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1. IEJIX OCBOEHUS JUCHHUIIJIMHbI

Hemnsimu ocBoeHUs yueOHOM TUCIUILITUHBL:

- (hopMHpOBaHIE TCOPETHUECKUX 3HAHMHA M MPAKTUICCKUX YMEHHH B 00IacTH
COBPEMEHHOI'O  KaJpoBOrO  JAEJIONPOU3BOACTBA M CHUCTEM  BJIEKTPOHHOTO
JIeNIONIPOU3BOICTRA.

2. KOMIIETEHIHUH OBYYAIOIIEI'OCSl, POPMUPYEMBIE B
PE3YJIBTATE OCBOEHUSA ANCLHUIIJIMHBbI

[IK-4. — CniocoGeH pa3pabaTbiBaTh POPMBI TOKYMEHTOB TI0 YUETY U IBUKCHHIO
MepcoHana, MPOBEJACHUIO OLEHKM M aTTeCTAllud [epCOHaja, COMPOBOXKACHHIO

npoueayp oQpopmIieHHs TPYAOBbIX OTHOUICHUH;

B pe3yabTaTe ocBOeHNS THCUMILIMHBI 00y4aI0IIMUIACS T0JI2KEH |

2.1 3HaTh:

- CYITHOCTb, [IEJIH, 33]]a91, IIPUHIIHITEI KaJJpOBOTO JCJIOTPOU3BOICTBA;
- 3aKOHOJATEeIbHBIE W  HOPMATHBHO-METOJMYECKHE  JIOKYMEHTBI,
PETIaMEHTUPYIONIHE KaAPOBOE ACTIOIPOU3BOJICTBO;

- TpeOOBaHMS K COCTABJICHUIO U O(hOPMIICHHIO KaJPOBBIX IOKYMEHTOB;

- 0COOCHHOCTH pabOTHI 0 OOECIIEYCHHIO CKBO3HOTO IPOIIEcca CO3aHMUs,
HUCIIOJIb30BaHUA, XpaHeHI/IH 158 yHI/I‘lTO)KeHI/IH Ka[[pOBI)IX JIOKyMeHTOB B
CHCTEME DIISKTPOHHOTO TokyMeHToobopora (C3/1)

2.2. VYmersn:

- HaxOJWUTb 3aKOHOJATC/IIbHBIE W HOPMATUBHO-NPABOBLIC AKTBlI H
HOPMAaTUBHO-METOAMYECKUE JOKYMEHTHI, PEriaMEeHTHPYIOIIHE KaapoBOE
nenonpousBoAcTBo (CIIC «KoncynbranT Ilmocy» u «["apant»);

- IPUMEHATH TPeOOBaHMS K COCTABICHUIO M O(OPMIICHHIO KaJIpOBBIX
JOKYMEHTOB;

- o0ecreynBaTh CKBO3HOW MPOIECC CO3MAHMS, MCIIOIH30BAHIS, XPaHECHHS
U YHUYTOXEHUS KaJpOBHIX JOKYMEHTOB B HH(OPMAIMOHHOW cHCTEME

(CO]1)

2.3. HMeTh HaBbIKU U (WJIK) OIBIT I€ATENIbHOCTH (BJIAIETh):

- HaBBIKAMH TIOMCKAa HEOOXOMHMBIX 3aKOHOIATEIbHBIX, HOPMATHBHO-
MPaBOBBIX ~ aKTOB M HOPMAaTHBHO-METOAMYECKHUX  JOKYMEHTOB,
pErTaMeHTUPYIONIIE KaJpOBOE NEIONPON3BOACTBO ¢ mpuMenenneM CIIC
«Koncynbrant [Imoc» u «"apant»;

- HaBBIKAMH CO3aHUS, WCIOJH30BAHUS, XPAHCHHS W YHHUTOKCHHSI
KaJJPOBBIX JIOKYMEHTOB B MH(opManmonHoi cucteme (CO/)




