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1. Heau u 32024 JUCUMILINHBI
Ilenu ocBOeHMST TMCUMILINHBI:
e (QopMupoBaHWE CUCTEMHBIX 3HAHWUW 00 OpPTaHM3AIUU JEIOMPOU3BOICTBA B
yUpexACHUAX (HA MIPEATNPUATUSIX);
e (QopMupoBaHWE YMEHHA W TPAKTUYCCKUX HABBIKOB IO HCIOJIb30BAHUIO
CUCTEMATU3UPOBAHHBIX  TEOPETUYECKMX W  MPAKTHYECKUX  3HAHUH  OCHOB
JIEJIONPON3BOACTBA MPH PEHICHUH MPO(ecCHOHATBHBIX 3a/1ad.

Ilepeyenn koMneTeHuuii, GopMupyeMbIX B IIpoLecce H3yYeHUs

AUCHUILINHBI
Komnerennun Conepxanue
YK-4 CriocoGeH  OCyIIeCTBIATh JICJOBYIH0O KOMMYHHKAIIMIO B YCTHOH W
MMCbMEHHOM (hopMax Ha ToCyAapCcTBEeHHOM si3bike Poccuiickoii deneparnun
Y MHOCTpaHHOM(bIX) si3bIKe(axX)

3agauM IMCUMILINHBI:

J U3y4YCHUE nopsiika OpraHu3aIHH JTIOKyMEHTHUPOBAHHUS u
JIOKYMEHTO000pOTa;

. M3yYEHUE OCHOBHBIX MPAaBUJ U TOPSAIKA TOJITOTOBKH OGOpMIICHUS,
ydeTa U XpaHCHHS CITy)KEOHBIX JIOKYMEHTOB;

. PUOOPETCHUE MPAKTUYECKUX HABBIKOB COCTABJICHUS, yueTa, XpaHCHUS,
3alIUTHl  CIYy’)KEOHOW  JOKYMEHTAllik B  COOTBETCTBHM C  TpPeOOBaHUSAMU
JIOKYMEHT0000pOTa;

J dbopMHupoBaHWE YMEHHUS BECTH JEJIOMPOM3BOJICTBO MW YyYacTBOBATh B
BEJICHUU JOKYMEHTOO0OpOTa B OpraHax rocyJJapCTBEHHOM BIIACTH, TOCYIaPCTBEHHBIX

U MYHUIUIAIbHBIX OpraHU3alusaX, Ha MPEANPUATHSIX W OpPraHU3allUsX CHUCTEMbI
MUC Poccum;

o dbopmupoBaHue YMEHUS 1o pa3paboTke yIpaBIE€HYECKOU
JIOKyMEHTAIUH;
. dbopMupoBaHUE 3HAHWM, CBSI3aHHBIX CO 3HAHWEM JIOKYMEHTAIIMOHHOTO

oOecrieueHusi ynpasienusi B opraHax u noapazaenenusx ['TIC u cnocobHOCThIO K
PELIEHUIO TPaBOBBIX, COLMAIBHBIX W KaJAPOBBIX BOIPOCOB, CBA3AHHBIX C
JEATEIIbHOCThIO T0KAPHO-CIIACATENbHBIX TOAPA3ACICHUN Ha TEPPUTOPUATBHOM
YPOBHE.

2. llepeyeHb IVIAaHUPYEMBIX Pe3yJabTATOB 00y4YeHHUs] AUCHUILJIMHBI,
COOTHECEHHBIX C IVIAHMPYEMbIMHU Pe3yJIbTATAMHU OCBOCHHS 00pa30BaTeJIbHOM

NMPOrpamMmabl
I/IH)II/IKaTopI:I JOCTHIXXCHUS KOMIICTCHIITUHN HnaHpreMHe PE3YIbTATHI O6y‘IeHI/I$[ 10
IUCLUUIUINHE,  XapaKTEepU3YIOIIME  ITarllbl
(hopMUpPOBaHHS] KOMTIETEHITUN
Cniocoben pa3zpabaThiBaTh IPOEKTHYIO U 3Haer

pacnopsaauTenbHyro ToKkymeHTanno YK-4.1 | mopsaok opraHuzanyy  JTIOKYMEHTHPOBAHUS H
nokymentoodopora YK-4.1.PO-1
OCHOBHBIC TIpaBWJIA W TOPSJIOK IOJTOTOBKH




oopmIleHHs, y4eTa U XPaHEHHs CIIyKEOHBIX
nokyMeHToB YK-4.1.PO-1

YMmeer

MPUMEHSTh HaBBIKM COCTaBICHHS, YYeTa,
XpaHEeHUs, 3alIUThl CIIYKEOHON JOKYyMEHTAIH
B COOTBETCTBUHU c TpeOOBaHUAMU

nokymentoobopora YK-4.1.PO-3

BECTH JICIIOTIPOU3BOACTBO M y4YacCTBOBaTh B
BEJICHUM JOKyYMEHTOOOOpOoTa B  OpraHax
TOCYJJApPCTBEHHOM BJIACTH, TOCYIaPCTBEHHBIX H
MYHUIATATBHBIX OpraHu3aIMsIX, Ha
NOPENPUATHIX W OpPraHW3alMsX CUCTEMBI
MYC Poccun YK-4.1.PO-4

CrniocobeH pa3zpabaTbIBaTh MpoLECCyalbHbIE U
cITy>)keOHbIe JOKYMEHTHI B c(epe cBoei
npodeccuoHaabHOM nesTensHocTH YK-4.2.

3Haer

JOKYMEHTAI[MOHHOE OOECIeueHusl yrpaBicHHE
B opraHax u mnoapasnenenusx [TIC VK-
4.2.PO-1

IpaBUiIa HOATOTOBKU U ohopmIteHust
pactopsiiMTeNbHbIX T0KyMeHTOB Y K-4.2.PO-2

Ymeer

pa3pabaTbIBaTh YIpPaBICHYECKYIO JOKYMEHTALUIO
YK-4.2.PO-3

peliaTth MpaBOBbIE, COIMAIBHBIE U KaJpPOBBIE
BOMPOCHL,  CBSI3aHHBIE C  JEATEILHOCTBHIO
MOXKAPHO-CTIACaTEeNbHBIX ~ MOJpa3/ieNiecHnii  Ha
TeppuropraabHoM ypoBae YK-4.2.PO-4

3. MecTo IMCHUILUIMHBI B CTPYKTYPe OCHOBHOM NMPodecCHoHAIBLHOM
00pa3oBaTeIbHOI MPOrPaMMBbI

JlucruminHa  OTHOCUTCS K (paKyJIbTaTHUBHBIM JHCIHUIUIMHAM OCHOBHOM
npodeccruonansHOi 00pa30BaTEIbHON MPOTpaMMbl OakajgaBpuaTa MO HAIMPaBICHUIO
noarotoBku 20.03.01 TexnochepHas 06e30macHOCTh, HAMPABIECHHOCTH (MPOQUITH)

«IToxapHast 0€30MaCHOCTBY.

4. CTpyKTYypa U coAepKaAHUE TUCHUILIHMHBI
OO6miast TPy 10€MKOCTh AUCIUILIMHBI COCTaBIsAeT 3 3aueTHbIe eaquHuIlbl 108 yacos.

4.1 Pacnpenenenue Tpy10eMKOCTH AUCUMILIMHBI 110 BHAAM padoT

o cemMecTpaM M (popmam 00y4eHust

AJIs OYHOM (pOpMBI 00YYeHUS

TpyroemMkocTh
Bun yueGHOM paboThI se. e, CeMSeCTp
OOmiasi TPyJOEMKOCTh JUCHUIUIMHBI MO y4eOHOMY 3 108 108
IUIaHY
KonTakTHas paboTta, B TOM 4HCIIE: 10 10
AyaAuTOpHBIE 3aHATHS 54 54




TpynoeMKocTb

Bun yue6Hoit paboThl se. e celv;eCTp
Jlexmmm (JI) 18 18
[TpakTnueckue 3anstust (I113) 36 36
CamocrositenbHas padora (CPC) 54 54
3auer + +
JJIs 32049HOM opMbI 00YyUeHH s
TpynoemMKocTh
. o
Bun yuebHo# paboThl se. ac. e
3
OO6masi TPyJOEMKOCTh TUCIHUIUIMHBI MO y4eOHOMY 3 108 108
TUIaHy
KoHTtakTHas paboTa, B TOM YHuCIIe: 10 10
AyIMTOpHBIE 3aHATHS 10 10
Jlexumu (JI) 4 4
[Tpaktnueckue 3anstust (113) 6 6
CamocrositenbHnas padora (CPC) 98 98
3auer + +

