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1. HACHIOPT MPOI'PAMMBI YUYEBHOM JJUCLUIIJIMHBI
1.1. O0sacTb NpUMEHEHUA POrPaAMMBbI

PaGouas mporpamma y4eOHOW MUCIUIUIMHBI SBJISETCS YacTbIO OCHOBHOM

nmpodeCCHOHAILHOM ~ 00pa30BaTeIbHOM  MpOrpaMMbl  0a30BOM  IMOJATOTOBKH B

cootBercTBUM ¢ PI'OC no cnennansHocTH CIIO 40.02.01 IIpaBo u opranusanus
COI[MATIBHOTO 00ECIIeUEHUS.



1.2. MecTO0 AMCHMIUIMHBI B CTPYKTYpe OCHOBHOH HNpPO(hecCHOHATbHOMI
o0pa3oBaTeJIbHOH NPOrpaMMbl: JUCUUIUIMHA OTHOCHUTCS NPOPEeCcCHOHATBHOMY
yueOHOMY HHKIY (001IenpodeccuoHanbHble JUCIUTLIAHBI).

1.3. Hean 1 3aga4yn AMCUMILNIMHBI — TPEOOBAHUSA K pPe3yJibTaTaM OCBOCHHS
AUCUMILIUHBI:

B pe3ynbTate 0OCBOEHUS JUCUUIUIMHBI 00YYaIOIUNCS JOJIKEH |

yMeTh:

o opOpMIIATh JOKYMCHTAIIMI0O B COOTBETCTBHHM C HOPMAaTHBHOW 0a3oM,
UCITOJIB3YSI HHPOPMAITMOHHBIC TEXHOJIOTHH M CPEJICTBA OPTTEXHHUKHU;

o UCII0JIb30BaTh YHU(DHUIIMPOBAHHBIC CUCTEMBI IOKYMEHTAITUH;

o OCYIIECTBIIATh XPaHCHHUE, IIOUCK IOKYMEHTOB;

o UCIIOJIb30BaTh TEJICKOMMYHHKAIIMOHHBIC TEXHOJOTHH B 3JCKTPOHHOM
JIOKyMEHTOOOOPOTE;

3HATh:

o OCHOBHBIEC TIOHSTHS JOKYMEHTAIIMOHHOTO 00€CIICUCHHUs YIIPABJICHHS,

o OCHOBHBIC 3aKOHOJIATCIbHbIE W HOPMATHUBHBIC aKThl B 00JIaCTH
JOKYMEHTAIIMOHHOTO 00CCTICUCHHUS YITPABICHHUS;

o IeNMM, 3aJa4yd W [PUHIUIBL  JOKYMEHTAIIMOHHOTO  OOeCIeYeHUs
yIIPaBIICHUS;

o CUCTEMBI JIOKYMEHTAIIMOHHOTO 00eCIIeYCHHsI YIIPaBICHUS;

o TpeOOBaHHUS K COCTaBICHUIO W OQOPMIICHHIO pa3IUYHBIX BHUJIOB
JTOKYMEHTOB;

o oOIIre MpaBuia OpraHu3aIy paboThl C JOKYMEHTaMH;

o COBpeMeHHbIE MH(DOPMAIIMOHHBIC TEXHOJOTHU CO3JaHMs JOKYMEHTOB H
aBTOMAaTH3allMU JOKYMEHTO000POTa;

o OPTaHU3AIHIO PAOOTHI C AIEKTPOHHBIMU JIOKYMECHTAMU;

o BUIBl OPTTEXHUKHU U CIIOCOOBI €€ UCIOJIh30BaHMS B JJOKYMEHTAI[MOHHOM

obecricueHUH yIpaBICHUS.

1.4. PexomeHayemMoOe KOJMYECTBO YAaCOB HA OCBOEHHE TMPOrpaMMbl
AUCUMILUTHHBI: MAaKCUMAJIBHOW ydeOHOW HArpy3ku oOydaromierocs /8 4acoB, B TOM
1 () (<K

- 00s13aTeTLHOM ayAUTOPHON Y4eOHON HArpy3Ku 00ydaromierocs: 52 yaca,

- CaMOCTOSITeNIbHON paboThl 0Oyyaromierocs 26 4acos.

2. CTPYKTYPA U NIPUMEPHOE COJIEP’)KAHUE YYEEHOHN
JANCHUIIJINHBI
2.1. O0bem yueOHOM TUCHUIIMHBI M BUIbI Y4e0HOH padoThl

Bun yue6HO#I paboThI Ob6vem uacos
MaxkcumasnbHas yueOHasi Harpyska (Bcero) 78
Obs13arenbHas ayaAuTOpHas yueOHast Harpyska (BCero) 52

B TOM YHCJIE:




n1ab0opaToOpHBIEC 3aHATHS

MMPAKTUYCCKUC 3aHATHA

14

IMPAKTUYCCKAs MOATOTOBKA

KOHTPOJIbHBIE pabOTHI

KypcoBas paboTa (IIpoeKT) (eciu mpeaycCMOTPEHO)

CamocTosTtenbHas pabota oOyyaronierocs (Bcero)

26

B TOM YHCIJIC:

3akperuieHHe OCHOBHBIX TEpPMHUHOB H  ompenenenuil. Kiaccudukamus
JOKYMEHTOB TIO 33JIaHHBIM MPU3HAKAM.

