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1. HEJU U 3AJAYHU OCBOEHUSA JUCIIUITJIMHBbI

Llesn ocBOeHMs IUCHMIIMHBI: YIIIyOJeHHOE M3Y4YeHHE JOKYMEHTa M CUCTEM JIOKYMEHTAallUH,
TEOPETUYECKHX M TPAKTUYECKUX TPOOJIeM CO3MaHUSl JAOKYMEHTUPOBAHHOM HWH(POpPMauu B
TaMOXEHHBIX OpraHax, paCCMOTPEHHUE CYLIECTBYIOIIEH B HACTOsIEe BpeMsl IPAKTUKU pabOThI €
JIOKYMEHTaMHU ¥ 0COOEHHOCTEN BEJIEHUS JI€JI0NPOU3BOJICTBA B TAMOYKEHHBIX OpraHax.

3agaum ocBOCHUS AMCHUILVINHBI:

® [I0Ka3aTh B3aMMOCBS3b MH(POPMALIUU U JOKYMEHTA;

e BBIABUTH U IMOKa3aThb TEHJACHIMM YHU(PUKALMU M CTAaHAAPTU3ALUU KaK OTIEIbHBIX
(GopM TOKYMEHTOB, TaK U CHCTEM JIOKYMEHTALIUHU B LIEJIOM;

® N3yYEHUE OCHOBHBIX HOPMATUBHBIX U METOJMYECKUX JIOKYMEHTOB II0 BOIPOCaM
HOJTrOTOBKU U 0()OPMIIEHUS pa3IMYHOI0 POJia TOKYMEHTOB;

® [IpPUOOpETEHHE 3HAHMH O MECTE JEJIONPOMU3BOJCTBA B OOECHEUEHUM JEATEIbHOCTH
TaMOKEHHBIX OpraHoB, O TEXHOJOTHUSAX JOKyMEHTHPOBaHHS OpraHM3al[MOHHO-TPABOBBIX,
pacnopsAUTENbHBIX, THPOPMAIMOHHO-AHATTUTUUECKUX, CIIPABOYHBIX IOKYMEHTOB, O ClIeLU(DHUKU
opraHu3zanuu paboThl ¢ IPOLECCyaTbHBIMU JOKYMEHTAMU;

e (QopmupoBaHUE HABBIKOB B 0()OPMIIEHHH JOKYMEHTOB B TAMOXEHHOMU cepe;

® U3yYeHHUE NPHUHIUIIOB U OCOOCHHOCTEH 3JIEKTPOHHOTO JOKYMEHTO000pOTa, B T.U. B
TaMOXEHHOM [IEJIe.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

JlucuMiuinHa SBIISICTCS 00s3aTCIbHONM M OTHOCUTCA K 0a3oBoii yactu bioka B1.0.42
«ductuumineael  (MOZYJM)» OCHOBHOM mpodeccHnoHalbHOM 00pa3oBaTeNbHOM MIpOrpaMMbl
(OIIOII), ycranaBauBaemMoil  By3oM. JlaHHas  AMCUMIUIMHA  SIBJISIETCS  OJHOW W3
OCHOBOIIOJIATAIOIINX JUCIUILINH B CUCTEME MOJATOTOBKM OakanaBpa mo HampaieHuro 38.05.02
«Tamoxennoe neno». OHa OXBaThIBa€T IIUPOKUH Kpyr MpoOJeM M IO3TOMY CBsi3aHA
JUCIUIIMHAMY, HAaIIPaBJIEHHBIMHU Ha (hOpMHpOBaHHE KOMIETEHIIMI IO HOPMATUBHO-IIPABOBOMY
o0ecreyeHno  J1eonpou3BoJcTBa. (OCBOEHHME JUCHUIUIMHBI TO3BOJUT CHOPMHUPOBATH Yy
CTYJI€EHTOB  OCHOBBI  YIpPAaBJIEHHS JOKYMEHTAIlMOHHBIM  OO€CleYeHHEeM  JesTeIbHOCTH
TaMOKEHHBIX OpPraHOB, HABBIKM yTMpaBlIeHYECKOW W WHGOPMALMOHHOW KyJIbTypsl B cdepe
npodeccuoHanbHOM AesTenbHOCTH. OCyIIeCTBIEHHE TaMOXKEHHOH JEeSTENIbHOCTH Ha JII000M
ypoBHe cuctembl (anmmapatr @TC Poccuu, perrmoHanbHOE TaMOXEHHOE YINpaBICHHE, TaMOXKHS,
TAaMOXXCHHBI TIOCT M Jp.) CONPSDHKEHO ¢ 00pabOTKOW OTrpoOMHOr0 MaccuBa WH(OpMAIWH,
HOCHUTEJISIMH KOTOPOW MOTYT OBITh pa3iHuHbIe JTOKYMEHTHI: yMNpaBlIeHYECKHE, TaMO>KECHHBIE,
Oyxrajirepckue, MpoIecCyallbHbIC U ., KaK TPATUIIMOHHBIC (Ha OyMaKHBIX HOCUTEISIX), TaK U B
3JIEKTPOHHOM BHJIE.

JlucuurauHa yuTaeTcs B 5-0M ceMecTpe 3-To Kypca CTyJeHTaM 09HOM (hOopMbl 00yUeHUS
U 6a3upyercs Ha OTACIbHBIX KOMIIOHEHTaX KOMIETEHIUH, chOpMUPOBAHHBIX Y 00yYarOMIUXCS B
X0/ U3yUEHUs IPEIIECTBYIOIUX YUeOHBIX NUCHUIUIMH y4eOHOrO IjIaHa:

o «UnpopmaTuka.

st ocBOEHMSI TUCLUIUIMHBI CTYAECHT NOJDKEH MMETh CJIEAYIOLIUE «BXOJHBIE» 3HAHU,
YMEHUs1, HaBBIKM U KOMIIETEHIUU:

e 3HaThb HOPMATHUBHO-METOJMYECKYI0 0a3y MO JIOKyMEHTAllMOHHOMY O00€CIeYeHHIO
yIPpaBJIEHUS B TAMOXKEHHBIX OpraHax;

® 3HATh OCHOBHI IMHCbMAa W TIHCBMEHHOW pedd, TMOHATUHHBIA anmapaT B cdepe
OpraHU3alH U I€ATeIbHOCTH TaAMOKEHHBIX OPT'aHOB;

® CMOCOOHOCThIO K KOMMYHHUKAllMd B YCTHOW M MHCbMEHHOH (hopMax Ha PYCCKOM U
MHOCTPAaHHOM  f3bIKaX JUId pelIeHHs 3a4ad  MEXIMYHOCTHOTO M MEXKKYJIbTYPHOIO
B3aUMOJICUCTBUS;
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® BJIAJICTh HABBIKAMHU cOOpa, aHaIM3a U 00001IeHNs HHGOPMAITH, OCHOBHBIMU

nmpueMaMm CUCTEMHOI'O MoAXoAa U CPAaBHUTCIILHOTO aHAJIM3a.

PesynbraThl OCBOGHHSI JAUCHUILTAHBI OYIyT HEOOXOAMMBI JJISl AajJbHEWIIEro Tmpoliecca
o0yuyeHHsT B paMKax IO3TAamHOro (OPMHUPOBAHUS KOMIIETECHIMHA MPHU HM3YYEHUH CIEAYIOIINX
CIICHIUAJIbHBIX JUCHUIIJINH:

e «JlekmapupoBaHKe TOBAPOB U TPAHCIIOPTHBIX CPEICTBY;

¢ «MHpOopMaIMOHHBIE TAMOXXCHHBIC TEXHOJIOTHI,

a TaKKC IJIA MPOXOXKIACHUA ITPOU3BOACTBCHHBIX ITPAKTUK, FOCY}IapCTBeHHOﬁ UTOTOBOU

aTTecTalllu, 3aIIUThHI BBITYCKHOW KBATH()UKAITMOHHON pabOTHI.

3. IEPEYEHD IINTAHUPYEMBIX PE3YJBbBTATOB OBYUYEHUSA 11O JUCIUITVIMHE
MOAYJIIO), COOTHECEHHBIX C IINTAHUPYEMBIMMU PE3YJIbTATAMU
OCBOEHMA OIIOII

[Ipoulecc w3y4YeHHs AWCHUIUIMHBI HANpaBIeH HAa (OPMUPOBAHUE  CIIEAYIOUIUX
KOMIIETEHIINH:

peannsyeMoﬁ KOMIICTCHI MU JOCTHKEHHS KOMIETEHIIMH

Kon u IlepeyeHns NuIaHNpyeMbIX Pe3yJIbTATOB 00y4YeHHS IO
HaMMEHOBaHHe AUCHMILIAHE (MOLYJII0), COOTHECEHHBIX C HHIUKATOPAMH

OIIK-1: 3HaTh HHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH;

YMerp  pemiate  cTaHAapTHBIE  3aJaud  NpodecCHOHATHEHON
JIEeATEIbHOCTH c [IPUMEHEHUEM WHPOPMALTUOHHO-
KOMMYHUKALIMOHHBIX TEXHOJIOTHUH;

Biagers HAaBBIKaMH MIPYUMEHEHUS nHGOPMAaILMOHHO-
KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTMM  JUIsl  pEIIeHHs  3aj1a4
npoQecCHOHAIBHON e TeIbHOCTH.

[1K-34: 3HaTh OCHOBBI JOKyMEHTHUPOBaHHs, OpraHW3alud paboThl C
JIOKyMeHTamu  (YIpaBJIeHHE JOKyMEHTaMH) H  3JICKTPOHHOTO
JIOKyMEHTO000pOTA;

YMeTh OpraHu30BBIBaTh pa0OTY C JIOKYMEHTaMU (JIOKYMEHTO000POT)
Ha CBOEM pabodeM MecCTe;

Brnagers Meromamm  obecmeueHus —uHpopMmaimedr B chepe
TaMOXKEHHOTO JieJla TOCYJapCTBCHHBIX OPraHOB, OpPraHH3alMii U
OTJINBHBIX TPaK/IaH.

4. OBIIASA TPYIOEMKOCTD JUCIHUTIIJIINHBI
4.1. O0beM JUCHHUILIMHBI B 3a4eTHbIX eqununax (Bcero) —2 3ET.

4.2. O0beM TUCHUILIMHBI 10 BUAaM yuyeOHOH padoTsl (B yacax): 72

KoJsnyecTBo yacoB ((popma o0yueHust — ouHasi)
Bup yueOHoii paGoThI Bcero no B T.4Y. [10 ceMecTpam
IUIAHY 5 6
1 2 3 P
KonTakTHas pabota oOydaromuxcs ¢ 36 36 -
IIpenoaaBaTesieM B COOTBETCTBUHU C
YII
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Ay,[[I/ITOpHBIe 3aHATUA:
® JICKIUU 18 18 -
® CeMHUHAphl ¥ IPAKTUYECKHIE 18 18 -

3aHATUA
e J1abopaTopHbIE PadOTHI, - - -

MPAKTUKYMBI -
CamocrositenpHas pabora 36 36 -

dopma TeKyIero KOHTPOJIs 3HAHUN U
KOHTPOJISI CAMOCTOATEIHHON PabOTHI:
TECTUPOBAHUE, KOHTP. paboTa,
KOJJIOKBUYM, pedepar u Ap. (He MeHee
2 BUJOB)

YCTHBIN OIPOC,
JienoBasi urpa,
JTUCKYCCHS

YCTHBIN OIPOC, -
JienoBasi urpa, -
JTUCKYCCHS

Kypcogast paborta

Bubl mpoMexyTO4HOM aTTecTanuu
(3K3aMeH, 3a4eT)

3a4€CT

3a4€T -

Bcero yacoB nmo fucuMIJInHe

72

®opma — 3204HasA

KoanuecTBo yacoB (hopma 00yueHusi — 3a04Hasi)

Buj yueOHoii padoThl Bcero no B T.4. I10 CEMeCTPam
IJIaHy 5 6
7 2 3 P
Koararraasr patoTa o0y raommxcs © 12 12 =
npenoaaBaTejicM B COOTBCTCTBUU C
VII
AYINTOPHEIC 3AETTITT
& JICKINN % % =
S—CeMHHAPphHHpaKTHIecKHe 6 6
3aHATUA
+—rabepatepHbie Pabethh =
HPaKTUKYMBI -
CaMocToSTeaLHas pqﬁr\"r‘a 58 58

(T)npmm TEKYUIEr0 KOHTPOIS 3HAHUIL 1

VCTHEIU QUPOC,

VCTHLEIA OODOC -
o T b

KOHTPOJISI CaMOCTOSATEIbHOM pabOThI:
TECTUpPOBAHUE, KOHTP. padoTa,
KOJIJIOKBHYM, pedepaT u Ap. (He MeHee
2 BHUJIOB)

JIeJI0Bast Urpa,
JUCKYCCUS

JIeJIoBast Urpa, -
JTUCKYCCHUS

T('vp(‘nnnq pa 00TAa

3A49CT

3A49CT -

| BUIel IpOMEXKYTOYHON ATTECTAIINNI

(7x3ameH, 3a4eT)

KonTponk

| Bcero 4acoB 10 JUCHHUILIMHE

72

72 -

4.3.

