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1. IIEJIM OCBOEHUSA

Llenb - u3y4eHne TEOPUH U NMPAKTHKU JOKYMEHTAalMOHHOI'O OOECIICUEHHUS YIPaBICHHUS B YUPEKACHHS, OPraHU3AMAX U
Ha TIPEINPUATHAX PA3TUIHBIX POPM COOCTBEHHOCTH.
3amaun JUCIUTUTHHEI:
- (dopMHpOBaHHE CUCTEMBI TEOPETHYECKHUX ¥ METOAOJIOTNUECKUX 3HAHUI OCHOB
- JOKYMEHTHPOBaHU MH()OPMALUH C y4ETOM KOMIETEHTHOCTHOT'O [TOJX0/1a;
- (opMHpOBaHHE CUCTEMBI TCOPETHUYCCKHUX ¥ METOAOJIOTNUECKUX 3HAaHHH Pa3paboOTKu
- JOKyMEHTaluH, 00ecreyrBaronIell peali3aliio YIPaBIeHUYSCKUX PeLICHHH;
- (opmupoBaHue MpeACTaBICHNI O MPUHINIIAX, IPABIIIAX U TEXHOJIOTHIX
- JOKyMEHTaI[HOHHOTO 00eCHeUYeHus! yIpaBIIeHus;
- mpuoOpeTeHHe 00y4aroIMMHKCs 3HaHUK 1 yMEHUH IPUMEHEHUsI IPABIJI JOKYMEHTHPOBAHUS
- uH(pOpMAaIUU NIPU COCTABJICHUHU IOKYMEHTOB Pa3JIMUHbIX CHCTEM JIOKYMEHTALIUHU U HX
- aHaIN3a;
- OCBOCHHE HAaBBIKOB IIPOCKTHPOBAHUS YHU(DUINPOBAHHBIX (OPM TOKYMEHTOB, CUCTEM
- JOKyMEHTalUuH ¥ MH)OPMALMOHHO-TOKYMEHTAIMOHHON CUCTEMBI YUPEXKICHHS B [ICTIOM.

2. MECTO B CTPYKTYPE OBPA3OBATEJIbHOM NPOTPAMMBI

Iuka (paznen) OIT: | F1.B

2.1 TpeGoBaHus K NpeIBAPUTEIbHOI MOATOTOBKE 00Y4YAIOIIEerocs:
2.1.1 Teopusi MEHeIKMEHTA
2.2 JAucuuniaunel (MO1YJ/JAH) U NPAKTHKHU, AJI KOTOPHIX OCBOEHHE JAHHON M CUMIJIMHBI (MOYJ151) HEOOX0AMMO

KaK IMpeIliecTBYIoIee:

2.2.1 OKOHOMUKA IPEANPUATHI

2.2.2 | Yyer uMyniecTBa NPEANPUATHSA. YUET JCHESKHBIX CPEICTB U PAaCUETOB NPEAPUSITHS

2.2.3 | Y4er HCTOYHUKOB 00pa30BaHMs UMYIECTBA NpeanpusiTHs. byxranrepckuii puHAHCOBBIN y4eT U OTYETHOCTD

2.2.4 | OpraHu3zanusi, HOpMHUPOBAHUE U OILJIATa TPya

2.2.5 | JlenoBele KOMMYHHUKALIUU

3. AHIUKATOPHI ®OPMHUPOBAHWA KOMITETEHIIA,
COBMEIEHHBIE C PE3YJbBTATAMU OBYYEHUWS IO JUCIIUIIJINHE

YK-4: Cioco0eH ocymecTBJIATH AeJI0BYI0 KOMMYHHKAIIMIO B YCTHOH 1 MUCbMEHHOM (popMax Ha rocy1apcTBeHHOM
s3bIke Poceniickoii @egepannu 1 HHOCTPAaHHOM(BIX) fA3bIKe(aX), 3P PeKTUBHO PYHKIMOHMPOBATH B HAIINOHAJILHOM
H MEKAYHAPOAHOM KOJUIEKTHBAX HHANMBHUAYAJIBHO H KAK WIEH KOMAaHAbI

3HaTh: YK-4-313HaTh OCHOBHBIE IPUHIIUIIBI AETI0BOH KOMMYHHUKAIIMH B YCTHON M MUCBMEHHON (hopMaxHa
roCyIapCTBEHHOM si3bIke Poccuiickoit denepanmu m nHOCTpaHHOM(BIX) SI3bIKe(aX
YMeTs: YK-4-Y1 YMerpb UcIoap30BaTh HOPMaTHBHBIC U TPABOBBIE JOKYMEHTHI, OTHOCSAIINECS K OyXynien

poheCCHOHATBLHON IS TEIBHOCTH

Brnaners: | YK-4-B1 Bnaners HaBbikamMu (opMHUpOBaHHMS JIOKAJIBHBIX HOPMaTHBHBIX JOKYMEHTOB yIIPABICHYECKOTO
XapakTepa

