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1. HACHHOPT PABOYEM NPOT'PAMMBbI YYEBHOM JUCIATLIIMHBI

OIl. 04 JOKYMEHTAIIMOHHOE OBECIHEYEHUE YIIPABJIEHUSA
1.1. O6s1acTh NPUMEHEHHSI IPOTPAMMBI:

PaGouass mporpamma yueOHOUl muciumuimael OIl. 04 JlokymeHTallMOHHOE
oOeclieyeHUEe  yIpaBJieHUS  SABISETCS  YacThbl0O OCHOBHOM  MpodecCHOHAIbHOU
oOpazoBatenbHON mporpammbl B cooTBeTcTBUU ¢ DPI'OC mno cnemnuansHoctu CIIO
38.02.06 ®unaHChI.

PabGouas mporpamma yuebnou pguctumummasl OIl. 04  JlokymeHTanmoHHOE
oOecrieueHUE  YIPaBICHHUS MOXKET OBITh HCIOJB30BaHA B  JIOMOJIHUTEIHLHOM
npodeccruoHanTbHOM 00pa30BaHUU MPU MOBBIMICHUH KBATH(PUKAIIMA U TIEPETIOATOTOBKE
C IIeJIbI0 OOHOBJIGHUSI 3HAHUW, YMEHUN M TIOBBIIIEHUSA KBaIU(UKAIMU B paMKax
CIEUATIBHOCTH
1.2. MecTo AUCHMIUVIMHBI B CTPYKTYpPe OCHOBHOI mNpogecCHOHATIBLHOM
o0pa3oBaTe/IbHOM MPOTrPAMMBI:

VYyeonas nucuuminHa OI1. 04 «J/lokyMeHTalnoHHOE 00ECTICUeHHE YITPaBICHUS
OTHOCHUTCS K IIUKITY 001enpoecCHOHATIbHBIX TUCIUTIIIUH.

1.3. Heau wm 3agay¥ AMCHUILVIMHBI - TPeOOBaHHMS K Ppe3yJbTaTaM OCBOCHMS
TUCUMILTAHBI:

B pe3yabTaTe ocBOeHHS TUCHUIIMHBI 00YYAIO LU CS 10JI2KEH YMETh:

- ohopMIIATH IOKYMEHTAIMIO B COOTBETCTBUM C HOPMATUBHOM 0a30ii, B TOM UYHKCIIE C
UCIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHH;

- UCTI0JIb30BaTh YHU(PUIIUPOBAHHBIE (DOPMBI JOKYMEHTOB;

- OCBaMBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00paOOTKU JOKYMEHTAIUY;

- OCYUIECTBIIATh XPAHEHHUE U MIOUCK JOKYMEHTOB;

- UCTI0JIb30BaTh TEJIEKOMMYHUKAIMOHHBIE TEXHOJIOTHH B AJIEKTPOHHOM
JIOKyMEHTO000pOTE;

B pe3yabTaTte ocBOeHMS AUCHUILIMHBI 00YYAIOIIUICS T0JI7KEH 3HATD:

- TIOHSITHUE, 11EJIH, 33]IJa4U U MIPUHIIUIIBI JEI0NPOU3BOCTBA;

- OCHOBHBIC ITIOHATHA JOKYMCHTAIMOHHOTI'O oOecneueHus YIIPABJICHUA,



- CHCTEeMBI JJOKYMEHTAIIMOHHOTO 00€CTICUCHUS YIIPaBICHUS;

- KJTacCU(PUKAIHIO TOKYMEHTOB;

- TpeOOBaHMS K COCTABICHUIO U O(OPMIICHUIO JOKYMEHTOB;

- OpraHu3aIuio JJOKYMEHTO000pOoTa: MpueM, o0paboTKy, perUCTpalllio, KOHTPOJIb,

XPaHCHHUC JOKYMCHTOB, HOMCHKIIATYPY ICJI.

