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1. MACHOOPT PABOYEM MPOI'PAMMBI YYEFHOM JJUCHUILIAHBI

1.1. O6aacTh npuMeHeHHsi padoyeii MporpaMmbl

Pabouas mporpamMma y4eOHOW MUCIUIUIMHEI SBJISETCS 4acThio [IporpaMMbl IOTOTOBKU
crienanucToB cpennero 3BeHa (nanee - [IIICC3) B coorBercTBuu ¢ ®I'OC 1o crnenuaibHOCTH
CIIO 40.02.01 «ITpaBo 1 opraHu3anus COUATBEHOTO 00ECIICYCHHUS.

PabGouast mnporpamma yd4eOHOH JTUCHUILIMHBI MOJXKET OBITh  HCIIOJb30BaHA B
JOTIOTHUTEITFHOM TIPO(eCCHOHATHFHOM 00pa30BaHuH (B MPOTrpaMMaXx MOBHIMICHUS KBaTU(PUKAIIUN
Y TIEPETIOJITOTOBKH ).

1.2. Mecto y4yeoHoii TucHUILTUHBI B cTpyKType IIIICC3

HucuunnuHa  «/lokymMeHTanMoHHOEe ~ o0ecrieueHue  yOpaBlIeHUS»  BXOJIUT B
npoecCHOHANBHBIA MK Kak  oOmenpodeccuoHanpHas  JucCHUIUIMHA.  JluciuminHa
«/loxymeHTanmoHHoe o0ecrieueHre yrnpaBieHUs» SBISETCS 00sS3aTeIbHON AUCHMIIMHONW 4acTh
obmenpodeccuoHaNbHBIX TUCIUILUIHH B cTpyKType TTTICC3.

1.3. Hesau u 3aga4m y4eOHOH TUCHHUILINHBI - TPe0OBAHUS K pPe3yIbTaTaM 0CBOEHHS
yueOHOM TUCUMILINHBI

JlucuurniuHa HarpaBieHa Ha GOpMUPOBaHUE
00uWUX KOMnemeHyuii:

OK 1. TlonumaTh CYHIHOCTh M COLMANBbHYIO 3HAYUMOCTh CBOEHl Oyaymieil mpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO AESTEIBHOCTb, BHIOMpATh TUIIOBBIE METOIBI U
CIIOCOOBI BBITOTHEHHS MPO(ECCHOHABHBIX 33]1a4, OIICHUBATh UX 3(PPEKTUBHOCTH U KAYECTRBO.

OK 3. IIpuHuMaTth penieHus: B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTYalUsX U HECTU 32 HUX
OTBETCTBEHHOCT.

OK 4. OcymecTBisaTh HOUCK M HUCIOJb30BaHHWE HWHGOpPMAIMU, HEOOXOAUMOMN s
3¢ (HEeKTHBHOTO BBHITIOTHEHUS TPOPECCHOHANBHBIX 3a/1a4, MPOPECCHOHATHHOTO W JIMYHOCTHOTO
pa3BUTHSL.

OK 5. MHcnonw3oBate  WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTUH B
npodhecCuOHANBHOM NeSTeNbHOCTH.

OK 8. CamocTrosTenbHO ONpeneisITh 3aJadyd MpoEeCcCHOHATBHOIO W JIMYHOCTHOIO
pa3BUTHA, 3aHUMATbCI  CcamMooOpa3oBaHUEM, OCO3HAHHO  IUTAHUPOBATH  TOBBIIICHUE
KBaJIM(DUKALIHUH.

OK 9. OpueHTHpPOBATHCS B YCIOBUSAX MOCTOSIHHOTO U3MEHEHUS IIPaBOBOi 0a3bl.
npogeccuonanbHviX KOMREmeHyuii:

IIK 1.1. OcymecTBusaTh npodeccuoHaANbHOE TOIKOBAHNE HOPMATHUBHBIX MPABOBBIX aKTOB
JUTSL peaiu3aliy MpaB rpaxkJaH B cepe MEeHCHOHHOTO 00ECTICUeHHS 1 COLIMATbHOM 3alUTHI.

[IK 1.2. OcymiecTBasITh MpHEM TpaXkJaH MO BOMPOCAM MEHCHOHHOTO 00ecredYeHus U
COLMAJIBHOM 3aIlUTBHI.

