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1. ObdnacTs NnpuMeHeHus! MPOrPaMMbl

[Tporpamma yue6noM nucuummmabl OI1.04. JlokyMeHTalMOHHOE 00eCTICUCHHE YITPaBICHUS
SBIISICTCSA 4acThi0 OOpazoBaTenbHOW mporpammbsl B cooTBeTcTBUU ¢ PI'OC mo crnenuanibHOCTH
CIIO 38.02.03 OmneparnonHas 1esTeIbHOCTh B JIOTHCTHKE.

[IporpamMma yueOHOW AMCHHUIUIMHBI MOXET OBITh MCIOJB30BaHA B pa3pabOTKe MpOrpaMm
JOTIOTHUTEIBHOTO MPOo(ecCHoHaTbHOTO 00pa3oBaHus U MPO(HEeCCHOHATLHOM MOATOTOBKE.

2. MecTo y4eOHOI JUCUMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM NIPOrpaMMBbl:
Hucummumua  OILO4.  JlokymeHTannoHHOE  oOecrieyeHHe  YOpaBlIeHHS  BXOAUT B
npodecCHoHaNbHBIM UK o0IenpodeccnoHalbHBIX AMCUUIUIMH, u3ydaercs B 1 cemectpe B
00béMm 110 akaz.uaca.

Jljis yCcHemHoro OcBOEHHsSI Kypca oOydwaromipecs: AODKHBI BIAJETh KOMIIETEHLHSMU,
NOJYYCHHBIMU NIPY U3yYEHHUH AUCUUIUIMH: Martemaruka, Ctatuctuka, Mapopmaruka.

Ha  xommereHuusax,  Qopmupyemblx  TUCHUIUIMHON  Oa3upyroTcs  HU3y4YeHHE
po(eCCHOHANBHBIX MOJYyJIeH, NPOU3BOACTBEHHAs W MPEAJUIUIOMHAs IPaKTHKa, a TakKkKe
MOIrOTOBKA U 3aI[MTa BBIMTYCKHOM KBaIHM()UKAIIMOHHOW PabOTHI.)

3. [loka3aTtesu ocBOeHHs Y4eOHOI T CUMIIMHBI:

Pesynbrarom ocBoeHMsI yuyeOHOM IUCUUIUIMHBI siBisieTcss oBianeHue odmumu (OK) u
npodeccuonanbapiMu (I1K) komMmeTeHIAMY.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTb, BBIOMpPATh THUIIOBBIE METOJbI U
CHoCcOOBI BBIMOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3 (PEKTUBHOCTh U Ka4ECTBO.

OK 4. OcymecTBiiATh TOUCK ¥ HCIOJIb30BaHWE HH(POpPMAIMH, HEOOXOIUMOU st
3¢ (}EeKTUBHOIO BBINOJIHEHUS MPO(GECCHOHATBHBIX 33734, MPO(ECCHOHAIBHOTO M JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnonp3oBaTh  HMH(GOPMALMOHHO-KOMMYHHMKALIUOHHBIE  TEXHOJIOTUM B
po(hecCuOHATILHON e TENbHOCTH.

IIK 1.1. Ilpuumate ywacTue B pa3paOOTKe CTpPATErMYeCKMX U ONEepaTHUBHBIX
JIOTUCTUYECKUX IJIAHOB Ha YPOBHE IMO/pa3eseHus (yJacTKa) JOTUCTHUYECKON CHUCTEMBI C yY4ETOM
neneit W 3amad opraHuzanMud B 1enoM. OpraHu3oBbIBaTh pabOTy 3JIEMEHTOB JIOTMCTUYECKOMN
CUCTEMBI.

IIK 1.2. IInaHupoBaTh M OPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKax ydacTka
JIOTUCTUYECKON cucTeMbl. [IpuHUMaTh, COPTUPOBATh U CAMOCTOSTEIBHO COCTaBIATH TPEOyeMYIO
JIOKYMEHTAIUIO.

INIK 1.3. OcymecTBasiTe BbIOOpP MOCTAaBUIMKOB, I€PEBO3UYUKOB, OMNPEIENATh THII
IIOCPEAHHUKOB M KaHAJIbl PACIIPEAEICHUS.

I[IK 1.4. Bnagerp MeTOAMKOW NpPOEKTUPOBAHMS, OpPraHU3alMM M aHajdu3a Ha YPOBHE
nojpasjiesnieHus (y4acTka) JOTUCTUYECKON CUCTEMBbI yIIPaBIIEHUs 3allacaMi U pacipeAeIuTeIbHbIX
KaHaJIOB.

IIK 1.5. Biagets oCHOBaMM OIEPAaTUBHOIO IJIAHUPOBAHUS U OpraHU3alMM MaTepUaIbHBIX
MIOTOKOB Ha MPOU3BO/ICTBE.

