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AHHOTanust pado4eii MporpamMmsbl
cnennanabHocTu 38.02.04 KomMepuus (10 oTpaciisim)
001menpogeccHOHAIbHON TUCUMILIIHHBI
OI1.04. TOKYMEHTALHNOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

Pabouas nporpamma o6mienpodeccrnoHanbHON AUCIUIUIHHBI pa3padorana Ha ocHoBe PI'OC
CIIO. Bkmouaer B  ce0s: macmopt pabodeit nporpaMmbel  (MeCTO
obmenpodeccuoHaibHOW ~ AuciuIUiHBl B cTpykrype  IIIICC3, wmenmn w  3agaum
oOuienpodeccuoHalbHOW AUCHMILUIUHBL — TPEeOOBAHUSA K pe3ylbTaTaM OCBOCHHUS IUCIUILIUHBI);
CTPYKTYpPY W cojepkaHue oOmenpodecCHoHaIbHOW AUCHUILIMHBI (00beM M BUABI Yy4eOHOMH
paboThl, TeMaTUYECKUN IUIaH U cojepkaHue o01enpohecCuoHaIbHON TUCIUIUIMHBI); YCIOBUS
pealu3aluy  AMCUMILIMHBL  (TpeOOBaHUS K  MHUHUMAJIbHOMY MaTepUalIbHO-TEXHUUYECKOMY
obecrieueHn0, MHPOPMALIMOHHOE OOecredeHrue OO0ydYeHHUs], MEePEYCHh PEKOMEHIYEMBIX YUeOHBIX
u3nanuii, lHTepHET-pecypcoB, OCHOBHOW U JIONOJHUTENIBHON JIUTEPATyphl); KOHTPOJIb U OLIEHKY
pe3yIbTaTOB OCBOCHHUSI 001IeNTPO(heCcCHOHATEHON TUCITUTIINHBI.

KosinuecTBO 4acoB HA OCBOeHHE NMPOrpaMMbl Y4eOHOI JUCHUILUIMHBI. MAKCUMAIIbHON yueOHOU
Harpy3ku oOyJaromierocsi_7/2 dvaca, B TOM YHCJIE:

00s13aTeNbHON ayIMTOPHON yueOHOI Harpy3ku odydaromierocs_48 4acos;

IIpaKTU4ecKas MoAroToska — 34 yaca,

CaMOCTOSITeNIbHOM paboThl 0OyUaromerocs_24 daca.

Bun npomesxxytouHoii artectanuu: 1uddepeHIIMpOBaHHBIN 3a4eT.

HaumeHnoBanue pa3ieinos:
1. JlokymMeHTHpOBaHHUE YIPABIEHYECKON JEATEIbHOCTH.
2. Cuctema opraHu3alMOHHO-PACHOPSAUTEILHON JOKYMEHTALH
3. JloroBopHO-TIpaBOBas JOKyMEHTAIIUS
4. TlpeTeH3MOHHO-UCKOBAsl JOKYMEHTAIUs
5. Opranu3zaius paboThl ¢ JOKYMEHTaMHU
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1. MACIIOPT PABOYEM MPOTPAMMBI YYEBHOM JUCIHHAIIINHBI
«JIOKYMEHTAIHOHHOE 00ecIieueHHue YIIPABJIEeHHUI»

1.1. ObaacTs npuMeHeHus1 padoyeil MPOrpaMMbl

PaGouass mporpamma y4eOHON ITUCHUIUIMHBI SIBJISIETCS YacThIO MPOrpaMMbl MOJATOTOBKU
CHenuanrucToB cpennero 3seHa B cooTBeTcTBUM ¢ ®I'OC mo cnemmansaoct CIIO 38.02.04
Kommeprius (1o otpacisim).

Pabouas mporpamma y4ueOHOW IUCHMIUIMHBI MOXET OBITh HCIIOJNB30BaHA B MpPOTrpamMMax
JOTIOTHUTEIBHOTO MPO(ecCHOHATBEHOTO 00pa30BaHHUS.

