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1. MACIHIOPT MPOI'PAMMBI YYEBHOM JTUCIUIIJINHBI

JlOKYMEHTAllMOHHOE odecreuyeHue VYIIpAaBJICHUA

1.1. O6sa1acTb npuMeHeHus1 padoyveil MPOrpaMmbl

[Iporpamma y4eOHOM JHMCUMIUIMHBI SIBJSIETCS  YacThlO  MPOTrPaMMBI
NOJATOTOBKM CHEUUAINCTOB cpeaHero 3BeHa B coorBerctBuM ¢ PI'OC 1o
crienimaiabHOCTH 38.02.04 Kommepuus (1o orpacJasim).

1.2. MecTo y4yeOHOM MUCHMILIMHBI B CTPYKTYpPe B CTPYKType NPOrpaMmbl
MOATOTOBKH CIENATHUCTOB CPeIHEro 3BeHa:

Huctumuinaa  OI1.04  «JlokyMeHTallMOHHOE OOecredeHre yIpaBiICHUS»
BXOIUT B [UKJT obmenpodeccunoHaIbHbIX TUCIATUINH (OI1.00)
npodeccuonansuoro 1ukia (I1.00) cneruansroctu CIIO 38.02.04 Kommepuust
(o orpaciisim).

HuciuminHa «JlokyMeHTallMoOHHOe O00€CleueHUEe YIPABJICHHS SBISETCS
oOmienpodecCHOHAIbHOM, YyCTaHAaBIMBAIOIIEH 0a30Bble 3HAHUS MJI1 YCBOCHHS
PO EeCCUOHATTBHBIX KOMITETEHIIH.

1.3. leau u 3a7a4u y4eOHOM AMCUMILIMHBI — TPeO0OBaHUSA K pe3yjabTaraM
OCBOCHUSA Y4eOHOM IMCHUTIIUHBI:

HuciuminHa «JloKyMEeHTalMOHHOE 00eCrieYeHUe yIpaBiIeHUs» HalpaBieHa
Ha BHEApPEHUE B IPOU3BOJCTBO HOBBIX HH(POPMALMOHHBIX TEXHOJOTMM H3-3a
MHOTOKPAaTHOTO YyBenu4yeHusi o0béma wuHpopmanuu. B nensx aHamuza u
COXpaHEHHUs Il MOCIEAYIOLIEro HUCHOJIb30BaHUsl OHa (MHpopMaiusi) TpedyeT
CBOETO IOKyMEHTHPOBaHUsI. DTy 3a/1ayy BBINOJHAET ASIONPOU3BOICTBO — 00JIACTh
YIPABJIEHYECKOW AEATENBHOCTH NMPEANPUATHS (OpraHU3alMM) MO MOArOTOBKE U
oopMIIeHUIO OQUIIUATBHBIX TOKYMEHTOB, OPTaHM3AIlMU WX JIBIKCHUS, Y4ETa U
XpaHEHHUS.

Heabio U3y4eHus IPOrPaMMHOTO Marepuana JTUCUUTUTNHBI

«/lokyMeHTanmoHHOe oOecrieueHre yIpaBiIeHUs SBISIETCS:
(dbopMUpOBaHKE TEOPETUUECKUX 3HAHUI B 00JIaCTH E€TONPOU3BOJICTBA;
dopMUpOBaHHE M pPa3BUTUE KOMIIETEHTHOCTH B paboOTe C YIpaBJIEHYECKOM
JIOKYMEHTAILEH;
(bopMHpOBaHKE HOBOTO IKOHOMHYECKOTO MBILIICHHUS.

B pe3ynbTaTe 0CBOCHUS JUCHUIUIMHBI 00YYaIOIUNCS JOJIKEH YMETh!
- 0hopMIIATH W TPOBEPATH MNPaBUIBHOCTb OGOPMIICHUS JTOKYMEHTAlluu B
COOTBETCTBUM C YCTAaHOBJICHHBIMU TPEOOBaHUSIMU, B TOM YHCIE HCIOIb3YS
MH(OPMAIMOHHBIE TEXHOJIOTHH;
- IPOBOJIUTHh aBTOMATU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;
- OCYILECTBJIATh XPAaHEHUE U MOUCK IOKYMEHTOB;
- HCHOJB30BAaTh  TEJIEKOMMYHHUKAlMOHHBIE TEXHOJOTMH B  3JIEKTPOHHOM
JIOKyMEHTOOOO0POTE.

