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1. OBIIASI XAPAKTEPUCTHUKA PABOYEW IIPOTPAMMBI JIHUC-

HOUIIJIMHBI (ITACIIOPT)
1.1. Mecro AUCHUMIUVIMHBI B CTPYKTYpe OCHOBHOW 00pa3oBaTebLHOM
NpOorpaMMabl:

Huctumnunaa «OI1. 13 JlokyMeHTamoHHOEe 00ecrieyeHue ynpaBIICHUsD SIB-
asercss oOuenpodeccHoHanbHON UCUUILIMHON Npo(heCcCUOHANBHOTO YYeOHOI0O
IMKJIa 00pa30BaTEILHON MPOrPaMMBbl CPEAHETO MPO(HECCHOHATBLHOTO 00pa30BaHUS
B cooTBeTcTBUU ¢ PI'OC CIIO no cneunansroctu 40.02.01 ITpaBo u opranuzanus
COLIMAIBHOIO 00ECIIEYEHHUS.

Oco0oe 3HaueHne qucIUIUIMHA uMeeT npu ¢popmupoBanuu U pazsutur OK 1, OK

2,0K3,0K4,0K5,0K8,0OK9, IIK 1.1, TIK 1.2, TIK 1.3, [IK 1.4, [IK 1.6
1.2. Hean u niiaHupyemMblie pe3yabTaTbl OCBOEHUS TUCIHIJIMHBI:

B pamkax nporpamMmbl yueOHON TUCITUTIIMHBI 00YYaIOIUMUCS OCBAUBAIOTCS

YMCHHS 1 3HAHUS

Kon YmMmenusa 3Hanusa

[1K, OK

OK1 V.1. Odpopmisite noxkymeHTanuio B | 3.1. OCHOBHBIE MOHATHS JOKYMEHTA-

OK 2 COOTBETCTBHUM C HOPMATHBHOH 0a- | IMOHHOTO 0OECTICUCHUs YIIPABICHUS;

OK 3 300, mcmonb3ys wuHpopmanuoHHbIE | 3.2. OCHOBHBIC 3aKOHOAATEIHHBIC H

OK 4 TEXHOJIOTHMM U CPEACTBA OpITEX- | HOPMATUBHBIE AaKThl B  00JIACTH

OK 5 HUKU; JOKYMEHTAI[HOHHOTO  O0ecredYeHus

OK 8 V.2. Ucnonb30BaTh YHUDHUIIMPOBAH- | YIIPABICHUS;

OK9 HBIE CUCTEMBI JOKYMEHTALUU; 3.3. llenu, 3amauv W NOPUHLUIIBI

IIK 1.1 V.3, OcymecTBisTh  XpaHEHHE, | JOKYMEHTAIIMOHHOTO  OOecredYeHus

I[IK 1.2 IIOMCK JJOKYMEHTOB; yIIpaBJICHUS;

[IK1.3 V.4. Hcnonb3oBath TeIeKOMMYHH- | 3.4. CHUCTEMBl JTOKYMEHTAlIMOHHOTO

IIK 1.4 KallMOHHBIE TEXHOJIOTUM B 3JIEK- | 00ecreueHHs yIpaBICHUS;

I[IK 1.6 TPOHHOM JIOKYMEHTOO0O0POTE; 3.5. TpeboBaHusi K COCTaBICHUIO H
OoOpPMIIEHUIO  pa3IUYHBIX  BHJIOB
JIOKYMEHTOB;

3.6. OOmme npaBwiIa OpraHU3alU
paboThI ¢ JOKyMEHTaMH,

3.7. CoBpeMmeHHbIE WH(POPMALNOH-
HBbIC TEXHOJIOTUU CO3JIaHHS JJOKYMCH-
TOB W aBTOMAaTH3allMH JOKYyMEHTO-
obopora;

3.8. Opranumzamuo paboOTBl C IJIEK-
TPOHHBIMH JIOKYMEHTAMHU;

3.9. Bunbl OprTeXHUKA U CIIOCOOBI €€
UCTIOJIB30BaHUSl B JIOKYMEHTAIIMOH-
HOM OOECTIEYeHHUHU YTIPABIICHUS.

2. CTPYKTYPA U IPUMEPHOE COJEP)KAHUE YUEBHOM JUCIIUTLIMHBI

2.1. O0beM yueOHOM TUCHMIIJIMHBI U BUABI Y4e0OHOH padoThI




Bup yuyeOHoii padoThI O0bem B yacax
O0bem o0pa3oBaTe/IbHOI IPOrpaMMbl Y4eOHOM M CIHIIIHHbI 48
B T.4. B JopMe NPaKTHYECKOIl MOATOTOBKH 36
B TOM YHUCJIE:
TEOPETHUECKOE 00yUeHUE 12
MIPAKTUYECKHUE 3aHATHUS 12
CEMUHAPCKHE 3aHATUS 12
Koncynbranmum 2
CamocrosiTenpHas pabora 10
IIpome:xxyTouyHas arrecTanus B popme Juddep. 3aye-
Ta




2.2. TeMaTH4YeCKHUil IVIAH U COAEPKAHME YIeOHOM U CHUIIINHBI

HaumenoBaHue pa3je-

Conep:xxanue yueOHOro MatepuaJia u ()OpMbl OPraHU3ALMM JAeATEJIbHOCTH 00y~

O0BeM akaj.

Koabl komme-

JIOB ¥ TeM YAOUIUXCSA 4./B TOM 4mCJIe TeHIUH,
B ¢popme npak- | GOPMHUPOBAHUIO
THYEeCKOH KOTOPBIX
NOATOTOBKH, crocoo0cTByeT
aKaja.4. 3JIeMEeHT
NPOrpamMMbl
1 2 3 4
Paznea 1. JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA 25
Tema 1. Conep:kaHue y4eOHOT0 MaTepuaJia: 8
Jenonpon3BoacTBO Jlekuus:
Kak oJ{Ha u3 Uctopus cranosnenus u pazputua JJ1OY B Poccuu. [loHsitue «10KyMeHTallMOHHOE 2 OK 3.,
GbyHKIMl obecrnieueHne yrpasieHus». OCHOBHBIC IIE€TH, 33Ja4d, MPUHIUIBI JTOKYMEHTAIIMOHHOTO OK 4, OK 5, OK
YIpaBJICHUS obecrieuenus ymnpasieHus. HopmaTuBHO-TIpaBoBoe oOecnieueHue «J{oKyMeHTaIlmOHHOTO 8,0K9,IIK 1.1
obecrnieueHus ynpapieHus». OCHOBHBIC MMOHATHS: «MH(DOPMALIHD», «TOKYMEHTUPOBAaHHAS
uHbOpMaLUD» «TOKYMEHTUPOBAHUEY, «TOKYMEHT», «PEKBU3UTY, «OIAHK», «HOPMYIISIp».
[IpaBuna odopmieHHS TEKCTa C HCIOJb30BaHHEM HWH(POPMAIIMOHHBIX TEXHOJIOTHA.
HopmatuBHo-MeTommyeckas 6aza  JIOY. OpraHu3alilmOHHO-TIPABOBBIE JOKYMEHTHI.
Knaccuduxkanus gokymenToB. @opmel opranuzaiuu JIOY u kaTeropun yapekIeHUH.
IlpakTH4yeckoe 3aHsATHE:
OdopMieHre ACTOBOW JOKYMEHTAIIMH CPEICTBAMU HH(DOPMAIMOHHBIX TEXHO- 2 OK 1,0K 2, OK
JIOTHH. 3.,
OK 4, OK 5, OK
8, OK9,IIK 1.1
CemuHapckoe 3aHsITHE:
Omnpoc, noknan U npe3eHTanuu Ha Temy: «KopropaTuBHas cUCTEMa JEJIONPOMN3- 2 OK 1,
BOJICTBA U KOPIIOPATHUBHAs KyJIbTypa O0aHkay», «ctopus ctanoBienus u pazsutus 10V B OK 4, OK 5, OK
Poccuny. 8, 0OK9,IIK 1.1

CamocrosiTe1bHast padoTa 00y4alOIMXCs:
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N3ydyeHne pekOMEHJIOBAaHHONW OCHOBHOW, JOTOJIHUTEIBHON JIMTEPATYpbl, HOpMaA-
THBHOI'0 MaTepuasa 1 JIKIIMOHHOIO0 MaTrepuaia

HpOB@CTI/I HUHTCPHET - HUCCICAOBAHHA IO OCHOBHBIM TCPMHHAM, BCTPCTUBIIMMCHA

IPY U3yYEHUH JJTAHHOM TeMbl M 3aI0JIHUTh TI0ccapuil, aHanu3 HH(GOpMaIuu ¢ npusieye- OK 4, OK 5, OK
HHUEM MaTE€pPUaJIOB CMEKHBIX JTUCLMILIMH. 8, 0OK9, IIK 1.1
Coznanune MyJIbTUMEIUIMHON NPE3EHTAlUU Ha 3aJaHHy0 TeMy: «VcTopus craHoB-
nenus u pazsutus JJOY B Poccumy.
Tema 2. Conep:kaHue y4eOHOT0 MaTepuaJia:
Cucrempl JOKyMEHTaI - Jlexnusn:
OHHOTO ObecrieyeHus OCHOBHBIE TOJIOKEHHS MO JOKYMEHTHPOBAHUIO YIPABJICHYECKON JESTETLHOCTH.
yUpaBJICHIA VHubuKays 1 CTaHAApPTU3ALUS YIPABICHUYCCKUX TOKYMEHTOB. IlepedeHb HOpPMATHB-
HBIX TOKyMEHTOB i Benenus nenonpouspojctsa. [OCT P 6.30-2003. [Tousitue o 6maH- OK 2, OK 4, OK
K€ JIOKyMeHTa, Buabl OmaHkoB. [IpaBuia odopMieHuss peKBU3UTOB B COOTBETCTBHUHU C 5,0K 8, 0K 9,
I'OCT P 6.30-2003 YrnoBOii U MPOMOIBHBIA CIIOCOOBI PACTONIOKECHHSI PEKBU3UTOB Ha K 1.1, IIK 1.2,
JIOKyMeHTe. Bujibl TOKyMeHTOB U uX Kiaccugukanus. [TonsTrne 6aHKOBCKOM TOKyMeEHTa- IIK 1.3, IIK 1.4,
MU U BUIBI JOKyMeHTOB Dopmynsip - oOpaszer] opraHH3alMOHHO-PACIOPAIUTENbHBIX [IK 1.6
JOKYMEHTOB. Busipl 1 Ha3HaueHue OinaHKoB. TpeGoBaHUS K OOPMIICHHIO JTOKYMEHTOB.
[TpaBuiia oopmiIeHUsI PEKBU3UTOB JOKYMEHTOB
IIpakTHYecKoe 3aHATHE:
OdopmieHre peKBU3UTOB JIOKYMEHTOB, o(opmiieHHe OJTaHKOB B COOTBETCTBHH C OK 3, OK 4, OK
I'OCT P 6.30-2003 cpenctBamu MS Word. CocTtaButh TpeOOBaHHS K COCTABJICHUIO U 5, 0K 8, OK 9,
0hOpMIICHHUIO TOKYMEHTOB. K 1.1, TIK 1.2,
IIK 1.3, IIK 1.4,
IIK 1.6
CemuHapckoe 3aHsITHE:
Omnpoc, oOcykJeHHe JO0KIaJ0B U Mpe3eHTaluu Ha TeMmy: «TUmoBol mepedeHb OK 5, 0K §, OK
JIOKYMEHTOB, 00pa3yoIuXcs B ICATEIbHOCTH KPEIUTHBIX OpraHU3aiui» 9,IIK 1.1, IIK
1.2, TIK 1.3, [IK
1.4,1IK 1.6
CamocTosiTesibHAsi padoTa 00y4aOIMXCS:
N3yueHne peKOMEHIOBAHHOW OCHOBHOM, IOMOJHUTEIBHOW JUTEPATYpPhI, HOpMA- OK 2, 0K 3, OK
TUBHOTO MaTepHayia 1 JICKIIMOHHOTO MaTepuaa. 4, OK 5, OK 8,




