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1. ITacnopT NporpaMmsbl AUCHUTLIAHBI

1.1. O6a1acTh NpuMeHeHUs1 padoyeil MPOrpaMMbl U MeCTO JUCHUILIUHBI B
crpykrype OIIOII CITO

PaGouass  mporpamma  guctmmimHel - OINI.06  «/lokymeHTanmmoHHOE
oOecricueHUE  yIpaBlCHUs»  SBISETCS  YacThlO  IPOrpaMMbl  MOJATOTOBKHU
CIICIMATIMCTOB cpeaHero 3BeHa B cooTtBercTBUM ¢ DI'OC mo crnenmanbHOCTH
40.02.04 IOpucnpyneHiuss W OTHOCHTCS K 00S3aTeTbHOM YacTH JIUCIHUILIAH
o01enpodhecCHOHAIBHOTO ITUKJIIA.

1.2. He.]'lb, 3a/laYU U INIAaHUPYEMBIC pE3yJabTaTbl 0OCBOCHHUS TUCHMUIIJIMHBI

B pesynbTaTe 0CBOCHUSI TUCHUILIMHBI 00yUYarOIIHICs T0KEeH

— lenu  muCUMIIIMHBI:  3HaTh -  TEPMUHOJOTHIO B o0nacTu
JIOKYMEHTAIIMOHHOTO 00ECTICUCHUsI YITPaBICHHUS;

— HOPMATHBHBIE  JIOKYMEHTBI, PpErJIaMEHTUPYIOIIUE COCTaBJIEHUE U
odopmiIeHHE JOKYMEHTAIIMHU U TIOPSJIOK €€ 00paboTKY;

— npaBuia COCTAaBJICHUS U opopmieHus OpraHu3aluOHHO-
pPaCHOpSIUTENbHBIX JIOKYMEHTOB, BXOJSIIMX B  YHU(DUIIMPOBAHHYIO CHCTEMY
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB, YHUMDUIIMPOBAHHYIO CHCTEMY
MEPBUYHON YICTHOU JOKYMEHTAIIMHU B YaCTH JTOKYMEHTAIIUH TI0 YUETY TPY/Ia;

— MOPSIIOK MPOBEACHUS IKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB U ITOATOTOBKU
JIeJT K apXUBHOMY XpaHEHUIO;

— TEXHOJIOTUIO  OpraHu3ali  JOKYMEHTOOO0OpOTa B  OpraHU3AIMSIX
(YupexJ1eHuUsX).

3aaun OCBOCHMSI TUCIIUIUIAHBIL:

— - YMETh - IPUMCHATH Ha MPAKTHKE TOCYaPCTBEHHBIC CTAaHIAPTHI, IPYTHUE
HOPMATHBHO-METOJUYECKUE  JIOKYMEHTBHI,  PErIaMeHTUPYIONIUE  OPTaHU3AIUI0
JIOKYMEHTAITMOHHOTO 00ECTICUCHUSI YIIPABICHUS;

— COCTaBJISITh M MPABUILHO O(POPMIISITE OCHOBHBIE BUJBI OPTaHU3AIIMIOHHO-
pactopsIUTEIbHBIX JOKYMEHTOB;

— opopMIISATH HHDOPMAITMOHHO-CIIPABOYHYIO IOKYMEHTAIUIO;

— oOpMIIATH KaJIpOBYIO JOKYMEHTAIIHIO;

— 0(pOpMIISITH TPETEH3NOHHO-UCKOBYIO JOKYMEHTAIIHIO.
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cTp. 5 IlepBslii 3x3eMILIAP KOITHS Ne

[Imanupyemeble pe3yJbTaTbl OCBOCHUS JUCLUIIINHBL:

Kon
KoMIIe
TeHIHU
U Conep:xanue
coriac ) KomieTenimu Ilepedyenn miIaHMpyeMbIX pe3yJIbTATOB 00y4eHHs 10 TUCHUTIIIHHE
HO coraacuo PIrocC
oI'oC | (OHOII CI10)
(oo
II
CI10)
OK 01 | Boibupars 3HaHun:
CTIOCOOBI aKTyaJIbHBIN pohecCuOoHATBHBIN
pelieHust  3ajad | U COLMAJIbHBIN KOHTEKCT, B KOTOPOM NPUXOAUTCS pabOTaTh U KUTb;
npoeCCHOHANIBH | OCHOBHBIC UCTOYHUKHA uHpOpMaLUN
Ol JEATENIBHOCTH | U pecypcsl TUISL peleHus 3a1a4 u npobiem
MPUMEHUTEBHO K | B IPO(ECCHOHATBLHOM H/UJIN COLUAIbHOM KOHTEKCTE;
pa3IUYHBIM ITOPUTMBI BBITTOJIHEHUS pabor B npogeccuoHaIbHON
KOHTEKCTaM u CMEXKHBIX o0nacTax; METO/BbI paboThI
B Npo(ecCHOHAIIBHOW M CMEXHBIX cepax; CTPYKTypy IUlaHa IJis
pelieHuss 3ajayd; IOPSJIOK OLIEHKH pe3yJbTaTOB pEIIeHUs 3aaady
npodecCHOHATBLHOM 1€ TeNbHOCTH
Ymenus:
pacro3HaBaThb 3aauy u/unu npobaemy
B npoecCuoOHaNbHOM  W/WIN COLIMAJIbHOM  KOHTEKCTE;
aHAJTM3UPOBATh 3a7layy W/MIM MpoOJeMy U BBLAEIATH €€ COCTaBHbIE
4yacTH; ONPENeNATh JTanbl pEUIeHHs 3aJayd; BBIABIATH U
3pPEeKTUBHO HUCKaTh HH(pOpPMAIHMIO, HEOOXOAMMYIO sl peIICHUs
3a/1au U/WIU TIPOOIIEMBIL;
COCTABJIATH TUIaH JIEHCTBUS; ONPEAEIATh HEOOXO0AUMBIE PECYPCHI;
BJIQJIETh aKTyaJIbHBIMHU MeTOoIaMHU paboThI
B TpoQecCHOHaNbHOM U CMEXHBIX cdepax; pealn30BbIBATH
COCTaBJICHHBIN IUIaH; OLIEHUBATh PE3yJbTaT U MOCIEICTBUS CBOUX
JIeCcTBUH (CAaMOCTOSATENBHO UIIHM C TIOMOIIbIO0 HACTABHHUKA)

