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1 OBIIASI XAPAKTEPUCTHUKA PABOYEIT TPOTPAMMEI YUEBHOII
JUCHUILINHDBI

1.1 MecTO JTUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IbHOM NMPOrpaMMbl:

VYyeOHas

JUCHUIIIIMHA «Z[OKYMGHTaI_II/IOHHoe

obOecrieueHume YHOPABJICHUA»  ABJIACTCS

00s13aTeIbHON 4acThI0 00IENpOPeCcCHOHANTBHOTO IMKIIA OCHOBHONW 00pa30oBaTeIbHON MPOrpaMMBbl B
coorBercTBUM ¢ PI'OC mo cneumansHocTd 38.02.01 DkxoHomMMKa M Oyxrantepckuil yder (1o

OTpacysim).

YueOHas JUCIHUIIIINHA <<I[OKYMCHT8.LII/IOHHOC obecrieucHue YHpaBJICHUSI» obecrieynBaeT

(dopmHupoBaHrEe NPOPECcCHOHANBHBIX U OOMIMX KOMIIETEHUUH Mo BceM BuaaMm aesaresnbHoctd OT'OC

o crenuanbHOCTH 38.02.01. DxoHOMEKA B OyxranTepckuii yuer (mo orpacisim). Ocoboe 3HaueHHe
JUCLUIUIMHA uMeeT npu popmupoBanuu u pazsutun OK 01-05, 09,10, I[IK 1.1:

OK 1 BeiOupats criocoObl penieHus 3a1a4 npopecCuOHANbHON AEATEIbHOCTH MTPUMEHUTEIBHO K

pa3IMYHBIM KOHTEKCTaM
OK 2 OcymiecTBisTh IMOWCK, aHAIW3 W HWHTEPHpETalnnio HWHPOpMAIMU, HEOOXOTUMOHN s

BBITIOJIHEHHS 33]1a4 TPOPECCUOHATIBHOM 1eATEIbHOCTH

OK 3 [TnanupoBaTh M peaiM30BBIBATH COOCTBEHHOE MPO(HECCHOHATFHOE U JIMYHOCTHOE PAa3BUTHE

OK 4 Paborath B KOJUIEKTHBE U KoMaHje, 3((eKTuBHO B3aMMOACHCTBOBATH C KOJJIETAMH,

PYKOBOJACTBOM, KIIMEHTAMU

OK 5 OcyuiecTBidTh YCTHYIO M NHCbMEHHYIO KOMMYHHUKAIMIO Ha TOCYAAPCTBEHHOM SI3bIKE

Poccuiickoii @enepaiyiul ¢ yueToM 0coOOEHHOCTEN COLMAIbHOTO U KyJIbTYPHOIO KOHTEKCTa

OK 9 Hcnonp3oBaTh HHOOPMAIIMOHHBIE TEXHOJIOTHU B TPO(ECCHOHAIBHOM eI TeTbHOCTH

OK 10 ITonb30BaThCs TPOPECCHOHATIBHON JOKyMEHTAITMEH Ha TOCYAapCTBEHHOM M HHOCTPAaHHOM

A3BIKaxX

ITIK 1.1 O6pabaTeiBaTh NEPBUYHBIC OyXTaNTEPCKHUE TOKYMEHTHI

1.2 LHeab ¥ muiaHupyeMblie pe3yJbTAThl 0CBOCHHS JUCHMIIIMHbI:

B pamkax y4eOHOI mporpaMMsl, 00y4yaroIUMUCs OCBaUBAIOTCS YMEHUS U 3HAHUS:

@opmupyembt YMenus 3nanus
e OK, IIK

OK'1 - pacmno3HaBaTh 3aaqy u/unm | — aKTyaJbHBIA TPOPECCHOHAIBHBIA U
mpobiieMy B TpO(eCCHOHAIBHOM HW/WJIM | COI[MANIBHBI ~ KOHTEKCT, B  KOTOPOM
COIMAJIbHOM  KOHTEKCTE; aHAJIU3UPOBaTh | MPUXOAUTCS pPabOTaTh U JKUTh, OCHOBHBIC
3aa4y W/WiIM TpoOJieMy M BBUICHATH €€ | MCTOUHUKH WH(pOPMAIlMM U PECYpChl IS
COCTaBHBIE YaCTH; OIPENEeNSITh  JTalbl | PEeHIeHHuS 3amaq " po0iieM B
perieHus 3a1aud; BEIABIATE M d(PPEKTUBHO | MPOPECCHOHATEHOM  W/HIH  COIUAIbHOM
UCKaTh HMHGOPMALHNIO, HEOOXOAMMYIO AJIsl | KOHTEKCTE;
pelIeHus 3a1a4 W/ WU POOIIEMEI, - aJITOPUTMBI BBIMIOJTHEHUS padoT B
- COCTaBUTh TUTaH JIeicTBHS; | MPO(EeCCHOHATBHON M CMEXKHBIX 00JIACTSIX;
OTIpeAETUTh HEOOXOJUMBIE PECYPCHI; MeTOJIbI paboThl B TPOGECCHOHAIBHOW U
- BJIAJIETh aKTyaJbHBIMA METOJaMM | CMEXHBIX cQepax; CTPYKTypy IUlaHa Jis
paboTel B MpOoeCCHOHANTBHOW M CMEXHBIX | PCIICHUS 3ajna4, HOPsA 0K OICHKH
chepax; peaqu3oBaTh COCTABJICHHBIN IJIaH; | PE3Y/IBTaTOB petieHus 3a1a4
OLIEHUBATh PE3YJbTAT M MOCIEACTBUS CBOUX | MPO(ECCHOHANBHOM IeATEIBHOCTH
NEUCTBUI (caMoCTOATENBHO WA C
MTOMOIIIbIO HACTABHHUKA)

