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1. MACIOPT PABOYEN NPOI'PAMMBbI YUYEBHON JUCIUILJIMHBI

OI1.13 /lokymeHTallMOHHOE o0ecneuyeHne YIpaBJIeHUsA

1.1. Ob61acTh npuMeHeHust padoyeil NPOrpaMmabi:

Pabouas mporpamMma yuyeOHOM AMCHMIUIMHBI SIBISIETCS YacThbIO OCHOBHOM
npodeccuoHanbHON 00pa3oBaTesibHOM MporpaMmbl B cooTBeTcTBUU ¢ @I'OC CIIO
no crneuuanbHoctu 40.02.01 [IpaBo M opraHuzaius COUMAIBHOTO 00ECTICUCHUS,
(nmpukaz MuHnuctepcTBa oOpa3zoBaHuss M Hayku Poccuiickoit ®epepauuu OT
12.05.2014 Ne 508, 3apeructpupoBaHHOrO0 MuHucCTEpCcTBOM tOCTUIIMU Poccuu
29.07.2014 Ne 33324), BxoasAmieli B COCTaB YKPYIMHCHHOH  TPYIIIBI
cnenuanbHoctet 40.00.00 FOpucnpyaeniusi, 6a3oBasi TOATOTOBKA.

PaGouas nporpamMmma y4eOHON AMCIUIUIMHBI MOXET OBbITh MCMOJb30BaHA B
JOTIOTHUTENIBHOM TPO(eCcCHOHATIBbHOM 00pa30BaHUM ISl peaM3allK POrpaMMBbl
NOBBILIEHUS KBATU(UKAIIMY U MTOATOTOBKH 10 HAIMIPaBICHUIO
«loxymenTanmonHoe obecreueHre yrnpaBieHUus.

1.2. MecTto y4eOHOIl JAUCHMIUVIMHBI B CTPYKTYpe OCHOBHOIi
npodeccnoHaIbHON 00pa3oBaTe/IbHOM MPOrPaMMBbI:

PabGouas mporpamma no yueOHoi aucruruimae OI1.13 JlokymeHTanmoHHOe
oOecrieyeHue YINpaBlIEHUsI SABIAETCS YACThIO MPOGECcCHOHAIBHOTO Y4eOHOTO
IUKJa, o0menpodeccuonanbHas TUCIUTIIINHA.

1.3. Heam u 3agayd y4yeOHOH JMCHUIJIMHBI — TpedoBaHHMSI K
pe3yJibTaTaM OCBOEHUsI YUeOHOH TUCHUNJINHBI:

B pe3ynbrate 0CBOCHUS TUCIMILTMHBI O0yYarOIIUIACS T0JKEH YMETh:

— oopMIISITH  OPraHU3AIMOHHO-PACTIOPSAUTENbHBIE  JOKYMEHTHI B
cootBeTcTBUM C AercTByOmuUM ['OCTowm;

— OCYIIECTBIATh O0PabOTKY BXOMAIINX, BHYTPEHHHUX U HUCXOISIINX
JOKYMEHTOB, KOHTPOJIb 38 UX UCIIOJHEHUEM;

— o(OpMIISITh TOKYMEHTHI JUIs TIEpe/lauil B ApXUB OPTaHU3aAINY;

— 0hopMIAMb OCHOBHBIE OOKYMEHMbL NO MPYOOBLIM OMHOULEHUSAM,

— COCmasnsams MeKCMbl CAYHCEOHbIX NUCEeM OCHOBHBIX 6U008 (nUcbMa-
3anpocsl;, NUCbMA-0mMeEenvl, NUCLMA-MpPed0o8aHUs, NUCbMA-NPULTIAUEHUs], NUCLMA-
bnazooaprocmu);

— npuHuUMams,  nepeoasamsv  OOKYMEHmMbl ¢  HOMOWbI  CUCHEM
INeKMPOHHO20 0oKymenmooobopoma (CI/), snekmponuou noumol, aKCumMuibHOU
CB53U,

— gecmu pe2ucmpayuoHHble U KOHMpOoabHble Kapmomexu ¢ nomouivio CI/I;

— gecmu pabomy c oeticmgyrowumu llepeunamu OOKyMeHmog co Cpoxamu
XpaHeHusi npu cocmasieHuu HOMeHKIAmypul 0€Jl;

— ocywjecmensams meKyujee xpanenue 00KyMeHmo8 8 noopa3oeneHulu.



B pe3ynbTaTe OCBOEHHA Y4eOHOW IUCUUILIMHBI OOYYalOIIUKCA JTOJKEH
3HATh:

— TIOHATHE TOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI TOKYMEHTHPOBAHMUS;

— TpaBuia COCTaBJICHUS U oopmieHUS OpraHu3aluoOHHO-
pacropsAuTeNbHbIX TOKYMeHTOB (nanee - OPJI);

— CHCTEMY M THIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO 00CCTICUCHHUS
ynpasieHus (gaiee - JIOY);

— OCOOGHHOCTH JENONPOM3BOJACTBA IO  OOpamieHUsM TpaXIaH |
KOH(HUICHITNATBLHOTO JICJIOTPOU3BOJICTBA;

— cogpemenHy0 HopmamusHyto 6azy J[OY;

—  NpuHYyunvl  yHuukayuu U - CMAHOApMU3AYUU  YNPABIeHYeCcKOll
O0OKyMeHmayuu,

—  Kaaccugurayuro 0OKYMeHmos, 8 m.u. YnpasieH4yecKux,

—  pexeusumuvl, npuoauue PUOUIECKyr CUILy OOKYMeHmMYy,

— 0bwue ceedeHUs 0 OOKYMEeHmMayuu no 1U4HOM)Y COCmasy;

—  amuKem 8 0e1060U nepenucke;

— 0cobeHHOCmU OhopMaeHUsT OOKYMEHMO8, Nepeoasaemvlx INeKMPOHHOU
noYmotl,

—  @opmul opeanuzayuu ciyxcool JJOY, e€ cmpykmypy, @pyHxkyuu;

— pabomy ucnonnumenei ¢ 0OKYMeHMaMu,

— opeanusayuro pabomvl N0 OCYU,eCMEIeHUI0 TUYHO20 NpUema cparicoaH
PYKO8oOUmenem opeanu3ayuul;

—  npoyeoypy npoeoeHUss IKCNepmu3bl YeHHOCMU OOKYMEHMO8,

— opeanusayuro pabomuvl IKCNEPMHOU KOMUCCUU OP2AHUZAYUU,

— opeanusayuro pabomvl apxuéa yupexcoenusi, OCHOBHbvle mpebo8aHUus K
NnOMeweHUIM U YCA08UAM XPAHEHUsL OOKYMEHMO8.

