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1. OBILIASI XAPAKTEPMCTUKA PABOYEN TTIPOT'PAMMBI VUEBHOI
JIACTTUTUTNHBI

OII. 04 TokyMeHTallmOHHOE O0ECTIIeUeHUE YIIPaBICHUS

1.1. O6nacte npuMeHeHus padbodel mporpaMMel

PabGouast mporpamMma y4eOHOW IUCHUIUIMHBI SBJISICTCS YacThIO TPUMEPHOMN
OCHOBHOU MpodeCCHOHANBHONW 00pa30BaTEIHbHOM MPOTPAMMBI B COOTBETCTBHH C
®I'OC mno cneunansHoctu CIIO 38.02.01 DxoHOMMKa U OyxranTepckuil yder (1o
OTPACISIM.

PabGouass mporpamma y4eOHOW AMCIMIUIMHBI MOXET OBbITh HCIOJb30BaHA B
porpamMmax JO0MOJHUTEILHOTO NpodhecCuOHaILHOr0 00pa30BaHusI.

1.2. Mecto y4eOHOM JUCHUIUIMHBI B CTPYKTYpPE OCHOBHOM MNpodhecCHOHAIBHOM
00pa3oBaTesbHON TIPOrPAMMBbI:
I1.00 ITpodeccronambHbIN ITUKII.

1.3. Lenu u 3agaun y4eOHOW NUCHMIUIMHBI — TPEOOBAHUSA K pe3yJbTaTaM OCBOCHUS
y4eOHOUN AUCIUTUIMHBIL:

B pesynbTaTe ocBoeHMS y4eOHON JUCITUTUIMHBI 00YJaIONTUNACS JOJIKEH YMETh:

- 0hOpMIIATh JTOKYMEHTAIIMIO B COOTBETCTBMM C HOPMAaTMBHOW 0a30i, B T.4. C
UCITOJIb30BaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHI;

- OCBaMBaTh TEXHOJIOTUU aBTOMATU3UPOBAHHOW 00paOOTKU JOKYMEHTAITUH;

- HCTIOJIH30BaTh YHU(MUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

- OCYUIECTBIIATh XPAHEHUE U TIOUCK JTOKYMEHTOB;
- HWCHOJb30BaTh  TEIEKOMMYHHUKAILIMOHHBIE
JIOKyMEHTOOOO0pOTE.

TCXHOJIOTHUHN B 9JICKTPOHHOM

B pe3ysbrare ocBoCHUS yu4eOHOM TUCIIMITIIMHBI O0YYaIONIUICS TODKEH 3HATh:

- IOHATHE, LIEJIH, 33]a4U W IPUHITUIIBI JICTIONPOU3BOJICTBA;

- OCHOBHBIC TIOHATHSI JOKYMEHTAIIMOHHOTO 00CCIICUCHUS YITPABIICHMS,

- CUCTEMBbI JOKYMEHTAIIMOHHOTO 00ECIICUCHUs YITPABIICHMS,

- TpeOOBaHUS K COCTABJICHUIO U O(DOPMIICHHUIO JOKYMEHTOB;

- OpraHu3alHI0 JOKYMEHTOOOOpOTa: MpueM, 00pabOTKy, PEeTUCTpaIuio, KOHTPOIb,
XpaHeHHUE JIOKYMEHTOB, HOMCHKJIATYPY JIEJ.

