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COJEPKAHME

ITACIIOPT PABOYEM ITPOI'PAMMBI YUYEFHOU JUCLIUITJINHEL
CTPYKTYPA 1 COJEP)KAHUE YUYEBHOM JUCILUTIIMHBI
YCJIOBUS PEAJIM3ALIMY VUEBHOM JIMCLIUITIJIMHBI

KOHTPOJIb Y OIIEHKA PE3YJITATOB OCBOEHUS YUEBHOI
JTICLATUTNHEI



1. IACIIOPT PABOYEH TPOT'PAMMBI YYEBHOM JUCIHATLIAHBI

1.1. Ob6sacTh NPUMEHEHHUS TPOrPAMMBI

Pabouast mporpamma yueOHOW maucturuinHbl sBisercss 4dacThio IIIICC3 (mporpammebl
MOJATOTOBKH CHEIHATMCTOB cpeaHero 3seHa) B coorBeTcTBur ¢ ®I'OC nmo npodeccusim CIIO mns
crenanbHOCTH 38.02.05 ToBapoBeneHHE U SKCIEpTH3a KauecTBa MOTPEOUTEIHCKUX TOBAPOB HA
0a3e OCHOBHOT'O O0IIEro 0Opa3oBaHMs.

1.2. MecTo AMCUUIIUHBI B CTPYKTYpPe 0CHOBHOIi npodeccHoHaIbHOI 00pa3oBaTe/IbHOM
NPOrpaMMblI

Juctiumumaa  OILOS  «JlokyMeHTalMOHHOE OO€ECleUeHUe YIpaBICHUS» SBISETCS
00s13aTeIbHON JUCIUIIIIMHOW OCHOBHOM TNpodeccroHaabHON 00pa30BaTeIbHOW MPOTPaMMBbI,
BXOAUT B OJIOK 0OmenpoecCHOHANBHBIX IUCHHMIUIMH MPO(ECCHOHATBHOTO LHUKIA U
npenonaércs B 4 cemectpe Ha 2 Kypce.

1.3. Llesu 1 3a1a4u AUCHUILUIAHBI — TPeOOBAHHS K Pe3yJIbTaTaM 0CBOEHHS THCIMIJIHHBI
HCHBIO HU3YUCHUA NUCHUIINIMHBI ABJIACTCA YCBOCHUC CTYACHTAMHU TCOPCTHYCCKUX 3HaHUHI
U TnpuoOpeTeHHe YMEHHUU UCIOJIb30BaTh COBPEMEHHBbIC WH(OPMAIMOHHBIC TEXHOJOTHH B
npodeccCHOHATEHOM IEATEIIBHOCTH, a TaKXKe (OPMUPOBAHNE KOMIICTCHIIUH.
B pesynbrate nzyueHus TUCHMILIMHBI «J{OKyMEHTAIIMOHHOE 00ECIICUCHHE YIIPABICHUS
CTYCHT JIOJIKCH
yMeTh:
- oopMIIATE JOKYMEHTAIlMI0O B COOTBETCTBHM C HOPMATUBHOW 0a30i, B T.4. C
UCIIO0JIb30BaHUEM HH(DOPMAIIMOHHBIX TEXHOJIOTHIA,
- OCBamWBaTh TEXHOJOTHH aBTOMATH3UPOBAHHON 00pabOTKH JOKYMEHTAINH;
- HCIOJIB30BaTh YHU(DUIIUPOBAHHBIC (DOPMBI JOKYMEHTOB;
- OCYHICCTBJIATL XPAHCHUC U IMTOMCK JOKYMCHTOB,
- HCIIOJB30BaTh TEJIEKOMMYHHUKAIIHOHHBIE TEXHOJIOTHH B AIIEKTPOHHOM
JIOKYMEHTOOOOPOTE;

- TIOHSTHE, 1IeNIM, 337]a4l U IPUHIUIIBI JeJI0NPOU3BOCTBA;
- OCHOBHBIE OHATHUS JOKYMEHTALIMOHHOTO 00eCIieueH sl yIpaBIeHus;

- CHCTEMBbI IOKYMEHTAIIMOHHOT0 00ecreueH s yIpaBJIeHuUs;

- KJIacCU(HKAIHMIO JOKYMEHTOB;

- TpebOoBaHMS K COCTaBICHUIO U 0()OPMIICHHUIO TOKYMEHTOB;

OpraHU3aIMIo0 JOKyMEHTO000pOTa: MpueM, 00paboTKy, pEerUCTpaLHIO

OOyuaromumiicss  JO/DKEH  0o0ianarth  CICAYIOUIMMU  OOIIMMH  KOMIIETCHITUSIMU,
BKJIFOYAIOIUMHU B c€0s1 CHOCOOHOCTB:!

OK 1. [ToHumaTh CyIIHOCTh M COLMAJIBHYIO 3HAaYUMOCTh CBOeW Oyaymiei mpodeccuw,
MIPOSIBJIATH K HEW YCTOWYMBBINA UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JEATEIBHOCTD, ONPENENATh METOABI M CIIOCOOBI
BBINOJIHEHUS MTPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3()(HEKTUBHOCTH M KauyeCTBO.

OK 3. IlpuauMate penieHus B CTAHIAPTHBIX W HECTAHAAPTHHIX CHTYallUsSX M HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisATh MOUCK M HUCHOJb30BaHUE HWHGMOpPMALUK, HEOOXOAUMOHN JuIs
MOCTAaHOBKM M peLIeHUs Npo(ecCHOHAIBHBIX 3aad, MPO(EeCcCHOHATBHOIO M JIMYHOCTHOTO
pa3BUTHS.

