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1. HEJIM OCBOEHUS JUCLHUITJIMHbI
«HOPMATHUBHOE O®OPMJIEHUE JOKYMEHTOB»

Henvio ocsoenus pucuuiivabl «HopmatuBHoe odopmieHHe TOKYMEHTOBY» SIBIISETCS
GopmHupoBaHME Y CTYJICHTOB HABBIKOB IIOJATOTOBKM W  HaJIeXalled  opraHu3aiuu
pacnopsaIUTEIbHbIX, UHPOPMALIMOHHO-CIIPABOYHBIX U OPraHU3alMOHHO-ITPABOBLIX JIOKYMEHTOB
cornacHo TpeboBanusm ['OCTa MexaHHYECKUM U 3JIEKTPOHHBIM CIIOCOOAMHU.

JlocTrkeHue JaHHBIX LeJel pelycMaTpUBaeT pellieHre CIeAYIONNUX 3a1a4:

- pacCMOTpPEHHE UCTOPUH periaMeHTallnH JIEIOTIPOU3BOCTBA;

- O3HAKOMJIEHHE C IIPOLIECCOM OpPraHU3aliK JOKYMEHT0000pOTa B OpraHu3alii;
M3y4eHUe HOPMATUBHO-METOAUYECKON 0a3bl Je0NPOU3BO/ICTBA B COLMAIbHOI padoTe;
BBISIBJICHUE CHELM(UKU JTOKYMEHTAIMOHHOTO OOECIICUYeHHs YIPaBICHUs COLUAIbHOM

1

paboThl;

- oOyueHHe CTYAEHTOB MpaBWIaM CO3JMaHUS W OQOPMIICHHUS pa3IUMYHBIX BHJIOB
YIpaBICHYECKON JOKYMEHTAIUU, CII0co0aM OpraHu3aluu padoThl ¢ JOKYMEHTAMMU;

- OBJIaJICHUE CTPYKTYPOH JOKYMEHTOOOOPOTa, yueTa U XpaHEHUs JOKYMECHTAINH;

- (opMupoBaHHE Yy CTYAEHTOB MbIUUICHUs, OCHOBAHHOI'O HAa MCIOJb30BAHUU
MHQOPMALIMOHHBIX TEXHOJIOTHH, KOTOpblE AKTUBHO CIIOCOOCTBYIOT DPa3BUTHUIO HSKOHOMMUKH,
ITOJIUTUKH, FOCYAAPCTBA HA OCHOBE CTAHOBJIEHUSI MH(POPMAIIHOHHOTO 00IIIeCTBA;

- MOJATrOTOBKA BBICOKOKBAIM(UIIMPOBAHHBIX CIEIHATUCTOB C HAaBBIKAMU [PUMEHEHHUS
CUCTEM JIOKYMEHTOOO0POTa B FOPUAMUECKON JIEATEILHOCTH, HayKe U 00pa30BaHUU.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OOII BI1O

Cornacno ydeOHomy mniaHy HampasieHus 40.03.01 — ropucnpyaeHUust, JUCHUITIIMHA
«HopmaruBHOE OhopMIIEHHE JTOKYMEHTOBY» SBISETCS TUCHUIUIMHOW MO BLIOOPY BapuaTHBHOM
4acTH UH(OPMAIIMOHHO-TIPABOBOTO 1IUKJIA.

Jucunmmua «HopmatuBHoe odopmiieHre JOKYMEHTOB» HaxXOJUTCS B JIOTMUECKOW U
COZIEPKATEIbHO-METOAMYECKON  B3aMMOCBSI3M ¢ JAMCLUMIIMHAMM,  HaxosUIMMUCS B
I'YMaHUTapPHOM, COLUAILHOM M SKOHOMHYECKOM IUKJIEC, & UMEHHO ¢ JAUCIHUIUIMHAMH «JloTHkay,
«Dunocodus» u «IlpodeccuoHaibHast ITUKAY.

3amadeil MaHHOTO Y4YeOHOTO Kypca SIBJISICTCS OCBOCHHME 3HAHMH B OOJIACTH CO3/IaHUs
JOKYMEHTOB, JOKYMEHTAllUOHHOIO OOecleyeHHusl YIpaBlIeHHUS, METOJI0B MW  CI0coO0B
CTAaHJAPTU3alMK ¥ YHUQUKALMU JOKYMEHTOB, W3YYEHHE OCHOBHBIX 3aKOHOMEPHOCTEH
MHOOPMALIMOHHOTO  O0eCIedYeHUsl  YNpaBleHUs, TO3BOJSIONIMX  CHCTEMATU3UPOBATH U
GuKcHpOBaTh MEPBUYHBIC JAHHBIC, BBIABIATH [PUYUHHO-CIICJACTBCHHBIE CBSI3M  COOBITHI;
pa3sBUTHE y CTY/JEHTOB HABLIKOB COCTABJIEHUS JOKYMEHTOB, pa3pabOTKU JOKYMEHTAllMOHHbIX
dopM 1 hUKCUPOBaHUS YIPABICHUECKUX PEIICHUH U HH(OPMAIIHH.

3. KOMIIETEHIIMHX OBYYAIOUIETIOCsl, ®POPMUPYEMBIE B PE3YJIBTATE
OCBOEHUA JUCHUITJIMHbI <cHOPMATUBHOE O®OPMJIEHUE JIOKYMEHTOB»

OK-11 - Biageer OCHOBHBIMH METOJAMH, CIIOCOOAMH W CPEJACTBAMHU TOJTYYCHUS,
XpaHeHus, nepepadboTKu HHPOPMALMKU, UMEET HaBBIKM PadOThl C KOMITBIOTEPOM KaK CPEICTBOM
ylpaBiieHUs1 UHGOpMaIUei.

3Hamo:

-BUIbI U TOPAAOK OG(OPMIIEHUS OpraHU3alMOHHO-IIPABOBBIX, PACHOPAAUTE/IbHBIX U
MHGOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB;

-TpebOoBaHus K 0(OPMIICHHUIO JIEJI0BOI MEPENUCKU, XPaHEHUs! JOKYMEHTOB;

-[OPSAZ0K TOANOTOBKH KOMIIBIOTEPHBIX JOKYMEHTOB M ocoOeHHoctu padorbl CIIC
«I"apanT» u « KOHCYJIBTAHT ILIHOC ).

ymembp:

-COCTaBJIATh U OQOPMIISATH YIIPABIEHUYECKUE JOKYMEHThI B COOTBETCTBUH C TPeOOBAHUSIMHU
I'OCTa;



-COCTaBIATh M OQOPMIISITH OPraHU3ALUOHHO-IIPABOBBIE JJOKYMEHTBI, MH(OPMAIHOHHO-
CIpaBOYHBIC JOKYMEHTHI U PACIIOPSIUTEIbHbIE TOKYMEHTHI,

-IOATOTaBIMBATh JOKYMEHTBI C IOMOIIBIO KOMIIBIOTEPHOM TEXHUKH.

en1aoems:

-TEOPETUYCCKUMH H NIPAKTHYECKMMH OCHOBAMHU K 0OPMIIEHHUIO TOKYMEHTOB;

-YMEHUSIMH W HaBBIKAMH IIOJATOTOBKM M paboOThl ¢ OpraHu3allMOHHO-IIPaBOBBIMU
JOKYMEHTaMH,  HMHQOPMAIlMOHHO-CIPABOYHBIMH  JOKYMEHTAMH M  PACIOPSIUTE/ILHBIMH
JIOKYMEHTaMHu;

-nipakTu4ecKuMH HaBbIKaMu paboTsl CIIC «Iapant» u CIIC «KoHCyabTaHT mITIOC).

4. CTPYKTYPA U COAEPXAHUE JIMCHUITJIMHbI
«HOPMATUBHOE O®OPMJIEHUE JOKYMEHTOB»

O61as Tpy10eMKOCTh AUCHHUIUIMHBI COCTABIISAET 2 3aUEeTHBIE €IMHUIIBL, 72 Yaca.

Buasl yde6HOI paboThl, BKIIIOYAs DOPMBI TEKYILETO
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4.1. COAEP’)KAHUE TEM JJUCIHUITJINHbI
«HOPMATHUBHOE O®OPMJIEHUE TIOKYMEHTOB»

Tema 1. IlpaBuna odopMileHHSI TOKYMEHTOB. OpraHn3anmuoHHO-TIPABOBbIE
JAOKYMEHTBI.

3HayeHHe JOKYMEHTalldM B  YIPABIEHYECKOW JIEATEILHOCTH. MeCTo W poJib
JeJIONPOU3BOJCTBA B yIpaBieHHU. Jlenonpou3BoacTBO Kak (yHKIHUs ynpasieHus. [lonstue o
AokyMeHTax. (OYHKIMM JOKYMEHTOB B YIPABJICHHH CHCTEMBbI JOKYMEHTAMH. YHHUDUKAIMS
cuctem aqokymeHTHpoBaHus. ['OCTsI u HOpMaTUBBL. Buibl TOKYMEHTOB.

