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1 MACITIOPT IMMPOTPAMMBI YYEBHOM AU CIIUIIJIMHEI
JlOKyMeHTallMOHHOe 06ecrneyeHue ynpaBjaeHus

1.1 O6/1acTh IPUMEHEHUA NPOrPpaMMbl
Pa6ouast nporpamMMa y4eOHOMN AMCIUIJIMHBI IBJSIETCS YaCTh0 OCHOBOU
npodeccuoHaIbHON 06pa3oBaTeJbHON MporpaMMbl B cooTBeTCTBUU ¢ PT'OC
CIIO no cnenaJbHOCTHU:
38.02.04 KomMepuus (o oTpacsm);

1.2 MecTO AWCUUIJIMHBI B CTPYKType OCHOBHOW mNpodecCHOHAIbHOM
oOpa3oBaTe/IbHOU NPOrpaMMBbl:
JUCUUIIJIMHA OTHOCUTCA K 00uenpodeccMOoHaJbHbIM JAUCLUIJIMHAM U
BXOJUT B NpOQeCcCUOHATbHBINA LIUKJI.

Ocoboe 3HaueHHEe AUCLHUIJIMHA UMeeT IpU GOPMUPOBAHUU U Pa3BUTHUU

CJIeIYIOLIMX KOMITIeTEH I HM:

OK 01. Bei6upaTh criocobbl pellieHUs 33/1a4 NpopecCuOHaTbHOU
JleITeJIbHOCTY IPUMEHHUTEJIBHO K Pa3JIMYHbIM KOHTEKCTaM;

OK 02. Mcniosib30BaTh COBpeMeHHble Cpe/iCTBa IOUCKA, aHa/Ik3a U
WHTeprnpeTauuu UHPOpMalMu U HHPOpMallMOHHbIE TEXHOJIOTHUHU JJIs1
BBINIOJIHEHU S 33/1a4 NPOPeCCUOHANIbHOU J1eSATEbHOCTH;

OK 03. [InanupoBaTh U pean30BbIBaTh COOCTBEHHOE MPO(ECCUOHATbHOE U
JIMYHOCTHOE pa3BUTHE, IPeANPUHUMATENbCKYIO AeITeJbHOCTh B
npodeccuoHaJIbHOU cdepe, UCI0JIb30BATh 3HAHUS 10 GUHAHCOBOM
rPaMOTHOCTH B PA3JIMYHbIX ’KU3HEHHBIX CUTYalUSX;

OK 04. 9pdeKkTUBHO B3auMO/IeICTBOBATh U pab0OTaThb B KOJIJIEKTUBE U
KOMaH/E;

OK 05. OcyuiecTBIATh YCTHYIO U MIUCbMEHHYI0 KOMMYHUKALMIO Ha
rocyiapcTBeHHOM si3biKe Poccuiickoit @efepalivu ¢ yueToM 0COOGEHHOCTEN
COLMAJIbHOTO U KYJIbTYPHOT'O0 KOHTEKCTA;

OK 06. [IposABJISTH IpaXkJaHCKO-TTaTPUOTHUUYECKYIO TO3ULIUIO,
JIEMOHCTPUPOBATh OCO3HAHHOE NTOBEJIEHUE HA OCHOBE TPAAUIIMOHHbIX
00111eY€e/I0BEYECKUX [IEHHOCTEN, B TOM YHCJIE C yYYETOM rapMOHU3ALUU
MeKHALMOHAJIbHBIX U MEXPEJMTUO3HbIX OTHOLIEHU M, IPUMEHSTh
CTaHAAPThl aHTUKOPPYNIIMOHHOTO NOBE/IEHUS;

OK 09. ITosib30BaThCcA NpodeccuoHaJbHOU IOKYMEHTAllMEeX Ha
roCyZlapCTBEHHOM U UHOCTPAHHOM S3bIKaX

[1K 2.2. O0bopMasAThb, IpOBEPATH NPABUJIbHOCTb COCTABJIEHUs], 06ecriedrBaTh
XpaHeHHe OPraHU3alMOHHO-PACIOPAAUTENbHBIX, TOBAPOCONPOBOAUTE/NbHBIX
Y MHBIX HEOOXOJUMBIX JOKYMEHTOB C UCIIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM.



