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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 mgucruiuimHa «J[OKyMeHTalMOHHOE O00ECTIeUeHUEe 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 ¥ nJIaHNpPYyeMble Pe3yJabTaThbl 0CBOEHHS THCUMILTUHBI:
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 YCTOMUMBBINA HHTEPEC.

Opranu3oBbiBaTh COOCTBEHHYIO JI€SITECIIBHOCTh, BBIOMpPATh THUIOBBIC
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 UCTOIB30BaHHE MHGOPMAIINK, HEOOXOIUMOMN st
3¢ HEKTUBHOTO BBITIOJTHEHUS npodeccruoHaIbHBIX 3a/;ad,
po(eCCHOHATIBHOTO U JIMYHOCTHOTO Pa3BUTHA.

Hcnonb3oBaTh  MHPOPMAIMOHHO-KOMMYHHUKAITMOHHBIE  TEXHOJIOTHH B
po(ecCUOHANIbHOM EeSITEIbHOCTH.

CaMOCTOSITEIHPHO OMPEALITh 3aa9i POo(heCCUOHATBFHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CaMOOOpa30BaHWEM, OCO3HAHHO IUTAHUPOBATH
MOBBIIIIEHNE KBATU(PUKALINH.

OpueHTUPOBATHCS B YCIOBUSIX TTOCTOSIHHOTO M3MEHEHHUsI TIPaBOBOM Oa3bl.

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.

OcyiecTBIATh MPUEM TPAXKIAH MO0 BOMPOCAM NIEHCHOHHOTO 00ECTICUeHUs U
COIIMAJIbHOM 3aIIUTHI.

PaccmaTpuBarh MmakeT JOKYMEHTOB JJIsi Ha3HAUYEHUsS NEHCUI, MOCOOMiA,
KOMIICHCAllUM, JIPYrMX BBIILIAT, & TAKXKE MEP COLMUAIBHON MNOAACPKKH
OTAEJBHBIM KaTETOPUAM I'PAXAaH, HYKIAIOIIMMCS B COLIMAJIbHON 3allNTE.
OcCyliecTBIATh  yCTaHOBJEHUE (HA3HAYEHUE, Iepepacyer, NEepeBoOn),
WHJCKCAIIMI0O W  KOPPEKTUPOBKY TEHCHH, Ha3HAUYCHHE IOCOOUH,



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

IIK 1.6. KoHcynbTHpOBaTh TpakaaH W TPEACTABUTENICH IOPUIMYECKUX JIMI[ I10
BOIIPOCAM MEHCUOHHOTO 00ECIIEYEHUs U COLIMAIbHON 3aIUTHI.

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 Y4eOHOH TUCHUIIMHBI 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 Y4eOHO 1M CHHMIIJIMHBI 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