Conep:xxanue TUCHMILIHHBI (MoayJisi). Pacnipenesienue 4acoB o reMam u

BH/IaM Y4eOHOil padoThI:

®opma A
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dopma 00yueHUs —ouHas

Bujabl yueOHBIX 3aHATHIH
AyYIUTOpPHbIE 3aHSTHUS
NpakTH- | Jadopa- | 3ausaTus B

dopma
CamocTo-| TeKylIero

Haszpanue pa3aesioB u Tem | Beero 4YecKHe | TOpHble | MHTEepaK-
JIEKIH . |ATeIbHAasi| KOHTPOJIA
3aHATHSA, | padoThl, | THBHOM .
U padora | 3HaAHUMH
ceMHHA- | MPaKTH- | (opme
pbI KYMBI
1 2 3 4 5 6 7 8

1. IokyMeHT u cucrema 2 2 4 YCTHBIN
JTOKYMEHTAIlNN OIpoc
2. UndopmannonHo- 2 2 4 YCTHBIN
IOKYMEHTallMOHHOE orpoc,

obecriedeHne padoThI
anmapara yrnpaBJiIeHHs

3. [Mopsinox 2 2 4 YCTHBIN
BEJIOMCTBEHHOT'O orpoc,
XpaHEeHHUs1 JTOKyMEHTOB U JienoBast
OpraHu3aIus UX urpa
JEJIONPON3BOACTBA

4. Opranuzanus paboThl 2 2 4 YCTHBIN
CITy X0 ompoc,
JOKYMEHTAIHOHHOTO JIICKYCC
o0ecrniedyeHus ust

TaMOXEHHBIX OPTraHOB, UX
3a7a491 ¥ GYHKIMT

5. IlpaBuia MoAroTOBKU U 2 2 4 YcrHblit
odopMmIIeHUsT TOKYMEHTOB orpoc,
B TAMO>KEHHBIX OpraHax Jies10Bast
urpa

6. Opranuzauus 2 2 4 YCTHBIN
JOKYMEHTO00O0poTa B orpoc
TaMO>KEHHBIX OpraHax
7. ®opMupoBaHue e B 2 2 4 YCTHBIN
TaMOXEHHBIX OpraHax oIpoc
8. Opranuzanusi paOOTHI 2 2 4 YCTHBIN
BEJIOMCTBEHHOI'O apXMBa, orpoc
JKCIIEpTHU3a LEHHOCTHU
JOKYMEHTOB
9. ABTOMaTH3UpPOBAHHBIE 2 2 4 YCTHBIN
CHCTEMBI oIpoc
JIeJIONPON3BOICTBA

NUTOI'O: 72 18 18 - 36 -

4.4. CopepxaHue TMCUMILVIMHBI (MoayJisi). PacnipenesieHue 4acoB o remaM u
BH/IaM y4eOHOI padoThI:

dopma o0yueHUs —3a0uHasl
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Bujabl yueOHbIX 3aHATHIH

AyIUTOpPHbIE 3aHATHUS

dopma
npakTu- | Jadopa- | 3ansaTHs B
Hassanmue pasgesos u TeM | Beero YecKHe | TOpHbIe | HHTepaK- Camocto-| Tekyiuero
JICKIIA ca ATeJIbHasi| KOHTPOJIA
u |3ausTHS, padoTbl, | THBHOH ot SHAHMI
ceMHHA- | MpaKkTH- | (opme
pbI KYMBI
7 2 3 7 5 6 7 3
1. JIokyMeHT u cuctema 6 6 3auer
JIOKYMEHTAIIUU
2. UadopmanmioHHo- 8 2 6 3a4eT
JIOKyMEHTAIlMOHHOE
obecrieueHrue paboThI
amnmapara yrnpaBJeHUs
3. Ilopsanok 8 2 6 YCTHBIN
BEJIOMCTBEHHOI'O orpoc,
XPaHEHUS JOKYMEHTOB U JienoBast
OpraHu3alus ux urpa
JEJIONPON3BOACTBA 3a4er
4. Opranu3zarus paboThI 6 6 3auer
ciryx0
JIOKYMEHTAIMOHHOTO
o0ecrniedeHus
TaMOXEHHBIX OPraHoOB, UX
3a7a494 ¥ GYHKIMT
5. IlpaBuia MoAroTOBKHU U 8 8 3a4eT
oopMIIEHHUST TOKYMEHTOB
B TAMOXXEHHBIX OpraHax
6. Opranuzanus 8 2 6 3auer
JOKYMEHTO000pOTa B
TaMOYXEHHBIX OpraHax
7. ®opMupoBaHuE €1 B 7 1 6 YCTHBIN
TaMOYEHHBIX OpraHax onpoc
3a4eT
8. Opranmzaius paboThl 8 2 6 YCTHBIHN
BEJIOMCTBEHHOI'O0 apXHBa, onpoc
JKCIIepTH3a LIEHHOCTH 3a4yeT
JOKYMEHTOB
9. Amromarm3upoBaHHBIC [ 9 1 8 YCTHBIN
CUCTEMBI orpoc
JIEJIONPON3BOJCTBA 3a4uer
KoHTposb 4
HUTOI'O: 72 4 6 - 58 -

5. COIEP)KAHUE TUCIHUATIJIMHBI (MOY.JIST)

Tema 1. JlokyMeHT 1 cucTeMa JOKYMEHTAIlUH

[TonATHe nOKyMeHTa M ero (QyHKUUH. YHU(DUIUPOBAHHBIE CHUCTEMbI JOKYMEHTAIHH.

Knaccudukamus 1oKyMeHTOB, oOpamaronmxcsi B opranuzanusax. OOmme HOpPMBI M TpaBMIIa
oopmienus 1okymMeHToB. OdopmiieHne pekBU3UTOB. TpeboBaHus K OlaHKaM JOKYMEHTOB.

®opma A
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Tpe6OBaHI/I$I K U3rOTOBJICHUIO JOKYMCHTOB. HpaBI/ma HalTMCaHUA B JOKYMCHTAaX COKpPAIICHHBIX
CJIOB, YHCCII, (1)I/I3I/I‘IGCKI/IX BCJIMYMH W 3HAKOB ITPCIIMHAHUAA.

Tema 2. UndpopMauMOHHO-TIOKYMEHTALMOHHOE o0ecreyeHHe padoOThHI anmapara
ylpaBJieHHS.

OcHOBHbIE BHJBI JOKYMEHTHOH JestenbHOCTH. HMHbopMmaius B ympaBlieHYECKOM
NeSITebHOCTH. YTpaBieHue JokyMeHTauuei. Opranuzanus HHQOPMAIMOHHO-TOUCKOBBIX
CUCTEM M0 JOKyMEeHTaM yupexaeHus. OCHOBHbIE (YHKIIMOHATbHBIE CUCTEMBI TOKYMEHTAIIUU B
Poccuiickoit @enepannu. Y HUPUIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Tema 3. Ilopsaok BeIOMCTBEHHOI0 XPAHEHHsI JOKYMEHTOB M OpPraHu3amus HX
1eJ10NPOU3BOACTBA

OYyHKIIMK W CTPYKTypa CIyxObl Jaenmompou3BojacTBa. I[lpaBuna  opranuzanuu
JOKYMEHTO00OpoTa B yupexaeHusx. OOmue mpaBwia U 3aJa4d PETUCTPAllMUd JOKYMEHTOB.
Opranu3zanys KOHTPOJIsI HCTIOMHEHUs JOKYMEHTOB. CucTeMaTn3anus U XpaHeHUe JOKYMEHTOB B
opraHuzanuu. TexHuyeckue CpeAcTBa, MCHOJb3yeMble B  Jenonpou3Bojctse. I[lytu
COBEPLICHCTBOBAHUS CITYKObI 1€IONPOU3BOJICTBA.

Tema 4. Opranmsanusi padoTbl CJay:K0 JOKYMEHTAIMOHHOTO oO0ecrevYeHust
TaMOKEeHHbIX OPTraHoOB, UX 32/1a4H U (YHKIHH

Tunosast UHCTPYKLMSI 110 JI€JIONPOU3BOJICTBY U pabOTe apXHBa B TAMOKEHHBIX OpraHax.
JlokyMeHTaIllmoHHOe OOecreueHre yMpaBlIeHUs] B TaMOXKEHHBIX OpraHax. 3agaud, (QyHKIUU U
MOPSIIOK pabOTHI OT/ENa JTOKYMEHTAIMOHHOTO OOECIeYeHHs] TaMOXEHHBIX OpraHoB. IlpaBa u
00SI3aHHOCTH OTBETCTBEHHOTO 3a JIENONPOM3BOACTBO B CTPYKTYPHOM TMOJpa3AeieHUH
TaMOXXEHHOTO opraHa. I[IpaBa, O00S3aHHOCTH M OTBETCTBEHHOCTh HaYaJlbHUKA OT/ea
JOKYMEHTAIIMOHHOTO O00eCIeUeHHs] TaMOXXEHHOTO opraHa. MYHKIUU COTPYAHUKOB CIY>KOBI
JIeNTOTIPOU3BOICTBA TAMOKEHHOTO OpraHa.

Tema 5. [IpaBujia moaAroToBKU M 0(pOPMIICHUSA TOKYMEHTOB B TAMOKEHHbBIX OPraHax
JlokyMeHTaIus TaMOKEHHBIX OpraHoB. OCOOEHHOCTH MOATOTOBKU U O()OPMIICHUS OTAEIBHBIX
BUJIOB JIOKyMeHTOB. TpeboBanus k 01aHkam 10KyMeHTOB. OdopMiieHre pEKBU3UTOB B IIPOLIECCE
MMOATrOTOBKH JOKYMCHTOB. Tpe6OBaHI/I}I K JOKYMCHTaM, U3TrOTOBJIICMBIM C ITIOMOIIIBIO
MeYaTalolnX YCTPOMCTB, KOMUPOBAHKUE TOKYMEHTOB. OCOOCHHOCTH 0(OPMIICHHSI IOKYMEHTOB,
nepeaBaeMbIX 10 KaHajlaM 3JIeKTPOCBSI3H.

