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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  00mIENpPO(ecCHOHANBFHOTO  IIMKJIa OCHOBHOW  00pa3oBaTelbHOMN
nporpammsel B cooTBeTcTBUM ¢ PI'OC 1o cneruansHoctr 21.02.05 3eMenbHO - UMYIIIECTBEHHBIE
OTHOINICHHUSI, TpUCcBarBaeMasi KBanupuKaus 6a30BON MOJTOTOBKU — CIEHHUAINUCT MO 3eMENbHO-
MMYIIECTBEHHBIM OTHOIICHUSIM.

VYyeOnast aucuurinHa «J{oKyMeHTaloOHHOEe OOecledeHrne ympaBlIeHUs» 00ecreunBacT
dbopmupoBanue mpodeccnoHalbHBIX W OOLIMX KOMIIETEHIMI MO BCEM BUIAM JEATEIbHOCTH
®I'OC CIIO mo cnermanpHOocTH 21.02.05 3emenpHO - MMyIIeCTBEHHBIE OTHOIIEHUs. Ocoboe

3HaYeHHE AUCLUIUINHA uMeeT rpu GpopmupoBanun u pazsutuu OK 01-OK 10, ITIK 1.1 —TIK 1.5,

K 2.1 -TIK 2.4, IIK 3.1 - [IK 3.5, [IK 4.1 - [IK 4.6

1.2. Heab ¥ mu1aHupyemble pe3yJbTAThl OCBOCHM S JUCUUIIJIMHBI:

B pamkax mporpamMmbl y4eOHOW IMCHUIUIMHBI OOYYaIOIIMMUCS OCBAaWBAIOTCS YMEHHS W

3HAHUS
Kon YmMmenus 3HaHus
IIK, OK
OK 1. - JIeMOHCTpaLHs UHTepeca K - IOHATHE, LIEJIN, 3a7a9H U
[ToruMaTh CyniHOCTh U cBoell mpodeccum; MIPUHIIMIIBI IEIOTIPOU3BO/ICTBA;
COIMATHHYIO 3HAYUMOCTh - 0ohopMIIAThH TOKYMEHTAIIUIO B
cBoeit Oyymeit COOTBETCTBUU C HOPMATUBHOU
npodeccru, MPOSBIATh K 0a30M, HCHIOMB3YS
HEW YCTOWYHMBBIN HHTEPEC HH(pOPMAIIHOHHbIC
TEXHOJIOTHH;
OK 2. - B3aNMOJCHCTBHE C — OCHOBHBIC TTOHSTHUS
AHanM3upoBaTh oOyJaromumucs, JIOKYMEHTAIHOHHOTO
COIMATHPHO-IKOHOMUYECKHE npernoaBaTeIsIMA U o0ecreYeHus yIpaBIICHHUS;
U MTOJIUTUYECKUE ITPOOTIEMBI MacTepaMu B X0/ 00y4CHHs U
¥ TIPOIIECCHI, HCTIOIB30BATh TIPOM3BOJICTBEHHOH MPAKTHK;
METO/Ibl TYMaHUTAPHO- ~ OCYIICCTBIATH
COLIMOJIOTMMECKUX HAYK B aBTOMAaTH3aLUI0 00pabOTKH




PAa3INYHBIX BUAAX AOKYMCHTOB,
npohecCHOHALHON U

COLIMAIbHOHN NESITEILHOCTH

OK 3. - OpraHuzaIus — CHCTEMBI JOKYMEHTAIIMOHHOTO
Opranu3oBbIBaTh CBOIO CaMOCTOSATENLHBIX 3aHTHH oOecrieueHus yIpaBJICHHUS,
COOCTBEHHYIO NP N3YYCHHUN JUCIIATITNHBL;

NeATENbHOCT, ONPEAeNaTh | ~ YHADHUIMPOBATH CHCTEMbI

METOMBI U CITOCOOBI JAOKYyMCHTAIUH,

BBITTOJIHCHUS

npodeccuoHaIbHBIX 33/1ad,
OLICHUBATh HX

3 PEKTUBHOCTH M KAYECTBO

OK 4. - OCYLIECTBIATH XpaHCHUE —  KIaccu(UKaIHIO
Pemats mpobnemsl, MOUCK JOKYMEHTOB; JOKyMEHTOB,
OILICHUBATh PUCKH U
NPUHUMATD PEIICHUS B

