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1. HEJIU U 3AJJAYH OCBOEHUA JUCHUITVIMHBI

Llenamu OCBOGHHS IUCHUIUIMHBI «JoOKyMeHTalmoOHHOE oOecreyeHne YNpaBiICHUs SIBISIFOTCS:
npuoOpeTeHHe CHUCTEeMBbl 3HAHUM B O00JAaCTH JOKYMEHTAlMOHHOTO OOeCHeueHHsl YIpaBJeHUS, U
MCIOJIb30BaHUE UX B MPAKTUUECKON padoTe.

3a0auamu  muctmmMHbl  «JlOKyMEHTalMOHHOE  oOecreueHHe  YIpPaBICHHUS»  SBISIIOTCA:
O3HAKOMHTBCSI C COCTAaBOM PEKBU3HUTOB IOKYMEHTOB U MPaBUI UX O(QOPMIICHHUS; PACCMOTPETH MOPSIIOK
COCTaBJIEHM S, UCIIOJIb30BaHUS U MOPSAA0K IIEPECMOTPA OpraHN3allMOHHO-TIPABOBBIX JOKYMEHTOB; OBJIa/IETh
TaKMMHM HaBBIKAMHU, KaK KJIacCHU(UIMPOBATh U COCTABIATH PACIOPSAUTEIbHBIE JOKYMEHTHI, H3yYUTh
MOJIb30BaHUE U COCTaBJICHHWE WH(POPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIlMM M 3HATh €€ OCOOEHHOCTH;
OBJIaJICTh HABBIKAMH COCTABJICHUS CIIYKEOHBIX [TMCEM U YMEHHIO BECTHU MEPENHCKY; 3HATh KIIACCU(PUKAIIUIO
MUCEeM; H3YYMTh JTalbl JOKYMEHTOOOOpOTa OpraHU3allH; O3HAKOMHUTBCA C TIOPSJIKOM XpaHEHUs
JOKYMEHTOB, O()OPMIICHHEM M CHAuu JIe] B apXHUB; O3HAKOMUTCS C YHU(DUIHUPOBAHHBIMU (GopMaMH MO
KaJIpOBOMY JI€JIOIPOU3BOJICTBY, OJYyUYNUTh HABBIKK UX COCTABJICHMSL.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII
JucuunnuHa «/loxkymeHTanmonHoe obecrnieueHue YIpaBICHUS OTHOCHUTCS K
obmenpodeccHoHaNbHBIM JAUCIUILTNHAM npodeccruoHanbHoro yueoHoro nukina OIIOIT (ob6si3aTenpHast
gacth) (OIl.13) m HaxoguTCs B JIOTHYECKOM W COJEPKATEIBHO-METOAMYECKOW CBSI3U C JPYyTUMH
TUCIUIUIMHAMY (MOIYJIISIMU).

[IpeamecTByroMME TUCIUTLIAHBI [Tocnenyromue quCIUATIITUHBI (KYpChI, MOJTYJIA, TTPAKTUKH )
(Kypchl, MOJTyJTH, IPAKTHKH)
OIl.11. DxoHOMHKA OpraHU3alNN OIl.12. MeHeKMEHT

I[IM.01. O6ecneuenue peanuzanuu pas | OI1.06. ['paxknanckuii mporecc
rpaxgad B chepe  MEHCHOHHOTO
o0ecrneveHus U COMATbHON 3alUThI

OI1.09. CtpaxoBoe z1e11o

OII.10. Ctatuctuka

I[IM.02. OpranuzanuoHHOE oOOecleueHue AesITeNbHOCTH
YUPEKICHUN COIMAJIbHOM 3allUThl HACEJICHHUS W OPraHoOB
@DoHJa IEHCMOHHOTO W couuaiabHoro ¢ouaa Poccuiickoit

denepannn

[IpousBoacTBeHHast MpaKkTUKa (o npoduIio
CIENUATLHOCTH) MO  MPOPECCHOHATBHOMY  MOJYJIIO
«Opranu3anuoHHOe obecrnieueHue JESITEIIbHOCTH

YUPEXKICHUN COIMAJIbHOM 3allUThl HACEJICHHUS W OPraHoOB
@DoHJla IEHCMOHHOTO W couuanbHoro ¢ouga Poccuiickoit
Denepaumny

TpeOGoBaHus K «BXOIHBIM» 3HAHUSIM U YMEHHSIM OOYy4arolIerocsi, HEOOXOJUMbIM MPU OCBOCHUU
JUCHUITIIMHBI «I[OKYMGHTaI_[I/IOHHOG 06ecnequI/Ie YOpaBJICHUSA» U HpHOGpeTeHHBIM B PE3YyJIbTATC
OCBOEHUS IIPEIIIECTBYIOLIUX JTUCIUIIINH!

3HATb: 3aKOHOAATCJIBbHBIC YW HWHBIC HOPMATHBHBIC TPABOBLIC AKTbhI, PCETIIaMCHTUPYIOIIUC
OpPraHMU3aIIOHHO-XO3SUCTBEHHYIO AESITEIbHOCTh OPraHU3alliid pa3TUYHbIX OPraHU3alMOHHO-IIPABOBBIX
(dopM; OCHOBHBIE AaCHEKTHl PA3BUTHS OpraHU3alMi KakK XO3SHUCTBYIOIIMX CYOBEKTOB B PHIHOYHOM
SKOHOMMKE; TOCYJapCTBEHHbIE CTAaHIAPThl COLMAIBLHOTO OOCTYXUBAHUS; IMOPSIOK MPEAOCTaBICHHUS
COMMAJIBHBIX YCIYT U JPYIr'UX COLNUAJIBHBIX BBIIUIAT, ITOPAI0K q)OpMI/IpOBaHI/I}I IIEHCHUOHHBIX U JIMYHBIX ACJI
MoJTy4yaTeNe MeHCH, TOCOOU, eXKEMECTIHBIX ACHEKHBIX BBITUIAT, MATEPUHCKOTO (CEMEHHOTO) KanmuTasia
U JIPYTUX COIIMATIBHBIX BBITUIAT; CIOCOOBI MH()OPMUPOBAHUS I'PAXKAAH U JOIHKHOCTHBIX JIAL 00 M3MEHEHHSIX
B 00JIaCTH TIEHCHOHHOTO O0ECleueHUs] U COLMAIbHON 3alllUThl; OCHOBHBIE MpaBHiia MPO(ecCHOHATBLHOM
OTUKHU U IPUCMBI ICJIOBOTO O6H_IGHI/I}I B KOJIJICKTHBC.

yMeTh: 0OPMIISITh pacueThl OCHOBHBIX SKOHOMHUYECKUX MOKa3aTeseil JesTeIbHOCTH OpraHu3alliig;
NPUHUMATH JIOKYMEHTBI, HEOOXOAMMEBIC JJisi YCTAaHOBJCHHSI TECHCHUN, TMOCOOMH, KOMIICHCAIUH,
3



€KEMECAYHBIX JCHEKHBIX BBIIUIAT, MAaTEPUHCKOT0 (CEMEMHOT0) KanuTala U JpyruX COLUaIbHBIX BBIMLIAT,
HCOGXOI[I/IMBIX AJI1 YCTAHOBJICHUS HGHCHﬁ, HOCO6Hﬁ U JpyTHUX CONUATIBHBIX BBITJIAT,; ONIPCACIIATL NCPCUCHD
JOKYMEHTOB, HEOOXOIMUMBIX [UJIsl YCTAHOBJIEHUS TIEHCHUH, MOCOOUN, KOMIIEHCAUUN, €KEeMEeCSUHbIX
ACHCIKHBIX BBIIJIAT, MATCPUHCKOT'O (CGMCﬁHOFO) KanuTajJla U JPYrux COUUAJIBHBIX BBIIUIAT, Pa3bACHATH
MOPSAIOK MOJTyYEHHUS HEJOCTAIOIIUX JOKYMEHTOB M CPOKHU UX MTPEIOCTaBIICHUS; POPMUPOBATH IEHCHOHHBIE
Jena; jAena ToNydaTesield MOCOOMH, €KEMECSYHBIX IEHEKHBIX BBITUIAT, MATEPUHCKOTO (CEMEWHOTO)
Kanurtajga M JPYruX COLMAIBHBIX BBIIIAT; COCTABISATh MPOEKTHl OTBETOB HA MHUCHMEHHBIE OOpaIleHUS
rpaXJaH ¢ MCIOJIb30BaHNEM MH(pOPMAIMOHHBIX CIIPAaBOYHO-TIPABOBBIX CHCTEM, BECTH YUeT OOpalleHui;
3anpamuBaTh HHPOPMAIMIO O COACPKAHUM MHIUBUAYaIbHBIX JIMLEBBIX CYETOB 3aCTPAXOBAHHBIX JIHI] U
aHAJTM3UPOBATh IOJNyUYCHHBIE CBEJCHHUS O CTake padoThl, 3apabOTHOM IIaTe M CTPAXOBBIX B3HOCAX;
COCTaBJISITH TIPOCKTHI peIIeHUH 00 OTKa3e B HA3HAYCHUH MEHCUM, TOCOOMIA, KOMIIEHCAITUH, MAaTEPUHCKOTO
(ceMelHOro) KamuTajla, €KEMECSIYHOW JEHEKHOM BBIILIATHI, B NPEIOCTABIECHUU YCIYTr M JPYTUX
COLIMAJIbHBIX BBIMIAT, HCMHOJb3Yys HH(GOPMALMOHHBIE CIPABOYHO-IIPABOBBIE CUCTEMBI; HCIIOJIB30BATh
NEPUOINYECKUE U CIICIIMAIbHbIE N3JaHN, CIIPABOYHYIO JINTEPATypy B MPO(eCCHOHATBEHON IS TEIIbHOCTH;
WH(POPMHUPOBATH TPAKIAH U JOHKHOCTHBIX JIMI] 00 H3MEHEHUSIX B 00JIACTH MEHCHOHHOTO 00ECTICYCHUS U
COL[I/IaJIBHOﬁ 3al0UTBl HACCJICHUA;, CJICAOBATH J3TUYCCKUM IIpaBWJIaM, HOpMaM W MOpUHOUIIAM B
npodeccuoHaNbHOMN 1eATENbHOCTH;

3. TPEBOBAHUS K PE3YJIIBTATAM OCBOEHUS COAEP KAHUSA AUCIHUIIJIMHBI

[Ipouiecc wu3y4YeHHs] AUCHUIUIMHBI HampaBlieH Ha (OPMHUPOBAHHE DSIEMEHTOB CIEAYIONIUX
KOMIIETEHIINH 110 JaHHOU CIEIMAIbHOCTH:

a) oowux (OK)

OK 01. BeiObupats criocoObI perieHus 3a1a4d npo(ecCHOHaTbHON ACITEIPHOCTH TPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM

OK 02. Mcrnonp30BaTh COBPEMEHHBIC CPE/ICTBA TTOMCKA, aHAIM3a M MHTEPIPETai HHPOopMauu 1
nH(OPMAIIMOHHBIE TEXHOJIOTUHU IS BRITIOTHEHUS 33124 POo(eCCUOHATBLHON AesTebHOCTH

OK 03. IlnmanupoBaTh 1 peaau30BbIBaTh COOCTBEHHOE TPO(ECCHOHATLHOE U IMYHOCTHOE Pa3BUTHE,
MPEeNPUHUMATETLCKYIO IESTEILHOCTh B MPOQECCHOHANBHON cepe, MCTIOIb30BaTh 3HAHUSI IO MPABOBOM
1 (PMHAHCOBOM 'PAaMOTHOCTH B Pa3JIUYHbIX KU3HEHHBIX CUTYaIUIX

OK 05. OcymecTBiiTh YCTHYIO M MHUCbMEHHYI0 KOMMYHHMKAIIUI0 HAa TOCYAApPCTBEHHOM SI3BIKE
Poccutiickoit deneparuu ¢ yueToM 0COOEHHOCTEH COIMATBLHOTO U KYJIbTYPHOTO KOHTEKCTA

OK 09. ITonp3oBaThest MpohecCHOHAIBHON JOKYMEHTAlUE Ha TOCYJapCTBEHHOM M MHOCTPAHHOM
S3BIKaX.

