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1. OBIIASI XAPAKTEPUCTUKA PABOYEM IMPOI'PAMMBI YYEBFHOM
JAUCHUIIJIMHBI OI1.02 /lokyMeHTAUMOHHOE U IIPaBOBOE o0ecredeHue ynpaBJieHus

11 Mecto yuyeOHOH JUCUMIUIMHBI B CTPYKTYpe OCHOBHOH mNpodeccHOHAIbHOI
o0pa3oBaTe/IbHOI NPOrpaMMBblI

VYyeOHast aucuUIUIMHA «J{OKyMEHTallMOHHOE U MPaBOBOE OOECIEUEHUE YNPABICHUS SIBISIETCS
00s13aTeNTbHON  YaCThIO o0IIenpopecCHOHANBHOTO IMKJIa OCHOBHOM 00pa3oBaTeIbHOU
MPOTrpaMMBbI B cootBerctBuM ¢ @DI'OC CIIO mno mpodeccun 09.01.03 «Omnepatop
MH()OPMAIIMOHHBIX CHUCTEM B PECYPCOBY.

Ocoboe 3HaueHme qucuUIuIMHa uMeeT npu GpopmupoBanuu OK.02

1.2 Heanb u miianupyembie pe3yabTaThl 0CBOCHHUS JUCHUILINHBI:

B PE3YIbTAaTC OCBOCHUA AW CIHILINHBI O6yanOIHHIZCH JOOJIKCH YMETD:

- 0pOpMIIATH JIOKYMEHTALlUI0O B COOTBETCTBMM C HOPMAaTUBHOW 0a3oi, B T. 4. ¢
UCIOJIb30BaHNEM HUH(OPMAIIMOHHBIX TEXHOJIOTHI;

- 0CBaMBAaTh TEXHOJOI'MH aBTOMATH3UPOBAHHOM 00pabOTKH JOKYMEHTALUH;

- HCHOJB30BaTh YHUDUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;

- OCYLIECTBJIATH XPAHEHUE U IIOUCK JTOKYMEHTOB.

B pe3ynbpTare ocBOCHHS AUCIUIUIMHBI 00YYAOITUHCS JOJKEH 3HATD.

- IOHATHC, OCIIHU, 3aJa41 U IPUHIUIIBI ACTIOIPOU3BOACTBA,
- OCHOBHBIC IMOHATHUA JOKYMCHTALIMUOHHOI'O o0ecrieueHus YIIPpaBJICHHA,
- KIaccu(UKaAIHUIO TOKYMEHTOB;

- TpebOBaHUS K COCTABIEHUIO U OPOPMIICHUIO TOKYMEHTOB.
Peanu3zanusi nuUCIUIUIMHBI HampaBieHa Ha (opmupoBaHue oOmUX U MPOodeCCHOHATHHBIX
KOMIIETEHIIUH.

OK 1. BriGupats criocoObI permienust 3aa4 npodecCHOHaNbHON NeATeTbHOCTH MPUMEHUTEIBHO K
pPa3IMYHBIM KOHTEKCTaM;

OK 2. Hcnonp30BaTh COBPEMEHHBIE CpEICTBAa IIOMCKA, aHaIM3a W HHTEPHpETalH
nH(popMauyu U UHPOPMAIIMOHHBIE TEXHOJOTUU JUIS BBINOJHEHUS 3a7ad MpodeccroHalbHON
NeSITeNIbHOCTH;

OK 3. IInaHupoBaTh M peaIM30BbIBaTh COOCTBEHHOE MPO(MECCHOHATBLHOE M JIMYHOCTHOE
pa3BUTHE, IPEANIPUHUMATEIBCKYIO JIEATENbHOCTh B IPO(eCCHOHaIbHON cdepe, NCIOIb30BaATh
3HaHU 110 NPaBOBOI U (PMHAHCOBON I'PAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIUIX;

OK 04. DddhexTuBHO B3aMMO/IEHCTBOBATh M pa0OTATh B KOJUIESKTHBE U KOMAH/IE;
OK 05. OcymiecTBasiTh yCTHYIO U MHUCbMEHHYI0 KOMMYHHUKAIMIO HAa TOCYAapPCTBEHHOM SI3bIKE

Poccutiickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMATBHOTO M KYJIBTYPHOTO KOHTEKCTA;

OK 09. TIlonbp3oBaThCsi MNpOQecCHOHANBHON JOKyMEHTAallMe Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3BIKAX.