14. Pexomenayemoe  KOJU4YECTBO YacOB HAa  OCBOEHHE  MPOrpaMMbl
TUCHMILTAHBI:

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOyuatoiierocst 88 yacos, B Tom uucie:
00s13aTeNTbHON ay TMTOPHOM yueOHOM HArpy3Ku 00ydJaromierocs 56 yacos;

caMoCTOsITENbHON paboThl 0Oyyaromierocss 32 yaca.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCHUIIIMHBI

2.1. O0bem yueOHOI JUCHUILIMHBI U BUAbI y4eOHOH padoThI

- O6bem
Buabl yueOHo# padoThI
4acoB
MaxkcumaabHas ydeOHasi Harpy3ka (Bcero) 88
Qo0s13aTesibHAs ayAMTOPHAA YueOHas Harpy3ka (Bcero) 56
B TOM YHCIJIE:
MPAKTUYECKUE 3aHITHUS 28
CamocrosiTeqibHas padoTa o0y4aruierocs (Bcero) 32

HUrorosas arrecranus B ¢popme qud¢epeHUUPOBAHHOIO 3a4eTa




2.2 TemaTnyeckuii mjian u coaep:xkanuve yueoHnou qucuuniannbl Oll. 04 «/lokymeHTAaMOHHOE O0ecniedeHue YIIPABJIEHM D)

HaumeHnoBanme Conepxanune y4eOGHOro MaTepuaJia, JIabopaTopHbIe H NMPAKTHYeCKHe PadoThl, O6bem yacoB YpoBeHb
pa3iesioB U TeM CaMOCTOsITeJIbHAs1 pa0oTa 00y4aloImnXxcs OCBOEHUS
1 2 3 4
Pazpeu 1.
JIoKyMeHTHpOBaHHE 54
yInpaBJIeHYeCKOM
AesITeJIbHOCTH
Coaep:xaHue y4eOHOro MaTepuaJia 6
3HaueHre W CoJepKaHWe IUCHUIUIMHBI «J[OKyMeHTalmoHHOe obecreueHue
Tema 1.1. YIPaBICHUS» W CBS3b €€ C JPYyruMH JucHUIUiMHaMu. [loHsTHE TEepMUHOB
JdoxkymeHT u «JIOKYMEHT, «JIOKYMEHTHUPOBAHUEY, «IOKYMEHTALIMOHHOE o0ecrieyeHne )
cucreMa yrpasieHus». Vcropus pa3BUTHSA Hay4HBIX TPE/ICTABICHAN 0
AOKYMEHTALlUH. JOKYMEHTALIMOHHOM o0OecrieueHun YIIPABJICHHUSI. CoBpemeHHOE COCTOSIHHE

JOKYMEHTAIIMOHHOT0 00eCceueHus ypaBIeHHUsL.

HopmatuBHO — mpaBoBas 0a3za oOpraHu3alyu JOKYMEHTAIIMOHHOTO OOecreueHHs
YIPaBICHHUA KaK OCHOBA TEXHOJIOTUH MPOLIECCOB YIPABICHHUS.

locynmapcTBeHHast ~ cucTeMa — JIOKYMEHTAIMOHHOTO — OOECIICUEHMSI  YIIpaBJICHUS
(rcaoy) — CBOII NpaBWI, YCTAHABIMBAIOIINUX €AUHBIC TPEOOBAHUS K
JOKYMEHTUPOBAHHIO YINPABICHYECKON JESITeIbHOCTH M OpPraHu3alli paldoThl C
JOKyMEHTaMH Ha NPEANPHUIATUAX Pa3IUYHbIX OPraHU3aLMOHHO — IIPABOBBIX (POPM.
CoctaB  ympaBieHUecKHX  JOKyMeHTOB. lloHstme  cucreM — TOKyMEHTalWH.
OyHKIMOHATBHBIE U OTPACleBbIE  CUCTEMbI JOKYMEHTALMU. YHHUPUKAIUSA U 2
CTaHJApPTU3ALMsL YIIPABICHYECKUX TOKYMEHTOB.

CamocTosiTesibHAst padoTa 00y4arOIIMXCS:
CucremaTrnueckas mpopaboTKa KOHCIIEKTOB 3aHATUI
[ToaroroBka K MpakTUYECKUM pabOTaM C HCIOIb30BAaHUEM METOIUYECKUX 2
PEKOMEHIAlUi [IPENOAaBaTelIs.
BrinonHenue u 3amuTa pedeparon

Tema 1.2. Copaepxxanue yuyeOHOro MmaTepuaJia 4

Opranu3aumonHo— | yyyhurmposanHas cucrema OpraHM3alMOHHO—PACTIOPSTUTETBHON
PaCHoOpsIMTEIbHBIC | qopyventatmn  (OPL). TOCTBI  wa  OPJI. TpeGoBaHust K OOPMIICHHIO 2
AOKYMCHTBI JTOKYMEHTOB.




