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1. MACIIOPT IPOI'PAMMBI YYEBHOM JUCIHUILINHBI

I[OKyMeHTaIII/lOHHOC odecneyeHue HpO(l)eCCHOHaJIBHOﬁ ACATECIbHOCTH

1.1. O0J1acTh NPUMEHEHHUs TPOrPAMMBbI

[TporpamMa yueOHON TUCHMILIMHBI SBJISIETCS YacThiO MPOTrpaMMbl MOJArOTOBKU CIIELUAIUCTOB
cpendero 3BeHa B cooTBeTcTBUU ¢ DPI'OC mo cmemmanbHOocTH 09.02.05  «Ilpukiagnas
nH(popMaTrKa (1o OTPaCcsiM)»

1.2. MecTo QUCHMIUIMHBI B CTPYKType OCHOBHO#H NpogeccHOHAIBLHON 00pa3oBaTe/bHOM
nporpamMmbl: pabouas mporpaMma y4eOHOW AMCHUIUIUHBI «JlOKyMEHTallMOHHOE olecreueHue
YIpaBJIEHUs» OTHOCHUTCS K MPOQECCHOHATBHOMY LUKITY, K HMOJIMKIY 00menpodeccuoHalIbHbIe
IUCHUTUTMHBL, TIPH  W3YYSHWH JUCHUIUIUHBI  MPOUCXOIUT (OPMHUpPOBAaHHWE 3HAHUH O
npodeccruoHanbHOW KommeTeHnuu 2.5 Pa3pabaTeiBaTh M BECTH MPOEKTHYIO U TEXHHUYECKYIO
JOKYMEHTAIHIO.

1.3. e ¥ 321244 AUCHUILVIMHBI — TPEOOBAHUSA K Pe3y/JIbTATAM OCBOCHHS AU CHMILIMHBI:

B pe3ynbraTe OCBOCHUS AUCUUILIMHBI OOYUYaIOIIMNACS JOIKEH YMETh!

- oQopMIATH JOKYMEHTALMI0O B COOTBETCTBHM C HOPMATHBHOH 0a30if, MCIONB3Ys
WH(POPMAIIMOHHbBIE TEXHOJIOTUH,

- OCYILECTBIIATh aBTOMATHU3aLIHI0 00pa0OTKH JOKYMEHTOB;

- YHU(UIUPOBATH CUCTEMbI JOKYMEHTALIU Y,

- OCYIIECTBIIATH XPAHCHUE U MTOUCK JJOKYMEHTOB,

- UCTIOJIB30BAThH TEICKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JICKTPOHHOM JJOKYMEHTOO0O0POTE.

B pe3ynbraTe 0OCBOCHUS AUCHUILIUHBI 00YYaIONUiCs JOHKEH 3HATD:

- IOHATHUE, LEJU U 3a/1a4M U IPUHIIMIIBI IeJIONPOU3BO/ICTBA;

-OCHOBHBIE TIOHSTHSI TOKyMEHTAIIMOHHOTO 00ECIICYCHUS YIIPABICHNUS |

- CUCTE€MBI JOKYMEHTAIMOHHOTO 00eCTIeUeH s YIIpaBIICHUS,

- KJIJaCCU(PUKALIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABICHHIO U O(DOPMIIEHHUIO JOKYMEHTOB;

- OpraHu3alMio JOKYMEHTOOOOpOTa: mpueM, o0paboTka, perucTpanus, KOHTPOJIb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATypa Jedl.

1.4 TlepeueHb (hopMHUPYeEMBbIX KOMIIETEHIHI:

O6mue xomnerennuu (OK):

OK 1 IlornmaTh CYIIHOCTh U COLIMAJIBHYIO 3HAYMMOCTh CBOCH OymyIei nmpodeccuu, MposiBIsATh
K HEM YCTOMYMBBIA HHTEPEC.

OK 2 Opranu3oBbiBaTh COOCTBEHHYIO JE€STEIBHOCTh, BRIOUPATh THUIOBBIE METOJABI U CIIOCOOBI

BBIIIOJIHCHUA HpO(I)eCCI/IOHaJ'ILHBIX 3aaa4, OICHMUBATh UX 3(I)(I)CKTI/IBHOCTL 1 Ka4C€CTBO.



OK 3 [IpuHuMmaTh pelleHHs B CTaHAAPTHBIX W HECTaHJAPTHBIX CUTyallUsX W HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4 OcymiecTBiATh NOUCK U UCTIONB30BaHUE MH(OpMalLIUK, HEOOXO0IUMOM 11 3PPEKTUBHOTO
BBINOJIHEHUS TPO(HECCUOHANBHBIX 33/1a4, TPOPECCUOHATBHOIO M TMYHOCTHOT'O PA3BUTHSI.

OK 5 Hcnonb3oBaTh HH(POPMALIMOHHO-KOMMYHHMKAIIMOHHbBIE TEXHOJIOTUU B MPOQeCCHOHATIBHON
NEeSTETbHOCTH.

OK 6 PaboTtath B KOJIIIEKTHBE U KOMaHAE, 3((HEKTUBHO 00MIATHCS C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEeOUTENSMHU.

OK 7 Bpatb Ha ce0s1 OTBETCTBEHHOCTb 32 pa0dOTy UICHOB KOMAaH/bI(TIOAUYMHEHHBIX) , pE3yabTaT
BBIIOJTHEHUS 3aJaHUHN.

OK 8 CamocrtosTensHO ONpenensTh 3agauu MpodeCcCUOHATBFHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCA caM000pa30BaHNEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHUE KBAaTH(PHUKAIINH.

OK 9 OpuentupoBaTbCsi B YCJIOBUSAX 4YacTOM CMEHBI TEXHOJOTMHA B MNpodeccHoHaNIbHOM
NEeSITeTbHOCTH.

[Ipodeccnonanpasie kommnerermuu (11K):

[IK 2.5 Pa3zpabaTbIiBaTh 1 BECTH IIPOEKTHYIO U TEXHUYECKYIO JJOKYMEHTAIUIO

[1IK 4.4 YnpaBnsaTe pecypcaMu IpOEKTa.

IIK 4.5 VnpaBisaTe nepcoHAIOM IIPOEKTA.

