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1. OBIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEH ITPOI'PAMMBI
YYEBHOM JUCIHUILINHBI
OI1.04 JoxymeHTalIMOHHOE O0ecneyeHue yIpaBjieHus

1.1. MecTo JTUCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrpaMMbI:

YyeOnass gucnumuinHa —«JloKyMeHTalmoOHHOE OOeCIeUYeHUEe YIPaBICHUS»  SBIISCTCS
00s13aTeNbHOM YacThio 001IenpodecCHOHATBHOIO KA MPUMEPHOM OCHOBHOM 00pa3oBaTeNbHOM
nporpammsl B cootBeTcTBUU ¢ @I'OC CIIO 1no cneunaibHOCTH.

Oco6oe 3HavYeHME UCIUIUIMHA uMeeT pu hopmupoBanun u pazsutuu [1K 1.1, I1K.1.3, OK
01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. Heap u niiaHupyeMblie pe3yJibTATbl OCBOCHHS TUCIHUIIJIUHbBI:
B pamkax nmporpamMmbl y4eOHOM JUCHUIUIMHBI OOY4YalOIIMMUCS OCBAaUBAIOTCA YMEHUS U

3HAHUSA
Hli(O,HOK Ymenus 3HaHuda

IK.1.1 oopMIIATh JIOKYMEHTAIUIO B | IOHSATHE, LENW, 3aJaud MW [PUHLUIIBI

IIK.1.3 COOTBETCTBHH C HOPMATHBHOW 0a30i, B | JEIONMPOU3BOJICTBA;

OK 01 T.4.  HUCMONB3ys  WHPOPMALMOHHBIC | OCHOBHBIC MMOHATHUS JOKYMEHTAIHOHHOTO

OK 02 TEXHOJIOTHH; obecrieueHus yIpaBIIeHUS;

OK 03 YHUQUIIIPOBATH CHUCTEMBI | CUCTEMBI JIOKYMEHTALIMOHHOTO

OK 04 JOKYMCHTAIIHU; obecrieyeHUsl yrIpaBIICHHUS;

OK 05 OCYIIECTBIATh  XPaHEHHE W  TOUCK | KJIACCH()HKAIIMIO JOKYMEHTOB;

OK 09 JOKYMEHTOB; TpeOoBaHUs K COCTaBJICHHIO u

JIP 13 OCYILECTBIIATh aBTOMATHU3aIHI0 | OPOPMIICHUIO TOKYMEHTOB,;

JIP 14 00pabOTKH TOKYMEHTOB; OpraHu3alMI0 JOKYMEHTOOO0OpOTa: MpPHEM,

JIP 15 UCIIOJIb30BaTh TEJIEKOMMYHUKAIMOHHBIE | 00pabOTKa,  perucrpalus,  KOHTPOIb,
TEXHOJIOTHUH B AIIEKTPOHHOM | XpaHEHHE JOKYMEHTOB, HOMEHKJIaTypa JeJl
JIOKyMEHT0000poTe




2. CTPYKTYPA U COAEP)KAHUE YYEFHOU JUCHUILJIAHBI

2.1. O6beM yueOHOI TUCHUITHHBI U BU/bI Y4eOHO# padoThl

2.2.

Bun yueoHoi# pa6oTnl

O0BeM B yacax

O0beM 00pa3zoBaTeIbHOI MPOrpaMMbl Y4eOHOH TUCIUTLIHHBI 58
B T.4. B JopMe NpaKTHYECKOH MOAT0TOBKH 28
BT. 4..

