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PaGouass mporpamMma y4eOHOW  AWCHUIUIMHBI  «J{OKyMEHTallMOHHOE
oOecrieueHue  ymopaBieHHs»  pa3paboTaHa Ha  ocHoBe  DenepanbHOro
roCyJapCTBEHHOTO 00pa3oBaTelbHOrO cTaHjapTa crenuanbHocTH (09.02.07
NudopmanmonHsie  CUCTEMbl M NpPOrpaMMHpOBaHue, KBaIUpUKaUUg —
TEXHUYECKUI MUcaTeNb, yTBEPKAEHHOTO NMprUKa3zoM MuHuctepcTBa o0pa3oBaHus U
Hayku Poccuiickoit ®denepanuu ot 09.12.2016 r. Ne 1547 u IIpumepHoit OCHOBHOM
oOpa3oBarenbHON  mporpamMmbl, pazpabotanHoil  DenepaibHbIM  y4eOHO-
meTtoauueckuM oobenunenueM B cucreme CIIO mo YI'C 09.00.00 Madopmatuka u
BBEIYHCIIUTEIILHAS TEXHUKA.

PazpaboTumk:
CmupunonoBa H.H., npenopaBarens oOmiectBeHHbIX aucuuiuinH OLAIIOY
CIIK

Penensenr:
Tpyoun O.A., cr. npenogaBaTenb Kadeapbl IKOHOMHKH, MAaTEMaTUKH U
unpopmatuku COO HUY benlV

PabGouass mporpamma paccMmorpeHa Ha 3acemanuu [II[K npenonaBareneit
COLIMAJIBHO-TYMaHUTApHBIX JUcHUIUIMH (poTokos Ne 01 ot «31» aBrycra 2019 r.)
U npusHaHa coorBercTBymomei TpedoBaHusiM PI'OC CIIO u yyebHOro miaHa
cneruanbHoct 09.02.07 MHbopmManuoHHble CUCTEMBI U TMPOTPAMMUPOBAHUE,
KBaJIM(DUKALMS — TEXHUYECKHUI MHUCaTeNb.
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1. MACIIOPT PABOYEM ITPOT'PAMMBI YUYEBHOM JTUCIUILJINHBI

1.1. O6s1acTh NPUMEHEHUS] IPOTPAMMbI

Pabouas mporpamma ydeOHOM nucuuruiuHbl siBiserca yactbio [ITICC3 mo
cnenuanbHocT 09.02.07 MHbopmanmoHHble CHUCTEMBI M MPOrpaMMUPOBAHHE,
KBTM(PUKALMS — TEXHUYECKUHN TTUCATENb.

1.2. Mecro aucuumiunbl B cTpykrype IIIICC3: nucuunianHa BXOIUT B ITUKII
obmenpodecCHOHAIBHBIX JUCIUILIAH.

1.3. lleqiu ¥ 3a1a4u JUCUMILUIMHBI — TPeOOBAHUSA K Pe3yJibTATaM OCBOEHUS
TUCHHUILIMHBI:

B pe3ynbTaTe 0CBOCHUS TUCUUIIMHBI 00yYaOMUNiCs 10JIKeH YMeTh:

e 0(QOopMIIATh JOKYMEHTALMI0O B COOTBETCTBUM C HOPMAaTUBHOH 0a3oM, B
T. 4. UCNOJIb3YsI UHPOPMAIIMOHHBIE TEXHOJIOTUH;

OCYILIECTBISATh ABTOMATU3aLIMI0 00paOOTKU JOKYMEHTOB
YHHUPHUIIIPOBATH CUCTEMBI IOKyMEHTAIINH;

OCYILECTBISATh XPaHEHHUE U TIOUCK IOKYMEHTOB;

OCYILIECTBIISATh aBTOMATU3ALNI0 00paOOTKH JOKYMEHTOB;

UCTIONIb30BaTh TEIEKOMMYHHKAI[MOHHBIE TEXHOJOTHU B JJIEKTPOHHOM
JIOKyMEHTOOOOpOTE.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yYarOIUNCS 10JIKeH 3HATh:
MOHSITHE, 1I€JIH, 337]a41 U TPUHITUIIB JEIONPOU3BOICTBA;

OCHOBHBIE MTOHATHSI JOKYMEHTALMOHHOT'O 00eCIIeYeHHsI YIIPaBIICHUS;
CUCTEMBI IOKYMEHTAIIMOHHOTO 00€CTIeYeHHsI YIIPABICHHUS;
KJIacCU(PHUKALMIO TOKYMEHTOB;

TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO JJOKYMEHTOB;

OpraHu3allii0 JOKyMEHTOO0OpOTa: MpHueM, 00paboTKa, perucrpanus,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIaTypa Je.

