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1. MACHOPT PABOYEN MPOIr'PAMMBI YYEBHOM JUCHUILINHBI
OIl.12 JOKYMEHTAIOHMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1. Ob6aacTh NpUMEHEHHsI POTrPaAMMBbI
Pabouass mporpamMMa y4eOHOW IUCHUIUIMHBI SIBISETCS YacThIO IMPOTPaAMMbl MOJATOTOBKH
CrienuaaucToB cpennero 3BeHa B cooTBeTcTBUHM ¢ PI'OC mo cmenumansHoctu CIIO 27.02.06
KonTtpons paboTsl H3MEpUTEIBHBIX IPUOOPOB

1.2. MecTo IMCHUILIMHBI B CTPYKTYpe OCHOBHOH mnpodeccnoHaibHOIi o0pa3oBaTelbHOM
NMpPOrpaMMbl: JUCIHUIUIMHA OTHOCUTCS K TPYIIE OOMIENPOPECCHOHATBHOTO ITUKIa BapuaTHBHAS
4acThb

1.3. llesn ¥ 3a1a4M JMCUMILIHHBI — TPEOOBAHMSI K pPe3yJibTaTaM O0CBOEHHS JUCHUIIIHHbBI:

B pe3ynbrate 0CBOCHUS TUCIUIUIMHBI O0YYarOIIUIACS TOJDKEH YMETh!
-0OpMIIATE W TPOBEPATH NPABHIBHOCTE O(QOPMIICHHS JIOKYMEHTAIlMM B COOTBETCTBUH C
YCTaHOBJICHHBIMH TPEOOBAHUSMH, B TOM YHCJIE€ UCTIOIB3Yysl HHPOPMALIMOHHBIE TEXHOJIOTHH;
-OCYILECTBIISATH aBTOMAaTH3UPOBAHHYIO 00pabOTKY JOKYMEHTOB;
-OCYIIECTBIIATh XpPaHEHUE U MTOUCK JOKYMEHTOB;
-HCIIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JOKYMEHTOO0OPOTE;
B pe3ynbrare ocBoeHUS yueOHON NUCIMIUIMHBI O0YYAIOIIUIICS JOKEH 3HATD:
-OCHOBHBIC TIOHSTHS, LEAW, 3aJa4ydl W TPHUHIMIBI JOKYMEHTAIlHOHHOTO OOECIeUeHHs
yIIpaBJICHUS;
-CHUCTEMBI IOKYMEHTAIIMOHHOTO 00ECIICUCHHs YIIPABICHHs, UX aBTOMATH3aLUIO;
-KJacCU(UKAIUIO JOKYMEHTOB;
-Tpe0OBaHMUs K COCTABJICHUIO U O(OPMIICHHIO TOKYMEHTOB,;
-OpraHu3alylo J0KYMEHTO00O0pOTa: mpueMm, o0pabOTKy, perucTpanuio, KOHTPOJb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATypy JIell.
1.4 KoJin4ecTBO YacOB HA OCBOEHHE MPOTPAMMBbI IMCIUILIHHBI:
MaKCUMaJIbHON ydeOHOI Harpy3ku oOyuvatomierocs 51 yacos, B TOM 4yHcCIeE:

00s3aTenbHOM ayIUTOpHOH yueOHOM Harpy3ku oOyyvaromierocst 51 yacos;

CaMOCTOsTeNIbHON paboThl oOyyatomerocs 0 4acos.

2.  CTPYKTYPA M COJAEP)XAHUE YYEBHOM JIJUCHUIJIUHBI
JOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

2.1. O6beM yueOHOI TUCHUNJIMHBI M BUAbI YUe0HOIl padoThI

Bup y4yeoHoii padoThI Oo6vem uacos

MaxkcumanbHas yyeOHas Harpys3ka (Bcero) 51
Oo0s3aTesbHAsI AyIUTOPHAA yyeOHasi HArpy3ka (Bcero) 51
B TOM YHCJIC:

MPAKTUYECKUE 3aHATUS 24

KYPCOBOH IMPOEKT- HE IPEITYCMOTPEH -
CamocrosiTesibHas paboTa o0yuyawierocs (Bcero) 0
B TOM YHCIIE:
HroroBas arrectarus B popme oughghepenyuposanro2o 3auema




