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1. MIACIIOPT MIPOT'PAMMBbI YUYEBHOM JUCIUILJIAHBI
JlIokyMeHTalMOHHOe o0ecneyeHre yrpaBjaeHus

1.1. ObsacTh NpUMEHEHUA POTrPaMMBbI

PabGouass mporpamMma yueOHOM AUCUUIUIMHBI JIOKyMeHTALMOHHOE olecneyeHHe
ynpaBJieHUs] SIBISETCS YacThl0 OCHOBHOW MPO(eCcCHOHAIBHONW 00pa3oBaTEIbHOM
nporpaMmMsl B cooTBeTCTBHHU ¢ PI'OC no crenmansroctr 38.02.03 OnepannonHas
NeSITEIbHOCTD B JJOTUCTUKE (0a30Bas MOJTOTOBKA).

PaGouass mnporpamma y4eOHOW JUCHUIUIMHBI MOXET OBbITh HCHOJb30BaHA B
JOTOTHUTEIBHOM MPO(ECCHOHATIBHOM 00pa30BaHUM (B MPOrpaMMax MOBBIILICHUS
KBIM(PUKALUKA U TIEPENOArOTOBKH) U MPOodeCcCUOHANBHON MOATOTOBKE, B KOTOPBIX
MPEAyCMOTPEHO OCBOCHHWE 3HAHUHW M yMEHUHW B 00JaCTU JOKYMEHTaIlMOHHOTO
oOecrieueHus ynpaBieHUs

1.2. MecTo y4eOHOIl JUCHUMILNIMHBI B CTPYKTYpe OCHOBHOI mpodeccuoHaIbHOM
o0pa3oBaTeIbHOM NpoOrpaMMmabi: JUCIUIUIMHA OTHOCHUTCS K
obmenpodecCHOHANIBHBIM YYEOHBIM JUCHUILUIMHAM NMPO(HECCUOHAIBHOTO YU4eOHOTO
LUKJIA.

1.3. Heaun u 3agaum y4eOHOM JUCUMILUVIMHBI — Tpe0OBaHMSI K pe3yJbTaraM
OCBOCHUS Y4eOHO! TMCHUIIUHBI:

B pe3ynbTaTte ocBOeHUs y4eOHON AUCIUILUIMHBI 00yYaroIINiics JOHKEH

yMeTh:

- 0OpMJISITh TOKYMEHTALMIO B COOTBETCTBUM C HOPMAaTWUBHOM 0a30i, MCHOIb3Ys
MH()OPMAIIMOHHBIE TEXHOJIOTUU;

- OCYIIECTBISATH aBTOMATHU3ALIUI0 00PAOOTKH TOKYMEHTOB;

- YHU(UIIUPOBATH CUCTEMBI JOKYMEHTAIIUU;

- OCYILIECTBJISATh XPAaHEHUE U MOUCK TOKYMEHTOB;

- OCYHIECTBJISITh AaBTOMATHU3ALIUI0 00PAOOTKH JOKYMEHTOB;

- HWCIOJB30BaTh  TEJIEKOMMYHUKAIIMOHHBIC  TEXHOJIOTHU B  DJIEKTPOHHOM
JIOKyMEHTO000pOoTE.

B pe3ynbTaTte ocBOeHUs yueOHON AUCIUILUIMHBI 00yYaronIniics JOHKEeH

3HATDh:

- HOHATHC, LCIH, 3aa91 U IPUHIOHUIIBI ACJIOIIPOU3BOACTBA,

- OCHOBHBIC TOHATHA JOKYMCHTAIITMUOHHOT'O oOecrieueHus YHPaBJIICHUA,
- CUCTCMBI TOKYMCHTAIMOHHOT O oOecIieueHUs YHPaBJIICHUA,
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- KJTacCU(PUKAIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHHUIO ¥ O(DOPMIICHUIO JJOKYMEHTOB;

- OpraHU3alrio IOKYMEHTO00O0poTa: mpueM, 00padoTKy, perucTpalui, KOHTPOIb,
XpaHEHHEe IOKyMEHTOB, HOMEHKIIATYypy Jel.

PasBurh cmoco0HOcTH, HeoOXogMMbIe iasi  (POPMHMPOBAHUS  OOLIMX
komnerenuunii (1ajee OK):

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIBHOCTb, BBIOUPATh TUIIOBBIE METO b
M CcrnocoObl  BBIMOJHEHUS  MPO(PECCHOHANBHBIX  3aJa4, OLEHHUBAThb  HX
3 PEeKTUBHOCTH U Ka4€CTBO.

