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1. OBIIASI XAPAKTEPUCTHUKA PABOYEI IIPOTPAMMBI YYEBHOIA
JUCHUILINHDBI
OI1.04 JOKYMEHTALIUOHHOE OBECHEYEHUE YIIPABJIEHUS

1.1. MecTo AcHMILVINHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOI IPOrpaMMBbI:

VYuyebHas aucuumianHa «JloOKyMEHTallMOHHOE OOecleyeHue YIpaBiICHUS»)  SBISAETCS
00s13aTeIbHOM YacThIO 00IenpodecCHOHATBLHOTO IUKIIA OCHOBHOM 00pa30BaTeIbHOM MPOTPaMMEI B
cootBercTBUU ¢ PI'OC CIIO no crneuuanbHOCTH.

Oco6oe 3HaueHne qucuuIbIMHa uMeeT npu GopmupoBanun u passurun OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. llesab ¥ muIaHUpPYyeMble Pe3yJIbTAThI 0CBOEHUS TUCIUIINHBI:
B pamkax mporpamMmbl y4eOHOW JUCIUIUIMHBI OOYYArOIIMMHUCS OCBAaUBAIOTCS YMEHHS

Y 3HAHUS
HII:,O?)K YMenust 3Hanusn

IK.1.1 0hOpMIIATH JTOKYMEHTAIIN O B | IOHATHE, WENH, 3a4a4d W TMPUHIATBI

IIK.1.3 COOTBETCTBUHU C HOPMATUBHOW 0a30H, | IEIOMPOU3BOJICTBA;

OK 01 B T.4. UCHOJIb3yd HH(POPMAIIMOHHBIE | OCHOBHBIC MTOHATHS

OK 02 TEXHOJIOTHH, JIOKYMEHTAIlMOHHOTO obecrieueHus

OK 03 YHUGUIIUPOBATH CHUCTEMBI | yIPaBJICHUS;

OK 04 JIOKYMEHTAIlWH; CHUCTEMEI JIOKYMEHTAI[MOHHOTO

OK 05 OCYIIECTBJISATh XpPaHEHHWE U TIOWUCK | OOeCTIeYeHHs yIIpaBICHNUS,

OK 09 JIOKYMEHTOB; KJ1acCU(PUKAINIO TOKYMEHTOB;
OCYUIIECTBIIATh aBTOMaTHU3aluio | TpeOOBaHUS K COCTAaBIICGHUIO U
00pabOTKH JOKYMEHTOB; 0(OPMIICHHIO TOKYMEHTOB;
UCII0JIb30BaTh OpraHu3anuio JOKYMEHTO00opoTa:!
TEJIEKOMMYHHUKALIMOHHbIE npueM, 00paboTKa,  perucrpanus,
TEXHOJIOTUH B AJIEKTPOHHOM | KOHTPOJb,  XPAaHEHHE  JIOKYMEHTOB,
JOKyMEHTO000pOoTE HOMEHKJIaTypa Jel




2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIUILIUHBI

2.1. O0beM yueOHOI IMCUMIITIMHBI M BU/ABI Y4eOHOH padoThl

Bun yueOHoii padoTbl O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHbI 64

B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH 16

BT. U..

TEOpEeTUYEeCKoe 00yueHne 4
MIPAKTHUYECKHUE 3aHATHS 4
Camocmosmenvhas paboma - 56
IIpoMe:kyTouHasi aTTeCTALUSA -

! CamocrostenpHas paboTa B paMKax 0Opa30BATEILHOM MPOrPaMMbI ITAHUPYETCS 06Pa30BaTeNbHOIN OpraHu3amueil B
coorBerctBun ¢ TpeboBanmsiMu PI'OC CIIO B mpenenax oObema yueOHOW IMCHMIUIMHBI B KOJMYECTBE YacoB,
HE0OXO0ANMOM JUTS BBITIOJTHEHHS 33JJaHUH CaMOCTOSITENTFHON paboThl 00yJaomunXCs, MPEAYCMOTPEHHBIX TEMATHIECKUM
IUTAHOM M COJIep)KaHHEM ydeOHON TUCIUITIHHBL



