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1. OBIIIASI XAPAKTEPUCTUKA PABOYEN ITPOI'PAMMBI YYEBHOM
JUCIUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHU S »

1.1. MecTo IUCHMUIUVIMHBI, NpeaMeTa B CTPYKType OCHOBHOH 00pa3oBaTebLHOM
NporpamMmbI:

Vuebnas muciummbaa «JOKYMEHTALIMOHHOE OBECIIEUEHUE YIIPABJIEHUS»
SBJIICTCS 00S3aTeNhbHONM YaCThl0 MPOPECCHOHATHHOIO YYEOHOTrO IHKJIA TPUMEPHOW OCHOBHOM
oOpazoBarenbHON mporpaMMbl B cooTBeTcTBUU ¢ PI'OC 1o cnenuansHoctr 21.02.05 3emensHo-
MMYILIECTBEHHBIE OTHOIICHUS U paboyuel mporpaMMoil BOCIIUTAHUSI.

Ocoboe 3HaueHune aucuuIuinHa uMeeT npu GopmupoBanun u pazsutuu OK, T1K: OK 1-9,
K 1.1-1.4, IIK 2.1-2.5, TIK 3.1-3.5, IIK 4.1-4.6.

1.2. llesb ¥ mJIaHUpPYyeMble Pe3yJbTAThl OCBOCHUS THCHHUILINHBI:
B pamkax mporpaMMbl y4eOHOI MUCHUILUIMHBI OOYyYarolIMMHCS OCBAaMBAIOTCS YMEHHUS U

3HAHUS.
Kon Ymenus 3HaHus
OK, IIK, JIP
OK'1-9 — 0opMIIATH TOKYMEHTAIIHIO B — TOHSTHE, [IEJIH, 381441 U TPUHITATIBI

1K 1.1-1.4, COOTBETCTBHH C HOPMAaTUBHOMU 0a30H, JIETIONPOU3BOICTBA

glli g 11_3% -g, UCITIOJIb3YS HHPOPMAIHOHHbIE — OCHOBHBIC IOHSTHSL

LT TEXHOIOTNH JIOKYMEHTALMOHHOT0 00eCTIeYeH s

I1IK 4.1-4.6,

— OCYILIECTBIIATH ABTOMATU3ALIUIO
00paboTKH TOKYMEHTOB

— YHU(QHUIUPOBATH CUCTEMBI
JIOKyMEHTallUH;

— OCYILECTBIIATh XpaHEHHUE 1 TTIOUCK
JIOKYMEHTOB;

— MHCII0JIb30BAaTh
TEIEKOMMYHHKAIIHOHHBIE TEXHOJIOTUH B
UIEKTPOHHOM JOKYMEHT0000pOTE

YIIPABIIECHUS

— CHCTEMBI JOKYMEHTAllHOHHOTO
oOecrieyeHus yrpaBiIeHUs;

— KJIaCCU(UKAIUIO TOKYMEHTOB;

— TpeOOBaHMs K COCTABJICHHIO U
0(OPMIICHHIO IOKYMEHTOBR;

— OpraHH3alMIo JOKYMEHTO000poTa:
npreM, 00pabOTKy, pErHCTpaIHIo,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYpy Jel

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILIMHBI

2.1 O0beM y4eOHOI TMCHUIIIMHBI U BU/IbI Y4eOHOH padoThl

Buj yueOHoit padoThl

O0BeM B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI 1M CHHIIIMHbI 69

B TOM YHCJIC.

TEOpPETHUECKOE 00yUeHne 22
MPAKTUYECKUE 3aHATUS 24
CamocrosTenbHas pabora 23

IMpomexyTounas arrectauus (IAunddepenunpoBannblii 3a4er)




2.2 TemaTHYecKHii NJIAH U COepP:KaHNE YUeOHOM U CIMIIMHBI

HaumeHnoBaHue Conep:xanue y4eOHOro MaTepuaia u Oo0neM Koasl OK, IIK ,
pa3/iesioB 1 TeM (opMbI Opranu3anuu AeATeJLHOCTH 00yYaIOIINXCS B (opMupOBaHUIO
yacax KOTOPbIX CIIOCOOCTBYET
3JIEMEHT MPOrpaMMbl
1 2 3 4
Tema 1. Copnepxxanue y4eOHOro Marepuajia 2 OK 1-9,
OcCHOBHbBIC IOHATHS BeencHue [1IK 1.2-1.3,
AOKYMEHTAIIHOHHOT'O - KoppylnuoHHOE NOBEIEHUE: BO3MOKHEIE OCIIEICTBHS IIK 4.1, IIK 4.6.
obecrieyenust - Tocynapcrsennas cumposuka P® (¢aar, rep6, rumn).
ynpasienus (JIOY).
HopMAaTHBHO-NPaBOBast 1. Tlousrue JOVY. Lenu, 3agaun u npunnunst J10Y. 3uauenue JJOY. Cuctems JJOY.
6aza JIOY 2. HopmarumBHas 0a3a, peryiaMeHTUpYytomas padboty ¢ qokymeHtamu (KoHCTHTYIIHS
P®, konekcrl, 3aK0HBI, TTOCTAHOBJICHUS, CTaHAApThI, OOIIepOoCCUiicKme
KJIaCCU(UKATOPHI, MPABUJIA, JIOKAJIbHBIE JOKYMEHTBI OpTaHU3aI[Hi1)
B Tom unciie mpakTHYECKHUX U J1a00PATOPHBIX 3aHATHH -
IIpakTH4eckoe 3aHsATHE
CamocrosiTeibHAasA padoTa 00y4arolIUXCs 3
1. CocraBnenue onopHOro KoHcrekTa Ha Temy ~“Hctopust genonpoun3BoacTBa B Poccum.
OcCHOBHBIE 3Tanbl”
Tema 2. Copnepxxanue y4eOHOro mMarepuajia 2 OK 1-9
JloKymeHT. 1. JloxymeHT. XapakTepUCTHKH, CBOWCTBA M MpPU3HAKU JOKyMeHTa. FOpuanueckas IK'1.1-1.3
Buabl, cBojicTBa, CHITa JOKYMEHTA. IIK 2.1., TIK 2.4-2.5,
(yHKIMU 10KYMEHTOB, IK 3.1,