I[IK 1.3. PaccMarpuBaTh MakeT AOKYMEHTOB MJisi Ha3HAYCHHUS TEHCHM, MOCOOMIA,
KOMIICHCAIINH, IPYTUX BBIIUIAT, & TAK)KE€ MEP COIMAIBHON TMOICPKKH OTACIbHBIM KaTETOPUSIM
rpakJiaH, HYKJAIOIKUMCS B COLIMAJIbHOM 3aILUTE.

ITK 1.4. OcymiecTBasTh yCTaHOBJICHHE (Ha3HAYCHHE, TIepepacyueT, IEPEBOI), HHIACKCAITHIO
U KOPPEKTHPOBKY MEHCHI, Ha3HAUYEHUE MOCOOUH, KOMIIEHCAIIMIA 1 APYTUX COLMAIBHBIX BBITLIAT,
UCIONTB3YsI HHGOPMAITMOHHO-KOMITHIOTEPHBIE TEXHOJIOTHH.

[IK 1.6. KoHCynpTHpOBaTh rpak/iaH ¥ MPEACTABUTENEH IOPUIUYECKUX JIUI] [10 BOIIPOCam
MEHCUOHHOTO 00€CTIeUeHUs U COIUATHHOM 3aIHUTHI.

B pe3ynbrate ocBoeHUS y4eOHOM NUCIUTUTMHBI O0YYArOIIHIACS TOKEH YMETh!

— ohopMIISITE  OPraHU3AMOHHO-PACTIOPSAUTEIILHBIE JOKYMEHTHl B COOTBETCTBUU C
nevictByronM ['OCTowm;

— OCYIIIECTBISITh  00PaOOTKY BXOMSIIMX, BHYTPEHHHUX W HCXOMSIIMX JIOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM,;



- 0(hOopMIIATH TIOKyMEHTHI I IIepeiaul B apXUB OpraHU3aLIUM;

B pe3ynbpTaTe ocBoeHHS y4eOHOW MUCIMIUIMHBI O0YyYaIOIIHICS TOKEH 3HATh.

- TIOHSITUE JIOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHHUS,

- npaBWja COCTaBICHUS ©  OGOPMIICHHUS  OpPraHW3AIMOHHO-PACTIOPSAUTEIHHBIX
JoKyMeHTOB (nasee - OPJI);

- CHCTEMY M THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIMOHHOTO OOECTEeUCHHUsI YIpPaBICHUS
(nanee - JIOY);

— OCOOEHHOCTHU JIEJIONPOU3BOICTBA 10 OOpAIEHUsM TPaXIaH U KOH(UACHINATEHOTO
JICJIONTPOU3BO/ICTBA.

1.4, PexomenjayemMoe KOJIHYECTBO YaCOB HA OCBOEHHUE padoyeii
NporpaMmbl Y4eOHO# TUCHHIIHHBI
MakcumanbHOM yueOHOU Harpy3ku obydvaromierocs - 102 gaca, B TOM yuce:
- 00s13aTeNbHON ayTMTOPHON y4eOHOI HAarpy3Ku o0y4arorierocs -14 gacos,
- CaMOCTOSITEIILHOM PadoTHI 00y4arorierocs - 88 Jacos.
dopma MPOMEKYTOUHOM aTTECTALIMU — KOHMPOAbHOU padomul, oughghepenyuposannulii
3auem

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOH JUCHUIJIAHBI

2.1. O0beM y4yeOHOI TUCHUNIUHBI M BH/IbI Y4eOHOI padoThI

Buj yueOHoi1 padoThl Oobvem uacos

MakcumajibHas yueOHasi Harpy3ka (Bcero) 102

Oo0s13aTesibHAsE ayIUTOPHAs yueOHAasi HATPY3Ka (Bcero) 14

B TOM YHCIIE:

TICKITUI 8
NpaKmuyecKue 3aHsamusl 6

CamocrosiTesibHas paboTa o0yuyariierocs (Bcero) 88

IIpomedicymounas ammecmayus 8 popme KORMPOIbHOU padomol, Ouggepenyuposannozo
3auema




2.2. TemaTuyecKHi NJIAH U coJepP:KaHUe YUeOHOH THCIMIINHBI

HaumeHoBaHnue TeM Conep:kanue y4eOHOT0 MaTepHuaJia, MIPaKTUYecKue 3aHATHS, CAMOCTOSITe/IbHAsI padoTa O0bem | YpoBeHb
o0yyaromuxcs 4YacoB | OCBOCHMA
1 2 3 4

Paznea 1. lokymeHTHPOBaHME YIIPABJEHYECKOM 1€ATEJILHOCTH
Tema 1.1. Benenne. Coaep:xanue yueOHOTro MaTepHaJia
JIOKyMeHT 1 cucTemMa | 3Hau€HUE U COJCpPKAHHME NUCHUIUIMHBI «/{OKyMEeHTallMOHHOE O0ecrieueHre ypaBIeHUs» U CBS3b 2
AOKYMEHTAaINH. €€ ¢ IPYIrMMH JUCLUIUIMHAMM.

