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1. IIEJIM OCBOEHHNA TUCUHITJIHNHBI

Ienbio 0CBOCHKA AUCLHIIHHEEL «JOKYMEHTHPOBAHHE B TOCTMHHYHOM AESTEILHOCTH Y ABA-
ercst OpPMHUPOBaHKE Y CTYAEHTOB Ga30B0i CHCTEMb! 3HAHMH B 06IACTH JE/IONPOH3BO/ICTBA: IPaBHII
OpraHy3aluy pabOoThl ¢ AOKYMEHTAMH YIIPABNEHMUSA, OCHOBHBIX IIOJIXOI0B K MPOEKTHPOBAHHIO 10-
KYMEHTOB M CHCTEM [OKYMEHTalMH; HOPMATUBHOR (a3bl 1€JI0NPOU3BOICTBA.

3aJaud AUCUHILTHHEL

— H3YUeHHE CTyAEHTAMH 3aKOHOJATEIBHOH H HOPMaTHBHOM 0a3sl 1eNONPOR3BOACTEA,

— O3HAKOMJICHHE ¢ MCTOMMKON COCTaBICHHS Pa3IMYHbIX BUIOB JOKYMEHTOB;

— IONYYCHHE MPAKTHUECKUX HABBIKOB paloThl ¢ JOKYMEHTaLUEH.

2. MECTO IUCUHILJINHBI B CTPYKTYPE OIIOI BO

Hucnunnnua  «JIOKYMEHTHPOBAHME B TFOCTHHHYHOR  JEATENBHOCTH» OTHOCHTCH K
BaPHATHBHOH wacTy brioka | «lucuunnunel (Momym)». Peanusyercs B 5 cemectpe B o6beme 108
4acoB.

HeobxouMemM TpeGoBaHHAME K «BXOLHBIM) 3HAHHAM, YMEHUSAM U FOTOBHOCTSM CTYIeHTa
IIPH OCBOCHHUH JaHHOW NUCIUIIIAHEI SBIIAIOTCH:

— TOTOBHOCTE K KOONEPALMK ¢ KOJUIeramMy, paboTe B KOJUIEKTHBE, CIIOCOOHOCTL paBoTarh B
KOMaHE H CaMOCTOATEIbHO;

— CTPEMICHHE K CAMOPAa3BHTHIO, IIOBBILICHHIO CBOSH KBaIM(UKALMH U MACTEPCTBA,

— 3HaHue ofLel XapaKTepPHCTHKY ITPoLeccoB cOopa, Nepeaadn, 00paboTKH U HAKOTLIEHUS
MH(OPMaIHH, CPEACTB HX PEAIK3ANY, IPOrPAMMHOIO 0BCCIEYeHNS U TEXHONOTHH IIpPOrpaMMUpPO-
BaHUA,

— YMEH¥E OCYIECTBIATE IpoLeccekl chopa, nepenaur, 00paGoTKH ¥ HAKOIIEHHS HHBOP-
MAL#H, [10JIb30BAThCA JIOKATBHBIMH i IMOGATIBHBIMHE CETIMU:;

Hucimmmina  «JJoKyMEHTHDOBAaHHE B TOCTMHHYHON  JEATENBHOCTH»  OCBAMBACTCS
NapaUebHO ¢ NHCUUILTHHAMY: PYCCKUi A3bIK M KyIbTYpa pedn, [Ipasoseienue.

3. KOMIIETEHIHH OBYYAIOIIEI OCS, ®OPMUPYEMLIE B
PE3YJIbTATE OCBOEHUSA JUCHUTLIMHBI (MOXY JISI)

B mpomecce 0CBOeHMS NAHHOH MCHMNNMHB!  CTYZEHT (QOPMUPYET CIELYIOLIME
KOMIIETCHIIHH:

Obwexynomyphbsie:

° CIOCOGHOCTS  MCMONMB30BATE  OCHOBBI IIPABOBLIX 3HAHWH B pasTUdHBIX cepax
xu3HenesTensHoctd (OK-4).

Obwenpogheccuonanvusie:

. CIIOCOOHOCTL pelllaTh CTaHNAPTHBIE 337a9M NPOGMECCHOHAIBHON NEATeNbHOCTH Ha
OCHOBE HMHQOPMAaUMOHHOH u OubIHOrpadUIeckod KyIbTYpEl ¢ NpUMEHEHHEM HH(OPMALHOHHO-
KOMMYHUKAUMOHHBIX ~ TEXHOJOTMH M € Y4ETOM OCHOBHBIX TpeDoBauuit MHGOPMALMOHHOM
0€30aCHOCTH, HCTOML30BATh PA3IMUYHBIE HMCTOMHHKM MHGOPMALMH [0 OOBEKTY TOCTHHHYHOI'O
npoxykra {OITK-1);



. TOTOBHOCTE IPHMEHSTD HOPMAaTHBHO-1IPABOBYIO | TEXHOJIOIHYECKYIO
JIOKYMEHTAIMIO, perflaMeHTHPYIOINYIO TOCTHHUYHYIO JiesitensHocTs (OTTK-3).

Hpogheccuonanvupie:

. CHOCOOHOCTE  KOHTPOIMPOBATE  BBINIOJHEHHE TEXHOJOIMYECKHX IIPOLECCOB U
JOIKHOCTHBIX MHCTPYKIIMH B TOCTHHHMYHOM AEATENBHOCTH, FOTOBHOCTE K OpraHu3anuu padoT no
HOATBEPIKICHHIO COOTBETCTBHMS CHCTEME KIACCHOUKALUMH TOCTHHHII M JIPYTHX CPEJICTB
pasmerneHud (11K-5)

B pesynbrare 0CBOSHUS THCUMIUIMHBL «lOKYMEHTHPOBAHHE B TOCTHHHYHON JEATEIBHOCTHY
obyvaromuiicsa T1oIDKeH:

3HAMb:

- BUJIBI ¥ IPHU3HAKH HOPMATUBHEIX JoKyMeHTOB (OK-4);

- COCTaB JOKYMEHTOB CIEMAIbHEIX cUcTeM JoKymeHTanuu {OK-4);

- hopMBI ¥ METOBI CIIEITUABHBIX cHCTeM JoxyMenTtarun (O1IK-1);