OK 4. OcymecTBiaTh MOUCK U HCHOJb30BaHHE HWH(MOpPMAIUU, HEOOXOAUMOM
TSt 3 PeKTUBHOTO BBITIOJIHEHU S npodeccuoHambHbIX 3ajaad,
po(hecCUOHATBLHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. HUcnonb3oBaTh HH(DOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUHU B
npodeccuoHaIbHON 1eITebHOCTH.

B pesyabrare m3ydeHusi JMCHHUIIMHBI O0YYAKOLIUICH NOJKeH 00J1aaTh
Nnpo¢ecCHOHAIBbHBIMH KOMIIETCHUMAMH, BKJIKYAWOIIMMH B  celds
CIIOCOOHOCTH:

I[IK 1.1 Ilpunumars yyacTue B pa3padOTKE CTPAaTErMYECKUX U ONEPATUBHBIX
JIOTUCTUYECKUX IUIAHOB Ha YpOBHE MoApas3feneHus (yyacTka) JOTMCTUYECKON
CUCTEMBI C YUETOM LIeJIeil U 3a7a4 OpraHu3anuu B 1ueiaoM. OpraHu3oBbIBaTh paboTy
AJIEMEHTOB JIOTHUCTHUYECKON CUCTEMBI.

[IK 1.2 [InanupoBaTh U OPraHM30BBIBATH JOKYMEHTOOOOPOT B paMKax ydacTKa
JOTUCTHYECKOM cucTembl. [IpuHMMaTh, COPTUpPOBAaTH M  CaMOCTOSATEIBHO
COCTaBJIATh TPEOYEMYIO TOKYMEHTALHMIO.

[IK 1.3 OcyuiecTBasiTh BbIOOp MHOCTABIIMKOB, MEPEBO3YUKOB, OINPEACNATh THUII
IIOCPETHUKOB U KaHAJIbl paclpeIeIICHHUS.

IIK 1.4 Bianetb METOIMKOM TPOEKTUPOBAHUS, OPTaHU3ALMN U aHAJIN3a HA YPOBHE
nojpasjieneHust (y4dacTka) JIOTUCTUYECKOW CHUCTEMbl YIpaBJICHHs 3amacaMd M
pacrpenenuTeNbHbIX KaHAJIOB.

I[IK 1.5 Brnagerp OCHOBaMHM OIIEPAaTHBHOIO IUIAHUPOBAHMS W OpraHu3aluu
MaTepHUaJbHbIX IOTOKOB Ha IPOU3BOJCTBE.

I[IK 2.1 VYuactBoBaTh B pa3paboTKe HH(PPACTPYKTYphI Mpoliecca OpraHu3aiuu
CHAOXXEHMSI M OPraHU3AIMOHHON CTPYKTYpPHI YIIpaBieHHUs] CHAOKEHHEM Ha YPOBHE
nojipasfiejeHust (y4acTtka) JOTHCTUYECKOW CHCTEMbI C Y4YeTOM Iejell W 3ajaad
OpraHU3alliy B LIEJIOM.



[IK 2.2 IIpuMeHSATh METOHOJIOTHIO MPOCKTUPOBAHUS BHYTPHUIIPOU3BOICTBEHHBIX
JIOTUCTUYECKUX CUCTEM NPH PELICHNUH NPAKTUYECKHUX 3a1a4.

[IK 2.3 Vcnionp30BaTh pa3indyHbIe MOAEIN U METO/bI YIIPABJIECHHUS 3alacaMHu.

IIK 2.4 OcymecTBiATh YNpaBIEHUE 3aKa3aMH, 3alacaMM, TPAHCIIOPTUPOBKOM,
CKJIaAUPOBAaHUEM, IPY301epepadOTKOM, YITAKOBKOH, CEPBUCOM.

[IK 3.1 Buagers meromonorueit oueHkd 3P(HEKTUBHOCTH (PYHKIMOHUPOBAHMS
AJIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

I[IK 3.2 CocraBisate mnporpaMmMy M OCYLIECTBIIATH MOHUTOPHHI IOKa3aTeen
paboThl Ha ypOBHE TojApa3zjeieHus (ydyacTka) JIOTUCTUYECKON CHCTEMBbI
(MOCTaBIIMKOB, MOCPEAHUKOB, NEPEBO3YMKOB U  A(P(PEKTUBHOCTH PabOTHI
CKJIAZICKOTO XO3SIIICTBA ¥ KaHAJIOB PaCIIPECIICHHUS ).

IIK 3.3 PaccuuTtbiBaTh U aHAJIU3UPOBATH JIOTUCTUYECKUE U3/IEPKKU.

I[IK 3.4 IIpumeHATb COBPEMEHHBIE JIOTUCTUYECKUE KOHLENIUU W IPUHLMUIIBI
COKpalIEHUs JIOTHCTUYECKUX PACXOJIOB.