[loHsiTHE TEPMUHOB «IOKYMEHT», «IOKYMEHTUPOBAaHHE», «IOKYMEHTAI[MOHHOE o0ecreyeHue

YIIPABJIEHUS».

HcTtopust pa3BUTHs HAy4HBIX MPEICTABICHUNA O JOKYMEHTAI[MOHHOM 00ECNEeYeHUU YIPaBIICHUS.

CoBpeMeHHOE COCTOSTHIE JJOKYMEHTAIMOHHOTO 00ECTICYeHUS yIIPABIICHUS.

HopMmaTtuBHo-nipaBoBasi 6a3a opraHu3anuu JOKYMEHTAI[MOHHOTO OOECIeueHHUs YIPaBICHHS Kak

OCHOBA TEXHOJIOI'MH [TPOLIECCOB YIIPABIICHUS.

['ocynapcTBeHHas cucteMa JOKyMeHTanuoHHOro obecrneuenusi ympasienus (I'CHAOY) - cBoa

IpaBWJI, YCTAHABIMBAIOUIMX €IUHbIE TpPeOOBaHUS K JOKYMEHTHPOBAHUIO YIIPABICHUECKOH

NESTENIbHOCTH W OpraHu3aluu  padoThl ¢ JOKYMEHTaMH Ha TMPEANPUATUSX Pa3TUUYHBIX

OpraHM3aI[IOHHO - IPABOBBIX (hOPM.

CocraB ynpasieH4YeckuX AOKyMeHTOB. llonatne cucreM nokymeHTanuu. OyHKIHOHAJIBHBIE U

OTpaciieBble CHCTEMbl JOKYMEHTalMW. YHUDUKaIMS W CTaHJApPTU3aLUs YIPABICHYECKUX

JIOKYMEHTOB

CamocrosiTeibHasA padoTa 00y4yalommMxcst 10

[TonroroBka cooOIIEHU IO UCTOPUU JI€TIONIPOU3BOJICTBA.

M3ydyeHre HOPMATHUBHBIX TMPaBOBBIX AaKTOB, PETYIHUPYIOIIUX JAEATEIbHOCTh  CIYXKObI

JIOKYMEHTAIMOHHOT'O 00eCIieueHus yIpaBIeHHs
Tema 1.2. Conep:xanue yueOHOTro MaTepuaJia 2
Oprann3annoHHo- VYHuduuupoBanHas cHcTEMa OpraHU3alMOHHO-pacnopsauTenbHo  nokymeHtauuu  (OPJ). 3
pacnopsiiuTe/ibHbIe ['OCTbI na OP/I. TpeGoBanus K 0pOPMIIEHUIO TOKYMEHTOB.

noxkyMmeHnTol (OP/I)

Knaccudukarus opraHu3aliiOHHO-PaCcIOPIUTENTbHON JOKYMEHTAIHUHU:
OpranuzalvoHHbIE JOKYMEHTBl - YCTaB, YYpPEOUTENbHbI JIOrOBOp, IOJOXKEHHE, MpaBuiia
BHYTPEHHETO PACIOpsIKa




HaumenoBanue TeM Conep:kaHue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI padoTa O0bem | YpoBeHb
o0y4yalomuxcs YacoB | OCBOEHUS

