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PABOYASA ITPOT'PAMMA
YUYEBHOU U CHUITJIMHBI

OI1.13 /lokymeHTallHOHHOE 00ecIieYeHre YIIPABJICHUA
40.02.01 [TpaBo u opranu3anus COIUAIBLHOI0 o0ecreYeHust

0Oa3oBas

®opma o0ydeHUs: OUHAS
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rOCyJapCTBEHHBIM 00pa30oBaTebHBIM CTaHIAPTOM CPEIHETO MPO(heCCHOHAIBHOTO
oOpazoBanus no crneunanbHocT 40.02.01 [IpaBo u opraHuzanus COUUATBHOTO
oOecrniedeHus, YTBEPKIEHHOTO MpuKazoM MuHHCTEpCTBa 00pa3oBaHUS W HAyKU
Poccuiickoii @eaepaunn ot 12.05.2014. Ne 508.

Mecto  mucuummesl B crpyktype  IIIICC3  CIIO  OIL13
«JlokyMeHTalmoHHOE 00ecTIeYeHrE YIIPABICHHSD)

VuyeOnas  gucimmimHa  OIL13  «/lokymeHTanmoHHoe — oOecrieueHue
yOpaBICHUS» BXOIUT B IMEpPeueHb JUCHUIUIMH  OOHIenpogecCHOHATbHbBIX
JUCIMILTUH TPOPECCHOHATBHOTO IIUKJIA.

Pabouas mporpamma pazpabdoTtana Ha kKadeape IOPUCIIPYICHITUH.
3aB. kadeapoi: k.10.H., [llenerunsuukos B.H.

PazpaboTtunk(u) pabouei mporpaMMel: K.10.H., 1o1ieHT Biacenko M.C.



COJEP)KAHUE
1. HACITIOPT PABOYE# MPOT'PAMMBI YYEBHOM JTUCIMUIIINHBI
2. CTPYKTYPA M COJIEP)KAHWUE YYEBHOM JTUCIUTIIINHBI
3. VCJOBHMSI PEAJM3ALIMM PABOYEN ITPOTPAMMBI YYEBHOW
JTACIHUATIIIVMHBI
4. KOHTPOJIb W OLIEHKA PE3YJBTATOB OCBOEHHSI YYEBHOI
JTACIHUATIIIVHBI

1. MACHOPT IPOI'PAMMBI YYEBHOM JTUCITUITJIMHBI
OI1.13 JokyMeHTanIuOHHOE 00ecreYeHHne YIpaBJIeHus
1.1. Ob6aacTh NPpUMeEHEHUsI TPOrPaAMMbI
PaGouass mporpamma yuebHoi maucuuriuabel OI1.13  JlokyMeHTallMOHHOE
oOecrieueHre YIpaBIEHUs SBISETCA YacThbio OOpa30BaTEIbHOM MporpaMMbl B
cootBeTcTBUM ¢ PI'OC no cnenumansHoctu CIIO 40.02.01 ITpaBo u opranu3zanus
COLIMAJIBHOTO 00ECTIEUEHHUS.
[Iporpamma  y4yeOHOW  JHUCHMIUIMHBI ~ MOXET OBITh  HCHOJB30BAHA B
JOTIOJTHUTENBHOM MPOo(hecCHOHATLHOM 00pa30BaHUM Ha KypcaxX MEepernoAroTOBKU U
MOBBIIIEHUS KBATU(PUKALINH.

1.2. Mecto AUCUMILTHHBI B CTPYKTYype OCHOBHOI1
npodeccuoHaibHOM 00pa3oBareqbHON mporpamMmbl: guciuiminaa  OIL13
JIoKyMEeHTaIlMOHHOE obecrieueHue yIpaBJeHUs OTHOCHTCS K

oOmenpodecCHOHANBHBIM ~ JUCHUIUIMHAM  NMPO(YECCHOHANIBHOTO  [HUKIA U
HalpaBJicHa Ha (OpPMHUpPOBAHUE CICAYIOMUX OOMMX W MNpodecCHoHaTbHBIX
xommereHimii: OK 1, OK-2, OK-3, OK-4, OK-5, OK-8, OK-9, IIK-1.1., TIK-1.1.,
[K-1.2., [IK-1.3., [1K-1.4, TIK-1.6.

1.3. Heau w 3aga4yu AUCHUIJIMHBI — TPeOOBAHHMS K pe3yJbTaram
OCBOECHMS CO/IEPKAHUSA IUCHUIINHBI
B pesynbrare 0CBOCHUS TUCIUIUTMHBI 00yUYarOITUNACS JOJIKEH:

yMeTb: OGOPMIIATh OPraHU3AMOHHO-PACIIOPSIAUTEIBHBIE JTOKYMEHTHI B
cootBercTBUM C nerictByromuM ['OCToMm; ocymiecTBiaTh 00pabOTKy BXOJSIIUX,
BHYTPEHHHX M UCXOJSIINX TOKYMEHTOB, KOHTPOJIb 33 KX UCTIOJTHEHUEM; ODOPMIISTH
JOKYMEHTBI JJIsl IEpeAavyy B apXUB OpraHu3alliy;

3HATH: TOHATUE JOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI JTOKYMEHTHUPOBAHMS;
npaBuUjia COCTaBJICHHS W OQOPMIICHUS OpPraHU3allMOHHO-PACTIOPSIUTEIBHBIX
nokymeHtoB  (manee - OPJ[); cucteMy M  THUIOBYIO  TEXHOJIOTHIO
JIOKYMEHTAIIMOHHOTO oOecnieueHus: ynpapieHus (mpaiee - J1OVY); ocobeHHOCTH
JICONIPOU3BOACTBA 1O  OOpamieHusiM TpakJaH W KOHPUACHIIMAIBHOTO
JIEJIONPOU3BOICTBA.

