMEHT, TOKyMEHTOBEICHHE, TOKYMEHTAIIHOHHOE obecnieueHue ynpasieHus (I0Y).
Haznauenue 'ocynmapcTBeHHO cHCTEMBI JOKyMEHTAIMOHHOTO obectiedernus ynpasieaus ([CAOY):
THIIOBAsi THCTPYKLIMSA 110 ISJIONPOU3BOACTBY B (peepalIbHBIX OpraHax MCIIOJHUTEIBHOH BIIACTH.

Ponp MHGOpMAaUK B COLMAIBHO-9)KOHOMUYECKHUX npoueccax. dexepanbHblil 3akoH «O0 nHbOpManuH,
nH(opMaTH3alMK U 3a1UTe HHPOPMAIHN)

JlaGopaTopHble paboThI - He IPEAYCMOTPEHBL.

HpaKTuquKne 3aAHATHHA

KoHTposbHbIE pabOTHI - HE MPEYCMOTPEHBI

CamocmoamenvHasn padboma o00y4aOuuxcs.

Yesotime ocnosnvie nonsimusi: doxymenm, 0oKymenmogeoenue, O0OKyMeHmayuonHoe obecnedenue ynpaeieHus.
HUzyuume nopmamueno-npasosyo 6asy J[OV.

Oxapaxmepu3sytime naznayenue I ocyoapcmeennou cucmemvl OOKYMEHMAYUOHHO20 0becneyenus
ynpasnenus(I' CHOY).

H3zyuume munogyio uHcmpykyuio no 0eionpou3s00cmasy 8 hedepanibHblx 0peanax 20CyOdapCcmeenoll 61acmu.

Paznea 1.JlokymMeHTHpOBaHHE
ylpaBJieH4YecKoil
JIeATeIbHOCTH.

28

Tema 1.1./l0KyMeHTBI U
€noco0bl JOKYMeHTHPOBAHMS.

Coaep:xanue yue0HOro MaTepuaja

1 | ®yHKONMU DOKYMEHTOB: HHPOPMAIMOHHA, KOMMYHHUKAaTUBHAS, COIIMAbHAS, KyIbTypHasl, yIpaBJIcHICCKas,
MpaBoBas, UCTOpHIECKas U Ipyrue. VX XapakTepUCTHKA.

JlokyMeHTHpOBaHHE: TTOHATHE, Ha3HAYEHUE, OCHOBHBIE CIIOCOOBI. MaTepualbHbIe HOCUTEIH UH(DOPMAITHH.
Knaccudukarus TOKyMEHTOB 110 CITOCOOY M3TOTOBIICHHS, POUCXOXKICHHUIO, COACPKAHUIO, HANMCHOBAHHIO
U APYTUM Npu3HaKaM. Bujbl JOKYMEHTOB: TEKCTOBBIE, TpaduuecKie, MallHHOYUTaeMble, (POTOIOKYMEHTBI.
BiusiHne Hay49HO-TEXHHYECKOTO Mporpecca Ha JOKYMEHT U JokyMeHTHpoBaHue. denepanbHblil 3akoH «O06
NIEKTPOHHOI IN(POBON TOIITHCHY.

O6mepoccuiickue knaccudpukaropsl (OKY JI,OKIIO), ux kpaTkas XapaKTepUCTUKA.

JlabopaTopHBIe PabOTHI - HE IPEAYCMOTPEHEI.

HpaRaneCKne 3AHATHUHA

KonTponsHbIe paboThI - He PETyCMOTPEHBI

CamocmoamenvHas padboma 00y4aOmuxcs.
H3yyume ¢hynxyuu 00Kymenmos u oaume ux Xapaxmepucmuxy.
Yxaosicume ocrognvle cnocobbl OOKYMEeHMUpOBanUs U MAmepudibHvle HOCUMenu uH@opmayuu.




Paspabomaiime cxemy knaccugpuxayuu OOKyMeHmMo8 no pasublm NPUSHAKAM.
Cpasnume pasnvie 6u0bl OOKYMEHNO8 NO HA3HAYEHUIO, COOEPIACAHUIO U OPOPMIEHUIO.
Hatime kpamxyto xapaxmepucmuxy 00uepoccutickux Kiaccupuramopos.

