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1. IACIIOPT PABOYEN MPOT'PAMMBI YYEFHOU JUCIHUATLIAHBI
OI1.04 loxyMeHTALMOHHOE O0ecIeyeHue yIpaBJIeHUs
1.1 O6nacTp npuMeHeHHs] TPOrPAMMBI

PabGouass mporpamma yueOHOW NUCIUIUTMHBI SIBIISIETCS YaCThIO TPOTPAMMBI TIOATOTOBKH
CIIEIMAINCTOB cpeaHero 3BeHa B cooTBercTBHM ¢ PI'OC mporpamMMbl HOATOTOBKH CIIEUAIMCTOB
cpennero 3BeHa 38.02.03 OmepaunoHHas AEATENBHOCTb B JIOTHCTHKE, IPOrpaMMbl y4eOHOMU
muctumunHel OI1.04 JlokymMeHTanrnoHHOE 00eCIeYeHHE YIIpaBIeHUS.

VYuebOnas mucuurmHa OI1.04 JlokymMeHTanMOHHOE OOECTeUYeHUEe YIPABJICHUS Peau3yeTcs ¢
Y4ETOM MEPOINPHUATHI BKIIOYEHHBIX B PaGouyw mporpammy BocnuTanusi crenuanbHocta 38.02.03
OnepannoHHast 1eATeIbHOCTb B IOTUCTHUKE.

1.2 Mecto qucuumiinnsl B ctpykrype IIIICC3:

YueOnas aucuuminuHa OI1.04 JloxymeHTanmoHHOe oOecreueHue YIpaBICHUS, OTHOCUTCA K
UKITY 001menpoeCCUOHATBHBIX JUCIUILINH ITOATOTOBKH CIICIIUAIMCTOB CPEIHETO 3BEHA.

B mpomecce wu3yueHus AaHHOW AMCHUIUIMHBI (POPMUPYIOTCSA CIEAyIOIIUME OO0IIHMe |
npodeccHoHATbHBIC KOMITETSHITHH

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AEATEIBHOCTb, BEIOMPATh TUIIOBBIE METOJBI U CIIOCOObI
BBITIIOJTHEHUS MPO(PECCUOHANBHBIX 3a/1a4, OLIEHUBATh UX 3PPEKTUBHOCTh U KAUeCTBO.

OK 4. OcymiecTBiasTh HOUCK U UCIOIB30BAHNE HHPOPMALIUU, HEOOXOIUMOH 1151 3P HEKTUBHOTO
BBITTOJIHEHUS MTPO(HECCHOHANBHBIX 3a/1a4, TPOPECCHOHATBHOTO M TMYHOCTHOTO PA3BUTHSI.

OK 5. Hcnonb30BaTh HHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIIOTUU B NMPO(HECCHOHAIBHON
JESTEIIBHOCTH.

OnepalOHHBIA  JIOTUCT ~ JOJDKEH — o0najgaTh  CHEAYIOIIMMH  HpOQecCHOHATbHBIMU
KOMIIETEHIUSIMU:

[IM.01 IlnanupoBaHMEe M OpraHM3aLUs JIOTUCTMUYECKOrO IIpoliecca B OpraHu3anusx (B
MO/IPa3IeNICHUSAX ) Pa3INUHbIX cep IeSATeTbHOCTH.

[1IK 1.1. IIpuHuMate yyacTHe B pa3pabOTKE CTPATErMUYECKUX U ONEPaTUBHBIX JIOTMCTHYECKHUX

IUIAHOB HAa YPOBHE MOpa3jeieHus (ydacTKa) JIOTUCTUYECKOW CHCTEMbI C y4yeToM Iened W 3aaay
opranusanuu B 1ejaoM. OpraHu3oBbIBaTh pabOTy JIEMEHTOB JIOTUCTUYECKONW CUCTEMBI.

1K 1.2. [InaHupoBaTh U OPraHU30BBIBATH JTOKYMEHTOOOOPOT B paMKax y4acTKa JIOTUCTHYECKOU
cucremsl. [[ppHMMaTh, COPTUPOBATh U CAMOCTOSITEILHO COCTABIIATh TPEOYEMYIO TIOKYMEHTAIIHIO.

1K 1.3. OcyuiecTBasTh BHIOOP MOCTABIIMKOB, MEPEBO3UUKOB, ONPEAEIATh TUIl TOCPETHUKOB U
KaHaJIbl paclpeneIcHus.

IIK 1.4. Bnamerp MeTOOMKONW NPOECKTUPOBAHMS, OPraHM3alMd W AaHaJIM3a Ha YpPOBHE
nojpaszjesieHns (y4acTka) JIOTUCTUYECKOM CHCTEMbl YIpPAaBIIEHUS 3amacaMd U paclpeleiluTeNbHbIX
KaHaJIOB.

IIK 1.5. Bmamerp oCHOBamMHM OIEpAaTMBHOIO ILIAHUPOBAHUS W OPraHU3allMd MaTEPHUAIBHBIX
IIOTOKOB Ha MPOU3BOJICTBE.

[1IK 2.1. YyactBoBaTh B pazpaboTke MH(PACTPYKTYphl Mpolecca OpraHu3aluy CHaOXeHUd U
OpPraHU3aIMIOHHON CTPYKTYpbl YIpaBieHHUs CHaOXeHHeM Ha YpOBHE MojpaszeneHus (ydacTka)
JIOTUCTUYECKON CUCTEMBI C YUETOM LIETEH U 3a/1a4 OPraHU3aLUN B LIETIOM.

