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1. MACIHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JJUCHUTLTAHBI
OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUA

1.1. OO6aacTh npuMeHeHHus1 padoyeil MpOorpaMmbl

PabGouass mnporpamma yueOGHo#l nucuumiuHel OI1.04 JlokyMeHTalMoOHHOE
oOecrieueHue yIpaBJiIeHHUs SBISIETCS YacThl0 0Opa30BaTEIbHOM MPOrpamMMbl CPEIHETO
npodeccuoHanbHOT0 00pa30BaHUs — MPOTPAMMBI MOATOTOBKH CIEIUATUCTOB CPEIHETO
3BEHA.

[Iporpamma paszpaborana B cootrBeTctBUM ¢ OI'OC CIIO nnsg crnennalibHOCTH
38.02.03 OmeparmonHas AesTENIbHOCTh B JIOTUCTUKE, a TaKXKE C y4eTOM TpeOOBaHUM
paboroaarenell U pbIHKA TPY/a.

1.2. Mecto y4yeOHO#i AMCUMILVIMHBI B CTPYKType 00pa30BaTeIbHOIl NMPOrpamMMbl
cpeaHero npogeccuonaabuoro oopasosanus (IINICC3)

VYyeOHast TUCHUIUIMHA OTHOCUTCS K 00IIenpodeccuoHaIbHBIM AUCHUIIIIMHAM
npo(heCcCHOHANBHOTO Y4eOHOrO IMKJIAa MPOrpaMMbl MOJTOTOBKM —CHEIHAJIUCTOB
CpPEIHEro 3BEHa, HampapiieHa Ha (QOpMHpPOBAHUE NPOPECCHOHAIBHBIX M OOLIUX
KOMITETCHITUH, BKIIOYAIONNUX B ce0sl CITOCOOHOCTE:

Kopg HanmeHnoBaHue pe3ysbrara 00yUeHus

1 2
[IK1.1 [IpuHuMate y4acTue B pa3pabOTKE CTPATErMUYECKMX M  OINEpPATUBHBIX|
JIOTUCTUYECKUX TUJIAHOB HA YPOBHE MOApa3/eiieHus (y4acTKa) JIOTUCTHYECKOM
CUCTEMBI C Y4ETOM LIEJIEV M 3a7ad OpraHu3anuu B nesoM. OpraHu30BBIBaTh
paboTy AJIEMEHTOB JIOTUCTUYECKOU CUCTEMBI
[1IK 1.2 [InanupoBaTh M OPraHU30BLIBATH JOKYMEHTOOOOPOT B paMKax ydyacTKa
JIOTUCTUYECKOM CUCTeMBl. [IpuHMMaTh, COpPTUPOBATH MU CAMOCTOATEIIBHO
COCTaBJISITh TPEOYEMYIO TOKYMEHTALIUIO
[1IK 1.3 |OcymiecTBisiTh  BBIOOpP MMOCTaBUIMKOB, IEPEBO3YMKOB, OINPEACISITh THI]
[TOCPEAHUKOB M KAHAJIbI PACTIPENEIICHUS
[IK 1.4 Bragerp METOIMKOM NPOEKTUPOBAHWSA, OPTaHU3alMM M AHAJIN3a HAa YPOBHE
nojapaszeneHus (y4acTka) JIOTHCTHYECKOW CHUCTEMBbl YIPABJICHHS 3amacaMu U

acCIpeNEIUTENbHBIX KaHAJIOB

[IK 1.5 Bnagerp OCHOBaMM  OINEPATUBHOTO  IUIAHUPOBAHUST W OpraHU3aluu
MAaTEpUAJIBHBIX IOTOKOB Ha ITIPOU3BOJICTBE
[1IK 2.1 YyacTBOBaTh B pa3paboTke HHPPACTPYKTYpHl TMpollecca OpraHU3AIHNH
cHaOXEHUSI M OPraHU3alMOHHOW CTPYKTYphl YIpPaBIIEHUS CHAOXEHUEM Ha)
YPOBHE oJipa3eieHus (ydyacTKa) JOTMCTHYECKON CUCTEMBI C YUETOM LIEJIEN U
3a/1a4 OPraHU3alMM B LEJIOM
[IK 2.2 [IpuMeHATP  METONOJOTHI) NPOECKTUPOBAHUS  BHYTPHUIPOU3BOIACTBEHHBIX
JTOTUCTUYECKUX CUCTEM MPH PEIIECHUH MPAKTUYECKHUX 3a7a4
[1K 2.3 [icrionp30BaTh pa3anyHbIE MOJEIHA U METOJIBI YIIPABIEHUS 3al1aCaMHU
[IK 2.4 OcymiecTBisiTh  yNpaBJieHUE 3aKa3aMH, 3amacaMu, TPaHCIIOPTUPOBKOM,
CKJIaIMPOBAHUEM, TPy30I1epepabOTKOMN, YITaKOBKOW, CEPBUCOM
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[IK 3.1

