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Pabouas nporpamma yuebnoi mucummiusbl OI1.0S «JlokymeHTaunoHHoe obecrneyeHue
VIIPABICHHA » COCTABIEHA B COOTBETCTBUM ¢ TpeboBaHusMH DenepanbHOro rocyaapcTBEHHOrO
OOPA3OBATCABHOIO cTaHjapTa (nanee-PI'OC) 1o CreLHaTbHOCTH CpEIHErO
npogeccuonansioro  obpazopanus (panee-CIIO) 21.02.05 «3emMenbHO-HMYIIECTBEHHBIE
OTHOLIEHHUS» yryOieHHON MOAroTOBKM (yTB. MpUKa3oM MuHHCTepcTBa 00pa3oBaHus U HAyKH
P® ot o1 12 mag 2014 Ne 486).

O/ 10PEHO YTBEPXJIAIO
Hit 3dCe1aMH LIMKIIOBOW KOMHUCCHHU 3aM.JMpeKTopa no yuebHoi pabore
crieumansioct 21.02.05 [ATIOY CO «CKCMI'C»

«3eMe/IbHO — UMYILIECTBEHHbIE OTHOLLIEHUA»

[potokon Ne 7, nata B3/ cf2<zzesy 2025k W g (é?éag,uwﬁ/{
[ Ipeseeares Komnccyﬂy{ '7'_{5/5 feele fivee;  « 2/ » 5}4/‘2-;,/’ 7o R 205@_
2¢7 " r. Jd

Hpotokoa Ne | para « / o
I Ipeacenaresib KOMHCCHH « » 20 1
[Tporokon No | nara «_ » 20 r.
[Ipeacenarenb KOMUCCHH « » 20 %
[TpoTokon Ne |, nara «__ » 20
[Tpeacenarenb KOMHCCHH « » 20 1

Cocrasutens: JLIT. Bparyxuna, npenoaasatens neppoii kareropuu [ATIOY CO
«CKCMI'C»

Penensent: O.B.HosukoBa, npenoaasateib nepsoi kareropuu I'BITIOY CO

< ATKAPCKUH MOJTUTEXHUYECKUHA KOJITEIA»



PELLEH3USI
Ha paGouyto nporpammy yueOHOH aucumnmianubl «JlokymeHTallmoHHOE oOecneyeHne
ynpasiaeHus» s crneunaibHocTh 21.02.05 «3eMenbHO-UMYLIECTBEHHbIE OTHOLIEHUS»,
npenojasaress ['AITIOY CO «CapaToBCKHI KO/UIEK CTPOUTENBCTBA MOCTOB U
FUAPOTEXHUUECKUX coopyikeHnit» bpatyxunoit Jlroamuist [TeTpoBHbI

Pabouas nporpamma  yuyeOHOH  aumcuuiuinubl  «JloKymMeHTaLUHMOHHOE — olecreyeHue
ynpaBjieHus» cocTaBjieHa Ha ocHoBaHuM TpeboBanuih GI'OC u npeanasHavyeHa aia obecrneveHus
yuebHoro npouecca no cneunansHoct 21.02.05. «3emMenbHO-UMYIIECTBEHHbBIE OTHOLIEHUSY.

JlaHHbI Kypc HampaBieH Ha yMeHue O(OpPMJATL JAOKYMEHTALUIO B COOTBETCTBUHU C
HOpMaTHBHOM ©0a30i, B T.4. HCMOAb3ys MH(POPMALMOHHBIE TEXHOJOTWHU, OCYLIECTBIATh
aBToOMaTH3aLKi0 00pabOTKH JOKYMEHTOB, YHH(PHLIMPOBATE CUCTEMbI JOKYMEHTALMH, OCYLIECTBIISATh
XpaHeHWe U MOMCK JOKYMEHTOB. MCNO/b30BaTh TEJIEKOMMYHUKALMOHHbIE TEXHOJOIMU B
9EKTPOHHOM HOKYyMeHTooOOopoTe. Pabouas nporpamMma CTaBUT M YCIELIHO pealu3yeT cleaytouue
LeIu: 3HATh IOHATHE, UEAM. 3a4a44 M [PUHLMUIBI AeJ0NPOM3BOACTBA, OCHOBHBIE IOHSITHS
JAOKYMEHTALMOHHOrO OO0eCreyueH s YNpPaBACHUs, CUCTEMbl J1OKYMEHTALUMOHHOro obecreveHus
YIpaBieHUs, KIaCCH(PUKALMIO JOKYMEHTOB. TpeOOBaHUS K COCTaBACHHUIO M  O(POPMIIEHHIO
JOKYMEHTOB., @ TaK)Ke OpraHu3aluuio J0KYMEHTOOO0OpoTa: mpueM, 00pabdoTKy, perucTpauuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB. HOMEHKJIATYpY Aell.

[lporpamma yuebHo#t aucuuniauibl  «JlokyMeHTaUMOHHOE ofOecrnevyeHue YMpaBlIeHUs»
COAEPIUT CHEAYIOLIME EMEHTbI: TUTY/bHbIA JHUCT. NaCNOPT, TEMATHYECKUH TUIaH U COAepIKaHue
y4eOHOH QUCLMIJIMHBI. YCJIOBHS peajiu3alud MporpamMmbl. KOHTPOJIb W OLIEHKa pe3yJbTATOB
OCBOCHHUS y4eOHONH AMCLMITIHHBIL.

[Tacniopt pabouei nporpaMMel BK/IIOUYaeT B ce0s BCIO HEOOXOAMMYIO HH(OPMALMIO: yKa3aHa
00/1aCTh MPUMEHEHHS NPOrpamMMbl, MECTO JAHCLMIIMHBI B CTPYKTYPE OCHOBHOH 00pa3zoBaTebHOM
MpOrpaMMbl, LEAM M 3a4ayd HM3YyYeHUs AUCLHIAUHBL, 00beM yuyeOHOH AUCUMIUIMHBI W BUJbI
yueOHOH paboThl.

Temaruueckuii niaan u cojepiuanne y4eOHONH AMCUMITIMHBI JaeT npeacraBieHue 00 yuebHoi
Harpy3kM CTYIEHTOB, OCJIEA0BATEILHOCTb M3YUYEHHUs pa3aelioB U Tem paboueil mporpammsbl, a
TaK)Ke CMIaHUPOBAHBI TEMATHKA. BUAbI M (DOPMbI CAMOCTOSITEIbLHON PadOThl 00yUarOLIErocs.

YciaoBus peanusaudy MporpaMmbl BKIOYArOT B ceds: TpeOoBaHMS K MUHUMAaJIbHOMY
MaTepualbHO-TEXHUUYECKOMY 00eCNeueHHIo, MepeueHb PEeKOMEHJYeMbIX Y4YeOHbIX W3JaHuid,
HHTepHeT-pecypcoB, AOMOIHUTENLHON TUTEpaTyphl.