IIK 4.1 IIpoBOAUTE KOHTPOJIb BBITIOJIHEHUS U SKCIIEAUPOBAHUS 3aKa30B.

[IK 4.2 Opranu3oBbiBaTh NpUEM M MPOBEPKY TOBAPOB (TapaHTHUSl MOJYyUECHHS
3aKa3a, IPOBEPKA KauecTBa, NOATBEPKICHUE MOTYUYEHHUS 3aKa3aHHOTO KOJIMYECTBA,
oopMiIeHHE Ha TOJYYEHUE W PETHCTPALMIO CBHIPbs); KOHTPOJIUPOBATH OILIATY
NOCTABOK.

I[IK 4.3 TIlonbupatrh © aHANM3UPOBATh OCHOBHBIE KPUTEPUU  OLEHKH
PEHTA0ENBHOCTH CUCTEM CKJIaJUPOBAHMS, TPAHCIIOPTUPOBKH.

I[IK 4.4 Onpenensitb  KpUTEPUM  ONTHUMAIBHOCTH  (DYHKIMOHMPOBAHMS
nojpaszeneHus (ydyacTka) JOTMCTHMUECKOM CHCTEMBl C y4eToM Lened M 3ajaad
OpraHu3ally B LIEJIOM.

1.4 Kosin4ecTBO 4aCOB HAa OCBOCHHE MMPOTPAMMBbI Y4eOHO AMCHUILINHBI:
MaKCUMaJIbHON y4eOHOM Harpy3ku oOyuaroierocsi 54 yaca, B TOM 4YHCIIE:
00s13aTeIbHON ay TMTOPHON yueOHOW Harpy3ku obydaromerocs 36 4acos;
CaMOCTOSITeILHOM paboThl oOyyatomierocs: 18 yacos.



2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM yueOHON AMCHHUIIMHBI M BUABI Y4eOHO0# padoThI

Buj yueOHoit padoThl

Oobvem uacos

MakcumajibHast ydeOHasi HArpy3ka (Bcero) o4
Oos3aTenbHasl ayANTOPHAs yueOHAasi HATPy3Ka (Bcero) 36
B TOM YHCJIE:
IPAKTUYECKHUE 3aHITH 18
nabopaTopHbie paboThI -
KOHTPOJIbHBIE pabOTHI -
CamocrosiTesibHast paboTa o0y4yaromerocst (Bcero) 18
B TOM YHCJIE:
MOJITOTOBKA MPE3CHTALH 3
MOJITOTOBKA COOOIICHUS 1
pabota ¢ y4eOHOM JIUTepaTypoi 1 HHTEPHET-PECypcamu 10
HanucaHue pedepara 4

Hmoeosas ammecmayust 6 hopme oughghepenyuposannozo 3auema




2.2 TemaTuuecKkMid IUIAH U COEPKAHNE YUeOHOHM TUCUMILIIMHBI

HanmeHoBaHue Coaepxxanue yueOHOro MaTepuaJa, JadopaTopHble padoThl M NPAKTHYECKHeE 3AHATHSA, O0bem yacoB YpoBennb
pa3aeyioB M TeEM caMoCTOsITeIbHAas paboTa 00yYalmuXxcs, KypcoBasi pabora (IpoeKT) (eciu npedycmompernvi) OCBOEHUS
1 2 3 4
Paspeua 1.
JokyMeHTHpOBaHUE o4
yIpaBJIeHYeCKOil
AeATEeJbHOCTH
Temal.l Coaeprxanue yueOHOro MaTepuajia 4
HOKYMEHTEL 1 1 | Uenu, 3amauu w npeamer ydeOHOM aucuurmuMabl.  CTpyKTypa JMCIMIUIMHBL, ee
croco0s! npodeccuoHaabHass 3HAYUMOCTh, MEXIpeaMeTHbIe CBs3U. CyITHOCTh OCHOBHBIX TMOHSATHMA
AOKyMCHTallHH JIOKYMEHTAIIMOHHOTO 00ECTIEYEHH S YIIPABJICHUS 2 1,2
[Tonatue o mokymeHTax, ux (QyHKiusax. CBoiicTBa, NpHU3HAKH, KIAaCCU(UKAIUS U BHUJIBI
I0KyMeHTOB. Crioco0bl IOKYMEHTHPOBAHUS
IIpakTHYecKHe 3aHATHSA
I13 Ne 1. JIokyMeHTBI ¥ CTIOCOOBI IOKYMEHTAIUU 2
CamocrosiTesibHast paboTa 00y4arOIIUXCH
IlonroroBuths mpe3eHTanuo Ha Temy «lcTopusi BO3HMKHOBEHMSI M O3Talbl  pa3BUTUSA
Jenonpon3BocTBa B Poccun» 2
[MogroroButes coobmenue: «I'OCT P 6.30-2003. OOmacth NpPUMEHEHHS CTaHAApTay;
«DenepanbHblil 3aK0H «OO0 IEKTPOHHOHN MOAMUCH»
Tema 1.2 Coaeprxxanue yueOHOro MaTepuajia 4
Yaudukanus u 11y -
HUQUKAIMS W CTaHIAPTU3AlUs JOKYMEHTALUMH: MOHATHE. YHHU(UIMpOBaHHAs cHUCTEMa
CTatiapTHsaiiA nokymeHtanuu:  noHstue. CocrtaB  yHUDUIIMPOBAHHBIX  CHUCTEM  JOKYMEHTAIUH:
JIOKYMEHTOB OpPraHM3al[MOHHO - PACIOPSIUTENbHAs, OTYETHO-CTaTUCTHYECKAas, IEpBUYHAs, YydeTHad, 2 1,2
¢unancoBass u apyrue. ['ocynapcTBeHHbIE CTaHIApThl HA YHU(DHUIIMPOBAHHBIE CHCTEMBI
noKkyMeHTaruu. O0IepocCuiicKkue KIacCu(prKaTopbl
IIpakTHYeckue 3aHATHSA
113 Ne 2. YHudunupoBaHue CUCTEM TOKyMEHTAIIUN 2




