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1 MIACHOPT MPOI'PAMMBI YYEBHOM JUCHUTIJIAHBI
OI1.04 JoxymeHTalMOHHOE 00ecneYeHHue YIPaBJIeHHs

1.1 O6saacTh NpUMeHEeHHsI IPOrPaMMbI

[Iporpamma y4eOHOM MUCHMIUIUHBI SBJISIETCS YacThIO pabodeil OCHOBHOM
npodeccuoHabHON 00pa3zoBarenbHOM nporpamMmel B coorBeTcTBHM ¢ PI'OC mo
CHEIMATBHOCTU CcpelHero mnpodeccuonanbHoro obpazoBanusa (manee CIIO)
38.02.03 OnepaunoHHas 1eITeJIbHOCTH B JIOTUCTHKE (0a30BOM MOATOTOBKHM).

[TporpamMmma y4eOHOW TUCIUIUITMHBI MOXKET OBITh HCIIONB30BaHA B
JIOTIOJIHUTENFHOM TMpodeccoHaTbHOM 00pa30BaHuu (B MpOrpaMMmax MOBBIIICHHS
KB (PUKAIIMU U TTOITOTOBKH).

1.2 MecTto  y4eOHOH  JMCHMILIMHBI B  CIPYKType  OCHOBHOH
npodeccnoHaIbHON 00pa30BaTEIbLHON MPOrPAMMBI

JlucuumniavHa BXOAUT B 001IenpodeCCHOHATBHBIN ITUKIL.

1.3 Ilean m 3agaum y4yeOHOI AMCHUIUIMHBI — TPeOOBaAHUSI K pe3yJbTaTaM
OCBOEHMSI TUCHHUILINHBI

B pesynbTaTe ocBoeHUS yueOHOM TUCIUIUIMHBI 00 y4arOIIHIACS TOJKEH
yMeTh:

- ohOpMIISTH JOKYMEHTAllMI0O B COOTBETCTBMM C HOPMAaTHBHON 0a30if,
UCIOJIb3Ysl MH()OPMAIIMOHHBIE TEXHOJIOTUU;

- YHU(ULIUPOBATH CUCTEMBI JOKYMEHTAIIHH;

- OCYUIECTBIISITH XpPAaHEHUE U MOUCK IOKYMEHTOB;

- OCYILIECTBJISITh aBTOMATU3AIMI0 00Pa0OTKU JOKYMEHTOB;

- HUCHOJIb30BaTh TEJIIEKOMMYHUKAIIMOHHBIE TEXHOJOTHH B SJIEKTPOHHOM
JIOKYMEHTO000POTE;

3HATh:

- IOHSATHE, 1M, 3a]Ja41 ¥ IPUHITUIIB IIOTPOU3BOICTBA;

- OCHOBHBI€ MTOHATHUS TOKYMEHTALMOHHOT'0 00ECTICYeHHUS! YIIPABICHHS;

- CUCTEMBI JOKYMEHTAIIMOHHOT'0 00ECTICUeHNs YIIPABICHNUS;

- KJIACCU(UKAINIO TOKYMEHTOB;

- TpeOOBaHMSI K COCTABJICHUIO 1 O(OPMIICHHUIO TOKYMEHTOB;

- OpraHM3aluio JTIOKYMEHTooOOpoTa: mpuéMm, o0paboTKy, perucTpauuio,
KOHTPOJIb, XpaHEHUE IOKYMEHTOB, HOMEHKIIATYPY €.



1.4 PexomMeHayeMoe KOJMYECTBO YaCOB Ha OCBOeHHe padoyeil mMporpaMmbl
y4eOHO# 1M CUMILINHBI:

MaKCHUMaJIbHOM yueOHOM Harpy3ku oOyuatomerocst — 90 yacoB, B TOM YHUCIIE:
00s13aTebHON ayJIUTOPHOW ydeOHOW Harpy3km oOydaromerocs — 60 dacos;
caMOCTOsTeNbHOM paboThl oOyyvaromierocs — 30 4yacos.

1.5 Pe3yabTarhl 0CBOEHHSA NPOrPaMMbl y4eOHOM TMCHMILIHHBI:

PesynpTaToM OCBOCHHS TPOTpaMMBl Y4EOHOH JTUCIUTUTHHBI SIBISETCS
OBJIaJIeHUE O0yYarOIUMHUCS
1. o61mmmu (OK) KoMITeTeHITUSMU ;

Kon HanmenoBaHnue pe3ynpTaTa 00ydeHus

OK 2. | Opranu3oBbiBaTh COOCTBEHHYIO JI€ATEIbHOCTb, BBIOMPATH THUIIOBBIC
METO/IbI U CIIOCOOBI BHITIOJHEHUS MPOPECCHOHATIBHBIX 3a]1a4, OLICHUBATh
uX 3QPEKTUBHOCTH U KAUECTBO.

OK 4. | OcymiecTBisAiTh MOUCK W HCHOJb30BaHUE WH(POPMAIMHM, HEOOXOAUMOUN
st 3(Q(EKTUBHOrO  BHIMONIHEHUST  MPO(ECCHOHANBHBIX  3ajad,
po(ecCHOHAIBHOT0 U JMYHOCTHOTO Pa3BUTHSL.

