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1. HEJIM OCBOEHUSA JUCHUIIJIUHBI
«HOPMATHUBHOE O®OPMJUIEHHUE JOKYMEHTOB»

Ileavro ocpoenus aucuumianHbl «HopmaTuBHOE OQOpPMIIEHHE JTOKYMEHTOB» SBISAETCS
dopMupoBaHME Y CTYJEHTOB HABBIKOB IOATOTOBKM W  HajUIe)kalleld  opraHusanun
PacnopsiAMTENbHBIX, UHOOPMALIMOHHO-CIIPABOYHBIX U OPraHUW3alMOHHO-IPABOBLIX JIOKYMEHTOB
cornacHo TpeboBaHusM ['OCTa MexaHUYECKUM U JIEKTPOHHBIM c11ocobamu.

JlocTrkeHue JaHHBIX LieJIel IpeyCMaTpUBAET pellieHHEe CIIEAYIOIIUX 3a1a4:

- PaCCMOTPEHUEC UCTOPUHN pCrilaMCHTAllUN ACJIONIPOU3BOACTBA,

- O3HAKOMJICHHE C [TPOL[ECCOM OpraHU3allK JOKYMEHTO000poTa B OpraHu3aliuu;
U3y4eHHe HOPMATUBHO-METOANYECKOH 0a3bl AeI0MPOU3BOICTBA B COLMAIBHOM padoTe;
BBISABJICHHE CHELU(DUKU JOKYMEHTAIMOHHOIO oOecneueHus yrnpaBjeHUsl COLMATbHOM

paboThl;

- oOy4yeHHWe CTYIEHTOB IIpaBWJIaM CoO3JaHuss W OG(GOpPMIIEHUS pPa3IMUHBIX BUJIOB
yIpaBJIeHYECKOU JOKYMEHTAIlUU, CIIoco0aM Opranu3aluu padoThl ¢ JOKYMEHTaMU;

- OBJIQJIEHUE CTPYKTYPOU JOKYMEHTOOO0POTA, yUeTa U XPaHEHUS JJOKYMEHTALMH;

- (QopmupoBaHue Yy CTYJCHTOB MBIIUICHUS, OCHOBAHHOINO Ha HUCIOJIb30BAHUH
MH(POPMALMOHHBIX TEXHOJOTWH, KOTOpbIe AKTUBHO CIIOCOOCTBYIOT Pa3BUTHUIO SKOHOMHUKH,
MOJIMTUKH, FOCY1apCTBA HA OCHOBE CTAHOBJIEHUSI MH(GOPMAIIMOHHOTO 0011ECTBa;

- TOJrOTOBKA BbICOKOKBATU(PUIMPOBAHHBIX CIEIUAJINCTOB C HABBIKAMU I[PUMEHEHUS
CUCTEM JOKYMEHTOOO0O0POTA B IOPUIUUECKON JIESTEILHOCTH, HayKe U 00pa3oBaHUU.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OOII BIIO

CornacHo yudeOHomy naHy HamnpaiaeHus 40.03.01 — ropucnpyieHuus, AUCUUIIIMHA
«HopmaruBHoe odopmiieHHe TOKYMEHTOBY» SBISETCS TUCHUILIMHOW 1O BbIOOPY BapHaTUBHOM
4acTU UH(POPMALIMOHHO-IPABOBOIO [IUKJIA.

Hucuunmuna «HopmaruBHoe odopmieHne JOKYMEHTOB» HAxOIUTCS B JIOTMYECKOW H
COJ/IEpKATEIbHO-METOMYECKOW ~ B3aMMOCBSI3M € JIUCUMIUIMHAMHU,  HAXO/SUIMMMCS B
I'YMaHUTapHOM, COLMAIBHOM M 3KOHOMHYECKOM LHUKIJIE, @ UMEHHO C AUCHUIUIMHAMU «JIorukay,
«Dunocodus» u «IIpodeccuonaibHas 3TUKaY.

3ajmaveil JaHHOrO yuyeOHOro Kypca SIBJIsIeTCS OCBOCHHME 3HAHMU B o0siacTh co3aaHus
JIOKYMEHTOB, JOKYMEHTAl[MOHHOTO  O0ecrneuyeHusl YIpaBleHUs, METOJ0B U  CIOCOOOB
CTaHIapTH3aUUMu W YHU(PUKAUUMU JIOKYMEHTOB; H3YUYEHHE OCHOBHBIX 3aKOHOMEPHOCTEH
nHGOpPMAIIMOHHOrO  o0ecreyeHusl  ynpaBieHWs, I[O3BOJSIOUIMX  CUCTEMATHU3UPOBATL U
(UKCUpOBaTh TIEPBUYHBIC [AHHBIC, BBISBISITH MPUYUHHO-CJICJICTBEHHBIC CBSI3U  COOBITHIA;
pa3BUTUE Yy CTY/ICHTOB HaBBLIKOB COCTABIEHUs JOKYMEHTOB, pa3pabOoTKH JIOKYMEHTAlMOHHBIX
dhopm i puKkcupoBaHUs YIIPaBICHYECKUX PELIEHUH U HHPOPMAIIUHU.

3. KOMIIETEHLIUHU OBYYAIOUIETI'OCs, ®OPMHUPYEMBIE B PE3YJIBTATE
OCBOEHMUs JNCHUITVIMHBI «cHOPMATUBHOE O®OPMJVIEHUE JOKYMEHTOB»

OK-11 - BiageeT OCHOBHBIMM METOJIaMM, CIOCOOAMU M CpEICTBAMU IOJYUYEHUs,
XpaHeHwus!, rnepepaboTkn HHPOPMAIMU, UMEET HABBIKM PabOTHI C KOMIIBIOTEPOM KaK Cpe/iICTBOM
yhpaBiaeHuss HHPOpMaIUei.

3HAMb:

-BUJbI U TOPSIOK O(GOPMIIEHHS OpPraHU3alMOHHO-IIPABOBBIX, PACIOPSIUTEIbHbIX U
MH()OPMALUOHHO-CIIPABOYHBIX JIOKYMEHTOB;

-TpeOoBaHUsl K OOPMIICHHUIO JIEJIOBOM MEPENUCKH, XPAHEHUS TOKYMEHTOB;

-IIOPSIIOK MOJATOTOBKM KOMITBIOTEPHBIX JIOKYMEHTOB U ocoOeHHocTH padotel CIIC
«I"apanT» U « KOHCYJIBTAHT IUIHOCY.

yMemb:

-COCTaBJIATh U OPOPMJIATH YIPABIECHYECKUE JOKYMEHThI B COOTBETCTBUU C TPEOOBAHUAMHU
I'OCTa;



JOKYMCHTaMH,
JOKYMCHTAMU,

-COCTaBJIATL ¥ OQOPMIIATH OPraHU3aIMOHHO-IIPABOBBIE JTOKYMEHTBI, WH(POpMAIHOHHO-

CIIPABOYHbBIC TOKYMEHTBI U PACIIOPSAAUTEIIbHbIC JOKYMEHTHI,

-IIOATOTABJIMBATh JOKYMEHTHI C IIOMOIIBIO KOMHLIOTepHOﬁ TCXHHUKH.

é1a0emo:

-TCOPETUYCCKUMH H NNPAKTHYCCKUMH OCHOBAMH K O(l)OpMJIeHI/I}O JOKYMCHTOB;
C OpraHu3allHOHHO-IIPABOBBIMHU

-YMEHHMSMHM M HaBBIKAMH IIOATOTOBKH U pabOThI
MH(OPMAIIOHHO-CIIPABOYHBIMHU

JOKYMCHTAMH 51

pacrops,IUTEIbHBIMU

-ipakTH4ecKuMH HaBbIKaMu padoThl CIIC «["apanT» u CIIC «KoHCynbTaHT muItOCY.

4. CTPYKTYPA U COAEP)KAHUE IMCLHUITJIMHBI
«HOPMATHUBHOE O®OPMJIEHUE JOKYMEHTOB»

O6mast TpyI0eMKOCTh JUCIHUILIMHBI COCTABIISET 2 3a4ETHBIE €IMHUIIBI, 72 Yaca.

Bunsl yue6Ho# paboThl, BKIIOUAs

CaMOCTOATENbHYIO PabOTy CTY/AEHTOB

DopMbl TEKYLIETO

© " e O6bem yueOHo# KOHTPOJIA
§ TPy paboTsl, yCreBaeMoCTH
(]
No Pasnen (Tema) g = R . ] C IPUMEHEHUEM (no Heoensim
s 9 = = @ MHTEPaKTUBHBIX cemecmpa,),
n/n JIVCLUTITHHBI g = =) 2 2
&) 5 = 95 S 7 = 2 @ METO/I0B tbopma
o g | & E = é 5 S €| T| (Buacax/%) NPOMEXKYTOUHOM
=B % 5 § S| E‘ s Y| 5 aTTecTalUK
é:- g S (no cemecmpam)
[TpaBuna
odopmIieHust
| AESMEEID: 2 12 1 I 7 14./50 %
OpraHu3aluMoHHO-
npaBoOBbIE
JOKYMEHTBI
PacnopsinurenbHbie 1
g | EEYCpPMAHHGHHG: 2 34| 1 I 7 14./50%
CIpaBOYHbIE
JOKYMEHTBHI
Opranuzauus Belrrar-

3 P o 2 | 57 1 1 7 1 4./50 % KOHTPOJIb
JeJI0BOM NepenucKku N 1

4, | Xpanenue 2089 1 | 1 7 L 4./50 %

JIOKYMEHTOB.
OpraHuzanus paboThl

5 1€ 2 1] I 7 14./50 %
KOH(UIEHIMaTbHbIM 11
U JOKYMEHTaMH
353831;“ 12- Peitrinir-

6 p 2 1 | 7 14./50 % KOHTPOJIb
TPYAOBBIX 13 Ne 2
JOKYMEHTOB o

O Bt 2 | 141 3 7 1,54./50 %

JIOKYMEHTOO000POT 15
Oco6GeHHOCTH paboThI 16 PeiiTHHr-

8 | CIIC «T"apant u CIIC | 2 18- 1 2 6 1,54./50 % | koHTpOJL
«KoHcynbTaHT mmoc» Ne 3.