IIK 1.1. BemmonHATh BBOA U 00pabOTKY TEKCTOBBIX JAHHBIX.

[IK 1.2. BemonHsATs npeoOpa3oBaHUE JaHHBIX, CBS3aHHBIX C HW3MEHEHHMSAMHU CTPYKTYpPHI

JOKYMCHTOB.

IIK 1.3. BeimomHATE pa3MeTKy U (OpMaTHPOBAHKE IOKYMEHTOB Pa3IuvYHBIX (hOPMATOB

OcBoeHue coniepkaHus yaeOHOM JUCITUTUIMHBI 00€CIICYNBACT JOCTHKEHUE 00yJaruMu
JIMYHOCTHBIX PE3YJIbTATOB p€ain3alluu IPporpaMMbl BOCIITUTAHHUA

Kon JIP

HanmeHoBaHNe TUIHOCTHBIX PE3YJIbTATOB pCalin3allui MpOTrpaMMbl BOCITUTAHUA

JIP 4

[IposBisitomnii 1 IEMOHCTPUPYIOIINI YBAXKEHHUE K TPYJYy YEJIOBEKA, OCO3HAIOIIUMA
LIEHHOCTh COOCTBEHHOTO Tpyda M TpyAa JpYrux Jojaed.  DKOHOMHYECKH
aKTUBHBIN, OPHEHTUPOBAHHBIN Ha OCO3HAHHBINA BBHIOOP cdepbl MpodheccuoHaTbHOMI
JEeSITeIbHOCTH C YYETOM JIMYHBIX KU3HEHHBIX IJIAHOB, MOTPEOHOCTE!N CBOCH ceMbH,
poccuiickoro oOriecTBa. BpIpaxaronuii 0CO3HaHHYI0 TOTOBHOCTh K IOJTYYEHHIO
npodeccnoHanbHOTO 00pa3oBaHus, K HEMPEPHIBHOMY OOpa30BaHHUIO B TEYCHHE
KU3HU. JIeMOHCTpUPYIOIIUI TO3UTUBHOE OTHOLLIEHUE K PETYJIMPOBAHUIO TPYAOBBIX
otHomeHnd. OpUEHTUPOBAHHBI Ha camMooOpa3oBaHHWEe U MPOGECCHOHATBHYIO
[IEPETIOATOTOBKY B YCIOBMSIX CMEHbI TEXHOJIOTUYECKOTO YKJIaZa U COIYTCTBYIOLINX
COLIMAIBHBIX IIEPEMEH. Crpemsmuiics K (OPMHUPOBAHUIO B CETEBOW cpere
JMYHOCTHO U MPO(EeCCHOHATBHOTO KOHCTPYKTUBHOTO «IIM(POBOTO CIIe1a

JIP 15

JIeMOHCTpHUPYIOIINUN TOTOBHOCTh M CIIOCOOHOCTh K OOpa30BaHUIO, B TOM YHCIIC
caM000pa30BaHMIO, HA TPOTSHKEHUM BCEW KU3HU, CO3HATEIHLHOE OTHOIICHHE K
HENPEPHIBHOMY OOPa30BaHHUIO KAaK YCIOBHIO YCICIIHOW NPO(ECCHOHATBHOU H
0OIIIECTBEHHON EATEIHHOCTH.