KJIaccupUuKanus
JOKYMEHTOB

2. @yskiumu qokymenTa. Kiaccudukanus JOKyMEHTOB

B TOM 4nciie NpaKTHYECKUX U J1a00PATOPHBIX 3aHATHIT
IIpakTH4eckoe 3aHsATHE

CamocrosiTeibHAas padoTa 00y4aroIIUXCs

1K 4.1, 11K 4.3, IIK 4.6




1 2 3 4
Tema 3.1 Copaepxxanue y4eOHOIo MaTepuaJa 8 OK 1-9
Bbaank nrokymenta. Buast | 1. TOCT P 7.0.97-2016. Ilonatue o pexkBusutTe. PEKBU3UTHI MOCTOSHHBIE, IIK 1.1-1.3,
0.1ankoB. Odopmienne nepemenHbie. @opmyisip. biank mokymenta. Bujpl 651aHKOB. K 2.1., TIK 2.4-2.5,
0JIAaHKOB JJIOKYMEHTOB. 2. OdopmiieHne OJIaHKOB JOKyMEHTOB. Ha3HaueHHMe M COCTaB pPEKBU3UTOB, HX IIK 3.1,
pacnoyioxkeHue. TpeboBaHus K OGOPMIICHHIO PEKBU3UTOB. K 4.1, TIK 4.3, TIK 4.6
3. TpebGoBaHus K COCTABICHUIO U O(OPMIICHHUIO TOKYMEHTOB
Tema 3.2 B ToM unciie mpakTHYECKHUX U J1a00PATOPHBIX 3aHATHH 4
PeKBH3HTBI JOKYMEHTOB. | [IpakTHuecKoe 3ansTHe 1.
Ipasnna nx Odopmnenue 6nankoB. OpopMieHHEe PEKBU3UTOB JOKYMEHTOB.
oGopmeHus CamocrosiTesibHasi padoTa o00y4arommxcst 2
B COOTBETCTBHUM C
TOCT P 7.0.97-2016 2. CocraBiieHUE U pEIICHUE CUTYAIMOHHBIX 3a/1a4 (OdopmileHue PeKBU3UTOB
JIOKYMEHTOB)
Tema 4. Conep:xxaHue y4eOHOro marepuajia 4 OK 1-9
Kaacen@uianns u 1. Knaccudukanus opraHu3allmOHHO-PACIIOPAAUTENBHON JOKyMEHTAIUH [K 1.1-14
CTPYKTYypa ' K 2.1.-2.5
OpraHH3AMHOHHO- 2. TloHaTue W BUIBI OPraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB. MK 3.1,
PACHOPSANTENBHBIX 3. JloKyMeHTbI, yCTaHaBIMBAIOLIME MPABOBbIE OCHOBBI JESTEIbHOCTH OpPraHU3aAIUH K 4.1, TIK 4.3, TIK 4.5,
JOKYMEHTOB. (YcraB, yupeauTenbHbIi TOTOBOp, MOJOKEHHE 00 OpraHU3aun). IIK 4.6
OpranusanuoHHo- 4. JloKyMeHTBbI, OIIpeNlesIoIIe CTPYKTYpy opranuzanuu (Opranu3alnoHHas
IpaBoBas JOKyMCHTAIIHS CtpyKTypa, CTpYKTypa U ITaTHAs! YUCICHHOCTD, IITAaTHOE PACIIHCAHUE).
5. JIOKyMEHTHI, YCTaHaBIMBAIOIINE IIPABOBBIE OCHOBBI JIESITEIEHOCTH
CTPYKTYpPHBIX enuHuIl opranuzauuu (Ilomoxenue o CTpyKTypHOM
NOJpa3AeieHUH, JOJDKHOCTHASI HHCTPYKIMS, pEerfiaMeHT paboThl, IpaBuiia
BHYTPEHHETO TPYJIOBOI'0 pacHopsiIKa).
6. JIOKyMEHTHI, YCTaHaBIMBAIOIINE MPABOBBIE OCHOBHI B3aUMOOTHOIICHHHA
opranu3zaiuii ([lorosop).
7. JIOKyMEHTBI, YCTaHABJIMBAIOIIUE ITPABHUJIA B BITIOJIHEHHS OIIPEICIEHHBIX ONeparuii

(MHaCTpyKINM, TOT0KEHUS, TAMATKH | JIp.)



http://sdo.yatgt.ru/pluginfile.php/3698/mod_lesson/page_contents/138/%D0%93%D0%9E%D0%A1%D0%A2%20%D0%A0%206.30-2003.doc

2

B Tom unciie npakTHYECKUX U J1a00PATOPHBIX 3aHATHI
IIpakTuyeckoe 3aHsTHE 2.

OdopmiieHune MoyI0KEHUs 0 CTPYKTYPHOM IO/Ipa3AeICHUH.
Odopmitenue TOHKHOCTHON HHCTPYKIIMKM ACCHCTEHTA CIEeUaINCTa

Ino

CamocrosiTeibHass padoTa 00y4YaroImXxcst

3. ®opmuposanue nHpopmarmonuoro oiioka (OdopmieHre TOHKHOCTHON
MHCTPYKLIMU ACCHUCTEHTA OLICHIIMKA B COOTBETCTBUM ¢ [IpodeccruonanbHbIM
ctangapToM Crienuaiuct B OLICHOYHOU AESITEIbHOCTH)

Tema 5.
PacnopsiiutesibHas
JAOKYMEHTAIUs

Coaep:xxanue y4eOHOro mMarepuajia

1. TlonsTHe pacOpPSAUTEIBLHOIO TOKYMEHTA.

2. PacnopsimuTenbHbIe TOKYMEHTHI, H3/1aBa€Mble B YCIOBHSX €IMHOIMYHOTO
npusstus pemenus (Ilpukas, pacnopsbkeHue, ykasaHHe).