1.3 Heau W 3ajJayv JAUCHUIUIMHBI - TPeGOBAaHUA K pe3yJbTaTaM

0CBOEHMA AUCIIUIIJIMHBI:

B pe3ysibTaTe 0CBOEHUS AUCIUIIJIMHBI 00YUYaOIIMICS JOKEH YMeNb:

- 0GOpPMJISITh U NPOBEPSATH MPABUJIBHOCTb OPOPMJIEHUS JOKYMEHTALUHU B
COOTBETCTBUHU C YCTAHOBJIEHHBIMU TPEOOBAaHUSAMH, B TOM YU CJIE UCTIOJIb3YS
MHPOpMaLlMOHHbIE TEXHOJIOTUHY;

- IPOBOJUTb aBTOMAaTHU3UPOBAHHY0 00pabOTKY JJOKYMEHTOB;

- OCYIeCTBJIATh XpaHEHUE U IOUCK JJOKYMEHTOB;

- HCIOJIb30BaTh TeJeKOMMYHHKALlMOHHbIE TEXHOJOTUH B 3JIEKTPOHHOM

ﬂOKYMGHTOO60pOTe.

B pe3yjabTaTe OCBOEHUA AUCLHUIIJINHBI 06yqaf0m1/11?1c;1 AO0JI2KEH 3HAMb:!
- OCHOBHBI€ IIOHATHUA: LeJIh, 3ad9M W INPHUHOHUIIbI JOKYMEHTALKWMOHHOTIO

obecreyeHus yrpaBJeHUs;

- CHUCTEMBI AOKYMEHTALMOHHOTI'O

dBTOMAaTH3alHIO,

- K1accuPUKaLUIO JOKYMEHTOB;
- Tpe60BaHUS K COCTABJIEHUIO U 0POPMJIEHUIO JJOKYMEHTOB;

obecriedyeHud

ylpaBJI€HHUA, 15024

- OpraHM3aluio JOKyMeHTOoob6opoTa: NpueM, 06pabOTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE IOKYMEHTOB, HOMEHKJIaTYpy JeJl.

1.4 PexoMeHayeMOe KOJIMYECTBO 4YaCOB Ha OCBOEHHE IpPOrpaMMbl

JAUCIIUTIIMHBI:

MaKCUMaJIbHOM yueOHOM Harpy3ku obyyatoiierocs 90 4acos, B TOM YUCJIE:
- 0043aTeJIbHOW ayJUTOPHOU y4eOHOW Harpy3ku obdydaromerocsa 60

4acoB;

- CaMOCTOSITe/IbHOU paboThl o6y4datroierocsa 30 yacos.

2 CTPYKTYPA Y COJIEPXKAHUE YYEBHOM AU CIUIIIVHBI

2.1 O6'beM yyeOHOM AUCHUILIMHBI M BUAbI Yy4€OHON pabOThI

Buj yye6HOM paGoThI KosmmyectBo B popme
4yacoB NPAaKTUYEeCKOH
NMOArOTOBKH
MakcuMaJibHasi yuyeGHas Harpy3ka (Bcero) 90 37
O6s3aTesibHasA ayAUTOPHasi y4YeOHas Harpyska 60 -
(Bcero)
B ToM yncie:
NpaKTHUYEeCKHe 3aHATHUA 22 22
CamocTosTe/IbHas paboTa o6yyamwilerocs (Bcero) 30 15
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B ToM yucie:

BHeayZJUTOpPHAas CaMOCTOoATe/IbHas paboTa

30

15

HToroBas arrectanus B bopMe nuddepeHIIMPOBAHHOTO 3a4eTa




2.2 TeMaTU4YeCKU IJIAH U cOJepKaHUe YYeOGHOU AUCIUIIIUHBI «[JOKyMEeHTalMOHHOE oGecneyeHue yIpaBaeHUsI»

HavmeHoBaHue Copep:xaHue y4eGHOro MaTepuasia, 1abopaTOpHbIe U IPaKTUYeCKHe PaGoThl, 06BbeM B popme
pa3zesioB M TEM CaMoCTOfAATe/IbHAaA pa6boTa 06y4YaloLLerocs 4acoB NPAaKTUYECKOH
NOJArOTOBKHU
1 2 3 4
Pazae 1. 57
JJOKyMeHTHUpPOBaHH -
e
CodepoicaHue y4ebH020 Mamepuaaa:
BBegeHue Llesiy, 3a1a4y ¥ IPUHLMIBI Ae10NIPOU3BOACTBA.
ConepxaHue JUCLHUIIMHBI U ee poJib B NOArOTOBKe crnenuanucra. CBfA3b € ApyruMu 2
ob1enpodeccuoHaTbHBIMU U crelyaabHbIMU JAUCHUIIJIMHAMU. [lonsiTue
JIOKYMeHTallMOHHOe obecnedyeHue ynpasieHus ([O0Y). CoBpeMeHHble TpeOOBaHUSA K €ro -
opraHusanuu. BausHue HayyHol opraHusauuu TpyZza (HOT) v BHeApeHUs1 cOBpeMeHHOU
0obUCHON TexXHUKHU Ha TexHoJsioruo J10Y.
M CTOYHUKH U JIUTepaTypa M0 KypcCy: 3aKOHOAaTe/IbHble aKTbl, HOPMAaTUBHbIE JOKYMEHTHI,
rocyZiapCTBEHHbIE CTaHAapPThl, OCHOBHAs U JIONIOJHUTE/IbHAs JIUTEPATypa.
CamocmosamenvHas paboma cmydeHmos: [loATOoTOBUTH I0KJa/ — JTallbl CTAHOBJIEHUS
JeJIONpOor3BO/CTBA B Poccuu. 1 i
Tema 1.1. CodepicaHue yuebHo20 Mmamepuana:
[TonsTHE O MHpopManMoHHO-CIIpaBOYHOe obecrieyeHue NpeANpUATHs KaK BakHellllee yC/I0BUE €ero
JIOKyMeHTax U dyHKIIMOHMpOBaHUA. [lOKyMeHT, ero onpejeseHue.
crnocobax ®enepanbHblii 3akOH «06 MHbopmanuy, MHOpMATHU3ALUK U 3aluTe HHOOpMALUU».
JloKyMeHTHpoBaHUs. | [loMdyHKIMOHANBHOCTD JOKyMeHTa. PYHKIIMU JOKYMEHTOB.
Bugpbl [lonsatue pokymeHTUpoBaHHe. OCHOBHBIE CHOCOOBI JJOKYMEHTUpPOBaHHUS. MaTepuasbHble 4 -
Ka1accubuKanus HOCUTEIM MHPOpPMaLUH.
JLOKyMEHTOB. Bugbl gokymeHTOB. /lesieHWe [JOKyMeHTaUUW [0 pAAY MPU3HAKOB: [0 BHUJAM
JlesITeJIbHOCTH, TI0 MECTy COCTaBJIEHHUS], 110 KOJUYECTBY OTPAKEHHbIX B TEKCTE BOIPOCOB,
no ¢popmMe, no cpeacTBaM GUKCALUH, U JP.
[loHaTrsa aBTOp JJOKYMeHTa, OQUIMaIbHbIN JOKYMEHT, IUYHbIU JOKYMEHT.
CamocmosamenvHas paboma cmydenma: OXapaKTepu30BaTh IPU3HAKU 110 KOTOPBHIM 2
KJ1acCUPUIUPYIOTCA JOKYMEHThI. YKa3aTb Pa3HOBU/JHOCTH JOKYMEHTOB. 1




Tema 1.2. CodepoicaHue yueb6HO20 Mamepuaaa:
Tpe6oBaHud Kk YHUudUKaLusa U CTaHJapTHU3alMs KaK MeTO/ibl COBEPILEHCTBOBAaHUSA JJOKYMEHTOB. [loHsATHE
JIOKyM€eHTaM. U cucTeMa JAoKyMeHTauuu. OyHKIUOHA/JbHble U OTpac/eBble CUCTEMBI JOKYMEHTAlUH.
CocTaB peKBU3UTOB | YHUUIMPOBAHHbIE CUCTEMBI JLOKyMeHTaLuH. ['ocymapcTBeHHas cucTreMa
CJyKeOHOr 0 JIOKyMeHTallMoHHOTo obecneyeHus ynpasiaeHus (['CAOY). OcHoBHoe cojepkaHue ee
JIOKyMEeHTa. pas3zesioB.
OcHoBHble mpaBua oQpoOpMJIEHHS  MALIUHOMNMUCHBIX TEKCTOB. TpebGoBaHUS K
dbopMaTHpPOBaHUIO TEKCTA.
XapakTepucTHuKa, coctaB U cogepxkanue 'OCTa P6.30-2003. Tpe6oBaHus Kk 0$popMIEHUIO
JlOKyMeHTOB.  ©Dopmynsp JlokymeHTa. [lpaBusia  odopm/eHUs  PEKBU3HWTOB,
persiameHTUpoBaHHbIX 'OCToMm P 6.30-2003.
[lonsiTe 6GJiaHK AOKyMeHTa. Bujbl 6JlaHKOB: 0OUIMHM 6JiaHK, O6JIaHK nucbMa. [IpaBuia
0dOpMJIeHHS, U3TOTOBJIEHHUS, yUYeTa, UCII0Jb30BaHUSA U XpaHEeHUs 6J1aHKOB OpraHU3alyHu.
IIpakmuyveckoe 3anssmue Ne 1
OdopmiieHue oblero 6J1aHKa U 6J1aHKA CIYKeOHOT0 NMCbMa KOHKPETHOW OpraHy3alUu.
CamocmosmeavHass paboma cmydeuma:
CyTb yHUUKALIMU U CTAHJAPTU3ALMU B 1€JIONPOU3BO/ICTRE.
HasHayenue u o6s1actb npuMeHeHus 'OCT P 6.30-2003.
Tema 1.3. CodepicaHue y1ebHo20 Mmamepuana:
OpranusanMoOHHO- OcHOBHBIE TPYMIbI OPTraHU3AIMOHHO-PACTOPSUTENbHBIX JOKYMEHTOB.
pacnopsifuTesnbHass | XapakKTepUCTUKA U COCTAB OpraHMU3alMOHHBIX [JOKYMEHTOB (ycTaBa, MOJIOXKEHHUS,
JIOKyMeHTalusl WMHCTPYKLUHY, U Jp.), TPe60BaHUS K COCTABJIEHUIO U UX 0POPMJIEHUIO
(OPH) XapaKTepucTUKa U COCTaB paclopsUTe/]bHbIX JOKYMEHTOB ([IOCTAaHOBJIEHMS, MPUKA3a,

