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1. OBIIASI  XAPAKTEPUCTHUKA PABOYEH TIPOTPAMMBI YYEBHOMH
JAACHUITTINHDBI OI1.06 «/lokymeHTaIMOHHOE 00ecnieyeHue YIpaBJIeHus»

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
Y 3HAHUS

Kon YMeHus 3Hanug
IIK, OK

OK 01, OCYIIECTBIISTh TIOUCK, aHAIM3 | COJIEp)KaHUE aKTyallbHOH HOPMATHUBHO-

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 0QOPMIIATH JIOKYMEHTOB;

IK 1.1. YIPaBICHYECKYIO U IpaBUjla COCTaBICHHA U  OPOPMIICHUS
npodeccuoHanbHy 0 yOpaBIE€HYECKUX TOKYMEHTOB U BEICHUS
JOKYMEHTAIUIO B JIEJIOBOM MEepENnMCKY;

COOTBETCTBHE C HOPMAaTUBHON | COCTaB JIOKyMEHTOB CIIELIUAJIbHBIX CUCTEM

6a3oif; JOKYMEHTalUH;

HCIOJIb30BaTh MpaBHJia OpraHU3allii BCEX ATAMOB PAOOTHI

YHUGUIUPOBAaHHBIE (OPMBI C JOKYMEHTaMH;

JOKYMEHTOB; npuwiokeHus — mporpammbl  Windows,

OCYIIECTBIISTh JAEIOBYIO UCTIONB3yEMbIE JUISI  peaju3aluu  3a1ad

MIEPENUCKY U NOAJEPKUBATD J0Y;

ANEKTPOHHBIE KOMMYHHUKAIUH; | COBPEMEHHBIE uHGOpPMAIOHHBIE

IIPUMEHATH CPELCTBA texHonoruu J0OY

MH()OPMAITMOHHBIX MpaBWJIa U CPOKU XPaHEHUS IOKYMEHTOB;

TEXHOJIOTUH 71l CO3/IaHus U (hopMBI TIEPBUYHBIX OyXTalITEPCKUX

odopMmIIeHHs JOKYMEHTOB; JIOKYMEHTOB, COZIepKallluX 00s13aTeNbHbIe

pa3buparbcs B cUcTEME PEKBU3UTHI IEPBUYHOTO YUYETHOTO

BHYTPEHHETO JIOKYMEHTa;

JOKYMEHTO0000poTa Ipoueaypa  COCTaBIEHUS  aKkTa 110

OpraHu3aluiy; pe3yibTataM MHBEHTApU3alluu, IPOEKTOB

OCYIIECTBISITH XpPaHEHHE U MIPUKA30B 110 IPOBEJIEHUI0 KOHTPOJBHBIX

MTOMCK JIOKYMEHTOB; MpoLEeayp.

UCII0JIb30BaTh COBPEMEHHOE - cooeporcanue epaghuxa

IPOrpaMMHOE 00ECTICUECHUE B | OOKYMEHMOo0bopoma,

JIEKTPOHHOM - OCHOGHbIE  HOPMAMUBHO-NPABOBLIE

JIOKyMEHTOO00POTE; 0okymenmsl no peenamenmayuu  JOV:
saxonvl, npuka3zvl, ' OCTei;




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

COCTAaBJISITh AKThI U CIIPABKH 110
pe3yabTaraMm BHYTPCHHETO
KOHTPOJIS;

(bopMHPOBATH TPOESKTHI
MIPUKA30B MO MPOBEACHUIO
BHYTPEHHETO KOHTPOJIS

- cocmagnamo u 0opmaame
cydHcebHble NUCbMA;

- ohopmasams 0OKyMeHmbl NO
mpyoosbiM OMHOWEHUSAM, 8
m.4. mpyooeou 002080p

-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




3. CTPYKTYPA U COAEPKAHUE YYESEHOM JUCIATLINHBI

2.1.00bem yueOHOM AMCUMILINHBI M BUABI Y4eOHOIl padoThl

Buj yueoHoii paboThbl

O0beM B yacax

OBBEM OBPA3OBATEJBHOM MPOT'PAMMBI JTUCITATLTAHBI 48
8 MOM YUC/Ie 8APUAMUBHAS YACMb 22
- TeOpeTHYEeCKoe 00yyeHmne 28
- NPaAKTHYeCKHe 3aHATHS 20
B T.4. TG depeHIIMPOBaHHBIA 3a4eT 2
B T.4. B )OpM€ NMPAKTHYECKOM MOATOTOBKH 20