OK 2 — OTpeNeNsATh 3aJ]add Ui TIOWCKa | — HOMEHKIIaTypa  WH(GOPMAIIMOHHBIX
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WHQOPMaIMH; OMNpPEAEISITh HEeoOXOAUMBIE
UCTOYHUKM HMH(POPMAlWH;, IUIaHUPOBAaTh

HUCTOYHHKOB, IIPUMECHACMBIX B
HpO(i)CCCPIOHaHLHOfI ACATCIIBHOCTH; IIPHUCMbIL

nporiecc TOUCKA; CTPYKTYpUPOBATh | CTPYKTypHpoBaHHs HH(opMmanuu; ¢Gopmar
nojay4aeMylo  HMH(OpMANHWIO;  BBLACHATH | O(OpPMIICHHS pe3yabTaToB MONCKa
HaunboJee 3HAYNMOE B nepevHe | wHpOpMALUU
WHQOPMAIMH; OICHUBATh MPAKTHYCCKYIO
3HAYUMOCTh pe3yabTaToB TIOWCKA;
0OpMIIATH pe3yabTaThl HOUCKA

OK 3 - OIPeIeIIATh aKTyaJbHOCTh | — coziepKaHue aKTyaJbHOU
HOPMATHUBHO-TIPABOBOM  JJOKYMEHTAllMd B | HOPMATHBHO-TIPABOBOIi JOKYMEHTAIINY;
npodecCUOHATEHON JIESITENIBHOCTH; | COBpEMEHHAsI HayJHas u
MPUMEHSTh COBPEMEHHYIO HAYYHYIO | MpodecCHOHATbHAS TEPMUHOJIOTHSI;
npodecCHOHATBEHYIO TEPMHUHOJIOTHIO; | BO3MOJKHEIE TPaeKTOPHU
OMpEneNsiTh W BBICTPaWBaTh TPACKTOPUHU | MPO(HECCHOHATBHOTO pasBUTHSA u
npodeccHoHaIBHOTO pa3BUTHA 1 | caMooOpa3oBaHUs
caMmo00pa3oBaHuUs

OK 4 - OpraHnu30BbIBAThH paboty | — MICUXOJIOTUIECKHE OCHOBBI
KOJIJICKTHBA u KOMaHJIpbl; | JeSITeTbHOCTH KOJIJICKTHBA,
B3aMMOJICHICTBOBATh c KOJUIETaMH, | TCHXOJOTMYecKhe OCOOEHHOCTH JMYHOCTH;
PYKOBOJCTBOM,  KJIMEHTaAMH B  XOJIC | OCHOBBI TPOCKTHOM JESATEILHOCTH
npodecCHOHATLHOMN IS TEIbHOCTH

OK 5 - IrPaMOTHO H3JIaraTh CBOWM MBICIH H | — 0COOEHHOCTH COLIMAIBLHOIO u
opopMIATH JOKYMEHTBI o | KyJIbTYPHOTO KOHTEKCTA, npaBuiIa
mpoheccCHoHaIbHOM TEMaTHKe Ha | odopMIeHHS MOKyMEHTOB MW MOCTPOEHUS
TOCYIapcTBEHHOM  SI3BIKE,  INPOSIBISTH | YCTHBIX COOOLICHUH
TOJICPAHTHOCTh B pab0YeM KOJUICKTHBE

OK 9 - MIPUMEHSTh cpeacTBa | — COBpEMEHHbIE CpezcTBa u
UHQOPMAITHOHHBIX TEXHOJOTHI JUIs | ycTpolicTBa MH(DOpMATHU3AIUK, TIOPSIOK UX
pemieHnuss  NPO(PECCHOHANBHBIX  3a]lad; | MPUMEHEHHS U MPOTrpaMMHOE OOecreueHue
UCIIOJIb30BATh COBPEMEHHOE IMPOTpaMMHOE | B MPOQeCcCHOHAILHON AESTEILHOCTH
olecrieueHue

OK 10 - MOHMMaTh OOIIMA CMBICT YETKO | — npaBWjia MOCTPOCHUS TPOCTHIX H
MIPOM3HECEHHBIX BBICKa3bIBaHUI Ha | CJIOXHBIX MPEIIOKeHU I Ha
W3BECTHbIC TeMbl (MpOo(deCcCHOHANbHbIE W | MPO(ECCHOHATBHBIE  TEMBI,  OCHOBHBIC
OBITOBBIC), TIOHUMaTh TEKCThI Ha 0a30BbIC | OOILICYNOTPEOUTENBHBIC TIArojbl (OBITOBAS
npodeccHoHANBHBIE TEMBI; y4acTBOBAaTh B | H npodeccuoHanbHast JIEKCUKa);
JUanorax Ha  3HAKOMbIe  OON[ME W | JIGKCUYCCKHUA MHUHHMYM, OTHOCSIIMHCS K
npodeccuoHaIbLHbIE TEMBI; CTPOUTH | ONHCAHHWIO  TPEJAMETOB,  CPEICTB U
MPOCThIE BBHICKA3BIBAHUS O ce0c U O CBOCH | TPOIIECCOB po(heCCUOHANTBHOM
npodecCHOHANBHON AEATENbHOCTH; KPaTKo | NesTeIbHOCTH; 0coOeHHOCTH
000CHOBBIBATh U OOBSICHUTH CBOM JICHCTBUS | MPOW3HOIICHUS; MpaBHJa YTEHHS TEKCTOB
(Tekymue ®W  IUIAHUpPYEMBIC); THCaTh | NpodecCHOHAIBHON HAIPaBICHHOCTH
MPOCTHIE CBSI3HBIE COOOIIEHHS HA 3HAKOMBIC
WIN HHTEepecylomye MnpodeccroHaNbHbIC
TEMBI

