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1 OBIIASA XAPAKTEPUCTHUKA

JTUCHUIINHBI

2.1

IIPUMEHHUTEIILHO K Pa3JIMYHBIM KOHTCKCTAM;

PABOYEM IIPOI'PAMMBI YUEBHOM

MecTo TUCHUILUINHBI B CTPYKTYpe 00pa3oBaTe/ibHONH MPOrpaMMbI:
VYyeonas nucuummaa OI1.15 JlokyMeHTanoHHOE oOecriedeHue YIpaBiCHUs SBISICTCS
BapUaTUBHOW YacThIO OOIIENPO(GECCHOHATBFHOIO IUKJIA 00pa30BaTENbHON IMPOrpaMMbl IO
cnennanbHocTH 40.02.02 [IpaBooxpaHuTeIbHAS AEATEILHOCTD.
Pe3ynbraTroM OCBOCHHSI TUCIHUIUIMHBI SIBIISICTCS OBJAJICHUE OOYYArONIMMHUCS OOIIUX
komrereHmuit (OK):
OK 01. BsiGupats crnocoObl pemeHus 3aaad Npo(PecCHOHANBHON J1eATeNIbHOCTH

OK 02. HMcnonb3oBaThb COBPEMEHHBIE CpEICTBAa IOMCKA, aHAIM3a U UHTEpIIpeTaluu

I/IH(l)OpMaHI/II/I u I/IH(i)OpMaL[I/IOHHI)Ie TECXHOJIOTHHN JIsI BBIIIOJIHECHUS 3aJa4 HpO(l)eCCHOHaHBHOI;'I

JACATCIIbHOCTH,

OK 09. Ilonp3oBarbcsi mpoecCHOHAIBHONW JOKyMEHTAllMeld Ha TOCYIapCTBEHHOM U
HHOCTPAaHHOM A3bIKaX.

OObyuaromuecs JoKHBI 001a1aTh podeccuoHanbHbIMU KoMiteTeHIusamH (11K):
[1K 1.2. ObecrieunBaTh COOIOICHUE 3aKOHOIATEIHCTBA CYObEKTAMH TPaBa.

1.2 He.]'lb U IINIAHUPYEMBIC PE3YJbTAThI OCBOCHUA TUCHUIIIMHBI:
B paMKax IporpaMmbl yqe6H0171 JUCHUITIIMHBI O6y‘~IaIOH_II/IMI/IC$I OCBAaMWBAIOTC YMCHUSA U

3HAHUS.
Kona YMenust 3naHus
IIK, OK
OK 01 —OPUEHMUPOBAMBCS 8 | —mpebosanus  COBPEMEHHbIX  HOPMAMUBHO-
OK 05.; | cospemennvix  nopmamueHo- | npasoewix axmoe u OOKYMEHMOS, DPe2yaupyioujux
OK 09.; | npasoswix akmax U | OOKyMeHmayuouHoe obecneueHue YnpaeieHus u
IIK 1.2. | ookymenmax, pezyrupyowux | apxusosedenue,
O0OKYMEHMAaYyUoOHHOe — noHamue O0OKyMeHmd, e20 CBOLUCMEd, Cnocoobl
obecneuenue ynpaeneHus U | QOKYMEHMUPOBAHUL,
apxusoeeoenue; —8UObL OpP2aHU3AYUOHHO-PACNOPAOUMETbHBIX
—oopmaams O0OKYMEHmMO8 U NPABULA UX OPOPMAEHUSL,
Op2aHU3AYUOHHO- —BUObL CIYHCEOHBIX (0€NI08bIX) nUcCeM, NPABUIa Ux
pacnopsaoumenvhbie, cocmaenenust;

UHGOPMAYUOHHO-CNPABOYHDLE
0OKyMeHmbl, OOKYMEHMbl NO
mMpyoo8biM OMHOULEHUAM,;

—ogopmnams  cydceOHbie
nucobma;

—oghopmnsams  2NeKmMpPOHHbBIE
OOKYMEHMbl,  OCYUeCmEIIAMb
Ux npuem u nepeoavy;,

—ocywecmenams 00padomxy

BX00SUWUX,  GHYMPEHHUX U
UCXOOAUWUX OOKYMEHMmO8,
KOHMPOAUPOBAMb ux
ucnonuenue;

—0p2anu308bI6ams pabomy c
00paweHUsAMU 2PAHCOAH,

—mpeboanusi K COCMAasieHuo U 0QOpMIEHUIO
INEKMPOHHBIX OOKYMEHMOB,
—opeanuzayuio pabomvl ¢ OCHOBHbIMU NOMOKAMU

O0OKyMenmo8 6 cucmeme OOKYMeHmoobopoma
opeanuzayuu,

—ocobeHnocmu 0e10npouU3800cmed no
obpaweHusM epancoan;

—npasuna pabomuwl c O0oKyMeHmamu

02PAHU4eHH020 00CMYNd,
—mexHOoI02UuU YNOPAOOYEHUS, CUCTNIEMAMU3AYUU U
XpaHeHus 0OKYMeHMO8.




