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1. MACHIOPT TPOT'PAMMBI YUEBHOM JIUCIUATLIAHBI
JOKYMEHTALIMOHHOE OBECIIEUEHUE YIIPABJIEHUA
1.1. Ob61acTh NPUMEHEHHUS MPOrPAMMBI
[Iporpamma  y4eOHOW  JUCHUIUIMHBI ~ SBJISIETCS  YacTbl0  OCHOBHOM
npodeccuoHanbHOM 00pa3zoBaTenbHON Mporpammbl B cootBercTBUU ¢ OI'OC mo
creunanbHOoCcTH CITO 38.02.02 CtpaxoBoe Aemno (1o oTpaciisam).

1.2. MecTro AUCHMIUIMHBI B CTPYKType OCHOBHO mpodeccuoHAIBHOM
o0pa3oBaTeJbHON MPOrPaMMBbI:

HucuumnuHa  «JloKyMeHTallMOHHOEe  00ecleYeHHe  yNpaBiICHHs»  SBISETCS
oOmienpogeccuoHaIbHON U BXOAUT B MPO(PECCUOHATBHBIN UK.

1.3. Lesan 1 3a1a44 AMCHUATIAHBI — TPEOOBaHUS K Pe3yJbTaTaM OCBOCHUSA
AUCUMILTHHBI:
B pesynbrare ocBOCHMS TUCIUILIMHBI O0YYarOIIHIACS T0DKEH YMETh:

e 0(pOpPMIIATH TOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHUBHOM 0a30ii, B TOM
YHCJIC UCTIOJB3YsI MH(POPMAIIMOHHBIE TEXHOJIOTUH;

OCYIIECTBIIATH ABTOMATH3AIINI0 00pabOTKH JJOKYMEHTOB;
YHUPHUITUPOBATH CUCTEMBI JIOKYMEHTAIIHH;

OCYIIECTBIISATh XPAaHCHHE U TTOUCK JIOKYyMEHTOB;

OCYILECTRIIATh ABTOMATH3AIMIO 00Pa00TKH TOKYMEHTOB;
UCIIOJIB30BaTh TEJICKOMMYHHKAIIMOHHBIC TEXHOJIOTUHU B 3JICKTPOHHOM
JOKYMEHTOO00pOTeE;

3HATh:

NIOHSITHE, 1ICJIH, 33791 ¥ TIPUHITUIIBI JCIONPON3BOICTRA,

OCHOBHBIE MOHATHS JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABICHHUS;
CHCTEMBI JJOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABIICHHUS;
KJIAaCCU(DHUKAITUIO TOKYMEHTOB,;

TpeOOBaHUS K COCTABICHHUIO M 0()OPMJICHHIO JIOKYMEHTOB;
OpraHu3aIUIo JJOKYMEHTO000pOTa:

npueM, 00paboTKy, peruCTpalnio, KOHTPOJIb, XpaHCHHUE JOKYMECHTOB,
HOMEHKJIATYPY JIEJT;



TPEBOBAHUSI K PE3YJIbTATAM OCBOEHHMSI OCHOBHOM
MMPO®ECCHOHAJBHOM OBPA30OBATEJIBHOMN ITPOI'PAMMBI

5.1. CnenuajamncT cTPpaxoBoro jaesa (0a30B80i MOArOTOBKM) J0J:KeH 00J1a1aTh
00IIUMH KOMIIETEHUUSIMH, BKJIIOYAKIIMMHU B Ce0s1 CIOCOOHOCTD:

OK 2. OpranuzoBsIBaTh COOCTBEHHYIO JAEATEIbHOCTh, BRLIOUPATh TUTIOBBIE METO/IbI
¥ CIIOCOOBI BBITTOTHEHUS PO(EeCCUOHATIBHBIX 33]1a4, OLIEHUBATh X

3¢ PEeKTUBHOCTH U KA4E€CTBO.

OK 4. Ocy1ecTBIsATh MOUCK U UCIIOIb30BaHKE UH(OPMAIUU, HEOOXOIUMOM 115
3¢ (HEKTUBHOTO BHITIOJIHEHUSI TPO(HECCUOHANBHBIX 3a]1a4, MPOPECCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSI.

OK 8. CamocTosTenbHO ONpeeNsATh 3a/1a4u TPO(HECCHOHATFHOTO U JIMYHOCTHOTO
Pa3BUTHS, 3aHUMATHCSI CAMOOOPAa30BAaHUEM, OCO3HAHHO TIJIAHUPOBATH IMOBBIIIICHUE
KBaJIU(DUKAIIAH.

5.2. CnenuanucT cTpaxoBoro jaena (6a30Boii MOATOTOBKH) JOJIKEH 00JIa1aTh
po(eCcCUOHATIEHBIMU KOMITETEHIIUAMH, COOTBETCTBYIOLIUMHU BUIaM
NEATEIIBHOCTH

5.2.1. Peanu3auus pa3anyHbIX TEXHOJOTHM PO3ZHUYHBIX MMPOAAXK B CTPAXOBAHUU.
[IK 1.1. Peann30BbIBaTh TEXHOJIOTUH Ar€HTCKUX MPOJAK.

[1K 1.2. Peanu30BbIBaTh TEXHOJOTUM OPOKEPCKUX MPOJAXK U MIPOIAXK
(MHaHCOBBIMU KOHCYJIbTAHTAMH.

I1K 1.3. Peanu3oBbIBaTh TEXHOJOTUH OAHKOBCKUX TPOJIAK.

[IK 1.4. Peannu30BbIBaTh TEXHOJOTUH CETEBBIX MOCPETHUYECKUX TIPOJIAK.

[1K 1.5. Peanu30BbIBaTh TEXHOJIOTHUH MPSIMBIX OPUCHBIX TTPOIAK.

[1K 1.6. Peanin30BbIBaTh TEXHOJIOTUH MPOJAXKH IMOJUCOB HA pabOUYUX MECTaX.
[IK 1.7. Peanu30BbIBaTh JTUPEKT-MAPKETUHT KaK TEXHOJIOTHIO MPSIMBIX MPOJAK.
[1K 1.8. Peasnin30BbIBaTh TEXHOJIOTUH TeJIC(POHHBIX MPOIAK.

[1IK 1.9. Peann30BbIBaTh TEXHOJIOTUH HHTEPHET-MAPKETUHIA B POZHUYHBIX
IIPOIAKAX.

[1K 1.10. Peanu30BbIBaTh TEXHOJIOTUU MIEPCOHANBHBIX TPOJAXK B POSHUYHOM
CTpPaxOBaHUMU.

5.2.2. Opranu3zanus NpoJax CTPaxoBbIX MPOTYKTOB.

[1K 2.2. Oprann3oBbIBaTh PO3HUYHBIE ITPOJANKHU.

[IK 2.3. Peann30BBpIBaTh pa3IM4YHbIC TEXHOJIOTUN PO3HUYHBIX IIPOJIAXK B
CTpaxOBaHUMU.

