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Plecertte A



1. HEJIM OCBOEHUSA JUCHUIIJINHbBI
«HOPMATHUBHOE O®OPMJIEHUE JTOKYMEHTOB»

Ilenvro ocBoenus aucuumMHbl «HopmaTuBHOE OdopmiIeHHE TOKYMEHTOBY» SABIISCTCS
$opMHpOBaHUE Yy CTYJCHTOB HAaBBIKOB TMOJrOTOBKM M  Ha/JIeXkalled  OopraHusaiuu
pactopsIMTeNIbHbIX, UHHOPMALIMOHHO-CIIPABOYHBIX U OPraHU3AIMOHHO-IIPABOBBIX JOKYMEHTOB
cornacHo TpeboBanusM ['OCTa MexaHUYECKUM U HJIEKTPOHHBIM CIIOCOOAMH.

JlocTH)KeHME JIAaHHBIX LeJIel MperycMaTpruBaeT pellieHue CAeayoIuX 3a4a4:

- paccMOTpEeHHUE UCTOPHU perjiaMeHTalluu JIeJI0NPOU3BOICTBA;

- O3HAKOMJIGHUE C MPOIIECCOM OpPraHu3aluu JOKYMEHTO000poTa B OpraHu3aliiu;
U3Y4YEHUE HOPMATUBHO-METOAMUECKOM 0a3bl 1€J0MPOU3BO/ICTBA B COLMAIIbHOI padoTe;

BBISIBIICHHE CHEUUPUKA JTOKYMEHTAIIMOHHOTO OOECIeUeHUs YIpPaBJIEHUs COLUAILHON

padoThI;

- oOydeHHWe CTYJIEHTOB TpaBWiaM CO3JaHUss U O(OpPMIIEHUS pPa3jIMYHBIX BHUIOB
YIPABJICHYECKOHN TOKYMEHTAIMH, ClIoco0aM opranu3anuu padoThl ¢ JOKYMEHTAMMU;

- OBJIaJIEHUE CTPYKTYPOH JOKYMEHTOOOOPOTa, yueTa U XpaHEeHUs JJOKyMEHTALUK;

- (dopMupoBaHHE Yy CTYJCHTOB MbILIUIEHUS, OCHOBAaHHOIO Ha HCHOJIb30BAHUM
MH(OPMAIMOHHBIX TEXHOJIOTHH, KOTOpble AaKTHBHO CIOCOOCTBYIOT DAa3BUTUIO DKOHOMHUKH,
MOJIMTUKH, TOCY1apCTBA HA OCHOBE CTAHOBJICHUS! MH(POPMALIMOHHOTO OOIIECTBA;

- TIOJATOTOBKA BBICOKOKBATU(UIIMPOBAHHBIX CIEIUATUCTOB C HABBIKAMU MPUMEHEHUA
CHUCTEM JOKYMEHTOOOOPOTa B FOPHAMYECKON JIEATENBHOCTH, HayKe U 00pa30BaHUU.

2. MECTO JUCHUIUVIMHBI B CTPYKTYPE OOII BIIO

CornacHo yyeOHomy muiaHy HanpasieHus 40.03.01 — ropucnpyleHuus, AUCHUIUIMHA
«HopmaTtuBHOE OQoOpMIIeHHE TOKYMEHTOB)» SIBJISCTCS JUCIMIIMHON MO BBIOOPY BapHaTUBHOM
yacTh UHPOPMAIIMOHHO-IPABOBOIO LIUKIIA.

Jlucuunimuna «HopMartuBHoe odopmiieHHE JAOKYMEHTOB» HAXOIUTCS B JIOTMYECKOH MU
COJICPKATEIbHO-METOUYECKOH  B3aMMOCBSI3M € JUCHUILUIMHAMHU,  HAXOAAIIMMHCS B
TYMaHUTApHOM, COLIMAIBHOM U SKOHOMHUYECKOM IMKJIE, @ MIMEHHO C JUCLUUIUTMHAMHU «Jlornkay,
«Dunocodusi» u «llpodeccnonanbras sTukar.

3ajadell JaHHOTO Y4yeOHOTrO Kypca SIBJISIeTCS OCBOCHME 3HAHUM B 00J1acTH CO31aHMs
JOKYMEHTOB, JIOKYMEHTAIlHOHHOTO  OOeCIeUeHUs  YIpaBlIeHUs, METOJA0B U  CIOCOOOB
CTaHJIApPTH3allMM W YHUPUKAOUU JOKYMEHTOB, H3Y4YE€HHE OCHOBHBIX 3aKOHOMEPHOCTEH
WH(pOPMAIIMOHHOrO  OOECTEUeHUs]  YIpPaBJICHMS, I[103BOJSIOIIUMX  CUCTEMATU3UPOBATh U
(GUKCHpPOBATL TEPBUYHBIC JaHHBIC, BBIBJIATL IPUINHHO-CIICJACTBEHHBIE CBSI3U  COOBITHIA:
pa3BUTHE Y CTYJCHTOB HABBIKOB COCTABJIECHUS JIOKYMEHTOB, pa3pabOTKMU JIOKYMEHTALMOHHBIX
dbopm s puKcHpoBaHUS YIIPaBICHYECKUX PELICHUN U MHPOPMALIUN.

3. KOMIIETEHIUH OBYYAIOUIETOCsl, POPMUPYEMBIE B PE3YJIBTATE
OCBOEHMsI AUCHUITIJIMHBI <cHOPMATUBHOE O®OPMJIEHHE JOKYMEHTOB»

OK-11 - BiazeeT OCHOBHbIMM METOJIaMM, CIOCOOAMH M CPEACTBAMM I10JIyYEHHUS,
XpaHeHusl, rnepepadoTku UHGOpPMALIMU, UMEET HaBBIKM padOThl ¢ KOMIIBIOTEPOM KaK CPEJACTBOM
yIpaBJjieHUsl UHPOPMaIUEH.

3Hamo:

-BUJbI U TOPsJIOK O(OpMIIEHHS] OPraHU3alMOHHO-IIPABOBLIX, PACHOPAJUTEIbHBIX |
MH(OPMALMOHHO-CTIPABOYHBIX IOKYMEHTOB;

-TpeGoBaHUsl K OPOPMIICHHIO 1ETOBOM MEPENUCKU, XPAHEHUS JIOKYMEHTOB;

-MIOPSJIOK  TIOJITOTOBKM  KOMITBIOTEPHBIX JTOKYMEHTOBR UM ocoOeHHoctu padotsl CIIC
«["apanT» 1 «KOHCYIBTAHT TUTFOC Y.

yMemb:

-COCTaBIIATh ¥ OGOPMIATH YIPABICHUYECKHE JOKYMEHTBI B COOTBETCTBUU ¢ TPEOOBAHUAMM
['OCTa;



-COCTaBJIATh M OQOPMIIATH OPraHM3al[HOHHO-IIPABOBBIC JTOKYMEHTBI, WH()OPMAIMOHHO-
CIpaBOYHbIE JOKYMEHTBI U PACIIOPSAUTENbHBIE JOKYMEHTHI;

-IIOJArOTaBIMBATh JOKYMEHTBI C [IOMOIIBIO KOMIIBIOTEPHON TEXHHUKHU.

61ademn:

-T€OPETUYECKUMH U IPAKTHUECKUMHU OCHOBAMH K O(hOPMIICHUIO JIOKYMEHTOB;

-YMEHHMSIMH M HaBbIKAMU IMOJATOTOBKM M pabOThl ¢ OpraHu3alMOHHO-IIPAaBOBBIMH
JOKYMEHTaMH,  HH(OPMAIMOHHO-CIIPABOYHBIMH ~ JOKYMEHTAMH M PacrnopsAUTeIbHBIMU
JIOKyMEHTaMHU;

-npakTuyeckuMu HaBblkaMu paboThl CIIC «["apant» u CIIC «KoHcynbTaHT mimocy.

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

OO11as TpyI0€MKOCTD JUCIMIUIMHBI COCTABIISAET 2 3aueTHBIE €IMHHUIBI, /2 Yaca.

