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Kadenpa DKOHOMHKA ¥ MEHE/DKMEHT
TonHoe HanMeHoBaHUe Kaenpsl, NpeIcTaBsioel paboUyio nporpamMmy

CocTaBuTellb Hpomma WUpuHa BukTOpOBHA, K.J.H., JOIEHT
@.1.0.(1N0THOCTBIO), CTENEHb, 3BaAHHE

PaGouas porpaMma cOCTaBJIeHa Ha OCHOBAHHH (e/1epatbHOro rocyIapcTBEHHOr0 06pa3oBaTe/IbHOr0
CTAHJAPTA BBICIIETO MPO(ECCHOHATBHOr0 00pa3oBaHMs 1 YTBEPAUICHA Ha zaceanny Kadeaps
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KoJHiecTBO 4acoB paboyei IporpaMMbl COOTBETCTBYET KOTHYCCTBY HacoB pabouero y4ebHOTO
rutana Harpasyiernst 38.03.01 DxoHOMHKa 1ipodHTe DKOHOMHKA TTPEITPHATHIE U OpraHu3alui
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AHHOTaNUs K JUCILUATUINHE

Haszsanue momynst

J1es10BOi JOKYMEHT0000pOT

Howmep

84 | Akademuneckuii 200 [ 2018/2019 | cemectp |8

Kadenpa

OuM | [Iporpamma | 38.03.01 DxoHoMUKa podrIs DKOHOMHUKA NPEANPUITHI U OpTaHN3aui

T'apanT Mmonyns

IIponuna Mpuna BuktopoBHa, K.3.H., TOLEHT

Ilenn u 3amaun
IMCIUITINHEL,
OCHOBHBIE TEMBI

Iean: naTh CUCTEMHOE MPEACTABICHNE B 00JIACTH JTOKYMEHTAMOHHOTO obecriedeH s yIpaBiIeHHs,
KOMIIBIOTEepHBIX TexHouoruii B JIOY, cucTeMbl JOKYMEHTAIlMH, OpraHU3alii JOKYMEHT0000poTa U ero
aHAIN3a.

3amaun: - W3yYEHHE TEOPETHUECKOW OCHOBHI JOKYMEHTOOOOPOTa; - MIPHOOpETEHHE IPAKTHICCKIX
HaBBIKOB 10 COCTaBIICHUIO IOKYMEHTOB B IPO(eCCHOHAIBLHON 00J1aCTH;

3HaHMs. JOKYMCHTOBEAYECKas TEPMHHOJIOTHS, MAEHCTBYIONIME TOCYAapCTBEHHBIE HOPMAaTHBHO-
METOJIMYECKHE TOKYMEHTBI, PETJIaMEHTHPYIOIINE JOKyMEHTUPOBAHHE YIPABICHUECKON AEATEIbHOCTH U
OpTaHM3ali0 HH(POPMAIIMOHHO-TOKYMEHTAIIMOHHOTO O0CTY)KUBAaHUS; TEHACHIIMN Pa3BUTHS JOKyMEHTa
U CHUCTEM JOKYMEHTAallMM, UX CTPYKTYpy; INpaBWJIa COCTaBJIEHHS W OGOPMIICHUS YIPaBICHYECKUX
JOKyMEHTOB; TpeOOBaHHMsS K PpAlMOHAILHON OpraHm3aluyd padOTHl C JOKYMEHTaMH B YCIOBHSX
UCIIONIB30BAHMSl B alllapare YNPaBJICHHSA OPraHU3allOHHON M BBIYHCIUTENIBHOW TEXHUKH; IpaBHIa
OIIEPaTHBHOTO XPAaHEHHS JOKYMEHTOB; MOPSAOK 0TOOpA JOKYMEHTOB IUIS TIOCIEAYIOLIEr0 XpAaHCHUS WIIH
YHUUYTOKCHUS: 3a7a4yd CIy)K0 TOKyMeHTalHOHHOro obOecreueHus ynpasieHus (JAOY) m paOoTHHKOB
ITHX CITYXO.

YMeHusi: cocTaBIATh U 0QOPMITE HAaHOOJIee PACIPOCTPAaHCHHBIE BUABI JOKYMCHTOB, MPUMEHIEMBIX
IUISL PELICHUS] aHAJIUTHYCCKHX M HCCICHOBATEIbCKHX 3aJady COBPEMCHHBIC TEXHHYECKHE CPEICTBA U
nH(OpMalMOHHbIE TeXHOJOruu; (GopMysiupoBaTh TpeOoBanus Kk ciayxbe JJOY mno panuonanbHOU
opraHmzaid  MHGOPMAaIMOHHO-IOKYMEHTAIIUOHHOTO  OOCIY)XMBaHUWsI  ammapara  yIpaBJICHHS;
OpPraHW30BaTh palMOHANbHOC XpaHeHHEe W S(GQGEKTUBHOE HCIOIB30BaHUEC  HH(DOPMAIMOHHO-
JIOKyMEHTAI[HIOHHBIX MaCCHUBOB.

HaBbiku: paboThl ¢ BHYTPSHHHUMHU M BHEUIHUMH JOKYMEHTAMH.