1.4. KoinyecTBO YaCOB HA OCBOEHHE MPOTrPaMMbl JMCHUIIIHHBI:
MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromierocs — 50 4acoB, B TOM UHUCIIE:
00s13aTeNIbHON ayTMTOPHOM yueOHOM Harpy3Kku oOydaromierocs — 46 4acos.



2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOM JUCHUILJINHBI

2.1. O0bem yueOHOI TUCHUIJIMHBI ¥ BUAbI y4e0HOH padoThl

Bup y4eOHoii padoTsl Obnem
4acoB
MakcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 50
O0s13aTesibHasi ayIMTOPHasi yueOHasi HAarpy3Ka (Bcero) 46
B TOM YHCJIE:
TEOPETUUYECKOE 00yUeHUE 28
MPAKTUYECKHE 3aHATUS 18
KypcoBas pabota (IIpoeKT) -
CamocrosiTesibHast padbora 00yyarinerocs (Bcero) 4

B TOM 4HCJIC:.

caMOCTOsTeNIbHasg paboTa HaJl KypcoBOM paboTOi (ITPOEKTOM)

KoncyabTanuu

IIpome:xyTouHnas arrectauusi B popme auddpepeHuPOBAHHOIO
3a4era




2.2. TemaTu4yeckuil JIaH U cofep:KaHue Y4eOHOH M CIUNIMHBI

HaumeHoBaHue Copep:xaHue yueOHOI0 MaTepuaJa, 1adopaTopHble U NpPaKTHYecKue padoThbl, O0bemM yacoB YpoBeHb
pa3esioB U TeEM caMocCTosiTeIbHAs padoTa o0yuyalommxcs, KypcoBasi padoT (IpoeKT) (eciu 0CBOEHMS
npedycmMompeHtul)
1 2 3 4
Pazpea 1.
OcHOBHBIE IOHATHUSA
AeJ0NPOU3BOACTBA
Tema 1.1. Conep:xxanue yuyeOHOro marepuajia 2 1
Beenenue. Ucrokn 1 | peamer aucuumuHbl. Llean u 3a1aun TUCUUILIMHBL, €€ CBS3b C
AEJIONPOM3BOACTBA o01menpoheccHoHaTbHBIMUI AUCIUIUIMHAMHU, POJIb U 3HAYEHHE B CHCTEME
podecCHOHABHOM MOATOTOBKH.
2 | OCHOBHBIE TIOHATHS U ONPECIICHHS TUCIIUILIHHEI.
3HaueHue JOKYMEHTAIlMM B YIPABICHYECKOW AesITeNbHOCTH. MecTo M pojb
JIeTIOTIPOM3BOCTBA B YIIPABJICHUU. J[eII0npon3BOACTBO KaK (PYyHKIUS YIIPABICHHS
IIpakTHyeckue 3aHATHSA -
Tema 1.2. Coaepxanue y4eOHOro marepuaJia 2
HopmarusHo-npaBoBoe | 1 | HopmaTuBHas 6a3a, pernmameHTHpyomas padboTy ¢ gokymeHTamu. IOpunndeckoe 2
obecneyeHue 3Ha4YeHHUE JIOKYMEHTA.
AeJIONPOU3BOJACTBA 2 | Ilonstre o nokymenTtax. Knaccugukarus nokymeHToB. FOpuamnueckoe 3HaueHHE
JOKYMEHTA.
OcoGenHoctu paboThI ¢ O1aHKaMU ¢ repOoBON CUMBOJIMKON. DopMaThl
OyMa’KHBIX IOKyMEHTOB
IIpakTnyeckune 3aHATHSA 2
HaumenoBanue pa6orsl Ne 1: «CocraBJjienne u ogopmiieHHe pa3jIMYHbIX BH/I0B
0JIAHKOB)
Tema 1.3. Copepxxanue yueOHOro MaTepuaJa 2 2
CocTaB u cxeMbl 1 | ®opmynsip COBpEMEHHOTO YIPABICHYECKOTO JOKYMEHTA.
pacnoJioKeHust ITonsartue o pexBuzure. CocTaB peKBU3UTOB, UX PACTIOIOKEHHE.
PEKBH3HTOB 2 | TpeboBanus kK 0(hopMIIEHUIO PeKBU3UTOB. HazHaueHue, cocTaB peKBU3UTOB H
OPsIIOK 0(hOpMIICHHS CITY)KEOHBIX TTHCEM.
IIpakTHYeckne 3aHATHA 2