3. CTPYKTYPA U COAEP KAHME JUCIHUIIJIMHBI
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Paznen 1. OOmme MOMOXKEHUST U HOPMATHBHO-METOIUYECKOE PEryIMpPOBaHHE
KaJIpOBOTO JICIIOIPOM3BOICTBA
1.1. CoxepkaHue W OCHOBHBIC 1 T1IK-4
3a1a49u KaJpOBOTO
JICTIOMTPOM3BOICTBA
1.2. 3akoHOaTebHAS u 2 T1IK-4
HOPMAaTHUBHO -
METOUYECKast 6a3a
KaIpOBOTO
JICTIONTPOM3BOCTBA
Paznen 2. CocraBneHue U 00paboTKa KaJpOBBIX JTOKYMEHTOB
2.1, TpeboBanus K 1 [K-4
0 OpPMIIEHHUIO IOKYMEHTOB
2.2. Knaccudukanms 2 2 1 [IK-4
JOKYMEHTOB 1o
YIPABICHHUIO IEPCOHATIOM
2.3 Cocrasn u TOPSAZIOK | 2 2 2 T1IK-4
(hopMupoBaHUs
)IOKyMeHTaHI/II/I 110
YIPAaBJICHHUIO MEPCOHATIOM
Paznmen 3. KagpoBoe nenonpou3BOICTBO B YCIOBHSAX IUGPOBOH MOACPHHU3AIMH
3KOHOMUKHN
3.1. Opranuzaims  KajapoBoro | 2 1 I1IK-4
JICJIOTIPOU3BO/ICTBA c
ITOMOILEIO CHUCTEM
3JIEKTPOHHOTO
JICJIOTIPOM3BOJICTBA
3.2 IlonsTus 1 [1K-4
«poOOTH3MPOBAHHAS
JIOKYMEHTALIUS u




«poboTu3zanus
JOKYMEHTALMOHHOTO
o0ecTieueHNsI yIIPaBICHISD)

Hroro 3a Bech Kypc 4acoB 6 4 16
IIpome:kyTOUHAsI ATTECTALUS 3a4er
HToro 3a Bech Kypc (4acoB) 22

4. YYHEBHO-METOJUYECKOE U UH®OPMALIMOHHOE
OBECIHIEYEHUE JUCIUITJIMHbI

4.10cHoBHas JIMTepaTypa

1. Aoynmame, /.T. JIOKyMeHTallMOHHOE ~ Oo0OecrieueHrue  YIpaBIICHHS
MNepCOHAIIOM :  y4eOHMK M mpakTukym s By3os/  JI.I'. AGynanse,
. b. Bempspokkuaa, B. M. MacnoBa. — 2-e¢ u3gn., mepepab. m mon. — MOcCKBa :
UznarensctBo Opaiit, 2022. — 370 ¢c. — (Briciiee obdpaszosanue). — ISBN 978-5-
534-14486-4. — Tekct : snexTpoHHBIH // OOpa3zoBaTenbHas Iuiatdopma FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/489736

4.2 JlonoJHUTE/ILHAS JIUTEpaTypa

1. [TaBnogckas, O. 10. IlpaBoBoe obecrieueHre KaIpoBOro JEI0NPOM3BOICTBA

: yueOHOoe mocobue it By3oB / O. 0. ITaBmoBckas. — Mocksa : M3maTenbcTBO
IOpaiit, 2022. — 213 ¢. — (Bricmree o6pazoBanue). — ISBN 978-5-534-11565-9. —
Tekcr : snextpoHHbiit // OOpasoBarenbHas tiatgpopma FOpait [cait]. — URL:
https://urait.ru/bcode/495918

2. Kyzuenos, M. H. JIOKyMEHTallMOHHOE  O0ECIICYCHHUE — YIPaBJICHUS
MEPCOHATIOM : y4eOHWK W TpakTukyMm s By3oB / U. H. Ky3HenoB. — 2-¢ m3m. —
Mocksa : UzgarenbctBo FOpaiit, 2022. — 393 c¢. — (Bwiciee obpa3oBaHue). —

ISBN 978-5-534-14830-5. — Texcr : anektponHslit / OOpazoBarenpHas aTdopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/489305

4.3 Tlepeuenb pecypcoB HHGOPMAIMOHHO-TEIEKOMMYHUKAIMOHHOH CETH
«AnTepHeTY, COBpPEeMEeHHBIX npogecCHOHAIBHBIX 0a3 AAHHBIX,
HH(POPMALUOHHBIX CIPABOYHBIX CHCTEM