—secmu pabomy
HOMEHKIamypou e,
—oghopmnams  OOKyMeHmubl
ons  nmepedauu 8  apxue
opeaHu3ayul.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1 O6beM yueOHOI TUCHUIIMHBI U BUIbI YUeOHOH padoThl

Bua yueOHoii padoThl O0bem B yacax
O0bem 00pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI 1M CHHUIIJIMHbI 70

8 MOM YUCIe 8APUAMUBHAS YACMb 70

B TOM YHCIJIE:

TeopeTnyeckoe ooyueHue 34
NMPaKTHYeCKHe 3aHATHSA 34

B TOM 4YHCJIe: B (hopMe MPaKTUUECKON MOATOTOBKH 34

B TOM uucie: auddepeHunpoBaHHbIi 3a4eT 2
caMoCTOsITe/IbHAs padoTa 2

[IpomexyTounas arrectauus nuddepeHIupoOBaHHBIN 3aUeT




Temarnuyeckuii miiad yaeoHou qucuuiuinabl OILL1S JlokymeHTaumoHHOe o0ecnieyeHne ynpaBJjeHus

Makc.

B ¢opme

Konn4yecTBO ayIMTOPHBIX YaCOB

.. | Camocr.
yu4eo. NPaKTHYeCKOH a6ora | (—
HaumeHoBaHue pa3/ieioB H TeM Harpy3ka | HOATOTOBKH P Teoperuu. P )
cryaenTa | Beero (cemnHapckue)
CTYA-Ta (uac) o0ydeHue SAHSITHS
(uac)
Pazgen 1. JlokyMeHTHpOBaHHe 38 18 2 36 18 18
Tema 1.1. JlokyMeHTaIMOHHOE 00ECIIeUeHNE YIPABJICHHS: BBEJICHUE B 8 2 8 6 2
muctumuney. [ToHsiTHEe MTOKYMEHTA.
Tema 1.2. IIpaBuna cocraBieHus U 0(h)OPMIICHHS OPTraHU3alMOHHO- 18 8 2 16 8 8
pacnopsiauTenbHblid JokyMeHToB (OP/I).
Tema 1.3. JlenoBast nepenucka kak pazHoBugHocTs OPJI. OcHOBHBIE 12 8 12 4 8
BHJIBI ¥ TIPaBUJIa O()OPMIICHHSL.
Pa3znen 2. Opranusanusi pa6oThbl ¢ JOKYMEHTaMHU 30 14 30 16 14
Tema 2.1. Texnonoruu 1OY. JlokymeHTO000pOT U hOPMBI €ro 12 4 12 8 4
OpraHH3aIlHH.
Tema 2.2. OcoOOCHHOCTH JCIONPOM3BOJICTBA 110 OOPAIICHHAM TpaXKIaH. 6 4 6 2 4
Tema 2.3. OcoGeHHOCTH KOH(DUICHIIMATHLHOTO JISTIOMPOU3BOJICTRA. 4 2 4 2 2
Tema 2.4. Texnonoruu JIOY B mpolieccax ynopsiioyeHus, 8 4 8 4 4
CHCTEMAaTH3aIMH U OPTaHU3AIH XPAHCHUS JJOKYMEHTOB.
JuddepennnpoBaHHblii 3a4eT 2 2 2 2
Bcero mo quciuninge 70 34 2 68 38 34