Kommerennun VYMeTh 3HaTh

OK 1-11 opOopMIISITh ~ JTOKYMEHTALIMIO B | IOHATHE, eI, 33aJa4d ¢ T[PUHIUIBI
COOTBETCTBUM C HOPMATHBHOM | JACIONMPOU3BOICTBA;

IIK 2.6, 2.7 0a30if, B T.4. C HCIOIb30BAHUEM | OCHOBHBIC IIOHATUS JIOKyMEHTALMOHHOTO

WH(POPMAIIMOHHBIX TEXHOJIOTHIA;
OCBaMBAaTh TEXHOJIOTUHI
ABTOMAaTHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAIUH;

UCTIONIb30BaTh YHH(PHIIMPOBAHHBIE
(hOpMBI TOKYMEHTOB;
OCYIIECTBIISITh XPAHEHUE U TIOMCK
JTOKYMEHTOB;

oOecrieueHus yrpaBicHUs;

CHCTEMBI JOKYMEHTAI[HOHHOTO 00eCTIeueHHs
yIIpaBJICHUS;

TpeOOBaHUS K COCTABICHUIO U O(OPMIICHUIO
JTOKYMEHTOB;

OpraHu3alfio JJOKYMEHTOO0O0pOTa: MpHUeM,
00paboTKy,  perucTpainuio,  KOHTpPOJIb,
XpaHEeHHE JTOKYMEHTOB, HOMEHKJIATYpY Jell.




HCITOJIB30BaTh
TeﬂeKOMMyHI/IKaHI/IOHHBIe
TEXHOJIOTHH B DJIEKTPOHHOM
JIOKyMEHTO000pOoTE.

1.4. PexoMeHayeMO€e KOJMUYECTBO YACOB Ha OCBOCHME paboueill mporpaMMsbl y4eOHOM

JTVCIUATUTHHBI

MaKCHUMaJbHOU yueOHON Harpy3ku oOyuaromierocsi_48 vaca, B TOM UHUCIIE:
00s13aTeNIbHOM ayIUTOPHOH yueOHOM Harpy3ku oOyd4aromierocsi_48 4acos;



2. CTPYKTYPA 1 COJIEPXKAHUE YUEBHOM JUCIUTIINHBI

2.1. O6bem y4eOHOM TUCHUIUIMHBI U BUJIBI Y4eOHOM paboThl

Buo yueonoit pabomoi Oobvem uacos
MaxkcumanbHasi yueOHAas HArpy3Ka (Bcero) 48
Oo0s13aTesibHASI AyIUTOPHAs YueOHAasi HATPy3Ka (Bcero) 48

B TOM 4YHUCJIC:

J1a60paTOpHBIE PaOOTHI —

IIPAKTUYECKNE 3aHATHS 20

KOHTPOJIbHBIE pa0OTHI —

KypcoBasi paboTa (IPOEKT) (eciu npedycmMompeHo) —

[TpakTrUyeckas NoAroToBKa 34

CamocTosiTesibHasi paboTa 00y4arwierocst (Bcero) -

Hmoeosas ammecmauyus 6 qbopme sauemda




2.2. TemaTuvyeckuii JIaH u coaep:xxkanue yueoHoi gucuumianabl OI1.04 JlokymMeHTalIMOHHOE O0ecneuyeHre YpaBJIeHUus

Coaep:xanue yueOHOr0 MaTepuaJia, JJaopaTopHblie paéoThl U NPaKTHYeCKHE 3aHATHS, IIpakTHYeckas
HaumenoBaHue O0bem YpoBeHb
O ——— caMocTosiTesIbHasi padoTa o0y4yarommxcs, KypcoBasi padota (mpoekr) (ecjin 4ACOB MOAr0TOBKA OCBOCHILSI
NpeayCMOTPEeHbI)
Paznen 1. Beeaenue B JIOY 2
Conep:xxanue yueOHOT0 MaTepHaJa
Tema 1.1 IlousiTue, meamn, 1 | IlowsaTtwue, 1ienw, 3a1a99 ¥ TPUHITAIIEI TEITOTIPON3BOICTBA
3aJa44 U NPUHIMIIBI ITonstue, nenu u 3anauu aucuuImuHbl «JJOY». CBs3b €€ ¢ ApyruMu JUCHUIUTHHAMH. OK 1-11
AeJIONPOM3BOACTBA OcuHosusie nousatus JJOY. Vicropus pa3BuTus HaydHBIX TpeactaBienuii o JJOY. [IK 2.6,
Hopmatusnaas 6a3a opranmzaimu JIOY kak 0CHOBa TEXHOJOTHH ITPOIIECCOB YIIPABICHHUS 2 2.7
JlabopaTopHbIe paGoThI -
IIpakTHYecKue 3aHATHS -
KoHTpoJibHbIE padoThI -
CamocTosiTeJibHAs padoTa 00y4Yalouuxcst -
Paznen 2.
JokymeHTHpOBaHHE
ynpaBjeHYecKoii
aesiteabHocTH (JIOY)
Tema 2.1. Coaeprxanne y4eO0HOro MaTepuaJia
OO0uue npasuia 1 | PexBu3UT Kak 00S3aTEIBHBIN JIEMEHT, IPUCYIIHUN ONPEICIEHHOMY BUY TOKYMCHTA. 2
o(opMIICHHSI JOKYMEHTOB. I'OCT P 7.0.97-2016 «Cuctema cTaHAapTOB 110 HHPOPMALMK, OMOITHOTCUHOMY H
CocTaB peKBU3UTOB u3aaTenbCcKoMy Aeny. OpraHu3anoHHO-PaCopAANTEIbHAS TOKYMEHTAIHSL.
MOKyMeHTOB. Biianku n TpeboBaHus K 0POPMIICHUIO TOKYMEHTOBY» U COCTaB PEKBH3UTOB CITY)KEOHBIX
(opMaTBhl TOKYMEHTOB. JIOKYMEHTOB. PEKBU3UTHI, MPUAAIONIUE TOKYMEHTY IOPUIMYECKYIO CHTy. Pacionoxenue 4
PEKBHU3HUTOB. 3aroioBoyHas 4acTh. OCHOBHAS 4acTb. Buabl 1 Ha3Ha4ueHHE OJIaHKOB.
Brank kak HaOOp PEKBU3HUTOB, HICHTH(PUIIMPYIONIUI aBTOpa OPUIIHATHHOTO
MUCBMEHHOTO IoKyMeHTa. OO0Iuii OJiaHK, OJIaHK JIs MHCEeM U OJJaHK KOHKPETHOTO BUA OK 1-11
JIOKYMEHTOB. YTJIOBOE ¥ MPOJOIBHOE PACIIONOKEHHE PEKBU3UTOB Ha OJIaHKAX. 1K 2.6,
®opmatsl ToTpeOUTENsCKHUX Oymar. Hymepariist MHOTOCTpaHHYHBIX TOKYMEHTOB. 2.7
Dopmynsap-o0paser] JOKyMEHTa.
JlabopaTopHbIe paGoThl -
IIpakTHyecKue 3aHATHS -
IpakTuueckoe 3ansitue Ne 1. Cocrasienue hopMyisipa-o0pasiia T0KyMEHTa 4
[Ipaktnueckoe 3ansaTre Ne 2. Pa3bop BII0B 0JIAHKOB U 3aKpEIUICHHE UX PEKBU3HUTOB. 4

KoHTpoJjbHbIe padoThI

CamocTosiTeJIbHasi padoTa 00y4alonuxcst

Pasznen 3.




CucremMa opraHu3anMoOHHO-

pacnopsiiuTeJbHOM

AOKYMEHTALUHU

Tema 3.1. Coaeprxanne y4eO0HOro MaTepuaJia

Kaaccudmranus 1 | [TonsiTue oprann3aliMOHHBIX JOKyMEHTOB. OCHOBHBIEC TPEOOBAaHUS K COCTABICHUIO
OPraHU3aLHOHHO- OpraHM3aIMOHHBIX TOKYMEHTOB. BHIBI M CTPYKTYpa OpraHn3annoOHHO-TIPABOBBIX
pacnopsiIuTeIbHOI JOKyMEHTOB: YUpEIUTEIbHBIH JOT0BOp, yCTaB, INTATHOE PACIIMCAHUE, TOJDKHOCTHBIC

aokymenTanuu (OPJI)

