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Pabouas mnporpamma yuebHoil aucuumimabsl OIL02 «/lokymMeHTALMOHHOe M TPaBoOBoOe
obecrmeyeHue ympaBJieHHs» pa3paboTaHa Ha ocHOBe DexepalbHOTO TOCYIAPCTBEHHOTO
obpazoBarenbHoro crangapra (nanee ®I'OC) cpeanero npodeccroHaTbHOrO 00pa3oBaHMS

(manee — CITIO) mo nmpodeccun: 09.01.03 Oneparop HHPOPMALHOHHBIX CHCTEM H PeCypCoOB

(yrBepxkneHHoro mnpukazoM MunnpocBenienus Poccum ot 11 wHosOps 2022 r. Ne 974,
3aperucTpupoBaH MuHHCTEpCTBOM IocTuinu Poccuiickoit @enepammu 19 nexabps 2022 1. Ne
71639), c yauerom Paboueit mporpamMmbl BOCITUTAHHS.

Opranuzanusa-pa3paboTyuK: rocyapcTBeHHOEe ABTOHOMHOE NPo(eccCHOHAILHOE
o0pa3oBarteibHoe yupe:xxaenue «Coub-Wienkuii HHIYCTPUAJBLHO-TEXHOJIOTHYeCKHM i

TeXHUKYM» OpeHOyprckoii odjacTu

P33pa60T‘lI/IKZ JIazapeBa Onbpra MuxanjioBHa, IpenogaBaTellb BBICIICH KATErOPUH

®.1.0., yueHas CTeleHb, 3BaHue, JOJDKHOCTh
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1. OBIIASI XAPAKTEPUCTUKA PABOYEM IMPOI'PAMMBI YYEBFHOM
JAUCHUIIJIMHBI OI1.02 /lokyMeHTAUMOHHOE U IIPaBOBOE o0ecredeHue ynpaBJieHus

1.1 Mecro y4eOHON AMCHUILIMHBI B CTPYKType HnpodeccHoHaJIbHOIi 00pa3oBaTebHOM
NPOrpamMMmbl
VYuebHasg aucuuiuinHa «/{oKyMEHTallMOHHOE U NPaBOBOE OOECIEUCHME YIIPABICHUSD) SIBJISAETCS
00s13aTeNbHONM YacThl0  00ImIEnpoeCCHOHATBHOTO IMKJIAa 00pa30BaTENbHOW MPOTpaMMbl B
cootBercTBUU ¢ PI'OC CIIO mo npodeccun 09.01.03 «OnepaTrop uHPOPMANMOHHBIX CHCTEM
U pecypcoB».

Ocoboe 3HaueHme qucuUIuIMHa uMeeT npu GpopmupoBanuu OK.02

1.2 Heanb u miiaHupyembie pe3yabTaThl 0CBOEHHUS JUCHUILINHBI:

Peanuzarus aucnMIuiMHBl HampaBieHa Ha (opMuUpoBaHHE OOMMX U MPOQPECCHOHATBHBIX
KOMIIETEHIIUH.

OK 1. Beibupars crioco0sI pemieHust 3a1a4 Mpo(hecCHOHAIBHON NESTETbHOCTH TPUMEHUTEIHHO K
Pa3IUYHBIM KOHTEKCTaM;

OK 2. Hcnonp3oBaTh COBPEMEHHBIE CpEICTBAa IIOMCKA, AaHAIU3a W MHTEPIpPETaLUU
uHbopManuy W WHPOPMAIMOHHBIE TEXHOJIOTUU IS BBIMOJIHEHUS 3371ad MpodhecCHOHATbHON
JEeATEIbHOCTH;

OK 04. DddexTuBHO B3aUMOICHCTBOBATH M pabOTaTh B KOJIJICKTUBE M KOMAH/IE;

OK 05. Ocy1miecTBiasTh YCTHYIO U MUCBMEHHYIO KOMMYHHUKAIIMIO HA TOCYAapCTBEHHOM S3BIKE
Poccwuiickoit @enepannu ¢ y4eToM 0COOCHHOCTEH COLUAIBHOTO U KYJIBTYPHOTO KOHTEKCTa;

OK 09. TIlonbp3oBaTbCsi MNpOPECCHOHANBHON JIOKYMEHTAllMe Ha TOCYAapCTBEHHOM U
HWHOCTPAaHHOM A3bIKaXx.