CamocTrosiTesibHast paboTa 00y4arOIIUXCH

Pabota ¢ yueOHoOIi TUTEpaTypOil U MHTEPHET-PECypCamMHu:

OOBsicHUTE TEPMHUHBI «yHH(PHUKALKD» U «CTaHAAPTU3ALUA» JOKyMeHTa. Kak cooTHOCATCS TaHHbBIE
MOHSATHUS?

Tema 1.3
PexBu3utel u 01aHKu
JOKYMEHTOB

Conep:xanue yueOHOro Marepuaja

1 | PexBusur, ¢opmyssp AOKyMEHTa, TUIOBOH Qopmyisip, (popmyisip-oOpasen, Tabens (opm
JOKyMEHTOB, alb0oM (hopM YHU(PHIMPOBAHHBIX JOKYMEHTOB: TOHSTHE, XapaKTEPUCTHKA.
[IpaBuna odopmileHUs] PEKBU3UTOB OJIaHKAa M UX PACHOJIOXKEHHE Ha CTaHAApTHOM (opmaTte
Oymaru, pa3mepsl nosieil. banku JOKyMeHTa: MOHsATHE, Ha3HaYeHHe, BUbI OnaHkoB. CocTas,
opopmnenne  pexBuzuToB  Omanka.  Dopmynsp-oOpazenr  TpYNIbl  JIOKYMEHTOB,
NMPUHAIISKANX K 0JHON cucteme. CoctaB, oopMIIeHHE, U3TOTOBIIEHUE, XpaHEHHE OJaHKOB
OpraHu3aIUH.

1,2

IIpakTHYeckue 3aHATHSA

I13 Ne 3. TpeboBanust K 0POPMIICHHIO PEKBU3UTOB YIPABIEHUYECKUX JOKYMEHTOB

CamocrosiTesibHast paboTa 00y4arOIIUXCH.
Hanwucanue pedepata Ha Temy: «IIpoekTupoBanue OIaHKOB JOKYMEHTOB OpTaHHU3ALIUN»

Tema 1.4
OpranuzanyoHHO-
pacnopsiAuTEIbHbIE
JIOKYMEHTBI

Conep:xxanue yueOHOro Marepuaja

1 | Opranu3anMOHHO-pacTIOPAIUTEIbHbIE JOKYMEHTHI: TOHSATHE, Ha3HAYeHUE, OCHOBHBIC BHJIBI.
OpraHu3anoHHbIe JOKYMEHTBI: YCTaB, IOJIOKEHHE, CTPYKTypa M IITaTHas YHCICHHOCTb,
IITaTHOE PAaCIUCAHKE, MPaBUJIA JOJDKHOCTHAS MHCTPYKLUS, UX Ha3HAYCHHE, XapaKTePUCTHUKA
U cocTaB, TpeOOBaHME K OQOPMIICHHIO, TOPSINOK YTBEpXKICHUsA. PacrnopsaurenbHble
JOKYMEHTBI: TOCTAaHOBJICHUE, IMpPHKa3, PACHOpsDKCHHE, MX Ha3HAUYEHHUE, XapaKTepUCTHKA H
coctaB, TpeOoBaHMs K odopmieHno. CrpaBovHbIE OKYMEHTHI: CIy>KEOHbIEe MHUChMA,
CIpaBKH, JOKJIQIHbIEC 3alMCKHU, IIPOTOKOJIBI, aKThl, 3asBJICHUSA, UX XapAKTEPUCTHKA M COCTaB,
TpeboBaHus K opopmieHuto. THUITBI JOKYMEHTOB: MOJIMHHUK, KOMUS, TyOIUKaT, BBITUCKA, UX
HazHaueHue. [lopsaaok opopmiIeHHs U BbIJAYU KOMIMH U TyOJIMKAaTOB IOKYMEHTOB, BHIITUCOK U3
HUX

