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oOpa3oBanus u Hayku Poccuiickoit ®@enepauun ot 12 mas 2014 r. N 486 "O0
YTBEPKJIECHUU (PeAepaTbHOr0 TroCcyJapCTBEHHOTO 00pa3oBaTeIbHOIO CTaHAapTa
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1. MACIIOPT IPUMEPHOM AJANITUPOBAHHON IIPOT'PAMMBI
Y4eOHOM AMCUUIIMHBI «[OKyMEHTAMOHHOE o0ecleyeHue yIpaBIeHUsD)

1.1. O6sacTh npUMeHeHHUs NPOrPAMMBI.

[IpumepHas aZanTUpOBaHHAs nporpaMmma yueOHOI TV CUUTLIAHBI
«/lokymeHTanmonHoe  oOecneyeHre  YIpaBiICHUS»  SBIAETCS  YacTbIO
aJanTUPOBAaHHOMN npodeccroHaabHOM  00pa3oBaTEeNbHON MpOrpaMMbl B
coorBerctBUM ¢ PI'OC  CIIO no cneumanbHoctn 21.02.05 3emenbHO —
HMYLIeCTBEHHbIE oTHOIeHus1 (0a3oBasi MOATOTOBKA), BXONAIIEH B
yKpynHeHHyr rpynny cneuunanbsHocted 21.00.00 IlpuxkiaagnHasi reoJiorus,
ropHoOe 1eJ10, HepTerasoBoe 1eJ10 U reoae3ms.

[IpumepHast aganTupoBaHHAs MporpaMMa Y4eOHOW JUCIUILIMHBI MOXET OBITh
UCIIOJIb30BaHAB  JIOMOJIHUTEIHPHOM  MPOdeCCHOHAIbHOM  o0Opa3oBaHuu (B
mporpaMMax — TMOBBIIMICHHWS  KBAIU(PUKAIMU HW  TEPENOATOTOBKH) j3(0)
criermaiabHOoCTH 21.02.05 «3eMenbHO-UMYIIECTBEHHBIE OTHOIIIEHUSI».

1.2. MecTo yueOHOH TUCHMIUIMHBI B CTPYKTYpPe OCHOBHOM NPO(hecCHoHaATbHOM
0o0pa30oBaTeJbHON NMPOrpaMMbl: TUCIUIUIUHA BXOAUT B MPOGeCCUOHANBHBINA IIUKII
Kak obmienpodeccuoHanbHas TUCIUILIAHA.

1.3. Heau u 3agaum y4yeOHOM AUCHMILIMHBI — TPeOOBaHMS K pe3yJbTaTaM
OCBOEHMUS TUCIHUIIUHBI:

B pe3ynbraTe OCBOGHMsSI TNPUMEPHOW aJaNTUPOBAHHON Y4YeOHOW JUCIUILIMHBI
CTYAEHT JOJKEH_YMETh:

V. 1.0hopMasaTh JTOKYMEHTAIIMIO B COOTBETCTBHMM C HOPMATHBHOW 0a30M,
UCIIOJIb3YSI HHPOPMAIIMOHHBIE TEXHOJIOTHH.

V.2. OcymiecTBIATh aBTOMATH3AIMI0 00paOOTKU TOKYMEHTOB.

V.3, YHudunupoBaTh CUCTEMBI IOKYMEHTAIIUH.

V4. OcyiecTBIsITh XpaHEHUE U MTOUCK IOKYMEHTOB.

V.5.Ucnonb30BaTh TEIEKOMMYHUKALWMOHHBIE TEXHOJOTMU B 3JIEKTPOHHOM
JTIOKyMEHTO000pOTE.

B pesynbrare ocBoeHMs yueOHON JUCHUIUIMHBI CTYACHT JAOJIKEH 3HATh:

3.1. [lonsTue, uenu, 3aaa4u U IPUHIUIIBI 1€JI0NPOU3BO/ICTBA.

3.2. OCHOBHBIC MTOHATHUS JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABICHHS.

3.3 . CucteMy U THUIIOBYIO T€XHOJOTHIO JOKYMEHTAIIMOHHOTO OOECIICUCHUS
ynpasienus (naiee J10Y).

3.4. Knaccugukanuo 10KyMEHTOB.

3.5. TpeboBaHus K COCTaBICHUIO U OPOPMIICHUIO JOKYMEHTOB.



3.6. Opranuzanuio JOKyMEHTOOOOpOoTa: mpueM, o0pabOTKy, pEerucTpaluio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATYpY JIeIl.
CrenuanuctT 1o 3eMENbHO-UMYIIECTBEHHBIM OTHOIICHUSAM JOJIKEH
007a1aTh OOIIMMH KOMITIETCHIIMSIMH, BKIFOYAIOIIUMU B c€0sI CITOCOOHOCTB:

OK 1. IloHuMaTh CYIIHOCTb U COIMAIbHYIO 3HAYMMOCTh CBOEH OynyIieit
npodeccuu, MPOsIBIATH K HEH
YCTONYUBBIN UHTEPEC.
OK 2. Ananu3upoBarh COMATBHO-3KOHOMHUYECKHUE U MOJIUTHYECKHE TPOOIeMbl U
POLECCHI,
UCIOJIb30BaTh METO/Ibl TYMaHUTAPHO-COLIMOJIOTUYECKUX HAYK B Pa3IMYHbIX BUAAX
npodeccuoHaIbHON U
COIIMAJILHOM NESITEILHOCTH.
OK 3. Opranu3oBbIBaTh CBOIO COOCTBEHHYIO JAESATENBHOCTD, OMPEAEISATh METOIbI U
CriocOObI BBITIOTHEHUS
OK 4. Pemrats npo0GsieMbl, OIICHUBATh PUCKU U IPUHUMATh PEIICHUS B
HECTaHJIAPTHBIX CUTYaIIHSX.
OK 5. OcymiecTBiaTh MOUCK, aHATIU3 U OLICHKY WH(OpMaIUKA, HEOOXOIUMOM J1JIs
MOCTAaHOBKH M PEIICHUS
npodeccuoHaIbHBIX 3a/1a4, NPO(hEeCCUOHANTBHOTO U JUYHOCTHOTO Pa3BUTHS.
OK 6. PaGoTtath B KOJUIEKTUBE U KOMaH/Ie, 00eCcIeunBaTh €€ CIJIOUeHHE,
3 PeKTUBHO OOIIATHCS C
KOJUIEraMu, pyKOBOJICTBOM, MOTPEOUTEISIMU.
OK 7. CaMoCTOSITENIBHO ONPENesITh 3a1a4u MpodheCcCHOHANIBHOTO U TUYHOCTHOTO
pa3BUTHSA, 3aHUMATHCS
caMm000pa3zoBaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIIICHUE KBATU(DHUKAIIUH.
OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTHI B IPO()ECCHOHATBLHOM 1eITeTbHOCTH.
OK 9. YBaxuTenbHo U 6epeKHO OTHOCUTHCS K UCTOPUUYECKOMY HACIIETUIO U
KyJIbTYPHBIM TPAJIULIHIM,
TOJIEPAHTHO BOCIIPUHUMATh COLMAJIbHBIE U KYJIbTYPHBIE TPAIULIMH.
OK 10. Cobmroiath nmpaBmiia TEXHUKHA 0€30MMaCHOCTH, HECTH OTBETCTBEHHOCTD 3a
OpraHU3alHUIo

Crnenmuanuct 1o 3€MEelbHO-UMYIIECTBEHHBIM OTHOILUEHHS JIOJIKEH
o0nagaTh MPOPECCHOHAIBHBIMUA KOMIIETCHIIUSIMH, COOTBETCTBYIOIIMM BHIaM
NEeATEIbHOCTH

5.2.1. YnpaBnenue 3eMeNbHO-UMYIIECTBEHHBIM KOMIIJIEKCOM.

I1K 1.1. CocTaBnsaTh 3eMeNbHBINA OaNaHC palioHa.

[1K 1.2. [ToaroTaBamBaTh JOKYMEHTAIHMIO, HEOOXOIUMYIO JJISI IPUHSITHS
YIPABICHYECKUX PEIIEHUN MO

AKCIUTyaTalluu U Pa3BUTHIO TEPPUTOPHUN.

[IK 1.3. I'0OTOBHUTH NMPEITOKEHUS IO ONPEAETECHUIO SKOHOMUYECKON

3 PEeKTUBHOCTHU UCIIOIB30BaAHUS

HMMEIOLIETOCS HEJBU)KUMOT'0 UMYIIECTBA.



IIK 1.4. YyacTBOBaTH B IPOEKTUPOBAHUH U aHAIN3€ COLUAIBHO-3KOHOMUYECKOTO
Pa3BUTHS TEPPUTOPHUHU.
IIK 1.5. OcymecTBiassTh MOHUTOPUHT 3€MENb TEPPUTOPHUHU.

5.2. CrnenuanucT 1o 3eMeJIbHO-UMYIIIECTBEHHBIM OTHOILICHUSIM 0a30BOM
MOJATOTOBKH JOJDKEH 001a/1aTh

npo¢eCCUOHATLHBIMU KOMIIETEHIIUSIMU, COOTBETCTBYIOIIIUMU BHUIaM
NEATENbHOCTH

5.2.1. YopaBneHue 3eMeNbHO-UMYILIECTBEHHBIM KOMIUIEKCOM.

IIK 1.1. CoctaBnsTh 3eMeNnbHBIN OalaHC paiioHa.

I1IK 1.2. [ToaroraBnuBaTh JOKYMEHTAINIO, HEOOXOIUMYIO JJIsI TIPUHSATHUS
YIPaBJICHYECKUX PEIICHUN 1O

AKCIUTyaTalluu U Pa3BUTHUIO TEPPUTOPHIL.

IIK 1.3. ['0TOBUTH NPEIOKEHUS IO ONPEIEIICHUI0 YKOHOMUYECKOM

() PEKTUBHOCTHU UCIIOTB30BaAHUS

MMEIOLIETOCA HEABUKUMOTO UMYIIIECTBA.

IIK 1.4. YyacTBOBaTh B MPOCKTUPOBAHUM U AHAIN3E COLIMATLHO-3KOHOMUYECKOTO
Pa3BUTHUS TEPPUTOPHH.

IIK 1.5. OcymiecTBisiTb MOHUTOPUHT 3€MEIIb TEPPUTOPHH.

5.2.2. OcyliecTBIEHNUE KaJaCTPOBBIX OTHOIICHUH.

[IK 2.1. BeIOIHATH KOMIUIEKC KaIaCTPOBBIX MPOLIEAYP.

IIK 2.2. Onpenenars KaaaCTPOBYIO CTOUMOCTb 3€MEb.

I1K 2.3. BBINIOJTHATH KaaCTPOBYIO CHEMKY.

I1K 2.4. OcymecTBasATh KaJaCTPOBBIM M TEXHHUYECKUN YIET 0OBEKTOB
HEJBUKUMOCTH.