K 1.1 - opopMIIATE  NOKYMEHTAlMl® B | — TIOHATHE, LIENH, 33]]a9l U PUHIIHITBI
COOTBETCTBHH C HOPMAaTHUBHOM 0a30i, B TOM | ICIIOIPONU3BOJICTBA;
qucie c WCTIONB30BaHUEM | — OCHOBHBIE MOHATHS
WHQOPMAOHHBIX TEXHOJIOTHIA; JOKYMEHTAIIMOHHOTO obecrieueHust
- OCBauBaTh TEXHOJIOTHH | YIpaBJICHUS,
aBTOMATHU3UPOBAHHOM 00paboTku | — CHUCTEMBI JOKYMEHTAIMOHHOTO
JIOKYMCHTAIINH; o0ecrieueHusl ypaBlIeHHS;

- WCTIONB30BaTh  YHU(HUIIMPOBAHHEIE
(hopMBI TOKYMEHTOB;

- OCYIIECTBIISITh XpaHEHWE W TIOWCK
JTOKYMEHTOB;

- KJIacCH(HKAIMIO TOKYMEHTOB;

- TpeOOBaHUSI K COCTABJICHHIO W
0(OPMIICHHUIO JOKYMEHTOB;

- OpraHM3alliIi0  JIOKYMEHT0000pOTa!




- WCIIOJTb30BaTh
TEJIEKOMMYHHUKAITUOHHBIE ~ TEXHOJIOTUU
AIICKTPOHHOM JIOKYMEHTO00O0pOTe.

B

npueMa, 00paloTKy,
KOHTPOJIb, XpaHeHHE
HOMEHKJIATYPY JeJ1.

perucTparuio,
JTOKYMEHTOB,




2 CTPYKTYPA U COAEP)KAHUE YYEFHOM JUCHUILIAHBI
2.1 O0bem y4eOHOM AUCHMILIMHBI U BUIbI Y4eOHOH padoThl

Buj yueOHoii padoThl O0bem
4acoB/3a4.e/.

O0bem 00pa3oBaTeIbHON NPOTPAMMBI 38/1,05
B TOM YHCJIE!
YueOHble 3aHATHS 32
U3 HUX:
[IPAKTUYECKUE 3aHATUSA 10
IIpomexyTouHas aTTecTANMSA:
JudbdepennmpoBanubIil 3a4eT 2
CamocrosiTesibHasi padoTa 10 NOAr0TOBKE K Y4eOHBIM 3aHATHAM 6




2.2TemMaTn4yecKHii IVIaH U coAepKaHue Y4eOHOi THCIUIIINHBI

HanmeHnoBaHue pa3ieioB Coaepxxanue yueOHOro MmarepuaJia u GopmMbl OpraHu3aluu O0bem B Konr!
U TeM AeATEeJLHOCTH 00yYAI0IIHXCS yacax (popnp yeMHUX
KOMIETeHIIUI
1 2 3 4
Pa3nen 1 JlokyMeHTHpPOBaHHE YIIPABJIEHYECKOIi 1eSITeIbHOCTH 24
Tema 1.1 Beenenue. | Cooeporcanue yuebnoeco mamepuana: OK 01,02,
JIOKyMEHT ®  cucTema 3HaueHWEe W COJIEpKAHWE NHCIUIUIMHBI «J[oKymMeHTarmoHHOe obOecreueHne 03,09,
JIOKYMEHTALUK yOpaBlIeHUs» U CBA3b €€ C APYTMMHU AUCHUILIMHAMH 00111e00pa3oBaTeIbHOTO U 10
CHEIHUALHOTO IUKIOB. [IoHATHE TEPMUHOB «JOKYMEHT», «IOKYMEHTHPOBAHHUEY, IIK 1.1
«JIOKyMEHTallMOHHOE o0ecrieueHue yrpasieHus». HopmaTtuBHo-mpaBoBas 0aza 2
JIEIIONPOU3BOICTBA. l'ocynapctBennas cucTema JTIOKYMEHTAI[HOHHOTO
obecrieueHus yIpaBieHUsA. YHUGDUKAIMS W CTaHIAPTH3AIMS JOKYMEHTAITHH.
Knaccudukaius JOKyMEHTOB.
Tema 1.2 TpeboBanus k | Codeporcanue yuebHo2o mamepuand. OK
0QOPMIIEHHIO PEKBHU3UTOB YHuUIMpoBaHHas CHCTEMa OPTraHU3AIMOHHO-PACTIOPSAUTENILHON JTOKYMEHTAUU 2 01,02,03,09,
JIOKyMEHTOB. (OPMI). 'OCTst Ha OPJI. CocTaB peKBU3UTOB M MX PacHookeHue Ha popmare A-4. 10
Illpaxmuyeckue 3anamus: K 1.1
[Tpaktuueckoe 3anstue Ne 1. OdopmieHue pekBu3uToB Ha ¢opmare A 4 2
(IpOJI0JILHOE U YTIIOBOE)
Tema 1.3 | Cooeporcarue yuebnoeo mamepuana: OK
OpraHu3alnOHHbIE Opranu3aimoHHbIe JOKYMEHTBI — yCTaB, YUpEAUTEIbHBIN TOTOBOP, MOJIOKEeHHE (00 01,02,04,05,09,
JIOKYMEHThl U INpaBWja MX | OPraHU3alKH, O CTPYKTYPHOM IOAPA3/IEICHHH, TOIDKHOCTHAS MHCTPYKIMS, IPABUIIA 2 10
odopMIeHHs. BHYTPEHHETO  TPYJIOBOTO  PACIOpSIKA, KOJUICKTHBHBIH  JOTOBOp, IITATHAS [IK 1.1
YHCJICHHOCTh MPEANPUSATHS], IITATHOE PACcIIMCAHNUE OPTraHU3allUH.
Tema 1.4 | Cooeporcanue yuebnoeo mamepuana:
PacniopsiiuTensHble PacnopsimutenbHble  JOKYMEHTBI — YOpaBIGHUS — MpPHUKa3 T[O OCHOBHOM 5 OK
JIOKYMEHTHl U TpaBHja MX | AEATENBHOCTH, PACHOPSIKEHHE, YKa3aHUE, TIOCTaHOBIIEHHUE, pemienue. [Ipasuna u 01,02,04,05,09,
odopmieHus. HOPMBI UX 0hOpMIICHHUSL. 10
IIpaxmuueckue 3ansamusi. [IK 1.1
[Mpaktuyeckoe 3ansitue Ne 2. CocraBieHue u oopmiieHHE TPUKa3a 10 OCHOBHOM 2
JIeSITeTbHOCTH.
Tema 1.5 Kagposas Cooeporcanue yuebHo20 mamepuaia. 2 OK 02, 04,