HCCTAHAAPTHBIX CUTYyalluIX

OK S. — OIIpenensaTh 3a7auu AJis — HOMEHKJIaTypa
Ocy1mecTBIATh MOKCK, MOMCKa HH(POPMAIHIH; MH(OPMAITMOHHBIX
aHAJIM3 U OLCHKY OIIPEAETSATH HEOOXOANMBIE MCTOYHHKOB MIPUMEHSIEMBIX B
uHpopManuu, MCTOYHUKH MH(POPMALINY; npogeccuoHaTbHON
HEOO0X0IUMOM 115t IUTAHUPOBATh MPOIIECC NeSTeIbHOCTH;
IIOCTaHOBKH U PEIICHUS TIONCKa,; — TpPUEMBI CTPYKTYPUPOBAHUS
Mpo)eCCHOHANIBHBIX 3371a4, | — CTPYKTYpPHUPOBATH nH(popManuu;
npo¢eCCHOHATBLHOTO U noiyyaemyto uHopmaruio; | — ¢opmar opopmieHus
JMYHOCTHOTO PAa3BUTHUSA BBIJICNIATH HanOoee pe3yIbTaTOB IOKCKA
3HAYMMOE B IIEpEYHE uHpOpMaUu
nH(popManuu,

— OLICHUBATh IIPAKTUIECKYIO
S3HAYUMOCTD PC3YJILTATOB
MTONCKA;

— o OopMIIATH PE3YIHTATHI

IIOHUCKa

OK 6. — OpraHu30BbIBaThH paboTy | — oOpraHu3aLuIo




PaGorare B KOIEKTHBE U

KOJIJICKTHBA U KOMaH/bI,

JIOKYMEHT0000pOTa: TpUeM,

KOMaH/jie, 00ecieunBaTh €¢ | — B3aUMOJICHCTBOBATH C 00paboTKy, perucTpaluio,
criouenue, 3¢ GEeKTUBHO KOJIJITaMH, PYKOBOJICTBOM, KOHTPOJIb, XpaHCHUE
00IIaThCA C KOJIJIEraMH, KJIHEHTaMH B xoJie AOKYMCHTOB, HOMCHKIIATYPY
PYKOBOJICTBOM, npo(heCcCHOHATBHON Aer

noTpeoUTENIMU e TETbHOCTH

OK 7. — ONpEHENsaTh AKTyaJIbHOCTb —  COJIepKaHME aKTyaJIbHOU
CaMocTOoAATENIbHO HOPMAaTHUBHO-IPaBOBOU HOPMAaTUBHO-ITPAaBOBOM

onpenesATb 3aa4u

JAOKYMCHTAIlU B

AOKYMCHTAIUH,

npodeccCHoOHATBHOTO U npodhecCHOHATBLHOM —  COBpEMEHHas Hay4yHas u
JIMYHOCTHOT'O Pa3BUTHH, JCATCIIBHOCTH, l'IpO(beCCI/IOHaJILHaSI
3aHUMAaThCS — TMPHUMEHATh COBPEMEHHYIO TEPMHUHOJIOTHS;
caM000pa30BaHUEM, Hay4HYIO —  BO3MOXHBIC TPACKTOPHUH
0CO3HAHHO MJIAHUPOBATh PO(pECCHOHATBHY IO npohecCHOHATBHOTO
MOBbIIIIEHHE TCPMHUHOJIOTHIO; pa3BUTHA U
KBaIMpUKALUK — ONpEACTATh U BHICTPAUBATh caMo00pazoBaHHUsI

TPAaCKTOPUHU

npohecCHOHALHOTO

pa3BUTHS U

caMmoo0pa3oBaHMs
OK 8. — OCYIICCTBIIATh — OCHOBHBIC ITOHITHS

CTaBUTB LieJIH,
MOTHBUPOBATH
JesITeJIbHOCTh
MOAYUHEHHBIX,
OpPraHHU30BbIBAaThb U
KOHTPOJINPOBATh

MX paboTy C IPUHSATHEM
Ha ce051 OTBETCTBEHHOCTH
3a pe3yJibTaT

BBIIIOJIHEHHUA 3a,aaHm>'1

aBTOMATH3AINI0 00pabOTKH

AOKYMCHTOB,

AOKYMCHTAIIUOHHOT'O

oOecrievyeHus yrpaBieHUs;