TEOPETUIECKOE 00YUCHUE 24
NPAKTUYCCKUE 3aHITHS 28
CamocrosTenbHas pabora 4
I[MpomexyTounasi arrectamnust Au(pdepeHNPOBAHHBIH 3a4éT 2




2.3. TemaTu4ecKHii NJIAH U cCOJAepPKAHUE YUeOHOH TUCHUTLIUHBI

Koapl
KOMIIeTeHIUH 1
JIMYHOCTHBIX
O0bem, akaa. 4/ B TOM
Pe3yJabTaToB,
HanmenoBanue Coaepxxanne yueOHOro MaTepuaJa u (popMbl OPraHU3ALNH AesATeTbHOCTH yncie B popme
pa3/ejioB U TeM 00y4aromuxcst NPaKTHYeCKOii (opmmpoBaro
KOTOPBIX
NOArOTOBKH, aKa/. 4
crnoco0cTByeT
3J1eMeHT
NMporpamMMmsl
1 2 3 4
Pazngen 1. Opranusanusi A0KyMeHT0000pOTA HA MPeANPUATHH 4/-
Tema 1.1. Coaepixanue yueOHOro MaTepuaJia 4 IK.1.1, TIK.1.3,
HoKyMeHT 1 3HaueHWe ¥ COJACPKAHUE JAMCHUIUIMHBI  «JlOKyMEHTallMOHHOE  oOOecIeueHue OK 01, OK 02,
cucrema YIpaBICHUSD. [onstue TEPMHUHOB «TOKYMEHT, «JTOKyMEHTHpPOBaHHE», OK 03, OK 04,
JOKYMEHTAIMH «TOKyMEHTAI[MOHHOE OO€ecCIieYeHne YIpaBiIeHus». YHU(PUKANUS W CTaHJApTU3alUY OK 05, OK 09,
YIpaBIeHUYECKUX IOKYMEHTOB. JIP 13, JIP 14,
OcHOBHBIE ~ TIOHATUSL  Jenomnpou3BoacTBa.  Knaccuukanms — JOKyMEHTOB JIP 15
opranmzaimuu. @OyHkoMH g0KyMeHTOB. lloHSTHE M COCTaB PEKBU3UTOB JOKYMEHTA.
CxeMsl pacrionioxeHus: pekBu3nToB. IIoHsaTHe 1 Bubl OJaHKOB 10KyMeHTOB. HopMaTuBHO-
paBoBOE 00ecTieYeHHE JIEIONPOU3BOICTBA.
Tema 1.2. Coaepsxanue yueOHOro MaTepHajia 8 K 1.1. TIK.1.3
Opranusauus [ToHsATHE W TPHHIMIBI OpraHu3aluMu JokymeHTooOopora. CoctaB u ydeT 00beMma RN
JIOKYMEHT0000p0Ta | noxymeHTOOGOpOTA TIpenpusThil. Opranusanus paboThl ¢ BXOJAMEH, HCXojdmed u OK 01, OK 02,
Ha MPEeANPUATHH BHYTpEHHEW JoKymeHTaueil. KOHTpoJIb HCIIOIHEHNS JOKYMEHTOB. OK 03, OK 04,
Pabora ¢ BHyTpeHHUMH TOKyMeHTaMu. ba3bl JaHHBIX AJI1 XpaHEHHS JJOKYMEHTOB. OK 05, OK 09,
3aKoHOAATENbHBIE aKThl U HOPMAaTHBHO-METOJMYECKHE JOKYMEHTBHI IO apXHBHOMY] JIP 13, JIP 14,
XPAaHEHUIO TOKYMEHTOB. JIP 15
Paborta c 3anpocamu. PaboTa ¢ 311eKTpOHHBIMU TOKYMEHTaMH.
IIpakTHYecKHue 3aHATHSA 8