Bnagers Meromonoruei OHEHKH 3(PPEKTUBHOCTH  (PYHKIMOHUPOBAHUS
DIIEMEHTOB JIOTUCTUYECKON CUCTEMBI

[IK 3.2

CocTaBisTh IPOrpaMMy U OCYIIECTBIISITh MOHUTOPHUHT MOKa3aTesie paboThl Ha
YpOBHE MOjpa3zesieHus (y4acTka) JIOTMCTHYECKOW CHUCTEeMbI (TMOCTaBIIUKOB,
MOCPETHUKOB, IEPEBO3YUKOB U 3PHEKTUBHOCTH PAOOTHI CKIIAJICKOTO XO35HCTBA
Y KaHAJIOB PACTIPEICIICHHS])

IIK 3.3

PaccunThiBaTh U AHAJIM3UPOBATH JIOTHCTHYCCKNUC U3ACPIKKHU

[IK 3.4

HpI/IMCHHTB COBPCMCHHBIC  JIOTUCTHYCCKHMC KOHLCINHWU W  IIPUHIMIIBL
COKPAIICHUA JIOTUCTUYCCKUX PACX0O0B

[1K 4.1

HpOBOI[I/ITB KOHTPOJIb BBIITOJIHCHUA W OKCIICAWPOBAHNA 3dKa30B

[1K 4.2

OpraHu3oBbIBaTh MPUEM W IMPOBEPKY TOBAPOB (rapaHTHs IMOJMYYEHUS 3aKasa,
[IPOBEPKA KAadyeCTBA, MOATBEPKACHUE IMOJNYYECHUS 3AaKa3aHHOTO KOJUYECTBA,
oopmileHHE Ha TIOJYyUYEHUE U PETUCTPALUIO ChIPbs); KOHTPOJIUPOBATh OIIATY
[1IOCTAaBOK

[IK 4.3

HOII6HpaTI) N aHAJIIU3HUPOBATH OCHOBHBLIC KPHUTCPHHU OICHKH peHTa6€J'II:HOCTI/I
CUCTCM CKJIAIUPOBAHUS, TPDAHCIIOPTHPOBKH

[IK 4.4

OnpenensiTe KpUTEPUU ONTUMAIBHOCTH (DYHKIIMOHUPOBAHUS TOAPA3IACICHUS
(yyacTka) JOTUCTUYECKOM CUCTEMBI C y4eTOM IIeJiel W 3a/lady OpraHu3aluu B
1[EJIOM

Kog HaumenoBaHue pe3ysibTara 00y4eHus

OK 2 |(Opranu3oBbIBaTh COOCTBEHHYIO JI€ITEIbHOCTh, BEIOUPATH TUIIOBBIE METOJIBI U
CIIOCOOBI  BBITIOJIHEHUSI ~ MPO(PECCHOHANBHBIX  3a7a4, OICHHBaTh  MX
A PEKTUBHOCTD U KAaYECTBO

OK 4 |OcymecTBiasaTh MOWCK W HCIOJIb30BaHUE HWHQpOpMAIUU, HEOOXOIUMON IS
A (HEKTUBHOTO BBITIOJHEHHS TTPO(PECCHOHATBHBIX 3a7a4, MPOPECCUOHAIBHOTO
Y TUYHOCTHOT'O Pa3BUTHS

OK 5 [Hcnonp3oBaTh  MHPOPMAINMOHHO-KOMMYHHKAIIUOHHBIE  TEXHOJOTHU B

1poeCCUOHAIBHON JIeATEIIbBHOCTH

1.3. lesn u 321241 y4eOHOI TUCHUNJIMHBI — TPEOOBAHNS K Pe3yJIbTATAM 0CBOEHUS
Y4eOHOM TUCHMIIIMHBI
B pesynbTaTe ocBOoeHUS Y4eOHOU JUCITUTUIMHBI 00YYAIONTUHCS JOJIKEH YMEmb'

oQOpMIISITE TOKYMEHTAIIMI0O B COOTBETCTBUM C HOPMATUBHOW 0a30if, B T.d.

UCIOJIb3YsI UHPOPMALIMOHHBIE TEXHOJIOTUH;

—  YHUQUIUPOBATH CUCTEMbI JOKYMEHTAIINH;

— OCYUIECTBJISITh XpPAaHEHUE U TIOUCK JOKYMEHTOB;

— OCYIIECTBJIATh aBTOMATU3AINIO0 00PaOOTKH JOKYMEHTOB;

— HCHOJIb30BaTh  TEJIEKOMMYHUKAIIMOHHBIE  TEXHOJOTUHM B  BJIEKTPOHHOM
JIOKyMEHTO000pOTE.