- IPOMEKYTOYHAS aTTECTAlUA

Qg epeHIIMPOBAHHBIN 3a4eT




TemaTnueckuii niian yueoHoii nucunminabl OI1.06 JlokymenTannonHoe odecniedeHune ynpaBjieHust

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

OI1.06 lokyMeHTanIMOHHOE O00ecnieyeHne ynpaBJieHust

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
cucremMa «IOKYMEHTaIIMOHHOE O0ecIieueHne yrnpasieHus». [loHsaTHe cucreM TOKyMEHTAINH.
AOKYMEHTAIIUH YHUpHUKAIWA U CTaHAAPTH3AMNS YIIPABICHIECKUX JOKYMEHTOB. 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,,
opraHuzamMonHo- | P7.0.97-2016. 'OCTs1 Ha OP/I. TpeboBanus K 0pOpMIICHHUIO TOKYMEHTOB, TpeOOBaHNUS
pacnopsaauTeNbHON | K OJIaHKaM. 2
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,
¢punancono- JIOKYMEHTOB. IIK 1.1.
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.,
npaBoBas paszensl gorosopa. I[IpaBuna opopmieHHs IPETEH3MOHHBIX THCEM. IIK 1.1
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.
JAOKYMEHT0000pOTa, | JOKyMEHTAIMeH, MOCTYMAoIIeH B opranu3anuio. [lepenadya J0KyMEHTOB BHYTPH 2
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.IIK.1.1
TeXHOJIOTHH B npodeccuoHaNbHBIX 3a51a4. Cucmemsl 21eKMPOHHO20 OOKYMEHmMoobopoma &
JAeJIONPOM3BOACTBE | Oyxeanmepuu

B ToM umciie MPAKTHYECKUX U J1Aa00PATOPHBIX 3AHATHI 4

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

3aIpOCaMH.

9




IpakTnyeckoe 3ansTHe Ne 9.. OTeuecTBeHHBIC Pa3padOTKU IPOrPaMM aBTOMATHU3ALIUN

JOY u apxuBHoro nena. Ilpasuna gedenus 31eKmpoHHOU NepentucKu. 2
Tema 2.3 Coaep:xaHue y4ueGHOro MaTepuaJia 6 OK 03., OK 05.,
Oprauuszanus 12. Cucremaru3anus JOKYMEHTOB U X XpaHeHue. [Ipasunia mekyue2o xpanenust 5 OK 09, IIK.1.1
ONepaTUBHOIO U 0okymenmos 8 noopazoenenuu. Homenkinarypa nen. [IpumepHsie u THIIOBBIE
apXHBHOTO HOMEHKJIATYPHbI JIeI. 2
XpaHeHHus 13. TpeboBanus k opopmiienuto aein. [loaroroska u nopsaa0k nepeaayu e B apXuB.
JTOKYMEHTOB B ToM ymc/ie NPaKTHYECKUX 3aHATHI U J1a60PATOPHBIX PadoT 2
IIpakTuyeckoe 3ansaTue Ne 10. Cocraienue u ohopMICHIHE HOMEHKIIATYPHI JIE 2
OyXraJiTepuu
IIpomeskyTounas arrecrauus B popMme auddepeHupoBaHHOIO 3a4eTa 2
Bcero: 48

10




3. YCJIOBUSA PEAJIM3AIIMA TPOTPAMMBI YYEBHOM JJUCHUILIAHBI

3.1. Jlna peanusamuu mnporpaMMbl yd4eOHON IMCLMIUIMHLL IIPELYCMOTPEH KaOuHeT
«JlokyMeHTaImoOHHOE 00ECTICUCHHE YIIPABICHUS