I1K 1.1. BeinmonHATE BBOJ M 00pabOTKY TEKCTOBBIX JIaHHBIX.
I[IK 1.2. BeimonHsATs npeoOpa3oBaHUE J[aHHBIX, CBS3aHHBIX C H3MEHEHMSAMHU CTPYKTYpPbI
JIOKYMEHTOB.



B pamkax mporpamMMbl y4eOHON AMCHUIUIMHBI 00yYarOIIMMHICS OCBAaUBAIOTCS YMEHUS U

3HAHUSI
KoallK, OK YmMmenus 3Hanusa
OKO1, - HPUMEHSITH cpezcraa | - OCHOBHBIC HOHSTHS
OKO02, UH()OPMAIIMOHHBIX TEXHOJOTHH JUIsl | JOKYMEHTAIMOHHOTO  O0eCIeueHHs
OKO04, pelieHus MpopeCCHOHANBHBIX 3a/a4; | YIIPABICHUS,;
OKO5, - TPaMOTHO W3JIaraTh CBOM MBICIHM U | - HOMEHKJIATypa HH(OPMAIIMOHHBIX
OKO9, 0hopMITATH JTOKYMEHTBI 10 | HCTOYHUKOB, PUMEHSIEMbIX B
Eiié npodeccCHOHaIbHOM  TeMaTHKe Ha | MPOPECCUOHAIBLHOMN JISSITENbHOCTH;

rOCYJIapCTBECHHOM SI3BIKE;
- co37aBaTh JIOKYMEHThI Ha OCHOBE
1a0JI0HOB;

-0pOpPMJISITh  TOKYMEHTAIUIO B
COOTBETCTBUH C HOPMAaTHBHOM
0a30H, UCTOJb3ys HH(POPMAIIHOHHBIE
TEXHOJIOTHH;

- B3aUMOJICHCTBOBATh C KOJUICI'aMH,
PYKOBOJACTBOM, KIIMCHTAMU B XO/€
npodecCnoHATBHOM IeATEIIBHOCTH
-HCIIOJIb30BaTh
TEJICKOMMYHHUKAIIMOHHBIC
TEXHOJIOTUU B AIIEKTPOHHOM

,Z[OKYMGHTOO60p OT¢€.

- TIOHATHUS ITYOJWYHBIX W MPUBATHBIX
JIOKYMEHTOB;

- TpeOOBaHUs K
0(OPMIICHHIO TOKYMECHTOB;

- OCHOBHBIC CTaHAAPThI O(GOPMIICHUS
TEKCTOBBIX U TAOJIMYHBIX JOKYMEHTOB;

COCTaBJICHHUIO u

- OCHOBHLIC ITpaBUjia 1 TpC6OBaHI/I$I K
CTPYKTYpPE JOKYMEHTOB;
JOKYMEHTO000pOTa!
npueM, o0paboTKy, pEerucTparmio,
XpaHCHUC AOKYMCHTOB,

-OpraHHU3aIHIo

KOHTPOJIb,
HOMEHKJIATypy Aell.




OcBoeHue conep:kanus y9eOHOM TUCIUIUIMHBI 00ECTIEYHBACT JOCTHIKEHUE O0YyJarluMuCs
JMYHOCTHBIX PE3YIbTATOB PEATU3AIlUH TPOTPAMMbI BOCITUTAHUS

