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ITACIIOPT PABOYEN ITPOTPAMMBI YYEBHON
NTUCLHUIIJINHBI

CTPYKTYPA U COAEP KAHUE YYEBHOH
NTUCLHUIIJINHBI

COILEPKAHHUE

CTpaHHuIa

4

YCJIOBUS PEATTU3AIIMUA PABOYE ITPOTPAMMBI 11
YYEBHOM JUCHUATIIMHBI
KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS 13
YYEBHOM JJUCHUATIIMHBI




TAIIOY HAO N CTO CMK 4.2.01 - 2022
YIIPABJIEHME JOKYMEHTALIUE

«UMK» JIucr 4/15

1. TACHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JJUCHUILJIAHBI OI1.05
JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6sn1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

PabGouas mnporpamma y4eOHOM AMCUMILIMHBI pa3paboTaHa Ha OCHOBE
®denepadbHOTO  TOCYIAPCTBEHHOTO  00pa30BaTENIbHOTO  CTaHAapTa  CPEAHEro
npodeccuonanbaoro obopaszosanus (manee ®I'OC CIIO) mo cnermansHocTr 21.02.05
3eMeIbHO-UMYLIECTBEHHbIE OTHOIIEHMS] YKPYIMHEHHOW TpyMmbl CHEHHAIbHOCTEN
21.00.00 IlpuknagHasi T€OJOTHsl, TOPHOE JEJI0O, HEPTEra3oBoe JMAEIO0 M Teo/Ae3us
HaIpaBJeHUs NOJroTOBKU MH)XeHepHoe /1e710, TEXHOJIOTHH U TEXHUYECKUE HAYKHU.

Pabouass mporpamMmma yudeOHON IHUCHMIUIMHBI MOKeT ObITH MCIOJb30BAHA B
JOTIOJIHUTENBHOM MpOo(hecCHOHaIbHOM 00pa30BaHMUM, MPH TMOBBIIICHUN KBalIU(PUKAILIUN
0 JIOJDKHOCTSAM ciykamux 12264 3emuenen, 12266 3emmekorn, 22572 Umxkenep mo
3EMJICYCTPOUCTBY.

1.2. Mecto mucuumiuabl B cTpyktype HIICC3: npodeccnoHalbHBIN ITUKIL.

1.3. Hdean U 3aga4M JMCHUIVIMHBI — TPeOOBAHUSA K Pe3yJIbTATAM OCBOCHHS
AUCUMILTHHBI

Heas:
- MPUOOPETEHUE CTYACHTAMH TEOPETUUECKUX 3HAHUH M MPAKTHYSCKHUX
YMEHHI B 00J1aCTH IOKYMEHTAIIMOHHOT'O 00ECIICUEHHUSI YIIPABJICHUS.

3amauu:

- pa3BUBaTh HaBBIKM 3(P(HEKTUBHOTO HCIIOIB30BAHMS JOKYMECHTAIIHOHHOTO
oOecrieueHus yIpaBiIeHHs, HEOOXOIUMBIX JJIsl paOOThI;

- HAy4YUTh HCIIOJIB30BaTh 3HAHWA B OOJACTH  JTOKYMEHTAIlMOHHOTO

oOecrieueHus ypaBJICHUS.

B pe3ynbTaTe 0CBOSHHS IUCHUIUIMHBI O0YYaIOUIUICS J0JKEH YMETh:

— oQopMIIATh JOKYMEHTAIlMI0O B COOTBETCTBUM C HOPMAaTHUBHOW 0a3oii, B TOM
YHCJIe UCTIONB3YS MH(OPMAIIMOHHBIE TEXHOJIOTUH;

—  OCYHIECTBJIATh ABTOMATHU3AIMIO OOPAOOTKU TOKYMEHTOB;

— YHU(UIHUPOBATH CUCTEMBI JOKYMEHTAIUH;

— OCYHICCTBIIATH XPaHCHUC N IOUCK JOKYMCHTOB,
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—  OCYILIECTBIISATh aBTOMATU3AINI0 00paOOTKH TOKYMEHTOB;
— HCHOJIb30BaTh TEJIEKOMMYHUKAIMOHHBIE TEXHOJIOTMU B  BJEKTPOHHOM
JTIOKyMEHTOOOO0pOTE;

B pe3ynbTaTe OCBOCHHS TUCIUTUIMHEI 00YYaIONIHIACS M0JIK€eH 3HATD:

— TIOHATHE, I, 331a4U ¥ IPUHITUIIBI JSTOTPON3BOICTBA;

— OCHOBHBIC MTOHATHUS JOKYMEHTAIITMOHHOTO 00ECTICUCHUS YITPABJICHMUS;

— CHCTEMBI JJOKYMEHTAIIMOHHOTO 00eCTIeUeHHS YITPABJICHNUS;

—  KJIacCU(UKAIUIO JOKYMEHTOB;

— TpeOOBaHMSI K COCTABIICHUIO ¥ O(DOPMIICHHIO JOKYMEHTOB;

— OpraHu3aluio JOKyMEHTOOOOpOTa: TmpHeM, o0paboTKy, perucrpamuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIIATYpY JCII.