Jlekuun (ocHOBHBIE TeMmbl): Kiaccupukanus nokymeHToB. @DYHKIMH HOKyMEHTOB. CHCTEMBI
JNOKyMeHTanuu; HopmaTHBHBIC TpeOOBaHHS K COCTaBY OCHOBHBIX PEKBH3UTOB M UX O(OPMIICHHIO;
ABTOMATH3alMsl  TPOLECCOB  JOKYMEHTAllMOHHOTO  obecredyeHHs  yIpaBieHMs;  TeXHOJOTHH
Jesionpon3BocTea; ObpalnieHne JOKyMEHTOB B 00JIaCTH Ka4eCTBa

OcHoBHas BonkoBa E.A. [lemonmpon3BoAcTBO [DIEKTPOHHBIA pecypc]: MPaKTHYeCKOe MOCOOHMe Ui CTYACHTOB-
IuTeparypa GakanaBpoB, oOydaromMxcs MO HampasieHuio mnoarotoskn «fOpucnpynennus»/ E.A. BomkoBa—
OnekTpoH. TekcToBble AaHHble.— Kpacnonap, CaparoB: FOxHbI MHCTUTYT MeHelkMeHTa, Al [Tu DOp
Menna, 2017.— 41 c.— Pexwum goctyna: http://www.iprbookshop.ru/62609.html.— 3B5C «IPRbooks»
TexHnueckue Y4eOHbIe ayJUTOPUM JUIA TPOBEACHHS 3aHATHH JICKIIMOHHOTO M CEMHHAPCKOrO THIA, TPYHIIOBBIX H
cpencTaa UHIUBUAYAJIbHBIX KOHCYJIbTAlMH, TEKYIIEro KOHTPOJS YCIEBAEMOCTH M NPOMEXKYTOYHOH aTrrecTaluu
00YyJaIoMmuXCsl, JJIsl CAMOCTOSITEIbHON paboThl CTYJEHTOB
[TproGpeTratoTcst CTyiIeHTaMH IPH OCBOSHUH MOIYJISI
Kommnerenmu TIK-8 CIIOCOOHOCTBIO MCIIOIB30BATh IS pemeHns aHaJIMTHYSCKUX M HCCIICIOBATCIbCKAX 3a71ad
COBPEMEHHBIE TEXHUUECKHE CPEACTBA ¥ MH(OPMAIIMOHHBIE TEXHOJIOTHU
3adeTHBIX 3 Dopma npoge- Jexkyuu Ilpakmuueckue Jabopamopnvie | Camocmoamensvnan
eIMHMIL OeHus 3auaAmuil 3anuamusn pabomul paboma
4yacoB 8 8 - 88
Bunast Jud.3au KII/KP | YcnoBue dopma n0020MOBKA K
KOHTpOJIs | /3a4/ 9K3 3auera INonydyeHne OLEHKH «3a4TE€HO» | IPOBEICHHUS JIEKYUOHHBIM,
(l)OprI Jauer - MOIYJIst CaMOCTOSITEJIbHOM npaKmuyecKum
paboThl SAHAMUAM, 3a4emy
Ilepeuens Moysei, 3HaHUE KOTOPBIX Pycckuii 361K U KyJIbTypa peuu

HCO6X0,HI/IMO JUJIL U3YUYCHUST MOYJISL




1 ean u 3aga4u AMCHMILJIMHBI

[lenb MUCHUTUIMHEI - JaTh CUCTEMHOE MIPEICTABICHHUE B 00JIACTH JTIOKYMEHTAIIMOHHOTO 00eCIIeYCHHUS
yIpaBieHUs, KOMIIbIOTEPHBIX TEXHOJIOTUIA, CUCTEMBI TIOKYMEHTAIIUH, OpPTraHU3alMHi JOKYMEHTO000pOoTa 1
€ro aHaju3a.

3agaum JUCHMIIMHBI:
- U3y4YEHHE TEOPETUUECKON OCHOBBI IOKYMEHTO000POTA;

- IPHOOPETEHNE MPAKTHUCCKUX HABBIKOB I10 COCTABICHHUIO JTJOKYMEHTOB B PO ECCHOHATBHOMN
00JacTH.

TpeOoBaHusi K pe3yibTaTaM 0CBOEHH S AUCUUIIIMHBI
B PE3YIbTAaTC OCBOCHUA AUCHHUIIMHBI CTYACHT JOJIKCH:

3HATh. JOKYMEHTOBEIUECKYIO TEPMUHOJIOTHIO, IEHCTBYIOLINE FOCYAapCTBEHHBIE HOPMAaTUBHO-
METOJIMYECKUE TOKYMEHTBI, PErIaMEHTUPYIOIIUE JOKYMEHTUPOBAHUE TOBAPOBEAHOM JAEATEIbHOCTH U
OpraHu3aluio HHPOPMAIIMOHHO-T0KYMEHTALIMOHHOTO 00CTYKUBAHUS; TEHACHLIUN Pa3BUTHUS JTOKYMEHTA U
CUCTEM JJOKYMEHTAIIUH, HX CTPYKTYpPY; IIPaBUJIa COCTABICHUS U 0(hOpMIICHUS JOKYMEHTOB; TPeOOBaHUS K
paloHaIbHON OpraHu3aIi paboThl ¢ JOKYMEHTAMH B YCIOBUSX UCIOIb30BAHUSI OPTaHU3AIIMOHHON U
BBIYMCIIMUTEIILHON TEXHUKH; MIPABUJIA OTIEPATUBHOTO XPaHEHUs JOKYMEHTOB; TOPSAIOK 0TOOpa TOKYMEHTOB
JUISL TIOCTIEAYIOLIEr0 XPaHEHUS UM YHUUYTOXKEHUS,

YMeThb: COCTaBJIATh U 0hOpMIIATH HanboJiee pacrpoCTpaHEHHBIE BUIbI JOKYMEHTOB, TPUMEHSIEMBIX
B TOBapOBEAHOM AEATEIbHOCTH C YYETOM MX Ha3HAYEHUS; OPraHU30BATh PALIMOHAIIBHOE XPaHEHHUE U
3¢ dEeKTUBHOE HCIIONIF30BAaHHE HHPOPMALIMOHHO-TOKYMEHTAIIMOHHBIX MaCCHUBOB.