N3ydenne HopmatuBHEIX qOokyMeHTOB 1o JIOVY. Knaccudukaius TOKyMEHTOB
T10 33JJaHHBIM IIPU3HAKAM

3akperuieHrue peKBU3UTOB JIOKYMEHTOB

CocraBiieHHE pPa3IUYHBIX BUJOB OJAHKOB JIi WHIWBHIYAJIbHO 3aJIaHHBIX
MpEANPUATHI

CocraBnienne (opmymspa-oOpasiia OpPraHM3alMOHHOTO  JOKYMEHTa  JJIs
WHJIMBUIYAJIBHO 33IaHHOTO TPEIITPHUSITHS

CocraBiieHHE Pa3IUYHBIX BHJOB PACHOPSIUTEIBHBIX JTOKYMEHTOB A
WHJIMBHUIYATBHO 33IaHHOTO MPEITPHUSATHS

CocraBiieHHE Pa3IMYHBIX BHUJAOB CIPAaBOYHO-WH(POPMAIIMOHHBIX JOKYMEHTOB
JUTSI MTHAWBUYATbHO 33JaHHOTO TIPEATPUSTHS

CocraBiieHHe  Pa3IUYHBIX  PA3HOBUIHOCTEH  CIY)KEOHBIX THCEM IS
WHIMBUIYATBHO 33IaHHOTO TPEIITPHUSATHS

CocraBiieHre pa3aUYHBIX BUAOB KaJIPOBBIX JOKYMEHTOB JUIsl WHJIMBHUIYaIHHO
3aIaHHOTO MPEIIPUATHUS

3aKOHCIIEKTUPOBATH TEMY MO JIONOJHUTEIBHOM JINTEPAType

Pa30op paznuuHbIX BUJOB JOTOBOPOB

CaMocCTOATENPHOE  COCTaBJIEHWE  pa3JIMYHbIX  BUJOB  JIOBEPEHHOCTEM,
KOMMEPUYECKUX AaKTOB, MPETEH3UH W HCKOB Il MHIMBHUAYAJIBHO 33JaHHOTO
MPEANPUATHSL.

Bblyunth TEMY 110 KOHCIIEKTY JIEKIUU

BeinonHenne WHAMBUAYAIbHOTO 33JaHUs IO COCTABJICHUIO KOHKPETHBIX
JOKYMEHTOB JJIs 33JAHHOTO MPEAIPUATUS

CocraBiieHHe pa3aIMyHbIX BUJ0B JOKyMeHTOB Ha [IK, BbIBejeHME UX Ha reyaTh

N3yuenne  MHCTpyKIMM 1O  JAOKYMEHTUPOBAHUIO  YIIPABJIEHYECKOU
NesTeNbHOCTH. VI3ydeHue »5TarnoB 00paOOTKH BXOISAIIMX, HCXOISIIUX U
BHYTPEHHUX JOKYMEHTOB. M3ydyeHue NpueMoB pEerucTpaluu JOKYMEHTOB B
pasnuuHbIX (hopmax

[ToaroroBka k nuddepeHIPOBAHHOMY 3a4ETy

|

N R R

w

Hroroas arrectanus B hopme auddepeHIIMPOBAHHOIO 3a4eTa




2.2. TeMaTH4eCKUH IJIAaH U COAEPKaHUE YI4eOHOM IMCUUIIMHBI

HaumeHnoBanue pasneno)
U TEM

CognepxaHue y4eOHOrO0 Marepualia, JIaDOpaTOpHBbIE W TPAKTHYECKHUE PAOOTHI, CaMOCTOSATENbHAs padboT
00yJaronmxcsi, KypcoBasi padoT (IIPOEKT) (eciu npedycmompeHvt)

O0BeM
4acoB

YpoBeHb
OCBOCHHUS

1

2

4

Paznenl Beenenue B JIOY

Tema 1.1.

IIpeamer u 3axaun
HOKyMeHTaHHOHHOFO
obecrneueHus
yHpaBJIeHHUA.

Conep:xxanue yueOHOro Marepuaja

[Ipenmer u 3agaum JOKyMEHTAalMOHHOTO obOecriedeHust ympasieHus. Mecro JIOY B cucreme
ynpasieHusi. OCHOBHbIE TepMUHBI M ompeneneHus. JIokymMeHT U ero ¢yHKUMU: HHGOPMALMOHHAS,
MpaBoBasi, ynpaBlieHUYeCKas, KOMMYHHUKaTHUBHas, opraHu3anuonHas u ap. Kiaccuduxamnus A0KyMEHTOB
KaK croco0 BBIpaOOTKM OMpEeeNEHHBIX MPUHIIUIIOB B COCTAaBJIEHUH, OPOPMIIEHUH, criocobax, popmax u
MeTO0/1ax pabOThI C Pa3IMYHBIMU JOKYMEHTAMH.

IOpunnueckas cuna nokymenTa. JlokymentupoBanue. JIoKyMeHTOO00pOT. ApXHUBHOE XpaHEHHE.