OCHaIlleH 000py10BaHHEM:

— paboure MecTa 00ydJaroIMXcs (CTOJIBI, CTYJIbs) — IO KOJUYECTBY 00yYarOIINXCS;

— pabouee mecTo npenoaaBarens — 1;

— nocka — 1 mir;

— KHIDKHBIN mKkad — 1 mT.;

— y4eOHO-METOINYeCKas JIUTEepaTypa 1o TUCIUILIHHE

— KOMIUIEKT y4eOHO-HATISTHBIX TTOCOOUH

TeXHHYECKMMH CpeIcTBAMH 00y4YeHHUsI:
— HOYTOYK ¢ yuneH3noHHbM [10 — 1 mT;
— TeneBu3op (kpaH) — 1 wr.

3.2. HudopmanuonHoe ofecrnevyeHne peajin3aluu NporpaMmbl
3.2.1. OcHoBHBIe NeYaTHBIE U YJIEKTPOHHbIE W3aHHUS

1. Kopuees, U. K. JlokyMeHTaMOHHOE obecredeHre YIPaBIeHUs | y4eOHUK M IPAKTUKYM
st cpeqHero mpodeccuonanpHoro obpaszosanus / M. K. Kopnee, A. B. Ilmenko, B. A.
Mamrypues. — 2-e u3f., nepepad. u nom. — MockBa : M3garensctBo FOpaiit, 2022. — 384 c. —
(ITIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr : snekTpoHHBIN //
O6pazoBarenbHas mwiardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/492541.

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

3. bacakoB, M.U. JloKyMeHTAaUMOHHOE OOECleYeHHe yIpaBleHus (C  OCHOBAMH
apXxuBOBeJIeHN: ): yueOHoe mocobue / bacakoB M.U. — Mocksa : KuoPyc, 2022. — 216 ¢. — ISBN
978-5-406-07305-6. — URL.: https://book.ru/book/932044

4. JlokyMeHTaMOHHOEe OOecTedenre ynpapieHus: yueOnuk / Bbeikoa T.A., mom pen.,
I'moroBa C.A., KonbkoBa A.1O., Kykapuna FO.M., Ckpunko E.A. — Mocksa : KaoPyc, 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) ¢
W3MEHEHUSMU.

3. Tpynosoii kozekc Poccuiickoit Deepaliuy ¢ H3MEHEHUAMU

4. ®denepanbhblil 3akoH ot 02.07.2006 Ne 149-03 (pen. ot 23.04.2018) «O6unpopmaium,
nHpOpMATHU3ALUH U 3aLUTE UHPOPMALIUNY.

5. denepanbubiii 3akoH ot 06.12.2011 N 402-d3 (pen. ot 26.07.2019) «O
OyXTraJTepCKOM y4eTe».

6. TOCT P 7.0.8-2013. Hammownaneubiii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(OpMaIuy, OMOIUOTEUHOMY U H3ZaTelbCKOMy Jeny. JlenonmpousBoACTBO U
apxuBHOe aeno0. Tepmunsl u onpenenenus. (yrB. [Ipuka3zom Poccranmapra ot 17.10.2013 N 1185-
CcT).

7. TOCT P 7.0.97-2016. HammonanpHbni ctangapt Poccuiickori ®deneparnuu. Cucrema
CTaHJapTOB TO HH(popManuu, OUOIMOTEYHOMY M U3JareiabckoMy aeny. OpraHu3anioHHO-
pacriopsiiuTenbHas JokyMeHTauus. TpeOoBaHus kK odopmileHUIO TOKyMeHTOB (yTB. IIpHkazom
Poccranmapra ot 08.12.2016 N 2004-cr).

8. Meronnyeckue pekomennanuu no npumenenuto ['OCT P 7.0.97-2016

«Cucrema craHfapToB M0 HHPOpPMaLuH, OUOIMOTEYHOMY U U3JATENbCKOMY JEIy.
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https://book.ru/book/932044

OpraHu3anoHHO- PacIoOpSAUTENbHAS TOKyMEHTanus. TpeOoBaHus K O(OPMICHUIO TOKYMEHTOBY» /
Pocapxus, BHUMJIAJI. M., 2018. 91 c.

