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1. llean ocBOCHUS IMCUMIJINHBI

dopmuposanue 3uanuii no:

- IOHATHUE IOKYMEHTA, €r0 CBOMCTBA, CIOCOOBI IOKYMEHTUPOBAHUS;

- TpaBWUJia COCTaBIEHUS U O(OPMIIEHUS OPraHM3alUOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB
(manee - OP1);

- CUCTEMY U THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO OOecredeHusl yIrpaBieHus (nanee -
HOY);

- 0COOCHHOCTH JEJIONPOU3BOJACTBA MO OOpalleHUusIM TpakJaH U KOH(PHUIECHIUAIBHOTO
JIeJIONPOU3BOICTBA.

Gopmuposanue ymenuil no:

- 0hOpMIIATH  OPraHU3ALMOHHO-PACHOPSAUTENbHBIE JOKYMEHTBI B  COOTBETCTBUHU C
neuictBytomuM ['OCTowm;

- OCYHIECTBJIATh 00pabOTKY BXOMSIINX, BHYTPEHHUX U UCXOSIIUX JIOKYMEHTOB, KOHTPOJIb 32
UX UCIIOJIHEHUEM;

- 0hOpPMIIATH TIOKYMEHTHI IJIs TIepejaud B apXUB OpraHHU3aIiH;

2. Mecto qucuuniaunbl B ctpykrype IIIICC3
Yuebnas aucumminHa OI1.13 «/lokyMeHTallMOHHOE O0OeCHeYeHUEe YIPABICHUS» SBISCTCS
o0menpopeCCHOHANTPHON JTUCIUIUIMHON TPOPECCHOHANBHOTO IHKIa B cooTBeTcTBUU ¢ PI'OC mo
cneranbaocTy CITO 40.02.04 «¥OpucnpyneHuus».
OcBanBaeTcst Ha TPETheM Kypce (5 cemecTp).

3. Komnerenunu odyuyawinerocsi, (popMmupyembie B pe3yJbTaTe 0CBOCHUSA U CIUIINHBI

B pe3ynbrare ocBO€HUS AUCHUIIINHBI (POPMUPYIOTCS KOMITETEHIUH:

HNupexc Pacuiu¢gpoBka nprnodperaeMoii KOMIETEHIUH
KOMIICTCHIIUH
OK 4 OcymecTBiaTh MOWCK M HCIOJIb30BaHHWE HMH(pOpManUH, HEOoOXoIuMol Juis

3(1)(1)€KTI/IBHOFO BBITTIOJTHCHHU A HpO(i)CCCI/IOHaJ'IBHBIX 3aaad, HpO(l)eCCI/IOHaJIBHOFO u
JIMYHOCTHOI'O pa3BHUTHA.

B pe3ynbrare ocCBOCHUS AUCIUTUTMHBI 00YYAIOMUNACS TOJDKEH 3HATH!

- IOHATHE IOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI IOKYMEHTUPOBAHHS;

- TpaBWJa COCTaBIICHUS W O(DOPMIICHUS OPraHU3aMOHHO-PACIOPSIUTEIBHBIX JOKYMCHTOB
(nanee - OP/I);

- CHCTEMY W THIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIHOHHOTO OOECIIeUeHHUs yIpaBlieHus (nanee -
HOY);

- O0COOGHHOCTH JICIONMPOW3BOJCTBA 10 OOpalICHHs M TpaXJaH W KOH(MUIECHIUATHEHOTO
JIeNIOTIPOU3BOICTBA.

B pe3ynbrare ocBO€HUS TUCHIUTUTHHBI O0yUYAIOITHIICS TOIKEH YMETh:

- oopMIATE  OpPraHU3aAlMOHHO-PACTIOPSIIUTEIBHBIE JOKYMEHTBI B  COOTBETCTBHU C
nerctBytomuM ['OCTowm;

- OCYIIECTBIIATh 00PaOOTKY BXOMSIINX, BHYTPEHHUX U UCXOAIINX JTOKYMEHTOB, KOHTPOJIb 32
UX UCIIOJIHEHUEM;

- 0hOpPMIISITH TOKYMEHTHI JJIs TIEpeIavyyl B apXUB OpPTaHU3aIUH.

4. CTpyKTYypa U coJepkaHMe JUCHUIIIMHBI
4.1. O01masi TPy10eMKOCTh IMCHUILIMHBI B Yacax
OO0m1as TpyA0eMKOCTh JUCIIUIUIMHBI cCOCTaBisieT 96 4acoB.



cemecTpe.

dopma TPOMEKYTOUHOW aTTECTAllMM MO JUCHMIUIMHE: Au(QepeHIrpoBaHHBIA 3a4eT B S

Bupel 1 yacel ayquTOpHOM
paboThI, X TPYJOEMKOCTh

Pas eIl i TEMBI § (B yacax) Camoctos Tekymue
e — 2 [IpakTu Jabopar TeJbHAS dbopMbI
8 Jlexn | yeckue opHBIE pabota KOHTPOJIS
uu 3aHATU
i paboThI
Tema 1 | [JokyMeHTUpOBaHUE Hoxmnan,
yIpaBiIeHYECKON ) 2 2 0 2 IIPAKTUYECKOE
JESITEIbHOCTH 3a/laHue
Tema 2 | OpranusaiioHHbIE Hoxnan,
JTIOKYMEHTBI orpoc,
5 2 2 0 2 MPaKTUYECKOe
3a/iaHue,
JICKYyCCHUS
Tema 3 | PacnopsiauTenbHbie Jlokman,
JIOKYMEHTBI 5 5 2 0 5 TECTUPOBAHUE
MPAKTHYECKOE
3a/laHue
Tema 4 | MHpOpMaLIMOHHO - IIpe3enTanus,
CIIPaBOYHbIE ) 2 2 0 2 IPAKTHYECKOE
JIOKYMEHTBI 3a/laHue
Tema 5 | JIokyMeHTHI 11O Ormpoc,
JUYHOMY COCTaBY 5 5 4 0 5 JIOKJIaI,
IPAKTHYECKOE
3a/laHue
Tema 6 | Opranusanus Hoxnan,
paboThI ¢ 5 2 4 0 2 NPaKTUYECKOe
JIOKYMEHTaMH 3a/laHue
Bcezo no oucuyunnune 96 30 36 0 12




4.2. ConepxaHue TUCUUILTUHBI

HaumenoBanue pasgenos | Conep:kanmue yueOHOro MaTepuaJia, jadoparopHsie padoThbl U NpaKkTHYecKue 3anaTus, | O0bem yacos YpoBens
U TeM caMoCTOsITe/IbHAsI padoTa 00y4aroIMXcst (1ex/ OCBOEHUST™*
MPAKT/caMocCT)
1 2 3 4

Tema 1. Coaeprxanue yueOHOro MaTepuasa 6
JIOKyMeHTHpPOBaHHE (2/2/2)
yIIpaBJIeHYeCKOH JIOKyMEHTUPOBAHUE YIIPABIECHYECKON ACATEIBHOCTH 2 1
eATeJbHOCTH 1. Henu u 3apaun nenonpouspoactsa. ['OCT P6.30-2003. OcHOBHBIE TOHSATHUS JUCHUILIMHBI.

Jlenonpou3BoACTBO 1O OOpalleHusIM TpakaaH. YTJIOBOH H MPOJIOJBHBIA  CIIOCOOBI

PacmoOoKEeHUsI PeKBU3UTOB HA JOKYMEHTE.

2. IlpaBuna odopmuenus pekBusutoB ¢ 01 mo 18. IlpaBuna opopmierus pekBU3UTOB ¢ 19

1o 30. Ctpykrypa nokymenta. Knaccudukaius JOKYMEHTOB 10 pa3IUYHBIM OCHOBAHUSIM.

IIpakTnyeckue 3aHATHSA 2 1

Odopmnenne nHa IIK B MSWord pekBuzutoB ¢ 08 mo 30 yrioBeIM U MPOJOJIbHBIMU

cnocobamu. IlpeacraBieHne T0KIa10B

CamocrosiTesibHas padoTa 00yuyawuierocs 2 2

IlonroroBka nokmanoB mo temam: «Mcropus pas3BuTHsA Jenonpou3BoAcTBa B Poccunm»,

«CormnacoBanue NpoeKTOB JOKYMEHTOB». PaboTa ¢ KOHCHEKTOM, y4eOHOH JuTeparypoill u

HNHTtepHeT-pecypcamu.

Kysnenosa, 1. B. JlokymeHTanmoHHOe o0ecrieueHne yrnpaBieHus [DNeKTpoHHBIN pecypc] :

yaeonoe mocooue s CITO / U. B. Ky3uenosa, I'. A. XagarpssH. — 2-¢ u3a. — DJIEKTPOH.

TekcToBble naHHble. — Caparos : [IpodobpazoBanue, At [lu Op Meaua, 2019. — 166 c. —

978-5-4486-0404-1, 978-5-4488- 0216-4. — Pexum JIOCTyIa:

http://www.iprbookshop.ru/80326.html
Tema 2. Conep:kanue y4eOHOIro MaTepuaa 6
Opranu3anuoHHbIe (2/212)
AOKYMEHTBbI OpraHn3anuoHHbIE JOKYMEHTHI 2 1

1. Buapl opraHu3alMOHHBIX JOKYMEHTOB U WX 3HaueHUe. TpeOoBaHHS K COJEPKAHUIO H
npaBuiia opopMIIEeHUS TOKyMeHTa. J[0JDKHOCTHAS HHCTPYKITHS.