I1K 2.2. ITpuMeHATHh METOI0JIOTHIO IPOEKTUPOBAHUS BHYTPUIIPON3BOJCTBEHHBIX JIOTHCTUYECKUX
CHCTEM IPH PEIICHUH MPAKTUUYECKHUX 3a/1au.

I1IK 2.3. Mcnosib30BaTh pa3anyHble MOAEIN U METObI YIIPABIICHUS 3aMlacaMH.

IIK 2.4, OcymecTBiasiTh  YINpaBJI€HUE  3aKa3aMH, 3alacamu, TPaHCIOPTHPOBKOM,
CKJIAJIUPOBAHHUEM, TPY30TIepepadOTKOM, YITaKOBKOM, CEpPBHC
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[IK 3.1. Brnagerp metomonorueil omeHKH 3PPEKTUBHOCTH (PYHKIIMOHUPOBAHUS DIEMEHTOB
JIOTUCTUYECKON CUCTEMBI.

I1K 3.2. CocTaBisaTh MporpaMMy U OCYIICCTBJISATH MOHUTOPHHT TOKa3aTesield paboThl HA YPOBHE
nojpaszaenenus (ydactka) JOTMCTHUECKON cHCTeMbl (IIOCTAaBIIUKOB, MOCPEIHUKOB, NMEPEBO3YUKOB U
3¢ (HeKTUBHOCTH PabOTHI CKIIAJICKOTO X0341CTBA U KAHAJIOB PACIIPEICTICHHUS).

I1K 3.3. PaccunThiBaTh U aHAIU3UPOBATH JIOTUCTUYECKUE U3/IEPIKKH.

IIK 3.4. IlpuMeHATH COBpEMEHHBIE JIOTMCTUYECKHE KOHUENIMM W IPUHLHUIIBI COKpAIlEHUs
JIOTUCTHUYECKUX PACXOJI0B.

I1K 4.1. IIpoBOANTH KOHTPOJIb BBIIIOJHEHUS U SKCIIEIUPOBAHNUS 3aKa30B.

[1K 4.2. Opranu3oBbiBaTh NpUEM U MPOBEPKY TOBAPOB (rapaHTHs MOJTYYEHHs 3aKasa, IpOBEpKa
KauecTBa, IOATBEPXKACHHUE IOJyUYeHUsl 3aKa3aHHOIO KOJIMYeCTBa, O(opmileHHe Ha TMOIy4YeHHE U
PETUCTPALIMIO CBIPbs); KOHTPOJIUPOBATH OIJIATY MOCTABOK.

[1IK 4.3. ITonbupate U aHAIU3UPOBATH OCHOBHBIC KPUTEPUM OICHKU PEHTA0ENbHOCTH CHCTEM
CKJIaINPOBaHMsI, TPAHCTIOPTUPOBKHU.

[1K 4.4. Onpenenste KPUTEPUH ONTUMAIBLHOCTH (YHKIMOHUPOBAHUS MOApa3AeIeHHs (yI4acTKa)
JIOTUCTUYECKON CUCTEMBI C YUETOM LIl U 3a/1a4 OPraHU3ally B LIEJIOM.

1.3 He.]'[l/l H 3aJa49YM Z[HCIIHHJIHHBI—TpCﬁOBaHI/IH K pe3yJbTaTaM OCBOCHHUSA TUCUHHUIIMHBI

B pe3ynbraTe ocBoeHHs y4eOHOM TUCIUTUTMHBI O0YYaIOIHICS TOMKEH YMeTh:

V1-opopMasaTh  JTOKyMEHTallMIO B  COOTBETCTBUM C  HOPMAaTUBHOW  0a3oif, HCHOIB3Ys
MH(pOPMAaLMOHHbIE TEXHOJIOTHH;

VY2 - oCcyIIecTBIATh aBTOMATH3AIMI0 00pabOTKH TOKYMEHTOB;

V3 - yauunupoBath CUCTEMBI JOKYMEHTAIINH;

V4. ocymecTBIATh XpaHEHUE U NTOUCK JOKYMEHTOB;

VY5 - ucnonab30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOO0O0pOTE;

Y 6- popmMupoBaTh apXUB JOKYMEHTOB KaK B 3JIeKTPOHHOM BH/I¢, TAK H HA OyMaKHBIX

HOCUTEJISAX.

B pe3ynbrare ocBoeHus yueOHON AUCIUIUIMHBI 00YYarOIIUIiCs JODKEH 3HATD.

31 - moHsATHE, IENH, 3a1a4U U IPUHLIMIIBI 1EJIONIPOU3BOICTBA;

32 -OCHOBHBIE MOHATHS IOKYMEHTALMOHHOT'O 00€CTIeYeHUsl YIIpaBICHUS;

33 -cucTeMbl JOKYMEHTALMOHHOTO 00ecrieueH sl yIpaBIeHUs;

34 - xnaccuuKaluio J0KyMEHTOB;

35 - TpeboBaHUs K COCTaBICHHUIO U O(POPMIICHHIO JOKYMEHTOB;

36 - opranuzaluo J0KyMeHT0000poTa, mpuémM, 00paboTKy, pEruCTPalINI0, KOHTPOJIb, XPAHEHNE
JOKYMEHTOB, HOMEHKJIATypy A€I;

JA37- 3JIeKTPOHHBII JOKYMEHT0000POT: ¢ KOHTPAr€HTAMH, KOHTPOJIHMPYIOLIUMH
OpraHu3auvsiM, GUHAHCOBBIMM OPTraHU3ALMAMU.
1.4. PekomMeHayeMoe KOJIMYECTBO YACOB HA OCBOCHHE NPOrpaMMbl y4eOHOM M CUMIIJIMHBI

MaKCUMaJIbHOU y4eOHOU Harpy3ku oOyuatorierocst 60 yacoB, B TOM YHCIIE:
00s13aTeNbHON ayIUTOPHON yueOHOM Harpy3ku odyuatomierocs 40 yac;
caMoCTosITeNbHON paboThl oOyyarorerocs 20 gac.