IIK 2.1. YyacTBoBaTh B pa3zpaboTke MH(PACTPYKTYpHI Mpoliecca OpraHu3alui CHaOXKeHUs
U OpraHU3allMOHHOIN CTPYKTYpHl YIpaBJIeHUs CHAaOXEHHEM Ha YPOBHE IMoApa3jieieHus (ydacTka)
JIOTUCTUYECKON CHUCTEMBI C YUETOM LI€JIEH U 3a/1a4 OPraHU3alMH B LIEJIOM.

I[IK 2.2. IIpuMeHAT METOJOJIOTMI0 IPOECKTUPOBAHMS  BHYTPUIIPOU3BOJACTBEHHBIX
JIOTUCTUYECKHUX CUCTEM IIPU PEIICHUN MPAKTUYECKUX 3aad.

[1K 2.3. Mcnonb30BaTh pa3anyHbIe MOAEIH U METObI YITPABICHUS 3allaCaMH.

IIK 2.4. OcyuecTtBidars yHnpaBlIeHHE 3aKa3aMM, 3amacaMM, TPaHCIOPTHPOBKOM,
CKJIAJIMPOBAHUEM, TPY30TIEPEPabOTKOM, YITAKOBKOM, CEPBUCOM.

I1K 3.1. Biagets Metonosiorueil oneHku 3PpPeKTUBHOCTH (HYHKLIIMOHUPOBAHUS JIEMEHTOB
JIOTUCTAYECKON CUCTEMBI.



IIK 3.2. CocTaBnaTe NporpaMmy M OCYILECTBJIATh MOHHUTOPHHI TOKa3aTejei paboThl Ha
YPOBHE THOApa3/iesieHust (ydacTKa) JIOTUCTHYECKOM CHUCTeMbl (TIOCTABIIMKOB, IOCPEIHUKOB,
NepeBO34YUKOB U 3(h(HEeKTUBHOCTH pabOTHI CKIIAJICKOTO X0341CTBA M KAHAJIIOB PACTIPE/ICICHNUSA).

[IK 3.3. PaccuuTbiBaTh U aHAM3UPOBATH JJIOTUCTUYECKUE U3ACPIKKH.

IIK 3.4. IIpuMeHATh COBpEMEHHBIE JIOTUCTUYECKNE KOHLENIIUN U MPUHIUIIBI COKPALICHUS
JIOTUCTUYECKUX PACXOJIOB.

IIK 4.1. IIpoBOAUTH KOHTPOJIb BBIIIOJHEHUS U 3KCIIEIUPOBAHUS 3aKa30B.

IIK 4.2. Opranu3oBbIBaTh IPHEM W TMPOBEPKY TOBAPOB (TapaHTHs IOJYyYCHHs 3aKasa,
IpOBEpKAa KauecTBa, IMOATBEPXKACHHE MOJIYYCHHUs 3aKa3aHHOTO KOJIMYECTBa, O(OpMIIEHHE Ha
HOJIy4EHUE U PETUCTPALIMIO ChIPhS); KOHTPOJIUPOBATh OIIATY MOCTABOK.

IIK 4.3. TloxOupaTh W aHAIM3UPOBATH OCHOBHBIE KPUTEPUU OLCHKH pPEHTAOeIbHOCTU
CHCTEM CKJIAJIUPOBAHUS, TPAHCIIOPTUPOBKH.

I[IK 4.4. Omnpenensitb KpUTEPUU ONTHUMAIBHOCTH (YHKIMOHHUPOBAHUS IOAPA3CICHUS
(yJacTka) JOrMCTUYECKOM CUCTEMBI C yUETOM LieJel U 3a1a4 OpraHu3alyu B LEJIO0M.

B pesynbpTare ocBoeHMs y4eOHOM MUCHUTUTMHBI 00y4YalOIIUIACs T0KEH YMeTh!

- 0OpMJIATh JIOKYMEHTALMI0O B COOTBETCTBMM C HOPMAaTHBHOH 0a3oif, B TOM uuCIle C
UCTIOJIF30BaHUEM HH(OPMAITMOHHBIX TEXHOJIOTHIA;

- OCYILECTBJIATh aBTOMATH3alMI0 00pabOTKH JJOKYMEHTOB;

- YHU(PUIUPOBATH CUCTEMBI JOKYMEHTAIUH;

- OCYILECTBJIATh XpPaHEHUE U TOUCK JOKYMEHTOB;

- OCYIIECTBJIATH aBTOMATH3AIHNI0 00pabOTKH JJOKYMEHTOB;

- UCIIOJIb30BaTh TEJIEKOMMYHHUKAIIIOHHbIE TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTOO000pOTE;

B pesynbrare ocBoeHuUs yueOHON AUCHUIIMHBI O0Y4atOIUIICs JOKEH 3HATh:

- IOHATHE, LEJH, 3a]1a4H1 U IPUHLIUIIBI JI€TI0NPOU3BO/ICTBA;

- OCHOBHbIE MOHATHS JOKYMEHTAIMOHHOTO 00ECIeUeHUsl YIIpaBICHUS;

- CUCTEMBI JOKYMEHTAlMOHHOI'0 00eCIIeYeHUs YIIPaBICHUS;

- KJIJaCCU(PMKALIMIO JOKYMEHTOB;

- TpeOOBaHUs K COCTABIECHUIO U O(DOPMIICHHIO JOKYMEHTOB;

-OpraHu3aluio JOKYMEHT0000poTa:

- npueMm, 00paboTKy, pEerucTpanuio, KOHTPOJIb, XpaHEHHE JTOKYMEHTOB, HOMEHKJIATypy
JETT;.