pellleHUs, paCOpsDKeHUs, YKa3aHUs1), Tpe60BaHUs K COCTaBJIEHUIO U UX 0DOPMJIEHHUIO.
XapakTepuCTHKa U COCTAB CIPaBOYHO-MHPOPMALMOHHBIX JOKYMEHTOB (MPOTOKOJIA,
JIOKJIaJITHOM 3aMMCKH, CIPAaBKHU, aKTa, 3asBJEHUH, CAY>KEOHBIX NMHMCEM U [p.), TPeOOBaHHUA K
COCTAaBJIEHUIO U UX 0POPMJIEHUIO.

[Ipakmuueckoe 3ausimue Ne 2
O3HaKOMJIEHUE C OpraHU3aLlMOHHBIMHU JOKYMEHTAMHU, aHAJIU3 CTPYKTYPbl UX TEKCTA.

IIpakmuyveckoe 3aHamue Ne 3
OdopMiieHHe IpUKa3a 10 OCHOBHOH J1eATeJIbHOCTH.

IIpakmuyveckoe 3aHsamue N 4
O¢opMiieHHe JOKJIAAHBIX 3aIMCOK U 3asIBJIEHUM.




[Ipakmuueckoe 3ausimue Ne 5
OdopmJieHHe TPOTOKOJIA.

CamocmoamenvHasi paboma cmydenma: IlpruBecTy npuMep KaaccuPUKaLuu
OpraHU3alMOHHBIX JOKYMEHTOB.

[lepeyncauthb coctaB pekBu3uToB OP/] mo 'OCT P 6.30-2003.

[TogroroBuTh Aokaaj -0 OdopmiieHre B JOKYMEHTaX HaKMCaHUS Yrces, QU3UUECKUX
BEeJIMYMH, MaTeMaTH4YeCKUX GOpMY.I.

Tema 1.4. CodepoicaHue yuebHO20 Mamepuaaa:
JokyMmeHTHpoBaHue | OOLias XapaKTepUCTUKA U 3HAY€HHUe JOKYMEeHTallMU MO TPY[OBbIM NPaBOOTHOLIEHHUSM.
TPYAOBbIX [Topsgok odopMieHUs: IPUKA30B M0 JIMYHOMY COCTaBY, TPYAOBbIX KHUXKEK PabOTHUKOB,
NPaBOOTHOLIEHUH. JIMYHBIX JleJ1, 3asiBJIEHUH, KOHTPAKTOB U T.JI.
CamocmosameavHas paboma cmydeHma: JJOKyMeHTbI, IpebsiBJisieMble IPU 0pOpMJIEHUHN
Ha pabory.
[Ipoananu3npoBaTh COCTaBHbIE 3J1IeMEHTBI TEKCTA U PEKBU3UTHI aBTOOMOrpadpuu 1
pestoMe. 0co6eHHOCTU 0POpPMJIEHHUS XapaKTEPUCTUKHU.
Tema 1.5. CodepicaHue yue6Ho20 Mamepuana:
®uHaHCOBO- Buabl ¢duHaHCOBO-OyxranaTepckod gokyMmeHTanuu. CocTtaBieHWe U odopMJieHUe
OyxrajaTepckas OpTraHU3alMOHHO- PacnopAAUTE/bHBIX JOKyMEeHTOB (UHAHCOBOI'0 XapaKTepa: CayKeOHbIX
JIOKyMeHTalusl. NHCeM, aKTOB, CHPABOK, [JOBEpPEHHOCTEW. PEeKBU3UTHI JJOKYMEHTOB, UCIOJb3yEMbIX B
CUCTEMeE pacyeToB C 6aHKOM, TpeO6OBaHHUS K UX 0POPMJIEHHUIO.
IIpakmuyveckoe 3aHamue N 6
Odopmiienne OpraHM3alOHHO-PaCHOpPAUTEbHbBIX JIOKyMEHTOB dbuHaHCOBOTO
XapakTepa
CamocmosamenvHas paboma cmydeHma: OXapaKTeprU30BaTh OCHOBHBIE CIIOCOOBI
OpraHu3alyu AeJIoNpOU3BOACTBA OyXraJTEPUU NPeATPUATHUSI.
Tema 1.6. CodepoicaHue yuebHO20 Mamepuaaa:
JlokyMeHTanus no 3HaueHHMe W o00lasd XapaKTepUCTHUKA JOKYMEHTOB 10 BHEIIHE3IKOHOMHUYECKOU
BHEUIHESKOHOMUYEC | [leATeJbHOCTH OpraHU3alyu.