2. TpeOoBaHUs K CONIEpKaHUIO U TIpaBmiia oopmiieHus qokyMeHToB: llITaTHOe pacnucanue,
ITomoxxeHme.



http://www.iprbookshop.ru/80326.html

IIpakTHYeckue 3aHATHA

ITpakTryeckoe 3ananue: OdopmieHrne opraHu3alMOHHOI0 T0KyMeHTa: JlomKHOCTHAs
uHCTpyKuus cnenuanucra [IOP. Odopmienne opranuzanoHHoro jokymenta: [lltatHoe
pacnucanue. IIpencrasnenne noxnana. Onpoc. Juckyccus «OpraHn3anoHHbIE
JOKYMEHTBD)

CamocTrosiTesibHasi padoTa 00y4yaromerocs 2
[ToaroroBka mokana mo Teme: «YYpeauTeNbHbIN T0ToBOp: odopMieHHEe, 3HaueHue». PaboTa
C KOHCIIEKTOM, y4eOHOH uTeparypoii 1 IHTepHET - pecypcaMu.
CumonsiH, P. . JlokyMeHTaIllMOHHOE OOECTICUeHUE CUCTEMBI YIPABICHHUS OpraHHU3alfei
[DnexTpoHHBI pecype] : yuebHoe mocobue / P. 1. CuMoHSH. — DJEKTPOH. TEKCTOBBIC
nanable. — Caparos : Aii [Tu Op Menuna, 2018. — 180 c. — 978-5-4486-0167-5. — Pexum
nocryma: http://www.iprbookshop.ru/72458.html — 3BC «IPRbooks»
Tema 3. Conep:xanue yueOHOro MaTepuaJia 6
PacnopsigurebHbIe (2/2/2)
JOKYMEHTbI 1 | PacnopsimuTenbHBIE TOKYMEHTHI: onpeaeiieHue, 3HaueHue. [Ipasuna opopmieHus 2
pacTops,ANTEIbHBIX TOKYMEHTOB.
IIpakTHYeckune 3aHATHS 2
odopmIIeHHE PACTIOPIIUTENBHOTO JOKyMeHTa: [Ipruka3 Mo OCHOBHOM JIeATEIbHOCTH.
Beinncka u3 npukasa. Ilpencrasinenue noknana. TecTupoBaHue IO M3YYEHHOU TEME.
CamocrosiTesibHast paboTa o0y4yarouierocst 2
[ToaroroBka moknaga mo teme: «CTaguu TMOATOTOBKH PACIOPSIUTENBHBIX JTOKYMEHTOB)
[ToaroroButs gokman Ha Temy: «[lpouenypa mepemaun MOTHOMOYUN PYKOBOIUTENS Ha
BpeMsi ero oTcyrcTBusi» Pabora ¢ KoHCmekToM, ydeOHOW mutepaTypoir u WHTepHer -
pecypcami.
Jlenonpou3BOJACTBO M PEXKUM CEKPETHOCTH B OpraHax BHYTPEHHHUX Jell [DJIeKTPOHHBIN
pecypc] : yuebnoe mocobue / M. C. Jlecaros, JI. A. Bacunbuenko, A. C. Ilompasko, B. A.
[IunuuuH. — DHEKTPOH. TEKCTOBbIE AaHHble. — OMck : OMckas akanemuss MBJ] Poccun,
2017. — 68 C. — 978-5- 88651-648-7. — Pexum JIOCTYyTIA:
http://www.iprbookshop.ru/72851.html
Tema 4. Uupopmanuonno | Coaep:xkanue y4e0HOro Mmarepuasia 6
- CIPaBOYHbIE (21212)
JAOKYMEHTbI 1 | UuadopManimoHHO - ClipaBOYHBIE JOKYMEHTHI 2

Jenosele (ciyxebHble) mucbMa. TpeOoBaHus K 0POPMICHUIO OPHUIIMATBHBIX ITHCEM.
AKT: moHsITHE, 3HaYeHue. Busnt akToB. [IpaBuina odopmiiennst AKTa peBU3NH
(mpoBepku nesitenbHOCTH). [paBmiia opopmienus nporokosa. [lonHas u kpaTkas



http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/72851.html

dbopMebI poTokoa. Beimucka u3 mpoTtokoa. [IpaBuia opopMIeHHs JOKIaTHBIX,
00BSICHUTEINIBHBIX, CIIY)KEOHBIX 3aMUCOK.

IIpakTHyeckue 3aHATHA 2
1. Odopmienne HHPOPMALMOHHO -CHPABOYHBIX JOKYMEHTOB: NHCbMa -HAIlOMHUHAHUS,
MUCHhMA -TIPUTTIAIICHHS U OTBETOB Ha HHUX.
2. Odopmienue HHPOPMALIMOHHO -CIIPABOYHOTO JOKYMEHTA: aKTa MPOBEPKHU IEATEIbHOCTH
(peBuzun). [IpencrapiieHne npe3eHTaIMi 0 U3YYEHHBIM TEMaM.
CamocTrosiTesibHasi padoTa 00y4yaromerocst 2
Odopmuts poTokos codpanus rpymmsl. [IoaroToBKa Mpe3eHTauii Mo n3y4eHHbIM TeMaM
Cumonsi, P. SI. JlokymeHTallMOHHOE oOOecrieyeHre CHCTEMBbI YIPaBICHHUS OpraHU3aIfei
[DnmexkTpoHHEI pecype] : ydueOHOEe mocoome / P. SI. CuMoHSH. — DJIEKTPOH. TEKCTOBBIC
nanubeie. — Capartos : Aii [Iu Op Memua, 2018. — 120 ¢. — 978-5-4486-0167-5. — Pexum
noctyna: http://www.iprbookshop.ru/72458.html — 3BC «IPRbooks»
Tema S. lokymentsl mo | Cogepskanue y4eOHOro MaTepuaJa 8
JHUYHOMY COCTABY (2/412)
JIOKYMEHTBI 110 TMYHOMY COCTaBY 2
Bunpl, 3nauenue. JlokyMeHTHpOBaHHE Mpolecca mpueMa Ha padboty. IlepconanbHble TaHHBIE.
3ammra nepcoHalbHBIX AaHHbIX. CocraBineHue Pe3tome UM JMYHOTO — 3asBICHMS,
XapakTepuCTHKH. [IpuKa3 1Mo JUYHOMY COCTaBy: 3HAU€HHWe, MpaBwia odopmiieHHUs. Bumbl
NPUKAa30B TO JIMYHOMY cocTaBy. CpoOKM XpaHEHMs NpUKa30B. TpyaoBOH J0TOBOP:
cojepxkanue, npaswia obopmiieHus. Benenne TpynoBoil KHKKH. JIM4HOE A€510 M JIWYHAs
KapTOUKa .
IIpakTnyeckne 3aHATHSA 4
BBITTOJIHEHHUE MTPAKTHYECKOTO 33aHus1: 0hOpMIICHHE pe3toMe, IMIHOTO 3asIBIICHHS
pabotHuka. OpopmiieHre IpUKa3a Mo JUYHOMY COCTaBy. 3all0JHEHUE TUIIOBOU (hOPMBI
TPYAOBOTO JJOroBopa u GiaHka (00pa3sua) TpyaoBoi kHKKH. [IpencraBnenue 10kIanoB,
MHCbMEHHBIN OTPOC .
CamocrosiTesibHast paboTa o0y4yarouierocsi 2
[TonroroBka nokmaga Ha TeMy «JIuyHOe neno pabOTHUKA, BEACHUE JIMYHOTO Jejia
CocraBneHune cxem.
Kyspmuna, W. B. JlenonpousBoactBo [DnekTpoHHBIH pecypc] : yuebHoe mocobue / U. B.
Ky3pmuHa. — DOnekTpoH. TeKCTOBble AaHHble. — M. : MOCKOBCKHMI T'yMaHUTapHbII
yauBepcuretr, 2020. — 128 c¢. — 978-5-906912-98-5. — Pexum jgocrymna:
http://www.iprbookshop.ru/74718.html — D5C «IPRbooks»
Tema 6. Opranusanus Coaeprkanue yueOHOIro MaTepuaa 8



http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/74718.html

paﬁ()T])I C JOKYMECHTaAaMH

(214]2)

Opranuzanus padoThI ¢ TOKYMEHTaMHU 2
Opranuzanuys T0KyMeHTo000poTa: mpreM, 00padoTKa, perucTpaius, KOHTPOJIb JOKYMEHTOB.
Cucremaruzanusi JTOKyMeHTOB. Pa3paboTka HoMeHKiatypel nen. DopmupoBaHue jena:
MOHsATHE, TpeOOBaHUs, NpU3HAKU. [lOArOTOBKA JAOKYMEHTOB K AapXMBHOMY XpaHCHHIO.
DKcrepTru3a MEHHOCTH JTOKYMEHTOB. PaboTa ¢ JOKyMEHTaMu 1O OOpalieHHsIM Tpa)/iaH.
TenekoMMyHHKAITMOHHBIC TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO0O0POTE.
IIpakTHYecKkue 3aHATHS 4
BBITIOJTHEHUE MTPAKTHYECKOTO 3a7aHus: 0(OpMIICHIE HOMEHKIATYPHI JIE)T; aKTa O BBIICICHUH
K YHUYTOXKCHHUIO JIOKYMEHTOB, KaK HEMOJICKAIIMX XpaHeHu0. [IpejicTaBieHue TOKJIaI0B.
CamocrosiTesibHasA padoTa o0yuyauierocs 2
Co31arh cxeMy perucTpamnuy JOKYMEHTOB U 3allOJHUTH JKYPHAIbI PETUCTPALMU JOKYMECHTOB
[ToxroroBka moknana Ha Temy: «l{udpoBas MOANMUCH B AIEKTPOHHOM JOKYMEHTOOOOPOTE.
PabGora ¢ koHCcIIekTOM, yueOHOI tuTeparypoi U IHTepHeT-pecypcamu.
Kysnenora, . B. JlokymeHTanmonHoe obecrieueHune ynpapieHus [DIeKTpOHHBIA pecypc] :
yuebHoe nocobue mia CIIO / U. B. Ky3nenona, I'. A. XauatpsiH. — 2-e u3a. — DIEKTPOH.
TekcToBble ganHble. — Capartos : [Ipodobpazosanue, Ait Ilu Op Meaua, 2019. — 116 ¢. —
978-5-4486-0404-1, 978-5-4488- 0216-4. — Pexxum JOCTYyTIA:
http://www.iprbookshop.ru/80326.html — D5C «IPRbooks»

96

Bcero (30/36/12)

*J1J1 XapaKTepUCTHKU YPOBHSI OCBOEHMSI yU€OHOT0 MaTepHalia UCIOIb3YIOTCS CleAyolue 0003HaYeHHUS:

1. — o3HakoMUTENBHBIN (Y3HaBaHUE paHee U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2. — peNpOAYKTHUBHBIHN (BBITIOIHEHUE JIEITEIHFHOCTH 10 00pa3Ily, HHCTPYKIIUH WIH O] PyKOBOJICTBOM)

3. — IPOAYKTHBHBIH (IUTAHUPOBAHUE U CAMOCTOSITEIILHOE BBIIIOJHEHHE JAEATEIIbHOCTH, pellieHHe TPOOJIEMHBIX 3aj1a4)



http://www.iprbookshop.ru/80326.html

4.3. CTpyKTYypa U coJep:KaHue cAMOCTOSATEIbHOH PadoThI CTY/1eHTOB

Temsbl JUCHHUITIMHBI

Bunbr camocTosTensHOM paboThI

Tpynoem
KOCTb (B
gacax)

®opMbl
KOHTPOJIS
CaMOCTOSITEINb
HOM pabOTHI

2

3

4

5

Tema 1

JloxyMeHTH
poBaHue

yIpaBlIeHYE
CKOH
JIeITEIIEHOC
TH

[ToaroroBka nokianoB no remam: «Mcropus
pa3BUTHSI JENIONPOU3BOACTBA B Poccumy,
«CornacoBaHue MPOEKTOB IOKYMEHTOBY.
PaboTa ¢ koHCTIEKTOM, Y4eOHOM
aureparypoul u IHTepHeT-pecypcamu.

