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(dbopMHpyeMbIe B pe3yIbTaTe
OCBOEHUSI IUCLIUIIIIMHBI

ConeprkaHue JUCITUTUIMHBI

Tema 1. IIpeamer, conep:kanue u 3aadu Kypcea.

Tema 2. Ilowstue o gokyMeHte. @DOyHKIUMHU, CBOWCTBA,
KJaccu(uKaIus JT0KyMEHTOB

Tema 3. CoBpeMEeHHOE 3aKOHOJATEIbHOE pEryJIUpOBaHUE U
HOPMaTHUBHO-METOIUYECKOE obecrieyeHue B o0mactu
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OO0mmas Tpy10eMKOCTh
TACIUIUIAHBI

OOmast TpyI0eMKOCTh JUCHUILIHHBI COCTABIISCT 3 3aYCTHBIC €IWHHIIBI
(108 yaca)

®dopma npoMeKyTOUHON
aTTeCcTalluu

3aueTr
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1. Iless 1 nepevyeHb IVIAHNPYEMbIX Pe3yJIbTATOB 00y4YeHHs N0 JMCIUILIHHE,
COOTHECEHHBIX C IVIAHUPYEMBbIMH pe3y/JibTaTaMHU OCBOECHHS IPOrpaMMbl 0aKkajiaBpuarta

Lenpro m3ydeHus: AUCIUIUIMHBI «Jl[OKyMEeHTaIlmOHHOE oOecneueHne mpodeccnoHambHON
NEeSITeIbHOCTH» SIBIIIETCS (POPMHUPOBAHUE Yy CTYACHTOB KOMIUIEKCA 3HAHUH TEOPETHUECKUX
OCHOB M TMOJy4YeHHE HAaBBIKOB HCIOJIb30BAaHUS MPAKTUUYECKUX TEXHOJOTHH OusHec-
IUTAHUPOBAHUS JICSITEIBHOCTH MPEANPUATHS KaK CyOBbeKTa KOHKYPEHTHOH Cpeibl.

B pesymbrare ocBoenus OIIOIl OakamaBpuara o0O0ydYaromUCs JJODKEH OBJAIETh
CIIEITYIOIIMMH pe3yIbTaTaMy OOY4eHHUS M0 JUCIUILINHE:

Koapl Pe3yabTaTsl IlepeyeHb MIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUS
KOMIIETEHIINHT ocsoenus OITIOII 10 TMCIUIIINHE
I[1K-4 CnoocobeHn [IK-4.1 3Haer OCHOBBI [1€IOBOM JOKYMEHTAIIUU,
OCYIIECTBIISTh IIeTONIPON3BO/ICTBA, HOPMAaTHBHOM 0a3ml,
JIOKYMEHTAIbHOE [periiaMeHTUPYIOLIEH AesITeTbHOCTh SKOHOMHUECKOTO
odopmIIeHHE pENICHUH |CyOBEeKTa,
B YIIPABJICHUU [1K-4.2 Ymeer pa3pabarbIBaTh OTYETHBIE
OTIEPAIIMOHHOMN ITOKYMEHTBI 0  JIeATENbHOCTHU CTPYKTYPHBIX
(MpOM3BOJACTBEHHOW)  [MOJpa3feieHuil OpraHu3alud B COOTBETCTBUU C
EeATEIbHOCTRIO HOpPMATHUBHON 0a30i SKOHOMHYECKOTO CYOBEKTa U
OopraHu3aIui. BHYTPEHHUMU PETJIAMEHTAMU;
T1K-4.3 Baaneer HaBBIKaMH PYKOBOJICTBA
[pa3paboOTKOI OTYETHBIX JOKYMEHTOB O JACSITEIHLHOCTH
CTPYKTYPHBIX oApa3aeIeHUM OpraHu3aIlNH,
[peasin3anyy OTACTbHBIX OU3HEC-TTPOIIECCOB

2. Mecto nucuuminnsl B ctpykrype OIIOII 6akanaBpuara

Huctmmuaa  bl. B.06  «JlokymeHTanmoHHOe obecreueHne TpodeCcCHOHATBHOM
NEeSTEIbHOCTH» OTHOCUTCS K YacTh, GopMHpyeMol ydacTHUKaMu 00pa30BaTebHbIX OTHOLICHHIA
6moka 1. «ducuunnunsl (Mogynu)» yuebnoro rana OITOII GakanaBpuaTa Mo HampaBICHUIO
noarotoBkn  38.03.02  «MenemkmenT», npodwip «Crnenmaruct 1O YIPaBJICHHUIO
opranmzanueit». ucuurmumba — «JlokyMeHTaloHHOe obecriedeHne npodeccHoHaIbHOM
JEATETLHOCTHY» HW3Y4aeTCsl OOYYarOIIMMHUCS OYHOHW M OYHO-3204YHON (opMbI OOydeHUs B 5
ceMecTpe.

[Ipy m3ydyeHunm NaHHOW ITUCIUIUIMHBI OOYyYaroUIMiicsl MCHOJb3yeT 3HAHUS, YMEHHUSA U
HaBBIKM, KOTOpbIE€ C(HOPMHUPOBAHBI B TPOIECCE H3YUYECHHUS TPEALICCTBYIOMIUX TUCIUILIIMH:
«Ympasinenue opucom», «MeHeIKMEHT», «YIpaBiIeHHE IEPCOHATIOM OpraHU3aIUI.

3HaHWs, YMEHUS W  HAaBBIKK, TONyYEHHBIE TPU  HM3YyYECHUH  JUCIHUILTAHBI
«/lokyMeHTanmmoHHOE obecreueHrne MpoPEeCcCUHOHATHHOM NEATETBHOCTHY», OYyAyT HEO0OXOIMMBI
JUIS YTITYOJIEHHOTO M OCMBICIIEHHOTO BOCHPUSTHS JAUCHUILIUH: «YTIPAaBICHYECKHH y4eT U ydeT
nepcoHana», «OCHOBBI YIIPaBICHUECKOTO KOHCYIbTHPOBAHUS.

