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PELEH3US
Ha paGouyio nporpammy yueOHON IMCHHIUTHHBI «/JOKYMEHTaLMOHHOE 0becneyeHne
yrpaBieHus» s crenuaibHocTh 21.02.05 «3eMenbHO-MMYIECTBEHHBIE OTHOLUEHHUS Y,
npenojasaress AIIOY CO «CapaToBCKMH KOJIJIEIK CTPOUTENLCTBA MOCTOB U
FMAPOTEXHUUYECKUX coopyKeHni» bparyxunoii JIroamusl [1eTpoBHEI

Pabouas nporpamma  y4eOHOW — AucUMIUIMHBL  «JlOKyMEHTaUMOHHOE  oOecrnedyeHne
yIpaBieHus» cocraBieHa Ha ocHoBanuu TpeboBanuil PI'OC u npennasHavyeHa s 0OeCreveHus
yueOHOro npouecca 1o crneunaibHoct 21.02.05. «3eMenbHO-UMYILECTBEHHBIE OTHOLICHU .

JlaHHBIA KypC HampapjieH Ha  yMeHHe O(pOpMJATb JOKYMEHTALMIO B COOTBETCTBUHU C
HOpMATHBHOMW 0a30i, B T.U. HCHOAb3Ys HMH(POPMALMOHHBIE TEXHOJOTHU, OCYLIECTBIISAThH
ABTOMAaTH3ALKIO 00padOTKH JOKYMEHTOB. YHHU(PULIHPOBATL CUCTEMbBI JOKYMEHTALKUU, OCYLIECTBIISAT
XpaHeHHe M TOHUCK JOKYMEHTOB. MCHOIb30BaTh TEJEKOMMYHMKALMOHHbIE TEXHOJIOIMH B
3JIEKTPOHHOM A0KyMeHTooOopoTe. Pabouas nporpamma CTaBUT M YCIEWHO peanusyeT Clelyrolme
LleJIM: 3HATh IOHSATHE, UEJH, 3aJauyd W [PUHUMIBL JeJ10NPOU3BOJACTBA, OCHOBHbBIE ITOHSTHUS
JOKYMEHTALIMOHHOTO o0ecreueHust YNpaBieHHs. CUCTEMbl J1OKYMEHTALMOHHOIo ObecrneveHus
yrpaBieHus, KIacCH(PUKALMIO [AOKYMEHTOB. TpeOOoBaHMs K COCTaBJICHUIO M O(OPMIIEHHUIO
JOKYMEHTOB, a Tak)Ke OpraHu3aluuio J0KyMeHTooOopoTa: npueMm, o0padOTKy, perucTpalmio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJATYpY Aell.

[Iporpamma yueOHOM JUCUMIIMHBL  «JlOKYMEHTAUMOHHOE O0ecrnedyeHne ynpaBJIeHHs»
COAEPIKUT CJEAYIOLIME JIEMEHTbI: TUTYJIbHbIA JMCT. NAcnopT. TEMAaTUUECKUH IJIaH U COAEpIKaHUe
yueOHOM AUCUMIIMHBL, YCJIOBUSI pealu3alldy [porpamMmbl, KOHTPOJb W OLEHKa pe3ysbTaToB
OCBOEHHS yUeOHOH AMCUMITIMHBI.

[Tacnopt paboueit mporpamMMbl BKJIIOUAET B ce0sl BCKO HEOOXOAMMYIO HH(OPMALIMIO: YKa3aHa
001aCTh MPUMEHEHHUs MPOrpaMMbl, MECTO AMCLHUIIJIMHBI B CTPYKTYpe OCHOBHOM 00pa3oBaTelbHOMN
MpOrpaMMBl, LI W 3aaud H3YUYEeHHs JUCUMIUIMHBL, 00beM Y4yeOHOW AMCLMIIMHBI U BHIBI
yueOHOH paboThl.

Temaruveckuii nian v cogepkanne yueOHOH AUCLUIIIMHBI JaeT MpeacTaBieHue 06 yueOHon
Harpy3ku CTYAEHTOB, MOC/JEA0BATEIbHOCTb M3YyUEHUsl pa3/lejoB U TeM padoued Mporpammsl, a
TaK)Ke ClJIaHMPOBaHbl TEMATHKA, BUAbI U (POPMbI CAMOCTOSITE/ILHON paboThl 00ydatouerocs.

YcnoBust peanusaluu NMporpaMMbl BKJIOUYAIOT B ce0s: TpeOOBaHUS K MUHUMAaIbHOMY
MaTepHalbHO-TEXHUUECKOMY 00eCrneueHno, IepeyeHb pPEeKOMEHJYeMbIX Y4eOHbIX H3IaHuid,
HuTtepHeT-pecypcoB, AOMONHUTEILHON JIUTEPATYPbI.

B pasnene «KoHTponb M OLEHKA pe3yJbTaTOB OCBOEHHs Y4eOHOM AMCLMILIMHBIY
paspaboTraHa cucTemMa KOHTPOsl OBIQJCHHUSMH 3HAHHUAMM M yMeHUsMHU. Temartuka U (OpPMBI
KOHTPOJIsl COOTBETCTBYIOT LIEJISIM M 3a1a4am YueOHOH AHCUMIIMHBIL.

Yerko chopmyaupoBaHHas Ledb NPOrpaMMbl M CTPYKTypa HaxOoAATCS B JIOTHYECKOM
coorBercTBUU. ComeprkaHye NporpaMMbl HaMpaBJIeHO Ha JOCTHIKEHHUE Pe3ysIbTaTOB, ONpeaesieMbIX
PI'OC. ConeprkaHue OTpaXKaeT Mocyie10BaTebHOCTh (POPMUPOBAHHUS 3HAHUH, yKa3aHHbIX B PI'OC.
B nosnHo#t Mepe oTpaxkeHbl BU/Ibl pabOT. HanpaBeHHbIe Ha NPUOOpPETEHHEe YMEHUH.

B pesynbrate wu3yuenus yueOHOM aumcuunauHbl  «J[oOKyMeHTalMOHHOE obecredyeHue
yNpaBieHUs» CTYACHTbI MPUOOPETAIOT HEOOX0AUMbIE 001IHe U TPO(PEeCCHOHATbHBIE KOMITETEHLINH.

3aktoueHue: JaHHas padouas NnporpaMMma peKOMEHAYETCsl K HCIONb30BaHUIO B yueOHOM
npouecce, Tak Kak coorBeTcTByeT PI'OC CI1O 1 TpeboBaHusIM K BBy CKHHKAaM 00pa3oBaTeIbHOIO
YUPEIKAEHUS CPEIHETrO MPO(ECCHOHANBLHOIO 00pa3Qpefin
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1. MNACIIOPT PABOYEM IMPOI'PAMMBbI YUYEBHOU
AU CIUITINHBI «1OKYMEHTAIIMOHHOE OBECIIEYEHUE
YIIPABJIEHUS»

1.1. O6aacTb npuMeHeHHs pado4eil NPOrpaMMblI
Pabouass mporpamMma y4eOHOU TUCIHIUIMHBI SIBISETCS YaCThIO MPOrPaMMBI
noaroroku crneunuanuctos cpeanero 3BeHa (IITICC3) B cootserctBru ¢ ®I'OC
CIIO mo cnermanpHOoCcTH 21.02.05 «3emMenbHO—MMY1LIECTBEHHbIE OTHOLIEHUS

1.2. Mecto y4yeOHOH JHCUMIUIMHBI B CTPYKType INpPOrpaMMbl
NOATOTOBKH CHEIHAJHCTOB CpeJIHero 3BeHa: NPOQPECCUOHAIBHBIA LIHKI,
ob1enpodeccuoHallbHbIe TUCLUILINHBI

1.3. Heanm u 3agauyun y4yeOHOW [OUCHUIUIMHBI — TpeOOBaHUAA K
pe3yJbTaTaM OCBOEHHUS Y4eOHOH AMCUHNIHHBI:
Ienu: nonydeHwe 0oOy4YalOIIMMUCS CIEIUANbHBIX 3HAaHUM W MPENCTABICHUN B
cdepe TOKYMEHTAMOHHOTO 00eCIIeueHus! YIIpaBlIeHUs, HEOOXOAUMBIX I padOTEI
B IIpo(heCcCUOHATBHOU IeITeTbHOCTH.
3aoauu: obecrneunTh O0O0yYarOMUXCS HEOOXONMMBIMU 3HAHUSIMHU B 00JacTU
JOKYMEHTAIlMOHHOTO0  OOecleueHuss  YIpaBJeHHUs, IOJyueHHEe  HaBBIKOB
JOKYMEHTHPOBaHUS U JOKyMEHTO000poTA.