B pe3ynbraTe 0OCBOSHMS TUCIUILUIMHBI 00YYaroMHiics JOIKEH 3HATh:
- OCHOBHBIE TOHSTHUS: LEJIH, 33Ja4d W MPUHLUUIBL JTOKYMEHTAIMOHHOIO
o0ecrnieueHus yrpaBJeHHUs;
- CUCTEMBI JOKYMEHTAI[MOHHOTO 00ECTeueHus yPaBICHHsI, UX aBTOMATU3AIIUIO;



- KJIacCCU(PUKALIMIO TOKYMEHTOB;
- TpeOOBaHUS K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB;
- OpraHM3aIMIo JOKYMEHTO000poTa: mpueM, 00paboTKy, peTUCTPALINIO, KOHTPOJIb,
XpaHEHHE TOKYMEHTOB, HOMEHKIATYpPY JEN.

W3ydeHne AUCIUILTUHBI CIOCOOCTBYET OCBOCHHUIO 0OIIMX KOMIIETEeHHIi:
OK 1. IloHuMaTh CyIIHOCTh M COLMAIBHYIO 3HAYMMOCTh CBOEH Oyaymieit
npodeccuu, MPOosIBISTH K HEW yCTONYMBBINA HHTEpEC.
OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JCSITEIBHOCTb, BHIOUPATh TUIIOBBIE METO IbI
U CrnocoObl  BBIMOJHEHUSI MPOQPECCHOHANBHBIX  3a7a4, OIEHUBATh HX
() PEKTUBHOCTH U KA4E€CTBO.
OK 3. IIpuHuMaTh pellieHrs B CTAHIAPTHBIX U HECTAHAAPTHBIX CUTYallUsX U HECTH
32 HUX OTBETCTBEHHOCTb.
OK 4. OcyuecTBisTh NOUCK M UCHOJB30BaHUE MH(OpMALIUU, HEOOXOJUMON ISt
3 PEeKTUBHOTO BBINOIHEHUS MPO(ECCHOHAIBHBIX 3ajJlad, MPO(ECCHOHATBLHOIO U
JUYHOCTHOTO PA3BUTHUS.
OK 6. PaGoTaTp B KOJJIEKTHBE U B KOMaHJE, 3P(HEKTUBHO 00IIATHCA C KOJIEraMH,
PYKOBOJICTBOM, TOTPEOUTENSIMHU.
OK 12. CobOnogaTe HAEUCTBYIOIIEE 3aKOHOAATEILCTBO U 00sI3aTeNIbHbBIC
TpeOOBaHMSI HOPMATUBHBIX JIOKYMEHTOB, a TakKe TpeOOBaHUS CTaHAApPTOB,
TEXHUYECKUX YCIOBUM.

N3ydyeHne DUCHMIUIMHBI CIIOCOOCTBYET OCBOEHHIO NMPO()eCCHOHAIBHBIX
KoMmeTeHuui o crenuaabHocT 38.02.04 KomMmepiust (o oTpacisam)
[IK 2.2. Odopmisats, NpoBepsATh NPABWIBHOCTH COCTaBJICHUS, OOECreYrBaTh
XpPaHEHUE OPraHU3alMOHHO-PACIOPSAIUTENBHBIX, TOBAPOCOIPOBOJMUTEIBHBIX U
UHBIX HEOOXOAMMBIX JOKYMEHTOB C HCIIOJIb30BAHUEM aBTOMAaTU3MPOBAHHBIX
CUCTEM.
1.4. Pexomenayemoe KOJIMYECTBO YaCOB HA OCBOCHHE NMPOIrPaMMbl Y4eOHOM
AUCHUNIIHHBI:
MaKCUMaJIbHOW y4eOHOI Harpy3ku oOyudaromierocst 94 4Jaca, B TOM YHCIIE:
00s3aTeNbHONM  ayANTOPHOM ydeOHOW Harpy3ku oOyuaromerocsi 36 4acos;
CaMOCTOSTENIbHON paboThI oOyuatomierocs: 18 vacos.



