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1. MACIIOPT MPOI'PAMMBI YYEBHOM JTUCIUIIJINHBI

JlOKYMEHTAIlMOHHOE oOecreuyeHue YIIPpAaBJICHUA

1.1. O61acTs npuMeHeHus1 padoveil NPOrpaMmbl

[TporpamMma y4eOHOW IUCHUIUIMHBI SIBISIETCS YacThbIO MPOTPamMMbl IMOATOTOBKH
CHEIUAINCTOB cpeanero 3BeHa B cooTBeTcTBUU ¢ PI'OC mo cmermmanpHOcTH 38.02.05
ToBapoBeneHHe M IKCNIEPTH3A KA4YeCTBA NOTPEOUTEIHCKUX TOBAPOB.

1.2. MecTo y4eOHOH JUCUMILIMHBI B CTPYKTYpe B CTPYKTYpe NPOrpaMMbl MOATOTOBKH
CIEeINHAJIMCTOB CPeHEro 3BeHa:

Huctunnuna OI1.05 «JlokyMeHTallMOHHOE OOECIieYeHHEe YMNpPaBICHUEM» BXOJUT B
uki obuienpodeccuonanbubix aucuumivH (OI1.00) mpodeccuonansuoro mukia (I1.00)
cnennasnibHocT  CIIO  38.02.05 ToBapoBeaeHme W JKCHepTH3a KavyecTBa
NOTPedUTETbCKHX TOBAPOB.

HucuumnuHa «JloKyMeHTaIlMOHHOEe O00ecleyeHne yIpaBICHUEM)  SBISETCS
obmenpodecCuoHaIbHOM,  yCTaHaBIUBaIOIIeH  0a30Bble  3HAHUS  JJI1  YCBOCHHS
npodecCHOHATBbHBIX KOMIIETCHIIUN.

1.3. Heau u 3aga4u y4eOHOH JUCUMILIMHBI — TPEOOBAHHMSA K pe3yJibTaTaM OCBOCHHUA
y4eOHOM AUCHUIINHBI:

HuctumnuHa «JlokyMeHTannoHHOe oOecrieueHue yMpaBlIeHUs» HampaBieHa Ha
BHEJPEHUE B IMPOU3BOACTBO HOBBIX MH(POPMAIIMOHHBIX TEXHOJIOTUI M3-32 MHOTOKPaTHOTO
yBenn4YeHUs: 00bEMa uHpopmanu. B 1ensx aHanmza U coXpaHeHUs JUIs MOCIEYIOLIEro
UCIOJb30BaHUsl OHa (MHpoOpMalusa) TpeOyeT CBOEro JIOKyMEHTHpPOBaHHs. OTy 3ajady
BBIMOJIHSET AEIONPOU3BOICTBO — 00JIACTh YNPABICHUYECKON NEATEIbHOCTH MPEANPHUSITHS
(opranu3aiuu) 1o moAroToBKe U oPopMICHUIO O(QUIIMATIBHBIX TOKYMEHTOB, OpTraHU3aIuu
WX JIBIDKCHUS, yUE€Ta U XPAHCHHUSI.

B pe3ynbTaTe ocBoOeHUsT y4EOHOM TUCIUTIUIMHBI O0yYarOUUNACs T0KEH YMETh:

— opopmiATh W TPOBEPATH NPABWIBHOCTH OQOPMIICHHS JOKYMEHTAllMd B
COOTBETCTBUM C YCTAaHOBJICHHBIMH TpEOOBaHWSIMH, B TOM YHCIE HCIOJIB3YS
WH(GOPMALIMOHHBIE TEXHOJIOTUH;
— OCYIIECTBIISATh aBTOMAaTU3UPOBAHHYIO 00paObOTKY JOKYMEHTOB;
— OCYIIECTBISITH XPAaHEHHUE U TIOUCK TOKYMEHTOB;
— UCTIONB30BaTh  TEICKOMMYHUKAIIMOHHBIE ~ TEXHOJIOTMM B BJIEKTPOHHOM
JTIOKYMEHTO000pOTE;

B pe3ynbrare 0CBOSHUS IUCIUTUIMHEI 00YYaIONIHIACS JOKECH 3HATh:
- OCHOBHBIE TIOHATHS, 1I€JH, 3a/1a4l U MPUHIUIBI JOKYMEHTAIIMOHHOTO 00€CIIeYeHHUsI
YIIpaBJICHHUS;
- CHCTEMBI IOKYMEHTAIIMOHHOTO 00ECTICUeHHS! YITPABICHHUS, UX aBTOMAaTH3AIHIO;
— KJIacCU(UKAIIUIO TOKYMEHTOB;
— TpeOOBaHMS K COCTABJICHUIO U O(POPMIICHHUIO JOKYMEHTOB;
— OpraHu3alii0 JTOKYMEHTO00OpOoTa: mpueM, 00pabOTKy, PEerucTpaliuio, KOHTPOIb,
XpaHEHUE T0KyMEHTOB, HOMEHKJIATypy JIe.