OK 09 | [Tonws3oBarbCs 3HaHusA: TIpaBuiIa MMOCTPOEHUS MPOCTHIX M CIOXKHBIX MPEII0KEHUN
npodeccuoHaIbH | Ha MpOo(ecCHOHAIbHBIE TEMBbl; OCHOBHBIE OOIIEYNOTpeOUTENbHBIE
oi TJ1aroJisl (6brTOBAs
JOKyMEHTale | M1  mpodeccHoHanbHas  JIEKCHUKA);  JEKCHMYECKHMH  MHUHHMYM,
Ha OTHOCSIIUICS K OIHCaHMIO IPEIMETOB, CpeACTB
TOCYJapCTBEHHOM | U TPOLECCOB MPO(GECCHOHATBHON JeSTeIbHOCTH; OCOOCHHOCTH
U HMHOCTPAHHOM | IPOM3HOILIEHMS; IpaBHUJIa YTEHUS TEKCTOB IpPO(ecCHOHATIbHON
A3BIKAX HaIpaBICHHOCTH
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Bepcus noxymenra - 1 cTp. 6 ‘ IlepBslii 3x3eMILIAP ‘ KOITHS Ne

YMeHHusi: TOHHMMAaTh OOIMHA CMBICT YETKO IPOU3HECECHHBIX
BBICKA3bIBAHUN Ha W3BECTHBIC TeMbl (mpodeccHoHalbHBIE W
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIe TPO(PECCHOHAIBHBIC TEMBI;
y4acTBOBATh B JMAJIOTaX Ha 3HAKOMEIE 00IIMe U MpodeccnoHalbHbIe
TEMBI, CTPOUTH TPOCTHIC BBICKA3BIBAHUA O cebe W O CBOCH
npo(heCcCHOHANLHOW  JIeATENHHOCTH; KPAaTKO OOOCHOBBIBATH H
OOBSICHATH CBOM JACUCTBHS (TEKyIIHME W IUIAHUPYEMbIC); IHCATh
MIPOCTBIC CBSI3HBIC COOOIEHUS HAa 3HAKOMBIC WU WHTEPECYIOIIHE
po(heCCHOHATILHBIC TEMBI

I[IK 1.1 | OcymecTBasTh IIpakTuyeckuii OMBIT: B OCYIICCTBICHUU TPOHECCHOHATHLHOTO
npodeccuoHanbH | TOJIKOBaHUS HOPM MpaBa

0€  TOJIKOBAHHWE | SHAHMS:

HOPM IIpaBa MOHSITHE U OCHOBHBIC TIOJOXKEHUS H OCOOCHHOCTH HAYyKH
aIMUHUCTPATUBHOIO TpaBa B YaCTU Pa3BUTUS aJIMHUHUCTPATHBHO-
MPOLIECCYATIbHOTO PETYINPOBAHHUS;

CYIIHOCTb,  COJEpP)KAHUE  OCHOBHBIX  TOHSTUW,  KaTErOpHid,
KOHCTPYKUUWA, WHCTUTYTOB aJAMUHUCTPATUBHO-IIPOLIECCYATBHOIO,
TPYIOBOTO U TPAXKIAHCKO-TIPABOBOTO 3aKOHO/IaTEIHCTBA

YMmenus:

aHAJM3UPOBATh, TOJKOBATh W TPABWIHHO TPHUMEHSATH IPABOBBIC
HOPMBI;

XapaKTepU30BaTh, UHTEPIPETUPOBATH, AaHATTU3UPOBATH, COTIOCTABIIATH
M HCCIeNoBaTh OCOOGHHOCTH TIPaBOBOTO CTaTyca CYOBEKTOB
IIPaBOOTHOLICHU;

CpaBHHBaTh, TOJKOBaTh W  KBATHMQHUIMPOBATH JCSHHE  Kak
MpaBOHAPYIIECHUE, PEryJupyeMoe HOPMaMH aJIMUHHUCTPATUBHOTO
1paBa u mporecca

[IK 1.2 | IlpumensTs IIpakTHYeckuii oNbIT: B NIPUMEHEHHH HOPM IpaBa JJId PELICHHUS
HOpMBI TpaBa Juid | 3a/1a4 B IpOpeCCUOHATIBHOM 1eATeIbHOCTH

peueHus 3a1a4d B | 3HAHUA:

npodecCUOHANbH | UCTOYHUKH aJIMHHHCTPATUBHOTO Ipollecca, TPYAOBOIO IIpaBa,
O IeATENIbHOCTU | TPaXXJIaHCKOT0 IpoLecca;