Jlo0aBuTH TA0IMIY YaCOB Bap.yacTu!

1.4.1.ACIIOJIb30BAHUE YACOB BAPUATUBHOM YACTHU

Ne| TomosiHUTe/IbHBIE Ne, HamMeHOBaHHE TeMbl Koanuec| OO6ocHoBaHue
m\ 3HAHMS, YMEHUS TBO BKJIIOYEHHS B
n 4acoB padouyio npo-
rpamMmmy
1 | AYe.... Tema 1.1 2 ITo 3ampocy
paboTonatens
LZ[37..... Hanucatp B Kakux Temax
nposepsere!
Tema 1.2 2
Tema 1.3 2
Tema 2.1 2
Tema 2.2 2
Hroro 20

2. CTpyKTypa M cofep:KaHue y4eOHOH AUCHHUIIIMHBI

2.1 O0bem yueOHOM AMCUMILIMHBI M BUABI YUeOHOI HATPY3KH

Bun yue6HO# paboThI O6bem yacoB
MaxkcumanbHast yueOHasi Harpy3ka (Bcero) 60
Obs3arenbHas ayquTOpHas yueOHast Harpy3Ka (BCero) 40
B TOM YHUCIIE:
MPAKTUYECKHE 3aHSITHS 14
CamocrosrenbHas paboTta obydatorierocs (Bcero) 20

IIpomexyrounas arrecrauus B popme {uddepeHnnpoBaHHOrO 3a4éTa




2.2. TemaT4yecKMil IJIAH U COJAepPkaHMe YUeOHOH TUCUMIIMHBI «/loKyMeHTaunoHHOoe o0ecnevyeHne ynpaBJjieHus»

HaumenoBanue Conep:kanue y4yeOHOIro MaTepuasia, IpakTU4YecKue 3aHATHS, CAMOCTOsSITe/IbHAsI padoTa Oo0bem | YpoBeHb
pa3esioB U TeM o0yyaromuxcst YacoB | OCBOCHH
|
1 2 3 4
Pa3zgesn 1. OCHOBBI JOKYMEHTHPOBAHUSA yIIPABJIEHYECKO AeSITeJIbHOCTH
Tema 1.1. HopmaTusHo- Coaep:xanue yueOHOro MaTepuaJia
npaBoBas 0asa 2
OpraEmIaIY HopmaruBHo-nnpaBoBasi 0a3a opraHus3alui JOKYMEHTALIMOHHOTO oOOecreyeHus YNPABJICHUA  Kak 2
OKYMEHTAEOHHOTO OCHOBa TEXHOJOTHMH TPOIECCOB YIpaBIEHUS. XapaKTepUCTHKAa COBPEMEHHOH HOpPMaTHBHO-
S —— MeToandecKast 0a3bl OpraHu3ary PadoOTHI C JIOKyMEHTaMH B yrpaBieHnu. COBpeMeHHbIE TPeOOBaHUS
K QopMmynsipy JOKYMEHTOB. [ocymapcTBeHHass CHCTeMa JOKYMEHTAllMOHHOTO OOECIeYeHUs
yrnpasnenus (I'CAOY). Hcnonp3oBaHue 3JIeKTPOHHBIX 0a3 MaHHBIX MeXIyHapOJHbIE CTaHIApTHI B
00J1aCTH yNpaBlICHUS TOKYMEHTaluen
CamocrosiTe/ibHasA padoTa 00y4YaroIuXCs 2
HcTopust pa3BUTHS HAYYHBIX MIPEICTABICHHUN O JOKYMEHTAIIUOHHOM 00€CTIEeYeHUH YIIPaBICHHUSI.
Tema 1.2. JlIokyMeHT u Copaepxxanue ydyeOHOro MaTepuasa 4
€ro CBOMCTBa " 2
1 | I[lonstue «uHpopMamms». Crnocodbl U cpeacTBa mnepenauun uHbopmaruu. CBolcTBa
unpopmanuu. KauecrBeHnsle xapakrepuctuku uHpopmarmu. [Tonstie «qokymeHT». CBoiicTBa
n (QYHKIUU JOKyMeHTa. J[OKyMEHT Kak CpeICTBO M CHOCO0 pealu3alM YHpaBiIeHUYECKHX 2
¢bynkuii. [TonsTue, nenu, 3a1a4u U MPUHIUIBI AETONPOU3BOICTBA.
2 | llonarue, uenu, 3a7aud ¥ TPHUHIUIB JETOMPOM3BOACTBAa. [lpu3Haku KiaccupuKaluu
JTOKYMEHTOB. [IOHSATHE «3NIEKTPOHHBIN JOKyMeHT». OOIIe MPUHIMITBI TIOCTPOCHUS U CTPYKTYpa ,

CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000poTa. YHU(DUKAIMS U CTaHAApTU3AIUS YIPABIEHYECKIX
JIOKYMEHTOB




IIpakTHyeckne 3aHATHSA
Opranu3anus CHCTEMHOTO 3JIEKTPOHHOTO JJokyMeHTao0opoTa ITPNel

CamocrosiTeibHast padoTa 00y4yarommxcst
Cnyx0a JOKyMEHTallMOHHOIO OOECNEYeHUsl YIpPaBIEHHs: CYLIIHOCTb, CTPYKTypa M OpraHU3aLUs
paboTsl. IlepcrekTBBI UCIOIB30BAHUS JIEKTPOHHBIX JJOKYMEHTOB B YIIPaBJIEHYECKON JESITEIbHOCTH.