B pesynbraTe ocBoeHUs y4eOHON AUCIUTIIMHBI OO0 YYarOITUNUCS TOCTUTHET
CIEIYIOIMX JJUYHOCTHBIX Pe3yJabTAaTOB:

OI1.13 JlokyMeHTaIlOHHOE 00ecTieueHHe JIP 13,14,JIP-KK1, JIP-KK2,
’ yIpaBICHUS JIP-COII-3
JInuHOCTHBIE pe3yabTaThI Ko nmanocTHBIX
pe3yJabTaToOB
peanu3anuy NporpaMMbl BOCIIUTaAHUS

peanu3anuu
MIPOrpaMMbI
BOCIIUTAHUS

JIeMOHCTpUPYIOIIUKA TOTOBHOCTH M CHOCOOHOCTH BECTH C APYTUMU JIP 13

JIOJIbMH, OCTUTaTh B HEM B3aMMOIOHUMAHMS, HAXOJUTh OOIINE IENU U

COTPYIHHUYATH JJIs1 UX JOCTHIKEHUS B MPOPECCHOHAIBHOMN AeATeIhHOCTH

[posiBrsiromuii co3HATENFHOE OTHOIICHHE K HEMTPEPHIBHOMY 00pa30BaHUIO JIP 14

KaK YCJIOBHIO YCHEIIHOW mMpodeCcCHOHaIbHOW ¥  OOIIEeCTBEHHOM




JACATCIBHOCTH

[Ipu3naromun LIEHHOCTh HEIIPEPBIBHOIO o0pa3oBaHus, JIP-KK1
OpUEHTHUPYIOIIMICS B HW3MEHAIOIIEMCS pbIHKE TpyJa, H30eraromui
0e3paboTHIIBI;  YIPABISIIOIIMA  COOCTBEHHBIM  MPO(ecCHOHATBHBIM
pazBuTHEeM; pPE(IESKCHBHO OICHUBAIONIUN COOCTBEHHBIH KHU3HCHHBIN
OTIBIT, KPUTEPUH JIMUHOM YCIIEIIHOCTH.

DKOHOMHMYECKU aKTUBHBIN, IPEANPUUMUMBBIN, TOTOBBII K CaMO3aHATOCTU JIP-KK2

AJIEeKBaTHO OIIEHUBAIOIIMH CBOM CIIOCOOHOCTH A BO3MOKHOCTH, JIP-COII-3
OTBETCTBEHHO OTHOCSIIIUICS K TPOIlecCy OOYUEHUS U €ro pe3yabTaTam

1.4. KoanyecTBO 4aCOB HA OCBOeHHe padoueil MporpaMmbl y4eOHOM
AACHUTITHHBI:

MaKCHUMaJIbHOHM yueOHOM Harpy3ku obyyatomerocs — 102 yacos,
B TOM YHCJIE:

00s3aTeNbHON ayIUTOPHON yueOHOM Harpy3ku o0ydaromierocs: — 68 4acos;
CaMOCTOSITEIbHON paboThl oOyyaromierocs: — 34 4acos.
[TpomexyTouHas arrectaius B popme ougpghepenuyuposannozo 3auema.



2. CTPYKTYPA U COAEP KAHUE YUYEBHOU JUCHUILJIMHBI

2.1. O0bem yueOHOI TMCIUNIMHBI M BUIbI y4eOHOH padoThl

Bun yueOHoi# padoThI O0bem yacoB

MakcumajbHas yueOHasi HArpy3ka (Bcero) 102
6 M. 4. BaAPUATNUBHAS YACTHD 38
Oo0s3aTesbHAsA ayIuTOpHas ydeOHass Harpy3ka (Bcero) 68
6 M.Y. 6APUAMUBHAS YACMb 24
B TOM YHCIIE:

B (hopMe MPAKTUIECKON TOATOTOBKH 90

MPAKTUYECKUE 3aHSATHSI 30
CamocTosiTeqibHAsA padoTa o0yuarouierocs (Bcero) 34

[Mpomexyrounas atrectainus B hopme nu¢pepeHINPOBAHHOIO 3a4eTa




Temarnyecknii miiad yyeOHoin rucuuivinabl OI1.13 JlokymeHTalIMOHHOE o0ecnedyeHue YpaBJIeHUs

Makc. B dopme KoJymm4ecTBO ayANTOPHBIX 4acoB
. | Camocr.
yue0. NMPaKTHYeCKOMH
padota HpakTny.
HaumeHnoBaHue pa3i€ejioB 1 TEM Harpys3ka MOATIrOTOBKH TeOpeTI/I‘l.
cryaenTa | Beero (ceMmuHapckue)
CTyA-Ta o0yuenue
(uac) 3aHSATHUSA
(uac)
Pazgen 1. lokyMeHTHpOBaHHE 48 48 14 34 18 16
Tema 1.1. JlokymMeHTallMOHHOE OOECTIeUeHUE YIIPABJICHUS: BBE/ICHUE B 14 14 6 8 6 2
mucuutuiHy. [loHsTHE JOKyMEHTA.
Tema 1.2. [IpaBuna coctaBiaeHus U 0POPMIICHHS OpPTraHU3AIHOHHO- 22 16 6 16 8 8
pacnopsauTenbHblil JokymeHToB (OP/I).
Tema 1.3. JlenoBas nepenvcka kak pasHoBUAHOCTE OPJ]. OcHOBHBIE BH/IBI U 12 12 2 10 4 6
npaBuiIa 0POPMIICHHUS.
Pa3nen 2. Opranu3anusi padoThl ¢ JOKYMEHTAMHA 54 54 20 34 20 14
Tema 2.1. Texuonoruu JJOVY. JIokyMeHTOOOOPOT U (GOPMBI €TO 16 16 4 12 8 4
OpraHu3aIiy.
Tema 2.2. OcobeHHOCTH ACTOTTPOU3BOJICTBA 110 OOPAIICHUSM TpaXKIaH. 12 8 4 8 4 4
Tema 2.3. Oco6eHHOCTH KOHGHUACHITUATBLHOTO JACIOTPON3BOICTBA. 6 6 2 4 2 2
Tewma 2.4. Texunonoruu JIOY B mporieccax ynopsiioueHusl, CHCTeMaTH3aIluN 18 18 10 8 4 4
Y OpraHu3allK XpaHEHHs TOKYMEHTOB.
JAuddepeHIupoBaHHBIN 3a4eT 2 - 2 2 -
Bcero mo aucuumninue 102 90 34 68 38 30




