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1. OBIIASI XAPAKTEPUCTUKA PABOYEN NPOT'PAMMBbI YYEBHOI
JUCIHHUIIVIMHBI «OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. Ob6sacTh NPpUMeHEeHHUs TPOTPaAMMBI

PaGouass mporpamma y4yeOHOW ITUCHUIUIMHBI SBISETCS YacCThIO TPOTPAMMBI  MMOJATOTOBKH
crienuanuctoB cpenHero 3BeHa B coorBercTBUUM ¢ PI'OC mo cnenmansHoctn CIIO 38.02.01
«OKOHOMHKA M OYXTaNTePCKHH Y9eT», YTBEPKJACHHOTO MPHKa3oM MUHHUCTEpCTBA 00pa3oBaHUs U
Hayku Poccuiickoit ®enepannu ot «5» dpepans 2018 r. N 69.

Vuebnas mucuuruimaa OIL.06 «JlokymeHTallmoOHHOE OOECTeUeHHE YIpPaBICHHUS» O0CCICUHBACT
dbopMupoBaHue nMpoQeccHOHANBHBIX U O0IINX KOMIETEHIUH 1Mo BceM BuAaM aesrerabHoctd OI'OC
no crneruanbHocTh 38.02.01 «DKOHOMUKA U OyXTaITEPCKHUM yUeT».

1.1.1. IlepeyeHb 00IIMX KOMIETEHIIUIA

OK 01. [ToHnMaTh CyIHOCTb M COLMAIBHYIO 3HAUNMOCTh CBOEH Oyymieil mpodeccuu, IposiBIATh K
HEl yCTOWYMBBIN UHTEPEC.

OK 02. Opranu3oBbIBaTh COOCTBEHHYIO AEATENbHOCTb, BHIOMPATh THIIOBBIE METOIBI U CIOCOOBI
BBITTOJIHEHHSI TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATH UX 3(P(PEKTUBHOCTH U KaYECTBO.

OK 03. Ilpynumarb pemieHHs B CTaHOAPTHBIX M HECTAHAAPTHBIX CHUTyalMsIX W HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 04. OcymecTBIATh NIOUCK U UCIOJIb30BaHUE MH(OpMAIK, HE0OX0AUMOM 1 3((HEeKTUBHOTO
BBITTOJIHEHHSI TPO(ECCHOHANIBHBIX 3a/1a4, TPOPECCHOHATBHOTO W JMYHOCTHOTO Pa3BHUTHSI.

OK 05. Hcnonb3oBaTh MHGOPMALIMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOIMU B MPO(ECCHOHAIBHON
JESTEIIbHOCTH.

OK. 08. CaMocTosTENnbHO ONpeneNiiaTh 3aJaud MpPOPEecCHOHATBHOTO M JIMYHOCTHOIO Pa3BUTHA,
3aHMMATHCA CaMOOOPAa30BAHUEM, OCO3HAHHO IJIAHUPOBATh MOBBIIICHUE KBAIU(UKALIUH.

OK 09. OpueHTHpOBaTbCS B YCIOBUSAX TOCTOSIHHOTO U3MEHEHHSI TPAaBOBOM Oa3bl.

1.1.2. Ilepeuyenn npodeccHoOHATBbHBIX KOMIIETEH M

I[IK 1.1. OcymecTBisaTh MpohecCHOHATFHOE TOJKOBAaHHE HOPMATHUBHBIX IPABOBBIX AKTOB IS
peanu3alum pas rpax/iaH B chepe NIEHCUOHHOTO 00ECIIeYeHUs U COLMAIBHOM 3alUThI.

[IK 1.2. OcymecTBiATs IpUeM TpakAaH MO BONPOCAM MEHCHOHHOTO OOECIEYeHUs U COLUAIbHON
3alIUTBHI.