3. O0beM AUCHMILINHBI B 324€THBIX €IMHUIIAX C YKA3aHHEM KOJHYecTBAa aKaJeMHYeCKUX
4acoB, BbIIEJEHHBIX HA KOHTAKTHYIO pa0oTy 00y4alIHUXCs ¢ mpenojaBaresieM (10 BUIAM
3aHATHI) M HA CAMOCTOAATEIbHYI0 padoTy 00y4aroIuMXxcst
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OO6mast TpyaoeMKoCTh (00BEM) MUCIUTUITMHBI COCTABJSET 3 3a4eTHBIX €IMHHUIBI (3.€.),

108 akameMHU4ecKHX Jaca.

3.1. O0béM TMCHUIUIMHBI 10 BHAaM Y4eOHbIX 3aHATHII (B Yacax)
st ouHo popmbl 00yUeHust
OO6mmas TpyA0€MKOCTh AUCITUIUIMHBI COCTABIISET 3 3a4€THRIX eauHuIbl 108 yaca

O0BEM THCHUTIINHBI

Bcero yacos

OO01ast TPYA0EMKOCTh TUCITUTLIAHBI 108
KonrakTHas pabora 38
AynuTtopHas pabora (BCero): 38
Jlexun 26
CeMuHapbl, IPaKTUUECKUE 3aHATHS 12
CamocrosiTenpHast paboTa o0ydaronuxcs (BCero) 70
Kypcosast pabota -
3auer +
OJK3aMEH -

st 0uHO0-3204HOI popMBbI 00yUeHM S
OO6mas TpyA0EMKOCTh TUCIUTUIMHBI COCTaBIACT 3 3a4€THRIX equHuIlbl 108 yaca

O0BEM THCHUIIINHBI

Bcero yacos

OO611ast TPYI0EMKOCTh JUCITUTITUHBI 108
KonrtakTHas pabora 28
AynautopHas pabora (BCero): 28
Ulexmn 18
CeMuHAphl, TPAKTUYECKUE 3aHSATUS 10
CamocrosTenbHas pabota o0ydaronmxcs (BCero) 80
Kypcosast pabota -
3auer +
DK3aMeH -

4. Conep:xanmue TMCHUILIHHBL, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3jesaMm) ¢
yKa3aHUeM OTBEJeHHOI0 HA HUX KOJMYEeCTBA aKaJeMUYeCKUX YaCOB U BHI0B
Y4eOHBIX 3aHATHH
4.1. Pa3genpbl IMCHHUIVIMHBI M TPYA0EMKOCTb 110 BUAAM Y4eOHBbIX 3aHATHH (B
aKaJeMUYeCKHUX Yacax)

HaumeHoBaHue TeMbI Bcero KosaunuyectBo 4yacos
KonrakTHas paGora Bueayaur.

=2 padora

% o Q Jlekuunm | Ilpaktuyec | Camocr.

- S 2 KHe pabora
-

o o o o o o o o

S S S

e 1 X | & | 2| 8|3
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Tema 1. Ilpenmer, copepxkanue u| 10 12 ) ) ] 10
3aJaui Kypca.
Tema 2. Ilonatue o0 JOKyMEHTE.
DyHKIHH, coiicrea,| 10 | 10| 4 | 4 | 2 | 2 | 10 | 10
KJaccu(uKaIus JTOKyMEHTOB
Tema 3. CoBpemMeHHOE
3aKOHOJATENILHOE PEryIupOBaHUE U
HOPMAaTUBHO-METOINYECKOE 16 14 4 2 2 2 10 10
o0ecrieyeHue B obnactu
JEIIONPOU3BOJCTBA U ApPXUBHOTO
Jena.
Tema 4. CrpykTypa JTOKYMEHTA.
TpeboBanus K oopmienuro| 16 14 4 ) ) ) 10 10
PEKBU3HUTOB CITYEOHBIX
JIOKYMEHTOB
Tema 5. Buzapl 67aHKOB CITy>KeOHBIX
JIOKYMEHTOB, MPOEKTUPOBAHUE = 14 2 2 2 2 8 10
OJIaHKOB
Tema 6. Cucrembl IOKYMEHTAlIMH. 14 12
Odopmiienue YIPaBIECHYECKUX 4 2 2 8 10
JTOKYMEHTOB
Tema 7. Texuomoruum paboTel c| 12 14 2 2 2 2 8 10
JIOKyMEHTaMU
Tema 8. OcoOeHHOCTH pabOTHI ¢

. L 12 12
JTIOKYMEHTHPOBAaHHOW HH(POpMaITHEH 4 2 8 10
OTPAHWYEHHOTO JIOCTYIa
Bceero no qucuuinze 108 | 108 | 26 | 18 | 12 | 10 | 70 | 80
KonTtpoJib: 3auer + +
Hroro 108 | 108 | 26 18 12 10 70 | 80

4.2. Cogepxxanmne TUCUMILIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

Tema 1. IIpeamer, coaepkaHue M 3a1a4M Kypca.