HpOBCCTI/I HUHTCPHET - HUCCICAOBAHHA IO OCHOBHBIM TCPMHHAM, BCTPCTUBIIMMCHA

IPY U3yYEHUH TAaHHOHM TeMbl M 3all0JIHUTh T0ccapuil, aHanu3 HH(OopMaIuu ¢ npusieye- OK9,IIK 1.1,
HHUEM MaTEpPUaJIOB CMEKHBIX JTUCIMILIMH. IIK 1.2, IIK 1.3,
ITonroroBka pedepara Ha TeMy: « THUIIOBOI MepedeHb JOKYMEHTOB, 00pa3yroImuxcs IIK 1.4, IIK 1.6
B JICSITEJIbHOCTU KPEAUTHBIX OpraHu3aiuiiy.
Tema 3. Conep:kaHue y4eOHOT0 MaTepHuaJia:
CocraBieHnue 1 Jleknusa:
odbopmienune CrnpaBo4HO-HH(pOpPMAIIMOHHAs JJOKYMEHTAIMS: CITy>K€OHbIe NMUChbMa, JOKJIAaJHbIE U
AOKYMCHTOB O0OBSACHUTENBHBIE 3aMCKH, IPOTOKOJ M BBIIMHMCKA U3 NPOTOKOJIA, CIIyKeOHbIE aKThl. Pac- OK 4. OK 5. OK
HOPSIAUTENIbHAS JIOKYMEHTAlUsA: MOCTAHOBJICHUS, PELICHUs, PACHOPSDKEHUs, MPHKa3bl, 3 OK’ 9 HK’ 11
BBIIIMCKHA U3 MPUKA30B. PacueTHO- JeHeKHast TOKyMeHTauus. Buabl 1 Ha3HAUYCHUE Kaj- i HK,l ) ’
POBOI1 ToKyMeHTauK. Busl 3asB1eHUi 10 IMYHOMY cocTaBy. JInuHas kapTouka GopMbl K 1.3 HK, 14
T-2., aBroOuorpadusi, JINIHBIA JTUCTOK MO Y4YEeTy KaJpOB, COCTAB JOKYMEHTOB JHYHOTO HI& 1.6 oY
Jiena, TPYAOBBbIE KHIDKKH, NMPHKa3 MO JUYHOMY COCTaBy, pe3tome. Bunabl oOpaieHuit '
rpaxaad. Perucrpanust oopaniernii. KOHTposb ucmoiHeHus: oOpaiieHui.
IIpakTuyeckoe 3aHATHE:
Odopmierre ciaykeOHBIX JOKYMEHTOB IO 00pasiy, odopmieHHe KaapoBOi OK 2, 0K 3, OK
JIOKYMEHTaIuy, paboTa ¢ oOpamieHusIMi U 3ampocamu nenytaroB. OdopmiieHue npu- 4,0K 5, OK 8,
Ka3a, BhIMKUCKA U3 npuka3a. OhopmiieHrne yka3zaHus, pacCOpsHKEHUS. OK 9, IIK 1.1,
IIK 1.2,
IIK 1.3, 11K 1.4,
IIK 1.6
CemuHapckoe 3aHsiTHE:
Ompoc, obcyxaeHue AoKiIanoB Ha Temy: «OdopmileHne JOKYMEHTOB, MepeaaBa- OK 5, 0K 8§, OK
€MBIX II0 KaHajJlaM CBs3W», «ABTOMAaTH3alUs JEJIOIPOU3BOJCTBA: XapaKTEPUCTHKA 9,IIK 1.1, IIK
KOMIIBIOTEPHBIX IIporpaMm», «PacnopsiaurenbHble TOKyMEHTbI, IPUHUMAEeMble KOJUIETH - 1.2,
QJIbHO: PEUICHMs], IOCTAHOBJICHU», «OpraHu3alMOHHbIE TOKYMEHTbl KPEOUTHBIX Opra- IIK 1.3
HU3ALMI.
CamocrosiTeibHasA padoTa 00y4arOIMXCs:
N3yueHne pexkOMEHAOBaHHOW OCHOBHOM, NOMOJHUTEIBHOM JUTEPATYphl, HOpMA- OK 2, 0K 3, OK
TUBHOTO MaTepHasia 1 JICKIHOHHOTO MaTepuaa. 4, OK 5, OK 8,
IIpoBecTH WMHTEpHET - UCCIENOBAHMSI MO OCHOBHBIM TE€PMHMHAM, BCTPETHBIIHUMCS OK9,IIK 1.1,
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NPY W3yYeHUH TAaHHON TeMBbI M 3aI0JIHUTH TII0ccapuii, aHanu3 HH(OpMAIIH C TIpHUBIICYE- IIK 1.2,
HUEM MaTEpPUaIOB CMEXKHBIX TUCIMIUIMH. IIK 1.3, IIK 1.4,
[lonroroBka cooOmieHus Ha Temy: «PacnopsauTenbHble JOKYMEHTBI, NMPUHUMA- 1 I[IK 1.6
€MbI€ KOJUIETHAJIbHO: PEILICHUS, IOCTAaHOBICHUsS», «JlOKyMEHTalus KOMMEpPUYECKHX
IPEANPUATHID).
CoctaBuTh pe3toMe 1 aBToOHOrpaduio. 1
Paszpen 2. TEXHOJIOI'MSA BEAEHUSA JEJIOITPOU3BOJACTBA 21
Tema 4. Coaep:xxaHue yueOHOro MaTepuaJia: 7
Opranuzanus Jlekumus:
JIOKyMEHTO000pOTa B OO6mme mpaBuiIa OpraHu3alK JOKYMEHTO000poTa B yupexaenuu. [Ipuem u obpa- OK 4, 0K 5, OK
YUPEXACHUN 00TKa MOCTyHaroIIUX JOKYMEHTOB. Peructpanus m uHAeKcanus JOKYMEHTOB. DOpMEI 8, OK9,IIK 1.1,
peructpauuu 10KyMeHTOB. [IopsAI0K MpOX0XKAEHUS CO3/1aBa€MbIX JOKYMEHTOB. 2 IK 1.2,
K 1.3, IIK 1.4,
IIK 1.6
IIpakTH4yecKoe 3aHsATHE:
CocraBnenue cxem «JlokyMeHTO0OOpOT B opraHu3aruny. Co3maHue perucTparii- OK 2, OK 3, OK
OHHON (OPMBI ISl PETUCTPALMK BXOMSIIErO JOKYMEHTa, PErHCTpaIysl HCXOISIIETO 4, 0K 5, OK 8,
nokymeHTa. CoctaBiaeHue U opopmieHHe HOMEHKIATYPHI JIe]I. ) OK 9, IIK 1.1,
K 1.2,
K 1.3, IIK 1.4,
K 1.6
CemMHHapCKOe 3aHsITHE:
Ompoc, o0cyxaeHne NoKiIaaoB Ha TeMy: «[lonroroBka JOKYMEHTOB K apXHUBHOMY OK 2, 0K 3, OK
xpaneHuro. Opranuzanus paboThl apXuBa KOMMEPUYECKOTO O0aHKay; « IKCIepTH3a 1EHHO- 4, 0K 5, OK 8,
CTU JTOKYMEHTOBY. ) OK9,IIK 1.1,
[IK 1.2,
I1K 1.3,
CamocTrosiTe1bHast padoTa 00y4YalOIIMXC:
N3yueHne peKOMEHAOBAHHOW OCHOBHOM, NOIOJHUTEIBHOW JUTEPATYypbl, HOpMa- 0,5 OK 2,0K 3, OK
THBHOT'O MaTepuaja U JICKIIMOHHOTO MaTepuara. 4, OK 5, OK 8,
[IpoBecTu WMHTEpPHET - UCCIEAOBAHMS MO OCHOBHBIM TEPMHMHAM, BCTPETHUBIIUMCS OKO9,IIK 1.1,
IIPY U3YUYEHUH JAHHOM TeMbl U 3alOJIHUTH IJIOCCapui, aHAIU3 MHPOpPMAIMH C IPUBJICYE- IIK 1.2,
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HUCM MaTCpraJIOB CMCKHBIX JUCHUILJINH.

IIK 1.3, 11K 1.4,

[ToaroroBka cooOuieHust Ha Temy: «[1oArOTOBKA TOKYMEHTOB K apXMBHOMY XpaHe- 0,5 I[IK 1.6
Huto. Opranuzanusi paOoThl apxHBa KOMMEPUYECKOTO OaHKa»; «JKCIEepTH3a LIEHHOCTH
JIOKYMEHTOBY.
Tema S. Coaep:xanue yueOHOro MaTepuaJia: 7
Homenknatypa u Jlexknus:
hopmupoBanue el Hasnauenue u BUIBI HOMEHKIATYPHI Jell. TpeOoBaHUSA K COCTABICHHIO HOMEHKIA- 2 OK 4, OK 5, IIK
ONeKTPOHHbIH TOKyMEH- Typbl J€ll. ABTOMaTU3UPOBAaHHBIE CUCTEMBI JEJIONPON3BOACTBA. CHUCTEMA IIEKTPOHHOTO 1.1,
T0060pOT nokymeHnToobopota (CD]]), ee ctpykTypa, HacTpoiika cucteMsl. [{udpoBas moamnuce. K 1.2, IIK 1.4,
K 1.6
IIpakTHyeckoe 3aHsiTHE:
OdopmieHre HOMEHKIATYPHI JIETT. 2 OK 2, 0K 3, OK
4,0K 5, T1IK 1.1,
IK 1.2, TIK 1.4,
IIK 1.6
CemuHapckoe 3aHAITHE:
Omnpoc, o06cyxeHne 10KIa10B Ha TeMy: « TpeboBaHus K (POPMHUPOBAHUIO €D 2 OK 2,0K 3, OK
4,0K5,IIK 1.1,
[IK 1.2,
CamocrosiTesibHasi padoTa 00y4aOIUXC:
N3ydyeHne peKOMEHIOBAaHHONW OCHOBHOM, JOMOJHHUTEIBHOW JIMTEpATyphbl, HOpMa-
TUBHOTO MaTepHaia M JICKIIMIOHHOTO MaTepurara. OK2,0K 3, 0K
[IpoBecTH MHTEpPHET - UCCIEAOBAHMS 1O OCHOBHBIM TE€PMHUHAM, BCTPETHUBIIMMCS 0,5 4, 0K 5, IIK 1.1,
NIPY U3YYEHUH JTaHHOW TEeMbI U 3aI0JIHUTH TII0CCapuil, aHaIu3 HHPOPMAIIUH C TIPUBIICYE- IIK 1.2, IIK 1.4,
HHUEM MaTepUajioB CMEXHBIX TUCIUIUIMH. IIK 1.6
[ToaroroBka coobnienus Ha Temy: « TpeboBaHus K HOPMHUPOBAHUIO JTET». 0,5
Tema 6. Coaep:xaHue y4eOHOro MaTepHaJia: 7
IloaroroBka nen k Jleknusi:
ITOCIEAYIOLIEMY DKcnepTu3a HEHHOCTH J0KyMeHTOB. CocTaB M (DYHKIMM SKCIIEPTHONH KOMHUCCHH. 2 OK 5, OK &, OK
XPAaHCHUIO U Odopmnenne aen. Onuch JOKYMEHTOB, HaxosAmuxcs B jaene. CocTaBlIeHUE OMKUCH JIE. 9,IIK 1.1, IIK
KCII0JIb30BAHUIO XpaHeHue aen B TeKymeM jaenonpoun3BoicTBe Ilepemaua men B apxuB. OdopmieHue 1.2, [IK 1.3,
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JOKYMCHTOB M JCJI K YHUYTOXKCHNIO U CHATHUIO UX C yUCTa

