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1. HEJIM OCBOEHMUSA JUCHUIIJIMHbBI
«HOPMATHUBHOE O®OPMJIEHUE JOKYMEHTOB»

Ileavro ocBoenus aucuumaHbl «HopmaTuBHOE OQOpMIICHHE JTOKYMEHTOBY SBJISIETCS
dbopMupoBaHME y CTYJIEHTOB HABBIKOB I[IOJTOTOBKM W  HJISKAIEH  opraHu3anuu
pacnopsiAMTENbHBIX, HUHPOPMALIMOHHO-CIIPABOYHBIX M OpPraHU3allMOHHO-IIPABOBLIX JOKYMEHTOB
cornacHo TpeboBaHusiM ['OCTa MeXaHUUECKUM 1 3JICKTPOHHBIM CIIOCOOaMHU.

JlocTrokeHue JaHHBIX 1ieJ1ed IpeaycMaTpuBaeT pellieHue CIeAYONIUX 3a/1a4:

- PaCCMOTPEHHE UCTOPHH PETIIAMEHTALIMU JAETOTPOU3BO/ICTBA;

- 03HAKOMJICHHE € IIPOIIECCOM OpraHu3aluu JOKYMEHTO000poTa B OpraHu3alim;
U3y4eHUEe HOPMATUBHO-METOAUUYECKOM 0a3bl 1e0NPOU3BOICTRBA B COIIMAIILHOI padoTe;
BbBISIBJICHUC CHCLII/I(l)I/IKI/I JAOKYMCHTAIIUOHHOT O obecrieyeHu s ylpaBJICHUS C()L[H%lfleOﬁ

padoThi;

- o0ydeHHe CTYACHTOB IMpaBWIaM CO3JaHusi W O(GOpMIICHHUS pa3IMYHBIX BHJIOB
YIPaBJIECHYECKOM JOKYMEHTAlMH, CI0cO0aM opraHu3aiuu padboThbl ¢ JOKYMEHTAMMU;

- OBJIQ/IEHUE CTPYKTYPOH JOKYMEHTOOOOPOTa, yueTa U XPaHECHUS JJOKYMEHTAIINU;

- (GopmupoBaHMe Yy CTYJACHTOB MbILIUICHHS, OCHOBAaHHOI'O Ha HCIOJIL30BAaHUU
MH(GOPMAIMOHHBIX TEXHOJOTHH, KOTOPbIE AKTUBHO CIIOCOOCTBYIOT PAa3BUTHIO HKOHOMHKH,
IIOJIMTUKH, TOCYJAPCTBA HA OCHOBE CTAHOBJICHUSI HHPOPMAILITMOHHOTO 00I11eCTRA;

- TMOJTOTOBKA BBICOKOKBATM()UIIMPOBAHHBIX CIEIHAIUCTOB € HaBBIKAMHU [PUMEHEHHUS
CUCTEM JJOKYMEHTOOO0POTA B FOPUAMUYECKON JIEATEIBHOCTH, HAyKe U 0OPa30BaHUU.

2. MECTO JUCHMIVIMHBI B CTPYKTYPE OOII BIIO

CornacHo yudeOHOMy miaHy HampaieHus 40.03.01 — ropucnpyJeHIus, JUCLUUILUIMHA
«HopmaTuBHOE OpOpMIIEHHE JTOKYMEHTOB» SBJISETCS AUCHUIIMHON MO BBIOOPY BapHaTHBHOM
4acTH UH(OPMALMOHHO-IIPABOBOIO [IUKJIA.

Jucuummaa «HopMaTtuBHOe odopMIIeHHE JOKYMEHTOB» HAXOJUTCS B JIOTMYECKOH U
COAEPXKATEIbHO-METOMYECKOH  B3aUMOCBSI3M € JUCUUIUIMHAMHU,  HaxXOJMILUMHUCI B
T'YMaHUTapHOM, COIIMAIBHOM M PKOHOMHYECKOM IIMKJIE, a UMEHHO C JAUCHUIUIMHAMU «Jlorukay,
«Dunocodus» u «IIpodpeccuonanbHas 3TuKar.

3amaveil 1aHHOro ydeOHOro Kypca SIBsieTcs OCBOGHME 3HAHUI B o0sacTh co3gaHus
JOKYMEHTOB, JIOKYMEHTAIlMOHHOTO oOecrneyeHus YIOpaBJIeHUs, METOJ0B U  CIHOCOOOB
CTaHJapTH3alUM U YHU(QUKALUU JIOKYMEHTOB; W3Y4YEHHE OCHOBHBIX 3aKOHOMEPHOCTEN
UHPOPMALMOHHOTO  oOeclieueHusi  YNpaBJeHMs, [O3BOJSIIOIIMX  CUCTEMATU3UpOBaTb U
(GuKcupoBaTh IEPBHYHBIE [aHHBIC, BBIABIATH PUUMHHO-CJICJCTBEHHBIC CBSI3U  COOBITHIA:
pa3BUTHE Yy CTYJIEHTOB HaBBIKOB COCTABJCHMS JOKYMEHTOB, pa3pabOTKHU TOKYMEHTAIMOHHBIX
bopm U1t GUKCUPOBAHUS yIIPABJIEHUECKUX PEIeHUI 1 HH(POPMALIUH.

3. KOMIIETEHIIUU OBYYAIOLIETI'OCsl, ®POPMUPYEMBIE B PE3YJIBTATE
OCBOEHMUsI JUCHUITVIMHBI <cHOPMATUBHOE O®OPMJIEHUE JOKYMEHTOB»

OK-11 — BpajieceT OCHOBHBIMM METOJAMH, CIOCOOAMM U CPEJACTBAMU  [10JIYUEHUS,
XpaHeHus1, nepepaboTku MHPOPMAIUHU, UMEET HABBIKU PabOThI ¢ KOMITBIOTEPOM KaK CPEJICTBOM
ynpaBiaeHus: nHPOpMauei.

3HaAmMb:

-BUJbl U TOPSIOK O(OpMIIEHUS OpraHu3alMOHHO-IIPABOBBIX, PACHOPSUTEIbHBIX U
MH(OPMAMOHHO-CIIPABOYHBIX JIOKYMEHTOB;

-TpeOoBaHusl K OPOPMIICHHIO 1€JIOBOH MEPEIUCKH, XPAHEHUS JIOKYMEHTOB;

-[IOPSIIOK  TTOJATOTOBKM  KOMIBIOTEPHBIX JTOKYMEHTOB W ocoOeHHocTH padotel CIIC
«["apanT» n «KoHCynbTaHT MIHOCY.

ymembn:

-COCTaBJIATh U OQPOPMIISTh yIPABICHUECKUE JOKYMEHTBI B COOTBETCTBUU C TpeOOBaHUAMU
I'OCTa;



-COCTABJIATL M OQOPMISITH OPraHU3AIMOHHO-TIPABOBBIE JOKYMEHTBI, HH(POPMALHOHHO-
CIIPaBOYHBIC JIOKYMEHTBI U PACTIOPSAUTENBHBIC JJOKYMEHTHI;

-IIOArOTaBIMBATH JOKYMEHTBI C IOMOIIBIO KOMIBIOTEPHOH TEXHHUKHU.

enadems:

-TEOPETUYCCKUMH ¥ IIPAKTHYECKUMHU OCHOBAMH K 0()OPMIICHUIO JIOKYMEHTOB;

-YMEHUSIMU W HaBbIKAMH IIOATOTOBKM M pabOTBl C OpraHU3al[MOHHO-IIPABOBBIMH
JAOKyMEHTaMH,  MH(QOPMAIMOHHO-CIPABOYHBIMH  JIOKYMEHTAMH W PaCIOPSAUTEILHBIMU
JOKYMEHTAMHU;

-npakTuyecKuMu HaBbikamu padboThl CIIC «["apanT» u CIIC «KoHCynbTaHT TUTIOCY.

4. CTPYKTYPA U COAEP)KAHUE JUCHUIIJIUHBI
«HOPMATHBHOE O®OPMJIEHUE TOKYMEHTOB»

O61as TpyI0eMKOCTh AUCLHUILIMHEI COCTABIISET 2 3a4eTHBIE e{MHULIbL, 72 Yaca.

Bunel yuebHoii paboTsl, BKIIIOYas
HYy10 paboTy CTyAEHTOB SOMEL TRIGRE
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5 g # TPYHOEMKOCT® (B 4 paboTHl, YCNEBaEMOCTH
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4.1. COAEP)KAHUE TEM JUCHUITJIUHBI
«HOPMATHUBHOE O®OPMJIEHUE JIOKYMEHTOB»

Tema 1. IlpaBuia odopmieHHsI [I0OKYMEHTOB. Opranu3anMOHHO-IIPABOBbIE
JAOKYMEHTBI.

