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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI

YYEBHOM JUCHUIIJIAHBI

JOKYMEHTALHUOHHOE OBECIHEHEHUE YIIPABJIEHUSA

1.1 MecTo QUCUMILIMHBI B CTPYKType OCHOBHOI 00pa3oBaTebHOM
NpOrpaMMBbl:

VYyebnass aucuurimHa «JlokyMeHTaIllMOHHOE OOecleYeHUue YIpaBiICHUS
ABIISIETCS 00sA3aTENbHON YacThio  00IIEnpodecCHOHANBHOTO KA OCHOBHOM
oOpa3oBarenbHON mporpamMMbl B cooTBeTcTBUU ¢ PI'OC mo crenuambHOCTH
40.02.01 IIpaBo u opra"nu3zaius COIUaILHOTO 00ECTICYEHNS.

YyeOnast gucruiuimHa «J[OKyMeHTallMOHHOE O00ECTICUeHHUE YIPaBICHUSD)
obecrieunBaeT (GopMupoBaHue MPOPECCHOHATBHBIX M OONMX KOMIETEHIIUH I10
BceM BuaaM gaedarenbHocTh DPI'OC CIIO cnemmansHoctn  40.02.01 IlpaBo wu
OpraHu3alys COUUaIbHOrO 00eCeYeHHUS .

1.2 llesb ¥ iIaHNpPYyeMble pPe3yJibTaThbl 0CBOCHHS AUCHUIIIUHBI:
B pamkax mporpammbl y4eOHOU JUCITUTUIMHBI 00YYarONTUMUCS OCBAUBAIOTCS
3HAHUS U YMEHHUS.

O0mue koMneTeHUN

OK 1.

OK 2.

OK 3.

OK 4.

OK 5.

OK 8.

OK 9.

[loHumMaTe CyIIHOCTh U COLUMAIBHYIO 3HAYMMOCTb CBOEH Oymymiei
npodeccuu, MposIBIATh K HEW YCTOWYMBBIA UHTEPEC.

Opranu3oBbiBaTh COOCTBEHHYIO JI€SITEIBHOCTh, BBIOMpPATh THUIIOBBIC
METOIbI M CITIOCOOBI BBITIOJIHEHHUS NPO(PEeCcCHOHATBHBIX 3a]1a4, OLICHUBATh UX
3 PEeKTUBHOCTD U KA4E€CTRO.

[IpuHuMaTh pelieHUs] B CTAHAAPTHBIX M HECTAHJAPTHBIX CUTYyALUSIX U
HECTHU 32 HUX OTBETCTBEHHOCT.

Ocy1iecTBIATh MOUCK U MCTOIB30BaHNE MHGOPMAIMKU, HEOOXOIUMOMN st
3¢ HEKTUBHOTO BBITIOJTHEHUS npodeccruoHaIbHBIX 3a/;ad,
po(eCCHOHATIBHOTO U JIMYHOCTHOTO Pa3BUTHA.

Hcnonb3oBaTh  MHPOPMAIMOHHO-KOMMYHHUKAITMOHHBIE  TEXHOJIOTHH B
po(ecCUOHANIbHOM EeSITEIbHOCTH.

CaMOCTOSITENIHPHO ONPENLIATh 3a1a4u TPO(HEeCCUOHATFHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CaMOOOpa30BaHWEM, OCO3HAHHO IUTAHUPOBATH
MOBBIIIIEHNE KBATU(PUKALINH.

OpueHTUPOBATHCS B YCIOBUSAX MOCTOSIHHOTO U3MEHEHHUS TPaBOBOM 0a3bl.

IIpodeccuonanbHbIe KOMIIETEHLIIMHA

IIK 1.1.

IIK 1.2.

IIK 1.3.

IIK 1.4.

OcymiecTBisATh NpodeccCuoHaIbHOE TOJKOBAHHE HOPMATHUBHBIX MPAaBOBBIX
aKTOB JIJISl peain3alluy MpaB rpaxaaH B cdepe MEHCHUOHHOTO oOecreueHus
U COLMAJILHOM 3aIlIMThI.

OcymecTBIATh MPUEM TPAKIaH MO BOMPOCAM NMIEHCHOHHOTO 00eCTieYeHUs 1
COIIMAJIbHOM 3aIIUTHI.