[Iporiecc n3yueHus TUCHUIIINHBI HAMpaBiieH Ha (OPMHUPOBAHUE SJIEMEHTOB
caenyromux kommereHuu B cootBeTcTBUM ¢ @I'OC CIIO u OII CITIO no manHoi
CHEIUaTLHOCTH:

a) oomux (OK):



OK'1 [ToHuMaTh CyHIHOCTHh M COIMAIbHYIO 3HAYMMOCThH CBOEU Oyayuiei
npodeccuu, MPOsIBIIATh K He YCTONYMBBINA HHTEpEC

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO JESATEIBHOCTb, BHIOUPATh TUIIOBHIE
METOJIbI M CHOCOOBI BBHIMOJHEHHS] TPOGECCHOHATIBHBIX 3ajad,
OLICHUBATh UX d(PPEKTUBHOCTH U KAYE€CTBO

OK 3 [TpuHMMATh pelieHusl B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYALUAX
Y HECTH 3a HUX OTBETCTBEHHOCTH
OK 4 OcymiecTBiATh ~ MOMCK W HCHOJB30BaHUE  HH(MOpMAINY,

HE0OXoauMOM 1711 3PGEKTUBHOTO BBITOIHEHUS MPOheCcCHOHATBHBIX
3as1a4, Mpo(hecCHOHATLHOTO U JJMYHOTO Pa3BUTHS

OK'S Hcnonb3oBarh MHDOPMAIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTUU
B PO ECCUOHATILHOMN ACSTEIbHOCTH.

OK 8 CaMOCTOSITENIBHO  ONpPENeNsATh 3aladyu  Npo(EecCHOHATBLHOTO U
JUYHOCTHOTO  Pa3BUTHS,  3aHUMAThCI  CaMOOOpa30BaHUEM,
OCO3HAHHO IJIAHUPOBATH MOBBINIEHUE KBAIM(PHUKALIUN

OK 9 OpueHTHPOBATHCS B YCIOBUSAX ITOCTOSSHHOIO M3MEHEHUS MPAaBOBOU
0a3bl

0) nmpodeccuonanpubix (I1K):

I[IK 1.1. OcymecTtBiasate npohecCHOHANIbHOE TOJKOBAHUE HOPMATHUBHBIX
MIPABOBBIX AKTOB JJIsl peaIU3aI[U MPaB rpakaH B chepe NEHCUOHHOTO
oOecrieueHus U COIMAIbHON 3aIlUTHI.

I[IK 1.2. OcymecTtBiasTh 0OpuUeM TpaxJaH IO BONPOCAM IEHCHOHHOTO
o0ecreyeHus U COLIMAIbHOM 3aIlUTHI.

[1IK 1.3. PaccmarpuBaTh makeT JOKYMEHTOB JJIs HA3HAYCHUS MTEHCHUH, TOCOOHH,
KOMITCHCAIIUM, APYTUX BBIIJIAT, & TAKXKE MEP COLMAIIBHON MOAIEPHKKHU
OTACIBHBIM KaTErOpUsIM TpaxJaH, HYXIAIOIMIMMCS B COLMAIbHOU
3aIlnTe.

IIK 1.4. OcyuiecTBisTh YCTaHOBJICHHE (Ha3HAUCHHE, TMepepacyer, MepeBoj),
WHJICKCAIIUI0 M KOPPEKTUPOBKY TEHCHM, Ha3HA4YeHHE IOCOOMIA,
KOMIICHCAllMd YW  JAPYTMX  COLMAJbHBIX  BBIIUIAT, HCIOJIb3YS
UH(OPMAITMOHHO-KOMITBIOTEPHBIC TEXHOJIOTUH.

IIK 1.6. BBISBIATH JUII, HY)KJAIOIMIMXCS B COITMAIBLHOM 3alTUTE M OCYIIECCTBIATh
UX Y4ET, UCTIOJIb3Ysl HH(DOPMAIMOHHO-KOMITHIOTEPHBIE TEXHOJIOTHH

1.4. PexoMeHnayemoe KOJIMYECTBO YaCOB HA OCBOEHHME NIPOrPaAMMBbI
JAUCUUIIHHBI:
MaKCHMMAaJIbHOM yueOHOW Harpy3ku odydaromerocs 96 yaca, B TOM 4HCIIE:
00s13aTeJIbHOI ayUTOPHOIN y4eOHOM Harpy3ku oOydaromierocsi 72 4acos;
CaMOCTOSITEILHOI paboThl 00yUaromierocs 24 4acos.



