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1. OBJACTh NPUMEHEHHUSI PABOYEH MPOIrPAMMBI YUEBHOI'O MNPEJMETA,
KYPCA, JUCHUILIAHBI (MOAY.JIsT)

I[OKyMeHTaI_II/IOHHOG O6CCHC‘ICHI/IC praB.HeHI/ISI SABIIACTCA 4YaCThIO HpOFpaMMBI IIOATOTOBKHA
crenuanucToB cpeanero 3seHa B coorBeTcTBUM ¢ PI'OC no cneunanbHocTH CITO 38.02.08 Toprosoe
ACJI0, KBa.HI/Iq)I/IKaLII/IH CHCI_[I/IaJII/ICT TOpI‘OBOI‘O Jaclia.

2. IIEJIA U 3AJTAYM YYEBHOM JUCIHATLTAHBI

1.1leab u 3a7aun AUCHUTTHHBI

ean:

- c(OopMHpOBATH IIEJIOCTHOE MPEJACTaBIEHUE O TEHACHLUSAX M 3aKOHOMEPHOCTAX pa3BUTHS
COBPEMEHHOT0 JJOKYMEHTAIMOHHOTO 00ECIICYeHHs YIIPaBICHUS] OpraHu3aluei.

3agaun:

- copMHpOBaTh YMEHHUS B ODOPMIICHUHU JOKYMEHTAIIMH B COOTBETCTBUU C HOPMATHUBHOM 0a30ii,
UCTOJb3Yysl HHPOPMALMOHHbIE TEXHOJIOTHUH U CPEACTBA OPTTEXHUKH;

- UCIOJIb30BaTh YHU(HUIIMPOBAHHBIE CUCTEMBI IOKYMEHTALINH;

- OCYILECTBIISATh XPAHEHUE, IOUCK JJOKYMEHTOB.

3. MECTO YYEBHOW JUCHUILIMHBI B CTPYKTYPE IIPOI'PAMMBI IIOJIOTOBKH
CIHHEOUAJIUCTOB CPEJHEI'O 3BBEHA

YyeOnass aucuuiuimHa «JloKyMeHTalMOHHOEe OOecliedeHre YIpaBlIeHUs» B MporpaMme
MOATOTOBKH CIICIIHAIIMCTOB CPEAHETO 3BEHa OTHOCUTCA K OOIIenpodecCHOHATbHBIM AUCITUILUTHHAM
npodeccronanbHoro 1ukia yaeOnsx guctumina @I'OC no cnennansroctu CITO 38.02.08 Toprosoe
neno, kpammdukamnus CrernuaiucT TOproBoro aena.

Jlis u3ydeHusi JTaHHOTO Kypca MpeJroiaraeTcs Haludre 0a30BbIX MPEJCTaBICHUN B 001acTh
mucturud CO.1.11 «Muadopmatukay, YJ/1.01 «3koHOMUKaY.

4. TPEBOBAHMS K PE3YJIBTATAM OCBOEHMS YYEBHOM JAUCIHUILIAHBI:
Komnerenuuu odyuyamwierocsi, popMupyembie B pe3y/ibTaTe 0CBOCHHSI JTMCHUIIMHBI.
I[porecc n3y4yeHns: TMCUUIUIMHBI HANPaBJIeH Ha (OPMUPOBAHUE U PA3BUTHE KOMIICTCHIINI:

OK 01. BeiOupate cnocoObl pemeHus 3aaad NpoQecCHOHATbHON AEATENIbHOCTH MPUMEHUTEIBHO K

Pa3IUYHBIM KOHTEKCTaM

OK 09. ITonb3oBatbcsi Mpo(heCCHOHAIBHONW JOKyMEHTAalMel Ha TOoCyJIapCTBEHHOM M HWHOCTPAHHOM

S3BIKAX.

IIK. 1.3. OcymecTBasTh MOATOTOBKY, OQOpPMIICHHE M MPOBEPKY 3aKyNOYHOM JOKYMEHTAIMH, B TOM

YHCIIE C UCTIOJIb30BAHUEM HIICKTPOHHOTO TOKYMEHTO000POTa M CKBO3HBIX HU(PPOBBIX TEXHOIOTHH.

Takum o0pa3om, B pe3yJibTaTe 0CBOEHHUS TUCHUIJIMHBI 00YyYAIOIINICS T0JKEH
Ymers:

V1 - obopMIIITh TOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30M, UCTIOJIB3YsI
nH(OPMAIIMOHHBIE TEXHOJIOTUU U CPEJICTBA OPTTEXHUKHU;

VY2 - ucnonp3oBaTh YHU(GULIHPOBAHHBIE CUCTEMBI TOKYMEHTAIUU;

V3 - ocylecTBIATh XpaHEHHE, IOUCK U aHAIN3 T0KYMEHTOB;

VY4 - ucnonabp30BaTh TENIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE.
3HaTh:

31 - ocHOBHBIE OHATHS JOKYMEHTAI[MOHHOTO 00ECIIeUeHus yIpaBJICHHUS;

[eJH, 33J1a49¥ U IPUHIIUAIIEI IOKYMEHTAIIMOHHOTO 00eCIIeYeH sl YIIPABIICHUS;
CUCTEMBI IOKYMEHTAIIHOHHOTO O0eCTIeueHus YyIpaBIeHNUS;

o01Iye mpaBuiia OpraHu3aiy padboThl ¢ JOKYMEHTaMH,



32 - OCHOBHBIE 3aKOHOJATEIbHbIE 1 HOPMATHUBHBIE aKThI B 00JACTH TOKYMEHTAIIMOHHOTO O0eceueHus
YIpaBICHUS;

33 - TpeboBaHuUs K COCTABICHUIO U OPOPMIICHUIO Pa3IMYHbIX BUJOB IOKYMEHTOB;

34 - coBpemeHHBbIE HWHGOPMAIMOHHBIE TEXHOJIOTUM CO3JaHHUS JOKYMEHTOB M aBTOMAaTH3aIlUU
JOKYMEHTO000pOTa; OpraHu3aiio padoThl C 3JEKTPOHHBIMU JJOKYMEHTaMHU.



