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1. MACHOPT PABOUYEM NPOT'PAMMBbI YYEBHOM JTUCHUITIJIAHBI
IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1. O6sacTh npuMeHeHust padoyeil MporpaMMbl
Pabouass mporpamma y4eOHOW IUCHUIUIMHBI SIBISETCA YacThIO MPOTPaMMBI
NOJrOTOBKM ~ CHEUUAIUCTOB cpeaHero 3BeHa B coorBerctBuM ¢ PI'OC mno
cnenuaibHocTH CIIO 38.02.04 KomMmepuus B Toprosiie 0a30BOil MOATOTOBKH.
[IporpamMma yueOHOW TUCHUILUIMHBI MOXET OBbITh MCHOJIb30BaHa B Mpodeccuo-
HaJIbHOM MOATOTOBKE, a TAKXKe IPHU pa3padbOoTKe MPOrpaMM JOMOJIHUTEIBHOTO podec-
CHOHAJIBHOI0 00pa3oBaHus B chepe IKOHOMUUYECKOU IEATENBHOCTH.

1.2. MecTo y4eOHOH OMCHMIUIMHBI B CTPYKTYype OCHOBHOW NMpodecCHoHAIbHOM
o0pa3oBaTe/ibHOI MPOrpaMMbI:
[Ipodeccrnonanbhplii UK, 00IENTPOdhECCUOHATBHBIE TACIUTLITUHBI

1.3. Heaun u 3agayud y4yeOHOM JMCUUILIMHBI — TpPeOdOBaHHMA K Ppe3yJbTaram
O0CBOCHUS Y4eOHOW NUCHUILINHBI:
B pe3ynbrare ocBoeHUs y4eOHOM AUCIUIIIMHBI O0yUYarOIIUNCS TOJKEH YMETh.

— oOpMIIATH U TPOBEPATH MPABUIBHOCTh O(GOPMIICHUS JOKYMEHTAllUU B
COOTBETCTBUM C  YCTAHOBJICHHbBIMH TpeOOBaHMSIMH, B T. Y. HCHOJb3YyA
MH(POPMAIIMOHHBIE TEXHOJIOTHH;

— MNPOBOJIUTH aBTOMATU3HPOBAHHYIO0 00pa0OTKY JOKYMEHTOB;

— OCYLIECTBIIATh XpPaHEHUE U TOUCK JOKYMEHTOB;

— WCHOJb30BaTh TEJIEKOMMYHHKAI[UOHHBIE TEXHOJOTMM B  3JIEKTPOHHOM
JIOKYMEHTO000POTE;

B pesynbrare ocBoeHUs y4eOHOW JUCITUTUIMHBI 00YYAIOITUIICS JTOKEH 3HATh:

— OCHOBHBIC IIOHATHUS: LENW, 330a4d W NPUHLUIB JOKYMEHTAL[MOHHOIO
oOecrieyeHus yrpaBIeHUs;

— CHCTEMBI JOKYMEHTAIIMIOHHOTO o0ecrieyeHus yIpaBIICHHUS, ux
aBTOMAaTHU3ALINIO;

— KJacCU(UKAIHIO JOKYMEHTOB;

— TpeOOoBaHUS K COCTABICHUIO U 0(OPMIICHHUIO TOKYMEHTOB;

— OpraHu3alyi0 JOKYMEHTOOOOpoOTa: ImpueMm, o00padoTKy, PpEerucTpaluio,
KOHTPOJIb, XpPAHEHHE TOKYMEHTOB, HOMEHKJIATYpy A€l

N3yyeHue IUCHUIIMHBI CIIOCOOCTBYET GOPMUPOBAHUIO O0LIIMX KOMIIETEHIIUI
OK 1. IloHuMare CynIHOCTh U COLMATIBHYIO 3HAYMMOCTbh CBOEH Oyayiel npodeccuu,
IIPOSIBIIATH K HEM YCTOMYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESITENbHOCTb, BHIOMPATh TUIIOBbIE METOABI U
CHIOCOOBI BBITIOJIHEHUS TTPO(PECCHOHANBHBIX 3a/1a4, OICHUBATh WX d(H(PEKTUBHOCTH U
Ka4yeCTBO.

OK 3. IIpuHuMarh penieHust B CTaHJIAPTHBIX U HE CTAHJAAPTHBIX CUTYalUsIX U HECTHU 3a
HUX OTBETCTBEHHOCTb.



OK 4. OcymiecTBisaTh MOWMCK W HMCIOJIb30BaHUE WHMOpMaIUU, HEOOXOAUMOM IS
3¢ (PEKTUBHOTO BBIMOJHEHUsI MPO(ECCHOHATBHBIX 3adad, NPO(PECCHUOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHSL.

OK 6. Paborath B KOJJIEKTHMBE W B KOMaHJe, 3((HEKTUBHO OOIIATHCS C KOJIJIETaMmu,
PYKOBOJICTBOM, TTOTPEOUTEISIMHU.