2.2. TeMmaTH4ecKHii IUIaH U cofep:kanue yyeOHo# mucuumiannbl OIL15 JlokyMeHTalMOHHOE 00ecnieyeHne YIpaBJaeHus

Oo0beM, akaj. Koner .
KOMIICTCHIIUH,
4.,BT. 4. B MEDOBARMIO
HaunmeHoBaHue . dopme (hopmup
Conep:xanue y4eOHOT0 MaTepualia, IPAKTHYECKHX 3aHSITHI y KOTOPBIX
pa3/iesioB U TeM MPAKTHICCKOH | 06 orpver
noaAroToBKH,
JICMEHT
aKaja. 4.
MpPOrpamMMbl
1 2 3
Pasznen 1. lokyMeHTHpPOBaHHE
Tema 1.1. Conep:xanue yueOHOTro MaTepuaJa: 8/2 OK 01.; OK
AOKYMEHTALMONHOE |1 [ Cherema JOKYMeHTAHOHHOTO obecnevennst ynpapienus (JOY). OCHOBHble 2 05, OK 09,
obecreyeHue nonsaTus, nean u 3agaun JIOY. TpeGoBaHUS COBPEMEHHBIX HOPMATHBHO-IPABOBBIX K 1.2.
ynpaBJIeHus: aKTOB U JOKYMEHTOB, PETYIMPYIOMIUX JOKYMEHTALMOHHOE 00eCeueHHE YIIPaBICHHS 1
BBEICHUE B ApXMBOBEJICHUE
AUCHUILIHHY. 2 | Cucrembl 1OY: (yHKIMOHA/IBHBIE, OTPacjieBble, YHHQUIMPOBAHHbIE CHCTEMbI 2
ynpaBjieHdst  JOKyMeHTamMu. [IpuHIMIBI  YHUQUKANMS W  CTAHIAPTU3AIMSI
yIpaBJIeHYECKON IOKYMECHTAIHH.
3 | IloHsiTHE JOKYMEHTA, €r0 CBOWCTBA, CIOCOOBI JOKYMEHTHPOBAHMSI. 2
Knaccudukaiys J0OKyMEHTOB, B T.4. YIIPABICHUECKUX.
IIpakTHYeckue 3aHATHSA 2/2
II3 Ne 1 MHM3yuyeHue cCOBpeMEHHON HopMaTuBHOIi 6a3bl B o0aactu JIOY wu 2
apXHBOBEICHHS
Tema 1.2. Copepxanue yuyeOHOro MmarepmuaJa: 16/8 OK 01.; OK
ITpaBuaa 1 | OcHOBHBIE PEKBU3UTHI OPraHU3ANMOHHO-PACIIOPSINTEIbHBIX JIOKYMEHTOB. 2 05.; OK 09.;
COCTABJICHMS H Hamwonaneueii  craugapr [OCT P 7.0.97-2016 — tpeGoBanust K OQGOPMIICHUIO IK 1.2.
opopmitenust nokymeHToB. OOmacte mpumeHenus. Ilepeuenp  pexBusuToB. OcoOeHHOCTH
OPraHH3ANAOHHO- o opMiIeHHs PeKBU3UTOB. Buibl 61aHKOB TOKYMEHTOB, UX 0()OpMIIEHHE.
PacnopsiAMTEIbHBIX | 9 | [[papuma cocTaBieHuss M OQOPMIICHHS OPraHU3ANMOHHO-PACHOPAAUTENLHBIX 2
aokymentos (OPJI).

JAOKYMEHTOB.
OpraHu3alnoOHHO-pacOpAIUTENbHbIE, HH(POPMAIIMOHHO-CIIPABOYHBIE  JTOKYMEHTBI.
OcHosuble Buabl OPJ] (mpukas, pacnopsbkeHHe, IPOTOKOJ, BBIIMCKA M3 MPOTOKOIIA,
aKT): TpaBWJIa HX COCTAaBIEHHs. PEKBU3UTHI, NPUAAIONIME FOPUIUUYECKYIO CHITY
JIOKYMEHTY. Tunu4Hble OIMOKHU Npu 0pOPMIIEHUHU TOKYMEHTOB.




3 | IlpaBuna cocraBiaenus u opopmienuss OP/] mo Tpy1oBbIM OTHOLIEHHSIM. 2
YHuduuupoBanusie (OpMbI MPUKA30B MO JUYHOMY cocTaBy. OpopmiieHHE BHITUCOK U3
MIPUKA30B, KOMUH.

4 | O0muMe cBeleHUS] 0 JOKYMEHTALUMH MO JHYHOMY COCTaBY: pe3loMe, 3asiBJICHHE, 2
XapaKkTepUCTHKa, aBTOOMOTpadus, aHKeTa, JUYHAs KapTodyka. TpyaoBOH JIOTOBOD:
JOKYMEHTHI i1 oOpMIICHUS, COJep>KaHue JoroBopa. TpymoBas KHH)KKA: Bblaauya,
odopMIIeHHE, XpaHEHHE.

IpakTHyecKue 3aHATHSA 8/8

I13 Ne 2 OdopmiieHHEe OCHOBHBIX PEKBH3UTOB U cocTaBiieHue 0ankoB OP/l corsiacHo 2

I'OCT P 7.0.97-2016.