1 Ilpuémspl perucTpaniii JOKYMEHTOB B OpraHU3allu

2 Pabora ¢ koHDUICHIIMATLHBIMU JIOKYMEHTAMH M C OOPALCHUSIMH TPaXKIaH

3 Tlokasartenu, BBOIUMBIE B PETHCTPAIMOHHBIE (OPMBI

4 Pabota ¢ moipa3IeneHIsIMI

CamocTtosiTesbHast padoTa




1 CocraBiieHHsI OMCH JeJl ¥ TIepeAayn X B apXUB. 4
2 CpokH XpaHEeHHUs] JOKYMEHTOB B BEZIOMCTBCHHBIX apXHBax
Paznen 2. Buabl 1I0KyMeHTOB U MOPSI/IOK PadoThl ¢ HUMH 26/16
Tema 2.1. Coaeprxanue yueOHOr0 MaTepHuaJia 4 IK.1.1, TIK.1.3,
OpranusannonHo- OpraHu3allioOHHBIE JOKYMEHTHl yCTaB, YYpPEIUTEIbHBIE JIOTOBOp, IOJIOKEHUE, OK 01, OK 02,
PACHOPAAUTEIBHBIC | PacriopsaUTENbHBIE JOKYMEHTBl — IIPUKA3, PACIOPSDKEHUE, yKa3aHHUE, IOCTaHOBIICHUE, OK 03, OK 04,
MOKYMEHTBI pelieHye, HHCTPYKIIHS, TIPOTOKOIL. OK 05, OK 09,
CrpaBouHO-MH()OPMAIIMOHHBIE JOKYMEHTBI: CIIy)KeOHasi 3amucka, OOBSICHHUTENbHA] JIP 13, JIP 14,
3aIlMCKa, aKT, CIIPaBKa, CIIy)KeOHbIC TUChMa JIP 15
IpakTnyeckune 3aHATHS 10
5 CocraBienue u 0popMIICHHE PACTIOPSKESHUS
6 CocraBiieHue 1 opOpMIICHHUE JICTIOBBIX ITHCEM
7 OdopmMieHre CIpaBoK, JOKJIAJTHON U CITy>)KeOHOW 3aIHCKH, aKTa.
8 CocraBieHue 1 opopmiIeHHE OPTaHN3alMOHHO-IIPABOBBIX JOKYMEHTOB, CIIPABOK
9 Cocrasienue u oopmieHHE PacopsITUTEIbHBIX JOKYMEHTOB
Tema 2.2. Conep:xanue yueOHOro MaTepuaJia 4
Kanposas JokymeHTHpOBaHHE  TPYyIOBbIX mpaBooTHouieHuil. CocTtaB U 0COOEHHOCTH TK.1.1, TIK.1.3,
JOKYMEHTAaLMs o(opMIIeHUS TOKYMEHTOB 110 THYHOMY COCTAaBY. OK 01, OK 02,
KommekroBanue nmuaHoro nena. Aproouorpadus. Pesrome. 3aspnenne o mnpueme Ha OK 03, OK 04,
paOoty. IIpukassl mo nuyHomy coctaBy. LlltatHoe pacnucaHue. OK 05, 0K 09,
JIP 13, JIP 14,
IIpakTH4eckue 3aHATHSA 6
JIP 15
10 OdopmieHre npuKas3oB 0 JIHIHOMY COCTaBY
11 OdopmiieHue TpPyIOBOrO JOrOBOpa, MpHKasza O NpueMe Ha paboTry, ohopMIICHHUE
TPYIOBON KHHKKH.
12 IpaBuna oopmieHUs KaJPOBBIX JOKYMEHTOB
Tema 2.3. Conep:xanue ydeOHOro MaTepuasia 4 [IK.1.1, [IK.1.3,
JoroBopHo- [onsaTtus noroBopa. Buapl noroBopos. Obs13aTebHbIe PEKBU3UTHI 10T0BOPOB. [IpaBuia OK 01, OK 02,
npaBoBast o opMIIeHHUS TOTOBOPOB. OK 03, OK 04,
JOKyMeHTanus [IpaBuna odopmieHnss nmpeTeH3nOHHBIX THceM. DopMynsap HCKOBOTO 3asBIEHUS, OK 05, OK 09,
TpeOoBaHUs K ero oopmiieHHI0. 3aKOHOIATEEHBIE aKThl U HOPMATUBHO-METOINIECKIE JIP 13, JIP 14,
JIOKYMEHTBI 110 JOTOBOPHBIM JTOKYMEHTaM. JIP 15
IIpakTHYeckue 3aHATHS 4

13 Odopmnenne 10roBopa KyIuiu-poaaKu




14 Pabota c mogpazaencHusamMu OdopmieHue n 06padoTKa NIPETEH3NOHHBIX TUCEM

IIpoMe:xxyTOuHas aTTeCTALNS

Bcero:

58




3. YCJIOBUS PEAJIM3AIIMA YUYEBHOM JUCHUIIIAHBI

3.1. [Jdas peanu3amuu NOporpaMmbl  y4eOHOW JUCHUIUIMHBI JIOJLKHBI  OBITh
NMpeycMOTPEHBI CJIeAyIoIue Crel[HaTIbHbIe OMEeIIeHUs :

Kabunet «/[oKkyMeHTallMOHHOTO 00ECTICYCHUST YIIPABJICHUS», OCHAIICHHBIN 000PYI0BaHHEM:
JIOCKa ydeOHasi, pabouee MECTO NPEroJaBaTelisi, CTOJbI, CTYJdbi (IO YHCITY OOYyYaroIIuXcs),
TEXHHYECKUMH CpPEICTBAMH: KOMIIBIOTEp C JOCTYIIOM K HHTEpPHET-pecypcaMm, CpeacTBa
BU3YaIH3aIiH, HATJISTHBIC TTIOCOOMS.

3.2. UudopManuonHoe obecrieyeHHe peanu3anun NporpaMmmbl

Jist peanu3zany mporpaMMbl OUOIMOTEUHBIH POHI 00pa30BaTEIbHON OpraHU3aLUH JOKEH
UMETh TICYaTHbIC W/WJIM JJIEKTPOHHBIC 00pa3oBaTelbHbIe W HH(GOPMALMOHHBIC PECYpPChl s
UCTIONIb30BaHUsl B oOpa3oBaTenbHOM mporecce. Ilpu dopmupoBanum OubmmuoTednoro ¢onga
00pa3oBaTeNbHOW OpraHu3alreil BEIONpaeTcss He MEHEe OJHOTO U3JaHHs U3 NEPEYHCICHHBIX HUXKE
NICYATHBIX U (WJIM) JIEKTPOHHBIX M3JIaHUH B KAYECTBE OCHOBHOT'O, IPU 3TOM CITUCOK MOXET OBITh
JIOTIOJTHEH IPYTUMH H3IaHUSMHU.

3.2.1. OcHOBHBIE MeYATHBIE U YJIEKTPOHHBbIE H3AHUS
1. bacakoB, M.U. [lemompousBoactso [/lokyMeHTanmoHHOE oOecrieueHne yrpaBieHus|: ydeOHuk /M.H.

bacakos, O.1. 3amebinkoBa.—u3a. 15-e, crep.—Poctos v/[1; ®enukc, 2018. — 376 c. — CIIO.
2. ITmrenko, A.B. JlokyMeHTaIoHHOE O0ecTieueHre yrpaBieHus: Y9eOHUK s cTyeHToB yupexaeanii CI10
/A.B. ITmenko, JI.A. loponuna.—12-e uzn., nepepad.u gon. — M.: Axagemus, 2018. — 224 c.

3.2.2. JIonoJTHATEIbHbI€ HCTOUYHHKH

1. Koncturynus Poccuiickoit deneparu

2. I'paxxnanckwmii kogekc Poccuiickoit @enepanum, 4. 1, 2, 3, 4 (B neiicTByIOMIEN peaaKIiinm)

3. Tpynosoii konekc Poccuiickoit denepanuu ot 30 nekadps 2001 r. N 197-03 (TK PD) (B
NENCTBYIOIIEH peJaKIIug)

1. I'po3osa, O. C. [lenonpou3BOACTBO : yueOHOE TOcOOre IJIsi CpeIHero Mpo(ecCHoHaTbHOTO
obpazosanus / O. C. I'pozoBa. — Mocksa : U3narensctBo FOpaiit, 2021. —

126 c. — (ITpoeccuonanbHoe o6pazoBanue). — ISBN 978-5-534-08211-1. — TekcT :31€KTPOHHBIN
/I O6pazoBarensHas mnarpopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/472842.