3akoHomarensHble akThl PD B chepe mHPopManmym u JOKyMEHTAIMU. YKa3bl U PACIOPSHKCHHS
[Ipesunenta PO, nocranoBienuss u pacnopsikenus IIpaButensctBa PO, persaMeHTUPYIOIIME BOMPOCHI
JOKYMEHTAI[MOHHOTO obOecrieyeHus: Ha QenepadbHOM ypoBHE. IIpaBoBble akThl (enepaabHBIX OPraHOB
HCIIOJIHUTENBHON BiacTH cyObekToB P® kak oOmieoTpacieBoro, Tak M BEJOMCTBEHHOTO XapaKTepa.
[IpaBoBBIe aKThl HOPMATHBHOTO M HMHCTPYKTUBHOIO Xapakrepa. Mertoaumyeckue aokyMeHTHl mo JJOY
YUPESKICHHUM, Opranuzanuii, npeanpustuil. [ocynapcTBeHHblE CTaHIAPTBl Ha JOKYMEHTAIHIO.
YHubunupoBanHele  CUCTEMbl  JoKyMeHTauuu. OOmepoccuiickue  Kiaccu(uUKatopbl  TEXHUKO-
SKOHOMUYECKON U CONMAIbHON NOKyMeHTaruu. Llenn, 3agaun u pyakuun ciyxosr JJOVY.

IlpakTH4eckoe 3aHATHE:
Pemienue npakTuyeckux cuTyanun

1. JlaliTe onpeneneHue MoHATHS " A€I0MPOU3BOICTBO" .

2. Kakue BUJIbI A€STETbHOCTH OXBATHIBAIOTCSI ’TUM MOHATUEM?

3. Pacmmudpyiite ab6pesuarypy JJ0VY.

4. Kak cOOTHOCATCSI MEXIy cO00M 3T JBa TEpMUHA?

5. Urto Takoe TOKyMEHT M KaKOBBI €10 (DyHKIIHH?

6. Kakue 3Tanbl CBOEro CTAHOBJICHUS MEPEXKIIIO JEI0NpOor3BOACTBO B Poccun?

7. KakoBo cojnep:kaHue NoHATUN "cucteMa jJokymeHTauuu'" U "yHU(pUUIHUPOBAHHAS




cucrtemMa JOKyMeHTauuu'"?

8. B uem 3akitouaercs cyTh YHU(PUKALKUK U CTAHAAPTU3ALUU B AEJIONPOU3BOACTBE?

9. N3noxurte KpaTKo ONBIT U MEPCIEKTUBHI co3aanus B crpane ['CIOY.
10.Ilepeuncnure NPU3HAKK, MO KOTOPBIM  KIACCUPUIUPYIOTCS  JAOKYMEHTHI B
OpraHu3alusX.

11.Kakue pa3HOBUIHOCTH JICJIOBBIX JIOKYMEHTOB MCIOJIB3YIOTCS B paboTe
Oopra"nu3aruin?

CamocrosiTesibHas padoTa 00y4aroIuXcst
- cucTeMaTuyeckasi MpopadoTKa KOHCIEKTOB 3aHATUH, yueOHOM U CHeHaIbHOM JINTepaTyphl

Pa3nen 2 JlokyMeHTHPOBaHUE YIIPABJICHYECKOM 1eATEIbHOCTH

Tema 2. 1 O0mme
npasuJia opopmiaeHust
nokymeHToB. CocTan
PEKBU3UTOB
AOKYMEHTOB.
baanku u popmartbl
AOKYMEHTOB.

Conep:xanue yuyeOHOro marepuaJja

PexBM3UT Kak 00s3aTEeNbHBIA 3JEMEHT, MPUCYIIUNA ompenenéHHoMmy Buay nokymenta. [[OCT P
6.30-2003 «YHUGUIUPOBAHHBIE CUCTEMBI JOKYMEHTAMHU. Y HU(MUIIMPOBAHHAS CHCTEMa OPTaHU3aI[MOHHO-
pacnopsauTeNnbHON JOKyMeHTauuu. TpeGoBaHus K O(GOPMIEHHUIO JOKYMEHTOB» U COCTaB PEKBHU3UTOB
CIIY’)KEOHBIX JIOKYMEHTOB. PEKBM3UTBHI, MpHUAAIONIME JOKYMEHTY IOpUAMYECKYI0 cuily. PacnososkeHue
PEKBU3UTOB. 3arojioBo4yHast 4actb. OcHOBHas dacTh. Qopmyssp-oOpasen AokyMeHTa «OpraHu3auyoHHo-
pacnopsiguTenbHass  gokymeHtauusi. TpebGoBanus K OQOpPMIIEHHIO JOKYMEHTOB. MeToauueckue
PEKOMEHIall ! 110 BHEAPCHUIO I'oCT P 6.30-2003»).
I'OCT 51141-98 «/lenmonpon3BoACTBO M apxuBHOE Jeno. Tepmunbl u onpeneneHus» ['CAOY
«["ocynapcTBeHHass cucTemMa JAOKYMEHTAIMOHHOTO oOecrnedeHus ympaBieHUs. OCHOBHbBIE MOJIOKEHUS.
O6mue  TpeOoBaHMS K  JOKyMEHTaM U  CIy)X0aM  JOKYMEHTAallMOHHOTO  OOECIeYeHHs»
Bunet u HazHayenwe OnaHkoB. brnank kak HaOOp pPEKBU3HUTOB, HWACHTU(DUIMPYIOUUN aBTOpa
0pUIMAIBHOTO MHUCHbMEHHOTO AOoKyMeHTa. OOmmii GiaHk, OlaHK A MUCeM U OJIaHK KOHKPETHOTO BHUA
JOKYMEHTOB. YTIJIOBO€ U TMPOJOJIBHOE pPAacloJokKEHHEe pPEKBU3UTOB Ha OmaHkax. Dopmarsl
noTpeduTensckux Oymar. Hymepaiust MHOTOCTpaHUYHBIX IOKYMEHTOB