IIK-2: CnocofeH ocyniecTBIAATh AHAJIUTHYECKYIO 1eITeJILHOCTh B IpodeccHOHAIBLHOI cdepe: ocylIeCTBIATH
JAeHeKHbIe H3MepeHUs 00bEeKTOB OYXraJTepcKoro yuera, TeKyIy H HTOTOBYI0 T'PYNIHPOBKY (paKToOB
X0351/iCTBEHHOM KU3HM, COOMPATh, AHATU3UPOBATH H HHTEPNPETUPOBATH (PUHAHCOBYIO, OyXIraJITEPCKYI0 M HHYIO
HHPOPMALMIO U HCNOJIb30BAThH MOJY4YeHHbIC CBeICHHS JUIS IPHHATHS YIPABJCHYECKUX PelleHui

3HaTh: [1K-2-31HopMaTHBHBIE aKThl ¥ TIEPBHYHBIE TOKYMEHTHI oOecrieunBatomye nHpopManuen uis IpUHATHS
YIPABJIEHYECKUX PELIECHUI
VYMeTsh: [IK-2-Y1 YMeTs HCIIoNp30BaTh JOKyMEHTAIBHBIE HICTOYHUKH obecnieueHus nHpopManuei s

AHATUTHYECKYIO AEATENFHOCTE B MPO(eCCHOHATBHON cdepe

Bnagers: | I1K-2-B1 Bnanets HaBBIKaMu(hOpMHUPOBAHUS YIIPABICHISCKON JOKYMEHTAIINH IS 00eCTICUeHIS
yIPaBIEHYECKOH AeSITeIbHOCTH




4. CTPYKTYPA U COJEP)KAHUE

Konx HaumeHoBaHMe pa3aesoB u TeM / Kosmuecrpo| Kommerenuu Jureparypa i IIpumeua
3aHATHSA BH/I 3aHATHS/ Cemecrp JacoB | DJCKTPONHbBIE)  © o
pecypchl
Paznea 1. IIpaBoBas 6a3a
JOKYMEHTAIlHOHHOT0 00ecreYeHust
ynpasJeHHsl

1.1 TeopeTuueckre OCHOBBI OpraHU3aluu 2 1 YK-4-31 JI1.1
JOV. [IpaBoBas Oaza TIK-2-31 J12.2
JOKyMEHTAI[MOHHOTO  00ecIeYeHus
ynpasienust. /Jlex/

1.2 Jlabopatopnast ~ padora  Ne 1. 2 2 YK-4-V1 J1.1
CrangapTsl JTOKYMEHTAIHOHHOTO VK-4-B1 J12.2
obecrieuenus ympasnerns /J1ad/ [IK-2-V1 JI3.1

[1K-2-B1

1.3 Ciyx0a JIOKyMEHTALIUOHHOT'O 2 1 YK-4-31 JI1.1
obecnieucHus ynpasieHus /JIex/ I1K-2-31 J12.2

1.4 OcBoenne TEOPETUYECKOTO 2 24 YK-4-31 JI1.1
matepuana m. 1.1-1.3. Iloaroromka [1K-2-31 J2.2
nHpopMamMoHHBIX coobmieHuit /Cp/ YK-4-V1 JI3.1

YK-4-B1
[K-2-V1
[1K-2-B1
Pazgen 2. JlokyMeHTHpOBaHHUe
ynpaBJeH4ecKOii 1esiTeTbHOCTH

2.1 Knaccudukarys YIPABJIEHYECKUX 2 1 YK-4-31 JI1.1

JIOKyMeHTOB /JIex/ T1IK-2-31 J12.2
JI2.1

2.2 Oprasnu3anuOHHO-YNIPaBIEHUYECKUE 2 1 YK-4-31 J1.1
JIOKYMeHTHI /JIex/ T1K-2-31 J12.2

2.3 Jlaboparopnass ~ pabora  Ne 2. 2 2 YK-4-V1 JI1.1
dopmupoBaHue OpraHu3aluOHHO- YK-4-B1 J2.2
yIPaBICHYECKUX TOKYMEHTOB /J1ab/ [K-2-Y1 JI3.1

I1K-2-B1

2.4 JokymeHTanabHOE odopmicHne 2 1 YK-4-31 JI1.1

TPYIOBBIX OTHOLICHUH /JIek/ [K-2-31 J12.2
JI2.1

2.5 Jlabopatopnass  pabora  No 3. 2 1 YK-4-V1 JI1.1
®opMupoBaHUE  JOKYMEHTOB  IIO YK-4-B1 2.2
JTUYHOMY cocTaBy /J1ab/ [IK-2-V1 J12.1

