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1. HEJJHU U 3AJAYU JUCOUATIIIMHBI

Ieabro u3yyeHHs AUCHUILIMHBI «JJOKyMEHTHPOBAHHE YIIPABIEHYECKOH NeATETLHOCTH
SIBJISIETCS OBJIAZICHUE TEOPHEN U MPAKTHUECKMMHU HaBBIKAMH JJOKYMEHTHPOBAHUS
YIIPaBJIEHYECKON AESITEITBHOCTH.

3a1ayn OCBOCHHS YUEOHOM TUCLUILINHBL:

- 03HaKOMJIEHHE C JOKYMEHTAIHOHHBIM 00ECIIEUEHUEM YIIPABJIEHUYECKOH IeATENbHOCTH;
-OBJIAJICHAE OCHOBAMH IPABHJIBHOTO O(GOPMIICHUS NOKYMEHTOB M HaJUIEXKallEH opraHu3auuei
nokymeHToobopoTa coracHo Tpedoanusm ['OCTa;

-U3y4eHHe  3aKOHOJATENIbHOM M  HOPMATHBHO-METOIMYECKOH  0asbl  COBPEMEHHOTO
JIOKYMEHTAIIMOHHOTO 00ECIIeYeHUs YIPaBJICHHs; TEOPHU M INpPakTHKH opranusamuu JIOY Ha
OCHOBE HAYYHO OOOCHOBAHHBIX IMPUHIKIIOB U METOJIOB €70 COBEPLICHCTBOBAHHS; COBPEMEHHBIX
TEXHOJIOTHIA JOKYMEHTAI[HOHHOT0 00eCcIIeYeHUs! yIIpaBIeHHsl.

2. MECTO JUCIIMIVIMHBI B CTPYKTYPE OIIOIIBO

Vuebnas pucuuiuinHa «JlOKyMEeHTHPOBAHHE YIPABIEHUYECKOH JIEATENBHOCTHY ABJIAETCA
JMCLHUILIMHON 1Mo BeIOOpY 1o HampasieHuio 49.03.01 «®usuyeckas KyabTypa» 110 TpOQHITIO
«CrIOpTUBHBIA MEHEDKMEHT» C HOPMaTHBHBIM CPOKOM OYHOIO 00yueHus — 4 roja.

JIMCIUIUIMHA HAXOAUTCS B JIOTHUECKOU M COAEPIKATEIbHO-METOUUECKONH B3aUMOCBS3H C
apyrumu ydactssmu OITOIT. B mpouecce u3ydcHus Kypca y oOydaeMbIX (popMHpyeTcs: Kak
KOMIIETEHIIMH, HallpaBJIeHHblE Ha MNpUOOpEereHHe KyJIbTYpbl MBILUIEHHS, aHAJIU3 H
3aKOHOMEPHOCTH HCTOPUYECKOT0 Pa3BUTHS, CIIOCOOHOCTH K O0OOINEHHIO, TaK U KOMIETEHLHH,
OTpaXkaroIye MOTPeOHOCTH PErHOHAIILHOTO PBIHKA TPY/a M NEPCIEKTUBBI €r0 Pa3BUTHS.

3. KOMIIETEHIIMA OBYYAIOLIEI'OCs, ®OPMHUPYEMBIE B
PE3YJIbTATE OCBOEHMUS JUCHHUIIIMHBI

Hpouecc H3YYCHUS OUCIUIIJIMHBI HAITPpaBJIEH HA q)OpMI/IpOBaHI/Ie CICAYOUIHUX KOMIIETEHITHN:

3.1 BeImycKHHK, OCBOHMBIIHI MporpaMMy OakajiaBpuaTta, JOJDKEH 00JalaTh CIEAYIOLUMMHU
obmenpodeccruonanbHbMU KomreTeHuusMu (OTTK):

- CIIOCOOHOCTBIO OCYIIECTBIISITh INTAHUPOBAHKUE U METOJUYECKOE o0ecneueHue
NESITebHOCTH (PU3KYIIBTYPHO-CIIOPTUBHBIX OPraHU3AHMN, TPOBOJAUTE YUET H
OTYETHOCTh, PYKOBOJUTH paboToit Manbix KosnekTHBoB (OI1K-9).

B pesynerare OCBOGHMS IUCLUIUIMHBI OOy4aloluiics JODKEH JEMOHCTPHUPOBATH
CJIeIYIOIUE Pe3yNIbTaThl 00pa30BaHUS:

1) 3HATH:0CHOBHBIE €M, 33/1a4H, IPUHIUIIEl JOKYMEHTALHOHHOTO 00eCIeYeHHs
yIIpaBJIEHUS; TPEOOBAHUS K COCTABICHHUIO H O(OPMIICHHIO Pa3IMUHBIX BUIOB
JIOKYMEHTOB;0CHOBHBIE 3aKOHOIaTeNIbHBIC H HOPMATHBHBIE aKThI B 00/1aCTH
JIOKyMeHTalHoHHoTo obecneuenust yrnpasienus (OI1K-9);

2) yMeTh.IUIAaHHPOBaTh ¥ OoOecrneymBaTh — AEATENLHOCTh  (PH3KYJIBTYPHO-CIIOPTHBHBIX
opraum3anuit (OITK-9);

3) BIAJETH:METOAMKONW TpPOBENEHHMsI ydeTa 1 OTYETHOCTH (DU3KYJIBTYPHO-CIIOPTUBHBIX
opranuzanuii (OIIK-9).



4. CTPYKTYPA U COJAEP)KAHUE JUCIUIIIMHBI

OO6mas TPYAOEMKOCTb JUCIUIIMHBI COCTABJISACT 2 3a4EeTHBIE €IUHUIIbI,
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Marpuna cOOTHECEHHS TeM/pa3eNioB y4eOHO! UCIHUILUTMHBY/MOYIIA B (OPMHUPYEMBIX B HUX
npo(eCCHOHABHBIX KOMIIETEHIMH IIpe/ICTaBIeHa B TabJHMIIE.