0) npogpeccuonanvuvix (I11K)

IIK 1.1. OcymiecTBasTh MPOPECCHOHAIBPHOE TOJKOBAaHWE HOPMATHBHBIX IPABOBBIX AKTOB IS
peau3anuu npas rpaxkaaH B cgepe IEHCHOHHOTO 00ECTIeUeHUS U COITUATBHOMN 3allUTHI.

[1IK 1.2. OcymecTBasaTh MPUEM TpakJiaH MO BOMPOCAM MEHCHOHHOTO O0ECTeYeHHUsI U COMATbHON
3aIlUTBHI.

IIK 1.3. PaccmarpuBaTth makeT JOKYMEHTOB ISl Ha3HA4YeHUs TEHCUW, MOCOOWH, KOMIIEHCAIUH,
JIPYTUX BBIIIIAT, @ TAKKE MEP COIUATBHON MOJACPKKH OTIACIbHBIM KaTETOPHUSAM I'paXKIaH, HYKIAIOIUMCS
B COILIMAJILHOM 3alIlUTE.

I[IK 1.4. OcymecTBiasaTh YCTaHOBJIEHUE (Ha3HAUEHHWE, IEpepacdeTr, IMEpPEeBON), HMHIEKCALUI0 U
KOPPEKTUPOBKY MEHCUI, Ha3HaYeHHE MOCOOUH, KOMIIEHCAUN U JPYTUX COLUAIbHBIX BBIILIAT, UCIIOIb3YSI
UH(OPMAIIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

I[IK 1.6. KoHCyabTHpOBaTh TpPaKIaH M MPEACTABUTENIEH IOPUIMYECKUX JIMI[ MO BOMPOCAM
MIEHCUOHHOTO O0ECTICUeHHS U COLMATBHOMN 3aIUTHI.

TpeGoBanuss K 3HAHUAM, YMEHMSIM H MNPAKTHYEeCKOMY ONBITY MO0 JHCIHHUIIHHE

«JlokymMeHTaIMOHHOE O0eceYeHue YIPABJICHU»:

1) 3naTh:

- IOHSTUE IOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI IOKYMEHTHPOBAHMUS;

- IpaBUJIa COCTABIIEHUS U O(POPMIIEHHUSI OPraHU3ALIMOHHO-PACTIOPSAUTENbHBIX T0KyMeHTOB (OP/I);

- CUCTEMY U TUTIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO obecrieueHus yrpasienus (JJOY);



- OCOOGHHOCTH JIETIOTIPOM3BOJCTBA IO OOpalIeHUsM TpPakKIaH ¢  KOHQPHUIACHIIMATHHOTO
JIeIIOTIPON3BOICTBA.

2) ymeTh:

- oOopMIIATH OpPTraHU3AIMOHHO-PACTIOPSIUTEIHHBIE TOKYMEHTHI B COOTBETCTBHH C JEHCTBYIOIIUM
I'OCTowm;

- OCYIIECTBIATH 00pabOTKY BXOJSIINX, BHYTPEHHUX M UCXOMISIIUX JOKYMEHTOB, KOHTPOIb 32 MX
UCIIOJIHEHUEM;

- 0OpMIIATH TOKYMEHTHI IJIsl IEpejadud B apXUB OpraHU3aIUH.

3) npaktudeckuii onbIT: pazaenoM VI ®I'OC CIIO «TpeboBaHus K CTPYKType MPOTpaMMBbI
MOATOTOBKH CIIEIIUAIMCTOB CPEAHETO 3B€HA» [Tabmuna 3] He mpeayCMOTpEH.

4. OFbEM JJUCIHIUTIJIMHBI 1 BUJIbI YUYEBHOM PABOTHI
OO0mmit 006bEM OUCHUILIHHEI cOCTaBIIteT 114 akageMHUUeCcKUX YacoB.

Ounas dhopma 00yueHus

Bun yuebnol paboThl Bcero gacos CemecTphl
2(CO0O%*)
4(000**)
AyIMTOpHBIE  3aHATHSA (padora o0yyarommxcst BO 84 84

B3aMMO/IEHCTBHH C NpenogaBarTesaeM) (Bcero)
B TOM HUCIJIC:

Jlexmum (JI) 42 42
Cemunapsi (C) 42 42
CamocrositesibHasi padora (Bcero) (CP) 30 30
B TOM YHUCJIC:

Pedepar 10 10

CamoronrotoBka  (CaMOCTOATENBHOE  HM3Y4YCHHE  PAa3JIelioB,
npopaboTKa ¥ MOBTOPECHUE JICKIIMOHHOTO MaTepHhajia U Marepuajia

Y4EOHHKOB M y4eOHBIX MOCOOMI, MOATOTOBKA K CEMHUHApaMm) 20 20
[TpoMexyToUHas aTTeCTALHS 3auer
OO01mmii 00HEM, yac 114 114

* Ha 6a3ze cpeqHero oouiero oopa3oBaHus
** Ha 06a3e OCHOBHOT'O 00IIIeTO 00pa30BaHUS

3aouHas popma oOydeHUs

Bun yueGHoM paboTh Bcero uacos CemecTpsl
3(CO0O*)
5(000**)
AyIHTOpHBIE 3aHATHSA (pabora 00y4aroumuxcs BO 8 8

B3aMMO/IeliCTBHM ¢ MpenoaaBarteseM) (Bcero)
B TOM YHUCJIC:

Jlexuuu (JI) 4 4
Cemunaps! (C) 4 4
CamocrositesibHas padora (Bcero) (CP) 104 104
B TOM YHUCJIE:

Pedepar 20 20
CaMomnoaroroBka  (CaMOCTOSITENIBHOE ~ W3YYCHHE  Pa3JeNioB,

npopaboTKa ¥ MOBTOPEHUE JICKIIMOHHOTO MaTepuaja U Marepuaia

y4eOHHMKOB U Y4eOHBIX MOCOOUH, MOATOTOBKA K CEMUHApaM) 84 84
[TpomexxyTouHas arrectarus (3a4eT) 2 2




O61mmii 00bEM, yac

114 114

* Ha 6aze cpeqHero oouiero oopa3oBaHus
** Ha 0a3e OCHOBHOT'O 00IIIeT0 00pa30BaHUS

5. COAEPKAHUE U CTPYKTYPA JTUCHUITJIMHDBI

5.1. Copep:xanue TUCUMIIIHHBI

Ne
paznena
(Tembl)

HanmMenoBanwue pasjiena (TeMbI)

Coneprxanue pasnaena (TeMbl)

1

OcHOBHBIE
JeTOTIPOU3BO/ICTBA.
HopMmartuBHO-TIpaBoBOE
o0ecrieyeHrne JOKYMEHTAlMOHHOTO
obecrieueHus yrpaBaeHUs

IIOHATHUSA

JIOKyMEHTAIIMOHHOE 00€ecleYeHUe yNpaBlIeHUs], KakK
oqHa u3 (YHKIMHA yOpaBieHus, yHUUKaIUS U
CTaHJApTH3alMsl  JIOKyMEHTOB,  Kiaccuukanus
NOKyMeHTOB. [IoHATHE MOKyMEHTa, €ro CBOMCTBA,
CIoCO0Bl TOKyMeHTHpoBaHus. CucTeMa M THIOBas
TEXHOJIOTUSl  JIOKYMEHTALlMOHHOTO  OOecreueHHs
YIIPABIICHUS

JIOKyMEHTUPOBAHUE YIPABICHYECKOU IEATEIBHOCTH.
I'ocynapcTBeHHBIE CTaHIApPTBl Ha JIOKYMEHTALHMIO,
of1epoccuiickue KJ1acCU(UKaTOPBI TEXHHUKO-
SKOHOMHUYECKOH U CONMAIbHON HH(OpMAaITUH.

CocTaB peKkBU3UTOB U IpaBHJIa UX
oopmIIeHUS

OOumii B ¥ COCTAaB PEKBU3UTOB IOKyMEHTA; 00III1e
TpeboBaHus K 0)OPMIICHUIO PEKBU3UTOB IOKYMEHTA;
TpeGoBaHuUs K U3TOTOBJICHHUIO, yUery,
UCTOJb30BAHUIO M XpAaHEHHIO  OJIAaHKOB ¢
BOCIIPOU3BEJICHHEM TOCylapcTBEHHOro repba PO,
rep0oB cyObekTOB PO.

IIpaBuna  nmemoBOro
MAaIIMHOIMCHOTO
TEKCTa. Cucrema
MIEPENHUCKH.

CTHNIIA u
odopmMIIeHUS
JEJI0BOM

OdunmanbHO-eNI0BON CTHJIb. Ynorpebienue
CIICLIMAIBHOM  JIGKCUKHM, YCTapeBIIEH  JIEKCHKH,
HEOJIOTU3MOB, 3aMMCTBOBaHHBIX CJIOB, CJOB C
«YHUBEpCAIbHBIM 3HAYEHUEY, COKpalIeHHi,
SI3BIKOBBIX dopmyt. Ocobennoctu
JIEIONPOU3BOJICTBA MO OOpalleHUsM TpaxIaH U
KOH(UIEHITMATEHOTO JIEJIOMPOU3BOJICTBA.

Cucrema  nemoBoi  mepenucku:  [loctpoeHne
npennoxkeHud. TunuuHple OMHUOKM B  TEKCTax
JTOKYMEHTOB. Buabl AenoBOM TEpenucKku W UX
Ha3BaHua.  CojepkaHue  MHUCEM,  TeJerpamw,
TenekcoB, (akcorpamm (dakc) TenedhoHOTpaMMA.
AOGGpeBuarypa.

OpranuzanuoHHO-TpaBOBast
JOKYMEHTaLU.
JloKyMEeHTUpOBaHUE
KaJpoB

JBHXCHUA

Ha3nauenune u coctaB opraHM3alMOHHO - MPAaBOBOM
AOKYMCHTAIUH. yqpeHHTGHBCKI/Ie AOKYMCHTHBI.
CocraBrnenne u o¢opMIICHHE OTAEIbHBIX BHIOB
OpraHnu3aluOHHO-IIPAaBOBLIX AOKYMCHTOB.
Opranu3zanus paboTbl pErUCTPaLUU.