3 Ne 3 Od¢opmiienne OpraHu3alMOHHO-PACHOPSIAUTELHBIX JOKYMEHTOB (yCTaB, 2

WHCTPYKIIUS, IITaTHOE paclCaHne, IPHUKa3, paclopsKEHHE)

I3 Ne 4 Odopmienne HHPOPMALNMOHHO-CIIPABOYHBIX [JTOKYMEHTOB (IHCHbMO, aKT, 2

CIIpaBKa, IOKJIa/iHas 3aMucKa, 00BICHUTENIbHAS 3aM1CKA)

I3 Ne 5 OdopmiieHHE OCHOBHBIX JOKYMEHTOB 10 TPYAOBbIM OTHOLIEHUSIM (TPYIOBOii 2

JIOTOBOP, IIPUKA3bI 110 YHUPHUIUPOBAHHBIM (hopMam)

CamocrosiTeibHAas padoTa 00y4aOmMXCs 2

CocraBnenue pesoMe, aBToouorpaduu u mabdbaoHa TpyAOBOTO J0rOBOPA.

Tema 1.3. /lesioBasi | Coaep:kaHue yueOHOTo MaTepuasa: 12/8 OK 01.; OK
nepenncKa Kak 1 | MpaBuaa cocraBiaenuss W OGOPMJIECHHS CIY:KeOHOI0 NHCbMA, IOKJIAXHOI, 2 05.; OK 09,;
Pa3sHOBHIHOCTD 00BLICHUTEIBLHOM, CJY:KeOHO0I 3aMCOK. IK 1.2.
OPJI. OcHoBHBIC Bugpsl cinyxeGHBIX (J1€70BBIX) MHMCEM, IMpPaBUia MX COCTABJICHUSA. DTUKET B JIEJIOBOM

BH/IbI U IPaBHJIA TIepenCKe.
oopmiieHMsI. 2 | TpeboBaHus K COCTABJIEHHUIO U 0()OPMIIEHHIO YJIEKTPOHHBIX IOKYMEHTOB. 2
[IpaBuia cocTaBiieHUs 3JEKTPOHHBIX JOKYMEHTOB. (OCOOEHHOCTH OQOpMIICHHUS
JIOKYMEHTOB, I€peJaBaeMbIX JJIEKTPOHHOM  MOYTOM. DJEKTpOHHAs  IMOAIHUCH.
DNEKTPOHHBIM TOKYMEHTO000pOT. 3amuTa HHOopMauu

IMpakTUyecKue 3aHATHS 8/8

113 Ne 6 OdopmiieHue caay:KeOHBIX MHCEM 2

I13 Ne 7 Ocpopmitenne 31eKTpOHHBIX 10kyMeHTOB (OP/l), ux nmepeaaya ¢ opopmiieHuem 2

CONPOBOIUTEIBHBIX MHCEM.

I13 Ne 8 Ilpuem, nepenava T0KyMeHTOB ¢ MOMOIIbI CI/I, 2JIeKTPOHHOMN TTOYTHI, 2

(aKCUMHUIILHOM CBSI3H.




\ I13 Ne 9 CocraBiieHne ciyxe0HOr0 NUCHMAa-3aMpoca U NUCHMA-0TBeTAa HA Hero.

Pa3nen 2. Opranusanus padoThl ¢ JOKYMEeHTaMHU

Tema 2.1.
Texnosoruu J1OY.
JoxymMeHT0000POT U
¢opmbI ero
OpPraHM3alMu.

Coaep:xxaHue yueOHOro MaTepuasia:

12/4

1

Tunossblie TexHonoruu JOY. lokyMeHTO000pOT: TPAAUIIUOHHBbIE (DOPMBI.
JlokyMeHTOOOOpOT OpraHu3aluu: TEPMUHBI, coiepkanne, GOpMbl OpraHUu3aluu.
®opwmel opraamuzanuu ciryx6 10V, ctpykrypa, GyHKINHU, KATETOPUH IEPCOHANA, UX
¢dbyukionan. OCHOBHBIE TOTOKHM JOKYMEHTOB. Bxojsmue, ucxosiye u BHyTpEeHHHE
JOKYMEHTHI. MIX XapakTepuCcTHKH: 0011ee 1 0cOOSHHOE.