5.2.3. ComnpoBoskeHre JOTOBOPOB CTpaxoBaHUs (ONpeieJICHUE CTPaXOBOM
CTOMMOCTHU U TIPEMUN).

[1K 3.1. JoxymeHTanbHO 0OPMIIATH CTPaXOBbIE ONEPalIUU.

[IK 3.2. BecTu y4eT CTpaxoBbIX JOTOBOPOB.

5.2.4. OopmiieHre 1 COMPOBOKIECHUE CTPAXOBOTO Ciryyasi (OLIEHKa CTPaxoBOro
yuiep0a, yperyauapoBaHue YObITKOB).

[1K 4.4. IlpunuMaTh petieHus O BhIILIaTE CTPAXOBOT0 BO3MEIIEHUs, OPOPMIIATH
CTPaxOBBbIE AKTHI.

[1K 4.5. Bectu )xypHaibl yOBITKOB, B TOM YUCJE B 3JIEKTPOHHOM BU/IE, COCTABIIATh
OTYETHI, CTATUCTUKY YOBITKOB.



1.4. PexomeHayeMoe KOJHYECTBO YacOB HAa OCBOCHHME IPOIrPaMMBbI

AUCUMITUHBI:

MaKCHUMaJbHOU yueOHON Harpy3ku oOydaromerocsi /2 4acoB, B TOM YHCIIE:
00s13aTeIbHOM ayIUTOPHOM YueOHOM HAarpy3KH o0ydJaronierocs 8 4acos;
CaMOCTOSITENIbHON paboThI 0Oyuatomerocs 64 Jaca.



2. CTPYKTYPA W TIPUMEPHOE COJAEPKAHWE VUYEBHOW
T CTUTLIAHBI

2.1. O0beM y4eOHOM IMCUMIIMHBI M BUABI Y4eOHOil padoThI

Buna yuyeOHoi padoThI Oobvem uacos

MakcumasibHasi yueOHasi HArpy3ka (Bcero) 72
Oo0s13aTesibHASI AyIUTOPHAs YueOHAasi HArpy3Ka (Bcero) 8
B TOM YHCJIE:

Jlekun 4

MPAKTUYECKHE 3aHSITUS U CEMUHAPHI 4
CamocTosiTeibHasi paboTa o0yuarierocsi (Bcero) 64
Hrorosasi arrecranmsi B popme auddepeHImpoBaHHOTO 3a4eTa




2.2. TemaTH4ecKHil JIAH U coJlep:KaHNe YUeOHOH AUCHMILIMHBI «/[0OKyMEHTallMOHHOE 00eCTIeUeHNE YIIPaBICHUS»

HaumMmeHoBaHHe pa3aesioB u Coaep:xanue yaeOHOTro MaTepuaia, NpaKTHUYeCKHe padoThI, O6LeM YaCOB YpoBeHb
TEeM CaMOCTOSITeIbHAsI PadoTa 00y4aloIuXCs OCBOCHMS
1 2 3 4
Pasnen 1. Ucxoaubie MOHSATHS 1eJIONPOU3BOACTBA 2/8
Jlekmuss 1. CopepxkaHue JUCHUIUIMHBI W €€ POJb B MOATOTOBKE
Tema 1.1. Vctoxkn cnenuanucra. CBA3b C APYTMMH OOIIENPO(ECCHOHANIBHBIMA U CHENHUAIbHBIMH
JIeTIONPOU3BOJICTBA: JMCIHTITHHAMH.
MH(pOpMaLs, yIPaBICHHS, [Mousitre «IOKYMEHTAIHOHHOE obecrieucHme yIpaBICHUSD) 2 5
MNOKYMCHT (menomponsBocTBO). OCHOBHBIE TOHSTHS JOKYMEHTAIIMOHHOTO OO0€CIeYCHHUS 1,
ynpasnenus. llemn, 3amauv ¥ OPUHLUIBI JOKYMEHTAIMOHHOTO oOOecreueHus
ynpapneHusi. CoBpeMeHHBbIE TpeOOBaHHSI K €ro OpraHU3aliH, K IPUMEHEHUIO
COBPEMEHHON O(HCHOW W  BBIYUCIHUTEIBHONW  TEXHHKHU. CraHoBieHue
Jenonpou3Boactsa B Poccun.
Tema 1.2. HopmartupHO- CamocTosiTesibHas padoTa 00yYaONIUXC:
IpaBoOBOE o0ecreueHne OcHoBHbIE 3aKOHOJATeJlbHble W HOPMATHBHbIE AaKThl B 00JacTH 4
POCCHICKOro AOKYMEHTAIHOHHOI'O o0ecrnedeHHsl yIPaBJICHUS.
JIETTONTPOU3BOJICTBA CtpykTypa 3aKOHOAATEIILHOW W HOPMATHBHOM 0a3bl JEIOMPOU3BOICTRA.
Koncturyuust PO. ®enepanbubiii 3akoH ot 27 utoinsg 2006 roga. Ykassl 1
[Ipesunenta. HopmatuBHBIE aKThI eiepaaIbHBIX OPTaHOB UCIIOTHUTEIHBHON
BJIACTH.
TpeGoBanus K cOCTaBICHHUIO U OQOPMIICHUIO PA3INYHBIX BUI0B JOKYMEHTOB.
OO0mmue npaBuiia OpraHu3auy paboThl ¢ JOKYMEHTaMH. XPAaHEHHUE U TIOUCK
JTOKYMEHTOB.
CamocrosiTesibHast padoTa 00y4arOIIUXCH:
Tema 1.3. Kiaccudukamms CuctemMbl  JTOKYMEHTAIIMOHHOTO  OOECMEYEeHHUs  yIpaBJieHUs,  UX
JIeJI0BOM JOKYMEHTaIuu. | aToMatusanus. CUCTeMbl M TOJICHUCTEMBI JOKyMeHTanuu. Knaccudukarus mo
YHuudukanus u craHgapTU3alus | BUJaM JeSTEIbHOCTH, 0 HAaMMEHOBAHUIO, 110 MECTY COCTaBJIEHMs, MO CTENEHU 4 1
JIOKYMEHTOB CIOXHOCTH W T.J. YHuHKauUss W craHgaptusanusa. [loHsTHE «cucrema
JOKYMEHTallUn», ee NMpu3Haku. OyHKIMOHAIBHBIE U OTPACIIEBbIE CUCTEMBI JIOKY-
meHTamu. [loHsTHE «yHHHUIMPOBAHHAS CHCTEMa JOKYMEHTAIMN». PEeKBH3UTHL




Hcnonp3oBanne yHU(PUIMPOBAHHBIX CUCTEM JOKYMEHTAIUH.