OK 9.
BBITH TOTOBBIM K CMEHE

TEXHOJIOTUU B

- yHU(DUIHUPOBATH CUCTEMBI

JOKYMCHTAIIUH,

CUCTEMbI JOKYMCHTAIITUOHHOTI'O

oOecrie4eHns yrpaBJIcHHS,




npodecCuoHATBLHOM

ACATCIIbHOCTHU

OK 10.
Oco3HaBaTh U NIPUHUMATh
OTBETCTBEHHOCTH 3a
JKOJIOTHYECKHE
MocJIeACTBUS
npodeccuoHaIbHOM
JesITeJIbHOCTH,
co6J110/1aTh perjiaMeHThl
10 3KOJIOTHYECKOM
6€30MacHOCTH U
NPUHLUIIBI
palMOHAJIBHOTO
NPUPO/0N0Ib30BaAHUS,

BbIOHUPATH CIIOCOOHI

OCYHECCTBJIATh XpaHCHUC U

IOUCK JOKYMCHTOB;

- KJ'IaCCI/I(bI/IKaLII/IIO JOKYMCHTOB,

NOBBILIEHUSA

3KO0JIOTUYEeCKOU

6e30macHOCTH

npodeccuoHaJlbHOU

JleTeJIbHOCTH

OopraHvsaluu

IIK 1.1. - OCYIIECTBISTh - TpeOOBaHUA K COCTABICHUIO U
CocTaBJATL 3€eMeJIbHBIA aBTOMATH3AINI0 00pabOTKH o opMIIEHHIO TOKYMEHTOB;
6aJsiaHC pailloHa JIOKYMEHTOB;

MK 1.2. - HCIOJIb30BaTh OpTaHU3aIHIO
[loaroraB/MBaTh TEJIEKOMMYHHUKAIIMOHHBIC JOKYMEHTO0000pOTa: IPUEM,
JIOKyMEeHTALHIO, TEXHOJIOTHH B AJIEKTPOHHOM 00paboTKy, perucTpanuio,

HEOOX0UMYIO AJis
NPUHSATUSA
ynpaBjeH4YeCKHUX
pelieHuu no

SKCIJIyaTaluu U

JIOKyMEHTOO0OPOTE;

KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypy

Jcia




Pa3BUTUIO TEPPUTOPHUH

IIK 1.3.

['oTOBUTH Npey10KeHUd
110 OllpeJie/IeHUI0
3KOHOMHYECKOH
3pdeKTUBHOCTH
VICII0JIb30BAHHUA
MMelerocd
HeJBYXKUMOI0

HUMYyILIeCTBa

- 0(hOopMIIATH TOKYMEHTALIUIO B

COOTBETCTBHH C HOPMATHBHOM
0a30ii, UCTIOIB3YS
UHPOPMAIMOHHBIE

TCXHOJIOTHH,

MIOHATHE, CIH, 3a0aU1 U

MMPUHOUIIBI JCJIOITPONU3BOACTBA,

IIK 1.4.
YuyacTrBoBaTh B
NPOEKTUPOBAHUU U

dHaJin3e COqraJIbHO-

OCYIIECTBIISITh
aBTOMATHU3AIMIO 00PabOTKH

AOKYMCHTOB,

OCHOBHBIC ITOHATHUSA
AOKYMCHTAIIMUOHHOT'O

oOecrievyeHus yrpaBieHUs;

3KOHOMHUYECKOTO

pa3BUTHUA

TEPPUTOPHUHU

IIK 1.5. YHU(PHUIUPOBATH CUCTEMBI CUCTEMBI JJOKYMEHTALIMOHHOTO
OcyiecTBIATD JIOKYMEHTAIUH; oOecrie4eHns yrpaBJIcHHS,

MOHHUTOPHHT 3€M€EJIb

TEPPUTOPHUU
IIK 2.1. OCYIIECTBIISATh XpaHCHUE 1 KJIaCCHU(PUKAIUIO TOKYMEHTOB;
BbInosIHATH KOMILJIEKC MTOWCK IOKYMEHTOB;

KaZaCTpPOBBIX IpoLeayp

IIK 2.2. OCYIIECTBIISATh TpeOOBaHUS K COCTABICHUIO U
OnpenensaTb aBTOMATHU3aLHUI0 00padOTKH 0(OPMIICHHIO IOKYMEHTOB;
KaZlaCTpOBYI0 CTOUMOCTb AOKYMCHTOB,

