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IHosicHUTEILHAA 3aNIUCKA

OI1.04 «/lokymeHTallMOHHOE OO0eCIeueHre YIPaBICHUs» OTHOCUTCS K 0O01Ie-
npo(hecCHOHANBHBIM JUCIUIUIMHAM U BXOJUT B TPO(HECCHOHATBHBINA [TUKIL.

Brinonnenue camocTosTensHOW padOThl JOKHO CIIOCOOCTBOBATH Ooliee
MOJIHOMY YCBOEHHIO MIPOrPaMMHOTO MaTepHuaia.

MeTtonuueckre YyKa3zaHuUs I BBIIOJHEHHUS CaMOCTOSATENIBHOM paldoThI
COCTaBJIIEHbl B COOTBETCTBMM C palboyeill mnporpaMmMod MO JUCUUILIUHE,
paccunTasnsl Ha 24 yaca, NPEAyCMaTPUBAKOT CAMOCTOSITENBHOE M3yUYEHHE MHOTHX
BOIIPOCOB B 0OJIACTH JIOKYMEHTALIMOHHOTO OOECIEYEHUsl YINpPaBICHUS, YTO
MO3BOJISIET JaTh OoJiee TIIyOOKUE 3HAHHSI TEOPETUUYECKUX W MPHUKIIATHBIX OCHOB B
00JacTH JOKYMEHTALlMOHHOTO OOECIIEYEHNUS YIIPABIICHMSL.

B pesynbTaTte ocBoeHus yueOHON AUCIUIUIMHBI CTYJICHT Q0/IHCEH YMemb.

- 0OpMIIATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30il, HCHIOJIB3Ys
UH(GOPMaILMOHHBIE TEXHOJIOTUU U CPEACTBA OPITEXHUKH;

- HCHOJIb30BaTh YHU(ULIUPOBAHHBIE CUCTEMbI JOKYMEHTALINH;

- OCYILECTBISATh XpaHEHHE, TOUCK IOKYMEHTOB;

- HCIIOJIb30BAaTh  TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTHUH B  BJIEKTPOHHOM
JIOKyMEHTOOOOpOTE.

B pe3ynbpraTe ocBOeHMS y4eOHOM TUCHUIUIMHBI CTYAECHT 00IJICEH 3HAMDb.

- OCHOBHBIC TIOHSTHS JOKYMEHTAIIMOHHOTO 00CCIICYCHHUS YITPABIICHUS;

- OCHOBHBIC 3aKOHOJATCIFHBIE W  HOPMATUBHBIE AaKThl B  00JacTu
JOKYMEHTAIlMOHHOTO 00eCTieueHus YIPaBICHHUS;

- LIeJY, 33/1a4K U TPUHIHIBI TOKYMEHTAIIMOHHOTO 00ECTIeYEeHNUs YITpaBIICHHUS,
CHCTEMBI JOKYMEHTAIIHOHHOTO 00ECIICYCHUS YIIPABIICHHS;

- TpeOOBaHUs K COCTABJICHUIO 1 O(POPMIICHUIO PA3IMYHBIX BHIOB JJOKYMEHTOB;

- o0IIMe paBuiIa OpraHu3aIry padboThl ¢ JOKYMEHTaMU;

- COBpEMCHHBIC WH(POPMAIMOHHBIC TEXHOJIIOTHH CO3JaHUS JIOKYMEHTOB WU
aBTOMAaTHU3AIMU JJOKYyMEHTOO00POTa;

- OpTaHU3AIHUIO PAOOTHI C IEKTPOHHBIMH JOKYMEHTAMU;

- BHIBl OPITEXHUKM W CHOCOOBI €€ HCIIOJNB30BaHMS B JOKYMEHTAIMOHHOM
oOecreyeHnr yrpaBIeHHUs.

Brimonaenne 3aqanuii 0 caMOCTOSATEIBLHON paboTe TOHKHO (POPMUPOBATH
HABBIKU PabOTHI C JIUTEPATypOl, yMEHUE BbIOpATh II1aBHOE, CAMOCTOSITEILHOCTD B
NOOBIBAHUU 3HAHUM.