Tema 1.3. CriocoObI 1
MpaBWJIa CO3IAHUS U
oopMIIeHUS
JOKYMEHTOB

Conep:xaHue yueOHOIro MaTepuasa

CrnocoObl TOKYMEHTHPOBAaHHMA M HOCHTENW uHpopMammu. Buabl moxymentupoBanusi. Dopmyssp
JOKYMEHTa U €r0 peKBU3UTHI. [10CcTOSHHBIC U TIepeMEHHbIE PEKBU3UTHI JOKyMeHTa. biaHk qokymeHTa.
IOpunuueckuii cratyc noKkymeHTa. PeKBU3UTBHI 3JIeKTpOHHOrO J0oKyMeHTa. [Ipobiaembl npuMeHeHus
JJIEKTPOHHON JokymeHTanuu. CBoiicTBa AenoBoro cruist JokymMeHTa. DOpMbl [J€I0BOH peUH.
OcoOenHoct o(opMIIEHUS TEKCTa B 3aBUCHUMOCTH OT Ha3HaueHus JokymeHTa. OdopmieHue
JOKYMCHTOB C IOMOIIIBIO KOMIIBIOTCPHBIX MPOrpaMM.

IIpakTHyeckue 3aHATHS:
Odopmrnenus nokymeHTOB B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 6.30-2003 ITPNe2

CamocrosiTesibHas padora
AHaIn3 MOCTOSIHHBIX M IEPEMEHHBIX PEKBU3UTOB ()OPM YHU(PHIIMPOBAHHBIX TOKYMEHTOB.

Pa3nes 2. Opranu3anusi cucTeMbl IOKYMEHTALIMOHHOTO o0ecrevYeHust

Tema 2.1.
OpranuzannoHHO-
pacrnopsiAuTenbHas U
CIIPaBOYHO-
nH(pOpMaLMOHHAs
JOKyMEHTalus

1 | Knaccudukanust opraHM3allMOHHO-PACTIOPSAUTEIFHOM  JTOKYMEHTAllUM: OpPraHU3allMOHHBIE
JOKYMEHTBI,  paclopsiAuTe]IbHbIe, CHPAaBOYHO-MH(GOPMAIIMOHHBIE, CIYXXEOHbIE  TMHCHhMA.
OpraHu3aiioHHbIE JOKYMEHTBI — YyCTaB, TIOJIOKEHHE, JOTOBOp YUpeauTesel, TmpaBuia
BHYTPEHHETO TPYJOBOT'0 PACIOPSAIKA.

2 | PacnopsauTenbHble  TOKYMEHTHI: TPHKa3bl Ha OCHOBE e€AMHOHAdaius (10 OCHOBHOM
JEeSITeNbHOCTH M MO JHYHOMY cocTaBy). CrpaBouHO-MH(QOPMAIIMOHHBIE JTOKYMEHTHI: aKT;
ToKJIaHas (cmykeOHas ) 3amicKa, CrpaBka

IIpakTHyeckne 3aHATHA
OdopmineHne opraHu3alioOHHO- PacOPAIUTENIbHBIX JoOKyMeHTOBITPNe3




CamocrosiTeibHast padoTa 00y4yarommxcst
XapakTepuCTUKA M BUJIbl OPraHU3ALIOHHO-PACIOPSAUTEIBHON JOKYMEHTALUH.
XapaKkTepuCTUKA M BUJIbI CIIPABOYHO-UH(POPMALMOHHON JOKYMEHTAIUH.

Conep:kanue y4eOHOT0 MaTepuaJia

Tema 2.2 JloroBopHOo —
MIpaBOBasi TOKyMEHTALIUA

1

[Tonsitne moroBopa (KOHTpakTa), COIJIANICHHWE, MPOTOKoNa. TumoBas Qopma KOHTpaKTa.
OcHoBHbIE pa3fenbl KOHTpakTa. [IpumepHbiit goroBop Kymiu-mpojaxu. [Ipumepnas dopma
JoroBopa moctaBkd. Dopmyisip OroBopa Ha BO3Me3qHOe okazaHue ycayr. Odopmienue
JIOTOBOPOB 00 OKa3aHWM MAapKETHHIOBBIX YCIYT, CTPaxOBbIX YCIyr TpaHCIOPTHBIE TOTOBOPHI.
Odopmitenne 1oroBopa TPAaHCIIOPTHOM KCHeTUIIH. DOPMYIISp JOTOBOPA CTPAXOBAHHMS.

[TpumepHble (opMBI AOroBOpa MOPYYEHUS M JOrOBOpa KOMHUCCHUH. ATEHTCKOE COIJIalleHHUE.
TumoBass ¢Qopma kpemuTHOro noroBopa. IlpumepHast Qopma moroBopa MOPYYHTEIHCTBA.
YHuduuupoBanHas ¢opma kpeautHol 3asBku. [IpumepHas ¢opma 3a10roBoro 00s3aTeabCTBA.
TumoBas popma 6aHKOBCKOH rapaHTHH.