2.2. TemaTnuyeckuii IUVIaH U co/iep:kaHMe y4eOHOU TUCHUIINHBI

Koapbl
KOMIIeTeHI M
U JINYHOCTHBIX
Oo0bem, akan. 4/ B 2
pe3yJbTaToB,
HaumenoBanue Coaepikanue yueOHOro MaTepuaia 1 GopMbl OPraHU3aALMH /1eSITeIbHOCTH TOM umcJje B popme
pa3iesioB U TeM o0yuarommxcst NMPaKTHYeCKOil (popuupopatiiio
KOTOPBIX
NMOAr0TOBKH, aKa/. 4
CIocoocTByeT
3JIeMEeHT
NporpamMmbl
1 2 3 4
Paszpen 1. Opranusanus 10KyMeHT0000pPOTa HA NMPeANPUATHH 37
Tema 1.1. Conep:xanue y4yeOHOro marepuasa 16
JdoxkymeHT U -
cucremMa CamocTrosiTesqibHasi padoTa 00y4arOIMXCs
AOKYMEHTAIMH 3HaueHWEe W COJCp)KaHME JUCHUIUTMHBI «JloKymMeHTarmoHHoe obecreueHue IK.1.1, TIK.1.3,
ynpaBieHus». [loHSATHE TEPMHHOB  «JIOKYMEHT», «IOKYMEHTHUPOBAHHEY, OK 01, OK 02,
«JIOKyMEHTaIlMOHHOE obecrieueHue YIPaBJICHUS. Yuuduxanus u OK 03, OK 04,
CTaHJapTU3alUU VIIPAaBJIEHYECKNX  JTOKYMEHTOB. OCHOBHBIE  TOHSTHS 16 OK 05, OK 09
nenomnpousBoacTBa. Kiaccupukanus TOKYMEHTOB opranuzanuu. QOyHKUUU
noKyMeHTOB. lloHsTHE M cOCTaB pEeKBU3UTOB JOKYMEHTA. CXeMbl PacnoIOKEeHUs
pexBu3uTOB. [loHATHE W BuAbl OJaHKOB IOKyMeHTOB. HopmaTuBHO-TIpaBoBOE
obecrneyeHue Je0npoOrN3BOICTBA.
Tema 1.2. Conepxxanue y4eOHOro Marepuasa 21 IK.1.1, TIK.1.3,
Opranmn3anus [ToHsiTHE M MPUHIUIIBI OPTaHU3alMU JOKyMeHTooOopoTa. CocTaB U y4eT oobema OK 01, OK 02,
JAOKYMEHT0000poTa | JOKyMEeHTOOOOpoTa mpeanpusThil. OpraHuzanus paboThl ¢ BXOAALIECH, 1 OK 03, OK 04,
Ha NpeanpusATUN HCXOJAIEH U BHYTPEHHEH AJoKyMeHTalueil. KOHTpoJib MCIIOJIHEHNS TOKYMEHTOB. OK 05, OK 09

PaGora c BHYTPCHHUMH JOKYMCHTAMHU. ba3bl jaHHBIX A1 XpaHCHHUA JOKYMCHTOB.

2 B coorsercrauu ¢ [punoxennem 3 [TOOIL.




3aKOHOI[aTeJIBHBIe aKThI u HOPMAaTUBHO-MCTOJUUYCCKUC AOKYMCHTBIL 10
apXMBHOMY XpaHEHHUIO JOKyMeHTOB. PabGora c¢ 3ampocamu. PaGora ¢
OJICKTPOHHBIMH JOKYMCHTAMM.