Ky3nenona, . B. JlokyMeHTaimoHHOE
obecrieueHre ynpaBieHus [ DIEKTPOHHBIN
pecypc] : yuebnoe nocodue ans CIIO / 1.
B. Ky3nenona, I'. A. XauarpstH. — 2-¢ u3[.
— DIIEKTPOH. TEKCTOBBIC JAHHBIE. —
Capartos : [IpodobpazoBanue, Aii [Tu Dp
Menua, 2019. — 166 c. — 978-5-4486-
0404-1, 978-5-4488- 0216-4. — Pexum
JOCTyMa:
http://www.iprbookshop.ru/80326.html —
OBC «IPRbooks»

Joxkian,
MPAKTUYECKOE

3aJaHuc

Tema 2

Opranuzar
HOHHBIE
JIOKYMEHTBI

[TonroroBka qoKiIaa mo TeMe:
«Y4peauTenbHbIi 0roBop: oopmieHue,
3HaueHuey. PaboTa ¢ KOHCIIEKTOM, yueOHOM
aureparypou u IHTepHeT - pecypcamu.

Cumownsty, P. f. JlokymeHTanimonHoe
o0ecreyeHne CUCTEMBI yIIpaBJIeHUS
opraHusanueit [DneKTpoHHBbIN pecypc] :
yuebHoe nocodue / P. 1. CumonsiH. —
DNEeKTPOH. TEKCTOBbIE JaHHbIe. — CapaToB
: At [Iu Op Meaua, 2018. — 180 c. — 978-
5-4486-0167-5. — Pexwum nocryma:
http://www.iprbookshop.ru/72458.html —
9BbC «IPRbooks»

Jloxkman,
ompoc,
MPaKTUYECKOE
3aJlaHue,
JUCKYCCHUs

Tema 3

Pacnopsour
€JIbHBIC
JOKYMEHTBI

ITonroroBka noxiana no teme: «Craguu
MOJITOTOBKU PacTIOPSIAUTEIbHBIX
JIOKyMeHTOB» [loAroToBuTh NOKIAA HA
Temy: «lIponeaypa nepenaun NoIHOMOYHM
PYKOBOIMTENS HA BPEMS €r0 OTCYTCTBHS»
Pabora ¢ koHCTIEKTOM, yueOHOI
aureparypoul u IHTepHeT - pecypcamu.

J1emonpon3BOICTBO U PEKUM CEKPETHOCTH B
OpraHax BHYTPEHHHX Jel [ DIeKTPOHHBIN
pecypc] : yuebHoe mocobue / M. C.
Hecsros, /1. A. Bacunbuenko, A. C.
ITonpasko, B. A. lllunuiuy. — DAEKTPOH.
TEKCTOBbIC JaHHbIe. — OMCK : OMcKast
akagemus MBJ] Poccun, 2017. — 68 ¢. —

Joxnan,
TECTUPOBAHHUE,
IMPAKTUYCCKOC
3aJIaHuEe



http://www.iprbookshop.ru/80326.html
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978-5- 88651-648-7. — Pexum nocryna:
http://www.iprbookshop.ru/72851.html

Tema 4

Nudopman
HOHHO -
CIPAaBOYHBI
e
JTOKYMEHTBI

OdopMUTh TPOTOKOII COOPAHUS TPYTIIIHL.
ITonroroBka nmpe3eHTalMi 10 U3yYEHHBIM
TeMaM

Cumounsty, P. f. JlokymeHTalmnoHHOE
oOecreyeHne CUCTEMbI YIPaBICHUS
opraHuzaimeit [ 3JIeKTpoHHbIN pecypc] :
yaeOHnoe nocodue / P. SI. CumonsiH. —
DNEKTPOH. TEKCTOBBIE JaHHble. — CapaToB
. At [Tu Op Menua, 2018. — 120 ¢c. — 978-
5-4486-0167-5. — Pexwum nocryna:
http://www.iprbookshop.ru/72458.html —
OBC «IPRbooksy»

[Ipe3enTanus,
MPaKTUYECKOE
3aaHne

Tema 5

JIoKyMeHTBI

110 JINYHOMY
COCTaBy

[ToaroroBka nokiana Ha TeMy «JIuuHoe
Jieno pabOTHHKA, BEACHUE JIMYHOTO JEJIay
CocTraBlIeHHE CXEM.

Ky3spmuna, U. B. [lenonpon3BoacTBo
[DnexTpoHHBIH pecypc] : yuedHOoe mocobue /
H. B. Ky3pMuHa. — DJIEKTPOH. TEKCTOBBIE
nanable. — M. : MockoBCKHU
ryMaHHUTapHbIA yHuBepcuteT, 2020. — 128
c. — 978-5-906912-98-5. — Pexum
JIOCTYTIA:
http://www.iprbookshop.ru/74718.html —
9BbC «IPRbooks»

Ormpoc,
JIOKJIaJI,
MIPAKTUYECKOE
3aJlaHKe

Tema 6

Opranuzan
us paboThI C
JIOKyMEHTA
MH

Pabora ¢ koHCTIEeKTaMHU H
JOMMOJTHUTCIIbHBIMU UCTOYHUKAMU ITPpU
NOATOTOBKE K 3aHATHIO!

Kypc no MeHemxMenTy [ DneKTpOHHBIN
pecypc]/ — DneKTpoH. TeKCTOBbBIE
nanubie.— HoBocubupck: Cubupckoe
YHUBEPCUTETCKOE M3AATEIHCTBO,
Hopmatuka, 202.— 184 c.— Pexum
JOCTyTA:
http://www.iprbookshop.ru/65204.html. —
9BbC «IPRbooks»

Joknan,
MPaKTUYECKOE
3a/1aHue

Bcezo no oucuyunaune

12

5. O0pa3oBaTebHbIE TEXHOJIOTHU

OcBoeHHe AUCHUIIINHBI «JIOKYMEHTAalMOHHOE O0eCleYeHHe YIpaBiICHUs» Mpeiroaaraet
UCIIOJIb30BAaHUE KaK TPAAUIMOHHBIX (JIEKUMH, TPAKTUYECKHE 3aHATHS C MCIOJIb30BAaHUEM
METOJUYECKMX MaTepuayioB), TaK M HWHHOBAIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTMH C
UCIIOJIb30BaHUEM B YU€OHOM MpOLIeCcCe aKTHBHBIX U MHTEPAKTUBHBIX ()OPM MPOBEICHMS 3aHATHUIL:
BBIMIOJIHEHUE pAJla MPAKTHUYECKUX 3a/laHuil C HCIOJIb30BAHUEM MYJIBTUMEIUNHBIX MPOrpamM,
BKJTIOYAIOIUX MOATOTOBKY U BBICTYIUICHHUS CTYJCHTOB HAa CEMHUHAPCKUX 3aHATUAX C (HOTO-, ayTHO-
W BHJECOMATepHaaMH TI0 TIPEIJIOKCHHOW TeMmaThke. BreimonHeHue 3amaHumii  Tpelyer
UCIIOJIb30BaHUSI HE TOJBKO YUYEOHMKOB M MOCOOMH, HO W HH(pOpManuu, coaepxaiieiics B
Nurepuere.


http://www.iprbookshop.ru/72851.html
http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/65204.html

Ha JICKOUAX U MPAKTUYCCKUX 3aHATHAX UCIIOJIb3YIOTCA:
- HHPOPMAIIMOHHAS U TIPE3CHTAIIMOHHAS JICKIIHS,;
- Oecenbl ¥ TUCKYCCHH.

3aHsTHSA, NPOBOAUMBbIE B AKTHBHOI M HHTEPAKTHBHOI dopmax

Howmep HanmenoBanue TeMbl dopma TpoBEACHUS 3aHATUSA O0nem B
TEMBI qacax
Tema 1 JIOKyMEHTUPOBaHUE Jloknan, MpakTU4eCKOoe 3a1aHNE 3
YIPaBJICHUYECKOU E€ATEIbHOCTH
Tema 2 Opranu3anoHHbIE JOKYMEHTBI Jokian, ompoc, IpakTHYECKOoe 2
3a/IaHKe, JUCKYCCUs
Tema 3 PacniopsqurenbHble TOKYMEHTBI Joxnan, TECTUPOBAHUE, 3
IPaKTUYECKOE 3a/1aHHE
Tema 4 WudopmannoHHO - CripaBOYHbIE [IpesenTanus, npakTuyeckoe 2
JOKYMEHTBI 3a/1aHKe
Tema 5 JIOKYMEHTBI 110 TUYHOMY COCTaBY Ormpoc, 1oKIaa, MPaKTHIECKOEe 3
3a/1aHNe
Bcero no mucuuiuimae 13

6. OueHo4HbIE cpeacrea Jist TEKYLICTO0
aTTECTAllMHU 110 U TOTraM O0CBOCHUSA NUCHUIIIMHBI

KOHTPOJIA YCII€BAEMOCTH, l'IpOMe)KyTO‘IHOﬁ

6.1 OueHounbIe cpeacrea Jid TEKYIIET0 KOHTPOJIA YCII€EBAEMOCTH

(OK 4)

Tema 1 lokyMeHTHpPOBaHUE YIIPABJICHUYECKOM AeITeJIbHOCTH

CDopMa KOHTPOJIA: JOKJIAA, ITPAKTHYCCKOC 3a/IaHUC

Temsl noxnanos: «McTopust pa3BUTHs JEIONPOU3BOACTBAY, «COrIacOBaHUE IPOEKTOB JOKYMEHTOB
[Tpaktuyeckoe 3ananue: Ocdopmiienne Ha [IK B MSWord peksusuroB ¢ 08 mo 30 yriaoBeM u
IPOJOJIBHBIMU CIIOCOOAMH.