Iesn, ocHOBHBIE BHAbI CAMOCTOATEILHOI Pa6OTHI CTY/IEHTOB
Lenu camocmosamenvbHO HeayOUMOPHOU pabomvl CMYOEHMO8

- 3aKpervieHue, yriayOJjeHuWe, pacIlMpeHHe W CUCTeMaTH3allis 3HaHUM,
CaMOCTOSITEIIbHOE OBJIa/ICHUE HOBBIM yUECOHBIM MaTepUajIoM;

- ¢popmupoBaHue MpodheCcCUOHATIBHBIX HABBIKOB,;

- (GOpMHpOBaHHE YMCHHH W HaBBIKOB CaMOCTOSITCIIBHOIO YMCTBEHHOTO
TpyHa;

- MOTHUBUPOBAHHUE PETYJSPHOU IeJICHANPABICHHONW PaOOThI MO OCBOCHHIO
CIEIUATBLHOCTH;

- Pa3BUTHE CAMOCTOATEIHLHOTO MBIIIJICHUS;

- (hopmupoBaHue yOKIEHHOCTH, BOJIEBBIX YEPT XapaKkTepa, CIOCOOHOCTH K
CaMOOpTraHU3aIINH.



Tadauua mo opraHu3anuM CaMoOCTOSATETbHOH padoThI

OI1.04 «/lokymMeHTAaUMOHHOE O0ecneyeHne yIpaBJIeHUsD

Koa-
Pa3zpen BO Bua padorsl Henn KonTpoan
4acoB
Paznean 1.
1.1. Buas! 3anucu 1 HOCUTENU 2 Hanucanue VYraybnenue IIpoBepka
uH(pOopMaluu TE3HCOB 3HaHUU TE3UCOB
1.2. YauduuupoBaHHbie POPMBI 1 Koncnekr N3yuenue IIpoBepka
OTpacJIeBOM JOKYMEHTAIM! JOTIOTHUTEILHON | KOHCIIEKTOB
JTUTEPATYPBI
1.3. @3 ot 27 urons 2006 r. Ne 2 Koncnekr Nzyuenune [TpoBepka
149-@3 «O06 unpopmanum, JIOTIOJIHATENbHON | KOHCIIEKTOB
MH(OPMALIMOHHBIX TEXHOJIOTHIX U JTUTEPaTyphI
3anTe THPOPMALIUN
1.3. @3 ot 6 ampenst 2011 1. No 63- 1 Koncnekr Nzyuenune [Tposepka
@3 «OO0 AIeKTPOHHOU TTOIITHUCKY JIOIIOJTHUTEIIbHON | KOHCIIEKTOB
JUTEPaTyphl
Pa3nean 2.
2.1.T'ocynapctBeHHbli Tepod PO 1 Hoxmnan Nzyuenune 3aciTyIms.
JOTIOTHUTETFHOU | JTOKJIaJIOB
JIUTEPaTyphl
2.2.TOCT P 7.08-2013 Cucrema 3 Koncnekr VYranybnenue IIpoBepka
CTaHJapTOB M0 UHPOPMAIIHH, 3HaHUH’ KOHCIIEKTOB
OMOIMOTEYHOMY U3aTEIBCKOMY
neny. Jlemonpons3BoACTBO U
apXHUBHOE J1e710. TepMUHBI U
onpezeneHus
Pazpgea 3.
3.1. [IpaBusia BHYTpEeHHETO 2 Joxmnan Nzyuenune 3aciTymms.
TPYJOBOTO PACTIOPsIIKa KOMITAHUH JOTIOTHUTEITFHOU | JTOKJIaJI0B
(OaHka) JIUTEPATYPHI
3.1.YcraB Oanka 2 Joxian N3yuenue 3acnymus.
JOTIONTHUTEILHON | JTOKJIaJI0B
JTUTEPATYPHI
3.1.ITonoxeHne 0 CTPyKTypHOM 1 Ob6pa3zen Nzyuenune [TpoBepka
noipa3iesiecHny OaHka JIOKyMEHTa JIOIIOJIHUTEILHOM obpasma
JUTEPaTyphl JIOKYMEHTa
3.1.CtpykTypa u mrarHas 1 O6pa3zen N3yuenue IIpoBepka
4UCIIEHHOCTH OaHKa JIOKYMEHTa JOIIOJIHATEILHOM oOpasma
JTUTEPATYPHI JOKYMEHTa
3.2.J1075KHOCTHBIE MHCTPYKIIUU 2 O6pa3isl N3yuenue IIpoBepka
pabOTHUKOB OaHKa JOKYMEHTOB | JIOTIOJIHUTEIIBHOW | 00pasmos
JTUTEPATYPHI JTIOKYMEHT.
3.3..ITpukassl 10 TMIHOMY 2 Joxmnan Nzyuenune 3aciTymms.
COCTaBYy, ITPUKa3bl 10 OCHOBHOU JNOIOJHUTEIBHON | JOKJIAIOB

JCATCIIBHOCTH

JTUTEPaTyphl




Pazpen 4.

4.1.[loxnaaHbIe 3aMKUCKH, 1 Hoxian Yrnybnenne 3acityms.

bukcupyromue onpeaeaecHHbIe 3HaHUH’ JOKJIaJI0B

COOBITHS

4.1.CnyxeOHbIC 3aUCKH 1 Joxnan Yrnyonenue 3acirymms.
3HAHUU JOKJIag0B

Pazpea 5.