N3ydenne qUCHMILIMHBI CTOCOOCTBYET OCBOSHHUIO OOIIMX KOMIIeTeH M



OK 1. IloHumaTh CyHIHOCTb M COLMAJbHYIO 3HAYUMOCTh CBOEHl Oymyriei
npodeccuu, MPOsIBIIATh K HEW yCTOMUMBBIN HHTEPEC.

OK 2. Opranu3oBbIBaTb COOCTBEHHYIO JESITEIbHOCTD, BHIOMPATh TUIIOBBIE METOIBI U
CHOCOOBI BBIMOTHEHHsS] TPO(GECCHOHANBHBIX 3a7ad, OICHUBaTh HX 3(PPEKTUBHOCTH H
KaueCTBO.

OK 3. IlpuHuMath pemieHus: B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYalUAX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisTh MOUCK M MCIHOJIb30BaHUE MHGOPMAIMKN, HEOOXOIUMOM Jis
(¢ (PEeKTUBHOTO  BBIMOJHEHUS MPO(EeCCUOHATBHBIX 3a7ad, MNpodhecCUOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHSL.

OK 5. Bnamerp uHGOpMAIMOHHON KyJIbTYpOH, aHAIU3UpPOBaTh U OIICHUBATH
UH(GOPMAIIUIO C UCIIOJIb30BaHUEM MH(OPMAIITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHM.

OK 6. PaGoTath B KOJJIEKTUBE U KOMaHE, YOPEKTUBHO OOMIATHCS C KOJIJIETAMH,
PYKOBOJICTBOM, TOTPEOUTEISIMHU.

OK 7. bpatb Ha ceOs OTBETCTBEHHOCTh 3a pal0OTy WICHOB KOMAaH/IbI
(MOTYMHEHHBIX), PE3YJIbTAT BHIIIOJHEHUS 3aJaHH.

OK 8. CamocTodaTenbHO ONpeaAeisiTh 3a7a4u Npo(ecCHOHaATBLHOTO U JIMYHOCTHOIO
pa3BUTHS, 3aHUMATbCAd CaMOOOpPa30BAHMEM, OCO3HAHHO IUIAHMPOBATH MOBBIIICHHUE
KBaJTU(DUKALIUN.

OK 9. OpueHtupoBaTbCd B YCIOBHSIX YacTOM CMEHBI TEXHOJIOTMHA B
po(heCcCUOHATILHON S TENbHOCTH.

W3ydyenne  AMCUMIUIMHBI ~ CIIOCOOCTBYET ~ OCBOEHHIO  COOTBETCTBYIOIIMX
Npo¢ecCHOHATbHBIX KOMIIETEHIIUI:

[1IK 1.1. BeisiBAsITE TOTPEOHOCTH B TOBApaX.

[1K 1.2. OcymiecTBasTh CBSA3M C MOCTABIIMKAMHU U TIOTPEOUTENSIMH MPOTYKIIHH.

IIK 1.3. YipaBiaTh TOBapHbIMM 3arlacaM U MOTOKAMH.

IIK 1.4. OpopMisaTh JOKYMEHTALMIO HA TOCTABKY U PEATU3aLMI0 TOBAPOB.

IIK 2.1. UnentudunmpoBath TOBAphI 0 aCCOPTUMEHTHON NPHUHAITIEKHOCTH.

IIK 2.2. Opranu3oBbIBaTh U MTPOBOAUTH OLIEHKY Ka4eCTBA TOBAPOB.

[IK 2.3. BoimonHsaTh 3agaHusi sKkcrepra Oosiee BBICOKOW KBAIM(PHUKAUUUA TPU
MIPOBEICHUH TOBAPOBEAHON IKCIEPTU3BI.

I[IK 3.1. YyacTBOBaTh B IJIAHMPOBAHUM OCHOBHBIX ITOKa3aTeled IEATEIbHOCTH
OpraHu3aLMH.

[1K 3.2. [InanupoBaTh BHIMOJHEHUE PAOOT UCTIOTHUTEISIMHU.

1K 3.3. OpranuzoBbIBaTh pabOTy TPYAOBOTO KOJUICKTHBA.

IIK 3.4. KonTponupoBaTh XOJ U OIICHHBATh PE3yJbTaThl BBITIOJHEHHUS pPadbOT
WCTIOJTHUTEIISIMH.

[1K 3.5. OpopMsiTh y4€THO-OTYETHYIO JOKYMEHTAIIHIO.