[1K-2-B1 JI3.1

2.6 JHenosrie muchma /JIex/ 2 1 YK-4-31 JI1.1

[K-2-31 J12.2

2.7 Jlabopatopnass  pabora Ne 4. 2 1 YK-4-V1 JI1.1

OdopmiieHue aenoBbix mrceM /J1ad/ YK-4-B1 J12.2
[K-2-Y1 JI3.1
I1K-2-B1
2.8 OcBoeHue TEOPETHYECKOTO 2 40 YK-4-31 J1.1
marepuana n. 2.1-2.7. IloaroroBka T1K-2-31 JI2.2
nHPOpPMaMOHHBIX coobmenuit /Cp/ VK-4-V1 JI2.1
YK-4-B1 JI3.1
[TK-2-Y1
[1K-2-B1

Pa3zngen 3. Opranmsamus padoTsl ¢

JOKYMeHTaMH

3.1 JIOKyMEHTONOTOKU:  TEPMUHOJOTHS, 2 2 YK-4-31 JI1.1
XapaKTEPUCTUKA IIOTOKOB, IPUHIIMIIB, [K-2-31 J12.2
II0Ka3aTelu. Opranuzanus
JIOKyMeHT0000poTa /JIek/

3.2 ®opmupoBanue aen. OdopmieHue 2 2 YK-4-31 JI1.1
nen. [lopsimok mepenaun Aei B apXuB T1IK-2-31 J12.2




OpraHu3anyu. YHuuroxeHue
JIOKyMEHTOB C HWCTEKIITUMH CPOKAMH
xpanenus /Jlex/

33

JlaboparopHast pabota Ne 5. Dramsr
paboTsl ¢ nokymeHTamu /J1ab/

VK-4-V1
YK-4-B1
[IK-2-V1
ITIK-2-B1

J.1
J12.2
JI3.1




OHJI ONEHOYHBIX MATEPHUAJIOB

5.1. Bonpocsl 11 cCaMOCTOSITEJIbHOI MOATOTOBKH K IK3aMeHY (3a4€Ty ¢ OLIeHKOii)

DK3aMeH He MPeayCMOTpeH

5.2. TlepeueHb paGoT, BHINOJIHIEMbIX 110 TUCHUTIJIHHE

Temartuka 111 MOATOTOBKH MH(DOPMAIMOHHBIX coobmennit o BeictytuieHnst Y K-4-31,1TK-2-31, YK-4-V1, YK-4-B, I1K-2-
V1, IIK-2-B1

1.

2
3
4.
5

10.
11.
12.
13.
14.
15.
16.

17.

18.
19.
20.
21.

22.
23.
24.

25.

26.
27.

28.

29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

ITonsTue noxymenTa. IlepBble COXpaHUBIIHMECS TOKYMEHTHI B ICTOPHH YEJIOBEYECTBA.

Msuoroo6pasue GpopM cOBpeMEHHOH JOKYMEHTAIIHH.

JlokyMeHTHUpoBaHNe UHQOPMALIUH.

JlokyMeHTHpOBaHUE OIepaluii ¢ JOKYMEHTaMU M POLIECCOB YIPABJICHUsI JOKYMEHTaAMH.

ITonsiTHE M COCTaB HOPMATUBHO-METOANYECKOM 0a3bl JOKYMEHTHPOBAHUS YIIPABICHUECKONW ACATEIBHOCTH.
3akoHOmaTENbCTBO PP B 00/1aCTH TOKYMEHTHPOBAHHUS YIPABICHUECKOH 6. IESTENBHOCTH.

I'paxnanckuii kogeke PO, Tpynosoii kogekc PO, Yronosuslil koaekc PO 0 1okyMeHTax,cONPOBOXKAAIOLIUX
TPaXIAHCKHE U TPYIOBbIE OTHOIICHHUS, O IPAaBOHAPYLICHUX B JIOKyMEHTHPOBAHUHYTIPABICHIECKON IESTEIbHOCTH.
HopmaTusHbIe npaBoBble akThl PO o crangapruzanmum, nHGopManuu 1 HHGOPMATH3aLUK,IOCY1apCTBEHHOH 1
KOMMEpYecKo! TalfHaxX, apXuBax U apXUBHOM JieJie, CBSI3M U [TOYTOBOM CBSI3U U JIp.

KyMynsTHBHBIN (HAKOIMTENBHBII) TOTOK JOKYMEHTAIMHU - «OYMaXKHBIH OyM», €ro NPUYMHBI 1 OCHOBHBICITYTH €r0
COKpAIIICHHS.

ITonuTHKa yrpaBieHUst JOKyMEHTaMH.

Crparerns ynpaBieHHsI JOKYMEHTaMH B OPTaHU3ALUH.

YHu¢uKanus u cCTaHIapTH3aLUs JOKyMEHTHPOBAHUSL.