2.2. TemaTn4yeckmii miiad u ccoaepxanme yaeoHoii nucuuminnabl OIL.13 lokymenTanmonHoe obecneyeHue ynpaBJjieHUs

HaumenoBanue Copep:xanue yueOHOr0o MaTepHaJia, J1adbopaTopHblie U MPAKTHYECKUE 3aHATHS, O0bem | YpoBeHb
pa3iesioB H TeM caMoCTosiTe/IbHAasi paboTra o0yuyawmmxcs, Kypcopasi padora (IIpoeKT) YacoB | OCBOEHMA
1 2 3 4
Pa3nen 1. JlokymeHTHpOBaHME 48
Tema 1.1. Coaep:kanue y4eOHOTro MaTepuaJa: 14
JoxkymMeHTAMOHHOE 2
oBecreyene 1 | Cucrema nokyMeHTAUMOHHOTO oOecnedenus ynpajenuss ([IOY). OcHOBHblE NOHATHA, 2
yIIpaBJIeHuS: e VI/I 351)1an/1 J0Y. Cospemennass HopmatuBHas 0asza: HammoHambHBIE CTaHIAPTHI
BBeIeHHE B Poccuiickoit denepanyu B 006J1aCTH JEIOTPOU3BOICTBA.
MCLHILIHAY. 2 | Cucrembr  JIOY: (¢yHKOHOHAJbHBIE, OTpacjeBble, YHH(PUIHPOBAHHbIE CHCTEMBI 2
ynpaBJieHusl JOKYMeHTaMH. [[puHIMIEI yHUDUKAIMS W CTaHIAPTU3AINS YIIPABICHUECKOM
JOKYMEHTAIIUH. 2
3 | [loHsATHE TOKYMEHTA, ero CBOiicTBA, CIOCOOBI JOKYMEHTHPOBAHHUSI. 2
Kiraccudukanusi JOKyMEHTOB, B T.U. YIIPaBICHYECKHX.
IIpakTHYecKkne 3aHATHS 1O OTPA0OTKE MOHMMAHUS TIPUHIIUIIOB YHUDUKAIINS U CTaHIapTH3AIHS 2
yIpaBJICHUYECKON JOKYMEHTAIUH.
II3 Ne 1 CoBpemenHas HopMaTuBHas 6a3a B 00JaCTH JAETOTPOU3BOJICTBA 2
CamocrostensHas paboTa 00yJaronuxcs 6
N3yuuts conepsxkanue HopmMaTuBHBIX JokyMeHTOB: ['C JIOY u HanmMoHaBbHBIX CTaHAAPTOB B chepe
JOY, B T.4. ¢ WHCHOIB30BAHHEM OJIIEKTPOHHONW HH(DOPMAIIMOHHO-CIIPABOYHOW  CHUCTEMBI
«Koncynprantllmtoc». Bemucars us 'OCT P 7.0.8-2013 B Terpaap craHAapTU3UPOBAHHBIE
TEPMHHBI 71 OCHOBHbIX moHATHH JIOY. B TeTpamum Hamucath NOpuUMEpPHl JOKYMEHTOB,
KJIACCU(UIIMPOBAHHBIX [0 XapaKTepy 3HAKOBBIX CPEIACTB (MKCAlMM;, MO KaHally BOCIPHUSATHUS
uHbopMalMK; TO crnocody TOKYMEHTUPOBAHHUS; NPUMEPHl KIACCU(PHUKALUU YIIPABIEHUYECKUX
JOKYMEHTOB.
Tema 1.2. Coaepikanue y4eOHOro MmarepuaJa: 22
Mpasuia 1 | IIpaBuaa coctaBieHHsi M O(GOPMIIEHHS OCHOBHBIX PEKBH3HTOB OPIraHM3AIHOHHO- 2
COCTABJICHUS U paCHOpPSIIMTENLHBIX JOKyMeHTOB (OPJI).
oopmieHus Hauunonansuseiit crangapr [OCT P 7.0.97-2016 — tpeGoBanust k opopMICHHIO TOKYMEHTOB.




OPraHu3anuoOHHO-
pacnopsaanTelIbHbIX
aoxkymenTos (OP).

Ob6nacte mpumenenus. [lepeuens pexkBu3uToB. OcobeHHOCTH 0(GOPMIICHUST PEKBU3UTOB. Buibl
OJIAaHKOB JIOKYMEHTOB, UX O(pOPMIICHHE.

2 | llpaBuiaa  cocraBjeHusi H  O(GoOpMJIEHHS  OPraHU3aNMOHHO-PACIOPSAUTETHLHBIX
JOKYMEHTOB.

Opranu3anuoHHO-PACTIOPSIIUTEbHBIE, UHPOPMAIMOHHO-CIIPABOYHbBIC JOKYMEHTHI. OCHOBHBIC
Bunel OPJ] (mpukas, pacnopspkeHue, MPOTOKOJI, BBIMMCKA M3 MPOTOKOJA, aKT): MpaBHIIA HX
cOCTaBJIeHUsI. PeKBU3UTHI, MPUIAIONINE FOPUINYECKYIO CHIIY JOKYMEHTY. TUIMHYHBIE OMIHUOKH
1pu 0POPMIIEHUHU JOKYMEHTOB.

3 | IpaBuaa cocraBienusi u opopmiienusi OP/[ mo Tpy10BbIM OTHOIIEHHSIM.
YHudunupoBanHele GOPMBbI MPUKA30B MO JUYHOMY cocTaBy. OpopMieHHEe BHITUCOK U3
MIPUKA30B, KOIIUH.

4 | O0mme cBegeHMs] O JOKYMEHTAallUM MO JIMYHOMY COCTAaBY: pe3loMe, 3asBIIEHUE,
XapaKTepHUCTHKa, aBToOHOrpadus, aHKeTa, JIMYHAs KapTouka. TpylIoBOM JIOTOBOP: JOKYMEHTHI
s oopMIIEHHS, coJepKaHKUe JoroBopa. TpyaoBas KHIKKA: BblIada, opopmiieHue,
XpaHECHHE.