3HaYeHWEe JOKYMEHTAllMM B  YIPABIEHYECKOH JIEATENLHOCTH. MecTo H  polib
ACJIONPOM3BOJACTBA B yIpaBieHUH. [le0onpou3BOACTBO Kak (GyHKuuUs yrpasieHus. [loHsTHe 0
JOKyMeHTaX. MYHKUMM JOKYMEHTOB B YIIPABICHHH CHCTEMbI JOKYMEHTAUUH. YHH(pHKALKS
cucteM JokyMeHTupoBanus. ['OCTe! 1 HOpMaTHBBL. Buibl 10KyMeHTOB.

OpraHu3anuMoHHBlE  JTOKYMEHTBL.  BHJI  OpraHm3allMOHHO-TIPABOBBIX  JIOKYMEHTOB.
IIpuMepHas cTpykTypa HOPMATHBHBIX AKTOB: IOJIOXKEHHS, YCTaBbl, HHCTPYKIMH. OCOBGEHHOCTH
NOATOTOBKH M O(OPMIJIEHHS] OPraHU3ALUOHHBIX JTOKYMEHTOB. OCHOBHBIE 3a/1@4d KakKJIOT0 BUjA
JIOKyMEHTA.

Tema 2. Pacnopsiaure/ibHble H HHGOPMAIHOHHO-CIIPABOYHBIE IOKYMEHTBI.

[lonstre u QyHKIMH OpraHU3alMOHHO-pacIopSAuTENbHOM JokyMenTauu (OPJT). Bujbl
OPJl. Opranu3anuoHHble JTOKyMeHTHL: Ycras, Ilonmoxkenne, Wucrpykumn. Ilopsmok  uX
COCTaBJICHUS U UCTIOJIb30BAHHS.

PacnopsnurensHble noxymeHTsl: [locranosnenus, Pemenus, [Ipukaser, Pacniopsikenus,
Ykazanus. [Topsiiok UX COCTaBIEHHUS, IOAMMCAHUS U UCTIOIb30BAHMUSI.

Hasnauenue u oopmiieHre mprka3oB 10 OCHOBHOM J€sSTEILHOCTH.

Undopmanuonno-cnpaBounsie  JIOKyMeHTh.  Bujabl  MHOOPMAIMOHHO-CIIPABOYHBIX
JAOKYMEHTOB (IOKIaJHas 3alncKa, CIyKeOHas 3amucka, OObACHMTENbHAs 3alMcKa, CIpaBKa,
IIMCBMO, Tejlerpamma, TenedoHorpamma, teie (dakc) u ap.). Opopmienue uHGOPMAIHOHHO-
CIIPABOYHBIX JOKYMEHTOB.

Tema 3. Opranuzanus 1e10B0i MepeNnucKH.

SI3bIK ¥ CTHIIL OQUIMATBHOTO MUCHMA, CTPYKTYpa AEI0BOI0 MUChbMa (acleKThl UChMa B
3aBUCUMOCTH OT BUJa U MHQPOPMAIUU, M3JIO0KEHHOH B HeM).J[esloBast MEpenucKa: MPUHIMIIbI
COCTaBJICHUS. OQMUMAIBLHOIO IHCbMa M CTPYKTYpa CIy)KeOHOr0 IHMCHbMa, STHKETHBIE PUTYallbl,
CTHJIb O)OPMIICHHS KaK OTpakeHHe UMHKa OCHOBHBIE TPeOOBAHMS K TEKCTY IHCHMA, COCTAB
PEeKBU3UTOB. Buabl u  0coGeHHOCTH [e70BOM  Koppecnonjeniund. CHHTaKCHC THChbMa,
PEKOMEH/IALUHU 10 MCIIOJIB30BAHUIO LU(DP U CIIOB, PEKOMEHIAIIMH 110 TIOCTPOEHHUIO (hpas, clioBa-
COKpalleH s, HHPOPMATUBHOCTb U YO TUTEIBHOCTD, STHKET B JICJI0BOM Nepenucke. Buasl nucem:
IIUCbMA-NIPUTIIAIICHHUS, THCHEMA-IIPOCHOBI, MUCHMA-TIPEUIOKEHHS, COTPOBOJAUTEIBHbBIC MHChMAa,
IHChMA-3aNpoChl U T.1.).MexayHapoanble nmucbhma. CTaHAapThl MEXKIYHAPOIHOM OpraHu3aldu
no cranfapruzauuu (MCO) Ha odopmienne nepenucku. OTae/bHBIE TEKCTHI MEXKIYHAPOIHBIX
nuceM. PexBU3MTBI MeXIayHapogHOro muchbMa. CpaBHMTENBHBIA aHAIH3 PEKBU3UTOB IIMCEM B
Poccun v peKBU3HUTOB MEKIyHAPOIHBIX THCEM.

Tema 4. XpaHeHue 10KyMeHTOB.

IIpaBuna GopMHUpPOBAHUS PA3IMUYHBIX KATETOPHH JOKYMEHTOB B jiea. OTBETCTBEHHOCTH
38 COXPAaHHOCTb JOKYMEHTOB. I[loHSATHE «dKclepTH3a IIEHHOCTH JAOKYMEHTOBY». I[loHsTHE
«otopmienne nena». OcHOBHbIe TpeGoBaHUs, NpeabiBseMble K odopmiennio e [lonHoe u
yacTiyHoe odopmiieHne gen. I[lommmeka gen. CocraBieHuMe 3aBepUTEILHON  HAJIITHCH,
BHyTpeHHei onucu. Odopmienne o610xkku gena. [IpaBuiia nepesaun e Ha XpaHEHHE B apXUB

Tema S. Opranusanus pa6orb! ¢ KOHQHIEHIHATLHLIMHA 10KYMEHTAMH.

OcHoBbl 3akoHONaTenbcTBA PO B 06acT MHOPMAMOHHON O€30MACHOCTH M 3AlIATHI
uadopmauuu. IloHstTne W Buabl MHQOPMAlUUM, 3AIMINAEMONH 3aKOHOAATENBCTBOM Pd.
['ocynapcrennas Taitna u cuctema eé sammtel. KonpuueHuansaas vHGOPMAIINS H €€ 3aIIHTa.



Tema 6. IlpaBuia opopmireHHst TPYI0BBIX 10KYMEHTOB.

JloKyMeHTHpOBaHHE IIpolecca TPYIOYCTpoiicTBa Ha paboOTy: COCTaBIEHME IaKeTa
JOKYMEHTOB, cobecenoBaHUe, ODOPMIICHHE NpPHKa3a, 3amojiHeHde JIMYHOro JMCTKA 10 ydYery
kaapoB. OhopmieHHe TPYIOBOTO JOrOBOpa. 3aKjOUEHHe U PACTOPKEHHE TPYIOBOTO JOrOBOPA.
Odopmiienne mprkasa o nepesoge paboTHHKA Ha Apyryo pabory mo popme Ne T-5 (NeT-5a).
Odopmiienne mpukasa o HpeJOCTaBIEHUH OTIHycKa paboTHHKY mo dopme Ne T-6 (No T-6a).
Odopmienne mpukasa 0 npeKpalleHuH TPYI0BOTO J0roBopa ¢ paGoTHUKOM 1o popme No T-8.
OdopmieHne 10KyMEHTOB, HEOOXOIMMBIX Ul KOMAHIHPOBKH: IPHKa3, CIyXeOHOE 3aj1aHue,
oopmiienre KOMaHIUPOBKH, 0T4eT. OPOpMIEHHE JUCIMITHHAPHOTO B3bICKAHHS.

Tema 7. D1eKTPOHHBIIi T0KYMEHT0060POT.

OTanel pa3BUTHS U KJIACChI CHCTEMBI 2JIEKTPOHHOTO JIOKYMEHTOOO0POTA. XapakTeprCTUKa
OpraHU3alld CHUCTEM DJIEKTPOHHOTO JOKYMEHTOOOOpOTa ¢ HCIOJB30BAHHEM TEXHOJIOTHH «ad-
hoc». OpraHmsaums cucreM 37€KTPOHHOrO JOKyMEHTOOOOpOTa KJacca — «groupware.
Opranuszauust CHCTEM I3NIEKTPOHHOrO J0oKyMeHTooGopora kiacca «docflow». Knaccuduxanus
GyHKUME CcHCTEM SNEKTPOHHOrO JIOKYMEHTOOOOPOTA, IOJOKEHHAs B OCHOBY CPABHEHHS.
IlepeueHb  OCHOBHBIX pPOCCHICKMX pa3pabOTOK M KOMIIAHMH  CHCTEM  »JIEKTPOHHOIO
JAOKYMEHT0000pOTa, MpejacTaBistommx ux. OnpeiesieHHe JIEKTPOHHONW CHCTEMbI YIIPABJICHHS
JOKYMEHTO000pOTOM. 3a[auy, periaeMble PH BHEAPEHHH JJICKTPOHHON CHCTEMBI YIIPABICHHUS
nokymentooboporom. TpebGoBanust, mupembssiasembie k DCVYJ]. [lpuHUMOBI  CcO3laHUS
DJICKTPOHHOH CHCTEMBI YIIPABJICHUS IOKYMEHTOOOOPOTOM.