CTPYKTYPA U COAEP KAHUE YYEBHOM JUCHHUIIIINHBI
2.1. O0bem yueOHOM TMCHUIIMHBI U BUAbI y4e0HOH padoThl

Buo yueonoi paoomur Oovem
Yacos

MakcuMmanbHasi ydeOHasi Harpy3Ka (Bcero) 96
Oo0s3aTe1bHAsA Ay AUTOPHAs y4eOHasi HArpy3Ka (Bcero) 72
B TOM YHCJIE:
JIEKIIMOHHBIE 3aHATUS 36
1a0b0paTOpHBIE 3aHITHS -
MPaKTUYECKUE 3aHATHUS 36
KOHTPOJIbHBIE paOOTHI -
KypcoBas paboTa (IIPOEKT)
CamocrosiTesibHas padoTa o0yyaromerocs (Bcero) 24

IIpomesicymounas ammecmayus 8 popme:
oughghepenyuposannoeo 3auéma (4 cemecmp)




2.2. TemaTuyeckuii mjiaH u cogep:kanue yueonoii qucuunmannsl OIL.13 lokyMeHTalIMOHHOE 00ecnieyeHUe yIpaBJieHHs.

HanmenoBanme Coaep:xxanue y4eOHOro MaTepHaJia, 1a00paTopHbIe M MPaKTHYeCKHe Oo6bem Yposenb
pa3aesioB U TeM padoThI, caMoCcTOsITeIbHAsE padoTa 00yyarouuxcs, Kypcosasi padbor 4acoB OCBOCHMA
(poeKT)
1 2 3 4
Beenenue. 1. ConepxaHue JUCHUIUIMHBI U €€ POJIb B TOJATOTOBKE CHELIMAIIUCTA. 7 1
3HaueHMe U coiepKaAHUE 2. Uctopust pa3BUTHA HAYYHBIX TNPEACTABICHUA O JIOKyMEHTAIbHOM
TUCIHUTIIMHBI o0ecIeyeHnn yIpaBlIeHUs, €0 COBPEMEHHOE COCTOSHUE.
«/lokyMeHTauMOHHOE 3. OCHOBHBIE MOHATHUS U ONPEACICHHUS.
o0ecrieyeHue 4. HopmaTuBHO-MeTonnYecKass 0a3a OpraHu3aliy JTOKyMEHTALlMOHHOTO
yHPaBJICHHUD). o0ecrniedeHus ynpaBiIeHHs! KaKk OCHOBA TEXHOJIOTUH MIPOLECCOB YIPaBICHUSI.
Paznen 1. Conep:xanue yueOHOT0o MaTepuasia 8
JlokymeHTOBEIeHHE 1. TlonsiTue «JIOKYMEHT. 2
Tema 1.1. [lonsiTue 0 2. Ponb mHGOpMAIK B COIIMATHFHO-I9KOHOMUYECKUX MPOIECCAX.
JOKYMEHTAX U crocodax 3. O6mas xapakrepuctuka denepanpaoro 3akoHa PO «O6 nadopmarumy,
AOKYMEHTHUPOBaHUA, nH(pOpMaTU3AIMK U 3aIUTE UHPOPMAITUN.
HOCHTEJIAX 4. ®OyHKIUU TOKYMEHTOB.
uHpopManH 5. TloHsTHE 1 OCHOBHBIE CTIOCOOBI JOKYMEHTHPOBAHUSI.
6. MarepuanbHbie HOCUTEIN HHPOPMAITUH.
7. TekcroBsie, rpaduyeckue, MalIMHOIIEYaTHbIE JOKYMEHTHI,
(OTOIOKYMEHTHI.
8. BiusgHMe Hay4HO TEXHMYECKOIO IIporpecca Ha JOKYMEHT U
JIOKYMEHTHPOBAHHUE.
JlaGopaTopHbie padoThI 3

\ He npenycmotpenst




IIpakTH4eckune 3aHATUSA

1. PacnionoxeHne peKBU3UTOB JOKyMeHTa Ha OjaHke (opmaTa A4 B yriioBoM
BapUaHTe M COCTaBJECHHE OOIIero OjaHKa OpPraHM3alUU C IMPOIOIbHBIM
BapUAHTOM PACIIOJIOKEHUS PEKBU3UTOB.

2. OdopMmIiieHHE TEKCTOB Ha KOMIIBIOTEPE.

KonTpouabHbie padoThl

[ToHsTHE O TOKYMEHTAX | CIIOC00axX TOKYMEHTUPOBAHUS, HOCUTEISIX
uHbOopMaIuu

CamocrosiTesibHast padoTa 00y4arouuxcs

1. [ToaroToBKa MUCbMEHHOTO COOOIIEHHUS O TPEOOBAHUSIX K U3TOTOBJIICHUIO,
y4eTy, UCTIOJIB30BAHUIO M XPAaHEHHIO OJIAaHKOB C BOCIIPOU3BeicHHuEM repba PO,
rep0oB cyObeKTOB PO.