3HaueHue JTOKYMEHTOB B Pa3lIMYHBIX OONACTAX JAeATeIbHOCTH obmiecTBa. JJokymMeHT B cdepe
npaBa W yHpasieHHA. Poib JOKyMEHTOB B HSKOHOMHKE, COIMAJIBHBIX Mporeccax. HaydHo
UCTOpHUYECKast U TPAaKTUYeCKasl IIEHHOCTh TOKYMEHTOB. [Ipenmer u 3amaum xypca. JJokyMeHT —
OCHOBHOHM OOBEKT JTOKyMEHTOBEIYECKHX HCCIICJOBAHUI Ha pPAa3HBIX YPOBHSX: OTIEIbHBIN
JOKYMEHT, CUCTeMa OKYMEHTOB M BCS COBOKYITHOCTH CHCTEM JOKYMEHTAIMH, OTpakaromiast
JIeCTBUTENbHOCTh. CTAHOBJICHHE U PA3BUTHE TIOKYMEHTOBEACHMS, KAK HAYYHOW JUCIUILTUHBL.
CoOTHOIIICHNE TIOHSATHHA «TOKYMEHTOBEACHHUEY, <JIEIONPOU3BOACTBO», «IOKYMEHTAIMOHHOE
obOecrieueHne yIpaBIeHUs», «HHPOPMAITMOHHO-IOKYMEHTAIMOHHOE obecredeHne». CBs3b
JOKYMECHTOBEJICHUSI C HWCTOpPHEH, apXWBOBEIACHUEM, TIPAaBOBHIMH U HWH(POPMAIMOHHBIMH
TUCIUIUIMHAMHU, C TEOpPHEH YIpaBlIEHUS, C HDKOHOMHUYECKUMH, TEXHUYCCKUMHU HAyKaMH.
Wcrounnkn Ui W3ydeHHWsl Kypca. 3aKOHOAATENbHBIE aKThl W MaTepuaibl. PykoBogsmine
JOKYMEHTHI MO cTaHmaptu3anuu. Kiaccuukatopbl TEXHUKO-DKOHOMHUYECKOW W COLMATLHOM
uHpopMmanuu. EnuHas TOCyIapCTBEHHas CHUCTeMa JIOKYMEHTAI[MOHHOTO  OOecCTieueHHS
yrpaBineHus. TumoBas WHCTPYKIUS TIO JEJONPOM3BOJICTBY B (pemepanbHBIX OpraHax




HCIIOJIHUTENLHON BIIACTH. MCTO,Z[I/I‘-IGCKI/IC PCKOMCHAAIN B o0actu ACJIONMPOU3BOACTBA U
APXHUBHOI'0 JcJ1a.

Tema 2. [lonsitue 0 nokymeHTe. OYHKIMH, CBOICTBA, KJIAaCCH(PUKALMS JOKYMEHTOB
TepMmuHONIOTHA, HCIONB3yeMas Npu pabore ¢ AokymMeHTamH. [IpaBoBOM, ympaBieHUECKUH H
HCTOPUYECKHI aceKThl B ONpeAeseHuH JoKkyMeHTa. MlHpopManmonHas CylHOCTh JOKYMEHTa U
€ro HENOCPEACTBEHHAs CBS3b C MaTepUalIbHBIM HocuTedeM. JoKyMeHTHl odunuambHbIe
(cmy>xeOHbI€), TMUHBIE (TIEPCOHATBHBIC) U JIMYHOTO MPOUCXOXKACHUS. JJOKYMEHTHI pYKOITUCHBIC
U U3TOTOBJIEHHBIE C IOMOIIbI0 TEXHUYECKUX CPEACTB. «IDJIEKTPOHHOE» NOKYMEHTHPOBAHHUE.
[Tonmu QyHKIMOHANBHOCTH JOKYMEHTa U cocTaB (pyHKuuH. [TOHATHS <« TOKyMEHTHpPOBaHHEY,
«CpeACTBa JOKYMEHTHUPOBAHUS», «CIMOCOOBI JTOKYMEHTHPOBAHHS». TEKCTOBOE, TEXHUYECKOE
JIOKYMEHTHUPOBAHUE. DOTO-TOKYMEHTUPOBAHHE. KunogokymentupoBanue, o0nacTb
npuMeHeHus.  MarTepuanbHple  HOocUTenn  WHQOpPMAMM W WX KIACCU(UKAIIUAL
JoxymentupoBanHas nHbopManus u ee cBoiicTBa. KOpumnueckas cuia — OCHOBHOE CBOMCTBO
nokymenta. lOpupuuecku 3HauMMble pPEKBU3UTHL. OpUTHHAIBHOCTb, MOJJIMHHOCTH H
KONMMUMHOCTh JTOKYMEHTOB. IOpuanueckas cuna komuii u TenedakcoB. HoTapuanbHble KOMHH.
[MognmuuHBIE W TOIJIOKHBIE JOKYMEHTHL. Kiaccudukanus JOKYMEHTOB TIO pPa3IMYHBIM
pU3HAKaM B 3aBUCUMOCTH OT COJIEp)KaHUs, HAUMEHOBAHUS, 110 CTETIEHU YHU(PHUKALIUU U JIp.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJiMpoBaHMe U HOPMATHBHO-METOAUYECKOe
olecrieyeHue B 00/1aCTH 1eT0NIPON3BOACTBA M APXUBHOIO JieJia

Knaccudukanus 3akoHOAATENbHBIX, HOPMAaTUBHBIX, METOJUYECKUX MaTEpHUaOB, KacCArOIIMXCS
BOIIPOCOB JIOKYMEHTHPOBAHHUS ¥ OPraHU3aluu pabOThl C TOKYMEHTaMHU. 3aKOHOATEeIbHbIE aKThI,
MOCTAHOBJICHUS U pACTIOPSKEHUs MpaBuTenbeTBa Poccuiickoit @eaepanuu, periaMeHTHPYIOIIHeE
IpaBOBbIE HOPMBI Ha (QenepaJbHOM ypOBHE IpH paboTe ¢ JokyMeHTaMmu. lIpaBoBble aKThI
HOPMAaTHUBHOTO ¥ MHCTPYKTHUBHOTO XapaKTepa, METOANYECKHE MaTepHalIbl 1O JeIONPON3BOACTBY
OpeanpusTHii, opranmsanuii, yupexxaenudd, ¢upM. ['OCTel Ha  JZOKYMEHTAIHIO.
OO6mepoccuiickie KiacCu(PUKaTOpbl TEXHUKO-DKOHOMHUYECKON W COIMAIBHOW HH(POPMAIIHH.
l'ocynapcTBeHHass cucTemMa JIOKYMEHTAIlMOHHOTO oOecreueHus yrpaBiieHus. PerimameHTanus
JIEIIONPOU3BOJICTBA HA BEJOMCTBEHHOM ypoBHE. OpraHu3alliOHHbIE JOKYMEHTBHI MPEeANPUATHI,
YUpPEXKJEHUN, OpraHu3aluii M TOCYJapCTBEHHbIX OpraHoB Biactu. KopnopaTuBHoe
JIEJIONPOU3BOICTBO.

