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CoctaButensb (1):

KaHaMaaT negarormyeckmx Hayk, 3aBefyowmi kacgpeapon BunbuunHckas-byTeHko
MapuHa OayapgoBHa

Ot kadenpbl cocTaBUTENS: BunbunHckas-

3aBegywownii kadeopon ncTopum M Teopum au3arHa Wt ByTteHko MapuHa

MeanakoMMYyHUKaumm OpyapooBHa

Ot BbINycKatoLleln kadeapsbi: BunbuynHckas-

3aBenyowmii kadbeapon ByteHko MapuHa
OpnyapooBHa

MeToauyeckuin otaoen:




1 BBEOAEHUE K PABOYEW MPOrPAMME AUCLIUIMJIUHbI

1.1 Uenb AaucuunnuHbl: copMmpoBaTb KOMMeTeHUMM oby4varowerocs B obnactn Teopum U MPaKTUKK
OopraHu3aumn TEXHOMOMMA COBPEMEHHOIO AOKYMEHTaLMOHHOro obecneyeHuns ynpasrneHus C Lenblo COBEpLUIEHCTBOBaHUSA
JEenonpon3BOACTBa B yYpexaeHunsx nobor npaBoBon opraHM3aunoHHON opMbl

1.2 3agaum gucuMNInHLI:

1. PaccMoTpeTb BONPOCHI CTaHOBMNEHWS HALMOHANbHOW CUCTEMbI 4ENONPOM3BOACTBA.

2. PackpbiTb MNpuHUMNbI Pa3BUTUA U (DYHKLUMOHUPOBAHMUS COBPEMEHHON TEXHOMOrMM [OOKYMEHTALWOHHOro
obecneyveHuns ynpasneHns.

3. MNMokasaTb 0cOBEHHOCTM AeNCTBUA CNy>XObl AOKYMEHTALMOHHOro obecnevyeHnst ynpaBneHmss B COBPEMEHHOMN
opraHusaumm.

4. V13y4nTb COBPEMEHHYIO 3aKOHOAATENbHYI0, NPABOBYIO U HOPMAaTMBHYO 6a3sy, permamMeHTMpyoLLyo paboTy ¢
OOKYMeHTaMMm.

5. PaccmoTpeTb Bonpochbl BMAMSAHWA  MHOPMaUMOHHBIX TexHonormn (C3M) Ha coBepLlUeHCTBOBaHWE
ynpaBneHyeckon gestensHocTbio JOY

1.3 Tpe6oBaHusA Kk NpegBapuTeNbHOM NOAroTOBKe 06y4aloLerocs:

MpepBapuTenbHas NOAroToBKa NpegnonaraeT co3gaHne OCHOBbLI AN OPMUPOBAHUSA KOMNETEHLMI, YKa3aHHbIX
B M. 2, NPU U3Y4YEHUN OUCLUUMIINH:

NHdopMaLMOHHbIE OCHOBLI YNpaBrieHNst

YyebHas npakTuka (0O3HakoMuTeNnbHas NpakTuka)

2 KOMMNETEHUMN OBYYAIOLWLEIOCs, ®OPMUPYEMBbIE B PE3YJIbTATE OCBOEHUA OUCLUNINUHDbI

OlK-4: CnocobeH NoOHMMaTb NPUHLUMNBI PaGOTbl COBPEMEHHbIX UH(POPMaLMOHHbIX TEXHONOIMMN 1
Mcnonb30BaTh UX ANA pelleHUs 3apaay npodeccruoHanbHOW AesTeNbHOCTM.

3HaTb: npaBuMna M MNPUHUMNbLI  OpraHmMsauuMm  OOKYMeHTOoo6opoTa, 3aKOHOMEPHOCTM  M3MEHeHuss obbema
OOKYMEHTOO00pOTa; pauvoHaribHble TEeXHONOMMU Mpuema, MNPOXOXAEHMS, MOArOTOBKM W OTNPaBKM [AOKYMEHTOB B
TpaAUUMNOHHBIX U aBTOMATU3NPOBAHHbLIX (SJ'IeKTDOHHbIX) cncrteMax AOOKyMEeHTauMOHHOro obecnevyeHus ynpasleHus;
TpeboBaHMs K py4HbIM U aBTOMaTU3NPOBAHHbBIM (3MEKTPOHHbLIM) MHOPMAaLNOHHO-MOMCKOBBIM CUCTEMAM NO JOKYMEHTaMm
opraHmsaummn

YmMeTb: nogcuntbiBatb 006bemM OOKYMeHTOOOOopoTa; MPOEKTMPOBaTb TEXHOSOMMYeckme KapTbl, MapLIpyTbl OBWMXEHMS
BXOOALLMX, UCXOASALUNX N BHYTPEHHUX OOKYMEHTOB; (hopMUpoBaTh 1 0hOPMAATL Aena; COCTaBnAaTb HOMEHKNATypy Aen,
onucu Ha gena;

BECTU MHPOPMALIMOHHO-AOKYMEHTAUNOHHOE 06CTyXMBaHWNE

Bnapetb: metogamm n TexHomormen obpaboTkM AOKYMEHTOB C WCMOfb30BaHMEM WH(OPMALMOHHBIX TEXHOMOIUNM;
HaBblkaMy paboTbl C [JOKYMEHTaMuM TrOCyAapCTBEHHbIX OpraHoB, OOLWECTBEHHbIX W Op. OpraHu3auui; HaBblkamu
paunoHanunsaunn n aBtomatTusaunmn genonpon3Bogcrtea




3 PE3YNIbTATbI OBYYEHUA NO ANCLUUNNWHE
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Pasgen 1. OpraHusauus cnyx6bl
[OKYMEHTaLMOHHOIOo obecneyeHuns
ynpaBneHus