5.CTPYKTYPA U COJEPKAHUE YUYEBHOM JJUCIHUATLJIMHBI
5.1 O0beM yueOHO# IMCUMIIMHBI M BUABI Y4eOHOI padoThl

Oovem uacoe

Bup yueOHoit padoTbl geeco
Ounoe
1210m,2210m /
MakcumanbHas ydyeOHasi Harpy3ka (Bcero) 68
Oo6s13aTe1bHAs ayIMTOPHAs yueOHas Harpy3Ka (Bcero) 36
B Tom uncre:
TEOPETUYECKOE 00yUeHNE 20
IIPAKTUYECKUE 3aHATUS 16
CamocrosiTesibHast paboTa 00y4awuierocsi (Bcero) 32
B ToM uucne:
pabora 1o Temam 32

MoAT0OTOBKA JOKJIAJ0B 110 TCMaM

HTorosnie arrecTranuu

1 cemecTp /3
cemecTp
JADK




5.2. TemaTuuyecKMii IJIAH U COJepPKaHME YUeOHOH TUCHUIINHBI «/{oKyMeHTaunoHHOoe o0ecnievyeHre ynpaBJjeHus »

Oo0bem Yposen
Conep:kanue y4e0OHOro MaTepuaJsa, NpaKTUYeCKUe 3aHATHS, CAMOCTOSITeJIbHAasA padoTa b
HaumeHoBaHue pa3aesioB U TeM 4acos
00yYarIuXCcs 0CBOCHH
A
1 2 4
Tema 1 2
OcHOBHBIE IOHATHS
AeJIONPOU3BOACTBA
Conep:xxanue y4e0OHOIro MmaTepuaJja 1 2
3aHATHSA JTeKIHOHHOIO THIIA
1. Jlenonpon3BOACTBO KaK COCTaBHAs YAaCTh YIIPABJICHUS [IEPCOHAIOM B opraHu3anuu. OCHOBHBIE
TUIIOBbIE JOKYMEHTHPYEMbIE ONIEPALIH B ITPOLIECCE YITPABICHHS IEPCOHATIOM.
1.1 Ilpouecc ynpapiieHust U poiib | 2. MecTo u Pojib JOKYMEHTOB B yIpasiaeHun. OGIIie ¥ OCHOBHBIE TPEGOBAHMS 1 TIPABHIIA OOPMICHHUS
JOKYMEHTUPOBaHUs JIOKYMEHTOB.
YHPABJICHYECKOH CATEIBHOCTH. 3. HopmaTuBHBIE MaTEpUaAIbl IO JOKYMEHTHPOBAHUIO YIIPABJIEHYECKON AEATEIBHOCTH U OpraHu3aluu
Bunpl 10KyMEHTOB 1 UX paboTHI C JOKYMEHTaMH.
KTacCHpHKALHs 4. Bupl ynpaBiaeHUECKUX JOKYMEHTOB U UX KilacCH(UKaLusl.
IIpakTnyeckue 3aHATHS 0,5
Joxnansl, coobmenus (yeruno) (OK 2, OK 3, OK 4)
CamocrosiTesibHasi padoTa CTYI€HTOB 2
[IpopaboTka KOHCTIEKTOB JICKIUH, yueOHOM JTUTEPATypPHI.
Conepxanue yueOHOro Marepuasa 1 2

1.2 Yaudukams u
CTaH/apTU3aAINs
YIPaBJIEHYECKUX JTOKYMEHTOB.

3angarus JICKIHMOHHOI'0 THIIA




1. ITonsTHs cranaapTuzauuu U yHuukauuu. OCHOBHbIE TPUHIUIIBI IIPU MPOBEJACHUN YHUDUKAITUH U
CTaHJapTU3aLUHU YIIPABIEHYECKUX TOKYMEHTOB.

2. YHUpUUIMPOBaHHBIE CUCTEMBI TOKyMeHTanuu. OCHOBHBIE MpaBHiia 0(OPMIICHUS TOKYMEHTOB.
dopmysip-oOpaszerr.

3. PexBU3UTHI yIIPaBICHUECKUX JOKYMEHTOB M IIPaBUJIa UX OOPMIICHHS.

4. bnanku u popmaTel TOKyMeHTOB. [Ipranne noKyMeHTaM I0OpUINIECKON CHITHI.

IIpakTHuyeckne 3aHATHS 0,5
3amanwue 2. YHUDUKAIMSA U CTAaHAAPTU3AIUS YIIPABICHUYECKUX TOKYMEHTOB. bjlaHKM U pEKBU3UTHI
nokymeHnToB (OK 2, OK 3, OK 4)
CamocrosiTesibHasi padoTa CTYI€HTOB 2
1.ITpopaboTKa KOHCIIEKTOB JIEKIHH, y4eOHOW JIUTEPATYPHI.
2.IloaroroBKa JOKJIAIOB II0 TEMaM
Conepxanue y4eOHOro Marepuaja
3aHATHSA JJEKIIUOHHOT0 THUIIA
1.3 IpaBuna opopmieHus
YIpaBICHYCCKUX IIpakTHYecKkne 3aHATHA 2
(OpraHM3anMOHHO- 3aganue 1. [Iporecc ynpaBieHHs U poJib TOKYMEHTUPOBAHUS YIIPABICHYECKOU NS TEILHOCTH.
pacnopsAIuTeNbHbIX) TOKyMEHTOB | TectoBoe 3amanue (OK 2, OK 3, OK 4)
CamocTrosiTesibHasi padoTa CTYJI€HTOB 2
1.ITpopaboTKa KOHCIIEKTOB JIEKIHH, y4eOHOW JIUTEPATYPHI.
2.IloaroroBKa JOKJIAIOB IO TEMaM
Tema 2
JdoxkymeHTHpPOBaHME
OPraHU3auMOHHO—
pacnopsiiuTeIbHOM
AeSITeIbHOCTH
2.1 OpraHu3anMOHHO-IIPaBOBas Conep:xxanue y4e0OHOTro MmaTepuaJja 2