PacniopsimuTenbHble JOKYMEHTHI - IPUKa3bl, PACIOPSKEHUs, YKa3aHUs, TIOCTAHOBIICHUS, PEIICHHUS,
UHCTPYKLIUH.
CrnpaBouHO-UH(OPMAIIMOHHBIE JOKYMEHTHI - IOKJIaHas U CiIy)keOHasi 3aIicKa, 00bICHUTEIbHAS
3ammcKa, akT, CIpaBKa, CIy)KeOHbIe MIChMa, (hakc, TenerpaMma, TeseoHorpaMma.
IIpoTokon
IIpakTHyecKue 3aHATHS 1
CocraBieHre IpoeKTOB MPUKAa30B, IPOTOKOJIOB, THCEM, JOKIJIATHBIX U CIYKEOHBIX 3aIHCOK.
[TpoBenenue mMpoBepKH MPaBUIBLHOCTH cocTaBieHus u odopmienus OPJ] — mpukazoB Ha OCHOBE
eAMHOHAYaNus (TI0 OCHOBHOM JESATENILHOCTH U MO IUYHOMY COCTaBY);
IPOTOKOJIOB Ha OCHOBE KOJUICTHAJIBLHOCTH; CHPaBOYHO-WH(OPMAIMOHHBIX JOKYMEHTOB — aKTOB
HAJIOTOBBIX MHCIEKIMH, aKTOB PEBU3HH KAacChl; CITY>KEOHBIX MHCEM
CamocrosiTe/ibHas padoTa 00y4aloIUXCs: 10
CocraBieHne MPOEKTOB MPUKA30B, JOKIAJHBIX U OOBSICHUTEIBHBIX 3alUCOK, aKTa, CIY)KEOHBIX
MUCEM, YEPHOBUKOB MTPOTOKOJIOB.
Ipumepnas memamuxa eHeayOumMopHOU CamoCmosiamenbHol pabomyi:
«OpraHu3alioHHbIe JIOKyMEHTBl - YCTaB, TIOJOXEHHE, JOrOBOp yupeauTenel, mpaBuia
BHYTPEHHETO TPYJOBOTO PACIIOPSIKAY;
«CripaBOYHO-MH()OPMALIMOHHBIE JOKYMEHTHI - TOKJIaHas (ciyxkeOHas) 3a1ucKa, ClIpaBKa;
«[TopsimOK cOCTaBICHNS aKTOB CBEPKH PACYETOB MEKAY ICOUTOPAMU U KPEIUTOPAMUY;
<«SI3BIK U CTUIIBb J1€IOBOW KOPPECIIOHICHIINNY;
«/IHUTIIMATHBHBIEC U OTBETHBIE CITY)KEOHBIE TTHCHMAY;
«BHyTpeHHME U MeXAyHapOIHbIE TeJIETPAMMBI, Tee(OHOTPAMMBI U TelehaKChD»

Tema 1.3.KagpoBasi Conep:xanue yueOHOro MaTepuaJia 2

AOKYMEHTALUSs JlokyMeHTHpOBaHHE TPYAOBBIX MPABOOTHOIICHUIA. 3
CoctaB u 0COOCHHOCTH O(GOPMIICHHS IOKYMEHTOB IO JIMYHOMY cCOCTaBy. KoMruiekroBaHme
auyHoro nena. Aroouorpadus. Pesrome. 3asBineHue o mpueMe Ha paboTy, IPUKa3bl O JTUYHOMY
COCTaBy
IIpakTHYecKHe 3aHATHS 1
3arnosTHeHNe JOKYMEHTOB I10 IMIHOMY COCTaBY
CamocrosiTeibHas padora odyuarommxcsi: CoctapieHue u opopMiIeHHE 3asBICHHS 0 IpUeMe Ha 10




HaumenoBanue TeM Conep:kaHue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI padoTa O0bem | YpoBeHb
o0yyaromuxcs 4YacoB | OCBOCHMA
pabory, aBToOnorpaduu, perome.
Tema 1.4. /lenexnnie u | Conepxxanue yueOHOro MaTrepuasa
¢punancoBo- OcoOeHHOCTH COCTaBJIeHUS M O(DOPMIIEHUS EHEKHBIX M (DMHAHCOBO-PACYETHBIX JOKYMEHTOB. 3
pacyeTHbIE OdopmiieHne JoBepeHHOCTEH OQUITMATEHON U TMYHON
AOKYMEHTBI CamocrosiTe1bHasA padoTa 00y4alOIMXC: 10
Odopmnenue opunranbHON U TNYHON JOBEPEHHOCTEMN
Temal.5.[loroBopno- | Conep:xxaHue yueOHOro MaTepuasa 2
npaBoBasiiokyMenTan | [lonsTre moroBopa (KOHTpaKTa), corjameHue, mporokona. Tumosas ¢popma koHTpakTa. OCHOBHBIE 3
usi pa3zielibl KOHTPaKTa.
Busl 70roBOpOB: KyIUIU-TIPOJaKU. MEHBI, TOCTaBKH, Ha BO3ME3THOE OKa3aHHe yCIyT, IOPYUCHHUS,
KOMUCCHH U JPYTHE.
TpancriopTHbie JOTOBOPBL. DOPMYIISp JOTOBOPA CTPAXOBAHHUS.
Tunosast popma kpeaguTHOTO JoroBopa. TumnoBas popma O6aHKOBCKOW TapaHTHH.
Tunosast hopMa 1oroBopa 0aHKOBCKOTO cueTa. THUMOBOM JOrOBOP Ha OCYIIECTBICHUE KPEIUTHO-
pacyeTHOro 00CIyKUBaHHUSL.
YHuduuupoBanHas Gopma coriameHust 00 N3MEHEHUH U JIOTIOJIHEHUH K 0T OBOPY.
VYHuuunuuposanHas GopMa 0 paCTOpP>KEHUU JOTrOBOpa.
IIpakTHYecKHe 3aHATHSA: 1
CocraBnenue u opopmiieHUE 10rOBOPOB, MPETEH3NOHHO-UCKOBOM TOKYMEHTAIMH.
[TpoBepka NpPaBUIBHOCTH COCTaBIEHUS U O(OPMIIEHHS JOroBOpa CTPAXOBAHUS, KPEAUTHOTO
JIOTOBOpA; JOroBopa 0AaHKOBCKOM rapaHTHU; JI0TOBOpPa Ha OCYIIECTBIEHUE KPEIUTHO-PACUETHOTO
00CITy’)KHUBaHUS
CamocrosiTe/ibHasi padoTa 00y4YaruuXxcst 10

