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1 TACIHOPT PABOYEWM ITPOI'PAMMBI Y‘IEBHOI?'IUI[I/ICHI/IHJII/IH])I
ITPABOBOE OBECIIEYHEHHUE IMPOPECCHUOHAJIBHOUN JEATEJIBHOCTHU

1.1. O6aacTb NpuMeHEeHUs MPOrPaMMBbI

[TporpamMma y4eOHOM AMCIMILTUHBI SIBISICTCS YACTBHIO MPOTPAMMBI MTOATOTOBKH CIICIIHA-
nuctoB cpennero 3BeHa B cooTBercTBUU ¢ PI'OC CIIO no cneunanbHocTu 09.02.05 Ipuknan-
Hast uH(OpMaTuKa (1Mo oTpacisM), yKpynHeHHas rpynna crnenuansHocteit 09.00.00 Uudopma-
THKa U BBIUMCIIUTEIbHAA TEXHUKA.

1.2. MecTo y4eOHOIi JUCHUIJIMHBI B CTPYKTYpe NMPOrpaMMbl MOATOTOBKHU CIeNHATH-
CTOB Cpe/IHero 3BeHa

ObmenpodeccuonanpHas IucuuIuiMHa JlOKyMeHTallMOHHOE O0ecrieueHre YIpaBlIeHus OT-
HOCHTCS K 00sI13aTEIbHOM YacTH MPOPECCHOHATBHOTO yU4eOHOTO IIUKJIA.

1.3. Leap u 3a5aun y4eOHOH JUCHUILUIMHBI — TPeOOBAHMA K pe3yJibTaTaM OCBOCHHS
Y4eOHOM TMCUMILINHBI

Llesab ocBOCHHS yueOHOH TUCIMITIIMHBI H3yY€HUE CTPYKTYPBI M COCTaBa COBPEMEHHOTO
JIOKyMEHTOO00O0pOTa B OPraHU3alMsIX U MPEANPUATUIX B COOTBETCTBHU C TPEOOBAHUSMU HOpMa-
TUBHO-IIPAaBOBBIX AKTOB.

3agauyu AUCHMILIMHBI:

-OBJIaJICTh OCHOBAMM IPABUIIBHOTO OQOPMIICHHSI JOKYMEHTOB U HaJJIeXallel opraHusa-
nuen

JOKyMeHT0o00opoTa cornacHo TpeboBanusim 'OCTa;

-M3yYHTh 3aKOHOJATEIbHYI0 H HOPMAaTHBHO-METOINYECKYIO 0a3y COBPEMEHHOTO

JOKYMEHTAI[MOHHOTO 00eCIeueHHs YIPaBICHUs; TEOPUIO U IPAKTUKY opranuzanuu J10Y
Ha OCHOBE HAay4yHO OOOCHOBAHHBIX MPUHIIMIIOB U METOJIOB €r0 COBEPUICHCTBOBAHUS;, COBPEMEH-
HbI€ TEXHOJIOIMU JOKYMEHTAI[MIOHHOT'O O0ECIIeYEeHUs YIIPABICHHUS.

[Ipouecc m3ydeHMs] AMCUMILIMHBI HAmpaBieH Ha (OPMUPOBAHME DJIEMEHTOB OOIIMX U
npodeCcCHOHATBHBIX KOMITETEHIIHH.

TexXHUK-IporpaMMHUCT JOJDKEH 00s1afjaTh OOIIMMM KOMIIETEHIUSMH, BKIIOYAIOIIMMH B
ce0s1 ctocOOHOCTD:

OK 1. TloHumaTh CyIIHOCTh M COLMAIbHYI0 3HAaYUMOCTh CBOEH Oyaymieil npodeccuu,
IIPOSIBIIATH K HEH YCTOWYUBBINA UHTEPEC.

OK 2. OpranuzoBbIBaThb COOCTBEHHYIO JAESTEIbHOCTb, BbIOMpAaTh TUIOBBIE METOABI U
CHOCOOBI BHIMOJIHEHUS TPO(EeCCHOHABHBIX 3a/1a4, OLIEHUBATh UX 3P (HEKTUBHOCTH U Ka4eCTBO.

OK 3. [IpuHumaTh pelieHus: B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUSIX U HECTH 3a
HUX OTBETCTBEHHOCTD.

OK 4. OcymecTBiasiTh NOUCK M HCIOJNb30BaHME HHGMOpPMALNK, HEOOXOAUMOW JUIs
3 PEKTUBHOTO BBIMOJHEHUS MPOGECCHOHATIBHBIX 3ajau, NMPOo(hecCHOHAIBHOTO U JUYHOCTHOTO
pa3BUTHSL.

OK 5. MHcnonw3oBath HHGOPMAIIMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJIOTUM B
npodhecCuoHaTBbHON NeSTENbHOCTH.

OK 6. PabGorare B KOJUIEKTHBE M KOMaHze, 3((PeKTHBHO 0OmATbCAd C KOJUIETaMH,
PYKOBOJCTBOM, IOTPEOUTEISIMH.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 3a Pa0bOTy WIEHOB KOMaHJbl (IIOJYMHEHHBIX),
pe3yNbTaT BHIIOJIHEHUS 3aJaHui.

