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1 TIlacnopr

paboueit

o0ecreyeHre ViipaBJeHUus

NPOrpamMMbl

JTUCIHUIIHHBI

JIOKYMEHTAIIHOHHOE

1.1 MecTo y4eOHOH TUCHUIUIMHBI B CTPYKTYPe OCHOBHOM NMPodecCuoOHATBHOM
o0pa3oBaTeJIbHOM MPOrPaMMbI:
OOs3atenpHas 4acTh OOHIENPO(YECCHOHATBHBIX JTUCHUIUIMH MpOodhecCuOHATBLHOTO
y4eOHOTO0 ITUKIIa

1.2 Hein u 3agayM y4eOHOM AMCUMILUIMHBI — TpeO0OBaHUS K pe3yJbTaTam
OCBOCHUS YU4eOHOM TUCHUIJIMHBI:
[enb yueOHOM IUCHUIUIMHBI — (OPMUPOBAHUE 3HAHUI U YMEHUH, COOTBETCTBYIOLIUX
OK 1,0K2,0K 3, 0K 4,0K5,0K 8, OK 9, [IK 1.1, IIK 1.2, IIK 1.3, [IK 1.4, IIK
1.6 ®I'OC CIIO no cnenuanbHoctr 40.02.01 IIpaBo u opraHuzaius COIMaILHOIO

obOecricueHus

TpeboBanus K pe3yibTaTaM OCBOCHUS Y4€OHON JUCIUTUIMHBIL:

Homep /unpexc Copnepxanue B pe3yabTare H3y4eHus AUCHMIIJIHHBI
KOMIIETeHIIUH 110 KOMIIeTeHIIUH o0yyaromuecsi 10JIKHbI:
®I'OC CIIO 3HATh yMeTh

OK 1 [ToHnmaTp CyIIHOCTH U OCHOBHBIE ITOHATHA CocraBiiaTh, HAXOAUTH U
COLUAIBbHYIO 3HAYUMOCTh | JOKYMEHTALMOHHOTO UCIOJIb30BaTh
cBoe Oynyien oOecrnieueHus ynpaBiaeHUs: | HEOOXOAUMBIE JUIsI
npodeccuu, NposSBIATh K | IPEANPUATHEM yIpaBJIEHUS TOKYMEHThI
HEl yCTOWYMBBIN HHTEPEC.

OK 2 Opranu3oBbIBaTh [Iepeuenb HOKYMEHTOB, OdopmnsaTth
COOCTBEHHYIO HEOOXOIUMBIX JJIs OpraHU3alOHHO-
NeSITeIbHOCTD, BBIOUPATh | OpraHU3aluu pacropsauTeabHbIe
TUIIOBBIE METO/IbI U cOOCTBEHHOM JIOKYMEHTHI B
CHOCOOBI BBITTOJIHEHUS JEATEIBHOCTH COOTBETCTBHH C
poeCCHOHATBHBIX nevictBytonuM ['OCTowm;
3a/1a4, OLICHUBATh UX
3¢hPEeKTUBHOCTD U
Ka4eCTBO.

OK 3 IIpuHuMaTe penieHus B [Tonsatne noxymenta, ero | Ilonb3oBarbes
CTaH/apTHBIX U CBOMCTBA, CIIOCOOBI HOPMAaTUBHO-TIPaBOBOU
HECTaH/IapTHBIX JIOKYMEHTUPOBaHUs 6a3oii
CUTYalLlMsIX U HECTH 3a HUX
OTBETCTBEHHOCTh

OK 4 Ocy1ecTBIATh MOUCK U CymHocTh 1 XapakTepHble | OQopMISTh TOKYMEHTHI
MCIIOJIb30BaHUE 4epThl COBPEMEHHOT'O U1 TIepe/lauk B apXUB
uHpopManuy, JIOKYMEHTOBE/ICHNU, OpraHu3alyu
HEOOXOUMOM Is HCTOPHIO €r0 Pa3BUTHSL
3P PEKTUBHOTO OcymecTBIATh MOUCK U
BBITIOJTHEHUS XpaHEHUe T0KyMEHTOB
npodeccuoHaATbHBIX
3ajad,

npohecCHOHALHOTO U
JIMYHOCTHOT'O pa3BUTHUA.




OK 5 HUcnonb3oBath OCHOBHBIE TPUHLIUIIBI CocTaBisiTh TOKYMEHTBI
UH(POPMALIMOHHO- HCII0JIb30BAHUS C MCIIOJIb30BaHUEM
KOMMYHUKaI[MOHHbBIE MH(OPMALIMOHHBIX MH(OPMALIMOHHBIX
TEXHOJIOTUH B TEXHOJIOTHH B IPO. TEXHOJIOTUI
npodeccuoHanbHOM NEeATEIbHOCTH
JESITEIIbBHOCTH

OK 8 CaMOCTOSITEIILHO TpebGoBanust K Bs3aumoeiictBoBaTh CO
OIpEAEIATh 3aJa4n npopecCHOHATTLHOMY CHELMAIMCTaMH CBOEH
npoheccCuoHaNBHOTO U Pa3BUTHUIO 110 3aHUMAEMOMN | CITY>KOBI U CIIYKO0 U
JMYHOCTHOI'O Pa3BUTHS, JOJKHOCTH OTJIEJIOB, CBSI3aHHBIX C
3aHUMAaThCS JEJIONPOU3BOICTBOM
camMo00pa3oBaHUEM,

OCO3HAHHO IJIAHUPOBATh
HOBBILIEHHE
KBATH(UKALIAH.