1.4. Kosin4ecTBO 4aCOB Ha OCBOCHHE MPOIrPAMMBI M CHUILIHHbI:

MAKCUMATILHOU Y4eOHOU Hazpy3Ku obyuaroujecocss 96 4acoB, B TOM YHCIIE:
00s13aTeTbHON ayIUTOPHON y4eOHOM Harpy3ku oOydaromerocs — 64 Jaca;
CaMOCTOATENBbHOM paboThl 0OyyJaromerocs — 32 yaca.
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2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHOUILJINHBI

2.1. O0beM yueOHOM JUCHUIIMHBLI U BUIbI YUeOHOH padoThl

Bup yuedHoii paboThbl

O0beM yacoB

MakcuMaJibHasl y4eOHas HAarpy3Ka (Bcero)

96

Oobsi3aTesbHAs ayAMTOPHAs yuyeOHas Harpy3Ka (Bcero)

64

B TOM YHCIJIC:

nabopaTopHEIE PabOTHI

0

TIPAKTUYICCKUEC 3aHATUA

30

KOHTPOJIbHEIE PaOOTHI

0

KypcoBast paboTa (IIpOeKT)

0

CamocTosiTe1bHasi padoTa o0yualouierocs (Bcero)

32

B TOM YHCIJIC:

camocTosTeNTbHas paboTa Hall KypcoBO# paboToi (TIPOEKTOM)

- CTaHOBICHHE Jelonpou3BoacTBa B Poccun; Mecto M poiab ITOKYMEHTHL
CocTaBlicHUE CXEMBI;

- O03HAKOMJICHHE C KJIacCHQUKATOpaMH W YHH(MULUPOBAHHBIMU CHCTEMaMH
JOKYMEHTALIHY;

- oopMIICHHE OCHOBHEIX peKBH3HTOB B cooTBeTcTBUU ¢ [OCT P 7.0.97-2016

- cocTaBiieHUE U 0()OPMIICHUE IPOTOKOIA;

- cocTaBiIeHUE U 0(OPMIICHUE aKTa;

- cocTaBlieHUE U 0(OPMIICHUE TeJIerPaMMBl, TelleOHOrPaMMBI;

- COCTaBJICHHE NHChbMa-0TBETA, FAPAHTUIHHOTO MICHMa;

- 00paboTKa BXOAAIIEH KOPPECIIOHACHIIUM;

- ohopMIIeHHE JOKYMEHTOB Ha KOHTPOJIE;

- o(hopMIICHHE 3asIBIICHUS, PE3FOME;

- o(hopMIICHHE TUCUUILTHHAPHOTO B3BICKAHUS;

- NOPAROK pabGoThl HCIIONHUTENCH ¢ KOH(QHUICHUMATBHBIMH JOKYMEHTAMH |
CBEICHHUSAMME;

- IOATOTOBKA JOKYMEHTOB K apXUBHOMY XPaHEHHIO;

- HOPSJOK OATOTOBKY M Tepeaun oOpalieHnii rpax/JjaH Ha XpaHeHHUE,;

- IUIAHUPOBAHUE OPraHU3alMK ABTOMATH3MPOBAHHOTO paboyero Mecra;

- NOATOTOBKA K TU(depeHIIMpOBaHHOMY 3a4eTy.