JOKYMCHTAlUA

3aHATHSA JIEKIIUOHHOT0 THUIIA

1. [IpaBuna BHyTpeHHETO TpYA0BOTO pacnopsaka ([Tomoxenue o mepconane).
2. Ycrag. Ilonoxenue 00 opranu3amnuu. Y4peauTeabHbINA JOTOBOP.

3. CtpykTypa u mraTHas uncieHHocTh. [llTaTHoe pacniucanue.

4. IlonoxkeHue 0 CTPYKTYPHOM MOJIpa3/ICICHUU.

5. J1o/mKHOCTHBIE MHCTPYKIIUH.

IIpakTHYecKkHne 3aHATHA

3amanwne 3. CoctaBiaeHue U opopMIIeHHE OpraHU3aIMOHHO-TIPABOBOM IOKYMEHTAIIUH.

Pabota ¢ HOpMaTUBHBIMH JOKYMEHTaMHU:

JlokyMEeHTUpOBaHUE XO3SHUCTBEHHBIX ONEpallMid HW BEACHHUE OYXTaJTePCKOro yd4eTa AaKTHUBOB
OpraHu3aIu.

Benenue Oyxranarepckoro yuera HUCTOYHMKOB (OPMHUPOBAHMSI AKTHBOB, BBINOJHEHHUE pPAa0OT Mo
WHBEHTApHU3allMi aKTOB W (DMHAHCOBBIX O00SM3aTENBCTB oOpraHm3anuu. [IpoBeneHHe pacdeToB C
OI0/KETOM M BHEOIODKETHBIMH (POHTAMH.

CocraByieHre U UCTIOIb30BaHue Oyxrantepckoii (hunancopoit ) oraerHoctu. (OK 2, OK 3, OK 4)

CamocrosiTesibHasi padoTa CTYI€HTOB
1.IIpopaboTka KOHCIIEKTOB JIEKIUI, yUeOHOM JTUTEPATYPHI.
2.PaboTa ¢ HOpMAaTHBHBIMH JJOKYMEHTAMH.

2.2 PacniopsiAMTENbHBIE
JIOKYMEHTBHI

ConepxaHue y4eOHOro Marepuasa

3aHATHSA JTeKUHMOHHOIO THIIA

1. PaciopsinuTenbHbIe TOKYMEHTHI, IeHCTBYIONINE Ha (peepaibHOM YpOBHE, YpOBHE CyObEeKTOB PD,
Kpasi, 00J1aCTH, TOPOJIOB PECTyOIMKAHCKOTO 3HAUEHHU S, aBTOHOMHBIX 00J1acTel U KPYroB.

2. O6ume nmpaBuiia COCTaBICHUS U 0O)OPMIICHHUSI OPTaHU3ALMOHHO — PACTIOPSAUTENBHBIX JOKYMEHTOB
YUPEXKACHUHN, IPEANTPUATHI, OpraHU3aLUN.

3. [Ipukas.

4. PacniopsikeHUeE.

IIpakTHYecKkHne 3aHATHA
Omnpoc. Jloknaasl o Teme.




3ananue 4. CocraBneHue 1 0oQopMIIEHUE PACIOPAIUTENBHBIX JOKYMEHTOB, PETIAMEHTUPYIOIINX
paboTy ¢ mepcoHaIoM yupexaeHuii, opraauzanuii, npeanpustuii. (OK 2, OK 3, OK 4)

CamocTosiTe/IbHAsA padoTa CTY/IEHTOB
[TpopaboTKa KOHCIIEKTOB JICKITUH, y4eOHOM JTUTEPATYyPHI.
Pabota ¢ HOpMaTHBHBIMU JOKYMEHTaMH

Tema 3. UndopmanuoHHO-
CIPaBOYHbIE IOKYMEHTBI

3.1 CocraB nH(popMaMOHHO-
CIIPaBOYHBIX JIOKyMEHTOB

Conepxanue y4eOHOro Marepuasa

3angaTus JeKIHOHHOI0 THIIA

1. JlIokyMEeHTHPOBaHHE NEIATEIBHOCTH KOJUIETHATIBLHBIX OPTraHoB, 0OopMIICHHE
IIPOTOKOJIOB.

2. AxT

3. JloknagHas 3almucKa, OObICHUTEIbHAS 3aIIUCKa

4. CripaBka

5. CoBpemeHHOe ies10Boe MUChMO. COCTaBIICHHUE TEKCTOB CITYKEOHBIX

JOKYMCHTOB.

IIpakTHYecKkHne 3aHATHA

3amanwue 5. MadopmarimoHHO-CIIPaBOYHBIC JOKYMEHTHI.

BrinosiHeHUE TECTOBBIX 3aJaHUN:
CoctaBuTh ¥ ODOPMUTH JOKITAIHBIE 3aIMUCKH, HEOOXOUMBIC B YIIPABICHUCCKUX CHTYaAIUAX (TIPOTOKOI
BaceqaHus, aKT, JOKJIaHAs 3aMKCKa, MPEANIOKEHUE, CITy)KeOHast 1 00BSICHUTENbHBIC 3aITUCKH, CIIPaBKa U
r..). (OK 2, OK 3, OK 4)

CamocrosiTesibHast padoTa CTYCHTOB
1.ITpopaGoTka KOHCTIEKTOB JICKITUN, Y4€OHOU IUTEepaTypHI.
2.IToAroToBKa OKJIAZ0B IO TEMAaM.