5.2.IloaroroBka u nepeaaya Jaein B 2 Joxian VYranybnenue 3acnymus.

apXuB OpraHU3aluu 3HaHUU JTOKJIaJIOB

Hroro: 24




MeToanuyeckue peKoMeH AU
10 BBINOJHEHUIO caMOCTOsATeJIbHOM padoThl o OI1.04 «/lokyMeHTAlITMOHHOE
o0ecrieyeHmne ynpaBJeHUsD

Pa3znen 1. 3HayeHUe TOKYMEHTa B COBPEMEHHOM 00111eCTBe

Tema 1.1. Buowt 3anucu u nocumenu ungopmayuu

CocTaBbTe TE€3HCHI 10 YYEOHOMY MaTepHally 0 PEKOMEHIyeMOMY IIJIaHy:
TecToBas 3anuch uHPOpMaLIUU

[udporas 3anuck nHGopMau

['padrueckue Gpopmel 3anucu

Texnuueckas rpaduka

Hocutenn undopmanuu

Hakomnienue u coxpanenue nndopmaruu

ook~ whE

Jlumepamypa: JI.A.Jloponuna «JlokymentoBenenue» crp.41-43

Tema 1.2. Yuugpuyuposannwvie gpopmot ompaciegoii 00Kymenmauuu

CocTaBbT€ KOHCIIEKT.

B nanHom Bompoce HEOOXOAMMO HU3JIOKUTH OCHOBBI, HA KOTOPBIX pa3pabOTaHbI
YHU(PUIIMPOBAHHBIE CHUCTEMbI YIPABICHYECKON JOKYMEHTAIlMH; MEpPEeUnCIUTh
BUJIbI YHU(PHUITUPOBAHHBIX CUCTEM JOKyMEHTAIUH, 0ojiee oAPOOHO MEepPEUHCIIUTh
BU/JIbl YHU(DUIIMPOBAHHBIX POPM OAaHKOBCKOU JTOKYMEHTAIUH.

Jlumepamypa: A.B.Ilmenko, JI.A.JlopommHa «JlokyMeHTallmOHHOE OOEcIeueHue
yHOpaBIeHUs» CTp.74-75

Tema 1.3. @3 om 27 uronn 2006 Ne 14D3 «O06 ungopmayuu, unghopmayuonnvix
MEXHO02UAX U 3auume UH(opmayuu,

CocTaBbTe KOHCIICKT, B KOTOPOM JIaliTe MOHATHEC HH(POpMAIMH, YKAKHUTE BHIBI
WHQOPMAITMOHHBIX TEXHOJIOTHH MW TIOSCHUTE, KaK OpraHu30BaHa 3alluTa
nH(popMauu Ha IpUMEpe KaJPOBOTO JISTOIIPOU3BOICTBA.

Jlumepamypa: MVHTEpPHET-PECYPCHI

Tema 1.3. @3 Ne 63-D3 «O0 11eKmPOHHOI NOORUCU

CocTaBbTe KOHCIIEKT, B KOTOPOM [aliTe TOHATHE OJICKTPOHHON ITOJITHCH,
o0BsICHUTE €€ 3HaueHue. Takke ciemyeT omucaTh MEXaHU3M HCIOJIb30BAHUS
3JIEKTPOHHOM MOJIHCH.

Jlumepamypa: AHTEpHET-PECYPCHI



Paspnen 2. CocTraBienue u opopmiieHUEe JOKYMEHTOB

Tema 2.1. I'ocyoapcmeennwtii 2epo PD

[ToaroroBeTe nokian. PekomenayeMbli MIaH Aisl JOKJIaaa:
1. Onwucanwne ['ocynapctBenHoro rep6a PO
2. Ucnonws3zoBanue ['ocynapctBennoro repoa PO

Jlumepamypa: @3 ot 25.12.2000 Ne 2-OK3

Tema 2.2. I'OCT P 7.08-2013 Cucmema cmanoapmos no uH@popmayuu,
ouonuomeunomy, uzoamenvckomy oeny. /lenonpouszeoocmeo

CocTaBbTe KOHCIIEKT, B KOTOPOM 3aIlUIINTE TEPMHUHBI U ONpPEACICHUS TIOHATUN B
o0JacTu AeOMpPON3BOACTBA U APXUBHOTO JieTa.