Kox JIP

HanmeHoBaHne TUIHOCTHBIX PE3YIbTATOB pCaiu3alliy IIpOoTrpaMMbl BOCIIMTAHUA

JIP 4

[IposiBnsromni U AEMOHCTPUPYIOILIMN YBaKEHUE K TPYy YEJIOBEKA, OCO3HAIOLIUN
[IEHHOCTh COOCTBEHHOTO TpyJda M Tpyda Ipyrux Jojeil.  DKOHOMHUYECKH
aKTUBHBIN, OPHCHTUPOBAHHBIN Ha OCO3HAHHBINA BBHIOOP Cdepbl MPodhecCHOHATBLHOMI
JESITeTBHOCTH C YUETOM JIMYHBIX J)KU3HEHHBIX IIAHOB, MOTPEOHOCTEH CBOEH ceMbH,
poccuiickoro obmecTBa. Bpipakarommii 0CO3HaHHYIO T'OTOBHOCTHh K IOJYYEHHUIO
npoeCCUOHATLHOTO 00pa30oBaHMs, K HEMPEpPHIBHOMY OOpa30BaHUIO B TEUYECHUE
KHU3HH. [|eMOHCTPUPYIOMIUI O3UTUBHOE OTHOIIEHHE K PETYIUPOBAHUIO TPYAOBBIX
otHomeHniH. OpUEHTHUPOBAaHHBI Ha caM000pa3oBaHME U TNPO(HECCHOHAIBHYIO
MEPETIOATOTOBKY B YCIOBHSAX CMEHBI TEXHOJIOTHYECKOTO YKJIa[a U COMYTCTBYIOIINX
conuaibHbIX mepemeH.  Crpemsmuiics K (OPMUPOBAHUIO B CETEBOH cpene
JMYHOCTHO U MPO(PECCHOHAIFHOTO KOHCTPYKTHBHOTO «IIU(PPOBOTO CIIEa»

JIP 15

JleMOHCTpUPYIOIIUNA TOTOBHOCTh M CIIOCOOHOCTH K 00pa3oBaHUIO, B TOM YHUCIIE
caMo00pa30BaHUIO, HA MPOTSHDKEHUH BCEM KU3HU; CO3HATENBHOE OTHOIICHHE K
HEMpPEepPHIBHOMY OOPAa30BaHHUIO KaK YCIOBHIO YCHEUIHOW NpodecCHOHAIbHOU H
OOIIECTBEHHOM JEITEIbHOCTH.

JIP 18

CnocoOHblii B 1U(POBON YBaKUTEIbHOE M JOOPOXKEIATENbHOE OTHOLICHHE K
OKPY’KAIOIKM JIFOJSIM B HHTEPHET — POCTPAHCTBE, UX MTO3ULMSM, B3TIIA1aM. Cpele
WCIIOJIB30BATh PAa3InYHbIC H(POBHIE CPEACTBA, O3BOJISIOMINE BO B3aUMOICHCTBUN
C JAPYTMMM JIIOABMH JOCTHraThb IIOCTaBJIEHHBIX Lened. JleMOHCTpupyronmn
OCO3HAHHOE, YBQ)XXUTEIBHOE M JOOPOKENIATEIbHOE OTHOIIEHUE K OKPYXKAIOLIUM
JIIOM B MHTEPHET-IIPOCTPAHCTBE, UX NO3ULUAM, B3IJI1aM

1.3. PEKOMEHIYEMOE KOJIMYECTBO YACOB HA OCBOEHHME ITPOI'PAMMBbI YYEBHOM

JUCLUATIIAHBI:

MaKCUMaJIbHOU y4eOHOW Harpy3ku oOydatomnierocss 36 4acoB, B TOM 4HCIIe:

- 00s13aTenpHON ayTUTOpPHON yueOHOM Harpy3ku oOyuatomerocss 36 4yacos.




2.CTPYKTYPA U COJAEP)KAHUE YYEBHOM JTUCIHUITIJIUHBI

2.1. OBBEM YYEBHO# JUCHUILINHEI M BUIbI YYEBHOM PABOTEI

Bun yaeOHo# paboThI OO6Bem yacoB
O0bém o0pa3zoBaTeIbHOM MPOrpaMMbl Y4eOHOM TUCHHMILIHHBI 36
Oo0s3aTe/ibHAsI ayTUTOPHAsI yueOHAasi HATPY3Ka (BCero) 36

B TOM YHCIIE:

YPOKH 15
[IpakTrueckue 3aHATHS 18
CamocrositenbHas padora 2
KoHTposibHBIE PabOTHI 1

Ilpomesccymounas ammecmauyus 6 popme oughgpepenyuposannozo 3auema




2.2. TemaTu4eckuii m1an 1 cofepxanue ydednoii gucuumaunnl OI1.02 «IOKYMEHTAIIMOHHOE U ITIPABOBOE

OBECIIEYEHHUE YIIPABJIEHUS»

HanmeHnoBaHue pa3aeJioB Conep:kanue y4eOHOT0 MaTepHuasa, NpakTuyeckue padorsl, Oobem| B ¢gopme OK,IIK.JIP
U TeM caMoCTOsITeJIbHAsSI padoTa 00yYaAOIIMXCS, POEKT yacoB | paKTHYeC-
KO
NOATOTOBKH
1 2 3 4 )

Pa3znen 1 lokymenTupoBaHue B NPo(hecCHOHATBHON 1esITeJIbHOCTH
Tema 1.1 1. lenoBoii nokyment. JlokymentupoBanue. Haznauenue u pyHKIUM TOKyMEHTA B 3 OK1,0K2,0K3,
[ToHsTHE O CUCTEME yIPaBJICHUS. OK4,0K5,0K9
JOKYMEHTHPOBAHUH 2.Wndopmanus ©  JOKYMEHT. Opunnueckoe 3HaueHWE  JOKYMEHTA. JIP4,JIP15,JIP18

Knaccugukaius 10KkyMeHTOB. DIEKTPOHHBIN JTOKYMEHT. IIK1.1, IIK 1.2,

3.CamocTrosnTeabHasa padora Nel.TpeGoBaHMs K COCTaBICHHIO M O(QOPMIICHHIO

JIEJIOBBIX JJOKYMEHTOB.

4-5. TlpakTnueckasi padoraNel: Ompenenenne Kiacca, Ha3HAYCHUS U 2 2

MPABUJIBHOCTH COCTABJICHUS JEJIOBBIX TOKYMEHTOB
Tema 1.2 6.3akoHOIaTEIHHOE u HOPMaTUBHO-TIPAaBOBOE perynupoBaHue 2 OK1,0K2,0K3,
TocynapcTBeHHOE JIOKYMEHTAIIMOHHOTO 00ECTIeYEHUsT yIPaBIICHUS. OK4,0K5,0K9
pEryIupOBaHUe 7.Yaudukauuss ¥  CcTaHAapTU3alUs  JTOKyMeHTOB. (OCHOBHBIE  CTaHAApPTHI JIP4,JIP15,JIP18
JIOKYMEHTAllHOHHOT'O odopMIIeHUS TOKYMEHTAIIUH. [IK1.1, 11K 1.2,
obecrieueHnsl YIpaBIeHus 8-9. IIpaktuuyeckasi padoraNe2: OdopmieHue 0JIaHKOB B COOTBETCTBUU C 2 2

'OCT P 6.30-2003 cpencrBamu MSWord
Pazngen2. lokymeHTUpPOBAHME YIIPABJIEHYECKOH 1eATeILHOCTH
Tema 2.1 10-11. Tlousatue o OmaHKax JOKYMEHTOB. Buubl OyankoB. OOpa3iiel OJIaHKOB 2 OK1,0K2,0K3,
OCHOBHbIE TPeOOBAHMUS K nokyMeHTOB. OOmmue cBeneHuss o pekBuszutax. OdopMieHHe pPEeKBU3UTOB OK4,0K5,0K9
COCTABJICHHUIO H JTOKyMEHTOB. TpeOoBanus k Omankam u pekBu3utam 1ol OCTP7.0.97-2016 JIP4,JIP15,

«Hanmonansnelii crangapt Poccuiickoii  ®enepanmn. Cucrema  CTaHIapTOB JIP18

0hOpMIICHHUIO TOKYMEHTOB

10 uHpopMaIy, OMOIMOTEYHOMY M M3JIaTeNIbCKOMY neny. OpraHu3anoHHO-




pacniopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0pOpPMIIEHUIO TOKYMEHTOB.(YTB IIK1.1, TIK 1.2,

[Mpukasom  Poccranmapra ot 08.12.2016N2004-ct)(pen.or  14.05.2018).

