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1. MACHIOPT PABOYEM IMPOT'PAMMBI YUEBHOM JTUCHUTLTAHBI
«JOKYMEHTAIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. O6JacTh NPUMEHEHHUsI TPOTrPaAMMbI

PaGouast mporpamMma y4eOHOM TUCIUTUIAHBI SBISETCS YaCThIO MPOTPAMMEI
MOJITOTOBKH  CIICIIMATICTOB CpefaHero 3BeHa B coorBercTBUU ¢ DI'OC mo
cnenuanprocTr CI1O 09.02.05 IpuxiaagHas uadopmMaTuka (110 0TPACISAM).

Pabouass mporpamma y4eOHON AWCHMIUIUHBI MOXET OBITh HCIOJIb30BaHA B
JIOTIOJTHUTEIILHOM MPO(GECCHOHAIBHOM 00pa3oBaHuH (B MporpaMmax MOBBIIICHHUS
KBAJTU(HUKAIIMHA U TIEPETIOATOTOBKH) U MPO(HECCHOHATBHON MOJATOTOBKE, B KOTOPBIX
PEeyCMOTPEHO OCBOCHHME 3HAHMA M YMEHHH B OOJACTH JOKYMEHTAI[HOHHOTO
oOecrnieueHns ynpaBiIeHUS.

1.2. MecTO TMCHUILUIMHBI B CTPYKTYpe MPOrpaMMbl NOATOTOBKH CIIENHATHCTOB
CpeIHero 3BeHa

HucuumnuHa — «/lokyMeHTaMoHHOe  OOEeCHeuYeHHUE  YNpaBICHUS»  SBISETCS
oOmenpodeccuoHanbHON TUCHMILUIMHON TPO(ECCHOHATBHOTO IIUKJIA.

1.3. Heau u 3axaum y4eOHOl NUCHMILVIMHBI — TpPeOOBaHHUSI K pe3yJbTaTaM
OCBOCHHMS y4eOHOM QM CIHUNIMHBI:

[Iponiecc n3ydeHus: yueOHOM AUCIUILIMHBI HAMpaBlieH Ha (JOPMUPOBAHUE
CHEAYIOINX KOMIIETCHIINN:

OK1 [loHnMaTh CyIIHOCTP W COLMAIBHYIO 3HAYMMOCTh CBOeW Oynymieil mpodeccun,
IIPOSIBJIATH K HEW YCTOMYMBBIN HHTEPEC

OK 2 OpranuzoBbIBaTh COOCTBEHHYIO JE€SATEIbHOCTh, BBIOMPATH THUIIOBBIE METOIbI MU
CrocoOBl BBINOJHEHUS NPO(PECCHOHATIbHBIX 3a]ad, OLEHUBATh UX 3PPEKTUBHOCTb U
KayecTBO

OK 3 [TpyHMMaTh peleHus B CTaHAAPTHBIX M HECTAHIAPTHBIX CUTyalMsIX M HECTH 3a HUX
OTBETCTBEHHOCTh

OK 4 OcymiecTBiasATh TOUCK M  HUCHOJb30BaHUE HHPOpMalMM, HEOOXOAMMOH  Juis

3¢ (EeKTUBHOTO BBINOJIHEHUS NPOPECCHOHAIBHBIX 3a7a4, NPOPECCHOHAIBHOIO H
JMYHOCTHOTO Pa3BUTHUS

OK 5 Hcnonb3oBath MH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B
PO eCCUOHATBHON JIEATETbHOCTH

OK 6 PaGotath B KOJUIEKTHBE U KoMaHle, 3(QeKTHBHO oOOIIaThCS C KOJUIETaMH,
PYKOBOJCTBOM, NOTPEOUTETSIMU

OK 7 Bbpathb Ha ce0s OTBETCTBEHHOCTh 3a pa0OTy WICHOB KOMaHbl (MOJYMHEHHBIX),
pe3yJIbTaT BHIOJHEHHS 3aTaHIH

OK 8 CaMocCTOSITENbHO ONPEACNIUTh 3a/1a4l MPOPECCUOHATLHOTO U JINYHOCTHOTO Pa3BUTHS,
3aHUMAThCs CaM000pa30BaHNEM, OCO3HAHHO IJIAHUPOBATH TIOBBINICHHE KBATH(UKAIIHN

OK 9 OpueHTHPOBATHCS B YCJIOBUSAX YACTHOM CMEHBI TEXHOJOTHH B IMpOo(hecCHOHAIbHOU
JIeSITETTHHOCTH

I1K 2.5. | Pa3zpabaTbIBaTh U BECTH MIPOEKTHYIO U TEXHUYECKYIO JOKYMEHTAIHIO.