Tema 1.2. Yuuduxauus u ConepixaHue y4eOHOT0 MaTepHaJja 2
CTaHJapTU3alnusl JOKYMEHTOB. 1 YHI/I(bI/IKaumI M CTaHJapTH3aIU ,HOKYMGHTaI_II/II/I6 noustre. CHCTEMBI JOKYMCHTAIIMH: IMIOHATHC, IPHU3HAKH.
Cucrembl 10KYMEHTAIHH. OyHKIMOHAIBHBIE U OTpacieBble CUCTEMBI IOKYMEHTallul. MexXoTpacieBble CHCTEMBI JOKYMEHTAIIHH.
YHuuuupoBaHHas cUCTeMa JOKyMeHTauuu: noHsTue. CoctaB yHU(PUIMPOBAHHBIX CUCTEM JIOKYMEHTALIUH: 2 2
OpTaHHU3alIOHHO-PACIIOPSANTENIbHAS, OTYETHO-CTATUCTUYECKAs, IEPBUYHAS, yUeTHasI, (PHAHCOBAS H Jp.
HallMOHAJIbHBIE CTAH/IAPThl, BXOASIINE B COCTaB YHHU(HUIIMPOBAHHBIX CUCTEM JOKYMEHTAIHH.
JlabopaTopHble pabOTHI-HE NIPETYCMOTPEHBIL. *
[IpakTHyeckue 3aHATHSA: -
KoHTposnbHbIE pab0ThI-HE NPELYCMOTPEHBL. *
CamocTosiTe1bHasi padoTa 00y4YarouXcs:
Haiime onpedenenue nouamuii « cmaHoapmu3ayusy u «yHUQUKAYUs OOKYMeHmayuuy.
H3yyume cucmemvl OoKymeHmayuy u ux npusuaxu. Paspabomaiime cxemy ux knaccuguxayuu.
Jlatime onpedeneHnue noHAMUIN «YHUDUUUPOBAHHASL CUCTHEMA OOKYMEHMAYULY. 2 2
Paspabomaiime cxemy cocmasa yHu@uyuposanuvix cucmem 0OKyMeHmayuu.
Cocmasbme nepeueHb HAYUOHANLHLIX CMAHOAPMOB, 6XO0AWUX 6 COCMAG YHUDUYUPOBAHHBIX CUCTEM
OOKYMEeHmMayuu.
Tema 1.3. PekBU3UTHI U Coaep:xanue yue0HOro MaTepuaja 6
0JIaHKH JOKYMEHTOB. 1 | PexBmsur, popMymsip DOKyMeHTa, THIOBOHW (opMmyisp, GopMmylsip-odpasen, Tabenb (opM TOKYMEHTOB,
ap00M (HOpM YHU(PHUIIMPOBAHHBIX TOKYMEHTOB: IIOHATHE, XapaKTEPHCTHKA. 2
[TpaBuna odopmiieHHs PEKBU3UTOB OJIaHKAa W MX PACIOJI0KEHHE Ha CTaHAapTHOM JIMCTe OyMaru, pa3Mepsl
noneil. @opmynsp-oOpaser] rpyInbl JOKYMEHTOB, MPUHAJISKAIINX K OJTHON CUCTEME. 5
2 | IIpoektrpoBaHue OJIAHKOB JOKYMEHTOB opraHuzauuu. CocraB, opopMieHHE, H3TOTOBICHHE, XpaHEHHE
0JIaHKOB OpraHU3aIUH. 2
bnank ngokyMeHTa: TOHSTHE, Ha3Ha4YeHWe, BHJIbI OnaHKOB (0Ommi OyiaHk, ONaHK THChMa, ONaHK
KOHKPETHOTO BHJIa TOKyMeHTa (Kpome nuchMa). CocTtaB, 0popMIIeHHE peKBU3UTOB OJIaHKa.
JlabopaTopHbie pabOTHI - HE PEAYCMOTPEHBI. *
IIpakTHyecKue 3aHATHS 2
1 | Pa3paboTka (mpoekTrpoBaHue) 6JIaHKa OpraHU3aAIIH. 2
KonTponbHbIe paboThI- HE MPETYCMOTPEHBI. *
CamocTosiTe1bHasi padoTa 00y4Yarouxcs:
Jlatime onpedenenue nowsmuil. pekeusum, Gopmyaap O0oKymenma, munogou gopmyaap, gopmyrap-oopazey,
mabenb popm 0OKyMeHmos, anbbom Gopm YHUPUYUPOBAHHBIX OOKYMEHMOS U UX XAPAKMEPUCTIUKY .
H3yuume npasuna ogpopmaenus pekusumos OaanKa u ux pacnouodicenue Ha Cmanoapmnom aucme oymazu. 2 2

Hzyyume npasuna npoekmuposanue O1AHKO8 U CRpOEKmMupylime 00uH OIAHK (N0 3a0aHUI0 NPenooasameis).
Paccmompume cocmas, ogpopmaenue, useomosnenue, Xxpanerue 61AHKO8 OPAHUIAYUU.

Vkaosicume nonsmue, nasnauenue u 6udvl O1AHKO8 OOKYMEHMA.