HaumenoBanue pa6orbl Ne2: «OdopmiieHHe OCHOBHBIX PEKBH3HTOB B




coorBercTBuH ¢ TOCT P 6.30-2003»

Pazpea 2.
Buabi u opopmitenune
OpPraHu3anoOHHO-
pacnopsiiuTeIbHOM
AOKYMEHTalluH
Tema 2.1. Conep:kaHue y4eOHOr0o MaTepuaJia
OpraHu3annoHHbIe 1 | Kiaccudukarys OpraHu3alldOHHBIX TOKYMEHTOB (yCTaB, MOJ0XKEHHUE,
JAOKYMEHTbI MHCTPYKLIH).
[Topsnox cocraBienusi, 0hOPMIICHHS U UCIIOIB30BaHUS OPTaHU3AI[MOHHBIX
2 | TOKyMCHTOB.
Hasnauenue opraHM3allMOHHBIX JOKYMEHTOB M UX XapaKTePUCTHUKA.
IIpakTH4eckue 3aHATHSA
HaunmenoBanue padorsl Ne3: «CocraBienne u opopmiieHre OpraHu3alMOHHBIX
JOKYMEHTOB»
Tema 2.2. Copepxxanue y4eOHOro marepuajia
PacnopsigutesnibHble 1 | Knaccugukanus pacnopsIuTeNbHbIX JTOKYMEHTOB (IIPUKa3bl, paCOPsKEHUS,
AOKYMEHTBI YKa3aHHUsl, TIOCTAHOBJICHMUSI, PEILICHNUS).
2 | Ilopsimok cocTaBieHus, MOAMUCAHUS U UCTIOJIb30BaHMSI PACIIOPAAUTEIbHbBIX
JTIOKYMEHTOB.
HazHaueHue paciopsAMTENbHBIX JOKYMEHTOB U UX XapaKTEPUCTHKA.
IIpakTHyeckue 3aHATUS
HaumenoBanue pa6orsl Ned: «CocrasiieHne 1 0popMIIeHHE PACTIOPSAUTEIbHOMN
JOKYMEHTAUW»
Tema 2.3. Copepxxanue yueOHOIro MaTepuaJa
HNudpopmanuonHo- 1 | Knaccudukanust nHGOpMalMOHHO-CITPABOYHBIX IOKYMEHTOB (IIPOTOKOJIbI, aKTHI,
CIIPAaBOYHbIE JIOKJIa/IHbIE 3aITUCKH, CIIPABKH, CITy>KEOHbIE TUChMA).
JAOKYMEHTBI [Topsnox cocraBienust u opopMiIeHUs UHYOPMALIMOHHO-CITPABOYHBIX

JOKYMCHTOB.

2 | Ha3znaueHnne nHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB M X XapaKTEPHUCTHKA.
OO6parienus rpaxkaad. Bunbl oOparieHuid.