JAOKYMCHTaI U

JlokyMeHTHpoBaHuE TPYAOBbIX MpaBooTHOLIEHUH. COCTaB U OCOOEHHOCTH
oopmIteHHs TOKYMEHTOB T10 JJUMYHOMY COCTaBy. ABTOOHOTpadus, perome,
3asiBJIeHue, aHkeTa. [Ipuka3 no nsuuHOMy cocTaBy (cocTaBHOMN). OCOOEHHOCTH €ro
penakTupoBaHusi. Y HUPHUIIMPOBAHHAS KaaApoBas JoKymeHTanus. [ToHsTHE TpyIOBOM
KHIDKKH, TPYJ0BOTO ToroBopa. OcoOeHHOCTH MX 0(OPMIICHHSI, BEICHNUS, XPAHSHHSI.

KoMmiuiekToBanue JIMYHOrO Aeia
Hpakmuqecmte SAHAMUA.

[Ipaktuueckoe 3ansitTue Ne 3.CocraBieHue pes3tome, 3asBICHUHA. 3anojHeHue
YHU(HUIMPOBAHHON KaJJpOBOM JOKYMEHTAalUU

05,09,10

Tema 1.6
NudpopmanmnoHHO-
CIIPaBOYHBIE

JTOKYMEHTHI.

Cooeporcanue yuebHo20 mamepuaia:

HpaBI/ma COCTaBJICHUA U O(bOpMJ'IeHI/IH I/IH(bOpMaI_[I/IOHHO-CHpaBO‘-IHBIX HAOKYMCHTOB:
CJ'Iy>K€6Ha$I, JOKJIagHasd, OOBSICHUTENIbHAS 3aIlMCKH, CIIpaBKa, aKT, IIPOTOKOJI,
JOBCPCHHOCTD. I[GJ'IOBOG IMMCbMO KaK JOKYMCHT.

Hpakmuqecmte 3AHAMUA.

[paxtryeckoe 3ansarue Ne 4. CocraBieHne 1 0hopMIICHUE CITy>KEOHBIX, TOKIIaTHBIX,
0OBACHUTENBHBIX 3aMUCOK, CIPABOK, IOBEPEHHOCTEH.
INpaxtuueckoe 3ansitue Ne 5.Cocrasnenue 1 0pOpMIICHHE aKTa, IPOTOKOJIA.

OK
01,02,04,05,09,
10

IK 1.1

Tewma 1.7 JloroBopHo-
IIpaBOBasi JOKYMEHTAaLUs.

Cooepoicarue yuebHo2o mamepuana:

[Tonsitust norosopa. Bunel gorosopos. IlpaBuna odopmiieHuss npeTeH3MOHHBIX
nrceM. QopMyIIsip HCKOBOTO 3asiBICHUS, TpPeOOBaHUS K €ro 0(hopMIIEHHIO.

OK 01-05,
09,10

Pa3nea 2 Oprannzanus padoTbl ¢ JOKYMEHTAMM.

Tema 2.1 Ilonstue
JOKYMEHTO000pOTa.
Perucrpanus 10KyMeHTOB

Cooeporcanue yuebHoeo mamepuania.

[TonsiTne mOKyMeHTOOOOpOTa. Tambl OOPaOOTKH BXOMSAIICH, BHYTPEHHEU W
UCXOAMmerd JOKyMeHTanuu. [loHSTHE W 1eJb PErucTpalud JOKYMEHTOB.
HNuaexcupoBanue JOKYMEHTOB. Perucrpannonubie ydeTHble (GOpMBI (KapTOdHas,
KypHaJIbHas, KOMIbIOTepHasA). KOHTPOIIb HCTIOTHEHHSI TOKYMEHTOB.
Homenknatrypa nen. MHauBHIyanbHBIE, CBOJHBIC, MPHUMEpPHBIE M THUIIOBBIE
HOMEHKJIaTyphl fien TpeOGoBanusi K (opmupoBaHHIO nei. DKCHepTH3a LEHHOCTH
nokymentoB. [logroroBka u odopmieHue JAen mepen coadell B apXuB.
3akoHOAATeNbHbIE aKThl W  HOPMATHBHO-METOAMYECKHE JOKYMEHTBI  IIO
APXMBHOMY XPAHEHHUIO JOKYMEHTOB. YHUUTOXKEHHUE JOKYMEHTOB.