OpranuszaniMoHHble  JOKYMEHTHI. Bugopranu3anMoHHO-IIPaBOBBIX ~ JTOKYMEHTOB.
[IpumepHas CTpyKTypa HOPMATHBHBIX AKTOB: IOJIOYKEHHUS, YCTABBI, HHCTPYKIMH. OCOOEHHOCTH
NOATOTOBKH M O(QOPMIIEHHS OpPraHM3alMOHHBIXIOKYMEHTOB. OCHOBHBIE 3a7a4M KaJI0ro BHJA
JOKYMEHTA.

Tema 2. PacnopsauTebHbie H HHPOPMANHOHHO-CIIPABOYHBIE TOKYMEHThI.

[Tonarue u QyHKIMU OpraHu3alMOHHO-pacopsUTenbHOM jJokymeHTanud (OPJ1). Busl
OPJl. OpranuzanuonHsle JOoKyMeHTHL: YcraB, [lonoxenue, Wucrpykuuu. Ilopsaok wux
COCTaBJICHUS M UCIIOJIH30BAHUSI.

Pacnopsaurensuble 1okymeHTsl: [locranoBnenus, Pemenus, [lpukassl, Pacrnopsoxenus,
Vkaszanus. [Topsiok UX cOCTaBIICHHUS, TONUCAHHUS M UCIIOJIb30BAHMUS.

HasnavyeHnue u oopmieHre NprUKa3oB [0 OCHOBHOM J€SITEIbHOCTH.

MudopmanyonHo-cipaBounble  JOKyMeHTbl.  Buabl  HHGOPMALHOHHO-CIIPABOYHBIX
JNOKYMEHTOB (IOKJIaJHas 3alucka, ciaykeOHas 3amucka, OOBSICHHTENIbHAs 3alMCKa, CIIPaBKa,
NUCbMO, Tejerpamma, TeiaedoHorpamma, tene (daxc) u ap.). Odopmienue HHGOPMALKOHHO-
CIIPABOYHBIX IOKYMEHTOB.

Tema 3. Opranuszanus 1eJI0BO# MepenucKH.

S3BIK M CTUIIL OPUIMAIBHOTO MHCHMA, CTPYKTYpa JEIOBOrO MHUChMa (ACIIEKTHI IHChMa B
3aBUCMMOCTH OT BHJAAa U HH(OpMAIMHU, H3JIOKEHHOW B HeM).JlesoBasi mepernucka: MPUHIIHIIBI
COCTaBJIEHUAO(DUIINATIBHOTONIICEMA U CTPYKTypa CJIy)KeOHOrO MHUChbMa, STHKETHBIC PUTYaIbl,
CTUIb OQOPMIIEHHsI KaK oTpakeHHe MMH/ka OCHOBHBIE TPeOOBAHHUS K TEKCTY MHChMa, COCTaB
pPeKBU3UTOB. Buabl M oco0eHHOCTH JenoBOH  KoppecrnoHgeHIMH. CHHTaKCHC IHCbMA,
PEKOMEHIALMKU 110 UCIIOJIB30BAaHMIO HUGD U CIIOB, PEKOMEHJIAIIMU 0 MOCTPOSHUIO (pa3, cioBa-
COKpalleHus, MHGOPMATUBHOCTD U YO IUTEIbHOCTD, STUKET B JIEJIOBOM Nepenucke. Buasl miucem:
UChbMa-IIPUIIAEHUs, TUCbMA-IPOCHOBI, MHUCHhMa-IPEIOKEHUs, COMPOBOAUTEIbHBIE IHChbMA,
MCHbMAa-3anpocsl U T.J.).Mexaynapoansie nucbMa. CTaHAapThl MEXKITyHApPOJHONH OpraHu3alluu
no crangaprusanun (MCO) na odopmienue nepenucku. OTaenbHbIE TEKCThI MEXIYHApPOIHBIX
nuceM. PeKBU3MTBI MEXIyHApoAHOro nuchbMa. CpaBHUTENbHBIH aHAJIN3 PEKBH3HTOB IHCEM B
Poccun 1 peKBU3UTOB MEXKIYHAPOIHBIX ITHCEM.

Tema 4. XpaHneHue 10KyMEHTOB.

ITpaBuiia GopMUpPOBaHHS Pa3IMYHBIX KATETOPHH JOKYMEHTOB B jieia. OTBETCTBEHHOCTb
32 COXPAHHOCTH JOKYMEHTOB. [loHsiTHE «dKcnepTu3a IEHHOCTH JOKyMEHTOB». IlonsaTue
«opopmiienne nena». OcHOBHbIE TpeGOBaHUS, NpeabsiBIseMble K opopmienuto aei. [lomHoe u
yactyuHoe odopmienue Jnen. IlogmmBka gen. CocrapieHue 3aBEpUTEIBHOM —HAMIMCH,
BHyTpeHHel onucu. Odopmienue o010k aena. [IpaBuna nepenayu gen Ha XpaHEHUE B apXUB

Tema 5. Opranuzanus padoTsl ¢ KOHPHIEHIHATLHBIMH I0OKYMEHTAMH.

OcHoBbl 3akoHonaTenscTBa P® B obactu MHGOPMAIIMOHHON 0€30MaCHOCTH U 3aIIUTBI
unpopmanuu. IloHsTHEe W BuUABI HHGOPMALMH, 3AlMIIAEMON 3aKOHOAATEIBLCTBOM Pd,
l'ocynapcTBenHas TaifHa u cucteMa eé 3aumthl. KonduaenuuanbHas nHGopManus 1 e€ 3aliua.



Tema 6. IIpaBuia opopmiteHHsI TPYAOBBIX IOKYMEHTOB.

JIoOKyMeHTHpOBaHHE TMpollecca TPYAOYCTPOWCTBA Ha paboTy: COCTAaBJICHHE [AKeTa
JIOKYMEHTOB, cobeceloBaHUe, opopmiieHHE MpHKasa, 3anojHeHue JIMUHOro JMCTKA 10 YYeTy
kaapoB. OdopmiieHHEe TPYIOBOrO JA0rOBOpa. 3aK/IFOUEHHE M PACTOPIKEHUE TPYIOBOIO JOTOBOPA.
Odopmnenne mnpukasa o mepeBoje pabOTHHKa Ha Apyryro paboty mo dopme Ne T-5 (NeT-5a).
Odopmienne mpukasa O MpeIOCTaBICHAHM OTIycKa paboTHHKY 1o dgopme Ne T-6 (No T-6a).
Odopmienne mpukasza o NPeKpalieHu: TPYAOBOTO J0roBopa ¢ paboTHUKOM 10 popme No T-8.
Odopmienne JTOKyMEHTOB, HEOOXOAMMBIX JUIi KOMaHIMPOBKH: IPHKa3, CIy)KeOHOe 3a/aHue,
odopmiIeHHEe KOMaHIUPOBKH, 0TYeT. OdopMIIeHHE NUCHUILIMHAPHOTO B3bICKAHHSI.

Tema 7. J1eKTpOHHBII T0KYMEHT0000POT.

DTanbl pa3BUTUS U KJIACCHI CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa. XapakTeprcTHKa
OpraHu3alkdd CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO00OpOTa ¢ HMCHOJIBb30BAaHHEM TEXHOJOruu «ad-
hocy.  OpraHmsanust cuCTEM  3JIEKTPOHHOTO — JOKYMEHTOOOOpOTA — Kjacca — «groupwarey.
Opranusanys CHCTEM 3JIEKTPOHHOIO JoKyMeHTooGopora kiacca «docflowy. Kiaccudukanms
GyHKIMH CHCTEM OSJIEKTPOHHOIO [JOKYMEHTOOOOPOTa, IOJOKEHHAs B OCHOBY CpPaBHEHHUSL.
[lepeyenbr OCHOBHBIX POCCHHCKHMX pa3pabOTOK W  KOMIIAHHHA CHCTEM  JICKTPOHHOTO
JOKyMEHTO000pOTa, MpeACTaBIfomuX UX. OnpenesieHHe 3IeKTPOHHOW CUCTEMbI YIPABIEHUS
JNOKyMEHTOOOOpOTOM. 3ajayu, perraeMble MpU BHEJPEHUH JJIEKTPOHHON CHUCTEMBI YIpaBICHUS
nokymentooboporoM. TpeGoBanusi, mnpenbsiBasiempie k DCYJl. [lpuHnunel co3gaHus
JJIEKTPOHHOM CUCTEMBI YIIPABICHUS JOKYMEHTOOOOPOTOM.

Tema 8. Ocobennoctu padorsl CIIC «I"apant u CIIC «KoHCYIbTAHT IUIIOCH.
CnpaBounas npaBoBas cuctema Koncynprantl Litoc.CipaBounast mpaBoBasi cuctema ['apa
HT.

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MU

Pabora B MaJabIX rpynmax.