UHCTPYKIUU 1 1p. [loHATHE 0 paciopsauTenbHBIX JokyMeHTaX. OCHOBHBIC TpeOOBaHUS
K COCTaBJICHHIO PAaCTIOPSIUTENbHBIX JOKYMEHTOB. BUIbI 1 CTpyKTypa
pacTHopsIIUTENbHBIX JOKYMEHTOB: TOKYMEHTHI, N3[JaBAEMbI€ B OPraHU3aIUAX HA OCHOBAaX
eAnHOHadavsl (TIPUKa3bl, pACTIOPSHKCHUS, YKa3aHHs ) U IOKYMEHTBI, U3/JaBacMbIC Ha
OCHOBE TPUHSTHS KOJUICTHAILHBIX PEIICHUH (TOCTAHOBIICHUS, PEIICHUS, IIPOTOKOJIBI)

JlabopaTopHbie padoThbl

HpaKanecKne 3AHATUA

[IpakTudeckoe 3ansaTre Ne 3. Pa30op u cocTaBiieHue pa3IMyHBIX BUIOB OPTaHU3aI[MOHHO-
MPaBOBBIX JOKYMEHTOB, 3aKPEIJICHUE UX PEKBU3UTOB.

[IpakTudeckoe 3ansaTre Ne 4. Pa300op u cocTaBlieHUE pa3IMuHbIX BUIOB PACHIOPSAAUTEIBHBIX
JIOKYMEHTOB, 3aKpEIUICHNE X PEKBHU3UTOB.

CamocTtosiTesqibHasi padoTa 00yYal0IMXCs

Tema 3.2.
CupaBo4Ho-
HH(pOPMAIHOHHBIE
HOKYMEHTBI

Conep:xanue yueOHOr0 MaTepHuaJia

1 | Kiaccudukarust KoppecroHICHIIUH

CrpaBouHO-HH(pOPMAIIHOHHBIC JOKYMEHTHI: aKT; TOKJIaaHas (CIy)keOHas1) 3ammcKka,
cripaBka. [Topsnok cocTaBieHUS 1 OOPMIICHHUS aKTOB HAJIOTOBBIX MHCIICKIIHIA, aKTOB
PEBH3HHU KACCHI, aKTOB CBEPKU PACUYETOB MEKTY JICOUTOPAMHU H KPETUTOPAMH.
Krnaccugukanys KoppecroHICHIMH: HHAIUATHBHAS W OTBETHAS, JIEJIOBast U
KOMMepuecKasi. SI3bIK ¥ CTHIIb JICIIOBOM KOPPECTIOHACHIIMHU. THUoBbIe U TpadapeTHbIe
ciryxeOHbIe TUChMa. VIHUIIMATHBHBIC U OTBETHBIC CITy)KeOHBIC TTCchbMa. [Tuchma-
3arpoChl ¥ MUChbMa-0TBEThI OPTaHU3AIMH-KPeUTOPOB. THITOBBIC TApaHTUITHBIC MTUCHMA
OT opraHm3aluii (rapaHToB) OaHKaM O ToTalIeHUH KpeauTa. Tumosoe
COIMPOBOJUTEIHLHOE TUCHMO K JIOTOBOPY. TpeOoBaHUs K COCTABICHHIO U 0(POPMIICHUIO
BHYTPEHHHX M MEXYHAPOJHBIX TEJIErpaMM, Teine(OHOrpaMM U TeleakcoB

OK 1-11
IIK 2.6,
2.7

JlabopaTopHbie padoThl

IIpakTHYecKue 3aHATHS

IIpaktudeckoe 3ausaTre Ne 5. CocTaBieHre CIpaBKH, OOBSICHUTEIBHON U JJOKIIATHON
3aIMCOK, aKTa
IIpaktrueckoe 3ansTre Ne 6.CocTaBieHHe TPOTOKOIBHBIX TOKYMEHTOB

KoHTpoJbHbIe padoThI

CamocTrosiTesibHasi pad0oTa 00yYalOIIMXCS

OK I-11
[IK 2.6,
2.7




Tema 3.3
CayxeOHble MHUCHMA

Copepxanne yueOHOTO MaTepuana

1

CrnyxeOHbIC MUChMA: TPAAUIIMOHHBIC M SJIEKTPOHHBIC. BXOoa11IMe U HCXOIAIIME TUChMA.