2. CTPYKTYPA U COAEP) KAHHUE YUYEBHOU JUCHUAIIJINHBI
2.1. O0bem yueOHOM TUCHUNIMHBI U BUIbI YUeOHOH padoThl

Bup yyeOHo# padoThI Oovem
uacoe
MakcuMasibHasi yueOHasi HArpy3ka (Bcero) 54
Oo0s3aTeIbHAS ayAUTOPHAA y4eOHAasi HArpPy3Ka (Bcero) 36
B TOM YHCJIE:
MPAKTUYECKHUE 3aHATHS 18
CamocrosiTesibHas paboTa o0yuyawierocs (Bcero) 18

B TOM 4YHCJIC.

caMocCTosATeNIbHas paboTa HaJl KypCcOBOM paboTOM -

BHEAYIUTOPHAs CAMOCTOSITENIbHAsI paboTa 18

B TOM YHUCIJIC.

OTNOPHBIN KOHCIIEKT

My.]IBTHMCI[HfIH&H IMPC3CHTAMA

pedepar

4
2
cooO1ieHne 2
4
2

Y4CT JOKYMCHTOB B }KypHaJIe perucCTpalvi BXOAIINX WU UCXOOAIINX
JOKYMCHTOB

IIOATOTOBKA K CCMHMHAPCKOMY 3aHATHUIO 4

Hmoeosas ammecmayus 6 hopme oughgpepenuupoeannozo 3auema




2.2. TemaTu4yecKHil IJIAH M COlEePKAHUE Y4eOHOI JUCHUIINHBI JIOKyMEHTALIMOHHOE o0ecriedeHue yIpaBJIeHH s

HaumenoBanue pasgesioB u | Cogepxxanue y4eOHOr0 MaTepHalia, JEeKUUH M NPAKTHYECKUE 3aHATHS, camMocTosTelbHas | O0bem YpoBenn
TEeM pa6oTa o0yualomuxcs, KypcoBasi padora 4acoB YCBOCHUA
4
BBenenue ConeprkaHre y9eOHOTO MaTepraia 1
1 Hemn, 3amaun u mnpeamer ydeOHoW aucuumianHbel. CTpyKTypa AWCUMIUIMHBL, €€ 2
npodeccuoHanbHasi 3HAYMMOCTh, MEXIpeAMeTHble CBs3U. CYIIHOCTh OCHOBHBIX TMOHSTHH
JIOKYMEHTAIIHOHHOTO 00eCTieueHus! YIIpaBIeHUsI.
CamocrosiTeibHast pabdora oOyuarommxcsa. Co3gare mnpeseHtammio 1o Teme «Mctopus 2 2,3
BO3HMKHOBEHUSI M 9TAIbl Pa3BUTHS ISJIONPOU3BOICTBA B Poccumy.
Pa3znen 1. JlokymMeHTHpOBaHUe 24
yIpaBJIeHYeCKOil
AesATeILHOCTH
Tema 1.1. Jlokymentrnl wu | ConepikaHue yueOHOro MaTepuaa 2 1
Croco0bI JOKYMEHTAIUH 1 [lonstne o mokymeHTax, ux (yHKIusx. CBOWCTBa, NMPHU3HAKH, KIACCU(UKAIUS M BHIBI
ToKyMeHTOB. CIocOOBI JOKYMEHTHPOBAHUSI.
CamocrosiTenbHasi padora oOyuamomuxcsa. [logroroButs coobmenne: «I'OCT P 6.30-2003. 2 2,3
OO6nacTh MpUMEHEHUs CTaHaapTay; «DenepanbHblil 3aK0H «O0 IEKTPOHHO MTOATUCH.
Tema 1.2. Yuuduxamusa wu | Comepkanue yueOGHOT0O Marepuaa. 2
CTAaHAAPTH3ALNS TOKYMEHTOB | 1 Yaudukanuss w craHmapTH3anus JOKYMEHTAIlMH: TOHATHE. YHU(GUIIMPOBAHHAs CHCTEMa
nmokymeHTtaruu: — noHsatue.  CoctaB  yHHDUIMPOBAHHBIX ~ CHUCTEM  JIOKyMEHTAIlWH: 1
OpraHU3allMOHHO-PACIIOPSINTENIbHASA,  OTYETHO-CTATUCTHYECKas, IEepBUYHAs,  y4eTHas,
¢uHaHCOBass W Apyrue. locydapCTBeHHBIE CTAaHIAPTHI HAa YHUPHUIMPOBAHHBIE CHCTEMBI
JokyMmeHTarpn. O01epoCcCHiiCKre KIIaCCH(PUKATOPBHI.
Tema 1.3. PexBusutbl u | Comepkanue yueOHOT0O Marepuaa. 2
0J1aHKHU TOKYMEHTOB 1 PexkBusut, Gopmyssip noKyMeHTa, TUIOBOH (opmyisip, Gopmyssp-oOpaser, Tabenb (Gopm 1
JOKYMEHTOB, aJb00M (OpM YHU(PHUUIUPOBAHHBIX IOKYMEHTOB: IOHATHE, XapaKTEPHCTHKA.
[IpaBuna odopmieHus] peKBU3UTOB OJaHKAa M MX PAclONIOKEHHWE Ha CTaHOapTHOM (opmare
Oymaru, pa3mepsl nojieid. brianku goKyMeHTa: TIOHITHE, Ha3HauYeHHE, BUBI OyiaHKoB. CocTas,
odopmIieHre peKBU3UTOB Onanka. DopMysip-o0pasel] rpymibl TOKYMEHTOB, TPHHAIIICIKAIUX
K oxpHoil cucrteme. IIpoexTmpoBaHue ONaHKOB JOKYMEHTOB opranuzauuu. Cocras,
odopmIleHHE, U3TOTOBJICHUE, XpaHEeHHE 0JJaHKOB OpraHHU3alINH.
IIpakTnyeckoe 3ansitue Ne 1. OdopmieHne OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha hopmare A4. 2 2