B pe3ynomame oceoenus yueOHO OUCUUNTIUHDL 00OYHAIOU{UICA 00JIHCEH
ymemb:

» 0GhOopMIISATh TOKYMEHTALIMI0O B COOTBETCTBHMU C HOPMAaTHBHOW 0a3oi, B T.u.

UCIIOJIb3YsI UH(POPMALIMOHHBIE TEXHOJIOTHH;
OCYIIECTBJISATh aBTOMAaTHU3aLIUI0 00pabOTKH TOKYMEHTOB;
YHU(GULIHUPOBATH CUCTEMBI TOKYMEHTAIUH;
OCYIIECTBJISITh XpaHEHUE U MTOUCK JOKYMEHTOB;
UCIIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B 3JEKTPOHHOM
JIOKyMEHTO000pOTe.

VVVY

B pe3ynomame oceoenusn yuedOHOU OUCUUNIUHDL 00YUAIOUWUIICA 00J1MCEH
3HAMb:
TIOHSATHE, 1IeNH, 3a7a4d ¥ TPUHIIUIIBI 1eJ0NPOU3BOJICTBA;
OCHOBHBIE TIOHSATHSI JOKYMEHTAI[IOHHOT'O 00eCTIeYeHHs yIIPaBICHUS;
CHCTEMBI JOKYMEHTAMOHHOTO 00eCTIeYeH s YIIPaBIeHuUS;
KJIaCCU(PUKAIHIO JOKYMEHTOB;
TpeOOBaHUS K COCTABICHHIO ¥ 0(OPMIICHUIO TOKYMEHTOB;
OpraHM3alMIi0 JOKYMEHT000OpOoTa: mpueMm, o00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATYPy Aell.

VVVVVY

Kosin4yecTBO 4acoB HA 0CBOEHHE MPOrpaMMbl y4eOHON AUCHUIIMHbI:
MakcumanbHas yaeOHasi Harpyska ooyyaromerocs 60 4acoB, B TOM 4YHUCIIE:
- 00s13aTeNbHOM ayAUTOpHON yueOHOH Harpy3ku obydaromerocs 40 yaca;
- CaMOCTOSITEIbHOU paboThl oOyuaroerocs 20 yacos.
JlMcuunirHa u3y4aeTcs B TeYeHUE OHOI0 CEMECTpa.



WToroBelif KOHTPOJIb 3HAHMM NPOBOAMUTCA [0 3aBEpPLIEHUIO  Kypca
mucimruiiHbl B VIII cemectpe B hopme auddepeHIIMpoBaHHOTO 3a4eTa.

B pesynprare ocBoeHMs y4eOHOW JOUCHHUIUIMHBI Yy OOYyYaroIIMXCs
bopmMupyroTcs ob6mmue U npogeccHOHATbHbIE KOMIETEHIHHU:

Tabnuua

1.1- OOmme KOMIETEHLUHH, MPodecCUOHAIbHbIE KOMIIETEHLIMH |

JIUIHOCTHBIC PE3YJIbTAThI

Kon

HaumeHnoBaHue pe3yabTaTa 00y4eHHs

OK 1

[ToHMMATh CYIIHOCTb U COLMAJBbHYIO 3HAUMMOCThH CBOEH Oymyliei
npodeccun, NposIBIATh K Hel YCTOMUMBBIN HHTEpeC.

OK 2

AHaJII/I3I/IpOBaTb COOHUAJIBHO-3KOHOMHNYECKHE U  ITOJUTHYCCKHUEC
HpO6JIeMI>I U TIIpOoUECChl, HCIIOJIB30BaTb METOAbBI T'YMaHUTAPHO-
COHUOJIOTHYECKUX HAYK B PA3JIMYHBIX BHUOAX HpO(beCCHOHaHBHOﬁ 151
COLIMAJILHOM AeSTEIbHOCTH.

OK 3

OpFaHI/I3OBI>IBaTI> CBOIO CO6CTB€HHyIO ACATCIIBHOCTD, OIPEACIIATH
METOAbl H CITOCOOBI  BBITTOJIHEHHUS I'IpO(beCCI/IOHaJ'IBHBIX 3aaady,
OLCHHUBATDh UX 3(1)(i)eKTI/IBHOCTB N Ka4€CTBO.

OK 4

PemaTte mpoOGneMbl, OLEHMBATh PUCKH M TPUHUMATH PEIICHUs B
HECTaHJJAPTHBIX CUTYaLUsIX.

OK 5

OcyuiecTBiATh  MOUCK, aHAIW3 MW  OLEHKy uH(opMamuy,
HEOoOXOOUMOM [JIsl MOCTAHOBKM W pPEIICHUs MPOQPeCCHOHATBHBIX
3a]a4, Mpo(eCcCHOHATIBHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 6

PaGoTtaTh B KOJUIEKTHBE U B KOMaHze, o0ecreunBaTh ee CIIOUeHHe,
3 heKTUBHO oOmarscs C KOJUIeramu, PYKOBOJICTBOM,
NOTpPeOUTEIISIMHU.

OK 7

CamMoCTOsTENHHO OIIpE€acIATE 3aJa4du HpO(bCCCI/IOHaJ'II:HOI"O )51
JJMYHOCTHOTIO pa3BUTHA, 3aHHUMAaTbhCA CaMOO6pa30BaHI/IeM,
OCO3HAaHHO IIJIAHUPOBATH IMOBLINICHHE KBaJII/I(i)I/IKaHI/II/I.

OK 8

CraBuTh 1LEIH MOTUBHPOBATE ACATCIBHOCTh IIOJYMHECHHBIX
OpraHrU30BbIBATb W KOHTPOJHPOBATH HX pa60Ty C IIPUHATUEM Ha
ce0s OTBETCTBEHHOCTH 3a PE3YIBTAT BBIITIOJIHCHU 3aJIaHU M.

OK 9

BBITh TOTOBBIM K CMEHE TEXHOJOIMA B MpodeccroHaTbHOU
NeSTEeIBHOCTH.

OK 10

Oco3HaBaTh M NPUHHAMATH OTBETCTBEHHOCTh 3a OKOJOTHYECKUE
HOCNEeACTBUSL  NPOGECCHOHANBHON  JEeSITeIbHOCTH  COOJIONaTh
perJaMeHThl MO  3KOJIOTHYECKOW Oe30MacHOCTH U TPUHIIMUITBI
palMOHAJIBHOIO  NPHUPOAOIONb30BAHUS  BBIOMpATh  CIOCOOBI
NOBBIILIEHUs] 3KOJIOTMYECKON 0e30MacHOCTH MpodecCHoHaNIbHON
JeATEeIbHOCTH OpraHU3alMH.

OK 11

Hcnonr3oBaTh [TPUHIUIIBI COIIMaJIBHOI'O I[MapTHEPCTBA B
PEryIrupoOBaHNH COUAJIBHO-TPYOOBBIX OTHOILLICHU U B
rnoapasacJICHU OpraHu3aluu.