3eMeJib

IIK 2.3. HCTIOJIb30BaTh OpTaHU3aIHIO

BBINOJIHATL KaZaCcTPOBYIO

CbEMKY

TCIICKOMMYHHKAIIUOHHBIC
TEXHOJIOTHHU B 3JICKTPOHHOM

JIOKYMEHT0000pOTE;

JOKYMEHT0000pOTa: IpUeM,
00paboTKy, perucTpanuio,
KOHTPOITb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYPY

Jcia




IIK 2.4.
OcyumecTBIATh

KaJlaCTPOBBIU U

o(hopMIIATH JOKYMEHTAIHIO B
COOTBETCTBHH C HOPMATUBHOMN

0a30ii, UCTIOIB3YS

MIOHATHE, IEIH, 3a0aU1 U

MMPUHOUIIBI JCJIOITPONU3BOACTBA,

TeXHUYeCKHH ydeT HH()OPMAIIOHHBIE
06'bEKTOB HE/IBUXKUMOCTH TEXHOJIOTHH,
MK 3.1. ~  OCYIICCTBIATH — OCHOBHBIE NOHSTHUS

BbInoIHATBL paboThI MO
KapTorpado-
reo/ie3uN4ecKoMy
obecrnieyeHUI0
TEepPUTOPHUH, CO31aBaTh

rpadpuyeckre MaTepuasbl

aBTOMATH3AINI0 00pabOTKH

AOKYMCHTOB,

AOKYMCHTAIIUOHHOT'O

oOecrievyeHus yrpaBieHUs;

IIK 3.2.

Hcnonn3oBarn
rocyJJapCTBEHHBIE
reoJIe3nUeCcKe CeTH 1
HHBIE CETH IS
MPOU3BOJICTBA KapTorpado-

reoIe3NUECKUX padoT

YHU(UITIPOBATH CUCTEMBI

JAOKYMCHTAIIUH,

CHUCTEMbI JOKYMCHTAIIUOHHOTI'O

oOecrieuyeHus yrpaBieHUs;

IIK 3.3.
Hcnonb3oBars B
[IPaKTUYECKOU
NEeSITEIIbBHOCTH
reonHGOpMaIMIOHHBIS

CHUCTCMBI

OCYHECCTBJIATh XpaHCHUC U

IOUCK JOKYMCHTOB;

KJIacCU(UKAIIIO JOKYMEHTOB;

IIK 3.4.

OnpenensaTb KOOPAUHATHI

OCYIIECTBJIATH

aBTOMATHU3AIMIO 00PabOTKH

TpeOOBaHUS K COCTABICHHIO U

0(OpMIIEHHUIO TOKYMEHTOB;

IPaHULl 3eMEeTbHBIX JAOKYMEHTOB;

Y4aCTKOB U BBIUUCIATD UX

MJI0ILATN

IIK 3.5. - HCHOJb30BaTh - OpraHU3alHUIo

BhInonHATE OBEPKY U
IOCTUPOBKY I'€0JI€3UNYECKUX

npuOOpPOB U UHCTPYMEHTOB

TCJIICKOMMYHHUKAIITMOHHBIC
TCXHOJIOTUHA B 3JICKTPOHHOM

JIOKyMEHTOO0O0POTE;

JIOKYMEHTO000pOTa: TIpHEM,
00paboTKy, perucTpauuio,

KOHTPOJIb, XpaHCHHUC




JIOKYMEHTOB, HOMEHKJIATypy

Jcia

MK 4.1.

OcymiecTBISITE COOp U
00paboTKy HEOOXOAMMOUN 1
JOCTaTOYHOM HH(pOpMaIUU
00 00BEKTE OLIEHKU U