Tema 4
OdopmiieHue 10KYMEHTOB 110
TPYAOBBIM PABOOTHOIIEHUSM

4.1 Knaccudukanus T0KyMEHTOB
10 JII/I‘-IHOMy COCTaBy

Copep:xxaHue y4e0HOro Mmarepuaja

3aHATHSA JTeKIMOHHOIO THIIA

1. IokyMeHTUPOBaHUE TPYAOBBIX ITpaBoOTHOLEHUH. COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBy
(kampam).

2. IIpaBumna moAroToBKH U 0pOpMIICHHUS IPUKA30B IO JTUYHOMY COCTaBY.

TpynoBoii 10oroBop (KOHTPAKT).

3. TpynoBbie kHIKKH. DOpMUpPOBaHHE U XpAaHEHUE JTMYHBIX ]I pAOOTHUKOB.

4. Tlopsimok ydera U pacCMOTPEHHUSI PETIOKESHUN, 3asIBJICHUHN 1 5Kall00

rpaxzaas. Jlenonpon3BoACTBO MO 00pallleHusIM Ipax/iaH.

IIpakTnyeckne 3aHATHA

3ananue 6. Cucrema TOKyMEHTALUU 110 IUYHOMY COCTAaBY.
Jlenonpou3BoACTBO M0 MUCbMEHHBIM U YCTHBIM OOpAIleHUsAM TPaKAaH
Tect. (OK 2, OK 3, OK 4)

CamocrosiTesibHast padoTa CTYCHTOB
1.ITpopaGoTka KOHCTIEKTOB JICKITUH, Y4€OHOU IUTEepaTypHI.
2.IloaroroBka JOKJIA/I0B [0 TEMaM

4.2 OdopmieHrne TOKyMEHTOB,
UCTIOJIB3YEMBIX TPH MPHEME Ha
paborty.

Copep:xxaHue y4e0HOro MmaTepuaJja

3aHATHSA JIEKIIUOHHOT0 THUIIA

1. [TpaBusia mOArOTOBKU U O(pOPMIIEHHUS TPUKA30B MO0 JTUYHOMY COCTaBY.
TpynoBoit 10roBop (KOHTPAKT).

2. TpynoBbie kHIKKH. DopMupOBaHUE M XpaHEHUE JIMYHBIX /1671 pA0OTHUKOB.

IIpakTHYecKkne 3aHATHA
Pabora ¢ nokymeHnTamu (mpukassl, TpyaoBoii norosop). (OK 2, OK 3, OK 4)

2
2
0,5
2
1
2
0,5
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CamocrosiTesibHast padoTa CTYCHTOB
1.ITpopaGoTka KOHCTIEKTOB JICKITUN, Y4eOHOM IUTEepaTypHI.

2.IloaroToBka 0KJIa10B IO TEME:! 2
Conep:xkanue y4eGHOro MaTepuasia

4.3 OdpopmieHue npuKasa 3aHATHSA JTeKIHOHHOI0 THIA.

MOPSIKCHHUS) O TIEPEB

S;%ZT(I){I; K aeH a Hi);ryfé); a(()ilc[)iy. IIpakTnyeckmne 3aHATHA } 0,5
NnTepaktuBHas Gpopma npoBeeHHs 3aHATHS — BBIIOJIHEHHE TPAKTUYECKHUX 3a1aHUI
Pa6ota ¢ nokymenramu (pacnopspkenusi). (OK 2, OK 3, OK 4)
CamocrosiTesibHast padoTa CTYCHTOB 2
[TpopaboTKa KOHCIIEKTOB JICKITUH, Y4eOHOU JTUTEPATYyPHI.
ConepxaHue y4eOHOro Marepuasa 1
3aHATHS JEeKIHOHHOTO THIIA
Odopmiienne nmpukasza (pacnopspKeHus) 0 MPEKPaLIeHUN ASHCTBHS TPYAOBOTO JJOTOBOPA YBOJIbHEHUH

4.4 OopmieHue npukasa paboTHHKa

(p%CHOP’meHH”) O MPCKPAIICHAN | TpakTHYecKHE 3AHATHS 0,5

ACUCTBHUA TPYOBOTO I0rOBOpa HurepakTuBHas popMma NPOBEIEHHUS 3aHATHS — BBITOJHEHHE IPAKTHYECKUX 3aJaHUN (COCTABHUTh

YBOJIbHEHUH PAOOTHHKA npuKasbl: 00 YBOJBHEHHHU MEPEBOAOM B IPYT'YIO OPraHU3aIHIO ; ODOPMUTH 3aMUCh B TPYIOBOM
kamxkke u ap.) (OK 2, OK 3, OK 4)
CamocrosiTesibHast padoTa CTYCHTOB 2
[TpopaGoTKa KOHCIIEKTOB JICKITUH, y4eOHOM JTUTEPATyPHI.

Tema S

TexHonorust padorsl ¢ 2

JAOKYMEHTAMHU

5.1 CoctaBnenne HomeHKnaTypsr | COA€PAanue yuedHoro marepuaa 2 2

11




Aca

3aHdaTHS JJEeKIHOHHOI0 THIIA

1. OcHOBHBIE TTpaBUJIa OPraHU3alUH TOKyMEHT0000poTa. CxeMa opraHu3auu
paboThI ¢ JOKYMEHTaMH B OpTraHU3AIINH.

2. IMopsimokx 00pabOTKU BXOMAIINX M HCXOSAIINX JOKyMEHTOB. [IpaBmia
peI‘I/ICTpaHI/II/I n I/IH,Z[GKCI/IpOBaHI/ISI I[OKyMGHTOB.