IIpakTnyeckue 3aHATHSA
HanmenoBanue pa6orsl Ne 5: «CocraBienue u opopmiieHue ”HGOPMAITHOHHO-
CIIPABOYHBbIX JOKYMEHTOB)




HaumenoBanue pa6orsl Ne 6: «CocraBiienne u ogopmiieHHe CIyKeOHbIX
nucem»

Pasznea 3.
JdoxkymeHTaIIMS 110
TPYAOBBIM OTHOLIEHUSIM

Tema 3.1.
Buabl nokyMeHTalIUM 11O
TPYAOBBIM OTHOIIEHUSIM

Conep:kanue y4eOHOT0 MaTepuaJia

1 | 3HavyeHne KaJAPOBBIX JOKYMEHTOB. COCTaB M BUJIbI JOKYMEHTAIIUH 110 INYHOMY
COCTaBYy.

2 | I'pynna TOKyMEHTOB, OTPAXKAIOIIUX IPABOBYIO, TPYIOBYIO M CITYKEOHYIO
JeSITeIbHOCTh PA0OTHUKOB. JIOKYMEHTHPOBAHHE MTPOIIECCOB JIBUKCHHUS KaIPOB.
Benenue kaapoBoii qokymeHTanuu. TpeOoBaHUs K COCTABICHUIO KaIPOBBIX
JIOKYMEHTOB.

Kontposbnas pabora (Tecrt)

IIpakTH4yeckue 3aHATHS

HaunmenoBanue pa6ornl Ne 7: «CocTaBiienune u opopmiieHue NpuKasa mno
JINYHOMY COCTABY»

HaumenoBanue pa6orsl Ne 8: «CocTaBjieHHe JOKYMEHTOB 10 TPYAOBbIM
OTHOLICHHSAM

CamocrosiTe/ibHasi padoTa 00y4YaroUuxcst

[ToaroroBka noknana, pedepara, COOOIIEHUS, MPE3CHTAIIMU Ha TEMY:
TpynoBas KHMKKa: BblJjaua, ohopMIIEHUE U XpaHEHNE
JIoKyMeHTUpOBaHHE TPYIOBBIX OTHOIICHUHN

Paznea 4.
JIoOKyMeHT0000pOT H
(¢popmsI ero
OpraHu3anuu

Tema 4.1.
Opranu3anus
AOKYMEHT0000poTa

Conep:kaHue y4eOHOTr0o MaTepuaJa

1| Opranuzarus paboTsl C JOKYMEHTaMH (BXOJSIIME, BHYTPEHHHE, UCXOJIAIINE).
@opMBI perucTpanuu JOKyMEHTOB U MOPSAOK UX 3anojHeHus. Llenn u ocHOBHBIE
IIPUHIUIIBI PETUCTPALMH JOKYMEHTOB.

2| Peructpanus TOKyMEHTOB pa3IMYHBIX MTOTOKOB COCTaBIEHUE CXEMBbI
JIOKYMEHTO000pOTa MPEPHUITHSL.

3| ®opMbI perucTpaly JOKYMEHTOB U MOPSAAOK UX 3anoinHeHus. JKypHanbHas
¢dopma peructpanvy. PeructpaiiioHHO - KOHTPOJIbHAsI KAPTOUKaA.
KOHTpob HCIIOJIHEHUS JOKYMEHTOB.




4| Homenkatypa jen. DKCIepTH3a [eHHOCTH JOKYMEHTOB. XpaHeHHE JOKYMEHTOB.

I[pakTuyeckune 3aHATHS

HanmenoBanue pa6ornl Ne 9: «CocraBiieHne cxeMbl JOKYMEHT0000pOTa B
OpraHu3anum»

HanmenoBanne pa6ornl Ne 10: «Co3nanue perucTpanuoHHoii ¢popmsl ajst
perucTpauuu BXOASAIIUX U UCXOASIIHUX IOKYMEHTOB)»

HanmenoBanue padornl Ne 11: «CocraBiieHue u 0(popMJieHHEe HOMEHKJIATYPbI
e

Tema 4.2.
HNudopmanmonnbie
TEXHOJIOTHH B
AOKYMEHTAIIHOHHOM
od0ecneyeHu
ylpasJieHUs

Coaep:xaHue yuyeOHOr0 mMaTepuajia

1| O6mas xapakTeprcTHKa MPOrPaAaMMHOT0 00eCIeUeHHUSI

2| CrenMani3upoOBaHHbIE TMPOTPaMMHBIE TPOAYKTHl Ui CIyXO yHpaBieHHUs
[IEPCOHAJIOM