Tema 6. Opranuszanusi IOKyMeHTO000pOTa B TAMOKEHHBIX OpPraHax

Opranmzanus JOKYMEHTOOOOpOTa: mpueM, o0paboTka M pacrpeiesieHre MOCTYIAOIINX
JIOKYMEHTOB; OpraHu3anus oOpaOOTKM W Hepedayd OTIPABISAEMBIX JOKYMEHTOB; HOPSI0K
MPOXOXJACHHUS BHYTPEHHUX JOKYMEHTOB; NMpUEM U 00pabOTKa JTOKYMEHTOB, IMOCTYIAIOIUX IO
KaHaJlaM 3JIEKTPOHHON MOYTHl U (PaKCHUMUIIBHOM CBSI3U; yYEeT KOJMUYECTBA JOKYMEHTOB; paboTa C
oOpallleHusIMU TpakJaH W JenyTtaroB. Perucrpamnus gokyMeHToB. OpraHu3zalius MOHCKOBOM
CHUCTEMBl MO JOKyMeHTaM. KOHTpOJb HCHONHEHHUS IOKyMeHTOB. PaboTa wucmomHutenei c
JOKYMCHTaMMU.

Tema 7. @opMupoBaHue el B TAMOKEHHbIX OPraHax

OpFaHI/BaI_II/ISI JOKYMCHTOB B JCJIONPOU3BOACTBC. COCTABJICHUC HOMCHKIIATYPBI [CJI;
dopmupoBanre u oQopmileHHE JAeN; OpraHu3alys ONEpPaTUBHOIO XpPAaHEHHUS JAOKYMEHTOB.
HOpﬂIIOK nepcaadyn NOKYMCHTOB Ha XpaHCHHUC B ApXUB: OpTraHU3alUsa MPOBCACHUSA SKCIICPTU3BI
LEHHOCTU JOKYMEHTOB; COCTaBJIeHHE U O(OopMIIEeHHE OMMCEW [ei; mepenaya JOKyMEHTOB Ha
apXMBHOE XpaHEHUE.
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Tema 8. Opranuszanusi padboTbl BeIOMCTBEHHOI0 APXMBA, IKCIEPTU3a IEHHOCTH
AOKYMEHTOB

3amaun U (QYHKIUMU apXUBOB TaMOXKEHHBIX opraHoB. OOecriedeHre COXPaHHOCTH
JOKYMEHTOB apxuBa. OpraHuzanus JOKYMEHTOB B apXuBe. YYeT JOKYMEHTOB B apXHBE.
HayuHo-cripaBouHBIif anmapatr K JOKyMeHTaM apxuBa. lcmonb3oBaHHe JOKYMEHTOB apXHBa.
[Topsimox mepemaurd JOKYMEHTOB apXWBa Ha MOCTOSHHOE XpaHeHue. OpraHuzanusi padoThI
apxuBa.

Tema 9. ABTOMaTH3MPOBAHHbIE CHCTEMBbI /1€JIONPOU3BOACTBA

OcobeHHocTH aBTOMaTH3aluu JAenonpousBojacTBa B Poccun. Microsoft Office - maker
aBTOMATHU3aIMK JIEJIONIPOM3BOJICTBA: COCTaB MaKeTa; OOIIMe MOHATHS; (aiiabl U JTOKYMEHTHI;
opranu3zaiys paboTbsl ¢ JOKYMEHTaMHU.

6. TEMbI IPAKTUYECKHAX U CEMUHAPCKHX 3AHATUM

Tema 1. JIoOKyMeHT U cUCTeMa IOKYMEHTALMH.

3AHSATHUE 1

dopma NpoBeJEHUS — CEMHUHAp.

Bonpockl o TeMe (17151 00CYXACHHS Ha 3aHATUH, JUIsI CAMOCTOSATEILHOTO U3YUCHUS).

1. [TonaTHE MOKyMEHTA U €T0 QyHKIIUH.

2. Packpoiite  mousTHS  «uHQOpMaAIMsA»,  «UHPOPMALMOHHBIE  PECYpPCH»,
«JIOKYMEHTHPOBAHHE.

3. Kak coOTHOCSTCS MOHATUS «TOKYMEHT» U «yTIpaBICHHUE»?

4.0OnuimTe CUCTEMY IOKYMEHTOB.

5.B 1eM 3akiro4aeTcsi TOKyMEHTAllMOHHOE 00eCTieueHHE yIpaBIeHUs ?

6. Uto perynupyet MexXayHapOIHbIA CTAHAAPT HA YIPABJICHUE JOKYMEHTAIIMEH ?

Kakue Buibl HOcUTenel HHPOPMALIMU HCTIONB3YIOTCS JUIs CO3/IaHMsI JOKyMeHToB? [laiite
UX KPaTKylO XapaKTEPUCTHUKY.

7. KakuMH1 OCHOBHBIMHU CBOMCTBaMM 00J1a1a€T JOKYMEHT?

8. Uro BkmouyaeT B ce0s mnoHATHe «byHKIUS» AokymeHta? Ilepeuncnute U
oxapakTepusyiTe oOume GyHKIMN TOKyMEHTA.

9. Uto nmoHUMaeTcs 1oj OnpeeieHueM «yYHU(DULIMPOBAHHASA CUCTEMA JJOKYMEHTAIUN»?

10. Kakue knaccuukanmy T0KyMeHTa U TI0 KaKUM IPU3HAKaM MOYKHO JaTh?

11. Kakoe MakcHUMajabHOE KOJIHMUYECTBO PEKBU3UTOB MOXKET OBITh UCIIOIB30BAHO MPU
oopmiernn gfokymenTa? B obmmx yeprax oxapakTepu3ynTe Kaxk bl pEKBU3HUT.

12. Kakue ocHOBHBIE TpeOOBaHUS MIPEIBABISAIOTCS K OJlaHKaM TOKYMEHTOB?

13. Kakue oOuienprHsAThIe COKpaIlleHUs CIOB AOMYCKAIOTCs B JOKYMEHTax?

14. KakoBbl OCHOBHBIE IIPABUIIA HAIMCAHUS YHCEI B JOKYMEHTaX?

15. Oxapakrepu3syiite 0coOeHHOCTH 0hOPMIICHHUS B JOKYMEHTAX 3HAKOB MPETTUHAHS U
CHUMBOJIOB.

Tema 2. UndopManiuOHHO-TOKYMEHTAIMOHHOE 00ecnieueHrue padoThl annapara
ylpaBJieHHS.

3AHSATHE 2

dopma NpoBENECHUS — CEMUHAP.

Bonpocsl o Teme (117151 00CY>KIAEHUS HAa 3aHATUH, JJI1 CAMOCTOSITEIbHOTO U3yUYEHUS).
1. KakoBa cucrema JOKYMEHTHOH JesTEIbHOCTH U YTO OHA B ce0s BKItOYaeT?

2. JlaliTe XapaKTEpUCTUKY HAIPABICHUIN TOKYMEHTHOM JESITEIBHOCTH:
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— HeTOCpeACTBEHHAs paboTa ¢ TOKyMEHTaMH;

— a/IMUHUCTPATUBHO-YIpaBJIeHYECKasl JeSITeIbHOCTD;

— Hay4YHasl JIeATEIbHOCTb;

— UH(POPMALMOHHO-METOJUUECKas 1eATEIIbHOCTb.

3. Uto noHuMaeTcs oJ| ynpasieHdeckor nHpopmarueit?
4. ITo kakuM NO3ULHUAM Ki1accupuuupyercst uHpopmarus?
5. KakoB mopsiiok oOMeHa nHpopMaIueii?

6. Pacckaxute 00 ypOBHSAX yHpaBieHUs JOKyMEHTAIHEH.

Tema 3. Ilopsi10K BeIOMCTBEHHOI0 XPAHEHNSsI JOKYMEHTOB M OPraHU3alus uxX
JeJ0NPON3BO/ACTBA.
3AHSATHE 3
dopma npoBeieHUs — CEMUHAP, JIe10Bas Urpa.
Bonpocsl o Teme (17151 00CYX/I€HHsI HA 3aHATHUH, JUUIsI CAMOCTOSITEIBHOTO U3YUEHNU).
1. KakoBbI 0011111€ TTOJI0KEHHUS OPTaHN3auHN JOKYMEHTAIMOHHOTO 00eCcieueHHsI
yIpaBJIeHUs] B TAMOXKEHHbBIX OpraHax?
2. KaxkoBbl OCHOBHBIE MTOHITHSI OpraHU3aluU JOKYMEHTAllMOHHOTO 00ecreueHus
YIPaBIEHUS B TAMOXKEHHBIX OpraHax?
3.0nuuTe OpraHu3aluio J0KyMEHTO000pOTa TAMOKEHHBIX OPraHOB.
4. OYHKIUHU U CTPYKTYpa CIyKObI I€TOMPOU3BOICTBA.
5. IlpaBuiia opraHu3aluy JOKYMEHTOO00pOTa B yUPEKACHUSIX.
6. OOmme npaBuiIa U 3314l PETUCTPAIIMH TOKYMEHTOB.
7. Opranuzanusi KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB.
8. CucremaTu3anus U XpaHeHUE JJOKYMEHTOB B OpraHU3al1u.
9. TexHHueCKUE CpesiCTBa, UCIIOIb3yEMBIE B I€TIONPOU3BOJICTBE.
10. ITyTr coBepIIEHCTBOBAHUS CITYKObI IEIIOTPOU3BOICTBA.
3agaHue A NpaKTHUeCKOM paboThI:
1. CocTaBuTh cXeMy NMPOXOKICHUS BXOASAIIEH JOKYMEHTAIIMN B OpraHU3al1y.
2. CocTaBUTh CXeMy MPOXOXKACHUS UCXOAIIEN TOKYMEHTAllMK B OpraHU3aluu
3. CocTtaBuTh NpUMEPHYIO (POPMY HOMEHKJIATYPHI J€J1, UCIIOIb3YEMYIO B OpraHU3aIHsIX.

3aganue Ha aeaoByro urpy (AHU-1):

ITpakTryeckast paboTa CTYAEHTOB B MalbIX Ipymnnax (mo 3-5 yenosek). ['pynmbl
MOJYYaroT JOKYMEHTBI U PACIPEeIIoT X M0 UcronHuTens M. Kaxkaas rpymnmna cocTaBisieT
IPUMEPHYIO IPOrpaMMy COBEPILIEHCTBOBAHUS CIykObI fesonpou3BozcTsa. I1o 3aBepuenun
MPOM3BOIUTCS 3aCIYIIMBAHUE TOKJIAa KOKIOH MaJol TPYIIIbI, 00CYKIIEHHE U HTOTOBOE
OLIEHUBAHME C Y4aCTUEM ITIPEToiaBaTes.

Bpewms - obuiee 60 muH. (50 MuH. — camocTosaTenbHas padota, 10 MUH. — 00CyXI€HHE KaXKI0Tr0
JIOKJIa/1a).

Tema 4. Opranmsanpusa padoTbl  CIy:K0 JOKYMEHTAMOHHOIO o0ecneYeHus
TaMO’KEeHHbIX OPTraHOB, UX 324U U QYHKIIUH

3AHSITHUE 4

dopma MpoBeIeHUs — CEMUHAP, TUCKYCCHSI.

Bonpocsl o Teme (117151 00CYKIACHHS HAa 3aHATHH, JJIS1 CAMOCTOSITEIbHOTO U3yUEHNUs ).

1. TumoBast MHCTPYKIUS MO JEIOMPOU3BOACTBY U paboTe apXuBa B TAMOKEHHBIX
opraHax.

2. JIokyMeHTaIlMOHHOE O0eCcTieueHre YIPaBICHNUS B TAMOKEHHBIX OpraHax.

3. 3amauu, QyHKIIMU U TOPSAIOK pabOTHI OT/AENa TOKYMEHTAIIMOHHOTO O0eCreueHus
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TaMOXCHHBIX OPraHOB.