N

NN NDNDNDDNDDNDN

NN DNDN

Hrorosas arrecraius B Gopme AudpdhepeHuupoBaHHOIO 3a4eTa
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2.2. Temaruyeckuii mjaaH u coaep:xkanue yuyeOHoii gucuumiudabl OIL0S JOKYMEHTAIIMOHHOE
OBECIIEYEHUE YIIPABJIEHUSA
Coneprkanue y4eGHOT0 MaTepHaJia, 1adopaTopHble padoThl H NPAKTHYECKHe 3aHATHS, O6bem | Yposenn
HaumeHoBaHue pa3aeioB U TeM
caMocTosiTe/IbHAsA padoTa 00y4yaronIuxcs, KypcoBasi pa6ora (IIpoeKT) 4acoB | OCBOEHMA
1 2 3 4
PA3IEJI 1. Opranuszanus
ynpaBJeH4ecKoii AesiTeJTbHOCTH 1
eé nHGOPMALMOHHON NOAAEPKKH
Tema 1.1. YrpaBiieHueckas u Coaep:xanue yueOHOT0 MaTepuasia 2
o(HCHAs JeATeJbHOCTH. 1. bazoBble MOHATHS yNpaBICHYECKOH NESATENHLHOCTH. JJOKYMEHT M €r0 XapaKTepUCTHKH. YTpaBJICHHE 1
OcHOBHbIE TOHATHS JnokyMmeHTamu. CrcTtemMa ynpaBieHHs JOKYMEHTaMU.
JOKYMEHTHPOBAHHS JlaGopaTopHble pagoThI 0
yIpaBJeH4YeCKOii 1esiTeJIbHOCTH IpakTHyecKue 3aHATHS 0
KonTpoabnbie padoTsl 0
CamocTosiTe1bHast padoTa 00y4Yarouuxcs 2
1. | CranoBienue nenonpoun3BoacTsa B Poccuu. Mecto u ponb nokymeHTa. COCTaBICHHE CXEMBI.
Tema 1.2. HopmatuBno-npaBoBasi | Coaepxxanue yueGHOro MaTepuania 2
6a3a IOKyMEHTHPOBAHUA 1. Cranmaptel B JOKYMEHTHPOBAHWH  YIPABICHYECKOH  nestenbHocTH. Kitaccudukaropelr u 1
yIIpaBJIeH'—[eCKOﬁ eATEeJHLHOCTH. yHI/I(I)I/ILII/IpOBaHHI)Ie CUCTEMbI TOKYMCHTAIIH.
JlaGopaTopHbie paGoThI 0
IpakTnyeckne 3aHATHSA 0
KonTpoabHbie padoThl 0
CamocrosiTesibHAast padoTa 00y4arOUIUXCS 2
1. O3HakoMJIeHHE C KJIacCH(UKaTOpaMy M YHU(DHUIIMPOBAHHBIMU CHCTEMaMH JIOKYMEHTALIHH.
Pa3znen 2. OcHoOBHBIE BUIBI H 16
CHCTeMBbI yIpaBJIeHYeCKOii
JAOKYMEHTAIIMM M NPABUJIA eé
odopmiieHus.
Tema 2.1. bianku u cocras Coaep:xkanue yue0OHOT0 MaTepuasa 2
PEBHINTOB yHpaBJICHHAECIHX 1. O6ure Tpe6oBaHUS K IOPUANIECKOI crite U 0(OPMIICHHIO TOKYMEHTOB. TpeGoBaHuUs K 0(OPMIICHHIO 1
AIOKYMEHTOB H PpaBIIa UX YIPaBJICHYCCKUX JOKYMCHTOB. bnank JJOKYMCHTA U €T0 Pa3HOBUJTHOCTH.
opopmrennst JlaGopaTopHbie paGoThI 0
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IIpakTHyeckne 3aHATHA 2
1. | CocraBnenue o0miero OnaHKa OpraHW3allMy C YIJIOBBIM U IIPOJMOJIBHBIM BapHaHTaMH PacIOI0KEHHS
peKxBU3HUTOB Ha opmaTe A4

KonTpoabHbie padoThl 0

CamocTosiTe1bHAsI padoTa 00y4YaroLuxcst 2

1. | Odopmirenrie 0CHOBHBIX pekBH3UTOB B cooTBeTcTBUU ¢ [OCT P 7.0.97-2016
Tema 2.2. OcoGeHHOCTH ConepaxaHue y4eGHOI0 MaTepHuaJja 2
odopmiieHust Haudoee 1 [TpoTOKOINBI, aKThI, IOKJIAIHBIC U OOBSCHUTEIBHBIC 3aIIMCKH, 3asBICHHS, CIIPaBKU. PacriopsaurenpHble 2
PacnpoCcTpaHCHHBIX BUI0B JIOKyMeHThI. OpraHu3alMOHHO-PACIOPSAUTENIbHBIE TOKYMEHTHI.
OpPraHM3allMOHHO- JlaGopaTopHbie paGoThI 0
PACTIOPSTMTENBHBIX TI0KYMEHTOB. | [IpakTHdecKue 3aHATHSI 4