1. DnexTpoHHO-OMOIMOTEUHAsT cHcTeMa «YHHBEpCHTETcKas Oubimoreka On-
line» [DmexrponHsd pecype]. - M.: UsmatensctBo «/Jupekr-Menua», 2013-2022.-
Pexum mocryna: http://www.biblioclub.ru

2. DneKTpoHHO-OMONMMoTeYHast cucteMa M3matenbpeTBo «JIaHb» [DneKTpOHHBIH
pecypc]. - CII6.: MWszparenbctBo Jlaws, 2013-2022.- Pexum jgoctyna:
https://e.lanbook.com/.

3. OoOpazoBatenbHas miatdopma «tOpaiit» [DnekTpoHHsbIl pecypc]. — M.: 000
«QnexrponHoe u3a-so IOpaiity, 2016-2022. — Pexxum mocrtyma: https://www.biblio-
online.ru/about .

4. DnextpoHHass OubnuoTeuHas cucreMa AJTalCKOTO TOCyIapCTBEHHOTO
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yHHBepcuTeTa [DieKTpoHHEI pecype]. — bapuayn, 2014-2022. — Pexum nmocryma:
http://elibrary.asu.ru/ .

5. Hayunas osnexktpoHHass OuOinoreka eLIBRARY.RU [DnexTpoHHBIHA
pecypc]: HH(POPMAINOHHO-aHAIUTHYECKAN MOPTal B OOJACTH HAYKH, TEXHOJOTHH,
MeIUIUHEI 1 oOpasoBaHus. — M.: OOO Hayunas snexTpoHHas 6ubnmnoreka, 2022. —
Pexxum moctyma: https://elibrary.ru/projects/subscription/rus_titles open.asp.

6. DneKkTpOHHO-OMONMMOTEYHAass cHCTeMa «Znanium.com»  [DICKTPOHHBIN
pecypc]. — M.: OOO «Hayuno-uznatensckuii 1entp HMudpa-M», 2017-2022. —
Pexxum mocryma: http://znanium.com/

7. DnekTpoHHas ~ OuOnuoTeuHas  cuctemMa  «KOHCymbTaHT — CTyIeHTa»
[OnexTpoHHBId pecypc]. — M.: OOO «llomurexpecypey, 2019-2022. — Pexum
noctyma: http://www.studentlibrary.ru/.

8. Tlouckossie cuctemsr: Google, Yandex, Rambler.

5. MATEPUAJTBbHO-TEXHUYECKOE OBECIIEYEHUE
JUCIHUTNINHBI

YaeOHBIe ayTUTOPUH AJIS IPOBEACHUS 3aHATHH JEKIHOHHOTO THIIA; 3aHATHN
CEMHHAPCKOTO  THINA  (Ja0OpaTOpHBIX W  NPAKTUYECKUX); TPYNIOBEIX |
WHAMBHUIyaJbHBIX  KOHCYJIbTAIlMHA, TEKYIIErOo KOHTPOJIS U  MPOMEXKYTOUHOM
arrecrarui. s caMOCTOSATENBHOH pabOTBl M TOATOTOBKA K 3aHATHIM
HCTIONB3YIOTCSl TIOMEIICHUS, OCHAIICHHBIE KOMIIBIOTEPHONW TEXHUKOW C JOCTYIIOM K
cetn «UHTEpHET» U OSIEKTPOHHONH WH(POPMALMOHHO-00pa30BaTENBFHONH Cpele
WHCTHUTYTA.

CrieranbHBIC ayIUTOPHH YKOMIUIEKTOBAHBI CIICIIHAN3UPOBAHHON MEOEIBI0
U TeXHHUECKUMH CPEACTBAMH O0YyUCHHMS, CIY>KAIUMH AJIsI IPEI0CTaBICHHUS YIeOHOM
UHpOPMAIHH.