4.2 TeMaTH4YeCKHUI IUIaH, CTPYKTYPHMPOBAHHBIH 110 TEMaM € YKa3aHUEM

OTBEACHHOI'0O HA HUX KOJIHNYECCTBA aKAJICMHUYCCKHUX YaCO0B U BH/10B y‘leﬁHBIX

3aHATHH

NJIs1 OYHOH (POPMBI 00yYeHU s
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1 | OcHOBEI Oprasu3anuu
P H 18 | 4 6 8
JICJTIOIPOM3BOJICTBA
2 | Opra"gusanus ciayx0bl
P A ¢y 14 | 4 4 6
JIEJIOTIPOU3BO/ICTBA
3 | O6wmwme opasuia ohopMICHUS
Hwe Tip bop 40 | 6 8 22
JIOKYMEHTOB
4 | Dramnel IBUKECHUASI U TOPSAI0K
A pA 32 | 4 10 18
00pabOTKH TIOKYMEHTOB
3ader 4 4
Htoro 108 | 18 36 54

JJIS1 32049HOI popMBbI 00yUeHHSA
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1 | OcHOBBI Opranu3anuu AeJI0Npou3BoACTBa | 12 2 10
2 | Opranuzanust cay>k0bl genonpon3Boactea | 12 12
3 [IpaBuia mOATOTOBKHM U OGOpMIICHUS 1 12
OpraHM3aIMOHHBIX JOKYMEHTOB
4 [TpaBuiia moAroToBKU U 0hopmIteHUs 1 12
paciopsAUTEIbHBIX IOKYMEHTOB
5 [IpaBuna opopminenus nHGOPMAITMOHHO- 12 12
CIPaBOYHBIX IOKYMEHTOB
6 OO61muit mopsAA0K paboThI ¢ JOKYMEHTaMHU 12 12
B OpraHH3alu
7 KynbTypa 1e10Boi NMCbMEHHON pevu: 12 12
UCTOPHSI 1 COBPEMEHHOCTh
3 Oco0eHHOCTH SI3bIKa CITYKEeOHOTO 12 12
JIOKYMEHTa
PenaktupoBaHue TekcTa ciry:ke0HOTro
g | CAAKTHP 4 12 | 2 6 4
JIOKYMEHTa
3auer +
HUroro 108 | 4 6 98

4.3 Conep:kaHue TUCUMIJIMHBI 1JI51 00y4alOIIMXCS:
04HOI (popMBbI 00yUEeHUA

Tema 1. OcHOBBI OpraHu3aNum JAeJ0NMPOU3BOICTBA

Jlekumusi. Benenne noxkymeHToB 10 XV B. YyeTHble AOKYMEHTHI [[peBHen
I'pennn, lpeBnero Erumnra, [peBHero Puma, Illymepo-BaBUIOHCKHE IOKYMEHTHI.
@opmbl JOKyMEHTOB. CpencTBa 3alnThl JOKyMEHTOB. OyHKIIMM TOKYMEHTOB: y4ET,
YIIPaBJIECHUE U KOHTPOJIb.

dopmupoBaHUE IPUKA3HON YIPABICHUYECKOW CHUCTEMBI JEIONPOU3BOACTBA.
Cucrema obmiero paenonpou3BoAcTBa. CTPyKTypHbIE MOApPA3ACICHUsS MPUKA30B.
Boennas, auruiomMarudeckas, CTaTUCTHUYECKasl, y4yeTHas OOoKyMeHTauus. [IpaBuiia
cocTaBieHuss M odopmieHuss JOKyMeHToB. Koiiexckoe Aenonpou3BOACTBO.
CrpykTypa kosuteruii. Buspl 1okyMeHTOB. Peructpanus 1okyMeHToB. OpraHusanus
KOHTPOJIS 332 UCIIOJHEHUEM JJOKYMEHTOB.

HenonpouszBoactBo XIX-nauana XX B. Opranuzanusi paboTbl ¢ JOKYMEHTaAMH
B MHUHMCTEPCTBax. [looxkeHrne 0 MMCbMOBOJACTBE U JEIONPOU3BOACTBE B BOCHHOM
BEJIOMCTBE.

Passutne coserckoro aemonpou3BoacTBa. OyHKIMH METOIWYECKOTO LIEHTPA
II0 PYKOBOJCTBY palMOHAIM3ALNAEH JENONPOU3BOACTBA. bBIOpO cranmapTu3anuu
BCHX CCCP. OcHOBHBIE mNOJIOXKEHUA EIMHOW TrOCyaapCTBEHHOW CHCTEMBI



nenomnpousBoactBa (EI'CJl). Cosmanume EnuHoW TrocyaapCTBEHHONM CHCTEMBbI
JIOKYMEHTAI[MOHHOTO obecricucHuUs yIpaBJIeHUs (ETr'CHOY). IIporecc
CTaHAapTU3aLUN U yHU(pUKAIUU OpraHU3alMOHHO-PACIIOPSIIUTENLHON
nokymeHTanuu. Co3nanue ABTOMATU3UPOBAaHHON cuctembl ynpasienus (ACY) u
OO1erocy1apcTBEHHOM cucTeMbl cOopa M 00pabOTKM HMH(pOpMaUMUM i y4yera
IUTAaHUPOBAHUS U yIpaBieHusl HapoAaHbIM xo3sicTBoM (OI'AC).

['ocynapcTBeHHOE peryiupoBanue aenonpousBonacrsa B PO. HopmartuBHO-
IIPaBOBOE PEryJUpOBaHUE JIOKYMEHTUPOBaHUSI M pabOThl C JIOKYMEHTaMH.
[TonmHomMounss denepanbHOro apXMBHOI'O areHTCTBA MO OOECHEUYEHUIO COOJIIOJICHUS
IpaBWJ XPAHEHMS, KOMIUIEKTOBAHMS, Yy4Ye€Ta U  MWCIOJB30BAHMS  apXUBHBIX

nokymeHToB.  [lpaBuiia  nenompoum3BoicTBa B (pemepanbHBIX — OpraHax
UCTIOJIHUTENBHON BiacTH. CTaHAApThI, YCTAaHABIMBAIOIIME MpaBuia OQOPMIICHUS
JIOKYMEHTOB.

IIpakTnyeckoe 3aHaTHe: AHaJIW3 HOPMATUBHBIX IPABOBBIX  aKTOB,
pEraMeHTUPYIOIINX OpraHu3alio AeJI0Nponu3BoACTBO B Poccuu.

IIpakTnueckoe  3anaTMe:  Jluckyccusno  npoOJEMHBIM  BOIIPOCAM
«l"ocymapcTBEHHOE pEryJIMpoBaHHUE IEIONPOU3BOJICTBA B POy, «3apyOeKHbIi ONbIT
OpraHU3allU JEJIOIPOU3BOJACTBAY.

CamocrositenbHas padora. [[oBTOpUTh Marepuan JEKIMOHHOTO 3aHATHUS U
U3YYUTh PEKOMEHAYEMYIO JIUTEpaTypy MO BOIPOCAM: a) MPAaBOBOE PETyJIMpPOBaHUE
JEJIONTPOU3BOICTBA; 0) HOPMAaTHUBHO-METOAUYECKOE pEryJIupOBaHKE
JEJIOIPOU3BOCTBA.

PexoMenayemasi iureparypa:

ocHoBHas [1, 2, 3];

JonoaHuTeNbHas: [1, 2].



Tema 2. Opranuzanus ciayk0bl 1eJ10NPOU3BOICTBA

Jleknusa. Opranuzanusi ciyxObl JETONPOU3BOJCTBA B TOCYAAPCTBEHHBIX
opranax. TpeOoBaHUs K OpraHu3alu JOKYMEHTO00OpoTa B (efepalibHOM OpraHe
UCTIOMHUTENbHON  BracTu.  Opranuzamusi  CIy>KObl  JIETONPOU3BOJICTBA  HA
npeanpusATuax. Tunosas ctpykrypa ciyx0bl JJOY.

3agaun caykObl Jaenonpou3BojicTBa. TexHonoruueckue ¢yHkuun JJOVY.
Opranuzanuonnsie  ¢ynkauu J1OY. Kontponbubie ¢yHkuuu cioyxoer JOVY.
Metonuueckne  pynkmuun  JJOY.  CrpykTypa  MOJOXKEeHHS O  ciyxO0e
nenornpou3BoAcTBa. Opranuzaiius B3aumoiercTBus ciyx0sl IOV co cTpyKTypHBIMU
NOAPA3ACICHUSIMU NPEeANPUITUS (YUPEKICHUSA).

Opranuzamus  1oKyMmeHTooOOpoTa. @DopMbl pabOTBI € JOKyMEHTaMHU B
opraau3anusx. [lopsamok 06pabOTKu TOKYMEHTOB.

