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1. MACHOPT PABOYEN MPOIr'PAMMBI YYEBHOM JUCHUILINHBI
JOKYMEHTAIIMOHHOE OBECIIEYHEHHME YIIPABJIEHUSA

1.1. Ob6aacTh NpUMEHEHHsI POTrPaAMMBbI
Pabouass mporpamMMa y4eOHOW IUCIUIUIMHBI SIBISETCS YacThIO IMPOTPAMMBI MOJTOTOBKH
crienuaaucToB cpennero 3BeHa B cooTBeTcTBHHM ¢ PI'OC mo cmenmansnoctu CIIO 38.02.05
ToBapoBeIeHHE U IKCIIEPTH3a KAUueCTBA MOTPEOUTEITHCKUX TOBAPOB

Pabouas mporpamMMa y4eOHOW NUCIMILIMHBI MOXKET OBITh MCIOJIB30BaHA B JOIMOJHUTEIHLHOM
npodecCHOHATBHOM O00pa30BaHUSA- HAa Kypcax HOBBILEHUS KBaIM(UKALKU, B IPOrpamMmax
npodeCCHOHATBHON MOATOTOBKU M MEPENnoAroToBKH pabouux mo mpodeccun 12759 Knagopuuk,
20031 AreHT 10 CHaOKEHUIO H JIp.

1.2. MecTto OMCHMIIMHBI B CTPYKType OCHOBHOIl Npo¢eccHOHAIBLHOH 00pa3oBaTebHOM
NpOrpaMMbl: JIUCUMUIUIMHA OTHOCUTCS K TIpylmne oO0ImenpodecCHOHAIbHBIX  AUCIUILIUH
po¢eCCHOHATBLHOIO IUKIIA

1.3. Henu 4 3224y JMCHUIJIMHBI — TPe0OOBaHKS K Pe3y/bTATaM OCBOEHUS JUCHHUILINHBI:
B pe3ynbraTe 0OCBOSHHS IUCHUIUTMHBI O0YYaIOIHIICs T0KEH YMETh:

'O(l)OpMJ'IHTL U IPOBCPATL IIPABUIIBHOCTDH O(I)OpMJ'IeHI/IH JOKYMCEHTallUK B COOTBETCTBUU C
YCTAaHOBJICHHBIMUA Tpe60BaHI/I$IMI/I, B TOM YHUCJIC UCIIOJIb3Ys I/IHCI)OpMaIII/IOHHI)Ie TCXHOJIOTHH,
-~OCYIICCTBJIATE ABTOMATU3UPOBAHHYIO 06pa60TKy HOKYMCHTOB,;

-~OCYIICCTBJIATh XPaHCHUEC U ITOUCK JOKYMCHTOB,

-UCII0JIb30BATh TCIICKOMMYHUKAIIUOHHBIC TCXHOJIOTUNU B 3JICKTPOHHOM ,[[OKYMCHTOO6OPOTC;

B pe3ynbrate ocBoeHUs yueOHOM TUCIUILTMHBI 00YyJatoLHiics JOKEH 3HATh:

-OCHOBHBIE TIOHSTHSI, LEAW, 33Ja4yd U TPUHIUNB JOKYMEHTAI[MOHHOTO 00eCleYeHHUs
yIIpaBIICHUS;

-CHCTEMBbI JOKYMEHTAIMOHHOTO 00eCTieYeHNs YIIpaBIeHHs, X aBTOMATU3AIINIO;
-KJaccU(UKAIUIO JOKYMEHTOB;

-TpebOBaHuUs K COCTABIEHUIO U O(DOPMIIEHUIO JOKYMEHTOB;

-OpraHU3alui0 JTOKYMEHTOO00pOTa: TpHeM, 00padOTKy, PEerucTpaluio, KOHTPOJIb, XpPaHEHUE
JIOKYMEHTOB, HOMEHKJIATypy JAed.

1.4.PexoMeHnayemMoe KOJIUYECTBO YaCOB HA OCBOEHHE MPOrPaMMbI TUCHHIIJIHHBI:

MaKCHUMaJIbHON y4eOHOU Harpy3ku oOyvaromierocsi /2 4yacoB, B TOM YHCIIE:
00s13aTebHON ayTUTOPHOH yueOHOI Harpy3Kku oOydaromierocst 48 4acos;
CaMOCTOSITeNIbHOU paboThl 00yyaroerocs: 24 yacos.