KoMITIeKChI TOKYyMEHTOB 110 0)OPMIICHHUIO: TIEpEeBOAA
Ha Jpyryro paboTy, OTIIyCKOB, TOOIIPEHUI
pabOTHUKOB, JHACUUIIMHAPHBIX B3BICKAHHH,
aTTeCTaIluu PabOTHHKOB, CITYKEOHBIX
KOMaHIUPOBOK, YBOJIbHCHUSI.




Cucrema
JOKyMEHTAIUH.
Cucrema CIIPaBOYHO-
MH(GOPMALIMOHHOHN TOKYMEHTALIUH.

pacropsIAUTEIbHON

IIpaBuiia COCTaBJICHUS U oopmrenus
OpPraHU3alIOHHO-PACTIOPSAUTEIbHBIX  JIOKYMEHTOB
(OPJ1). OcHOBHOE Ha3HAUYE€HHUE PACHOPSIUTEIBHBIX
JOKYMEHTOB. PacnopsigutenbHble  JTOKyMEHTBI
COJieprKalllie pELIeHMs], MIyIIUe CBEPXYy BHHU3 IO
cucreme ynpasienus. KOpuandeckasi cocrapisiomas
pacnopsAUTENbHBIX JIOKYMEHTOB. IIpouenypa
U3J1aHus, COCTaBJICHUS U odopmiieHus
pacnopsAUTENbHBIX JOKYMEHTOB.

[TousiTue CIpaBOYHO-MH(GOPMAITTOHHON
noKyMeHTauuu. [IpoTokosbl, BEIMUCKYU U3 IPOTOKOJIA,
JOKJIaJIHbIe U OOBSICHUTEIbHBIC 3aMUCKHU, 3asBICHMUS,
IIPEJICTaBICHHUS.

Opranu3zanus J0KyMEHT0000poTa

[ToHsITHE TOKYMEHTOOOOPOTA ¥ €T0 OCHOBHBIC ITAITHI.
Opranusanus paboThI c JIOKYMEHTaMHU:
SKCIIEIUIINOHHAS oOpaboTka BXOJISAIIUX,
WCIIOJIHEHHBIX W OTHPABISAEMBIX  JIOKYMEHTOB;
MPEIBAPUTEIILHOE PACCMOTPEHUE JIOKYMEHTOB B
ciryx0e JIOKYMEHTAIlMOHHOTO obecrnieveHus;
palMoHaIbHOE  JBW)KCHHE JOKYMEHTOB BHYTPH
OpraHH3aIiy; HCIIOJHECHHE JIOKYMEHTOB;
WHJCKCHPOBAHUE JTOKYMEHTOB.

ApXHBHOE A€I0.
Homenkmatypa u ¢dopmupoBanue
Jelt.

[lonatue apxuBa u wucTOpUs  (HOPMHUPOBAHUSA
roCy1apCTBEHHOM apXUBHOU CITYKOBI P®.
l'ocynapctBenHass yacTb apxuBHOro ¢oHma PO.
ApxuBHBII GOHA OpraHM3aliid, KOMMEpPYECKOH
¢upmer. OdopmieHue aen UIMTENbHBIX CPOKOB
XpaHEHUs; COCTAaB YYETHBIX JOKYMEHTOB apXHBa,
nepesiaya U UCIO0JIb30BaHNE JOKYMEHTOB apXHBa.
Bunbl HOMEHKIIATyphl J1€; TUIOBBIE U MPUMEPHBIE
HOMEHKJIATypbl J€J1 OpraHu3alliM; COCTaBJICHHE
HOMEHKJIATyphl; COONIOJCHHE TpeOOBaHUW TpHU
(dbopMHpOBaHUU JIeNT; XpaHEHUE JIeNl Y MCTIOIHUTES;
JIOKYMEHTbI BHYTPH JIEJI.

DkcnepTusa
JTOKYMEHTOB.

OCHHOCTHU

[TonsiTue LEHHOCTH  JOKYMEHTOB, cucrema
OKCIIEPTHBIX OPTraHOB, TEPEYHH JIOKYMEHTOB C
yYKa3aHHUEM CPOKOB XpaHEHUs, METOJUKA MPOBEICHUS
SKCIIEPTHU3bI IIEHHOCTH AOKyMeHTOB. IlonroroBka u
nepeAadya Jell B apXWB OpraHu3aluu, MOPSIOK
neperayd  JOKYMEHTOB  Ha  TOCYyJapCTBEHHOE
XpaHEHHE.

5.2. CTpyKTYypa IMCHUILIHHBI

Ounas ¢popma o0ydeHuUsI

Ne KoaunyecTBo yacoB
Iz:zf;?)a HaumenoBanue pazzena (TeMbl) Beero T C CP
1 OcHOBHbIE MOHSTHS ACIIONPOU3BOACTBA.
HopMmaruBHO-TIpaBoBOE obecrieueHne 15 6 6 3
JOKYMEHTAI[MOHHOTO 00eCTIeUeHHs YIIPaBICHHUS
2 CocTraB peKBU3UTOB U MpaBUjIa X 0HOPMIICHHS 11 4 4 3




3 [IpaBuna pgenoBoro CTWis M MAIIMHOMNKCHOTO 12 4 4 4
opopmiieHus Tekcra. CucTema 1e10BOM MEPETHCKU.
4 Opranu3alliOHHO-IIPaBOBask JOKYMEHTAIUS. 16 6 6 4
JIOKYMEHTUpOBaHUE JABIKEHUS KaIPOB
5 Cucrema pacnopsiAMTEIbHOW JOKYMEHTAIUH.
Cucrema CIIPaBOYHO-UH(DOPMAITMOHHOM 16 6 6 4
JIOKYMEHTAIUH.
6 OpraHu3anus J0KyMeHT0000poTa 12 4 4 4
7 ApXHBHOE A€I0. 16 6 6 4
Howmenknarypa u dopMupoBaHue Jeil.
8 DKcnepTu3a HEHHOCTU JOKYMEHTOB. 16 6 6 4
OO0uuii 00bemM 114 42 42 30
3aounasi popma oOyueHust
Ne KoauyecTBo yacoB
pasnena HaumenoBanue pazzena (TeMbl) Beero 1 C CP
(TempI)
1 OcHOBHbIE MOHSTHS ACIIONPOU3BOACTBA.
HopMmartuBHO-TIpaBoBOE obecrieueHne 13 - - 13
JOKYMEHTAI[MOHHOTO 00eCTIeUeHHs YIIPaBICHHUS
2 CocraB peKBU3UTOB U MTpaBujIa X 0HOPMIICHHS 15 2 - 13
3 [IpaBuna pgenoBoro CTWis M MAIIMHOMNKCHOTO 15 ) i 13
opopmiieHus Tekcra. CucTema 1e10BOM MEPETHCKU.
4 Opranu3aliOHHO-TIPABOBAsI TOKYMEHTALIHS. 15 i ) 13
JIOKYMEHTUpOBaHUE ABIKEHUS KaJIPOB
5 CucreMa pacnopsIuTeNIbHON JOKYMEHTAIUH.
Cucrema CIPaBOYHO-UH(POPMALIMOHHOM 15 - 2 13
JOKYMEHTAIUH.
6 Opranu3zanus JOKYMEHT0000poTa 13 - - 13
7 ApXUBHOE JIEJIO. 13 i i 13
Homenknarypa u hopMUpOBaHHE JIEI.
8 DKCIepTh3a EHHOCTH JOKYMEHTOB. 13 - - 13
ATtTecTanus 2
OO0mmii 06bem 114 4 4 104
5.3. [IpakTuyeckue 3aHATHS U CEMHUHAPbI
Ounas popma o0yueHust
Ne Ne paznena Tema KonnuectBo
n/m (TeMbi) 4acoB
1 Tema 1 OCHOBHBIE TOHSTHS ACJIONPOU3BOICTBA.
HopmartuBHo-1ipaBoBoe  oOecrieyeHne JI0KyMEHTAIlHOHHOTO 6
oOecrieueHus yrpaBiIeHUs
2 Tema 2 CocTtaB peKBH3UTOB U NpaBHiIa UX 0(OPMIICHUS 4
3 Tema 3 [IpaBuna nenoBOro CTUJIS W MAIIMHOMHCHOTO O(OPMIICHUS 4
tekcTa. CucreMa Jes10BOM MEPEnUCKH.
4 Tema 4 OpranuzanoHHO-TIPaBOBas JOKYMEHTAIUA. 6
JIOKyMEHTUPOBaHHUE IBMXKEHHS KaJIPOB
5 Tema 5 CucreMa pacnopsIuTeNIbHON JOKYMEHTAIUH. 6
Cucrema cripaBOYHO-MH(POPMAIIMOHHON TOKYMEHTAIIHH.
6 Tema 6 Opranuzanus J0KyMEHT0000poTa 4




7 Tema 7 ApXHBHOE A€I0. 6
Howmenknarypa u dopMupoBaHue Jeil.
8 Tema 8 OKkcnepTu3a HEHHOCTU JOKYMEHTOB. 6
3aounasi popma oOyueHust
Ne No paznena Tema KonnuectBo
n/m (TeMbr) 4acoB
1 Tema 4 OpranuzanvoHHO-TIPaBOBask JOKYMEHTAIUA. 6
JIOKyMEHTUPOBaHHUE IBMXKEHHS KaJIPOB
2 Tema 5 CucreMa pacnopsIuTeIbHON JOKYMEHTAIUH. 6
Cucrema cripaBOYHO-HH(POPMAITMOHHON TOKYMEHTAIIHH.
5.4. JlJabopaTopHbie pad0ThI
Ne Ne paznena HaunmenoBaHnue 1abopaTopHbIX paboT Konunuectso
/11 (TembI) 4acoB
5.5. CamocTosiTeibHOE M3yYeHHUE Pa31esioB (TeM) TN CIUTIITHHbI
Ounas popma o0yueHust
No paznena TeMbl, BRBIHOCUMBIE HAa CAMOCTOSATEIbHOE N3YUCHUE KonuuectBo
(TEMBI) JacoB
Tema 1 OcHOBHbIE TOHATHS JEIOMPOU3BOJICTBA.
HopmartusHo-nipaBoBOE obecrieueHne JIOKYMEHTAIIHOHHOTO 3
o0ecrieyeHus ynpaBJIeHUs!
Tema 2 CocTtaB peKBH3UTOB U MpaBHiia MX 0)OpMIICHHUS 3
Tema 3 [IpaBuna AeM0BOTO CTUIISA M MAIIMHOIMUCHOTO O()OPMIICHHS TEKCTa. 4
Cucrema 1€710BOM NEPENUCKH.
Tema 4 OpraHu3alMOHHO-TIPABOBask JOKYMEHTAIUS. 4
JlokyMeHTHpOBaHUE ABUKEHUS KaJIPOB
Tema 5 CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH. 4
CucremMa cripaBOYHO-MH(GOPMAITMOHHON TOKYMEHTAIIHH.
Tema 6 Opraau3anus TOKyMEeHT0000poTa 4
Tema 7 ApXHBHOE J€T0. 4
Howmenknarypa u dopMupoBaHue Jell.
Tema 8 OKcnepTu3a HEHHOCTH JOKYMEHTOB. 4
3aounas popma o0OyueHust
No paznena TeMbl, BRBIHOCUMBIE Ha CAMOCTOSATEIbHOE N3YUCHUE KonuuecTBo
(TEMBI) 4acoB
Tema 1 OcCHOBHbIE TOHATUS JEIOMPOU3BOJICTBA.
HopmartuHo-nipaBoBOE obecrieueHne JIOKYMEHTAIIHOHHOTO 13
o0ecrieyeHus yrnpaBJIeHUs]
Tema 2 CocTaB peKBU3HUTOB M MpaBujia ux ohopmieHus 13
Tema 3 [IpaBuia nenoBOTO CTHIIS U MAalTMHOMUCHOTO O()OPMIICHUSI TEKCTA. 13
CucremMa J1eJI0BOM MEPENUCKH.
Tema 4 OpranuzanoHHO-IIPaBOBask JOKYMEHTAIUS. 13
JIOKyMeHTHpOBaHKE ABMKEHUS KaJIpOB
Tema 5 CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH. 13

Cucrema cipaBOYHO-MH(POPMALMOHHON JTOKYMEHTAIIUH.