1.5. PexomeHyeMoe KOJIMYECTBO YACOB HA 0CBOEHHUE NMPOrPaMMbl AU CHHILIUHBI:
MaKCHUMaJIbHOW y4eOHoM Harpy3ku oOyuatomierocs 60 yacoB, B TOM duce:
00s3aTeNnbHOM aynUTOpHOM yueOHOUM Harpy3ku oOydaromerocs 40 dyacoB; u3 HUX
1a00paTOPHO-TIPAKTUUECKUX 3aHATHI 12 yacoB

CaMOCTOATENbHON paboThl oOy4aromerocs: 20 gacos.



2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YUYEBHOM JJUCHUITIJIUHBI
2.1. O0beM yueOHOI TMCUMIJIMHBI M BH/IBI Y4e0HOH padoThl

Buna yueoHoii padoThl O0bem yacoB

MaxkcuMmaJibHasi ydyeOHasi Harpy3ka (Bcero) 60
Oobs13aTesqbHAs ayAUTOPHAs yueOHAasl HATPY3Ka (Bcero) 40
B TOM YHCJIE:

MPAKTUYECKUE 3aHATUS 12
CamocTosiTe1bHasi padoTa o0y4alomerocsi (Bcero) 20
B TOM YHCJIE:
HaIlUCaHHE JTOKJIAI0B 18
npesenTanus marepuana ¢ UKT 2

2.2 Pe3yabTaThbl 0OCBOCHUS Y4eOHOM THCHMILINHBI

PCSyJ'ILTaTOM OCBOCHUA TPOTpAMMBI yqe6H0171 JAUCIHMIIIIMHBI ABJIACTCA OBJIAACHUC

obyvaronumucs npodeccuonanbabiMU (I1K) u 06mmmu (OK) komneTeHusaMu:

Kon HaunmenoBanue pesynbrata o0ydeHus

TIK 2.5 | Pa3pabatbiBatoT u BeIyT MPOEKTHYIO U TEXHUYECKYIO TOKYMEHTAITHIO

I1K 4.4 | YopaBnstoT pecypcamu MPOeKTa B MOJHOM 00beMe

I1K 4.5 | YnpaBustoT nepcoHaaoM MpoeKTa B MOJTHOM 00beMe

OK 1 [ToHnMarOT CYIIHOCT, W COLMANBHYIO 3HAYUMOCTh CBOed Oyaymieil mpodeccun,
MPOSIBJIAIOT K HEM YCTOMYMBBIN HHTEPEC

OK 2 Opranu3yroT COOCTBEHHYIO N€ATEIbHOCTh, BEIOMPAIOT TUIIOBBIE METOIbI M CIOCOOBI
BBITIOJTHEHUSI MPOPECCHOHATBHBIX 3a/1a4, OLIEHUBAIOT UX 3()()EKTUBHOCTH U Ka4eCTBO.

OK 3 [IpyHUMarOT pemeHus: B CTaHAAPTHBIX M HECTAHJIAPTHBIX CUTYalMsSIX U HECYT 3a HUX
OTBETCTBEHHOCTh

OK 4 OcCymiecTBIAIOT TMOMCK U HCIOJIb30BaHUE HMH(pOpMaLuu, HEOOXOJUMOM A
3(PEeKTUBHOTO BBITIOJHEHHSI MPOGECCHOHANBHBIX 3a7a4, MPO(PEeCCHOHATLHOTO U
JUYHOCTHOTO Pa3BUTHUS

OK 5 Hcnons3ytor MH(OPMaLIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTH B
npo¢eCcCUOHATBHOU EATETLHOCTH.

OK 6 PabGortator B KomIekTMBE W KoMaHae, A(DPEKTHUBHO OOIIAIOTCA C KOJIJICTaMH,




PYKOBOACTBOM, IOTPEOUTEISIMHU.

OK 7 7 bepyt Ha cebsi OTBETCTBEHHOCTh 3a PabOTy WJIEHOB KOMAaH[BI(ITOAYUHEHHBIX) ,

pe3yJbTaT BBINOJIHEHUS 3a/1aHui

OK 8 CaMOCTOSITEIIEHO OIpeaAC/BEIOT  3aJa4u HpO(I)eCCI/IOHaJ'IBHOFO n  JHUYHOCTHOI'O
pa3sBUTHA, 3aHUMAIOTCSA CaMOO6pa3OBaHI/ICM, OCO3HAHHO INIAHHUPYIOT ITIOBBINICHUEC

KBaTH(UKATII

OK 9 OpHEeHTUPYIOTCS B YCIOBHUSIX YacTOW CMEHBI TEXHOJIOTHH B TpOo(deCcCHOHANBHOM

JACATCIIBHOCTH.




2.2. TemaTnyeckuii NJIaH U colep:kaHMe Y4eOHON AUCHUMILIMHBI « [loKyMeHTallnoOHHOe ofecrieueHne YIpaBJIeHUsD)

HaumenoBanue Conep:kanue y4eOHOro MaTepuaJia, JJadopaTopHbie U IPaAKTHYeCKue padoThbl, O0bem yacoB YpoBeHb
pa3/iesioB U TeM OCBOEHHS
CaMOCTOSITEJIbHAS PA00Ta 00YYAIINNXCH
1 2 3 Z
Paznea 1. 10
Cnoco0bl
JOKYMEHTHPOBAHHUSA 1,2
Tema 1.1 [onsitue o nokymente. Mudopmanus u 1okymeHT. Ponb nahopmanuy B coManbHo-
. 2
Ionstye 1 BUAbI 9KOHOMHYECKHX nporieccax. DenepanbHbiii 3akoH «O0 uHPpOpMaIUH, HHOOPMATH3ALMH U
JIOKyMEHTOB
3amuTe nHpopmaruny. OyHKun 1okymMeHTa. Pazsutue nenonpon3Boactsa B Poccum.
Tesa 1.2 OcHoBHBIE CTIOCOOBI TOKYMEHTUPOBaHMsI. MaTepuanbHble HOCUTETH HH(POPMAITHH. 2
CLIocOGhL TekcroBble, rpaduYecKre, MAITHHOYMTAEMBIC IOKYMEHTHI. BIIMsHUE HayYHO-TEXHHYECKOTO
por Ha JJOKYMEHT M JIOKyMEHTHPOBAaHHE.
OKYMEHTHPOBAHHA porpecca Ha JOKyMe JIOKyMEHTUPOBAHHE
[IpaxTueckoe 3anstue Ne 1: 2
[TpaBwmiia JOKYMEHTUPOBAHUS IO CTaHAAPTaAM
CamocTtosarensHas padota Nel (moaroToBka nokjiaaa) 3
W3 ucropum nenonponsBojictsa B Poccnn
Tera 1.3 Yuubukauus u crangaptuzanus. lloHaTne «cucremMa [OKYMEHTallMd, €€ MPHU3HAKU. 9 1,2
OyHKIIMOHANBHBIE U OTPACIAEBBIC CHUCTEMbI JOKyMeHTaluu. IloHsTHE «yHU(DHUIIMpOBAaHHAS
Yuuduxanus u YHKI P AOKYM 1 YHHQUIHD
m;gg;&g&az)lénﬂ cucteMa  goKyMeHTauum». CoCTaB  yHH(UIMPOBAHHBIX  CHCTEM  JOKYMEHTALMH:

OpraHN3alMOHHO-PACTIOPSAUTEIbHAS, OTYETHO-CTATHCTUYECKAs, (uHaHCOBAS.
l'ocynapcTBeHHbIE CTaHAApThl Ha YHU(UIMPOBAHHBIE CHUCTEMBI JOKyMEHTAalMu. [loHsTHSA:
pPEeKBU3UT, (QOpPMYIISIp JOKyMEHTa, THIOBOW (opmyinsap, dopmynsp-obpasen, Tabeiab ¢Gopm

JIOKYMEHTOB. BU/IbI TOKYMEHTOB.




IIpakTnueckoe 3ansitue No 2:

Knaccudukanus 10KyMeHTOB 2
CamocrostenpHas pabora Ne2 (ImoaroToBka A0Kjaaa) 3
VYHudukanus u cranaapTu3anys J0KyMEHTOB
Tema 1.4 2
I'OCT P. 6.30. —2003 | TOCT P. 6.30. — 2003 .YHUPUITUPOBAHHBIE CHCTEMBI JOKYMEHTAITMH. Y HU(PHUITUPOBAHHAS
W3yuenue crannapra
OP]] CUCTEMa OpPraHU3aIlMOHHO-PACTIOPSIINTENLHOM TOKyMeHTanuu. TpeboBanus K opopMiIeHHIO
JIOKYMEHTOB.
Pazgea 2. 12
Cucrema
OpPraHu3anMoOHHO-
pacnopsiAMTeJbHbIX
JAOKYMEHTOB
Tema 2.1 2 17
PacnopsiaurenbHble JOKYMEHTHI M UX COCTaB. XapaKTepUCTHKa, coctaB U copepxkanue 'OCT ’
CrpykTypa u cocras
JIOKYMEHTOB. P 6.30 — 2003. YHuuuupoBaHHbIe CUCTEMbI TIOKYMEHTALUU. Y HUPUIMPOBaHHAS CHCTEMA
PacriopsauTenbHele OpTraHN3alMOHHO-PACTIOPSAUTEIBHON JOKyMeHTalu. TpeboBaHust K 0(OPMIICHUIO
JIOKYMEHTBI
nokyMmeHToB. Dopmynsap-oopaser; OPJI.
[TpakTyeckoe 3anstue Ne 3: 2
Odopmiienne paciopsauTeabHbIX 10KyMeHToB o Y COP/]
CamocTositenbHast padota Ne 3:(moaroToBka rnpe3eHTaIum)
Hoxymentsr OP]] 2
XapaKkTepuCcTUKa U COCTaB MHPOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB( CITyKeOHOM .
3aIMCKH, IUCEM, 3asBICHUM, akTa). OpopmieHre TPOTOKOJIOB U JOroBOpoB. TpeboBaHus 5
Tema 2.2
WH(OPMAIHOHHO- K uX opopmieHHIo U coctaBieHuto. OdopmieHne yHU(pUIUPOBAaHHBIX JOKYMEHTOB 110

CIIpaBOYHBIC JOKYMCHTBI

JMYHOMY COCTaBY.




1 UX COCTaB

[Ipaktuueckoe 3ausitue Ne 4:

Amnanu3 u opopmiieHue HH(OPMAIIIOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

2 YpoBeHb

Tema 2.3 XapaKkTepuCTUKA U COCTaB OPraHU3allUOHHO-TIPABOBBIX JJOKYMEHTOB. OCBOCHUA
OpranusanuonHo- VX 3HaueHHE B JAEATEIBHOCTH MPEANPHUATHS. 3HAUCHHE YCTaBa, YUPEAUTEIHLHOIO J0roBopa,
TIpaBOBBIC MOJIOXKEHHUsI 00 OpraHu3alky, JoroBopoB u 1p. [IpaBuina opopmieHus 1 0COOEHHOCTH
AOKYMCHTDI OpraHN3allMOHHO-TIPABOBBIX JJOKYMEHTOB.

[MpakTuueckas padota Ne 5 2

Ananmu3 ¥ oopMIIEHUE OpraHH3aIIMOHHO-TIPABOBBIX JIOKYMEHTOB.

CamocrosrtenbHas padota Ne 4. (moAroToBKa JOKIaa) 3

Buipl 01aHKOB B JIETIONPOU3BOJICTBE

18
Pa3zpnen 3
HNudpopmanuoHnbie U
KOMMYHHKAIIMOHHBIE
TeXHOJIOTHH B
JeJI0NIPOU3BOICTBE
Tema 3.1 Cryx6a I0Y u ux ¢pyHkiun. JIoKHOCTHOW ¥ YMCICHHBIN cocTaB ciryk0. Kateropun

Hupopmarnonnsie n pabotaukoB CHOY. @ynkuuu cTpykTypHbIX yacteit C/IOY. JlomKHOCTHBIE HHCTPYKITUH 2 12
KOMMYHHKAIIMOHHBIE
TeXHOTOIHH B COTPYAHUKOB cyk0. MHCTpYKLIUS MO TOKYMEHTAIMOHHOMY 00€CIIeUeHHIO YIIpaBICHUS.
JIEIIOTIPOU3BO/ICTBE

10




Tema 3.2
ABTOMaTH3UPOBAHHBIC

paboyrie MecTa U X
3Hauenue B JIOY

CaoiicTBa MHPOPMAITMOHHBIX U KOMMYHUKAIIHOHHBIX TEXHOJIOTUH, X 3((HEKTUBHOCTD.
Opranu3zanus 3IeKTpoHHOTO odrica. ABTOMaTH3UpOBaHHBIE paboune Mmecta(APM), nx
JIOKaJIbHBIE U OTpacieBble ceTu. [IpuKiiagHoe mporpaMMHOe oOecTiedeHne B
MH(POPMALMOHHBIX pecypcax. Mcnonap3oBanne NHPOPMALIMOHHBIX CUCTEM B
JIEOMPOU3BOJICTBE, ABTOMATH3AIMS BBO/Ia TOKYyMEHTOB, paboTa C TOKYMEHTaMU B
TEKCTOBOM, TAOJMYHOM peaKTope. XpaHCHHE U IMOMCK IOKYMEHTOB.