Tema 1. T[ocypapctBeHHass cucTtema
OOKYMEHTaLMOHHOTIO obecneyeHuns
ynpaenenusa ( FTCOOY). dopmbl U CTPYKTYpa
OEenonpon3BoACTBEHHOM CIyX0bl  (Crnyx0bl
OOY). Crpyktypa cnyxbel [OOY B
MUHMUCTEPCTBax U BegomMcTBax. CTpykTypa
cnyx6bl, oTBevawwen 3a OJOY B
UCMONMHUTENbHBIX ~ OpraHax Bnactm u 2 16 HU
opraHax MECTHOrO camMoynpaBreHus.
Ctpyktypa cnyxbbl OOY Ha pasnuyHbix
npeanpuatuax. Bsaaumopencteue cnyxobl
OOY co CTpyKTypHbIMU nogpasgeneHnsmm
opraHusauun. dopmbl paboTbl c
OOKYMEHTaMu B yrnpaBrieH4eckom annapare.
MonoxeHne o cnyxbe OOY (cTpykTypa u
dvHKIMN)

Tema 2. [omkHOCTHOM cocTaB CrnyXbbl
JOY. Kateropun pabotHukoB. Metogukm| 1
pacyeTa YNCNEeHHOCTU PabOTHUKOB CryXObl
genonpoussoactea. [loHaTne OanaHca
pabouyero BpemeHun. MeTog doTorpadun
pabodyero oHs. HopMbl BpeMeHn Ha paboTbl
no  [AOKYMEHTauMOHHOMY  obecrneyveHuto
ynpaBreHYecknx CTPYKTyp deaepanbHbIX
opraHoB NCMNOMHUTENBHOWN BNacTu,
MocTtaHoBneHne MuHTpyga u coumanbHOro 2 16 HW
passutna P® o1 26.03.2002 No 23).
[omKHOCTHbIE WHCTPYKLMK: «Obwume
nonoxennst», «PYHKUUM W [OIMKHOCTHbIE
0653aHHOCTY, «MpaBay,
«OTBETCTBEHHOCTb» " BUAbI
OTBETCTBEHHOCTM, «B3anmooTHoLwEeHNa»
(cBs3n no gomkHocTu). Pasgensl «OueHka
paboTbl», «OpraHnsauns paboyero mecray,
«Pacnopsigok paboyero gHs»

Utoro B cemecTpe (Ha kypce ansa 3A0) 4 32

KoHcynbTaumm n npoMexyToyHas
aTTecTaums - HetT

Paspgen 2. OpraHnsaums gokymeHToobopoTta




Tema 3. [BwxeHune [OKYMEHTOB B
opraHusaumm. O6bekTUBHbIE U CYObEKTUBHbIE
NpuYuHbl pocta obbema JokymeHToobopoTa B
opraHusaumsix.  [lokymeHTooOopoT Kak
TEXHOMNOTN4YECKNN npouecc. Bxopgsawmn,
NCXOASLWMNA N BHYTPEHHUIA OOKYMEHTOMOTOKMU.
HanpaBneHunss OBWXEHUSI [OOKYMEHTOMOTOKA.
MeToamka nogcyeta  OOKymeHToobopoTa.
LUnknnyHocte  (  nNepumoauyvHOCTb)  MOTOKOB
OokymeHToB. O6paboTka BXxogdAwWMX  Wnn
NOCTyNatoLLmMX OOKYMEHTOB: aTansbl,
TexHonorua pabotel. O6paboTka McxoaALmx
unu oTnpaensemMbiXx AOKYMeHTOB. [lopsigok
NPOXOXAEHNS BHYTPEHHNX JOKYMEHTOB

Tema 4. TpeboBaHus COBpPEMEHHbIX
3aKkoHoAaTernbHbIX, HOPMATMBHbLIX akToOB W
HOpMaTUBHO-METOAUYECKMX OOKYMEHTOB,
pernameHTUpyoLWnX BOMPOCHI OpraHusaLmm
OOKYMEHTaLMOHHOTO obecneyeHuns
OeATENbHOCTY.

MpakTuyeckoe 3aHATHe: Onpegenexne
COBpPEMEHHbIX HanpasneHun, ¢opM, MeToaoB
COBEpPLUEHCTBOBAHMSA ooy n nx
XapakTtepucTuka. PaspaboTka Moaenu
opraHusaumm [OY (B Buge npeseHTauum
NnoekTa).

Paspen 3. Pernctpaums  QOKYMEHTOB,
opraHmsaums  CnpaBOYHO-UHEOPMALMOHHOIO
00CnyXMBaHWS, KOHTPOMb 3@ WCMOSIHEHMEM
OOKYMEHTOB

Tema 5. Peructpauus [OOKYMEHTOB: LenNw,
NpUHLMNGI, dopmbl perncrpaumm npu
«PY4YHOM» OEenonpounsBoAcTBe, perncrpauus B
caa. Peructpauus KOH(UAEHUManbHbIX
OOKYMEHTOB.  [JOKyMEeHTbl, He nognexaliue
pernctpaumn. OTnuumMe yyeta [OKYMeHTa OT
ero perncTpaumn. WHaoekcupoBaHue
OokyMmeHToB. Co3gaHne ©aHka [aHHbIX O
JokymeHTtax. OdopmreHue >xypHana ydeTa.
BsanmocBA3b peructpaumMm  OOKYMEHTOB C
opraHmMsaumen  crnpaBoYHO-NH(OPMaLIMOHHOM
paboTkbl, opraHn3aumnent KOHTPONA UCMOMNHEHUS
n nocrnegywwen o6paboTKON OOKYMEHTOB.
MpuHUMNBLI  NOCTPOEHUs  MHAPOPMALMOHHO-
nouckoBbix (AMC) pydHoro Tuna, ux Bugbl.
MHdopmMaLlmoHHO- cnpaBoyHoe obcnyxuBaHue
annapata yrnpaBneHus B YCNOBUSIX
NPUMEHEHUS BblYUCIUTENBHON TEXHUKK. [Nounck
n Ncnonb3oBaHue WHopmaLnm B
aBToMaTuanpoBaHHbix UIMC.