PaccmaTpuBarh MmakeT JOKYMEHTOB JJIsi Ha3HAUYEHUsS MEHCUI, MOCOOMUiA,
KOMIICHCAllUM, JIPYrMX BBIILIAT, & TAKXKE MEP COLMUAIBHON MNOAACPKKH
OTAEJBHBIM KaTETOPUAM I'PAXAaH, HYKIAIOIIMMCS B COLIMAJIbHON 3allNTE.
OcyliecTBIATh  yCTaHOBJIEHUE (HA3HAYEHUE, Iepepacyer, NEepPeBon),
WHJCKCAIIMI0O H  KOPPEKTUPOBKY TIEHCHH, Ha3HAYCHHE IOCOOUH,



KOMIEHCAlUid U JPYTrUX  COIMAJbHBIX  BBIIUIAT,  HUCIOJbL3YA
MH(OPMAIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTUH.

IIK 1.6. KoHcynbTHpOBaTh TpaxkaaH W TPEACTABUTENICH IOPUIMYECKUX JIUI[ 10
BOIIPOCAM NMEHCUOHHOTO 00€CIIeUEHUs U COIIMAIbHON 3allUTHI.

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCHUIJIAHBI
2.1. O0bem yueOHOM TUCHUIJIMHBI U BUAbI Y4eOHOH padoThl
Ounas popma 06yyenus

Buna yueOHoii padoThI O0bem yacoB

O0beM 00pa3oBaTeIbHON MPOrpaMMbl y4eOHOM JUCHUNIIMHBI 63

B TOM YHCIJIC:

2/4 cemectp 42
TEOpETUIECKOe 00ydeHne 32
PAKTUYECKHUE 3aHSITUS 10
Camocmosmenvras paboma 21

IIpomexyTOUHASI ATTECTAMA
2/4 cemecTp KOHTpOJIbHAs paboTa

3aounas popma 0byuenus

Buj yueOHoii padoThl O0bem yacoB

O0bem o0pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHOI 1M CHUIIJIMHbI 63

B TOM YHCJIC:

1/3 cemectp

TEOpeTUIECcKoe 00yUeHHE 2

MPAKTUYCCKUC 3aHATUA 2

2/4 cemectp

TEOpeTHYecKoe 00yueHue 4
MIPaKTUYECKHUE 3aHATUS 2
Camocmosmenvras paboma 53

IIpomeskyTOoUHAs aTTecTAUMS

KonrponsHas pabora,
nuddepeHIpOBaHHBIN
3a4yer




2.2 TemaTu4ecKkuii IVIaH U CoJlePKAHUE YUEOHOM U CIUIINHBI

HaumenoBanue Tem Copnep:xanne yuye0HOro MaTepHaJia, IPAKTHYECKHUE 3aHATHS, CAMOCTOSITe/IbHAS padoTa O0bem Koawl
odyuarouuxcs Yacos KOMIIEeTEHIIHI,
(ouHasi/3204H dopMupoBanu
as) 10 KOTOPBIX
croco0cTByeT
IJIEMEHT
NporpaMmMmsl
1 2 3 4
Pazpen 1. JlokymMeHTHPOBaHHE YIIPABJIEHUYECKON AeITeJIbHOCTH
Tema 1.1. Benenue. Coaepxanue y4eOHOro Marepuasa
JloKyMeHT U cucrema 3HadyeHue U cofepKanye AUCIUINIMHBL «/{OKyMEeHTanmoHHOe 00ecIiedeHne YIPaBICHIsD U CBS3b €€ C
AOKYMEeHTALMH. IPYTUMH JUCHUTDIHHAMH.
IoHsATHE TEPMUHOB JIOKYMEHTY, «TOKYMEHTUPOBAHUEY, «ITOKYMECHTAIHOHHOE 00ECTICUCHUE YIIPABICHUSY.
HcTopus pa3BHUTHs HAyYHBIX MPEICTABICHUH O JOKYMCHTAIIMOHHOM OOECHECUCHHH YIPaBICHUS.
CoBpeMEHHOE COCTOSIHUE TOKYMEHTAMOHHOTO 00eCICYCHNUS YIIPABICHHS.
HopmaTuBHO-ipaBoBas 0a3a OpraHM3allié JOKYMEHTAIIMOHHOTO oOOecreueHus YNpaBJICHUS Kak
OCHOBA TEXHOJIOTHHU IPOLIECCOB YIPABICHHUS.
TocymapcTBeHHas CUCTEMA JOKYMEHTAIMOHHOTO obecteuenus yupasienus (I'CJIOY) - cBog mpaBuil,
YCTaHABJIMBAOIIMNUX CAHUHBIC TDe6OBaHI/I$[ K JOKYMCHTHPOBAHHIO VHDaBJ’IeH‘ICCKOﬁ JCATCIIbBHOCTH H
OpraHm3alii paboThl C JTOKYMECHTAMH Ha MPEANPHUITHSIX PAa3THYHBIX OPTaHU3AIHMOHHO - TPABOBBIX
dopm.
Cocrasn YIIPABJICHYCCKUX JOKYMECHTOB. IlonsTue cucrem JOKYMCHTAIIMH. CDVHKHI/IOHEUILHBIC u
OTPACIIEBbIC CHCTEMbI JOKYMEHTAITMH. Y HU(HUKAINS W CTAHAAPTU3AMNS YIPABICHYCCKUX TJOKYMECHTOB
CamocTosiTeJbHAsA padoTa 00yyarouxcs 10
[oaroroska cooOIIEHUH 0 UCTOPUH ACTONPOU3BOJICTBA.
W3ydyeHre HOPMATHUBHBIX TPABOBBIX aKTOB, PETYIUPYIOMIUX AESTEIbHOCTh CIYXKOBI
JOKYMEHTAI[MOHHOTO O0ECTICUeHUSs! YIIPaBICHUS
Tema 1.2. Coaepxanne y4eOHOro MatepuaJia 2/1
OpraHuszanuoHHo- YHubuupopaHHas cucTeMa OpraHu3alMOHHO-pacopsauTensHol qokymenTtanuu (OPJ). TOCTHI Ha

