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1 OBIIA S XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMEI VUEBHOU

JTIACLIATUIAHBI

OI1.05. lokyMeHTAaMOHHOE O0ecreYeHue yIpaBJIeHUs

1.1. MecTo AuCUMILINHBI B CTPYKTYpe OCHOBHOI NIPO()ecCHOHAIBHOM
Pa6ouast mporpamma yuebnor mucummuinabl OI1.05 «JlokymeHTanroHHOE oOecrieueHne
yIpaBJICHUS SABISETCA YacCThIO OCHOBHOHM mpodeccroHaibHOM 00pa30BaTeNbHON MPOTpaMMbl B
cootBercTBUU ¢ ®I'OC CIIO no criermanbaoctr 21.02.05 3emMenbHO-UMYIIIeCTBEHHBIC OTHOIIICHUSI.
JucuumimHa sBisercss o0ImenpopecCuOHaIbHOH U OTHOCUTCS K MPO(ECCHOHATHLHOMY

IUKITY.

Ocoboe 3HaueHne TUCIMITIMHA uMeeT pu popmuposanuu 1 pazsutuu OK 1-OK 10, ITK

1.1-1IK 1.5, 11K 2.1-T1K 2.4.,I1K 3.1-I1K 3.5, [IK 4.1-I1K 4.6

B cnyuae nucranunoHHoro oOydeHus JaHHasi pabodas mporpaMma INpUMEHHMA. 3alucu
BUJICOYPOKOB MOTYT Pa3MeIIaThCsl HAa OUIMAIBHOM CaiiTe TEXHUKYMa, B IPYIIax COLUAIbHBIX
CeTell, mepechlIaThCs M0 JIEKTPOHHOM MOYTE, a TaKKe C MOMOIIbIO Ipyrux cpeacts HTepHeT-
KoMMyHUKauid. [losicHenus k pabore oOydaromuxcs HaJ 3aJaHUSIMU MOTYT IIPOBOJUTHCS BO
BpeMsi OH-JIaH ypokoB Ha matdopme ZOOM, Buaeo3anuceil ypokoB, KOTOpbIE TOXKE MOTYT
pasmenatbes B IHTEepHETE, ¢ MOMOILBIO PA3IMYHbIX IHTepHET-KOMMYHUKALIUH.

1.2 Henu u 327244 y4eOHOIM TUCHUILINHBI — TPeOOBAHUSA K pPe3y1bTaTaM 0CBOECHHS
yueOHOH TUCUMILUINHBI:

Kon YmMmenusa 3HaHUs
I1K, OK, JIP
OK 1-OK 10 1) opopmisiTe  JOKyMmeHTaruio B | 1) MOHATHE, IIEIW, 3ajJadyd |
[NIK 1.1-IIK 1.5 | cooTBeTCTBMM €  HOPMATHUBHOM | MPUHIIMIIBI JEIONPOU3BOJICTBA;
[IK 2.1-[1K 2.4 | 6a30ii, ucromb3ysi HHPOPMAILIHOHHBIE | 2) OCHOBHBIE MIOHATHS
IIK 3.1-IIK 3.5 | TexHONOTHUY; JTOKyMEHTAIMOHHOTO obecrieuenus
[IK 4.1-TIK 4.6 | 2) ocyliecTBIATh  aBTOMATH3AIUIO | YIPABICHHS,
JIP 1-JIP 27 00pabOTKH JOKYMEHTOB; 3) CUCTEMBI  JIOKyMEHTALlMOHHOTO
3) yHUHIPOBATH CHCTEMBI | oOecreueHus ynpaBiIeHus;
JOKYMEHTAIUH; 4) KJIaCCHU(UKAIIUIO IOKyMEHTOB;
4) OCyLIECTBISTh XpaHEHHE M MOUCK | 5) TpeOOBaHUS K COCTaBJICHUIO U
JIOKYMEHTOB; 0(pOpPMIIEHHUIO TOKYMEHTOB;
5) ocymiecTBIsTh  aBTOMATH3alHIO | 6) OpraHU3aLHIo

00pabOTKH JOKYMEHTOB;

6) KCIIOIBE30BaTh
TEJICKOMMYHHUKAIIHOHHBIC
TEXHOJIOTUU B AIIEKTPOHHOM
JIOKyMEHTOO000POTE;

JIOKYMEHTO00OpOTa: TpHeM, 00paboTKY,
pPETUCTpAIUIO, KOHTPOIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYPY eIl

1.3 Kosin4ecTBO 4acoB Ha OCBOEHHE Padoyeii MPOorpaMMbl Y4eOHOH TUCIUTLIHHBI:
MaKCHUMaJIbHON yueOHOH Harpy3ku oOyuaromierocs 72 yaca, B TOM YHCIIE:
00s13aTeNTbHOM ayIUTOPHOM y4eOHOM Harpy3ku oOydarorierocst 48 gacos;
CaMOCTOSITeNIbHOU paboThl o0yuaromerocs 24 yaca.