IIK 1.3. PaccMaTpuBaTh makeT NOKyMEHTOB JJisi Ha3HAUCHUsS MEHCHUN, MOCOOWH, KOMIICHCAIIHUA,
JIpyTUX BBIIUIAT, a TaKXK€ MEp COLMAIbHOM MOAJIEPKKU OTAEIbHBIM KaTE€ropHusM TIpaxk[aH,
HY’KJAIOLIMMCS B COLMAIBHOM 3aIlUTE.

[IK 1.4. OcymecTBiarh yCTaHOBJICHHE (HAa3HAUCHHME, TEpepacyeT, IMepPeBOj), WHACKCAIHUIO H
KOPPEKTHPOBKY IEHCH, Ha3Hau€HHE MMOCOOMH, KOMIIEHCAIM W APYTUX COLMAIBHBIX BBIIJIAT,
UCTIONb3Ysl HUHPOPMALMOHHO-KOMIIBIOTEPHBIE TEXHOIOTHUU.

I[IK 1.6. KoHcynpTupoBaTh TpakgaH W IPEACTABUTEIEH IOPUAMYECKUX JIMII IIO BOIPOCAM
IIEHCHOHHOTO 00€CIeUYeHHs U COLUAIBbHOM 3alUTHI.

1.2. Mecto y4eOHOH [AWCUMIUIMHBI B CTPYKType OCHOBHOW TmpodeccHoHAIbHOMI
00pa3oBaTe/IbHOW MPOrPaMMbI

B cTpykType ocHOBHOI TpodecCHoHAIbHONW 00pa30BaTeILHON MporpaMMbl ydeOHast JUCIUIUIMHA
OI1.06 «/lokymeHTanmoHHOE 0OecreueHre ynpaBIeHUs» BXOAUT B 00IIENPpOoheCCHOHATBHBIN TUKII.

1.3. Heab 1 32124 TUCHUILVIMHBI — TPEOOBAHUS K Pe3yJibTaTaM OCBOEHMS JUCHMILIUHBI

B pe3ynbraTe u3yueHus: AUCUUILINHBI CTYIEHT JTOJIKEH:

yMeTb:

-0hopMIIATH JOKYMEHTAIlMI0 B COOTBETCTBUU C HOPMATUBHOW 0a30if, B TOM YHUCIIE HCIIOJIb3YS
UH(POPMALIMOHHBIE TEXHOJIOTHH;

-OCYIIECTBIISITH aBTOMATHU3AITHIO0 00pa0OTKH JOKYMEHTOB;



-YHU(ULIMPOBATH CUCTEMBI JOKYMEHTALUH;

-OCYIIECTBISATh XPaHCHHE U MIOMCK IOKYMEHTOB;

-OCYyIIECTBIATH ABTOMATH3AINI0 00paOOTKH JOKYMEHTOB;

-HCIIOJIb30BaTh TEJIEKOMMYHHUKAIMOHHBIC TEXHOJIOTUHU B 3JICKTPOHHOM JJOKYMEHTOOOOPOTE;
3HATB!

-TIOHSITHE, 1IeJTH, 33]]a41 W IPUHIUIIBI IeTIONPOU3BOJICTRA,

-OCHOBHBLIC IMOHATHA JOKYMCHTALITUOHHOI'O obecrieueHust YHOPpaBJICHUA,

-CHCTEMBI JIOKYMEHTAIIMOHHOTO 00CCIICYCHHUS YITPABIICHHSI,

-KJ1acCU(UKAINIO IOKYMEHTOB;

-TpeOOBaHMS K COCTABJICHUIO U 0()OPMIICHUIO IOKYMEHTOB;

-OpraHu3aIxio JOKYMEHTO000pOTa!

-npueM, 00paboTKy, PETUCTPAIIMIO, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JEII.