[NK 1.4, TIK 1.6

IIpakTHyeckKoe 3aHATHE:

DKcnepTr3a HEHHOCTH JOKYMEHTOB, METO/IMKA €€ MPOBEICHUSI. 2 OK 3, OK 4, OK
5,0K 8, 0K 9,
K 1.1, TIK 1.2,
IIK 1.3,
[NK 1.4, TIK 1.6
CeMuHapckoe 3aHfITHE:
Ompoc, oOcyxkaeHue J0KiIanoB Ha TeMy: «Pabora ¢ KoH(pUICHIHATIbHBIMU 2 OK 3, OK 4, OK
JIOKyMeHTaMu», «PaboTa cekperapsi mo 0e3J0KyMEHTHOMY OOCITy>KUBAHHIO) 5,0K 8, 0K 9,
K 1.1, TIK 1.2,
CamocTosiTesibHAsI pa00Ta 00yYAKOIIMXCS:
N3yueHne peKOMEHIOBaHHOW OCHOBHOM, NONOJHUTENBHOW JUTEPATYpPBI, HOpMa-
TUBHOTO MaTepHaia M JICKIIMOHHOT'O MaTepuara. OK 3, 0K 4, OK
[IpoBecTn HMHTEpHET - MCCIAEAOBAHUSA 10 OCHOBHBIM TEPMHMHAM, BCTPETHUBIIMMCS 0,5 5,0K 8§, 0K 9,
IIPU U3YYEHUH JaHHON TeMbI U 3alOJHUTh TJIoccapuil, aHaiau3 HHPOPMaLUK C IpUBIICYE- IIK 1.1, IIK 1.2,
HHEM MaTeprajoB CMEXHBIX JTACIUIUINH. IIK 1.3,
[MoaroroBka cooOmienust Ha Temy: «PaboTa ¢ KOHPUACHIHUATHHBIMU JTOKYMEH- 0,5 IIK 1.4, TIK 1.6
Tammy, «PaboTa cekperaps mo 0€310KYMEHTHOMY OOCTY>KUBAHHIO)»
Jleknun: 12
IIpakTHYecKkHe 3aHATHSA: 12
CemuHapckue 3aHATHSA: 12
CamocrosiTe1bHast padoTa 00y4YarOIMXCs: 10
KoncyabTanuu: 2
Bcero: 48

10




3.  YCJIOBUS PEAJIN3AIIMA PABOYEM ITPOI'PAMMBI YYEBHOM
JUCHUTIIJINHBI

3.1. TpeOoBaHMA K MHHMMAJIbLHOMY MaTepHAJIbLHO-TEXHUYECKOMY olec-
nevYeHu 1o

Peanuzanmsi mporpaMMbl AUCIUIUIMHBL TpeOyeT Hammuus JlaGoparopuu
«Texundeckne cpeacTBa 0OYUCHHUI) COOTBETCTBYET TSI TIPOBECHUS JICKITMOHHBIX
3aHITHH, BCEX BHUIOB JIAOOPATOPHBIX PA0OT M MPAKTUYCCKUX 3aHATUHN, TUCIIHILIN-
HapHOW, MEKIUCIUILIMHAPHOW U MOJTYJIBHOW TIOJITOTOBKH, TPYIIIOBBIX U WHJIUBH -
IyalbHBIX KOHCYJIbTAIMH, TEKYIIEr0 KOHTPOJIS U MMPOMEKYTOUHOMN aTTeCTaI|H.

O6opynoBaHue: MOCAJ0YHBIX MeCT Il oOydaromuxcs — 26, 13 mapt
JIBYXMECTHBIX, | TpernojaBaTenbCKuii CTOJ, 1 TMpenojaBaTeNbCKUil CTYyI,
DeepCool, npoexkrop UF70W, unatepaktuBHas nocka Smartboard 800, Be6 kamepa,
KOJIOHKH, MarHUTHO-MapKepHasi JJ0ckKa, OecrpoBojHas ceTh Wi-fi ¢ gomycTumoii
CKOPOCTBIO 5 MOMUT.

Y4eOHO-HaTIIAIHBIE TTOCOOWS TPEJCTABICHB B BHUAC IKPAHHO-3BYKOBBIX
CPEJACTB, CIal-TIpe3eHTAIi JEKINH, MIaKaToB, BUACO(UIBMOB, BUIEOPOJIUKOB,
MaKeTOB, KapT W T.II., TEPEHAIINX COACpKAHUE dYepe3 H300paKeHHEe, 3BYK,
aHUMAIIMI0. Y4eOHO-HaTJISIHbIEe TOCOOUSs, 00€CTICUMBAOIINE TEMATUUECKUE UILTIO-
CTpAIlMH XPAHATCS Ha 3JIEKTPOHHBIX HOCUTEIISIX B KaOWHETE.

becnpoBonnas cetr Wi-fi o0ecrieunBaeT A0CTyN OOydYarOIIUXcs K OJIEK-
TPOHHOU MH(OPMAIITMOHHO-00pa30BaTeNIbHON cpejie YHUBEPCUTETA (B TOM YHUCIIE K
0azaM JaHHBIX M DJICKTPOHHBIM OHOIMOTEUHBIM cHUcTeMaM (OUOIHOTEYHBIM
dbonIaMm).

[Tporpammuoe obecrnieuenue: Onepanuonnas cucrema Windows 7/Windows
10, nmuniensus, mo goroBopam Ne 32009118468 ot 01.06.2020 r., Ne 31907826970
or 27.05.2019 r., Ne 31806485253 ot 20.06.2018 r.; AHTMBHpYyCHas 3alliuTa
Kaspersky Workspace Security, nmuniensust mo goroBopy Ne 31907848213 or
03.06.2019 r., mo norosopy Ne 31806659844 ot 25.07.2018; odpucHoe mporpamm-
Hoe obOecneueHue Microsoft Office: Power Point, Excel, Word, One Note, numeH-
sust, mo joroBopam Ne 32009118468 ot 01.06.2020 1. , Ne 31907826970 ot
27.05.2019 r., Ne 31806485253 ot 21.06.2018 r.; ApxuBaTopsl 7-Zip, OTKpHITAs
munen3us; WinRar, orkpsitas aunensus; Marepuer 6paysep Google Chrome
OTKpBITas JuiieH3us, [Iporpamma miist mpocmotpa ¢aitnoB PDF Adobe Acrobat
reader , oTkpbITas nuieH3us, Foxit Reader , OTKPBITasl JIMLIEH3US; Iporpamma
st mpocMoTpa (daitnmoB DJVU DjVu viewer, OTKpbITas JHIICH3US; CUCTEMHBIC
koneku K-Lite Codec Pack, otkpeitas nuniensus; Buneorieep Windows Media
Player, otkpsiTas nuuensusi, flashpleer, oTkpeiTas nuueH3us; Ayauoruieep
Winamp, otkpeitas gwunensus; CrpaBouno-nipaBoBeie  cuctembl  (CIIC)
KOHCynbTaHT IITIOC, OTKPBITAS JIMLEH3US JU1s1 00pa30BaTeIbHbIX Opranu3anuii, ['a-
paHT, OTKPHITAs JIMIICH3US IS 00pa30BaTEIbHBIX OPTaHU3aIINN.

[TomereHust AJisi caMOCTOSITENILHOM paboThl: 3anbl: bubnuoreka, YynTaabHbIN
3an

3.2. UudopMannonHoe odecnevyeHne 00yuyeHust
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Ilepedyenb MCHOJIB3yeMbIX yUeOHBIX U31aHuii, UHTepHeT-pecypcoB, 10-
MOJIHUTEJIbHOM JIUTEPATYPHI

OcHoBHas JuTepaTrypa

1. Bapmyng, B.B., JlokyMeHTalMOHHOE OOecriedeHre yrnpaBiaeHus : y4eOHUK /
B.B. Bapmynna. — Mocksa : FOctunus, 2022. — 271 ¢. — ISBN 978-5-4365-
8902-2. — URL: https://book.ru/book/942707 (nata obpaiieHus:
24.07.2023). — Pexxum noctyna : UHCTPYKIIMYU 110 MOJIKIIOYEHUIO U paboTe ¢
DJIEKTPOHHBIMU pecypcamu. — TeKCT : 3JIEKTPOHHBIN.

2. JloxymenTanmonHoe obecrnieuenue ynpasienus : yueouuk / C.A. ['moTosa,
A 1O. KonbkoBa, FO.M. Kykapuna [u np.] ; nox pen. T.A. beikoBoid. —
Mocksa : KnoPyc, 2021. — 266 c. — ISBN 978-5-406-08272-0. — URL:
https://book.ru/book/939282 (mara obparmienus: 24.07.2023). — Pexxum mo-
ctyna : UHCTPYKIINY 110 MOIKIIOYCHUIO B PA00TEe ¢ AIEKTPOHHBIMU PECyp-

caMi. — TeKCT : 3JIEKTPOHHBIMN.

JlonoJTHUTEIbHbIE HCTOYHUKH

1. I'pozosa, O. C. Jlemonmpou3BoacTBo : yueoHoe nocodue mist CI10 / O. C.
I'po3oBa. — Mockaa : FOpaiit, 2022. — 126 c. — ISBN 978-5-534-08211-1. —
URL: https://urait.ru/bcode/492787 (nara obpamenus: 24.07.2023). —
Pexum noctyna : UHCTpYKIINY 10 NOJIKIIOYEHUIO U PabOTe C 3IEKTPOH-
HBIMH pecypcaMu. — TEKCT : JIEKTPOHHBIN. .