IIpakTHyeckne 3aHATHA MO0 OTPadoTKe YMeHMd  OQOpMIIEHHUS  OpPraHU3aIMOHHO-
pacnopsIANTENBHBIX JOKYMEHTOB B COOTBETCTBUH ¢ JercTByromuM ['OCTom

13 Ne 2 OpopMmiteHHe OCHOBHBIX PeKBH3UTOB U cocTaBjieHHe 0j1aHkoB OP/l cornacio 'OCT
P 7.0.97-2016.

113 Ne 3 Odopmiienne opraHu3alMOHHO-PACTOPAIUTENbHBIX IOKYMEHTOB (yCTaB, HHCTPYKITUS,
IITATHOE paclucaHue, MPUKa3, paclopsHKeHHe)

113 Ne 4 OdopmiieHue HH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB (ITMCbMO, aKT, CIIpaBKa,
JOKJIaJiHas 3aMucKa, OOBbsICHUTENbHAS 3aIlliCKa)

13 Ne 5 OdopmiieHne OCHOBHBIX IOKYMEHTOB 0 TPYAOBBIM OTHOILIEHUAM (TPYZOBOI 10TOBOD,
MPHUKa3bl IO YHUPUIIMPOBAHHBIM (popmam)

CamocrosTenbHas paboTa 00yJaromuxcs

Nzyuenne 'OCT P 7.0.97-2016. Oopmienue ByX cXeM paclojiokKeHus peKBU3UTOB (YIJIOBOE U
LEHTPUPOBAHHOE pacrosiokeHue pekBu3uToB — pucyHku bl u b2 k 'OCTy). KoncnekrupoBanue
uHpopmanuo u3 Tekcra 'OCT P 7.0.97-2016, BeIOOpOYHO, O cOCTaBe MATH PEKBU3UTOB
nokyMeHToB. CocTaBiieHHe A0JI0HOB OJIAaHKOB JJOKYMEHTOB (MMChbMa, 00Iero, KOHKPETHOTO BHJIA
JIOKYMEHTA).
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[loaroroBka 11a0JIOHOB —OPraHU3ALMOHHO-PACTIOPSIUTEIBHBIX JTOKYMEHTOB (pacropsbkeHue,
BBINKCKA U3 IPOTOKOJIA, CITyKeOHast 3aIH1CKa).
CocraBnenune pe3toMe, aBroonorpaduu 1 madioHa TpyI0BOro A0roBopa.

Tema 1.3. leioas | Conep:xanue yueOHOro MaTepuaja: 12
nepenucKka Kak 1 | lIpaBuina  coctraBjeHusi MW O0QOpPMJIEHMS  CJIY:KeOHOr0 MNHCbMA, OKJIATHOIA, 2
pasnosuaHocts OP/L, 00BSICHUTEIbHOM, CJTyKeOHOH 3aNiCoK.
OcHoOBHBIEC BUABI Bunel cnyxeOHbIX (A€T0BBIX) THCEM, MPaBUiIa UX COCTABIIEHUS. DTUKET B JIEJIOBOM MEpPEIUCKE.
TpaBuiIa 2 | TpeGoBaHus K COCTABJIEHHIO H 0()OPMIIEHHUIO JIEKTPOHHBIX JOKYMEHTOB. 2
oopMIeHHH. [IpaBuna coctaBiieHUs! 3IEKTPOHHBIX JTOKYMEHTOB. OcoOeHHOCTH O(opMIIeHUs IOKYMEHTOB,
IIEPENABAEMBIX NIEKTPOHHOMN ITOYTOM.
IIpakTnuyeckne 3aHATUSE 1O OTpadoTke yMeHMii  0oQOpMIIEHHMS  OpraHM3allMOHHO- 6
pacopsSIANTENBHBIX JOKYMEHTOB B COOTBETCTBUH ¢ JercTByromuM ['OCTom
I13 Ne 6 Odopmutenue cayxeOHbIX UceM 3yueHne Habopa OCHOBHBIX PEKBU3UTOB U MPABUII UX 2
pacnoniokeHusi. CocTaBlI€HHE TEKCTOB CIY)KEOHBIX MUCEM OCHOBHBIX BHJIOB: IMHCHhMa-3aIllpocChl,
MMCbMa-OTBETHI, MMCbMa-TPeOOBaHMUSI, MMChMa-TIPUTJIALICHHS, TMChMa-0JaroapHOCTH.
113 Ne 7 Odopmiienne 3Jj1eKTPOHHBIX 10KyMeHTOB (OP/l), ux nepenaya ¢ opopmiieHuemM 2
CONPOBOAMTENbHBIX ITHCEM.
113 Ne 8 IIpuem, nepenava 10KyMeHTOB ¢ oMombo CI/I, 31eKTpOHHOM MOYTHI, (PaKCHMUITHLHOU 2
CBSI3U.
CamocrostensHas paboTa 00yJaronuxcs 2
CocTaBuTh ciyxebHOE TUCHhMO-3aMPOC U MHUCbMO-OTBET Ha HETO.
Pa3nen 2. Opranusamnus padoTsl ¢ JOKYMeHTaMU 54
Tema 2.1. Conepxanue yueOHOro MaTepuaJia: 16
Texnosoruu J10Y.
JlOKYMEHT0060pOT H 1 | TunoBsbie TexHosoruu JJOY. JIokyMeHTO000POT: TPAAUIIHOHHBIE GOPMBI. 2
dbopMbI ero JIoKyMeHTOOOOpOT OpraHu3alii: TEPMUHBL, coaepxkaHue, Gopmbl opranuzanuu. GopmMel
opraHM3ammHy. opranuzaruu ciyx0 J10Y, ctpykrypa, GyHKIIMH, KATETOPUH TIEpcoHaa, uX (yHKIIHOHAI.
OcHOBHBIE IOTOKHU TOKYMEHTOB. BXxonsmue, ncxoasmue 1 BHyTpeHHUE JOKYMEHTBI. Mx
XapaKTepUCTUKH: 0011ee U 0COOEHHOE.
2 | TexHoJiorusi padoTsI ¢ BXOASIUMH JOKYMEHTAMH. 2

HOpH,Z[OK MMPOXOKACHUA U UCITIOJTHCHU A HOCTyrIaIOH_[eﬁ KOPPCCIIOHACHII N . I[BI/I)KCHI/IC
BXOJAIHUX NOKYMCHTOB: ICPBUYHAA 06pa60T1<a, npeaABaprUTCIbHOC paCCMOTPCHUC,
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perucTpanys, pacCCMOTPEHNE PYKOBOAUTEINIEM, IIepejada Ha UCIIOJIHEHHE, UCIIOIHEHHUE,
KOHTPOJIb, CIIUCaHUE JOKyMEHTa B feio. [locTpoenue cripaBoYHOrO amnmapara ¢ HOMOIIbIO
CO/1: 3anmch y4eTHBIX TAaHHBIX O IOKYMEHTE (OCHOBHBIE PEKBU3UTHI, BHECEHHE JAHHBIX B
PETUCTPAIIMIOHHO-KOHTPOJIbHBIE (POPMBIL: KypHaibl, kKaproTeku, CO/1). Pezomonus
PYKOBOJUTEJIS — YIIPABJICHUECKOE PELICHUE.