TunoBast ¢opma pgoroBopa OaHkoBckoro cuéra. [Ipumepnas ¢opma goroBopa OAHKOBCKOTO
BKJIaga. OOpasibl JOTOBOPOB O JEMO3UTHOM BKIaze. THMIOBON OrOBOp Ha OCYIIECTBICHUE
KpenuTHO-pacu€THoro obcmyxuBanusa. OdopmieHne NpuiokeHuid K goroBopaM. I[TpoTokosb
pasHorjacuii k goroBopam. DopMbl MHPOTOKOJOB paszHoriacuili. YuuduuupoBanHas ¢opma
corialieHus 00 N3MEHEHNN U AOIIOJIHCHHHU K JOTOBOPY

VYHupuuupoBanHas Qopma corjameHuss O 3aMeHe J0roBopa (HoBauus). YHU(UUIUpPOBaHHAs
dopma o pactopkeHun JoroBopa. Kommepueckue axTbl. biaHKM KOMMEpUECKHMX aKTOB.
Odopmienne akToB 1o NMPUEMKE NMPOIYKIUH (TOBApPOB) M0 KOJIMUYECTBY U KadecTBy. OdopmiieHne
aKTOB I10 OKA3aHUIO BO3ME3IHBIX ycayr. O0pa3ibl akToB. JJOBEpEHHOCTH: pa30oBble, ClIELUANIbHBIE,
reHepasibHbie. OOpa3Ibl TOBEPEHHOCTEH

IIpakTH4yeckoe 3aHsATHE
Odopmnenue noropopHo — nmpaBoBoit jokymeHtanuulIPNe4

CamocrosiTeibHast padoTa 00y4yaommxcst
Posib 10roBOpOB B OCYIIECTBICHUH CTPAXOBOU JEATEIBHOCTH.

Paszpen 3. CucremaTrusanusi 1 XpaHeHHe 10KYMEHTOB.

Tewma 3.1. Iopsigox
CUCTEMaTH3AIUU 1

Conep:xxanue yueOHOro MaTepuaJia




XpaHCHUA
JOKYMCHTOB.

Opranuzanus JOKyMEHTOOOOpPOTa IpHeM, o0O0pabOTKy, perucTpanuio, KOHTPOJIb, XpaHEHUE
JNoKyMeHTOB. [lopsok BeleHHMs HOMEHKJIATyphl Jei. 3HaueHHe W BHUbl HOMEHKJIATYpbl Jell.
TpeboBanus K HOMEHKIaType ein. PopMHUpOBaHUE €T U MOPAIOK 00bEAUHEHHS TOKYMEHTOB B JIela.
Xpanenue nein. [Topsaok BbIAaYM U U3BATHUS JOKYMEHTOB U €] B CIIy4ae HEOOXOAUMOCTH.

Kputepun onpeneneHus 3HaUMMOCTH JOKYMEHTOB. XpaHEHHE AOKYMEHTOB M aen. OpraHuzanus 2
apxuBa. OOecrieyeHHe COXPAaHHOCTH JOKYMEHTOB, MepefdaHHbIX B apxuB. llopsaok BeneHus
JIEKTPOHHOI'O aPXMBA AIEKTPOHHBIX TOKYMEHTOB.
IIpakTHYeckune 3aHATHA 4
[ToaroroBka nokymeHTOB K apxuBy ITPNeS
CamocrosiTeibHast padoTa 00y4yaommxcst 4
[Tpeumy1iecTBa U HEAOCTATKHU DJIEKTPOHHBIX APXUBOB JIOKYMEHTOB.
[TprMeHeHue IIeKTPOHHOM MOIMUCH B 3JIEKTPOHHBIX JTOKYMEHTAX.
Tema 3.2. PaGora ¢ Coaep:xanue yueOHOro MaTepuaJia
KOH(HICHIIHATHLHON Xapaktepuctuka KoHQuAeHUUanbHOW  uHGpopmanuu. CucreMa M TEXHOJOTHS  3alllUTHI
JOKYMEHTHUPOBAHHOM JOKYMEHTUPOBAHHON  KOH(UIEHIMANbHONH MHpOpMalMK:  3alUIIEHHBIA  JTOKYyMEHTOOOOpPOT;
uHpopmanuen 00paboTKa MOCTYNUBIIUX U OTIPABISAEMBIX TOKYMEHTOB; YYET KOH(UIEHIIMAIBHBIX JOKYMEHTOB U 2
(dopMHpOBaHUE CNPaBOYHO-MH(POPMALMOHHOTO OaHKa JaHHBIX IO JOKYMEHTaM; MOPSIOK paboThbl
nepcoHasna ¢ KOHQUIACHIIMATFHBIMA JOKYMEHTAMHU. YUET M XpaHeHHe Jell ¢ KOH(UICHIIHATbHBIMU
JOKyMeHTaMH. HopMaTHBHO-TIPaBOBBIE aKThl, PETIaMEHTHPYIONMEe padoTy € JOKYMEHTHPOBAHHOU
KOH(pUACHIIMAIbHON HH(DOpMaIHen.
CamocrosiTeibHast padoTa 00y4yaommxcst 2
XapakTepucTuka M TOPSAIOK JOCTyNma K JIOKyMEHTUpPOBaHHOW wuHpopmanuu c rpudom « s
CJIy’K€OHOTO TOJIb30BAHUS.
Hroro 60

I[JBI XapaKTCPUCTHUKU YPOBHA OCBOCHU y‘-IC6HOFO MaTcpHaia UCIIOJIb3YIOTCA CIICAYIOIINC 0003HAYCHMS:

1 — o3HaKOMUTENBHBIN (y3HABaHUE paHEe U3YYEHHBIX 0OBEKTOB, CBOWCTB);

2 — penpOyKTUBHBIN (BBITOIHEHHUE ACATEIBHOCTH 110 00pasily, MHCTPYKIIUU WU TIO/] PYKOBOJICTBOM);
3 — MPOAYKTUBHBIN (IJTAHUPOBAHUE U CAMOCTOSITEIIFHOE BBIITOJTHEHHE ACATEIBHOCTH, pEIIeHNe MTPOOJIEMHBIX 3a71aq).
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3. VCJIOBMS PEAJIM3ALIAN PABOYEN TTPOTPAMMBI
YYEBHOM JUCHMUILIMHBI

3.1. TpeOoBaHus K MaTepHAJBHO-TEXHHYECKOMY 00ecneYeHH 0

Jis  peanu3anuy MporpamMMbl y4eOHOM JUCHMIIIMHBI HMEETCs B Hajluyue Yy4deOHbIM — KaOuHeT
«JloOKyMEeHTaIMOHHOE 00eCTIeYCHNE YIIPABICHUS.

O6opynoBanue ydeOHOT0 KaOUHETa!

— I0CaI0YHBIE MECTA 110 KOJMYECTBY O0yUarOIUXCS;

— pabouee MecTo IpernoiaBaTels;

— KOMIUIEKT y4eOHO-METOIUYECKOI TOKYMEHTALlUY;

— KOMIUIEKT y4eOHO-HarIAHbIX Toco0uil «/{oKyMeHTallMOHHOE 00ecleYeHUe YIpaBICHU».
TexHuueckue cpencTBa 0OydeHus:

— KOMIIBIOTEP C JIMLIEH3MOHHBIM IIPOrPaMMHBIM 00€CIIeYeHUEM;

— MYyJIbTUMEIUMHOE 000PYI0BaHUE;

— MIPUHTEP Ja3epHBIN;

— CKaHep;

— JIOKaJIbHAsl CETh;

— MOJKJIIOYEHHE K I100anbHOoi cetn HTEepHeT.

3.2. UudopmanuonHoe odecrieueHne o0ydeHust
Ilepeyenn pexoMeHIyeMbIX Y4eOHBIX H3IaHNUI, HHTEPHET-PecypcoB, 10NOJIHUTEILHOM JIUTEPATYpPhI
OcHOBHbBIE HCTOYHUKH:

1ITpakTHKYMIIOOpPTaHN3aIMOHHOMYHIOKYMEHTAIIMOHHOMYOOECTICYeHUIO IS TETbHOCTHOPTaHU3
anuu: yueoHoernocooue / M. b. Jlapuonosa, 1. E. Capponosuu. ExatepunOypr: 1U3n-soPoc. roc. mpod.-
nea. yu-ta, 2019. 206 ¢. URL: http://elar.rsvpu.ru/ 978-5-8050-0683-9. TekcT: 351eKTPOHHBI.

ISBN 978-5-8050-0683-9

2 J1enonpou3BOJICTBO M JTIOKYMEHTOOOOPOT B CHCTEME TOCYJapCTBEHHOTO W MYHHUIIMTIAIILHOTO
yrnpaiieHus : yueb.-meroa. nocodue / E. B. 3aitinea, H. B. ['onuaposa ; M-Bo o0pa3oBaHUs U HayKu
Poc. ®enepanuu, Ypaiu. denep. yu-t. — ExarepunOypr : U3a-Bo Ypan. yu-ta, 2017. — 178 c.

ISBN 978-5-7996-2233-6

3 JlokyMeHTAalMOHHOE OOeCIeYeHNe YIpaBICHUS (C OCHOBAMH apXWBOBEICHUS) : y4ueOHOE
nocobue / bacakoB M.MI. — Mocksa : KnoPyc, 2018. — 216 c¢. — ISBN 978-5-406-06067-4. — URL.:
https://book.ru/book/926606. — TeKCT: 371eKTPOHHBIA.

4 JlokyMeHTallMOHHOE obOecriedeHne ympaBlieHus (IeTonpou3BOACTBO) : yueb. mocodue / T.A.
breikora, T.B. Ky3nenosa, JI.B. Cankuna ; mox oomr. pen. T.B. Ky3uenosoit. — 2-e usn., mepepad. u jgor.
— Mocksa : UTHOPA-M, 2018. — 304 c. + [lon. maTepuansl [DneKTpoHHBIN pecypc; Pexum nocryna:
https://new.znanium.com]. — (Cpennee npodeccuonanpuoe odopazosanue). - ISBN 978-5-16-013913-5. -

5 Tlpaktuka paboThl ¢ JOKYMEHTaMU B opranu3aii : Yue6. mocodue / T. B. [leunukosa, A. B.
ITeunuxoBa; Accorl. aBT. u u3g. "Tangem". - M.: DKMOC, 2019. - 319 c.: Ta06x.; 21 cMm.; ISBN 5-88124-
035-9

JIOHOJIHHTCJILHLIE HCTOYHUKH:

1 JlenoBble oTHOIIEHUS U AOKyMeHTooOopoT B joructuke / H.b. Kypmakosa, I'.I'. JI€Bkun. —
MockBa: ®I'BY [IIO «YueOHO METOAMYECKUH IEHTP IO OOpa30BaHUIO HAa KEIE3IHOJOPONKHOM
Tpancnopte», 2021. — 608 c. — ISBN 978-5-907206-73-1