2.  CTPYKTYPA U COAEPXXAHME YYEBHOW JUCIHUIIINHBI
JOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

2.1. O6beM yueOHOM TMCUMILIHHBI M BU/IbI Y4e0HO#i padoThI

Bun yueOHo# padoThI Oovem uacos

MaxkcumasnbHasi yueOHasi HAarpy3ka (Bcero) 72
O0si3aTesibHAs1 Ay IUTOPHAsA yueOHas1 Harpy3Ka (Bcero) 48
B TOM YHCJIE:

IPAKTUYECKUE 3aHATUS 24

KOHTPOJIbHBIC PAOOTHI 2

KYPCOBOI1 MPOEKT- HE MPEyCMOTPEH -
CamocrosiTesibHas pabora o0yuyaruierocs (Bcero) 24
B TOM YHCIIE:
[ToaroroBka pedeparos 6
Brinosnnenne TecTOBBIX 3aJaHUN 6
Pemenue cutyaTUBHBIX 3a7a4 6
[Toxaroroska cooOLIEHUN 6

Hrorosas arrecranus B hopme ougppepenyuposarnnoeco 3auema




2.2. TemaTu4yeckuii MJIaH U coeprKaHue Y4eOHOM THCIUTTHHBI
JOKYMEHTAIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

HaumeHnoBanue pa3ae/ioB Copep:xaHue y4edOHOTr0 MaTepHuaJia, JJ1a0opaTopHble PadoThl U MPaKTHYECKHE 3aHATHS, CAMOCTOSATeIbHAasl padoTa o0y4aomuxcs O6bem | Vposenn
U TeM “acoB 0CBOCHH
A
1 2 3 4
Pazpnen 1. 33
O0u1asi XapaKTepHCTHKA JOKYMEHTAIMOHHOT0 o0ecneyeHsl YIpaBJeHust
Tema 1.1. Copep:xanue yueOHOI0 MaTepHaJia 2
Henn u 3agaun 1 JlokyMeHTallMOHHOE OOEcIeueHNe yIpaBleHUs Kak yaeOHas quciuminHa. Llenwn, 3amaum v IpHHIUIEI AETONPON3BOACTBa. McTopus 1
JeJI0ONPOU3BOACTBA JETIONPON3BOJICTBA Kak Hayku. Kparkuii 0030p nHTepaTypsl M HCTOYHHMKOB IO Kypcy. PekoMeHmammm 1o OpraHH3alun
CaMOCTOSITENIbHOM W BHEAyAMTOPHOW paboThl CTyneHTOB. IlOHATHE O KOPPECHOHIACHIMM M AEJIONpOW3BOJCTBE. Poub
ACIOIIPOU3BOACTBA B OpraHu3alluu YHOpPaBJICHUA MPCANPHUATHCM. Jlornueckas CTPYKTypa AUCHUIUIMHBI, €€ MECTO B CUCTCMC
MOATOTOBKHU CIICHHAIUCTA — TOBApPOBEAA-OKCIIEpTa, MCEKIIPEAMETHBIC CBA3U. OCHOBHEBIE TIOHATHS U OIMPCACIICHUA ACIOIIPOU3BOACTBA.
WudopmanmoHHO- cipaBo4YHOE 00eCHeYeHUE NPEANPUSATHS KaK YCIOBUE ero QyHKIMOHUPOBAHMSI.
CamocrosiTe/bHAsE padoTa 00y4aKOUIUXCH: 1
COCTaBJICHHE NepeYHs JOKYMEHTOB, HEOOXOJMMBIX B paboTe 3KCIepTa- TOBapOBeia
Tema 1.2. Coaep:xanue yueOHOro MaTepuaja 2
OcHOBHbIE OHATHS 1 OCHOBHBIC TIOJIOKEHHSI MO JOKYMEHTHPOBAHMIO  YIPaBICHUYECKOW JeATeNpHOCTH. EnnmHas rocymapcTBeHHas —cucTeMa 2
JOKYMEHTAIHOHHOI'0 nemorpousBoactBa (EIC  JIOY).KnroueBsle TOHATHA: JOKYMEHT, JOKYMEHTOOOOPOT, JAEIONPOHM3BOACTBO, YHU(DHUKAIWS,
obecneyeHUs yNpaBJIcHUSA CTaHAApTU3alMs, ApXUBHOE €0, PEKBHU3UT, ONMaHK, (GopMyisip, oprrexHuka. Kiaccmdpukanmus nokyMeHTOB. biaHk mOKyMeHTa.
OCHOBHBIC PEKBH3HTHI IOKYMEHTA, HX Kilaccupukanus, mpasmia opopmienus B coorserctBuu ¢ [OCT. N'ocynapcTBeHHas cucrema
TEXHHMYECKOTO JOKYMEHTHPOBAHHSL.