OK 12. Cobmrongaths AeHCTBYIOIEE 3aKOHOJATEILCTBO U 00s3aTelIbHbIe TPeOOBaHMS
HOPMAaTHBHBIX IOKYMEHTOB, a TaKke TpeOOBaHUS CTaHIapPTOB, TEXHUUYECKHUX YCIOBUH.
B xone u3ydeHusi JMCHUIJIMHBI CTYIEHT [J0JI2KEH OCBOMTH NMPO(decCHOHALHbIE
KOMIIETEeHIINH

[1K 2.2. Opopmisith, MPOBEPATH MPABUIBHOCTh COCTABICHUS, 00ECIeUNBaTh XpaHEHNE
OpPraHU3aIMOHHO-PACTIOPSATUTENLHBIX, TOBAPOCONPOBOIUTEILHBIX U MHBIX HEOOXOIUMBIX
JIOKYMEHTOB C UCIIOJIb30BAHMEM AaBTOMATU3UPOBAHHBIX CUCTEM.

1.4. PexoMeHayeMoe KOJMYECTBO YaCOB HA OCBOCHHE padoydeil NMPOrpaMMmbl
Y4eOHOM TUCUMIIJIMHBI:

MaKCUMallbHasi yuyeOHasi Harpy3ka 72 yaca, B TOM 4YHCIIe: oOsi3arebHasi ayduTopHas
ydeOHas Harpyska 42 Jaca; camocTositenbHas padbota 30 yacos.

1.5. KosimuecTBO 4acOB Ha 0CBOEHHE MPOrpaMMbl Y4eOHOM IMCUUILIMHBI (32049HOE
o0y4eHue)

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOydaromierocsi 72 yaca, B TOM YHUCIIE:
00s13aTeTbHON ayTMTOPHON y4eOHOM Harpy3KH 00yJaromerocs 8 4acos;
CaMOCTOSITeTIbHOM paboThl oOyuatonierocs 64 yaca



2. CTPYKTYPA U COAEP)KAHUE YYEBHOM TUCHUIIJINHBI

2.1. O0bem yueOHOI TMCHUIIMHBI K BUAbI y4e0HOH PadoThl

Bupa yueOHoi#i padoThl Oo0bem yacoB

MakcumasbHas ydyeOHasi Harpy3ka (Bcero) 72
Oos3aresbHas ayIMTOPHAsA yuyeOHasi Harpy3Ka (Bcero) 42
B TOM YHCJIE:

MPAKTUYECKUE 3AHATUSA 14
CamocTosiTesibHasi padoTa o0yuaronierocsi (Bcero) 30
B TOM YHCJIE:
OnopHBIi KOHCIIEKT 10 TEMaM: 20

«Mctopuss  pa3BUTHSL ~ OTEUECTBEHHOTO  JICJIONIPOU3BOJICTBA. Y,
«3HaueHUE  JOKYMEHTAI[MOHHOTO  OOecleYeHuss B  KH3HU
coBpemeHHoro oobmectBay, ['OCT P 7.0.97-2016 «Cucrema
CTaH/IapPTOB MO WH(OpMAINKH, OUOIMOTEYHOMY M H3/IaTCIIbCKOMY
Jey. OpraHu3aluOHHO-PACTIOPS AN TEIIbHAS JOKYMEHTAITHSI.
TpeboBanust kK 0POPMIICHUIO JOKYMEHTOBY», «CXEMBI pa3MeleHUs
pEKBU3UTOB», «TpeboBaHus MEXIyHApOOHOTO apOuTpaxka K

COCTaBICHUI0O W  O(QOPMJICHHIO TMPETEH3MOHHO - HCKOBBIX
JIOKYMEHTOB 10 BHEIIIHEAKOHOMUYECKON AEATEIbHOCTHY
Odopmierne opraHu3aluoHHO - PACIOPSIIUTENFHBIX IOKYMEHTOB B 10

TEKCTOBOM PEAAKTOPE
IIpomeskyTouHas arTectanus B popme B popme 3ayera

2.2. O0bem yueOHOM JUCHUIUIMHBI M BUABI y4eOHOH padoThl (3204HOE 00y4eHue)

Bup yueOHo# padoThI O0bem yacoB
MakcumanbHas yueOHas Harpy3Ka (Bcero) 72
Oos3areabHas aylMTOPHAasA yuyeOHas Harpy3Ka (Bcero) 8

B TOM YHUCJIC:
MPAKTUYCCKUC 3aHATUA -

CamocrosiTesqibHasg pabdoTa o0yuyarouierocs (Bcero) 64
B TOM YHUCIJIC:
MYJBTUMEINITHAS TPE3CHTAIINS 10
OMOPHBIN KOHCIIEKT 28
CUTYAIlMOHHBIC 3a]1a49U1 26