Tema 2. Opranu3anuoHHbIC JOKYMEHTBI

(OK 4)

@dopma KOHTPOJIS: JOKJIAL, OIPOC, IPAKTUYECKOE 3alaHUE, TUCKYCCHSL.
Tema noknana: «YdpeIuTenbHbIi 10roBOp: 0(hOpMIIEHUE, 3HAUCHUE.
Bompocs! 11t npoBepku 3HaHUM

1. OpranuzannoHHbIE JOKYMEHTHI, IOHATHE
2. Bunpl opraHu3alioHHbIX JOKYMEHTOB, UX 3HaUCHHE

3. TpeGoBanus K coaepkKaHUIO U MpaBUiia 0HOPMIICHUS TOKYMEHTa
4. JIo;KHOCTHAsA HHCTPYKLHUS.
5. TpeGoBaHus K COAEPKAHUIO U MpaBUIIa 0OPMIICHUS JOKYMEHTOB:
6. llItatHoe pacnucanue. Ilomoxenue.
[IpakTuueckoe 3ananue: OpopmieHHe OPraHU3aIMOHHOIO JOKYMeHTa: JI0KHOCTHAsE MHCTPYKIIHS
crenuanucra [1OP.
Odopmiienne oprann3amoHHOro Jokymenra: llltatHoe pacnucanue.
Huckyccusa «OpraHu3alluOHHBIE IOKYMEHTBI

Tema 1.3. PacnopsianresibHbIe JOKYMEHTBI

(OK 4)




®dopma KOHTPOJISI — TECTOBBIE 3aJ]aHUsl, TOKIa/l, IPAaKTUYECKOE 3a/1aH1e

TecroBble 3a7aHUs

1 BAPUAHT

1. JlokymMeHT, aipecOBAHHBbIH BHIIIECTOSIIIEMY PYKOBOAUTEJIO, C M3JI03KEHHEM KOHKPETHO
npoodJaeMbl UM NMOCTAHOBKOM BONPOCA U COAEPKAIUMMH OTBETHI U MPEIJI0KEHUSA - ITO

1. OOBsicHUTEIbHAS 3aIIHCKa;

2. JlokmagHas 3aImcKa;

3. MadopmanmoHHOE TUCHMO;

4. IlucbMO-U3BELICHUE.

2. JlokajibHBI OPraHU3alMOHHO-TIPABOBOI [OKYMEHT, YCTAHABJMBAIONIMH i PadOTHMKA
opranusauum (moapasaesieHusi) KOHKPeTHblIe TPYIOBble (I0/LKHOCTHBIE) OOI3AHHOCTH B
COOTBETCTBHMHU C 3aHUMAEMOM J0JKHOCTHIO - ITO

1. JloKHOCTHASI MHCTPYKITHS;

2. Ilpuka3 pykoBoAUTENS;

3. ltaTHOE pacnucaHue;

4. YcraB oprauu3aiuu.

3. [lucsMo, cBOEBpeMeHHO HH(OPMUPYIOIIIee 3aMHTEPECOBAHHOE T0JIKHOCTHOE JIMLO HJIH
OPraHM3alMIo 0 cBepIIUBIIUMCH aKTe - 3TO

1. AkT;

2. JloxnagHas 3a1mcKa;

3. UadopManimoHHOE MHUCHMO;

4. CripaBka.

4. IlucbMeHHOe mMPpeAJIO:KeHHe OJHOr0 JIMIAa [PYromMy JHUIy, BbIPasKalouieMy :KeJlaHue
3aKJII0YMTH C HUM JIOTOBOP - 3TO

1. Odepra;

2. [lenoBoe (cimy»kebHOoe) MUCHMO;

3. JIoroBOp 0 COTPYIHUYECTBE;

4. 3asBiieHHE.

5. lokyMeHT, 00bSCHAOMNH BbIIIECTOALEMY HEMOCPEICTBEHHOMY PYKOBOAUTEII0 NMPUYMHBI
HEBBINOJHEHUS KAKOro-Jiu00 mNopy4YeHHsl, HAPYylLIeHUsl TPYAOBON WJIH TEeXHOJOTHYEeCKOi
AUCHUILTUHBI - 3TO

1. JlokianHas 3anucka;

2. OObsICHUTENbHAS 3aITHCKA;

3. AKT 0 HapylIeHUH TPYJOBOW JUCIMILIUHBL,

4. IlnucpMo-u3BeIIECHNUE.

6. I[IpaBoBO#i aKT, ONpeae/ISIIONIUI CTATYC OPraHU3a UM, ee 32124 U PYHKUMHU, IPaBa,
OTBETCTBEHHOCTb, MOPSIAOK JAeATeJIbHOCTH - 3TO

1. [lITaTtHOE pacniucanue;

2. IlpaBuiia BHYTPEHHETO TPYJIOBOTO PACIOPSAIKA;

3. UHCTpYyKIMS OpraHru3allMOHHO-METOIMYECKOTO HA3HAUCHHUS;

4. ITonoxenune 00 OpraHU3aIMH.

7. JOKYMEHT, OTPaKAI0IIMii MPOU3BOJICTBEHHYIO 1eSITeJIbHOCTh OPraHU3aUMU HJIH
NMOATBEPKAAIOIINIA CBeIeHUs 0 ee pa00THUKAX - ITO

1. ITpuka3 mo OCHOBHOM AE€SATEIBbHOCTH;

2. lenoBoe (ciy>ke0HO€) TUCHMO;

3. Ciy>)xeOHasl 3a1ncKa;

4. CnpaBka.

8. Bux nucbMeHHBIX JOKYMEHTOB, B KOTOPBHIX (PMKCUPYIOT pelieHre aAMUHUCTPATHBHBIX U
OPraHM3alMOHHBIX BOMPOCOB, a TAKKe BONPOCOB yIPaBJIeHU, B3aUMO/1eiicCTBHUS, 00ecnevYeHus
U peryJIMpoOBaHus AeTeJJbHOCTH OPraHOB BJIACTH, yUpeKIeHUI, NpeANpUuATHIl, OpraHu3amui,
U3 NoApAa3AeJeHUuil U JOJKHOCTHBIX JIHUIL - 3TO



1. [TonoxkeHus 06 OpraHU3aIUH WU CTPYKTYPHOM IMOAPa3ICICHNH;

2. [IpoToK0JIBI OOITUX COOPAHMIA;

3. lenoBsle (ciy:xe0HBIC) TTHCHMA

4. Opranu3aloHHO-PaCHOPSAUTENbHAS JOKYMEHTAIIHS.

9. ITucbMO, KOTOpPOE COAEPKUT ONMUCAHNE PEKJIAMHPYEMbIX TOBAPOB WM YCJIYT - 3TO

1. Pexnamanms;

2. O0BsACHUTEIIbHAS 3aIMCKA;

3. PexnaMHOE€ MMCHMO;

4. ConpoBOIUTENBHOE MUCHMO.

10. /lokyMeHT, B KOTOpPOM (UKCHpYeTCsl MOCJIeI0BATEILHOCTh U COAep:KaHue 00CYy:KIaeMbIX
KOJUIeTHAJIbHBIM OpPraHoMm (coBellaHMeM, KOH(pepeHIHeii, COBETOM M T. /.) MOCTABJIEHHBIX
BOIIPOCOB U NMPUHATHIX PellIeHuH - ITO

1. uktodon;

2. [locranoBnenue;

3. AkT;

4. IIpoToxon.

11. ITucpmo, coaep:kaiiee He TOJAbKO HATIOMUHAHHUE O BHINOJHEHHHU B3MITHIX 0013aTE/IbCTB, HO
U BO3MOKHbIE€ MepPbl, KOTOpPble OyyT NPUHATHI IPU UX HEBbINOJHEHUH - ITO

1. JoxnaaHas 3anucka;

2. [uceMo - u3BelIEHUE;

3. IIncbMo-HAIIOMUHAHKE;

4. ITuceMmo - pocwoa.

12. lokyMeHT, 1eTaJabHO perJaMeHTHPYIOUIMM BONPOCHI OBCEAHEBHOI 1eATEIbHOCTH
NpeanpusiTus - 3T0

1. [lITaTtHOE pacniucanue;

2. IlpaBuiia BHYTPEHHETO TPYJOBOTO PACHIOPAIKA;

3. YcraB opranuzanuu;

4. IpaBuia TeXHUKU O€30MACHOCTH.

Bonpoc  13.  JIokymeHT, COCTaBJIeHHbIIi  HECKOJIbKHMH  JUIaMH  (KOMHUCCHeNd),
NOATBEPKAAIOIINI YCTAHOBJICHHBIC (DAKTHI, COOBITHSI WJIN JCHCTBHS, a TaKkKe (PUKCHPYIOIH
pe3yabTaTrbl peBU3Mii, MHBEHTAPHU3allUii, NpUeMa-niepeJayd WJIH CHUCAHUS MaTepUaIbHBIX
LHEHHOCTeM, MPUeM 3aKOHYECHHBIX PadoT M T. 1. - ITO

1. IIpoTokou;

2. Peuienue;

3. lenoBoe (city’ebHO0e) TUCHEMO;

4. Axr.

2 BAPUAHT

1. IlpaBoBoOii AaKT PyKOBOAMTEJISI IPEANPHUSTHS - ITO

1. Peakuus Ha 3a0acTOBKY;

2. JInmeHne npeMuu;

3. Ilpukas;

4. JIroOble neicTBUS PyKOBOAUTEIS.

2. @opma BHYTpPeHHeI 1eJI0BOH MepenucKu MeK1y MoaApa3aeJJleHUsIMA OPraHUu3auum Win
AOJKHOCTHBIMH JIMIIAMH, He HAXOASIIHUMHUCSH B IPAMOM IOAYHHEHHH - ITO

1. CnyxeOHas 3anucka;

2. OOBsCHUTENbHAS 3aIIHCKA;

3. JloknaaHas 3alKuCKa;

4. D1eKTPOHHOE MUCHMO.

3. CoBOKYITHOCTH HIHPOKO NPUMEHSAEMBIX B YIIPABJICHUHU BUI0B J0OKYMEHTOB, H3/1aBaeMbIX
PYKOBOJCTBOM OPraHHM3aIUH, COJEPKALIMX YIIPABJICHYECKHE PeLIeHNs], HAPABJICHHbIE Ha



peajn3anui0 CTOSIIMX Mepel OpPraHu3andeil TeKYINIMX ¢ TMepPCHeKTHBHBIX 3a4a4, M
00/1a1al0 X PUIHYECKON CHJION - ITO

1. PactiopsimutenbHble JOKYMEHTHI,

2. [lenoBble (CiyxeOHBIC) TUCHMA;

3. Opranu3aluOHHbIE TOKYMEHTHI;

4. UndopmalioHHO-CITPaBOYHBIE JJOKYMEHTHI.

4. KomMepueckuii TOKyMeHT, PeACTABJIAONIUI c000i NMpeabsaBIeHUE NMPETEH3UN K CTOPOHE,
HApyLIMBIIEd NPUHATHIE HA ce0sl TOrOBOPHbIE 00M13aTeJbLCTBA, U TPeOOBaHHMEe BO3MeENIEHUS
yiepoa - 31o

1. Odepra;

2. IIuceMo - U3BeIlICHHE;

3. CyneOHbIii UCK;

4. Pexnamanus.

5. IIucbMo0, KOTOpPOE COCTABJISIIOT NIPH OTIPABKE aJpecaTy KaKux-a1u00 JOKYMEHTOB WIH
MaTepHuaJbHBIX IEHHOCTEH - 3TO

1. [Iucpmo - U3BENICHHUE;

2. PeknamMHoe nuceMo;

3. ConpoBOAUTEILHOE MTUCHMO;

4. OObsICHUTENIbHAS 3aIHCKa.

6. IlucbMeHHBIH TOKYMEHT, CO/Aep:Kalluii OnepaTUBHYI0 HH(OPMAIUIO, NIepeIaBAeMYI0 YCTHO
10 KaHAJIaM TeJIe()OHHOI CBS3H - 3TO

1. ®akc;

2. Tenerpamma,;

3. Tenexkc;

4. TenedoHorpamma.

7. JOKyMeHT, HANPaBJIsieMblii € 1eJ1bI0 MOATBEPKACHUS JAHHBIX PaHee 00eaHnil MIH
OrOBOPEHHBIX YCJI0BHIA - 3TO

1. IInceMo - HU3BelICHHE;

2. I'apanTHiiHOE THCHMO;

3. cnonHUTENbHBIN JINCT;