2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIIUILINUHBI «OIL06
JOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»
2.1. O0beM yueOHOI JMCHUIIIMHBI M BUABI Y4e0HO# padoThI

Buj yueOHoii padoThl O0bem yacoB

MaxkcumaibHas yueOHasi Harpy3ka (Bcero) 32
Oo0s3aTesabHast ayIUTOPHAs yueOHasi HATPy3Ka (Bcero) 32

B TOM YHCJIIE:

JIEKIIUOHHBIE 3aHSATHUS 22
CEMUHAPCKUE 3aHATUS -
IIPaKTUYECKUE 3aHATUSA 10
Camocmosmenvnas paboma’ -

IIpomexyTounas arrectauus B gopme 3auera

! Camocmosmenvnas paGoma 6 pamxax o6pazosamenshoti nPoPamMmbl NIAHUPYEMCs 06PAZ06AMENbHON Opeanu3ayuell
¢ coomsemcmeuu ¢ mpebosanusmu PIOC CIIO 6 npedenax obvema yueOHOU OUCYUNIUHBL 8 KOIUHECmEe Ydcos,
HEobX00UMOM Ol GLINONHEHUs.  3A0AHULl  CAMOCMOSIMENbHOU  pabomel  00YHarOWUXCs,  NPeOyCMOMPEHHbIX
MEMAMU4ecKUM NIAHOM U COOEPAHCAHUEM YUEOHOU OUCYUNTUHDL.




2.2. TemaTu4eckuii IUVIaH U coep:KaHue Y4eOHOI I CUMILINHBI

HaumeHoBaHue Coaepxanue yueOHOro Mmareprana u opMbl OpraHu3anMu JesiTeIbHOCTH o0y4yarmuxcsa |{Oobem B| Koabl komnerennmi,
pa3aesioB M TeM yacax (¢popmupoBanuro
KOTOPBIX
crmoco0cTByeT
3JIeMEeHT NMPOrpaMMbl
1 2 3 4
TEMA 1. Coaepsxkanue y4eOHOro MaTepuaJia 2 OK.02 OK.04 OK 05
COAEPKAHUME U |1 [[Ipenmer, conepxanue u 3agaun JIOY.
OCHOBHBIE 2 | MecTo 1 poJib TOKYMEHTOB B YIPABJICHHH HA COBPEMEHHOM JTarle.
3AJIAYA 3 |Knaccudukanus 10KyMEHTOB.
COBPEMEHHOTI'O [[IpakTtuyeckne 3ansiTus 1
A0y [pakTuyeckoe 3ansTue Ne 1
- [lonsTie «uHMDOPMAIII» U «TOKYMEHT». [lenonpon3BoaAcTBO B COBpeMEeHHON Poccuu: 0cOOCHHOCTH U
OCHOBHBIC PCTIIAMCHTHI.
- [TogrotoButh noknansl: «llems u 3agaun penonpousBocTBay, «OcodenHocts JIOY B Bamei
npodeccuny.
TEMA 2. Coaep:xkanue y4eOHOr0o MaTepuaJia 2 OK 03 OK 07
NCTOPUYECKHUE |1 |[lenonpou3BOACTBO B ApeBHEPYCCKOM rocynapctse X-XV BB.
ITAIIbI 2 [[pukasHoe penonponssoiactso XV-XVII Ba.
AEJOMPOU3BOACT 3 Komnexckoe nenonpon3Boactso X VII-XIX Bs.
BA 4 Munucrtepckoe aenornpon3BoiactBo XIX — nagama XX BB.
5 |CoBerckoe nenonpon3BojactBo B 1917-1991 rr.
6 |CoBpemeHHbIN nepros ¢ 1991 r. — no Hacrosiiee Bpems.
I[IpakTH4yeckue 3aHATHS 1
[IpakTuyeckoe 3anaTue Ne 2
- IlepBeiii cBox 3akoHOB B JlpeBHeln Pycu «Pycckas npaBna». «l'eHepasbHBIN peEriiaMeHT»
METPOBCKUX KOJUIETUH.
- [loaroroButs noknansl: «Bo3HukHoBeHue YenoOuTHOro npukaszay, «lcTopusi KOMIbIOTEPHBIX
cucteM JIOVY», «Wcropus co3maHus NUIIYIIMX MamuHOK», «llosBneHue ¢oToanmaparoB U
(OTOAOKYMEHTOB.
TEMA 3. Coaep:kanue y4eOHOTr0 MaTepuaJia 2 OK 01 OK 05
HOPMATHUBHO- |1 ‘COCTaB HOPMATHBHO—METOJIMYECKON 0a3bl NETONPOU3BOJCTBA. 3aKOHOAATENbCTBO PD B