B pasagene «KoHTponb M oOueHKa pe3ylbTaTOB OCBOEHMS Y4eOHOHW AWMCUMITIMHBIY
pazpaboTaHa cucTeMa KOHTPO/S OBIAJACHUAMH 3HAHMSAMH M yMmeHUsMH. Tematuka W popwmbl
KOHTPOJIsl COOTBETCTBYIOT LIeJIsIM M 3a/auaM yUeOHOH AHCUHITINHbIL.

Yerko cdopmynnpoBaHHas Ledb NpoOrpamMMbl M CTPYKTypa HaXOAATCS B JIOTHYECKOM
coorBeTcTBUU. CoaepikaHue MporpaMmbl HarpaB/Ie€HO HA JOCTHIKEHUE PE3yJIbTATOB, ONMpPEaeNsIeMbIX
@I'OC. Coneprkanue oTpaxcaeT nociea0BaTeNbHOCTb (POPMUPOBAHHUS 3HaHMI, ykazaHHbIX B PI'OC.
B nonHoit mepe oTpaxceHbl BUAbI pabOT. HanpaBieHHbIe Ha MPUOOpPEeTeHne YMEHHH.

B pesyabrate u3yueHus yueOHOH aAuMcUMMIMHBL  «JIOKYMEHTaUMOHHOE obecrieyeHune
yNpaBaeHUs» CTYAEHTbI NPHOOPETAIOT HEOOXOAMMbIE 00LIKe U NPO(ecCHOHAIbHbIE KOMIETEHLIHH.

3akiioueHue: jJaHHas padouas rporpaMma peKOMEHAYETCs K MCIOJIb30BaHUI0 B y4yeOHOM
npouecce TaK KaKk COOTBETCTBYET (DI oC CI]O " Tpeoosalmsm K BbmyCKHHKaM 00pa3oBaTebHOro

PeueHnsent:
[Ipenoaasarens 1 kareropumn

['BITIOY CO «ATKapcKuil MOJIMTEXHHYECKNH K@ O.B.HoBukosa
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TIACITIOPT ITPOI'PAMMBI YUEBHON JTUCIIUTITMHEI
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1. IACIIOPT PABOYE IPOTPAMMBI YYEBHOI
AACIIAILTINHBI
«IOKYMEHTAIIMOHHOE OBECUEYEHHME YIIPABJIEHMST»

1.1. ObJracTe npuMeHeHHs paGouel nporpaMMel
Pabowas nporpamma y4eOHOH IUCIUILIMHBL SBISIETCS HYacThIO IIPOTPAMMBL
oAroTOBKY crienuaticTo cpeaHero 3seHa (JINICC3) B coormerctBum ¢ OI'OC
CIIO o cnenmansHocTH 21.02.05 «3emMensHO—MMYIeCTREHHEBIE OTHOIICHUS»

1.2. Meero y4eOHOH JAHCOUNJAHHBI B CTPYKType NpPOrpaMMbI
NMOArOTOBKH CHOEUHHANMCTOB CpPeAHEro 3BeHa: IpoQecCHOHaNbHBIM LUK,
001IenpoheCCUOHANBHBLE AUCUUILINHEI

1.3. enma wm 3agauu y4eOHOH JHCHUILIMHBI — TpeboBavua K
pe3yIbTATAM OCBOCHUS Y4eOHOH NMCUMNIHHDI:
Henu: monydenne o0yvdaromuMucs CICHUaIBHEIX SHAHUHE U MPEHCTABNESHMIH
B cdepe MOKYMEHTAITMOHHOTO OOCCNEYEHUs YIPABICHHS, HEOOXONUMBIX ANd
paboTh! B PO eCCHOHANBHON IesITeIBHOCTH.
3aoauu: obGecnieunTsh 0OyUalOIXCAd HEOOXOAWMEBIMH 3HAHUSIMU B 0OnacTu
JOKYMEHTAIlHOHHOrO  o0ecrmeueHuss  ymnpaBleHUs,  NOJYH4eHHE  HaBLIKOB
IJOKYMEHTHPOBaHHS ¥ JOKYMEHTO000pOTA.
B pesyibrare OCBOEHMS y4eOHOH MUCIHIUTHHEL OOYYaroInuiics JOIDKEH
eTh:
»  0ohopMIATH JIOKYMEHTALHI0 B COOTBETCTBUH C HOPMAaTHBHOH 0a3oil, B
T.Y. UCTIONB3YS MHPOPMAIHOHHBIC TCXHOIOTHH;
»  OCYILECTBIATH aBTOMATHUIAIMNIO 00Pa0OTKH JOKYMEHTOB,;
»  yHEQHIHPOBATH CHCTEMB! JOKYMEHTALMH,
»  OCYUISCTBIISITH XpPaHEHUE U IOUCK JOKYMEHTOB;
» UCIONB30BATh TENeKOMMYHHUKAILMOHHBIE TEXHOJOTHH B 3JICKTPOHHOM
JOKYyMEHTOOO0pOTE.
B pesynbrate ocBoeHHs y4eOHON AUCIUINIMHEL 00yuaronuidcs AomKeH
3HATD:
IIOHSITHE, LIEJH, 380a9H U MPUHLAILI AeJOMPON3BOACTBRA,
OCHOBHBIE TIOHATHA AOKYMEHTAUOHHOTO 00eceueHus YIPaBIeHNs;
CHUCTEMB! JOKYMEHTAlHOHHOTO 00ecIeYe NS YIIPaBIeHUs;
KIACCUPUKAIHUIO TOKYMEHTOB;
TpeGOBaHMS K COCTABICHUIO U 0hOPMIIEHUIO TOKYMEHTOB,
OpTaHU3alui0 JOKyMeHToobOpoTa: mpueM, o00paboTKy, perucTpauuio,
KOHTPOJIb, XPAaHCHUE JOKYMEHTOB, HOMEHKIATYPY Aell.

VVVVVY

Pexomengyemoe KOJIHYECTBO YacOB HAa OCBOeEHHe [IPOrpaMMBbI
y4eOHOH AHCHUNIIHHBI:

MaxkcumanbHas y4eOHasd Harpy3ka oOydaromerocs 60 Jacos, B TOM 4uche:
obszatensHOlt  ayguTOopHOM yueOHOM Harpysku ofbyuaromerocss 40 wyaca,
CaMOCTOATENBHOHN paboThl 0Oy4atomerocs 20 Jacog.

JIMCITUIIIIMHEA U3y9aeTCsl B TEUEHHE OQHOTO CeMecTpa.

J



WToroBeiit KOHTPOJIb 3HAaHUU IPOBOAUTCS 110 3aBEPILEHHIO Kypca JUCLUTUIAHEI
8 VIII cemectpe B dhopMe auddepeHIMPOBAHHOrO 3a4eTa.
Tabmmiga 1.1- Ob6uime KOMIIETEHLIRN U POt ecCHOHANBHBIE KOMIIETCHLAU

Kox

Hanmenosanue pesyabTara oGyueHus

OK 1

[MoHUMATP CYIIHOCTH M COLMANBbHYIO 3HAUUMOCTE CBOed Oymylueit
npodeccun, IPOsIBIBITE K Hell yeTOWYNBHIN HHTEpeC.