pacnopsiIUTEeTbHBIETOKY
meHTwI (OP/I)

OP/J1. TpeboBauus K 0hOPMIEHHUIO JTOKYMEHTOB.
Knaccudukanus oprann3aliiOHHO-PACIIOPAIUTENHHON JOKYMEHTALINH:




HanmeHnoBanue Tem

Coaepxanune y4eOHOro MaTepualia, NpakTUYeCKHe 3aHATHS, CAMOCTOSITeIbHAsI padoTa
odyuaronuxcs

Oo0bem
Yacos
(ouHasi/3204H
as)

Koanl
KOMIIETEHIIMH,
(¢popmupoBanu

10 KOTOPBIX
crnocod0cTByer
3JIeMEeHT
NPOrpamMMBsbl

OpraHu3anyoHHbIe JOKYMEHTEI - YCTaB, VUPEAUTEALHBINA IOTOBOD, IIOJI0KEHHE, IPABHUIA BHYTPEHHETO
pacropsika

PacniopsautensHble TOKYMEHTHl - NPUKA3bl, PACHOpsHKEHHs, YKa3aHWs, IOCTAHOBJIEHMS, pELICHMS,
HHCT HH.

CrpaBo4HO-MH(POPMALIMOHHBIE JOKYMEHTLI - NOKJIAiHAs W Cay)KeOHas 3amucka, OObsSCHUTEILHAS
3alMCKa, aKT, CIIpaBKa, CIyKeOHbIe McbMa, hakc, Tenerpamma, reiiedOHOrpaMma.

IIpoTokon

IIpakTHyeckue 3aHATHS

CocraBieHue OPOCKTOB NIPUKA30B, MPOTOKOJOB, IMCEM, NTOKJIIaAHBIX W CHV)KGGHI)IX 3alMCOK.
[IpoBenenue npoBepku NpaBUIBLHOCTU cocTaBieHus U opopmiienus OPJl — npuka3oB Ha
OCHOBE €IMHOHayaus (110 OCHOBHOM J€SITENbHOCTH U 110 IHYHOMY COCTaBY);

IIPOTOKOJIOB Ha OCHOBE KOJUIETMaJIbHOCTH; CIIPABOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB —
aKTOB HAJIOTOBBIX MHCIEKIUI1, aKTOB PEBU3UHU KACCHI; CIYKEOHBIX MMHCEM

2/1

CaMocTosiTeILHASA paﬁoTa OﬁyanOIHHXCﬂi

CocraBlieHre IPOEKTOB MIPHUKA30B, JOKIAAHBIX M O0BICHUTEIbHEIX 3aIHUCOK, aKTa, CIIVKEOHBIX ITHCEM,
YEPHOBUKOB IIPOTOKOJIOB.