4. TlpaBa u 0053aHHOCTH OTBETCTBEHHOT'O 32 JEIIOMPON3BOACTBO B CTPYKTYPHOM
IIO/Ipa3/IeJICHUH TaAMOXKEHHOT'O OpraHa.

5. TlpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh HaYaJIbHHUKA OT/eNa JOKYMEHTAIIHOHHOTO
o0ecrneyeHns TaMOKEHHOT'0 OpraHa.

6. @YHKIIMH COTPYAHUKOB CIYKObI I€TONPOU3BOICTBA TAMOKEHHOTO OpraHa.

Tembl 10K12/10B:

I. IlpumepHass AOMKHOCTHAsT WHCTPYKLUS HMHCIEKTOpPa OTAENA JOKYMEHTALIMOHHOIO
o0ecreyeHtsl, OCYLIECTBIIAIOIIErO PETUCTPALINIO IPUKA30B, PACIOPSHKEHNUH, JOKIAAHBIX 3aIIMCOK
U Jp. BHYTPEHHUX JTOKYMEHTOB TaAMO>XEHHOTO OPTaHa.

2. IlpumepHas N1OHKHOCTHASE MHCTPYKIIMSI MHCTIEKTOPA OTAeNa JOKYMEHTAIIMOHHOTO
o0ecrevyeHus, OCyIeCTBISIONIEI0 MAIIMHONMCHBIE pa0OThI OT/AENA.

3. HpHMepHas[ AOJDKHOCTHASA MHCTPYKIUA UHCIICKTOPA OTACIA JOKYMCHTAIIMOHHOI'O
obecrneveHns, OTBETCTBEHHOTO 32 padOTy KOMHPOBATbHO—MHOXKHUTEIHFHOTO Y4acTKa OT/eNa.

4. IlpumepHass JOJDKHOCTHAs HMHCTPYKUUS MHCIEKTOpAa JKCHEAMLIMU  OTJIela
JIOKYMEHTAI[MOHHOTO 00ECTICUEHUSI.

5. TlpumepHas JOJKHOCTHAS MHCTPYKIUS MHCIIEKTOPA, OTBETCTBEHHOIO 32 paboTy
y4acTKa BXOJAIIEH KOPPECTIOHACHIIMU OT/Ie]a TOKYMEHTAlMOHHOTO O0ECTICUeHUSI.

6. ITlpumepHas OMKHOCTHAS MHCTPYKIUS MHCIIEKTOPA, OTBETCTBEHHOIO 32 paboTy
y4acTKa UCXOJSIIeH KOPPECTOHICHIIMH OT/eNIa JOKYMEHTAI[MOHHOTO 00ecTIeueHMs!.

7. HpI/IMepHaH AOJDKHOCTHASA MHCTPYKIUA UHCIICKTOPA OTACIA JOKYMCHTAIIMOHHOT'O
o0ecrnevyeHns, OCyIIeCTBISIONIEr0 KOHTPOJIb 33 UCIIOIHEHUEM TIOKYMEHTOB OT/ENA.

8 HpI/IMepHaH AOJDKHOCTHASA MHCTPYKIUA UHCIICKTOPA OTACIA JOKYMCHTAIIMOHHOT'O
obecrevyeHnsi, OTBETCTBEHHOT'O 32 BEJCHHE JIEIONPOU3BOICTBA 110 OOPAIIEHUSM IPaXKIaH.

Bonpocsl 1151 CAMOKOHTPOJISA:

1. Kakoil HOpMAaTHBHBIH aKT perJaMEHTHPYEeT TMOpPSAOK  paboThl  CIY>KOBI
JIeTIOTIPOU3BO/ICTBA U apXHBA B TAMOXKEHHBIX OpraHax?

2. Kakoe cTpyKTypHOE noapa3eieHle TAMOKHU OTBEYAET 33 JOKYMEHTAIIMOHHOE
oOecrieueHHe yrnpaBaeHUs?

3. Ha xoro Bo3naraercsi OTBETCTBEHHOCTb 33 OpraHU3ALMIO AEJIONPOU3BOACTBA B OTAENIAX
TaMOKEHHBIX OPraHOB?

4. KakoBbl OCHOBHBIC 3a/1a41 U (PYHKLUH OT/€]a JOKYMEHTAHOHHOTO 00ECTIeUeHHS
TaMOKEHHBIX OPraHOB?

5. YTo BXOAUT B 00SI3aHHOCTH OTBETCTBEHHOTO 32 JICJIONPOU3BOJICTBO B CTPYKTYPHOM
MO/IPa3/IeJIEHNN TaMOKEHHOTO OpraHa?

6. Kakue mpaBa 1 00s13aHHOCTH UMEET HaYaIbHUK OT/AeNa JOKYMEHTAIIHOHHOTO
oOecrieyeHnst TaMO>KEHHOTO opraHa’?

7. KakuMu HOpMAaTHUBHO-TIPABOBBIMU aKTaMU PYKOBOJICTBYETCSI HAaUaIbHUK OT/eJIa
JIOKYMEHTAIlMOHHOT'O 00ECIIeYeHHs TaMOKEHHOT0 OpraHa B CBOEH JAesITeNbHOCTH?

8. UTo BXOJUT B 00s13aHHOCTH MHCIIEKTOpA OT/elNa JOKYMEHTAIIMOHHOTO 00ecTeueHus,
OCYIIECTBIISIONIETO PETUCTPAINIO BHYTPEHHUX IOKYMEHTOB TaAMOKEHHOTO OpraHa?

9. KakoBsI 00s13aHHOCTH MHCTIEKTOPA, OCYIIECTBIISIFOIIIETO MAITUHOMUCHBIE PaOOTHI,
oTJiena JOKYMEHTAllMOHHOTO 00ecreYeHNs TAMOKEHHOT0 opraHa?

10. Tlepeuucnure OCHOBHBIE 3aJayd WHCIEKTOpPA, OTBETCTBEHHOTO 3a padoTy
KOIMUPOBAJIBHO-MHOXUTCIIBHOT'O yqaCTKa?

11. Yto BXOIUT B 00S3aHHOCTH MHCIIEKTOPA YKCIIEAUIIMH OTIea TOKYyMEHTAIIMOHHOTO
oOecreyeHust TaMO>KEHHOTO opraHa’?

12. KakoBbl (yHKIIUN HHCIIEKTOPA Y9aCTKA BXOSIIEH KOPPECTIOHACHIINU OT/Iea
JIOKYMEHTAIlMOHHOT0 00eCreYeHHs TAMOKEHHOT0 opraHa?

13. Yrto siBNsieTcss OCHOBHOM 3a/iaueil HHCIIEKTOPA, OCYLIECTBIISIOIIET0 KOHTPOJIb 3a
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UCIIOJTHEHUEM JIOKyMEHTOB?

14. KaxoBbl OCHOBHBIE OOS3aHHOCTHM MHCIEKTOpa OTJAeNa JOKYMEHTAallMOHHOTO
oOecrieyeHnss TaMOKEHHOIO OpraHa, OTBETCTBEHHOI'O 3a BEJIECHHE JIEJIONPOU3BOJCTBA IIO
oOpalleHusIM rpaxxaan?

15. KakuMu HOPMaTUBHBIMM aKTaMH PYKOBOJCTBYIOTCS COTPYJHHUKH  CIy>KOBI
JIEJIONPOU3BO/ICTBA TAMOKECHHOT'O OPI'aHa B CBOEH JEATEIBHOCTH?

Tema 5. IlpaBujia noAroToBKM M 0()OpMIIeHUS TOKYMEHTOB B TAMOKEHHBIX OPraHax

3AHSATHUE 5

dopma npoBeeHNs — CEMUHAp, J1E10Bas Urpa.

Bonpocsl o Teme (17151 00CyKJI€HHSI HA 3aHATHUH, TSI CAMOCTOSITEIbHOTO U3YUEHNU).

1. JlIokymMeHTalus: TAMOYKEHHBIX OPTraHOB.

2. OcobGeHHOCTH TOATOTOBKU U 0(OPMIIEHUS OT/AEIbHBIX BUAOB JTOKYMEHTOB.

3. TpebGoBaHus K OJaHKaM JTOKYMEHTOB.

4. OdopmiieHre peKBU3UTOB B MPOIECCE MOATOTOBKU IOKYMEHTOB.

5. TpeboBaHust K TOKyMEHTaM, U3TOTOBJISIEMBIM C TIOMOILBIO NTEYATAIOIINX YCTPOUCTB,
KOIIMPOBaHUE IOKYMEHTOB.

6. OcobennocT ohopmMIIeHHUST JOKYMEHTOB, IEPEaBaeMbIX 110 KaHAJIaM JJIEKTPOCBSI3H.

3agaHue 119 NPAKTHYECKOH padoThI:

1. CocraBuThb NUpPUMEpHBIH NEpeYeHb JOKYMEHTOB, MOJUIEKALIUX YTBEPXKIECHUIO
PYKOBOJCTBOM TaMOKEHHBIX OPTaHOB.

2. CocTaBUTh NIPUMEPHBIN IEPEUEHB TOKYMEHTOB, HA KOTOPBIX CTABUTCS M€YaTh.

3. OpopmuTh 00pa3Lbl CAETYIOMUX JOKYMEHTOB:

- pacnopsiKeHHUs;

- IPOTOKOJIA;

- IUCTa COTJIaCOBAHMsI MPOEKTa MPUKa3a;

- GJ1aHKa MHCbMa TAMOKHHU.

4. 3anoaHUTH POPMBI CIETYIOMINX TOKYMEHTOB:

- HOMEHKJIaTypbl A€l TAMOKEHHOT'O OpraHa.

- OIIKCH /1] TIOCTOSIHHOT'O, BpeMEHHOT O (cBblilie 10 JeT) XxpaHeHus U 10 JINYHOMY
COCTaBY CTPYKTYPHOIO IOAPA3IEICHNs TAMOKEHHOTO OpraHa.

Bomnpocskl 111 CAMOKOHTPOJISA:

7. Kakue BUibl HCHOPMATHBHBIX [TPABOBBIX AKTOB M3/1al0T TAMOKEHHBIE OPIaHbl?

8. Kakum 00pa3oM MOryT ObITh OTMEHEHBI IPABOBbIE AKThl, U3aHHbIE TAMOKEHHBIM
opraom?

9. Kakue pekBU3UThI HCHOIB3YIOTCS IIPU NOATOTOBKE U 0(OPMIIEHUH JOKYMEHTOB
TaMO>KEHHBIX OpraHOB?

10. Kakue TpeGoBaHus MPEABSIBISAIOTCS K OJJaHKaM JIOKYMEHTOB, COCTaBJISIEMBIX B
TaMOKEHHBIX OpraHax?

11. Kakue TpeboBaHUS IPEABSBISIIOTCS K H3TOTOBIEHUIO, YUETY, UCIIOJIB30BAHUIO U
XpaHEHMIO repOOBBIX OJTaHKOB?

12.  Kak npaBunbHO opopMIIsieTcsl pEeKBU3UT «HAUMEHOBAHUE BUJa TOKYMEHTa»?

13.  Kakum 06pa3zom opopMIIsieTCsl peKBU3UT «aIpeCOBAHUE JOKYMEHTa»?

14.  KaxoBbl 0cO6HHOCTH 0()OPMIIEHUS] PEKBU3UTA «TEKCT TOKyMEHTa»?

15. C kaxoli Henblo U B KAKOM IOPSIIKE IPOBOJUTCSI COITIACOBAHKME JOKYMEHTOB,
COCTaBJIEHHBIX TAMOKEHHBIM OPraHoM?

16. KakoBbl 0COOEHHOCTH MOATOTOBKU M O(OPMIICHHSI TPUKA30B U PACHOPSDKEHUI,
U3JIaHHBIX B TAMOXXEHHOM oprane?

17. KaxoBbl 0cOOeHHOCTH 0()OPMIICHUSI HHCTPYKLUI U aKTOB, COCTABJICHHBIX B
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TaMOXXEHHOM opraHe?