1.4. PexoMeHayemoe KOJHYECTBO YAaCOB Ha OCBOCHHE IPOrpaMMbl y4eOHOM
AUCUMILIUHBI:

MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuaroiierocst 94 yaca, B TOM 4YHCIIE:

o0s3aTeNbHOM  ayAUTOPHOM  yueOHOM  Harpy3ku  oOydaromierocss 36 — 4acos;
CaMOCTOSITEeNIbHON paboThl 0Oyuaromierocst 18 gacos.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILJIUHBI
2.1. O0bem yuyeOHOM TUCHUIJIMHBI U BUAbI Y4eOHOIl padoThI

Bun yueonOoii pa6oTsl Oovem
uacoe
MakcuMasibHasi yueOHasi HArpy3ka (Bcero) 54
Oo0s13aTeIbHAS ayAUTOPHAA y4eOHAasi HArpPy3Ka (Bcero) 36
B TOM YHCJIE:
MPAKTUYECKHUE 3aHATHS 18
CamocrosiTesibHas paboTa o0yuarierocs (Bcero) 18

B TOM 4YHUCJIC.

caMoCTOsATeNIbHasg paboTa HaJl KypcoBOM paboToil -

BHEAYIUTOPHAs CAMOCTOSITEJIbHAsE paboTa 18

B TOM YHUCIJIC.

OTNOPHBIN KOHCIIEKT

My.]IBTHMCI[HfIH&H IMPC3CHTAMA

pedepar

4
2
cooO1ieHne 2
4
2

yY4CT JOKYMCHTOB B }KypHaJIe perTuUCTpali BXOAIINX WU UCXOOAININX
JOKYMCHTOB

IIOATOTOBKA K CCMHMHAPCKOMY 3aHATHUIO 4

Hmoeosas ammecmayus 6 hopme oughghepenuupoeannozo 3auema




2.2. TemaTuyecKkii IJIAH M COlEeP:KAHUE Y4eOHOI JUCHUILINHBI JIOKyMEeHTALIMOHHOE o0ecriedeHue YIIPaBJIeHHs

HaumenoBanue pasnenoB u | Coaep:kanue yueOHOro MaTepualia, JeKIMU U MPAKTHYECKHe 3aHATHA, CAMOCTOsITe1bHAsA padora | O0beM | YpoBeHb

TeM o0y4Jarouuxcs, Kypcopas padora 4yacosB yCBOEHHA
4
BBenenue Conepkanre yueOHOTO MaTepuaa 1
1 Henu, 3amaun wu mnpeaMer ydeOHoW  aucumiuimHbel. CTpyKTypa  JTUCHUIUIMHBI, €€ 2

npodeccuoHanbHasi 3HAYMMOCTb, MEXKIpeaAMeTHble CBsi3u. CyIIHOCTh OCHOBHBIX ITOHSTHI
JOKYMEHTAILlMOHHOT0 00ECTICUEeHUS! YIIPaBICHUSL.

CamocrosiTeibHas padora o0yuaromuxcs. Co3iath npe3eHTanuio mno reMe «Mcropusi BOSHUKHOBEHHS 2 2,3
U 3Tanbl pa3BUTH AEJONpou3BoAcTBa B Poccumy.
Pa3znen 1. JlokymMeHTHpOBaHUe 24
yIIpaBJIeHYeCKOil
AesATeILHOCTH
Tema 1.1. J[lokymentrsl wu | ComepikaHue yueOHOTo MaTepuaa 2 1
Croco0bl JOKYMEHTALMH 1 [lonstne o npokymentax, ux ¢yHKOusx. CBOWCTBA, MPHU3HAKH, KIACCH(HUKAIWS W BHIBI
JIOKyMeHTOB. CriocoOBI IOKYMEHTUPOBAHHSI.
CamocrosTenbHas padora odyuawmuxcs. [loarorosuts coobmenne: «I'OCT P 6.30-2003. Ob6nacTsb 2 2,3
MpUMEHEHUs cTanaapray; «DenepanbHbiil 3aK0H «O0 AIEKTPOHHOH MOITHCHY.
Tema 1.2. Yuuduxauus u | CogepxkaHue yueOHOro Marepuana. 2

CTaHIapTH3AIMSA T0KYMEHTOB 1 YHudukanuss W CTaHAApTHU3alWs JOKYMEHTAIlMH: TOHSATHE. YHU(GUIMpOBaHHAs CHCTEMa

JOKYMCHTAaIMU: IOHATHUC. Cocrasn yHI/I(bI/IHI/IpOBaHHBIX CUCTEM NOKYMCHTalWU: OPraHU3allMOHHO-
pacnopaauTeiibHad, OTYETHO-CTAaTUCTHUYCCKasd, IE€pBUYHALA, YUCTHasd, q)HHaHCOBaH u Japyrue.
[ocyaapcTBeHHBbIE ~ CTaHAAPTHl ~ HAa  yHU(DUIMPOBAaHHBIE  CHCTEMBl  JOKYMCHTAIHU.
Oobmepoccuiickue Kiaccu(pukaTopsl.