Hcnonp30BaHuE TEIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHHA B AJIEKTPOHHOM JOKYMEHTOOO0pOTE

[TpakTueckoe 3ansatue Ne 6:

Opranuzanus 3J1eKTpoHHOro oduca

CamocrosarensHas pabota Ne 5: TIpaBuia odopmMiieHHs MPaBOBBIX TOKYMEHTOB.

(moaroToBKa JOKIIAA)
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O0beM yacos Yposennb
OCBOEHHS
1 2 3 4
Tema 3.3 Opranu3zanus paboThl C MOCTYNAIONIMMH TOKYMEHTAMU: PETUCTPALINS, PACCMOTPEHUE
JIOKyMEHTOB PYKOBOJICTBOM OpraHU3alMU UX UcroyHeHue. OTrnpaBka UCXOISMIINX 2 1,2
Opranu3zanus paboThI C 0
OKyMeHTOB. [lepenaua JOKYMEHTOB BHYTPH OpTaHU3aIUH.
JIOKyMEHTaMU JIOKYM peatia I0KyM yTpH Op Tt
Tena 3.4 [Tonstue u opranuzaiys 10KyMeHTo000poTa. [IoHsITHE BHYTPEHHUX, UCXOIAIINX U 5 19
M i)
Hloxymentoobopot BXOJSALIMX JOKYMEHTOB. [IpaBuiia MCIOJIHEHHS JOKYMEHTOB
NPEeAIPUATHUS JUATIHX T0KYM P JIOKYM )
Tea 3.5 KonTpons ncnonuenust [okymeHToB. CrcTeMa aBTOMaTU3UPOBAHHOTO KOHTPOJIS 5 19
. i)
KoHTpOJTb UCTIOMHEHNS | yeronpenns 10KYMEHTOB. AJITOPHTM HCTIONHEHHS HOKYMEHTOB.
JTOKyMEHTOB
3 1,2
CamocrosrenbHas pabora Ne 6
Odopmenune 10roBopoB(IOArOTOBKA JOKJIA 1)
Tema 3.6 CucremaTu3zanus JOKYMEHTOB U UX XpaHeHue. HomeHknaTypa J1ei u ee BUIbL. 1,2
2
[lonroroBka nen k Xxpanenuto. Onuce gena. dopmupoBaHue U OQopMIEHUE MEl.
CucremaTtuzanus a A p a PMHP (bop A

AOKYMCHTOB W ITpaBUJIa
HX XpaHCHUA

OKcnepTr3a LEHHOCTH JOKYMEHTOB.

12




CamocrositensHas padora Ne 7.(moaroToBka gokiaua)

. 3
Bubl 1OBEpEHHOCTEN.
Tewma 3.7
[NousiTve U BUABI 1,2
apXUBOB 2
1 [lpaBuna XxpaHeHuss JOKYMEHTOB. TpeOoBaHusi K (GOPMHpPOBAHHIO Ji€l1 B
nenonpousBojcTee. OCHOBHbIE OHATH 00 apXMBHOM XpaHeHuH. IloaroroBka nen k caaue
B apxuB. Bujibl apxuBoB.
_ | AuddepeHuupoBaHHbIA 3a4€T
JuddepennmpoBanHbIi 5
3auer
BCETO 60
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3. YCJIOBUSA PEAJIU3AIIMUA YUYEBHOM JUCIUILIUHBI

3.1. TpeGoBaHusi K MUHUMAJIBHOMY MaTEepPHAJIbHO-TEXHHYECKOMY 00eCIe4YeHHI0
Peanuzamus yueOHOM TUCHUILIMHBI TpeOyeT Hanuuus yueOHoro kabunera «ColMaibHO-
SKOHOMMHNUYCCKUX AHUCLHHUIIIUH

O6opynoBanne yueOHOTO KabuHeTa!
— M0CaJI0YHBIC MECTA IO KOJIMYECTBY 00YJarOIINXCS;
— pabouee MeCcTO IIpernoaBaTess;
_ 00pas3Iibl JOKYMEHTOB TI0 JIeJIOTIPOU3BOICTBY;
— y4eOHbIC U METOINYCCKHE TTOCOOUS TI0 JICTIONPOU3BO/ICTRY;
- IPaKTUYECKHEe PabOTHI MO JICIIOTPOU3BOICTBY

TexHuueckue cpeacTBa 00y4eHHUs
— TEepCOHANbHBI KOMITBIOTEp C JIMLIEH3MOHHBIM MPOrPAaMMHBIM  OOECIIEYeHHEM |
MYJIBTUMEANATPOEKTOP
3.2. UudopmanuonHoe odecrniedeHne 00y4eHus
Ilepeyens pexkoMeHayeMbIX Y4eOHBbIX H3AaHUil, VHTepHeT-pecypcoB, NONOJHHTEIbHOMN
JIUTEpaTyphbl
HopmaTtuBHO-1IpaBOBBIE aKTHI:
1 ®enepanpubiii 3akoH «O0 nHpopManuu, nHGOpMaTHU3AMK U 3anuTe UHbopMarum» oT 20
deBpamst 1995t
2 Tlocranosnenue IIpaBurenscrBa Poccuiickoit @enepamuu ot 03.03.1993r. Ne 191 «O nopsiaxe
BEJJOMCTBEHHOTO XpaHEHHsI IOKYMEHTOB M OPTaHU3aIMU UX B JIEJIOMPOU3BOJICTBEY.
3TOCT P 6.30 -2003. YC/. YaudunupoBaHHasi CHCTEMa OPraHU3alMOHHO-PACTIOPSIIUTEIIHHON
nokymeHTtarun. TpeboBanus k oopmireHuIo 1oKkymMeHToB. — M.: M31-Bo crangaptos , 2003.
4 TocymapcTBeHHass cHCTeMa JIOKYMEHTAI[MOHHOTO oOecredenus ynpasienus. OOmme
TpeOOBaHUS K JOKYMEHTaM U CIy>kK0aM JOKYMEHTAI[MOHHOTO oOecreyeHMs yIpaBieHHs.- M.:
I'maBapxus CCCP , 1991.
5 TumoBas WHCTPYKIHUS IO BEICHHIO JEJONMPOU3BOJICTBA B MHHHCTEPCTBAX M BEIOMCTBaxX
Poccuiickoit ®enepanuu. — M.: BHUUI AL, 1994.
OcHoBHasi iMTEpaTypa:
1 Opranuzamust paboThl ¢ JOoKyMeHTamH: yueOHuK/ moxa pen. mpod. B.A. Kympsea - M.:
Nndpa-M, 2014.
2 ITmenko B.A. [lokymeHTallmoHHOE OOecreueHrne ynpaBieHus (JeI0mponu3BOACTBO): yueOHOe
nocobue. — M.: ®opym — Uudpa- M, 2013.
3 Pymbiuna I'.b. JlokymeHTanmoHHoe oOecrieyeHHe yrpaBieHHs: ydyeOHoe mocodue — M.:

®dopym — Uudpa —M, 2014.
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUSI YYEFHOM
AN CHUITIINHBI
KonTposb M omeHka pe3ylnbTaTOB OCBOEHUS Y4eOHOW AMCHMILIMHBI OCYIIECTBISETCS
MpernojaBaTesieM B MPOIECCe MPOBEACHHUS MPAKTHUYECKUX 3aHATUNW U JTAaOOPaTOpHBIX paboT,
TECTHUPOBAHUS, a TAK)KE BBIMOJIHEHHS] OOYYAIONIMMHUCS WHAMBHUIYaIbHBIX 3a/laHUN, MPOEKTOB,
HUCCIIEIOBAHUMN.
Texymmii KOHTPOJIH MPOBOAUTCS B ()OPME YCTHOTO ONMPOCa M TECTUPOBAHUS, KOHTPOJBHBIX U
MIPaKTUYECKUX paloT.
[IpomexyTouHass arTecTanusi NPOBOAUTCS B (opme KOHTpoIbHOU uddepeHIrpoBaHHOTO
3auera.
KpuTepun onieHnBaHus YCTHOTO ONMPOCa
OTmMeTrka «5»: OTBET MOJHBIA W NPaBWIbHBIM HAa OCHOBAaHWW M3YYEHHBIX TEOPHUH;

Marepuana M3JI0KEH B OIPEIAEICHHOW JIOTUYECKOU II0CJIECJ0BATEIbHOCTH, JIMTEPATYPHBIM
A3BIKOM: OTBET CAMOCTOSITEIIBHBIM.

OtrMeTka «4»: OTBET NOJHBIM M MpaBWIbHBIA HAa OCHOBAaHUU H3YUYEHHBIX TEOpUH;
MarTepuas U3JI0)KEH B ONPEACIICHHON JIOTMYECKON IOCIIEN0BATEIBHOCTH, IIPU 3TOM JOIYILEHbI
JIBE-TPU HECYIIECTBEHHbIE OIIMOKH, UCIIPABJICHHBIE 110 TPEOOBAHUIO YUUTEJIS.

OtMeTka «3»: OTBET MOJHBIN, HO MPHU ITOM JOMYIICHA CYIICCTBCHHAS OIMUOKA, WA
HEIOJHBIN, HECBI3HbIN.

OrMerka «2»: 1npu oOTBeTe OOHAPYKEHO HENOHMMAaHUE Y4YallUMCS OCHOBHOTO
coJiep>KaHUs y4eOHOT0 MaTepralia Wil TOMYIICHBI CYIECTBEHHBIC OMMOKH, KOTOPBIC YUaITHIACs
HE CMOT HCIPABUTH IIPU HABOJSIIUX BOIIPOCAX YUUTEIA.

Ot1merka «1»: OTCyTCTBHE OTBETA.

Kpurepuu onneHuBaHusi MPOBEPOYIHOH PadOTHI

Otrmerka «5» cTaBuUTCS, ecnu: padoTa BBITOJHEHA IOJHOCTHIO; B JIOTHYECKHX
paccyXIeHHUAX U 00OCHOBAaHMH PEIICHHS HET MpoOeNoB M OMKMOOK; B PEIICHUH HET OUIMOOK
(BO3MOXXKHA OJHa HETOYHOCTb, ONKCKA, HE SIBISIONIASACS CIIEJACTBUEM HE3HAHWsS WIH HETo-
HUMaHUs y4eOHOro MaTepuaa).

OTtMmeTKa «4» CTaBUTCS, €CJi: paboTa BBHIMOJIHEHA MOJIHOCTHIO, HO 00OCHOBAHUS IIaroB
pEIICHHS HeJOCTATOUHBI (€CJIM YMEHHE 000CHOBBIBAThH PACCYKIIEHHUS HE SBISUIOCH CIICIIHATLHBIM
00BEKTOM MIPOBEPKH); AOMYIICHA OJIHA OIIMOKA WM JABA-TPU HEJO0YETa B BBIKJIAJKAX, PUCYHKAX,
geprexax wid Tpadukax (ecmu 3TH BUABI pa0OThl HE SIBISUTHCH CIEIUAIBHBIM OOBEKTOM
MIPOBEPKH).

OT1meTka «3» CTaBUTCS, €CJIU: JOMYIICHBI 00Jiee OJHOM OMMOKK WK 0oJiee TBYX-Tpex

HEJI0YETOB B BBIKJIAJIKAX, YEPTEKaxX WU rpadukax, HO 00y4yaromuiics BiIajeeT 00a3aTeIbHbBIMH
YMEHHAMH I10 IPOBEPAEMOM TEME.
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OTMeTKa «2» CTaBUTC, CCJIIM: NONYHICHbI CYIICCTBCHHBIC OH_II/I6KI/I, IIOKa3aBIINEC, YTO

oOydJaronuiicss He BIaJeeT 00s3aTeIPHBIMA YMEHUSIMU 110 TAHHOW T€ME B IOJTHOU Mepe.

OrMmerka «1» craBuTcs, ecnu: paboTa Mokasaja MOJIHOE OTCYTCTBHE y O0y4arolIerocs

KpnTepml OLCHUBAHUA THJAKTHYECKOI'0 TECTa

00s13aTeNbHBIX 3HAHUN U YMCHI/Iﬁ 10 HpOBepHCMOﬁ TCMC HWJIN 3HAYUTCJIbHAs 4YacCTb pa60TBI
BBITIOJTHEHA HE CaMOCTOATCIIBHO.