2.2. TEMATHYECKHWM IVIAH U COJIEP)KAHUE YUEBHOM U CIHUILIMHBI
OI1.12 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

HaumeHnoBanue pa3ae/ioB
U TeM

Coaep:xanue y4eGHOTro MaTepuaa, JjadopaTopHble padoThl U NPAKTHYECKHE 3aHATHS, CAMOCTOATEIbHAs PadoTa 00y4a IommuXcst

O6bem
4acoB

KoMIIeTe
HIHH

1

2

i

Paznen 1.
O01mas XapaKTePpUCTHKA TIOKYMEHTANMOHHOT0 00ecnevYeHnsl YIpPaBJIeHNs

51

Tema 1.1.
Ienu u 3apauu
J1eJIONPOU3BO/ICTBA

Copn

CpKaHue yqeﬁﬂoro MartrepuaJja

1

JlokyMeHTanMOHHOe o0ecrieueHne yIpaBieHus Kak yueOHas qucuuruinHa. Llenn, 3agaun 1 IpHHIUIEL AENONpou3BocTBa. Mcropus
JeTIONPON3BOJICTBA Kak Hayku. Kparkuii 0030p JMTepaTypbl M HCTOYHHMKOB IO Kypcy. PexkoMeHmanmu 10 oOpraHu3anuu
CaMOCTOSATENIbHOM W BHEayAWTOpDHOW paboThl cCTynaeHTOB. [lOHATHE O KOPPECIOHAEHIMHM M JENONpPOU3BOJACTBE. Polb
JIeTIOTIPOM3BO/ICTBA B OpPraHM3AllMM YIIpaBleHHA mpennpusatueM. Jlormuyeckas CTIpyKTypa AMCLUIUIMHBI, €€ MECTO B CHCTEME
MIOJTOTOBKH CIHELHUATICTa — TOBAPOBEIA-3KCIIEPTa, MEKIpeaMeTHbIE CBI3H. OCHOBHBIC TIOHSTHUS M OTPEICIICHNS AETOIPON3BOICTBA.
WudopmannonHo- cipaBo4HOE 00ecHeUeHNE NPEANIPUSATHS KaK YCIOBHUE €r0 (DyHKIMOHUPOBAHHSI.

OK-01-
09

Tema 1.2.
OcHoOBHbBIE IOHSITHS
JOKYMEHTAIHOHHOT O
obecrnieyeHUs1 yIpaBJIeHHs

Con

ep:kaHHe YUeOHOr0 MaTepuaJia

OCHOBHBIC TIOJIOKEHHSI MO JOKYMCHTHPOBAHHIO  YIIPABICHUYSCKOW JEATENFHOCTH. EnnHas TocymapcTBEHHas CHCTEMa
nemorpousBoactBa  (EI'C  JIOY).KiroueBsle TMOHATHA: JOKYMEHT, TOKYMEHTOOOOPOT, [IEIOTIPOM3BOJACTBO, YHH(DHKAIHS,
CTaHOApTHU3AINs, apXUBHOE JEJI0, PEKBH3WUT, OJaHK, (opMyisp, oprrexHuka. Kimaccmduramus HOKyMeHTOB. BIaHK MOKyMeHTa.
OCHOBHBIE PEKBU3UTHI JOKYMEHTa, UX Kiaccuukanys, npasmia opopmieHns B coorBerctBur ¢ [OCT. ['ocymapcTBeHHas cucremMa
TEXHUYECKOTO TOKYMEHTHPOBAHMUS.

Ilpakmuueckue 3anamusn Nel

1|

Ilpasuna oopmuenus pekeusumos 0OKyMeHmos.