2. JlokyMeHTalMoHHOe obecriedeHue ympasieHus. CocTaBieHHe U O0(OpPMIIEHHE JIEIOBBIX
JOKyMeHTOB : yueOHoe nocobue ais CIIO / cocraBurenu E. . bammakoBa. — Caparos, Mocksa :
[Tpodobpazosanue, Aii [Tu Ap Memma, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — TexkcT : 21ekTpoHHBIH // DIeKTpoHHBIH pecypc 1HdPoOBOi 00pa3oBaTENLHON CpPEIbI
CIIO PROFob6pazosanwe : [caiit]. — URL: https://profspo.ru/books/103343

3. loponuHna, JI. A. JlIokyMeHTallMOHHOE OOecieueHre YIpaBiIeHUs | YUeOHUK UIPAaKTUKYM
IS cpeiHero npogeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. HputHkoBa.

— Mocksa : UznatensctBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonansHoe odpazosanue). — ISBN
978-5-534-05783-6. — Tekct : anektponHbIit // OOpa3oBarenbHas wiathopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/473802

4. Kopuees, U. K. JlokymeHTannonHoe obecriedeHne yrnpapiaeHHs : Y4eOHUK U MPaKTUKYM
Jutst cpennero npodeccruonanbaoro oopasosanus / M. K. Kopuees, A. B. ITienko, B. A. Mamypiies.
— 2-e u3g., nepepad. u nmom. — MockBa : M3zmarensctBo FOpaiit, 2021. — 384 c. —
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https://urait.ru/bcode/472842./

(IIpodeccronanbroe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcrt : anekTpoHHbiid //
O6pasoBarenbHas iatdopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/472550

5. Ky3nenos, U. H. JlokymeHTanimonHoe oOecrneueHue yrpasieHus. JJOKyMeHTOOOOpOT H
JIEITOTIPOU3BOICTBO : YICOHHK U MPAKTHKYM JJIsi CPEIHEro mpodeccuoHanpHoro oopa3osanus / 1. H.
Ky3znernoB. — 3-e usn., nepepad. u gon. — Mocksa : U3marensctBo HOpaiit, 2021. — 462 c¢. —
(IIpodeccronanbroe obpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr : anekTpoHHbiid //
Oo6pasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/470020

6. Ky3zunenosa, 1. B. JlokyMmeHTaIlIMOHHOE O00ECIIeUeHUE YIIPABJICHUS | Y9eOHOe mocoOue s
CIIO / M. B. Ky3nemnoga, I'. A. Xavarpsan. — 2-e¢ uza. — Caparos : [Ipodobpazoanue, Aii [1u Dp
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr:

9JeKTpoHHBId /| DnekTpoHHBIM  pecypc  uudpoBoit  obpasoBarenbHoM  cpeapl  CITO
PROFo6pasosanue : [caiit]. — URL.: https://profspo.ru/books/80326
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4. KOHTPOJIb U OLIEHKA PE3Y.JIbTATOB OCBOEHUSI
YYEBHOM JUCLHUILINHEI

PesyabTaTel 00y4denus>

|

Kpurep

1M OLEHKH

MeTtoabl OLIeHKH

l'[epequL 3H3HPIfI, 0CBauBaeMbIX B paMKaXx TUCHHUIIIMHBI

3HaTh:
MOHSITHE, 1T, 3a]a9d W TPUHIUIIBI

TIeJIOTIPON3BOCTRA;

OCHOBHBIC MTOHSATHS
JOKYMEHTAIlMOHHOTO  o0OecreveHus
YIpaBIICHUS;

CHCTEMBI JOKYMEHTAI[HOHHOTO

obecrieyeHusl yIpaBiIeHHs;
KJ1accU(UKAIHMIO JOKYMEHTOB;
TpeOOBaHUS K  COCTaBJICHHUIO U
0 OpMIIEHUIO TOKYMEHTOB;
OpraHu3anuio  JOKyMEHTOO0OpOTa:

npueM, 00paboTKa, pErucTpaius,
KOHTPOJTb,

HOMEHKJIaTypa Jei

XpaHEHHE JOKYMEHTOB,

JIEMOHCTPUPYET
TOHSITUH,
OpraHu3aluu

MMPUMCHACMBIX

3HaHUE OCHOBHBIX
npu
JIOKyMEHT0000poTa

Ha OpCANpUATHUN;