2. THCTpyKIIUS IO IETIOTIPOU3BOJICTBY KOHKPETHON OpTaHU3aIliH.

3. [ToaroroBka coobmieHus mo Teme « CTHINCTUYECKUE PEKOMEHIAITUH 110
COCTaBJICHUIO TEKCTOB CIY>KEOHBIX JTOKYMEHTOBY» WJIN « TUMTHYHBIE SI3bIKOBBIC
OIHUOKHU B TEKCTaX JTOKYMEHTOBY.

Tema 1.2. Yuuduxanus
U CTAHJAPTH3ALUS
AOKYMEHTOB. CHCTEMBI
TOKYMEHTAIUM.

Coaep:xanue yueOHOro MaTepuajia

1. TlonsTue «cucTeMa JOKYMEHTAILIMKY, €€ TIPU3HAKH.

2. ODOyHKIHUOHAIHHBIC U OTPACIICBBIE CUCTEMBI TOKYMEHTAIIUU.

3. Tlonstue «yHuduIMpoBaHHas cUCTEMa JOKYMEHTAITI.

4. CocTtaB YHU(PHUITUPOBAHHBIX CHCTEM JTOKYMEHTAIIMU: OpPraHU3alMOHHO-
pacnopsiiuTeNbHas, OTYCTHO-CTATHCTHYECKas, TICPBUYHAS, Y4YETHas,
dbuHaHCOBas U JIp.

5. TocymapcTBeHHBIE  CTaHAApTHl HAa  YHU(DHUIIMPOBAHHBIE  CHCTEMBI
JOKyMEHTAITHH.

6. IloHsTusA: peKBU3UT, POPMYIISIp TOKYMEHTA

JlaGopaTopHbie padoThI




| He npeycMoTpeHb

IIpakTH4eckue 3aHATUSA

1. TlonsTue «cucTeMa JOKYMEHTALUWY, €€ TPU3HAKH.

2. OYHKIMOHAIBHBIEC U OTPACIIEBBIE CUCTEMBI JOKYMEHTAIUH.

3. Tlonsarue «yHuUIMpPOBaHHAS CUCTEMA TOKYMEHTALIUI.

4. CocraB YHU(PUITUPOBAHHBIX CUCTEM JOKYMEHTAIUU:
OpraHU3alUOHHO-PACIOPSANTENbHAS, OTYETHO-CTATHCTUYECKAS,
nepBUYHAs, ydeTHas, PUHAHCOBAS U JP.

5. TocynmapcTBeHHBIE CTaHIAPThl Ha YHUGPUIUPOBAHHBIE CHUCTEMBbI
JOKYMEHTAIUU.

6. [lonsTus: pekBU3UT, POPMYIIAp JOKYMEHTA

KonTposabHbIe padoThI

|

CamocrosiTesibHas padoTa 00y4aromuxcst

| 1. YaudunupoBaHHbIe CUCTEMBI TOKYMEHTAIIUN

Tema 1.3. leioBasi
KOPpPeCOH/IeHI[UsT

Coaep:xanue yueOHOro MaTepuajia

1,2,3

1. XapakTepucTHKa U COCTaB CIIPaBOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB
(cmy>keOHBIX TIHCEM, CIIPABOK, 3asiBICHUH, TOKJIAHON 3aITUCKH, aKTa,
IPOTOKOJIa), TPEOOBaHUS K MX 0(DOPMIICHHUIO.

2. City>)keOHast 1 KOMMepyYecKas Iepernucka.

3. JIOKyMEHTHI, iepeiaBaeMble 10 KaHalaM JIEKTPOCBS3H

JlaGopaTopHbie padoThI

\ He npenycmorpenst

IIpakTH4eckune 3aHATUA

1. OdopmiieHne TUIOBBIX BUIOB JOKYMEHTOB.

KoHnTpoabHbie paboThl

1,2,3




CamocrosiTesibHast padoTa 00y4aronIuxcs

1.CocraBiieHHE aKTa.
2.0dopmieHre KpaTKoro mpoToKoia.

Tema 1.4.
Opranu3anmuoHHoO-
pacnopsiiuTeIbHAsI
AOKYMEHTAIUA

Conep:xanue yueOHOT0 MaTepuasia

1.
2.

OCHOBHBIC TPYIIIBI OPTaHU3AMMOHHO-TIPABOBBIX TOKYMEHTOB.
XapakTepucTuKa W COCTaB OpPraHU3aIllMOHHO-TIPABOBBIX JOKYMEHTOB
(ycTaBa, MOJOKEHUSI, MHCTPYKIIUU, TODKHOCTHOM WHCTPYKIIMH, TTPABUII),
TpeOOBaHUs K UX 0HOPMIICHHUIO.

XapakTepucTdka M COCTaB  paCHOPSIAMTENBHBIX  JIOKYMEHTOB
(mocTaHOBNEHUS, TIpUKas3a, PEIICHUS, PACIOPSHKCHHS, yKa3aHWs,
COBMECTHOTO PaCHOPSAUTEILHOIO JOKYMEHTa), TpeOOBaHMS K UX
0(pOpMJIICHUIO.