Knaccudukarius ciy:KeOHbIX ITUCEM I10 3aIaHHBIM B TEKCTE TeMaM. biianku u
pexBu3uTH ceM. OCOOCHHOCTH TEKCTOB MuceM. KOHKYpEHTBI TUCEM: TelerpaMma,
tenedonorpamMma, gakc. Ix 0coOEHHOCTH ¥ CPOYHOCTH MCIIOJIHEHUS.

OK 1-11
IIK 2.6,
2.7

JlaboparopHbie pabOTHI

IIpakTraeckue paboThI

[Tpaktudeckoe 3ansaTre Ne 7. CocTaBIeHHE CITy:KEOHBIX ITUCEM.

KonTtpossnbie paboTh

CaMocTosTeNIbHAsA paboTa 00YYarOIIUXCS

Tema 3.4
Kanposast nokymMeHTanust

Conepxxanne y4eOHOro MaTepuaa

1

OcHoBHbIE TpeOOBaHUS K OQOPMIICHHIO JJOKYMEHTAITUH IO THYHOMY COCTAaBY.
JlokyMeHTHpOBaHUE Mpoliecca IBMKeHUs KaapoB. OpopmiieHHe pa3TnyHbIX BUIOB
3asBiieHuit. CoctaieHrue U 0oOpMIICHHE IIPUKA30B 0 JUYHOMY cocTaBy. OCOOCHHOCTH
COCTaBIICHUSI TPYIOBBIX KOHTPaKTOB. [IpaBuita ohopMIIeHNS U BEICHHS TPYTOBBIX
KHIDKEK (B OyMa)KHOM M 3JICKTPOHHOM BHJIE), TMYHBIX KapTouek u aen. [Ipasuia coopa,
XpaHEHUs1, 00paObOTKN M YTHIN3AIUH MePCOHATBHON HH(OpManuu.

OK 1-11
IIK 2.6,
2.7

JlaboparopHbie pabOTHI

IIpakTraeckue paboTh

CamocTrosiTensHast paboTa 00yvaromumxcs

Pa3nen 4.
JloropopHo-npaBoBast
JOKYMEHTAIHA

14

Tema 4.1.
Bunsi norosopos

Conep:xanue yueOHOr0 MaTepHuaJia

1

[Monstue, Buab! 1oroBopoB. Tunoseie popmel 1oroBopoB. CHcTeMa TOTOBOPHO-
MPaBOBOM IOKYMEHTAIUH.

OK I-11
IIK 2.6,
2.7

JlabopaTopHbIe paGoThI

IIpakTHYecKue 3aHATHS

[paktrndeckoe 3ansTre Ne 8. 3anonHEeHHE Pa3TUYHBIX BUJIOB TpadapeToB JOTOBOPOB,
JIOBEPEHHOCTEH U KOMMEPYECKUX aKTOB 10 33/IaHHOMY 00pasIry.

KoHTpoJbHbIe padoThI

CamocTrosiTesqtbHasi pad0oTa 00yYaI0IMXCS

Paspes 5. Oprannzanus
paboThI ¢ AOKYMEHTAMHU

Tema 5.1
KoMmbroTepHbIe TEXHOIOTHN

Conep:xanue yueOHOT0 MaTepHaJa

1 | HOpMaTI/IBHBIC JOKYMCHTBI, 3aKPCIUIAIONINEC SJICKTPOHHOC ACIONPOU3BOACTBO.