OK 2

AHalIW3MpOBaTh COUMANBHO-3KOHOMUYECKNE M IONHTUYECKHE
npoOIeMBl ¥ NPOIECcCH], MCIONh30BATh METOJbl TI'YMaHUTapPHO-
COLIMOJIOTHYECKHUX HAyK B PasMUUYHBIX BHAAX Npo¢GECCHOHANBHON U
COLIAAIBHON NeATETLHOCTH.

OK 3

OpraHH30BBIBATH CBOK COOCTBEHHYIO HESTEIBHOCTE, OINPENEsaTh
METOIBl M CIOCOOB BEINTOJHCHHUS NPOQECCHOHANBHEIX 33a7a4,
OLICHUBATh HX PQEKTHBHOCTh H Ka4eCTRO.

OK 4

Pemiats npoONeMBl, OIEHMBATH PUCKH M IPUHAMATE PEUICHUS B
HECTAHAAPTHBIX CHTYalHsX.

OK'5

OcyniecTBASTh  TIOHCK, 8HAIWZ ®W  OUEHKY UKHpOpMaLuy,
HeoOXOOUMOR [ TOCTAHOBKM M pelleHHs OpodecCHOHANBHEIX
3a7a", NpodecCHOHATBHOT0 M JIMYHOCTHOIO Pa3BHTHA.

OK 6

PaboTaTs B KONNEKTUBE U B KOMaH/e, 00CCIEUNBATE €€ CIIOYEHHE,
3¢ GeKTUBHO o0wWwaTecs ¢ KOJIEraMH, PYKOBOICTBOM,
OTpeOUTEIAMHY.

OK 7

CaMocCTOsATENBHO OIIPpCOCNIATE 3alJatuHl HpO(IJeCCI/IOHaJ'[LHOFO H
JHYHOCTHOIO pPa3BUTHA, 3aHHMAaTbCsa CﬁMOOGpEBOBaHHCM,
OCOZHAHHO ILNIAHHPOBATh [IOBLIIICHUEC KB&J’IHCIJHK&I_II/II/I.

OK &

CraButh UeIH MOTHBHPOBATE ACATCIBHOCTE ITOMHHHEHHBIX
OPraHM30BLIBATE U KOHTPOIMHPOBATE HX paGOTy C IIPHHATACM Ha
ce0s OTBETCTBEHHOCTH 3a PE3YILTAT BBIIOJIHCHHA 3alaHnH

OK 9

BEITE TOTOBEIM K CMEHE TCXHOJOTHH B TPO(ECCHOHATBHOH
NESATEIBHOCTH.

OK 10

Oco3HaBaTh U IPHHUMATE OTBETCTBEHHOCTH 32 3KOJIOTHHUECKHE
IOCIENCTBHS  TPO(PEecCHOHANBHON  JEesTeNBHOCTH  cOOMOAaTh
periaMeHThl II0  OKONOTMYecKOoW 6e30mMacHOCTH ¥ IIPHWHIMITEI
PANMOHATBHOTO  DPHPOAONONLE30BAaHHS  BEIOMpaTs  CHOCODEI
IOBEIILIEHAS DKOJIOTHYEecKol Oe3omacHOCTH npodeccroHanbHON
NesITeIFHOCTH OpTaHM3alidl

OK 11

HUcnoap30BaTh HPUHITHITE] COITHAJILHOTO IapTHEPCTBA B
pPeETYIHPOBAHUU COLHAJIBHO-TPY JOBBIX OTHOIIICHUHA B
moJipasicicHHN OpTraHH3alliuH

OK 12

Vcnons3oBaTh  pe3yNbTAaTEl  HAYYHBIX  HCCIEIOBAaHHMK B
NIPOPECCHOHANbHON HesITeNIbHOCTH YYacTBOBATh B IIPOBENCHUM U
OpraHu3aluy  Hay4qHBIX HCCIENOBAHUM II0J PYKOBOJICTBOM
NPOBOAUTL W OPraHH30BBEIBATH JIOKaJIBbHEIE Hay4HBIE
UCCNEAOBaHNs B 00JIaCcTH MpodecCHOHANBHON IS TEIbHOCTH




Coburozars IIpaBuiIa TeXHHKH OezomnacHoCTH, HECTH

OK 13 OTBETCTBEHHOCTS 32 OPTaHHU3AIHI0 MEPONPUSTHH No 00ecIeueHUro
0e30I1acCHOCTH TPYXHa.

[IK 1.1 CocTaBnaTs 3eMeNBHEIN DanaHc pafoHa.
[loaroraBnuBaTh MOKYMEHTAIlIO, HEOOXOMUMYIO AAf IPHHATUL

[K 1.2 YyOpaBIeHUYECKUX pEIICeHW [0 OKCIAyaTallud Y  Pa3BUTHUIO
TePPUTOPHUI.
T'oTOBUTE NPEINIOKEHUS N0 ONPEHCICHUIO IKOHOMHYECKOH

[K'1.3 5(Q(eKTUBHOCTH  HCIHONB3OBAHUS  UMEIOLIErocs  HEeABHXUMOTO
UMYLIECTRA.

X 1.4 YyacTBOBaTh B NPOEKTUPOBAHUMKM M aHalu3e  COUHANbHO-
SKOHOMMUYECKOI'C Pa3BHTHs TCPPUTOPHHU.

IIK 1.5 OcyIIecTBAITE MOHUTOPHUHT TEPPHTOPHH.

TIK 1.6 AHaTu3NpOBaTh BapPUAHTHI IIPUMEHEHYS Monenei
TEPPUTOPHATHEHOIO YIIPaBIeHUs.

K 1.7 ONpeNieNaTh HHBECTULHOHHYK  IIPUBJIEKATCNBHOCTE IPOEKTOB
3aCTPOHKHU TEPPUTOPUHA.

IIK 2.1 BBITTONHITE KOMILIEKC KalaCTPOBEIX IPOLIELY].

IIK 2.2 OnpenensTs KaJacTPOBYIO CTOMMOCTE 3eMEJk.

[IK 2.3 BEITOIHATE KAHACTPOBYIO CHEMKY.

TIK 2.4 OcymecTBIATE KafacTPOBBIA M TEXHWYECKMH YHUET OOBEKTOB
HEJBHKIMOCTH.

TIK 2.5 POopMUPOBATE KANACTPOBOE €TI0,

K 3.1 BrmonssTe paboTEl KO KapTorpado-reoae3nueckoMy 00ecIeueHHIo
TEPPUTOPHI, cO3aBaTh IpadUYeCKre MaTePHAIBL.

TIK 3.2 Hcnonp30BaTh rocyNapcTBEHHBIE MeOAC3UYECKUE CETU H KHEIE CETH
JUISL IPOU3BOACTBA KAPTOrpado-reoqe3snieckux pador.