DnexkTpoHHBIE  CHUCTeMBl  JokyMmeHTamuu. (OcoOeHHOCTH  paboThl ¢
AJIEKTPOHHBIMU JIOKYMEHTaMH B (helepanbHBIX OpPraHaxX HCHOJHUTEIHLHOW BIIACTH.
[TopsAioK MCIIOIB30BaHMS JIEKTPOHHBIX MOANUCEN. BUBI 3NEKTPOHHBIX MOIMUCEN.
Opranu3zaius 3aiuIleHHOro JOKyMEHTO000pOoTa B CETH.

IIpakTuuyeckoe 3ansaTue. Opranuzaius J0KyMEHTOO00pOTa B OpraHu3aIusx.

CamocrosTenbHass padora. Mzyuuts: Denepanbhbie 3akoHbl PO «O0
ANEKTPOHHON HM(poBOM moanucu», «OO0 3JIEKTPOHHOW TMOAMUCHY»; OpPraHU3AIUIO
paboThl  CIy>KObI  JI€TTOMPOU3BOJICTBA; MaTepUalbl JICKIIMOHHOTO 3aHATHS WU
PEKOMEHAYEMYIO JTUTEPATYPY.

PexoMenayemasi iureparypa:

ocHoBHas [1, 2, 3];



JonoaHuTeNbHas: [1, 2].

Tema 3. O0mmue npasuiia ogpopMiIeHusI JOKYMEHTOB

Jlekuma.  OOmwme  mpaBuina  opopmileHHMsT  JIOKYMEHTOB.  3aJadyu
['ocynapcTBEHHOM CHCTEMBl JIOKYMEHTAalMOHHOTO O00O€CleueHus YINpaBIE€HUEM
(I'CHOY) u ynudunupoBanHoi cucrembl JokymeHTauuu (YCJ[). TpeOoBanus k
OoQOpPMJIEHUIO PEKBU3UTOB JAOKYMEHTOB. Buabl gokymentoB. dopmartsl Oymaru u
noJis. biiaHku T0KyMEHTOB.

Bubl opranu3aiioHHbIX JOKYMEHTOB. TpeGoBaHus no oQopMIICHHUIO: yCTaBa,
YUPEIUTEIIBHOTO  JIOTOBOpA, MOJIOKEHUS, HWHCTPYKLUHH, perjiaMmeHTa. Bumsl
pacnopsAMTENbHBIX JOKYMEHTOB. OdopMieHHE pacopsIuTEIbHON JOKYMEHTAIUH.
Bunel  mHOpManMOHHO-CIPaBOYHBIX  JTOKyMEHTOB. OdopmieHne TOKIaJHbIX
3aIMCOK, OOBSICHUTEIbHBIX 3aIIMCOK, aKTOB, CITY>KEOHBIX MHCEM, TEJIETPaMM.

[Topsiiok TOKyMEHTUPOBAHMS TPYIOBBIX OTHOWIEHUH. CoaepkaHue MTaHHOTO
pactiucanusa. [IpaBuna BHyYTpeHHero TpyAoBoro pacmnopsiaka. Odopmienue
JTOJDKHOCTHOW ~ MHCTpyKumu. OdopmiieHHe TpyAOBOro JI0roBopa. PeKBU3UTHI
IIPUKA30B 10 JUYHOMY COCTaBY.

OpraauzanoHHO-pacnopsauTenpHas fokymeHntanus B cucteme MUC Poccun.
Bunel u nopsgok odopmiieHus npukazoB. OdopmiieHre UHCTPYKIMMA, TPOTOKOJIOB.
ConepkaHue U Ha3HAYEHUE CITY)KEOHBIX MHUCEM, CITYKEOHBIX 3aIUCOK.

[Topsimok oQopMieHUs TMEPBUYHBIX YUYETHBIX JIOKYMEHTOB M YUYETHBIX
peructpoB. OCHOBHBIE U JOTIOJHUTEIbHBIE PEKBU3UTHI OyXTadTepCKUX JOKYMEHTOB.
Ha3naueHue pekBU3UTOB, IPUMEHIEMBIX B OyXTaJITepCKUX JOKYMEHTAaX.

OOmue TpeboBaHus MO0 OPOPMIEHHIO JOrOBOpoB. CTPyKTypa TpakIaHCKO-
npaBoOBbIX JoroBopoB. ConepkaHue npereH3ud, pexinamanuu. [lopsaok odhopmiaeHus
VICKOBBIX 3a5IBJICHUMU.

IIpakTnuyeckoe 3aHATHE. Oprann3anmoHHO-pacnopsAuTENbHAS
nokyMenrtanusi B cucreme MUYC Poccun. Buabl u nopsinok odpopmiieHUs! MPUKa30B.
Odopmnenue UHCTPYKIMH, TPOTOKOJOB. ColiepKaHWe U Ha3HAYEHHUE CITYKEOHBIX
MIUCEM, CITYKEOHBIX 3aMUCOK.

IIpakTnyeckoe 3aHsiTHE (C MCHOJb30BAHMEM HHTEPAKTHBHBIX METOJ0B):
JIEJIOBAsi UTPATO0 COCTABJICHUIO OPraHU3alMOHHBIX, PACTIOPSAUTENIbHBIX JOKYMEHTOB,
JIOTOBOPOB, IMTPETEH3UI U UCKOBBIX 3asBJICHUIA.

CamocrositenbHast padora. I3yuuth: oOmme mnpasBwia ohOpMIICHHUS
OpraHM3alMOHHO-PACTIOPAIUTEIIBHON JTOKYMEHTAllUH, MaTepuaibl JIEKIUOHHOIO
3aHATHS U PEKOMEHIyEMYIO JINTEPaTypy.

PexoMenayemasi iureparypa:

ocHoBHas [1, 2, 3];

nonoJiHuTenbHas: [ 1, 2].

Tema 4. dTanbl ABUKEHHUS U MOPAJIOK 00padOTKU JOKYMEHTOB



Jlekuus. Ilpuem w mnepBuuHas 00paboOTKa BXOMSIIMUX JOKYMEHTOB.
[IpenBapurenbHOE PAcCMOTPEHUE U paclpeesieHue JOKYMEHTOB. Perucrpanus
BXOJIAILEN KOPPECOHICHIIMH. Buabl HeperucTpupyemsix JoKyMmeHToB. O0paboTka n
OTHpaBKa UCXOMSIIMX JOKyMeHTOB. IIpoBepka mpaBuUiIbHOCTH O(OPMIIECHUS
UCXOMSIIINX JOKyMeHTOB. JKypHanbHass M KapTOyHas CHUCTEMa PErucTpaluu
JIOKYMEHTOB. ABTOMaTU3UPOBAHHASI CUCTEMA PETUCTPAIlUU JOKYMEHTOB.

KoHnTpons 3a cpokamMu HCHOJHEHHUS JAOKYMEHTOB. ABTOMATHU3UPOBAHHBIN
KOHTPOJIb 32 UCTIOJTHEHUEM JIOKYMEHTOB.

Opranuzanusi ONepaTMBHOTO XpaHEHUsS JOKyMeHTOB. HoMmeHkiatypa aen B
opranu3anuu. TpeOoBaHUS 110 COCTABICHUIO U O(POPMIICHUIO HOMEHKIIATYPHI JIe]l.

[Topsinox ¢opmupoBanusi nen B opranuzanuu. llopsmox odopmiieHus ned.
Cucremaruzarusi  1okymeHTOB. Odopmienne o6moxku nena.  CocraBieHue
BHYTpPEHHEW onucH aena. Opranuzanus XpaHeHUs IOKYMEHTOB.

DKcrnepTusa IEeHHOCTU TOKyMeHTOB. [lopsiaok nepenauu nen B apxuB. Cpoku
XpaHeHus TOKyMEeHTOB. [1opsiIoK YHUUTOXKEHUS TOKYMEHTOB.

IIpakTuueckoe  3ansitue. OpraHuzainusi  ONEPATUBHOTO  XpaHEHUS
nokymeHToB. HoMeHknatypa nen B opranuzauuu. TpeOoBaHUS IO COCTaBJIEHUIO U
0 OpPMIICHUIO HOMEHKJIATYPHI JIeJI.

[Topsimok paboThl C MUCBMEHHBIMU OOpaIIEHUSIMU TpaxkaaH. Buasl oOparnieHuii
rpaxaaH. Cpoku paccMOTpeHHsl oOpaieHuid rpaxkaaH. KoHTposib 3a MCHOJHEHUEM
oOpallleHH rpaXk/iaH.

IIpakTnyeckoe 3aHsiTHE (C MCHOJbL30BAHHEM HHTEPAKTHUBHBLIX METO/0B):
[Topsimok paGoTel ¢ JOKyMeHTamMu B opranuzanuu. TectupoBanue.llonyuenue
MPAKTUYECKUX HABBIKOB MO paboTe ¢ JOKyMEHTaMHU.