METOINUYECKASA 00J1aCTH JJOKYMEHTAITMOHHOTO 00ECTICUCHHUSI.
BA3A 10Y 2 [['ocygapcTBEHHBIE CTAaHAAPTHI HA JOKYMEHTALMIO.
3 |VHubunupoBaHHbIe CUCTEMBI TOKyMeHTanH. OOMEpoCCHiiCKre KiIacCH(PUKATOPhl TEXHUKOA
HKOHOMHYECKOW U COIMATIBHON MH(OPMAITIH.
4 [[ocynapcTBeHHas cucrtema JOYVY. HopMmaruBHo-MeToqnueckue JIOKYMEHTBHI,
€TrJIaMEHTUPYIOIINE ISATENIbHOCTh cIyk0b1 JIOVY.
[MpakTHYyecKue 3aHATHS
IIpakTH4eckoe 3ansaTHE Ne 3
- M3yuenne HopMaTHBHBIX TokyMeHTOB 1o JIOY. Knaccudukanus JOKyMEHTOB MO 3a/aHHBIM|
[IPU3HAKAM.
- CTangapTsl  Ha  YOpPaBJICHYECKYIO  JOKyMEHTauuio.  locymapcTBeHHass  CHCTEMa|
JOKYMEHTALMOHHOTO 00ECTIeUueH sl yIIpaBJICHUsI.
TEMA 4. Coaepskanue y4eOHOIo MaTepuaJia OK.04 OK 05 OK 03
OCHOBHBIE 1 [braHKu TOKYMEHTOB U TPeOOBAHMSI K HUM. OK 09 IIK.1.1- TIK 3.1.
TPEBOBAHUA K | 2 |Crpykrypa nokymenTa. Tpebosanus k odopmiiennto gokymentos o I'OCT P 7.0.97-2016. IIK 3.2. 1IK 4.4. TIK
COCTABJIEHUIO U [[MpakTnueckue 3anaTHS 4.3.
O®OPMJIEHUIO  [[MpakTuueckoe 3ansitue Ne 4
AOKYMEHTA - Pa30op Bu10B 0J1aHKOB U 3aKpEIUIEHUE UX PEKBU3UTOB.
- Cpasautenbnblii a"amuz ['OCT P 6.30-2003 u I'OCT P 7.0.97-2016: xapakTepuUCTHKHY|
HOBIIIECTB.
- CocTaBiieHHE pa3IMYHbIX BUAOB OJAHKOB I MHIMBUAYAJIBHO 33JaHHBIX IPEANPUITHH.
TEMA S. Coaepskanue y4eOHOIro MaTepuajia OK.04 OK 05 TIK.1.3
CUCTEMBI 1 |Cuctema OpraHu3allMuOHHOMN TOKYMEHTAIIHUH. OK 09 T1IK.2.2 TIK 3.1.
JOKYMEHTAIIMM 2 |Cucrema pacnopsauTelbHOM JOKYMEHTALMH. IK3.2.1IK 4.2
3 |Cucrema nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAITHH.
IIpakTHYecKHe 3aHATHA
IIpakTH4eckoe 3ansaTHe Ne 5
Pa30op 1 cocTaBieHUE pa3IHMYHBIX BUJOB JOKYMEHTOB, 3aKPEIUICHUE UX PEKBU3UTOB.
TEMA 6. Coaepsxkanue y4eOHOro MaTepuaJia OK.02 OK.08
JOKYMEHTAIMSA |1 [[lonsTHe ¥ BUJIBI TOKYMEHTOB IO JUYHOMY COCTABY.
IO TPYAOBBIM 2 [[TopsoK BeieHHs TPYIOBBIX KHUKEK.
OTHOWEHUWSIM  [IpakTuueckune 3ansTus




IIpakTH4eckoe 3ansaTHE Ne 6

CocTaBUTh pe3toMe, aBToOnorpaduio, XapakTepuCcTUKy U Ap.