http://ivo.garant.ru/document?id=70458310&sub=210205

2.CTPYKTYPA Y COAEP)KAHUE YYEBHOM JUCITATIIUHBI
2.1. O0beM yueOHOI JMCHUIIJIMHBI M BH/ABI Y4e0HOil padoThI

Bujbl yueOHol padoThl

O0BeM B yacax

1 2
O0bem o00pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHOM THCHUIIHHBI 72
B 1.4 006s13aTesibHAs ayAUTOPHAsI YUeOHAasi HATPY3Ka (Bcero) 48
B TOM YHCIIE:
TEOPETUIECKOe 00ydeHUE 28
ngabopaTopHbIe paboThI (eciu npedycmompeno)
MIPaKTUYECKUE 3aHATUS (eciu npedycMompeHo) 16
KypcoBas paboTa (IpOeKT) (eciu npedycmompero 0is
cneyuanibHocmetl)
KOHTPOJIbHAsI paboTa (eciu npedycmompeno) 4
CamocrosiTe/ibHasi padoTa o0yuaruierocs (Bcero) 24
IIpome:xkyTouyHas arrecTanus JudppepeHupoBaHHbIN

3auer




2.2. TemaTH4ecKHUil IVIAH H COJlep:KaHNe y4eOHOH AMCHMIIMHBI «/loKyMeHTannoHHOe o0ecneyeHre yIpaBJIeHHsD)

HaumeHoBaHue pa3aesioB Copep:xaHue y4eOHOTr0 MaTepHuaJia, NPaKTHYECKOe 3aHATHE, CAMOCTOSITeIbHAA Pad0Ta CTY/IEHTOB O0bem OcBausB
H TEM yacoB aeMbIe
3JIeMEeHT
bl
KoMIieTe
HUMI
Pasnea 1. JlokymeHTHpPOBaHMe YIIPaBJIeHYECKOI 1esiTeIbHOCTH. CHCTEeMBbI JOKYMEHTALlNH. 22/10/18
Tema 1.1. Coaeprxanue yueOHOro MaTepuasa
Hcropus pa3sBuTid, |1 | O6beKT, Helb u3yueHus, npeamer, poiib JJOY B nestenbHOoCTH Opranu3aunu. OCHOBHBIE MOHSTHS 2 OK 1-
COACPKAHUC U JIOKYMEHTAllMOHHOT0 o0ecnieueHus ynpasiaeHusi. OCHOBHBIE XapaKTEPUCTUKHU 3TAIIOB PA3BUTHS OK 3,
OCHOBHBIC 3a/1a91 JIeTIONTPOU3BOJICTBA OK10,
JIOKYMEHTAIllMOHHOT'O K 1.5,
obecrniedeHus MK 2.2.-,
YIpaBJIEHUS. K 3.1-
3.3
JIP 1, JIP
4
IIpakTnyeckoe 3ansATHE -
CamocrosiTeibHas pabora
1.U3yuyenne u koHcmekTtupoBaHue ocHOBHBIX acnektoB ['OCT P 7.0.97-2016 «Cucrema cTtaHaapToB IO 2
nHpopmanyu, ONOINOTEUHOMY M M3AATEIbCKOMY Aeny. OpraHu3alnoHHO-PACOpAIUTeNIbHAsA JOKYMEHTAIHS.
TpeboBanust K 0pOPMIICHHIO IOKYMEHTOBY
2.PaboTa ¢ TEpMHHOJIOTHYECKAM cJioBapeM. HailTh 1 3aKOHCIEKTHPOBATH TOHSATHS: «IOKYMEHTa, 2
«JTOKYMEHTHPOBAHUSY, «IOKYMEHTAI[MOHHOI'O 00ECTICUEeHNUs YIIPABICHU.
Tema 1.2. Conep:xanue yueOHOro MaTepuania
HopmarusHo- OK 1-
MeToanvecKas Oaza OK 5,
JA0Y. 1 | [lonsTue HopmaTuBHO-MeToaMueckoi 6a3bl IOV, ee coctas. ['ocynapcrBennas cuctema J10Y. 1 [IK 1.3
JIP 1, JIP
2
2 | llonarue «cTaHmapTU3AMM» U «YHUPHUKAIMU»I0KyMEeHTOB. TpeboBanus Kk pazpaboTke 1 OK 1-