CamocrositenbHast padora. M3yuuTh: mopsgok oOpabOTKM JOKYMEHTOB
CITyK00H JeIOMPOU3BOACTBA; MATEPHAIIBI JICKIIMOHHOTO 3aHITHS M PEKOMEHIyEMYTO
JUTEPATYPY.

Pexomenayemas uteparypa:

ocHoBHas [1, 2, 3];

JIornoiaHuTenbHad: [1, 2].

3a04HOM GpopMbI 00yUeHH S

Tema 1. OcHOBBI OpraHu3anyu 1eJ0NMPOU3BOACTBA

Jlekumusi. Benenune noxkymeHToB 10 XV B. YyeTHble HOKYMEHTHI [[peBHen
I'penun, [lpesHero Erumnra, JIlpeBHero Puma, Illymepo-BaBUIOHCKHE TOKYMEHTBI.
@opmbl JOKyMEHTOB. CpecTBa 3alUThl JOKYMEHTOB. DYHKIIMU TOKYMEHTOB: y4ET,
YIIPaBJIIEHUE U KOHTPOJIb.

@opMHUPOBAHUE NPHUKAZHOM YIIPABICHUYECKOM CHUCTEMBI JEIONPOU3BOJCTBA.
Cucrema obuiero aenonpousBoAcTBa. CTpPyKTypHbIE MOApAa3AEICHUs NPUKA30B.
BoenHnas, nuniomarhueckasi, CTaTUCTHYECKas, y4yeTHas AokyMmeHTauwus. [IpaBuna
cocTaBieHUss W OQopMIIeHHS JOKYMEHTOB. KoJexxckoe Aenonpou3BOACTBO.
Crpyktypa kosneruid. Bunbl 1okymeHToB. Peructpanusi 1okymeHToB. Opranuszanus
KOHTPOJISI 32 UCIIOJIHEHUEM JJOKYMEHTOB.

HenonpousBoactBo XIX-nagana XX B. Opranuzaiusi paboThl ¢ JOKyMEHTAMH



B MUHHUCTepCcTBaX. [lomoxkeHne o MUCEMOBOJACTBE M JEIOMPOU3BOACTBE B BOCHHOM
BEJIOMCTBE.

CamocrosiTeibHasi pabora. Pa3BuTue COBETCKOrO JEIONMPOU3BOACTRBA.
OYHKIIUU ~ METOJWYECKOTO  IIEHTpa 10  PYKOBOJACTBY  pallmoHAIHA3AITUEH
nenonpousBoacTBa. bropo cranmaptuzanmun BCHX CCCP. OcHOBHBIE MOJIOKEHUS
Enunoit rocynapctBennoi cuctemsl nenonpousBojctsa (EI'CJl). Coznanue Enunoit
TrOCyJapCTBEHHOW CHCTEMBbI JOKYMEHTAITMOHHOTO OOeCIeUeHUs  YIpaBIICHUS
(ETCHOY). [Ilpouecc craHgapTu3auud W yYHU(PUKALIMK  OpPraHU3alMOHHO-
pacniopsautensHoil  nokyMeHTauuu. Co3naHue ABTOMAaTU3UPOBAHHOW CHUCTEMBI
ynpasienuss (ACY) u OOmerocyapcTBEHHON cHUCTeMBl cOopa U 00padOTKU
uHopMaIMU JUIsl ydeTa IUIAaHUPOBAHUS M YMPABICHUS HAPOJIHBIM XO3SHCTBOM
(OI'AC). T'ocynapcTBeHHOE peryJiMpoBaHUe Jeonpou3BojcTBa B P®. HopmaTtuBHO-
MIPaBOBOE PETryJUPOBAHHE JIOKYMEHTUPOBaHUS M pabOThl C JOKYMEHTaMH.
[TomrOMOUHsT DenepaabHOTO apXMBHOTO areHTCTBA MO OOECTICUCHUIO COOJIOCHUS
MpaBWJ XPAaHCHHS, KOMIUICKTOBAHMS, Yy4Ye€Ta U HWCIOJIb30BAHMS  aPXUBHBIX

nokymeHToB.  IlpaBuiia  nenompou3BoAcTBa B (pemepanbHBIX — OpraHax
UCIIOJIHUTENBHON BiacTh. CTaHAAapThl, YCTAaHABIMBAIOIIME IpaBuUiia OPOPMIICHUS
JOKYMEHTOB.

Pexomenayemas ureparypa:
ocHoOBHas [1,2];
JoroJiHuTeNnbHas: [1, 2].

Tema 2. Opranmnzanms cayk0bl 1eJJ0NPOU3BOACTBA

CamocrosiTenbHast padora. Opranuzamnusi CiIyXObl JeJIONPOU3BOJCTBA B
rOCyJapCTBEHHBIX oOpraHax. TpeOoBaHMs K OpraHU3alUH JTOKYMEHTOOOOpOoTa B
dbeneparbHOM  OpraHe  HUCHOJHUTENBHOW  Biacth.  OpraHuzamusi — CITyKObI
JIEJIONPOM3BOCTBA Ha NpeanpusaTusax. Tumosas crpykrypa ciayx0sl JJOY.

3agaun caykObl Jaenonpou3BojicTBa. TexHonoruueckue ¢yHkuun JJOVY.
Opranuzanuonnsie  ¢ynkiauu JIOY. Konrtponbubie @ynkuun ciayx0er J1OVY.
Meroquueckue  ¢ynkuuun  JIOY.  Crpykrypa  ToJIOXKEHHUST O  CIyxOe
nenornpou3BoAcTBa. Opranuzaius B3aumoiercTBus ciyx0sl IOV co cTpyKTypHBIMU
NoApa3AeICHUIMU NPEANPUITUS (YUPEKICHNUS).

CucreMbl KOJJIEKTUBHOM 0OpaOOTKM JOKYMEHTOB. KOMIIJIEKCHBIE CHCTEMBI
YIPaBJIEHUS TOKYMEHTAM.

Opranuzanus ciay>k0bl 1emonpon3BoicTBa. Opranuzanus JOKyMEHTO00O0poTa.
®opmbl paboTHI C JOKYMEHTaMH B opranu3anusix. [lopsaok 00paboTKu TOKYMEHTOB.

DneKTpoHHBIE  CHUCTeMBbl  JokyMmeHTamuu. (OcoOeHHOCTH  paboThl ¢
AJIEKTPOHHBIMU JTIOKYMEHTaMH B (heiepasbHBIX OpPraHax HMCHOJHUTEIHLHOW BIIACTH.
[TopsAoK UCIIOMB30BaHMS JIEKTPOHHBIX MOANUCEN. BHUIBI 3NEKTPOHHBIX MOIIMUACEN.
OpraHu3anus 3aluIeHHOr0 T0KyMEHTO000pOTa B CETH.

Pexomenayemas Jiureparypa:

ocHOBHas [ 1,2];

JIOTIOTHUTEINbHAL: [2].

Tema 3. IlpaBuiaa mnoAroroBku u O0GOpMJIEHHS OPraHM3ALMOHHBIX



JTOKYMEHTOB

CamocrosiTeibHasi padora. OOmme mnpaBwia oQOpMIICHUS TOKYMEHTOB.
3amaun  ['oCymapCTBEHHOW  CHCTEMBI  JOKYMEHTAIIMOHHOTO  OOeCIeUeHUs
yopasiennem (I'CHOY) u yHudunupoBanHoit cucrembl gokymeHtamuu (YCJ).
TpeOoBanus K O(QOPMIIEHHIO PEKBU3UTOB JOKYMEHTOB. Buabl J1OKYMEHTOB.
®opmaTel Oymaru u nojis. bianku JOKyMEHTOB.

Bunbl opraHu3aliMOHHBIX JOKYMEHTOB. PEKBU3UTBHI ycTaBa, y4peAUTEIbHOIO
oroBopa. Buisl u nopsanok opopmiieHHs MOJOKEHUH, ONPENEISIOIUX CTPYKTYPY,
KOMIIETEHLIUIO U OpraHu3anuio pabotsl mnpeanpuatus (yupexnaenus). CTpykTypa
MOJIOKEHHM, PErJaMEHTUPYIOIIMX JESITENIbHOCTh JOJDKHOCTHBIX JUL. Buasl wu
CTPYKTypa UHCTpYKIMiA. PexkBu3uThl uHCTpYKIMA. Bunbl pernamentoB. TpeboBanus
110 O(pOPMIICHHIO PETJIaMeHTA.