- IloarotoButh AOKIAABL: «DJIEKTPOHHAS TPYIOBas KHIDKKA: OCOOCHHOCTH OQOPMIICHHS U
BefeHUs», «Kakue IUTIOCBI M MHUHYCHI Iepexoja Ha 3JEKTPOHHBIE TPYAOBBIE KHHKKN,
«OCHOBHBIE BHUBI PE3IOMEY.

TEMA 7. Coaepsxkanue y4eOHOIr0o MaTepuaJia OK 03 OK.04 OK 05
CTPYKTYPA 1 ['paMOTHOE IOCTPOEHHE AEI0BOI KOPPECTIOHACHIINH. OK 09IIK.1.4 I1K.2.1
AEJIOBOT'O 2 |OGImast CTPYKTypa M PEKBH3HUTHI JIEJ0BOTO MTUCHMA. IIK 3.1. IIK 3.2.

IMUCbMA U EI'O 3 [Knaccudukauuss J€NOBBIX MHMCEM 10 TEMATHYECKOMY TIIPU3HAKY M OCOOEHHOCTH
PEKBU3UTHI 0 OpMIICHHS.
IIpakTH4yecKkue 3aHATUSA
IIpakTH4eckoe 3ansaTue Ne 7
- CocraBiieHHE CITy)KEOHBIX TTHCEM IO 33JaHHBIM PEKBH3HTAM.
- [loAroTOBHUTH MpE3eHTANWIO W JOKIAA Ha Temy: «DIEKTPOHHBIH JOKYMEHTOOOOPOT H €ro
NpOrpaMMHOE 00eCTICUCHHE)
TEMA 8. Conep:xaHue y4eOHOro MaTepuaJia OK.02 OK 07 OK.08
OPTAHM3AIUA |1 |CocraB u yueT 00bEMa JOKYMEHTOO0OPOTA OpraHHU3aIlHH. OK 09 IIK.1.1 I1K.2.2
PABOTBI C 2 [opsimok mMpoXOoXKACHUS! BXOASIINX, UICXOSIINX U BHYTPEHHUX JIOKYMEHTOB. [IK.2.3
JOKYMEHTAMM 3 [KoHTpOIIb HCHOIHEHUS JOKYMEHTOB.
IIpakTHyecKkue 3aHATHS
IIpakTnueckoe 3ansitue Ne 8
- ncnonb3ysi VIHTepHeT-pecypchl M TNEpUOJMYECKHE W3JaHMS TOATOTOBUTH JIOKJIAJIBL:
«OcoOeHHOCTH paboThl ¢ KOH(UIACHUMAIBHBIMU TOKyMeHTaMm», «Pabota ¢ mHucbMamMu U
oOpameHusIMu rpaxaany», «CoBpeMeHHbIe 0(UCHBIE HH)OPMAMOHHBIC TEXHOJIOTHNY.
TEMA 9. Conep:xaHue y4eOHOro MaTepuaJia OK.04 OK 07 OK 09
MHHOPAJTOK 1 |CocraBiieHre HOMEHKIATYPHI JIEIL. IK.1.3TIK 4.1. TIK
®OPMUPOBAHUME U2  ®opmuposanue 1 0popMIIEHHE JIET. 4.3.
XPAHEHUA EJI 3 [Moaroroska u mepeada JOKYMEHTOB Ha apXMBHOE XPaHEHHE.