3. KoHTponp ucoHEeHUs TOKYMEHTOB. PaboTa HCIIOMHUTENEH ¢ TOKYMEHTaMHU.

4. CocraBneHre HOMEHKIATyphl aen. PopmupoBanue U oopMIIeHHE Jell.

IIpakTnyeckue 3aHATHS
3amanwne 7. Texnonoruu aenonpon3Bojctea. (OK 2, OK 3, OK 4)

0,5

CamocrosiTesibHast padoTa CTYCHTOB
1.ITpopaGoTka KOHCTIEKTOB JICKIIUHA, YI€OHOM JIUTEPATyPHI.
2.IloaroroBka JOKJIA/I0OB MO TEMaM

5.2 ®opmMupoBaHue U
odopMIIeHHE JIENT B TEKYIIEM
JIeTIOTIPOU3BOICTBE

Conep:xxanue y4e0OHOIro MmaTepuaJja

3aHATHSA JIeKIMOHHOIO THIIA
dopmupoBanue 1 0hopMIICHHE JIeN B TEKYIIEM JeJI0NPOU3BOJICTBE.

IIpakTHYecKkne 3aHATHA
Hoxnaas! mo Teme (OK 2, OK 3, OK 4)

0,5

CamocrosiTesibHast padoTa CTYCHTOB
1.ITpopaGoTka KOHCTIEKTOB JICKIIUHA, YI€OHOM JIUTEPATyPHI.
2.IloaroroBka JOKJIA/I0OB MO TEMaM

5.3 Opranu3anus XxpaHeHus
JIOKYMEHTOB

Conaep:xxanue y4e0OHOro MmaTepuaJja

3aHATHSA JTIeKIMOHHOI0 THIIA
Opranuzanys XxpaHeHus: JOKYMEHTOB.

IIpakTHYecKkne 3aHATHA
Hoxnaas! mo Teme (OK 2, OK 3, OK 4)

CamocrosiTesibHast padoTa CTYICHTOB
1.ITpopaboTka KOHCTIEKTOB JICKIIUM, YI€OHOM JIUTEPATYPHI.
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2. IloaroroBka AOKIIAI0OB II0 TEMaM

Tema 6

NHpopManMOHHBIE TEXHOJTOTHH
B o0ecniedeHuM 3pdexTUBHOTO
AOKYMEHT0000p0Ta KOMIIAHUH

ConepxxaHue y4eOHOro MaTepuaja 1
3aHATHSA JTeKIMOHHOIO THIIA
KomriproTepHblie TEXHOIOTHH MOATOTOBKH TEKCTOBBIX KOMIIOHEHTOB JIOKYMEHTOB.

6.1 KomMnbroTepHbIE TEXHOJIOTHUH
MOATOTOBKU TEKCTOBBIX

KOMIIOHEHTOB ZIOKYMEHTOB [pakTHYeckne 3aHATHSA } 0
TecToBbI€ 3a1aHUS TIO MOJATOTOBKH JTOKYMEHTOB (KoMiibroTepHbIi BapuaHT) (OK 2, OK 3, OK 4)
CamocrosiTesibHast padoTa CTYCHTOB 2
[ToaroroBka K TECTOBBIM 3a/IaHUSAM
ConepxaHue y4eOHOro Marepuasa 1

3ansaTus JICKIIMUOHHOI'0 THUIIA

6.2 DNEeKTPOHHBIN

TIOKyMEHT0000poT. ObecneueHue IipaxTHaeckue 3aHATHS . 1
Pabota ¢ nadopMaImOHHO-TENIEKOMMYHHKAIMOHHOM ceThio « aTepHET». (OK 2, OK 3, OK 4)

3aImuTHl HHGOPMAITUH
CamocrosiTesibHast padoTa CTYCHTOB 4
[TpopaboTKa KOHCIIEKTOB JICKITUH, y4eOHOU JTUTEPaATYPHI.

BCEI'O 68

Jl1s XapakTepUCTUKH YPOBHS OCBOSHHSI YU€OHOTO MaTepraia UCTIONb3YyIOTCS CIEAYIOINe 0003HAYCHUS:

1. — 03HAKOMHUTEIbHBINH WM MUHHMAJIBLHBIN YPOBeHb (y3HABaHNE paHee H3yYEeHHBIX 00BEKTOB, CBOMCTB);

2. — penpoAYKTHBHBII MU 6a30BbIi YPOBEHb (BHITOIHEHUE IEATEIBHOCTH 110 00pa3ily, HHCTPYKIUHU MU IO PYKOBOJICTBOM)

3. — NPOAYKTHBHBIN WJIH BHICOKHIi YPOBeHb (IUIAHUPOBAHUE U CAMOCTOSITEIIbHOE BHIITOJHEHUE JIEITEIFHOCTH, PEIICHHE MPOOJIEMHBIX 3a/1a4)
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3aHsATHS, TPOBOAUMBIE B MHTEPAKTUBHBIX (hopMax

Ne

u/n Tema 3ansaATHSA dopma
WntepaktuBHas  ¢dopma

1 [IpakTrueckue 3aHsATUS MO TeMaM 4- 6 IIPOBCACHUA  3aHATHA —
BBITIOJIHEHHE
MPAKTUYECKUX 3aJaHUI

6. YCJOBMUSI PEAJIN3AIIAU ITPOT PAMMBI YYEBHOMIUCIIUITLINHBI
6.1. TpeGoBaHUsI K MUHNMAJBLHOMY MaTepPHAIbHO-TEXHUYECKOMY 00ecIe4eHHuI0
Peanuzamust mporpamMmbl  JUCHUIUIMHBI  TpeOyeT Haauuumsl Yy4eOHOro KaOWHeETa.
ObopynoBanue yaeOHOTO KabUHeTA:
-paboune MecTa 1Mo KOJIUYECTBY 00yUarOIUXCs;
-pabouee MecTO MperoiaBaTes;
-KOMIUJIEKT y4eOHO-METOIUYECKON JOKYMEHTAIUH;
-HATJISITHBIE TIOCOOUS: pa3aTOYHbId MaTepuan,
TexHuueckue cpeacTBa 00ydeHUs:
- KOMITbIOTEP, MYJIbTUME/INA KOMIUIEKC NPE3EHTAI[MOHHOTO MaTepuaa.