[ mpoBeneHns 3aHATHI JIEKIIMOHHOTO THIIA UMEETCS NEMOHCTPAMOHHOE,
MPOEKIIMOHHOE O0OpY/ZOBaHWE WIM TMpH HEOOXOJUMOCTH Y4eOHO-HArJIsIIHbIC
MaTepuaibl, O00eCneunBaroNfe TEeMAaTHYeCKUe WILTIOCTpaliui;  JabopaTopuw,
OCHAIIICHHBIC JabOpaTOpHBEIM O0OpYJOBaHHEM, B 3aBHCHMOCTH OT CTCIICHH
CJIOXKHOCTH.

TpeboBaHus K MPOrpaMMHOMY 00ECIICUEHHIO yIeOHOTO Mporiecca:

- Windows 7 Professional Service Pack 1

- Windows 10 Education

- Microsoft Office Professional Plus 2010

-7-Zip

- Foxit Reader

- CIIC «Koncynprantllrocy

- COJ1 «Jlemo»


http://elibrary.asu.ru/
https://elibrary.ru/projects/subscription/rus_titles_open.asp
http://znanium.com/
http://www.studentlibrary.ru/

6. METOAUYECKHUE YKA3AHMUS JJIs1 OBYYAIOIIUXCSI ITO
OCBOEHUIO JJUCHHUITJIMHbI

Yuebublii kypc «KaznpoBoe AeIONpOU3BOACTBO M CHUCTEMa 3JIEKTPOHHOTO
TOKYMEHTO000pOTa» MPHU3BaH [aTh CIyMIaTeIsIM CHCTEMaTH3WPOBAHHbIE 3HAHHS B
00J1aCTH KaJpOBOTO JETIONPOM3BOICTBA, [IPABHI OPTaHU3alUU PabOThI C KaAPOBBIMH
JOKYMEHTAMH; OCHOBHBIX IIOJXOJOB K IPOEKTHPOBAHHMIO KaJPOBBIX JOKYMEHTOB U
CHUCTEM JOKyMEHTAllUH; HOPMATUBHOM 0a3bl KaJpoBOrO  JIEIONPOU3BOJCTBA.
OO0s3aTenbHBIM YCIOBUEM OBJIAAEHHS y4eOHOM IUCHUIUIMHON SBISIETCS HM3ydeHHE
PEKOMEHIyeMbIX y4eOHNKOB, OCBOCHHE JEKIMOHHOTO MaTepHaia u €ro 3aKperieHue
Ha J1a00paTOPHBIX 3aHITUSX.

Pabota Ha nmeKnMyM MODKHA OCYIIECTBISTHECS C YUETOM CIEAYIOUIMX (haKTOPOB.
Jlexmus - yCTHOE M3JIOKEHUE IpeMeTa MPENoaBaTesieM B By3e, a TaKKe IMyOIudHoe
YTeHHE Ha KaKylo-HHOYIb TEMy; YCTHOE M3JI0KEHHE y4eOHOTo MpeaMeTa Wl KaKoi-
HUOYJb TEMBI, a TAKKE 3aIHUCh 3TOr0 M3JIOKeHUs. KOHCIEKT - KpaTkoe MUChbMEHHOE
M3JI0KEHUE COMAEPKaHWA JICKINH WM KaKoro-THOO NMPOM3BEAEHHS, BKIIOYAOIIee B
cxxaTtoi (opMe OCHOBHBIE TIOJIOKEHHS M HMX 00ocHOBaHUS (hakTamu, IMbpamy,
MpUMepaMH; KpaTKoe M3JI0KeHHE WM KpaTKas 3aIlich COolIep)KaHHs dero-Hnoyas. B
XOZ€ JEKUHUOHHBIX 3aHATUII HEOoOXOJUMO BECTH KOHCICKTHPOBAaHHME Y4EeOHOTO
MaTtepuana. CiymaTenyd HOJKHBI yMEThb BECTH KOHCIEKTBI JEKLUH Pa3IUYHBIMU
crocobdamu 1 npuemMamu. OOIMe U yTBEpAUBINNECS B MPAKTHKE IPaBHiIa, U IPHEMBI
KOHCIIEKTHPOBaHMs JEeKUMH crenyomue. KOHCIEKTUpOBaHUE IEKIMH BeleTcs B
CIeIUaIbHO OTBEAEHHOM JUIsl 9TOrO TETPaaM, KaXKbIH JIUCT KOTOPOH NOJKEH UMEThH
Hosl, HA KOTOPBIX JENAIOTCS MOMETKM M3 PEKOMEHJOBAaHHOH JUTEpaTypsl,
JONOJHAIOMINE MaTepHal IMPOCITYyIIAaHHOM JIEKIMHM, a TakXe IOAYEpPKUBAIOIIHE
0co0yl0 BaXHOCTb T€X WIM HHBIX TEOpPETHUECKHMX moJokeHni. Heobxomumo
3allUCHIBATh TEMY U IUIaH JICKIUH, PEKOMEHIYeMYyIO JIUTEpaTypy K TeMe. 3amucu
pa3zfenoB JEKUMU JAOJDKHbl HMMETh 3arojOBKH, MHOA3arojlOBKH, KPAaCHBIE CTPOKU.
Ha3BaHHBIEC B JIEKIMH CCBUIKM HA MCTOYHHMKM HAJO MOMETHUTh HA MOJIX, YTOOBI MpH
CaMOCTOATENBbHOM paboTe HAWTH M BOHCaTh HX. B  KOHCIIEKTE JIOCIOBHO
3aITUCHIBAIOTCS OIPEICTICHUS TOHATHH, KaTeropuil u 3akoHOB. OcTalbHOE JOJDKHO
OBITH 3aIMCaHO CBOMMH cilIoBaMHU. KaxkioMy cirymiatennto HeoOX0oIiuMO BBIpaboTaTh U
HCTIONB30BATh JOIYCTUMBIC COKpAIIEeHHUs Hanbojee pacupoCTPaHEHHBIX TEPMUHOB U
MOHATHH.