Qg epeHIIMPOBAHHBIN

214 cemectp
3ayer




2.2 TemaTH4yeCKHUii IUIAH U cOJepPKAHUE YUeOHOM TN CIUIITTHHBI

HaumenoBanue TeM Conep:kanue y4eOHOTr0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITeIbHAs O0BbeM Koanl
paboTa o0y4aommxcs Yacos KOMIIeTeH M,
(ounasi/3a0 | gopMHUpPOBaAHU
YyHast) 10 KOTOPbIX
crocoocTByeT
3JIeMeHT
NPOrpamMMbl
1 2 3 4
Pasnen 1. lokyMeHTHPOBaHNE YIIPABJIEHYECKOH 1eATeIbHOCTH
Tema 1.1. Begenue. Coaep:xanue y4eOHOro MaTepHuaJia
JlokyMeHT U cucreMa | 3HaueHUE U COJEP)KAHUE TUCHUIUIUHBI «J[OKyMEHTAaIlMOHHOE 00ecleueHUe YIpaBICHUsD)
AOKYMEeHTAIUH. U CBSI3b €€ C IPYTUMU JUCHHUTIIMHAMH.
[ToHsATHE TEPMUHOB «JIOKYMEHT», «TOKYMEHTHPOBAHHEY, «IOKYMEHTAIIMOHHOE OOecrieueHre
yIIPaBICHUS».
Ucropust pa3BuTHUS HAyYHBIX TPEACTABICHHN O JOKYMEHTAIIMOHHOM OOECTICUCHUH
ynpaBieHus. COBpeMEHHOE COCTOSHUE TOKYMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPaBICHUSI.
HopmaTtuBHo-ipaBoBasi  0a3a  opraHu3alMy  JOKYMEHTAIlMOHHOTO  OOeCTedeHUst
YIPABICHUS KaK OCHOBA TEXHOJIOTHH MPOIIECCOB YIIPABJICHUSI.
lNocynapcTBeHHast cuctemMa JHOKyMeHTalMOHHOTO obecnieuenust ynpasienus (I'CHOY) -
CBOJI TMpaBWJ, YCTaHABIMBAIOMIMX €IUHBIE TpeOOBaHUS K JIOKYMEHTUPOBAHHIO
YIOPaBIEHYECKOW JIEATENbHOCTH M  OpraHu3auuud paboThl € JTOKyMEHTaMu Ha
MPEANPUATHIX PA3TUYHBIX OPTAaHU3AIMOHHO - TIPABOBBIX (OPM.
CocraB  ympaBieHYECKHX  JIOKYMEHTOB.  [loHsiTHE  CHCTEM  JOKYMEHTAIIHH.
OyYHKIMOHANBHBIE ¥ OTpAacleBble CHUCTEMBI  JOKYMEHTAllUW. YHHPHUKAIUS U
CTaHJApTHU3AIMS YIIPABJICHUYECKUX TOKYMEHTOB
CamocrosiTesibHas padoTa 00y4aOIIMXCS 10
[ToaroroBka cooOIIeHN IO UCTOPUU AETONPOU3BOJICTBA.
N3ydyeHne HOPMATHUBHBIX TIPABOBBIX AaKTOB, PETYIUPYIOMIUX AESITEIbHOCTh CIYKOBI
JTOKYMEHTAITMOHHOTO 00ECTIeYeHUS YIIPABICHUS
Tema 1.2. Coaeprxanue yueOHOro MaTepuaia 2/1




HaumenoBanue TeM Conep:kanue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITeJIbHAs O0BbeM Koanl
paboTa o0y4aommxcs Yacos KOMIIeTeH M,
(ounasi/3a0 | gpopMHUpOBAHU
YHas) 10 KOTOPbIX
crmocoo0cTByeT
3JIeMEHT
NPOrpamMMbl
Opranu3anmoHHoO- YHuunupoBaHHas CHUCTEMa  OPTaHHU3AIMOHHO-PACTIOPSAUTEIBHON  JTIOKYMEHTAIlUU
pacnopsaauteabubieno | (OPJ]). TOCTBI na OPJI. TpeGoBanus k 0(hOpMIICHHIO JOKYMEHTOB.
kymeHnTol (OP/I) Krnaccudukanus opraHu3aiiiOHHO-PACTIOPSIUTESIIEHON TOKYMEHTAIUH:
Opranu3anvoOHHbIE TOKYMEHTHI - YCTaB, yUpPEAUTENIbHBIA JOTOBOP, MOJOKEHUE, IIpaBUiIa
BHYTPEHHETO pacrtopsiKa
PacniopsiautenbHble JOKYMEHTBI - MPUKA3bl, PACIIOPSHKEHUS, YKa3aHUs, [TOCTAaHOBJICHMUS,
pelieHus, THCTPYKIIHH.
CrpaBouHO-UH(DOpPMALIMOHHBIE JOKYMEHTHl - JOKJIagHas M CiIy)keOHas 3amucka,
OOBSCHUTENbHAS 3aluCKa, aKT, CIpaBKa, CIyXeOHble THCbMa, (Hakc, TelerpaMmma,
TenedoHorpaMmma.
IIpoTokon
IMpakTHYecKHe 3aHATHSA 2/1
CocraBneHrue MPOEKTOB MPHUKA30B, IMPOTOKOJIOB, MHUCEM, JOKIAIHBIX M CIY>KEOHBIX
3aMHCOK.
[IpoBenenue npoBepku MpaBUIBLHOCTU cocTaBieHust U opopmienus OPJl — npuka3oB Ha
OCHOBE €IMHOHAYaJHs (10 OCHOBHOM JEATENBHOCTH U MO TUYHOMY COCTaBY);
MPOTOKOJIOB HA OCHOBE KOJUIETHAIBHOCTH; CIPABOYHO-HH(POPMAIIMOHHBIX JTOKYMEHTOB —
AKTOB HAJIOTOBBIX MHCTEKIMI, aKTOB PEBU3UHU KACCHI;, CITY>KEOHBIX MHCEM
CamocTrosiTesibHas paboTa 00y4alOIIMXCH: 10




