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1. OBIIASL XAPAKTEPUCTUKA PABOYEM TPOI'PAMMBI YYEBHOH

JAUCHUIIJIMHBI OIILL.06 «lokymMeHTAllHOHHOE o0ecnieyeHre YIIPABJIEHU»

1.1. Mecro 1MCUMILIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMBbI:
VYuyeonas mucuummnaa OI1.06 «/lokymeHTallMOHHOE OOECIICUCHHE YIPABICHUS) SBIISICTCS

00s13aTeJIbHON YacThI0 00IIENpO(eCCHOHATBHOIO IIUKIIA IPUMEPHOM OCHOBHON 00pa30BaTeIbHON
nporpammbl B cootBeTcTBUH ¢ PI'OC no cnennansuoctu 38.02.01 DxoHoMUKa U OyXTanTepCKHi
y4eT (110 OTpacisim).

Ocoboe 3HaueHue TUCHMIUIMHA UMeeT npu ¢opmupoBanuu u pazsutun OK 02, OK 03,
OK 05, OK 09

1.2. Heab u njiaHUpyeMble Pe3yJbTaThl 0CBOCHUS TUCHUILINHBI:
B pamkax mporpamMmbpl y4eOHOW TUCIHMIUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMCHHS

U 3HaHUA

0asoii;

Kon YMeHus 3Hanug
[IK, OK, JIP

OK 01. OCYILECTBJIATh ITIOUCK, AHATIU3 | COJIEPKAHUE  AKTYyaJIbHOW HOPMATHBHO-
OK 02. U UCIIOJIB30BAaHUE IPaBOBOI IOKYMEHTALINH;
OK 03. HOPMAaTHUBHO-TIPABOBBIX OCHOBHBIE TMOHATHS JIOKYMEHTAIIHOHHOTO
OK 04. JOKYMECHTOB B IPUMECHEHHUH K | 00€CIIeUeHUs YIIPaBICHHUS;
OK 05. 3amayam J10Y; KJaccu(puKanus yYIpaBIECHUYECKUX
OK 09. COCTaBJIATh U 0POPMIIATH JIOKYMEHTOB;

JIP 2. YIPaBICHYCCKYIO U IpaBUia COCTaBIEHUS U  OGOPMIICHHS
JIP 3 npodeccuoHanbHy 0 yOpaBIE€HYECKUX TOKYMEHTOB U BEICHUS
JIP 13. JIOKYMEHTAITUIO B JIEIIOBOM TIEPEITUCKH;

JIP 14 COOTBETCTBHE C HOPMAaTUBHOM | COCTaB JJOKyMEHTOB CIIELIMAJIbHBIX CUCTEM

JAOKYMCHTAllUU;

HCII0JIb30BATh NpaBUiia OpraHU3ally BCeX 3TAnoB paboThI
YHUGUIUPOBAaHHBIE (OPMBI C JOKYMEHTaMH;

JOKYMEHTOB; npuwiokeHus — mporpammbl  Windows,
OCYILECTBIIATH JIEIOBYIO UCIIONB3yEMBIE [UISI pealu3aluu  3aj1ad
MIEPENUCKY U NOAJEPKUBATD J0Y;

ANEKTPOHHBIE KOMMYHHUKAIUH; | COBPEMEHHBIE UH(POPMAILMOHHBIE

IPUMEHSTH CPEJICTBA
MH(OPMALIMOHHBIX
TEXHOJIOTUH JUIsl CO3AaHUs U
oopMIIeHUS TOKYMEHTOB;
pa3buparbcs B cUcTEME

texHoioruu JJOY

MpaBWIA U CPOKU XPaHEHUS JIOKYMEHTOB;
(hOopMBI TIEPBUYHBIX OyXTaNTEPCKUX
JIOKYMEHTOB, COJICpPKAIINX 00sS3aTeTbHBIE
PEKBU3HUTHI IEPBUYHOTO YUETHOTO

BHYTPEHHETO JIOKYMEHTa;
JOKYMEHTO0000poTa Ipoueaypa  COCTaBIEHUS  aKkTa 110
OpraHu3aluiy; pe3yibTataM MHBEHTApU3alluu, IPOEKTOB

OCYHICCTBJIATD XPAaHCHUC U
ITOMCK JOKYMCHTOB;

MPUKA30B 1O MPOBEJCHUIO KOHTPOJIbHBIX
MpoLEeayp.

HCIIO0Jb30BATh COBPEMEHHOE - codepoicanue epaguka
IPOrpaMMHOE 00ECTICUECHUE B | OOKYMEHMOo0bopoma,

3JEKTPOHHOM - OCHOBHbIE ~ HOPMAMUBHO-NPABOBbIE
JIOKyMEHTOO00POTE; 0okymenmsl no peenamenmayuu  JOV:

saxonvl, npuka3zvl, ' OCTei;




MIPOBEPATH HATUYKE B
MIPOU3BOJILHBIX ITEPBUYHBIX
OyXTaJTepCKUX JOKYMEHTaX
00s13aTEeNIbHBIX PEKBU3UTOB;
pa3buparbcsi B HOMEHKIIATYpe
el

COCTaBJISATh AKTHI U CIIPABKH 1O
pe3yabTaram BHYTPCHHETO
KOHTPOJIS;

(bopMHPOBATH TPOCKTHI
MIPUKA30B MO MPOBEACHUIO
BHYTPEHHETO KOHTPOJIS

- cocmagnamo u 0opmaame
cydHcebHble NUCbMA;

- ohopmasams 0OKyMeHmbl NO

-npasuna ogopmnenus OCHOGHbBIX
PEKBU3UMOE8 OOKYMEHMO8 8 COOMEEemMCcmauu
¢ I'OCT P 7.0.97-2016

- KOHMPONb UCNOTHEHUsL OOKYMEHMO8;

- mpasuna cocmaeieHus U o0QopmieHus.