OdopmiieHHe HOPMATHUBHO-TIPABOBBIX aKTOB OPraHOB  HMCIOJHUTEIHHOU
Bractu. OdopMieHue pacmopsHKeHU, TMOCTAHOBJIICHHM, PEIICHHWH, MPUKA30B.
[TpaBuia moArOTOBKY U O)OPMIICHHUS! OPTaHU3AIIMOHHBIX TOKYMEHTOB

OOmue TpedboBanus no 0GOpPMIIEHHIO I0roBopoB. CTpyKTypa Ipa)AaHCKO-
paBOBBIX JOroBopoB. CoJepkaHue NpeTeH3nu, pexinamanuu. Ilopsaaok opopmiaeHus
VICKOBBIX 3a5IBJICHUM.

Pexomenayemas ureparypa:

OCHOBHas [2];

JlonoJiHuTeNnbpHas: [1,2].

Tema 4. IlpaBuna noAroroBkH u O0GOpMIJICHHS PacCHOPSIAHTEIbHBIX
JOKYMEHTOB

CamocrosiTenbHass padora. Buasl pacnopsauTeNbHbBIX — JOKYMEHTOB.
Odopmienne pacopsiAUTEIbHON JOKYMEHTAIIHUH.

Bunet u mopsgokx odopmiienuss mpuka3zoB. OdopmiieHHe pacnopsKeHUH.
Odopmnenue pemenus. OpopmiieHrE TPOTOKOJIA.

[TopsnoK JOKyMEHTHPOBAaHMS TPYHAOBBIX OTHOIEHUU. Coaep:kaHue ITaHHOTO
pacnucanusi. llpaBuia BHYTpeHHero TpyaoBoro pacnopsaaka. OdopmiieHue
JOJDKHOCTHOW ~ MHCTpyKuMH. OdopmileHne TpyAoBOro JAoroBopa. PexBHU3UTHI
MIPUKA30B I10 JUYHOMY COCTaBY.

[IpaBuna mnoAroToBKM #  OGOPMIICHHS PACHOPSAUTETBHBIX JOKYMEHTOB.
[Topsinok odopmiieHHs MEPBUYHBIX YUETHBIX JOKYMEHTOB M YYETHBIX PErHUCTpOB.
OCHOBHBIE U JJOTIOJIHUTEIbHbIE PEKBU3UTHI OyXTraJITepcKuX JOKyMeHTOB. Ha3HaueHue
PEKBU3UTOB, MPUMEHSAEMBIX B OYXTaITEPCKUX TOKYMEHTAX.

OpranuzanoHHO-pacnopsiauTenabHas JokymeHntanus B cucteme MUC Poccuu.
Odopmienne WHCTPYKUUH, MpoToKonoB. Coxep)kaHWe M Ha3HAUYEHUE CITYKEOHBIX
MUCEM, CITY>KEOHBIX 3aIHCOK.

Pexomenayemas qureparypa:

ocHOBHas [1];

JOToTHUTENbHAL: [1].

Tema 5. IIpaBuna odopmieHuss HUHPOPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB



CamocrosiTeIbHAA padora. Buner UH(OPMAITMOHHO-CITPABOYHBIX
nokymeHToB. OdopMiieHne JOKITAJHBIX W OOBSICHUTEIBHBIX 3aMHMCOK. Buasl u
nopsA7AoK opopmieHus akToB. Bunel ciyxeOHbix muceM. OgopmiieHne ciykeOHbIX
nuceMm. OdopmieHue Tenerpamm. Busibl u odpopmiieHHE CIIPaBoOK.

Odopmiterne nHPOPMAITMOHHO-CIIPABOYHON JTOKYMEHTAIlMK. BHIbl HaydHBIX
paborT.

Odopmnenue  pe3yabTaToB  HayyHbIX  pabor. OdopmiieHue  chucka
UCTIOJIb30BaHHOW JIUTEPATYPHI.

Pexomenayemas iureparypa:

ocHoBHas [1];

JIONIOJTHUTENIbHAL: [2].

Tema 6. O0muii NOpAIOK padoThI € JOKYMEHTAMH B OPTraHU3AIMU

CamocrositerbHast pabora. [Ipuem u mepBuyHas o0pabOTKa BXOISIINX
NOKyMeHTOB. [IpeaBapuTenbHOE pacCMOTPEHHE W pacClpeiesieHHEe JOKYMEHTOB.
Peructpanus BXxosiiei KOppecnoHAeHIINU. Buabl HEperucTpupyeMbix TOKYMEHTOB.
OOpaboTka H OTHpaBKa HCXOASIIMX JOKyMeHTOB. [IpoBepka mpaBHILHOCTH
opopMIICHUST UCXOISIIMX JOKyMeHTOB. JKypHainbHass H KapTOuHas CHUCTEMa
perucTpanud  JOKYMEHTOB.  ABTOMAaTH3WpPOBAaHHAs  CHCTEMa  PETUCTPALUHU
JIOKYMEHTOB.

KoHTpons 3a cpokamMu HCIOJTHEHUS JOKYMEHTOB. ABTOMAaTHU3UPOBAHHBIMI
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB.

Opranauzanusi ONepaTMBHOIO XpaHEHUs JOKymMeHTOB. HomeHknatypa nen B
opranu3anuu. TpeOoBaHUS 110 COCTABICHUIO U O(POPMIICHUIO HOMEHKIIATYPHI JIeTI.

[Topsimok ¢opmupoBanusi nen B opranusanuu. llopsmox odopmiieHus ned.
Cucremarmzarusi  1okymeHTOB. Odopmienne o6moxku nena.  CocraBieHue
BHYTpeHHE onucu naena. OpraHuzanusi XpaHeHHUs JTOKyMeHTOB. OOl mopsaoK
paboThI C TOKYMEHTAaMU B OpraHU3ALIH.

DKcnepTh3a UEHHOCTH JA0KyMeHTOB. [lopsaok nepenauun gen B apxuB. Cpoku
XpaHeHus TOKyMEHTOB. [1opsiIok YHUUTOXKEHUS TOKYMEHTOB.

[Topsimok paboThl C MUCBMEHHBIMU OOpaIlIeHUSIMU TpaxkaaH. Buasl oOparieHuii
rpaxzaaH. Cpoku paccMOTpeHHsl oOpaieHuid rpaxkaaH. KoHTposib 3a MCHOJHEHUEM
oOpallleHHi rpaXk/iaH.

Pexomenayemas iureparypa:

ocHOBHas [1,2];

JonoiaHuTenbHas: [1,2].

Tema 7. KyabTypa aeJ0BOM NHCHbMEHHOM peyd: HCTOPUS U
COBPEMEHHOCThH

CamocrosiTeibHass padoTra. OCHOBHBIE ACHEKThI KYJBTYPBI JIE€JIOBOM DPEYM.
HopmaTuBHBINM aciekT KyJabTypbl peud. KOMMYHUKATUBHBIN aCNIEKT KYJbTYPhl PEYH.
OTHYECKUU acCleKT KyJbTypbl peud. McTtopus pycckol Nes0BOM MUCBMEHHOCTH U
pa3Butue nokyMmeHrta. J[peBHui nepuon. IIpukasnoin nepuoa. Komiexckuii nepuos.
Mununcrepckuii nepuol. COBETCKHUI U MOCTCOBETCKHUM MEPUO/I.

OCHOBHBIE aCIEKTHI KyJIbTYpbl AEIOBOM peun. Mcropus pyccKOW IenoBOi



MMUCbMEHHOCTHU U PAa3BUTHE JTOKYMEHTA.

HuTepHamoHabHOE ¥ HAIIMOHATILHOE B CITY’)KEOHOM JTOKYMeHTe. TOYHOCTh |
IIOHATHOCTB. KosuternanbHOCTS. Tounas aJlpECHOCTb. Tematnueckas
OrpaHUYEHHOCTb. (CBOEBPEMEHHOCTh M  AKTYyaJbHOCTh. JlOCTOBEPHOCTH M
O0OBEKTUBHOCTh. Y OCIUTEIHHOCTh U JJOTUYHOCTh. [[0JTHOTA M CKATOCTh M3T0XKECHUSI.
HeuTpanbHOCTh U3II0KEHUS.

Pexomenayemas ureparypa:

ocHOBHas [1,2];

JIOTOJIHUTENbHA: [1-2].