3. PacnopsiauTenbHbIe JTOKYMEHTHI, H3/1aBa€MbI€ B YCIOBHUSIX KOJJIETHAIBHOTO
npunsatus pemenus (ITocranoBnenue, perieHue)

B TOM 4nciIe NPAKTHYECKUX U J1a00PATOPHBIX 3aHATHI
IIpakTHyeckoe 3aHsATHE 3.

O(l)OpMJ'IeHI/Ie IIPHUKA30B I10 OCHOBHOM JI€SITEILHOCTU opraHu3anuu

Ino

CamocrositeibHas padoTa 00y4aromuxcs

4. Coznanue npe3eHTanuu Ha Temy “O¢opMieHue MPUKa30B, BBIMUCOK U3 IPUKA30B~

OK 1-9
1K 1.1-1.4,
IIK 2.1.-2.5,

IK 3.1,

I1K 4.1, IIK 4.3,
[1IK 4.5, 11K 4.6

Tema 6.
CnpaBouHo-
HH(pOpMaLHOHHAS
AOKYMeHTaIUsl

Conep:kaHue y4eGHOT0 MaTepuaia

[TonsiTie W BUABI CIPABOYHO-UH(POPMAIIMOHHBIX JTOKYMEHTOB.
JloxymeHnTsl nenoBoi nepenucku. Buael nucem. IIperensus.
ITpoTokomn. AKT.

Bunpr 3anucok (CiyxeOHast, mokiiagHas, 0ObSICHUTEIbHAS).
Cnpasku. 3aseienne. Cponka. [lepeyensb. OT3bIB.

S A

Konuu nokymentoB u mpaBuia ux odopmienus. Buabr xomumit (ITomnas
KOIIHs, BBIMKCKA, OTITYCK)

OK 1-9
[K1.1-1.4
K 2.1.-2.5

[1K 3.1

I1K 4.1, T1IK 4.3, IIK 4.5,

1K 4.6




1 2 3 4
B TOM 4Hc/Ie TPAKTHYECKUX H JIA00PATOPHBIX 3aHATHI 4
IIpakTuyeckoe 3ansitue 4.
CocraBnenue 1 opopMIIeHHE ITPOTOKOJIA.
CocraBnenue 1 0pOopMIICHHE aKTa, 3aIIMCOK, CIPABOK.
CaMocrosiTesibHasi padoTa o0y4arouuxcsi 4
®opmupoBanue HHPOPMAIIMOHHOTO OJI0Ka HA TEMY:
5. OdopmiteHre MPOTOKOJIOB, AKTOB
6. Odopmiienue cay>keOHBIX MUCEM
Tema 7. Conep:xanue yuefHOro MaTepuaia 6 OK 1-9
JlokymeHTAaIUS 110 [IK1.2, 11K 14
TPYAOBBLIM OTHOLLICHUAM U L. Tpynossie oTHOMICHH, I1IK 2.5
Kazpam 2. Tlopsmox odopmienus npuema Ha padoTy. F{opsmox 0(OopMIIEHUSI YBOJIbHEHUS. MK 4.1, [IK 4.6
3. JloKyMEeHTSHI 110 IMYHOMY cocTaBy. TpynoBoii gorosop. [Ipukasel nmo nuyHOMYy
cocraBy. TpynoBas kHuxka. CBefeHUS O TPYIOBOU AEATEIbHOCTH pabOTHHUKA.
JInunast xaprouka ¢opmel T-2.JIuynoe apeno. JIuneBoil cuer mo 3apaboTHOM
iare.
4. Pestome. Xapaktepuctuka. ABTooHorpadus.
5. Odopmienune J0BEpEeHHOCTEMN, PaCIIUCOK
B TOM 4nc/Ie NPAaKTHYECKUX U J1a00PAaTOPHBIX 3aHATHI 4
IIpakTHyeckoe 3ansiTHE 5.
Jenosas urpa “YcrpanBaemcs Ha paboty”’
CamocrositenbHast padoTa o0y4yarommxcst 2
7. TloaroroBka HHGOPMAITMOHHOTO cOo0OIIeHUs Ha TeMy ~OdopmiieHne
JOKYMEHTAITUH TIPH TIpreMe Ha padoTy U npu yBosnbHeHHH (Pestome, 3asBieHwme,
IIPUKA3bI 110 JINYHOMY COCTaBy)”
Tema 8. Copepxxanue y4eOHOro MaTepuaJia 4
JIOKyMeHT0060pOT. 1. Opranuzanus paboTsl ¢ TOKyMEHTaMH. JJOKyMeHTBI BXOAAIINE, BHYTPEHHUE, OK 1-9
Cucremarusanus u HUCXOSIINE. IIK 1.1-15
XpaHeHue 10KyMeHTOB | 2. Ilpuem, nepBuuHast 00paboTKa, COPTHPOBKA, pETUCTpaLUs JOKYMEHTOB. POpMBI K 2.1.-2.5

perucTpauuy JOKyMeHTOB. JKypHassl peructpalinuu JOKYMEHTOB.