IIpomeskyTouHas arTectanus B popme B popme 3ayera




2.3. TemaTuyecKHi IJIAH U COlEePKAHUE YU€OHOI JUCHUUIINHBI Y4eOHOH TUCHMILIMHBI

JIOKyMeHTallMOHHOe o0ecleyeHHne YIpaBJIeHHs

HaumenoBanue Conep:xanne y4eOHOro MarepuaJia, 1a00paTopHbie U IPaKTHYeCKUe padoThl, caMocTosATebHast | O0beM Konw1
pa3nesioB U TeM padora odyuyarommxcst 4YacoB | KOMIIETEeH
i
1 2 3 4
Bsenenue [TonsTHE NEnONMPOU3BOACTBA. 3a/1aul U CTPYKTypa AucHUIiuHbl «10Y». MHdopmarys JTOKyMEHTOB — 2 OK1-4
TpeOOoBaHMs, KJacCU(pUKAIIHS.
HopmarusHo-nipaBoBas 6a3a opranusanuu JJOY Kak 0CHOBA TEXHOJOTHH NPOIIECCa YITPABICHHSL.
CamocrosiTesqibHast pa60Ta 00y4alOIIUXCH:
Pabota co cTpyKTypHO-JIOTHYECKON CXEMOM. 6
Tema 1. JHoxyment. ®yHKiuu 10KkyMeHToB. Kitaccuduxamus 1TOKyMeHTOB. 2 OK 14
JlokyMeHTHpOBaHHE EI'C/] - monstue. YHuduKanus, CTangapTH3anus JOKyMEHTOB. [1K2.2
ynpaBJieHYeCKOi PexBu3ut. Cxema pasmenienust pekBu3uToB. Ogopmienue pekBu3nutoB B TPMSWord @opmarst 11cToB 2
AeSITeJIbHOCTH 1u1st fokymeHToB. CocrtaB ynpasieHueckux JokymeHnToB. ['C/IOVY.
IIpakTH4yecKkue 3aHATUSA
Odopmienne GupmeHHOTO OJIaHKA, PEKIIaMbl, BUBUTOK, OOBSBICHUS MPEATPUSATUS 2
CamocrosiTesqibHast pa60Ta 00y4alOIIUXCH:
Pabora ¢ T'OCT P 7.0.97-2016 «Cucrema craHmapToB mno HHPOpMaNUU, OUOIUOTECUHOMY H 6
u3aarensckoMy Aeny.  OpraHum3allMOHHO-paclopsIUTeNbHAs JOKyMEHTanus. TpeOoBaHMS K
0(OPMIIEHUIO TOKYMEHTOBY, C CXEMaMU pa3MellleHUs] PEKBU3UTOB.
Tema 2. OpraHu3anroHHbIe JOKYMEHTHI - 3HAY€HUE, COCTAB I'PYIIIbI, 0COOEHHOCTH 0(opMIIeHuS. 2 OK 6
Opranu3anuoHHoO- YcTaB npeanpuaTHs, yYpEAUTENBHBINA TOTOBOP, MOJIOKEHUE O CTPYKTYPHOM ITOpa3AEICHUH, IPABUIIA OK 12
pacnopsiiuTeJbHbIe BHYTPEHHETO TPYA0BOTO paclopsaKa. K 2.2
AOKYMEHTBbI PacniopsiiutenbHble TOKYyMEHTHl - 3HA4YE€HHUE, XapaKTEpUCTHKA, COCTaB TIpPYyMINbl, OCOOEHHOCTH 2
oopmieHus.
WH(popMaimoHHO-CIIpaBOYHbIE JOKYMEHTBI:— BHIbl, 0OpPMIIECHHE. 2
IIpakTH4eckue 3aHATHA
Odopmenne nabOPMAITMOHHO-CIIPABOYHON TOKYMEHTAITUU 2
CamocrosiTeqbHast padoTa 00y4YarOIIMXCs: 8
OdopmieHne MTaTHOTO pacIUCaHUS.
Cocrasnenue U 0hopMIICHHE PACTIOPSKEHUHN 0 CUTYaIUSIM.
JloroBopbI (KOHTPAKTHI) - BUABI, IPaBUIa U 0COOEHHOCTH 0(OPMIICHHUS. 2 OK 6
J1OoroBOP-ITOCTABKHU U MPUIIOKEHUS K HEMY: CelM(UKAIIMN U IPOTOKOJIBI PA3HOITIACHIA. OK 12

7




Tema 3 JloroBopHo- TpaHcniopTHbIE JOTOBOPHEL. [JJOrOBOpHI HA OKa3aHUE YCIIYT. 2 IIK 2.2
NnpaBoBas CIIC Koncynsrant [Limroc 2
AOKYMeHTauus I[IpakTuyeckne 3aHATHS