3 | Texnosiorusi padoThl ¢ HCXOASIIMMHU U BHYTPEHHUMH TOKyMeHTaMH. [Topsaok
MOATOTOBKH, 0COOEHHOCTH PEruCcTpallii, B TOM YHCIIE C TOMOIIbIO CUCTEM
aBTOMaTU3UPOBAHHOM 0OPaOOTKU TOKYMEHTOB, OTHPABKH (JUIsI UCXOASIINX), UCHOJHEHUS (11
BHYTPEHHUX).

4 | TexHoJsiorusi pa6oThl ¢ JOKYMEHTAMHU, NOIJIEKAUMMH KOHTPOJIIO HCIOJIHEHHSL.
[TocTanoBka nokyMeHTa Ha KOHTPOJIb. KOHTPOJIb UCMIOTHEHUS 110 CPOKaM U 1O CYIIECTBY
MIOCTaBJIEHHBIX BONPOCOB. CHATHE JOKYMEHTOB ¢ KOHTpoJs. OTMETKa 0 KOHTpoJie. PaboTa
UCIIOJIHUTEIIEN ¢ JOKyMeHTamu: obmiee 1 oco0eHHoe. CpoKH UCIIOIHEHUs, OTYET 00
WCIIOJIHEHUU.

IIpakTnyeckne 3aHATHS MO OTPAGOTKEe HABBIKOB OCYIIECTBICHUS 00OpaOOTKH BXOMASAIIUX,
BHYTPEHHHUX U UCXOJSIIINX TOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHEHUEM.

113 Ne 9 O0padoTKa BXOASIIIUX M UCXOASAIIUX TOKYMEeHTOB. Co31aHNe U BeJleHNe KAPTOTeKH
KOHTPOJISA MCTIOJTHEHHSI JOKYMEHTOB.

[IpucBoeHHE pEruCTPAlMOHHBIX HHIEKCOB U 3ar0JIHEHUE perucTpannoHHbix ¢hopm. [locranoBka
JOKYMEHTa Ha KOHTPOJIb. KOHTPOJIb 32 CpOKaMU MCIIOTHEHHS U 110 CYIIECTBY BOIIPOCA.
OdopmieHue oTMeTKH 00 UCTIOTHEHUH IOKyMeHTa. BeeHne perucTpallmOHHBIX ¥ KOHTPOJIBHBIX
KapToTek ¢ nomourpo COJI.

I13 Ne 10 O6pa6oTKka BHYTPEeHHUX JOKYMeHTOB. KOHTpPO/Ib MX HCIIO/IHEHHS.
Peructpanus, co3nanue v 3aroTHEHUE PErUCTPAMOHHBIX (JOPM, )KYPHAIIOB, B T.4. 3JIEKTPOHHBIX.

CamocrosrenbHas paboTa 00yJaromuxcs:

CocraneHue cXeMbl Ipolecca KOHTPOJIS HCIOJIHEHUS I0KyMEHTOB U NOPYYEHUN PYKOBOUTENIEH,
COCTaBJIEHUE PETUCTPALIMOHHO-KOHTPOJIBbHOM KapThl fokymeHTa (PKK).

CocraBneHue cxemMbl CTpYKTYphI ciay:k0b1 IOV ¢ ykazaHueM Iopa3ieneHui, BXOJAIui B ee
COCTaB U UX (QyHKIHOHATA.

Tema 2.2.

Conep:xaHue y4eOHOT0 MaTepuaJa:

12
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OcobennocTn
1€eJI0NPON3BOACTBA
1o oopanieHusAM
rpaxkaaH.

1 | Pabora c oOpamenusavu rpaxiaan. ®enepanpuplii 3akoH oT 02.05.2006 Ne 59-®3 «O nopsaxe
paccMoTpeHus oOparieHuit rpaxkaan PDy. DieKTpoHHbBIE 00paIeHHs Yepe3 CaThl
opranuzaiuii. Cpoku pacCMOTpEHUs OOpaIeHH.

2 | Opranusanus paboThI TI0 OCYIIECTBICHHIO JTMYHOTO MTPUEMa IPaXIaH PyKOBOAUTEICM
OpraHu3aluu.

HpaKTuquKne 3aHATHUSA ITO OTpilﬁOTKe HaBBbIKOB pa6OTBI C O6paIII€HI/I$IMI/I rpaxjaaH.

I13 Ne 11 Perucrpanus odpamenuii rpa:kiad. Cpoku paccMoTpeHHsl 00paleHuid.

13 Ne 12 Ogopmiienne nucLMa-0TBeTa Ha O0paleHHe IPaKIAHNHA

CamocTtodrenbHas paboTa oOydaromnuxcs:
KoncnektupoBanne 0CHOBHBIX noJioxkeHnid @enepanbHoro 3akoHa oT 02.05.2006 Ne 59-03 «O
MOPsIIKE pacCMOTpeHHUsI oOpaleHuit rpaxaan POy.

B NN B~

Tema 2.3.
Ocob0enHocTn
KOH(pUIEHIIUATBHOT0
JeJIONPOU3BOACTBA

Conep:kanue y4eGHOro MaTepuaJa:

N

1 | PaGoTa ¢ tokyMeHTaAaMH OTPAHUYEHHOT0 J0CTYNA . «IJIsl CJIY)KeOHOT0 M0JIb30BAHUS
(ACID)», «<xomMmepueckas TaiiHa». PexBu3ut «I'pud orpanudenus gocryma». OcoOeHHOCTH
MIPUCBOEHUS, 0(POPMIIEHUS, OCTYMA K JOKYMEHTY U OTBETCTBEHHOCTH 32 HECOOIIIOIeHUE
pexuMa KOH(OUICHIIMATBHOCTH.

IIpakTHyeckoe 3aHATHE 0 0TPAGOTKE HABBIKOB PA0OTHI C JIOKYMEHTAMU OTPAaHUYEHHOTO
J0CTyTa

113 Ne 13 OopmiteHHe orpaHudeHHst J0CTyNa K JOKyMeHTY (TipaBuia padoThI C TOKYMEHTaMU
B YCJIOBUSIX OPTaHU3AIIUH TEKYILETO XPaHEHUS IOKYMEHTOB B I10/Ipa3/IeJICHUN )

CamocrositenbHas pabora obydaroruxcs: Msyuenne nonoxennii cr.9dDenepanpHoro 3akona "O0
nHpopManuu, HOOPMAITMOHHBIX TEXHOJIOTHUIX U 0 3amuTe nHdopmaruu" ot 27.07.2006 N 149-
®d3 (rmocneaHss penaKius).

