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1. MACHOPT IPOI'PAMMBI YYEBHOM JTUCITUITJIMHBI
OI1.13 JokyMeHTanIuOHHOE 00ecreYeHHne YIpaBJIeHus
1.1. Ob6aacTh NpUMeHEeHNUsI TPOrPaMMbI
PaGouass mporpamma yuebHoi maucuuriuabel OI1.13  JlokyMeHTallMOHHOE
oOecrieueHre YIpaBIEHUs SBISETCA YacThbio OOpa30BaTEIbHOM MporpaMMbl B
cootrBeTcTBUM ¢ PI'OC no cnenuansHoctu CIIO 40.02.01 IIpaBo 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 OCHOBHOM
npodeccuoHaibHO o0pa3oBareJbHON 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-1.2.,
[1K-1.3., I[IK-1.4, ITK-1.6.

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

yMeTb: 0QOPMIIATh OPraHU3AUOHHO-PACTIOPSIAUTEIBHBIE JOKYMEHTHI B
cootBercTBUM C nerictByromuM ['OCToMm; ocymiecTBiaTh 00pabOTKy BXOJSIIUX,
BHYTPEHHHX M UCXOSIINX TOKYMEHTOB, KOHTPOJIb 33 UX UCTIOJTHEHUEM; ODOPMIISTH
JOKYMEHTBI JJIsl IEpeAavyy B apXUB OpraHu3alliy;

3HATH: TMOHSITUE JOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI JTOKYMEHTHPOBAHUS,
npaBuUjia COCTaBJICHHS W OQOPMIICHUS OpPraHU3allMOHHO-PACTIOPSIUTEIBHBIX
nokymeHtoB  (manee - OPJ[); cucteMy M  THUIOBYIO  TEXHOJIOTHIO
JIOKYMEHTAIIMOHHOTO oOecnieueHus: ynpapieHus (mpaiee - J1OVY); ocobeHHOCTH
JICNONIPOU3BOACTBA MO  OOpameHusiM TpakJaH U KOH(PUACHIIMAIBHOTO
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

OK 2

OK 3

OK 4

OK 5

OK 8

OK9

[ToHuMaTh CyHIHOCTh M COIMAIbHYIO 3HAYUMOCTh CBOEH Oymyuieit
npodeccuu, NPOsIBIIATh K He YCTOWYMBBINA HHTEpEC
OpraHu3oBBIBaTH COOCTBEHHYIO JESATEIHLHOCTD, BHIOUPATH TUIIOBHIE
METOJIbI M CHOCOOBI BBHIMOJHEHHS] TPOGECCHOHATIBHBIX 3ajad,
OLICHUBATh UX d(PPEKTUBHOCTH U KAYE€CTBO

[IpyHUMAaTh pelieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYAIUsIX
Y HECTH 32 HUX OTBETCTBEHHOCTH

OcymiecTBiATh ~ MOMCK W HCHOJB30BaHUE  HH(MOpMAINY,
HE0OXoauMOM 1711 3PGEKTUBHOTO BBITOIHEHUS MPOheCcCHOHATBHBIX
3a/1a4, NpohecCUOHATBHOTO U INYHOTO Pa3BUTHUS

Hcnonb3oBath MHOOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU
B PO ECCUOHATILHOMN ACSTEIbHOCTH.

CaMOCTOSITENIBHO  ONpENeNsATh 3alauyu  Npo(ecCHOHATBLHOTO U
JUYHOCTHOTO  Pa3BUTHs,  3aHUMAThCI  CaMOOOpPa30BaHHEM,
OCO3HaHHO TIAHUPOBATH MOBHIIICHNE KBATU(DUKAIINN
OpHEeHTUPOBATHCS B YCIOBHUSIX MOCTOSHHOTO M3MEHEHUS TPaBOBOM
0a3bl

0) nmpodeccuonanpubix (I1K):

IIK 1.1.

OCYHICCTBHHTB HpO(l)eCCHOHaJILHOG TOJIKOBAHHNC HOPMATHUBHBIX
IIPAaBOBBIX AKTOB AJIA PCAIM3allNH IIpaB I'paKIaH B cq)epe IICHCUOHHOTI'O
oOecreueHs U COILIMAJIbHOM 3aIIUTHI.