IIK 2.5. ®opmupoBaTh KaJlaCTPOBOE AEJO.

5.2.3. Kaprorpado-reoaeznyeckoe COnpoBOXKICHUE 36MEITbHO-UMYIIIECTBEHHBIX
OTHOILICHUH.

I1K 3.1. BeimonHATE paboTHI 10 KapTOrpado-reo1e3nIeCKOMy 00eCIIeUECHUTO
TEPPUTOPUH, CO3/1aBAThH

rpadudeckue MaTepuanbl.

I1K 3.2. cnionb30BaTh roCyIapCTBEHHBIEC T'€0/I€3UUECKUE CETH U UHBIE CETU JIJIA
MIPOU3BOACTBA

KapTorpad0-reoie3nYeCKux padoT.

I1K 3.3. Mcronp30BaTh B MPAKTHYECKON AEATEILHOCTA reOMH()OPMAIIMOHHBIC
CHUCTEMBI.

[1K 3.4. OnpenensiTe KOOPAUHATHI TPAHUILL 3€MENIbHBIX YYACTKOB M BBIYUCIISITh MX
TUJIOIATH.

[1K 3.5. BoIoONHITE TOBEPKY U FOCTHPOBKY T'€0/IE3NIECKUX MMPUOOPOB U
WHCTPYMEHTOB.

5.2.4. OnpeneneHre CTOMMOCTH HEJABUKUMOIO UMYIIIECTBA.

IIK 4.1. OcymiecTBasiTh cOOp U 00pabOTKYy HEOOXOAMMOM U JOCTATOYHOMN
uHopMmanu 00 00beKTe

OLICHKU U AaHAJIOTUYHBIX 00BEKTAX.



[1IK 4.2. [Ipou3BOAUTH pacyeThl M0 OLIEHKE 00BEKTA OLEHKH Ha OCHOBE
MPUMEHUMBIX MTOJIXO/I0B U

METO/I0B OLICHKH.

[1IK 4.3. O0001aTh pe3ynbTaThl, HOJYYEHHbIE IOJIX0JaMHU, U JaBaTh
000CHOBaHHOE 3aKJIFOUYEHUE 00

UTOTOBOM BEJIMUYMHE CTOMMOCTH OOBEKTA OLICHKHU.

IIK 4.4. PaccunTbiBaTh CMETHYIO CTOUMOCTbD 3[JaHUNM U COOPY’KEHHI B
COOTBETCTBUMU C ACHUCTBYIOLIUMU

HOPMATHUBAaMU U NPUMEHSIEMbIMH METOJUKAMM.

[1K 4.5. KnaccuduuupoBath 31aHHs U COOPYKEHUS B COOTBETCTBUH C MPUHATON
TUIIOJIOTUEH.

[1IK 4.6. OpopMAsATh OLIEHOYHYIO TOKYMEHTALIMIO B COOTBETCTBUU C
TpeOOBaHUSAMH HOPMATUBHBIX AKTOB,

1.4. Pexkomenayemoe KOJHYECTBO 4YacOB Ha OCBOCHHMEe INPUMEPHOM
aJanTHPOBAHHOI NMPOrpaMMbl Y4eOHOH TUCHUNIMHBI:

MaKCUMaJIbHOHN ydeOHOM Harpy3ku oOydatomierocsi — 102 gaca B ToM yucie:
00s13aTeTbHON ayTMTOPHON YaeOHOW HATpy3KH 00ydJaromerocs - 68 4acos;
caMOCTOSITeILHON paboThl oOyuaromierocs - 34 dJaca.



2. CTPYKTYPA U IPUMEPHOE COJAEP KAHUE YYEBHOM

JANCHUIIJIMHBI
2.1. O0bem yueOHOM JMCHUILIMHBI M BBl Y4eOHOH padoThbl
Bua yyeOHoOM padoThI Konanuects
0 4YacoB
MakcumasbHasi yueOHasi Harpy3ka (Bcero) 102
O0s13aTesibHasi ayIMTOPHAasi yueOHAasi HATpPYy3Ka (Bcero) 68
B TOM YHCJIE:
nabopaTopHbIe pabOTHI -
MPAKTUYECKUE 3aHATHS 16
KOHTPOJIbHBIE PAOOTHI
CamocTosiTeqibHas paboTa o0yyariierocs (Bcero) 34
B TOM YHUCJIE:
UHAUBUAYATbHOE 3a1aHHE
BHEAYIUTOPHON CAMOCTOSATENbHON pabOThI 34

Hroromasi arrectaums B popme audGepeHIpoBaHHOTO 3aUeTa

2.2. TlpuMepHbIi TeMAaTH4YECKHI IUVIAH U cOJep:KaHue Y4eOHOH JUCIUIITIMHBI

«/lokyMeHTalMOHHOE o0ecnieYeHHne YIPaBJIeHH

HaumeHnoBaHue pa3esioB Conep:kanmne y4eOHOT0 O0be | YpoBen
U TeM MartepuaJja, 1a6opaTopHbIie M b
padoThI U NPaKTHYECKHE 4acoB | OCBOECHH
3aHATHS, CAMOCTONATEIbHASA |
pabora 00y4aromuxcs
BBE/IEHHE. 3HauEeHUE U COAECPIKAHUE 2
JUCITUTUTHBI
«JloKkyMEeHTallHOHHOE
oOecrieueHne yrnpaBieHUs» U €€
CBSI3b C IPYTUMH TUCLUILUITMHAMUA
001eo0pa3oBaTeIbHOTO
CIEMAJIBHOTO ITUKJIA.
Pa3nen 1. 48
JlokyMeHTHpOBaHuE
YIIPaBIEHYECKOU
NESATEIbHOCTH.
Tema 1.1.Crioco0wi | [ToHsITHE TEPMHUHOB «JTOKYMEHT, 2 1
CO3JaHusl U (PYHKUHH | «IOKYMEHTUPOBAHUE,
JIOKYMEHTOB. «JIOKYMEHTAllMOHHOE
obOecrieyeHue yrnpaBiaeHUs.
Uctopusi  pa3BUTHS  HAYUYHBIX
MPECTABICHUN 0
JOKYMEHTaIIMOHHOM