IIpakTHYeckue 3aHATHS

HaumenoBanue padornl Nel2: «Ilepenavya nagopmManuu ¢ Hcnoab30BaHueM
CPeACTB TeJIEKOMMYHHM KAL)

HanmenoBanue padornl Ne 13: «CocraBiieHue, opopmiieHne J10KYyMEHTOB €
HCMO0Jb30BAHHEM CPEICTB OPITEXHUKI)

3auer

CamocrosiTesibHasi padora o0y4yarommxcst

[ToaroroBka noknana, pedepara, COOOIIECHUs, TPE3EHTAIIUN

CocraBienue 1 opopmiieHHE JOKYMEHTOB ¢ ucrnoib3oBanuem [1K.

3HavYeHNEe KOMIBIOTEPU3AINHU JOKYMEHT0000poTa yisi paboTtsl ciryx0s1 IOV,

Bcero:

50

JI1 XapaKTepUCTUKH YPOBHS OCBOCHHsI yU€OHOI0 MaTepualia UCIOJIb3YIOTCS CIEAYIOINE 0003HAYCHHUS:
1. — o3HaKOMHTENbHBIHN (Y3HaBaHUE paHee U3yUYEHHBIX 00BEKTOB, CBOMCTB);
2. — penpOAYKTHUBHBIHN (BBITIOTHEHUE JIEITEIFHOCTH 10 00pas3Ily, HHCTPYKIIUH WIH O] PyKOBOJICTBOM)

3. - HpO,Z[yKTHBHLIﬁ (I'IJ'IaHI/IpOBaHI/IC " CaMOCTOATCIIbHOC BBITTOJIHCHUC NCATCIbHOCTH, pCIICHUC Hp06JICMHBIX 32[,[[8.‘-1)




3. YCJIOBUSI PEAJTU3AIIAN PABOYEN ITPOTPAMMBI YUEBHOM
T CHUTILIAHBI

3.1. TpeOoBaHMS K MUHMMAJIBLHOMY MaTepHAJIbLHO-TEXHUYECKOMY 00ecne4YeHn 10
Peanuzanus y4yeOHOW IUCHUIUIMHBI TpeOyeT Haludus y4deOHOro kaOuHeTa
JOKYMEHTAMOHHOE 00eCTIeUeHHE yIIPaBICHUS.
O6GopynoBanne yueOHOro KabuHera:
1. TlocapouyHble MeCTa MO KOJIMYECTBY OOYHArOIIUXCS.
2. PaGouee mecTo mpemnoiaBaTes.
3. MarnuTHas qocka.
4. HabGop Tabaull, cxeM, HarJISAHBIX TOCOOUA.
5. HopmaTuBHO-TIpaBOBBIE aKTHI.
TexHuveckue cpeacTsa 00y4eHus :
1. TlepcoHanbHbIE  KOMIBIOTEPHl  C  JIMIEH3UOHHBIM  MPOTPaAMMHBIM
obecrnieueHuEM U UHPOPMAITMOHHBIMU CITPABOYHO-TTPABOBBIMH CICTEMAaMH.
2. Ilepudepuiinbie YCTPOMCTBA: MYJIbTUMETHHBIN IIPOEKTOD,
WHTEPAKTUBHAs JIOCKAa, TMPUHTEPBI, CKaHephl, Tenedakc, BHEIIHUE
HAKOMUTEIN HA MArHUTHBIX M ONTHUYECKUX JUCKAX.
3. CpenctBa OOJBINIOW W Majoll OpraHU3AMOHHON TEXHUKHU: IIperaep,
OpouIrtopoBajibHasi MalllMHa, KapTOTEYHOE OOOpyJOBaHUE, JaMUHATOP,
CTEIUIep, ABIPOKOJ, HyMEpaTop, Pe3aK, OCHACTKa Uil MeYaTd U JApYyrue
KaHUEISPCKUE NPUHAAJICKHOCTH, PACXOIHBIE MaTEPHUAIIbI.