HMcnonp3oBaTh PE3YyJIbTAThI Hay4YHBIX HCCIIeIOBaHUH B

Ra podeCcCUOHANBHON AESITeNIbHOCTH Yy4acTBOBaTh B IPOBEACHUHU U
OpraHu3allid Hay4HBIX UCCIIEIOBAaHUM TMOJ] PYKOBOJCTBOM
POBOJUTH U  OPraHHU30BBIBATH JIOKaJbHbIE Hay4HbIe
HCCJIeIOBaHMs B 00J1acTU MPO(ecCHOHATIBHOM IesITeIbHOCTH.
Cobmonath npaBuiia TEXHUKHU 0e30macHOCTH, HECTH

OK 13 OTBETCTBEHHOCTH 32 OPTaHU3AIMI0 MEPOIPHUSATUN MO 00eCceueHuIo
6e301acHOCTH TPy Ia.

K 1.1 CocTtaBisaTh 3eMeNbHBIN OanaHc palioHa.

[TonroraBnuBath AOKYMEHTALMIO, HEOOXOIUMYIO [Jii MPUHATHUS

MK 1.2 YOpPaBIeHYECKUX pPeIleHUH MO DOKCIUIyaTalud U  Pa3BUTHUIO
TEPPUTOPHUM.

['OTOBUTH MpEeMJIOKEHHUs] 10  ONPEIeICHHIO OSKOHOMHUYECKOM

MK 1.3 3¢ ()EeKTUBHOCTH  MCIOJB30BaHUS ~ HMEIOLIErocss  HEeABMXKMUMOIO
UMYIIECTBA.

1K 1.4 YyacTBOBaTh B  IPOEKTUPOBAHMM M  aHAJIU3€  COLMAIBHO-
SKOHOMHMYECKOT0 Pa3BUTHUsI TEPPUTOPHUH.

[IK 1.5 Ocy11ecTBIATh MOHUTOPUHT TEPPUTOPHUU.

K 1.6 AHanu3upoBaTh BapHaHTbI IpUMEHEHUS MoJenen
TEPPUTOPUATIBHOIO YIIPaBIEHUSI.

MK 1.7 OnpenensTb HMHBECTULHMOHHYIO TMPHUBJIEKATEIbHOCTh IMPOEKTOB
3aCTPOUKHU TEPPUTOPHUHL.

[K 2.1 BBINOIHATE KOMIUIEKC KaJaCTPOBBIX MPOLEAYP.

[IK 2.2 OnpenensiTe KaAaCTPOBYIO CTOUMOCTH 3€Mellb.

[IK 2.3 BBINONHATH KaJacCTPOBYIO CHEMKY.

11K 2.4 OcymiecTBisATh KaAaCTPOBBIM M TEXHUYECKHUH ydeT OOBEKTOB
HEJBHKUMOCTH.

IK 2.5 ®opMUpOBaTh KaJaCTPOBOE AEJIO.

TIK 3.1 BrinonHsaTe paboThl M0 KapTorpado-reoe3sndeckomMy 00ecredeHuro
TEPPUTOPUH, CO3/1aBaTh rpaduyecKkrue MaTepHabl.

K 3.2 Wcrnonp30BaTh rocy1apCTBEHHbIE T€0E3UYECKHe CEeTH U UHBIE CeTH
JUJIsl IPOU3BOJICTBA KapTorpado-reofe3nyeckux padbor.

TIK 3.3 Ucnonp3oBath B NPaKTUYECKOH JesTEeIbHOCTH
reorH(OpMalMOHHbIE CUCTEMBI.

K 3.4 OnpenensiTb KOOPAWMHATHI TPaHMI] 3E€MEJbHBIX YYacTKOB U
BBIYHCIIATH MX TUIOLIA/IH.

TIK 3.5 BBINONMHATE NPOBEPKY M FOCTHUPOBKY TIeOAe3WYECKUX MPHOOPOB U
UHCTPYMEHTOB.

. BhIMONHATE TOJNEBBIE U KamepasibHble Teoje3nyeckue paboThl 10

Pa3BUTHIO M PEKOHCTPYKLHU CeTeH COIMalIbHOIO Ha3HAuYeHMUs
(OIOpHBIX MEXKEBBIX CETEN).




[IK 4.1

OcymecTBnaTh cOop U 00pabOTKy HEOOXOOUMMOM M INOCTaTOYHOMU
uHGopMaLuK 00 00bEKTE OLIEHKU U aHATOTHYHBIX 00BEKTaX.

[IK 4.2

HpOI/ISBOIII/ITb pacdeTsl IIO OLICHKE 00BeKTa OLI€EHKH Ha OCHOBEC
INPUMEHUMBIX MMOAXOA0B M METOAOB OLICHKU.

IIK 4.3

O600maTh pe3yibpTaThl, IOJy4YeHHblE T[OAXOJaMH, U JaBaTh
000CHOBAHHOE 3aKJIOYeHHEe 00 UTOrOBOM BEJIMYMHE CTOUMOCTH
00BEeKTa OLIEHKH.

11K 4.4

PaccuuteiBath CMCTHYIO CTOHMOCTDH 30aHUN U COOpy}KeHI/Iﬁ B
COOTBETCTBHUHU C JICI\/'ICTBy}OHII/IMI/I HOpMaTHBaMH U NPUMCHAECMbIMU
MCTOJMUKaMHM.

IIK 4.5

KnaccudunupoBaTe 30aHUS U COOPYXEHUS B COOTBETCTBUU C
IPUHSITON TUIOJIOTUEH.

IIK 4.6

OdopMIIsITh OLEHOYHYIO JOKYMEHTAllMI0O B COOTBETCTBUU C
TpeOOoBaHUSIMU HOPMAaTHUBHBIX aKTOB, PeryJIupyroLuX
IIPaBOOTHOIIEHUS B 3TON 00JIaCTH.

IIK 5.1

OpraHu30BBIBaTh CBOIO JIESITEBHOCTh KaK HHAUBUIYaJIBHOIO
npennpuHUMarens (KaJacTpOBOIO HHXKEHepa) WM KOJUIEKTHBA
OpraHMW3alliii B COOTBETCTBHUU C BBHIIICIPUBEACHHBIMU BUAAMHU
JEeSTeTbHOCTH.

[IK 5.2.

HJIaHI/IpOBaTB NPpEeAIIPUHUMATEIIBCKYIO JCATCIBHOCTD 151
OTYUTBIBATHCA 3a HEC.

[IK 5.3

VYcranaBiauBaTh NapTHEPCKHUE CBA3H, 3aKIHO4YaTb XO3SIUCTBEHHBIE
AOTOBOPHI.

[IK 5.4

OGecnieyuBaTh  MOJy4YeHHE  OpUOBUIM  OT  XO3AMCTBEHHOU
JeSITENbHOCTH.

AP 2

[IposBasromuii AKTUBHYIO TPXIAHCKYIO NIO3ULMIO,
JIEMOHCTPUPYIOIMM TNPUBEPXKEHHOCTh IPUHLIMIIAM YECTHOCTH,
MOPSIAOYHOCTH,  OTKPBITOCTH, 3KOHOMUYECKHM  AKTUBHBIA U
y4acCTBYIOIIUHA B CTYZ€HYECKOM 151 TePPUTOPUAIBHOM
CaMOyIIpaBJIEHHH, B TOM YHCIE Ha YCJIOBUAX IOOOPOBOJBYECTBA,
NPOAYKTUBHO  B3aMMOJEWUCTBYIOIIMM M y4YacTBYIOUIMA B
NeSITeJIbHOCTH OOILIECTBEHHBIX OpraHu3alui

JIP 3

CoOmoatoliuii  HOpMBI  MPABOMOPSAKA, CIEAYIOIIUN Haeaiam
rpaxxiaHckoro obmectBa, obecnedyeHus O€30MaCHOCTH, IMpPaB H
cBobox rpaxnad Poccun. JlosnbpHbIN K yCTaHOBKAM U MPOSIBICHUSM
npeacTaBuTenei  CyOKyJIbTYp, OTJIMYAIOUMHA HX OT TpyNm cC
NECTPYKTUBHBIM U JE€BUAHTHBIM IOBEIAEHUEM. J[EeMOHCTPUPYIOLIUI
HENpUITHE U TMPeNylpeKJaloUi COLMAIbHO ONACHOE IOBEIEHUE
OKPY>KarOLIUX