Ilpumepnas memamuxa 6HeayOUMoOpHOU CamMOCMOAMENbHOU pabOmbi.:
«Opranu3aioHHble JOKYMEHTHI - YCTaB, MOJIOKEHHE, JOTOBOP YUpeauTeneH, mpaBuia
BHYTPEHHETO TPYA0BOTO PACIOPAIKA»;

«CrpaBo4HO-MHGOPMAIIMOHHBIE JOKYMEHThI - JOKIaAHas (choykeOHas) 3amucka,
CIIpaBKay;

«[Topsinok cocTaBneHUs! aKTOB CBEPKU PacueToB MEXKIY AeOUTOpaMU U KPeIUTOpaMu»;
«SI3BIK U CTUITB JEIOBON KOPPECTIOHICHLIUN;

«lHULIMATUBHBIE U OTBETHBIE CITy>KEOHBIC TUCHMAY,;

«BHyTpeHHue 1 MeXIyHapOAHbIE TeJerpaMMBl, Tene(oHorpaMMbl U Tenedakch»




HaumenoBanue Tem Copnep:xanne yuye0HOro MaTepnaJia, NPaKTHYECKHUE 3aHATHS, CAMOCTOSITe/IbHAS padoTa O0bem Koawl
odyuaronuxcs Yacos KOMIIEeTEHIIHi,
(ouHasi/3204H dopmupoBanu
as)
10 KOTOPBIX
crnocod0cTByer
IJIEMCEHT
NporpaMMbI
Tema Conep:xanue y4eOHOTro MmaTepuasa 2/1
1.3.KagpoBasiokymenran | JJOKyMEHTHPOBAHKE TPYIOBBIX MPABOOTHOIICHHHA.
us CocTaB 1 0coOeHHOCTH 0(OpMIICHHS JIOKYMEHTOB 10 JHYHOMY cOcTaBy. KOMIUIEKTOBaHWE JIMYHOTO
nena. Asroouorpadus. Pesrome. 3asgBiieHue o npreMe Ha paboTy, OPUKA3EL [0 JIUYHOMY COCTABY
IIpakTHyeckne 3aHATHSA 171
3anonHeHue JOKYMEHTOB M0 JIMYHOMY COCTaBY
CamocrosiTeJbHas padoTa odyuaromuxca: CocrapieHre U ohOpMIICHHE 3asIBJICHUS O MpPHEME Ha 10
paboty, aBToOnorpaduu, pe3roMe.
Tema 1.4. [leHe:xxHblie U Copaepxanue y4eoHOro Marepuasia
(punanCcoBO-pacyeTHbIC OCO0OEHHOCTH cOCTaBlIeHUs] ¥ OQOpMIIEHUS JCHEKHBIX M (UHAHCOBO-PACYETHBIX JOKYMEHTOB.
JOKYMEHTBI OdopmieHne 1oBepeHHOCTENR ODUIMAILHON U JUYHOMN
CamocrosiTeJibHAsA padoTa 00y4arouXcs: 10
OdopmiieHre opUIMATEHON U TUYHOM JIOBEPEHHOCTEH
Temal.5./loroBopHo- Copep:xanne yueOHOro MaTepuaJia 2/1
npapoBasiiokymMeHTauusi | [loHATHE JIorOBOpa (KOHTPAKTa), COTJIAIIEHWE, MPOTOKoaa. TumoBas ¢Gopma KOHTpakTa. OCHOBHEIC
pazJienbl KOHTPAKTa.
Buibl 10TOBOPOB: KYIIU-IPOJIAYKHA. MEHBI, ITOCTABKHM, Ha BO3ME3JIHOEC OKA3aHUE YCIIVT, IMOPYYCHHUS,
KOMWCCHH U IPYTHE.
TpaHcropTHBIC 10T0BOPHI. DopMyIIsip TOTOBOpPA CTPaXOBaHHUS.
Tunosas hopMa KpeaAUTHOTO noroBopa. Tunosas hopma OAaHKOBCKOM IrapaHTUH.
Tunosas ¢dopma JoroBopa OaHKOBCKOTO cueTa. THIIOBOW JOTOBOP Ha OCYIIECTBICHHE KPEIUTHO-
PACYETHOTO OOCTY)KUBAHHMSL.
YHudwunmpoBanHas dhopMa cornamieHus 00 U3MEHEHUH U JIOTIOJIHCHUHU K IOTOBOPY.
YHudbuimpoanHas dhopma 0 pacTOPKEHHH JOrOBOPA.
IIpakTUyeckne 3aHATUS: 1/1




HaumenoBanue Tem Copnep:xanne yuye0HOro MaTepnaJia, NPaKTHYECKHUE 3aHATHS, CAMOCTOSITe/IbHAS padoTa O0bem Koawl
odyuaronuxcs Yacos KOMIIEeTEHIIHi,
(ouHasi/3204H dopmupoBanu
a) 10 KOTOPbIX
crnocod0cTByer
IJEMCECHT
NPOrpaMMablI
CocrasiieHre 1 0OpMIICHHIE JOTOBOPOB, IPETCH3NOHHO-MCKOBOW TOKYMECHTAITHH.
IIpoBepka NpaBUIBHOCTH COCTaBJIeHUS U O(OPMJIEHHS] JOTrOBOpPa CTPAXOBAHMA, KPeIUTHOIrO
JAOroBOpa; /10ropopa 0AHKOBCKOl TrapaHTHH; /J0roBOpa Ha OCYlLIecTBJICHHEe KpeIUTHO-
PacyeTHOro 00CTy:KMBAHUS
CaMocTosiTeIbHASI PA00TA 00YYAIOIIHXCS 10

KoMmMepueckue akThbl. bilaHKH KOMMEPYECKHX aKTOB.