JIP 18

CrocoOHbIif B HHUQPOBOM yBaKUTENbHOE M JOOPOXKEIATEIbHOE OTHOIIEHUE K
OKPY’KaIOIIUM JIFOASIM B UHTEPHET — MPOCTPAHCTBE, UX MO3ULIMSM, B3TIIsA1aM. Cpee
MCIOJIb30BaTh pa3iNyYHbIe IU(PPOBLIE CPECTBA, O3BOJISAIONINE BO B3aUMOICHCTBIH
C JAPYTMMH JIIOABMH JOCTUraTh IIOCTaBJIEHHBIX wened. JleMOoHCcTpupyromuii
OCO3HAHHOE, YBAXKUTEIBbHOE U JT0OpOKENaTeIbHOE OTHOIIEHHE K OKPYKAIOIIUM
JOJIIM B UHTEPHET-NIPOCTPAHCTBE, UX MO3ULIUAM, B3IJISI1aM

1.3. PEKOMEHIYEMOE KOJIUYECTBO YACOB HA OCBOEHHME ITPOI'PAMMbI YYEBHOM

JTACTUTLTAHBL:

MaKCUMaJIbHON ydeOHOU Harpy3ku oOyuaromerocss 36 yaca, B TOM 4yHCI€:

- 00s3aTenbHOI ayIUTOPHOHN yueOHOM Harpy3ku oOydaromerocsi 36 yacos.




2.CTPYKTYPA U COJAEP)KAHUE YYEBHOM JTUCIHUITIJIUHBI

2.1. OBBEM YYEBHO# JUCHUILINHEI M BUIbI YYEBHOM PABOTEI

Bun yaeOHo# paboThI OO6Bem yacoB
MaxkcumaJjibHasi yueGHast Harpy3Ka (Bcero) 36
Oo0s3aTe/ibHAsI ayIUTOPHAsI yuyeOHAasi HATPY3Ka (Bcero) 36

B TOM YHCIIE:

YPOKH 15
[IpakTrueckue 3aHATHS 20
KoHTposibHBIE PabOTHI 1

Ilpomesccymounas ammecmauyus 6 popme oughgpepenyuposannozo 3auema




2.2. TemaTu4eckuii mi1an u cofepxanue ydednoii gucuumaunnl «JTOKYMEHTAIIMOHHOE Y ITIPABOBOE

OBECIIEYEHME YIIPABJIEHUS»