1,2

IIpakTHYecKHe 3aHATHSA

I13 Ne 4. Buzp! opranu3aliMOHHBIX JOKyMEHTOB. PacniopsquTenbHble TOKyMEHTHI

113 Ne 5. MadopmanimoHHO-ClIpaBOYHas TOKYMEHTALUs

CamocrosiTesbHast paboTa 00y4arOIIUXCH.
PaboTta ¢ yueOHOH nuTepaTypoil M HMHTEpHET-pecypcamu: pa3paboTarh MIa0IOH M CTPYKTYpPYy
TEKCTa OCHOBHBIX OpPraHU3allMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB B 2JIEKTPOHHOM BHJIE
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Pazgen 2.

Opranuzanus 28
padoThI ¢
AOKYMEHTAMHU
Tema 2.1 Coaepxxanue yueOHOro MaTepuajia 4
Opranu3zanus 1 | Cayxb6a JIOY B opraHuzanusx, Ha3HAu€HHUE, 3aqaud, (PYHKIUH, THUIIOBBIE CTPYKTYpBI,
JOKYMEHTO00O0poTa JOJHKHOCTHOM cocTaB. Permamentanus pabotsl ¢ CIOY. JlokyMeHTOOO0pOT: MOHATHE, 00IIHe
NPUHLUIBI OPTaHU3AIUH JOKYMEHTOO00POTa, €ro CTPYKTypa, He0OOXOAUMOCTh yyeTa o0beMa 2 1,2
JIOKyMeHTOoOOpoTa. HopmaTuBHBIE JOKYMEHTBI, PpErJIaMEHTUPYIOIIME OpraHU3alHio
JOKYMEHT0000poTa
IIpakTHYecKHe 3aHATHSA
I13 Ne 6. OcHoBHBIE (OpMBI Opranu3anuu ciyxos 10Y 2
CamocrosiTesibHast paboTa 00y4arOIIUXCH 1
Hanwucanue pedepata Ha TeMy: « MHCTPYKIIMU 1O IENOIPOU3BOJICTBY KOHKPETHOTO MPEANPHUSITHSDY
Tema 2.2 Coaeprxanue yueOHOro MaTepuajia 4
Opranuzanus 1 | Perucrpauusi TOKYMEHTOB, ONpEIEICHHME, LETH, 3aJadd, MeCcTa PErucTPaliH Pa3InYHbIX
perucTparuu KaTeropuii 1okyMeHTOB. CHUCTeMBI U (POPMBI PETHUCTPAIMU, UX TOCTOMHCTBA U HEJOCTATKH.
JTOKYMEHTOB U [Toka3zarenu, BBOJUMBIE B perucTpanuoHHbie (opmbl. Bumsl peructpamuu. OcoOeHHOCTH 5 12
KOHTPOJIb UCTIOHEHHS pPETUCTpaAIi BXOJSIINX, MCXOAIIUX W BHYTPEHHHX JOKYMEHTOB. KOHTpOJb HCIONHEHUS ’
JTOKYMEHTOB JOKYMEHTOB: TMOHATHE, Ha3HaueHue, BUAbL. [IpuHIMNBI opraHuzauuu KoHTpoisisi. Cpoku
WCTIOJHEHUS: TUIIOBOW, MHIMBHU Iy aJbHBIN. TEXHOIOTHS BeICHHUsI KOHTPOJIS
IIpakTHYeckue 3aHATHSA
I3 Ne 7. O6paboTka MOCTYNAIOMIKUX U OTIPABISEMBIX IOKYMEHTOB. KOHTPOJb HMCIIONHEHUS 2
JOKYMEHTOB
CamocrosiTesibHast paboTa 00y4arOIIUXCH
PaboTa ¢ y4ueOHOH nUTEpaTypoil U MHTEpHET-pecypcamMu: MOPSAIOK COCTABJICHUS U O(OPMIICHUS
aBTOOHOTpadH, XapaKTEePUCTUKH, PE3IOME 2
Hanucanue pedepara Ha Ttemy: «OpraHuzanus HHPOPMALMOHHO-TIOUCKOBBIX  CHUCTEM U
KOHTPOJISI HCTIOJIHEHHSI TOKYMEHTOBY
Tema 2.3 Coaepxxanue yueOHOro MaTepuajia 4
Opranuzanus 1 | TpeboBanus K OpraHuM3alli ONEPATUBHOTO XpaHEHUs IOKyMeHTOB. HoMeHkiaTypa men:
OIIEpPaTUBHOTO nonatue. Buapl Homenknarypsl aen. Ilopsgok cocraBieHus, opopMIICHUS, YTBEPKACHUS H 5 12
XpaHEeHUs1 JOKyMEHTOB NPUMEHEHHs] KOHKPETHOM HOMEHKIarypsl nen. [lopsnok odopmienus nen. OpraHu3zaiys ’