1K 3.3 Hcnone3osars B IPaKTHYECKOM AeaTeIbHOCTH
reOMHPOPMALIMOHHbIE CUCTEMEI.

1K 3.4 OmnpenensaTs KOOPAWHATHl TI'PaHULl 3EMEJIBHBIX YYacTKOB U
BBIYUCISITE UX TNIOLIAJH.

I 3.5 BEITIOTHATE NIPOBEPKY M IOCTUPOBKY TEOZE3UYECKHX INPUOOpPOB H
MHCTPYMEHTOB.
BEIIOTHATH MOJIEBBIE M KaMEpaNbHBIE reofiesnveckue paboTsl 1o

[IK 3.6 Pa3BUTHIO M PEKOHCTPYKUMHM CeTell COIMaNbHOIO HAa3HaueHusd
(OnOpHBIX MEXEBBIX CETEM).

TIK 4.1 OcymectBisith ¢Oop U 06paloTKy HeoOXOAMMOW W JIOCTaTOUYHOH
nHhopMaimn o6 00BEKTe OLIEHKH U aHANOTUYHBIX 00BEKTaX.

[IK 4.2 [Ipon3BOAUTE pacdeTbl MO OLEHKE O0BEKTAa OLEHKH Ha OCHOBE
IPUMEHHUMBIX TOJXO0/I0B B METOIOB OLIEHKH.
O0obmars pe3ynpTaTel, TIOMY4YeHHBIE I[IOAXOAaMH, M [aBaThb

K 4.3 000CHOBaHHOe 3aKMOYeHHe 00 WTOrOBOH BeNMYMHE CTOMMOCTH
00BbEKTa OILlEeHKH.

TIK 4.4 PaccuntniBaTh CMETHYI0 CTOMMOCTH 3JaHMM M COOpYXeHHui B

COOTBCTCTBHH C ﬂBfICTBY}OUII/IMI/I HOpMATUBaAMY K NPUMEHACMBIMHK




MCTOOHKaMH.

[IK 4.5 Knaccuurpposats 3faHHS M COOPYXKEHUS B COOTBETCTBHH C
IPHHATOH THHOJOrHeH.
OdopMIATsE OLECHOYHYIO JOKYMEHTAMIO B  COOTBETCTBHU ¢

IIK 4.6 TpeGoBaHUAMHE HOPMATHBHBIX aKTOB, PeryIMpyrOLLMX
NPaBOOTHOUIEHMS B 3TOH 061acTH.
OpraHn3oBEIBaTE CBOKO JEATEABHOCTh KaK HHIMBHIYAXbHOIO

K 5.1 IpeAIpUHUMaTeNd (KaJacTpoBOro HHXEHepa) WIM KOJICKTHBA
OpraHmM3anuy B COOTBETCTBUH C BBINENPUBEACHHBIMU BHIAMU
AeATCeNbHOCTH,

1K 5.2. [TrauupoBaTh IPEANPUHHUMATEIECKYIO HeATENIBHOCTD 24
OTYUTHIBATECA 3a HEe.

K 5.3 YcraHaBNMBATE TNApPTHEPCKUE CBA3H, 32K/II0YATh XO3AHCTBEHHbIE
JOTOBOPBL

1K 5.4 OfecreuwBaTh  HOIy4YeHHE  IIPUOBUTH  OT  XO3AMCTBEHHOM

JCATCIIBHOCTH,




2. CTPYKTYPA U COAEPKAHUE YUEBHOU
JTACIUILIAHBI

2.1. O0bem y4eOHOMH AUCUHNVIHHEI H BHABI Y4eGHOH paGoTh
Tabmnua 2.1 — Buner yuebHOU paboTsl ¢ 060BeMOM 4acoB

Buj yuebnoii paborel Obvem uacos

Makcumanbnas yaeOHas Harpyska {Bcero) 60
O0g3arenpHas ayIuTOpHAs yueOHas HarpysKa (Bcero) 40
B TOM HHCIIE:

[IPAKTUYECKHE 3aHATHSA 16
CamocrogtensHas pabota obyuaromerocs (Bcero) 20
B TOM YHCJIE:

BefleHAe  KpaTKOTO  CIOBaps  TEPMUHOB B  objacru 6
JOKYMEHTHPOBAHHUS

JOKITanbl 4

COOOLIEHMT 4

IIPE3CHTALAN G
Utorosas arrecrauus B popme JuddepeHUUPOBAHHBIH 3a4ET




2.2. TemaTH4ecKHI1 JIaH U coAepxcaHne yuelHoil nucunniuabl «/lokymMenTaunonHoe obecneyenne ynpapieHHs»

Haumenopanne Coaepxanue yuebHoro matepuana, nafopaTopubie paGoTsl 1 ApaKTHYeCKHe 3AHATUSA, CAMOCTOSTENLHARA padoTa O0beM yacos ¥YpoBeub
Pa3JeJI0OB H TeM o0yualolHXCA, KypeoBas pafora (npoekr) (ecru npedycvmomperot) OCEQEHHA
1 2 3 4
Paznen 1. Ocrogrble HOPMAMUGCHBIE AKIT6I, PEZTAMENRIUPYIONHE PADORTY € QOKYMENMaMIL. 16
Tema 1.1. Conepsranue 2 2
IHonsaTHe, nean, 3agaud | 1. [founTHe, neny, 3axa4u H APHHALKNL] Ae0Npou3BoacTea. TIOHATHE «IenonpouzBoacTBo». LlenH, 3amaun u
A APHHUHIL] TIPHHIHIIE] AENCTIPOH3BOACTEA
Ao pPOM3IBOACTEA CamocronTensran palora 2
1. | Hoxnan no Teme «CTaHOBJEHUE M Pa3BHTHE ACNONPOH3EOACTEA B Poccumy.
Tema 1.2 Copgepranke 2 2
OcHOBHLIE IOHATHSA I. | CucTeMbl A0KYMEHTALMOHHOTO oDecnedeHNd ynpapieHus. OcHOBHbIE TOHATHS AOKYMEHTALHOHHOIO
AOKYMeHTalHOHKOTD ofiecnedenns ynpap/ieHus: uHpopManms, J0KYMEHTHPOBaHHE, TOKYMEHTO000POT, ZOKYMEHTAMOHHOE
obecneuenus ofecnieyenune ynparieHuda. Ha3HaueHKe CHCTeMEBl ZIOKYMEHTALHOHHOTO obecnedeHns ynpasneHus. OyHKIHH
ynpapJeHHs. CHCTEME JOKYMEHTALMOHHO 0 00ECTISeH S YIPABIESHHA.
Teme 1.3 Conepaanue 6 2
Knaccuduxanns 1. Knacchdukauns aenosoit pokymentansi. OCHOBHEIE cocefbl JOKYMEHTHPOBAHUA: TEKCTOBBIE, [PadHyeCKUe,
IOKYMEHTOB MALIMHONUCHBEE, KHHO-, (OTO-, BANCOAOKYMEHTUPORAHHE, DNICKTPOHHBIE. DYHKUMM NOKYMEeHTA: 0GHHe-

uHbOpMALHOHHAS, COLHANBHAA, PYHKIMA (UKCALINM, KOMMYHHKATHBHAA, KyMYIATHBHAS, KYILTYPHAS,
cheuHanbHbe- PYHKUNR OPTaHU3ANHH CHCTEMEL M MPOLSCCOR YUPABNEHYHA, TNAHUPORAHIA, NPABOBAd, HAYUHO-
HCTOpUYECKas].