1 2 3 4
3. KOHTpoJIb UCTIOTHEHUSI JTOKYMEHTOB. IIK 3.1-3.5
4. CocraBrneHue HOMEHKIATypel naen. dopmupoBanwe u opopMIICHHUE eI K 4.1-4.6
5. ITloaroroBka IOKyMEHTOB K II€pellade Ha apXUBHOE XpaHEHMUE.
6. Oxcneprusza LIEHHOCTH JOKYMEHTOB
B TOM 4Hc/Ie TPAKTHYECKUX H JIA00PATOPHBIX 3aHATHI 2
IIpakTH4eckoe 3ansaTHE 6.
®opmupoBanue aen. (Homenkmatypa apen. OdopmiieHHE >XypHAJIOB PETHCTpPAIN
JIOKYMEHTOB M PETUCTPALlMOHHO-KOHTPOJIBHBIX KapTodek. OdopmiieHue 00I0kKeK Jiel,
JIMCTa 3aBepUTeIsl, BHYTPEHHEH ONUCH JIeJ1 JIIsl apXUBHOT'O XPaHEHMsI)
CamocrtosiTeibHass padoTra 00y4aromuxcs 2
8. ®opmupoBanne nHPpOpMaMOHHOTO OJI0Ka HA TeMy “CocTaBieHHe HOMEHKIIATyphI
nen. CocraBnenne U 0(OpMIICHHE aKTa O BBIJCICHHH K YHHITOKEHHUIO JIOKYMEHTOB”
Tema 9. Conep:xanue yueOHOro Mmarepuajia 4 OK 1-9
ApTOoMaTH3AUHSA 1. Kommnbrorepusanus JOKYMEHTAI[MOHHOT'O O0EeCTIeYeH s yIIpaBIeHHs. DTambl HK1.1-15
npoueccoB 00padoTku ABTOMATH3aIMH JIETIONPOM3BO/ICTBA. 1K 2.1.-2.5
AOKYMEHTOB 2. DnexTpoHHbIH JokyMeHT. O0s3aTeNbHble PEKBU3UTHI 3JIEKTPOHHOTO JOKYMEHTA. 11K 3.1-3.5
DJIeKTPOHHOE JOKYMEHTHPOBAHHE. DIEeKTPOHHbIH JOKYMEHTOO6OPOT. 11K 4.1-4.6
HopmartuBHas 6a3a. TexHOJOTHM Mpolecca 3IEKTPOHHOIO JOKYMEHTOO0O0pOTa.
Bo3MmoxHOCTH M NpeuMyIIecTBa AIEKTPOHHOIO JOKYMEHTO000pOoTa.
3. CD/JI - cucrema 31eKTPOHHOTO JOKyMeHTooOopoTa. Kinaccupukamus CO/I;
Cucrembl JeTIONPOM3BOACTBA, AIEKTpoHHBIE apxuBbl, Workflow  cucremsi,
ECM-cucremst.
4. Oransl BHeapeHusa COJI. JocTOBEpHOCTH 2JIEKTPOHHOTO JOKYMEHTA.
DJIeKTPOHHAS MOJIIUCH
B TOM 4nciie NPaKTHYECKUX U J1a00PATOPHBIX 3aHATHIT 2

IIpakTuyeckoe 3ansiTHE /.
3HAKOMCTBO C MPAKTUKOM BHEIPEHHS] CHUCTEMBI AJIEKTPOHHOIO JOKYMEHTO0OOpOTa

(CoN)




1 2 3 4
CamocrosiTesibHasi padoTa o0y4arommMxcst 4
9. HayuHo-uccnenoBaTenbCcKas qesTEILHOCTh CTy/IeHTa Ha Temy ~Pabota co
CIELIMAJIbHOM JTUTEpaTypOl U 311€KTpOHHBIMU UcTouHMKamu (Caiit Pocpeectpa).
[lepenava naGopManum 1Mo KOMIbIOTEPHBIM ceTsiM B COJ1”
Tema 10. Copepxxanue yueOHOro MaTepuaJia 2 OK 1-9
JlesioBO# A THKET B Tom unciie mpakTHYECKHUX M J1a00PATOPHBIX 3aHATHH 2 K 1.2-1.5
IIpakTuyeckoe 3ansaTHe 8 K 2.1, TIK 2.5
JenoBoii aTuker (ITUKET MHCbMa, TENE(POHHBIX IEPErOBOPOB, JJIEKTPOHHON IIOYTHI). IIK'4.1,TIK 4.3, TIK 4.6
OO61ure HOpMBI U TIpaBuiia 0hopMIIEHHUSI TEKCTOBOTO JOKyMeHTa. CocTaB peKBU3UTOB U
CTPYKTYpa JICTIOBBIX IMHCEM, MPABUJIA UX COCTABJICHHS U OPOPMIICHHS
CamocrosiTesibHasi padoTa 00y4al0IUXCH 2
10. Hanucanue pedepara Ha TeMY:
1. Poub TenedoHHOM CBSA3M B ACIOBOM OOIICHUH.
2. DTHKa J1e10BOro Tele)OHHOTO Pa3roBopa
3. CnyxeOnsrif TenedoH. OCHOBHBIE MTpaBUIIa MOIH30BAHUS
4. Crnenunduka MMCbMEHHOTO JIEJIOBOTO OOIIEHUS
5. KoHnukTHBIE cUTyanuu B 1€JI0BOM OOIIEHUHU
6. DTuUKeT nenoBoil Oecennl
7. DneMeHTBl PeueBOro 3THKEeTa: (HOPMBI OOIIECHHUS, U3II0KEHNE POCHO, BBIpAKEHUE
MIPU3HATEILHOCTH, CIOCOOBI aPTYMEHTAIIMH B JICJIOBBIX CUTYAIUsAX
8. BwusuTHas KapTOYKa U €e HCIOJIb30BaHHe
9. DTHKeTHBIE MpaBUia BeIeHUS TelIe(hOHHBIX Pa3roBOPOB
10. [paBuia BeaeHUsI JEIOBOM MEPENUCKU. BUIBI IETOBBIX MHCEM.
11. TpeGoBaHus K COCTaBICHUIO U OPOPMIICHHUIO CITY>KEOHBIX TOKYMEHTOB
12. DTukeTHbIE IpaBUIa U HOPMBI B padoTe ...
13. DTHKET IeTOBOM MEePETUCKU
14. DTuKeT 3NeKTPOHHON MOUTHI
15. DTuKa OTHOIICHU B CHCTEME «3aKa3YUK - UCTIOTHUTEIb)
AuddepeHnnpoBaHHbIi 3a4eT 2
| BCET'O 69