4. JloknagHas 3aIicKa.

8. Yka3zanme, I[locranoBienne, Pemenue, PacnopsizkeHue OTHOCAT K

1. OpranuzalvoOHHBIM JOKYMEHTAM;

2. PaciopsiiMTE€NbHBIM TOKYMEHTAM;

3. OnepaTtuBHO-UHPOPMAIIIOHHBIM TOKYMEHTaM;

4. UudopmamoHHO-CITPaBOYHBIM JJOKYMEHTaM.

9. YcraB opranu3anmu yrBepxaaercs

1. 'eHepanbHBIM JUPEKTOPOM;

2. PykoBoauTeneM HaJIOrOBOM MHCIEKIINH;

3. IIpoTokonoM coOpaHust TPyA0BOTO KOJJIEKTHBA;

4. Yupenutenamu (y4aCTHUKaMH),

10. U3mMeHeHNsl B IITATHOE PACIIUCAHME BHOCSITCS

1. ITpuka3om pyKOBOAMTEIS OPTaHU3AINY;

2. HcniekTopoM oTzena KaJIpoB;

3. Ilo cornacoBaHuIO ¢ JUPEKTOPOM IO IEPCOHATY;

4. LupkynsspHbIM MUCHMOM BBIIIECTOSIEH OpraHU3aIiH.

11. J10/15kHOCTHBIE MHCTPYKIUM Pa3padaTbIBaAlOTCA

1. TONBbKO AJI1 AAMUHUCTPATUBHO-YIIPABIEHYECKOI0 MIEPCOHAIA;

2.TOJBKO JJIsl CTIELIUAIIACTOB;

3. TOJIBKO JJIsl CIYXKaIIHX;

4. Ha BCE NOJHKHOCTH, IPELYCMOTPEHHBIE IITATHBIM PACIIUCAHUEM.



12. Ecau cOTpYyAHMK, BU3HPYWOUIIMHA JOKYMEHT, He COIJIACeH YACTHYHO WM TOJHOCTBIO €
TEKCTOM J0KYMEHTA, OH J0JI7KeH

1. oTKa3aThCsl BUBHPOBATH JOKYMEHT C TMOCICIYIONINM OOBSICHEHUEM PYKOBOJICTBY CBOECH TTO3UIINH;
2. 3aBU3UPOBATH JOKYMEHT;

3. BHECTH KOPPEKTUBHI B JOKYMEHT;

4. YHUYTOXXHUTH JJOKYMEHT.

13. CtanaapTHbI CPOK MOATOTOBKHU MPOEKTOB MOCTAHOBJIEHMIi, OT MOPY4YEHUS HA MOATOTOBKY
J10 MepeIayM Ha MOANUCH, YCTAHOBJIEH B

1. 3 pabouux nHS;

2. 5 pabounx mHEH;

3. 10 paGouux nHEl;

4. 15 paGounx gHEN.

HpaBI/IJ'ILHHe OTBCThBI

1 BAPUAHT 2 BAPUAHT
1-28-4 1-38-2
2-19-3 2-19-4
3-310-4 3-110-1
4-111-3 4-411-4
5-212-2 5-312-2
6-413-4 6-413-4

7-4 7-2

MeHee 5 TIPaBHIILHBIX OTBETOB «2;
5-8 —«3»;

8-11 — «d»;

BCC IIPABUJIBHBIC OTBCTHI «5»

Tema noknazna: «Hpouenypa nepeaauun MMOJTHOMOYHH PYKOBOAUTEIIAL HA BPpEMS €T0 OTCYTCTBU),
«CTaI[I/II/I MMOATOTOBKHU PACTIOPAANUTCIIBHBIX TOKYMCHTOB)

HpaKTI/I‘-ICCKOG 3aJaHuC: O(i)OpMJ'ICHI/Ie pacnnopsAguTCIbHOTO JOKYMCHTA: HpI/IKEB 10 OCHOBHOM
JIeITeILHOCTH. BhInncka u3 ImpuKasa.

Tema 4. UndopManmoHHO-CIPABOYHBIE TOKYMEHTBI
(OK 4)

dopmMa KOHTPOJIS: Mpe3eHTAIMs, TPAKTUYECKOE 3aJaHuE.

Tema nmpesentanun: «MHPOPMaIIMOHHO-CIIPABOYHBIE TOKYMEHTBI»

[Ipaktuueckoe 3amanue: 1. OdopmieHue HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB: MUChMa-
HAITOMWHAHUS, TMCbMa-TIPUTJIAICHNUS] 1 OTBETOB HA HUX.

2. Odopmienue HHPOPMAIMOHHO-CIIPABOYHOTO JOKYMEHTAa: akTa MPOBEPKH AESITEIbHOCTU
(peBu3HM)

Tema S. JIoKyMeHTBI 110 JINYHOMY COCTABY

(OK 4)

dopMa KOHTPOJISL: MUCbMEHHBIN OIIPOC, IMPAKTUYECKOE 3aJaHUE, TOKIIAL]

[IpakTuyeckoe 3agaHMe: COCTABIEHHE CXeM «JlOKyMEHTHpOBAaHHE NPH YBOJBHEHUH DPAOOTHUKAY,
«JloKkyMeHTHpOBaHUE MIPH MEPEBOIC PAOOTHHKAY, «J{OKyMEHTHpOBaHHUE MTPpU TpUEME pabOTHHUKAY.
Tema noknana: «JInuHoe neno paboTHHUKA; BEACHUE JINYHOTO JIEIa»

BOHpOCBI AJId IMCBMCHHOT'O OIIpOoCa



1. Kak ocymecTBisieTcss JOKyMEHTHpOBaHUE MpuéMa Ha paboty?

2. JIoJKeH JIM 3aKIH0YaThCsl JJOTOBOP C paOOTHHKOM MPU €ro MOCTYIUIGHWH B YacTHYIO ¢upmy? 3.
Kak ocymiecTBisercs: JOKyMEHTHPOBaHHE TIEPEBOJIA HA APYTYI0 padoTy?

4. Kak ocy1iecTBisieTcsi JOKyMEHTHPOBaHHUE YBOJIbHEHUS paOOTHHUKA?

[IpakTndeckoe 3amaHue: oQopmIICHHE pe3loMe, JIMYHOro 3asBicHHs paboTHuka. OdopmieHue
NpUKa3a MO JIMYHOMY COCTaBY. 3allOJIHEHHE THIOBOH (OpMBI TpyIOBOTO JOTOBOpa W OJiaHKa
(oOpa3ua) Tpy1OBOW KHMKKH.

6.2 OneHOYHbBIE CPEACTBA ISl IPOMEKYTOYHOM ATTECTAIMU 10 UTOraM OCBOECHHUS
JUCHHUILINHBI
(OK 4)
Bonpocel k nuddepeHIUPOBAHHOMY 3a4eTy

1. HopmatuBHO-MeTOAMUECKas Oa3a A€I0NPOU3BO/ICTBA.

. l'ocynapctBenHast cucteMa 10KyMeHTalMoOHHOTo obecnieueHus ynpasienus (['CHOY).
. YHu(]UKANWS ¥ CTaHAAPTA3ALNS YIIPABICHUECKOW JOKYMEHTAIHH.

. 'OCTpl u HOpMATHUBBI B JOKYMEHTAIIMOHHOM O0ECII€UeHUH YIIPABIICHUS.

. Odopmienue cirykeOHbIX OTMETOK Ha JIOKYMEHTE.

. TeKCT ¥ 37IEMEHTHI TEKCTa TOKYMEHTA.

. CornacoBanue, NOJANNUCAHUE U YTBEPKACHUE JJOKYMEHTA.

. Knnaccudukanus 10KkyMeHTOB.

. HopMbI 1 TpeOoBaHUS K pa3MEILIEHUIO PEKBU3UTOB.

10. Onpenenenue «OIaHK TOKYMEHTay, BUIbI OJAHKOB.

11. YcraB: onpenenenue, BUAbI U pEKBU3UTHI

12. O0u1as xapakTepucTuka HHHOPMAIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

13. TIpoTOoKOI, €ro XapakTepuUCTHKA U MpaBuiia 0OPMIICHHUS.

14. TpynoBasi KHUXKKa: BbI1ada, 0pOPMIICHHE U XpaHEHHE.

15. CtpykTypa U QyHKIIHHU CIIY>KObI JOKYMEHTAITMOHHOTO O0ECIICYCHUS YIIPABIICHUS.
16. Opranuzaius 10KyMeHTO000pOoTa.

17. Perucrpauus JOKyMEHTOB.

18. Ha3zHaueHue 1 BUABI HOMEHKIATYPHI A€

19. OpopmiieHre HOMEHKIJIATYphI JIe.

20. [lepenaua nen B apXuB.

O 01O L B~ W

7 Tabuuna coOTBETCTBHS KOMIIETEHIUI, KPUTEPHEB OLCHKH HX OCBOCHHS U OLCHOYHBIX
cpeacTs

HIndp ILiaEmpyeME! OueHoyHbIe Kpurepun oueHnBanus pe3yJabTaToB 00y4eHHs

KoMIIe cpeacTsa (0a1BI)

TeHuH e pe3yJabTaThl

" 00yueHust 2 3 4 5)

3HaTh Bormpocsr K | He 3naer HemoncTpup | 3Haet HemoncTp
ocobennoctu | nuddepenumpona | Jlomyckaer yeT JOCTaTOYHO | UpPYyeT
JIEONIPON3BOJT | HHOMY 3auety 1- | TpyObie YaCTUYHbIC B 0a30BOM BBICOKHI

OK 4 CTBa no | 20 OIINOKHU 3HaHUA 0e3 00BEME YPOBEHb
obpamenusmya | [Ipaktuaeckue IrpyOBIX 3HAHUH
€JIONPOU3BOJC | 3aJaHUs K OIuO0K
TBa TpaxaaH u | nuddepeHmpoBa
KOHHIEHIIMA | HHOMY 3aueTy 1-5




JIBHOTO [Ipezenranus 1-

JeNonpon3Boy | 26

CTBa

YmeTh Bomnpocsl K | He ymeer Hemonctpup | Ymeer HemoHcTp
oopmisATh muddepenimpona | Jlemonctpup | yer IIPUMEHSTh | UpYET
OpraHM3alllioH | HHOMY 3adery - | yeT YacTUYHbBIC 3HAHUA HA | BBICOKUU
Hopacropsaut | 20 YacCTUYHBIE ymeHus 6e3 IIPAKTUKE B | YPOBEHb
e pHbIE | [IpakTHyeckue yYMEHHS, rpyObIX 6a3o0BoM YMEHHH
JTOKYMEHTHl B | 3a/laHUS K | JomycKas Omuo0K o0bEMe

CcOoOTBEeTCTBUHU | nuddepeHnupona | rpyobie

c HHOMY 3a4ery 1-5 | omunbku

nevictByromuM | [Ipesentaums  1-

'OCTom 26

8. MeToauuecKue YKazaHus AJas oﬁyqammnxm IpH OCBOCHUH TUCHHUIIJIMHBI

Pabora Ha mpaKkTUYECKHX 3aHATHAX TMPEAINONIAraeT aKTHBHOE y4acTHE B JUCKYCCHUAX H
pemieHun 3aaad. Jlig TONTOTOBKM K 3aHATHSM PEKOMEHAYETCS BBIACIATh B MaTepuale
npoOJIeMHBIE BOIPOCHI, 3aTparuBaeMble MMPEToaaBaTeNIeM B JIEKIIUHU, U TPYNIIUPOBATh HH(OPMAIIHIO
BOKPYT HHX.