JIP 4

[TposiBisiFOIIMH ¥ JEMOHCTPUPYIOIINN YBa)XKeHHE K JIIOASIM Tpyna,
OCO3HAIOIIMM LIEHHOCTh COOCTBeHHOro Tpyna. Crpemsmuiics K
(bOpMHPOBAHUIO B CETEBOM CpeJie TUIHOCTHO U MPOPECCUOHATBHOIO
KOHCTPYKTHMBHOT'O «IIU(PPOBOTO CIEAa»

JIP 6

[IposBnsOmUN yBaXeHHE K JIIOOAM CTapLIEro IIOKOJEHUS WU
FOTOBHOCTh K yYacTHIO B COLIMAJIbHON MOJAJEP>KKE U BOJOHTEPCKUX
JIBHDKEHUSIX




JP 7

Oco3Haromuil TPUOPUTETHYIO I1€HHOCTh JIMYHOCTH YeJOBEKa;
YBaXKAIOIIUNA COOCTBEHHYIO M UY)XYIO YHUKAJIbHOCTh B Pa3IMYHbBIX
CUTYaIlUsX, BO BceX GopMax M BUIaX JeSTEIbHOCTH

JIP 8

[IposBnsomUi U JEMOHCTPUPYIOILIMI YBaXX€HUE K IIPEACTABUTEIAM
Pa3IMYHBIX 3THOKYJIBTYPHBIX, COLIMATIBHBIX, KOHPECCUOHAIBHBIX U
uHbIX rpynn. ConpuyacTHBIM K COXPaHEHHUIO, NMPEYMHOXEHHUIO HU
TPaHCIISILAU KYJIbTYPHBIX TpaaULIUA U LEHHOCTEN
MHOTOHAIIMOHAJBHOI'0 POCCUMCKOTO rOCyAapCcTBa

JIP 9

Coburoaro1uii ¥ mpornaraHIupyoLUIii npaBusa 310poBOro U
Oe3omacHOTO 00pa3a )XU3HH, CIIOPTA; IMperyIpPexIatoIIui 160
IIPEOI0JIeBAOIINH 3aBUCUMOCTH OT aJIKOroJIsi, Tabaka,
TICUXOAKTHBHBIX BEILECTB, a3apTHBIX Urp U T.1. CoXpaHsIOmMul
TICUXOJIOTMYECKYIO YCTOMYUBOCTD B CUTYaTHBHO CJIOXKHBIX UJIH
CTPEMUTENIFHO MEHSIOLIMXCS CUTYalUsX

JIP 10

3a00TSIIMICS 0 3alUTe OKPY>KArOIIeH Cpebl, COOCTBEHHOU U
qy>KOi 0€30IacCHOCTH, B TOM 4YHUCIIe HUPPOBOM

JIP 11

[TposiBsitOmUiN yBaXK€HHE K 3CTETUUYECKUM LIEHHOCTSIM,
o0Jiaarolliii OCHOBAMHU 3CTETUYECKOUN KYJIBTYPBI

JIP 12

[TpuHuMaromuii ceMeiHble [IEHHOCTH, TOTOBBIN K CO3aHUIO CEMbU
Y BOCITUTAHUIO JIETEH; TEMOHCTPUPYIONIMN HETIPUATHE HACUIIHS B
CeMbe, yXo/a OT POAUTENbCKOM OTBETCTBEHHOCTH, OTKa3a OT
OTHOIIEHUH CO CBOMMH JAETHhMU M X (DMHAHCOBOI'O COAEPKaHUS




2. CTPYKTYPA " PABOYEE COIAEPXAHUE

YYEBHOMIUCIUIIJIAHBI
2.1. O6bem yueOHOI JTUCHMIVINHBI M BBl Y4eOHOH padoThI

Tabnuna 2.1 — Bunsr yaeOHO#H paboThl ¢ 00BEMOM HaCOB

Buna yue6Ho paboThl Oobvem uacos
MaxkcumajbHasi yueOHasi Harpy3ka (Bcero) 60
O6s13aTeibHAsE ayANTOPHAs yuyeOHas HArPYy3Ka (Bcero) 40
B TOM YHCJIE:
NpPaKTUYECKUE 3aHITUS 16
CamocTosiTesibHasi paboTa o0yyaromerocs (Bcero) 20
B TOM YHCJIE:
BeJIeHUE KpaTKoro cioBapst TEPMUHOB B obnactu 2
JOKYMEHTHUPOBAHUS
JIOKJIaIbI 2
CO00IIeH s +
pe3eHTaluu 12
WTorosas arrecrauus B popme oughghepernyuposantlil 3a4ém