Ilpakmuueckue 3anamusn Nel 2

1 | Ilpasuna ogpopmnenusi pekeusumos 00Ky MeHmos.

CamocrosiTejibHast padoTa 00y4aIOIIUXCH: 2

BrimosiHeHre qoMalrHuX 3aIaHui

TToaroroBka cOOOIIIEHUH IO TEMaAM:

Hctopudeckue 3Tarsl AEIOMPON3BOICTBRA.

O6mepoccuiickue knaccudpukaropsr OKIIO, OKY /I, OI'PH.

OcHoBHBIE YHUHUIMPOBaHHBIE cucTeMbl B coctaBe OKY /1.

CucreMa rocyIapCTBeHHBIX opraHoB ympasierus J10Y

Tema 1.3. Cucrembl Conep:xanue yuedOHOro MaTepuaja 8 2
JOKYMEHTAUMHU 1 | YCOP/I- yaudunupoBaHHas CUCTeEMa OPTraHU3alMOHHO-PACTIOPSIIUTENILHON nokyMmeHTauu: coctaB Y COPJI, oGmactu ee
npuMeHeHns. OpraHu3aioHHbIE JOKYMEHTHI (Y cTaB OpraHu3anyy, MTaTHOE PACIHCaHue, TOJIOKECHHUS, TOJDKHOCTHRIE HHCTPYKIIUH),
nX Ha3HaueHue, GopMyIsipbl- 00pasipl. [Iponenypa coctaBineHus: 1 0hOPMIICHUS OpraHU3aMOHHbIX IOKYMeHTOB. O01acTh
IIPUMEHEHHMs] OpPraHU3allMOHHBIX JIOKYMEHTOB. Vcnosip30Banne yHUPHUIMPOBAHHBIX (opM.

2 | PacnopsiauTensHble TOKYMEHTHI. VX Ha3HaueHue, cocTaB (yka3, IPHUKa3, paclopsbKeHUE, TOCTaHOBJIEHHE, MT0JIOXKEHNE, HHCTPYKIHS), 3
¢dopmynsipel- obOpasubl. [Ipomeaypa cocraBieHHs M OQOPMIICHHMS pPACHOPSAUTENBHBIX JOKYMEHTOB. OO0JacTh NPUMEHEHUS
pacIopsINTENLHBIX IOKYMEHTOB. Vcnosib30Banne yHUPUIIPOBAHHBIX (opM

3 | MuadopmannoHHO-clIpaBOYHbIe TOKYMEHTHI. VX Ha3HaueHue, coctaB( MPOTOKOJI, aKT, JOKJIAIHAs 3aIMCKa, IPEIIIOKEHHE, CITy>KeOHast 3




3ammcka, o0bsicHUTENbHas), hopMyIsipei-o6pasipl. [Ipoueaypa cocraBnenus u ohpopmiieHnsT MHGOPMAMOHHO- CIIPABOYHBIX
JoKkyMeHToB. O6sacTh nprMeHeHusI ”HPOPMalMOHHO-CIIPABOYHBIX IOKYMEHTOB. Vcrosib30Bane yHUPUIIMPOBAHHBIX GopM

[Nepenucka. OOmmas xapakTepUCTHKa CITyKEOHOH Iepenucky. Pa3HOBUIHOCTH CiTy>KeOHBIX ITHCEM (COMPOBOUTENILHOE TUCEMO.
[TuceMo-npockOa, MICEMO-3aIPOC, TUCEMO-OTBET, MMCEMO-CO00IeHHe, HHpopMaImoHHOE THChMO. [TiceMo-
npuriamesue).JJokyMeHTHI, TepeaBacMble 1o KaHalaM CBSI3U(TellerpaMma, Teleke, pakcorpamma, teaedoHorpamma).FickoBeie
IHChMa.

