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1. TEJIX OCBOEHUA JTUCHHUTIINHBI

1.1|C uenbto OBIaIeHUs YKa3aHHBIMU OOILMMHU M COOTBETCTBYIOLUIMMHU MPO(ECCHOHATBLHBIMA KOMIIETCHIIUSIME 00yYaroIuiics B X011
OCBOCHHS YUCOHON TUCIUIUTMHBI TOJDKCH:

1.2|ymerTs:

1.3]—odopMIISITh JOKYMEHTAIIUIO B COOTBETCTBUH C HOPMATHBHOM 0a30ii, B T.4. UCIIOJIb3YsI HHPOPMALUOHHBIC TEXHOJIOTHH;

1.4]—ocyiecTBAATh aBTOMATH3AIUI0 00pa00TKH JOKYMEHTOB;

1.5|—yHuUIMPOBaTH CUCTEMBI JOKYMEHTAIINH;

1.6 —OCYHICCTBJIATH XPAaHCHNUEC U TOUCK JOKYMCHTOB,

1.7|—mucnons30BaTh TCICKOMMYHUKAITUOHHBIC TEXHOJIOTUU B DJICKTPOHHOM ,Z[OI(yMeHTOO60pOTe

1.8|3nars:

1.9 —TIIOHATHE, LECJIN, 3aJa9U U TIPUHIUIIBI ACJIOIPOU3BOACTBA;

1.10|—ocHOBHBIEC MOHATHUS TOKYMEHTAI[HOHHOTO 00CCIICYCHHUS YIIPABIICHUS,

1.11|—cucTeMbl JOKYMEHTAIIMOHHOTO 00CCTICUCHUSI YIIPABIICHHS,

1.12|—=xnaccuuKaiyio JOKYMEHTOB;

1.13|—tpeboBanus K cOCTaBICHHIO U O)OPMIICHHIO JOKYMEHTOB;

1.14|—opraHu3amuio JOKyMeHT0000pOTa: IIpUEM, 00pabOTKY, PETUCTPALIHIO, KOHTPOJIb, XPAHEHUE JOKYMEHTOB, HOMEHKJIATYpy JIEI.

2. MECTO JJMCHUILJIMHBI B CTPYKTYPE OBPA3OBATEJILHOUW TPOTPAMMBbI

Huxn (pazgen) OOIT: |OH

2.1|TpeGoBanus K NpeABApHUTEJbHON NOATOTOBKE 00y4alOLIerocsi:

2.1.1|Ceprudukaiust nHHOPMALHOHHBIX CHCTEM

2.1.2|CrangapTuzanysi, cepTH(GUKALUSI U TEXHUYECKOE IOKYMEHTOBEICHHE

2.2|IacuMnInHbI M MPAKTHKH, I KOTOPBIX 0CBOEHHE JAHHOMN THCHHILIHHBI (MO1YJI51) HEO0X0MMO KaK NpeAlIecTBYOIIee:

2.2.1|TIpaBoBoe obecnieueHne MpodecCHOHAILHON IeSTEITbHOCTH

3. TPEBOBAHUSA K PE3YJbTATAM OCBOEHUS JUCITUIIJINHbBI

3.1 3uarn

—MOHSTHE, eI, 321244 ¥ IPHHIUIBI 1eJ0NPON3BOICTBA;

—OCHOBHbI€ MOHSITAS TOKYMEHTAIMOHHOTO 00ecreYeHusl yIpaBJeHus ;

—CHCTeMbI IOKYMEHTAIIHOHHOT0 00ecreyeH sl YnpaBJIeH s ;

—KJIacCHPUKAIMIO TOKYMEHTOB;

—TpeGoBaHHUS K COCTABJIEHUIO H 0(POPMIIEHHIO TOKYMEHTOB;

—OpraHu3aIuIo JOKYMEHT0000poTa: MpHeM, 00padoTKyY, perncTpanuio, KOHTPOJIb, XpaHeHHE JOKYMEHTOB, HOMEHKJIATYPY JeJI

3.2 Ymern

—0G¢opMJIATH JOKYMEHTALHIO B COOTBETCTBHU C HOPMATHBHOM 02a30ii, B T.4. HCN0JIL3Ysl HHPOPMALHOHHbIE TEXHOJIOTHH;
—OCYIIECTBJIATh ABTOMATH3ALMIO 00pPa00TKH 10KYMEHTOB;