2.2. TemaTH4YecKHUi NJIaH U cCOAepKaHHe Y4eOHOH AUCHUNIUHBI «/{OKyMeHTallnOHHOe obecneyeHHe ynpaBJeHUsD)

HaumeHoBaHue Coaep:xanue yueOHOro MaTepHaJa, jjabopaTopHble padoThl H NPaKTHYECKHeE 3aHSIITHS, CAMOCTOsITe/IbHas padoTa O6bem yacoB Koabl
pa3aesioB H TeM o0yuarouuxcsi, KypcoBasi pabora (IpoeKT) (eciu npedycmomperisl) KOMITeTeHUH i
U JTHYHOCTHBIX
pe3yJIbTaTOB
1 2 3 4
Pazpen 1 OcHO6Hble HOPMAMUGHbIE AKMbI, pelaMeHmupylouue padomy ¢ 00KyMeHmamu 12
Tema 1.1 CopeprkaHue yueOHOro MaTepuaJia 2 OK 1-13
ITonsTue, ueau, 3agauun | 1. IlousiTHe, Le/IH, 3aJa4H U MPHHUHKIBI AeJONPOU3BOACTBA. [IoHATHE «IeONPOU3BOACTBOY. LleNu ¥ NpHHLMIIBI [K 1.1-1.7
H NPHHLUMKIBI nenonpousBoacTBa. CopepkaHu€ M OCHOBHbIE 3aJayd COBPEMEHHOIO JOKYMEHTALMOHHOTO obecnedeHus [K 2.1-2.5
Je10NPOH3BOACTBA ynpasseHus. [ToHsATHe KOPIOPAaTUBHOIO CTaHJApTa W €ro HOPMAaTHUBHO-NPAaBOBOE 00eCNeYeHUE [1K 3.1-3.6
CamocTosiTesbHasi pa6oTa 0Gyyarwmxcs 2 [IK 4.1-4.6
1. Hoxnan no teme «CTaHOBNIEHUE U Pa3BUTHE AEIOMPOM3BOACTBA B Poccun» [IK 5.1-5.4
JIP 2-4, 6-12
Tema 1.2 CopepskaHue yueOHOro matepuaJja 2 OK 1-13
OcCHOBHbIE IOHATHS 1. | OcHOBHBbIe MOHSATUS AOKYMEHTALHOHHOro ofecreyeHusl ynpaBjeHUs: WHPOpPMaLUs, JOKYMEHTHUPOBAHUE, IK 1.1-1.7
JOKYMEHTALMOHHOI 0 JIOKYMEHTOO0O0pOT, JAOKYMEHTALMOHHOE obecrneyeHue yrpaBieHus. HasHayeHue cHUCTEMbl JOKYMEHTALHUOHHOTO [K 2.1-2.5
obecneyeHHst obecrieyeHust ynpaBJeHUs. [IK 3.1-3.6
ylnpaBJieHHs IIK 4.1-4.6
CamocTosiTeJibHasi padoTa 00yuyarmmxcs 2 K 5.1-5.4
1 | BeneHue KpaTkoro cioBapsi TEPMHHOB B 00JIaCTH JOKYMEHTHUPOBAHHS JIP 2-4, 6-12
Teme 1.3 Copep:xaHue yyeOGHOro MaTepuasa 2 OK I-13
Knaceudurkauus 1 Knaccudukauus aenosoii 1okyMeHTaunu. OCHOBHbIE CIOCOOBbI JOKYMEHTHUPOBAHHA: TEKCTOBbIE, IpadiecKue, IK 1.1-1.7
AOKYMEHTOB MalIMHOMHUCHbIE, KHHO-, (OTO-, BHIECONOKYMEHTHPOBaHHE, JJIEKTPOHHble. DYHKLUUM [IOKyMEeHTa: oOuue- NK'2.1-2.5
WHpOpMALMOHHAsA, colLMaibHasi, GQyHKUMA (QUKcalM, KOMMYHHMKaTHUBHAas, KyMYJSATHBHAs, KyJbTypHas; IK'3.1-3.6
crieqyanbHble- QYHKUMA OpPraHU3alMM CHCTEMbl M TPOLECCOB YMpaBeHUs, IUIAHUPOBAHUS, MpaBOBas, Hay4HO- TIK 4.1-4.6
UCTOpHUYECKas K 5.1-5.4
JIP 2-4, 6-12
Tema 1.4 Copepkanue yueOGHOro MaTepHaJia 2, OK 1-13
Cucrembl 1 CucteMbl [JOKYMEHTALHOHHOro obecrneyeHusi ynpasjieHusi. OYHKUUM CHCTEMbl JOKYMEHTALMOHHOIO MK 1.1-1.7
JOKYMEHTAaUHOHHOI0 obecrieueHus ynpasiieHus [IoHATHE «cuUcTeMa JOKyMEHTaUuH» M ee NpHu3HakH. [loHATHE «yHH(ULUMpPOBaHHbIE [K 2.1-2.5
obecrneyeHust cucteMbl nokymeHtauuu» (YCI). CoctaB  yHMGHLUHMPOBAHHON CHUCTEMbl JOKYMEHTALMM: OpPraHW3aLHOHHO- [1K 3.1-3.6
ynpasJieHHsI pacnopsiauTeNnbHas, NepBUYHas, OaHKOBckas, (MHAHCOBAs, MO TPYLy, CTaTHCTHYecKas, yueTHas, [IeHCHOHHOro [1K 4.1-4.6
¢donna PO, BuewroproBas. [lonsaTtue «obumepoccuiickuii kiaccU(UKATOpP YNpPaBIEHUECKOH HOKYMEHTaLUH» K 5.1-54
(OKVY[I). HopmaTuBHO-MeTOAMUECKAsK Oa3a A€10NPOU3BOJCTBA. 3aKOHOJaTesIbHbIE akThl PD B chepe nHGopmanmu u JIP 2-4, 6-12
JNOKyMeHTaUuuu. Yka3bl U pacnopsbkeHus IIpesunenra P®, nocranosnenus [Ipasutensctsa PD. ['ocynapcTBeHHas
cucTeMa JIOKyMeHTaLMOHHOro odecneyeHus ynpasieHus (CCAOY)
Pa3znen 2 XapaxkmepucmuKka Q0KyMeHn06, UCROJ1b3YIOU{UXCA 6 YRPABIEHYECKOU OesimeibHocmU 26
Tema 2.1 Coaep:xaHue yueOHOro MaTepHaJia 2 OK 1-13




TpeGoBaHust K

TpeGoBaHusi K cOCTaBJEHUIO U OopMiIeHHI0 TOKYMeHTOB. [loHsaTue «hopmynsp-oOpaseny, «OnaHK JOKyMEHTay, MK 1.1-1.7
COCTABJIEHUIO H 1. | «pekBU3UT JOKYMEHTa». Buapl 6;1aHKoB: 00K, OIaHK MUCbMa, KOHKpeTHOro Buaa aokymenra. FOCT P 7.0.97-2016 MK 2.1-2.5
odopMJIeHHIO HanuonanbHelit cTanaapT Poccuiickoit ®@enepaunu «CHcTeMa CTaHIApPTOB MO HHGOpMaUMM, OUOIMOTEUHOMY U [1K 3.1-3.6
JIOKYMEHTOB u3gareNbckoMy neny. OpraHM3alMOHHO-pAaclopsAMTeNbHas OOoKyMeHTauus. TpebGoBaHuss K 0GOPMIIEHHUIO [IK 4.1-4.6
NoKymMeHTOBY». OdopMIIeHHE PEKBU3UTOB NOKyMEHTOB. Pasmep Oymaru, npuMeHseMoi B AE€NONPOU3BOACTBE. Pasmepsl K 5.1-5.4
nofer ciyxeOHbIX HOKyMeHToB. Hymepauus crtpaHun. CrnocoObl HanucaHus nar. OdopmieHue B IOKYMEHTaxX JIP 2-4, 6-12
Hanucanus uyuces. Hanucanue GU3HYECKUX BEJUUUH
CamocTosiTenbHasi paboTa 00y4aroIMXcst
1. | HomroroBuTs npesenTanuio Ha TeMy «OdOpMIIEHNE PEKBUZUTOB IOKYMEHTOBY
IIpakTHYecKoe 3aHsATHE
1. | OdopmieHne TOKYMEHTALMK B COOTBETCTBUM C HOPMATUBHOI 0a30i, B T.4. UCN0Jb3ys HHOOPMALIMOHHBIE TEXHONIOTHH
(Cocrapnenue 1 0hoOpMICHUE PEKBU3UTOB U OJaHKOB IOKYMEHTOB)
Tema 2.2 CopepsxaHue yueOHOro MaTepHaJia OK 1-13
OpraHu3auMoOHHO- 1. | IouaTHe 1 KIaccupUKALUS OPraHU3aLHOHHO-PacnopAaAUTEIbHBIX JokyMeHToB (OP/I). HasHauenue u dyHkuuu K 1.1-1.7
pacnopsiiuTe/ibHbIe OpraHM3alMOHHO- TNpaBoBbIX AOKyMeHTOB (OIIJI). Buapl opraHu3alMOHHBIX JOKYMEHTOB: YCTaB, IIOJIOXEHHUE, [K 2.1-2.5
AOKYMEHTBI pernameHT, WHCTpyKuMs. OCOOEHHOCTH pa3NM4HbIX BUAOB JOKYMEHTOB JaHHOHM rpynmel. Ilopsagok co3naHus, [IK 3.1-3.6
odopMJIeHUs OpraHU3aLMOHHO-TIPABOBBIX IOKYMEHTOB 1K 4.1-4.6
2. | PacnopsiaMTe/bHble JOKYMEHTbI. M3y4uThb OCHOBHbIE BHABl PAcrOPSAUTENBHON NOKYMEHTAUMU: PACIOpsHKEHHUE, [K 5.1-5.4
NIOCTAHOBJIEHME, pEIleHHe, NMpHUKa3, ykasaHue. HasHaueHue, cneuuduka u TpeboBaHus K odopmieHus. M3yuutsb JIP 2-4, 6-12
ompejefeHde U Ha3HAYE€HHE IMPHUKa3a MO OCHOBHOH NEATENbHOCTH, KaK NPAaBOBOTO aKkTa. PaccMOTpeTh CTPYKTYypy
TEeKCTa, NpaBuJIa ero opopMIeHuUs
3. | UudopMaunoHHO-CIpaBOYHbIE JOKYMEHTbl. Buabl HH()OpMALMOHHO-CIIPAaBOYHBIX HOKYMEHTOB: MNPOTOKOJ,
crpaBka, AOKJaJHas 3amnucka, ciyxebHas 3amucka, OOBSCHUTESIbHAas 3aluCKa, akKT, TeJerpaMMa, 3JIEKTPOHHOE
coobuienue. Mx Hasnauenue. [Ipouenypa cocraBneHus u odopmiieHus MH(GOPMALMOHHO-CIIPABOUHBIX JOKYMEHTOB.
O6nacts npuMeHeHus. [lesoBast nepenucka
CamocTosiTe/ibHasi pa6oTa 00y4yarluxcs
1 | [loaroToBUTh Npe3eHTALHIO N0 TeMe «I'epOoBble ONAaHKH M MeYaTH»
2 | Coobiuenue no teme «OcoOeHHOCTH 0(PHULNATBHO-AENI0BOIO CTHIIA»
IlpakTHYecKOe 3aHsITHE
1 I OdopMiieHrEe TOKYMEHTALMH B COOTBETCTBHHU C HOPMATUBHOM 6a30ii, B T.4. UCNOJIb3YS HHHOPMALMOHHbIE TEXHOJIOTHH
Paznen 3 Jokymenmayuonnoe obecneuenue Kadpoeou paooml
Tema 3.1 CopaeprxaHue yueGHOro MmaTepuana OK 1-13
ﬂo:g;;f)}::l’;“o 1 | lokyMeHTbl MO JUYHOMY cocTaBy. OCHOBHbIE JOKYMEHTbl MO TPYIOBbIM OTHOLIEHUAM. OOliMe CBEAEHHA IO gﬁ ;}‘;7
i JMYHOMY cocTaBy. [IoHsTHE «KaapoOBOe AENONPOU3BOACTBOY. HazHaueHue kaxpoBoro aenonpousBoactsa. CTpykrypa . 'ﬁ-5
U colepkaHue KaapoBoil mokyMmeHTtauuu. [Ipukasbl (pacnopskeHus) Mo JUYHOMY cocTaBy. IlpaBuiia BHyTpeHHEro IIK'3.1-3.6
TPYAOBOrO pacnopsiaka. JIOKyMEHTHpOBaHHWE TPYHOBBIX OTHoweHui. Tpynosoit moroop. CiyskeOHBIH KOHTpaKT. 1K 4.1-4.6
TpynoBas KHIXKKa, TpeOoBaHus K ee BeaeHut0. JInuHas kapTouka paboTHuka (popma T-2). JInunoe aeno IIK'5.1-5.4
CamocTosiTesibHasi padoTa 00y4yaroluxcst JIP 2-4, 6-12
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1 ‘ Coobiuenye Ha TeMy «BusutHas kapTtouka. [loHaTHe 1 HazHayeHue. Buapl. OcoOeHHOCTU | NpaBuia 0(OPMIIEHHUS)