OK'S. | Ucnonb3oBath HMH(DOPMAIMOHHO-KOMMYHUKAILIMOHHBIE TEXHOJIOTHMH B
npohecCHOHAIBHON ASSITEIbHOCTH.

2. npoeccuonansubiMu (I1K) komnerenuumsimu:

Kon

HanmvenoBanue pe3ynpraTa 00ydeHus

IK 1.1.

[IpyHrMath ydacthe B pa3pabOTKe CTpPATerHYeCKUX M ONEepaTUBHBIX
JIOTUCTUYECKUX IUUIAHOB HA YpPOBHE TMonpasneieHus (ydacTka)
JIOTUCTUYECKON CHUCTEMBI C YYETOM IeJied M 3a/Jady OpraHu3aiu B
1enoM. OpraHu3oBbIBaTh PabOTy 2JIEMEHTOB JIOTHCTUYECKON CUCTEMBI.

[IK 1.2.

[InaHupoBaTh U OPraHU30BBIBATH JIOKYMEHTOOOOPOT B paMKaxX ydacTKa
JIOTUCTHYECKOH cucTeMsbl. [IpuHuMaTh, COpTUPOBATh U CAMOCTOSITENBHO
COCTaBJISITh TPEOYEMYIO TOKYMEHTAIIHIO.

IIK 1.3.

OCYHIGCTBJIHTB BLI60p IMOCTAaBIMUKOB, IICPCBO3YHNKOB, OIIPCACIIATL THII
IMOCPCAHNKOB W KaHAJIbI PACIIPCACIICHMA.

[IK 1.4.

Bnagerp MeTonuKoW MPOEKTUPOBAHUS, OPraHU3AlUMKM M aHAIU3a Ha
ypOBHE  mojapazfenacHusi  (ydacTka)  JIOTUCTUYECKOW  CHUCTEMBbI
yIpaBJIECHUS 3allacaMy U PaclpeIeIUTEIbHbIX KAHAJIOB.

I[IK 1.5.

Bnanerb OCHOBaMHM OIICPATUBHOI'O ILIAHUPOBAHHWA W OpraHu3allin
MAaTCPHUAJIIBHBIX ITIOTOKOB Ha ITPOU3BOACTBC.

[IK 2.1.

VYuactBoBaTh B pa3paboTKe MHPPACTPYKTYPHI Mpoliecca OpraHu3aluu
CHA0XXEHUSI U OPTaHU3AIMOHHON CTPYKTYpPbI YIPABJICHUS CHAOXKEHUEM
HAa YpOBHE TMoOjpa3zieieHuss (y4acTKa) JIOTUCTHYECKOM CHUCTEMBI C
y4eTOM LieJied U 3a1a4 OpraHu3alliy B IIEJIOM.




[IK 2.2.

[IpumeHsTH METOI0JIOTHIO MIPOEKTUPOBAHHUS
BHYTPUIIPOU3BOJICTBEHHBIX JIOTUCTHYECKUX CHCTEM TMPU PELICHUU
IIPAKTUYECKUX 3a/]a4.

[1K 2.3. | Mcnionp30BaTh pa3IvMyHbIe MOJIEJIA U METO/IbI YIIPABIICHHUS 3a11aCaMH.
[IK 2.4. | OcymiecTBasATh yIpPaBIEHUE 3aKa3aMH, 3alacamu, TPaHCIOPTHPOBKOIA,
CKJIATUPOBAHUEM, IPYy301epepadOTKOM, YIAaKOBKOM, CEPBHCOM.

[IK 3.1. | Bmagers Meromonorueid oneHku 3¢G@GEKTUBHOCTH (PYHKIIMOHUPOBAHUS
AIIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

[IK 3.2. | CocTaBnATh mporpaMMy M OCYHIECTBIIAITh MOHUTOPUHI TOKa3aTelnei
paboThl HA YpOBHE MO/pa3ieneHus (y4acTka) JOrUCTUUYECKOW CUCTEMBI
(MOCTABUIMKOB, TMOCPETHUKOB, TMEPEBO3UYUKOB U 3()HEKTUBHOCTH
pabOoThI CKJIAJICKOTO XO35IMCTBA M KaHAJIOB paclpeeeHus).

I1K 3.3. | PaccunTthIBaTh M aHATU3UPOBAThH JOTUCTUYECKUE U3JEPKKH.

IIK 3.4. | [TpuMeHAT, COBPEMEHHBIE JIOTHCTUYECKUE KOHICMIMA WU MPHUHIIUIIBI
COKpAILlEHUS JIOTUCTUYECKUX PACXOOB.

[IK 4.1. | ITpoBOANTH KOHTPOIIb BHITIOJIHEHUS U DKCIIEAUPOBAHUS 3aKa30B.

[IK 4.2. | Opranu3oBbiBaTh MPUEM U MPOBEPKY TOBAPOB (rapaHTHUsl MOJy4YECHUS
3aKa3a, MpPOBEpPKAa KAYECTBA, MOATBEPKACHUE MOJYYEHUs 3aKa3aHHOTO
KOJIMYeCTBa, O(OPMIICHHE Ha TOJIy4YeHUE M PETUCTPAIUIO ChIPhs);
KOHTPOJIMPOBATH OILIATy MOCTABOK.

[IK 4.3. | [lonOupaTh ¥  aHAIM3UPOBATh OCHOBHBIE KPUTEPUH  OIECHKHU
pEHTA0EIbHOCTH CUCTEM CKJIAIUPOBAHUS, TPAHCIIOPTUPOBKHU.