Bunbl yueO6Ho# paboThl, BKIIOUAS
DOpMbl TEKYLLETO
CaMOCTOATEJIbHYIO PaboTy CTYIEHTOB o
< O6bem yuebHoi KOHTPOJISA
= U TPYAOEMKOCTh (B 4acax)
S paboThl, YCIeBaEMOCTH
Ne Paszen (ema) Bl = C IPUMEHEHHEM (no Hedensm
n/— A % 51 g % o UHTEPAKTUBHBIX cemecmpay),
n JMCLUILTHHBI 3| = 2 = 2
Sl 5 S| 88 23 33 &y METO/10B bopma
> E E 5 53 3 & €| Z| (suacax/%) MPOMEKYTOUHON
I €5 5§ B8 ©| B arTecTalnu
& E & (no cemecmpam)
[IpaBuna
odopmIieHust
1 ”O""yMe“TOB' 4 1 1 8 14./50 %
praHu3alMOHHO-
NpaBoBblE
JOKYMEHTbI
PacniopsiauTenbHble 1
g | HEOpMAmiOHEG- 4 1 1 8 14./50 %
CIpaBOYHbIE
JOKYMEHTbI
3 | Oprammsaius 4 1| 1 8 14./50 %
J€JI0BOM Nepenucku
X
4 | pAHchER 4 1 1 8 14./50 %
JOKYMEHTOB.
Opranusanus paboTbl
5 |® 4 1 8 0,54./50 %
KOH(UAEHMAIbHBIM
1 JOKYMEHTaMH
ITpaBuna
6 | Obopunenus 4 1 8 0,54./50 %
TPYIOBbIX
JOKYMEHTOB
7| ARSI R 4 1 8 0,5 4./50 %
JOKYMEHTO000pOT
OcobeHHOCTH paboThI
8 CIIC «I'apant u CIIC | 4 1 4 0,54./50 %
p .
«KoHCynbTaHT miocy
Bcero B cemectpe: | 4 4 8 - - 60 - 64./50 % 3auer
Hrtoro: | 4 4 8 - - 60 - 64./50 % 3ayer




4.1. COAEP’)KAHUE TEM JUCHUIIJIMHbI
«HOPMATHUBHOE O®OPMJIEHUE JTOKYMEHTOB»

Tema 1. IlpaBuia odopmieHHst JOKYMEHTOB. Opranu3alMOHHO-TIPABOBbIE
AOKYMEHTBI.

3HaueHHe [OKYMEHTAl[Md B YIPABICHYECKOW JesATebHOCTH. MecTto ¥ poib
JCIIONPOU3BOJCTBA B yNpaBieHUU. Jlenonpou3BoacTBO kak (yHKius yrpasieHus. [lonstue o
JOKyMeHTax. DyHKIUU JOKYMEHTOB B YIPABICHHH CHUCTEMbl JOKYMEHTAlMH. YHHQHUKaLUsA
cucreM okyMeHTupoBaHus. ['OCTs1 u HopmaTuBbI. BUjibl JOKYMEHTOB.

OpraHu3anMoHHBIE  JOKYMEHTBl. BHI  OpraHM3alMOHHO-TIPABOBBIX  JIOKYMEHTOB.
[IprMepHas CTpyKTypa HOPMATHBHBIX aKTOB: MOJIOKEHHUS, YCTaBbl, MHCTPYKIUU. OCcOOEHHOCTH
HOArOTOBKM M O(GOPMIICHHS OpraHU3alMOHHBIX JOKYMEHTOB. OCHOBHBIC 3a/1a4M Ka)JOro BHJIA
JIOKYMEHTA.

Tema 2. PacnopsiiuresbHblie 1 HHPOPMAMOHHO-CIIPABOYHbIE IOKYMEHTBI.

[TonsTve u GyHKIMHM OpraHu3alOHHO-pacnopsauTebHON qokyMeHTauu (OP/l). Busl
OPJl. Opranm3anuoHHble J0KyMeHTHL: YcraB, [lonoxenue, Wuacrpykiuu. [lopsgox ux
COCTABJICHUS U UCIIOJIb30BAHMS.

Pacniopsnutenbubie mokyMenTol: Ilocranosienus, Pemenus, [lpukassl, Pacnopsixenus,
VYkazanus. [Topsok ux cocraBieHus, IOIMCAHUS U UCIIOJIb30BAHMUS.

Hasnauenue u opopmieHue npuka3oB 1o OCHOBHO#M JESITEIBHOCTH.

HUudopmanmonno-cipaBounbie  JIOKyMeHTH.  Buabl  MHOOPMAIHOHHO-CIIPABOYHBIX
JIOKYMEHTOB (JIOKJIaJiHAsl 3alMcKa, cly)keOHas 3amucka, OObsACHUTEIbHAs 3alucKa, CIpaBKa,
MUCbMO, TejerpaMma, tenedoHorpamma, tene (daxc) u ap.). OdopmieHue UHPOPMALKMOHHO-
CIIPABOYHBIX JOKYMEHTOB.

Tema 3. Opranu3zanusi 1eJI0BO# NMepenucKH.

S3BIK U CTHIIB OQUIMATIBHOTO MHChbMa, CTPYKTYpa JEI0BOrO MUChMa (acleKThl MUCbMa B
3aBUCUMOCTH OT BHMJA W WHGPOpPMAIIMH, HU3JIOXKEHHOM B HeM).JlesoBas mepenucka: MPUHLUIBI
COCTaBJEHUs O(YUIHUATBHOTO MHChMa M CTPYKTypa CIIy:KeOHOro MmuchbMa, STHKETHBIE PHUTYabl,
CTHIIb 0OPMIIEHHUSI KaK oTpaxkeHue uMuka OCHOBHBIE TpeOOBaHUS K TEKCTY MHUChbMa, COCTaB
peKBU3UTOB. Buasl M ocobeHHOCTH je10BOM  KoppecronaeHIMU. CHHTAKCUC IUChbMA,
PEKOMEHIALUU 10 UCIIOJIB30BAHUIO IIUPP M CJIOB, PEKOMEHAIMH 110 MOCTPOSHHIO (pa3, CI0Ba-
COKpalleHUs, THPOPMATHBHOCTh M YO€IUTEIbHOCTh, STHKET B JEJIOBOU Mepenucke. Bupl nucem:
UCbMA-TIPUTJIALIEHHUS], TUChbMA-NPOCHOBI, MHUChMA-TIPE/UIOKEHHUS, COIPOBOJUTEIbHBIC HCHMA,
NUCbMa-3anpocsl U T.14.).MexmyHapoanbsie nucbma. CTaHAapThl MEXKIYHAPOIHON OpraHu3alun
no cragaaprusanuu (MCO) na odpopmiienue nepenucku. OTAenbHbIE TEKCThI MEXKIYHAPOIHBIX
nuceM. PexkBU3UTBHI MeXIyHapoaHoro muchbMma. CpaBHUTE/BHBIM aHAIW3 PEKBU3UTOB IHCEM B
Poccuu v pekBU3UTOB MEKIYHAPOIHBIX [THCEM.

Tema 4. XpaneHue 10KyMeHTOB.

IIpaBuna GopMupoBaHUs pa3IUYHBIX KATETOPHH JOKYMEHTOB B Jiesia. OTBETCTBEHHOCTD
38 COXpPaHHOCTb JOKYMeHTOB. lloHsiTHe «dKcmepTH3a IIEHHOCTH JOKyMeHTOB». Ilonsrne
«oopmienue nena». OCHOBHBbIE TpeGOBaHUS, MpeabsBisemMble K opopmieHuto aein. llomHoe n
yactuyHoe odopmienune pen. [lommmeka gen. CocraBiieHWe 3aBEpUTEIBHON  HAIHUCH,
BHyTpeHHelH onucu. Odopmienue o6noxku aena. [IpaBuia nepesadn e Ha XpaHEHUE B apXUB

Tema S. Opranusanus padoTbl ¢ KOHPHIAEHIHAIBLHBIME 10KYMEHTAMH.

OcHoBBI 3akoHOAarenbeTBa PO B 001acTH WHPOpPMAIIMOHHONW G€30IIaCHOCTH U 3aLUThI
udopmanuu. IloHsTHe W BUAbl MHPOPMAIMH, 3ALIMINAEMON 3aKOHOJATENLCTBOM Pd.
['ocynapcrBenHas TaiiHa u cucrema eé sammuthl. KonpuaenunanisHas nadopmanus v e€ 3aliura.



Tema 6. IlpaBuia opopmMiieHHsI TPYAOBBIX 10KYMEHTOB.

JlokyMeHTHpOBaHHE Ipollecca TPYIOYCTpPOWCTBA Ha paboTy: COCTaBJICHHE IlaKeTa
JAOKYMEHTOB, coOecenioBaHne, oGOpMIICHHE NpHKa3a, 3arnojHeHue JIMYHOro jJucTKa MO yueTy
kaapoB. OopMiieHHE TPYZIOBOTO JIOTOBOpPA. 3aK/IIOUCHHE W PACTOPIKEHHE TPYJOBOTO J0TOBOPA.
O¢opmnenne npukasa o mepeBoje paGOTHHKA Ha Jpyryio paboty mo dopme Ne T-5 (NeT-5a).
Odopmienue mpukaza O IpeIOCTaBICHHH OTHMycKa pabotHuky 1o dopme Ne T-6 (Ne T-6a).
Odopmiienre mpukasa o MpeKpameHud TPYI0BOro A0roBopa ¢ paboTHukoM 1o popme Ne T-8.
OdopmiieHHe JTOKYMEHTOB, HEOOXOMMMBIX IS KOMAaHAMPOBKH: IIPHKa3, CIy)eOHOe 3ajaHue,
odopmieHHe KOMAaHAUPOBKH, 0T49eT. OQOpMIICHHE IUCIUTIIMHAPHOTO B3bICKAHHSI.