BJIaJ1€Th: HAaBbIKaMH pa6OTbI C BHYTPCHHHUMHU W BHCINHUMU JOKYMCHTAMU

2 MecTo gucuumiannbl B cTpykrype OOII

Jucnunnuaa otHocuTes K nukiny OT/I. dakynbTaTHUBBL.

JU1d n3y4eHns JUCHUIUINHBI CTYIEHT JOJKEH

3HaTh: NpaBuia oporpaduu, IyHKTyalluyd U CUHTAaKCHCA;

YMeTb: [IPaBWJIBHO U TPAMOTHO, JIOTHYECKHA BEPHO CTPOUTH YCTHYIO U TMCBMEHHYIO PEYb;
BJIa/IeTh: HaBbIKaMU pa0OThl HA KOMIIBIOTEPE.

W3yuenne qUCUUIUIMHBI Oa3UpyeTcsl Ha 3HAHUSX, MOJTYYEHHBIX ITPU NU3YYE€HUH TUCLUIUIMH!
Pycckuii s13b1K 1 KynbTypa pedn

3. TpeGoBanusi Kk pe3yJbTaTaM 0CBOEHHUS JUCHUILIMHBI:
3.1 3nanus, npuodperaeMble B X0/1€ M3YyUYeHUS TUCUUILIUHBI

Ne 3HaHusa
n/n 3
1. JlokyMeHTOBeT4eCKast TEPMUHOIIOTHSI
2. HCI‘;ICTByIOIHI/Ie rOC}’I[apCTBeHHBIC HOpMaTI/IBHO'MCTO,I[I/ILICCKI/Ie I[OKYMCHTBI,

PErNTaMCHTUPYIOIMHUE JOKYMECHTHUPOBAHUE JACATCIBbHOCTH U OpraHu3aluio
I/IH(bOpMaI_[I/IOHHO-,I[OKYMCHTE[L[I/IOHHOFO O6CJ'Iy>KI/IBaHI/IH

3. TenneHMu pa3BUTHsI TOKYMEHTA U CUCTEM JOKYMEHTAIUH, UX CTPYKTYPY

4. [IpaBuiia cocrapneHust 1 0hopMIICHHUS TOKYMEHTOB

S. TpeboBanus K panMOHaIBLHON OpraHU3alMy PadOThI C TOKYMEHTAMHU B YCIOBUSIX
WCIOJIb30BAaHHUS BBIYUCIUTEIbHON TEXHUKU

6. ITopsimok 0T60pa JTOKYMEHTOB JUIsl TOCIEAYIOIIEr0 XpaHEHUs] MM YHUUYTOXKEHUS

3.2 YmeHus, npuodperaeMbie B X0/1e M3Y4YeHUsS TUCHUILINHBI

Ne Ymenns
n/my

1. Cocrasnenue u oopmiieHne HauboJiee pacpoCTPAHEHHbIE BUJIbI IOKYMEHTOB,




NMPUMCHACMBIX U PCIICHUA aHAJIUTHYCCKUX U UCCIICIOBATCIILCKUX 3aaYd
COBPCMCHHBIC TCXHUYCCKUC CPCACTBA U HH(bOpMaHHOHHLIC TCXHOJIOI'HN

2. Opranu3anys palMoHaNIbHOTO XpaHeHus ¥ 3()(HEeKTUBHOTO UCTIOIb30BAHUS
MH()OPMAIIMOHHO-TOKYMEHTAIIHOHHBIX MaCCHBOB

3.3 HaBbiku, npuoOperaemMplie B X0/1€ U3Y4YeHH s TUCUUNIMHBI

Ne
n/n H

HaBpbixkn

1. HaBbiku paboThl ¢ BHYTPEHHUMHU U BHEIIHUMHU JJOKYMEHTaMU

3.4 KomnereHuuun, npuodperaemMblie B X0/1e U3yUeHUsI JUCITUINIMHBI

KomMmnerenuuu 3HaHuA YMeHus HaBbIkH
(NeNe u3  (NeNe u3 3.2) | (NeNe u3
3.1) 3.3)
[IK-8 cnocoOHOCTBIO HCIONB30BATh JJISi  PEIICHUS 1-6 1,2 1
AHAJTUTUIECCKUX " HCCIIe0BATEIBCKUX 3a1a4
COBPEMEHHBIC TEXHUYCCKHUE cpencTBa i

PIH(bOpMaI_II/IOHHLIC TCXHOJIOI'nn

4 CTpyKTYypa U Cco/iepKaHHue QU CHUILIHHBI
4.1 Paziesibl AMCHUNJIMH U BUAbI 3aHATHIA

Ne Paznen nucuuniunbl Bunbl yueoHoii padoThbl, DopMBbI TEKYLLEro
BKJIKOYas CaMOCTOATECJIbHYIO KOHTPOJIAA
= ® S padoTy CTYIE€HTOB U ycneBaeMoCTH
g GE § TPYA0eMKOCTh (B Yacax) (no nedenam cemecmpa)
3 = § Jlex Ilpak | Jla6 | CPC | ®opmMbl HPOMEKYTOUHOI
aTTecTauuu (no
cemecmpam)

1 | TepmunOonorMUeckas 6aza 8 1 - - 8 | OTBeTnHI HA
JTOKyMEHTOBeieHUs. DYHKINH BOITPOCHI.
nokymeHTa. Cuctembl [ToxroroBka k
JIOKYMEHTaluu 3a4ery

2 | HopmaruBHble TpeOOBaHUS K 8 1 1 - | 12 | OrBeTHl Ha
COCTaBY OCHOBHBIX PEKBU3HUTOB BOIIPOCHI.

u ux opopmienuro. branku IloaroroBka x
JIOKYMEHTOB 3a4eTy

3 Knaccudukanus 10KyMeHTOB. 8 1 1 - 12 | OTBeTsI Ha
Opranu3zanuoHHbIe BOIIPOCHI.
JIOKYMEHTBHI. IloaroroBka x
PacniopsinurensHble 3a4eTy
JIOKYMEHTBI.