Ilpakmuueckue 3anamun No2-5 8
1 | Ogopmaenue ochosHbIX 81008 OP2AHUZAYUOHHBIX OOKYMEHNO8
2 | Ogopmnenue 0cHOBHBIX 811008 PACHOPAOUMENLHBIX OOKYMEHNO8
3 | Ogopmrenue ocHogHbIX 811008 UHPOPMAYUOHHO- CHPABOUHBIX OOKYMEHMO8
4 | Odhopmnenue denosoti nepenucku. Ogpopmaernue omswviga. Oghopmnenue uckogozo nucoma.Cocmasienue npemensuu
CamocTosiTe1bHasi padoTa 00y4YaroIuXCs: 8
BrimonHeHne qoMalrHux 3agaHui
TToxroroBka cOOOIIIEHUH IO TEMaM:
Oco0eHHOCTH Pa3IUYHbIX BUOB JJOKYMEHTAIIMH B AESATEILHOCTH TOBapOBEIa-dKCIIEpTa
Coo0uienns no reme «CiyxeOHasi TOKYMEHTALHDY
Pa3pean 2. 37
TpeGoBanusi K cocTaBjIeHNIO M 0()OPMJIEHHIO IOKYMEHTOB
Tema 2.1. Conep:xanue yueOHOro MaTepuaja 4
Odopmiaenue 1 [oHsaTHE «TOKyMEHTO000POTa». BUIbI TeXHOIOTHIT Nemonpon3BoAcTBa. [IOHATHE U IPUHIIMITEI OPTaHU3AIUH JOKYMEHTO000pOTA.
AOKYMEHTAIlHH B OdopmiieHre TOKYMEHTALUH B COOTBETCTBUU C HOPMATUBHOM 0a30ii, B TOM YHMCIIe C UCIOIb30BaHUEM HH()OPMALIMOHHBIX
COOTBETCTBHH C TexHosoruit. OCHOBHBIE MpaBuiia 0(OPMIICHHUSI MAIIMHONIUCHBIX TeKCTOB. TpeboBaHus K (OpMaTHPOBaHUIO TEKCTa. JJoBepeHHOCTH.
HOPMATHBHOI 0a30ii JloroBopa kyrmnu- npojaxxku. KoMmmepueckue akThl.
2 Opranuzaius JoKyMeHTo000poTa: mpueM, 00padoTKa, perucTpanus, KOHTPOJb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATypa el
OcobennocTi 00pabOTKH BXOIMIINX M UCXOSIINX JOKyMeHTOB. CTpyKTypa 6a3 JaHHBIX JTOKYMEHTOB. TpeboBaHus K 3ar0JIoBKaM
aen. @opmuposanue nen. CucreMarn3aiys JOKyMEeHTOB BHYTpH aena. Odopmienue nen. TUIOBBIE CPOKH XPAHEHHUS TOKYMEHTOB.
Ilpakmuueckue 3anamus No6-8 6
1 Ogopmaenue den, oghopmuerue 6xo0auux u ucxoosuux 0oxymenmos. Opopmienue dosepeHHocmell.
2 Ogopmaenue MAQUIUHORUCHBIX MEKCO8
3 Odpopmnenue 0o2060pog xynau- npooasicu. Popmynap dozosopa. Jokymenmayus no mpancnopmuposke 2py308 u npuemke mogapos.
CamocrosiTesibHasi padora o0y4arommxcst 5
CocraBneHne cXeMbl JIOKYMEHTO000POTa OpraHu3annu
CocraBiieHHE HOMEHKJIATYPHI A€
Tema 2.2. Copep:xanue y4eOHOr0 MaTepHaJia 2
JlokymMeHTaIMs 1O 1 | Ilonatne M CTPYKTypa HEpCOHAIBHBIX NaHHBIX. IIpaBa paOorTHmka. [laker DOKyMEHTOB MO JIMUHOMY cocTaBy. OCHOBHBIE BHJIBI
JIMYHOMY COCTaBY KaJpOBOW JOKyMEHTAI[MH: HOPMaTHBHAs, OpPraHM3allMOHHO-TIPABOBAs, NEPCOHAIbHAs, JOTOBOPHAs, IJIAHOBAs, PaclOpsIUTENbHAs,
oryerHas. OcoOEHHOCTH PabOThl C KaJPOBBIMU JIOKYMEHTaMH. J[OKyMEHTHpOBaHHE TPYJOBBIX MpaBOOTHOIIeHHW. Vcrmonb3oBaHue
yHUGHUIHUPOBAHHBIX (OPM JOKYMEHTOB I10 JMYHOMY cOcTaBy. V3JaHue MpHUKa3oB IO JUYHOMY coctaBy. DopMupoBaHHe U BelleHHE
JIMYHBIX Jien. Benenne TpynoBbIX KHIDKeK. JloKyMeHTHpOBaHue pueMa Ha paboTy. JlokyMeHThl, He0OOXOIUMbIE NP MpHeMe Ha padoTy
u ipu yBonbHeHHHU. Tpeboanns CMK k noxymenranuu. Pesrome
Ipakmuueckue 3anamus Ne9-10 4