CamocrosiTenibHas padora odyuaromuxcs. Kouncnekr: «Pa3menienrue Hayan nedyaTaHus peKBU3UTOB
[0 TOPHU3OHTAIIM W WX B3aUMHOE pacmolokeHue». Pa3paboraTe MIA0NOH W CTPYKTYpPYy TeKcTa
OCHOBHBIX OPTaHHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB B 3JICKTPOHHOM BUJIE.

2,3

Temal.4.OprannzanuoHHO-
pacnopsiiuTe/IbHas
AOKYMEHTALUS

Coneprkanue yueOHOro Marepuarna.

1 OpraHu3aimoHHO-PACTIOPSIUTENbHBIE JOKYMEHTHI: TIOHSATHE, HAa3HAYeHNEe, OCHOBHBIE BHIBI.
OpraHu3aiMoHHBIE JTOKYMEHTHI: YCTaB, TOJIOXEHHE, CTPYKTypa W INTaTHAas YHCIEHHOCTH,
LITATHOE pacIUCaHue, NpaBuia JODKHOCTHAS MHCTPYKLMS, UX HA3HAYEHUE, XAPAKTEPUCTUKA
U cocTaB, TpeOoBaHME K OQOPMICHHIO, TOPAAOK YTBEpXKICHHA. PacmopsnuTenbHble
JIOKYMEHTBI:

MIOCTAHOBIICHUE, TIPUKA3, PACIOPSDKEHHE, HMX HA3HAUCHHE, XapaKTepUCTHUKAa M COCTaB,
TpeboBaHus K odopmieHuto. CrpaBodHbIe JOKYMEHTBHI: CIy)KeOHbIE NHCbMa, CIPaBKH,
JNOKJIaJHbIE 3alHCKH, TPOTOKOJbL, AaKThl, 3asBJICHUS, HMX XapaKTEpUCTUKAa U COCTaB,
TpeOoBaHU K 0OopMIIEHUIO. THIIBI JOKYMEHTOB: MOITHHHIK, KOS, TyOIMKaT, BRITTUCKA, UX
HazHaueHue. [Topsaok odopmiteHus U BBIAAYN KOIIMA U TyOJINKAaTOB JOKYMEHTOB, BBIITHCOK M3
HUX.

IIpakTuyeckoe 3ansatue Ne 2,3,4. ObhopmieHrne opraHu3allMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB.

»

CamocrosiTenpHasi padora obdyuawmmxcs. [logrotroButs pedepar Ha Temy: «/ledoBoe muceMoy,
«ITHUKET B JICTIOBON MIEPETIUCKEY.

2,3

Paznen 2. Opranusanus
padoThl C JOKYMEHTAMM.

26

Tema 2.1. Opranmsanus
A0KYMEHT0000poTa

ConepxaHre yueOHOTO MaTepHaa.