XapakTepucThKa W COCTAaB CIPABOYHO-UH(POPMAIMOHHBIX JTOKYMEHTOB
(cmy>keOHBIX TIHCEM, CTIPABOK, 3asBICHUHN, TOKIAJTHON 3allMCKH, aKTa,
MPOTOKOIA), TpPeOOBaHUS K UX 0(DOPMIICHHIO.

JlaGopaTopHbie padoThI

He npenycmoTpensl

IIpakTHyeckue 3aHATUSA

1. Odbopmiienne mpukasa Mo OCHOBHOM JI€ITEIHHOCTH.
2. Oopmienue JoJIKHOCTHON HHCTPYKIUH.

KonrpoJubHbie padoThI:

OpFaHI/IBaI_[I/IOHHO-paCHOpﬂ,[[I/ITCJ'IBHaH JOKyMCHTAIUA

CamocrosiTeibHas padoTa 00y4arouuxcst

Occe Ha Temy «be30ymaxHbIi 0pUC -MeuTa UITH PEATHBHOCTHY.

Tema 1.5.
JoxkymeHnTanus
110 JINYHOMY COCTABY.

Conep:kanue yueOHOro MaTepuasia

1. IloHsTHE NEPCOHATBHBIX IaHHBIX.
2. XapakTepucTUKa KOMIUIEKCOB KaJpOBOM JOKYMEHTAIUH.

1,2,3




3. TexHomormdeckas 1enoyka mpuemMa rpaxaan Ha padoTy.

4. OdopmiieHrEe KaIpOBbIX JOKYMEHTOB JJI PELICHHSI BOIIPOCa O PUEME

Ha padoTy.

JlaGopaTopHbie padoThI

He npenycmoTpenbl

IIpakTuyeckue 3aHATUSA

1. CocraBiieHue TpyJ0BOTO JOTOBOPA.
2. CocraBiieHHE Pe3IOME 110 OCHOBHOMY (0a30BOMY) THUITY.

KonTtpoJubHbIe padoThl

CamocrosiTeibHas padoTa 00y4aromuxcst

1. Tlonsitue  KOH(PUACHIMAIBHBIX  JOKYMEHTOB U
JIeJIONPOU3BOICTBA, o0ecreunBaroIIero COXPAHHOCTb
KOH(HICHIIUATTBHBIX TOKYMEHTOB.

2. TpynoBble OTHOIIICHHUS.

3. 3amoJIHeHHE JTUYHON KapTOUKH, 0(OPMIICHUE JIMYHOTO JIeTIa.

OpraHMu3aIus

Pa3nen 2:
Opranuszanus
TOKYMEHTO0000pOT
a Ha
npeanpusITHH.
Tema 2.1.
Opranuszanus
AOKYMEHTO0000pOT
a

Coaep:xanue yueOHOTro MaTepuajia

1. TexHONI0THU JOKYMEHTAIIMOHHOTO 00ECIIeUeHHUsI YIIPABICHMUS.

2. TUNoBbIe TEXHOJIOTUU JOKYMEHTOO0O0pOTA.
. Cny>x6a TOKyMEHTallMOHHOTO 00eCIIEYeHUs YIIPABIICHUS.

. JlokymenTonoToku. TexHomornu 00padbOTKH JOKYMEHTOB.
. BHyTpeHHMIT TOKyMEHTOOOOPOT.

o 01 bW

7. IIpuem, paccCMOTpPEHHE U PETUCTPALMS TOKYMEHTOB. DOPMBI perucTpanuu

JIOKYMEHTOB.

. CtpykTypa 6a3 1aHHBIX JOKYMEHTAIBHOTO (DOHIAa OPTaHU3ALIHH.

JlaGopaTopHbie padoThI

He npenycmoTpensl

IIpakTH4eckune 3aHATUSA

1,2,3




1. TlomyMHHBIE U TOJIOKEHHBIE JOKYMEHTBHI.

2. Bunel panscudpukanum 10KyMEHTOB.

3. Bunpl komnuit, onpesenseMbie CliocoOOM WX BOCIPOU3BEACHUS.
4. Komuu, paznuyaemble o crioco0y UX yI0CTOBEPEHUSL.

5. Hopsimox oopmiieHUs U BbIIaYU KOTIUN TOKYMEHTOB.

KourpoJsbHbIe padoThl

CamocrosiTesibHast padoTa 00y4arouuxcs

I[OKyMeHTOHOTOKI/IZ BXOJAIUE, UCXOAAIINEC, BHYTPCHHUC.

Tema 2.2. KouTpoab
UCTIOJTHEHUSA
JTOKYMEHTOB.

Coaep:xanue yueOHOro MaTepuajia

1.KOHTpOJIb UCIIOJIHEHNE JOKYMEHTOB: IIOHSATHE U BHJIBI.

2. IMonpaznenenus ciyx6s1 JIOY, ocylecTBIsAIONINE KOHTPOJIb UCIIOJTHEHMS,;
ero (hyHKIHH, [TpaBa.

3. IIpuHIMIIBI OpraHu3anuu KOHTPOJIA.

4. [ToHsATHA: CPOK UCIIOITHEHUS, TUIIOBOM CPOK. HOpMaTHBHBIE TOKYMEHTHI,
YCTaHABJIMBAOIINE TUIIOBBIE CPOKU UCITOITHEHUS.