OK 8. CamocTosATeNbHO ONpeAeisaTh 3aauyd Npo(ecCHOHANBHOTO W JIMYHOCTHOTO
pa3BUTHSA, 3aHMMAaTbcd  camMooOpa3oBaHMEM, OCO3HAHHO  IUIAHUPOBATH  IOBBIIIEHHE
KBaTU(DUKAIIAH.

OK 9. OpueHTHPOBATHCS B YCIOBUAX YaCTOW CMEHBI TEXHOJOTHUN B MPOGECCHOHATHHOM
JESATENBHOCTH.



TGXHI/IK-HpOI‘ PaMMUCT OOJIKCH 06HaI[aTB HpO(pGCCI/IOHa.HBHBIMI/I KOMIICTCHIIUAMU,

COOTBETCTBYHOIIMMHU BUJaM JCATCIIbHOCTHU:

IIK 2.5. Pa3zpabarbiBaTh ¥ BECTU IPOEKTHYIO U TEXHUYECKYIO JOKYMEHTALUIO.
IIK 4.1. ObecnieunBath coJiepKaHUe MPOSKTHHIX OMEpaIui.

IIK 4.2. Onpenensats CpOKH U CTOUMOCTb IPOEKTHBIX ONEPaLUi.

[1K 4.3. OnpenensaTh Ka4eCTBO MPOCKTHBIX ONEpaIrid.

I1IK 4.4. Onpenenars pecypcbl IPOEKTHBIX ONEparLuii.

[IK 4.5. OnpenensiTe pUCKH MPOCKTHBIX OMEpALUi.

B pesynbTaTte ocBoeHUs yueOHOM TUCIUILIMHBI 00Y4AIOIIUNACS HOJIKEH YMeTh:
- oopMIIATh TOKYMEHTAIUIO B COOTBETCTBUU C HOPMATHUBHOU 0a30ii, B TOM YHCIIC HC-

IMOJIb3YA I/IH(I)OpMaI_[I/IOHHI)Ie TCXHOJIOT'UH,

porte;

JCII.

- OCYIIECTBJIATH aBTOMATH3AIHI0 00pabOTKH JJOKYMEHTOB;

- YHUGUIUPOBATH CUCTEMbI IOKYMEHTAIIUH;

- OCYIIECTBJIATh XPAHEHUE U MIOUCK JOKYMEHTOB;

- OCYIIECTBIIATH aBTOMATH3aIUI0 00pabOTKU JOKYMEHTOB.

- HCHOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJOTUU B 3JEKTPOHHOM JOKYMEHTO00O0-

B pe3ynbrare ocBoeHUs y4eOHOM NUCHUIUIMHBI O0yYaOLIUIICs 10JI7KeH 3HATD!

- IOHATHUE, LENH, 331a4l U IPUHIMIIBL J1EJIONPOU3BOICTBA;

- OCHOBHbIE MOHATHUS JOKYMEHTAILIMOHHOTO O0ECIIeUeHus yIIpaBIeHHUS;

- CUCTEMBI JOKYMEHTALMOHHOT0 00eCieueH sl yIpaBJIeHuUs;

- K1accu(UKAIUIO JJOKYMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHIO JJOKYMEHTOB;

- OpraHu3aLrIo JOKYMEHTO000poTa:

- mpueM, o0paboTKy, perucTpaluio, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYypy

1.4. KoamyecTBO 4acoB HAa OCBOeHHUE MPOrPaMMbl Y4eOHO# THCHUTIMHBI:
MaKcUMalibHas yueOHas Harpyska obydatomuierocs 54 yaca, B TOM 4HCII€:
oOsi3aTenbHas ayIUTOpHas yuyeOHast Harpy3ka oOydarorierocs 36 yacos;
caMmocTosiTeNnbHas padota oOyuatomierocs 18 yacos.



2 CTPYKTYPA U COJAEPKAHUE YUYEBHOM JUCIIUILINHBI

2.1. O6beM y4eOHOI TUCHUIITIMHBI M BU/ABI Y4eOHOH padoThI:

Buj yueOHoit padoThI Oovem ua- Ilo cemecmpam
co6 ecezo
5 cemecmp
1 2 3

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 54 54
Oo0s3aTesbHAsI AyIUTOPHAA y4eOHAasi HATPY3Ka (Bcero) 36 36
B TOM YHCJIE:

TEOPETUYECKOE 00yUeHne 18 18

MPAKTUYECKUE 3aAHATHUSA 18 18
CamocrosiTesibHas paboTa o0yuyaruierocs (Bcero) 18 18
B TOM YHCIIE:
MOATOTOBKA K KOHTPOJIBHOM PabOTe, BHITOJIHEHHUE TTPAKTH- 18 18
YECKMX 3aJIaHW, TTOJATOTOBKA U HANMCAaHUE JOKJIAJI0B, pe-
depatoB, 3cce
Ilpomeorcymounas ammecmayus 3a4yeT