B pe3ynbTaTe ocBoeHHs y4eOHOM TUCIUIUIMHBI 00YYarOIUICs TOIKEH 3HAmb '

— TIOHSTHE, LI€JH, 3aJa4H U IPUHLUIIBI 1€TONPOU3BOJICTBA;

— OCHOBHBIE IOHATHSA JOKYMEHTAIIMOHHOTO OOECIIeueHus yIpaBJIeHHUS,;



— CHCTEMBbI IOKYMEHTAIIMOHHOTO 00ECIIEUeHUs YIIPABIICHHUS;
- KJaccu(UKaIUIO JOKYMEHTOB;
- TpeOOBaHHUA K COCTABICHUIO U 0(DOPMIICHUIO TOKYMEHTOB;
— OpraHu3aluIo J0KyMEHTO000poTa: IpreM, 00padoTKa, perucTpalus, KOHTPOb,

XPaHCHHUC JOKYMCHTOB, HOMCHKJIATypa ACII.

1.4. KonuvecTBO 4acoB Ha OCBOEHHE MPOrpaMMbl y4eOHOW JMCHUILIUHBI 110

yuyeOHOMY IUIaHy

MakcumanbHas Harpy3ka o0ydarorerocst — 51 yac,

B TOM 4YHUCJIC:.

— o0s3aTenbHas ayIUTOpHas yueOHast Harpy3ka oOydaronierocs — 34 yaca,
— caMocTosTeIbHas paboTa oOyyJaromerocs: — 17 gacos.

1.5. Ucnoan3oBanue yacoB BapuatuBHoii yactu I[IIICC3
BapuaruBHas yacth yueOHOM Harpy3ku oOydaromuxcs 3 Jaca.

KomunuectBo | O6ocHOBaHME
No | JlomoJsiHUTENBHBIE No, HanmeHOBaHUE 4acoB BKJIFOYCHUS B
/11 | 3HaHUS, YMEHUS TEMBI BAPUATUBHOMN pabouyro
4acTu porpaMmy
1 | HopmartuBHO- Tema 1. OcHOBBI VYriybnennoe
MIPaBOBOE JIETIONPOU3BOJCTBA 2 M3Yy4YCHHE
oOecrieyeHue TEMBbI
JIEJIONPOU3BOJCTBA
2 | Odbopmienue Tema 1. IIpaBuia VYriybnennoe
JIOKYMEHTOB oopMIeHus M3YyUYCHHE
PEKBU3UTOB B 1 TEMBbI
JIOKYMEHTE B
COOTBETCTBHH C
I'OCTowm
Hroro: 3




2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOM JJUCOUILJINHBI

2.1. O0bem y4eOHOM TUCUMIIIMHBI U BUIbI Y4e0HOI1 padoThl

Buj yueOHoi1 padoThl Obnem
4acoB
MaxkcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 51
O0s13aTesibHasi ayIMTOPHasi yueOHasi HAarpy3Ka (Bcero) 34
B TOM YHUCJIE:
JIEKIIAHN 24
MPAKTUYECKHE 3aHATUS 10
CamocrosiTesibHas paboTa o0yuawierocs (Bcero) 17
B TOM YHCJIE:
BBITIOJIHEHUE JIOMAIIIHUX 33JIaHui, pedepaToB 12
IIOJITOTOBKA K MPAKTHYECKUM 3aHATHAM 5

[IpomexxyTouHas arrectanuus — Apyrue GopMbl KOHTPOJISI B BUJIE UHLO206020
KOHmMPOIAbHO20 mecma




2.2 TemaTuveckuii JIaH U coep:kanne yueOHoi qucunminuasl OI1.04 JlokyMeHTAIMOHHOE 00ecniedeHHe YIpaBJIeHus

HaumeHoBaHue pa3jie/ioB
U TeM

Conep:kanue y4ye0OHOro MaTepuaJsa, J1ad0paTopHble U MPAKTHYeCKUE padoThl,
CaMOCTOSITeIbHas1 padoTa 00y4aloumxcs

O0beMm
4acoB

YpoBeHb
O0CBOEHHUA

1

2

3

4

Tema 1. OcHOBEBI
JICIIOTIPOU3BOICTBA

Conep:xanue yueOHOro MaTepuaJia

OcHOBHBIE MOHATHS JEJI0Mpou3BoicTBa. Kiaccudukanus TOKYMEHTOB OpTraHH3allUU.
OyHKIUH JOKYMEHTOB. [lonatue u coctaB pPEKBU3UTOB JIOKyMeHTa. (CXeMbl
pacroyioxeHus: pekBU3UTOB. [loHATHEe W BUIbl OJAHKOB JOKYMeHTOB. HopmaTuBHO-
npaBoBoe obecrneueHue aenonpousBozacTsa. @3 «O6 nnpopmaum, HHPOPMALMOHHBIX
TEXHOJIOTHSX | 0 3amute nHbopmarum» ot 27.07.2006 No149-D3