CyHceOHbIX — nucem,  ux  wabIoOHO8,
CONPOBOOUMENLHBIX NUCEM,

- cucmembl INEKMPOHHO20
00KyMeHmoobopoma,

npasuna eedenust IIeKMpOHHOU NePEenuUCKU;
- Npasuia cocmaegieHusi MeKCmos8 Oeno8bix
nucem,

- gedenue Kapmomex,

- NpasuIa meKyue2o XxpaHeHus 0OKyMeHmo8
6 noopazoenenuu

mpyoosbiM OMHOWEHUSAM, 8
m.4. mpyooeou 002080p

B pesynbrate ocBoeHUS y4eOHOUN AMCIUILUIMHBI OOYyYaromUCsS JOCTUTHET
CIEAYIONIUX JUYHOCTHBIX Pe3yJbTATOB:

HaumeHoBaHMe JUYHOCTHbBIX pe3yjibTaToB Kon

[IposiBnsitomMil  AKTUBHYIO TPa)XJAAHCKYH0 IO3UIMI0 HA OCHOBE YBa)KEHUS 3aKOHAa U
[IPaBOIOPSIKA, pas u cBoOox COTpax</1aH, YBaXKEHUS
K HCTOPUYECKOMY u KYJbTYpPHOMY HaCJEeINI0 Poccun. Oco3HaHHO
U JEATEIBbHO  BBIPaXXKAOIIU HENpUsITUE JUCKPUMUHALUN B oOrmiecTBe
[0 COLMAIbHBIM, HAL[MOHAJIBHBIM, PEJIMTHO3HBIM IIPU3HAKAM; JKCTPEMHU3MA, TEPPOPHU3MA,
KOPPYIIMH, aHTUTOCYAapCTBEHHOH naesTenpHOCTH. OONanaromuii OMBITOM TpaKIaHCKOU
COLMATbHO 3HAYMMOH AESITEIHHOCTH (B CTYICHYECKOM CaMOYIIPaBIEHUH, TOOPOBOIHLYECTBE,
9KOJIOTMYECKUX, TPUPOAOOXPAHHBIX, BOGHHO-TIATPUOTUIECKUX H JIP. O0ObEAUHEHUSX, AKIIUAX,
nporpammax). [IpuHUMaronuMil posib W30UpaTeis U ydaCTHUKA OOIIECTBEHHBIX OTHOIICHUM,
CBSI3aHHBIX C B3aMIMOJCHCTBHEM C HAPOTHBIMU M30paHHUKAMHU

JIP 2

JeMoHCTpupyoMil MPUBEPAKEHHOCTD TPAJIUIIMOHHBIM 1y XOBHO-HPABCTBEHHBIM LICHHOCTSIM,
KyJIbTYp€ HapoJoB Poccuu, mNpUHIMIAM YECTHOCTH, MOPSIJAOYHOCTH, OTKPBITOCTH.
HelicTByronmit

U OLICHUBAIOLIUN CBOE MOBEACHUE U MOCTYIKH, MOBEACHUE U MOCTYNKH JIPYTUX JIOJEH C
MO3UIUMNA  TPaAUIMOHHBIX POCCHUWCKUX JAYXOBHO-HPAaBCTBEHHBIX, COLMOKYJIbTYPHBIX
LIEHHOCTEH U HOPM C YYETOM OCO3HAHMSI MOCJIEICTBUNA MOCTYNKOB. I'OTOBBIA K IE€TIOBOMY
B3aMIMOZICHCTBAI0O W HEe(POpPMaTbHOMY OOIIEHUIO C TPECTABUTEISIMH Pa3HBIX HAPOOB,
HAallMOHAJIbHOCTEHN, BEpPOUCIIOBEaHUM, OTJIWYAIOMIMA MX OT YYacCTHUKOB TpYIN C
JIECTPYKTUBHBIM U JICBUAHTHBIM TOBEJAECHUEM. [[eMOHCTpUPYIOLIMK HENPUATHE COLMAIBHO
OMNAacCHOT0 MOBEICHUS OKPYXAIOLUX U Npeaynpexaaromui ero. [Ipospiustomuil yBaxeHue
K JIIOJIIM CTaplIero MOKOJEHHA, TOTOBHOCTh K YYacTHIO B COLMAIbHOW IMOJJEPIKKE
HYXJIAIOIIMNXCS B HEN

JIP 3

CobOmogaromuii B cBoed MPOQECCHOHATLHOW JEATEIBHOCTH ASTHYECKHUE TMPUHIIMITGL
YECTHOCTH, HE3aBUCUMOCTH, MNPO(PECCHOHATBLHOTO CKENTUIU3MA, IMPOTUBOACHCTBUS
KOPPYIILHU U SKCTPEMHU3MY, 00JIaaroIIni CACTEMHBIM MBIIIJICHUEM U YMEHHEM ITPUHUMATh
pElIeHrE B YCIIOBUSAX PHCKA U HEOTIPEIEIIEHHOCTH

JIP 13

T'0TOBBI COOTBETCTBOBATH OXKHIAHUSAM PabOTOMATEIICH: MPOCKTHO-MBICIAIINI, 3P HEKTUBHO
B3aUMOJICHCTBYIONIMIA C WICHAMH KOMAaHIbI M COTPYJHUYAIOIIUNA C JPYTMMH JHOJbMH,
OCO3HAHHO  BBINOJHSAIONMEA  MpodecCHOHaNbHBIE  TPeOOBAaHUS,  OTBETCTBEHHBIM,
MYHKTYalbHbIN, JUCHUTUIMHUPOBAHHBIN, TPYJAONMIOOMBBIN, KPUTHYSCKH  MBICIAIINH,
HAIlCJICHHBIA HA TOCTH)KCHHE MMOCTABICHHBIX IIEJIeH; IEMOHCTPUPYIOIIHHA
po(heCCHOHATBHYIO )KU3HECTOMKOCTh