Tema 8. Ocodennocru pagorsr CIIC «Iapant n CIIC «KoHCYIbTAHT IIIIOCY.
CnpaBounas npasoBast cuctema KoncyabrantlLtoc.  Crnpasounass npaBoBas cHCTEMA
["apanT.

S. ObPA3OBATEJIBHBIE TEXHOJIOT'UU

PaGoTa B MajibIX rpynmax.

B Xoxe mpakTHYeckuX 3aHATHH CTYIEHTHI pa3OMBAIOTCS HAa Mallble TPYMIIbIL, KaXjas W3
KOTOpBIX IMOJIy4ae€T OTAEIbHOE 3aJaHue (pelleHHe MPAaKTHYeCKOW 3aaadd, MpoOJeMHON
cutyanud). B mpouecce BbINOIHEHHS 3ajaHHs CTYIEHTHI PACHPEIEISIOT MEXIY COOOH pOJIH,
NpHYeM TaKMM 00pa3oM, UYTOOBI B PEIICHUH MPUHSJT YUACTHE KAXKIbIH U3 YIEHOB MAJIOH IPYIIIIbL.
3areM y4YacTHHKM MAQIOH TPYIIIbl BBIIOJHSIOT 3aaHUs M HPEACTABISAIOT MOJyYeHHBIE
pe3yJbTaThl APYIUM TPYIIIAM U TIPENoIaBaTeIIo

IIpobs1iemHoe 00y4yeHHe H pa3BHTHH KPUTHYECKOTO MbIILICHHSI.

B Xozme mpakTH4YecKMX 3aHATHH CTyJIEHTaM IIpeUlaraeTcs BBICKA3aTh CBOE MHEHHE [0
psiny npoOsem. JIEKIIMOHHbBIE M NpakTHYECKUE 3aHATHS Npeanojararorca B Gopme cBOOOIHOM
AMCKYCCUH IO MOCTABJICHHOMY IPOOJIEMHOMY BOIIPOCY; BCE CTYJCHTBHI M3JIaraloT CBOC MHEHHE,
3a[1al0T BOIIPOCHI IPYT APYrYy M MpenofaBaTesio; MOoABOS HTOT Oece Ibl, PEeoIaBaTellb u3jiaraer
CBOIO TOYKY 3pEHHs 110 IIPO0IIEME, IIOCIIE YEero ay IuTopust GOpMyIUpyeT OO BBIBO/I.

MexaucuuninHapHoe ody4eHue.

MHorue sneMeHTBl JUCHHUIUIMHBI [EPECEKAOTCS C JPYTMMH KYPCAMH, OCBOEHHBIMH
CTyJleHTaMu paHee. B nporecce o0y4eHust cTyaeHTam mpe/uiaraeTcsi akTHBHO UCIIOJIB30BaTh IIPU
PELICHNH KOHKPETHBIX 3a1a4 MMEIOIIMECS 3HAHUS 110 CMEKHBIM JTUCIHILIMHAM, a TAaKKe /1aeTcs
n0poOHas MH(GOPMAIMS KaK OHH CMOT'YT HUCIIOJIb30BATh M0J1y9EHHbIC 3HAHHUS IIPU UCCIIE0BAHUM
JAPYTHX JUCLIMILUIMH U HA IPAKTHKE.

Onepexaromasi camocTosiTeJbHas padora.

TemaTnka JEKIIMOHHBIX ¥  NPAKTHUECKMX 3aHATHH, CHOMCKH  00S3aTENBbHOH M
JOIOJIHUTENIbHOM JINTEPATyphl TOBOJSTCS J0 CBEJACHHUS CTY/JICHTOB 3apaHee, YTOObI OHH MMEJIH
BO3MOKHOCTh M3Y4UTh HEOOXOAUMBIIl MaTepPHUaI 10 POBEAECHHUS ayIUTOPHBIX 3aHSATHH.



UndpopMannoHHO-KOMMYHHUKAIIMOHHbIE TEXHOIOTHH.

YacTh JIEKIMOHHOrO Martepuasia odopmiieHa B Buie npeseHTanmii. Jlo cBeneHus
CTYJAEHTOB JOBOJATCS mpaBwia odopMieHuss mpeseHTauuil. Psju 3agaHuil  cryneHTam
npeanaraercst 0pOpMUTH B BUJE NPE3CHTAIM.

6. OUEHOYHBIE CPEJACTBA /UISI TEKYLIEI'O KOHTPOJISI YCIIEBAEMOCTH,
MPOMEKYTOYHOM ATTECTALIUH 10 UTOT'AM OCBOEHUWS JIMCLATNIJIUHBI U
YYEBHO-METO/IMYECKOE OBECIIEYEHUE CAMOCTOSITEJIbHOU PABOThI
CTYJAEHTOB

IIpomexxyTouHas arrectauus mo aucuurimae «HopmaruBaoe odopmiieHne JOKYMEHTOB»
NpoXoAuT B QopMme 3auera, 1Mo OwujeraM, KOTOpbIH BKIHOUaeT B ceds OTBET Ha OJUH
TEOPETHUECKHIA BOTIPOC U PEIIEHNE TPAKTHUECKOTO 3aaHusl.

OLIEHOYHBIE CPEJICTBA JJISl IPOMEKYTOYHOUN ATTECTALIMU 10 UTOTAM
OCBOEHUSI TUCHUATLINHBI
BOH[)OC])I K 3aquy no IMCHUII/IHHE «HOpMaTHBHOe oq)opM.neHue JAOKYMEHTOB»

CocraB peKBU3UTOB U JIOKYMEHTOB.
biiaHK JOKYMEHTOB.
Buibl opraHu3alMOHHO-IIPABOBBIX JOKYMEHTOB.
IIpaBuiia opopmiieHHs yUpeaUTeILHOTO JOrOBOpA.
[TpaBuiia opopmiaeHus ycrara.
[IpaBuna oopmieHus JOIKHOCTHOM UHCTPYKIUH.
Buibl pacnopsiiu TeIbHBIX JOKYMEHTOB.
[Topsiiok noAroToBKM MpUKasa.
9. TlopsiaoK MOATOTOBKU PACIIOPSIKEHUSI.
10. Orimume npukasa OT pacropsHKEHUsI.
11. Buast nHGOPMALIMOHHO-CTIPABOYHBIX JOKYMEHTOB.
12. Tlopsinok odopmileHUs: IPOTOKOJIA 3ace/1aHusl.
13. Tlopsiiok opopmiteHUs aKTa.
14. Tlopsnok opopmiieHUs TOKIAAHON 3alUCKH.
15. Tlopspok odpopmiteHUst OOBSICHUTEIIBHON 3aMCKH.
16. Tlopsaaok opopmiIeHuUs 3aKITFOUCHUS.
17. ®opMBI A€N0BOM MEPENUCKH.
18. OdopmieHue 1e10BOro nuchma.
19. TpeOoBaHus K TEKCTY J€JIOBOr0O MUCHhMA.
20. Bunasl 1 pa3HOBUJAHOCTH JICJIOBBIX ITHCEM.
21. CocraB JIOKyMEHTaJIBHOTO (oH/1a.
22. O6ume npuHuUIbl GOPMUPOBAHUS JIE.
23. OneparuBHOE XpaHEHHE IOKYMEHTOR.
24. HomeHkiatypa Jen opraHu3aiuu.
25. O1ueHka 3HAYUMOCTH JJOKYMEHTOB U CPOKOB XPAHEHHSI.
26. OdopmieHue JOKYMEHTOB U JIel K YHUUTOKEHHMIO Ha [UIMTEIbHOE M MOCTOSIHHOE
XpaHEeHHUe.
27. OOecrieueHue COXPaAaHHOCTU JOKYMEHTOB.
28. DIeKTpOHHBIE IOKYMEHTbI B apXUBax.
29. ®opmbl UCII0JIL30BAHUS JOKYMEHTOB U3 apXUBHOI0O (hOH/Ia OPraHu3alluH.
30. Ilopsiiok BblIauu apXMBHBIX €)1 HA PYKH.
31. be3onacHOCTb IEHHBIX UHPOPMALMOHHBIX PECYPCOB.
32. llennas napopmauust 1 KOHQUICHIUATBHBIE TJOKYMEHTBI.
33. PernameHTtanus coctaBa KOH(QUJAECHIMATBHBIX CBEJIEHUN U JIOKYMEHTOB.
34. Tlopsnok paboTbl UCHOJMHUTENEH ¢ KOH(QUACHIMAILHBIMU  JOKYMCHTAMU U
Marepuaiamiu.
35. Iloroku KoOHPUIEHIHNATBEHBIX JOKYMEHTOB.
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36. Texnonoruueckas cucreMa 00pabOTKH KOH(PHIEHIIMATILHBIX JOKYMEHTOB.