YHH(PUIHPOBAHHBIX ()OPM TOKYMEHTOB, X KJacCu(pUKaIUI

OK 5,

IIK 1.3
JIP 1, JIP
2
OK 2-
OK 4,
3 locynapcTBennble yHH(DUUIMPOBAHHBIE CHUCTeMbI JoKyMeHTanuu. OOmepoccuiickue Kiaccu(uKaTopsl OK 5,
JIOKYMEHTaIlUU [IK 1.4
JIP 5, JIP
10
Kountpoabsnas padora Ne 1 o temam 1.1, 1.2
IIpakTHYeckoe 3aHATHE
CamocrosiTesibHas padora
Pabora ¢ HOpMaTHBHBIMU aKTaMu. V3ydeHne OCHOBHBIX acIeKTOB JOKyMeHTa «I ocyaapcTBEHHAs cHCTeMa
JOKYMEHTAIMOHHOTO o0ecrieueHus ynpasieHus. OcHoBHbIE NonokeHus. O01ue TpedoBaHus K JOKYMEHTaM U
ci1y»k0aM JOKYMEHTAIIMOHHOT'0 00eCceueHus»
Tema
1.3.Knaccnduxanms Coaep:kanue y4eGHOro MaTepuaia
JOKYMEHTOB.
OcHoBHbIE OK 1-
TpeOoBaHUs K
. OK 5,
COCTaBJICHUIO U Knaccudukanus nokymentoB. CBoiicTBa U (YHKIIMH TIOKYMEHTa. MecTo 1 poJib TOKYMEHTOB B K 1.5
oopmienuro 1 | ynpaBneHuu Ha COBpeMEHHOM 3Tare. TpeboBaHus K 0(hOpMIICHHIO TOKYMEHTOB. Y HUPUIIMPOBAHHAS 1 4' '
JIOKyMEHTA. CHCTEMa OpraHU3AI[MOHHO-PACTIOPSAIUTEIHLHON TOKYMEHTAIINH JIP 7, JIP
5
IK 1.3-
[IK 1.5,
2 [HonsTHS «peKkBU3UTY, «hopMyIIsip-o0paszery. PEKBU3NTHI JOKYMEHTOB, TPEOOBaHUS K UX 0)OPMIIEHUIO. OK 10
bnank nokymeHnra, TpeboBaHus kK HeMy. CTpyKTypa JOKyMEHTa P 6. JIP
7,J1IP 11
OK 1-
IIpakTnueckoe 3ansaTue Nel«Pa3paboTka O1aHKa TOKYMEHTa. OKf ,5HK
JIP 7, JIP




10

KonTtposabnas padora

CamocTrosiTesbHasi padoTa

PaGora ¢ HopmaTuBHBIMU akTaMu. M3ydenne ocHoBHBIX actiekToB ['OCT P 7.0.97-2016. HarmonanbsHbIi
crannapt Poccuiickoit denepanuu. Cuctema cranaapToB 1Mo HHGoOpMauu, ONOIMOTEUHOMY U U3AATEILCKOMY
neiry. OpraHu3anoHHO-pacTIOPsANTEIbHAS JOKyMeHTanus. TpedoBaHus K 0pOpMIICHUIO JOKYMEHTOB (YTB.
[Tpukazom Poccranmapra ot 08.12.2016 N 2004-cT)

Tema 1.4. Coaep:xkanue yu4eGHOro MaTepuaia
OcHOBHBIE BUIbI OK 2-
OpraHU3alOHHO- OK 5,
PaclopsAaUTEIbHBIX | 1 | Buapl ynpaBIeHUYECKHX JOKYMEHTOB, 0COOEHHOCTH COCTABICHUS U O()OPMIICHUSI. K 1.3
JIOKYMEHTOB JIP 3, JIP
15
OK 1-
. OK 4,
2 Cucrema pacnopsiAMTEIbHOW JIOKyMEHTaUMW. Buiapl OpraHu3allMOHHBIX U PacloOpsAUTEIbHBIX K 1.5
JIOKYMEHTOB. P 11,
JIP 13
KountpoasHas padora Ne 2 o reme 1.3
OK 5,
OK 10
IIpakTnuyeckoe 3ansitue Ne 2 «Pa3paboTka u opopmiIeHUE pacTioOpsIUTEIbHON TOKYMEHTALIUN [IK 2.4,
[IK 3.4,
1K 4.6
JIP 5
CamocrositeibHas padora
CocTaBuTh cxeMy KjacCU(UKALUK BUJOB YIIPaBIEHYECKUX JOKYMEHTOB
Tema 1.5. Coaep:xanue y4eOHOro MaTepuasa
JlokyMeHTaIus 1mno IIK 2.2,
JUYHOMY COCTaBY OK 10
1 OcoOenHocTH cocTaBieHUs U 0OpMIIEHHS TOKYMEHTAlUU 10 JUYHOMY cOcTaBy. Buibl noKymeHTanuu OK 4’
110 IUYHOMY COCTaBY JIP 14,
JIP 16