o0ecrieyeHuun yIpaBJICHUS.
CoBpeMeHHOE COCTOSIHUE
JOKYMEHTAIIHOHHOTO
oOecrieueHus yrnpaBieHUs.
HopmartuBHo-nipaBoBas 0aza
OpraHM3aInu
JOKYMEHTAIIHOHHOTO
o0OecrieueHusi yNpaBJIeHUs Kak
OCHOBa TEXHOJIOTUU TIPOIIECCOB

yTIpaBJICHHS.
I'ocynapcTBenHas cucreMa
JOKYMEHTAI[HOHHOTO

oOecrieueHus yIpaBJiIeHUs
TCa0oy) — cBoax mpaBwui,
yCTaHaBIMBAIOIIUX €/IMHbIC
TpeOoBaHus K
JTOKYMEHTHPOBAHUIO

yIPaBJICHUYECKON JEATEITHHOCTH H
OpraHu3aIu paboThI c
JOKYMEHTaMHU Ha TPEANPUSTHIX
Pas3INYHbIX OpraHU3aI[MOHHO-

PaBOBBIX (HOPM.

CamocTosiTeqibHAsI padoTa 10
o0y4arouuxcsi: TOJIroTOBKa
COOOIIEHUH 110 UCTOPUH
JIEJIOTIPOU3BOJICTBA.
Tema 1.2.Vaudukamms CocraB ynpaBieHUYECKUX 2
UCTaHIapTU3AIIHS. nokyMmeHToB. [ToHsiTue cuctem
YHudbunupoBaHHbIe JIOKYMEHTAIIHH.
CUCTEMBI JOKyMEHTalUul. | OYHKIHUOHAJIBHBIE U OTPACIIEBBIC
Knaccuduxanus CHUCTEMBI JOKYMEHTAIIHNH.
JIOKYMEHTOB. YuudunupoBanHas cucreMa
OpraHU3alMOHHO-
pacnopsiAUTENbHON
nokymenTtauuu (OPJT). TOCTBI
Ha OPJI.
Tema 1.3. [IpaBuna Dopmysip-oOpaserr 6

o opMIICHHS JOKYMEHTOB.

OpraHU3alMOHHO-
pacnopsAuTENbHbBIX TOKYMEHTOB;
o01111e CBEJICHUS O PEKBU3UTAX;
OJIaHKU JJOKYMEHTOB; TpeOOBaHUs
K 0(hOpMIIEHUIO
OpraHU3alOHHO-
pacrnopsiIUTEIbHbBIX TOKYMEHTOB.




IIpakTHyeckoe 3ansTue:
«Odopmiienue hopmynspa-
oOpa3na JoKyMeHTa Ha Oymare
b.Ad».

IIpakTHyeckoe 3aHATHE: « 2
CocraBiieHue 0JIaHKOB
JIOKYyMEHTOB C YTJIOBBIM U
IIPOJIOJIEHBIM PACIION0KEHUEM
PEKBH3UTOBY.
CamocTosiTesibHAS 4
pa6oraPa3paboTraTh anroputm
o OopMIICHUSI PEKBU3UTOB
JIOKYMECHTA.

Tema 1.4. TpeboBanue «  odopmieHuio | 24

OpraHu3aIoHHO- JIOKYMEHTOB.

pacnopsIuTeIbHbIC Knaccudukanus

JOKYMECHTBI. OpraHU3aIHOHHO-
pacnopsauTEIbHON
JIOKYMCHTAITHH:
OpraHu3alMOHHEIC,
pacnopsIuTeNbHbIC, CIPAaBOYHO-
UH(GOpPMAIOHHBIE.
OpraHu3aioHHble TOKYMEHTHI —
yCTaB, YUYpPEIUTENIbHBIN TOTOBOP,
MOJIOKEHHE, npaBuiIa
BHYTPEHHETO TPYZOBOTO
pacrnopsika.
PacniopsiautenbHbie JOKYMEHTHI —
MIPUKA3HI, pacnopsKeHus,
yKa3aHwusl, MIOCTaHOBJICHUS,
peIIeHUs, HHCTPYKITUH.
[IpoTokon
CnpaBo4yHO-UH(DOPMAITMOHHBIE
JIOKYMEHTHI: JOKJTaTHAsI
(crmyxeOHas) 3aIncKa,
OOBACHUTENBHAS 3allMCKa, akT,
CIIpaBKa, CJIy)XEOHbIE THCHMA,
daxkc, TeJerpamMmma,
TenepoHOrpaMma.
CamocTrosiTeqbHAS padora | 18
o0yyaroimmxcs: CTYAEHTOB:

COCTaBJICHUE MPOEKTOB MPUKA30B,
JOKJIAHBIX U OOBSICHUTEIBHBIX
3allUCOK,  aKTa,  CIIY>KE€OHBIX
MMCEM, YEPHOBHUKOB ITPOTOKOJIOB.