[IK 4.4. | Onpenenars KpUTEpUU ONTUMAJIbHOCTHU (G yYHKIIMOHUPOBAHUS

nojipasziesieHus1 (y4acTka) JJOTUCTUYECKOM CUCTEMBI C YUETOM Lienel U
3a71a4 OPraHU3allU B LIEJIOM.




2 CTPYKTYPA U COAEP)KAHUE YYEBHOHN JUCIUILIAHBI

2.1 O0beM yueOHOI TUCUMIIMHBI U BUIABI Y4eOHOH padoThl

Bun yaeOHOI paboThI

KommdecTBo gacoB

MaxkcumanbHas yueOHasi Harpy3ka (BCero) 90
OO6s13aTenbHas ayaquToOpHas yuyeOHas Harpy3ka (BCero) 60
B TOM YHCIIE:
71a00paTOPHBIE 3aHATUS -
NPAKTUYECKUE 3aHITHS 30
CEMHUHAPCKHE 3aHATHUS -
KOHTPOJIbHBIE Pa0OTHI -
CamocTosiTenbHas paboTa o0yuaronierocst (BCero) 30
B TOM YHCIIE:
camocrosTenbHas  paboTa  HaX  OCBOGHHEM  BOIIPOCOB 30

POrpaMMbl Y4eOHOM TUCIUTIINHBI

Htorosas arrectaius B popme nuddepeHInpoBaHHOTO 3auéTa.

2.2 TemaTu4ecKuil IVIaH U COAEPKAHUE YUEOHOM IMCIHUILUIHUHBI
«JlokyMeHTallMOHHOE o0ecliedeHHe Y PaBJIeHUsD)

HanmenoBanue Copep:xanue ydyeOHOro Marepuaia, O06bem | YpoBeHb
pa3aenoB U TeM MIPAKTUYECKUE 3aHATHUS, CAMOCTOSI TeNIbHAS 4acoB | OCBOCHHS
paboTa CTyJIEeHTOB

1 2 3 4
4 cemecTp 90
Pasnen 1. OcHoBHBIE 34
NOHATHS
AOKYMEHTAMOHHOI0
obecrieyeHust
ynpaBJjeHHusl.
Tema 1.1. [lonsiTue, uenu, 3aga4i U MPUHITUTIBI 2 2
Jenomnpou3BoacTBO. JIeTIOTPON3BO/ICTBA.
Henu n 3anaun OCHOBHBIE TIOHATHUS JTOKYMEHTAIIMOHHOTO
JIeI0NPOU3BOCTBA. o0ecrnievyeHus yrpaBieHusl.
Tema 1.2. OcHOBHBIE
noustus JJOY.
Tewma 1.3. Uctopus CamocTosiTe/ibHasi padoTa 00y4aroIuXCsl. 3 2
pa3BUTHUS HAYYIHBIX HcTopus pa3BUTHS HAYYHBIX MIPEICTABICHHMA
IpeCTaBICHUN O 0 TOKYMEHTAIlMOHHOM 00ecleyeHU!
JIOKYMEHTAIIHOHHOM yIIpaBJICHUS.
obecrnieueHUn
YIIPaBJICHUSL.
Tema 1.4. HopmatuBHo- | HopmaTtuBHO-nIpaBoBasi 6a3a opraHuzaluu 2 2
npaBoBas 6aza JIOY. JIOKYMEHTAIMOHHOT'O 00eCTIeUeHUs
Tema 1.5. ynpasieHus. CBoj mpaBuil,
Knaccuduxatopst yCTaHaBJIMBAIOIINX €IUHbIE TPEOOBaHUS K
JIOKYMEHTOB. JOY. OGmepoccuiickue K1accu(hUKaTopsbl.

TpeboBanus K 0(hOPMIICHHUIO TOKYMEHTOB.

Tema 1.6. CoBpemenHoe | CamocTosiTesibHAsi paboTa 00yYaloUIuXCsl. 3 2




rocyJapCTBEHHOE CoBpeMeHHOe rocy1apCTBEHHOE

peryaupoBaHue pEryaupoBaHuE 10N POU3BO/ICTBA.
JI€JI0IPOU3BO/ICTBA.

Tema 1.7. Knaccudukanus 1oKyMeHTOB. YHUDUKAIUS 2
Knaccudukanus NOKyMeHTOB. CTaHapTHU3aLMsl JOKYMEHTOB.
JIOKYMEHTOB.

Tewma 1.8. Yaudukamms

U CTaHJapTU3alsL.

Tema 1.9. OcHoBHBIE CamocrosiTesibHAsi padoTa 00y4arommxcs. 3
roCy/lapCTBEHHbIE OcHOBHBIE TOCYAapCTBEHHBIE CTAHAAPTHI,
CTaHJIapThI, pEryaupyrouye J0KyMEeHTaMOHHOE
peryaupyoume o0ecrieyeHre ynpaBieHUs.

JIOKYMEHTAIIOHHOE

o0ecrnieueHue

yIpaBICHUS.

Tema 1.10. OCHOBHBIE PEKBU3UTHI JOKYMEHTA, UX 6
IOpuanueckas cuna K1accuuKaIys, npaBuia ohopMiIeHUs B
JIOKYMEHTOB. cootBercTBum ¢ 'OCT. TpeboBanus k

Tema 1.11. TpeboBanus | 0ohOpPMIICHHIO TEKCTA JOKYMEHTA.