6.2 UndopmanuonHoe odecriedeHne 00yueHust

OcHoBHasi IMTepaTypa
OcHoBHas1 JuTEpaTypa

1. Kysunenona, U. B. JlokymeHTanoHHOe oOecriedyeHNe yIpaBleHUs: yueOHOe Mmocooue
st CITO / U. B. Ky3nenona, I'. A. Xavarpsa. — 2-¢ u3n. — Capatos: [IpodoOpazoBanue, Aii
IIm Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr:
ANEKTPOHHBIA // DnekTpoHHO-OmOMuoTeunass cucrema IPR  BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/80326.html (mara obpamenus: 15.10.2020). — Pexxum ngocryma: ams
ABTOPHU3UP. MOJIb30BATEIICH

2. BemxkypoBa, A. b. JlokyMeHTaluoHHOE OOeClieYeHne yrpaBieHus: yueOHoe rmocodue
JUIsl CTYIEHTOB CpemHero mnpodeccrmonanmbHOoro obpaszomanus: [12+] / A. b. Bemxkypopa. —
Mocksa; bepnun: dupexr-Meauna, 2020. — 170 c.: ni., Tabn. — Pexxum goctyna: 1o moAmucKe. —
URL: https://biblioclub.ru/index.php?page=book&id=570999 (nmara o6pamenus: 07.07.2022). —
bubmuorp.: c. 156-159. — ISBN 978-5-4499-0436-2. — DOI 10.23681/570999. — Tekcrt:
AJIEKTPOHHBIN.

3. JlamkoBa, A. I'. JlIokyMeHTaIIMOHHOE OOECTICUeHUE YIIPABJICHUS MIEPCOHATIOM: Y4eOHOe
nocobue: [16+] / A. I'. JlankoBa, B. A. IlprankoB; OMCKHH TOCYJapCTBEHHBIH TEXHUYECKUN
yHHUBepcUuTeT. — OMck: OMCKMI TocyapCcTBEHHBIN TexHnyeckuil yausepeutet (OmMI'TY), 2019. —
154 c.: HIL., TaoI., CXEM. - Pexum JOCTyMa: o IOJIITUCKE. -
URL:https://biblioclub.ru/index.php?page=book&id=683240 (mara obpamenus: 07.07.2022). —
bubmuorp.: c. 104. — ISBN 978-5-8149-2860-3. — TekcT: 3E€KTPOHHBIMN.

JlonoTHUTeILHAS JUTEPaTypa

4. JloxymeHTanmoHHoe obecrnieueHue ynpapieHus. CocraBiieHrne U 0hOpPMIICHHE JCIIOBBIX
nokyMeHToB: yuebHoe nocooue st CI1O / cocraBurenu E. U. bammakosa. — CaparoB, Mocksa:
[Ipodobpazosanue, Ait [lu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-
4497-0964-6. — Tekcr: snextponnsbiii // Ludposoii obpazoBarensubiii pecypc IPR SMART:
[caiit]. — URL: https://www.iprbookshop.ru/103343.html (mata oGpamenus: 21.09.2023). —
Pexxum noctyma: 1 aBTOPU3UP. OIb30BaTEIEH
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5. ApacmanoBa, B. A. JlokymMeHTallMOHHOe oOOeCIeYeHHe YIpaBJICHUs: Yy4eOHO-

MpaKTHUECKOe MocoOue B cxemax, Tabmunax, obpasmax: [12+] / B. A. ApacnanoBa. — 2-¢ u3n.,
nor. u nepepad. — Mocksa; bepnun: Iupexkr-Meaua, 2020. — 266 c.: uin., Tabn. — Pexxum nocryna:
o nmoamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394 (nmata obOpareHus:
01.10.2021). — bubnuorp. B k. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — Tekcr:
3JIEKTPOHHBIN.
6. Kysuenos, . H. JlenonpousBoactso: yuedHoe mocobue: [16+] / M. H. Ky3nernos. — 9-¢
u3a., nepepad. — Mocksa: JlamkoB u K°, 2020. — 406 c.: un. — Pexum gocTtyna: 1mo moamnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=572967 (nara obpamenus: 01.10.2021). —
bubmuorp.: c. 312-323. — ISBN 978-5-394-03881-5. — TekcT: 31eKTPOHHBIH. .

Pecypcbl nHpOpMALIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH « AHTEepHET», HEOOXOAMMBbIE /I
OCBOCHUS TUCHMILIMHBI

1. URL: http://biblioclub.ru/index.php?page=book&id=463666
2. URL: http://www.iprbookshop.ru/57135.html
3. CnpaBouHo-nipaBoBas cuctema «Koncynerantllmtocy - http://www.consultant.ru

7. KOHTPOJIb H OIIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOM
JAACHUITIIINHBI

Pabouast mporpamMmma yueOHON MUCIMIUIMHBI OOecCrieYeHa OIEHOYHBIMUA MaTepHaTaMH IS
MPOBEJICHUS TEKYIIETO KOHTPOJIS U IPOMEKYTOUHOM aTTECTAIIHH.