MOHATHE WM BHIBl  AJMUHUCTPATUBHO-IIPOLECCYAIbHBIX U
IPaKIaHCKO-IPOLIECCYATbHBIX HOPM; BU/bI U IIPAaBOBOE COIEPIKAHHE
CaMOCTOATENIBHBIX IMPOU3BOJACTB U aJMUHUCTPATUBHBIX IPOLIEAYD,
BXOJSIIMX B COCTaB aJJMUHHACTPATUBHOIO MIPOLIECCA;

CYIIHOCTb U COJEpKaHUE CTAaTyca YyYaCTHUKOB aJIMHHUCTPATUBHO-
MIPOLIECCYaTIbHBIX OTHOLIEHUM, TPYIOBBIX OTHOIIEHUH, IPakIaHCKO-
IIPOLIECCYaIbHBIX OTHOLLIECHUH;

MOPSIIOK  3aKJIFOUEHMs], TNPEKPAIleHUs] W W3MEHEHUS TPYIOBBIX
JIOTOBOPOB;

BHJIBI TPYAOBBIX IOTOBOPOB;

COZIepKaHUE TPYAOBOU TUCLUILIMHBL

MOPSAOK pa3pelIeHus] TPYAOBBIX CIIOPOB;

BUIBI pab0Yero BpeMEeHU U BPEMEHU OTAbIXa;
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ctp. 7 IlepBslii 3x3eMILIAP KOITHS Ne

(bOpMBI U CUCTEMBI OILIATHI TPYAa PaOOTHUKOB;

OCHOBHI OXpaHbI TPY/a;

MOPSATOK U YCJIOBUS MATE€PUAIbHONH OTBETCTBEHHOCTH CTOPOH
TPYIOBOTO JOTOBOPA;

MTOPSIIOK cyneOHOTO pazOupaTenbCcTBa, o0OykajoBaHUsI,
OMPOTECTOBAHUS, HCIIOTHCHUS U TIEPECMOTpA PEIICHUS CY/a;

(GbOpMBI 3aIIUTHI TPaB TPaXKIaH U IOPUIUIECKUX JIHII,

BUIbI W TOPSJIOK  TPAKIAHCKOTO W aJMHHHCTPATHBHOTO
CYJIOTIPOM3BO/ICTBA;

OCHOBHBIC CTaMH IPAKIAHCKOTO M aIMUHUCTPATHBHOTO IPOIIecca.
YMmenus:

OTIEPUPOBATH IOPUIMUECKUMU TIOHATUSIMHU U KaTETOPHUSIMH;
aHAIM3UPOBATh IOpUANYECKUE (DAKThl M BO3HUKAIOIIUE B CBSI3U C
HUMHU TPABOOTHOIICHUS; pPa3TPaHUYHMBATH IPABOBBIC HOPMBI H
MIPABOOTHOLICHUS B 3aBUCUMOCTHU OT OTpAcIIeil MpaBa;
AHAIM3UPOBATh W TOTOBUTH TMPEIOKCHUS [0 YPEryIUpOBaHHUIO
TPYIOBBIX CIIOPOB;

AHATM3UPOBATh M pelIaTh HOPUIAWYECKHE MpoOIIeMbl B cdepe
aJIMUHHCTPATUBHO-TIPABOBBIX, T'PAXKIAHCKO-TIPABOBBIX M TPYIOBBIX
OTHOIIICHUI;

AHAIM3UPOBATh M TOTOBUTH MPEJIOKEHHS MO COBEPIICHCTBOBAHUIO
MIPABOBOH JICATEILHOCTH OPTaHU3AIHH

IIK 1.3 | Biagets HaBbIKaMH
[IOATOTOBKH
FOPUINYECKIX
JIOKYMEHTOB, B TOM
qucie c
HCTION30BaHUEM
UH(POPMALMOHHBIX
TEXHOJIOTHI

IIpakTH4yeckuii ONbIT:

B MOJATOTOBKE IOPUANYCCKUX JIOKYMEHTOB, B TOM YHCJIE C MCIIOJIb30BAHUEM
WH(POPMAITMOHHBIX TEXHOJIOTHI

3nanus:

MpaBuJia COCTABJICHUS IOPUINICCKUX JIOKYMEHTOB

Ymenus:

MIPUMEHATH COBPEMEHHbBIE WH(GOPMAIIMOHHBIE TEXHOJOTHH JUIS TOWCKA
00paboTku mpaBoBod HMHpOpMaMU M OPOPMIICHUS FOPUIUUYCCKHUX
JIOKyMEHTOB;

COCTaBJISITh Pa3JIMYHBIC BBl IOPUINIECKUX JJOKYMEHTOB.

2. CTpyKTYpa U cojeprKaHue TUCHUILUINHBI

2.1. O0beM QMCHUNJIMHBI U BU/IbI y4e0OHOH padoThl

Bup yueOHoi1 paboThl O0bem yacos
MaxkcumaJjibHasi yueOHasi HArpy3Ka (Bcero) 36
O0s3aTenbHasi ayANTOPHAs yuyeOHasi HArpy3Ka (Bcero) 28

B TOM YHCJIC:

TeopeTnyeckue 3aHATUA 14
IIpakTrueckue 3aHATUA 14
CamocrosiTesqibHasi padoTa 00y4ariuerocs (Bcero) 8
I[pomexyTounas arrectanus (npx— 1 cem) 3
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Bepcus noxymenra - 1