Paccmompume cocmas u oghopmaenue peksuzumog O1aHKo8 QOKYMEHMOS.
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Tema 1.4. Opranu3anuoHHO- Copep:xanue y4eOHOr0 MaTepHaJa 11
pacnopsiauTeJIbHast OpraHu3annoHHO-PACIOPSITUTENbHBIE JOKYMEHTHI: OHSTHE, HA3HAYCHHE, OCHOBHBIC BHIbI
AOKyMEHTallusA. 1 | (opranu3annoOHHBIE, paCTIOPAIUTEIBHEIE, CIIpaBOYHbIE). OpraHn3alOHHBIC TOKYMEHTHI: yCTaB,
MIOJIO’KEHHE, CTPYKTYpa U IITATHAS YUCICHHOCTD, INTATHOE PACIHMCAHNE, IPABHIIA, JODKHOCTHAS 2 2
WHCTPYKIHMS, UX Ha3HAYEHHE, XapaKTEPUCTHKA U COCTaB, TPeOOBaHMUS K 0OPMIICHHIO, TOPSIO0K
YTBEPKICHHUSI.
2 | PacnopsimurenbHble JOKYMEHTHI: IOCTaHOBJICHHS, IPUKa3 (II0 OCHOBHOM AEATEIHHOCTH U 110 IMYHOMY
COCTaBY), paclopsbKeHNE, COBMECTHBIH PacIopsANTENbHBINA TOKYMEHT, UX Ha3HAUCHHE, XapaKTEepUCTUKA U
cocTaB, TPEOOBAHHUS K O)OPMIICHHIO.
CnpaBo4HO-MH()OPMALMOHHEIE JOKYMEHTBI: CIy)KEOHbIE MMChbMa, CIIPABKH, JOKJIA/IHBIC 3aITUCKH, 3 2
MIPOTOKOJIBL. AKTBI, 3asIBJICHHUS], UX XapaKTEPUCTHKA U COCTaB, TPEOOBAHUS K O(OPMIICHHIO.
Tuner JOKyMEHTOB: IOAIMHHHUK, TyONUKaT, BRIINCKA, NX Ha3HadeHHe. [lopsnok odopmiieHns u BeIAa4IH
KONHUH 1 1yOJINKATOB, BBITHCOK U3 HUX.
JlabopaTopHBIe PaOOTHI - HE IPEAYCMOTPEHEI. *
IIpakTHYecKHe 3aHATHS: 6
1 | OdopmiieHne opraHi3alMOHHBIX TOKYMEHTOB. 2
2 | OdopmiieHHe paciOpsITUTENbHBIX JOKYMEHTOB. 2
3 | OdopmieHne KO U BRITUCOK U3 JOKYMEHTOB. 2
KoHTponbHbIE pabOThI- HE MIPEYCMOTPEHBI. *
CamocrosiTejibHast padoTa 00y4aIOIIUXCH:
Jaiime onpedenenue NOHAMUAKOPSAHUSAYUOHHO-PACHOPSOUMeENbHbIE O00KyMenmbly. Oxapakxmepusylime ux
Ha3HayeHue U 6UOobL.
Cocmasbme 6 6ude mabauybl XapaKmepucmuKy opaHu3ayuoHHslX OOKYMEHmMO8 NO HAZHAYEHUIO, COOEPIHCAHUIO,
cocmasy, mpebo8aHuAM K 0QhopMaeHuUI0, NOPAOKY YIMBEPHCOEHUS.
Cocmasbme 6 6ude mabauybl XapaKkmepucmuky pacnopaoumenbublx OOKYMEHMOE NO  HAZHAYEHUIO, 2
COOepAHCaHUIo, COCAsy, MpebosaHUaM K OQPOPMAEHUIO, NOPAOKY YMEEPHCOeHUS.
Cocmasvme 6 6ude madauybl Xapaxmepucmuxy pasHvix U008 CHPABOYHO-UHPOPMAYUOHHBIX OOKYMEHMO8 NO
cocmagy, mpebo8aHUsAM K 0QOPMIEHUIO.
VYkaosicume munwvt 0okymenmos u ux nasnauenue.
H3zyuume nopsoox oghopmaenus OOKYMEHMO8 pa3sHulX MUnos.
Tema 1.5./l0KyMeHTBI 11O Coaep:xanue yueOHOro MaTepuaja 6
npodeccHoHATbHOMT JloroBopHo-TipaBoBast JOKyMeHTaIMs. JIoroBop (KOHTPAKT): MOHATHE, TUIIOBast (hOopMa, pasJielsl.
JesITeILHOCTH. 1 | IIpuMepHBIiT JOrOBOP KYIJIM-TIPOJAXKH U MTOCTABKH. [IpHI0KEHHS K IOTOBOpaM. 1
IIpoToxonsl pasHoriacuii k JoroBopaM. Kommepdeckue aktol. JloBepeHHOCTH. OOpasiibl JOBEPEHHOCTEMH.
2 JIOKyMEeHTBI TI0 BHEITHEIKOHOMHYECKOH JiesiTeIbHOCTH. KoMMepueckue nucbMa, KOHTPAKTHI. 2
Krnaccudukarus kommepuecknx nmucem. Odepra (mpeiokeHne) — oTBeT Ha odepTy (akuent). Tunosie
(hopmbl KOMMepUeckux muceM. [InuchbMa o mepeBo3ke, J0CTaBKe U CTPaxOBaHUH Ipy30B. [IpeTeH3noHHO- 1

ucKoBas AokyMmeHTarwms. IlpaBuna opopmieHns npeTeH3noHHbIX rceM. O0pasiisl mpereH3uil. @opmysip
MCKOBOTO 3asiBiIeHUs. TpeboBaHMs K 0(OPMIICHHIO HCKOBOTO 3asIBICHUSL.
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JlabopaTopHbie pabOTHI - HE IPETYCMOTPEHBI.