Tema 7. Dj1IeKTPOHHBIH T0KYMEHTO000POT.

DTanbl pa3BUTHS U KJIACChI CUCTEMBI 3JIEKTPOHHOTO J0KYMEHTO0O0poTa. XapakTepucTuka
OpraHu3alid CUCTEM IEKTPOHHOTO JOKYMEHTOOOOpOTa € HCIOJIb30BaHUEM TEXHOJIOTUH «ad-
hocy. OpraHusaims cuCTeM 3JIEKTPOHHOTO  JIOKYMEHTOOOOpOTa — Kjacca — «groupware.
Opranuzanus CHCTEM 3JIEKTPOHHOrO JokyMeHTooGopora kiacca «docflow». Kraccudukarius
GyHKUMH cHCTEM 9JIEKTPOHHOTO JOKYMEHTOOOOPOTA, MOJIOXKEHHAss B OCHOBY CpPAaBHEHHSL.
Ilepeyenpr OCHOBHBIX pOCCHHCKHX pa3pabOTOK ¥  KOMIIAHHM CHCTEM  3JIEKTPOHHOIO
JOKYMEHTOOOOPOTa, MPEACTaBIAIOMUX HX. Onpeje/ieHue 3JIEKTPOHHOW CHCTEMbI YIPaBICHUS
JOKYMEHTOOOOPOTOM. 3aauu, perraeMble MPU BHEAPCHUH JICKTPOHHON CHCTEMBI YIIPABJICHUS
noxkyMmeHnToobopotoM. TpeGoBanusi, mnpeabsBasiemple k DCYJI. [lpuHumnel  cosgaHus
3JIEKTPOHHOM CHUCTEMBI YIIPABJICHUS JOKYMEHTOOOOPOTOM.

Tema 8. Ocobennocru padorel CIIC «I"apant u CIIC «KoHCyaIbTaHT IUIIOCH.
Cnpasounas npaBoBast cuctema Koncysprautlbitoc.  CripaBouHasi 1paBoBasi CHCTEMa
["apanT.

S. OBPA3OBATEJIBHBIE TEXHOJIOI'MU

Pabora B MaJbIX rpynmax.

B Xoae mpakTHYecKuX 3aHATHH CTYAEHTHI Pa30MBAIOTCS Ha Majble TPYIIbI, KaX/as M3
KOTOPBIX IIOJIy4aeT OTACAbHOE 3a/JaHue (pelleHue MpPaKTHYeCKOW 3agaud, M[poOJeMHON
cuTyanuu). B mpouecce BBINOIHEHHUS 3a/laHMsl CTYJIEHTBI PACHpPEICIISIOT MEXIY COOOH PO,
[OpUYEM TaKMM 00pa3oM, YTOObI B PELICHUH MPUHSI YYaCTHE KK/l U3 WICHOB MAJIOH IPYIIIEL
3aTeM YYaCTHUKM MaJOW TPYNIBl BBINOJHAKOT 3alaHus M IPEJACTABISIOT [OJy9YeHHbIC
pe3yJIbTaThl APYTUM I'PYIIAM U IIPEIo1aBaTeio

IIpoGieMHOe 00yUeHre H PA3BUTHH KPUTHYECKOT0 MbIILIEHHS.

B xozme npaxkTudeckumx 3aHSTHE CTyjAeHTaM IIpejsiaraeTcsi BBICKa3aTh CBOE MHEHHE IO
pssy 1npoOseM. JIeKIMOHHbIE U MpaKTHYECKHe 3aHATHS Tpenojaraiotes B Gpopme cBOOOTHOM
JUCKYCCHH II0 IIOCTaBJIEHHOMY NPOOJIEMHOMY BOIIPOCY; BCE CTY/EHTHI M3J1arar0T CBOE MHEHHE,
3aJ1al0T BOIIPOCKI APYT APYry U IPEeoAaBaTesio; M0/IBOIsS HTOT Oece/Ibl, IIpernoaBaTellb n3jaraet
CBOIO TOYKY 3pEHHUs 10 IpodIieMe, II0ciIe Yero ay JuTopust GopMyiupyeT oOIIUN BBIBOI.

MeskaucUUIUIHHAPHOE 00y4YeHue.

MHorue »31eMeHThl IUCHUILIMHBI [IEPECEKAIOTCsl C JPYTHMH KypcaMH, OCBOCHHBIMH
CTyIeHTamMu paHee. B npouecce oOydeHus cTyAeHTaM IpeiaraeTcsi akTHBHO MCIOJIb30BaTh IIpU
PCIICHHH KOHKPETHBIX 3a/1a4 UMEIOIIUECS 3HAHUS [0 CMEXHBIM JUCIHIIHHAM, a TAKKE JaeTcs
noapoOHas HH(GopMaIHs KaK OHU CMOT'YT HCIIOJIB30BATh TOJYYeHHbIE 3HAHHS [IPH UCCIIC0BAHUN
JPYI'UX JUCLUIUIAH U Ha IPAKTHKE.

Onepesxkaomasi caMmocTosiTeJbHas padora.

Temarnka 7neKUMOHHBIX W  NPAKTHYECKHX 3aHSATHHA, CIIMCKH  00s3aTeIbHON M
JIOTIOJTHUTENILHOM JIMTEpATYphl JOBOJSTCS JI0 CBEJAEHHS CTYJIEHTOB 3apaHee, 4TOObl OHM HMMENH
BO3MOXHOCTb U3Yy4YUTh HEOOXOMMBIM MaTepHall 10 IPOBEICHUS ay IUTOPHBIX 3aHSATHH.



NupopmManoHHO-KOMMYHUKAIHOHHbIE TEXHOJIOTHH.

Yacte JeKHMOHHOrO Marepuana ogopmieHa B Bujae mpeseHTauuit. Jlo cBejeHwus
CTYJIEHTOB JOBOASTCS mpaBuia odopmieHust mnpeseHTauuwit. Psyi 3amaHuii  cryneHTam
npejuiaraetcst 0GOpMUTH B BUJI€ MPE3EHTALIMM.

6. OEHOYHBIE CPEJACTBA AJIsI TEKYIHEI'O KOHTPOJISI YCIIEBAEMOCTHU,
NMPOMEKYTOYHOM ATTECTALIUH 110 UTOI'AM OCBOEHUS JIMCHUTNJIUHBI U
YYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSITEJIBHOM PABOTHI
CTYJIEHTOB

IIpomexxyTouHnas aTrecTanus o auciuiuimie «HopmaruHoe odopMmiieHHEe JOKYMEHTOBY
OpOXOAUT B (Qopme 3auera, o Ouseram, KOTOpbIA BK/IOYaeT B ceOs OTBET Ha OJUH
TEOPETUYECKHI BOTIPOC U pEIICHHE TIPAKTHYECKOTO 3a/[aHuU.

OILIEHOYHBIE CPEJCTBA JJI51 IPOMEXYTOYHOM ATTECTALMU MO UTOTI'AM
OCBOEHUS TUCLHHUITJTINHBbI
Bonpoce! k 3a4ery no aucuurminHe « HopmaTtuBHoe odopmiieHHe JOKYMEHTOB)