U MOPSJOK Nepeavn

XPaHEHMS UCIIOJIHEHHBIX TOKYMEHTOB. I1opsiok nepegadyn JOKYMEHTOB HAa XPAHECHUE B ApXUB
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B apXUB IIpakTHyeckue 3aHATHA
I13 Ne 8. IlogroToBka aen K apxuBHOMY XpaHeHuto. HoMeHkiaTypa 2
CamocrosiTesibHast paboTa 00y4arOIIUXCH
[ToaroToBUTh Hpe3eHTaMI0O Ha TeMmy: «OpraHu3anus OIEPATUBHOIO XPaHEHHs TOKYMEHTOB H
MOPSIOK TIepeIavut B apXUBY.
Pabota ¢ yueOHoOIi TUTEpaTypOil U MHTEPHET-PECypCaMHu:
Kondunenumuanpuple  nokyMeHTHl.  CTpykTypa U OCOOEGHHOCTH  JJOKYMEHTOO0OpOTa
KOH(QHICHIIMATIBHBIX ~ JOKYMEHTOB.  TexHoyorusi  ydera, o0OpaOOTKM M  HUCIIOJHEHUS
KOH(HICHIIMATIBHBIX JTOKYMEHTOB. @DOpMHpOBaHHWE U XpaHEHHE Jiell KOH(UIACHIMAIBHBIX 8
JTOKyMEHTOB. JIOKyMEHTHI MO OOpalleHusM rpaxaaH. Bumasl oOpamieHuil rpaxnan u pabora c
HUMH, MOPSAIO0K AETOMPOU3BOICTBA 110 OOpAIIEHUSM TPaXKIaH.
Pabota ¢ yueOHOI nuTEpaTypoil U MHTEPHET-pECYpCcaMu: COCTaBlieHHE (OPMBI KapTOUKH IpHUeMa
rpaxkJiaH.
Hanucanue pedepara nHa Temy: «llopsmoxk paboTel € JAOKyMEHTaMH, COJCpKAIUMHU
KOMMEPUYECKYIO TAUHY»
Tema 2.4 Coaeprxanue yueOHOro MaTepuajia 4
Hudopmanuonnsle | 1 | OOmas xapakTepUCTHKA OPraHH3alHOHHBIX TEXHHYCCKHX CPEICTB B «J[OKyMEHTAIIMOHHOM
TEXHOJIOTUHU B o0ecrieyeHnn yMpaBJiCHUs». ABTOMATU3UPOBAaHHBIE CHUCTEMBbI ympaBieHus. OCHOBHBbIE
JTOKYMEHTAI[MOHHOM CIOCOOBl  CO37]aHMsI  AaBTOMATH3MPOBAHHOW CHCTEMbl JOKYMEHTALMOHHOTO OOeCIeYeHus 5 12
obecrieueHun ynpaBineHusi. KoMmbioTepHble  CpelcTBa NOATOTOBKM  JOKYMEHTOB. M3roromiieHue, ’
yTpaBJIeHUs KONMPOBAHUE M TUPAXKHPOBAHUE JOKyMEHTOB. CpencTBa oO0pabOTKH TOKyMeHTOB. IIpaBuia
6e30macHoOil paboThI C OPITEXHUKOH.
IIpakTHYecKHe 3aHATHSA
I3 Ne 9. TIlopsmoxk opraHuzaluy JIOKyMEHTOOOOpOTa C  HCIHOJIB30BAaHHUEM  CPEICTB 2
TEJIEKOMMYHHUKAIUH.
CamocrosiTesibHast paboTa 00y4arOIIUXCH
Pabota ¢ yueOHoOIi TUTEpaTypOil U MHTEPHET-PECypCaMHu: 1
OCHOBHBIE XapaKTEPUCTUKU AaBTOMATHU3MPOBAHHOH CHUCTEMBI JOKYMEHTAIIMOHHOTO OOeCTeueHHs
yIpaBJICHUs
JudpepeHIUpOBaHHBIN 32a4eT 2
Bcero: 54
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JIist XapaKTepUCTUKU YPOBHSI OCBOSHHS YU€OHOTO MaTepraia NCIOIb3YIOTCS CIEAYIONe 0003HAYCHUS:

1- o3HakOMHTENbHBIN (y3HABaHUE paHEee U3YUEHHBIX OOBEKTOB, CBOWCTB);

2-penpoayKTUBHBIN (BBITTOIHEHUE JACATEIILHOCTH 110 00pa3ily, MHCTPYKLIUHU HIIH 110/ PYKOBOJCTBOM)
3-IIPOIyKTUBHBIH (IUTAHUPOBAHHE U CAMOCTOSTENIFHOE BBIITOJHEHHE ACATEIILHOCTH, PEIIEHUE MTPOOJIEMHBIX 33/1a4)
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3. YCJIOBUS PEAJIM3AIIAU TPOTPAMMBI YYEBHOM JUCIATLIIMHBI

3.1. TpeGoBanusi K MHHUMAJIBHOMY MATEPUHAJbHO-TEXHUYECKOMY
odecneyeHHI0

Peanuzanus y4eOHOM JTVCIUTIIAHBI TpeOyeT HAJIMYHS KaOuHeTa
JIOKYMEHTAIIMOHHOTO 00eCTIeUeHUs yIIPaBICHUS.

Oo0opynoBanmne yaeOHOro KaOMHeTAa:
- CTOJI YYCHHUYSCKUN 2-X MECTHBIN;
- CTOJI YYUTEIbCKHU;

- cTyJ1 nonyMsrkuii «dopmay;

- I0CKa CKJIaJHasl;

- mKad KHUKHBIN;

- TyMOa ¢ SIIHKaMH;

- CTYJI YYEHUUYECKHII;

- CTOJI-CKJIQJHOM;

- CTEJUIAXK;

- J)KQJIIO3 1.

TexHu4yeckue cpeacrsa 00yueHus:
- kouaumonep —~BALLU.

3.2. UudopmanuoHHoe obecnieueHne o0yueHmsi

Ilepeyennb pexoMeHayeMbIX y4eOHBIX u3nanuii, UnTepHeT-pecypcos,
JTOTMOJTHUTEIbHOM JINTEPATYPhI

OcHoBHas JuTeparypa

1. Tmaguit, E. B. JlokymMeHTanmoHHOe oOecledYeHrne yIpaBlICHUs : ydeOHOe
nocobue / E.B. I'magnii. — Mocksa : PUOP : UHDOPA-M, 2020. — 249 ¢c. —
(Cpennee npodeccroHaNIbHOE oOpa3oBaHue). — DOI:
https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - Tekct
anexktpoHHbll. - URL: https://znanium.com/catalog/product/1065817. — Pexum
JOCTYTIA: IO MOJIIUCKE.

2. beikoBa, T. A. JlokyMeHTallMOHHOE  OOECIEUYEeHHE  YyNpaBICHUS
(menonpousBoacTBO) : yueOHoe mocodbue / T.A. beikoBa, T.B. Ky3uemnona, JI.B.
Cankuna ; mox oo6mi. pea. T.B. KysnemoBon. — 2-¢ m3a., mepepad. u gom. —
Mocksa : UTHOPA-M, 2019. — 304 c. + [Jon. Mmatepuaisl [ D1eKTpOHHBIN pecypc].
— (Cpennee mpodeccuonanbHoe obOpaszoBanme). - ISBN 978-5-16-106774-1. -
Texcr : anextponnsiii. - URL: https://new.znanium.com/catalog/product/1070624
Pexxum noctyna: http://znanium.com/ mo mapo:ro

JlonoiHUTEIbHAS JIUTEpATypa
13



1. beixkoBa, T. A. JlokymMeHTanuoHHOE  oOecreYeHue  yIpaBlICHUS
HEroCy/IapCTBEHHBIX opraHuzamnuii : yyeoHoe mocodbue / T. A. beikosa, JI. B.
CankuHa. — 2-¢ u3n., nepepad. u gorn. — Mocksa : UTHOPA-M, 2020. — 302 c. +
Jon. Marepuansl [DnekTpoHHb pecypc]. — (Bbicmiee oOpa3zoBaHue:
bakamaBpuar). - ISBN 978-5-16-010379-2. - Tekct : snextponnbsii. - URL:
https://znanium.com/catalog/product/1072260. — Pexxum qocTymna: no moJnucke.