Tema 1.3. PexBusutbl u | ComepkaHue yueOHOT0O Marepuaa. 2
0J1aHKHU 10OKYMEHTOB 1 PekBusut, Qopmyssp ITOKyMeHTa, THIIOBOH Qopmyisip, dopmMmyisp-odpasen, Tadens (opm 1
JIOKyMEHTOB, allboOOM (QopM YHUDUIIMPOBAHHBIX JOKYMEHTOB: TIOHSTHE, XapaKTePUCTHKA.
[IpaBuia odopMiIeHHUS PEKBU3UTOB OJjlaHKA M MX PaCIHOJIOXKCHHE Ha CTaHIapTHOM (opmare
Oymaru, pasMmepbl moJjicii. biaHku IOKyMeHTa: MOHATHE, Ha3HaveHue, BUabl OgaHkoB. Cocrtas,
odopmiieHHE PEeKBU3UTOB OnaHka. DopmyIsap-oOpaser Tpymibl JOKyMEHTOB, MPHHAICKAIINX K
onHoO# cucteme. [IpoekTrpoBanue OJaHKOB JAOKYMEHTOB opraHuzanuu. Cocta, odopmieHwue,
M3rOTOBJICHUE, XPaHEHUE OJIAaHKOB OpraHHU3aIIHH.

IpakTnyeckoe 3ansitue Ne 1. OdopmieHne OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha hopmare A4. 2 2




CamocrosiTenbHas padota o0yuarommxcs. Koncnekr: «Pa3mernienne Hauan neyatanus peKBU3UTOB 10
TOPU30HTAIM M MX B3aWMHOE pacioiiokeHue». PazpaboTarh mabioH W CTPYKTYpy TEKCTa OCHOBHBIX
OpraHU3alMOHHO-PACTIOPATUTENBHBIX TOKYMEHTOB B JICKTPOHHOM BHJIE.

2,3

Temal.4.OprannzanuoHHO-
pacnopsiiuTe/IbHas
AOKYMEHTALUS

Coneprkanue yueOHOro Marepuarna.

1 OpraHu3aloHHO-PacIIOPSAANTENIbHBIC JOKYMEHTHI: IIOHATHE, HA3HAUEHUE, OCHOBHBIE BUBI.
OpraHu3aliiOHHbIE JOKYMEHTHI: YCTaB, IIOJIOKCHHE, CTPYKTypa M INTaTHAasi YUCIEHHOCTb,
LITaTHOE paclUcaHue, NpaBWiIa JOJDKHOCTHAS WHCTPYKIUS, UX Ha3HA4YeHUE, XapaKTepUCTUKA U
cocTaB, TpeboBaHHe K 0hOPMIICHHIO, IOPAJOK yTBEpKACHUs. PaciopsauTenbHble JOKYMEHTHI:
[IOCTaHOBJICHHE, [IPUKA3, PACHOPSUKCHNUE, X Ha3HAUCHHE, XapaKTEPUCTHKA U COCTaB, TPeOOBaHUs
K opopmiennto. CrpaBoYHbIE JOKYMEHTHI: CIy>K€OHbIE NMMCbMa, CIIPaBKH, JOKJIaIHbIC 3aIMCKH,
MIPOTOKOJIIBI, aKTHI, 3asBJICHUS, UX XapaKTEPUCTUKA U COCTaB, TpeOoBaHUs K ohopmileHHIO. TUTIBI
JOKYMEHTOB: HOIJMHHUK, KONMS, yOInKaT, BBIUCKA, UX HazHaueHue. [lopsmok opopmienus u
BBIJIa4U KOMUH U 1yOJIMKAaTOB JOKYMEHTOB, BBIITUCOK U3 HUX.

IIpakTHyeckoe 3ausaTue Ne 2,3,4. Opopmirenrne opraHn3alMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB.

[ep}

CamocrosiTesibHasi padora oOyuawmmuxcsi. [loarotoButs pedepar Ha Temy: «JleqoBoe mHCHEMOY,
«OTHUKET B JICTIOBON MIEPETIUCKEY.

2,3

Pazpnen 2. Opranuszanus
padoThI C JOKYMEHTAMHU.

26

Tema 2.1. Opranunsanus
AOKYMEHT0000poTa

Conepsxkanve yaeOHOTO MaTepuraa.

Cayx06a JJOY B opranuzauusx, Ha3HaueHWe, 3aAayd, (QyHKIHUU, THIIOBBIE CTPYKTYPHI, JOJKHOCTHOU
coctaB. Pernamentanus padorst ¢ CAOY. JJokymMeHT0000pOT: NOHATHE, OOLIME IPUHLMIIBI OPTaHNU3aL1N
JOKyMEHTO0000pOTa, €ro CTPYKTypa, HEOOXOAUMOCTh ydyeTa o0beMa JOKyMeHTooOopoTa. HopMaTuBHBIE
JOKYMEHTBI, pErIaMEHTHPYIOIIME OpPraHu3aliio JOKYMEHT0000poTa.