[Tpu pabote ¢ TepMHUHAMH HEOOXOAMMO OOPAIIATHCS K CIOBApPSM, B TOM YHCJIE JTOCTYITHBIM
B MHTEepHeTe, HanpuMep Ha caiite http://dic.academic.ru.

[Ipu moaroroBke o0OydYaIOUIMXCS IO TeMaM  HMCIOJNB3YIOTCS KOHCIEKTHI JIKIMA |
UCTOYHUKH OCHOBHOM U JIOTIOJIHUTENBbHON JIuTepaTypbl. [IoAroToBKa AOKIAI0B OCYIIECTBIISIETCS C
UCTIOJIF30BaHUEM HOPMATHBHO-TIPABOBHIX JOKYMEHTOB U y4eOHUKOB.

YcTHBIM ompoc mo 3Toi Teme mpoBoAuTca B ¢opMme Oecenpl. PaboTa Ha mpakTHYECKUX
3aHATHUSAX TIPEAINONIAraeT aKTHBHOE y4acTHe B JUCKYCCHUSAX M PEHICHWH 3amad. J{JIs MOArOTOBKH K
3aHATHSIM PEKOMEHAYETCsl BBIACNATH B Marepualie MpoOJEeMHBIE BOIMPOCH], 3aTparuBacMbie
Iperno/iaBaTesieM B JIEKIMH, U TPYIIAPOBATh HH()OPMAITHIO BOKPYT HUX.

Pemenue 3amady mpoBOAUTCSA B TIpymIe ¢ OOCYXKAEHHWEM XOJa pPELIeHHs, NMPUMEHSEMBIX,
CXeM, CTI0CO00B, MPOBEPKOM PE3yJIbTATOB U MPOBEACHUEM paOOTHI HAJl OIIMOKAMH.

TectupoBanue NMPOBOIUTCS IMOCIE O3HAKOMJIEHUS C MaTepuasoM TeMbl. OOydaromuiics
BBITNOJIHAET TECTUPOBAHUE, pacCUUTaHHOE 10 BpeMeHU Ha 40-50 MUHYT, Ha OyMa)KHOM HOCHTEIE.
Tect Britoyaet B ceOs 3aJaHUsl Pa3HOTO THUMA: Ha BHIOOP OJHOTO MJIM HECKOJBKUX IMPABHIBHBIX
OTBETOB, HAa COOTBETCTBHE, KPAaTKUH M 4YMCIOBOM OoTBeT. [lyig mpoxokJIeHHe TecTa AaeTcss oJHa
nomnbITKa. Jlanee cBepstoTes M 00CYKIAIOTCS PE3YIbTATHI C ONpEeNICHIEeM IPaBUIBHBIX OTBETOB.

[IpomexxyTouHass — arrecTauus 1O 3TOM  TUCHMIUIMHE  TPOBOAUTCA B Qopme
nuddepennupoBanHoro 3avera. [Ipu moaroroBke k audhepeHIIMpOBaHHOMY 3a4€Ty HEOOXO0IUMO
OTHPATHCS, MPEXKJIE BCEro, HA NCTOYHHUKH, KOTOpPhIe pa3OMpalvch Ha JIGKIIMOHHBIX 3aHSATUSX U Ha
MaTepuaibl TPAKTHYECKUX 3aHATHH. B kaxkmom Owunere muddepeHnmnpoBaHHOTO 3adera
COJIEPKUTCS JIBa BOTIPOCA.

9. YueOHO-MeTOAUYECKOEe 1 MH(OPMAIITUOHHOE 0o0ecreyeHue U CIUTIIUHbI

OcHoBHasl IUTEparypa

1. beikoBa T. A. JlokymMeHTanimoHHOE OOECIICUCHHE YMPABJICHHS (IEIOMPOU3BOJCTBO) @ ydeOHOE
nocobue / T.A. beikosa, T.B. Ky3unenosa, JI.B. Cankuna ; mon obur. pea. T.B. Ky3neroBoii. — 2-e u3n.,
nepepad. u pomn. — Mocksa : UH®PA-M, 2021. — 304 c. + [lon. maTepuaibl [ DIEeKTPOHHBIN pecypc]. —
(Cpennee  mpodeccuonanbHoe  obpazoBanme). — ISBN  978-5-16-013913-5. — URL:




https://znanium.com/catalog/product/1141796
(mata obpamenus: 02.04.2021). — TekcT : SJICKTPOHHBIMN.

2. KoctpoBa, FO. b. Opranuzaius u TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUCHUs YIPaBICHUS :
yuebnoe nocodbue / 10. b. Koctpona, JI. b. Eroposa, O. B. Jlo3zoBas. — Cankr-IletepOypr : UD0
CIIoYTYuD, 2012. — 347 c¢. — ISBN 978-5-94047-522-4. — TekcTt : snekTpoHHBIN // Jlanp :
ANEeKTpOHHO-OnOMMoTeynas cucrema. — URL: https://e.lanbook.com/book/64087 (nara obpateHus:
14.10.2021). — Pexxum gocTyma: Jjs aBTOPHU3. MOIb30BaTEIIEH.

3. 'magmii E. B. JlokymeHTanimoHHoe obOecriedyeHne ympasieHus : yaeoHoe nocooue / E.B. I'manuii. —
Mocksa : PUOP : UH®PA-M, 2020. — 249 c. — (Cpennee npodeccrnonanbaoe oopazoBanue). — ISBN
978-5-369-01042-6. — URL : https://znanium.com/catalog/product/1065817

(mara obpamenust: 02.04.2021). — TekcT : AJAESKTPOHHBIMN.

JlononHuTENBHAS JIUTEPATYpA

1. KupcanoBa, M. B. Kypc nenonpousBojcTBa: JOKYMEHTAIIMOHHOE OOCCIICUCHHE YIPABJICHUS !
yaeOHoe mocobue / M.B. Kupcanora, F0.M. AkcenoB. — 6-e usn., ucrp. u gorn. — Mocksa : MTHOPA -
M, 2020. — 257 c¢. + Jlon. marepuansl [DnekTpoHHBIH pecypc]. — (Bricmee oGpa3oBanue:
bakamaBpuar). - ISBN  978-5-16-006789-6. - Tekct : oanekrponHbeni. -  URL:
https://znanium.com/catalog/product/1088888 (mata obpamienus: 14.10.2021). — Pesxxum moctyma: 1mo
TTOATHCKE.



https://znanium.com/catalog/product/1141796
https://e.lanbook.com/book/64087
https://znanium.com/catalog/product/1065817
https://znanium.com/catalog/product/1088888

2. TManacenko IO. A. JlenonpoH3BOACTBO: HOKYMEHTALHOHHOE OOECIEUeHHE YIpaBieHHs: ydeOHOe
nocobue / 0. A. Ilanacenko. — 3-e u3n. — Mocksa :PUOP, UHOPA-M, 2016. - 112 ¢. — (BO:
bakanaBpuar). — ISBN 978-5-369-01054-9. — URL : https://znanium.com/catalog/product/542773
(mara obpamenus: 02.04.2021). — Teker : 31€KTPOHHBIH.

3. Yepnosa, C. I'. JlokyMeHTauuOHHOe ofecnedyeHre ynpamieHUs [DNeKTpOHHEBIH pecypc] : yuel.
noco6ue / HoBocu®. roc. arpap. yH-T, JkoH. ¢ak.; coct. C.I'. UepHoBa. - HoBocuGupck: 3050T0ik
konoc, 2014. - 106 c. - Tekcr : snexTponHbIi. - URL: https://znanium.com/catalog/product/516760
(mata obpamenus: 14.10.2021). — Pexxum goctyna: 1o noammcke.

4. TTonos C. JI. JIenonpou3BOACTBO U cekpeTapckas paboTa Ha MepcOHATbHOM KOMIBIOTEpe: yueOHoe
noco6ue / C.JI. [Tonos. — Mocksa : COJIOH-TIpecc, 2013. — 424 c. — ISBN 978-5-91359-109-8. — URL
: https://znanium.com/catalog/product/882804

(mata obpamenus: 02.04.2021). — TekcT : 2IIEKTPOHHBII.

/
PyxoBoaurens 6ubaroTeKH JI.B.bensesa

10. MaTepHnaJbHO-TeXHHYECKOE H NMPOrpaMMHOe o0ecredeHHe AHCIHILTHHbI

Ocpoenne nucuumneel  OIL13  «JlokyMeHTauHOHHOE oOecreyeHne YIpaBJICHH»
IIPEAIOJIaraeT HCIOJIL30BaHHE CIIENYIOMIEr0 MaTepHAIbHO-TEXHHYECKOTO 00ECTIeYeH S :

HaumeHnoBanue HauMenoBaHue kabuHeTa, mepeyeHs 000pyI0BaHMs

JUCLUTLITHEI
OIl.13 KaGuHeT H0KyMEHTAUHOHHOTO 06eCeYeH s YIPaBICH A
JIoKyMeHTaIHo
HHOE Kommnext mebenu s npenonasatens — | mr., nocagoynsle MECTa I y4alIuxcs
obecneuenne |- 48 IIT., HHTepPaKTHBHAas TpHOYHa (yCHIUTENb, MUKLIEP, MUKPOGOHEI) — 1 mmT.,
yIpapieHHss ~ [MOHHTOD — 1 IIT., IPOEKTOP — | WIT., KOOHKH — 5 INT., 5KpaH My/IbTHMEIUHHBIH —
1 wrt., mocka MenoBas nepeaBwKHas — | 1IT., CTEHAI HACTEHHBIE — 6 IIT.,
HOPTPETHI — 6 IIT., OJIKa B BHIE AepeBa — 1 mT., BeG-kamepa — 1 IIT., BBIXOA B
HHTEPHET, BHYTPHBY30BCKas KOMIIBIOTEPHAs CETh, JOCTYII B 3JIEKTPOHHYIO
HHpOpMalMOHHO-06pa3oBaTenbHyto cpeny. [10: Microsoft Office, Kaspersky
Endpoint Security nyis Windows

Y4ebHO-MeTOMYECKas JIHTepaTypa I8 AAHHON OUCLMIUIMHBI HMEETCS B HAIUYHH B
31eKTpoHHO-6HOmoTeynol cucreMe OBC  «IPRbooks», mocTynm K KOTOpOM IIpefoCTaBieH
obyqaromumcs. IBC «IPRbooks» conepxur nponsBeneHUs: KPyNHEHIIHX POCCHHCKHX YYEHBIX,
PYKOBOIHMTENEH TOCYAapCTBEHHBIX OpraHoOB, MIpernojaBaTeNied BeAyIIHX BY30B CTpaHH,
BBICOKOKBATH(UIMPOBAHHBIX CIIELHATHCTOB B pasiuYHbIX cdepax Ousneca. PoHn GubGIHOTEKH
chopMHpOBaH ¢ Y4eTOM BCEX M3MEHEHHH 00pa30BaTENBHBIX CTAHAAPTOB W BKJIOYAET YYeOHUKH,
y4eOHble 1Oco0Hs, MOHOrpaduu, aBTOpedeparhl, AMCCEPTALHUH, SHUHMKIONEIHWH, CIOBapH H
CNIPaBOYHHKH, 3aKOHONATEJIbHO-HOPMATHBHBIE JOKYMEHTBI, CIELHaNbHBIE IEPHOAUYECKHE
H31aHKs U U3JAHHSA, BBITYCKAEMbIE€ H3/1aTeIbCTBAaMU By30B. B HacTosmee Bpems OBC «IPRbooks»
COOTBETCTBYET BCeM TpeOoBaHHsAM (eaepanbHBIX roCcyapCTBEHHBIX 00pa30BaTeIbHBIX CTAHIAPTOB
cpenHero nNpodecCHOHATBHOr0 00pa30BaHusI HOBOTO IIOKOJIEHHS.