OK 9 OpueHTupoBarhCsl B Meroas! opranusanyuu IIpuHuMats
YCIIOBUSIX TIOCTOSTHHOTO nH(OPMALILOHHO- 3¢ (eKTUBHbBIE pElICHHUS,
WU3MEHEHUS IIPAaBOBOMI CIPaBOYHOU PaOOTHI € HCIIOJIB3YsI
0as3bl. JOKyMEHTaMU ONTUMAJIbHYIO

TEXHOJIOTHIO PabOThI
JOKYMEHTaMu

IK 1.1 Ocy1ecTBisITh HeoOxonumeie st OO6pabaTbIBaTh TaHHBIE
npodeccuoHaIbHOe JTaHHOU paboTHI JOKYMEHTBI
TOJIKOBAHWE HOPMATUBHBIX | JIOKYMEHTbI
MIPaBOBBIX aKTOB JIJIS
peanu3aluu rnpas IpaxkJ1aH
B cepe MeHCHOHHOTO
oOecrnieyeHus u
COIMAJIbHOM 3aIIMTBHI.

K 1.2 Ocy1ecTBISITh IPUEM OcobenHnoctu IIpaBuUIBHO COCTaBUTH U
rpaX<AaH Mo BOIIpocaM JIEJIONPOU3BOCTBA 110 o(opMuUTH HEOOXOMBIE
MIEHCUOHHOTO oOpallleHusIM TpaxkJiaH 1 JIOKYMEHTBI
o0ecrieyeHus u KOH(HIEHIIMATIBHOT O
COLIMAJIbHOW 3aIIUTHI. JIEJIONPOU3BOJICTBA

IIK 1.3 PaccmaTpuBath naker [IpaBuna cocraBneHus u IIpaBuIIBHO COCTaBUTh U
JIOKYMEHTOB JJIsI oopmIteHUs 0(pOpMUTH HEOOXOTUMBIE
Ha3HAa4YCHMsI IEHCUH, OpraHHU3alOHHO- JOKYMEHTBI
ocoOuii, KOMIEH caIuii, pacnopsAUTENbHbIX
JIPYTUX BBIILIAT, & TAKKE JOKYMEHTOB
Mep COUATBHOMN
MOIJEPKKH OTIEIbHBIM
KaTEeropusiM TpakJiaH,

HYKIAIOIIMMCS B
COIIMAJIBHOMN 3aIlIUTE.

IIK 1.4 OcymiecTBIsTh HeoOxomuMmele s Ocy1ecTBIATH

YCTaHOBJICHUE JaHHOU paboThI 00paboTKy BXOASIIUX,

(Ha3HaueHue, mepepacyer,
MepPEeBO/T), MHIEKCAIINIO 1
KOPPEKTUPOBKY MEHCHUH,
Ha3Ha4YEHHE TOCOOUH,
KOMTIEHCAINH U APYTUX
CoMaJIbHbBIX BBIIIJIAT,

HAOKYMCHTBI

BHYTPEHHHUX U
HCXOJISIINX JOKYMEHTOB,
KOHTPOJIb 32 UX
HCTIOJTHCHUEM;




UCTIONB3YS
UH(POPMALIMOHHO-
KOMITBIOTEpPHBIE
TEXHOJIOTHH.

IIK 1.6 KoncynbtupoBath CucreMy U TUIOBYIO [IpaBuiibHO COCTaBUTH U
rpakJiaH u TEXHOJIOTUIO oopMUTH HEOOXOIUMBIE
npeJcTaBuTeNen JOKYMEHTAIlMOHHOTO JOKYMEHTBI
IOPUINYECKUX JIHI] 110 o0ecrieueHus yrpaBIcHUS
BOIIPOCAM IEHCHUOHHOTO
oOecnieueHus u
COLIMAJIbHOM 3aIIUTHI.

2 CTPYKTYPA U COJIEP)KAHUE YYEFHOM JUCIUILINHBI
2.1 O6beM yueOHOM JMCUMIIMHBI M BUABI Y4eOHOil padoThI

Buj yueGHoii padoThl O0bem yacoB o popmaM 00yueHust
ouHasi 3a04Hast

MakcumanbHas yueOHAas HArpy3Ka 72 72
O0s3aTesbHasi y4eOHAasi HArPy3Ka 48 18
B TOM YHCIIE:
JICKIIMOHHBIE 3aHSTHS 24 10
MPaKTUYECKHE 3aHATHS 24 8
CamocrosiTe/ibHasi padoTa 00yyalouuxcs U 24 54
KOHCYJIbTAlNHN
B TOM YHCIIE:
Iloozomoska K NPAKMu4ecKum 3aHAMUAM,
cocmaeienue 00K1a008, peghepamos, Kpocceopoos,
epaghuueckux OUKManmos 22 40
Buvinonnenue kommponvuvix pabom (0nsa cmyoenmos
3a04Hol opmbl 00yuenUs) - 12
Tloocomoeka Kk npomexicymoyHou ammecmayuu 2 2
[Tpomexxyrounas arrecranus B popme 3ayeTa 3ayera