CamocrosiTesibHast paboTa 00y4YaromMXxcst

- CHCTeMaTHu4ecKasi IpopaboTKa KOHCIIEKTOB 3aHATHIA, y4eOHOU U CIICIIMAIbHON JIUTEPaTyphl

Packpeith  moHSATHS: «MHGOpMAIHL», «IOKYMEHTHpPOBaHHAs HH(POpPMAIHS» «IOKyMEHTHPOBAHHE)
«IOKYMEHT», «PEKBU3UTY, «OmaHk», «popmymsip». Paccmorpers mnpaBmia oQOpMIICHHS TeKCTa
HCI0JIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOT U

Tema 2.2
Cucrema
OpPraHu3anuoHHO-
pacnopsiiuTe/IbHOM
AOKYMEHTAIUU.
Opranu3anuoHHo-
NpaBoOBbIE JOKYMEHThI

Conepxxanue yueOHOro Marepuaja

[lonsiTHe oOpraHU3alMOHHBIX JIOKYMEHTOB. BuIbl OpraHuM3allMOHHBIX JOKYMEHTOB U HX
3HaueHue. TpeboBaHUs K COJEepkKaHUIO U MpaBuiia 0oPopMIIeHUs TOKyMeHTa J{OJKHOCTHAsE MHCTPYKIIMSL.
TpeboBanusi Kk conepaHUIO U MpaBuwia 0GOPMIICHHS TOKYMEHTOB: IITAaTHOE pAcHHMCAaHUE, MOJIOKEHUE,
YCTaB.

[IpakTHueckoe 3aHsATHE:

1.I'ocygapctBennas cucrema [JOY.

2.IloHgaTre opraHn3alMOHHBIX JOKYMEHTOB

3.Buibl OpraHu3aiMoOHHBIX JOKYMEHTOB

IIpakTryeckas moAroTOBKa:

1.CocraBnenue u opopmieHUE AOHKHOCTHON HHCTPYKITUH

2.CocraBiienue 1 0(opMIICHHE MOJIOKEHHUS], YCTaBa, IITATHOTO PACIHCAHMUS.

CamocrosiTesqibHasi padoTa 00y4aroIMXxcs
- cucTeMaTtuyeckasi mpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOW U CHeHalbHOM JUTEepaTyphbl

Tema 2.3
Cucrema
OPraHu3alMOHHO-
pacnopsiiuTeIbHOM
AOKYMEHTAIUH.
PacnopsiaureabHbie
AOKYMEHTBI

Conepxanue y4eOHOro Marepuasia

[lonsitue o pacnopsaUTenbHbIX JOKyMeHTaXx. OCHOBHbIE TpeOOBaHUS K COCTaBJICHUIO
pacnopsINTENIbHBIX JOKYMEHTOB. BUIBI M CTPYKTypa pacrlopsAWTENbHBIX JOKYMEHTOB: JIOKYMEHTHI,
u3J[aBacMble B OpraHU3alMsAX Ha OCHOBAaX eIWHOHayanus (TMPHKa3bl, pPACIOPSHKEHHS, YKa3aHUs) |
JIOKYMEHTBI, M3/1aBaéMbleé Ha OCHOBE MPUHATHS KOJUIETHAJBHBIX pEIICHUH (TOCTAaHOBJIEHUS, PELICHUS,
IIPOTOKOJIBI).

[IpakTuueckoe 3aHsATHE:

1. TloHaTue o pacnOpSAUTETBHBIX JOKYMEHTAX.

2. Bunsl 1 cTpyKTypa pacrnopsiiuTENbHBIX TOKYyMEHTOB:

3. OcHOBHBIE TPeOOBaHMSI K COCTABICHUIO PACTIOPSIUTEIHHBIX TOKYMEHTOB.




IIpakTHueckas mOArOTOBKA:
1.CocraBienue u o(popMIIEHUE IPUKA3a, PACTIOPSDKEHUS, YKa3aHUs
2.CocraBienue 1 0(OpMIICHUE TOCTAHOBJICHHS, PEIICHUS, IPOTOKOJIA

CamocrosiTesibHast paboTa 00y4yaromMXcst
- CHCTeMaTHu4ecKasi IpopaboTKa KOHCIIEKTOB 3aHATHIA, y4€OHOU U CIICIMAIbHON JIUTEPaTyphl

Tema 2.4
CnpaBoyHo-
uH(pOpPMAIHOHHBIE
AOKYMEHTbI

Conep:xxanue yueOHOro Marepuaja

[Tonsatue o cnpaBouHO-MH(GOPMAITMOHHBIX JOKYyMEeHTaX. OCHOBHBIE TPEOOBAHHS K COCTABICHHUIO
OpraHU3al[MOHHBIX JOKYMEHTOB. BUbI U CTPYKTypa CIpaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHOB: CIPAaBKH,
CIIy>KeOHBI€ 3alMCKH, aKThI U JIp.

IIpakTuyeckoe 3ansiTHe

1.  TlousTHe o cnpaBOYHO-UHGOPMAITMOHHBIX JOKYMEHTaX

2. XapakTepucTuKa KOPPYIIHI

3. Bumel m cTpykTypa CHpaBOYHO-WH(POPMAIMOHHBIX NOKyMEeHTOB: CocTaBieHne u O(opMIIeHH
IIpakTH4Yeckasi NOAroTOBKA.
1.CocraBnenue u 0hOpMIICHHE CIIPABOK, CITY)KEOHBIX 3aITUCOK, aKTOB U JIP.