Bcero B cemectpe: | 2 | 18 8 10 - - 54 - 94./50 % 3auer
HUroro: | 2 18 8 10 - - 54 - 94./50 % 3auer




4.1. COAEP’) KAHUE TEM JUCHUITJIMHbBI
«HOPMATHUBHOE O®OPMJIEHUE JOKYMEHTOB»

Tema 1. IIpaBuiaa odopmieHHsi JOKYMEHTOB. Opranu3anMoOHHO-IIPABOBbIE
JAOKYMEHTBI.

3HayeHHEe JIOKYMEHTALMH B  YIPABIEHYECKOM JeATeIBHOCTH. MecTto ¥ polib
JeJIOTIPOU3BOJCTBA B yIpaBlieHUH. Jlenonpon3BoACTBO Kak (yHKus yrpasieHus. [loHstue o
AOKyMeHTax. QDYHKIUM JOKyMEHTOB B YIIPABJICHUH CHCTEMbl JOKYMEHTAUH. YHHUGHKAIMS
cucreM nokyMeHTupoBaHus. ' OCTsl u HopMaTuBEL. BHbI TOKYMEHTOB.

OpraHu3aliMoHHBIE  JOKYMEHTHI. Bupopranu3almoHHO-IPaBOBBIX  JOKYMEHTOB.
IIpumepHas cTpyKTypa HOPMATHUBHBIX aKTOB: IIOJOKEHHs, YCTaBbl, HHCTPYKIUHK. OcoGeHHOCTH
NOArOTOBKH M OGOPMIIEHHS OpraHH3alMOHHBIXJOKYMEHTOB. OCHOBHBIC 3a7a4i KaKJ0ro BH/A
JOKYMEHTA.

Tema 2. PacnopsiauresibHbie H HHYOPMAHOHHO-CIIPABOYHbIE IOKYMEHTDI.

ITonsiTve U QyHKIMKM OpraHU3aIMOHHO-pacopsauTeIbHOM qokymeHTaruu (OPJ1). Buab
OPJZl. OpranuzanuonHsie I0KyMeHTHL: Ycras, I[lonoxenue, Muctpykuuu. Ilopsmgok ux
COCTaBJICHUS U UCIIOJIH30BAHHMS.

Pacnopsiaurensabie nokymentsl: [locranosienus, Pemenus, [Ipukasel, Pacrnopsokenus,
VYkaszanus. [Topsok ux cocTaBiieHus, MOANMUCAHUS U UCIIOIL30BAHMUS.

Hasnauenue u opopmieHne mpukaszoB 1o OCHOBHOM JI€STEILHOCTH.

MudopmarmonHo-cipaBounble  JIoKyMeHTH.  Buabl  MH(GOPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB (JIOKJaaHas 3alucka, ciayxeOHas 3amucka, OOBSICHUTEIbHAs 3alucKa, CIpaBKa,
[MCHMO, TelerpaMMa, tenedoHorpamma, tene (dakc) u ap.). OdopmieHue HHPOPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB.

Tema 3. Opranu3anus /1eJ10B0i MepenucKu.

S3BIK ¥ CTUIIB OQUIHUATBHOTO MHChMa, CTPYKTYpa JET0BOr0O MUChbMa (acleKThl MHChbMa B
3aBUCHMMOCTH OT BHJa U UH(OpMauuu, H3JI0KEHHOW B Hem).JlenoBasi HepenucKa: MPHHIUIIbI
COCTaBJIEHUAODHINATLHOTOIUCEMA W CTPYKTYpa CIy)eOHOTrO MHChbMa, JTHKETHBIE PHTYAIBI,
CTHIb OQOPMIICHHUS KaK oTpaxkeHne uMMupka OCHOBHBIE TpeOOBaHMs K TEKCTY IHCHbMa, COCTAB
PEKBU3UTOB. BHIbl M ocoOeHHOCTH [e0BOM KoppecnoHjaeHA. CHHTAKCHC ITHChbMA,
PEKOMEHIAlMH 110 MCIONB30BAaHUIO NU(P U CIOB, PEKOMEHIAIMHU 110 [OCTPOCHHUIO (pas, ciopa-
COKpaIllEHHsI, HHPOPMATHBHOCTD M YO UTEILHOCTD, ITHKET B JEJI0BO# mepenucke. Buapl nmucem:
NHMChMa-TPUIJIAIIEHHS, THChMA-TIIPOCHObI, MUCbMA-IIPEAT0KEHHs, COMPOBOIUTENIBHBIE IHChMA,
NMChMa-3anpocsl M T.1.).MexayHapoansie nmucbma. CTaHaapThl MEXKIyHApPOIHONW OpraHH3alluu
no crangaprusanuu (MCO) Ha odopmienue nepenvicku. OTae/bHbIE TEKCTHI MEXKIYHAPOIHBIX
nuceM. PexBusuTel MexxayHapomHoro muchMa. CpaBHHTENIBHBIN aHAIW3 PEKBU3UTOB IHCEM B
Poccun v peKBH3UTOB MEXIYHAPOIHBIX [THCEM.

Tema 4. Xpanenune 10KyMeHTOB.

ITpaBuia GopMUpPOBaHUS PA3THYHBIX KATETOPUM TOKYMEHTOB B Jiesia. OTBETCTBEHHOCTH
32 COXPAHHOCTb JIOKYMEHTOB. [loHsTHE «IKCcIepTH3a IICHHOCTH JOKYMEHTOB». [loHsTue
«oopmienne nena». OCHOBHBbIE TpeOOBaHUS, MpeabsBiseMble K opopmiieHuto aen. IlorHoe u
yacTuyHoe oc¢opmienue nen. I[lommmBka jgen. CocraBieHHe 3aBEpUTEIbHON HAJINCH,
BHyTpeHHel onucu. Odopmienune o6noxku nena. [IpaBuiia nmepeiaun e Ha XpaHEHHE B apXUB

Tema 5. Opranusaunus padoTel ¢ KOHGHAECHIHATLHBIMH T0KYMeHTAMH.

OcHoBbl 3akoHOmaTenscTBa PO B 001acTu MHPOPMAIIMOHHON 0E30MaCHOCTH M 3aIUThI
uHpopmanuu. [loHsTHe W BuAbl WHpOPMAIWH, 3aIIUIIEAEMON 3aKOHOAATENBCTBOM Pd.
['ocynapcTBeHHas TaifHa U cucteMa eé 3amuThl. KoHpuaeHunaibHas nHGopMarus 1 e€ 3alura.



Tema 6. IIpaBuiia opopmiieHHsI TPYIOBBIX T0KYMEHTOB.

JloKyMeHTHpOBaHHEe TIpoliecca TPYAOYCTpOHWCTBA Ha paboTy: COCTABJICHHE [aKeTa
JOKYMEHTOB, cobeceoBaHHe, odopmiieHHe MpuKasa, 3anojHeHne JIMYHOro JHMCTKAa MO Y4eTy
kaapoB. OdopmiIeHHE TPYIOBOTO JOTOBOpA. 3aK/IIOYEHHE W PACTOPIKEHHE TPYI0BOTO JOTOBOPA.
Odopmiienre npukasa o mepeBoje pabOTHHKA Ha Apyryro pabory mo dopme Ne T-5 (NeT-5a).
Odopmienne mpukasa O MpeIOCTaBIEHUH OTIycka paboTHuky 1o ¢opme Ne T-6 (Ne T-6a).
Odopmiienne npukasa o MpeKpaleH|uH TPYA0BOTO J0roBopa ¢ paboTHHKOM o popme Ne T-8.
OdopmieHne NOKyMEHTOB, HEOOXOMMMBIX JUIi KOMaHIMPOBKH: INPHMKa3, CIyKeOHOEe 3aj1aHue,
opopmIIeHHE KOMaHAUPOBKH, 0T4eT. O(OpMIIEHHE TUCIUILIMHAPHOTO B3BICKAHHUS.

Tema 7. J1eKTPOHHBIIi T0KYMEHT0000POT.