2.2.1 TemaTu4yeckuii IVIaH U cOoJepKaHUe Y4eOHOM IMCUMIINHBI MeHeKMEHT
Ounas dopma o0yueHust

HaumeHnoBanue Copaepxxanue y4eOHOro MaTepuasia, NpaKTHYeCKUe 3aHATHS, CAMOCTOSITeIbHAsA padoTa 00y4yarommxcst O0bem
Pa3iesIoB U TeM 4acoB
Pa3nes 1. O01masi XapaKkTepHCTHKA JOKYMEHTALMOHHOI0 o0ecneYeHHus ypaBJeHus!
BBenenue [lenwu, 3anaun 1 OPUHLHKIBL JeN0npon3BoAcTBa. Mcropus nemonpon3BoAcTBa Kak Hayku. IIpenmMer u 3agaum Kypca. 2
Kpatkwuii 0030p auTeparypsl 1 HCTOYHUKOB 110 JAHHOMY Kypcy. PekoMeH1anuu no opraHnu3aiy CaMOCTOSATEIbHON 1
BHEAYAUTOPHOW paboThl cTyAeHTOB. [loHATHE O KOpPpPECHOHAECHLUHU U JeI0Npou3BojcTBe. Jlornyeckas CTpyKTypa
JUCLUILIMHBL, €€ MECTO B CUCTEME NOJATOTOBKH CHEUAINCTA, MEKIIPEIMETHBIE CBS3H.
Tema 1.1. Conep:kanue y4eOHOT0 MaTepuaJia
OCHOBHBIE TTOHSTHS Jleknuu 4
JOKYMEHTAMOHHOTO | OCHOBHBIE MOJIOKEHUS 110 JOKYMEHTHPOBAHUIO YIIpaBIeHUYECKOH esTenbHocTH. Enunas ['ocynapcTBenHas cucrema
obecrieueHus nenonpoussoacTtsa (EI'C JJOY)
yIpaBICHUS [ToHATHS: «TOKYMEHTUPOBAHHEY, «TOKYMEHT», KPEKBU3UTY, «OIaHK», «hopMyisip». HopMer u mpasuiia oopmieHus
JIOKYMEHTOB.
CamocrosiTeibHas paGora 6
Hcropuyeckue 3Tarbl JenonponsBoactsa. @opmysspbl-o0pa3iibl, peKBU3HUTH U OJaHKH. TpeOoBaHUs K
0 OpMIIEHHIO TOKYMEHTOB. [10roTOBKa 10KIIa/10B.
Paspnen 2. TpeGoBaHusI K COCTABJICHUIO U 0()OPMJICHUIO IOKYMEHTOB
Tema 2.1. Conep:xanue yueOHOTro MaTepuaJia
Odopmnenue Jlekuun 2
JIOKYMEHTaIu B Odopmnenne AOKyMEHTallMM B COOTBETCTBUM C HOPMATHBHOM 0a30if, B TOM UYHCJIE€ C HCIOIb30BAaHUEM
COOTBETCTBUH C UHPOPMALIMOHHBIX TeXHoJMorui. OCHOBHbIE TpaBWiIa OQOPMIIEHHS MAIIMHOIMUCHBIX TEKCTOB. TpebdoBaHUS K
HOPMaTHBHOM 0a30i1 | popMaTHPOBaHMIO TEKCTA.
IIpakTnyeckoe 3ansaTe «OQopmiieHHE JOKYMEHTOB B OpraHU3aluN 6
Tema 2.2. Copepxanue y4eOHOIro MaTepuasa
Odopmrenue Jlekuun 4
OCHOBHBIX OCHOBHBIE PEKBU3HUTHI IOKYMEHTA, UX KiIaccupuKaius, npasuia opopmieHus B coorBercTBuu ¢ 'OCTom.
PEKBU3UTOB Dopmynsp u 6JIaHK JOKYMEHTA.
JOKyMEHTa IIpakTH4eckoe 3ansATHE 4
OdopmieHne NpocThIX PeKBU3UTOB JOKYMEHTA.
OdopmiieHHe CI0XKHBIX PEKBU3UTOB IOKYMEHTA.
CamocrosiTesibHast pabora 4

Obmepoccuiickue kinaccudurarops OKIIO, OKY /], OI'PH. OcHoBHble yHuduimponannsie cucremsl B coctape OKY JI. Cuctema
rocyaapcTBeHHbIX opranoB ynpasienus JJOY. [TogroroBka KpoccBOpAOB.

Pa3nes 3. CucreMbl JOKYMEHTALIMOHHOIO o0ecneyeHHs YIpaBJeHus!
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Tema 3.1.

Coaep:xaHue y4eOHOIr0 MaTepuaJia

OpranuzanyoHHas Jlekumnu

JOKYMEHTaLUs YCOP/l — yHudumupoBaHHas CHUCTEMa OPraHU3AMOHHO—PACHOPSAUTENLHOW nokymeHTaruu: coctaB YCOP/,
obmacti ee mnpumeHeHus. OpraHu3alMOHHBIE JTOKYMEHTBHI, MX Ha3zHaueHue, (popmynspei-odpasnsl. I[Ipornemaypa
CcocTaBleHUS © O(QOPMIICHUS OPraHU3AIMOHHBIX JOKYMEHTOB. (OO0JacTb TPHUMEHEHHUSI OpPTaHW3aIMOHHBIX
JIOKYMEHTOB. Vcrosb30BaHue yHUPUITUPOBAHHBIX (HOPM
IIpakTH4eckoe 3aHsATHE
OdopmieHrne OCHOBHBIX BUIOB OPraHU3aIMOHHBIX TOKYMEHTOB

Tema 3.2. Coaepxxanue yueOHOIo MaTepuasa

PacnopsinurensHas Jlekuunu

JIOKyMEHTaIUs PacniopsimutenbHbie TOKyMEHTHI. VX HazHavueHue, GopMyIsipei-oopasiibl [Iponenypa cocraBneHus 1 0OpMIICHHS
paclopsiANTENbHBIX TOKYMEHTOB. O0IacTh MPUMEHEHUS pacopAIUTENbHBIX JOKYMEHTOB. Vcnonb30Banue
yHA(DUIMPOBAHHBIX (HOpM.

Tema 3.3. Coaep:xxanue yueOHOro MaTepuaJia

WNudpopmannonno- Jlexuuu

cpaBoO1HaA HudopmalinoHHO-CIIpaBOYHbIE TOKYMEHTHI. MIX HazHadyeHwue, hopmynsapei-oopasibl. [Iponenypa cocraBieHus u

AOKYMCHTALH odopmiteHHs HHOOPMAIMOHHO-CIIPABOYHBIX TIOKyMEHTOB. O0IacTh MPUMEHEHHS HHPOPMAIIOHHO-CITPABOYHBIX

JToKyMeHTOB Vcnonp3oBanue yHUGUIIUPOBAHHBIX (HOPM.