Komnerenuuu Zobuee 4ucio
KonuuectBo KOMIETEHLMH
TeMbI, pasnenbl AUCLIMIITHHBI
4yacoB

OI1K-9 1
Tema 1. OCHOBHBIE TOHATHS g N 1
JIOKYMEHTAIlMOHHOTO obecrnedeHus
yIpaBJICHUS.
Tema 2. TpeboBaHMS K COCTABICHUIO U 8 + 1
0(OpMIIEHHIO TOKYMEHTOB.
Tema 3. OpranuzanuoHHasi JOKyMEHTaIU. 8 + 1
Tema 4. PacniopsautenbHas JOKyMEHTALIUS. 8 + 1
Tema 5. HMudopmanuoHHO-CrIpaBOUHAs 8 + 1
JIOKYMEHTAIMs.
Tema 6. JlokyMeHTaIus 110 IAYHOMY COCTaBY. 8 + 1
Tema 7. JloroBopHO — IpaBoBast
JIOKYMEHTAITHSI. 8 * 1
JIOKyMEHTBI 110 CHa0XKEHHUIO U COBITY.
Tema 8. TexHosorus ¥ NPUHLUI
OpraHu3alUu JOKYMEHTO000pOTa. 8 + 1
Tema 9. TexHonOrus aBTOMaTU3UPOBAHHOI g |

4
00paboTKH JOKYMEHTALUH.
3a4er
Uroro 12 1




COJAEP)KXAHMUE PA3JEJIOB JUCIHUITIMHBI

IMepeyensb TeM JIEKIMOHHBIX 3aHATHH

Tema 1. OcHOBHBIE OHATHS JOKYMEHTHPOBAHHS YIPABJIEeHYECKOM J1eATeIbHOCTH.

Ilenwu, 3a1a4u ¥ IPUHIIMIILI AETONPOU3BOACTBA. McTopHs ne10npou3BOACTBA KaK HAyKH.
[Ipenmer u 3amaun kypca. Kpatkuit 0630p quTEpaTyphl ¥ HCTOYHUKOB 110 JJAHHOMY KypCy.
PexoMeHIaluy 10 OpraHu3allii CaMOCTOSATENIbHOM U BHEAYIMTOPHOH paboThI CTYEHTOB.
[ToHsTHE O KOPPECIIOHACHIUH U JeJIONpOU3BoACTBe. Jlornueckas CTpyKTypa AMCLMIUIMHBI, €€

MECTO B CUCTEME IIOAIOTOBKHU CIIeIHaJIuCTa, MEXIIPEAMETHBIC CBA3H.

Tema 2. TpeOGoBaHus K cOCTABJICHHIO H 0()OPMJICHHIO JOKYMEHTOB.
OdopmieHre JOKYMEHTAUMd B COOTBETCTBHM C HOpMAaTHBHOW 0a3o0i, B TOM YuCle C
HCIIONB30BaHMEM  MH(POPMAIMOHHBIX  TeXHOJOTHH.OCHOBHBIE — NpaBHIa  O(QOPMIICHHUIO
MAIIMHOMMCHBIX TeKCTOB. TpeboBanus K 0OPMIIEHHIO TEKCTA.

Tema 3. OprannzaumoHHas JOKYMEHTAIHS.
VCOPJI — ynudunupoBaHHas CHCTEMa OPraHU3allMOHHO — PaCIOpPSIUTEIbHON JOKYMEHTALUH!

cocTaB, obnactu ee npumeHenus. OpraHu3alMOHHbIE JOKYMEHTBI, UX Ha3Ha4YeHHE, GOpMYIISAphI
— o6pasupl. [Tpouemypa cocraBienus U 0)OPMIICHUS] OpPraHM3allMOHHBIX N0KyMeHTOB. ObnacTh
NpPUMEHEHHs] OPraHU3alMOHHBIX JOKyMEHTOB. Vcronp3oBanne yHUHIMPOBAHHBIX (HOPM.

Tema 4. PacnopsiauresibHast JOKYMEHTANUSA.

PacnopsiuTenbHble TIOKYMEHTBI, HX HaszHadeHue, (opmyisapel — obpasusl. [Ipoueaypa
cocraBjieHHss W O(GOPMIIEHHs PACHOPSAUTENILHBIX JOKyMeHTOB. O6jacTe NpUMEHEHHs
OpraHU3alMOHHBIX JOKYMEHTOB.VICIop30BaHNne YHHYUIIMPOBAHHBIX (OPM.

Tema S.AudopManuoHHO-CIIPABOYHASAOKYMEHTAUMS.

WHpopMaOHHO-CIIPABOYHbIE JIOKYMEHTBI: X Ha3HaueHHe, Gpopmyisipbl-o6pasusl. [Iponenypa
cocraBjieHus U 0ohopMITeHHS] HHOPMAIHOHHO-CIIPABOYHBIX JJOKYMEHTOB. O01acTh NPUMEHEHHS
HH()OPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB. Mcnonb30BaHue YHH(DUIHPOBAHHBIX (opM.

Tema 6./lokymMeHTALHSI 110 THYHOMY COCTABY.

[Taker pmoxymeHTOB 1O JHUYHOMY cocTaBy.OcoO€HHOCTH  paboThl C  KaJpOBBIMH
JNOKyMeHTaMu.J[OKyMEHTHPOBaHHE TPYIOBBIX OTHOLIEHUU.Vconb3oBaHue yHUDUIHTPOBAHHBIX
bopM IOKYMEHTOB IO JHYHOMY cocraBy.M3naHue mnpukazoB MO JMYHOMY COCTaBy.
®opmMupoBaHUE U BEICHHE JTMUHBIX JIEI.

Tema 7.JloroBopHo — npaBoBasi JoKyMeHTAlHsA.[JOKYMeHTbI N0 CHAGKEHHIO H COLITY.
[Tonsarue noroBopa (KoHTpakTa), cornamenus. Tunosas popma konTpakta. OCHOBHbIE pa3/ielibl
KOHTpakTa.J[oroBop 0 MOJHOU MHAUBH(YaTbHON MaTepPUAIbHOM OTBETCTBEHHOCTH.



CozeprkaHie M CTPYKTypa IOroBopa KyIUIH — Ipojaxu ToBapoB.IIpumepnas ¢popma morosopa
nocTaBku. I IpoTOKOJIBI pasHOryIacHii K JoroBopaM mnoctaBku. Kommepueckue akThl. bianku
KoMMepueckux akToB.OdopmieHHe aKTOB NPUEMKHM NPOAYKLHH (TOBApOB) IO KOJMYECTBY W
kauecTBY.OpopMIIeHHE aKTOB II0 OKa3aHHIO BO3ME3AHBIX YCIyr. JIOBEPEHHOCTH: pa3OBbIE,
CrienuaibHbIe, TeHEPAIbHBIE.