JEMOHCTPUPYET
3a1a4 1%

IeeH,
MIPUHITUIIOB

3HAHHC

AOCIOIMPOU3BOJICTBA,

JIEMOHCTPHUPYET

3HAaHUEC CHCTCMbI

JIOKYMEHTAIIMOHHOTO 00ecredeHus

YIpaBJICHHS,
JEMOHCTPUPYET
KJIACCU(pUKAIUH
TpeOOBaHM K

3HAHHE
JIOKyMEHTOB,
COCTaBICHUIO U

0(OPMIICHUIO JIOKYMEHTOBR;

JIEeMOHCTPUPYET

3HAHHUC

OpraHM3allMd  JIOKyMEHTO00O0pOTa:

mpueM, oOpaboTKa, perucTpamms,

KOHTPOJIb, XpaHEHUE IOKYMEHTOB,
HOMEHKJIAaTypa Jei

VYcrHblit onpoc.
TectupoBanue.
KonTtpobHbie paboThI.
[IpoBepounsbie paboOTEHIL.
OrneHKa BBIIOJTHEHUS
NPaKTUIECKOTO 3a/1aHMsl.

Ilepeyens yMeHMii, 0cBaMBaeMbIX B pAMKaX JMCUMIIJIHHBI

YMeTh:

odopmiATh JOKYMEHTAIHIO B
COOTBETCTBHU C HOPMAaTUBHOH 0a30ii,
B T.4. MCHOJB3Ys MH()OPMAIMOHHBIE
TEXHOJIOTHH;
YHH(DUIUPOBATH CHCTEMBI
JOKYMCHTAIIHN;

OCYILECTBIISITh XpaHEHUE U TIOUCK
JOKYMEHTOB;
OCYIIECTBIIATh aBTOMATH3AIHIO
00pabOTKH IOKYMEHTOB;
UCTIONIb30BaTh
TEJIEKOMMYHHUKALIMOHHBIE
TEXHOJIOTUH

B 3NEKTPOHHOM

TIOKyMEHTO000pOTE

JIEMOHCTPUPYET YMEHUE
ohOpMIISTE  JOKYMEHTAlMIO B
COOTBETCTBUM C  HOPMAaTHUBHOM
0azoit, B T.4. UCTIONB3YS
“H(OPMAIMOHHBIC TEXHOJIOTHH;
JIEMOHCTPHPYET yMeHHE
YHU(DHUIIPOBATH CHCTEMBI
JIOKYMEHTAllWH;

JIE€MOHCTPHPYET yMeHHE
OCYIIECTBIISITh XPAaHEHHE U IOUCK
JOKYMEHTOB;

J€MOHCTPHPYET yMeHHE
OCYIIECTBIISITh ABTOMATH3AIHIO
00pabOTKH TOKYMEHTOB;
JIEMOHCTPHUPYET YMEHUE
UCIIONIb30BaTh
TCJIICKOMMYHUKAIITUOHHBIC
TEXHOJIOTHH B ANEKTPOHHOM
JIOKYMEHTO000pOTE

DKcrepTHOE HAOIIOICHUE U
OLICHUBAHNE BBHIIIOJIHEHUS
WHIUBUAYaIbHBIX U
IPYIIIOBBIX 33JaHUI.
OneHka pe3ysbTara
BBITTOJTHEHHST TIPAKTHYECKUX
pabor.

Texymuii KOHTPOIH B Popme
co0eceoBaHus, pelIeHus
CUTYallMOHHBIX 3a]ad.

50

JIACIUIIIAHBL.

JIn4HOCTHBIE Ppe3yiabTaThl O6yanOIIII/IXCH YUYHUTBIBAKOTCA B XOA€ OLCHKH PE3YyJIbTATOB OCBOCHHS y‘le6HOﬁ
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