[IK 4.4. | Onpenensite pecypchbl IPOEKTHBIX ONepalui.

[1K 4.5. | Onpenensitb puCKH NPOEKTHBIX ONepaIui.

B pe3ynbTaTe OCBOCHHUS TUCHUIUIMHBI O0YYaIOUINICS JOIKEH YMETh:




- 0OpMIIATH IOKYMEHTAIIMIO B COOTBETCTBUHU C HOPMATHBHOU 0a30ii, B TOM
YHCJIEe UCTIOJIb3Y HUHPOPMAIIMOHHBIE TEXHOJIOTHH;
- OCYUIIECTBIISITh aBTOMATH3AIIMI0 00Pa0OTKH IOKYMEHTOB,;
- YHU(ULIEPOBATH CUCTEMBI JOKYMEHTAlIUY,
-OCYIIECTBIISATh XpPaHEHUE U MOUCK IOKYMEHTOB;
-OCYIIECTBIATh aBTOMATU3aLIMI0 00pabOTKU IOKYMEHTOB,;
- HCIOJIb30BAaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJOTMM B  3JIEKTPOHHOM
JIOKyMEHTOO0OpOTE.

B pesynbpTaTe ocBOoeHMS Yy4eOHON TUCITUTUTMHBI 00YYarONTUHCS JOKEH 3HATh!
-IIOHATHE, 1IEJIH, 33]]Ja4 U IPUHITUIIBI J€JI0IPOU3BOJICTBRA;
-OCHOBHBIE ITOHATHS TOKyMEHTAITMOHHOTO 00CCTICYCHUS YIIPABICHUS,
-CUCTEMBbI JOKYMEHTAIIHOHHOTO O0ECIICUCHMSI YIIPABIICHHUS,
-KJIacCU(pUKAINIO0 TOKYMEHTOB;
-TpeOOBaHUs K COCTABICHUIO U O(POPMIICHUIO TOKYMEHTOB,;
-OpraHu3aIuio JOKyMeHTO0000poTa: MpreM, 00padOTKy, peruCTpalUIo,
KOHTPOJIb, XpPaHEHUE JOKYMEHTOB, HOMEHKIIATYPY JIEL.

1.4. PexoMeHAyeMOe KOJUYECTBO YacOB HA OCBOEHHE TMPOIrpPaMMblI

TUCIHUNJINHBI

MaKCUMaJIbHOM y4eOHON Harpy3ku oOyuaromierocsi 48 4acoB, B TOM YHUCIIE!
00s13aTeIHLHON ayIUTOPHOM yueOHOM Harpy3ku obyyatomerocs 32 yaca,
CaMOCTOSITeNIbHON paboThl 0Oyuatomerocst 16 gacos.



2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YYEBHOM

JUCHUILIAHBI

2.1. O0bem yueOHOI TUCHUIJIMHBI M BUIbI Y4eOHOH padoThI

Bua yuyeOHoii padoThI

O0BeM yacoB

IIOAroTOBKA OJOKJIadO0B, COO6H1€HHI>1

oopMIIEHHE TPAKTUYECKUX padOT

MakcumaJjibHas yueOHasi Harpy3ka (Bcero) 48
O0s3aTeIbHAsI AYINTOPHASI yueOHasi Harpy3ka (Bcero) 32
B TOM YHCJIE:

HPAKTUYCCKHE 3aHATHS 8
CamocrosiTeJIbHasi padoTa ody4yaiomerocs (Bcero) 16*
B TOM YHCJIC:

paboTa ¢ yueOHOU IUTEpaTypoi U 3aKOHOJATEILCTBOM

KOHCYJIbTAIlUH 16*

Hrorosas arrecranus B popme audgepeHIUPOBAHHBIN 3a4eT

*B T. 4.2 4. KOHCYJIbTAIHA




2.2. TemaTu4eCcKHUil IJIaH U CoJep:KaHue Y4eOHOM TUCHUIIMHBI «/[OKyMeHTAIlHOHHOe o0ecieyeHne yIpaBjieHus»

HauMmeHoBaHue Conep:kanue y4eOHOro MmatepuaJa, 1adopaTtopHbie U NpakTuyeckue padorsl, | O0bem | YpoBeHb
pa3aesioB U TeEM CaMOCTOAITEJIbHASI Pa00Ta 00Yy4aAI0IMXCS 4YacoB | OCBOCHHUS
1 2 3 4
Pazpnen 1. UcTopus 26
pa3BUTHA
AOKYMEHTAIHOHHOT 0
o0ecneyeHus ynpaBJieHUs
Tema 1.1. Beenenue Conep:kanue 6 1
1 O0masi xapakTepucTHKA COAePKAHUS JUCUMILIMHBI [{loKyMeHTaumoHHOoe 4
olecrieyeHue ynpaBJjaeHUs
OO01ue MOHATUSA U ONpeeseHNs B 00JIaCTH TOKYMEHTALMOHHOTO 00ecreueHust
ynpasnenus. [Ipeamer u 3aaun, cBA3b €€ ¢ APYTUMHU y4E€OHBIMU JHUCUUIUIMHAMU. Poib n
MECTO 3HaHUHU N0 AucHUIUIMHE JIOKyMEHTAallMOHHOE 00eCcIeYeHne yIpaBICHHs B
IIPOLIECCE OCBOEHMSI MPOPECCUOHANBHON 00pa30BaTENbHON MPOrpaMMBbl 10
CHELHATbHOCTH U B OyaylIeil MpakTUYeCKO! AEATeIbHOCTH IOPUCTOB B COLIUAIBHOM
C(bepe. OCHOBHBIE dTAIbl U HCTOPUUYCCKHUC ACIICKThI Pa3BUTHA ACJIOMPONU3BOACTBA.
Hctopus pa3BUTHS HAyYHBIX IPEJCTABICHUN O JOKYMEHTA[HIOHHOM 00€CIeYeHUH
YIPaBICHUS.
2 OcHOBHbBIE CBOICTBA IOKYMEHTOB H UX (pyHKIMM B ccTeMe yIIPaBJIeHHA. 3
WNudpopmanus u gokymeHT [loHATHE «351€KTPOHHBIN JOKyMEHT». Cuctema T0KyMEHTAlUH.
Knaccudukanus nokymenToB. FOpuanueckoe 3Ha4eHUE TOKYMEHTA.
CamocrosiTesibHas paboTa: BBHIIIOJHEHUE TOMAILIHUX 33JaHUi 1o pazzaeny 1.
CucreMaTnveckas IpopaboTKa KOHCIIEKTOB 3aHSTHI, y4eOHOM U CIIeIHAIbHOM JIUTEepaTypsl (10 2
BOTpOCcaM K maparpadam, riaBaM ydeOHbBIX TOCOOUH, COCTABJICHHBIM MPEIO/IaBaTEICM).
IIpumepHas TeMaTHKa BHEAYAUTOPHOI CaMOCTOSITEIbHON PadoThI
1. Hanmucanue counnenus mno teme: «Moe MoHSITHE O IOKYMEHTE».
2.CocrtaBieHue COOOIEHUs O JJOKYMEHTE.
3. CocraBieHne cXeMbl KIaCCU(PHUKAINHA JOKYMEHTOB.
Tema 1.2 HopmaTuBHO- Coaepxxanue 8 3
npaBoBas 6aza JJOY 1 I'ocynapcreennas cucrema JOY B Poccun. 4
YHI/I(l)I/IKaHI/IH " CTaHAapTU3alHd — KaK OCHOBHBIC HAIIPaBJICHUA COBECPIICHCTBOBAHHUA
JnokymeHToB u JIOVY.
2 IlonsiTHe 0 0J1aHKAX JOKYMEHTOB. 3

Bunsl 61ankoB. TpeboBanus k 6mankam no 'OCTy P6.30-2003.




dopmysip-obpazer] 10kyMeHTOB. CocTaB pEeKBU3UTOB M TPEOOBaHUS 1O X 0(OPMIICHUIO
B COOTBETCTBUH TPEOOBAHUSM CTaHJAPTA.

