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1. OBHIAS XAPAKTEPUCTHUKA PABOYEH ITIPOTPAMMBI YUYEBHOU
ANCHUIIVINHBI «(JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S

1.1. MecTO JUCUMIIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl:

VYyeOnass gucruruinHa «JlOKyMEHTAIlMOHHOE OOECTeUeHHEe YIPABICHUS) SBISCTCS
00s13aTeNbHOM  YacThi0  00mIEeNpPO(EecCHOHANBFHOTO  IIMKJIa OCHOBHOW  00pa3oBaTenbHOMN
nporpammsel B cooTBeTcTBUM ¢ PI'OC 1o cneruansHoct 21.02.05 3eMenbHO - UMYIIIECTBEHHBIE
OTHOINICHHUSI, TpUCcBarBaeMasi KBanupuKaus 6a30BON MOJTOTOBKU — CIEHHUAINUCT MO 3eMENbHO-
MMYIIECTBEHHBIM OTHOIICHUSIM.

VYyeOnast aucuurinHa «J{oKyMeHTalmOHHOEe OOecledeHrne ympaBlIeHUsS» 00ecreunBacT
dbopmupoBanue mpodeccnoHalbHBIX W OOLIMX KOMIIETEHIMI MO BCEM BUIAM JEATEIbHOCTH
®I'OC CIIO mo cnermmanpHOocTH 21.02.05 3emenpHO - MMyIIeCTBEHHBIE OTHOIIEHUs. Ocoboe
3HaYeHHE AUCLUIUINHA uMeeT rpu GpopmupoBanun u pazsutuu OK 01-OK 10, ITIK 1.1 —TIK 1.5,
MK 2.1 -TIK 2.4, 11K 3.1 —IIK 3.5, [IK 4.1 - [IK 4.6

1.2. Heab ¥ mu1aHupyemble pe3yJbTAThl OCBOCHM S JUCUUIIJIMHBI:

B pamkax mporpammbl y4eOHOM AMCHUIUIMHBI OOYyYaIOIIMMHUCS OCBAaUBAIOTCA YMEHHS U

3HaHUA

Kon
IIK, OK

YMmenns

3Hanug

OK 1.

IToHnMaTh cyniHOCTb U
COLIMATIbHYIO0 3HAYUMOCTb
cBOEH Oymytiei
npodeccuu, MposIBIATH K

HEU yCTOWYUBBINA UHTEPEC

JIEMOHCTpaIus HHTepeca K
cBoeil mpodeccuu;
o(opMIISITE JOKYMEHTAIIHIO B
COOTBETCTBHH C HOPMaTHBHOU
0a30ii, UCTIOB3YS
UHPOPMAIMOHHBIE

TCXHOJIOT'MH,

MIOHATHE, CIH, 3a0aU1 U

MMPUHOUIIBI ACJIOITPONU3BOACTBA,

OK 2.

AHanu3npoBaTh
COIIMAIbHO-3KOHOMUYECKHE
U IMOJINTUYCCKUEC HpO6JIeMI>I
U TIPOLIECCHI, UCTIOIb30BATh
METO/Ibl T'YMaHUTapHO-
COIIMOJIOTMYECKUX HAYK B

PAa3INYHBIX BUAAX

B3aUMO/ICHCTBHE C
oOyJaromumucs,
mpernoaaBaTe/IIMU U
MacTepaMu B X0Jie 00yUICHUS 1
MIPOM3BOICTBEHHOM MPAKTHUK;
OCYIIECTBISTh
aABTOMATHU3AIHMIO 00PabOTKH

AOKYMCHTOB,

OCHOBHBIC ITOHATHUSA
AOKYMCHTAIIMUOHHOT'O

o0ecrievueHus yrpaBICHHUS,




npohecCHOHATILHOM U

COLIMAJILHON JIEATEILHOCTA

OK 3.

OpraHu3oBbIBaTh CBOIO
COOCTBEHHYIO
ACATCIIbHOCTD, OIMPCACIIATH
METOIBI U CIIOCOOBI
BBITTOJTHEHHSI
npodeccuoHaIbHBIX 33/1ad,
OLCHUBATh UX

3 PEKTUBHOCTH M KAYECTBO

OpraHu3arus
CaMOCTOSITENIbHBIX 3aHATHH
MIPU U3YYECHUU AUCLUILINHBL;
YHU(DUITPOBATH CUCTEMBI

JAOKYMCHTAIIUH,

CUCTEMBI JOKYMCHTAlITMUOHHOT'O

oOecrievyeHus yrpaBICHHUS,

OK 4. OCYIIECTBISITH XPaHEHUE U —  KIaccu(UKAIHIO
Pemate npobiemsl, MOUCK JOKYMEHTOB; JOKyMEHTOB,
OLIGHUBATh PUCKH U

MPUHUMATD PEIlIeHUs B

HECTaH/IaPTHBIX CUTYyAIHIX

OK S. OIIPEAEIIATh 3aJa4u JUIsl — HOMEHKJIaTypa
Ocy1ecTBIATh NOUCK, MOKCKa UHPOPMALINY; UH()OPMAITMOHHBIX

aHaJIU3 U OICHKY
uHpopmanuu,
HEOOXOUMOM IS
MOCTAHOBKH U PEIICHUS
poQeCCHOHAIBHBIX 33]1a4,
poQeCCHOHAIBHOTO U

JIMYHOCTHOTI'O pa3BUTHUA

OTIpENeNIATh HEOOXOIUMBbIE
WCTOYHUKH WH(POPMAIINH;
TUTAHUPOBATH MPOIIECC
MTOWCKA,;

CTPYKTYPHPOBATh
noty4aemMyro uHpopmaruio;
BBIJICIIATh HAaNOOJIee
3HAYUMOE B IIEPEUHE
nH(popManuu;

OLIEHUBATh MPAKTHYECKYIO
3HAYUMOCTb PE3yJIbTATOB
TTOVCKA,;

0(OpMIISATH PE3YIHTATHI

IIOHUCKa

MCTOYHHUKOB TIPUMEHSIEMBIX B
npo¢eCcCuOHATBHON
ACATCIIbHOCTH,

[IPUEMBI CTPYKTYpPUPOBAHUS
nH(popManuu,

dbopmat opopmieHuUs
PE3yJIbTaTOB MOUCKA

uHpOopMaIu

OK 6.

