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. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
YYEBHOU JUCHUTLIAHBI

. CTPYKTYPA U COJIEPKAHUE YUYEBHOM
TACIATLITAHBI

. YCJIOBUSA PEAJIM3AIIMA YYEFHOM JUCIUATLINHBI

. KOHTPOJIb Y OLIEHKA PE3VJIbTATOB OCBOEHMS
YYEBHOM JUCLHUIIAHBI



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN TPOT'PAMMBI YYEBHOI
JUCIHUIIVIMHBI JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6nacTh NnpUMeHEeHNs NPOrPaMMBbI
Pabouas mnporpamma yueOHON IUCHMIIIMHBI SIBJISETCS YacTbl0 OCHOBHOW HpPOGEeCCHOHATBHON
ob6pasoBarebHOM nporpammbl B cootserctBin ¢ PIOC CITO 38.02.08 «ToproBoe aemo».

1.2. Hesb u nJIaHUpPYeMble Pe3yJabTaThl 0CBOEHUS THCHUIIIMHbI
B pamkax mporpaMmbl y4eOHOW IUCHMILIMHBI OOYYarOIIMMHUCS OCBAWBAIOTCS YMEHUS WU 3HAHMUA,
oco0oe 3HaYeHHE AUCIUILTNHA UMEET PpU (GOPMUPOBAHUU U PA3BUTHH:

OK 01. Boeibuparp crmocoObl pemieHHs 3afad Mpo(hecCHOHAIBHOW AeATENbHOCTH MPUMEHHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM;

OK 02. Hcnonp3oBaTh COBpEMEHHBIE CpEICTBA IMOMCKA, aHAU3a W WHTEpIpeTanuu UHOpMALUU U
MH()OPMAIMOHHBIC TEXHOJIOTUH JJIsI BBEITIOTHEHHMS 32/1a4 MPOPECCHOHATBHOMN JIEITeIbHOCTH;

OK 04. 3¢ddexTrBHO B3aMMOIEHCTBOBATh U PabOTAaTh B KOJUIEKTHBE U KOMaH/IE;

OK 05. OcyuecTBisiTb YCTHYHO M IHCbMEHHYK) KOMMYHMKAIMIO Ha TOCYJAapCTBEHHOM S3bIKE
Poccwuiickoit deneparuu ¢ yaeToM 0COOSHHOCTEH COMATBLHOTO U KYJIBTYPHOTO KOHTECKCTA,

OK 06. ITposBiaTh rpaxk1aHCKO-MIATPUOTHYECKYIO MO3UIINIO, JEMOHCTPUPOBATh OCO3HAHHOE TOBEJICHUE
Ha OCHOBC TpaJuUIHWOHHBIX pOCCI/If/'ICKI/IX AYXOBHO-HPABCTBCHHBIX HGHHOCTCﬁ, B TOM 4YHUCJIC C YUYCTOM
FapMOHU3AIMU  MEXKHAIMOHAIBHBIX M  MEXPEJIUTHO3HBIX  OTHOIIEHHMM, MPUMEHATh CTaHJAApThl
AHTUKOPPYIIMOHHOI'O ITOBEICHHUS.

2. CTPYKTYPA U COJEP)KAHUE YYEBHOH JAUCHUILJINHBI

2.1. O0beM yueOHON AMCHUIIMHBI M BUABI YU4e0HOI padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem o0pa3oBaTeIbHON NPOrPaMMbl Y4eOHOM 1M CIHMIIJIMHBI 70

B T.4. B (popMe NpaKkTHYECKON MOATOTOBKH

B T. 4. BO BSaHMO)IefICTBHH C IMperoaaBaTCiIeM:

TeopeTuiecKkoe o0ydeHne 4
MPAKTUYECKHUE 3aHITUS 6
Camocmosmenvras paboma 56
IMpomeskyTouHnasi arrecTanus B GopMe KOMNIEKCHO20 IK3AMEHA 4