‘ cTp. 8 IlepBslii 3x3eMILIAP

KOITHS Ne

2.2. TeMaTH4YeCKHUIl IJIAH U coJlepPKaHue JUCHMILTUHbI

HaunmMmeHoBaHHe Copaep:xanue y4e0HOro MaTepraJia u ()OpMbI OPraHu3anuu Oo0nbem, Koapbl
pa3aesioB H TeM JesITeILHOCTH 00y4aloIuxcs akaj. 4./ |KoMIeTeHIH
B TOM ) /1
yucie B Hu
¢opme JIMYHOCTH
npakTu4e bIX
CKOil | pe3ysbTarTo
MOJAroTOB B,
KH, akaja. | popmupos
q AHUI0
KOTOPbIX
CIoCcoOCTBY
€T 3JIeMeHT
NporpamMm
bl
Tema 1. Ucxognubie | Conep:kaHue y4eOHOT0o MaTepuaJa: 4
MOHSATHA Hcropus passutus nenonpoussoactsa B Poccuu. Ilepebie
AOKYMEHTALMOHHOI0 | JOKYMEHTHI. ODBOJIOIUS NIeONpou3BojacTBa. lIpukasHoe,
obecneyeHns KOJUIE)KCKO€,  HCIIOJIHUTENBCKOE,  IEHTPAIN30BaHHOE
yhpasBJieHuUs1 JIEJIOTPON3BOICTBO
[onstue 0 JIEIIONPON3BOJICTBE. Crtpykrypa
JIEIOTPON3BOICTBA. JJOKYMEHT 1 ero ()yHKIIHH.
HopwmaTtuBHO-ipaBoBas baza JIEJIOTPON3BOJICTBA!
(enepanpHblE 3aKOHBI, KOJIEKCHI, 3aKOHOJATEIbHBIE U
TO/I3aKOHHBIE aKThI, CTAHIAPTHI.
Knaccudukarus JIOKyMEHTOB. OcHoBaHUI IS 2
KJIACCU(UKAIIMK: BUJA JIEATCIILHOCTH, HAUMCHOBaHUE, OK 01, OK
CTENEHb CJIOXHOCTH, CTEHNEHb CEKPETHOCTH, MECTO 09, IIK
COCTABJICHHSI, TIPOUCXOXKICHUE, CPOKH XPAHCHHUS, CTETICHb 1.1, TIK
00513aTE€JILHOCTH,  CTENEHb  YHU(DHUKAIUH,  XapaKTep 1.2, TIK
coJiepkaHusl, crrocod pukcanuu HHPOpPMAIIHH. 1.3
YHudunupoBaHHass ~ cuCTeMa  OpPraHU3AlMOHHO  —
pacIopsIAUTETHLHOM JIOKYMEHTAITUH. YCOP/.
YHudukanus W CraHgapTU3anus B JIEIONPOU3BOJICTBE.
Crangapter. 'OCT P 7.0.97-2016
IIpakTHYecKoe 3aHATHE: 2
HopmatuBHbIe JIOKyMEHTBI JIOKyMEHTAITHOHHOT'O
obecnieuenusi. Pabora B CIIC Koncynbrant [Tmoc
Knaccuduxarms JIOKyMEHTOB. Pacnipenenenne 2
JIOKYMEHTOB COTJIACHO KJIACCH(DUKATOPY
Cpasuutensubiii ananu3 ['OCT pa3HOro mOKOJIeHHS
Tema 2. Coctas Coaepxanne yueOHOro MaTepuaJia: 6
pekBH3ATOB M BUABL | CocraB pekBusutoB 'OCT P 7.0.97-2016 OK 01. OK
0J1aHKOB [IpaBuna oopmMiteHUs] pEKBU3UTOB JIOKYMEHTOB 09 ﬁK
OpPraHM3anMoOHHO- | TpeOoBaHus K ONaHkaM JOKyMEHTOB. [loHsATHS OiaHka 2 1 1’ K
PACTIOPAIMTENBHBIX | JIOKYMEHTa, €r0 Pa3HOBUIHOCTH (00U, OJaHK MHCHMA, 1' 2’ K
JOKYMEHTOB COIVIACHO | 0JJaHK KOHKPETHOrO  BHAAa JOKyMeHTa). Pabowuee, ) 1’ 3
rocr CIIye0Hoe, ¥ TI0JIe YTIIOBOTO IMTaMIa '
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ctp. 9 IlepBslii 3x3eMILIAP

KOITHS Ne

I'epGoBEIe OaHKH.

ITpakTH4YecKkoe 3aHATHE:

Omnpenenenne coctaBa PEKBU3UTOB UIA PA3IMYHBIX BUIOB
IOKyMeHTOB. TwmoBoit HabOp pPEKBHU3WUTOB JIEIOBOTO
nuceMa. [IpaBuina opopmiieHUs] pEKBU3HUTOB.

OdopmieHre OJIAaHKOB Pa3IMYHBIX JOKYMEHTOB B YTJIOBOM
Y TIPOJIOTPHOM BapHaHTaX MOCTOSHHBIX PEKBU3UTOB

CamocTrosiTeqibHasi pab0Ta 00y4aIOIIUXCH:
[IpaBuna odopmienust pexBuzutoB ¢ 1 mo 30 cormacHo
HOPMAaTHBHO-TTPABOBBIM JIOKYMEHTAaM.

Tema 3.