PaGorare B KOIEKTHBE U

OpraHHU30BBIBATH paboty

KOJIJICKTHBA U KOMaH/bI,

OpraHu3aluro

JIOKYMEHTO000pOTa: TIpHEM,




KoMaHzie, o0ecreunBaTh e¢ | — B3aUMOJICHCTBOBATH c 00paboTKy, perucTpaiuio,
cruioueHue, 3pGHeKTUBHO KOJUUIETaMH, PYKOBOJICTBOM, KOHTPOJIb, XPAaHCHHE
00IIaThCA C KOJIJIEraMH, KJIIMEHTaAMH B XoJe AOKYMCHTOB, HOMCHKIIATYPY
PYKOBOJICTBOM, npo¢ecCuOHATBHON Acl

noTpedUTeNIMU JeSTeNbHOCTH

OK 7. — OIpEenessaTh aKTYaJIbHOCTh —  coJlep’KaHue aKTyaJlbHOMI
CaMOoCTOSITETLHO HOPMaTHUBHO-IIPaBOBOM HOPMAaTUBHO-ITPABOBOM

OTIPENIETIATh 3a/1au

JTIOKYMEHTAIIU! B

JIOKyMEHTAITUH;

npo¢eCCHOHATBLHOTO U npodeccuoHaIbLHON —  COBpEMEHHas Hay4yHas u
JUYHOCTHOTO Pa3BUTHS, NESITEIIbHOCTH; npodeccroHanpHas
3aHUMAaThCS — TMPUMEHSATH COBPEMEHHYIO TEPMHUHOJIOTUS;
camMo00pazoBaHuEM, Hay4YHYIO —  BO3MOXXHBIE TPACKTOPUU
OCO3HAHHO TJIAHUPOBATH npodeCcCUOHATIBHYIO po¢eCcCHOHATBLHOTO
MOBBIIICHUE KBATH(DUKAITIT TEPMHHOJIOTHIO; pa3BUTHS U
— OIpeaensaTh U BHICTPaUBATh camo00pazoBaHus

TPaeKTOPUH

npo¢ecCuoHaIBLHOTO

pa3BUTHA U

caMmoo0pa3oBaHMs
OK 8. — OCYLIECTBIIATH — OCHOBHBIC TTOHSTHS

CraBHTh LIETIH,
MOTHBHPOBATh
JIEATENHHOCTD
MMOYHMHEHHBIX,
OpPTaHU30BBIBATH U
KOHTPOJHPOBATH

UX paboTy C IPUHATHEM Ha
ce0s OTBETCTBEHHOCTH 3a
pE3yNbTAT BHIMOTHEHHUS

3aJJaHuN

aBTOMATH3AINI0 00pabOTKH

AOKYMCHTOB,

AOKYMCHTAIIUOHHOT'O

oOecrieueHus yrpaBieHUs;

OK 9.
BeITE TOTOBEIM K CMEHE
TEXHOJIOTUU B

npodecCuoHATBLHOM

- YHU(UIHUPOBATH CUCTEMBI

JOKYMCHTAIIUH,

CUCTEMbI JOKYMCHTAIITUOHHOTI'O

oOecrie4eHns yrpaBJIcHHS,




ACATCIIbHOCTHU

OK 10.

Oco3HaBaTh U MPUHUMATh
OTBETCTBEHHOCTH 32
IKOJIOTHYECKUE
MOCTIEICTBHS
npodecCuOHATbHON
JIeITEIbHOCTH, COOJTI0ATh
periaMeHThbI 1o
AKOJIOTMYECKOU
0€30MacHOCTH U MPUHIIUIIBI
palMOHATILHOTO
MPUPOIOTIONB30BAHUS,
BBIOMPATH CIIOCOOBI
MOBBILICHUS
3KOJIOTUYECKOM
0e30MmacHOCTH
npoecCHOoHANBHOM

ACATCIIBHOCTH OpraHu3aluu

OCYIIECTBJIATh XPAaHCHHUE U

IOUCK JOKYMCHTOB;

- KJIaCCU(UKAINIO JOKYMEHTOB;

IIK 1.1. - OCYIUIECTBISTh - TpeOOBaHUA K COCTABICHUIO 1
CocraBisThb 3eMEIbHBIN aBTOMaTH3aLUI0 00PaObOTKH o opMIIEHHIO TOKYMEHTOB;
OanaHc paiioHa JOKyMEHTOB;

IIK 1.2. - HCHOJb30BaTh - OpraHu3alHUIo
[ToaroraBnuBathb TEJEKOMMYHHUKAIIMOHHBIC JIOKyMEHTO000pOTa: IIPUEM,
JOKYMEHTAIIUIO, TEXHOJIOTHH B AJIEKTPOHHOM 00paboTKy, perucTpanuio,

HEOOXOAUMYIO IS
MIPUHATHS YIIPABICHUESCKUX
peLIEeHUH IO
OKCIUTyaTallui U Pa3BUTHIO

TEpPUTOPUI

JIOKyMEHTOO0O0POTE;

KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypy

Jcia

IIK 1.3.
I'otoBuTh NpeIOKEHUS 110

OIIPEICTICHUIO

- o(opMIIATH JOKYMEHTAIIHIO B

COOTBCTCTBUU C HOpMaTHBHOfI

0a30ii, UCTIOIB3YS

— IIOHATHEC, OCIH, 3ada4YU U

MMPUHOUIIBI JCJIOITPONU3BOACTBA,




HKOHOMUYECKOU UHPOPMAaIMOHHBIE

3P PEKTUBHOCTH TEXHOJIOTHH;

HCITOJTH30BaHUS

MMEIOIIIETOCS

HEJABM)KMMOTO UMYIIIECTBA

IIK 1.4. OCYIIECTBIISATh — OCHOBHBIE TIOHATHS

Y4acTBOBAaTEL B
MIPOCKTUPOBAHUH M AaHAITU3E
COIIHAJILHO-

9KOHOMHYCCKOI'O pa3BUTUA

aBTOMATHU3AIMIO 00PabOTKH

JTOKYMCHTOB;,

AOKYMCHTAIITUOHHOT'O

oOecrievyeHus yrpaBICHHUS,

TEPPUTOPUHN
IIK 1.5. YHU(PHUIUPOBATH CUCTEMBI - CHCTEMBbI IOKyMEHTAallMOHHOTO
Ocy1ecTBisTh JIOKyMEHTAIHH; o0ecrieueHus yIIpaBICHHUS;

MOHUTOPHHT 3EMCJIb

TEPPUTOPUU
IIK 2.1. OCYIIECTBIISATH XpaHCHUE 1 - KJIacCH(PUKAIUIO TOKYMEHTOB;
Brimonagars KOMILIEKC MOMCK JIOKYMECHTOB;

KaJJaCTPOBBIX IPOLEAYD

IIK 2.2.