2.2. TemaTu4yecKuil IVIaH U coaecpkaHue yqeﬁﬂoﬁ JUCHUILINHBI JIOKYMEHTAIIMOHHOE odecneyeHne YIIPABJIEHUSA

Oo0nemMm, Konanl
aKaja. 4/ | KoMIeTeHIH
B TOM i,
HaumenoBanue Conep:xanue yueOHOro MaTepuasa u popMbl OPraHU3aNMH eI TeJLHOCTH 00yYaommXcst yucie B | (popMupoBa
pa3aesioB U TeM dopme HUIO0
NPaKTH KOTOPBIX
yeckou | cmocodcTBye
MOATOTO | T 3JeMEHT
BKH, NPOrpaMmbl
akajg 4
1 2 3 4
Paznea 1. IMousiTue, Head, 324241 U NPUHLIMMBI 1eJJ0NPON3BoAcTBA. OCHOBHbIE MOHATHS TOKYMEHTALHMOHHOTO 8/16
o0ecrieueHusi  ynpapjieHus. CucTeMbl  JOKYMEHTAIIHOHHOIO  o0ecredeHUs]  YNPaBJIEHUS.
Kaaccndukanus nokymenToB. TpeGoBaHusI K COCTABJICHHIO H 0()OPMJIEHHIO IOKYMEHTOB
Tema 1.1. Hcemopus pazeumus  denonpouseoocmea 6 Poccu. Hopmamusno-memoouueckas 6a3za 0elonpousgoocmea.
Tonamue ooxymenma u ungpopmayuu. Cucmemst ookymenmayuu. Ilpasuna ogpopmnenus 00KymeHmos
Bo3HukHOBEHUE U pa3BUTHE AEIONPOU3BOACTBA B Poccun. Dtambl pa3BuTHs Jenonpou3BocTBa B Poccun.
3akonbl PO 06 napopmanmu. 'OCt P 6.30-2003.
Hokyment. CoiictBa aokyMmeHTa. JlokymeHTupoBaHue. CrocoObl JOKYMEHTHPOBaHUS HH(OpMAIUH.
Wnpopmanusa u noxkymeHnT. Hocurenn wundopmanuu. CucreMbl AokyMeHTanuu. OpraHu3alndoHHO- 8
pacriopsiauTenbHas JoKyMeHTalus. MHpopMalnoHHO-CIIpaBOYHas JOKYMEHTALHSL.
Omnpenenenne ¢opmynsapa-oopasna. PexkBusutel, ux odopmieHue. braHku [TOKyMEHTOB; IpaBHIia
oopMIIeHHS OCHOBHBIX BHJIOB OPIraHU3ALMOHHO-PACHIOPSAUTENbHBIX JOKYMEHTOB, KOMHHA JIOKYMEHTOB.
SI3BIK ¥ CTHITB CITY’)K€OHBIX JIOKyMEHTOB. KOppeKTypHbIe 3HaKH M MX WCIOJIh30BAHUE MPH PEIAKTHPOBAHUN
CJIy’K€OHBIX JOKYMEHTOB
IIpakTHyecKue 3aHATHS 16
CamocTtosiTeibHast padoTa 00y4yarommxcst
1. llITynupoBaHue TEKCTOBBIX MATEPUAIIOB.
2. IToaroToBka K KOHTPOJIBHBIM BOIIPOCAM:
1. IlepeuncirTe OCHOBHBIE 3TaIlbl PA3BUTHS IEIONPOU3BOICTBA B Poccuu. 8
2. OxapakTepu3yiTe NpUKa3HOE JIEIOINPOU3BOJACTBO.
3. CyIIHOCTh KOJIJIEIKCKOTO JeIONPON3BOCTBA.




Oo0nemMm, Konanl
aKaja. 4/ | KoMIeTeHIH
B TOM i,
HaumenoBanue Copep:xanue yueOHOro MaTepuasa u popMbl OPraHU3aNMH eI TeJLHOCTH 00yYaommXxcst yucie B | (popMupoBa
pa3aesioB U TeM dopme HUIO0
NpaKTH KOTOPBIX
4yeckou | cmocodcTBye
NOAr0TO | T 3JIEeMEeHT
BKH, NPOrpaMMmblI
akaja 4
1 2 3 4
4. XPOHOJIOTHYECKUE PAMKH M CYIIHOCTh NCIIOJIHUTEIBHOTO JIEIIOTPOU3BO/ICTBA.
S. PackpoiiTe 0CHOBHbIE OCOOCHHOCTH COBETCKOT'O J€JIONPOU3BO/ICTBA.
6. [lepeuncnure HOPMAaTUBHBIC TOKYMEHTHI, PETJIAMEHTUPYIOIINE e TEIbHOCTD ciry)k0 JJOY.
7. Jaiite onpeneneHre TepMUHa «T0KYMEHT.
8. UYro npencrasisier co0oit HHPpopmarus?
Q. Oxapakrtepu3yiite hopmysp-oOpasell.
Paznea 2 OpraHusanusi J0OKYMEHT0000poTa: mnpueM, o006padoTKa, perucTpanus, KOHTPOJIb, xpaHenue | 10/14
JAOKYMEHTOB, HOMeHKJIaTypa jieJl. TexHoJI0ris OpraHu3auum 10KyMeHT0000poTa
Tema 2.1. THonamue  odenonpouzeoocmea. [lesmenvnocmo — cuyowcovr  JOY.  [lokymenmoobopom.  Ilonamue o
0enonpou3800cmee u UHGOPMayUuoOHHO-00KYMEHMAYUOHHOM 0becnedenuu YnpasieHus.
['ocynapcTBeHHas ciyx0a gokymeHTanuoHHoro o0Oecneuenus ympasiaeHuss (I'CHOY). Crpykrypa, 10
¢bynkuuu ciyxo6s1 JIOY. JlomKHOCTHOH COCTaB.
TurmoBasi TEXHOJIOTHSI OpraHU3aIMK JOKYMEHTO000pOTa. ABTOMATH3AIINS TPOLIECCOB JOKYMEHTAI[HOHHOTO
o0ecreyeHns yrpaBJIeHuUs
IIpakTnyeckue 3aHATHS 14
CamocrosiTeibHas padoTa 00y4aOMXCs
1. llITynupoBaHue TEKCTOBBIX MATEPUAIIOB.
2. IToaroToBka K KOHTPOJIBHBIM BOIIPOCAM:
1. Ha3zoBuTe OCHOBHBIE BU/BI YITPABICHUYECKOW JOKYMEHTAIINH.
JlaiiTe onpesienieHre TepMUHA «CUCTEMBI JIOKYMEHTAIIN». 10