18. Kak mpoucxoauT MoAroTOBKa TIOKyMEHTOB K 3acelaHUsIM KOJIJIeTUn?

19. Kaxue TpeboBaHUs MPEIBABISIOTCSA K JOKYMEHTaM, U3TOTOBIIIEMBIM C TOMOLIBIO
MeYaTarux yCTPOUCTB?

20. Kakum 00pa3oM Npon3BOAUTCSA B TAMOKEHHBIX OpraHax pa3MHOXKEHHE TOKYyMEHTOB?

21. KaxkxoBsl ocoOeHHOCTH O(pOopMIIEHUS U TIepeaauu TellerpaMM, TeleTalnorpaMm,
dakcorpamm u TeaeOHOrpaMM B TAMOKEHHBIX OpraHax?

3ananue Ha aesoByo urpy (AHU-2):

[IpakTuyeckas paboTra CTYAEHTOB B Majiblx rpymmax (mo 3-5 uenoBek). ['pymisr
pa3palaThIBalOT JTOKYMEHTHI: MpUKa3, pacHopsiKeHHe, Ae0oBoe MUChMO (2-3 BHaa, HampuMmep:
COIIPOBOJIUTENBbHOE, HH(MOpMAIIMOHHOE, TrapaHTuiiHoe). Ilo 3aBepumieHHMM TPOU3BOIUTCS
3acIylIMBaHUE JIOKIaJa KaKIOW MajoW Tpynmbl, OOCYKIEHHE U HTOTOBOE OIICHHBAHHE C
y4acTHeM IpenojaBaTers.

Bpewms - obmiee 60 muH. (50 MuH. — camocTosTensHas pabota, 10 MUH. — 00CyX)AeHHE
KaXJIOTO JOKJIa/a).

Tema 6. Opranuszanusi J0OKyMeHTO0000pOTa B TAMOKEHHbBIX OpPraHax

3AHATHUE 6

®opMa MpoBEACHUS — CEMHUHAP.

Bonpocsl o Teme (17151 00CY>KIACHHS HAa 3aHATUH, AJIS1 CAMOCTOSITEIbHOTO U3yUYEHUS).

1. IIpuem, 06paboTKa U pacnpe/eeHUE MOCTYAIIINX JOKYMEHTOB.

2. Opranuzanust 00pabOTKH U Nepeauu OTIPABISEMBIX IOKyMEHTOB.

3. Ilops10K NPOX0K/I€HUSI BHYyTPEHHUX JJOKYMEHTOB.

4. IIpuem u 06paboTKa JOKYMEHTOB, MOCTYIAOLINX [0 KaHallaM 3JIEKTPOHHOMN MOYTHI U
(aKCUMUIBLHOM CBSI3HU.

5. Yder Konu4ecTBa JOKYMEHTOB.

6. Pabota ¢ oOpamieHusIMHU rpaskJjaH U JemyTaToB.

7. Peructpauus 1OKyMEHTOB.

8. Opranu3zanus NOUCKOBON CHCTEMBI 110 IOKyMEHTAM.

9. KoHTpob UCIIOJIHEHUS JOKYMEHTOB.

10. PaboTa ucnonHureneu ¢ JOKyMeHTaMH.

3aganue 1719 NPAKTHYECKOH padoThI:

1. 3an0AHUTD CeAyIOUINe TOKYMEHTHI:

- (hopMy MpUMEpHOI CBOAKH O TOKYMEHTOO0OpOTE TAMOKEHHOI'O OpraHa;

- IPUMEPHYIO0 (OPMY CIIPABKH O COCTOSIHUM UCIIOJIHEHUS TOKYMEHTOB;

- oOpasel] perucTpalOHHO-KOHTPOIBHOM KapTOUKH.

Bomnipocskl 111 CAaMOKOHTPOJISA:

1. Kakum 00pa3oM npou3BOAUTCS IPUEM H NepBUYHAs 00pab0TKa MOCTYMAIONINX B
TaMOKEHHBIN OpraH JOKYMEHTOB?

2. C Kakoi LIeIbpI0 IPOU3BOIUTCS NMPEABAPUTEIBHOE PACCMOTPEHNE IOCTYNAIOIINX B
TaMOKEHHBIN OpraH JOKYMEHTOB?

3. KaxoB mopsiiok moAroTOBKH U 00paOOTKH, COCTABIISIEMbIX B TAMOKEHHOM OpTaHe
JIOKYMEHTOB?

4. Kaxk npou3BoAUTCS pErucTpanus JOKyMEHTOB B TAMOYKEHHOM oprase?

5. Kakwue BuabBI TOKyMEHTOB, 00OpaIllalOIUXCs B TAMOKEHHBIX OpraHax, MoJiexaT
00s13aTeNIbHON perucTpanun’?

6. Kakue cripaBouHble MaTepHaibl UCIOJb3YIOTCS TPU PETUCTPALIUU IOKYMEHTOB?

7. KakoBbl 0COOEHHOCTH aBTOMATU3UPOBAHHON PEruCTPaLuU JJOKYMEHTOB?

8. Kakum 00pa3om mpou3BOIUTCS MOCTPOSHUE MMOMCKOBOW CHCTEMBI TI0 JOKyMEHTam?
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9. Kak ocymiecTBisieTcst IOMCK JOKYMEHTOB IIPY aBTOMaTU3UPOBAHHOM perucrpanuu?

10. Kak mpousBoauTcs mojcuer o0bema T0KyMeHTO000pOoTa B TAMOKEHHOM OpraHe?

11. YTo BXOIUT B 3a7a4u KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB TaMOKEHHOT'0 OpraHa?

12. Kakue cpoKH UCIIOJIHEHUS JOKYMEHTOB MMPUMEHSIOTCS B TAMOYKEHHBIX opraHax?

13. Kakum 006pa3om opraHu3oBaH KOHTPOJb UCIIOJIHEHHS IOKYMEHTOB B TAMOXKEHHBIX
opraHax?

14. Kak ocymiecTBiasieTcss B TaMOXEHHBIX OpraHax paboTa UCHOJIHUTENEH C
JTIOKyMEHTaMu?

15. KakoBbI 0COOEHHOCTH PaOOTHI ¢ OOpAIIEHUSIMH IPaX/1aH B TAMOXKEHHBIX OpraHax?

Tema 7. @opMupoBaHue el B TAMOKEHHbIX OPraHax

3AHSATHE 7

dopma npoBeIeHUs] — CEMUHAPp.

Bonpocsl o Teme (117151 00CY>KIACHUS HAa 3aHATUH, AJI1 CAMOCTOSITEIbHOTO U3yUYEHUS).

1. CocTaBineHre HOMEHKIATYPHI €.

2. ®opmupoBaHUE JI€] B TAMOKEHHBIX OpraHax.

3. Opopmnenue aein.

4. Opranu3anys onepaTuBHOTO XpaHEHUsI TOKYMEHTOB.

5. Opranu3zanys IpoBeIEHUS KCIEPTU3bI LICHHOCTH JOKYMEHTOB.

6. Cocrapienne u 0(hOPMIICHHUE OITUCEH JE.

7. Ilepenaya TOKyMEHTOB Ha apXUBHOE XpaHEHHUE.

3agaHue 119 NPAKTHYECKOI padoThI:

1. 3anonHUTH (HOPMBI CIETYIOUINX TOKYMEHTOB:

- HOMEHKJIaTypbl €]l TAMOXKEHHOI'O OpraHa;

- ONKCH JeJ MOCTOSHHOTO, BpeMEHHOTO0 (cBbIIe 10 j1eT) XpaHeHHs U 10 JINYHOMY
COCTaBY CTPYKTYpPHOTO MOApa3/ieIeHHs] TAMOXKEHHOTO OpPTaHa;

- aKTa O BBIJICJIEHUH K YHUUTOXKEHUIO JJOKYMEHTOB, HE MOAJIEKAIINX XPaHEHHIO.

Bonpocs! 1J1s1 caMOKOHTPOJISA:

22.  KakoBbl 0COOEHHOCTH COCTaBJIEHHS HOMEHKJIATYPHI Jie]l TAMOKEHHOT'0 opraHa?

23. KakuMu HOpMaTUBHBIMU aKTaMU CJIETyEeT PYKOBOACTBOBATHCS MIPHU COCTABJICHUN
HOMEHKJIaTyphbl Jein?

24.  Kakue naHHbIe BKJIIOYAIOTCS B HOMEHKJIATYPY JIe7 TAMOKEHHOT0 opraHa?

25.  KakoBbl 0cOO€HHOCTH (POPMUPOBAHUS JIE]I B TAMO>KEHHOM Oprase?

26.  Kaxue npaBuiia HEOOXOAMMO COOIOAATH TP (POPMHUPOBAHUY JIET?

27. KakoBbl 0COOEHHOCTH IPYIIMPOBKH B Jiefla pa3IMYHbIX BUJOB JJOKYMEHTOB,
COCTaBJIEHHBIX B TAMOXXEHHOM oprasne?

28.  Kax npou3BoauTCs 3KCIEPTH3a LIEHHOCTH IOKYMEHTOB B TAMOKEHHOM OpraHe?

29.  C kako# LeJIbI0 CO3/IAI0TCS MOCTOSIHHO JCMCTBYIONIME AKCIEPTHBIE KOMUCCUN?

30. Ilepeuucnute OCHOBHBIE (D)YHKIIMU IKCIIEPTHON KOMHUCCHU.

31. Kakue cBeeHUs yKa3bIBatOTCs Ha 00JI0KKe Jienna, 0POPMIIEHHOTO B TAMOKEHHOM
oprase?

32. Kaxk ocymiectBisieTcs 0T00p JOKYMEHTOB ISl IEpeiavl B apXUB?

33. KakoBbl ocobeHHOCTH 0(hopMIIeHHUS €T TAMOKEHHOT 0 opraHa?

34. KakoB OpsAIOK COCTaBJICHUS OTIMCEH JIeJT TAMOKEHHOTO OpraHa?

35. T'me mpou3BOIUTCS ONEPaTUBHOE XPAHEHHE JIEN U JOKYMEHTOB TaMOKEHHOT'O
oprana?

36. KakoB nopsok nepeaauu Aea Ha apXUBHOE XpaHEeHHe?

Tema 8. Opranmauuﬂ paGOTbI BE€IOMCTBCHHOI'0 apxXuBa, JKCIIEPpTU3a HECHHOCTHU
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JOKYMEHTOB

3AHSATHUE 8

dopMa poBEACHUS — CEMHUHAP.

Bonpocsl o Teme (17151 00CyXJI€HHSI HA 3aHATHUH, JUUIsI CAMOCTOSITEIbHOTO U3YUEHNU).
. 3a1auu ¥ PyHKIIUU apXUBOB TAMOYKEHHBIX OPTaHOB.

. Obecrnevyenne cCOXpaHHOCTH TOKYMEHTOB apXHUBa.

. Opranunzanus JOKyMEHTOB B apXMBE.

. Y4eT JOKyMEHTOB B apXUBaX TAMO>KEHHBIX OPTaHOB.

. HayuHo-cripaBo4HBIi anmapar K JOKyMEHTaM apXHBa.

. Ucnonp30BaHne JOKYMEHTOB apXHBa.

. [lopsinok nepenaun JOKYMEHTOB apXUBa Ha IOCTOSSHHOE XpaHEHUE.
. Opranusanus paboThl apxXHBa.