OK 5. Bimagerp HMHQOPMAlMOHHOW KyJAbTYpPOM, aHAJIM3UPOBAaTh W  OLEHHUBATh
MH(OPMALIHIO C UCTIOJIB30BaHUEM HH(POPMAIIMOHHO-KOMMYHHUKALMOHHBIX TEXHOJIOTHI.

OK 6. Paborath B KOJUIEKTHBE M KOMaHjae, 3(PQPEeKTHUBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTETSIMHU.



OK 7. Bpate Ha ce0s OTBETCTBEHHOCTHh 3a Pa0OTy WICHOB KOMAaH[bI (TIOJYMHEHHBIX),
pe3yNbTaT BHINOJIHEHUS 3aJaHUM.

OK 8. CamocToATeNIbHO ONpeAeNsATh 3a7aud  MpPOo(ecCHOHAIBHOTO W JUYHOCTHOTO
pa3BUTHA, 3aHUMATbCAd  CaMOOOpa30BaHHEM, OCO3HAHHO  IUIAHUPOBATh  IMOBBILICHHUE
KBaJTM(UKALHH.

OK 9. OpueHTHpOBaTHCS B YCIOBHSAX YaCTOH CMEHBI TEXHOJOTHHA B MPOQECCHOHATBHON
NEeSTEbHOCTH.

ToBapoBen  nmomkeH  oOjagaTh  NPO(ecCHOHAJBLHBIMU  KOMIIETEHIHSIMH,
BKJIIOYAIOIIMMU B €051 CHOCOOHOCTB!

I1IK 1.1. BeisiBasTE TOTPEOHOCTH B TOBapaXx.

[1K 1.2. OcymiecTBasTh CBSI3U € MOCTABIIMKAMH U MOTPEOUTENSIMU MTPOTYKIIHH.

I1IK 1.3. YnpaBisTe TOBApHBIMHU 3aM1aCAMHU U ITIOTOKAMHM.

1K 1.4. OdopmIATh TOKYMEHTALIMIO Ha MIOCTABKY M PEaTU3aIHi0 TOBAPOB.

I1K 2.1. UnenTrdumpoBatsh TOBaphl MO0 aCCOPTUMEHTHOM MPUHAIIC)KHOCTH.

I1K 2.2. Opranu3oBbIBaTh U IPOBOAUTH OLIEHKY KaueCTBA TOBAPOB.

[1K 2.3. BolnonHATh 3a/1aHus 9KcrepTa 60s1ee BhICOKOM KBanu(pUKalUY MPH TPOBEICHUH
TOBApOBEAHOU IKCIIEPTU3BI.

I[IK 3.1. VYuacTBoBaTh B IUIAHUPOBAHWM OCHOBHBIX [IOKa3aTeled JesTeIbHOCTH
OpraHH3aIlHH.

1K 3.2. IInanupoBath BHIIOJIHEHHE PAOOT UCTIOIHUTESIMHU.

[1K 3.3. Opranu3oBsiBaTh pabOTy TPYAOBOTO KOJIJIEKTUBA.

I[IK 3.4. KourponupoBaTh XOJI U OLEHUBaTb pPE3yJbTaTbl BHIIOJHEHUS padoT
WCIIOJTHUTENISIMH.

1K 3.5. OdopMIIATE Y4ETHO-OTUETHYIO TOKYMEHTAIIHIO.

14. PeKOMeHJIyeMOC KOJIMIECTBO YaCOB HA 0CBOCHUE NPOrpaMMbl TUCIHUIIJINHBI

MakcumasbHas yueOHas HArpy3Kka o0y4aruierocsi 70 4yacoB

BKJTIOYAs:
o0s13aTeNbHas ayIUTOpHAasl yueOHasl Harpy3ka 46 4acoB
caMOCTOSITeNIbHAs paboTa 22 4acoB
KOHCYJIbTalluH 2 4acoB
BCEI'O 70 4acoB

2. CTPYKTYPA U IIPUMEPHOE COIEP) KAHUE YUYEBHOM JUCHUITINHBI
2.1. O0beM y4eOHOI TUCIUNJIMHBI M BHIbI Y4e0HOI padoThI

Bup yueOHoit padoThbl O0bem yacoB

MaxkcumanbHas yyeOHas Harpys3ka (Bcero) 70
Oo6s13aTesibHAsE ayAUTOPHAs yueOHAasi HATPY3Ka (Bcero) 48
B TOM YHUCIJIE:

JIEKIIUHU 28

NPaKTUIECKHE PAOOTHI 18
CamocrosiTeibHas padora o0y4yawuerocs (Bcero) 22
Koncyabranumn 2
Hrorosasi arrectanust B popme mexyujeco Konmpoas