Jlenonpon3BOICTBO U apXUBHOE IEJIO.

Cucrema cTaHIapTOB 110 HHPOPMAIUU, OMOIMOTEYHOMY U M3/IaTEIbCKOMY eIy

[MonsiTue u coctaB pekBU3UTOB. TpeboBaHUs K 0OPMIICHHIO PEKBU3UTOB.

OdunmanbHO-IEI0BON CTUIIb — (QyHKIMOHAIIbHASI Pa3HOBUIHOCTD 53bIKa B chepe yIpaBieHuUsI.

O6ure TpeOOBaHUS K SI3BIKY M CTHIIIO M3JIOKEHHSI JOKYMEHTA: TIOJIHOTA (MUHUMAJIbHAS JOCTATOYHOCTH)
MHPOPMALIUHU, CMBICIIOBAs TOYHOCTH H3JIOKEHHS, TaKOHI3M 20. OPMYITHPOBOK, OJHO3HAYHOCTH TOJIKOBAHHUS,
HEWTpaibHast SKCIIPECCUBHAs OKpacKa, TEMaTHIECKast OrPaHUIECHHOCTh B MPUMEHEHHH SI3BIKOBBIX CPEJCTB H JP.
Jlexcrka TOKyMEHTOB: HACHIILICHHOCTh TEPMHHAMH; COOTIOICHNE HOPM COYETAEMOCTH CJIOB, TEHACHINUS K
YHHA(HUKAINUHT CIIOBOCOYETaHUH B THIIOBBIX CUTYallMsIX, CIIOJIB30BaHKE PeUeBbIX KiHlIe (ppa3eosorn3mMos).
YnoTpeOieHue cioB B OHOTHITHBIX MaJIeKHBIX pOpMax.

OrpaHuueHHOE YIOTpeOICHUE TT1aroIoB B INYHON (opMe.

YcrpaHeHue omrOOK U pelieHue 3bIKOBBIX POOJIeM NpH 0(OPMIICHHH JTIOKYMEHTOB.

[MonuTHKa yrpaBieHus JOKYMEHTaMH OpraHU3alii: He00X0JMMOCTh U MPEUMYIIECTBa, peryupyomascpena u
OTBETCTBCHHOCTD.

[TpuHONTB! pa3paboTKK MPOTPAMM yIIPABICHUS JOKYMEHTAMH.

OO0mme XxapaKTepUCTHKN TOKYMEHTHBIX CHCTEM.

[TpoekTupoBanue 1 BHEAPEHHNE JOKYMEHTHBIX CHCTEM: IOKYMEHTHPOBAHUE OIIEPAIIHii; 3aIIUTa MaTePHAIbHBIX
HOcHTeNel nHPOpMaLnK; JOCTYIL, TIOMCK U NCIIOJIb30BAHNUE; XPAHCHNE U YHUUTO)KEHHE IOKYMEHTOB.
MeTo010T sl TPOSKTUPOBAHUS U BHEAPECHUS JOKYMEHTHBIX CHCTEM: IIPEIBApUTEIbHOE 00CIeI0BaHNE; aHAIN3
JICIIOBOH J1eATeIbHOCTH; ONpeieieHne TpeOOBaHUH K TOKYMEHTaM; OLIEHKA CYIIECTBYIOLIUX CUCTEM; ONpe/ielieHue
cTpaTeruii cobmoneHus TpedoBanuii 33. K JOKyMEHTaM; IPOSKTUPOBAHNE TOKYMEHTHOM CHCTEMBI; BHEAPCHHE
JIOKyMEHTHOM CHCTEMBI.

IIpekpamienne NpUMEHEHNS TOKYMEHTHBIX CHCTEM.

IIpouecce! ynpaBieHus: JOKyMEHTaMH U KOHTPOJIb; ONPE/IEICHHE CPOKOB XPaHEHHS JOKYMEHTOB; BKIIIOUCHHUE
JIOKyMEHTOB B CHCTEMY; PETHCTpalys; KilacCu(HKalus; XpaHeHHE 1 00palieHHne ¢ JOKYMEHTaMH; TOCTYI K
JIOKyMEHTaM (CBOOO/IHBIN M OrpaHUYEHHBIH);

KoHTponb JBIKEHHUS U HCIIOIB30BaHUs IOKYMEHTOB (KOHTPOJIb JEHCTBUH, KOHTPOJIb MECTOIOJIOKECHUSIOKYMEHTA);
0TOOp U nepefava JOKYMEHTOB Ha IOCIIEAYIOIIee XpaHEeHHe U YHUUTOKEHHE.

[MonsiTue TOKyMEHTOOO0POTa U €r0 OCHOBHBIE ATAIIBI.

Bxopsmye, BHyTpeHHUE U HCXOASAIINE JOKYMEHTHI U UX JOKYMEHTOOOOPOT.