Knaccugukarus opraHu3ainOHHO—PACTIOPSAUTEIBHON TOKYMEHTAIINH:
OpraHu3alMoHHbIe JOKYMEHTBI — YCTaB, YUYPEIMTEIbHBIH JOrOBOp, MOJIOXKEHHUE,
NpaBUiia BHYTPEHHETO PaCIOPsIIKa.

PacrniopsimuTenbHble  JOKYMEHTBI —  IPHKa3bl, pPACHOPSDKEHUS,  yKa3aHWs,
MIOCTaHOBJICHUS, PEIICHUS, HHCTPYKIIHH.

CnpaBouHO-MH(POPMAIIMOHHBIE ~ JOKYMEHTBI ~ —  JOKJIagHas H  CITy)KeOHas
3aICKa, OOBSCHUTENbHAS 3aIliCKa, aKT,

Crpagka, ciry>)xe0HbIC TTUChMa, Pakc, TeJaerpaMmma, TernegoHorpamma.

[IpoTokon.

HpaKTn'{ecmle 3aHATUA:

CocrapieHue MPOEKTOB MPUKA30B JOKJIATHBIX U CIIYKEOHBIX 3aITHUCOK.

CocraBiicHue IMPOCKTOB ITPOTOKOJIOB

CocTaBieHue MPOEKTOB MUCEM

CocraBiieHue JOKJIaJHbIX U CJ'IY)I(C6HLIX 3aIliMCOK

NN DN | @

CamocrosiTeibHasA padoTa 00y4YalOIMXCs:

CucremaTrueckas npopaboTKa KOHCIIEKTOB 3aHATUI

HOJIFOTOBKa K IIPaKTUICCKHUM pa60TaM C UCIIOJIB30BAHUEM METOANYCCKUX
PEKOMEHJalUi [IPENoAaBaTelIs.

Brimonaenue u 3anmra pedeparon

IIpumepHas TeMaTHKA BHEAYAUTOPHOM CAaMOCTOATEJIbHOM PadoThI
CocTaBieHre NPOEKTOB TPHKA30B, JOKJIAJHBIX U OOBSCHUTENBHBIX 3aMUCOK,
aKTa, CJIy>KEOHbIX IMCEM, YEPHOBHKOB ITPOTOKOJIOB

Tema 1.3.
Kanposasi
ZIOKyMeHTaIII/IH

Conep:kaHue y4e0HOIro MaTepuaJia

JIOKyMEHTUpOBaHHE TPYAOBBIX IpaBooTHOMmEHUH. CocTtaB M OCOOEHHOCTH
o(OopMIIEHHSI JOKYMEHTOB IO JIMYHOMY COCTaBy. KOMIUIEKTOBaHME JIMYHOIO Jeja.
Asrobuorpadust. Pestome. 3asBneHue o mpueme Ha paloOTy, MpUKasbl IO
JIMYHOMY COCTaBY.

HpaKTI/I‘leCKI/Ie 3aHATHUA:
3anoiaHeHne JOKYMEHTOB I10 JIMYHOMY COCTAaBY.

CamocrosiTeibHasi padoTa 00y4arOIMXCs:

CucremaTrueckas npopaboTKa KOHCIIEKTOB 3aHATUI

HOIIFOTOBKa K IIPAKTUICCKUM pa60TaM C UCIIOJIb30BAHUEM METOANYCCKHUX
pEeKOMEHIaluil penoaaBaTes.

BremonHenue u 3amuTa pedeparon

IIpumepHasi TeMaTHKA BHEAYIMTOPHOI CAMOCTOSITEJILHOMH PadoThI
CocraBnenrie u opopmiieHHE 3asBICHUs O MpueMe Ha paboty, aBrodbmorpaduwu,
pe3ioMe.