OK 01, 02,
04, 05, 09,10
IK 1.1

Tema 2.2

Cooeporcanue yuebHo20 mamepuaia.

Knaccudukaiuss  TOKYMEHTOB o rpudy  orpaHuWdeHHs]  JOCTyTA.

OK 01-05,




Konpunenuuansuple noKyMeHThl. [loHsTHE KOMMepueckod TaiHbI. 3amura 09,10
KoH(ueH AT HbIe JIOKyMEHTOB, COACPKALIUX KOMMEPYECKYIO TaI:/:IHy, Opranmszanus paboThl ¢ IK 1.1
JIOKYMEHTAaMH, COJEPKAIMUMHU KOMMEPUECKYIO TaiHY.
/_LUI\_)’NIUHLDI. OK 01_05’
JuddepeHunpoBaHHbIi 3a4ET 2 09,10
K 1.1
HToOro Bo B3auMo1eCTBUM € MPENoJaBaTe/ieM: 32
CamocTosiTe1bHAs M3yueHre HOpMaTUBHOM TOKYMEHTAIIUH 110 TeMaM paszzielia ¢ OMOIIBIO OK 01-05
padora UH(POPMALIMOHHBIX pecypcoB HTepHET, paboTa ¢ KOHCIIEKTOM JIEKIIMU 1O 6 09.10 HK’ 11
IOJrOTOBKE K MPAKTUYECKUM paboTaMm. T '
Bcero no gucnumiinue: 38




3 YCJIO0OBUA PEA/IMZALIUA PABOYEM ITPOI'PAMMBI YYEFHOHN JUCIHHUIIJINHBbI

3.1 Jlasi peaJmM3anmuud NPOrpamMMbl Y4eOHOIl THCHMILIMHBI TPEIYCMOTPEHbI CJeIyIolIue
cnenuajIbHbie OMEeIeH S :

Kabuner «J/lokymMeHTaIlMOHHOTO OOECIEYEHUsI YIPABJICHH, OCHAIIEHHBIM 00OpyJOBaHUEM:
MOCAJIOYHbIE MECTa IO KOJMYECTBY OOydarommuxcsi, pabodyee MeCTO NpernojaaBaTeisi, JAOCKa, CTEHJBI,
)]I/II[aKTI/IT-IeCKI/Iﬁ Marcepuajl, TCXHUUYCCKUMHU CPCACTBAMU 06yquH${: KOMITIBIOTCPHI, My.]'H:TPIMeI[HfIHOC
o0opyioBaHuE, PUHTEP.

3.2 UupopmanmoHHoe odecnieyeHne peain3alu NporpaMmbl
HopMaTHBHBIE 10KYMEHTBI:

1. @enepanbubiii  3akoH  "OO  amektpoHHOM — mommuen" ot 06.04.2011 N 63-03.
@enepanbHbiii 3akoH  "OO wuHpopManuM, HWHOOPMALMOHHBIX TEXHOJOTHSX W O 3alluTe
uHpopmanuu" ot 27.07.2006 N 149-D3

2.I'OCT P 7.0.8-2013. HanumonansHbiii crangapt Poccuiickoit @eaepanun. Cucrema CTaHAApTOB IO
uHpopMaIuy, OMOTMOTEYHOMY M HU3JIATEIIbCKOMY Jeny. Jlemonmpon3BOACTBO M apXUBHOE JIEJNO.
Tepmunsbl u onpenenenus (yrB. [Ipukazom Poccranmapra ot 17.10.2013 N 1185-c1)

3.I'OCT P 7.0.97-2016. HaunonanbHslii crangapt Poccuiickoit @enepanuu. Cucrema CTaHIAapTOB IO
uHpopManuu, OWOTUOTEYHOMY U H3AaTENbCKOMY Jeny. OpraHu3alMOHHO-PACTIOPSIUTEIbHAS
nokyMmeHTanus. TpeboBanuss kK odopmienuto mokymeHtoB (yTB. Ilpukasom Poccranpmapra ot
08.12.2016 N 2004-ct) (pea. ot 14.05.2018)

4. Tpynosoit Konexc Poccuiickoit ®@enepannn. @enepanpuslii 3akoH ot 30.12.2001 Ne 197-D3.

5.TOCT P 50922-2006. HarmonaneHbslii crangapT Poccuiickoit ®eneparuu. 3ammra nHGOpMALIUK.
OcHoBHbIE TEpMHHBI U onpeaeneHus” (yTB. U BBejeH B aeiictBue [Ipuka3zom PocrexperynupoBanus
ot 27.12.2006 N 373-cT)

6. Metonnueckue pekomenaanuu no npumeHeHuro 'OCT p 7.0.97-2016 "Cucrema cTtanmapToB IO
uHpopManuy, OUOTUOTEYHOMY U H3AaTeNbCKOMY Jeny. OpraHu3alMOHHO-PACIOPSIUTEIbHAS
nokymeHTanus. TpeboBanus Kk opopmiieHuto nokyMeHToB" (Pocapxus, BHUMJIA/L. M., 2018)

OcHoBHast iMTEpaTypa:

1. BbacakoB M.U. JlokyMeHTallMOHHOE 0OOecTiedeHre yIpaBlieHus (C OCHOBAMU apXHUBOBEICHHUS):
yuebHoe mocooue— Mocka: KaoPyc, 2020. //Pexxum noctyna: https://www.book.ru. s CI1O

2. beixoBa T.A. JlokymeHTanmonHoe obecneuenue ynpasieHus: yueOuuk / T.A. brikoBa, E.A.
Cxkpunko, FO.M. Kykapuna, A.}O. KonbkoBa, C.A. ['motoBa. — MockBa: KnoPyc, 2020. // Pexxum
noctyna: https://www.book.ru. s CIIO.