Copep:xanue y4eGHOTo MaTepuaia;

Opranu3aumoHHO-
pacnopsiauTeIbHAN
JAOKYMEHTaIus

Oprann3anOHHO-TIPaBOBbIE TOKYMEHTHI, UX Ha3HAYCHHE U
OCHOBHBIE BHUJBL. YUPEIWUTEIbHBIM JOrOBOp, YCTaB,
MOJIOKEHUT 00  OpraHM3alud W CTPYKTYPHOM
oipa3AcIcHNH, IITATHOE  paclHCaHue,  IpaBWiIa
BHYTPEHHETO TPYAOBOIO PAcHOpAAKa, AODKHOCTHAs U
METOANYECKUE UHCTPYKLIUU.

PacnopsiqurensHble  TOKYMEHTBI, WX Ha3HAa4€HHE W
OCHOBHbIE BHUABL. [IpuKa3 IO OCHOBHOW JESTEIBHOCTH,
paclopsbKEHHE, YKa3aHHe, PELICHNE, IIOCTAaHOBICHUE
WHpopMamoOHHO —  CHpaBOYHbIE  JIOKYMEHTBI, HUX
Ha3Ha4YeHWEe W OCHOBHbIE BHABl. CHpaBKH, [EJIOBBIE
MUCbMa,  TelerpaMMbl,  (akchl,  TeleQOHOrpaMMEI,
ciIy>keOHble, NOKJIaJHble W OOBSICHUTEIbHbIC 3aIHMCKH,
aKTBhI, TPOTOKOJIBI.

IIpakTH4YecKoe 3aHATHE:

Odopmienne  pacnopsITUTENbHBIX,  HH(OOPMAIIMOHHO-
CIIPaBOYHBIX M OPTraHU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB.

CamocrosiTesibHast padoTa 00y4ar0IHUXCH:

[lonroroBka TPOEKTOB  CIPaBOK, JENOBBIX  IHCEM,
TenedoHorpaMm, CITyKEOHBIX, JIOKJIaIHBIX 5
00BSICHUTEIIHBIX 3aIMCOK, AKTOB, IPOTOKOJIOB.

OK 01, OK
09, TIK
1.1, IK
1.2, TIK

1.3

Tema 4.

Conep:xanue y4eGHOTo MaTepuaia;

JoxkymeHTanus no
TPYAOBBIM
OTHOIICHHUSIM

JoxyMeHTsl 10 JTU4YHOMY cocTaBy. llepBuuHas ydeTHas
JIOKyMeHTanus. TpyAoBOMl AOTOBOp, JIMYHAS KapTOyka,
MpHUKa3bl, IITaTHOE paclucaHue, TpaduK OTITyCKOB.
[Toompenus u B3bICKAHMUSI.

IIpakTHYecKoe 3aHATHE:

[opsimox odopmileHHS JOKYMEHTOB TI0 JINYHOMY COCTaBYy.
[IpunsiTHE pelieHuil MO JUYHOMY COCTaBY B Pa3IMYHBIX
YCIOBUSX AESTENBHOCTH, B TOM UYKCJIE HEONPEACICHHOCTH
U pUCKa U uX 0(hOpMIICHHE.

OK 01, OK
09, TIK
1.1, IK
1.2, TIK

13

Tema 5.

Conep:kaHune yue0HOro MaTepuaJia:

Opraanzanust paéoTbl
¢ JOKYMEeHTaMH M uX
o0paboTka

CTpyKkTypHBIE mOApasfeneHus (ympaBleHHE JAeJaMu,
oO0IMi OTAen, KaHUenspusi, CceKperapuar). 3agaudl |
(yHKIUU CiyXObl IeIONpOU3BOJACTBA. VHCTpyKLus IO
MEJTONPON3BOACTBY.  AHTHUKOPPYNIIMIOHHAs  IOJHMTHKA
COTPYIHUKOB  CIYXOBbl ~ JENONPOM3BOJCTBA.  THIIOBOE
[lonoxenue o ciyx0e IEJIONPOU3BOJACTBA, IIOJIOKEHUE
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crp. 10 IlepBslii 3x3eMILIAP KOITHS Ne

KOHKpPETHOM OpraHu3aium.
Otanbl  00paOOTKHM BXOISMIIMX JOKYMEHTOB: TIPHEM,

TepBOHAYATbHAS 00paboTKa, MpeIBapUTEIHLHOE
paccMoTpeHue W pacmpenerneHue, perucrpanus,
paccMoTpeHue PYKOBOJICTBOM, HaIpaBJICHUE

UCIIOJHUTEISIM,  MCTIOJIHGHHE — PE3OJIIONUE,  OTIpaBKa
OTBETHBIX JJOKYMEHTOB.
OO0OpaboTka OTHPAaBISCMBIX JIOKYMEHTOB: COCTaBJICHUC

IIPOEKTA, pacrieyarka, COIJIaCOBaHUE IIPOEKTA,
BU3MPOBaHME, TMOANUCAHKE (YTBEP)KICHUE), PETHCTPALMS,
OTIIpaBKa. AHTUKOpPPYIIIOHHAS MOJIUTHKA

PYKOBOAMTENEH, IIOAIUCHIBAIOIIUX CTPATETMYECKU BaKHbBIE
JOKYMEHTHl. Peructpamus # KOHTPOJb HCHOJHEHHS
nokymeHTOB. CocTaBiieHHEe HOMEHKIATyphl aen. [lonstue
HOMEHKJIaTyphl. THUIOBas HOMEHKJATypa Jej, CBOAHAs
HOMEHKJIAaTypa JeJd OpraHu3alyd, HOMEHKJIATypa el
NoApa3AeIcHU.