[IpomexxyTouHast aTTecTalusi CTYIEHTOB OYHOW (OpMbI OOYYEHHS TPOBOJIUTCS IO
OKOHYAHUIO Kypca JucuuIuinHel B hopme JJDOK.

Texkymuit  KOHTpPOJIb  PE3yJbTaTOB  OCBOCHUS  JUCHUIUIMHBI  OCYIIECTBIISICTCS
mpernojaBaTelieM B MpOIecce MPOBEACHHUS MPAKTUYECKUX 3aHATUNA B (OpME TECTUPOBAHUSA,
YCTHOTO OIPOCa, MOJATOTOBKH JOKJIAJIOB, @ TAKXKE BHITIOJHEHUS CUTYAIlMOHHBIX 3a]1a4.

Ilepeyens BonpocoB k @K
1. JIoKyMEHT ¥ CIIOCOOBI €T0 MOTyYCHHUS.
. Obume u cneunpuyeckre GyHKINUN JOKYMEHTA.
. OcHoBHBIE TpeOOBaHMUSI, IPEIBSABISEMBIEC K TOKYMEHTAM.
. MecTo 1 poJsib JOKYMEHTOB B YIIPaBJICHUH.
. Hens u 3amaun ['CJIOY.
. CoBpeMeHHasl CTpYKTypa yrnpasieHus fokymeHTanuei B PO.
. YHubuKauus u cTaniapTU3aus ynpaBlieHYeCKUX TOKYMEHTOB.
. HopmaruBHo-MeToanueckas 6a3a 1e10npor3BOICTRA.
9. CoBpeMEHHBIE CUCTEMBI TOKYMEHTAIWH.
10. branku u GpopMaThl TOKyMEHTOB.
11. PexBusuThl ynpasierueckux qokyMmeHToB (o I'OCT P 6.30 — 2003).
12. Cucrema opraHu3aliiOHHO-IIPABOBOM JOKYMEHTALIUH.
13. Cucrema pacnopsiANTENLHON TOKYMEHTAIUH.
14. Cucrema cripaBo4HO-UH()OPMAIIMOHHON M CITPABOYHO-aHAIUTHYECKOM JJOKYMEHTAIUH.
15. JlokymeHTaIus o 00ecneYeHIo KajapaMu (110 IUNYHOMY COCTaBY).
16. JlIokyMeHTHpOBaHUE U OpTaHU3aIMsl paboThl C JOKYMEHTaMH (OCHOBHBIE
OTIePAIIMH JICTIOTIPOU3BOJICTBA).
17. Opranu3zanus pavoOHAJIBHOTO ABHKEHUS JOKYMEHTOB BHYTPH OpraHU3aluu
(TOKyMEHTO000pPOT).
18. Perucrpanuust 1 nHAEKCAM TOKYMEHTOB.
19. KoHTpoJib 32 UCTIOJTHEHUEM JOKYMEHTOB.

0N N bW
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20. CocTaBiieHnE HOMEHKJIATYphl JIE]I B OpraHU3aLUsX.

21. O6mue TpeboBaHus K OPMHUPOBAHUIO JICTI.

22. DKcnepTU3a HEHHOCTH TIOKYMEHTOB, OPSAJOK UX YHUUTOKEHUS.

23. 3amaun apxuBa U opopMIICHHUE JCIT JUTUTEIbHBIX CPOKOB XPaHEHUSI.

24. Cocrapnienue u opopMiIeHHE OITUCEH JieN U repeaya J1e1 B BEAOMCTBEHHBIH apXuB.
25. 3amgaun, GpyHKIMU U coctaB ciayx0b1 JJOY.

26. SI3pIK TOKYMEHTa U OCOOCHHOCTH O(PHIIMATBHO-JIEIOBOTO CTHJISL.

27. CoBpeMEHHOE JI€JIOBOE MUCHbMO, BUJIbI IHCEM.

28. JIoKyMEHTHPOBaHHUE JIEATEIBHOCTH KOJUICTHATbHBIX OPTaHOB (CTPYKTYpa
JOKJIa1a 1 0(hOPMIICHHE MTPOTOKOJIA).

29. TlopsAn0K 3aKJIIOUEHHS U OCHOBHBIE pa3/iebl KOMMEPUYECKOTo JO0roBopa
(koHTpaKTa).

30. Knaccudukanus cpeacTB OprTeXHUKU AJIsi COBPEMEHHBIX O(UCHBIX TEXHOJIOTHA.

8. METOANMYECKHUE YKA3AHUA 1Jid OBYYAIOLIUXCSA IO OCBOEHUIO
JUCHHUIIJINHBI

Meroanueckue ykazaHus MO BBIMOIHEHUIO JEKIIMOHHBIX 3aHATUN

Hanucanme koHcnekTa JeKIMHA: KpPaTKO, CXEMaTHYHO, IOCJIENOBATEIbHO (UKCUPOBATH
OCHOBHBIE TOJIO)KEHHUS, BBIBOJBL, (OPMYIHUPOBKH, OOOOIICHHS; MOMEYaTh BAXKHBIE MBICIIH,
BBIJICJISITh  KIIIOUEBBIE CJIOBA, TepMUHBL. [IpoBepka TEPMUHOB, TMOHATUH C TMOMOIIBIO
SHIMKJIONIEIUH, CIIOBapei, CIIPABOYHUKOB C BBIMMMCHIBAHUEM TOJKOBaHHH B TeTpaab. O003HAUYNUTH
BOIIPOCHI, TEPMHUHBI, MaTEPHall, KOTOPbIH BBI3BIBAET TPYAHOCTH, IOMETUTh U MOMBITATHCS HAUTH
OTBET B pPEKOMEHJyeMoH JuTeparype. Ecinum camocTosTenbHO HE yaaeTcss pa3o0paThCcsi B
MaTepuasne, HeoOX0auMO CPOPMYITUPOBATH BOMPOC M 33JaTh MPETMOJaBATENI0 HAa MPAKTUIECKOM
3aHSTHH.