Odopmiienre 1oroBopHo-mpaBoBoi nokymeHTaluu, ucnoyb3yst CIIC Koncynsrantlmoc 2
Tema 4 Knaccudukanus TOKyMEHTAllUU 10 BHEITHEAIKOHOMUYECKON JIEATEIBHOCTH: KOMMEPUYECKUE MHCHhMA, 2 OK 6
JoxkymeHTBI O KOHTpakThl. TpeboBaHuUs K 0POPMIICHUIO. OK 12
BHellIHedKOHoMHYecKk | KomMepueckue nucbma — BUJIbI, OJTaHKH, THIIOBBIE ()OPMBI. 2 IIK 2.2
0if 1esITeIbHOCTH. [IpakTHyeckue 3aHATHSA

Odopmrnenne nokymenTos, ucnonbiys CIIC KoncynprantlInroc 2

CamMocrosiTesibHasi padoTa 00y4aK0IIMXCH:

Cocrapnenne U 0()oOpMIICHUE JIEITOBBIX ITUCEM 10 CUTYAIIHH. 4
Tema 5 JlokyMeHTBI, 0(OpMIISIOIINE PACCMOTPEHUE CIIOPOB MEXK Y IOPUANYECKUMH JINIIAMU - 3HAYEHUE, BUJIBL, 2 OK 3
IIpeTeH3uOHHO- XapaKTepPUCTHKA, TPCOOBaHUSI. OK 4
HCKOBasi [TpaBuna opopmiieHus: MTUChbMA-NIPETEH3UU, HICKOBOTO 3asIBIICHUSI.
AOKYMeHTalus [Mopsimok HampaBieHUs 1 0POPMIICHHUST OT3BIBA HCKOBOTO 3asIBJICHHUS.

CamocrosiTeibHasi padoTa 00yYarOUIUXCs: 6

CocraBienue 1 oopMIIeHHE IPETEH3UI U OTBETA Ha MPETEH3UIO M0 CUTYaIUU.
Tema 6 JlokymeHTaIus 1o JIMYHOMY COCTaBYy — 3HaU€HUE, BU/IbI, Tp€OOBaHUS K OPOPMIICHUIO. 2 OK1
JokymMeHTaIus 10 IpakTHYecKue 3aHsI THS OK2
JHTHOMY COCTaBY OdopmieHre JOKyMEHTAIMH 110 JTUYHOMY COCTaBY. 2 [K 2.2
Tema 7 Opranuzanus paboOThl € BXOASIIMMHU, HCXOMAINIMMH M BHYTPEHHUMH JoKyMmMeHTamu. [IpaBuia 2 OK 6
TexnoJsiorust padorsl ¢ | popmupoBanus aen. OpraHuzanus U TEXHUKAa KOHTPOJS HCIOMHEHHUsS AOKyMeHTOB. IloaroroBka u OK 12
AOKYMEHTaMH claya JOKYMEHTOB B apXHUB IIPEANPUSATHUSA. K 2.2