IIpakTnyeckoe 3ansATHE

1 ‘ OdopmiieHne peKBU3UTOB JOKYMEHTA.

CamocTosiTejibHasi pa6oTa: BHINIOJHEHHUE JOMAITHUX 3a/IaHK 1Mo pasaeny 1.
Cucremaruyieckas mpopadoTKa KOHCIIEKTOB 3aHATH, y4eOHOH U CIIeIMaIbHOM JIUTepaTypsl (110
BOIpocaM K maparpadam, riaBaM ydeOHbBIX TOCOOUH, COCTABICHHBIM IIPEIOIaBaTEICM).
[ToaroTroBka K MpakTUYECKOW paboOTe ¢ HMCMOIH30BAHUEM METOAMYSCKUX PEKOMEHIAIIHIA
npenoaasatesis, 0hOpMIICHHE MPAKTHYECKOM pabOoTHI.

IIpumepHas TeMaTHKAa BHEAYAUTOPHOH CAMOCTOSATEIbHOMH PadoThI

1.PaGoTa c HOpMaTUBHBIMU JJOKYMEHTAMHU.

2. Hammucanwme pedeparoB Ha TeMy: «Poyib TOKyMEHTa B COBPEMEHHOM MHPE.

3. CocraBiieHHe TaOIUIbI OCHOBHBIX PEKBU3HTOB JJOKYMEHTA.

Tema 1.3. Opranu3zanoHHO-
pacnopsIUTeNbHbIC
nokymeHTbl (OP/T)

Copep:xanmne

12

1 TpeGoBaHus 10 COCTABJEHUIO H 0(POPMJIEHHIO OPraHU3AIMOHHO-PACTOPAINTEIHHOM
AOKYMEHTALNH.

XapakTepUCTHKA U COCTaB OCHOBHBIX OPraHU3aI[MOHHBIX JIOKYMEHTOB (yCTaB,
HOJIOKEHHSI, UHCTPYKIMH). XapaKTePUCTUKA M COCTAB PACTIOPSIUTEILHBIX JJOKYMEHTOB
(mpuka3, moctaHOBJIEHHE). XapaKTEePUCTHUKA U COCTaB HH()OPMAIIMOHHO - CIIPABOYHBIX
JIOKYMEHTOB (aKT, IPOTOKOJI, JACJIOBOE MHUCHMO).

2 Opranusanus KaJpoBoro 1eJIonpou3BoACTBa

ITonsATHE KanpPOBOIO ACIONPOU3BOACTBA. JJOKYMEHTUPOBAHUE TPYAOBBIX
[IPaBOOTHOLIEHUH. Y HUuUIUpOBaHHbIE (POPMBI JOKYMEHTOB 10 Tpyay. IIpocreiimue
JINYHBIE JOKYMEHTHI.

HpaKTuquKne 3aHATHUSA

1 CocraBieHue u Oq)OpMJ'IeHI/Ie IIpuKasa, IpoToKoOJa, CIIPpaBKH, aKTa, ACJIO0BOI0 IIMCbMa

2 Odopmnenue TUYHOTO Jena pabOTHUKA.

CaMocTosiTe1bHAsi padoTa: BRIIOJHEHHE JOMAIIHUX 3aJJaHUi 0 pasjeny 1.
Cucremarnyeckas mpopadoTKa KOHCIICKTOB 3aHATHH, yIeOHOH U CIIeIMaIbHOM TuTepaTypsl (o
BOIIPOCaM K maparpadam, riaBaM y4eOHBIX ITOCOOUH, COCTaBICHHBIM IPETIOIaBaTENIEM).
[ToaroroBka K MpakTU4YECKUM paboTaM C HCIOJIb30BAHHEM METOJINYECKUX PEKOMEH AN
npernojiaBaTens, opopMIIeHHE TPAKTUYECKUX PaboT.

IIpumepHas TeMaTHKa BHEAYyAUTOPHOH CAMOCTOATEIbHOM padoThl

1.PaGoTa ¢ HOpMaTUBHBIMHU JIOKYMEHTAMH.