I[IK 1.2. OcymectBiasTh NOpUEM TpaXKJaH IO BOMNPOCAM IEHCUOHHOTO

o0ecreyeHuss U COLUAITbHON 3aIlUThL.

[1IK 1.3. PaccmarpuBaTh makeT JOKYMEHTOB JJIs HA3HAYCHUS MTEHCHUH, TOCOOHH,

IIK 1.4.

KOMITCHCAIIUM, APYTUX BBIIJIAT, & TAKXKE MEP COLMAIIBHON MOAIEPHKKHU
OTACIBHBIM KaTErOpUsIM TpaxJaH, HYXIAIOIMIMMCS B COLMAIbHOU
3aIlnTe.

OcyiiecTBIATh YCTAHOBIICEHUE (Ha3HAYEHUWE, Mepepacuer, MepeBon),
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

1.4.

UX Y4ET, UCTIOJIb3Ysl HH(DOPMAIMOHHO-KOMITHIOTEPHBIE TEXHOJIOTHH

PexoMenayemMoe KOJINIECTBO YaCOB HA 0CBOEHHE MPOTrPaAMMBI

JAUCUUIIHHBI:

MaKCHMMAaJIbHOM yueOHOW Harpy3ku odydaromerocs 96 yaca, B TOM 4HCIIE:
00s13aTeJIbHOI ayUTOPHOIN y4eOHOM Harpy3ku oOydaromierocsi 72 4acos;
CaMOCTOSITEILHOI paboThl 00yUaromierocs 24 4acos.



CTPYKTYPA U COJAEPKAHUE YYEBHOM JUCIUILINHBI
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 3aHATUSA 36
KOHTPOJIbHBIE paOOTHI -
KypcoBas paboTa (IIPOEKT)
CamocrosiTesibHas padora o0yuaromerocs (Bcero) 24

IIpomesicymounas ammecmayus 8 popme:
oughghepenyuposannoeo 3auéma (2 cemecmp)




2.2. TemaTuyeckuii mjiaH u cogep:kanue yueonoii qucuumianusl OIL.13 lokyMeHTalIMOHHOE 00ecnieyeHue yIpaBJieHHs.

HaumenoBanue CoaepsxaHue y4eOHOT0 MaTepuaJa, 1a00paTopHble H NIPAKTHYECKHE O0bem YpoBenb
pa3aesioB U TeM padoThl, caMOCTOsITE/IbHAsI pa00oTa 00yUYalommXxcs, KypcoBasi padoT 4acoB OCBOCHMA
(poeKT)
1 2 3 4
BBenenue. 1. Copeprkanue TUCUMIUIMHBI U €€ POJIb B TOATOTOBKE CIEIIUATUCTA. 2 1
3HaueHMe U co/iepKaAHUE 2. Uctopust pa3BUTHA HAYYHBIX TNPEACTABICHUA O JIOKyMEHTAIbHOM
AUCHUILTUHBI o0ecIeyeHnn yIpaBlIeHUs, €0 COBPEMEHHOE COCTOSHUE.
«/lokyMeHTaLMOHHOE 3. OCHOBHBIE MOHATHUS U ONPEACICHHUS.
o0ecrieyeHue 4. HopmaTuBHO-MeTOaUYECKas 0a3a OpraHu3alud JTOKYMEHTAIMOHHOTO
ylpaBJIeHUsD). oOecrieueHus yIpaBJICHNs KaK OCHOBA TEXHOJIOTHUHU TIPOIIECCOB yIPABIICHHUS.
Pa3nen 1. lokymeHnToBeaenmne
Tema 1.1. IlousiTue o Conep:kanue yueOHOro MaTepuasia 2
JOKYMEHTAaX U crocodax 1. TlonsiTHE «JIOKYMEHT. 2
JTOKYMEHTHPOBAHMUS, 2. Ponp uH(popMaiuu B COIMATbHO-IKOHOMHYECKHUX MTPOIIeccax.
HOCHTEJIAX 3. O6mas xapakrepuctuka denepanpaoro 3akoHa PO «O06 nndopmarumy,
uHdopmanuu nH(OpPMATU3AINN U 3aIIATE HHOOPMAITUNY.
4. ®OyHKIUU TOKYMEHTOB.
5. TloHsiTHE ¥ OCHOBHBIE CIOCOOBI IOKYMEHTUPOBAHUSI.
6. MarepuanbHble HOCUTENIN HHPOPMAIUH.
7. TekcToBble, TpadUUecKre, MAITMHOTICYATHBIE TOKYMEHTHI,
(OTOIOKYMEHTHI.
8. BiusgHMe HayYHO TEXHUYECKOIO Mporpecca Ha JOKYMEHT U
JIOKYMEHTHUPOBAHHE.
JlaGopaTopHble padoThI 3
| He mpeycMOTpeHs!
IIpakTH4Yeckue 3aHATHSA 4