3. YCJIOBUSA PEAJIN3BALINU TPOT'PAMMBI TUCHHUITJIMHBI

3.1 Jlns peanuzauuu mporpamMmbl Y4eOHOM AMCHMILIUHBI TOJKHBI OBITH MPEIyCMOTPEHbI
CJIEIyIOILINE CIIEHUATIbHBIE TOMEILICHHUS:

Kabuner «/[okymenmayuonnozo obecneuenus ynpagieHus, IKOJIO2UYECKUX OCHO8
NpUpOOONONb306aHUA», OCHAIIICHHBII

- o0opynoBaHHEM: KOMIUIEKT y4yeOHoW wmebOenmn Ha 30 uyenoBek, pabouee MeCTO
IpenoiaBaTelis, 10CKa KJIacCHasl. IUIakaThl, HacTeHHas kapra «llonutnueckas kapra mupa» -1 wr.,
kapta CBepuioBckoi obmactu, muiaHmeTsl «lIpupoanbie pecypehl  UX KilacCU(UKAIUI), aTiiac
«OKOHOMHUYECKAsi U coluanbHasg reorpagus mMupa»-20 mT., y4eOHO-METOAMYECKUN KOMILIEKC,
pa3gaTouHBId MaTepuall, MaTepuall JUIsl pealn3alui 00pa30BaTeIbHOIO MpoIecca ¢ MPUMEHEHUEM
JUCTAaHIMOHHBIX TEXHOJIOTUH,

- TEeXHMYECKHMH CpPEJCTBAMHU OOYUYEHUS: MEPCOHANBHBIN KOMIbIOTEp OrneparroHHas
cuctema Windows XP/ Windows 7/ Windows Vista (maket mporpamm Microsoft Office, B Tom
yucie nporpamma st pabotsl ¢ Tekctamu MS WORD, nmporpamma moaroTroBKu M IpocMoTpa
npesedrauii MS PowerPoint) ¢ Bbeixomom B HHTEpHET, Mblillb, KIABHATypa, MPOCKTOP,
WHTEpPaKTUBHAS JIOCKA.

3.2 HNupopmanuoHHoe obecneyeHue peaaTn3aluu MporpaMmbl

Jns  peaymM3zanuu mporpamMmbl  OMOTMOTEYHBIH (OHJ 00pa3oBaTEIbHON OpraHU3aAlUU
JOJDKEH MMETh TNeYaTHBIE W/WIIHM DIIEKTPOHHBIE 00pa3oBaTelbHbIE M WH(POPMALMOHHBIE PECypCHI,
pexomennoBanHple DPYMO, nns wucnoip3oBaHuss B oOpaszoBaresnbHOM —mpouecce. [lpu
(dbopmupoBannu OMOIMOTEUHOrO (OHIA 00pa30BATEIILHON OpraHM3aIlei BHIOMpACTCS HE MEHee
OAHOI'0 M3JgaHusd M3 IMEPCUNCICHHBIX HUKC IMEYATHBIX H3I[aHPII>i n (I/IJII/I) OJICKTPOHHBIX I/I3[[aHI/Iﬁ B
Ka4eCTBE OCHOBHOTO, IIPH 3TOM CIIHCOK, MOXET OBITh JIOTTOJTHEH HOBBIMH U3IaHUSIMH.

3.2.1 OcHoBHBIE NeYATHBIE U3TAHUA

1. TOCT P 7.097-2016. Cucrema craHgapToB 10 uHPopManUK, OUOIUOTEUHOMY H
u3narenbckoMy Jeny. OpraHu3allMOHHO- paclopsiAMTENbHAs JOKyMeHTanus. TpebGoBaHMs K
opopmiieHn0 T0KyMeHTOB. — M.: Crannaptundopm, 2018.

2. TOCT P UCO 15489-1— 2007. Cucrema craHmapToB 1O WHGOpMAIUHU, OUOIMOTCUHOMY U
W3/1aTeNIbCKOMY JieiTy. YTpaBieHue fokyMenTamMu. O0mue tTpeOoBaHus

3. TOCT P 7.0.8-2013. Cwucrema craHmaptoB 1o uHpoOpManud, OHOIHMOTEUHOMY U
U3/1aTeNbCKOMY eny. Jlenonpon3BoacTBO U1 ApXUBHOE A€N0. TEpMHUHBI U ONPEIEICHMSL.

4. Tlpuka3z MunkynasTypbl Poccun ot 25.08.2010 N 558 (pen. ot 16.02.2016) "OO6 yTBepxaeHun
"[lepeuHsi TUNOBBIX YIPABJICHYECKUX APXUBHBIX JIOKYMEHTOB, 00pa3yloIIMXCs B IpoLecce
NEeSTeIbHOCTH  TOCYAApCTBEHHBIX OPraHoB, OpPraHOB MECTHOTO CaMOYIIpaBJIICHUS U
OpraHm3anuii, ¢ ykazaHueM CpokoB XpaHeHus" (3apeructpupoBaHo B Muniocte Poccuu
08.09.2010 N 18380)

5. bacakos, M.U., 3ameikosa, O.U. JlenonponsBoactBo —Yueounk — U3a. 14- e, mepepad. —
Pocros u/]] : ®ennxkc, 2014. — 376 ¢. — (Cpegnee mpodeccruoHaabHOE 00pa30BaHUE)