JI0BEpPEHHOCTH.

JlokyMeHTBI, 0(hOpPMIISIFOIIME TIOPSIOK pACCMOTPEHHSI CLIOPOB MEXKIY IOPHUANYECKUMH JIMLIAMM.
IIpaBuna opopMIaeHHs IPETEH3MOHHEIX mceM. OOpa3ibl IPETEH3UIH K IEPEBO3YHKY.
DopMyJIIp O0T36IBA HA NPETEH3HIO.

OO0pasibl OT3LIBOB.

DopMyIIap UCKOBOIO 3asaBaeHus. TpeGoBaHus K 0(hOPMIEHUIO NCKOBLIX 3asBJIECHMMA.

Iopsanok HampasieHus U 0QOPMIEHMS OT3bIBA Ha MCKOBOE 3asIBJICHHE




HaumenoBanue Tem Copnep:xanne yuye0HOro MaTepnaJia, NPaKTHYECKHUE 3aHATHS, CAMOCTOSITe/IbHAS padoTa O0bem Koawl
odyuaronuxcs Yacos KOMIIEeTEHIIHi,
(ouHasi/3204H dopmupoBanu
aﬂ) 10 KOTOPbIX
crnocod0cTByer
JIEMEHT
NporpaMMbI
Paznen 2. Opranuzanusi pa6éoTshl ¢ JOKYMEHTaMU
Tema 2.1. ITonsiTue Copaepxanune yueOHOro matepuasa
JOKYMEHT0000poTA, Crpykrypa 1 GYHKIMH COVKO TOKYMEHTAIIMOHHOIO 00ecieueHrsl VIIPaBICHUsL.
perucrpanus J10KyMeHTOB | VTHCTPYKIIUHU IO IOKYMEHTAIIMOHHOMY 00€CIICUEHUIO YIIPABJICHUS.
CocraB u y4eT 00beMa JOKYMEHTO000POTa NPSAIPHUATUNA U OpraHU3alli7.
Opranuzaims paboTel ¢ JOKYMEHTAIIMEN, TOCTYHAIOMIEH B YIPEKACHHUS, IPEANPHUATHS, OpraHu3aliu;
IIpYEeM BXOIAIINX JOKYMEHTOB, MX 00pa00TKa, MPEIBAPUTEILHOE PACCMOTPEHUE U pacIpeiclICHHE,
pErucTpanus, pACCMOTPEHUE JOKYMEHTOB PYKOBOJACTBOM. HCIIOJIHEHHE.
OTIpaBKa HCXOASIIMX JOKYMEHTOB.
Hepe):[aqa JOKYMCHTOB BHYTPU OpraHU3aIlnmn.
YyeT KOJIMYEeCTBa JIOKYMEHTOB
CamocrosiTeJbHasA padoTa 00yyarouxcs: 10
Pabora ¢ )ypHaIaMu PErMCTPALMU BXOIAIEN U UCXOIAIIEH JOKYMEHTALMH.
Ipumepnas memamuxa 6HeayOumMopHOU camoCcmoamenrbHol pabomsi:
«M3yyeHne 3aKOHOJATENIbHBIX AKTOB M HOPMATHUBHO-METOJMYECKHUX JOKYMEHTOB
(benepanbHO-apXUBHOM CITy>KOBI IO XPAaHEHUIO TOKYMEHTOBY
«B3aumonelictBue  cayxk0  JIOKYMEHTAIUOHHOTO  OOEcTeueHus:  yhpaBlIeHUS U
BEJIOMCTBEHHBIX apXHBOB MPH (HOPMUPOBAHUHM OCHOBBI VISl TTOCIIEAYIONIETO XPaHCHUS 1
HCIIOIB30BAHUSA JOKYMEHTOBY,
«EnuHCTBO TpeOOBaHMI K XpaHEHHIO IOKYMEHTAIIUU B ASTONPOU3BOICTBE U apXUBE»
Tema 2.2.UcnoiHeHue Copaepxanne y4eOHOro marepuaJia 1
nokymMeHToB.KonTpoasuc | KOHTpOIb MCHIOTHEHUS JIOKYMEHTOB.
MO THEHHUSI. OpraHu3anys ¥ TEXHUKA KOHTPOJISI HCIIOJIHEHHMS.
CaMocTosiTeJIbHASL PA00TA 00YYAIOIIHXCS 10