Kommepueckne akTel. biaHkun KOMMEPUECKHX aKTOB.

JloBepeHHOCTH.

JlokyMeHTBI, 0hOpMIISIOIINE TOPSIIOK PACCMOTPEHUS CIIOPOB MEXKY IOPUANYECKUMHU JIULAMH.
[TpaBuiia opopmiieHns MPETeH3UOHHBIX TceM. OOpa3ilbl MPETEH3UM K IEPEBO3UHKY.
DopMmyssp 0T3bIBa HA IPETEH3UIO.

OOGpa3siibl OT3BIBOB.




HaumenoBanue TeM

Conep:kaHue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI padoTa
o0yuyaumuxcsi

O0BeM
4acoB

YpoBennb
0CBOEHMSI

Dopmynsip UCKOBOTO 3asBiieHUs. TpeboBaHus K 0(OPMIICHUIO NCKOBBIX 3asBJICHUIMA.
[Topsiiok HampaByieHUs 1 0POPMIICHHS OT3bIBA HA HCKOBOE 3asIBICHUE




HaumenoBanue TeM Conep:kaHue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI padoTa O0bem | YpoBeHb
o0yyaromuxcs 4YacoB | OCBOCHMA

Pasznea 2. Opranu3anusi padoThbl ¢ JOKYMEHTAMHU
Tema 2.1. IlonsiTue Coaep:xanue yueOHOT0 MaTepHaJia
JAOKYMEHT0000pOTA, Crtpykrypa v GyHKIUU CITYKO JOKYMEHTAIIMOHHOTO 00eCTieueHHs YIIPaBICHHUS. 3
perucTpanus WMHCTPYKIIMH TIO TOKYMEHTAIIHOHHOMY OOECIICYCHHIO YIIPABJICHUS.
JOKYMEHTOB CocraB u yuer o0bemMa T0KyMEeHTO000pOTa MPEANPUITUI U OpraHu3alui.

Opranuzanusg paboThl € JAOKYMEHTAlLMEW, IIOCTyMAaloIled B YUPEXKIEHUS, NPEeINpUATHS,

OpraHMu3aIy; MPUEM BXOISAIIUX JOKYMEHTOB, UX 00pad0TKa, MpelBapUTEIbHOE PACCMOTPEHUE U

pacnpeziesieHue, perucTpalus, pacCMOTPEHUE JOKYMEHTOB PYKOBOJICTBOM. UCIIOJIHEHUE.

OTtnpaBka UCXOASIINX TOKYMEHTOB.

[lepenaya TOKyMEHTOB BHYTPH OpTaHU3aLUH.

Yder KonnuecTBa J0KYMEHTOB

CamocrosiTe/ibHas padoTa 00y4aloIUXCs: 10

Pabora ¢ )xypHamamu peructpanuu BXOAsIIENH U UCXOAIIEeN T0KyMEHTalUH.