V4eGHO-MeTOIMYECKas JIUTEpaTypa OIS JaHHOM MMCHMIUIMHBI HMMEETCS B HAIHYHH B
3JIEKTPOHHO-OubHoTeunol cucreme M3nartensctBa “JIaHp”, HOCTYI K KOTOPOH MpenocTaBieH
obygaromumesas. OBC MsnatenscrBa “Jlanp” BKMOYaeT B ceOsl JJIEKTPOHHBIE BEPCHH KHHI
u3narenseTsa “JIaHp” M APYTUX BEAYIIHX H3JATENbCTB y4eOHON TUTEpaTyphl, a TAKXKe 3JIeKTPOHHEIE
BEPCHH NEPHOJMYECKUX M3JAaHHH MO €CTECTBEHHBIM, TEXHHYECKUM U F'YMaHUTAapHBIM Haykam. DBC




BEPCUU MEPUOJINYECKUX U3JIaHUN MO €CTECTBEHHBIM, TEXHUYECKUM U r'yMaHUTapHbIM HaykaMm. DBC
M3narensctBa “JlaHp” oOecreyumBaeT JOCTYNl K HAy4dyHOH, ydeOHOH JHTEpaType W HayYHBIM
NEePUOIUYECKUM U3JaHUSM.

11. Metoabl oOyuyeHusi AJs1 O0OYYAOIIHUXCS HHBAJIUAOB H JIMI C OrPAHUYEHHBIMH
BO3MO’KHOCTSIMH 310POBbS

B o0pa3oBarenbHOM TpolecCe HCIONB3YIOTCS COLMAIBHO-AaKTUBHBIE U peQIIeKCUBHBIC
METOIbl 00Y4YEeHHMsI, TEXHOJOTUU COLUOKYJIBTYPHON peadMIMTAlluU C LENbI0 OKa3aHWs MOMOIIU B
YCTaHOBJICHHUH TTOJTHOIEHHBIX MEKIMYHOCTHBIX OTHOIICHUH C IPYTUMH OOYYarOIIMMHUCS, CO3JaHUH
KOM(OPTHOTO IICUXOJIOTUYECKOT0 KIIMMaTa B CTYACHUYECKOI rpyIIe.

VYcnoBust 00y4eHUsI HHBATUOB U JIUI C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBBSI:
- yueOHbIE ayAUTOPHH, B KOTOPHIX MPOBOJATCS 3aHATHSA CO CTYACHTaMU C HapyLICHHSIMH CIyXa,
obopymoBanbl MynbTuMenuiiHOW cuctemoit (IIK u mpoekTop), KOMIBIOTEpPHBIE TH(IOTEXHOIOTUN
0a3upyloTCsi Ha KOMIUIEKCE amlmapaTHbIX M [POrPaMMHBIX CpPEACTB, 00eCreYHBAIOIINX
npeoOpa3oBaHWe KOMIIBIOTEPHOW WHGOpMANWK  JOCTYIHBIE JJIS  CIA0OBUASIIUNX  (POPMBI
(YKpYITHEHHBIH TEKCT);
- B 00pa30BaTEIIBLHOM TPOIIECCE UCIIONB3YIOTCS COMMATLHO-AKTHBHBIC U Pe(hJICKCUBHBIC METO IBI
o0ydeHus: Kelc-MeTOo/l, METO POEKTOB, UCCIIEOBATELCKUNA METO/T, AUCKYCCUH B (JOPME KPYTIIOTO
CTOJa, KOH(EPEHIINU, METO]T MO3TOBOT'O IITYPMA.

[IporpamMma coctaBiena B cooTBeTcTBUH ¢ TpeboBaHusmMu GI'OC CIIO nmo cnenuaibHOCTH
40.02.01 «IIpaBo 1 opraHu3aIMs CONUATHLHOTO 00CCIICUCHHUS.






IIacnoprt

(oH1a OLIEHOYHBIX CPEACTB MO TUCHHUILINHE

OI1.13 lokyMeHTallMOHHOE o0ecnevyeHne YpaBieHus

HNupexc | Pacumppor | Ilokasarens popMupoBanns komnereHuuu 1t | OneHo4vHble
KOMIIeTeH Ka AAHHOM AU CUMILIUHBI cpeacTBa
1000 KOMIIeTeHIH
"
1 2 3 4

OK 4 OcymectBig | 3HaTh: NOHSATHE JOKyMEHTa, €ro CBOICTBa, | Bonpocsl K
Th IOMUCK M | CHOCOOBI JIOKYMEHTHPOBaHUS; npaBuia | quddepeHuup
WCTOJB30BAaH | COCTaBICHUS M OGOPMIICHUS OpraHU3alMOHHO- | OBAaHHOMY
ue pactopsiIUTENbHBIX JTIOKyMeHTOB (manee - OPJI); | 3auery 1-50
uHbOpMALUN | CUCTEMY u TUIIOBYIO texHojoruto | [Ipaktuyeckue
, JOKYMEHTAallMOHHOTO0  o0ecreyeHus yrpasieHus | 3agaHus 1-10
HeoOxomumo | (mamee - JIOY); ocobeHHOCTH aenonpou3BojacTBa | Bompockl st
i Ui | IO OOpallleHUsIM TpaKAaH U KOH(UACHUUAIBHOIO | KOHTPOJIBHOU
3¢ PEKTUBHOT | AETONPOU3BOICTBA. YMmeTs: oopmisaTe | padotsr 1-20
0 OpraHU3alMOHHOPACIIOPAUTEIbHBIE JTOKYMEHTHI B
BBIIIOJIHEHUSI | COOTBETCTBUU c JEACTBYIOLIAM I'OCTowm;
npodeccuoHa | OCYIECTBIIATh 00pabOTKYy BXOJSAILIMX, BHYTPEHHUX
JBH BIX | U HCXOIAUIMX JOKYMEHTOB, KOHTPOJIb 33 UX
3ajau, UCHOJHEHUEM;  O(QOpPMIIATH  JOKYMEHTBl  JUIA
npodeccuoHa | mepeaayn B apXuB OPraHU3aIHH.
JbH Or0 H
JUYHOCTHOTO

Pa3BUTHA.




MUWHHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA3OBAHU S POCCUMCKOM ®EJEPALTN
Enabyxckuit mHCTHTYT (duauan) penepasbHOro rocy1apcCTBEHHOTO0 aBTOHOMHOTO
00pa30BaTENILHOTO YUPEKACHHS BBICIIETO 00pa30BaHUs
«Kazanckuii (ITpuBomkckuit) dheaepanbHbIi YHUBEPCUTETY

OI1.13 «lokyMeHTallHOHHOE o0eclieueHue YpaBJieHus»
Tema 6. Opranuzanusi paéoThl ¢ JTOKYMEHTaAMH
dopmMa KOHTPOJISI — MpaKTHYecKue 3aaanus, qokjiaaa (OK 4)

Tema noxnana: «l{udposas HoaANUCH B 3IEKTPOHHOM JIOKYMEHTOOOOPOTEY.

HpaKTI/I‘IeCKOC 3aJaHuC: O(i)OpMJ'ICHI/Ie HOMCHKIJIATYpPhI A€/, aKTa O BBIACICHUH K YHUYTOXKCHUIO
AOKYMCHTOB, KaK HCIIOAJICI)KAIIIUX XPAHCHUIO.

TeMebl IJ1s1 TIOATOTOBKH JOKIIAH0B:

1. UcTopus pazButus aenonpousBoactsa B Poccuu

2. CornacoBaHu€ MPOEKTOB JJOKYMEHTOB

3. YupenurtenbHbIN 10r0BOp: 0OpMIICHHE, 3HAUCHHE

4. Ctaguu OATOTOBKHU PACTIOPSAUTEIBHBIX JOKYMEHTOB

5. IIpouenypa nepesayn NOJHOMOYHM PYKOBOAMTEIIS HA BPEMS €r0 OTCYTCTBUSA
6. JImaHoe nero pabOTHUKA, BEACHHUE JTMYHOTO JIeTia

7. HludpoBas nMoAnuch B IEKTPOHHOM JOKYMEHTO000pOTe

3aaHus 11 BBIIIOJHEHHUS KOHTPOJIbHOM paboTh

. HopmatuBHO-MeTo1Mueckas 6a3a 1e10Mponu3BOICTBA.

. 'ocynapcTBeHHas cuctemMa JOKyMeHTamoHHoro odecneuenus ynpasinenus (I'CAOY).
. YHu(uUKauus u cTaniapTU3anus ynpaBJieHYeCKON TOKyMEHTalUH.

. I'OCTpI 1 HOpMATUBBI B JOKYMEHTAIIMOHHOM 00€CIIEYeHUH YIPaBICHHUS.
. Odopmrenue cirykeOHBIX OTMETOK Ha JIOKYMEHTE.

. TeKcT ¥ 2IEMEHTHI TEKCTA JOKYMEHTA.

. CornacoBanue, NOJANKCAHUE U YTBEPKACHHUE JJOKYMEHTA.

. Knaccugukanus 10KkyMeHTOB.

. HopMbl 1 TpeOoBaHUS K pa3MEIIEHNIO PEKBU3UTOB.

. Onpenenenue «OJaHK JOKYMEHTa», BU/IbI OJIaHKOB.

. YcTaB: onpezieneHue, BUJIbl U PEKBU3HUTHI

. Oburas xapakTepucTHKa HH()OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

. [IpoToxkou, ero xapakTepucTuka 1 npaBuiia opopmiIeHus.