OnpenensaTb KanacTpOBYIO

OCYIIIECTBIISATh

aBTOMATH3AINIO0 00pabOTKH

Tpe6OBaHI/I5{ K COCTaBJICHUIO U

o opMIIEHHIO TOKYMEHTOB;

CTOUMOCTb 3€MEITb JTOKYyMEHTOB;

IIK 2.3. HCIOJIb30BaTh - OpraHu3alHUIo

BeImonHATE  KaJacTpOBYIO TEJIEKOMMYHHUKAIMOHHBIE JTOKyMEHTO00O0pOTa: IIPUEM,

CHEMKY TEXHOJIOTUH B AJIEKTPOHHOM 00paboTKy, pErucTpanuio,

JIOKyMEHT0000pOoTE; KOHTPOJIb, XpPAaHECHHE

JTOKYyMEHTOB, HOMEHKJIATYPY
aen

IIK 2.4. o(hopMIISITh JOKYMEHTAIIMIO B | — TOHATHE, ICJH, 33]1a4d 1

OcymiecTBiATh COOTBETCTBHHU C HOPMATHBHOU MPUHIUIIBI ISJIOMPOU3BOJICTBA;

KaJaCTPOBBIA U

0a30ii, UICTIOIB3YS

TEXHUYECKUH ydeT MH(pOPMALIMOHHbIC
00BEKTOB HEIBMIKUMOCTHU TEXHOJIOTHH;
IIK 3.1. OCYIIECTBIISATh — OCHOBHBIC TIOHATHS

BrimonHATE paboTHhI 110

aBTOMATH3AINI0 00pabOTKH

JTOKYMCHTOB;,

AOKYMCHTAIIUOHHOT'O

oOecrieueHus yrpaBICHHUS,




Kaprorpado-
re01e3HYECKOMY
00€eCIIeueHUI0 TePPUTOPHU,

co37aBaTh rpaguiecKre

MaTepuabl
IIK 3.2. - YHUQHUIHUPOBATH CHCTEMBbI — CHCTEeMBbI JOKYMEHTAIHOHHOTO
Hcnonp30Bath JTOKYMEHTAIHH; obecrieueHus yIpaBICHNUS;
rOCyIapCTBEHHBIC

reo/Ie3NYECKUe CeTH U
HUHBIC CCTHU HJIA
MIPOU3BOICTBA KapTorpado-

re0JIe3NIECKUX paboT

IIK 3.3.
Hcnonb3oBars B
MPAKTUYECKOU
NEeSITEIIbBHOCTH
reouH(pOpMalMOHHbIE

CHUCTCMBI

OCYIIECTBJIATH XPaHCHHUE U

IMOHUCK JOKYMCHTOB,;

I(J'IaCCI/I(I)I/IKaL[I/IIO JAOKYMCHTOB;

IIK 3.4.

OnpenensaTb KOOpAUHATHI

OCYIIIECTBIISATh

aBTOMATH3AINIO0 00pabOTKH

Tpe6OBaHI/I5{ K COCTaBJICHUIO U

o opMIIEHHIO TOKYMEHTOB;

T'paHUI 3€MCJIbHBIX HOKYMCHTOB;,

YYaCTKOB U BBIUUCIATD UX

IJI0IATN

IIK 3.5. - HCHOJb30BaTh - OpraHu3alHUIo

BrInonHATs MOBEPKY U
IOCTUPOBKY I'€0JI€3UNYECKUX

pUOOPOB U HHCTPYMEHTOB

TCIICKOMMYHHKAIIMOHHBIC
TEXHOJIOTHHU B 3JICKTPOHHOM

JIOKyMEHTOO0O0POTE;

JIOKYMEHT0000pOTa: IpUeM,
00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHCHUE
JOKYMEHTOB, HOMEHKJIATYPY

Jcia

MK 4.1.
OcymiecTBISITE COOp U
00paboTKy HEOOXOAMMOUN 1

JOCTaTOYHOM HH(pOpMaUU

oopMIISITE JOKYMEHTAIIHIO B
COOTBETCTBHH C HOPMaTHBHOU
0a30ii, UICIOJIB3Ys
UHPOPMAIMOHHBIE

TCXHOJIOT'MH,

IOHATHUC, LICIIHU, 3aJa4Y1 1

IMPUHOHUIIBI ACJTONPONU3BOICTBA,




00 00BEKTE OLIEHKU U

AHAJIOTMYHBIX 00BEKTAX

IIK 4.2.
[Tpou3BOANTH pacyeThl MO

OLICHKE 00BbEKTa OLIEHKU Ha

- o(opMIIATH JOKYMEHTAIIHIO B

COOTBCTCTBUU C HOpMaTHBHOfI

0a30ii, UCIOB3Ys

— IIOHATHEC, OCIH, 3ada4YU U

IMPUHOUIIBI ACJTIONIPONU3BOCTBA,

OCHOBE ITPUMEHUMBIX UH(OPMaLMOHHBIE

MOAXO0JI0OB U METOJ0OB TCXHOJIOTUH;

OLICHKH

IIK 4.3. - OCYUICCTBIISAThH - OCHOBHBIE TIOHATHS

O06001aTh pe3yabTaThl,
MOJTyYEHHBIC MTOIX0IaMH, U
naBaTh 00OOCHOBAHHOE
3aKJIF0YCHHE 00 UTOTOBOM
BEJIUYHHE CTOMMOCTH

00BEKTA OLIEHKHU

ABTOMATHU3AIHMIO 00PabOTKH

JTOKYMCHTOB;,

AOKYMCHTAIIUOHHOT'O

oOecrievyeHus yrpaBICHHUS,

IIK 4.4.

PaccunTthIBaTh CMETHYIO
CTOMMOCTb 3JaHUH U
COOpPY’KEHHH B
COOTBETCTBUH C
JEHUCTBYIOIUMU
HOpMaTUBaMU U
IIPUMEHSIEMBIMU

METOJHUKaAMU

- yHU(HULIHUPOBATH CUCTEMBI

JAOKYMCHTAIIUH,

— CHCTEMBbI JOKYMCHTAIIMUOHHOTI'O

oOecrievyeHus yrpaBieHUs;

IIK 4.5.
Knaccudunuposarts 3n1anus
U COOPY’KECHHUSI B
COOTBETCTBUU C MPUHATOMN

TUIIOJIOTUEN

— OCYHICCTBJIATH XPpaHCHUC U

MMOHUCK JOKYMCHTOB,

- I(J'IaCCI/I(I)I/IKaLII/IIO JAOKYMCHTOB;

IIK 4.6.

OdopMIIITE OLICHOYHYIO
JOKYMCHTAIMIO B
COOTBETCTBUH C

TpeOOBaHUSAMHU

- odopmIiieHHE OIIEHOYHON
JIOKYMCHTAIHH B
COOTBETCTBHH C
TpeOOBAHUSIMH HOPMATHBHBIX

aKTOB, PETYJIHPYIOIINX

— IIOHATHEC, OCIH, 3ada4YU U

IMPUHOHUIIBI ACJTIONIPONU3BOCTBA,
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HOPMAaTHUBHBIX aKTOB, MPaBOOTHOUICHUS B 3TON
PEryJIUpYIOIIUX obuactu
MPABOOTHOIIECHHS B 3TON

oOacti

2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOH JMCHHUIIJIMHBI M BUABI Y4e0HOH padoThI

Bua yueOHoii padoThI

O0BeM yacoB

CymMmapHasi yyeOHasi Harpy3Kka BO B3aUMO/IeliCTBUHM € NpenoaaBaresiemM 32
Camocmoamenvnan paboma 16
O0bem 00pa3zoBaTeJIbHOM MPOrPaMMbI 48
B TOM YHCIIE:

TEeOpeTUIecKoe o0ydeHue 16
nabopaTopHbIe pabOTHI (€CIU PETYCMOTPEHO) *
IIPAKTUYECKHE 3aHATHS (€CIIN IIPELyCMOTPEHO) 16
KypcoBas paboTa (mpoeKT) (€CIM MperyCMOTPEHO) *
KOHTpPOJIbHAs paboTa *
KOHCYJIbTaI[U! *
KOHCYJIbTAIlMH Nepe/l SK3aMEHOM *
IIpomeskyTOoUHAs aTTecTALMS MPOBOAUTCH B (hopme 2

oughghepenyuposannoeo 3avema
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2.2. TemaTu4eckuii IJIAaH U coiep:KaHue y4eOHOM TUCHUIINHBI

HanmeHoBaHue Coaepxanue yueOHOro Matepuasia u (OpMbl OPraHu3alNu AeATeJbHOCTH Oo0bem Koanbi
pa3aesioB u TeM o0yJarouuxcs JacoB KOMIIeTeHII U,
¢dopmupoBanmnio
KOTOPBIX
crocod0cTByer
3J1eMEeHT
NMPOrpamMmsbl
1 2 3 4
Pa3nea 1. /lesionpou3sBoacTBO, KaK cepa ynpaBjaeHYeCKOH NeATeJbHOCTH 32
Tema 1.1. Conep:xxanue yueOHOro MmaTepuaja 2 OK 01-OK 10
HoxymeHTanus 1. TlonsTue, 1enu, 3aJa41 U PUHIIUIIBI JISJIOMPOU3BOJICTRA. IIK 1.1 - TIK 1.5,
2. OcCHOBHBIC TTOHITHS JOKYMEHTAI[MOHHOTO 00ECIICYCHUS yIIPABIICHHS. [IK 2.1 - TIK 2.4,
3. OcHOBHBIE CBOMCTBA JOKYMEHTOB M X (DYHKIIMH B CUCTEME YIIPABIICHHUS. I[IK 3.1 - TIK 3.5,
4. Bwuapl JOKYMEHTOB, UX KJIACCUPUKAITUL [IK 4.1 -1IK 4.6
CamocrosiTesibHAasi padoTa 00y4arOIIMXCS: 1
CamocrositenpHass padota Nel: Cucmemamuueckas npopabomka KOHCNEKMO8 3aHAMULL 1
YueOHOU U cneyuanrbHoU mexHudeckou qumepamypsl (no eonpocam K napazpagam, 21aeam
YuedHbIX NOCoOUU, COCMABIEeHHbLIM npenoodasamenem)
Tema 1.2. Conep:xxanue yueOHOTro MmaTepuaJ 2 OK 01-OK 10
YHuuumposaHHas 1. YHu¢ukanus u cTangapTU3alus - Kak OCHOBHBIE HAIIPABJIEHUS COBEPILICHCTBOBAHUS IK 1.1 - TIK 1.5,
cucreMa u JIOKYMEHTOB ¥ IOKYMEHTAIIMOHHOTO 00ECIICYCH S YITPABJICHUS. IIK 2.1 - TIK 2.4,
cranpaprusauus OPJT 2. ®enepanbHblii 3akoH oT 27 mons 2006 . N 149-®3 «O6 uadopmaiyu, HHPOpMaTH3ALUH 1 IIK 3.1 -TIK 3.5,
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3anUTe HHPOPMALIUN.

3. [lepeyeHb OCHOBHBIX FOCYIAPCTBEHHBIX CTAHJAPTOB HA YHU(DUIIMPOBAHHBIE CHCTEMBI

JIOKYMEHTAIIUH.

4. OcHOBHBIE TIOJIOKEHUS TOCYTAPCTBEHHON CHCTEMBI IOKyMEHTAIIMOHHOTO 00eCIICYCHHUSI

yIIpaBJICHUS.

5. CoctaB yHU(UIIMPOBAHHBIX CUCTEM JOKYMEHTAIlMU: OpraHU3allMIOHHO-PACTIOPSAUTEIbHAS,

OTYCTHO-CTAaTHUCTHUYECCKa, (bPIHaHCOBaH u ap.

CamocrosiTesibHast padoTa 00y4arOIIUXCH:

CamocrosrenbHas padora Ne 2: H3yuume mpebosanus cospemeHnblX 3aKOHOO0aMeNbHbIX
HOPMAMUBHbLIX AKMO8 U HOPMAMUBHO-MEMOOUUECKUX OOKYMEHMO8, PelAMEHMUPYIOUUX

60Npocsl opeanuzayuu OOKyMeHmalz;uOHHOZO obecneyenus ynpaeieHusl.

I[IK 4.1 -TIK 4.6

Tema 1.3.
TpeboBanust k
0hOpMIICHHUIO

JIOKYMEHTOB

Conepxanue y4eOHOro MaTepuasa

1. TpeboBanust k 0OPMIICHHIO U COCTABIICHUIO JOKYMEHTOB.

2. ®opmynsap-obpazenr OP/I.

3. Hopwms! 1 paBuia opopmieHust JOKyMeHTOB B cootBeTcTBHM ¢ ['OCTom P 7.0.97-2016
«CucreMa cTaHIapTOB 1O HH(POpPMAIUK, OMOINOTEYHOMY U U3/IaTEILCKOMY JIETTy.
OpraHu3anroHHO- PACIOPSAUTENbHAS JOKyMeHTalus. TpeOboBaHus K 0OPMIICHHIO

AOKYMCHTOB).

4. HopmaruHo-npaBoBble akThl Poccuiickoil @enepanum, peraaMeHTHpYoIIee AeHCTBUS 110

HCITOJIH30BAHUIO YJIEKTPOHHOU IU(PPOBON MOATTHCH

5. Tlonstne «OmaHk MOKyMeHTa». Bumbl OnmaHkoB: oOmuii OinaHk, OJaHK MHUChbMa, OJAaHK

KOHKPCTHOTO BUId JOKYMCHTA.

6. IlpaBuna odopmieHUs, U3TOTOBIICHUS, YU€Ta, UCMIOIBL30BAHUS U XpaHEHUS OJTaHKOB

OK 01-OK 10

IIK 1.1 - IIK 1.5,
IIK 2.1 - IIK 2.4,
IIK 3.1 - IIK 3.5,
I[IK 4.1 -TIK 4.6
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OpraHu3aIuu.

TemaTnka NpaKTHYECKUX 3aHATHH U J1a00paTOPHBIX padoT:

[Tpaktuueckoe 3anstue Ne 1: «CocraBinenue dhopmyisipa-o0pasiia JOKyMEHTa

CamocrosiTesibHast padoTa 00y4arOIIUXCH:

CamocrosrenpHas padora Ne 3: Mzyuenue I OCTa P 7.0.97-2016 « Cucmema cmanoapmos no

ungopmayuu, 6ubIUOMEUHOMY U U30AMeENbCKOMY deny. OpeaHu3ayuoHHO- pacnopsOumenbHasl

ooxymenmayus. Tpebosanus Kk oghopmaenuro OOKYMeHmos».