Tema 6 Opraauzanus JOKYMEHT0000poTa 13

Tema 7 ApXUBHOE JI€JI0. 13
Howmenknarypa u opMupoBaHue Jell.

Tema 8 DKCNepTh3a IEHHOCTH JOKYMEHTOB. 13

6. OGPA3OBATEJIBHBIE TEXHOJIOT'UA

N3ydyenune pucuumumHbel «JlOKyMEHTAIllMOHHOE
MPUMEHEHUH WHHOBAIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJOTHA,
WHTEPAKTHUBHBIX METOJOB OOYUCHHUS.

OcHoOBHBIE BUIbI UCTIOIB3YyEMbIX 00pa30BaTEIbHBIX TEXHOJIOTHI:

— JIeATeNbHO-OPUEHTUPOBAHHOE OOyuYeHHE CTYACHTOB. JlesTenbHble TEXHOJOTUU BKIIOYAIOT B
ceOs aHalM3 CHUTyallWid, peIIeHHEe CHUTYAlMOHHBIX 3a7]a4, MOJCIUPOBaHNEe MPO(HEeCCHOHATHLHOM
NesITeIbHOCTH B y4€OHOM IPOLIECCE;

— JUYHOCTHO-OPUEHTUPOBaHHOE 00ydeHue. MzyueHrne AUCIMILTUHBI TPEAIoiaraeT BO3MOKHOCTh
BBIOOpA IS CTYJICHTOB U MOCIEAYIOIIEe BBIOJHEHNE PAa3IMYHBIX TBOPUECKUX 3aJaHui. Tak, CTyIEeHTHI
MOTYT BBINIOJHUTH PabOTy MO cHCTEMaTH3alUu JTOKyMETOOOOpOTa OpraHU3allH; COCTABUTH IPOEKTHI
OpraHHU3aIMOHHBIX JTOKYMEHTOB; MOJATOTOBUTH KPOCCBOP/BI M TECTHI MO U3yYaeMbIM T€MaM; BBICTYTIHTH C
pedepaTom (TOKIAIOM);

— mnpobnemHoe oOyueHue. [Ipu yTeHWM JeKUi TpemnojaBaTeab 0CO00€ BHUMAHUE YIETsSET
npoGiieMaM CHCTEME CTaHIapTOB, MPAKTUKKU MPUMEHEHHUs JTOKyMeHTo00opoTa opranu3anuu. CTygeHTam
IpeiIaraeTcs MOArOoTOBUTH K MPAKTUYECKUM 3aHATHUSAM 3aJ]aui, pelIeHHe KOTOPbIX TpeOyeT TIIAaTeIbHOTo
aHaJIM3a MOAJIeKAIIUX MPUMEHEHHUIO CUCTEM CTaHAApTOB IOKYMEHTOO000pOTa,

— aJanTUBHAS TEXHOJOTHS (MCCIEeNOBATENhCKOe OOydeHHE), OCHOBAaHHAs HAa MAaKCHMalbHOM
BOBJICUCHUU CTYJCHTOB B MHIUBUAYATBHYIO CAMOCTOSTEIBHYIO PaboTy.

AKTHBHbIE M WHTepPaKTHBHble o00pa3oBaTe/ibHble TEXHOJIOTHH,

ay/IMTOPHBIX 3aHATHAX®

obecrneucHue yYOopaBJICHUSA» OCHOBAHO Ha
OCHOBAaHHBIX Ha HCIIOJb30BaHHUHU

HCIIOJB3YEMBIE B

Ounas ¢popma o0ydeHus1

Ne paznena Bun Hcnonb3yeMble aKTUBHBIE U HHTEPAKTUBHBIE KonnuecTBo
(Tembl) 3anstus (J1, o0pa3oBaTeNnbHbIC TEXHOJIOTHI 4acoB
13, C, JIP)
4 113 TBopueckoe 3aaHue (COCTABICHUE OPraHU3aAlUOHHO- 6
MIPaBOBOM JTOKYMEHTAITHH).
5 113 TBopueckoe 3a/1aHue (cocraBiieHue 6
pacoOpSANTENbHON JTOKYMEHTAIUN).
6 113 KomMnbroTepHas npe3eHTanus 4
7 113 Komnerorepnas npe3eHranus 6
3aounas popma o0OyueHust
Ne paznena Bun Hcnonb3yeMble aKTUBHBIE U HHTEPAKTHUBHBIE KomnuecTBo
(Tembl) 3anstus (J1, o0pa3oBaTenbHbIC TEXHOJIOTHI 4acoB
13, C, JIP)
4 113 TBopueckoe 3aaHue (COCTABJICHUE OPraHU3aAlUOHHO- )
MIPaBOBOM JTOKYMEHTAITNH).
5 113 TBopueckoe 3a/1aHue (cocraBiienue )
pacoOpSAUTENbHOM TOKYMEHTAIUH).

*PacnipesienieHne SIBISICTCS npuUMepHbIM, T.K. TIPETIOIaBaTeNlb MOXKET BapbUPOBATh 00pa3oBaTeIbHbIC
TEXHOJIOTMH B 3aBUCUMOCTH OT KOHKPETHON TEMBI, & TAKKE C yYETOM YPOBHSI OCBOCHUS 3HAHUM, YMEHUN U
HAaBBIKOB CTYACHTaMU 10 JUCLIUILINHE.
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Ilepeyenr  HMH(OPMALMOHHBIX  TEXHOJIOTHMii, MCHOJb3yeMbIX MpPH  OCYIIeCTBJIECHUHU

0o0pa30BaTeIbHOIO MpoLecca Mo JUCHUIINHE:

—cOop, XpaHeHHe, CUCTeMaTH3allys 1 Bblada yuyeOHOM 1 HayuHOH uHpopmarim;

—00paboTKa TEKCTOBOM M SMITUPUUYECKON HHPOPMALINH;

—IOATOTOBKA, KOHCTPYHMPOBAHUE W TPE3CHTAllMs HTOTOB HCCIENOBAaTEIbCKOM M aHAIUTHYECKON
JeSTENbHOCTH;

—CaMOCTOSITEIIbHBIN TTOUCK JIOTIOHUTENHFHOTO Y4EOHOTO U HayYHOTO MaTepualia, C UCIOIb30BaHUEM
MTOMCKOBBIX CHCTEM U CaTOB ceTu MIHTEpHET, 3IeKTPOHHBIX SHIMKIIONEANH U 06a3 JaHHbIX;

—HCMOJIb30BaHUE 00pazoBaTeNbHBIX TeXHONOTUH B pamkax DUOC mis pacchbUTKd, TIEPENHUCKH H
00Cy K/IeHHs1 BO3HUKIINX YYEOHBIX POOIIEM.

7. OHEHOYHBIE CPEIACTBA JIUIA TEKYHIEI'O KOHTPOJISA YCIIEBAEMOCTHU U
MMPOMEKYTOUHOM ATTECTALIUU
s artectanuu 0OyYarOIIMUXCS HA COOTBETCTBUE UX MEPCOHAIBHBIX JOCTH)KCHUN MOATAITHBIM
tpedoBanusiM OITOIT mo cnienmanpHOCcTH CITO 40.02.01 IIpaBo u opranu3arus coruaiIbHOTO 00SCTICUSHHS
(6a3oBast MOArOTOBKA) CO3/1aI0TCS (POHIIBI OLIEHOYHBIX CPECTB.

TunosBbie 3a1aHus B TeCTOBOM dopme

1.3akoH4YHTEe HAYATOE MPENJIOKEeHNe OHIUM U3 TPeX BAPUAHTOB

oTBeTa:

JIoKyMeHTO0OO0pOT - NIBHIKEHHE JOKYMEHTOB B OpraHU3alMi ¢ MOMEHTA MX CO3JaHus JIO:

1.1. mepenaum Ha UCTIOJTHEHHUE

1.2. moAmMBKH B 1€JI0

1.3. 3aBepuieHUs UCTIOTHEHUS U OTIPABKHU

2.JlonuepKHNTE NPABUIbHBINA OTBET

JloipkHA 1M MHCTPYKUUS IO JEJONPOU3BOJCTBY OPraHM3alMd YCTAHOBUTH TEXHOJOTHIO BCEX
JIEJIONPOU3BOICTBEHHBIX OlEepaluii, BEIOJHIAEMbIX B OpraHu3anuu?

2.1. na

2.2. Her

3.KeM ycTaHABJIMBAKOTCH HHAMBHAYAJIbHbIE CPOKH MCIIOJTHEHHUS

AOKYMEHTOB?

3.1. pykoBOAMTENEM CTPYKTYPHOTO MOAPA3JAECICHHUS, TJI€ UCIIOTHAETCS JOKYMEHT

3.2. xaHuenspueu

3.3. PYKOBOJMTEIEM OpraHU3alUuN

4.Kakune popmbl perucrtpanum 10KkyMeHToB B Poccun?

4.1. xypHanbHas

4.2. xapTo4Has

4.3. aBTOMaTU3UpPOBAHHAS

4.4. Bce BBILIENIEPEUNCICHHBIE
S.I1pu perucTpanyu Kakux J0KYMEHTOB BMeCTe ¢ NMOPSAKOBBIM PEerMCTPAllMOHHBIM HOMEPOM
NMPOCTABJSIETCA HOMEP /1eJ1a, B KOTOPOM XPAHUTCS KOMUS JOKYMeHTa?