K U3TOTOBJICHUIO OdopmieHne JOKyMEHTaIMH B COOTBETCTBUU
JIOKYMEHTOB. C HOPMATHUBHOM 0a30ii, B TOM YHCIIE C

Tema 1.12. PekBu3utsl UCTIOJIb30BaHHEM HMH()OPMAITIOHHBIX

JIOKYMEHTA. TexHoJoruil. @opmynsp u ONaHK T0KyMEHTa.

Tema 1.13. IlpaBuna bnanku TOKyMEHTOB U TpeOOBaHUS K HHM.
odopmiieHust

PEKBU3UTOB.

Tema 1.14. TpeboBanus

K COCTaBJICHHUIO

JIOKYMEHTOB.

Tema 1.15. @opmynsip u

0JIaHK JIOKyMEHTA.

Tema 1.16. IIpaBuna CamocrosiTesibHas padoTa 00y4aronmuxcs. 3
odopmiieHus [IpaBumna odopMiIeHHs OTACTBEHBIX

OT/ENbHBIX PEKBU3UTOB | PEKBU3UTOB JTOKYMEHTOB B COOTBETCTBHUU C
JIOKYMEHTOB B T'OCT.

cootBercTBuu ¢ 'OCT.

Tema 1.17. IIpakTHyeckue 3aHATHSI. 10

Odopmnenue
dopmynsipa-oOpasia
(mpononbHOE
pa3MerieHue
PEKBU3UTOB).

Tema 1.18.
Odopmienue
dbopmysipa-obpasia
(yrioBoe pa3meleHue
PEKBU3UTOB).

Tema 1.19.
Odopmienue
PEKBHU3UTOB 1-5.
Tema 1.20.
Odopmnenue

CocraBnenue Gpopmymsipa-odpasua popmara
A4 ¢ Ipo0IBHBIM pa3MELIEHUEM
PEKBU3UTOB.

Cocrasnenue dhopmysipa-oopasia ¢popmara
A4 ¢ yrioBbIM pa3MelIeHUEM PEKBU3UTOB.
OdopmieHre OCHOBHBIX PEKBU3UTOB
JIOKyMEHTOB B COOTBETCTBUU C HOPMAaTHBHOMN
0a30i1 ¢ ucnoab30BaHNEM UH()OPMALIMOHHBIX
TEXHOJIOTHUA.

CocraBieHue pa3anyHbIX BUIOB OJaHKOB.




pexBU3uTOB 6-10.
Tema 1.21.
Odopmnenue
pexBusuToB 11-15.
Tema 1.22.
Odopmnenue
pexBu3nuToB 16-20.
Tema 1.23.
Odopmienue
peKBU3UTOB 21-25.
Tema 1.24.
Odopmnenue
pexBu3uTOB 26-30.
Tema 1.25.
CocraBienue 6s1aHKa
npUKasa.

Tema 1.26.
CocraBnenue 61aHKa
CIIy’ke0HOT0 MUChMA.

Pa3znen 2. TpeboBanus
K COCTABJICHHIO H
0(popMJICHHIO
OPraHu3alMOHHO-
pacnopsiiuTeIbHOM
JOKYMEHTaINH.

38

Tema 2.1.
YHudumnupoBaHHas
cucrema OPJI.

Tema 2.2.
OpranuzanoHHO-
pacnopsauTeapHas
JIOKYMEHTAIHSI.

Tewma 2.4. Ycras.
[Tonoxenue.

Tema 2.5. UHCTpyKIIUS.
Horosop.

Tema 2.12. [Ipuxas.
Pacniopsixenue.

Tema 2.13. IIpoToxou.
Pemenue.

YuudpunupoanHas cuctema OPJI.
OpraHu3aloOHHbIE JOKYMEHTHI: YCTaB,
MIOJIO’KEHUE, YUPEAUTENIbHBII JOTOBOP.
Xapakrep pacnopsiIuTENbHBIX JOKYMEHTOB.
[Ipuka3sbl, pacnopsiKeHus1, yka3aHus,
IIOCTAHOBJICHUSI HA OCHOBE KOJIJIETMAJIBHOCTH.
JIOJKHOCTHBIE MHCTPYKLUH.

Tewma 2.3. TpeGoBaHus K
0(OPMIIEHUIO OCHOBHBIX
OpraHU3aIMOHHO-
pacropsANTEIbHBIX
JTIOKYMEHTOB.

CamocrosiTesbHasi padoTa 00y4arommxcs.
TpebGoBanus kK 0(OPMICHUIO OCHOBHBIX
OpraHnU3alUOHHO-PACTIOPAANUTCIIbHBIX
JTIOKYMEHTOB.

Tema 2.6. Metoquka
BBITNIOJIHEHHS 3aJaHUs.
Tema 2.7. Opopmuenue
UHCTPYKITUH.

Tema 2.8. Metoquka
BBIINIOJIHEHHS 3aJaHMs.
Tema 2.9. Odopmuenue

IIpakTHYecKkue 3aHATHS.

OdopmiieHre OpraHU3aIMOHHBIX TOKYMEHTOB
(mOMKHOCTHASE UHCTPYKITHS ).

OdopmieHne opraHu3alMOHHBIX JOKYMEHTOB
(monoxxeHue).