6. brkoBa, T. A. JlokyMeHTanmnoHHOEe OOECTIEYCHHE YIPABICHHS HETOCYAapCTBEHHBIX
opranm3anuii: yaeonoe nocobdue / T. A. Brikosa, JI. B. Cankuna. — 2-¢ u3j., nepepad. u JIO1I.
— Mocksa : UH®PA-M, 2020. — 302 c. + [domn. marepuansl [DIEKTPOHHBIN pecypc|. —
(Beicmiee obOpazoBanme: bakanaspuar). - ISBN 978-5-16-010379-2. — TekcT: 2J€KTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1072260.
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beikoBa, T. A. JlokyMeHTalIMOHHOE OOeCIICUCHHE YIIpaBIeHus (IeI0MPOU3BOACTBO) | yueOHOe
mocobue / T.A. beikoBa, T.B. Ky3uenosa, JI.B. Cankuna ; mox o6 pea. T.B. Kysuenosoii. —
2-¢ u3n., nepepad. u mon. — MockBa : UHOPA-M, 2021. — 304 c. + Jlon. Marepuansl
[DnexTponnsiii pecypc]. — (Cpennee mpodeccuonanbHoe obpazoBanue). - ISBN 978-5-16-
013913-5. - Tekcr: anexrponnsiii. - URL:https://znanium.com/catalog/product/1141796
I'magwii, E. B. JlokymeHTanimonHoe odecniedenue ynpasienus: yaeonoe mocooue / E.B.
I'maguii. — Mocksa: PUOP : UHOPA-M, 2020. — 249 c. — (Cpennee npodeccruoHaabHOe
obpazosanue). — DOI: https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. -Tekcr:
anekTponHsbii. - URL: https://znanium.com/catalog/product/1065817

3.2.2 OcHOBHBIE YJIEKTPOHHbIE U3TAHUSA

Henonpou3BoacTBO +  [DJNEKTpOHHBIM  pecypc]: calT 1Mo  JIeTONpPOU3BOJCTBY/
www.delpro.narod.ru. - Pexxum mocrtyma - http://www.delpro.narod.ru, cBo6oambIii. — 3ari.
C DKpaHa.

[leHTp KOMNETEHLMU IO BOMPOCAM JOKYMEHTAIIMOHHOTO OOeCHe4YeHUs YMpaBICHUS
[D7eKTpOHHBIH pecypc]: SHIMKIONEAS AeIoNpou3BoAcTBa / Www.edou.ru. - Pexum
nocryna - http://www.edou.ru/enc/index.php, cBo6oaHbIit. — 3ari. ¢ 3kpaHa

OdunmanbHbIA cant WM3narenscTBa «busznec-ApceHan.
«/lenonmpons3BoICTBO UM JTOKyMEHTOOOOpOT Ha mnpeamnpusatun». Dopma gocryma:
http://www.delo-press.ru/

[Topran gna  pykoBoauteneir cuayx6 JOY wu  cekperapeid Bcex  YpOBHEM
http://www.sekretariat.ru/

CaiiT 1Mo KaJpoBOMY JEJIONPOU3BOACTBY [DJIEKTpOHHBIA pecypc]: Www.kadrovik-
praktik.ru. - Pexxum noctyna - http://www.kadrovik- praktik.ru/
http://bibliotekar.ru/deloproizvodstvo-2/index.htm

http://www.window.edu.ru/

Caiit npodeccHOHATBLHOTO H31aTebCTBA [DIEKTPOHHBIN pecype]: Www.profiz.ru.- Pexum
nocrymna - https://www.profiz.ru/, ceoboaubIii. — 3ari. ¢ skpaHa

3.2.3 JlonoJHUTEIbHbIE HCTOYHHKH

Jlenonpou3BoACTBO M JOKYMEHTOOOOPOT Ha MPEPUITUH

Pexxum noctyna: https://delo-press.ru/journals/documents/
CexkpeTapckoe Je7o.

Pexxum mocryna: http://www.sekretarskoe-delo.ru/

CoBpeMeHHbBIE TEXHOJIOTHH JISTIOTPOU3BOJICTBA U IOKYMEHTO000pOTA.
Pexxum noctyna: https://e.deloprost.ru/

CrnipaBoYHUK ceKpeTaps

Pexxum noctyna: https://e.sekretaria.ru/

Kypnan o COL]

Pexxum nocryma: https://ecm-journal.ru/SpecDOU

XKypnan «/lenonpon3BoICTBO U JOKYMEHTOO00POT
Pexxum nmocryna: http:/www.sekretar-info.ru
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4. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOW JUCHUATIIMHBI

“JlokyMeHTALIMOHHOE o0ecrneyeHune ynpapjaeHus”’

Pesynomamol 00yuenusn

Kpumepuu OUECHKU

Memoowl ouenku

3HAHUA:

MMOHATHE, IEJIH, 3aJaUN U
MIPUHLIUIIBI
JIEIIOITPON3BOJICTBA;

OCHOBHBIC ITOHATHS
JAOKYMCHTAIIUOHHOT'O
obecnieueHus YIpaBJICHUA,

CHUCTCMbI
JIOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBJIeHuUs;

KJ1IacCU(PUKALTHIO
JIOKYMEHTOB;

TpeOOBaHUS K
COCTABIICHUIO U
0(hOPMIICHHUIO
JIOKYMEHTOB;

OpraHu3aIuio
JIOKYMEHTO000POTa: MPHUEM,
00paboTKy, perucTpalmio,
KOHTPOJIb, XpaHECHUE
JIOKYMEHTOB, HOMEHKIIATYPy
Jedt.