TexHosoruss padorsl ¢ BXOASIIMMH JOKYMeHTaMH. [lopsgok NpoxokaeHUs Hu
WCIIOJIHEHHUS] MOCTyNAloleld KOPPECIOHAeHIUU. J[BUKEHUE BXOIALIIUX JOKYMEHTOB:
nepBuyYHas 00paboTKa, MpeBapUTEIbHOE PACCMOTPEHHUE, PEruCTpallisl, paCCMOTPEHHE
pyKOBOAMTENIEM, TMepeaada Ha HWCIOJIHEHUE, WCIOIHEHUE, KOHTPOJb, CIHCAHHE
nokymeHnTta B neno. Iloctpoenue crpaBouHoro ammapara ¢ mnomouisio COJI: 3amuck
VYETHBIX JaHHBIX O JIOKYMEHTE (OCHOBHBIE€ pEKBU3UTHI, BHECCHHE JIaHHBIX B
PErUCTPALIMOHHO-KOHTPOIbHBIE (OpMBbI: KypHanbl, Kaptoteku, COJI). Pesomrorus
PYKOBOAMTEIISI — YIIPABICHUECKOE PEIICHUE.

TexHoJsiorust padoThl ¢ HCXOAAIIMMH W BHYTPEHHUMH I0KyMeHTaMH. [lopsaok
MOJATOTOBKH, OCOOEHHOCTH PErucTpaliu, B TOM YUCIIE C TIOMOIIbIO CUCTEM
aBTOMAaTH3UPOBAHHOM 00pabOTKH JOKYMEHTOB, OTIPABKHU (JUIsl HCXOASIIMX ),
UCIIOJTHEHUS (JIJ1s1 BHYTPEHHHUX ).

TexHosorust padoThl ¢ JOKYMEHTAMH, MOJIEKAIUMHA KOHTPOJIIO HCIIOJTHEHUS.
[TocTanoBKa TOKyMEHTa HAa KOHTPOJIb. KOHTPOJIb HCIIOTHEHUS TIO CPOKAM U T10
CYIIIECTBY MOCTaBJIEHHBIX BOMPOCOB. CHATHE TOKYMEHTOB C KOHTpOJsi. OTMETKA O
KoHTposie. PaboTta ucnonaurteneit ¢ fokymeHTamu: obiiee u ocooeHnoe. Cpoku
WCIIOJTHEHHSI, OTYET 00 UCTIOJIHEHHH.

HpaKanecm[e 3AHATUSA

412

I13 Ne 10 O6padoTka BXOASIIUX M MCXOASIUX JOKYMEHTOB..

I13 Ne 11 O6paboTka BHYTPpeHHUX J0KYMEHTOB. KOHTPOJIb MX HCIIOJIHEHHUS.

OK 01.; OK
05.; OK 09.;
TIK 1.2.

Tema 2.2.
OcobennocTu
JeJIONPOU3BOICTBA
1o o0palmeHus M
rpaskaaH.

Conep:xkaHue y4eOHOT0 MaTepHaJa:

6/4

1

PaGora c oopamenusimu rpaxnan. ®enepanpueiii 3akoH ot 02.05.2006 Ne 59-@3 «O
HOpsi/IKe paccMOTpeHus oOpateHnit rpaxkaan POy, DnekTpoHHbIE 00palieHus yepes
caiTel opranm3anuidi. Cpoku paccMoTpeHus oopariennii. Opranuzamnus paboThI 10
OCYIIIECTBJIEHUIO JIMYHOIO NPUEMA IPakJjaH PyKOBOJUTEIEM OpraHu3aluu. 3alnra

OK 01.; OK
05.; OK 09,
K 1.2

10




‘ NEPCOHATIBHBIX JaHHBIX.