Pa3nes 2. Opranu3anMOHHO-PACTIOPAANTEIbHAS] JOKYMEHTALUSI: MOHATHE, KIACCH(PUKALHUA, COCTAB H 1/4
opopMiieHHEe PEeKBU3UTOB. biIaHKN 10KYyMeHTOB
Tema 2.1 Ilonatne  u | CamocrosiTe/ibHasi padoTa 00y4aromuXcs:
knaccudukanus OP/I. CocTtaB 1 CXeMbl PacIoI0KEeHUs PEKBU3UTOB. BIIaHKH IOKYMEHTOB Y UX BHIBI.
Hopmbl 1 Tpe6oBaHus K Pa3MEIEHUIO PEKBU3UTOB. 2 1
Pa6ota no coctaBienuto u opopmiiennto Y COPJI mouTsl, 3anonHenue padboueit
TETPaJu, COCTaBJICHUE TTI0CCAPUS
Tema 2.2. Odopmnenne | [IpakTuyeckoe 3ansitue 1.
PEKBU3UTOB  OpraHu3aluoHHO- | [loaroroBka 10KJIa10B, HHAMBHAYAJIbHBIX IPOCKTOB:
pacnopsAaUTEIbHBIX 1. YunduuupoBanusie cucreMbl JAokymMeHTanuu. MHcmoab3zoBanue
JIOKYMEHTOB YHU(PUUUPOBAHHBIX CHCTEM [JOKYMEHTAUMH. YHUPUUHPOBAHHAHA
CHCTEMA OPraHHU3aIHOHHO-PACIIOPAANTEIbHON JOKYMEHTAILUH.
2. TpedoBanusi k odopmiaeHuro nokymeHtoB. M3menenus k 'OCTy P
6.30-2003. ®opmy.sip - oopazen OP/I. 1 12
3. IlpaBuja odopmiaeHUs: peKBU3UTOB, periaMeHTHpPoBaHHBIX ['OCTom ’
P 6.30-2003.
4. TlonsaTue «0JJaHK JOKYMeHTa». Buabl 0/1aHKOB: o0mmiil 0J1aHK, OJIAaHK
NUCbMA, 0J1AHK KOHKPETHOI'0 BH/A JOKYMEHTA.
5. IlpaBmiaa odopmiieHnsi, W3roTOBJICHHS, Yy4YeTa, HCHOJb30BAHUSA U
XpaHeHus 0J1AaHKOB OPraHM3ALMH.
CocrapiieHHe pa3JIMYHBIX BHAOB 0JIAHKOB 110 BbIOOPY CTY/JAEHTA.
CamocrosiTesibHasi padoTa 00y4arOIIMXCS:
Tema 2.3. [Ilpasuia TocynapcTBeHHBIE CTAHAAPTHI HA YHH(DUIUPOBAHHbBIE CHCTEMBI JOKYMEHTAIIUH,
odopmiieHus popmysipa- 2 23

oOpa3sia.

perIaMeHTHPYIOIIKEe 00IIHe MpaBuiia X pa3pabOTKU U TOCTpoeHus (popmysapa-
oOpa3ia.

Pasnen 3. Buabl u opopmiieHre OpraHu3alMOHHO-PACIOPAAUTEIBHON JOKYMEHTAllul

3/13




Tema 3.1. OpraHuzanloOHHO-
IIPABOBBIE IOKYMEHTHI

CamocrosiTesibHast padoTa 00y4arOIIUXCH:
OCHOBHBIE TPYIIIBI OPraHU3AUOHHO-PACIOPSAUTEIBHBIX TOKYMEHTOB.

XapakTepuCTUKa U COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB (YyCTaBa, MOJIOKEHHUS, 2 1
UHCTPYKUWHU, JODKHOCTHOW  HWHCTPYKUMH, TpaBui). TpeOoBaHuss K HX
COCTaBJICHUIO M 0(OPMIICHHIO.
Jlekuma 2.  XapakTepucTMKa M COCTaB pPACHOPSAUTENBHBIX JIOKYMEHTOB
Tema 3.2. PacniopsiuternbHbIe (mocTaHOBNEHUS, TPUKa3a, pEUICHUs, PpACHOPsDKEHUsS, YyKa3aHUs U Jp.). 2 12
AOKYMCHTBI TpeGoBaHus K UX COCTABICHUIO U 0)OPMIICHUIO. ’
Tema 3.3. PacniopsiiutenbHbie
JIOKYMEHTBI CamocTosiTeIbHAs1 paboTa 00y4aKOIIMXCS: 2 2,3
OdopmieHne npukasa o OCHOBHOU JESITEIbHOCTH IO JINYHOMY COCTaBY.
Tema 3.4. IndpopmarimonHo- IIpakTnyeckoe 3aHATHe 2. XapakTepUCTHKA M COCTAaB HMH(POPMAIMOHHO-
CIpaBOYHAs IOKyMEHTALIUS CIPAaBOYHBIX JOKYMEHTOB (CITy>K€OHBIX MUCEM, CIIPABOK, 3asBJICHUI, JTOKIaIHON 1
CIIy’)keOHOM ~ 3alMCKH, aKTa, [POTOKOJNa, TelerpamM, TenedoHorpamm).
TpeGoBaHMsI K UX COCTABICHUIO B O()OPMIICHHIO. 1 123
JenoBas urpa mo teme: «OdopmieHue, TpoBepka MPaBUIBHOCTH COCTaBJICHUS, w
obecrnieueHue XpaHeHus OpraHU3alMOHHO-PACTIOPSIUTEIbHBIX,
TOBAPOCONPOBOAMUTENBHBIX W MHBIX  HEOOXOAMMBIX  JOKYMEHTOB  C
HCIOJIb30BaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM).
Tema 3.5. UadopmarmonHo- CamocTosiTesibHAasi padoTa 00y4arOIIMXCS:
CIpaBOYHAsi JOKYMEHTALUs WNndpopmanmonno-cripaBoynblie  1okyMeHTHl. CocTaBieHHe U OQOpMIICHHE 2 2,3
00BSCHUTENbHOM 3aIIUCKH, 3asIBJICHUS, TOKJIaTHOM 3alH1CKH.
CamocrosiTesibHast padoTa 00y4arOIIUXCH:
Tema 3.6. ndopmarmonHo- CnyxxebHoe nucbMo. Bunbl ciryxebHoM nepenucku. Pabora ¢ pekBu3utamu 3 23
CIpaBOYHAs JOKYMEHTALUs CITy>K€OHBIX TTUCEM. ’
CamocrosiTesibHast padoTa 00y4arOIIUXCH:
Tema 3.7. UadopmarmonHo- SI3BIK ¥ CTUITB CITY)KEOHOM TOKYMEHTAIMH. DTHKET B JICIIOBOM MEPEIUCKE. 4 2,3
CIpaBOYHAasi JOKYMEHTALUs
Paznen 4. /lokyMeHTBI 110 TPYAOBBIM OTHOUIICHUSIM
16

10




Tema 4.1. O0Onne cBegeHNUA O

CamocrosiTesibHast padoTa 00y4arOIIUXCH:
JlokyMeHTaIus 1o JIMYHOMY COCTaBy. JIOKYMEHTBI, IpeabsIBIIAEMbIE IPU