37. Texnonoruueckas cxema 00pabOTKH JOKYMEHTOB BXOAHOIO IOTOKA.

38. TexHosoruyeckas cxema O0OpabOTKH JOKYMEHTOB BBIXOJHOTO M BHYTPEHHETO
IIOTOKOB.

39. ®opmupoBanue, opopMmiIeHHE W XpaHEHHE Jel, COAEPKAIINX KOH(UICHI[MAIbHBIX
JOKYMEHTOB.

40. Ctpykrypa KaapoBoi HHPOPMAIMOHHO- JIOKYMEHTALIHOHHOH CHCTEMBL.

41. TexHon0rMM TOKyMEHTHPOBAHHS MIPHEMA IpaXk1aH Ha paboTy.

CocTaB 10KyMEHTOB, HEOOXOAUMBIX ISl PELIEHUs BOIIPOCA O IIPUEME Ha padoTy.

42. 3axyio4eHue TpyI0BOro J0roBopa (KOHTPAKTa).

43. OdopmieHne npukasa o npuemMe Ha padory.

44. Cocrap npoueayp 1 JTOKyMEHTHPOBAHHUE II€PEBO/IA COTPYAHUKOB Ha JPYTYIO paboTy.

45. JIOKyMEHTUPOBAaHHE TMOOIIPEHUST PAOOTHUKOB W HAJIOKEHUS JTACIHIUIAHAPHBIX
B3BICKaHUH.

46. JloKkyMeHTUpPOBaHHUE MPOLIEYPHI YBOJIbHEHUS paOOTHHKA.

47. OcoOeHHOCTH yBOJbHEHHs pabOTHHKA, 00JaaroNnlero 3HaHueM KOH(HUIAEHIIHAIbHOM!
MH(POPMAIMU OpraHH3aIMH.

48. ®opmupoBaHHE JTUYHOTO Je/Ia COTPYIHHUKA.

49. JlokyMeHTHpOBaHHUE y4eTa U OTYETHOCTH I10 KaJpaMm.

50. 3ammra nepcoHaIbHBIX JAHHBIX B KAJAPOBOU CIIyxKOeE.

51. Pasmemenue opranusauu pabbl KaJpoBOH CITyKObL.

52. KoMmmnbloTepHBbIe Cpe/IcTBa TOArOTOBKH JIOKYMEHTOB.

53. KoMIo3unuOHHAs CTPYKTYpa TEKCTA JOKYMEHTOB.

54. OCHOBHBIE JTambl  KOMIIBIOTEPHOHW  MOJATOTOBKH  TEKCTOBBIX  KOMIIOHEHTOB
JIOKYMEHTOB.

55. IloaroroBka TabmiuIl B JOKyMEHTaX.

56. CnpaBouHo-mipaBoBas cuctema «KOHCYIILTaHT IITHOCY.

57. CnpaBouHo-nipaBoBas cuctema «['apanm.

BAPUAHTDBI IPAKTUUYECKUX 3AJIAHUM HA 3AYET

1.YTo BKIIIOYAET B ceOsl MOHATHS «HHPOPMALIUAY, «JOKYMEHT», «PEKBU3UT JOKYMEHTa»?
. B uem 3aximodaercst opuaiydeckas cuiia JoKyMeHTa?
. UTo u3yvaeT AMCHUILIMHA «IOKYMEHTAMOHHOE 00eCIIeYeHHE YIIPABICHUSI»?
. Kakue ¢pyHkuuu BoInoIHIET JOKyMEHT?
. Uro npexcTaBiseT co00# MOHATHE «CHCTEMA JOKYMEHTALIMN»?
. B 9eM cymHocTs yHHHKAINK U CTaHIaPTH3AMH JOKYMEHTOB?
. Kakune yHupunupoBanHble CHCTEMBI JIOKYMEHTALUH BbI 3HAETE?
. Kakne TpebGoBaHus npeabsBAsSIOTCS K OQOPMIIEHHIO JOKYMEHTOB?
. Kakne Tpe6oBanus npeapaBisitores K 0OPMIICHHIO OpPraHU3alMOHHBIX JOKYMEHTOB?
. Kaxue TpeboBaHus peabsaBIsSOTCS K 0OPMIIEHHIO PACTIOPSAMTEIBHBIX JOKYMEHTOB?
. Kaxue TpeboBanus npeabsaBisiorest K 0GpopMiIeHHIO HHPOPMAIIHOHHO-CIIPABOYHBIX
. KakoB cuenapuit moarotoBku ciyxeGHOro nucbma?
. B 1uem 3axirouaeTcst JOKyMEHTHPOBaHHE KOJUIETHATBHOM e TEIbHOCTH?
. Kax o(opMIIstoTCst MpOTOKOJIBI ¥ BBITUCKH M3 HUX?
. Uro npencraiger cob60it KOHPHICHIIHAILHOE JEIONPOU3BOACTBO?
. Uro npencrasnger coboit ciyxda JJOV?
. Uto npencrasngeT coboit JOKYMEHTOO0OPOT YUpEKACH s ?
. Kak opopmansitorest Bxozsiiue 10KyMeHThI?
. Kax oopmistores ucxonsiine u BHYTPEHHHE TOKYMEHTBI?
20. Kaxue crocoObl COBEpIICHCTBOBAHMS M COKpALIEHUS JIOKYMEHTOOOOpOTa Bam
U3BECTHBI?
21. Yro npexacrasisger coOoi 3eKTPOHHAS KAHIIEIAPHS?
22.B 4eM 3aKIIOualOTCS 3a/a4d  PErUCTPALMM  JOKYMEHTOB, W KakHe CIOCOOBI
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perucTpanmuy BaM U3BECTHBI?

23. Buapl ciyeOHbIX IMCEM U CLICHAPHIA TTOATOTOBKH CJIy)KeOHOTro nuchma?

24. KaxkoBo 3HaueHHe M 00JacTh MPUMEHEHHS OMUCEH JIeJT MOCTOSHHOTO M BPEMEHHOIO
(cBoire 10 et) cpokoB XxpaHeHUs?

25. Yro npeacrasiusietr co0oi Y HUPHUIIMPOBAHHAS CUCTEMA KaIpOBOM TOKYMEHTAIIMN?

26. Kakoe 3HaueHHe umeeT mzoOpaxkeHue repda u dMOJeMbl Ha OJIaHKE JOKYMEHTA, KTO
SABJIAETCS «aBTOPOM JOKYMEHTa» U 9TO B HETO BXOJIUT?

27. KakoBbl 1paBuiia HOpMUPOBAHUS U XPAHEHHSI [/ B TEKYIIEM JICJIOMPOU3BOICTBE?

YYEBHO-METO/JUWYECKOE OBECIIEYEHUE CAMOCTOSTEJIBHONH PABOThI
CTYAEHTOB IO JUCHUIIJIMHE «<HOPMATUBHOE O®OPMJIEHUE
JOKYMEHTOB»

CamocrosrenbHas padota CTyJIeHTOB 1o aucuuiuinHe «HopmarushHoe odopmiieHue
JOKYMEHTOB» (POPMHUPYET HE TOJIBKO COBOKYITHOCTb YMEHUM M HABBIKOB, HO M NPO(ECCHOHAIBHO
BaKHBIC KadecTBa creuuaiucra. B mpouecce camoctosiTebHOW pabOThl  OCYIIECTBIISCTCS
M3y4eHUEe CTYJEHTOM y4eOHOH M HAy4YHOH JIUTEparTyphl B paMKax 3alaHHbIX TeM. Padora Hal
JUTEPATypO NPHUHECET MAKCHUMaJIbHYIO MOJIb3y JIMIIb B TOM Cjy4ae, €ClM ydaliuiics He
OI'PaHUYMTCS OCTIIBIM 03HAKOMIJIEHMEM ¢ MCTOUHUKAMM, a IOCTATOYHO JJOCKOHAIILHO H3YUYHUT UX. B
ujieaje JKeJlaTesIbHO, YToObl padoTa ¢ UCTOYHUKAMH COIMPOBOXK/IANACH COCTaB/IeHHeM Oosiee uim
MEHEE pa3BEePHYTOro KoHcnekra. [Ipu cocraBiieHMn KOHCIIEKTa peKOMeHIyeTesl oOpaiars ocodoe
BHUMaHHWE Ha NOHATHS W TepMHHbL. lIpM 3TOM BaXkHO HE 3ayuyuBaTh MX ABTOMATHMYECKH. a
MBITATHCS TIOHATH U YSACHUTD JUIS €051 CMBICIT 3TUX TEPMHUHOB.