1. Cocrasnenue u opopmieHue HHOOPMAHOHHO-CIIPABOYHBIX JOKYMEHTOB.

2. CocraBneHue 1 0QOpPMIICHHE PACTIOPSIIUTEIBLHON TOKYMEHTAIIUH.

KonTpoabubie padoTsl 0

CamocTosiTe1bHast padoTa 00y4Yarouuxcst 4

1. CocraBieHue 1 0QpOpMIICHHE IIPOTOKOJIA

2. CocraBnenue u ohoOpMIICHHE aKTa
Pa3gen 3. CinyxkeOHast u qes1oBast 14
KOpPPeCnoH/AeHIHS.
Tema 3.1. [IucbmMenHasn Coaep:xanue yueOHOT0 MaTepuasia 2
KOPPeCIOHIeHIIHSI. 1. JlocraBka W HOCHTENM NHCHBMEHHOH KoppecnoHaeHunu. @Dopmarsl Oymarn i HHCBMEHHOMN 2
Koppecnongenuus, KOppeCIoHJeHIIMH. Teserpammbl, TeneoHOrpaMMbl, (akcorpaMMbl, COOOIICHUS 3IIEKTPOHHOMN
nepeaaBaemMasi o KaHaJIaM TIOYTHI.
CBSI3M. JlaGopaTopHblie padoThI 0

IIpakTuyeckue 3aHATUS 2

1. ‘ CocraBnenue 1 0QpopMIICHHE TeIePOHOTPAMMBI

KonTponbnbie padoThl 0

CamocrosiTe1bHast padoTa 00y4alomuxcs 2

1 | CocraBieHne 1 0pOpMIICHHE TeIeTPAMMBI.
Tema 3.2. Buas!l u pasHoBuanoctu | Cogepixxanue y4e0HOro Marepuasa 4
CJTYsKeOHBIX M AeJOBBIX IMHCEM. 1. ITucema, cBsi3aHHBIE ¢ pacmpocTpaHneHneM uHGopmanuu. [IuckMa, cBS3aHHBIE ¢ OOpalICHUSIMH TIO 2

MOBOJTY T€X WU UHBIX JAeiicTBuil. [IuceMa-0TBETHI.
2. ITucema MPETCH3UOHHOI'0 XapaKkTepa. HI/ICBMa, CBA3aHHBIC C BBIPAKCHUCM BHUMAHWA M yJaCTUA.




TAIIOY YAO
«UMK)»