CamocrosiTesibHasA padoTa 00yyaouuxcst

[ToBTOpEeHUE N3ydYEeHHOTO MaTepuaa, MpopadboTKa KOHCIICKTA 3aHATHIA, PEKOMECHIyEeMBIX
y4eOHBIX W3JJaHHH, BRIITOJHEHHE JoMalHero 3aaanus (Pedeparsr Ha Tembl: «9Bomonus
CTAaHOBJICHHS  JieJonpou3BojacTBa B Poccum», «OCHOBHBIE OTanbl  pa3BUTHUSA
nenonpou3BoacTBa B Poccuny», CyIIHOCTh CHCTEMBI «ITPUKA3HOT0» JIETIONMPOU3BOJICTBA,
OTnuuue  «KOJUIEKCKOTO»  JIEJOMPOU3BOJICTBA OT  «IIPUKA3HOTO», «CYIIHOCTh
«MHUHHCTEPCKOTO0» JIEJIOMPOU3BOICTBA», «OCOOCHHOCTH COBPEMEHHOIO 3TAla Pa3BUTHS
cdepsl Aenonpou3BoacTBay, «CuctemMa rocyJapCcTBeHHBIX opraHoB yrnpasieHus JJOY»,
N3ydyenne matepuana W COCTaBJIeHHE KOHCmekTa mo Teme «[IpaBmia odopmiteHus
PEKBU3UTOB Ha JOKyMeHTe B cooTBeTCcTBUU ¢ ['OCTom»).

Tema 2. Opranuzanus
JOKYMEHTO0000pOTa Ha
MPEIIPUATHH

Copep:xaHue yueOHOI0o MaTepuasa

Cayx0a JOKYMEHTAllMOHHOTO YIpaBJIEHUs OpraHM3alueil: NPUHLIMIB PaOOTHl |
¢yakiuu. IloHATHE W TPUHLMIIBI OpraHu3allMd  JTIOKyMeHTooOopoTa. OO6paboTka
BXOJIeH JokyMeHTauuu. Perucrpauus aokymeHToB. KOHTpOib HCHOJIHEHUS
nokymeHToB. (OOpaboTka WuCXOJsmiel JdokyMeHTanuu. Pabota ¢ BHYTpEHHUMH
nokymeHtamu. Cucremartuzanuss M XpaHEHHE JIOKYMEHTOB. J{OKyMEHTOIOTOK
OpTaHu3aIH.

IIpakTnyeckas padora 1
N3yuenne HopmatuBHOM fOoKyMeHTanuu no JJOVY.

CamocrosiTesibHAs paboTa 00y4arOUIUXCH

IToBTOpEeHUE N3yueHHOT0 MaTepuaia, MpopaboTKa KOHCIEKTa 3aHATHH, pEKOMEHIyeMBbIX
y4eOHBIX H3/IaHUN W JOTOJHUTEIBHOW JUTEpaTyphl, MOATOTOBKA K MPAKTUYECKOMY
3aHSTHIO, BBIMOJIHEHHE MpakTudeckoro 3aaanus (M300pa3uTh CXeMaTHYHO THUIIOBYIO

CTpYKTYpyY ciyx0b1 JIOVY).




Tema 3. OpranuzanvoHHO-
IIPABOBBIE TOKYMEHTEI

Conep:kanue y4eOHOIro MaTepuasa

Ha3nauenue u cocraB OpraHM3allMOHHON JOKYMEHTALUU. YUYpPEOUTEIbHBIE JOKYMEHTBI
IOPUANYECKOrO JIMLA. Y CTaB IpUINYECKOro una. OCHOBHBIE BUJIbl OpPraHU3allMOHHBIX
nokymeHntoB. Ilomoxenusa. YcraB. Muctpykuuu. IlpaBuna. OdopmiieHHe MITaTHOTO
pacIMCaHHUs.

IIpakTuyeckasi padora 2
Nzydyenne ¢opM opraHuzanuoHHON jgokymMeHTanmmu. OdopmieHue TOKHOCTHON
WHCTPYKIIUU.

CamocrosiTesibHas paboTa 00y4arOUIUXCs
IToBTOpEHUE N3yueHHOTr0 MaTepuaia, NpopadoTKa KOHCIEKTa 3aHATHH, PEKOMEHTyeMBbIX
y4eOHBIX U3AaHUHN U JOTOJHUTEIBHOHN JIUTEpaTyphl, H3yUYCHHE TEPMUHOB IO TEME.