2. ITonATHEe HOPMATHRHO - IPABOEAN M MeTOAH4Yeckasn 5a3a AeNOTPOM3BOACTREA. 3aKOHOIATENEHEIE akThl PO B
chepe MEGOPMALME H TOKYMEHTALMH. YKaswl ¥ pacnopaxenna [pesunenra PO, nocranosnenus [lpaputenncaa
P®. locynapcTeeHHAs cUcTeMa JOKYMEHTaIHOHHOTO ofecneyenus ynpasaeuns (TCHOY).

'OCT P 7.0.97-2016. HanmonansHelil cranaapr Poccuiickoit @epepanun. CracTemMa CTaHIAPTOR [o HEQOPMALNH,
GUOIMOTETHOMY M M3flaTelIbekoMy Aeiy. OpraHusaHOHHO-PACTIOPAANTENLHAS AcKyMeHTanuA. Tpebopanus k
0(hOPMACHUIO JIOKYMEHTOB.

3 Yuadukauna u cranpapTasanus. [ToHaTHe «cHcTeMa JoXYMeHTalMH» U ee TpH3HAKR. IloHaTHe
«YHROHIMPOBAHHEIE CHeTeMBI lokyMeHTanym (YCI). Cocras YHHOHUHMPORAHHON CHCTEMBI IOKYMEHTALTHI:
OpPraRM3aLHOHHO-PACHOPAANTENbHAA, IePBIYHas, SaHkoBCKad, PHHAHCOBAR, M0 TPYLY, CTATHCTHYECKAA, YIETHAS,
Mencrouuoroe ¢onna PO, srewroprosas. [lonstue «odmepoccuiickuil knaccuykaTop ynpapneHdyeckoi
JoxymenTaussy (OKY I).

CamocToaTensHas padoTa 4
1. | Bepeue kpaTKoro caoaps TEPMUHOBR B 0DNACTH JOKYMEHTHPOBAHKA.
Paznen 2. XapaxmepucmiKa QOKYMeHMoE, HCIOAbIVIOMNUXCA 8 PRPAGICHUECKOH DeAMETbHOCHI, 32
Tema 2.1, Conepxanne 10




TpeGoranus k
COCTABAEHKIO 1
oopmAeHNIC
AOKYMEHTOR

Tpe6osanua k cocTaBiaeHH0 B odopMaenio A0KYMeHTOB. [lonatue «hopmynap-obpaszetrs, «GRaHK ZOKYMEHTaR,
«PEKBU3NT ADKYMEHTa», Bunbt 6nanko: o6k, Gnank NUCLMA, KOHKPETHOTC BKIa JokyMeHTa. Tpebosaxua [OCT P
7.0.97-2016 x ogopmneHuo fokyMeHToB. Pasmep Oymard, npuMeHaeMoli B delonponssoictse. Pasmepn mnoneh
chnyxebunx noxymerros. Hymepanua ctpanuu. Crocobsl RanucaHus aat. OdopuieHHe PEKBUZHTOR NOKYMEHTOR.
Odopmnenne B JoKyMeHTaX Hanucanusa uncen. Hanucanme @usuueckux peauund. Hanwcanue maTteMaThnueckux
dopmyn. OdopmicHNe B AOKYMEHTaX TalIHl H BRIBOIOR,

Oprauu3auuonHo- pacnopaauTelbible JokymeHThl. MouaTue v knaccudpurkanus OPJl. Haznauedue u yHKUKH
OPTAHH3ALMOHHO- TpaBoBRIX JokyMeHToB (OITJ). Buaw opraHu3allMOEHBIX JCOKYMEHTOB: YCT4B, NONOXKCHAS,
pernament, HHCTPYKUHA. OcoGeHHOCTH pa3NMUHEIX BHAOB AOKYMEHTOB Nawuod rpynnbl. Ilopajok cos3naHus,
odopMaeHs OpPraHu3alOHHO-TIPaBOBBIX NOKYMEHTOB.

PacnopsnsrenbHble JOKYMeHTBl. M3y9HTh OCHOBHEIE BHIB PAcTOpARKTENRHOH NOKYMEHTAUMH: PacTIOPMKEHHME,
NOCTAHORNICHYE, pellleHne, TIpMKAs, ykasarue. HazHadennre, cneumduxa i TpedoBanus k odbopmnenust. Hiyauts
OTPENCICHKE W HA3payeHWe NMpHKa3a fO OCHOBHON NeATeNBHOCTH, KAK APaBOBOTC akTa. PaccMOTpeTh CTpYKTYDY
TEKCTA, MPABHIIA €r0 0(hopPMIEHHS.

HHuhopMANHOHHO-CIPABOYHbIC AOKYMEHThl, BHIb HHQOPMaUWOHHO-COPABOYHBIX AOKYMEHTOB! POTOKON,
CTipaBKa, NOKNANHAA 3amicka, cnyxeOHai 3amMcka, OOLACHHTENHHAs 3ARMCKA, aXT, TENerpaMma, 3IeKTpoHHoe
coobinenne., Yx naznaueHue. ITponenypa cocraeieHnd u odopmieHrs dHGOPMALMOHHO-CIPABOYHEIX JOKYMEHTOR,
QbnacTh npuMeHenus, Jlenopas nepenmcKa.

Joxyments! 10 JuuHoMy cocraBy. (OCHOBHBIE NOKYMEHTH NO TPYAOBHIM OTHOMEeHHsM. OOIIHE CBeNeHHA NO
THYHOMY cocTaBy. IIOHATHE «KafpOBOS Aenonpou3BoNCcTBOY. HaznadeHde xafpoBoro JeMonpoH3BoAcTBa. CTPYKTYpa
B collepHaHHe KajpoBoi AokyMenTaimun. TTpukaskl (pacnopskeHus) No NUMHEOMY cocTasy. [lpaBmna BHYTPEHHETO
Tpyfosoero pacnopsaka. JoxyMeHTHpopaHue Tpynoswlx otHolleHui. Tpyaopoii noroeop. CnyxeGHEH KOHTpakT.
Tpynosas kHipKKa, TpeQoBanua k ee BeAeHu1o. JImyRan kaprouka paboTHika (dopma T-2). JlimHoe geno

TIpakTHUECKOE 3aHATHE
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1.