1. PacnionoxeHne peKBU3UTOB JOKyMeHTa Ha O1aHke (opmaTa A4 B yriioBoM
BapUaHTe M COCTaBJECHHE OOmero OjaHKa OpPraHM3alUU C IMPOIOIbHBIM
BapHUAHTOM PACIOJIOKEHUS PEKBU3UTOB.

2. OdopMIiieHHE TEKCTOB Ha KOMIIBIOTEPE.

KonTpoJsbHbIe padoThI

|

CamocrosiTeibHast padoTa 00y4aroIuxcst

1. [ToaroToBKa MUCbMEHHOTO COOOIIEHHUS O TPEOOBAHUSIX K U3TOTOBJICHUIO,
yueTy, UCIIOJIb30BaHUIO U XPAHEHHUIO OJIaHKOB C BOCIIpOU3BeieHneM repoa PO,
rep0oB cyOBeKTOB PO.

2. THCTpyKIIUS IO I€TIOTIPOU3BOJICTBY KOHKPETHON OpTaHU3aIiH.

3. [loaroroBka coob1eHus no reme « CTUIMCTUYECKHE PEKOMEHJAIUH 110
COCTABJICHHIO TEKCTOB CITYKEOHBIX JOKYMEHTOB» WIH « TUIUYHBIE SI3bIKOBBIE
OLIMOKH B TEKCTaX JTOKYMEHTOBY.

Tema 1.2. Yuudukauus
U CTAaHJAPTH3ALUS
AOKYMEHTOB. CHCTEMBI
AOKYMEHTAI[UH.

Conep:kanue yueOHOro MaTepuasia

1. TlonsTHE «cHCTEMa JOKYMEHTAITUNY, €€ MPU3HAKH.

2. ODOyHKIHOHAIBHBIC U OTPACIICBBIC CHCTEMBI IOKYMECHTAIIHH.

3. Tlonstue «yHuuIIMpoOBaHHAS CUCTEMa JOKYMEHTAITI.

4. CocTtaB YHU(DHUIIMPOBAHHBIX CHUCTEM JOKYMEHTAIIMU: OpPraHU3allMOHHO-
pacnopsuTeIbHasl, OTUYETHO-CTATHCTHYECKas, TEepBUYHAS, Y4YETHas,
dbuHaHCOBAaS U JIp.

5. locynapctBeHHBIE  CTaHAApTHl HAa  YHU(DHUIIMPOBAHHBIE  CHUCTEMBI
JOKyMEHTAITUH.

6. Ilonsarus: pekBU3UT, POPMYJISIp JOKYMEHTA

JlaGopaTopHbie padoThI

\ He npenycmorpenst

IIpakTUyeckue 3aHATUSA

1,2,3




[TonsiTue «cucrema JOKyMEHTAIIMNY, €€ PU3HAKH.

OYHKIIMOHAIbHBIE U OTPACIEBbIC CUCTEMbI JOKYMEHTAIIUH.

[Tonsitne «yHUGUIUPOBAHHAS CUCTEMA JOKYMEHTALIUW.