2
3. Packpoiite kiracCupUKaIN0 JOKyMEHTOB.

4.  JlaiiTe ompeneneHue «OPraHU3aIMOHHON TOKYMEHTAIIUNY.
5.  JlaiiTe onpeneneHne «pacnopsAUuTeIbHON JOKYMEHTAIHI.

6




Oo0nemMm, Konanl
akaja. 4/ | KOMIeTeHIH
B TOM i,
HaumenoBanue Coaepixanue yueOHOro Mmarepuasia u GopMbl OPraHM3aNMH 1eSITeIbHOCTH 00y4aI0IINXCS yuciae B | (popMupoBa
pa3aesioB U TeM dopme HUIO0
NMPaKTH KOTOPBIX
4yeckou | cmocodcTBye
MOATOTO | T 3JIeMEHT
BKH, NPOrpaMmbl
akajg 4
1 2 3 4
6. JlaiiTe onpenencHue «MHGOPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIHI.
7. llepeuncnuTe U OXapakTEpU3yHTE BUABI TOKYMEHTOB, BXOJSIIUX B COCTaB OPraHU3allMOHHON
JOKYMEHTAI1H.
8. Ilepeuncnute U oxapakTepu3yhUTe BUIbI JOKYMEHTOB, BXOSIINX B COCTaB PacIOPsAUTEIHHON
JOKYMEHTAI1H.
9. IlepeuncnuTe U OXapaKTePU3yHTE BHUJbI TOKYMEHTOB, BXOJAIINX B COCTaB MH(POPMAIIMOHHO-
CIPaBOYHOM JOKYMEHTALIUH.
10. Ilepeuncnute OCHOBHBIE BU/bI CITY>KEOHBIX IIHCEM.
11. PackpoiiTe cyTh JOKYMEHTOOOOPOTA.
12. TlpuBenurte npuMepbl perUCTpalM JOKYMEHTOB.
13. Tlepeuncnute OCHOBHBIE MTPAaBHJIa MMOATOTOBKH JOKYMEHTOB Ha apXHUBHOE XpaHEHHE.
14. Ha3zoBuTe OCHOBHbIE PEKBU3UTHI CIYKEOHBIX TOKYMEHTOB.
15. ABTOMaTH3MpOBaHHBIE CUCTEMBI paOOTHI C JOKYMEHTaMH.
IIpomexyTounas arrecrauus B GopMe KOMNIEKCHO20 IK3AMEHA 4
Bceero: 70




3. YCJOBHUA PEAJIN3AIIMU TPOTPAMMBI YUEBHOM JUCIHUILIAHBI

3.1. MarepuajabHO-TeXHHYECKOe 00ecrieyeHne

Peanmu3zanus  mporpammbl  y4yeOHOM — JUCHMIUIMHBI — TpeOyeT  Haluuus  AJIEKTPOHHOU
00pa30BaTeNnbHOM cpeibl; y4eOHOTO KaOMHeTa.

O6opynoBanmne y4eOHOro KaOuHeTa:

®  KJIacCHAas J0CKa;

®  [10CaJ0YHbIE MECTA 10 KOJIMYECTBY OOYYaOLINXCS;

e pabouee MeCTO MpernojaBaress;

e  y4yeOHO-TIPaKTHUYECKOE 00OpyIOBaHME, HEOOXOAMMOE JUIsl MPOBEIEHHUS MPEAYCMOTPEHHBIX
MPOrPaMMOM TPAKTUYECKHUX 3aHATHIM.