—YHUQHIUPOBATH CHCTEMBbI JOKYMEHTALMH;

—OCYILIeCTBJIATh XPaHEHHE U MOMCK JOKYMEHTOB;

—HCN0JIb30BaTh TeJIEKOMMYHHKAIIHOHHbIE TEXHOJIOTHH B 371eKTPOHHOM 0KYMEHT0000poTe

3.3 Baagern

-oMpenesiTh aKTYaJILHOCTh HOPMATHBHO-NIPABOBOI JOKYMEHTAIMH B NPOgecCHOHAILHOII 1eATeIbHOCTH;
-NIPUMEHSITH COBPEMEHHYI0 HAYYHYIO NPO(decCHOHATbHYI0 TEPMHHOJIOTHIO;
-OMpeesiTh M BLICTPAUBATH TPAEKTOPUH NMPO(eCcCHOHATBHOr0 Pa3BUTH U CAMOOOPA30BaAHMS

4. CTPYKTYPA H COJAEP KAHUE JUCHUIIJIMHBI (MOLY JISA)

Kon HaumenoBaHue pa3/iesioB U TeM /BH]L Cemectp / | YacoB | Kommneren- | Jlutepatypa | Untep | Ilpumeuanue
| 3aHATHS 3aHATUs/ Kvbne 11070 aAKT.

Paznen 1.




1.1 [TonsTHE M pONB NENTONPOU3BOACTBA B OK 01.OK | JI1.1 JI11.2J12.1
ynpasiieHHH. [TOHITHE «TOKyMEHTAlMOHHOE 02. OK 03.
obecrieueHue yrpaBiIeHueCKOi
nesirenbHOCcTHY (JOY). Ynpasienue
JOKyMEHTAIIUeH KaK 0HO U3 QyHKIUH
ynpasienus. JJOVY kak obecnednBaromas
¢ynkuus ynpasnenus. Cinyx6a JI0Y. /Jlex/
1.2 JokyMmeHT u ero GpyHkuuu. CUCTEMBL OK 01.OK |JI1.1J11.2J12.1
nokymeHTanuu. Knaccudukarms 02. OK 03.
JOKYMEHTOB. Y HU(DUKALUS U OK 04.
CTaH/APTH3ALHS B IEJIONIPOU3BOJICTBE.
YHUAPUIUPOBAHHBIE CUCTEMBI
JNOKyMeHTanuu. /JIex/
13 3HayeHne HOPMATHBHO-METOANYECKOH OK 01. OK [JI1.1J11.2J12.1
periamMeHTanuy JOKyMEHTalnOHHOTO 07. OK 08.
obecrieueHus yrpaBieHHs. XapaKTepUCTUKa OK 09. OK
COBPEMEHHBIX HOPMATHBHO-METOINYECKUX 10. OK 11.
JOKYMEHTOB, PETrJIaMeHTHPYIOLIHX
JOKyMEHTallMOHHOE 00eCIeYeHne
ympasienus. /Jlex/
1.4 OO0muil nopsanox ohopmiIeHus A0KyMEHTOB. OK 01.OK |JI1.1J11.2J12.1
bnanku nokymenToB. TpeGoBaHus K 02. OK 06.
0(pOPMIICHUIO PEKBU3UTOB OK 07. OK
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX 08. OK 10.
NOKyMeHTOB. /Jlex/
1.5 Od¢opmiieHne TeKcToB JOKyMeHTOB. [IpaBuia OK 01. OK [JI1.1J11.2J12.1
0o(OpPMIICHHUS U BbIJIAYU KOITUI TOKYMEHTOB. 02. OK 06.
/JTex/ OK 07. OK
08. OK 09.
OK 10.
1.6 INonsTue u Ha3HaYEHUE OPraHU3alUOHHO- OK 01.OK [JI1.1J11.2J12.1
MIPaBOBBIX JOKYMEHTOB. BHIIBI TOKYMEHTOB. 04. OK 05.
Iopsinok ux odopmieHus, 0cOGEHHOCTU OK 10. OK
conepxanusi. /Jlex/ 11.
1.7 IMonsiTue 1 Ha3HAYEHUE PACTIOPSIUTENIBLHOMI OK 01.OK [JI1.1J11.2J12.1
nokyMmeHTarmu. Bunsr nokymenTos. [Ipasuna 02. OK 03.
odopmiuenus. /Jlex/ OK 07. OK
08.
1.8 O¢opmileHre OpraHU3alMOHHO — MTPABOBBIX OK 01. OK [JI1.1 J11.2J12.1
nokymentos /TTp/ 02. OK 03.
OK 04. OK
06. OK 07.
1.9 Cocrasienue u opopmiicHHE OK 01. OK [JI1.1 J11.2J12.1
pacnopsauTeNIbHON nokyMeHTaiuu. /TIp/ 02. OK 04.
OK 09. OK
10.
1.10 [MonsTHE HHPOPMAITMOHHO-CITPABOYHBIX OK 01. OK |JI1.1 J11.2J12.1
JOKyMeHTOB. Bunbl nokymeHToB. [IpaBuna 03. OK 06.
odpopmuenus. /Jlex/ OK 07. OK
10.
111 OdopmiieHre nHGOPMAIIMOHHO- CIIPABOYHBIX OK 01. OK |JI1.1 J11.2J12.1
noxkymentoB /IIp/ 02. OK 03.
1.12 Posnp 1 Ha3HAaYeHHE JOKYMEHTOB MO OK 01.OK | JI1.1 JI11.2J12.1
TPYZIOBBIM OTHOLIEHUSIM. OCOOEHHOCTH 07. OK 08.
JIOKYMEHTOB I10 TPYIOBBIM OTHOILICHUSIM. OK 10.
Iopsinok cocTaBieHUs U OPOPMIICHHS
JOKYMEHTOB IO TPYJIOBBIM OTHOILICHHUSIM.
/JTex/
1.13 JlokymeHTanbHOe 0OpMIICHHE TTpHEeMa Ha OK 01. OK [JI1.1J11.2J12.1
pabory /TIp/ 07. OK 08.