- OCHOBHEIE HaIpaBReHHs YHH(MUKAIMHM YU CTaHNAPTH3alMHM CICIHANBHBIX CHCTEM JOKY-
MeHTanuy (OITK-1);

- (OPMYISPBI JJOKYMEHTOB, BXOJSIUMX B CHEIHATbHBIC cucTeMbl jokymenTanuu {(OITK-3,
[1IK-5).

ymemb:

- IPUMEHSATE OCHOBBI IPABOBEIX 3HAHUHN Mpy cocTakieHnu JoxymeHTos {OK-4);

- HCIIOJIB30BATE 3NEKTPOHHBIC CHCTEMEL J0KyMeHToobopoTta (OITK-1);

- COCTaBIATE U 0OPMIBITE JOKYMEHTEI, BXO/AIUIME B CHEIHANBHEIE CHCTEMBI TOKYMEHTAUHH
B COOTBETCTBUH ¢ TPeOOBAHUSIMH rocyiapersensbix cranaaptor (OITK-3, TTIK-5).

81a0emp:

- HABBIKOM COCTABJCHHS CXeMbI AokyMeHToobopoTta (OFHK-1);

- METOJHKOI opopmienus gokymentos (OIK-3);

- HaBbIKaMH padoOThl ¢ HOPMATUBHBEIMH JIOKYMEHTaMH 110 ohopmireHuo sokyMeHToB (OI1K-3);

- YMEHHEM KOHTPOIMPOBATE BEIIOIHEHHE BHYTPEHHHX HOPMATHBHLIX JoKyMeHToB {I1K-5).

4. CTPYKTYPA U COAEP/KAHUE JUCIITUITJIMHBI
Obwast Tpy10€MKOCTh JHCUMIUIHHB] COCTaB/IAET 2 3a4eTHBIE eANHMIEL, 72 Jaca.

Bunae! yueduoi paborsl, DopMbl
_ | mwmouan caMocTosTENbHYIO TEKYLLETO
= pavoTy CTYACHTOB H O6bem yyebHokH KOHTPOJIA
PO TPYAOEMKOCTH (B uacax) paboTsl, ¢ VCIIERAEMOCTH
Ne Pazgen (Tema) % § o |v | o NPHMEHEHHEM (no Hederam
wn HBACUMILTHHB] g = - Z J= ]2 ] o, | HHTEPAaKTHBHBIX cemecmpa),
©1 8 = § E §§ 2 g Ul = METONOB dopma
2| ZIEfcsgag 5| S| (suacax/%) | npomexyroutoii
= é g 9 % g = ATTECTALMH
= é X {no cemecmpanm)

| | MayueHue pekBH3IHTOB ¢ 1—

30 cormaco FOCTy P | 5 |13 6 5 2/33,3
7.0.97-2016

’) ,

2 | Odopmnenre wWraTHOIO s 4 5 3
PaclHCcaHus

3anonHeHue opMm PHKA3CB
(pacnopsikenuit) o npueme
Ha paboTy, 0 IpeKpaleHuu 5 5
nelcTBUA TPYIOBOTO
A0TOBOpA ¢ pabOTHUKOM.

(9%

[Re]
b

2/100




Cocrasnenne npykasa o6
OTHECCHHUM CBENEHUH K
KOMMEpPYECKOH TaifHe
NpeInpHATHA.

PeliTunr-
KOHTpOJIb Ne 1

Cocrasnenue Gopm
OnankoB: ofwero, NHCLMa U
JAPYIrMX BUAOB NOKYMEHTOB.

2/100

CocTaBieHHe NONOKEHHS 0
CTPYKTYPHOM
nompasneneHuy,
JO/BKHOCTHBIC HHCTYKLMH.

CocTaeneHue
pacnopAnUTeLHLIX
ﬂOKyMBHTOB, H32aBaEMbIX HA
OCHOEC TIPUHLUNIOE
€AMHOHAuaNIug; pHKas,
pacnopﬂmeﬂue.

2/100

CocTapneHue
PacnopRIUTENLHEIX
AOKYMEHTOB, M3JABAEMBIX Ha
OCHOBE TIPHUHLUIOB
KOMIETHATLHOCTH: pelleHHE,
[POTOKOI.

10

CocTaBNeHne aKTa,
JNOKNAZHOH 3aMTHCKH
(BHEWwHeH W BHYTpeHHel),
3aABNSHHS, CIIPABKH,
TEACTPAMMEIL, NMHChMA,
pacnnCKH, A0BEPCHHOCTH
{nu4HOH ¥ oMUHANTLHOH).

11

2/100

10

CocTasneHue npUMepHOH
HOMEHKJIaTYPh! JIeN.

12

Pe#TuHr-
KOHTpOJb Ne 2

11

MMepenuHbIe yueTHBIE
JOKYMEHTbI: TH4HbIE
KapToukH no gopme T-2.

13

2/100

12

JOKyMEHTBI NMUHOIO ASTa.
TpynoBbie KHHXKKH:
BEJIEHUE, XpAHEHHE,
JANONHEHHE TPYAOBOH
KHWKKH.

14

13

Cocrasnenue 3assneHuit o
npueme Ha paboTy, 0
NpeaoCTaRNEHHH
e3KEeroAHOro OTNYyCKa, 06
YBONbHEHHH 110
COBCTBEHHOMY KEIAHHIO.

15

2/100

14

CocTaslieHue
XapaKTepHCTHKH Ha
paboTHHUEKA.

16

15

Odopmnenne
KOMaHAHPOBOUHBIX
JOKYMEHTOB: NpHKa3
(pacnopskeHue) o
HanpaeneHuyu paboOTHUKE B
KOMaHANPOBKY,
KOMaHAHPOBOYHOE
yRocToRepene paboTHHKA.

17

2/100

16

CocTraBneHuE aHKETHI FOCTA
{cocraBneHue pecTOpaHHOro
MEHIO).

18

2/100

PelfTHHr-
KOHTpOJE Ne 3

Beero 3a cemecTp

36

36

18/50
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COJEPKAHUE ITUCUHUITINHBI

Mpaxtuyeckas paGora Ne 1-3. Cocrapute pexsu3utsl ¢ 1 no 30 cormacio I'OCTy P
7.0.97-2016.

Mpakruieckas paGora Ne 4. ObopmuTs wraTHOe pacnucanue no Gopme T-3.