Cayx06a IOY B opranuzanusax, Ha3HaYeHUE, 3aaud, GYHKLUUH, TUIIOBBIE CTPYKTYPHI, 1ODKHOCTHON
coctaB. Permamenraunusi pabotrel ¢ CJOY. JlokyMeHT0O0OOpOT: NOHATHE, OOIIME NPHHLHUIIBI
OpraHm3aliid  JOKYMEHTOOO0OpOTa, €ro  CTPYKTypa,  HEOOXOAMMOCTb  ydera  o0Obema
JOKYMEHT0000poTa. HopmaTusHbie JIOKYMEHTBHI, perIaMeHTHpPYIOIIHe OpraHH3aIINI0
JOKYMEHT0000poTa.

IIpakTnyeckoe 3ansitue Ne 5.0cHoBHbIE popMbl opranuzanuu ciayxos JJOVY.

CamocrosiTeTbHAS paﬁoTa Oﬁy‘lal()lllHXCH.HO,Z[I‘OTOBI/ITLCSI K CCMHUHAPCKOMY 3aHATHUIO IIO0 TEMC
<(OpFaHI/I3aLII/I${ PErucTpanv U KOHTPOJIb UCIIOJTHCHUA JOKYMCHTOBY».

Tema 2.2.0pranusanus
perucTpanyuu J0KyYMEHTOB H
KOHTPOJIb HCIIOJIHeHUSI
AOKYMEHTOB.

ConeprxaHre yaeOHOTO MaTepuraa.

Perucrpanyst JOKyMeHTOB, OIIpeieIeHNE, LIETH, 33]IJa4H, MECTA PETUCTPALIUH Pa3IMUHBIX
KaTeropuit JokyMeHToB. CrcTeMbl ¥ (POPMBI PETUCTPALIMH, UX JOCTOMHCTBA M HEIOCTATKH.
[Nokazarenu, BBOIUMBIE B pervcTpaldoHHble (opMbl. Bunmel perucrpanuu. OcobeHHOCTH
PETUCTPAaLK BXOJAIINX, UCXOJAIIMX M BHYTPEHHUX JNOKYMEHTOB. KOHTpOIb HCIIONHEHUS
JIOKyMEHTOB: IIOHATHE, Ha3HauyeHue, BUAbL. [IpuHIMIEI opraHu3anuu KoHTposd. Cpoku
VICIIOJIHEHHMSI: TUIIOBOM, UHIMBUIyallbHBIA. TEXHONOIUs BEACHUSI KOHTPOJISL.




IIpakTyeckass padora Ne 6. CemmHap no Teme «OpraHusanys perucTpalii MU KOHTPOJb
UCIONHEHUsI JOKyMEHTOB». COCTaBUTh M 3alOJHHUTH (OPMY >KypHajda PErHCTPALUH BXOISIIUX
JOKYMEHTOB, HCXOJSIIUX AOKYMEHTOB M (oOpMy >KypHaia perucrpauud TtenedoHorpamMm (Ha
OCHOBaHUH NPHIOkKEHUs 1,2,3 COOTBETCTBEHHO).

CamocrosiTenbHasi padora oOyudaromierocsi. Hanwimmre mnpennokeHHe H 3apeTUCTPUPYHTE B
JKYpHaJIE PETUCTPAIIHH.

2,3

Tema 2.3.0pranusanus
ONEepaTUBHOIO XpaHeHusl
AOKYMEHTOB " MOPSII0K
nepeaavyu B apXuB

Coneprkanue yueOHOro Marepuarna.

1 TpeboBaHnsg K OpraHM3alMU ONEPATUBHOTO XpaHEHWs MOKyMeHToB. HoMmeHkmaTypa nen:
noHsitre. Buapl HoMeHKmatypsl aen. [lopsgok cocraBinenns, ohopMIeHHs, yTBEPKICHUS H
MPUMEHEHUSI KOHKPETHOW HOMeHKiaTypsl aei. [lopsmox odopmienus men. Opranuzanus
XpaHEHHUS WCIOIHEHHBIX HOKyMeHTOB. Ilopsok mepemadm HOKYMEHTOB Ha XpaHEHHE B
apXuB.

IIpakTHuyeckas padora Ne 7.CocraBieHye 3aroJIOBOK JIeJT ISl CHCTEMATH3aLMU JOKYMEHTOB B JielIa.