5.1. npukasbl

5.2. TpOTOKOJIBI

5.3. axTel

5.4. nucbma

6. B kakux JOKyMeHTax pPsiioM ¢ PerucTPAlMOHHBIM HOMEPOM YKa3biBaeTcs OykBa «JI» m
«K»?

6.1. axTeI

6.2. JOKIaJHBIEC 3aIIUCKHU

6.3. mpuKa3bl MO OCHOBHOW JE€SATEIbHOCTH

6.4. npuKasel 110 JINYHOMY COCTaBY
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9.

6.5. cmopaBku

7. Ilpn perucTpanum Kakoro JOKYMEHTA ATy PEerHcTPallid YKa3bIBalOT He B [IeHb €ro
noanucanus?

7.1. npukas

7.2. TOPOTOKOJI

7.3. peuieHue

7.4. TOCTaHOBJIEHUE

8.Eciiu 10OKyMeHT OTHpaBJisieTcsl B IBa ajpeca Mo Mo4Te, TO CKOJIbKO He00X0IUMO NOATOTOBUTH
IK3eMILJISIPOB ITOT0 IOKyMeHTa?

8.1. uetnIpe

8.2. nBa

8.3. Tpu

9.Kakue MOryT OBITH HOMEHKJIATYPbI JAeJ1?

9.1. koHKpeTHas

9.2. npumepHas

9.3. Tumnosas

9.4. Bce BhIlIENEPEUNCITICHHBIE

10.B HOMeHKJIaTYype el JOKYMEeHThI CHCTeMaTH3HPYIOTCS:

10.1. mo BugaM JOKYMEHTOB

10.2. mo coaepkaHuto

10.3. mo cpokaM xpaHeHUs

10.4. Bce BpILIENIEPEUNCIIEHHBIE

11.KT0 MOXkeT padboTaTh ¢ JOKYMEHTAMM, UMEIOIIUMH KOMMEPYECKYI0 TalHY?
11.1. TOJIBKO pyKOBOJUTEID

11.2. Bce paOOTHHUKHN OpraHU3aIlUN

11.3. pyKOoBOIUTENM CTPYKTYPHBIX NOpa3AEICHUNA, OpraHu3alnii

11.4. paGoTHUKH, ONIpe/IeTICHHBIC PYKOBOIUTEIEM

12.PexkBU3UT JOKYMEHTa — 3TO:

12.1. ero OTHENLHBINA DJIIEMEHT

12.2. yacTh cimyxe0HOro MuchMa

12.3. upmenHsbIit O1aHK

13.B kakoM ciy4yae npaBuJIbHO 0)OPMJIEH PEKBH3HUT «Aapecam»)?

13.1. Jupekropy mkossl Ne 26 MatseeBoii Tamape IleTpoBHe

13.2. Iupextopy mikosibl Ne 26 MarseeBoii T.I1.

13.3.355000, r. CraBporno:ns, np. FOnoctu, 7 Iupexropy mkossl Ne 26 r-xe Matseesoit T.11.
134.  Hupextopy CraBpomnonbckoil mkoiasl Ne 26 T.I1.MarBeeBoii

Tunosbie TeMBbI 1JI OATOTOBKH pedepaTos

Hcropus BOSHUKHOBEHUS JEJIONPOU3BOACTBA B Poccuum.

Cucrema 10KyMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBJICHHUS.

HokymenTt. Kimaccuduxarnus 1oKyMeHTOB.

brnanku ctporoii otdyeTHOCTH. OCOOCHHOCTH XpaHEHUs OJIAHKOB CTPOTOM OTYETHOCTH.
Bunbr 61aHKOB 1 TpeOOBaHUS K HUM.

OyHKIIUU U 00sI3aHHOCTH CeKpeTapsi-pedepeHTa.

KanpoBerit mogdop nepconania.

Texaudeckue cpencTna, oOecreunBarone Tpya opuc-MmeHepKepa.

besomnacHOCTh 1IeHHBIX UHPOPMAITMOHHBIX PECYPCOB.

10. Opranu3alliOHHO-TIPABOBas KaJapoBasi JOKYMEHTAIIUSI.

11. DTtuueckue TpeOoBaHUS K OHC-MEHEIKEDY.

12. TpeGoBanus, MpeabsIBIsIEMbIC K OPOPMIICHHUIO ITHCEM.

13. IIpaBuna peructpaiuu BXOIAIEH U UCXO SIS KOPPECTIOHAEHIIUN.
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14. JIoKyMEHTONOTOKHW: BHYTPEHHUE U BHEUITHUE.
15. TlpaBuna y4era u XpaHeHHS TPYIOBBIX KHIkKEK. OpopMmiieHHe mpremMa Ha padoTy.
16. Pa3HOBUAHOCTH CITy>KEOHBIX ITHCEM.
17. TlpaBuna Benenus 3acenanus. [Ipotokosn 3acenanus, BUAbI IPOTOKOJIOB.
18. XpaHeHHe UCTIONHEHHBIX JOKYMEHTOB B MOAPA3/ICICHUSIX OPraHU3allK U €€ apXHBe.
19. OdopmiieHre pacnopsIUTETHbHON JOKYMEHTAIIHH.
20. TpebGoBaHus K OPOPMIICHUIO TUIHBIX JCII.
21. Pabora ¢ KOH(pHUIESHIHATHLHBIMU TOKYMEHTAMHU.
22. CrpykTrypa KaapoBoi HHHOPMAITMOHHO-TOKYMEHTAIIMOHHOW CHCTEMBI.
23. Homenknarypa aen. Buast Homenkiaryp. CocraBienue u opopmiIeHHEe HOMEHKIATYPHhI Jedl.
24. JIoKyMEHTHI IO JINYHOMY COCTaBYy.
25. DxkcnepTusa HEHHOCTH JOKYMEHTOB.
26. DTHKa CEKpETapCKOro Tpyaa.
27. JlenoBble U TUYHBIE KAUECTBA CEKpETapA.
28. KoHTpoJb 32 HCTIOJTHEHWEM JOKYMEHTOB (TEKYIIHM, MPEyTPeIUTETbHBIN, UTOTOBBIN).
29. Knaccuduxamms 1em0Boi JOKYMEHTAITHH.
30. O6mue HOpMBI U TIpaBuiIa opopMiIeHUsT TOKYMEHTOB: PazMmepsl Oymaru, Hymepamus CTpaHHII, JarT,
COKpAIIIEHHS CJIOB B TEKCTE, HATMCAHUE YHCEIL.
31. OcoOeHHOCTH JIETONPON3BOICTBA IO OOPAIICHHUAM TpaXKIaH.
32. OcoOeHHOCTH KOH(PHUACHIINATBLHOTO AEJI0NPOU3BOJICTBA.
3aoanus ona noocomosku peghepamos ebl0aOmcsi.
onsa OPO - na nepsoil Hedere Nocie Ha4aNa mpumecmpa, 3awuma npo8OOUMcs Ha CEMUHAPCKOM
3aHAMUYU NPU U3YYEHUU COOMBEMCMBYIOuell membl,
0151 30/0O3DO — na nepsom 3anusamuu, 3auuma POBOOUMCs Ha NOCTeOHeM (UMO2080M) 3AHAMUL.

TunoBble 3a1aHus 11 IPAKTHYECKOIl padoThI

Cmooenupytime peuienue Kk cumyayuonHuim 3adavam, ucnoawvsys CIIC Koncynemanm Ilnioc (ghopmut
O0OKYMeHmMO08).

3amanue 1
B ponm crmemmanucra KaapoBOM CIY>KObI Ha OCHOBaHMM Tapu(HO-KBATHU(PHUKAIIMOHHOTO
CTIPaBOYHUKA JIOJDKHOCTEH CIIEIIUATINICTOB U M3JI0KEHHBIX B HEM TPEOOBAaHMH K CIIEIIHATIICTaM COCTaBbTE,
oopMuTe, MOAMUIINTE U YTBEPAUTE JOHKHOCTHYIO HHCTPYKIMIO FOPUCKOHCYIIBTA.
1. 3apanue

CocTaBUTh MHCTPYKIIMIO Ha OCHOBE 3akoHogaTenbcTBa Pd. OTaenpHyl0 TpyIIy COCTABISIOT
JOJKHOCTHBIC HHCTPYKIIUHU, KOTOPBIE TAKKE OBIBAIOT THUIIOBBIMH, OTPACIICBHIMU M HHIUBUTY ATbHBIMHU.

WHCcTpyK1Ms JOMKHA UMETh!

- HAUMEHOBAHUE OpraHU3aIl1u;

- HAUMEHOBaHUE BUIA JOKYMEHTA;

- aTy;

- HOMED;

- 3ar0JIOBOK K TEKCTY;

- rpud yTBEpKICHUS;

- TEKCT;

- TIOIINCH COCTaBUTEIICH;

- mevyath (MIpu HEOOXOAUMOCTH);

- BU3BI.

3amanue 2
Ucnons3ys nepeyens pexkBu3nToB 1okyMeHTOB B ['OCT P 7.0.97-2016, onpeaenure, npaBUJIbHO JTU
Ha3BaHbI NIEPEUNCICHHBIE PEKBU3UTHI:
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PCKBU3UT IMPaBUJILHOC HA3BAHUC

1) I'ep6 Poccutiickoii denepamyun

2) 1OTOTHUI OpraHU3ALMHI

3) Kxox opraHuzauuu

4) KOJ1 TOKyMEHTa

5) HaMMEHOBAaHKE OPraHU3aLUU

6) aapec opraHu3aiuu

7) peruCTpallMOHHbBII HOMEP JOKYMEHTA

8) mevartp

9) BU3BI COINIACOBAHUS IOKYMEHTA

10) uaeHtudukaTop  SICKTPOHHOH  KOIUHU
JIOKYMEHTa

3amanue 3

OznakoMbrech ¢ DenepanpHpiM 3akoHOM 0T 02.05.2006 Ne 59-®3 «O mnopsinke paccMOTpeHUs
oOparmenut rpaxaad Poccuiickoit denepanum.

BrinonHuTe 3agaHus, UCIIONIb3Yys YKAa3aHHBIA HOPMATUBHBIN JTOKYMEHT.

Ne 1. Broumire B IpUBEACHHbIE HIKE TPEUI0KEHHS MPOMYIICHHbIE BUIbI OOpallleHUH rpaskaH:

1)Korma rpaxgaHuHy HEOOXOJMMO COJEHCTBHE B pealu3alud ero mnpaB U CcBOOOJ, OH
MALIET .

2)/1511 BOCCTAHOBJICHUS MJIM 3aIUTHl CBOMX HApYyIICHHBIX MPaB TPaKIaHUH JOJDKEH 00paTUTHCS B
COOTBETCTBYIOIINE OPTaHbI C ..

3)Eciu rpaxkzaHuMH XO4YeT BBICKAa3aTh CBOM PEKOMEHJALMM 110 YJIYYLIEHUIO JAEATEIbHOCTU
rocyJapcTBa, TO OH JIOJDKEH COCTAaBUTh IOKYMEHT, Ha3bIBAEMbIN

Ne 2. Boumre B IpUBEACHHbIE HIKE TPEUI0KEHNS IPONYIIECHHbIE CJIOBA:

I)Uunexc oTBera Ha 3asBiCHHE TpaKIaHHMHA COCTOUT U3 U HOMepa Jena Mo
HOMEHKJIAType J€J1, B KOTOPOE MOALIMBAETCS JaHHAs IIEPEIUCKA.