HanmeHnoBaHue pa3aeJioB Conep:kanue y4eOHOT0 MaTepHuasa, NpakTuyeckue padorsl, Oobem| B ¢gopme OK,IIK.JIP
U TeM caMoCTOsITeJIbHAsSI padoTa 00yYaAOIIMXCS, POEKT yacoB | paKTHYeC-
Koii
MOAr0OTOBKH
1 2 3 4 5
BBeaenue B gucuuIuinHy 1.JlokyMeHTallMOHHOE W MPaBOBOE OOECHEUYECHHE YIPaBICHUS» KaK y4yeOHas 1 OK1,0K2,0K3,
muciumuivHa. Llenu u 3agaun TOKYMEHTallMOHHOTO U MPABOBOrO OOECHEYeHHUs OK4,0K5,0K9
yrpapieHus. Ponb JOKyMEHTAIMOHHOTO M MPABOBOTIO OOECIeUeHuUs YIpaBiICHUS B JIP4,JIP15,JIP18
po¢eCCHOHAIBHON JEATEIHHOCTH
Pa3nen 1 JlokyMeHTHpPOBaHME AeSTEJIbHOCTH OPTraHU3ALNHU, IPEANPUATHS, YUPeKIeHUs
Tema 1.1 2- 3. IloHsATHE «IOKYMEHTAIIMOHHOE U TIPABOBOE 00CCIICUCHHUE YIIPABICHUSD). 2 OK1,0K2,0K3,
OCHOBHBIE mousitust| OCHOBHBIE — TIeNM, 3a7aud, TMPUHIUNB JOKYMEHTAIMOHHOTO o0OecredyeHus OK4,0K5,0K9
JOKYMEHTAIHOHHOTO u| ynpaBnenus. HopmartuBHO-mipaBoBoe  obecrieueHne  «JloKyMeHTallMOHHOTO JIP4,JIP15,JIP18
npaBoBoro  ofecmevenusi| obecreueHus yrpapneHus». OCHOBHbIE OHATUS: «HH(QOPMAIHS», IIK1.1, 1IK 1.2,
ynpaBJieHHsI «IOKYMEHTHpOBaHHass  HHGOpMAIHSI»  «JOKYMEHTHPOBAHHUE»,  «IOKYMEHT», IK 1.3,
«PEKBU3UTY, «OJTAHK», «HOPMYIISIPH.
4-5. TlpakTuyeckasi padoraNel: Odopmienue ne10BOM  JOKyMEHTAITUU 2 2
cpencTBaMu HHOOPMAITMOHHBIX TEXHOJOTHUI
Tema 1.2 6-7. OcCHOBHBIE TIOJIO)KEHUS 1O JIOKYMEHTHPOBAHUIO  YIPAaBICHUECKOM 2 OK1,0K2,0K3,
CucreMbl NESTENIbHOCTH. YHHU(HUKAIUSA U CTaHJAPTU3ALUS YIPABIEHYECKUX JTOKYMEHTOB. OK4,0K5,0K9
JAOKYMEHTAIHOHHOI0 [lepeueHbr HOPMATUBHBIX TOKYMEHTOB i BeneHus nenonpousBojactsa. [OCT P JIP4,JIP15,JIP18
obecreyeHust 6.30-2003. ITonsTue o 6maHke TOKyMeHTa, BUbI OaHkoB. [IpaBuna odopmueHus TIK1.1, IIK 1.2,
pexBu3uToB B cootBercTBUM ¢ ['OCT P 6.30-2003. YrnoBoil M mHpoaOIbHBIN IIK 1.3,
CIIOCOOBI PACIIONIOKEHUS PEKBU3UTOB Ha JTOKYMEHTE.
8-9. IIpakTuuyeckas padoraNe2: OdopmieHue GIaHKOB B COOTBETCTBUU C 2 2