MpakTuyeckoe 3aHATHe: Pernctpauuns
OOKyMeHTa  (onpegenuTb  HeobxooumocTb
perncTpaumm OKYMeHTa, OTHECTM ero K O4HOM
N3 perucTpupyembix rpynm, onpenenuTb CyTb
OOKYMeHTa Ans  MpaBWibHOrO  3aHeceHus
KpaTKoro cofepXaHusi B PErucTpauyoHHYHO
bopMy, 3anofIHUTbL PernucTpaumoHHy0 opmy,
oopMUTL obs3aTenbHble pPEKBU3UTBI
JokymeHta wun T1.4.). JIHA kak [oOKymeHT,
pernameHTUpyloWmi  nopsgok — perucrpauuu
(coctaButb TekcT JTHA).

18 HA
18 HU
18 HA




Tema 6. KoHTponb 32  MCMNOSIHEHUEM

[OKYMEHTOB. KaTeropum [OKYMEHTOB,
noanexalmx KOHTporo. Buabl v nogsuabl
KOHTpONS. KoHTpornb no CYLLIECTBY.

XapakTtepucTuka TeXHonornm KOHTpOns
ncnonHeHnsa. KoHTponb 3a cpokamu. [poBepka
X0O0a  WUCMOSIHEHMST WU HANOMMHaHMS O
KOHTPONbHbIX cpokax. [lpogneHne cpoka

NCMONHEHNS. CHsaTMe c KOHTpONsi.
MpoBeneHne aHanusa pesynbTaToOB KOHTPOMS
NCMNOSTHEHWSA OOKYMEHTOB. O6o6uweHue,

aHanM3 U WUCMNOMb30OBaHME  [AdaHHblX 06
WCMOMHEeHNN  [OOKYMEHTOB B YCIOBUSIX
TpaaULMOHHOM " aBTOMaTU3MPOBAHHOM
TEXHOMNOrm 06paboTku AOKYMEHTOB.
MpeumyllecTBa aBTOMaTU3MPOBAHHBLIX CUCTEM
KOHTPOMNSI UCMOMHEHUsi OOKYMEHTOB, OMbIT WX
NPUMEHEHMS.

Mpaktnueckoe 3aHaTMe: [lonoxeHne 06
opraHuM3aumMmM  KOHTPOSsi 3@  MCMOJIHEHMEM
OOKYMEHTOB

Pasgen 4. XpaHeHuMe  OOKYMEHTOB B
opraHusaumm

Tema 7. OcHoBHble NONOXeHNst
3aKoHO4ATENbHOM perfnaMeHTaumMmn XpaHeHus
OOKYMEHTOB B Po. HopmaTtnsHoO-

MeToAMYeckne AOKYMEHTbl MO OopraHu3aumu
XpaHEeHNs1 OOKYMEHTOB Ha TpaOuLMOHHBLIX M
TEXHOTPOHHbIX HOCUTENSX. XpaHeHve
[IOKYMEHTOB B CTPYKTYPHbIX MoApasgeneHusix
opraHusaumu. Buabl [OOKyMEHTOB, KoTopble
XpaHAT B oOpraHusauuv. PernameHT CpokoB
XpaHeHUst  OOKyMeHTauuu.  Tekylwiue U

apXxuBHble OOKYMEHTBI. OpraHusaums
TEKYLLEro XpaHeHust JOKYMeHTOB. [Mpobnembl
TeKyLLero XpaHeHus [OKYMEHTOB.

HecobniogeHve CpoKoB XpaHeHUsl, U3bATHE W
Bbldaya [OKYMEHTOB, TMOAWWTLIX B Jena
MOCTOSIHHOIO XpaHEeHus.

MoHaTe HomeHknaTypbl gen. TpeGoBaHus k
COCTaBMEHUO  HOMEHKNaTypbl  Aen,  UX
pernamMeHTauus B HOpMaTMBHO- METOANYECKNX
maTepuanax. Buabl HomeHknaTyp nen, ux
0CODOEHHOCTM 1 Ha3Ha4YeHwue.

Tema 8. OpraHusauus " nopsiaokK
dopMmnpoBaHna aen. MoHaTne
«thopmMmpoBaHue gen», oCHOBHble TpeboBaHMs
K npoBegeHuto atol paboTbl. CoBpemeHHas

HOpMaTUBHO-MeTOANYECKas 6a3a,
onpegensioLas TpeboBaHusA K
bopmMUpoBaHuio aen. MpuHUUNBI

cuctemaTmsaumMm  OOKYMEHTOB BHYTpU  gen.
OcHoBHble TpeboBaHMsA K odopMIeHUIO Aen.
MonHoe wn 4acTudyHoe odopMneHue gen.
MNogwmBka aen. Hymepauwnsa NINCTOB.
3aBeputenbHas Hagnvcb. BHYTpeHHsIs onuce.
OdbopmneHne o6noxkn gen MnoCTOSHHOMo U
BPEMEHHOIO XpaHeHuUs:.

Onpegenexune onucu aern. Mpasuna
COCTaBMeHUs  OnucKM  Jen  CTPYKTYPHOro
nonnaznenednd. Bunewl onucen

Pasgen 5. MNpakTuka XxpaHeHUsi OOKYMEHTOB B
opraHusaumm

18 HU
8 HA
9 HU




Tema 9.

HOMEHKaTypbl

OOKYMEHTOB,

KnaccuguKaumMoHHON cxeMbl; TpeboBaHus K
COCTaBJIEHMIO 3arofIOBKOB Aen M npaBuna mx 2 10 H
cuctematmsaumm. [opsgok  odopmieHus,

cornacoBaHuA

HOoMeHknaTypbl gen. OnpegeneHve cpoka
XpaHEHUA JOKYMEHTOB.