OdopMieHue IOKYMEHTALKE B COOTBETCTBUM C HOPMATHBHOM 02300, B T.4. HCTIONE3YA HHPOPMAITHOHHBIE TEXHOIOTHH
(Coctasnenne U ofopMICHHE PEKBH3NTOR 1 GNAHKOR JOKYMEHTOB)

2.

OcyInecTeIeHNe aBTOMATH3AUH 06paboTkH AOKYMEHTOB

(S )

VHU(HIHPOBAHHE CHCTEMEL JOKYMEATALMH

Camocronarensnas padora

10

IToaroToBUTE Dpe3eHTAIIO Ha TeMy «ODOopMICHNE PEKBHIHTOR JIOKYMEHTOBY

TToNroTORUTE IEpeseHTAIRO 10 TeMe «I epOoBrie HMIABKH H MIEYaTHy.

Toaroroeute NPE3SHTALNIO MO TEME «OCHOBHEIE Tpeﬁosam—m K COCTABJICHMIO H Oq)OpM.TIBHPHO JOKYMEHTa.

Coobienue 1o Teme «OcobeHHOCTH 0QHIMATLHO- IETOBOIO CTHIAR

bl -l bad i o

CooBiuenue Ha TeMy «BuantHas kaproukan. [loustue W HazHaueune, Buapt, OcobeHHOCTH U oipaBuia 0QopMIEHHS.

Pasnen 3.

Soxymermoobopom 8 opzanuzauiy.

12

Tema 3.1.
Opraunzauus
AoKyMeHTo0BOpOTA:
npuem, obpadoTka,
perHeTpanus,

CoaepxaHue

1

Opranmsanea nokymeaTootopora. [Tpuem, 06paboTxka M IBMKEHKE BXOASWINX, HEXOIAUMX H BHYTPEHHHX
MOKYMEHTOB. PEerucTpanps Z0KYMEHTOB, KOHTPOJb HCTIONHEHHUS M OPraHyu3ays ITOUCKOBOH CHCTEMBI TIO TOKYMEHTAM.
CHcTeMaTH3auUns H y4eT JOKYMEHTOR B opraHuzalii. Popmuposanue u ohopmierte aen. DKCNepPTH3a LEHHOCTH
poxymentor, [loaroToska i gepefiaya Aen B apxus. [lepeveHb THIOBEIX YNPABICHUECKHX JOKYMEHTOR,




KOHTPOAb, XpaHeHne HCMONL3YIOUIHXCS B ACATENBHOCTH OPTAHU3AIAK, ¢ YKA3AHKHEM CPOKOB HX XPaHEHHA H METONUYECKUE PEKOMEHAGUNH
AOKYMEHTOB, ne Ux ApumeHenuto. CocragneHte HoMEHKNaTypb! Aen. [lepenaya 10KYMEHTOR B APXHB.
HOMEHKAATYpa ges. 2. | CoepeMeHRBIE HHPODPMAUHOHHBIE TEXHONOTHE B KeonpoussoacTee. OCHOBHBIE IOHATHSA 3NEKTPOHHOIO
AETONPON3BOACTEE: 3NEKTPOHHLIH NOKYMEHT, JNEKTPOHHOE ASNONPOUZBOACTEC, JAEKTPOHHBIA A0KyMeHTOODOpOT.
ABTOMATH3aLNA TPOLECCOB IOKYMEHTaLKHOHHOrO obeciieuekua ynpaenenHa. OYHKUNN CHETEMBL 2NEKTPOHHOIO
AenonpouseoAcTBa (CI), HadopMauMoHHbie TeXHOACrHH YNPABAEHHA JOKYMEHTOOG0POTOM NPEaNpHATHA.
TIpakTHMECKOe 3AHATHE 2 3
1. | OcymecTrieHye XpaneHna B NCHCK AOKYMEHTOS.
CamocTonrensHasa padora 06yyaommnxcs 4
1. | TlearoroBka DOKyMEHTOB K caue B apxXub. [IoATOTOBUTE NOKNAA Ha Temy «Apxus. Apxus ropoaa Caparoea ¥
CapaToeCKoii OBNACTHY.
2. | BefigHHe KpaTKero c/ioBaps TEPMIUHOB B 061aCTH JOKYMEHTHPOBAHUA
JlaGopaTopHoe 3ansTHE 2
1. | Hcnonk3ieraHHe TENEKOMMYHHKALMOHHEIX TEXHONOMKH B INEKTPOHHOM AcKyMeHTooOopoTe. Cozganue U OTHpaBKa
coobTIeHNIT HO 3NeKTPORHOH noyte.
Beero: 60
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3. YCJIOBUS PEAJIMBALIINA YYEFHOU JUCIAILIHHEI

3.1. MaTtepuaiabHO-TeXHHYeCcKOe o0ecnedeHde AUCIHITHHEI

IIporpaMma AMCHUIUIMHEL peanu3yeTcs B ydeOHOM KaOHHeTe COLUAIBHO-
3KOHOMHMYECKHX NHACLIMIUIVH.

OGopyaoBanne (ocHameHHe) y4ebHoro kabunera:

- KOMIUIEKT yueOHO-METOIMHIECKUX JOKYMEHTOB;

- pafoune y4eGHEIE MecTa IO KOIMYECTBY [1OCaJOYHEBIX MECT;

- KOMILJIEKC HATISAHBIX MocoOumil (TIIaHIneTs], CTEH/IH ).

TexanyeckHe cpeacTBa 00yIeHns:

- uHGOPMAIIMOHHEIE TEXHOJOTHM: KOMIIBIOTEpPHI, IIPUHTEpHl, CKaHep,
MYJIBTUMEIHUHbIE CPEACTBA O0YICHH.

Ob6opyaopanne (ocHameHne) Jaboparopuu:

- paboyee IIPOCTPAHCTBO 10 KOMMYECTBY 00y arOUXCs;

- KOMIUIEKT yIeOHO-MEeTOOUYEeCKUX JOKYMEHTOR;

- HarIAgHble MOCOOUS (CTEHIBI, IIaKaThl);

- ay AUTOPHAY IOCKA ¢ MATHUTHON OBEPXHOCTEIO.

3.2, Badopmanuonnoe obecneyeHne 00yueHHs

YueOHble H3gaHHSA:

OcHOBHbIE HCTOYHHKH:

1.Kysmeuosa U. B., Xaudarpaa . A. JlokyMeHTanmoHHOEe ofecrieyeHue
ynpasnenus : yuebroe nmocodue g CIIO / W. B. Kyznenosa, ['. A. Xagarpss. —
2-¢ uzn. — Caparos : IIpodobpazosanue, Al ITu Op Meana, 2019. — 166 c. —
OnexrpogHo-Oubnumotreunas cucrema IPR  BOOKS : [calit] — URL:
http://www.iprbookshop.ru/80326.htm]
HNonoaHHTEIbHbIE HCTOYHHKH:

2. Bacakos M., 3aMBINKOBa O.N. JenonpousBoacTeo
(moxymenTamuoHHoe olecredenue ynpaBnenus): yueb6. / M.W. bacakos, O.N.
3amemkosa. — 10-e uzn. — Pocros v/ ®enukc, 2017. — 375 c. — (CI10).