9. TOCT P HNCO 15489-1-2019. HammonanpHbli cTanmapT Poccwuiickoit dDenepanuu.
Cucrtema ctaHnapToB 1o nHpopmanuu, 6MOIMOTEYHOMY U U3JaTeiabckoMy neny. MHbopmarus u
JNOKyMeHTauus. YmpasieHue aokyMeHTamu. Yacts 1. Ilonstus u npunuunsl. (yTB. Ilpukazom
Poccrangapra ot 26.03.2019 N 101-c1).

10. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «OO0 yrtBepxkaenuu llepeuHsi TUITOBBIX
yIpaBJIEHYECKUX  apXUBHBIX JOKYMEHTOB, OO0pa3yloIIMXcsi B  IpoLecce JAEATeIbHOCTH
rOCYJapCTBEHHBIX OpPraHOB, OPTaHOB MECTHOT'O CAaMOYIMPABJICHUS W OpraHU3alui, C yKa3aHHEM
CPOKOB XpaHEHUS».

11. TIpuka3 Munkynstypsl Poccun ot 31.03.2015 Ne 526 «OO6 yTBep:KIECHUH MpPaBUII
OpraHu3aly XpaHEHMs, KOMILJIEKTOBAaHUS, ydeTa W MCIIOJIb30BAaHUS JIOKYMEHTOB ApXHMBHOIO
¢onga Poccuiickoit depepannuu U Ipyrux apXMBHBIX JTOKYMEHTOB B OpraHax roCyJapCTBEHHOMN
BJIACTH, OPraHax MECTHOI'O CaMOYIIPAaBJICHUS U OPraHU3aALUAX».

12. Muxaiinosa JI.JI. Opranusanusi JOKyMEHTAIIHOHHOTO OOECIIEYECHHUsI yNpaBJICHUS U
byukimonupoBanus opranusaimid. (CI1O). 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-
Metonmdeckoe 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
IPaKTUKyM Uil cpenHero mnpodeccuoHanbHoro oopasosanus /M. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 2-e u3n., nepepad. u gom. — Mocksa : UznarensctBo HOpaiit, 2022. — 384 c. —
(TTpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr : anexkrponusiit // IbC
[Opaiir [caiiT]. — URL: https://urait.ru/bcode/453688

15. Hoponuna, JI. A. JlokyMeHTallMOHHOEe OOecrieYeHHe YIpaBiCHUS : YYeOHUK U
NpakTUKyM JUii  cpeaHero  mpocdeccuoHampHoro — obpasosanus / JI. A. Jloponuna, B. C.
HUputnkoBa. — MockBa : WM3garensctBo IOpaiit, 2021. — 233 c. — (IIpodeccuonanpHoe

obpazosanue). — ISBN 978-5-534-05783-6. — Tekct : anexkrponnsiii // IBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/453767

16. Kysznenos, 1. H. JIokymeHTaIlnOHHOE OOECIIeUeHHE YIIpaBieHus. JJoKyMeHTO000pOT 1
JIeJIOTIPOU3BOCTBO | YUEOHHUK U MPAKTUKYM JUIsl CpeHero npodeccruonanbHoro oopasosanus / 1.
H. Ky3nenos. — 3-¢ m3x., nepepad. u gom. — Mocksa : M3nmatenscrBo HOpaiit, 2021. — 462 c. —
(ITIpodeccnonanproe obpazoBanue). — ISBN 978-5-534-04604-5. — Texkcr : anekrponusiit // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/451242

3.2.3. HnTepHeT-pecypchbi:

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

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

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

Pe3yabTarsl 00yyeHus

Kpurepum oueHkn

MeToabl OLIEHKH

[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 M BEJICHUS JIeJIOBOMN
MEePENUCKH;

COCTaB JOKYMEHTOB CIEIHabHBIX
CUCTEMIOKYMEHTAIIUH;