2 JlokymeHTanbHOe obOecrneuenue ympapieHus: yueOnuk mis CIIO / P.C. IlaBnoBa. - CaHkT -
[TerepOypr: Jlans, 2021. - 416¢. - ISBN 978-5-8114-6959-8

3 KazakeBuu, T. A. JlIokyMeHTalIMOHHOE OOECIIEUCHUE YIIPaBICHUS: YUCOHUK U TTPAKTUKYM JJIS
cpenuero npodeccuonansHoro oopazosanus / T. A. KazakeBuu, A. U. Tkanuy. — 2-e u3a., UCHp. U JOII.
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— Mocksa: UznarensctBo FOpaiit, 2018. — 177 ¢. — (Ilpodeccuonanbroe odbpazoanue). — ISBN
978-5-534-06291-5

HNHTepHET pecypcebl:

1 http://eokd.tolgas.ru/euk/dou/index.htm — snexTponnslii yueonsiii kype: J0VY.

2 http://www.doc-online.ru/ — He3aBUCHUMBIH MOPTanx 00 AIEKTPOHHBIX CHCTEMAaX JTOKYMEHTAIHOHHOTO
obopora.

3 http://workpaper.ru — caiit «JlokymeHT0000pOT M aenonpousBoAcTBo». [ http://www.delcomp.ru —
caiT «Jlenonpou3BoACTBO Ha KomImbioTepey». [ http://www.garant.ru — crpaBo4Has mpaBoBasi cucTeMa
«["apaHT».
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMA AUCHUIIJINHbI
KoHTpoib M oOmeHka pe3yiabTaTOB OCBOCHUS JMCLMUIUIMHBI OCYILIECTBIIAETCS IIPENOJABATENIEM B
IIPOLIECCE M Ppe3yNbTaTe IPOBEACHUS NPAKTUYECKUX 3aHATUHM, 3aJaHUA IPU YCTHBIX M NHMCbMEHHBIX
OIpocax, a TaK)Ke BBIMOJIHEHHS, 00yJaroIUMUCS, WHANBUYAIbHBIX CAMOCTOSTEILHBIX PaloT.