2.2. TemaTnuyecKMii IJIaH U copep:kaHue ydyeOHo# qucuumiannbl «OI1.04 lokymeHTaunoHHOE o0ecnevyeHne ynpaBJjaeHus»

HaumeHoBaHue pa3iesioB U TeM Conep:kanue y4eOHOIro MaTepuasia, JadoparopHbie padoThl M npakTudeckue | O0bem | YpoBeHb
3aHATHSA, CAMOCTOSITEIbHAsl padoTa 00y4aImmuxcs YacoB | OCBOEHHS
1 2 3 4
Paznea 1. JlokyMeHTHPOBaHNe YIPaBJIeHYECKOii 1eTeJbHOCTH 48
Jlekuuu 20
Tema 1.1. Beenenue. Jleknus 1. Vicroku nenonpousBojacta. CTaHoBIIEHHE Jenonpou3BojicTBa B Poccun. HopmarusHo-
[Ipenmer, uenu u 3a- 1auu mpaBoBoe oOecredeHue Aeaonpou3BoacTBa. OCHOBHBIC MOHATHS: AOKYMEHT, JTOKYMEHTOBEICHHE,
y4eOHOU TUCITUTUIMHBI JIoKyMeHTanmonHoe obecneuenue ynpaeienus ([OY). HopmatuBHo-mpaBoBas 6aza JIOV. 9 1
Hasnauenne [I'ocynmapcTBeHHOW CHCTEMBl JOKYMEHTAIlMOHHOTO OOECIeYeHUsl YIpaBlICHUs
('CAOY); tunoBas HHCTPYKIMS IO AEIOMPOU3BOICTBY B (peliepaibHBIX OpraHax MCIOJHUTEIHHON
Bractu. Ponb nndopmanyy B cOlManbHO-3KOHOMUUYECKUX MPOIIeccax.
Tema 1.2. OOume HOpMBbI U Jlekuus 2. Yaudukamus CTaHJApTU3aLUs JIeJI0BOW TOKYMEHTALUU. CrnoBapsb-
npaBuiia 0POPMIICHUS MUHUMYM TEpPMUHOB U ompezeneHuid. OOmue HOpMBI M TpaBuia OPOPMIICHHUS JTOKYMEHTOB 2 1
JOKYMEHTOB (pa3mepbl Oymarwu, moJieid, HyMepaius CTpaHuIl ¥ T.JI.) TMPUMEHSEMOE B JEJIIONPOU3BO/ICTBE.
Tema 1.3. Opranuzaunonno- | Jlekuus 3. Kimaccudukanms nenoBoii nokymentanuu. [lpasuia opopmieHus peKBU3UTOB OaHKa U
pacnopsauTeabHas WX PacIoJIOKEHHUs Ha CTaHIapTHOM dopMate Oymaru, pasmepsl nojieit. Dopmynsap-oOpaszer Tpymibl 2 1
JOKYMEHTAITHS JOKYMEHTOB, TPUHAJISKAIINX K OJJHOH CHCTEME.
Jlekuust 4. IlpoexktupoBanue ONaHKOB JOKyMEHTOB opraHu3auuu. Coctas, odopmieHue,
M3TOTOBIICHHE, XpPaHEHNE OJTAHKOB OpPTaHU3AIHH.
brnank qokyMeHTa: MOHATHE, HA3HAUYEHUE, BUIbI OJaHKOB (001Ul OIaHK, 2 1
OlaHK TUChbMa, OJIaHK KOHKpPETHOro BUJa JOKyMeHTa (kpome mnucbma). CocrtaB, odopmiieHue
PEKBU3UTOB OJIaHKA.
Tema 1.4. O6mas Jlekums 5. OcoOeHHOCTH f3bIKa CIYX)EOHbIX JOKyMeHTOB. KoMmno3unus nokymenta. CTpyKTypHbIe
XapaKTepUCTHKA CTHIIS omnOku. HeymecTHOe U HeonpaBAaHHOE yIIOTPeOICHNE HHOCTPAHHBIX CIIOB. 2 1
CIIy>keOHOM TOKyMEHTalluu
Tema 1.5. Bugsl u Jlekuust 6. OpraHn3almOHHO-PACTIOPAAUTENbHbBIE TOKYMEHTHI: MOHATHE, Ha3HAYCHHE, OCHOBHBIE
oopmrenne BUJIBI (OpTaHU3AIMOHHBIC, PACTIOPSIIUTENLHBIC, CITPABOYHEIE).
OpraHU3aIMOHHO- OpraHu3alvoHHbIE JOKYMEHTBI: yCTaB, MOJOKEHHE, CTPYKTYpa U IITaTHAas YUCICHHOCTb, IITAaTHOE 2 1
pacropsIuTeTbHON pacriicaHue, MpaBHia, MOJDKHOCTHAST WHCTPYKIHS, WX HAa3HAYCHHE, XapaKTEPUCTHKAa W COCTaB,
JOKYMEHTAIIH TpeOoBaHuUs K 0hOPMIICHHUIO, TOPSJIOK YTBEPIKJICHHSL.
Jleknus 7. PacniopsimutenbHbIe JOKYMEHTHI: TTIOCTAHOBJICHUE, MPUKa3 (IT0 OCHOBHOW JESTEIHHOCTH
U TO0 JHWYHOMY COCTaBy), paclopsKeHHE, COBMECTHBIM paclopsIUTEIbHBIH JTOKYMEHT, HX 2 1
Ha3HAYCHHE, XapaKTePUCTUKA U COCTaB, TPeOOBaHUS K OPOPMIICHUIO.
Jlexkuust 8. CipaBoyHO-MH(POPMALIMOHHBIE TOKYMEHTBI: CIyKeOHbIe MMChMa, CIPABKH, JIOKJIATHbIE 2 1




3alUCKH, TPOTOKOJIBI, AaKThl, 3asABJICHHS, HX XapaKTePUCTHKAa M CO- CTaB, TpeOOBaHUSA K
o OopMIICHHUIO.

Tumel JTOKYMEHTOB: TOJJMHHUK, KOMHS, IyOJMKAT, BBIMKCKA, WX Ha3zHadeHue. [lopsimok
O(bOpMHeHI/ISI " BblAa4YU KOIINHU U I[Y6JII/IKEITOB JOKYMCHTOB, BBIIIMCOK M3 HUX.