OK-01-
09

Tema 1.3. Cucremnl
JOKYMEeHTAIHH

Copn,

epikaHHe y4eGHOT0 MaTepHaJia

1

YCOP/I- yauduimpoBaHHasi CHCTEMa OpraHH3allMOHHO-PACIOPIIUTEIbHON AoKkymenTanuu: coctas Y COPJI, oOnactu ee
npuMeHeHnsa. OpraHu3aoHHbIE TOKYMEHTHI (Y CTaB OpraHU3aluy, IITaTHOE PACIIUCAHNE, TOJIOKEHHUS, TOJKHOCTHBIE HHCTPYKIIUH),
uX Ha3HaueHue, GopMyIsipbl- 00pasipl. [Ipouenypa cocTaBiaeHus U 0OPMIICHHUS OpPraHU3alHOHHBIX JOKyMeHTOB. O01acTh
MIPUMEHECHHUSI OPTaHU3AI[MOHHBIX JOKYMEHTOB. Vcrnonb30BaHne YHUDHUITMPOBAHHBIX (POPM.

PacnopsimutensHble TOKyMeHTHI. VX Ha3zHaueHHe, cocTaB (yKa3, MpHKa3, paclopsiKeHHe, MOCTaHOBJICHUE, MTOJIOKEHHUE, HHCTPYKITHU),
dopmyssipel- 00pasipl.  IIpomenypa cocrtaBieHus ¥ O(GOPMIICHHS PACIOPSAMTENIBHBIX JAOKYMEHTOB. OONacTh NPUMEHEHUS
pacopsINTENbHBIX IOKYMEHTOB. Mcnonb30Banue yHUQHUIMPOBaHHBIX Gopm

NudopmannoHHO-cIIpaBOYHbIe JOKYMEHTHI. VX Ha3HaueHue, cocTaB( MPOTOKOJI, aKT, JOKIJIaAHAs 3aIiCKa, IPEJIOKEHUE, CIIy)KeOHas
3ammcKa, o0bsicHUTENbHas), GopMyIsipeI-o6pasipl. [Iponeaypa cocraBnenns u opopmiieHnsT HHGOPMAIMOHHO- CIIPABOYHBIX
JoKkyMeHToB. O6sacTh NprMeHeHUsI ”HPOPMaMOHHO-CITPABOYHBIX JIOKYMEHTOB. Vcrosib30Bane yHUPUIIMPOBAHHBIX GopM

[Nepenncka. OOmmas xapakTepUCTHKa CIIy’KeOHOH Teperucky. Pa3HOBUAHOCTH CiTy>KeOHBIX ITHCEM (COPOBOIUTEIIFHOE ITUCHEMO.
[Mucemo-npockba, MHCEMO-3a11poc, MTUCHMO-0TBET, MUCEMO-CO00IIeHre, HH(OpMaLMoHHOE nHchMo. [TruceMo-
npurianieHue).JlokyMeHTHI, TepeaBaeMble 0 KaHalaM CBs3u(Tesierpamma, Tejeke, akcorpamma, tenedonorpamma).lickoBbre
IMChMa.

Ilpakmuueckue 3auamusn No2-5

1 | Opopmnenue 0cHOBHBIX 8U008 OPLAHUZAYUOHHBIX OOKYMEHMOG
2 | Oghopmaenue ocHo8HbIX 81008 PACNOPAOUMENLHBIX OOKYMEHMO8
3 | Oghopmaenue ocHosHbIX 611008 UHPOPMAYUOHHO= CIPABOUHBIX OOKYMEHIMOS

OK-01-
09




4 | Opopmnenue denosoii nepenucku. Ogopmnenue omsvisa. Ogopmnenue uckogozo nucema.Cocmasnenue npemen3uu

Tema 2.1.
Odopmaenne
AOKYMEHTALlMH B
COOTBETCTBHH €
HOpPMAaTHBHOM 0a30ii

Coaep:kanue yueOHOro MaTepuaja

1 | [ousaTHe «1OKyMeHTOO0OPOTa». BUIBI TEXHOIOTHH JIENONTPOU3BOACTBA. [IOHSATHE M MPUHIMIBI OpraHU3aluK JOKYMEHTO000pOTa.
OdopmireHHne TOKYMEHTALUH B COOTBETCTBUY C HOPMaTHBHOMN 0a30i, B TOM YHCIIE C UCIIOIb30BAaHHEM HH(POPMAMOHHBIX
TexHonoruil. OCHOBHBIE MpaBmiia 0OPMIICHH MALIMHOIIMCHBIX TeKCTOB. TpeboBaHus K popMaTHPOBAHHIO TEKCTA. JJOBEpEHHOCTH.
JoroBopa kynnu- npogaxu. KomMepueckue akTol.