CamocrosresbHas paboTa CTYACHTOB MIPEIOIaraeT CJIeYIOIIUE BH/IbI:

1.Benenne TepMUHOJIOTMYECKOTO CIIOBaps.

2.M3yyenue psjia TEOPETUUECKUX BOMPOCOB, UCIIOJNB3YSI HAYYHYIO JIUTEPATYPY 110 JaHHOM
JIACLIUIITUHE.

3.Pemenne u cocraBneHue 3amad no gucudivivie «HopmatuBHOe odopmIieHHe
JIOKYMEHTOB .

IIpoBepka caMOCTOATENIbHON PadOThl OCYIIECTBIISAETCS MPENO/AaBaTe/ICM Ha MPAKTUUECKUX
3aHSATUSAX ¥ MHIUBHUYaIbHBIX COOECEOBAHUAX CO CTYICHTAMM.

Tema 1. [Ipasuia opopmienust 10kyMeHToB. OpraHi3aliHOHHO-TIPABOBbIE JOKYMEHTbI

Bonpocsl 1151 caMOKOHTPOJIA:

CocTraB peKBU3UTOB U JIOKYMEHTOBR.

biiaHK JJOKYMEHTOB.

Bubl opraHu3alOHHO-IIPABOBBIX JJOKYMEHTOB.
I1paBuiia opopmiIeHUS yUpeUTETLHOTO TOTOBOpA.
IIpaBuiia opopmiaeHus ycraaa.

6. IlpaBuia opopmiieHHs! JOTKHOCTHOH HHCTPYKIMH.

!J):J:.bJ[\)t—!

TeMmbl pedepaToB U T0KJIAT0B:

1. Mcropus nenonpousBojacTsa B Poccun.

2. CTpyKTypa ¥ mTaTHast YMCICHHOCTh OpraHn3alyiu.

3. TlosnoskeHue 0 CTPYKTYPHOM MOJIPA3/ACICHUN OpraHu3alliu.

Tema 2. Pacnopsaure/bHble 1 HHYOPMALHOHHO-CIIPABOYHbIE JIOKYMEHTbI

Bomnpocekl ajist caMoKoHTpOIS:

Bu sl pacnopsinTelIbHbIX JOKYMEHTOB.

[Topsi1oK OAr0TOBKY IpUKa3a.

[Topsi10K MOATOTOBKU pacriopsiKeHUsI.

OTinune npuKaza oT pacrnopsHKeHUsI.

Buibl nHGOpPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
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6. ITlopsnox opopmiteHHs IPOTOKOIA 3ace aHMsl.

7. Ilopsinox odopmiieHHs aKTa.

8. Tlopsinox opopmiteH s JOKIJIAIHON 3aIIUCKH.

9. Tlopstnox odopmiteHust OOBICHUTETLHOM 3AITHCKH.
10. Ilopsaok odopmiteHus 3aKTHOUEHHS.

Tembl pedpepaToB u 10KIa10B:

1. Tlopsnok cocTaBneHus IPEUTOKEHUS KaK PA3HOBHIHOCTH CITy’KeOHOH 3aIHMCKH.
2. Ilopsaok cocTaBieHus 4 0GOPMIIEHHUS CBOIKH.

3. Ilopsiiok cocTaBineHus U 0GOPMIEHHS IEPEUHS.

4. Tlopsok coctaBneHus 1 0QOPMIIEHHS CITHCKA.

5. lopsinok coctaBinenus 1 0GOpPMIIEHHUS OT3bIBA.

Tema 3. Opranusauus 1€10B0OM NepenucKu

Bonpocel ay1s1 caMokoHTpoIs:

1. ®opMBI 1eN10BO# TTEPETUCKH.

2. OdopmiieHHe J1eJI0BOrO IUChMA.

3. TpeGoBaHus K TEKCTY J€I0BOTO NUCHEMA.
4. Buasl 1 pasHOBHIHOCTH JE0BBIX [THCEM.

Tembl pedpeparoB u 10K1210B:

. [lucbMeHHas KOPPECTIOHICHIIHSL: TOYTOBbIN KOHBEPT, MAPKHPOBAHHbIH KOHBEPT.
. Buzbl 1o4ToBbBIX OTIpaBIIeHNUIA.

. KoHTponpHBIE CPOKH TIPOXOXKIEHUS TUCHMEHHOM KOPPECTIOH IEHIINH.

. lopsaok opopmiienus tenedhoHorpaMmel.

. Iopsinox odopmnenust pakcorpamMmmel.

. Coo01meHus 3IeKTPOHHOMN TTOYTHI.
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Tema 4. XpaHeHue 10KyMeHTOB

Bonpocs! 1iisi caMoKoHTpoIs:

CocTaB JOKyMeHTaIBHOTO (hOHIA.

OO6mmue npuHIUIBI GOPMUPOBAHUS €.

OmnepatuBHOE XpaHEHHE JIOKYMEHTOB.

Homenkiarypa Jies1 opranusanyy.

OneHka 3HaUMMOCTHU JIOKYMEHTOB U CPOKOB XPaHEHHS.

OdopmiieHne NOKYMEHTOB W JIel K YHHUTOKCHHMIO HA JJIUTENBHOE M HOCTOSHHOE

Sl ol o8

XpaHeHue.
7. ObecneueHne COXPaHHOCTH JOKYMEHTOB.
8. DIeKTpOHHbIE JTIOKYMEHTBI B aDXHUBAX.
9. ®opMbI HCIIOJIL30BAHUS TOKYMEHTOB U3 apXMBHOTO (POH/1a OpraHU3aL|H.
10.  Ilopsmox Belia4u apXMBHBIX JIE]I HA PYKH.

Temsl pedpepaToB u 10K1210B:

1.0cobennocTn HopMUPOBAHUS B JI€)Ia HEKOTOPHIX TPYIII IOKYMEHTOB.
2. TloHsATHE NMIaHOBOM JOKYMEHTALIHH.

3. IlonsiTHE CTATHCTHYECKOH JOKYMEHTAIHH.

4. Odopmienue 1 BeleHHe HOMEHKIATYPBI JIEII.

5. Tunoseie u BegoMcTBeHHBIE [lepeyHn JOKYMEHTOB U UX 3HAUYEHHUE.

Tema S. Opranmsanust pa6oTsI ¢ KOHPUAEHIHAILHBIMH JOKYMEHTAMH

Bonipocs! 1u1st caMokoHTpoIs:



1. besonacHocTh 1eHHBIX HHPOPMAIIMOHHBIX PECYPCOB.

2. llennas nHpopManus u KOH(YHIEHHATBHBIE JOKYMEHTHI.

3. PernamenTanus cocraBa KOH(GHICHIMAIBHBIX CBEIEHHH U JJOKYMEHTOB.

4. Tlopsanok pabOTBl UCHOMHHUTENEH C  KOHQUICHUMAILHBIMH  JOKYMEHTaMH U
MaTepuagam.

S. I1oTOKH KOH(GUACHIHATBHBIX JOKYMEHTOB.

6. Texnomoruueckas cucrema 06pabOTKH KOH(HUIEHIIMATBHBIX JOKYMEHTOB.

7. Texnonoruueckast cxema 00paGOTKH JOKYMEHTOB BXOJHOI'O TOTOKA.

8. Texnonoruueckas cxema 06pabOTKH JIOKyMEHTOB BBIXOHOIO M BHYTPEHHETr0 OTOKOB.

9. ®opmupoBanue, opopMIICHHE M XpaHEHHE Jej, COAEPKAMUX KOH(HICHIMATbHBIX
JIOKYMEHTOB.

Tembl pepepaToB u K0KI210B:

1. lokymeHTHpOBaHHE KOH(UAEHIMAILHBIX CBEICHHUIA.