Tema 1.6. JlokymeHTa1us 1o

Jlekuusa 9. OdopmieHne IOKYMEHTOB, NMPEABABISEMBIX MpU Ipueme Ha padotry. Ilpukasel u

TPYAOBBIM OTHOILICHHUSIM pacropsHKeHUs 10 JINYHOMY COCTaBy. XapaKTEepUCTHKA, aHKeTa, aproouorpadus. [IpaBuna BeneHus 2 1
JIMYHOTO JIeJIa, TPYJOBBIX KHUKEK.
Jlekums 10. [loroBopHO-1ipaBoBasi JokyMeHTaIus. JloroBop (KOHTPAKT): MOHSATHE, TUIIOBas (hopMma.
OO6miasi xapakTepucTHKa JOKYMEHTOB I10 (DMHAHCOBO-pPacdeTHBIM omepanusaMm. Kinaccudbuxarus 2 1
YUYETHBIX JIOKYMECHTOB.
IlpakTHYecKkne 3aHATHS 16
IIpakTnyeckoe 3ansitue 1. O3HaKOMJIEHHE C HOPMAaTUBHO-IIPAaBOBOW 0a30i JTOKyMEHTALMOHHOTO
obecneuenus ynpasnenus ('OCT P 7.0.97-2016; 'OCT P 7.0.8-2013) CocraBieHnue KpoccBopaa 2 2
u3 cinoBapst TepMuHOB U onpenencanii [OCT P 7.0.8-2013
IIpakTnueckoe 3ansaTue 2. CocraBnenue u opopmienue ooduero 6manka corinacuo 'OCT P
7.0.97-2016; Odopmiienne 61aHKa 11 MMChMa (YTII0OBOE U TIPOJIO0IHHOE PACIIOIOKECHUE 2 2
PEKBU3HTOB)
IIpakTnueckoe 3ansaTue 3. CocraBnenue u ohopMIIeHHE OpraHU3alMOHHBIX JOKYMEHTOB 2 2
IIpakTnyeckoe 3ausitue 4. CocraBieHue u opopMIeHNE paCIOPSIUTENBHBIX TOKYMEHTOB. 2 2
IIpakTuyeckoe 3ansaTue 5. CocraBnenue u ohopMIIeHHE CITPABOYHO-UH(DOPMALIMOHHBIX 9 9
JOKYMEHTOB
IIpakTnueckoe 3ansitue 6. OhopmieHne TOKyMEHTAllUU IIpU IpHUeMe Ha paldoTy. 2 2
IIpakTuyeckoe 3ansaTue 7. CocraBiieHne u 0(hOPMIICHHUE TOTOBOPOB/KOHTPAKTOB. 2 2
IIpakTnueckoe 3anaTHe 8. CocrtaBieHMe U OQOpPMIICHHE JAOKYMEHTOB IO (PHMHAHCOBBIM 9 9
OTIepALIHSIM.
CamocrosiTesibHas padoTa 12
CocraBrnenre TaObIUIBI MPUMEHEHUST PeKBU3UTOB. [loAroToBKa K (pOHTAILHOMY OMPOCY MO TEeMeE:
TpebGoBanust K 0OPMIICHUIO TOKYMEHTOB, PEKBU3HUTHI, OJIAHKU
[Touck Anpboma yHUGUIIUPOBAHHBIX (POPM MEPBUYHON YUETHOW NOKYMEHTAIIUU, UCTIOIb3yEeMbIE B
oyxyuére B CIIC «KoHcynbTanT mioc. @DopMbl JOKYMEHTOB
CocraBieHue Tecta 1o reMe: Opranu3almoHHO-PACIOPSAUTENbHbBIE JOKYMEHTHI.

Pazjnen 2. Opranusanus pa6oTsl ¢ JOKYMEeHTaMU 22
Jleknun 10

Tema 2.1. Opranuzanus Jleknmusi 11. Cnyx6a JIOY B opraHuzanusx: 1eiau, 3a1add, Ha3HaueHue, (PYHKIUU, TUTIOBBIC 9 1

,Z[OKYMCHT0060pOTa

CTPYKTYPBI, JOJDKHOCTHOM cocTaB. Pernmamenrarus padotst CLIOY.




JIOKyMEHTOOOOpOT: TOHATHE, OOIIME NPHUHIMIBI OpraHu3aliu JOKYMEHTO- 000poTa, ero
CTPYKTypa, HEOOXOAMMOCTh Yydera oObeMa JOKyMeHTooOopoTa. HopmaTHBHBIE JOKYMEHTHI,
periIaMEeHTHPYIOIIUE OPTraHU3aINI0 JOKYMEHTO-

00opoTa.

Tema 2.2. Opranuzanus
pEerucTpanuu J0KyMEHTOB U
KOHTPOJIb UCTIOJTHEHUS
JIOKYMEHTOB

Jlexuust 12. Perucrpanus JOKyMEHTOB: MOHSTHE, LI€TIH, 33Ja4K, MECTa PErMCTPALUN Pa3INnYHbIX
Kareropuii  gokymeHtoB. Cucrembl U (OpMBI peructpanuu  (KypHalbHas, KapTOYHAs,
aBTOMaTU3MpOBaHHAs1), MX JOCTOMHCTBA M  HegocraTku. Ilokaszarenn, BBOAHMMBIE B
peructpanioHHsie Gopmbl. OCOOEHHOCTH PETUCTPAllMN BXOJISAIIMX, UCXOMSIIMX U BHYTPEHHHX
JOKYMEHTOB.