Tema 8. TexHoJIOrusi ¥ MPHUHIUI OPraHU3ALKH JOKYMEHT0000poTA.
Opranusanys J0KyMeHTo0o0opoTa: mpueM, 00paboTKa, perucTpanus, KOHTPOJIb, XpPaHEHUE
JIOKYMEHTOB, HOMeHKJIaTypa nen. Tpebopanus k 3arojnoBkam aej1.PopMupoBaHue Jei.
Cucremarusanus JOKyMeHTOB BHYTpH Jena. Odopmiaenue aen. Tunosele Cpoku XpaHEHHs
JIOKYMEHTOB.

Tema 9.TexHos10rusi aBTOMaTH3HPOBAHHOK 00paboTKH
JAOKYMEHTaHH. ABTOMaTU3HPOBAaHHbIE CHCTEMBI JIEJIONPOU3BOJICTBA.

IlepeyeHnb TeM NMPAKTHYECKHX 3aHATHH

Tema 1. OcHOBHBIE NOHATHA JOKYMEHTHPOBAHUSA YNPABJIEHYECKOH 1eATEJIbHOCTH.

[Ipaktuyeckoe 3austre Nel.I'ocynapcTBeHHas CHCTeMa JOKYMEHTAIlHOHHOIO 00eCTIeYeHUs
ynpasienus (I'CJIOY) — cBoz npaBuJI, yCTaHABIUBAIOIIUX €IHHLIE TPEOOBAHHS K
JOKYMEHTHPOBAHHIO YIIPABJICHYECKOH e TEIbHOCTH ¥ OpraHu3aluy paboTel C JOKYyMEHTAMH Ha
NPEANPHUITUSAX Pa3IMIHBIX OPraHU3aIMOHHO — IIPAaBOBLIX (HOPM.

Tema 2. TpeGoBaHusi K cocTaBJIeHHIO H 0OPMJIEHHIO JOKYMEHTOB.

[TpakTuyeckoe 3ausTre Nol.OCHOBHBIE pEKBH3HTHI JOKYMEHTA, HX KJIacCH(pHKaLWs, IIpaBUIa
odopmienus B coorBercTBUU ¢ ['OCT. dopmynsip v 6i1aHK TOKyMEHTA.

Tema 3. OpranuzanuoHHasi JOKYMEHTAIHS.

[Mpaktnyeckoe  3ansitue  Nel.llpaBuna ©  opopMiIeHHE  pa3IMUHBIX  BHUJIOB
OpraHU3alMOHHBIX JOKYMEHTOB (110 00pa3siam).

Tema 4. PaciopsigureibHasi JOKYMEHTALUS.

ITpaktuyeckoe 3ansaTue Nel. Buapl 1 HazHaUeHHE PaCOPAAUTENBHBIX JOKYMEHTOB.
TpeboBanus, npebsABIIAEMbIE K TEKCTY U OPOPMIICHHIO PaCHOPSIUTEIBHBIX JOKYMEHTOB.
IIpaBuia oopmiteHHs pa3IHUHBIX BUIOB PACTIOPAAUTENLHBIX JOKYMEHTOB

Tema S. UndopManmoHHO-CIPABOYHASIIOKYMEHTALMSI.
Ilpaktnueckoe 3ansthe Nel.Buasl M HazHayeHHe CHPABOYHO-UH(OpPMALMOHHbBIE
nokymeHToB. TpeboBaHus, mpexbsBIsIeMble K TEKCTy M O(GOPMICHHIO CIIPaBOYHO-
HHQOpPMALMOHHBIE JOKYMEHTOB. [IpaBuna oQOpMIIEHHS pa3IMYHBIX BHIOB CIIPABOYHO-

HMH(OPMAHOHHEIE JJOKYMEHTOB.

Tema 6. JlokymeHTanus 10 JUYHOMY COCTABY.



Ipaxtuueckoe 3anstue Nel. Cocrasienue rpadgudgeckoro n3odpaxenus popmysisipa - odpasua
¢dopmara A4;
- OopmiieHre OpraHU3alMOHHOTO JJOKyMEHTA «J[OJKHOCTHAS HHCTPYKLIHSI»;
- OdopmiieHre U 3ar0IHeHHe YHUPUITMPOBAHHOH (OPMBI OPraHU3alMOHHOTO JOKYMEHTA
«llITaTHOE pacnucanue;
- OdopmiieHne pacropsmutenbHoro qokymenta «lIpukas»;
- Oopmiienne noxymenta «IIporoxony;
- ObopmiieHHE TOKYMEHTa KAKTY;
- Odopmiienre HHHOPMALMOHHO-CIIPABOYHOIO JIOKyMEHTa «JloKiaqHas 3amnicka,
- Opopmienne HHGOPMAIIHOHHO-CIIPABOYHOTO NOKyMeHTa «IIuchMO»;
Jlenosas cutyauus: Opopmienue Ha paboTy.

Tema7. JloroBopHo — npaBoBasi 10KyMeHTalMs.JJOKyMeHTBI 110 CHA0KEHHI0 H

cOBITY.
IIpaxTuueckoe 3ausTue Nel. O6pasisr akToB. OOpasibl JOBEPEHHOCTEH.

Tema 8. TexHoJOrusi 4 NPUHIKI OPraHU3ALMH J0KyMeHTo000pOTA.
[Ipaxtryeckoe 3austue Nel. Pas6op nenoBoit curyanuu «Opranusanus paboTsl ¢
JOKYMEHTaMHM ».

Tema9. TexHoJ0rHsi aBTOMATH3MPOBAHHOH 00pab0TKH J0KYMEHTAMH.
[Tpaktuueckoe 3austie Nel. [Touck JOKyMEHTOB B CIIPaBOYHO-TIPABOBOW CHCTEME.