Ilpumepnas memamuxa 6HeayOumMopHoU camoCmoamenbHol pabomaoi:

«M3yueHne 3aKOHOAATENBHBIX AKTOB M HOPMAaTHUBHO-METOAMYECKHUX TOKYMEHTOB (enepanbHo-

aApXUBHOM CITYOBbI 110 XpaHEHHUIO JOKYMEHTOB

«B3anmopnelictBue ciayk0 JOKYMEHTAI[MOHHOTO OOECHedYeHMs YIpaBICHHUS U BEIOMCTBEHHBIX

apxXuBOB MpHU (OPMUPOBAHUM OCHOBBI JUIsI TOCIEAYIOIIEr0 XpaHEHUS M HCHOJIb30BAHUSA

JIOKYMEHTOBY;

«EanHcTBO TpeGoBaHUH K XpaHEHHIO JOKYMEHTALlUU B JI€IONPOU3BOJICTBE U apXUBE»
Tema 2.2.Ucnosinenne | ConpepxaHue y4eOHOIo MaTepuaJa 1
AOKYMEHTOB. KoHTponb ucnonHenus: J0KyMEHTOB. 3
KonTtpoJsn OpraHu3anys 1 TEXHUKA KOHTPOJISI UCTIOJTHEHHUSI.
HCMOJTHEHMUS. CamocrosiTe/ibHasi padoTa 00y4YaruuXxcst 10

Tunosble U1 UHAUBUYaIbHBIE CPOKU UCIIOJHEHUS TOKYMEHTOB.

Cucrema ACKIJ] (aBTOMaTH3upoBaHHBIA KOHTPOJIb UCIIOJHEHUS IOKYMEHTOB)
Tema 2.3. Copepxanue yueOHOIo MaTepuaJa 1
Opranuszanus CucremaTtu3zanus JOKYMEHTOB U UX XPAHEHUE. 3
OIePATHBHOIO Howmenknarypa aen. HauButyanbHble, CBOIHbIE, IPUMEPHBIE U TUIIOBbIE HOMEHKJIATYpPHI Jell.
XpaHeHHus
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HaumenoBanue TeM

Conep:kaHue y4eOHOT0 MaTepHuaJia, MIPaKTUYeCKUe 3aHATHS, CAMOCTOSITe/IbHAsI padoTa
o0yuyaumuxcsi

O0BeM
4acoB

YpoBennb
0CBOEHMSI

JTOKYMEHTOB.

IIpakTnyeckue 3ansaTust

CocTtaBieHre HOMEHKIIATYPBI JIC]I.
ITpoBepka NpaBHIILHOCTH COCTABIICHUS U 0(DOPMIICHUSI HOMEHKJIATYPBI JICJI OpraHUu3aIuu

CamocTosiTesbHasi padoTa 00y4YarOmmXxcst
OdopmieHrne HOMEHKIATYPBI JE.

TpeOoBaHus K 0OPMIICHUIO JIETT

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MOJPa3ACICHUSX.

Tema 2.4. IloaroroBka
JOKYMEHTOB K
ApXHMBHOMY
XpaHeHHIo.

Coaep:xanue yueOHOTo MaTepHaJia

DKcrnepTu3a eHHOCTeN JoKyMeHTOB. [loAroToBKa 1en K cjaue B BEJOMCTBEHHBIN apXUB.
3aKOHO/ATENbHBIE AKThl M HOPMAaTHUBHO-METOJIWYECKHE JOKYMEHTbl DenepalbHON apXUBHOU
ciy»0b1 Poccun 1o apXvuBHOMY XpaHEHHMIO JOKYMEHTOB.

CamocrosiTesibHAasi padoTa 00y4ar0IMXcst

Bzanmopneticteue ciyx6 JIOY M BeIOMCTBEHHBIX apXUBOB IMpH (OPMHUPOBAHUU OCHOBBI JUIS
HOCJIEIYIOLEr0 XpaHEHHsI U UCIIOJIb30BaHUs JOKYMEHTOB.

EnnHcTBO TpeOoBaHMH K XpaHEHHUIO JOKYMEHTAIlUU B JIEJIONPOU3BOJICTBE U apXUBE

Tema 2.5.
Hcnoan3oBanue
II9BM B
NeJIONPOU3BO/ICTBE

Coaep:xanue yueOHOro MaTepHaJia

KOMHLI—OTepI/ISaHI/IH ACJIOIPONU3BOJACTBA Ha NpEaAnpusaATUn KakKk YCJIOBUEC BHCOPCHUA
FOCY,[[apCTBeHHOﬁ CUCTCMbI JIOKYMCHTALITUOHHOI'O obecneueHust YIpaBJICHU.
MammHounTaemas JOKYMCHTAI M.