Jlekuust 13. CocrtaB BBINOMHSAEMBIX pabOT MpU OTIPaBKE HCXOISAMIMX JOKYMEHTOB: IpPOBEpKa
IPAaBUIBHOCTH 0(OPMIIEHUS, HATMYUS IPUIIOKEHUH, agpecaTa, COPTUPOBKA IO aJpecaraM U BUAaM
OTIIPaBJICHUM, COCTaBJIEHHME ONMCHU PACCBUIKU. TpagUIIMOHHBIM CHOCOO OTIPAaBKU JOKYMEHTOB
(mouroif). OTmpaBKa JOKYMEHTOB C IIOMOILBIO Tesle(oHa, aKca, HIEKTPOHHOMN MOYTHI.

KoHTpoib ucnosHeHus: AOKYMEHTOB: MOHSTHE, Ha3HaueHue, Buibl. [IpuHIMIBI OopraHu3anuu
KOHTpOssl. CpOKM HCIIOJIHEHUS: TUIOBOM, WHIAWBUAYalIbHBIA. TEXHOJIOrHs BENEHUS KOHTPOJIA.
AHanu3 UCIIOJIHEHUs TOKYMEHTOB B YUPEKACHHUM.

Tema 2.3. Opranuzanus
OTEPAaTUBHOTO XPAaHEHUS
JOKYMEHTOB

Jlekuus 14. Homenknarypa nen: moHsTHE. 3HAUEHHE HOMEHKJIATYPBI 1l AJs KiacCU(pUKALUU
AOKYMCHTOB, OIICPATUBHOI'O XPAaHCHUA U UX HpCIlapXI/IBHOI\/JI IHOATOTOBKHU. BI/II[BI HOMCHKJIATyp ACII.
[Topsimox cocraBieHusi, 0hOPMIICHUS, YTBEPXKICHUS M MPUMEHEHHs] KOHKPETHOW HOMEHKJIATYPHI
nen. [Mopsimox dhopmupoBanust ed.

IIpakTHYecKHe 3aHATHA

IIpakTnueckoe 3ansaTue 9. Cocraienue u opopMIeHHE HOMEHKIATYPHI €]

CamocrosiTesibHas padoTa

10

C(I)OpMI/IpOBaTL ACJI0, BKIIFOUUB B HECTO JOKYMCHTBI, IMOATOTOBJICHHBIC HA IMPAKTUYCCKUX 3AHATHAX
U IpHA BBIIOJHCHUU CaMOCTOATCIbHBIX pa60T, a 3aTréM OTIpPaBUTb HX IIO 3J'ICKTpOHHOI71 Io4yTe
IpennoaaBaTeIro.

KoncyabTanumn

BCEI'O

70




3. YCJIOBUS PEAJIMBAIIMU YYEFHOU JUCHUILJIAHBI

3.1. Tpe6oBaHUsI K MUHUMAJbHOMY MaTepPHAJbHO-TEXHHYECKOMY 00ecIeYeHN 0
Peanu3anius nporpaMMbl AUCIMIUTHHBI TPEOYET HATNYUS YIeOHOTO KaOUHETA.
O6opynoBanue yaeOHOT0O KaOWHEeTA:

- TIO0CAJ0YHBIX MECT (TI0 KOJUYECTBY 00YyUaIOIINUXCS);

- pabouee MeCTO IpenoaBaTes.
TexHuueckue cpeacTBa 00ydeHHUs:

- KOMIIBIOTCP C JIMUCH3UOHHBIM IIPOIrpaMMHBIM o0ecrieueHUEM.

Peanuzanus yueOHOM TUCHUIUIMHBI TPEOYeT HATMYMS TEXHUUECKHUX CPEJCTB O0yUYESHHUS:
- 3KpaH,

- MYJIbTHUMEIUAIIPOEKTOP.

3.2. UudopmanuonHoe odecriedeHrne 00y4YeHust

Ilepeuensb pekoMeHAyeMbIX Y4eOHbIX U31aHUli, UHTepHET-pecypcoB, 10NOTHUTETbHOI
JIMTEPaTypbl

OcHOBHbIE HCTOYHHKH

1. T'paxnanckuii kogexc Poccuiickoit @eaepanum, 4.1 u 2

2. Tpynosoii koxekc Poccuiickoit denepanun

3. @3 "O6 undopmanuu, HGOPMALUOHHBIX TEXHOJIOTHAX U 3auuTe nHpopmanuu" No
149- @3 ot 27.07.2006

4. @3 «O xommepueckoii TaitHe» Ne 98-D3 ot 29.07.2004

5. @3 "0O06 snexrponHou moanucu" Ne 63-d3 ot 25 mapra 2011 roma

6. OcHoBHBIE MpaBuUIia pabOTHI ApXUBOB opranu3amnuii. — M.: Pocapxus, 2003

7. llepeueHb TUIIOBBIX YIPABIEHYECKUX JIOKYMEHTOB, 00Pa3yIOIIUXCS B JESATEIbHOCTH
OopraHu3anuii ¢ ykazanueM cpokoB xpaHeHus. — M.: Pocapxus, BHUNJIA/L, 2000

8. TIlocranosnenue [IpaBurenscta Poccuiickoit @eneparuu ot 15 utons 2009 r. Ne 477
«O0 yTBEpX/IEHUH MPABHJI ICTONPON3BOJICTBA B (DeZiepalIbHBIX OpTraHax MCIIOJHUTELHON
BJIACTH»