OK 1-11




B JIOKyMEHTAIIHOHHOM
00ecCIIeYeHNH YITPaBIICHUS.

Odopmnenne nokymenta B MS WORD. 3ananue mapameTpoB JokymeHnTa. @opmat
crpanuIpl. Pasmep mosed. Hymepartus ctpanwmil. 3aroioBoYHas 9acTh YTIIOBOTO H
MIPO0IBHOrO OJIaHKOB (0OIIEero, I MUCEM U KOHKPETHOTO BHIa JJOKyMeHTa). BBog
TeKcTa B JoKyMeHT. OopmieHue npyrux pekBu3utoB. [leuars qokymenTa. CoxpaHeHue
JIOKyMEHTA.

Co3znaHue JOKyMEHTa IPH ITOMOIIH 3JIeKTpOHHOH Tabiuiel Excel. BBoa qaHHBIX B
tabnuny. @opmaTupoBanue. BriBeieHre TOKyYMEHTa Ha TIeYarth.

IIK 2.6,
2.7

JlabopaTopHbIe paGoThl

HpaKanecKne 3AHATUA

IIpaktrueckoe 3anrstre Ne 9. CocraBieHue pa3IMIHBIX BUIOB JoKyMeHTOB Ha [1IK B MS
WORD, BbIBeJIcHHE UX Ha II€YaTh.

[paktuueckoe 3ansatre Ne 10. Co3zganue JOKyMEHTA MIPY TTOMOLIH 3JIEKTPOHHON TaOIUIIBI
Excel.

CamocTosiTeibHAas padoTa 00yYalonuxcst

Tema 5.2
JoxymeHTo000pOT
COBPEMEHHOI OpraHu3anuu

Conep:xanue yueOHOr0 MaTepHuaJia

1 | CoctaB u yueT 00béMa JOKyMEHTOO0OpOoTa opranu3anui. OCHOBHBIE 3TaITbI
JIOKYMEHT0000pOTa NpeArnpusTrs. [IopsSaoK MPOX0KACHUS BXOSIINX, HCXOASIIUX U
BHYTPEHHHUX JOKYMEHTOB. KOHTPOIH MCTIOTHEHUS TOKYMEHTOB.

JlabopaTopHbIe paGoThI

IIpakTHYecKue 3aHATHS

KoHTpoJbHbIe padoThI

CamocTosiTeIbHAasi padoTa 00y4alonuxcst

Tema 5.3

Cucremaru3anus
TOKYMEHTOB U UX
XpaHeHmue.

IToaroroBka gexa Kk
MOCJIeAYIIEeMy XPaHEeHHIO.

Conep:xxanue yueOHOr0 MaTepHaJa

1 | Cucremarusaiysi JOKYMEHTOB KaK IPYIITMPOBKA UCTIONTHEHHBIX TOKYMEHTOB B Jiefa.
dopmMupoBaHKe TOKYMEHTOB B jiesia. HoMeHKIaTypa e Kak CHCTeMaTH3UPOBAHHBIH
HIepEeUCHb JIe]T OpraHu3anny, 0(OPMIICHHBIH B YCTAHOBICHHOM mopsiike. TpeboBaHus K
(hOpMHUPOBAHUIO CII.

DKkcnepTu3a NEHHOCTH JOKYMEHTOB, MeToauKa e€ mpoBeaeHust. CocTaB v GyHKIIUH
9KCTIEPTHOI KOMUCCHHU. XpaHEHHE JIe]T B TEKYIIEM JeI0npon3BocTBe. OCHOBHBIE
HOHSITHS 00 apXUBHOM XpaHeHuH. [lepeaya e B apxuB

OK I-11
IIK 2.6,
2.7

JlabopaTopHbIe paGoThI

IIpakTHYecKue 3aHATHS

KonTpoJibHbie paGoThl

CamocTosiTeIbHAs padoTa 00yYalouIuxcst

Bcero:

48

OK 1-11
IK 2.6,
2.7

JIJist XapaKTepUCTUKH YPOBHS OCBOCHHS Y4€OHOTO MaTepralia UCIIONB3YIOTCS CIEeAYIOIe 0003HAYCHMUS:
1. — o3HaKOMHTENBHBIN (Y3HaBAaHUE paHEe N3YYCHHBIX 00BEKTOB, CBOWCTB);




2. — penpoayKTUBHBIN (BBITOJHEHHUE ACATEIBHOCTU M0 00pa3ily, MHCTPYKIMU WX TIOJ] pyKOBOJICTBOM);
3. — NPOYKTUBHBIN (IUTAHUPOBAHHUE U CAMOCTOSITENILHOE BBIIIOJIHEHUE JIEATEIbHOCTH, pEIeHHE TPOOJIEMHBIX 3a/1a4).



3.1.

3.2

3. YCJIOBUS PEAJIM3ALIMY YUYEBHOM JUCLIMITIVHBI
MartepuaabHoO-TeXHHYECKOE o0ecreyeHne:

Jna peanuzanuu yueOHOW NHUCUMIUIMHBI 0Opa3oBaTelibHAs OpraHu3alys OCHAIIeHa KaOWHETOM
JIOKYMEHTAIMOHHOT'O 00ecreueH s ypaBIeHusl.
O6opynoBanue yaeOHOTo KabUHeTA!

- pabouee MecTO IpernoaBaTens;

-pabourie MecTa, 000pyIOBaHHBIC IEPCOHAIBHBIMUA KOMITHIOTEPAMU TI0 YHCITY 00Yy4YaIOmuXCs;

- mporpammuoe obecrieuenne (MS Office, KoncynpranT [lmtoc, crnaiin-¢unbMel, JoKanbHas
KOMIIBIOTEpHasl ceTh, IHTEpHET);

-y4eOHO-METOAMYECKUI KOMIUIEKC MO «J/{OKyMEHTAIIHOHHOMY OOECIEYCHUIO YIIPABICHUSY,
METOUYECKHE YKa3aHUsI ISl BBITOJIHEHUS IPAKTHUECKUX paboT, OJIaHKU JJOKYMEHTOB.

- KJIacCHasi J0CKa.
TexHuueckue cpeacTBa 00y4eHuUs:
- KOMITBIOTEPHI C JTUIICH3MOHHBIM MPOTPAaMMHBIM 00ECTICUeHUEM;
- CpeacTBa MyJbTUMENA (MIPOEKTOP, IKPaH).

HNudopmanmnonnoe odecneyenne 00y4eHust

Ilepeyenb pexoMeHayeMbIX Y4yeOHbIX wu3AaHuil, HWHTepHeT-pecypcoB, AONOJHUTEIbHOM
JUTEPaTypbl
OCHOBHBIE UCTOYHHUKHU:

1. Bapmynn, B.B. JlokymeHTarmonsoe obecrieueHue ympasiieHus : yaeOHuk / Bapmynn B.B. —
Mocksa : MOcrtunms, 2018. — 271 c¢. — (CIIO). — ISBN 978-5-4365-1585-4. — URL:
https://book.ru/book/924242 (nata ob6pamenus: 05.11.2019). — TekcT : 3MEKTPOHHBIH.

2. TOCT P 7.0.97-2016 «Cucrema cTaHmapToB 1Mo HH(GOpMAIH, OHOIMOTEYHOMY M H3aTEIECKOMY Heiy.
OprasHu3aliOHHO-PACTIOPIUTEIbHAS TOKyMeHTalus. TpeboBanust K 0(OPMIICHUIO JOKYMEHTOB)

3. Kysuenos, M. H. JlokymeHTannmoHHOE OOECTICUCHHE YIPABICHUS W JEIOTPOU3BOJICTBO
yuebnuk g Bysos / U. H. Ky3uenos. — M. : U3narensctBo FOpaiit ; U1 FOpaiir, 2015. — 576 c.
4. JlokymeHTanmoHHOe oOecrieueHue ympasienus: ydeOHuk / B.C.CokomnoB. — 2-¢ u3n. — M.:
DOPYM, 2016.- 176¢. — (mpodeccuoHanbHOE 00pa3oBaHuUE).