OdopmiieHre OpraHU3aIMOHHBIX JTOKYMEHTOB
(moroBop).

10




ITOJI0KEHHS.
Tema 2.10. Metonuka
BBLINIOJHEHHUS 3a1aHHS.
Tema 2.11.

Odopmienue 1orosopa.

Tema 2.14. Metonuka
BBITIOJIHEHNS 3aJaHUsL.
Tema 2.15.
Odopmiienue npukasa.
Tema 2.16. Metonuka
BBITTOJIHEHHUS 3aIaHUS.
Tema 2.17.
Odopmienue
MIPOTOKOJIA.

OdopmiieHre pacTopsAUTEbHBIX
JIOKYMEHTOB (ITpHKa3).
OdopmieHne paciopsAUTENbHBIX
JIOKYMEHTOB (ITIPOTOKOJ).

Tema 2.18. Axr.
CnpaBku.

Tema 2.19. [loknagHbie
1 00BACHUTEIIBHBIE
3aIIHCKH.

Tema 2.27. JlenoBas
nepenucka.

Tema 2.28.
MuumnmatusHbIE U
OTBETHBIC JCJIOBEIC
MMMCHMa.

Tema 2.29. Dransl
IMOJATOTOBKH JICIOBBIX
ITHCEM.

Tema 2.30. SI3bIK 1
CTHJIb JICIIOBBIX ITHCEM.

NHdopMaIimoHHO-CIIpaBOYHbIE JOKYMEHTHI:
aKT, OKJIaHast 3aM1UCKa, 0O bACHUTENbHAS
3amnuckKa, cupaska. Tenerpamma. SI3bik u
CTUJIb IJIOBOI KOPPECTIOHACH M.
CayxxeOHble mucbMa. Bupl ciykeOHbIX
HCEeM.

Tewma 2.20. TpeboBanus
K 0()OpPMJIEHUIO
OCHOBHBIX
UH(OPMAITMOHHO-
CIPaBOYHBIX
JIOKYMEHTOB.

CamocrosiTesibHAsi padoTa 00y4arommxcs.
TpeboBanus kK 0OPMICHUIO OCHOBHBIX
UH()OPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB.

Tema 2.21. Metonuka
BBINIOJIHEHUS 3aIaHHS.
Tema 2.22.
Odopmiienue axTa.
Tema 2.23. Metonuka
BBIIIOJIHEHHUS 3a/IaHHS.
Tema 2.24.
OdopmiieHne cripaBku.
Tema 2.25. Metonuka
BBITIOJIHEHHS 3aJaHUs.
Tema 2.26.
Odopmnenue
JOKJIAIHBIX U
00BACHUTENBHBIX
3aIIHCOK.

Tema 2.31. Mertoauka

IIpakTHyeckue 3aHATHS.

Odopmienne nHOOPMAMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (aKT).

Odopmienne nHGOPMALMOHHO-CITPABOYHBIX
JIOKYMEHTOB (CIIpaBKa).

Odopmienne nHOOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (OOBbSICHUTENBHBIE U JIOKJIATHBIC
3aITHCKH ).

Odopmienne nHGOPMALMOHHO-CITPABOYHBIX
JOKYMEHTOB (MHUIIMATUBHOE JI€JI0BOE
IMHMCHMO).

Odopmienne nHOOPMAMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (ITMCHMO-OTBET).
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BBITTOJTHEHHUS 3aIaHUs.
Tema 2.32.
Odopmnenue
MHUALIAATHBHOIO

MMChbMa.

Tema 2.33. MeTonuka
BBIIIOJIHEHNS 3a1aHUs.
Tema 2.34.
OdopmiieHrEe OTBETHOTO
MMChbMa.

Paznen 3. 16
Opranmn3zanus
JAOKYMeHTo00opoTa.
Tema 3.1. Opranusauus | Opranuzanus J0OKyMEHTO000pOTa: MPUEM, 2
JIOKyMEHT0000pOoTA. 00paloTKa, peructpanus, KOHTPOJIb,
Tema 3.2. XpaHeHue T0KyMeHToB. HomeHkaTypa nen.
Homenknatypa gei.
Tema 3.3. Opranuzanus | CamocTosiTe1bHasi padoTa 00y4aroumxcs. 9
paboThI CITyXOBbI Opranusanus ciry>k0bl JeI0NPON3BO/ICTBA.
JIeJI0NPOU3BOCTBA. OpraHu3anus XpaHeHUs! TOKYMEHTOB B
Tema 3.4. Opranuzanus | J€JIONPOU3BOACTBE.
XpaHeHUs 10KyMeHTOB B | [loAroroBka JOKYMEHTOB K Ilepeiadye B
JIeJIONPOU3BOICTBE. apXxuB.
Tema 3.5. Ilogroroska
JIOKYMEHTOB K Iepeaue
B apXMB.
Tema 3.6. ABTOMaTU3UPOBAHHBIE CUCTEMBI 2
ABTOMAaTH3UpPOBaHHBIE | Jenonpou3BoacTBa. O030p COBPEMEHHBIX
CHCTEMBI CpEeICTB OPITEXHUKH JIJIs Iepeaayu U
JIeJIONPOU3BOCTBA. o0pabotku nHdopmanuu. Ipasuna u
Tema 3.7. MOPSIOK TUPAXKUPOBAHUS JOKYMEHTOB.
TupaxxupoBanue OnexrpoHHas noyta. Mcnons3zoBanue
JIOKYMEHTOB. CIPaBOYHO-TIPABOBBIX CUCTEM

(KoHcynbranT+).
Tewma 3.8. Oprannsanus | CamocrosiTesibHAst padoTa 00y Yalouuxcs. 3
XpaHEHUs 10KyMEHTOB B | OpraHusanus XpaHeHuUs JOKyMEHTOB B
3JIEKTPOHHOH (opme. AJIEKTPOHHOH (opme.
IIpomexyTouHast 2
aTrecTanms.