5. PyuHoli n aBTOMaTH3UPOBAaHHBIN KOHTPOJIb, UX JIOCTOMHCTBA U HETOCTATKH;
IIPUMEHSIEMast TEXHUKA.

6. TexHoI0rHs BEAEHUS KOHTPOJIA.

7. OcoOEHHOCTH KOHTPOJISI paCOPSIUTETbHBIX JOKYMEHTOB.

JlaGopaTopHbie padoThI

He npenycmoTtpensl

IIpakTHyeckue 3aHATUSA

1. Lenu 1 ypOBHHU KOHTPOJISI.

2. BpiOOp 1OKYMEHTOB JIJ1s1 HOCTAHOBKH Ha KOHTPOJIb.
3. CpoKu HCIIOJIHEHMUSL.

4, CHsTHE C KOHTPOJIA.

KonTposbHbie padoThI

1,2,3




CamocrosiTesibHAst padoTa 00y4arouIuXcs

AHanu3 uCIoJHEHUS JOKYMCHTOB B YUPCKICHUMU.

Tema 2.3.
Cucremarusanus
JTOKYMEHTOB.
dopmupoBaHHe
aeJl.

XpaHeHue aeJ1.

Conep:xanue yueOHOT0 MaTepuasia

1. Cucremaru3zanusi JOKYMEHTOB.

2. [Tpunnumel GopMUpOBaHHS A€, TOCIEA0BATEILHOCTD, 3aT0JIOBKH.

3. Homenknarypa niein, 1enu, TpeOoBaHus 10 3aM0JHEHUIO.

4. Odopmrnenne aen. BHyTpeHHsS OmMUCh, aKT O BBIACTICHUH JOKYMEHTOB K
YHUUYTOKEHUIO U CHITHIO C y4eTa.

5. JlononHuTENbHASI HOATOTOBKA A€ IS JUINTEIBHOIO XPaHEHHUS.

6. Hymeparus, 3aBeputenbHast 3aMuCh, 00JI0XKKA J1ea.

7. OGecrnieyeHne COXpPaHHOCTU TOKYMEHTOB.

8. [IpoBepka HAMUYMS U COCTOSTHUS TOKYMEHTOB.

9. ApXuBHBIE CIIPABKHU M KOTTHH.

JlaGopaTopHbie padoThI

He npenycmoTtpenst

IIpakTHyeckue 3aHATUSA

1. Odopmnenue 0010kKeK aeI.
2. ®opMupoBaHUE JIey 10 HOpMaM JIOKyMEHTAIIMOHHOTO 00SCTICUCHU S
yIpaBJICHUSI.

1,2,3

KonrpouabHbie padoThl

He npexycMmoTtpensl

CamocrosiTeibHas padoTa 00y4aroumuxcst
1. Cpoxu cnauu 1e1 U JOKyMEHTOB B apXHMB.
2. IlpaBuna xpaHeHHsI JOKYMEHTOB U JeJl BO BpEMEHHOE T0JIb30BaHNUE.
3. Dcce «DNeKTpOHHAs MOAIUCH - IPEUMYILECTBA U HEJOCTaTKI.

Tema 2.4. JxcniepTH3a
LHEeHHOCTH

Conep:xkanue yueOHOro MaTepuasia

1. Ilonsarue «IKCIIEpTHU3a HEHHOCTH JOKYMCHTOB)).

1,23




JTOKYMEHTOB
OpraHu3auyu.

2. llpuHUUOBl W KpUTEpUU OINpPEAEICHUS HAay4yHOW, HCTOPUUYECKOW W
IPAKTUYECKON IIEHHOCTH TIOKYMEHTOB.

Cpoxu XpaHeHUsI JOKYMEHTOB.

[lepeuynn JOOKYMEHTOB C YyKa3aHHUEM CpPOKOB XpaHEHMs, WX BHJIBI,
HA3HAYEHHUS, CXEMBI IOCTPOCHHUS.

Draribl U NOPAI0K IPOBEIECHUS SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.
[lopsiioK YHUYTOXKEHHS JOKYMEHTOB U OQOpMIIEHHUE pe3yJIbTaToB
DKCIIEPTU3BIL.

/. DKcrepTHbIE KOMUCCHH, UX (DYHKITMH, ITpaBa.

B~ w

o vl

JlabGopaTopHbie padoThI

He npenycMmoTpensl

HpaKaneCRne JaHATUA

1. ITpaBuia cocTaBiIeHUS OMUCH JIEN U TIOPSAIOK TIEpeiadyu apXUBOB.

2. Buspl apXvBOB: B€IOMCTBEHHbBIE, 00bETUHEHHBIE BEJOMCTBEHHBIE,
00beIMHEHHBIE MEXXBEJJOMCTBEHHBIE 110 JINUYHOMY COCTaBY, FOCY1apCTBEHHbIE
apXUBBI.