2. CocTaBiieHHE CPAaBHUTEIBHOM XapaKTEepUCTHUKU O(POPMIIEHHUS MTPUKAa3a U BBINMKUCKA U3 PUKa3a.

3. CocraBieHne CpaBHUTEIBHON XapaKTEPUCTUKU O(hOPMIICHHUS TIPOTOKOJIA, KPATKOTO
MIPOTOKOJIA, COKPAILIEHHOTO MPOTOKOJIA.

4.CocraBneHue KpoccBop/ia «JlenoBoe mucrMo».

5. OpopmiieHrEe JTMYHBIX JOKYMEHTOB (pe3roMe, 3asBiCHHE, aBTOOMOTrpadus).

6. Pa3zpaboTka npe3senTtanuii Ha TeMy: «OCcoOEHHOCTH 0(OPMIICHHS PacTIOPIIUTEIHHON
JOKYMCHTAITUH.

7. PazpaboTka npe3eHTanuii Ha Temy: «OcoOeHHOCTH 0(hOpPMIIEHHUST OpraHU3AIIOHHOM
JOKYMCHTAITUI.

8. Hammucanwme pedeparoB Ha Tembl: «Kak BecTH ce0st Ha cobecenoBannm», «Kak «BoHTH» B
HOBBIN KOJUICKTUBY.

Paznen 2. 6
KomnbroTepusanus
AeJIONPOU3BOACTBA
Tema 2.1. Texunuyeckue Conep:xanue 6
CpPEJICTBA, UCIIONIb3yEMbIE B 1 OO0mras xapakTepUCTHKA OPraHU3aIMOHHBIX TEXHUUYECKUX CPEICTB B JCIONPON3BOICTBE. 4
JIEJIONPOU3BOCTBE. ITepcoHanbHbIE KOMIIBIOTEPHI B COBPEMEHHOM JEJIOIPOU3BOACTBE.
2 KoMnbloTepHble TEXHOJIOTUH [TOATOTOBKH JOKYMEHTOB. KoMmbroTep U 310poBbe.
CaMocTosiTe1bHAsi padoTa: BIIIOJHEHUE JOMAIIHUX 3aJJaHUi 110 paseny 2. 2
Cucremarnyeckas mpopadoTKa KOHCIICKTOB 3aHATHI, y4eOHOH U CIIeHaIbHOM JIUTepaTypsl (110
BOIIpOCaM K maparpadam, riaBaM y4eOHbIX TOCOOHH, COCTABICHHBIM MTPEHOIaBATEIIEM).
IIpumepHas TeMaTHKAa BHeAyAUTOPHOI CaMOCTOSITeIbHON PadoThI
1.13yueHne HOPMATUBHOW JJOKYMEHTAIHH.
2. Hartucanwue pedeparoB Ha TeMy: «TeXHUYECKHE CPEACTBA, HCIIOIb3YEMbIE B
JIEJIONIPOU3BOCTBE.
3. CocraBiieHre CpaBHUTEIHHON XapaKTEPUCTUKN TEXHHUECKUX CPEJICTB, UCIIOIB3YeMbIX B 18,
19, 20, 21 Bexkax.
4. Pa3paboTka npe3eHTanuii Ha Temy. «llepcoHanbHbBIN KOMIBIOTEP».
5.Hanucanue 10ks1aioB.
Pa3nen 3. Opranuzanus 16
padoThI ¢ JOKYMEHTAMH
Tema 3.1. Cyx6a 10OV Conep:kanue 6
1 YnpasJieHue H 1eJ10IIPOU3BOICTBO. 4

OpranuzanuoHHbie (OPMBI enonpon3BoacTBa. Ciryxk06a JOKYMEHTAIHOHHOTO
obecrieueHnst yrpaBJeHHsI, €€ OCHOBHBIC 3a/1aui, QYHKIIUN U JTOJDKHOCTHOM COCTAaB.

2 Pabora ¢ oOpamenus rpaxaan




[TonsTHE NpeIokKeHNns, 3asBI€HUS U KaoObl. [Ipuem u perucrpanus nuceM rpaxias.
ITpuem o nu4yHBIM BonpocaM. PaccMoTpenue o0paleHuii, Cpoku paccMOTpeHUsl. AHaIU3
paboTHI C OOpAIICHUSIMH.