Konnl @DopMbI U METOAbI
Pe3yabTaThl 00yueHus 00muX 1 KOHTpO
npogdeccuon IMoka3aTenu oueHKH
(ocBOCHHbBIE YMEHUS,
yCBOCHHbIE 3HAHST) aAJIbHBIX pe3yJbTaToB 00y4eHHs
KOMIIeTeHI U
i
YMmeHus:
Y1-opopmasaTs 0OK2.,4,5 Opranu3oBbIBaTh IIPAKTUYECKHE 3aHATHUSA,
JIOKYMEHTAITUIO B [IK1.1-1.5 COOCTBEHHYIO CaMOCTOSITEIbHAS
COOTBETCTBHUHU c [1K2.1-2.4 NeSTeNIbHOCTb, BBIOUpATh | paboT;
HOPMAaTHUBHOM 0asoi, I[IK 3.1-3.4 TUIIOBBIE METOAbI U - HAOJIFOICHUE U OLIEHKA
UCIIOJNB3YS 1K 4.4-4.4 CTIIOCOOBI BBITTOJTHEHHS JIeSITEIIBHOCTH B
MH(POPMALOHHBIE poecCHOHATIBHBIX polecce BhIITOJHEHUS
TEXHOJIOTUU 3aJ1a4, OLIEHUBATh UX NPAaKTUYECKUX padboT
3 PEKTUBHOCTD U
KayecTBO
Y2 - ocCylecTBIATH OK2,4,5 Bnagenue HaBeikamMu MPAKTUYECKUE 3aHATHUS,
aBTOMAaTH3aIUIO IIK1.1-1.5 HCIIOJIE30BAaHUSI TOTOBBIX CaMOCTOSITEJILHAS
00pabOTKU TOKyMEHTOB [1K2.1-2.4 KOMIIBIOTEPHBIX ITPOrpamMm | padoT;
K 3.1-3.4
11K 4.4-4.4
V3-  yHudunuponarb 0OK2.,4,5 Opranu3zanus - Ha0JII0/IeHUE U OLIEHKa
CHUCTEMBI I1K1.1-1.5 YHU(UKALUT U JIESITEIIBHOCTH B
JOKyMEHTALUN [1K2.1-2.4 CTaHJapTHU3ALUU. IIPOLIECCE BBITOIHEHUS
K 3.1-3.4 Ilonnmanue cuctemsl IPAaKTUYECKUX paboT
1K 4.4-4.4 JOKYMEHTAIUH, €€
MIPU3HAKOB.
V4 - ocymecTBIsATh OK2.,4,5 ITocTpoeHus U CTpyKTypa | IPaKTUYECKUE 3aHATUA,
XPAaHEHHE U ITOUCK [IK1.1-1.5 CUCTEMBI DJIEKTPOHHOTO CaMOCTOSITENIbHAS
JOKYMEHTOB; [1K2.1-2.4 JTOKYMEHT0000poTa pabor;
K 3.1-3.4
1K 4.4-4.4
V5 - ncrnonp30BaTh OK2,4,5 Opranu3oBbIBaThH - HaOIIOAEHUE U OLIEHKA
tenekommyHuKaonssle | [1K1.1-1.5 JOKYMEHTOOOOPOT B JIESTEIIBHOCTH B
TEXHOJIOTUH B [1K2.1-2.4 paMKax y4acTKa [IPOLECCE BBIOJIHEHUSA
3JIEKTPOHHOM IIK 3.1-3.4 JIOTHCTHYECKOM CUCTEMBI. | IPAKTHUECKUX paboT
JIOKYMEHTO000POTE; 11K 4.4-4.4
Y 6- bopmupoBath OK2,4,5 Benenus 35eKTpoOHHOTO MPAKTUYECKUE 3aHATHUS,
apxuB JokymeHToB Kak B | [IK1.1-1.5 apXxuBa IEKTPOHHBIX CaMOCTOsITeNIbHAS
AJIEKTPOHHOM BHje, Tak n | [1K2.1-2.4 JOKyMeHTOB. Brianenue pabor;
Ha OyMa)XHBIX K 3.1-3.4 HaBbIKaMU MCIOJIb30BaHUS
HOCHUTEIISIX. [IK 4.4-4.4 TOTOBBIX KOMITBIOTEPHBIX
porpamMm
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31 - mousaTue, 1eIH, OK2,4,5 perucrpanus JOKYMEHTOB | IPAKTUYECKHUE 3aHITH,
3a/1a4d U IPUHLUIIBI IIK1.1-1.5 JUISL OCYILIECTBIICHUSA CaMOCTOSTENIbHAS
JIEIONIPON3BO/ICTBA; [1IK2.1-2.4 KOHTPOJISI HAJT UX pabor;
IK 3.1-3.4 HCIIOJTHEHUEM
11K 4.4-4.4
32 -0CHOBHBIE HOHATHS 0K2,4,5 [Tonnmanwue onpeneseHnii | - HabMIOEHUE U OIICHKA
JIOKYMEHTAIlMOHHOT'O IIK1.1-1.5 OCHOBHBIX TEPMHUHOB: NEITEILHOCTH B
obecrieyeHus [1K2.1-2.4 JIOKYMEHT, IIPOLIECCE BBIIIOJIHEHUS
YIPaBJICHHUS; IIK 3.1-3.4 JIOKYMEHTHUPOBAHHE, aBTOP | MPAKTUUECKUX PabOT
[IK 4.4-4.4 JOKYMEHTa, O(UIHATbHBIN
JOKYMEHT, JINYHBIN
JIOKYMEHT.
33 -cucteMsbl 0K2.4,5 OnpeneneHnii OCHOBHBIX MPAKTUYECKUE 3aHATHUS,
JOKYMEHTAL[MOHHOTO [IK1.1-1.5 TEPMUHOB: JOKYMEHT, CaMOCTOSTENIbHAS
obecrieueHus [1K2.1-2.4 JOKYMEHTUPOBaHUE, aBTOp | paboT;
YIIPaBJICHHUS; IK 3.1-3.4 JIOKYMEHTA, JINYHBIN
[IK4.4-4.4 JTIOKYMEHT.
34 - wraccupukammio | OK2,4,5 Hcnons3oBaTh - HaOJroieHre U OIleHKa
JIOKYMEHTOB; [IK1.1-1.5 TEJIEKOMMYHUKAIIUOHHBIE | IEATEIbHOCTH B
[1K2.1-2.4 TEXHOJIOTUU B MPOLECCE  BBINOJIHEHUSA
IIK 3.1-3.4 AJICKTPOHHOM MPaKTHUYECKUX padoT
11K 4.4-4.4 JIOKYMEHT0000pOTE
35 - TpeboBaHus K OK24,5 OOpabaTbIBaTh TEKCTOBYIO | MIPAKTUYECKHE 3aHATHUSA,
COCTABJICHUIO U [IK1.1-1.5 1 TaOJIMYHYIO CaMOCTOSITENIbHAS
oopmieHuro [1K2.1-2.4 UH(pOpMaIINIO; pabor;
JIOKYMEHTOB; I[IK 3.1-3.4 HCTOJIb30BAThH JICJIOBYIO
1K 4.4-4.4 rpaduKy U MyJIbTUMEANA-
nH(pOpMalLIKIO; CO31aBaTh
MIPE3CHTALNH;
36 - opraHu3alMI0 0OK2,4,5 Bnanenue HaBBIKAMH | - HAOIIOLEHUE U OILICHKA
JIOKYMEHTOO000pOTa, IIK1.1-1.5 HCMOJIb30BAHUSI TOTOBBIX | JAESITEILHOCTH B
npuém, 06paboTKy, [1IK2.1-2.4 KOMITBIOTEPHBIX ITPOTpaMM | MIPOLIECCE  BBINOIHEHUS
perucrpanuro, Koutpois, | [1K 3.1-3.4 MPaKTUYECKUX padboT
XpaHEHUE T0KYMEHTOB, 1K 4.4-4.4
HOMEHKJIATypy JEJI,;
J137 - 2NeKTpOHHbIIH OK24,5 OOpaboTKH BXOASAIIUX U MPAKTUYECKUE 3aAHATUS,
JIOKyMEHT00GOPOT: ¢ IIK1.1-1.5 HUCXOJAIINX JIOKYMEHTOB, | CAMOCTOSITEIbHAS
KOHTpArcHTaMH: [1K2.1-2.4 CHCTEeMaTu3aluu ux, | pabor;
’ IK 3.1-3.4 COCTaBJICHUH
KOHTPOJHMPYIOMINMHA 1K 4.4-4.4 HOMEHKJIaTypbl  JIe1 W
OpraHH3aIHsIMH, dopmupoBaHus
(UHAHCOBBIMU JIOKYMEHTOB B JieJia
OpraHU3aIHUSIMHU.
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