*

IIpakTuyeckue 3aHATHS: 4
1 | OdopmiteHre TOKYMEHTOB 110 MPOGECCHOHATIBHON e TEIbHOCTH. 4
KonTtponbsHbIe paboThI- HE IPETyCMOTPEHBI. *
CamocTosiTe1bHAsi padoTa 00y4YaroLIuXCs:
Paspabomaiime cxemy knaccughuxayuu npo@eccuonanbblx O0KYMEeHMO8 N0 KOMMEPYECKOU OesimenbHOCHIU.
Ha ocnosanuu mpebosanuii ' pasxcoanckoeo kodekca (u. 2) pazpabomatime npumepHyo opmy 002080pa Kyniu-
npooasicu.
Paspabomaiime cxemy knaccugpukayuu KOMMeEpPUECKUx nUcem. 2 2
Pazbepume munosvie ghopmur KoOMMEPUECKUX RUCEM U COCMABbIE OOHO NUCMO.
H3yuume npemen3uonHo-UCKOBYI0 OOKYMEHMAYUIo U NPAGUNA OQOPMIEHUs NPEMEHIUOHHBIX NUCEM.
Hzyuume mpebosanus Kk 0gpoOpMaeHUI0 UCKOBLIX 3AABNIEHUL U COCNABbINE 0OHO UCKOBOE 3dsAsieHle.
Pasnea 2. Opranuzauus 26
padoThI ¢ JIOKYMEHTAMH.
Tema 2.1. Opranuzanusi Conep:xanue yue0OHOro MaTepuasia 2
JOKYMEHT0000poTa. 1 | Cnyxb6a JIOY B opraHuzanusx: LejiH, 3a7add, Ha3HAUCHUE, (DYHKIMH, THIIOBBIC CTPYKTYPHI, TOKHOCTHOM
coctaB. Permamenrarnus pa6ots JJOVY.
JOoKyMeHTO00OpOT: TMOHATHE, OOIIHMEe NPUHIMIEI OpraHH3alud JOKyMEHTOO0OpOTa, €ro CTPYKTypa, 2 2
HEOOXOIMMOCTh ydeTa o0BeMa IOKYMEHTooOopoTa. HopMmaTuUBHBIC MOKYMEHTHI, pETJIAMCHTHPYIOIINE
OpTaHU3AINI0 TOKYMEHTOO00POTA.
JlabopaTopHBIE PaOOTH - HE IPEAYCMOTPEHEI. *
IIpakTHyecKkue 3aHATHS -
KonTponpHBIe paboThHI- HE IPEyCMOTPEHEL. *
CamocrosiTejibHast padoTa 00y4AIOIIUXCH
Paccmompume nasnauenue, yeau, 3adauu u gyukyuu cayacovt JJOY.
Hzyuume pecnamenmayuro pabomur C/[OY.
Jatime onpedenenue noHAMuUA «OOKYMEHMO0OOpOm» U 0bujue NPUHYUNDBL €20 OP2AHUZAYULU. 2 2
Cocmagvme cxemy cmpyKmypvl O0OKYMeHmoobopoma.
Yxaosrcume ooxymenmoi, pecnamenmupyrowue op2anuzayuro 00KymeHmoobopoma.
Tema 2.2.0prann3amnus Copep:xanue y4eOHOT0 MaTepHaJia 6
perncTpanuu A0KyMeHTOB H Perucrparus TOKyMEHTOB: TIOHATHE, IIEJIH, 33249, MECTa PETUCTPALINN PA3IMIHBIX KaTEeTOPHil TOKYMECHTOB.
KOHTPOJIb HCTIOTHEHU S 1| Cucremsl u GOpMBI peTHCTpalny (KypHAIbHAS, KAPTOYHAS, aBTOMATH3UPOBAHHAS ), HX IOCTOMHCTBA U
JOKYMEHTOB. HenocTatku. [TokazaTesnu, BBOAUMbIE B perucTpannoHHbie popmbl. OCOOCHHOCTH PErUCTPaLiK BXOASIINX,
HCXOJSIIHUX U BHYTPEHHUX JOKYMEHTOB. 5
CocraB BBINOJHAEMBIX pabOT IPH OTIPABKE UCXOSIIMX JOKYMEHTOB: IPOBEPKa MIPABUIILHOCTH O0(OPMIICHUS, 5
HaIIMY Ul IPUIIOKEHUH, aipecara, COPTUPOBKA M0 aJpecataM U BUAaM OTIPABJICHUMH, COCTABICHUE OITUCH
paccbutkd. TpaauIioHHbIH c11ocod OTIIPAaBKH JOKYMEHTOB (104Toif). OTHpaBKa JOKYMEHTOB C IIOMOIIIBIO
tenedona, paxca.
2| KoHTpOJIb MCTIOJIHEHHUS IOKYMEHTOB: MOHSTHE, HA3HAYCHHUE, BU/IbI. [[pUHIMITBI OpraHU3ay KOHTPOJIS. 2

CpOKI/I HCIIOJTHCHUSA . THHOBOﬁ, HHHHBH,Z[yaHLHBIﬁ. TexHomorus BCACHUS KOHTPOJIA. AHanu3 UCIOIHEHHS
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JIOKyMEHTOB B YUPEIKACHHH.
B3anMocBs3b perucTpanuy JOKyMEHTOB U HH(YOPMAIIHOHHO-CIIPAaBOYHON pabOTHI.