3. Cpok# XpaHEeHHs TOKyMEHTOB B BEJIOMCTBEHHBIX apXUBaX.

KonTposabHbie padoThl

CamocrosiTesibHas padoTa 00y4aroIuxcst
Opranu3zaius ¥ BeiCHUE JICKTPOHHOTO apXuBa.
Hamucate pedepar Ha TeMy « APXUBBI - HCTOPHUS 1 COBPEMEHHOCThY.

JAuddepeHunupoBaHHbII
3a4eT

Bcero:

96




3. YCJIOBUSA PEAJIMALIIUA NTPOTI'PAMMBI IUCHUITJIMHBI
3.1. TpeOoBanusi K MHHMMAJBLHOMY MAaTepPHAJIbHO-TEXHUYECKOMY
obdecrneyeHu10

Peanuzanus nporpamMMbl JUCHUIUIMHBI TpeArnosiaraeT Hajludue y4eOHOro
KaOuHeTa Mpo(ecCUOHANBHBIX JTUCIUTIINH.

O6opynoBanue yueOHOro kabMHETa U pabovYMX MECT KaOWHEeTa: MOCaJ0YHbIe
MeCTa IO KOJIMYECTBY 0O0ydaromuxcs, paboyee MECTO MpenoaaBaTesisi, KOMIUIEKT
y4ueOHO-HarIsHBIX TOCOOUHN, KOMIUIEKT yueOHO-METOUYECKON TOKYMEHTAIIUU.

Texuunueckue cpencta o0yuenus: [lepcoHanbHbIN KOMITBIOTED MpETogaBaTeNs
NurepaktuHas nocka SMART Board SBM680 (nuaronans 77")
Mynerumenniiasiii mpoektop SMART V30

Jlist popmupoBaHus U pa3BUTHS 0OIIHMX U MPOGECCHOHATBHBIX KOMIIETEHITUH B
00pa30BaTeLHOM MPOIECCE MCIOIB3YIOTCS aKTUBHBIE M MHTEPAKTHBHBIC (POPMBI
MIPOBEICHMS 3aHATHI: TpoOieMHas JeKUuus, pa300op KOHKpETHBhIX cutyanui. K
o0pa3oBaTeNbHBIM TEXHOJOTHSAM B paMKax JUCIHUIUIMHBI PEKOMEHIYETCS:
MPUMEHEHHE TECTOB 10 M3YYEHHBIM TeMaM (Kak Mo BOMPOCaM, PACCMOTPEHHBIM Ha
JIEKIIMOHHBIX 3aHATHUSIX, TaK U OTBEJCHHBIX HA CAMOCTOSTEIBHOE H3YUYCHUE);
pelIeHNe CUTYaIlMOHHBIX 3aj]a4; MpPE3eHTAalls C KCIOJIb30BAHUEM DPAa3IMYHbIX
BCIIOMOTATENbHBIX CPEJICTB: MHTEPAKTUBHON MOCKH, CIAWIOB, MYJIbTUMEIUHMHON
npe3eHTaIUU

3.4. UndopmannonHoe odecnieyenne o0ydeHusl.

OcCHOBHBIC HCTOYHHUKH:

1. Kopuees, U. K. [JoxymeHTanmonHoe odecrneuenue ynpasieHnus + tectbl B ObC :
y4eOHUK M TPAKTHKYM [JIsl CpPEOHEro MpoQecCHOHATbHOrO 00pa3oBaHus /
. K. Kopsrees, A. B. ITmenko, B. A. Mamypres. — 2-e u3a., nepepad. u 1011 —

MockBa : WzmarensctBo [Opaiir, 2020. — 384 c. — (IIpodeccronansHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr : anexkrponnbiii // ObC
Opaiit [caiit]. — URL: https://urait.ru/bcode/453688 (mara oOGpamieHus:
01.09.2020).

2. KazakeBuuy, T. A. JlokyMeHTaIlMOHHOE OOECIICUCHHE YIIPABICHUSA | YUYCOHUK U
MPaKTUKYM JJIsi cpefHero mpodeccuonansHoro oopaszoanusi / T. A. KazakeBuuy,

A. W. Txkanuy. — 2-e¢ usn., ucnp. u gon. — Mocksa : U3narensctBo FOpaiiT,
2020. — 177 ¢. — (Ilpodeccronansuoe odpazoBanue). — ISBN 978-5-534-06291-
5. — Teker : onextponnwsii // OBC IOpaitt [caiit]. — URL:

https://urait.ru/bcode/452800 (nata oopamenus: 01.09.2020).

JlonoJIHUTeIbHbIE UCTOYHUKU:

1. banr, B. C. JloxkymeHTanmoHHOe oOecrmieueHue ympabieHus. FOpuamueckas
TEXHUKA . yuyeOHOe TocoOue Mg CpeaHero mnpogecCHOHAIBHOTO 00pa3oBaHMS /
B. C. bsnr. — 2-e u3z., ucnp. u gon. — Mocksa : U3gatensctBo FOpaiit, 2020. —
103 c. — (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-08233-3. —
Texkct : anekrponnsii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/455172
(mata obpamenus: 01.09.2020).