Tema 4. PacniopsautenbHas
JOKYMEHTALUS

Coaep:xanue yueOHOro MaTepuaJia

Ilonarue u BHU/IbI paCHOpﬂHHTGHBHOﬁ AOKYMCHTAaLlUU. Haznauenue pacrnopsAauTCIbHBIX
JOKYMEHTOB. Buapsl mpuka3oB 1O OCHOBHOW nesTenbHOCTH. OdopmieHue
pacnopspkernii. OhopMIIeHHE PEIICHUN.

IIpakTuyeckasi padora 3
OdopMieHre pacOpSANTEILHON TOKYMEHTAIUH.

CamocrosiTesibHasA padoTa 00yyaromuxcst

[ToBTOpEeHUE N3y4eHHOTO MaTepuaia, MpopadoTKa KOHCIIEKTa 3aHATHH, PEKOMEHTyeMbIX
Y4EOHBIX W3JaHUA W JONOJHHUTEIbHOH JIMTEpaTypbl, MOATOTOBKA K IMPAKTHUYECKOMY
3aHSTHIO, BBINIOJIHEHUE JjaoMaliHero 3aaaHus (OdopmieHue MNpe3eHTaluud Ha TeMy
«PacnopsiiuTenpHas TOKyMEHTALUs TPEANPUSITHS U €€ BUABLY).

Tema 5. CipaBouHoO-
nH(pOpMaIMOHHAS
AOKYMCHTAaI U

Copep:xaHue yueOHOI0o MaTepuasa

Buner cnpaBouHO-uH(MOpMaMOHHBIX JOKyMeHTOB. Odopmienue aktoB. OdopmieHue
npotokoiia. OdopmieHue cirykeOHOM, TOKIATHON U 00BICHUTEIHLHOM 3aMMCOK. SI3BIK U
CTHJIb CITYKeOHOM TOKYMEHTAIIUH.

Tema 6. [lenoBsie mucbMa

Conep:xanue yyeoHoro marepuaja. [lousarue u kinaccudukaims ciy>K€OHBIX TTHCEM.
Bunel. Micnonb3oBanue mabnoHHBIX ()pa3, STUKETHBIX BBIPAKECHHI.

IIpakTnueckas padora 4
Odopmiienre cipaBouHO-UH(GOPMAIIMOHHBIX JOKYMEHTOB.
OdopmiieHne TeT0BBIX MHCEM

CamocrosiTesibHAs paboTa 00y4arOUIUXCA

IToBTOpEeHUe N3yueHHOTr0 MaTepuaia, NpopaboTKa KOHCIEKTa 3aHATHH, PEKOMEHTyeMBbIX
y4eOHBIX W3MaHUA W JONOJTHUTENbHOW JuTepaTypsl, (M3ydeHume wmarepuana u
COCTaBJIEHHE KOHCIIEKTa W Tpe3eHTauuu mo Teme «CTwib ciykeOHOW Mepenucku u
JIEJIOBBIX TUCEM»; TOJrOTOBKA npe3eHTanuu «Knaccuduxanus nucem.




Tema 7. JIOKyMEHTBI 11O
JINYHOMY COCTaBY

Conep:kanue y4eOHOIro MaTepuasa
[ToHsITHE ¥ BUABI TOKYMEHTOB 10 JIMYHOMY cOoCcTaBy. OdopMIIeHHE TPYAOBOTO I0TOBOPA.
Odopmnenne npukaza o mnpueme Ha padory. OdopmieHue TPYIOBOH KHUKKH.