2. Kopnees, U. K. JlokyMeHTallmoHHOE 0OECTICUEHHE YITPABICHUS : YUSOHUK U
npaktukyMm st CIT1O / U. K. Kopnees, A. B. [Timenko, B. A. Mamrypues. —
2-e u3n., mepepad. u nomn. — Mocksa : FOpaiit, 2022. — 384 c. — ISBN 978-5-
534-05022-6. — URL: https://urait.ru/bcode/492541 (aata oOparieHus:

24.07.2023). — Pexxum noctyna : MHCTpYKIMH 110 TOJKIIOYEHHUIO U paboTe ¢

DIIEKTPOHHBIMU PECYpCcaMu. — TEKCT : AIEKTPOHHBIN.
3. Illysanona, H. H. JlokymeHTalmoHHoe o0ecreueHne yrupaBieHUs ;| Y4eOHUK

u npaktukyM s CI1O / H. H. lllyBanosa. — 2-e uza. — Mocksa : FOpaiir,
2022. - 265 ¢. — ISBN 978-5-534-00088-7. — URL: https://urait.ru/bcode/
489985 (mara oopamenus: 24.07.2023). — Pexxum nocryna : UHCTPYKIIMHY 110
HNOJIKJIIOYEHHIO U pab0Te C 3IEKTPOHHBIMU peCypcaMu. — TEKCT : 3JIeKTPOH-
HBIM.

4. lllysanora, H. H. OcHOBBI nen0ompou3BO/ICTBA : Y4€OHUK U MPAKTHKYM JIJIS
cpennero npodeccuonanpHoro oopazosanus / H. H. lllyBanosa, A. 1O.
WBanosa ; mox o6mieit pegakuuein H. H. [llyBanoBoii. — 3-e u3., nmepepaod.
u gon. — Mocksa : U3narenbctBo FOpaiit, 2023. — 384 ¢. — ISBN 978-5-
534-15488-7. — URL: https://urait.ru/bcode/511684 (nata oOparieHus:

24.07.2023). — Pexxum noctyna : MHCTPpYKIMHK 110 TOAKIIOYEHHUIO U paboTe ¢

AIIEKTPOHHBIMU pecypcamu. — TeKCT : 31eKTPOHHBIN.
5. TOCT P 7.0.97-2016. Cuctema craniapToB no uHpopmanuu, Oudamorey-

HOMY M U3OATCIILCKOMY ACITY. OpFaHI/I3aIII/IOHHO-paCHOpH}II/ITCJIBHaH
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https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://urait.ru/bcode/511684
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://urait.ru/bcode/489985
https://urait.ru/bcode/489985
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://urait.ru/bcode/492541
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://urait.ru/bcode/492787
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://book.ru/book/939282
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://book.ru/book/942707

nokymeHTarus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB : HAIlMOHATBHBIN
cranaapt Poccuiickoii @enepanun : n3ganue oQUIMaIbHOE : YTBEPKICH U
BBeZeH B AercTBue [Ipukazom @enepanbHOro areHTCTBA MO TEXHUYECKOMY
pEeryJIMpoBaHuIO U MeTposioruu oT 8 nekadpst 2016 r. N 2004-ct : B3ameH
['OCT P 6.30—2003 : nata BBeaenus - 2018-07-01 : nzganue ¢ U3mene-
HueM Ne 1, yrBepkaeHHbiM B Mae 2018 r. / pazpaboran DenepanbHbIM
Or0KETHBIM yupexaeHueM "Bceepoccuiickuii HayqHO-UCCIIeI0BAaTEbCKUN
UHCTUTYT IOKyMeHToBeAeHus U apxuBHoro aena" (BHUMA /) ®enepansb-
HOTO apXUBHOTO areHTcTBa. — Mocksa : Ctannaptundopm, 2018. —32 c. - —
URL: nokyment B CIIC Koncynbrantllntoc (aara obpamenus: 24.07.2023).
— Pexum gocryna : nokansHas cetb YHuBepcutera umenu O.E. Kyrapuna
(MT'FOA) unu MHCTPYKIIMY 10 MOAKIAIOYEHUIO U Pab0Te C DJIEKTPOHHBIMH
pecypcamu. — TEKCT : 3JEKTPOHHBIM.

brikosa, T. A. JlokymeHTarimoHHOE 00ECTICUCHNUE YITPABICHUS (JIETIOMPON3-
BOJICTBO) : yueOHoe mocobue / T.A. Bbrikoa, T.B. Ky3unernona, JI.B. Canku-
Ha ; nox oour. pea. T.B. Ky3nenooil. — 2-e uzg., nepepad. u 1om. —

Mocksa : UTHOPA-M, 2022. — 304 c. + Jlon. maTtepuaiisl [ DNEKTPOHHBIN pe-
cypc]. — (Briciiee obpazoBanue: bakanaspuar). — ISBN 978-5-16-004805-5.
— URL: https://znanium.com/catalog/product/1863409 (nata oOparieHus:
24.07.2023). — Pexxum noctyna : UHCTPYKIIMY 110 MOJIKIIOYEHUIO U paboTe ¢

DJIEKTPOHHBIMHU pECypPcaMu. — TEKCT : 3JIEKTPOHHBIM.

4. KOHTPOJIb Y OIIEHKA PE3YJbTATOB OCBOEHHUSA YUEBHOM

JUCIHUITJIIMHBbI
KoHTpoJIb U OLlEHKA pe3ylbTaTOB OCBOCHUS y4EOHOW AMCUUILIMHBI OCY-

IMCCTBJCTCA MPCIIOAaBaTeJICEM B IMPOLCCCE IMPOBCACHHUA IIPAKTUYCCKUX W CCMU-
HapCKHuXx SaHﬂTHﬁ, a TaK)XKC BBITIOJTHCHUA O6yanOHII/IMI/IC$I KOHTPOJIbHBIX 1 UHWUBHU -
AYaJIbHBIX TBOPYCCKUX pa60T, BHCAYJUTOPHBIX CAMOCTOATCIbHBIX pa60T.

Pe3yabTarhl 00yyeHus
(ocBOEHHBbIE YMEHUSI, YCBOEHHbIE
3HaAHMuS)

Kpurepun oueHkn

MeToabI OLIEHKH

Ooyuarowuiica 001cen ymemas:

— 0(hopMIIATh JOKYMEHTALUIO B
COOTBETCTBHM C HOPMAaTUBHOH Oa-
30#, uCHoNb3ysd WHPOPMALUOH-
HBIE TEXHOJIOTHH W CPEACTBa Opr-
TEXHUKHU;

— HCIONB30BaTh  YHUPHUIMPO-
BaHHBIE CHCTEMBI JJOKYMEHTAIIH;
—  OCYILIECTBIIATh XpaHeHue,

IIOUCK JOKYMCHTOB,;
— HCIIOJIB30BATh TCJIICKOMMYHU-
KallMOHHBIC TCXHOJOTHMH B 3JJICK-

KoHTpoib, HarpaBiIeHHBIN HA
IPOBEPKY YMEHHSI COOTBET-
CTBOBaTh TPEOOBAHUSAM
oopmieHHs JOKyMEHTaIUH,
MIpUMEHSIEMOH B ITpodeccro-
HaJIbHOU JEATEeIbHOCTH,
TpeOOBaHUSAM HOPMATHUBHBIX
JIOKYMEHTOB, 2 UMEHHO, CTY-
JICHT:

- BBIMOJIHSAET Ha0Op TEKCTa
JIEJIOBBIX JJOKYMEHTOB B CO-
OTBETCTBHH C IIPAaBUJIAMHU Jie-

VYeTHbIN (MMCbMEHHBIN)
orpoc.

TectupoBanue.

[TpoBepka MpaKTHYECKUX
pabor.

OreHka pe3yabTaToB caMo-
CTOSITETILHON paboThI.

Judd. 3auér.
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https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://znanium.com/catalog/product/1863409
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
https://msal.ru/structure/samostoyatelnye-otdely-sluzhby-i-drugie-podrazdeleniya/biblioteka/elektronnye-resursy/instruktsii-po-rabote-s-ebs/
consultantplus://offline/ref=E7151A0E6C2CD8D85D992A923A929681365BF04A2337524AC3FC4E1BF39C02362E48BF0B56925B33A477CA01FBD13384B1C3E49CD75FCB05UAs5M

TPOHHOM JIOKyMEHTO000pOTE;

JIOTIPOU3BOJICTBA;

- cocTaBJsieT U 0hOpMIIET
pa3IMYHbIC BUJIBI TOKYMEH-
TOB B COOTBETCTBHHU C HOpMa-
TUBHOM JOKYMEHTAIUEN;

- IOHUMAET OMpeiesieHue
OCHOBHBIX TEPMHUHOB:
JIOKYMEHT, TOKyMEHTHPOBa-
HHE, aBTOP IOKYMEHTa, opu-
LUAIbHBIN TOKYMEHT, JIH4-
HBIN JOKYMEHT;

- IOHUMAET CUCTEMY
JIOKYMEHTUPOBAHUS UMEET
npejcTaBieHne 00 yHudpuka-
[IUU ¥ CTaHAApTU3AIUU
JIOKYMEHTOB;

- 00BSICHSET XapaKTePUCTUKU
Y COCTaB OPraHU3AIIMOHHBIX
JIOKYMEHTOB, pacIopsiIu-
TEJbHBIX, CIIPABOYHO-
WH(POPMAIIMOHHBIX TOKYMEH-
TOB;

- OCYIIECTBIISCT JOKYMEHTH-
pOBaHME U OPraHU3ALIMIO pa-
OOTBI C TOKYMEHTAMH;

- HCTIOIB3YeT OUCHYIO Opra-
HU3AIMOHHYIO TEXHUKY;

- OpTaHMU3yeT TOKYMEHT0000-
POT B OpraHH3aIINH;

- OPTaHMU3yeT TOKYMEHT0000-
POT C UCTOJIB30BAHUEM
CPEJICTB TEJIEKOMMYHHKAIUH;
- popmupyer nena B COOTBET-
CTBUM C HOMEHKJIaTypOu 1€,
MOJITOTABIMBAET K C/Iadye B
apXuB.

- IEMOHCTPHUPYET MOHUMAaHHE
00IIMX TIPHUHIIUIIOB pabOTHI C
JIOKYMEHTOTIOTOKaMH;

- IMeeT MPeCTaBJICHUE O
TEXHOJIOTHH paboThI ¢ OaH-
KOBCKMMH JJOKYMEHTaMH.

Oobyuarowuiica 00151ceH 3HAMb:

—  OCHOBHBIE IIOHSTHS JOKyMEH-
TAI[MOHHOTO OOecreueHus yIpaB-
JIeHUS;

— OCHOBHBIE 3aKOHOJATEJIbHBIC
¥ HOPMATHBHBIE aKTHl B 00JacTh
JOKyMEHTAI[MOHHOTO  ol0ecreye-
HUS yTIpaBJICHMUS,

— Lead, 3aJayd U IPUHLUIBI

KoHTposb, HanpaBieHHbIN Ha
MPOBEPKY BIJIAICHUS CTYAECH-
TaMH  TEPMHUHOJIOTUYECKUM
anmaparoM,  KOHKPETHBIMHU
3HAHUSIMM JUCIUATIINHEIL:

- IMEET MPEJCTaBJICHUE O 1e-
1ax u 3amadax JIOY, ocHOB-
HBIX TTOHSTHAX;

Y cTHBIN (TMCHMEHHBIH )
oTIpOC.

TecTtupoBanue.