9. TOCT P 7.0.8-2013 "CUBU /. lenonpon3BOACTBO U apXUBHOE J1eJ10. TEepMUHBI U
onpeneneHus".

10. Kopuees, 1. K. JlokymenTtanuonHoe obecrieueHue ympasieHus + Tectel B OBC :
yuebHuk u npaktukym i CI1O / 1. K. Kopnees, A. B. ITmenko, B. A. Mamypues. — 2-e u3n.,
nepepad. u gomn. — M. : U3parensctBo IOpaiit, 2019. — 384 ¢. — (Cepus : [Ipodeccuonanbaoe
obpaszoBanme). — ISBN 978-5-534-05022-6. — Pexum moctyma : Www.biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491

11. Jloponuna, JI. A. JloKyMEHTallMOHHOE OOecleYeHue YMNpaBICHUS :@ YUYEOHMK U
npaktukym uist CI1O / JI. A. loponuna, B. C. UputukoBa. — M. : U3natensctBo FOpaiit, 2019.
— 233 ¢. — (Cepus : IIpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-05783-6. —
Pexum moctyma :  www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-
438586

12. KysuernoB, . H. JlokymeHTanmmoHHOEe OOECICUCHHE YIPABICHHUS IEPCOHAIOM :
yuebHuk u npaktukym st CI1O / U. H. Ky3nenoB. — M. : U3garenscTBo FOpaiit, 2019. — 521
c. — (Cepus : IIpodeccuonamsnoe obOpazoBanue). — ISBN 978-5-534-04451-5. — Pexum
JocTymna : www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravieniya-
personalom-444432

I_[OHO.]IHI/ITC.]II)HBIC HCTOYHUKMU:
1. AGynamze, J. I'. JlokymeHTanmoHHOEe oOOeCIeUeHHE YIPaBIECHUS IEPCOHAIOM :
yuebHuk u npaktukym s CI1O / 1. I'. AGynanse, U. b. Bempsikkuna, B. M. Macnosa. — M. :
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WznatensctBo FOpaiit, 2019. — 299 c. — (Cepus : [IpodeccronanpHoe obpazoBanue). — ISBN
978-5-534-01543-0. — Pexum pocryma : Www.biblio-online.ru/book/dokumentacionnoe-
obespechenie-upravleniya-personalom-437238

2. IllyBamoBa, H. H. JlokymeHTanmoHHOE oOOecCreYeHUe YIpaBICHUs : Yy4EeOHUK H
npaktukym ans CIIO / H. H. lysamoBa. — M. : U3garensctBo FOpaiit, 2019. — 221 c. —
(Cepus : IIpodeccronansaoe oopazoanue). — ISBN 978-5-534-00088-7. — Pexxum nocryna :
www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-433679

3. Kysnenos, U. H. /lokymeHntannonnoe obecrieueHre ynpasieHus. JJoKyMeHTO0OO00pOT
U JICJIONPOU3BOJICTBO : yueOHuK u npaktukym st CI1O / U. H. Ky3uenos. — 3-e u3z., nepepad.
u gon. — M. : HsnmarensctBo HOpaiit, 2019. — 462 c¢. — (Cepus : Ilpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-04604-5. — Pexum goctyma :  www.biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-433861

4, KazakeBuu, T. A. JlokymMeHTanmoHHOE OOECIEYCHUE YINPaBICHUS : YYCOHHK |
npaktukym g CIIO / T. A. KazakeBuu, A. U. Tkanmuu. — 2-e u3z., ucnp. u pom. — M. :
WznatensctBo FOpaiit, 2019. — 177 c. — (Cepus : IIpodeccuonanbHoe obpazoBanue). — ISBN
978-5-534-06291-5. — Pexum pocryma : Www.biblio-online.ru/book/dokumentacionnoe-
obespechenie-upravleniya-437587

5. TI'posora, O. C. JlenonpousBoactso : yuebd. mocodbue mis CI1O / O. C. I'pozoBa. — M.
: UznatensbctBo FOpaiit, 2019. — 126 c. — (Cepus : [Ipodeccuonanbnoe obpa3oBanue). —
ISBN 978-5-534-08211-1. — Pexxum noctyma : www.biblio-online.ru/book/deloproizvodstvo-
438791

6. JloxymeHnroBenenue : yueOHUK u npaktukyM st CI1O / JI. A. Jloponuna [u ap.] ; mox
pen. JI. A. JloponuHoii. — 2-e u3n., nepepad. u gon. — M. : UznarensctBo KOpaiit, 2019. —
309 c. — (Cepus : Ilpodeccuonansroe oopazopanue). — ISBN 978-5-534-04330-3. — Pexum
nocryna : Www.biblio-online.ru/book/dokumentovedenie-433551

7. Kopuees, 1. K. JlokymeHTHpOBaHNE YIPaBIEHYECKON /ieATenbHOCTH + TecThl B OBC :
yueOHUK M MPAaKTUKYM AJis akagemuuyeckoro Oakanaspuara / M. K. Kopuees, A. B. [Tmenko, B.
A. MamypreB. — 2-e u3n., nepepad. u gon. — M. : M3narensctBo FOpaiit, 2019. — 384 c. —
(Cepus : bakanasp. Axkagemuueckuii kypc). — ISBN 978-5-534-04533-8. — Pexxum nocryma :
www.biblio-online.ru/book/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066

8. Ilysanosa, H. H. OcHOBBI nenonpoun3BoJCcTBa : yueOHUK U npaktukym i CI1O / H.
H. Illysanosa, A. I0. MBanosa ; mox o6mi. pen. H. H. IllyBamoBoit. — M. : M3naTenscTBO
FOpaiit, 2019. — 375 c¢. — (Cepus : IIpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-
03058-7. — Pexum poctyma : www.biblio-online.ru/book/osnovy-deloproizvodstva-433402

9. HsanoBa, A. 0. Pycckuil A3bIK B J€JI0BOM JOKYMEHTAIlMM : Y4EOHUK U MPAKTHUKYM
s CIIO / A. 0. UBanoBa. — M. : UsnmarensctBo HOpaiit, 2019. — 157 ¢. — (Cepus :
[Ipodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10261-1. — Pexum noctymna
www.biblio-online.ru/book/russkiy-yazyk-v-delovoy-dokumentacii-442468

10. enompowusBoacTso [JlokymMeHTallMOHHOE oOecrieueHre ynpapneHus|: YueOHuk - 13-
u3l. - ("Cpennee npodeccuonanbHoe oopazosanue") (I'PUD) /bacako M.U., 3ambiikoBa O.1.