CamocTosiTesibHas padoTa 00y4arouuXxcst
1. llItynupoBaHue TEKCTOBBIX MaTEPUAIOB (COCTaBICHUE KOHCIIEKTOB).
2. IToaroToBKa K KOHTPOJIBHBIM BOIIPOCAM:

1. HepeqnchTe OCHOBHBIC OTaIllbl paBBI/ITI/ISI I[GHOHpOI/ISBOI[CTBa B
Poccun.
2. OxapakTepu3yiTe MpuKazHoe JEI0NPOU3BOICTRO.

3. CyIIHOCTb KOJIJIEKCKOTO JAeTOIPOU3BOACTBA.
4, XPOHOJIOTHYECKHE PAMKHU U CYITHOCTh UCTIOHUTENBHOTO 20
JIeIONIPOU3BOICTBA.
o. PackpoiiTe ocHOBHBIE 0COOEHHOCTH COBETCKOTO JIEIOMPOU3BO/ICTBA.
6. [lepeuncnure HOpMaTUBHBIE TIOKYMEHTBI, pETJIaMEHTUPYIOIIHE
JesATeNbHOCTH Ciryx0 JIOVY.
7. JlaiiTe onpeneneHne TepMUHA «TOKYMEHT.
8. Uto npencrasmusier coboit nHbopmarus?
OxapakTepu3yite GopMmymsip-oOpasell.
Pa3nen 2. Buabl JOKyMEHTOB U MOPSAOK PadoThl ¢ HUMHU 27
Tema 2.1. Conep:xanue y4yeOHOro MmaTepuasa 3
Opranm3anuonHo- | OpraHu3alloHHbBIE JOKYMEHTBl — YCTaB, YUpEAUTENbHbIC JOTOBOP, MOJOKEHHE.
pacnopsiaMTelbHble | PaciopsanuTtenbHble  JTOKYMEHTbI — IIpUKa3, pacloOpsbKeHWE,  yKa3aHWeE, IK.1.1, TIK.1.3,
AOKYMEHTBI MOCTAHOBJICHUE, peuieHue, WHCTPYKLIUS, IIPOTOKOJI. CnpaBouHo- 1 OK 01, OK 02,
nH(OpMaLlMOHHBIE JOKYMEHTBI: CIIy:KeOHasi 3alucKa, OOBbSCHUTENbHAs 3alucKa, OK 03, OK 04,
aKT, CTpaBKa, CIykeOHbIe MUChMa OK 05, OK 09
B ToM yunciie npakTHYeCKUX 3aHATHH 2
CocraBnenne u odopmieHue pacnopsbkeHusi. CocraBieHue U odopMICHHE 5
nenoBbix muceM. OdopmileHne cpaBokK, JOKIATHON U CITyKEOHON 3alUCKU, aKTa.
Tema 2.2. Coaepikanue yueOHOro MaTepuajia 2 IIK.1.1, ITK.1.3,
Kanposasn JIOKyMEHTHUpOBaHHE TPYIOBBIX MpaBooTHomeHUH. CoctaB M 0COOEHHOCTH 1 OK 01, OK 02,
AOKYMEHTalusA o(opMIIeHHs JOKYMEHTOB I10 JINYHOMY cocTaBy. KoMIjiekToBaHUE IMYHOTO Jiefa. OK 03, OK 04,




ABtoOuorpagusi. Pestome. 3asBienue o mnpueme Ha pabory. Ilpukasel 1o
auyHOMYy cocTaBy. LlltaTHoe pacniucanue.

B Tom uncie NMPAKTUHIECCKHUX 3aHATHI

Odopmienne mnpuka3oB MO JUYHOMY cocTaBy. OdopmieHue TpymaoBOro
JIOTOBOPA, MPHKa3a 0 IpuemMe Ha padboTy, ohopMIIeHHE TPYAOBOI KHIKKH.

