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1 BBEOEHME K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb AuCLUMNNMHLI: CHOPMUPOBATL y OOyYaloLlerocs NpodeccMoHaribHble KOMMETEHLUUM MO COCTaBMEHUIO
cnyxeGHo JOKyMeHTauuu.

1.2 3agaum QUCUMNANHDI:

- paccMOTpeTb BUABI U CTPYKTYPY CIYXeGHbIX JOKYMEHTOB,

- pacKkpbITb TUNOBOE COAEPXKaHUe JOKYMEHTOM;

- NaTb XapaKTEPUCTUKY TEXHOMOMMSIM CO3L4aHUs CIYyXeBHbIX JOKYMEHTOB.

1.3 Tpe6oBaHuA K NpeaBapuTeNbLHOM NOAroTOBKe O6y4aloLerocs:
MpenBapuTenbHas NOAroTOBKA NpeanonaraeT co3aaHne OCHOBbI Anst GOPMUPOBAHNST KOMMETEHLMIA, yKa3aHHbIX B M.
2, PN U3Y4EeHUN OUCLMUMIINH:

YyebHasa npakTuka (03HakoMuTenbHasa npakTvka)

Pyccknii s13bik 1 KynbTypa peun

Teopust LOKYMEHTOBEAEHNS

Cu1cTeMbl 3MeKTPOHHOro AOKYMEHTO060poTa B opraHax rocyaapCTBEHHOW BMacTW U MECTHOTO camoynpaBreHust
YyebHasa npakTuka (NpakTuka no JOKYMEHTOBEAEHMIO)

MponsBoacTBEHHAs NpakTuKka (MPOEKTHas NpPaKTuKa)

2 KOMMNETEHLUN OBYYAIOLWEIoCs, ®OPMUPYEMbBIE B PE3YJNIbTATE OCBOEHUA OUCLIUMIINHBI

MK-4: CnocobeH pa3pa6aTblBaTb JNTOKanbHble HOpMaTUBHbIE aKTbl NO BOoNMpocam opraHu3auuun npouecca
CKaHUpoBaHUA B CUCTeMe IJIEKTPOHHOIro apxmBa

3HaTb: TUMbl CNyXeOHOW [OKYMEeHTauuu, CTUIIUCTUKY, TEXHOJOIMIO COCTaBMNEHUS U OOPMIIEHNS  OCHOBHbIX
OpraHM3aLMOHHO-pacnopAaMTENbHbIX AOKYMEHTOB, NpaBuia COCTaBMEHNS U XPaHEHNS JOKYMEHTOB C
WHopMaLmen orpaHU4EHHOro 4oCTyna.

YmeTthb: onpenenAaTb (byHKLI,VIVI KOHKPETHOro AOKYyMEeHTa, COCTaBIATb n O(bOpMJ'IFlTb nobble BUObI
opraHn3aloHHO-pacnopagnTerbHbIX JOKYMEHTOB, OPraHM30BaTb paGOTy C JOKYMEHTaMW.

BnapeTtb: HaBblkaMu O(bOpMJ'IeHVIFI OOKyMeHTa B COOTBETCTBUU C TpGGOBaHMHMVI rocygapCTBeHHbIX CTaHO4apPTOB.




3 PE3YJIbTATblI OBYYEHUA MO AUCLUMITNHE

KoHTakTHas
paboTta

MHHOoBaL.

dopmbl
3aHATUI

CP

Nex. Mp. | (4acsl)
(4ackl) | (4achbl)

HavmeHoBaHue v cogepxaHve pasgenos,
TEM U Y4EOHbIX 3aHATUIA

CewmecTtp
(kypc ansa 3A0)

Pasgen 1. CoctaBneHue n ocpopmneHne
OpraHM3aLMOHHbIX JOKYMEHTOB

Tema 1. JlekunoHHoe 3aHsTHE:
OpraHu3aunoHHO-NpaBoBbIE AOKYMEHTbI 2 4 nn
rocygapCTBEHHbIX OpraHoB

Tema 2. OpraHnsaumnoHHO-NpaBoBbIe
OOKYMEHTbI MyHMUMNAnbHbIX OPraHoB BNacTu

Tema 3. MNMpakTuyeckoe 3aHATHE: CocTaBUTb
yCTaB YCIIOBHOIO rocy4apCTBEHHOMO Unun 4 4 ra
MYHULMMNANbHOIO opraHa BnacTu.

Pazgen 2. CoctaBneHue n ocpopmMmneHne
pacnopsianTenbHbIX JOKYMEHTOB 4

Tema 4. JlekunoHHoe 3aHATHne: OcHoBHOE
Ha3Ha4YeHne pacnopsaanTenbHbIX 2 4 nn
[OKYMEHTOB.