IIpakTHyecKue 3aHATHS

IIpakTH4eckoe 3ansaTHE Ne 9

- ucnoab3ysd MHTepHeT-pecypcsl W INEpUOAMYECKHE W3JaHUSA IMOAIOTOBHUTH  JOKJIAJBL:
«McTopust pa3BUTUS apXUBHOIO JieNa», «IJKCIEpPTU3a LIEHHOCTH JOKYMEHTOB, METOJUKa €&
IMPOBCACHUS, ((PGKOMGHI[aIII/II/I 110 HpaBHHBHOﬁ OpraHu3alr apXUBHOI'O0 ACJIa B KOMIIAHHWU WUJIN

YUPEKIACHUNY.




TEMA 10. Conep:xanue yueOHOro MaTepuaJia 2 OK 01 OK.02 OK.04
KOMIIBIOTEPHBIE || |[HopMaTHBHBIC JOKYMEHTBI, 3aKPEILISIOIINE IEKTPOHHOE AEIOIPOU3BOJICTBO. OK 09 IIK.1.2 TIK.2.3
TEXHOJIOTUMU B 2 |Odopmienue u paboTa ¢ JOKYMEHTOM.
A0Y
I[IpakTH4yeckue 3aHATUSA 1
I[IpakTnueckoe 3ansitue Ne 10
- CocraBiieHue pa3inuHbIX BUI0B 10KyMeHTOB Ha [IK B MS WORD, BriBeicHHE X HA MI€4aTh.
- Co31aHne JOKYMEHTA MPY OMOIIIH JIeKTpoHHOM Tabnuiel Excel.
IIpome:xxyTo4yHas aTTecTanus B popMe 3a4era
Hroro 32

10




3. YCJIOBUS PEAJIM3ALIMU YYEBHOM JIUCHUILJIUHBI «OI1.06
JOKYMEHTAIIMOHHOE OBECIHEYEHUE YIIPABJIEHUS»

3.1. lna peanu3anuM NporpaMMsbl y4eOHOH AMCHUIUIMHBI J0JKHbI ObITh NPeIyCMOTPEHbI
cjeayionme cnenuajbHble MOMeleHus :
Kabuner ConnanbHO-5KOHOMUYECKUX IMCUHUIUIMH, OCHALICHHBIA CIEAYIOUIMM 00OpYIOBaHHUEM H
TEXHUYECKUMU CPECTBAMH 00yUEHUS:
- pabodee MecTO MPero1aBaTes;
- MOCaI0YHBIE MECTa 00yJarOIUXCs (110 KOIUYECTBY 00yHaIOIINXCs);
- yueOHbIe HarJISAHbBIE TOCOOHS (TaONHUIIBI, TUIAKATHI);
- TeMaTUYEeCKHE MANKU IUAAKTUYECKIX MaTepHasIoB;
-KOMIUIEKT y4eOHO-METOINIYECKOI TOKYMEHTAIINH;
-KOMIUIEKT y4eOHUKOB (Y4eOHBIX TOCOOMIT) IO KOJTHUECTBY O0YUaIOIIHXCS.
3.2. UudopmanuoHHOe o0ecnedeHne peaJn3aluu NPporpaMmbl
Jns peanuszanuu nmporpaMmbl OMOINOTEUHbIN (oHA 00pa3oBaTeabHON OpraHU3alMy JOHKEH UMETh
NIeYaTHBIE W/WJIH AJIEKTPOHHBIE 00pa3oBaTeIbHbIE U WHPOPMAIIMOHHBIE PECYPCHI, PEKOMEH Ty EMbIX
JUIsL UCTIOJIb30BaHUs B 00pa30BaTeIbHOM IpoLecce
3.2.1. lleyaTHble U3AaHUA
1. Anekceea, T. B. JlokymeHTanmoHHoe oOecrnieueHue ynpaBieHus [TekcT] : yuyeOHUK amis
CTYACHTOB YUpEeXIeHHI cpemHero npodeccruoHanpHoro obpasosanusi / T. B. Anekceepa, O. A.
CrpaxoB. — Mocksa: M3narensckuii nom YHusepcurera "Cuneprusa”, 2020. — 132 c. : uin.
2. beikoBa T. A., Kysnemoa T. B., Cankuna JI. B. [loxkymeHTanmoHHoe oOecrieueHue
ynpasnenus. Jlenonpoussoactso. M.: Madpa-M, 2018. 304 c.
3. Kazanues C. f. MenomnpousBoactBo u pexkum cekpetHoctu. (CIIO). Yuebnuk. M.:
FOcTumus, 2021.
4. Kyrymega, T. B. JlokymeHTanimoHHoe obecrieueHue yrpasieHus [ Tekct]: yueOHOe mocooue
/' T. B. Kyrymea. — PocroB-nHa-Jlony: ®enukc, 2020. — 383 c. — (Cpeanee npogeccruoHallbHOE
oOpa3oBaHue).