CamocrosiTenbHasi padota oOy4yaromerocs.KoHCIIEKT:0TMETUTh CPOKH XpaHEHHUs JOKYMEHTOB,
KacaeMo Ballleil CIENUaIBHOCTH.

Tema 2.4.JlokymMeHTAlUsI 11O
npodeccuoHaIbLHOM
AeATeJbHOCTH

ConeprkaHne y9eO0HOT0O MaTepraa.

1 JloroBop nocraBku, JOrOBOP IIPOJIAXKH, TOTOBOPHO-IIPABOBAs JOKYMEHTALUs, JOKYMEHTHI 110
BHEIIHEIKOHOMHUYECKOU JESATENbHOCTH, TOBapOCOIIPOBOJUTEIILHBIE JIOKYMEHTBHI,
NPETEeH3MOHHO-NCKOBasl JOKYMEHTAlKsl, NX Ha3HAUeHHE U TpeOOBaHUs K 0()OPMIICHHIO.

IIpakTnyeckas padora Ne 8: OdopmiieHre JOKyMEHTOB 110 NPO(HECCHOHATBHOMN ACATENbHOCTH.

CamocrosiTesibHast pa0dora o00y4aromerocs. [ToAroToBUTHCST K CEMUHAPCKOMY 3aHSTHUIO.
Komnprorepuszanus JOKyMEHTaIIHOHHOTO OOeCTIeUeH sl YIIPaBIeHHs Ha IPEIIPUATHH,

3HAaYEHHE, NEPCIEKTUBEI pa3BUTH. Vcnonp30BaHNE IEPCOHAIBHBIX KOMIIBIOTEPOB B

opraHuzanuu paboTsl ¢ JoKyMeHTaMHu. COCTaBHBIE YaCTH KOMITBIOTEPHOIO J1EIONPOM3BOICTBRA.
OnexTpoHHas 1mourta. THUIBI CUCTEM AJIEKTPOHHOM MOUTHL. XpaHEeHHe JOKYMEHTOB B

ANEeKTPOHHOI mouTe. HopMannoHHO-clipaBoYHast paboTa B yCIOBUSX IPUMEHEHHSI

KOMIIBIOTEPHBIX TeXHOJIorHi. PeepanbHbli 3aK0H «00 IEKTPOHHOM HU(POBOM MOAMTUCHY.

2,3

Tema 2.5. Komnbrorepusanus
JAOKYMEHTALHOHHOTO
olecredyeHHs yNpaBJIeHHSs

IpakTnyeckas padora Ne 9:Cemmnap no Tteme «KommbioTepusanus IOKYMEHTAOHHOTO
oOecrniedeHus yIpaBJIeHUS Ha IPEITPUATAN

Bcero

54

i XapaKTepUCTHKH YPOBHS OCBOCHUS yUeOHOr0 MaTepHaja UCIIONIBb3YIOTCA CIIEAYIOIne 0003HAUCHHUS:

1. — o3HaKOMUTENBHBIH (Y3HABAaHHE paHee U3YUYCHHBIX 00BEKTOB, CBONCTB);

2. — penpOoyKTHBHBIN (BBIMOJIIHEHHE ICATSILHOCTH IO 00pa3ily, HHCTPYKIIMU HITH O] PyKOBOJICTBOM)

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BBINOJIIHEHHE IEATEILHOCTH, peIICHHE TPOOIEMHBIX 3a1a4)