B Xxone mpakTU4ecKuX 3aHSATHI CTYAEHTHI pa3OMBAIOTCS Ha Malible TPYIIBI, Kaxkiaas U3
KOTOPBIX II0JIy4aeT OTAEIbHOE 3a/aHue (pelleHue MpPaKTUYecKo 3aJadyu, MpoOJIEeMHOU
CHTyalluu). B mpoiecce BBIMOMHEHHS 3aJaHHs CTYIEHTHI pacHpeIelsSioT MEKIy co0oil pony,
IIpHYEM TaKHUM 00pa3oM, YTOOBI B PEHICHHH IIPHHST yU4aCTHE KaX/Ibli U3 YJICHOB MaJIOW TPYIIIEIL.
3aTeM YYaCTHHKH MAJIOM TPYIIBl BBIIOJIHSIOT 3aJaHUsi W IPEACTABIAIOT IOJyYCHHbIC
pe3ysIbTaThl IPYTUM IPYIINIAM U IIPEroaBaTesIro

IIpobJieMHoOe 00y4yeHHe H PAa3BUTHH KPUTHYECKOT0 MBIIILICHHS.

B Xxoxe mpakTH4ecKHMX 3aHSTHH CTYJAE€HTaM IpejJlaraeTcsi BbICKa3aTh CBOE MHEHHE 10
psny npobieM. JIeKIIMOHHBIE M NMPAKTHYECKHE 3aHATHsS MpearnoJaratcs B Gopme cBOOOIHOH
JUCKYCCHH 110 TOCTABICHHOMY IPOOJEMHOMY BOIPOCY; BCE CTYIEHTHI W3Jarar0T CBOE€ MHEHHE,
33/1al0T BOIIPOCHI APYr APYry U IIPEMNOAaBaTeio; MOABOIS UTOT Oece/bl, IPEenoiaBaTellb U3jiaraet
CBOIO TOUYKY 3pEHHs 10 IpodiieMe, Mocie Yero ayuTopust GopMyIHpyeT OOIIUI BBIBOI.

MexaucuunjinHapHoe o0y4eHmue.

MHorue 5>1neMEHTH TUCHHUIUTMHBI IepeCceKaroTcsi ¢ JPYTHMH KypcaMH, OCBOCHHBIMH
CTyJIleHTaMM paHee. B npouecce oOydeHus cTyJeHTaM Mpe/iaraeTcss akTUBHO UCIOJIb30BaTh MIPH
PEIIEHUH KOHKPETHBIX 3a/lad MUMEIOIIUECs 3HAHHUS 110 CMEXHBIM AUCLHILUIMHAM, a TaKXKe JaeTcs
noapoOHas nHGopManus Kak OHH CMOTYT HCIIOJIb30BaTh MOJIyYECHHbIC 3HAHHSI IPH UCCIIE0BAHUH
JAPYTUX JUCHUIUIMH M HA MTPAKTHKE.

Onepexawmas caMocTosiTe/ IbHasi padoTa.

Tematuka JIeKIMOHHBIX W NPAKTHYECKHX 3aHATHH, CHOMCKH 00S3aTeNbHOH U
JIOTIOJIHUTENILHOU JIUTEPATyphbl JOBOASTCS 0 CBEJACHHMS CTYACHTOB 3apaHee, YToObl OHM MMEIU
BO3MO>KHOCTb U3Y4YHUTh HEOOXOAUMBIN MaTepHall 0 IPOBEACHUS ayIMTOPHBIX 3aHATHH.



HndopmannoHHO-KOMMYHHUKANMOHHbIE TEXHOJIOTUH.

Yacte nekunuoHHOro Marepuaia odopmieHa B BHae IpeseHTaiwi. J[o cBemeHHs
CTYACHTOB JOBOAATCS MpaBuia OGOPMIICHHS Mpe3eHTanui. Psg  3agaHuil  cryaeHTaMm
npejuiaraercsi ohQOpMHUTH B BUJIE TIPE3EHTAIIWHA.

6. OUEHOYHBIE CPEACTBA /UISI TEKYIIEI'O KOHTPOJISI YCIEBAEMOCTM,
IMMPOMEXXYTOYHOUW ATTECTALIMH 10 UTOI'AM OCBOEHMSI TAUCHMUILIMHBI U
YYEBHO-METOINYECKOE OBECIIEYEHUE CAMOCTOSITEJIbHON PABOThI
CTYJAEHTOB

6.1. OHEHOYHBIE CPEJICTBA AJISI TEKYIHIEI'O KOHTPOJISA YCIIEBAEMOCTH

@®opmamMH KOHTPOJISI OCBOGHHSI JUCHMIUINHBI «HopMaTuBHOE 0QOpMIICHHE TOKYMEHTOB»
SIBJISIFOTCS: TEKYIIMH KOHTPOJIb U IPOMEKYTOUYHASI aTTECTAIlHUS.

Texymmit KOHTPOJIb CTYIEHTOB MPOU3BOAUTCA BO BPEMS MPOBEICHHS JICKIMOHHBIX U
NPaKTUYECKUX 3aHSATHI B popme:

- YCTHBIX OTBETOB Ha BOIIPOCHI;

- IOJATOTOBKH JIOKJIAZIOB, IPE3EHTALIMM, HAITUCAHUE ICCE;

- BBIIIOJIHEHUE TECTOBBIX 3a/IaHUH.

JIONOTHUTENIPHO OLEHUBAIOTCS MOCEIIAEMOCTh, HMCIOJIHUTEIBHOCTh, HHUIMATHBHOCTD
CTyJICHTa, aKTHBHOCTh, CBOEBPEMEHHAS C/laya MMChbMEHHBIX 3aIaHUH.

KOHTpoJb OCBOEHHS IUCHHMIUIMHBI MPOU3BOJMTCS B COOTBETCTBMM M HAa OCHOBAHUH
«llosoXeHns: O PpEHTHHrOBOM CHUCTeME KOMIUIEKCHOW OIEHKH 3HAHHM CTYJEHTOB BO
BiiaaMMupckoM rocynapcTBEHHOM YHUBEPCHTETe MMeHHM Auiekcanapa I 'puropsesuua u Hukosnas
['puropeeBrya CToIeTOBBIX». PeHTHHI-KOHTPOIM TPOBOASTCS B OPME KOHTPOJIBHBIX padoT 110
U3y4YeHHOMY MarepHally, B KOTOpPbIE BKJIIOUEHBI KaK TEOPETHUYECKUE BOIPOCHI, TAK U TECTOBBIE
3aJlaHusl.

[IpomexyTouHas artecrauus no aucuuiutnie «HopmaruBHoe 0hOpMIICHHE TOKYMEHTOB»
npoxoauT B (opMe 3adera, 1O Ouieram, KOTOpbI BK/IOYaeT B ceOsi OTBET Ha OJUH
TCOPETHYECKHI BONIPOC U PEIICHUE IPAKTHYECKOTO 3aaHHUs.

PETUHI - KOHTPOJIb Ne 1.
KonTpoabnast padora Ne 1.
Kpamrxo (8 npedenax 3-x npeonosicenuii) omeemvme Ha KAHCObLI U3 NOCMABIEHHBIX B0NPOCOB.

Bapuanr 1
Buzibl opranu3anmoHHO-IIPABOBBIX JOKYMEHTOB.
IIpaBuna odopmineHns yupeuTeIbHOrO J0T0BOPA.
IIpaBuna odpopmienus ycraga.
[IpaBuna odopmiaeHus JOKHOCTHOM HHCTPYKITHH.
[Topsiiok MOArOTOBKYM MpHKa3a.
[lopsiiok MOATOTOBKY pacOPsIKEHHUSI.
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Bapuant 2
Bu bl ”HPOpMaMOHHO-CITPAaBOYHBIX JIOKYMEHTOB.
[Topsiiox opopMIeHUS TOKIATHON 3aIUCKH.
[Topsnok odopmieHns: OOBACHUTETBHOM 3aITHCKH.
IMopsinok odopmnenns 3aKOYeHus.
®opMbI 1€10BOM MEPEITUCKH.
Odopmienue 1enoBoro nmuchbMma.
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PEUMTUHI - KOHTPOJIb Ne 2.
KonTpoannast padora Ne 2.

Kpamko (6 npedenax 3-x npeonodcenuil) omeemovme Hd KANCObIU U3 NOCMABICHHBIX 8ONPOCOE.
Bapuanur 1

1. CocraB 10KyMeHTalIbHOTO (HOHA.

2. O6ure npuHIMIBI GOPMUPOBAHUS L.

3. OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

4. OdopmiieHHEe JOKYMEHTOB M J€JI K YHUYTOXXEHUIO Ha JUIMTEJIBHOE M IOCTOSHHOE
XpaHEHHUE.

5. ObecnieueHne COXpaHHOCTH JIOKYMEHTOB.

6. DJIEKTPOHHbBIE JOKYMEHTbI B apXUBaXx.

Bapuant 2

DOopMBI UCTIOJIB30BAHUS IOKYMEHTOB U3 apXUBHOIO (JOH1a OpraHu3alum.
[Topsi1ok BbIIa4y apXUBHBIX JI€J1 HA PYKH.
be3onacHOCTh eHHBIX HHPOPMALIMOHHBIX PECYPCOB.
[ennast unpopmanus U KOH(UICHUUATIbHBIE TOKYMEHTBI.
Pernamenranus coctaBa KOH(PpHUACHIMAIBHBIX CBE/IEHUN U JJOKYMEHTOB.
[Topsinok  paboTbl  UCHOJIHUTENEH ¢  KOH(MUICHUUAIbHBIMU  JOKYMEHTAMH U
Marepualamu.