IIpaxTiyeckas padora Ne 5. 3anonHuTs HOpMEI IPHKA30B (pacnopspkeHHi) 0 IipHeMe Ha
paboty (popma T-1), o mpekpamieH iy AeHCTBUA TPYAOBOTO IOTOBOPA ¢ paGOTHAKOM (hopma T-8).

IIpakTHyeckan pabota Ne 6. CoctasuTh Npukas 06 OTHECEHUH CBEICHHIT K KOMMEPUYECKOH
TalHE NPEANPUATHA.

IlpakTdeckan padora Ne 7. Cocrasuth dopm 61ankoB: 06mero, nucbMa, KOHKPETHOIOQ
BYIa IOKyMEHTa (IpHKa3a, akTa, IPOTOKOIA).

ITpaxruaeckasn pabora Ne 8. CocTaBuTE ONOXKEHHE O CTPYKTYPHOM HOoApasAeiIeHHH,

IpaxkTiaeckasn padora Ne 9, CocTaBHTE pacnopsaRTeNbHEE TOKYMEHTH, H3JaBaeMbIC HA
OCHOB€ [IPHHUMIIOB €IWHOHAYAJIUSA: IPHKA3, PACTIOPIKEHHE.

Ilpakrudeckan padora Ne 10. COCTaBUTE pacnopsAHTENbHDIE NOKYMEHTBI, H3/1aBaeMble Ha
OCHOBE IPHHIIMITOB KOJLUIETHANBHOCTH: PElleHHE, IPOTOKOIL.

Ilpaktuaeckast padora Ne 11. CocTaBuTh akT, JOKTagHYIO 3alMUCKY (BHELIHIOW U
BHYTPEHHIOIO), 3aSBECHUE, CIPABKY, TeIerpaMMy, IHChbMO, PacIiCKY, JIOBEPEHHOCTD (THYHYIO U
odpUIUATEHYIO).

IlpakTaveckan pabora Ne 12. CocTaBuTL MPUMEPHYHO HOMEHKATYPY JAENl YYpexKICHHA
COLIEANBHO-KYTLTYPHOTO CEPBUCA B TYPH3MA.

Ilpakrrgeckan padora Ne 13. OdpopmuTts nuuny0 KapTouky no gopme T-12,

Ipakrageckas paGora Ne 14, OdopMuTb 3anKcE 0 npueMe Ha paGoTy u 06 YBOJIBHEHUU B
TPYIOBOH KHHXKKE.

IlpakTuyeckas paGora Ne 15, CocrapuTh 3asBicHHE O npueMe Ha paboty., o
IIpCIOCTABICHAH €XETOMHOTO OTIIYCKA, 00 YBOJLHEHHH 110 COGCTBEHHOMY KENaHUIo

[IpaxTHaeckas paGora Ne 16, Cocrasuts XapaKTepUCTHKY Ha palOoTHHKA.

IlpaxkTHyeckan paGota Ne 17. Odopmuts KOMaHIHPOBOYHbLIE JOKYMEHTBI: IPHKA3
(pacmopsmKCHHE) O HaupaBIeHHH PabOTHHKA B KOMaHIupoBky (popma T-9), komanauposouHoe
yaoctosepenue pabotHuka (hopma T-10).

IpakTaeckasn padora Ne 18, Coctasuts ankery rocrs.

5. OBPA30OBATEJIbHBIE TEXHOJIOT'UH

— OREPEAUCATOUIAA CAMOCHOAMENBHAA paﬁoma — H3YHUEHHE CTYIACHTaMH HOBOIO Marepualia
IO €T0 H3NOXKECHUS NPETIOAABATE/EM HA JIEKIIWH ¥ IPYIHX ayIUTOPHBIX 3aHATHX;

- Komnb;omepybze thi)OpJMal;‘uOHHble MEXHONOZUU — NPHMCHEHHEC KOMHbI-OTCpOB A
AocTyna K MHTrepHeT-pecypcam, HCTONb30BaHME 00YYAIOMMX HPOrPAMM C LENBIO pacLIUpeHUst
MH(GOPMALMOHHOTO TIONSA, IOBBIEHHS CKOPOCTH 0OpaboTKM | nepefayn  HHPOPMAIVH,
obecrieuenns yno0cTea npeobpazoBanus u CTPYKTYPHPOBaHUS HHPOPMALMH ISl TpaHCHOpMALHK
e€ B KOMIETEHITHH;

— case-study — aHaTM3 pPEAlbHBIX NPOOJEMHBIX CHTYAHIMH, MMEBLIMX MECTO B
COOTBETCTBYIOIEH O0OACTH IPO(PECCHOHANBHON JISATENPHOCTH M IOHCK BAPHAHTOB JIYHIIHX
peleHunit;

~ npobremnoe 0byuenue — CTUMYTHPOBAHNC CTYACHTOB K CaMOCTOATENBHOH «TE€HEepPAaIiHM»
SHaHMH, YMEHMIT H HABBIKOB, HEOOXOMMMEIX /19 PELUEHUA KOHKPETHOMN [pOGIeMEl;



— KOHmeKcmHoe 00y4enue ~ MOTUBAIMS CTYLCHTOB K YCBOCHHIO 3HAHMIA IYTeM BbIABICHHSA
CBA3CH MEXY KOHKPETHBIM 3HAHHEM H €r0 NIPHMEHEHHEM,

— oGyuenue Ha OCHOGe ONbIMA — AKTUBK3AIEA IO3HABATETLHON IeSTEIbHOCTH CTyIEHTa 32
CHET aCCOLMAIIHH CIo COOCTBEHHOIO OINBITA ¢ LIPEIMETOM H3YYEHMS.

6. OUEHOYHBIE CPEACTBA JJ51 TEKYILIEFO KOHTPO.I5I YCIIEBAEMOCTH,
IMPOMEXKYTOYHOM ATTECTAIIUM IO UTOI'AM OCBOEHUS] AUCHUIIJINHBI A
YYEBHO-METOJIUYECKOE OBECNIEYEHUE CAMOCTOSTEJILHOMN PAEOTHI
CTYAEHTOB

PelirnHr-konrpoas Nel

U3 mpennoxenHpIX HUXE BOIPOCOB IIPElOfABATEeM HA IS PEATHHI-KOHTPONA GOPMHPY-
I0TCS TPH BapPHaHTa [l MHCEMEHHOIO OTBETA CTYISHTAMU.