OKS5, OK

10, OK
IIpakTunyeckoe 3ansiTue Ne3 «Pazpabotka n opopmieHne TOKyMEHTALNUH 110 JINYHOMY COCTaBY» 4, IIK
1.3
JIP 14,
JIP 17
KonTpoabHasi padora
CamocrosiTeibHas pabora
CocraBieHue MpHKa30B O IpueMe Ha paboTy, Ha OTIYCK, Ha KOMaHIMPOBKY, Ha YBOJbHEHHUE IIO
UHUBUAYAIbHBIM KapTOUYKaM
Tema 1.6. Coaep:kanue y4eGHOr0 MaTepuaia
CrpaBouHo- K 2.2,
MH(pOPMalLMOHHBIE K 1.1-
JIOKYMEHTBHI. . I[IK 1.4,
1 Cucrema  nMH(pOPMAILMOHHO-CIIPAaBOYHOM  JOKyMEHTalMH. Bujasl  uMHPOpMalMOHHO-CIIPABOYHBIX OK 10,
JIOKYMEHTOB OK 5
JIP 15,
JIP 17
K 2.2,
OK 2-
IIpakTnuyeckoe 3ansitue Ne 4 «Pa3pabotka u opopmiieHre HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOBY OK 6,
K 1.3
JIP14,
JIP 21
KonTtpouabnas pa6ora
CamocrositeibHas padora
IK 2.1-
2.4,0K
Tema 1.7. 10,
JlokymeHTanust 1o 1 OcoOenHocTu cocTaBieHus: W odopmieHUS HH(DOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JI€I0BOI OK 4,
3€MEJIbHO - KOPPECTIOHICHLIUH. OK 5-
MMYIIECTBEHHBIM OK7
OTHOIIICHUSIM JIP 12,
JIP 21