JIP 14




3. CTPYKTYPA U COJAEPXKAHUE YYEFHOM JUCHUILJIAHBI

2.1.00bem yueOHOM AMCUMILINHBI M BUABI Y4eOHOIl padoThl

Buj yueOHoi1 padoThI

O0BeM B yacax

O0bem 00pa3oBaTeJIbHOM NMPOrPpaMMbI Y4e€OHOM M CIUNIJINHbBI 48

8 MOM HUC/Ie BAPUATNUBHASL YACTD! 16

B TOM YHCIIE:

B (hopMe paKTHYECKOHN MOATOTOBKH 20
TeopeTHIecKoe 00ydeHue 28
MPAKTUYCCKHUE 3aHATUS 20

IIpomexyTounas arrectauus B popme 1udpepeHIIIPOBaHHOTO
3ayeTa




TemaTuueckuii miiad yueoOHoi 1ucuuiinHbIOIL.06 [lokyMeHTAaNMOHHOE 00ecTieyeHHue YIpPaBJIeHUs

Makc. yue6. | KojnuecTBo ayIHTOPHBLIX 4aCOB
HArpy3Ka B T.4. B popme Tpascruy.
HaumeHnoBanue pa3aesioB u CTya-Ta Beero npakTudeckoii | Teoperuy. (cemumapckue)
p
TeM (1ac) MOIrOTOBKH o0yueHue AHSTHS
PA3JIEJI 1. JOKYMEHTUPOBAHUE YIIPABJIEHYECKOHN 30 30 14 16 14
JAEATEJBHOCTH
Tema 1.1. Benenue. JIokyMeHT U cucTeMa JOKYMEHTAIIUU 4 4 - 4 -
Tema 1.2. Cuctema opraHu3alilmOHHO-PACTIOPSIUTEIBHON TOKYMEHTAIUU 18 18 10 8 10
Tema 1.3. Jlenexxnbie 1 prHAHCOBO-pacUETHHIE JOKYMEHTHI 4 4 2 2 2
Tema 1.4. JloroBopHO-TIpaBOBasi TOKyMEHTALIUS 4 4 2 2 2
PA3JIEJ 2. OPTAHU3ALIUA PABOTBI C JOKYMEHTAMUA 18 18 6 12 6
Tema 2.1. Opranuzainus 10KyMeHTO000pOTa, PETUCTpalUs JOKYMEHTOB, 4 4 - 4 -
UCIOJIHEHUE TOKYMEHTOB
Tema 2.2. UndopmarimoHHbIe TEXHOJIOTHH B JCIONPOU3BOICTBE 6 6 4 2 4
Tema 2.3. Opranu3anus OnepaTHBHOTO M apXUBHOT'O XPAHEHUS IOKYMEHTOB 6 6 2 4 2
JuddepenunpoBanHblii 3aueT 2 2 2
HTroro 48 48 20 28 20




2.2. TemaTn4yeckuii JIAH U copepKaHue Y4eOHOM TMCUUTIMHBI
OIIL.06 lokymMeHTALIMOHHOE O0ecneyeHne yIpaBJIeHUs

HaumeHoBaHue Conep:xanue yueOHOro Marepuasa u GopMbl OPraHM3aluM AesiTeIbHOCTH OobbeMm, ak. 1/ Koasl
pa3aesioB U TeM 00y4arIHNXCH B TOM 4YHCJIe | KOMIIETEeHIUil U
B opme JIMYHOCTHBIX
NPAKTHYECKO | pe3yJbTaToB,
MOJATOTOBKH, | (h)OpMUPOBAHUIO
aK. 4 KOTOPBIX
croco0cTByeT
3J1eMEeHT
NpoOrpamMmbl
1 2 3
PA3JIEJ 1. TOKYMEHTHUPOBAHUE YIIPABJIEHYECKOU JEATEJIBHOCTHU 30
Tema 1.1 Conep:xanue yuedOHOT0 MaTepuaa 4 OK 02., OK 03,
BBenenue. 1. 3nauenue u coaepkaHue TUCIUILINHBI «J[OKyMeHTallMOHHOE O0ecTieueHne
JIoOKyMeHT U ynpaBieHus». [[oHsITHE TEPMUHOB: «JOKYMEHT», «IOKYMEHTHUPOBAHUEY, 2 JIP 3, JIP 14
cucremMa «IOKYMEHTaIIMOHHOE O0ecIieueHne yrnpasieHus». [loHsaTHe cucreM TOKyMEHTAINH.
JOKYMEHTAUNHI VYHu¢ukanys v ctaHAapTH3aus yIIpaBIeHUYECKUX TOKYMEHTOB. 2
2. HopmartuBHo-mpaBoBas 6a3a opraHuzaluu JOKYMEHTAI[MOHHOTO O0ecTieueHus
ynpasneHust. OcHogHble HOpMamugHO-npasossle OOKymenmol no peanamenmayuu /[OY:
sakonuvl, npurasvl, ' OCTbi.
Tema 1.2. Coaep:xkaHue y4ueGHOro MmaTepuaJia 18 OK 03., OK 04.,
Cucrema 3.IIpasuna ogpopmaenuss 0OCHOBHBIX peKeU3UM0o8 00KyMeHmos ¢ coomsemcmeuu ¢ [ OCT 2 OK 05., OK 09,,
opranMsanuonHo- | P7.0.97-2016. TOCTesr na OP/I. TpeGoBaHus K 0GOPMICHHIO JOKYMEHTOB, TPEOOBaHHS JIP 2, JIP 3,
pacHoOpsSIANTE]bHON | K OJaHKaM. 2 P 14
AOKYMEHTAIUH 4.  OpraHu3alMOHHBIE TOKYMEHTHI: YCTaB, JOKHOCTHAS HHCTPYKITHS.
PacriopsimuTenbHbIe TOKYMEHTHI: PUKA3bl, PACTIOPSKEHUSI. 5
5.CnpaBouHO-UH(DOPMAIIMOHHBIE TOKYMEHTHI: TOKJIa{HAS 3aITUCKa, 00 BICHUTEIbHAS
3aIlMCKa, aKT, CIPaBKa, CIIy>KeOHOE MUCHMO. )
6.CocTaB 1 0COOCHHOCTH 0(hOPMIICHUS JIOKYMEHTOB 10 INYHOMY COCTaBY.
B ToM 4nciie npaKTHYeCKUX M 1a00paTOPHBIX 3aHATHI 10
IpakTuyeckoe 3ansaTue Ne 1. OpopmieHre TOKYMEHTOB € TTIOMOIILIO TPOTPAMMBI 2

Microsoft Word. Co3nanue mabioHa TOKyMeHTa.