Tema 4. CTpykrypa noxkymenta. TpeOGoBaHusi K 0pOpPMIICHUI0O PEKBU3UTOB CJIY:KEOHBIX
JOKYMEHTOB

VYuudukauus u craHmapTuzanus JOKyMEeHTOB. DopMylsp COBPEMEHHOrO YIpaBiIE€HYECKOIO
nokymenta. CocTaB pPEKBH3UTOB, HX pacnojoxeHue. Dopmymsp IOKyMeHTa, (OpMYIsp —
obpazen. TpeGoBanusi k ohOpMIICHHIO PEKBH3UTOB. llopsmok 0003HaUYeHHS HAMMEHOBAHUS
OpraHu3aliiil - aBTOpa JOKYMEHTa, CIIPaBOYHBIC JbIHHBIE 00 aBTOpe. Buabl JTOKyMEHTOB,
onpezensieMble 3aKOHOAATEIbHBIMM W HOpMAaTHBHBIMU akTamu. (OOo3HaueHue ajapecara.
[Topsimox odopmieHuss mouyroBoro anpeca. JlaThl JOKyMEHTa M TMOPSIOK MX OQOPMIICHUS.
y,Z[OCTOBepeHI/Ie AOKYMCHTA — IMOANUCH, NICUATh, YTBCPKIACHUC, COTJIACOBAHHC. OTMeTKH Ha
nokymente. TpeboBaHue K coOJIEp)KaHHUIO M O(QOPMIIEHUIO Pe30dIoIuu. TeKCT NOoKyMeHTa —
OCHOBHAsl €ro cojepkareibHas dacTh. OOmue TpeOoBaHHS K TEKCTaM JOKYMEHTOB. TeKcrT,
opopMIIeHHBIII B BHJe TaOMUIBl, aHKeThl. CBA3HBIA TEKCT - O3TO MOCJeI0oBaTelbHas,
rpaMMaTU4YeCKH M JIOTUUECKU coryiacoBaHHas MHQopmauus. TpadapeTHble, TUIIOBBIE TEKCTHI.
TunuyuHble S3bIKOBbIE OUTMOKHU B TEKCTAX CIIY:KEOHBIX JOKYMEHTOB. PejakTupoBanue TekcTa.

Tema 5. Buabl 0J1aHKOB CJIy:KeOHbIX JOKYMEHTOB, IPOCKTHPOBAHUE 0JIAHKOB
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[lonarue «OnaHK HOKyMEHTa». Bl OJaHKOB M MOPSIIOK PACIIONIOKEHHS] PEKBU3UTOB B OJaHKe
(yrioBoe u neHTpoBanHoe). OOt O1aHK, OJIaHK MUChMA, OJIAaHK JOJDKHOCTHOTO JIMIA, OJaHK
KOHKPETHOTO BHJA JIOKYMEHTa, OJaHK CTPYKTypHOro mnojapasaeneHus. CocTaB pPEeKBU3UTOB,
Ha3Ha4YCeHHE, 0COOCHHOCTH O(DOPMIICHHS PAa3IMYHBIX BHUIOB OJIAHKOB. biaHku ¢ m300pakeHneM
rocyapcTBeHHOro repba u repba cyowrekra deaepanuu. OcobeHHOCTH pabOTHI ¢ OJIaHKAMU ¢
repOOBOM CHUMBOJIMKOW. Yder OnaHkoB 1o BujpaMm. dopmaTel OYMaKHBIX JOKYMEHTOB.
TpeboBaHMs K U3TOTOBIEHUIO TOKYMEHTOB.

Tema 6. Cucremsl fokymMenTannu. OgopmiieHue ynpapjieH4eCKHUX JOKYMEHTOB
YHuuuupoBaHHbIE CHUCTEMBl JIOKYMEHTAllMHM, JCMCTBYIOLUIME B  HACTOAILIEE BpEMS.
lNocynapcrBenHas cucrema JoKymMeHTauuu. OpraHn3aliMOHHO-IIPABOBBIE JOKYMEHTHI - YCTaBBbl,
MOJIOKEHHUS, WITaTHbIE pACHHUCAaHMs, CTPYKTypa M IITaTHAas YHUCIEHHOCTb, perjiiaMeHThl
UHCTPYKLIIMM W Jp.; MX Ha3HaueHHWe M OCOOeHHOCTH odopmieHus. PacnopsaurenbHbie
ToKyMeHThl. MH}opMannoHHO-CIIpaBOYHbIE JOKYMEHTHL. PasHoBHIHOCTH HMH(DOpPMAIIMOHHO-
CIPAaBOYHBIX IOKYMEHTOB, UX COCTaBJeHUE U oopmiieHue. [lenoBas nepenucka, BhIMOIHSAIONIAs
GYHKIHMIO CBSI3M MEXAY OpraHu3anusiMd. MHOrooOpasue BHJIOB TEPENHCKA M CIOCOOBI e
nepeaayn. OcoOEHHOCTH JOKYMEHTUPOBAHUS JAEATEIbHOCTH KOJUIETHAIBbHBIX opraHoB. Cuctema
MJIaHOBOM JoKyMmeHTaruu. CuctemMa OT4eTHOW mokymeHTanuu. KamgpoBas moxymeHTarus (1o
angHOMY cocTaBy). OcobeHHoCcTH O(OpMIIeHHS pe3loMe, 3asBICHUHM, aHKET, aBTOOHOrpaduii.
Cucrema Oyxraiarepckoil AokymeHTanuu. [lepBudHble yyeTHbIE JOKYMEHTBI, OCOOEHHOCTH MX
oopmnenus. CBOHbIC yUETHBIE JOKYMEHTHI.