HaumenoBanue TeM

Conep:xkaHue y4eOHOT0 MaTepHAaJa, MPAKTHYECKHE 3aHATHS, CAMOCTOSITEIbHAS
paboTa o0y4aommxcs

Oo0bem
Yacos
(ounasi/3ao
YHas)

Koanl
KOMIIETEHIIMH,
¢popmupoBanu

10 KOTOPbIX
crmocoo0cTByeT
3JIEMEHT
NMPOrpaMMbl

CocraBiieHHEe NPOEKTOB NPHUKA30B, JOKIAJAHBIX U OOBSCHUTENBHBIX 3allUCOK, aKTa,
CIIy>keOHBIX MTUCEM, YEPHOBUKOB MTPOTOKOJIOB.

Ipumepnas memamuxa 6HeayOUMoOpPHOU CaMOCMOAMENbHOU pabOMmbi.:
«Opranu3aioHHble TOKYMEHTHI - YCTaB, MOJOXEHHE, JOTOBOP Y4YpEIuTeNel, mpaBuiia
BHYTPEHHETO TPYA0BOT'0 PaCIOPSAIKA»;

«CnpaBoyHO-MHGOPMAIIMOHHBIE JOKYMEHThl - JOKIaAHas (choy:keOHas) 3amucka,
CIIpaBKay;

«[lopsiiok cocTaBneHUs! aKTOB CBEPKH PACUETOB MEXKIY JeOUTOpaMU U KPEAUTOPAMU;
<«SI3BIK ¥ CTUIIb 1€TI0OBON KOPPECTIOHICHIIUNY;

«HULIMAaTUBHBIE U OTBETHBIE CITy>KEOHBIC TUCHMAY,;

«BHyTpeHHME 1 MeXIyHapOHbIE TEJIErpaMMbl, Telle(OHOTrpaMMbI U Tele(aKch»

Tema
1.3.KagpoBasiiokymeH
Tauus

Conep:xaHue yueOHOro MaTepuaJia

JIOKyMEHTUPOBAHUE TPYAOBBIX IPABOOTHOLICHUH.

CoctaB U  0ocoOeHHOCTHM OGOpPMIIEHHS JIOKYMEHTOB IO JIMYHOMY  COCTaBy.
KommiekToBanue mmunoro nema. ABroOuorpadus. Pesrome. 3asBieHue o mpueme Ha
paloTy, MpHKa3bl IO JIUYHOMY COCTaBY

2/1

IIpakTuyeckue 3aHsATHS

3anojaHeHne JOKYMEHTOB M0 JHYHOMY COCTaBY

1/1

CamocrosiTesibHast padora odyuawumuxcs: CocraBienue u ohopmieHUE 3asBICHUS O
npreme Ha paboty, aBTobunorpaduu, pesrome.