YMEHUA:

oopMIIATH
JOKYMEHTAITUIO B
COOTBETCTBUHU C
HOPMAaTHBHOM 0a30i,
UCTIONb3YS
MH(pOpPMallMOHHbIE
TEXHOJIOTUH;

OCYLLIECTBIIATh
aBTOMAaTHU3aLUIO
00pabOTKH JJOKYMEHTOB,;

YHUDUIIMPOBATH CUCTEMBI
JIOKyYMEHTALlUH;
OCYIIECTBIISATh XPAHEHUE U
MOUCK JOKYMEHTOB;
HCIIOJIB30BaTh
TEJIEKOMMYHHUKAMOHHBIE
TEXHOJIOTHH B

HIIEKTPOHHOM
JIOKYMEHTO000poTe

«Omauyno» - 3a TTyO0KOE
Y TIOJIHOE OBJIQJICHHE
coJiep>KaHueM y4yeOHOro
Matepuaia, B KOTOpoM
CTYIEHT JIETKO
OpUEHTHUPYETCSI, yMEHHE
CBSI3bIBATH TEOPHIO C
MIPaKTHKOM, peraTh
MPaKTUYECKHUE 3aa4H,
YMCHHE BBICKA3bIBATh U
000CHOBBIBATh CBOU
CY>KICHHSI, TPaMOTHOE,
JIOTUYECKOE U3II0KEHUE
OTBETa, KAYECTBEHHOE
BHeIIIHee 0(hOPMIICHHE /1St
MUCHMEHHON (hOPMBI/.
«Xopouio» - 3a IIOIHOE
OCBOCHHE MaTepuaa,
BJIAJICHUE TTOHATHIHBIM
anmnapaToM, OpUEHTAIUIO B
M3yYEHHOM MaTepuaie,
OCO3HaHHOE MPUMEHEHHE
3HAHUU I pelleHus
MPaKTUYECKHUX 3a/1a4,
TPaMOTHOE U3JI0KEHUE
OTBETA, HO COJICpKAHUE U
dbopma oTBeTa UMEET
HEKOTOPBIE HETOUHOCTH.
«Yoosnemsopumenvro» —
CTYIEHT OOHapyKUBaeT
3HAHHE U TIOHUMaHUe
OCHOBHBIX TOJIOKEHUI

y4eOHOro Marepuana, Ho
W3JIaraeT ero HeIloJHo,
HETIOCJIEI0BATEIBHO,
JIOITYCKAaeT HETOYHOCTH B
ONPEACIICHUU TTOHATHI, B
NIPUMEHEHUN 3HaHUU AJIs
pelIeHns MPaKTHYECKUX
3a/1a4, HE yMeeT

TEKYIIHUHA KOHTPOJIb,
cobeceI0BaHuE;
YCTHBIM U TUCBMEHHBIN
OIIpOC;

(bpoHTaIBHBIH OIIPOC B
dbopme Gecenbr,
TECTUPOBAHUE;

OLIEHKa aKTUBHOCTHU Ha
3aHATHX;
B3alMOIIPOBEPKA U
B3aMMOOIICHKA;
caMOIIpOBEpKa 1
CaMOOLICHKA;

olleHKa peeparos,
MPE3EHTAaLHM.

OLIEHKa pe3yJIbTaToOB
BBITIOJTHEHUS
PAKTUYECKON paboTHI;
JKCIIEPTHOE
HaOJII0/IEHUE 3a XOJI0M
BBITMIOJTHEHUS
pPaKTUYECKOH paboThl,
JKCIIEPTHAsSI OLICHKA
BBINOJIHEHUS
WHIUBUAYAIbHBIX U
IPyIIOBBIX
MIPAKTUYECKUX 3a/IaHUN;
9KCIIEPTHAsSI OLIEHKA
BBITIOJIHEHUS
BHEAYyIUTOPHOMN
CaMOCTOATEIILHOU
paboTsl;

TECTOBBIE 3a/1aHUS,;
mddepeHpoBaHHbII
3a4er
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0Ka3areabHO 000CHOBATH
CBOM CY)KJICHUS.

«Heyoosnemeopumenovro» —
CTYJICHT UMEET
pa3pO3HECHHbIE
OeccucTeMHbBIC 3HAHUS, HE
YMEET BBIICIATH TJIABHOE U
BTOPOCTENEHHOE, JOIMYCKAeT
OIMUOKH B OIIPEICTICHUN
MOHSATHH, HCKaXKAIOIIHNE X
CMBICII, O€CTIOPSAIOYHO U
HEYBEPEHHO M3J1araer
Marepuail, He MOKET
MPUMEHSATD 3HAHUS TSI
pelLIeHUS MPAKTUYECKUX
3ajad.
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OK O0I. BeiOupare crmocoObl pemeHus 3anad  HpoPecCHOHATBHON  JesTeIbHOCTH
MIPUMEHUTEIHHO K Pa3IMYHbIM KOHTEKCTaM;

OK 02. Hcrnosnb3oBaTb COBPEMEHHBIE CpPEJCTBA IIOMCKA, aHalIM3a W HUHTEPIPETALUU
uHpopmanuy, ¥ HHPOPMALMOHHBIE TEXHOJOTHM JUIsl BBINOJHEHHUS 3aqad MpodeccrnoHalbHOMI
NESITENIbHOCTH;

OK 03. IlnmanupoBaTh ¥ peaau30BBIBATh COOCTBEHHOE MPO(ECCHOHATBLHOE U JTMYHOCTHOE
pa3BUTHE, NPEANPHHUMATEIBCKYIO NEATEILHOCTh B MpPO(ECCHOHATBHON cdepe, UCIOIb30BaTh
3HAHUA 110 PUHAHCOBOI IPAMOTHOCTHU B PA3JIMYHBIX KU3HEHHBIX CUTYAIIHUSX;

OK 04. DddexTnBHO B3aMMOACHCTBOBATH M pab0TaTh B KOJUIEKTUBE 1 KOMAH/IE;