2 Opraanzanust TOKyMEHTO00O0poTa: IpreM, 00paboTKa, perucTpanysi, KOHTPOIb, XpaHeHHE JOKYMEHTOB, HOMEHKJIATypa Jell.

OcobenHocTi 06pabOTKH BXOIAIINX U HCXOIAIMUX JOKYyMEeHTOB. CTpyKTypa 0a3 TaHHBIX JOKyMEHTOB. TpeOoBaHMS K 3aTOJIOBKAM
nen. Popmuposanue nen. CucteMaTi3anys JOKyMeHTOB BHYTpH aena. Odopmienue nein. TUIOBBIE CPOKH XpaHEHHS JOKYMEHTOB.

Ilpakmuueckue 3anamus No6-8

1 Ocgopmaenue den, oghopmaenue 8xo0auux u ucxooauux ooxymenmos. Opopmienue dosepeHnocmell.
2 Ogopmaenue MAUUHORUCHBIX MEKCNO8
3 Odghopmnenue 002060pog Kynau- npodagicu. Popmyasp 0ozogopa. Jokymenmayus no mpancnopmuposKe 2py308 u npuemke mosapos.

Tema 2.2.
JoxkymeHTanus no
JIUYHOMY COCTaBY

Coaep:xanue yue0HOro MaTepuaja

1

ITonsTre m cTpyKTypa IepcOHaiNbHBIX HaHHBIX. [IpaBa paboTHmka. [lakeT NOKYMEHTOB MO JHYHOMY cocTaBy. OCHOBHbBIC BHBI
KaapOBOW JOKyMEHTAIlMH: HOPMAaTHBHAs, OPraHM3alMOHHO-TIPABOBAs, NEPCOHANbHAs, JOTOBOPHAS, IJIAHOBAs, PaclOpsIUTENbHAs,
oryerHas. OcoOeHHOCTH PabOTHl C KaJpOBBIMU JOKyMEHTaMH. JJOKyMEHTHpOBaHME TPYIOBBIX IpaBoOTHOIIEHHH. Mcmonabp3oBanne
YHUHULIUPOBAHHBIX (OPM JTOKYMEHTOB IO JIMYHOMY cocTaBy. V3naHue nmpuka3oB o JHYHOMY coctaBy. DopMupoBaHue U BeleHHE
JIMYHBIX Jen. Benenne TpynoBbIX KHIDKEK. JloKyMeHTUpOBaHEe pueMa Ha paboTy. JlokyMeHThI, He0OXOJUMbIE IPHU MpHeMe Ha paboTy
u nipu yBonbHeHHH. TpedoBanusi CMK k nokymenTanuu. Pesrome

Ilpakmuueckue 3anamusn Ne9-10

1

cocmasieHue IUYHoU OOKyMeHmauuu

2

Odhopmaenue oKymenmos npu npueme Ha pabomy u npu Y601bHEeHUU

Tema 2.3.
3ammuTa MHpopMan UK

Conep:xanue yueOHOro MaTepuaja

1

IloHATHS «IEHHOCTh H 0€30MacHOCTh WHMOPMAIMKN», «KOHOHUICHIHAILHOCTEY), «yIrpo3a KOH(PHUIACHIMATBHOCTHY», «3alluTa
uHpopManuny, be30omacHOCTh MEeHHBIX HWHGOPMAIMOHHBIX pecypcoB. lleHHas uHbopMaims W KOH(MUACHIMAIBHBIC JTOKYMEHTHI.
Permamenraiiss coctaBa KOH(HICHIIMATIBHBIX TOKYMEHTOB M CBeIcHHH. J[OKyMEHTHpOBaHHE KOH(MHACHIMAIbHBIX CBEICHHM.
Odopmiienne, oOpaboTKa M XpaHEHHE KOH(DHUICHIMANIBHBIX IOKYyMEeHTOB. KoubumeHiuampbHas  HHPOPMAILUS B ACATCIBHOCTH
TOBapOBeIa-IKCIepTa