10)7 AeATEeJIbHOCTH.

JlenoBasi mepenucka, Kak ofHa U3 GopM ynpaBJieHUs NpejnpusTueM. PasHOBUHOCTH
JleJIOBbIX THceM. PekBU3UTBI JesioBoro mnucbMma. Ciayke6HOe NHHCbMO B IpaBUJax
odpopmienus Poccuiickoro Jjesionpou3BoACTBa U MexayHapOoAHbIX MPaBUJIAX.

JlokyMeHTbI, 0pOopMJISItOLIHE BHEIIHETOPTOBBIE cAenKU. [lopsi/jok obopMieHHs JOrOBOPOB.
[IpeTeH3MOHHbBIE JOKYMEHThI, OPSJIOK UX 0GOpPMJIEHHUSI.
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[Ipakmuueckoe 3aussmue NC 7:
OdopmiieHHe CayKeOHbBIX MUCEM.

CamocmosamenvHasi paboma cmydenma: Oco6eHHOCTH 0POPMJIEHHUS KOPPECTIOH/EHIIMU B 2
AQHIVIOSA3bIYHBIX CTPAHAX.
Pasgen 2 30
TexHosiorna
paodoThI C
AOKyMeHTanuen
Ha npeanpUsATUUA
(B dupme).

Tema 2.1. CodepicaHue yuebHo20 Mamepuana:

Opranusauuda Ctpyktypa u ¢yHkuuu cayxk6 JOY. [lo/DKHOCTHOM M 4YMCIEeHHbIH COCTaB pPaGOTHUKOB

paboThI C cnayx6 JI0Y. OcHOBHbIe HOpMAaTHBHbIE MaTepPUAJIbI.

JOKYMEHTaMHU. [lonaTue poOKyMeHTOOO60pOTa. JlJOKYMEHTONMOTOKH, HUX BUAbL IlpueM U nepBUYHasA 4
0o06paboTKa [JOKyMeHTOB. PacnpejesneHrve MOCTYNMBIIMX J[JOKYMEHTOB. Perucrpayus
JokyMeHTOB. KoHTposb 3a uHcnosHeHUueM [J0KyMeHTOB. OTHOpaBKa UCXOASLIUAX
JIOKyMEHTOB.
IIpakmuyveckoe 3ausimue N° 8: Peructpanus BXOJAsdllled, UCXOAsAIIEN W BHYTpeHHeH 2
JIOKYMEeHTAaL1H.
CamocmosamenvHasi paboma cmydeHma: Bo3MoxkHble GOpPMbI perucTpaLuy JOKYMEHTOB. 3
[IpUHLMIIBI U XapaKTePUCTHKA IOKYMEHTO0O0POTA.

Tema 2.2. CodepoicaHue yuebHO20 Mmamepuaaa: 4

Tekyuiee xpanenue | [lonaTUA: fes0, GopMUpOBaHUE Jie/la, HOMEHKJIATypa JAeJl.

JLOKyMEHTOB. Buznel HoMenksnatyp gen. I[lopsagok cocTaByieHUs, 0QOpMJEHMs], YTBEPXKAEHUA U
IpUMeHeHHs1 KOHKPETHOW HOMEHKJIaTyphl Jiel.
OcHOBHbIE TpebOOBaHUS K OpraHU3allMld XpaHEHUs UCHOJHEHHbIX [IOKyMEHTOB B
JlenonpousBojcTie. [lopsaok popMUpoBaHUS e B [1eJIONPOU3BO/CTBE.
IIpakmuyueckoe 3aHsamue Ne 9: CoctaByieHHe U 0pOpMJIEHME HOMEHKJIATYPhI Jel. 2
CamocmosamenvHasi paboma cmydeHma: BUubl HOMEHKIATYphl Jel. 3