1. Mecto mokymeHTOBeeH S B cicTeMe 3HARM?

2. 3aKkoHBI M 3aKOHOMEPHOCTH JIOKYMEHTOBEICHHSA?

3. TocynapcTeeHHas CHCTEMa JOKYMEHTALMOKHOTO 0GecTeueH s yIpaBieHns?

4. Jlaiite onpenenenue cnyx6er JOV?

5. Ilepeuncnnre crpyxrypusie yactu JOV B OpraHv3alMAX pasHYHBIX YPOBHEH YIIpar-
neHusg’?

6. Ilepeuncnute meficrsyroliye HOPMATHRHBIE JOKYMEHTHL, PErIaMEHTHPYIOLIME ASATCIL-
HOCTB CIry:x051 [JOV?

7. Haiite onpeneneHue noHATHA «IOKYMEHT0000pOTa »?

8. Ilepeunciute OCHOBHBIE TpeGoBaHMA K OpraHu3aiM{ LOKYMEHTO0OOpOTA B yupesxile-
HUAX?

9. Ilepeuncnure npasuia ydera TIOKyMeHTooDopoTa?

10. Hasosure TpeGoBanus K IPOXOKICHHIO i HCIIONHEHHIO BXOISIIIX JOKYMEHTORB?

11. IlepeuyncnuTe mpaBHiIa HEpefayd TOKYMEHTOR BHYTDH YUPEXIACHHST

12. Ilpu3naxu cHCTeMbI ZOKYMEHTALMK?

13. OcnoBanwmsi KNMacCHOHUKALMN CHCTEM JOKYMEHTALHH

14. Nudpopmanuonnas eMKOCT ¥ HHpOPMATUBHOCTD JOKYMEHTA?

15. TlpaBoBoii, ynpaBneHYeCcKui, HCTOPHYECKHU ACTIEKTHI B ONpENENEHnH TOKyMeHTa?

PeiiTuHr-KouTpOIB No2

VI3 mpe/u10)KeHHBIX HIDKE BOMPOCOB IIPENOIARATENEM ISt PEHTUHT-KOHTPOJIA
GOpMEpYIOTCS TP BapHaHTa ANA MHCLMEHHOTO OTBETA CTYACHTaMH.

1. Yto Takoe perucrpaums moxymentos? Kakue 3azaun pewaloTCsa B AEJIONPOU3BOACTRE C
IIOMOINBIO 9TOH onepaliuu?

2. Kaxue 10KyMEHTBI IOJIEKAT DETHCTPALHN?
KakoB 00s3aTe/IbHEIH COCTAB PEKBUIUTOB pU peructpauuu?
B 4eM 0cHOBHOMN npuHIMn perucTpariu?
KaxOBBI OCHOBHEIE IIPABHIIa HHIEKCAIIHY JOKYMEHTOB?
Haiire onpenenenyue HOMEHKNATYpEI fen?
Oxapakrepusyiite IpUMEHEHNE Pa3THIHBIX BHIOB HOMEHKJIATYPHI e?
INepeuwncnure TpeGopanus k (GOpMYIHPOBKE 3a8rONOBKOB AEN B HOMEHKNaType?
[lepeuncnure TpeGoBaHus K CUCTEMATH3ALIMM 3aI0OBKOB A€l B HOMEHKaType?

0 XN W



10. JoxyMeHTHpOBAHHE YNPABNEHUYECKOH NEeATEIbHOCTH — OCHOBHOH MCTOYHUK YBEJIHue-
HUs 00bEMOB AOKYMEHTAIHH?

11. HeoGxomumblif U J0CTaTO4HEIA ypoBeHb 06BEMOB NOKYMEHTalUHMH B cdepe ympapie-
Hus?

12. @akropsl, onpeenaomue HeoOXOIUMEL KOMIUIEKC TOKYMEHTOB?

13. Ompenenenne ctenenu ofecneyeHHOCTH GYHKUMA YIpaBieHus HEOOXOAUMON HHOD-
marueii?

14. VHuduKauus JOKyMEHTd KaK OJHO M3 HAIPABIEHUN €ro COBEPIIEHCTBOBAHM. [Tpen-
IIOCBUIKH K METOJ, YHU(DHKAIHH?

15. DopMann30BaHHLIH XapaKTep TEKCTOB IUIAHOBOM M YYETHOM J0KYMEHTAHK?

PefiTuHr-konTpoan Ne3

V3 NIpeuIoKEeHHBIX HUKe BOIIPOCOB HpEeNoAaBaTeNeM Ha [l PeHTHHI-KOHTPOJS (hopMUpy-

IOTCHA TPH BapHaHTa /18 MUCEMEHHOIQ OTBETA CTYACHTAMM.

1. Kak obpasyercsa HHAEKC Jena B HOMEHKaType?

2. Kak HCrIonb3yeTcs nepeyeHb JOKYMEHTOB ¢ YKAa3aHUEM CPOKOB XDaHEHHs B ACNONpo-
H3BOJCTBE?

3. KaxoBe! Tans! pa3zpaboTKy HOMEHKIATYpPBI Aen?

4. Kaxos cpok AeHCTBIS HOMEHKIIATYphI fea?

5. Ilepeuncnure cocTas KOMIIeKca paboT, npoBoanuMsIX ciyx6oi JOVY npu coaue B ap-
XHMB JOKYMCHTOB OpraHH3alHH?

6. Ilepeuncnurte TpeboBanus K 0HOPMICHHIO e/ IPH HOATOTOBKE MX K CZade B apXuB?

7. llepeuncnute TpeOOBAHHS K 0hOPMIIEHHIO JOKYMEHTOR B Jena?

8. KaxoBbl paBuiia cOCTaBIeHuUA OUCedl A€l NOCTOSHHOIO U BPEMEHHOTO XPaHeHHS?

9. PexuM xoMMepueckoif TaiiHbl. MeTOAMKA OTHECEHHS CBEISHHH K KOMMEDHECKOH
Taiine. CrocoObI 3aHTE KOMMePUECKoil TaltHbI?

10. AHamus n cucTEMATH3AlMS JIAHHBIX B 3aBHCHMOCTH OT YPOBHE yNpaBiieHus. Qopmy-
JIMPOBKA CTATEH [IEPEYHs, YCTaHOB/IEHHE CPOKOB XPaHeHHs?