2.2. TemaTnyeckuii IVIAH U Co/lep:KaHMe Y4eOHOM AN CUMIIIMHBI

HaumenoBanue | Coaep:kanue y4e0OHOro MaTepuasa, NPaKTUYeCKUE 3aHATHS, caMocTosiTeibHast | O0bem | YpoBenb | @opMupyembie
pa3jiesioB U TeM paboTa o0y4aommxcs 4acoB O0CBOCHMSI KOMIICTEHIMH
Paszgea 1. [lokymeHTHPOBaAHME B YIIPABJEHYECKOM 1eITeJIbHOCTH OK1-0K09,
IIK 2.5, I[IK
4.1-1IK 4.5
Tema 1.1. Coaeprxanue yueOHOro MaTepuasa
OcHoBHBIE I0- | [ToHATHS «IOKYMEHT», «IOKYMEHTOBEICHUE), «IEIOIPOU3BOACTBOY, «IOKyMEHTA- 2 2
JIOKCHUS TIO IMOHHOE obecrieueHue ymnpapieHus . OyHKIUN T0KyMeHTOB. Knaccudukanus no-
AOKYMEHTHPO- | KyMEHTOB IO Pa3JIMYHbIM Npu3Hakam. Llenn, 3a1aun U NpUHIMIBL JETOTPOU3BOI-
BaHHUIO ynpaB- | ctea. HopMaTuBHO-1paBoBas 6a3a opraHu3alui JOKYMEHTAIIHOHHOTO o0ecredeHus
JIEHYECKOi YIIPaBJICHUS. CocTaB pEeKBU3UTOB JOKYMEHTA: WX BHUIbI, 3HAYEHUE, IMOPSIOK
AeATEIbHOCTH | odopmienus. OCHOBHBbIE TpeOOBaHMS K TEKCTY OKYMEHTa. BIaHKU JTOKYMEHTOB.
TpeOGoBanusi, mpeabsBIIeMble K OJIAHOYHOW JOKYMEHTAaMHU. TUMHYHBIE OMIMOKU:
CrocoObI MX UCIPABIICHUS B JOKYMEHTaX
IIpakTuyeckue 3aHATHSA 2
l'ocynmapcTBeHHass cucTeMa JOKYMEHTAI[MOHHOTO OOECTeueHus YIpaBlIeHUs
(F'CHOY). lonustue cucrem aokymeHTauu. OyHKIIMOHABHBIE U OTPACIIEBBIE CHC-
TE€MbI JOKyMEHTAllMW. YHUDUKAIMS U CTAaHAAPTU3AIUS YIIPABICHYECKUX TOKYMEH-
toB. Llenu, 3anaun, GQyHKIUHU CITyKObI JOKYMEHTAIMOHHOTO 00ECIIEYeHUsI yIipaBiie-
Hus CoctaBieHue u opopmieHue 6JaHKOB TOKYMEHTOB
CamocrosiTesibHas paboTa 00y4alOIIMXCs 2
CucremaTtndeckas mpopabOTKa KOHCIEKTOB 3aHsAThii. [loAroToBka noKiIana Ha Te-
My: <«SI3bIK U cTHIIb OpULIMAIbHBIX AOKyMeHTOB». CocrtaButh cxemy «Kiaccudu-
Kalus JTOKYMEHTOB I10 Pa3JIMYHbIM IIPU3HAKAM))
Tema 1.2. Conep:kanue y4eOHOIro MaTepuaa 2 2,3
Opranusanu- OpranuzaiioHHble JOKYMEHTBI, UX pPOJIb U 3HA4YeHHE B OOIIEH cHUCTEeMEe OpraHu-
OHHO- 3alMOHHO-PACIOPSAAUTEIbHON JOKYMEHTAIIMU. Y CTaB OpraHu3alii: XapaKTepUCTH-
pacnopsiin- Ka, 0cOOEHHOCTH O(QOpPMIICHHUS, TIOPSAOK yTBepxkaAeHus. [lomoxxenue 06 yupexe-
TEJIbHBIC J10- HUSIX U CTPYKTYPHBIX TofipasaeneHusx. CTpyKTypa U mTaTHas YUCICHHOCTh padoT-
KyMCHTBI HHUKOB, IITaTHOE paclMCaHUE, NIPaBUJIa BHYTPEHHETO TPYAOBOIro pacnopsiaka. MH-