IIpakTHyeckue 3aHATHA U 3a4eT

Pa6ota B CIIC Koncynpsrantlintoc 2

Odopmiienne oTdera 1mo mpaKkTUKe 2

Bcero: nexumnii-28, np. 3ansaruii-14, CPC-30 62




2.4. TemaTuyecKkuil IUVIAH U COAEPKAHNE Y4eOHOM JUCUMILIMHBI (3204HO€e 00y4eHue)

HaumenoBanue Conep:xanne y4eO0HOro MarepmuaJa, JabopaTropHbie U IPaKTHYeCKHe padoThl, caMocTosATe/IbHast | O0beM Konw1
pa3nesioB U TeM padora odyuyarommxcst 4acoB | KOMIIETEeH
110707
1 2 3 4
Bsenenue [TonsiTHE NEnONMPOU3BOACTBA. 3a1aul U CTPYKTypa AucHUIuHbl «10Y». MHdopmaryst TOKyMEHTOB — 2 OK1-4
TpeboBaHus, kinaccuukauusa. HopmaruHo-mpaBoBasi ©0a3a opranm3zauumu JIOY kak ocHOBa
TEXHOJIOTMH [TPOLIECCa YIIPABICHMSL.
CaMocrosiTesibHasi padoTa 00y4aK0IIMXCH:
[TpesenTanus no teme: «Vcropust pa3sBUTHS OTEUECTBEHHOTO JIEI0IPOU3BOICTBAY, 10
OnopHbIil KOHCHEKT Ha TeMy: «3Hau€HUE JOKYMEHTAIlMOHHOIO 00eCleYeHus B )KU3HU COBPEMEHHOTO
obmecrBay, 'OCT P 7.0.97-2016 «Cucrema cranaaproB 1o WHGOpPMAIUH, OUOIMOTEYHOMY WU
u3aarenbckoMy  Aeny.  OpraHu3allMOHHO-paclopsaUTeNbHAas JOKyMEHTanus. TpeOoBaHMs K
0(OpPMIIEHUIO TOKYMEHTOBY, «CXeMbl pa3MeIleHUsI PEKBUZUTOBY,
Tema 1. Hoxyment. ®ynkuuu nokymeHToB. Knaccudukanus nokymentoB. EI'CJl - mounsitue. YHudukanus, 2 OK 14
JlokyMeHTHpOBaHHE CTaHAapTU3aLus JOKYMEHTOB. PexBu3ut. Cxema pa3MerieHust peKBU3UTOB. [1K2.2
YNpaBJIeHYeCKoii CamocTosiTesqibHAsI padoTa 00yUYaIOIIMXCS: 10
AEATCILHOCTH Odopmnenne peksu3utoB B TPMSWord ®opmarst mucToB aiist JoKyMeHTOB. COCTaB yIpaBICHYECKUX
nokymenToB. ['CIIOV.
Tema 2. OpranuzalvoHHbIE JOKYMEHTHI - 3HAY€HHUE, COCTAB IPYIIIbl, 0COOEHHOCTH O(POPMIICHUS. 2 OK 6
OprannzannoHHo- PacniopsiiuTenpHble JTOKYMEHTBI - 3HAyeHHME, XapaKTEepPUCTHKA, COCTaB TPYHNbl, OCOOCHHOCTH OK 12
pacnopsiiMTe/bHbIE oopmiieHus. THpopMalimoHHO-cripaBOYHbIE JOKYMEHTBI: BUJIbI, OOpPMIICHHE. 2 IIK 2.2
AOKYMEHTBI CamocTosiTeqibHasi padoTa 00y4yarommMXxcs: 26
Cocrapnenue u ohopmiIeHHE PACTIOPSKEHUN IO CUTYaLUsIM.
CocraBienue 1 0OopMIIEHHE IPETEH3UI U OTBETA Ha MPETEH3HUIO M0 CUTYaIlUH.
Tema 6 JlokyMeHTaIus 1o JMYHOMY COCTaBy — 3Ha4€HUE, BUJIbI, TpEOOBaHUS K O(OPMIICHUIO. 2 OK1
JlokymMeHTanus 1o CamocTosiTeJbHAsi pa6oTa 00y4al0IMXCs: 8 OK2
JUIHOMY COCTABY Odopmnenne TpyaoBoro goropopa. OdopmieHue 10KyMeHTOB «JInuHoro aenay. 1K' 2.2
Tema 7 CamocTosTeqbHast padoTa 00yyalommMXxcs: 10 OK 6
Texuosiorust pagorel ¢ | Opranuzanuss pabOThl C BXOMSAIIUMH, HCXOJSIIMMH M BHYTPEHHHMMM JoKyMmeHTamu. [IpaBuia OK 12
AOKYMEHTaMHU (bopMHUpOBAHUS JIEN. K 2.2
Bcero: gexknuii-10, CPC-62 64




3. YCJIOBUS PEAJIN3AIIMA YUYEBHOM JUCIUATIINHBI
3.1. TpeGoBaHusi K MUHMMAJbHOMY MAaTE€PUAJIbHO-TEXHUYECKOMY 00eCIe4YeHNI0
Peanuzanus y4yeOHOM AMCHMIUIMHBI oOeclieyeHa HaJIM4heM Y4eOHOro kaOuHeTa
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIPaBICHUS.
O6opynoBaHue yueOHOro kabuHeTa U pabourux MeCT:
- pabouue CTOJIbI C KOMIIBIOTEPOM U CTYJIbsI I 00Y4arOlUuXCsl;
- pabouuii CTOJI ¥ CTYJI JJIS TIPETo aBaTes;
- TOCKa KJIaCCHAsi MarHUTHO-MapKepHasi;
- HarJIsaHBIC TOCOOMS;
- KOMIUIEKT Y4eOHO-METOANYECKON TOKYMEHTAITUH.
TexHudeckue cpeacTra 00yIeHus:
- MYJIbTUMEIUNHBIN IPOEKTOD;
- HOyTOYK.

3.2. UudopmanuonHoe odecriedyeHue 00yueHust
Y4eOHo-MeTOqUYECKAS TOKYMEHTALMS:
1.Meroauueckue peKOMEHIAlUU JJIsI CaMOCTOSITEIbHOW pabOThl CTYJIEHTOB IO
JTUCITUTUTHHE.
2.Coopuuk ®OC no paznenam AUCIUILIAHBIL.

IIporpammublie cpeacTsa

1. UuterpupoBanHoe 0(prCHOE TPUIIOKEHUE, BKITIOYAIOIIEE TEKCTOBBIN PEIaKTop.
2. CIIC KoncynpranTtlmoc

OcHOBHbBIE HCTOYHUKH

1. I'pozoBa O.C. Jlenonpou3BOACTBO : y4eOHOE mMocoOue Il CPEIHETro
npodeccruonanpbHoro obpaszoBanms /  O. C. I'pozoBa. — Mocksa : W3marenbcTBO
FOpaiit, 2021. — 126 c. // OBC IOpaiit [caiiT]. — URL: https://urait.ru/bcode/472842
(mara o6pamenusi: 22.06.2021).