CamocrosiTesibHAs Pa6oTa: BBITIOJHEHUE TOMAIIIHUX 3aIaHUN TI0 pa3feny 3.
Cucremarnveckas mpopaboTKa KOHCIICKTOB 3aHATHH, yIeOHOM U CrIeHaIbHOM TuTepaTypsl (110
BOMpOCcaM K maparpadam, riaBaMm yueOHbIX TOCOOUH, COCTABICHHBIM MPEIOIaBATEICM).
IIpumepHasi TeMaTHKA BHEAYIUTOPHOI CAMOCTOSITEIbHOH PadoThI

1.Hanmucanue pedepara Ha Temy: «Moe pabouee MeCTo».

2. Pazpabotka npe3enTanuii Ha TeMbl: «OCOOEHHOCTH BEACHHE JIEJIOBBIX IEPETOBOPOB», «ITHUKA
JIEJIOBBIX IEPETOBOPOB»

3. Hanmucanwue noxnanoB Ha TeMy: «TenedoHHbIe IEPETOBOPHI».

4. Nzyuenue 3akoHa «O nopsiike paccMoTpeHusi oOpanienuii rpaxxiad PD».

Tema 3.2. Opranuzanus
JIOKYMEHTOO000pOTa

Conep:kanue

10

1 OO01mme NPUHIMIIBI OPraHU3AIUM JOKYMEHT0000poTa
OcnosHnble 3Tansl. Homenknarypa nen. Perucrpanus nokymenTos. Opranuzanus
KOHTPOJII UCITOJTHCHHA. CDOpMI/IpOBaHI/Ie JACII.

2 Opranu3anusi OepaTHBHOIO XpAHEHHUs JOKYMEHTOB

OxcneprHas komuccus. O0paboTKa el i MOCIEAYOIEro XpaHeHHS.
KonduaennuanpHoe 1€101pOU3BOACTBO. ABTOMATH3AIINS IIPOLIECCOB
JIOKYMEHTAIMOHHOTO 00eCTIeueHH sl YIIPaBJICHUSI.

IlpakTH4yeckoe 3aHsATHE

1 ‘ [ToaroToBka fen k apxuBHOMY XpaHeHuto. Pabora B apxuse.

CaMocTosiTe1bHAsi padoTa: BRIIOJHEHHE JOMAIIHUX 33aJJaHUi 10 pasjeny 3.
Cucremarnieckast mpopadoTKa KOHCIICKTOB 3aHATHH, yIeOHOH U CIIeIHaIbHOM TUTepaTypsl (10
BOITpOCaM K maparpadam, riaBaM y4eOHbIX TOCOOHH, COCTABICHHBIM MPEHOIaBaTEIIeM).
[ToaroroBka K MpakTUYECKUM paboTaM C HCIOJb30BAHUEM METOJIMYECKUX PEKOMEH AU
npernoJiaBaTens, ohopMIIeHHE TPAKTUYECKUX PaboT.

IIpumepHas TeMaTHKAa BHeAyAUTOPHOI CaMOCTOSITeIbHON PadoThI

1.13yuenne TunoBoi MHCTPYKIMHU MO BEACHUIO AETIOMPOU3BOICTBA.

2. llpennoxxenne d3pPEKTUBHBIX MPHUEMOB OpPTraHU3AINHN JTOKYyMEHTO000pOTa Ha MPEIIPUSTHH.
3. Hanucanue pedepatoB Ha TeMy: «ApPXHUBHOE XpaHEHUE JOKYMEHTOB Ha MPEANPUITUN.
4.Pa3paboTka npe3eHtanuil Ha TeMy: «O60pyI0BaHHE apXUBOBY.

Bcero

48

1B T.4.2 4. KOHCYJIbTalluH




3. YCJIOBUSA PEAJIMZALUU ITPOT'PAMMBI JIUCHHATIJIMHBI

3.1. TpedoBanus K MUHUMAJIbHOMY MaTepuAJIbHO-TEXHUYECKOMY
o0ecrmeyeHNI0

Peanuzamus mporpaMMbl JAMCHUIUIMHBL TpeOyeT HalW4yus ydeOHOro KaOHHeTa
«/lokyMeHTalMOHHOE 00ECTICUEHHUE YIIPABICHUS».