CocraB peKBU3UTOB U JIOKYMEHTOB.
bilaHK IOKYMEHTOB.
Buer opranu3aliMOHHO-IIPABOBBIX JOKYMEHTOB.
[IpaBuna opopmiieHus: ydpeauTeIbHOro J0roBopa.
[TpaBuna opopmienus ycrasa.
[IpaBuna oopmieHus 10KHOCTHOM HHCTPYKIIUH.
Bub! pacnopsauTeNpHbIX JI0OKYMEHTOB.
[lopsinok noAroToBKM npuKasa.
[TopsiIoK MOATOTOBKU pacIopsiKEHUSI.
OTnnuue npukasa oT pacrnopsiKeHUsI.
. Buasl nHpopmaimoHHO-CIPABOYHBIX TOKYMEHTOB.
. Hopspox opopmienus nporokosia 3aceaHusl.
. opsnok opopmienus akra.
. Hopsinox ohopmiaeHHUs TOKIAJHON 3alIUCKHU.
. Hopsiox opopmiteHUst OOBICHUTEIILHON 3aITUCKH.
. Hopsnok opopmiieHUs 3aKTIOYEHUS.
. DOpMBI JETOBON NIEPEITUCKH.
. OdopmieHue 1e10BOrO MUCHMA.
. TpebGoBaHus K TEKCTy J1€JI0BOTO NMUCHMA.
. Buael 1 pa3HOBHIHOCTH JI€JIOBBIX MTUCEM.
. CocTtaB 10KyMeHTalIbHOTro (hOH/I1a.
. O0mume npuHUIUNBL GOPMUPOBAHUS JIEII.
. OnepatuBHOE XpaHEHUE JOKYMEHTOB.
. Homenknarypa jen opranuzanuu.
25. OueHka 3HAUUMOCTH JJOKYMEHTOB U CPOKOB XpaHEHHUSI.
26. OdopmieHue JAOKYMEHTOB M Je/l K YHHYTOXKEHUIO HA JUIMTEIBHOE U MOCTOSIHHOE
XpaHEeHue.
27. OOecrnieyeHue COXPaAaHHOCTU JOKYMEHTOB.
28. DIIeKTPOHHBIE IOKYMEHTBI B apXHBax.
29. ®opmbl UCNOJIL30BAHUS IOKYMEHTOB M3 apXUBHOIO (DOH/Ia OpraHu3aliu.
30. Ilopsaok BbLAauM apXUBHBIX JIE]1 HA PYKH.
31. be3zonacHOCTb LIEHHBIX HHOPMALMOHHBIX PECYPCOB.
32. llennas nnpopmanus 1 KOHPUICHIHATBHBIE JOKYMEHTDI.
33. Perynamenrtanus coctaBa KOH(UJICHIIMATBHBIX CBEICHUH U JOKYMEHTOB.
34. Tlopsinok  paboThl  UcCHoJHUTENEH ¢ KOH(UICHIMATBLHBIMH  JOKYMEHTAMH U
Marepuasamu.
35. lloTokm KOH(pUAEHIMATBHBIX JOKYMEHTOB.
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36. Texnonoruyeckas cucrema o0paboTKH KOH(HUICHIIMATBHBIX TOKYMEHTOB.
37. Texnonoruueckas cxema 00pabOTKH JTOKYMEHTOB BXO/JHOTO MOTOKA.
38. Texnonoruueckas cxema o0OpabOTKH JIOKYMEHTOB BBIXOJJHOTO ¥ BHYTPEHHEIO

ITOTOKOB.

39. ®opmupoBanue, ohopmMIICHHE W XpaHEHHE JeJI, COAepKaIIUX KOH(PUICHIHUATbHBIX
JIOKYMEHTOB.

40. CrpykTypa KagpoBoi HHPOPMAIIMOHHO- JIOKYMEHTAIIHOHHOM CUCTEMBI.

41

. TexHomorun noKyMeHTHpOBaHHS pHEMa rpakaaH Ha padoTy.

CocTaB 10KyMEHTOB, HEOOXOIUMBIX [UISl PEIIEHHs] BOTIPOCA O ITpUeMe Ha padoTy.

42
43

. 3aKiIIOueHUe TPYJOBOTO JA0TOBOpa (KOHTPAKTA).
. Odopmienue npukasa o mpreme Ha pabory.

44. CocraB npoueayp u JOKyMEHTHPOBAHHE MIEPEBO/Ia COTPYIHUKOB Ha JIPYTyrO padoTy.
45. JIoKyMEHTHpOBaHHE IOOIIPEHHSI PAOOTHHKOB W HAJOKEHHS JIUCHUIUTHHAPHBIX
B3BICKaHUH.

46

. JIoOKyMeHTupOBaHHe MPOLEe ypPhl YBOJIbHEHHS pabOTHHKA.

47. OcobGeHHOCTU YyBOJBHEHHUS pabOTHHKA, 00JIaIAI0IEr0 3HaHUEeM KOH(U1eH[MaIbHON
UH(pOpMAaIMK OpraHU3alHH.

48.
49.
50.
3L
52.
93,
54.

dopMHupOBaHKE JIMYHOTO JIe]Ia COTPYIHUKA.

JloKkyMeHTHPOBaHHE y4eTa U OTYETHOCTH T10 KaJpam.

3amuTa NepcoOHATBHBIX JAHHBIX B KAJPOBOH CIIyKOe.

Pa3memenue opranuzanuu padbl KapOBOii CIIyKOBL.
KommnbroTepHble cpeacTBa NOArOTOBKU JOKYMEHTOB.
KoMmno3unumoHHas CTpykTypa TeKcTa J0KyMEHTOB.

OcCHOBHBIE ~ 3Tambl  KOMIIBIOTEPHOM  IOATOTOBKH  TEKCTOBBIX

JAOKYMEHTOB.

55
56
57

. IoaroroBka TalnuIl B TOKYMEHTaX.
. CrpaBouHoO-11paBoBast cucteMa « KOHCYIBTaHT ILTFOCY.
. CnpaBouHo-mpaBoBas cuctema «I apanry.

BAPUAHTHI IPAKTUYECKUX 3AJJAHUI HA 3AYET

KOMIIOHEHTOB

1.9T0 BKIIOUAET B ce0s MOHATHS «UHPOPMALHSY», «TOKYMEHT», «PEKBU3UT JOKYMEHTa»?
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20.

. B 4em 3akimouaercs ropuanueckas cuia J0KymeHTa?
. UTo M3ydaeT QUCHUIUIMHA «IOKYMEHTAIIHOHHOE 00eCIIeYeHUE YIIPaBICHUI»
. Kakue ¢yHKIMH BBITOTHSET TOKYMEHT?

. Uro npencrasiser coO0# NOHATHE «CHCTEMA JOKYMEHTAIHI» 7

. B 4em cymHocTh yHUUKAIMK U CTaHJapTH3ALUMU JOKYMEHTOB?

. Kaxue ynuuumpoBantsie CHCTEMBbI IOKYMEHTAIMH BbI 3HACTE?

. Kakue tpeboBaHus npeabsBiastoTcst K 0POPMICHHIO JOKYMEHTOB?
. Kakue TpeboBaHust MpeabsBISIOTCS K O(OPMIICHHIO OPraHU3aIMOHHBIX JOKYMEHTOB?

. Kakne TpeboBaHus NpeabABIsIOTCS K 0QOPMIICHHUIO PACIOPSIIUTEIbHBIX JOKYMEHTOB?
. Kakue tpeboBanus npeabsaBisioTest K 0OpMIICHHUIO HHPOPMAIIHOHHO-CITPABOYHBIX

. KaxoB cluienapuii moJiIroToBKH CIIy:KeOHOTO Mmuchma?

. B uem 3akimogaercs AOKYMCHTUPOBAHHUE KOJIJIErnaJibHOM ,Z[eHTCJ'[I)HOCTI/I?

. Kak opopmsitoTest IpoTOKOIIBI U BBITUCKH U3 HUX?

. Uro mpeacrapisieT co60i KOHDUACHIIMAIBEHOE JIETOTIPOU3BO/ICTBO?
. Uro npexacrapnset coboit ciyxoda JJOY?

. Uto nmpeacrasisier co60it TOKyMEHTOOOOPOT yUpesKaeHus?

. Kak opopminstorest BXxoasiimue 10KyMeHTHI?

. Kak odopmisrores ucxosine u BHyTPEHHHE JTOKYMEHTBI?

U3BECTHBI?

21
22

. Uro npexncrapnsier coboit dneKTpoHHAS KaHIEISIpUs?

Kakmne crocoObl cOBEpIIEHCTBOBaHHSI W COKpAIIeHUs JOKYMEHTO00OpOTa BaM

B uem 3axmrouarorcs 3aga4d  perucrpandd  AOKYMEHTOB, H KaKHC CIIOCOOBI



perucTpalyy BaM U3BECTHBI?

23. Buabl ciayeOHbIX IMCEM U CHEHAPHIA MOATOTOBKHU CITYk)eOHOro nuchbma?

24. KakoBo 3HayeHHe M 00JIACTb MPUMEHEHHUs OMMCEH el MOCTOSTHHOTO U BPEMEHHOIO
(cBoiie 10 meT) cpokoB XpaHeHU s ?

25. Yro npexacraeiser co00il YHUUIIMPOBAHHAS cCTeMa KaJpoOBOH TOKyMeHTalUn?

26. Kakoe 3HaueHue umeer n3zoOpaxxeHue repdba u 3MOJeMbl Ha OJIaHKE JIOKYMEHTa, KTO
ABJIETCS «aBTOPOM JIOKYMEHTa» U YTO B HETO BXOUT?