JOKYMEHTAIUH 110 TUYHOMY 3aKJIF0YEHHUU TPYAOBOIO 10r0OBODPA. 0 1.2
COCTaBy.
Tema 4.2. Opopmnenue CamocrosiTesibHast padoTa 00y4arOIIUXCH:
pe3IoMe, 3asBIECHHS O IPUEME OdopMIIeHHE PE3IOME U 3asBIICHUS O IpUéMe Ha paboTy. IIpoMeKyTOUHbIH 6 2,3
Ha paboty KOHTPOJIb
Tema 4.3. ObopmiieHue CamocrosiTesibHasi padoTa 00y4arOIIMXCS:
IPUKAa30B, TPy0BOro foropopa | CocraBieHue U opopMIIEHUE IPUKA30B 110 JTUUYHOMY cocTaBy. OdopmiieHue 4 2,3
TPYJIOBOTO JIOTOBOPA. XapakTepucTuka. AproOuorpadus. AHKeTa.
Pa3nes 5. JlokymMmeHT0000pOT U OPMBI €10 OpraHu3annu 14
Tema 5.1. Opranuzanus
nokymeHToobopora. Pabora ¢ CamocrosiTesibHast padoTa 00y4arOIIUXCH: 6 1
KOH(UICHIIMATBHBIMU ®opMbl OpraHu3aluy ¢ JoKyMeHTaMu. Tabenb GopM T0KyMEHTOB, TPUMEHSIEMbIX
JIOKYMEHTaMu B opranu3zaiuu. PaboTa ¢ KOHpUIECHIMATbHBIMU JOKYMEHTAMH.
Tema 5.2. PaboTa ¢
0OpaIIeHUs MU TPAXKAAH B CamocrosiTesibHast padoTa 00y4arOIIUXCH: 2 2
Oprasbl BIacTu Pabora ¢ oOparteHusIMHI rpaskJjaH B OpraHbl BIacTu. TpeOGoBaHus K perucTpaluuu
JIOKYMEHTOB. KOHTpOJIb UCTIOJTHEHMSI IOKYMEHTOB.
Tema 5.3. Homenknarypa nen CamocrosiTesibHAasi padoTa 00y4arOIIMXCS:
OpraHH3aI1H. [TonsiTHE HOMEHKIATYpBl. DKCIIEPTU3a LIEHHOCTH IOKYMEHTOB. 5 1
XpaHeHuEe JOKYMEHTOB.
CocraBneHre HOMEHKJIATYPBI A€ OpraHu3aiui (1o BHIOOPY CTYAEHTOB)
Tema 5.4. Kommnbiorepuzauus | CamocTosiTeqibHAasi padoTa 00y4arommxcs:
JEJIONPOU3BOJICTBA CoBpemeHHblE HMH(POPMAIIMOHHBIE TEXHOJOTHMH CO3JaHUS JOKYMEHTOB U
aBTOMAaTH3allMM JIOKyMeHTooOopoTa. OpraHuzauusi pabdOThl € 3JIEKTPOHHBIMU
JOKYMEHTaMu. Bunbl OprTeXHUKM W CIOCOOBI €€ HCIIOJIb30BaHMUS B
JOKYMEHTAllMOHHOM  OOECIIEYeHHH  YIpaBleHHs. TeJeKOMMYHHUKAllMOHHbIE 4 1

TEXHOJIOTUH B JIEKTPOHHOM JOKYMEHTOO00POTE.

OdopMUTh TOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHUBHOHM 0a30#i, MCHONB3Ys
WH(POPMAIMOHHBIE TEXHOJIOTHH U CPEACTBA OPTTEXHUKH.

Hcnonb3oBanue KOMITBIOTCPHBIX TEeXHOJIOTUN IIpu MoAroTOBKE CYI[GGHBIX 1 HUHBIX
CITY)KEOHBIX JOKYMEHTOB, HWH()OPMAIIMOHHOM OOECIEYEHUH U  TOJJIEPIKKE
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NPUHATHUS PEIICHUH, OpraHU3alK U KOHTPOJIE PabOThl, COCTaBICHUH OTYETHOCTH.
Ob6ecnieuenne pabOTHl OPITEXHUKH W KOMITBIOTEPHOM TEXHUKH, KOMITbIOTEPHBIX
ceTell M MPOrpaMMHOI0 OOECIeUYeHHUs! CyA0B, CAliTOB CyJOB B MH(OPMALMOHHO-
TEJICKOMMYHUKAIIMOHHOU ceTH "MHTepHeTt".

Pa3nea 6.
IHoutoBasi U GUHAHCOBO-PACYETHAS TOKYMEHTALUSA 9
Tema 6.1. Pons Oyxrantepun B | CamocTosiTesibHasi padoTa 00y4alommxcs:
penieHny (UHAHCOBBIX 3a/1a4 OO61mas xapakTepuCTHKa TOKYMEHTOB M0 (PMHAHCOBO-PACUETHBIM ONEPALIUSM.
OpraHu3aluu Knaccudukanus yu€rapix 1okymeHToB. CriocoObl HCIpaBiIeHUs OIIHMO0K B
(uHAHCOBO- pacU€THON TOKyMEHTALIUH. 4 1
Paspemienue nenoBsIX CUTYyaIuii, padora ¢ GUHAHCOBO- pacuEéTHON
JIOKYMEHTAIIUEH.
Tema 6.2. OcHoBHble BuAbl | CamocTosiTe/IbHAS padoTa 00y4alOIIMXCH:
JOKYMEHTOB 1O (uHaHCOBO- | OopMiIeHnEe OTKPBITHS CUeTOB opranu3anui. OCHOBHBIE BHJbI JOKYMEHTOB IO 3 12
PacYETHBIM OIEpALUSM. (¢buHaHCOBO- pacy€THBIM ornepauusiM. [IeHeKHbIM uyek, pacu€THBIA 4eK, YEeKOBbIE ’
kHKkH. Cuér-daxrypa.
Tema 6.3. OcHOBHEIE BUIEI
JIOKYMEHTOB CamocTosiTesibHas padoTa 00yYarONIUXC:
OTYETHOCTH B MOYTOBOM CBSI3U ABaHCOBBIN OTYET 3a MOYTOBBIE MapKU. OTUET O Pacxo/ie 3HAKOB MOYTOBOM 2 2,3
OILJIATHI.
JnddepeHIUPOBAHHBINA 3a49€ET 2
72

Bcero:

J111st XapaKTepUCTUKH YPOBHS OCBOSHHSI YI€OHOTO MaTepraia UCTIONb3YIOTCS CIIEAYIONNe 0003HAYCHHS:

1. — o3HaKOMUTENBHBIH (y3HABaHUE paHEe U3YYEHHBIX 0OBEKTOB, CBOWCTB);

2. — peNPOAYKTUBHBIN (BBITOTHEHUE ACITEIBHOCTH 1O 00pa3ily, HHCTPYKIIMH WIIH MO PyKOBOJCTBOM)

3. - HpO,Z[yKTI/IBHBII\/'I (HJIaHI/IpOBaHI/Ie " CaMOCTOATCIIbHOC BBIIIOJIHCHUEC NCATCIBHOCTU, PCIICHUC HpO6J’I€MHBIX 33.2[21‘1)
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3. YCJIOBUS PEAIN3AIIMU TPOI'PAMMBI IUCITUITJIMHBI
3.1. TpeGoBaHusi K MHHHMAJLHOMY MAaTepPHAIbHO-TEXHUYECKOMY
od0ecre4eHuIo:

Peanuzanust y4eOHOM quCHMIUIMHBI TpeOyeT Haiuyus KaOWHETa MO MPOQUITIO
JUCIUIUTAHBIL.
O6opynoBaHue yueOHOro kaOuHeTa!
- Me0OeJIb 110 KOJIMYECTBY CTYACHTOB,
- I0CKa,
- HaTJIS/IHbIE TOCOOUs, TUIAKTHUECKUE CPE/ICTBA.
Texnuueckue cpeicTa 00yYeHHUS:
- IEPCOHAIIbHBIE KOMITBIOTEPBI,
- MyJIbTUMEIUA-TIPOEKTOP,
- nporpammHoe obecneuenue (Linux Mint, Apache OpenOffice, Kaspersky Anti-
Virus (IIpo6nas Bepcust), Koncynpsrant [lmtoc, Opay3sep).