CamocTosiTesibHasi padoTa 00yYarOIMXCS:
- cucTeMaTuyeckasi mpopadoTKa KOHCIIEKTOB 3aHATHH, yueOHO! U CHEeHaTbHON JUTEepaTyphl
- MOJATrOTOBKA JIOKJIA/I0B

Tema 2.5 CiayxeOHble
NHCbMA.

Conepxanue y4eOHOro Marepuasia

CJ'Iy>Ke6HLIC MnUucbMa: TpaJUMUOHHBIC U 3JICKTPOHHBIC. Bxogsmye u ucxomdaiine nuchbMa. KJ'IaCCI/I(I)I/IKaLH/IH
CJ'Iy>K€6HLIX IMHMCEM II0 3aJJaHHBIM B TEKCTE€ TeMaM. bjanku u PCKBU3HUTHI ITUCCM. OcoOeHHOCTH
TCKCTOB ITHCCM. KOHKprHTBI MMUuceM: TeJICrpaMmma, TCHC(I)OHOl"paMMa, (1)a1<c. Hx ocobeHHOCTH U
CPOYHOCTDH UCIIOJITHCHUS.




CamocrosiTesibHast paboTa 00y4YaromMXxcst
- CHUCTeMaTu4ecKasi IpopaboTKa KOHCIIEKTOB 3aHATHH, y4eOHON U CIIEHUAIILHON JIMTepaTyphl
- TIOJIFOTOBKA JIOKJIaJIOB, 0030pa

Tema 2.6
Kanposast

Conepxxanue yueOHOro Marepuaja

AOKYMCEHTaANUsA

OcHoBHbIe  TpeOoBaHUST K  OQGOPMIIGHHIO JOKYMEHTAIIMHM 10  JUYHOMY  COCTaBy.
JlokymMeHTHpOBaHueE Mpolecca IBrkeHus kaapoB. Cocrasienue pestome. OpopmiieHHe pa3TuyHbIX BUJIOB
3asBieHuid. CocraBieHue U ohopMJeHHE MPUKA30B MO JTUYHOMY cocTaBy. OCOOEHHOCTH COCTaBJICHUS
TPYIOBBIX KOHTPAKTOB. [IpaBuiia oopMIIeHUs U BEICHUS TPYAOBBIX KHIKEK, JTMIHBIX KapTOUEK U JEII.

CamocrosiTesibHas padoTa 00y4aroIuXcst
- cucteMaTtuyeckasi MpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOU U CHelHalbHOM JUTEepaTyphl

Conep:xanue yuyeOHOro MmaTepuasa

Tema 2.7 [dorosopHo-
npaBoBasi
AOKYMeHTaIusl

OO0me TOJOXKEHUS O JIOTOBOpPE, HOPMBI, PEryJIUPYIOIIHE OTICIbHBIC €ro BHIBL, OIpPEacIEHHbI
I'paxxpanckum koaexkcom P®D. [Tonarre noroBopa u OCHOBHBIE €ro paseibl. Buasl qoroBopos. [IpoTokoy
COTJIAIIICHUH U TIPOTOKOJIBI pa3HOIIacHii K goroBopaM. JloBepenHoctu. KoMmMepueckuii akT 1 0COOEHHOCTY
€ro COCTaBJICHHUS

CamocTrosiTesqibHasi padoTa 00y4aroIMXxcs
- cucTeMaTtudeckasi mpopadoTKa KOHCIIEKTOB 3aHATHH, YUeOHO! U CHEeHalbHON JUTEepaTyphl

Conepxanue yueOHOro Marepuasa

Tema 2.8 IlpeTeH3HOHHO!
HCKOBasi JOKYMEHTAIUs

3aKOHOI[aTeJ'ILHLIe AaKThbI u HOPMATUBHLIC JAOKYMCHTBI 110 IIPETCH3MOHHO -UCKO BOH
JOKYMCHTAIlUH. I[OKyMeHTBI, BXOOA0IUEC B COCTAB HpeTeH3HOHHO'I/ICKOB0ﬁ JOKYMCHTAIIH. HpeTeHsnn, ux
BUJBI U 0COOEHHOCTH COCTABIICHHSI. Tpe6OBaHI/I$I K COCTaBJICHHUIO HCKOBBIX 3asBIICHUI.

CamocrosiTesibHast padoTa 00y4arommMxcst
- CUCTeMaTu4ecKasi NpopaboTKa KOHCIEKTOB 3aHATHH, y4eOHO! U CIIelMabHON JIUTEepaTyphl