O6opynoBaHue y4eOHOro KaOMHeTa:

-CTOJI OAHOTYMOOBBIM — 1 mIT.

- CTOJI Ay JUTOPHBIN IBYXMECTHBIN — 18 mT.

- CTYJIbSI Ay IUTOPHBIE —28 1IT.

- IOCKa ayAUTOpHAs JJIs HallMuCaHus MeJioM — 1 iT.
- CTEHKa CEMUCEKIIMOHHas — 1 mT.

- KOMIUTIEKT Y4e€OHO-METOANYECKON TOKyMEHTAITU!
- YMK no gucrmniuge.

TexHuueckue cpeacTBa 00ydeHus:
- IepCOHAIBHBIA KOMIBIOTEDP B cOOpe - 8 mIT.
- reneBu3op LG — 1 m.

[IporpammHoe obecrieueHueE:
- Microsoft Windows XP Professional Open License: 47818817,
- Microsoft Office Professional Plus 2007 Open License:43219389;
- 7-Zip Ceoboauas muuensus GNU LGPL;
- Adobe Acrobat Reader DC BecmaTtHoe nporpaMMHoe o0ecTieueHHE;
- Mozilla Firefox Ceob6oanoe mporpammuoe obecreuenne GNU GPL u GNU
LGPL;
- Google Chrome Ceo6oanast nuuensus BSD.
- CC Koncynbrantllnroc lorosop Ne7/31] ot 14.02.2017.
3.2. NudopmanuonHoe  odecrnieyeHue  o0ydeHMS. Ilepeuennb
pPeKoOMeHayeMbIX yueOHbIX u3aanuu, UHTepHeT-pecypcoB, I0NOJHUTEIbHON
JIMTEPATyphl.

OCHOBHBIC HCTOYHHUKMH .

1. Kysnenosa W.B. JlokyMeHTanmoHHOE OOeCleueHUe YIpaBlICHUS
[DnexTponnsiit pecypc] : yueonoe nocobue mis CCY3os / U.B. Ky3uenora, I'.A.
XauarpsiH. — DNEKTpOoH. TeKcToBble naHHble. — CapatoB: Al IIu Op Menaua,
2016. — 109 C. — 2227-8397. — Pexum JOCTyTa!
http://www.iprbookshop.ru/44181.html

2. Kysuenos W.H. [Ienonpou3BoacTBo [DaeKTpoHHBIH pecypc] : yueOHo-

cupaBodHoe rmocooue / M.H. Ky3HeroB. — DJIEKTpOH. TEKCTOBBIE JaHHBIC. — M. :
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https://ru.wikipedia.org/wiki/GNU_General_Public_License
https://ru.wikipedia.org/wiki/GNU_Lesser_General_Public_License
https://ru.wikipedia.org/wiki/GNU_Lesser_General_Public_License

JamxoB u K, 2014. — 460 c. — 978-5-394-01981-4. — Pexum nocryma:
http://www.iprbookshop.ru/24781.html

3. I'BacBa U.B. J[lenmonpousBoiactBo [DnekTpoHHBIH  pecypc]
cupaBounuk / U.B. I'BaeBa, C.B. CobajeBckuii. — DIIEKTPOH. TEKCTOBbIC TaHHBIE.
— Mumnck: TerpaCucremc, Terpanur, 2014. — 224 ¢. — 978-985-7067-96-1. —
Pexxum moctyna: http://www.iprbookshop.ru/28072.html

I[OHOJIHI/ITeJII)HLle UCTOYHUKMU:

1. Pymbinuna, JI.A. «/lokyMeHTaIimoHHOE 00eCTieueHNe YIPaBICHHUS
yueOnuk./ JI.A. Pymbiauna. - lomymeno MunoOpaszoBanuem Poccun — 6-¢ m3. -
M.: 2014.- 224 c.

2. IletpoBa I'.B. «IIpaBoBOoe W AOKyMEHTAIIMOHHOE OOecleueHUEe
npodeCCUOHANIBHON JIeATeIbHOCTH», 3-¢ u3ll.- M.. Akagemus, 2014. — 225 c.

HNuTepHer — pecypcesbl:

1. http://www.duma.gov.ru/ (oduimanbHeIi calliT rOCy1apCTBEHHON JTyMbI)
2. www.delpro.narod.ru - Jleinonpou3BoacTso.