4 | CnpaBouHo-uH(poOpManmoHHble | 8 1 1 - 12 | OrBeTsI Ha
JIOKYMEHTHI. JJOKyMEeHTBI O BOITIPOCHI.
JTUYHOMY COCTaBY [ToxroroBka k

3a4ery

5 | Opra"u3zanus 1 aHau3 8 1 1 - 12 | OrBeThI Ha
JIOKyMEHTO000pOTa U METOIBI BOIIPOCHI.
€ro COBEPIICHCTBOBAHUS IToaroroBka x

3a4ery

6 | OOparreHre JOKYMEHTOB 8 1 2 - | 24 | OTBeThl Ha

BOIIPOCHI.
IloaroroBka x
3a4ery

7 ABTOMAaTH3aIUS TPOIIECCOB 8 2 2 - 8 | OtBersl Ha
JIOKYMEHTAIlMOHHOTO BOIIPOCHI.
obecrieueHus yrnpaBiIeHUs IToaroroBka x

3a4ery




Bcero 8 8

B ToM ymciie KOHTPOJIb 4
CaMOCTOSITEJIbHOM PabOTHI

4.2 ConeprxaHue pas3iaejioB Kypca

Ne

Pasznes nuCIUILINHLI

3Hanun
(Homep
u3 3.1)

YMeHus
(Homep u3
3.2)

HaBbiku
(Homep u3
3.3)

TepmuHomorNUeckas 6aza JOKyMeHTOBeeHUs. DyHKIUM
JIOKyMeHTa: o01mue (MH(QOpMAaIMOHHAs, COITHANTbHAS,
KOMMYHHKATHUBHAsI, KyJIbTYPHAs) U ClIeUaTIbHbBIC
(ympaBiieH4eckasi, mpaBoBasi, GyHKIIHS HCTOPUIECKOTO
UCTOYHHUKA, HyHKIUA yueTa). CHCTEMBI JOKYMEHTAITHH.
KOpuanueckas cuna nokymenra. Crannapruzanus. Y Huukars.
YHuduupoBaHHas CHCTeMa IOKYMEHTAIHH.

1,2,3

HopmatuBHbie TpeOOBaHUS K COCTABY OCHOBHBIX PEKBU3HUTOB M UX
odopmiienuto: TpedoBanus ['OCT P 6.30-2003, 'OCT P 6.10.4-
84, TOCT P 6.10.5-87; I'ocynapctBennsiii repd PD, repod
cyonekxra P, OI'PH, sm0nema oprann3annu ¥ TOBapHBIA 3HAK U
T.J1. bilaHK1 TOKyMEHTOB

2,4

KJ'IaCCPI(i)I/IKaHI/ISI JOKYMCHTOB B OpraHusalyu: 1o HauME€HOBAaHUIO,
1o croco0y ¢ukcaruu nHbpopMmaruy, 1lo cTeneHn CIoXHOCTH, TIO
CTEIEeHU IJIACHOCTH, 110 IOPUANIECKON CHIIe, IO CPOKaM
HUCIIOJIHECHHUA U T. 1. OpI‘aHH?:aHHOHHBIC " pacopsAAUTCIIbHBIC
JOKyMEHTBI: TIOJIOXKEHUsSI, yCTaBbl, HHCTPYKIMH, MPHKAa3bI,
peLIeHNs], MMPOTOKOJIBL, IITATHOE PACIIMCAHUE, PETIIAMEHT U T.I1.

CrnpaBoyHO-MH(POPMAITMOHHBIC JOKYMEHTHI: TUCHMA,
TeJerpaMMBbl, Telle(hOHOTPaMMBI, JTOKJIATHBIC, CIyKEeOHBIC,
MOSICHUTENbHBIC, 00bICHUTEBHBIC 3aMIMCKH, CITPABKH, aKTHI H T.II.
JIOKyMEHTBI TI0 JITYHOMY COCTaBY: NIPUKA3bI, JINYHbIC JeTa,
3asIBJICHUS, TPYJOBbIC KHMXKKU, XapaKTCPUCTUKH, AHKETHI,
pe3toMe, JTIOTOBOPBI U T.11.

Opranunzanysi JOKYMeHT0000pOTa 1 €r0 OCHOBHBIC 3TAIIbL: IIPHUEM,
COPTHPOBKa, 00pab0TKa MOCTYHAIOIIUX JTOKYMEHTOB;
PaccmoTpenne TOKyMEHTOB PyKOBOAUTEIIEM (PE30ITIONNsA);
Kontpons ucnonnenus; McnonaHenue mpoxymeHToB; Tekymiee
XpaHEeHue u

ucnosb3oBanue; @opmuposanue aein; [lepenada Ha apxuBHOe
XPaHCHHUEC WM YHUUTOXKCHHUEC JOKYMCHTOB

JloKyMeHTHI B 00J1aCTH TOBAPOABIKEHHS: IEpPEeUeHb IOKYMEHTOB,
UX KJaccupUKaIs, cXeMa JJOKyMEHTOIOTOKa.