10

Tema 1.4. /leHe:kHbIe U
¢punancono-
pacuyeTHbIe
JOKYMEHTBI

Coaep:xanue yueOHOro MaTepuaJia

OcoOeHHOCTH cOCTaBlIeHUsT W OQOPMIICHHSI JEHEXHBIX M (PUHAHCOBO-PACUETHBIX
nokymeHnToB. Odopmiienne foBepeHHOCTel ounnaIbHON U INYHOU

CamocTrosiTesibHas padoTa 00y4alOIIMXCH:

Odopmnenne opUITMATHHON U TUYHON TOBEPEHHOCTEH

10




HaumenoBanue TeM Conep:kanue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITeJIbHAs O0BbeM Koanl
paboTa o0y4aommxcs Yacos KOMIIeTeH M,
(ounasi/3a0 | gpopMHUpOBAHU
YHas) 10 KOTOPbIX
crmocoo0cTByeT
3JIeMEeHT
NPOrpamMMmbl
Temal.5.[loroBopno- | Comepxxanue y4eOHOro MaTepuasa 2/1
npasoBasiiokymenran | [lonstue moroBopa (KOHTpakTa), corjaimieHue, npotokona. TumoBas ¢opma KOHTpakTa.
usi OcHOBHBIE pa3/eibl KOHTPAKTA.
Bunbsl 10roBOopoB: KYIUIM-TIPOJAXKH. MEHBI, MIOCTaBKH, HA BO3ME3THOE OKa3aHHE YCIYT,
MOPYYEHUs, KOMUCCUU U JPYTHE.
Tpancnoptasie 10oroBopsl. DOpMysIsIp JOrOBOpa CTPaXOBaHUS.
Tunosas popma kpeauTHOTO AOroBopa. Tunosast popma OAHKOBCKOW TapaHTHH.
TunoBas ¢opma moroBopa 0aHKOBCKOTO cyera. THUIIOBOI AOTOBOP Ha OCYIIECTBICHUE
KPEJIMTHO-PACUETHOTO 00CITYKMBAHUS.
YuucdunuposanHas ¢popMa coriameHuss 00 I3MEHEHUH U TOTIOJTHEHUHU K JOTOBOPY.
YHudunuposanHas GopmMa 0 pacTOpPKEHUHU JOTOBOPA.
IIpakTHYecKHe 3aHATHSA: 1/1
CocraBnenue u ohopmIIeHUE T0TOBOPOB, MPETEH3MOHHO-UCKOBOM TOKYMEHTAIUH.
[IpoBepka mNpaBUILHOCTH COCTaBIeHUS H OQOPMIIEHUS JIOTOBOpA CTpaxOBaHMS,
KPEAUTHOTO JIOTOBOPA; JOrOBOpa OaHKOBCKOM TapaHTHH; JOTOBOpa Ha OCYIIECTBICHUE
KPEJIMTHO-PACUETHOTO 00CITyKMBaHUS
CamocrosiTesibHasi padoTa 00yYarOmMXxcst 10

KommMmepueckne akTbl. biaHKkM KOMMEpPUECKHUX aKTOB.

JloBepeHHOCTH.

JIoKyMeHThI, O(OPMIISIONINE MOPAJOK PACCMOTPEHUSI CHOPOB MEXIY IOPUAMYECKUMU
JULAMH.

[IpaBuia opopmiieHHs MPeTeH3MOHHBIX TuceM. OOpasIbl MPETEH3HM K IEPEeBO3UHKY.
@opmyJsp OT3bIBa HA IPETEH3HIO.

OO6pa3sIibl OT3HIBOB.

Dopmysip uckoBoro 3asiBieHus. TpeboBaHHs K 0POPMIICHHIO HCKOBBIX 3asiBICHHM.




HaumenoBanue TeM

Conep:xkaHue y4eOHOT0 MaTepHAaJa, MPAKTHYECKHE 3aHATHS, CAMOCTOSITEIbHAS
paboTa o0y4aommxcs

Oo0bem
Yacos
(ounasi/3ao
YHas)

Koanl
KOMIIeTeHIHIA,
¢popmupoBanu

10 KOTOPbIX
crmocoo0cTByeT
3J1eMeHT
NMPOrpaMMbl

ITopsimok HampaBieHus: ¥ 0OPMIICHHSI OT3bIBa HA HCKOBOE 3asIBIICHUE




HaumenoBanue TeM

Conep:xkaHue y4eOHOT0 MaTepHAaJa, MPAKTHYECKHE 3aHATHS, CAMOCTOSITEIbHAS
paboTa o0y4aommxcs

Oo0bem
Yacos
(ounasi/3ao
YHas)