JlononHuTe IbHbBIE UCTOYHUKU:
HuTepner-pecypcsl:

1. Odpunmansuelii caiit @enepanpHOro apxuBHoro arenrcTBa (Pocapxusa): http://archives.ru/.




4. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMS] YUYEEHOM
JUCLATTIJIIMHBI

Kontpoais ®W omeHka  pe3yJbTaTOB  OCBOGHUS  YyYE€OHOM  JUCUMILIUHBI
OCYUIECTBJISIETCS MPENoIaBaTesieM B IPOLECcCe MPOBEACHUS TPAKTUYECKUX 3aHITHHA U
7ab0paTOpHbIX padOT, TECTUPOBAHMS, a TAaKXKE BBINOJIHEHUS OO0YYaIOIIUMHUCS

HMHAWBUIYAJIBbHBIX BaﬂaHHﬁ, IIPOCKTOB, HCCHCHOB&HHﬁ.

PesynbraTsl 00y4yeHus

DOpMBI U METOBI
OLICHKU

3HaHus:

MOHSITHE, 1IEJIH, 33]]a491 U TIPUHIIUIIBI ISTONPOU3BO/ICTBA;
OCHOBHBIE MTOHITHS JOKYMEHTAI[HOHHOTO O0ECTICYCHHUS YITPABIICHIS,
CUCTEMBI JIOKYMEHTAIIHOHHOTO O0ECTICUeHUs yIIPaBICHHUS,
TpeOOBaHMS K COCTABICHUIO U 0()OPMIICHHIO JOKYMEHTOB;
OpTraHHU3aIHI0 JOKYMEHTO000pOTa: mpueM, 00paboTKy, perucTpalumio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JIElI.

Tekyimuii KOHTPOJIb:
NHMCbMEHHBIN/yCTHBIH
omnpoc;

— TeCTHPOBaHME;

— OlleHKAa pe3yJIbTATOB
CaMOCTOSTEJIbHOM
padoThI (mox1a10B,
pedeparos,
TeOPeTHYEeCKOH YacTH
NPOEKTOB,  Y4eOHBIX
HCCJIeI0BAHUM U T.].)
IIpomexxyTouHas
aTTecTanus

B ¢opme 3ayera B
133791 (H

- NMCbMEHHBIX/
YCTHBIX OTBETOB,

— TeCTHPOBAHMS.

YMmeHuns:

0(pOpMIIATH JOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTHUBHOM 0a30ii, B
T.4. C UCTIOJIb30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHIA;
OCBauBaTh TEXHOJIOTUU aBTOMAaTU3UPOBAHHOMN
JIOKYMEHTALHH;

UCIIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI TOKYMEHTOB;
OCYILIECTBIIATh XPAaHEHUE U ITIOUCK JOKYMEHTOB;
UCIIOJIB30BaTh TEJIEKOMMYHUKALMOHHBIE TEXHOJIOTMU B 3JIEKTPOHHOM

00paboTku

JIOKyMEHTO000pOTe

Tekyimuii KOHTPOJIb:

— JKCIEePTHasl OleHKA
AEMOHCTPUPYEMBbIX
YMeHMUI,
BbINOJIHAEMbIX
JeHCTBHIA, 3aIUTA
OTYETOB no
NPAKTHYECKHM
3aHATHAM;

— OLICHKA 3aJaHuH IJIs
CaMOCTOSITEILHOM
padoThI.
[IpoMexxyTouHas
arTecranusi:

— JKCIEepPTHasi OlleHKAa
BLINOJIHEHH S
NMPAKTHYECKHUX
3aJaHU{ Ha 3a4eTe