Tema 2.4.
Texnoaoruu JJOY
B Ipoueccax
yHnopsiioueHus,
CHCTEMATH3AIUN U
OpraHu3anuu

Conep:xaHue y4eOHOTro MaTepuasa:

18

1 | Homenkaartypa aer.

Homenknatypa nmen — Kak 3JIeMEHT YHOPSIOUYEHHS W CHCTEMaTH3alliu JOKYMEHTOB B
opranm3aiui. OCHOBHBIE BHUABI HOMEHKJIATYpHI JeJ, IIa0JOH HOMEHKIATyphl Jel |
0COOCHHOCTH 3amoyiHeHus ero rpad. [IpoBenenne skcrnepTu3sl IEHHOCTH JOKYyMeHTOB. PaboTa
DKCIepTHOW KOMHCCHUM OpraHu3alliy: Co3JaHue, coctaB, (QyHKuuu. Cpokd XpaHEHUs
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XpaHCHUSA
AOKYMEHTOB.

JNOKyMEHTOB. HopMaTUBHBIE NOKYMEHTBI — HUCTOYHUKM JUISl ONPEIECICHUS CPOKOB XPAHECHUS
nokyMeHToB. llepegaua nokymMeHTOB Ha XpaHeHHMe B apxuB opraHuzauuu. CrucaHue
JIOKYMEHTOB Ha YHUYTOKCHHE.

2 | XpaHeHue JOKYMEHTOB.

Odopmienue nen. @opmupoBanue aen. OpraHuzanus ONEPaTHBHOTO XpPaHEHUS JOKYMEHTOB.
[MoaroTtoBka 1enm K apXMBHOMY XpaHeHWIo. Opranuzamusi paOOThl apXWBa YUpexkKICHUS,
OCHOBHBIE TPEOOBAHMS K TIOMEIIECHUSIM U YCIOBUSM XPaHEHUS JJOKyMEHTOB.

HpaKTI/ILIeCKI/IC 3aHATUS 110 O(i)OpMJ'IeHI/IIO JOKYMCHTOB JJId IIEPCaAavu B apXuB OpPraHu3ariuu.

I13 Ne 14 HomeHkJiaTypa Aes: cOCTaBI€HHE HOMEHKIIATYpPBI JieJT oApa3/esieHus, GopMHUpOBaHUE
nen. CocTaBiieHUE IPOTOKOIIA 3aceiaHus DKCIEPTHON KOMUCCUH OpraHN3alluy, aKTa IpueMa-
nepeaadn JOKYMEHTOB, aKTa O BEIACJICHUHN A€ K YHUYTOXKCHUIO. Pabora ¢ Hepe'-IHHMI/I JOKYMCHTOB
CO CPOKaMU XpaHEHHUS.

I13 Ne 15 Oopmienne JOKYMEHTOB /ISl lepeAayl B ApXMB OpraHu3auuu: GopMupoBaHue
OIIMCH JIeJI HA OCHOBE HOMEHKJIATYPBI €], TOJIHOE U YacTU4IHOE opopmieHue nein. Tekymiee
XpaHEHUe JTOKYMEHTOB B NOJpa3JeIeHNH (10 Nepefady B apXUB MIIM YHUUTOXKCHHUS).

CamocrositensHas paboTa 00yJaronuxcs

1. I3y4eHune neHCTBYIONIMX HOPMATUBHBIX IOKYMEHTOB — IIEPEUHEH ¢ YKa3aHUEM CPOKOB XpaHCHUS
nokymentoB (ot 25.08.2010 Ne 558 m ot 31.07.2007 Ne 1182), cocraBiicHHE KOHCIEKTa IO
OCHOBHBIM paz/iesiaM.

2. ®opmupoBaHue o0pasna jJena ¢ JOKyMEHTAMH, €ro 4acTHYHOE O(POpPMIICHHE KaK JOKyMEHTa
BpeMeHnHoro (710 10 yer) xpaneHus.

3. CocTaBiieHHE aKTa O BBIJICJICHUH IOKYMEHTOB U JIeJ]I K YHHUYTOXCHHUIO.

10

JAnddepennupoBaHHbIi 3a4eT

Bcero:

102
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3. YCJOBMUS PEAJIN3AIIMU YYEFHOHU JUCHUILIUHBI

3.1. TpeGoBaHusl K MaTePHAJIbHO-TEXHUYECKOMY O0ecrie4eHHI0

Peanuzauus y4yeOHON JUCHUIUIMHBI TpeOyeT HaIuuusg Y4YeOHOro KaOHWHeTa
poheCcCHOHATBHBIX TUCIUTUIHH.

O6GopynoBanue y4yebHOro kaOuHeTa: pabouee MecTO MpernojaBarens, padoune
MecTa 00y4arouXCsl.

TexHnuueckue cpeAcTBa OOydeHUS: MyJIbTUMEIUHHOE 000pya0BaHUE (TIPOEKTOP,
9KpaH, KOMIBIOTEp C BBIXOAOM B ceTb Internet m mopTtomM [uUIsi MOAKIIOYEHUS
TEJIEBU30pa); TEPCOHANTBHBIE KOMIBIOTEPHl HIM HOYTOYKH i pabodero Mecra
nperojaBareisi W CTYACHTOB, OCHAIICHHbIE HAa0OpOM OQUCHBIX TMpOTpamMM st
CO3/IaHHs W BOCTIPOM3BOJACTBA TEKCTOBBIX JIIEKTPOHHBIX JTOKYMEHTOB W pPabOTHI C
JEMOHCTPAIIMOHHBIMU CUCTEMaMH 3JIEKTPOHHOTO JIOKYMEHTO000pOTa, MOYTOBBIMHU
nporpammamu; HHPOpMaIMOHHO-cripaBouHas cuctema «Koncynprantlmtocy.