1.2. MecTo yueOHo# qucuunannbl B crpykrype IHIICC3:
I[1.00 IlpodeccrnonanbHBINA UK.

1.3. Heau u 3agaumn y4eOHOM NMCHUILUIMHBI — TPEOOBAHUSA K Pe3yJibTATAM OCBOEHMS y4eOHO
AUCHHUIJIMHBI:

B pe3ynbrate ocBoeHUs yueOHON AUCHUILIMHBI 00Y4aIOLUICs JOKEH YMETh:

- 0hOpMIIATE U TPOBEPATh NPABWIBHOCTb OQOPMIICHHS JOKYMEHTAllUH B COOTBETCTBUHU C
YCTAHOBJICHHBIMH TPEOOBAHUSAMHU, B T.4U. UCII0JIb3Ys HH(OPMAIIMOHHBIE TEXHOJIOTUY;

- IPOBOJUTH ABTOMAaTU3UPOBAHHYIO 00pabOTKY TOKYMEHTOB;

- OCYILECTBJISATh XPAaHEHUE U IOUCK JOKYMEHTOB;

- UCTIOJIH30BATh TEJICKOMMYHUKALIMOHHBIE TEXHOJIIOTHH B AJIEKTPOHHOM JIOKyMEHTO000pOTE.

B pe3ynbTate 0CBOCHHUS YyUeOHOM AMCIUIIMHBI 00YYAIOIIUICS JOIDKCH 3HATh:

- OCHOBHBIC IMOHATHUA: LEJIH, 3ada41 U IPUHIHIIBI JOKYMCHTAIHOHHOT'O olecrieueHns YIIpABJICHUA,

- CHCTEMbI JOKYMEHTAIIMOHHOTO 00ECIICYCHHUS YIIPABICHHS, X aBTOMATH3aIIHIO;

- KJIACCU(UKAIIHUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U O(OPMIICHHUIO TOKYMEHTOB;

- OpraHu3alMi0 JOKYMEHTOO0OpOTa: mpueM, OO0pabOTKy, PErucTpanuio, KOHTPOIb, XPaHCHHUE
JOKYMEHTOB, HOMEHKJIATYPY €71

1.4. Kosiu4ecTBO 4acOB HA OCBOeHHe padoyeii mporpaMMbl y4eOHO# THCIMIIIMHBI:
MaKCHMaJbHOU yueOHOU Harpy3Kku oOyuaromerocs_/2 4aca, B TOM YHCIIE:
00s13aTeNTLHOM ayTUTOPHOU yUeOHOM Harpy3ku oOy4Jaromierocs_48 vacos;
IpaKkTUYecKas MoAroToBka — 34 yaca;
CaMOCTOSITEITLHOM paboThI 0Oy4Jaromerocs_24 daca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0bem yueOHOM TUCHUIIMHBI U BUABI Y4eOHOH padoThl A1 04HOH (GOpMBI

00y4eHus

Buna yueOHoii padoThl Oovem uacos
MakcumaibHas yyeOHas Harpy3ka (Bcero) 72
Oo6s13aTe/ibHAsI ayUTOPHAsI ydeOHAasi HATPY3Ka (Bcero) 48

B TOM YMCJIC:

nabopaTopHbIE PaOOTHI —

MPAKTUYECKUE 3AHATUS 14

paKTUYeCcKas MOJrO0TOBKA 34

KOHTPOJIbHBIE paOOTHI -

KypcoBasi pabota (IIpOeKT) (eciu npedycmompeHro) —

CamocTrosiTejibHas padoTa o0yuyariierocsi (Bcero) 24

B TOM YMCJIC:

camocTrosiTeNbHas paboTa HaJ KypcoBOMl paboToil (IpoeKkToMm) (eciu

npeoycMOmpeHo)
pabota ¢ nHGOPMAITMOHHBIMH HCTOYHHKAMH 14
BHEAYJIMTOPHAsI CAMOCTOsITeNIbHAs paboTa 10