Meroanueckue yka3aHusl MO BBITOJIHEHHUIO MPAKTUYECKUX 3aHATHI
[IpopaboTka paboueii mporpamMmel, yaelss 0co00€ BHUMaHUE LIETSAM U 3aJadyaM CTPYKTYpe U
COJIEP’KaHUIO NUCHUIUIMHBI. KOHCIEKTUpOBaHWE MCTOYHUKOB. PaboTa ¢ KOHCIEKTOM JIEKIIHA,
MOJTOTOBKA OTBETOB K KOHTPOJIbHBIM BOMNpPOCaM, MPOCMOTP PEKOMEHIYEeMOH JHUTepaTyphl,
pabota ¢ TekcToM (yka3aTh TEKCT U3 HCTOYHHKA U Jp.). PelieHne pacueTHbIX 3a/laHull, perieHue
3aJa4 [0 aJirOPUTMY H JIp.

MeToaudeckue yKa3aHusl 110 BBIMIOJTHEHUIO 3aIaHUIN I CAMOCTOSITENIbHON paOOThI

3HAaKOMCTBO C OCHOBHOM U JIONOJHUTEIBbHOW JIUTEPATYpO#l, BKJIIOYas CIPaBOYHBIE
U3JIaHus, 3apyOeKHbIE HMCTOYHUKH, KOHCIIEKT OCHOBHBIX IIOJOXEHHH, TEPMUHOB, CBEICHHUIA,
TpeOyrlomMx i 3alOMHHAHUS W SIBJSIIOIIMXCS OCHOBOIOJAraloOU[MMH B O3TOW TEMe.
CocrapiieHue JOKJIaJ0B 110 MPOYUTAHHBIM JIMTEPATYPHBIM UCTOUHUKAM U AP

MeTtoanyeckue yKa3aHus 110 BbINIOJHEHUIO 10KJIa/10B

Hoxnan: Ilouck nurepaTypsl U cocraBieHue Oubnuorpaduu, UCHOIB30BaHUE OT 3 110 5
HAy4YHBIX paboT, U3J0KEHHE MHEHHUS aBTOPOB M CBOETO CYXJICHHS MO BHIOPAHHOMY BOIPOCY;
U3JI0’KEHUE OCHOBHBIX aCIIEKTOB MPOOIEMBI.

Jlokmam mo TeMe - 3TO U3y4eHHE HaydyHOH, yaeOHOH, HOPMATUBHOMN U IPYroil TUTEPATYPHI.
Otb6op HeoOxomumoro wmarepuana; (OpPMHUPOBAHHE BBIBOJAOB M pPa3padOTKa KOHKPETHBIX
pEeKOMEHJALUNA MO pEIICHUI0 TOCTABJICHHON IeNu M 3a7aud; MPOBEIACHHE MPAKTUYECKUX
WCCJICTIOBAHM 110 TaHHOU MPoOJIeMe UITH BOTIPOCY.

MeTtoanuyeckne ykazanus mo noaroroske k JJ®K.

HaubGonee OTBETCTBEHHBIM 3TalioM B OOYYEHHH CTYACHTOB SIBJISIETCS JK3aMEHAI[MOHHAS
ceccusi. Ha Hell CTyAeHTBl OTUMTHIBAIOTCS O BBINOJHEHUH Y4eOHOHM mporpaMmsbl, 00 ypoBHE U
o0beMe TMOJIYYCHHBIX 3HAaHUU. OTO TOCYHapCTBEHHAs OTYETHOCTH CTYACHTOB 3a IEPHOJ
00ydeHus1, 32 U3ydeHne yaeOHON AUCITUTUTHHBI.

3anmorom ycremnHon caadu 3a4eTa sSBISIOTCS CUCTEMATHIeCKUe, J0OPOCOBECTHBIE 3aHSATHUS
crynenta. OTHAKO 3TO HE UCKITIOYACT HEOOXOAMMOCTH CIEIUaIbLHON paboThI TIepe] ceccue u B
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nepuop craun 3adera. Crnenududeckoil 3a1adeil cTyIeHTa B EpUo ] dK3aMEHAIIMOHHON ceccruu
ABIISIOTCS MOBTOPEHUE, 0000I1IeHNEe U cCUCTeMaTU3allls BCEro MaTepuania.

B npouecce mOBTOpeHUsT aHANM3UPYIOTCA M CUCTEMATU3UPYIOTCS BCE 3HAHUS,
HAKOIUICHHbIE MPU HU3YYEHUH MPOrpaMMHOrO MaTepHuaia: JaHHble Y4eOHUKa, 3alUCH JICKIH,
KOHCIICKTBI IPOYUTAHHBIX KHUTI', 3aMCTKH, CACIIAHHBIC BO BpCMs KOHCy.HBTaI_[I/Iﬁ nJin CCMUHApPOB,
u Jp.

KOHCyHBTaHI/II/I, KOTOPBIC MPOBOAATCA IJIA CTYACHTOB B IICPUO BKBaMeHaHHOHHOﬁ ceCcCuu,
HEOOXOJUMO HCMOJIb30BaTh AJI YIAyOJaeHHs 3HAHWUW, Ui BOCIIONHEHUS NPOOEIoB U Uis
paspeleHus BCeX BOSHUKIIUX TPYAHOCTEH.

[Ipun moaroTroBKe K 3a4eTy HEOOXOIUMO €Ie pa3 MPOBEPHUTH ce0s Ha MPEAMET YCBOCHUS
OCHOBHBIX KaTErOpU U KJIFOUYEBBIX MTOHATUHI Kypca .

9. IUCT COI'/TACOBAHUA

[ Ne | Hoxpaznenenue
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