3.2. UudopmannonHoe odecneyeHne o0ydeHus.

Ilepeyenp yueOHbIX wu3gaHuil, HWHTepHeT-pecypcoB, JAONOJTHUTEJIbHOH
JIUTEPATYPHI

JJIEKTPOHHbIEC YYeOHUKH:

1. Bapmyna, B.B. [/lokyMmeHTalmoHHOE OOECIICUCHHE YIPABACHHS: YYCOHHK /
Bapmynn B.B. — Mocksa: FOctumus, 2022. — 271 ¢. — ISBN 978-5-4365-3439-8. —
URL.: https://book.ru/book/932046

2. bacakoB, M.U. JlokymeHTalmoHHOE OobOecredeHrne ympaBjieHus (C OCHOBaMHU
apXxuBoBeJieHUs): yueOHoe nocobue / bacakoB M.M. — Mocksa : KnoPyc, 2022. — 216
c. — ISBN 978-5-406-07305-6. — URL.: https://book.ru/book/932044

3. JlokyMeHTaIlMOHHOE oOecreueHne ynpasieHus: yueonuk / beikoa T.A., mox
pen., I'motoBa C.A., KonskoBa A.1O., Kykapuna FO.M., Ckpunko E.A. — Mockaa :
KuoPyc, 2021. — 266 c. — ISBN 978-5-406-08272-0. — URL:
https://book.ru/book/939282

JlonoJiHUTeIbHAS JINTEPATYPA U HCTOYHUKHU:

4, Muxaitnoa JIJI. Opranuzanus JOKYMEHTAIIMOHHOTO  OOECIIeUeHUS
yrpasieHuss W ¢QyHKuonupoanus opranmzammid. (CIIO). VYuebHoe mocobue /
Muxaiinosa JI.JI. — MockBa: KuoPyc, 2022. — 211 c. — ISBN 9785406090909 - URL:
https://book.ru/book/942442

5. Tronenena T.A. JlokyMeHTalIMOHHOE OOECIICUCHUE yIIPaBICHUs: Y4eOHO-
Meroanudeckoe mocodue / Tronenesa T.A. — Mocksa: Pycaitnc, 2022. — 100 c. — ISBN
978-54365-1489-5. - URL.: https://book.ru/book/943348.

6. Kopuees, 1. K. JlokymeHTarnmonnoe odecrieueHue yrnpaBiaeHus | yaeOHUK U
MPAKTHKYM IS cpefHero npodeccrnonaibaoro oopazosanus / M. K. Koprees,

A. B. ITimenko, B. A. Mamypres. — 2-¢ u3j., nepepad. u mon. — Mocksa :
MznatenbctBo KOpaiit, 2022. — 384 c. — (IIpodeccuonanbHoe 00pa3zoBaHue). —
ISBN 978-5-534-05022-6. — TekcT : anmektponnslid // ObC IOpaiit [caiiT]. —
URL.: https://urait.ru/bcode/453688
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7. loponuHna, JI. A. JlokymMeHTallmoHHOE 00eCTICUeHUE YIPABICHUS | YU€OHUK U
NPaKTUKYM Ul cpesiHero npodeccuonansaoro odopasosanus / JI. A. JlopoHuHa,
B. C. HUputukoBa. — Mocksa : U3natensctBo FOpaiit, 2021. — 233 c. —
(ITpodeccuonanbHoe oopazoBanue). — ISBN 978-5-534-05783-6. — Tekcer :
anekrponnsbiit // DBC KOpaiit [caiiT]. — URL: https://urait.ru/bcode/453767

8. Kysuenos, . H. JlokyMeHTaIimoHHOE 00eCTICUeHUE yIIPABICHUS.
JIOKyMEHTOOOOPOT | JIETOMPOU3BOJCTBO : YICOHUK U MIPAKTUKYM ISl CPETHETO
npodeccuonansHoro oopazosanus / . H. Ky3nenos. — 3-e u3zz., nepepad. u gon. —
Mockasa : U3patensctBo FOpaiit, 2021. — 462 c. — (IIpodeccruonanbHoe
oOpazoBanue). — ISBN 978-5-534-04604-5. — Texct : anektponHslit / ObC HOpaiT
[caiiT]. — URL.: https://urait.ru/bcode/451242

HopmaTuBHbBIE TOKYMEHTBI:

9. TOCT P 7.0.8-2013. HammonanpHbiii ctanmapt Poccuiickoit ®denepanuu.
Cucrema craHgaptoB 1o HH(pOpMANUKU, OWUOJMOTCYHOMY M H3AATCIBLCKOMY JICITY.
Jlemonpon3BOICTBO M apXuWBHOE jeno. TepmuHbl M omnpexacineHus.(yTB. [Ipukazom
Poccranmapra ot 17.10.2013 N 1185-cT).

10. TOCT P 7.0.97-2016. Haumonanbusiii ctangapt Poccuiickoit deneparum.
CucremMa craHIapToB IO HMH(POpPMAIHMH, OWOIMOTEYHOMY M H3IATCIILCKOMY JEIy.
OpraHu3aIMoOHHO-PACTIOPSAIUTEIbHAS JIOKyMeHTalus. TpeOboBaHus K O(OPMIICHHIO
nokymeHToB(yTB. [Ipukazom Poccrangapra ot 08.12.2016 N 2004-cT).

11. Meroauueckune pexkoMeHmanuu 1o npumeHenutro ['OCT P 7.0.97-2016
«Cuctema craHgaptoB mo uHpopManuu, OUOIMOTEYHOMY U H3AATEIHCKOMY JEIy.
OpraHu3aioHHO- paclopsAUTeNbHAs TOKyMeHTarus. TpeGoBaHus K OGOPMIICHUIO
nokymeHnToBy / Pocapxus, BHUNJIA/. M., 2018. 91 c.

12. TOCT P HCO 15489-1-2019. HammonanpHblii cTanmapt Poccuiickoi
®enepanuu. Cuctema CTaHIApPTOB MO0 UHPOPMAIIUU, OMOITHOTEYHOMY U H3AATEIIbCKOMY
neny. Uudopmarus u nokymenTamusi. Ynpasienue nokymeHtamu. Yacte 1. [lousitus u
npuHIumel. (yrB. [Ipuka3zom Poccranmapra ot 26.03.2019 N 101-cT).

13. Tlpuka3z PocapxuBa ot 20.12.2019 Ne 236 «O6 yrtBepxaeHun Ilepeuns
TUTIOBBIX YIPABICHUYECKUX AapXMBHBIX JOKYMEHTOB, OOpa3yloIIUXCsi B TIpolecce
JESITEIPHOCTH TOCYAApCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYMPAaBICHUS U
OpraHu3alvi, ¢ YKa3aHHEeM CPOKOB XpaHEHUS.

14. TIpuka3z Munkynetypsl Poccum ot 31.03.2015 Ne 526 «OO6 yTBepkIeHuu
MpaBWJI OpraHU3allid XPAaHEHHUS, KOMIUIEKTOBaHMWS, Yyd4e€Ta ¢ HUCIHOJIb30BaHUS
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enmeparmuum u JOpyrux apXUBHBIX
JIOKyMEHTOB B OpPTaHaX TOCY/IapCTBEHHOHN BJIACTH, OPTaHAX MECTHOTO CAMOYIIPABICHUS
Y OpTaHU3aIUTIX».

15. ®epepanpubiii 3akoH oT 02.05.2006 N 59-®3 «O mopsiake paccCMOTPECHHS
oOparmeHuii rpaxaan Poccutickoit deaeparum.