CTPYKIIMSI: OCHOBHBIE BHJIBI, OCOOCHHOCTH COCTaBJieHUs, O(DOpPMIICHUS U YyTBEp-
KICHUS




IIpakTnyeckue 3aHsATHS

Cocrasienue 1 oopMIIEHHE OPTraHU3aMOHHBIX JIOKYMEHTOB

CamocTosiTesibHasi padoTa 00yYarommXxcst

AHanu3 TOJDKHOCTHOM MHCTPYKLIIUH

Tema 1.3. Copep:kaHue y4eO0HOTro MaTepuaJia 2,3
Nudpopmanu- | MadpopmanmoHHO-CIIpaBOYHBIE JOKYMEHTHI: JOKJIaJHAs M OOBSCHHUTENbHAs 3a-
OHHO- IIUCKH, aKT, CIpaBKa U UX Xapakrepuctuka. CiayxeOHble nucbMa. Kiaccudukarus
CIpaBOYHAsA | KOPPECIOHACHLIMY; MHULIMATUBHAsA U OTBETHAs, J€JI0Bas U KoMMepueckas. CocTas-
AOKYMeEHTaunusi | JeHue u opopMiIeHHE JOKYMEHTOB CPOYHOTO XapaKTepa
IIpakTH4yeckue 3aHATUSA
CocraBieHue 1 opopMiIeHHE TOKYMEHTOB IO ONE€pPaTUBHO-UH(OPMAIIIOHHOMY pe-
I'YJIMPOBAHUIO JAESITEIbHOCTH OpraHU3aliu, NPeANPUSTHS
CamocrosiTesibHas padoTa 00yyaromuxcst
[TonroroBka moknana mo teme «Co3ganue U ohopMiIeHHE TEKCTOB OpPTaHU3aIOH-
HO-pacHoOpsANTEIbHON JOKYMEHTAMN
Tema 1.4. Coaep:xaHue yueOHOro MaTepuaJia 2,3
Joxkymenranus | CyIiHOCTh M 3HAUEHUE PaCMOPSAUTEIbHBIX TOKYMEHTOB B JOKYMEHTAallHOHHOM
o pacnopsigu- | obecrniedyeHun ynpanieHud. OOIas XxapakTepUCTHKA PACHOPSAUTENBHBIX JOKYMEH-
TeJbHOM JIesi- | TOB, U3/1aBa€MbIX HAa OCHOBE €IMHOHAYaIus (MPUKA30B, PACIIOPSIKEHUHN, YKa3aHUil)
TEeJILHOCTH OP- | U B KOJUIETHAJILHOM NoOpsAKe (MOCTaHOBIEHUH, perieHuit). IIpoTokonbl, ux BB,
raHu3anuu O0COOEHHOCTH coOCTaBlieHUss M odopmieHus. JIOKyMEHTHpOBaHUE J1€ATEIbHOCTU
KOJUIETMAJIbHBIX OPraHOB B YUPEXACHUSX, OpraHU3alMsIX, Ha npeanpusruax. 1lna-
HbI paOOTHI, MOBECTKU JIHS, MPOEKThl TOCTAHOBJICHUN U PEIIeHUI; 0COOEHHOCTH UX
COCTaBJICHUS] U OPOPMIICHHSI
IMpakTnyeckue 3aHATHSA
CocraBienue 1 opopMIIEHHE PacTIOPAIUTEIbHBIX JOKYMEHTOB
Cocrasiienue 1 opopmIIeHHE IPOTOKOJIOB Pa3IMYHBIX BUIOB
CamocrosiTesibHas padoTa 00y4aOIIMXCs
CocTaBUTh KPOCCBOP/ 110 IPOIACHHOMY MaTepUaiy
Tema 1.5. Conep:kanue y4eOHOro MaTepuaa 3




JJoxkymMeHTBI 110
JIMYHOMY CO-
CTaBYy OPraHu-
3alumn

POJ'IB, 3HA4YCHHUE U COCTaB JOKYMCHTOB, O6€CH€‘II/IBaIOIHI/IX JOKYMEHTHUPOBAHUEC TPY-
JOBBIX otHomeHuH. OCHOBHEIC BHUJbI U XapaKTCPHUCTHUKA JOKYMCHTALIUU IO TPYIO-
BbIM OTHOLICHUSAM.

HpaRTn'{ecmle 3aHATHUSA

Odopmienne MpuUKa3oB MO JUUYHOMY COCTaBY, 3asBJICHHI O mpueme Ha padoTy, 00
YBOJIbHEHHH.

CamocrosiTesibHas paboTa 00y4aOIIMXCs

CocraButh cxemy «lIpuem Ha mocrosiHHYIO padoTy», «lIpumepHas cxema opranu-
3alMK  yBOJNIbHEHMs», «lIpuMepHas cxema opraHuzaluu IepeBoja Ha JAPYTyIO
JOJHKHOCTBY

Tema 1.6.
JdoroBopHo-
NpaBoBas /10-
KyYMEHTaUus

Coaep:xanue yueOHOro MaTepuaJa

Ponb u 3HaueHue 0roBopa - Kak OCHOBHOI'O JOKYMEHTA IO pealu3alyu JAEIOBbIX
B3auMoOOTHoUIeHUH. [loHaTHE 1oroBopa (KOHTpaKTa), COrjalleHus, NpoTokoia. Tu-
noBas (popma koHTpakTa. Popma orosopa nocraBku. OdopmieHne NpuIoKeHu! K
norosopam. [Iporokosbl pazHornacuil k gorosopam. Kommepueckue aktel. bianku
KoMMepueckux akToB. OdopmieHne akToB Mo NpUEMKE MPOAYKLUH (TOBapOB) IO
KOJIM4YecTBY U KadecTBy. OOpasibl akToB. JJOBEpEeHHOCTH: pa3oBbIe, CHEIHAIbHEIC,
resepaibHble. OOpa3libl JOBEPEHHOCTEN

HpaKaneCKne 3aHATUSA

Cocranenue u opopmiieHrue qoBepeHHocTen. OpopmiieHre akTOB 1O OKa3aHUIO
BO3ME3/IHBIX YCIyT

CamocrosTeabHas paﬁoTa oﬁyqalonmxca

[ToaroroBka moknaaa u nmpe3eHTauu no teme: «Bunabl noropopos. OdopmiieHue
JIOTOBOPAY