3.2. UnpopMmaumnonHoe odecnevyeHue o0yuyeHunst
Ilepeyenb pexkoMeHAyeMbIX Y4eOHbIX wu3AaHuid, HHTepHeT-pecypcos,
AONOJTHUTEIbHOM JIUTEPATYPHI

OCHOBHbIE HCTOYHHUKH:

1. KazakeBuy, T. A. JlokymMeHTallMOHHOE OOECIIeYeHHE YIpPaBICHUsS: yUCOHUK U
npaktukyM st CITIO / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3a., Ucp.
aon. — M.: WznmarensctBo IOpaiit, 2017. — 161 c¢. — (Cepus:
[IpodeccuonanbHoe oopazoBanue). — ISBN 978-5-534-00433-5.

HopMmaTuBHO-IpaBoBOE o0ecneueHue

1. TOCT P 6.30-2003.YaubunupoBaHHble  CHUCTEMBbI  JTIOKYMEHTAIIWU.
Yuudunuposannas cucremMa OpraHU3aIMOHHO-PACTIOPSAUTEIILHON
JTOKyMeHTaru. TpeboBanus K oQOpMIIEHHIO JOKyMeHTOB. — M.: WM3a-Bo
cranaapTos, 2003.

2. ®enepanbublii 3ak0H oT 27 wmrons 2006 r. Nel49-®3 «O6 wundopmanuu,
UH(OPMAITMOHHBIX TEXHOJIOTHUSAX U 3aIUTE HHPOPMALITUI.

3. denepanbhbiii 3ak0oH 0T 22 okTsI0pst 2004r. Nel25-d3 «O6 apxuBHOM Jene B
Poccuiickoin ®enepanum.

4. TumoBas WHCTPYKIHMS TII0 JEJIOMPOU3BOJICTBY B (QeAepalbHbIX OpraHax
VCTIOJTHUTEIIbHOM BJIACTU. Y TBEPXKIEHA NPHUKa30M MUHUCTEPCTBA KYJIBTYphl U
MaccoBbIX KoMMYyHUKaruil Poccuiickoit @eaeparuu ot 8 HOsOps 2005r. Ne 536.

JlonoTHUTeIbHbIEe UCTOYHUKH:
1. JlokyMeHTallMOHHOE  OOecleueHue YNpaBiI€HUs U JIEJIONPOU3BOJICTBO:
yueOHuk/M. H. Ky3uenos. - M: IOpaiit, 2010 .
2. CoxomoBa O. H., Axumoukmna T. A. JlokymeHTanmoHHOE oOecIeYeHue
yrpaBlieHUs B opranusanuu: yaeoHoe nmocooue. M: KnoPyc, 2010 r.
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w

Ky3snenop C. JI. CoBpeMeHHblE TEXHOJOTUU  JIOKYMEHTaIlMOHHOTO
oOecrieuenus ynpasienus. - M.: MOU, 2010 r.

JlokyMeHTarmoHHoe obecrieueHue ynpapneHus: Yueouux/ A. C. I'punGepr, H.
H. T'opb6aues, O. A. MyxametmuHa. - M.: FOauTn-/lana, 2010 r.
HenonpousBoacteo. bonee 120 gokymentoB. OOpasipl, JOKYMEHTHI.
Opranuzarus u TexHoiorus pabotsl. - M.: OO0 «TK Benouy, 2008.
Kupcanoa  M.B., AxcenoBa  HO.M. Kypc JEITOPOU3BOACTBA:
JIOKYMEHTAIlMOHHOE obOecrnedeHue yrpaieHus: Yue6. [locobue. - 4-¢ uszm. -
M.: UHOPA-M; HoBocubupck: Cubupckoe cormnamenue, 2009.
JIoKyMEHTAIlMOHHOE OO0ECMEeYEHUE YIPABJICHHUS B COLMAIBHO-KYJIbTYPHOM
cepBuce u TypusMme: ydeObHoe mocobue/ U. A. I'yimuna, H. A. 3aiinieBa- M:
AnbdaM, Nudpa-M, 2009 r.

JlokymeHTOO00pOT M Aenonpous3BoacTBo. Kak opranuzoBaTh paboTy
nokymentamu: W. FO. Baiikosa. - M: Dkemo, 2010 1.

HenmonpousBoactBo (OpraHuzanuss ¢W TEXHOJOTUM JIOKYMEHTAIlMOHHOTO
obecnieueHus ynpapieHus): YdueOHuMK s By30B/Kysnemoa T.B., Cankuna
JI.B., beixoBa T.A. u np. noxa pen. T.B. Kysunenosoit. - M: JTOHUTH-JIAHA,
2000.

10.bacakoB M. W., 3ambiikoBa O.W. Jlenompou3BoacTtBo (JlokyMeHTanmoHHOE

obecnieuenue). Yueonuk mis ctyn. CIIO — Poctos-u//1, ®enukc, 2014 r.

11.1Tmenxko A.B. JlokymeHTallMOHHOE oOOecleYeHue YIpaBJICHUS: YydyeOHOe

nocodbue misa cryaentoB CI1O/8-e uza. — M.:Axanemus, 2010.
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4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA

JUCHUATUIMHBI

KOHTpO.]'IL H OLCHKA pC3yJIbTaTOB OCBOCHHA OUCHHUIIIMHBI OCYIHCCTBIIACTCA
npenogaBarciyicM B IPOHECCC IIPOBCACHUA YCTHBIX OIIPOCOB, TCCTUPOBAHMA,
MMPAaKTHYCCKUX SaHHTHﬁ, a TAaK¥KC BBIITOJIHCHUA 06y‘-IaIOIHI/IMI/IC$I HHINBUYaJIbHBIX

Y TPYIIIOBBIX 3a1aHUM.