B Xome mOATOTOBKM K CEMHMHApCKOMY 3aHATHIO HEOOXOIMMO IPOYHTAThH
KOHCIIEKT  JIEKIUM  HU3Y4YUThb  OCHOBHYIO,  JIUTEPaTypy, O3HAKOMUTbCA C
JOTIOJHUTENBHOH uTepaTypoil. s 6osee riry0OKOro n3ydeHus TOi MM HHOW TEMBI
Mperno/aBaTeslb ~ MOXET  INPEJIOKHUTh  ITOJrOTOBUTH  COOOIIEHHS, KOTOpBIE
3a4YNTHIBAIOTCA M 00CYKIAIOTCSI HA CEMUHAPE.

JlaGoparopHble 3aHsTUs MO Kypcy «KaapoBoe nenompou3BOACTBO M CHUCTEMA
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3NIEKTPOHHOIO  JOKYMEHTOOOOpOTa»  MpHU3BaHbl  3aKPENuTb  MOJIYyYEHHBIE
TEOPETUUECKUE 3HAHUS B OONACTH CO3MaHMS KaJPOBBIX JOKYMEHTOB M OpPraHU3aINN
paboTBl ¢ KaApOBBIMU JOKYMEHTaMH, ()OPMHPOBATH HABBIKU CAMOCTOSTENILHOM
paboThl ¢ KaapoBol JokyMeHTaluei. [IpoBonarcs B kaOMHETe JOKYMEHTAIHOHHOTO
oOecriedeHUs]  YOpPABIEHUs,  OCHAIIEHHOM  KOMIIBIOTEPHOH  TEXHHUKOH ¢
ncrnonb3oBanueM mporpammsr COJ1 «Jlemoy.

3agaHus Ui 7a0OpaTOpPHBIX — 3aHATHH  NpeIycCMaTpUBAIOT  OOCYXJICHHE
TEOPETHUUECKUX BOIIPOCOB, BBINOJIHEHUE NPAKTUUECKUX 3ajaHuil. [Ipyn nmoaroroske K
3alMTe  NPAKTUYECKUX  3aJaHUMH  HEOOXOAMMO  TOBTOPUTh  COJIEpIKAaHHE
3aKOHOJATENIBHBIX aKTOB M HOPMAaTHBHO-METOIMYECKHX MaTepUalioB 10 BOIPOCaM
JOKYMEHTHPOBAHUS YIIpaBIeHYeCKOW HMH(GOpPMalMK W OpraHu3aluu paboThl C
mokymentamu, mpexae Bcero ['OCT P 7.0.97-2016 «Cucrtema craHmapToB TIO
uHpopMaIy, OHONMOTEYHOMY U  H3JaTelnbckoMy Jneny. OpraHu3aloHHO-
pacropsiAnTeIbHAS TOKyMeHTanus1. TpedoBaHus K 0(OPMIICHAIO TOKYMEHTOBY.