[TpoBepka MpakKTUYECKUX
paboT.
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JOKYMEHTAIIMOHHOTO  o0ecreue-
HUS YIIPaBJICHUS;

—  CHCTEMBI JIOKyMEHTAIIMOHHOTO
o0ecTieYeHus yIpaBIICHHS;

— TpeOOBaHMS K COCTaBJIECHUIO U
0OpPMIICHUIO Pa3IMYHBIX BHJIOB
JTOKYMEHTOB;

— o0mue mpaBWia OpraHU3alUU
paboThI ¢ JOKyMEHTaMH,

— COBpeMeHHble HH(}OpMaIMOH-

HBIC TEXHOJIOTUU CO3JaHus
JOKyMEHTOB U  aBTOMATH3allUH
JOKYMEHT0000pOTa;

—  OpraHu3aiuio padoThl C DJIEK-
TPOHHBIMH JIOKYMEHTAMU;

—  BHJIBI OPITEXHUKU U CIIOCOOBI
€ WCIOJIb30BaHUS B JOKYMEHTa-
IIMOHHOM O00ecCHeueHNH YyIpasJe-
HUSL.

- 3HaeT HOPMATUBHYIO 0a3y,
PErJIaMeHTHPYIOIIYI0  JIeNO-
IIPOU3BOICTBO.

OLeHKa pe3yiabTaTOB CaMo-
CTOSITEIBHOU PaOOTHI.

Hudd. 3auér.
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IIpnnoxenne 1

TEXHOJIOI'HYECKAS KAPTA
CAMOCTOSATEJBHOM BHEAYJIAUTOPHOI PABOTHI OBYYAIOIUXCS
MO JUCIUMIVIMHE JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

NpPE3CHTAllMd Ha 3aJaHHYI0
TeMy: «HMcropust craHOBIe-
Hus u passutug JOV B Poc-
CHID».

HSETCS
MAIIUHOIINC-
HBIM CIIOCOOOM

Cpox 7 nHei

06x0auMoit y1s 3)(HEKTUBHOTO BbI-
MOJIHEHUS TPO(ECCHOHANBHBIX 3a-
a4, Mpo(ecCHOHANPHOTO W JIMY-
HOCTHOTO Pa3BUTHSL.

OK 5 - Hcnons3oBate uHpOpMa-
IHOHHO-KOMMYHHKAI[OHHBIE  TEX-
HOJIOTHH B PO(ECCHOHAIBHOM Jiesi-
TEJIHOCTH.

OK 8 - CamocTosTenbHO omnperne-
JSTh 3a71a4¥ MPO(EeCCHOHAIBHOTO U
JMYHOCTHOTO Pa3BHUTHS, 3aHUMATb-
csi caMo0o0pa30BaHMEM, OCO3HAHHO
IUIAaHUPOBATh  IIOBBIIMICHWE  KBa-
JTUQHUKALAH.

HHS,
— OCHOBHbIC 3aKOHOJATENIbHBIC M
HOpDMaTHBHBIE aKThl B 00JacTH
JOKYMEHTAI[IOHHOTO 00eCIIeUeH s
yIpaBJIeHHUS,

— UelM, 33aJa4d U [PUHLUIIBI
JOKYMEHTAIIMOHHOTO 00eCcreueH s
yIpaBJIeHHUS;

— CHUCTEMBbI JOKYMEHTAIUOHHOI'O
obecrieueHns yrpaBJIcHUS;

— TpeOOBaHUS K COCTAaBICHHIO U
O(OPMIICHHIO pa3IMYHBIX BHIIOB
JIOKYMEHTOB,

JIUBHUIyaTbHOTO
3aJJaHus

Ne Bunbl nesitenbHocTH cTY- | MeTtoguueckue | Tpyroemkocrs | @opmupyemble komnereHuun | [IpoekTupyemMsble pe3yJbTaThl HTorossliii Cnoco6 onen-
n/n JI€HTOB pexoMeHganuu | 4 CPOKH BBINOJI- OCBOEHHUS TUCIUILINHBI MPOAYKT caMo- KH
10 BBINOJIHE- HEHM CTOSAITEJIbHOW pa-
HMIO 3aJaHui 00ThI
€CaMOCTOSITeNIb-
HOW padoThl
1 2 3 4 5 6 7 8
1 N3yyenne  pexkoMeHOBaH- 0,5 u. OK 1 - IloHumarh CyHmIHOCTb U | YMeTh: Brimonnenne ng- | MakcumaJb-
HOM OCHOBHOM, JOITOJHH- CpoK 3 OH. COLMAIbHYIO  3HAYMMOCTh  CBOCH | —  0o(OpMIJIATH JIOKYMCHTALMIO B JUBUYaJIbHOIO Has OlleHKa 5
TENBHOM JIUTEPATYPHI, Oyatymeii npodeccuu, NPOSBIATE K | COOTBETCTBHH C HOPMATHBHOH 0a- 3aJaHus 6as10B
HOPMATHBHOTO MaTepuana Hell yCTOWUMBBIN MHTEpEC. 30#, UCTONB3Ys HHPOPMALIMOHHbIC
OK 2 - OpraHu3oBbIBaTh COO- | TEXHOJOTMM W CPENCTBA OPITEX-
JIEKLMOHHOI'O MaTepuania
CTBCHHYIO NC€ATCIILHOCTD, BI)I6I/IpaTI) HUKU,
THUIIOBBIC MCTOAbI H CII0COOBI BBI- — HUCIIOJIHF30BaTh yHH(bHHHPOBaH'
2 IIpoBecTr uHTEpHET - Hccie- | Pabora BBITOI- 0,5 u. MOJHEHHS TPOGECCHOHATHHBIX 33- | Hble CHCTEMbI OKYMCHTALIII, BBIMOJIHEHUE HH-
JOBaHUA 1o OCHOBHBIM HACTCA CpOK 7 nHew Jlady, OLICHUBATh UX SQ)Q)BKTHBHOCTL —  OCYIIECTBIIATH XPaHEHHE, JAUBUAYAJIBHOT'O
TEpMHUHAM, BCTPETHUBIIUMCA MaIIXHOIINUC- 1 Ka4eCTBO. TOUCK JJOKYMEHTOB; 3aaHUs
HpU M3yYEHUM JIAHHOM TeMbl | HBIM CIIOCOOOM OK 3 - Ilpunumate PEMICHHA B | _  yoronp3oBaTh — TeICKOMMYHH-
M 3alO0JHUTH  [JIOCCAPHH, CTaH/APTHBIX M HECTAHNAPTHBIX CH- | gaiOHHBIE TEXHOJOTHH B OJIEK-
aHaM3 C  IPHUBJICUCHUEM TYAIMAX M HCCTH 33 HUX OTBCT- | 1poHHOM 10KYMEHTOOGOPOTE;
CTBCHHOCTbD. 3HATH:
MaTepHalioB CMEXHBIX JHUC- OK 4 - 0O 3HATE:
LUIUIAH - CYWIECTBIIATE TIOMCK 1 — OCHOBHBIC ITOHATHA l]OKyMeH—
— HCIONB30BAHNE  MHQOPMALNMH, HE- | 1ionioro obeciieuer s ypasiie-
3 Co3nanne MyibpTUMenuiiHOM | Pabora BbImoI- 1y Brinonnenue uH-
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OK 9 - OpueHtupoBaThcs B
YCIOBHSX MOCTOSHHOTO HU3MEHEHHS
IPaBOBOH 0a3bl.

IIK 1.1 - OcymectBusts npodec-
CHOHAJIbHOE TOJIKOBaHME HOpMa-
THUBHBIX TPaBOBBIX AKTOB JUIS pea-
JIM3aIUU TIPaB TPaKaaH B cdepe me-
HCHOHHOTO OOECIIeYeHUsT M COLU-
JIGHOM 3aIUTEI.

— ofmue npasuiIa OpraHU3aluy
paboThI ¢ JOKYMEHTaMH;
— COBpEMEHHble MH(OPMAIMOH-

HBIE TEXHOJIOTUU CO3IaHHs
JOKYMEHTOB M  aBTOMaTH3alUH
JOKYMEHTO000pOTa;

— OpraHm3anuio padoTHl C BJIEK-
TPOHHBIMH JJOKyMECHTaMU;

— BHUJbI OPI'TEXHHUKH M CIIOCOOBI
€e HCIOJIb30BaHUS B JIOKyMEHTAIH-
OHHOM O0€CIICUCHNH YIIPABICHUSL.

TEMA 2. CUCTEMbI JOKYMEHTAIMOHHOI'O OGECIIEYEHUSA YIIPABJIEHUSA

W3ydyeHne  pekoMeHIOBaH- 0,5 u.
HOM OCHOBHOM, JIOMOJHH- CpOK 3 JIH.
TEJIbHON JIUTEPaTypHl,

HOPMAaTUBHOTO MaTepHajia u

JIEKINOHHOTO MaTepraa

IIpoBecTu uHTEpHET - HCCNe- PaGora  BHI- 0,5 u.

JIOBaHUS 10  OCHOBHBIM
TCPMHUHAM, BCTPETHUBIIUMCA
MpU U3yYCHUU JAAHHOU TEMBI
W 3aloJHUTh  TJIOCCapUi,
aHanmu3  uHbOpManIMH M3
KapTrorpaMueckux  HCTOY-
HUKOB M MHTepHeTa ¢ npu-
BIIEUCHHEM MaTepHaoB
CMEKHBIX TUCLIHUILUINH

MOJIHSACTCS
MAIIUHOIINC-
HEIM
crocobom

Cpok 7 nHeit

IToaroroBka pedepara Ha
TeMy: «TumnoBoil nepedyeHb
JIOKYMEHTOB, 00pa3yOIIXCs
B JICSTEIBHOCTH KPEAUTHBIX
OpraHu3aLui».

Pabora  BBI-
ITOJTHAETCS
MAaIITHHOITHC-
HBIM
crrocoboMm

1u.
Cpoxk 7 nHeit

OK 2 - OpraHu3oBbIBaTh CO0-
CTBCHHYIO [€ATCIIbHOCTD, Bbl6l/lpaTb
THUIIOBBIE METOJBI M CIIOCOOBI BBI-
MOJTHEHUSI TIPO(eCCHOHANBHBIX 3a-
na4, OLeHUBaTh UX 3()(HEKTUBHOCTD
1 Ka49eCTBO.

OK 3 - IlpuHHMaTth pemnieHus B
CTaHJIapTHBIX U HECTaHAAPTHBIX CH-
TyalMsX M HECTH 3a HHX OTBET-
CTBCHHOCTbD.

OK 4 - OcyuiecTBisiTb MOUCK U
UCHOJIb30BaHUE HHQPOpPMAlNM, He-
06x0auMoit y1st 3)(HEKTUBHOTO BbI-
MIOJHEHUsI TIPO(eCCHOHANBHBIX 3a-
a4, Mpo(ecCHOHANPHOTO W JIMY-
HOCTHOTO Pa3BUTHSL.

OK 5 - Hcnons3oBate uHpOpMa-
HUOHHO-KOMMYHUKAIIUOHHBIE TEX-
HOJIOTHH B PO(ECCHOHAIBHOM Jiesi-
TEJILHOCTH.

OK 8 - CamocTosTenbHO omnperne-
JISTH 337129 IPO(ECCHOHATIBHOTO 1
JMYHOCTHOTO Pa3BHUTHS, 3aHUMATb-
csi caMoo0pa3oBaHUEM, OCO3HAHHO

IUIAaHUPOBATh  IIOBBIIICHWE  KBa-
nudUKALUH.
OK 9 - OpueHtupoBaTbcsi B

YCJIOBUSIX IOCTOSHHOTO M3MCHEHUS
MIPpaBOBOi1 Ga3bl.