OK 05, OK 09

Tema 2.3.
JorosopHo-
npasoBast
AOKYMEHTAIUs

Conepxxanue yueOHOro Marepuasa

22

[Tonstuss norosopa. Bunbel noroBopoB. OOs3aTenbHble PEKBU3UTHI JIOTOBOPOB.
[IpaBuna odopmienuss norosopoB. IlpaBuna odopmieHHs NpPEeTEH3UOHHBIX
nuceM. DOpMynsip HCKOBOTO 3asiBIE€HUs, TpeOOBaHUS K €ro oQOpMIEHHIO.
3ako HOJAaTCJIbHBIC aKThI u HOPMATUBHO-METOJUUYCCKUC JAOKYMCHTBI 10
JAOTOBOPHBIM JOKYMCHTAM.

B ToM 4nciIe NIpaKTHYECKUX 3aHATHI

Odopmnenune goroBopa  kKymiu-npomaxu. Odopmienne u  o0paboTka
MPETEH3NOHHBIX ITHCEM

IK.1.1, I1K. 1.3,
OK 01, OK 02,
OK 03, OK 04,

OK 05, OK 09

CamocTrosiTesqibHasi padoTa 00y4aroIMXcs
1. HltymupoBaHne TEKCTOBBIX MaTepUAIOB (COCTABIEHHE KOHCIIEKTOB).
2. [loarotoBka K KOHTPOJIBLHBIM BOIIPOCAM:

1. Ha3oBuTe OCHOBHBIC BUIBI YIIPABICHYECKON JOKYMEHTAIIUH.

2. JlaiiTe onpeneneHne TePMUHA «CUCTEMBI JJOKYMEHTALIUI.

3. PackpoiiTe kaccu(pUKaIIO JOKYMEHTOB.

4.  JlaiiTe onpeaeneHne «OpraHu3aliOHHON JOKYMEHTALII.

5. Jlaiite onpezneneHue «pacnopsiiuTeIbHON JOKYMEHTALII.

6. /[aiire oTpeneneHrne «IH(POPMAITHOHHO-CIIPABOYHOH
JTOKYMEHTALII.

7. Ilepeuncnure U OXapakTepH3yHTe BHIBI JTOKYMEHTOB, BXOJSIIUX B
COCTaB OPraHU3aMOHHON JOKYMEHTAIHH.

8. Ilepeuncianure U OXapakTepU3yHTe BUABI JOKYMEHTOB, BXOJSIINX B
COCTaB PaCHOPSIUTENILHON JOKyMEHTALIUH.

9. Ilepeuncnure M oXapakTepu3yiWTe BHUJbI TOKYMEHTOB, BXOAALINX B
cocTaB MH(POPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIHH.

10. Ilepeuncnurte OCHOBHBIE BUJBI CITYKEOHBIX ITHUCEM.

11. PackpoiiTe cyTh TOKyMEHTO000pOTA.

20




12. TlpuBeaure mpUMEpHl PETUCTPALIUU JOKYMEHTOB.
13. Tlepeuncnure OCHOBHBIC TpaBWJIAa TOATOTOBKM JOKYMEHTOB Ha
apXMBHOE XpaHEHUE.
14. Ha3oBuTe OCHOBHBIE PEKBU3UTHI CIIYKEOHBIX TOKYMEHTOB.
ABTOMaTHU3UPOBAHHBIE CUCTEMBI PaOOTHI C TOKYMEHTAMH.

HpOMe)KyTO‘lHaﬂ arrecranuda

Bcero:

64




3. YCJIOBUSI PEAJIM3ALIMY YUEBHOM JUCLUAILIUHBI

3.1. [Jlna peaju3anuuM @POrpaMMbl Y4eOHOH JMCHMIUIMHBI [JOJKHBI OBITH
NpelyCMOTPEHbI CleAyIoIHe CllelHaIbHbIe TOMEeIeHH

Kabuner  «/lokymMeHTamoHHOro  oOecnedyeHus  YIpaBICHUS, OCHALICHHBIN
o0opynoBaHueM: JOocka ydeOHas, pabodee MECTO IPErNoAaBaTessl, CTOJbI, CTYlbi (IO YUCIY
oOydJaromuxcs), TEXHHYECKIMH CPEJICTBAMH: KOMITBIOTEP C JOCTYIIOM K HHTEpHET-pecypcam,
CPEICTBA BU3yaIN3allH, HAIJIAAHbIE TIOCOONS.