Kouan4yecTBo HaOpaHHbIX 02/1710B OTMeTKa 10 NATHOAJILHOM IIKaJIe
0-36 2
37 — 66 3
67— 77 4
77100 5

5. KOMIIVIEKT KOHTPOJIBHO-OIHEHOYHBIX CPEACTB (KOC)

B xommiexr KOC IJi1 IPOBCACHUSA TCKYIICTO KOHTPOJIA BKIOYAKOTCA:

a) [IpumepHsIii nepedeHp BONPOCOB [T cOOECe0BaHUS 10 TEMaM:

- YHU(UKaNMA U CTaHAapTH3AIM JOKYMEHTOB

- Knaccudukanuus 10KkyMeHTOB

- Undopmannonuble 1 KOMMYHUKallMOHHBIE TeXHOJOTUU B JIOY

- KoHTpOonp ucnonuenns JOKyMEHTOB

6) IlpumepHas TeMaTHKa U COJEpKaHUE MPOBEPOUYHBIX PabOT MO TEMaM:
- «I'OCT P.30 - 2003»

- YHu¢ukanys 1 THOU3anus J0KyMEHTOB

- Opranuzanust paboThl ¢ JOKYMEHTaMH.

- PacniopsiutenbHble TOKYMEHTBI
- UndpopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI
- Oprasn3anMoOHHO-IIPABOBBIE TOKYMEHTBI

B) TecToBble 3a1aHus IO TEMaM

- Opranu3aioOHHO-TIPaBOBbIE TOKYMEHTBI
- PacnopsinurenpHble TOKYMEHTBI
- UndopmannoHHO-CIIpaBOYHBIE JOKYMEHTHI

- [IpaBuna opopmiieHUs! TOKYMEHTOB

B xommnexr KOC JJIs1 TIPOBCACHU A HpOMe)KYTOHHOﬁ aTTeCTAallMi BKIIIOYAKOTCA

BOIPOCHI K Tu(hPepeHIIMPOBAHHOMY 3a4ETY:

16




IlonsaTue u BUIBI AOKYMCHTA.

© o N AN R

el ol
wWw N - O

. Perucrpanus 1OKyMEHTOB.

[l e
o o1

DTanbl pa3zBUTHS JeI0NPOon3BocTBa B Poccum.
YHudukanus u craHAapTH3aIHI JOKYMEHTOB.
TpeboBanus kK 0(hOPMIICHUIO PEKBU3UTOB.
[TpaBuna oopmieHHs pacropsIUTEIbHBIX JOKYMEHTOB.
[TpaBuna odpopmiaeHus nHPOPMALIMOHHBIX JOKYMEHTOB.
[IpaBuiia opopmiieHHs OpraHu3alliOHHO- IPABOBBIX JIOKYMEHTOB.
[onstue , dpynkuuu u otnensl cayxosr JOY.
HopmaTtuBHBIE TOKYMEHTBI POCCUMCKOTO IEJIONPOU3BOICTBA.
. IlonsiTHE TOKYMEHTOOOOPOTA NPEANIPUATHS.
. Oprannzanus npuema nocTynarumx J0KyMEHTOB.
. Opranuzanust pacCMOTPEHHSI TOKYMEHTOB.

. KOHTpOJ'IL HUCTIOJIHCHUS JOKYMCHTOB.
. OTHpaBKa HUCXOAAIINX JOKYMCHTOB.

e
© 00

. 3KCHepTI/I33. HECHHOCTU NJOKYMCHTOB.
. HO,Z[FOTOBKa ACJI K apXUBHOMY XPAHCHUIO.

N N DN
N - O

. [Ipu3Haky u CTpyKTypa JOKYMEHTA.

. OcHOBHBIE TIOHATHUS 00 APXMBHOM XpaHEHUU.
. [lonsTe o ToKymMeHTe U cI0c00ax T0KYMEHTHUPOBAHHUSI.

. TpeOoBaHus K OpraHu3alii XpaHEeHUs1 UCTIOJTHEHHBIX JTOKyMEeHTOB. HoMeHkaTypa nei.
. @opMupoOBaHUE /1] B AEIONPOU3BOICTBE.

(DOPMLI U MCETOJAbI KOHTPOJISI M OUHCHKH PC3YJIIbTAaTOB O6y‘leHI/I${ JOJIKHBI

MO3BOJIATH MPOBEPATh Y OOYyYAIOUIMXCA HE TOJNBKO C(HOPMHUPOBAHHOCTH MpOdeccroHalIbHbIX

KOMIICTEHITH,

YMEHHH.

HO W pa3BUTHE OONIMX KOMIIETCHIIMH ¥ 00ECIeYMBAIONINX WX 3HAHUN H

PesyabTaTnl 00yyeHus OcHoOBHBIE IOKa3aTeJIN OLEHKH DopMbI U
(ocBOEHHBIE YMeHHS, YCBOCHHbIE pe3yJbTara MeTOAbI
3Hanus, OK, I1K) KOHTPOJISI U
OLICHKH
pe3yJIbTaToB
00y4eHus
YMeTs: YceTHBIN OITpoc
-0OpMIIATh JOKYMEHTALUIO B | -0QOpPMIIIIOT JTOKYMEHTAllUI0 B
JIOKYMEHTallUOHHOM o0ecrieueHn! | JOKYMEHTAMOHHOM Bomnpocsr
yIpaBIeHUH B COOTBETCTBHUHU c | obecrieueHNH  yOpaBleHUM B | cobeceoBaHUS
HOPMaTUBHOU 6a3of, UCIIOJNIB3YS | COOTBETCTBUM C HOPMAaTHUBHOU
nH()OPMAIIMOHHBIE TEXHOJIOTHH; 6a3oi, HCTIOJIB3YS
-OCYILECTBIISITh aBTOMATH3AIMIO | UHOPMAIIMOHHBIE TEXHOJIOTHH;

00pabOTKU JOKYMEHTOB;
-YHU(PUIUPOBATH CUCTEMBI TIOKYMEHTALIUY;

-OCYIIECTBISIFOT aBTOMATH3AIHIO
00pabOTKH JJOKYMEHTOB;

-OCYLIECTBJISATh ~ XpaHEHHE U  TOHUCK | -yHU(DULIHPYIOT CHUCTEMBI
JIOKYMEHTOB; JIOKYMEHTAIUU;