TpeboBanus k Tekcty nokyMmeHTa. CTpykTypa qokymMeHTa. CTHIIb TeKCTa J1eI0BBIX

JIOKYMEHTOB. UepThl U peueBble KOHCTPYKIIUHN O(HUIIHATIBHO-1EJI0BOTO CTHIIS.

12-13. lIpakTuyeckas padoraNed: OnpeneneHue MPU3HAKOB U PEUEBBIX

11120JI0HOB O(PULIMAIBHO-JIEIOBOTO CTUJISL.

14.I1pakTuyeckasi pabora Ne4: .Cocrapnenue u ohopMIeHHE JIETOBOTO MHChMa
Tema 2.2 15. OpraHu3anMoOHHBIC, PACIOPSAUTENbHbIE W WH(POPMALMOHHO-CIIPABOYHEIC OK1,0K2,0K3,
CocrasieHue u JOKYMEHTBI. XapaKTePUCTHKA OCHOBHBIX OPraHU3alHOHHBIX JOKYMCHTOB (yCTaB, OK4,0K5,0K9
0(OPMIIEHHE OTAENBHBIX TIOJIOXKEHHS, MHCTPYKIUH). XapaKTEPUCTHKA PACHOPSAUTENBHBIX JTOKYMEHTOB JIP4,JIP1S,
BHJIOB TOKYMEHTOB (mpuka3, TOCTAaHOBJIEHUE). XapaKTePUCTUKA U COCTaB HMH()OPMAIMOHHO- JIP18

CIPAaBOYHBIX JTOKYMEHTOB (aKT, IPOTOKOJI, JIeJIOBOE MHUChMO, CIPaBKa, JOKJIaJHas [IKL.1, TIK 1.2,

3anucka). [IpaBuna opopmiieHHs U BbIJIaul KOMUNA JOKYMEHTOB.

16.®unancoBas qokyMeHTaus. JloroBopHas 10KyMeHTalus

17-18.IlpakTnyeckast padoraNeS: OdopmieHne npukasa, BBIITUCKA U3 MPUKa3a.

19.0¢popmnenue ykazanusi, pacropsyKeHHsl, THCTPYKLIUH.

20.CocraBnenue u opopMiIeHHE TOKIATHON U CITy>)KEOHOH 3alHCKH

21.Cocranenue u opopmieHrne HHPOPMAITMOHHOTO TUChMA.
Pa3nen.3 Jlokymenroodoopor. Opranusamusi pa6oThl ¢ JOKYMEHTAMH
Tema 3.1 22. llomstme  pgokymeHTooOopota. OOmmMe  NPUHIMIB  OpPTaHU3AINUN OK1,0K2,0K3,
[Monsitue JIOKYyMEHTOO0O0pOTa, €ro OCHOBHBIE ATambl. TexHoorus padoThl C BXOASIIMMH, OK4,0K5,0K9
JIOKyMEHTOO00POTA. HCXOJAIIMMH U BHYTPEHHUMH JOKyMEHTaMH. Perucrpanus T0KyMEHTOB. JIP4,JIP15,
Opranusanus paboTsI ¢ 23. ABTOMaTH3AIHs IIPOIECCOB TOKYMEHTAIIMOHHOTO 00ECTIeUeHUS YIPaBICHHUS. JIP18
JIOKYMEHTaMH IIK1.1, IIK 1.2,

Oprasm3anus OTHPAaBKA HCXOISIINX JTOKYMEHTOB. KOHTpOIb WCHONHEHUS
JNOKyMeHTOB. PaboTa ¢ oOpalieH1sIMH.

24-25. llpakTnuyeckasi pad6oraNe6: Perucrpanus BXOJSIIEH, HCXOIAIIEH
51 BHYTPCHHEH JIOKYMEHTAIIMH. 3aII0JTHCHHE PETUCTPAITMOHHBIX (DOpM.