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMeHTaMHU

Oranbl M TNOPAIAOK JBMXKEHHMS [JOKyMeHTOB. OpranHuzanust paboThl € HOCTYNAIOUIMMU
(«BXOASAIIIMU») nokymentamu. llopsmok  opranuszaunuu pa60TbI C  OTIPABIISIEMBIMUA
(«rcxonAmKMn») foKyMeHTamu. [IpaBuiia opranuzanum paboThl ¢ BHYTPEHHUMH JTOKYMEHTaMH.
HG.HI/I U OCHOBHBIC NPUHIOUIIBI PCTUCTpAllUU JOKYMCHTOB. Hasznauenue u BUJIbI HOMCHKJIATYPbI
nen. TpeGoBaHus, NpeAbABIsEMbIE K COCTABICHUIO U 3alIOJIHEHUIO (POPMBbI HOMEHKIIATYPHI J1€
opranuzanuu. Cpoku xpaHeHus aeil. OTBETCTBEHHOCTh 332 COXPAHHOCTb OKYMEHTOB. lloHdATne
«OQKCIIEpTU3a LIEHHOCTH IOKYMEHTOB». HOpMaTMBHO-METOINYECKHUE U TEOPETUUYECKHE OCHOBBI
MMPOBCACHU SKCIICPTU3BI HEHHOCTU JOKYMCHTOB. HpaBI/IJIa nepeaadyun A€ Ha XpaHCHUC B apXUB.

Tema 8. OcobGenHocTH padoOTBI ¢ JOKYMEHTHPOBAHHOW HH(poOpManueid OrpaHUYEHHOIO
aocTyna

HopmatuBHO-TIpaBOBbIE  aKThl, pErJIAMEHTUpPYIOIIHE paboTy C  JTOKYMEHTHPOBAHHOM
uHpopMmanueli  orpaHudeHHoro goctymna. CeKpeTHOCTh H  KOH(UICHIMAIBHOCTH B
JIeNTOTIPOU3BOJICTBE B OpraHax TOCYJapCTBEHHOH BiacTu. JloOKyMeHTaiusi, OTHOCSAIIAsICS K
rOCylapCTBEHHOM  TalHe, JOCTyl K Hel rpaxaad. JOKyMeHThI, cojAepKaliue
KoH(QUAeHIMANbHYIO  uHQopMmarmio. Opranmzanust  paboTel ¢ KOHPUACHIHUATHLHBIMU
nokymentamu. [Ipwem u perucrpanusi KOH(QHUICHIHATBHBIX JIOKYMEHTOB, THPQ)XHPOBAHUE H
paccbuika  JToKyMeHTOB. DopmMupoBaHWe KOH(PHICHIHMATBHBIX JIOKYMEHTOB B  Jeja.
Hcnonp3oBaHne OKYMEHTOB M J€l B TEKyIIeM Jelonpou3BojacTBe. Ilopspok XpaHeHUs.
Tunuyeple HETOCTATKH B paboTe MO O00ECNEYEeHUIO 3allUThl TOCYAapCTBEHHBIX CEKPETOB H
BBICOKO 3((EKTUBHOCTH KOH(PHUACHIIUAILHOTO AETIONPOU3BOICTBA.

4.3. ConepxaHue NPaKTHYECKUX 3aHATHI (04HasA ¢gopma o0yueHust)

Tema 2. IlonsiTHe 0 nokyMeHTe. ®YHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
Tema: JIokyMeHT-0CHOBHOI1 HOCUTEIb HHpOpMaLIHU
[Lnan
1. Yro ABaseTcs NpeaMETOM U 00BEKTOM M3YUEHUs AUCHUILINHBI «JlOKYMEHTAllMOHHOE
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o0ecrieyeHue yrpaBaeHHUsI»?

2. KakoBbl ocHOBHBIE 3a7aun JJOY?

3. Uto Takoe nH(pOpMAIsI U Kakue TpeOOBaHUs K HEl MPEAbABISIOTCA?
4. Yto takoe mokymeHT? Kakne yHKIIMM OH BBHITTOTHSIET?

5. J11st yero He0OXOAMMO COXPAHATH JOKYMEHTHI?

6. B yem 3akirodaeTcst ynpaBieHHE TOKYMEHTAMM.

Tema 3. CoBpemMeHHOe 3aKOHOAATEJbHOE peryJiHpoOBaHHe W HOPMATHBHO-MeETOAHYECKOe
o0ecrieyeHue B 00J1aCTH 1eJI0NPOU3BOACTBA M APXUBHOIO J1eJia.

Tema Pacnopsaure/bHbIe JOKYMEHTHI.

[Tnan.

1.3akon.IIpaBuna odopmienus.

2.Yka3.Bunel ero.

3.Pacniopsixenus.IIpaBuna cocraBnenus.

4.I1puka3z.Bune! ero.

S.IIpaBuiia cocTaBiIeHUS IPUKA30B.

Tema 4. CTpykrypa noxkymenta. TpeOGoBaHusi K 0pOpPMJICHUI0O PEKBHU3UTOB CJIY:KeOHBIX
JOKYMEHTOB

Tema IIpaBuisa cocraBijieHusi U1 0()OpMIIEHUSI JOKYMEHTOB

[Lnan:

1.OcHOBHBIE U JOTIOJHUTENbHBIE PEKBU3UTHI.

2.®opmynsp u 6J1aHK JOKYMEHTa

3. Jly1st uero HEOOXOIMMO COXPaHATh JOKYMEHTHI?

4. B ueM 3aKit04aeTCs yIpaBJIeHUE JOKYMEHTaMu?

5.CranmapTu3anusi JOKYMEHTOB.

Tema Buabl 0.1aHKOB ci1y’KeOHBIX JOKYMEHTOB, IPOCKTHPOBaHUE 0JIAHKOB
Tema CnipaBo4HO-MH(OPMAIIMOHHBbIE TOKYMEHTbI.
IInan.
1.CnpaBka-0CHOBHOM JOKYMEHT.
2.IlpaBuna cocraBiieHus U 0POPMIICHHUS CIIPABKH.
3.Tenerpamma.tenedonorpamma.haxc.
4.I1lucpMa-BUOLI UX.
5. JloknagHas.00bICHUTENbHAS U CITy)KeOHAsT 3aITUCKH

Tema 6. Cucremsl fokymenTannu. OpopmieHue ynpapjieH4eCKUX JOKYMEHTOB
Tema OprannzanMoHHbIE TOKYMEHTbI.
[Inan:
1.Ycras.Bunr! ero.
2.IlpaBuna. x coctaBieHue.
3.UucTpykuun.lIpaBuiia ux cocraBieHus.
4.Ilonoxenus.MIx peKBU3UTHI

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMeHTaMHU
Tema JInuHble opuIHAIBLHBIE JOKYMEHThI.
1.IlpaBuna odopmiieHUs 3asBICHUS.
2. IlpaBuna opopmieHHus JIMYHOHN TOBEPEHHOCTH.
3. [IpaBuna opopmnenus. [IpaBuna opopmieHus aBroouorpadum.
4. ITpaBuna oGpOpMIICHHS PACTIUCKH.
5. IIpaBuna odopmieHus pe3rome.