Tema 5. Bugbl pacnopsagutenbHbiX
OOKYMEHTOB B KOHTEKCTE YyrnpaBfeHYeCcKnx 5 HU
peLueHunn.

Tema 6. XapakTepucTuka pacnopsagutenbHbIX
[OKYMEHTOB, M3laBaeMbIX Ha NpuHUMNax 5 HA
eanHoHavanus.

Utoro B cemecTpe (Ha kypce ansa 3A0) 4 4 28

KOHCYJ'IbTaLI,I/IVI M NMPpOMEeXyTo4YHad aTtrectauud
- HEeT

Pasgen 3. CocTtaBneHue n ocdopmneHme
CMpaBOYHO-MHOPMALMOHHBIX JOKYMEHTOB

Tema 7. JlekunoHHoe 3aHATHE: Bugosoe
pa3Hoobpasune cnpaBO4YHO-MHAOPMALMOHHBLIX 2 6 nn
[OKYMEHTOB.

Tema 8. Bugbl goknagHbix 3anucok. 14 HW

Tema 9. NpakTnyeckoe 3aHATHE:
CocTaBneHue 1 ohopmMmneHne NpoTokona.
CoctaBneHune n opopmreHune

00 BACHUTENBHON 3aMNMCKMW.

Pasgen 4. CoctaBneHne JOKYMEHTOB Mo
FIMYHOMY COCTaBy

Tema 10. JlekumoHHoe 3aHsATHe: PekBnauTbl 5
[OKYMEHTOB MO JIMYHOMY COCTaBy.

Tema 11. 3Bontoumsa TpeboBaHUN K
AOKyMEeHTaM No MIM4YHOMY COCTaBY: COBETCKUE
N POCCUIACKNE FOCYAapCTBEHHbIE OpraHbl
BMacTu.

10 HA

Tema 12. lNMpakTnyeckoe 3aHATHE:
CocTtaBneHue aBTobuorpadun, pestome ans 4 8 ra
NoCTynsieHnsa Ha paboTy.

Tema 13. lNpakTnyeckoe 3aHATHE:
CocTaBneHue npukasa o nepesoje
paboTHUKa BHYTPU OpraHu3auun, HasHadyeHum
Ha OOIMKHOCTb.




Tema 14. MNpakTnyeckoe 3aHATHE:
OdbopmneHune 3annucu B TpyaoBOW KHXKKE 00
YyBOJbHEHUN paboTHMKA: a) No
cobcTBEHHOMY XenaHuio; 6) B cBA3N C
nVKBMAALMEN roCyAapCTBEHHOMO
yypexaeHust; B) B CBA3N C

HECOOTBETCTBMEM BbINONHAEMOWN paboThl
npeabsBnsemoim TpeboBaHMAM BCreacTeme
HeOoCTaTOYHOW KBanudukaumm.

Pasgen 5. CoctaBneHue n ocpopmneHne
[OroBOpOB

HU

Tema 15. JlekunmoHHoe 3aHsTMe: [1oroBopHo-
npaBoBas AOKYMEHTaLMsi rocyaapCTBEHHbIX U
MYHULMNanNbHbIX OpPraHoB BNacTu.

Tema 16. NpakTnyeckoe 3aHATHE:
CoctaBneHune n oopmneHne goroeopa
Kynnv-npogaxun onToBOW NapTum
KaHLeNspCKMX TOBapOB.

nn

Tema 17. lNpakTnyeckoe 3aHaTHE:
CocTaBneHune NpoToKora pasHornacui K
[oroBopam Kynnu-npogaxu.

ra

Tema 18. OcHoBHble 0cobeHHOCTU
COCTaBreHUs1 U opopMIeHUst NpoToKona
3aKyMoK.

ra

WUtoro B cemecTpe (Ha kypce anga 3A0)

13

HW

KoHcynbTaumm n npoMexytoyHas aTTectaums
(3aver)

20

93

17,25

Bcero koHTakTHasa pa6orta n CP no
OUCLUUNIIMHE

49,25

121

4 KYPCOBOE NPOEKTUPOBAHUE

KypcoBoe npoekTnpoBaHue y4eGHbIM NaHOM He NPeayCMOTPEHO

5. ®OH} OLIEHO4YHbIX CPELCTB AN NPOBEOEHUSA NMPOMEXYTOYHOW ATTECTALMU
5.1 OnucaHue nokasaTenen, KpUTepueB N CUCTEMbI OLleHUBAHUA Pe3yrbTaToB o6yYeHus