I'OCT P 6.30-2003 cpencteamu MSWord



http://www.intuit.ru/studies/courses/506/362/lecture/8604

Tema 1.3 10-11. Bunsl opraHu3aliMOHHBIX TOKYMEHTOB U MX 3Ha4YeHHe. TpeOoBaHUS K OK1,0K2,0K3,
Opranu3anuoHHbIE CONIEp)KaHWI0O ¥ TpaBwia o(OpMIECHUS JTOKyMeHTa. 1peOoBaHUS K OK4,0K5,0K9
JOKYMEHTBI COJICpP’KaHUIO W TpaBwia O(QOpMIICHUS TOKYMEHTOB: INITATHOE paclucaHue, JIP4,JIP15,
MOJIOKEHUE, YCTaB. JIP18
12-13. lIpakTuyeckas padoraNe3: OpraHuzalOHHBIE JOKYMEHTBI [IK1.1, IIK 1.2,
HNPEAIPUATHUS. Y UPEAUTENBHBIE JOKYMEHTHI IIK 1.3,
Tema 1.4 14-15. PacnopsauTenbHble JOKYMEHTHI:  KiaccH(UKalMs, OIpeaecHHe, OK1,0K2,0K3,
PacnopsiiuresbHbIe HazHayeHue. TpeboBaHUs K OPOPMIICHHUIO JOKYMEHTOB: MPHUKa3, paclopsiKeHue, OK4,0K5,0K9
JAOKYMEHTBI yKkazaHue, moctaHoBieHue. [lopsamox  odopmieHuss  pacnopsaUTeNbHBIX JIP4,JIP15,
JIOKYMEHTOB. JIP18
16-17. TIpakTuyeckass padoraNe4: Odopmnenue mnpukasa, BbIIUCKA U3 IK1.1, [IK 1.2,
npukaza. OpopMieHHe yKa3aHus, pacoOpsKEHUS, HHCTPYKIIHH. IIK 1.3,
Tema 1.5 18.MudopMaIimioHHO-CIIPaBOYHBIC JIOKYMEHTBI: KJaccudukanus, OK1,0K2,0K3,
HNudopmanuonHo- ompeneneHue, Ha3HaueHue. TpeboBaHus K OQOPMIICHHUIO JIOKYMEHTOB: OK4,0K5,0K9
CIIpaBOYHbIE TOKYMEHThI | IIPOTOKOJ, aKT, 3alUCKH, CIpaBKU. Buasl 3amucok: OObsICHUTEIbHAS, JIP4,JIP15,
CiyKeOHasl. [Mopsimoxk  odopmiiennst  WHYOPMAITMOHHO-CIIPABOYHBIX JIP18
JIOKYMEHTOB. IIK1.1,IIK 1.2,
19-20. IlpakTuuyeckass padoraNe5: Odopmitenne 3anmcok. OdopmiieHne IK 1.3,
cinpaBok. Ocdopmienue akToB. OdopmiieHHne MPOTOKOJIOB.
Tema 1.6 21. OcHOBHBIE TpeOOBaHUS K O(POPMIICHHIO JTOKYMEHTOB TI0 JIMYHOMY COCTaBY. OK1,0K2,0K3,
JIOKYMeHTBI 110 JIMYHOMY | 3asBJIEHME O Tpueme Ha pabory. Ilpukas o npueme Ha paboty. 3amojHeHHe OK4,0K5,0K9
CcOCTaBy TPYAOBBIX KHIKEK W JIMUHBIX KapTodyek pabounx u ciayxammx. CocraBieHue JIP4,JIP15,
TPYIOBOT'O JOTOBOPA. JIP18
22-23. IlpakTuyeckasi padoraNe6: CocraBiieHHE JOKYMEHTOB I10 JINYHOMY IIK1.1, [IK 1.2,
COCTaBy K 1.3,




Tema 1.7 lenoBasi

24. Tlepenncka. OOmas XapakTepUCTHUKA CITYKEOHOH TEPEUCKH.

OK1,0K2,0K3,

nepenucka PazHoBuaHOCTH CIIy)K€OHBIX THICEM (CONMPOBOIUTENBHOE IMHUCHMO, HHCHMO- OK4,0K5,0K9
npocb0a, MMHACHEMO- 3amnpoc, IMACHMO-OTBET, [MICHEMO-COOOIIEHHE, JIP4,JIP15,
WH(OPMAIIMOHHOE TMHCHMO, MUCHMO-TIpUTIIAIICHHE U T.J.). J{OKyMEHTBI JIP18
nepeaBaeMble MO KaHajgaMm CBs3W  (Telerpamma, TeleKc, ¢akcorpamma, IIK1.1, TIK 1.2,
tese)OHOrpamMma, SJIEKTPOHHOE IMHCHMO) K 1.3,
25-26. lIpakTnuyeckas pa6oraNe7: CocraBieHue u 0hOPMIICHHUE CITYKEOHOTO
nUChMa
Pa3nen 2 Opranuszanus padoThl ¢ JOKYMEHTaAMU
Tema 2.1 27. Tabenp QopMm [IOKYMEHTOB, NpPHUMEHSEMBIX B opranuszauuud. Paborta c OK1,0K2,0K3,
Opranuszanus KOHQHICHIIMATBHBIME  JoKyMeHTaMu  OcoOeHHOCTH  00pabOTKH — BXOMSIINX OK4,0K5,0K9
AOKYMEHT0000poTa JOKyMEHTOB. TpeOoBaHus K pPEerucTpaluu JOKyMeHTOB. KOHTposb ucnosHeHus JIP4,JIP15,
JOKyMeHTOB. [IpaBuia cocTaBieHUss HOMEHKIIATYpHhI Jell. JIP18
®opmupoBanue aen. IloAroToBKa JOKYMEHTOB K apXHBHOMY XPAaHEHHIO. 1IK1.1, IIK 1.2,
DKcrnepTr3a HEHHOCTH JOKYMEHTOB. IIK 1.3,
28-29. IlpakTnueckasi padoraNe8: CocraBieHue cxeM «J{oKymMeHTOOOOpOT B
opranu3zaiumn». Co3iaHue perucTpalioHHON (HOPMBI [l PETUCTPALIMU BXOIAIIErO
JIOKYMEHTA, PETUCTPALU UCXOJISIIEro T0KyMEHTA.
Tema 2.2. 30. ABToMaTH3MpOBaHHBICE CHCTEMBI Jelonpou3BojcTBa. Cucrema OK1,0K2,0K3,
DJIEKTPOHHBII ANIEKTPOHHOTO JIokyMeHTooOopora (COJI), ee crpykTypa, HacTpoika OK4,0K5,0K9
JIOKYMEHT00G0pOT. cuctemsl. Lludposas moanucs. JIP4,JIP15,
Iepenaua unpopmanuu ¢ | 31-32. Mpakrudeckas padoraNed: AHamu3 IporpamMm Jis OpraHU3aLHHU JIP18
MCHOJIL30BAHUEM CPEICTB | 31eKTPOHHOrO JOKYMEHTO000POTA. IK1.1, TIK 1.2,
MK 1.3,