IIporpammHoe o0ecnieuenue u UHTEepHET-pecypcebl:



https://urait.ru/bcode/453688
https://urait.ru/bcode/452800
https://urait.ru/bcode/455172

1.| http://www.biblioclub.ru

DNEKTPOHHO-ONOIMOTeUHAS
cuctema (3bC)
YHUBEpcUTEeTCKAS
OuOIMOTEeKa OHJIANH

Perucrpanus uepes
000
YHUBEPCUTETCKUI
KOMIIBIOTED.

B nanpueiiniem
MPEOCTABISACTCS
HEOrPaHUYEHHBIN
VIHIUBUY ATbHBIN
JOCTYT U3 10001
TOYKH, B KOTOPOU
UMEEeTCs IOCTYI K
cetu MHTEpHET

Poccuiickuin .
www.school.edu.ru . CBOOOIHBIN
2. 00111e00pa3oBaTebHBIN
JOCTYTI
nopTal
3 www.garant.ru Nudopmanrionno-mnpaBoBoii | CBOOOAHBIN
' nmopTaa JIOCTYII
Poccuiicknit
WH(OPMALIMOHHBIN ITOPTAJI B .
: bopmanuo OPTATE | CpoGommbiit
4.| wwwe.elibrary.ru 00J1acTH HayKH, ocT
TEXHOJIOTUH, METUITUHBI 1 yn
o0pazoBaHUs
Poccniickas komnproTepHas .
CBOOOTHBIH
5. www.consultant.ru CIPaBOYHO-TIPABOBASI
JOCTYTI
cucTema
Perucrpanus yepes
000
YHUBEPCUTETCKHN
KOMITBIOTEP.
B nanpHeiimem
6 http://biblio-online.ru OO6pazoBaTenbHast NPEIOCTABISIETCS
| https://urait.ru/ iatopma HEOTrpaHUYCHHBIH
WHAUBUAYUTbHBIN

JOCTYII U3 JH000H

TOYKH, B KOTOPOU

HMMEETCs IOCTYN K
cetu MHTepHeT

4.  KOHTPOJIb
JUCLMIIIAHBI

U  OLEHKA

PE3YJIbTATOB

OCBOEHMUA

KoHTpoJb 1 OlleHKa pe3ynbTaTOB OCBOEHUS TUCLMIUIMHBI OCYIIECTBIISIETCS
penojaBaTesieM B Ipolecce MPOBEACHUS MPAKTUYECKUX 3aHATUN U JTa0OPaTOPHBIX


http://www.biblioclub.ru/
http://www.school.edu.ru/
http://www.garant.ru/
http://www.elibrary.ru/
http://www.consultant.ru/
http://biblio-online.ru/
https://urait.ru/

paboT, TECTUPOBAHMS, a TAKXKE BBIMOJHEHUS] 00YUYaIOIUMUCS WHIUBUIYATBHBIX
3aJlaHuH, IIPOEKTOB, UCCIICTOBAHUM.

Pe3yabTarbl 00yueHusi mo | @®opmMupyeMble OueHOYHBIE CPECTBA MO
yueOHOH JUCIHIITIHHE KOMIIETEHIIUHU AUCIHHUILIHHE

ymerb: odopmiats | OK 1, OK-2, OK-3, | Tembr pedeparoB, A0KIaI0B,
OpraHU3aI[MOHHO- OK-4, OK-5, OK- | cooOmeHuii.
pacnopsiIuTeIbHbIC 8, OK-9, IIK-1.1., | Kommiekr 3amaHuii  UIs
nokyMeHThl B cootBeTcTBuM | [1K-1.1., TIK-1.2., | TectupoBanus.
c nericteyronuM ['OCTowm; | T1K-1.3., TIK-1.4, | Ilepeuens KOHTPOJIBHBIX
OCyHIeCTBIIAATE  00paboTtky | [1K-1.6. BONIPOCOB ¥ 3QJaHUMA  JUIS
BXOJIAIINX, BHYTPCHHUX U CaMOCTOSTEIILHOIN PaOOTHI.
UCXOIAIINX  JIOKYMEHTOB, Bormpocsr K
KOHTPOJIb 3a /0.4 nuddepeHITMPOBAaHHOMY
UCIIOJIHEHHEM; O(OPMIISTh 3a4eTy.

JIOKYMEHTBI JIJIS TIEpe1avuul B
apXWB OpraHU3aINH;

3HATD: IIOHSATHE
JIOKYMEHTA, €r0 CBOMCTBA,
CITOCOOBI
JTOKYMEHTHPOBAHHS,
npaBuja COCTaBJICHUS U
o opmIIeHUS
OpraHu3aIMOHHO-
PacTIOPSANTEITLHBIX
nokyMeHToB (ganee - OPJI);
CUCTEMY " THUIIOBYIO

TEXHOJIOTHIO
JOKYMEHTaLlMOHHOTO
oOecrieyeHnss  ynpaBlICHUS
(manee - H0Y);
0COOEHHOCTH
JeJIOTIPOU3BOICTBA o
oOpallleHusIM TpakJIaH |
KOH(UIEHIIUAITBHOTO

ACJIOIIPOU3BOACTBA.