7. ®opmupoBaHue, oQOpMIIEHUE UM XpaHEHHE JAEJ, COJEpKalluX KOH(QUACHIHAIbHbIX
JIOKYMEHTOB.
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PEUTHHI - KOHTPOJIb Ne 3.
KonrpoabHas padora Ne 3.
Kpamiko (6 npedenax 3-x npeonoxcenutt) 0omeemome Hd KaHCObIU U3 NOCMABICHHBIX 6ONPOCOS.!

Bapuant 1
CtpykTypa KaapoBoi HH(GOPMALMOHHO- JOKYMEHTAMOHHON CUCTEMBIL.
TexHonOrnM JOKYMEHTUPOBAHUS ITpHEMa I'PaXkiaH Ha padoTy.
CocraB JOKYMEHTOB, HEOOXOAUMBIX IS pELIEHHs BOIIPOCa O IpUeMe Ha padoTy.
3aKJIoueHue TPYA0BOI0 JOrOBOpa (KOHTPAKTA).
OdopmiieHne npukasa o npueme Ha padboty.
CocTaB npoueyp U JOKYMEHTUPOBaHUE IIEPeBO/1a COTPYIHUKOB Ha JIPYTyio padoTy.

e

Bapuanr 2
1. JlokyMeHTUpOBaHUE MPOIIEAYPbl YBOJIbHEHUS padOTHUKA.
2. OcoOeHHOCTH YBOJIBHEHUs pabOoTHWKA, 00JaJaroero 3HaHueM KOH(HUIEHIUATIbHON
UH(pOpMalUU OpraHU3aluH.
3. ®opmupoBaHUE JUYHOI'O JIejIa COTPY/IHUKA.
4. JIoKyMEHTUPOBAHHUE yuyeTa U OTUYETHOCTHU 110 KaJIpaM.
S. 3ammTa nepcoHaIbHbBIX TaHHBIX B KaJpOBOH ciryxo0e.
6. Pa3Mmelenue opraiusanuu padbl KaapoBOi Cl1yxKObI.

6.2. OUEHOYHBIE CPEJICTBA JIUISI IPOMEKYTOYHOM ATTECTALUMU 10
UTOI'AM OCBOEHMUS JUCIMUITJIUHDBI
Bomnpocsi k 3auery no aucuunianHe «HopmatusHoe oopmiieHne 10KYyMEHTOB
1. CoctaB peKBU3UTOB U JIOKYMEHTOB.
2. bBrnaHK J1OKYMEHTOB.
3. Buabl opraHn3anMoOHHO-IIPABOBBIX JOKYMEHTOB.



IIpaBuia opopmiieHHs yUpeUTEIBHOTO J0r0BOPA.
[IpaBuia opopmienus ycrasa.

ITpaBuna opopmiteHHs TOKHOCTHON HHCTPYKIHH.
Busl pacniopsiaiuTeIbHBIX JOKYMEHTOB.

ITopsi10K OATOTOBKH MpHKa3a.

ITopsiiok OArOTOBKH pacropsyKeHHUs.

. Ornnune npukasa ot pacropsiKeHHsI.
. Buzel nHGOpMaMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

[Mopsinox odopmieHHs IPOTOKOJIA 3aceIaHusl.

. Ilopsanok ohopmienus akra.

. Iopsanok ohopMieHus TOKIaTHOMN 3aIUCKH.

. Iopsanok ohopmieHUs! 00BSICHUTEIBHOM 3AIIUCKH.

. Iopsanok opopMieHus 3aKTFOYCHHS.

. DOpMBI 1EI0BOW MEPEITHUCKH.

. Odopmienne 1en0Boro mucpMa.

. TpeGoBaHMsI K TEKCTY [1€I0BOTO MTUCHMA.

. Buzpl 1 pa3HOBHIHOCTH JICJIOBBIX ITHCEM.

. CocraB 1oKkyMeHTaIBHOTO (POHIA.

. O0mue npuHIUIB GOpMUPOBAHHKS €.

. OneparuBHOE XpaHeHHE TOKYMEHTOB.

. Homenxknarypa nen opranusanuu.

. OneHka 3HaYMMOCTH IOKYMEHTOB M CPOKOB XpaHEHHUS.
26.

XpaHeHHe.
27,
28.
29,
30.
31.
92
33.
34,

O(i)OpMJ'ICHI/IC AOKYMEHTOB U €] K YHHYTOXCHHIO HA IATCIBHOEC H IIOCTOAHHOE

Obecnedyenne cOXpaHHOCTH TOKYMEHTOB.

DJIeKTpOHHBIE TOKYMEHTHI B apXHBAX.

@opMBI HCIIOTIB30BAHUS JOKYMEHTOB W3 apXUBHOTO (DOHIA OpraHU3aIliH.

ITopsiiok BbIIa4YM apXUBHBIX J€J1 HA PYKH.

be3onacHOCTb IeHHBIX HHOPMAITHOHHBIX PECYPCOB.

Ilennas uapopManus u KOHGHICHIIMATbHBIE JOKYMEHTBIL.

PernameHTanus cocraBa KOHQHUACHIIHATLHBIX CBEJIEHHH U JIOKYyMEHTOB.

ITopsaok pabGoTel HUCHONHUTENEH ¢ KOHQUACHIHAILHBIMA JIOKYMEHTAMH H

MaTepuaIamMu.

35
36:
3%.
38.

ITOTOKOB.

39.

[ToToKM KOHOHICHIMATIBHBIX IOKYMEHTOB.

Texnonornueckas cucrema 00padOTKH KOHPUICHIIHATBHBIX JTOKYMEHTOB.
Texnonoruueckas cxema 00pabOTKH TOKYMEHTOB BXOJIHOTO MOTOKA.
Texnonornueckas cxema 00pabOTKM JOKYMEHTOB BBIXOJHOTO M BHYTPEHHEIO

@®opmupoBanue, 0QOpMICHHE U XpaHEHHE e/, COJACPKAIIUX KOH(HUICHIIHATBHBIX

JAOKYMECHTOB.

40.
41.

CrpykTypa KaapoBoil HHPOPMAIHOHHO- IOKYMEHTAIIHOHHON CHCTEMBI.
Texnomoruu JOKyMEHTHPOBAHUS TIpHUEMa IpakiaH Ha paboTy.

CocraB AOKYMCHTOB, HCO6XOIII/IMI>IX JJIsT pCHICHH A BOIIpOCa O IIpUEME Ha pa60Ty.

42,
43.
44,
45,
B3BICKAHMH.
46.
47.

3aKiroueHue TPyIOBOTO JOrOBOpa (KOHTpaKTa).

Odopmienne npukasa o mpueMe Ha padoTy.

CocTaB npouenyp # JOKYMEHTHPOBAHHUE MIEPEBO/Ia COTPYAHHKOB Ha APYTyIO padoTy.
JloKkyMeHTHpOBaHHE TIOOIIPEHHsS pPAOOTHHUKOB M HAIOXKEHHS IUCIUIUTMHAPHBIX

JloxyMeHTUpOBaHNe NPOLEAYPhl YBOJIbHEHHUS pabOTHHKA.
OcoOeHHOCTH yBOJMBHEHHUS pabOTHHKA, 00JaJarOIIEero 3HaHHEeM KOH(HICHI[HATbHON

UHGOPMAIK OpTaHU3ALIUH.

48.
49.
50.

DopMHUpOBaHUE JIMYHOTO JIeJIa COTPYAHHKA.
JIOKyMeHTUpOBaHHE y4yeTa U OTYETHOCTH 110 Kajpam.
3alUTa NepCcOHAIbHBIX JAHHBIX B KAJPOBO# CIIyx)Oe.