Coznanne v u3MEHEHHEe JOKYMEHTOB: MTAaKeThl JOKYMEHTOB
NPUX0/a ¥ Pacxojaa TOBapa, NepeMeIeHHs TOBAPOB MEXLY
CKJIaJaMH, CIIMCaHUs TOBApPOB.

JloxyMeHTHpOBaHNE JaHHBIX CBA3aHHBIX C COIPOBOIUTENHHOM
JIOKYMEHTAIMeH: CIIpaBKH, CepTH(UKATHL.

5,6

ABTOMATH3aIUs MPOLIECCOB TOKYMEHTAITHOHHOTO 00eCTICUeHHS
YIpaBICHHS: [IEJIH aBTOMATHU3aIU1, 0030p COBPEMEHHBIX CUCTEM
aBTOMAaTHU3AINH JOKYMEHTO000pOTa

4.3 HamMeHoBaHHs TeM NPAKTHYECKUX PadoT M 00beM B Yacax
[To xaxx10#1 mpakTHyeckoil paboTe CTyAeHThl 0QOPMIISIOT OTUYET U MOCJIE BHIMOTHEHUSI TPAKTHYECKON
paloThI U 3aLUIIAIOT OTYET YCTHO.

Ne
paszaena Oo0beM B
Ha3BaHue npakTuyecKux pador
JAHCIMILIT qgacax
HHbI
1 2 PenakTrpoBaHue TeKcTa ciyeOHOro JOKYMEHTa 1




CocraBieHue IMPOTOKOJIA U AKTa

0,5

CocTaBieHUEe MPHUKa3a M0 OCHOBHOM JNEATEIIbHOCTH

CocraBieHne JOHKHOCTHOW HHCTPYKIUHU

=

CocrasiieHre JOKIaIHON U OOBSICHUTEIHLHOM 3aIIUCOK

0,5

CocTraBiieHHE JOBEPEHHOCTH

CocraBneHue PE3IOMC

CocraBiieHie IeJI0BOro micbMa

O O|INOH OB W

DJIEKTPOHHBINA JOKYMEHTOOO0POT

[N
o

oAl PAPAWWW

CocraBneHue IIPCTCH3NH 110 KAYCCTBY

Bcero

(o J TSN N FEEN FEEN RN

4.4 .HauMeHOBaHHUE TeM JIA00PATOPHBIX PadoT, MX CoJAepkaHNe H 00beM B Yacax

He npexycMoTpeHbl Y4eOHBIM IJIAHOM

5. CoepskaHue cCaMOCTOSITEILHOI padoThl cTy1eHTOB. OlleHOYHbIe CPeACTBA JJIsl TEKYIIEero
KOHTPOJIfl YCIIeBA€MOCTH, IPOMEKYTOUHOM aTTeCTAMHU 110 HTOraM OCBOEHUS M CUMILIUHBI

5.1 Copep:xanue caMoCTOATEILHOMH PadoThI

Ne Ne paznena HaumeHoBaHue TeM Tpynoem-
n/n JTUCIHHUIIINHBI KOCTb (4ac)
1 1 TepmunoNOrHYeckas 6a3a 1oKyMeHToBeAeHUsA. DyHKIIMN 8
nokyMmeHTa. CUCTeMbl JOKYMEHTAINH
2. 2 HopmaTtuBHbie TpeOOBaHUS K COCTaBY OCHOBHBIX 12
PEKBH3UTOB U UX 0OpMIICHHIO. BllaHKK JOKYMEHTOB
3. 3 Knaccudukanus nokymentoB. Opranu3aioHHbIe 12
JIOKYMEHTHI. PacriopsiiuTeIbHbIE TOKYMEHTEI.
4. 4 CrnpaBo4HO-UH(POPMAIIMOHHBIE TOKYMEHTHI. JIOKyMEHTBI 12
10 IUNIHOMY COCTaBY
3. 5 Opranuzanus 1 aHalu3 JOKyMEHTO000pOTa U METOBI €r0 12
COBEPIICHCTBOBAHHUS
6. 6 OOpariieHne JOKYMEHTOB 24
7. 7 ABTOMAaTH3aIUS TIPOIECCOB JOKYMEHTAIIHOHHOTO 8
obecrnieyeHust yrnpaBieHus
Bcero 88

5.2. OneHOYHBIE CPENCTBA, UCIIONB3yeMble /ISl TEKYIIEro KOHTPOJS YCIEBAEMOCTH M IPOMEKYTOUHOMN
aTTecTalluu O0YYaroIUXCsl MO UTOraM OCBOEHUS JUCLMIUINHBI, UX BUIBI U (POpMBI, TpeOOBaHUSA K HUM U
IIKaJIbl OLEHUBAHUS MPUBEICHBI B MPUIOKEHUH K pabouell mporpamme JUCHUILIMHBI «DOHA OLIEHOYHBIX
CPeACTB IO AUCIUIUINHE «JleI0BOM JOKYMEHT0060pOT», KOTOpoe O(OopMIIIEeTCs B BUIE OTAEIHHOIO

JIOKYMEHTA.