4. Tematnueckuii Tuiad u coaeprkanue yaeonou aucruminabl OI1.0. JlokyMeHTanmoHHOe oOecreueHne yrpaBIeHUs

HanmenoBanmue pasiesioB ConepxaHue y4eGHOT0 MaTepuasa, J1a6opaTopHble H MPAKTHYECKHE PA0OTHI, CAMOCTOSITETbHAS O0beM yacoB YpoBensb
H TeM padora o0yyaroumuxcs, KypcoBasi padot (IIpoeKT) YCBOCHUS
1 2 3 4
Pazgen 1.
JlokymeHTHpOBaHME
JesITeILHOCTH
OpraHu3anmm,
npeanpusTHs,
yupesKkIeHust
Tema 1.1. [lonsTtue, nenu, | Copep:kaHue y4eOHOro MaTepuaja
3a/1a4 U MPUHLIMIIBI 1 | «/JoxymeHTanmoHHOE OOECIIeUeHNE YIPaBICHUN» KaK yaeOHas aucuuiuinHa. Llemn u 3amaun 2 1
JIeTI0NPON3BOJICTBA «JloOKyMEHTaIIMOHHOTO 00ECTICYCHHsI YIIPABICHUS » KaK AUCIUIUINHBI.
2 | Vicroku nenonpou3BoACTBa: HH(GOPMAIHs, YIPABICHUE, JOKYMEHT. 2 2
3 | IlonATHE «OKyMEHTAIMOHHOE 0OecneyeHne yrnpapiaeHus». OCHOBHBIE IIENH, 3aJa4H, TPHUHIIUIIE] 2 2
JOKyMEHTAI[HOHHOTO 00ECIIeYeHNS! YIIPaBICHUS.
4 | HopMaTHBHO-TIpaBOBOE 0OECIIeUCHUE 2 2
«JlOKyMEHTAIIHOHHOTO 00ECIIEUEHHS yIIPABICHHS».
CamocrosrenbHas padoTa oOyuaromuxcs: PaboTa ¢ OrmopHBIM KOHCIICKTOM M CICIIHATBHOM 10
nuteparypoil. [IoAroToBUTh mpe3eHTaluo B mporpamme PowerPoint Ha Temy «CraHOBIICHHE
nenonpousBoacTsa B Poccumny, «/lenonpon3BoJcTBO B 10peBOMOLIHMOHHON Poccumny, «CoBeTckuil
TIepUOJ PAa3BUTHS JICIOTIPOU3BOJICTBAY.
Tema 1.2. OcHOBHBIE Coaep:xkanue yueOHOro MaTepuaJia
MOHSATHS 1 | OcHoOBHBIE MOHATHS: «MHPOPMALUSY, «TOKYMEHTHPOBaHHAsI HHOPMAIHS» «IOKYMEHTHPOBaHHE), 2 2
AOKYMCHTAIMOHHOI'O «IOKYMEHT», «PEKBHU3UTY, «OJIAHK», «HOpMYIIIp».
obecrieueHus yIpaBieHu [ Hopwme u ipaBuna opopmiteHus gokymento B coorBerctBuu ¢ 'OCT P.6-2003 2 2
«YHU(DUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIHH.
2 | Yan¢unupoBaHHas CHCTEMa OpPraHU3allMOHHO-PACTIOPSINTENbHON ToKyMeHTauu. TpeOoBaHus K 2 2
0(OpMIICHHIO TOKYMEHTOB.
3 | CocraB peKBH3UTOB JIOKYMEHTOB. 2 2
3 | IonsTre o GnaHke OKyMeHTa, BUbI 6saHkoB. [IpaBriia opopmiieHnst peKBU3UTOB OJIaHKA B 2 2
cootBercTBHM ¢ 'OCTom P.6-2003 «YHnduunpoBaHHble CUCTEMbI JOKYMEHTAIHH.
4 | YHudunupoBaHHas CUCTEMa OPTraHU3AIMOHHO-PACTIOPSANTENLHON JoKyMeHTauuu. TpeboBaHus K 2 2
0(opMIICHHIO TOKYMEHTOBY.
[paktryeckoe 3ansitue Ne 1. CoctaBneHue n opopMIIeHHE Pa3IMIHBIX BUAOB OslaHKOB(001Iero OnaHka, 2 3
0J1aHKa MMCbMa, KOHKPETHOTO OJIaHKa).
IMpaktuyeckoe 3ausitue Ne 2. OdopmiteHre OCHOBHBIX pekBU3UTOB B cooTBeTcTBUH ¢ 'OCTom P.6-2003 2 2