KonrtpoanHas padora Ne 3 mo teme 1.5 1
2 ‘ JIOKyMEHTBHI 110 3€MEJIbHO - UMYIIECTBEHHBIM OTHOIICHUSM 2
2 K 2.1-
24, 0K
10,
IIpakTuyeckoe 3ansaTue Ne 5 «Pa3pabotka u odopmiieHne nenoBoil kKoppecnoHaeHnuu. CocTaBiIcHHE OK 4,
JOKYMEHTOB I10 IPO()eCCHOHATBHOM IeATETLHOCTI OK 5-
OK 7
JIP 15,
JIP 20,
JIP 22
CamocrosiTesibHas padora 2
CocraBiieHre A0roBOpa KYIJIM — IPOJaKU KBApTUPHI 10 MHANBHUAYAJIbHBIM KapTOUYKaM
Paznea 2. Opranusanus padoThl ¢ JOKYyMeHTAMHA 6/4/6
Tema 2.1. Cojaeprxanue yueOHOro MaTepuasia
Tumopas 2 IIK 2.1-
TEXHOJIOTUS 2.4,
OpraHu3aIu IIK 3.1-
JTOKYMEHTO000pOTA. 3.5,
Kondunennuansaoe 1 Opranuzanuu paboThl ¢ JOKyMEHTaMH. JJoKkyMeHTO000pOT, MPUHLMIBI ero opranu3auuu. [Ipoxoxaenue OK10,
JeTOTIPOU3BOICTBO. U TIOPSZI0K UCIIOJIHEHUS BXOJSIINX JOKYMEHTOB. OK 1-
OK 3,0K
5
JIP 8, JIP
9
2 OK 1-
OK 5
[IK 2.4,
2 | [IpoxokaeHre UCXOMAIINX ¥ BHYTPEHHUX TOKYMEHTOB. [IK 3.4,
1K 4.6
JIP 8, JIP
9
IpakTuyeckoe 3ansaTue Ne 6 «Opranuzanus T0KyMEHTOO00POTa» 2 OK 1-
OK 5
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K 2.4,
[1K 3.4,
[IK 4.6
JIP 1, JIP
25
KounrpoJabsHnas padora -
CamocrosiTe/ibHasi padoTa CTy/IeHTa 4
[ToaroroBka pedepaToB Ha OAHY U3 MPEITIOKEHHBIX TEM:
1. J1okyMEeHTOOOOpOT: MPUHIIUITHI OPTAHU3AIMH, OCHOBHBIC JTAIIbI.
2. KondunenuumanbHOe AETONPOU3BOACTBO U oopMiIeHHE rpuda OrpaHUUEHHUs JOCTYyMa K JIOKyMEHTY.
3. Pabota ¢ BXOIAIIMMU, UCXOSAIIMMH U BHYTPEHHUMH JTOKYMEHTaAMH
4. Pabora ¢ uH(GOPMAIIMOHHO - CIPABOYHON M CPOKOBOH KapTOTCKOM
5. JIOKyMEHTHI IO 3€MENbHO - UMYIIECTBEHHBIM OTHOLICHUSIM
Tema 2.2. Coaep:xanue yueOHOro MaTepuaJia
®opMHpOBaHUE U 2 OK 3,
XpaHeHue Jedl. OK 4,
[IK 1.3,
1 [Tonsatust «<HoMeHKIIaTypa aem», «aeno». CocraBlieHre HOMEHKIATYpPHI aei. DopMupoBaHue U K 2.3,
odopMIICHHE JIE. IIK 3.1-
3.3
JIP 26,
JIP 27
2 OK 1-
OK 5,
[IK 1.4,
2 Opranu3zanus TeKymero (OrnepaTuBHOIO) XpaHEeHUs J1e. DKCIepTU3a 1EHHOCTH JTOKYMEHTOB. Pabora ¢ K 2.2,
KOH(UICHIIMATEHBIMUA JOKYMEHTaMHU IIK 4.2,
K 4.5
JIP 13,
JIP 16
2 [IK 1.3,
IIpakTnueckoe 3ansaTue Ne 7 «Cocrapnenue 1 opopMiIeHHE HOMEHKIATYPbI €. [IK 1.4,
[IK 4.6,
OK 1-
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OK'5
JIP 18,
JIP 25
KoHnTpoJibHas padoTa -
CamocTrosiTesibHast padoTa 2
PaGota ¢ TepMHHOJIOTMYECKUM CJOBApEM: HAWTH U 3aKOHCIIEKTHPOBATH IMOHITUS: HOMEHKIIATypa Jiel, JeIO,
KOH(UICHIIMATBHOCTh, KOMMEpUYECKas TallHa
Paznes 3. Tema 3.1 | Conep:kaHue y4eOHOro MaTepuaJa 4/2/0
ABTOMATH3ALNSA 1 IIK 2.2,
npoueccos JJOY. IIK 3.1-
1K 3.4
1 BHeZIpeHI/Ie CHUCTCMBI 3JICKTPOHHOTI'O I[OKyMeHTOO60pOTa Ha OpCAIIPUATHH. OpFaHI/I?,aIII/IFI OK 4
JIOKYyMEHTOO0O0POTA C UCIOIb30BAHUEM CPEJICTB TEICKOMMYHHKAIIUH OK 1 O
JIP 5, JIP
27
KonrtpoabHas paéora Ne 4 o teme 2.2 1
2 OK 2-
OK 7,
MK 1.1,
IK 2.1,
N IK 2.4,
IpakTuueckoe 3ansitue Ne 8 «DJICKTPOHHBIN JOKYMEHTOO00POT K 3.4
IK 4.6
JIP 17,
JIP 24,
JIP 26
JudepeHIMpOBaHHBIH 3aUeT 2
CamocrosiTesibHas pabora -
Bcero 72
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3.  YCJIOBUS PEAJIM3AIIAU YUYEBHOM JUCIHUATLJINHBI
3.1. TpeOoBaHMA K MAaTePHAJBHO-TEXHHYECKOMY 00ecIeYeHH IO

Peaymzanmss  mporpamMmbl  JUCHMIUIMHBI  TpeOyeT  Hauuuus  y4eOHOro  KaOuHera
JOKYMEHTAIMOHHOTO 00eCTIeYeHHSs yTIpaBICHUS;

JIaboparopun MHGOPMAITMOHHBIX TEXHOJIOTUH B MPO(HECCHOHAIBHOM JeSITETbHOCTH.
O6opynoBanue yueOHOT0 KabUHeTA!
- MeOeb IS opraHuzanyu padoyero MecTta NpenojaBaTeis; OpraHu3alu pPadoYMX MeECT
00yYaromuXcst; Uil OpraHu3aliy NCII0Ib30BAHMUS alapaTyphl.
- KOMILUIEKT 3aKOHO/IATEIBHBIX 1 HOPMATHBHBIX JJOKyMEHTOB;
- KOMIUIEKT YHU(HUIIMPOBAHHBIX POPM JTOKYMEHTAIINH;
- KOMILUIEKT Y4eOHO-METOAMYECKON JOKYMCHTAIHH;
- KOMIUIEKT 00pa31ioB 0()OpMIIEHHBIX TOKYMEHTOB,;
- KOMILUIEKT Y4eOHO-METOAMYECKIX MaTePHAJIOB.
O6opynoBanue maboparopun U paboUnX MECT JTadbOpaTOpUH:
- KOMIIBIOTEPBI
- IPUHTEP
- IporpaMMHOE 00ecrieueHue 00IIero Ha3HAYCHUS
- KOMIUIEKT Y4eOHO-METOAMYECKON JTOKYMEHTAIHH.
-aitmoBoe xpanmiuine 110 UY «TOII» (nyre k daitmoomy xpanwmmiry: Z://Server-1/Komapuyk
OB/OI1 JlokyMeHTallMOHHOE 00ECIICUCHUE YIIPABICHUS)
TexHuUecKue cpeicTBa 00yYCHUS:
- MyJBTUMEIUATIPOCKTOP