IIpakTHyeckoe 3ansTue:
«O3HaKOMJIEHUECOPTaHU3ALIMOHH
BIMH  JIOKyMEHTaMH,  aHaJlu3
CTPYKTYpBI ux TEKCTa,
PABMWIBHOCTD 0()OPMIICHUSD;

- «Cocrapnienre u odpopmieHUE
IIpyKasa 10 OCHOBHOM
NEeATENbHOCTU PEANPUATUS;

- «CocraBnenre U ohopmieHHE
JOKJIaHOW W OOBICHUTEIbHON
3aMUCKNY;

- «CocraBnenre U odopmieHHE
aKTay;

- «CocraBnenre U odopmieHHe
IPOTOKOJIAY;

- «CocraBnenre U odopmieHHe
CITY’KE€OHBIX ITUCEM;

- «CocraBnenre U ohopmieHHe
CIIPABOK»
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Tema 1.5. JIokyMeHTHI IO
TPYJOBBIM OTHOIIICHUSM.

JIOKyMEHTHpOBaHUE  TPYIOBBIX
npaBooTHomieHuii. CoctaB o
O0COOCHHOCTH odopmiIeHUs
JIOKYMEHTOB o JTUYHOMY
COCTaBy. KommnexkroBanue
JUYHOTO jena. ABrobuorpadus.
Pestome. 3asBneHus o mpueMe Ha
paboty. IIpukaspl MO JUIHOMY
COCTaBy.

CamocTrosiTeqbHASA padora
o0yvyaromuxcs: CTYAECHTOB:
coctaBieHne U  odopmieHue
3asBJICHUS O MpUEME Ha padoTy,
aBrobuorpadum, pe3roMe.
Hcnons3oBaHue mabioHa
pe3oMe.

IIpakTuyeckoe 3aHfATHE:
«CocraBnenue
nopopMIICHHE TIpUKa3a TI0
JMYHOMY COCTaBY»

Tema 1.6. JloroBopHO-
MpaBoBas JOKyMEHTAIUS

[lonsitust moroBopa (KOHTpakTa),
COTJIallleHHE, MIPOTOKOJIA.
TunoBas  Qgopma  KOHTpakrTa.
OcHOBHbBIE pa3zieNbl KOHTpakKTa.
Bunsr JIOTOBOPOB: KYIUIH-




OpOJAXH, MEHBI, IMOCTaBKH, Ha
BO3ME3JHOE  OKa3aHWE  YCIHYT,
HNOpPYYEHHUSI, KOMUCCHH U JIP.

JIOKyMEHTBI oopMIsOILINE
HOPSAOK PAacCMOTPEHMsS CIIOPOB
MEXAY HOPUINYECKHUMH JHUIaMU.

[IpaBuiia opopmieHus
NPETeH3UOHHBIX nTuceM. OOpa3ibl
MPETEH3UH K  TEPEBO3YMKY.
DopMysp OT3bIBa Ha

npeteH3uto. OOpasiibl OT3HIBOB.
DopMyJIIp MCKOBOTO 3asIBJICHUA.
TpeboBanuss kK  0pOPMIICHUIO
MCKOBBIX 3asBieHUM. [lopsaok
HampaBiieHuss u  0hOopMIICHUS
OT3bIBA HA MCKOBOE 3asIBJICHUE.

IIpakTnyeckue 3aHATHS: 6
CocraBnenue u 0oopMIICHHE
JIOTOBOPOB, IPETCH3NOHHO-
VCKOBOM JOKYMCHTAIIHH.
Paznea 2. Opranuzanus 18
paboThI C IOKYMEHTaMHU.
Tema 2.1.Cnyx0a Cnyx6a JIOY. IlpaBoBbie aKTbhl 4
JOKYMEHTallMOHHOTO periiaMeHTUP YOI paboThI
obecrieuenus ynpasieHus. | ciayk0sl JIOY, pyHkmumu cimyxonl
TpeGoBanus JOVY. CoctraB u yder oObema
OpraHHu3aIuu JOKyMEHTO000pOTa MPeapUsITUI
JTOKyMEHTOO000pOTA. U OpraHu3anui., TMPUHIHUIIBI
OopraHu3aluu
JOKyMEHTO000pOTa,  OCHOBHBIE
MOTOKH JIOKYMEHTOB.
CamocrosiTeqbHAs padora 4
o0yvyaromuxcs: pabora c
KypHajIamMu perucTpanuu
BXOJISAIIUAX u UCXOJSTITNX
JIOKYMEHTAIUH.
Tema 2.2. Opranuzanus paboThI c 4
Opranuzanusnpuema, JOKYMEHTAlMEN, MOCTYNAUIEN B
PacCCMOTPEHHUS U YUPEXKICHHUSI, MPEANPUATHSA,
pPETHCTpAINK JJOKYMEHTOB. | OpTaHU3AIMK;, TPUEM BXOJSIIIHAX
JOKyMEHTOB,  DKCIECIUIIMOHHAS
o0paboTka, MpeaBapUTEIbLHOE
paccMOTpEHHEe M pacipeesieHue,
perucTpanus, paccMoTpeHue

JIOKYMEHTOB PYKOBOJCTBOM.




IIpakTHyeckas padora:

Tema2.3.udpopmaiionHo
-cripaBoYHas padoTa,
KOHTPOJIb UCTIOJIHEHUS
NOKyMeHTOB. OpraHu3anus
OTIPABKH UCXOSAIINX
JOKYMEHTOB.