IIpakTH4yeckoe 3aHsATHE
OdopmiteHre OCHOBHBIX BUJIOB PaclOpsAUTEIbHBIX JTOKYMEHTOB
OdopmieHre OCHOBHBIX BHJI0B HHOPMAIITMOHHO-CIIPABOYHBIX JOKYMEHTOB

CamocrosiTesibHas paboTa
[TpaBuna odopmiieHrs U BeIIa4u Konuid JokyMeHToB. MH(opMannonHo-cripaBoyHas padora. KoHTpons HCTIOTHEHHS TOKYMEHTOB.
Brinosinenue tectoBbix 3amanuil. [logroroska nokianos. [TIoaroroBka Kk TECTUPOBAHUIO.

Pa3nen 4. Opranusanusi J0KyMeHT0000pOTA

Tema 4.1. Conep:xxanue yueOHOro MaTepuaJia

Texuonorusa u Jleknuun

IPUHIMUIIBI Opranuzanus JoOKyMeHTooOopoTa: mpreM, 00paboTka, perucTpalus, KOHTPOJb, XpaHEHUEe JOKYMEHTOB,
Opranusanuu HOMEHKJIaTypa nen. TpeboBaHus K 3aroioBkam aen. @opmupoBanue nei. CucteMaTusaius JOKyMEHTOB BHYTPH
JOKYMEHTO000pOTa nena. Odopmienne nen. TUMIOBBIE CPOKU XPaHEHHSI TOKYMEHTOB.

Tema 4.2. Conep:xanue yueOHOTro MaTepuaJia

Texuonorus Jleknuu

aBTOMATU3MPOBAaHHOW | ABTOMAaTHU3WPOBAHHBIC CHCTEMBI JICIIONIPOU3BOICTRA.

00paboTku Cucrema snekTpoHHOr0 1oKymMeHToo0opota (CO /1), ee cTpykTypa, HacTpoiika cuctemMbl. O030p COBpEMEHHBIX
JIOKYMEHTaIu1 CPENICTB OPTTEXHUKH /IS Tlepeaadn u nepepadotku napopmanuu. [{ludposas nmoanucey. DnekTpoHHAs MoUTa. 3amyuTa

I/IH(I)OpMaI_II/II/I. CucremMbl ONTUYECKOTO pacinno3HaBaHnsd TCKCTOB. Hcnonp3oBaHue IIPaBOBLIX HH(bOpMaLIHOHHLIX
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CHUCTCM.

IIpakTH4eckoe 3aHsATHE 6
OdopmieHne TOKyMEHTOB B aBToMaTu3upoBaHHou cucteme J1OY. Pacrio3HaBanne JOKYMEHTOB.
Opranu3zaiuy 3JIEKTPOHHOTO JOKyMeHToobopoTa. TecTupoBaHue.
CamocrosiTesibHas paboTa 4
Opranu3zaiys onepaTUBHOIO XpaHEHUs JOKYMEHTOB. DKCIEepTHU3a LIGHHOCTH JOKyMeHTOB. Opranusanus padoThl ¢ JOKYMEHTaMH, UMEIOIIUMU
rpu¢sl orpannyenus gocryna. IloaroroBka peeparos.
CamocrosiTesibHasi paboTa 00y4alOUIMXCS IIPU TOJTOTOBKE K 3a4€THOMY 3aHSITHIO 2
IIpome:KyTOUHASI ATTECTALMSA 3auer
Bcero: 72
** 1151 XapaKTepPUCTHKH YPOBHS OCBOCHHS y4eOHOro Marepualia UCIOJIb3YIOTCS CIIeAyIoIne 0003HauCHHUS:
03HAaKOMUTEJIbHBIN - Y3HaBaHUE paHEee M3YUYECHHBIX 0OBEKTOB, CBOMCTB;
PENpOIYKTUBHBIN - BBINIOJIHEHHE JESITEIBHOCTH 10 00pa3ily, HHCTPYKLUHU UIIH MOJ PYKOBOJCTBOM;
HpO,I[yKTI/IBHHﬁ - INTAaHUPOBAHUC U CaMOCTOATCIIbHOC BBITIOJTHCHUEC ACATCIBHOCTH, PCHICHUC Hp06H€MHBIX 3aJaa4.
3aounast popma o0yueHust
HaumenoBanue Coaep:xxanue yueOHOro MaTepHuaJia, MPAKTHYECKHUE 3AHATHS, CAMOCTOSITE/IbHAsA padoTa 00yyarmuxcs Oo6bem
pa3aesioB M TeM 4acoB
Pa3ned 1. O0mas XapaKTepuCTHKA JOKYMEHTAIMOHHOI0 o0ecneyeHus ypaBJIeHus!
Tema 1.1. Copnepxxanue yuyeOHOIro MaTepuasa
OcHOBHbIE OHATHUSA Jlekuun 3
JOKYMEHTAallMOHHOI'O OcHOBHBIE TIOJIOKEHUS IO JOKYMEHTUPOBAHUIO yIpaBieHUYeCKO AestenbHocT. Ennnas ["'ocynapcTBenHas
oOecrieyeHus cuctema nenonpouspojctsa (EI'C JI0OY)
YIpaBJICHUS [ToHsTHA: «TOKYMEHTHPOBAHHEY, «TOKYMEHT», PEKBU3UTY, «OJIaHKy, «hopmyisap». Hopmel u npaBuia
oopMIIeHHs JOKYMEHTOB.
CamocrosiTesbHast pabora 6
Tembl: McToprueckue Tamnsl 1e100por3BoICTBA. POpMyIIApbI-00pa3iibl, peKBU3UTHI U OaHku. TpeGoBaHus K 0(h)OPMIIEHHUIO TOKYMEHTOB.
IToxroroBka IOKJIazIoOB.
Pa3nes 2. TpeGoBaHuUsI K COCTABJICHHIO H 0()OPMJICHHIO IOKYMEHTOB
Tema 2.1. Copepxanue y4eOHOIo MaTepuasa
Odopmnenue Jlexuuu 0,5

JAOKYMCHTAaIlUU B
COOTBETCTBHH C

OdopmiieHne OKyMEHTAllUd B COOTBETCTBUM C HOPMAaTUBHOW 0a30if, B TOM 4YHCIE C HCIOJIb30BaHUEM
MH(OPMallMOHHBIX TexHoJorui. OcHOBHbIE mNpaBuwia O(GOPMIIEHHS MAIIMHOMMCHBIX TEKCTOB. TpeboBaHHS K
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HOPMAaTHUBHOM 6a3oi

(dhopMaTUPOBAHUIO TEKCTA.