JAndpepeHunpoBaHHblii 3a4€T. 2
Bcero 90




3 YCJIOBMSA PEAJIM3ALIAN ITPOTPAMMBI YYEBHOM
JTUCHUTLINHBI

3.1 TpeboBanus K MHUHUMAJIBHOMY  MAaTepHAJbHO-TEXHUYECKOMY
o0ecreYeHUuI0

Peanuzanus ydyeOHOM  gucHMIUIMHBI —TpeOyeT Haiauuusg KaOuHeTra
JOKYMEHTAIlMOHHOTI' O 00ECIEUEHUs YIIPaBJICHUS.

O6opynoBaHue yueOHOro kKabuHeTa:
- IOCAIOYHBIC MECTA M0 KOJTMYECTBY O0YJArOIITNXCS;
- pabouee MeCTO TPEenoIaBaTeIs;
- KOMIUIEKT y4eOHO-HaSIIHBIX Tocoouil «/lokymMeHTanmoHHOe obOecreueHme
yIIPaBICHUS.

TexHudeckue cpeacTBa 00y4deHus:
- KOMIIbIOTEp C  JIMIECH3UOHHBIM  MPOTPAMMHBIM  OOECIICUCHUEM U
MYJIBTUMEAUATIPOEKTOP.

3.2 UndopmannoHHoe odecrevyeHue 00ydeHust

IlepeyeHb pexkoMeHAyeMbIX Yy4ueOHbIX H3AaHuu, VHTepHeT-pecypcos,
JAOIOJTHUTEILHOM JIMTEPATy Pbl

OCHOBHBIEC HCTOUYHUKH:

1. bacakoB, M.U. JlokymMmeHTanMOHHOE OOECIICUCHHE YIpaBlIeHUS (C OCHOBAMH
apxuBoBezieHus1): yueOHoe mocooue / M.U. bacakoB. — 2-e u3n., crep. — M.:
KHOPYC, 2016. — 216 c. (HawampHoe u cpenHee mpodhecCHOHAIbHOE
o0pa3oBaHueE).

2.TOCT P 7.0.97-2016. Cucrema cranaapToB o uHGopMaIuu, OUOIHOTCHHOMY
U u3narenbckomy neny. OpraHu3alliOHHO-PAcTOPSIUTENIbHAS JOKYMEHTAIIUS.
TpeboBanus K 0pOPMICHHIO JOKYMEHTOB.

3. Kys3nenoB, W.H. JlokymeHTalMOHHOE OOECIEUYECHUE YIPABICHUS /
N.H. Ky3nenos. — 2-e u3a. — M.: FOpaiit, 2016. — 477 c.

JLOIOJIHUTEJIbHbIE HCTOYHUKM

1. I'magxmii, E.B. JlokyMeHTalMOHHOE oOO€CICUYCHHE YIIpaBiIeHU: YueOHOoe
nocoobue / E.B. I'mankuii. — M.: UL PUOP: HUIl Uadpa-M, 2016. — 249 c.: -
(ITpoeccuonanbHoe 0OpazoBaHuUE).

2. TOCT P HCO 15489-1-2007. HauuoHanbHbli cTangapT Poccuiickoit
Oenepauun. CucreMa craHaapToB 1o wuHbopmanuu, OUOIMOTEYHOMY U
U3JIaTeNbCKOMY Jieny. YTpaBieHue JokyMeHTamu. Oomme TpedoBaHus.
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3. TOCT P 34.10-2001. Uudopmarnmonnas texHomorus. Kpunrorpadudeckas
3amurta uHpopmarmu. [lponeccel GopMupoBaHUS U TPOBEPKU SIEKTPOHHOU
1M (PPOBOM MOATIHUCH.

4. TOCT P 50922-2006. 3amura wuHpopmanud. OCHOBHbIE TEPMHUHBI U
OIpEIEIEHUS.

5.TOCT P 7.0.8-2013. Cucrema ctanaapToB 1o uHdopMaluu, OUOTUOTEUHOMY
YU W3JaTeIbCKOMY Jeiy. Jlenmonpou3BOACTBO M apXMBHOE AE€H0. TE€pMUHBI U
onpenenenus (yrB. Ilpukazom @enepanbHOrO areHTCTBa MO TEXHUYECKOMY
perynupoBanuio U Merposioruu ot 17.10.2013 Nel185-cT).

6. I'paxnanckuii kogekc Poccuiickoit ®eneparuu ot 30.11.1994 No51-D3 (¢ uzm.
u jom. Ha 29.07.2017 Ne259-D3).

7. 3akon P® «O rocymapcrBeHHoi TanHe» oT 20 urons 1993 roma Ne5485. (c
U3MEHEHUSMHU U JOTTOJTHEHUSIMHU).