AHAJIOTUYHBIX 00BEKTax

COOTBCTCTBUU C HOpMaTHBHOfI

0a30ii, UCTIOJB3Ys
UHPOPMAIMOHHBIE

TCXHOJIOT'MH,

O(I)OpMJ'ISITI: JOKYMCHTAIIUIO B

IOHATHUEC, LICIINU, 3aJa4Y1 U

IMPUHOHUIIBI ACJTONIPOU3BOICTBA,

IIK 4.2.
[Ipon3BoauTh pacdeTsl 11O

olleHKe 00BbEKTa OI[EHKU Ha

COOTBCTCTBUU C HOpMaTHBHOfI

0a30ii, UCTIOB3Ys

o(hopMIIATH JOKYMEHTAIHIO B

MIOHATHE, IEIH, 3a0aU1 U

MMPUHOUIIBI JCJIOITPONU3BOACTBA,

OCHOBE NMTPUMEHUMBIX UH(OPMaIMOHHBIE

MOJXO0JI0B X1 METOOOB TEXHOJIOTUH;

OLICHKH

IIK 4.3. ~ OCYIIECTBIISAThH — OCHOBHLIE ITIOHATHUSA

O06001aTh pe3yabTaThl,
MOJTyYEHHBIE MTOAX0IaMH, H
naBaTh 00OOCHOBAHHOE
3aKJIIOUEHUE 00 UTOTrOBOM
BEJIMYMHE CTOMMOCTHU

00BEKTa OLIEHKU

aBTOMATH3AINI0 00pabOTKH

JTOKYMCHTOB;,

AOKYMCHTAIIUOHHOT'O

o0ecrievueHus yrpaBICHHUS,

IIK 4.4.

PaccunThiBaTh CMETHYIO
CTOUMOCTH 3/IaHUN U
COOpPYKEHHH B
COOTBETCTBUU C
JEUCTBYIOIUMU
HOpPMAaTHBaMU U
MPUMEHSIEMbIMU

METOJHUKaAMU

- YHU(HULIHUPOBATH CUCTEMBI

JOKYMCHTAIlUH,

CUCTEMBI JOKYMCHTAlITMUOHHOT'O

oOecriedueHus yrpaBJICHHUS,

IIK 4.5.
Knaccudunuposarts 3nanus

U COOPYKEHHUs B

— OCYHCCTBJIATH XpPaHCHUC U

IOUCK JOKYMCHTOB;

KJIacCU(UKAIIIO TOKYMEHTOB;
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COOTBETCTBUU C IIPUHATOU

TUMOJIOTHEH

IIK 4.6. - odopmIiieHHE OIEHOYHON - TIOHATHE, LIEJIH, 3aJa49d U
OdopMIIAITE OLICHOUHYIO JIOKYMEHTAITNH B MIPUHIIMITBI IEJIOTIPOU3BO/ICTBA;
JIOKYMEHTAIUIO B COOTBETCTBHH C

COOTBETCTRHUH C TpeOOBaHUSAMHU HOPMATHBHBIX

TpeOOBaHUSAMHU aKTOB, PEryIMPYIOLUINX

HOPMAaTUBHBIX AKTOB,

ey THpYIOIIHX obuactu
IIPaBOOTHOLIEHUS B 3TOU

oOactu

MMpaBOOTHOLICHHSA B 9TOM

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHO# padoThl

Buj yueOHoi1 padoThl O0bem yacoB
CymMmapHasi ydyeOHasi HAarpy3Ka BO B3aMMO/JACCTBHH € NpenoaaBarTejieM 32
Camocmoamenvnasa paboma 16
O0bem o0pa3oBaTeIbHON NMPOrPaMMBbI 48
B TOM YHCIIE:

TEOPETHUECKOe 00yUueHne 16
nabopaTopHble paboThI (€CIU MPETYCMOTPEHO) *
MPaKTUYECKHE 3aHATUS (€CITH MPETyCMOTPEHO) 16
KypcoBas padoTa (IpoeKT) (ecsiu MPeayCMOTPEHO) *
KOHTpOJIbHAst paboTa *
KOHCYJIbTAITIH *
KOHCYJIbTAIIMH MIEPe]] SK3aMEHOM *
IIpomeskyTOUHAs aTTecTALMS MPOBOAUTCH B (hopme 2
ougpepenyuposannozo 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 opopmiieHust 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;

16




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
IIpomexyTouHasi arrecranus B gopMe U PepeHIHPOBAHHOIO 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.

18



10.

11.