Pe3yabTarsl 00yyeHus
(oCBOCHHBbIE YMEHHUS1, YCBOCHHbIE 3HAHUS)

@opMbI M METOAbI KOHTPOJIS ¥ OLleHKH
pe3yJabTaTOB 00y4eHHsI

1 2
YMeHus:
oopmIIATH JOKYMEHTALUIO B
COOTBETCTBUM C HOpPMAaTWBHOM  0a3oM, | [IpakTrueckas paboTa mo oQpopMICHHIO

UCIOJIB3YSl MH(POPMAIIMOHHbBIE TEXHOJIOTHH U
CpencTBa OPITEXHUKHU;

JOKYMCHTOB C UCIIOJIb30BaAHUEM
KOMITBIOTCPHBIX TEXHOJIOT Ui

UCIIOJIb30BATh YHUPUITUPOBAHHBIC
CHCTEMBI IOKYMEHTAIINY; [TpakTuueckas padora «Y COPJ]»
OCYIIECTBIISATh XpaHeHue, MOKCK
[TpakTrueckas paboTa 1Mo NOUCKY JOKYMEHTOB
JIOKYMEHTOB;
B OMONMMOTEKE U UHTEPHETE
UCIOJIb30BaTh  TEIEKOMMYHHKAI[MOHHBIE .
CocraBiieHre pe3eHTAIHi, KOHCTPYUPOBaHUE
TEXHOJIOTHUHI B ANEKTPOHHOM .
0JIaHKOB Pa3IMYHBIX OPraHU3alHMi, TOUCK
JIOKyMEHTO000POTE;
00pa3Ii0B B MHTEPHETE.
3HaHus:

OCHOBHBIC TOHATUSA JOKYMCHTALIMOHHOI'O
obecrieueHust yrpaBIeHHUs,

[MoaroroBka kBaTM(PUKAITMOHHBIX
XapaKTEPUCTHK, COCTABJICHUE TII0CCAPUS

OCHOBHBIC 3aKOHOZATEIIbHBIC U
HOpMaTHBHBIE aKTBI B obnacTu
TectupoBanue, pa3pelIeHUe JEI0BbIX
JOKYMEHTallHOHHOTO obecnieyeHus .
CUTyaluu
YIPaBJIEHUS;
enu 3a1a4u u IPUHLINATIBI .
L, A PHH Paspemienue nenoBsIX cUTyaruii, padora c
JOKYMEHTallHOHHOT O obecrieyeHus o .
JIOTOBOPHO-IIPAaBOBOM JOKYMEHTAUEH,
YIPaBIIEHUS; .
3aroJyiHeHne padoueil TeTpaau
CHUCTEMBI JOKYMEHTaIMOHHOTO | Pa3pemieHue 1enoBbIX CUTYyalHii, padoTa ¢

obecrieueHust yrpaBIeHUs,

JIOTOBOPHO-TIPABOBOM JOKYMEHTAIIUEH,
3anoJyiHeHne padoueil TeTpaan

TpeOoBaHUS K COCTaBJICHUIO u
oopmIeHHIO pa3IMYHBIX BUJIOB
JIOKYMEHTOB;

Pa3pemienue nenoBbIx cCUTyaluii, padorta ¢
JIOrOBOPHO-IIPABOBOM JOKYMEHTAILUEN,
3arnojHeHne pabodeit TeTpaau

o0Iue mpaBuja OpraHu3aluu paboThl ¢
JIOKyMEHTaMH;

[Monroroska pedeparon
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COBpPEMEHHBIE
TEXHOJIOTUM  CO3JaHusd

UH(POpPMaLMOHHbIE
JOKyMEHTOB U

aBTOMaTH3alMH JOKYMEHTO000POTa;

3anosHeHue pabouel TeTpaan, MOArOTOBKA
pedeparo, pa3paboTKa JOKYMEHTOB C
HCITOJIh30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTHIA

OpraHM3aLuio pabdoThI
JIOKyMEHTaMH;

C DJIEKTPOHHBIMU

PaboTa co cTpyKTypoit JOKYMEHTOB, UX
pexBU3UTAMU

BUJIBI OPTTEXHUKH M CIIOCOOBI ee
HCIIOJIb30BaHUA B JOKYMCHTAIIUOHHOM
o0ecreueHUN YIIpaBICHUS

TectupoBanue, paboTa 10 COCTABICHUIO U
odpopmienuro YCOP/I.

bayibHO-peHTHHIOBAsI CUCTEMA OLEHKH NMPH U3YYEHNH YUeOHOM

AUCHHUITJIMHBI
Kpurepun CamocTosiTeIbHAs I[Ipome:kyTounas
N . | HocemaemocTn Bcero
PefTHHTOBOIH padoTa cTyaeHTa aTTecTamus
CUCTEMBI
0-24 0-5 2-10 0-5 44 6anna
Bajubl
YpoBeHb 1 6amn CTyneHT He CIIPaBHIICS C Pegpepam — 2-5 Brinonnennoe
BBITIOJTHCHUS COOTBETCTBYET paboroii, paboTa OayoB. TECTHPOBAaHUE  CO
MOCEIICHHUIO BBITOJIHEHA HE B MTOJTHOM Cocmasnenue CIICAYIOIINMHU
OJTHOTO o0beMe, UMEI0TCA mabauyul, pe3yabTaTaMu:
y4e0HOro rpaMMaTHYECKUE OLIHOKK, | Kpocceopoa, 51% - 70% - 3
3aHATHS (IBYM HEIPaBWILHO OQOPMIIEHBI | OyKkiema — 2-5 Oaa.
aK. yacam) PEKBU3UTHI TokyMeHTa — 0- | OamoB. 71% - 85% - 4
2 Oanna. Cnaiiowt (He MeHee | Oamia.
Ipu ohopmreHwH 5) — 3-5 GaoB. 86% - 100% - 5
PEKBH3UTOB IOKYMEHTA Yuacmue 6 nayuno- | 6anos.
JIOTIYIIIeHO OoJiee 2-X uUccne008amenbCKo

OIMOOK MM OTCYTCTBYET
1-2 pekBu3nTa, TEKCT
JOKYMEHTA U3JI0KCH
HETPaMOTHO WK
HEJIOrMYHO — 3 OaJuia.

[Ipu oopmnennn
PEKBU3UTOB TOKYMEHTA
JomyiineHa 1 ommoOKa, TEKCT
M3JI0KECH TPAMOTHO U
JIOTHYHO, €CTh 1-2
opdorpaduueckue OMUOKH
— 4 Gana.