3. IlleBuerko M. B.OcHoBm JIOKYMEHTAIIHOHHOTI'O obecrieueHus
ynpasieHus: yde6. mocodue / M.B. Illepuenko.—benropon: Mzn-eo BI'TY, 2013.
—186c. — ISBN 2227-8397. — TekcT : 3NEKTPOHHBIA // ONEKTPOHHO-
oubnuoteunas  cucrema  IPR - BOOKS : [carit]. —  URL:
http://www.iprbookshop.ru/57289.html

4. Illysanosa H.H. JoxymeHTannonHoe o0ecrieueHe YIIpaBneHus: yaeOHHUK
1 npaktaxym s CITO/ HH. Hlysanosa. — M.: m3nareascreo IOpafit, 2019, —
221 c. — Cepus: ITpodeccronansHoe o0pa3oBaruE.

5. Kopueer M. K. lokymeHTanuornoe obecetenue yrpasieHus + TeCTEl B
ObC : yuebnnk u npaktuxym ans CI1IO / U. K. Kopnees, A. B. ITwenko, B. A.
Manrypues. — 2-¢ u31., tepepab. u non. — M. : UsnarenscTBo FOpaiit, 2019. —
384 ¢. — (Cepus : IlpodeccuonansHoe obOpazoBaHue). [enonpouU3BOACTBO.
Koucnext nexuwmii. — M.: IIpuop, 2016. — 128 c.
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6. loponura JI. A. JlokyMeHTamuoHHOEe OOeCIICUeHMe YIIPaBlICHUA
yaebuuk 1 mpaktukyMm jgnsa CIIO / JI. A. Jloporuna, B. C. Mpurtukosa. — M. :
WsnatensctBo IOpaiit, 2019, — 233 c¢. — (Cepma : IlpodeccuoHanbHoe
obpasoranue).

HOpMaTIleHBIe AOKYMCHTDI:

7. Koncturymus Poccmiickoit ®enepalmm (ipursTa BCCHAPOIHBIM
rogocoBarveM 12.12.1993 ¢ wusmenenusamu, OACOpEHHBIMH B XOJE
obmepoccuiickoro ronocoanus 01.07.2020)

8. ['paxpanckuit koxexc PO

9. Vronoeusrii xogexc Poccnitckoit @exepanuu ot 13.06.1996 Ne 63-073

10. TpynoBoii xoaexe Pocenifckoit deneparuu ot 30.12.2001 N 197-03

11.®epepanpueiii 3akoH or 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B
Poccutickoit @enepaum»

12.®@enepanbueiii 3akoH oT 27.07.2006 Nel49-03 «06 wundopmaumy,
HBGHOPMAITUOHHEIX TEXHOIOTUSX U O 3aIATE HHHOPMAIIUN»

13.@enepansuptit 3akoH oT 06.04.2011 Ne63-®3 «OO6 3nexTpoHHON
MO ITHCID

14. ®emepanprenii  3akoH  oT  02.05.2006 No59-03 «O
MOpANKE  PpaccMOTpeHus ofpalneHuid rpaxaas Poccuiickoi
Denepauym»

15, Tlpukaz Munkyastypsl «O0 yTBepX/ISHHM [EpedHS THIOBBIX
YIPaBICHYSCKUX ApPXUBHEIX JOKYMEHTOB, 00pasyloIMXcs B MpOIECCe
OeSTeNIBHOCTY  TOCYHNAPCTBEHHBIX  OPFaHOB, OpPraHOBE  MECTHOTO
CaMOYHPABICHUS U OpraHu3alyii, ¢ yYKa3aHHUEM CPOKOB XpPaHEHMS» OT
25.08.2010 Ne 558 (manee — [Ilepeuens), onpemessIFOLIUHA
o0sA3aTenbCTBA  AJIE  BCEX OpPraHM3alliii 1O CpoKaM  XpaHEHUs
IOKYMEHTAIIMH, BKIFOYast OyXralTepCKyIo, HATOTOBYHO U KaJIPOBYIO.

16. «OcHosHble [lpaBuna paGoThl apxMBOB OpraHuzauui», oxobpeHHble
pemenueM Komteruu Pocapxusa ot 06.02.2002 (rocaT MeToARIecKU U
HH(DOPMATUBHEIH XapaKTep)

17.TOCT P 7.0.8-2013 CHUBU/L. «/lenompoH3BOACTRO U apXHBHOE JENO.
Tepmunsl 1 onpenencHUI» (YIBEPHACH U BBeCH B nefictaue [Ipukasom
PeepanbHOTO ATreHTCTBA [0 TEXHHYECKOMY PETYIHPOBAHUK) U
merponoruu or | 7 okTabps 2013 r. N 1185-¢1)

18TOCT P 7.0.97-2016. HanuonaneHBIH cTaHAapT PoccHHCKOH
@enepaunn. «CucTeMa CTaHAAPTOB O UHpOpMaruK, SUOINOTEHHOMY U
H3/1aTENECKOMY IieIy. OpraHu3alioHHO-pacnopAanTENbHAS
OOKyMeHTalnus. 1peboBaHuAa K O(OPMIIEHHIO MOKyMEHTOB» (YyTB.
Ilpukazom Poccrammapra or 08.12.2016 N 2004-cr) (pen. ot
14.05.2018)

19.T0CT P HMCO 15489-1-2007. HammonansHeIA craggapT Poccuiickoi
®enepanuu. «CrcreMa CTaHAAPTOB IO HHPOpMAUH, OUOIHOTEYHOMY K
U3JaTeIbCKOMY Aely. YIpaBieHue AokyMmeHTaMu. O01nue TpeboBaHu»
(ytB. IIpukazom Pocrexperymuposanus ot 12.03.2007 N 28-cT)
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20.'ocynapctBenHas  Cucrema  Jlokymenrtanuonnoro  O6ecrneueHus
Vipasnenus. OcnoBrapie nonoxkesus. Obupie TpeboBaHus K
OOKYMEHTaM M CIyk0aM TOKyMEHTaHUOHHOTo obecmeueHus (oxobpena
xomwteruedt I'nasapxusa CCCP 27 ampena 1988 r. npukas [napapxupa
CCCP or 25 mas 1988 r. N 33)

HNHTepHeT-pecypcenl:

21. https://dokipedia.ru/ CripaBoyHO-IIPaBOBas CUCTEMA

22.http://docs.cntd.ru/ DnextpoHHRIH (QOHJ MOpPaBOBOM W HOPMAaTHBHO-
TEXHHYECKOH JOKYMEHTAalUN

23 .https://consultant.ru CripaBo4YHO-IPaBOBasi CUCTEMA

24 . https://www.garant.ru/ UrdopMauinoHHO — IpaBoBOM IopTal

25.http:/bibliotekar.ru/deloproizvodstvo-1/index.htm.  Opranumsauus  u
TEXHOJIOTHH JTOKYMEHTAIIMORHOTO 00eCTIeHeHNS YITPaBICHU.