MeTtoauka COCTaBreHUs
Jen. un3yyeHune cocTaBsa
pa3paboTka

" yTBEPXKOEHUS

Tema 10.

OdopmneHne onucn  gen
CTPYKTYpPHOro nogpasgeneHus.

Utoro B cemecTpe (Ha kypce anga 3A0) 12 12 109

2 10 HU

KoHcynbTauum n npomexyTodHas
atTectauus (Ok3ameH, 3ayer)

36,75 10,25

Bcero koHTakTHasa pa6orta n CP no

64,75 151,25

OVCUUNNnHe

4 KYPCOBOE NPOEKTUPOBAHUE

KypcoBoe npoekTnpoBaHue y4eGHbIM MaHOM He NPeayCMOTPEHO

5. ®OH[ OLIEHOYHbIX CPEACTB AN NMPOBEQEHUA MPOMEXYTOYHOW ATTECTALIUU

5.1 OnucaHme nokasatenemn, KpUTepMeB U CUCTEMbI OLlEHUBaHNA pe3ynbTaToB 06y4yeHuUs
5.1.1 NokasaTtenu oueHUBaHUA

Koa
KoMneTeHUun

MokasaTenu oueHnBaHUA pe3ynbTaToB o6yquvm

HanmeHoBaHWe oLeHOYHOro

cpencTea

OliK-4

xapaktepusyeT 0Co6eHHOCTM (QOPMUPOBAHMSA CTPYKTYpPbl, YHKLMA,
lWITAaTHOTO ~ cOCTaBa  [ENonpov3BOACTBEHHbIX  MOAPa3feneHun;
3aBUCMMOCTb OpraHusaummM paboTbl C [OKYMEHTaMuM OT pasBUTUSA
annapara ynpaBneHusi; MeToabl U TEXHOMNOrMI 06paboTkn LOKYMEHTOB
Ha  OCHOBE  WUCMONb30BaHWA  CPEACTB  OpPraHu3aumoHHOW U
BbIYMCIMTENBbHON TEXHWUKW; OnpefenseT COBPEMEHHbIE HarpaBreHus
pasBuTMS M MyTU  COBEPLUEHCTBOBAHUS  [OKYMEHTALMOHHOIOo
obecneyeHnss ynpaBreHWs; 3aKOHOMEPHOCTW W3MeHeHusi obbema
AOKyMeHTOO60pOTa; BbIGMpPAET pauMOHarnbHY TEXHOSOMMI Mpuema,
NPOXOXAEHWS, MOATOTOBKN U OTNPaBKWU JOKYMEHTOB B TPaAWULMOHHBIX U
aBTOMATM3UPOBAHHBIX CUCTEMAX AOKYMEHTAUMOHHOro obecnevyeHus
ynpaBneHus; onpegensiet TpeboBaHus K PYYHbIM n
aBTOMATM3UPOBAHHBIM  MH(OPMALMOHHO-NMOUCKOBLIM ~ CUCTEMaM MO
[OKYMEHTaM opraHusauui; BbIbupaeT MeToauKy KOHTPONsi 3a Cpokamu
UCMOMHEHNS [OOKYMEHTOB; METOAMKY COCTaBneHust
KnaccuuKkaLMoHHbIX CNpaBOYHUKOB (HomeHknaTtypa Jen,
KnaccudukaTopbl pasnuMyHbiX BWOOB, MepeyYeHb [OOKYMEHTOB CO
CpOKamu XpaHeHUs1)

CNWCOK  BOMPOCOB  Anis
cobecenoBaHMa M NPaKTUKO-

OPEHTUPOBAHHbIX
TeCTbl

3aJaHun,

5.1.2 Cuctema un KpMTEPUM OLLlEHMBaHUSA

LLikana oueHmBaHus

Kputepun oLeHnBaHUA COPMUPOBAHHOCTY KOMMNETEHLMIA

YcTHoe cobecegoBaHue MncbmeHHas paboTa

5 (oTnun4HO) oueHnBaemon obnactn. Kputunueckun,
OpUWrMHanbHbIA nogxon K
mMaTepuany.YuuTbiBaloTCs 6annbl,

MonHbIN, ucyepnbiBalOLWMA OTBET, SBHO
OEMOHCTPUPYIOLMIA rNyb6okoe NoHMMaHue
npegmeTa W LWUMPOKYK  3pyauuuio B

HaKonsmneHHble B Te4eHne cemecTpa.

4 (xopoLuo) MpucyTcTBYOT Hebonblive npobenbl B
3HaHUAX unm HecyLLleCTBEHHbIE
OLUMGKN.YUYnTbIBAKOTCS 6annsl,

OTBeT CTaHOapTHbIN, B uenom
Ka4yeCTBEHHbIMN, OCHOBaH Ha BCEeX
oba3aTenbHbIX UCTOYHMKAX MHOPMaLmK.

HaKonsmneHHble B Te4YeHne cemecTpa

3 (ynosneTtBoputensHo) | OTBET HEMOIMHbIN, OCHOBAHHbIN TOMLKO Ha




NEeKUMOHHBbIX MaTepuanax. [py noHnMaHuu
CylWlHOCTM  npegMeTa B UenOM  —
CylLleCTBeHHble OowWunbkn wnnu npobenbl B
3HaHMAX Ccpasy MO HECKONbKMM Temawm,
He3HaHue (nyTaHuua) BaXXHbIX
TEPMWHOB.Y4YMTbIBAKOTCA 6annbl,
HaKonseHHbIE B TeYEHNe cemecTpa

2 (HeygoBneTBOPUTENBHO)

HecnocobHocTe OTBETMTL Ha BOnpoc 6e3
nomoLuu 3K3ameHaTopa. HesHaHue
3HAUUTENBHOM  YacT  MPUHUMNNANLHO
BaXHbIX 3MeMeHTOB AVCUMNINHBI.
MHorovncneHHble rpybbie OLLMOKN.
MonbiTkKa  CNMCbIBaHUsi,  UCMOMNb30BaHUS
HepaspeLlUeHHbIX TEXHUYECKUX YCTPOWCTB
WM MONb30BaHWA MOACKA3KOW  Opyroro
YyernoBeka (BHE 3aBMCMMOCTH oT
yCneLwHocTH Takown nonbITKK). He
yunTbiBalOTCA  Gannbl, HaKOMMEHHble B
TeyeHue cemecTpa.