Ipomesxcymounas ammecmayust 6 popme oughgepenyuposantoco 3avema




2.2. TemaTuyeckuii IJIaH U cojiepkaHue y4eOHo Tucunminabl JJokyMeHTallMOHHOE o0ecnieyeHne ynpaBJaeHust

HaumeHoBaHne ConepixaHue yu4eOHOro MaTepHaJia, 1adopaTopHble padoThl H NPAKTHYECKHe 3aHATHS, O0bem | YpoBeHb
pa3aesioB M TeM caMoCTOosITeJIbHAs paboTa 00y4alomuxcs, KypcoBas padora (IpoeKT) (eciu npedycmompeHst) 4acoB 0CBOEHMS
1 2 3 4
Paznen 1.
JlokymeHTHpOBaHHE
yHpaBJIeHYeCKOMH
aesTeabHoctu (JIOY) 10
BBenenne Cosiepkanne yueOHOro MaTepuaa
1 | TlousTHE, IEJH, 320241 M IPUHIUIIBI 1eJIONPOU3BOACTBA
[Tonsitue, nenu u 3agaun quciuiuInHbL «JJOY». CBA3b €€ ¢ NpyriuMu TUCHUIIHHAMH. 2 1
JlabopaTopHble paboThI -
[IpakTryeckue 3aHATHA -
KoHTposbHbIE paboThI -
CamocrosiTesnibHas paboTa 00yJaroIuXcst —
Tema 1.1. CosiepkaHre yueOHOro MaTepuasa
TocynapcTBennas 1 [ Focynapcreennas cucrema J0Y 2 2
cuctema JJOY JlabopaTopHble paboThI -
[IpakTHueckue 3aHITHU -
KoHTposbHbIE paboThI -
CamocrosiTesnibHas paboTa 00yJaroIuXcst
1. PabGora ¢ wuHpOPMAIMOHHBIMH HCTOYHHKAMu: «['OCyaapcTBeHHas cUCTeMa JIOKYMEHTALMOHHOTO oOecredeHus
ynpasienus. OCHOBHbIE 1oJioxeHus. O0mye TpeOoBaHus K JOKYMEHTaM H ClTyk0aMm JJOKyMEHTAI[HOHHOTO 00eCIICYSHUS.
@3 «O6 nHbopManmu, HHGOPMATH3ALNH H 3aIIUTE HHOOPMAITII 6
Paznen 2.
CucremMa OpraHM3alMOHHO-
pacnopsiAuTebHOM
JOKYMEHTAIHH 22
Tema 2.1. Conepkanne yueOHOro Marepuana
Kaaccuduxanus 1 | Knaccudukamus opraHu3anMoHHO-PACIOPSAUTEIbHON JOKYMEHTAIIMH
OPraHu3aluoOHHO- YuudunupoBannas cucrema OPJl. Kmaccuduxanms OPJ/I: opraHmsamioHHBIE TOKYMEHTHI, PacHOpSIUTEIHHEIC,
pacnopsiAuTeIbHOI CIpaBoOYHO-MH(OPMAIOHHBIE, CIy)KeOHble McbMa. TpeOoBaHMs K COCTABICHHIO U 0)OPMIICHHIO JIOKYMEHTOB 2 2
noxymenrauuu (OPJI) JlaGopaTopHbIe paGoThI -
[IpakTHueckue 3aHsITHU
1. CocraBnenue 1 3aN0THEHUE OIAHKOB MPHKAa3a 110 JMIHOMY COCTaBy
2. CocraBiieHue NpUKa3a 1Mo OCHOBHOM JIeSTeIbHOCTH
3. CocrasjieHue 1 0pOpMIICHHE TIPHKa3a 00 YUETHOMN MOJIUTHKE OPraHU3alnu 6
KonTponsHsie paboThl -
CamocrosTenpHas paboTa 00ydaromuxcs
1. Pabora c wundpopmanmonusiMu wuctounmkamu: "T'OCT P 6.30-2003. T'ocymapctBeHHBIH cTaHmapT Poccuiickoit
Oenepanuyn. YHUPUIUPOBAHHBIE CHCTEMBI JIOKYMEHTAlMH. YHUQHUIMPOBAHHAs CHCTEMa  OpPraHU3alMOHHO-
pacropsauTenbHON JoKyMeHTamH. TpeboBanns K 0hOpMIICHHIO TOKYMEHTOB" 4




1

Tema 2.2.
Knaccuduxanus
KOppeCcnoHAeHIHH

ConepxaHue yaeOHOTro MaTepuala

1 | CopaBo4yHo-nHGOPMALMOHHbBIE JOKYMEHTDI
CnpaBo4yHO-MH(pOpMALMOHHbBIE TOKYMEHTBI: aKT; JOoKJIaaHas (Ciry:xeOHas) 3amucka, crpaBka. [opsmok cocraBieHus
1 0(OpPMIICHHSI aKTOB PEBU3HH KACCh, aKTOB CBEPKH PAacUETOB MEXIy 1eOUTOpPaMH U KpeTUTOpaMU