Tema 8. Oco0eHHOCTH SI3bIKA CJIY:KeOHOI0 TOKYMEHTAa

CamocrositenbHass  padora. Cranmaptuzauus — g3bIka  JOKYMEHTA.
Cranmaptuzanust Jiekcuku. CnoenuanbHas — JIGKCMKA, CBOMCTBEHHAs  TOJBKO
KaHensipckoi peud. CrenuanbHas TEPMHUHOJIOTMYECKAsl JIEKCUKA, BbIpa)K€HHas
OTTJIaroJIbHbIMU CYIIECTBUTEIIbHBIMH. CnenuanbHast oTpacieBas
TEpPMUHOJIOTHYECKas Jiekcuka. CrienuanbHble 0003HaUYCHUsI JTI0JIEH MO KaKoMYy-Ju0o
NpU3HaKy wWin jaeuctBuro. CraHgapTu3anus CIIOBOCOYETAaHUW. Y CTOMYMBBIC
CIIOBOCOYETAHUSI C MPOU3BOAHBIMU TMPEIJIOTaMU. Y CTOMYMBBIE CIOBOCOYETAHUS
ATUKETHOrO Xapakrtepa. Cranmaptuzauusi npeioxkeHuud. [Ipsamoill mopsigok CioB.
[TocTosTHHOE MECTO BTOPOCTEIEHHBIX YWICHOB NPEI0KEHUS. PacnonoxxeHue cjioB 1o
uHdopmaTUBHON 3HauuMocTH. IlpeoOnananuve cTpafaTeNbHBIX KOHCTPYKIIMM.
PacnpocTtpaHeHHOCTh MPOCTOTO IpeasioxkeHus. KylbTypa CIOXKHOTO MpEIOKEeHHUS.
Cranpgaptuzanus TekcTa. CBS3HBIM TEKCT C TPaAUIMOHHOW JIMHEHHOW 3amuchlo.
CBs13HBIN TEKCT C 3anuchbio mo Tpadapety. Tekcr-ankera. Tekcr-rabnuia.

S3p1koBBIE TpeOOBaHMS K O(GOPMIICHUIO PEKBU3UTOB JTOKYMEHTa. PexBU3UT
«HanmeHnoBanue opranmmsamum». PexBusutr «/lata goxkymenrta». PexkBusur
«Anpecat». PekBusut «['pu¢ yTtBepxkneHus aokymeHTa». PexBusut «Pe3omonnsy.
PexBusut «3aromoBok Kk TekcTy. «PexBusutr «llommmcey». PekBusur «Teker
JIOKYMEHTa». BUIbI ¥ TUIIBI COKpAIICHUI.

S3pikOBOE OOpMIIEHHE JIMYHBIX JOKYMEHTOB. OOpa3iibl 3asBiaeHuid. OOpasery
HCKOBOTO 3asBieHus B cya. OOpasibl goBepeHHOCTeH. ABTOOMOrpadus. Pesrome.
JlenoBoe MUCHbMO: BUIBI U SA3bIKOBOE 0(hOpMIICHUE.

Pexomenayemas ureparypa:

ocHoBHas [1,2];

JonoiaHuTenbHas: [1,2].

Tema 9. PenakTupoBaHue TEKCTA CIYKeOHOT0 JOKYMEHTA

Jleknus. Meroauka pegakTUPOBAHUS W TEXHUKA TIPABKH CIIYKEOHBIX
JOKYMEHTOB. MeTonMKa pegakTHUpoBaHusl JOKyMeHTa. llepBwlid 3Tam paboOThI ¢
TEKCTOM JOKyMeHTa. Bropoil stanm paboThl C TEKCTOM JOKyMEHTa. TpeTwil stan
paboThI C TEKCTOM JIOKYMEHTA.

IIpakTnyeckoe 3anaTHe. TexHUKa MpaBKU JOKyMEHTa. TUNHYHBIE OIIMOKH B
A3BIKE M CTWJIE JOKYMEHTOB. JIOrMKO-cMbIC/IOBbIE OIMOKU. JIekcuyeckue OmMOKH.
Mopdonornueckue  ommbku.  Cunrakcuyeckue — ommuOku.  HempasuibHoe
ynotpeOiaeHue najaexa 1 npeyiora rnocie ynpasisomux ciioB. Opdorpaduueckue n



MyHKTYaI[MOHHBIC OIIHOKH.

CamocrosiTeibHas paGora. Hapymienuss pedeBoro stukera. [lpaBuiia
PYCCKOT'0O 3THKETa

Pexomenayemas Jquteparypa:

ocHOBHas [1];

JIOTIOJTHUTENbHAL: [2].

5. MeTOlII/I‘IeCKI/Ie PEKOMEHIAIUMA 110 OPraHU3allMi H3YYCHUA THCIHUIITTUHBI

[Tpu peanuzanuu MporpaMMbl JUCHMIUIMHBI HCIOJIB3YHOTCS JEKLIUOHHBIE U
NPAKTUYECKUE 3aHATHUS.

OO1UMH LENAMU 3aHATUHN SBJSIFOTCS:

— o0o01IeHue, CUCTEMaTHU3AIIHS, yriyoneHue, 3aKperieHne
TEOPETUUECKHUX 3HAHUM MO KOHKPETHBIM TeMaM TUCLUILINHBI,

— dbopMupoBaHrUEe YMEHHIM NMPUMEHATH MOJYyYCHHbIC 3HAHUS Ha MPAKTHKE,
peanu3anus eJUHCTBA UHTEIUIEKTYaIbHOM U MPaKTUYECKOU A TENIbHOCTH;

— BbIpAa0OTKAa MpU pEUIEHUU MOCTAaBICHHBIX 3a/1ad MPOPECCHOHAIBHO
3HAYMMBIX KAueCTB: CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH, TOYHOCTH, TBOPUYECKOU
WHUINATHUBBHI.

[ensimMu neKuuuU SABISAIOTCS:

— JaTh  CHUCTEMAaTU3UPOBAaHHbIE HAy4YHbIE 3HAHHUA MO  JUCIUIUIMHE,
aKLIEHTUPOBAB BHUMAaHUE Ha HAMOO0JIEE CI0KHBIX BOIPOCaX;

— CTUMYJIMPOBAaTh aKTUBHYIO MO3HABATENIbHYIO JAEATEIBHOCTh 00yYarouXxcs,
CHOCOOCTBOBATH (DOPMHUPOBAHUIO UX TBOPUECKOTO MBIIIJICHUSI.

B Xozme mpakTHuecKoro 3aHATHs OOECHEeuMBAETCs IPOLECC aKTUBHOIO
B3aUMOJEMCTBUSI 00yUaIOUIMXCs C MPENoJaBaTesieM; NPUOOPETAIOTCS MPAKTUYECKUE
HaBbIKM U yMeHHMd. Llenb mpakTHuecKoro 3aHsATHS: YIVIYOUTb M 3aKpPENUTh 3HAHUA,
NOJlyYeHHbIE Ha JIEKIUH; (OPMUPOBAHUE HABBIKOB HCIIONb30BAHMS 3HAHUM IS
pellleHus] TPAaKTUYECKUX 3a/]ay; BBIMOJIHEHHE TECTOBBIX 3aJlaHUN IO IPOBEPKE
IIOJIyYEHHBIX 3HAHUM U YMEHUMU.

CamocrosiTenbHass paboTa oOydaroluxcs HampaplieHa Ha yriayOjleHue u
3aKpeIUIeHNe 3HAHWW, MOMYyYEHHBIX Ha JIEKIHUAX M JAPYTUX 3aHITHIX, BBIPAOOTKY
HABBIKOB CaMOCTOSITEJILHOTO AKTUBHOT'O MNPUOOPETEHUS HOBBIX, JTOMOJHUTEIbHBIX
3HAaHWH, MOATOTOBKY K MPEACTOSIINM 3aHITUSM.

6. OneHoYHbIC MaTepPUAJIbI MO UCHUIIINHE
Texymuii KOHTPOJIb YCIEBAEMOCTH 00ECIICUMBAET OIICHUBAHUE X0/1a OCBOCHUS
JUCIUTUIMHBI, TTPOBOJUTCS B COOTBETCTBUU C COJEPKAHHEM JUCUMIUIAHBI 0 BUJIaM
3aHIATHI B hopMe OIpOca/TOKIIa 0B/ TECTUPOBAHUS.
[TpomexyTouHas aTTecTanys 0OECIEUYUBAET OLIEHUBAHUE MPOMEXKYTOUHBIX U
OKOHYATEJIbHBIX PE3YyJbTaTOB OOYyYEeHMsI IO AUCLUIUIMHE, MPOBOAUTCIS B (Qopme
3ayeTa.

6.1. IlpumepHbIe OLIEHOYHBIE MATEPHAJIBI:
6.1.1. Texyuero KOHTpOJIst



TunoBbie BONpPOCHI 1J1s1 ONpoca:

1. Yro Takoe TOKyMEeHTO000pOT?
2. [lepeuncnuTh OCHOBHBIC 3a/1a4M aBTOMATU3AIMH JOKyMEHTOO00pOTa
3. KakoBel nmpenMy1iecTBa aBTOMaTU3aluud JOKyMEHTOO0OpoTa?