CocraB YHU(PUITUPOBAHHBIX CUCTEM JOKYMEHTaIUU:

OpraHU3alMOHHO-PACTIOPSIAUTENbHAS, OTYETHO-CTATUCTUYECKAs,

nepBUYHas, ydeTHas, pUHAHCOBAS U JP.

5. TocynmapcTBeHHBIE CTaHIApPThl Ha YHUGPUIUPOBAHHBIE CHUCTEMBbI
JOKYMEHTAIUU.

6. [lonsTus: pekBU3UT, POPMYIIAp JOKYMEHTA

el NS

KonTposabHbIe padoThI

|

CamocrosiTesibHas padoTa 00y4arOIuxcst

| 1. VEuduumpoBaHHbIE CUCTEMBI IOKYMEHTAIUH

Tema 1.3. leioBasi
KOPpPeCOH/IeHI[UsT

Coaep:xanue yueOHOTro MaTepuajia

1. XapakTepucTHKa U COCTaB CIIPaBOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB
(cmy>keOHBIX THCEM, CIIPABOK, 3asIBIICHUH, TOKJIAIHOM 3aIiCKH, aKTa,
MPOTOKOJA), TPEOOBAHUS K X 0(OPMIICHHUIO.

2. CnyxebHast 1 KOMMepYecKas TiepenucKa.

3. JIOKyMEHTHI, iepeiaBaeMble 110 KaHalaM JIEKTPOCBS3H

JlaGopaTopHbie padoThI

\ He npenycmorpenst

IIpakT4eckune 3aHATUSA

1. OdopmiieHre TUTIOBBIX BUIOB JIOKYMEHTOB.

KonTposbHbie padoThl

1,2,3

CamocrosiTeibHas padoTa 00y4arouuxcst

1.CocraBiieHHE aKTa.
2.0dopmieHne KpaTkoro mpoToKoia.

Tema 1.4.

Conep:xkanue yueOHOro MaTepuasia




OpranuzaumoHHo- 1.  OcHOBHBIE IPYMIIbI OPTAHU3ALUOHHO-TIPABOBBIX JOKYMEHTOB.
pacnopsiiuTeIbHas 2. XapakTepucTHKa M COCTaB OPraHH3aI[MOHHO-TIPABOBBIX JIOKYMEHTOB
AOKYMEHTAIUS (ycraBa, MOJ0KEHUS, HHCTPYKLIHUH, TOJDKHOCTHOM MHCTPYKIIMH, IPaBUII),
TpeOOBaHMS K UX 0(DOPMIICHHIO.
3. XapakTepucTHKa U  COCTaB  paCHOPSAUTEIBHBIX  JTOKYMEHTOB
(mocTtaHOBNEHUS, TMpUKa3a, pEIICHUs, PaCIOPsHKEHUs, yKa3aHWs,
COBMECTHOTO PacHOpSIUTEIBHOTO JOKYMEHTa), TpeOOBaHUS K UX
0(OpMIICHUIO.
4. XapakTepuCTHKa U COCTaB CIPABOYHO-MH(POPMAIMOHHBIX JTIOKYMEHTOB
(cmy>keOHBIX MUCEM, CIPABOK, 3asBJICHUM, JOKJIAAHON 3alMCKH, aKTa,
IPOTOKOJIA), TPEOOBaHUSI K UX 0(OPMIICHUIO.
JlaGopaTopHbie padoThI 4
He npenycmoTtpensl
IIpakTuyeckue 3aHATUSA
1. Odbopmienne mpukasa Mo OCHOBHOM JI€ATEIbHOCTH.
2. Oopmienue JOIKHOCTHOW HHCTPYKITUH.
KouTpoJuabHbie padoThI:
JenoBas koppecnoHieHIusA. OpraHu3aimOHHO-PACTIOPSIANTENbHAS
JOKYMEHTalus
CamocrosiTesibHas padoTa 00y4aOIIuXCs
Occe Ha Temy «be30ymaxHbIi 0pUC -MeuTa UITH PEATHBHOCTHY.
Tema 1.5. Copnepxxanue y4eOHOro MaTepuaJia 1,2,3

JoxkymMeHTanMA 110
JIMYHOMY COCTABY.