IpakTHyecKue 3aHATHSA 4/4
I13 Ne 12 Perucrpanusi oopamenuii rpaxxaan. Cpoku paccMoTpeHHsI 00paleHuid. 2
I13 Ne 13 O¢opmiieHue muchbMa-0TBETA HA O0pallleHne rPaskIaHuHA 2
Tema 2.3. Coaep:xxaHue yueOHOro MaTepuasa: 412 OK 01.; OK
Oco0ennoctu 05.; OK 09.;
1 | PaGoTa ¢ T0KyMeHTAMH OTPAHHYEHHOI0 JOCTYNA: «/IJIsl CJAYKEOHOT0 MOJIb30BaAHUS 2
KOH(HCHIUATLHOTO (ACID)», «<koMMepyeckasi TaliHa». PexBu3uT «'pud orpaHnueHHs JOCTYIIA. MK 1.2.
ACJONPOUIBOACTBA OcobeHHOCTH IPUCBOEHUS, 0(OPMIIEHUS, JOCTYIA K IOKYMEHTY ¥ OTBETCTBEHHOCTH 3a
HECOOJI0ZICHNE PEeXKMMa KOH(PHUICHIIMATHHOCTH.
IpakTHyecKue 3aHATHSA 2/2
I13 Ne 14 O¢opmiieHHe OrpaHHYEHHS JOCTYNIA K JOKYMEHTY 2
Tema 2.4. Coaep:xanue yueOHOIro MaTepuaJia: 8/4 OK 01.; OK
Texnonornu 10Y 1 | Homenkaarypa pea. Homenknarypa paen — Kak 3JIEMEHT YIOPSIOYEHUS U 2 05.; OK 09,
B Nporueccax cUcTeMaTH3alluy JJOKYMEHTOB B opraHu3anuu. OCHOBHbIE BHJbl HOMEHKJIATYphI JI€l, K 1.2
ynopsiioueHmus, mra0JIOH  HOMEHKJIATYphl Jel M OCOOCHHOCTH 3amoyiHeHust ero rpad. IlpoBenenue
CHCTEeMATH3AlNHU U 9KCHEPTU3bl LEHHOCTH JOKyMEHTOB. PaboTa DKCHepTHONH KOMHCCHM OpraHU3allH:
OpraHu3anuu co3nanue, cocras, GpyHKIHHA. CpoKH XpaHEHHS TOKYMEHTOB. HOpMaTHBHBIE JOKYMEHTHI
XpaHeHus — MCTOYHUKH JUIS ONpEAeNICHUsI CPOKOB XpaHeHUs TOKyMeHTOB. [lepenaya oKyMeHTOB
AOKYMEHTOB. Ha XpaHEHHe B apxXuB opranu3anuu. Crnrcanue TOKyMEHTOB Ha YHHUTOXCHHE.
2 | Xpanenue nokymenToB. Odopmienue nen. @opmuponanue aen. Texyiiee XxpaHeHHe 2
JIOKYMEHTOB B MIOJpa3/elIeHUH (10 Nepeiaul B apXUB WK YHUUTOXEeHUS ). Opranu3anus
OTIEpPaTUBHOIO XpaHEHMs JOKYMEHTOB. [10/IroTOBKA J1e)1 K apXMBHOMY XPaHEHHUIO.
Opraauzanus padoThl apxXuBa YUPEKICHUS, OCHOBHBIE TPEOOBAaHUS K TIOMEIIECHHUSIM 1
YCIOBUSIM XpaHEHHUs JOKYMEHTOB.
IIpakTHYeckue 3aHATHSA 4/4
I13 Ne 15 HomenkJiaTypa aeJsi: COCTaBJICHHE HOMEHKJIATYPHI JI€J T0Ipa3ieJIeHuUs 2
I13 Ne 16 OopmiieHne JOKYMEHTOB /15l llepeadyd B ApXMB OPraHU3aluu 2
JMuddepenunpoBanHblii 3aueT 2
Bcero: 70
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3 YCJIOBUSA PEAJIM3AIIAA ITPOT'PAMMBI YYEFHOM JTUCIIATIIIMHBI

3.1 [asm peaau3anud NpPOrpaMMbl Y4eOHOH JUCHHUIUIMHBI TPeIyCMOTPEHbI
cJIeyI0lIUe crienuaibHble MOMeIeHusl:

Kabuner «O6menpodeccrnonanbHbIx aucuuminda 1 MKy

OCHaIlleH 000py/A0BaHHMEM:

— paboure MecTa 00ydJaromuxcs (CTONbI, CTYJIbs) — 25 miT.;

— pabouee mecTo npenoaasaresns — 1 mr.;

— yueOHas qocka — 1 mir;

— KHIWKHBIN mKad — 1 mrt.;

— y4eOHO-METOINYeCKas JINTEPATypa 10 TUCIHUILIHHE

— KOMIUIEKT y4eOHO-HaTJISTHBIX TTOCOOMIA

TeXHHYECKMMH CPeICTBAMH 00y4YeHUsI:

— HOYTOYK ¢ nurieH3uoHHbM [10 — 1 mT;

— TeneBu30p (9kpaH) — 1 mT.