3.2. UudopmanuonHoe odecnevyeHne o0yueHust

IlepeyeHb peKOMEHA0BAHHBIX Y4eOHbIX U3/IaHUI, HHTEPHET-PECYPCOB,
JAOMOJTHUTEIbHOI JIUTEPaTYyPhI

OcHOBHbBIE HCTOYHUKH

1. Aoynanaze, 1. I'. JlIokyMeHTallMOHHOE 00ECIICUEHHE YITPABIICHUS TIEPCOHAJIOM :
yueOHuk u npaktukym ais CIIO / JI. I'. A6ynanze, U. b. Beinpsikkuna, B. M.
Macnosa. — M. : FOpaiit, 2018. — 299 c.

I'po3ora, O. C. lenonpousBoacTso : yued. nocoodue ans CIIO / O. C. I'po3oBa. —
M. : FOpaiit, 2018. — 126 c.

2. JlokymentoBeaenue : yaeOHHUK u npaktukym s CI1O / JI. A. loporuna [u ap.]
; mox pen. JI. A. JloponuHoi. — 2-e u3 ., mepepad. u mom. — M. : FOpaiir, 2018. —
309 c.

3. HoponuHa, JI. A. JlokyMeHTallmOHHOE O0eCTieueHre YIpaBiICHUs | yUeOHUK U
npaktukyMm st CITO / JI. A. Joponuna, B. C. Uputukosa. — M. : FOpaiit, 2018.
—-233¢

4. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECIIeUeHUE YIIpaBJICHUS : YUeOHUK U
npaktukyM juist CI1IO / T. A. KazakeBuu, A. W. Tkanuu. — 2-¢ u3., UCTp. U JOI.
— M. : KOpaiit, 2018. — 177 c.



I[OHOJIHPITQJILHLIG HCTOYHHUKHU

1.

bsuir, B. C. JlokymeHTanmoHHoe oOecnieueHue yrpasieHus. FOpuaudeckas
TexHuka : yaeb. mocodue s CIIO / B. C. bant. — 2-e¢ uza., ucnp. u jom. — M. :
FOpaiit, 2018. — 103 c.

Hoponuna, JI. A. Opranuzaius ¥ TEXHOJIOTUS JOKYMEHTAIIMOHHOTO o0ecreueHus
YIOpAaBJICHUS | YYEOHUK M MIPAKTUKYM JIJIs akajgeMudyeckoro Oakanaspuara / JI. A.
Hoponuna, B. C. Uputukosa. — M. : FOpaiit, 2018. — 233 c.

Konpmmkuaa, T. b. [lenoBas kymbrypa : yde6. mocoowe mis CIIO / T. b.
Konpmmkuna, Y. B. Hlyctuna. — 2-e usn., ucnp. u gon. — M. : FOpaiit, 2018. —
163 c.

Konpmmkuaa, T. B. JlenmoBble KOMMyHUKAWH, JOKYMEHTOOOOPOT U
JIETIOTPOU3BOJICTBO : y4ebd. mocobue s mpukiagHoro OakanaBpuara / T. b.
Konermmkuaa, Y. B. Hlyctuna. — 2-¢ usm., ucnp. u gomn. — M. : FOpaiit, 2018. —
163 c.

KysnemoB, WM. H. JlokyMmeHTanoHHOe  oOOeclieYeHUEe  YIMpaBICHUS.
JIoKyMeHTOOOOPOT U ACJIONPOU3BOACTBO : YyueOHUK U npaktukym ais CIIO / .
H. Ky3HnenoB. — 3-e u3f., nepepad. u gom. — M. : FOpaiit, 2018. — 462 c.

HuTepHer pecypcesl

1.
2.

3.

o b

~

WudopmanmonHo - npaBosoii cepsep TAPAHT - http://www.garant.ru
OO1epoccuiickas ceTb paclpoCTpaHEeHHs MpaBoBod HHPopMauuu KoHCyapTaHT
[Troc - http://www.consultant.ru

NudopmanimoHHOE  areHTCTBO MO  SKOHOMHUKE W NPaBOBEACHUIO -
http://www.akdi.ru

3akoHoaarenscTBO Poccuwm - http://www.systema.ru/

KommenTapuu k 3akoHomarensctBy PO - http://www.labex.ru/page/about.html
OO6mumii mopTan mpaBoBO WH(GOPMAIIMKM — HOBOCTH W TIOCIICHUE W3MEHEHUS -
http://www.legis.ru/news/news.asp

MB/] Poccuu - http://www.mvd.ru

[TyreBOIMTENH TIO TIPABOBBIM UCTOUHHKAM B MIHTepHEeTe - WWW.ilrg.com

HOpMaTI’IBHO-HpaBOBLIe AKThI

1.