Opraam3anys padoTH C TOMOIIBIO CIIPABOYHBIX KAPTOUEK.

JIOIDKHOCTHBIE JIMIA, OCYIIECTBISIIOIINE PETUCTPALIMIO U KOHTPOJIb HCIIOJHEHHMS, X (YHKIIMH U ITpaBa.

JlabopaTopHBIe PaOOTHI - HE IPEAYCMOTPEHEI.

IIpakTHyeckune 3aHATHS: 2
1| Peructpamus BXOAAMNX, HCXOIAIINX H BHYTPCHHUX JOKYMEHTOB B KyPHAJIC M Ha KapTO4Ke (B TOM 4YHCIE B 2 2
ANEKTPOHHOH (opme).
KonTtponbsHbIe paboThI- HE IPETyCMOTPEHBI. *
CamocTosiTe1bHasi padoTa 00y4YaroIuXCs:
H3yuume nonsamue, yenu, 3a0aqu pecucmpayuu 00KyMeHmos.
Yxaosicume mecma pecucmpayuu 0oxymenmos.
Cpasnume cucmemul u pasmsie popmuvl pecucmpayuy OOKYMEHMO8 NO UX OOCMOUHCMEAM U HeOOCMAamKam U
BUObL KOHMPOAS, UCNOTHEHUS OOKYMEHMO8, NPUHYUNbL €20 Op2aHu3ayuu. 3Havenue.
Ilepeuucaume nokaszamenu, 8600uMble 8 pecucmpayuonuvle Gopmvl. Ykascume ocobenHocmu pesucmpayuu
BXOOAUUX, UCXOOAUUX U 6HYMPEHHUX OOKYMEHIMOB. 3 5
Onpedenume 6 ¢hopme cxemvl NOCIEO08AMENLHOCHL PADOM, GLINOIHAEMBIX NPU OMNPASKE UCXOOAUUX
O0OKYMEHMO8.
H3yyume nonamue, HasHayenue u 8uObl KOHMPOA UCNONHEHUS OOKYMEHMO8, NPUHYUNBI €20 OP2AHUZAYUL.
Paccmompume mexnonozuio 6edenuss KOHMpPONs, AHANU3 UCHOTHEHUS OOKYMEHIMOE.
Buiasume 63aumocenze pecucmpayuu OOKYMeHmMOo8 U UHHOPMAYUOHHO-CNPABOUHOU pAOOMbL.
Ilepeuucaume O00NHCHOCMHBIX AUY, OCYWECMBIAIOWUX PEUCMPAYUIO U KOHMPOLb UCHOIHEHUS, UX QYHKYuu u
npasa.
Tema 2.3.0pranmn3anus Copaep:xaHue y4eOHOT0 MaTepHaJia 4
ONepaTHBHOIO XPAHEHMUSI 1| HomeHknaTypa Jiei: moHsTHe. 3HAYeHUEe HOMEHKIATYPBI JIeJT TSl KiacCu(UKAIUU JOKYMEHTOB,
JOKYMEHTOB. OTIEPaTHBHOIO XPAaHEHUS U UX MPEAAPXUBHON MOATOTOBKH. Buiel Homenknatyp nen. [lopsnok cocraBienus, 2
odopMIIeHHs1, YTBEPKICHHS ¥ IPUMEHEHNSI KOHKPETHOW HOMEHKIIATYpPHI JIel. 2
OpraHmauI/m XpaHCHUA UCIIOJTHEHHBIX TJOKYMCHTOB. OcCHOBHEBIE Tpe60BaHI/IH HOpPMAaTHUBHBIX TOKYMEHTOB,
periaMeHTHPYIOIIUX JaHHBIN 3Tal JOKyMeHT0000poTa. OTBETCTBEHHOCTb 332 COXPAHHOCTh JIOKYMEHTOB.
JlaGopaTopHbie paboTHI - HE IPETYCMOTPEHBI. *
[pakTnueckne 3aHATHSA: 2
1| Uzydenue nmopsaka coctaBiIeHus, 0pOPMICHNS, YTBEPKACHUSA U IPUMEHEHNSI KOHKPETHON HOMEHKIIATYPBI 2
Jel.
KoHTpoabHBIE pabOTHI- HE TPETYCMOTPEHBI. *
CamocTosiTe1bHasi padoTa 00y4YarouXcs:
Haiime onpedenenue nOHAMUA KHOMEHKIAMYPA Oelly U Onpedenume ee HazHaveHue.
Buviagume nomenxknamypy oen. 3 5

H3yuume nopsaook cocmosmus, oQopmaeHus, YymeepicOeHus u npuMeHeHUs KOHKPemHOU HOMeHKIamypsl 0ell, d
makaice nopsi0oK popmuposanus Oei.
Yemanosume  nocnedosamenvrhocms  deticmsuil N0 Op2AHUAYUU  XPAHEHUsL UCHOJHEHHbIX OOKYMEHMOS.
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PaCCMompume OCHOBHble mpe606anz HOpMAMUBHbLX ()OKyMeHI’HOG, peciamersmupyrowux opeaHu3ayuro
XPAHEHUs UCNOJIHEHHbIX OOKyMeHmOG.
H3ylmme omeemcmeenHHoCms 3d COXPAHHOCMb ()OKyMEHMOB.