11. PopmupoBaHHE CIIPABOYHOTIO &MIAPATa, Er0 HCHOIb3OBaHHE?

12. Ilopsmox 0QOpMIEHHS, COTTACORAHUS U YTBEPKAEHAS OTPACIIEBLIX NIEPeUHEi?

13. Tunoeble BeAOMCTBEHHEIE IepeyHK?

14. Vcnonb3zosanue MepeyHeR 1 COCTABICHUS KNACCU(DHUKATOPOB H HOMEHKIATY]D 1e/1?

15. Meroaura paspaloTkn OTpacieBbIX nepeyHell JOKYMEHTOB. BEIOOp KiaccH(HKALHOH-
HOH cXeMb1?

Boopoce! k 3a4eTy no aucupmanne «J0KyMeHTHPOBAHME B FOCTHHHYHOM AeATEILHOCTI
1. TIOHATHS «NIOKYMEHTAMOHHOE 00ECIIEUEHHE YIIPABIEHU» H (IETONPOH3BOICTEO Y.
2. Cnyxba JIOY — GyHKUUHM ¥ CTPYKTYpR, IpaBa U OTBETCTBEHHOCTD.
3. HopmatupHO-npaBoBast 6a3a JOKYMEHTHPOBAHMUA.
4. [lomsttre «yHM(HKAIKMA JOKYMEHTOB» U €r0 SHAYECHHE B COBPEMEHHOM AENONPOH3BO-
CTEE.
5. CranpapTusanys noKkyMeHToB. TpeGosanus ['OCT P.7.0.97-2016.
6. PexBu3uT. PacrnionoskeHue ¥ pasMep peKBU3UTOB.
7. lonsaTre «oKyMeHT». OYHKIHMH JOKYMEHTOB.
8. Knaccuduranus 10KyMeHTOB.



9. CHcTeMBl JOKYMEHTOB.

10. OpraHu3auyoHHO-PacIOPIIHTENbHAS CHCTEMA JOKYMEHTALIHH.

11. PacnopsauTensHble IOKYMEHTEL

12. Opranu3ainOHHO-IPABOBLIE JOKYMEHTEI

13. MadopmManHoHHO-CIIpaBOYHbIE JOKYMEHTEL.

14. JlokyMeHTEI 10 THYHOMY COCTaBY.

15. Texronorus paboThl ¢ JOKYMEHTaMH.

16. Onpezgenenne MOHATHA «IOKYMEHTOOG0POTA», 0OIIME PUHIKIL! ¥ METOAHYECKHE OC-
HOBBI OPTaHU3alMY JOKYMEHT00G0poTa,

17. CtpyxTypa K 061ias XapakTepHCTHKA JOKYMEHTONOTOKOB.

18. PerucTpanus Kak cocraBHas yacThk TexHoaorun JOVY.

19. DTansl IpOXOKAEHHA U HCIIOTHEHHS UCXOAALIMX H BHYTPEHHHX AOKYMEHTOB.

20. Perucrpauus noxymeHTOB. 341841 ¥ IPUHLMITE PETHCTPALIHH.

21. OcHOBHBIE NIpaBHJIa HHAECKCALUH JOKYMEHTOB.

22. GopMHpOBaHYE U XPaHEHHE JIEN B ACNOMPOH3BOCTRE.

23. OnpeneneHne NOHITHS HOMEHKIATYPbI 1e/T. BU/IbI HOMEHKIATYp Jel.

24. TpeGopanus K (opMyTHPOBKe 3ar0I0BKOB JET B HOMEHKIATYPE.

25. Obpasosanune HHACKCA NelIa B HOMEHKIIATYPE.

26. Cpoku xpaHeHHs JEI.

27. XpaneHue T0KYMEHTOB B CTPYKTYPHBIX [TOAPA3AE/IEHIAX OpraHu3alyH.

28. Iloarotoska 1 nepenava Aien B BEJOMCTBEHHEII apXuB.

29. Tpebosanus k ohOpMIEHHIO JEI.

30. Onpezenenre u cocTaBIEHHE ONUCEIL.

O0mHe pexoMeHAIMA 10 OPraHU3aANMH CAMOCTOATEILHOI padoThbl

Ilpu BLINOIHEHUY 3a]aHHH CAMOCTOATENEHOH PaBOTEl CTYICHTaM IIPE/ICTOHT:

* CaMOCTOATEeNbHAs (POPMY/IMPOBKA TEMbI 3aJaHus (IpH HEOOXOIUMOCTH);

» cOop 1 u3ydeHue HHQOPMALIUM;

* aHaIM3, CHCTEMATH3IAUHA 1 TpaHChopManus HHpoOpMaMH;

* orobpaxenve nupopMaluu B Heobxoaumoit hopme;

* KOHCYJBTAUHA Y IPENOAABATELS;

* KOPPEKLHA NOKCKa RH(GOPMAlUH ¥ ilaHa AefCTBU (IpU He0OX0MMMOCTH);

* odopmneHue paboThI;

* IOHCK Crocoda II0Ja9H BEIIOIHEHHOTO 2aJaHHs

* TPeACTaBNCHHE PaboThbl Ha OLEHKY NPENOIaBATE s Uik TPYNILI {IIPH HEOBXOAMMOCTH).

IIo uroram caMoCTOATENLHON PaBOTHI CTYIEHTH JO/IKHEI:

* P3a3BUTH TaKHe YHHBEPCAIBHLIE YMCHHUA, KAK YMEHHME YUHTHCS CAMOCTOATENBHO, IPHHHM-
Marb pelCHN, IPOCKTUPOBATE CBOKO AEATEABHOCTh U OCYINECTBILTE 3aMyMAHHOE, IIPOBOAMTD HC-
CIICIOBAHHE, OCYIIECTBIATE H OPraHH30BbIBATE KOMMYHHKALHIO,

* HAy4YWThCs MPOBOIUTE peiekcHio: (GOpMyTHpOBATh [OSydaeMble Pe3yNbTarhl, Ie-
PeonpenesaTs LeNM NalpHEHIIeH paboThl, KOPPEKTHPOBATL CBOM 00Pa30BaTeNbLHEIH MapLIPyYT;

* TO3HATh PaJOCTh CAMOCTOATEBHLIX [106€/, OTKPBITHH, TBOPYECKOTO TOHCKA.