3ayTeHo

Obyuvatowwumiica nokasbiBaeT 3HaHue
OCHOBHOTO M [OOMOSNTHUTENBHOrO Yy4ebHoro
mMaTepuana, cBobogHO pasbupaetca B
npobnematuke U cneundurke QUCUMNINHDI;
ycBoun OCHOBHYHO " 3HAKOM c
OONONHUTENBHOW peKkoMeHa0BaHHOM
nuTepaTypou; MOXeT 06bACHUTD
B3aNMOCBSI3b OCHOBHBbIX NMOHATUI
OVCUMNNUHBL B MX  3HA4YeHuu  Ons
nocnegyoLlemn npocdeccnoHanbHom
OesITeNbHOCTU;  MPOSIBNSiET  TBOpYECKue
CNOCOBHOCTN B MOHUMAHMWKN, WINOXEHUU W
nCcnomnbL3oBaHuUM  y4ebHoro  martepuana.
YunTbiBaloTCcs  Gannbl, HakomnneHHble B
TeyeHune cemecTpa

He 3auTteHo

HecnocobHocTb OTBETUTbL Ha Bonpoc 6e3
nomMoLLu 3K3ameHaTopa. HesHaHue
3HaUMTENMbHOW  YacTM  MPUHLMMNAMBHO
BaXXHbIX 3MNEeMEHTOB ONCUMNNNHBI.
MHorouncneHHble rpybble oLnBKM.
MonbiTka  cNUCbIBaHUSA,  UCMNOMb30BaHMUSA
HepaspeLUeHHbIX TEXHUYECKUX YCTPOWCTB
WM NONb30BaHWS MOACKA3KOW Opyroro
YyernoBeka (BHE 3aBMCMMOCTHU oT
yCMneLHoCcTH Takown nonbITKK). He
YYnTbIBAOTCA  Gannbl, HAKOMMEHHbIE B
TeyeHue cemecTpa.

5.2 TUnoBble KOHTPOJSIbHbIE 3a4aHUS UNU UHbIe MaTepuarnbl, He06XoAUMbIE ANsi OLeHKN 3HaHUNA, YMEHUH,

HaBbIKOB U (UNK) ONbITa AeATeNIbHOCTU
5.2.1 NepevyeHb KOHTPOJIbHbLIX BONPOCOB

Ne n/n |

dopMynMpPOBKKN BOMPOCOB

Kypc 2

OObEKTMBHBIE U Cy6'beKTI/IBHbIe NPUYNHBbI pOCTa obbema ,EI,OKyMeHTOO60pOTa B OpraHunsaumax.

JloKkyMeHTOOBOPOT Kak TeXHONOrM4yeckuin npouecc. Bxoaawmin, CXoaaLMiA U BHYTPEHHUIA JOKYMEHTOMNOTOKM.
HanpasneHus aABMKeHUA 4OKYMEHTOMOTOKA.

MeToavka nopcyeta OoKymMeHTooGopoTa.

O6p860TKa BXOOALWKMX UK noCcTynarwmnx AOKYMEHTOB: 3Tarlbl, TEXHOJ10IA pa60TbI.

O6p860TKa nexoaawmx nnm otnpaesnaemMblX JOKYMEHTOB.

olo|lh~h|lwW]l N |-

MopsAaoK NPOXOXKAEHUS! BHYTPEHHNX AOKYMEHTOB

PervcTtpaumnsi 4OKYMEHTOB: Lienu, NpUHLMNbI, opMbl perucTpauum npu «py4yHomM» OenonponusBoacTee,
7 perncTpauus B COM. Pernctpaumsi KOHUAEHUMANbHBIX JOKYMEHTOB. [JOKYMEHTbI, He nognexaiiue
perncTpauun. OTnuyme yyeta JOKYMEHTa OT ero permcrpauuu.

8 MHpekcnpoBaHne okyMeHToB. Co3aaHne GaHka AaHHbIX O AokyMeHTax. OdopmrieHue ypHana ydeTa.




BsanMmocBs3b permcTpaumm GOKYMEHTOB C OpraHusaumei cnpaBoYHo-MH(OPMaLMOHHON paboThl,

9 opraHv3aumen KOHTPOrS UCTIOMHEHUst U nocneayoLert 06paboTkon JOKYMEHTOB. [pUHLMMBI TOCTPOEHNS
nHdopMaLmoHHo-nomckoBbix cuctem (UIMC) pyyHoro Tuna, ux Buapl.

10 MNHdopmaumoHHo-cnpaBoYHOe obcnyxuBaHue annaparta ynpasneHus. [omck n ncnons3osaHve nHhopmMaumm
B aBTOMaTM3upoBaHHbIx UIMC.

11 KaTeropuun gokyMeHTOB, Nnoanexalumx KOHTponto. Buabl n noasuabl KOHTPONS.

12  |XapakTtepucTvka TEXHOMNOrMN KOHTPONS UCNOMHEHNS.