Tema 1.4. Conep:kaHue y4e0HOI0 MaTepuaJia
JeHeskHbIE H Oco0eHHOCTH cOocTaBIeHHs U 0(hOPMIICHUS ICHEKHBIX ¥ (PHHAHCOBO-PACUETHBIX
¢puHaHCOBO — nokyMeHToB. OdopmiieHre T0BEPEHHOCTEH 0UITUANTBHON 1 TUYHOM.
pacyeTHbIe -
JOKYMEHTBI IIpakTnueckoe 3aHﬂTI/It3. _ U 4
Odopmitierre opUIMATHHOM 1 JIMYHOM TOBEPSHHOCTEH.
CamocTosiTesibHAsi padoTa 00y4arOIMXCS:
CucremaTtnueckas npopaboTka KOHCIIEKTOB 3aHITHH )
[ToaroroBka K MpakTUYECKUM pabOTaM C UCIIOJIb30BAHUEM METOINYECKUX
PEKOMEHIALNI [TPENO1aBaTelIs.
Tema 1.5. Coaepxanue y4eOHOro MmarepuaJia 4
[orosopHo — [TonsiTue noroBopa (KOHTpAKTa), coryaleHue, nporokona. Tunosas popma 5
npaBoBasi KOHTpakTa. OCHOBHBIE pa3/iebl KOHTPAKTA.
AOKYMEHTalusd Buapl 1oroBopoB: KyIUIU-NPOJAXH, MEHbI, IOCTABKH, HA BO3ME3JHOE OKA3aHUE
YCIIyT, IOpyYeHHsI, KOMHCCUH U ApyTue. JJoKyMeHTbI, 0pOpMIISIOIINE MOPSI0K
paccMOTpPEHHUs CIIOPOB MEXTy ropuaudeckumu auiamu. [Ipasuna opopmienus
NPeTeH3UOHHBIX nuceM. OOpasibl MpeTeH3MH K nepeBo3unky. @opmMyiisip oT3bIBa Ha 2
npeteH3nto. OOpasnpl 0T36IBOB. DOPMYJISip HMCKOBOTO  3asiBIICHHS. |peOoBaHus
K O(hOpMIICHHMIO MCKOBBIX 3asBieHuil. Ilopsimok HampasieHust u oopmieHus
OT3bIBa Ha UCKOBOE 3asIBJIICHHUE.
IIpakTHyeckue 3aHATHA: 4
Cocranenue u opopmiIeHHE TOTOBOPOB, MPETEH3MOHHO - HCKOBOW JOKYMEHTALIUU
CamocrosiTe1bHast padoTa 00y4arOIMXCcs:
CucremaTtnueckas npopaboTka KOHCIIEKTOB 3aHITHIMA
ITonroroBka K MpakTU4ECKUM padOTaM C UCIIOJIb30BAHUEM METOINYECKUX 2
pEKOMEeHIaluii TpernoiaBaTess.
BrimonHeHue u 3amuTa pedeparon
Pasnean 2.
Opranuszauust 34
padoThI ¢
AOKYMEHTaMu
Tema 2.1. Conep:xxanue yueOHOro MaTepuaJia 2
IMonsiTHe
OKYMEeHT00G0poTa, CoctaB u y4yer oObeMa JIOKYMEHTOOOOPOTa MPEANPUSTUN M OpraHU3aIHi.
perucrpanus Opranmszanus pabOTHl ¢ JOKYMEHTALIMEH, MOCTyMAloed B YUPEKICHUS,
JOKYMEHTOB NPEANPUATUS, OpraHu3aliy; TPUEM BXOIAIIMX JIOKyMEHTOB, HX 2

00paboTKa, MpeIBapUTeIIbHOE  PAacCCMOTPEHHE W paclpeniesieHue, perucTpaius,
paccMOTpEeHHE JIOKYMEHTOB  PYKOBOACTBOM MCHOJHEHHsS. OTNpaBKa HCXOMISIINX
JokymeHTOB. Ilepemaua NOKYMEHTOB BHYTPU OpraHU3alldd. YUeT KOJHYecTBa




JAOKYMCHTOB.

IIpakTHyeckue 3aHATHA:

Pa0ota ¢ BXoAAIMMU  TOKyMEHTaMHU

CamocrosiTesibHasi padoTa o0y4yarouuxcs:

CucremaTtnueckas mpopaboTKa KOHCIIEKTOB 3aHATUN

HOHFOTOBKa K IPpaKTUYCCKUM pa60TaM C HUCIIOJIBb30BAaHUEM METOAUYECCKUX
PEKOMEHIALMI TIPENo1aBaTeIsl.

Brimonaenue u 3amura pedeparon

IIpumepHas TeMaTHKA BHEAYAUTOPHOH CAaMOCTOATEJIbHOM PadoThI
PaGora ¢ oKypHamaMu  perucTpaiii  BXOSIIEH W HCXOISIICH
JIOKYMEHTALMH.