Tema 2.4. Ilopagok nepegayuu
JOKYMEHTOB B apXHB WJIU HA
YHHUYTOXEHHE.

Coaep:xanue y4eOHOro MaTepuaJa

1| OcHoOBHBIE 3TaIBI Iepeavy JOKYMEHTOB Ha YHHYTO)KCHHE WM B apXHB.: IOATOTOBUTENBHBIH (000CHOBaHHUE
BBIOOpa CII0c00a XpaHEHHS WIM YHUUTOXKSHUS ITyTeM [POBEICHHUS IKCIIEPTU3BI LICHHOCTH JOKYMEHTOB),
OCHOBHO¥ (ITOATOTOBKA €T I IIepeadl B apXHB), 3aBEPIIAIOIIN (IIepeada B apXuB MIH YHHUTOKCHHUE).
DKcnepTr3a HEHHOCTH JOKYMEHTOB: IIOHATHE, Ha3HaueHNe. [IpUHIUITBI 1 KPUTEPHUH ONpEeeIeHNs HayIHOH,
HCTOPUYECKOH M IIPAKTHYECKON IEHHOCTH JJOKYMEHTOB. DKCIIEPTHBIC KOMUCCHH, MX (DYHKIWH, IpaBa. DTkl
npoBeeHus dKcepTu3sl. OopMileHIE pe3yIbTaToB IKCIIepTH3bl. CPOKH XpaHEeHHs TOKyMeHTOB. [lepeunu
JIOKyMEHTOB C YKa3aHHWEM CPOKOB XpaHEHUs, UX BH/bI, HA3HAYCHUE, CXeMbl ocTpoeHus. [Topsnok nepenaun
JIeJ B apXUB WM YHUUTOXKEHHsI JOKYMEHTOB.

2 | TpebGoBaHHs K O(OPMIICHHIO e NOCTOSHHOTO, BPEMEHHOTO CPOKOB XPAaHEHUS U 110 IMYHOMY COCTaBY.
[TpaBuna odopmiieHHs: U COCTaBICHUs onucH Aeil. [lopsaok nmepeaayn e B apXuB.

ApXHB: TIOHsITHE, Ha3HaUeHHEe. BBl apXMBOB: TOCY/IapCTBEHHbBIE, BEIOMCTBEHHbIE, 00beINHEHHbIC
BEJIOMCTBEHHBIE, 00bEIMHEHHBIC MEKBEIOMCTBEHHBIC 110 JITYHOMY COCTAaBY.

ApxuBHBIE (POHJIBI: TOKYMEHTAIbHBIN, TOCYAAPCTBCHHBIN.

JlabopaTopHble pabOTHI - HE IPELYCMOTPEHBI.

IIpakTnyeckue 3aHATHSA

KoHTposibHBIC pabOThI- HE PEYCMOTPEHBIL.

CamocTosiTe/ibHasi padoTa o0y4arouuxcs

Cocmagbme cxemy 0CHOGHbBIX IMAN08 U ONepPayull no nepedaie OOKYMEHMO8 6 ApXus Uil Ha YHUUMONCEHUE.
H3zyuume nonsimue u HazHaveHue HKCNEPMu3bl YeHHOCMU OOKYMEHMOE.

Boissume npunyunvl u Kpumepuu OonpedeieHuss HAYYHOU, UCMOPUHECKOU U NPAKMUYeCcKol YeHHOCU
OOKYMEHMO8.

Cocmasvme mabnuyy « Cpoxu xpaneHust 00KYMeHmMOo8».

Hszyyume nopsiook nepedauu Oen 6 apxué UMY VHUUMOMNCEHUs. OOKYMEHMOS, Npasuid OQOPMICHUs U
cocmaesnenus Onucu 0ell.

Jlatime onpedenenue nowsamus «apxuey» u e2o nasnawenus. Ilepeuuciume 6udbl apxueo u apxXusHvlx oHo0s.

Tema 2.5. KomnbioTepuzanus
JOKYMEHTALHOHHOT 0
olecneyeHusl ynpaBJeHuUs.

Conep:xanue yueOHOro MaTepuaja

1 KOMHL}OTepI/I?)aL[I/IH JOKYMCHTAIIMOHHOTO oOecrieueHust YIipaBJI€CHUA Ha MPECANPUATHN, 3BHAYCHUE,
TIEPCICKTUBLI pa3BUTUA. Hcnonbs3oBanue TIEPCOHATIBHBIX KOMITIBIOTEPOB B OpraHU3alu pa6OTI)I C
JAOKYMCHTaMM. CocTaBHBIE YaCTH KOMIIBIOTEPHOTO JACJIONPOU3BOACTBA: aBTOMaTH3HpOBaHHLIﬁ C60p,
00paboTKa, XpaHEeHHe JOKYMEHTAIIMH, NPEICTaBICHUE Pa3HO00pa3HOW HH(pOPMAIHH.