IIpakTunyeckoe 3ausaTue Ne 2. CocraBiieHrne U 0pOPMIICHHUE OTJCIIbHBIX BUIIOB

OpraHHU3aIMOHHBIX IOKYMEHTOB. 2

IIpakTunyeckoe 3ansitue Ne 3. CocraBienue 1 0pOpMIICHHE OT/ACTbHBIX BUI0B 5

pacropsaUTEIbHBIX H CPABOYHO-UH(POPMALIMOHHBIX TOKYMEHTOB.

Ilpakmuueckoe 3anamue Ne 4. JIOKyMEHTUPOBaHUE TPYIOBBIX MPABOOTHOIICHUH. 2

Oghopmnenue 00OKyMeHmos no mpyoosviM OMHOUWEHUIM, 8 M. 4. MPYO08OU 002080p.

Ilpakmuueckoe 3anamue Ne 5. CocmasneHue u ogopmieHue CrysHceOHbIX NuUceM.

Ilpasuna cocmasnenus u OpopmieHUs  CAYIHCEOHbIX NUCEeM, UX UWADIOHOS, 2

CONPOBOOUMETILHBIX NUCEM.
Tema 1.3. Conep:xanue yueOHOro MaTepuaJia 4 OK 02.,0K 03.,
Jene:xublie u 7. OcoOeHHOCTH cocTaBieHUs U 0OPMIICHHS JEHEKHBIX U (PMHAHCOBO-PacueTHBIX 9 OK 05., OK 09,
¢punancoBo- JIOKYMEHTOB.
pacueTHble B ToM 4Hc/Ie TPAKTHYECKUX U JIA00PaTOPHBIX 3aHATHI 2
AOKYMEHTbI IIpakTuyeckoe 3ansitue Ne 6. OpopmiieHHE TUIATEKHBIX TOKYMEHTOB. 2
Tema 1.4. Cojaep:xkaHue y4ueGHOro MaTepuaJia 4 OK 02., OK 04.,
JloroBopHo- 8.  llonsarue goroBopa (koHTpakTa). TumoBas ¢opma moroBopa. OCHOBHbIE 9 OK 05., OK 09.,
npaBoBasi paszensl gorosopa. I[IpaBuna opopmieHHs IPETEH3MOHHBIX THCEM. JIP 14
AOKYMEHTALUSs B ToM 4Hc/ie NpaKTHYeCKUX U J1a00pATOPHBIX 3aHATHI 2

Ilpakmuueckoe 3anamue Ne 7. CoctaBieHne U oQpOpMIIEHUE NPETEH3NOHHBIX MTUCEM. 9

Ilpasuna cocmasnenusi mexcmos 0eno8vlx nucem.
PA3JIEJI 2. OPTAHU3AIIMSA PABOTBI C JOKYMEHTAMM 18
Tema 2.1 Coaep:xaHue yueOHOro MaTepuaJia 4 OK 02., OK 03,
Opranuzauus 9. CocraB u y4er o0beMa JOKyMEHTO000poTa opranuzanuii. Opranuszanus paboTsl ¢ OK 09.
AOKYMEHT0000pOTa, | JOKyMEHTAIMel, MMOCTynaleil B opranu3anuto. [lepenaya TOKyMEHTOB BHYTPH 2 JIP 14
perucrpanus opranmzanun. Codepowcanue epaghuxa 0oKymeHmoobopoma.
AOKYMEHTOB, 10. Perucrpanust 1OKyMeHTOB. Konmponb ucnonHenus 0oKyMeHmos.
HCTIOJTHEHHE Opranu3anus ¥ TeXHUKa KOHTPOJS WCHOJHEHUusl. Bedenue kapmomex. TumnoBble U 2
AOKYMEHTOB WH/IMBUYaJIbHbIE CPOKU MCIIOJIHEHHSI JOKYMEHTOB.
Tema 2.2. Conep:xanue yueOHOro MaTepuasa 6 OK 04., OK 05.,
Nudopmanuonnsie | 11. Hcnonp3zoBaHue NporpaMMHOro oOecCTeYeHHs Ul pelIeHHs 5 OK 09., JIP 13,
TeXHOJIOTUH B npodeccuoHaNbHBIX 3a51a4. Cucmembl 21eKMPOHHO20 OOKYMEHmMoobopoma. JIP 14
Aeonpou3BoAcTBe | B ToOM umcie npakTHYeCKUX M JIAa00PATOPHBIX 3aHATHI 4

IIpakTuyeckoe 3ansaTue Ne 8. PaGorta ¢ ayekTpoHHBIMU JoKyMmMeHTamu. Pabota c 2

3anpocaMu.




IpakTnyeckoe 3ansTHe Ne 9.. OTeuecTBeHHBIC Pa3padOTKU IPOrPaMM aBTOMATHU3ALIUN

JOY u apxuBHoro nena. Ilpasuna gedenus 31eKmpoHHOU NepentucKu. 2
Tema 2.3 Coaep:xaHue y4ueGHOro MaTepuaJia OK 03., OK 05.,
Opranunzanus 12.  Cucremaruzanus JOKyMEHTOB U UX XpaHeHue. [Ipasuia mexkyue2o XxpaneHus 2 OK 09.,
ONEPATHBHOIO H 0okymenmos 8 noopazoenenuu. Homenkinarypa nen. [IpumepHsie u THIIOBBIE JIP 14
apXMBHOTIO HOMEHKJIATyphI €. 2
XpaHeHHus 13. TpeboBanus k opopmiienuto aein. [loaroroska u nopsaa0k nepeaayu e B apXuB.
AOKYMEHTOB B Tom unciie npakTHYECKUX 3aHATHH U J1a00pPaTOPHBIX padoT 2