Co3snanue | OTIIpaBKa COOOIEHHH 110 IEKTPOHHOM 1moYTe

5.0BbPA30OBATEJIBHBIE TEXHOJIOT'MHA

B mporecce 0CBOCHUS AUCHUILIMHEI «J[OKyMEHTHPOBAHHUE YIPABJIECHUECKOH JEATEIbHOCTH»
NPUMEHSIOTCS 00pa3oBaTeIbHbIE TEXHOJOTHH, O0eCneYMBaIOIUe pa3BUTHE KOMIIETEHTHOIO
nozxoaa, (OPMUPOBAHUS y CTYAEHTOB MPO(ECCHOHATIBHBIX KommeTeHuui. OOpa3oBarenbHbIe
TEXHOJIOTWH peasu3yIOTCs Yepe3 Takue (JOpMbI OpraHu3alyu ydyeOHOro npouecca, Kak JeKLUH,
NpaKTHYeCKHe 3aHITHS M caMocTosTeNbHas paboTta. Kpome BBOAHBIX MU OO30pHBIX JICKIMIH
CJIe/TyeT UCIIOJIb30BaTh MPOOIEMHBIE JIEKIMH U JIEKIUU-auasiory. I1pu aTom nexrop, pokiaabiBast
npoOJIEMHYIO CHTYaLUIO, aKTHBH3HpYeT Iporecc oOydeHus. [IpobneMHble JEKIHH CYMTAIOTCH
Haubosee ONTUMAJIBHBIMH JUISL Y4eOHOro mpouecca, Tak Kak oOpa3oBaresibHas JEATEIbLHOCTh
HUMEEeT B CBOECH OCHOBE pelIeHHe MpoONEeMHBIX CUTyaluid. B pesynerare amaiora Jiektopa ¢
ayIMTOpHEH y CTYACHTOB DAa3BHBAETCS MBIIUICHUE, IO3BOJIIOIEE H30ekaTh MacCHBHOIO
BOCHPHUATUS MHPOPMAIIMM M COJEHCTBOBaTh CBOOOAHOMY OOMEHY MHEHUsSIMH. i1 pa3BUTHS
00pa3HOro  MBIIUICHHUS y CTYIEHTOB HEOOXOAMMO HCIIOJIB30BaTh MYJIBTHMEIUIHHOE
COIIPOBOXK/ICHUE JIEKIIMM U BHIEOMAaTEPUAJIOB.

ITpennonaraeTcst UCMIONB30BAHUE CIIEYIOUIMX HHTEPAKTUBHBIX (POPM MPOBEICHUS 3aHATHIA:

- IpoOJIeMHBIE JICKIIMU M JIEKIIUH — JUajioru (TeMsl 2, 3, 4, 5, 6)
- pa30op KOHKPETHBIX cuTyalwuii (temsil, 2,3, 4, 5, 7,8)
-JICTIOBBIE U POJIEBBIE UTPHI (TEMBI 6,8)

VhenbHBI BeC 3aHATUH, NPOBOAMMBIX B HHTEPAKTHBHOH (OpME B COOTBETCTBHH C

TpeboBanusMu DezrepabHOrO rocyIapCTBEHHOr0 00pa30BaTeNIbHOTO CTAaHapTa COCTABISET HE



menee 30% ayaMTOPHBIX 3aHATHM, 3aHATHS JICKIMOHHOIO THna He mpepbimator 50% ot obiue
BEJIMYMHBI ayAMTOPHBIX 3aHSATHH.

6. OLEHOYHBIE CPEACTBA JJisI TEKYIIEIO KOHTPOJIS
YCIIEBAEMOCTH, NPOMEXYTOUYHOM ATTECTAIIMA 110 WUTOTAM OCBOEHHUS
JUCIUATLIMHBI 1 KOHTPOJISI CAMOCTOSITEJIbHOM PABOTHI CTYIEHTOB

[TpoMesxyTodHasi aTTecTalys M0 HTOraM OCBOEHHUS JUCIMIUIMHBI «/[OKyMEHTHpOBaHHE
YIPaBJIEHYECKOM IEesTebHOCTHY HalpaBleHa Ha 3aKpEIJIEHHE OCHOBHBIX 3JIEMEHTOB
TEOPETHYECKOTO M MPAaKTHYEeCKOro Kypca. B Xxome peanusauuu 10 INpeaBapUTENIBLHO
BBIJIAHHBIM CTYIEHTAM 3aJaHuUsIM TIPEIyCMOTPEHBI CIeayoume GopMbl KOHTPOJIS:
PelTHHI-KOHTPOJIB.

Pelenre cUTyallMOHHBIX 3a/1a4 B paMKaX MPaKTHYECKUX padorT.
WHuBUIyaIbHBIE U KOJUIEKTHBHBIE KOHCYJIBTAIMH 110 MPaKTHYECKOH paboTe
BeICTyIUIeHHE M OTIIIOHUPOBAHUE HA CEMUHAPCKHUX 3aHATHSIX.

o @ b as

3ayer.

[lepBBIif, BTOPOW M TPETHH PEHTHHI-KOHTPOJIb IPOBOAMTCA B (OpME TECTOB IO
U3ydeHHOMY Marepuaity. JIJis TOro, 4roObl YCHENIHO IIOATOTOBUTHCA K PEHTHHI-
KOHTPOJIFO CTYAEHTYy HeoOXOIMMO 3HaTh COJAEpXAHUE JIEKUMH [IpernojaBare/is,
MOJIHOCTBIO BBIIIOJIHUTh 3aJlaHUSl K IPAKTUYECKUM 3aHATHUAM, O3HAKOMHUTBCS C
NIPEIOKEHHBIMU ISl U3Y4YEHUsI HCTOYHHUKAMHU.