. CTO CMK 4.2.01 - 2022
YIPABJIEHUE JOKYMEHTAIIMEN

JIuer 9/15
| Pexomennarensroe muchMo. COMPOBOITENHHOE TTHCHMO.
JlaGopaTopHble paGoThI 0
IIpakTuyeckune 3aHATHS 2
1. | Cocrasnenne 1 0pOpMIICHUE CITy)KEOHBIX IMTHCEM.
CaMocTosiTe1bHast padoTa 00y4alouuXCs 2
1. CocraBiieHHE ITMCbMa-0TBETA, TAPAHTUITHOTO THChMa
Pa3gen 4. Opranuzanus Tekyuiei 16
PadoThI ¢ JOKYMEHTaAMH
Tema 4.1. Opranuzanus Copep:xaHue yueOHOT0 MaTepuaJia 4
JAOKYyMEHT0060poTa 1. [loHsATHE W XapaKTepUCTHKA JOKyMEHTO0OOpOoTa. OKCIEAWIMOHHAs 00paboTka MOCTyHaromei 2
KoppecnonaeHuy. [IpeaBapuresisHOE pacCMOTPEHUE JOKYMEHTOB.
2. PaccMoTpeHune KoppecnoHAeHIMH pyKkoBomuteneM. Ilepenaua JOKyMEHTOB B CTPYKTYpHbIE
noapasaeneHus. O0paboTka OTIPaBIACMON TOKYMEHTALIUH.
JlaGopaTopHbie padoThI 0
IpakTHyeckne 3aHATHSA 2
1. | OdopmiteHre )XypHaIOB yueTa BXOISIIUX, UCXOJSIIUX U BHYTPEHHUX IOKYMEHTOB.
KonTpoabnbie padoThl 0
CamocrosiTesibHAst padoTa 00y4arOUIUXCSH 2
1. | O6paboTka BXOJIIEi KOPPECTIOHACHITHH
Tema 4.2. Peructpanus u Copep:xaHue y4e0HOT0 MaTepuaJia 2
KOHTPOJIb UCIIOJTHEHUS 1. Perucrpanus noxkymentoB. MHaekc nokymenta. @opmbl perucTpanuu AJ0KyMeHToB. Llenu u ypoBHU 2
JTOKYMEHTOB KOHTPOJIA HCIIOJTHCHUA. CpOKI/I HCIIOJIHCHUA, TOCTAaHOBKAa JOKYMECHTAa Ha KOHTPOJIb W CHATHUEC C
KOHTPOJISL.
JlaGopaTopHbie paGoThI 0
IIpakTuyeckue 3aHATUS 2
1. | IlocTaHoBKa JOKYMEHTa Ha KOHTPOJIb U CHATUE C KOHTPOJIS
KonTpoabnbie padoTsl 0
CamocrosiTe1bHast padoTa 00y4alonuXcs 2
1. | OdopmiieHre JOKYMEHTOB Ha KOHTPOJIE.
Tema 4.3. Opranu3anuoHHoOe Copep:xaHue yue0HOr0 MaTepuaJia 2
NOCTPOEHHE CIaYKObI 1. OpraHuzanvoHHasl CTPYKTypa CIyXObl JOKYMEHTAIlMOHHOTO o0ecredueHus: ymnpaBieHus. DopMbl 2
0KYMEHTALHOHHOTO OpraHM3aly  JOKYMEHTallUOHHOTO  obOecnedeHust  ynpasnenue. [lonokeHue o  ciyxo0e
JIOKYMEHTAIIHOHHOT'O 00ECTIEYEHUsI YIIPABICHUSL.
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obecneyeHUs ynpaBJIeHUs JlaGopaTopHbie padoThl 0
IIpakTuyeckue 3aHATHSA 0
CamocTosiTe1bHAsI padoTa 00y4Yarouuxcst 0
Paznesn S. OcoGeHHOCTH 20
OPraHu3alMH JOKAJbHBIX CHCTEM
PadoThI ¢ JOKYMEHTaAMH
Tema 5.1. Opranuszanus padorsl ¢ | Coaep:kanue yueGHOro MaTepuaJia 2
0o0panieHUsIMH I'PaKIaH 1. [TpaBoBast 6aza paboThl C oOOpamieHUsIMH TpakaaH. TpeOoBaHHsS K O(QOPMIICHHIO OOpaIeHHH. 2
Peructparust oopamieHuii rpaxxaan. KoHTpoub 3a paccMOTpeHHEeM 00pallieHui rpaxiaH.
JlaGopaTopHbie padoThI 0
IpakTHyeckne 3aHATHSA 2
1. [Mopsinok 0OpaOOTKH OOpalleHUs TPaXKIaH.
KonTpoabHbie padoThl 0
CamocrosiTesibHasi padora 00y4arouuxcs 0
Tema 5.2. JlokyMeHTHPOBaHHE Coaep:xkanue yueOHOT0 MaTepuasia 2
padoThI ¢ MEPCOHATIOM 1. Kommeke xaznpoBoit JokyMeHTaun. JlJokyMEeHTHpOBaHUE: IpueMa Ha paboTy, IepeBo/ia, MOOMIPEHNS 2
N HAJIOXKCHHUA JUCHUIUIMHAPHOTO B3bICKaHHA, YBOJIbHCHUS. CDOpMPIpOBaHI/Ie JJMYHOTO AcJia
COTPYAHHUKA.
JladopaTopHble padoThl 0
IpakTnyeckne 3aHATHSA 4
1. OdopmiteHne THIHOH KapTOuku Gopma T-2
2. OdopmiieHre pUKasa Mo JMIHOMY COCTaBY
KonTpoabHbie padoThl 0
CamocrosiTesibHAast padoTa 00y4arOUIUXCS 4