27. KakoBbl nnpaBusia GOpMUPOBAHUS U XPAHEHUS Je]T B TEKYIIEM JIeJIONPOU3BOJICTRE?

YYEBHO-METOJMYECKOE OBECIIEYEHUE CAMOCTOSTEJIbHOM PABOTbI
CTYAEHTOB 110 AMCHUTITIMHE «<HOPMATUBHOE O®OPMJIEHUE
JAOKYMEHTOB»

CamocrositenbHas paboTta cTyJIeHTOB N0 aucuuruinHe «HopmaruBHoe odopmieHne
JOKYMEHTOB» (OPMUPYET HE TOJILKO COBOKYITHOCTh YMEHUI M HABBIKOB, HO U MPOPEecCHOHATBLHO
BAXHBIE KadecTBa crnequaiMcra. B mporecce camocTosiTebHOW paboThl  OCYIIECTBISETCS
U3yYeHHE CTYJEHTOM y4eOHOW M Hay4dHOU JUTepaTypbl B paMKax 3aJaHHbIX TeM. Pabora Han
JUTEPATYpOH MPUHECET MAKCUMAJIBHYIO I0Jb3Yy JIMIIL B TOM Clly4ae, €CJIM ydallulcs He
OrPaHUUUTCS OErJIbIM 03HAKOMJIEHHMEM C UCTOUYHUKAMHU, @ JIOCTATOYHO JIOCKOHATBHO U3YUUT uX. B
njieajie JKenarejabHo, 4ToObl padoTa ¢ UCTOYHMKAMU COMPOBOXKAATACH COCTABJICHUEM DoJiee UiH
MEHee pa3BEePHYTOro KoHcnekra. [Ipu coctaBieHnn KOHCIEKTa peKoMeHyeTces obOpaiath ocodoe
BHUMaHWE Ha IOHATUS U TEepMUHBL. [Ipm 3TOM BakHO He 3ayuHMBaTh MX ABTOMATHYECKHU. a
NBITATHCS IIOHATH U YSCHUTD JUIsl ce0sl CMbICII 9TUX TEPMUHOB.

CamocTosiTesbHast paboTa CTYI€HTOB MPE/TONAaraeT clIe/IyIOIUe BHI/IbI:

1.Benenune TepMUHOIOrMYECKOTO CIIOBAPSI.

2.M3yuenue psja TeOpeTHUYECKUX BOMPOCOB, UCIONIb3ysl HAYUHYIO JIMTEPATypy MO JaHHOM
JUCLUIUIMHE.

3.Pemenne u cocraBneHue 3amad no gucnuiimHe «HopmatuBHOE odopmieHHEe
JOKYMEHTOBY.

IIpoBepka caMocTOSITENbHOM pabOThl OCYIIECTBIISCTCS MPenoAaBarTe/ieM Ha MPaKTUUeCKUuX
3aHATUSAX U UHAUBUIYAJIbHBIX COOECEJOBAHUSIX CO CTY/ICHTAMU.

Tema 1. IlpaBuia opopmireHust 10KyMeHTOB. OpraHu3alHOHHO-IIPABOBBIE IOKYMEHTbI

Bonpoce! 151 caMokoHTpoOJIA:

CocTraB peKBU3UTOB U JIOKYMEHTOB.

biaHk JOKYMEHTOB.

Buabl oprann3ainoHHO-1PaBOBbIX JOKYMEHTOB.
IIpaBuia oopmiaeHus yupemTeabHOro 10roBopa.
[IpaBuna oopmienus ycraga.

[IpaBuna odpopmieHus J0HKHOCTHONW MHCTPYKIIMH.
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Tembl pedepaToB H J0KJIAN0B:

1. Mcropus nenonpoussonacrsa B Pocenn.

2. CTpyKTypa U LITaTHast YUCIACHHOCTh OPraHn3al|H.

3. IonoxeHue 0 CTPYKTYPHOM T10Apa3/Ie/ICHUN OpraHu3ainy.

Tema 2. PacniopsiaureibHble H HHPOPMANIHOHHO-CIIPABOYHbIE IOKYMEHTHI
Bonpocs! 1/1s1 caMOKOHTpOJISI:
Bus! pacriopsinTeNbHbIX JJOKYMEHTOB.
[TopsiA0K MOATrOTOBKH MpHKa3a.
[TopsiI0K TOArOTOBKU PACOpsHKCHUSI.
OTiinune npuKa3a oT pacrnopsHKEHUsI.
Bubl nHpOpMaMOHHO-CTIPAaBOYHBIX JOKYMEHTOB.
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[Topsanox opopmieHHs IPOTOKOJIA 3aceIaHusl.
[Mopsinok odpopmiieHus akra.

[Mopsinok odopmiieHns TOKIaTHOMN 3aTUCKH.
ITopsimox opopmiieHUs! 00BACHUTETBHOM 3aMIUCKH.
0. ITopsaaox opopMIICHHS 3aKTFOUCHHS.
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Temnl pedpepaToB u 10K/Ia10B:

1. ITopsanok cocTaBieHUs IPEATIOKEHUS KaK PA3HOBUIHOCTH CITY)KeOHOM 3aIlMCKH.
2. Ilopsnok coctaBineHust 1 0QOPMIICHUS CBOJIKH.

3. Iopsanox cocTaBieHUs U OPOPMIICHHUS TIEPEUHS.

4. Iopsaaok cocTaBieHus U OPOPMIICHHS CITHCKA.

5. Tlopsnok cocraBieHuss 1 0HOPMIIEHHUS OT3LIBA.

Tema 3. Opranuzaums 1e/10BOH nepenucKku

Bonpocsl a1s caMmokoHTpOISA:

1. ®OpMBI 1€7I0BOM MEPEITUCKH.

2. OdopmieHne Ien0BOro MuchMa.

3. TpeOoBaHuUs K TEKCTY AEJIOBOrO MHUChMA.
4. Buzbl ¥ pa3HOBUIHOCTH JIETIOBBIX ITHCEM.

Temsl pedpepaToB u 10K1a10B:

[TuceMeHHast KOPPECTIOHICHIIUS: TIOYTOBBINA KOHBEPT, MAPKHUPOBAHHBINH KOHBEPT.
Bupl MOYTOBBIX OTIIPABICHHH.

KoHTpoJIbHBIE CPOKHU MPOXOXKACHHUSI THCBMEHHONW KOPPECTIOHICHIIUH.

Iopsinokx odopmienus tenehoHOrpaMMBI.

Iopsinox odopmienus pakcorpaMmel.

Coo01meHus 371eKTPOHHOM MOYTHI.
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Tema 4. XpaHneHnue 10KyMeHTOB

Bonipocs! 11 caMOKOHTpOISA:

CocraB OKyMeHTaJILHOTO (OH/IA.

OO0mme npuHIUIB GOPMUPOBAHHS JIE]T.

OnepaTHBHOE XpaHEHUE IOKYMEHTOB.

Homenknarypa nen opranu3sariuy.

OneHka 3HaUMMOCTH JJOKYMEHTOB H CPOKOB XPaHEHHSI.

OdopmieHne NOKYMEHTOB M el K YHHYTOKEHHIO Ha JUIMTEIBHOE M IOCTOSHHOE
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XpaHEeHHe.
7. ObecnieyeHne COXPaHHOCTH JJOKYMEHTOB.
8. DJeKTpOHHBIE TOKYMEHTHI B apXHBaX.
9. ®opMBI UCTIOJIB30BAHUS JOKYMEHTOB U3 apXUBHOTO (DOH/Ia OpraHU3aI|H.
10. ITopsinok BbIIaUM apXUBHBIX /1€ HA PYKH.

Tembl pedepaToB u 10KJI2A0B:

1.0cobenHOCTH HOPMUPOBAHHUS B JIejIa HEKOTOPBIX IPYIIT JOKYMEHTOB.
2. IlonsiTHE MIIAaHOBOM TIOKYMEHTAI[HH.

3. IlonsATHE CTATUCTUYECKOMN JTOKYMEHTALIHH.

4. OdopmieHUe U BeICHUE HOMEHKIIATYPBI JIE]1.

5. TunoBele 1 BeroMcTBeHHBIE [lepedHu TOKYMEHTOB U X 3HAYECHHE.

Tema 5. Opranuzanusi pa6oThl ¢ KOHPHIEHIHAIBHBIMH JOKYMEHTAMH



Bonpoce! a5 caMmokoHTpOISA:

1. be3onacHOCTb EHHBIX HHPOPMAIIHOHHBIX PECYPCOB.

2. llennas unbOpMaIys 1 KOHPHICHIMAIBHBIE JIOKYMEHTHI.

3. Pernamenrarus coctaBa KOH(GHICHIMAIBHBIX CBEICHHUI U JJOKYMEHTOB.

4. Ilopsanox paboThl HCHOJNHHUTENEH ¢ KOHQHIECHIHATHHBIMH JIOKYMEHTAMH |
MaTepHagamH.

5. TloToxu KOHPUIEHIHATBHBIX TOKYMEHTOB.

6. Texnonorudeckas cucrema oO6pabOTKH KOH(UIAECHIIMAIBHBIX JOKYMEHTOB.

7. TexHonorudeckas cxema 00pabOTKH JTOKYMEHTOB BXOHOTO MOTOKA.

8. Texnonoruyeckas cxema 06pabOTKH JTOKYMEHTOB BBHIXOIHOTO W BHYTPEHHETO TIOTOKOB.

9. ®opmupoBaHue, 0QOPMIICHHE W XpPAHEHHE €], COAEPXKAIMX KOH(HICHIIHATBHBIX
JIOKyMEHTOB.