Koanl
KOMIIETEHIIMH,
¢popmupoBanu

10 KOTOPbIX
crmocoo0cTByeT
3JIEMEHT
NMPOrpaMMbl

Paznen 2. Opranusanus

padoThI ¢ JOKYMEHTAMH

Tema 2.1. IlousTHe

Coaep:xaHue y4eOHOIro MaTepuaJia

AOKYMEHT0000poTa,
perucrpanus
JTOKYMEHTOB

Crpykrypa 1 GYHKIIUHU CITY>KO TOKYMEHTAIIHOHHOTO 00ECIICUCHHSI YIIPABIICHUS.
HMHCTpyKIIMY 110 TOKYMEHTAIIMOHHOMY OOECIICUCHUIO YIIPABJICHHMS.

CoctaB u y4er o0bemMa IOKYMEHTO000pOTa MPEATNPUATHN U OPTaHU3AINN.

Opranm3anys padoThl C JOKYMEHTAIMEH, MOCTyNAIoMEed B YUPEKIACHUS, TTPSATPUITHS,
OpraHu3alyM; TIPUEM BXOMAIIUX JOKYMEHTOB, HX 00paboTKa, MpeaBapuTeIbHOE
paccCMOTpeHHEe U  pacmpelelieHue, perucTpamus, pacCMOTpPEHHE JIOKYMEHTOB
PYKOBOJICTBOM. UCTIOJTHEHUE.

OTnpaBka UCXOAAIIUX JOKYMEHTOB.

[Tepenava MOKyMEHTOB BHYTPU OpTraHU3AIUH.

VYyer konnuecTBa JTOKYMEHTOB

CamocrosTeabHas paﬁoTa oﬁyqalonmxcm

Pabora c )xypHanamu peructpaiiy BXOoAsIen 1 UCXOAIeN TOKyMEHTaluu.

Ipumepnas memamuxa 6HeayOUmMopHoOU camoCmoamenbHol pabomoi:

«3yueHne 3aKOHOJATENbHBIX AaKTOB W HOPMAaTUBHO-METOJUYECKHX JIOKYMEHTOB
benepanbHO-apXUBHOM CITyKOBI [0 XpaHEHHUIO TOKYMEHTOB

«B3aumonelictBue  ciayk0  JIOKYMEHTAllUOHHOTO  OOecreueHus  yhpaBiIeHUS U
BEJOMCTBEHHBIX apXUBOB IPH (OPMHUPOBAHUU OCHOBBI JJISI MOCIEIYIOIIET0 XpaHEHUsI U
UCIOJIb30BaHUs JOKYMEHTOBY;

«EnuHcTBO TpeOoBaHMil K XpaHEHHIO TIOKYMEHTALUU B JIEJIONPOU3BOJICTBE U apXUBE»

10

Tema 2.2.Ucnoauenune

Conep:xaHnue yueOHOro MaTepuaJia

A0KyMeHTOoB.KoHTpoJI
bUCIIOJTHCHHS.

KOHTpOHB HCIIOJIHCHUS JOKYMCHTOB.
OpPaHHSaHHSI 1 TCXHUKA KOHTPOJIA UCITOJIHCHUS.