Tema 2.4.
TexHoJ0rus
aBTOMATH3MPOBAHHOM
00paboTKU JOKYMEHTALUHU

Coaep:xanue yue0HOro MaTepuaJja

Ilpakmuueckue 3anamusa Nell

1

Aemomamusuposannvie cucmemol oenonpoussoocmea (CI/]), ee cmpyxkmypa, nacmpoiika cucmemst. Q030p COBPEMEHHBIX CPEOCmE
opemexHuKu 0151 nepedauu u nepepabomru ungopmayuu. L{ugpposas noonuce . Inexkmponnas nouma. Cucmemvt ONMUYECKO2O
pacno3znasanus mekcmos. Mcnonv3osanue npagogvix ungopmayuontsix cucmem. Popmuposanue den 6 denonpouzgoocmee. Cpoku
XpaneHust 0oKymenmog 6 apxueax. Ilonsmue 06 sxcnepmuse yennocmu ooxkymernma. Ogopmuerue 00OKyMeHmogs 6
asmomamuzuposannou cucmeme JJOY. Pacnosnasanue 00KyMeHMos.

Opeanusayus 31eKmpoHH020 0oKymenmoobopoma. Ilepedaua ungopmayuu no komnvromepuoim cemsam 6 CI/] (cucmeme
2JIEKIMPOHHO20 OOKYMEHMO00O0pOma)

Tema 2.5.
TexHu4eckue cpeacTna,
HCIO0JIb3yeMble B
J1eJIONPOU3BOJACTBE

Conep:xanue yuedOHOro MaTepuaja

1

[TonsTie «oprrexuukay. KoMmeroTepHbie CpeICTBA OATOTOBKH TOKYMEHTOB. OCHOBHBIE BUBI OPraHU3AIMOHHON TEXHHUKH.
U3zrorosneHne, KOMMPOBaHHUE U TUPAXKUPOBAHUE TOKYMeHTOB. CpeacTBa 00paboTku MokyMeHTOB. [IpaBuiia Ge30macHoON paboThI C
OPIrTEXHUKON

OK-01-
09




Ilpakmuueckue 3anamusa Nel2

2
1 | Uzeomosnenue dokymenmos na opemexnuxe 6 coomsemcmeuu ¢ mpedosanuamu I OCT. Konuposanue dokymenmos. Ilpasuna pabomol
C PA3TUYHBIMU BUOAMU OP2IEXHUKU
2 | IlonroroBka noxkymenranuu Ha [IK-BeInosHEeHHE pa3IMYHBIX BAPHAHTOB 33aJaHUil BhINOTHEHNE TECTOBBIX 3aaHUM 3
Pabora ¢ pa3nuYHBIMH IPOrpaMMaMH 110 0(OPMIICHHUIO JOKYMEHTALUH
KontpoabsHsbie padoTsl 2

Bcero:
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3. YCJIOBUA PEAJIN3AIIMA YYEBHOM U CHUILIVNHBI
JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

3.1. TpeGoBaHusi K MUHUMAJbHOMY MAaTepPHAJbHO-TeXHHYECKOMY 00ecreYeHn 0
Peanusanus yueOHON TUCHUIUTMHBI TpeOyeT HAIM4Ms yueOHOro KaOMHETa JOKYMEHTAI[HOHHOTO
oOecrnieueHusl ynpaBiIeHUs
ObopynoBanue y4eOHOro KaOWHETa: CTOJ NpEroAaBaTess, CTOJNbl YYEHHYECKHE, JI0CKa
MIKOJIbHASA, CTYJbsl yYCHHUYECKHE, paboune MecTa M0 KOJIMYECTBY OOYYarOIIUXCs, KOMIUIEKT
METOJMYECKUX TTOCOOMH JUIS NMPOBEACHUS NPAKTHYECKUX PaOOT, KOMIUIEKTHI JOKYMEHTALUH
TOPTOBBIX OpraHU3aIMi, KOMIUIEKT IUIAaKaToOB «YHHU(UIIMPOBAaHHAS CHCTEMa OpPTraHH3alMOHHO-
pacopsAIUTEIIbHON JOKYMEHTALIUN.