IIpakTuyeckoe 3anaTue «OdopMieHe TOKYMEHTOB B OpraHU3aIHI 1
Tema 2.2. Coaep:xanue yueOHOT0 MaTepHaJia
Odopmnenue Jlexuu 0,5
OCHOBHBIX PEKBH3UTOB OcHOBHBIE PEKBU3UTHI IOKYyMEHTA, HX Kiaccudukaius, nmpasuia opopmieHus B coorerctBun ¢ [[OCTom.
JIOKyMEHTa Dopmynsp 1 6JIaHK TOKYMEHTA.
IIpakTH4eckoe 3aHsATHE 1
OdopmieHne NpocThIX PeKBU3UTOB JOKYMEHTA.
OdopmiieHNE CTOKHBIX PEKBU3UTOB IOKYMEHTA.
CamocrosiTeJibHAsi padoTa 2
Temsl: O0mepoccuiickue knaccudukaropsl OKIIO, OKY I, OI'PH. OcHoBHble yHUHIIIpOoBaHHBIE cricTeMbl B coctaBe OKY /I, Cucrema
rocyIapCTBEHHBIX opranoB ympasienus JOVY.
ITonroroBka KpoCCBOPIOB.
KonTposbHnas padora 2
OdopmieHne TOKyMEHTallud B COOTBETCTBUU C HOPMAaTUBHOM 0a30i, B TOM YHCIIE C MCMOJIb30BaHHEM MH(GOPMAIIMOHHBIX TEXHOIOTHIA.
Pa3nen 3. CucremMbl JOKYMEHTAIIMOHHOT0 00ecnieYeHUus1 ypaBJieHust
Tema 3.1. Coaep:xanue yue0HOro MaTepHaJia
OpranuzanuoHHas Jlekuuu 0,5
JOKyMEHTalUsA YCOPJl — yHudunupoBaHHas CUCTEMa OpPraHU3AIMOHHO—PACHOPAIUTENLHON HokyMeHTanuu: coctaB Y COP/I,
obnactu ee mpumeHeHus. OpraHW3allMOHHBIC JIOKYMEHTHI, UX Ha3HA4YeHHe, (opMyispsl-oOpasnbl. [Ipomemypa
cocTtaBleHUs M OG(OpMIIEHUS OpPraHU3aIMOHHBIX JOKyMeHTOB. (OO0jacTh NPUMEHEHHs OpPraHU3aIMOHHBIX
JIOKYMEHTOB. Vcronb3oBaHne YHUPUIIMPOBAHHBIX (GOopM
IpakTHYecKoe 3aHsATHE 05
OdopmieHrne OCHOBHBIX BUOB OPTraHU3AIMOHHBIX TOKYMEHTOB
Coaep:xanue yueOHOro MaTepuaJia
Tema 3.2. Jexuum 0.5
PactiopsHTebHAs 1 Pacniopsimutensabie nokymeHThl. X Ha3HaueHue, Gopmyssipei-oopasibl. Vcnons3oBanue YHUDHUITMPOBAHHBIX
HH(OPMAIIHIOHHO- dopMm. MHpopmaIimoHHO-cIIpaBOUHbIE JOKYMEHTHI. VX HazHaueHue, popmymnspbi-oOpasiisl. Vicnons3oBanue
YHUQUIIMPOBAHHBIX (OPM.
CIIpaBOYHAs
e —— IIpakTH4yeckoe 3aHsATHE 0,5
OdopmieHre OCHOBHBIX BUOB PACTIOPSAUTEIBHBIX JTOKYMEHTOB.
OdopmieHre OCHOBHBIX BHJIOB MH(GOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
CamocrosiTesibHas paboTa 10

Tewmsl: [Ipouieaypa coctaBieHus u 0pOPMIICHUS PACTIOPSIAUTEIBHBIX TOKYMEHTOB. O0IacTh MPUMEHEHUS PACMIOPSTUTENBHBIX TOKYMEHTOB.
[Ipouenypa cocraBnenus u ohopmiieHus: HHGHOPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB. O01acTh MpUMEHEHHS HH(OPMAITHOHHO-CITPABOYHBIX
JIOKYMEHTOB




Brinonnenue tecToBbIX 3aaanuil. [lonroroska pedeparon. [loaroroBka kK TeCTOBOMY 331aHUIO.