OkcreaninonHas 00paboTKa JOKYMEHTOB, IOCTYIAIOMINX B OPTaHU3AIHIO.

[IpeaBapuTenbHOE pacCMOTpPEHHE JOKYMEHTOB B ciyx0e JIOVY.

Opranuzanus JOCTaBKU JOKYMEHTA.

Perucrpanust n nHAEKCcanus TOKyMEHTOB.

JIOKyMEHTBI, MOJUIeKaIlINe PETHCTPALNH.

PerucrpauyoHHbIe )KypHAaJIbl U KAPTOUKH.

HcnonHenue 10KyMEHTOB: CPOKH M Ka4eCTBO.

OTarsl ¥ TEXHOJIOTHSI KOHTPOJISI HCIIOJIHEHUS IOKYMEHTOB.

CocTaB JOKyMEHTOB, TIOIEKAIINX 0053aTEIEHOMY KOHTPOIIO NCTIOTHEHUS.

O6paboTKa MCIIOTHCHHBIX JOKYMEHTOB.




41. Amanu3, MCTOMBI yUeTa M COKpAICHHUS JOKYMEHTO000pOTa.

42. TIpuHIMIBI OPTaHU3AIMHA JOKYMEHTO000pOoTa.

43. OpraHu3zanys panuoHAIBHOTO ABMXECHUS JOKYMEHTOB: TEXHOJIOTHUECKAs CXeMa JIBI)KEHHS IOKYMEHTOB.

44. ]JIOKyMEHTOTIOTOKH.

45. OOBEKTHBHBIC U CYOBEKTUBHBIC (PAKTOPHI, BIUAIONIIE HA 00bEM TOKYMEHTOO0O0POTA.

46. AHanu3 ¥ COKpalieHHe 00beMa JOKYMEHTO000pOTa Ha pa3HbIX €To ATarnax

47. Homenxuatypa nen. OCHOBHbIE TpeOOBaHMS K HOMEHKIIATYPE JIe.

48. Oramnbl pa3pabOTKH HOMEHKIIATYPHI JIeJT: ONpe/ielIeHHEe Kpyra JOKYMEHTOB ISl BKIIIOUSHHS] BHOMEHKIIATYPY 1€,
COCTaBJICHHUE 3aT0JIOBKOB JIeJ, PACIOJIOKEHHE 3aT0JIOBKOB JIe]l B HOMEHKIIAType,yCTaHOBJICHNE CPOKOB XPaHEHUS T,
WH/ICKCAIH JIelT.

49. DkcrmepTu3a IEHHOCTH TOKYMEHTa: 0TOOp U TIepenava el Ha IMOCIeAyIolee XpaHeHne HINyHHYTOXCHIE.

50. Kpurepun orieHKH JOKYMEHTOB.

51. Ilpouenypa n TOKyMEHTHPOBaHNE YHUUTOXCHUS JOKYMEHTOB.

52. OpraHuzanus TeKyIIero XpaHeHHs JOKYMEHTOB, €T0 IEIH 1 3a1a4H.

53. ®dopmupoBaHue Jei: 00IIne TPeOOBaHUS.

54. TI'pynmupoBka B Jes1a OTAEIbHBIX KaTerOpUil JOKYMEHTOB.

55. Tlpomenypa XxpaHeHus! JOKYMEHTOB U TpeOOBAHUSI K HEMH.

56. DnexTpoHHas GpopMa CHCTeMaTU3alli U XPaHEHHS JOKYMEHTOB.

57. Tlonsatue, uenu, 3aJa4y U Mpoueaypa ohOpMIECHHS A€ JOITOBPEMEHHOTO U IIOCTOSIHHOTO XPaHEHHSL.

58. BuyTpeHHSs onHCh Ae.

59. Onuch TOKYMEHTOB B JIEKTPOHHOM BUJE.

60. 3naueHne MHGOPMAIIMOHHON OE30TaCHOCTH.

61. VcroyHnku M KaHAJIbl paCHpOCTPaHEHHs [IEHHOH HH(pOpMAaIHH.

62. Ilepeunu cBeneHuUil, KOTOpbIE MOTYT U HE MOTYT COCTaBJIATh TaliHy OpraHu3aluy.

63. TI'pu¢ orpanuueHus noctyna K KOHQUIESHINATBHBIM JOKYMEHTaM: IPUCBOCHUE U CHATHE rpuda CIOKYMEHTa;
odopmienue rpuda.

64. OcHOBHBIC HAIPaBJICHUS 3aLIUTHI IICHHON NH(POPMAIHUU: IPABOBasi, OPraHU3aLMOHHAs, TEXHIUYECKAsl HITPOTPAMMHO-
MaTeMaTHIecKas 3aIluTa.