HNupopmarnmoHHo-cripaBovHast

pabora C JOKYMEHTAMH.
Ilepenaua HOKYMEHTOB BHYTpHU
Opra’u3aluu. KonTponp
VCITOJTHEHUS JOKYMEHTOB.
Opranuzanus 151 TEXHUKA

KOHTPOJIA HCIIOJITHCHUA. Tumnossie
u WHAWBUAYAJIbHBIC CpOKH

VCIIOJTHEHHUS JIOKYMEHTOB.
Cucrema ACKUWJ
(aBTOMATU3UPOBAHHBIN KOHTPOJb
VCIIOJTHEHHS JIOKYMEHTOB).
Otanbl  00paOOTKH  HMCXOJSIIEH
KOPPECTIOHICHITUH.

Tema 2.4. Opranuzaius
OTIEPATHUBHOTO XpaHEHUS
JIOKyMEHTA.

Cucremaru3anus JOKYMECHTOB U
ux xpanenue. Homenknarypa
nen. UHauBuIyaabHbIC,
CBOJIHBIC, TIPUMEPHBIC M TUIIOBHIE
HOMCHKJIATYPBI JCII.
OdopmiieHrie HOMEHKIIATYPbI
nen. TpeboBanus k
dbopmMupoBaHUIO U 0HOPMIICHUIO
nen. XpaHeHue JOKYMEHTOB B
CTPYKTYPHBIX MOAPA3ACICHUSIX.

IIpakTHyeckue 3aHATHA:
COCTaBJICHHNE HOMCHKJIATYPHI JCII.
Tema 2.5. IloagroroBka DKcnepTu3a LICHHOCTH

JOKYMEHTOB K apXUBHOMY
XpaHEHHUIO.

JTIOKyMEHTOB. lloaroroBka men k
cJlaye B BEJIOMCTBECHHBIN apXUB.

3aKkoHOAATENbHBIC aKTBI u
HOPMaTUBHO-METOJUYECKHE
JIOKYMEHTBI denepanbHOU
apxuBHOU ciyx)O0bl Poccum 1o
apXUBHOMY XPaHEHUIO
JIOKYMEHTOB.

Bzaumopeticraue ciyx6 IOV u
BEJIOMCTBEHHBIX apXUBOB IIPH
(dbopMUPOBaHUN OCHOBHI JIJIS
MOCJICYIOIIETO XpaHCHUS 1
UCITOJTH30BaHMS JOKYMEHTOB.
EnunctBO TpeboBaHmit K
XPaHCHUIO IOKYMCHTAIIUHU B
JIEJIOTPOU3BOJICTBE U apXHUBE.

Tema 2.6. Opranuzanus

Opranuzaiust paboThl ¢




paboThl C OOpALLIEHUAMHU oOpalieHUsIMU TpaXKaaH.
rpaxxnad.Konpunenuuans | @enepanbHblii 3aKk0H «O nopsiake
HbIE IOKYMEHTBHI. paccMoTpeHust oOpanieHui
rpaxaad PO» Ne59-®3 ot 2 mas
2006 r. ObOpareHue rpaxaaHuHa
— NOHATHE. 3asBJICHHE, JKa100a,
X0J1aTaMCcTBO, IIECTULIMS,
IpeajoKeHue. JINUHbIi npuemM
rpaxxaad. Opranuzanus paboThl ¢
JOKYMEHTaMH, UMEIOUTUMHU
rpudsl OrpaHUYEHUS JOCTYTA.
denepanbhbiid 3ak0H Ne 149-03
« O6 unpopmaruu,
UH(OPMAIIMOHHBIX TEXHOJIOTHSIX
U 0 3aIIMTe UHPOpMALIUN».
l'ocynapcTeennas taitHa,
KommMmepueckas Talina,
KOH(UICHIIUATBHBIE IOKYMEHTHI.

Bcero 68

JIJIsi XapaKTepUCTUKH YPOBHS OCBOCHHS Y4YeOHOrO MaTepuaja HCIOJIb3YIOTCS
ClIeyroIue 0003HAUCHUS

1. 03HaKOMUTENBHBIH (y3HABAaHWE paHEe U3yUYEHHBIX OOBEKTOB, CBOHCTR);

2. penpoIyKTUBHBIN (BBIIOJHEHHUE JEATSIBHOCTH MO 00pasily, WHCTPYKIUN WIIH
0] PYKOBOJICTBOM )

3.IpOaYKTHBHBIHN (TNITAHUPOBAHUE U CAMOCTOSITEITLHOE BBITIOTHEHHE JIEATEITHHOCTH,
pelieHre nmpooJIEMHBIX 3a/1a4)

3. YCJIOBUS PEAJIM3AIIMMA ITPUMEPHOM AJAIITUPOBAHHOM
YUYEBHOM JUCHUITJIMHBI

3.1. TpeGoBanussi K MHHUMAJIBHOMY  MATEPUHAJbHO-TEXHUYECKOMY
o0ecre4eHH IO

Peanuzanms y4eOHOW AWCHMIUIMHBI TpeOyeT Hamuuwsi Yy4deOHOro KkaOwHeTa
«/loKyMEeHTalIMOHHOTO 00ECIIEUEHHUs YIIPABICHUS.

OO6opynoBaHnue yueOHOTo KabMHeTa:

- I0CaJI0YHBIE MECTA MO KOJIUYECTBY O0YUaIOIINXCS;

- pabouee MeCTO Mpeno/iaBaTes;

- KOMIUIEKT Y4Ye€OHO-HATJISIAHBIX TOCOOMN «J[OKyMEHTAaIMOHHOTO OOeCIeUeHUs
YIPaBICHUS.