2,3

Tema 1.7.
JoxymeHnra-
U4 110 BHell-
HEIKOHOMMYe-
CKOIi 1esiTe/Ib-
HOCTH

ConepxaHue y4eGHOro MaTepuaJjia

Knaccudukanus AOKyMEHTAlMM MO BHENIHEOKOHOMHYECKON NEATENbHOCTH: KOM-
Mepueckue nucbma, KOHTpakThl. ['OCTHI HA TOKYMEHTalMIO0 O BHEITHEIKOHOMHU-
YeCKOW NIeATeNbHOCTH. BJIaHKM KOMMepuUecKHx muceM. PexBu3uThl (opmyssipa
KoMMepueckoro nucbkMa. OcoOble TpeOOBaHMS K TEKCTaM KOMMEPYECKHX ITHCEM.
Knaccudukanus koMMepueckux muceM. 3arpoc, oTBeT Ha 3ampoc. Odepra, akienr.
TunoBbie POPMBI KOMMEPUECKUX TTHCEM

IIpakTHYecKHe 3aHATHA

2,3




CocraBieHne u O(bOpMJ'IeHI/Ie KOMMEPUYECKHX ITNCEM

CamocTosiTesibHasi padoTa 00yYarOmmXxcst

N3yunth JOKYMEHTHI IO CO3JAHMIO, PEOPraHU3alMHY, JIMKBUAALUU OpPraHU3alMM,
npennpusaTis. CoctaBuTh 1 0QOPMUTH OOBICHUTENIBHYIO U TOKJIAJHYIO 3alIUCKHU.
CocTaBUTh CTPYKTYpPY TEKCTa JOrOBOPA MOCTaBKH.

[ToaroroBuTh AOKIaA Ha TeMy: «BHIbI KOHTPaKkTOB, O(GOPMIISIONIMX BHEIIHEIKO-
HOMMYECKYIO JAESITEIbHOCTHY

Pazgen 2. Opranu3anusi padoThl ¢ JOKYMEHTAMHU OK1-0K9,
I1K 2.5, IIK
4.1-TIK 4.5
Tema 2.1. Coaep:xanue yueOHOro MaTepuaJa 2
IMopsimok nBU-
sKeHMs 10Ky- | [lonarue mokymeHTtooboporta. Opranmsamusi JokyMeHTooOopora. CocTtaB M y4€T
MEHTOB B 0p- | 00bEMa IOKyMEHTO000pOTa MPeANpHUATUI U opranu3anuil. Opranuszanus padboTsl ¢
raHu3anum. JOKYMEHTAIMeH, OCTyNalonel B oprannzauui. KoHTpoIb UCTIONHEHHs TOKYMEH-
Tunosele Tex- | ToB. Opranuzainys 1 TEXHUKA KOHTPOJIS UCTIOTHEHUS. TUIIOBbIE U UHIUBUyaIbHbIC
HOJIOTHH 00pa- | CPOKU UCTIONHEHHs JOKyMeHToB. Homenknatypa nen. HauBHayanbHbIE, TpUMEp-
0O0TKM JOKYy- | Hble M TUIIOBbIE HOMEHKIATYpbl Jies, MOpsIok ux odopmieHus. TpeGoBaHus x
MEHTOB opra- | ohopmiienuto nen. Cucremaru3anus JOKYMEHTOB, TIOMCK M MX XxpaHeHue. [loaro-
HHU3ALUHU TOBKA Iepeslaun e Ha apXUBHOE XpaHeHHe. M3roTtoBneHune cnpaBok M KOMHM J10-
KYMEHTOB
IIpakTHYecKkne 3aHATHA
OcoGeHHocTH pabOThI C OTAETBLHBIMU IPYNIIAMU JOKYMEHTOB
CamocrosiTesibHas padoTa 00y4alOUMXCs
[ToxroToBuTh AOKIaM Ha TeMy: «EnuHble TpeOOBaHUS B MOATOTOBKE JET K apXHB-
HOMY XPaHEHHIO»
Tema 2.2. Conep:kanue y4yeOHOro MaTepuaa
Cucremarusa-
M JOKYMeH- | 3HaueHHEe aBTOMAaTH3allud B JIOKYMEHTAlMOHHOM oOecrieueHuu ymnpasieHus. Cos- 2,3

TOB, OPraHu3a-
U 10KyMCH-
TOOOOpOTA C
HCIO0JIb30Ba-

naHue OJIaHKOB M JIOKYMEHTOB C MCIOJb30BaHUEM KOMIIbIOTEpa. PenaktupoBanme
TEKCTa U TleYaTh JJOKYMEHTOB. ABTOMAaTH3AIUs TPOIECCOB PETUCTPAIIMN U KOHTPO-
JIs1 UCTIOJTHEHUS IOKYMEHTOB.

dopMupoBaHUe JIe] C UCIOJIb30BAaHUEM KOoMIbIoTepa. Opranu3aius XpaHeHus J10-
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HHEM CHCTeMblI
AHUC

KYMCHTOB C UCIIOJIB30BAHUEM KOMIIBIOTEPHBIX ITPOrpaMm

IIpakTHyeckue 3aHATHA 2
Co3nanue 0JIaHKOB JOKYMEHTOB M JOKYMEHTOB IO oOpa3liaM ¢ COOJIOJEHHEM
I'OCT.
DJNEeKTPOHHBINA JOKYMEHTOOOOPOT U IOPUINYECKAs CUJIa AIEKTPOHHBIX IOKYMEHTOB
CamocrosiTesibHas paboTa 00y4aroUMXcH 2
HOILFOTOBI/ITB JOKJIal Ha TEMY: ((BI/II[I)I COBPCMCHHBIX I/IH(bOpMaIII/IOHHBIX TEXHOJIO-
M U CUCTEM 3JIEKTPOHHOIO JOKYMEHTO000pOTa B JOKYMEHTAL[MOHHOM oOecrede-
HHUU YIIPABJICHUSD)