1. OdopmiieHne 3asBIeHUS, PE3IOMe
2. OdopmiteHre TUCIUIUTHHAPHOTO B3bICKAHHUS.
Tema 5.3. Opranuszanus padorsi ¢ | Cogep:kanue yueGHOro MaTepuaJia 2
KOH(QHIEHUUATLHBIMH 1. besomacHoCTh TIeHHBIX WH(GOPMAIMOHHBIX pecypcoB. lleHHas wHQOpMaIUs W KOHPUACHIMATHHBIC 2
JIOKYMEHTaMH JIOKyMeHTHI. JIoKyMeHTHpOBaHNE KOHOUACHIINAIBHBIX CBEICHUH.
JlaGopaTopHbie paGoThI 0
IpakTnyeckne 3aHATHSA 2
1. | JlokyMeHTHpOBaHNE KOHPUACHIINATHHBIX CBEICHUI
KoHnTposabHbie padoThI 0
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CaMocTosiTe1bHast padoTa 00y4Yalonuxcst 2
1. ITopsiiok paboThl UCTIOMHUTENEH C KOHQUACHIIMAILHBIMHA JOKYMEHTaMHU M CBEJICHUSIMH.
Pa3zgen 6. Cucremaru3amus u 16
OpraHmu3anus onepaTuBHOIO
XpaHeHHs T0KYMEHTOB
Tema 6.1. O01mMe NPUHUMIBI Copep:xaHue y4edOHOTro MaTepuaJia 2
dopMupoOBaHHS e, 1. PacnpeneneHne WCHONHEHHBIX OKYMEHTOB 1o aenaMm. CocTaBieHHE 3arojoBKOB nein. Ilomsarue,
CHCTEMATH3AUMS H y4eT odopmiieHNE 1 BeICHHE HOMEHKJIATYPHI IeN. THUIIOBBIE U IPUMEPHBIC HOMEHKIATYPHI JIEI.
JAOKYMEHTOB OpraHu3aluu JladopaTopHbie padoThI 0
IIpakTuyeckue 3aHATUS 2
1. | Cocrasnenue 1 0(OpMIICHUE HOMEHKIIATYPBI JIE.
KonrtpoabHbie padoTbl 0
CamocrosiTesibHAst padoTa 00y4arOIIUXCSA 2
1 | IloaroroBka JOKYMEHTOB K QpXUBHOMY XPaHEHHUIO.
Tema 6.2. Onenka 3HAYHUMOCTH Coaep:xkanue yueOHOro MaTepuaJia 2
JOKYMEHTOB H ONpeIe/IeHHe 1. Kpurepun oneHKH HHPOPMAIIMOHHOTO COJICPKaHHSI JOKYMEHTOB. DKCIIEPTH3a [IEHHOCTH IOKYMEHTOB
CPOKOB MX XpaHEeHHUs Y 9KCTIEPTHBIC KOMHUCCHH. THUIIOBBIC M BEJOMCTBEHHBIE IIEPEYHN TOKYMEHTOB.
JlaGopaTopHbie paGoThI 0
IIpakTuyeckue 3aHATUS 2
1. OKcnepTr3a IeHHOCTH TOKYMEHTOB. COCTaBJIEHHE CXEMBI.
KonTponbubie padoTsl 0
CamocrosiTesibHAast padoTa 00y4arOUIUXCSH 0
Tema 6.3. XpaHeHne JOKYMEHTOB Copep:xaHue y4e0HOT0 MaTepuaJia 2
U 1e 1. OmnepaTBHOE XpaHEHHWE MJOKYMEHTOB Yy wucnomuureneil. OdopmileHne NOKyMEHTOB W el K
JUIUTEIGHOMY U ITOCTOSTHHOMY XpaHeHHo. dopmupoBanue, oopmileHHE U XpaHEHUE Ae.
JladopaTopHble padoThl 0
IpakTHyeckne 3aHATHSA 2
1. | OdopmiteHne s, nepeaBaeMblX Ha JUIUTEIBHOE U IOCTOSIHHOE XpaHEHHUE
KoHTposabHble padoThI
CamocTosiTe1bHast padoTa 00y4alouxcs 2
1. ITopsiiok NOATOTOBKY M Niepenauy oOpaleHuii rpakjaH Ha XpaHeHue.
Paszgen 7. ABTOMaTU3MpOBaHHbIE 8
CHCTeMBbI  TEXHOJOTHH
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JAOKYMEHTALIMOHHOI'0
obecrnieyeHUs1 yIpaBJIeHHs
Tema 7.1. ABromaTu3upoBaHHble | CoaepxxaHue y4eOHOro MaTepuasa
CHCTeMbl JOKYMEHTAIHOHHOI' 0 JlaGopaTopHbie pagoThI 0
obecrieeHHs! yIPABJICHHs IIpakTH4yeckue 3aHATHA 2
1. 3aueTHOE 3aHATHE MO Kypcy «JloKyMeHTalnOHHOE O0EeCTIeYeHNE YIIPaBICHIS»
Kontpoabnbie padoTsl 0
CamocrosiTe1bHast padoTa 00y4Yaronuxcst 4
1. [TnanupoBaHue OpraHU3alK ABTOMATH3MPOBAHHOTO pabouero Mecra
2. IoxaroroBka B nuddepeHnnpoBaHHOMY 3a4eTy
BCEI'O: 96
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3. YCJIOBUSI PEAJIN3AIINA PABOYEHN ITPOT'PAMMBI
YUYEBHOU JUCHUIIJINHBI
3.1. TpeGoBanusi K MHHMMAJIBLHOMY MATEPHAIbHO-TEXHUYECKOMY
odecne4yeHu 0