3. Bapmyna B.B. JlokymeHTarimonHoe odecrnieuenue ynpasieHus: yaeOnuk / B.B. Bapmyna. Mocksa:
KOctunus, 2020/ // Pexxum noctymna: https://www.book.ru. Ins CIIO.

4. Kysnuenos U. H. JlokymeHTanmonHoe obecreyeHrne ynpapieHus IepCOHANOM: YYeOHUK U TPAKTHKYM
s CITO / WM. H. Ky3nenioB. — Mocksa: FOpaiit, 2019. //Pexum noctyna: https://biblio-online.ru.
Hns CIIO.

DJIeKTPOHHbBbIE pecypcChl:
1. bnor «lllmapraska [AeIONPOM3BOIUTENS» —  CalWT O JENONPOU3BOACTBE U COCTABICHUU
JIOKYMEHTOB. [DnekTpoHHbIi pecypc]. 2013-2018. Pexum nocryna: http://www.docdelo.ru/


http://www.docdelo.ru/

2. Cnpasounast npasoBasg cucrema KoncynpranTt Ilmoc. [OnextpoHHbIM pecypc]. 2019. Pexum

nmoctyna: http://www.consultant.

3. CnpaBounasg cuctema «l'apant». [OnexrtpoHHbli pecypc]. 2019. Pexum  pocryna:
http://www.aero.garant.ru

4. DnexTpoHHbII  Kypc  «J/loKyMeHTanuMoHHOe  oOecledeHHue  YIpaBJIeHHUsS» Ha  I[opraie
muctannonHoro  o6paszoBanusi CII6  T'BIIOY «AVYICl'ully. Pexum nmocrtyma: http://
http://agpsdo.edu.ru/

4 KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM JUCIUATLINHBI

Pe3yabTarbl 00yueHusi (0CBOCHHbIE

@DopMbI U METO/IbI
KOHTPOJISI

Kpurepun ouenku OLIEHKH
YMEHUSs1, YCBOEHHbIE 3HAHUS)
pe3yJibTaTOB
00y4eHust

3uams: — pacro3HaBaHUE anmroputmoB | Ouenka
— aKTyanbHBIH MPO(ECCUOHANBHBI U | BBITOJHECHUS pabot B | BBIIOJHEHUS
COLIMATIbHBIA ~ KOHTEKCT, B  KOTOPOM | MPOo(hecCHOHANBHOM M  CMEXKHBIX | CAMOCTOSTEIIbHBIX
MPUXOIUTCS pabOTaTh M JKUTh, OCHOBHBIC | 00JIACTAX; OMPEIEICHHE METOJIOB pabor.
UCTOYHHMKH MH(POPMAIIMK M PECYpchl Ut | paboTel B mpodeccroHanbHoi u | TectupoBanue

pemieHus  3amad v npoOieM B
npoeCCUOHATBHOM H/MIM  COLIMATbHOM
KOHTEKCTE;

— QJITOPUTMBI  BBIOJIHCHUS paboT B
npohecCuoHaIbHOU u CMEKHBIX
obnacTax; METOIbI paboThI B

npodecCHOHATIBHON U CMEXHBIX cepax;
CTPYKTypy IUIaHa Ui peElICHUs 3aj]1ad;
NOPSAZIOK OLIEHKU pE3yJIbTaTOB PEIICHUs
3aa4 npodeccuoHaAIbHOMN 1eATeIbHOCTH

— HOMEHKJIaTypa UH()OPMAIIMOHHBIX
UCTOYHHKOB, PUMEHSIEMBIX B
npodeccruoHanbHOM JeATebHOCTH;
HPUEMBI CTPYKTYPHPOBAHHS
uHpopmauuy;  dopmar  opopmIICHUS
pe3ysbTaToB MOKCKa HH(OpMALIUU

- coaepkaHue aKTyaJIbHOU
HOPMAaTHBHO-TIPABOBO  JIOKyMEHTAIUH;
COBpEMEHHas Hay4JHast U
npodeccuoHambHas TEPMHUHOJIOTHSI,
BO3MOJXKHBIE TPaeKTOPHUU
pohecCHOHATBLHOTO pa3BUTHUSA "
camMo00pa30BaHUs

- MICUXOJIOTUYECKUE OCHOBBI
JeSTEIbHOCTH KOJUICKTHBA,
IICUXOJIOTUYECKHE 0COOEHHOCTH
JMYHOCTH; OCHOBBI POEKTHOM
JeATeILHOCTH

- OCOOCHHOCTH  COIMAJBHOTO |
KyJBTYPHOTO KOHTEKCTa; npaBmiIa

0o(pOpMIICHHSI TOKYMEHTOB W TIOCTPOCHUS

CMEXHBIX chepax;

- BBIOOD olpeziesieHue
ONITUMAJILHON CTPYKTYpPHI IJIaHA JJIS
peleHus 3a1a4;

- MOHUMAaHHE TOPSAKA OLEHKH

pe3yJIbTaToB pelieHus 3aj1au
poheCCUOHATILHOM 1eATEIbHOCTH;
- BBIOOD HauOoJee
ONTUMAJIbHBIX HUCTOYHUKOB
uHpOpMAllUM U PECypcoB  JUis
peumieHus 3agad U 1OpodieM B
npodeccCHoHaTEHOM u/unu
COLIMAJIbHOM KOHTEKCTE;

- OpUEHTHPOBaHUE B
aKTyaJIbHOM HOPMATHBHO-IIPABOBOM
JOKYMEHTalH, COBPEMEHHOMU
Hay4yHOW W  NpodecCHOHATBHOU
TEPMHUHOJIOTHH;

- MOHUMaHHe
MICUXOJIOTHYECKUX OCHOB
JESTEIbHOCTH KOJUJIEKTHBA,
MICUXOJIOTHYECKUX 0COOEHHOCTEMH
JMYHOCTH;

— BJIQJICHUE 3HAHUSAMH OCHOB
paboThI c JOKYMEHTaMH,

IOATOTOBKH YCTHBIX M INHMCBMCHHBIX

COOOIIEHMI; 3HaHHE OCHOB
KOMITBIOTEPHOU IrPaMOTHOCTH;
3HaHWE MpPaBWI  HAIMCAHUI U
MPOUW3HOIICHHUSI CJIOB, B T.4. W

PO eCCUOHAIBHON JICKCHKH.