51. Pa3smernenue opranusanuu padbl KaapoBO# CI1yKObI.

52. KomnbroTepHble CpecTBa MOrOTOBKU JOKYMEHTOB.

53. Komno3uuuoHHas CTpyKTypa TEKCTa JIOKYMEHTOB.

54. OcHOBHBIE JTalnbl  KOMIIBIOTEPHOW  MOATOTOBKM  TEKCTOBBIX  KOMIIOHEHTOB
JJOKYMEHTOB.

55. TloaroToBka TabIuIl B TOKYMEHTaX.

56. CnpaBouHo-1paBoBasi cucteMa «KOHCYIbTaHT MITHOC».

57. CnpaBouHo-nipaBoBas cuctema «l'apanT».

BAPUAHTBI IPAKTUYECKUX 3AJJAHUMN HA 3AYET

1.YUro BrIrOYaeT B ceOst MOHSTHSI «MHDOPMALIHSY, «IOKYMEHT», «PEKBU3UT JIOKyMeHTa»?
. B uem 3akmouaercs ropyuanyeckas cuiia JoKymeHTa?
. Uro u3yyaeT IuCUMILIMHA «JOKYMEHTAIIMOHHOE 00eCcIieueHre YIipaBIeHus»?
. Kakue pyHKIMU BBITOTHSET JOKYMEHT?
. Uto npexacraniser coOOH MOHITHE «CHCTEMA JOKYMEHTALNH»?
. B yem cymHocTh yHUUKAUKMU U CTaHAAPTU3ALUU JIOKYMEHTOB?
. Kakue ynnpuunpoBaHHble CHCTEMBI IOKYMEHTAIlMU BbI 3HaeTe?
. Kakue tpeboBanust npeabsiBasitoTest K 0pOPMICHHUIO JJOKYMEHTOB?
9. Kakue TpeboBaHuUs MPeabSBISIOTCS K 0QOPMIICHUIO OPraHU3alMOHHbBIX JOKYMEHTOB?
10. Kakue TpeOoBaHUs MPeIbABISIOTCS K 0QOPMIECHUIO PACTIOPSIUTEIIBHBIX JOKYMEHTOB?
11. Kakue TpeGoBaHus NpeIbsBISIFOTCS K 0QOpMIEHUIO MHPOPMALIMOHHO-CITPABOYHbIX
12. KakoB cueHapuil 10JroTOBKH cl1ykeOHOro nuchbma?
13. B yem 3axsttoyaetcst JOKYMEHTHPOBAHUE KOJIJIETMaIbHON 1€ TEIbHOCTH?
14. Kak opopmIisitoTcsi TPOTOKOJIbI U BBINUCKU U3 HUX?
15. Yto npescranisier coOoi KoH(UIGHITHAILHOE AEIONPOU3BOICTBO?
16. Uro npencrasnsier codoi ciayxda JJOY?
17. Yro npeacrasiisieT co00H JOKYMEHTOOOOPOT yupeKIeHUs?
18. Kak oopmisitoTcst BXOASILIIUE TOKYMEHTbI?
19. Kak ogopMIIsitOTCS UCXOSIINE U BHYTPEHHUE JOKYMEHThI?
20. Kaxue crnocoObl COBEpUICHCTBOBAHUS U COKPALIEHUs JIOKyMEHTOO0OpOTa Bam
M3BECTHBI?
21. Yro npencranisier coOOH 2MEKTPOHHAS KaHLEIspust?
22.B ueM 3aKiioyaloTCs 3aJayd  PErUCTpaluy  JIOKYMEHTOB, M Kakue CrocoObl
perucTpanuy BamM U3BECTHbBI?
23. Buasl cnykeOHBIX MUCEM U CLIEHApUi MOATOTOBKY CIIyKeOHOro nucbma’?
24. KakoBo 3HaueHue M 00JacThb NPUMEHEHUs ONMCEN JieJl OCTOSSHHOIO U BPEMEHHOI'0
(cBoimre 10 sieT) CpoKOB XpaHeHus1?
25. Yro npeacrapiset coOoit YHUUIMPOBAHHAS CUCTEMa KaJAPOBOM JOKYyMeHTaIun?
26. Kakoe 3HaueHHne uMmeeT m3o0pakeHue repdba u sMOIeMbl Ha OIaHKe JIOKyMEHTa, KTO
SBJISIETCS. «aBTOPOM JIOKYMEHTa» U UTO B HETO BXOJUT?
27. KakoBbl npaBuiia GOpMUPOBAHUS U XPAHEHUS [T B TEKYIIEM JI€JI0IPOU3BO/ICTBE?
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6.3. YY4EBHO-METO/IMYECKOE OBECITEYEHUE CAMOCTOSITEJIbHON
PABOTHI CTYAEHTOB 110 JUCHUITJIMHE «HOPMATHUBHOE O®OPMJIEHUE
JOKYMEHTOB»

CamocrositenpHas pabora CTyAeHTOB no aucuumuinie «HopmatuBHoe odopMmiieHne
JOKYMEHTOB» (GOPMUPYET HE TOJHKO COBOKYITHOCTH YMEHHH M HaBBIKOB, HO U MPOQecCHOHAIBHO
B@OXHbIC KadecTBa creyuanucta. B mporecce camMocTosTeNbHOW paboThl OCYILIECTBIIsETCS
H3y4YeHHUEe CTYJACHTOM y4eOHOW M HayyHOH JMTepaTypbl B paMmKax 3aJaHHbIX TeM. Pabora Han
JIUTEPATYpOi MpUHECET MAKCUMAJbHYIO MOJb3y JIMIIL B TOM clyyae, €ciad ydalluiics He
OIPaHUYUTCS OETIIBIM 03HAKOMIIEHHMEM ¢ UCTOUYHUKAMHM, @ JIOCTATOYHO JIOCKOHAIBHO U3YUHT UX. B
yjeaie xejaTejbHo, 4To0bl paboTa ¢ UCTOYHUKAMH CONPOBOXK/IAach COCTABICHUEM 0o0Jiee Uiin
MEHee pa3BepHYTOro KoHcnekTa. [Ipy cocTaBiieHnn KOHCIEKTa peKoMeH, 1yeTces oOpaiars 0codoe



BHUMAaHHE Ha TOHATHS W TepMHUHBL [Ipm 3TOM BaxHO He 3ay4yMBaTh MX aBTOMATHUYECKH, a
IBITATbCS MTOHATH M YSICHUTD I Ce0sl CMBICTT 3TUX TEPMHHOB.

CamocrosiTenpHast paboTa CTyJEHTOB MPEANOJIaraeT CaeAyIOIMe BUIbL:

1.Benenne TepMHHOIOTHYECKOTO CI0OBApS.

2.W3y4eHue psaaa TeOPETHIECKUX BOIPOCOB, UCIIOIB3Ysl HAYUHYIO JTUTEPATYPY 10 JAHHOM
JUCIUTLIHHE.

3.Pemenne u cocraBieHwe 3agay no gucuuiuidEe «HopmartuBHOe opopmileHHE
JIOKYMEHTOB>.

ITpoBepka caMOCTOATENBHON paboThl OCYIIECTBIISETCS TPENOIABATEIEM Ha PAKTHYECKHUX
3aQHATUAX U MHIMBUIYAJIBHBIX COOECETOBAHUAIX CO CTYACHTAMH.

Tema 1. IlpaBnia odpopmienus 10KymenToB. OpraHu3alMOHHO-NPABOBbIE J0KYMEHTbI

Bonpocsk! 11si caMOKOHTPOJIsE:

CocTtaB peKBU3HUTOB U JTOKYMEHTOB.

bnank noxymeHTOB.

Bunp! oprann3aninoHHO-1IPaBOBEIX JTOKYMEHTOB.
IIpaBuna opopmieHHs yIpeUTETIBHOTO JOTOBOPA.
IpaBuna opopmiienus ycrasa.

I1IpaBuna oopMiIeHus JOHKHOCTHONW HHCTPYKIIAH.
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Temsl pedepaToB u 10K1210B:

1. Mcropus nenonpousBojcta B Poccun.

2. CTpyKTypa ¥ IITaTHasi YUCIIEHHOCTh OPraHu3al|u.

3. IlonoxxeHue 0 CTPYKTYPHOM IIOpa3/Ie/IeHHU OPraHU3alluy.

Tema 2. PacnopsiauresibHbIe H HHPOPMAIHMOHHO-CIIPABOYHbIE JOKYMEHTBI

Bomnpocs! 1151 caMOKOHTPOJIs:

Buzpl pacnopsauTebHbIX JOKYMEHTOB.
[opsiiok NOAroTOBKYM MpHKa3a.

[Topsimok NOATOTOBKH pacriopsHKEHHUS.

Otnn4ue npukasza oT pacrnopsKeHus.

Buae! H”HGOpPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
[Topsimok odopmiteHHs! TPOTOKOIIA 3aceIaHusl.
[Topsinox odopmiteHust akra.

[Mopsinok odopmiteHUs TOKIIaAHOM 3aIIUCKH.
[Mopsimok odopmiteHUS] 0OBACHUTEIBHOM 3aAIIUCKH.
10 [opsinok odopmiteHHs 3aKITIOUCHHS.
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Tembl pedepaToB u 10KI210B:

. [lopsaok cocraBineHus peyIOKEHHS KaK PasHOBH/IHOCTH CIIY)KEOHOM 3aITUCKH.
Iopsinok coctaBnenus ¥ 0OPMIIEHHS CBOJIKH.

Iopsinok cocTaBieHus: 1 0QOPMIICHHS TIEPEYUHS.

Iopsimok cocTaBneHus ¥ 0GOPMIIEHHS CITUCKA.