3.2 UudopManuoHHoe odecriedeHne peaju3aliu MPporpaMmmbl

Jis  peanuzanuyd TporpaMMbl  OMOTUOTEYHBIM (HOHJ HWHCTUTYTAa HMMEET IIeYaTHBIC U
3JIEKTPOHHBIE 00pa3oBaTelbHbIE U HH(POPMAIIMOHHBIE PECYpPChl, B TOM YHCIIE PEKOMEHIOBAHHbIE
OYMO, nns wucnoiib3oBaHusi B oOpa3oBareiabHOM mporecce. CHUCOK JOMOIMHEH HOBBIMU

W3IaHUASIMU.
3.2.1 OcHOBHBIEC HCTOYHUKH
1. Tronenea, T. A., JlokyMeHTallMOHHOE 00ECIICUEHUE YIIPABICHHS (C IPAKTUKYMOM)

. yueOnuk / T. A. TroneneBa. — Mockaa : KnoPyc, 2025. — 186 ¢. — ISBN 978-5-406-13717-8.
— URL.: https://book.ru/book/955652. — TekcT : 371€KTPOHHBIIA.

2. Bapmyna, B. B., JlokymeHTaimonHoe obecrieuenue yrnpasienus : yueonuk / B. B.
Bapmynn. — Mocksa : KOctunms, 2026. — 271 c. — ISBN 978-5-406-15047-4. — URL:
https://book.ru/book/958785 — TekcT : 2MeKTPOHHBIH.

3. Muxaitnosa, JI. JI., Opranuszanus JOKyMEHTAllMOHHOTO OOECIeUeHUs yIpaBICHHs
¥ (QYHKIIMOHUPOBAHUs OpraHu3anuii : ydeOHoe mocobue / JI. JI. MuxaiinoBa. — Mocksa :
KuoPyc, 2025. — 211 ¢. — ISBN 978-5-406-14562-3. — URL.: https://book.ru/book/957497—
Tekcr © 31eKTPOHHBIN.

3.2.2 HopMaTuBHBbIEe IPABOBbIE AKThI

4. denepanbHblii KOHCTUTYHMOHHBIH 3akoH oT 25 nekabps 2000 r. N 2-OK3 «O
['ocynmapctBennom repoe Poccuiickoit deneparum.

5. ®epepanphblii 3ak0H oT 6 anpenst 2011 r. N 63-P3 «O0 >1eKTPOHHOH MOATIHUCH.

6. denepanpublii 3ak0H OT 22 okTsa0ps 2004 r. N 125-03 «O6 apxuBHOM Jene B
Poccuiickoit @eaepanum.

7. @®enmepanmbubrii 3akoH or 2 Mas 2006 r. N 59-®@3 «O mopsake paccMOTpeHUs
obparenuit rpaxxaan Poccuiickoit denepanum.

8. ®enmepambHblii 3akoH ot 27 wions 2006 r. N 149-®3 «O6 wuHpopMaIuwy,
WH(POPMAIMOHHBIX TEXHOJIOTHAX H O 3alIUTe HHPOPMAITIN.

9. ®enepanbHeblii 3ak0H oT 27 wronst 2006 r. N 152-®3 «O nepcoHaNbHBIX TAHHBIX .

10. ®Denpepanbubrit 3ak0H oT 9 depans 2009 r. N 8-d3 «O06 obecrieueHnn J0CTyNa K
UHPOpMAIMK O  JCATENBHOCTH TOCYHApCTBEHHBIX OpPraHOB W  OPraHOB  MECTHOTO
CaMOYTIPaBIICHHSI.

11. Tocranosnenue IlpaButenscrBa Poccuiickoit ®enepanuu ot 27 nexadbps 1995 r. N
1268 «O0 ymopsa0YeHNH W3TOTOBIICHHSI, UCTIOIh30BAHMUS, XPAHEHUS ¥ YHHUTOXCHHS TMeYaTeH H
0;1aHKOB ¢ BocponsBeaeHueM ['ocynapcTBerHoro repoa Poccuiickoit @enepanumy.
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https://book.ru/book/958785
https://sudact.ru/law/federalnyi-konstitutsionnyi-zakon-ot-25122000-n-2-fkz/
https://sudact.ru/law/federalnyi-zakon-ot-06042011-n-63-fz-ob/
https://sudact.ru/law/federalnyi-zakon-ot-22102004-n-125-fz-ob/
https://sudact.ru/law/federalnyi-zakon-ot-02052006-n-59-fz-o/
https://sudact.ru/law/federalnyi-zakon-ot-27072006-n-149-fz-ob/
https://sudact.ru/law/federalnyi-zakon-ot-27072006-n-152-fz-o/
https://sudact.ru/law/federalnyi-zakon-ot-09022009-n-8-fz-ob/
https://sudact.ru/law/postanovlenie-pravitelstva-rf-ot-27121995-n-1268/