«yHI/I(i)I/IIII/IpOBaHHBIe CHUCTEMbI JOKYMCHTALIUU. YHI/Iq)I/ILII/IPOBaHHaSI CHUCTEMA OpPTraHU3allMOHHO-
paCHOpHHHTeJ’[LHOﬁ JOKYMCHTAalMU. TpCGOBaHI/Iﬂ K O(l)OpMJ'IeHI/IIO JAOKYMCHTOBY



http://www.znaikak.ru/kakpodgotovitprezentaciuvprogrammepowerpoint.html

[Mpaktuyeckoe 3ansitue Ne 3. CrctemMa OpraHn3aliMOHHO-PACTIOPSANTEIbHON TOKYMEHTALIUH.
CocraBnenue u opopmienue OP/I.

IMpaktuyeckoe 3austue Ne 4.CripaBoYHO-UHPOPMAIIMOHHBIE JOKYMEHTHI, TPEOOBAHMS K COCTABICHHIO H
0(OPMIICHHIO.

[Mpaktryeckoe 3ansitue Ne 5.Ciy>xeOHbIE MMCbMA, UX BUJIBI, 0COOEHHOCTH OpOpMIICHHS

CamocrosarenpHas paboTa oOydaromuxcs: PaboTa ¢ OImopHBIM KOHCIIEKTOM H CHEIIHATBHOM
muteparypoit. M3yuenne [OCTa P 6.30-2003 «YHupuupoBaHHbIe CHCTEMBI TOKYMEHTAIIUH.
YHupuurpoBaHHas ccTeMa OpraHU3allMOHHO-PACTIOPSANTEIbHON ToKyMeHTauuu. TpeGoBaHus K
0 OPMIICHHIO IOKYMEHTOBY

Tema 1.3.
CucteMsl
JOKYMCHTAllUOHHOTO
oOecrieyeHHs yIpaBICHUS

Coaep:xkanue yueOHOT0 MaTepuasia

1 | Knaccudukaius 1oKyMeHTOB. TpeOOBaHUs K COCTABICHUIO U 0(OPMIICHHUIO TOKYMCHTOB.
Hasznauyenue u coctaB opraHu3allMiOHHO-TIPABOBOM JOKYMEHTAIlMU: Y CTaB OpraHU3alni,
ITonoxenus, [lITaTHOE pacnucanne, TOJDKHOCTHBIE MHCTPYKIMU. TpeGoBaHMs K COCTABICHUIO U
0(OPMIICHHIO.

2 | Ha3HaueHHe M COCTaB pacrops,ANTENbHON TOKYMEHTauuK (yKa3, MpuKa3, pacnopsHkeHue,
IIOCTAHOBJICHHUE, TTOJIOKEHUE, HHCTPYKIKs ). HopMaTHBHEIN XapakTep pacrnopsiIuTeNbHBIX
JIOKyMeHTOB. TpeOoBaHMS K COCTaBICHHIO 1 0O(YOPMIICHHIO.

3 | Ha3HaueHue U cocTaB cpaBoYHO-HH(OPMALMOHHON TOKYMEHTAMHU (IIPOTOKOJI, aKT, NOKJIaaHAs
3aIIMCKa, MPEAJIOKEeHHUE, CITyKeOHast 3auCcKa, 00bsICHUTENbHAs). TpeOoBaHUA K COCTaBICHHIO U
0(OPMIICHHIO.

4 | Tepenucka. O6Ias XapaKTEPUCTHUKA CIY)KEOHOU Mepernucku. Pa3HOBUAHOCTH CITy:KeOHBIX TTHCEM
(compoBoaUTELHOE MTUCHMO, MUCHMO-IPOCKOA, MUCHMO- 3aMPOC, MUCHMO-OTBET, TUCHMO-
coo0renne, THPOPMAITMOHHOE MUCHMO, MUCHMO-TIPUTJIAIIICHHE U T.J.).

5 | JlIokyMeHTHI IepeiaBacMble 110 KaHallaM CBsI3H (TejerpaMmma, Tejieke, pakcorpamma,
Tesie)OHOrpaMMa, DJIEKTPOHHOE MTUCHMO).