IlpakTHYeckHe 3aHATHIA:

Pabora ¢ ma6nonamu MicrosoftOffice

CamocTrosiTesibHasi padoTa 00y4arIMxcst
Hocurenn, npuMeHsieMbIe TIPU CO37aHUH JJOKYMEHTOB U TPEOOBaHUS K UX 0(DOPMIICHHIO.
CocTaB, MOPSJIOK PACIIONIOXKESHHS M MPaBriIa 0(OPMIICHHSI OCHOBHBIX PEKBH3UTOB JJTOKYMEHTORB

Bcero

102

J1sl XapaKTepUCTUKN YPOBHSI OCBOCHMSI yUEOHOI0 MaTepualla UCIOIb3YIOTCS CIeIyIoIUe 0003HaYeHNU:

1. o3HakoMHTENbHBIN (Y3HaBaHUE paHee U3yYEHHbIX 00BEKTOB, CBOMCTB);

2. penpOIyKTHBHBIN (BBIOJHEHHE JAESITEIHPHOCTH IO 00pa3ily, MHCTPYKIIMH WM TI0J] PyKOBOJICTBOM);

3. NPOAYKTHUBHBIN (TJIAHUPOBAHUE M CAMOCTOATEIBHOE BHIMOJIHEHHUE JIEITEIBHOCTH, peleHne MpoOIeMHBIX 3a/1a4).
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3. YCJOBUS PEAJIN3ALIMY YUYEBHOM JUCIUILIUHBI

3.1. TpebGoBaHusi K MUHUMAJIBHOMY MATEePHAJIBLHO-TEXHUYECKOMY O0ecredeHn 0
Peanuzanus yqeOHOW MUCUMIUIMHBI TpeOyeT Hanuuus yuyeOHoro kabunHera « IKOHOMHUKA

OpraHu3altin»

OobopynoBanune yueOHOro KabuHeTa:
M0CAI0YHBIC MECTA IO KOJIMYECTBY O0YUaIOIIHXCS;
pabouee MeCTO IpenogaBaTess;
KOMIUIEKTHI y4eOHO-HATIISTHBIX TIOCOOUI 1O pa3jieiaM JUCIUTUIAHBL,
y4e0HO-METOINIECKUI KOMILIEKC «/[0KyMEeHTalMOHHOE 00eCTIeUeHNE YITPABICHUS.

TexHuueckue cpeacTBa 00y4eHus :
MHTEpaKTUBHAS JI0CKA WM SKPaH;
MYJIbTUMEIUINHBIN TPOEKTOP;
KOMIIBIOTEP IS PETOIaBATENS C JIMIICH3UOHHBIM IMPOTPAMMHBIM 00ECTICUCHUEM.

3.2. HNudopmanuonHoe odecrneyeHue 00ydeHHs
[lepeyeHp peKOMEHAYEeMbIX Y4E€OHBIX H3/aHUH, VHTEpHET-pecypcoB, IOMOIHUTEILHON

JUTEPATYPHI.

HOpMaTI/IBHbIe MMpaBOBbLIC aAKTbI:

1.

"Konctutynuss Poccuiickoit ®enepauuu" (mpuHsATa BCEHAPOAHBIM T'OJIOCOBAHUEM
12.12.1993) (c yueToM nomnpaBok, BHECEHHBIX 3akoHaMu P® o momnpaBkax Kk Konctutynun
P® ot 30.12.2008 N 6-®K3, ot 30.12.2008 N 7-®K3, ot 05.02.2014 N 2-OK3, or
21.07.2014 N 11-®K3).

"I'paxnanckuii koneke Poccuiickoit ®denepanuu (yacts nepsas)” ot 30.11.1994 N 51-03
(mocneHsAs peaaKIius).

"TpynoBoit konekc Poccuiickoit @enepanuu" ot 30.12.2001 N 197-®3 (mocnemuss
pelaKius).

ITpuka3 Poccranmapra ot 08.12.2016 N 2004-ct (pea. ot 25.05.2017) "OO0 yTBep>KIeHUH
HallMOHAIBHOTO cTaHaapTa Poccuiickoit @enepammn.

®enepanbHblif 3akoH oT 27.07.2006 N 149-D3 (nocnenuss penakuus) "O6 nnpopmanuu,
MH(OPMAIIMOHHBIX TEXHOJIOTHAX U O 3alluTe HHPopMarmu'.

®enepanbHblii 3akoH oT 27.12.2002 N 184-®3 (pen. ot 28.11.2018) "O texHuyeckoMm
peryaupoBaHun’".

denepanbHblii 3akoH oT 22.10.2004 N 125-D3 (pen. oT 28.12.2017)
"O06 apxuBHOM aene B Poccuiickoit @eneparnun.