Texnuueckue cpeicTBa OOydeHHUS: TEPCOHAJBHBIA  KOMIBIOTEP C  JIMIICH3MOHHBIM
IIPOrpaMMHBIM OOecrieueHUeM, IPOEKIMOHHBIN 3KpaH, MyJIbTUMEIUIHBIN IPOEKTOp, MPUHTEP
CTpYWHBIN, CKaHEpP, KOMTMPOBAILHOE YCTPOHUCTBO, KOMITBIOTEPHASI TEXHUKA JUTsI 00YJaIOLIIXCS C
HAJIMYMEM JIMLIEH3MOHHOIO0 MPOrpaMMHOI0 obecreueHusi; cepBep; ONOK MUTaHUS; HUCTOYHMK
OecriepeOOMHOrO  MHUTAHWs, HAYIMIHUKA C MHKpodoHOM; 1mdpoBoi  (oToanmapar;
BHJICOKaMePa; KOJIOHKH

3.2. UndopmanuonHoe odecrneyenne o0yueHust
Ilepeyenb pexoMeHAyeMbIX Yy4eOHbIX H31aHuUi, UHTepHeT-pecypcoB, IONOJHHUTEJIbHOM
JINTEPaTyphbl

OcCHOBHbBIE UCTOYHHKHU:
1. Coxono B. C. JlokymeHTannoHHOe oOecrnieueHue ympasiaeHus: yueOHuk/ B. C.
Coxkoi0B.-3-¢ u31.-M.: POPYM, 2018
2. Koncruryuus P®./ M.: IIpocnekt, 2017
3.  ®@enepanpHbiii 3ak0H OoT 20 deBpans 1995 1. Ne 24-®3 «O6 wuHpopMaiuwy,
UHpOpPMATU3aLUK U 3alIUTe HH)OpMAITII

JlononHuTEIbHBIE UCTOYHUKU:

1. ®epepanbubiii KoHcTuTynmoHHbIM 3akoH oT 25 nekalOps 2000 r. Ne 2-OK3 «O
['ocynapctBennom repoe Poccuiickoit deneparinm

2. @enepanbHblii 3akoH oT 27 nmekabps 2002 1. Ne 184 —®D3 « O TexHUYECKOM
pETyJINPOBAHUMY

3.  ®enepanbubiii 3akoH oT 10 sHBaps 2002 1. Ne 1-®3 «O6 >mekTpoHHON HH(PPOBOI
MOJITUCH»

4. ®enepanpHblii 3akoH oT 14 HOs0ps 2002 1. Nel6l —®3 «O rocynapcTBEHHBIX U
MYHUIUTIAIBHBIX YHUTAPHBIX MPEATPUATUIX)

5. 3akoH P® or 23 cenrs0ps 2002 r. Ne 3520 -1 «O ToBapHBIX 3HaKax, 3HaKax
00CITy’)KNUBaHUS] 1 HAUMEHOBAHMS MECT ITPOUCXOKACHUS TOBAPOB»

6. @enepanpublii 3akoH OT 7 wrosst 2003 r. Ne 126-D3 «O cBsizu»

7. VYxa3 [lpesunenta P® ot 30 nHostOpst 1995 r. Ne 1203 «OO6 yTBep>KAE€HUU TepeydHs
CBEJICHUM, OTHECEHHBIX K TOCYAapCTBEHHOM TallHE»

8.  Vka3 IIpesunenra PO ot 6 mapta 1997 r. Ne188 «O06 yTBepkIeHUM NEpeyHs CBECHUN
KOH(DHICHIIMAIBHOTO XapaKkTepa

9. ®enepanbHbIi 3ak0H OT 15 utons 2004 r. «O KoMMepUYeCKOi TaifHe»

10. Tonoxenue o DenepanpHOU apxuBHOH ciryk0e Poccun// C3 PD.2003. Ne30

11. OOmepoccuiickuii kinaccupukaTop ympasieHueckoi nokymentauun OK-011-93./M.:
I'occranpapt Pocenn, 1994

12. T'OCT P 6.30-2003. YHuGUIMPOBaHHBIE CUCTEMBI TOKYMEHTALUU. Y HUDUITUPOBAHHAS
cUcTeMa OpraHu3allMOHHO- PpacHOpSIUTENbHON JOKyMeHTanuuu. TpeOoBaHus K
odopmuenuro nokymentoB. /M.: T'octannapt Poccun, 2003



13. TOCT P 51141-98./lenonpon3BOACTBO U apXUBHOE J1€70. TepMHUHBI U ONPEICICHHUS.
/M.: Toccrangapt Poccun, 1998

14. TOCT HUCO 8601-2001. Cucrema ctangapToB mo WHGOPMAIMH, OUOJIUOTEYHOMY U
u3natenbekomy neny. [pencrasinenue aat u Bpemern. O0mme TpeOoBaHMS.