3.2. UndopManmonHoe odecnevyeHne o0yueHust
Ilepedyennb yueOHbIX n3nanuii, UHTEepHEeT-pecypcoB, T0MOJIHUTEILHOM
JINTEPATYPHI

OCHOBHBIC HCTOYHUKH:
1. JoxymeHTanmonHoe obecrieuenue ynpanieHus : yueoHuk / C.A. I'notosa, A.JO. KonrskoBa, F0.M.
Kyxkapuna, E.A. Cxpunko ; nox obm. pen. T.A. beikoBoit. — Mocksa : KHOPYC, 2020. — 266 ¢. —
(Cpennee npodeccronanproe oopazopanne).ISBN: 978-5-406-05649-3
2. lenonpoun3BoacTBo [JlokyMeHTanMoHHOEe obecnieueHue ynpasieHus|: yueOnuk /M.U. bacakos O.
W. 3ampiikosa.- M3a. 13-e, crep.- PoctoB Ha-/lony : ®ennkc, 2015. - 376 c. ISBN 978-5-222-23063-3

I[OHOJIHI/ITCJ'IBHLIG HCTOYHHUKMU:
1. Ky3nenos, W. H. JlokymeHTaunnoHHoe oOecriedeHue ympaBieHus. JoKkyMeHTooOOpoT u
JIETIOTIPOU3BOJICTBO : YUEOHUK M MPAKTUKYM JJisi ipukiagHoro OakamaBpuara / . H. Ky3nemnos. —
3-e u3n., nepepad. u gon. — M. : UznatensctBo IOpaiit, 2017. — 461 c. — Cepus : bakanasp.
[Mpuknamuoit kypc. ISBN 978-5-534-04275-7
2. Jlapnonosa, Mapuna bapuesna. JI 25 [IlpakTukyM 10 OpraHuM3allUOHHOMY U
JIOKYMEHTAllMOHHOMY OOECIeUeHHUI0 JeATeJIbHOCTH OpraHu3anuu: ydyeOHoe mnocobue / M. b.
Jlapuonona, U. E. Capponosuu. ExarepunOypr: Uzn-Bo Poc. roc. npod.-nen. yu-ta, 2019. 206 c.
URL.: http://elar.rsvpu.ru/ 978-5-8050-0683-9. Tekct: snekTponnsbiii. ISBN 978-5-8050-0683-9
3. Bapmynn B.B. JlokymeHtanmonHoe obecnieueHue ymnpasieHus: yueOHuk / B.B. Bapmynn-
Mocksa: FOCTULNA,2018.- 272¢c. — (Cpennee mpodeccuonanbHoe obpazoanue) ISBN 978-5-
4365-1585-4
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HopmaruBHas jgurTeparypa:
1. "Konctutyuus Poccuiickoit ®enepanun" (mpuHATa BCEHAPOIHBIM rosiocoBanueM 12.12.1993 ¢
HU3MEHCHHUSIMH, OJ00PEHHBIME B X07€ obrepoccuiickoro roocoBanus 01.07.2021)
2. 3akoH P® «O6 mndpopmanuu, nHbOpMATU3ALMU U 3alUTe UHPOPMALUU» OT
20 despanst 1995 1., Ne 24-D3. (pen. ot 19.07.2018)
3. 3akoH P® «O cranmaptuzamum» ot 29.06.2015 N 162-®3 (¢ u3BMEHEHHUSAMHU U JOTOJHCHUSAMHU OT
03.07.2016).
4. 3akon P® «O rocynapctBerHoi TaiiHe» ot 20 uroist 1993 roga Ne5485. (pea. ot 29.07.2018).
5.3akoH P® «O crangaprusamum» ot 29.06.2015 N 162-d3 (pen. ot 03.07.2016).
6. denepanbHbIil 3akoH Poccuiickoit @enepanmu «O0 371eKTpOHHON TU(DPOBOI MOAMUCH» C U3M. Ha
23.06.2020r
7.  ®epepanpubiii 3akoH Poccuiickoit ®eneparmu ot 29.06.2015 N 162-®3 «O mnopsake
paccMoTpenus oOpaiieHnii rpaxxaan Poccuiickoit @eneparuu» (pex. ot 27.11. 2017)
8. ITonmoxxenne o deneparbHOM apXMBHOM areHTCTBE, YyTBEpkaeHO Yka3oMm [Ipesumenta PO Ne 293
ot 22 .05.2016.
8. IlepeyeHb THUNOBBIX YMHPABIECHUYECKHX AapXUBHBIX JIOKYMEHTOB, OO0pa3ylolIuXcs B IIpolecce
JeSITETHHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHUS M OpPTraHU3aIUi, C
yKazaHueM cpokoB xpanerus Ne 558 ot 25.10 2008 (pex. ot 16.02.2016 ).
9. 'OCT P 7.0.97-2016. HaunonansHslii crangapt Poccuiickoit @enepanuu. Crcrema cTaHAapTOB
no uH(oOpMaIKK, OUOIMOTEYHOMY U HU3JATENbCKOMY aAeny. OpraHu3alMoOHHO-PACHOPSAUTENbHAS
nokymeHrtanusi. TpeboBanusi k odopmienuto nokymeHToB (ytB. Ilpmkazom Poccranpmapra ot
08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)