"OcnoBuble [IpaBuna paboThl apxuBoB opraHuzanuit" (omo06pens! pemennem Kosmnernn
Pocapxusa ot 06.02.2002).

OcHOBHBIC MCTOYHUKH:

1

. BemkypoBa, A.b. JlokyMeHTalIMOHHOE 00OECTICUCHHE YIpaBIICHUs: yaeOHOe mocodue s
CTYJCHTOB CpeIHero mpodeccuoHanbHoro obdpasosanus: [12+] / A.B. BemkypoBa. —
Mocksa; bepnaun: Hupekr-Meaua, 2020. — 181 c.: un., tabn. — Pexxum gocryma: mo

mogmucke. — URL: http://biblioclub.ru/index.php?page=book&id=570999. — 5BC
«YHHBEPCUTETCKAsA OMOIMOTEKa OHIAHH».

I[OHOJIHI/ITQJI])HLIC HCTOYHUKH:

1.

I'punbepr, A.C. JlokyMeHTalMOHHOE oOO0ecleyeHue yrpaBleHUs: Yy4yeOHUK /
A.C. T'pun6epr, H.H. I'op6aués, O.A. Myxamermmunaa. — Mocksa: FOuutn, 2015. — 391
c.. Tabm., rpad., Wi, cxembl — Pexum JjocTyma: TO  HOJMHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=115031. — 9BC
«YHHUBEpCUTETCKasi OMOINOTEKA OHIIANH.

HNHTepHET-pecypcenl:
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1. CIIC «Koncynprant [Tmroc» http://www.consultant.ru/.
2. «Apwm» (aBTOMaTHU3MpOBaHHOE MecTO) https://studme.org/; «Jlemo» http:// www.docva.ru/.
3. DmexrponHas mouta cetu Internethttp://citforum.ru.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHS YUEBHOM

TACIHATITAHBI

KoHTpo.ib M olleHKa pe3yIbTaToB OCBOCHHS YYeOHOW IAMCUUIUIMHBI OCYILECTBIISACTCS
IpernojiaBaTeseM B IpOLEecce NPOBEAECHUS NPAKTUYECKUX 3aHATHM, TECTHUPOBaHUS, a TaKkKe
BBINOJIHEHUS 00YYaIOIIMMHUCS MHIANBUAYAILHBIX 3a/IaHUH, UCCIICTOBAHHIA.

Pe3yabTarnbl 00yyeHus (0CBOEHHbIE
YMeHHs, YCBOCHHbIE 3HAHUA)

®opMBbI M METOAbI KOHTPOJIS U OLlEeHKH
pe3yJabTaToB 00y4eHHusI

1

2

YMmern:

o(hopMIIATE OpraHU3aIIMOHHO-
PAaCIOpsIIUTEIbHBIC JIOKYMEHTBI B COOTBETCTBHU
¢ neiictBytoimmM ['OCTowm;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

OCYIIECTBIISITH 00pabOTKY BXOJISIINX,
BHYTPEHHUX U UCXOJISIINX JOKYMECHTOB,
KOHTPOJIb 33 UX UCIIOJIHECHUEM;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

o(hopMIIATH TOKYMEHTBI JIJIsI IEpEe/iavy B apXHB
OpraHu3aLuy;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

3HATh:

MIOHSTUE JIOKYMEHTa, €ro CBOMCTBA, CHOCOOBI
JOKYMEHTHPOBAHNS;

OIIPOC, BHEAYUTOPHAS CAMOCTOSATEIbHAS
pabota

MpaBWia  COCTaBJIECHHSA H  O(QOPMIICHUS
OPraHU3alMOHHO-PACTIOPSIUTETEHBIX
nokymeHToB (masee - OPJ]);

OIIpOC, BHEAYUTOPHAS CAMOCTOSTEIbHAS
pa0ora,

CHCTEMY u THUITOBYIO TEXHOJIOTHIO
JOKYMEHTAIIMOHHOTO O0ECTICUeHUs! YIIPaBICHHS
(manee - 1I0Y);

OIIpOC, BHEAYUTOPHAS CAMOCTOSITEIbHAS
pabota

OCOOCHHOCTHU ACJIOIPOU3BOJACTBA 110
O6paIJ_IeHI/I$IM TpaXaaH " KOH(I)I/I,Z[CHHI/IB.HLHOFO
ACJIOIPON3BOJACTBA

OIIpOC, BHEAYUTOPHAS CAMOCTOSTEIbHAS
pabota
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