2. VIsroToBneHne KOHGUICHIMATBHBIX JOKYMEHTOB.

3. ObpaboTKa M3/1aHHBIX JOKYMEHTOB.

4. Uuctpyknus no o6paboTke ¥ XpaHEHHIO KOHPHUAEHIIUATBHBIX JOKYMEHTOB (DHPMBI.

Tema 6. IlpaBnia opopmireHus TPYIOBBIX JOKYMEHTOB

Bonpoce! 1iist camokonTpoIsi:
CrpykTypa KaapoBoit HHPOPMAIMOHHO- IOKYMEHTAIIMOHHOM CHCTEMBL.
Texnomorun nokymeHTHpOBaHUs IpHeMa rpaXk/J1aH Ha paboTY.
CocraB TOKyMEHTOB, HEOOXOMMMBIX JUISl PEILIEHHs BOIIPOCA O IpUeMe Ha paboTy.
. 3aKJII04eHHe TPYJOBOTO A0r0BOPa (KOHTPAKTA).
. Odopmienne npukasa o npueme Ha paboTy.
. CocraB npoueayp u 10KyMEHTHPOBaHHE MEPEBO/Ia COTPYIHUKOB Ha APYTYIO paboTy.
. JIOKyMEHTHPOBaHHE IOOMIPEHHsT PAOOTHUKOB M HAJIOKEHHMS JIUCLHUILIMHAPHBIX
B3BICKaHUU.
8. JlokyMeHTHpOBaHHe MPOLeyPhl YBOJIbHEHUS PAOOTHHUKA.
9. OcobeHHOCTH YBOJNIBHEHUS PabOTHUKA, 00JaNarOlIEro 3HAHUEM KOH(MIAEHIMATIbHOM
UH(pOpPMAIMK OpraHu3al|H.
10.  ®opmupoBaHME THYHOTO Je/Ia COTPYAHHUKA.
11.  JlokyMeHTHpOBaHHE y4eTa H OTYETHOCTH MO KaPaMm.
12. 3ammTa nepcoHaIbHBIX JaHHBIX B KaJpOBOii cITykOe.
13.  Pa3smermmenue opranusaiuu padbl KaapoBOi ClyKObI.
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Tembl pedepaToB u 10KJIAA0B:

. HopmaruBHas m HOpMaTHBHO-CIIpaBOYHAs JOKYMEHTAIHS.
[InanoBas nokymeHranus.

OpraHu3anMoOHHO-NIPaBOBast JOKYMEHTAIIHS.
IlepconanbHas 1oKyMeHTaIUS.

PacnopsiiutenbHas 10KyMeHTaIMs.

KoHTpoIIb 10CTOBEPHOCTH MEPCOHATBHBIX J10KYMEHTOB.

SV R W~

Tema 7. D1eKTPOHHBIN JOKYMEHTO0GOPOT.

1. Drampl pa3BHTHS ¥ KJIAcChl CHCTEMBI  DJIEKTPOHHOIO  JOKYMEHTOOOOPOTA.
XapaKkTepuCTHKAa OPraHMU3alMh CHUCTEM SJIEKTPOHHOIO JOKYMEHTOOOOPOTAa C HCIHOIB30BAHHEM
TexHoyuoruu «ad-hoc».

2. OpraHusanusi CHCTEM O3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Kjacca «groupwarey.
Opranu3anus cucTeM 3JIeKTPOHHOTO JOKyMeHToobopoTa Kiacca «docflowy.



3. Knaccuduxanus GyHKUHA CHCTEM 3JIEKTPOHHOTO JOKyMEHTOOOOPOTA, MOJIOKEHHAs B
OCHOBY cpaBHeHMsA. IlepeyeHb OCHOBHBIX POCCHHCKMX pa3pabOTOK W KOMIIAHHH CHCTEM
3JIEKTPOHHOI'O JJOKYMEHTO000pOTa, MPEICTABIISIFOIIMNX HX.

4. OmnpeneneHue 3JIEKTPOHHOM CHCTEMBI YIIPaBIEHHsS JIOKYMEHTOOOOPOTOM. 3ajau,
pellaeMple TPH BHEAPEHHH 3JIEKTPOHHON CHCTEMBI YIPaBICHHS JIOKYMEHTOOOOPOTOM.
TpeboBanus, npenbssisgemsie k DCY /.

5. IIpyHIMIBI CO31aHUS TEKTPOHHOM CHCTEMBI YIIPABICHHS JTOKYMEHTOOOOPOTOM.

Bonpoce! 111 caMoKoOHTpOJIA:

1. KomnbloTepHbIe cpe/icTBa MOATOTOBKH J0KYMEHTOB.

2. KoMIo3uIMoHHast CTPYKTypa TEKCTa JOKYMEHTOB.

3. OcHOBHBIE 3Talbl KOMIIBIOTEPHOM IIOAIOTOBKH TEKCTOBBIX KOMIOHEHTOB JJOKYMEHTOB.
4. TloarotoBka TabJIUI[ B JOKyMEHTaX.

Tembl pedpepaToB u 10K;12/10B:

1. Texuuueckue cpeacTBa, HCHOIB3YEMbIC [IPH CO3/[AHMU U 0OpabOTKE JIOKYMEHTOB.

2. Cpencrsa COCTABICHUS H U3TOTOBJICHHSI TEKCTOBBIX M Ta0IMYHBIX JJOKYMEHTOB.

3. CpencTBa KONIMPOBAHUS U TUPAKUPOBAHUS JOKYMEHTOB.

4. CpencrBa MuKporpaduu.

5. HCTPYKTHBHO-METOIHUECKHE MaTepuabl, pEraMeHTUPYIOLIHE IIpaBuiIa
Oe30macHOCTH PabOTHI C TEXHHYECKMMH CPEICTBAMH.

Tema 8. Ocobennoctu paGorsr CIIC «Mapanm» n CIIC «KoHCy IbTaHT MJII0CH.

Bonpocsl 11s1 caMokoHTpOIs:
1. CnpaBouno-npaBoBasi cucrema «KOHCYJILTAHT MTIOCY.
2. CnpaBo4HO-1IpaBoBast cuctema «I'apanm.

Tembl pedpeparoB u 10K1210B:
1. Pa3zHoBHIHOCTH CIIPaBOYHO-IIPABOBLIX cucTeM B Poccuiickoii Meepanun.
2. OTAMYUS CIIPaBOYHO-TIPABOBBIX CHCTEM.

3AJIAHUSA 1J151 KOHTPOJIbLHOM PABOTDI
KonTposbnas padora Ne 1.
Kpamxo (6 npedenax 3-x npeonosxcenuit) omeemome Ha Kaxscowlil U3 NOCMABICHHBIX 60NPOCOE.

Bapuant 1
By1bl OpraHu3aioHHO-IPaBOBBIX JOKYMEHTOB.
IIpaBuna opopMIeHUs yUpeTUTEIBHOTO JOTOBOPA.
IIpaBuna opopmienus ycrasa.
IIpaBnia odopMIeHUS TOKHOCTHONH HHCTPYKIMH.
[Tops 0k MOAroTOBKYM MpHKa3a.
[Topsiziok MOATOTOBKH pactopsKeHHs.
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Bapuanr 2
Bup1 nHGOPMALMOHHO-CITPABOYHBIX JOKYMEHTOB.
[Topsanok odopmieHus TOKIaTHON 3ATUCKH.
[opsaaok odopmieHnst 0OBACHUTETBHOM 3aIlIMCKH.
[Topsinok odopmieHus 3aKiroueHus.
@opMbI [€JI0BOA TIEPETTUCKH.
Odopmitenue 1e10BOro MuchMa.

S S = B 1



KonTtpoabnasi padora Ne 2.

Kpamxo (s npedenax 3-x npednodicenuir) omeemvme Ha Kaicowlil U3 NOCMAGICHHBIX 60NPOCOS.

Bapuanr 1

1. CocraB 1okyMeHTaIBHOrO POHA.

2. O0mue NpuHIHUIBI GOPMHUPOBAHHUS €.

3. OnepaTuBHOE XpaHEHHE JOKYMEHTOB.

4. OpopmiieHre NTOKYMEHTOB W JieJl K YHHUYTOXKEHMIO HA JUIATEILHOE M HOCTOSHHOE

XpaHeHue.

5. ObGecnieueHne COXpPaHHOCTH JIOKYMEHTOB.
6.

SRS

DIIEKTPOHHBIE TOKYMEHTHI B apXUBaX.

Bapuant 2
®opMBI UCTIOIB30BAHUS IOKYMEHTOB U3 apXMBHOIO (hOHIa OpraHU3aIHH.
[Topsimox BbIAYN apXUBHBIX JI€J HA PYKH.
be3omnacHOCTb LEHHBIX HHBOPMAIIMOHHBIX PECYPCOB.
Llennas nuapopmanus u KOHPUIEHIUATLHBIE JOKYMEHTHI.
PernamenTanus cocraBa KOH(HIEHIIUATBHBIX CBEIEHUH 1 TOKYMEHTOB.
[Topsnox pabGoTel ucmonHHTENEH ¢ KOHQMACHIMATLHBIMH — JOKYMEHTAMH U

MaTepuagamu.
7. ®opMupoBaHue, opopMIIEHHE M XpaHEHHWE Jell, COAEPKALINX KOHQHIECHIHAIbHBIX
JOKYMEHTOB.