N N NN

Tema 1.4.
Knaccudukanms n
odopmiieHne
OpTraHU3AIMOHHO-
pactopsIUTETbHBIX

nokymeHnToB (OP/])

Conepxanue y4eOHOro MaTepuasa

1. Knmaccudukamus n opopmiieHne opraHu3alioOHHBIX JOKYMEHTOB.

2. Knaccudukanus u opopmieHne paciopsIuTeIbHBIX JOKYMEHTOB.

3. OO6mas xapakTepHUCTHKa U 3HAaY€HUE OPTaHN3aMOHHO-PACTIOPSIUTEIHLHON TOKYMEHTAIIUH

(OP/I). Bugser OP/I.

4. Tlopsinok cocraBieHusi, opopmieHus U ucnoiab3zoanust OP/I.

TemaTnka NpaKTHYECKUX 3aHATHH M J1a00paTOPHBIX padoT:

[Tpaktuueckoe 3anstue Ne 2: Cocmasnenue u ogpopmienue 0CHOBHbIX BUOOB

Op2aHuU3aAyUOHHbLX ()OKyMeHmoe

[Ipaxtuueckoe 3austue Ne 3: Cocmasnenue u oghopmnenue 0CHOBHbBIX 8UO08

pacnopsaoumenbHbix 00OKYMeHmMO8

CamocrosiTesibHasi padoTa 00y4arOIIMXCS:

CamocrosrensHas padora Ned: Cocmagnenue u oghopmenue 0CHOBHBIX 8U008

OpcanHu3ayuUOHHblX I/lpaCI’ZOP}l()ume]ZbelX 0OKyM€Hm06

OK 01-OK 10

IIK 1.1 - IIK 1.5,
IIK 2.1 - IIK 2.4,
IIK 3.1 - IIK 3.5,
I[IK 4.1 -TIK 4.6

Tema 1.5.

JenoBas

Conep:xxanue yueOHOro marepuasa

1. KOppCCHOHI{CHL{I/IH, €€ BU/bI, ITOHATHUEC, CYIITHOCTD.

OK 01-05,
OK 09-11;
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KOPPECTIOHICHITUS 2. 3akoHOJaTeIbHbIC U HOPMAaTUBHO-METOMYECKHE OCHOBBI JCJIOBOM Niepenucku B Poccun. IIK 1.1-1.4;
3. IlpaBuna oopmieHuUs JEIOBOTO MUChMA. K 2.1-2.7;
4. SI3BIK U CTHIIh OUITUAIBHBIX TTUCEM. IIK 3.1-3.4;
5. Bujpl muceM B OpraHbl TOCYJaPCTBCHHOTO YIIPABIICHHSL. [K 4.1-4.7
6. Ilepenucka 1eTOBBIX JIIOJEH MO SJIEKTPOHHOM MOUTE.
7. ®enepanbublit 3aK0H 0T 06.04.2011 Ne 63-D3 «O0 351eKTpOHHOMN MOATIHUCH
TemaTHka NpaKTHYECKUX 3aHATHH U J1a00paTOPHBIX padoT:
[TpakTraeckas pabota Ned: Cocmasnenue u ogpopmaerue nucbMa-npocbowl u 2apaHmuiiHo2o
nucbma.
CamocrosiTesibHast padoTa 00y4arOIMIUXCH:
CamocrosrenpHas padora Ne5: Cocmasnenue u opopmienue nucbma-npueiauieHusl, 3anpocd,
OMKA3a, CONPOBOOUMENLHO2O NUCLMA, UHPOPMAYUOHHO20 RUCLMA U M.O.
Tema 1.6. Coaep:xkanue yueOHOro MaTepuaa OK 01-05,
Undopmanuonno- 1. HudopmarmonHo-cripaBOYHbIC TOKyMEHTHI. IX Ha3HaueHue, GopmMyIsapbl-00pasIib. OK 09-11;
CripaBOvHAsA 2. Tlpomuenypa coctaBieHus u 0GopMICHUSI HH)OPMAIIHOHHO-CITPABOYHBIX JOKYMEHTOB. IK 1.1-1.4;
AOKYMCHTALIMS 3. Ob6nactb npuMeHEeHUsI HHOOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB. 1K 2.1-2.7;
TeMaTHKa NPAKTHYECKHX 3aHATHIi ¥ J1a60PATOPHBIX PadoT: 1K 3.1-3.4;
1K 4.1-4.7

[Ipaktuueckas padborta NeS: Cocmasnenue u ogpopmnenue uHhopmayuonHo — cnpagoyHvLX

OOKYMeHmMO8

CamocrosiTesibHast padoTa 00y4arOIMIUXCH:

CamocrositensHas padora Ne6: Cocmasnenue u ogpopmunenue unpopmayuoHHo-cnpagoyHbIx

c)oxymeﬂmoe opzanuzayuu.
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Pa3nea 2. Opranusanusi padoThl ¢ JOKyMeHTAMH 14
Tema 2.1. Coaep:xkanue yueOHOro MaTepuaa 2 OK 01-05,
Opranuzanus 1. TlonsTHE «TOKYMEHTOO00POTY. [IpUHIHMIIBI OpraHu3aIu JOKYMEHTO000poTa. OK 09-11;
JIOKyMEHTO0b0poTa 2. Tabens  ¢GopM  JOKyMEHTOB, MNPHMEH’IEMBIX B  opraHusanuud. Pabora IK 1.1-1.4;
KOH(HICHIIMATHHBIMU JOKYMEHTAMHU. I1K 2.1-2.7;
3. DIEKTPOHHBIH JOKYMEHTOOOOPOT. IIK 3.1-3.4;
4. I'pynmbl fokymeHToB. [Ipuem u iepBuuHas 06paboTKa JOKyMEHTOB 1K 4.1-4.7
5. IloHATHE UCXOIAMMUX JOKYMEHTOB. TpeOoBaHus, MpeIbsIBIIEMbIe K UCXOIAIINM
JIOKYMEHTaM.
6. Ilonarue Bxoasumx 10KyMeHTOB. [IOHSITHE BHYTPEHHUX TOKYMEHTOB.
7. OtnpaBka JOKYMEHTa
TeMaTuKa NPAKTHYECKUX 3AHATUI U J1a00PaTOPHBIX PpadoT: 2
[TpakTrueckoe 3anstue Ne6. CocraBieHrne CXeMbl IOKYMEHTOO00pOTa B OpraHU3aIun 2
CamocrosiTesibHasi padoTa 00y4arOIIMXCS: 2
CamocrositensHas padora Ne7: M3ydenune [IpaBut neaonpou3BoicTBa B rOCy1apCTBEHHBIX 2
OopraHax, OpraHax MECTHOT'O CaMOYIIPaBIICHHUs, yTBEPKIEHHBIN ITpuKa3oM Pocapxusa ot
22.05.2019 Ne71
Tema 2.2. Conep:xxanue yueOHOro MmaTepuasa 1 OK 01-05,
Perucrpanus u 1. OcoGenHnoctr 06pabOTKU BXOSAIINX JOKYMEHTOB. OK 09-11;
KOHTPOJIb UCTIOJTHCHUSA 2. TpeboBaHHs K pETHCTPALIUU JOKYMCHTOB. IK 1.1-1.4;
AOKYMCHTOB 3. CornacoBaHue, MOANMCAHNE U PETHCTPAINS JOKYMEHTA. MK 2.1-2.7,
4. KoHTpOJb UCIIOIHEHUS] JOKYMEHTOB. 1K 3.1-3.4;
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5. IlpaBuia UCnoJIb30BaHUE COKPALICHHUE B JOKYMEHTAX.