TI/IHOBLIG N MHAWBUAYAJIBHBIC CPOKH UCITOJHCHUA TOKYMCHTOB.
Cucrema ACKHJI (aBTOMaTH3MPOBAHHBIA KOHTPOJIb MCIOJHEHHNS JIOKYMEHTOB)




HaumenoBanue Tem Copnep:xanne yuye0HOro MaTepnaJia, NPaKTHYECKHUE 3aHATHS, CAMOCTOSITe/IbHAS padoTa O0bem Koawl
odyuaronuxcs Yacos KOMIIEeTEHIIHi,
(ouHasi/3204H dopmupoBanu
as)
10 KOTOPBIX
crnocod0cTByer
JIEMEHT
NporpaMmmsl
Tema 2.3. Conep:xanue y4eOHOro MmaTepuasa 171
Opranusanus CucreMaTn3aiys JOKYMEHTOB U UX XpaHEHUE.
ON€PATUBHOI'O Howmenknarypa nen. UnauBrayaibHble, CBOAHBIE, IPUMEPHBIE M THIOBBLIE HOMEHKJIATYPHI AEII.
XpaHeHHusl
AOKYMEHTOBR. IIpakTHyeckne 3aHATHSA n
CocTaBlieHe HOMEHKIIATYPHI JIEI.
IIpoBepka NPpaBUIBLHOCTH COCTABJIeHUS U 0OPMJIEHHSI HOMEHKJIATYPBI e/l OpraHu3aluu
CaMocTosiTeIbHASL PA00TAa 00YYAIOIIHXCS 6
OdopMiteHrEe HOMEHKIATYPEI JEIL.
TpeboBanns K 0(OPMIIEHHMIO AT
XDaHeHI/Ie JOKYMCHTOB B CTPYKTYPHBIX ITOAPA3ACITICHUAX.
Tema 2.4. [ToaroroBka Copaepxanne yueOHOro Mmatepuasia 1
JIOKYMEHTOB K DKcIepTr3a HEHHOCTEN JOKYMEHTOB. I1oAroTOBKA JIE] K ¢/1ade B BEIOMCTBEHHEIN apXMB.
apXHBHOMY XpPaHEeHHUIO. 3aKOHOJIATEALHEIC aKThl 1 HOPMATUBHO-METOJUYCCKHE JTOKYMEHThI DeiepaabHOi apXUBHOM CIIYKOBI
POCCI/II/I 10 APXUBHOMY XPAHCHUKO JTOKYMCHTOB.
CaMocTosiTe/IbHasi padoTa 00Y4aIOIINXCS 4
Bzaumoneiicteue cinyxk0 JIOY M BEIOMCTBEHHBIX apXMBOB _IPH (POPMUPOBAHHU OCHOBBI _JUIS
MOCICAYIOIIETO XPAaHEHUS U UCIIOIL30BAHUS JOKYMEHTOB.
EnnHCTBO TpeOoBaHMN K XpaHCHHUIO JOKYMEHTAITUN B JICIOIPOU3BOACTBE U aPXHBE
Tema 2.5. Ucnoan3oBanne | Coaep:kanue y4eGHOro MarepuaJjia 1/1
II9BM B KomnbroTepusanus JIeI0Ipou3BOACTBA Ha NPEANPHUITHNA KAaK yCI0BHE BHeApeHHMs I ocynapcTBEHHOM
JeJIONPON3BO/ICTBE CHCTEMBI TOKYMEHTAIIMOHHOT0 00SCIICUCHHMSI YITPABICHHMSL.
MammHoYnTaeMas JOKYMCHTAITHS.
IIpakTHyeckne 3aHATUS: 1
Pa6ora ¢ mabnonamu MicrosoftOffice
CamMocTosiTeJIbHASL PA00TAa 00YYAIOIIHXCS 8

Hocurenu, mpuMeHseMbIe PYU CO3JAHMU JOKYMEHTOB U TDC6OB3HI/I}I K X Od)ODMJIeHI/IIO.