HpaKTqucxoe 3aAHATHE: 2

PaGota ¢ cucremMamMu  perucTpandd  JOKYMEHTOB
(meHTpanM3oBaHHasl, IEICHTPATU30BaHHAS, CMEIIaHHas).
DopMbl perucTpauuu (>kypHanbHas, KapTOYHasl,
anekTpoHHas). Munmekcamus gokyMeHTOB. Texymiuii,
NpeynpeaUTENbHbBIN U UTOTOBBINM KOHTPOJb. Perucrpanus
1 KOHTPOJIb UCIIOJIHEHUS TOKYMEHTOB.

CocraBnenue HOMEHKJIATYPBI Jen KOHKPETHOU
OpraHu3allMyi Ha OCHOBE THUIIOBOM HOMEHKJIATYPBHI A€JL.

CamocrosiTesibHast padoTa 00y4ar0OIUXCH:

Co3manue omeporpaMMbl BXOZSIIMX M OTIIPABIISIEMbIX
JIOKYMEHTOB.

Pa6ora B CIIC Koncynsrant [limtoc

Tema 6.

Copaepxxanue yueOHOro MaTepuaJia: 4

Opraanzanust paéoTbl
¢ TOKyMEHTaMH U UX

OKkcmepTu3a IEHHOCTH JOKyMeHTOB. (DopMmHUpoBaHHE U
opopmienue gen. Cpokd  XpaHEHHS JTOKyMEHTOB

o0padoTka (TTOCTOSIHHOTO M BpEMEHHOTO XpaHeHus, 10 10 ner, cBoIre
10 net, noanexamye YHUYTOXKESHHUIO)
[Mpaktnka 1O QopMupoBaHHIO U OQOPMICHHIO JeT C 2 OK 01. OK
Pa3IMYHON IEHHOCTHIO U CPOKaMH XPaHEHUSI. 09 IJIK
ApxuBHoe zaeno. OnepaTuBHOE XpaHEHHE JOKYMEHTOB. 1 1’ K
[loaroToBka JOKYMEHTOB K TIIeperadye Ha apXHUBHOE 1' 2’ K
XpaHeHue. APXUB OpraHU3aIiH, TOCYJapCTBEHHBIH apXUB. ’ 1’ 3
AHTHKOPPYIIMOHHAS ITOJIMTHKA COTPYAHUKOB apXUBOB. '
IIpakTHYecKoe 3aHATHE: 2
[loaroToBka JOKYMEHTOB K TIiepelaue Ha apXHBHOE
XpaHeHHue. 3A0POBbIi 00pa3 KU3HU KaK MPOU3BOJCTBEHHAS 2
HE00XOIMMOCTh aPXHBHBIX COTPYTHHKOB
Tema 7. Coaepxanne yueOHOro MaTepuaJia: 6
DJIEKTPOHHBINH ONEeKTpOHHBIN JOKYMEHTO00O0pOT: MIPENMYILIECTBA, OK 01, OK
AOKYMEHTO000pOT | 00y4eHHEe, OCHOBHBIC MPOrpaMMHbBIC MHPOAYKThL. EBdpar, 2 09, IIK
1C, OKaIbHBIC CUCTEMEL. 1.1, IIK
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Co3anue OCHOBHBIX JIOKyMEHTOB OpPTaHU3alMU B CUCTEME 2 13

1C, KOHTPOJIb IBM)KCHHS M MICTIOTHEHHS
CamocrosiTenbHasi paboTa odyuyarommxces: [louck
nHGOpPMALIMHN B TeOMH()OPMAIIMOHHBIX CUCTEMAaX.

Bcero 36

3. YcaoBus peanu3danum JMCIHUILINMHBI

3.1. TpeboBaHUSA K MUHUMAJILHOMY MATEPHAIbHO-TEXHUYECKOMY 00ecnedeHnIo

00ecreueHunto

KabuHer JOKyMEHTAIIMOHHOTO OOecnedYeHus YIpaBlieHUs— ydeOHas
ayIuTOpHsl JIJI1 TIPOBEICHUS JICKIIMOHHBIX W TPAKTUYECKUX 3aHITHH,
TPYIIIOBBIX W WHIWBHAYAJIbHBIX KOHCYJIBTAIMH, TEKYIIEr0 KOHTPOIS |
npoMmexxyTouHnoit arrectaruu Ne 207. 454119, YensOunckas o01., T.
Uensabunck, yi. Kponmraarckas, a.10.Hexunoe 3qanue (yaeOHbBIN KOPITYC)

OCHOBHOE 00Opy/IOBaHHE: y4yeOHass M CIeIUaIu3upOBaHHAs MeOelb,
yuyeOHas JockKa, pabouune wMecta s oOydarommxcs, paboyee MecTo
npenojaBaresis, 000py0BaHHOE C BHIXOJIOM B ceTh IHTepHET

HAa0Opbl  IEMOHCTPALIMOHHOTO  O0OPYIOBaHUS: MYJIbTUMEIUNHBIN
KOMILJIEKC MOPTATUBHBIN (HOYTOYK, I€MOHCTPALMOHHBINA SKpaH, MIPOEKTOP)

y4e0HO-METOINYECKAst TOKYMEHTAIINS: TTOCOOMS, TIJIaKaThl, HATJISTHBIHA
Y pa3gaTOYHbIN MaTepua

[Iporpammuoe o6ecnieuenne: Windows 10 (cpok AeiCTBUS JTHUIICH3UU:
OeccpodHO)

IHomemeHnus NI OpPraHu3anuu CaAaMOCTOSITEJILHOM 7|
BOCIIMTATEJIbHOM PadoThI

1. bubnmuoreka, ywmrtanpHbI 3a1 Ne3 ¢ BeIXogoM B HMHTEepHET -
TTOMEIIICHHE JIJIS1 OpTraHU3alluA CAMOCTOSITEIIBHON U BOCITUTATEIIBHON PabOTHI.