11K 4.1-4.7

CamocrosiTesibHast padoTa 00y4arOIMIUXCH: 2
CamocrositensHas padora Ne8: «Ilopsimok HCTIONTHEHUS TOKYMEHTOBY 2

Tema 2.3. Conepxanue y4eOHOro MaTepuasa 1 OK 01-05,

Opranuzanus 1. IlpaBuna cocraBiieHHs] HOMEHKIATYpPHI JIE. OK 09-11;

XpaHeHus JOKYMEHTOB | 2.  ®dopMUpOBaHHUE JEIL. K 1.1-1.4;
3. XpaHeHHue TOKyMEHTOB. IIK 2.1-2.7;
4. DKcHepTu3a EeHHOCTH JOKYMEHTOB. 1K 3.1-3.4;
TeMaTuKka NPAKTHYECKHUX 3AHATUI U J1a00pPaTOPHBIX PadoT: 2 1IK 4.1-4.7
[Ipaktuueckoe 3ansTre Ne§. CocraBneHue u ohopMIeHHE HOMEHKIIATYPHI €. 2
CamocrosiTesibHast padoTa 00y4arOIIUXCH: 2
CamocrositensHas padora Ne9: Hzyuums mpebosanus Pedepanvroco 3akona «O6 apxuenom 2

oene 6 Poccuiickoti @edepayuuy om 22.10.2004 N 125-D3

IIpome:xyToyHast arrecranus B popMe nupPepeHIUPOBAHHOIO 3a4era

Bcero:

48
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3. YCJIOBHUA PEAJIN3AIIMA TPOT' PAMMBI YYEBHOM JUCHUIIINHBI

3.1. [Jlas peanu3anuM NPOrpaMMbl Y4eOHOH JMCHMIUIMHBI JOJKHBI ObITH
NpeaycMOTPeHbI cJieAyIolue creluajbHble NoOMelleHUs:
Kabuner  «Jokymenmayuonnoe  obecneyenHue  ynpaeieHus»,  OCHAIICHHBIN
o0opyoBaHUEM:
—  TI0CaJI0YHBIEC MECTa M0 KOJUYECTBY 00yUaroImuXcs;
— pabouee MeCTO IpenoaaBaTes;
—  JIOCKa,
- mKkadwl,
—  y4eOHO-METOAMYECKHE MaTepHalIbl;
—  KOMIUIEKT 3aKOHOJIaTEIbHBIX U HOPMaTUBHBIX JTOKYMEHTOB;
—  KOMIUICKT y4eOHO-HATJISIHBIX IMOCOOMM MO IUCHUIIIMHAM (TaOJWIBI, CXEMBI, IIIaKaThl
OyMaXHbIC JIJAMUHUPOBAHHBIE).
MynbTuMeaa-KOMILIEKT (TEpEeABUKHOM): DKpaH, KOJIOHKH, HPOEKLIHMOHHBIA CTOJIUK,
npoektop CASIO XJ-F210WN, cucreMHbIi OJIOK C YCTaHOBJIEHHBIM JIMIICH3MOHHBIM

porpaMMHBIM o0ecriedueHrneM — onepanuonHas cucrema Windows , MS Office, Adobe Reader.

Jlaboparopust  Jlokymenmauuonnoe - obecneyenue  ynpaeieHus  OCHAICHHAS
HEOOXOAMMBIM JIJISl Peasi3aIliy IPOrpaMMbl YI€OHON TUCITUTIIIMHBI 000PYI0BAaHHEM:
— aBTOMAaTHU3UPOBAHHBIMU PAOOYMMHU MECTAMU IO KOJIMYECTBY 00YyUaIOITUXCS;
— paboyuM MECTOM MpernoaBaTessi, OCHAIICHHBIM MYJIbTUMEIUIHBIM 000py10BaHHEM;
— IIIKOJILHOM JOCKOM;
— CHpaBOYHBIMU ITpaBOBeIMH cucTemamu (I'apant, KoHncynprantt);

— KOMIUIEKTOM y4eOHO-METOIUYECKON JOKYMECHTAIIIH.

3.2. UnpopmannoHHOe oOecrnedeHre peaJn3aluu NpPorpaMmMbl
Jlnst peanmuzani mporpamMmbl  OuOauMoTeuHbId (OHI 00pa3oBaTENbHON OpraHU3aIuN
JIOJDKEH UMETh TeYaTHbIC W/HITH 3JIEKTPOHHBIE 00pa3oBaTeIbHble U HHPOPMALIMOHHBIC PECYPCHI,

PEKOMEHAYEMBIX Ul UCTIOIBb30BAHUS B 00pa30BaTEIHLHOM MPOLIECcCe

3.2.1. IleuaTHble U3AaHUS
1. TOCTa P 7.0.97-2016 «Cucrema craHmapToB mo wuHbopmanuu, OUOIMOTECUHOMY U
u3aTeabckoMy aeiny. OpraHu3alMoOHHO- paclopsuTeNbHas JokyMeHTanus. TpeboBanus k

O0(OPMIICHUIO TOKYMEHTOBY.
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10.

11.

I'oCT P 7.0.8-2013 HaumonansHbii cranpapt Poccuiickoir ®Denepanmu. Cucrema
cTaHgapToB  mo  uH(popmamuu,  OUOIMOTEYHOMY M M3AATENbCKOMY  JIENy.
«/lenonpon3BoCTBO U apXUBHOE /1€710. TEepMUHBI U ONPEACICHUS»

[TpaBunia nenomnpousBoAcTBa B (enepanbHbIX OpraHax HCHOJHUTENBHON BIACTH, YTB.
noctanoBiieHueM [IpaButensctBa Poccuiickoit @enepanun ot 15 urons 2009 r. Ne 477
[IpaBun  nmenonmpou3BOJACTBA B TOCYAAPCTBEHHBIX  OpraHax, OpraHax MECTHOTO
caMOyIIpaBJIeHUs, YTBEPKAEHHBIN npuka3oM Pocapxusa ot 22.05.2019 Ne71.