IIpomexxyTouHas aTTecTalHMsA

IpuMepHbIii nepeyeHb KOHTPOJIbHBIX BONPOCOB K 3a4eTy:

1.TToHaTHE IOKYMEHTHPOBAHHWE VIIPABICHUECKOU ASATEIILHOCTH Y, YHHPUILHPOBAHHON CHCTEMbI
OP/J1. HopmaTtusHbIe AOKYMEHTBI, PErJIaMEeHTHPYIOIIME TpaBuiia padoThl ¢ VIIPABICHUYECKOH
JOKyMeHTauen

2. Xapakrepucruka rpyii OPJ1, obume tpedoBanust K X oGpopMACHHIO

3. Buzpl 6naukos, tpeboBanms K ©X 0GOPMICHUIO

4. XapakTepucTHKa PeKBU3HTOB, yaocTopepsioumx OPJ]

5. Xapaktepuctrka rpyribl orMetrok Ha OPJ]

6. IlpaBuna 1aTHpoOBKH JOKYMEHTOB, BX01uX B cuctemy OPJ]

7. IlpaBuia BHEIIHEr0 ¥ BHYTPEHHErO COIIACOBAHMUS JOKYMEHTOB

8. Tpedosanus k Texcram OPJ]

9. Opranu3aitMOHHBIE JIOKYMEHTBI GUpMbI (0011ast XapaKkTepHuCTHKA. BH/TbI.

ocoOeHHoCTH OhopmIteHus )

10. PactiopsiiurenbHbIe JIOKYMEHTHI (0011ast XapakTepucTHKa, BHIBI,

0COOCHHOCTH OPOPMIICHS )

11. IlpaBwia cocrasiicHust 1 0QOPMIICHHS TIPHKA30B 1O OCHOBHOM

JEATEIBHOCTH U IO THYHOMY COCTaBy

12. CipaBouno-uH(GOPMALTMOHHBIE JOKYMEHTHI (0011as XapaKTepUCTHKA,

BH/IbI, 0OCOOEHHOCTH O(POpMIICHNS)



13. Ipapuna Begernst 1 oopMIICHHs! TPOTOKOIA. BHJIBI IPOTOKOI0B

14. [TpaBuia opopmieHns AeJ0BOK HEPEHUCKH

15. [IpaBuna perucrpariiy J0KYMEHTOB

16. DxenepTH3a HEHHOCTH JOKYMEHTOB 1 O(OpPMIIEHHE €€ PE3YIbTATOB
17. Obecnieyenne COXpPaHHOCTH JOKYMEHTOB B TEKYLIEM /CJIONPOU3BO/ICTBE
18. Homenxnarypa neir. yHKUME, METOAMKA COCTABICHHS W IPUMEHEHH S
19. OcHoBHbIe npaBuia GopMUpOBAHUS 1€

20. OcobennocTi 00padOTKH JOKYMEHTOB IIEpel Hepeiadyen B apxuB

21. O0mue MpUHIUIILL OpraHu3ai padoThl BEAOMCTBEHHOIO apXuBa

22. O6uias XapaKTepUCTHKa OCHOBHBIX JOKYMEHTOB KaJAPOBOTO y4eTa
(TpyoBast KHIKKA, Kaprouka T-2, 1u4ynoe 1ei1o)

Texkywui KOHTPOJIb

PeiiTunr-konTposb Ne 1.
1. BBINOJIHHUTHL COOTBETCTBYIOLIHIA TeCT K TeMe (nmpezacraniieHbl B DOC)
Peiitunr-konTons Ne 2.
1. BBINOJHHUTH COOTBETCTBYIOIIHIA TecT K TeMe (npeznctasiensl B POC)
Peittunr-kouTposb Ne 3.
1. BBINOJHUTE COOTBETCTBYIONMI TeCT K TeMe (pezcTaniensl B POC)

TeMbl 1JIs CAMOCTOSITEJIbHOM PadoThI CTYIEHTOB

. IToHsATHE «TOKYMEHT», €r0 Pa3BUTUE U ONPEJECICHHE.

. UnopmarnimoHHbie CBOMCTBA JOKYMEHTA.

. Bo3HuKHOBEHHE MHCEMEHHOCTH, MOSBICHHE JOKYMEHTA.

. Bo3HHKHOBEHHE U pa3BUTHE YIIPABIECHYECKOTO JOKYMEHTA.

. TekcToBOE TOKYMEHTHPOBAHUE, PA3BUTHE, HA3HAUEHUE U 00JIACTh IPUMEHEHMS.

. ®OTO ¥ KMHOJOKYMEHTUPOBaHHE, Ha3HAYEHUE U 00/1aCTh IPUMEHEHUSI.

. TexHHueCcKoe JOKYyMEHTHPOBAHHE.

. 3Ha4YeHHUE U BUIBI JIOKYMEHTOB.

9. ®oHoTOKYMEHTHpPOBaHUE. BO3HUKHOBEHUE, pa3BUTHE U 00JIaCTh IPUMEHEHHS.
10.MarepuanbHble HOCUTETH HHPOPMALIUU U UX Pa3BUTHE.

11.Pa3Butue GpopMysspoB TeKCTOBBIX J0KyMeHTOB B X VI-XVII BB.

12.Pa3Butne BUIOB U popMyJsipa JOKyMeHTOB B yupexaeHusx Poccuun XVIII B.
13.Pa3Butue ¢popmyisapa nokymenta B XIX — Hauane XX BB.

14.Pa3Butne popMmymspa TOKyMEHTa COBETCKOH SMOXH.

15.McTtopust BOBHUKHOBEHHUS ¥ Pa3BUTHSI OTJEJIBHBIX BUIOB JOKYMEHTOB (10 BEIOOpY — rpaMoTa,
yKas, mpuKas, IpOTOKOJI, ITHCEMO H T.JI.).

16.McTopus pa3BUTHSI OTJEJIBHBIX 3JIEMEHTOB (hopMyJisipa JOKyMeHTa (T10 BBIOOPY — COCTaB
YIOCTOBEPEHUS, ITOPSIOK aJ[peCOBAHUS U T.JI.).

17.WcTopust yHU(UKALUU TEKCTOB TIOKYMEHTA.

18.Pa3BuTue 1€710BOr0 CTHIISL PYCCKOTO JIMTEPATYPHOTO S3bIKA.

19.3axoHoaTenbHAs 1 HOPMATHUBHAS perjlaMeHTalUs JOKYMEHTHPOBAHHS B JOPEBOJTIOIHOHHON
Poccum.
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20.3akoHOIaTeNIbHAS U HOPMATHUBHAS PErjIaMEeHTalMs JOKYMEHTUPOBAHHUsI pa3/IMYHBIX BHIOB
JEATETHLHOCTH.

21.MeTobl COBEpIIIEHCTBOBAHUS JOKYMEHTHPOBAHUS YIIPABICHUYECKON NEATEIbHOCTH.
22.0cobennoctd 0hopMIIEHHS JOTOBOPOB U KOHTPAKTOB.