Bcero 54

IIpomexyTounas arrecrauus B gopme 3auera

Jlist XapaKTepUCTUKH YPOBHSI OCBOCHHS y4eOHOro MaTepHralla UCIOIb3YIOTCS Ceaytole 0003HaueHus:
1. — 0O3HaKOMHUTENIbHBIN (y3HABaHUE paHEe N3YUYEHHBIX 00BEKTOB, CBOMCTB);
2. — penpoAYKTUBHBIN (BBIOIHEHUE IEATENILHOCTH 110 00pa3ily, HHCTPYKLIUU WIIH 110JT PYKOBOZCTBOM)

3. — IpPOXYKTUBHBIHN (TUIAHUPOBAHUE U CAMOCTOSITEIILHOE BHITIOJIHEHHE JIEATETLHOCTH, pellieHne TPOOIEeMHBIX 3a/1a4)
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3 VCJIOBUS PEAJIN3ALIMM PABOYEN ITPOTPAMMEI YUEBHOM
TACIATLITAHBI

HpI/I BO3HHMKHOBCHUU 0COOBIX 00CTOSITCIILCTB OCBOCHUC JAUCLHITIIMHBI
I[OKYMGHTaHI/IOHHOC obecrieyeHue OCYHIECCTBIIACTCA C IPUMCHCHHUEM 3JICKTPOHHOTI'O O6y‘leHI/IH n
JUCTaHIIMOHHBIX 06pa30BaTeHLHBIX TEXHOJIOTHH.

3.1. TpeGoBaHUS K MUHUMAJILHOMY MATEPHAJIBLHO-TEXHHYECKOMY 00ecnedeHn o

Peanuzanust yueOHOM AUCHMILTUHBI OCYIIECTBISETCS B y4eOHOM KaOMHETe TOKyMEHTa-
MOHHOTO obOecrieueHus ynpasieHus Ne 208 (423806, Peciybnuka Tarapcran (Tatapcran), T.
HabGepexupie Uennsl, mep. JKene3Hoa0poKHUKOB, 1. 9A).

OcHameHHOCTh y4eOHOro KaOWHeTa JOKYMEHTAIIMOHHOTO O0eCHeueHUs YIpaBlICHUS:
yueOHasi MmeOesb, KOMITBIOTEPHI, KPaH, IPOEKTOP, J0CKa, y4eOHO-HATsSAHbIE TOCOOUS.

JIMIeH3NOHHOE MPOTPaMMHOE 00eCTIeUeHHE:

AHnTHBHUpYCcHOE nporpaMmmHoe obecrieuenne Kaspersky Endpoint Security ans 6usHeca -
Cranmaptabeiii Band T: 250-499 Node 1 year Educational Renewal License: JloroBop Ne
2020.2987 ot 21.02.2020,

Desktop Education ALNG LicSAPk OLVS E 1Y AcademicEdition Enterprise : JJOI'O-
BOP Ne 2020.13967 ot «27» utons 2020, Office 365 ProPlus Open for Students ShrdSvr ALNG
Subscriptions VL. OLVS NL 1Month AcademicEdition Stdnt STUUseBnft :JIOT'OBOP No
2020.13967 ot «27» urons 2020, ABBYY FineReader 14 Business 11-25 Per Seat: /loroBop Ne
2019.10401 ot 31.05.2019.

3.2. YuyeOHO-MeTOaAMYECKOEe H HH(POPMALMOHHOE 0O0ecneuyeHrue TUCIIHIIIMHBI

OcHoBHas yueOHas uTeparypa

1. KazakeBuy, T. A. JlokyMeHTalIMOHHOE 0OeCrieyeHHe yIpaBieHus : y4eOHUK U IPaKTH-
KyM JUisl cpeniHero npodeccuonanbHoro odpasosanus / T. A. KazakeBuu, A. U. Tkanuu. — 2-e
u31., ucnp. u gon. — Mocksa : M3parensctBo FOpaiit, 2018. — 177 ¢. — (IIpodeccronansHoe
obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : anextponnsiit // 9bC FOpaiit [calT]. —
URL.: https://biblio-online.ru/bcode/411501

JlononHuTenbHas yyeOHas TuTepaTypa

1. Joponuna, JI. A. JlokymMeHTallmoHHOE 0O€eCIIeYeHHE YIIPABIECHUS | YI€OHUK U TIPAKTH-
KyM Ui cpefiHero npodeccuonanbHoro obpasosanus / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznatensctBo FOpaiit, 2018. — 233 ¢. — (Ilpodeccuonansuoe oOpazoBanue). —
ISBN 978-5-534-05783-6. — Tekct : onektpoHHsii // 3OBC IOpaiit [caliT]. —
URL:https://biblio-online.ru/bcode/415701

2. Kysnenos, U. H. JlokymeHTannnonHoe obecnedyenue ynpasieHus. JJokyMeHToo00poT u
JIEJIONPOU3BOJICTBO : YUEOHUK M MPAKTUKYM JJIsl CpEeIHEro NpoecCHOHaIbHOro 0opazoBaHus /
H. H. Ky3nenoB. — 3-e u3z., nepepad. u gon. — Mocksa : U3narenscto FOpaidt, 2018. — 462
c. — (IIpodeccuonanpuoe odpazoBanne). — ISBN 978-5-534-04604-5. — TekcT : 37€KTpOH-
ueii // DBC KOpaiit [caiiT]. — URL: https://biblio-online.ru/bcode/413986