DTankl pa3sBUTUS U KJIACCHI CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO060poTa. XapakTeprucTHKa
OpraHM3aliyd CUCTEM 3JIEKTPOHHOTO IOKYMEHTO000pOTa ¢ MCHOJIh30BAaHUEM TEXHOJIOIHU «ad-
hoc». OpraHm3anust CHCTEM 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa Kjacca — «groupwares.
Opranu3zanys cHUCTEM 3JIEKTPOHHOrO J0KymMeHTooOopora kiacca «docflow». Knaccubukarus
GyHKnui cHCTEM 3JIEKTPOHHOrO JOKYMEHTOOOOPOTa, MOJIOKEHHAss B OCHOBY CpPAaBHEHHSL.
IlepeyeHp OCHOBHBIX POCCHMCKMX pa3pabOTOK W  KOMIAHMH CHCTEM  BJIEKTPOHHOIO
JOKYMEHTO060pOTa, HpelcTaBisommx ux. Omnpese/ieHne 3JIeKTPOHHON CHCTEMBI YIIPABICHUS
JOKyMEHTOO0OpOTOM. 3afadu, peniaeMble IPU BHEAPCHUH SJICKTPOHHON CHCTEMB! YNpaBICHUS
nokymeHToo60poTtoM. TpeGoBanusi, mnpenbsiBasiempie &k DCYJI. [lpuHumMnel co3xaHus
3JIEKTPOHHOM CHUCTEMBI YIIPABIIEHUS JOKYMEHTOOOOPOTOM.

Tema 8. Oco6ennoctu padorbl CIIC «I'apant u CIIC «KoHCYAbTAHT ILTIOC».
CnpaBouHas npaBoBas cucrema Koncynbrantl Litoc.CipaBounast mpaBoBast cuctema [ apa
HT.

5. OBPA3OBATEJIBHBIE TEXHOJIOT' MU

Pabora B MasbIX rpynmax.

B xone mpakTHyecKMX 3aHATHH CTYAEHTHI pa30OMBAIOTCS Ha Majible TPYIIbI, Kaxjas U3
KOTOPBIX II0JIy4aeT OTHEIbHOE 3aJaHue (pelieHdue TMPaKTUYeCKOUW 3agaud, IpoOJeMHON
cuTyalnuu). B mpouecce BBINOIHEHUs 3allaHHsl CTYJICHTBI PACIpeesIOT MEXIy coOOH poiH,
IPUYEM TaKHUM 00pazoM, YTOOBI B PEHICHHH MPHHSI YYaCTHE KaIbIH W3 YJICHOB MaJIOW IPYTIIHIL.
3aTeM yYaCTHHKH MaJOW TpYNIbl BBINOJHAKOT 3aJaHWs W IPEACTABISIOT IOJTy4YCHHBIE
pe3yIbTaThl APYrHM IpyINaM U [pernogaBaTesTo

IIpo6JieMHOe 00y4YeHre H PA3BHTHH KPUTHYECKOT0 MbIILIEHHS.

B Xxoxe nmpakTHUecKWX 3aHSATHH CTyJEHTaM IpejjiaraeTcsl BBICKa3aThb CBOE MHEHHE IO
psany npob6neM. JIeKIHOHHBIE M MPAKTHUYECKHE 3aHSATHS IMpeanosararotcst B Gopme cBOOOIHOM
JIUCKYCCHH IO ITOCTaBJIECHHOMY MPOOJEMHOMY BOIIPOCY; BCE CTYJACHTHI M3JIaraloT CBO€ MHEHMUE,
3aJ1al0T BOIIPOCHI APYT APYry U MpernoaaBaTeIio; MOBOIs HTOT Oecelbl, IPernoaaBare/ib n3aaraet
CBOIO TOYKY 3pEHHs 110 IpobJieMe, ITOCIIe YeTro ayUTOPHs POPMYJIUPYET OOIIHI BBIBO/I.

MexaucIUIIMHAPHOE 00yYeHue.

MHorue »neMEHTHl TUCHUILIMHBI TIE€PECEKAIOTCS € JPYTMMH KypcaMH, OCBOCHHBIMH
CTyJaeHTaMH paHee. B npouecce o0ydeHus cTyqeHTaM pe/yiaraeTcs akTHBHO MCIOJIL30BaTh MPU
pelIEHUH KOHKPETHBIX 33/la4y MUMEIOIIMEeCs 3HaHHUS 10 CMEXHBIM JUCHHUILIMHAM, a TAKXe 1acTCs
no7po6Hast ”HGOpMAaIHsI KaK OHH CMOTYT HCITOJIB30BaTh MOMYIEHHbBIC 3HAHHUS TP UCCIICOBAHUH
JPYTUX JUCLUIUIMH U HA MPAKTHKE.

Onepexaomas caMocTosiTeIbHasI padora.

TemaTvka JIEKIIMOHHBIX U TMPAaKTHYECKHUX 3aHSATHH, CIUCKH 00s3aTelibHON U
JIOTIOJIHUTENIBHOM JIMTEPATYphl JOBOJATCS JO CBEJICHHUS CTYJICHTOB 3apaHee, YTOObl OHH UMEJH
BO3MOYXHOCTb U3yUYUTh HEOOXOIUMBIH MaTepHal JI0 POBEJACHUS ayIUTOPHBIX 3aHATHH.



NHpopManHOHHO-KOMMYHHKAIMOHHbIE TEXHOJIOIHH.

YacTe JIeKIMOHHOrO Marepuana odopmieHa B Buiae nOpeseHTaunit. J[o cBexeHHs
CTYACHTOB JOBOJATCA IHpaBuia oQOpMIICHHsS Tpe3eHTaluil. Psiu  3agaHuii  cTyJeHTam
npejaaraercst OpOpMUTH B BUJE MPE3CHTAIHH.

6. OUEHOYHBIE CPEACTBA /ISl TEKYHIEI'O KOHTPOJISA YCIIEBAEMOCTH,
MMPOMEXYTOYHOU ATTECTAILIUU 10 UTOI'AM OCBOEHMS JUCLUTIIAHBI U
YYEBHO-METOJUYECKOE OBECIIEYUEHUE CAMOCTOSITEJBbHOM PABOTHI
CTYJAEHTOB

6.1. OEHOYHBIE CPEACTBA /IS TEKYHIEI'O KOHTPOJISI YCIIEBAEMOCTH

®opmMaMu KOHTPOJISL OCBOEHHsI TUCHUILTMHBI «HopMaTuBHOE 0(OpMIICHHE JTOKYMEHTOBY
SIBIIIIOTCS: TEKYIIUH KOHTPOJIb U IPOMEXYTOYHAS aTTECTAIIHS.

Texymuit KOHTPONb CTYJEHTOB INPOM3BOAUTCA BO BPeMs NPOBEICHHS JICKIIMOHHBIX H
IPaKTHYECKHUX 3aHATUH B popme:

- YCTHBIX OTBETOB Ha BOIIPOCHI;

- MOJArOTOBKY JOKJIAZ0B, IPE3EHTAIIN, HAIMCAHUE ICCE;

- BBIIIOJIHEHUE TECTOBBIX 3aIaHHiA.

JIOTIOJTHUTENTPHO OLUEHHMBAIOTCS IOCEIIAEMOCTh, HMCIIOIHUTEIBHOCT, HHHIIMATHBHOCTD
CTyJI€HTa, aKTUBHOCTh, CBOEBpEMEHHAs ¢Jlaya IMMChbMEHHBIX 3a/IaHuH.

KOHTpOob OCBOSHHS IHUCIHMIUIMHBI MPOU3BOAMTCS B COOTBETCTBMH M Ha OCHOBaHHH
«[lonoxeHust 0 pEUTHHIOBOM CHCTEME KOMIUIEKCHOM OLEHKH 3HAHWHM CTYJEHTOB BO
BrnagumupckoM rocynapcTBeHHOM YHHUBEpCHTETE MMeHH Aulekcanpa ['puropseBnya u Hukomas
I'puropseBuda CToeTOBBIX». PEHTHHI-KOHTPOIH MPOBOAATCS B (hOPME KOHTPOJIBHBIX padoT 110
U3YYCHHOMY MarepHally, B KOTOpPbIE BKIIIOYEHBI KaK TEOPETUYECKHE BOMPOCHI, TAK U TECTOBBIE
3a/1aHusl.

IIpomesxyTounas arrectanus no gucuuiuimie «HopmaTuBHOE 0OpMIICHHE TOKYMEHTOB»
OPOXOAUT B ¢opMe 3adeTa, MO Oweram, KOTOPbIM BKIOYaeT B ceds OTBET Ha OJUH
TEOPETHYECKUI BOIIPOC U PELIEHUE MTPAKTHYECKOTO 3a1aHHUs.

PEUTUHI - KOHTPOJIb Ne 1.

Konrtpoubnas pa6ora Ne 1.
Kpamxo (6 npedenax 3-x npeonoscenuii) omeemome Ha Kaxcowitl U3 NOCMABIEHHBIX GONPOCOE:

Bapuant 1
Bupl opranu3aninoHHO-IPABOBBIX TIOKYMEHTOB.
[TpaBuia opopmiieHHSs yIpeTUTEIBHOTO A0TOBOPA.
IIpaBuna opopmienus ycrasa.
IIpaBuna opopmieHus T10KHOCTHON HHCTPYKIIHAH.
ITopsaok MOArOTOBKH MpHKa3a.
[Topsiiok TOATOTOBKH pacriopsHKeHHUS.
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Bapuanr 2
Buzas! nHGOpMaMOHHO-CITPABOYHBIX JTOKYMEHTOB.
Iopsinox odopmiteHHUsS TOKIIATHOM 3aITUCKH.
Iopsinok odopmiteHHsI OOBICHUTEIBHOM 3aITUCKH.
[Topsinox odopmiteHHSs 3aKITIOYCHHS.
DOpMBI IEI0BOY TEPETTUCKH.
Odopmienue nemoBoro michbma.
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PEUTHHI - KOHTPOJIb Ne 2.
Kourpoubnas padora Ne 2.