23.JIOKYMEHTHPOBAHHE e TEIbHOCTH aKIIMOHEPHBIX OOIIECTB.

24.JTOKyMEHTHPOBaHHUE NESTEIEHOCTH IOCYJapCTBEHHBIX YUPEKIACHHIH.

25.BiusHME CPENCTB MEXAHU3AIMU U aBTOMATH3allMH Ha CO3/JaHAe JIOKYMEHTOB H UX GopMy.
26.CoBpeMeHHbIe IIPOrPaAMMHBIE CPECTBA, UCIIOIB3YEMBIE B IIPOLIECCE CO3IaHUS TOKYMEHTOB.
27.CymHOCTh U OCHOBHOE Ha3Ha4YeHHe JIOKyMEHTAIlMOHHOrO 00EeCIeYeH sl yIIPABIEHHS B
COBPEMEHHBIX YCIIOBHUSX.

28.HopmaruBHO-11paBoBast 6a3a JlokyMeHTallHOHHOTro obecrieyeHus ynpasjienus B PO.
29.0pranuzanus Jlenonpou3BoACcTBa Ha MAIBIX MPEAPUATHAX.

30.Cnenuduka JIoKyMEHTAIHOHHOTO 00ECIIEUEHH s YIIPABJIEHHS B TOCY1apCTBEHHBIX
YUPEXICHUX.

31.B03MOXHOCTH HCIIOJIL30BAHUS COBPEMEHHOM 0UCHOM TEXHUKH B ONITHMHU3AIMU
JIOKYMEHT0000pOTa B OpraHu3aluy.

32.B03MOXHOCTH MCIIOJIB30BAHUS CIIEIIMATH3UPOBAHHBIX IIPOrPaMM Ul OCYLIECTBIIEHUS
JIOKYMEHTAIlMOHHOT'0 000pOTa B COBPEMEHHBIX OpraHu3alusX.

33.Mcropus CTaHOBJIEHHS U Pa3BUTHS JIOKYMEHTAIIMOHHOTO 00€CIIEUEHHUS YIIPABJICHHUS B
Poccum.

34.B03MOHOCTH MCITOJIb30BaHMS METOJIOB MATEMaTHYECKOI 0 MOJEIMPOBaHHS JUIs
ONTUMHU3ALUY JTOKYMEHTO0O0pOTa HA IPEAIIPUATHH.

35.Crnenupuka JIOKyMEHTAIHOHHOTO 0OECIIEYEH sl YIIPaBISHUS B KaJPOBBIX CITyk0ax.
36.3apy0e)xHBIN OMBIT OpraHu3alyu JJOKyMEHTAaIHOHHOTO 00eCIIeYeH s yIPABICHHUS.
37.IlepcrieKTHBHBIE HANTPABJICHUS B Pa3BUTHH J[OKYMEHTALIMOHHOTO 00ECTIEYEHHUS YIIPABIICHHS.
38.0pranuzanus Jlenonpon3BoACTBa B OpraHax rocyJapCTBEHHOH BJIACTH U MECTHOIO
CaMOYIIPaBJICHUSI.

39.CoctaB ¥ npeHa3HAYEHNUE BHYTPEHHUX OpPraHU3alluOHHO-PACIIOPAAUTENbHBIX JOKYMEHTOB
OpraHu3aluy 1o paboTe ¢ MePCOHATIOM.

40.ITpumeHeHne METOOB COBPEMEHHOTO MEHEKMEHTA B OpraHu3aluy JJOKyMEeHTalHOHHOTO
obecreyeHus ynpapaeHUs..

41.IIpuMeHeHMEe rocyJapCTBEHHBIX CTAHJAPTOB B OpraHu3anuu JJoKyMeHTallMOHHOI O
obecrieyeHus ynpaBaeHHUs.

42.Cnemu¢puka opranuzanuu JJOKyMeHTaIMOHHOTO 00ecrieueH s B CyAax.

43.Mcnonb3oBaHue 3apyOeHOro OMNbITA B OPraHU3alHK JJOKYMEHTOO00pOTa Ha POCCHITCKHX
HIPEAIPUATHSIX.

44.XapakTepucTHKa CITy>K0b! JIOKyMEHTaHOHHOTO 06ecreueH s Ha KOHKPETHOM IpeNpPUsITHH
(o BEIOOpY CTYyIEHTA).

7.YYEBHO - METOJUYECKOE HW HWH®OPMAIIMOHHOE
OBECIIEYEHME JIUCHUIIJIMHbBI i

a) OCHOBHAf JIHTepaTypa:

1) Jlokymenrauontoe odecrieuenune yipapienns: Yuebuoe nocodme / E.B. 'naymit. - M.: M|
PUOP: HULL Uudpa-M, 2013. - 249 c.: 60x90 1/16. - (Ilpodeccnonansnoe obpazoBanue).
(neperier) ISBN 978-5-369-01042-6http://znanium.com/catalog.php?bookinfo=304633



2) JlokymMeHTaumoHHOE Oo0ecrieueHne yrnpasieHus (JAeJI0NpoOu3BOACTBO):  Yueb.moc. /
T.A.beikoBa u jp. - 2 w3z, nepepad. u gon. - M.: HULL Mudpa-M. 2013-304c¢.: 60x90 1/6 + (
Jomn. wmar. znanium.com) - (Beicmee o0p.: bakanasp.). () ISBN 978-5-16-004805-5
http://znanium.com/catalog.php?bookinfo=390575

3) JlokymenTaumonaoe odecrneyeHue yupasienus nepcotaiom: Yuedbunoe nocodue / P.E.
bynar. - M.: HUL] UHOPA-M, 2015. - 234 c.: 60x90 1/16 + ( Jlon. mar. znanium.com). -
(Briciree o6pazoanue:bakanaspuar). (nepernser) ISBN 978-5-16-010318-1, 500 sks.
http://znanium.com/catalog.php?bookinfo=488066

0) DOmOJMHUTENbHAS JTUTEepaTypa:

1) Henonpoussoycreo: YueObnuk / T.A. boikosa, JLM. Bssosa, JI.B. Cauxuna: Ilox pea. T.B.
Kysneuooii. - 3 n3z.. nepepad. u nom.- M.:HUL] MTHOPA-M. 2013. - 364 ¢.: 60x90 1/16 + (
Jlon.  wmar. znanium.com). - (BO: bakanasp.). (m) ISBN  978-5-16-004923-6, 1000
sk3.http://znanium.com/catalog.php?bookinfo=395908