5. Kysnenor M. H. JlokymeHTanmmoHHoe oOecrieueHue ymnpaBieHus. JOKyMeHTOoOOpoT u
nenonpou3BocTBo. M.: FOpaiit, 2020. 463 c.
6. [Tmenko A.B. JlokymeHTanmoHHOe oOecleueHrne YMpaBlICHHUs: YYEOHHK I CTYI.

yupexaeHuit cpea. npod. oopazosanus. — M.: Akanemus, 2017. — 224 c.

3.2.2. DneKTpOHHbIe N31aHUS (3J1eKTPOHHbIE PECYPChI)

1. www.aup.ru - aIMUHICTPaTUBHO-YTIPaBICHUYECKUN TOPTaI (TIOTHOTEKCTOBBIE 0a3bl)

2. www.consultant.ru - CripaBounas npaBoBas cuctema «KoncynpranT [Lmrocy

3. www.garant.ru - CnpaBo4Has npaBoBas cucreMa «l apanr»

4. TOCT P 7.0.97-2016 «Cucrema cranmaptoB 10 wuHPOpMaIMK, OHOIUOTEUHOMY U
u3garenabckoMy gaeny. OpraHu3allMOHHO-paclopsauTeNnbHass JOKyMeHTanus. TpeOoBaHus K
0hOpMIICHHIO JIOKYMEHTOB» [DneKTpOHHBIN pecypc]. - URL:
http://www.consultant.ru/document/cons_doc LAW 216461

3.2.3. lonoJTHUTEIbHbI€ HCTOYHUKHU

1. NBanosa A.1O., IllyBanosa H.H. OcHOBBI 1e10npon3BoICTBa. YUeOHUK U MPAKTUKYM / OTB.
pen. llysanosa H.H. M.: FOpaiit. 2017. 376 c.

2. IToxxnukoBa, H.M. Ilpaktukym no mnpeamery "JIOKyMEHTBI, KOPpPECHOHIEHLMUS W
nenonpou3BoicTBO": YuedHnoe nocodoue / H.M. Iloxxuukosa. - M.: Academia, 2019. - 208 c.

3. Paxmanun, JI. B. CtunucTtuka 1en0oBoi peud U peJakTHPOBAHUE CITY)KEOHBIX JOKYMEHTOB
[Texcr] : yuebHoe mocobme / JI. B. Paxmanun. — 3-e u3manue, crepeoturnHoe. — MoOCKBa:
OJIMHTA, 2019. — 256 c¢. — (CTunucTudeckoe Hacleaue).

4. Poroxxun M. 0. Tunuynsie ommoOKH KaapoBOTo neiaonpousBoscTsa. M.: FOpaiit, 2021. 160
c.

5. Hemenkona, C. U. Ucropus apxuBoB Poccuu ¢ apeBHEWMX BpeMeH 10 Haydana XX Beka
[Tekct] : yuebnoe mocobue / C. U. Illemenkona; mon penakiueit JI. H. Masyp. — 2-e uznanue,
crepeotunHoe. — Mocksa : @®JIMHTA, 2017. — 155 c.
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHHMS YYEBHOM JIUCHUIJIUHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

Pe3yabTaTsl 00yueHusi (0CBOCHHbBIE
YMeHHs, YCBOCHHbIE 3HAHMA)