OK 09.




1.14 IlonATHE NOKYMEHTALIMOHHOTO O0ECTICYEeHUS 6 2 OK 02. OK | JI1.1 JI1.2]12.1 0
YIpaBIE€HIECKON AEATETHHOCTH 04. OK 07.
opranuzanuu. Opranuzaius Ciryx0st JJOV. OK 08.
IMonoxenue o cnyx6e JOY. UHCcTpyKIMS 11O
JIETIONPOU3BOCTBY. JI0IKHOCTHAS
uHCTpyKIus. /Jlex/

1.15 Pa3pa0oTka JT0OKaJIbHBIX aKTOB, 6 2 OK 01. OK [JI1.1J11.2712.1 0
omnpezenstomux padory ciayx6st 1OV /Tlp/ 07. OK 08.
OK 10.
1.16 TToHsATHE ¥ IPUHIUITBI TOKYMEHTOO00pOTA. 6 2 OK 01. OK [JI1.1J11.2]12.1 0
JIOKyMEHTOIIOTOKY B OpraHU3aluy. 06. OK 10.

Opranu3aioHHbie GOPMBI
JIeIIONIPON3BOACTBA. Perucrparms
JOKYMEHTOB: TIOHSTHE, [IeJIH, 3a1a4H.
CucreMsl U GOpMBI perHCTpaLuu
(xypHaNbHasA, KApPTOYHAS,
aBToMaTH3upoBaHHas1). OCOOEHHOCTH
pErucTpaniy BXOASIINX, HCXOIAIMNX 1
BHYTPEHHUX JOKYMEHTOB. /JIex/

1.17 OpraHu3aiys mpuemMa, pacCMOTPEHHSI U 6 2 OK 01. OK [JI1.1J11.2J12.1 0
perucTpanuy BXoIAmux JokyMeHTos /I1p/ 02. OK 03.
OK 04.

5. ®OHJ OHEHOYHBIX CPEJACTB

5.1. ®oH OLIEHOYHBIX CPEACTB ISl MPOBeAeHHUSs MPOMEKYTOUHOM aTTeCTALNHU

[epeyeHs MPUMEPHBIX BOIIPOCOB K 3aUETY:

1. OcHoBnble nousaTHs JJOY.

2. IlpuHIHATIBI 1EI0TTPON3BOACTBA.

3. HopmarusHo-nipaBoBas 6aza JI0V.

4. Ionsarue noxymeHrta.Kiaccudukanuy TOKyMEHTOB 110 Pa3IMIHBIM MIPU3HAKAM.

5. O6nacts npumenenust FOCT P. 6.30-2003 r «YHuduipoBaHHasi CUCTEMa OpraHU3AI[IOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB.
TpeboBaHMs K 0POPMIICHUIO JOKYMEHTOB).