5.1.1 MokasaTenu oueHUBaHUA

Kon HaunmeHoBaHuMe oLeHO4YHOro
MokasaTenu oueHMBaHWA pe3ynbTaToB 0byyeHus
KoMMneTeHuuu cpeacTea

- XapakTepusyeT CoAepXXaHNs OCHOBHbIX OpraHn3aLnoHHO-
pacnopsianTenbHbIX AOKYMEHTOB M akTyarnbHble TpeboBaHus K NX Bonpockl gnst ycTHOro

K-4 0obopMINEHNIO; cobecenoBaHusi, TECTOBLIE U
- packpbiBaeT cneunduky ohopMIeHNst pasHbiX TUMOB OpraHM3aLMOHHO N NpaKkTUKo-
-pacnopsauTenbHbIX JOKYMEHTOB; OPWEHTMPOBaHHbIE 3aaHus.
- CO30aéT KOHKPETHbIM AOKYMEHT, ¢ y4éToMm aericteytowmnx FOCToB.

5.1.2 Cucrtema n KpuTepum oLeHUBaHuA

Kputepum oueHnBaHnsa cpopMmMpoBaHHOCTM KOMMAETEHLNIA

LLikana oueHuBaHna

YcTHOe cobecenoBaHue

MucbMeHHas paboTa

O6yyaroLuinca CBoeBPeMEHHO BbIMOMHUI
3aQaHNs CeMUHaPCKUX 3aHATUI 1
npeacTaBun pesynbTatbl B hopme

3ayTeHo npeseHTauun (Microsoft Office Power

Point).

Te4YyeHne cemeCTpa/

YuntbiBatoTcs 6annbl, HAKONEHHbIE B

Ob6yuyatowmincs He BbINOMHUIA (BbIMOSTHUA
YaCTMYHO) 3a4aHUA CEMUHAPCKUX 3aHATUN,
He npeacTaBun pesynbTaThl B (hopme

He 3auTteHo npeseHTauum (Microsoft Office Power

Point).

Te4YeHne cemeCTpa/

He Y4nUTbIBAOTCA Gannbl, HAKONJEHHbIE B




5.2 TunoBble KOHTPOJbHbIE 3alaHUS UNU UHbIe MaTepuarnbl, He06xoAMMble ANA OLeHKU 3HaHUWA, YMEHUN,
HaBbIKOB U (UNK) onbiTa AeATeNbHOCTU
5.2.1 MNepeyeHb KOHTPOSbHbLIX BONPOCOB

Ne n/n | DOpMYNNpPOBKM BONPOCOB
Kypc 5

1 B kakom cnyyae coctaBnseTcs ydpeauTernbHbIi AOroBop U yCcTaB NPeanpuaTus, a koraa TonbKo ycTas
npegonpuaTna?

2 [anTe xapakTepucTuKy CTPYKType ydpeauTernbHOro 4orosopa.

3 ANropuTM 3aKnioveHns, cocTaBneHns, oopPMIEeHNs 1 BCTYNIIEHUS B CUNY yYpeanTenbHbIX JOKYMEHTOB.

4 MoHsiTWe, CTPYKTYpa 1 coaepXaHue npukasa no OCHOBHOW AeATENBHOCTY.

5 Mpuka3 no NMYHOMyY cocTaBy (Mo Kagpam): NOHATUE, CTPYKTYpa U cogepxaHue.

6 CopepxaHue TpeboBaHuin, NpeabABnSAeMbIX K COCTaBNEHNIO 1 0DOPMIIEHMNIO aKTOB.

7 OcobeHHOCTUN coCcTaBneHns rapaHTUAHbIX NUCEM.

8 OcHoBHble 0COBEHHOCTY COCTaBneHNs 1 0opMeHns cryxebHoro nucsma.

9 MepeyeHb AOKYMEHTOB, NPeAoCTaBnsAeMbIX rpaXxaaHvH B kagpoByto crnyx6y npu npuéme Ha paborTy.

10 TexHonornyeckme Lieno4ky nNpoLeAypLl OpraHmsaumn 1 AoOkyMEHTUPOBaHNS npolecca npuema Ha paboTty B
opraHbl rocygapCTBEHHOW M MyHULMNAaNsHOW BNacTu.