Kpamko (8 npedenax 3-x npednodiceHuil) 0meemobme HA KANCOBLU U3 NOCMABIEHHBIX 80NPOCOE.
Bapuanr 1

1. CocraB 10KyMeHTaJIbLHOTO (OoH1a.

2. OOuue npuHIMIbLI GOpMUPOBAHUS JICI.

3. OneparuBHOE XpaHEHHE JOKYMEHTOB.

4. OdopmieHue JOKYMEHTOB W e/l K YHHUYTOXKCHHIO Ha JUIMTEIBHOE M I1OCTOSTHHOE
XPaHEHUE.

5. OGecrieueHne COXpaHHOCTU JJOKYMEHTOB.

6. DIJIEKTPOHHBIE IOKYMEHTbI B apXHBaX.

Bapuanr 2

DopMBI UCTTIOJIB30BAHUS TIOKYMEHTOB U3 apXUBHOIO (JOHJ1a OpraHu3alim.
[Topsiiok BbIIauu apXUBHbIX JI€]1 HA PYKH.
be3onacHOCTh 1IeHHBIX HHGOPMALMOHHBIX PECYPCOB.
[lennas unpopmanus u KOHGHUACHIIMATbHbBIE TOKYMEHTBI.
PernamenTanust cocraBa KOH(QUICHIMATLHBIX CBEJICHUH U JOKYMEHTOB.
[Topsnok  paGoTbl  HMcHONHUTENCH ¢  KOH(PWICHUIUAIBHBIMU  JIOKYMEHTAMU U
MarepuajIamH.

7. dopmupoBanue, oQopMmiEeHUE M XPaHEHHE Jel, COJAepKalllUuX KOH(UIEHIHATbHbIX
JIOKYMEHTOB.

DU

PEUTUHI- KOHTPOJIb Ne 3.
Konrtpouabnas padora Ne 3.
Kpamko (6 npedenax 3-x npednosicenutl) omeemome HA KAACOBLU U3 NOCMABIEHHBIX 60NPOCOE.!

Bapuanur 1
CrpykTypa KaJpoBoil UH(POPMALIMOHHO- JOKYMEHTAIIUOHHON CUCTEMBI.
TexHosnoruu 10KyMEHTUPOBAHUS ITpUEMa rpaxiaH Ha padorTy.
CocraB JOKYMEHTOB, HEOOXOAMMBIX JIUISl PEUICHMS BOIIpOca O pueme Ha padoTy.
3aKJIH0UYEHUE TPYI0BOTO JIOTOBOPA (KOHTPAKTA).
Odopmiienne npukasa o rnpueme Ha padory.
CocraB npouenyp U JOKYMEHTUPOBAHUE MEPEBO/Ia COTPYAHMUKOB Ha JIPYIryIO padoTy.
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Bapuanr 2
1. JIoKkyMeHTHpOBaHUE MPOLEyphbl YBOJIbHEHUS paOOTHHUKA.
2. OcoOeHHOCTH YBOJIbHEHUs paboTHHMKA, 00JaJalomero 3HaHueM KOH(UICHIMATIbHOH
uHGbOpMaIIUK OpraHU3aIHH.
3. ®opMUpOBaHHUE JIMYHOTO Jiejla COTPYAHHKA.
4. JIokyMeHTHpOBaHUE YUETa U OTUETHOCTH I10 KaJIpaM.
5. 3ammTa NepcoHaATbHBIX JaHHBIX B KAJIPOBOM CITyKOE.
6. Pa3melienue opranuzanuu padbl KaJpoBOi CIIyIKOBI.

6.2. OUEHOYHBIE CPEJCTBA JJI51 IPOMEXYTOUYHOMW ATTECTALMH 110
UTOI'AM OCBOEHMUSA JUCHUILJIMHBI
Bonpocs! k 3a4ery no qucuunianse «HopmatuBHoe odopmiieHHe 10KYMEHTOBY
1. CocraB peKBU3UTOB U JIOKYMEHTOB.
2.  brnaHk JOKYMEHTOB.
3.  Bwuzsl opranu3allMOHHO-IPABOBLIX JOKYMEHTOB.
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[IpaBuna opopmieHns yupeIuTeIbHOrO J0roBOpa.
IIpaBuna opopmienus ycrasa.

[TpaBuiia opopmiteHHsT TOKHOCTHON HHCTPYKIIHH.
Buze! pacnopsiuTenbHBIX TOKYMEHTOB.

ITopsitok MOArOTOBKH MTpHKa3a.

Ilopsi 10K OATOTOBKH PacIOpsKEHUSI.

Otnuyue mpuKasa OT pacropsHKEHHUS.

. Bugpl nHGOpManMOHHO-CIPABOYHBIX JOKYMEHTOB.

. Ilopsnok odopMieHus IPOTOKOJIA 3aceIaHusl.

. Ilopsnok odopmieHus akra.

. Ilopsnok odopmieHus JOKIaHOM 3aITHUCKH.

. IHopsinox odopmiteHUsI 0OBACHUTEIBHOM 3aITUCKH.

. Iopsinok opopmiieHus 3aKIIOYEHHUS.

. ®OpPMBI JeT0BOM MEPEMUCKH.

. OdopmiieHne 1e10BOro MUCHMA.

. TpebGoBaHMS K TEKCTY J€JIOBOTO MHCHMA.

. BUIbI M pa3HOBUIHOCTHU [IEJTOBBIX TTHCEM.

. CocrtaB n0KyMeHTaIBHOTO (OH/IA.

. Obmue npuHIMIBI GOPMUPOBAHHS JIEIT.

. OnepaTuBHOE XpaHEHHE TOKYMEHTOB.

. Homenknarypa nen opranuzaiuu.

. OlleHKa 3HaYMMOCTH JIOKYMEHTOB M CPOKOB XpaHCHHUS.
26.

XpaHEeHHe.
27.
28.
29.
30.
31,
32,
33,
34.

O(bOpMHCHI/Ie AJAOKYMCHTOB U €I K YHHUYTOXCHHIO Ha IJIMATCIBHOE W IIOCTOSAHHOC

ObecneueHne COXpaHHOCTH JIOKYMEHTOB.

DJIEKTPOHHBIE TOKYMEHTHI B apXUBaX.

@opMbl HCIIOTB30BaHUS IOKYMEHTOB M3 apXHBHOTO (JOH 14 OpraHU3allHH.

[Topsinok BelJauM apXUBHBIX JIe) HA PYKH.

be3zonacHOCTb 1IEHHBIX HHOPMAIIMOHHBIX PECYPCOB.

Ilennas nHGOpMaNUS U KOHDHUACHIUAIbHBIE TOKYMEHTBI.

PernamenTtanus cocraBa KOHQUICHIIMATBHBIX CBEJICHUN U JOKYMEHTOB.

ITopsook paGoTel UCHONHUTENEH ¢ KOHOUACHIHAIBHBIMH JIOKYMEHTaMH U

MaTCepruajlaMu.

35.
36.
37.
38.

IIOTOKOB.

39.

[ToToku KOH(pUAEHIIMATBHBIX JOKYMEHTOB.

Texnonoruueckas cucrema 06paboTKH KOHPHUACHIIHATBHBIX JOKYMEHTOB.
TexHonmornueckas cxema 00pabOTKH JTOKYMEHTOB BXOJIHOTO TIOTOKA.
TexHonmornueckas cxema o00pabOTKH JIOKYMEHTOB BBIXOJHOTO W BHYTPEHHETO

®opmupoBanue, ohopMIICHHE U XpaHEHHE Jej, COJACPKAIUX KOH(HIEHIHATIbHBIX

AOKYMCHTOB.

40.
41.

CrpykTypa KaapoBoi HHPOPMAIHOHHO- TIOKYMEHTAIIHOHHOM CHCTEMBI.
TexHomornu JOKyMEHTHPOBAHUS IIpUeMa Ipak/JiaH Ha paboTy.

Cocrasn JAOKYMEHTOB, HEO6XO)II/IMLIX JJIs1 pEIICHUS BOIIpOCa O IMpUeMe Ha pa60Ty.

42.
43.
44.
45.

3aKJIIOYEHHE TPYAOBOTO JOrOBOpa (KOHTPAKTA).

Odopmienne npukasa o mpueme Ha padoTy.

CocTaB nmporenyp U J0KyMEHTHPOBAHHUE TTEPEBOA COTPYAHUKOB Ha JAPYTYIO padoTy.
JlokyMeHTUpOBaHHE MOOUIPEHHsT pPAOOTHUKOB M HAJIO0XKEHUS JUCLMIIIMHAPHBIX

B3bICKaHHUM.

46.
47.