Kourposbnas padora Ne 3.

Kpamko (6 npedenax 3-x npeonoscenuir) omeemvme na kaxcowlil U3 NOCMABICHHIX 60NPOCOE:
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2. OcobeHHOCTH YBOJIbHEHHs pabOTHHMKA, 00IaNaroIero 3HaAHWEM KOH(MIACHIMAILHOM
UH(pOpMaIK OpraHU3aI|H.

3. ®opMupOBaHHE JTUYHOIO JI€JIa COTPYAHHUKA.

4. JIoKkyMEHTHPOBAHHE y4eTa H OTUYETHOCTH 110 Kapam.

5. 3amura NepcoHaIbHbBIX JaHHBIX B KAJPOBOii ClIyKoe.

6. Pasmemenne opranusaimu paGbl KapoOBOH CIIyKObL.

Bapuanr 1
CrpykTypa KaapoBoi HHPOPMAITHOHHO- JOKYMEHTAIHOHHON CHCTEMBI.
Texnonoruun nokyMeHTHpOBaHuUS [TpUEMa IpakiaH Ha paboTy.
CocraB 10OKyMEHTOB, HEOOXOMMBIX JUIS PEIIEHHs BOIIPOCA O IPUEME Ha paboTy.
3ak/II0ueHHe TPYIOBOTO A0rOBOpa (KOHTPAKTA).
Odopmienue npukasa o npueMe Ha paboTy.
CocraB npoueayp 1 JOKyMEHTHPOBAHHUE MIEPEBOIA COTPY/JHUKOB Ha JAPYTYIO paboTy.

Bapuanr 2
JIOKyMEHTHpOBaHHE MPOLIEYPHI YBOJILHEHHS paOOTHHUKA.

CIIELIUAJIBHBIE YCJIOBUS ITPOBEAEHUS TEKYIIEI'O KOHTPOJIS
YCHEBAEMOCTHU U TIPOMEXYTOYHOM ATTECTAILIUU JAJI51 OBYYAIOILIUXCS

C O'PAHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0OPOBbSI

B coorserctBun ¢ Ilomoxenuem «O TOpsAAKe OpraHu3allid W OCYIIECTBICHUS
00pa30BaTe/IbHOM IEATENIBHOCTH Ul WHBAIMIOB M JIMI[ C OIPAaHMYEHHBIMH BO3MOMKHOCTSMH
30pOBbsD, YTBEpKIAeHHBIM [Ipukazom ot 21.01.2016 Ne 12/1 Bal'V, mns oOyuaromuxcs ¢
OrPaHUYCHHBIMHM BO3MOXHOCTSIMH 37I0POBbsI IPEYCMOTPEHBI ClICIUATbHbIE YCIOBUSI IPOBEICHUS
TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH U IIPOMEKYTOYHON aTTeCTaIHH.



IIpn OCBOEHMH IUCHMILTHHBI UCIIONIB3YIOTCS  Pa3JIMYHbIE COYETAHHUS] BUJOB Y4eOHOIM
paboTel ¢ MeTomaMu | GopMaMy aKTHBHM3AIMH MO3HABATEIHLHON JIESTEILHOCTH oOyyJaromumxcs
AL TOCTIDKCHHUS 3aINIAHUPOBAHHBIX PE3yJbTaTOB O0y4eHHs W (HOPMUPOBAHMS KOMIIETEHIIMH.
®opma npoBeneHus IIPOMEXYTOYHOM W MUTOTOBOW aTTECTAIlMU /IS 00YYaIONIMXCS-UHBATUIOB U
Ul € OTPaHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBbS YCTAHABIIUBACTCS C YYETOM HWHIMBH Y ATbHBIX
ncuxoU3NOTOTHYECKUX 0cobeHHOCTeMN. 110 TMYHO poch0e 00y4aromerocsi ¢ OrpaHu4eHHbIMH
BO3MOXHOCTSIMH  3710pOBbSl 10 AuCUHMIUIMHE «HopmaruBHOe 0OGhOpMIICHHE TOKYMEHTOB»
IpeyCMaTpUBAETCS:

-3aMCHa yCTHOTO OTBETA HA IHUCbMEHHBIA OTBET (HA MPAKTUYECKOM 3aHSATHH, IPU clade
3ayeTa);

-YBCIHYCHUE NIPOJAOKUTEILHOCTA BDEMEHHU Ha BBITOTHEHUE 3a/1aHUM 3a4eTa;

-IIpH IIOJIBEJICHUU DPE3YJIbTATOB MPOMEKYTOUYHOW ATTECTAIlMM CTYAECHTOB BBLICTABIISACTCS
MaKCHMaJIbHOE KOJIMYECTBO OAJIIOB 3a MOCEIIAEMOCTh Ay IHTOPHBIX 3aHSTHIA.

7. YYEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE
AUCIUTLIIMHBI <HOPMATUBHOE O®OPMJIEHUE JOKYMEHTOB»

a) OcHoBHasi JiUTEpaTypa

1.bacakos M.U. Jlenompoussonactso [JloKyMeHTAaLHOHHOE OGecrieyeHne yIpaBJieHus |:
yueOuuk / M.M. Bacakos, O.U. 3ambikosa. - Usn. 14-e, mepepat. - Poctos u/Jl: ®enuxe, 2014. -
376 c.

2Kynses HH., J[émymxun A.C. KoudumeHuuaisnoe JIENIONIPOU3BOACTBO U
3aIIUIIEHHBIH JICKTPOHHBIA JOKYMEHTOOO0POT — DJIEKTPOH. TEKCTOBBIE JaHHbIe.— M.: Jloroc,
2013 — 452 c.

3.JlosueBa M.B., Tanmkuna E.H. VYnpapnenne mepconaiom: TEOpHUsT M IIpaKTHKa.
JleonponsBoaCcTBO B KagpoBoil ciyxk6e : yueGHO-IpakTHUeCKoe Mocobue / mon pea. A. S
Kubanosa. - Mocksa : IIpocnekr, 2014 - 80 c.

4.Ilomos  C.JI.  [lenonpon3BoACTBO W ceKkpeTapckas paGoTa Ha [IEPCOHATIbHOM
kommeiotepe. - M.: COJIOH-TITPECC, 2013 - 424 c.

5.Kysuemos M.H. [lenoBoe mucemo: YueGHo-cripaBodHoe mocobue / ABT. coct. WU.H.
Kysnenos. - 4-e u3x. - M.: Usnarenscko-Toprosast kopropanus "/lamkos u K", 2012- 196 c.

0) Jlono;tHUTE/IbHASE JIHTEPATYpa

1.Kapniosuu O.I'. ['moGanbHble MpobaeMbl 1 MEXYHAPO/HbIE OTHOIIEHUS: MOHOTpadus.
— M.: IOHUTU-JAHA, 2014 - 503 c.

2.I'BaeBa U.B. JlemonpousBozuctBo: crnpaBounuk/ I'Baea W.B., CoGaiesckuii C.B.—
DJIEKTPOH. TEKCTOBBIE JiaHHble.— Munck: TerpaCucremc, Terpanur, 2014 - 224 c.

3.Kprwrramox A.H. KoudpuaeHumaisHoe IeI0NpOR3BOACTBO U 3alUTa KOMMEpUYeCcKou
TalHbl: Kypc Jekuu#/ Kpumramok A.H.— DeKTpoH. TeKCTOBBIE JAHHbIE.— Opeu:
Mexpernonansuas AkaneMust 6€30MaCHOCTH U BbDKUBAHHS (MABHMB), 2014 — 199 c.

4 Mensenera O.B. OCHOBBI JTOKYMEHTaLHOHHOTO OGECIEYeHHs yIpaBJIEHUs. 2-€ H3:
y4uebHoe mocobue/ Mensenesa O.B.— DNeKTPOH. TEKCTOBbIE IaHHbBIE - Kpacnonap: FOxHbIit
UHCTUTYT MEHEDKMEHTa, 2012 - 175 c.

5.Ky3uenos U.H. JlenoBoe mHCHMO: VY4eOHo-cnipaBoynoe 1nocobue/ABT. coct. W.H.
Ky3suenos . - 4-e u3x. - M.: Usparenscko-Toprosas kopnopanus "Jlamkos u K",2012 - 196 c.

6.AnexceeB I.B. 3ammura wnHTeIeKTYambHOH COGCTBEHHOCTH: y4eOHOE MOCOOHe/

AnekceeB I'.B.— DnekTpoH. TekcToBbIe annble - CapaTtoB: By3osckoe obpazoBanue,2013 - 156
.