IIpakTnyeckoe 3ansitue Ne 5. OcHoBHBIE (hOpMBI Opranu3anyu ciryxos1 JJ0Y.

CamocrosiTenbHasi padotra oOy4yarommxcs. [loAroToBUTbCS K CEMHUHApCKOMY 3aHSATHIO IO TeMe
«Opranuzanus perucTpalyy 1 KOHTPOJIb UCTIOJIHEHHUS JOKYMEHTOB.

Tema 2.2.0pranusanms
perucTpanyuu J0KyYMEHTOB H
KOHTPOJIb HCIIOJIHEHUSI
AOKYMEHTOB.

Conepxanue yueOHOTO MaTepHaa.

Perucrpanust JOKyMeHTOB, OIIpeeIeHUE, LIETH, 33/Ja4H, MECTA PETUCTPALIUH Pa3IMUHBIX
KaTeropuii JokyMeHToB. CrcTeMbl ¥ (POPMBI PETUCTPALIMH, UX JOCTOMHCTBA M HEJTOCTATKH.
[Nokazarenu, BBOAWMMBIE B perucTpanuoHHble (opMmbl. Bumbl peructpammu. OcobeHHOCTH
pEerucTpalyy BXOASAIIMX, HUCXOMAIIUMX M BHYTPEHHHMX JOKYMEHTOB. KOHTpoOJb HCHOJHEHUS
JIOKyMEHTOB: TIOHATHE, Ha3HadeHwe, BuAbl. llpuHnunsl opraHm3anuu KoHTposd. Cpoku
VICIIOJIHEHHMSI: TUIIOBOM, UHIMBUIyalbHBIA. TEXHONOIUS BEACHUSI KOHTPOJISL.

IIpakTyeckas padora Ne 6. Cemunap no teme «OpraHuzanus perucTpaluid U KOHTPOJIb WCIOTHEHMS
nokymMeHToB». CocTaBUTh W 3amoMHUTH (OpMy >KypHajla PErHCTpaliH BXOJSIIMX JOKYMEHTOB,
HCXOSIIIMX JOKYMEHTOB M (OpMY KypHaJIa peTHCTpalnu TenedoHorpaMM (Ha OCHOBAHUH MPUIIOKESHHS




1,2,3 COOTBETCTBEHHO).

CamocTrosiTeqibHasi padoTa odyuaromerocs. Hamummre npeiosxkeHue U 3aperuCTpUpPyUTe B JKypHAJe
pEeTrHCTpanyy.

2,3

Tema 2.3.0pranusanus
ONEepaTUBHOIO XpaHeHUsl
AOKYMEHTOB " MOPSII0K
nepeaayn B apxXuB

Coneprkanue yueOHOro Marepuara.

1 TpeboBanus K oOpraHuM3any ONEPATUBHOIO XpaHEHUS IOKyMeHTOB. HomeHkiaTypa gmei:
nonsitue. Bunel HoMeHknatypel aen. Ilopsaok coctaBieHusi, oQopMIIEHUs, YTBEPKICHHUS H
MPUMEHEHUS! KOHKPETHOM HOMeEHKJIaTypsl aen. I[lopsmox odopmmenus npen. OpraHuzanus
XPpaHEHUs UCIIOJHEHHBIX JOKYMEHTOB. Ilopaaok nepenaun JOKyMEHTOB Ha XpaHEHHUE B apXHUB.

IIpakTuyeckas padora Ne 7. CocTaBieHue 3aroj0BOK €] AJIsl CUCTEMATU3alUU JOKYMEHTOB B J€a.

CamocrosiTeibHasi padora oOyuaromerocsi. KoHCIEKT: OTMETUTh CpPOKHM XpaHEHHS JIOKYMEHTOB,
KacaeMo Balllel CIIEUaIbHOCTH.

Tema 2.4. JlokymeHTanusi 1o
npogeccHOHAIbHOM
JeTeILHOCTH

Cojaeprkanue yueOHOro Marepuara.

1 JloroBop nocTaBku, JOTOBOP MPOJAKH, JOTOBOPHO-IIPABOBAs JOKYMEHTALUs, TOKYMEHTHI IO
BHEITHEOKOHOMHYECKON IEATENBHOCTH, TOBAPOCONPOBOAUTENBHBIE TOKYMEHTHI, IPETCH3UOHHO-
WCKOBas JOKYMEHTAIIUs, UX Ha3HAuUCHHE M TPeOOBaHMs K 0pOpMIICHHIO.

I[pakTnyeckas pagora Ne 8: OdhopmiieHre JOKyMEHTOB 10 MPO(ECCHOHATBHON ACATEIEHOCTH.