13 MpenmMyLecTBa aBTOMaTU3NPOBAHHbBIX CUCTEM KOHTPOMS UCNOMHEHNS JOKYMEHTOB, OMNbIT UX MPUMEHEHNS.

14 HopmaTtuBHo-MeTOANYECKME AOKYMEHTbI MO OpraHu3aunmM XxpaHeHUs JOKYMEHTOB Ha TPaAULMOHHbIX U
TEXHOTPOHHbIX HOCUTENSIX.

15 XpaHeHue JOKYMEHTOB B CTPYKTYPHbIX NOApasfaeneHusax opraHusaumu. Buabl JOKYMEHTOB, KOTOpbIE XpaHAT B
opraHusauun. PernameHT CpOKOB XpaHEHUSI JOKYMEHTauUMKn. TekyLIne N apXmMBHbIE JOKYMEHTbI.

16  |OpraHusauus TeKyLero xpaHeHust 4OKyMeHTOB. [pobnembl TeKyLLEro XxpaHeH s AJOKYMEHTOB.

17 TpeboBaHUs K COCTaBNEHUIO HOMEHKNATYPbI Aer, UX perfnameHTaunsi B HOpMaTUBHO-METOANYECKMX
mMaTepuanax. Bugsl HomeHknatyp gen, ux ocCob6eHHOCTU 1 Ha3HaYeHue.

18 |OpraHusauus n nopsaok opmmpoBaHus Aen, OCHOBHble TpeboBaHUS K NpoBeaeHuto aTon paboThl.

19 CoBpeMeHHasa HopmaTuMBHO-MeToanYeckasn 6asa, onpegensowas TpeboBaHnst K POPMUPOBaHMIO Aen.

20 MpuHLUMNbBI cMcTEMaTU3aL MM AOKYMEHTOB BHYTpU Aen. OCcHOBHbIE TpeboBaHUst K ochopMneHuto gen. MNMonHoe u
yacTuyHoe odopMreHve gen.

21 Moawwmeka gen. Hymepauns nuctoB. 3aBepuTtensHas Hagnuce. BHyTpeHHss onnck. OdopmneHne 06noxku
Aen NOCTOSAHHOTO M BPEMEHHOIO XPaHEHUS.

22  |Onpegenenuve onucu aen. lNpaBuna cocTaBneHns onucu Aen CTPYKTYpHOro nogpasaeneHus. Bugel onvucen.
dPopmbl U CTPYKTYpa 0ENONPON3BOACTBEHHOW CryX0Obl (cnyx0bl IOY). CTpykTypa cnyx6bl JOY B

23  |muHucTepcTBax M BegomcTBax. CTpykTypa cnyxbbl, otBevatowwen 3a JOY B MCNONHWUTENBHBIX OpraHax BnacTtu
1 opraHax MecTHoro camoynpasrneHus. CTpyktypa cnyx6bl JOY Ha pa3nuyHbix NpeanpusaTusX.

2 B3aumopgericteue cnyx6bl JOY co CTPYKTYpHBIMU NogpasaeneHnsamMmu opraHmsaumm. @opmel paboTsl ¢
OOKyMeHTaMu B ynpasrnieH4yeckoM annaparte. lNonoxeHue o cnyx6e JOY (cTpykTypa 1 dyHKUMM)

o5 HomxkHocTHo coctaB cnyx6bl AOY. Kateropmmn paboTtHmkoB. MeToankm pacyeta YnNCNeHHOCTN paboTHNKOB
cnyx6bl 4enonpon3BoOACTBA.
MoHsTne GanaHca paboyero BpeMeHu. Metog doTorpadun padoyero gHs. Hopmel BpemeHu Ha paboTbl no

26  |OoKyMeHTauMOHHOMY oBecrneyeHunio ynpaBneHYeckux CTPYKTyp dbefepanbHbiX OpraHOB NCMOSTHUTENbHON
BnacTu, NocraHoBneHne MuHTpyaa u counansHoro passutnsg PO ot 26.03.2002 No 23).
[OMKHOCTHbIE MHCTPYKLUMK: «OBLLME NONOXEHUS», « DYHKLUN U OOIMKHOCTHbIE 00s13aHHOCTWY, «[1paBay,

27  |«OTBETCTBEHHOCTbY» 1 BUAbI OTBETCTBEHHOCTU, «B3anmooTHoOWweHMA» (CBA3M NO AOMmMKHOCTM). Pasgensi

«OueHka pabotbl», «OpraHusauma paboyero mectay, «Pacnopsgok paboyero gHa»




5.2.2 TunoBble TeCTOBbIe 3a4aHUA

MpaBuna u opraHn3auunlo JOKYMEHTALMOHHOIO 06ecneyeHmns ynpaBneHnst Ha NPeanpusaTUMA YCTaHaBNIMBAET:
a) Nuctpykumsa no JOY

©) MNMpaBuna BHyTpPeHHEro pacnopsigka

B) YcTaB npeanpusitusi

2. CpOKOBBI KOHTPOIb UCMOMHEHWS AOKYMEHTA OCYLLIECTBMNSETCS:
a) pykoBoauTENeM opraHusaumm

©) cnyx6on OY

B) UCMOSNHUTENEM NOPYYEHUS

3. NcnonHeHne pe3onioumn pykoBOAUTENSI HA JOKYMEHTE OCYLLIECTBNSETCS:

a) OTBETCTBEHHbIM UCMOMHUTENEM COBMECTHO C COTPYAHUKaMM, yKa3aHHbIMU B JOKYMEHTe

6) BCEMM WCMOMHUTENSIMM, YKa3aHHbIMW B [OOKYMEHTE, KPOMEe OTBETCTBEHHOIrO WCMOMHUTENS, KOTOPLIN
OCYLLECTBISIET KOHTPONUPYHOLLYH (DYHKLUMIO