4.4. Conep:kaHue caMOCTOSITEJIbHOH PadoOThI
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Tema 1. IIpeamer, conep:kaHue M 3a1a4M Kypca.

3aKOHOJaTeNbHbIE aKThl M MaTepHaybl. PyKOBOIAIIME JOKYMEHTHI MO CTaHAAPTHU3ALIMH.
Knaccupukaropel  TEXHUKO-DKOHOMHUYECKOW W commanbHOW  umHpopmammu. Enunas
roCyJapCcTBEHHAss CHCTEMa JOKYMEHTAallUOHHOTO oOOecmedeHus ympaBjieHus. TwumoBas
WHCTPYKIMS IO JIETONPOUM3BOACTBY B (heaepanbHBIX OpraHax HWCHOIHUTEIBHON BIIACTH.
MeToandeckue peKOMEHIAINU B 00JaCTH ACIIONPOU3BOACTBA M ApXUBHOTO JIea.

Tema 2. IlonsiTHe 0 nokyMeHTe. ®YHKIMH, CBOMCTBA, KJIaccuGuKanus JOKyMEHTOB
TekcroBoe, TEXHUYECKOE JOKYMEHTHPOBAHHUE. DOTO-1OKYMEHTHPOBAHHUE.
KunonokymeHnTHpoBaHnue, 00J1acTh MPUMEHEHUsI. MaTepuanbHble HOCUTENU WH(POPMALUU U UX
knaccudukanus. JlokyMeHTHpoBaHHas WHQopMaius U ee cBoiicTBa. lOpuamdeckas cwmiia —
OCHOBHOE CBOWCTBO JAOKyMeHTa. IOpuamdecku 3Ha4MMble pPEKBU3UTHL. OpUTHMHAIBHOCT,
HO/UIMHHOCTh M KONMHMHOCTH JOKyMeHTOB. lOpuandeckas cuiaa konuih U Tenedakcos.
Hortapuansusie konuu. IloanmuHHbIe U TOUIOKHBIE TOKyMeHTHI. Knaccudukanus H0KyMEHTOB
II0 PAa3INYHBIM IPU3HAKAM B 3aBUCUMOCTH OT COJEP)KaHWs, HAaUMEHOBAaHMs, IO CTEICHU
yHU(DUKALWU U Jp.

Tema 3. CoBpeMeHHOe 3aKOHOJATEJbHOE PeryJMpoBaHMe U HOPMATHBHO-METOAUYECKOe
ol0ecrieyeHue B 00/1aCTH 1eJI0ONIPOU3BOACTBA M APXUBHOIO JieJia.

I'OCTo1 Ha moxymeHTaruoo. OOIIepoccUiickie KiacCU(pUKATOPhl TEXHUKO-DKOHOMHYECKON U
couuanbHO uMHpOpManuu. l'ocymapcTBeHHass CUCTeMa JOKYMEHTALMOHHOTO OOeCTeueHHs
yIpaBIeHUSI. Pernamenranus NEIONPOU3BOACTBA  HA  BEIOMCTBEHHOM  YpOBHE.
OpranuzanoHHbIe JOKYMEHTBI IPEANPUATHH, YUPEKIECHUHN, OpraHu3aluil 1 rocyaapCTBEHHBIX
opraHoB Biactu. KoprnoparusHoe Ae10npon3BOACTBO.

Tema 4. Crpykrypa nokymenTta. TpeGoBaHuss K 0pOpMJICHHI0O PEKBH3MTOB CJYKeOHBIX
AOKYMEHTOB

y,Z[OCTOBepeHI/IC AOKYMCHTA — IMOANUCH, NICUATh, YTBCPKIACHUC, COTJIACOBAHMHC. OTMETKH Ha
nokymeHte. TpeOoBaHME K COAEPKAHUIO U O(GOPMIICHHIO pEe30JIOLUU. TeKCT JOKyMEHTa —
OCHOBHAas €ro cojepkarenbHas 4acTb. OOmme TpeOOBaHUS K TEKCTaM JIOKYMEHTOB. Tekcr,
oopMieHHBIM B BHAE TaOuuibl, aHKeTbl. CBSA3HBIM TEKCT - 93TO MOCIEeNOBaTeIbHAs,
rpaMMaTU4YeCKH M JIOTUUECKH coryiacoBaHHas MHQopmauus. TpadapeTHble, TUIIOBBIE TEKCTHI.
Tunuynble A3bIKOBBIE OLIMOKH B TEKCTAX CIYXKEOHBIX JOKYMEHTOB. PelakTupoBaHue TEKCTA.

Tema 5. Buabl 01aHKOB C/1y:KeOHBIX JOKYMEHTOB, IPOCKTHPOBAHHE OJIAHKOB

brnanku ¢ n300pakeHreM rocy1apcTBeHHOTo repoa u repba cyonekra deneparun. OcodeHHOCTH
paboThl ¢ GilaHKaMu ¢ repOOBOM CUMBOJMKOW. YueT OnaHkoB 1o BuaaM. dopMaTsl OyMasKHBIX
JOKYMEHTOB. TpeOoBaHuUs K U3TOTOBJICHHUIO JOKYMEHTOB.