15. TocynapcTtBeHHasi cucTeMa JTOKYMEHTAlMOHHOTO yrpaBieHus. O0mue TpeboBaHUs K
JOKyMEHTaM H®  CIyx0aM JOKYMEHTAI[MOHHOTO  OOecreueHus  yrnpaBieHUs./
M.:I'naBapxus, 1991

16. TunoBas  HWMHCTPYKIMS TIO  JCIOMPOM3BOACTBY B  (emepalbHBIX  OpraHax
UCIIOTHUTENbHOHN BiacTu./ M.:Pocapxus, 2004

17. IlepeueHb THUIOBBIX YHPABIECHYECKHX JIOKYMEHTOB, 0Opa3yIOUIUMXCS B JEATEIbHOCTH
OpraHM3aluii, ¢ ykazaHueM cpokoB XxpaHeHus. M.: Pocapxus, 2000

18. OpranuzanMoHHO- pacmopsiAuTeldbHas JOKyMeHTauus. TpeboBaHUS K OPOPMIICHUIO
JOKYMEHTOB: MeToJauueckue pexomeHaauuu no BHeapenuto I'OCT P 6.30-2003./M.:
Pocapxus, 2003

19. KpaymdukanmoHHBIN CIIPaBOYHUK JOJDKHOCTEH cmyxkammx./M.: Madpa-M, 2001

20. Kynpsie B. A. Opranuzamus pabotsl ¢ nokymentamu: yueOHuk/ B. A. Kynpsie. M.:
NHOPA-M, 2002, 367 c.

21. Poroxkun M. 1O. [lenoBeie noKyMeHTHI B mpuMepax u obpasmnax./ M. FO. PoroxkuH,
M.: MLI®DP, 2003, 208 c.

22. AmugpeeBa B. U. Jlenonpou3BoactBo: npaktudeckoe nocodue/ B. A.Angpees, OO0
«Ynpasienue nepconanomy, 2005, 305c.

23. TOCT P 6.30.-2003 YHuduuupoBaHHble CpeJCTBA JOKYMEHTAUU. Y HUUIIUPOBAHHAS
CHUCTEMa  OPTraHU3aLUOHHO-PACTIOPSAUTENLHOM  JOKYMEHTanuuu. TpeboBaHus K
0(OPMIICHUIO TOKYMEHTOB.

HNuTepHeT-pecypces:

http://www.economy.gov.ru - MHUHHCTEPCTBO 3KOHOMHYECKOTO Pa3BUTHUS U TOProBiu PD .
http:/www.retail.ru

http:/www.sk-ekb.ru

http:/www.tm-engineering.ru

http:/ www. businesspress.ru — JlemoBast mpecca;

http:/ www. garant.ru — I"apasr;

http:/ www. nta — rus. ru — HarimonaspHas ToproBast acCOIHAIIHS;

http:/ www. rbc. ru — PocbusnecKoncanTuar (MaTepraibl aHATUTHIECKOTO U 0030pHOTO
XapakTepa);

http:/ www. rtpress. ru — Poccuiickast TOprosiis;

http:/ www. torgrus. ru — HoBocTH U TEXHOJIOTHH TOPrOBOTO OU3HECa.



http://www.tm-engineering.ru/

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUS YUEEHOM
JUCHUIIVIMHBI JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

Koutpoas u omeHka pe3yJbTaTOB OCBOCHUS YYEOHOW JIUCHUILIAHBI

OCYHICCTBIIACTCA

npenoaaBaTrcJicM B IIPOLECCE MPOBCACHUA IMPAKTHUYCCKHUX SaHHTI/Iﬁ, TECTUPOBAHUA, a TaAKXC
BBITIOJTHCHU A O6y‘-IaIOIJ_[I/IMI/IC$I HHJAUBUIYAJIbHBIX SaﬂaHHﬁ.