HanmeHnoBanue Tem

Coaepxanune y4eOHOro MaTepualia, NpakTUYeCKHe 3aHATHS, CAMOCTOSITeIbHAsI padoTa Oo0Bem Koawl
odyuaronuxcs Yacos KOMIIEeTEHIIHi,
(ouHasi/3204H dopmupoBanu
as) 10 KOTOPBIX
crnocod0cTByer
IJIEMEHT
NporpaMMbI
CocraB, HOPAIOK PACIIOIOKEHHS U IIpaBuiIa 0(OPMIICHHS OCHOBHBIX PEKBU3MTOB JOKYMEHTOB
Bcero 63

JIist XapaKTepUCTUKU YPOBHSI OCBOCHHS y4eOHOTO MaTepralia UCIIOJIb3YIOTCS CIeIyIONe 0003HAYCHUS:
1. o3HakoMHTeNbHBIN (Y3HaBaHUE paHee U3yYEHHbIX 00BEKTOB, CBOMCTB);
2. PpenpOoayKTHBHBIH (BBIOJHEHHE ACSITEIHHOCTH IO 00pa3ily, MHCTPYKIIMU WU TI0J] PYKOBOJICTBOM);

3. HpO,HYKTHBHLIﬁ (HJ'IaHI/IpOBaHI/Ie U CaMOCTOATCIBbHOC BBIIIOJIHCHUC ACATCIbHOCTH, PCUHICHHUC HpO6HeMHBIX 3aﬂaq).




1. YCJIOBUA PEAJIM3AIIMA YYEFHOM JUCITATLIIMHBI

1.1. TpebdoBaHUsA K MUHUMAJIbHOMY MaTEepPHAJIbHO-TEXHHYECKOMY 00ecneuyeHU o
Peanuzanus yqeOHOW MUCUMIUIMHBI TpeOyeT Hamuuus ydyeOHoro xabuHera « IKOHOMHUKA

OpraHu3altin»

OobopynoBanune yueOHOro KabuHeTa:
M0CAI0YHbIC MECTA IO KOJIMYECTBY O0YUaIOIIHXCS;
pabouee MeCTO IpenogaBaTess;
KOMIUIEKTHI y4eOHO-HATIISTHBIX TIOCOOUI O pa3jieiaM JUCIUTUIAHBL,
y4e0HO-METOIMIECKUI KOMILIEKC «/[0KyMEeHTallMOHHOE 00eCTICUeHNE YITPABICHUS.

TexHuueckue cpeacTBa 00y4eHus :
HHTCPAKTUBHAA NOCKA WJIN SKPAH,
MYJIbTUMEAUMHBIN POEKTOP;
KOMIIBIOTCD AJId NPErogaBaTeiid C JIMICH3MOHHBIM ITPOTpaMMHBIM o0ecrieueHueM.

1.2. HudopmanuonHoe odecrneyeHue 00ydeHHs
[lepeyeHp peKOMEHAYEeMbIX Y4E€OHBIX H3/IaHUH, VHTEpHET-pecypcoB, IOMOIHUTEILHON

JUTEPATYPHI.

HOpMaTI/IBHbIe MMpaBOBbLIC aAKTbI:

1.

"Konctutynuss Poccuiickoit ®enepauuu" (mpuHATa BCEHAPOAHBIM T'OJOCOBAHUEM
12.12.1993) (¢ yderoM TOMpPaBOK, BHECEHHBIX 3akoHamMu P® o mnompaBkax K
Konctutyuu P® ot 30.12.2008 N 6-®OK3, ot 30.12.2008 N 7-OK3, ot 05.02.2014 N 2-
®K3, ot 21.07.2014 N 11-DK3).

"I"'pasknanckuii kogexc Poccuiickoit @enepannu (vacte nepsas)" ot 30.11.1994 N 51-®3
(mocneHsAsS peaaKius).

"TpynoBoit konekc Poccuiickoit @enepanuu" ot 30.12.2001 N 197-®3 (mocnemuss
pelaKius).

ITpuka3 Poccrannapra ot 08.12.2016 N 2004-ct (pen. ot 25.05.2017) "OO6 yTBepxaeHUN
HallMOHAIBHOTO cTaHaapTa Poccuiickont @enepanmn.

®enepanbHblif 3akoH oT 27.07.2006 N 149-D3 (nocnenuss penakuus) "O6 nnpopmanuu,
MH(OPMAIIMOHHBIX TEXHOJIOTHAX U O 3aluTe HHPopMarmu'.

®enepanbHblii 3akoH oT 27.12.2002 N 184-®3 (pen. ot 28.11.2018) "O texHnyeckoM
peryaupoBaHun’".

®denepanbHblii 3akoH oT 22.10.2004 N 125-D3 (pen. oT 28.12.2017)
"O6 apxuBHOM aene B Poccuiickoit @eneparnun.

"OcnoBuble [IpaBuna paboThl apxuBOB opraHuzanuii" (omo0pens! pemennem Komiernu
Pocapxusa ot 06.02.2002).