1 | cocmasaeHue TUUHOU OOKYMeHmayuu




2 | Ogopmnenue doxymenmos npu npueme na pabomy u npu ysonvnenuu

CamocrosiTeabHas paﬁoTa oﬁyqamumxcn: PCUICHUC CUTYAalIlMOHHBIX 3a1a4

Tema 2.3.
3ammuTa uHpopMa UK

Copaep:xkanue y4e0HOro MaTepuasa

[ToHaTHs «UEHHOCTH ¥ 0e30MacHOCTh HH(OpMaMU», «KOHOHUICHIHAIBHOCTE», «Yyrpo3a KOH(QHICHIUATBHOCTHY, «3aIlUTa
1 | uapopmanumy, be3zomacHOCTh HEHHBIX WH(POPMANMOHHBIX pecypcoB. lleHHas wHpOpManus ¥ KOHQHUACHIMAIBHBIE IOKYMEHTHI
Permamenranust cocraBa KOHQHICHUMANBHBIX NOKYMEHTOB M CBelICHHH. J[OKyMEHTHpOBaHHE KOHQHMICHIMAIBHBIX CBEICHUM.
Odopmienne, o0OpaboTka M XpaHeHHE KOH(QUICHIMAIbHBIX AOKyMeHTOB. KoHpuaeHumampHas wuHpOpManus B JEATEIBHOCTH
TOBapOBea-dIKcIepTa

CamocrosiTe1bHast padoTa 00y4aloHXCs
BrinonHeHue TeCTOBBIX 3aJaHUM
Pemenne cuTyallmoHHBIX 33124

Tema 2.4.
Texnosiorus
aBTOMATH3MPOBAHHOM
00padoOTKU JOKYMEHTALNHU

Conep:xanue yueOHOro MaTepuaja

Ilpakmuueckue 3anamusn Nel 1

1 | Asmomamusuposannvie cucmemvi deronpouzeoocmea (C3/]), ee cmpykmypa, Hacmpoiixa cucmemvl. O630p COBPEMEHHBIX CPeOCmE
opemexHuxu 0 nepedayu u nepepabomru ungopmayuu. Lugposas noonucs . dnexmponnas nouma. Cucmemvl ONMUYECKO20
pacnosnasanusi mexcmog. Mcnonvzoeanue npasosvlx ungopmayuonnvix cucmem. Qopmuposanue den ¢ denonpouszsoocmee. Cpoku
Xpanenusi 0oKymenmog 8 apxugax. lousmue 06 sxcnepmuze yennocmu ooxymenma.Ogopmienue 0OKyMenmos 6
asmomamuszupogaruoti cucmeme [JOY. Pacnosnaganue 00KyMeHmos.

Opeanusayus 31eKmpoHH020 0oKymenmoobopoma. Ilepedaya ungopmayuu no komnviomepuvim cemam ¢ COL (cucmeme
91eKMPOHHO20 OOKYMeHmoobopoma)

CamocrosiTesibHasi padora 00y4arouXcs:
CO3JIaHME ICKTPOHHOH MOYTHI, Iepeaada HH(popManuy 1Mo 3JIeKTPOHHON HouTe

Tema 2.5.
TexHuveckue cpeacrna,
HCMOJIb3yeMble B
J1eJIONPOU3BO/ICTBE

Conep:xanue yueOHOro MaTepuasa

1 ITonsiTue «COPITEXHUKA». KOMHLIOTepHI)Ie Cpe€acTBa MOATOTOBKHU JOKYMCHTOB. OCHOBHBIC BHBI OpFaHH?;aHHOHHOﬁ TEXHHUKU.
H3rorosiieHre, KOMMPOBAHKUE U TUPAXKUPOBAaHKE TOKyMeHTOB. CpeicTBa 00paboTKu 10KyMeHTORB. [IpaBuiia 6e30macHoOi paboThI ¢
OPITEXHUKOU

Ilpakmuueckue 3anamusn Nel2

1 | Hzeomosnenue doxymenmos na opemexuuxe ¢ coomsemcmauu ¢ mpedosanuamu I’ OCT. Konupoeanue ooxymenmos. Ilpasuna pabomut
C PA3IULHLIMU BUOAMU OP2IMEXHUKU