1

[ToHsiTHE TIEPCOHAIBHBIX TAHHBIX.
XapakTepuCTUKa KOMIUIEKCOB KaIpOBOM TOKYMEHTAIUU.

2.
3.
4.

TexHonmornyeckas 1enoyvka npueMa rpakaaH Ha padoTy.
OdopmiieHne KaIpoBBIX JOKYMEHTOB JUIsl PEIIICHUS] BOTIPOCA O TIPHEME
Ha padoTy.

JlaGopaTopHbie padoThI

He npenycmoTpenbl

IIpakTH4eckune 3aHATUSA




1. CocraBnenue Tpy10BOro JOrOBOPA.
2. CocraBieHue pe3roMe 1Mo OCHOBHOMY (6a30BOMY) THUITY.

KonTpoJsbHbIe padoThI

CamocrosiTeibHast padoTa 00y4aroIuxcst

1. IlonsTMe  KOH(PUACHUHMAIBHBIX  JOKYMEHTOB U
JEJIONPOU3BOCTBA, 00ecnevynBaroIIero COXPAHHOCTb
KOH(DHIEHIIUATIBHBIX TOKYMEHTOB.

2. TpynoBble OTHOILICHUS.

3. 3anoaHeHue JMYHOU KapTOUYKu, 0()OpMIICHHE JIUYHOTO Jea.

OpraHu3aIus

Pazjien 2: Opranu3auusi J0KyMeHTO000POTA HA NPeINPUSITHMN.

Tema 2.1. Opranusauus
AOKYMEHT0000poTa

Coaep:xanue yueOHOro MaTepuajia

1. TexHonoruu JAOKYMCHTAIITMOHHOI'O oOecreyeHus YIIpaBJICHUA.

2. TUnoBbI€ TEXHOJIOTUHU JOKYMEHTOO0O0pOTA.
3. Ciyx0a JOKyMEHTAIIMOHHOTO 00€CTIeUeHHs yIIPaBICHHUS.

4. CtpykTypa 0a3 JaHHBIX JOKYMEHTAJIBHOTO (hOHAAa OpraHUu3aluu.

5. JoxymeHTONOTOKHU. TexHoIoruu 00paboTKH JOKYMEHTOB.
6. BHyTpeHHuit 1OKyMeHTOOOOPOT.

7. Ilpuem, paccMOTpEHUE U pErUCTpalus JOKYMEHTOB. POPMBI peTUCTpaLliU

JIOKYMEHTOB.

1,2,3

JlaGopaTopHbie padoThI

He npenycMmoTtpensl

IIpakTHYecKHe 3aHATHUS

1. TloaysMHHBIE U TOAJIOKEHHBIE JOKYMEHTHI.
2. Bugpl ¢panscudukanuu 10KyMEHTOB.

3. Buapl komnuid, onpenenseMbie Clioco00M UX BOCIIPOU3BEICHHUSI.

4. Komuu, paznuyaeMsble M0 COoCco0y UX yI0CTOBEPEHHUSI.
5. Tlopsnox oopmiieHHs U BbIAA4M KON TOKYMEHTOB.

KonTposbHbie padoThI

CamocrosiTeibHast paboTa 00y4aroImuxcst

I[OKYMCHTOHOTOKI/II BXOJAIIUE, UCXOOAIINE, BHYTPCHHUC.




Tema 2.2. KoutpoJb
HCTIOJTHEHUS
JTOKYMEHTOB.

Copaep:xanue yueOHOT0 MaTepuajia

1.KoHTpoJIb UCTIOJIHEHHE JOKYMEHTOB: IOHSATHE U BU/IBI.

2. lloppaznenenus ciyx0b1 IOV, ocyliecTBIsIIONIE KOHTPOJIb UCTIOJHEHHUS;
ero (hyHKIIMH, ITpaBa.

3. IIpuHIMIIBEI OpraHu3anuy KOHTPOJIA.

4. IToHATHS: CPOK UCTIOTHEHUSI, TUTIOBOU CpoK. HopMaTHBHBIE TOKYMEHTHI,
yCTaHaBJIMBAIOIINE TUTIOBbIE CPOKU UCIIOTHEHHUSI.