HNuTepHeT-pecypcenl
1. loponuna, JI. A. JlIokyMeHTalIMOHHOE 00€CIIeUeHUE YIIPABICHHS : yUeOHUK U MPAKTUKYM IS
cpennero mpodeccuonansHoro oobpazosanusi/ JI. A. loponuna, B. C. UputuxoBa. — Mocksa :
WznatenberBo FOpaiit, 2019. — 233 ¢. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-
05783-6. — Tekct : 3JE€KTPOHHBIN // OBC Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/438586 (nmata oopamienwus: 20.08.2021).
2. Jlexuus 5. JloKyMeHTalmoHHOE o0ecrieueHue yIpaBICHUS. URL:
https://www.intuit.ru/studies/courses/76/76/lecture/27927 (nata obpamenus: 26.08.2021).
3. JIOKyMEHTalMOHHOE o0ecrieueHue nporecca yIpaBJieHUS
URL.:https://spravochnick.ru/gosudarstvennoe_i_municipalnoe_upravlenie/dokumentacionnoe_obesp
echenie_processa_upravleniya/ (nara obparenus: 26.08.2021).
4. HopmatuBHbie noxkymeHThl nenonpousBoiactea URL:  http://odiplom.ru/lab/normativnye-
dokumenty-deloproizvodstva.html(zara o6pamenus: 26.08.2021).
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http://archives.ru/documents/decree/ukaz293_2016.shtml
https://urait.ru/bcode/438586
https://www.intuit.ru/studies/courses/76/76/lecture/27927
https://spravochnick.ru/gosudarstvennoe_i_municipalnoe_upravlenie/dokumentacionnoe_obespechenie_processa_upravleniya/
https://spravochnick.ru/gosudarstvennoe_i_municipalnoe_upravlenie/dokumentacionnoe_obespechenie_processa_upravleniya/

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUSA JUCHUIIJINHBI
KonTponb u orieHka pe3yiabTaToB OCBOCHHUS JUCIHUILIMHBI OCYIIECTBIISIETCS MpErnojaBaTesieM B
MpOIECCe TMPOBEICHUS TMPAKTUYECKUX 3aHATUN, BBIMOJHEHUS OOYYAIONMIMMHUCS KOHTPOJIBHBIX
MIPOBEPOYHBIX pPabOT, pabOThl MO WHAMBHUAYAIbHBIM KapToukam, pabotel ¢ HIIA, nHamucanue
pedepaToB, 3aroJHEHHE TEPMUHOJOTHYECKOTO CJIOBapsi, BHIMOJIHEHHUE CXEM, a TaKXKE BO BpeMs

HTOT'OBOM aTTeCTaluu.

Pe3yabTarsl 00yyeHus
(oCBOEHHBbIE YMEHUS1, YCBOEHHbIE

Kpurepum ouenkn

MeTtoabl OLIEeHKH

3HAHNSA)
o XapaKkTepuCTUKU Kakumu
B pesynbrare ocBoeHus1 yueOHOM
. JEMOHCTPUPYEMBIX Ipoueaypamu
JUCLUIUIMHBI 00yYaOIMHACS J0JIKEH .
METh: 3HaHUH, KOTOPBIE MOTYT IIPOU3BOJUTCS
y ] OBITh IIPOBEPEHBI OLICHKA
VY.1 OpopmMIsTh JOKyMEHTALIUIO B «S» (oTJIMYHO) — 32 NunuBunyansHoe
COOTBETCTBMU C HOPMATUBHOM 0a30i, ri1y0oKoe U MOJIHOE IIPOEKTHOE 3aJaHNE
UCTIONB3YSI MH(POPMAIIMOHHBIC OBJIAJICHHUE COACPKAHUEM WNunuBunyanbHble
TEXHOJIOTUN V.2 yuebHOro mMarepuania, B 3a/aHus,

Ocy1ecTBISTE aBTOMATH3AIHIO
00pabOTKH TOKYMEHTOB

VY. 3 VauduuupoBarb CUCTEMBI
JIOKYMCHTAIIUU

V. 4 OcyniecTBiITh XpaHEHHUE U ITOUCK
JIOKYMEHTOB;

V. 5 Ucnoab3oBaTh
TEJIEeKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B
AJIIEKTPOHHOM JIOKYMEHTOOOO0pOTE.

B pesynbrare ocBoeHus yueOHOM
JTUCIUTITUHBI 00yYarOIUACs T0JKEH
3HATH!