JloKyMeHTHpOBaHHE TPOLIEYPhl YBOJIbHEHHS PAOOTHHUKA.
Oco0OeHHOCTH YBOJIbHEHHSI pabOTHHKA, 00J1a1aloNIero 3HaHueM KOH(HUACHIIUAIbHOM

UH(pOPMAIHK OpraHU3aALIH.

48.
49.

®opmMupOBaHHe JIUYHOTO JIeJ1a COTPYIHUKA.
JlokyMeHTHpOBaHHEe yueTa U OTYETHOCTH 110 KaJipam.

50. 3amura nepcoHaATBHBIX JaHHBIX B Ka/IPOBOM cykOe.



51. Pa3meuienue opranuzaiuu padbl KaapoBO# CITyKObI.

52. KoMmnbroTepHble cpeIcTBa MOATOTOBKU JOKYMEHTOB.

53. KoMno3uuuoHHast CTpyKTypa TEKCTa JIOKYMEHTOB.

54. OcHOBHblE dTanbl  KOMIIBIOTEPHOW  MOATOTOBKHM  TEKCTOBBIX  KOMIIOHEHTOB
JTIOKYMEHTOB.

55. THoaroToBka TabauIl B JOKYMEHTAX.

56. CnpaBouHo-1ipaBoBasi cucteMa «KOHCYJIBTaHT ITHOCY.

57. CnpaBouHo-mipaBoBasi cucteMa «l'apanty.

BAPUAHTBI IPAKTUUECKUX 3AJIAHUI HA 3AUYET

1.Yro BiumtOUaeT B ceOst MOHATHS «UHPOPMALIUA», «TOKYMEHT», «PEKBU3UT JOKyMEHTa»?
. B uem 3akimouaercs ropuamyeckas cuia JoKyMeHTa?
. UTO u3yyaeT IMCIHUIIIIMHA «JOKYMEHTAMOHHOE 00ecieueHne ypaBIeHus»?
. Kakue pyHKIMM BBINOTHSET TOKYMEHT?
. Uro npeacrasisier coboil MoHATHE «crcTeMa JOKYMEHTAuU »?
. B yem cyniHocTh yHuUKaluu 1 cTaHapTU3alUu JIOKYMEHTOB?
. Kakue ynnupuuupoBaHHble CUCTEMBbI IOKYMEHTAIIMHU BbI 3HaETE?
. Kakue tpeboBanus npeabsBiastoTcs K 0pOpMICHUIO JOKYMEHTOBR?
9. Kakue tpeboBaHus NpebsIBISIOTCS K OQPOPMICHUIO OPraHU3allMOHHBIX JIOKYMEHTOB?
10. Kaxue tpeGoBanusi NpeabsBIsIFOTCS K 0(POPMIICHUIO PACTOPSIUTE/IbHBIX TOKYMEHTOB?
11. Kakune TpeOoBaHus NpeAbSBISIIOTCS K 0(DOPMIICHNIO MHPOPMALIMOHHO-CIIPABOYHBIX
12. KakoB crieHapuii OArOTOBKH C1y)KeOHOro nucbma?
13. B 1eM 3aximoudaeTcst JOKyMEHTHPOBaHUE KOJIJIETHAIBHOM 1esTeIbHOCTH?
14. Kak opopMIIsitoTCs IPOTOKOJIbI U BBIITUCKYU U3 HUX?
15. Yro npeacrasiiser co00i KOH(DUICHIUAIBHOE JI€JI0IPOU3BOJCTBO?
16. Yro npexcrasisier codoii ciayxda IOY?
17. Yro npencrapisieT co0oit JOKYMEHTOOOOPOT yUpeK1eHus?
18. Kak odopmistoTest BXOAAUIME TOKYMEHTbI?
19. Kak opopMIIsIFOTCsl UCXOSIIIME U BHYTPEHHHUE JJOKYMEHTbI?
20. Kakue cnocoObl COBEpLICHCTBOBAHUS M COKpallleHUs! JIOKYMEHTOOOOpoTa BaM
U3BECTHBI?
21. Yro npeacrapisier coO0U 1€KTPOHHAsI KaHUEsipUst?
22.B d4eM 3aikIOYalOTCs 3aaud  PErucTpalvM  JIOKYMEHTOB, M Kakue CI10co0bl
perucTpanuy BaM U3BECTHbI?
23. Bujasl cityke0HbIX IMCEM U CLIEHApHi MTOJINOTOBKY CIIYXkeOHOTo nmuchbma?
24. KakoBo 3HaueHue U 00J1acTh NPUMEHEHUS! OIMMUCEN /€1 MOCTOSHHOIO U BPEMEHHOIO
(cBblire 10 1€T) CpOKOB XpaHEHUS?
25. Yro npeacrasisger codoit YHudumpoBanHas cuctemMa KaJipoBoi JJOKyMeHTaluun?
26. Kakoe 3naueHne nmmeer m3oOpaxenue repdba u dMOIEeMbI Ha OJaHKE JIOKYMEHTa, KTO
ABJISIETCS «aBTOPOM JOKYMEHTa» U YTO B HETO BXOUT?
27. KakoBbl npaBuia GOpMUPOBAHUS U XPAaHEHHUsI JICJ]1 B TEKYIIEM JISJIONPOU3BOICTBE?
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6.3. YY4EBHO-METO/JUYECKOE OBECIIEYEHUE CAMOCTOSI TEJIbHOM
PABOTBI CTYAEHTOB 110 JUCHUIIJIMHE «<HOPMATUBHOE O®OPMJIEHUE
JAOKYMEHTOB»

CamoctosresnbHas pabora cTyJaeHTOB o jaucuuiuimie «HopmatuBHOe odopmienue
JOKYMEHTOB» ()OPMHUPYET HE TOJILKO COBOKYITHOCTh YMEHHUIT ¥ HABBIKOB, HO U MPOPECCUOHATBHO
BAXHBIE KayecTBa creuuanucra. B mpouecce camMocTosiTeIbHOM padoThl OCYIIECTBIIACTCS
U3y4YeHHE CTYJEHTOM y4eOHOH M Hay4yHOH JiMTepaTypbl B paMKaxX 3aJaHHbIX TeM. Pabora nan
JUTEPaTYpOl IPUHECET MAKCHUMaJbHYIO I0JIb3Y JIMIIb B TOM Clly4ac, €CJIM ydalluidcs He
OrpaHUUUTCS OETIIBLIM 03HAKOMJIEHUEM C UCTOUHUKAMHU, a JIOCTATOYHO JIOCKOHAILHO U3YUUT uX. B
ujaeaile xejarebHo, YTOObl padoTa ¢ UCTOYHUKAMHU COMPOBOM/IANACH COCTaBJICHUEM DoJiee WIin
MEHEE pa3BEpHYTOro KoHcnekTa. [Ipu cocTaBieHnn KOHCIEKTa peKoMeHayeTest oOpauars ocodoe



BHUMaHHWE Ha IOHATUS M TepMUHBL lIpM 3TOM BakHO He 3ayuuBaTh MX ABTOMATUYECKH, a
OBITATHCS [IOHATH U YSICHUTD JUISE CE0SI CMBICIT 9THX TCPMHHOB.

CamocrosiTenpHast paboTa CTYIEHTOB NIPEANOJIAraeT CIeYIONHME BU/IbL:

1.BeieHne TepMUHOIOTHYECKOTO CIIOBapS.

2.A3yuenue psana TEOPETHYECKUX BOIIPOCOB, UCIIONB3Ys HAYYHYIO JIUTEPATypy 110 JAHHOM
JUCIUILIHHE.

3.Pemenue wu cocraBieHwe 3agay no aucuuiuimHe «HopmartuBHOE 0odopMmIcHHE
JOKYMEHTOB».

[Tposepka camocToATeNbHON pabOThI OCYIIECTBISIETCS MIPENO/aBaTeIeM Ha MPAKTHUECKUX
3aHATHAX U MHIMBHYAJIbHBIX COOECEIOBAHUSX CO CTYICHTAMH.

Tema 1. IlpaBuia opopmienust 10KyMeHTOB. OpPraHu3alHOHHO-NIPABOBBIE T0KYMEHThI

Bonipoce! 111 camokoHTpoOISA:

CocTaB peKBH3HUTOB U JJIOKYMEHTOB.

braHk TOKyMEHTOB.

Buzpbl opraHu3aninoHHO-IIPABOBBIX JJOKYMEHTOB.
ITpaBuna opopmiieHus: yupeIuTeIbHOTO J0r0BOpA.
IIpaBuna opopmienus ycrasa.