3.2. UupopmannoHHoe odecnieyeHne peajnu3aluy NporpaMmmMbl
OcHOBHBbIE HCTOYHUKH

1. Ky3uenoBa, 1. B. JlokymeHTanmonHoe oOecrieueHue yIpaBJIeHHs . y4eOHOe mocooue
st CITO / U. B. Kysnenosa, I'. A. Xauarpsin. — 2-e uzn. — CapatoB : [IpodoOpazoBanue, Aii
[Tu Op Memma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr :
ANEKTPOHHBIM // DnekrpoHHO-OMOnmoreunas cucrtema [PR BOOKS : [caiit]. — URL:
http://lwww.iprbookshop.ru/80326.html

2. AnexceeBa, T. B. JlokymeHTanmoHHoe obOecneueHue ympasieHus : yueOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YauBepcurer «Cuneprusi», 2020. — 132 ¢. — ISBN
978-5-4257-0402-3. — Texkct : 3JeKTPOHHBIA // DnekTpoHHO-OMOmmoredynas cucrtema IPR
BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/101344.html

3. JlokymeHTanmoHHoe obecrneuenue ynpasieHus. CocraBieHre U oGopMIIeHHUE ICIOBBIX
nokymMeHToB : ydeOHoe mocoome misi CIIO / cocraButenm E. U. bammakoBa. — Capatos,
Mocksa : [IpodobpazoBanue, Aii [ITu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — TekcT : SMEKTPOHHBIN // DNEKTPOHHO-OMOMMOTe4YHass cuctema [PR
BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/103343.html

4. ooposonbckas  C.C. JIOKYyMEHTHUpOBAaHHE  YIPABICHYECKOW  JI€ATEIHbHOCTH.
[OnexTponHbIii  pecypc]: paboumit yueOHuk / JloOpoBonwckas C.C. - 2021, -
https://library.roweb.online

5. No6posousibckass C.C. Opranuzamust paboThl C TOKyMEHTaMHU. [DIEKTPOHHBIA pecypc]:
pabounii yueouuk / Jlooposoasckas C.C. - 2021. - https://library.roweb.online

JlomoTHUTE/IbHbIE HCTOYHHKH

1. Konctutynus Poccuiickoit @enepannu

2. I'paxpanckuii xoxekc Poccuiickoit ®enmepauuu, 4. 1, 2, 3, 4 (B #gelicTByromiei
pEeIaKIIuN)

3. TpynoBoii konekc Poccuiickoit @enepanuu ot 30 gexadps 2001 r. N 197-03 (TK PD)
(B melicTBYIOIIEH pelaKIIUN)

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCHUATIJINHBI

Pe3yabTaTsl oﬁyqeﬂnﬂ3 ‘ Kpurtepumn onenku MeToasbl OIIEHKH

3 JImgaHOCTHBIE PE3YIbTATHL O6yT{aI0HII/IXC$I YYUTBIBAKOTCA B XOJAC OLCHKH PE3YyJIbTATOB OCBOCHHA yTIG6HOﬁ

JUCIHUITINHBI.
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https://library.roweb.online/

HepequL 3HaHI/II7[, O0CBauBa€MbIX B paMKax ITUCHUIIJINHbI

3HaTh:

MOHATHE, [eJIH, 3aJauyd |
NPUHIIMITBL ACTOTPOU3BOJICTBA;
OCHOBHBIE HOHSTHS
JOKYMEHTAI[HOHHOTO
oOecrieyeHns yrpaBICHS,
CHCTEMbI  JJOKYMEHTAI[HOHHOT'O
oOecrieyeHns yrpaBiCHS,
KJIaCCU(UKAIUIO JOKYMEHTOB;
TpeOOBaHUs K COCTaBICHUIO W
0(hOPMIICHUIO TOKYMEHTOB;