11 Konun nokymeHTOB npu npuéme Ha paborTy.

12 OTnuyne NMYHOM KApPTOYKK (NUCTA) OT aHKETHI.

13 N3meHeHusi, BHOCMMbIE B NINYHYIO KAPTOYKY (MCT).

14 PekBM3nTbLI TMNOBOro JOroBOPa MO OKa3aHMUI YCNyr.

15 OcCHOBHbIE pa3aernbl 40roBopa Kynnu-npogaxu npogyKuuu.

16 OcHOBHble 0COBEHHOCTM COCTaBIEHUSA 1 OHOPMITEHNS NPOTOKOMNA KYMNn-Npogaxu.

5.2.2 TunoBble TECTOBbIE 3aAaHNA

1. 3akoHuuTEe HavaToe NpeanoXeHue OgHMM U3 Tpex BapuaHToB oTeeTa "[oKyMeHToo60poT - ABMKEHME
[OKYMEHTOB B OpraHv3aumm ¢ MOMEHTa UX CO34aHns 0:

a) nepegayun Ha UCMOSHEHWe,

6) nogwwmBkn B eno,

B) 3aBEpLUEHNSI UCMIONTHEHMS UM OTNPABKMY.

2. [lormkHa N MHCTPYKLMA NO Aenonpou3BoACTBY rocy4apCTBEHHOMO YYpEeXAeHUs YCTaHOBUTL TEXHOMOMMI0 BCEX
[enonpon3BoACTBEHHbIX onepaLuyui, BbIMONHAEMbIX B OpraHax BnacTu:

a) pa,

0) HeT?

3. Kem ycTtaHaBnuBatoTcst UHAMBUAYarbHbIE CPOKN UCMOSNTHEHWUSI [OKYMEHTOB:

a) pyKoBOAMTENEM CTPYKTYPHOrO noapasaeneHus, rae UCNoNHAeTCs JOKYMEHT,

6) kaHuenspuen,

B) pyKoBoguTenem opraHmsauum?

4. Kakune copmbl permctpauumn JoKkymeHToB B Poccun:

a) XypHarnbHas,

0) kapToyHas,

B) aBTOMaTU3MpOBaHHas,

r) BCE BblLlEenepevncrieHHble?

5. Mpw perncrpaumm Kaknx JOKYMEHTOB, BMECTE C NOPSAKOBLIM PErMcCTPaLMOHHbIM HOMEPOM NPOCTABMSETCS
HOMep Aena, B KOTOPOM XPaHUTCS KONMUS fOKYMeHTa:

a) npukasbl,

6) npoToKONkI,

B) aKThl,

r) nucema?

5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIe 3adaHusA (3agayvu, Kemchbl)

1. CocTaBbTe HOMEHKNATYpy AeNn YCNOBHOW OpraHu3auumy no cneayowemy anroputmy:

a) o3HakoMuTech ¢ «lepevyHeM TUNOBbLIX YNPaBMNEHYECKUX apXUBHbIX IOKYMEHTOB, B NpoLiecce AesTenbHOCTU
rocyZlapCTBEHHbIX OPraHOB, OpPraHOB MECTHOrO CaMoyrpaBIieHUst U OpraHM3aLuii, C ykasaHnem cpokoB xpaHeHusi» (2010
r)

6) onpegenunTe opraHnsaumio,

B) Ha 0a3e BbiLIeyKa3aHHOro AOKYMeHTa CocTaBbTe AN OpraHvM3auuy HoOMeHknaTtypy aen ns 20 nosvuuii ¢
pa3HbIM CPOKOM XpaHeHus!

2. CocTaBbTe AOKYMEHT Y4ETHbIX JOKYMEHTOB 41151 YCITOBHOIO rocy4apCTBEHHOIO UMM MyHULIMNANbHOTO
yupexaeHusi no crneayoLlemy anroputmy:

a) o3HakomuTechb ¢ « OCHOBHbIMU MpaBuna paboTbl apXMBOB OpraHu3auniny,

6) onpepenute ydypexaeHuve,

B) coCTaBbTe ANS y4YpexaeHus rofoBON pa3gen CBoOAHOM OnMCcK Aen Mno NMMYHOMY COCTaBy.




5.3 MeToaunyeckue matepuarnbl, onpegensilolye npoueaypbl oLleHUBaHUA 3HaHWW, YMEHUI, BnaaeHUi (HaBbIKOB
1 (MNn) NpPaKTUYECKOro onbiTa AeATeNIbHOCTH)
5.3.1 YcnoBus gonycka oby4arolierocsi K npoMexyToyHoM aTrectauMu U NopsaoK NMKBUAALMMY aKafaeMNYecKon

3a40J1XKeHHOCTU

lMpoBegeHne NpomMexyTo4HON aTTecTaummn pernameHTMpoBaHO fokanbHbIM HOpMaTMBHbIM aktom CMGIMYMNTA
«lMonoxeHne 0 NPOBEAEHNM TEKYLLEFO KOHTPOSS YCNEBAEMOCTU U NPOMEXYTOYHOM aTTecTauumn 00ydatoLLMXCs»