2)[Ipu mosy4eHHUH OT TpaKAaHMHA MOBTOPHOTO OOpaIleHHs] B MPABOM BEPXHEM YIUIy JOKYMEHTa
JIEJIaeTCsl OTMETKA .

3)PaccmaTtpuBasi MOCTYyNMUBILINE OOpalleHUs TpaxklaH, OTBETCTBEHHBbIC MCIIOTHUTETH OOs3aHbI
IIPUHUMATD TOJIBKO peLeHusl.

4)ITucrmMeHnHOE 0OpaleHre rpaXkIaHIHA JOJIKHO OBITh PACCMOTPEHO B TCUCHUE CO JTHS €T0
perucTpanmm.

5)Ecnu marepuanbl, HEOOXOOUMBIE [UIsl TPUHATHS pEUICHUS W OTBETa aBTOpY OOpalleHus,
paccMaTpUBAIOTCS B Cyle, TO OOLIMI CPOK PACCMOTPEHHUs: OOpallleHusl MPOJIeBACTCSI HA BECh MEPUOJ

3amanue 4

OsznakoMbrech ¢ Ilpukazom MuHncrepcra Tpyna u couuanbHoM 3amutsl PO ot 08.09.2015 r.
No 6161 «O06 yTBepkaennu [IpaBuin BeieHHs] IEHCUOHHOW JTOKYMEHTAITAN.

[Ipoananu3upoBaTh  OpraHU3alMI0  CIY>KOBI  JEJIONPOM3BOJCTBA B  TEPPUTOPHUATBHBIX
nozpaszaenenusax MoHga MEeHCHOHHOTO U CoLUManbHOro crpaxoBaHusi PD u BBIIBUTH €€ OCOOEHHOCTH:
W3YYHUTh ONHCAHUE OPTaHU3aI[MN U TEXHOJOTHH JOKYMEHTAIIMOHHOTO OOECIeueHusl yImpaBlieHUs, B T.Y.
CHCTEMBI 3JIEKTPOHHOTO TokKyMeHTooOopoTa [1IDPy (CO/] IIDP). AprymeHTHpOBATH OTBET.

IlepevyeHb THMOBBIX KOHTPOJIbHBIX BOMPOCOB (CaMOIOATOTOBKA)

1. IlepeunciauTe  OCHOBHBIE  HOPMAaTHBHO-IIPABOBBIE  JIOKYMEHTBI, KOTOPBIMH  CIIEIYET
PYKOBOJICTBOBATHCS B 00JIACTH JIEIOMPOU3BoicTBa B Poccuiickoit denepanuu.

2. Kakue emé knaccuukanuy JOKyMEHTOB Bbl 3HaeTe?

Kak Biusier Bua opranusanuu Ha (OpMbl JOKYMEHTUPOBAHUS U COCTaB TOKYMEHTOB?

4. B uém 3axmouaerca yHU(UKALUS YIIPaBIECHUYECKOW JOKYMEHTALUH?

(O8]
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LW

11.
12.

13.

14.
15.
16.

17.
18.

19.
20.
21.

22.
23.
24.

25.
26.
27.
28.
29.
30.
. Kakue BubI cripaBoK Bbl 3HaeTe?
32.
33.
34,
35.
36.
. C xakoii 1ienpto GopMUpyroTCs nena?
38.

31

37

39.
40.
41.
42.

43.

Kak xknmaccuduimpyror MarepuaibHble HOCUTEH JOKYMEHTUPOBaHHON nHMOpMarun?

JaliTe noHsTHE CUCTEMBI IOKYMEHTauU. OyHKIIMOHATbHBIE U KOPIIOPATUBHBIE CUCTEMBI.

Yem oTnnyaroTcss HHPOPMAIIMOHHBIE PECYPCHI OT BCEX OCTAIbHBIX BUJIOB peCypcoB?

Uro Takoe HOpMaTHUBHO-MeToauuecKkas 6aza JI0Y?

Ha kakue Tpynmbl AETUTCS KOMIUIEKC JOKYMEHTOB, PEryJIHpPYIOUIMX BOIPOCHI BEICHUS
JIeN0NpPOn3BOJIcTBAa B PD?

. JlaiiTe XapakTepHUCTUKY OCHOBHBIX (hefepaibHbIX 3aKOHOB, PETJaMEHTHPYIOIIMX BOIPOCHI

JOKYMEHTHPOBAaHHON MH(OpMAIUH.

Jns gyero HyxHa ['ocyaapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecieueH sl yIpaBieHus?
Kakyio ponp wurparoT HMHCTPYKLMH IO JIEJIONPOM3BOJACTBY B (QelepalbHbIX OpraHax
VCIIOJIHUTEIIBHOM BJIACTHU?

Uro Ttakoe pexkBM3UT AokyMeHTa? Crpynnupyiite pekBusutsl OPJ[ B 3aBHUcMMOCTH OT HMX
LIEJIEBOT0 HA3HAYEHUS U JaliTe UM KPaTKyI0 XapaKTEepPUCTHKY.

UYro takoe popmyisip nokymenta? Kakue Buabl popMysipoB Bbl 3HaeTe?

Kakue 10KyMeHTbI OTHOCATCS K OpPraHU3alMIOHHO-TIPAaBOBBIM?

KakoBa ocHOBHas (yHKIUS OpPraHU3alIOHHO-TIPABOBBIX JOKYMEHTOB B YIPaBICHYECKOH
NEITEILHOCTH?

Kaxue noxyMeHTBI OTHOCSTCS K YUPEIUTEIBbHBIM TOKyMEHTaM OpraHu3aluu?

KakuMyn HOpPMaTHBHBIMH JOKYMEHTaMH PETJIAMEHTHPYETCS CO3JaHHME YUYPEAUTENbHBIX
JIOKYMEHTOB?

KakoBbl criocoObl pUaHusl FOPUANYECKON CHUIIbI OPraHU3allMOHHO-TIPAaBOBBIM JOKYMEHTaM?
KaxoB cpok aelicTBHs OpraHM3alliOHHO-IIPABOBBIX JOKYMEHTOB?

Kakne JOKyMEHTBI periaMeHTUPYIOT —JAEATENbHOCTh CTPYKTYpHOIO MOJpPAa3JeNeHus |
pabOTHHUKOB Oopranu3anuu?

Ha ocHOBe kakux HOpMaTUBHBIX JOKYMEHTOB pa3padaThIBAeTCs JOJKHOCTHAS HHCTPYKIMS?
KakxoBo 0CHOBHOE Ha3HaU€HUE PACIOPAIUTENBHBIX JOKYMEHTOB?

KakoBo Ha3HaueHue WH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB B  paclopsIUTEIbHON
NEeATEILHOCTH?

Kakue 10KkyMeHTBI OTHOCATCS K MHPOPMALMOHHO-CIIPABOYHBIM?

KT0 nmeer npaBo cocTaBiIATh JOKJIAIHBIE 3aAIIUCKH, CIIPABKHU, IPEIIOKEHN?

KaxoBbI ocHOBHBIE TIpaBMiIa 0(hOPMIICHHS Pa3IMYHbBIX unce, g poBoi nHGopmarun?

KakoBbI 0COOEHHOCTH S3bIKA CITYKEOHBIX JOKYMEHTOB?

OxapakTtepu3yiTe cnernuduueckre Mpu3HaKu JEI0BOT0 CTHIIS S3bIKa?

o kakoit cxeme hopMyIUPYIOTCS IyHKTHI PACHOPSIAUTENLHON YaCcTH MpHKa3a?

C Kaxoil LeIbI0 PETUCTPUPYIOTCS JOKYMEHTHI?

KakoBa oCHOBHas 11€71b KOHTPOJISL UCTIOJIHEHUS TOKYMEHTOB?

Urto Takoe TUIIOBOM CPOK UCIIOJIHEHUS JOKYMeHTOB? KTo ero ycranaBinusaer?

Ha3zoBute 0CHOBHBIE 3Tanbl 00paOOTKH UCXOASIIUX U BHYTPEHHUX JOKYMEHTOB.

B 4bto KOMITETEHIINIO BXOAUT OpraHu3aIs paboThl ¢ JOKYMEHTaMH Ha pabo4ynx mecrax?

Kakne HopMaTHBHBIE JOKYMEHTHI YCTaHABIMBAIOT TPEOOBaHUS K OPOPMIICHHIO OOJIOKKH Jiena’?
Kakue cBeieHUs BBIHOCAT Ha OOJIOXKKY J€Jia IIPH €ro 3aBeIeHUH B JIEIONPOU3BOCTBE?

Kto B opranuzanuu yrnoiHOMOUYEH AaBaTh pa3pellieHre Ha BbIIauy U U3bSATHE JOKYMEHTOB U Je?
Uto Takoe HOMEHKJaTypa aein?

Uro Takoe JTOKYMEHTHI 110 JMYHOMY COCTaBYy M JIMUHbIE JOKyMEHTHI? B uéM pasHuma mexmy
STUMH MOHATUAMHU?

Kakue Buabpl ¥ pa3sHOBUIAHOCTH JOKYMEHTOB OTHOCATCS K JOKYMEHTaM II0 TPYIOBBIM
OTHOULICHUSM?

Kakwue cymecTByIOT TEXHOJIOIHYECKHE IIETIOUKH MPOLEyp OpraHu3alui U JOKYMEHTHUPOBAHUS
npoliecca npuéma rpaxjad Ha padoty?
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44. Kakyie TOKYMEHTHI NMPEACTaBIsSET IPakJaHUH B KaJpOBYIO CIIyKOy ISl peIieHusl BOIpoca O
npuéme Ha padoty?

45. Ha kakux OJIaHKaX COCTaBIISIOTCS CIIyKEOHBIC TUChMa?

46. Kakue peKBU3UTHI CUUTAIOTCS 0043aTEIbHBIME IS CITY>KEOHOTO MUchMa?

47. Kakue pa3HOBHIHOCTH CITY>K€OHBIX MTHCEM HCIIOIB3YIOTCS B TIPAKTUKE YIIPABICHUS ?

48. KakoBa CTpyKTypa MUChMa-3ampoca, MUCbMa-MPOChObI, MUCHhMA-OTBETA, COMPOBOAUTEIHLHOTO
nucema?

3aver mo guciUIUIMHE «J{OKYMEHTAallMOHHOE OOCCIeYeHHE YMPAaBJICHHUs» BKIOYAaeT B ceOs:
co0eceloBaHME TPEIOIABATENS CO CTYACHTAMH MO KOHTPOJIBHBIM BOIIPOCAM W3 MEPEYHS U BBHIMOTHEHHE
MPAKTHYECKOTO 3aaHusI.