Peanuzanuss mnporpaMMbl JUCHMIUIMHBI TpeOyeT Haauuus Y4eOHOro
KaOMHeTa TOKyMEHTAMOHHOTO 00eCTIeYeHUs YIPaBICHUS.

O6opynoBanne yueOHOTO KaOMHETA:

— IOCAJ0YHBIE MECTA [0 KOJIMYECTBY OOYyHArOIINXCS;

— MeJoBas TpexX4yacTHas JOCKa,

— aBTOMAaTHU3UpOBaHHOE pabouee Mecto mnpenoaaatens (APMII),
000pyI0BaHHOE TIEPCOHATBLHBIM KOMITBIOTEPOM C JIMIIEH3UOHHBIM HJIA CBOOOIHBIM
MpPOTPaMMHBIM  O0ECIIEUEHHEM, COOTBETCTBYIOIIMM pa3jieliaM MpOrpamMMbl U
MOJKJITIOYEHHBIM K ceTH Internet U cpencTBaMu BbIBOJIa 3ByKOBOW MH(POPMAIIUU;

— KOMIUIEKT Y4eOHO-HATJISATHbIX TOCOOUIA;

— TPUHTED.

TexHuueckue CpCaACTBa O6y‘{eHI/ISII
—  MYJIbTHUMCIHUAIIPOCKTOP,

— DJKpaH.

3.2. UudopmannoHHoe odecneuyeHue 00yueHust
Ilepeyenb pexoMeHayeMbIX Yy4yeOHBIX H3AaHuii, VHTepHeT-pecypcos,
JAOIOJHUTEJIbHOM JIUTEPATYPBblI.

OCHOBHBIEC HCTOUYHUKH:

1. KazakeBuu, T.A. JloKkyMeHTallMOHHOE OOECIICUCHHE YIPABICHUS:
yueOoHuk u npaktukym st CIIO. — M. : FOpaiitr, 2019. — 177 c. - Pexum
noctymna: https://biblio-online.ru/

2. KopueeB, WN.K. JlokymMeHTallMOHHOE OOECIICUCHUE YIIPABJICHMUS:
VYueOnuk u npaktukym st CI10.- M.:FOpaiit, 2017r.

3. Ilysanoa, H.H. JlokxymMeHTannoHHOEe oOecneYeHue YIpaBICHUS:
VYyeOnuk u npaktukym st CI10.- M.: FOpaiir, 2017

I[OHOJIHI/ITGHBHBIG HNCTOYHHKM.
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4.  Amnpgpeera, B.U. [{enonpounsBoactso: [Ipaktuueckoe mocobue [Tekcr] /
B. U. AaapeeBa. — 6-e uza., ucnp. 1 jgoi. — M. : Uaten — cuntes, 1999. — 461 c.

5. AmnngpeeBa, B.M. lenonpou3BOACTBO B  KaJpoOBOM  cliyxOe:
[IpakTrdeckoe mocodbue ¢ odpasmamu JokymeHToB [Tekct] / B. M. Annpeesa. . —
3-e m3na. ucnp. u gom. — M.: 3AO buznec-mkona «Maten — Cunaresy, 2000. — 215
C.

6. [I'Baea, M.B. JlemompomssoactBo [Tekcr] : yueb. cmpaB. / U. B.
I'sacsa, C. B.Cobanesckuii, 2011. - 223 c.

/. KupcanoBa, M.M. Kypc nemonpousBojctsa. JIOKyMEHTallMOHHOE
oOecrieuenue ynpasinenus [Tekcr]: YuebHoe mocobue migs BY3o /' M.M/
Kupcanosa, IO.M. AxcenoB. — 3-¢ u3n., ucnp. u gon. — M.: Uuadpa — M;
HoBocubupck: Cubupckoe cornamenue, 2000. — 400 c.

8. Kupcanosa, M.B.. CoBpemenHoe nemonpousBoacTBo [Tekcr] : yueo.
nocoOue /i CTYJIEHTOB BY30B, OOY4YalOIIMXCS MO SKOH. creruanbHocTsaM / M. B.
Kupcanosa, 2010. - 311 c.

9. KonrymoBa, M.B. JlenoBoe nuchmo. UTO HY)KHO 3HaTh COCTaBHUTEIIIO
Tekct / M. B. Kontymosa. — M. : Jleno, 1998. — 320 c.

10. Hemoroma, A. B. Jlenmonmpou3BOJICTBO OpraHu3ali: MOATOTOBKA,
opopmnenue u BenaeHue nokyMeHrauumu [Tekct] / A. B. Hemoroma, II. A.
CaBuenko. — 3-¢ u3l., crepeotun. — M.: Omera — JI, 2008. — 480 c.

11. Opranuzauus padbotsl ¢ fokyMeHTamu [Tekct]: YueOnuk aist BY3o0B /
B.A. KyapsieB u np.; nox pen B.A. Kynpsiea. — 2-e u3z., nepepad. u momn. — M. :
Mundpa — M, 2001. — 282 c.

12. TlocrozepoBa, B.M. Benenue TpyqoBBIX KHUXKEK Ha MPEINPUSTUHU
Texkct / B. M. IlocrozepoBa. — M.: I[TPUOP, 2000. — 300 c.