CamocrosiTenbHasi padoTra o0ydyarouerocs. IloaroToBUTECS K CEMUHAPCKOMY 3aHSTHIO.
Kommnbrorepusanusi JOKyMEHTallMOHHOT0 00eCTIedeH s YIPaBJICHUs Ha NPeIIpUsITHN,

3Ha4YeHHe, EPCIEKTUBBI pa3BUTH. Vcroap30BaHNe TEPCOHANBHBIX KOMIIBIOTEPOB B

opraHuszanuu paboTsl ¢ JoKkyMeHTaMu. COCTaBHBIE YaCTH KOMITBIOTEPHOTO JIEIONPONU3BOJICTBA.
OnexTpoHHas mo4dra. THUITBI CUCTEM AJIEKTPOHHOM MOYTHI. XpaHEHHE JOKYMEHTOB B

ANEeKTPOHHOI mouTe. HopMannoHHO-clipaBoYHast paboTa B yCIOBUSX IPUMEHEHHSI

KOMITBIOTEPHBIX TEXHOJIOTHI. DeiepalibHbIi 3aKOH «00 AJIEKTPOHHOM IU(POBOH MOAMKUCHY.

2,3

Tema 2.5. Komnsrorepuzauus
AOKYMEHTALHOHHOI'0
ofecneyeHns ynpaBJjeHHUs

IIpakTyeckass padora Ne 9: CemumHap mno TteMe «KommbproTepusanusi ITOKYMEHTAI[HOHHOTO
o0ecriedeHus yIpaBJIeHUs Ha IPEIIPUSTHI

Bcero

54

Jnst XapaKTEepUCTUKH yPOBHSI OCBOCHHS Y4€OHOr0 MaTepHaa UCHOIb3YIOTCS CIEAYIONIe 0003HAYECHHS:

1. — o3HaKoMuTENBHBIN (Y3HABaHHE paHee U3yUYEHHBIX 00BEKTOB, CBOICTB);

2. — penpOIyKTUBHBIN (BBINOJIIHEHHE AEATEILHOCTH IO 00pasily, HHCTPYKIMU HIIH O] PyKOBOJICTBOM)

3. — IPOIyKTHBHBIN (IJTAHUPOBAHUE H CAMOCTOSTEIBHOE BHIMOJIHEHHE JICATEILHOCTH, pellleHHe MPOOIeMHBIX 331a4)




3. YCJIOBUS PEAJIU3AIIUU YYEBHOU JUCLUILIUHBI
3.1. TpeGoBaHusA K MUHUMAJIbHOMY MaTE€PHAJIbHO-TEXHUYECKOMY 00ecre4eHH 0

Peanuzamuss ydeOHOW JUCIUIUIMHBI TIpEIojiaraeT Hajdudue YYeOHbIX KaOWHETOB
«JlokyMeHTalMOHHOE OOecIeueHue yrpasiecHueM», «HQopMaMoOHHbBIE TEXHOJOTHU B
pOeCCUOHATBEHON ACATEIHBHOCTI.

OO6opyoBanyue yueOHOro KabnHera U padoynux MecT KaOMHETa DKOHOMMKH:
- pabo4ue CTOJIBI U CTYJIbSI 111 O0yYarOUIUXCs;
- pabo4Mii CTOJI U CTYJ JJIs MPEToaBaTels;
- JIOCKa KJIacCHasi MarHUTHO-MapKepHasi;
- HaTJISIIHBIE IOCOOHS;
- KOMIUIEKT Y4eOHO-METONYECKON JOKYMEHTAIIUH.
TeXHHYECKHE CPEeJICTBA OOYUCHHS:
- MYJIbTUMEAUNHBIN IIPOEKTOP;
- HOYTOYK.
O6opynoBaHue ydeOHOro KaOWMHETa M pabouymx MecT KaOmHeTra HMH(OPMAIMOHHBIX
TEXHOJIOTHI B TpOodheCCHOHAILHON JIeSITEILHOCTH.
- KOMITBIOTED;
- IPUHTED;
- MYJIbTUMEAUNHBIN IIPOEKTOP;
- MporpamMMHoe obecriedeHue o01Iero U NpoPecCuoHaIbHOIO Ha3HAYCHUS;
- KOMIUIEKT Y4eOHO-METOAMYECKON JOKYMEHTAIIHH;
- KOMIUIEKT OJJaHKOB JIOKYMEHTAIIUH.

3.2. UndopMmanmoHHoe obecnevyeHue o0yueHmst

Y4eOHO-MeTOAMYECKAN JOKYMEHTALIUSA:

1.YuebHo-MeToanueCcKrue KOMIUIEKCHI IO pa3jieiaM U TeMaM y4eOHOU JTUCHUTIIINHABI.
2.Meronuyeckue peKOMEHJAMM Uil CaMOCTOSTENIbHOM paboThl CTYyAEHTOB IO
JTUCLUIINHE.

3.COOpHUK TECTOBBIX 3a/IaHUI 110 pa3esiaM JUCIUTITAHBI.