PesyabTaTnl 00yueHus
(ocBOEHHbIE YMEHMSI, YCBOCHHbIE 3HAHUS)

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTaToB 00y4eHus

-0hOpMIIATE M TPOBEPSTH MPABUIBHOCTD
o(opMIIeHHs JOKYMEHTAllUU B COOTBETCTBUU
C YCTaHOBJICHHBIMH TpPeOOBaHUSMH, B TOM

4HCIe HCTIONB3YS nH(pOpMaIMOHHBIC
TEXHOJIOTHUH;
-OCYILECTBIISTh ABTOMATU3UPOBAHHYIO

00paboTKy TOKYMEHTOB;

-OCYIIECTBIIATh ~ XpaHCHWE H  IOUCK
JIOKYMEHTOB;

-UCIIOJIB30BAaTh TCIICKOMMYHHKAIIMOHHBIC
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKYMEHTOO000POTE;

-OCHOBHBIC IIOHATHA, neau, 3agadyu n
MIPUHIIUIIBI JOKYMEHTAIMOHHOTO

oOecrnieueHus yrnpaBIeHUS;

-CHCTEMBI JOKYMEHTAIlMOHHOT'O
obecrieueHus yIpaBJIeHus, ux
aBTOMATHU3ALHIO;

-KJacCU(UKAIUIO JOKYMEHTOB;

-TpeOOBaHUs K COCTABJICHHUIO U 0(OPMIICHUIO
JIOKYMEHTOB;

-OpraHu3alulo JTOKYMEHTO000pOTa: TpHUeM,
00paboTKy, pEerucTpaImio, KOHTPOJIb,
XpaHEHUE JTOKYMEHTOB, HOMEHKIIATYPY Jel

Orenka ohopMIICHUS U BEICHUS TOHSITHHHOTO
cJoBaps;

aHAJIU3 MPEJI0KEHHBIX MOHATUI 110 U3y4aeMOMN
TEME;

OIICHKa O(OPMIICHUS OCHOBHBIX PEKBU3HTOB

(Ha npuMepe npodecCuoHAIbHON
JIOKYMEHTAIUH, KCII0JIb3yeMOI TOBAPOBEIIOM);
TECTHPOBAaHUE,  OIICHKA  COCTaBIICHHUSI

CTPYKTYPHOM CXE€MBI JOKYMEHTO000POTa;
OLICHKA COCTaBJICHHS CXEMbBI TEXHOJIOTHUYECKOM
LOCMOYKHM AOKYMCHTHPOBAHUSA IpPU HNPpUCMC HaA
paboTy; OlleHKa BHITOJHEHHS MHAUBHIYaTbHBIX
CaMOCTOSTEIbHBIX 3aJaHUMN;
omnpeaeieHue HCTOYHUKOB
TOBApOBENA;

OIIEHKA COCTaBJICHUS AJITOPUTMA JI€SITEILHOCTU
JKCIEpTa MO OKA3aHUI0 IMOMOILIY Pa3JInYHbIM
rpyIam HaceJIeHHUS;

OlICHKa aHAJIN3a pPEe3yJIbTAaTOB
paboThI 1O U3y4aeMon TEME;

OlLICHKa aHajgu3a OCHOBHBIX HOPMaTHUBHO-

IIPaBOBBIX aKTOB, pErIaMEHTUPYIOLIHUX
JIETTONPOU3BOJICTBO HA MPEANPUITUHU; OLICHKA
BBIIIOJIHEHUS VHIUBUYAJIbHBIX
CaMOCTOSTCIbHBIX 3aJaHUH;

nHpopmauu

MPaKTUYECKOU

OLIEHKA COCTaBJICHUS AJITOPUTMA AEATEIbHOCTU
JKCIepTa- TOBapoBela C KOH(UAECHIUATbHON
uH(popManuen;

OLIEHKa aHaJ13a HOPMaTHUBHO-IIPABOBBIX AKTOB,
perJaMeHTUPYIOIIUX TPYIOBbIE OTHOIICHHUS,
OLICHKA COCTaBJIEHUS IEPEYHsl BXOIALIEH U
UCXOJAIIEH JOKYMEHTaluud B JEATEIbHOCTU
TOBapOBEa-dKCIEPTa;
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