IIpaktudeckoe 3ansarue Ne 6. CocraBieHue u 0pOopMICHHE OPTraHU3AIIMOHHBIX JOKYMEHTOB (yCTaB,
MIOJIOXKEHNE, HHCTPYKITHSA)

[Mpaktryeckoe 3ansitue Ne 7. CoctaBieHue u 0opopMIIEHHE PaCTIOPSANTEIbHON TOKYMEHTaluH
(pacriopspkeHue, ykazaHue, IPUKa3, IOCTAaHOBIICHHE);

Ipakruaeckoe 3austue Ne 8. Cocrasnenue u opopmieHue HHOOPMALHOHHO-CIPABOYHBIX JOKYMCHTOB
(IpOTOKOI, aKT);

[Ipaxtrueckoe 3ararue Ne 9. CocraBnenue u ohpopmireHne HHPOPMAIMOHHO-CITPABOYHBIX TOKYMEHTOB
(moxtagHas 3amucKa, OOBSICHUTENbHAS 3aITUCKA);

CamocrosrenbHast paboTa 00ydJaromXcsi:

PabGota ¢ OropHBIM KOHCIIEKTOM M CIHELHAIBHON JINTEPATYPOi.

OdopmireHre MTATHOTO pacHucanus opranuzanni; OpopMieHHe JOJKHOCTHBIX HHCTPYKIHIH;
OdopmireHre TOKYMEHTOB IEPeAaBaeMbIX 110 KaHAJIaM CBSI3H.

Paznen 2.
TexHoJoruu
JOKYMEHTAIIHOHHOTO




olecneyeHus ynpaBJaeHUst

Tema 2.1.
Opranuzanus
JIOKYMEHT0000poTa

Coaep:xkanue yueOHOr0 MaTepuasia

1

IlonsiTue «)IOKyMeHTOO60pOT». HpI/IHHI/Il'[LI OpraHusanuun Z[OKyMeHTOO60pOTa. CDOpMI)I
OpraHu3anun pa6OTI)I C TOKYMCHTAMHU.

TaGenb popm 10KyMEHTOB, IPUMEHSIEMBIX B Opranu3aiuu. Padora ¢ koHUICHINATLHEIMA
JOKyMEHTaMH. DJICKTPOHHBIH JOKYMEHTOO0O0POT (YPOK ¢ MPMMeHeHHeM HHTePAKTHBHBIX Gopm
o0y4eHus).

OcobenHocTr 00pabOTKH BXOIAIINX JOKYMEHTOB. TpeOoBaHMS K peTUCTPAAN TOKYMEHTOB.
KOHTpOJIb HCIIOTHEHHUS JOKYMEHTOB.

3

ITpaBuia cocTaBiIeHUs] HOMEHKIATYpHI fes. PopMupoBaHUE Oe.

4

XpaHeHHe JOKYMEHTOB. DKCIIEpPTH3a ICHHOCTH JOKYMECHTOB.

[Ipaktraeckoe 3aaarue Ne 10. CoctaBieHne cXeMbl TOKYMEHTOO0OPOTa B OpTaHU3AIHIH.

IMpaktryeckoe 3ansttue Ne 11. Co3nanue perucTpaiioHHOH (OPMBI TSl PETHCTPAUH BXOASIIETO
JOKyMEHTA.

NINININ

NWININ

[pakrraeckoe 3amarue Ne 12. Co3gaHne perucTpanoHHON GOPMEI T PETHCTPALNH HCXOASIIETO
JOKyMEHTA.

CamocrosTenbHast paboTa 00y4JaroIIXCsi:
Pabota ¢ OrOpHBIM KOHCIIEKTOM M CIIELHaIbHON JIuTepaTypoil. [loAroToBUTE pedepar Ha TeMbI:
«[ToAroTOBKa JOKYMEHTOB K apXUBHOMY XPaHEHHIO»; « DKCHEPTU3a LIEHHOCTH JOKYMEHTOBY.

KoHncynpranumn

Tema 2.2.
HNudopmanmoHHbIe
TEXHOJIOTHH B
JIOKYMEHTAITHOHHOM
00ecTicueHUN YIIpaBICHHS

Coaep:xkanue yueOHOro MaTepuaJa

1

O6H.Ia$[ XapaKTCpUCTHKA OPraHU3allMOHHBIX TCXHUYCCKUX CPLEJICTB B «I[OKyMeHTaLII/IOHHOM
obecnieueHuu YIIpaBJICHUSA».

KomnbroTepHbIe CpecTBa MOATOTOBKY TOKYMEHTOB. 3roTOBIEHNE, KOITMPOBAHUE U
THPAXUPOBAHNE TOKYMEHTOB.

3

CpenctBa 06paboTku JokyMeHTOB. [IpaBuia 6e3onmacHoOi pabOThI C OPTTEXHUKOH.

4

HOpHZ[OK OpraHn3anuvmn ,E[OKyMCHTOO60pOTa C UCTIOJIb30BAHUEM CPEJCTB TCJICKOMMYHUKALIUH.

CamocrosrenbHas paboTa 00ydJaroIXcst:
Pabota ¢ onmopHBIM KOHCIIEKTOM H CHEIIHATBHOM JTUTEPaTypoOi.
N3yyeHne TEXHUUECKON TOKYMEHTAIMU CPEACTB OPITEXHUKH.