6. Posib oKyMeHTaIMOHHOTO 00ECIeYeHUs! YIIPaBICHHS B COBPEMEHHON OpraHU3alluu.

7. CrannapTusanus 1 yHU(UKanus JOKyMEHTOB.

8. dyHKIMU TOKYMEHTOB.

9. HOHHTHC«pCKBH?;PIT JOKYMEHTa», BUIABI PCKBU3UTOB! 06$I3aTCJ'l]>H]>IC, JOIIOJIHUTCIIBHBIC.

10. biank nokymenTa. Bunsl 0:1aHKOB, HX XapaKTePHCTHKA.

11. TpeGoBaHuUS K U3TOTOBJIECHUIO, YUETY U XPAHEHUIO repOOBbIX OJIAHKOB.

12. Ocobennoctu odopmiteHus fokymeHTa «Ilomoxenuey. [loHsITHE, pEKBH3NTEIL.

13. Pa3melenye peKBU3UTOB Ha OJIaHKAX JJOKyMEHTOB.

14. TonsiTe gorosopa (KOHTpakTa). Buabl 1oroBopoB, 0COOEHHOCTH 0(HOPMIICHHS.

15. Ha3HaueHue, cOCTaB U 0COOEHHOCTH 0(hOPMIICHUS OPraHU3ALOHHBIX JOKYMEHTOB.

16. Ha3naueHne, cocTaB 1 0COOEHHOCTH 0pOPMIIEHHUS PACTIOPSAUTEIBHBIX JOKYMEHTOB.

17. Ha3HaueHue, coCTaB U 0COOEHHOCTH 0(opMiIeHUs] HHPOPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

18. Ocobennoctr odopmieHus fokymeHTa «IIpukasy. [loHsTHE, peKBH3NTHI, KJIacCH()UKALUS TPUKA30B.
19. Ha3znauenue, ocoGeHHOCTH 0(OPMIICHHS JIOKYMEHTa «Y CTaBy.

20. Ocobennoctu oopmileHHs JOKyMeHTa «AKT». [loHsATHE, pEeKBU3UTHI, BUIIbI AKTOB.

21. Ocobennoctu opopmieHus fokymenTa «IIporokom». [TonsTHE, pEKBU3UTHI, BUABI IPOTOKOTIA.

22. Benenue 1en10BoOM EpeNnucKy ¢ 3apyoexHbIMU KoppecnonaenTamu. OcobeHHOCTH 0(hOpMIIeHHS.
23. Ha3HaueHue 1 crioco0bl COCTaBICHHUS JOBEPEHHOCTH. Bubl 1oBepeHHOCTEH.

24. NoxnanHple ¥ 00BICHUTENbHBIC 3aIMMCKH: Ha3HAUYCHUE, COICPKAHHIE, COCTaB PEKBU3HUTOB.

25. TpeboBaHus, NpeIbSIBISIEMbIC K COCTABIECHHIO TEKCTA JOKYMEHTA, YHU(HUKALMS TeKcTa, opMa U3I0KEHUs], TIPaBUIIa COCTaBICHUSL.
26. CripaBKH: BUIIBL, OOpMIICHHE.

27. Cocrapnenue u opopmienue fokymenTa «TeaedponorpamMmman.

28. Cocrapnenue 1 opopMiIeHIE IPETEH3UH.

29. OueHka 3Ha4YMMOCTH JOKYMEHTA U CPOKU XPaHEHHUSI.

30. OcobeHHOCTH TIepeavd el B BEAOMCTBEHHBIN apXWB.

31. OcobGenHoCTH cocTaBiaeHUs U oopMieHns JokyMeHTa «Tenerpammay.

32. IIpyHIMITBL, KPUTEPHH IIEHHOCTH JOKYMEHTOB OpraHU3aluy. DKCIIepTH3a IIEHHOCTH Oymar.

33. Komnstorepuzanus JOY. DneKTpOHHBIN TOKYMEHT.

34. VcnionHeHne TOKYMEHTOB.

35. KoHTpOb HCIIOTHEHUS IOKyMEHTOB.

36. OdopmiicHre TOKyMeHTa «3asiBiieHue. [IoHsITHE, PEKBU3UTHI.

37. XpaHeHue JOKyMEHTOB B OIIEPATHUBHOM JESTENLHOCTH U UX NOATOTOBKA K AIUTEILHOMY XPAHEHUIO.
38. Cucremaruszanus J10KyMeHTOB. OCHOBHbIE IPUHLUIIBI YIOPSI0UEHHS U XPaHEHUS JIOKYMEHTOB.