[Tocne paccMOTpeHMsI BBILIENEPEYUCIEHHBIX BOIPOCOB CTYJIEHTHI JIOJKHBI CBOOOJIHO
u3Jarate umeronuecs 3Hanus. C 1ejblo CaMOKOHTPOJIS yCBOCHHUSI MaTepUasa CTYACHTHI JI0JIKHBI
OTBETUTD Ha CJIEYIOIINE BOIPOCHL:

3agaHue 119 NPAKTHYECKOH padoThI:

1. Obopmuth 00pa3sLbl CAEAYIOUUX JOKYMEHTOB:

- KApTOYKH apXUBHOTO (HOHJIA;

- TOIOBOTO IJIaHa PabOThI apXHBA;

- aKTa IpUeMa-repeiadi J0KyMEHTOB Ha TOCYJapCTBEHHOE XPAHEHUE;

- aKTa MMPOBEPKU HAJIMUUS U COCTOSIHUS Jien (poHAa;

- opopMHTE CIIPaBKYy-3aMECTUTENb, BHYTPEHHIOIO OMMCh U JIUCT 3aBEPUTEb.

Bonpocs! 1J151 caMOKOHTPOJISA:

37.  Ilepeuncnure IriIaBHBIE 3314l APXUBOB TAMO>KEHHBIX OpPraHOB?

38.  Kakue QpyHKIMU BHIIOJIHSIOT apXUBbI TAMO>KEHHBIX OPraHOB?

39. Kakue MeponpusaTusi IpOBOASTCS B TAMOXKEHHBIX OpraHax [yl o0ecreueHus
COXPAHHOCTH JIOKyMEHTOB apxuBa?

40.  [Ing xakux LeJel fena MOTyT BbIJaBaThCs U3 XpaHWInma?

41. Kakumu goxkymeHTamMu oopMIIsIeTcs Bblada el U3 apxuBa?

42.  Onummre NopsAI0K IPOBEACHMSI IPOBEPKU HAJIUYUS U COCTOSIHUS J1€1,
YUCIAIUXCSA IO OIUCSM.

43.  Kax opranusyrorcs JOKyMEHTHI B apXuBe?

44.  C kako# 1enblo MPOBOJIUTCS cucTeMaru3anus aen hpoxga?

45.  Kaxk opranusyercs B A€JIONPOU3BOACTBE PO3BICK YTPAYEHHBIX €17

46. Kakune naHHbIE YKa3bIBaOTCS HA TUTYJIBHOM JINCTE 3aKOHYEHHOM OIMCH JEI
MIOCTOSIHHOTO XpaHEHUs?

47. Kak opranusyercs y4eT JOKYMEHTOB B apXMBaX TAMOKEHHBIX OPraHOB?

48. IlepeuncinTe OCHOBHBIE yUYETHBIE JOKYMEHTBI, IPUMEHSIEMbIE B apXUBE.

49. Kak cTponTcs HayqHO-CIIPAaBOYHBIN armapar K JOKyMEHTaM apXuBa?

50. Kakum 00pa3oM MOTYT HCIIOJIb30BaThCs JOKYMEHThI apXuBa?

51. KakoBbI 0COOCHHOCTH OpraHu3aIuu paboThl apXHBa TAMOKEHHOTO opraHa’?

03O\ LN kAW~

Tema 9. ABTOMaTH3MPOBAHHbIE CUCTEMBbI /1€JI0NMPOU3BOACTBA

3AHATUE 9

®opMa MpoBEACHUS — CEMHUHAP.

Bomnpockl o TeMe (J71s1 00CYkACHUS Ha 3aHATUH, JUIsI CAMOCTOSATEILHOTO U3YUYCHUS).

1. OcobeHHOCTH aBTOMAaTH3AIMH JI€J0NIPOU3BoIcTBa B Poccuu.

2. Ilporpammsl, BXOJSIIME B COCTAB MaKeTa aBTOMATHU3AIUH JICJIONPOU3BOICTBA
Microsoft Office.

3. @ailsibl U JOKYMEHTHI.

®opma A Crpannna 14 u3 21



MuHHCTEPCTBO HAYKHU U BhICIIEro oopazosanus PO

o o Dopma
Y IbSIHOBCKUH TOCY1apCTBEHHBIH YHHBEPCUTET

® - Paboyas nporpaMma AUCUUILTHHBI

4. OcHOBHBIE IIpaBWJIa ONTHUMAJbHOW OpraHu3aluu paboTbl C ANEKTPOHHBIMU
JIOKYMEHTaMHU.

3aganue 1719 NpaKkTHYeCcKOi padoThI:

1. Ilo manHOMY THITY pacuipeHus aiiiaa onpeaenuTe K KakoMy THITy OTHOCHTCS
KOHKPETHBIN JIOKyMEHT M 0XapaKTepu3yhTe ero (yHKIHOHATHHOE Ha3HAYCHHE.

2. Onmmute 4 cocoba nmepexIrodYeHus Mexay nporpammamu Microsoft Office.

[TpakTueckne  (CeMHUHApPCKUE  3aHATHSA) MPEACTaBISAIOT  co0OM  JeTanmu3aluio
JIEKIMOHHOIO TEOPETHUYECKOr0 MaTepualia, MPOBOMATCS B LEIAX 3aKpEIUICHUS Kypca |
OXBaThIBAIOT OCHOBHBIE Pa3/ebl.

OcHoBHOM (opmoOli TIpOBENEHUS CEMUHAPOB U MPAKTUYCCKUX 3aHITHHA SIBISICTCS
oOcyxJeHue Hambojee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB MO OTICIBbHBIM TE€MaM, a TaKke
pelieHre 3a1ady U pazdop MPUMEPOB M CUTYallMd B ayJUTOPHBIX YCIOBUSAX. B o0s3aHHOCTH
MIpenoiaBaresis BXOAAT: OKa3aHUEe METOJNYECKON MOMOIIM U KOHCYJIbTUPOBAHUE CTYACHTOB IO
COOTBETCTBYIOLIUM TEMaM Kypca.

AKTUBHOCTB Ha IPAKTUYECKUX 3aHITHUSIX OLEHUBACTCS MO CIACAYIOIIHNM KPUTEPUSIM:

e OTBETHI Ha BONPOCHI, MIPEAJIAraeMbIe MPENOAaBaTEIEM;
® yYaCTHE B IUCKYCCHSIX;
e BBINIOJIHEHUE MPOEKTHBIX U UHBIX 3aJaHUM.

Jloknaasl U ONIOHUPOBAHUE JOKIAI0B MPOBEPSIOT CTENEHb BIAJCHUS TEOPETHUYECKUM

MAaTEpHAJIOM, & TAKKE KOPPEKTHOCTh U CTPOTOCTh PACCYKICHHIA.

7. JABOPATOPHBIE PABOTbBI, IPAKTUKYMBbI

Jannbiit Bua paboTsl He ipeaycMoTper YN

8. TEMATHUKA KYPCOBBIX, KOHTPOJIbBHbBIX PABOT, PE®GEPATOB

Jannblit Bug padboTel He npeaycmoTper YII.

9. IEPEYEHbB BOITPOCOB K 3AYETY

1. Kak cBsizaHbI MeX Ty OO0 TTOHATHS «JIOKYMEHT» U «MH(pOpMaus»?

2. Yto BKIIIOYAET B c€0s1 MOHATHE «PEKBUUT»?

3. Kakumu oCHOBHBIMU CBOMCTBaMHU 00J1a1a€T JOKYMEHT?

4. Yro BriIOYaeT B ce0s nmoHsATUe «pyHKIUA» nokymeHTa? [lepednciante u oxapakTepusynre
oOure PyHKIMU JOKYMEHTA.

5. Uto moHUMAaETCs MO ONpeeIeHeM «YHU(UIIMPOBAHHAS CUCTEMA JOKYMEHTAIUN» 7

6. Kakue knaccudukanum T10KyMeHTa U IO KAKUM MPU3HAKAM MOYHO JaTh?

7. Kakoe MakcUManbHOE KOJIMYECTBO PEKBU3UTOB MOXKET ObITh UCIOIB30BAaHO MTPU OPOPMIICHUN
nokyMmeHTta? B oOuiux yeprax oxapakTepu3ynTe Kaxablii peKBU3UT.

8. Kakue ocHOBHBIE TpeOOBaHUS MPEIBSIBISIOTCS K OJIaHKaM JOKYMEHTOB?

9. Kakas nundopmanus COIepKUTCs B peKBU3UTE «3arojJ0BOK MUChMa?

10. B yem 3axito4yaroTcst OCHOBHBIE (DYHKIIUH JICIOMPOU3BOICTBEHHOM CITY>KOBI?

11. KakoBBI OCHOBHBIE TaIbl JOKYMEHTOO00pOTA?

12. Kakoif HOpMaTUBHBIN aKT periIaMEHTHPYET MOPSIOK pabOTHI CIIY>KOBI 1€TONPOU3BOICTBA U
apXuBa B TaMOXKEHHBIX OopraHax?

13. KakoBbl OCHOBHBIE 337241 U PYHKIIMH OT/eJa TOKyMEHTAIIMOHHOTO O0eCTICUeHuUs

14. Yrto BXOIUT B 00SI3aHHOCTH WHCITEKTOPA OT/ieJa JOKYMEHTAIIMOHHOTO 00eCTIeueHuUs,
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OCYLIECTBJISIOLIEr0 PETUCTPALIMIO BHYTPEHHUX JIOKYMEHTOB TAMOKEHHOT'O OpraHa?

15. Kakue TpeOoBaHMs MPEIbSBIAIOTCS K OJaHKaM JOKYMEHTOB, COCTABIISIEMbIX B TAMOXKEHHBIX
opraHax?

16. Kak npaBuiibHO opopmMIiIsieTcs peKBU3UT «HAUMEHOBAHUE BUJIA TOKYMEHTa»?

17. KakoBbl 0cOO€HHOCTH OQOPMIIEHUS PEKBU3UTA «TEKCT JOKYMEHTa»?

18. C xakoif esblo U B KAKOM MOpPsAKE TPOBOJUTCS COTIaCOBaHME JOKYMEHTOB, COCTABIEHHBIX
TaMOKEHHBIM OpraHoM?

19. KakoBbl 0COOEHHOCTH MOATOTOBKU U 0POPMIICHUS IPUKA30B U PACIOPSKEHUH, U31aHHBIX B
TaMOXXEHHOM OpraHe?

20. KaxoBbl 0COOEHHOCTH OPOPMIICHHUS HHCTPYKIMH U aKTOB, COCTABJICHHBIX B TAMOKEHHOM
oprane?

21. Kak npoucxoauT NOAroTOBKa JTOKYMEHTOB K 3aCE€AaHUAM KOJUIETHU?

22. KakoBbl 0COOCHHOCTH OOpMIICHHUS U TIepeAaun TeJIerpaMm, TejaeTainorpamm, pakcorpamm
U TereoHOrpaMM B TAMOXKEHHBIX OpraHax?