Bcero:

110

JIyist XapakTepUCTHKN YPOBHS OCBOEHHS yIeOHOT0 MaTepuaa UCIOIb3yIOTCS CIEAYIONINE 0003HAUCHUS:

1. — o3HaKOMHUTEIBHBIN (Y3HaBaHUE paHee U3YICHHBIX 0OBEKTOB, CBOHCTR);

2. — pernpoAYKTHUBHbIH (BBIIOJIHEHUE JEITEILHOCTHU 110 00pas3ily, HHCTPYKILUH UITH 10]] PYKOBOJICTBOM)

3. — IPOAYKTUBHBIH (INITAHUPOBAHUE U CAMOCTOSITEIIHOE BHIITOJHEHHUE ACATEIBHOCTH, PElIeHHE IPOOJIEMHBIX 33/1a4)




5. O6pa3oBare/ibHbIE TEXHOJIOTHHI

Pe3ynbpraThl OCBOEHUSA IUCHMIUIMHBI JOCTUTAKOTCS 3a CYET HMCIOJIB30BaHUS B IIPOIECCE
OOy4eHHS]  COBPEMEHHBIX  HMHCTPYMEHTAJIBHBIX  CPEACTB: JIGKIIMM C  NPUMEHEHHUEM
MYJIbTUMEAUNHHBIX TEXHOJIOTUM.

[Ipy mnpoBeneHWM 3aHATHA HWCIOJB3YIOTCS AKTHBHBIC W HMHTEpPaKTHBHBIE (Gopmbl. B
TabIUIle TPUBEACHO OMUCAaHUE OOpa30BATEIIbHBIX TEXHOJIOTUHA W METOJOB, HCIIOJIb3yeMbIX B
JTAaHHOM JUCIHIIIINHE.

Twun 3ansaTus
[IpakTryeckue 3aHATHS
Mero i1/ hopmbl

Tema 1.2. OcHOBHBIEC TOHATHS
JOKYMEHTAIMOHHOTO O0ECTICUCHUSI YIIPaBICHHUS
Tema 1.3.

Cuctembl JOKyMEHTAITMOHHOTO O0eCIeYeHUs
yIpaBICHUS

Pa36op (pemreHne) KOHKPETHOW MPAKTHYECKOM
CUTYaIuu

6. TpeGoBaHNsA K MUHMMAJIbHOMY MATEPHATbHO-TEXHHYECKOMY 00ecreyeHHI0

3aHaTHs TO Y4eOHON IUCIMIUIMHE TMPOBOIATCS B KaOWHETE JOKYMEHTAIIHOHHOTO
o0ecrieYeHus yIpaBIeHHUs.
OcHalnenne kaduHeTa:
Crenpanu3upoBanHass MeOemb W TEXHHYCCKHE CPEACTBA OOYYCHHSI, CIyXallue JUIs
npeacTaBieHuss ydyeOHOW wuH(popMaluu OOJbIION ayauTopuu: ydeOHas wmebenb, JOcKa,
MYyJIbTUMEANA-TIPOEKTOP, IPOEKIIMOHHBIN 3KpaH, [1K.

7. Y4yeOHO-MeTOAMYeCKOE U HH(OPMALIMOHHOE o0ecTiedeHue JUCIUTINHBI
Ilepeyenb pekoMeH1yeMbIX YUeOHBIX H3IAHUH, JONOJHUTEIBHON JUTEPATYPHI

OcHoBHas uTEpaTypa

1. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECIEUEHHUE YIPABJIECHUS : YYEOHUK H
MPAKTUKYM JUIs CpeJHero npodeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. Uputukosa.
— Mocksa : U3narensctBo FOpaiit, 2022. — 233 c. — (IIpodeccuonansuoe obpazoBaHue). —
ISBN 978-5-534-05783-6. — Texkct : snekrpoHHbll // OOpa3oBarenbHas miuardopma FOpailt
[caiiT]. — URL.: https://urait.ru/bcode/492618

2. Kopnees, 1. K. JlokymeHTalmoHHOe o0ecrieyeHre yrnpaBieHus | y4eOHUK U IPaKTUKYM
st cpenHero mpodeccuonansHoro obpazoBanusi / M. K. Kopuees, A. B. Ilmenko, B. A.
Mamrypues. — 2-e u3fl., nepepad. u gon. — Mocksa : U3garensctBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccnonamsroe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr : 27eKTpOHHBINA //
OopazoBarenpHast wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/492541