5.2. ®oH/1 OLIEHOYHBIX CPEACTB AJI5 NMPOBeIeHUs TeKYIIero KOHTPOJIA




HpeL[CTaBJ'ICH B IMMPUJIOKCHHUHU K pa6oqel71 nporpamMme JUCHUTIIAHBL

6. YHEBHO-METO/JMYECKOE U HTHOOPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. PexoMenayemas JuTepaTypa

6.1.1. OcHoBHas JUTepaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue W3pnaTenscTBo, o Konnu-Bo
JI1.1 |Ky3uenos, U. H. JIOKyMEHTaIlMOHHOE 00eCTIeYeHNE YIIPaBICHHUSL. Mockaa : 3narenscTBo 1
JIoKyMeHTO00O0pOT U JeNoNpOU3BOACTBO: YueOHuK U [FOpaiit, 2022
MPAKTHKYM JUIS CPETHEro MPOQeCCHOHAIEHOTO
oOpazoBanus
JI1.2 |Hoponuna, JI. A. JlokyMeHTalMoHHOEe o0ecrieueHne yrnpasieHus : :  [Mocksa : M3naTenscTBo 1
y4eOHMK U OPAaKTUKyM JAJIsI CPEIHErO IOpaiir, 2022
npo¢eCcCHOHAILHOTO 00pa30BaHUS
6.1.2. JlonoiHuTeIbHAS JUTEpaTypa
ABTODBI, COCTaBUTEIHN 3arnaBue H3paTenbcTBO, IO Konnu-Bo
JI2.1 |Iysanosa H. H. JlokyMEHTallMOHHOE 00ECIIEYeHUE YIIPaBIICHMUS: Mocksa: FOpaiit, 2022 1
y4eOHHK U IPAKTHKYM IJIS CIIO
6.2. Ilepeuens pecypcoB HHGOPMAIHOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTd ""UHTepHeT"
D1 |Cucrema 3J1eKTpOHHOTO TOKYMEHTO000pOTa
D2  |ABTOMaTH3MpPOBAaHHAs TEXHOJIOTHUUYECKAs CUCTeMa 0OpabOTKH JOKYMEHTOB
33 | HoxyMeHTo060poT

6.3. [lepeyenb MporpaMMHOIro odecrneyeHust

6.3.1|1.0Onepammonnas cucrema. RedOS 7.3

2.0¢wucHsrii naker LiberOffice

3.bpay3zepsr Chrome, Firefox,Chromium

6.4 IlepeuyeHb HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.4.1Bce nipo memonpoussoactso: https://delo-pro.ru

6.4.2|OnexrponHblii yueonsii kype JOY:  http://document-ved.ru

6.4.3| demompousBoacteo u apxus: https://delo-press.ru/journals/documents

6.4.4|Inapranka aenonpoussoxuresns: http://www.docdelo.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOY JIST)

7.1 HOMGH.[GHI/IH JJIA IPOBCZICHUSA BCEX BUJI0B pa60T, npeaAyCMOTPECHHBIX y‘{e6HBIM IJIaHOM, YKOMIIJICKTOBAHbBI HeO6XO,I[PIMOﬁ

CHGHHaHHSHpOBaHHOﬁ yqe6H0171 MeOeIbI0 M TEXHUYECKUMU cpeacTtBaMmu 06y‘I€HI/IH

8. METOAUYECKHUE YKA3ZAHUSA JJIS1 OBYYAIOIAXCSA 11O OCBOEHHUIO JUCHUTIIVIMHBI (MOZAY JIST)

MeTO,Z[I/I‘{eCKI/Ie YKa3aHus 10 OCBOCHUIO JUCHUIIJIMHBI ITPEICTABJICHBI B HpHJ’IO)KeHI/II/I K pa60qel‘/'1 nporpamMme JUCHUIIIIMHBI