CamocTosiTesibHasi padoTa 00y4YarOmmMXxcst

10




HaumenoBanue TeM Conep:kanue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITeJIbHAs O0BbeM Koanl
padora o0y4aromuxcs Yacos KOMIIeTeH M,
(ounasi/3a0 | gpopMHUpOBAHU
YyHasi) 10 KOTOPbIX
crmocoo0cTByeT
3JIeMEeHT
NPOrpamMMmbl
TunoBble 1 UHIUBUAYATbHBIE CPOKU UCIIOTHEHUS JOKYMEHTOB.
Cucrema ACKH/I (aBTOMaTH31pOBaHHBIN KOHTPOJIb UCIIOIHEHHS TOKYMEHTOB)
Tema 2.3. Coaep:xaHue yueOHOro MaTepuaJia 1/1
Opranusanus CucremaTu3anus JOKYMEHTOB U UX XpaHEHUE.
OIePaTHBHOIO Homenknarypa nen. UnauBuayanbHbIe, CBOJHBIC, TIPUMEPHBIE U TUIIOBBIE HOMEHKJIIATYPHI
XpaHeHHus Jell.
AOKYMEHTOB.
IpakTHyecKue 3aHATHS 171
CocraBneHrne HOMEHKIIATyphI JIell.
IIpoBepka NpaBHIIBHOCTH COCTABJIEHUSI U 0O(DOPMIIEHU S HOMEHKIJIATYPHI JIe OpraHu3aluu
CamocTosiTesqibHasi padoTa 00yYarommXxcst 6
OdopmiieHrie HOMEHKIATYPBI JE.
TpeboBanust k ohopmIIEHUIO Ael
XpaHeHHEe JOKYMEHTOB B CTPYKTYPHBIX MOJpPa3/IeIeHUSIX.
Tema 2.4. [TonroroBka | Cogep:kaHue y4eOHOro MaTepuaia 1
AOKYMEHTOB K DkcnepTu3a HeHHOCTeN T0KyMeHTOB. [loaroToBka e k caaye B BEIOMCTBEHHBIN apXUB.
apXHUBHOMY 3aKoHO/JATENbHbIE AaKThl M HOPMAaTUBHO-METOJMYECKHE JOKYMEHTh dDenepanbHOMI
XPaHeHHUIo. apXUBHOM cy»0bl Poccun o apXxMBHOMY XpaHEHHIO IOKYMEHTOB.
CamocTosiTesibHasi padoTa 00yyarommXxcst 4
Bzaumopeiicteue cinyx0 JIOY u BeJOMCTBEHHBIX apXHMBOB NpU (HOPMHUPOBAHUHM OCHOBBI
JUTSI IOCTIEAYIOIIETO XPAHEHHUS U UCTI0Ib30BaHUS IOKYMEHTOB.
EnuncTBO TpeGoBaHMil K XpaHEHHIO TOKYMEHTAlMU B AEJONPON3BOICTBE U apXUBE
Tema 2.5. Coaeprxanue yueOHOro MaTepuaJa 1/1
Hcnonb3oBanue Kommbrotepuzaiusi 1€100pOM3BOJACTBA HA MPEANPHUATHH KaK yCIOBHE BHEAPEHUs
I19BM B I"ocynapCTBeHHOM CHCTEMbI JOKYMEHTAMOHHOT0 00ECTIeYeHH s YIIPaBJICHUSI.




HaumenoBanue TeM Conep:kanue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITeJIbHAs O0BbeM Koanl
paboTa o0y4aommxcs Yacos KOMIIeTEeHIIHH,
(ounasi/3a0 | gpopMHUpOBAHU
YHaN) 10 KOTOPbIX
crmocoo0cTByeT
3JIeMEHT
NMPOrpamMMbl
IleJIOHpOI/I3BO)ICTBe MaHII/IHO‘-II/ITaCMaﬂ IIOKYMGHTaIII/IfL
IlpakTHYeckHne 3aHATHSA: 1
Pa6ora ¢ ma6nonamu MicrosoftOffice
CamocTosiTesibHasi padoTa 00yYarommXxcst 8
Hocutenu, npumensiembie Mpu CO3JJaHUU JOKYMEHTOB U TPEOOBaHUS K UX O(POPMIICHUIO.
CocraB, TOpSAIOK pPACIOJOXKECHUS | TIpaBuia O(QOPMIIECHUS OCHOBHBIX PEKBHU3UTOB
JIOKYMEHTOB
Bcero 63

Jlist XapaKTepUCTUKU YPOBHSI OCBOEHHUS y4eOHOro MaTepHralla UCIIOJIb3YIOTCS Cleytole 0003HaueHus:

1. o3nakomuTenbHBIN (Y3HaBaHHUE paHEE U3YUEHHBIX O0ObEKTOB, CBOMCTB);

2. penpoayKTHBHBIH (BBITOJIHEHHE JAESITEIBHOCTH O 00pa3ily, UHCTPYKIMH WIH MO PyKOBOJICTBOM);