8. Koncturynus Poccuiickoit @eaepamuu ot 12.12.1993 (c yyeTrom mompaBok,
BHECEHHBIX 3akoHamu Poccuiickoit denepanuu o nompaBkax Kk KoHcTuTynnmn
Poccuiickoit @eaepanun ot 30.12.2008 Ne6-DK3, ot 30.12.2008 Ne7-OK3, ot
05.02.2014 Ne2-®K3, ot 21.07.2014 Nel1-DK3).

9. Meromuueckue pekoMmeHaamu no npumeHenuto ['OCT P 7.0.97-2016
Cucrema cTaHnapToB 1Mo UH(OpMaIUHU, OMOIMOTEYHOMY M U3aTEIbCKOMY JIEIy.
Oprasau3aliOHHO-PACTIOPAAUTEIbHAS JOKYMEHTALUSA. TpeboBanus K
opopMIIEeHHIO JOKYMEHTOB.

10. Meronuueckue pEKOMEHAANMM MO  pa3pabOTKe HMHCTPYKUHUM 1O
JENTONPOU3BOJICTBY B  (penepalbHBIX OpraHaXx HCIOJIHUTENBHOM  BIIACTU
(YTBepxnens [Ipukazom Pocapxusa ot 23 nexkadbps 2009 r. Ne 76)

11. Hamoroserii kogeke Poccutickorn @enepamuu. Y. 1 ot 31.07.1998 Nel146-®3
(c u3m. u gom. Ha 27.11.2017 Ne350-D3).

12. Hanoroeiii koaekc Poccuiickoit @enepanun. U. 2 ot 05.08.2000 No117-D3
(c u3Mm. u gon. Ha 27.11.2017 Ne350-D3).

13. Obmepoccuiickuii knaccudukarop ynpasieHdeckoi qokymenrtamuu OK 011-
93 (OKY ). YTBepxkaéH u BBeNEH B JEHCTBHUE TOCTaHOBIEHUEM [ occranmapra
P® o1 30.12.1993 Ne299 (c u3Mm. u a01.).

14. TlepeyeHb THUIOBBIX YIPAaBIECHYECKHMX JOKYMEHTOB, OOpa3ylOIIUXCA B
pe3ynbTaTe JEATeIbHOCTH OpraHu3alui, ¢ yKa3aHUEeM CPOKOB XpaHeHUs. — M.:
BHUUIA, 2004.

15. Tlomoxenue o DenepanbHOM apxuBHOU ciyx0e Poccum, yTBepkaeHO
[TocranoBnenuem I[lpaBurensctBa PO ot 28 nexadpst 1998 r. Nel1562.

16. IlpaBuna pnenonpou3BojAcTBa B (elepaibHbIX OpraHax HCIOTHUTEIbHOU
BJIacTU (YTBEpKIEeHBI nocTaHoBIeHUEM [IpaBurenbcTBa Poccuiickoit denepanuu
ot 15.06.2009 No477).

17. TpynoBoit konekc Poccuiickoit @enepanuu ot 30.12.2001 Nel97-D3 (pen. ot
29.07.2017) (c u3Mm. u gom., Bcryi. B cuity ¢ 01.10.2017).

18. Yka3 IIpesuaenta Poccutickoit denepannu ot 6 mapta 1997 1. Ne 188 «O6
YTBEPKJICHUU TIEPEUHS CBEJCHUI KOHPUACHIIMATBLHOTO XapaKTepa.

19. @3 P® «OO6 apxuBHOM Jeine B Poccuiickoit @enepainum» or 22 OKTIOps

11



2004 1. Ne125-D3.

20. @3 PO «OO06 uHbpopmanyu, UHOOPMAIMOHHBIX TEXHOJIOTHUAX U O 3allUTe
uHpopmanum» ot 27 utong 2006 r. Ne149-D3.

21. @3 PO «O crangaptuzauuu B Poccuiickoit ®enepau» ot 29 utons 2015 r.
Nel62-D3.

HNHTEepHET-UCTOYHHUKH:

1. UudopmanimonHo-npaBoBas cucteMa «KoHCyabTaHT+»
http://www.consultant.ru/

2. O6pazoBatenbHblii UHTEpHET-TIOpTANT
http://www.grandars.ru/college/pravovedenie/istoriya-deloproizvodstva.html
3. Uudopmanmonno-npaBoas cuctema T APAHT.

4. Od¢uumansublid  cailt  @DenepaibHOTO  areHTCTBA MO  TEXHUYECKOMY
pPEryIUpOBAHUIO U METPOJIOTUU B ceTH MHTepHeT

WWW.gost.ru

5. DnekTpoHHbIl yueonbii kype J1OY

http://portal.tolgas.ru/edt/ef eo/edt4399/index.htm?e=4399&sc=1784.
http://document-ved.ru

http://www.dist-cons.ru
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4 KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEEHOM

JTUCIMUTLINHBI

KoHTpoJib M oOLeHKa pe3yJlbTaTOB OCBOCHUS Y4YeOHON AMCIUIUIMHBI
OCYIIECTBIIIETCSl TIpernojaBaTejeM B TPOIECCE TMPOBEACHUS MPAKTHYECKHUX

3aHATHUH, TECTUPOBAHUS,

a TAaKKEC

WHIUBUAYAJIBbHBIX 321I[21HHI>1, IIPOCKTOB, HCCH@HOB&HHﬁ.