IIK 1.1 - OcymectBiusts npodec-
CHOHAJIbHOE TOJKOBAaHUE HOpMa-

YMeThb:

—  0¢OopMIATh JOKYMEHTALHIO B
COOTBETCTBHUHM C HOPMAaTHBHOH 0a-
30, MCTONB3Ysl MH(POPMALUOHHbIE
TEXHOJIOTMM M CPEACTBA OpITeX-
HUKH;

—  HCIONB30BaTh YHU(UIMPOBAH-
HBIE CHCTEMBI JOKyMEHTAIHN;

—  OCYIIECTBISTH XpaHeHue,
IIOUCK JIOKYMEHTOB;
— HCIONB30BaTh  TEIEKOMMYHH-

KallMOHHbIE TEXHOJOTMU B OJIEK-
TPOHHOM JIOKYMEHTO000pOTE;
3HATH:

— OCHOBHBIC IIOHATHA JOKYMCH-
TaIlMOHHOTO 00ECIIeUeHHs yIpaBIie-
HUS;

— OCHOBHBIE 3aKOHOJATEJbHBIC U
HOPMAaTHBHBIC aKThl B oOnacTu
JOKYMEHTAI[HOHHOTO 00eCIIeUeHNs
yIpaBJIeHHUS,

— UeiH, 3aJa4d U [PUHLHUIBI
JOKYMEHTAI[IOHHOTO 00eCIIeUeH s
yIpaBJIeHHUS;

— CHUCTEMbI JOKYMCHTALIUOHHOI'O
obecrieueHns yrpaBJIcHuUS;

— TpeOOBaHUSA K COCTAaBICHUIO U
O(OPMIICHHIO pa3jIMYHBIX BHIIOB
JIOKYMEHTOB;

— ofmue mpaBuia OpraHM3aLNU

Brimonnenue un-
JIMBU1YaJIbHOTO
3aIaHus

Brmonnenue nH-
JUBUYaJIbHOTO
3aJJaHHs

BrimmoaHenue uH-
JIUBUIYaJIbHOIO
3aJaHus

MakcumaJib-
Hasl OlleHKA
5 da10B
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THUBHBIX TPABOBBIX AaKTOB JUIS pea-
JIM3aLlUH 1IpaB rpaxkaaH B cepe rne-

HCHOHHOTO 00ecCIedYeHHsT U COLH-
aJIbHOM 3allUTHL.

[IK 1.2 OcymecTBiiares npuem
rpakJaH II0 BOIPOCAaM IIEHCHOH-
HOTO OOECIIeYeHUsI W COIHAIBHON
3aLIUTHL.

IIK 1.3 PaccmarpuBaTh mnaker
JIOKyMEHTOB Il Ha3HAYEeHHs MEH-
cui, mocobuii,  KOMIIEHCAlui,
JIPYTHX BBIILIAT, @ TAK)KE MEp COIH-
aNbHOM TOANEPKKH  OTHEIBHBIM
KaTeropusiM rpaxaH, HYX-
JTAIOMUMCS B COIUAIBHOM 3aIluTe.

IIK 1.4 OcymecTBiATh yCTaHOB-
JeHue (Ha3HayeHHe, Iepepacuer,
MEPEBOJ]), MHIEKCAIMI0 U KOppeK-
THUPOBKY MEHCHH, Ha3HaueHUe Mo-
coOmid, KOMIIEHCAlMi U APYTHX
COIMANBHBIX BBIIUIAT, HCHONB3YS
nH(POPMAIMOHHO-KOMITBIOTEPHEIE
TEXHOJIOTHH.

IIK 1.6 KoncynbtupoBaTh TIpax-
JaH M IpejcTaBUTeNell opuauye-
CKHUX JIMI] TIO BONpOCaM II€HCHUOH-
HOTro o0ecreyeHus U COLMAIBHOM
3aIIUTHL

paboTEI C JOKYMEHTaMH;
— COBpEMEHHbIC HH(OPMAIHOH-

HbIC TEXHOJIOTHH CO3IaHuUs
IOKyMEHTOB M  aBTOMATH3aILlHN
JOKYMEHTO000pOTa;

— OpraHu3aluio paboThl C 3JIeK-
TPOHHBIMHU JOKyMECHTAMU;

— BHIBl OPITEXHHKH H CIIOCOOBI
€e HCIOJIb30BaHUs B IOKyMECHTAI-
OHHOM O0€CIICUCHNH YIIPABICHUSL.

TEMA 3. COCTABJIEHUE 1 O®OPMJVIEHUE JOKYMEHTOB

W3yduenne  pexOMEHIOBaH- 0,5 u.
HOM OCHOBHOM, JOIIOJIHH- CpOK 3 JH.
TEIbHOI JIUTEPATYPHI,

HOPMAaTUBHOI'O MaTepuaia 1

JIEKLMOHHOT'O MaTepuasa.

IIpoBectu nnTEepHET - Uccne- | Pabora BBIION- 0,5 .
JOBaHUSA o OCHOBHBLIM | HSETCS Cpoxk 7 nHeit
TEPMHUHAM, BCTPETUBILIMMCS | MALLWHOIMC-

IpU U3yYCHUU JAHHOU TEMBI
W 3al0JHWUTh  TJIOCCapHi,
aHanM3 MH(GOPMAIMN C TIpHU-
BIIEUCHHEM MaTepuagoB

HBIM CIIOCOOOM

OK 2 - OpraHuzoBbiBaTh C00-
CTBEHHYIO JEATENLHOCTD, BEHIOUPATh
THUITOBBIE METOABI M CIIOCOOBI BBI-
MOJTHEHUsI TPO(ECCHOHABHBIX 3a-
Jlad, OLEHNBATh WX 3(PdeKTHBHOCTH
1 Ka4ecTBO.

OK 3 - IlpuHumarp peuieHus B
CTaHJaPTHBIX U HECTAHAAPTHBIX CH-
Tyalusix M HECTH 3a HHUX OTBET-
CTBEHHOCTb.

OK 4 - OcymecTBiaTh MOHUCK H
WCTIOJIb30BaHUE HH(POpPMAIH, He-
00xonuMoit st 9)(HEKTHBHOTO BbI-
MOJTHEHUsI MPO(GECCHOHABHBIX 3a-

YMeThb:

—  0QOopMIIATE JOKYMEHTALMIO B
COOTBETCTBHUM C HOPMAaTUBHOM 0a-
301, UCIONB3Ys MH()OPMAIIHOHHEIE
TEXHOJIOTHH U CPEJICTBa OpITeX-
HUKH;

—  HCIOJB30BaTh YHU(HIIIPOBAH-
HBIE CUCTEMBI JOKYMEHTAIUH;

- OCYHICCTBJIATH XpaHEHUE,
ITOUCK JOKYMEHTOB;
- HCIOJIb30BaTh  TCJIEKOMMYHHU-

KallMOHHbIE TEXHOJOIMH B 3JIEK-
TPOHHOM JIOKYMEHTO00O0POTE;
3HATD:

Brmonnenne nH-
JIUBUTYaJbHOTO
3aaHus

BrimosHeHnue uH-
JIMBUYaJIbHOTO
3aJaHus

MakcumaJib-
Hasl OlleHKA
5 da10B
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CMCXKHBIX JUCIHMIIJINH.

ITogroroBka cooOLIEeHHUs Ha
TeMy: «PacmopsanuTenbHbIe
JOKYMEHTBI, TPHHHMACMBIC
KOJUIETHANIBHO: petieHus,
[IOCTaHOBJICHHS,
«JlokymeHTaIus KoOMMepUe-
CKHX MPEIPHUSTHI.

PaGora BbIIOJI-
HSETCS
MAIITHHOITHC-
HBIM CIIOCOOOM

14
Cpok 7 mHei

CocTaBuTh pe3loMe U aBTO-
ouorpaduro.

14
Cpoxk 7 nHeit

a4, Mpo(ecCHOHANBHOTO W JIHY-
HOCTHOTO Pa3BHUTHSL.

OK 5 - Hcnonb3oBate nHpopma-
[[MOHHO-KOMMYHHUKAI[IOHHBIC ~TEX-
HOJIOTUH B IPO(ECCHOHANBHOIT est-
TEJIHOCTH.

OK 8 - CamocTosTeNnsHO omnpese-
JISITH 33/1a9¥ IPO(EeCCHOHATIBHOTO 1
JIMYHOCTHOTO Pa3BHUTHS, 3aHUMATb-
csi caMoo0Opa30BaHUEM, OCO3HAHHO

IJIAHUPOBAThH ITOBBIIIICHHUE KBa-
TUQUKALTAH.
OK 9 - OpueHtupoBaTbcs B

YCIIOBHSIX MOCTOSIHHOTO M3MEHCHUS
MpaBoBOii Oa3bl.

IIK 1.1 - OcymectBists npodec-
CHOHAJIIFHOE TOJIKOBaHHE HOpMa-
THUBHBIX TPABOBBIX AKTOB JUIS pea-
JIM3alMH TIPpaB TPpaxaaH B cdepe me-
HCHOHHOTO OOECIeUeHNsT W COLH-
aJbHOM 3aIUTHI.

INIK 1.2 OcymecTBiars IOpuem
TpakJaH IO BONpPOCaM IIEHCHOH-
HOTO O0ECIIeYeHUsI M COLMAIBHOM
3aIUTHL

I[IK 1.3 PaccmarpuBaTh maxer
JOKYMEHTOB [JIs1 HAa3HAYCHUS IICH-
CHii, TMOCOOMH, KOMIICHCAI[UH,
JIPYTHX BBITLIAT, @ TAKXKE MEP COIH-
IPHOM  TOJMEPXKKH  OTHENBHBIM
KaTeropusiM rpax/aH, HYX-
JTAIOIINMCS B COLMAIIBHOM 3alluTe.

IIK 1.4 OcymecTBasTh yCTaHOB-
JneHue (Ha3HauyeHHe, IIepepacuer,
HIepPEBO/I), MHICKCALUIO ¥ KOPPEK-
THUPOBKY MEHCHI, Ha3HAUYCHHE MO-
coOMid, KOMIIEHCAMiH W APYTHX
COIMAIBHBIX BBIIUIAT, HCHONB3YS
HH(POPMAIMOHHO-KOMITBIOTEPHEIE
TEXHOJIOTHH.

[IK 1.6 KoncynbtupoBaTh TIpax-
JlaH U TIpeJCTaBUTENeH ropuande-
CKHUX JIMI] TO BOINpOCaM IIEHCHOH-
HOTO OOeCTeveHHss W COIHAIBHON
3aIIUTHL

— OCHOBHbBIC IIOHSTHS JOKYyMCH-
TaIMOHHOTO 0GECIIeUeHHs yIpaBie-
HUS;
— OCHOBHbBIC 3aKOHOJATENIbHBIC W
HOPMAaTUBHBIE aKThl B 00JacTH
JOKYMCHTALIMOHHOTO 00ECIeueH s
yIpaBJIeHHUS;

— Uend, 3aJa4d U [PUHLMIIBI
JOKYMEHTAIIMOHHOTO 00eCIeueH s
yIpaBJeHHUS,

— CHCTEMBI JIOKYMCHTALHOHHOTO
obecrieyeHus yrpaBiIeHuUs;

— TpeOOBaHUS K COCTABICHHUIO W
O(OPMIICHHIO pAa3IMYHBIX BHJIOB
JIOKYMEHTOB;

— o0mue mnpaBuia OpraHMU3alLUH
PpaboThI ¢ TOKYMEHTaMU;

— COBpEMEHHbIe HH(OPMAIHOH-

HBIC TCXHOJIOTUH CO31aHusA
JOKYMEHTOB u aBToOMaTu3aluu
I[OKyMeHTOO60pOTa;

— OpraHm3anuio paboTHI C JJIEK-
TPOHHBIMU JIOKYMEHTaMU;

— BHIBl OPITEXHHKH H CIIOCOOBI
€€ UCIIOJIb30BAaHMs B JTIOKYMEHTAllU-
OHHOM 00€CTICUCHNH yIIPABICHUSL.