OK 05. OcyiiecTBisTh YCTHYIO M NMHUCbMEHHYIO KOMMYHHUKAIMIO Ha TOCYJapCTBEHHOM
si3bike Poccutickoii denepaiiii ¢ y4eToM 0COOCHHOCTEN COIMAIbHOTO U KYJIBTYPHOTO KOHTEKCTA,

OK 06. [IlposiBaATh TpaKIAHCKO-TIATPUOTUYECKYID MO3ULHI0, JEMOHCTPUPOBATH
OCO3HAaHHOE TIOBEJICHUE HAa OCHOBE TPAJUIIMOHHBIX OOIIEUEIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE C
Y4eTOM TapMOHHM3AlUU MEXKHAIIMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOILIEHUH, MNpPUMEHSTH
CTaHJIapThl aHTUKOPPYILIMOHHOI'O TIOBEJICHUS;

OK 07. CogeiicTBOBaTh COXpPAaHEHHUIO OKPYXKAlOUIEH Cpeapl, pecypcocOepeskeHuIo,
MPUMEHSTH 3HaHUs 00 N3MEHEHUHU KIIMMATa, PUHIIMITBI OEPEXIIMBOTO MPOU3BOCTBA, 3(pPeKTHBHO
JIeIICTBOBAThH B YPE3BBIYANHBIX CUTYAIUSX;

OK 08. Hcnonp3oBare cpeactBa (U3NIECKON KyIbTYyphl /Ui COXPAaHEHHUS U YKPETUICHHS
3JI0pOBbA B Ipoliecce MpodhecCHOHANbHON NeATeIbHOCTH U MOJIepKaHUSI HEOOXOAUMOTO YPOBHS
(bu3NIECKOil MOATOTOBICHHOCTH;

OK 09. Ilonp3oBaThecsi mpodeccHOHATBHOM JOKyMEHTAllMe Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3BIKAX).

IIK 1.1. CocTaBnsaTh 3eMeIbHBIN OaJlaHC palioHa.

I1K 1.2. IlogroraBnuBarh JOKyMEHTALNIO, HEOOXOJUMYO JUIsl IPUHATHUS YIIPaBIEHYECKUX
peuIeHui 10 IKCIUTYaTallly U Pa3BUTHIO TEPPUTOPHIA.

1K 1.3. 'oTOBUTH NpeIoKeHus MO ONpeIeIEHUI0 S3KOHOMUYEeCKOoH 3(ppekTHuBHOCTH
HCII0JIb30BAaHUSI UMEIOLIETr0Cs] HEIBUKUMOTO UMYIIIECTBA.

I1K 1.4. YyacTBOBaTh B IPOEKTUPOBAHUH U AHATU3€ COLUATIBbHO-IKOHOMUYECKOTO PAa3BUTHS
TEPPUTOPUH.

[IK 1.5. OcymiecTBasiTh MOHUTOPUHT 3€MEJIb TEPPUTOPHH.

[1K 2.1. BBIMOTHATE KOMIUIEKC KaJaCTPOBBIX MPOIETYP.

1K 2.2. Onpenensars KaJacCTpOBYIO CTOUMOCTD 3€METIb.

[1K 2.3. BeIMOHATH KaJaCTPOBYIO CHEMKY.

1K 2.4. OcymiecTBiasTh KaJaCTPOBBIM U TEXHUYECKUH YUeT 0O0bEKTOB HEABHUKMMOCTH.

I1K 3.1. BeinmonHATs paboThl O KapTorpado-reoje3uueckoMmy 00ecredeHnto TeppuTopuii,
c03/1aBaTh rpaduuecKkrue MaTepuanbl.

I1K 3.2. Ucnosib30BaTh TOCYAAPCTBEHHBIE I'€0IC3NYECKUE CETU U UHBIE CETH ISt
MIPOU3BO/ICTBA KapTorpago-reoie3nueckux pador.

1K 3.3. Vicnionb30BaTh B MPAKTUYECKOM IEATEIBHOCTH FeOUH(DOPMAIIMOHHBIE CUCTEMBI.

I1IK 3.4. Onpenensars KOOPAUHATHI TPAHUI] 3€MEJIbHBIX YYACTKOB U BBIYUCIISATH MX IUTONIAIH.

1K 3.5. BBINONHATE MOBEPKY M FOCTUPOBKY I'€0J1€3UNYECKUX TPHUOOPOB U HHCTPYMEHTOB

[1K 4.1. OcymiectBnsaTh c60p 1 00pabOTKy HEOOXOAUMON U TOCTATOYHON HHPOpMauu 00
00BEKTE OLIEHKH U aHAIIOTUYHBIX 0OBEKTaX.

[1K 4.2. ITpon3BOAUTH pacueThl MO OLeHKE 0ObEKTa OLEHKH Ha OCHOBE MMPUMEHUMBIX
MIOJIXOJIOB U METO/IOB OLIEHKH.

[1K 4.3. O6061maTth pe3yabTaThl, MOIyYEeHHBIE TIOIX0/IaMU, U JaBaTh 000CHOBAaHHOE
3aKJIF0UEHNE 00 UTOTOBOM BEIMYNHE CTOUMOCTHA 00BEKTA OI[EHKH.
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I1K 4.4. PaccunThIBaTh CMETHYIO CTOUMOCTD 3/1aHUI U COOPY>KEHUH B COOTBETCTBHUH C
JEHCTBYIOIIMMU HOPMaTUBaMH U IPUMEHSIEMBIMU METOAUKAMHU.

I1K 4.5. KnaccuduuupoBaTh 3/1aHUS U COOPY>KCHHS B COOTBETCTBUH C MPUHATON
TUIIOJIOTUEN.

[1K 4.6. OdopMIIATH OLIEHOYHYIO JOKYMEHTAIIHIO B COOTBETCTBUH C TPEOOBAHUSIMHU
HOPMATHUBHBIX aKTOB, PEr'yJIUPYIOLIMX IPAaBOOTHOIIEHUS B 3TOH 001aCTH.
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