Pa3znesn 3. Opranmsanusi padoTsl ¢ JOKYMEHTAMH




Conepxxanue yueOHOro Marepuaja

OpranuzaunonHas crpykrypa ciayx0sl JIOY. HopmatuBHas pernamentauust ciyxOel JIOVY. 4
Tema 3. 1 WHCTpyKIMsST 1O JOKYMEHTHPOBAHHUIO YIIPABICHUECKOW JesTeNbHOCTH. Tabenb (opM ITOKYMEHTOB,
JloKyMeHT0060pOT. MIPUMEHSIEMBIX B OPraHU3aLINN.
Hopsinok CocraB u yder 00béMa JOKYMEHTOO000OpOTa opraHu3anui. OCHOBHBIE ATAIbl JOKYMEHTOO0OpOTA
NPOXOKIeHUS npennpusaTus. [Topsnok MpoxXoxAeHHUs BXOIAIIMX, UCXOISIIMX W BHYTPEHHUX IOKyMeHTOB. Pabota c
BXOISIIMX, MCXOASAIIMX | TUChbMaMU U oOOpaimeHussMu rpakjaaH. PopMbl U MOPSAOK pEerucTpanuud JOKyMeHTOB. MHnekcanus
U BHYTPEHHHX JOKYMEHTOB.
AOKYMEHTOB. Opranuzanys cpaBoYHO-UH()OPMALIMOHHON PabOTHI.
KoHTposb ucnonHenns JOKyMeHTOB
CamocrosiTesqibHast padoTa 00y4arOIMXCs 2
- cucTeMaTuyeckasi mpopaboTKa KOHCIEKTOB 3aHATHH, yueOHOM U CHelHalIbHOM JIMTepaTyphl
Conep:xxanue y4yeOHOro marepuasa
Tema 3. 2. Cucrematnzanuss JOKYMEHTOB Kak TpYINIIAPOBKA MCIOJHEHHBIX JIOKYMEHTOB B Jena. 2
Cucremarusanus ®opmupoBaHHE JOKYMEHTOB B Jena. HoMmeHkiartypa Jen Kak CHCTEeMaTU3MPOBAHHBINA MEpEYeHb el
AOKYMEHTOB M HX opranusaiuu, opOpMIICHHBII B YCTAaHOBIIEHHOM Mopske. TpeboBanus Kk GOpMUPOBAHUIO AEII.
XpaHeHue.
CamocTrosiTesqibHasi padoTa 00y4aroIMXxXcs 2
- cucTeMaTtuyeckasi mpopaboTKa KOHCIEKTOB 3aHATHH, yueOHO! U CHeHalbHOM JHTEepaTyphbl
Conep:xanue y4yeOHOro MmaTepuasa
Tema 3. 3.
IoAroTOBKA 16 K DKcnepTu3a LEHHOCTH JOKYMEHTOB, MeToAuKa e€ mposeneHusi. CoctaB U (GYHKIUU SKCIIEPTHOM 2
nocaeayomemy KOMHCCUU. XpaHEHHUE JIe] B TeKYyLIeM AeTonpon3BoacTBe. OCHOBHbBIC MOHATHA 00 apXMBHOM XpaHEHHH.
XpaHEeHHIO [lepenaua nen B apXuB.
CamocrosiTesibHAasA padoTa 00y4arOIIUXCS 4
- CUCTeMaTu4ecKasi NpopaboTKa KOHCIEKTOB 3aHATHH, y4eOHOU U CIIeIMabHON JIUTEepaTyphl
JuddepeHunpoBaHHbIi 3a4eT 2

Hrtoro
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3. YCJIOBMS PEAJIMBALIMU TPOT'PAMMBI INCHUIIJIMHBI

3.1. TpeGoBaHusi K MHHHMAJIBLHOMY MAaTEePHAJIbHO-TEXHUYECKOMY

o0ecreYeH NI

Peanuzauuss nporpaMMmbl  JUCHUIUIMHBL — TpeOyeT

KOMIIBLIOTCPHOI'O KJjacca.

HaJIU4usg  y4yeOHOro

O6opynoBanrue y4yeOHOro KaOMHEeTa: KOMIIbIOTEPHBIE CTOJIbI, CTYJIbs, MIKaQbI,

JIOCKa.

Texaudeckue cpencTBa OOy4eHHS: KOMIBIOTEPbl 0a30BOM KOH(UTYpaluu Mo

KOJINYCCTBY O6yanOIJ_II/IXC$I, 9KpaH, MYJIbTUMCIHA ITPOCKTOP.

[IporpammHoe obGecneyenue: omeparmoHHbie cuctembl Windows, Microsoft
Office (Word, Excel, Access, Power Point), Uutepner Opay3ep, aHTUBHpYyCHas

cucTema.
3.2. UndopmanuonHoe odecnevyeHne 00yueHmst
Ilepeyenr pexkoMeHAyeMBbIX Y4YeOHBIX

pecypcoB, 10NOJHUTEILHOM JIUTEPATYPbI

OCHOBHBIE HCTOYHUKH:

usnanu, MWHTEpHET-

Tadmuma 1

Neni/mm HaumenoBanmue ABTOp

H3parenncTBO, 01
H3TAHUA

OU1l | 3akoH PD «O6 undopmanuu, -
WHGOPMATHU3ALNY | 3alIUTE UH)OPMAITUI
oT 20 deBpans 1995 r., No24-D3

«Poccuiickas razera» ot
20 derpans 1995 1.

ON2 | DenepanbHbiii 3ak0H OT 1 utonst 2005 r. -
No53-d3 «O rocynapcTBEHHOM SI3bIKE
Poccuiickoit deneparmm»

«Poccuiickad razera» ot
1 urons 2005 r.

OU3 | DenepanbHbiii 3ak0H OT 29 uromns 2004 Ne9§- -
@3 «O xommepueckoii Taitne»// C3 PO -
2004 -Ne32-Ct.3283

«Poccuiickas razera» ot
29 urong 2004 r.

OH4 | T'OCT P 6.30-03 «YHudunupoBaHHbie -
CHCTEMBI JOKYMCHTAI[HH.
YHubunupoBanHas cuctema
OpraHU3aI[HOHHO-PACTIOPSATUTENEHOM
nokyMeHTanuu. TpeboBaHus K 0POPMIICHUIO
JOKYMEHTOB

M.: U31-BO cTaHIapTOB,
2003.