65. OcoOslit MopsIOK padOTHI epcoHala ¢ KOHPHUICHIINATBHBIMI JOKyMEHTAMH

66. ApXWB: IOHSTHE, 3HAYCHNE U QYHKINU. APXUBHBIN (DOH]] KaK 4acTh JOKYMEHTAJIBLHOTO (hOHAA.

67. Apxusnblil poun Poccuiickoit deneparum.

68. CTpyKTypa U 33Jjauu TOCYIapCTBEHHON apXUBHOM CITyk0bI Poccum.

69. HerocynapcTBeHHas 4acTh apXUBHOTO (pOH/A CTPAHBI.

70. Tlopsimok mepenauu A€l B apXUBBI.

71. Tlepemaua 3aKOHYCHHBIX JIENI B ApXHUB OPTaHU3AINH.

72. CoctaB y4eTHBIX JOKYMEHTOB apXHBa.

73. JIoOKyMeHTHI 00IIero U 000COOICHHOTO XPpaHEHHS.

74. BzamMoneicTBHE TOCyIapCTBEHHBIX apXUBOB C KOMMEPYECKUMH OpPraHN3alHsIMHI.

75. XpaHeHHe 1 UCTIONB30BaHHUE JJOKYMEHTOB apXUBOB. O00py10BaHHE apXUBOXPAHUIIHILL.

76. IlpoGneMbl palMOHaIBHOTO HCIIOIB30BaHMUS TOMEIIEHHS 1 yI00CTBa OIIEPaTHBHOTO HCIIOIb30BaHUSTI0KYMEHTOB.

77. Pucku XpaHeHHs JOKYMEHTOB. 3allUTa TOMEIIEHUH OT NPUPOTHBIX U TEXHOTEHHBIX (DaKTOPOB, OTAOCTYIIA
MOCTOPOHHUX JIUI.

78. ®DopMbI UCTIONB30BAHMS JOKYMEHTOB B TOCYIapPCTBEHHBIX U BEIOMCTBEHHBIX apXUBAX.

79. ApXWBHBIE CIIPAaBKH, QpXUBHBIC KOTIMU JOKYMEHTOB, BBIITUCKH U3 APXUBHBIX JOKYMEHTOB.

80. VYcnoBus U3BATHS TOKYMEHTOB U3 apXUBOB.

JIMCIUIUTMHON MPEAyCMOTPEHO BHIMOJHEHHE JTA00PaTOPHBIX padoT.

Jlabopatopuas padora Ne 1 YK-4-V1, YK-4-B, T[IK-2-Y 1, T1K-2-B1
CraHgapThl JOKYMEHTAITMOHHOTO 00ECTIEUeHHUs yIIPaBICHIS

Jlabopatopnas paborta Ne 2VK-4-V1, YK-4-B, [IK-2-V1, IIK-2-B1
dopMupoBaHUe OPraHU3aHOHHO-YIIPABICHYECKHX TOKYMEHTOB

JlabopatopHras padota Ne 3 YK-4-V1, YK-4-B, T1K-2-V1, [1K-2-B1
®dopMmIpoBaHHE TOKYMEHTOB 110 IMYHOMY COCTaBY

Jlabopatopuas padota Ne 4YK-4-V1, YK-4-B, [1K-2-V 1, TIK-2-B1
OdopmiieHHE JETOBBIX THCEM

Jlabopatopnas padota Ne 5YK-4-V1, YK-4-B, [1K-2-V 1, TIK-2-B1
Oransl paboTHI ¢ JOKYMEHTaMH

Brimonaenne 1abopaTtopHBIX paboT 3a UCKIIOYeHHEM J1abopaTopHOit paboTsl Ne 11 Ne 4 mpexycmarpuBaet
NpUMeHeHne HHOOPMAIIMOHHBIX TEXHOJIOTHH B BUIe porpaMmbl 1C JJokyMeHTO000pOT




5.3. OlIeHO'lHI)Ie MaTepuaJjbl, UCII0Jb3YEMbIEC 1JISl IK3aMCHA (OHI/ICZIHI/Ie 6I/IJIeTOB, TECTOB U T.H.)

OK3aMeH He IIPelyCMOTPeH

5.4. MeToaANKA OLEHKH OCBOCHHS JUCHUIIIHHEI

3auer - Ecnu crymeHT:

- JAEMOHCTPHPYET CHCTEMHOCTb UIITyOHHY 3HAaHHUH 110 JUCIUIINHE, YMEHHE OPHEHTHPOBATHCS B ITpolIemMax;
-ACIONB3YETCIENATIbHYI0O TEPMUHOJIOTHIO B COOTBETCTBHM C COJEpXKaHHEM paszena, (opMyTupyeT HOOOCHOBBIBACT

COOCTBEHHYIO TOUKY 3pCHHS Ha OCBEUIAEMYIO MPOOIEeMy, KPUTHIECKHOTHOCHTCSI K OCBOSHHOM MH(popManumy;

- BJaZeeT Te3aypycoM B paMKax JMCLMIUIMHBI; yMEETIIPOBECTHIIAPAIIIETbMEKIYCMEKHBIMHUIUCIUIIIMHAMM;

CTHJIIMCTHYECKH MPAaBUIBHO

u3Jarath Matepual, 000CHOBBIBAET U apryMEHTHPYET CBOH OTBET.