Tema 3.2 26. IlonsTus oOmenocTYymHONH uHpoOpManuu W WHPOpPMAIMK OTpaHUYeHHOrO | 1 OK1,0K2,0K3,
Opranusanus paboTsl ¢ nocryna. OOGecrieueHne UHPOPMAIMOHHONW Oe3omacHOCTH mpu  pabore cC OK4,0K5,0K9
JIOKyMEHTAMH, UMEIOUIUMA | JJOKyMEHTAMH. JIP4,J]IP15,
rpu(bI OrpaHuYEHNs 27.Pabota ¢  KOHPUACHIMAIbHBIMH  JOKyMEHTAaMH.  3aKOHOJATEIhHO- JIP18
AoCTYyIIa HOPMATHBHBIC aKThl B 001acTH oOecrieuyeHuss WH(OOPMAIMOHHOW O€301acHOCTH, [K1.1, 1K 1.2,

3alMThl TOCY1apCTBEHHON TaliHbl U KOH(UACHIMAIbHONW HH(popMay. JloKTpUHa

WH(OPMATMOHHON 0e30macHOCTH Poccuiickoi denepauuu. Bunet

KOH(HICHIIMATHHON HH(POpMAIIH.

28.CamocTosiTeibHast  pabdora  Ne2.HopmaTWBHO-TIPAaBOBOE  COJCpIKaHUC

@®enepasibHOro 3akoHa «O NEpPCOHAIBHBIX JIaHHBIX». JlOKyMeHTHpOBaHUE

CBeICHUI  KOHQUACHIMAIBHOTO  XapakTepa. 3amuTa KOH(HICHIHAIHHON

UHpOpMaLnH.

29.0TBETCTBEHHOCTh 3a HapylIeHHE peXUMa 3allUuThl KOH(PUIECHINAIBHOM

UHpOpMaLUH.

30-31. IlpakTuyeckast padoraNe7: l3yueHue HOpMaTHUBHOM 0a3bl, 2

periaMeHTHpyrole padboTy ¢ JOKYMEHTaMH, UMEIOLTUMHU I'pU(bl OTPaHUYEHUS

J0CTymA.
Pasnen 4. XpaHneHue 1 apxXuBHpPOBaHHeE JOKYMEHTOB
Tema 4.1 32.3akoHOMaTebHAs W HOPMATHBHAasT OCHOBAa  XPAaHCHHS  JIOKYMCHTOB. 1 OK1,0K2,0K3,
3akoHOaTENbHAS U Homenknarypa jen. @opmuposanue aein. Coctapienne u 0pOpMIEHHE OTUCH JIET. OK4,0K5,0K9
HOpPMaTHBHAas OCHOBA TTOpsAIOK YHUUTOKEHUS JOKYMEHTOB. XpaHEHHE JOKYMEHTOB B aPXHBE. JIP4,JIP15,
XPaHCHUS 1 apXUBUPOBAHWA | 33-34 TIpakTudeckasi padora Ne8: ®opmupoBanue 1 0hOpMIICHHE JIelT, COTIACHO 2 JIP18
JIOKYMEHTOB HOMEHKIIATYPE I IIK1.1, IIK 1.2,

35. KonTpoabHasi padora Nel. JlokymeHTO0O0poT. Opranuszanus padoThl ¢ 1

JOKYMEHTaMH. XpaHEeHUE U apXUBUPOBAHHUE JTOKYMEHTOB.

36. IndppepeHupoBaAHHBINH 3a4eT 1
Hroro 36




3.YCJOBUS PEAJIN3ALIUY YUYEBHOM JUCIIUILINHBI

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

Jloist

CIicnuaJIbHbIC ITIOMCIICHUA

peanu3ani  MPOrpaMMbl  Y4eOHOH  JAMCHUIUIMHBI  MPEIYCMOTPEHBI  CIEAYIOIIUe

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

CpeACTBaMHU O0Y4EHUSI:

10.

11.

12.