Tlepen HavanoM caMOCTOATENIBHON PaGOTHI CTYNEHTAM CIELyeT H3Y4HUTH COAEPIKAHUE OC-
HOBHBIX BHJOB 3aJaHUH: UX KPaTKYIO XapakTePHCTHKY, OPHEHTHPOBOYHbIE 3aTPaThl BPEMEHHU Ha UX
[OATOTOBKY, aNTOPHTM ACHCTBHEA H 00heM OMOIIH [1pEIIOAaBATENs.



Bce BupI 3afanuil, IpeICTaBICHHBIX B HACTOALIEM N10COOUH, MOT'YT OBITH 0093aTENBHLIMU
HJIH ZOTIONHUTEIbHBIMH.

Obs3arenbrble 3anaHus IPeUIAarajoTes OPENOAaBaTeNeM MOCAe W3YYEHHS KaXaOH TeMbl,
OHH KOMMEHTHDYIOTCH IpENojaBaTenem, KOTOPLIH cool1iaeT TpeGOBAHUA MO HX BbIIOIHEHHED
CPOKH HCIOTHEHHS, KPUTEPUM OLEHKH M TIp.

HlononHuTeNbHBIE 3a1aHAA ABIAIOTCH 331aHUIMK 10 BEIGOPY cTyAeHTa. CTyAeHTaM peno-
CTaBJBIETCA BOBMOKHOCTE B 3aBHCHMOCTH OT CBOHX HH/IMBHUAYANBHBIX OCOOEHHOCTCH, CKIIOHHOCTEH
IO Ka}I0H TeMe BBIGPATh M3 IEPEeuHs TO MM MHOE 3a[aHHe TaK, 4TOObl OHO He IIOBTOPSIOCH IO
ApYTOH TeéMe M He NyOnupoBano GpopMy o6a3aTesbHoro 3ananus. CTYIEHTB! JOMKHBI 03HAKOMMTh-
¢ ¢ 00pasiamMH BHITIOTHEHHS 3aJaHNiH, KPHTEPUAMM HX OLICHKH.

CryzerTsI mOIGKMPAIOT HEOOXONUMYHO THTEPATYDY, IOTYYas KOHCYJIbTALHH IIPENOAABATENS.

CTyZeHTHI BRINOMHAIOT 3aJaHH CAMOCTOATENBHOH PaGOThl H CHAKOT BBITONHEHHEIE paboThl
NPEroAaBaTeIto, NPH HeOGXOMMMOCTH IPe/ICTABIIIL HX PE3y.IbTAThl HA IPAKTHYECKOM 3aHITUH,

Ilpennaraembie METOMMYECKHe YKa3aHHs NOMOTAIOT CTYIGHTY HAHTH palHOHANLHBIC,
HanbGosiee 5 (eKTHBHbIE IPHEMEI CAMOCTOATENLHON paGoThl 0 OCBOEHMIO AHCLMILIMHBL «JI0Ky-
MEHTHPOBAHHE B TOCTHHUYHOH JEATEIEHOCTH ».

Bonpocel, BbIHeceHHBIE Ha CAMOCTOSITEILHOE H3YTeHHe
1. CraHoBNeHME N Pa3BHTHE JOKYMEHTOBEAECHHMA KAK HAYYHOM AucuMIIMHELL O6MieHa-
Y4HBIE H CNICUHAIBLHLIE METOABI JOKYMCHTOBEICHHUS.

2. 3aKOHBI ¥ 3aKOHOMEPHOCTH NOKYMEHTOBEICHMS.

3. Mecro noxymeHTOBeI€HHS B CHCTeMe 3HaHMIL. Bsaumocsssp ¢ JApYruMu GhyHAaMEH-
TAIBHBIMH M IIPHKIIAAHEIME HAYYHBIMY JUCLIAIUTAHAMH.

4. ['ocynapcTBerHas cuCTeMa JOKYMEHTAIHOHHOTO 06eceqeH s YIIpaBICHHS.

5. JOKYMEHT — OOBEKT HCCNEIOBAHNS TEOPETUYECKHX Y IIPHKIIATHEIX JHCIHTLIHA.

6. IIpaBoBOH, YNIpaBNIEHIECKHH, MCTOPHYECKHH ACTIEKTHI B ONIPeASCHUN JOKYMEHTA.

7. Pacimpenne noHATHA «10KYMEHT» ¢ DA3BUTHEM HAYKH M TEXHHUKY.

8. VsmeHenye IOHATHA «IOKYMEHT» B YCIOBUAX ABTOMATH3ALMY VIIpaBJICHHA.

9. DIEeKTPOHHEI TOKYMEHT,

10.  MupopManuoHHas eMKOCTb H HHPOPMATUBHOCTb O0KYMEHTA.

11.  dakropsl, BIUsIOIHE HA MHPOPMALMOHHYIO LIEHHOCTD HOKYMEHTA.

12. [lonesHOCTh M IEHHOCTH HOKYMEHTAa B 3aBUCHMOCTH OT IIOMHOTEL JOCTOBEPHOCTH,
OOBEKTHBHOCTH, CBOEBPEMEHHOCTH, OIIEPATHBHOCTH, EPHOMIHOCTH.

13.  PaseuTHe MaTepHaIOB U CPeACTB NHCHMa. Biusnue Marepuajga LI MUcbMa Ha pas-
BHTHE Fpa(MKH MHUChMA.

14.  IlpeacraBneHne 0 MAIIWHOYMTAEMBIX H UCIOBEKOUMTAEMBIX JOKYMEHTaX, MalIHHO-
rpaMMax ¥ 3JeKTPOHHOM JOKyMeHTe. COCTaB UX PEKBH3HMTOB.

15, VYiocToBepeHHEe MAUIMHOIPaMM M MAIIHHOYUTAEMbIX JOKYMEHTOB.

16.  OT™MeTKu Ha HOKyMEHTax.

17.  «[IpoTokom» TeIeKOMMYHHKALYH.