2.
3.

denepanbHbI KOHCTUTYITMOHHBIA 3aK0H OT 25 mexabps 2000 r. Ne 2-OK3 "O
['ocynapctBennom repoe Poccuiickoii @enepanvn'.

®enepanbHbiii 3akoH 0T 6 anpenst 2011 r. Ne 63-D3 "OO6 snexTpoHHOM noanucu".
®enepanbHbiil 3ak0H 0T 22 okTa0ps 2004 1. Ne 125-®3 "OO apxuBHOM Jieje B
Poccuiickoit @enepanuu'.

®enepanbHbliii 3akoH OoT 2 Masg 2006 r. Ne 59-®3 "O nopsnke paccMoTpeHuUs
oOpainenuii rpaxaan Poccuiickoit deaeparun’.

®enepanbubiii 3akoH oT 27 wmronst 2006 1. Ne 149-03 "OO6 wunbpopmanuw,
MH(GOPMAIIMOHHBIX TEXHOJIOTHX U O 3a1uTe nHpopmanmn'.

®enepanbubiii 3akoH OoT 27 wmions 2006 r. Ne 152-®3 "O mnepcoHambHBIX
TAHHBIX'".


http://www.garant.ru/
http://www.consultant.ru/
http://www.akdi.ru/
http://www.systema.ru/
http://www.labex.ru/page/about.html
http://www.legis.ru/news/news.asp
http://www.mvd.ru/
http://www.ilrg.com/

®enepanbubiii 3akoH 0T 9 despans 2009 r. Ne8-D3 "O6 obecnieuenun nocTyna K
uH(OpPMAIUU O NEATEIbHOCTH FOCYJAapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYIIpaBJICHUS .

[TocranoBnenue [IpaButennscTBa Poccuiickoit denepannu ot 27 nexadbps 1995 r.
Nel268 "OO6 ynopsiAOYEeHUH U3TOTOBIICHUS, WCIOJIb30BAHUS, XPAHCHUS W
YHUYTOXEHUSI TevyaTed U OJaHKOB C BOCHpou3BeAeHHeM [ocyaapcTBEHHOTO
rep6a Poccuiickoit denepanyn".

[Tpuka3 MunuctepctBa KynbTypsl Poccuiickoit @enepanuu ot 25 aBrycra 2010
r. No558 "OO yrBepxkaenun "llepedHs TUIOBBIX YHPaBICHYECKHX apXHUBHBIX
JOKYMEHTOB, O0pa3yroUMxcsi B MPOLECCE IEATEIbHOCTH TIOCYIapCTBEHHBIX
OpraHoOB, OPraHOB MECTHOT'O CaMOYINPAaBJIECHUS W OpraHU3aluid, C yKa3aHUEM
CpPOKOB XpaHeHus" (3apeructpupoaHo B Muntocte Poccuu 8 centsops 2010 r.,
Ne18380).

10.'OCT P 7.0.97-2016 "Cucrtema crannapToB 1o uHdopmaiuu, Ou6IMoTeYHOMY U

u3aTeabckoMy Jeny. OpraHu3aldoOHHO-pACIOpSIAUTENbHAS — JTOKYMEHTAIIUS.
TpeGoBanuss k O(QOpPMICHHIO JIOKYMEHTOB", YTBEpPXKICHHBIM MPHUKA30M
Poccranaapra ot 8 gexadps 2016 r. No2004-cr.



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUTLIAHBI

KoHTposIb M OLEHKa pe3yJbTaTOB OCBOEHUS IUCUMUILIMHBI OCYIIECTBIISIETCS
IpernoaaBaTesieM B Mpolecce MPOBEACHUS MPAKTHUECKUX 3aHATUN U J1a00paTOPHBIX
paboT, TECTUpPOBaHMS, a TAKXKE BBINOJHEHUS OOYYAIOIIMMHUCS WHAWUBUIAYAJIbHBIX

3aJJaHU, POEKTOB W UCCIICIOBAHUMN.