IIpakTuyeckoe 3ansaTue Ne 10. Cocraienue u ohopMICHIHE HOMEHKIIATYPHI JIE 2
IIpome:xxyTouHast arTecTanus B popme 1uddepeHIUPOBAHHOIO 3a4eTa 2
Bcero: 48
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3. YCJIOBUSA PEAJIM3AIIMA ITPOTPAMMBI YYEBHON
JUCIUIIVINHBI

3.1. Jlna peanuszaumu nporpaMMbsl y4eOHONW JUCHMIUIMHBI IPEIyCMOTPEH KaOWHET
«JlokymMeHTanmoHHOE 00ecCTieUeHrEe YIPaBICHUS

OCHAaIIeH 000py10BaHUEM:

— pabouue MecTa 00yJarIUXCs (CTOJBI, CTYJIbs) — IO KOJUYECTBY O0yUaIOIUXCS,;

— pabodyee mMecTo mpenoaaBaTesns — 1;

— nocka — 1 miT;

— KHIWKHBIN mkad — 1 mrT.;

— y4eOHO-MeTOAMYEeCKas JTUTepaTypa 1Mo JUCIUTLINHE

— KOMIUJIEKT Y4eOHO-HATJISIHBIX TOCOOMIA

TeXHHYECKMMH CPeICTBAMH 00yYeHUsI:
— HOYTOYK ¢ JintieH3uoHHbM [10 — 1 mT;
— TeneBu30p (9kpaH) — 1 mT.

32 I/IH(l)OpMaIII/IOHHO(') odecneyeHue peaim3aluu nnporpaMmmal
321 OcHOBHBIE ITIEYATHBIE H JICKTPOHHBIC U31aHUSA

1. Kopuees, U. K. JIokyMeHTamMOHHOE 0OECIIEYEHUE YIIPABICHHUS | yIEOHUK M IPAKTUKYM
st cpeaHero mnpodeccuonanbHoro oo6pazosanus / M. K. KopneeB, A. B. Ilmenko, B. A.
MamypreB. — 2-e u3a., nepepad. u mgon. — Mocksa : UznatensctBo FOpaiit, 2022. — 384 ¢. —
(ITpoeccuonansuoe obpaszoanue). — ISBN 978-5-534-05022-6. — TekcT : 3A€KTpOHHBIH //
OopasoBarenbhas miargopma HOpaitr [caiit]. — URL: https://urait.ru/bcode/492541 (nara
obpamienus: 04.07.2022).

2. Bapmynn, B.B. JlokyMeHTalMOHHOE 0OecIedeHne yrpasienus: yueonuk /Bapmyny B.B.
—  MockBa: Octumua, 2022. — 271 c¢. — ISBN 978-5-4365-3439- — URL:
https://book.ru/book/932046

3. bacakoB, M.U. JIoKyMeHTAaUMOHHOE OOECreYeHHe yhpaBleHUus (C  OCHOBAMHU
apxuBOBeJieHNUs): yueOHoe mocobue / bacako M.M1. — Mocksa . KuoPyc, 2022. — 216 ¢. —
ISBN 978-5-406-07305-6. — URL_: https://book.ru/book/932044

4. JlokyMeHTaMOHHOE OOeCIeYeHne yIpapjieHus: ydeOHuk / Beikosa T.A., mox pen.,
I'moroBa C.A., Konbkosa A.1O., Kykapuna KO0.M., Ckpunko E.A. — Mocksa : KnoPyc, 2021. —
266 c. — ISBN 978-5-406-08272-0. — URL.: https://book.ru/book/939282

3.2.2. JlonoaHHTeIbHbIE HCTOYHHKH
1. Koncrurynus Poccuiickoit @eiepanun ¢ H3MEHEHHAMH.

2. Tpaxnanckuit konekc  Poccuiickoit ®denepanun (dactp  mepBas) ¢
WU3MEHEHHUSAMH.

3. Tpynosoii kozekc Poccuiickoit Deepaliuy ¢ H3MEHEHUAMU

4. ®enepanbubiii 3akoH oT 02.07.2006 Ne 149-D3 (pen. ot 23.04.2018) «O6unbopMAaIimm,
nHGOpPMATHU3ALUH U 3aLUTE UHPOPMALTUN.

5. ®enepanpubrii 3akoH ot 06.12.2011 N 402-®3 (pea. ot 26.07.2019) «O
OyXTraJTepCKOM YUeTe».

6. TOCT P 7.0.8-2013. Hammownaneubiii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB 1O HH(OpMaIUK, OMOIMOTEUHOMY M H3AATENbCKOMY Jeny. JlenonmpousBoACTBO U
apxuBHOe aen0. Tepmunsl u onpenenenus. (yrB. [Ipukaszom Poccranmapra ot 17.10.2013 N 1185-
CcT).

7. TOCT P 7.0.97-2016. Hamuonanenblii cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHAApTOB MO wuHGOpMaIMK, OWOIMOTEYHOMY W H3AaTelbckoMmy geny. OpraHu3anuoHHO-
pacriopsiiuTenabHas JokyMeHTauusi. TpeOoBaHus kK odopmileHUIO TOKyMeHTOB (yTB. IIpukazom
Poccranmapra ot 08.12.2016 N 2004-cr).
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8. Meronnueckue pekomennanuu no npumenenuto ['OCT P 7.0.97-2016

«Cucrema craHgapToB 1o HH(pOpMaluM, OUOIMOTEYHOMY U H3IATENbCKOMY JEIy.
OpraHu3aiioHHO- PacIOpSAUTENIbHAS AOKyMeHTanus. TpeOoBaHus K O(OPMIICHUIO JTOKYMEHTOB)» /
Pocapxus, BHUNAJI. M., 2018. 91 c.