18. YHUUKAUMA JOKYMEHTA KaK OJHO H3 HANpaBICHHH ero COBEpPILEHCTBOBAHHA.

[IpeanochUTKH ¥ METOR YHHGUKALHH.
19.  VHubuKauus cTpyKTyphl TEKCTA.
20.  DnemeHTH QopMatu3aIyu.
21.  Dopmanu3oBaHHBIH XapaKTep TEKCTOB MIAHOBOM M YUETHO JOKYMEHTALHH.



22, YHuduKanus s3bIKOBBIX CpeacTs.

23, Dopwmsl yHHDUKAUM; THIIOBOH, TpadapeTHEIA TEKCTHI,

24.  Ilpasonmcanue Ha3BaHMi YHIPeRKAEHUH, Opranu3alnii, peanpHsaTyil,
25.  IlpaBonmcaHye Ha3Banwmii JOKYMEHTOB.

26.  TlpaBonmucanne HOMKHOCTEH U 3BAHULY.
27. IIpaBonucanpe gar, YHCEJT, 3HAKOB.
28. CuntaxkcHueckue ocobennocTH AOKYMEHTOB. CHHTAKCHYECKHE KOHCTDYKIIHH.

29. Knaccudukauns nokyMeHTOB 1o crocoGam JOKYMEHTHPOBAHHUS.

30.  Knaccudukauus nokymentos mo HPOHCXOKACHHIO.

31.  Kiaccudukaims 10KyMeHTOR 110 BH/IaM H HAaNpPaBICHUSM NCATENLHOCTH,

32 Kiaccudukanus AOKYMEHTOB 110 (PYHKIUAM YIPaBIeHHA.

33.  TlpencramneHue o «cucTeme NOKYMEHTAIHH ».

34.  TlpusHaku cucTembl AOKyMEHTaLMK. OCHOBAHUA KiIacCH(BHKALMM CHCTEM JOKYMEH-
Taluy,

35, Hcropuveckas n QyHKOHOHABHAS 08yCI0BNEHHOCTE DOPMUPOBAHHMA CHCTeM JOKY-
MEHTAIIHH.

36.  Usyuenwe paspena 3 TpynoBoro xonexca Pd: «Tpynosoit norosop». [napsr 10
«Obme IONOXEHUsN, rnas 11, 12, 13 «3akmouenne, USMEHEHHE, IPEKpallieHHe TPYA0BOTO JOro-
Bopax; pazaena 5 «Bpems orasxa», roasor 13 «OTnyckan.

37.  Usyuenue «Ilonoxenns o enenuu TPYAOBBIX KHHIKEK Y,

38.  BumsHpee HayuHO-TeXHHYECKOro IIporpecca, 00pa3oB4ATENBHOrO H KYJIbTYPHOFO
YPOBHS HacENeHHS Ha pasBHTHE WHGOPMALHOHHOM} ACATEILHOCTH, POCT OOBEMOB IOKYMEHTALMH.

39.  JoxymeHTHpOBaHHE YUPABICHIECKOH EATENbHOCTH ~ OCHOBHOH HCTOYMMK yBeIH-~
HEHUA 00BEMOB NOKyMeHTALMY. TeHaeHIHx POCTa YMCIIEHHOCTH ANNapara ynpaB/cHus,

40.  Bo3MOXHOCTH ¥ YyCI0BUs PETYTHPOBAHAS Mponecca NOKYMeHTooOpasosanus. Yora-
HOBJIEHHE OOOCHOBAHHBIX KPHTEPUER CO3aHMs JOKYMEHTOB.

4]1.  HeoGxoaumsIit u 10CTaTOYHDIIH YPOBEHb 00bEMOB ROKYMEHTALIHH B chepe yrpasne-
HHESL.

42.  ®akTOpEI, OHpexeNAOM[He HEOOXOAMMBIN KOMILTeKC AOKYMeHTOB. Onpenenexue
CTENCHH 0BECTIEIeHHOCTH PYHKIHH YupapieHus HeoOxoamumoit nudopmanueii,

43.  Hopmuposanwue Tpyaa pabotaukos cnyx6e JJOY, THIOBLIe HOPMAaTHBB! BPEMEHHU Ha
ACTIONPON3EOICTBEHHBIE PAGOTEL

44.  Pasmemnienne CTPYKTYPHBIX NOApa3feseHuii cinyxGer JJOV, YCIIOBMSL TPYIad, OpraHu-
3auus ¥ 06opyaoBanue pabounx MecT.

45, Tunoseie BemoMmcTBeHLbBIE nepeunr. Ycnonszorpanue NEPEYHEeH NSt COCTABICHHS
KacCHQHUKATOPOR U HOMEHKIIATYp et

46.  Meronuxa paspaGorku OTPACICBBIX NEPEUned TOKYMEHTOB. BriGop Kraccudukanm-
OHHOH CXEeMEI.

47. AHaIM3 ¥ CHCTEMATU3AIHNA JAHHBIX B SaBUCHMOCTH OT ypoBHeH ynpasienus. dop-
MY/THPOBKA CTaTCH NepevHs, YCTaHOBACHHE CPOKOB XpaHeHus.
48.  Qopmuposanue crpasoyroro armapara, ero UCIoJ/Ib30BaHMeE.

49.  Tlopanox opopMuerns, cornacosanus u YTBEPIK/ICHUA OTPACNIEBbIX NEPEUHEH,
50.  PexuM xoMMepueckoil TaimL Meromuka otHecenus ceemenuit x KOMMEPYECKOH
Tadtne. Crioco0sl 3ammuTs! KOMMEPUYECKOH TallHEbI



51, KoHQuiaeHNManbHOCTB aBCOMOTHAS U OTHOCHTENbHAL. OcOBEHHOCTH AOKYMEHTHDO-
BaHKA KOHPUICHIHATEHON nH(OpMaLHHy.

52.  OpraHu3auMOHHOE obecHeyeHue YH4CTHUKOB COBEIIAHMH, KOH(epeHINH, cobpanuii
(perucTpanns, pasMerieHue, TPAHCIOPTHOE OBecreyenye, MHTaHKe, MHPOPMUPOBAHKE YUYaCTHHU-
KOB, Ky/IbTYPHO-MACCOBbIC MEPOTIPUATHSA, CHA0KEHHE YHACTHHKOB KaHIEIAPCKUMHU IPHHARIIEKHO-
CTAMH).