YcTHbli onpoc.
[TrnceMenHsbli ompoc.
HuddepennmpoBann
bIi 3a4eT



http://agpsdo.edu.ru/
http://www.aero.garant.ru/
http://www.consultant/

YCTHBIX COOOIICHUIN

- COBpPEMEHHBIC cpexacrtsa "
yCcTpoiicTBa uHGOpMaTU3ALMK; TOPSIAOK
UX T[PUMEHEHHS W  [POrpaMMHOE
obecrieueHne B MpodecCHOHATBHOU
JeSITeTbHOCTH

- npaBWjia MOCTPOEHHUS MPOCTHIX U
CII0JKHBIX IIPEIIOKEHUN Ha
npodeccuoHambHble TEMbI; OCHOBHbBIE
o0mIeynoTpeOuTeTbHbIC TJIaroJIbI
(ObITOBAs M TIpOeCCHOHATIbHAS JICKCUKA);
JIEKCUYECKUN MHUHUMYM, OTHOCSILIUWCS K

OMHMCAaHUIO  TPEIMETOB, CPEACTB U
MPOIIECCOB npodeccCuoHaTBHOM
JESITENBLHOCTH, 0COOEHHOCTH

NPOM3HOIICHUS; IPaBUJIa YTEHUSI TEKCTOB
npodeccroHaNbHON HANPAaBICHHOCTH

- NOHATHE,  LeNW,  3aJadd |
NPUHIIHIIBI IETOTIPOU3BOICTBA;

- OCHOBHBIE
JOKYMEHTAIIHOHHOTO
yTIpaBIICHNUS;

- CHCTEMBI JOKyMEHTAIIHOHHOTO
oOecrieueHns ynpaBieHUs;

- KJTacCH(UKAIMIO JOKYMEHTOB;

- TpeOOBaHUS K COCTAaBICHUIO W
0(hOPMIICHHUIO IOKYMEHTOB;

- OPraHM3aINI0 JTIOKYMEHTO000pOTa:
npuema,  00pabOTKy,  perucTpauuio,
KOHTPOJTb, XpaHEeHHe  JIOKYMEHTOB,
HOMEHKJIaTypy Jell.

TMOHSTHS
obecneueHus

3Hanue GopM MEePBUUHBIX
OyXTaJaTepCKux JOKyMEHTOB,

coJiepKaHusl TAKOW JOKYMEHTAIUH,

MOHUMaHHe crenru(uKu padoThl C
HEPBUYHBIMH OYyXTaJITePCKUMH
JOKyMEHTaMHU

Ymersn:

— pacrno3HaBaTh 3ajaqy u/nnmn
npobiieMy B TpodhecCHOHATBFHOM W/WIN
COLIMAILHOM KOHTEKCTE; aHAJIU3UPOBAThH
3aJady W/Hiau npoOjeMy U BBIICNATH €&
COCTaBHBIE YACTH; OINPEACIATH OTAIlbI
peleHus 3ajJauy; BBISIBIISITD u
3¢¢deKTuBHO  UCKaTh  MH(pOpPMAaLUIO,
HEOOXOIUMYIO JJIsl pelIeHHUs 3aJa4yd
W/WU TPOOJIEMBI,

- COCTaBUTh IUIaH neicTBus;,
OTIpeNIeNIUTh HEOOXOJMMBIE PECYPCHI;

- BJIAJICTh AKTyaJIbHBIMH METO/JaMHt
pabotel B mpodecCHOHAIBHOW U

CMEKHBIX chepax; peann30BaTh
COCTaBJICHHBIN IUIaH; OLICHUBATh
pe3ysibTaT W TOCJIEACTBUS  CBOUX
JEUCTBUM  (CaMOCTOSITEIbHO WM C

MTOMOIIIbIO HACTABHUKA)
— ONpeAeNsATh 3aJayd  JUlsl TOHMCKa

BJIaJICHUC AKTyaJIbHbIMU

METOJIaMu paboThI B
npoeCCUOHATIBHON M CMEXHBIX
chepax;
3¢(deKkTuBHOE  BBISBIECHHE U
uHpopManuy,

OIITUMAJIbHOI'O

IIOKCK
COCTaBJICHHEC
njaaHa JICHCTBHIA, aHaju3
HEOOXOJMMBIX ISl BBIITOJIHCHUS
3a/1aHusl, peCypCoB;
OCYILECTBIIEHUE
HCCIIeI0BaTEIbCKOM
NEeSATEIbHOCTH, MPUBOASIIEH K
ONTHUMAJIBHOMY PE3YJIbTATY;
JIEMOHCTpALIHs THOKOCTH B
o01IeHNU c KOJIJICTaMHU,

PYKOBOACTBOM, ITOAYHUHCHHBIMU U

OrueHka pe3ysnbTaToB
BBITIOJTHEHUS
MPAKTHYECKUX
pabor.