Tembl pedepaToB n 10KIa10B:

1. JlokyMeHTHpOBaHUE KOHD)UICHIIUATBHBIX CBEICHHH,

2. MsrotoieHne KOHQUICHIUAIBHBIX JOKYMEHTOB.

3. O6paboTka H3AaHHBIX JOKYMEHTOB.

4. MHcTpykuus no o0paboTKe U XpaHEeHHIO KOH(UACHIIHATEHBIX JJOKYMEHTOB (DHPMBI.

Tema 6. IlpaBuiia opopmiieHHsI TPY/IOBBIX T10KYMEHTOB

Bonpocs! 11t caMOKOHTpOIs:
. CtpykTypa KaapoBoil HHPOPMAIIHOHHO- TOKYMEHTAIIMOHHOM CHCTEMBIL.
. TexHoI0THH JOKYMEHTHPOBAHHUS [IPHEMa TPpaXkaH Ha paboTy.
. CocTaB 10KyMEHTOB, HEOOXOAUMBIX JIJIsl PELICHHUS! BOIIPOCa O pHeMe Ha paboTy.
. 3aKJII04eHUe TPYJOBOTO I0r0BOpa (KOHTpAKTa).
. OdopmiieHne npukasa o npreme Ha pabdory.
. CocraB nmpouenyp 1 JOKYMEHTHPOBaHHE MIEPEBO/IAa COTPYAHUKOB Ha IPYTYIO paboTy.
. IokyMEeHTHpOBaHHE MOOLIPEHUs] pAOOTHHKOB M HAJIOXKEHHUS JUCIMIUIMHAPHBIX
B3BICKaHHM.
8. JIoKyMeHTUpOBaHUE NPOLETYPbI YBOJIbHEHMUS pAOOTHHKA.
9. OcobeHHOCTH yBONBHEHHs pabOTHHKA, 0OIaqaoNero 3HaHHeM KOH(HICHIHATbHON
UHGOpPMAIMK OpraHU3aIHH.
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10.  dopMupoBaHHE JIUIHOTO J€JIa COTPYIHHMKA.

11.  JlokyMeHTHpOBaHHE yyeTa U OTYETHOCTH I10 KaPam.
12.  3ammra nepcoHaNBHBIX JIAHHBIX B KaJPOBOM CITyx0Oe.
13.  Pa3mermenue opranu3anuu pabbl KaapoBOi CIIyKObIL.

Temsbl pedpepaToB u 10KI2T0B:

HopMaTuBHas 1 HOpMATHBHO-CIIPABOYHAS JIOKYMEHTALIUSL.
[InanoBas qOKyMeHTALUS.

Opranu3anoHHO-TIPaBOBast JOKYMEHTAILHSI.
IlepconanbHas JOKyMeHTALHS.

PacnopsimutenbHas JoKyMeHTAIHS.

KoHTposb 10CTOBEPHOCTH MEPCOHATBHBIX IOKYMEHTOB.
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Tema 7. D1eKTPOHHBII TOKYMEHT0000POT.

1. Dranbl pa3BUTHS ©M KIACChl CHCTEMBI  DJIEKTPOHHOTO  JIOKYMEHTO000OpOTA.
XapakTepuCTUKA OpraHU3allii CHCTEM 3JIEKTPOHHOIO JOKYMEHTOOOOPOTa C HCIOJIB30BAHHEM
TexHoJoruu «ad-hoc».

2. OpraHu3anuss CHUCTeM 3JEKTPOHHOTO JOKYMEHTOOOOpOTa Kjlacca «groupwares.
Opranusanus cHcTeM 3JIEKTPOHHOTO JOKyMeHToo6opoTa Kiacca «docflow».



3. Knaccuduxauus QyHKUH cHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA, MONOKEHHAs B
OCHOBY cpaBHeHMs. IlepeuyeHb OCHOBHBIX POCCHHCKHX pa3pabOTOK W KOMIIAHHH CHCTEM
AJICKTPOHHOTO JTOKYMEHTO000POTA, MPEACTABIISIONINX HX.

4. OmnpeneneHue SMEKTPOHHON CHCTEMBI YIpaBICHHS JTOKYMEHTOOOOpOTOM. 3aaadqd,
pelraeMble TPpU  BHEAPEHHMH OJIEKTPOHHOM CHCTEMBl YIpaBICHHS JOKYMEHTOOOOPOTOM.
TpeboBanus, npenbssisemsie k DCY /],

5. [IpuHIMTIBI CO3JaHMS DIEKTPOHHOM CHCTEMBI YIIPABJICHUS JOKYMEHTOOOOPOTOM.

Bonpocs! 111 camokoHTpoOIs:

1. KomnbroTepHsle cpeacTBa MoAroTOBKH JOKYMEHTOB.

2. KoMno3suuuoHHas CTpyKTypa TeKcTa J0KyMEHTOB.

3. OcHOBHBIE 3Talbl KOMIBIOTEPHOM MMOOTOBKH TEKCTOBBIX KOMIIOHEHTOB JJOKYMEHTOB.
4. IloaroroBka Tabauil B TOKyMEHTaX.

Temsbl pedpepaToB u 10K1210B:

1. TexHuueckue cpeaCcTBa, UCMOIB3yEMbIE IPH CO3AHUHM U 00padOTKE TOKYMEHTOB.

2. CpencTBa COCTaBICHHS U U3TOTOBJICHHUS TEKCTOBBIX U TaOJIUYHBIX JIOKYMEHTOB.

3. CpezncTBa KONMPOBAHHS U THPAKUPOBAHHSI TOKYMEHTOB.

4. CpenctBa Mukporpaduu.

5. HCTpYKTHBHO-METOIHYECKHE MaTepuabl, perIaMeHTUpPYIOLIUE npaBuja
0€e30MmacHOCTH PabOThI C TEXHHYECKUMH CPEJICTBAMH.

Tema 8. Ocobennoctu padorsl CIIC «I"apant» u CIIC «KoHcyabTaHT IITIOCH.

Bonpocs! 118 caMOKOHTPO.JIs:
1. CnpaBouHo-npaBoBasi cucremMa «KOHCYJIBTaHT IITHOC).
2. CnpaBouHo-nipaBoBasi cuctema «l apanry.

Tembl pedpepaToB u 10K/IA10B:
1. Pa3HOBHAHOCTH CIIpaBOYHO-MPABOBBIX cHcTeM B Poccuiickoit deeparuu.
2. OTiIn4Mst CIPaBOYHO-TIPABOBBIX CHCTEM.

3AJIAHUS 1J1s1 KOHTPOJIbLHOM PABOTHI
Konrpoabnas padora Ne 1.
Kpamko (6 npedenax 3-x npeonoxcenuil) omeemobme Ha Kajicoblll U3 NOCMABNICHHBLX 60NPOCOE.

Bapuanr 1
Bupl opraHu3anuoHHO-IIPAaBOBBIX JOKYMEHTOB.
IIpaBuna odopMiieHUs yUpeAUTEIBHOTO IOTOBOPA.
IIpaBuna odpopmienus ycrana.
ITpaBuia opopMieHus: TOKHOCTHON HHCTPYKIIHH.
[Topsinox moaroToBku npukasa.
ITopsiiok HOArOTOBKHM pactiopsnKeHuUs.
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Bapuant 2
Buel mHGOpPMaMOHHO-CITPABOYHBIX JIOKYMEHTOB.
[opsmox odopmiaeHust TOKIIaTHOM 3aITHCKH.
Iopsinox odopmiteHust 0OBACHUTETBHOM 3aITUCKH.
[Hopsimox odopmiieHus 3aKIrOUeHuUS.
DopMmbl Je10BOU TEPEITUCKH.
OdopmiieHne ae10BOro muchma.

Oy L g G [



KonTtpoasnas padora Ne 2.

Kpamko (6 npedenax 3-x npednoscenuti) omeemome na Kaxcoblil U3 NOCMAGICHHBIX 60NPOCOE.

1.
2,
3,
4.
XpaHEeHHe.
«
6.

Bapuant 1
CocTtaB JOKyMEHTAILHOTO (OH/IA.
OO6mue npuHIHIBI GOPMUPOBAHUS €.
OneparuBHOE XpaHEeHHE JIOKYMEHTOB.
OdopmiieHne TOKYMEHTOB W JIeJ K YHHUTOXKEHHIO HA JUIATENIbHOE M IOCTOSHHOE

ObecneueHne COXpaHHOCTH JIOKYMEHTOB.
DIIEKTPOHHBIE TOKYMEHTHI B apXHBaX.

Bapuaur 2

1. ®opMBbl HCII0IB30BAHUS TOKYMEHTOB U3 apXMBHOrO (DOH/1a OpraHMU3alliy.

2. Ilopsimok BblJauu apXUBHbBIX JIE]T HA PYKH.

3. bezonacHOCTh HEHHBIX HHPOPMAIHOHHBIX PECYPCOB.