JlonoJIHUTEIbHAS JIUTepaTypa

1. lyBamoBa, H. H. JlokymeHTarmoHHoe oOecreYeHUe YIpaBJICHHUsS : Yy4eOHUK U
MPAKTHKYM ISl cpeaHero npodeccruoHanbHoro odpasosanus / H. H. IllyBanoBa. — 2-e uzn. —
Mockga : U3gatensctBo FOpaiit, 2022. — 265 ¢. — (IIpodeccuonanproe oopasoBanue). — ISBN
978-5-534-00088-7. — Tekcr : anexTpoHHbIN // OOpa3oBarenbHas miardopma KOpaiit [caift]. —
URL: https://urait.ru/bcode/489985

2. KazakeBnu, T. A. JIOKyMEHTallMOHHOE OOECIIEYCHHE YIPaBICHUS : YYEOHUK H
MPaKTUKYM JUIs cpeaHero npogeccuonanpHoro odopazosanus / T. A. Kazakesuu, A. W. Tkanny. —
2-e wm3a., uchp. u gom. — MockBa : WMsparensctBo HOpaiit, 2022. — 177 c¢. —



https://urait.ru/bcode/492618
https://urait.ru/bcode/489985

(ITpoeccuonansroe obpazoBanue). — ISBN 978-5-534-06291-5. — TekcT : 351€KTPOHHBIA //
OopazoBarenbHast miatdopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/491677

3. Ky3nenos, U. H. JlokymeHTanmmonHoe obecrieueHre yrpaBieHHs IEPCOHATIOM : YUeOHUK
U MPaKTUKyM AJi cpeaHero mpodeccuoHanbHoro odpasosanus / . H. KysneunoB. — Mocksa :
NznarensctBo FOpaiit, 2022. — 521 ¢. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-
534-04451-5. — Tekct : snexTpoHHbIN // OOpazoBatenbHas miaaTdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/497801

4. Ky3nenos, . H. JlokyMeHTanmoHHOE oOecrieueHre ynpaiieHus. JJokyMeHTOO00poT u
JIETIOTIPOU3BOJICTBO : YUEOHHMK M MPAKTUKYM JUIS CpelHero npodeccruonansHoro oopasosanus / U.
H. Ky3nenoB. — 3-e uzn., nepepad. u mon. — Mocksa : M3garensctBo FOpaiit, 2022. — 462 ¢. —
(ITpoteccuonansroe obpazoBanue). — ISBN 978-5-534-04604-5. — TekcT : 27E€KTPOHHBIA //
OopazoBarenbHast miatdopma HOpaiit [caiir]. — URL: https://urait.ru/bcode/490168

5. JlokymeHTanmoHHoe oOecreyeHne ympaBieHus: cO. y4e0.-MeToJ. MaTephualioB JUIS
cnermanpHocTed: 38.02.01 «OxoHomMuka W OyxranTepckuit yder (mo otpacisam)», 38.02.03
«OnepanronHasi AesTenbHOCTh B joructuke», 40.02.01 «lIpaBo m opraHuzanus COUUATBEHOTO
obecnieuenus»/ AMI'Y, @CIIO, coct. S.B. Kanpauukas — bnarosemenck: M3n-so Amyp. ['oc.yn-
ta, 2018.-17 c. Pexxum mocryma: http://irbis.amursu.ru/DigitalLibrary/ AmurSU_Edition/10086.pdf

IlepeyeHb NporpaMMHOro odecrnevyeHusl.
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8. KoHTpoJIb H OLleHKA pe3yJIbTATOB OCBOEHNS Y4eOHOH JUCHUTLINHBI

KoHTpoinb M oOLlEeHKape3ylbTaTOB OCBOEHUS y4eOHOM  JHUCLUUIUIMHBI  OCYILECTBIISIETCS
MpernoaaBaTelieM B IPOIecce MPOBEACHUS MPAKTUYCCKUX 3aHATHH, TECTUPOBAHMS, BBHITTOJTHCHHS
00yJaroImMMUCs HHINBUIYaTbHBIX 3aJJaHNH, a Takke npu auddepeHnnpoBaHHOM 3a4deTe.

PesynbTaTnl 00yyeHus ®opMBI M METOABI KOHTPOJIS U OLIEHKH
(ocBOEHHbIE YMEHHUS1, YCBOCHHbIE 3HAHMA) pe3yJbTaToB 00y4eHHs

OcCBOEHHBIE YMEHHUSL: IIpakTruyeckas pabora

- opopMIISATH JIOKYMEHTAITUIO B CamocrosiTenpHas padbora
COOTBETCTBUM C HOPMaTHUBHOU 0a30ii, B TOM
YHCIIe C UCIOJIb30BaHUEeM HH()OPMAITMOHHBIX
TEXHOJIOTHI;

- OCBanBaTh TEXHOJIOTUHT
aBTOMATHU3UPOBAaHHOU 00paboTKH
JOKYMEHTAIIHH;

- HCIIOJIb30BaTh YHU(PHUIMPOBAHHBIE (HDOPMBI
JOKYMEHTOB;

- OCYHIECTBJIATH XpaHEHHE U  IOMCK
JOKYMEHTOB;