Pa3nen 4. Opranuszanus 10KyMeHT0000pOTa

Tema 4.1. Texnosorus

Coaep:xanue yueOHOro MaTepuaJia

ABTOMATU3UPOBAHHOM Jleknun 1
00paboTKK ABTOMAaTU3MPOBAHHBIE CUCTEMBI JEIOMPOU3BOJICTBRA.
AOKYMCHTalM1 Cucrema 371eKTpOHHOTO IokyMeHToobopoTa (CO /1), ee cTpykTypa, HacTpoiika cuctembl. O030p COBPEMEHHBIX
CPEICTB OPITEXHUKU AJIs iepenaun u nepepadotku unbopmanuu. Lludposas noanuce. DeKTpoHHAS MTOYTA.
3amuTa naHGOpMarui. CHCTEMbI ONTHYECKOTO PACIIO3HABAHUS TEKCTOB. VICIONh30BaHUE TPABOBBIX
MH(OPMAIIMOHHBIX CHCTEM.
IIpakTH4eckoe 3aHsATHE 1
Odopmnenune 10kyMeHTOB B aBToMatu3upoBanHoi cucteme [JOY. PacriosnaBanue JOKyMEHTOB.
Opranu3zanuu 31eKTPOHHOTO TIOKYMEHT0000poTa. TecTtoBbie 3a1anus.
CamocrosiTesbHass pabora 8
Tewmbl: Opranuzanus JOKyMeHTooOopoTa: mpreM, 00paboTKa, periucTpaius, KOHTPOIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATypa Jell.
TpeGoBanwmsi k 3aronoBkam nen. @opmupoBanue aen. CucremMaru3aius T0KyMeHTOB BHYTpH jena. Odopmiienue aen. Tumossie cpoku
XpaHEHUsl JOKYMEHTOB.
BrinosiHEHUE TECTOBBIX 3aIaHUMN.
CamocrosiTejibHasi paboTa 00y4alOUIMXCs MPU TOJTOTOBKE K 3a4ETHOMY 3aHSATHIO 2
IIpome:kyTouHas aTTecTanus 3aver
Bcero: 72
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3. YCJOBHS PEAJIM3AIIMU YYEBHOM JUCIHUIIJIMHBI

3.1 TpebGoBanusi K MAaTEPUAJIBLHO-TEXHNYECKOMY 00ecIedeHUI0

Peanuzanust yueOHON IUCHMIUIMHBI TpeOyeT HaJW4yus y4eOHOTo KaOuHeTa
JUTSI TIPOBEICHUS JICKIIMA U TTPAKTUUECKHUX 3aHSATHH.

ObopynoBanue yueOGHOTo KaOMHETa: MPOEKTOP, IKPaH.

Texuuyeckue cpeacTBa 00yUSHHs: POCKTOP, IKPaH.
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3.2 UapopmanuoHHoe Gbecneqeﬂue 00ydeHus

OcHoBHas nuTEpaTypa

1. Kysueuosa, . B. JlokymMeHTauuoHHoe oOecleyeHHe yNpaBleHHA
yuebHoe nocodue mis CIIO / Y. B. Kysueuosa, I'. A. Xagatpsgn. — 2-e uzj. —
Caparos : TlpothoGpasosanve, Aii ITu Ip Meawma, 2019. — 166 ¢. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — Tekct : 3MEeKTpPOHHBIR // DIEKTPOHHO-
oubIHoTEYnasi CUCTEMA iR BOOKS : [canT]. — URL:
https://www.iptbookshop.ru/80326.html — Pexum noctyma: ans aBTOPHU3HUP.

i i

Moab30BaTenei ; E‘:Eiﬁ TUeTeRA
JlonoJiHuTeNbHAS JIHTEpATypa AT TY é/[/l/

1. JHokymedraudontoe obecriedeEne  yIPaBIICHHUA. Cocmsneﬁue U

OQOPMIEHUE ENOBBIX JOKYMEHTOB @ yueOuoe rocobue ang CIO / cocrasurenu

E. U. Baiumakosa. — Caparos, Mocksa : IIpcpobpazosanue, Al [Tu Ap Meana, -
2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — Texkcr :
sneKTpoHHbIl // Dnexktpeuno-6ubnuoreynas cucrema IPR BOOKS : [caiit]. —
URL: https://www.proooksnop.ru/i03343.html  — Pexum gmoctyma: s
ARTOPU3MUP. [10Nb30BaTE/1EH :

Z. Aunexceesa, T. B. ,/oxyMenrtaiMioHHOE oOeClleYeHue YyNpaBlIeHHs
yuebnux / T. B. Anexceesa, O. A. CtpaxoB. — MockBa : YHHBEPCHTET -
«Cuneprus», 2020. — I,32 c. — ISBN 078-5-4257-0402-3. — Texcr
ANEeKTPOHHBIHA // 3ne‘KTpoﬁf10~61d6f1'ﬁoﬁ"e'-;ﬁaﬂ cucrema IPR BOOKS : [caiiT]. —

URL: atps//www.iorpookshop.ru/101344.imi —  Pexum  mocTyma: s
ABTOPHU3MP. N10J530BaATEiCH '

3. Apacnanosa, B. A. JoKyMer1aIHoHHoe obecriedenre  yrpaBieHust
yuebHo-IpakTubeckoe rocodke B cxemax, Tabnuuax, obpasuax / B. A,
ApacnaHoga. — 3-¢ wusit. — Cypryt : Cypryrckuit rocynapcTBeHHSIH
negarornieckuit yausepcurer, 2019, — 240 ¢. — ISBN 978-3-93190-385-9. —
Texer : anextpodusit // 2nexrpenHo-Subnucrednas cucrema IPR BOOKS
[caitt]. — URL: https://www.iprbookshop.ru/94291 html — Pe}i{nw JIOCTYIIa: ISt

o B e ]
aBTCOPU3MD. [ONL30BATENICH e 5 BuGnuerers P
- : POARTT TV %
HinTepuer-pecypob . [ < i
i, htto://Www.aup.ru A IMUHUCTpaTHEHO- Y ipaBieH4eckuit [lopran /
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4. KOHTPOJIb U OIEHKA PE3YJBTATOB OCBOEHUA

YYEBHOM JUCIHUATIIMHBI

Koutposib M omeHka pe3ylbTaToOB OCBOCHUS YYEOHOM JHUCIUILIMHBI
OCYUIIECTBJISICTCS TpEerojaBarejeM B MPOIECCe MNPOBEICHUS MPAKTUYECKUX

BaHHTHﬁ, TCCTUPOBAHMA, a4 TAKKC IIPHU BBIIIOJIHCHHUU CTYJACHTAMU MHAWNBHUAYAJIbHBIX

3aJIaHuM, c/1aue 3ayeTa.