Tema 2.2. Conep:kanue y4e0HOIro MaTepuaJia
Hcnosnenne KoHnTposb ucnonuenus 1o0kyMeHToB. OpraHu3anus U TEXHUKA KOHTPOJIS
AOKYMCHTOB. WCIOJIHEHUA. TUIOBbIC U UHIMBUAYJIbHBIE CPOKH UCIIOJIHEHUS IOKYMEHTOB.
Kountpoun Cucrema ACKHM/I (aBTOMaTU3UPOBAaHHBII KOHTPOJIb UCIIOJIHEHUS. JOKYMEHTOB).
UCIIO/IHCHUS. IIpakTnyeckmne 3aHsITHS:
CocTaBieHue pactnopsauTEIbHBIX JOKYMEHTOB.
CamocrosiTe1bHast padoTa 00y4ar0IMXCH:
Cucremarrueckasi mpopadOTKa KOHCIIEKTOB 3aHSATUI
[ToaroroBka K MpakTUYECKUM pabOTaM C MCIIOJIb30BAHUEM METOINYECKUX
PEKOMEHJAUI PENO1aBaTENs.
BrinonHenue u 3amuTa pedeparon
Tema 2.3. Conep:kaHue y4e0HOro MaTepuaJa
Opranuzanus CucreMartu3ainus 10KyMEHTOB U X XpaHeHue. Homenknarypa nen.
ONepaTuBHOIO NHauBHyanbHbIe, CBOJHBIE, IPUMEPHBIE U TUIIOBBIE HOMEHKIIATYPBI JEl.
XpaHeHusl Odopmnenne HoMeHKIATYyphl Aen. TpeboBaHus K 0OPOPMIICHHUIO JIe. XpaHCHHE
JOKYMEHTOB. JJOKYMEHTOB B CTPYKTYPHBIX [TOAPA3AEICHHUSX.
IlpakTHYeckHe 3aHATHSA:
CocrarieHre HOMEHKIIATY b JIENL.
CamocTrosiTe1bHasA padoTa 00y4arOIMXCs:
CucremaTtnueckas npopaboTka KOHCTIEKTOB 3aHITHIA
[ToaroroBka K MpakTHYECKUM pabOTaM C UCIOJIb30BAHUEM METOINYECKUX
PEKOMEHIalliii penoaaBaTesl.
Tema 2.4. Coaep:xaHue y4eOHOro MaTepuaJia
[oaroroska DKcrnepTu3a LHeHHOCTeN JOKyMeHTOB. [loaroroBka jien Kk cjaue B BEJOMCTBEHHBIM

HJOKYMCHTOB K

apXUB.




3akoHOAATETbHbIE aKThl 1 HOPMAaTUBHO-METOANYECKHE JOKYMEHThl DeepanbHoi
apXUBHOM CITY»KObI Poccu 1o apXMBHOMY XPaHEHHUIO JOKYMEHTOB.
BaumonetictBue ciyx6 JIOY 1 BeTOMCTBEHHBIX apXHUBOB ITPH (POPMUPOBAHUH
OCHOBBI JUIsl ITOCIIEAYIOLIETO XPAHEHUS

Y UCTIOJIb30BaHUS TOKyMEHTOB. ENMHCTBO TpeboBaHUM K XpaHEHUIO JOKYMEHTAINH
B JICJIONPOM3BOICTBE U apPXUBE.

apXMBHOMY
XpAHEHHIO, CamocrosiTesibHasi padoTa 00y4arouuXxcs: §
Cucremarrueckasi mpopadOTKa KOHCIIEKTOB 3aHSATUH
[ToaroroBka K MPakTUYECKUM pabOTaM C MCIIOJIb30BAHUEM METOINYECKUX 2
PEKOMEHALNN PETOIaBaATENS.
Brinonnenue u 3amuTa pedeparon
Coaep:xaHue y4eOHOro MaTepuaJia 2
Komnbrorepu3zanus 1e10nponu3BOICTBA HA NMPEANPUITHH KAaK YCIOBUE BHEAPEHUS
I'ocynapcTBeHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECTIeYeHHS YIIPaBICHUS.
MammuHounTtaemasi JokyMmeHrtauus. Hocutenu, npruMeHsiemMbie pU CO3AaHUN 2
Tema 2.5. JIOKyMEHTOB M TpeOoBaHus K X odopmiieHnto. CocTaB, MOPSAIOK PACTIONOKESHHS 1
npaBuia 0OPMIICHHUSI OCHOBHBIX PEKBU3UTOB JOKYMEHTOB
HUcnoab3oBanue
II5BM & IIpakTH4eckue 3AHATHA: )
Pabota ¢ ma6nonamu Microsoft Office
JeJI0NPOU3BOACTBE
CamocTosiTesibHAsi padoTa 00y4arOIMXCS:
Cucremarnueckasi mpopadOTKa KOHCIIEKTOB 3aHSATUI
[ToaroroBka K MpakTUYECKUM pabOTaM C UCIIOJIb30BAHUEM METOINYECKUX 2
PEKOMEHIAlUI [TPENOIaBaTelIs.
Brinonnenue u 3amuTa pedeparon
Hroro 88