B) OTBETCTBEHHbLIM UCMOMNHUTENEM, Ybs haMUNns ykasbiBaeTcsl NEPBON B pe30nioLmm

4. [Ona opraHmsaumi c HebonblwnM  LOKYMEHTOOOOpOTOM 4auwle BCEro MpuUMeHATcs ... dopma
Oenonpon3BoACTBa:

a) cMellaHHas

0) ueHTpanm3oBaHHas

B) AeLieHTpanm3oBaHHas

5. MNpepynpeavTenbHbIN KOHTPONb Npegnonaraert:

a) eXkeAHEBHYIO MOArOTOBKY CBEAEHUN O AOKYMEHTAX, CPOK UCMOSNTHEHMS KOTOPbIX NCTEKAET CEerogHsi

0) cBoeBpeMeHHOe 3a 2-3 OHA npeaynpexaeHne coTpyaHMKa O HEOOXOOMMOCTU pELUEHUST MOPYYEHHOro emy
Bonpoca

B) €XXEMECSAYHOE UMK eXeKBapTanbHOE COCTaBMNEHNE NEPEYHS HEMCNOMHEHHbIX JOKYMEHTOB

6. JJokyMeHT MOXeT ObITb MOANMCAH UCMIONMHALLIMM 0653aHHOCTM JOMKHOCTHOrO Nuua c:
a) NpocTaBneHnem KOCOoN YepTbl Nepes HaMMeHOBaHEM OOIKHOCTU

0) npocTaBneHnem npeanora «3a» UM Haanucu oT PyKkn «3am.»

B) yKka3aHueM ero pakTu4eckon JOMKHOCTN 1 dhamMmnmm

7. PernctpauuoHHbI HOMEP [OKYMEHTa, COCTaBIEHHOrO COBMECTHO [ABYMsi U Gornee opraHusaumsiMu,
npeacraensiet cobou: B

a) perncTpaLmMoHHbIN HOMEP AOKYMEHTa OpraHu3aumm, B KOTOPOW JOKYMEHT (hakTU4ecku co3gaBarncst

©0) perncTpaumoHHbIN HOMEP AOKYMEHTa opraHusauny, ykasaHHON Ha GrnaHke nepeon

B) perucrpauMoHHble HOMepa [OKYMeHTa KaxdOW M3 opraHu3auuid, NpocTaBMsieMblX Yepe3 KOCyl 4epTy B
nopsiake ykasaHusi aBTOPOB B AOKYMEHTE

8. Vicxopawme gokymeHTbl pernctpupytotcs B cnyx6e [JOY opraHusaumm B OeHb:
a) oTnpaBneHusi

©) nogroToBkM

B) nognucaHus

9. K cnyxebHbIM NMcCbMaM OTHOCUTCS CneayoLwuii BU4 AOKYMEHTA:

a) akT o npueme-nepegade gen

©0) ohepTa

B) JIOroBOD O Kvnne-npoaaxe
5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBAHHbIE 3afJaHNA (3a8ayu, Kerchbl)

1. CoctaBuTb MOAEeNb OpraHM3auum OOKYMeHToobopoTa (MCrnonb3ys maTepuanbl ak3ameHaTopa). BeinonHas
3agaHve, HeobX0AMMO ONPeaEenuTb COCTaB AOJMKHOCTHbIX NUL, y4acTBYyOLWMUX B 06paboTke U UCNONMHEHUN OOKYMEHTOB;
npoaHanuanpoBaTb CXeMbl ABMKEHUSA AOKYMEHTHbBIX MOTOKOB OpraHm3aunm.

2. CocTaBuTb OMNEporpamMmmbl: a) ABMXKEHUS BXOAALLMX LOKYMEHTOB, KOTOpas OOSMKHA OTPasuTb NepemeLleHus
OOKYMEHTOB OT MOMEHTa npuvema [0 MOALWMBKA KX B AeNo nocre 3aBeplleHust MCrornHeHus; 6) oneporpamma
ncxoasaWmMX OOKYMEHTOB [OOSMKHA OTpasvTb MNepeMeLLeHUst AOKYMEHTOB OT MOMEHTA MOATOTOBKM WX MPOEKTOB OO
OTNPaBKN UX y4YpexneHusi, B) oneporpaMmma OBWXXEHUS BHYTPEHHUX AOKYMEHTOB — OT MOMEHTa MOLrOTOBKW MpoOekTa
OOKYMEHTa [0 MOALIMBKU B ES0.

3. HauyepTuTb cxemy opraHusaumMoHHOWM CTPYKTYpbl cny6bl [JOY co3gaBaemoro npeanpusatus, 3adoukcuposaTb
NOAYMHEHHOCTb CNYX0 M CTPYKTYPHbIX noApasgeneHuin. [ina kaxaoro CTPYKTYPHOro NOoApasfernieHns U ydacTka cnyxobl
[OY Ha cxeme cukempyeTca Bug nogunHeHHoctn. O6ocHoBaTb HAMMEHOBaHME M NOAYMHEHHOCTL KaXX4oro CTPYKTYPHOro
noapasaeneHus.

4. OnpegenuTb HEOOXOAMMOCTb perncTpaumm AOKYMeHTa, OTHECTW ero K OOHOW M3 permctpupyemblx rpynm,
onpenenuTtb CyTb AOKYMEHTa ANs MPaBUSIbHOIO 3aHECEHMS1 KPaTKOro COAEpXaHus B PEerMcTpauuoHHylo ¢opmy,
3anoNHUTL PErMCTPALMOHHYI0 hopMy, obopMUTL 0Ba3aTernbHblE PEKBU3NTLI AOKYMEHTA U T.A4.