13. Poroxwun, M.IO. [lokymenTarimonHoe obecriedeHne ympasiaeHus: TeKcT
/ M. YO. Poroxkun. — M.: U3n-so PIIJ1, 2000. — 470 c.

14. CrentokoB, M.B. OO0pa3upl JTOKYMEHTOB TIO JAEJIONPOU3BOJCTRBY.
PykoBonctBo k cocraBnenuto [Tekcr] / M. B. CrentokoB. - 5-e¢ u3z., HOm. U
nepepad. — M.: [IPMOP, 2001. — 185 c.



. CTO CMK 4.2.01 - 2022
FANOY 9A0 YIPABJIEHUE JOKYMEHTAIIMEN

«UMK» JIuer 15/15

4. KOHTPOJIb U OLIEHKA PE3YJILTATOB OCBOEHMS
YYEBHOM JUCHUATIIMHBI

KOHTpOJIb U OIE€HKa PE3yJIbTaTOB OCBOCHHA AVWCHHUINIMHBI OCYIICCTBIISACTCA
MpernoaaBaTciiIcM B ITPOLUCCCC MPOBCACHUSA ITPAKTUICCKUX SaHHTHﬁ, TCCTUPOBAHUA, a
TaK>XC BBIIIOJIHCHUA O6y‘{aI-OHII/IMI/IC5I HHAWBUAYAJIBHBIX BaﬂaHHﬁ.

Pe3yabTaTnl 00y4eHus (0CBOCHHbIE YMEHUsl, yCBOCHHbIE @DopMBI M METOABI KOHTPOJISAA M OLIEeHKH
3HAHMA) pe3yJIbTaToB 00y4YeHus

YmMenus:

—  oopMIIATh JOKYMEHTAIMIO B COOTBETCTBUY C HOPMATUBHOM | — OKCIIEPTHAas OLICHKA BHIIIOTHEHHS

6a30i1, B TOM 9HCIIE C HCIOJIb30BAHUEM HH(OPMAITOHHBIX MPAaKTUYECKHUX 3aJaHUH

TEXHOJIOTH

—  OCYILECTBIISITh aBTOMATHU3aLNI0 00pabOTKH JOKYMEHTOB; —  3KCIIEPTHAasI OI[CHKA BBITTOJIHEHUS
MPAaKTUYECKUX 3aJaHuil

—  YHU(HIUPOBATH CUCTEMBI JOKYMEHTAIUH; —  3KCIIEPTHAasI OI[CHKA BBITTOJIHEHUS
MPAKTUYECKUX 3aJaHuil

—  OCYUIECTBJIATH XpaHEHUE U NIOUCK JOKYMEHTOB —  3KCIIEPTHAas OI[CHKA BBITTOJIHEHUS
MPAaKTUYECKUX 3aJaHul

—  OCYILECTBIISITh aBTOMATHU3aLNI0 00pabOTKH JOKYMEHTOB; —  3KCIIEPTHAasI OI[CHKA BBITTOJIHECHUS
MPAaKTUYECKUX 3aJaHui

— HCIOJB30BaTh TEJICKOMMYHHUKAIIMOHHBIE TEXHOIOTUHU B —  3KCIIEPTHAasI OI[CHKA BBITTOJIHEHUS

3JIEKTPOHHOM JOKyMEHT0000poTe MPaKTHYECKUX padoT

3Hanus:

—  TIOHATHE, IENH, 3aJa41 ¥ IPUHIUMBI AeTONPOU3BOJACTBA — 1muddepeHnnpoBaHHbII 3a4eT

— OCHOBHBIC NTOHATHA JTOKYMEHTAIIMOHHOTO 00eCTIeueHHs — TeCTHpPOBAaHUE

yIpaBJICHUS,;

—  CHCTeMbI JOKYMEHTAIIMOHHOTO 00€CTIeYeH sl yIIPaBICHHS — TECTHpPOBAHUE

—  KIaccu(UKaIMio JOKyMEHTOB — TECTHpPOBAHUE

— TpeOoBaHUs K COCTABICHHUIO U 0(OPMIICHHIO JOKYyMEHTOB — 1uddepeHnnpoBaHHbIi 3a4eT

—  OpraHM3aluIo JOKyMEHTO00OopoTa: ImpueM, 00paboTKa, — nuddepeHIMPOBaHHBIN 3a9eT

perucTpans, KOHTPOJIb, XpaHEHHEe JOKYMEHTOB, HOMEHKJIAaTypa

Jen

Pa3paborumnk:
CATIOY YAO «YMK» IIPENOIABaTEIb C. JI. CemucunoBa

(MecTo paboThI) (3aHMMaemast TOJIKHOCTB) (nHUIIMATBL, aMUITHS)
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