Ouenka
BBITIOJTHEHUS
CaMOCTOSITEIIbHBIX
pabor.
JMuddepennupoBann
bIil 3a4eT




UHPOPMALIUK; ONPENEIITh HEOOXOMMBbIe
WCTOYHMKHA WH(OPMAIMHU; IUIAHWPOBATh
npolecc  IHOUCKA;  CTPYKTypUPOBATh
noixydaeMyro HMH(OpManuio; BBIICIATH
HauOojiee  3HAUYMMOE B [EpeyHe
nH(pOpMaNNH; OLEHWBATH MPAKTUYECKYIO
3HaYMMOCTb pe3yJbTaToB TIOUCKA;
oopMIIATH pe3yNbTaThl MOUCKA

- OTIPEAETSTh aKTyaJIbHOCTb
HOPMAaTHUBHO-TIPABOBOW JOKYMEHTAIMH B
npodeccroHaIbHOM JeATeNbHOCTH;
NPUMEHSTh  COBPEMEHHYI0  HAayYHYIO
npodeccHoHaIbHYIO TEPMHHOJIOTHIO;
OTIPENIeNIATh M BBICTPAMBATH TPACKTOPHH
npodeccrHoHanbHOTO pa3BHUTHS u
caMmoo0pa3oBaHUs

- OpraHU30BBIBAThH
KOJIJICKTHBA u KOMaH/Ibl;
B3aMO/ICHICTBOBATH c KOJUIEraMH,
PYKOBOJICTBOM, KJIHEHTaMH B  XOJ€
npodeccroHanbHON AEATETPHOCTH

- IPaMOTHO M3JIaraTb CBOM MBICIIU H
oopMIIATH TOKYMEHTBI o
npodeccroHaIbHOM TEeMaTHKe Ha
rOCYJapCTBEHHOM  SI3bIKE,  TPOSIBIIATH
TOJIEPAHTHOCThH B pab0ueM KOJUIEKTUBE

- NPUMEHSTh cpeacTsa
MH()OPMAMOHHBIX ~ TEXHOJNOTHHA  JUIA
pemeHust  TPO(ECCHOHANBHBIX — 3aJady;
HCTIONIb30BAaTh COBPEMEHHOE
porpaMMHoOe oOecrieueHue

— MOHMMATh  OOIMHA  CMBICI  YETKO
NPOU3HECCHHBIX  BBICKAa3bIBAaHMH  Ha
U3BECTHBIE TEMbI (MpodeccHoHAIbHBIE U
OBITOBBIC), TIOHUMATh TEKCTHI Ha 0a30BbIC
npodeccuoHaIbHbIE TEMBI, Y4aCTBOBATH B
IManorax Ha 3HAKOMble oOmme |
npoecCHOHATBLHBIE  TEMBI;  CTPOUTH
IPOCTHIE BBICKA3bIBaHHA O ce0€ M O CBOEH
pohecCuOoHaTBLHOU NeSTeILHOCTH;
KpaTKo 00OCHOBBIBATh U OOBSICHUTH CBOU
JnefcTBUs (TEKylIMe W IUTaHUPYEMBIE);
NHCaTh MPOCTHIE CBSI3HBIE COOOLICHUS Ha
3HAaKOMBIE 170031 MHTEPECYIOIINe
npodeccroHanbHbIE TEMBI

- opopMIIATE  JOKYMEHTAlMI0 B
COOTBETCTBUM C HOPMATHUBHON 0a3oi, B
TOM qucie C UCTIOJIb30BaHUEM
MH()OPMAMOHHBIX TEXHOJIOTHIA;

- OCBaMBAaTh TEXHOJIOTUH
ABTOMATH3UPOBAHHOM 00paboTKH
JOKYMEHTAIIH;

padoty

3aKa34MKaMuy; IPUMEHEHUE
CPEICTB MH(OPMaLMOHHBIX
TEXHOJIOT U JIIsL pemicHus

po¢)eCCUOHANIBHBIX 3a7aY,
s dhekTuBHOE HCIIOJIb30BaHUE
COBPEMEHHOTO  MPOrPaMMHOTO
o0ecrieyeHusi; KpaTko M YETKO
(dbopmynHpoBaTh

n3jaratb MUX JAJOCTYIIHBIM  JJIA

CBOHM  MBICJIH,

IIOHHUMAaHUS CII0CO00M;

s dhexkTuBHAS pabota c
MEPBUYHBIMH  OyXTaJITepCKUMHU
JIOKYMEHTaMHU




— UCTIONB30BaTh YHU(DHUIIMPOBAHHBIE
(GhOopMBI TOKYMEHTOB;

- OCYILECTBIISATh XPAaHEHHE U TIOMCK
JIOKYMEHTOB;

- UCIIOJIb30BaTh
TEJIEKOMMYHUKAILIMOHHBIE TEXHOJOTUU B
AIIEKTPOHHOM JOKYMEHTO00OpOTE.

- oQopMIIATh  JTOKyMEHTalHI0 B
COOTBETCTBUHM C HOPMAaTHBHOH 0a30H, C
HCITIOJIb30BAaHUEM MH(GOPMaILIMOHHBIX
TEXHOJIOTHM;

- UCTIOJIb30BaTh YHU(PHUIIMPOBAHHBIE
(bOpMBI TOKyMEHTOB;

- OCYIIECTBIIAITh XPAaHEHHWE M IOMCK

JOKYMEHTOB;

- OCBaMBaTh TEXHOJIOTUH
ABTOMAaTH3UPOBAHHOM 00paboTKH
JIOKYMEHTOB;

- UCIIOIb30BaTh

TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHU B
DJIEKTPOHHOM JIOKYMEHTO000pOTE
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