Hesauer - Ecnu cTynenrt:

- JIEMOHCTPUpPYET HerinyOOKHe, HEMOJHbIe 3HAHMs MO BOMPOCAM; HETOYHO HCIOJNB3yeT HAay4YHYI TEPMUHOJIOTHIO; cliabo
BJIAJICET T€3aypyCcOM IUCLUIUIMHBI; AA€T HEIOCTATOYHO IOCIECJOBATEIbHBIN OTBET JMOMYCKAeT OMMOKH, KOTOphIE HE MOXKET
HCTIPaBUTH CaMOCTOSATEIHHO;

WITH

- IEMOHCTpUpYET KpaiiHe (hparMeHTapHbIC 3HaHUS B paMKax BOIIPOCOB WM 3aJaHUi; HE OCO3HAET CBS3b JAHHOTO IMOHATHSA,
TEOPHH, SBJICHUS C JPYTUMU 00bEKTaMU JWCIUILIUHEI,

- HE BJIaJIe€T MUHUMAJILHO HEOOXOJUMOH TEPMUHOJIOTHEH;

- IONyCKaeT rpyOble JIOTHYeCKne OMMOKH, KOTOPHIE HE MOXKET UCIIPABUTh CAMOCTOSATENBHO;

500050

- IGMOHCTPHPYET OTCYTCTBUE 3HAHUH;

- HE OTBETHJI Ha BOMPOCHI MU 3aTPyTHIETCS BBIIOIHATH IPAKTHUECKHE 3a[aHN;

- IEMOHCTPHPYET HEYMEHHE IPAMOTHO BBICTPOUTDH CBOHM OTBET, HEYMEHHE OKAa3aTh CBOIO MO3HIIHIO.

yMeer

6. YA EBHO-METOINYECKOE 1 THOOPMALIMOHHOE OBECIHEYEHUE

6.1. Pexomenayemas aureparypa

6.1.1 OcHoBHas TUTEepaTypa

060312 ABTOpBI, 3arnaBue bub6aunorexa HUznarenncr
yeHHne COCTaBUTEJH BO, IO
JI1.1 Kysueros U.H. | JlokyMeHTallUOHHOE oOOecHeyeHue | DieKTpoHHas OUOIMOTEYHas CHCTEMA IOpaiir,
ynpasieHus. J{okymMeHTo000poT H IOpaiirt 2018
JICTONIPOU3BOICTBO.  YUEOHUK U URL: https://urait.ru/bcode/412578
MPaKTUKyM  JUI1  TIPUKIATHOTO
OakanaBpuaTa
6.1.2 JlonoJiHUTEIbHAS JJUTEPATYPA
O003Ha ABTOpBI, 3ariiaBue bubanoreka HM3nareancrt
YeHHe COCTABUTEJH BO, IO
JI2.1 Abynamze JI.I'., | JlokymeHTanmoHHOEe o0ecmeueHne | DJieKTpoHHas OMOIMOTEYHAs CHCTEMA IOpaiir,
Brinpsixkkuna YIIPaBJICHHUS IEPCOHATIOM. Y YeOHHUK IOpaiir [caiiT]. — 2024
N.B., Macnosa 1 NPAKTUKYM ISl aKaJlEMUYECKOTO URL: https://urait.ru/bcode/536724
B.M. OakanaBpuaTa
J22 I'punodepr, A.C., | JIokyMEHTaIlHOHHOE OOCCIIeYeHUE | DJEeKTpOHHAst OMONIHOTEYHAs CUCTEMa IOnuru-
H.H. TI'op6aues ; | ynpaBieHus: «YHUBEPCUTETCKAsi OMOINOTEKAY Jana,
O.A. ONLINE» 2017
MyxamMeTrmmHa Pexum nocryna: no noanucke. —
https://biblioclub.ru/index.php?
page=book&id=684757
6.1.3 MeToguuyeckue pa3padoTKku
0O003Ha ABTOpBI, 3aryiaBue buoanoreka H3nareanct
YeHHe COCTABUTEJH BO, T'0JI
JI3.1 Ionsixosa E.B. JlokyMeHTHpOBaHUE HTB CTU HUTY «MUCHUCH» CTU HUTY
yIOpaBIEHYECKON  JIEeSATEIbHOCTH. «MHUCHUCy,
Meroguueckue yKa3aHus no 2022
BBITIOJTHEHUIO JIA0OPATOPHBIX paboT
6.2. llepeyens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTu «AHTEepHET»
22 | Koncynprant Ilmroc http://www.consultant.ru/
6.3. IlepeyeHs NpOrpaMMHOro obecrnevyeHns
Il MicrosoftWindows
2 Microsoft Office