Brmonnenne nH-
TUBHUIyaTbHOTO
3aJJaHus

Brmonnenne nH-
JIUBUTYaJbHOTO
3aaHus
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TEMA 4. OPTAHU3AIIUA JOKYMEHTOOBOPOTA B YYPEXJEHUN

N3ydyenne  pexoMeHIOBaH- 0,25 u.
HOM OCHOBHOH, JOIOJHH- CpOK 3 JH.
TENbHOU JUTEpaTypHl,

HOPMAaTUBHOTO MaTepHaga U

JIEKITHOHHOTO MaTepuana

IIpoBecTu UHTEPHET - HCCTe- PaGora  BBHI- 0,255 4.

JOBaHMWSA IO  OCHOBHBIM
T€PMUHAM, BCTPETUBIIMMCS
MIPYU U3YYEHUH JAHHOM TEMBI
U 3alOoJHUTB  TJI0CCapHii,
aHanu3 MHGOPMAIMU C TIpU-
BJIEYEHHEM MaTepuanoB
CMCXKHBIX JUCHHUITIINH

MTOJTHAETCS
MAaIIHHOITHC-
HBIM
crocooom

Cpok 7 mHei

IToaroroBka cooOmieHUst Ha
TeMy: «ITonroroska
JIOKYMEHTOB K apXHBHOMY
xpaHeHuro. OpraHnusanus pa-
60TBI apxWBa KOMMeEpue-
ckoro OaHka»; «JKcHepTH3a
LIEHHOCTH JOKYMEHTOBY.

0,5 4.
Cpoxk 7 mHei

OK 2 - OpraHuzoBbBaTh Cc00-
CTBCHHYIO JICATEIILHOCTD, BHIOUPATh
TUTIOBBIC METOJIbl M CIIOCOOBI BHI-
HOJIHEHHUS NPO(ECCHOHAIBHBIX 3a-
Jia4, OIEHUBATh UX 3(PHEKTHBHOCTH
U Ka4eCTBoO.

OK 3 - IlpuHumarte pemieHus B
CTaHIAPTHBIX U HECTAHIAPTHBIX CH-
TyalusXx M HECTH 32 HHX OTBET-
CTBCHHOCTb.

OK 4 - OcyuiecTBisiTh MOUCK U
UCIIONIb30BaHHe HH(OpMAIIUH, He-
00xonuMoit st 3h(GEKTHBHOTO BbI-
MOJIHeHUsI PO eCCHOHANBHBIX 3a-
a4y, npo)eCCHOHANBHOTO W JIMY-
HOCTHOTO Pa3BUTHSI.

OK 5 - Hcnons3oBaTh HHPOpMA-
[MOHHO-KOMMYHHKAIIUOHHBIC TEX-
HOJIOTHH B PO ECCHOHATIBHOM Jes-
TCJIIBHOCTH.

OK 8 - CamocrosiTensHO onpeze-
JSITh 337124 IPO(ECCHOHATBHOTO U
JMYHOCTHOTO Pa3BHUTHsI, 3aHUMAThb-
csi caMo00pa3oBaHUEM, OCO3HAHHO

IUIAHUPOBATh  TIOBBIIICHHE  KBa-
dUKaIUH.
OK 9 - OpueHTHpOBaTBECS B

YCJIOBHSIX HMOCTOSIHHOTO MU3MEHEHHS
MIPaBOBOI1 Oa3bl.

MK 1.1 - OcymectBisate mpodec-
CHOHAJIbHOE TOJIKOBaHME HOpMa-
TUBHBIX HPABOBBIX AKTOB JUIS pea-
JIM3aIAH TIPaB TPaKaaH B cdepe me-
HCHOHHOTO OOeCIeYeHUss M COLU-
QIILHOM 3aIIUTEI.

I[IK 1.2 OcymectBiars npuem
rpakJaH IO BOIPOCaM IIEHCHOH-
HOTO 00ecNeueHuss U COIHMAIBHON
3aIUTHL

I[IK 1.3 PaccmarpuBaTh maKer
JIOKyMEHTOB JUIl HAa3HAYCHUs MEH-
cui, mocoOuii,  KOMIIEHCAlUH,
JIPYTHX BBIIUIAT, @ TAK)KE MEp COIH-

YMeTb:

—  0ohOpMIATh JOKYMEHTALHUIO B
COOTBETCTBHH C HOPMAaTHBHOH Oa-
30M, UCIONB3Ys MHPOPMAIIHOHHBIC
TEXHOJIOTHM W CpEJCTBa OprTeX-
HUKH;

—  WCIOJIb30BaTh YHHU(HIMPOBAH-
HbIE CUCTEMBI JOKYMEHTAIUH;

—  OCYIIECTBISITH XpaHeHue,
MIOUCK JOKYMEHTOB;
— HCIONB30BaTh  TEIEKOMMYHH-

KaIlMOHHBIE TEXHOJIOTHU B DJIEK-
TPOHHOM JIOKYMEHTO000pOTE;
3HATh:

— OCHOBHBIE IOHSTHS JOKYMEH-
TAllMOHHOT'O 00ECTICUeHUsI yIIpaBIie-
HUS;
— OCHOBHBIE 3aKOHOJATENbHBIE U
HOPMAaTUBHBIE aKThl B 00JacTH
JOKYMCHTALIMOHHOTO 00eCIeueHus
yIpaBJIeHHUS;

— UenW, 3aJa4d U [PUHLMIIBI
JOKYMEHTAI[MIOHHOTO 00eCIeueH s
yIpaBIICHUS;

— CHCTeMBI JOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBiIeHuUs;

— TpeOOBaHUS K COCTAaBICHHUIO W
O(OPMIICHHIO pa3IMYHBIX BUJIIOB
JIOKYMEHTOB;

— ofmue mpaBwia OpraHu3alUu
PpaboThI ¢ TOKYMEHTaMu;

— COBpEMEHHble HH(OPMAIHOH-

HBIC TCXHOJIOTUH CO31aHusA
JOKYMEHTOB u aBToOMaTu3aluu
}IOKyMeHTOO60pOTa;

— OpraHW3anuio paboTHI C JJIeK-
TPOHHBIMU JIOKYMEHTaMU;

— BHIBl OPITEXHHKH H CIIOCOOBI
€€ UCIIOJIb30BAaHMUs B JIOKYMEHTAllU-
OHHOM 00€CTICUCHNH YIIPABICHUSL.

Brmonnenne nH-
JUBHUTyaTbHOTO
3aJJaHHUs

Brmonnenne nH-
TUBHUTyaITEHOTO
3aJaHus

Maxkcumain-
HAs OLIEHKA
5 6anoB
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IBPHOH  TOJJIEP)KKH  OTAEIBHBIM
KaTeropusm IpaXiaH, HYX-
JIAIOIMMCS B COLMAIBHOM 3alluTe.

[IK 1.4 OcymecTBIiATs yCTAaHOB-
neHue (Ha3HA4YCHHWE, Iepepacyer,
MIepeBo]]), MHICKCAINI0 U KOppeK-
THPOBKY MEHCHH, Ha3Ha4YeHHE MO-
coOuif, KOMIIEHCalMii W JpYyrux
COIMANBHBIX BBIIUIAT, HCIHONB3YS
MH(POPMALIMOHHO-KOMIBIOTEPHBIE
TCXHOJIOTHH.

[IK 1.6 KoHCynapTHPOBATE Tpax-
aH M TpeACTaBHTENeH IopHIuye-
CKHUX JIMI] TIO BOIpOCaM IIEHCHOH-
HOTO O0eCIieYeHHs] M COLHUAIBHOU
3aIUTHL

TEMA 5. HOMEHKJIATYPA 1 ®OPMHUPOBAHME JEJI. DJEKTPOHHBIN JOKYMEHTOOBOPOT

N3ydyeHue  pexoMeHIOBaH- 0,25 u.
HOM OCHOBHOH, JONOJHHU- CpOK 3 JIH.
TEJIbHON JIUTEPaTypHl,

HOPMAaTUBHOTO MaTepHaia u

JIEKLIMOHHOTO MaTepuana.

IIpoBecTn WHTEPHET - HCCIIe- PaGora BBHI- 0,25 4.

JOBaHMSA IO  OCHOBHBIM
TEpPMHHAM, BCTPETHUBILUMCS
MIPY U3YYEHHUN JAHHOW TEMBI
U 3alOoJHUTh  TIJOccapuil,
aHanu3 MH(GOPMAIMU C TIpU-
BJIICYCHHEM MaTepHaoB
CMEKHBIX TUCUHUIUIMH.

MOJIHAETCS
MaIlAHOIINC-
HBIM
crocooom

Cpoxk 7 nHei

TTogroroBka cooOIIeHNS Ha
TeMy: «TpeboBanust K
(hopMHUpPOBaHHUIO JCT.

PaGora  BbI-
MTOJTHSIETCS
MAIIIHHOIIKC-
HEIM

1 g
Cpok 7 mHei

OK 2 - OpraHuzoBbIBaTh €00-
CTBEHHYIO JESTENbHOCTh, BHIONpATh
THUIIOBEIE METOJBI M CIIOCOOBI BBI-
HOJHEHHs NPO(ECCHOHANBHBIX 3a-
Jla4, OIEHUBATh UX 3(PHEKTHBHOCTH
1 Ka49eCTBO.

OK 3 - IlpuHuMmartpe pemieHus B
CTaH/IapTHBIX U HECTAHAAPTHBIX CH-
TyanusAX M HECTH 3a HHX OTBET-
CTBEHHOCTb.

OK 4 - OcyuiecTBisiTb MOUCK U
UCIIONB30BaHNe HH(OpMaIMU, He-
00x0auMoit 11st 3h(GEKTHUBHOTO BbI-
TIOJTHEHUSI TIPO(eCCHOHANBHBIX 3a-
a4, Mpo(ecCHOHANPHOTO W JIMY-
HOCTHOTO Pa3BUTHSL.

OK 5 - Hcnonw3oBaTh WHPOpMA-
[MOHHO-KOMMYHUKAI[OHHBIE TeX-
HOJIOTHH B PO(ECCHOHAIBHOM J1esi-
TEJIbHOCTH.

IIK 1.1 - OcymectBists npodec-
CHOHAJIbHOE TOJIKOBaHWE HOpMa-
THUBHBIX NPABOBBIX AKTOB JUIS pea-
JIM3aIMH TIPaB TPaKaaH B cdepe me-
HCHOHHOTO OOECIeUeHUs M COLH-
AJIBHOM 3aIUTEI.