MpaBHJIa OpPraHU3aIH BCEX
3TanoB paboThI C TOKYMEHTAMHY;
MIPUIIOKEHUS IPOTPAMMBI
Windows, wucmons3yembie
peanuzanuu 3ana4d J10Y;
COBpeMEHHBIC HH()OPMAITMOHHBIC
texHojoruu JJOY

IIOHSATHE ITIEPBUYHOMN
OyXraiaTepckoil TOKyMEeHTallUu;
(hopMbI IEPBUYHBIX
OyXraJaTepCKUX JOKYMEHTOB,
coJiepKalmx 00s13aTebHbIe
PEKBU3HUTHI IEPBUYHOIO YUETHOTO
JIOKyMEHTA;

MpaBUJIa U CPOKU XPaHEHUS
MEPBUYHOIN OyXraiaTepckoit
JIOKYMEHTAIUH;

MpoLEypa COCTaBJICHUS aKTa IO
pe3ynbTataM — WHBEHTapH3alluH,
MIPOEKTOB MIPUKA30B o
MIPOBEACHUIO KOHTPOJIbHBIX
npouenyp

- cooepoicanue
00KyMeHmoobopoma,
- OCHOGHbIE HOPMAMUBHO-
npagosvie O0OKyMeHmbl no
pecnamenmayuu J[OY: 3axonsi,
npuxasvl, [ OCTb1;

-npasuia 0QpopmaeHUs. OCHOBHBIX
DEeK8U3UmMo8 - OOKYMeHmos 8
coomseemcmeuu ¢ I'OCT P 7.0.97-
20164

- KOHMPOTb

JUISA

epaguxa

UCNOJIHEHUA

TectupoBanue.

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

Omnpoc.

OueHka «5» - «OTIMYHO»
CTaBUTCS, €CIIU
00y4aroIUNCATIONHO

U3JIaraeT MaTepual

(oTBeuaeT Ha BOIIPOC), TaET
IIPaBUJIBHOE OIIpEJIEIICHNE
OCHOBHBIX MTOHSTHIA;
00HapyXKUBaeT MOHUMAHUE
MaTepuana.

Onenka «4» - «XOopoIIo»
CTaBUTCS, €CIIM 00yYaroIuics
JIAeT OTBET, YAOBIETBOPSIOIINN
TEM ke TpeOOBaHUAM, UTO U IS
OIICHKH «OTIUYHOY, HO
normyckaerl—2 ommuoku.
OueHka «3» -
«YIOBIIETBOPUTEIHHO
CTaBUTCS,eclii 00ydarouuics
0oOHapy»KUBaeT 3HAHUE U
MTOHMMAaHHUE OCHOBHBIX
MOJIO’KEHUHN JaHHOW TE€MBI, HO
U3JIaraeT MaTepuai HEeMoJIHO U
HEMOCIEeI0BaTENbHO,
JIOITYCKaeT HETOYHOCTH U
OIIMOKYU B OTpeieIeHuU
MOHITUN WIH POPMYJIUPOBKE
MIPaBUIL

Ornenka «2» -
«HEYI0BJIETBOPUTEIILHO
CTaBUTCS, €CIH

oOyuaromuics

0OHapy’KUBaeT

He3HaHue OoJbllel YyacTu
COOTBETCTBYIOILIETO BOIIPOCA,
JIOTTyCKaeT OIUOKH B
(bopMyIIUPOBKE OTpeeTICHHN U
MIPABIII, UCKAXKAFOIIIHE UX
CMBICT,0€CTIOPSTIOUHO H3J1araeT
MaTepual.
JuddepeHumrpoBanHbIi

3adeT Onenka «5» -

«OTJIMYHO» BBICTABIISETCS
obyyJaromemycs,

Tekymmii KOHTPOJIb
TectupoBanue.
VYcrHblii onpoc.

[TnceMeHHBIH ompoc.