Kpurtepun onenku

(I)OpMI)I H METObI
KOHTPOJIA U OCHKH

0(OPMIICHUIO TOKYMEHTOB;
-OpraHHU3aIrIo JOKyMEHTO000pOTa:
-mpueM,  00pabOTKy,  PETUCTpAIHIo,
KOHTPOJIb,  XpaHCHHE  JIOKyMEHTOB,

HOMEHKJIATYpy JIe.

pe3yJIbTaToB
00y4yeHust
B  pesymbraTe  OCBOCHHS — y4eOHOM3auTEHO» - TeopeTnyeckoe/ [ eKyIuii KOHTPOJIb:
IMUCHUTUTMHBL  O0yYalOMMKACS  JTOJKEHCOACPKAHNE Kypca OCBOEHO;[TPOBEACHUE
YMETh: HEOOXOIUMBIE YMEHHS pPabOTHl CIUCHBMEHHOTO/YCTHOTO
o opMIIATE JIOKYMEHTAIIUIO BOCBOCHHBIM MaTepHUaIoM BOIIPOCA;
COOTBETCTBUU C HOPMATHBHON 0a30ii, BOCHOBHOM c(pOpPMHPOBAHBL;IPOBEACHHC
TOM qHCIIe HCIIO/I3ys{OO BIINHCTBO  TIPEIyCMOTPCHHBIXTECTUPOBAHIIS;
MH(OPMALIMOHHBIE TEXHOIOTHH; nporpaE/IMoﬁ o0yueHHsT y4eOHBIX/OLICHKA pesyJIbTaTon
L OCYILECTBIIATH aBTOMaTH3aIoPaJAHHH  BBIIOIHCHB, HEKOTOPBICCAMOCTOSTEIBHON
06PaGOTKH 10KyMEHTOB; M3 BBIIOJHEHHBIX 3aJaHHi MOryTpaOoThl  (HAamHCAaHUE
yHHGUIHPOBATE crcTempAMETh HE3BHAUHUTENbHbIC OMMOKU.  pedepaToB, —pelIeHHe
OKYMeHTAIHE; 3azad, IIPOEKTHBIE
LOCYIIECTBISTh  XpaHEHHe W moner«HE  3a4TEHO» - TEOPETMYECKOEMCCICIOBAHMS 1 T.1.)
JIOKYMEHTOB; COZep)KaHHE Kypca HE OCBOEHO; 3
ocyTecTRIATS aBTOMaTH3awHIoHCY/IOBIETBOPUTENIBHOE 3HaHHEer0Me>KyTqubm
06PaBOTKH TOKYMEHTOB; OCHOBHBIX TEPMUHOB M IOHATUHKOHTPOJIb:
LHCTIONB30BATh TeIeKOMMYHHUKAIHOHHBIe Y P4 HEOOXOMMMbIE YMEHHA Hep q)opMeV 3ateta
e XHOJIOIHH B 3HeKTpOHHOM(:(1)0pMI/IpOBaHL,I; BBIIIOJIHCHHBIE HHCBI\.’IGHHHH/ YCTHBIM
[OKYMEHTOOBOpOTE; yaeOHbIe 3a/IlaHus COAepKaT TpyOnIePIIPOC; IIPOBEJICHUE
B  pesymbraTe  OCBOCHHS yqe6H01710mn6KH' [CCTHPOBAHHS H T.1L.)
IMUCIUIUTMHBL ~ 00yYalOIMNACS  JI0JKEH
3HATD:
-IOHATUE, 1I€NIM, 3aJa4d M [PUHLUIIBI
NEIOIPOU3BO/ICTBA;
FOCHOBHBIE HIOHSTHS
MOKYMEHTAILIMOHHOTO obecrieueHns
yTIpaBJICHMUSI,
-CHCTEMBI JIOKYMEHTaLlMOHHOT'O
oOecrieueHus yrnpaBiIeHus;
-KJTaccu(UKAIIIO IOKYMEHTOB;
-TpeOOBaHMs K  COCTaBJICHUIO U
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