4.Y4eOHO-METOUYECKEe TMOCOoOMs ympaBigmiomiero Tuma (pabouue TeTpaau s
NPAaKTHYECKUX 3a/laHui, WHCTPYKLHMOHHBIE KapThl, METOIWYECKHUE PEKOMEHIALUU IS
BBITMOJIHEHMSI TPAKTUUYECKUX PaldoT).

®denepanbHble 3aKOHbI 1 HOPMATHBHbIE AKTHI

1. T'ocynapcTBeHHas cucTeMa JJOKYMEHTAIMOHHOTO obecrnieueHus ynpapiieHus. OCHOBHbIE
nosioxkeHusi. OOmme TpeOoBaHUS K JOKYMEHTaM M CIOyk0aM JIOKYMEHTallMOHHOTO
ob6ecneuenus (I'CHOY).

2. TOCT P 6.30-2003 VC/I. VuaudumnupoBaHHas CcHUCTeMa OpraHU3aIMOHHO-
pacnopsIMTenbHON TokyMeHTauuu. TpeboBaHus K 0(pOpMICHUIO JOKYMEHTOB.

3. TumoBas UWHCTPYKIUST 1O JEJIONPOU3BOJCTBY B  (enepanbHbIX  OpraHax
WCIIOJTHUTEJILHOM BJIAaCTH.

4. OcHOBHBIE TIpaBUiIa pabOTHl APXHUBOB OPTraHU3AIUH.



5. Tunosoe noJioKeHue 0 BEACHUU IEJIONPOU3BOICTBA 10 IPEIIOKEHUAM, 3asBICHUAM U
kKanobdaM IpakJaH B IOCYJAapCTBEHHBIX OpraHax, Ha MNPEINPHUATHAX, B YUPEXKICHHUIX U
OpraHU3aLHNSIX.
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2. bacakoB, M.U. JlokyMeHTallMOHHOE oOOecCIeueHHe YIpaBJIeHUs (C OCHOBaMU
apxuBoBenieHus ) [Teker]: Yue6. mocodue / M.U. bacakos. - M.: Knopyc, 2013. - 216 c. +
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Tabu., rpad., wi., cxemsl - bubmuorp.: c. 382-383. - ISBN 978-5-238-01770-9; To xe
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(04.09.2017).
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4. beixoBa, T.A. JloxymeHTarimoHHOE OOECTeUeHHUE YMpaBJICHUS (IEITOMPOU3BOICTBO)
[Texcr] : Yueb. mocobue / T.A. beikoBa, T.B. Ky3nenona; JI.B. Cankuna. - 2-¢ u3m.
nepepad. u jpor. - M. : Uudpa-M, 2015. - 304 c. +
[Ipunoxenus. - (Bwicmiee oOpazoBanue: bakamaBpuar). PYMO. - ISBN 978-5-16-
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HNuTepHer-pecypcesl
1. http://www.edou.ru/ - DHIHKIIONEANS ASIONPOU3BOACTBA


http://www.edou.ru/

no

www.e-reading.club/.../Smirnova_- Deloproizvodstvo_dlya sekretarya -  Kuwra:

JEIOTPOU3BOICTBO TSI CEKpPeTapsI

http://www.grandars.ru/ - icropus nenonpou3BoicTBa

http://www.kadrovik-praktik.ru/ - Caiit mo kagpoBoMy I€I0IPOU3BOJICTBY

http://delo-ved.ru/ - Bce o nenonpounsBoacTee

http://evolutsia.com/ - MicTopus aenonpon3BoacTBa

http://www.delowork.ru/ - JIeonpou3BoacTBoO

http://working-papers.ru/ - O6pa3iibl U 111a0JIOHBI TOKYMEHTOB

http://www.pseudology.org/Documets/Deloproizvodstvo.htm — Hcropus pasButus

Poccuiickoro nenonpons3BoacTsa

10.http://rudocs.exdat.com/docs/index-450932.html - Pedepar «Kpatkas wucropus
pa3BUTHSI JICJIONPOU3BOICTBA B Poccnny;

11.http://delo-press.ru/articles. - XKypuan: [Ienonpou3BOACTBO U JIOKYMEHTOOOOPOT Ha
IPEIIPUATHH

12.http://base.garant.ru/ - cnpaBoyHO-TIpaBoBas cuctema ['apaHT

13. http://www.consultant.ru — cnpaBo4HO-TIpaBoBasi cucteMa KoHCyIbTaHT-TUTIOC

14.http://www.delcomp.ru/010_2.html - nenonpou3BocTBO

15. http://working-papers.ru/ - 1emonpou3BoACTBO U 3JICKTPOHHBIN JOKYMEHTOOOOPOT
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4. KOHTPOJIb 1 OLIEHKA PE3YJbTATOB OCBOEHUSI YYEBHOHN
JUCHHUIIJINHBI

KoHTpoJib M OumeHKa pe3yibTaTOB OCBOCHUS YUEOHOW AMCUUIUIMHBI OCYIIECTBISETCS
mpernojaBaTesieM B TMpPOIEcCe NPOBEACHHS MPAKTHUECKUX 3aHITHH M J1a00paTOPHBIX
paboT, TECTUPOBAHUS, a TAK)KE BHIMOIHEHHUS 00yYalOIIMMUCS UHIMBUIYaIbHBIX 3a/1aHUH,

MIPOEKTOB, UCCIICAOBAHUM.