Texnuuyeckue cpeacTBa 00yYeHHUsI:

®  KOMIIBIOTEPHI C BBIXOJIOM B ceTh Internet;

e cailT «JIn4Has CTYAHs» ¢ BO3MOXKHOCTBIO paOOTHI C AIEKTPOHHBIM 00pa30BaTeIbHBIM
pecypcom;

®  JJICKTPOHHBIC OMOJIMOTEYHBIC PECYPCHI.

YyeOHO-MeTOANYECKOE 00ecmeyeHne TUCHUILINHEBI:
®  METOAMYECKHE YKa3aHUs 110 OPraHU3alluy MPAKTUUCCKUX 3aHSATHH;
®  METOJMYECKHE yKa3aHUs M0 CAMOCTOSTEIILHOMN padorTe.

IIporpammHoe o0ecnieuenune

[IporpaMMHOe  oOecrniedyeHue,  SABISIOUIEECS]  YAaCThIO  JJEKTPOHHOW  HMH(OpPMAalMOHHO-
o0pazoBaTenbHOM Cpelbl U 0a3upyrolieecs Ha TeIEKOMMYHUKAITMOHHBIX TEXHOJIOTHUSX:

-KOMIBIOTEPHBIE 00yJaroIue MPOrpaMMbl;

-TPEHUHTOBbIE U TECTUPYIOLIUE TPOrPaMMBbI;

-MHTEIJJIEKTYyallbHble POOOTH3UPOBAHHBIE CUCTEMBI OLIEHKH Ka4eCTBA BBHIITOJHEHHBIX padoT.

[Tporpamma ynpaBiaeHus oOpazoBarenbHbIM mporeccom B DOUOC  (MudopmarmonHas
texHojorus. [Iporpamma ynpasnenust oopasosarensHbiM mpotieccom. KOMBAT).

3.2. HudopmaunuonHoe odecrnieuenne 00ydeHust
OcCHOBHBIC HCTOYHHKH
1. Kysuenona, 1. B. JlokymeHTanimonHoe o0ecreyeHne ynpasieHus: yaeOHoe mocodue ajs
CIIO / U. B. Ky3nenosa, I'. A. Xauarpstn. — 3-e uzn. — Capatos: [IpodobpaszoBanue, 2024. —
168 c. — ISBN 978-5-4488-1051-0. — Texkct: snexTponHnslii // L{ndposoii 00pa3oBaTeNbHbIN
pecypce IPR SMART: [caiiT]. — URL: https://www.iprbookshop.ru/135470.html
2. AnekceeBa, T. B. JlokymeHTanmmoHHOe oOecriedeHne ympasieHus: ydeOHuk / T. B.
AnekceeBa, O. A. CrpaxoB. — MockBa: Yuusepcuter «Cuneprus», 2020. — 132 ¢. — ISBN
978-5-4257-0402-3. — Tekct: SNeKTpOHHBIA // DnekTpoHHO-OMOMMoTeuHass cuctema I[PR
BOOKS: [caiiT]. — URL: http://www.iprbookshop.ru/101344.html
3. JlokymeHTalmoHHoe obOecrieueHue ympasieHus. CocTaBieHre M 0pOpPMIICHHE JETOBBIX
nokyMeHToB: yuebHoe nocodue amnst CIIO / cocraButenu E. U. bammakoBa. — CaparoB, Mocksa:
[TpodobpazoBanue, Ait [Tu Ap Menna, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-
0964-6. — Tekct: 21eKTpOHHBIN // DnekTpoHHO-0uOMMoTeuHas cuctema IPR BOOKS: [caiiT]. —
URL.: http://www.iprbookshop.ru/103343.html
4. JllobpoBonbckas ~ C.C.  JIOKyMEHTHpOBAaHUE  YNPABICHYECKOHM  JESATEIBHOCTH.
[OnexTpoHHbIli  pecypc]: paboumii yueOHuk / JloOpoBoiwckas C.C. - 2021, -
https://library.roweb.online



5. Ho6posonbckast C.C. Opranuzanusi paboThl ¢ TOKyMEHTaMu. [DJIEKTPOHHBINA pecypc]:
pabounii yueonuk / Jlooposoasckas C.C. - 2021. - https://library.roweb.online

I[OHOJIHI/ITCJILHBIC HCTOYHHUKHU

1. Ky3nenona, U. B. JlokymMeHTalimoHHOe o0OecrieueHre yrnpaBicHus: yaeOHOe Tocooue st
CIIO / N. B. Ky3nerona, I'. A. Xauatpsa. — 2-e¢ uza. — Capatos: [IpodoOpazoBanue, Aii [Tu Op

Menua, 2019. 166 c.