[TpaBuna opopmiteHUs TOKHOCTHON HHCTPYKIIHH.
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Temsl pedpepaToB u 10KI210B:

1. Ucropus nenonpousBojactea B Poccun.

2. CTpyKTypa U IITaTHas YUCICHHOCTh OPraHU3aliu.

3. TlonoxeHue 0 CTPYKTYPHOM MO/Ipa3ieleHuH OpraHu3aluu.

Tema 2. PacnopsaurenbHble H HHPOPMAIHOHHO-CIIPABOYHbIE TOKYMEHTHI

Bonpoce! a1 camokoHTpoOIS:

1. Bupasl pacnopsauTe bHBIX JOKYMEHTOB.

2. Tlopsiiok MOArOTOBKH MTpUKa3a.

3. ITlopsiiok MOArOTOBKH PAaCHOPSIKEHHS.

4. Otnnune NpHKa3a OT PacHOPsKEHHS.

5. Bwunel HHGOPMALMOHHO-CITPABOYHBIX JOKYMEHTOB.
6. Ilopsnok obopmieHust IPOTOKOIA 3aceJaHus.

7. Ilopsnok obopMieHus aKTa.

8. Ilopsmok opopmiieHHSs TOKIIAAHON 3AIIUCKH.

9. Tlopsnok odpopmiteHHst O0BACHUTEIBHOM 3aIIUCKH.
10. Ilopsok opopMiaeHHs 3aKTFOYCHHUS.

Templ pedpepaToB u 10K1210B:

1. ITopsanok cocTaBineHus MPeIOKEHHS KaK Pa3HOBHTHOCTH CITyKeOHO! 3alUCKH.
2. Tlopsinok coctaBieHust U 0pOPMIICHHUST CBOJIKH.

3. Ilopsimok cocTaBieHus: 1 OGOPMIICHUS TIEPEYHSI.

4. Ilopsiiok cocraBieHus 1 0GOPMIICHHS CITUCKA.

5. Iopsinox cocraBneHuss 1 0GOPMIICHHS OT3bIBA.

Tema 3. Opranuzanus 1e/10B0ii NepenucKH

Bonpocs! 111 caMOKOHTPOJIsE:

1. ®opmbl 1e10BO# TIEpPEHCKH.

2. OdopmieHue AeI0BOrO MHCHMA.

3. TpeboBaHusI K TEKCTY JEJIOBOTO MUCHhMA.
4. Buzabl U pa3HOBUIHOCTHU JEJIOBBIX ITHCEM.



Temsl pedeparoB u 10k1a10B:

ITucbMenHas KOpPECIOHACHIIHS: TOYTOBBIM KOHBEPT, MAPKHPOBAHHBIN KOHBEPT.
BubI HOYTOBBIX OTIIPaBIIEHHIA.

KoHTpobHBIE CPOKH IPOXOXKACHHUS TUCHMEHHOM KOPPECIIOHIEHIIHH.

[Mopsinox odopmiteHus TenehoHOrpaMMEL.

[opsinox odopmitenus paxkcorpaMmel.

CooO0mieHus 31eKTPOHHOMN MOYTHI.
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Tema 4. XpaHeHune 10KyMeHTOB

Bompocsl au1st caMoKoHTpoJIsE:

CocraB JOKyMeHTaNbHOTO (hoHIA.

O6mue npuHIMIBI GOPMHUPOBAHUS JEL.

OnepaTuBHOE XpaHEHHE TOKYMEHTOB.

Homenknatypa nen opranu3anum.

Onenka 3HaYUMOCTH TOKYMEHTOB M CPOKOB XpaHEHHSI.

Odopmienne DOKYMEHTOB W Jiell K YHHUYTO)KEHHIO HAa JUIMTENBHOE W MOCTOSHHOE
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XpaHEHHeE.
7. OGecnieueHne COXpaHHOCTH JOKYMEHTOB.
8. DIIEKTpOHHBIE JOKYMEHTHI B apXHBaX.
9. ®opMBI UCTIONIL30BAHUS JOKYMEHTOB U3 apXUBHOIO (hJOHIA OpraHU3aIliH.
10. ITopsiok BbIa4M apXUBHBIX €T HA PYKH.

Tembl pedpepaToB u 10K/I1210B:

1.0cobenHoCTH HOPMHUPOBAHHS B JiejIa HEKOTOPBIX IPYIIIT JOKYMEHTOB.
2. IloHATHE NTAaHOBOM JTOKYMEHTAIIUH.

3. IloHsiTHE CTATUCTHYECKOMN TOKYMEHTALIUH.

4. OdopmiieHHE U BeIEeHHE HOMEHKIIATYPBI JIE]L.

5. Tunosele 1 BenoMcTBeHHbIe [lepeuHu JOKYMEHTOB U X 3HAYEHHE.

Tema 5. Opranuzanus pa6oTsl ¢ KOH(PH/IEHIHAILHBIMH JIOKYMEHTAMH

Bonipocs! 1151 caMoOKOHTp o151

1. be3onacHOCTb IEHHBIX HHPOPMAIIMOHHBIX PECYPCOB.

2. Ilennas undopmanus 1 KOHGHUASHIHAILHBIE JOKYMEHTBL

3. PersameHnTanus coctaBa KOH(GUACHIIHATBHBIX CBEJICHHN U JIOKYMEHTOB.

4. Ilopsmok  paboThl HcmoNHHUTETEH ¢  KOH(UICHIMAIBHBIMH  JOKYMEHTaMH |
MaTepuaIaMH.

5. IloToxu KOH(UAECHITHATIBHBIX JOKYMEHTOB.

6. Texnonoruueckas cucremMa 06pabOTKH KOH(HUIEHIIHATBHBIX JJOKYMEHTOB.

7. Texnonoruueckas cxema 00pabOTKH JJOKYMEHTOB BXOHOTO TOTOKA.

8. Texnonmormueckas cxemMa 0OpabOTKH JOKYMEHTOB BBIXOJHOIO H BHYTPEHHETO MOTOKOB.

9. ®opMupoBaHue, opopMIIEHHE M XpaHEHHE JeN, COJEpKalMX KOH(HICHIHMATbHBIX
JIOKyMEHTOB.

Tembl pedepaToB u qok;1a10B:

1. JloxyMeHTHpOBaHUE KOH(DUICHIIHATBHBIX CBEICHHIA.

2. W3roroBieHne KOHOUACHIIUATBHBIX JOKYMEHTOB.

3. Ob6paboTKa H3/IaHHBIX JTOKYMEHTOB.

4. Muctpykuus no o6paboTke ¥ XpaHEHHIO KOHOUACHIIHAIBLHBIX JOKYMEHTOB (DHPMBI.



Tema 6. IlpaBuia odopmiieHHsE TPYAOBBIX T0KYMEHTOB

Bomnpoce! ay1s1 caMoKkoHTpoJIs:
CtpykTypa KagpoBoit HHYOPMAILIMOHHO- JIOKYMEHTALMOHHON CHCTEMBI.
TexHonornu 1oKyMeHTHPOBaHHSI IPUEMa TPaX/IaH Ha paboTy.
CocTaB 10KyMEHTOB, HEOOXOMUMBIX JUUISl PEIIEHUS BOIIPOCca O IpUeMe Ha padoTy.
3akiroueHHe TPYI0BOro J0roBopa (KOHTPAKTa).
Odopmienue nprkasa o npueMe Ha padoTy.
CocraB npoueayp u JOKyMEHTHPOBAHHUE IEPEBOJIA COTPYIHUKOB HA APYTYIO paboTy.
JIOKyMEHTHpPOBaHHE MOOIIPEHUss PaOOTHHKOB W  HAIOKEHHS JMCIUILIMHAPHBIX
B3BICKaHUH.

8. JIoKkyMEeHTHUPOBaHHE TPOLIEAYPHI YBOJbHEHHS PAOOTHUKA.

9. OcobeHHOCTH yBONBHEHHS PAbOTHUKA, 00JIANAIONIEr0 3HAHUEM KOHQHIECHIMAILHOMN
UHGOpPMAIIMK OpraHU3aI|H.
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10.  ®opmupoBaHHE JUIHOTO Jejia COTPYIHUKA.

11.  JloKkyMeHTHpOBaHHE y4eTa U OTYETHOCTH 110 KaJpam.
12.  3ammra nepcoHaNbHBIX JAHHBIX B KaAPOBOM ClIyxkOe.
13. Pasmemenue opranuzaiuu pabbl KapoBOii CIIykKOBbI.

Temsl pedpepaToB u 10K1210B:

HopmatuBHas 1 HOpMaTHBHO-CIIpaBOYHAsH JIOKYMEHTALIUS.
[InanoBast nOKyMeHTALHS.

OpraHu3alMOHHO-TIPaBOBast JOKYMEHTALHSI.
[lepconanbHas foKyMeHTAIIHS.

PacnopsiiutenbHas 1oKyMeHTaIMs.

KoHTpoJb 10CTOBEpHOCTH MEPCOHATBHBIX JOKYMEHTOB.
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Tema 7. Di1eKTpOHHBII JOKYMEHT0060POT.

I. Oranel pa3BUTHS M  KJIacChl CHCTEMBI  DIEKTPOHHOIO  JOKYMEHTOOOOPOTA.
XapakTepuCcTHKa OPraHM3alUU CHCTEM SJIEKTPOHHOIO JOKYMEHTOOOOpOTa C HCIOJIB30BAHHEM
TeXHOJIOoTuH «ad-hoc».

2. OpraHu3anus CHCTEM OSJIEKTPOHHOIO JIOKYMEHTO00OpOTa Kjacca «groupwares.
Opranusaiys CuCTeM 3JIeKTPOHHOTO JJOKYMeHT0000poTa Kiacca «docflow.

3. Knaccuduxarus GyHKUUE CHCTEM 3JIEKTPOHHOTO JI0KYMEHTOOO0POTA, MOJIOKEHHAS B
OCHOBY cpaBHeHHs. [lepeueHb OCHOBHBIX pOCCHICKHX pa3pabOTOK W KOMIAHHUH CHCTEM
3JIEKTPOHHOI'0 JOKYMEHT0000POTA, MPEICTABISAIONINX HX.