Pe3yabTaThl 00yueHus
(ocBOeHHbIE YMeHUsl, YCBOEHHbIE 3HAHUS)

@DopMbI U METObI KOHTPOJIS H OLIEHKH
pe3yJaibTaTOB 00y4eHusl

YcBoeHHDBIE 3HAHUSA

PackpbiBaTh CyIIHOCTH OCHOBHBIX TOHSTHIA, | Habmromenne 3a  I€ATENBHOCTBIO B IPOLECCE
nenem, 3a1a4 " MPUHIUIIOB | OCBOCHHUS MPOTPaMMbl JUCLMIUIMHBL CTYJICHTA W
JOKYMEHTaLMOHHOT'O obecreuenus | OLCHKA TOCTHKCHUS pe3yJIbTaTa 4epes:
YIIpaBJICHNS; -aKTI/IBH?G y4JacTue B X?,I[G 3aHATHUSA,
XapaKkTepu30BaTh chcremy | - YCTHBIM U MMCbMEHHBIN onpocu;
JIOKyMEHTAIHOHHOTO obecreyenys | - SAAGHIA IS CAMOCTOSTEILHON paboThI;
yHpaBJICHMS, €€ aBTOMaTHU3aI1IO;

XapakTepu3oBaTh ki1accupukanuio | HaGmogenne 3a  AEATENBHOCTBIO B IIpoIiecce
JIOKYMEHTOB; OCBOEHHS MNPOrpaMMbl JHUCUUIUIMHBI CTYIE€HTA U
OOBsICHATD OLICHKA JOCTHXKCHMS pe3ysibTaTa Yepes:

TpeOOBaHUSI K COCTABICHUIO U O(OPMIICHUIO
JOKYMEHTOB;

- AKTUBHOC Y4YaCTUC B XOJ€ 3aHATUA,

- YCTHBIM U MUCBMEHHBIN OIPOC;

-peleHne 3a1a4 Ha MPaKTUIECKUX 3aHATHIX;
- 3a/1aHMS JUIL CAMOCTOSITEIbHON paboThl;

OOBSCHATh OpraHU3AlMI0 JOKYMEHTOO0O0pOTA:
mpueM, 00pabOTKy, PETUCTPAIHIO, KOHTPOIb,
XpaHeHue

JIOKYMEHTOB, HOMEHKJIATYPy ACJI.

HaGnronenne 3a  JeSTENBHOCTHIO B
OCBOCHHSI HPOTrPaMMbl AUCLMIIIMHBI
OIIEHKa TOCTH)KEHUA pe3yJibTaTa 4epes:

- aKTUBHOE Y4acTHE B XOJIC 3aHSTHS;

- YCTHBIM U MUCBMEHHBIN OIPOC;

- 3aJJaHKs AJIs1 CAMOCTOSATENIbHOM padoThI;

mporecce
CTyJICHTAa U

OcBoeHHBIC yMEHUS

YMetb 0OpMIIAITE U IPOBEPSITH NPABUIBHOCTD
oopMIIeHUs] TOKYMEHTAIlMK B COOTBETCTBHHU C
YCTaHOBJICHHBIMH TPEOOBaHUSMH, B TOM YHCIIE
MCTONB3Ysl HHQOPMALMOHHBIE TEXHOJIOTHH;

YMeTh  TpPOBOAWTH  ABTOMATHU3UPOBAHHYIO
00pabOTKy JJOKYMEHTOB;

OCymIecTBIATh XPAHCHHUE U TIOUCK JOKYMEHTOB;

Hcnonb3oBath TENEKOMMYHHKAIMOHHBIE
TEXHOIOTUHI B AIIEKTPOHHOM
JIOKyMEHTO000pOoTE.

HaGnronenue 3a  JeSTEIBHOCTHIO B
OCBOCHHSI TPOTPAMMBI  TUCITUATUTHHBI
OIICHKA JJOCTIKEHUS Pe3yJIbTaTa depes:

- aKTUBHOE Y4acCTHE B XOJIC 3aHSTHS,

nporuecce
CTy€HTa U

- YCTHBIN U MUCBMEHHBIH OIIPOC;
- pEIIEHUE 3a/1a4 Ha IPAKTHYECKUX 3aHATUSAX;

- 3aJIaHUs IS CAMOCTOSTEIILHOM PadOThI;

Agtop: IlpenomaBarens Koauenxa YU (punaunana) ®I'bOY BO «BI'Y» Y.B. AcradreBa