I'oCT P 7.0.8-2013 HaumonansHbii cranpapt Poccuiickoir ®Denepanmu. Cucrema
cTaHgapToB  mo  uH(popmamuu,  OWOIMOTEYHOMY 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 37IEKTPOHHOM MTOITUCHY

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

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

[Tmenko A.B. JlokymeHTalmoHHOE OOeCredYeHUe YMIpaBJICHHS: YYEOHHUK JUIsl CTYJICHTOB
yupexaeHuil cpeaHero npogdeccruoHansHoro 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. DJjieKTPpOHHbIE U31aHUA (3JIEKTPOHHbIE PeCypcChl)

Coxomnosa, O. H., JlokyMeHTaImoHHOE 00eCIIeYeHNE YIIPaBICHHs B OPTaHU3aLUH :
yueonoe nocodue / O. H. Cokonosa, T. A. AkumouknHa. — Mocksa : KaoPyc, 2024, —
192 ¢. — ISBN 978-5-406-13032-2. — URL: https://book.ru/book/953401

Bapmynn, B. B., JlokymeHTanmoHHoe oOecmiedueHue ympaBieHus : ydeOnuk / B. B.

Bapmynn. — Mocksa : FOctunus, 2024. — 271 c. — ISBN 978-5-406-12551-9. — URL.:
https://book.ru/book/951739

[IpaBoBOEe oOecrieueHre MPOPECCUOHATHPHOU NEATETLHOCTH [DJIEKTPOHHBIA pecypce]| —

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

[IpaBoBoii  caiir  «Koncynbrant Ilmoc»  [OnexTpoHHbld  pecypc] —  Pexum

nocryna:http:// www.consultant.ru
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10.

11.

12.

13.

14.

15.

16.

Poccutickuii mopTan oTKpeITOro 00pa3oBaHus [DIEKTPOHHBIN pecypc]| — Pexxum moctyma:

http://www.openet.ru

HNHurtepHer-cTpanuna Bcepoccuiickoro Hay4YHO-UCCIEA0BATEILCKOIO UHCTUTYTa

JTIOKYMEHTOBEJICHUS U apXxuBoBeaeHnss www.vniidad.ru www.rusarchives.ru

HHuTepHeT-cTpaHuIia rocyJapcTBEHHOTO KOMUTETa CTATUCTUKN WWW.gKs.ru
HNurtepHer-cTpanuna I'occrannapra www.gost.ru

ApacnanoBa B.A. JlokyMeHTaIIMOHHOE O0ecrieueHne yrnpapieHus [DIeKTpOHHbBIN pecypc]:
y4eOHO-TIPaKTUYECKOe TocoOnMe B cxemax, Tabnuiax, oOpasmax/ ApacimanoBa B.A.—
OJIEKTpOH.  TeKcToBble  naHHble.—  CypryT:  Cypryrckuii  rocyaapCTBEHHBIN
NeJaroru4ecKui YHUBEPCUTET, 2017 — 225 c— Pexxum JOCTYyIIA:

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

bacakoB M.U. [lenonpousBoactBo [JloKyMeHTaIlMOHHOE OOeCredeHue YyIpaBJICHHUS |
[DnekTponHbIl pecypc|: yueOHuk/ bacakop M.U., 3ambikoBa O.M1.— DmektpoH.
TeKCTOBbIe NaHHble.— PocrtoB-Ha-Jlony: ®ennkc, 2014.— 376 c.— Pexum nocrymna:

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

bacako M.U. JlokymeHTanmoHHOE oOOecmedeHue yrmpaBieHus (C  OCHOBaMHU
apXuBOBe/IeHHS) : 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 N.b.— DnektpoH. TekcToBbie nanHble.— Mocksa: Jloroc, 2016.— 432 ¢.— Pexum

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

JlokyMeHTalmoHHoe o0ecriedeHre ynpasineHus : yueOonuk / 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.— DneKTpoH. TeKCTOBBbIE HaHHble.— OpeHOypr: OpeHOyprckuii
rocynapctBeHHbli  yHuUBepcurer, ObC ACB, 2015.— 172 c¢— Pexum pocrymna:
http://www.iprbookshop.ru/33654.html — 3BC «IPRbooks»

Kysnenosa U.B. JlokymeHTarmoHHOe oOecrieueHre ymnpaBieHus [DIeKTPOHHBINA pecypc]:
yuebnoe nocobue s CCY3os/ Kysnenosa U.B., Xauatpsu [.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. JlokymeHTarimoHHOe o0ecrieueHre ymnpaBieHus [DIeKTPOHHBINA pecypc]:

yuebnoe nocodbue st CIIO/ Kysnenoa W.B., Xauatpsn ['.A.— DIEeKTPOH. TEKCTOBbIE
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17.