3. YCJIOBUSA PEAJIMZAIIAUA TPOT'PAMMBI JIUCHUATTJIMHBI

3.1. TpeOooBanusi K MHUHMMAJIBLHOMY  MAaTEePUHAIbHO-TEXHHUYECKOMY
o0ecre4yeHHu10:

Peanuzammst mporpamMmbl  TUCHUIUIMHBL TpeOyeT HalIuuus Yy4eOHOTo
kabuHeTa «JlokyMeHTalnoHHOE 00ecrieYeHre YIPaBICHUS.
O6opynoBaHue y4eOHOT0 Ka0UHeTA:
- KOMIUIEKT YYCHUYECKON MebenHu,
- paboyee MECTO MpenoiaBaTelis.
TexHuveckue cpeacTBa 00y4eHUs:
- KOMIBIOTEPHI C YCTAHOBIICHHBIM JIMIICH3UOHHBIM MPOTPAMMHBIM 00€CIIeYeHUEM,
- MyJIbTUMEAUNHBINA IPOEKTOP.
3.2. UudopMmanmonHoe obecnievyeHne o0yuyeHmsi:
IlepeyeHbr pexkoMeHAyeMbIX Y4eOHBIX wu3AaHuid, WHTepHeT-pecypcos,

JAOTMOJIHUTEIbHOM JIUTEPaTypPhl
Hopmamuenaa numepamypa

1. Konctutyuus Poccuiickoit @enepanuu.- M.: [Ipocnekt, 2004.

2. "O6 wunbopmanuu, HUHPOPMAIMOHHBIX TEXHOJOTHSAX W O 3allIUTEe
undopmarun". Geaepanbueiii 3akoH PO ot 27.07.2006 Ne 149-D3.

3. "OO6 anexTponHo# KdpoBoit moanucu". deaepanbuelii 3akoH ot 10.01.2002
No 1-@3.

4. "O TexHuueckoMm peryiupoBanun" @enepanbHblii 3akoH Poccuiickoit
®deneparuu ot 27 aexadps 2002 1. No 184-D3

5. T'paxpanckuii kogekc PO (uactu 1,2,3) - M.: [Ipocnekt, 2002.

6. "O xommMmepueckoi TaiiHe". @enepanbHbiil 3aK0H 0T 29.07.2004 Ne 98-D3.

7. TOCT P 51141-98. [denonpou3BOACTBO M apXUBHOE JEN0. Te€pMHUHBI H
onpenenenus (yrB. [locranoBinenueM ['occrangapra PO ot 27.02.98 Ne 28).

8. I'OCT P 6.30-2003. VYHupUUIUPOBAHHBIE CHCTEMBbI JIOKYMCHTAIUU.
YHuuduuupoBanHas cucrema OpraHU3alMOHHO-PACIIOPSAUTENbHON
JTOKyMeHTaruu. TpeboBanuss K OQGOPMIIEHUIO JOKYMEHTOB. YTBEpKICH
nocradHoBieHuemM ['occranmapra P® ot 03.03.2003 Ne65-ct.- M.: U3a-Bo

cTaHaaprtos, 2003.



9. TunoBasi WHCTPYKIMS TIO JEJIOMPOU3BOJACTBY B (hefepaibHBIX OpraHax
ucnionHuTensHo Biactu (yTB. Ilpmkazom MuHHUCTEpCTBAa KYIBTYPHI H
MaccoBbIX KOMMYHUKaIil PO ot 8 Hoa0ps 2005 r. Ne 536)- M., 2008.

10.0O0mepoccuiickuii - kiaccuukarop ympabieHdeckod mokymeHtanuu OK
011-93 (OKVYM). (YTBepxlIeH U BBEIECH B JIEWCTBHE IOCTAHOBICHUEM

['occrangapra PO ot 30.12.1993 Ne299 (¢ uzm. u nom.ot 1999-2002 rr.).