ITPUMEP 3AJJAHUA 1)1 3AYETA

KoHTpoJibHBbIE BOPOCHI:
1. Kakue BuIBl pacHOpSAUTENBHBIX JOKYMEHTOB W3/al0T PYKOBOIUTENU YUPEKIACHUM U

opranu3amui’?

IIpakTH4eckoe 3a1aHue:

Ogopmume u cocmagome npukas

CocraBpre coBmecTHbIE mpukaz3 OO0 «Aosmutan u AO «lOmnurtep» 00 wHCHOIB30BaHUU
(bakcUMHIBHON MOANNCH. B KOHCTaTHpYyIOLIEeH 4acTH YKaKUTE, 4TO (paKCUMMIIE HY)KHA AJIs OIIEpaTUBHOIO
pemenus Bonpocos Mexay OOO «Aamuta» u AO «lOnurep». B pacnopsautensHoil 16 yactu ykaxure
JOKYMEHTBI, Ha KOTOPBIX HEOOX0AMMO UCIOIb30BaTh (pakcumMuiie. Bo310xuTe KOHTPOJIb 38 UCIIOJTHEHUEM
IpUKa3a Ha HayalbHUKA CIYXKObl JOKyMEHTAIlMOHHOrO obecreueHust ympasieHuss OOO «Asnuta» u
agMuHHUCTpaTuBHOrO AupekTopa AO «lOnurepy.

Odopmute Bu3bl 03HaKoMIIeHHs HadanbHuka C/IOY u aflMUHUCTPATUBHOTO JUPEKTOPA.

[lepeyeHb THUMOBBIX 3aJaHUM 7S 3a4eTa, TPeOOBAaHUS K MPOLEAype MPOBEACHUS U OLECHUBAHUS
ompeestoTcs POHIOM OIICHOUYHBIX CPEACTB MO nucuuIuinHe (MyHKT 4.1. ¢poHIa OIEHOYHBIX CPEJICTB).

Kpurtepun u mkana oneHka NpoMe:KyTOYHOM aTTeCTANMH (3a4ET):

3a4TCHO —  MPaBWIBHOCTh U YETKOCTh OTBETA; OTCYTCTBHE OMMUOOK, OTOBOPOK;

— TIOJIHOTA OTBETA: 3HAHUE ONPEIEIICHUMN MOHITUH, OCHOBHBIX MOJIOKEHHUI,
PACKpBITHE COJEpkKAHUSI BOINPOCA, YCTAHOBJIEHHWE BHYTPHUIIPEIAMETHBIX W]
MEKIIPEIMETHBIX CBSI3EH;

—  COOCTBEHHBIN aHAJIM3 U OLICHKA M3JIaraeMoro MaTepuasa, IpuMepbI;

—  YETKOCTb, MMOCIE0BATEIBHOCTh U TPAMOTHOCTh PEYH;

—  CaMOCTOSITEIbHOCTh W  MPABUJIBHOCTH  BBIMIOJHEHUS MPAKTUYECKOTO|
3aJIaHus, YBEPEHHOCTD, JIOTUIHOCTD, MOCJIEI0BATEILHOCTh U
APIYMEHTUPOBAHHOCTh M3JIOKEHUSI CBOEr0 PEUICHHS, WCIOJNb3YysS IOHSTHS
npodeccuoHaIbHON Cepsl;

—  JIOMYCKAaIOTCSl €IWHWYHBIC HECYIIECTBEHHBIC OIIMMOKH, CaMOCTOSTEILHO|
MCIIPABJISIEMBIE CTYJEHTAMH.

HE 3a4TEHO —  H3JI0KEHHWE OTBETAa Ha BOMPOC HEMOJIHOE, OECCHCTEMHOE;

— HEyMEHHE JeNaTh 000O0IIeHMsI, BEIBOJIBI PU OTBETE Ha BOIIPOC;

—  HE BBITIOJIHWI MTPAKTUYECKOE 3a/IaHNE, WU PEIINII C TPYyObIMHU OMIMOKaMHU;

— JIOMyCKAIOTCS CYIICCTBCHHBIC OIIMOKM, HEUCHPABIsSEMbIE Jaxke ¢
MOMONIBIO TPENOAaBaATEIS.

8. YHEBHO-METOJUYECKOE n NHO®OPMALIMOHHOE OBECIIEYEHMHE
JUCIUITJIMHBI
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8.1. OcHoBHas quTEpaTypa

1. T'pozora, O.C. Jlemonpou3BOACTBO: y4yeOHOE MOCOOME A CpeaHero mpohecCHOHaIbHOTO
obpazoBanusi / O. C.I'po3oBa. — 2-¢ m3a.— MockBa: M3zmarensctBo IOpaiit, 2023. — 131 c.—
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-15986-8. — Tekcr: 2meKTpoHHBIA  //
OopasoBarenbHas miatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/517797

2. Jloponuna, JI. A. JlokyMeHTaIlmOHHOE OOECIICUCHHE YIPaBICHUS: YICOHHK U TPAKTUKYM JIJIs
cpeanero npodeccruonansaoro odpazosanus / JI. A. Jloponuna, B. C. Uputukosa. — 2-e usn., nepepad. u
norn. — Mocksa: M3marensctBo HOpaiit, 2023. — 270 ¢. — (IIpodeccuonanbroe obOpa3oBaHHE). —
ISBN 978-5-534-16017-8. — Tekcrt: anekrponnsiii / ObOpa3oBatensHas miatdopma FOpait [caiiT]. —
URL: https://urait.ru/bcode/530252

3. Kopnees, U. K. JlokymeHTannoHHOEe oOecrieueHHE YNpaBlICHUS: YUEOHHK U TPAKTUKYM IS
cpennero npodeccuonanbHoro oopazoBanus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypres. — 3-e
u3n., nepepadb. m gom. — MockBa: MznmatenbctBo FOpaiit, 2023. — 438 ¢c. — (IIpodeccuonansHoe
obpazoBanmne). — ISBN 978-5-534-16002-4. — Texcrt: snextponHsiid // ObpazoBarenbHas 1uiargopma
HOpaiit [caiiT]. — URL: https://urait.ru/bcode/523611

4. KazakeBuu, T. A. JIOKyMEHTAIIMOHHOE OOECIICUCHNE YMIPABJICHHS: YUCOHUK W TPAKTUKYM JIJIst
cpenHero mpodeccuonansHoro obpazoBanusi/ T. A. KazakeBuu, A.W. Tkanuu. — 2-e¢ u3a., ucmp. #
non. — Mocksa: M3marensctBo HOpaiit, 2023. — 177 ¢. — (IIpodeccuonanbroe obOpa3oBaHHE). —
ISBN 978-5-534-06291-5. — Tekcrt: anekrponnsiii // ObOpa3oBatensHas miatdopma FOpait [caiiT]. —
URL: https://urait.ru/bcode/513745

5. Kysnenos, HW.H. JlokymeHnranuonHoe oOecrnieueHre yrpaBieHus. JoKymMeHTooOOpoT u
JIEIONIPOM3BOJICTBO:  YYCOHHK HW TIPAKTUKYM IS CpeaHero mpodecCHOHaIbHOTO 0o0pa3oBaHus /
W. H. Ky3neuoB. — 4-e u3z., nepepad. u gon. — Mocksa: UznarensctBo FOpaiit, 2023. — 545 c. —
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-16004-8. —  Tekcr: SIeKTpOHHBIA  //
OobpazoBarenbHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523613

6. lllyBanosa, H. H. JlokyMeHTanmmoHHOE o0OecrieueHre yIpaBICHHs: yUeOHUK U MMPAKTHKYM JJIS
cpenHero npodeccruonanpHoro oobpazosanus / H. H. lllyBanoa. — 2-e u3a. — Mocksa: M3gaTenscTBo
FOpaiir, 2023. — 265 ¢. — (IlpodeccuonanpHoe odpazoanue). — ISBN 978-5-534-00088-7. — Tekcr:
aneKTpoHHBIHN // O6pa3oBaTenbHast miaardopma FOpait [caiit]. — URL: https://urait.ru/bcode/511963

8.2. lonoiHMTEIBHAS JIUTEPATYPa

1. AGymamze, [I.T. JlokymeHTanmmoHHOE oOecleueHrne YMpaBJICHHUS TEPCOHAIOM: YYCOHHK |
NPaKTUKyM i cpeaHero mnpodeccuoHanbHoro oOpasosanusi/ J. I'. AGynanze, U. b. Bempsokkuna,
B. M. MacnoBa. — 2-e¢ usn., nepepad. u gom. — MockBa: MznarensctBo Opaiit, 2023. — 370 c. —
(ITpodeccronansnoe obpasoBanue). — ISBN 978-5-534-15076-6. — Tekcr: 31neKTpoHHBIH //
O6pazoBatenpHas miatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/513389

3. bsurt, B. C. JlokymeHTanmonHnoe oOecriedenue ynpasieHus. Opuauueckas TexHuKa: ydeOHOe

nmocobue mnsa cpemnero npodeccronanbHoro odpazoBanusi / B. C. bsanr. — 3-e u3n., ucnp. u mom. —
Mocksa: U3znarensctBo FOpaiit, 2023. — 89 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-16132-8. — Tekct: onekTpoHHbIi // OOpa3oBatenpHas 1uiatdopma IOpait [calT]. —

URL: https://urait.ru/bcode/530509

4. I'pozoBa, O.C. lenonpousBojCTBO: yueOHOE MOcoOue Mg CpemaHero MnpodhecCHOHATHLHOTO
obpazoBanmsi/  O.C.I'po3oBa. —  MockBa:  WsnmatensctBo  FOpaiit, 2022. — 126 c. —
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-08211-1. — Tekcr: 2IeKTpOHHBIA  //
O6pasoBarenbHas miatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/492787

5. doponwuna, JI. A. JlokyMeHTaIlMOHHOE OOECTICUCHHUE YNPABJICHHS: YYCOHUK W TPAKTUKYM IS

cpenHero mnpodeccuoHanbHOro obpazosanmsi/ JI. A. Jloponuna, B.C. UputukoBa. — Mocksa:
WznarensctBo IOpaiit, 2022. — 233 ¢. — (IIpodeccunonanbroe obOpazoanue). — ISBN 978-5-534-
05783-6. — Tekcr: osnekrponHsli // OOpazoBarenbHas 1uiarpopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/492618
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6. KazakeBuu, T. A. JloKyMeHTaIlMOHHOE OOecIleUeHUE YIpaBICHUS: YICOHUK U TMPAKTUKYM IS
cpenHero mpodeccuonansHoro obpaszoBanusi/ T. A. KazakeBuu, A.W. Tkanuu. — 2-e u3a., ucmp. #
non. — MockBa: M3marensctBo HOpaiit, 2022. — 177 ¢. — (IIpodeccuonanbroe obOpa3oBaHHE). —
ISBN 978-5-534-06291-5. — Tekcrt: anekrponnsiii // ObOpa3oBatensHas miatdopma FOpait [caiiT]. —
URL: https://urait.ru/bcode/491677