Pe3yabTaThl 00yuyeHuUs1 (0CBOEHHbIE YMEHHUS, YCBOCHHbIE 3HAHUSA)

(I)OpMLI H METOAbI
KOHTPOJIA U OHCHKH

pe3yJabTaToB
00y4eHust

3HaTh: onpocwl Ha

OCHOBHBIE ITOHSITUI AOKYMCHTAIITMOHHOTI'O oOecrieyeHus YIIpaBJICHUA npakmuvecKkux

IpepUsITHEM

[TepeueHb JOKYMEHTOB, HEOOXOIUMBIX JJIsS OPTraHU3AIMH COOCTBEHHON
JIEATEIIbHOCTH

[loHATHE TOKYMEHTA, €T0 CBOICTBA, CIIOCOOBI IOKYMEHTHPOBAHUS

CyIIHOCTB ¥ XapaKTepHbIE YEPTHl COBPEMEHHOT'O JOKYMEHTOBEIEHUS, HICTOPHIO €T0
pa3BuUTHUA

OCHOBHBIE IPUHIUIIBI HCIIOJIB30BaHUS I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOTHI B HpO(I).
JACATCIIBHOCTH

Tpe60BaHI/I5{ K HpO(l)CCCI/IOHaJ'IBHOMy Pa3BHUTHUIO 110 3aHUMaeMon JOJDKHOCTH

MeTtobl opranuzanuy HHGOPMAIMOHHO-CIIPABOYHON pabOTHI C TOKYMEHTaMU

HeoOxonumeble 11t TaHHON pabOThl JOKYMEHTBI

OcobenHocTu ACJIOIIPOU3BOACTBA 110 06paH_[eHI/I$IM I'paXaaH U KOH(I)I/I,Z[CHI_II/I&]'ILHOFO
ACJIOMPOU3BOJACTBA

[TpaBuna cocraBneHus 1 0(OPMIICHHS OPraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB

Heo6xoauMele a5t JaHHON pabOThl JOKYMEHTHI

CI/ICTeMy 1 TUITOBYIO TCXHOJIOTHIO JOKYMCHTAIIMOHHOI'O oOecreyeHus YIIPAaBJICHHUA

3AHAMUSX, N0020MOBKA
U 3auuma 00K1A008,
pegepamos u uHvlx
MeOpUecKux 3a0aHull,
3auem

YMmerTh:

COCT&BJ’IHTB, HaXOOdWUThb U NUCIIOJIb30BaTh HCO6XO,Z[I/IMBIC JJI YITPAaBJICHUA JOKYMCHTBI

OdopmisTh OpraHu3alMOHHO-PACTIOPSATUTEIBHBIE TOKYMEHTHI B COOTBETCTBHH C
nerctyromM ['OCTowm;

[Tosib30BaThCsl HOPMAaTHBHO-TIPABOBOM 0a30il

O(i)OpMJ'IHTB AOKYMCHTHI UIA IEpeaavu B apXuB OpraHu3alun
OCYHICCTBJ'ISITI) IMONCK U XPaHCHUC JOKYMCHTOB

CocTaBisaTh JOKYMCHTHI C HUCITOJIb3OBAHUECM I/IH(i)OpMaI_[I/IOHHI)IX TEXHOJIOTUI

B3aumoseiicTBoBaTh CO CrielIMaIUCTaMH CBOEH CITy>KOBI U CITy>KO U OT/EIOB,
CBSI3aHHBIX C JIEJONPOU3BOJCTBOM

[TpuHuMaTh 3G GeKTUBHBIE PELICHHS], UCTIONb3Ysl ONTUMAIBHYIO TEXHOJIOTHIO
paboThl JOKYMEHTaMU

O6pabaTbIBaTh JaHHBIC TOKYMEHTHI

[TpaBriIbHO cOCTaBUTH U 0OPMUTH HEOOXOJMMbIE JOKYMEHTHI

HpaBI/IJ'IBHO COCTaBHUTh U O(bOpMI/ITL HCO6XOI[I/IMBIC JAOKYMCHTEIL

OcyiecTBisTh 00pabOTKy BXOISAIINX, BHYTPEHHUX M UCXOJAIINX JOKYMEHTOB,
KOHTPOJIb 34 UX MCIIOJIHEHUEM;

[TpaBriibHO cOCTaBUTH U 0OPMUTH HEOOXOUMBIE TOKYMEHTBI

Onpocwvl Ha
NPAKMUYECKUX
3AHAMUSIX, NOO2OMOBKA
U 3auuma 00K1a008,
peepamos u unvix
MeopuecKux 3a0aHull,
3auem
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Jider akryanuzauuu pabouei nporpaMmsbl JHCUHNIHHBI

HaumenoBanue Kadenpa- ITpennoxennsn Toanucek 3apeyomero
JHCUHHILTHHbI pazpaboruux PII 00 H3MeHeHHH xadenpoii/mporoxo
PILJL, 3acenanus Kadeapol
1 2 3 L 4
HokymenTaunontoe M AXTYaTu3HPOBAH CITHCOK {f@{z
obecnieyeHue JIOMOTHUTEILHOH Crruesa U.H.
yHpaBIeHHs ATEPETY PR TIsoToxoa Ne Z
. - L or _76_.___LCE 201
I
t
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IIpunoxkenne A
METOANYECKUE YKA3AHUA U PEKOMEHJAIIUN