OHU5 I'OCT P 7.0.8 2013 «Cucrema CTaHIapTOB
no uHpoOpManuM, OMOIUOTECUHOMY W
U3JIaTeNIbCKOMY Jeny. J]enonpou3BOICTBO H
apxuBHOE J1e10. TepMUHBI U ONIPEICTICHHUSI»

M.: U31-BO cTaHIapTOB,
2013.

OU6 | I'ocymapctBenHnas cucrema JIOY. O6mue -
TpeOOBaHUs K JOKYMEHTaM U CIyk0am
JOKYMEHTAI[MOHHOTO O0eCcTieueHus

M.: U31-BO cTaHapTOB,
1991




YIPABIICHHUS.

ON7 | [IpaBuna neaonpon3BOACTBA B heaepaabHbIX| - M.: HH®PA-M, 2009

OpraHax WCIIOJHUTEIbHOU BJIACTH,
YTBEPkKJACHHBIMU IOCTAHOBJICHUEM
IIpaButenscrBa Poccuiickoit denepanmu ot

15 urons 2009 roga N 477.

OU8 | Odopmisiem noKymMeHTHI Ha iepcoHanbHoM | XKypasnéea 1.B. M.: UH®PA-M, 2011.
KOMITBIOTEpE

ON9 | JoxyMeHTAIIMOHHOE OOECTICUCHHE Jlann B.I1., Yensounck, 2008.
ynpasienus. YMK HBanosa B.D.

OMN10| Henonpou3BOJACTBO: YUEOHUK AJIs JlenkeBuu JILLA. M.: «Axagemus», 2018.-
yyamuxcst Had. pod. yued. 3aBeneHuit -3- 256 c.
u3., iepepad.-

OM11| JoxyMeHTAIIMOHHOE OOECTICUCHHE ITmenko A.B. M.: «Axagemusn», 2019
yrnpasieHus.: YueOHuk.- 11-e uzn.

OMN12| JoxyMEeHTAIIMOHHOE OOEeCTICUCHHE [Tmrenxo A.B., M.: «Axkagemusy», 2019
ynpasnenus.: [Ipaktukym. YueGHoe Hoponnna JLA.
nocoowue.

OMN13| JoxyMEeHTAIIMOHHOE O0OECTICUCHHE Pymbianna JILA. M. : U3narenbCckuii IEHTP
YIPABJICHHS : YICOHUK TSI CTY/I. K Axanemus>>, 2018.
yapexaeHui cpe. mpod. oopazoanus / JI.

A. Pympiauna. . — 8-e usn., ctep
JonoanurenbHbie ucTouHuku (JAH)
Ta0muua 2

Neni/mm HaunmeHoBaHue ABTOp H3pareanbcTBo, roa

U31aHUA

JIN1 | Pemenue npoOIeMHBIX CUTYAIHil 110 ba6uu T.B. Horuunck: @10V CIIO
JTOKYMEHTAIMOHHOMY 00eCIIeUeHUIO «HTIOT» - 2013.
yIpaBICHUS

JIN2 | JlenonpousBOJCTBO (JOKYMEHTAIIMOHHOE bacakos M., M.: 2014
obecrnieueHue yrpaBieHus). YueOHuk. 14 3ambinkosa O.

U3

JIN3 | Kypc nenonpou3BoacTBa. Kupcanosa M., M.: 2014
JlokyMeHTaIlMOHHOE O0ecTieueHne Axcenos [O.
yTpaBiieHUs. Y4yeOHoe nocodue

JI14 | JlokymeHTallmoHHOE obecreueHne Kyzuenos N. M.: FOPAUT, 2015.
yIpaBJIeHUS MepcoHAIOM. Y4eOHUK U
MPAKTUKYM

JANS | denonpous3BoacTBO. [JoKkyMEeHTallMOHHOE Ky3nenos N. M.: FOPAUT, 2014.

obecrnieueHue ynpasieHus. CripaBoqHOE



https://docs.cntd.ru/document/902161860#65A0IQ
https://docs.cntd.ru/document/902161860#65A0IQ
https://docs.cntd.ru/document/902161860#64U0IK
https://docs.cntd.ru/document/902161860#64U0IK
https://docs.cntd.ru/document/902161860#64U0IK

nocobue

JIN6 | CocraBnenue u 0(hopMIICHHE CITYKEOHBIX Kyznenosa T.B. M.: busHec-mkomna
nokymeHToB: [IpakTuueckoe nmocobdue st «nTen-Cunresy,
KOMMeEpYECKHX hupm 2003.

J17 | Opranuszanus paboTbl C JOKyMEHTaMHu. : [Hox penakuumeii B.A. | M.: Uudpa-M, 1998.
VY4eOHUK 11 BY30B. Kynpsiesa

JIN8 | HenompousBocTBo. JJOKyMEHTAaIIMOHHOE [Tanacenxo 1O. M.: 2013
obecrnieyeHre yrpaBieHUs

HNutepuer pecypest (U-P)

Non/mt Ha3zBanmue caiita

H-P1 | www.directum.ru

N-P2 | www.delpro.narod.ru

H-P3 | www.termika.ru

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHWS YUEBHOW
T COUTIITAHBI

KOHTpOJIb U OILICHKa pPE3YyJIbTATOB OCBOCHUSA yqe6H0171 AUCHUIITIMHBI OCYHICCTBJIIACTCA
nperoaaBarejiicM B IPOHCCCEC IIPOBCACHUA IMMPAKTHYCCKUX SaHHTHﬁ, TCCTUPOBAHUA, a TaAKIKC
BBIIIOJIHCHHC O6y‘~IaIOH_II/IMI/IC$I HHAUBUAYAJIbHBIX SaﬂaHHﬁ, IIPOCKTOB U HCCHGZ{OBaHHﬁ.