Pe3yabTaTnl 00y4yeHust Koawl @DopMbI U METObI KOHTPOJISI U
(ocBOEHHBbIE YMEHHSI, YCBOECHHbIE (popMupyempbIx OLIEHKH Pe3yJIbTATOB 00y4YeHUsI
3HAHHUA) npo¢eccHOHATbHBIX
H 00IIMX
KOMIIeTeHIii
1 2 3

3Hanus:
noHsTHE, 1enu, 3aaaun u npuHunel | OK 1; OK 2; OK Ne; | Tekymuii KOHTPOJIb 3HAHUH.
JIeTIOTPOU3BO/JICTBA; OK 4; OK 5; OK 6; | Pe3ynapTaT TECTUpPOBAHHUS.

OCHOBHBIC TTOHSTHS
JOKYMEHTAIITMOHHOTO 00eCTIeueHHsI
yIpaBJICHUS;

CHCTEMBI JOKYMEHTAI[HOHHOTO
o0ecrieyeHUs yIpaBIICHUS;
KJIacCU(UKAIUIO JIOKYyMEHTOB;
TpeOOBaHUS K COCTABICHUIO
0(hOPMIICHUIO TOKYMEHTOB;
OpraHu3aluIo TOKyMEHTo00OopoTa:!
npueM, o0paboTka, perucTparus,
KOHTPOJIb, XpaHEHHE TOKYMEHTOB,
HOMEHKJIaTypa Jie

OK 7; OK 8; OK 9;
I1IK 2.5
[1K 4.4-4.5

[TpoBepka TpaBUIIBHOCTH
BBITIOJTHEHUS PAKTUYCCKOM
paboTHI.

CBOEBpEMEHHOE BBINIOJIHEHUE
CaMOCTOSITENIbHOI paboThI,
IPOBEPKa PEe3yJIbTaTOB PabOTHI C
Ipe3eHTaluel WIN T0KIaJ0B.

YMmenus:

0hOpMIIATH TOKYMEHTAIHIO B
COOTBETCTBUH C HOPMATHBHOM
0a30ii, B T. 4. UCTIOIB3YS
UH()OPMAIIMOHHBIE TEXHOJIOTHH;
OCYIIECTBIISATH AaBTOMATH3AIIUIO0
00pabOTKH JOKYMEHTOB
YHUQPHUIUPOBATH CHCTEMBI
JOKYMEHTALIUH;

OCYIIECTBIIATh XPaHEHUE U TIOUCK
JOKYMEHTOB;

OCYIIECTBIISATH ABTOMATH3AIIH IO
00pabOTKH JOKYMEHTOB;
UCIIOJIb30BATh

TEJIEKOMM yHUKAIIHOHHBIE
TEXHOJIOTUH B JICKTPOHHOM
JIOKyMEHTOO000pOTE;

OK 1; OK 2; OK Ne;
OK 4; OK 5; OK 6;
OK 7; OK 8; OK9;
IIK 2.5

1K 4.4-4.5

Pesynprar TecTupoBaHus.
ITpoBepka mpaBUIBHOCTH
BBITTOJTHEHUS TPAKTHYECKON
paboTHI.

DKcrepTHOE HAOI0IEHUE 32
JEHCTBUSAMHU 00yYarOIINXCS.

BKCHepTHaﬂ OLCHKA BBIITOJIHCHU S
MPAKTUYECKHUX PadoT,
VHIUBUYAJIbHBIX 3aJJaHUH,
JTOKJTaIOB.

DKCrepTHOE HAOIIOIEHUE U
OIICHKA BBITTOJIHEHHUSI COOOIIEHUH,
JTOKJTaJIOB, OTBETHI Ha
KOHTPOJIbHBIE BOTIPOCHI.

AHanm3 BbICKa3bIBaHHH,
apryMEHTOB OOYYAIOIINXCS MPU
MIPOBEACHUU JTUCKYCCHH.