[Topsinok cocTaBneHus 1 0GOpPMIICHHS OT3HIBA.

T

Tema 3. Opranusanus 1e/10BOi MepPenucKn

Bonpocsl 1151 caMOKOHTPOJIsE:

1. ®opMbI J€10BO# MEPETUCKH.

2. OdopmieHue 1eI0BOro MUCHMA.

3. TpeboBaHus K TEKCTY AEIOBOTO MUCHMA.
4. Buzbl ¥ pa3HOBUIHOCTH JIEJIOBBIX ITHCEM.



Templ pedpepaToB u K0K12/10B:

ITncpMeHHas KOPPECIOHICHIIHS: TIOYTOBBIM KOHBEPT, MAPKHUPOBAHHBIN KOHBEPT.
Buibl nOYTOBBIX OTIIPaBJIEHUIA.

KOHTpONBHBIE CPOKH POXOXKICHHS MHCBMEHHON KOPPECIIOHIEHIIUH.

Iopsnox odopmiteHus TenedOHOrpaMMBIL.

Iopsinox opopmiteHus Gakcorpammal.

Coo01ieHus 31eKTPOHHOM MOYTHI.
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Tema 4. XpaHeHHne J0KyMeHTOB

Bonpocel 17151 caMOKOHTPOJIs:

CocraB noxymeHTanbHOrO GoH/A.

O61re nprHIKIB GOPMUPOBAHHUS €.

OnepaTuBHOE XpaHEHHE TOKYMEHTOB.

HomeHnknaTypa fes opraHu3aiiu.

Onenka 3HaYMMOCTH JOKYMEHTOB U CPOKOB XPaHEHHUS.

OdopmeHne TOKYMEHTOB W Jell K YHHYTOXKEHHIO Ha JUIMTEJIbHOE W IOCTOSHHOE

Qv Lh g b b =

XpaHEHHe.
7. ObecnieyeHrne COXPAHHOCTH JTOKYMEHTOB.
8. DIIEeKTPOHHBIE JOKYMEHTHI B apXHBaX.
9. ®opMbI HCTIOIB30BAHHS TOKYMEHTOB U3 apXHBHOI0 (hOH/1a OpraHu3allkH.
10.  Tlopsimok BblTa4u apXHBHBIX €/ HA PYKH.

Tems! pedpepaToB u 10K1a10B:

1.0cobeHHOCTH HOPMHUPOBAHHUS B Ji€jla HEKOTOPBIX IPYIII JOKYMEHTOB.
2. IloHsATHE MITAHOBOHM TOKYMEHTAIUH.

3. IloHsATHE CTAaTHCTHYECKON JTIOKYMEHTALIUH.

4. OpopmieHne U BeleHHEe HOMEHKIIATYPBI JIET.

5. TumnoBele ¥ BeJOMCTBEeHHbBIE [lepeuHu TOKYMEHTOB M UX 3HAYEHHE.

Tema 5. Opranuzanusi padoThl ¢ KOHPHIEHIHAILHBIMH TOKYMEHTAMHU

Bonpoce! 17151 caMOKOHTPOJIs:

1. be3onacHOCTb IEHHBIX HH)OPMAIIHOHHBIX PECYPCOB.

2. Ilennas uHbopMalys 1 KOHPUICHIHATBHBIE IOKYMEHTHL

3. PernamenTanus cocraBa KOH(GpUICHIHAIBHBIX CBEIEHUN U JOKYMEHTOB.

4. Ilopsgok pabGOTBI  HCMOJHHTENEH ¢ KOHQHICHUMAIBHBIMA  JOKYMEHTaMH |
MaTepuaIamMH.

5. IloToxu KOH(UAEHITHATBHBIX JOKYMEHTOB.

6. TexHonoruveckas cucremMa oOpabOTKH KOH(UIAEHIHATILHBIX JOKYMEHTOB.

7. Texnonoruyeckas cxema 00pabOTKH JOKYMEHTOB BXOJHOI'O MOTOKA.

8. TexHonormueckas cxema 06pabOTKU JOKYMEHTOB BBEIXOJIHOIO U BHYTPEHHETO TIOTOKOB.

9. ®opmupoBanue, obopMIIEHHE W XpaHEHHWE JeJl, COAEPKAIMX KOHQHICHIHAIbHbIX
JOKYMEHTOB.

Tempbl pedpepaToB u goKIa10B:

1. JIokymeHTHpOBaHHE KOH(HICHIIMATBHBIX CBEICHHUH.

2. W3roropienne KOHQUACHIHAIBHBIX JOKYMEHTOB.

3. O6paboTKa M31aHHBIX JOKYMEHTOB.

4. MucTpykuus no o6paboTke U XpaHEHHIO KOHPHUACHIIHATBHBIX JOKYMEHTOB (UPMBI.



Tema 6. IlpaBnia opopmiieHust TPYI0BBIX TOKYMEHTOB

Bomnpocs! auist caMmokoHTpo.IS:
CrpykTrypa kaapoBoi HHPOPMAIIHOHHO- JOKYMEHTALMOHHOM CHCTEMBI.
Texnonoruu 1OKyMEHTHPOBaHHMS TIpHEMa TPaKIaH Ha padoTy.
CocTaB 10KyMEHTOB, HEOOXOUMBIX ISl PELIEHUS BOIIPOCA O IIPUEME Ha padoTy.
3akjI0oueHHe TPYIOBOTO JOrOBOpa (KOHTPAKTA).
Odopmienue npukasa o npueMe Ha padoTy.
Cocras nponeayp 4 JOKyMEHTHPOBAHHE MIEPEBOIA COTPYAHUKOB Ha JAPYIYIO paboTy.
JIOKyMeHTHpOBaHUE MOOLIPEHHsT pPAOOTHUKOB M HAJIOKEHHS UCIHIIHHAPHBIX
B3BICKaHUU.

8. JlokyMeHTHpOBaHUE MPOLEAYPbl YBOJbHEHHUS pabOTHHKA.

9. OcobeHHOCTH YBOIBHEHHs pabOTHHKA, 00JaJalomero 3HaHHEeM KOHQHICHIIHATIbHON
UHpOPMAIIMK OpraHU3aIHH.
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10.  ®opmupoBaHHe JTUYHOTO Jiea COTPYAHUKA.

11.  JlokyMeHTHpOBaHHUE yueTa U OTUYETHOCTH IO KaJpam.
12, 3amwuTa nepcoHaNbHBIX JaHHBIX B KaAPOBO CiIyxKOe.
13.  Pa3memenue opranu3zaimu padbl KaIpoOBOM CIIykKOBbI.

Temsl pedpepaToB u 10K1210B:

. HopMaTuBHas 1 HOpMaTHBHO-CIIPaBOYHAS JTOKYMEHTAI[HS.
IInanoBas noKymMeHTaIusI.

Opranu3anroHHO-IIpaBOBast JOKYMEHTAIIHUS.
IlepconanbHas TOKyMEHTALIHSL.

PacnopsiiutenbHas JOKyMeHTAIIHS.

KOHTpOJIb 10CTOBEPHOCTH TIEPCOHAIBHBIX JIOKYMEHTOB.

O U R W

Tema 7. Di1eKTpOHHBII T0KYMEHTO000POT.

1. Dramel pasBUTUS H  KJIACChl CHCTEMBI  BJIEKTPOHHOIO  JOKYMEHTO00OpOTA.
XapakTepucTHKa OpPraHM3allMd CHCTEM DIIEKTPOHHOTO JIOKYMEHTOOOOPOTa ¢ MCIOJIB30BAHHEM
TexHosoruu «ad-hoc».

2. OpraHu3anus CHCTEM 3JIEKTPOHHOTO JIOKYMEHTOOOOPOTa Kilacca «groupware.
OpraHu3zalys CHCTEM 3JIEKTPOHHOTO JJOKyMeHTo000poTa Kiacca «docflown.

3. Knaccuduxanus GyHKIHHA CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO0O0POTa, MOJI0KEHHAS B
OCHOBY cpaBHeHHs. llepeueHb OCHOBHBIX POCCHUMCKHX pa3padOTOK M KOMIIAHWUH CHUCTEM
3JIEKTPOHHOIO JOKYMEHT0000POTa, MPEICTABIISIONINX HX.

4. OmpenelieHne >JIEKTPOHHOH CHCTEMBI YIIPABJIEHUS JOKYMEHTOOOOpOoTOM. 3ajauH,
pelaeMble IIpM  BHEAPEHMM 3JIEKTPOHHOW CHCTEMbI YIPAaBJICHHS JOKYMEHTOOOOPOTOM.
TpeboBanus, npexbspisembie k ICY/I.