5. CocTaBUTb TEKCT JTIOKanbHOrO HOPMAaTUBHOMO akTa, AeTarlbHO perfamMeHTMpPYHLWEero nopsagok perncrpaumm
JOKYMEHTOB.



5.3 MeToamnyeckue matepuansi, onpegensiowme npoueaypbl oeHMBaHUA 3HaHUN, YMEeHU, BnageHu (HaBbIKOB
1 (MNK) NPaKTUYECKOro OnbiTa AEeATENIbHOCTH)

5.3.1 YcnoBus gonycka oby4atrowerocsi K npomMexyTo4HoOW aTrecTaumm U NopsAoK NMUKBMAALMKN akafeMU4yeckon
3a10/MKEeHHOCTH

lMpoBeneHe NMPOMEXYTOYHOW aTTecTauun pernameHTUpPOBaHO rfokanbHbiM HopMaTuBHbIM aktom CII6IMYMNTA
«MonoxeHne o NpoBeAeHUM TEKYLLIEro KOHTPOISA YyCNeBaeMOoCTU Y NPOMEXYTOYHOW aTTecTaumm oby4aroLwmxca»

5.3.2 ®opma npoBefeHUs NPOMEXYTOYHOM aTTecTaumum No AUCUMnInHe

YcTHas + lNucbmeHHas KomnbloTepHOE TECTMpPOBaHNE MHas

5.3.3 Ocob6eHHOCTU NpoBeAeHUsi MPOMEXYTOYHOM aTTecTaumMm No QUCUUNIINHe

B kaxagom GuneTe oaMH TEOPETUYECKUIA BOMPOC M OAHO MpakTudeckoe 3agaHune. OGyyaowmmesa 3anpellaeTcs
nonb3oBaTbcs NoGbIMU BCOMoraTenbHbIMU MaTepuanaMu. Bpems, oTBoguMoe Ha NoAroToBKy K oTBeTy — 30 MUHYT.

6. YYEBHO-METOAMYECKOE N UH®OPMALIMOHHOE OBECINEYEHUE OUCUUIMITAHBI
6.1 YyebHasa nutepaTtypa

ABTOp | 3arnasue | WN3paTensctBo l"on nspaHus | Ccbinka
6.1.1 OcHoBHas y4yebHas nuTepaTypa
Psb6osa, C. B. [lokymeHTaumoHHoe YnNbAHOBCK: YNbAHOBCKUIA https://www.iprbooks
obecneyeHne rocyaapCTBEHHbI 2021 hop.ru/121268.html
yrpaBreH4YecKon TEXHUYECKUN
AesATeNbHOCTU yHMBEPCUTET
anvesa, H. B.,|[lokymeHTaumoHHoe Mocksa: 3pgaTtenbckui 2021 https://www.iprbooks
anwnes, X. K. obecneyveHune ynpaeneHus Oom MNCnC hop.ru/116986.html
Maktamkynosa, . A.,|[lokymeHTaunoHHoe Jlvneuk: Jluneukun https://lwww.iprbooks
lopoposa, . . obecrneyeHne  ynpaeneHus rocyaapCTBEHHbIN 2023 hop.ru/133441.html
nepcoHarnom TEXHUYECKMI
yHuBepcutet, O6C ACB
6.1.2 lononHuTenbHasa y4yebHasa nutepartypa
Jlankosa, A. T. [oKymeHTaLMoHHOe Owmck: Omckun http://www.iprbooksh
obecneyeHne  ynpaeneHus rocyapCTBEHHbIN 2020 op.ru/115470.html
nepcoHarnom TEXHUYECKMI
YHUBEPCUTET
MatBeeBa, B. A. [oKymeHTaLMoHHOe http://www.iprbooksh
obecneyeHne ynpaeneHus B op.ru/105676.html
TaMOXeHHbIX opraHax (c| Mocksa: Poccuinckas 2020
NPYMEHEHNEM 3MEKTPOHHOrO| TaMOXeHHas akagemus
0obyyeHuns). B 2 yactax. 4.1
KanowwHa, T. 1O. [JoKkymeHTaLnoHHOe HoBocunbupck: https://www.iprbooks
obecnevyeHne paboTtbl C HoBocnbupckui hop.ru/126489.html
nepcoHanom B umcpe 1M Ha rocyAapCTBEHHbIN 2022
Oymare TEXHUYECKNI
yHMBEPCUTET

6.2 MepeyeHb NpodeccUoHanbHbIX 6a3 AaHHLIX U UHOPMaLMOHHO-CMPABOYHLIX CUCTEM

1. OdomumansHbii cant MCO [OnekTpoHHbIN pecypc] — Pexnm goctyna: www.1SO.com, cBoboaHbIn. — 3arn. ¢
3KpaHa.

2. OdvumanbHbii cant PepepanbHOro areHTCTBa MO TEXHUYECKOMY PErynMpoBaHUi0 M MeTpororum
POCCTAHIOAPT [OnekTpoHHbIn pecypc] — Pexum goctyna: www.GOST.ru, cBOGOAHbLIN. — 3arn. ¢ aKkpaHa.

3. IHdopmauuoHHo-npaBoBas cucteMa «KoHcynbTaHT +»: http://www.consultant.ru/;

4. NHhopMaLmoHHo-NpaBoBasi cuctema «lrapaHT»: http://www.garant.ru/

6.3 NMepe4yeHb NMULEH3MOHHOIO U CBO6OAHO pacnpoCcTpaHAeMOro NporpaMmMHoOro oéecnevyeHus
MicrosoftOfficeProfessional

MporpammHas cuctema Ansi obHapyXeHUsI TEKCTOBbIX 3aMMCTBOBaHUIA B Y4ebHbIX WM HayyHbIX paboTax
«AHTunnarnat.BY3» Bepcun 3.3




6.4 OnncaHue maTepuanbHO-TEXHUYECKOMN 6a3bl, HeOO6XoAMMON ANsA ocyLlecTBleHMA o6pa3oBaTeNibHOro
npouecca no gucumnnuHe

AyauTtopus OcHalleHue

MynbTuMeagunHoe obopyaoBaHue, crneunanmanpoBaHHas mebenb, Jocka
JlekumoHHas y A PYA H P A
ayautopus

CneumanuaunpoBaHHas Meberb, focka
YyebHasa aygutopus
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