BBIITOJIHCHUA

00yYaroIUMHCs

Pe3yabTarbl 00yueHust
(ocBOEHHBIE YMEHHS,

OcHoOBHBIE IOKA3aTeJIN
OLIeHKH pe3yJabTara

Pe3yabTaThl 0CBOCHUS
NPorpamMmsbl y4eoHo

YCBOEHHbIE 3HAHHA) AUCIHUNIHHBI
1 2 3
Ymenns:
0hOpMIISATH JOKYMEHTAIIHIO B YMEHHUE MPABUIBHO OK2,4,5

COOTBETCTBUM C HOPMATUBHOU
0a30M, NCIOIB3Ys
UH(pOpPMAITMOHHBIE TEXHOJIOTHH

oopmIIATh
JOKYMEHTAIUIO B
COOTBETCTBUH C
HOPMAaTHUBHOM 0a30M,

K 1.1-1.5,2.1-2.4, 3.1-3.4,
4.1-4.4

UCIIOJIBb3YS
MH(POpPMAaIMOHHbBIE
TEXHOJIOTHH
OCYLIECTBIIATh ABTOMATH3ALUIO YMEHHE PABUIBHO 0K 2,4,5
00pabOTKH TOKYMEHTOB OCYILIECTBIIATH MK 1.1-1.5,2.1-2.4, 3.1-3.4,
aBTOMAaTH3aIHIO 4144

00pabOTKM TOKYMEHTOB

YHUDULIUPOBATH CUCTEMBI
JIOKYMEHTaIuU

yMEHHE YHU(PUIIUPOBATH
CUCTEMBI IOKYMEHTALIHI

0K 2,4,5
K 1.1-1.5,2.1-2.4, 3.1-3.4,
4.1-4.4

OCYILECTBIIATh XPAHEHUE U TTOUCK
JIOKYMEHTOB

YMEHHE IPABUIBHO
OCYILECTBIIATh XPAHCHUE U
MIOUCK JOKYMEHTOB

OK2,4,5
TK 1.1-1.5,2.1-2.4, 3.1-3.4,
4.1-4.4

OCYILECTBIISITh aBTOMATH3AIHIO
00pabOTKH TOKYMEHTOB

YMEHHE OCYIIECTBISITh
aBTOMATH3AIUIO
00pabOTKM TOKYMEHTOB

OK2,4,5
K 1.1-1.5,2.1-2.4,3.1-3.4,
4.14.4

HCIIOJIB30BAaTh
TCJIICKOMMYHHUKAITHOHHBIC
TCXHOJIOTUHU B 3JICKTPOHHOM

YMCHHUEC UCIIOJIB30BATh
TCIICKOMMYHUKAIITMOHHBIC
TCXHOJIOTHUH B

OK2,4,5
K 1.1-1.5,2.1-2.4,3.1-3.4,
4.14.4

JIOKYMEHT0000poTE 3JEKTPOHHOM
JIOKYMEHTO000pOTE
3Hanus:
MMOHATHE, TN, 3a7a91 1 3HAHWE MOHITHA, ICICH, 0OK2,4,5
MPUHIIUIIBL ASJIONPOU3BOJICTBA 3a/1a4 ¥ MPUHLUIIOB
JIEJIOTIPON3BOICTBA
OCHOBHBIC TIOHSATHS 3HAHWE OCHOBHBIX 0K 2,4,5
JIOKYMEHTAIlMOHHOT'O HOHSATHHI K 1.1-1.5,2.1-2.4, 3.1-3.4,
obecrieueHus yrpaBIeHUs JTOKYMEHTAIMOHHOTO 4.14.4

o0ecrieyeHus! ypaBJIeHUs

CHUCTCMbI JOKYMCHTAIIlUOHHOT'O
oOecrnieueHus ynpapiaeHuUs

3HAHHUE CUCTEM
AOKYMCHTAIITUOHHOT'O
o0ecrieueHus ypaBIeHUs

OK2,4,5
K 1.1-1.5,2.1-2.4, 3.1-3.4,
4.14.4
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KJ'IaCCI/I(bI/IKaI_[I/IIO JOKYMCHTOB

3HaHUE Ki1accupuKanuu
JOKYMEHTOB

OK2,4,5
K 1.1-1.5,2.1-2.4, 3.1-3.4,
4.14.4

TpeOOBaHUS K COCTABJICHHIO
0 OpPMIICHUIO JOKYMEHTOB

3HaHUE TpeOOBaHUH K
COCTAaBJICHUIO U
oopMIIEHUIO TOKYMEHTOB

OK2,4,5
TK 1.1-1.5,2.1-2.4, 3.1-3.4,
4.14.4

OpTraHHU3AIIIO
JIOKYMEHTO0000pOTa: MPUEM,
00paboTKy, perucTparuio,
KOHTPOITb, XpPAaHEHHE JOKYMEHTOB,
HOMEHKIIATYPY Al

3HaHUE OpPTaHU3aAIUN
JTOKYMEHT0000pOTa:
npuéma, oo6paboTKH,
perucTpamnum, KOHTPOJIS,
XpaHEHUsI IOKyMEHTOB;
HOMECHKJIATYPBI JIeIT

OK2,4,5
K 1.1-1.5,2.1-2.4, 3.1-3.4,
4.14.4
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