26.https://studopedia.sw/ Crymonemus - JIEKIIMOHHBIH Marepuan s
CTYJICHTOB
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4. KOHTPOJIb ¥ OLIEHKA PE3YJILTATOB OCBOEHUSI
YYEBHOM TACTIAILIAHEBI
KOHTpOJ'IB 1 OLEHKa PEe3yJIbTareB OCBOCHHA JHCHHIIITHHEI OCYIICCTBIIACTCH

npernogasarcjicM B

IIpouecee

IIPOBEACHIS

MNPaKTHYECKHUX

3AUSTHH U

nabopaTopHbeIX padoT, TECTHPOBAHMA, & TAK)Xe BBEIMOJHEHHS O0YYarOIMMKUCS
WHIVBUIYANbHBIX 3aJaHHH, IPOEKTOB, UCCIEeIOBAHMIE.

@QopMBI M METOJBI KOHTPOJISL U OLIEHKH PEe3yIbTATOB OOYHEHUS MO3BONSIOT
IIPOBEPATh Yy OOYHAIOMUXCI HE TOIBKO CHOPMHUPOBAHHOCTEH IPOYECCHOHANBHBIX
KOMIICTEHITMM, HO U pa3BUTHE OOMUX KOMICTCHIMU ¥ 00ecnednBaroOlMx WX

YMEHUH, 3HaHuH,

Tabnuna 4.1 — KoHTponb U OlLieHKa pe3yJIbTaTOB OCBOeHHA yueOHOH
JAUCIUIUTHHB]
PezyasTaTe! 00y4yeHun Kozt opmupyemix
(OCBOEHHDIE YMEHHH, npodeccuoHAIBHBIX | POPMLI H METOABI KOHTPOIS 1
H 001X OUEHKH Pe3ynsTaTos 0dydeHus
YCBOCHHBIE 3HAHUA) KoMeTermaii
3HaTh: Yerabiii onpoc, npoBepKa
[TonsTue, uenu, 3a7a9u H BeINEHHS  KpaTkoro  crnoBaps
IPUHIUIIEL AETOIMPOM3BOJICTBRA. OK 1-0OK 13 TEPMUHOB B obnacTH
JOKYMEHTHPOBAHUS, BEIIIOJHEHHE
3aflaHus
(OcHoBHEle TIOHATHS YcTHEI onpoc, NOAMOTOBKA
JIOKYMEHTAITHOHHOTO OK 1-0K 13 JIOKJIafa, BBITOJHEHHE 3a0aHUs
obecneucHns YIIpaBIcHHs
CHcTeMBl  BOKYMEHTALMOHHOTO YCTHEIN onpoc IpakTUIeCKue
obecnedeHns yIpaBIcHHUs 0K 1-OK 13 3aHATHA, IPOBEPKA BEACHU
KPATKOrG CHOBAPS TEPMUHOB B
0051acTH JOKYMEHTHPORAHUS.
Knaccubuxanuio TOKyMEHTOR OK 1-OK 13 YcTHEIH onpoc, IOATOTORKA
JOKIana
TpeGosanust K COCTABIEHHIO W VYeTHBIH 0IIpoC, TOAroTOBKA
OpOPMIICHUIO NOKYMEHTOB 0K 1-OK 12 JOKNaaa, cOOONISHHUS U
MIpe3eHTAI[UH, IP2KTHIECKas
pabora
Opranuzanuio Yeraelii onpoc, NOATOTOBKA
JOKyMeHToo0opoTa: TIPHEM, IOKNaga, IpaKTHieckas paboTa
o0pabotky, PETHCTPAIMEO, OK 1-0K 12
KOHTPOJIb, XPAHEHUE JOKYMEHTOB,
HOMEHKJIATYPY JEIL.
YMeTh: NK 1.1 -IIK 1.7 YcTHBIN 0ompoc, TOATOTOBKa
OdopmisiTh  JOKYMEHTALMIO B IK 2.1 -TIK 2.5 HOKJIAanaa, coobIeHus |
COOTBETCTBHH C HOPMATHBHOMH [IK 3.1 - IIK 3.6 Hpe3eHTAINY, IpaKTHYeCKas
fazoii, B T.4. HCIIOIB3Y4 K 4.1 - TIK 4.6 pabota
MHQOPMAITHOHHEIC TEXHOJIOTHH. K 5.1 -IIK 5.4
OcyulecTBIATE  ABTOMATH3AIIMIO K 1.1 - TIK 1.7 VYeTHBIH ompoc, TOATOTORKA
06paboTKH ZOKYMEHTOB, K 2.1 - TIK 2.5 Joknana, cooOmeHns 1
K 3.1 - [IK 3.6 IPE3CHTAIHY, IIPaKTHIeCKas
MK 4.1-TIK46 | Padora
[K5.1-TIK5.4
YHRDUIMPOBATE CUCTEMBI TIIK 1.1 -TIK 1.7 YCTHEIN 01poC, TOATOTORKA
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JIOKYMEHTAITHH. MK 2.1-IIK 2.5 JOKIans, COODIIEHHS 1
IIK3.1-TIK 3.6 IPe3eHTalHM, IPaKTUIECKas
TIK 4.1 - TIK 4.6 paboTa
IIK 5.1 -TIK 5.4
OcymeCTBﬂﬂTL XpaHeHue H IMOECK MNMK11-TIK 1.7 Yerueii OIpPOoC, MOATOTOBKA
AOKYMEHTOB. MK 2.1-TIK2.5 JoKaana, cOODIEeHHs H
TIK 3.1 -TIK 3.6 [IPE3CHTAITHH, NPAKTHUECKASA
[IK 4.1 -TIK 4.6 paborta
[IK5.1-TIK 5.4
Hcnonssosats IIKI.1-1IIK1.7 YerHEI ompoc, IpakTHYecKas
TENEKOMMYHHKAUMOHHBIC MK 2.1 -1IK 2.5 paborta, TpoBEpKa BEACHHS
TEXHONOTHH B 3JIEKTPOHHOM MK 3.1-IK 3.6 KpaTKoTo CJIOBaps TEPMHUHEOB B
noxymerroobopore. K 4.1-1IK 4.6 obnacTy NOKYMEHTHPOBAHHL,
IIK 5.1 -TIK 5.4
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5. JOHNOJHEHHUA U UIBMEHEHIA BHECEHHBIX B PABOYYIO
HNPOI'PAMMY

Paccmotpeno Ha 3acemannu II(LHK

Ilpotoxon Ne  oT « » 20 1

,HOHOJ'IHBHI/I}I, HU3MEHEHNS, BHOCHMEBIC B IIPpOIrpaMMYy

Ha yueOHBIN

rong
(¢ pasbuBkoii no TeMaM Kypea)

Ne pazgena paboueit

Copepixanue HzMeHeHUI U QOMOTHeHHiT
NpPOrpaMMel
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