II0CAJI0YHbIE MecTa IO KOJUYECTBY OOYYalOUXCs, OCHAILICHHbIE KOMIbIOTEPHON
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;

nporpaMMHOe 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", 2019. - 208 c.

13.

CepreeB A.I'., Teperepss B.B. Cranmaptuzauus u ceprudukanus. —M.: FOpaiir, 2020.-
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  1udpoBbix  00pa3oBaTEIbHBIX
pecypcoB

www.intuit.ru/studies/courses(OTKpbITbic  UHTEPHET-Kypchl  «MHTYHUT» 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 n
JUCIHUIIVINHBI

OIHEHKA

PE3YJIbTATOB

OCBOEHMUA

YUYEBHOM

Pesynomamut 00yuenusn

OcHoeHble noKazamenu u
Kpumepuu OueHKu

Dopmol u Memoowvl
oyeHKu

[lepeueHb 3HaHUH, OCBAUBAECMBIX B
paMKax JUCIUTUIAHBI

3HaHus:

- OCHOBHBIE IOHATHUSA
ITOKYMEHTAIIMOHHOTO 00€CTICUCHHMSI
YIIPABJICHHMS;

- HOMEHKJIATypa
MCTOYHHKOB, IPUMEHSAEMBIX B

MH(OPMAaLIMOHHBIX|

podeCCHOHATTLHOMN IEATEILHOCTH;

- IIOHATUA Hy6JII/I‘IHBIX " IIPUBATHBIX
TTIOKyMCHTOB;

- TpeOoBaHUS K COCTaBJICHUIO
- OCHOBHBIE CTaHJApThl 0(OPMIICHUS
TEKCTOBBIX W TaOJIMYHBIX JOKYMCHTOB,

- OCHOBHLIC ITpaBHJia U Tpe60BaHI/I$I K
CTPYKTYpE JOKYMEHTOB,

-OpraHu3alys JJOKyMEeHTO000poTa:
00paboTKa,  perucrpaiusi, KOHTPOIIb,
XPAaHCHUC NOKYMCHTOB, HOMCHKIIATYPAQ|
ned.

He menee 60% BepHBIX
OTBETOB

TectupoBanue

[lepedyeHb ymeHUIi, OCBAaUBAEMBIX B
paMKax JUCLUILIMHBI

YMmenua:
- MIPUMEHSATH CpencTBa

WH(QOPMAIIMOHHBIX ~ TEXHOJOTHUH A
perieHus mpohecCHOHaNbHBIX 3a7ay;

- T'paMOTHO MH3JIaraTb CBOU MBbBICIIN H

0opMIATH JIOKYMEHTBI o
npodeccuoHaIbHON TEeMaTHKe HA
rOCYJapCTBEHHOM SI3BIKE;

co3/laBaThb  JIOKYMEHTBl Ha  OCHOBE
111a0JIOHOB;

-0(hOpMIISTH JOKYMEHTAITUIO B
COOTBETCTBUM C HOPMAaTUBHOM

0a30ii, NCNOB3YS] THPOPMALIMOHHBIE
TEXHOJIOTHH;

-B3aMMO/ICHCTBOBAaTh  C  KOJUIETaMH,
PYKOBOJCTBOM, KJIHEHTaMH B  XOJe

npodeccHoHaNBHON A TETPHOCTH
-HCII0JIb30BaTh TEJICKOMMYHHUKAIIHIOHHBIC
TCXHOJIOTHUH B 9JICKTPOHHOM
NTOKYMEHTOOOOPOTE.

Pe3ynbTarhl BRIMOTHEHUS
3aJlaHUN COOTBETCTBYIOT
3aJaHHBIM Ia0JIOHAMU
TpeOOBaHUSM.

IIpw BBIOJIHEHUH 331aHUI
HCIOJIb30BaHbI
panmoHaIbHBIE METOBI U
cpenctBa 00paboOTKH
nHpOpMaIUH.

Orenka pe3yabTaToB
BBIITOJIHCHUA
MPAKTUYECKON pabOThI
DkcrnepTHOe HaOII0IeHIE
3a X0JIOM BBITIOJTHEHUS
MPAKTUYECKON paboThI