9. TOCT P HMCO 15489-1-2019. HanumonanwHblii ctangapt Poccuiickoii ®eneparumu.
Cuctema ctannaptoB 1o nHpopManuu, OMOIMOTEYHOMY U U3JaTelabckoMy nery. MubopMmarus u
JTOKyMeHTaIus. YmupasieHue nokymMeHtamu. Yacte 1. IloHsatuss m npunnumnel. (yTB. Ilpukazom
Poccranpapra ot 26.03.2019 N 101-cr).

10. TIlpuka3z PocapxuBa ot 20.12.2019 Ne 236 «OO6 yrtBepkaeHum llepeuHsi THITOBBIX
YIPaBIEHYECKUX  apXUBHBIX JOKYMEHTOB, OOpa3ylOIIMXCS B  MPOLECCEe JAEATEIbHOCTH
roCy/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CAMOYIpPAaBJICHHsS M OpraHU3alui, ¢ yKa3aHHEM
CPOKOB XpaHEHHS.

11. TIIpuka3z MunkynasTypbl Poccum ot 31.03.2015 Ne 526 «OO0 yTBep)KICHHH ITpaBUI
OpraHu3alil XPAaHCHHs, KOMIUJICKTOBAaHHUS, ydeTa W HCIIOJIb30BAaHUS JIOKYMEHTOB ApPXHBHOTO
¢donna Poccuiickoii depepanuu U Ipyrux apXUMBHBIX JOKYMEHTOB B OpPraHax rocyJapCTBEHHOM
BJIACTH, OPTraHax MECTHOTO CAaMOYTIPABIICHUS M OPTaHU3ALUIX.

12. Muxaiinosa JI.JI. Opranuzanusi JOKYMEHTAIlMOHHOTO OOECHEeYeHHUsl yHpaBICHUS U
¢byukimonupoBanus opranuzaimid. (CI10). Yuebnoe mocodue / Muxaitnosa JIJI. — Mocksa:
KuoPyc, 2022. — 211 c¢. — ISBN 9785406090909 - URL.: https://book.ru/book/942442

13. TrwoneneBa T.A. JloKkyMeHTallMOHHOE oOOecliedeHHe ympaBiIeHUs:  y4eOHO-
Metoamdeckoe mocodbue / Tronenea T.A. — Mocksa: Pycaiinc, 2022. — 100 c. — ISBN 978-54365-
1489-5. - URL.: https://book.ru/book/943348.

14. Kopnees, . K. JlokyMeHTanmoHHOE OOecreueHue YNpaBieHUs : Y4eOHUK U
MPaKTUKyM [Uisi cpenHero mpodeccuonanbHoro obpasosanus / M. K. Kopuees, A. B. [Tiienko,
B. A. Mamypues. — 2-e u3j., nepepad. u mon. — Mocksa : U3parensctBo FOpaiit, 2022. — 384
c. — (IIpodeccuonanpHoe obpazoanue). — ISBN 978-5-534-05022-6. — TeKkcT : 37eKTpOHHBIH
/I OBC YOpaiit [caiit]. — URL.: https://urait.ru/bcode/453688

15. Hoponuna, JI. A. JlokyMeHTallMoOHHOEe OOecrieYeHHe YIpaBICHUS : YYeOHUK U
MPaKTUKyM I cpeAaHero  mnpodeccuoHanbHoro  obpasosanus / JI. A. Jloponuna, B. C.
WputukoBa. — MockBa : WznparenscrBo IOpaiit, 2021. — 233 c. — (IIpodeccuonansHoe

obpazosanue). — ISBN 978-5-534-05783-6. — Tekcr : snexrponusiii // DBC FOpaiit [caiiT]. —
URL.: https://urait.ru/bcode/453767

16. Kysznenos, 1. H. JIokymMeHTaIlmOHHOE OOECIIeUeHHE YIIpaBieHus. JJokyMeHTO000pOT 1
JIeJIOTIPOU3BOCTBO © YUEOHHK U MPAKTUKYM Ul CpeiHero npodeccruonanbHoro oopasosanus / 1.
H. Ky3nenoB. — 3-¢ u3n., mepepad. u qorm. — Mocksa : M3narensctBo HOpaiir, 2021. — 462 c.
— (ITpodeccronanpHoe odpazoBanue). — ISBN 978-5-534-04604-5. — Tekcrt : anekTpoHHbIH //
OBbC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/451242

3.2.3. HnTepHeT-pecypchbi:

1. CnpaBouno-npaBoBas cuctema «Koncynbrant [lmoc» [dnexrponnsiiipecype]. URL:
http://www.consultant.ru

2. CnpaBouHo-mipaBoBas cuctema «['apant» [DnexTpoHHslil pecype]. URL:
http://www.garant.ru

3. Poccuiickuit uHCTHTYT cTanmapTu3anuu -https://www.gostinfo.ru/catalog/gostlist/
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4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHMUAA
YYEBHOU JUCIHATLIMHBI

Pe3yabTarsl 00yyeHus

Kpurepum oueHkn

MeTtoabl OLIEeHKH

[Iepeuenb 3HaHUM, OCBAUBAEMBIX
B PaMKax JUCLUIUIMHBI:

coaepKaHue aKTyaJbHOU
HOPMAaTUBHO-IIPaBOBOU
AOKYMCHTAIIUU;

OCHOBHBIE HIOHSTHS
JOKYMEHTallMOHHOI O

o0ecrieyeHus yrpaBieHHUs;
KJ1accu(UKanus YIpaBICHICCKIX

JTOKYMEHTOB;
npaBmiIa COCTaBJICHHUS u
opopmieHus  ynpaBIEHYECKHX
JOKYMEHTOB U BEJCHHS JEIOBOM
MICPETHCKY;

cocras JIOKYMEHTOB
CIIeIUaTbHBIX cHCTEM
JTOKYMCHTALIUH;

npaBWiia  OpraHu3alMud  BCeX

3TanoB paboThI C TOKYMEHTAMH;
MIPHIIOKEHUSA TTPOTPAMMEI
Windows, wucnosb3yembie
peanuzanuu 3aga4 10OV
COBpeMeHHbIE HH(OPMALIMOHHBIE
texnojoruu JJOY