0OcobeHHOCTHU OINEPATHMBHOI'O M TEKYLIEIro XpaAHEHHUA JEJI.
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Tema 2.3. CodepoicaHue yuebHO20 Mamepuaaa:
O6paboTtka gen ansa | [lonaThe 06 3KcrepTU3e LLEHHOCTU LOKYyMeHTOB. CpOKY XpaHeHUs JOKyMEHTOB.
NOC/eAYIOILEro [lepeyeHb MeponpusATHN MO MOATOTOBKE JeJ K IMepefade B BeJOMCTBEHHBbIM apXUB. 4
XpaHeHHUsl. Tpe6oBanusa kK opopMJIeHUIO Jiesl TOCTOSIHHOIO, [0JITOBPEMEHHOr0 CPOKAa XpaHEHUS U 10
JuyHoMy coctaBy. IlpaBuna odopmaenusa pesn. [IpaBuna cocraBieHUS ONUCH el U
NOpsZ0K Mepefjauu B apXuB yupexJeHHs. OCHOBBI 3aKoHOJaTe/bCcTBa PP 06 apxvBHOM
¢oHze PO u apxuBax.
IIpakmuueckoe 3ausimue N2 10: 2
[TogrotToBKa Jiesia K nepejiaye B BeAOMCTBEHHbIN apxuB. OpopMieHHe aKTa O BblieJIEHUU
JleJ1 K YHAUYTO0KEHUIO.
BHeaydumopHas paboma o6y4aroujezocsi: ©3y4eHre OCHOB 3aKOHOJaTesbCcTBa Poccuiickon 3
®enepauuu 06 ApxuBHoM ¢oHae PP u apxuBax. I[logroToBUTH COOOIEeHHE HA TEMY
«JTanbl NOATCOTOBKH JleJ1 K UX cJlauye B apXUBY».
Tema 2.4. CodepoicaHue yuebHO20 Mamepuaaa:
OcHOBBI OcHOBHbIE NOHATHUA HUHPOPMALMOHHBIX TEXHOJOTMU. BO3HMKHOBeHWe, pa3BUTHE U 2
opraHu3anuu CTPYKTypa UHPOPMALMOHHBIX TEXHOJIOTUM.
MHPOPMALIMOHHBIX | ABTOMAaTU3UpPOBaHHble  CUCTEMbl  JeJonpou3BoAcTBa. CucrteMa  3JI€KTPOHHOIO
TEeXHOJIOTHM. JokyMeHToo6opoTa (C3/]), ee CTpyKTypa, HacTpoulka cucteMbl. 0630p COBpeMEHHbIX
CpencrtBa Cpe/iCTB OPTTEXHUKHU [Jisl Mepefadd U nepepaboTku MHbopmanuu. LudpoBasg nmoanuce.
OpTaHU3aLMUOHHOU JJIeKTpOHHasA mnouTa. 3amuTa HHPopManuu. CUCTEMBl ONTHUYECKOTO paclno3HaBaHUSA
TEXHHUKU. TeKCTOoB. Micno/sib30BaHUe NPaBOBbIX UHPOPMALMOHHBIX CUCTEM
IIpakmuueckoe 3aHssimue Ne11 2
Opranusanusi 3JeKTPOHHOTo  JokyMeHToobopota. Ilepegaya wuHbopmanuu  1no
KoMIbloTepHbIM ceTsIM B C3/] (cucTeMax 3/1IeKTPOHHOTO JJOKYMEHT0060poTa).
CamocmoamenvHasa paboma cmydenma: [loAroToBUTH A0KAaJ — Buabl opraHu3anioHHbIX 2
TEeXHUYECKUX CPEe/ICTB, IPUMEHSIEMBIX B J1€JIONPOU3BO/ICTBE.
Pe3epB yueGHOro BpeMeHU 3
OCHOBHOe BpeMs 2
CamocTosTe/bHas paboTa 1
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3 YCJOBUA  PEAJIM3AIIMA  PABOYEA  MPOTPAMMEBI
JUCHUATLINHBI

3.1 Tpe6GoBaHMsA K MUHUMAJIbHOMY MaTepHUA/IbHO-TEXHUYECKOMY
ob6ecrne4YyeHuIo

PeaJII/IBaL[I/IH IIporpaMmmbl JUCHOHUIIJINHDBI Tp@6y€T Ha/JIM4HU A y‘-IE6HOI‘O

KabuHeTa «/loKyMeHTaIl[MOHHOEe 0OecrieYeHre YIIPaBJIEHUS»

O6opynoBaHUe y4eOHOTO KabUHeTa:
- I0Ca/I0YHbIe MECTA M0 KOJINYECTBY 00y4aIoIUXCS;
- paboyee MeCTO NpemnoaBaTeJis;
- KOMILJIEKT y4eOHO-HarJsJHbIX Mocoouit «JOY».