PekBU3UTEI TOKyMEHTA
o(opMITeHBI IPABUITBHO,
TEKCT JIOKYMEHTA H3JI0KEeH
IPaMOTHO U JIOTHUYHO,
OTCYTCTBYIOT
opdorpaduueckue OmmuOKI
— 5 ©annos.

it pabome — 5-10
OasioB.
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Bonpockl HTOr0OBOro KOHTPOJIS

1. OcHOBHBIEC MOHATHS TOKYMEHTALIMOHHOTO 00€CTIeUeHHsI yIIPaBICHUSI.
2. OCHOBHbIE  TMOJIOXKEHMSI 10  JIOKYMEHTHPOBAHHUIO  YIIPaBJIECHUYECKOM
JESITEIbHOCTH.
3. OCHOBHbBIE 3aKOHOJATelIbHbIE W HOPMATHUBHBIE aKThl B  00JACTH
JOKYMEHTAIlMOHHOTO O0ECIIEUEHUs YIIPABICHMUSL.
4. llenu, 337241 U MPUHIHUIIBI JOKYMEHTALIMOHHOTO 00eCIeYeHUs yIIPaBICHUSI.
5. Cucrtembl JOKYMEHTAIMOHHOTO 00ECTIEUEHUs YIIPaBICHHUS.
6. TpeboBaHus K COCTaBICHMIO W O(OPMIICHUIO PA3IUYHBIX BUJOB
JIOKYMEHTOB. XpaHEHHE, MOUCK JOKYMEHTOB.
7. OOuue mpaBuIa OpraHU3aIi paboThI C JTOKYMEHTAMH.
8. CoBpeMeHHbIE HH(POPMAIIMOHHBIE TEXHOJOTUU CO3JaHHs JOKYMEHTOB H
aBTOMAaTHU3alMK JOKYMEHTOO00pOTA.
9. Opranuzanusi pabOThI € 3JEKTPOHHBIMU JJOKYMEHTaMHU.
10.Buapl OprTeXHUKHA M CIOCOOBI €€ HCIOJIb30BAHUSA B JOKYMEHTAIIHIOHHOM
obecrieyeHUr yIpaBJeHUs.
11. Yuuduxkanus u cranaapTU3alus ynpaBIeHYeCKUX JOKYMEHTOB.
12. 3naueHne JOKYMEHTAIlMOHHOTO oOecredyeHus ynpasieHus. TeHaeHIus
pa3BUTHUSA JACIONPON3BOACTBA B anapaTe ynpaBlIeHUs B COBPEMEHHBINA MEPHO.
13. HopmaTtuBHO-MeTOIUUECKHE JIOKYMEHTBI o JOKYMEHTAIIHOHHOMY
00ecreyueHuIo.
14. Tlonsitne «undopmainus», «IoKymMeHT». DyHkmuu gokymeHTa. CrocoOsl
JIOKYMEHTHUPOBAHUS.
15. Bunbl 10KyMeHTOB, UX Kkinaccudukanus. Kareropuu 10KkyMeHTOB.
16. Yuudukauuss Ttekcra gokymeHTta. [lpuniunsl yHuduxamuu. [lonsTHe
dbopmyisipa-obpasiia  gokymeHTa. OmnpeaenuTe, B 4Ye€M 3aKJIIOYAIOTCs oO0IIue
TpeOOBaHUs K YHU(PUKAIIMU TOKYMEHTOB.
17. TpeboBaHusl K COCTaBICHUIO U OPOPMIICHUIO PEKBU3UTOB. Pacckaxkute 00 ux

PacroJIOKEHUHU Ha JOKYMEHTE U 0()OpMIICHUH.
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18. Ilepeuncnure BHUIBI  OPraHU3ALUOHHO-PACIIOPSIAUTENBHBIX  JIOKYMEHTOB,
KOTOPbIE U3/Ial0TCSl B OpraHax yIpaBJjeHUs, U PACCKAKUTE, KAKOB OOIIMI MOPSI0K
ux 0OpMIICHHUS.

19. CocraBnenue u opopMieHue CiIyKeOHbIX MuceM. JleToBoe MIChMO B YCIOBHUSIX
yaudukanuu. Ilpasuna opopmienus. PexBuzuthl g oduunasbHOro MHCHhMA.
Bunp! nucem.

20. Bugel OmankoB. HM3rotomieHue, yd4eT, XpaHEHHE TepOOBBIX OJIAHKOB.
[TocTtosiHHbIE U IEpeMEHHBIE PEKBU3UTHI. CIIOCOOBI MX 0(OPMIICHHUS.

21. CocraBnenue u opopMiIeHUE XapaKTEePUCTUKH.

22. IHCTpyKIUs TIO JeNOTPOU3BOACTBY. JlOKHOCTHBIE HHCTPYKITHH.

23. CoBepIlIEHCTBOBaHME  JIOKyMEHTallMoOHHOro  oOecneuenus.  Cpencrtsa
MEXaHM3AINH U aBTOMATH3AIMH YIIPABICHYECKOTO TPY/Ia.

24. Oprann3alMOHHO-TEXHUYECKHE MEPOIPUITHS MO MOJTOTOBKE M MPOBEICHUIO
coBelanui. Pernamenr.

25. [IpueM u peructpaiiusi JOKyMeHTOB. DOpMbI perucTpaluu.

26. Opranu3anys JeJ0NpOon3BOACTBA TI0 MPEAJIOKESHUSIM, 3asIBICHUSIM H Kajgo0aM
rpaxiaH.

27. IlpenBaputenpsHoe pacCMOTpPEHHE JOKYMEHTOB. HampaBieHre Ha UCTIOTHEHHE.
28. OCHOBHbIE MPUHIUIIBI OPTraHU3ALUN KOHTPOJISI UCIIOTHEHUS IOKYMEHTOB.

29. ®opmupoBaHue HHOOPMAITMOHHO-TTONCKOBOW CUCTEMBI.

30. ®opmupoBanue u xpanenue aen. OrnpaBka JokyMeHToB. HomenknaTypa ned.
31. OpranuzanuonHas nokymenrtauusa. CocrtaBienue u 0pOpMIIEHHE JTOKYMEHTOB
stol rpynnbl. CocraBieHrue HU O(GOpPMIIEHHE TIOJOXEHHS O CTPYKTYpPHOM
M0JIpa3/IeJICHUN.

32. CocraBiienne 1 odopmiieHHe Y CTaBa, MOJIOKEHUS OpraHU3aIlHH.

33. [logroToBka MJOKYMEHTOB K ClIad€ B apXWB. OKCHEpPTH3a I[IEHHOCTU
JOKYMEHTOB. Buibl pacniopsIuTeNIbHbIX JOKYMEHTOB.

34. CocraBiienrue 1 0opMIICHHE TTOCTAHOBIICHUH, PEIIICHUH.

35. CocraBnenue U ohopMIIEHUE TPUKA30B, PACTIOPSKEHUH, YKa3aHH.

36. CocraBiienue 1 opopMIIeHHE TPOTOKOJIOB. BHaBI TPOTOKOIOB.
18



37. CocraBneHnue u opopmiieHre akToB. Bupi.

38. CocraBneHnue u opopMIIeHHE IOTOBOPOB.

39. Buabsl uHQOpMAIMOHHO-CIIPABOYHBIE JTOKYMEHTOB. Buabl nHdopmannoHHO-
aHATMTUYECKUX TOKYMEHTOB.

40. Cocrapiienne u 0OpMIICHUE JOKIATHON 3aMHCKHU.

41. CocraBienue u opopmiieHue OOBSICHUTEIbHBIX 3aMUCOK.

42. Ctpykrypa ciayx0b1 JIOY. JlomkHOCTHOM cocTaB paOOTHUKOB ¢y k061 JJOY.
43. SI3BIK, CTUIIb CITY’KEOHBIX TOKYMEHTOB.

44, OcHoBHBIC 3a/1auM U PyHKIMH CIIy>KO0bI JIOY.

45. Opranu3aioHHbIe (POPMBI BEJICHUS JACIONPOU3BOJICTRA.

46. [TonsTre «10KyMEHTOO00POTY.