CamocTosTenbHas paboTa - 3TO MHOT0OOpa3Hble BUABI HWHIUBUIYalNbHOH U
KOJUJIEKTUBHOW JI€ATENIbHOCTH CHIyLIaTeNlel, OCYIECTBIsIEMbIE 0 PYKOBOJACTBOM, HO
0€3 HENOCPEACTBEHHOTO y4acTHs MpenojaBarels B CHELUAIBHO OTBEACHHOE JUIs
3TOTO ayIUTOPHOE WM BHEAyAUTOpHOE BpeMs. CaMmocTosTenbHas paboTa MPUBOIUT K
MOJY4YEHHIO HOBOTO 3HAHUS, YHOPSJOYCHUIO U YIIIyONEHUIO MMEIOUIMXCS 3HAHUH,
(dopMHpOBaHHIO y HEro TNPO(EeCCHOHANBEHBIX HAaBBIKOB M yMeHuil. KoHTpomb
pE3yNbTaTOB CaMOCTOSATENBHOM pPabOTBHl OCYIIECTBISETCS B IpeaesiaXx BpPEMEHH,
YKa3aHHOTO B y4eOHBIX IUIaHAX Ha ayIUTOPHEBIC YIeOHBIC 3aHATUS IO AUCIHUIUIAHE U
BHEAYJUTOPHYIO CaMOCTOSTENbHYIO pPaboTy chymareneii M IpPOXOAWTH B
MACbMEHHON, YCTHOM win  cMmemanHod  (Gopme. KoOHTponb  pe3ynbTaToB
CaMOCTOSITEIbHOW pabOTBl MOKET TPOBOJUTHCS OJHOBPEMEHHO C TEKYLIIMM H
MPOMEXKYTOUHBIM KOHTPOJIEM 3HAaHMU CITylIaTeseil M0 COOTBETCTBYIOIIEMY pPa3jeiy
yueOHOro Kypca. Pe3ympTaThl KOHTpOJS CaMOCTOSATENBHON paboTHI cirymiaresneit
YUUTBIBAIOTCS IIPU OCYILECTBIEHUN UTOTOBOI'O KOHTPOJIS [0 TUCLIMITIIMHE.

7. ®OHJ ONEHOYHBIX CPEJACTB
INPOMEXYTOUYHAA ATTECTAIUA 110 JUCIUIIJIMHE

1. ®opma npoBeneHUs MPOMEKYTOUHOMN ATTECTAMHU: 3a4ET.

2. Ilpouenypa mnpoBereHus: 3aueT — (GopMa MPOMEKYTOUHOW aATTECTAIIHH.
CHyHIaTeHI/I JOJDKHBI TIOKa3aTb YMCHHC MCIIOJIbB30BaTh 3HaHWA, ITOJTYYCHHBIC Ha
AYJUTOPHBIX 3aHATUAX U B XOIC CaMOCTOSTEILHOM IIOATOTOBKH.

VYauTeBas OONBIION 00BEM YYeOHOTO Marepualia, IMOATOTOBKY K 3adeTy
[eJIeco00pa3Ho HAYMHATH 3a0JIarOBPEMEHHO, HCIIONB3Ysl IEPEUCHb KOHTPOJIBHBIX
BOIIPOCOB TI0 KyPCY, COJEpKAIIUICS B yUeOHOH mporpaMme

9



3ader NMpoBOAMTHCS B YCTHOW (opMme. B sk3amMeHanMOHHBINA OHIIET BKIIIOYEHO
JIBa TEOPETHYECKHX BOMpOca M IpaKTHYecKkoe 3amaHue. Ha moAaroTroBky oreera u
BEITIOJTHEHUE 3aJaHUS CIYIIATEII0 OTBOAUTCS 35 MUHYT.