KonTpoJsbHbie pa6oTsl

CamocrosiTesibHast padoTa 00y4aIOUIUXCH:
INoaroroska noxymenTtannu Ha [IK-BeIONTHEHNE PA3IMYHBIX BAPHAHTOB 33JaHUH BEINOIHEHNE TECTOBBIX 3aaHUH
PaboTa ¢ pa3nMYHEIMH IPOrpaMMaMHi 10 0(OPMIIEHHIO JOKYMEHTAIHN

Bcero:

72

Jl1st XapaKTepUCTHKN YPOBHSI OCBOEHHS y4€OHOT0 MaTepuala UCTIOJIb3YIOTCS CIEAyIoIe 0003HAueHHUS:

1. — 03HaKOMUTEIBHEIN (Y3HaBaHUE paHee H3yUCHHBIX 0OBEKTOB, CBOWCTR);

2. — penpoAyKTHBHBIH (BBINOJIHEHHE JIESITEILHOCTH 110 00pa3ily, MHCTPYKI[MH HIIH MO PYKOBOJICTBOM)

3. — IPOAYKTHUBHBIH (INTAHNPOBAHUE U CAMOCTOSITEJIFHOE BBITTOJHEHUE AEATEIBHOCTH, PEIIeHHE IPOOJIEMHBIX 3a71a4)




3. YCJIOBUA PEAJIN3AIIMA YYEBHOM U CHUILIVNHBI
JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

3.1. TpedoBaHusi K MUHUMAJbHOMY MAaTepPHAJbHO-TeXHHYECKOMY 00ecredeHn 0
Peanu3anus yueOHON TUCHUIUTMHBI TpeOyeT HAINUMs yueOHOro KaOMHETa JOKYMEHTAI[HOHHOTO
oOecrnieueHusl yrpaBieHUs
ObopynoBanue y4eOHOro KaOWHETa: CTOJ NpErNoAaBaTess, CTOJNbl YYEHHYECKHE, JIOCKa
MIKOJIbHASA, CTYJbsl yYCHHUYECKHE, pabodne MecTa M0 KOJIMYECTBY OOYYaroIIMXCs, KOMIUIEKT
METOJIMYECKUX TOCOOMH JUIS MPOBEACHMS NPAKTHYECKUX PaOOT, KOMIUIEKTHI JOKYMEHTAaLUH
TOPrOBBIX OpraHU3alMi, KOMIUIEKT IUIAaKaToOB «YHHU(UIMPOBAHHAS CHCTEMa OpPraHH3alMOHHO-
pacopsAUTEIIbHON TOKYMEHTALIUNY.

Texuuueckue cpeicTBa OOyYEHHUS: IEPCOHATIBHBIA  KOMIBIOTEP C  JIMIEH3UOHHBIM
IIPOrpaMMHBIM OOecrieueHUeM, IPOEKIIMOHHBIN 3KpaH, MyJIbTUMEIUIHBIN IPOEKTOp, MPUHTEP
CTPYHHBIH, CKaHEP, KOMMPOBAJIbHOE YCTPOUCTBO, KOMIIBIOTEPHAs TEXHHUKA /711 00yUYaIOLUXCs C
HQJIMYMEM JIMLIEH3MOHHOIO0 MPOrpaMMHOI0 obOecreueHus; cepBep; ONOK MUTaHUS; HUCTOYHMK
OecriepeOOMHOr0  MWUTaHWs, HAYIMIHUKA C MHKpodoHOM; 1mdpoBoit  doToanmapar;
BHJICOKaMePa; KOJIOHKH

3.2. UndopmaunoHHoe odecrniedeHne 00yueHust
Ilepeyenb pexoMeHAyeMbIX Yy4eOHbIX H31aHuUi, UHTepHeT-pecypcoB, IONOJHHUTEJIbHOM
JINTEPaTyphbl

OcCHOBHbBIE UCTOYHHKHU:
1. Coxono B. C. JlokymeHTannoHHOe oOecrieueHue ynpaieHus: yueOHux/ B. C.
Coxoi0B.-3-¢ u31.-M.: DOPYM, 2016
2. Koncruryuus P®./ M.: [Ipocnekt, 2017
3.  ®@enepanpHbiii 3ak0H OoT 20 deBpans 1995 1. Ne 24-®3 «O6 wuHpopMaiuwy,
UHpOpPMAaTU3aLUH U 3allUTe HH)OpMAITUI

JlononHUTEIbHBIE UCTOYHUKU:

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

2. @enepanbHblii 3akoH oT 27 pekabps 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 3ak0oH 0T 14 HOs0ps 2002 1. Nel6l —®D3 «O rocynapcTBEHHBIX U
MYHUIIUTIATBHBIX YHUTAPHBIX TPEATPUATUIX

5. 3akoH P® or 23 cenrs0ps 2002 r. Ne 3520 -1 «O ToBapHBIX 3HaKaxX, 3HaKax
00CITy’)KMBaHUs U HAUMEHOBAHUS MECT IIPOMCXOXKICHUS TOBAPOBY

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 yTBEpKICHHM IMEPEUHS
CBEJICHUM, OTHECEHHBIX K TOCYAApPCTBEHHOU TallHE»

8.  Vka3 IIpe3unenta PO ot 6 mapta 1997 r. Ne188 «O06 yTBepkIeHUH NTEpEeyHs CBECHUN
KOH(DHICHIIMAIBHOTO XapaKTepay

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

10. Tonoxenue o DenepanpHOM apxuBHOU ciry:x0e Poccnn// C3 PD.2003. Ne30

11. OOmepoccuiickuii kinaccupukaTop ympasieHuecko noxkymeHtauuun OK-011-93./M.:
I'occranpapt Poccun, 1994

12. T'OCT P 6.30-2003. YHuGUIMPOBAHHBIE CUCTEMBI TOKYMEHTALUHU. Y HU(DUITUPOBAHHAS
cucTeMa OpraHu3allMOHHO- pacloOpSIUTENbHOM JOKyMeHTauuu. TpeOoBaHMs K
odopmaenuro nokymentoB. /M.: T'octannapt Poccun, 2003



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

14. TOCT HUCO 8601-2001. Cucrema crangaptoB 1o uHGOpMAIMH, OUOIMOTEYHOMY H
u3narenabckoMy aeny. Ilpencrasnenue nat u Bpemenu. OOmme TpeOoBaHUs.

15. TocynapcTtBeHHasi cucTeMa JTOKYMEHTAllMOHHOTO yrpaBieHus. O6mue TpeGoBaHUs K
JOKYMEHTaM U ciIyk0aM  JOKYMEHTAalMOHHOTO  OOecredeHus  ynpaBlieHHs./
M.:I'naBapxus, 1991

16. TumoBas HMHCTPYKIHMS TIO  JCIOMPOM3BOACTBY B  (emepaibHBIX  OpraHax
UCIIOTHUTENIbHOU BiacTu./ M.:Pocapxus, 2004

17. IlepeueHb TUIMOBBIX YHPABIEHYECKHX JOKYMEHTOB, OOpa3yIOUIUXCS B JEATEIbHOCTH
OpraHM3alnuii, ¢ ykazaHueMm cpokoB xpaHeHus. M.: Pocapxus, 2000

18. OpranuzanMoHHO- pacnopsiAuTedIbHas JAoKyMeHTauus. TpeOoBaHus K 0GOPMICHUIO
JOKYMEHTOB: MeToJuueckue pexomeHaauuu mno BHeapenuto I'OCT P 6.30-2003./M.:
Pocapxus, 2003

19. KpaymdukanmoHHBIN CIIPAaBOYHUK JODKHOCTEH cmyxammx./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 obpasmax./ M. FO. PoroxkuH,
M.: MLI®DP, 2003, 208 c.

22. AmngpeeBa B. U. JlenonpousBoactso: npaktudeckoe mocodue/ B. A.Auapee, OOO
«Ynpasienue nepconanomy, 2005, 305c.

23. TOCT P 6.30.-2003 YHuduuupoBaHHble CpeJCTBA JOKYMEHTAMH. Y HU(DUIIMPOBAHHAS
CHUCTEMa  OPTraHU3alUOHHO-PACTIOPSAUTEILHOM  JOKYMEHTanmuu. TpeOoBaHus K
0(OPMIICHUIO TOKYMEHTOB.

HNuTepHer-pecypcesl:

http://www.economy.gov.ru - MHUHUCTEPCTBO 3KOHOMHYECKOTO Pa3BUTHUS U TOProBiu PO .
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'apanur;

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

http:/ www. rbc. ru — PocbusnecKoucanTunr (MaTeprasibl aHATHTHYECKOTO U 0030pHOTO
XapakTepa);

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

http:/ www. torgrus. ru — HoBocTH ¥ TEXHOJIOTHH TOProBOTro OM3HEca.