2) JIoKkyMeHTAIMOHHOE 00ECTICUCHHUE YITPABICHUS HEroCy1apCTBEHHbIX opranu3aluii: YuedHoe
rmocobue/brikosa T. A., Canxuna JI. B.. 2 u3a., nepepad. n gon. - M.: HUL[ UHDPA-M.
2015 - 302 c.: 60x90 1/16. - (BO:bakanaspuar) (Ileperuter) ISBN 978-5-16-010379-2. 300
5K3. http://znanium.com/catalog.php?bookinfo=468884

3) Kypc nenonpousBoicTBa: JOKyMEHTAIHOHHOE obecred. ynpasil.: Yyeb.moc. /

M.B.Kupcanosa, FO.M.AkceHOB - 6 u3., ucnp. u pomn. - M.: HULl UTHOPA-M, 2014-256¢.:

60x90 1/16 + ( lon. maT. znanium.com). - (BO:bakanaBpuart). (m) ISBN 978-5-16-006789-

6http://znanium.com/catalog.php?bookinfo=460967

HNurepuer-pecypceni:
Cucrema "I'maB6yx" - http://student.1gl.ru/

8. MATEPHAJIBHO - TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJINHBI.

1. WnmocTpaTHBHBIN M TEKCTOBBINA pa3JaTOYHbIH MaTepHall.
2. Ilpe3enraTop (CTalMOHAPHBIN U NEPEHOCHOMN) C MYJIbTUME/IHA TEXHOJOTHIMH.



20.3axoHoaTeNIbHAs ¥ HOPMATUBHAS PerjlaMeHTAlMs JOKXKYMEHTUPOBAHHS Pa3IMYHbBIX BH/IOB
NESITEeTbHOCTH.

21.MeTo/pl COBEPIIEHCTBOBAHUS JOKYMEHTHPOBAHHUS YIIPABJICHUECKOH e TEbHOCTH.
22.0cobeHHocTH 0(hOpMIIEHHUS JOTOBOPOB U KOHTPAKTOB.

23.JI0oKyMEHTHPOBAHHUE JESITEIbHOCTH aKIIHOHEPHBIX OOIIECTB.

24, JIOKyMEHTUPOBaHHE JEATEILHOCTH FOCYIapCTBEHHBIX YUPEKIACHHM.

25.BiusiHEE CPeCTB MEXaHU3ALMH U aBTOMATH3AI[HH Ha CO3/IaHUE JIOKYMEHTOB M HX (opmy.
26.CoBpeMeHHBIE TPOTPaAMMHBIE CPEICTBA, UCIIOIb3YEMbIE B IIPOLIECCE CO3/IaHHUs JIOKYMEHTOB.,
27.CymHOCTh ¥ OCHOBHOE HaszHayeHue JI0OKyMEeHTalMOHHOTO 00eceueH s yIpaBiIeH s B
COBPEMEHHBIX YCIIOBHSIX.

28 . HopmaruBHO-11paBoBast 6a3a JlokyMEeHTallMOHHOro obecneyenus ynpasjieHus B PO.
29.0pranusanus Jesonpon3BoICTBAa HA MAJIBIX NPEIIPUATHIX.

30.Cremupuka J[oKyMEHTaIHOHHOTO 00ECIIEUEHHU YIIPaBJIEHHs B FOCYIapCTBEHHBIX
YUPEKICHUSX.

31.B03MOXHOCTH HCIIOJIb30BAHUSA COBPEMEHHOM OQUCHOIT TEXHUKH B ONTUMHU3ALMU
JOKYMEHTO0000pOTa B OpraHu3aluy. ,

32.B03MOMXKHOCTH MCITIOJIb30BaHUS CIIEIIMATU3UPOBAHHBIX IIPOrPaMM JUlsl OCYILECTBICHUS
JIOKYMEHTAIIHOHHOT'O 000pOTa B COBPEMEHHBIX OpraHH3alMsiX.

33.McTopust CTaHOBJICHHS U Pa3BUTUS JIOKYMEHTAIIMOHHOTO 00€CTIEYeH s YIIPaBJIeHHs B
Poccun.

34.B03MOXHOCTH HCITOJIb30BaHHS METOJIOB MATEMaTUYECKOIO MOIEIIUPOBAHMS JULs
ONTUMH3ALUHU JTOKYMEHTO000POTa Ha NPEIIPHUATHH.

35.Cnenuduka JIOKyMEHTAITHOHHOTO 00eCIIeYeH sl yIIpaBIeHHs B KaJpOBbIX CiIyxk0ax.
36.3apy0esxHBIi OIBIT OpraHu3alu JJOKyMEHTallMOHHOTO 00eCIIeYEeHUs yIIpaBJICHHUSI.
37.IlepcnieKTHBHBIE HAITPABJICHHUS B Pa3BUTUU J[OKYMEHTAIHOHHOTO 00ecneueH s yrpaBIeHHs.
38.0Opranusanus J{eonpousBoIcTBa B OpraHax rocy1apCTBEHHOH BJIAaCTH U MECTHOTO
caMOyTpaBJICHHUS.

39.CocTaB ¥ npeaHa3HaYeHUE BHYTPEHHUX OpPraHU3alMOIIHO-PaCIIOPSIIUTEIbHBIX JOKYMEHTOB
OpraHu3aIMy 10 paboTe C MePCOHAJIOM.

40.IIpuMeHeHrEe METOZOB COBPEMEHHOTO MEHEPKMEHTA B OpraHu3aluy JJOKyMEHTalHOHHOTIO
obecrieyeHus ynpaBaeHHUsL.

41.ITpumeHeHNe rocyJapCTBEHHBIX CTAH/IAPTOB B OpraHU3auy JJOKyMeHTallHOHHOTO
obecrieueHus yrnpaBieHHS.

42.Cnenu¢uka opranuzanuu JJOKyMeHTallHOHHOTO 00ecrieYeH sl B Cyaax.

43.Mcnonp30BaHue 3apyOEKHOTO OIBITAa B OpraHU3aliH JOKYMEHTO000pOTa Ha POCCHMCKUX
IPENIPUITHUSX.