2 Kaaccudukauus koppecnoHaeHUHH

Knaccudukaiius KOppecoHICHINN: HHAITUATHBHAS W OTBETHAS, JIEJIOBAas U KOMMepUecKast. SI3bIK U CTWIIb JEJI0BOM
KoppecroHaeHIMU. THUIOBEIC U TpadapeTHbIC CITy>KeOHbIC MTMChMa. VIHUIIMATHBHBIC U OTBETHBIC CIYKEOHBIC MHChMA.
ITucbMa-3anpochl ¥ MUCHMA-OTBETHl OpraHU3alUMN-KPeIUTOPOB. THUIOBHIE TapaHTUHHBIE MHUCbMa OT OpraHU3alui
(rapaHToB) 0aHKaM O TMOTAIICHUHM KpeauTa. THUIIOBOE COMPOBOJUTEIBHOEC MHCHMO K J0roBopy. TpeOoBaHus K
COCTABJICHUIO M O(POPMIICHHIO BHYTPCHHUX U MEXIYHAPOIHBIX TeJIETpaMM, TeIeGOHOrpaMM U TeJe(PaKcoB

3 | Akrbl. CocraBjieHHe U 0poOpMIeHHE AKTOB.

JlabopaTopHBIe pabOTHI

HpaKTI/I‘IeCKI/Ie 3aHATHA

1. CocraBienue u OCI)OpMJ'IeHI/IC cbMa-3anpoca U NMCbMa-OTBCTA

KonTponbHbIe paboTh

CamocrositenpHas paboTa 00yJaromuxcst

1. CocTaBienue ¥ 0pOpMIICHHE TEIErPaMM, TeIe(aKcoB

Paznen 3.
JorosopHo-npaBoBasi
JOKYMeHTaIHsI

Tema 3.1.
Bupas1 norosopos

Conepkanue yueOHOro Marepuana

1 Cucrema 10roBOPHO-NIPABOBOIi TOKYMEHTAIIUH.

2 | Bujabl IOTOBOPOB M MOPSIIOK HX COCTABJICHUSI

3 | Jorosopa kymiau-npoaaxu. Cocrapienue u ohopmieHne J0roBopa KyIin-nmpoaasku.

4 | TIporokoJbl. CocraBiieHne U 3aM0JIHEHHE POTOKOJIOB.

JlabopaTopHbie pabOThI

[IpakTHueckue 3aHITU

KonTtpospHble paboTH

CamocrosiTenbHas paboTa 00yJarommxcCs

Tema 3.2.
KoMmmepueckue akTbl

CopepxaHue yaeOHOro Matepuaa

1 | KomMepueckune akThI
Kommepdeckne akThl: aKTBI MO MPHEMKE MPOAYKIMH (TOBApOB) IO KOJIUYECTBY M KAYECTBY, aKTHl MO OKA3aHHIO
BO3ME3IHBIX YCIIyT