- HCIIOJIB30BaTh TEJIEKOMMYHHUKALIMOHHBIE | -OCYHIECTBISIOT  XpPaHEHHE U
TE€XHOJIOTUH B JJIEKTPOHHOM | TIOMCK JOKYMEHTOB;
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JIOKYMEHTOO0O0pOTE. -ACTIONB3YIOT
TEJIEKOMMYHUKAI[TOHHBIE
TEXHOJIOTUM B  3JIEKTPOHHOM
JTIOKyMEHTO000poTe.
3HaTh : 3HAK0T:
-TIOHATHE, LeH " 3a7auM | IOHATHE, LEAM U 33434y
JIOKYMEHTALUOHHOTO obecrieyeHus | JOKYMEHTAHOHHOI'O Bomnpocsr
yIpaBJICHUS; oOecrieyeHusl ynpaBIeHUs; coOece0BaHUs
-OCHOBHbBIE TMOHATHS JOKYMEHTALMOHHOI'O | -OCHOBHBIE HOHATHUSA
obecrieueHust yIpaBiIeHUS ; JOKYMEHTAIMOHHOT'O YcrHblid
-CUCTEMBbI JOKYMEHTAI[MOHHOI'0 | oOecreueHus! yrnpaBieHus ; oIpoc
oOecrieyeHus yrpaBIeHHUs; -CUCTEMbl  JIOKYMEHTAILlMOHHOTO
- KJIaccU(UKALUIO IOKYyMEHTOB; oOecrieueHus yrpaBlIeHUs; CamocrosiTenbHast
-TpeOoBaHus K COCTaBJICHUIO U | - KIaccu(UKaIuio JOKyMEHTOB; | paboTa
0(hOpMIICHHIO JOKYMEHTOB; -TpeOOBaHUS K COCTABJICHUIO H
-OpraHu3alnio JOKyMEHTO00opoTa: mpueM | 0hOPMIICHHIO JOKYMEHTOB;
, 00paboTKa, perucTpanysi, KOHTPOJIb, | -OPraHU3ALUIO
XpaHEeHHEe JOKYMEHTOB, HOMEHKJIATypa | JOKyMEHTooOOpoTa: MpueMm
Je. o0paboTka, perucrpanus,
KOHTPOJIb, XpaHeHue
- JIOKYMEHTOB, HOMEHKJIaTypa
[Tonumarot CYIIHOCTb u | Ilpaktnueckas
OK 1 IloHuMaTh CyIIHOCTh U COLMAJIBHYIO | COHMAIbHYI0 3HAUYMMOCTh CBOEH | pabora
3HaYMMOCTb CBOeH Oymymiei mpodeccun, | Oyaymei npodeccuu, IposiBISIOT
IIPOSIBIISITh K HEW YCTOMYUBBIN UHTEPEC. K HEW YCTOMYMBBINA MHTEPEC. CamocrosiTenpHas
OK 2 OpranuzoBsiBaTh CcOOCTBeHHYIO | OpranusyroT coOCTBeHHYIO | paboTa
JeSITeTbHOCTD, BEIOUPATH THITOBBIE METOMBI | ACSITEIHHOCTD, BbIOHpAIOT

U CIocoObI BBITIOJTHEHUS
npo(heCCHOHATBHBIX 3aJ1ad, OIEHUBATh HX
3¢ (HEeKTUBHOCTH M KQ4eCTBO.

OK 3 [IlpuHumaTe  pemieHuss B
CTaHJApPTHBIX u HECTaHJAPTHBIX
CUTYaIUsIX u HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4 OcylecTBIsTh IIOUCK U
HCII0JIb30BaHUE uHpOpMaInH,
HEOOXOAUMOI IS s dexTrBHOTO
BBIMIOTHCHUS TPO(ECCHOHANBHBIX 3aJad,
npoecCHOHAIBHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5 Hcnonp3oBaTh HHPOPMAIIMOHHO-
KOMMYHUKAIIHOHHbBIE TEXHOJIOTUHU B

npoheccuoHaNbHOM NesSTEIbHOCTH.

OK 6 PaboraTh B KOJJIEKTUBE W KOMAaHIE,
3¢ dexkTuBHO 00ImMAThCA C  KOJUICTAMH,
PYKOBOJCTBOM, IOTPEOUTEISIMHU.

OK 7 Bbpatp Ha cebsi OTBETCTBEHHOCTDH 32
paboTy WieHOB KOMaH/BI(TIOMYHHEHHBIX) ,
pe3ynbTaT BBIOJIHEHUS 3a/IaHUM.

TUIIOBBIE METOJABl U  CIOCOOBI
BBITNOJIHEHHS TPO(eCCHOHATBHBIX

3ajad4, OLICHUBAIOT ux
3¢ PEeKTUBHOCTH U KaueCTBO.
IIpuHuMaroT pelieHus B

CTaHJAPTHBIX M HECTAHAAPTHBIX

CUTyallusiX W HECyT 3a HHX
OTBETCTBEHHOCTb.

OcCyecTBISIIOT TTOUCK u
UCTIOJIb30BaHUE WHpOpMaIIHHY,

HeoOXxoauMoi 1 3¢ (HeKTHBHOTO
BBITOJIHEHHS TIPOPECCHOHAITBHBIX
3amady, TPoecCHOHATBLHOTO U
JMYHOCTHOTO Pa3BHUTHSI.
Hcnone3ytor  nHDOpPMAIIMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTHH
B npodeccHoHaTEHON
JESTSITLHOCTH.

PaGorator B KOJUIEKTHBE U
KoMaH e, 3 PEKTUBHO 0OIIAFOTCS
C KOJUIeTaMH, PYKOBOJICTBOM,
MOTPEOUTEIISIMH.
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OK 8 CamocTosiTenbHO ONpeAeIsaTh 3a0a4n
npo(ecCHOHAIBHOTO U JIMYHOCTHOTO
pPa3BUTHS, 3aHUMAThCSI CaMOOOpa3OBaHHEM,

OCO3HAaHHO  IUJIAHUPOBATh  MOBBIIIEHUE
KBaJIM(UKALINH.

OK 9 OpueHtupoBatbcsi B yCIOBHSX
4acTon CMEHBI TEXHOJIOT U1 B

npohecCUOHALHON e TEIBHOCTH.

bepytr Ha cebsi OTBETCTBEHHOCTh
3a paboty YJIEHOB
KOMaH1bI(TIOTYMHEHHBIX ) u
pE3ynbTaT BBIOJIHEHUS 3a/IaHUH.
CamocTosATeNnpHO ONPENETAIOT
3aJaud  NpOQEeCcCUOHATBHOTO |
JUYHOCTHOTO pa3BUTHUA,
3aHUMAIOTCS CaMOOOPa30BAHHEM,
OCO3HAHHO IUTaHUPYIOT
MIOBBIIIICHHE KBATA(DUKAIIIH.