Tema 6. Cucremsbl 1okymeHTaunu. OdopmiieHne ynpabjieH4eCKUX JOKYMEHTOB
MHorooOpa3ue BHIOB NEPENUCKH U Croco0bl ee nepeaadn. OcoO0eHHOCTH JOKYMEHTHUPOBAHHS
NEeSATENIbHOCTH  KOJUIETMalbHBIX opraHoB. Cucrema mjaHoOBOM JokyMmeHTauuu. Cucrema
OoT4YeTHOM aokymeHTtanuu. KaapoBas mokymeHTanust (o JMYHOMY cocTaBy). OcobGeHHOCTH
obopmiieHHUsT pe3loMe, 3asBICHUMN, aHKeT, aBTroOmorpaduii. Cucrema OyXxralTepcKoOn
noKyMeHTanuu. [lepBudHbIe y4ueTHBIE JOKYMEHTBHI, 0cOOeHHOCTH uX odopmieHus. CBOAHbIC
YUYETHBIE JOKYMEHTHI.

Tema 7. TexnoJsiorun padoThl ¢ AOKYyMeHTaMHU

Cpoxu xpaHeHus aen. OTBETCTBEHHOCTh 32 COXPAaHHOCTb JOKYMEHTOB. IloHsTHE @KCcnepTH3a
OCHHOCTHU OOKYMCHTOB). HOpMaTI/IBHO-MeTO,Z[I/I‘-IGCKI/Ie U TCOPCTUYCCKUC OCHOBLI INPOBCACHUSA
9KCIIEPTU3bl LEHHOCTH JOKYMeHTOB. [IpaBuna nepenayu e Ha XpaHEHUE B apXUB.

Tema 8. Oco0enHOCTH PadOTHI C JOKYMEHTHPOBAHHOW HH(OpManell OrpaAaHUYEeHHOI0
aocTyna

IIpuem u peructpanus KOH(PUICHIMAIBHBIX JOKYMEHTOB, THPaXUPOBAHHWE M PaCChUIKA
JTOKyMeHTOB. PopMupoBaHne KOH(PHICHIMAIBHBIX JOKYMEHTOB B jnena. lcmomp3oBaHue
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JOKYMCHTOB U JCJI B TCKYHICM JCJIOIPOU3BOJCTBC. HOpHZ[OK XPaHCHUA. Tunnunwle HEAOCTAaTKU
B paboTe Mo 00ECIEUCHHIO 3aIUThl TOCYAAPCTBEHHBIX CEKPETOB M BBICOKOW A(PEeKTUBHOCTH
KOH(bI/I,Z[GHI_II/IaHBHOFO ACIJIOIMMPOU3BOACTBA.

5. KoHTpoOJIb Ka4yecTBa 0CBOCHHUS IMCIHUIIIHHBI

Texymuii KOHTPOJIb U IPOMEXKYTOUHAs aTTeCTalllsl OCYLIECTBISIOTCS B COOTBETCTBUHU C
«lTomoxxeHneM O TEKylIe W TPOMEKYTOUHON aTTECTalMd OO0ydJaromuxcsi B ABTOHOMHOMN
HEKOMMeEpUecKoi opranuzauuu «OOpa3zoBaTenbHas OpraHM3alys BbICHIETO 00pa30BaHU»
«YHUBEPCUTET YKOHOMUKH U YIIPABICHUS».

Bun npomexxyrouHod arrecrauuu —  3ader. dopma INpoBeneHUs IPOMEKYTOYHOMU
aTTeCTaluy — MMCbMEHHBIN 3a4€T.

@oHJ1 OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IPUBEIEH B NpuioxeHuu k PII/I.

6. YueOHO-MeTOAMYECKOE 00ecTIeueHue TN CIUIIINHBI

7. IlepeyeHb OCHOBHOM U JONMOJHUTEJIbLHOM Y4eOHOM JIUTEPATYPbI, HEOOXOAMMOI 1151
OCBOEHUS THCHHUILINHBI

@) OCHOBHAA Tumepamypa

1. JlankoBa A.I'. JlIokyMeHTaIlMOHHOE 0OECTICUCHHNE YIPABJICHUS TIEPCOHATIOM: MPAKTHUKYM /
JlankoBa A.I'. — Omck: OMcKuil ToCyJapCTBEHHBIN TeXHUYeCKUl yHuBepcuteT, 2020. — 54 c.
— ISBN 978-5-8149-3016-3. — Texct: anextponnsiii / IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/115470.html (nara obpamenus: 28.09.2023). — Pexxum nocrymna:
JUIs aBTOPU3UP. MOJIb30BaTeNei

0) OononHumenvHaA TUmMepamypa

1. YepnotGaii H.b. Jlenmonpou3BOACTBO B KOMMEPUYECKOW JICATEIBHOCTH: YydeOHOE
nocobue / Yepnobait H.b. — CraBponosb: Cekoiist, 2020. — 71 ¢. — TeKkcT: 37meKTpOoHHBIH //
IPR SMART: [caiir]. — URL: https://www.iprbookshop.ru/121665.html (mata oOpameHus:
28.09.2023). — Pesxxum mpocryna: s aBropusup. [lonp3oBaTeneit

2. Ky3nenoa W.B. KonduaeHyuaapHoe JIEIOMPOU3BOJICTBO M 3alllMINCHHBIN
AJICKTPOHHBIA JTOKYMEHTOOOOpPOT: ydeOHOoe mocobue s OakamaBpoB / Kysuemoa U.B.,
XauatpsiH [.A. — Mocksa: Aii [lu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. —
Tekcr: anextponnsiii // IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/97083.html
(mata oOpamenus: 28.09.2023). — Pexxum moctyma: uisi aBTOpU3Up. mosib3oBareneii. - DOIL:
https://doi.org/10.23682/97083

8. [lepeyenn pecypcoB HHGOPMAIIMOHHO-TEJIEKOMMYHUKANNOHHOI ceTn « UHTepHET»,
HE00XOAUMBIX VIl OCBOCHHS AUCIHUIIIMHBI

1. Hudopmanmonno-npaBoBori moprtan «lapant»: odumuansubeii cait. — URL:
http://www.garant.ru — TeKcT: 371eKTPOHHBIH.

2. Iudporoii obpazoBatenbHbIl pecypc «IPRsmarty: odunmaneubeiii caiitt. — URL:
http:// www.iprbookshop.ru/ — TekcT: 31K TpOHHBIH.