MOHATHE MIEPBUYHOMN
OyXTaJITepCKON JOKYMEHTAIINH;
(hOpMBI TIEPBUYHBIX
OyXTaJITepCKHUX JIOKYMEHTOB,
coJiep>Kamux o0s3aTeNnbHbIe
PEKBH3UTHI IEPBUYHOTO YUETHOTO
JTIOKYMEHTA;

MIpaBWJIA U CPOKU XPAHCHUS
NEPBUYHON OyXrairepckoi
JOKYMEHTAITUH;

Mpoleaypa COCTAaBIEHHUS aKTa Mo
pe3yyibTataM — WHBEHTapH3allvH,
MIPOEKTOB MIPUKA30B o
MIPOBEJICHUTO KOHTPOJIbHBIX
IIponenyp

- cooepacanue
00KyMeHmoobopoma,
- OCHOBHbIE HOPMAMUBHO-
npaeosvie O0OKYyMeHmbl no
peanamenmayuu  J[OY: 3akonwsi,
npuka3zvl, [ OCTvl;

-npasuna ogpopmienuss 0CHOSBHbIX
PEeKsU3UmMo8  OOKYMEeHmo8 8
coomeemcemeuu ¢ [ OCT P 7.0.97-
20164

TS

epaghuxa

TectupoBanue.

«5» - 85-100% BepHBIX OTBETOB
«4» - 70-84% BepHBIX OTBETOB
«3» - 51-69% BepHBIX OTBETOB
«2» - 50% u menee

Omnpoc.

OneHka «5» - «OTIUYHO»
CTaBHTCS, €CJIN 00yYaIOIIHIACs
MIOJTHO M3JIaraeT MaTepHal
(oTBE4aeT Ha BOIPOC), 1AET
MIPaBUJILHOE OTPE/ICIICHHE
OCHOBHBIX TTOHSTHH;
0oOHapy>KUBaeT MOHUMaHUe
Marepuana.

OneHka «4» - «XOpOoILIo»
CTaBUTCS, €CIIH 00yYaroIuiics
JIAeT OTBET, YAOBIETBOPSIOIINN
TEM ke TpeOOBaHUAM, UTO U IS
OILICHKH «OTJIMYHO», HO JIOIyCKaeT
1-2 ommoOKu.

Onenka «3» -
«YIOBIICTBOPUTEIIHHOY CTaBUTCS,
ecnu o0ydaromuncs
00HapyXUBaeT 3HAHUE U
MMOHUMaHHE OCHOBHBIX
IMOJIOKEHUH TAaHHOH TeMBI, HO
u3NaraeT MaTepuan HeroJIHO U
HETOCJIeI0BATENbHO, I0MyCKaeT
HETOYHOCTH U OIIMOKH B
ONPEAEIICHUHN MOHITUI UIN
(bopMyIHUpPOBKE TPaBUIL.
Onenka «2» -
«HEYIOBJIETBOPUTEIHHOY
CTaBUTCS, €CJIH O0yUaroUuiics
0OHapyKUBaeT

He3HaHHUE OOJIbIICH YacTH
COOTBETCTBYIOIIIETO BOIPOCaA,
JIOTTYCKAaeT OITUOKHU B
(bopMyTUPOBKE OMpeIeTICHUN 1
MPaBUII, ICKAXKAIOIIHE UX CMBICI,
OecTopsiIOUYHO U3JIaraeT
MaTepua.

HuddepenurpoBaHHbIil 3a4eT
Ornenka «5» - «OTIUYHO»
BBICTABJISIETCS] 00yUaIOIMEeMYyCs,
€CJI IEMOHCTpUPYETCS

TectupoBanue.
VYcrHbIii onpoc.
[TuceMenHbIN
ornpoc.
HuddepenunpoBan-
HBIU 3a4eT.
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- KOHMPOIb UCNOTHEHUSA
OOKYMEHMO8;
- mpasuia  COCMAGIeHus U

oopmaeruss CayiuceOHbIX nucem,
Ux wabIo0H08, CONPOBOOUMENbHBIX
nucem,

- cucmembl INEKMPOHHO20
00KYyMeHmoobopoma,

npasuna 6eoenus JIeKmpOoHHOU
nepenucku,

- Npasua cocmagieHusi MekCcmos
0€eJ108bIX NUCEM,

- gedenue Kapmomex,

- npasuia mexkyuje2o XpameHusl
O0OKYMEHmMO8 68 N0Opa3oeieHuu

BCECTOPOHHEE, CHCTEMAaTUYECKOE
U TJIyOOKO€ 3HaHUE y4eOHOTO
MIPOrPaMMHOTO MaTepHuaa,
CaMOCTOSITENILHO BBIIIOJIHEHBI BCE
IPelyCMOTPEHHBIE POTPaAMMOK
3aJlaHusl, aKTUBHO paboTaBIIEMy
HA TPAKTHYECKUX 3aHATHIX,
MOKAa3aBIlIEMY CUCTEMaTHYECKH
XapakTep 3HaAHWM, a TAKXKE
CIIOCOOHOCTH K UX
CaMOCTOSITEIILHOMY TOIOJIHEHUIO.
OneHka «4» - «XOpOLIo»
BBICTABIISICTCS 00ydaromeMycs,
€CIIi JIeMOHCTPUPYIOTCS
JIOCTAaTOYHO TOJIHOE 3HAHUE
y4e0HO-ITPOrPaMMHOTO
Marepuana,

CaMOCTOSITENILHO BBIIIOJIHEHBI BCE
IPElyCMOTPEHHBIE MPOTPaAMMOI
3aJjaHusl, OJHAKO JOIMYIIEHbI
HETOYHOCTHU TIPU UX BBITIOTHCHHH,
Ouenka «3» -
«YIOBIIETBOPUTEITHHOY
BBICTaBIIsIETCS 00yUaroemMycs,
€CII JICMOHCTPUPYIOTCSI IPOOETBI
B 3HAHUSX OCHOBHOTO Y4eOHO-
MIPOrPaMMHOTO MaTepHuaa,
CaMOCTOSITENILHO BBITTOJHEHBI
OCHOBHBIC ITPETYCMOTPEHHBIC
MIPOrpaMMOii 3a/1aHHUs, OJTHAKO
JIOTTYIIICHBI OITMOKH TIPH UX
BBITIOJTHEHUH.