OcHOBHBIE MCTOYHHUKH:

1

. Bemkypoga, A.b. JlokyMeHTanmmoHHOE 0OEeCTIEUeHHE yIpaBIeHUs: yaeOHOe mocodue s
CTY/ICHTOB CpelHero mnpodeccuoHaibHoro oodpaszosanus: [12+] / A.b. BemkypoBa. —
Mocksa; bepnun: dupekr-Meaua, 2020. — 181 c.: min., tabn. — Pexxum ngoctyma: mo
nogmucke. — URL: http://biblioclub.ru/index.php?page=book&id=570999. — 3bC

«YHHUBEPCUTETCKAsE OMOIMOTEeKA OHJIAHH».

I[OHOJIHI/ITCJILHLIG HCTOYHHUKH:

1.

I'punbepr, A.C. JlokyMeHTaUMOHHOE OO0ecleYeHue yrpaBleHUs: Yy4eOHHUK /
A.C. I'punbepr, H.H. I'op6aués, O.A. Myxamermna. — Mocksa: FOnuth, 2015. — 391
c.. Tabm., rpad., Wi, cxembl — Pexum Jgocryma: 1O TOAMHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=115031. — 9BC

«YHUBEpCUTETCKas ONOIMOTEKA OHITAHH Y.

NuTepHeT-pecypcenl:


http://biblioclub.ru/index.php?page=book&id=570999
http://biblioclub.ru/index.php?page=book&id=115031

1. CIIC «Koncynwrant [Tmoc» http://www.consultant.ru/.
2. «Apwm» (aBTomMaTu3upoBaHHOE MecTo) https://studme.org/; «Jlemo» http://www.docva.ru/.
3. DmexrponHas mouta cetu Internethttp://citforum.ru.

2. KOHTPO.JIb M1 OLIEHKA PE3YJIbTATOB OCBOEHHUSA YUYEFHOM

TACIHATITAHBI

KoHTpoJIb ¥ OlleHKA pPe3ybTaTOB OCBOCHUS Y4YCOHOUH MMCIUILIMHBI OCYIIECTBIISCTCS
npenojaBaTesieM B IMpollecce MPOBEACHUS MPAKTUYECKUX 3aHATUH, TECTUPOBAHMS, a TaKXKe
BBITIOJTHEHUS 00YJArOIIMMHUCS UHIUBUIYATbHBIX 3a/IaHUN, UCCIICOBAHUN.

Pe3ysabTarsl 00yyeHusi (0CBOCHHbIE YMEHUS,
YCBOCHHbIE 3HAHUS)

®opMBbI M METOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yabTaToB 00y4YeHusl

1

2

YMeTh:

0(hopMIISTH OpraHU3AIIOHHO-PACTIOPS TUTEITLHBIC
JIOKYMEHTBI B COOTBETCTBUH C JICHCTBYIOIIAM
I'OCTowm;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

OCYIIECTBIISITE 00PaObOTKY BXOJISIIINX,
BHYTPEHHHUX U UCXOJISIIHX JOKYMEHTOB,
KOHTPOJIb 32 UX UCTIOTHCHUCM;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCJIbHAA pa60Ta

0(hOpMIISTH TOKYMEHTBI JIJIsI TIepe/iadn B apXUB
OpraHu3aluiy;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

3HaTh:

TIOHSTHE JIOKYMEHTA, €ro CBOWCTBA, CIIOCOOBI
JIOKYMEHTHPOBAHMUS,;

OIIpOC, BHEAYUTOPHAS CAMOCTOSITEIbHAS
pabota

MpaBWwia  COCTaBIeHUsT U O(OpMIICHHS
OpraHu3alMOHHO-PACTIOPSAUTETEHBIX
nokymeHToB (marnee - OPJI);

OIIpOC, BHEAYUTOPHAS CAMOCTOSITEIbHAS
pa0ora,

CI/ICTeMy nu TI/IHOBYI—O TEXHOJIOTHUIO
JAOKYMCHTAIIMOHHOI'O O6CCHC‘ICHI/I}I YIIpaBJICHUA
(nanee - JIOY);

OIIPOC, BHEAYUTOPHAS CAMOCTOSITCIIbHAS
pabota

OCOOEHHOCTH ACIIOIPOU3BOJCTBA 10
06paH_[CHI/IHM rpaxxkaaHn Mu KOH(I)I/I,Z[CHI_II/IEUILHOFO
JCJTIOIPOU3BOJICTBA

OIIPOC, BHEAYUTOPHAS CAMOCTOSTEIbHAS
pabota



http://citforum.ru/