2. JlomosiHUTEIbHbIE HCTOYHUKH

1. bapnaes O. A. HokxymentoBenenue / bapmaeB O. A, Kpapuenko B. b.
nonyimeHo YMO mno oOpa3zoBanuio B 00j. uHGOpMaIMOHHON Oe3omacHocT M.:
Axanemus. 2016,—333 c.

2. Koszuna E. C. [lemonpoussoacteo / E.C. Ko3una. Mocksa: /lupexkr-Menua.
2016,-27 c.

3. Poroxxua M. 1O. JlenompousBonctBo B KamapoBoi ciyxxoe/ M.JO. PoroxwuH.
Mocksa: bepnun: Jupekr-Menua. 2016, 229 c.

HNuTepHeT-pecypcobl

1. www.aup.ru/books/m1314/ KoHCIeKT JeKIUK SBISICTCA DJICKTPOHHOM
Bepcuel kauru: OpraHu3anus U TEXHOJIOTHs JOKYMEHTAIMOHHOTO olecreyeHus
ynpasienusi: Koncnexr nekuuidi. @uonona JI.P. [Ten3a: U3a-so [lens. roc. yu-ta.— 159
c.: wi. 34, 6ubmuorp. - 29 Ha3B. (AIEKTPOHHASI KHUTA)

2. www.vniidad.ru, www.rusarchives.ru urepner-crpanuiia Bcepoccuiickoro
HAyYHO-HCCIIEA0BATEIHCKOTO MHCTUTYTA IOKYMEHTOBEICHHUS U apXUBOBEICHHS

3. www.gks.ru THTepHET-CTpaHuIla TOCyIapCTBEHHOTO KOMUTETa CTATUCTUKH
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https://urait.ru/bcode/472842
http://www.aup.ru/books/m1314/
http://www.vniidad.ru/
http://www.rusarchives.ru/
http://www.gks.ru/

4. www.gost.ru Uurepuer-ctpanuia ['occtanaapra

5. www.consultant.ru/ KoncynsranTtltoc

6. 3537611.pdf (my-shop.ru) IllysamoBa H. H. OcHOBBI aenomnpor3BOACTBA.
S3bIK CIIy’)K€OHOTO JIOKYMEHTa : YYEOHMK W MPaKTHUKyM I aKaJeMUYECKOTO
0akanaBpuata / H. H. lllyBanosa, A. FO. UBanoga ; nox o6ur. pexn. H. H. lllyBanoBoti.
— 2-¢ u3j., nepepad. u gomn. — M. : UznarensctBo FOpaiit, 2019. — 428 c.

3.3. Ilepeyenb 3aHATHIL, TPOBOAUMBIX B AKTUBHbIX M1 HHTEPAKTHUBHBIX (popMax:
o0111ee KOJTUYECTBO aAyIMTOPHBIX YacOB 42, 3aHATUSI B aKTUBHBIX M MHTEPAKTUBHBIX
dbopmax — 2 gaca.

Tema 3ansTHA Yacsl dopma nIpoBeIECHUS

Opranu3alvoOHHO-PACTIOPIUTEIbHAS 2 VYpok-urpa
JIOKYMEHTAIUS
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http://www.gost.ru/
http://www.consultant.ru/
https://static.my-shop.ru/product/pdf/354/3537611.pdf

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHUSA YUEBHOM

JTUCHUITIJIMHBI

Ne Conepxanue OcHoBHBIE NOKA3aTeIH OLEHKHU Mertoabl OLeHKH

pe3yJabTara

A -oopMIIATh 1 TIpoBepATh | OdopmiieHHe JOKYMEHTOB B [IpakTnueckas
IIPaBUWIBHOCTD cooTBEeTCTBUM ¢ DenepanbHbIM paborta,
oopmenus 3axonoMm «O0 uHpOpMAIUH, BHEAyJIUTOpHAs
JOKYMEHTALIVH B nHGOpMaTH3aLMU U 3alUTe CaMOCTOSITEIIbHAS
COOTBETCTBUH C uHpOpMALIUN. pabora, Tect
YCTaHOBJICHHBIMU
TpeOOBaHUSAMY, B T. 4.