7. UlysanoBa, H.H. OcHOBBI 1enonpou3BoicTBa: Y4YeOHMK U TPAKTUKYM JJIsi CPEIHEro
npodeccuonanbHoro obpazoBanusi/ H. H. lllyBamoBa, A. lO. MBanoBa; mon oOmel pegakmuue
H. H. lllyBanoBoii. — 2-e¢ u3a., nepepad. u gon. — Mocksa: UznarensctBo FOpaiit, 2022. — 428 c. —
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-11014-2. — Tekcr: 2IeKTpOHHBIA  //
Oo6pazoBarenbHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/489727

Ilepuoauyeckue u3aaHus:

1. Bonipocs! ynipasnenust ()kypHai). — EkatepunOypr: YpanbCKuil HHCTUTYT yIIpaBieHHs — (QriIua
Poccuiickoii akageMun HapOTHOTO X035HUCTBA M TOCYIapCTBEHHOM Ciry»)0bI 1ipu [Ipesunente Poccuiickoii

@enepaunu.  ISSN:  2304-3369.  Jloctynubiii  apxus: 2017-2024. — Pexum  pgocryna:
https://www.iprbookshop.ru/87622 . html
2. AKkTtyanbHble TpOOJIEMBl 3KOHOMHUKM M MeHekMeHTa. — CaparoB: CapaToBcKui

rOCy/IapCTBEHHbIM TexHUYeCKui yHHBepcuteT uMeHu FO.A. I'arapumna ISSN: 2312-5535. JlocTymnHbrit
apxuB: 2019-2024. - Pexxum nocryna: https://www.iprbookshop.ru/98831.html

3. ARS ADMINISTRANDI. UICKYCCTBO VIIPABJIEHUS (kxypuan). — Ilepmb: Ilepmckuii
roCy/IapCTBEHHBIN HallMOHAJIBHBIN uccienoBarenbckuii yHuBepcureT. ISSN: 2218-9173. JlocTynHblii
apxuB: 2010-2025. — Pexxum gocryna: https:// www.iprbookshop.ru/11588.html

4. AxTtyanbHble IPOOJIEMBbI pOCCUIiCKOTO TpaBa (kypHau). — Mocksa: M3natenbcTBo: MOCKOBCKHIA
rocyaapcTBeHHbIN opuandeckuii yHuBepcuteT umenn O.E. Kyradmna (MI'FOA). ISSN: 1994-1471.
Hoctynusiit apxus: 2012-2016, 2020-2025. —Pexxum goctyna: https://www.iprbookshop.ru/63202.html

Ceeepo-KaeKa3cKnil cCOMANBHBIAMHCTUTYT

BMBIMOTEYHO-MHOOPMALIMOHHBIA
LLEHTP

2024-2025 y4eGHbii rop,

8.3. [IporpammHoe o0ecnieyenune
Microsoft Windows unu Saaexce 360
Microsoft Office Professional Plus 2019
Koncynprant-Ilntoc

Google Chrome unu Sanexc.bpaysep

8.4. ba3bl naHHbIX (nMpodeccuoHaNbHbIE 0a3bl JAAHHBIX), MHPOPMAIMOHHO-CIIPABOYHbIE U
NMONCKOBBIe cucTeMbl, UHTepHeT-pecypchl

«HaBecTuninonHbIi poekT» — https://kudainvestiruem.ru/

«Ctparernueckoe ynpaBieHUE U TUTaHUpoBaHue» — http://stolen.ru/

Nudopmannonno-npaBosas cuctema «Koncynprant [Tmoc» — http://www.consultant.ru/

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJINHBI

Jlnst peasin3aluy TUCIUILIMHBI TpeOyeTcs CleayIoliee MaTepHaIbHO-TEXHHYECKOe 00ecTIeYeHue:

—IUTsl TIPOBEJICHUS JICKIMHA - ayJUTOPHS, YKOMIUICKTOBaHHAS CHEIMATM3UPOBAHHON MeOenbio U
TEXHUYECKUMH CPEJICTBAMHU O0yUeHUs: yueOHast MeOeb, SKpaH, MPOCKTOP, KOMITLIOTEP;

—IUTSl IPOBE/ICHUSI CEMUHAPOB - Ay TUTOPHS, YKOMIUICKTOBAHHAS CIICIIMATU3UPOBAHHON MEOEbIo U
TEXHUYECKUMH CPEICTBAMHU OOydeHUs: yueOHast MeOeb, SKpaH, MPOCKTOP, KOMITLIOTEP;

—IUTsl CAMOCTOSITEIBEHOM paboThI - OMOIMOTEKA, YNTATLHBIN 3411 C BBIXOZOM B ceTh MIHTEpHET;

—IUIsI TPOBENEHHUS TEKYIIero KOHTPOJS M TNPOMEXKYTOYHOM aTTecTallil - ayAuTOpHs,
YKOMILJICKTOBaHHAs CTCIIHATH3UPOBAHHOM MeOenbio: ayauTopus, YKOMITJICKTOBAaHHAS
CIELUANTU3UPOBAHHON MeOeNnbl0 U TEXHHUYECKUMH CpelIcTBaMH OOyueHHs: yueOHas Mmebenb, IKpaH,
MPOEKTOP, KOMIIBIOTEP.
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10. OCOBEHHOCTH OCBOEHMUS JUCHUIIVIMHBI IMIAMU C OT'PAHUYEHHBIMUA
BO3MOXHOCTSAMMU 3J0OPOBbS

OOyuaronmmMess ¢ OrpaHUYEHHBIMH BO3MOXHOCTSIMH 3JI0POBBSI TPEAOCTABISIOTCS CIICIUAIbHBIC
y4eOHMKH, y4yeOHble NOCOOMS M IUIAKTUYECKHUE MaTepualbl, CHElMaIbHbIE TEXHUYECKHE CpPEeACTBa
0o0y4YeHHs KOJUIGKTMBHOTO U WHIMBHMIYaJbHOTO IIOJIb30BAHMs, YCIYT'M AacCUCTEHTa (ThIOTOpA),
OKa3bIBAIOUIETO0  OOyYaroIMMCSl  HEOOXOAMMYIO  TEXHHYECKYyK IOMOIb, a Takke YCIyrd
CYpPZIOTIEPEBOAUYMKOB M TU(IIOCYPIOTIEPEBOJINKOB.

OcBoeHME [UCHUIUIMHBI OOYyYarOIIMMUCS C OrPAHWYEHHBIMH BO3MOYKHOCTSIMH 3[0POBbS U
WHBINJAMUA MOXET ObITh OPraHU30BaHO COBMECTHO C JPYTUMHU OOYHYaIOUIMMHUCS, a TAKIKE B OTIEIBHBIX
rpynmnax.

OcBoeHHMe JUCHUIUIMHBI OOYYalOMIMMUCS C OrPAaHWYECHHBIMH BO3MOXKHOCTSIMH 370POBbS U
MHBJINJAMHU OCYLIECTBISETCSA C YU4ETOM OCOOEHHOCTEH NMCUXO()HU3MUECKOrO pa3BUTHUS, HHIANBUIYAIbHBIX
BO3MOKHOCTEH U COCTOSIHUS 30POBBSI.

B mensx AOCTYDHOCTM NOJYYEHHS CpPEAHEro  IMpo(ecCHOHAIBLHOrO  00pa3oBaHMs IO
0o0pa3oBaTeNbHOW MpPOTpaMMe JIMLIAMH C OTPAHUYCHHBIMA BO3MOXKHOCTSIMH 3/I0pPOBBSI TP OCBOCHUU
IUCLUIUIMHBI 00€CTIeunBaeTCs:

1) st U1 ¢ OTPaHUYEHHBIMU BO3MOYKHOCTSIMHU 37I0POBbSI IO 3PEHHUIO:

— IPUCYTCTBUE THIOTOPA, OKA3bIBAIOIIUI CTYAECHTY HEOOXOAUMYIO TEXHUUECKYIO IIOMOIIb C YIETOM
WH/IMBUIYaIbHBIX OCOOEHHOCTEH (IOMoraer 3aHsATh paboyee MeCTO, MEPeIBUraThCs, MPOYUTATh U
oopMuUTH 3a1aHNE, B TOM YHUCIIE, 3aUChIBAsl O] AUKTOBKY),

— IUCbMEHHBIC 33/aHUS, a TaKKe HHCTPYKLUMU O TMOPSAJKE HUX BBIMOJIHEHUS O(OPMISIOTCS
YBEJIMYEHHBIM HIPUPTOM,

— crieragbHble Y4eOHUKH, YUeOHbIe TTOCOOUS M JUAAKTUYECKUE MaTepHalibl (MMEIOIe KPYITHbIH
mpudT WK ayauodaiiis),

— UH/IMBUIyalIbHOE paBHOMEpHOE ocBelleHne He meHee 300 mrokc,

— IIp1 HEOOXOAMMOCTU CTYAEHTY AJIs BBINOJHEHUS 3aJaHus NPEAOCTABISAETCS yBEIUYMBAIOLIEe
YCTPOUCTBO;

2) A UL ¢ OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3[J0OPOBbS IO CIIyXY:

— IPUCYTCTBHE AaCCHUCTEHTA, OKAa3bIBAIOIIUI CTYACHTY HEOOXOIUMYIO TEXHHYECKYIO IMOMOIIb C
Y4€TOM MHUBUAYAIBHBIX OCOOCHHOCTEHN (IIOMOraeT 3aHATh pabouee MeCTo, IepeIBUTaThCs, IPOUUTATh U
oopMuTh 3a1aHNE, B TOM YHUCIIE, 3AIUCHIBAs O] IUKTOBKY),

— obecreunBaeTcsl HaIM4YKMe 3BYKOYCHWJIMBAIOLIEH ammapaTypbl KOJUIEKTUBHOIO IOJb30BAHUS, MPU
HEO0XOIMMOCTH 00ydaroeMycst MpeAoCTaBIIsAeTCs 3BYKOYCHIIMBAIONIAsl anmaparypa WHIAUBHYaJIbHOTO
I10JIb30BaHMS;

— obecreunBaeTCst HaAJIEKAUTMMU 3BYKOBBIMHU CPEICTBAMH BOCIIPOM3BEACHUS HH(pOpMaIuy;

3) i1 UL ¢ OTpaHUYEHHBIMH BO3MOKHOCTSIMHM  3/10pOBBSl, HMMEIOLIMX HApYLIEHHUsS OIOPHO-
JBUTaTeILHOTO anrapara:

— MNMCbMEHHBIE 3aJJaHUs BBIIOJHIIOTCS Ha KOMIIBIOTEPE CO CHELHATU3UPOBAHHBIM IPOrPaMMHBIM
o0ecriedeHneM WM HaJUKTOBBIBAIOTCS THIOTOPY;

— 110 JKEJIaHUIO CTYAEHTA 3a/laHUsI MOTYT BBINOJIHATHCS B YCTHOH Qopme.

[Iporpamma coctaBiena B coorBercTBHH ¢ TpedoBanmsamMu PI'OC mo cnermanbroctd CIIO 40.02.01 IIpaBo u
OpraHU3aINs COITUATBHOTO obectieueHns (6a30Bast MOATOTOBKA).
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