JlabopaTtopHsle paboThI

HpaKTI/I‘ICCKI/IC 3aHATHA

1. CocTaBienue ¥ 0OpMIICHHE aKTOB 110 IPUEMKE NMPOAYKIMH (TOBAPOB) 10 KOJUUYECTBY U KAYECTBY

KonTposbHbIe paboThl

CamocrositesibHas paboTa 00yJaromuxcst

1. CocraBieHue u 0(1)OpMJ'I€HI/I€ AKTOB I10 OKa3aHUIO BO3BME3JIHBIX YCIIYyT




1 2 3
Tema 3.3. Copeprxanne yueOHOro MaTepHaia
JloBepeHHOCTH 1 | loBepennoctn
JloBepeHHOCTH: Pa30Bble, CIICIHAIbHBIE, TEHEPAIbHbIC 2
JlabopaTopHBIe pabOTHI —
IIpakTuueckue 3aHATHUL —
KonTponsHbie paboThl —
CamocrosTenpHas paboTa 00ydJaromuxcs
1. CocraBierne u opopMIICHHE Pa30BOH TOBEPEHHOCTH 2
Pasnen 4.
IIpereH3MOHHO-HCKOBasK
JIOKYMEHTAIMsA 10
Tema 4.1. Conepxkanue yueOHOro MaTepuana
IIpereH3noHHO-HCKOBAs 1 | IIpeTeH3HOHHO-HCKOBAs TOKYMEHTALMS
JOKYMeHTALHs HopmaruBHas 0a3a 1O paccCMOTPEHHMIO CIIOPOB MEXAy IOpUAWYECKUMH Jnamu. llpaBmina odopmieHus
MPETEH3HOHHBIX nrceM. PopMyIIsip 0T3bIBa Ha IPETESH3HIO. 2
2 | IIperensuonnoe nmucbMo. CocraBiienne H ohopMJIeHHE. 2
3 | Iperensus. CocTaBjieHHe H 3aM0JJHeHHE (POPMYJIAPA 0T3bIBA HA MPETEH3HIO. 2
JlabopaTopHBIe padOTHI
[IpakTHyeckue 3aHATHS
KoHTposbHbIE paboThI
CamocrosiTesnibHas paboTa 00yJaroIuxcst
1. Pabora c¢ wuHGOPMAMOHHBIMH HWCTOYHHKAMH: M3y4uTh 3aKOHOIATENbHbIE M HOPMATHUBHBIE JOKYMEHTHI IO
NPETEeH3UOHHO-UCKOBOW JIOKYMEHTALUU
2. 3anmosHeHuEe POPMYIIIpa HCKOBOTO 3asBJICHUS 4
Pazgen S.
Opranusanus padoTsl
¢ TOKYMEHTaMH 12
Tema 5.1. CopepxaHue yaeOHOro Marepuaa
Opranusanus padoTsl 1 | Crpykrypa n pynkuun cay:xé 10Y
¢ JOKYMEHTaMH Crpykrypa u ¢yHkimu ciyx06 JJOY: ynpasieHue nenamu, ceKpeTapuar, KaHUespus, skcrenunus. OpraHusaiust
paboThl ¢ fokyMeHTanuei. KoHTposk HCIONHeH s JOKYMEHTOB 2
2 | CucremaTH3alMs JOKYMEHTOB M HX XpaHeHHe
Cucremaruzanusi JOKyMEHTOB M uX xpaHeHue. HomeHruaTypa nen. XpaHeHHe JOKYMEHTOB M Clada WX B apXHB.
EnuHcTBO TpeOoBaHMi K XpaHEHHIO JJOKYMEHTAIMHU B JEJIONPONU3BOJICTBE M apXUBE. 2
JlabopaTopHsle paboThI —
[IpakTHyeckue 3aHATHS
1. OcopmiieHne OyXraaTepCKUMH 3aIIUCSIMK BBIOBITHS TOBAPOB. 4
KonTposbHbIe paboThl
CamocrositesibHas paboTa 00yJaromuxcst
1. 3anosHeHMe GJ1aHKa OMKCH JIeJT JUTS TOCTOSIHHOT'O XPaHEeHUS
2. Pabora ¢ wuHdopmanmonHeiMH ncrouHukamu: Ilocranosienue IIpaButensctBa PP or 17.06.2004 N 290 "O
DenepalbHOM apXUBHOM areHTcTBe" 4




1 |

2 3

IIpakTryeckas MoAroToBKa 34
[TpumepHas TeMaTHKa KypcOBOH pabOTHI (TIPOEKTA) (eciiu npedycmompeHsi) —
CamocrosiTenpHas paboTa 00yJarommxcsi HaJ KypcoBoi paboToi (IPOeKTOM) (eciu npedycmomperol) —
Bcero: 72

Ji1st XapaKTEepUCTUKH YPOBHS OCBOEHHSI yUeOHOTO MaTepHaia UCIONIb3YIOTCA ClIEAyIoIue 0003HaUSHNS:
1. — o3HaKOMHUTENBHBIH (Y3HaBaHHE PaHee W3YUYCHHBIX O0OBEKTOB, CBOHCTB);

2. — penpOIyKTUBHBIN (BBIMOJIHEHHE JICATSILHOCTH TI0 00pa3Ily, HHCTPYKIIMU ITH ITOJT PyKOBOJICTBOM);
3. — IPOIyKTUBHBIN (IUTAHUPOBAHUE U CAMOCTOSITEIIBHOE BBITOITHEHUE JISTSIBHOCTH, PEIICHHE TPOOJIEMHBIX 3a/1a4).