OdunuanabHbie U3 1aHus

1. bronnerens BepxoBHoro cyna P® - 6ubmuorexa FOU (ya. Ctynendeckas, 10).

3. Poccuiickas razera — 1 kopmyc, ay. 140.

4. Bnagumupckue Begomoctu — 6ubmorexa YOU (yn. Ctynenyeckas, 10).

5. Poccuiickas rasera https://rg.ru/gazeta/svezh.html (6u6morexa Bal'Y, Kopmyc 1, ayn.
140; kopnyc 2, ayn. 128; xopmyce 7, aya. 140; kopnye 3, ayum. 414).

CrnpaBo4Ho-0ubauorpadguyeckue u3ganus

1. Tnoccapuil OpHAMYECKHX TEPMHHOB MO AaHTHKOPPYIIHOHHOH TeMaTHKe Ui
HCIOJIB30BaHUs. B yueOHOM mpouecce - M.:HULl UHOPA-M, 2016. - 168 c.: 60x90 1/16. -
(M3uCIT) (O6moxKa. KBC) ISBN 978-5-16-012084-3 -
http://znanium.com/catalog.php?bookinfo=553309

2. Cnosaps tepmunoB CIIC «Koncynbrantllmocy - MndopMarMoHHo-paBoBas crucTeMa
KouncynbrautlLmoc.

3. Macnukos, U. C. Opumuueckuii ciosaps / M. C. Maciukos .— 2-e u31. — MockBa :
Hamxos u K, 2008 .— 319 ¢. — ISBN 978-5-91131-704-1. — 3 sk3. (bubiuoreka Bnal'V).

4. FOpuanyeckuit SHIMKIONeMYecKuii cioBaph / A. . Anexcees [u ap.] ; mos o6, pei.
B. E. Kpyrckux .— 3-e u3n., nepepa6. u mon. — Mocksa : Uudpa-M, 2001 .— 450 c. —
(bubnmotexa cnoapeit "Unppa-M"). — Bubnuorp.: c. 449 — ISBN 5-16-000271-5. — 3 5K3.
(bubmmorexa Bal'V).

5. BonbIoH 10puIHYecKuit SHIMKIIONEMIECKHUii c10Baph / aBT. U cocT. A. b. Bapuxum. -
2-¢ u3x., nepepab. u jomn. - Mocksa : Kuwxkubiit mup, 2008. - 792 c. - bu6muorp.: ¢. 791. - ISBN
978-5-8041-0301-0. (bubimoreka Bal'Y).

6. Acraxos, IlaBen AnekceeBud. Bosbinas npasosasi suuukionems / 1. A. Acraxos. -
Mocksa : Dxemo, 2010 .- 972 ¢. - (Hoseimuii topuandeckuii cipaBounmk). - bubimorp.: ¢. 943. -
ISBN 978-5-699-34124-5. (bu6nuorexa Bal'V).

7. bonbmas opuauYeckas SHIUKIIONEIMS: caMoe II0THOE COBPEMEHHOE M3/aHue : OoJiee
2000 ropumyeckux TepMHHOB U MoHsTHi / B. B. ABanecsn [u ap.]. - U3, 2-e, nepepal. u jorr. -
Mocksa : Dxemo, 2010. - 656 c. : un. - And. ykas.: c. 642-656. - ISBN 978-5-699-45285-9.
(bubnmorexa Bal'y).

Cneuuaﬂnsnpoaaﬂﬂble MNEPpUOANYECCKHEC H3JaHUA

. «Bectnuk Bal'V: ropumgeckue Hayku» (6ubimorexa FOU, yin. Ctynenueckas, 10)
. «Bectnuk MI'V: npaBo» (6ubmuoreka IOU, yi. Crynenueckas, 10)

. «Bompocs! ucropumy (6ubnuorexka Biul'Y, kopnyce 7, ayxa. 140)

. «Bceobmas ucropust» (6ubmuorexa Bnl'Y, kopnyc 7, ay. 140)

. «3axon» (6ubmmorexa FOU, yi. Crynenyeckas, 10)

. «3akoH u mpaBoy (6ubmmoreka FOU, yn. Crynendeckas, 10)

AN N BN —

B) UHTepHET-pecypcenl

1. CipaBouno-npaBoBas cucrema «'apant» (http://www.garant.ru)

2. Cnpasouno-npapoBast cuctema «Koncysprantllmoc+» (http://www. consultant.ru)

3. IOPUTMYECKAS POCCUSI - poccuiickuii 06pa3oBaTebHbIH MPaBOBOH MOPTAIL.
Conepxut mpaBoByro GHGIHOTEKY, HHPOPMALNIO O KOH(EPEHIUsX, 0Opa30BaTeIbHbIE HOBOCTH,
IOpUAMYECKHE TOKYMEHTBI U HHble MaTtepuaisl (http://www. lawportal.ru)

4. Haygnas 6ubaunorexa Bal'V (http://library.visu.ru/)



8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JIMCLUUIIJIAHBI
«HOPMATHUBHOE O®OPMJIEHUE TOKYMEHTOB»

3aHATHS TPOBOAATCS B ayautopusix IOpuanueckoro uncruryra Bal'V (kopn. Ne 11) mo
anpecy yn. Crynenyeckas, . 8. Bce ayauTopuu OCHAIUEHBI KOMIBIOTEPHOM TEXHHKOH ¢
onepannoHHoi cucremodl Windows u cranjaptaeiM naketom Microsoft Office, ¢ goctynom B
Wurtepner, BHIEO MYIbTHMEIUMIHBIM 060pYIOBaHHEM, KOTOpPOE MO3BOJSET BHU3YalH3HMpOBATh
IpoLecC MPeCTABICHUS IPE3EHTALlMOHHOIO MaTepHalia, a Tak)Ke MPOBOJUTH KOMITBIOTEPHOE
TECTUPOBaHUE 00YHaIOMMUXCS 110 YUeOHbIM JUCIUILIMHAM; JOCKON HACTEHHOM, GIroMacTepoM.



Pabouas mporpaMma IHCHHIUTHHBI COCTaBJIEHa B COOTBETCTBUM ¢ TpeboBanusamMu ®I'OC BITO 1o
HarpasiieHHI0 40.03.01 — «FOpucnpyaeHmus»

PaGouyro nporpamMmy cocraBu:
accuctenT Kadenpsr «I'ocyrapcTBeHHOE 11paBo
U YIIpaBJI€HHE TaAMOXKEHHOM JIeSITETbHOCTBION %
o
\

ION Bal'y M.H. AxmMenos

PenensenTsl (mpeacrasurens paborogaress):
3aB. kadenpoit OITuT]] /%
K.IO.H., JIOUEHT et il 1.B. Iloroauna

[Iporpamma paccMoTpena u 0100peHa Ha 3ace1aH agjﬂl b ITIY T
[lporokoa Ne_ 13 or«__ 29  » A
3aBeayromuil kadeapoi ‘

/C.H. Mameos/

(PHO, noanuck)

Pabouas nporpamma paccMoTpeHa U 0100peHa Ha 3aceaHii y4eOHO-METOIMUECKOW KOMHCCHH
HanpaBJICHUS 40.03.01 — «¥OpucnpyaeHus»
[TpoToxos Ne G o1 «29» mions 2016 roja

IIpencenarens koMuccuu [ iy 4
(DPHO, 6)41/45)/
(

O.J1. TpeTtpsixoBa




JIUCT INEPEYTBEP/KJIEHUSA

PABOYEMN ITPOI'PAMMbI JIUCLIUTTIAHBI
«HOPMATHUBHOE O®OPMJIEHUE TOKYMEHTOB»

Pabouas nporpamma ogo6pena Ha 2016 / / ¥y‘{e6HbIﬁ roa

) .
[Tporoxon 3acenanust kadeapnr No %-3 oT J2 06 /6 roz; 57

3aBenyromuit kadeapoi

Pabouast mporpamma 0100peHa Ha
[Iporoko: 3acenanus kadeapn No

3aBenyromuii kadeapoi

¢ &

y4eOHbIi ron

Pa6o4as nporpamma ono6pena Ha
IIpoTokon 3acenanus kapeapnr Ne

3aBenyrommii kadeapoi

Pabouast mporpamma o106pena na
[Tporokon 3acenanus kadeapnr No

3aBenyrommit kadeapoi

Pabouast mporpamma o106peHa Ha
IIpoTokon 3acenanus kadpeapbr Ne

3aBenyromuii kadeapoit

Pabouast mporpamma o106pena na
IIporokou 3acenanus kadeapsr No

3aBeayronmii kadeapoii

oT roja
y4eOHbIH roj
oT rojaa
y4EOHBIH roj
oT roja
yueOHbIH 1o
oT roja
y4eOHbIH roj
oT roaa
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