53.  AHKETHPOBAaHHE YY4CTHHKOB COBEIIAHHS O COACPKaHHWH, YPOBHE MOIATOTOBKH M
IIPOBEIEHUH CORELIAHUS.

7. YAEBHO-METOAWYECKOE U HHOOPMAILIMOHHOE OBECIIEYEHHE
AUCHHUILIHHBI (MOIY JI51)

a) OCHOBHAN AMTEPATYpa

1. Paspoposxuelil, A. A. JJokymenTiposatue YIPaBJICHYECKOH AeATeNbHOCTH: yueb. moco-
Oue/ A.A. Pasmopoxueiii. — M.: HHOPA-M, 2018. — 304 ¢. — http://znanium.com/catalog
fauthor/37269ec6-ef9d-11e3-b92a-00237dd2fde? (Bubnnoreka Bal'y)

2. BacakoB, M.HM. JlokyMeHTaunonHOe ofecneuenue ynpaenieans (Jenonpousroncrso):
yuebHuK. — Poctos w/]l: ®enuxe, 2013. — URL: http://www.studentlibrary. ruw/book/ISBN97852
22200537 .html (Bubnuorexa Bal'V)

3. Kysnenos MLH. Jlenonponseozacrso: y4ebHO-CripasoyHoe ocobue. — M.: Jlaukop u Ko, 2014. —
URL: http://www.iprbook shop.ru/24781 html (bubnuotexa Bal'y)

0) nonoanKNTeNLHAR ANTepaTypa:

l. bapuxun A.B. [lenonpomsgoncteo u ROKymMeHTO000pOT. M.: KHmkHeiit mup, 2008, —
URL: http://www.student library.ru/book/ISBN97858041031 19 html (bubmoreka Bal'y)

2. 'saepa W.B. Jlenonpon3BoicTRO [OnexTponnsiit pecype]: cpaBounux / [aesa U.B..
Cobanenckuit C.B. M. TerpaCucremc, Terpanur, 2014. - URL:
hitp://www.iprbookshop.r/28072.— DBC «IPRbooks» (bubnuorexa Bal'V)

3. l'ocTHHMYHOE B pecTOpaHHOE JIei0, TypusM: c6. Hopmatus. nok. Pocros w/Jl.: denuxke,
2003. —384c. — (3akon u obmecTBO).

4. Enanuesa. O.JI. JlokymeHTaumoHHOE oGecneyeme YOPaBIEHUS B COUMAILHO-
KYJIPTYPHOM CepBHCEC M TypuaMe: yueb. mocobme. ®JIMHTA, 2012. — URL: http://e.lanbook.
com/books/element. php?pll_id=20237 (Bubnuorexa Bnal'Vv)

5. Ilanacenko 0. A. Jlenonponzeoactso: AOKYMCHTALMOHHOE ODECIEUeHHE YIIPaBICHHUS
Yuebnoe nocobue / [aHacenko [O.A. - 3-e w3 - M.: PHOP, UH®PA-M, 2016. — 112 ¢. —
http://znanium.com/catalog/author/1c9ebade-f05¢-11e3-93 35-90b11c31dedc (Bubamorexa Bal'y)

6.  Konbupenumambnoe  genonpouzsomeTeo  m 3AIMINEHHBIH  3JEKTPOHHBLI
IOKyMEeHTOO0OpOT:  yueGuuk / H.H. Kynses [m ap.]. - M. Jloroe, 2013. - URL:
http://www.iprbook shop.rw/9083 htm! (BuGnuorexa Bal'y)

B) neproaudecKHe H3NAHHA:

1. Cnpasousuk cexperops u obuc-menemkep. Pexum gocryna: http://www.sekretariat.ru/
podpiska/?rightbanner-May



2. JKypnan «CoBpeMEHHBIE TEXHOJOTHH JIETONPOH3BOACTBA H JOKYMEHTo000poTay. Ms-
natenseTo: MUIDDP (Mexaynapoasslit HeHTp GHHAHCOBO-IKOHOMMYECKOTO pa3BHTHs). ExeMe-
csaaHo. ISSN: 2218-922X

3. Kypuan «Cekperapp-pedepent». Maparenscrso: OO0 «[IpodeccHoranbHoe uzaa-
TenbCcTBO». Exxemecsano. ISSN: 1813-9493

) HHTEPHET-pecypenl;
1. PRO- [lenonpoussoncreo. ITopran mns pykosoantenedt ciyx6 JOY u cexperapeit

BCeX ypoBHEH. Pexxum nocryna: http://www.sekretariat.ry/

8. MATEPHAJIbHO-TEXHUYECKOE OBECNIEYEHHUE JUCLIMILIHHBI (MOJLY.I5)

YuyeGHBIH Opolece MO AMCHMIUIMHE o0ecmedeH BCEMH HEOOXOMMMBIME MATEPHANLHO-
TEXHMYECKHMH PECYPCaMH:

1. KoMmbroTepHble Kiaces! ¢ BeIxonoM B MaTepHeT

2. JleKupoHHas ayXUTOPH, OCHALIEHHAS MYJILTHME/IHA-IPOEKTOPOM Moaeis ASER

3. AynuTopuu 1A TPOBENEHMS IPAKTHYECKHMX 3aHATHH, OCHAINEHHBIE HHTCPAKTHBHON
MYJIBTEMENMA JOCKOH.

4. TlonHbli KOMIUIEKT JEMOHCTDALMOHHBIX MATEpUanoB, BKIIOUAS CJAfI-TEKIHH,
BHICOTPECHHUHIH, DIEKTPOHHBIE TECTOBBIE 3a1aHU.

IIpumevanne: B cOOTBETCTBHM ¢ HOPMATUBHO-TIPABOBBIMH AKTAMH VI HHBAIMAOB K JTHIL C
OIPAHHYCHHBIMH (PH3MYECKHMH BO3MOXXHOCTAMH IIPH HEOOXOMMMOCTH TECTHPOBAHHE MOXKET GbITh
IPOBEAEHO TOMBKO B MUCHMEHHOM MM YCTHOW QopMe, a TAKKE MOrYT OBITh HCIIONL30BAHE] IPYTHE
MaTE€pHA/IBI KOHTPOJIA KaueCTBa 3HAHUH, MIpefyCMOTpeHHBIe paboyell mporpaMMoil TUCIHILIHHEL
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