TCJICKOMMYHUKAIUH




33-34. IlpakTuyeckasi padoraNel(: OO6mas xapaKTEPUCTHKA OPTaHU3AIMOHHBIX
TEXHUYECKUX CPEACTB B «/[OKyMEHTalMOHHOM M TIPaBOBOM 0OECICUCHHUH
yrpasiieHus». KoMITbIoOTEpHBIE CpeICTBa MOArOTOBKH JOKYMEHTOB. 3rotoBieHue,
KOIIMPOBAHUE M TUPAKHUPOBAHUE TOKYMEHTOB. CpencTBa oOpabOTKH JOKYMEHTOB.
[IpaBuna 6e30macHOM pabOTHI C OPITEXHUKOM.

35. KontpoanHas padora Nel JloKyMEHTUpOBaHHE AEATEIbHOCTH
OpraHM3aluy, MNOpeanpusaTus, yupexiaeHus. Opranuzauus paboThl  C
JIOKYMEHTaMU

36. InddepeHniupoBaHHbINH 3a4eT

Hroro

36




3.YCJOBUS PEAJIN3ALIUY YUYEBHOM JUCIIUILINHBI

Jloist

Tpeﬁ()BaHI/Iﬂ K MUHUMAJIbHOMY MaTC€PHUAJIBHO-TEXHUIECCKOMY o0ecneYeHu10

peanu3ani  MPOrpaMMbl  Y4eOHOH  JAMCHUIUIMHBI  MPEIYCMOTPEHBI  CIEAYIOIIUe

CIicnuaJIbHbIC ITIOMCIICHUA

Kabuner «MH(popManmoHHble TEXHOJIOTUUY», OCHALICHHBIH O0OPYAOBAaHHMEM M TEXHUYECKUMHU

CpeACTBaMHU O0Y4EHUSI:

10.

11.

12.

IO0CAJI0YHbIE MecTa [0 KOJUYECTBY OOYyYarolUXcs, OCHAICHHbIE KOMIIbIOTEPHOMH
TEXHHUKOM;

pabouee MeCTO IpenogaBaTess, KOMIbIOTED;

HeoOXxoauMasi Ui MPOBENCHMs NPAKTUYECKUX 3aHATHH MeToAMYecKas U CIpPaBOYHas
auTepaTypa (B T.4. B JJIEKTPOHHOM B BUJIE);

MYJIbTUMEIUMHBINA IIPOEKTOP, SIKPaH;

MYJIbTHMEANIHBIC TPE3CHTAINH;

nporpaMMHoOe obecnieueHue: onepanuonHas cuctema Windows, Microsoft Office (Word,
Excel, Access, Power Point), lnTepueTOpay3ep, aHTUBUpYCHAs CHCTEMA.