47. CocraBiieHue u opopMIICHHE TeJlerpaMm, TefiepoHorpamm, hakcorpamm.

48. ACTIeKTHI COfIEp>KaHus JIeJI0BOro muchmMa. Kommo3uius JoKyMeHTa.

49. CunTakcuc, JIeKCuka, MOp(hOJIoruHdecKue 0COOEHHOCTH O(UITHATHHO-EI0BON
NUCbMEHHOM peur. TepMHuHbI U TPO(PECCHOHATU3MBI.

50. CocraBnenne u opopMIICHHE TOBEPCHHOCTH. BUbI.

51. CocraBnienue u 0pOpMIICHUE CITPABKH.

52. CocraBnienre u opopMileHHe aBTOOMOTpaduu, pe3rome.

53. beznokymenTHbiii oOMen wuHpopmarueit. llenmn cocraBieHus CiyKeOHBIX
JTOKYMEHTOB. UepHOBHK KaK MepBasi CTaAus HAITMCAHU TOKJIa/la WM OTYeTa.

54. CtpykTypa noKIaaa u oT4eTa (Ha COBEIIaHNH, 3aceAaHI, KOH(PEPESHITIH ).

55. CTpykTypa JOKyMeHTa, mipaBuiia ohopmiIeHuUs 3aUKCUpPOBaHHBIE B 00pa3iiax.
Hasnauenue u cocTaB cripaBOYHO-MH(POPMAIIMOHHOM TOKYMEHTAIUH.

56. Buger nenoBoit mepenucku. CrocoObl Imepenadd JCIOBOM HMH(pOpMAIUH.
TpeGoBanwsi, KOTOPBIE JOKHBI COOTIOAATHCS TP BEICHUN TIEPEITUCKH.

57. JIOKyMEHTBI 110 IMYHOMY COCTaBy. JJoKyMEeHTHPOBaHHE IBIXKEHUSI TIEPCOHAA.
58. 3asBnenue. Jluunoe peno. Jlmunas kaprouka ¢opmbl T2 pabounx wu
CITyKallnX.

59. TpynoBOi1 KOHTPAKT.
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60. [Ipuka3pl 1o JMyHOMY cocTaBy. OTiIWYuMe TPUKA30B IO OCHOBHOM
MIPOU3BOJACTBEHHO-X03SIMCTBEHHOU JIESATEIILHOCTH.

61. Tpynossie kaxku. LllTaTHOE pacnucanue.

62. J10/KHOCTHBIE MHCTPYKITUH.

63. OcHOBHbBIE TpeOOBaHUSI K OpPraHU3alUU PACCMOTPEHUSI OOpaIeHUM Tpa)aaH.
Perucrpanus.

64. Tpy OCHOBHBIX BHJIa 0OpaIllEHUs TPaXK/IaH.

65. KoHTpoib 3a paccMOTpeHHEM O0palieHni rpakiaH.

66. OTBETCTBEHHOCTh 33 HEHCIOJHEHHE 3aKOHOAATENIbCTBA IO PACCMOTPEHUIO
oOpallleHu rpa)<aH.

67. Peructpanist u ydeT JokymeHToB. llepemada JOKYMEHTOB BHYTPH
OpraHU3aIHH.

68. IIpaBuna perucTpany 1 HHACKCAIIUU TOKyMEHTOB.

69. O6mme mpaBuia perucTtpanuu  JoKymMeHTOB. [lopsimok  oOpaboTku
MOCTYTIAFOIIMX U OTIPABIISIEMBIX JIOKYMEHTOB.

70. Opranu3aius KOHTPOJIS 32 UCTIOTHEHUEM JOKYMEHTOB. DopMUpOBaHUE JE.
71. Jlns Kakux JOKYMEHTOB YCTAHABJIMBAIOTCS CPOKH HCMOJHEHUA. [lopsmox
MIPOJIJICHUSI CPOKOB MCTIOJTHEHUS JOKYMEHTOB.

72.C xakoro MOMEHTa WCUHUCISETCS CPOK WCIOJHEHUS | KOHTPOJb 3a
WCITOJTHCHHEM JIOKYMEHTOB.

73. UnnuBuyanbHble CPOKM HMCTOJNHEHUWs, KTO UX ycraHaBiuBaeT. OOBsCHUTE,
nmoyeMy He peKoMeHayeTcs (GOpMUPOBAHHUE M XPaHEHUE JIETT Y HCTIOTHUTEIS.

74. Xpanenue nokyMeHTOB. CpoOKW XpaHEHHUs ISl Pa3HBIX BHUIOB JOKYMEHTOB.
[Iepeuens.

75. ApxuB. 3akoH 00 apxuBHOM (ponje. [lepenaya nen B apxus.

76. Ocobennoctr ouIMaIBLHO-EI0BOTO CTWIISA. B uem ero otiuuue.

7'7. KoppeKkTypHble 3HaKH, 3HAYEHUE U PUMEHEHUE B TEKCTE.

78. HanbGoinee ymoTpebasiemble cokpaiieHusi cioB. OdopMiieHue aaT W 4YUCEN B
nokymeHTax. [lepeunciure yacto BCcTpeuaronuecs ab0peBruaTyphl CIIOB.

79. IlpaBuiia coctaBiieHUs: U 0QPOPMIICHHSI, OCHOBHBIE pa3/ielibl TEKCTa Y CTaBa.
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80. JloxymeHTanus, COMPOBOKIAIONIAS IBUKEHHUE KaIPOB.

81. Obmepoccuiickue KiIacCU(PUKATOPhl TEXHUKO-IKOHOMHUYECKOW M COIUAIbHOU
uHbOpMaIUu.

82. I'ocynapcTBEeHHBIE CTaHAAPTHI HA JOKYMEHTAIIHIO.

83. HopmaTuBHO-MeTOIMUeCKas 6a3a 1eI0MpOr3BOICTBA.

84. TpeboBanus k Tekcty. OTMETKH Ha JOKYMEHTE.

85. IlosoxkeHue o ciry»0e AeIONPOU3BOICTRA.

86. TenekoMMyHHKAIIMOHHBIE TEXHOJIOTHUH B 3JIEKTPOHHOM JIOKyMEHTOO0OPOTE.
87. OdopmiieHue, mpoBepKa MPaBUJIBHOCTH COCTABJICHUS, 00eCIieYeHUE XpaHCHUS
OpTraHM3aIMOHHO-PACTIOPSANTEIFHBIX,  TOBAPOCOMPOBOAUTEIBHBIX M HHBIX

HCO6XOI[I/IMI)IX JOKYMCHTOB C HUCITIOJIb30BAHUCM dBTOMATU3UPOBAHHBIX CHUCTCM.
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5. JIACT U3SMEHEHUWH U JOMOJHEHUI, BHECEHHBIX B
PABOYYIO ITPOI'PAMMY

No HN3MCHCHUA, JaTa H3BMCHCHU A, Ne CTpaHHUIIbl C U'BMCHCHUEM

BbLJIO CTAJIO

OcHoBaHue:

HOI[HI/ICL JInna BHCCIICTO U3MCHCHMUA
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