4 KOHTPOJIb M OLIEHKA PE3Y.JIbTATOB OCBOEHMSI YUEBHOI
JUCHUIINHBI

Pe3ysabTarhl 00y4yeHust

\ Kpurepum oueHkn

MeTtoanbl OLIEHKH

Hepeqeﬂb 3HaHHI7[, 0CBAaUBACMbIX B paMKaX JTUCHUIIJIHHDbI

TpeOOBaHUSI COBPEMEHHBIX HOPMATHUBHO-
MIPABOBBIX AKTOB U JJOKYMEHTOB,
PEryJIUPYIOMIUX JOKYMEHTAIUOHHOE
oOecrnieueHre yrpaBIeHUs U
apXUBOBEJICHIUE;

MOHSTHE JOKYMEHTA, €r0 CBOKCTBA,
CHOCOObI TOKYMEHTHPOBAHUS;

BU/IbI OPTaHU3AIMOHHO-PACTIOPSTUTEIILHBIX
JIOKYMEHTOB U MpaBuia UX opopmIIeHuUs;
BUJIBI CITYKEOHBIX (JETTOBBIX) ITHACEM,
MpaBHJIa UX COCTABIICHUS;

TpeOOBaHMS K COCTABICHUIO U
0(pOPMIICHUIO STIEKTPOHHBIX JOKYMEHTOB;
OpraHu3aIuio paboThl C OCHOBHBIMU
MOTOKaMHU JJOKYMEHTOB B CHCTEME
JIOKYMEHTOO00pOTa OpraHu3aIliH;
0COOCHHOCTH JIETIONIPOU3BOJICTBA TIO
oOpallleHUsIM TpaXk/iaH;

npaBuiia paboThI C TOKyMEHTaMU
OTPaHUYEHHOTO JIOCTYIIA;

TEXHOJIOTUH YIOPSI0YEHUS,
CUCTEMATH3AIMH U XPAHEHUS JOKYMEHTOB.

JeMmoHcTpanus
OCBOEHHBIX
KOMIETEeHIIUIA YacTh
3HAHUI,
IPEyCMOTPEHHBIX
pabodeii mporpaMMoi

Tekyiuii KOHTPOJIb:
OLICHKA BBIIIOJIHEHUS
MPAKTUYECKHUX padoT
YCTHBIN/(PpOHTAIBHBIN/
MUCBMEHHBIN OMPOC
OLIEHKa pelIeHUs 3a/1a4
TECTUPOBAHUE

[TpoMexxyTouHas
aTTeCTallus:
HuddepeHnrpoBaHHbIT
3ayer

HEPE‘JEHB yMeHHﬁ, OCBAUBACMbIX B paAMKaX TUCHHUIIJIMHBI

OpPUEHTUPOBATHCS B COBPEMEHHBIX
HOPMAaTUBHO-TIPABOBBIX aKTaX U
JIOKYMEHTaX, PETyJINPYIOIINX
JOKYMEHTAIlMOHHOE 00ecrieueHue
VIIPaBIICHUS ¥ ApXHBOBEJICHUE;
0(OpMIISITh OpraHU3aIMOHHO-
pacnopsauTeNnbHbIe, THPOPMAITMOHHO-
CIIPaBOYHBIE JOKYMEHTBI, JOKYMEHTHI IO
TPYJOBBIM OTHOIIICHUSIM;

0pOpMIISITH CITyKEOHBIE MIChMA,
0(pOPMIISITH IJCKTPOHHBIC JOKYMEHTBI,
OCYIIECTBIISITh UX MIPUEM U NIepeiavy;
OCYIIECTBISATh 00pabOTKY BXOIAIINX,
BHYTPEHHUX U UCXOJSAIIUX JTOKYMEHTOB,
KOHTPOJIMPOBATh MX UCTIOJTHCHHCE,
OpPTraHU30BBIBATH PAbOTY C OOpaIIEHUSIMU
TpaXkIaH;

BECTH pabOTy HOMEHKJIATYpOH el
0(OPMIISTH TOKYMEHTBI JIISl TIepeIadu B
apXUB OpraHHU3aIIH.

JemoHcTpanus
OCBOEHHBIX
KOMIIETEHIIMHN YaCTH
yMeHus 0hopMIIATh
pa3Iu4HbIE BUIbI
JIOKYMEHTOB,
OpraHU30BBIBATH PabOTY
CHUMH U UX XPAHEHUE

Texkymmi KOHTPOJIb:
OLIEHKA BBIMTOJIHEHUS
MPaKTUYECKUX padoT
YCTHBIN/(DPOHTATBHBII /
MMHUCbMEHHBINA OMPOC
TECTHUPOBaHUE

IIpomexxyrouHnas
aTTeCTaIlHs:
HuddepenurpoBaHHbIi
3a4eT
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