Y4yeOHasi IuTEPaATypPa U CHIPABOYHBbIE NOCOOUS

1. beikoBa T.A. JlokyMeHTallmoHHOE OO€CleUeHHE YMpaBieHUs: YueOHOe

nocobue — 2 u3f., nepepad. u gom. — M.: HULL UHOPA — M, 2013 — 304c.

2. I'maguii E.B. JlokymeHTallMOHHOE OOECIeUeHHE YyMpaBicHUs: Y4eOHOe
nocobue — 2 u3A., nepepad. u gon. — M.: ML PUOP: HUL] UH®PA — M,
2013 —249c.

3. Kupcanoa M.B. Kypc aenonpou3BOACTBA:  JTOKYMEHTAIMOHHOE
obecrieueHue ympasieHus: Y4ueOHoe mocooue — 6 u3M., UCIp. u JA0I. - M.:

HUIl UHOPA — M, 2014 — 256¢.

4. KprokoBa H.II. JloKyMEHTHpPOBAaHME YNPABICHUYECKOW JEATEIbHOCTH:

Vuyebnoe nocooue — M.: UHOPA-M, 2014 — 268c.

5. Kyszueno W.H. Jlemonmpou3BoactBo: YueOHO-CIIpaBOYHOE mocobue - 6
u3l., nepepad. u pomn. — M.: U3garenbcko-ToproBas koproparus «Jlamkos

u K%, 2013 — 520c.



4. KOHTPOJIb U OLIEHKA PE3VJbTATOB OCBOEHUS
JTACTUTIIAHBI

KoHTpoiIb ¥ oOmEeHKa  pe3yiabTaToOB  OCBOCHMS  JAUCLUILIMHBI
OCYILECTBISIETCSA ITPETNOAABATENEM B IIPOLECCE IPOBEACHUSA IPAKTHUYECKUX
3aHATHM MW J1Ta0OpaTOPHBIX pabOT, TECTUPOBAHUS, a TAKXKE BBINOJHEHUS

O6y‘-IaIOH_II/IMI/ICH HHAWBUYaJIbHBIX BBHaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3yabTaThl 00y4yeHus DopMBbI 1 METOABI KOHTPOJIA U
(ocBOEHHBIE YMEHUS, YCBOCHHbIE OLIEHKH Pe3yJIbTATOB 00y4eHH s
3HAHUS)

OcBOCHHBIE YMEHUS

- 0OpMIIATH TOKYMEHTALIUIO B COOTBETCTBUU
C HOpMaTUBHOM 0a30ii, B TOM YHCIIE C
UCIIOJIb30BaHUEM HH(POPMALIMOHHBIX
TEXHOJIOTHi;

- CTIOJIb30BaTh YHU(UIIMPOBAHHBIE (POPMBI
JIOKYMEHTOB;

- OCBaMBATh TCXHOTIOTHH - DKCIepTHAs OIICHKA TPAKTUYECKUX PadoT.
aBTOMAaTH3HPOBAHHONM 00pabOTKU

JOKYMCHTAIUU,;

- OCYHICCTBJIATh XPAaHCHUC U ITIOUCK
JOKYMCHTOB,

- UCII0JIb30BATh TCICKOMMYHUKAIITUOHHLIC
TCXHOJIOT'HMH B 3JICKTPOHHOM

OcBoeHHBIC 3HAHUA

- TIOHSITHUE, LIEJH, 3a/1a4H U IPUHIIUITHI
JIETIOTIPON3BOICTBA;
hi(S) 8

- OCHOBHBIC ITOHATHUA JOKYMCHTAIIHOHHOT'O
obecreyeHus YHPaBJICHUS,

- CHCTEMBI JIOKyMEHTAllMOHHOT0 00eCHeYeH s |- YCTHBIH OIpoc,
YIpaBJICHNA, -TECTUPOBAaHHE

- KJIJacCCU(PMKALIUIO JOKYMEHTOB; - mepeHIIMPOBAHHBIi 3a4eT

- TpeOOBaHUs K COCTABICHUIO U O(DOPMIICHUIO
JIOKYMEHTOB;

- OpraHu3aluio JOKYMEHTO000OpOTa: TMpHEM,
00paboTKy, pETUCTPALIHIO, KOHTPOJIb,
XpaHeHHe JOKYMEHTOB, HOMEHKIIATYPY 7T
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