23. Kakum 006pa3oM Ipou3BOAUTCS MPUEM U NTEPBUYHASL 00pabOTKa MOCTYNAOLINX B
TaMO>KEHHBIN OpraH 10KyMEHTOB?

24. KakoB nopsiJI0K MOATOTOBKU U 00paOOTKH, COCTABIISIEMbIX B TAMOKEHHOM OpraHe
JIOKYMEHTOB?

25. Kak mpou3BOJIUTCS perucTpanus JOKyMEHTOB B TAMO>KEHHOM OopraHe?

26. KakoBbl 0COOEHHOCTH aBTOMATH3UPOBAHHOM perucTpanyu J0KyMEHTOB?

27. Kak ocyuiecTBiseTcs OUCK TOKYMEHTOB ITPU aBTOMaTU3UPOBAHHOMN perucrpanun?

28. YTo BXOIUT B 3a7a4l KOHTPOJI UCIIOJHEHUS JOKYMEHTOB TAMOKEHHOT'0 OpraHa?

29. Kakue cpOKH UCIIOJIHEHUS TOKYMEHTOB IIPUMEHSIOTCS B TAMOXKEHHBIX OpraHax?

30. KakoBbl 0COOEHHOCTH pabOThI C 0OpaIeHUSIMH I'pak/laH B TAMOYKEHHBIX OpraHax?

31. KakoBbI 0COOEHHOCTH COCTaBJICHUSI HOMEHKJIATYPHI Je]I TAMOKEHHOTO OpraHa?

32. KakuMu HOPMAaTHUBHBIMH aKTaMU CIEAyeT pPYKOBOJCTBOBAThCS TMpPH COCTABICHUU
HOMEHKJIATypbl Aein?

33. Kakue naHHbIe BKIIIOYAIOTCS B HOMEHKJIATYPY A€ TaMOKEHHOI0 opraHa’?

34. KakoBsl 0coOOeHHOCTH (DOPMUPOBAHHUS JI€]T B TAMOKEHHOM OpraHe?

35. KakoBbl 0COOEHHOCTH IPYNIIMPOBKH B JIe]Ia Pa3IMUHBIX BUJIOB JOKYMEHTOB, COCTABJICHHBIX
B TAMO>KEHHOM Oprase?

36. Kak npon3BoauTCs dKCIEpTU3a UEHHOCTU JOKYMEHTOB B TAMO>KEHHOM OpraHe?

37. C xako# UEebI0 CO3JJat0TCs MMOCTOSIHHO JIEUCTBYIOIINE KCIIEPTHBIE KOMUCCUU?

38. Ilepeuncnure OCHOBHBIE (DYHKIIUH SKCIIEPTHOW KOMUCCHH.

39. Kaxk ocymiectisieTcs 0TO0p JOKYMEHTOB JUIsl IEpEeayu B apXUB?

40. KakoB IOpsAI0K COCTaBJIEHMS ONUCEH J1€]1 TAMO>KEHHOTO OpraHa’?

10. CAMOCTOATEJIBHASA PABOTA CTYAEHTOB

Copep:xanue, TpeOOBaHMsI, YCIOBUS U MOPSIOK OPTaHU3AINH CAMOCTOSITENILHON paOOThI
oOygaromuxcsi ¢ yaetoM GopMbl OOYUIECHHS ONPEeAeNIoTcss B cooTBeTcTBHH ¢ «Ilomoxxenunem 00
OpTraHHU3aIi CaMOCTOSTENLHON paboThl 00yYaIOIIUXCS», YTBEPKIACHHBIM YYEHBIM COBETOM
VYal'V (mporokon Ne8/268 ot 26.03.2019 1.).

®opma o0yueHHs —oyHasi.

Bua camocTosiTeibHOM padoThI ®opma
(npopabomka yuedHO20 Mamepuana, O0beM | KOHTpPOJIA
Ha3zBaHue pa3ieioB u TeM peutenue 3a0ad, pegpepam, 00K1a0, B (nposepka
KOHMPONbHAs paboma, No02omoska k| 4dacax peuieHus
coaue 3auema, IK3aMena u op.) 3a0aqdy,
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pegepama u
op.)
1. JlokymeHT u cuctema e [IpopaboTka yueOHOTr0O MaTepuana c 4 YCTHBIN
JAOKYMCHTAlUH WCIIOJIb30BAHUEM PECYPCOB yUeOHO- ompoc
METOJINYECKOTO U MH(OPMALITMOHHOTO
oOecreYeHN JUCIUILINHEI,
e [loaroroBka K ciaue 3auera
2. Ilpauna u hopMmbl e [IpopaboTka yueOHOTro MaTepuaa ¢ 4 YCTHBIN
MEX[YHAPOIHOM JIEJIOBOW | HCIIOIBb30BAaHUEM PECYPCOB yueOHO- onpoc,
KOPPECIIOHICHIIUU METOAMYECKOTO U MH(POPMAITMOHHOTO
o0ecrneueHns JUCIHUILTUHBL,
e [loaroroBka k crade 3adera
3. Iopsinox e IIpopaboTka yueOHOro MaTepHana ¢ 4 YCTHBII
BEAOMCTBCHHOT'O HCIOJIb30BAHUEM PECYPCOB YUeOHO- onpoc,
XpaHCHUA TOKYMCHTOB U METOAMYECKOTO U MH(POPMAITMOHHOTO ACJIOBas Urpa
opranusanus ux obecneyeHns JUCIHUIINHEI,
JETIOTIPOU3BOIACTBA e [loaroroBka MaTrepuagoB AJist
JIOKJIaJ1a Mo pe3yJbTaram JAEeI0BOM
UTPBI;
e [loaroroska K ciade 3adera
4. Opranuszauus paboThI e [IpopaboTka yueOHOro Marepuaia ¢ 4 YCTHBIN
cIIy k0 WCIIOJIb30BAaHUEM PECYpPCOB YUEOHO- ompoc,
JJOKYMCHTAIlMOHHOTO METOJINYECKOTO U I/IHq)opMauI/IOHHoro AUCKYCCHA
o0ecrniedeHus o0ecreueHus TUCIUTITNHBI;
TaMOXCHHBIX OPraHoB, UX | e JloaroTroBka K ciade 3adeTra
3a/1a4¥ U QYHKLIUU
5. [IpaBusia mOATOTOBKYU U [TpopaboTka yueOHOTO MaTepuaa c 4 YcrHbii
odopMmIleHHsI TOKYMEHTOB | HCIIOJIb30BAHUEM PECYPCOB yueOHO- o1poc,
B TAMO>KEHHBIX OpraHax METOAMYECKOTO U MH(POPMAITHOHHOTO JIeTIOBAast UTpa
obecrnieueHns JUCIUILTUHBL,
[ToaroroBka maTepuanoB aJs
JIOKJIaJ1a 1Mo pe3yjbTaram JAEeI0BOMI
WTPBI;
IToaroroBka x ciade 3adyeTa
6. Opranuzauus [IpopaboTka yueOHOTO MaTepuaia ¢ 4 YCTHBIN
JOKYMEHTO00O0pOTa B WCIIOJIb30BAaHUEM PECYPCOB yueOHO- onpoc
TaMO>KEHHBIX OpraHax METOJINYECKOT0 U MH(OPMALIMOHHOTO
obecrnieueHns TUCIIUILTAHEL,
[ToxroroBka k cpaye 3auera
7. DopMHpOBaHHE JIeN B e [IpopaboTka yueOHOTrO MaTepuana c 4 YCTHBIN
TaMOKEHHBIX OpraHax HCIOJIb30BAaHUEM PECYPCOB yueOHO- orpoc
METOANYECKOTO U MH(POPMAITHOHHOTO
obecrnevueHns JUCIUILTUHBL,
e [loaroroBka K ciade 3adera
8. Opranusanus pabotel | e IIpopaGoTka yueOGHOro MaTepuaia ¢ 4 YCTHBIN
BEIOMCTBECHHOI'O apXHuBa, HCII0JIb30BAHUEM PECYPCOB yueOHO- oIpoc
OKCIEPTHU3a NCHHOCTH METOMYECKOT0 U MH(POPMAITMOHHOTO
JOKYMEHTOB oOecreueHus TUCIUTITNHBI,
e [lonroroBka k craue 3adera
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9. ABromMaTH3upoBaHHbIe | e IIpopaboTka yueGHOro MaTepHaa ¢ 4 YCTHBIN
CUCTCMbI HCIIOJIB30BaAHUEM PECYPCOB yqeGHo— OIIpoC
ACIOIPONU3BOACTBA METOOUYCCKOI'O U I/IH(l)OpMaHI/IOHHOFO
obecrieueHUs JUCILIMIIIIUHBI,
e [lonroroska k cpade 3ayeTa
UTOI'O 36

11. YYEBHO-METOJINYECKOE 1 UH®OPMAIIMOHHOE OBECIIEYEHUE
TUCHUIINHBI

a) Cnucok peKOMeHAyeMOMH JINTepaTypbl
OCHOBHasI:

Jlysuna, T. B. OCHOBBI OKyMEHTOOOOpOTa B TaMOKEHHBIX opraHax B 2 4. Yacts 1 :
yueOHoe mocobue nans By3oB / T. B. Jlysmna, C. C. PemernmkoBa. — MockBa :
WznarensctBO FOpaiit, 2019. — 291 ¢. — (Cnemmanuct). — ISBN 978-5-534-02588-0. —
Texcrt : anextponssiii / DBC FOpait [caiit]. — URL: https://urait.ru/bcode/437341
Jlysuna, T. B. OcHOBBI JIOKyMEHTOOOOpPOTa B TaMOKEHHBIX opraHax B 2 4. Yactp 2 :
yueOHoe mocobue nans By3oB / T. B. Jlysunma, C. C. PemernmkoBa. — MockBa :
MznarensctBO FOpaiit, 2019. — 261 ¢. — (Cnemmanuct). — ISBN 978-5-534-02589-7. —
Texcrt : anextponnsiii // DBC FOpait [caiit]. — URL: https://urait.ru/bcode/438391
Omnoga, I'. B. OCHOBBI JOKyMEHTOOOOpOTa B TAMOXKEHHBIX OpraHax : yueOHnoe nocobue / I'. B.
Onoa. — Cankr-IlerepOypr : Uarepmenus, 2017. — 206 c. — ISBN 978-5-4383-0065-
6. — TekcT : anmekTpoHHbIH // DnekTpoHHO-O0nOmoTeyHas cuctemMa [IPR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/82263 .html

JAOMOJIHUTEIbHAS:
MartgeeBa, B. A. OcHOBBI JOKYMEHTOOOOpPOTa B TAMOXEHHBIX OpraHax : yuyeOHO-HarJsAHOe
nocobue u npaktukyMm / B. A. MarBeeBa. — Mocksa : Poccuiickasi TaMOKE€HHas akaJieMus,
2016. — 134 c. — ISBN 978-5-9590-0922-9. — TekcT : 31eKTpOHHBIN // DIEKTPOHHO-
OubIMoTeYHAS cucremMa IPR BOOKS : [caiT]. — URL.:
http://www.iprbookshop.ru/84844.html.
Adonun, I1. H. MadopmanmonHoe obecriedeHrie B TaMOKEHHbIX opraHax : yueonuk / I1. H.
Ad¢onun. — Cankr-IlerepOypr : Untepmenus, 2019. — 228 ¢. — ISBN 978-5-4383-0175-2.
— Tekcr : anexTpoHHBbIN / DnexTpoHHO-0MOMMoTeyHast cucrema IPR BOOKS : [caiiT]. —
URL: http://www.iprbookshop.ru/85760.html
CadonenkoB, II. H. BeigBiaeHrMe U OCHOBBI paccleJOBaHUM aAMHHHCTPATHUBHBIX
NPaBOHAPYILIEHUH, OTHECEHHBIX K KOMIIETEHIIN TAMOXKEHHBIX OpraHoB : yueOHoe nocodue /
I1. H. CadonenkoB, A. B. 3yb6au ; mox pemakmueit I1. H. CadonenkoBa. — 2-e uzm. —
Cankr-IlerepOypr : Mutepmenus, 2019. — 168 c¢. — ISBN 978-5-4383-0043-4. — Texkcr :
ANEKTPOHHBIN // DnekTpoHHO-Onbnmoreunas cucrema IPR BOOKS : [caiir]. — URL:
http://www.iprbookshop.ru/82241.html
Muxeenko, O. B. OcHOBBI TOKyMEHTOOOOPOTa B TAMOXXEHHBIX OpraHax. [IpakTukym :

yuebHoe nocobue i By3oB / O. B. Muxeenko, H. B. I'mymak, O. B. I'mymak. — CaHkT-
[lerepOypr : HUurepmenus, 2019. — 168 c. — ISBN 978-5-4383-0173-8. — TexkcrT :
JEKTPOHHBINA // DnexkTpoHHO-OmOmMoTeunas cuctema IPR BOOKS : [caiit]. — URL:

http:// www.iprbookshop.ru/85762.html

y4eOHO-MeTOAn4ecKas:
Nmkunsiera JI. K. Metoaudeckue peKOMEHIAINH JIJIsI CAMOCTOSATEILHON PadOTHI CTYJEHTOB
no guctumuinHe «OCHOBBI OKYMEHTOOOOpPOTa B TaMOKEHHBIX OpraHax» JUisl CTYACHTOB
cnenuanbpHocT 38.05.02 « Tamoxkennoe nenoy» / JI. K. Mmkunsesa; Yial'y, ®KMU. -
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VYabsHOBeK @ Ynl'V, 2019. - 3arn. ¢ skpana; HeonyOnukoBaHHBIM pecypc. - DIEKTPOH.