o 2
Odopmnenne nuyHONW KapTouku paboTHHKa. OdopmieHue nudHOoro aena. llepeBox
paOoTHHKa Ha Apyryto padory. OdopMieHne J0KyMEHTOB IIPH YBOJbHEHUN PAOOTHHUKA.
Odopmnenne xapaktepucTiku. CoCcTaBIeHUE PE3IOME.
IIpakTnyeckas padora 5 2
OdopmiieHre JOKYMEHTOB 110 IMYHOMY COCTaBY.
CamocrosiTesibHas paboTa 00y4arOmMXCs
IToBTOpEHUE N3yueHHOI0 MaTepuaia, NpopadboTKa KOHCIEKTA 3aHATHH, PEKOMEHIyeMbIX 9
y4eOHBIX W3JAaHUA W JOMOJHUTEIBHOM JIUTEPaTyphl, MOJATOTOBKA K MPAKTHYECKOMY
3aHSTHUIO, BbINOJIHEHHE JoMainHero 3ananus (CocraBiieHUe pe3lome).
Tema 8. DnekTpoHHBII Coaepixanue yueOHOro MaTepuasa
JOKYMEHTOOOOPOT Ha OCHOBHbIE TOHATHUSA D3JIEKTPOHHOTO Jenonpou3BojacTBa. CHCTeMbl aBTOMATU3ALUHU
HNpEANPUATHI JEJIONPOU3BOJICTBA. ONeKTPOHHOE JOKYMEHTUPOBAHHUE. DNEeKTPOHHBIN 4
JOKYMEHTOOOOPOT. OJEeKTpOHHas nepenucka. JlenoBoi s3bIK NpU  IEKTPOHHON
TIEPEIHCKE.
CamocrosiTesibHasA padoTa 00yyaroumuxcst
[ToBTOpEeHUE N3ydeHHOTO MaTepHaia, MpopaboTKa KOHCIIEKTa 3aHATHI, PEKOMEHTyEeMbIX
Y4EOHBIX W3JaHUH W JONOJHHUTEIbHOH JIMTEpaTypbl, MOATOTOBKA K IMPAKTHUYECKOMY 2
3aHATHUIO, BBIMIOTHEHUE AomaiiHero 3anaHus (CoctaBieHne U opopMIIeHHE JEI0BOTO
MUChbMa IIPU IEKTPOHHOM MepenucKe N0 HHANBUAYAILHOMY 3a/IaHUIO).
HToroBslii KOHTPOJILHBIN TeCT MO0 OCHOBHBIM pa3zaenam Aucuuinibl OI1.04 lokymeHTannoHHoe obecnevyeHue 5
ylpaBJieHusl
Bcero: o1

JI1 XapaKTepUCTUKH yPOBHS OCBOCHMsI yUEOHOI0 MaTepualia UCIOJIb3YIOTCS CIEAYIOIUEe 0003HAYEeHNUS:
2 - penpOyKTUBHBIN (BBITOJHEHNE AEATEIBHOCTHU 110 00pasily, MHCTPYKIIHUHU WU MO/ PYKOBOJICTBOM);

3 - MPOAYKTUBHBIN (TNTAHKPOBAHUE M CAMOCTOSTEIILHOE BHITIOJIHEHHE JIESITEIbHOCTH, PEIICHNE TIPOOJIEMHBIX 33/1a4).
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3. YCJIOBUSI PEAJTU3AIINN PABOYEN ITPOTPAMMBI YYEBHOM
JUCHUILIAHBI

3.1.TpeboBanusi K MUHMMAJbHOMY MATEPHAJIBLHO-TEXHUYECKOMY 00eCIeYeHUI0

Huctumuimaa  OI1.04  JIokymeHTalmoHHOE  OOECIeYeHHe  YIpaBJCHUS
peanusyeTcs B yueOHOM KabuHeTe «J{oKyMeHTalmoOHHOE 00eCcTieueHHEe YIPaBICHUS».
MuHuManmbHO ~ HEOOXOIMMOE  MaTepualbHO-TEXHUYECKOe  obecreueHne
BKJIFOYAET B ceO4:
— Pabouune mecTa 1o KoIu4ecTBy 00y4aromuxcsi (CToJ, CTYJbS Ay IUTOPHBIC);
— OOopynoBaHHoe  pabodee MecTo ImpemojaBaTens  (CTOJN,  Kpeco,
NEPCOHANBLHBIN KOMIIBIOTEP, JIOKaJIbHAS CETh C BBIXOJIOM B Internet);
— Jlocka menoBas;
— IlIkadsbi-cTemmaxku i1 pa3MelleHUss y4eOHO-HArJsgHBIX TMOCOOMH H
JTOKyMCHTAITNH;
— Mynbstumeauitnoe odopyaosanue (I1IK (cucremusiit 60k — mpor. — AMD
FX™ 6300, 3,5 I'Tu. O3Y 8 I'6), TV);
— Crenap! — 9 mit.;
— Ilmakatel — 2 mr.

3.2. UudopmanmnoHHoe odecnevyeHue 00yueHust

IlepeyeHb  peKOMeHAyeMbIX  Y4eOHBbIX  M3AaHWH, HWHTEPHET-PeCypCoB,
JTOMOJTHUTEIbHOU JIUTEPATYPbI

HopmaTuBHO-IPABOBbIE AKTHI:
1. ®enepanbhblil 3akoH "OO0 nnpopmalu, THOOPMAITMOHHBIX TEXHOJOTUSIX U O

samure uHpopmaruu" ot 27.07.2006 N 149-®3 (mocnenusis pegaxiys)
http://www.consultant.ru/document/cons_doc_ LAW 61798/