3. M[posepsiemblie komneTeHnun (kox): [1K-4

4. IlIpuMep OLICHOYHOI'O CPEACTBA:

Bomnpocsr:

1) Ilpenmer, coaepkaHue © 3a7a4d JUCHMIUIMHBL «JOKyMEHTalMOHHOE
obecrieyeHne yIpaBJICHNS IEPCOHATIOM

2) TlpaBoBble BOMPOCH JOKYMEHTALHOHHOTO OOCCTICUCHHS  YIPaBICHUS
MIEPCOHAIIOM

3) Buzbl KagpoBOil JOKYMEHTALIMU

4) CocTaB JOKYMEHTALMH IO YIIPABICHHIO MIEPCOHAIOM

5) IlpaBuna co3ganus u 0HOPMICHHS KaIPOBBIX JOKYMEHTOB

6) OO6s3arenbHbBIE TOKYMEHTHI 110 YIIPABICHHIO IIEPCOHATIOM

7) PexoMmeHayeMble JOKYMEHTBI [0 YIIPABICHUIO TIEPCOHAIOM

8) KanpoBble MOKyMeHTHI, 00s3aTeIbHbIE B CBSI3H C OCOOEHHOCTIMN KOMIIAHUH

9) IloHsiTHE KOPIOPATHBHOTO CTAHAAPTA

10)IBmxeHne TOKyMEHTOB B OpraHH3aIiu

11)I'paduk ZOKyMEHTOOOOPOTA OPraHU3AIHH

12)CucremaTn3arusi JOKYMEHTOB ¥ UX y4eT

13)KaapoBas cTaTUCTHKA

14)KoMmproTepHbIC TEXHOIOTHH B KAIPOBOM JICTOMPOU3BOICTBE

15)Opranu3zanus apxXUBHOTO XPAHEHHUS KAJPOBBIX JOKYMEHTOB

16)OcHOBHBIE TIOHSATHS 3JIEKTPOHHOTO JEIONPOU3BOICTBA.

17)TonsiTHE CHCTEMBI aBTOMATH3AIMH JEIONPON3BOCTBA. Ha30BUTE CHCTEMBI
VIpaBIIeHUST  KaIpOBBEIMA  JOKyMEHTaMH, OOECIeunBaIOIie aBTOMATH3AIUIO
XpaHEHUsS, TOMCKA W VIPABICHUS OJIIEKTPOHHBIMH JOKYMCHTAMH M CHCTEMBI
aBTOMaTHu3allunu JCJIOBBIX npoueayp, npeaHa3HAaYCHHbBIC JJIsL obecreyeHus
KOJJIEKTUBHOH 00pabOTKH TOKYMEHTOB.

18)HaszoBuTe Ieab aBTOMATH3AlMM M MEXaHM3alMH pabOThl C AOKyMEHTaMH.
JlaiiTe KpaTKoe ONUMCaHUE CUCTEMaM YIPAaBICHUS JOKYMEHTaMU.

19)ITepeuncnure MporpaMMHBIC CHUCTEMBI Uil Pa0OYMX TPYII, CIyXKalHe
OpTaHM3AIMH HIIEKTPOHHOTO B3aNMO/ICHCTBHS HCIIOIHUTENIEH Ha OCHOBE IIOCTOSTHHOTO
obOMeHa flokyMeHTamu. JlaliTe KpaTKoe ONUCcaHHe STHM CUCTEMaM.

20)TTonsiTHEe JMEKTPOHHOE JIOKyMeHTHpoBaHue. HaszoBuTe mporpaMmHOe
obecriedyeHne JUIsl MOJATOTOBKH Tpa)UueckuX M TEKCTOBBIX JOKYMEHTOB, 00pabOTKH
M300paKeHUH U ONITHYECKOTO Paclo3HaBaHHsI CHMBOJIOB.

21)H330BI/IT6 BO3MOHOCTH KOMITBIOTEPHBIX TEXHOJIOTHI B JIEIOMPOU3BO/ICTBE.

22)IlepeunciiiTe NPUHIMITBI BHEIPEHUS! DJIEKTPOHHOTO JOKYMEHTOO00pOTA.