- HCHOJb30BaTh TENEKOMMYHHUKAIIMOHHbIE
TEXHOJIOTUU B AIEKTPOHHOM
JOKYMEHT0000poTe

Y CBOEHHBIE 3HAHMUS:
- TIOHATHE, LENM, 3aJaud W TNPUHIMIIBI [IpakTryeckas pabora
JeTTOTIPON3BOICTBA; TectupoBanue

- OCHOBHBIE TOHATHS JOKYMEHTALMOHHOTO CamocrosrenbHas pabora
o0ecrnieueHus yrnpaBIeHUS;

- CHCTEMBI JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrpaBIeHUS;

- KJIJaCCU(DMKALIMIO JOKYMEHTOB;
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- TpeboBaHMSI K  COCTABJICHUIO U
0 OpPMIICHHUIO TOKYMEHTOB;
- OpraHM3aLHUIO JOKYMEHT0000pOTa: MpHeMa,

00paboTKy, perucTpaInio, KOHTPOIb,
XpaHCHHE JIOKYMEHTOB, HOMEHKJIATYPY JCII.

HpOMC)KYTOLIHaH aTTecranus

DK3aMeH
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IlepeyeHb BONPOCOB K IK3aMEHY
HcTopus pa3BUTHS 1€70MPOU3BOJICTBA.
CraHoBieHue aenonpon3BoacTsa B Poccun

Jenonpou3BoaCTBO B JOPEBOIIOLUOHHON Poccuun
CoBeTckuil eproJi pa3BUTHs IETONPOU3BOJICTBA

KpaTtkass xapaktepucTuka JACWCTBYIOIIMX B CTpaHe YHU(MUIUPOBAHHBIX CHUCTEM
JIOKYMEHTAIUH.

HcTtopuueckuii xapakrep JOKYMEHTOB U JOKYMEHTHpoBaHHUS. Pa3BuTue mNOHATUS
JIOKYMEHTA.

CocrtaB ¢opmynsipa TOKYMEHTOB Ha Pa3IMYHBIX HOCUTENSAX HHPOPMAIIIH.

TpebGoBanusi K W3rOTOBJIEHUIO, YYETy, HCIIOJNB30BAHUIO M XPaHEHUIO OJAHKOB C

Bocrpon3BeneHueM ['ocynapctBenHoro repoa Poccutickoii deneparuu, repooB CyObEKTOB
Poccuiickoit denepanumn.

®opmynsip-oOpazeny  OpraHU3alMOHHO-PACTIOPSAUTENFHOIO  JTOKYMEHTa Kak — cXema
PAacIoyIOKEHMs PEKBU3UTOB.

CocraBienue 1 opopmileHHE JOKYMEHTOB ¢ ucrnosnb3oBanuem [1K.

HpaBI/ma BblAa4u KOIIHM JOKYMCHTOB B OpraHu3alusiax.

3HayeHre KOMITBIOTEPU3ALUHU TIOKyMEeHTOoo00poTa 11s1 paboThl cinyx0b1 IOY.

KapTquasI CHUCTEMA PErucTpali 10KyMCHTOB.

NudopmanronHo-cripaBoyHas padoTa 1o AeHCTBYIOIIUM HOPMATUBHO-TIPABOBBIM aKTaM.

TexHonorust HHHOPMAITOHHO-CIIPABOYHON PabOTHI C TIOMOIIBIO CIPABOYHBIX KapTOUEK
Y PETUCTPALMOHHO-KOHTPOJIBHBIX KaPTOUEK.

OcHOBHBIE BUJIbI JOKYMCHTOB, HYKAAIOIUECCA B YTBCPIKACHNH.

OcHOBHBIE BU/IbI IOKYMEHTOB, Ha KOTOPBIX IIPOCTABJISIETCS I€YaTh.

IlepeueHb HOPMATUBHBIX JOKYMEHTOB, PEINIAMEHTUPYIOIIUX IOPSAAOK ONEPATUBHOIO
XpaHEHUsI UCTIOJIHEHHBIX JJOKYMEHTOB.

[IpuHIMIIBI U KPUTEPUH ONIPENEICHUS HAyYHO-TEXHUYECKOM M NMPAKTUYECKOW LIEHHOCTU
JOKYMEHTOB.

HopmatuBHO-MeTOMuECKHE TOKYMEHTHI (pefiepanbHoil apXuBHOM cityx0b1 Poccuu.

HopmatuBHO-MeTOIMUECKHE TOKYMEHTHI, perjJaMeHTUpYIoIre padoTy ¢ oOpameHusIMu
rpaxkJaH.

Oco0eHHOCTH TEXHOJIOTHH PabOThI C OOPALEHUSIMU TPaKIaH.

[ToaroToBka JOKYMEHTOB K apXUBHOMY XPaHEHHIO

DKCIepTH3a EHHOCTH JOKYMEHTOB.