UCIOJIB3YS
MH(pOPMALIMOHHBIE
TEXHOJIOTHH

v2 -IIPOBOJUTH IIpoBenenue cpaBHeHus pyyHoro | [Ipaktudeckas
aBTOMAaTU3UPOBaHHYIO Y aBTOMAaTU3MpPOBAaHHOIO pabora,
00paboTKy JOKyMEHTOB KOHTPOJIS, UX JOCTOMHCTBA U BHEAyIMTOpHAs

HEI0CTaTK!, IPUMEHsAEMas CaMOCTOSITENIbHAS
TEXHUKA. pabora
y3 -OCYyILECTBIATh XpaHeHue | PopMupoBaHue ena B YcTHBIN U
Y TIOUCK TOKyMEHTOB COOTBETCTBUH C HOMEHKJIATypOH NUCbMEHHBIN OIPOC
nein. CocraBieHHE aKTa O
BBIICJICHUH /1€ K YHUUTOKEHHUIO.
Odopmienue aena K caade B
BEJIOMCTBEHHBIN apXUB.

V4 -HMCIIOJIb30BATh Opranuzanus gokymeHToo0opora | Ilpaktuyeckas padora
TEJIEKOMMYHUKALMOHHBIE | C UCIOJIb30BAaHUEM CPEJICTB
TEXHOJIOTHH B TEJIEKOMMYHUKALIHH.

ANIEKTPOHHOM
JOKYMEHTO000pOTE;

31 -OCHOBHbIE MIOHATHS: LENH, [lonnmaHnue U OCO3HaHHE PONH OkcrnepTHoe  HaOIiro-
33184y U TIPHHIHUIIBI JIOKYMEHTA B JKU3HH YeJIOBEKa U JeHue
JIOKyMEHTAILIHOHHOTO ob1ecTBa, B chepe ynpasnenus u | [Ipakruyeckas padora
obecreueHns yrpaBlIeHus npodeccroHanbHON

JEATENIBHOCTH, UX OCHOBHBIX
(dbyHK1IMHA, c1T0COO0B
JOKYMEHTHPOBAHUs, YHU(PHUKALIUN
U CTaHJapTU3aIMK KaK 00
OCHOBHOM HaITpaBJIEHUU B COBEp-
IIIEHCTBOBAaHUU JIOKYMEHTOB.

32 -CUCTEMBI [lonnmanue onpeneneHuit AKTHBHOE y4acTue B
JIOKyMEHTAIHOHHOTO OCHOBHBIX TEPMUHOB: JJOKYMEHT, | XOJI€ 3aHATHS,
obecrieueHus ynpaBleHus, ux | JTOKYMEHTUPOBaHHE, aBTOP YCTHBII W IUCBMEH-
ABTOMATH3ALHIO NOKyMeHTa, ounaIbHbIN HBIM ompoc (TecT), 3a-

JIOKYMEHT, IMYHBIN TOKYMEHT. JaHUs 17 caMOCTOsI-
TEIbHON paboOThI, BbI-
MIOJIHEHUE UCCIIEZ0BA-
TEJIbCKOW TBOPYECKOU
paboThI

33 -KITacCU(UKALHIO [IpuMeHeHne 3HaHUH OCHOBHBIX YCTHBIN U
JIOKYMEHTOB BUJI0B U pazHoBuAHOcTel OPJI, IIUCBMEHHBIN OIPOC

(Tect), 3amanust st
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Bxoasmux B YCOP/I npu ux CaMOCTOATEIILHOU
o(OopMIICHU. paboTHI,

34 -TpeOoBanms K cocTaBineHuio | OObACHEHHE XapaKTEPUCTUK U IIpaxkTueckas
1 0hOPMIICHHUIO TOKYMEHTOB; | COCTaBa OpraHU3alMOHHBIX paboTa, yCTHBIN U

JIOKYMEHTOB (ycTaBa, IOJI0KEHUSI, | TUCbMEHHBIN OIpPOC
JOJDKHOCTHOW MHCTPYKIIHH, (TecT),

IIpaBWJl), paCIOPSAAUTEIbHBIX BHEAYIUTOpHAs
JOKYMEHTOB (pacropspKeHus, CaMOCTOSITeNIbHAS
MpUKa3a, PeLIeHus, YKa3aHHsl, pabota
COBMECTHOT'O pacHOpSAUTEIHLHOTO

JIOKYMEHTa), CIIPABOYHO-

MH(OPMAITMOHHBIX TJOKYMEHTOB

(city>keOHBIX MHCEM, CIIPABOK,

3asBJICHUH, JJOKJIAJIHOMN 3aITMCKH,

aKTa, MPOTOKOJIA).