4. llennas nHpOpManUs U KOHDUIACHIIHATBHBIC JOKYMEHTBL.

5. Pernamenranus cocraBa KOHQHICHIIMATBLHBIX CBEICHUM U JOKYMECHTOB.

6. Ilopsnoxk pabGoTel HUcHoJHHUTENEH ¢  KOHQHUICHIHAIBHBIMA  JOKYMEHTaMH |
MaTepuaIaMH.

7. ®opmupoBaHue, OQOpPMIICHHE W XpaHEHHE JeJ, COJAePKalIuX KOHQHICHIIHATBHBIX

AOKYMCHTOB.

KonrpoabHnas padora Ne 3.

Kpamko (6 npedenax 3-x npeonodxcenuil) omeemovme Ha KANCObLI U3 NOCMABLCHHBIX 60NPOCOE!
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Bapuant 1
CrpykTypa KaapoBoii HHOOPMAIMOHHO- IOKYMEHTAIHOHHOM CHCTEMBI.
TexHonorNM JOKYMEHTHPOBaHHsI [IPHEMa IpaXkIaH Ha paboTy.
CocTaB 10KyMEHTOB, HEOOXOMMMBIX JIJIS PEIIEHUS BOIIpOca O IpHeMe Ha padory.
3aK/II0ueHHe TPYyIOBOTO AOrOBOpa (KOHTPAKTA).
Odopmitenne npukasa o nmpreme Ha padboTy.
CocTaB nporenyp U TOKyMEHTHPOBAHUE MIEPEBO/IA COTPY/IHMKOB Ha JAPYTyIo padorTy.

Bapuanr 2
JIoKkyMeHTHpOBaHHE MPOLEYPhl YBOJIbHEHHS PaOOTHHKA.
OcoOeHHOCTH yBOJIbHEHHSI pabOTHHKA, 00J1aJarollero 3HaHHEM KOH(HIAECHIMATbHOM

MH(pOPMALIUK OpraHU3alKH.

3,
4.
3.
6.

®opMUpOBaHKE JUYHOTO JI€)1a COTPY IHUKA.

JlokyMeHTHpOBaHUE y4eTa U OTUETHOCTH IO KaJpaM.
3aluTa NepCOHATBHBIX JaHHBIX B KAIPOBOM CIIyKOe.
Pasmemenne oprauuszanuu padbbl KaJpoBOil CIIyKOBI.

CHHEIIMAJIBHBIE YCJIOBUSI MPOBEJNEHMS TEKYILIEI'O KOHTPOJISA
YCIIEBAEMOCTHU U ITIPOMEXKYTOYHOU ATTECTALMU IJI51 OBYYAIOLUXCSI

C O'PAHUYEHHBIMHA BO3MOXHOCTSIMU 3/10POBbs

B cootBerctBuu ¢ Ilomoxenumem «O moOpsaKe OpraHM3aliid M OCYIIECTBICHUS
00pa3oBaTeIbHOM JESITEIBHOCTH ISl WHBAIMAOB M JIMIl C OIPaHMYEHHBIMH BO3MOKHOCTSIMHU
3I0pOBbs», yTBepKAeHHbIM [Ipukazom ot 21.01.2016 Ne 12/1 Bal'V, nas oOywaromuxcs ¢
OTPaHUYCHHBIMH BO3MOXXHOCTSIMU 37J0POBbS [IPEAYCMOTPEHBI CIIELHAIbHbIC YCIIOBUS IIPOBEICHHS
TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTecTaluy.



Ilp oCBOeHMH JMCHHMIUIMHBI HCHOJNB3YIOTCS pA3/IMYHble COYETAHHS BHIOB Y4eGHOIN
paboThl ¢ MeTonaMH U HOpPMAMH AKTMBM3AIMH MO3HABATE/BHON NESTENHLHOCTH o0y4aromxcs
A1 NOCTIKCHHS 3all/IAHUPOBAHHBIX PE3YJIbTaTOB O0y4YeHUs M (HOPMHPOBAHUS KOMIIETEHIIHIA.
Qopma NpOBeeHHS POMEXKYTOYHOH U UTOrOBOH ATTECTALMH JUIS O0YUAIOIIHXCS-HHBATHIOB |
AL ¢ OrPAaHUYCHHBIMU BO3MOXKHOCTSIMH 310POBbsl YCTAHABIMBACTCS C YUYETOM HH/IMBHUIYAIbHBIX
NCHXO(pU3HONIOrHIECKHX 0cobeHHOCTel. [1o THuHO# PockGe 06YYArOMErocs ¢ OrpaHHICHHbIMU
BO3MOXHOCTSMH  3JI0pOBbSl 10 jaucuuiuiiHe «HopmaruBaoe odopmieHHe T0KYMEHTOB»
[peyCMaTpUBACTCS:

-3aM€Ha YCTHOI'O OTBETa Ha IMHCHbMEHHBIA OTBET (HA MPAKTUYECKOM 3aHSTHH, IIPU Clade
3a4eTa);

“YBEIMYEHHE IIPOIO/DKUTEILHOCTH BPEMEHHU Ha BBINOJIHEHHE 3a/1aHui 3aueTa;

-TIpH MOJBEACHUU DPE3YJIbTATOB IPOMEXKYTOUYHOH aTTECTAlMH CTYAEHTOB BBLICTABIIAETCH
MaKCHMaJIbHOE KOJMYECTBO OAJIOB 3a IOCEIIAEMOCTh Ay IUTOPHBIX 3aHITHI.

7. YYEBHO-METOJUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE
ANCHUIIINHBI <HOPMATUBHOE O®OPMJIEHUE JIOKYMEHTOB»

a) OcHoBHasi IUTEpaTypa

1.bacakos M.U. JlenonpousBoactso [JlokyMeHTalMOHHOE OOecnedeHne yIpaBieHHs|:
y4ebnuk / M.U. bacakos, O.U. 3ambnikosa. - 3. 14-¢, nepepad. - Poctos v/]l: ®enukc, 2014. -
376 c.

2Kynses HH., Jémymxun A.C. KonduueHnmamrbHoe 1eI0NPOM3BOACTBO W
3AIIUIIECHHBIN 3JIEKTPOHHBIA JOKYMEHTOOO0POT — DIIEKTPOH. TeKCTOBBIE JaHHble.— M.: Jloroc,
2013 — 452 c.

3.Jlouesa M.B., Tankuma E.H. Vmpasnenwe mnepcoHanoM: Teopus H MpaKTHKA.
Jlenonpou3BoacTBO B KaapoBoil ciyxkGe : ydeGHO-mpakTHueckoe mocobue / mox pex. A. S
KubGanoga. - Mockaa : [Tpocnekr, 2014 - 80 c.

4.Ilomos C.JI. J[lenompousBoAcTBO ©  cekperapckas paboTa Ha  IEpPCOHATBHOM
kommeroTepe. - M.: COJIOH-TIPECC, 2013 - 424 c.

5.Kysnenos M.H. JlenoBoe mucemo: YuebHo-cnpaBounoe mocobue / ABT. coct. W.H.
KysHenos. - 4-e m3x. - M.: U3narenscko-Toprosas kopropauus "Jlamkos u K", 2012- 196 c.

0) lonotHUTE ILHAS JIMTEPATYPA

1.Kapnosuu O.I'. T'noGabHble poGIeMbl B MEKTyHApOIHbIE OTHOMEHHS: MOHOTpadHs.
- M.: OHUTHU-JTAHA, 2014 - 503 c.

2.I'BaeBa U.B. [lenompousBozctBo: crpasounuk/ I'saesa U.B., Cobanesckuit C.B.—
DJIEeKTPOH. TEKCTOBBIE aHHbIE.— MHHCK: TerpaCucremc, Terpanur, 2014 - 224 c.

3.Kpumrramox A.H. KonbuzneHuuaisHoe 1e10NpoU3BOJICTBO U 3alIUTa KOMMEPYECKOil
TalHpl: Kypc Jnekuuit/ Kpummramok A.H.— DnexTpoH. TekcToBble JaHHBIe.— Ope:
MexpernonansHas Akagemus 6esonacHocTd U BebkuBanus (MABUB), 2014 — 199 c.

4.Mensenesa O.B. OCHOBBI JIOKYMEHTAIIMOHHOTO OOECIIEYEHHUs YIPABJIEHHS. 2-€ M3
y4e6Hoe mocobue/ Mensenesa O.B.— DnekTpoH. TekcToBble janHble - KpacHomap: FOxHBbI
HHCTUTYT ME€HEKMeHTa, 2012 - 175 c.

5.Kysnenos M.H. JlemoBoe mucemo: VueGHo-cnpaBounoe mocobue/ABt. coct. M.H.
Ky3Henos . - 4-e u3n. - M.: U3parenscko-toproas koproparus "Jlarmkos u K",2012 - 196 c.