OcHoBHOE 00OpyZOBaHWE: CTEUIAKW KHIWKHBIEC, Kadeapa BblIayu
JUTEPATYPHI, BEICTABOYHBINA CTEIUIAXK, IIKA(bI, CTOJIbI, CTYJIbs, KOHIUIIHOHED,
O MepCOHAIBHBIX KOMIIBIOTEPOB C TOJIKIIOYCHHEM K WH(OOPMAIMOHHO —
TEeJIEKOMMYHUKAITMOHHON ceTn «HTepHeT»; ydyeOHas MeOelb, MPOEKTop,
AKpaH, KOHAULIKOHED.

[Iporpammuoe ob6ecneuenue: Microsoft Windows Professional 7
Russian Academic OPEN No Level (Cpok neiictBus - 1o IIOrOBOpY);
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Microsoft Office Professional Plus 2010 Russian Academic OPEN 1 License
No Level (cpok netictBusi — mo npororopy); AtuBupyc Kacrepckoro (cpok
nevctBus — 1o jgoroBopy); Koucynbrantllimoc (cpok peicTBus — 10
norosopy); HOb (cpok neiicTBrs — o 10rOBOPY).

HeorpannyeHHblil 1OCTYyNl K 3JEKTPOHHO-OMOJIMOTEYHBIM CHCTEMAM
(37IeKTpOHHBIM ~ OMOJIMOTEKaM), B  JJIEKTPOHHYIO  MH(OPMAIMOHHO-
o0pa3zoBaTenbHYI0 CpeAy 00pa30BaTEIbHON OpraHU3aluy; K COBPEMEHHBIM
npoecCHOHAIbHBIM 0a3aM JaHHBIX M HWH(QOPMALMOHHBIM CIPABOYHBIM
CUCTEMaM.

2. AxrtoBpIii 3am Ha 483 MecTa ¢ BBIXOJOM B ceTh WHTEpHET - s
IPOBE/ICHUS] HAyYHBIX KOH(EpPEHIM, CEMHUHApPOB - TOMEIIECHUE s
OpraHu3alMK BOCIIUTATEIHLHON pabOTHI.

TexHuuyeckue cpencrtsa oOOy4yeHUs JUIsl TPOBEACHUS  3aHATUM:
MYJIETUMEIUIHBIA KOMIUIEKC MOPTaTHBHBIA (HOYTOYK, JAEMOHCTPALMOHHBINA
AKpaH, IPOEKTOP).

OcHoBHOE 000pyIOBaHME: COBPEMEHHOE 3BYKOBOE, CBETOBOE U
BUJIE0000PYI0BAHKE.

3.2. UndopmauuonHoe odecreyeHue pean3aliu NporpaMmmabl

[lepeuenb pekoMeHAyeMbIX Y4eOHbIX Wu3naHui, HHTEepHeT-pecypcos,
JOTIOJIHUTEIIbHOW JINTEPATYPBI:

OcHosHas tumepamypa:
1. Ky3nenoB, W.H. JlokyMeHTanmumoHHOEe oOecriedeHUue yIpaBJICHHS.

JIOKyMEHTOOOOPOT U JIEJIONPOU3BOJCTBO : YYEOHHK M TPAKTUKYM I CPEIHEro
npodeccuonanbHoro oopazosanus / U. H. Ky3nenos. — 4-e uzn., nepepad. u gom. —

MockBa : M3pmarensctBo  IOpaiit, 2023.— 545c¢.— (Ilpodeccuonanpnoe
obpazoBanue). — ISBN 978-5-534-16004-8.
2. bacakoB, M. H., JlokymeHTanmoHHOe oOecrieueHue ynpaBjieHus (cC

OCHOBaMH apXuBOBeeHUs) : yueOHoe mocodue / M. U. bacakoB. — Mocksa : KnoPyc,
2023. — 216 ¢. — ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724
(mara obpamenust: 26.01.2024). — TekcT : 3eKTPOHHBIM.

3. Bapmyna, B. B., [lokyMmeHTalmoHHOE oOOecCIeueHUe YIpaBICHUS
yueOHuk / B. B. Bapmyna. — Mocksa : FOctunus, 2022. — 271 ¢. — ISBN 978-5-
4365-8902-2. — URL.: https://book.ru/book/942707 (mata obpamenus: 26.01.2024).
— TEeKCT : AIIEKTPOHHBIMN.
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4. KopueeB, W.K. JlokyMeHTallmoHHOE oOOECIIeUeHUE YIpPaBICHUS :
y4eOHMK ¥ TPAaKTHKyM JUIS CpeAHero mpodeccuoHaabHOro oOpa3oBanus /
. K. Kopuees, A. B. [lmenko, B. A. Mamypnes. — 3-¢ uza., mepepad. u gom. —
Mocksa : MsmarensctBo  [Opaiir, 2023.— 438 c.— (Ilpodeccronanpuoe
obpazoBanme). — ISBN 978-5-534-16002-4. — Tekctr : DICKTpOHHBIA  //
Oo0pazoBarenbHas iardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523611
(mara obpamenusi: 26.01.2024).