35 -Opranuzanuto Opranuzanus fokymeHToobopora | [Ipakruueckas
JIOKyMEHTO00O0pOTA: IpHeM, | B OpraHU3alMM U IOHUMAaHUE paboTa, MHUCbMEHHBIH
00paboTKy, perucTpanmuio, 0OIIUX TPUHIIMIIOB pabOTHI C ompoc (Tecr),
KOHTPOIIb, XpaHEHUE JIOKYMEHTOIIOTOKaMH. BHEAyIMTOpHAs
JIOKyMEHTOB, HOMEHKIIATYPY CaMOCTOSITeNIbHAS
I pabora

OK 1. | [loHumare cymHoCTb U [Iposinenne unrepeca k Oynymieir | [Ipaktuyeckas
COIIMANIbHYIO 3HAYUMOCTE | ipodeccun. [lonnmanne paboTa, BBIIIOJIHEHUE
cBoei Oymymieit CYIIHOCTHU U COLUATbHON UCCIIEIOBATENLCKOM
npodeccuu, IpOsIBISITh K | 3HAYUMOCTH CBOEH OymyIei TBOPYECKOI pabOThI
HEW yCTOWYMBBIN npodeccuu, MPOsIBIICHUE K HEH
HWHTEPEC. YCTOMYMBOIO UHTEpPECA

OK 2 | Opranu3oBsIBarh Pemenus npodeccronaabHbIX [IpakTuueckas
COOCTBEHHYIO 3a/1au ¢ COOMIOIEHNEM TEXHUKU paboTa, MMCbMEHHBIH
JeSITeIbHOCTD, BEIOUPATh | O€30MAaCHOCTH U COITIACHO orpoc (Tecr),
TUIIOBBIE METOBI U 3aJIaHHOM CUTyalluu BHEAyIMTOpHAs
COCOOBI BBITTOJIHEHUS CaMOCTOSITENIbHAS
npoeccruoHanbHbIX pabora
3aJ1a4, OLIEHNUBAaTh X
3(h(HEKTUBHOCTD U
Ka4yecTBO.

OK 3. | Ilpunumarpy pemeHus B | Pemenue cutyalmonHbix 3a1a4d ¢ | [IpakTudeckas
CTaHJapTHBIX U HE IIPUMEHEHUEM paboTa, MMCbMEHHBIH
CTaHJApPTHBIX CUTyallUsX | MPOQeCCHOHATIbHBIX 3HAHUH U ornpoc (TecT),

Y HECTH 3a HUX YMEHUNI BHEAyIUTOpHAs
OTBETCTBEHHOCTb. CaMOCTOSITeNIbHAS
pabota

OK 4. | OcymectBnsate nouck u | Mcnonbs3zoBanue nudopmannonto- | [Ipaktuueckas

HCIOJIb30BaHHUE
nHpopmanuu,
HE0OXOTUMO IS

3¢ deKkTUBHOTO
BBITIOJTHEHHU S
npodeCcCHoHATBHBIX
3amad,
po¢eCCHOHATBHOTO U
JTUYHOCTHOTO Pa3BUTHSL.

KOMMYHUKAIIUOHHBIX TEXHOJIOTHI
B npodecCUOHATBLHON
NESTENIbHOCTH;

Hcnonbs30BaHne NEKTPOHHBIX U
UHTEPHET PECYPCOB

paboTa, mMCbMEeHHBII
ompoc (Tecr),
BHEAYJUTOpPHAS
CaMOCTOSITeNTbHAS
pabota
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OK 6.

PabGorarh B KOJIJIEKTUBE U
B KoMaH e, YQPEeKTUBHO
00111aThCS ¢ KOJLIETaMH,

Onenka >3 QpeKTUBHOCTH U
Ka4eCTBa BBINIOJTHEHMS COITIACHO
3aIaHHOU CHUTYALlUH;

[IpakTrueckas
paboTta, MUChbMEHHBIN
onpoc (Tecr),

PYKOBOZICTBOM, BHEAyIUTOpHAs

MOTPEOUTEIISIMHU. CaMOCTOSTEJIbHAS
paborta

OK 12. | Cobmonarb Hcnonp3oBaHuE 37€KTPOHHBIX U [IpakTnueckas
JeicTBytoIIee HMHTEPHET PECYPCOB paboTa, MUCbMEHHBIH
3aKOHO/IATEIbCTBO U onpoc (Tecr),
o0s13aTeNbHbIe BHEAYIMTOpHAs
TpeOOBaHUs CaMOCTOATENIbHAs
HOPMaTUBHBIX pabora
JIOKYMEHTOB, a TaKXe
TpebOBaHUs CTaHIAPTOB,
TEXHUYECKUX YCIOBUI

[IK2.2. | OdopMsiTh, IPOBEPSTH Odopmienne JOKYMEHTOB IS [IpakTuueckas

IMPaBUJIbHOCTb
COCTABJICHHS,
obecnieunBaTh XpaHeHNE
OpraHU3aIOHHO-
pacropsiANTENbHBIX,
TOBapPOCOMPOBOAUTEBHBIX
1 MHBIX HGO6XOZ[I/IMBIX
JIOKyMEHTOB C
UCIIOJIb30BAHHEM
ABTOMATU3MPOBAHHBIX
CHCTEM.

penreHus mpodeccHoHaIbHBIX
3a1a4

paboTa, MUCbMEHHBIM
ompoc (Tecr),
BHEAYIUTOPHAS
CaMOCTOSITeIIbHAS
paborta
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