3. Ilomos, C. JI. /Ienonpou3BoICTBO U CEKpeTapcKas padoTa Ha MePCOHATHHOM KOMITbIO-
tepe / C. JI. ITomoB. — Mocksa : COJIOH-ITPECC, 2017. — 424 c. — ISBN 978-5-91359-109-
8. — TexkcT : amexTpoHHbIN // DnekTpoHHO-O0ubaMoTeuHas cuctema [IPR BOOKS : [caift]. —
URL.: http://www.iprbookshop.ru/90403.html

OdunmanpHbIe U3TAHM

1. KommenTapwii k Konctutymuu Poccuiickoit @enepanun / C. A. Komapos [u ap.] ; mox
penakmueii C. A. KomapoB. — 3-e u3a., nepepad. u gon. — Mocksa : U3natenbctBo FOpaiir,
2020. — 333 c. — (IIpodeccuonanbubie kommenTapun). — ISBN 978-5-534-06398-1. — Tekcr
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: anexktpouHbIi // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/453955. — Pexxum nocty-
na : JUis aBTOPHU3HP. MOJIb30BATENEH.

CripaBo4HO-0MOIHOrpaduecKue u31aHus

1. Hanonayka u HAaHOTEXHOJIOTHH : SHIUKJIIONEIUSI CUCTEM XKU3HeobecreueHus / moj pe-
nakuueit E. E. Jlemunosoit .— Mocksa: KOHECKO, 2015 .— 1000 c. : uin. — ISBN 978-92-3-
404137-9. — Tekct : HENOCPEACTBEHHBIM.

2. YHuBepcallbHBIH c10Bapb KOMIIBIOTEPHON TEPMUHOJIOIUHU : AHIIIO-pycckuil. Pyccko-
anrmickuid. Tabnuia pacmmpenust umeH ¢aiiio / aBTop-coctaButens JI. H. Kauaxunaze .— 2-¢
u31I., uctp. u gon .— Mocksa : Ipoda, 2005 .— 366 c. : un. — ISBN 5-7107-8083-9. — Texkcr
: HETIOCPEACTBEHHBIH.

[lepuoanueckue n3nanus

1. Bectnuk obpazoBanusi B Poccun : cOOpHUK NPUKA30B U OPHUIMATIBHBIX JTOKYMEHTOB
cdepsl 00pazoBaHus : CIPaBOYHO-MHGOPMAIIMOHHBIHN KypHan / TnaBHbIA penaktop 0. W. 'masz-
koB .— Mocksa : IIpo-IIpecc, — uzmaercs ¢ 1803 roga .— 24 Bbinmycka B rog .— TeKcT : Heno-
CpEJICTBEHHBIN.

2. Nudopmatuka. IlepBoe centsiops : meronudecknii sxypHan / OO0 "NU/J1 "IlepBoe cen-
Ta6ps"; rnaBublid penakrop C. JI. OctpoBckuii .— Mocksa : U] "IlepBoe centadps", 2015. —
uznaercs ¢ 1995 .— 12 BrimyckoB B o .— TEKCT : HEMOCPEICTBEHHBIN.

3. Hayka u >kM3HB : €KeMECSYHbIN HAayYHO-TIOMYISAPHBINA KypHaAT / YUpeauTelb : pellak-
uus xypHana "Hayka u xu3up"; rnaBasid pegaktop E. JI. Jlo3oBckas .— Mocksa : Penakius
JKypHana "Hayka u xxu3Hb", 2015 — wusnaerca ¢ 1890 roga .— 12 BeimyckoB B rog .— ISSN
0028-1263. — Tekct : snextpoHHbli // basel mamneix East View [caiit]. — URL:
https://dlib.eastview.com/browse/publication/8287/udb/12. — Pexxum noctymna: st aBTOPHU3UP.
MOJIb30BaTENEH.

CoBpemenHble MpodeccroHallbHble 0a3bl JTaHHBIX M MH(POPMAIMOHHBIE PECYPCHI CETH
HNHurepHer

1. HWudopmaunuonnas  mpaBoBas  cucrema lapant. - Pexum  pmoctyna:
http://www.garant.ru/

2. Hayunas anekrponnas oubnuorexa eLIBRARY.RU. - URL: https://elibrary.ru

3. Pecypcsl East View (MBUC) - URL: https://dlib.eastview.com/login

4. DOnextponublii karamor Oubmmoreku HITIY. - URL: http://bibl.ngpi.net:81/cgi-
bin/zgate.exe?init+test.xml,simple.xsl+rus

5. OmnexrponHo-Oubmmoreynass cucrema (OBC) IPRbooks. - Pexum nocryma:
www.iprbookshop.ru

6. DnekTponHas OuoOnuoteuHas cucrema «lOpaitt»y. - Pexxum moctyma: https://biblio-
online.ru/

4 KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHS YUYEBHOM
JAUCHOUIIJINHbI

KoHTponb M OlleHKa pe3ylbTaTOB OCBOEHHs Y4eOHOW IMCHUIUIMHBI OCYILECTBIISETCS
IpenojaBaTesieM B Ipoliecce MPOBEACHUS KOHTPOJIbHOM paboThl, a TakKe BBIMOJHEHUS 00Y-
YaIOLMMHCS IPAKTUYECKHUX 3a1aHuH, pedepaToB, T0KIA0B, 3cCe.