®denepanbublit 3aK0H oT 27 utofist 2006 1. N 149-D3 «O6 napopmanmu, nHGOpMATH3AIUN U
3amuTe nHpoOpMaIum.

Oenepanbublil 3akoH «O06 apxuBHOM fnene B Poccuiickoit @enepanuu» ot 22.10.2004 N
125-@3

®enepanbubiit 3aK0H 0T 06.04.2011 Ne 63-D3 «O06 37EKTPOHHOM MTOITUCHY

bacakoB M.U. JlokyMeHTAIlMOHHOE OOECICUYCHHUE YIPaBICHUS: YUYCOHUK Il CTYJICHTOB
yupexaenuit CI10. — M.: ®enukce, 2017 1.

MaptsiHoBa O.B. OcHOBBI peakTHpoBaHus: yueOHOe mocodue s Had. pod. oOp. 3a-Be.
— 5-e u3n., mepepad. u gom. — M.: «Akagemus», 2018;

[Tmenko A.B. JlokymeHTalmoHHOE OOeCredYeHUe YMIpaBJICHHS: YYEOHHUK JUIsl CTYJICHTOB
yupexaeHuil cpeaHero npogeccruoHansHoro oopasosanus/A.B. ITmenko, JI.A. JlopoHuHa.
— 16-e u3n., crep. — M.: U3narensckuil eHTp «AkaneMus», 2018.

[llysamosa H.H., UBanoBa A.KO. OCHOBBI J€ONMPOU3BOICTBA. YUCOHUK M MIPAKTUKYM ISt

CIIO.- M.: U3narensctBo FOpaiit, 2016, 375c¢.

3.2.2. D1eKTpPOHHBbIE N3AaHUSA (3TEKTPOHHBIE PECypPChl)

1.

[IpaBoBOEe oOecrieueHrne MPOPECCHOHATHPHOU NEATETLHOCTH [DJIEKTPOHHBIA pecypce]| —

Pexxum noctyma: http://ru.wikipedia.org

[IpaBoBoii  caiir  «Koncynbrant Ilmroc»  [OnexTpoHHbld  pecypc] —  Pexum
nocryna:http:// www.consultant.ru
Poccutickuii mopTan oTKpeITOro 00pa3oBaHus [DIEKTPOHHBINA pecypc]| — Pexxum moctyma:

http://www.openet.ru

HHutepHer-cTpanuna Bcepoccuiickoro Hay4YHO-UCCIEA0BATEILCKOIO UHCTUTYTa

JIOKYMEHTOBEICHUS U apXuBoBeaeHUss www.vniidad.ru www.rusarchives.ru

HHuTepHeT-cTpaHuiia rocyJapcTBEHHOTO KOMUTETa CTATUCTUKN WWW.gKs.ru
Nurtepuer-ctpanuna ['occtangapra www.gost.ru
ApacnanoBa B.A. JlokyMeHTaIIMOHHOE O0ecTieueHne yrnpasieHus [DIeKTpOHHBIN pecypc]:

yueOHO-TIpaKTHUECKoe Toco0ue B cxemax, Tabiunax, obpasuax/ ApacmanoBa B.A.—
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10.

11.

12.

13.

14.

15.

16.

OJIEKTpOH.  TeKcToBble  naHHble.—  CypryT:  Cypryrckuii  rocyaapCTBEHHBIN
NeJaroru4ecKui YHUBEPCUTET, 2017 — 225 c— Pexxum JOCTYyIIA:

http://www.iprbookshop.ru/87009.html — 3BC «IPRbooks»

bacakoB M.U. [lenonpousBonactBo [JloKyMeHTaIlMOHHOE oOOeCredeHue YyIpaBJICHUS |
[DnekTponHbIl pecypc|: yueOHuk/ bacakoB M.U., 3amsbiikoBa O.M.— DmektpoH.
TeKCTOBbIe NaHHble.— PocrtoB-Ha-Jlony: ®ennkc, 2014.— 376 c.— Pexum nocrymna:

http://www.iprbookshop.ru/59345.html— 9BC «IPRbooks»

bacakoB M.U. JlokymeHTanMoHHOE oOOecmeYeHue yrmpaBieHus (C  OCHOBaMHU
apXuBOBe/IeHH) : yueOHoe mocooue / bacakoB M.M. — Mocksa : KnoPyc, — 216 ¢c. —

(CITO). — ISBN 978-5-406-07305-6. — URL: https://book.ru/book/932044 — Tekcr :

JJIEKTPOHHBIN.
['ony6 W.b. JlutepaTypHoe pemakTupoBaHue [DIEKTPOHHBIA pecypc]: yueOHoe mocobue/
['ony6 U.b.— DnektpoH. TekcToBbie nanHble.— Mockga: Jloroc, 2016.— 432 ¢.— Pexum

nocryna: http://www.iprbookshop.ru/66412.html— 9BC «IPRbooks»

JlokyMeHTanmonHoe o0ecriedeHre yrpasneHus : yueonuk / beikosa T.A., mox pen. u ap.
— Mocksa : KaoPyc, — 266 c. — (CIIO). — ISBN 978- 5-406-05649-3. — URL.:
https://book.ru/book/932895 — TeKcCT : 3JIeKTPOHHBIH.

KopobGeiinukoBa A.A. PeueBas ciy>xeOHast KyJabTypa [ DIEKTPOHHBIN pecypc]: IpakTUKym/
KopobeiinukoBa A.A.— DIeKTpoH. TEKCTOBBbIE HaHHble.— OpeHOypr: OpeHOyprckuii
rocynapctBeHHbli  yHuBepcurer, ObC ACB, 2015.— 172 c¢— Pexum pocrymna:
http://www.iprbookshop.ru/33654.html — 3BC «IPRbooks»

Kysnenosa U.B. JlokymeHTarimoHHOe o0ecrieueHre yrnpaBieHus [DIeKTPOHHBINH pecypc]:
yuebnoe nocooue s CCY3os/ Kysnenosa U.B., Xauatpsn [.A.— DneKkTpoH. TEKCTOBbIE
nannele.— CaparoB: Al Ilm Op Memma, 2016.— 109 c.— Pexum pocryna:
http://www.iprbookshop.ru/44181.html — 3BC «IPRbooks»

Kysnenosa U.B. JlokymeHTarmoHHOe oOecrieueHre ymnpaBieHus [DIeKTPOHHBINA pecypc]:
yuebnoe nocodbue st CIIO/ Kysnenoa W.B., Xauatpsn ['.A.— DJIEeKTpOH. TEKCTOBbIE
nanubie.— CaparoB: [IpodobpazoBanue, A [lu Op Memua, 2019.— 166 c.— Pexum
nocrtyma: http:// www.iprbookshop.ru/80326.html— 3BC «IPRbooks»

CmupuoBa E.II. Jlemompou3BoacTtBo sl cekperaps. Pa3paboTka, yd4er W XpaHEHUE
CIIy’)KeOHON TOKyMEHTaluuu [DIeKTPOHHBIM pecypc]: mpakTudeckoe nocooue/ CMupHOBa
E.Il.— DnekTpoH. TekcToBble nanHbie.— CapatoB: Ail [Iu Op Meaua, 2019.— 210 c.—
Pexxum noctyma: http:// www.iprbookshop.ru/79622.html .— 3BC «IPRbooks»