METOAUYECKHUE PEKOMEH/JALIUU 11O HAITMCAHUIO
N O®POPMUIEHUIO PE®EPATA

Leasto pedepata sBiIsIeTCS KOPPEKTHOE U 000OCHOBAHHOE PACKPBITUE AKTYaJIbHOW TEMBI,
Ha OCHOBE IPUMEHEHHS COBPEMEHHOM METOJO0JOIMM, O3HAKOMIIEHHE C PENpe3eHTATUBHBIMU
UCTOYHHKAMU M H3JIOKEHHE COOCTBEHHOTO OTHOIIEHHS K paccMarpuBaeMoi mnpodieme. B
pedepare  AOKHO  OBITh  NPOJEMOHCTPUPOBAHO  yYMEHUE  paccMaTpuUBaTb  TEMY,
KJIaccu(UIMPOBATh Pa3JInYHbIC MMOAXO/bl K HEH, OTHOIICHHE K WHTEPIPETAlUiM, ONEPUPOBAThH
JMHTBUCTUYECKUM KaTeropualbHbIM alapaToM, U3J1araTb COOCTBEHHOE IOHUMAHUE POOIIEMBI.

Tema pedepara BbIOUMpaeTCss caMUM CTYACHTOM H3 MPEIJIOKEHHOTO MEPEeYHs WIIH
MOET OBbITh OmIpejesieHa MHIMBUAYAJIbHO NPHU YCIOBHUU IPEIBAPUTEIBHOIO COIVIACOBAHUS C
npenogasareneM. Kpurepuil OAuH - HAy4dHbIA HMHTEPEC aBTOpA, €r0 METOJ0JIOTHYECKas |
MHUPOBO33pEHYECKAs OPUCHTALUS.

Conep:xkanue pedepara mnpuoOOpeTaeT ONpPENEICHHYI0 OCHOBATEIbHOCTb, €CIH
IPOMCXOIUT HE TOJBKO O0OOCHOBAHUE AKTYalbHOCTHU MPOOJIEMBI, HO U MPUBOJMTCH «HCTOPHS
Bomnpocay. J[i1s1 000CHOBaHHOTO aHaM3a HEOOX0MMO pedeprpoBaHre HE MEHEe IIECTH-BOCHMHU
UCTOYHHUKOB 110 U30paHHON Teme (MoHOrpaduil nim crareit). Bo3MoXHO HCIONb30BaHUE PadoOT
Ha MHOCTPAHHBIX S3bIKAX.

CootBercTBYyIOIINI TaHHOMY pedepary NOHATUIHBIN annapaT (TEPMHUHbI) J0JIKEH ObITh
npeJcTaBieH B Havane pedepata. [loHsaTuiinbiil annapar - He0OXOJUMBIH UHCTPYMEHTApUM AJis
KOPPEKTHOI'O PACKPBITHSI TEMBI.

Ctpykrypa pedepara:

1) TUTYIBHBIN JIUCT;

2) tuta" paboThI C YKa3aHUEM CTPAHHI] KaKIOTO BOIIPOCa, TTOBOMpOoca (ITyHKTA);

3) BBezieHHe (0OOCHOBBIBAETCS aKTYalIbHOCTh TEMBbI, CTAaBUTCA LEJIb U 3a/1a4M pedepara,
OTIpeNieNsIeTCsl YPOBEHb HCCIIEJOBAHUS TPOOIEMBbI);

4) TeKCTOBOE U3JIOKEHHUE MaTepHasa, pa30OuToe Ha IJIaBbl, pa3/ieibl (IyHKTHI, MOJIYHKTHI) C
HEOOXOMMBIMHU CCBUTKAMHU Ha UCTOYHHKH, MCTIOJIb30BAaHHBIE aBTOPOM;

5) 3akiroueHue (MOJBOJUTCS UTOT aHAIN3a U POPMYIUPYIOTCSI HEKOTOPbIE BHIBOJIBI);

6) CIMCOK HCIT0JIb30BAHHOM JINTEPATYPHI;

7) IpUIIOKEHUS], KOTOPBIE COCTOST U3 TaOJMIL, AUAarpaMM, TpapuKOB, PUCYHKOB, CXEM
(HeoOs3aTenbHas 4acTh pedepara).

[TpunoxeHus pacnojararTcs MOCae10BaTeIbHO, COTTIACHO 3arojI0OBKaM, OTPasKaIOIIUM UX
coJiepKaHue.

Crpykrypa pedepata nokHa OBITh OOOCHOBaHA, JIOTUYHA, COOTBETCTBOBATH COJCPXKAHUIO,
LEJSIM U 3a/1a4aM.

Ob6vem pegpepama ot 10 1o 15 crpanun, Ha crpanune 28-30 cTpok, B ctpoke 58-60 3HakoB (12
uinu 14 xernp).

Pecdepar nomxeH ObITh TEM MU MHBIM CIOCOOOM COPOIIIOPOBaH.

3ammuTa pedepara B popme nipezentanuu (12-15 cnaiigos).

Pedepar onieHnBaercs npenojaBareneM UCX0/Is U3 YCTAaHOBJICHHBIX Kadeapoi
roKasaresei U KpuTepueB OLIeHKH pedepara.

Ilpu oyenke pegpepama yUUTBHIBAIOTCS CJENYIOIIME KPUTEPHH. COOTBETCTBHE TEMBI
pedepara coaep)KaHUIO, JOCTATOYHOCTh U COBPEMEHHOCTh IPUBIIEYEHHBIX K PACCMOTPEHHIO
UCTOYHUKOB, aHAJIUTHUYHOCTh pabOTHI, METOJO0JOrMyYeckass KOPPEeKTHOCTb, HOBHM3HA B3IUIAJA,
000CHOBAaHHOCTH BBHIBOJIOB, JIOTHYHOCTH TIOCTPOCHUSI, MCIOIB30BAHNE TOHATHIWHOTO amrapara,
CTHJIb paboTHI M opopmileHHEe pedepara.
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