5. KysuenoB, W.H. JlokymMeHTanm@oHHOE OOCCIICUCHUE YIIPABIICHUS.
JIOKyMEHTOOOOPOT M JIEJIONPOU3BOJICTBO : YUYCOHHUK M TMPAKTUKYM ISl CPEIIHETO
npodeccuonanbHoro odpazosanus / Y. H. Ky3neuos. — 4-e u3a., nepepad. u gom. —
MockBa : M3pmarensctBo  IOpaiit, 2023.— 545c¢c.— (Ilpodeccuonanpnoe
obpazoBanme). — ISBN 978-5-534-16004-8. — Tekctr : DICKTpOHHBIA  //
Oo0pazoBarenbHas iardopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/523613
(mara obpamenusi: 26.01.2024).

6. Ky3nenoBa, M. B. JlokyMeHTalmoHHOE OOCCIeUCHNUE YIPABICHUS :
yueonoe mocobue miusi CIIO / U. B. Kysuemnona, I. A. Xavarpsn. — 2-¢ uzn. —
Caparos : IIpodoOpazoBanne, At [lm Op Menna, 2019. — 166 ¢c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : 37CKTPOHHBIN // DACKTPOHHBIA pecypc

uudponoit obpazosarenbHoi cpenpl CIIO PROFo6pazoBanue : [caiit]. — URL:
https://profspo.ru/books/80326
7. [yBanoBa, H.H. [loxymenTtanmonHoe oOecrieueHrue YNpaBIeHUS :

yu4eOHHK ¥ TPAaKTHKyM JUIS CpeAaHero mpodeccuoHaabHOro obOpasoBanus /
H. H. lllyBanoBa. — 3-e uzn., mepepad. u momn. — Mocksa : MU3natensctBo FOpaiiT,
2023. — 247 ¢. — (Ilpodeccuonanbroe obpazoanue). — ISBN 978-5-534-16538-8.
— Texcr : snextponnbii // OOpa3zoBatensHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531240 (nata obpamenus: 26.01.2024).

Jlonoanumenvuasn iumepamypa

1. Ab0OOM TIEPBUYHBIX JOKYMEHTOB: DiekTpoHHas kuura (1 CD).- M.: ]|
«PaBHOBecue».- (Cepus [enoBbie JOKYMEHTBI», BBIIL. 6).

2. PerxakoB A.I1. OOpa3iel JOKYMEHTOB IS TpakaaH: DIEKTPOHHAST KHUTA
(1 CD).- M.: U]1 «PaBHOBecHEY.

3. CnpaBoyHo-nipaBoBas cuctema «[ apant».

4, CnpaBouHo-nipaBoBas cuctema «Koncynbrantllinrocy.
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5. Iroct P 7.0.97-2016. HanuoHnanbHblii  cTanmapt Poccuiickoit
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4. KOHTPOJIb U OLIEHKA Pe3yJIbTATOB 0CBOCHUS IV CHUIITIMHbBI

KoHTposib 1 o11eHKa pe3ysIbTaTOB OCYILECTBIACTCS MPENOAaBaATEIIEM B POLIECCE
MPOBEACHUA TEOPETUYECKUX M TPAKTUYECKUX 3aHATUN, HANpPaBJICHHBIX Ha
dbopmupoBaHrue 0o0HMX M TpodeccHoHaTbHBIX KoMIleTeHIuH. st dhopmMupoBaHus,
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KOHTPOJII M OHCHKH PE3YJIbTATOB OCBOCHHA AIUCHUIIIMHBI HCIIOJB3YCTCA ®OC mno

JTUCIIATUINHE
O6mas/mpodeccrnoHanbHass KOMITIETCHITUS THI OIEHOYHBIX CPENICTB

OK 01. BpiOupare  cmocoObsl  pemeHuss  3anaq | Texymmi KOHTPOJIb:
npodeccHOHANBHON  JESATETbHOCTH MPUMEHHUTEIBHO K | - TECTUPOBAHUE;

pa3IMYHBIM KOHTEKCTaM - YCTHBIH OMpocC;

OK 09. ITons3oBaThcs TPohECCHOHATBHON JOKYMEHTAIUEH | - OLIEHKa MOATOTOBJICHHBIX
Ha TOCYJJapCTBEHHOM oOy4armuMucs COOO0IIIeHUH,
Y MHOCTPAHHOM SI3BIKaX JIOKJIaJI0B, MYJIbTUMETHIHHBIX
ITIK 1.1. OcymiecTBasTh NPOPECCHOHAILHOE TOJKOBAHUE | IPE3CHTALIMIA.

HOPM IIpaBa

[IK 1.2. IIpuMeHsATh HOpMBI MpaBa JJIsi pElICHHs 3a7ad B
podecCHOHALHOM IeATEIIBHOCTH

I[IK 1.3. Brmagers HaBBIKAMU MOATOTOBKH IOPHUIMYECKUX

[IpomerxyTouHas arTecTanus:
-T€CTUPOBAHUE;
-BOIPOCHI 110 TEMaM JIUCLUILINHBI;

JOKYMEHTOB, B TOM  YHCJIE€ C  HCIOJb30BaHHEM | “PCLICHUC CUTYallMOHHBIX 3a/1a4
WH()OPMAIMOHHBIX TEXHOJIOTUH
HpH H€O6XOI[I/IMOCTI/I HHBaJINJ1aM 51 JIMOaM C OT'paHUYCHHBIMHU

BO3MOXHOCTSIMUA  3JI0POBbsSI IIPEIOCTABISAETCS JOIOJHUTEIBHOE BpEMS JUIA
IIOArOTOBKHU OTBETA IPU NPOBEICHUU ITPOMEKYTOUYHOU ATTECTALIUU.
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