23)HazoBure CHCTEMBI aBTOMAaTH3aINN JIETIOIPON3BOICTBA "
JOKyMeHTo00OpoTa. JlaliTe KpaTKoe onHucaHue 3TUM CHCTEMAaM.
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24)TousiTie  BIEKTPOHHBIN  TOKyMeHTOOOOpoT HasoBure mpeumyiiecTsa
3JIEKTPOHHOTO JIOKyMEHT0000poTA.

[TpumepHBIe TPaKTUYCCKUE 3aJaHUS:

3amanme 1. Haiigure B CIIC «Koncymprant Ilmoc» wmm  «["apanT»
[Mocranosnenue [IpaBurensctBa PO ot 15.06.2009 N 477 (pen. ot 01.02.2020) «O6
yTBepkAcHUH [IpaBui 1enonpon3BoaCcTBa B (peaepaabHbIX OpraHax HCIOJHUTEIBHOM
BIIACTHY.

3ananue 2. [IpoBemuTe pacyer TPyAOEMKOCTH paboT Mo 00paboTKe TOKYMEHTOB
U PaCCUUTaNTe YHCICHHOCTh HEOOXOIMMOro MepcoHana Ui oOpabOTKU NaHHOTO
00BEMa IOKYMEHTOB

3amanne 3. Ha ocHOBaHMM TpPEACTaBICHHOW MapIIPyTHO-TEXHOJIOTUYECKOMN
KapThbl COCTaBbTE ONIEPOrPaMMYy ABIKCHHUS TOKYMEHTA B OPTaHU3ALNN

3ananue 4. 3apeructpupyiite B COJl «/leno» mocTynmuBIIMIA MakeT KaapOBBIX
JOKYMeHTOB B PyOroBckuit MHCTUTYT (dwman) Antl'Y W BHeCHTE KOHTPOJBHYIO
PE30IFOIIHIO.

3amanue 5. CocTaBbTe NOKYMEHTHI MPH IMOCTYIUICHHHM Ha paboTy ceKkperapeM
oThena KaapoB BBIMBIIUICHHON OpraHW3allid: 3asBICHHE W TIPHKa3. A Takke
HApUCOBATh CXeMy O0(OpPMIICHHUS TOKYMEHTOB IIPH IIpHeMe Ha padoTy.

5. Kpurepum oieHMBaHus1

Omnenka «3aureHo». CTyIeHTOM IaH OTBET Ha IBa TEOPETHUYECKHX BOIIPOCa,
CBUJICTCIILCTBYIONINH B OCHOBHOM O 3HAHHM IPEIMETa HM3Yy4aeMOM TUCIIUTLTUHEIL.
JlonmyckaeTcsi HECKOJNBbKO HE3HAYHTENBHBIX HETOYHOCTEH B COMACPKAaHUHM OTBETA.
[IpakTudeckoe 3agaHUe BEBIIOJHEHO CTYICHTOM 0€3 OIIMOOK CaMOCTOSTEIBHO HIIH
IpyU NTOMOIIHU JOMOJHUTEIIBHBIX HABOAAIINX BOITPOCOB MPEIIOAaBaTCIIA.

OL[CHKa «HE 3a4YTCHO» BBICTABJIACTCA CTYACHTY, €CJIXM OH OajJl OTBET, KOTOpI:If/i
COIEPIKUT PSII CEPHE3HBIX OMMNOOK, OTIMYAIOIINNACS HETITyOOKHM PacKPBITHEM TEMEI,
HE3HAHWEM OCHOBHBIX BOIIPOCOB TCOPHH, HEYMEHHEM IaBaTh apryMEHTHPOBAaHHEIC
OTBETHI, CJ'I3,6I)IM BJIaICHUEM MOHOJIOTHYECKOM PpC€UIbI0, OTCYTCTBUCM JIOTUYHOCTU U
MOCIIe0BaTeIbHOCTH. Pelienne mpakTHIeckoro 3a1anus He BeIToaHeHO. CTYIeHT He
CHoCcOOCH JaTh OTBET JaK€ TIIPH JOMOJHUTENBHBIX HABOMIINX BOIPOCAX
npernoiaBarels.
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