3. www.termika.ru — DHIUKIONE U SIOTPOU3BOICTBA.

4. www.directum.ru - DJIeKTpOHHOE JCIOIPOU3BOICTBO U KaHIICISPUN
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA JUCHUIIJIMHbI

KonTposs u onenka

pEe3yJabTaTOB

OCBOCHHSI  y4eOHOW  JUCIMIUIAHBI

OCYHICCTBILICTCA IMPCIIOAABATCIICM B IIPOHCCCC IMPOBCACHUA IIPAKTHYCCKHUX
BaHﬂTHﬁ, TCCTUPOBAHUS, a TAKIKE BBIIIOJIHCHUS 06y‘-IaIOH_[I/IMI/IC$I WHIUBUIYaJIbHBIX

3aJIaHUH.

Pe3yabTaThl 00y4yeHus
(ocBOeHHBIE YMEHMHSI, yCBOEHHbIE
3HAHHS)

®opMbI U METOABI KOHTPOJIS U
OIIEHKH Pe3yJIbTATOB 00y4eHH sl

YMenus:

- 0pOopMITATH TOKYMEHTAIINIO B
COOTBETCTBUH C HOPMATHUBHOM 02301, B
TOM YHCIIE HCTIONB3YSI
UH(POPMAITMOHHBIE TEXHOJIOTHH;

- OCYIIECTBIIATh ABTOMATH3AIIHIO
00pabOTKH JOKYMEHTOB;

- YHUDUIMPOBATH CUCTEMBI
JIOKYMEHTALUHY,

-OCYILIECTBIIATh XPaHEHHUE M TIOUCK
JIOKYMEHTOB,

-OCYIIECTBIATH ABTOMATH3AIIHIO
00pabOTKH JOKYMEHTOB;

- UCITOJIb30BATh
TENICKOMMYHHKAI[MOHHBIC
TEXHOJIOTMU B 3JICKTPOHHOM
JIOKyMEHTO000pOTE;

3HaHNA:

-[IOHSTHE, LIEJIH, 3aJa49d U
NPHHIIMITBI IJIOTIPOM3BO/ICTBA,

-OCHOBHBIC ITOHATHUA
JIOKyMEHTAIIMOHHOTO 00eCTieueHHsI
yIIPaBJICHUS;

-CHCTEMBI JIOKYMEHTAIMOHHOTO
o0ecriedeHus ynpaBiIeHNs;

-KJIacCH()MKALUIO JJOKYMEHTOB;

-TpeOOBaHMs K COCTABICHUIO U
0(OPMIICHHUIO TOKYMEHTOB;

-OpraHM3aIHIo IOKYMEHTO000pOTA: ITPUEM,
00paboTKy, peruCcTpaIyio, KOHTPOJIb, XPAaHEHHE
JOKyMEHTOB, HOMEHKJIATYpY JIeJT

- OIIEHKA MPAKTHYECKOW pabOTHI,

- JACMOHCTpPaAInA }’MCHI/Iﬁ ITIOJIB30BAaTbhCA
MMOJIYYCHHBIMU TCOPCTUYCCKUMHU 3HAHUAMU U
OLICHKA IPaBUJIbHOCTH UX NPHUMCHCHUA,

- TECTUPOBAHUE,

- OLIEHKA MPaBUILHOCTH BBIMTOJTHEHUS
MPaKTUYECKOT0 3aJaHHUsI U CaMOCTOATEIbHON
BHEAYJIMTOPHOU pabOTHI;

- HaOJIIOJIeHUE B IPOLECCEe TEOPETUYECKHX MU
IPAaKTUYECKUX 3aHATHH U OLIEHKa
[IPAKTUYECKON padoTHI;

- JeMOHCTpauus yMeHus paboraTb B
KOJUIEKTUBE, KOMAaHJIE;
- OUEHKa  MPaBWIBHOCTU  BBIIOJIHECHUSA

QIrOpUTMa 3aJaHMM, PEIICHHE CUTYAlMOHHBIX
3az1ay,

- 00CyX/ieHUEe U OlLIeHKa J0KJIaJI0B,
coo01eHui, pedepaTos;

- mudepeHIMPOBaHHBIN 3a4eT
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