OpueHTUpYIOTCSIT B YCJIOBHAX
YacTOM CMEHBl TEXHOJOTHM B

npodeccuoHaTbHOM
JeATENBHOCTH.
IIK 2.5 PaspabateiBaTh u  BecTu | Pa3pabaTpiBaroT u Beayr | IIposepounas
IPOEKTHYIO u TEXHUYECKYIO | IPOEKTHYI0O M TEXHHYECKYIo | pabora
JOKYMEHTALUI0 JIOKYMEHTaLHUIO.
Bormpocsr
[1IK 4.4 YnpaBnsaTe pecypcaMu IpOEKTA. VYrpasnsoT pecypcamu npoekra. | Auddepenmpo-
[IK 4.5 YnpaBnsaTe nepcoHaoM MPOEKTa VIpaBistoT IEpCOHAIOM IPOEKTA | BAHHOTO
3auera
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AnHoTanus Kk nporpamme OIIL.04.
JlokyMeHTallnOHHOe o0ecneyeHue ynpaBJieHHs

HCJ'II/I " 3aJa4u JUCIHMITIIIUHBI — Tpe6OBaHI/I$I K pe€3yjbTaTaM OCBOCHUA JUCHUIIINHBI:

B pe3ynbraTe OCBOCHUS AUCHUILIUHBI OOYUYAIOIIMNACS JOJDKEH YMETh!

- O(i)OpMJ'IHTB AOKYMCHTAlIUIO B JOKYMCHTALIUOHHOM obecrneueHU YIIPaBJICHUM B COOTBCTCTBUH,

C HOPMaTUBHOM 0a30H, NCHIOIB3Ysl HHPOPMALIMOHHBIE TEXHOJIOTUH;
- OCYIIECTBIIATH aBTOMAaTH3aLUI0 00pabOTKU TOKYMEHTOB;
- YHU(UITUPOBATH CUCTEMBI JOKYMEHTALIUH;

- OCYHICCTBJIATH XPAHCHUC U ITIOUCK JOKYMCHTOB;,

- UCIIOJIB30BATh TCICKOMMYHUKAIITUOHHBIC TEXHOJIOIUH B DJICKTPOHHOM ,I[OKYMCHTOO6OPOT6.

B pe3ynbpTaTe 0CBOCHUS AUCITUTUTHHBI 00YJarONTUIACS JOJKEH 3HATh:

- IOHATHE, LIETHU U 33]]a4H JIOKYMEHTAIIMOHHOTO 00ECTICUeHHSI YIIPABICHUS;
-OCHOBHBIE TIOHATHUS JOKYMEHTAITMOHHOTO 00ECIICYCHUS YIIPABICHHUS

- CHCTEMBI JJOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPaBIICHHUSI;

- KJTacCUUKAIUIO JOKYMEHTOB;

- TpeOOBaHUE K COCTABICHUIO U O()OPMIICHUIO TOKYMEHTOB;

- OpTraHM3alHI0 JOKYMEHTOOOOpOTa: mpueM , 00paboTKa, perucTpamus, KOHTPOIb, XpaHEHHUE

AOKYMCHTOB, HOMCHKJIATYpa OCJI.

2. CTPYKTYPA U TIPUMEPHOE COJEP)XAHUE YYEBHOM JUCIUAILINHBI

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BBl y4eOHOH padoThl

Buj yueOHoii padoTnl

0O0neM yacoB

MaxkcuMaJibHasi ydyeOHasi HAarpy3Ka (Bcero) 60
Oo0s13aTesqbHAs ayAUTOPHAs yueOHAs HATPY3Ka (Bcero) 40
B TOM YHCJIE!

[PAKTUYECKUE 3aHATUS 12
CaMmocTosiTe1bHasi padoTa o0yualomerocsi (Bcero) 20
B TOM YHCJIE:

HaNMCaHue JIOKJIA0B 18
Mpe3eHTalus yaeOHOro MaTepuaa 2

HUrorosas atrectanus B hopme quddepenipoBanHoro 3adera (4 cemectp)

Temaruveckuii T1aH yueOHOMN TUCIIMITIIHHEI
Paznen 1. CriocoObl TOKYMEHTHPOBAHUS
Pa3znen 2. Cucrema opraHn3aliMOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB

Paznen 3. I/IHq)OpMaLII/IOHHbIC 1 KOMMYHUKalIMOHHBIC TEXHOJIOTUH B JCJIOIIPOU3BOACTBC

20




Marpuua KoMIeTeHI Ui Mo AUCHUIJINHE
«JlokymeHTaUMOHHOE o0ecreyeHne YNpaBJIeHUsD)

IIpodeccnonabHBIE KOMIIETCHIMH

HaumeHoBaHue pa3iesoB /Tem

IIK 2.5
Pa3pabarbiBaTh
1 BeCTH
MPOEKTHYI0
AOKYMEHTAIUI0

I1K4.4
Yupasasatb
coepKaHueM
NMPOEKTAa

IIK 4.5
Yupasasars
NMepCcoOHAIOM
NMpoeKTa

Tema 1.1 lokymeHT u
BUIbI JOKYMCHTOB

+

Tema 1.2
CniocoObl TOKyMEHTUPOBAHUS

Tema 1.3
YHupUKanus u CTaHIapTH3AIUSL
JIOKYMEHTOB

Tema 1.4
N3yuenue ctanmapra
OP/]

Tema 2.1
PacniopsinuTenbHbIC TOKYMEHTHI

Tema 2.2
HNHdopmanmoHHO-CIIPaBOYHBIC
JIOKYMEHTBI

Tema 2.3
Opranu3aloOHHbIE JOKYMEHTHI

Tewma 3.1
NudopmarimoHHble 1

KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
A0V

Tema 3.2
ABTOMaTH3UpOBaHHbIE paboune Mecta

Tema 3.3
Opranu3zanus padoThl C TOKYMEHTaMU

Tema 3.4
JIOKyMeHTO0O0POT IPETPUSITHS

Tema 3.5
KOHTpoJIb NCTIONHEHUS! JOKYMEHTOB

Tema 3.6

Cucremaruzanus JOKYMCHTOB H ITpaBHJia

HX XPaHCHUS

Tema 3.7
[ToHsTHE W BUIBI APXUBOB
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