TekctoBele  gaH. (1 dain 398  Kb).

- Teker :  DJEKTPOHHBIA.-
http://lib.ulsu.ru/MegaPro/Download/MObject/7807

CormacoBaHo:

NUPEKTOP HB / BYPXAHOBA M. M.
JlomAHOCTh COTPY THIKA HAYHHON GHOAHOTERH

[t [ X OF. Zidie
GHO ngdincs nata

0) IIporpammHoe obecnieyeHue:

¢ Onepannonnas cucrema Windows;
e [laker oducHbIx nporpamm Microsoft Office.
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B) [Ipodeccnonanbubie 6a3bl JaHHBIX, HHGOPMAIHOHHO-CIIPABOYHbLIE CHCTEMbI

1. DaeKTpoHHO-ONOIHOTEUHbIE CHCTEMbI:

1.1. IPRbooks : 3/eKTpOHHO-OH6IHOTEYHAs CHCTEMA : CaHT / rpynna komnanuit A ITn Ap
Memua. - Capatos, [2021]. — URL: http://www.iprbookshop.ru. — Pexum jocrtyna: Ui
3aperHCTPUP. NOIb30BATENeH. - TekcT : 2MeKTPOHHBIH.

1.2. HOPAMWT : »snextpoHHO-OMONMOTEUHad CHCTEMA ! cait / OOO DiexkTpoHHOE
wsnatenserBo FOPAWT. — Mocksa, [2021]. - URL: https://urait.ru, — Pexum goctyna: ais
3aperucTpUp. nomb3oBateneif. - Teker : 9NEKTPOHHBIH.

1.3. KoHCyIbTaHT CTyIEHTa : 3NeKTPOHHO-OMOIHOTeHas CHCTEMA @ CAHT /000
Monurexpecype. — Mockea, [2021]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pesxum
AOCTYIA: AJIs 3aperucTpHp. nonp3osarenei. — TeKCT : HMEKTPOHHBIA.

1.4. Jlanp : SNEKTPOHHO-OMOMMOTEYHAs CHCTEMA : caiitr / 000 DBC Jlaub. — CaHKT-
IMerep6ypr. [2021]. — URL: https:/e.lanbook.com. — Pexnm jocTyna: s 3aperuCIpHp.
Honb3oBareseil. — TeKCT : AMEKTPOHHBIH.

1.5. Znanium.com : IEKTPOHHO-OMOIHOTEYHAs CHCTEMa © CaHT / 000 3unaHuym. - Mockea.
[2021]. - URL: http:/znanium.com . — PeskuM JOCTYTIA © LIS 3aPETHCTPHP. MOJB30BATENCH. - Texer
. HNIEKTPOHHBIH.

2. Koncyasrantllaoe [DneKTpOHHBIH pecypc]: cmpaBoyHas MpaBoBas CHCTEMA. /000
«Koncynsraut Imocy - DIeKTpoH. aH. - Mocksa : Koncynprantllmoc, [2021].

3. Ba3bl JaHHBIX NepPHOAHYECKHX H3JAHHI:

3.1. Basa naHHBIX NMEPHOAMYECKHX H3JIAHMH : JICKTPOHHBIC YypPHAJIBI / 000 HUBHC. -
Mocksa, [2021]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexxum gocTyma @ JUis
aBTOPH3. MoJIb30BaTeNel. — TeKCT : 37EKTPOHHBIH.

32. ¢LIBRARY.RU: Hayunas o/neKTpoHHas OubmmoTeka :@ CaiT / 000 Hayunas
JnexTponHas Bubmorexa. — Mocksa, [2021]. — URL: http://elibrary.ru. — Pexum goctyna : ams
aBTOpH3. MTONB30BaTeNeH. — TEKCT : 3MEKTPOHHbIA

3.3. «Grebennikony : snextponnas Gubnuorexa / U]I I'peGeHHUKOB. — Mocksa, [2021]. -
URL: https://id2.action-media.ru/Personal/Products. - PexuM JocTyma :@ JUId  aBTOPH3.
nonb3oBateneit. — TeKeT : MeKTPOHHBIH.

4. HanmoHaapHas 3JeKTponHad GubiHoTeKa [ JIEKTPOHHAA Hubnuoreka : enepanbHasi
rocyiapcTBeHHas HHOPMALHOHHAS CHCTEMA : caiitr / Munucrepero KyasTyphl PO ; PI'B. —

Mocksa, [2021]. — URL: https:/u36.pp. — Pexum nocryna : Aid nosib3oBaTeself HayqHOH
6uOMOTEKH. — TEKCT : AMEeKTPOHHBIH.

5 SMART Imagebase I EBSCOhost : [mopran]. - URL:
https:ﬁebsc0.smaﬂimagebase.conu"?TOKEN=EBSCO-
1a2ff8¢55aa76d8229047223a7d6dc9c&custid=s6895741. — Pewum pocTyma : i ABTOPHS.

rnionpzoBateneil. — M3o0pakeHue : JNEeKTPOHHBIE.

6. MegepanbHbie HEPOPMANHOHHO0-00pa30BATEbHbIE IOPTAJIBI:

6.1. EnuHOe OKHO JOCTYNa K 0Opa3oBaTelibHBIM pECypcaMm - denepanpupli nopran /
yupeaurens TAOY JITO LPTOIT u UT. - URL: http://window.edu.ru/ . — TeKeT : 37I€KTPOHHBIH.

6.2. Poccuiickoe oBpazoBaHue : (¢enepalbHBIH MOpPTan / yapemurens O®TAOY JTIO
[[PT'OIT u UIT. — URL: http://www.edu.ru. — Texer : 3IIEKTPOHHBIH.

7. O6pazoBarenbHbie pecypest Yal'y:

7.1. DnextponHas OuGmnoreka Ynl'Y : MOIy’th ABUC Mera-ITPO / 000 «Jlata
Jkenpecer. — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum znoctynma : Aid nonb3oBaTeeh
Hay4yHO# OubmHoTeKH. — TekeT 3JIEKTPOHHBIH.

CornacoBaHo:
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

AynutopuM JUis TpPOBEACHUS JIEKIMH W CEMUHApCKUX 3aHATUH, IS NpPOBEICHMS
TEKYIIETO KOHTPOJS W MPOMEKYTOYHOM aTTeCTalldd, TPYMIOBBIX M HMHIUBHIYaJbHBIX
KOHCYJIbTAIUH.

AyauTopuHM YKOMIUIEKTOBAaHbI CHELMAIU3UPOBAHHON MeOenplo, y4eOHOW JOCKOM.
Aynutopuu A MPOBEICHUS JIEKLUH 000pyn0BaHbl MYJIBTUMEIUHHBIM 000pYJIOBaHUEM IS
npefocTaBleHus] WHPOpManuu Ooibmioi ayautopuu. llomemieHHst A CaMOCTOSATENbHOM
palboThI OCHALIEHBI KOMIIBIOTEPHONW TEXHUKOW C BO3MOXKHOCTBIO MOJKIFOUYEHUS K CETH
«MHTepHET» M 0OecneueHueM JJOCTYIIA K SJIEKTPOHHOHN H(OpMAIIMOHHO-00pa30BaTeIbHON
cpeie, AJIeKTPOHHO-ONOINOTEeYHO cucTeme.

13. CIIEIMAJIBHBIE YCJIOBUSA IJA OBYYAIOIIUXCA C O'PAHUYEHHBIMU
BO3MOKHOCTAMMU 310POBbSA

B cnyyae HEoOXOmUMOCTH, OOYyYarOIIMMCS W3 4YHUCIA JIMIl C OrPaHUYCHHBIMHU
BO3MOXXHOCTSIMU 37I0pOBBSl (110 3asBICHUIO OOYYAOIIEroCs) MOTYT MpeIaratbCs OJHH U3
CJICAYIOUIMX BapHaHTOB BOCHPUATHS HMH(POpPMAUMK C Y4YeTOM WX HWHIUBUAYAIbHBIX
ncuXo(pU3MIECKUX 0COOEHHOCTEH:

- U JIUI] C HAPYUICHUSMHU 3PCHHUS: B MEYAaTHOW (popMe yBEIMYECHHBIM HIPUPTOM; B
dopMe DIIEKTPOHHOTO JOKyMeHTa; B ¢opMme ayauodaiina (mepeBoa yd4eOHBIX MaTepUaAIOB B
aymuodopMmart); B medyaTtHo ¢GopMme Ha s3bIke bpailist; WHAWBUAyaIbHbIC KOHCYJBTAIlMHU C
MPHUBJICYCHUEM TUDIOCYPIOTICPEBOIUNKA; MHIUBUAYATbHBIC 3aJaHVs H KOHCYJIbTAIINN;

- I8 JIMI C HApYyIICHUSIMH Clyxa: B TedaTHOW ¢opme; B (hopMe 3IIEKTPOHHOTO
JIOKYMEHTA; BUJICOMATEPHAIIBI C CYOTHTPaMH; MHIUBHIyJIbHBIC KOHCYJIBTALUN C TIPUBIICICHHECM
CYP/IOTICPEBOTYMKA; WHIUBUYAIbHbIC 3a]JaHHUS U KOHCYJIbTAIINY;

- JUIsl JIUI] C HApyIICHUSMH OTIOPHO-IABUTATEIHHOrO ammapara: B rmedaTHoud (opme; B
dopMe DIIEKTPOHHOTO JOKyMeHTa; B (opme ayauodaiiia;, WHAMBHUIYaIbHbIC 3aJaHUS H
KOHCYJIbTaIlHH.

B cimyyae = HEOOXOOUMOCTH  WCIIOJIB30BaHMS B y4eOHOM  mporiecce
YaCTHYHO/MCKITFOUUTEIHPHO JIUCTAHIMOHHBIX O0pPa30BAaTEeIbHBIX TEXHOJOTHH, OpraHHU3aIlus
pa6otel TITIC ¢ oOyuatrommmucs ¢ OB3 u MHBaIMAaMU TPEIyCMATPUBACTCS B DJICKTPOHHOM
UH(POPMAITMOHHO-00PA30BATEIFHOM Cpe/ie ¢ YYETOM HMX HHAWBHIYAIbHBIX TMCHXO(PU3NICCKUX
0coOeHHOCTEH

Ng c €€ ‘-’f

Pa3paboTunkn AOLUEHT JL.LK. NlukuHsieBa
(noonucw) (OondrcHocmy) (DHO)
JOLIEHT I'.B. Pomanosa
(noonucyv) (Oonocrocmy) (®HO)
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