CoBpeMeHHbIH pycckuil s3bIK. Mopdoorus (rnarois, Hapedue, CiIy)KeOHbIe YacTH pPeyn)

[DnexTpoHHBIH pecypc]: yaebHOe mocodue/ H.A. benuk [u ap.].— DIEKTPOH. TEKCTOBBIC
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17.

nanuble.— PoctoB-Ha-[lony: WM3marenbctBo IOkHOTO denepaqbHOTO yHUBEPCUTETA,
2016.— 108 c.— Pexum pocryma: http://www.iprbookshop.ru/78704.html. — 3BC
«IPRbooks»

CTiiMcTUKa W JIUTEPATypPHOE PEAAKTUPOBAHUE [DJIEKTPOHHBIA pecypc]: MpakTHKyM/ —
DNEeKTpOH. TEKCTOBhle aaHHbIe.— HoBocubOupck: HoBocuOupckuii rocyaapCTBEHHBIN
yHUBEpCUTET SKOHOMUKHM U ympasieHus «HMUHX», 2018.— 108 c.— Pexum nocryna:

http://www.iprbookshop.ru/87167.html .— DBC «IPRbooks»

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1.

JlokyMeHTaIMoHHOe o0ecreyeHne ynpaBieHus [DIeKTpOHHBIH pecypc] : y4yeOHUK A
CTYZICHTOB BY30B, OOYYalOIIMXCSl 10 HAMpaBICHUAM «DKOHOMHKa» M «MEHEIKMEHT»,
cnenuanbHocTsM  «UHbopmatuka», «/lokymeHTOBeneHME W JOKYMEHTAllMOHHOE
obecrieueHne ymnpaBieHUs», «ABroMaru3amus u ynpasienue» / A. C. I'punGepr, H. H.
l'op6aués, H. H. I'op6aués, O. A. MyxamermHa. — DJIEKTPOH. TEKCTOBbIE JaHHBIE. —
M. : IOHUTU-JAHA, 2017. — 391 c. — 978-5- 238-01770-9. — Pexum nocryna:
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4. KOHTPOJIb M OIEHKA
JANCHUITINHBI

PE3YJIbTATOB OCBOEHHMSI YYEBHOM

Pe3yabTarhl 00y4yeHus

Kpurepum oueHku

MeTtoabI OlIEeHKHU

Ilepeyenb ymeHmi,
OCBAaHBAaEMbIX B PAMKaX
AUCHUIINHBI:

- 0oQOopMIIATH JOKYMEHTAIUIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30i, UCTIONIB3YsI

MH(OPMAaLIMOHHBIE TEXHOJIOTUH;

- OCYHICCTBJIATL aBTOMATHU3ALUTO

00pabOTKH JOKYMEHTOB;

- YHU(QUIHMPOBATH CUCTEMBI

AOKYMCHTAIUH,

- OCYHICCTBIIATE XPaHCHUEC U ITOMCK

JOKYMCHTOB;

- OCYHICCTBJIATL aBTOMATHU3ALUTO

00paboOTKH JOKYMEHTOB;

- HCIIOJIB30BaTh
TCIICKOMMYHHUKAITUOHHBIC
TEXHOJIOTHUU B 3JICKTPOHHOM

JIOKyMEHTOO000POTE;

MPaBUIBLHOCTb
odopmIleHUsT JOKYMEHTOB B
COOTBETCTBHUH C
HOPMaTUBHOM 02301,
UCTIONB3YS
MH(pOpPMAaILOHHbIE

TCXHOJIOTHH,

OCYIIIECTBIICHUE
aBTOMaTHU3aIMu 00pabOTKH

JIOKYMEHTOB;

MPAaBUIHLHOCTH 3aITOJTHEHHSI
yHUDHIMPOBAHHBIX (HOPM

JIOKYMEHTOB;

OCYIICCTBIICHUEC XPAaHCHUA U

IMOMCKa JOKYMCHTOB;,

HUCIIOJIB30BaHHUEC
TCIICKOMMYHUKAIITUOHHBIX
TEXHOJIOTHI B SJICKTPOHHOM

JIOKYMEHTO000pOTe

O1uieHka pe3ysibTaToOB

BBITIOJTHCHU A

IIPaKTUYECKOI O

3aHATHS,;

YCTHOTO/
IINCBMCHHOT'O

orpoca;

CaMOCTOSITEIILHON

paboTsI;

IPOMEKYTOUHas
aTTecTanus B

dopme 3auera;

nuddepeHIpoBan

HOI0O 3a4€Ta

22




IlepeyeHb 3HaAHMI, OCBAMBAEMbIX B
paMKax AMCUUIIMHBI:
- TOHATHE, UEJH, 3aJa41 U

MPUHLIUIIBI IEJIONPOU3BOCTBA;

-  OCHOBHBIE TTOHSTHSA
JIOKyMEHTAITMOHHOTO

oOecrieueHus yrpaBiIcHUs;

- CUCTCMbI JOKYMCHTAIITUOHHOT O

o0ecrieyeHus yrpaBieHHUs;

- KJIacCHU(HKALHUIO TOKYMEHTOB;
- TpeOOBaHMS K COCTABJICHUIO U

0 OpMIICHHUIO TOKYMEHTOB;

- OpraHu3aIHio
JIOKyMEHTOO000POTA: TIPHEM,
00paboOTKy, pErUCTPAIIHIO,
KOHTPOJIb, XPAHEHUE TOKYMEHTOB,

HOMEHKJIATypy Jell.

- ¢opMyIHpoBaHUE TIEICH,

3a/1a49 ¥ TIPUHITAIIOB

ACIOIIPOU3BOJACTBA,

MOSICHEHUE OCHOBHBIX
TEPMUHOB U ONpeIeIICHUI
JIOKYMEHTAIIHOHHOTO

obecrieueHus yIpaBIICHUS;

NEPECUNCICHUE OCHOBHBIX

nonoxenuit [COYVY;

YMCHHC KJ'IaCCI/I(i)I/I]_[I/IpOBaTB

JIOKYMEHTBI;

H3JI0)KCHHUE OCHOBHBLIX IIpaBUJI

o opMIIEHUS] TOKyMEHTOB;

MNpaBUWIBHOCTh OpraHu3aliun

paboTHI C TOKyMEHTaMU

Onenka pe3yJbTaToB
BBITTOJIHEHUS:
— MPaKTHYECKOTO

3aHATHS,

— ycTHOro/
IINCBMCHHOT'O

orpoca;

— CaMOCTOATEILHOMN

paboTsI;

— TNPOMEXKYTOYHAs
aTTecTanus B

dopme 3auera;

- muddepeHmpoBaH

HOTI0O 3a4€Ta
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