PesyabraTsl 00yuenus | Koabl (popmupyemsbix @®opMBbI 1 METO/IbLI KOHTPOJISI M OLIEHKH
npo¢ecCHOHATLHBIX U pe3yJbTaToB 00y4eHHs

(ocBOCHHBIC yMeEHNH, N
00IIMX KOMIEeTeHI Uil

YCBOCHHbIE 3HAHUS)

1 2 3
3HaHus:
- OCHOBHEIE OK 1; OK 2; OK Ne; OK| Tekyiuii KOHTpOJIb 3HAHUIA.
3akoHojJaTenbpHbIe akThl B 4; OK 5; OK 8; OK 9;

PesynbTar TecTupoBaHusl.
obiactu
) MH(OpMalMOHHAS,

JIeIOTIPOU3BO/ICTBA; [IpoBepka MPaBUILHOCTH BBIIOTHEHUS




- BUAbI IOKYMCHTOB,

- IIpaBrJia COCTaBJICHUA U
0(OpMIICHHS Pa3TMYHBIX
BHUJOB JOKYMCHTOB;

CaMOOpraHu3aIHst

PaKTUYECKON pabOTHI.

- TpeOOBaHMUS K TEKCTY
CITy’KE€OHBIX JIOKYMEHTOB;

- o01mHe mpaBmIIa

OK 1; OK 2; OK Ne; OK
4;: OK 5; OK 8; OK 9;
MK 1.1-TIK 1-4; IIK 1.6

CBoeBpeMEHHOE BBITIOJTHEHUE CaMOCTOSATEIBHOM
paboThl, TPOBEpPKa PE3yIbTAaTOB PAbOTHI €
Ipe3CeHTAIMEN WK JTOKIaJ0B.

opraHusanuu padboTel ¢ [MHPOPMAITMOHHAS,
JOKYMEHTaMHU;

CaMOOpTraHU3aIs
Ymenus:

- COCTaBJICHHE U
odopmIleHHE pa3TuIHbIC
BHJbI IOKYMCHTOB,

- OCYILIECTBJIEHUE
JOKYMCHTUPOBAHUA H
OpraHusaiu padboTsl ¢
JOKyMEHTaMu;

OK 1; OK 2; OK Ne; OK
4: OK 5; OK 8; OK 9;
K 1.1-TIK 1-4; TIK 1.6

H(pOpMalMOHHas,

KOMMYHHUKAaTHUBHAA

Pesynprar TectupoBaHusL.

[IpoBepka MPaBHIBLHOCTH BHIIOJHEHUS
PAKTHYECKON pabOTHI.

DKCHepTHOE HAOIIOICHUE 32 JIEHCTBUSIMU
00yJaronuxcs.

DKcnepTHas OIEHKA BBITOJIHEHHS TPAKTHUYECKUX
paboT, UHIWBUAYAIBHBIX 3aJJaHUH, JTOKIA/I0B.

- ¢hopMHpOBaHUE JET B
COOTBETCTBUH C
HOMEHKJIaTypOil A€,

- HCTIOJIb30BaHHE
MOJIy4CHHBIX 3HAHUW B
MOBCEIHEBHON U
npodeccruoHaIbHON
NesITeNIbHOCTH;

- BJIaJICHUE TOHATHSIMH
JOKYMEHTa, €r0 CBOMCTB,
CIoco0oB
JOKYMECHTUPOBAHHUS,

OK 1; OK 2; OK Ne; OK
4: OK 5; OK 8; OK 9;
TIK 1.1-TIK 1-4; TIK 1.6

MH(pOpPMaITMOHHAS,

KOMMYHHUKAaTHUBHAaA

CBOEBPEMEHHOE BBITIOJTHEHUE CAMOCTOSTEIBLHOM
paboThI, TpOBEpPKa pe3yIbTaTOB PabOTHI C
MPE3CHTAMEH U JIOKJIAJIOB.

-IIPUMCHEHUE TIPABHIT
COCTaBJICHUS U
ohopMIICHHS
OpraHu3aIMoOHHO-
pacropsIuTeIbHBIX
nokymentoB (OP/]);

- BIaJICHUE CUCTEMOM U
TUNOBOM TEXHOJIOTHEH
JOKYMEHTAI[MOHHOTO
oOecrieyeHns yrpaBaeHUs

(10Y).

OK 1; OK 2; OK Ne; OK
4: OK 5; OK 8; OK 9;
MK 1.1-TIK 1-4; TIK 1.6

MHGOpPMAIMOHHAS,

KOMMYHUKATHBHAsA

[TpoBepka NPaBUILHOCTU BHIMOTHEHUS
MPAKTHYECKON pabOTHI.

DKkcnepTHOE HAOMIOICHUE U OLICHKA BBITTOJITHECHUS
COOOIIEHHIA, TOKIIA/I0B, OTBETHI HA KOHTPOJIbHBIE
BOIIPOCHI.

Anamms BLICKEBLIBE[HI/II\;I, ApTYMCHTOB
06yqa}01u1/1x051 ITpU MPOBEACHHUU TUCKYCCHUU.
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