TexHuueckue cpeactra oOydeHUS:

- KOMIIBIOTEp C  JIMIICH3WOHHBIM  TMPOTPAMMHBIM  OOECIICUeHHEM U
MYJIBTUMETAATIPOCKTOP:

- TOYKa JIOCTYyIa B MHTEPHET.

JIitst 00y4aronuxcsi ¢ HapyIICHUSIMU CITyXa JIOJDKHBI OBITh OpTraHU30BaHBI:

- 0e3bapbepHas cpena,

- TEXHHYECKHE CPEJCTBA OOYYEHUS IJIsi OOYYAIOIIMXCSA C Pa3IUYHBIMH BHUIAMU
OTpaHUYCHHUS 370POBBS;

- B KaOWHETe TPEAYCMOTPEHBI pEryJupyeMble KOMIIBIOTEPHBIC Kpecia,
WHAVUBUAYAJTbHBIC CTOJBI  O0ECIICUMBAIOIINE PEATH3ANNI0 IPrOHOMHUYCCKUX
IIPUHIIAIIOB.

3.2.AndopmannoHHoe obecrieyeHne 00ydeHust
Ilepeyenr pexoMeHayeMbIX Y4eOHbIX wu3aaHuii, WHTepHeT-pecypcos,
JAOINOJHUTEJIBbHOM JIUTEPATYPHI

OCHOBHBIC UCTOYHUKHU:
1. «O6 nndopmanuu, THGOPMAITUOHHBIX TEXHOJIOTUSAX U O 3alIUTe HHPOpMAITINY.
®denepanbublii 3akoH PO ot 27.07.2013 Ne 149-D3.
2IT'0CT P51141-98. [denonpous3BOACTBO M apxXUBHOE neyio. TepMHHBI U
onpenenenus. -M.: M3n-Bo ctangaptos, 2013.
3.'OCTP.6.30-2003.YauduupoBaHHas CUCTEMBI JIOKYMEHTAIUH.
VYuudunupoBanHas cucrtema OpraHU3alMOHHO-PACIOPSIANTEILHON
JOKyMeHTanuu. TpeOoBaHue K  OQOPMIICHHIO JTOKYMEHTOB. Y TBEpXKJCH
noctaHoBienueMm I'occrtanmapra P® ot 03.03.2003 Ne65-ct. — M.: U3n-Bo
crangapTos, 2013.
4. TumoBass MHCTPYKUIUA TIO JIEJONMPOU3BOJACTBY B (eaepaabHbIX OpraHax
UCIIOJIHUTEIIbHOM BJIACTH. YTBepxkAeHa IpukazoM DenepasbHON apXUBHOU
ciyx0b1 Poccuu ot 27.11.200 Ne68. — M., 2013.
5. AugpesHoBa B.B. Kak mpaBwibHO TOATOTOBUTH M O(QOpMHUTH mpuKa3 M.:
HNudpa, 2013.
6. Aunpeesa B.1. [JenonpousBoactso. — M., 2012.
7. bacakoB M.U. JlemompousBoactBo (JlokyMeHTalmoHHOE OOecTeueHue
ynpasienus) 2013 Jlamkos u K.
8. bacakoB M.U. Jlenonpou3BOACTBO U KOPPECHOHACHIMS B BOIIPOCAX U OTBETAX
2013 denmke.
13. Kupcanosa M.B., AxcenoB FO.M. Kypc nenonpousBoactsa. — M.: UHOPA-M;
HoBocubupck: Cubupckoe cornamienue, 2012,
14. Kupcanosa M.B. Jlenosas nepenucka M.: Uudpa, 2012.
15. KupcanoBa M.B. Kypc nemonpousBoactsa: JJokyMeHTallMOHHOE OOECIIEUeHHE
ynpasienus M.: Uudpa, 2012
16. Ky3uenosa T.B. JlemonpousBoactso. — M., 2014.
17. Jlenkeuu JI.A. [lenonpousBoacTtBo, M3narenbckuil neHTp «Axanemus», 2013
19. IMaBmok JI.B. CnopaBoYHHK MO JOEJNONPOU3BOJICTBY, APXUBHOMY [y U
OCHOBaM paboTHI Ha KommbioTepe. — M., 2013.



20.  ITmenxo  A.B.  JlokyMeHTaUMOHHOE  OOECHEeYEeHHE  YIPABICHUS
(menompou3BoIcTBO). — M3narenbckuii eHTp «Akagemusi», 2013
21. Paspgopoxnbii A.A. JIOKyMEHTHPOBAaHHME YIIPABICHUYECKON IEATEIbHOCTH:
Vuyebnoe nmocodue. — M.: UHOPA-M, 2008.
22. Pymbinuna JILA. Jlenonpon3BoacTBO: YUeOHUK AJisi CTYIEHTOB YUPEXKACHUIM
cpeaHero mnpodeccuoHaabHOTO 00pa3oBaHUsA, OOYYAIOIIUXCA MO HOPUANYECKUM
CrenHaANbHOCTAM. — M3naTensckuil neHTp «Akanemus», 2014
JIONOJIHUTENBHBIE HCTOYHUKMU:

1. Kypnan «/lemonpou3BoacTBO».

2. Kypnan «CekpeTapckoe Aen0».

3. Kypnan «YnpaBieHUE NEPCOHATIOM.

HNuTepHeT-pecypcesl:
1. www.consuitant.ruCrnpaBounas npaBoBas cuctema «KoncymnbrantILirocy.
2. CnpaBouHas cuctema «l'apanm».