6.YueOHO-MeTOAMYecKOe U HHPOPMALIMOHHOE 00ecniedeHHe T CIUTIMHBI:
a) OcHoBHas IMTEpaTypa

Homep HaumeHnoBaHue kHUTH T'on Ko-Bo
U3aHUs | SK3EMIUIIPOB
Bonkora E.A. Jlemompowm3BojactBo [DnekrponHbiii pecypc]: | 2017

MIPaKTUIECKOE nocooue TUIS CTYJICHTOB-0aKaIaBpoB,
00yJaromuxcs 1o HaIPaBIICHUIO MOJITOTOBKH
«Opucnpynenmus»/ E.A. BoinkoBa— DIEKTpOH. TEKCTOBBIE
nannsle.—  Kpacnomap, CaparoB: IOXHBIH  HMHCTUTYT
MeHemkMenTa, A [lu Dp Menua, 2017.— 41 c.— Pexum
nocrymna:  http://www.iprbookshop.ru/62609.html.—  OBC
«IPRbooks»




0) /lomoJIHUTe IbHAS JTUTEpaTypa

Howmep HaunmenoBanue kHUTH Ton Ko-Bo
W3JaHUA | 9K3eMIUIIPOB

Mupromkuna F0.B. JlenonpousBoacTBo U pokymMeHrtanuonHoe | 2016
o0ecrieueHre TOCYJIapCTBEHHOW W MYHHUIIMIIAJIBHOW CIYXObI
[DnexTponnblii pecypc]: mpaktukym/ HO.B. Mupromknna—
DJIEKTPOH. TEKCTOBble aAaHHble.— CtaBpomnosb: CeBepo-
KaBkasckuit Qenepanbubiii ynusepcurer, 2016.— 116 c.—
Pexxum gocrtyma:  http://www.iprbookshop.ru/66028.html.—
OBC «IPRbooks»

B) lepevyeHb pecypcoB HH(POPMAIMOHHO-KOMMYHHKAIIMOHHOM ceTn UHTEepHeT

1. DnexrponHO-O6ubMMOTEeuHas cucrema IPRbooks
http://istu.ru/material/elektronno-bibliotechnaya-sistema-iprbooks

2. OnektpoHHBIH Katanor HayuyHou OmOmuorexku VoxkI'TY mmenu M.T. KanamuukoBa Web MPBUC
http://94.181.117.43/cgi-
bin/irbis64r_12/cgiirbis_64.exe?LNG=&C21COM=F&I21DBN=IBIS&P21DBN=IBIS
3. HammonanbHas 35ekTpoHHas 6uoimoreka - http://H36.pd.

4. Muposas nudposas oudiauoreka - http://www.wdl.org/ru/

5. MexnyHapoaHblil HHAEKC HayuyHoro nutupoBanus Web of Science —
http://webofscience.com.

6. Hayunas snextponnas 6ubnuoreka eLIBRARY.RU —
https://elibrary.ru/defaultx.asp

r) IporpaMMHoe obecrieyeHue
1. LibreOffice(cBoboano pacnpoctpansemoe [10)

7. MaTepI/IaJIbHO-TeXHI/I‘{eCKOC odecrneyeHue JAUCHHUIIIMHBI:

1. CrenuanbHble TOMENEHHS - ydeOHbIe ayAUTOPUH [T TPOBEACHUS 3aHATUH JIEKIIMOHHOTO
THUIA U IPAKTUYECKUX 3aHITUIA, 000pyI0BaHHBIE JOCKOW, CTOJIaMHU, CTYJIbIMU
2. CrnenuanbHble TOMENEHHs - ydeOHbIe ayAUTOPUH JUISI TPOBEACHUS TEKYIIETO KOHTPOJIS

YCHEBAEMOCTH U MPOMEKYTOUHON aTTecTalluy 00ydaroluxcs, 000pyA0BaHHbIE TOCKOM, SKpPaHOM,
IIPOEKTOPOM, KOMIIBIOTEPAMU C BO3MOYKHOCTBIO MOAKIIOYEHU K ceTu «VHTepHEeT», cTolaMmy,
CTYJbSIMU.

3. CrenpanbHble TOMENEHHS - ydeOHbIE ayAUTOPUH JUIsl OPTaHU3ALUHU U TPOBEICHUS
CaMOCTOSITENILHOM pabOThI CTYIEHTOB, 000PYAOBAHHBIE I0CKOM, KOMIIBIOTEPAMH C BO3MOKHOCTBIO
MOJKJIIOUEHUS K ceTH « HTepHeT», CTOIamMu, CTYIbIMH.
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DKOHOMHKA IPEANPUITHI U OpraHn3aiiui
(mpoduip)

OakayiaBp
Kpanudukanust (cTeneHb) BBITYCKHUKA




IMacnopr

(poH1a OLIEHOYHBIX CPEACTB
0 JUCHMILNIMHE «/le10B0ii JOKYMEHT0000POT)

(HanMeHOBAHME U CIMILIMHBI)

Ne Pa3nen
n/n JMCUMILIAHBI* Konx
KOHTPOJIUPYEMOi HaumenoBanue orieHOYHOTO
KOMIIeTEeHIMH (MIIM | Cpe/icTBa
€€ YacTu)
1 Tepmunonoruueckas 6aza paboTa Ha MPaKTUYECKUX
JNOKyMeHTOBeieH!sI. DYHKIMH 3aHSTHSIX
nokymeHTa. CUCTeMbI
JIOKYMEHTAIuU
2 HopmatuBHbie TpeOoBaHuS K paboTa Ha MPaKTUYECKUX
COCTaBY OCHOBHBIX PEKBU3UTOB M UX 3aHSTHSIX
odopmiienuto. branku JOKyMEHTOB [ToaroroBka k 3auery
3 Knaccudukanmsi 10KkyMeHTOB. K-8 crocobuocthio | PA00Ta HA MPAKTUYECKUX
Opranu3zalioHHbIE TOKYMEHTHI. HCTIOJIB30BATH JUIs 3aHSTHSIX
PacnopsiautenbHble JOKYMEHTBI. pemeHus ITonroroBka K 3auery
4 CripaBo4HO-MH()OPMALMOHHBIE AHATHTHACCKUX - haGoTa HA IPAKTHYECKUX
HCCIICOAOBATCIIBCKUX
JOKYMEHTHI. JIOKYMEHTBI 1O sanau cospemenmpie | SAHATHAX
JUIHOMY COCTaBY TexHHueckue cpeacTsa | 110JTOTOBKA K 3a4€Ty
5 Opranu3zanus u aHanus v MHpOpMalMOnHbe | paboTa Ha MPAKTUYECKUX
JOKYMEHTO000pPOTa U METOJIBI €r0 TCXHOJIOTHH 3aHATHIX
COBEpIICHCTBOBAHUS [ToaroroBka k 3auery
6 ObparieHue JOKyMEHTOB paboTa Ha MPaKTUYECKUX
3aHSTHSIX
Ilogroroska K 3ayety
5