HNudpopmanuonnoe odecneyenne 00yueHusi OCHOBHbIEC HCTOYHUKH:

['OCT P 6.30-2003, YHudumpoBaHHble CUCTEMbI JOKYMEHTALUU. YHUPHUIIUPOBAHHASL
CUCTEMa OpPTaHM3AIMOHHO — PaCHOPSAIUTEIBLHOW JOKyMeHTanmuu. TpeboBaHHME K
0(OPMIICHUIO IOKYMEHTOB.

I'OCT 6.10.5-87. VYHubuuupoBaHHbIE CHUCTEMBI JOKyMEHTaluu. TpeboBaHHUS K
noctpoeHuto hopmyisipa — oOpasia.

I'OCT P 51141 —98. Jlenonpou3BOACTBO U apXUBHOE J1€710. T€pMUHBI U OIIPEACIICHHUS.
'OCT 51511-2001. Ilewatu c BocmpousBeneHuem [ocymapctBeHHoro repba PO.
®opma, pazMepsl U TexHudeckue TpedoBanus (c usm. Ne 1 2002 r.).

I'OCT 17914-72. OGnoxka Aen AIUTENbHBIX CPOKOB XpaHeHMs. THIMbI, pa3Mepsl U
TEXHUYECKHE TPEOOBaHMSL.

TumoBass  MHCTPYKIMS 1O  JEJIONPOM3BOJACTBY B  (pellepalbHBIX  OpraHax
ucnonHuTeNnbHON Biactu. Pocapxus. BHUNIA L. M., 2006.

@®enepalibHbIl  KOHCTUTYLIHMOHHBIH 3akoH P® ot 25.12.2000 Ne 2-OK3 «O
rocynapcTBeHHOM repoe PDy.

OcHoBHbI€E IIpaBUIIa padOTHI TOCYAApCTBEHHBIX apxuBoB PO. M., 2002.

OcHoBHbI€ TpaBUiIa pabOTHI apxUBOB opranuzanuii M.: Pocapxus, 2003.

[lepeueHp THMOBBIX YNPABIEHYECKHX IJOKYMEHTOB, OOpa3yloUIMXcs B JEATEIbHOCTH
OpraHmsaiuii, ¢ ykazanueMm cpokoB xpanenust Pocapxus. BHUN-JTAJI.M., 2000.
Kupcanosa M.B. Cospemennoe nenornpousBozactBo.-M.: Uudpa-M, 2019 OcHoBHas
JauTepaTypa:

Jlsnuna O.I1. Cranaaptu3zanus, cepTuduKanys U TEXHHYECKOE JOKYMEHTOBEICHHUE:

YU4eOHUK IS CTYJASHTOB YUPEXKICHHH cpeaHero mnpodeccnoHanbHOro oOpa3oBaHus - M.:
W3narensckuit nentp "Axkanemus", 2018. - 208 c.

13.

CepreeB A.I'., Teperepss B.B. Cranaaptuzanus u ceprudukanus. —M.: FOpaiir, 2016.-
420 c.



14. XpycraneBa 3.A. Merponorus, crapaaptuzauus u ceptudukanusa, -M.. OOO

«KnoPyc», 2019.

JIeKTPOHHBbIE pecypcehl:

1.

www.fcior.edu.ru(®enepaipHpiii eHTp HHGOPMALMOHHO-00pPA30BATEIBHBIX PECYPCOB
—_ ®LIMOP)

www.school-collection.edu.ru(Enunass  xomutekiust  udpoBbIX  00pa3oBaTENbHBIX
pecypcoB

www.intuit.ru/studies/courses(OTKpbIThie  UHTEPHET-Kypchl  «MHTYUT» 10  Kypcy
«Muadopmaruka)

www.digital-edu.ru(CrnpaBounuk o0pa3oBaTenbHbIX pecypcoB «Ilopram 1udpoBoro
00pazoBaHUs»).