3. DnekTpoHHbIN yueOHbI Kypc 1OY
http://portal.tolgas.ru/edt/ef _eo/edt4399/index.htm?e=4399&sc=1784.

http://document-ved.ru

http://www.dist-cons.ru


http://portal.tolgas.ru/edt/ef_eo/edt4399/index.htm?e=4399&sc=1784
http://document-ved.ru/
http://www.dist-cons.ru/

4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUS
AJJAITUPOBAHHOM YYEBHOM JJUCIUIIJIUHBEI.

KonTposibu omeHka  pe3yibTaTOB  OCBOEHUS  Y4e€OHOM  JUCHUIUIUHBI
OCYLIECTBIIIETCS IPENOAABATENIEM B IPOLECCE MPOBEICHUS NPAKTUYECKUX
3aHSATUN, TECTUPOBAHUS, & TAKXKE BBITIOJIHEHUS 00YUYaIOMIUMUCA WHIUBUAYaTIbHBIX
3a1aHUH, TPOEKTOB, UCCIIEAOBAHUN.

JIist 00y4aronuxcs TIyXUX M CIIA00CIIBIIIAIINX, a TaK KE C HAPYIICHUSIMH PeYU
MIPY MPOBECHUS TPOMEKYTOUHOM aTTeCTAIllMA HEOOXOIMMO:
® HaJU4YKe 3BYKOYCHJIMBAIOIICH ammapaTypbl KOJUIGKTUBHOTO TOJIb30BaHMS,
py HEOOXOAMMOCTHU 00 yUYAIOIINMCSI IPEAOCTABISIETCS 3BYKOYCHIIMBAIOIIAS
anmaparypa HHIUBUIYaTbHOTO IOJb30BaHMS;
® Tak XXe, 10 MX JKCJIAHUI0, MPOMEKYTOUHAS aTTECTAIUS MOXKET TIPOBOAUTCS B
MUCbMEHHOU dopme;
[Tpr HEOOXOUMOCTH O0YYAFOIIIUMCSI TIPEIOCTABIISCTCS JOMOJTHUTEIILHOE BPEMS
JUTSI TIOJTOTOBKH OTBETA MIPH MPOXOMKJACHUH TPOMEKYTOYHOM aTTECTAIUH.



Pe3yabTaThl 00y4eHUs
(oCcBOCHHBIC YMEHUS1, YCBOCHHbIEC
3HAHUA)

DopMbI U METOAbI KOHTPOJIS H
OLICHKU Pe3yJibTATOB 00y4eHUsI

YMenus:

oQopMIIATH JOKYMEHTALNIO B
COOTBETCTBMM C HOpPMAaTUBHOW 0a30i, ¢
HCIIOJIb30BaHUEM MH(OPMAIIMOHHBIX
TE€XHOJIOTUH

NPaKTUYECKUE 3aHATHUS, BHEAYIUTOPHAS
camocTosiTenbHas paboTa

UCIIOJIb30BaTh YHU(DUIIMPOBAHHbBIE (POPMBI
JIOKYMEHTOB

IMPAKTUYCCKUEC 3aHATHA, BHCAYIUTOPHAA
CaMOCTOATCJIbHAA pa60Ta.

OCYIICCTBIIATH XpaHCHHUC )51 ITOHUCK
JOKYMCHTOB

NPAKTUYECKUE 3aHITHSI, BHEAYTUTOPHAS
camMocCTosATeIbHas padoTa, ayAUTOPHBIE
IPOBEPOYHBIE PAOOTHI

OCBaMBaTh TEXHOJIOTHH | IPAKTHYECKHUE 3aHATHS, BHCAYTUTOPHAS

aBTOMAaTHU3UPOBAHHOMN 00paboTKu | caMocTosTeIbHaAs padoTa

JTIOKYMEHTOB

UCIIOJIb30BaTh  TEJICKOMMYHHUKAIIMOHHBIC | TPAKTUYCCKUE 3aHITHSI, BHEAYIUTOPHAS

TEXHOJIOTUHT B AIIGKTPOHHOM | CAaMOCTOSITeNIbHAsI paboTa

JIOKYMEHTO000pOTE

3HaHuN:

NOHATHE, IeNH, 3aJa4d W TPHHIUII | ONPOC, BHEAyTUTOpHAS

JIEJIOTIPOM3BOJICTBA camocCTosTeIbHas padora

OCHOBHBIE TTOHATHS JOKYMEHTAIMOHHOTO | OIPOC, BHEAyTUTOPHAS

o0ecrieveHus yIpaBJICHHSI camocTosTeIbHas padora

CUCTEMBI JIOKyMEHTAIIMOHHOTO orpoc, BHEAYyTUTOPHAS

obecrieueHUs yIpaBICHUS caMOCTOsITeIbHas padoTa.

KIaccH(DHUKAIIIO JOKYMCHTOB orpoc, BHEAyTUTOPHAS
caMOCTOsITeIbHAs paboTa

TpeOOBaHUS K COCTaBJICHHIO U | ompoc, NIPAKTHYECKUE 3aHATHS,

0 OPMIICHUIO TOKYMEHTOB BHEAyJAUTOPHAs CaMOCTOATEbHAS
pabora

OPTaHM3AIHIO JOKYMEHTOO00pOTa: PUEM,
00paboTKa, perucTpanus, KOHTPOJIb,
XpaHCHHUE IOKYMEHTOB, HOMEHKJIATYPBI
aen

OTIPOC, MPAKTUYECKHUE 3AHSATHUSA,
BHEAYAUTOPHASI CAMOCTOSTENbHAS
paboTa, TECTUpOBAHUE