5. IIpuHIUTIBI CO3aHUS INEKTPOHHOM CHCTEMBI YIIPABICHUS JOKYMEHTOOOOPOTOM.

Bonpoce! 11 caMoKoOHTpoOIA:

1. KomneroTepHsle cpeicTBa MOArOTOBKH IOKYMEHTOB.

2. KoMno3unuonHast CTPYKTypa TEKCTa JOKYMEHTOB.

3. OCHOBHBIE 3TaIlbl KOMIIBIOTEPHOM MOJATOTOBKH TEKCTOBBIX KOMIIOHEHTOB JJOKYMEHTOB.
4. IloaroroBka TabauIl B JOKYMEHTaX.

Temsl pepepaToB u 10K1210B:

1. Texnuueckue cpeacTBa, HCIOIb3yEMbIE IIPU CO3JJAHUH U 0OpabOTKE JOKYMEHTOB.
2. CpencrBa cocTaBeHHs ¥ U3TOTOBJIEHHUS TEKCTOBBIX M TAOIMYHBIX JOKYMEHTOB.
3. CpezncTBa KONMMPOBAHUS U THPAKUPOBAHHS JOKYMEHTOB.

4. Cpencra Mukporpaduu.



5. MHCTpYKTHBHO-METOIMYECKHE MaTepHallbl, periiaMeHTUPYIOIINE npaBuia
Oe30macHOCTH pabOThI ¢ TEXHMYECKUMH CPEICTBAMH.

Tema 8. Ocodennoctn padornr CIIC «Mapant» 1 CIIC «KoHCYAbTAHT IUIIOCH.

Bonpocs! 1151 camokoHTpOIS:
1. CnipaBo4HO-1IpaBoBast cucteMa «KOHCYJIBTAHT ILTHOC.
2. CpaBo4YHO-TIpaBoBasi cucTeMa «I apanT».

Tembl pedpepaToB u K0KI210B:
1. Pa3HOBHAHOCTH cpaBOYHO-IIPABOBBIX cucteM B Poccuiickoit deepanuu.
2. OTIn4MsI CIPaBOYHO-TIPABOBBIX CHCTEM.

6.4. CIELIMAJIBHBIE YCJIOBUS NPOBEJEHUSI TEKYIIETI'O KOHTPOJIS
YCIIEBAEMOCTHU U IPOMEXYTOYHOU ATTECTAIIUU JIUISI OBYYAROLIUXCS
C O'PAHUYEHHBIMHA BO3MOXKHOCTSAMMU 310POBbSI

B coorserctBun ¢ Ilonoxenuem «O TOpsAKe OpraHu3aiid ©  OCYIIECTBIICHUS
00pa3oBaTeNbHOM IEATENBHOCTH [UI WHBAIMIOB M JIMI[ C OIPaHHYEHHBIMH BO3MOXKHOCTAMH
3I0POBbsI», yTBEpPXKAECHHbIM [Ipukazom ot 21.01.2016 Ne 12/1 Bal'V, ans oOyuarommuxcs ¢
OrPaHUYCHHBIMH BO3MOXXHOCTSIMHU 310POBbs IIPEyCMOTPEHbI CIIEIIMATIbHBIE YCIOBHS ITPOBEACHUS
TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH ¥ IPOMEKYTOYHOM aTTeCTallUu.

IIpp OCBOGHMH JUCHHUIUIMHBI HMCHOJB3YIOTCS pa3jIMuHble COYETAHHsS BUIOB y4YeOHOMU
paboTel ¢ MeTofaMu U GopMaMH aKTHBH3AIMK MO3HABATEILHON JEATENHLHOCTH OO0YYAIOIINXCS
JUISL TOCTHDKEHHUS 3allJJaHMPOBAaHHBIX pPE3y/IbTaToB 0OydeHHs U (OPMHUPOBAHUS KOMIIETEHIIHH.
®opma mpoBeIeHUS TPOMEXYTOUHOM W MTOTOBOM aTTECTALMHU I 00YYaOIIMNXCs-HHBATH/IOB U
JIMI{ ¢ OTPAHUYCHHBIMH BO3MOXHOCTSIMH 3/10POBbsSI YCTAHABJIUBACTCS ¢ YUETOM MHJMBU/YaJIbHbBIX
ncuxodu3nogoruueckux ocobennocrei. [1o uunoi npocsbe 00y9aroIerocss ¢ OrpaHAYCHHBIMU
BO3MOXKHOCTSIMH  370pOBbsl 1O jgucuuiimHe «HopmaruBHOe odopmiieHHEe JTOKYMEHTOB»
IIpeyCMaTPUBACTCS:

-3aME€Ha YCTHOT'O OTBETA HA MUCHMEHHBIA OTBET (Ha MPAKTUYECKOM 3aHSATHH, NIPHU Claye
PENUTUHT-KOHTPOJISA, 3a4eTa);

-YBEJIMYCHHE MPOJODKATEILHOCTH BPEMEHH Ha BBINIOJIHEHUE 33JaHUH PEUTHHI-KOHTPOJIA,
3a4era;

-IIpH IOABEJIECHHH PE3YJIbTATOB IPOMEXKYTOUHOW aTTECTALlMM CTYIEHTOB BBICTABIIAETCS
MaKCHMaJIbHOE KOJIMYECTBO OAIIJIOB 3a IMOCEIIAEMOCTh ay IMTOPHBIX 3aHATHM.

7. YYHEBHO-METOJUYECKOE U UTHOPOPMAIIMOHHOE OBECIIEYHEHUE
AUCHUIIJINHBI <HOPMATUBHOE O®OPMJUIEHUE JIOKYMEHTOB»

a) OcHoBHas IMTEpaTypa

1.bacakoB M.U. [lenompou3Boactso [JlokymMeHTanMOHHOE OOeCrieueHne YIpaBiIeHHs]:
y4eonuk / M.U. bacakos, O.1. 3amsbirkosa. - M3a. 14-¢, nepepad. - Pocros u/Jl: ®enuke, 2014. -
376 ¢.

2Kynses H.H., [JIémymkun A.C. KonduaeHnHaIbHOE — IEJOMPOM3BOJCTBO U
3aTUIICHHBIN 3JIEKTPOHHBIA JOKYMEHTOOOOPOT — DIIEKTPOH. TeKCTOBBIE JaHHBIe.— M.: Jloroc,
2013 — 452 c.

3.JlogueBa M.B., T'ankuna E.H. VYmnpaBieHue mnepcoHaloM: TeOpHss M MPAKTHKA.
Jlenonpou3BoacTBO B KaapoBoil ciyxbe : ydeOHO-mpakTHueckoe mocobue / mox ped. A. S
Kubanoga. - Mockaa : [Ipocnekr, 2014 - 80 c.

4.Ilomos C.JI. Jlenonmpou3BoACcTBO MW cekperapckas paboTra Ha IE€PCOHAIBHOM
koMmmnsroTepe. - M.: COJIOH-TIPECC, 2013 - 424 c.



5.Kysnenos M.H. lenoBoe mucemo: YyeGHo-cripaBouHoe nocobue / ABt. coct. W.H.
Kysnenos. - 4-e uzz. - M.: U3natenscko-Toprosas kopnopanus "Jlamkos u K", 2012- 196 c.

0) lonoHUTE/IbLHAS JIHTEPATYpa

1.Kapnosuu O.I'. I'noGanbHbIe Po6IeMBI U MEKIYHAPOIHBIE OTHOIICHHS: MOHOTpadusi.
- M.: JOHUTHU-JAHA, 2014 - 503 c.

2.I'saeea M.B. Jlenompoussoactso: crnpaBounuk/ I'BaecBa WN.B., CobGanesckmii C.B.—
DIIEKTPOH. TeKcToBbIe faHHble.— MuHck: TerpaCucremc, Terpamur, 2014 - 224 c.

3. Kpumramok A.H. KondpuneHnuansHoe Ae10MpPOM3BOJCTBO U 3aIIUTa KOMMEPUECKOM
TalHbl: Kypc Jekuuit/ Kpumramox A.H.— DiekTpoH. TekcToBble aaHHble.— Ope:
Mexpernonanbaas Axagemust 6e3onacHocTy 1 BeokuBanus (MABUB), 2014 — 199 c.

4 Mensenea O.B. OCHOBBI JIOKYMEHTAIIMOHHOTO OOECIIEYEHHUS YIPABICHHS. 2-€ W3
y4eOHoe mocobue/ MenseneBa O.B.— DiekTpoH. TeKcToBble jJanHble - KpacHomap: FOxHbIi
HHCTUTYT MEHEKMeHTa, 2012 - 175 c.

5.Ky3nenos W.H. JlenoBoe muceMo: YueGHo-cripaBoynoe mnocodue/ABt. coct. M.H.
Ky3nenos . - 4-e u3a. - M.: Usnarenscko-toprosas koprnopanus "Jlamkos 1 K",2012 - 196 c.

6.AnexceeB ['.B. 3amura HHTEIEKTyaIbHOW COOCTBEHHOCTH: Yyd4eOHOE mocodue/
Aunexcee I".B.— DiekTpoH. TekcroBble qannbie - Caparos: By3osckoe obpaszosanue,2013 - 156
c.