IIpomesxkyTounas
aTTecTamus
HuddepennmpoBaHHbIN
3ay4er.
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OOKYMEHMO8;

- mpasuna  cocmaseneHus — u
oopmaeruss CayiuceOHbIX nucem,
ux wabIoH08, CONPOBOOUMENbHBIX
nucem,

- cucmembl INEKMPOHHO20
00KYyMeHmoobopoma,

npasuna 6eoenus JIeKmpOoHHOU
nepenucku,

- Npasuia cocmagieHusi MmeKCcmos
0e108bIX nucem,

- gedenue Kapmomex,

npasuia mexkyuwezco XpaHeHus
OOKYMeHmMO8 8 NoOpazoeieHul

€CIIi JICMOHCTPUPYETCS
BCECTOpPOHHEE,
CHUCTEMAaTHUYECKOEH ITy0oKoe
3HaHHWE Y4EOHOTO
MIpOrpaMMHOT0 MaTepuaia,
CaMOCTOSITENIbHO BBIITOJHEHbI
BCEIPEyCMOTPCHHBIE
MIPOrpaMMoOii 3a1aHUs, AaKTUBHO
paboTaBiieMy Ha
MPAKTUYECKHUX 3aHATHUSAX,
MOKa3aBILIEMY
CUCTEeMaTUYECKUN XapaKkTep
3HaHHUH, a TAK)Ke CIIOCOOHOCTH
K UX CaMOCTOSITEIIbHOMY
nonoJyiHeHu0. OueHka «4» -
«XOPOIII0Y» BBICTABIISIETCA
00yyaromemMycsi, €Ciu
JEMOHCTPHUPYIOTCS TOCTATOYHO
MOJIHOE 3HAHUE Y4eOHO-
MIPOrPaMMHOT0 MaTepuana,
CaMOCTOSITEIIEHO BBIITOJTHCHBI
BCE IPEyCMOTPEHHBIE
MporpamMMoil 3aJJaHusl, OJTHAKO
JIOTIYIIEHbI HETOYHOCTH MPHU UX
BhIoJHEHUU, OLIeHKa «3» -
«YIOBIIETBOPUTEIHHO
BBICTABIIICTCS 00yYJarOmEeMycs,
€CIIi IEMOHCTPUPYIOTCS
POOEITBIB 3HAHUSX OCHOBHOTO
y4e0HO- TPOrPaMMHOTO
MaTtepuaia, CaMOCTOSITETHLHO
BBITIOJTHEHBI OCHOBHBIE
IPeyCMOTPECHHBIE
MIPOrpaMMOii 3a/1aHHUs, OJTHAKO
JIOTTYIIICHBI OITMOKH TIPH UX
BBITIOJTHEHUH.

OneHka«2 -
«HEYIOBIETBOPUTEIHHO
BBICTABJISIETCS 00YyUaIOIEeMycs,
eclii 00HAPYKUBAIOTCS TIPOOEIIBI
B3HAHUSAX WU OTCYTCTBHE
3HAHUWUIIO 3HAYUTEIIBHOW YacTH
OCHOBHOTO y4eOHOTO MaTepuarna,
HE BBINOJIHUBIIEMY
CaMOCTOSITEIIBHO
penyCMOTpEHHBIE TPOrpaMMOi
3aJIaHusl, IOy CTHBIIIEMY
MPUHIIMITHATBHBIC OITUOKHU B
BBITIOJTHCHUH TTPETYCMOTPEHHBIX
IIPOrpaMMoOiM 3aJaHUM.
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[lepeuenp ymeHuil, 0CBauBaEMBbIX
B PaMKax JUCLMILINHBIL:
OCYLIECTBJISATh IOUCK, aHAIU3U
UCIOJIb30BaHUE HOPMATHBHO-
IPaBOBBIX JOKYMEHTOB B
npuMeHeHuu k3agadam 10V
COCTaBJIATH M 0(OPMIISATH
YIPaBIEHYECKYIO U
npo(hecCHOHATBLHYIO
JOKYMEHTALUIO B COOTBETCTBHE C
HOPMAaTUBHO10a30ii;
UCIIOJIb30BaTh
yHH(PUIIPOBAHHBIE (POPMBI
JIOKYMEHTOB; OCYILIECTBIIATh
JIEJIOBYIO IIEPEIIUCKY U
HOJIEP>KUBATh 3JIEKTPOHHBIE
KOMMYHUKAIHH;IPUMEHSATh
cpeacTBa HHPOPMALMOHHBIX
TEXHOJIOTMH JUJIS CO3JaHus U
oopmIIeHHs JOKYMEHTOB;
pa3z0uparbcs B cucTeMe
BHYTPEHHET O
JIOKyMEHTOO000pOTa
OpraHu3aluy;