TexHU4YecKUue cpeacTtBa O6y‘IeHI/IHZ

KOMIIbOTEPbI C JIMOEH3WOHHBIM MNPOTrPaAMMHbBIM O6€CH€‘-I€HI/IGM,

MyJbTUMEHUANPOEKTOP, IPUHTED, CKAHED.

3.2 CIUCOK MCIO0JIb3yEeMbIX UCTOYHUKOB:

OCHOBHble UCMOYHUKU

1 Kysnenos, W.H. /lokyMeHTaMoOHHOe obecriedyeHWe yIpaBJIeHUS.

JlOKyMeHT0060pOT U JIeJIONPOU3BOJCTBO: YUEOHUK WU MPAKTUKYM JJIsI
cpeaHero npodeccuoHasibHOro obpa3oBanus / U. H. Ky3HenoB. — 4-e

u3j., nepepab. u gon.— MockBa: HUsgatenbcTtBo MOpaint, 2023. —
545 c.— (IlpodeccroHanbHoe o6pa3oBaHue). — ISBN 978-5-534-
16004-8. — TekcT: 3jieKTpoHHbIK // O6bpa3oBaTesibHas MaaTdopMa
IOpauTt [caitT]. — URL: https://urait.ru/bcode/523613 (nata

obpauienus: 05.02.2024).
[Tmenko A.B. JlokyMeHTallMOHHOE obGecriedyeHre YIpaBJeHUs: yueOHoe

usganue / [lmenko A.B., JloponuHa JI.A. - MockBa : Akagemus, 2023. -
192 c. (CnenuasbHOCTH CpeJiHer0 NpodpeCcCUOHATBHOTO 06pa30BaHUsA).
- URL: https://academia-library.ru - Pexxum pgoctyna: 3/ieKTpoHHas
oubsnoreka «Academia-library». - TekCT : 3/1eKTPOHHBIN

[lmenko A.B. JloKyMeHTaLlMOHHOe oObOecrneyeHUue yIpaBJIEHUS:
[IpakTukyMm: ydye6Hoe wusgaHue / Ilmenko A.B., Jloponuna JILA. -
MockBa: Akazemus, 2017. - 160 c. (CneyuaJbHOCTH CpeAHEro0
npodeccuoHasbHOT0 06pa3oBaHus). - URL: https://academia-library.ru
- PexxuM poctyna: JiieKTpoHHasg 6ubsunoTeka «Academia-library». -
TeKcT: 3/1IeKTPOHHBIN
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JlonosiHUmMe/ 1IbHble UCMOYHUKU
1 KopneeB, MW.K. JlokyMeHTaLMOHHOe obecrnedyeHUe yIpaBJIeHUS:

y4eOHUK W NOpaKTUKyM /Ui cpeAHero npodeccCuoHaJbHOTrO
o6pasoBanus / W. K. KopHees, A.B.Ilmenko, B.A.Mamypues.— 3-e

u3z. nepepab. u gon. — MockBa: M3patenbctBo OpaiT, 2024. —
438 c.— (IlpodpeccuonanpbHoe ob6pa3zoBaHue). — ISBN 978-5-534-
16002-4. — TekcT: anekTpoHHbIK // OGpa3oBaTesibHasA MaaTdopma

IOpauT [cakT]. — URL: https://urait.ru/bcode /539262
2 2. JloponuHna, JI.A. /lokyMeHTaMOHHOEe obecneyeHUe YIpaBJIeHU:

y4eOHUK W MNpPaKTUKyM JJsg cpeJiHero npodecCHOHaJIbHOTrO
o6pa3zoBanud / JI. A. loponuHa, B. C. UpuTukoBa. — 2-e u3/., nepepao.
U pgon.— MockBa: MHM3pgatenbctBo MOpaunt, 2023.— 270c.—
(ITpodpeccuonanbHoe ob6bpasoBaHue). — ISBN 978-5-534-16017-8. —
TekcT: asiekTpoHHBbINW // O6pa3oBaTesibHasA miaaTdopma KOpaT [caiiT].
— URL: https://urait.ru/bcode/530252