4. KOHTPOJIb M OLIEHKA PE3YJILbTATOB OCBOEHMSI YUEBHOW
T COUATITAHBI

KouTposib ®W oOmeHKa pe3yJabTaTOB OCBOCHUS  Y4Y€OHON  JUCHUILIUHBI
OCYIIECTBIIAETCA MPENOAABATENIEM B IPOLECCE MPOBEACHUS IPAKTUYECKHUX
3aHSATUN, a TaKKe BBIMOJHEHUS OOYYarOUIMMHUCS WHAMBUAYAIbHBIX 3aJaHUM U
BHEAYJIUTOPHOI CaMOCTOSITEIbHON pabOTHI.

PesyabTarsl 00yyeHus ®opMBI M METOABI KOHTPOJIS U OLIEHKH
(ocBOCHHBIE YMEHHS, YCBOCHHbIC 3HAHUSA) pe3yJbTAaTOB 00yUYeHHS
Ymenus:
- 0(OPMIIATE JIOKyMEHTALUIO B | Tekymmii KOHTPOJIb:

- MPOBEpKa UHIUBUYaTbHBIX 3aJaHHUIA;
- YCTHBIH OIIPOC;

- IPAKTUYECKHE 3aHATHS;

- caMoCTosITeIbHAas padoTa.

COOTBETCTBMM C HOpPMAaTHUBHOM  0a3o0M,
UCTOJIb3ys HHPOPMALIMOHHBIE TEXHOJIOTHH;
- OCYIIECTBJISTh aBTOMATU3AIIMIO 00pabOTKH
JOKYMEHTOB;

- YHU(UIMPOBATh CUCTEMBI JOKYMEHTALUH; | UTOroBbIi KOHTPOJIb:

- OCYINECTBJIATH XpaHEHHE M HOMCK | - JM(PEPEHINPOBAHHEIN 3a4eT.
JOKYMEHTOB;

- OCYIIECTBJISATh aBTOMATU3AIINIO 00pabOTKH
JOKYMEHTOB;

- HCHOJb30BaTh TEIEKOMMYHHUKAIIHOHHBIE

TCXHOJIOI'UHN B BHCKTpOHHOM
JOKYMEHTO000pOoTE.

3Hanusa:

- TIIOHATHC, INIOCJIM, 3aJa4u H HpI/IHI_[I/IHBI
JIeTIONIPOU3BOJICTBA;

- OCHOBHBIC TMOHSTHS JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBJIeHUs;

- CHCTEMBI JTOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBJIeHUs;

- KJTacCU()MKAITUIO IOKYMEHTOB;

- TpeGoBaHMSI K  COCTaBJICHHUIO H
0(OpMIICHHUIO TOKYMEHTOB;

- OpraHu3alHI0 JOKYMEHTOO00pOTa: TpHEM,
00paboTKy, perucTparmio, KOHTPOJIb,
XpaHeHHEe JOKYMEHTOB, HOMEHKIIATYPY JeIl.
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5. IMIAHUPOBAHME YUYEBHBIX 3AHATHN C UCITIOJIb30BAHUEM AKTUBHBIX
N UHTEPAKTUBHBIX ®OPM U METOJOB OBYUYEHUSA CTYJIEHTOB

Kpartkas xapakTepucTuka BUa 3aHITUN

Hcnons3yeMble akTUBHBIE
Y MHTE€PAKTUBHBIE (POPMBI

OObeM 3aHATHI
B
WHTCPAKTUBHBIX
¢dopmax (yachl)

Jlekuuu

poOJIeMHasT JTICKITUS

8

IIpakTHyeckue 3aHATHS, CEMHUHAPBI: OIIPOC/KOJITIOKBHYM 5
JlaGopaTopHble 3aHATHUS: HE MPETyCMOTPEHO

BCEI'O: 13

15




	1. ПАСПОРТ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ
	2. СТРУКТУРА И  СОДЕРЖАНИЕ УЧЕБНОЙ ДИСЦИПЛИНЫ
	3. УСЛОВИЯ РЕАЛИЗАЦИИ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ
	4. КОНТРОЛЬ И ОЦЕНКА РЕЗУЛЬТАТОВ ОСВОЕНИЯ УЧЕБНОЙ ДИСЦИПЛИНЫ
	5. ПЛАНИРОВАНИЕ УЧЕБНЫХ ЗАНЯТИЙ С ИСПОЛЬЗОВАНИЕМ АКТИВНЫХ И ИНТЕРАКТИВНЫХ ФОРМ И МЕТОДОВ ОБУЧЕНИЯ СТУДЕНТОВ
	3. условия реализации программы учебной дисциплины
	3.2. Информационное обеспечение обучения
	Контроль и оценка результатов освоения учебной дисциплины осуществляется преподавателем в процессе проведения практических занятий, а также выполнения обучающимися индивидуальных заданий и внеаудиторной самостоятельной работы.

		2023-03-31T12:58:19+0400
	0092a9609256dfe5e2
	Буробина Т.В.