IIK 1.2 OcymecTBuars nOpuem

YMETh:

—  0ohOpMIIATh JTOKYMEHTALHIO B
COOTBETCTBHH C HOPMATHBHOH 0a-
30i, UCIONB3YsS MHPOPMAI[HOHHbIC
TEXHOJIOTMM W CpEJCTBA OprTeX-
HUKH;

—  WCIOJIb30BaTh YHU(HIMPOBAH-
HbIE CUCTEMBI JOKYMCHTAIUH;

—  OCYIIECTBISITH XpaHEeHue,
TIOUCK JOKYMEHTOB;
— HCIOIB30BaTh  TEIEKOMMYHH-

KallMOHHBIC TEXHOJOIMH B 3JICK-
TPOHHOM JJOKYMEHTO000pOTE;
3HATD:

— OCHOBHbBIC TIOHATHS JOKYyMCH-
TalMOHHOTI0 00eCIIeueHNs yIpaBIie-
HUS,
— OCHOBHbBIC 3aKOHOJIATCIIbHBIC W
HOPMATHBHBIC aKThl B oOOJacTH
JOKYMEHTAI[MIOHHOTO 00eCIeueH s
yIpaBJeHHU;

— UenW, 3aJa4d U [PUHIMIIBI
JOKYMCHTAILIMOHHOTO 00ECIeueH s
yIpaBJeHHS,

— CHCTEMBI JOKYMEHTAIHOHHOTO
o0ecrieueHns yrpaBJIeHuUs;

— TpeOOBaHUS K COCTAaBJICHUIO U

Brmonnenue nH-
JUBUYaJIBHOTO
3aJJaHus

BrmonHenne nH-
JIUBHUIyaTbHOTO
3aaHAs

Brmonaenne nH-
JUBUYaJIbHOTO
3aaHAs

MaxkcumaJinb-
Has OLIEHKA
5 6aj10B
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crrocobom

rpaXJaH IO BOIPOCAM IIEHCHOH-
HOTO 00ecIeueHuss U COIMABHON
3aIUThI.

I[IK 1.3 PaccmarpuBaTh maKeT
JIOKyMEHTOB Il Ha3HAYECHUs MEH-
cui, mocoOuii,  KOMIIEHCAlHUH,
JIPYTHX BBIIUIAT, @ TAK)KE MEp COIH-
IBPHOM  TOJJIEP)KKH  OTAEIBHBIM
KaTeropysiM rpaxaH, HYX-
JIAIOMUMCS B COIMANIBHOM 3alluTe.

IIK 1.4 OcymecTBisATh yCTaHOB-
neHue (Ha3Ha4YeHHE, IIepepacder,
MEPEeBO]), MHACKCAIMI0O M KOPPEK-
THUPOBKY MEHCHI, Ha3HauCHUE MO-
coOMid, KOMIIEHCAMH U JPYTHX
COIMANBHBIX BBIIUIAT, WCHOJB3YS
HnH()OPMAIIMOHHO-KOMITBIOTEPHEIE
TEXHOJIOTHU.

I1K 1.6 KoncynbTHpoBaTh Tpax-
JaH U TIPEICTaBUTENEH [opHande-
CKHX JIHI] TIO BOIpOCaM II€HCHOH-
HOTO OOECIIeYeHUsI W COIHAIBHOM
3aIIUTHL

0o(hOPMIIEHHIO Pa3INMYHBIX BHUJIOB
JIOKYMEHTOB;

— ofmue mpaBwia OpraHu3alUu
PpaboThI ¢ TOKYMEHTaMU;

— COBpEMEHHble HH(OPMAIHOH-

HBIC TCXHOJIOTUH CO31aHusA
JOKYMEHTOB u aBTOMaTHU3aluu
}IOKyMeHTOO60pOTa;

— OpraHHM3alui paboThl C 3JIeK-
TPOHHBIMHU JJOKyMEHTaMU;

— BHIBl OPITEXHHKH H CIIOCOOBI
€€ HCIOJIb30BaHMs B JOKYMEHTAIU-
OHHOM 00€CIeYCHUH YIPaBICHHUS.

TEMA 6. HOAI'OTOBKA JAEJI K HOCJIEAYIOIEMY XPAHEHHWIO U UCITIOJIB30OBAHUIO
N3yueHne  peKOMEHIOBaH- 0,25 4. OK 3 - IIpuHHMATh pelIeHus B YMETh: Bemonnenne nH- | Makcumalb-
HOM OCHOBHOH, JOIOJIHH- CpOK 3 JIH. CTaHJApPTHBIX M HECTAHIAPTHBIX CU- | —  0QOPMIATL JOKYMEHTAlMIO B JUBUAYaIBHOIO Had OLlEHKA
TEILHOH JMTEpaTypHl, Tyamisix 1 HCCTH 33 HUX OTBCT- COOTBETCTBHH C HOPMATHBHOW 0a- 3aaHus 5 6annoB

HOpPMAaTHUBHOI'O MaTcpuajia u
JICKIIMOHHOI'O MaTepuaja.

CTBEHHOCTb.

OK 4 - Ocy1ecTBisATh IOUCK U HC-
NOJIb30BaHKE HHPOPMAIHH, HE00-
XOAUMOH 11 3 PEKTUBHOTO BEI-
MOJTHEHUsI TPO(ECCHOHABHBIX 3a-
JIia4, Tpo(heCCHOHAIBHOTO H JINY-
HOCTHOTO Pa3BUTHSI.

OK 5 - Ucnonp3oBath nHGOpMAanm-
OHHO-KOMMYHUKAIIHOHHBIC TEXHO-

JIOTUH B PO eCcCHOHANBHOI fesi-

301, UCIONB3YsS MH)OPMAIIHOHHEIE
TEXHOJIOTMU M CPEACTBA OpITeX-
HUKH;

—  HCIOJIb30BaTh YHU(HIMPOBAH-
HBIE CUCTEMBI IOKYMEHTAlNY;

—  OCYHICCTBJIATH XpaHCHUE,
TIOUCK TOKYMEHTOB;
- HUCIIOJBb30BAaTh  TEJICKOMMYHHU-

KaIMOHHBIC TEXHOJOTWH B OJIEK-
TPOHHOM JJOKYMEHTO000pOTE;
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IIpoBectu nnTEepHET - Uccne- | Pabora BBIION- 0,25 u.
JOBaHUSA o OCHOBHBLIM | HSETCS Cpoxk 7 nHeit
TEPMHUHAM, BCTPETHUBIINMCS | MAIIHHOIIHC-

MIpY U3yYCHUH JaHHOW TEMBI | HBIM CIIOCOOOM

W 3alONHUTH  TIIOCCApHH,

aHanmu3 WHQOPMAINK C TPH-

BJICUEHHUEM MaTepHasoB

CMEKHBIX TACIMILINH.

IToaroToBka coobmenus Ha | Pabota BbIMOII-

TeMYy: «Pabora ¢ | HseTcs

KOH(HUICHIIHATHHBIMH MAaIIUHOIIUC- 0,5 4.
JIOKyMEHTaMu», «Pabora | HBIM ciocoOOM Cpoxk 7 nHeit

cekperaps Mo Oe3JOKYMEHT-
HOMY 00CITY’KUBaHHUIO)

TEJIHOCTH.
OK 8 - CamocTosTensHO onpene-
JISIT 3372491 PO(ECCHOHATBHOTO U
JMYHOCTHOTO Pa3BUTHSA, 3aHIMATh-
cs1 caMo00pa3o0BaHNEM, OCO3HAHHO
IUTAaHUPOBATH TTOBHIIICHHE KBa-
TUQUKALTAH.

OK 9 - OpuenrupoBatbcs B
YCIIOBHSX OCTOSTHHOTO M3MEHEHHUS
MIPpaBOBOi1 Ga3bl.

K 1.1 - OcymectBisaTh npodeccu-
OHAIILHOE TOJIKOBAaHNE HOPMATHB-
HBIX TIPABOBBIX aKTOB JJISI pean3a-
IIUHY TIPaB TPaXaaH B chepe MeHcH-
OHHOTO 00ECTIeYeHHS ¥ COIINAITb-
HOM 3aIUTHL.

IIK 1.2 OcymecTBnaTs npuem
TpakJiaH 10 BOIPOCaM MEHCUOH-
HOT0 00ecreueH s U COLUaIbHON
3aIUTHL

[IK 1.3 PaccmarpuBaTh makeT
JIOKyMEHTOB JUISl HA3HAYEHHS ITCH-
CHIA, TOCOOU, KOMIICHCAI[HIA,
JIPYTHX BBIILUIAT, @ TAK)KE MEp COLH-
AIBHOM OAIEPKKH OTIEITBHBIM
KaTeropHsM rpaskiaH, HyX-
JTAIOIINMCS B COLIMANIBHOM 3alluTe.
[IK 1.4 OcyuiecTBIsATh yCTaHOB-
JeHue (Ha3HaueHue, mepepacter,
TIepeBO/T), MHICKCAIHIO H KOPPEK-
THPOBKY IIEHCHI, Ha3HAYCHHUE TI0-
co0uil, KOMIIeHCalUit U IPYTruX
COIHAJIBHBIX BBITUIAT, HCIIOJIB3YS
HnH()OPMaIMOHHO-KOMITBIOTEPHbIE
TCXHOJIOTHH.

I[IK 1.6 KoHCynbTHpOBaTh Ipax-
JlaH ¥ TpecTaBuTeNel lopuande-
CKUIX JIHI] IT0 BOIIPOCAM ITEHCHOH-
HOTO 00eCIeYeHHs i COINaIbHON
3aIUTHL

3HATD:
— OCHOBHbBIC IIOHATHS JOKYyMCH-
TALMOHHOTO 00ECIICUCHHs YIIpaBie-
HHS;

— OCHOBHbBIE 3aKOHO/ATENIbHBIE M
HOPMAaTHBHBIC aKThl B oOiacTu
JOKYMEHTAIIMOHHOTO 00ECIeueH s
yIpaBJeHHUS,

— UenH, 3aJa4d W [PUHIHUIBI
JOKYMEHTAIIHOHHOTO 00ECIeueH s
yIpaBJeHHUS,

— CHCTEMBI JIOKYMEHTAIHOHHOTO
obecrieueH s yIpaBJIeHHs;

— TpeOOBaHUS K COCTABICHHIO W
O0(OPMIICHHIO Ppa3IMYHBIX BHJIOB
JIOKYMCHTOB;

— ofmue mpaBuia OpraHU3aINH
paboThI ¢ JOKYMEHTaMH;

— COBpEeMEHHbIC HH(OPMAIMOH-

HBIC TEXHOJIOTUH CO3JaHuUs
JOKYMEHTOB M  aBTOMAaTH3allUu{
JIOKyMEHTO000pOTa;

— OpraHu3aluio paboThl C 3JIeK-
TPOHHBIMHU JOKYMEHTAMU;

— BUJBl OPITEXHUKH U CIIOCOOBI
€€ HCIOJIB30BaHus B JOKyMEHTAIH-
OHHOM O0€CTICUeHNH YIIPABICHUSL.

BrmmosHeHnue uH-
JIMBUYaJIbHOTO
3aJaHus

Brmonnenne nH-
B IyaTbHOTO
3aJJaHHs
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