3. YCJOBMS PEAJIM3ALINY YYEBHOI JUCHMUILINHEI

3.1. TpeGoBanusi K MUHMMAJIBHOMY MaTEePHAIbHO-TEXHUYECKOMY 00ecrieyeHHI0
Peanuszanns y4yeOHOM AMCHMIUIMHBI TpeOyeT Hanmu4us ydyeOHOro KaOWHETa JOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpaBiaeHUs; MaCTEPCKUX — ; Tabopatopuit —

O06opynoBaHue yueOHOTO KaOHUHETA:

- pabouee MeCTO MpenojaBaTes;

- paboume MecTa, OOOpYIOBaHHBIC IIEPCOHAIBHBIMA KOMIIBIOTEPAMH TI0  YHUCITY
00yJarouxcs;

- mporpammuoe obecneuenne (MS Office, Koncymprantllnroc, yuebnoe mocobue B
aNeKTPOHHOM 06ostouke Moodle, crnaiin-gpunbMel, ToKanbHass KOMIIBIOTEpHAs CeTh, VIHTEpHET);

- yueOHO-MeToIu4YecKoe obecrnedeHune (yueOHoe mocodue, paboyas TeTpajib, METOIUICCKUE
yKa3aHus U CTYACHTOB, pa3aTOuyHble MaTEPUAIIbI);

- KJITaCCHAsl JIOCKa.

TexHuueckue cpeicTBa 00y4eHus:
- KOMITBIOTEPHI C JTULEH3HOHHBIM IIPOTPAMMHBIM 00€CIICYCHUEM;
- cpezcTBa MyJIbTUME A (IIPOEKTOP, IKPaH).

O06opynoBaHe MaCTEPCKOM U PabOYNX MECT MACTEPCKOM: —

O6opynoBanue naboparopuu U paboUrx MeCT J1adopaTOPUU: — :

3.2. NudopmanuonHoe odecriedeHue 00ydeHust
Ilepeyenb yueOHbIX n3aannii, UHTEpHET-pecypcoB, 10NOJTHUTEIbHOM JUTEPATYPbI
OcCHOBHbBIE UCTOYHHKHU:

1. Joponuna, JI. A. JlokyMeHTallMOHHOE O0ecredeHre YIPaBiIeHUs | Y4eOHUK U TPAKTUKYM
JUIs cpeaHero npogeccnonanbHoro oopazosanus / JI. A. Jloponnna, B. C. UputukoBa. —
Mocksa : M3natensctBo FOpaiit, 2019. — 233 c.

2. Ilysanosa, H. H. JlokymeHTanimonHoe o0ecrieueHre yrpaBieHus : yieOHUK U TPAKTUKYM
Uit cpennero npodeccuonansHoro oopasosanus / H. H. lllyBanoBa. — Mocksa :

Wz natenscrBo FOpaiir, 2019. — 221 c.

3. U.K. Kopueesn ,A.B. Ilemenko, B.A. MamyprieB  JlokymMeHTalmoHHoe o0ecrieueHue
ynpasieHus (yueOHuk u npaktukym ans CII0) M- FOpaiit 2019 1. 384 c.

4. Ilysanosa H. H. IBanoBa A.FO.  OCHOBBI /1€710IPOU3BOJICTA: YUEOHUK U MPAKTHUKYM JUIS
CIIO M-IOpaiit 2019 r. 429 c.

5. TOCT P 6.30—2003 T'ocynapctBeHHblii ctanmapt Poccuiickoit ®epepaunun  YCJ|
VYHupuuupoBaHHas  cHCTeMa  OPraHU3allMOHHO-PACHOPSAUTEIbHON  JIOKYMEHTAlUU.
TpeboBanus kK 0(OPMIIEHUIO TOKYMEHTOB.