DneKTpOHHAs OYTA: MOHATHE, Ha3HAYEeHHE. THIBI CHCTEM 3JIEKTPOHHOI MOYTHI (TII00aJbHBIE,
KOPIIOPATHBHbIC), UX KpaTKas XapaKTePUCTHKA. XpaHECHUE JOKYMEHTOB B JJICKTPOHHOM MOYTE.
HHpopMalmoHHO-CIIpaBoYHas paboTa B YCIOBHSAX IPUMEHEHHsI KOMIBIOTEPHBIX TEXHOJIOTHIL.

JlabopaTopHble pabOTHI - HE IPETYCMOTPEHBI.

IIpakTHYecKHe 3aHATHSA .

OdopmileHHEe OCHOBHBIX PEKBH3HTOB H OCHOBHOI OpraHM3allMOHHO-PACIIOPSAUTEIEHON JOKYMECHTAIIH C
nomoibsio II9BM.
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2 | C03,HaHI/IC 1a0JI0HOB JAOKYMCHTOB, BHIBOJ HA ICYaTh.

N

KOHTpOJ'H;HI)Ie pa6OTI>I- HE MPEAYCMOTPCHLI.

CamocrosiTe1bHasi padoTa 00y4aloHXCs
Yemanosume  snauenue u nepchexmubl pazeumus Komnviomepusayuu OOKYMeHMAYyuoHHo20 obecneyenus
opzanuayuu.

Paccmompume cocmasuvie wacmu KOMnvlomepHo20 0e10npou3E00Cmad. 2 2
Ykaosicume munuvl cucmem snexmponnol noumul u 0aume ux XapaKmepucmuky.
H3yuume nopsaook xpanenus O0OKyMeHmos 8 1eKmpoHHOU noume.
Odpopmume ocnogHble peK8U3UMbL OP2AHUIAYUOHHO-PACHOPAOUMENbHBIX QOKYMEHMO8 ¢ homowyblo TIDBM.
JAuddepeHunpoBaHHblii 3a4eT 1
Bcero: 75
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3 YCJIOBHUSA PEAJIN3AIIMNA YUYEBHOM JUCIIUILINHBI
3.1 MaTepua/jibHO-TeXHHYECKOe ofecrevyeHne

Peanu3anus yueOHON AMCHMILIUHBI OCYHIECTBIISICTCS B KabuHere JlOKYMEHTAI[MOHHOTO
oOecrieueHus yrnpaBaeHUs.

O6opynoBanue yaeOHOTo KabUHeTA!

- I0CA/I0YHBIE MECTa MO0 KOJUYECTBY 00yUaIOIINXCS;

- PabGouee mecto npenogasarens;

- KOMILJIEKTHI TUAAKTHUYECKUX CPEJCTB O0yUEHUSI.

TexHuueckue cpencTBa 00ydeHus:

- KOMIIBIOTEP, IPOEKTOP, IKPAH

- (hoHIBI HOPMATUBHBIX M TEXHUYECKHUX JOKYMEHTOB.

3.2 UudopmannoHHoe obecnieyeHne 00yueHust

OCHOBHBIE HICTOYHUKH:

1 I'paxpanckuii konekc Poccuiickoit denepanuu. Yactu 1,2.

2 Tpynosoii koneke Poccuiickoit deneparum.

3 @3 «O6 unbopmanuu, UHGOPMALMOHHBIX TEXHOJOTHAX M 3auuTe uHbopMarum» No
149-®3 o1 27.07.2006.

4 @3 «O xommepueckoii TaitHe» Ne 98-D3 ot 29.07.2004.

5 @3 «O0 anekrporHol 1 poBoit moamucu» Ne 1-d3 ot 10.01.2002.

6  OcHoBHbIe MpaBuia paboOThl apXUBOB opranu3zaiuii.-M.: Pocapxus, 2003.

7 IlepeyeHb TUMOBBIX YNMPABIECHYECKUX JOKYMEHTOB, 00pa3yIOIIMXCS B JEATEIbHOCTH
opraHu3alil ¢ ykazaHueM cpokoB xpanenus.-M.: Pocapxus, BHUJIA/I,2000.

8 TwumoBas WHCTPYKIHS IO JEJIONPOU3BOJICTBY B  (pemepalbHBIX  OpraHax
UCHONHUTENbHON BiaacTu/Y1B. [Ipukazom Munkynstypsl Poccun ot 08.11.2005 Ne536.

9 TocynmapcTBeHHas cHcTeMa JOKYMEHTAIMOHHOTO OOECIIEYEeHHUsSI  YIPaBJICHUS.
OcHoBHble nonokeHus. OOue TpeOOBaHUA K TOKYMEHTaM U CiIy)k0aM JOKYMEHTAI[HOHHOTO
obecneuenus. —M.,2003.

10 TOCT P 51141-98. ]lenonpous3BOACTBO U apXHMBHOE Jiel0. TepMUHBI U
onpexaenenus.-M.,2010.

11 TOCT P 6.30-2003. YHuunmupoBaHHble CUCTEMEI JIOKYMEHTALHUH.
YHuduupoBaHHas cucTeMa OpraHu3allmOHHO-PACTIOPSIIUTENILHON TOKyMeHTauu. TpeboBaHus
K odopMieHHo 10KyMeHTOB.-2003.