ISBN 978-5-4486-0404-1, 978-5-4488-0216-4.
AJEKTPOHHBIA // DnexkTpoHHO-OMOMmMoTeyHas cucrema I[PR  BOOKS:

http://www.iprbookshop.ru/80326.html

HNHuTepHeT-pecypcesl

e www.delpro.narod.ru/
dogovor.helpery.ru/

® - WWW.e0S.ru/

e CnpaBouHo-mipaBoBasi cuctemMa «KOHCYIbTaHT TUITHOC)»

TexkcrT:
URL:

[caiiT].

4. KOHTPO.JIb Y OIIEHKA PE3YJIbTATOB OCBOEHUA YYEFHOM JUCHUILJIAHBI

PesyabTaThl 00yyeHus

Kputepun onenkn

MeToabI OIEHKH

— Ilepeuenv ymenuii, oceausaemovix 6 - IIpaBmiibHO
PAMKaxX OUCUUNTIUHDL: packpbIBaeT CUCTEMY
— ohopmisaTh JOKYMEHTALIUIO B | AOKYMCHTAllMOHHOI'O
COOTBETCTBUM ¢ HOPMATHBHOHW 6asoif, B | OOCCIedeHNUs
TOM 4HCIIe c HCIIOJIb30BaHUEM | YIIPABJICHUA,
MH(OPMAIIMOHHBIX TEXHOJIOTHUH; - MOKa3bIBACT
— OCBauBaTh TexHOJOrHK | OCOOEHHOCTH
ABTOMAaTU3UPOBAHHON 06paboTku | ACTONPON3BOJICTBA Ha
JOKYMEHTAIUH; COBPEMEHHOM JTalle.
— WCTOJB30BaTh  yYHUQPHUIIMPOBAHHBIE | OCYIECTBIACT
(OpPMBI JIOKYMEHTOB; XpaHeHne U TOMCK
— OCYUIECTBJATH XpaHeHue u mouck | AOKYMCHTOB,
JOKYMEHTOB; } HCIIO0JIb3YCT
—  HCIIONB30BATH TEJIEKOMMYHUKAI[TOHHBIS
TENEKOMMYHUKAIMOHHBIE TEXHOJIOTUH B | 1 oXHOIOTHH B
3JIEKTPOHHOM JIOKYMEHTOOOOPOTE. SJICKTPOHHOM
JIOKYMEHT0000poTe.
Ilepeuenv 3nanuii, oceaueaemvix 6 | - 3HaeT TpeboBaHUS
PAMKAX OUCUUNTIUHDL. K COCTaBJICHUIO u
— IOHATHE, L€, 3aJaUd ¥ IPHHIMIEI | OQOPMIIEHHIO
JIeJIONPOU3BO/ICTBA; JIOKYMEHTOB;
— OCHOBHBIE MOHATUSA | - 3Haer
JIOKYMEHTAIMOHHOTO oOecrieueHus | OPTaHU3aLUIO
yIpaBJICHHUS; JIOKyMEHTO000poTa:
— CHUCTEMBI NOKYMEHTAallHOHHOIO | ~ lpucma,
obecrieueHnst YIpaBIeHNUS; 00paboTKYy,
— KJIaccu(UKAIHIO TOKYMEHTOB; PErUCTpalluIo, KOHTPOJIb,
COCTAaBNCHMIO 1 | XPAHEHHE  JOKYyMEHTOB,

— TpeboBaHUS K
0 OpMIICHUIO TOKYMEHTOB;

— OpraHu3aIIo JOKyMEHTO00OopoTA:

— mpuema, 00pabOTKy, PpErHuCTpaIuio,

HOMCHKIJIATypYy ACJI.

- TECTUPOBAHHUE;
- TpaKTUYECKHE 33/JaHus 1O
pabote c uH(popMalue,

JOKYMEHTaMH, JTUTEPaTypOi;

- OIICHKAa BEINOJHEHUS 3aJaHUi
Ha KOMIIJICKCHOM 5K3aMCHC



https://library.roweb.online/
http://www.eos.ru/

Pe3ynbTarsl 00yyeHus

Kpurepum oueHku

MeToabI OLIEHKH

KOHTPOJIb, XpaHCHHUC JOKYMCHTOB,
HOMCHKIJIATYypYy HCJI.

10