5.3.2 ®opma npoBeaeHUsi MPOMEXYTOYHOM aTTecTauum No gUucumninHe

YcTHas +

[NMncbmeHHas

KomnbloTepHoe TecTupoBaHue

5.3.3 OcobeHHOCTU NpoBeAeHUs MPOMEXYTOYHOM aTTecTaumMm No gUcuuniimHe

1) HEBO3MOXHOCTb NOJIb30BaTbCA ClioBapAMU, CnpaBoO4YHUKaMWU, KOHCNEKTaMu;
2) BpemMA Ha NoaroToBky 30 MWHYT, Ha OTBET - B COOTBETCTBUU C NPUHATbIMU B BY3€ J10OKarilbHO-HOPMaTUBHbIMU

akTamMmu.

NHas

6. YHEBHO-METOAWYECKOE U UH®OPMALIMOHHOE OBECNEYEHUE OUCLUUNNUHBI
6.1 YyebHas nutepartypa

ABTOp 3arnasue M3paTenbcTBO | lon nspaxua | Ccblinka

6.1.1 OcHOoBHas y4yebOHasa nuTepartypa

KysHeuosa, W. B., KoHduaeHumansHoe http://www.iprbooksh

XavatpsH, . A. 0Eenonpon3soacTeo 1 e op.ru/97083.html
3aLUNLLEHHbBIV 3NEKTPOHHbBIN Mockea: AW u Ap Meaua 2020
AOKyMeHTOoOb0pOT

CaHHukoBa U. ., PepaktuposaHue https://ibooks.ru/read

COCT. npakTukym. — 2- e n3g,., . ing.php?
crtep. [pakTtukym Mocksa: PruHTa 2020 short=1&productid=3

52506

6.1.2 [lononHuTenbHasa yyebHas nutepatypa

BunbuunHckas-byteHko | CtaHgapTtunsaums http://publish.sutd.ru/

M. 3., BaHwukosa I". AOKYMEHTaLNOHHOro Cankr-lNeTepbypr: 2020 tp_ext_inf_publish.ph

n. obecneyeHus: ynpasneHus u Cnerynrta p?id=202037
apxuBHOro gena

CtpeneToB A.H. TexHonorus nonurpadoumn n http://publish.sutd.ru/
XYOOXECTBEHHO-TEXHNYECKOE Cankt-MNeTepbypr: 2021 tp_ext_inf_publish.ph
pefaktTupoBaHue crierynrg p?id=20215222

6.2 NMepe4veHb NpodeccruoHanbHbIX 6a3 AaHHbIX U UH(POPMALMOHHO-CMPABOYHbIX CUCTEM
1. Bcepoccumncknii HaydHo-uccnenoBaTenbCKMM UHCTUTYT AOKYMEHTOBeAEeHMS 1 apxuBHoro aena (BHAWOAL).
URL: http://www.vniidad.ru.
2. T'unbans ynpaesnsowmnx gokymentaumen. URL: www.gdm.ru.

3. KoHcynbTaHTlINtoCc: KOMNbOTEPHAas cnpaBovHO-NpasoBas cuctema. URL: www.consultant.ru.

4. YnpaeneHue nepcoHanom: xypHasn. URL: www.top-personal.ru.

5. Oenolpecc: cant. URL: www.delo-press.ru/

6. ONEeKTPOHHBIN [OKYMEHTOOBGOPOT: KoMnaHus «MHTepTpacT». URL: www.intertrust.ru.
7. OnekTpoHHO-bMbnunoteyHas cuctema IPRbooks. URL: www.iprbookshop.ru.
8. dnekTpoHHas GubnunoTeka y4ebHbix n3ganun CrerynTa. URL: www.publish.sutd.ru

6.3 NMepeyveHb NULEH3NOHHOro U CBOGOAHO pacnpoCcTpPaHsAeMoro NporpamMmMHoOro oéecrne4vyeHus

MicrosoftOfficeProfessional

Adobe Photoshop
6.4 OnncaHme maTepmanbHO-TEXHMYECKOMN 6a3bl, HeOO6XoAMMOW ANA ocyllecTBNeHMA o6pa3oBaTeNibHOro
npouecca no gucumnniuHe

AyaunTtopus

OcHalleHue

JlekumoHHas
ayauTopus

MynbTumeauiiHoe o6opyaoBaHue, cneLumanusnpoBaHHas mebernb, Aocka
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