Jlumepamypa: VIHTEPHET-PECYPCHI

Pazgen 3. Opranu3anmoHHO-PACIOPAANTEILHbIE IOKYMEHTDI

Tema 3.1. Ilpasuna enympennezo mpyooeozo pacnopaoka Komnanuu (0anka)
[ToaroToBBHTE AOKIAJ, B KOTOPOM PEKOMEHIYETCS OTPA3HTh CJICIYIONTUE BOIIPOCH:
ctpykrypa IIpaBun; conepikanue pa3nenaoB; NOpsI0K NpuHATHs [IpaBuit.

Jlumepamypa: MTHTEPHET-PECYPCHI

Tema 3.1. Ycmag oanka (A0)
[ToaroroBwTe AoKIaa B hopme oOpasia Y craBa KOMMEpUYECKOro OaHka.
Jlumepamypa: AHTEPHET-PECYPCHI

Tema 3.1. Ilonosxncenue o cmpykmypnom noopazoenenuu d6anka. Cmpykmypa u
WIMAmHAasn YUC1eHHOCMb YUPesHcOeHUs OaHKa

[IpencraBpTe  00pasipl  [lonmokeHHWs O  CTPYKTYPHOM  TOAPA3ACIICHUU
KOMMepYecKoro 0anka u CTpyKType U IITaTHOW YUCICHHOCTH YUPEKACHUS OaHKa.

Jlumepamypa: unmepnem-pecypcol

Tema 3.2. [lonxncnocmuvle uncmpyKkuyuu padomHuKos 0anKka
[IpencraBbTe 0Opa3Ilhbl TOHKHOCTHBIX HHCTPYKIIUH

Jlumepamypa: AHTEPHET-PECYPCHI

Tema 3.3. [Ipuxasel no auuHOMYy COCmMagy, NPUKA3bl N0 OCHOBHOU OesimelbHOCMU

[ToaroroBbTe MOKIAA, B KOTOPOM Pa3bsICHUTE MOHATHE MPHUKA3a [0 JUYHOMY
COCTaBy, NpHKa3a [0 OCHOBHOW JIE€ATENbHOCTH; OOBSCHUTE, KaK MPHUKa3bl



COCTaBIISIIOTCA, KakOBO UX cojepkaHue u Qopma. Taxxke pekoMeHIyeTcs
IpeCTaBUTh 00Pa31ibl IPUKA30B.

Jlumepamypa.: JI.A. loponuna «JlokymeHtoBeaenue» ctp.171-189

Pasznes 4. CipaBo4yHO-MH(POPMALIMOHHBIE JOKYMEHTHI

Tema 4.1. /loknaouwvie 3anucku, @ukcupyrouiue onpeoeieHHbvle COObIMUAL.
Cayscebnasn 3anucka

[ToaroToBhTe MOKIAA, B KOTOPOM JIaliTe TIOHSTHE JOKJIQIHBIX, CIY)KEOHBIX
3aIMMCOK, YKOKUTE PEKBU3UTHI, KOTOPBIC B HUX COJIEPKATHCS, TPUBEAUTE (DOPMBI U
00Opa3Iibl 3aMKUCOK.

Jlumepamypa.: AHTEPHET-PECYPCHI

Pasnen S. Opranusanust padoThl ¢ JOKYMEHTaMH
Tema 5.2. IlIoozomoeka u nepeoaua 6 apxue opeaHu3ayuu
[ToaroToBbTE AOKIAZ, B KOTOPOM OTPA3UTE AITOPUTM MOATOTOBKH U MEPEIayu Aeil
U3 CTPYKTYPHOIO TOJpAa3JEi€HUsl OpraHu3alud B apXuB OpraHU3alUU.
[TpencraBbTe GOPMBI JOKYMEHTOB, KOTOPBIMU O(DOPMIISAIOT IIepeiady Aeil.

Jlumepamypa: AHTEPHET-PECYPCHI



=

Jluteparypa

OCHOBHbBIEC HCTOUYHUKH.

Hopoununa JI.A. TokymentoBeaenue. — M., FOpaiit, 2015
[Tmenko A.B., Joponuna JI.A. JlokyMeHTalluoOHHOE OOecreueHne ynpaBleHusl.
- M., «Axkanemus», 2014

I[OHOJ'IHI/ITCJIBHI)IG HNCTOYHHUKU.

Poroxxun M.IO. JlemompousBonctBo. Kypce mekmuit. - M., TK Benbu
«IIpocnekr», 2008

Mutpodanosa B.B. «Odopmisem kaapoBsie JOKyMeHThl». HactonbHas kaura
npaktuka. - M., Ansda-IIpecc, 2009

HNuTepHET pecypcesl:

1. DnexTpoHnHsIii yuebHbIN Kypc JOY
http://portal.tolgas.ru/edt/ef eo/edt4399/index.htm?e=4399&sc=1784.

2. bubnmnoreunas cucrema «HOpaiT»
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