18.

19.

nanubie.— CaparoB: [IpodobpazoBanue, A [lu Op Menua, 2019.— 166 c.— Pexum
nocryna: http://www.iprbookshop.ru/80326.html— 9BC «IPRbooks»

CvupuoBa E.II. Jlemompou3BoacTBo sl cekperaps. Pa3paboTka, yder W XpaHEHUE
CITY’)KeOHOW NMOKyMEHTaluu [DJIEKTPOHHBIM pecypc]: mpakTuueckoe mocodue/ CMUpHOBA
E.Il.— DnekTpoH. TekcToBble nanHbie.— CapatoB: Ail [Iu Op Meaua, 2019.— 210 c.—
Pexxum noctyma: http://www.iprbookshop.ru/79622.html .— 3BC «IPRbooks»

CoBpeMeHHbIN pycckuil s3bIK. Mopdoorus (rnaroi, Hapedue, CIy)XKeOHbIe YacTHU peyn)

[DnexkTponHbI pecypc]: yueonoe mocodue/ H.A. benuk [u ap.].— DIEKTpOH. TEKCTOBBIE

nanuele.— PoctoB-Ha-[lony: WM3matensctBo IOkHOTO denepaqbHOTO yHUBEPCUTETA,
2016.— 108 c.— Pexum pocryma: http://www.iprbookshop.ru/78704.html. — 3BC
«IPRbooks»

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

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

3.2.3. JlonoJHUTEIbHbIE HCTOYHHUKH

JlokyMeHTaIMoHHOe o0ecreyeHne ynpaBieHus [DIeKTpOHHBIH pecypc] : y4yeOHUK s
CTYACHTOB BY30B, OOYYalOIIMXCSl 10 HAMpPaBICHUAIM «ODKOHOMHKa» M «MEHEeIKMEHT»,
cnennanbHocTsIM ~ «MH(popmaTtuka», «JlokyMeHTOBeJEeHHME UM JOKYMEHTALlMOHHOE
o0ecrieyeHne ynpaBieHUs», «ABTomaruzauus U ynpasienue» / A. C. I'punbepr, H. H.
I'opGaués, H. H. I'op6aués, O. A. MyxamerimHa. — DJIEKTPOH. TEKCTOBbIE JaHHBIE. —
M. : IOHUTU-TAHA, 2017. — 391 c. — 978-5- 238-01770-9. — Pexum nocryna:
http://www.iprbookshop.ru/71213.html

Hoponuna, JI. A. JlIokyMeHTaIMOHHOE O0ecIieYeHne YIPABICHUS | yYeOHUK M MPAKTUKYM
s CIIO / JI. A. Hoponuna, B. C. Uputukoa. — M. : U3narensctBo Opaiit, 2019 —
233 c. — (Cepus : IIpodeccrnonansHoe oOpazoBanme). — biblio-online.ru

Kysnernora W. B. JlokymeHTaIlmoOHHOE OOECIIEUCHHE YIPaBIEHUS [ DIIEKTPOHHBIN pecypc]
yuebHoe mocobue s CCY3oB / U. B. Kysnemosa, I'. A. XawarpstH. —OJEKTpOH.
TeKkcToBble naHHble. — CapatoB : Al [lu Op Menua, 2016. — 109 c. —2227-8397. —
Pexxum noctyma: http:// www.iprbookshop.ru/44181.html

[IyBamoBa H. H. OcHoBBI aenmonpou3BoACTBa. S3BIK CIy)KeOHOTO AOoKyMeHTa [Tekcr] :
y4eOHUK U TIPaKTUKyM JJs aKaJeMHYecKoro OakamaBpuata : pek. YMO BhICIL

obpazoBanus / H. H. IllyBanoBa, A. }O. MBanoBa ; nox obmr. pex. H. H. IllyBanoBoii ;
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2015. - 375 c.
4. KOHTPOJb WM OIEHKA
TV CHATIIAHBI

Poccuiickas akam. Hapon. Xo3-Ba M roc. cinyxOwl npu I[Ipesuaente PD. - M. : Opaiir,

PE3YJIbTATOB OCBOEHHMS YYEBHOM

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToanl OIEHKH

Ilepeyenb ymeHmid,
0CBaHBaeMbIX B paMKax
AUCUMIIHHBI:

0pOpMJIATh JOKyMEHTALHIO B
COOTBETCTBUHU C HOPMAaTUBHOMU
6a30M, UCN0JIb3ys
MHPOpMaIMOHHbIE
TeXHOJIOTUH;

OCyULIeCTBJSATh aBTOMaTHU3aLUI0
006pabOTKU JJOKYMEHTOB;
YHUPHULIUPOBATb CUCTEMBI
JIOKyMeHTalluy;

OCyLIeCTBJSATb XpaHEHUE U
IIOWCK JJOKYMEHTOB;
OCyL1eCTBJATh aBTOMAaTU3aL U0
006pabOTKH JJOKYMEHTOB;
MCII0JIb30BaTh
TeJIeKOMMYHUKalHUOHHbIE
TEXHOJIOTUH B 3JIEKTPOHHOM

JIOKYMEHT0060pOTE;

MPaBUIBHOCTb
oopMIIeHUST JOKYMEHTOB B
COOTBETCTBHUH C
HOPMAaTUBHOH 0a30M,
UCTIONB3YS
nH(pOpMaIMOHHBIE
TEXHOJIOTUH;
OCYILIECTBIICHHE
aBTOMaTHU3aIMu 00pabOTKH
JTOKYMEHTOB;

MPABWJIBHOCTH 3aMIOJTHEHUS
YHU(PUIUPOBAHHBIX (HopM
JTOKYMEHTOB;
OCYIIECTBIICHHE XPAaHCHUS U
MOWCKA IOKYMEHTOB;
UCIIOJIb30BaHUE
TEJIEKOMMYHHUKAITHOHHBIX
TEXHOJIOTUH B 3JIEKTPOHHOM

JIOKyMEHTO000pOTE

O1uieHka pe3ysibTaToOB

BBITTOJTHCHHA

MPAKTUIECKOTO
3aHSTHS,
yCTHOTO/
MUCBMEHHOTO
OIpoca;
CaMOCTOATEIIbHOMN
paboTHI;
IPOMEKYTOUHAs
aTTecTanus B
dopme 3auera;
nuddepeHpoBan

HOT'O 3a4€Ta

Ilepeyenb 3HaHMIA, OCBAMBAEMbIX B

paMKax THCHUIIJIMHBI:

NIOHATHE, L|eJIY, 33JJa4U U
INPUHLUIBI 1eJ10NIPOX3BO/ICTBA;
OCHOBHbIE MOHATHS
JIOKYMEHTALlUOHHOT0
obecnedyeHus yrpaBJeHUs;

CUCTEMBbI JOKYMEHTALMOHHOI'O

(hopMyIMpoBaHUE METCH,
3a/1a4 ¥ IPUHIIUTIOB
JIEJIOTIPON3BOJICTBA;
MOSICHEHE OCHOBHBIX
TEPMUHOB U OIpeAcICHUN
JIOKYMEHTAI[MOHHOT'O
obecriedeHus yrpaBieHUs;
MIEPEYUCIIEHUE OCHOBHBIX

nonoxxenuit 'COY;

O1uieHka pe3ysibTaToOB

BBITTOJTHCHHA

MPAKTUIECKOTO
3aHATHS,
yCTHOTO/
MTUCHMEHHOTO
OIpoca;

CaMOCTOSTEILHON
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obecreyeHus yrpaBJeHUs; - yMEHHe KIaccuGUIIPOBATH paboTsI;
KJacCuPUKaALMIO IOKyMEHTOB; AOKYyMECHTBI, — NOPOMEXYTOYHAas

Tpe6OBaHI/IH K COCTaBJIEHHIO U arrecranus B

— H3JIOKCHUC OCHOBHBIX ITPaBUJI

opopMJIeHUIO IOKYMEHTOB; dbopme 3ayera;

oopMIICHUST JOKYMEHTOB; _
OpraHU3aIUI0 nudhepeHIMPOBaH
- HpaBI/IHBHOCTB OpFaHI/I3aHI/II/I
JIOKYMEHTO060pOTa: MPUEM, HOTO 3a4eTa

paboTHI C TOKyMEHTaMHU
06pabOTKY, perucTpaluio,
KOHTPOJIb, XpaHEHHE
JlIOKyMeHTOB, HOMEeHKJIaTypy

JeJ.
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