OneHka«2» -
«HEYIOBIETBOPUTEIHHO
BBICTABJIAETCS oOyudaroremycs,

€CJI OOHAPYKUBAIOTCS TPOOEITBI B
3HaHUSAX WIM OTCYTCTBUE 3HAHUU
o 3HAYUTEIbHOU 4acTH
OCHOBHOTO yue0OHOIr0o Marepuarna,
HE BBITIOJIHABILIEMY
CaMOCTOSITEJIbHO
MPEyCMOTPEHHBIE  MTPOTPaMMOM
3a/1aHusl, JIOMYCTUBILIEMY
MPUHITUTTHATFHBIC OIITHOKH B
BBITIOJIHEHUHM  TIPEAYCMOTPEHHBIX
MPOTPaMMOM 3alaHUM.

[lepeuenr ymeHuii, 0CBauBae€MbIX
B paMKax JUCIUTIIUHBI:
OCYLIECTBJISATH MOUCK, aHAIU3 U
WCIIO0Ih30BaHUE HOPMATHUBHO-

OueHka «5» - «OTIMYHOY
BBICTaBJISIETCS, €CITH
00y4JarImuics JeMOHCTPUPYET
rIIyOOKHE 3HaHUS TEOPETUYECKOTO
Y IPAKTUYECKOTr0 MaTepuaa 1o

Onenka
pe3yIbTaToOB
BBITTOJIHEHUS
MIPaKTUYECKON
paboThI
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MIPABOBBIX JOKYMEHTOB B
npuMeHeHuH K 3aaadam J[OVY;
COCTaBIISATh 1 OPOPMIIATH
YIPaBICHYECKYIO U
poEeCCHOHATIBHYIO
JTOKYyMEHTAINIO B COOTBETCTBHUE C
HOpPMaTUBHOM 0a30ii;
UCIIOJIB30BaTh YHU(DUITMPOBAHHEIE
(OpPMBI IOKyMEHTOB;
OCYIIECTBIISATH JEIOBYIO
MEPENUCKY U MOAJIEPKUBATD
AIIEKTPOHHBIE KOMMYHHKAIINH;
MPUMEHSTH CPENICTBA
MH()OPMAIIMOHHBIX TEXHOJIOTHI
IS CO3JIaHust U 0(hOpMITeHUS
JTOKYMEHTOB;

pa3buparbes B CUCTEME
BHYTPEHHETO JOKYMEHTO000pOTa
OpraHU3aINH;

OCYIIECTBIISITh XPaHEHHUE U TIOUCK
JTOKYMEHTOB;

pa3bupaTbcs B HOMEHKIIAType
ze;

MCTIOJIB30BaTh COBPEMEHHOE
nporpaMMHoe o0ecrieueHue B
3JIEKTPOHHOM
JIOKyMEHTO000pOTE;

MPOBEPATH HATMYHE B
IIPOU3BOJILHBIX NTEPBUYHBIX
OyXTaJITepCKUX TOKYMEHTax
00s13aTeNIbHBIX PEKBU3UTOB;
COCTABIISAT aKTHI U CIIPABKH 110
pe3ybTaTaM BHYTPEHHETO
KOHTPOJIS;

(bopMHpOBATh MPOEKTHI MPUKAZ0B
U PacopsKEHUH 10 IIPOBEICHUIO
BHYTPEHHET'O KOHTPOJIS;

- cocmasnsams U opopmasimo
cydcedHbIE nUCbMA;
- ogopmasame OOKymMeHmbl NO

MpyoOO8bIM OMHOULEHUSIM, 8 T.Y.
mpyoo8oti 002080p

TeMe MPaKTHYECKOU PabOTHI,
MOKAa3bIBAET YCBOCHHE OCHOBHBIX
MOHSITHIA, UCIIOJIb3YEMbIX B
pabote, 6€301MO0YHO U B TIOJTHOM
00BbeMe BBITTOJTHSET 3a/laHue.
OneHka «4» - «XOpOILIO»
OOyuaronuiicst IEMOHCTPUPYET
3HaHUA y4eOHOro MaTepuaa 1o
TEeMe MPaKTHYECKOU PabOTHI,
JIOITyCKasi He3HAYUTEIIbHbIC
HETOYHOCTH TIPH BBITTOJIHEHUHU
3aJlaHus IPU MIPABUIILHOM BBIOOpE
ITOPUTMA PEIICHHUS 3a/IaHUS.
Ouenka «3» -
«YIOBIIETBOPUTEIHHO
BBICTaBIISICTCS, €CIIH
00y4Jaromuics B 1IEJIOM OCBOMII
MaTtepua MPakKTHIeCKON padoTHI,
JIOTTYCKaeT OLINOKH MpU
BBITIOJTHEHUH 3a/IaHUS, BEIOOD
aIrOpUTMA BBITIOJTHEHUS 3a/1aHuUs
BO3MOXKCH ITPH HABOISTIIHX
BOIpOCax MpernoaaBaress.
OueHka «2» -
«HEYIOBIETBOPUTEIHHO
BBICTABIIICTCS 00yYJaromEeMycs,
€CIIi OH UMEET CYLIECCTBEHHbBIC
POOEITBI B 3HAHUSIX OCHOBHOTO
y4eOHOro Marepuana
MPAKTUIECKON paOOThI, IOIyCKaeT
OIIMOKY TIPU BBHITTOTHEHUH
3aJlaHusl, HETPABUIIBHO BRIOMpAET
aJrOPUTM JIEVCTBUMA.

DKcnepTHOe
HaOJIIoeHue 3a
XOJIOM BBITIOJTHEHUS
MPaAKTUYECKOU
paboThI
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