ABTOMaTH3a11s TIPOLIECCOB
JOKYMEHTAIlMOHHOT 0 00ecreueHus
yTIpaBJICHUS

pa60Ta Ha IMPAKTHUYCCKUX
3aHATHUAX
IloaroroBka k 3a49CTy

Onucauus 3jaemMeHToB POC

Haumenosanue: 3auet
IIpeocmaesnenue ¢ @OC: iepevyeHb BONPOCOB

Ilepeuens 6onpocoe ona nposedenus 3auema:
1.IloHATHE 1ETONPOU3BOJACTBA U TIOKYMEHTO000POTA.
2.Coco0bl TOKYMEHTHPOBAHUS HHPOPMAITIH.
3.0Tansl CTaHOBIEHUH JOKYMeHTooOopoTa B Poccun.
4.Knaccugukaiysi COBpeMEHHbBIX HOCUTENEH TOKYMEHTHON HH(POPMAIIH.
5.ONeKTPOHHBII TOKYMEHTHI.
6.CucTeMbl 3JIEKTPOHHOTO IOKYMEHTO000pOTa.
7.11IudpoBanue TOKYMEHTOB.
8.0mnpenaeneHue U NprU3HaAKU NOJJIMHHOCTH JOKYMEHTA.
9.Knaccugukanus 10KyMEHTOB.
10.0co6eHHOCTH JIETIOBBIX JOKYMEHTOB U ITHCEM.
11.YHudukanus u ctanapTu3anus J0OKyMeHTa.
12. ¥Opunnyeckas cuia 10KyMeHTa
13. HopmaTuBHO-METOAMYECKHE AOKYMEHTBI, PErVIaMEHTUPYIOLIUE POLIECCH] JOKYMEHTHPOBAHUS
14. Buasl 6;1aHKOB, IPUMEHSIEMbIX OpraHU3aIUsIMHU.
15. PexBu3uthl, opmupyrone OJaHK NMUChbMa M OJaHK KOHKPETHOTO
BUJa nokymeHTa. [IpaBuiia opopmiieHns qaTel B JOKYMEHTE.




16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33

CriocoOsbl yTBEpKACHHS TOKYMEHTOB
3aBepeHne Konuu AoKyMeHTa. CriocoObl ee 0pOpMIICHHS.
Bunel nevareit. [IpaBuiia npocraBieHus nedyatu B pekBu3nTe «lloamucey»
CornacoBanue qokymeHnTta. OQopmIIeHHe COTIacoOBaHUs

Dransl MOATOTOBKH MPUKa3a.

TpeboBanust MpeabIBIAIOTCS K TEKCTY MUChMa

Buel oprann3annoHHO-pacopsIUTENbHBIX JOKYMEHTOB

OcobeHHOCTh cocTaBieHHsI U O(GOpPMIICHUS MpPHUKa3a MO OCHOBHOM JEATEILHOCTH
[Iporokoin. OcobeHHocTu ero ohopmMiIeHHS.

Bunsl cripaBouHO-MH(DOPMAIIMOHHBIX JOKYMEHTOB

AkT. IIpaBuiia ero oopmiteHus.

TpeboBaHus K CIIy>)kK€OHBIM U JOKJIQAHBIM 3anuckaM. OcoOeHHOCTH UX 0(OPMIICHUS
OcHoBHble TpeOOBaHUS K 0OOPMIICHHUIO CITY:KEOHBIX IHceM. Pa3HOBUIHOCTH ITHCEM
Otansl TOKyMEHTHPOBAHUSI.

Oransl paboThl ¢ BXOASIIUMU JOKYMEHTaMH.

TpebGoBanusi kK 00pabOTKE UCXOASIINUX JTOKYMEHTOB

Oco0eHHoCTh PabOTHI C KOHPHUACHIUATHHBIMU JOKYMEHTAMH
. JlokyMeHTBI B 00JIACTH TOBapOIBMKCHUS: TIEPEUEHb IOKYMEHTOB, X KIaCCU(PHUKAIIH, CXeMa

AOKYMCHTOIIOTOKA.