4. OmnpeneneHue SJEKTPOHHONW CHCTEMBI YIPABIEHHS JIOKYMEHTOOOOPOTOM. 3ajauM,
pellaeMble IIpH BHEAPEHHUH JJIEKTPOHHON CHUCTEMbI YIPABICHHS JOKYMEHTOOOOPOTOM.
TpeboBanus, npeabsisisembie kK JCVY .

5. IlpuHIMIBI CO3qaHMS ITEKTPOHHOM CHCTEMBI yIIPABJIEHUS JOKYMEHTOOOOPOTOM.

Bonpocs! 111 caMOKOHTPOJIs:

1. KoMnbloTepHbIe cpe/icTBa MOATOTOBKH JIOKYMEHTOB.

2. KoMIIO3UIIMOHHAs CTPYKTYpa TEKCTa T0KYMEHTOR.

3. OCHOBHBIE ITaIBl KOMITBIOTEPHOU MTOATOTOBKH TEKCTOBBIX KOMIIOHEHTOB JIOKYMEHTOB.
4. IloaroToBka TaONuUIl B TOKYMEHTAX.

Tembl pedpepaToB u 10K/I1210B:

1. Texnuueckue cpeacTBa, HCHOIB3yEMBbIC IIPU CO3JIAHUU H 00pabOTKe JOKYMEHTOB.
2. CpencTBa cocTaBIe€HHs M U3TOTOBJIEHHSI TEKCTOBBIX M TAOJIMYHBIX JOKYMEHTOB.
3. CpeacrBa KOMUPOBAHHS M THPKUPOBAHHUS JOKYMEHTOB.

4. CpenctBa Mukporpaduu.



5. MHCTpYKTHBHO-METOAMYECKHE MaTepuasbl, periiaMeHTUpPYIOIIe npaBuia
0e301acHOCTH PAabOTHI C TEXHHYECKMMH CPEICTBAMH.

Tema 8. Ocobennoctu padorsi CIIC «apant» 1 CIIC «KoHCYIbTAHT ILIIOC».

Bonpocs! 111 caMoKoHTpoOIsI:
1. CnpaBouHo-1paBoBast cucreMa «KOHCYIBTAHT TUTFOCY.
2. CnpaBouHO-TIpaBOBasi cuctema «l apanT».

Tempbl pedpepaToB u 10K12/10B:
1. Pa3HOBHIHOCTH CIIPaBOYHO-TIPABOBLIX cHcTeM B Poccuiickoit Menepanum.
2. OTIMYMs CIIPaBOYHO-TIPABOBHIX CHCTEM.

6.4. CIIEHHMAJIBHBIE YCJIOBUS ITPOBEJIEHUS] TEKYUIEI'O KOHTPOJISI
YCHEBAEMOCTH U TIPOMEXKYTOYHOMW ATTECTALIUH JIJISI OBYUYAIOIMXCS
C OTPAHUYEHHBIMHU BO3MOXKHOCTSMU 3/10POBbSI

B coorBerctBuM ¢ [lonmoxenunem «O mnopsaKe OpraHM3alMd M OCYIIECTBJICHHS
00pa3oBaTeIbHON JEATEIPHOCTH JUIs MHBAIMIOB M JIMI C OIPAHHYEHHBIMH BO3MOXKHOCTAMH
310pOBbs», YTBEPKIAEHHbIM [Ipukazom ot 21.01.2016 No 12/1 Bal'V, ang oOyyarommuxcs ¢
OrpaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI IPEYCMOTPEHBI CIIEIIHATBHBIC YCIOBHS IIPOBEICHUS
TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH U TPOMEKYTOUYHOH aTTeCTallku.

IIpy OCBOEHMM MMCHMIUIMHBI HCIOJB3YIOTCS pa3jiMuHble COYETAHHMs BHIAOB y4eOHOI
paboTel ¢ MeTomaMu M (GopMaMH aKTHBHU3ALMU MO3HABATEILHON JEATEILHOCTH O0YyYaromuXcs
A TOCTHDKCHUS 3allIaHMPOBAHHBIX pe3yJbTaTOB OOy4eHHs U (HOPMHPOBAHHS KOMIIETEHIIUMH.
@opma mpoBeIeHUs IPOMEXKYTOYHOM U MTOrOBOM aTTECTAMHU VIS 00YYaIOLIUXCS-MHBAIUIOB 1
JIML ¢ OTPAHUYEHHBIMH BO3MOXHOCTSIMH 3/10POBbsI YCTAHABIMBAETCS ¢ YUETOM HHJIMBU/IYyaJIbHBIX
ncuxodusnongoruyeckux ocodennocreit. [lo muaHoi mpockde 06yYaIOIErocs: ¢ OrpaHUYeH HBIMU
BO3MOXXHOCTSIMH  3[10pOBbs 110 quciuiuimHe «HopmatuBHoe odopmiaeHHe TOKYMEHTOB»
[peaycMaTpUBaeTCs:

-3aM€Ha YCTHOI'O0 OTBETA HAa ITUCBMEHHBIA OTBET (HA MPAKTHYECKOM 3aHSTHH, MPU cjlade
PENUTUHT-KOHTPOJIA, 3a4YeTa);

-YBEJIMYCHHE MPOJIODKUTEILHOCTH BPEMEHHU Ha BBITOJIHEHHUE 3aJJaHUH PEUTHHT-KOHTPOJIs,
3a4eTa;

-IIpH TIOABEICHHUH DPE3YJIbTATOB MPOMEKYTOUYHOW ATTECTAIIMH CTYJIEHTOB BBICTABIISCTCS
MaKCHUMaJIbHOE KOJIMYECTBO OaJIOB 3a MOCEAaeMOCThb ay IMTOPHBIX 3aHATHH.

7. YHAEBHO-METOJUYECKOE U HTHO®POPMALIMOHHOE OBECIIEYEHUE
AUCHUITIJIMHBI <HOPMATHUBHOE O®OPMJIEHUE JIOKYMEHTOB»

a) OcHoBHasi IMTEpPaTYpa

1.bacakoB M.U. Jlenonpou3BoactBo [JIOKyMEHTAlMOHHOE OOECIIEYEHHE YIIpaBJIEHHU|:
yueOnuk / M.W. Bacakos, O.1. 3ambinkosa. - U3a. 14-¢, nepepab. - Pocros u/J1: ®enukc, 2014. -
376 c.

2Kynses H.H., [émymkun A.C. KoupuaennuanibHoe JI€JIONPOM3BOJCTBO U
3aIIMIICHHBIA 3JIEKTPOHHBIH JOKYyMEHTO000POT — DJIeKTPOH. TEKCTOBBIE JaHHble.— M.: Jloroc,
2013 — 452 c.

3.Jlopuea M.B., Tl'ankuna E.H. VYnpasinenue mepcoHaaoM: TeOpHs M IPAKTHKA.
JlenonponsBoacTBO B KampoBol ciyxOe : yueOHO-npakTHueckoe nocobue / mox pea. A. .
Kubanosa. - Mocksa : [Ipocmext, 2014 - 80 c.

4.Ilomop C.JI. J[lenompou3BOACTBO W cekperapckas paboTa Ha MEPCOHATBHOM
komrbroTepe. - M.: COJIOH-IIPECC, 2013 - 424 c.



5.Kysnenos M.H. [lenoBoe mmceMo: YueGHo-cripaBoynoe nocobue / ABT. coct. M.H.
Ky3nenos. - 4-e u3a. - M.: U3natenscko-Toprosas kopnopauus "Jlamkos u K", 2012- 196 c.

0) lonoHUTEILHAS JIHTEPATYPa

1.Kapniosuu O.I'. I'noGasbHble po0iieMbl B MEXKTyHAPOAHBIE OTHOIICHUS: MOHOTIPaQHs.
- M.: KOHUTU-JIAHA, 2014 - 503 c.

2.I'vsaesa U.B. JlenompousBonctBo: cnpaBounuk/ ['Baea WM.B., CobGanesckuii C.B.—
DJIEKTPOH. TEKCTOBBIE NaHHble.— Munck: TerpaCucremc, Terpamur, 2014 - 224 ¢.

3.Kpumramox A.H. KoHduznenmmansaoe aei0onpou3BoACTBO M 3al[dTa KOMMEPYECKOH
TaidHbl: Kypc Jekuuit/ Kpumramoxk A.H.— Diekrpon. TekcToBhle aanHbie.— Opel:
MexpernonanpHas Akanemus 6e3omacHocTy U BebkuBanus (MABUB), 2014 — 199 c.

4 Mensenea O.B. OCHOBBI JHOKYMEHTAllMOHHOTO OOECIIEYEHHUS YIIPABICHHS. 2-€ W3
y4ebHoe mocobue/ MenpeneBa O.B.— DnekTpoH. TekcToBble HaHHble - KpacHomap: HOxHbli
HHCTUTYT MEHeDKMeHTa, 2012 - 175 c.

5.Kysnenos M.H. JlenoBoe mnucemo: YueGHo-cripaBounoe mocobue/ABT. coct. W.H.
Ky3nenos . - 4-e u3a. - M.: U3parenbcko-Toprosas kopriopaims "Jlamkos u K",2012 - 196 c.