12 JL.A.PymerauHa. [lenmonpousBoacTBo: YueOHuk s cryd. yupexnaenuii CIIO,.-M.:
Jenosas nureparypa, 2010-336¢.

13 A.B.Ilmenko. JlokymMeHTanmmoHHOEe oOecriedeHue ympaBieHus.-M.: [lemoBas
auteparypa, 2016. - 256¢.

JlomomHUTEIbHBIE UCTOYHUKHU:

1 A.J. Kocemun. [lenonpousBoactso. M. Akanemus, 2011. -289c.

2 bemomunenxuit B.K., TlaBmoBa JLI'. JenmompousBoactBo: OOpa3mpl JTOKYMEHTOB.
Mocksallzn. PUOP, 2010.-365c.

3 Kasznauesckas ['.b. [lenmonpounsBozactBo. [loaroroBka cimyxeOHBIX T0KyMeHTOB PocToB
/u]] ®enukc, 2011. -287¢.

HNuTtepHeT — pecypcsr:

1 Koncynbrant [Tntoc. CnpaBounas npaBoBasi cucteMa Texnonorust 3000.

2 DnexTponHas bubnmorexka www.allbest.ru/libraries.htm

3 AIMUHHCTPAaTHBHO-YIPaBICHYECKHI TOPTAT WWW.aup.ru/management/

4 ONLINE BUBJIMOTEKA www.bestlibrary.ru/texts/biss/men/blin/book.html
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4 KOHTPOJIb M OIEHKA PE3YJbTATOB OCBOEHHUS YUYEBHOM

TACIATIIAHBI

KOHTpOJ'IB N OLCHKa peE3yJIbTaTOB OCBOCHHUIA y‘l@6HOI>i JAUCHUIUIMHBI OCYLICCTBIIACTCA
npenoaaBareyicM B IIPOLCCCC ITPOBCACHHUA ITPAKTUICCKUX SaHﬂTHﬁ, TCCTUPOBAHMUA.

Pe3yabTarsl 00yyeHus
(0CBOECHHBbIE YMEHUs1, YCBOCHHbIE 3HAHUS)

®opMBbI M METOAbI KOHTPOJIS ¥ OLIEeHKH
pe3yJabTaToB 00y4eHHsl

VYMeTs:

OdopMIIATh U TPOBEPATH MPABUILHOCTH
oopmieHHs JOKYMEHTAIMK B COOTBETCTBUU
C YCTaHOBJICHHBIMHU TPeOOBAHUSAMHU, B T.U.
UCHOJIb3Yysl THPOPMALIMOHHBIE TEXHOJIOTUH;

Or1eHKa BBIMOJIHEHUS PAKTHYECKUX PadoT.
Tekylmuii KOHTPOJIb IO TEMaM MPAKTUUYECKUX
3aJIaHUH.

[TpoBOAKUTE aBTOMATH3UPOBAHHYIO
00paboTKy TOKYMEHTOB;

OneHka BbINOJIHEHUS] IPAKTUYECKUX PaloT.
Tekylmuii KOHTPOJIb IO TEMAM MPAKTUYECKUX
3aaHUN.

Ocyl1ecTBIATh XpaHEHUE U TOUCK
JIOKYMEHTOB;

OreHKa BBIMOJTHCHHS MPAKTHICCKUX PaboT.
Texyiuii KOHTPOJIb MO TeMaM MPAKTHYECKUX
3aaHUN.

I/ICHOJH)?;OBaTb TCJICKOMMYHI/IKaHHOHHBIe
TEXHOJIOTHH B DJIEKTPOHHOM
JOKYMEHTO000pOTE.

Ol11eHKa BBIMOJHEHUS MPAKTHYECKUX PadoT.
Texyiuii KOHTPOJIb MO TeMaM MPAKTHYECKUX
3aaHUN.

3HaTh:

OCHOBHBIE TTOHSITHUSA: oejm, 3agauu u
MPUHIUIIBI TOKYMEHTAllUOHHOTO
oOecrieuyeHus yrnpaBIeHUS;

Y CTHBIN U MUCBMEHHBIN KOHTPOJIb;

Cucremsbl AOKYMCHTAIITMOHHOT'O obecreueHust
YIpaBJICHUA, UX aBTOMATU3AIUIO |

NHauBuayanbHbIA 1 QPOHTABHBIN OIPOC;

Krnaccudukanuio 10KyMeHTOB;

IIporpaMMupOBaHHBINA KOHTPOJIb IO TECTAM C
3aKpBITBIMU BOIIPOCAMH;

TpeboBaHust K COCTaBIEHUIO U OPOPMIIEHUIO
JOKYMEHTOB!

TectupoBanue ¢ mpUMEeHEHHEM TIPOOIEMHBIX
3aJIaHUi;

[Tpuem, 00pabOTKy, perucTpanuio,
KOHTPOJIb, XpaHEHUE JTOKYMEHTOB,
HOMEHKJIATYpY Jell.

[IpomesxyTouHas arrectauus B popme
Qg QepeHIIMPOBaHHOTO 3a4eTa.
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