3. TPOIYKTHUBHBIN (TUNTAHMPOBAHUE M CAMOCTOSTEIIEHOE BBITIOJIHEHUE IS TETLHOCTH, PEIICHNE TIPOOIEMHBIX 3a/1a4).




3. YCJOBUS PEAJIM3AIINN YYEFHOU JUCHUILJINHBI

3.1 TpeGoBaHusi K MUHUMAJBLHOMY MaTE€PHAIbHO-TEXHHYECKOMY 00ecredeHn 0

Peanuzanus yyeOHOW MUCHMIUIMHBI TpeOyeT Hamuuus yuyeOHOro xabuHeTa « DKOHOMHKA

OpraHu3altin»

OobopynoBanune yueOHOro KabuHeTa:
M0CAI0YHbIC MECTA IO KOJIMYECTBY O0YUaIOIIHXCS;
pabouee MeCTO IpenogaBaTess;
KOMIUIEKTHI y4eOHO-HATIISTHBIX TIOCOOUH 10 pa3zesaM JUCIUTUTHHEL,
y4e0HO-METOIMIECKUI KOMILIEKC «/[0KyMEeHTallnOHHOE 00eCTICUeHUE YIIPABICHHUS .

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

3.2 UudopmanmonHoe odecnieyenne o0yueHust

[lepeyeHp pexOMEHAYEeMbIX Y4E€OHBIX H3/laHUi, VIHTepHET-pecypcoB, IOMOIHUTEILHON

JUTEPATYPHI.

HOpMaTI/IBHbIe MMpaBOBbLIC aAKTbI:

1.

"Konctutynusi Poccuiickoit ®enepauuu" (mpuHsATa BCEHAPOAHBIM T'OJIOCOBAHUEM
12.12.1993) (¢ yderoM TOMpPaBOK, BHECEHHBIX 3akoHamMu P® o mnompaBkax K
Koncturynuu P® ot 30.12.2008 N 6-®K3, ot 30.12.2008 N 7-®K3, ot 05.02.2014 N 2-
®K3, ot 21.07.2014 N 11-DK3).

"I'pasxknanckuii kogexc Poccuiickoit @enepannu (vacts 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 (pexn. ot 25.05.2017) "OO6 yTBepxaeHUN
HallMOHAIBHOTO cTaHaapTa Poccuiickont @enepanmn.

®enepanbHblif 3akoH oT 27.07.2006 N 149-D3 (nocnenuss penakuus) "O6 nHpopmanuu,
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. JlokyMeHTammoHHOE 0OECTICUeHHE YIIPABICHUS: YdeOHOe TocoOue JIst
CTYIIEHTOB CpeaHero mnpodeccruoHaabHOro obpazoBanums: [12+] / A.b. BemkypoBa. —
Mocksa; bepnun: dupekr-Meaua, 2020. — 181 c.: min., tabn. — Pexxum ngoctyma: mo
noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=570999. — OBC

«YHHBEPCUTETCKAsE OMOIMOTEKA OHIANH».

I[OHOJIHI/ITCJILHLIG HCTOYHHUKH:

1.

I'punbepr, A.C. JlokyMeHTaUMOHHOE OO0ecleYeHue yrpaBleHUs: Yy4eOHHUK /
A.C. I'punbepr, H.H. I'op6aués, O.A. Myxamermnna. — 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-pecypcen:


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» (aBTOMaTH3MpOBaHHOE MecTO) https://studme.org/; «Jlemo» http:// www.docva.ru/.
3. DmexrponHas mouta cetu Internethttp://citforum.ru.

4 KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHHSA 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 3aHATUA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

3HaTh:

MOHSITUE JIOKYMEHTA, €ro CBOMCTBA, CHOCOOBI
JOKyMEHTUPOBAHHS;

OIIpOC, BHEAYUTOPHAS CAMOCTOSITEIbHAS
pabota

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

OIIpOC, BHEAYUTOPHAS CAMOCTOSITEIbHAS
pa0ora,

CI/ICTeMy nu TI/IHOBYI—O TECXHOJIOTHUIO
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/