OpraHu3aIuio
JOKYMEHTO000pOTA: pHUeM,
o0OpaboTKa, perucrpanus,
KOHTPOJIb, XpaHCHHUEC

JTOKYMEHTOB, HOMEHKJIATypa /ey

JIEMOHCTPUPYET
OCHOBHBIX
IMPUMCHACMBIX
OpraHHu3aluu
JOKYMEHTO0000poTa
IIPEANPUATHH;

3HAHHE
MOHSTHI,
npu

Ha

JEMOHCTPUPYET 3HAHUE LIEJIEH,

3a1a4 U
JeJIOTIPOU3BOICTBA;
JEMOHCTPHUPYET

IIPUHIIUIIOB

3HaHHUEC

CUCTEMbl JOKYMCHTAIITHMOHHOI'O

obecreueHus yrpaBJIeHHUs;

JEMOHCTPUPYET

3HaHHUEC

KJIaccu(PpuKaumu T0KyMEHTOB,

TpeOOBaHUN K COCTABICHUIO U

0(hOPMIICHHIO JOKYMEHTOB;

JIEMOHCTPUPYET 3HaHUE
OpraHu3aIuu
JOKYMEHTOO0O0POTA:! TIpHUeEM,
00paboTKa, perucTpanus,
KOHTPOITb, XpaHEeHUE
JOKYMEHTOB,  HOMEHKJIAaTypa
Jen

TectupoBanue.
KoHTposabHbIe paboThI.
Beinonnenue
MPAKTUYECKOTO 3aJIaHusl.
BelnonHenue 3a1aHnii Ha
mud.3adere

IlepeyeHb yMeHMii, 0CBAUBAeMbIX B PAMKAX JHCHUIIIUHBI

YMersb:

oopMIIAT  JTOKYMEHTAlMIO B
COOTBETCTBUM C HOPMAaTHUBHOMN
0a30ii, B T.4.  HCHONB3YA
MH(OPMAIIMOHHBIE TEXHOJIOTHH;
YHU(DHULIUPOBATH CHCTEMBI
TOKYMEHTAIHH;

OCYIIIECTBIISITh XPaHEHUE U TIOUCK
JTOKYMEHTOB;

OCYIIECTBIISITh ~ aBTOMAaTH3aLIUIO
00pabOTKH JOKYMEHTOB;
UCIIOJIb30BATh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJOTMH B  DJIEKTPOHHOM
JOKYMEHTO000poTe

JEMOHCTPUPYET

yMEHHE

0hOpMIIATh JOKYMEHTAIMIO B
COOTBETCTBUU C HOPMATHBHOU

6azoii, B T.4.

HCIIOJIb3YA

I/IH(I)OpMaLII/IOHHLIe TCXHOJIOI'UH,

JIEMOHCTPUPYET
YHUPHUIMPOBATH
JOKYMCHTAIIHH;
JIEMOHCTPUPYET

yMeHue
CHCTEMBI

yMeHue

OCYHICCTBJIATDH XpaHCHUEC u

IIOMCK IOKYMEHTOB;
JEMOHCTPUPYET

YMEHHE

OCYIIECTBIISITh ABTOMATH3ALIUIO
00pabOTKM JOKYMEHTOB;

JEMOHCTPUPYET
UCII0JIb30BATh

YMEHHE

TCIICKOMMYHHUKAIITUOHHBIC

TCXHOJIOTUKM B  DJICKTPOHHOM

ILOKYMCHTOO6OPOTC

TectupoBanue.
KoHTtposibHBIC pabOTHI.
Brimonnenue
MIPAKTUYECKOTO 3a/IaHUS.
BrimmonHenue 3aganui Ha
mud.3adere
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