3 IllyBanoBa, H.H. /lokyMeHTaluoHHOe obecrieyeHWe yIpaBJeHU:

Yy4eOHUK W TMPaAKTUKyM /s cpejiHEro npodeccHoHaJbHOTO
o6pazoBanusa / H.H.llyBasoBa.— 3-e wu3a., nepepab. u jgom. —
MockBa: W3 1aTesnbcTBO OpaurT, 2023. — 247 c. —
(ITpodeccuonanbHoe ob6paszoBaHue). — ISBN 978-5-534-16538-8. —
TekcT: anekTpoHHbIM // Obpa3oBaTesbHasa niaatdopma OpalT [caliT].
— URL: https://urait.ru/bcode/531240

4 5. KasakeBuu, T.A. /lokyMeHTallMOHHOe oObecriedyeHUe yIpaBJIEHUS :

y4eOHUK W TNPaKTUKyM [Js CpeJlHero npodecCUOHATbHOTO
obpasoBanus / T.A.KazakeBuy, A.HU.Tkanud.— 2-e u3A., UCOp. U
gon.—  MockBa: HzpatenbctBo  HOpaut, 2023.— 177 c.—
(IlpodpeccuonanbHoe ob6bpasoBanHue). — ISBN 978-5-534-06291-5. —
TekcT : asiekTpoHHbIN // O6pa3oBaTenbHas naatdopma l0pauT [canT].
— URL: https://urait.ru/bcode/513745
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4 KOHTPOJIb Y OLEHKA PE3YJIbTATOB OCBOEHHUA
JUCHUATLINHBI
KOHTpOJIb 5! OILleHKa pGBYJIbTaTOB OCBO€E€HU-A AUCHOUITJINHBI

OCYILECTBJISIETCS MpenojaBaTesieM B MpOIecce MPOBeAeHUsI MPAKTUYECKUX
3aHATHUM W JIabOpPaTOPHBIX PabOT, TECTHPOBAHMUS, a TaKXKe BbINOJHEHUS
00y4YarIMMHUCA UHAUBUAYANbHBIX 3a/laHUU, IPOEKTOB, UCC/IeJOBAHUM.

Pe3yibTaThl 06y4eHMs
(ocBOeHHBIE yMeHHs, YyCBOEHHbIE

dopMbI M1 METOABI KOHTPOJISI U OLEHKH
pe3y/IbTaToB 0Gy4YeHus

3HAHMA)

1 2
YMmenus:
- 0poOpMIATH JIOKyMEeHTal1I0 B | IpaKTUYeCKUEe 3aHATUS
COOTBETCTBUH C HOpPMAaTUBHOU 6a30#, B TOM
qucie C HCII0JIb30BaHUEM
MHOOpPMaIMOHHBIX TEXHOJIOTUH;
- POBOJUTD ABTOMATU3UPOBAHHYIO | MPAKTHUYECKHEe 3aHATHS
06pabOTKY JJOKYMEHTOB;
- OCYyUIeCTBJIAATb XpaHeHHe M T[OMCK | MPaKTUYeCKHe 3aHATHUS
JIOKYMEHTOB;
- KCMOJIb30BaTh TeJeKOMMYHHUKAIlMOHHbIE | IPAKTUYEeCKUEe 3aHATHUS
TEeXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHT0060pOTe.
3HaHUA:
- OCHOBHbIe TIOHSTHS: LeJH, 3aJa4d | | JOMalIHAA paboTa
HIPUHIUIIBI JIOKyM€eHTaLMOHHOT'0
obecniedeHHs yIIpaBJIeHUS;
- CHUCTEMBI JIOKyMEeHTaIlMOHHOTO | IoMalllHsAs paboTa
obecne4yeHUs yIpaBJieHUs], Ux
aBTOMaTH3alHIO;

- KJIacCUQUKAIMIO IOKYMEHTOB;

JloMalllHsAs paboTa

- TpebGOBaHMSI K  COCTaBJEHUIO U
0dOpMJIEHHIO JOKYMEHTOB;

AOMalllHAA pa60Ta

- OpraHU3alHYI0 IOKYMEHT0060pOoTa: IpUeM,
00paboOTKy,  perucTrpanuil, KOHTpPOJb,
XpaHeHUe JJOKYMEeHTOB, HOMEHKJIATypy Jiel.

AOMalllHAA pa60Ta

Onepatop 340 000 "KomnaHus "TeH3op"

[vnpekTtop PCCK «PIPTY»

, CaBenbeBa Onbra BukTopoBHa,

MNOAMNNCAHO
3aBesytoLWwmin METOANYECKM 6rHeTOM
®reoy BO "PrPTY", PrP
3aM. ampektopa PCCK «PIPTY» no YP
YTBEPXXJEHO

®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa,

JOKYMEHT MOAMWCAH 3MEKTPOHHOWM NOAMUCHIO
®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY,
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