@DOoHJ OLIEHOYHBIX CPENICTB IJI MPOBEIEHUS TEKYIIEro KOHTPOJIS YCIEBAEMOCTH U MpPO-
MEXYTOUHOM aTTecTaluu oOydaromuxcs Mo y4eOHOM AMCUMIUIMHE BXOJUT B COCTaB paboueit
MPOTPaMMBbI TUCIHUILUIHHBL, IPEACTABICH OTACIbHBIM JJOKYMEHTOM.
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OcBoeHHBIE

PesynbTaTsl 00yyeHus

OcCHOBHBIE OKA3ATEIH

DopMbI U Me-

KOMIeTeHI U | (YMeHUsl, SHAHUS) OLIEHKH pe3yJibTaTa TOAbI KOH-
TPOJISl U
OlIeHKH pe-
3yJbTATOB
00y4eHust

OK 1 B pe3ysbTaTe OCBOEHUS | - IpaMOTHas opueHTauus | Tekyluid KoH-

OK2 y4eOHON JUCHUILIUHBI 00y- | B o0jacTd odOpMIICHHS | TPOJIb  yCIie-

OK3 YaIOIIUNCA JOJKEH YMETh: JIOKYMEHTAIlMU B COOTBET- | BAEMOCTH:

OK 4 - oopMIIATH JOKYMEHTAIUIO | CTBUM C HOPMAaTHBHOW 0a- | MpaKTUUYECKHE

OK 5 B COOTBETCTBHM C HOPMATHUB- | 30, B TOM YHCII€ C MC- | 3aJaHHs, KOH-

OK 6 HOHM 0a30i, B TOM YHCIIC HC- | IOJb30BaHHEM HWH(GOpPMa- | TpOJbHAsS pa-

OK 7 HnoJb3ys  MH(POPMALMOHHBIC | IUOHHBIX TEXHOJIOTUH; 0oTa, IOKIa,

OK 8 TEXHOJIOTHH, - J0CTaTOYHOE OcCBOoeHue | pedepat, dcce

OK9 - OCYILIECTBJISITh aBTOMAaTH3a- | TEXHOJIOTUU aBToMaTusu- | [Ipomexyrou-

[IK 2.5 U0 00paboTKU JOKYMEHTOB; | pOBaHHOW 00pabOTKM JO- | Has  arTecTa-

1K 4.1 - yHA(UIUPOBATH CHCTEMBI | KYMEHTAIIHH; LM 3a4eT

11K 4.2 JOKYMEHTAIUU; - rpaMOTHAas OpUEHTaIUs

1K 4.3 - OCYILECTBJIATh XpaHEHHE M | B 00JIacTU Ha3HAUYECHMUS

[1K4.4 MIOUCK JJOKYMEHTOB; pa3paboTaHHbIX  yHU(DHU-

[IK 4.5 - OCYIIECTBJIATH aBTOMAaTH3a- | MUPOBAHHBIX (HOPM TOKY-

U0 00paboTKU JOKYMEHTOB.
- HCIIOJIB30BAaTh TEICKOMMY-
HUKALIMOHHBIE TEXHOJOTUU B
AJIEKTPOHHOM JOKYMEHTO00O0-
pote

B  pesymprate = ocBOeHUS
yueOHOW TUCIUIUIUHBL 00Y-
YaIOMIMICA TOJKEH 3HATh:

- TIOHSTHE, IeNu, 3aJaud |
MIPUHIIAITEL  JIETIOTPOU3BOJICT-
Ba;

- OCHOBHBIC TOHSATHS JIOKY-
MEHTAIIHOHHOTO 00ecreYeHus
yIpaBICHUS;

- CHCTEMBI JIOKYMCHTAIIMOH-
HOTO oO0ecrieueHusl yrpasle-
HUS;

- kiaccuukanu JOKyMEH-
TOB

- TpeOOBaHMs K COCTaBJICHHIO
1 0(OPMIICHUIO TOKYMEHTOB;
- Opra"u3anuio JOKyMEHTO-
obopora:

- mpuemM, o0pabOTKy, perucT-
paruio, KOHTPOJb, XPAaHCHHE
JTOKyMEHTOB, HOMEHKJIATypy
pi ()

MEHTOB;
- BEpHOE H3JIOKEHHE OC-
HOBHBIX TIOHSTHI JIOKY-
MEHTAIMOHHOro obecie-
YEHUsI YIIPABJICHUS;

- BEpPHOE  WBJIOKEHUE
KIaccupuKauu JIOKY-
MEHTOB;

- TpaBWIbHOE ONMCAHHE
TpeOOBaHUI K coOCTaBie-
HUIO U OQOPMIICHHUIO J0-
KYMEHTOB;

- TpaBWIbHOE ONMCAHHE
OpraHu3alui JTOKyMEHTO-
obopora, mpuéma, obOpa-
OOTKH, perucTpanuu, KoH-
TpOId, XpaHEHHUSA JIOKY-
MEHTOB; PaBUIbHOE 00b-
SICHCHHUEC Ha3HA4YC€HHS HO-
MEHKJIATyphl e
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