IIpakTHYecKoe 3aHATHE 2
1 | VHubULUpOBaHHE CUCTEMBI JOKYMEHTALUH
Paznen 4 Hokymenmoobopom 6 opzanuzayuu 10
Tema 4.1 CopepsxkaHue y4eGHOro MaTepuaa 4
Opranusanus 1 | Opranuzaumsi nokymeHToob6opora. Ilpuem, 00paboTka M [BMXEHHE BXOMAIIMX, HCXONALIMX W BHYTPEHHHX
JOKYMEHT0060poTa: JIOKYMEHTOB. PerucTpanys J0KyMEHTOB, KOHTPOJIb UCIIOJIHEHUA U OpraHU3alys MOMCKOBOM CUCTEMBI IO NOKYMEHTaM. OK 1-13
npuem, oopaborTka, Cuctemaruzaluysa U y4eT JOKYMEHTOB B opraHuzauuu. ©opmupoBaHue ¥ opopmieHHe Aell. DKCHEPTU3a LEHHOCTH [K 1.1-1.7
perucrpauus, noxkymeHtoB. [loarotroBka M mepejaya Jel B apXuB. llepedeHb THIIOBBIX YNPABIEHYECKHX HTOKYMEHTOB, [K 2.1-2.5
KOHTPOJ1b, XpaHeHHe UCIIONB3YIOLIMXCS B IESATEIbHOCTH OpPraHu3allly, C YKa3aHUeM CPOKOB WX XPaHEHUS U METOAMYECKHE PEKOMEHIALHUH [1K 3.1-3.6
JOKYMEHTOB, 1o ux npuMeHeHur0. CocTaBieHHe HOMEHKIATyphl aen. Ilepenaya 10KyMEHTOB B apXHB [K 4.1-4.6
HOMEHKJIaTypa aeJ1 CamocTosiTesibHasi pab6oTa o0y4yarLuxcs 4 I[IK 5.1-5.4
1. 1 [ToAroTOBKTH NpEe3eHTALMI0 Ha TeMy «ApxuB. Apxus ropona Caparosa u CapaToBCKo# obnacTu» JIP 2-4, 6-12
IIpakTHYeckoe 3aHATHE 2
1. | OcymecTBieHue XpaHeHH!s U MOMCK IOKYMEHTOB
Pazpgen 5 Aemomamuszayusn ynpasieHus 00OKyMeHmMoo00pomom npeonpuamus 6
Tema 5.1 ConeprkaHue yyeOHOro MaTepHaJsa 2
CoBpemeHHbIE 1. CoBpemenHble HHGOPMALMOHHBbIE TEXHOJOMHH B Jesionpou3BoAcTBe. OCHOBHBIE MOHATHS 3JIEKTPOHHOIO OK 1-13
HH(OPMaLIOHHbIE JIEJIONPOU3BOACTBA: JJIEKTPOHHBIA JOKYMEHT, 3JIEKTPOHHOE IENONPOU3BOACTBO, 3JIEKTPOHHBIH JOKYMEHTOOOOPOT. MK 1.1-1.7
TEeXHOJIOTHH B ABTOMaTH3aLlUs MMPOLECCOB NOKyMEHTALMOHHOTO obecrieueHus ynpaBieHus. PyHKUUM CHCTEMBI JIEKTPOHHOTO MK 2.1-2.5
AenonpoU3BOACTBE nenonpoussozacta (COT). iHdopMalMOHHbIE TEXHONOIMU YNpPaBAEHUs JOKYMEHTOO0OOPOTOM IPEANPUATHUS IK 3.1-3.6
IIpakTHYeCKOe 3aHATHE 4 [IK 4.1-4.6
L. Hcnonb30BaHuE TENEKOMMYHUKALIMOHHBIX TEXHOJIOTHIA B 3JIEKTPOHHOM IOKYMEHT0000pOoTe (CO3JaHHe U OTIpaBKa K 5.1-5.4
co00LIeHHUIT 0 JEKTPOHHOH 1104YTE) JIP 2-4, 6-12
2. OcylecTBJICH)E aBTOMATH3aLUU 00pabOTKH TOKYMEHTOB
Bcero: 60
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3. YCJIOBUS PEAJIN3ALIMY YUYEBHOM JUCIHUTLINHBI

3.1. MaTtepuanbHO-TeXHHYeCKOe obecneyeHue JHCHUITHHBI

HporpaMMa AUCHUILIMHBI PEAIU3YETCA B y‘I€6HOM KabuHeTe colMaJibHO-
OKOHOMHYCCKUX NUCLMITIIHNH.

O6opynoBanue (0OcCHaLIeHHEe) Yy4eOHOro kKaOuHeTa:

- KOMIUIEKT Y4eOHO-METOAUYECKUX JOKYMEHTOB;

- paboune yueOHbIE MeCTa MO0 KOJUYECTBY IMMOCAAOUYHBIX MECT;
- KOMIUIEKC HAIJISITHBIX MOCOOUH (TIaHIIEThI, CTEH/IBI).

Texuunuyeckue cpeacrea oﬁyqel-nm:
= HH(bOpMaHHOHHbIe TCXHOJIOTHUHU KOMIIBKOTEPHI, I[IPHUHTEPHI, CKaHeED,

My.HI:TPIM@IIHﬁHI:I@ cpeacTBa O6y‘-I€HI/Iﬂ.