6. Bbopuckun B. B., [Tonmukapmosa H. M. OdunumanbHoe N1€J10MPOU3BOJICTBO: BHUIBI U
(bOpMBI TOKYMEHTOB : y4e0.-TIpaKT. mocodue - 3-e u3., UCIp. M.: OMET'A-JI
2015 191
7. TImenxo A.B., loponuna JLA. JloKkymMeHTalmoHHOE obecrieueHue yIpaBIEHHUS:
[Mpaktukym: yaeb. mocodue. M.: Akanemusi2014 160c
8. Pymbinuna JLA. JlokyMeHTalMoHHOe o0ecredeHne ynpaBieHus: yueOHuK. — 8- u3n.,

M.: Akanemus2014 224
9. CmpaBouno-npaBoBas cucreMa «Koncynbrantlnrocy / Pexum nocryna:

http://www.consultant.ru/

10. OpurmaneHeri caiit @enepanbsHOTr0 apxuBHOTO areHTcTBa (PocapxmBa): http://archives.ru/
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,Z[OHOJ'IHI/ITGJ'II)HBIC UCTOYHUKH:

11. JlomarnukoBa, E. A. Jlenonpou3BoacTBo : o0pa3isl 10K. ¢ komMmeHT. / E. A. JlomarHukoBa. —
4-e u3x., uctp. — M.: OMEI'A-JI, 2011. — 318 c.

12. Poroxun M.IO. JlokymeHTanimonHoe odecneuenue ymnpasienus. — M.: [Ipocnekr, 2014. — 384
c

13.

Jlarm B.IT., MBanoBa JI.®. [lokyMeHTaIlMOHHOE OOECIICUCHHE yIIpaBiIeHus: yueb. mocobue. —
Yenabunck, 2012. — 76 c.
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOI
JTACIATITAHBI

KoHTposiIb M oOLEeHKa pe3ylbTaToB

OCBOCHHUSI y4e€OHOH JAMCITUILUIHHBI

OCYIICCTBIIACTCA

npenoaaBarCcjicM B IPOHCCCC MPOBCACHHUA IMPAKTUYCCKUX 3aHATHH U TCCTUPOBAHHUA, a4 TAKIKC
BBITIOJTHEHU A O6y‘laI-OH_II/IMI/ICH HUHAUBHUAYAJIIbHBIX 3a,I[aHPII>i.

Pe3ysabTarsl 00yyeHus
(oCBOEHHBbIE YMEHHSs1, YCBOCHHbIE 3HAHNS)

®opMBbI M MeTOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yJabTaToB 00y4eHHsI

YMETb:

- odopMIATH W  TPOBEPATH  MPABHIBHOCTH
ohopMICHHS TOKYMEHTAllMH B COOTBETCTBHU C
YCTaHOBJ'IeHHbIMI/I Tpe60BaHI/ISIMI/I, B T.4.
UCIIONB3Ysl HHPOPMAIIMOHHBIE TEXHOJOTHH;

- TPOBOJHWTH AaBTOMATH3MPOBAHHYIO 00OPaOOTKY
JIOKYMCHTOB;

- OCYIIIeCTBHﬂTB XpaHCHI/IC 1 ITIOUCK I[OKYMGHTOB;

- UCIIOJIB30BAaTh TEIICKOMM YHHKAIIMOHHBIE
TEXHOJIOTUH B JICKTPOHHOM JIOKYyMEHTO000pOTE;
3HATh:

- OCHOBHBIC IIOHATHA: LICJIHW, 3aJa4u U HpI/IHHI/IHBI
JIOKYMEHTAIIHOHHOTO 00ECIIeYCHUS YIIPaBICHHUS;

- CHCTCMBI [[OKYMGHTaIII/IOHHOFO O6GCHGLICHI/I$[
yIPaBJICHUS, HX aBTOMATHU3AIIHIO;

- KJIACCU(UKAIIHUIO TOKYMEHTOB;

- TpeOOBaHHMS K COCTaBJIECHHIO H OGOPMIICHHIO
JIOKYMCHTOB;

- OpraHM3aliio  JOKyMEHTOO0OpOTa: MpHEM,
00paboTKy, pPErucTpanuio, KOHTPOJb, XpaHCHUE
JIOKYMEHTOB, HOMEHKJIATYPY JeJT

Oyenka pe3yivmama
NPAKMUYECKUX 3a0aHULL

6blNOJIHEeHUA

Tecmuposanue

Hmozcosas ammecmayusi 8 gopme
ougpepernyuposannozo 3auema (0151 3a04HOU
Gopmbl 00yuenus 6 hopme 3auema)

Pa3zpaboTuukmu:

I'BIIOY « FOYTK»

npenoaaBareiib

Topramosa T.II.
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