44 XapakTepucTHKa c1y 061 JIOKyMEHTAIIHOHHOTO 00ecIeYeH sl Ha KOHKPETHOM TIPEANPUSTHH
(o BeIOOpY cTYyNEHTA). : o

7. YYEBHO - METOAUYECKOE W HWH®P®OPMAIIMOHHOE
OBECHHEYEHHME JUCHUITIMHBI

a) OCHOBHAs JIUTEparypa:

1) Kysnenos M. H. JlenonpousBoncteo: YuebHo-cnpaBounoe nocobue / . H. Kysunenos. - 6-¢
U3, nepepab. u gom. - M.: U3narenscko-Topropas koprnoparus "lamkos u K", 2013. - 520 c.
http://www.studentlibrary.ru/doc/ISBN9785394019814-SCN0008.html



2) YpapieHue NepcOHATIOM: TEOpUs U MPaKTUKA. J[elonponu3BOACTBO B KapOBOii ciryxoe :
yueOHo-npakTHyeckoe nocobue / mox pexa. A. 5. Kubanona. - Mocksa : [Tpocnekr, 2014. - 80 c.
http://www.studentlibrary.ru/doc/ISBN9785392124763-SCNO0005.html

3) banouu K.B. Ynpasnenueckue pemenus: ¥Yuebuuk s 6axanaspos / K. B. banaun, C. H.
BopoObeB, B. b. YTkuH. - 8-e uzn. - M.: 3parenscko-Toprosas kopnopanus "Jlamkos u Ko",
2014. - 496 c. ISBN 978-5-394-02269-2
http://www.studentlibrary.ru/doc/ISBN9785394022692-SCN0005.html

0) DOMONHUTENbHAS JTUTEepaTypa:
1) OcHoBBI yrpaBiieHus: yueOHoe mocobue [uist 6akanaBpos / oTB. pen. A. A. Ilerpos. - Mocksa

: [Ipocnexr, 2013. - 232 c.
http://www.studentlibrary.ru/doc/ISBN9785392068890-SCN0003.html

2) Broun B. M. [IpenMeTHO-OpHEHTUPOBAHHBIE SKOHOMUYECKHE HH(POPMALIUOHHBIE CUCTEMBI:
VyebHoe mocobue / B. M. Bnosun, JI. E. CypkoBa, A. A. Ulypynos. - 3-¢ uszn. - M.
U3 parenscko-Toprosas kopnopanus "Jlamkos u K°", 2013. - 388 c. ISBN 978-5-394-02262-3
http://www.studentlibrary.ru/doc/ISBN9785394022623-SCN0008.html

3) Jlemonpou3BOACTBO U ceKpeTapckas paboTa Ha nepcoHaibHOM KommbioTepe. - M.: COJIOH-
ITPECC, 2013. - 424 c.: un. http://www.studentlibrary.ru/doc/ISBN9785913591098-
SCNO0007.html

HNuTepHer-pecypeni:

Cucrema "I'maBOyx" - http://student.1gl.ru/

8. MATEPUAJIBHO - TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI.

1. MnmocTpaTUBHBIN M TEKCTOBBIN pa3aTOYHBIA MaTepHal.
2. Ilpe3seHraTop (CTalMOHAPHBIN M IEPEHOCHON) ¢ MyJIbTHMEAHA TEXHOJIOTHAMH.



[IporpaMma cocraBieHa B coorBeTcTBHH ¢ TpeboBanusamu OI'OC BO, yTBepkaeHHOro
IIpukazom MunoGpuayku Poccum ot 07.08.2014r Ne 935 «O6 yrBepxaeHHH (enepaibHOro
roCy/IapCTBEHHOTO 00pa30BaTENIbHOTO CTAaHJapTa BBICLIEro 0Opa3oBaHHMs 10 HANpPaBJICHUIO
noarotoBkn 49.03.01 dusudyeckas KyibTypa (ypoBeHb OakajaBpuara) IO HalpaBJIEHUIO

49.03.01 «®u3uyeckas KyJIbTypanu MPOGUI0 MoaAroToBKU « CIIOPTHUBHBINA MEHEKMEHT»

PaGouyro nmporpamMmy coctaBui crapiiuii npenosasarens kabenpel bY®uC E. A. Kiumosa
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Penensent

(npencraBuTENb
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I[Tporpamma paccmoTpeHa u onobpeHa Ha 3aceanuu kapenpel bY OuC

nporokos Ne 10/1 ot «29» suBaps 2015 r.
/~

3apenyromuii kapeapoit BY OuC %/’/

O. B. JlyckaTtoBa

/

npogeccop, 1.9.H.

PaGouass mporpamma paccMoTpeHa M ofoOpeHa Ha 3aceJaHUM Y4eOHO — METOIUYECKOOH
komuccuu HampasieHus 49.03.01 «dusudeckas KyiabTypa»

npotokost Ne 4/1 ot 30 ssuBapst 2015 r. S[(; _
,)MV 7

[Ipencenarens KOMUCCHU: _Batousipenosa T. E.




JIUCT NEPEYTBEPKIEHUA
PABOYEHU IMTPOT'PAMMBI JUCITUIIJIMHBI

Pa6ouas mporpamMma 0/100peHa Ha ﬂﬁ——z’é y4eOHBINA rof
ITporokou 3acenanus kapeapur N / oT /5/ G5 fr’s ropa

3aBenyromuit kadenapon 72 barousipenosa T.E.

PaGouyas mporpamma oo6peHa Haﬂ /L y4eOHBIN IO
I[Tporokou 3acenanus kapeapbr Ne / Z // ﬂf% roja

3aBemyromuit kadeapoi

baronsipenosa T.E.

Pa6ouas mporpamma o1o6peHa Ha L0 % / Zg y4eOHBIN To1

ITporokon 3acemanus kadeapbl Ne 1 . op 3.0 / '% roja

3aBeayrommit kadeapoit ; ;Zz é&”j baroneipenosa T.E.
= ~~—— —

Pa6ouas mporpamMma o06peHa Ha o1y / /9 yueOHBIH roj
[Tporokon 3acenanus kapempst N -/ or 574 a

3aBenyromuit kapeapoi 74 Zzzz==—_batonpipenosa T.E.