O6GopynoBanue (ocHalIeHHeE) Ja0OPaATOPHUH:

- pabouee MPOCTPaHCTBO MO KOJUYECTBY 00YHaArOLIMXCS;
- KOMILIEKT Y4eOHO-METOANUECKUX JOKYMEHTOB;

- HarJIsIHbIE MOCOOus (CTEH b, MIIAKATHI);

- ayJUTOpHAsI TOCKA C MAarHUTHOU MMOBEPXHOCTHIO.

3.2. UuopmannonHoe odecnieyeHue o0ydeHust

Yy4yeOHble U3TAHUSA:
OCHOBHbBIE HCTOYHHUKH

1. Kysnenosa M. B., Xayatpsn I. A. JlokymeHTauuoHHOe obecnedyeHue
ynpasneHus : yueoHoe mocodue mist CIIO / U. B. Ky3nenosa, I'. A. XagaTpsH. — 2-¢
uzg. — CapatoB : IlpodoOpasoBanue, Al Ilu Op Menma, 2019. — 166 c. —
OnextpoHHo-6mbnuoteunass cucrema IPR BOOKS : [caiir]. — URL:
http://www.iprbookshop.ru/80326.html

IlOl'lOJ'lHl/lTeJ'leble HCTOYHHKH:

2. bacakoB M.U., 3ameinkoBa O.W. [lenonpou3BoACTBO (JOKyMEHTALMOHHOE
obecrnieueHue ymnpasneHusi): yue6. / M.M. bacakos, O.U. 3ameikoBa. — 10-e uza. —
Pocros u//]: ®enukc, 2017. — 375 c. — (CITO).

3. llleBuenko M. B.OCHOBBI JOKYMEHTAaLIUOHHOTO OOECIeUeHUs YIpaBIeHUS:
yue6. mocobue / M.B. IlleBuenko.—benropon: M3a-so BI'TY, 2013. —186¢c. — ISBN
2227-8397. — Tekct : 31eKTpOHHBIA // DnexTpoHHO-OMOMHMoTeyHas cuctema IPR
BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/57289.html
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4. lllysanosa H.H. JlokyMeHTallMOHHOE OOecIieueHue yIpaBlIeHUs: yueOHUK U
npaktukyMm s CI10/ H.H. lllysanosa. — M.: uzgarensctBo FOpaiT, 2019. — 221 c. -
Cepust: [IpodeccronansHoe oOpa3zoBaHHUE.

5. Kopuee U. K. JlokymMeHTallMOHHOE OOecCIeueHue YIpaBlIeHUsS + TECTHl B
OBC : yuebuuk u npaxktukym nias CIIO / U. K. Kopnees, A. B. Ilmenko, B. A.
MarrypueB. — 2-e u3fl., nepepad. u gon. — M. : M3parensctBo I0paiir, 2019. — 384
c. — (Cepus : IlpodeccuonanpHoe obpazoBanue). [enonpoussonctso. Koncmexr
nexui. — M.: Ilpuop, 2016. — 128 c.

6. Jloponuna JI. A. JlokyMeHTallIOHHOE o0ecleyeHre yIpaBieHus : y4eOHUK U
npaktukyM s CITO / JI. A. Hdoponuna, B. C. UputukoBa. — M. : M3narenscTBo
FOpaiit, 2019. — 233 c. — (Cepus : [IpodeccuonansHoe o6pa3zoBaHue).

HOpMaTl/lBHble AOKYMEHTbI:

1.  Konctutyuus Poccuiickoit @enepaunu (IpuHATa BCEHAPOIHBIM I'OJI0COBAHUEM
12.12.1993 ¢ u3MeHeHUsIMU, OAOOPEHHBIMU B XOJ€ OOLIEPOCCHUICKOIO I'0JIOCOBAHMUS
01.07.2020)

e ['paxxnanckuii kopexc PO

3. YronosHelit koneke Poccuiickoit @eneparmu ot 13.06.1996 Ne 63-D3

4. Tpynosoit konekc Poccuiickoit ®eneparmu ot 30.12.2001 N 197-D3

3 OenepanpHbiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM Jnene B
Poccuiickoint ®enepanum»

6. ®enepanpubiit  3akoH ot 27.07.2006 Nel49-®3 «O6 wuHopmauuy,
MH(GOPMAIIMOHHBIX TEXHOJIOTHUSX U O 3alIUTe UH(POpMaLUN»

7 ®enepanbHblil 3akoH 0T 06.04.2011 Ne63-D3 «OO6 371€KTPOHHON MOATTUCH

2 O®enepanpHbiii 3akoH 0T 02.05.2006 No59-®3 «O mnopsake paccMOTpeHUs
oOparenuii rpaxxaad Pocculickoin @enepauum»

8 [Tpukaz MuHKYIbTYphI «OO0 yTBEPKACHUU MEPEUHS TUIIOBBIX YIIPABIEHUECKUX
apXMUBHBIX TOKYMEHTOB, 00pa3yIOIIUXCs B IPOLECCE NESITENbHOCTU IOCYAAaPCTBEHHBIX
OpraHOB, OPraHOB MECTHOI'0 CaMOYIIPABJIEHUS U OpraHU3alWi, C YKa3aHUEM CPOKOB
xpa"HeHus» oT 25.08.2010 Ne 558 (manee — Ilepeuensn), omnpenenstomIui
o0s13aTenbCTBa ISl BCEX OpPraHU3alMi [0 CPOKaM XPaHEHUs NOKyMEHTALUH, BKIIIOYas
OyXranTepcKyro, HaJJOrOBYIO U KaIpOBYIO.

10.  «OcHoBHble [IpaBuiia paboThl apXKUBOB OpraHU3alMNi», 0N0OpEHHbBIE pelIeHUEM
Konnernu Pocapxua oT 06.02.2002 (HOCSAT METOAMYECKHMH U HHGOPMATUBHBIN
XapaKTep)

11. TOCTP 7.0.8-2013 CUBH/. «/lenonporu3BOACTBO U apXUBHOE AE0. TepMUHBI
U omnpeneneHus’» (yTBepkIeH W BBeneH B JaedctBue Ilpukazom @DenepanbHOro
areHTCTBA [0 TEXHUYECKOMY peryJIupOBaHUIO U MeTpoJioruu oT 17 oktsabps 2013 r. N
1185-cT)

12. TOCT P 7.0.97-2016. HauumonaneHeiii crangapt Poccuiickoit ®enepauui.
«CucreMa CTaHZapTOB MO HHGOpMaLUH, OUOIMOTEYHOMY M HU3AATENBCKOMY JEiy.
OpraHu3alMOHHO-PACTIOPSIIUTEIbHAS JOKyMeHTaluus. TpeboBaHHS K 0O(OPMIIEHHIO
nokymeHnToB» (yTB. Ilpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pem. ot
14.05.2018)



13. TOCT P HCO 15489-1-2007. HauumonaneHbli cra"papt Poccuiickoi
@eneparmu.  «Cuctema CTaHZapTOB MO  HHPopMauuud, OUOIHOTEUHOMY U
U3JIaTeIbCKOMY Jeny. YmpaBieHue pokyMeHtamu. OOmwme TpebGoBaHus» (YTB.
[Tpukazom PoctexperynupoBanus ot 12.03.2007 N 28-cT)

14. TocynapctBenHas Cucrtema JlokymeHTtanuonHoro ObGecrnieueHus YIpaBlI€HUS.
OcHoBHble moniokeHus. OOmue TpeboBaHUS K JOKyMEHTaM U  Ciyx0am
JIOKyMeHTallMOHHOTo oOecreueHus (omobpena koyuteruei ['nmaBapxua CCCP 27
ampenist 1988 r. nmpuka3 ['naBapxuBa CCCP ot 25 mas 1988 r. N 33)

UHuTepHeT-pecypesbl:

1. https://dokipedia.ru/ CipaBo4HO-IIpaBOBasi CUCTEMA

2. http://docs.cntd.ru/ DnekTpoHHBI (OHA NPaBOBOM U HOPMATUBHO-
TEXHUYECKOW JOKYMEHTaLUU