TunoBblie TeMbI AJs1 IOKJIAT0B:

1.Yuernsie nokymentsl [IpeBueii ['pennn, [llymepo-BaBuIOHCKHE TOKYMEHTBI

2.Yuernsle nokyMeHThI [IpeBHero Erunta, /[peBHero Puma

3.IlepBbie (hOpMBI TOKYMEHTOB U TIEPBBIE CPEJICTBA 3AIIUTHI TOKYMEHTOB

Tunosble 3a1aHus AJ151 TECTUPOBAHUS:

1. Yto Henb3s OTHECTH K cdepe NeTONpOU3BOJICTBRA:

a) ohopmiieHHE CeKpeTapéM IpHrKasa o mpuémMe Ha paboTy COTPYAHHKA;

b) odopmieHue cekperapéM IO MPOChKOe HAYAIBHUKA I03IPABUTEIHHOM
TeJeTpaMMBbI JIJIsl €0 MaTepH;

c) odopmiieHHe CeKpeTapéM IMo MpOochOe HadalbHUKA CITYKEOHOUW 3amUCKH B
BBIIIECTOSIIY0 HHCTAHIINIO;

d) obopmnenue cexkpeTapéM MPOTOKOJIa COBEIIAHUS PYKOBOAUTENEH OT/IENOB.

2. OOBEKT JeN0NPOU3BOACTBA — ITO:

a) odopmieHue TOKYMEHTOB, OTpa)kalollUX BECh CHEKTP YMNpaBICHYECKOU
NESITENbHOCTH TPEANpPUATHS, a TakkKe OpraHu3alrio JOKyMEHTOOOOpoTa B
YUPEKICHUH;

b) cuctema TOKyMEHTOB, CO3/IaHHAsI HA OCHOBE €MHBIX CTaH/IAPTOB;

C) MpaBwWJIa, ONPEACINAIONINE OPraHU3alUI0 JOKYMEHTUPYEMBIX MPOIECCOB Ha
MPEANPUSATUY;

d) COBOKYHMHOCTH JOKYMEHTOB, IPUMEHSEMBIX B OIpEACIeHHON cdepe
NeSITEIbHOCTH.

2. K ocHoBHBIM 11em1siM ity k061 JIOY oTHOCSTCS:

a) pyKOBOJICTBO

b) KOHTpOJIb

C) KOOpIMHALIMS

d) peanuzarus

6.1.2. IIpome:kyTOYHOI aTTECTAIUU
IIpumepHbIi NepeYeHb BONPOCOB, BHIHECEHHBIX HA 3a4eT

1. YuetHbie g0kyMeHThl JIpeBHen I'peuum, Illymepo-BaBHIIOHCKHUE
JIOKYMEHTBHI

2. Yuernsie nokyMeHTHI peBHero Erunra, /[peBaero Puma

3. [TepBbie GOpPMBI TOKYMEHTOB U TIEPBBIE CPEJICTBA 3AITUTHI TOKYMEHTOB

4. [lepBbie PyHKITMN JOKYMEHTOB: YUET, YIIPABICHUE H KOHTPOJIb

3. dopmupoBaHUE MPUKA3HOU YIIPaBJIEHYECKON CHUCTEMBI
JEJTONPONU3BOICTBA.

6. Cucrema oOuiero nenonpou3BojcTBa. CTPYKTypHBIE MOJpa3JeieHUs
MPUKA30B

7. BoenHas, nuniomarudeckas, CTaTUCTUYECKas, yUeTHasl JOKYMEHTALIMSL.

8. Komnexckoe paenonpou3BoAcTBO. Buabsl gokymeHTOB. Opranu3zanus

KOHTPOJIA 3a UCIIOJIHCHUCM JOKYMCHTOB



0. HenompousBoactBo XIX-nawama XX B. Opranuzanus padOTHl C
JIOKYMEHTaMU B MUHUCTEPCTBAX

10. IlonoxkeHne O MNHCHMOBOJCTBE U JEIONPOU3BOACTBE B BOCHHOM
BEJIOMCTBE

11. Pa3BuTue COBETCKOro AENONPOU3BOICTBA

12. ®OyHKUMM METOAMYECKOTO IIEHTPA MO PYKOBOACTBY palMOHAIM3ALMUEH
JIEJIONPOU3BOCTBA

13.  bropo crangapruzauun BCHX CCCP

14.  OcHoBHble  moJoxeHus  EauHOM  rocydapCTBEHHOW  CHUCTEMBI
nenornpousBozacTsa (EI'C/)

15. Cozmanme EnuHOW TrocCyl1apCTBEHHON CHCTEMBI JIOKYMEHTALMOHHOIO
obecnieuenus ynpasienus (EI'CHOY)

16. Ilpomecc  craHmapTu3alid W YHA(DHUKAIMK ~ OpraHU3aIMOHHO-
pacropsAuTEIbHON JOKYMEHTAIINU

17.  Co3pganne ABTOMAaTH3UpOBaHHOW cucteMbl ympaieHus (ACY) wu
OO1erocy1apcTBEHHOM cucTeMbl cOopa M 00pabOTKM HMH(pOpMaLMUM I y4yeTa
IUTAaHUPOBAHUS U yIIpaBiieHUs] HapoAHbIM X03siicTBoM (OI'AC)

18. T'ocymapcTBeHHOE pEryJMpOBaHUE IEIONPOU3BOICTBA B PD

19. HopmaTuBHO-IpaBOBOE PEryJIUPOBAHKE JOKYMEHTUPOBAHUS U pabOTHI C
JTIOKYMEHTaMHU

20. TlomHomouusi DenepalibHOTO APXMBHOTO areHTCTBA IO 00ECIIEUEHUIO
COOJIIOJICHUS TIPABWJI XPAHEHMs, KOMIUIEKTOBAHMS, Yy4Ye€Ta W HCIOJb30BaHUS
apXHUBHBIX TOKYMEHTOB

21. IlpaBuia nenompou3BOJICTBA B (efepalbHbIX OpraHax UCIOJIHUTEIHLHOM
BIIACTHU

22.  CranpaapTbl, yCTaHABIMBAIOIIKE MpaBmia 0(OPMIICHUS JOKYMEHTOB

23.  Opranuzanus ciyXO0bl 1eJI0MPOU3BOJCTBA B TOCYJaPCTBEHHBIX OpraHax

24, TpeOoBaHus K OpraHU3alMy JOKYMEHTOO00pOTa B (hefiepaibHOM OpraHe
UCIIOJIHUTEIIbHOM BIAaCTH

25.  Opranu3zanus ciy>k0bl 1eJONPOU3BOICTBA HA MPEANPUITHIIX

26. Tunosas ctpyktypa ciayx0s JIOY

27. 3amauu ¥ QYHKIHUH CIIYXKOBI JIETONPOU3BOJICTBA

28.  CTpyKTypa MOJOXKEHHUS O CIIy»KO€e IeTONpOU3BO/ICTBA

29. Opranumzanus B3aumojeicTBus ciayx0bl JJOY co CTpyKTypHBIMH
NOAPA3ACIEHUSIMH NPEANPUITUS (YUPEKICHUS)

30. Opra#uzanus JOKyMEHTOOOOpOTa

31.  ®opmbl pabOTHI C JOKYMEHTAMH B OpraHU3aLUsIX

32. Tlopsaok 06pabOTKH JOKYMEHTOB

33.  DneKTpOHHBIE CUCTEMBI IOKYMEHTAI[UU

34.  OcobeHHOCTH pabOTHI C 3IEKTPOHHBIMU JTOKYMEHTaMU B (peAepalibHbIX
opraHax HUCIOJHUTEIbHON BIACTH

35. Ilopsaok MCHoNb30BaHUS JIEKTPOHHBIX MOANUCENH. BUIbI AIEKTPOHHBIX
nojanucen

36. Opranuzaius 3ailyieHHOr0 JOKYMEHT0000pOTa B CETH

37. TpeboBanus kK 0POPMIIECHUIO PEKBU3UTOB JOKYMEHTOB



38.  Buasl nokymentoB. @opmarsl Oymaru u mosisi. bianku 10KyMeHTOB
39.  Buabl opraHM3allMOHHBIX JOKYMEHTOB
40. TpeboBanus Mo 0HOPMIICHHIO: YCTaBa, YIPEIUTEIHLHOTO JOTOBOPa

6.2. Illxana oueHUBAHUA Pe3yJbTATOB INPOMEXKYTOYHON aTTecTallud M
KPHUTEPUH BHICTABJICHUS OLEHOK
Cucrema OlleHUBaHHUSI BKIIIOYAET:

®dopma [Tokazarenu
Kpurepuu BbIcTaBIeHUS OLIEHOK IIIxana oneHuBanusa
KOHTPOJIS OILICHMBaHUSI
3aueT MPaBWIBHOCTG | JaH MNPAaBUJIbHBINA, MOJHBIM OTBET HA 3a4TEHO
M TIOJTHOTA MOCTABJIEHHBIA  BOIIPOC, IOKa3aHa
OTBETa COBOKYIMHOCTh OCO3HAHHBIX 3HAHMI
o JUCITATIIINHE, JI0Ka3aTeJIbHO