3. Hayunwni sxypHan «Monogoii yueHbli»: odumuaneHeii  caiit. - URL:
https://moluch.ru/ - TekcT: 37eKTPOHHBIHA

4. Poccuiickuii )XxypHaAJI MEHEeDKMeHTa: odurmansHbiid caiiT. - URL: https://rjm.spbu.ru/ -
Tekcr: 2IeKTpOHHBIN
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9. MeToguyeckue yKazaHHus 1Jis1 00y4ar0IMXCsl
10 OCBOCHHIO JUCHHIIJIMHBI

[Ipu mpoBeAcHUSAX JICKIIUH, CEMUHAPCKHUX (MTPAKTUUYECKHX) 3aHATHH, CaMOCTOATEIbHON
pabote 0OydaromUXCs MPUMEHSIOTCS MHTEPAKTUBHBIC (POPMBI MPOBEACHUS 3AHSATHI C IIENBIO
MOTPYKEHHSI 00YJaIONIUXCsl B peasibHyt0 aTMocdepy nmpodhecCHOHATLHOTO COTPYIHUYECTBA T10
pa3pemieHrto mpooieM, ONTUMATBHON BRIPAOOTKM HAaBBIKOB U KA4€CTB OYYIIEro CHEIHAUCTA.
WnuTepaktrBHBbIE (HOPMBI IPOBEACHUS 3aHATHUI MpernoaaraloT o0ydeHue B coTpyaHuuectse. Bee
YYaCTHUKH 00pPa30BaTEeNbHOIO Ipolecca (MpernoaaBaTesib U 00yJaronuecs) B3auMOACHCTBYIOT
JIpYyTr C ApyroM, oOMEeHHBaIOTCS HMHGOpMAIMEH, COBMECTHO PEIIAlOT MPOOJIEMbI, MOJICTUPYIOT
CUTYAIHIO.

B yde6HOM mpoliecce UCTIONB3YIOTCS HHTEPAKTUBHbBIE (POPMBI 3aHITHIA:

- TBOpYECKOE 3a/laHue. BBIMOIHEHHE TBOPUYECKUX 3aJaHuil TpeOyeT oT oOydaromerocs
BOCTIPOM3BEICHUE MOTYYCHHON paHee nHPopMmaluu B opme, onpeaensieMoil mpernoaBaTelieM,
U TpeOyroIel TBOPUECKOTO MOAX0/1a;

- rpymnmoBoe obcyxaeHue. ['pynmoBoe 00Cyx)aeHNUE KOro-Tu00 BOIIPOCa HAMpaBJIeHO Ha
JOCTVIKEHUH JTYYIIEer0 B3aWMMONOHMMAHHUS W CHOCOOCTBYET JyYIIeMY YCBOCHHIO H3y4aeMOrO
MaTepuana.

B xone ocBOCHHSI TUCHHMIUIMHBI TIPU MPOBEICHUN KOHTAKTHBIX 3aHSATUH HCIIONB3YIOTCS
ciaenyromuye (GopMbl 00ydeHUs, CIOCOOCTBYOMKE (OPMHUPOBAHUIO KOMITCTCHIIMM: JICKIIUH-
TUCKYCCUM;, KEHC-METOM; peIlieHHe 3a/iady; CUTYallMOHHBIA aHAIMU3; OoOCyXKAeHHe pedepaTroB U
JOKJIaJI0B; pa3paboTKa rpyHIOBbIX MIPOEKTOB; BCTPEUU C MPEICTABUTENIIMU IOCYIapCTBEHHBIX U
OOIIECTBEHHBIX OpPTraHU3aIUN.

10. Ilepeyenb HHGOPMAMOHHBIX TEXHOJOIMH, HCIOJIb3YyeMbIX IIPH OCYILECTBJIECHUH
00pa3oBaTeILHOIO MPoIEecca MO0 JMCUUILINHE, BKJIKYAs epeYyeHb NPOrPaMMHOI0
o0ecneyeHus1 1 HH(POPMAIMUOHHBIX CIIPABOYHBIX CHCTEM (MPH HEOOXOAMMOCTH)

B mpomecce NEKIMOHHBIX W TMPAKTHUYECKUX 3aHATHHA HCIOJB3YEeTCS CIEAyIoIIee
porpaMMHOe 0OecTieueHHeE:

*mporpammebl, obOecrneunBaromue A0cTyn B cerh «MHTepHeT» (Hampumep, «Google
chromey);

*MporpamMMsbl, IEMOHCTPAIIMU BHJICO MaTEPHAIOB (HarmpuMep, mpourpsiBaresb « Windows
Media Player»);

*mporpaMMbl TSI IEMOHCTpAIlMd W CO3JaHus Tpe3eHTanuil (Hampumep, «Microsoft
PowerPointy).

11. Onucanue MmaTepuajibHO-TEXHUYECKOT0 o0ecneyeHusi, He00X0IUMOro sl
ocyliecTBJIeHHs 00pPa30BaTeIbLHOI0 MPOIecca Mo JUCHUILINHE

I[J'DI npenoaaBaHusa  JUCHUIINIMHBI  HC Tp66yeTC$I CIICHUAJIBHBIX ~ MATCPUAJILHO-
TEXHUYECKUX CPENICTB (J1a00paTOPHOTO 000PYI0BaHMSI, KOMIIBIOTEPHBIX KJIACCOB U T.I1.). OJTHAKO
BO BpeMs JIEKIIMOHHBIX 3aHATHUH, KOTOPBIC MPOBOJATCS B OOJIBIION ayTUTOPHH, UCIOIB30BAThH
MPOCKTOP JJIsl IEMOHCTPAIMH CIIAiIOB, CXeM, TaOJIHIl M TIPOYETO MaTepHralia, MyITbTUMEIUIHBIC
npoekTopsl Epson, Benq ViewSonic; skpansl a1 mpoekTopoB; HOyTOyku Asus, Lenovo,
MHUKPO(]OHEI.
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