6.4. Ilepeyenb HHGOPMAIMOHHBIX CNIPABOYHBIX CHCTEM M IPOdeCcCHOHANBHBIX 023 JaHHBIX



https://biblioclub.ru/index.php?page=book&id=684757
https://biblioclub.ru/index.php?page=book&id=684757
https://urait.ru/bcode/536724
https://urait.ru/bcode/412578

ni | — Hayunas snekrponnas 6ubmmorexa eLIBRARY https://elibrary.ru/

7. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE

7.1 YueOHas aynuTopus

[lepeueHp OCHOBHOTO 000pYIOBaHMS, YICOHO-HATIIATHBIX TOCOOMIL:
- KOMIUIEKT MeOeIH 1UIsl IPEeno/IaBaTels,

- KOMIIIEKT MeOemH Al 00ydJaromuxcs ,

- JOCKa MarHUTHO-MapKepHasi,

- KOMIIBIOTED,

- MYJBTUMEANA-IIPOEKTOP,

- DKpaH.

7.2 [omewenne 1Jisi CaMOCTOATEILHOM PadoThI 00YUYAIOIIMXCS

YueOnas aynuropusa Ne 305

[TepeueHb 0OCHOBHOTO 000PYIOBaHUS, YIEOHO-HATIISHBIX TOCOOHH:

- KOMITIEKT MeOesH sl TpenoaaBaTeds,

- KOMIUIEKT MeOesH sl 00y4aroIuxcs,

- IOCKa ayJUTOpHasl,

- KOMIBIOTEP IS IPETIoIaBaTes,

- KOMIBIoTepsI — 10 mT.,

- MYJIBTHMEIHA-TIPOCKTOP,

- 9KpaH.

[TporpammHOe obecrieueHue:

- MicrosoftWindows,

- MicrosoftOffice.

B IIOMCUICHUHN JIA CaMOCTOSITEIbHON pa6OTBI 06yanOIHHXC${ HUMEECTCA MOAKIKYCHHUE K CETU ((I/IHTCpHCT)) u
JOCTYIH B 3JIEKTPOHHYIO MHOPMAMOHHO-00pa30BaTENbHYIO Cpelly OpraHH3aIHH.

8. METOIUYECKHUE YKA3ZAHUSA JJIA OBYYAIOIIUXCA 11O U3YYEHUTIO TUCITUTIJINHBI

I'maBHas 3a7aua JEKIUH TUCIUIUIAHBI «JOKYMCHTHPOBAHHE YIIPABICHUCCKON ACATEIEHOCTHY AaTh HEOOXO MBI yUCOHBIH
Matepual 1no KOHerTHOﬁ TEMC U IIOCTABUTH I'JIAaBHBIC HpO6ﬂeMLI.

CrpykTypa JSKIIHOHHOTO Kypca BKIIIOYAeT B €0l BCTYMUTEIIbHYI0, OCHOBHYIO M 3aKIIIOYUTEIbHYIO YaCTH.

Kaxcnast nekuust pa3pabaTbiBacTCs C yUETOM:

— XapakTepa, COCTaBa U YPOBHS MOJTOTOBKH ayIUTOPHH;

— YTO U B KAKOM 00bEME OBLIO U3YyUYSHO CTYACHTAMH PaHee MO POJCTBEHHBIM JIUCIUTLTHHAM,

— B OIPEICIICHAN MECTa H3y4aeMOH JUCIUIUIMHBI B Y4eOHOM MPOIIecce MOATOTOBKH CTYICHTA.

CopieprxaHue JICKIUU JTOJDKHO OBITh TIPEABAPUTEIHHO OCBEIIICHO BHAYAIIE 3aHATHS B COOTBETCTBHH C TUIAHOM JICKITUH.
CaMocrosiTenbHas paboTa HAMpaBJICHA HA YCBOCHHUEC CHCTEMBI HAYYHBIX M MPO(ECCHOHATBHBIX 3HAHUM, (HOpMHUpPOBAHUS
YMCHHH W HAaBBIKOB, MPUOOPETCHHE ONbBITA CaMOCTOSATEIBHOW JCSITEIBHOCTH B cdepe caMOoOpraHu3alvd |
caM000pa3oBaHus.

Tocne w3ydeHHs KaXAOTO paszjiena JUCHHUILIMHBL CTYJCHTOM BBINOJHSAETCS JaboparopHas paboTa, 3aKpervisiolme
MOJTy4eHHBIC TEOPETUUECKHIE 3HAHUSL.