PacCKpBITBl  OCHOBHBIE  TOJOKECHUS
BOIIPOCOB; MOTYT OBITh JOIMYIICHBI
HEJI0OYETHI, WCIIpaBJICHHBIE
CaMOCTOATEJIBHO B IPOLIECCE OTBETA;
JlaH  TPaBWIbHBIM, HEIOCTATOYHO
MOJHBIA OTBET HA IIOCTABJICHHBIN
BOIIPOC, TTOKAa3aHO YMEHUE BBIICIIUTH
CYLIECTBEHHBIE W HECYUIECTBEHHBIE
MPU3HAKHU, TMPUYUHHO-CIICICTBEHHbIE
CBSI3U; MOTYT OBITh  JOIMYIICHBI
HEJI0OYETHI, HCIIPaBJICHHBIE c
TIOMOIITBIO MPEINOJaBaTes; JIaH
HEJ0CTAaTOYHO MPaBUIbHBIN n
MOJTHBIN OTBET; JIOTHUKA Hu
MOCJIEIOBATEILHOCTh H3JI0KEHHUS
MMEIOT  HapyLIeHHs; B  OTBETE
OTCYTCTBYIOT BBIBOJBI.

OTBET MIpE/ICTaBIsIeT co0oit HE 3a4TEHO
pa3po3HEHHbIE 3HAHUS c
CYLIECTBEHHbIMU  OHIMOKaMH IO
BOTIPOCY; MIPUCYTCTBYIOT
(bparMeHTapHOCTb, HEJIOTMYHOCTb

HU3JI0KCHHUA, JOITOJIHUTCIIBHBIC n
YTOYHAIOOIUME BOIIPOCHI HE IPUBOIAT
K KOPPCKIMUHU OTBETA HA BOIIPOC.

7. PecypcHoe obecnieuyeHne IUCIUATIIAHBI

7.1. JluueH3WMOHHOe M CBOOOJHO pacHmpoCcTpaHsieMOe INPOrpaMMHOe
ol0ecrnieueHue

Astra Linux Common Edition penu3 Open [I10-25B-603] - Oneparronnas
cuctema oobmiero HazHadenus "Astra Linux Common Edition" [Kommepueckas (Full
Package Product). Homep B Enmunom peectpe pOCCHICKHX MporpaMm s
AIICKTPOHHBIX BBIYMCIUTEIBLHBIX MAIIMH U 0a3 JaHHBIX - 4433]

MoiiOduc Ob6pazoanue [[10-41B-124] - TlomHbIl KOMIUIEKT PEIaKTOPOB
TEKCTOBBIX JIOKYMEHTOB M JJICKTPOHHBIX TaOJHI], a TaKKe HHCTPyMEHTapHWH s
paboTsl ¢ rpaduueckumu npezeHTanusamu [CoboaHo pacnpoctpansemoe. Homep B



EnuHoM peecTpe pOCCHIMCKMX IIPpOTpaMM IS DJICKTPOHHBIX BBIYMCIUTEIBHBIX
MAaIiH 1 0a3 TaHHBIX - 4557]

7.2. llpodeccuonabHbIe 6a3bl JAHHBIX U HH(POPMALIMOHHBIE CIIPABOYHbIE
CHCTEMBbI

WNudopmarmonnas crpaBodyHasi cucreMa — CepBep OpraHoB TOCYIapCTBEHHON
Biactu  Poccuiickoit  ®enepanuu  http://poccus.pd/  (cBOOOAHBIM  HOCTYM);
npodeccuoHanbuble 0a3bl JaHHbIX — llopTanm OTKpBITBIX JaHHBIX Poccuiickoi
Odenepanuu  https://data.gov.ru/  (cBoOGOmHBIN  A0CTYI); (denepadbHbIi  TOpTA
«Poccuiickoe oOpazoBanue» http://www.edu.ru (CBOOOIHBIN JIOCTYIl); CHCTEMa
opUIMaTbHOTO  OMYyOJUKOBAaHUS  IMPABOBBIX aKTOB B  JJIEKTPOHHOM  BHUJE
http://publication.pravo.gov.ru/ (cBOOOAHBIN TOCTYII); CIIpaBOYHAs MTPaBOBasi CUCTEMA
«Kouncynerantllntoc: CryneHT» [OneKTpoHHbIA pecypc]. — Pexum npocryna:
http://student.consultant.ru/, (cBoOOmHBIN AOCTYN); dJIEKTPOHHAsS OMOIHOTEKA
yHuBepcuTeTa  http://elib.igps.ru  (aBTOpu30BaHHBIA  JOCTYM);  3JIEKTPOHHO-
oubnuoreunass cucrema «I9bC PR BOOKS» http://www.iprbookshop.ru
(aBTOpPU30BaHHBIN JTOCTY).

7.3. Jluteparypa

OcHoBHasn:

1. [tpukoB, A.B. OCHOBBI yIpaBJIEHUECKOW JESITEIBHOCTU: Y4YeOHOE
nocobue / A.b. llltpukoB. — Camapa: [loBomkckuit rocy1apCTBEHHbI YHUBEPCUTET
TerekoMMyHuKanuii 1 uapopmaruku, 2017. — 99 c. — ISBN 2227-8397. — Texkcr:
AJIEKTPOHHBIN // DnekTpoHHOo-0ubmoTeunas cuctema [IPR BOOKS: Pexxum nocrymna:
http://www.iprbookshop.ru/75398.html

2. Kysuenoga, 1. B. JlokyMeHTHpOBaHUE YIIPABIECHYECKON IESITEIBHOCTH :
yueOHoe mocooue mia OakanaBpoB / 1. B. Ky3nenosa, I'. A. XauarpssH. — 2-¢ u3I.
— Mockasa : JlamkoB u K, Ait [Iu Op Menma, 2021. — 240 c¢. — ISBN 978-5-394-
03274-5. — Tekct : BAEKTpOHHBIM // DiekTpoHHO-OMOIMoTeuHass cucrtema I[PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99364.html

JlonosiHuTEILHAA:

1. ButeBckasi, O.B. OCHOBEI YIIPABJICHYECKOU esTEJILHOCTHA
[OnekTpoHHBIM pecypc]: ydeOHoe mocobue / O.B. ButeBckas. — DiexTpoH.
TekcToBble AaHHble. — Camapa: [loBOIDKCKHMII TOCYNapCTBEHHBIN YHHBEPCHUTET
TenekoMMyHuKanuii U uHopmatuku, 2016. — 134 c¢. — 2227-8397. — Pexum
noctymna: http://www.iprbookshop.ru/71867.html

2. Ky3emuna, U.B. Jlemonpon3BoacTBO [DIEKTPOHHBIA pecypc]: ydeOHoe
nocobue / U.B. Ky3pmuHa. — DIEKTpOH. TEKCTOBBIC JaHHbIE. — M.: MOCKOBCKUit
rymMaHuTapHbeii yHusepcuteT, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum
noctyna: http://www.iprbookshop.ru/74718.html

7.4. MaTepuaJibHO-TeXHUYECKOe o0ecreuyeHmne
Jns mpoBeneHuss W oOecleYEeHHUsS! 3aHATUNA MCHOJB3YIOTCS IOMEUIEHUS,
KOTOpbIE TPEJICTABIAIOT CO00M yuyeOHble ayAUTOPUU JIA MPOBEACHUS Y4eOHBIX
3aHATUN,  TNPEAYCMOTPEHHBIX  IporpaMMoi  OakajlaBpuaTa,  OCHAILICHHbBIC


http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/71867.html
http://www.iprbookshop.ru/99364.html
http://www.iprbookshop.ru/75398.html

o0opy/IOBaHMEM W TEXHHUYCCKHMMH CpPEJICTBAMH OOYUYCHHS: aBTOMATH3WPOBAHHOE
pabouee MecTO NpenojaBaTesisi, MapKepHas OCKA, MYJIbTUMEIUUHBIN MPOEKTOP,
JIOKyMEHT-KaMepa, MOCaJ0uHbIe MECTa 00yJarOIIIXCS.

[Tomemenust AJis  CaMOCTOSITENIBHOM pabOThl  00YyYaOIIMXCSI OCHAIICHBI
KOMITBIOTEPHOW TEXHHUKOW C BO3MOKHOCTBIO MOJKIIOUECHUSI K ceTtu «MHTepHeT» u
oOecrieyeHueM JI0CTyna K 3JIEKTPOHHON HMH(OpMaMOHHO-00pa30BaTeNIbHON cpefe
YHUBEPCUTETA.

ABTOpBI: 3eMcKoBa A.A.
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