11. JlokymMeHTalmoHHOE OOECIeYeHHEe YIMpaBlIECHUS: Y4YEOHHK Ul CTYHd. YUPEeKICHUN
cpen. npod. obpazoBanust / A.B. Ilmenko. — 1l-e usm., crep.- M.: M3gartenbckuii meHTp
«Axagemus», 2012. — 176 c.

12. JlokymMeHTaImoHHOE OOECTIeYeHHEe YIPaBICHUS : YUYEOHHK U CTYH. YUIPEKICHHH
cpen. npod. obpazoBanus / JI. A. Pympinuna. — 6-e u3n., crep. — M. : M3garenbckuid EHTP
«Axagemus», 2008. — 224 c.

NHTepHeT-pecypcebl:
1. www.garant.ru/
2. www.consultant.ru/
3. www.statearchive.ru/
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4. www.sekretariat.ru

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHHMSI YYEFHOMN
JUCHHUIIJINHBI

OO6pa3oBarenbHOE yUpekJEeHUE, PeaTu3yrollee MOArOTOBKY MO Y4eOHOM AMCLMILIMHE,
o0ecrieurnBaeT OpraHu3alfio U MPOBEJICHHUE MPOMEKYTOYHOM aTTECTAIlMN U TEKYIEro KOHTPOJIS

HHAWNBUAYAJIbHBIX 06paSOBaTeJIBHBIX ,Z[OCTI/I)KeHI/Iﬁ

3HAaHUN YMEHUH U HaBBIKOB.
@opMBI U1 METOIBI ITPOMEXKYTOUYHOM aTTECTALMUA U TEKYILErO0 KOHTPOJI CaMOCTOSITEILHO
pa3pabaTbIBatOTCsl 00Pa30BaTENbHBIM YUPEXKICHUEM U JIOBOJSATCS JIO CBEJCHUS OOYJaroLIHXCs
HE M03/]HEE IBYX MECSIIEB OT Hayana o0yueHHUs..
HToroBoii hopMoii KOHTPOJIS SIBJISIETCS TEKYIIUH KOHTPOJIb.

donnn!

OLICHOYHBIX

CpCIACTB

(®OC)  paszpabarbiBarOTCS

— JIEMOHCTPUPYEMBIX 00ydaromuMucs

O6p&30BaTeHBHHM

yupexaenueM. OHM BKIIIOYAIOT B c€0s MEIarornyeckue KOHTPOJIBHO - OLEHOYHBIE MaTepHAIbL,
IpeJHa3HAYCHHbIE JJI ONpPEAENICHUs COOTBETCTBHUS (WJIM HECOOTBETCTBHUS) WHIMBHyalbHbBIX
00pa30BaTEeNbHBIX TIOCTH)KEHUH OCHOBHBIM MOKA3aTENISIM PE3Yy/IbTaTOB MOATOTOBKH (TaOJIHIIb).