HNuTepHET-pecypehl:

15. «Koncynwrant Ilmtocy - 3akoHomatenbcTBO Pd: KOmEKCHI, 3aKOHBI, YKasbl,
nocranoBieHus lIpaButenscTBa Poccuiickonn @enepanui, HOPMATUBHBIE JTOKYMEHTHI
[DnexTponHbIi pecype] / Pexum moctyna http://www.consultant.ru
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16. I'apaHT - 3aKOHOAATENBCTBO (KOJIEKCHI, 3aKOHBI, YKa3bl, TOCTaHOBJICHUS) PO,
aHANTHKA, KOMMEHTApUH, NpaKkTUKa [DinekTpoHHbIH pecypc| /Pexum moctyna http://
WWW. garant.ru

17. Poccuiicknii UHCTUTYT CTaHIapTU3aLINHU -
https://www.gostinfo.ru/catalog/gostlist/

4. KOHTPOJIb 1 OLIEHKA PE3YJILTATOB OCBOEHMSI
YUYEBHOM TUCHUTLIMHBI

KoHTponb ¥ olleHKa pe3yiabTaTOB OCBOEHUS YYEOHOM IHUCUMIIMHBI OCYIIECTBISETCA
IPENOIABATEIEM B MPOLIECCE MPOBEACHUSI TEOPETUUECKUX U MPAKTUYECKUX 3aHATHI U
TECTUPOBAHMSI, A TAKXKE BBINOJHEHUS OOYYarOMIMMHCS WHJMBHUIYalIbHBIX 3aJaHUM,
IIPOEKTOB, UCCIIEJOBAHUI.

Pe3yabTaThl 00yyeHHs (OCBOEHHBIE @opMbl M MeTOAbI KOHTPOJSI W OIEHKH
yMeHHsl, YCBOCHHbIE 3HAHUS) pe3yJibTaTOB 00y4eHUsI
YmMmern:

— odopMIATh opranmuzannonHo- | HaOmroneHne 3a Xo10M BBIITOJTHEHUS
paciopsaUTeNbHbIC TOKYMEHTBI B COOTBETCTBHH C | IPAKTUYECKUX 3aHATUI
nerctpyronuM ['OCTowm; Ortuer u 3ammra [13 Ne 1-4

— OCYIIECTBIIATH 00paboTKy BXO/ISIIHNX,

BHYTPEHHHUX W  HUCXOJSAIIMX  JTIOKYMEHTOB,
KOHTPOJIb 33 UX UCIIOJHEHUEM; Oryer u 3amura 113 Ne 9,10,12

— odopMIATh JOKYMEHTHl Ui Iepelayd B
apXvB OpTraHU3aLNY; Ortuer u 3ammuTa 13 Ne 15

— ogopmaame  OCHOBHble  OOKYMEHMbl  NO
MPYOOGLIM OMHOULECHUSIM, Otuer u 3antuta [13 Ne 5

— cocmasnames  MeKCmvl  CYIHCEOHbIX nucem
OCHOBHBIX U008 (NUCLMA-3ANPOCHI;  NUCbMA-
omeembul, nucoMa-mpebosanus, nucbma-
npueiauerus, NUCbMa-01a200apHOCmu);

— NpuHuUMams, nepeoasamv  OOKYMeHmbl C
NOMOUBIO cucmem 91eKMPOHHO20
00KyMeHmoobopoma (C3/]), 971eKIMPOHHOU
noumul, PaKCuMUIbHOU C8A3U,

— gecmu pe2ucmpayuoHHvle U KOHMPOIbHbLIE
kapmomexu ¢ nomowvio C3/{;

— eecmu pabomy c Oeticmsyrowumu Ilepeunamu
OOKYMEHmMO8  CO  CPOKAMU  XPAHeHus  npu
cocmasieHu HOMeHKIamypbl 0ell;

— ocywecmensams mexyujee XpaneHue
OOKYMEHMO8 8 N0OpaA30eIeHUU.

Ortuer u 3amura [13 Ne 6,7

Ortuer u 3amura [13 Ne 8

Ortuer u 3ammura [I3 Ne 11

Oruer u 3ammura [13 Ne 14

Ortuer u 3ammra [13 Ne 13

3Harth:
— TOHATUE JOKYMEHTa, €ro CBOICTBa, CrlocOOBl | TECTUPOBAHUE, BHEAYTUTOPHAsS
JOKYMEHTHPOBAHHS, caMocCTosITeNbHas paboTa
— mpaBunaa  cocTaBieHMs W odopmiueHus | (PPOHTANbHBIA ONIpPOC, KOHTPOJIBHAS —pabora,
Opra”Hu3aluOHHO-PACTIO P AUTECIBHBIX peuIcHne CUTYyallMUOHHBIX 3a/a4 o
nokyMmeHToB (nanee - OPJI); 0hOpPMIICHHIO TOKYyMEHTOB
— CHCTEMY u THUTIOBYIO TEXHOJIOTHIO
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JOKYMEHTAIMOHHOTO OOECTICUeHUsI YIPABICHUS
(manee - 10Y);

— 0COOEeHHOCTH JIEIIOTIPOU3BOCTBA o
oOpallleHussM TpaxJIaH W KOH(UICHIIHMAIHLHOTO
JIeTIOTIPOU3BOICTBA;

— cospemeHHYI0 HopmamusHyio 6azy JJOY;

— npuHyunvl yHuukayuu u cmaHoapmuzayuu
YNpasienueckol OOKYMeHmayuu,

— Knaccuguxayuro - OOKYMEHmos, 6  m.u.
VAPABIEeHUeCKUX,

— peKsu3umol, npuoaoujue 1pUOUecKyro CULy
OOKYMeHmY;

— obwue ceedeHuss 0 OOKyMeHmayuu  no
JIUYHOMY COCMABY;

— amukem 8 0el1080ll nepenucke;

— ocobenHocmu  oghopmaeHus  OOKYMEHMO8,
nepeoasaemvlx 1eKmpOHHOU NOYMOLL,

— @opmol  opeanuzayuu  cayxcoovr JJOY, eé
CMpYKmypy, yHKyuu;

— pabomy ucnoanumenei ¢ OOKYMeHMamu,

— pabomy pykogooumeneu YyupextcOeHuti no
OCYUeCmBIeHUIO TUYHO20 NPUEMA CPANHCOAH,

— npoyeoypy npogeoeHus 9KCnepmu3bl
YeHHoCcmu OOKYMeHmMOo8;
— OpeaHu3ayuio pabomul Ikcnepmuot

KOMUCCUU OP2aHU3aAYUU,
Op2eanu3ayuto pabomol apxusa yupexcoeHusl.
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