OCYILECTBIISITh XPAHEHUE U TTOUCK
JIOKYMEHTOB; HCII0JIb30BaTh
COBPEMEHHOE ITPOrPaMMHOE
o0ecreyeHne BAJIEKTPOHHOM
JIOKYMEHTO000pOTE; MPOBEPATH
HaJIN4YMe B IPOU3BOJIBLHBIX
NEPBUYHBIX OYXTaJITEPCKUAX
JIOKYMEHTax 00s3aTeIbHbIX
PEKBU3UTOB; pa30uparbcs B

HOMEHKJIATypEIEN;
COCTaBJISATh aKThl U CHPaBKHU I10
pe3yJabTatamMm BHYTPEHHETO
KOHTPOJIS;

(bopMHpPOBATH IPOCKTHI
MPUKA30B 0 IPOBEICHUIO
BHYTPCHHETO KOHTPOJIS

- cocmaegnams u 0oOpMaAMs
cnysrcebHble nUCbMA;

- oghopmaams OOKyMeHmvl no
Mpyo008biM OMHOWEHUSM, 8. Y.
mpyo0o8otl 002080p

Onenka «5» - «OTIIMYHO»
BBICTABIISIETCS, €CITU
00yyarouncs 1eMOHCTPUPYET
riry0oKHe 3HaHUS
TEOPETUYECKOI O

U MPAaKTUYECKOT0 MaTepHualia mo
TEeMe MPaKTHYECKOU PabOTHI,
MOKA3bIBAET YCBOCHHE
OCHOBHBIX ITOHSTHUH,
UCIOJIb3YEMBIX B padoTe,
0€3011M00YHO U B IOJIHOM
o0BbeMe BBITIOJIHAET 3aJaHuE.
OrneHka «4» - «XOpOoIIo»
OO0yJarmuiics 1eMOHCTPUPYET
3HaHUA y4eOHOro MaTepuaa 1o
TeMe MPaKTHUYECKOi paboThI,
JIOITYCKasl HE3HAYUTEIIbHbIE
HETOYHOCTU TPH BBITIOJIHEHUU
3aJJaHus TIpU IPABUILHOM
BBIOOpEANTOPUTMA PEILICHUS
3aaHusl.

Onenka «3» -
«yZOBJIETBOPUTEIHHO»
BBICTaBIISIETCS, €CITU
00yJarouuics B 11€JI0M OCBOMJI
MaTepuai MPaKTUYECKOM
paboThI,AOMYCKAET OIINOKHU
IIPY BBITIOJIHEHUU 331aHUS,
BbIOOD aJrOpUTMa BBINOJHEHUS
3aJJaHUSIBO3MOXKEH IIPU
HABOJAIIUX BOIIPOCax
npenoaaBaTels.

Onenka «2» -
«HEYI0BJIETBOPUTEILHO
BBICTaBIIIETCS 00yJaromemMycs,
€CJIM OH UMEET CYLIECTBEHHbIE
po0esbl B 3HAHUAX OCHOBHOT'O
y4eOHOro Marepuaina
MPaKTUYECKOH padoThI,
JIOTTYCKaeTOINOKH ITPH
BBITOJIHEHUH 33JJaHU4,
HENPaBUJILHO BHIOMpaET
AJITOPUTM JIECUCTBUM.

Texyuuii KOHTPOJIb:
O1nieHka pe3yibTaToOB
BBITIOJIHCHUS
MPAKTUYECKOU
PaGotel
DKcnepTHOE HAOII0IeHNE
3a XOJOM BBITIOJTHEHUS
MPAaKTUYECKON pabOThI

IIpomeskyTounas
arrecTanus
HuddepennmpoBaHHbIf
3a4er
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