3. 1 IousTHe, 1enu, 3a1a41 U NPUHIUIBI
JIeNTOTIPOU3BOJICTBA

3. 2 OCHOBHBIE TTOHATHS
JIOKYMEHTAITHOHHOTO 00ECIICUSHHSI
yOpaBICHUS

3. 3 CucreMbl JOKYMEHTAILIMOHHOTO
o0ecrieyeHus yrpaBieHus

3.4 Knaccugukanus 10KyMEHTOB

3. 5 TpeGoBaHwMsI K COCTaBICHUIO 1
0o OpMIICHHIO JTOKYMEHTOB

KOTOPOM CTYJCHT
CBOOOHO U YBEPEHHO
OpPUEHTHUPYETCSI; HAYIHO-
HNOHSITUWHBIM aIlapaToM;
3a YMEHHE NMPAKTHUYECKU
IPUMEHSITh
TEOPETHUUECKUE 3HAHMUSI,
KayeCTBEHHO BBIMOJIHATh
BCE BUJIbI JTA0OPATOPHBIX
U TIPaKTUYECKUX padoT,
BBICKA3bIBaTh U
000CHOBBIBATh CBOU
CYXKICHHUS.

«4» (Xopo1o) — eciu
CTYJEHT MOJIHO OCBOUJI
y4eOHBII MaTepua,
BJIa/I€E€T HAYy4YHO-
MOHSTUWHBIM aIllapaTom,
OPUEHTHPYETCSI B
U3Y4YEHHOM MaTepHale,
OCO3HAHHO MPUMEHSET
TEOpETUYECKHE 3HAHUS Ha
MIPAKTUKE, TPAMOTHO
M3JIaraeT OTBET (B YCTHOM
WJIU TUCBMEHHOU (opme),
HO cojJiepkaHue u popma
OTBETA UMEIOT OTJIEIbHbBIE
HETOYHOCTH.

«3»
(YA0OBJIETBOPUTEJIBHO) —
€CJIi CTYJEHT
0oOHapYXKUBAET 3HAHUE U

KoHntposb 3HaHuUM -
TECTUPOBAHUE TI0
TeMe
Odopmienne
MMOHATUIUHOTO
cloBaps;
Pedepatsl, noxnaabt
IO 33/IaHHBIM TeMaM
DKcnepTHask OLEHKa
BBITIOJTHEHUS
CaMOCTOATEIBHON
paboThI
Paznuunsie popmbl
orpoca Ha
ayIUTOPHBIX
3aHSTHSIX;
Pedepatsl, nokmanbt
10 33/IaHHBIM TeMaM
Pewenne 3amau no
OTJICTbHBIM TEMaM
Kypca,
Pemmite
CUTYallMOHHbIE
3a/1a4u;
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MMOHMMAHUE OCHOBHBIX
MOJIOKEHUHN yueOHOTO
MaTepuana, HO U3Jiaraet
€ro HeroJHo,
HETOCIIEI0BATENBHO,
JIOTyCKaeT HETOYHOCTH B
ONPEAEIICHUH TTOHATUH, B
MPUMEHEHUN
TEOPETUYECKUX 3HAHUUI
IIPU OTBETE HA MPAKTHUKO-
OpPUEHTUPOBAHHBIC
BOIPOCHI; HE YMEET
JTOKa3aTeIbHO
000CHOBAaTh COOCTBEHHBIE
CYXKICHHUS.

«2»
(Hey/10BJIETBOPHUTEJIBLHO)
— €CII CTYJCHT UMEeeT

pa3po3HCHHBIE,
OeccrucTeMHbIC 3HAHUS T10
MEKTUCITUTUTHHAPHBIM
Kypcam, AOIMyCKaeT
OLIMOKY B ONpeeICHUN
0a30BBIX MOHATHUH,
MCKa)XKaeT UX CMBICIT, HE
MOJKET PAKTHYCCKH
MPUMEHSITh
TEOPETUYCCKUE 3HAHUS

3. 6 Opranu3zanus JOKyMEHT0000pOoTa:
npueM, 00paboTKa, perucTparLuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIaTypa JieJt
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