5. Py4Hoii 1 aBTOMaTU3UPOBaHHBIM KOHTPOJIb, KX JOCTOMHCTBA U HEJIOCTATKU;
pUMEHsSEeMas TEXHUKA.

6. TexHosorus BeAeHHUsI KOHTPOJIS.

7. OcoOEHHOCTH KOHTPOJISl paCHOPSAUTEIBHBIX TOKYMEHTOB.

JlabGopaTopHbie padoThI

He npenycmoTtpenst

IIpakTUyeckue 3aHATUSA

1. Henu v ypOBHU KOHTPOJISI.

2. BwIOOp TOKYMEHTOB JIJIsl TOCTAHOBKH HA KOHTPOJIb.
3. Cpoxu UCTIOTHEHUSI.

4, CHsTHE C KOHTPOJIA.

KonrpoJubHbie padoThl

1,2,3

CamocrosiTeibHas padoTa 00y4arouuxcst

AHanu3 UCIoJTHEHHS JOKYMCHTOB B YUYPCIKICHUU.

Tema 2.3.

Conep:kanue yueOHOro MaTepuasia

1,23




CucremaTu3anus
JTOKYMEHTOB.
dopmupoBaHue
)i () 8

XpaHeHue aeJl.

1. Cucremaru3zanusi TOKyMEHTOB.

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

3. Homenknarypa aen, menu, TpeOOBaHUS 11O 3aTI0JTHEHUIO.

4. Odopmienue aen. BHyTpeHHsS ONMUCh, aKT O BBIICICHUH JOKYMEHTOB K
YHHUTOXKEHHUIO U CHATHIO C y4eTa.

5. JlononHuTEeNbHAS TOATOTOBKA JAEI JIJIS JUIUTEIHHOTO XpPaHEHHUS.

6. Hymeparusi, 3aBepuTenbHast 3aUCh, 00JI0XKKA JIea.

7. OGecrieyeHue COXPaHHOCTHU JIOKYMEHTOB.

8. [IpoBepka HaNUYMS U COCTOSTHUS TOKYMEHTOB.

9. ApXuBHbIE CIIPABKU U KOITUH.

JlaGopaTopHbie padoThI

He npenycmoTpensl

IIpakTUyeckue 3aHATUSA

1. Odopmnenue 0010KeK A€.
2. ®opMupoBaHUE /1] 0 HOpMaM TIOKyMEHTAIlMOHHOTO 00eCTIeUeHNU s
yTpaBJICHUSI.

KoutpoJsbHbie padoThl

He npenycmoTtpenst

CamocrosiTesibHas padoTa 00y4aromuxcst
1. Cpoku cnauu en u JOKYMEHTOB B apXUB.
2. IlpaBuna xpaHeHUsT JOKYMEHTOB U JIeJl BO BpEMEHHOE TI0JIb30BaHUE.
3. Dcce «DneKTpoHHAas MOMKUCH - TPEUMYIIIECTBA U HEJIOCTATKN.

Tema 2.4. JkcnepTusza
LHEHHOCTH IOKYMEHTOB

Coaep:xanue yueOHOTr0 MaTepuasia

1. TloHsiTHE «IKCTIEPTHU3A IEHHOCTU JOKYMEHTOBY.

1,2,3




OpraHu3anmnu.

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

Cpoxu XpaHeHUsI JOKYMEHTOB.

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

OTarnbl ¥ MOPsIOK IPOBEACHUS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB.
[lopsiioK YHUYTOXKEHHS JOKYMEHTOB U O(QOpPMIIEHUE pe3yJIbTaToOB
DKCIIEPTU3BI.

/. DKcrepTHbIE KOMUCCHH, UX (DYHKITMH, ITpaBa.