34

. ABTOMAaTH3aIus MPOILECCOB JOKYMEHTAIIMOHHOTO 00ECIICUEHUs YIIPaBICHUS

Kpumepuu ouyenxu:
[IpuBenens! B pazaene 2



2 Kpumepuu ouenku:

YpoBeHb 0CBOeHH S KOMIIETEHIIUH

KomnereHuuu JlecKpUNTOPHI Bua, dopma KoMnereHuust ocBoeHa*
OIIEHOYHOT'0 OTJIMYHO X0poIo YAOBJIETBOPHTEILHO HeYI0BJIeTBOPUTEILHO
MepOnpHUsTHS
V1 CocraBnenue un | Pabora Ha | IIpaBHIBHO BEIIOIHEHEI [IpaBuibHO BHIOIHEHA 3amaHus BHIIOIHEHBI 3agaHus BBIIOIHEHEI
oopmiteHnE Haubosiee | MPAKTUYECKUX 3aHATHAX: | BCE 33JaHMA. GoubIlas 4acTh 3a/laHMIL. Oosee 4eM  HAIOJIOBHHY. | MEHEE YeM HAIlOJIOBHHY.
pacnipocTpaHeHHbIE BUBI | TEKyIIMH KoHTpoib | IIposeMoHCTpUpOBaH IpucyrcrBytor HesHauutenbHble | IlpucyrcTBytor — cepbésHble | IIpopeMoOHCTpUpOBaH
ITOKyMEHTOB, HNPHMEHSIEMBIX | BBHIIOJHEHHUS 3aaHUH BBEICOKHH YPOBEHb OIINOKH. OmIMOKH. HEYIOBJICTBOPUTEIILHBIH
intst pereHust BJIAJICHUS] MATEPUAIIOM. IponemoHcTpHpOBaH IponemoHcTpUpPOBAH YPOBEHb BIIaJICHUS
AHATNTHYECKUX u IMposiBneHbt XOpOIINH yPOBECHb YAOBJICTBOPUTEINIbHBIN MaTepHaoM.
[CCIIEIOBAaTENbCKUX  3aJ1a4 IIPEBOCXO/IHBIE BJIAJICHNS] MATEPHATIOM. YPOBEHb BianeHus | IIposiBieHb
COBPEMEHHBIC ~ TEXHHYECKHE CIIOCOOHOCTH IposiBnensl cpenHue MaTepHaJIOM. HEJ0CTaTOYHbIC
cpexncraa u MPUMEHSATH 3HAHUS U CIIOCOOHOCTH IposiBneHs! HU3KUE CHOCOOHOCTH
MH(pOPMaOHHBIE YMEHUS K BEIIOJHEHHIO MIPUMEHSATD 3HAHUS U CrocoGHOCTH ~ TIPUMEHATH | NPUMEHSTH 3HAHUS U
[[EXHOJIOTUH KOHKPETHBIX 3aJjaHUH. YMEHUSI K BBITIOTHEHUIO 3HAHUS U YMEHUSI K BBIIOJHEHUIO
V2 Opranuzanus KOHKPETHBIX 3aJlaHuit YMEHHS K  BBINOJHEHHIO
[PallIOHAIBHOTO XpaHEHHs U KOHKPETHBIX 3aIaHUH.
bddextrBHOrO
crionb3oBaHus  UH(popma-
[TMOHHO-IOKYMEHTallHOHHBIX
TIK-8 MacCHBOB
6 H1 HaBeiku paboTbl ¢
CIIOCOOHOCTRIO BHYTPEHHHUMH ¥ BHEITHUMH
HCIIOJIB30BaTh AJIA [TOKyMEHTaMU
peeHus JlecKpUNTOPBI Bua, dopma 3a4eT He3a4yeT
AHAITUTUYECKUX U OLEHOTHOTO
MepOonpHUsITHSI
HUCCICA0OBATCIBCKHUX = —
31 JlokymeHTOBemdeckas | 3ayer OO0yuaronuics O0yyaromuiics 00HAPYKHUIT
3a/1aqd COBpEMCHHBIC | repmunonorus OOHApYKUIT 3HaHHE 3HAYMTENbHBIE TPOOENbI B 3HAHMAX
TEXHUYECKHUEC 32 JlelicTByromue OCHOBHOTO OCHOBHOTO y4€OHO-TIPOrPaMMHOTO
cpesicTBa U TOCY/lapCTBEHHBIC y4e6HO-TIPOrpaMMHOTO Marepuana, JOTTYCTHIT
MHGbOPMALHOHHbIE HOPMaTHBHO- Marepuana B 00beme, NPUHIUIHAIGHEE ~ OMUOKH B
METOANYECKHUE JTOKYMEHTBI, HEOOXOAUMOM ISt BBIMOJIHEHUH  NIPEIYyCMOTPEHHBIX
TEXHOJIOTMH PperlIaMeHTHPYIONIHE nanbHeifIel yuesl 1 OporpaMMoii  3ajaHMii M He
JIOKyMEHTHPOBaHHE npezncrosmeil paboTsl 10 CrocoOEH TPOJOIKUTE O0OydeHHE
JESITEIIBHOCTH u CIeHAIbHOCTH, WIH TPHCTYINTh IO OKOHYAHHUU
OpraHU3aLHIO CIIpaBUIICS c YHHBEPCHTETA K
HH(pOPMAIIMOHHO- BBITIOJIHEHUEM 3aJ1aHUH, TPOECCHOHANBHON  JIEATETbHOCTH
JIOKYMEHTAI[IOHHOTO PEIyCMOTPEHHBIX 03 JOMONHHUTENBHBIX 3aHATHH I10
obcimyKuBaHus [IPOrpaMMOil AUCUUILIHHEL. COOTBETCTBYIOIICH IUCLUIINHE
33 TeHaeHUMH Ppa3BUTHS
JOKyMEHTa M CHCTEM
JIOKyMEHTaIHH, nux
CTPYKTYpy
34 IlpaBuia cocTaBlIeHHs
u odopmnenust
JIOKYMEHTOB
35 TpeboBaHus K
parMoHaIbHOM

OpraHu3alMM _ paboThl ¢




JIOKyMEHTaMU B YCJIOBHSIX
HC-TI0JIb30BAHUS
BBIUHCIHTEIbHON TEXHUKH
36  Ilopsmok  orbopa
JJOKYMEHTOB 0TSt
HOCIEAYIOIIEro  XpaHeHHs!
VI YHHYTOXKCHHUSI
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