. TpynoBast KHMXKKa: BblZjaua, 0OpOpMIICHHE U XpaHEHHE.

. CtpykTypa 1 QyHKUINHU CIIYy>KObI TOKyMEHTALlMOHHOTO 00eCreYeHNs YIpaBIeHUSI.
. Opranuzanus J0KyMeHT0000poTa.

. Perncrpanus nOKyMeHTOB.

. HazHaueHue 1 BUIbIl HOMEHKIATYPHI €.

. ObopmiieHue HOMEHKIIATYpPHI Jell.

. Ilepenava nen B apxus.
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Kpurepun onenkn:

Kputepun onieHuBaHus pe3yabTaToB 00yueHus (0ayibl)
«HEYIOBIIET
Kommner [InanupyemMbie pe3yabTaThl «YIIOBJIETBO
BOPUTEIBHO «XOpOIIO» | «OTIMYHO»
SHIIUU o0y4YeHHS N PUTETHHO
[kpurepun | [kpurepuu | [kpurepuu | [kputepuu




BBICTABJICHU | BBICTaBJICHHU | BHICTABJICHU | BHICTaBJICHUS
s OLEHKHU sl OUEHKH s OUEHKHU OLICHKH
«HEYAOBIET | «yIOBJIETBO | «XOPOLIO»| | «OTIIMYHOM]
BOPHUTENIBHO | PUTEIILHO®|
»]
3HaTh: MOHATHE [OKYMEHTa, €ro
CBOIICTBA, CIOCOOBI
JOKYMEHTHUPOBAHUS, npaBuiia
COCTaBJICHHS u ohopmieHusI JleMOHCTpH-
OPraHM3alMOHHOPACTIOPSINTENBHBIX | {10 3Haer pyer 3uaer HemoHcTpu-
nokymeHToB  (mamee - OPJI); pyer
CHCTEMY M THUIIOBYI0 TEXHOJOTHIO Jlomyckaer | aCTUUHBIC | JIOCTATOUHO BBICOKHI
JOKYMEHTAIIMOHHOTO ~ obecredeHus rpy6bie sHaHWA Ges | B 6a3?BOM YPOBEHb
yrpanenns  (mamee - JIOY); OLINOKH rpyOBIX 00BEMe SHAHU
0COOEHHOCTH JIEJIONPOU3BOICTBA 110 ornOoK
oOpanieHusIM rpaxaan u
OK 4 KOH(HICHIINATBHOTO
JEJIONPOU3BOICTBA.
YmMmeTs: oopmIIsTh
OpraHN3aLOHHOPACTIOPAANTe bHbe | 1€ YMEET
JOKyMeHTbl B  coorBercTBun ¢ | AGMOHCTpHU- | JleMOHCTpH Ymeer JleMOHCTpH-
JIEUCTBYIOLLIUM I'OCTowm; pyer pyer IIPUMCHATH pyer
OCYIIECTBIISITh 00paboTKy | YaCTHMYHBIC | YAaCTUYHBIC | 3HAHUSA Ha .
BXOJISIIINX, BHYTPCHHUX 1 YMEHUS, yMeHHust 0e3 | MpPaKTHKE B BLICOKHH
UCXOIAINX JIOKYMEHTOB, KOHTPOJIb |  qoImycKas rpyObIX 6a3o0BOM YPOBEitb
32 HMX HCIHOJHCHUEM; O(OPMIIITH rpyGbie OLIHBOK o6BEME YMEHUHU
JOKYMEHTBI /IS Mepefadyd B apXuB OITHGKH

OpraHuv3aiuu.




MHHUCTEPCTBO HAVKHU U BBICIIIET'O OBPA30OBAHU S POCCUNCKON ®EJIEPAIIN
Enalyxckuii uHCTUTYT (pumai) GpenepaibHOTO rocy1apcTBEHHOIO aBTOHOMHOTO

03O\ LN kW~

18.
19.
20.

00pa30BaTENILHOTO YUPEXKAECHUS BBICIIEI0 00pa30BaHUs
«Kazanckwii (IIpuBomxkckuii) ¢penepaabHbI YHUBEPCUTET

BOIIPOCHI K JUPPEPEHIIUPOBAHHOMY 3AYETY
no OI1.13. «/lokymeHTanImOHHOE 0OeCTIeUeHHE YIIPaBICHUS»
(OK 4)

. Hpe;[MeT, eI U 3a4a49YU JUCLHUIIJINHBI.

. I[lonsiTie 0 mokymeHTe. OYyHKIMH JOKYMEHTOB.

. @OpMBI OpraHU3aluy IETOTPOU3BOJICTBA.

. HopmatuBHO-MeTOAMuecKas 6a3a IeI0npor3BOJICTRA.

. 'ocynapctBenHas cucteMa gokyMmeHTarmonHoro ooecnevyenus ynpasienus (I'CAOY).
. YHubuUKanus u cTaniapTu3aius ynpaBleHYeCKON TOKyMEHTAlLUH.

. 'OCTpI 1 HOPMATUBBI B IOKYMEHTAIIHOHHOM O0ECIICYeHUH YIIPABJICHUS.

. OdopmiieHme ciry’)keOHBIX OTMETOK Ha JOKYMEHTE.

TekcT u 37eMEeHTHI TeKCTa JOKYMEHTA.

. CornacoBanue, MOANHMCAHUE U YTBEPKICHHUE TOKYMEHTA.

. Kimaccugukanus 10KkyMeHTOB.

. HopMbI 11 TpeOoBaHMs K pa3MENICHUIO PEKBU3UTOB.

. Onpenenenne «OJIaHK JOKYMEHTA, BUJIbI OJJAHKOB.

. TpeboBanust k opopmIIeHHIO OTaHKOB JTOKYMEHTOB.

. Kimaccugukarms opranu3annoHHO-pacIiopsIIUTeTbHON TOKyMEHTAIINH.

. XapakTepucTHKa OpraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB.

. YcTaB: ornpeiesnieHue, BUIbl U PEKBU3UTHI

TpeboBaHMs K COCTABICHUIO U O(OPMIIEHUIO TTOJI0XKEHUS.

WHCcTpyKuus, TOIKHOCTHAS MHCTPYKIINS — UX Ha3HAYeHUE B OPOpPMIICHHE.
[ToaroToBka pacnopsaUTEIbHBIX JOKYMEHTOB, M3/1aBa€MbIX B YCIOBUSAX €IUHOIUYHOTIO

IIPUHSATUS PELICHUS.

21

22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

38

39.

. XapakTepucTHKa paclopsIUTeNbHbIX JOKYMEHTOB.

TpeboBaHMs K TEKCTY paCHOPSAUTENBHBIX IOKYMEHTOB.

IIpuka3s. IlonsTre u BUABI IPUKA30B.

OOm1ast xapakTeprucTHKa HHOOPMAIIIOHHO-CIIPABOYHBIX TOKYMEHTOB.
TpeboBanust K COCTABICHUIO U O(OPMIIEHUIO CIIPABOK.

JloknanHas 1 OOBSICHUTENBbHAS 3aIMCKH, CTPYKTYpa U MpaBmiia 0(hOpMIICHUSI.
TpeboBanust K COCTaBICHUIO U O()OPMIIEHHUIO aKTOB.

[Iporoxko, ero xapakTeprucTUKa 1 mpaBuiia ohopmiIeHus.

OdopmieHus cyKeOHBIX MMHCEM.

Bunpl ciry:keOHBIX TIHCEM.

OcobenHoctu 0hopMIIEHHUS TeNerpaMMBbl, Tee(OHOTPAMMBI.

Bunpl 1 Ha3HaYeHHE TOKYMEHTAIIMH 110 JITYHOMY COCTaBY.

Pestome u 3asBiieHUE 0 IpreMe Ha paboTy, 0COOEHHOCTH MX COCTABICHHS.
[Tpuka3sl O IUIHOMY COCTaBY, CTPYKTYpa M MpaBHiIa 0POPMIICHHS.
XapakTepuCcTUKa TPYIOBOTO I0TOBOpA.

XapakTepucTrka u aBToonorpadusi, 0coOEHHOCTH UX COCTABJICHHS.
TpynoBas kKHMXKA: BbIAaYa, OPOPMIICHHE U XpaHEHHE.

. CTpykTypa v QyHKIIUHU CITYKOBI TOKYMEHTAIIMOHHOTO 00€CIIeUeHUs YIIPABICHHUS.
Opranuzanus J0KyMeHT0o000poTa.



40.

KOHTpOJII: HCITIOJIHCHU S TOKYMCHTOB.

41. Peructpanusi JOKyMEHTOB.

42.
43.
44.
45.
46.
47.
48.
49.
50.

Texnosorus paboTsl ¢ O0pAICHUSMH TPAKIAH.
Bupl obparnenuii rpakaaH.
Haznauenue 1 BUJIbl HOMEHKJIATYPHI JIE.
OdopmieHre HOMEHKIATYPbI Jedl.
[IpaBumna hopMupoBaHUs pa3IMYHBIX KATETOPUi TOKYMEHTOB B JIea.
TpeboBanusi, npenbsBisieMble K GOPMUPOBAHUIO JEII.
Buner koHpuneHmansHoi nHpopManmm.

Oco0eHnHocTr KOH(GUACHIIMATBEHOTO JIEIO0MPOU3BOJICTBA.
[lepenaua nen B apxus.

Kpurepun oueHku Ha 1upepeHHPOBAHHOM 3a4eTe

«OTIIMYHOY «XOPOIIIOY «YZIOBJICTBOPUTEIBHO» | «HEYJIOBICTBOPUTEIHHOY
CTYACHT CTYACHT  pPAacCKpbIBaeT | CTYIEHT  packpbiBaeT | TeopeTHueckuii BOIpoC
packpsIiBaeT TEOPETUYECKHI BOIPOC, | TCOPETUICCKHUI BOIIPOC | HE PaCKpBHIT,
TEOPETUUCCKHI MPAKTUYECKOE 3aJlaHue | He B TOJHOW Mepe, | MPaKTHYeCKoe  3ajJaHue
BOIIPOC OuseTa, | BBIIOJHSIET 0e3 | IoIyCKaeT HETOYHOCTH | HE BBIIOJIHEHO.
IPAKTHYECKOE OMMOOK, Ha | B opmynupoBkax (1-2

3a7aHHU€ BBIIOJIHAET | JOIOJIHHUTENLHEIE OIINOKN),

oe3 OIIKOOK, | BOMPOCHI OTBEYACT | MPAKTUUYECKOE 3aJaHue

YBEPEHHO OTBEYAET | HEYBEPECHHO, JOMYCKAET | BBIIIOJHEHO YaCTHYHO,

Ha JIOIOJIHUTEIbHBIC | HE TOYHOCTHU B | C JOIYIICHUEM OIIHMOOK

BOIIPOCHI OIpeICICHUSMX. B pacuérax