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

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

KoHTpoJIb M OLEHKAa pe3ylbTaTOB OCBOCHUS Yy4YEOHOW JAMCIUILIMHBI

OCYIICCTBIIACTCA

npenoaaBaTrcjicM B IIPOLECCE IMPOBCACHUA IMPAKTUYCCKHUX 3aHHTHﬁ, TECTUPOBAHUA, a TaAKKC
BBITIOJTHCHU A O6y‘-IaIOIJ_[I/IMI/IC$I HHJAUBUIYAJIbHBIX SaﬂaHHﬁ.

PesyabTaTnl 00yueHus
(ocBOEHHBbIE YMEHMSl, YCBOCHHbIE 3HAHUS)

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTaToB 00y4eHus

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

4HCIe HCTIONB3YS nH(pOpMaIMOHHBIC
TEXHOJIOTHH;
-OCYILECTBIISITh ABTOMAaTU3UPOBAHHYIO

00paboTKy TOKYMEHTOB;

-OCYIIECTBIIATh ~ XpaHCHWE H  IOUCK
JIOKYMEHTOB;

-UCIIOJIB30BAaTh TCIICKOMMYHHUKAIIMOHHLBIC
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKYMEHTOO00pOTE;

-OCHOBHBIC IIOHATHA, neau, 3agauu n
MIPUHIIUIIBI JOKYMEHTAIMOHHOTO

oOecrnieueHus yrnpaBIeHUS;

-CHCTEMBI JOKYMEHTAIlMOHHOT'O
obecrieueHus yIpaBJIeHus, ux
aBTOMaTH3AaLHIO;

-KJacCU(UKAIUIO JOKYMEHTOB;

-Tpe0OBaHUs K COCTABJICHHUIO U 0OPMIICHUIO
JIOKYMEHTOB;

-OpraHu3aliio JTIOKYMEHTOO000poTa: TpHUeEM,
00paboTKy, pEerucTparmuio, KOHTPOJIb,
XpaHEHUE JTOKYMEHTOB, HOMEHKIIATYPY Ml

Omnenka oOpMIICHHS U BEJICHUSI TIOHATUHHOTO
cloBaps;

aHaJIu3 NPEUIOKEHHBIX MMOHITHHI 10 U3y4aeMOM
TEME;

OIICHKa O(OPMJICHUSI OCHOBHBIX PEKBH3UTOB

(Ha npuMepe npodeCcCHOHAIbHON
JIOKYMEHTAINH, UCII0Ih3yeMOH TOBAPOBEIIOM);
TECTHPOBAaHUE,  OIICHKA  COCTABIICHHS

CTPYKTYPHOU CXEMBI JOKyMEHTOO0O0pOTa;
OLICHKA COCTaBJICHHUS CXEMbl TEXHOJIOTHYECKOM
LOCIMOYKH OOKYMCHTHPOBAHUSA IIPpU HNPUCME HaA
paboTy; OlleHKa BHITIOTHEHHS MHAUBHIYaTbHBIX
CaMOCTOSTCIbHBIX 3aJaHUH;
onpeaeeHue HCTOYHUKOB
TOBApOBENA;

OIIEHKa COCTaBJICHUS AJITOPUTMA IESITEILHOCTH
JKCIEpTa MO OKA3aHWI0 MOMOIIU Pa3InYHbIM
rpyIiam HaceJeHHUS;

OlICHKa aHAJIN3a PEe3yJIbTaTOB
paboThI 1O U3y4aeMon TEME;

OlLICHKa aHajgu3a OCHOBHBIX HOPMAaTHUBHO-
IPaBOBBIX aKTOB, perIaMEHTUPYIOIIHUX
JIETTONPOU3BOJICTBO HA MPEANPUITUU; OLICHKA
BBIIIOJIHEHUSA VHIUBUYaIbHBIX
CaMOCTOSTCIBHBIX 3aJaHUH;

uHdopmanuu

MPAaKTUYECKOU

OLIEHKA COCTaBJIEHUS AJITOPUTMA AEATEIbHOCTU
JKCIepTa- TOBapoBela C KOH(UACHIUATbHOU
uH(popManue;

OLIEHKa aHaJ13a HOPMaTUBHO-IIPABOBBIX AKTOB,
pEerJaMeHTHPYIOIIUX TPYI0BbIe OTHOLICHMUS;
OLICHKA COCTaBJIEHUS MEpPEYHs] BXOIALIEH U
UCXOJAIIEH JOKYMEHTaluu B JAESITEeIbHOCTU
TOBapOBEa-dKCIEPTa;
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