B~ w

o vl

JlaGopaTopHbie padoThI

He npegycmoTpensl

HpaKaneCRne JaHATUA

1. IlpaBuna cocTaBieHUs ONUCHU €I U MOPSAIOK Mepeaadn apX1UBOB.

2. Buapl apXvuBOB: BEJOMCTBEHHbIE, 00bEJUHEHHBIE BEJOMCTBEHHBIE,
00BbEMHEHHBIE MEKBEIOMCTBEHHBIE 110 JINYHOMY COCTaBY, FOCY1APCTBEHHbIE
apXMBBI.

3. Cpoku XpaHEHHUs JOKYMEHTOB B BEJIOMCTBEHHBIX apXUBaX.

KonTposbHbie padoThl

CamocrosiTesibHas padoTa 00yyaromuxcst
Opranu3zaius 1 BeicHUE JICKTPOHHOTO apXuBa.
Hamucate pedepar Ha TeMy « APXUBBI - HCTOPHUS 1 COBPEMEHHOCThY.

JAuddepeHunupoBaHHbII
3a4eT

Bcero:
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3. YCJIOBUSA PEAJIM3ALIUA TPOTI'PAMMBI INCHUITJIMHBI
3.1. TpeOoBanusi K MHHMMAJBLHOMY MAaTepHAJIbHO-TEXHUYECKOMY
obdecrneyeHu10

Peanuzanuss mporpamMmbl JUCHUIUIMHBI TPENIoiaraeT Haluuue y4eOHOro
KaOuHeTa Mpo(ecCUOHANBHBIX JTUCIUTIINH.

O6opynoBanue yueOHOro kabMHETa U pabovYMX MECT KaOWHEeTa: MOCaJ0YHbIe
MeCTa IO KOJIMYECTBY 0O0ydaromuxcs, paboyee MECTO MpenoaaBaTesisi, KOMIUIEKT
y4eOHO-HarJISIHBIX TOCOOUH, KOMIUIEKT yueOHO-METOIMYECKON JOKYMEHTAIIUH.

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
00pa30BaTeIbHOM MPOIECCE HCIOJIb3YIOTCS aKTUBHBIE U 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
JEKUMOHHBIX 3aHATUSAX, TaK U OTBEACHHBIX HAa CAMOCTOSITEIbHOE H3yuY€HUE);
pelIeHrEe CUTYallMOHHBIX 3aJay; IPEe3eHTAalsl C HCIOJIb30BAaHUEM Pa3JIMYHbBIX
BCIIOMOTaTEJbHBIX CPEICTB: MHTEPAKTUBHON JOCKH, CIAiiIoB, MYyJIbTUMEIUNHON
Ipe3eHTalH

3.4. UndopmannonHoe odecnieyenne o0ydeHusl.

OcHOBHBIE HICTOYHUKHU:

1. Kopuees, U. K. [JoxymeHTanmonHoe odecrneuenue ynpasieHnus + tectbl B ObC :
y4eOHMK M TPaKTHUKYyM [JIsi CpPeOHEro MpoQecCHOHATbHOrO 0o0pa3oBaHus /
. 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 oOpamicHus:
01.08.2023).

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

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

https://urait.ru/bcode/452800 (nata oopamenus: 01.08.2023).

JlonoJIHUTeIbHbIE UCTOYHUKU:

1. bant, B. C. JlokymeHTannmonHoe obGecrieuenue ympasieHus. HOpunnueckas
TEXHUKA . yuyeOHOe TocoOue Mg CpeaHero mnpogecCHOHAIBHOTO 00pa3oBaHMS /
B. C. bsnr. — 2-e u3z., ucnp. u gon. — Mocksa : U3gatensctBo FOpaiit, 2020. —
103 c¢. — (IIpodeccuonanvuoe odbpazoanue). — ISBN 978-5-534-08233-3. —
Texkct : anekrponnsii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/455172
(marta obpamenus: 01.08.2023).

IIporpammHuoe odecnieuenue u MHTepHer-pecypcenl:



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 CTIPaBOYHO-TIPABOBAS
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

U OLIEHKA

JUCHMUIIIAHBI

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
3aJlaHuM, IPOEKTOB, UCCIICIOBAHUM.

Pe3yabTarbl 00yueHusi mo | @DopmMupyeMble 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- | cooOeHuii.
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 UX muddepeHIMPOBAaHHOMY
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.