3. YCJOBMUS PEAJIM3AIIMY YYESHOM JUCITUITJIMHBI
3.1. TpeGoBaHus K MUHUMAJIbHOMY MaTE€PHAJIbHO-TEXHHYECKOMY 00ecredeHn o
Peanmuzanus y4eOHON IUCHUIUIMHBI TIPEANOJaraeT HaIWMYWe YYEOHBIX KaOMHETOB
«JlokyMeHTanmonHoe obecreueHrue ynpabieHuem», «MHpopMaMoOHHbIE TEXHOJIOTHH B
pOeCCUOHATBEHON ACATEIHBHOCTI.
ObopynoBanne yueOHOro kabuHeTa U paboynx MecT KaOMHETa YIKOHOMUKH:
- paboume CTOJIBI M CTYJbS I 00YUYaIOIIUXCS;
- pabouuii CTOJ U CTYJ JJIs IPENO/IaBaTels;
- TOCKa KJIaCCHAsi MarHUTHO-MapKepHasi;
- HarJIsiIHbIE TTOCOOUS;
- KOMIUIEKT Y4eOHO-METOAMYECKONU TOKYMEHTAIUH.
TexHuueckue cpeicTBa 00yUeHUs:
- MYJIbTUMEAUNHBIN IIPOEKTOP;
- HOYTOYK.
OO06opynoBanue y4eOHOro kabuHeTa M paboyuMx MecT KabuHeTa WH(OPMAIMOHHBIX
TEXHOJIOTUH B MPODHEecCUOHATBHOUN ACSITEIbHOCTH:
- KOMITHIOTED;
- IPUHTED;
- MYJIbTUMEAUNHBIN IIPOEKTOP;
- MporpamMMHoe obecriedeHue o01Iero U NpoPecCuoHaIbHOIO Ha3HAYCHUS;
- KOMIUIEKT Y4eOHO-METOAMYECKON JOKyMEHTAIINH;
- KOMIUIEKT OJJaHKOB JJOKYMEHTAIUH.

3.2. UudopMmanmonHoe obecnevyenue o0yueHmst

Y4eOHO-MeTOAMYECKAN JOKYMEHTALIUA:

1.YuebHo-MeToanueCcKre KOMIUIEKCHI IO pa3jieiaM U TeMaM y4eOHOU JTUCHUTIIIMHABI.
2.Meronuyeckue peKOMEHAAMHU Uil CaMOCTOSITENIbHOM  paboThl  CTYJEHTOB IO
JTUCLUIUIMHE.

3.COOpHUK TECTOBBIX 3a/IaHUI 110 pa3esiaM JUCIUTITUHBI.

4.Y4eOHO-METOUYECKNE TOCOOMsS yIpaBiSIIONIEro Tuma (pabouue TeTrpagu Juisd
NPAKTUYECKUX 3aJaHUi, WHCTPYKLUMOHHBIE KapThl, METOJWYECKHE PEKOMEHIALUU IS
BBITMOJIHEHMSI TPAKTUUYECKUX PaldoT).

®enepanbHble 3AKOHbI H HOPMATHBHbIE AKThI

1. T'ocynapcTBeHHas cucTeMa JIOKYMEHTAlMOHHOTO obecrnieueHus ynpasiieHus. OCHOBHbBIE
nosioxkeHusi. OOmme TpeOoBaHUS K JOKYMEHTaM M CIOyk0aM JIOKYMEHTallMOHHOTO
ob6ecneuenus (I'CHOY).

2. TOCT P 6.30-2003 VC/I. VuaudumnupoBaHHas CcHUCTeMa OpraHU3aIMOHHO-
pacnopsIMTenbHON TokyMeHTauuu. TpeboBaHus K 0(pOpMICHUIO JOKYMEHTOB.

3. TumoBas UWHCTPYKUUSI 1O JEJONPOU3BOACTBY B  (eAepalbHbIX  OpraHax
VICIIOJIHUTEJIbHOM BJIACTH.

4. OcHOBHBIE TIpaBUiIa pabOTHl APXHUBOB OPTraHU3AIUH.

5. TunoBoe NoOJI0’)KEHHE O BEIEHUHU JEJIONPOU3BOICTBA 0 MPEAJIOKEHUAM, 3asBICHUAM U
&KayobaM rpakgaH B FOCYJapCTBEHHBIX OpraHax, Ha MPEANpUATUSAX, B YUPEKICHUAX U
OpraHu3aLHsIX.
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4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHHUS YUYEBHOM

JUCHUATIIMHBI

KoHTposibu omeHKa pe3yabTaTOB OCBOCHHUS Y4e€OHOW AMCUUIIIMHBI OCYIIECTBISETCS
mpernojaBaTesieM B TPOIECcCe IMPOBEICHUS MPAKTHUYECKUX 3aHSATHH, TECTUPOBaHHUA, a
TaK>K€ BBIMOJTHEHHUS 00YyJarOIIMMHUCA 3a/IaHUH ISl CAMOCTOSITENIbHOM PabOTHI.