6.Anekcee I'.B. 3ammra HHTeUIEKTyalnbHOM coOCTBeHHOCTH: YydebHOE mocobue/
Anekcee I'.B.— DnekTpoH. TekcToBble nanHble - CapaToB: Bysosckoe o6pasosanue,2013 - 156
e



OduunanbHbie U31aHUs

1. bronnerens BepxoBnoro cyna PO - 6ubnuorexa FOU (yi. Crynenueckast, 10).

3. Poccwuiickas razera — 1 koprmyc, ay. 140.

4. Bnanumupckue Begomoctr — 6ubmorexa IOU (yi. Crynenyeckas, 10).

5. Poccuiickas razera https://rg.ru/gazeta/svezh.html (6u6muorexka Bil'Y, kopnye 1, ayi.
140; xopnyc 2, ayx. 128; kopmyc 7, ayn. 140; kopnye 3, ayn. 414).

CnpaBouHo-0n0aHOrpaduuecKne U3 aHus

1. T'moccapuil [OpUIMYECKHX TEPMHUHOB [0 AHTHKOPPYIIMOHHONW TEMAaTHKE IS
UCII0JIb30BaHus B ydebHOM mponecce - M.:HUIL[ UH®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. Cnosaps TepmuHOB CIIC «Koncynprantllitocy - MHpOpMaIMOHHO-IPAaBOBas CHCTEMa
Koncynwsrantllmoc.

3. Macimxos, U. C. FOpuanuecknii cioBaps / M. C. MaciaukoB .— 2-¢ u3a. — Mocksa :
Jamkos u K, 2008 .— 319 ¢. — ISBN 978-5-91131-704-1. — 3 »x3. (bubauoreka Bal'Y).

4. FOpuarueckuii SHIMKIIONEANYECKH cioBaps / A. V. Anekcees [u 1p.] ; moj o6, pet.
B. E. Kpyrckux .— 3-e u3z., mepepab. u gon. — Mocksa : Uugpa-M, 2001 .— 450 c¢. —
(bubmmorexa cnosapeit "Uudpa-M"). — Bubauorp.: ¢. 449 — ISBN 5-16-000271-5. — 3 3k3.
(bubnuorexa Bal'V).

5. BosbIIo# opuIUYecKUil SHIUKITIONEAMYECKHH clloBaph / aBT. U cocT. A. b. bapuxuH. -
2-e u3., nepepad. u jom. - Mocksa : Kuwxnbiii mup, 2008. - 792 c. - bubauorp.: ¢. 791. - ISBN
978-5-8041-0301-0. (bubaurorexka Bal'V).

6. Acraxos, IlaBen AnexceeBud. bonbinas npasosas suuukioneaus / I1. A. Acraxos. -
Mockasa : Dkemo, 2010 .- 972 c. - (HoBeiumii ropuuueckuii cripaBounuk). - buGamorp.: ¢. 943. -
ISBN 978-5-699-34124-5. (bubauoreka Bal'VY).

7. bonpas opuaudecKasl SHIMKIONEIHS: caMoe MOJHOe COBPEMEHHOe H3/aHue : Oosee
2000 ropunuyeckux TepMUHOB U noHsTHH / B. B. ABanecsn [u ap.]. - U3a. 2-e, nepepab. u mo. -
Mocksa : Dkemo, 2010. - 656 c. : wir. - And. ykas.: ¢. 642-656. - ISBN 978-5-699-45285-9.
(bubnmnorexa Bnl'Y).

Cneunanumponaﬂﬂble MNEPUOANIECCKHUE U3 TAaHUH

. «Becrauk Bal'V: ropunnueckue Haykuy» (6ubnmmorexa FOU, yi. Crynenyeckast, 10)
. «Bectnuk MI'Y: npaBo» (6ubarorexa IO, yi1. Cryaenueckast, 10)

. «Bompocsr ucropun» (6ubanorexa Bal'y, kopryc 7, aya. 140)

. «Bceobmas ucropus» (6udbnmuorexka Bal'V, kopryc 7, aya. 140)

. «3akony» (6ubnmorexa FOU, ya. Cryaenyeckas, 10)

. «3aKoH ¥ mpaBoy» (budmuoreka FOU, yiu. Crynenueckas, 10)

AN AW~

B) UHTepHET-pecypcesl

1. CipaBouHo-npaBoBas cucrtema «I apant» (http://www.garant.ru)

2. CnipaBouHo-npaBoBas cucrema «KoucynsrantlLiroc+» (http://www. consultant.ru)

3. JOPUANYECKAS POCCUS - poccuiickuii 06pa3oBaTelibHBIA MPABOBOM MOpTA.
Conepxut npaBoByro OUOIHOTEKY, HHYOPMAILIKIO 0 KOH(PEPEHLHAX, 00pa30BaTE/IbHbIC HOBOCTH,
IOpUJIMYECKHE JIOKYMEHTHI U UHble MaTepHaiibl (http://www. lawportal.ru)

4. Hayunas 6ubnuorexa Bal'Y (http://library.vlsu.ru/)



8. MATEPUAJIBHO-TEXHUYECKOE OBECINEYEHUE JIUCHUIIJIMHbI
«HOPMATUBHOE O®OPMJIEHUE JOKYMEHTOB»

3aHsTus npoBoasATcs B ayauropusx HOpuanmdeckoro muerutyra Bal'V (kopm. Ne 11) no
anpecy yi. Crynendeckas, a. 8. Bce ayauTopum OCHaIllEHBI KOMIBIOTEPHOH TEXHHKOW C
onepanuoHHoi cucreMol Windows u cranmaptHeiM naketoMm Microsoft Office, ¢ poctynom B
WuTepHeTr, BHAEO MYJIbTHMEIMMHBIM 000ODPYJIOBAHMEM, KOTOPOE IIO3BOJISET BH3YalW3UPOBATH
IPOIECC NPEACTABICHUS IPE3EHTAlMOHHOTO MaTepHaia, a TaKKe IMPOBOJUTH KOMIIBIOTEPHOE
TECTUPOBAHUE OOYUAIONINXCS IO YYeOHBIM IUCIMIUIMNHAM; JOCKOM HACTEHHOH, (hJIOMacTepoM.



Pabovas mporpaMMa JUCHHUILIHHBI COCTaBIeHa B cOOTBETCTBHHU ¢ TpeboBanusmMu OI'OC BIIO 1o
HarnpasyieHuro 40.03.01 — «¥OpucnpyaeHuus»

Pabouyto nporpammy cocrasur:
accucTeHT Kadeapsl «I'ocyrapcTBeHHOE MTPpaBoO

U YIIpaBJICHUE TaMOKEHHOH JeATEIbHOCTHION .

IOU Bial'Y ’ M.H. AxmenoB
PenensenTs! (mpeacraBurtes paboToaares):

3aB. kadeapoit GIIuT]] //%

K.I0.H., JIOIEHT g% — W.B. Iloroauna

[Iporpamma pacecmoTpena u 0J00peHa Ha 33 1 KatheIpbl 'y TH
[Iporokon Ne__ 13 or«__ 29  » '
3aBeyrouit kadeapoi

(DUO, noanucey)

Pabouas nporpamma paccMoTpeHa U 0100peHa Ha 3aceJaHii y4eOHO-METOMIECKON KOMUCCHH

HalpaBJICHUS 40.03.01 — «fOpucnpyeHuus»
[Ipotokos Ne g oT «29» urons 2016 roga
[Ipencenarens komuccuu L O.J1. TpetbsixoBa

HO, nghnucey)



JUCT NEPEYTBEPK/IEHUSI
PABOYEH ITPOI'PAMMBI JUCHUITINHBI
«HOPMATHUBHOE O®OPMJIEHUE TJOKYMEHTOB»

Paboyas nporpamma ogo6pena Ha 179/ /A yueOHbIH rojt

[Iporokos 3acenanus kadeapnr Ne //5 oT 4 g 0¢./ 6 roja

3aBenyrouuii kapeapoii Y,

Pabouast nporpamma o106peHa Ha y4eOHbIi roj

ITpotokoun 3acenanus kadeapsr Ne oT roja

3aBenyromuit kadeapoi

Pabouas nmporpamMma o106pena Ha yueOHBIN roj

[Tporokoi 3acenanus kadeapnbr Ne oT rojaa

3aBenyroumit kadeapoit

PaGouast nporpamMma o100pena Ha y4eOHbBIH 1o/

ITporoxon 3acenanust kadeapnr No oT rojia

3aBenyromuit kadeapoit

Paboyas nporpamma ono6pena na yueOHBbIi roj

[Iporokon 3acenanus kadeapnr No oT rojaa

3aBenyronuii kadeapoi

Pabouast nporpamma o006peHa Ha y4eOHBIH roj

IIporokon 3acenanus kadeapnr No oT roja

3aBeaytouuii kadeapoii