6.AnexceeB ['.B. 3ammra wuHTe/UIEKTYambHOM COOGCTBEHHOCTH: ydeOHOe mocobue/
AnekceeB I'.B.— DnektpoH. TekcToBble fannbie - Caparos: Bysosckoe o6pazoBanue,2013 - 156
&

Od¢unuanbHbie H31aHUA

1. bronnerens BepxoBroro cyna P® - 6ubmiorexa FOU (yn. Ctyaendeckasi, 10).

3. Poccuiickas razera — 1 kopryc, aya. 140.

4. Bnagumupckue Beomoctu — 6ubdaunoreka FOU (yn. Crynengeckas, 10).

5. Poccwuiickas rasera https://rg.ru/gazeta/svezh.html (6utimorexa Bal'Y, kopmyc 1, ay.
140; kopnyc 2, ayn. 128; kopryc 7, aya. 140; koprnye 3, ayx. 414).

CnpaBo4Ho-0néHorpadguyeckue u3IaHust

1. I'moccapuif [OpHUINYECKHX TEPMHHOB 110 aHTHKOPPYNIHOHHONH TeMaThHKe JUis
HCIO0JIb30BaHUs B yuyeOHOM mpouecce - M.:HUI[ MHD®PA-M, 2016. - 168 c.: 60x90 1/16. -
(M3uCII) (O6noxKa. KBC) ISBN 978-5-16-012084-3 -
http://znanium.com/catalog.php?bookinfo=553309

2. Cnosapp TepmuHOB CIIC «KoncynprantlLmoc» - MHGOpMaIMOHHO-TTpaBOBast CHCTEMa
Koncynwsrantlmoc.

3. Macnukos, U. C. FOpuauueckuit ciosaps / U. C. MaciankoB .— 2-¢ u3n. — Mocksa :
HamkoB u K, 2008 .— 319 ¢. — ISBN 978-5-91131-704-1. — 3 5k3. (butumorexa Bal'V).

4. IOpuauuaeckuit sHIMKIIONEIUYecKuit ciioBaps / A. U. Anexcees [u ap.] ; o/ o601, pej.
B. E. Kpyrckux .— 3-e u3sn., nepepab. u gon. — Mocksa : Uudpa-M, 2001 .— 450 ¢. —
(bubnmoreka cnoBapeit "Uudpa-M"). — bubnuorp.: ¢. 449 .— ISBN 5-16-000271-5. — 3 5k3.
(bubauorexa Bial'VY).

5. bonbmio# 10puANYECKHA SHIMKIIONEINYECKHIA cioBaph / aBT.  cocT. A. b. bapuxun. -
2-e u31., nepepab. u gorm. - Mocksa : Kumwxkueiii mup, 2008. - 792 ¢. - bubmumorp.: ¢. 791. - ISBN
978-5-8041-0301-0. (bubmxorexa Bal'V).

6. Acraxos, IlaBen AsnekceeBuu. Bonbiuas npasoBas suumkioneaus / I1. A. Acraxos. -
Mockaa : Dxemo, 2010 .- 972 c. - (HoBeiimmii 1opuMyecKuii CipaBovHKK). - bubmworp.: ¢. 943. -
ISBN 978-5-699-34124-5. (bubaunorexa Bal'VY).

7. Bonblast 1opuaAnYecKas SHIMKIIONEIUSA: caMoe MOJHOE COBPEMEHHOE M3/1aHue : Ooee
2000 ropuauveckux TepMUHOB U NoHsTHi / B. B. ABanecsn [u xap.]. - U3a. 2-e, nepepab. u jom. -
Mocksa : Dkemo, 2010. - 656 c. : wi. - And. ykas.: c. 642-656. - ISBN 978-5-699-45285-9.
(bubnmuorexa Bal'Vy).




Cﬂe[l“aﬂ“3ﬂpOBaHHble MNePUHOAUYECCKHE U3/ IaHUS

. «Bectnuk Bnl'V: ropunnueckue vayku» (6ubauorexa IOU, yiu. Cryaenueckas, 10)
. «Bectnux MI'Y: npaBo» (6ubnnoreka FOU, yi. Crynenyeckas, 10)

. «Bompocs! uctopun» (6ubnuorexa Bal'V, kopmyc 7, aya. 140)

. «Bceobmas ucropus» (6udmnorexa Bal'V, kopmyc 7, aya. 140)

. «3akoHn» (6ubmmoreka FOU, yi. Crynenueckas, 10)

. «3axoH u mpaBo» (6ubimoreka FOU, yn. Cryaenueckas, 10)

AN AW

B) UHTepHeT-pecypcenl

1. CnpaBouHo-1IpaBoBas cucrema «[ apant» (http://www.garant.ru)

2. CnpaBouHo-npaBoBas cucteMa «KoncynsrantlIroc+» (http://www. consultant.ru)

3. IOPUTMYECKAS POCCHUS - poccuiickuii 00pa3oBaTesibHbIN MPABOBON [OPTAJ.
ConepxuT npaBOBYIO GHOIHOTEKY, HHGOPMALHKIO 0 KOH(EPEHIUAX, 00pa30BaTeIbHbIE HOBOCTH,
IOpUJIUYECKHE TOKYMEHTHI M HHble MaTepuaisl (http://www. lawportal.ru)

4. Hayunas 6u6muorexa Bal'V (http://library.vlsu.ru/)

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITJIUHBbI
«HOPMATHUBHOE O®OPMJIEHUE JTOKYMEHTOB»

3anaTus npoBoasATcs B ayauropusx lOpuamdeckoro mucrturyra Bal'y (kopm. Ne 11) mo
anpecy yna. CryneHueckas, a. 8. Bce ayauTopuu OCHAIEHbI KOMIBIOTEPHOM TEXHHKOM ¢
onepanuoHHon cucrteMo Windows u cranmaptaeiM maketoM Microsoft Office, ¢ moctynom B
MuTepHer, BUIEO MYIbTHMEIHHUHBIM OOOPYAOBAHHEM, KOTOPOE II03BOJISET BH3YalH3HPOBAThH
OpOIECC MPEACTABJICHUSI IIPE3EHTAMOHHOIO MaTepuala, a TakKKe MPOBOJMTH KOMITBIOTEPHOE
TECTHPOBAHUE O0YYAIOUIUXCS 110 YUeOHBIM JUCIUILIMHAM; JJOCKON HACTEHHOM, (JIOMACTEPOM.



Paboyvas nporpamMma JIUCLHMIUIMHBI COCTaBIEHA B COOTBETCTBHHU ¢ TpeboBanusmMu OI'OC BIIO 1o
Harpasienuio 40.03.01 — «lOpucnpyaeHuus»

Pabouyro mporpamMmy cocraBui:

accucTeHT Kadenpsr «['ocymapcTBeHHOE 11paBo

U YIIPaBJIEHHE TaAMOKEHHOU JeSITeTbHOCTHIO» 7%
-

IOU Bnl'vY M.H. AxmenoB

Penensents! (mpecraButes paboToaaress):
3aB. kadenpoit OITuT]]
K.J0.H., JOLIEHT

N.B. [loroauna

IIporpamma paccMoTpeHa u 0J00peHa Ha 3aceJaHuu
ITporokon Ne_ 13 or«__ 29 »

3aBeayroluit kadeapoii /
(OUO, noanuce)

: 'Y T1
916 rona
/C.H. Mamenos/

PabGouas IIporpamMmma pacCMOTpEHa U 01106peHa Ha 3aCCIaHuHU y‘{€6HO-M€TOﬂquCKOﬁ KOMHCCHH

HarpaBJICHUS 40.03.01 — «¥OpucnpyaeHuus»
[Iporokom Ne 9 ot «29» mous 2016 roja
[Ipescenarens KOMUCCHH - 1 O.J1. TpeTbsikoBa

(DPHO, fionnuCn)

\



JUCT IEPEYTBEPK/IEHUS
PABOYEHU ITPOI'PAMMBI JUCHUTIJINHBI
«HOPMATHUBHOE O®OPMJIEHUE JOKYMEHTOB»

Paboyas nporpamma ogo6pena Ha Lot /1§ yueOHbIH 1ol
[IpoToxon 3acenanus kadeapnr No ’fj ouZ/a 0¢ 1€ roga

3aBeayrouwmii kadeapoit

Pabouas nporpamma oo6pena na L& 7§ / /6 y4eOHBIH roj

Mpotokon 3acenanus kadepsi Ne 7.3 ot 45 06./6 rona ;
3asenyromuit kadeapoi W

Pabouast mporpamma o106pena na Le7€ i 7 y4eOHBIH 1o

[IpoTokon 3acenanus kadeapni Ne +3 o 45 061§ roja ,

 /

3aBeayromuii kadeapoit

Pabouas nporpamma ono6pena na y4eOHBIH 1o

ITporokon 3acenanus kapeapnr Ne oT rosa

3aBeyroluii kadeapoii

Pabouas nporpamma o106pena Ha y4€eOHBIH roj

[IpoTokon 3acenanus kagpeapni N oT roja

3aBenyromuit kadeapoi

Pabouast nmporpamma o106pena na y4eOHbIH roj

IIporokou 3acenanust kapenpor No oT roja

3aBenyroumii kadeapoii