Pesyabrarsl
Ounenka
00yueHust
OcHoBHBIC pe3yJbTaToB
(ocBOEHHBIE
NoKa3areju @®opMbI U METOAbI KOHTPOJISI o0yueHust
YMEHHs, OLIEHKH pe3yJabTaTa (KoMIeTeH-
YCBOEHHBbIE
1K)
3HAHNSA)
YMmeHus:
oopMIIATH Odopmienne KonTtpons npaBunsHOCTH ohopmierns | OK 1-9
JOKYMCHTALMIO B | JOKYMEHTOB B JOKYMEHTOB, COOTBETCTBHEC IIK11.-1.4
COOTBETCTBHH C cootBerctBud ¢ [OCT | TpeboBanusm HITA Ha mpakTudeckux K 2.1-2.3
HOPMaTHUBHOU P 7.0.97-2016, TOCT | 3amarusax K 3.1-3.5.
0a30i, B T.4. C P 7.0.8-2013
HCIIOJIb30BaHUEM
nHPOPMALIUOHHBI
X TEXHOJIOTUI
OCBaMBaTh Coznanne 1mabnoHoB | KoHTposb MpaBHIBHOCTH CO3aHUS OK 1-9
TEXHOJIOTUU JJOKYMEHTOB B m1a0I0HOB OJIAHKOB M CO3JaHUE HA MX IIK1.1.-14
ABTOMATH3MPOBaH | TEKCTOBOM PEJAKTOPE | OCHOBE JOKYMEHTOB C MCHOJIB30BAHUEM | [TK 2.1-2.3
HOM 00pabOTKH MS Word, nporpamMmel MS Word TIK 3.1-3.5.
JOKYMEHTaINH UCTIOJIb30BaHME
nporpammer MS Word
pu pabote ¢
JTIOKYMEHTaMH.
HCIIOJIb30BAaTh ITouck KonTponb nmpaBUILHOCTH 3aN0THEHUS OK 1-9
YHUQUIMPOBAHH | YHUDHUIIMPOBAHHBIX YHUPUIHPOBAHHEIX (hopM, criocodHoCTh | [TK 1.1.-1.4
13 ¢dbopMbl | HOpM JOKYMEHTOB B paboTaTh ¢ CUCTEMaMU MOUCKa B XOJIE K 3.1-3.5.
JIOKYMEHTOB CIIC «KoHcynmbTaHT», | MPOBEIEHHS MPAKTUIECKUX paOOT U TIPU
MHTEPHETE U BBITIOJIHEHUN CAMOCTOATENILHBIX PadoT
3armojHeHue Gopm
OCYIIECTBIISATh ITpaBunbsHOE KoHTpoab nmpaBUJIbHOCTH 3aMI0JTHEHUS OK 1-9
XpaHCHUE U 3ar0JIHEHUE PETUCTPAITMOHHBIX (HOpM, IIK1.1.-14
MTOMCK PErHCTPaLMOHHBIX HOMEHKJIATyphI eaa ¥ popmupoBanus | [IK 3.1-3.5.
JIOKYMEHTOB (hopM JOKYyMEHTOB , JleNia Ha MPAaKTUYECKHUX 3aHATHAX U IIPH
COCTaBJICHHE MIPOBEJICHUH CaMOCTOSITENILHBIX paboT
HOMEHKJIATypBI J€ C
yKa3aHUEM CPOKOB
XpaHeHUs
HCIIOJIb30BaTh OtnpaBka KonTtpons npenonasarenem marepuanos | OK 1-9
TEJIEKOMMYHHKAL | COPMHUPOBAHHOTO c(hOpMHUPOBAHHOTO JeJa. K 1.1.-1.4
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HOHHBIE JieJ1a Ha SJICKTPOHHBIN IIK 3.1-3.5.
TEXHOJIOTHH B aJipec mpemnoaBaTens
3IIEKTPOHHOM U1l IPOBEPKH, OOMEH
JOKYMEHTO000pO | 3IeKTPOHHBIMU
Te JOKYMEHTaMH MEXITy
CTYIEHTaMH TI0
JIOKAJIbHBIM CETAM
3Hanua:
MOHSTHE, LIEIH, 3HaTh ocHoBHBIE | Onenka: OK 1-9
3aJaud U TIOHSATHSI, e, 3a]]a4 | BBITIOJHEHHS MPAaKTHIECKUX padoT,
MIPUHIIATIBI u NPUHIMIIEL | CAMOCTOSITETbHOM padoThl B hopme
JEIOTPON3BOJICTB | JIEIOMPOU3BOICTBA TEKYIIETO KOHTPOJIS;
a
OCHOBHBIC [TonsiTue TepMUHOB OneHka: OK 1-9
TTOHATHUS "moxyMeHT", BEITIOJTHCHUS TTPAKTHYECKUX padoT,
TOKYMEHTAIMOHH | "HOKyMeHTOBeJeHHe", | cCaMOCTOATENbHOM paboThI B hopme
Oro o0ecrevyeHus] | «IOKyMEHTAIlMOHHOE | TEKYILEro KOHTPOJIS;
yIpaBicHAS oOecrieueHne
ynpasnerus (JJOY)».
DYHKIMUA JOKYMEHTOB.
CUCTEMBI Haznavenue u cocta | Ouenka: OK 1-9
JTOKYMEHTAIIMOHH | OpraHU3aI[HOHHO- BEITIOJTHEHHS TTPAKTHYECKUX paboT,
oro obecrie4eHns: | MPaBOBOIA, CaMOCTOSTENFHON PaboThI B hopme
yTpaBicHAS pacmopsANTENILHOW M | TEKYILEro KOHTPOJIS;
CIPaBOYHO-
MH(GOPMAITMOHHOM
JOKYMEHTAIIHH.
ONeKTPOHHBIN
JIOKYMEHTOO0O0POT.
knaccudukanuio | Kmaccudukarms Ornenka: OK 1-9
JOKYMEHTOB JIOKYMEHTOB T10 BBITIOJTHEHUS TIPAKTHUECKHIX padoT,
COZIEPXKAHUIO, TIO CaMOCTOSITETIbHOM paboThl B hopme
cpencrtBam (UKCaly, | TEKYIIETO KOHTPOJIS;
10 CPOKaM XpaHEeHUS
TpeOOBaHUS K Tpebosanust [OCT P OrneHka: OK 1-9
COCTaBIICHHIO U 6.30-2003, peKBU3UTHI, | BBHIMOJHEHHS MPAKTHIECKUX padoT,
o opMIIEHUIO OJIaHKH JOKYMEHTOB CaMOCTOSTENLHON PaboThI B hopme
JIOKYMEHTOB TEKYIEro KOHTPOJIS;
OpraHu3aluio [Toustue n npunnunel | OneHKa: OK 1-9
JIOKYMEHTOO000pO | OpraHu3anun BEITIOJTHEHHS TTPAKTHUECKUX paboT,
Ta: TIpUeEM, JIOKYMEHTO000pOTa, CaMOCTOSTENLHON PaboThI B hopme
00paboTKy, pErHCTPALMOHHbBIC TEKYIIET0 KOHTPOJIS;
perucTpanuro, (hOpMBI TOKYMEHTOB,
KOHTPOJIb, (hopmupoBaHue nena,
XpaHeHUE HOMEHKJIaTypa Jedl.
JIOKYMEHTOB,
HOMEHKJIATypy
Jen
Pazpaborumk: CemenoB /[I.B., mpenomaBatens TexHukyma llepmckoro wuHcTHTyTa

(¢punuana) POY um. I'.B. Ilnexanosa
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