3. https://consultant.ru CipaBo4HO-IIpaBoBasi CUCTEMa

4. https://www.garant.ru/ udopMalmoHHO — MpaBOBOM MOpTaI

5. http://bibliotekar.ru/deloproizvodstvo-1/index.htm. ~ Opranuzauuss  u
TEXHOJIOTUU JOKYMEHTAI[MOHHOTO 0OecTieueH sl yIpaBaeHusl.
6. https://studopedia.su/ Crymonenuss - JeKUUOHHBIA MaTepuan JJis

CTYACHTOB
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4. KOHTPO.JIb M OLIEHKA PE3YJbTATOB OCBOEHHS YUYEBHOM

JUCIIAITJIMHbI

KoHTposib ¥ OLieHKa pe3yJbTaTOB OCBOCHUSA AUCLUIUIMHBI OCYILIECTBIISAETCS
npernojaBarejeM B MPOLECCe MPOBEACHUS MPAKTHUECKUX 3aHATUN M J1aOOpaTOPHBIX
paboT, TeCTHUpOBaHHUS, a TaKXe BBIIOJHEHUS OOYy4YaIOIMMUCA WHIUBUAYaAIbHBIX
3a/1aHUM, IPOEKTOB, UCCIIEAOBAHU.

®opMBbI U METOAbl KOHTPOJSI M OLEHKU pPe3yJbTAaTOB OOY4YEHHUs TMO3BOJISIOT
IPOBEPSITh Yy OOYYAKOIIUXCS HE TOJBKO CHOPMHUPOBAHHOCTh MPOdeCcCUOHANBHBIX
KOMITIETEeHIIUH, HO U pa3BUTHE OOIIMX KOMIIETEHIMH M 00ecreuynBarolnX UX YMEHHUH,

3HAHUU.

Tabmuua 4.1
TACHUATUIAHBI

— KoHTponep © oOLEHKa pe3ylnbTaTOB OCBOCHHS Yy4eOHOU

PesyabTaThl 00yueHus
(ocBOeHHbBIE YMEHHSI, YCBOCHHbIE

Koaw! popmupyembix
npogdeccHoHATbHBIX,
00 KX KOMIIeTeH i

®opMBI 1 METOABI KOHTPOJIS U
OIIEHKH Pe3y/JIbTAaTOB 00y4eHHUs

3HAHHUA) U JINYHOCTHBIX
pe3yJbTaToB
3HaTh: VYcTHbIH oTIpocC. Onenka
[Tonatue, wenu, 3amaul U OK 1-OK 13 BBITIOJTHEHHS CaMOCTOSITENTbHOU
IPUHLHUIIBI IEJIONPOU3BO/ICTBA. JIP 2-4, 6-12 paboTsI
OcHOBHBIE MOHSATHUS OK 1-OK 13 VYernsiii onpoc. Ouenka
JIOKYMEHTAI[HOHHOTO 00€CIIeYeHHUSI P 2-4. 6-12 BBIIIOJTHEHUS] CAMOCTOSATENbHON
yIIpaBJICHUS ’ pabotel. Tect
Cucremsl JOKYMEHTAIMOHHOTO OK 1-OK 13 VYeruslii onpoc. [IncbMeHHBIH
obecnieyeHus ynpapIeHHsI JIP 2-4, 6-12 OIpoc
Knaccuduxanuro 10KyMeHTOB OK 1-OK 13 Yerueiit onpoc. [TuceMenHbIi
JIP 2-4, 6-12 ompoc. Tect
TpeboBaHusT K COCTaBIEHHIO U Ycrubiit onpoc. OneHka
0(OpPMIIEHHUIO JTOKYMEHTOB OK 1-OK 12 Pe3yIbTaTOB BBIIIOJHEHHUS
JIP 2-4, 6-12 NPaKTHYECKOTO 3a/1aHuUs. OueHvKa
BBINOJIHEHUS] CAMOCTOSITENIbHON
pabotsl. Tect
Opranuzanuio J0OKyMEeHTO0o0opoTa: VYerueiit onpoc. Onenka
npueMm, o0pabOTKy, pEerucTpanuio, OK 1-OK 12 pEe3yJIbTAaTOB BBIITIOJIHEHUS
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, JIP 2-4, 6-12 IPaKTHYECKOT0 3aJaHHUsl. Oue}iKa
HOMEHKJIaTypy Aell BBITIOJTHEHHS CAMOCTOSITETbHOU
pabotsl. Tect
Ymers: IIK'1.1 - TIK 1.7 OueHka pe3y/bTaToOB BHIOJIHEHUS
OdopmnaTh  JOKYMEHTALMIO B [IK2.1-1IK 2.5 IIPaKTHYECKOr0 3a/1aHusl. Y CTHBIH
COOTBETCTBHM C  HOPMATHBHOM [IK 3.1 -TIK 3.6 omnpoc. Tect
6a3oi, B T.4. UCIIOJIB3YS [IK 4.1 - IIK 4.6
UH(POPMAIIMOHHBIE TEXHOJIOTHH IIK 5.1 -TIK 5.4
JIP 2-4, 6-12
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OcymiecTBisATh aBTOMAaTHU3aIUIO I[IK 1.1 -TIK 1.7 Ouenka pe3yJbTaTOB BBIIIOJIHEHUS
00paboTKH T0KyMEHTOB [IK 2.1 -TIK 2.5 MPAKTHIECKOT0 3a/1aHusl. Y CTHBIH
[IK 3.1 -IIK 3.6 ompoc. Tect
[IK 4.1 -TIK 4.6
[IK 5.1 -TIK 5.4
JIP 2-4, 6-12
YHupuIupoBaTh CHUCTEMBI IIK 1.1 -TIK 1.7 OreHka pe3yapTaTOB BBIIIOJHEHHS
JIOKyMEHTaIUH [IK2.1-IIK 2.5 IPAKTUYECKOI0 3a/1aHusl. Y CTHBIH
[IK 3.1 -TIK 3.6 ompoc. Tect
[IK 4.1 -TIK 4.6
[IK 5.1 -TIK 5.4
JIP 2-4, 6-12
OcymecTBasiTh XpaHEHUE U TOUCK [IK 1.1 -TIK 1.7 Onenka pe3yabTaTOB BHIIIOJHEHHUS
JIOKYMEHTOB. [IK2.1-TIK 2.5 IIPaKTHYECKOI0 3aJaHus. Y CTHBIN
[IK 3.1 -TIK 3.6 onpoc. Tect
[IK 4.1 -TIK 4.6
[IK5.1-TIK 5.4
JIP 2-4, 6-12
Hcnons3oBaTh I[IK 1.1 -TIK 1.7 OueHka pe3yIbTaToOB BBHIIOJIHEHUS
TEJIEKOMMYHUKAIlUOHHbBIE [IK 2.1 -1IK 2.5 NPAaKTUYECKOTO 3aJaHus. Y CTHBIH
TE€XHOJIOTUH B 3JIEKTPOHHOM [IK 3.1 -TIK 3.6 ompoc. Tect
JIOKYMEHTO000pOoTeE. IIK 4.1 - TIK 4.6
[IK 5.1 -TIK 5.4
JIP 2-4, 6-12
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5. IOIIOJIHEHUA U UBSMEHEHUWS BHECEHHBIX B PABOUYYIO [TPOT'PAMMY

Paccmotpeno Ha 3acenanuu [1(1[)K

[Ipotokosn No_ ot « » 20 T

JlonosiHeHUs, U3MEHEHUs], BHOCUMbIE B IIPOTpaMMy

Ha y4eOHBIN roj
(c pa3dKBKOIt IO TeMaM Kypca)
Ne paznena padouei . "
CopepxaHue H3MeHeHHUI M JOMOJIHEHUH
NPOrpaMMbl
[IpenonaBarens
Jara
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