O¢unnanbHbie H31aAHUA

1. Brosuerens BepxoBHoro cyna P® - 6ubnuoreka FOU (yin. Cryaenyeckas, 10).

3. Poccuiickas raszera — 1 kopmyc, aya. 140.

4. Bnagumupckue Beomoctd — oudamnoreka FOU (yn. Crynendeckas, 10).

5. Poccuiickas raszera https://rg.ru/gazeta/svezh.html (6ubauorexa Bal'Y, kopnyc 1, ayn.
140; xopnyc 2, ayn. 128; kopryc 7, aya. 140; kopnye 3, ayx. 414).

CnpaBouHo-0nbmorpaguyeckue U3 aHust

1. T'yoccapuii IOpUAMYECKHX TEPMHUHOB 110 AHTHKOPPYILHMOHHOW TeMaTHKe JUist
UCTIOJIb30BaHus B yuyeOHOM mpouecce - M.:HUI[ UHDPA-M, 2016. - 168 c.: 60x90 1/16. -
(U3uCII) (O6noxka. KBC) ISBN 978-5-16-012084-3 -
http://znanium.com/catalog.php?bookinfo=553309

2. CnoBaps TepmunoB CIIC «Koncynprantllmocy - MHdopMaumoHHO-TIpaBoBas cucTeMa
Koncynprantllmoc.

3. Macnuxos, U. C. IOpuanveckwuii cinoaps / . C. MacnukoB .— 2-e u3a1. — MockBa :
Jamxos u K, 2008 .— 319 ¢. — ISBN 978-5-91131-704-1. — 3 5x3. (bubauoreka Bal'y).

4. FOpuanveckuil SHIKKIIONEIMUECKUl coBapb / A. M. Anekcees [u ap.] ; moj o6l pex.
B. E. Kpyrckux .— 3-¢ u3n., mepepab. u gon. — Mocksa : Mudpa-M, 2001 .— 450 c¢. —
(bubmoreka crosapeir "Mudpa-M"). — bubnuorp.: ¢. 449 — ISBN 5-16-000271-5. — 3 ox3.
(bubnmorexa Bal'V).

5. bonbmon opuaUYecKui SHIUKIONEAMYECKUI clloBaph / aBT. U cocT. A. b. bapuxuH. -
2-e U311, nepepad. u gom. - Mocksa : Knwkupiii mup, 2008. - 792 c. - bubauorp.: ¢. 791. - ISBN
978-5-8041-0301-0. (bubaunoreka Bal'V).

6. Acraxos, IlaBen AnexceeBud. bonbinas npasosas sHiukoneaus / I1. A. Actaxos. -
Mockaa : Dxemo, 2010 .- 972 c. - (HoBeitmmit 10punuecKuii COpaBOYHKK). - bubsmorp.: ¢. 943. -
ISBN 978-5-699-34124-5. (bubanoreka Bal'V).

7. bonpmas opuaudeckas SHLUMKIONEIUS: CaMoe MOJHOE COBPEMEHHOE H3/lanue : OoJee
2000 ropumuyeckux TepMUHOB U TToHsTHI / B. B. ABanecsu [u ap.]. - U3a. 2-e, mepepal. u 1o1I. -
Mocksa : Dxemo, 2010. - 656 c. : win. - And. ykas.: ¢. 642-656. - ISBN 978-5-699-45285-9.
(bubsmorexa Bal'V).



CneuuanmnpOBam{ble MNEPUHOAUYECCKHUEC U3 TAHUHA

. «Bectauk Bal'V: ropunuueckue Hayku» (6ubmmorexa FOU, ya. Crynendeckast, 10)
. «Bectnuk MI'Y: npaBoy (6ubmuorexa FOU, yi. Crynendeckas, 10)

. «Bompoce! uctopum» (6ubnuorexka Bal'V, xopryc 7, aya. 140)

. «Beeobmas ucropusy» (6udbmuorexa Bal'Y, kopryc 7, aya. 140)

. «3axon» (6bubmmoreka OU, yin. Crynenveckas, 10)

. «3akoH u npaBoy (6ubnmorexa FOU, yi. Crynenueckast, 10)

AN N B W=

B) UHTEepHeT-pecypcenl

1. CopaBouno-npaBoBas cuctema «I apanty» (http://www.garant.ru)

2. CopaBouHo-npaBoBasi cuctema «KoucynsrantlLitroc+» (http://www. consultant.ru)

3. IOPUJUYECKAS POCCHUS - poccuiickuiit 00pa3oBaTelibHBIA MPABOBON MOPTAJL.
ConepuT npaBoByro OHOIHOTEKY, HHGOPMAIHIO 0 KOH(EPEHIIUIX, 00pa3oBaTebHble HOBOCTH,
IOpUIMYECKHE JOKYMEHTBI U MHBbIe MaTtepHaisl (http:// www. lawportal.ru)

4. Hayynas 6u6mmorexa Bal'V (http://library.visu.ru/)

8. MATEPHAJIBHO-TEXHUYECKOE OBECINEYEHHUE JIUCIUITJINHbI
«HOPMATHUBHOE O®OPMJIEHUE JTOKYMEHTOB»

3ansTus npoBoaaTcs B aymutopusx IOpuauyeckoro uncrturyta Bal'V (kopm. Ne 11) mo
anpecy yia. CryneHueckas, 1. 8. Bce ayauTopum OCHAIEHBI KOMIBIOTEPHOH TEXHHKOH C
onepannoHHoR cucteMoil Windows u cranmaptHeiM makerom Microsoft Office, ¢ goctynom B
WuTepner, BHIEO MYNbTUMEIHHHBIM O0OPYAOBAHHEM, KOTOPOE MO3BOJISET BH3YaIH3HPOBATH
IpoLecC MPEACTaBICHHUS IPE3EHTALlMOHHOIO MaTrepuasa, a TakKe IPOBOJUTH KOMIIBIOTEPHOE
TECTUPOBAHUE OOYYAIOIUXCS 110 YYeOHBIM JUCIUILTMHAM; JOCKON HACTEHHOM, (IIOMacTepOM.



PaGouas nmporpaMma JUCHHIUTHHBI COCTaBJIeHa B COOTBETCTBHHM ¢ TpeboBanusmu ®I'OC BIIO mo
HarnpasiieHHio 40.03.01 — «FOpucnpyaeHuus»

Pabouyro mporpammy coctaBuII:
accucTeHT kadenps! «['ocynapcTBeHHOE MPaBo

U yIIpaBJI€HUE TAMOXKEHHOH JIeATETLHOCTBIO _‘7%

IOU Bal'V i M.H. Axmenos
Penensentsl (npencraBureab paboToaarens):

3aB. kadeapoit GITuT]] -

K.FO.H., JIOLEHT ) i U.B. [Toroauna

ITporpamma paccmoTpena u 0106peHa Ha 3aceJamrRadezpr [TIY T/]
ITpotokon Ne_ 13 or«__ 29 » d__m
-7 .

_f 016 rona
. ” g Y
3aBenyromuii kadeapoit /C.H. Mamenos/
(PHO, noanuces)

Pabouast mporpaMma paccMOTpeHa B 0JJ00peHa Ha 3aceqaHuy y4eOHO-METOANYECKOM KOMUCCUH

HalpaBJICHUS 40.03.01 — «OpucnpyaeHuus»
ITpoToxon Ne 9" oT «29» mions 2016 roza
Ilpencenaresib KOMHCCHH B V. i ocitl O.J1. TperbsikoBa

( HO, noanuce)



JIMCT IIEPEYTBEPXJIEHUS
PABOYEM ITPOI'PAMMBI JIUCHUIIJIMHBI
«HOPMATHUBHOE O®OPMJIEHUE IOKYMEHTOB»

Pa6oy4as nporpamma oo6peHa Ha At/3 / /4 yueOHBI! T0/1

ITporokoun 3acenanus kaheapnr Ne 73 or az\/o. / 0/' / { roaa >§ / )
3aBenyromuit kadeapoi L

Pabouas nporpamma onobpena Ha Loty /7 )f“ y4eOHBIH rost

IIpoToko: 3acenanus kadeapor No 43 or o(]) 06 é roga___. 5/"
3aBenyromuit kadeapoi \

A\ 7

Pabouas nporpamma oo6peHa Ha TS /16 y4eOHBIN IO/

ITpoToko:n 3acenanus kadeapbl Ne 73 or A7 06 7/6 roja 7]
3aBenyronuii kapeapoii Lég i;

7

Pabouas nporpamma ono6pena Ha Li76 / fio y4eOHBIi 1o

IIporokon 3acenanus kadeapor N 13 or LI b W
3aBeqyromuit kadenpoit ( S

v
Pabouas nporpamma o00peHa Ha y4eOHBbIN roj
ITpotokoun 3acenanus kadeapsr Ne oT roja
3aBenyromuit kadeapoi

Pabodas nporpamma onoOpeHa Ha yueOHBIi roj
[IpoToko:n 3acenanust kadgeapsr No oT roja

3aBeayroumii kadeapoit