2. I'paxxanckuii KOJIEKC Poccuiickoit denepanunu. 4.1-4
http://www.consultant.ru/document/cons_doc_law_5142/
3. Tpynosou KOJIEKC Poccutickon denepanuu

http://www.consultant.ru/document/cons_doc_law_ 34683/

4. TOCT P 7.0.97-2016. Haumonaneublii crangapt Poccuiickoit denepanumu.
Cucrema cranaapToB nmo uHpoOpManuu, OMOIUOTEYHOMY U H3AATEIBCKOMY
neny. OpraHu3aluoOHHO-PACTIOPSANTENbHAS JOKyMeHTanus. TpeOoBaHus K
opopmrnenuto qokymeHToB" (yTB. [Ipnka3zom Poccranmapra ot 08.12.2016 N
2004cT)(pen.orl4.05.2018)http://www.consultant.ru/document/cons_doc LA
W_216461/)
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OCHOBHBIC HCTOYHUKMH .

1. Tronenena, T.A., JlokyMeHTallMOHHOE OOECrEYEHUE YIpaBJieHUs: y4eOHO-
meroaudeckoe mocodue / T.A. TroneneBa. — Mocksa: Pycaitnc, 2022. — 100
c.— ISBN 978-5-4365-1489-5. — URL:https://book.ru/book/943348.

2. lllyBanosa, H. H. JlokyMeHTalimoHHOE OOECIIeUeHHE yIIpaBieHUs: YIeOHUK
IPaKTUKyM TUTSt CpeaHEro npodeccuoHaIbHOTO obpasoBanwus /
H. H. [llyBanoBa. — 2-e u3a. — MockBa: UsparensctBo IOpaiit, 2022. —
265 c¢. — (IIpodeccunonansuoe oopazoBanue). — ISBN 978-5-534-00088-7. —
Texcr: snexktponHbldi // OOpazoBatenpHas miaTdopma FOpait [caiiT]. —
URL.: https://urait.ru/bcode/489985.

I[OHOJIHI/ITGJILH])IG HCTOYHUKH:

1. bacakoB M.U., JlokymeHTaIIMOHHOE OOeCTIeUeHHE YIIpaBIeHUs (C OCHOBaMU
apxuBoBenieHus ): yueOHoe mocobue / M.M. bacakos. — Mocksa: KuoPyc, 2021.
— 216 c.— ISBN 978-5-406-08564-6. — URL :https://book.ru/book/940170.

2. lllysanoBa, H. H. OcHOBBI 1en0MpOU3BOICTBA: YUYCOHUK U MPAKTUKYM
st cpenHero npodeccuonansHoro oopaszosanust / H. H. llysanona, A. 1O.
NpBanosa; mon obmert penaknueir H. H. IllyBanoBoit. — 3-e u3a., nmepepald. u
non. — MockBa: MHWzparensctBo FOpaiit, 2022. — 384 c¢. —
(ITpodeccnonansuoe obpazoranue). — ISBN 978-5-534-15488-7.

HNuTepHeT — pecypcesbi:

=

B~ w

OdunmanbHBII HHTEPHET-TIOPTAN IPaBoOBoOM nHpopmanmu http://pravo.gov.ru/
CnpaBouHas IIpaBoBast cucrema «Koncynsrantllmoc»
http://www.consultant.ru/

CrpaBouHas ipaBoBasi cuctema «[ apanty - http://www.garant.ru/
https://edou.olimpoks.ru/

12


https://urait.ru/bcode/489985
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4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUW S YUYEBHOU

JUCHUILIAHBI

Koutpoir u omeHka pe3yabTaTOB OCBOCHUS Y4e€OHOW AMCIUILUIMHBI
OCYUIECTBIISIETCS] MIPEMNOJIaBaTesieM B MPOIECCe MPOBEIACHUS MPAKTUYECKUX 3aHATUM,

3aCJIYIINBAHHUA COO6HI€HI/H>'I,

JOKJIagd0B,

pedeparos;

TCCTUPOBAHUA, a TaKIKC

BBIITOJIHCHU S O6Y‘13.IOHH/IMPIC$I HWHAUBUAYAJIBHBIX BaﬂaHHﬁ, YCTHOTI'O OIIpocCa.