Pe3yabTaThl 00yuenus
(ocBOEHHBIE YMEHHs], YCBOCHHbIE 3HAHHSA)

DopMBI U METOIbI KOHTPOJIS  OLIEHKH Pe3yJIbTATOB
o0yuyeHust

YcBoeHHbBIE 3HAHUSA

PackppiBaTh CymiHOCTH 1Li€€H, 3amady W
MPUHIIAIIOB JIOKYMEHTAIIMOHHOTO O0CCIICUCHHUSI
YIpaBJICHHUS;

HaGmonenre 3a JAeATENBHOCTBIO B MPOLIECCE OCBOCHHUS
MPOTPaMMBbI TUCHUIUIMHBI CTYJACHTA M OICHKA JOCTHIKCHUS
pe3yJbTaTa yepes:

XapaxkTepru3oBaTh CHCTEMY | -aKTHBHOE Y4acTUE B XOJE 3aHATHS;

JIOKYMEHTAIIHOHHOTO obecreueHust | - YCTHBIM U MUCHbMEHHBIH 0Mpoc;

VIPABJICHUSI, €€ aBTOMATH3AIIHIO; - 3aJJaHUs 17151 CAMOCTOSITENTbHON paboThl,

XapakTepru3oBaTh wiaccupukanuio | Habmonenne 3a AeATEIBHOCTBIO B HPOLECCE OCBOCHUS
JOKYMEHTOB,  OOBACHATH  TpeOOBaHMs K | IPOTPaMMBbl AHCHUIUIMHBEI CTYACHTA M OLECHKA JOCTHXKEHUS

COCTaBIICHHIO U O(OPMIICHUIO JTOKYMEHTOB;

pe3yibTaTa 4yepes:
- AKTUBHOE Y4acTHE B XOJE 3aHATHS;

- YCTHBIM U MUCBMEHHBIN OIPOC;

-pelieHre 3a7a4u Ha MPaKTHUECKUX 3aHATHAX;
- 33/1aHMS Tl CAMOCTOSITEIbHON paboThl;

OOBACHATH OpraHM3AIHI0 JOKYMEHTOOOOpOTA:
mpueM, 00pabOTKy, PETUCTPAINIO, KOHTPOIb,
XpaHCHUETOKYMEHTOB, HOMEHKIIATYPY AT

HaOnroneHne 3a [eSTEIBHOCTBIO B IPOLECCE OCBOCHHS
IPOrpaMMbl JUCLUIUIMHBI CTYAEHTA M OLEHKA JOCTHKEHHS
pesyibTaTa 4epes:

- AKTUBHOC Y4aCTUC B XOA€ 3aHATUA,

- YCTHBIM U MUCBMEHHBIN OIPOC;

- 3aJJaHUs ISl CAMOCTOATENIbHOM padoThl;

OcBoeHHBIC yMEHUS

YMeTb 0pOpMITSITE U TPOBEPSATH MPABHIBHOCTD
o OopMIIEHUS TOKyMEHTAIIUN B COOTBETCTBHH C
YCTaHOBJICHHBIMH TPeOOBaHHUSIMH, B T.4.
MCTONB3Ysl HH)OPMAIIMOHHBIE TEXHOJIOTHH;

YMeTh MPOBOANTH aBTOMATH3HPOBAHHYIO
00pabOTKy JOKYMEHTOB;

OCYHICCTBJIATD XPAHCHUC W ITOUCK NJOKYMCHTOB,

WCIIOIb30BaTh TEJIEKOMMYHHKAIIOHHBIE
TEXHOJIOTHH B DJIEKTPOHHOM
JOKYMEHT0000poTe.

HaGmionenne 3a JAEATENBHOCTBIO B MPOLECCE OCBOCHHS
NPOrpaMMbl JUCLHUIUIMHBI CTYAEHTa M OLEHKA JOCTHKEHHS
pesyJbTaTa yepes:

- aKTUBHOE Y4acTHE B XOJI€ 3aHITHS;

- YCTHBIM U MUCBMEHHBIN OIPOC;

- pelIeHyre 3a/1a4 Ha IPAaKTUIECKUX 3aHATHSAX;

- 3a/1aHMS U CAMOCTOSITEIbHON paboThI;

Wtoroeiii KOHTPOIb: AU ¢epeHIPOBAHHBIH 3a4eT

ABTOP:

penogaBarens Koanemxa UU (puamana) ®I'bOY BO «BI'Y» Y.B.AcradbeBa