www.window.edu.ru(EauHoe okHO gocTyma K o0pa3oBaTelbHBIM pecypcam Poccuiickoit
denepannn).
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4. KOHTPOJIb
JUCIHUIIVINHBI

n

OIHEHKA

PE3YJIbTATOB

OCBOEHMUA

YUYEBHOM

Pesynomamut 00yuenusn

OcHosHble noKazamenu u Kpumepuu
ouenku

Dopmol u Memoowvl
oyeHKu

'Y cTHBIN onpoc

4. C
HCII0JIb30BaHUEM
MH(OPMaILIMOHHBIX
TEXHOJIOTHIA;
OCBauBaTh TEXHOJIOTUH|
ABTOMAaTU3UPOBAHHON
00pabOTKH JOKYMEHTAIINH;
HCII0JIb30BaTh
YHUQUIIMPOBaHHBIE (DOPMB]
JIOKYMEHTOB.

OCYHICCTBJIATL XPAHCHUC U
IMMOUCK JOKYMCHTOB.

3HaTh: MMEET TMPEJICTABICHUE O LENSIX
- IOHATUE, 1IEIU, 3a/1a491 U M 337a4ax JOKYMEHTAIIHOHHOTO
MPUHIUITBL ISTONPOU3BOJCTBA |1 [PaBOBOTO  oOecredyeHus
YIIpaBIICHHSL.
3HaTh! [MOHUMAET OTpe/IeTICHNE OCHOBHBIX
OCHOBHBIE noHsTus| CPMUHOB.
KYMEHT, IOKyMEHTHPOBaHHUE, aBT
JOKYMEHTAIHOHHOTO JLOKYMEHT, IOKYMCHTHPOBAHHE, aBTOP
ITOKyMEHTa, O(UIHATbHBIN
o0ecrieYeHUs yIpaBIICHHS, .
ITOKYMEHT, JINYHBIH JTOKYMEHT,
KIIACCHU(PUKAIUIO .
KJ1acCU(DUKALNIO JTOKYMEHTOB;
JIOKYMEHTOB;
[MOHUMAECT cucTeMy
TpeOOBaHMSA K|
ITOKYMEHTHUPOBAHMS, uMeeT
COCTaBJICHUIO 17l
[PeCTaBICHUE 00
O(QOPMIICHHIO IOKYMEHTOB.\ yyyhykaruu "
YmMers: CTaHJApTH3AIMH JJOKYMEHTOB;
oopMIIATE OOBSICHACT XapaKTEPUCTHKH W
JOKYMEHTALHIO BCOCTaB OpTaHU3aI[MOHHBIX
COOTBETCTBHUH C [LOKYMCHTOB,
. . pacropsAUTENbHBIX,
HOPMAaTUBHOM 0a30H, B T.

CIIPaBOYHO- MH(OPMALIMOHHBIX
ITOKYMEHTOB;

IMEMOHCTPUPYET MOHUMAaHUE OOITUX
[MPUHIUIIOB

PabOThI C IOKYMEHTOIIOTOKAMHU;
BBITIOJTHSIET HAOOP TEKCTa
IMETOBBIX JOKYMEHTOB B
COOTBETCTBUU C MPABUIAMH
MeI0MPON3BO/ICTBA; COCTABISAET U
oG opMIISIET Pa3TUYHBIE BUIBI
ITOKYMEHTOB B COOTBETCTBHH C
HOPMAaTUBHOM JOKYMEHTAIUEN;
OCYLIECTBIISIET
ITOKYMEHTUPOBAHUE U
OpraHU3aINI0 Pa0OTHI C
ITOKyMEHTaMHU.

* TectupoBanue Ha
3HaHUE TEPMHUHOJIOTUU
10 TEME;

* Bemonaenue
MPAKTUYECKUX 3aJJaHUI;

» CaMocTosTeIbHas
pabora;

e [ToaroroBka
BBICTYILJICHUE
JIOKJIaJIOM,
COOOIICHUEM,
Mpe3eHTalue

* Pemenue
CUTYaLIMOHHOM 3a/1a4u