Pe3yabTarsl 00yyenust
(ocBOCHHBIE YMEHUH,

Koab! popMupyemsbix
npodeccuoHaIbLHbIX U

(I)OprI H METOAbI KOHTPOJIsA
H OIICHKHU pE3yJabTaTOB

YCBOCHHbIC 3HAHUS) 00IMX KOMIeETEeHIUMH 00y4eHus
1 2 3
YMmenusn:
0hopMIISITh MPAKTUYECKUE 3aHATHA,
JIOKYMEHTAIIUIO B bpoHTATBHBII WM
COOTBETCTBHHU C IK 1.1, ITIK 1.2, T[IK 2.4, | uHAMBUAYAJIbHBII OIIpoc,
HOpMaTUBHOM 0a30ii, B IIK 3.2, 11K 4.1, [IK 4.2, | TecTupoBaHHUE,

T.4. UCIIOJIb3YS OK 2,0K 4 VHIUBUAYAJIbHOE 3aHATUE
MH(}OpMaAIMOHHbIE
TEXHOJIOTUH,
OCYILIECTBIISITh PaKTUYECKHUE 3aHSTHS,
aBTOMATHU3ALIUIO K 1.1, IIK 1.2, I[IK 2.4, | dpoHTanbHbIH 158101
obpabotku nokymenToB; | [IK 3.2, [IK 4.1, [IK 4.2, | uHAMBUTyaIbHBIN OIIpoc,
OK 5 TECTUPOBAHMUE,
WHJIMBUTyaJIbHOE 3aHITHE
YHUDHUITUPOBATH MPAKTUYECKUE 3aHSTHUS,
cuctemsl fokymenrtauuy; | [IK 1.1 - 1.5, 11K 2.1 — | pponTansHbIi W
24,1IK 3.1 -3.4,1IK 4.1 | uHAUBUAYATbHBIN OIIpoc,
-44,0K2,0K5 TECTUPOBAHUE,
WHJIMBUAYaJIbHOE 3aHSTHE
OCYILIECTBIISITh XpaHEHUE MPaKTUYECKUE 3aHSTHS,
Y TIOMCK JIOKYMEHTOB; bpoHTaTBHBIN 18105
OK 2,0K 4,0K 5 VHIUBUYaJIbHBIN OIpoc,
TECTUPOBAHMUE,
WHJIMBUTyaJIbHOE 3aHITHE
HCIIOJIb30BaTh MPAKTUYECKHE 3aHSTHUS,
tenekommyHukamuonnsie | [IK 1.1, TIK 1.2, [IK 2.4, | ¢ppoHTanbHBIM WIH
TEXHOJIOTUH B IIK 3.2, 11K 4.1, [IK 4.2, | uHAUBUAYAJIBHBII OIIpoc,
3JIEKTPOHHOM OK5 TECTUPOBAHMUE,
JIOKYMEHTO000pOTe WHJMBUAYAJILHOE 3aHSTHE
3HaHus:
MOHSTHE, 1ICNH, 3a4a4d U MPAKTUYECKHE 3aHSTHUS,
IPUHIUIIBI [IK 1.2, 0K 2 (bpoHTaTLHBIHI 158105
JIeJIONPOU3BOJICTBA,; WHIMBUIYyaJIbHBIN onpoc,
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TECTUPOBAHUC,
HMHANBUAYaJIbHOC 3aHATHC

OCHOBHBIE ITOHSTHS
JTOKYMEHTAITMOHHOTO
oOecrieycHus
YIPaBJICHMUS;

CHUCTEMBI
JTOKyMEHTAIMOHHOTO
oOecrieueHus
yIpaBJICHHUS,

KJ1acCU(UKAIHIO
JIOKYMEHTOB

TpeOOBaHUS K
COCTaBIICHUIO U
0hOopMIICHUIO
JIOKyMEHTOB;

OpraHu3aIMI0
JOKYMEHTOO00OpoTa:
pUeEM, o0paboTka,
perucTpanus, KOHTPOJb,
XpaHCHHE JOKYMEHTOB,
HOMEHKJIATypa Jell

I[IK 1.2, 0K 2

MPAKTUYECKUE 3aHATHS,
bpoHTATBHBIN WIH
VHIMBUTyaJIbHBIN o1poc,
TECTUPOBAHMUE,
VH]IMBU1yaJIbHOE 3aHSTHE
MIPAKTUYECKUE 3aHATHS,
(pOHTANIBHBIIH WIH
VH]INBUTyaJIbHBIN OIIpoc,
TECTUPOBAHMUE,
VHJIMBUTyaJIbHOE 3aHSTHE
MPAKTUYECKUE 3aHATHS,
bpoHTATBHBII )5 8)051
WHIMBUTyaJIbHBIN OIIpoc,
TECTUPOBAHHUE,
VH]IMBU1yaJIbHOE 3aHSTHE
MPAKTUYECKUE 3aHATHS,
(pOHTAIBHBIM WU
VH]INBUTyaJIbHBIN OIIpoc,
TECTUPOBAHMUE,
WHJIMBUTyaJIbHOE 3aHITHE
MPAKTUYECKUE 3aHATHS,
bpoHTATBHBII WIH
VHIUBUIYaJIbHBIN OI1poC,
TECTUPOBAHHUE,

VHIMBU1yaJIbHOE 3aHSITHE
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