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1. O0mas xapakTepucTHKa padoyeil MPOrpaMMbl JUCHUIIIMHBI
OI1.05 lokyMeHTaIBLHOE O00ecneuyeHne yIpaBJIeHUsI

1.1. MecTo AucuMINIMHBI B CTPYKTYpe 00pa30BaTeIbHON NPOrpaMMbl:

Hucnurmmuna OI1.05 fokymeHTanpHOE 00SCTICUCHHE YITPaBICHUS . SBISICTCS 00s3aTEIBbHOM
YacThIO MPOPECCHOHATBHOTO Y4eOHOT0 IIKIa 00pa30BaTeIbHON POTPAMMBI [0 CHEIHATBLHOCTH
21.02.05 3eMenbHO-UMYIIIECTBEHHBIE OTHOILICHUS
1.2. lleab ¥ nJIaHUpPYyeMble Pe3yJabTaThl 0CBOEHUS JHCIUTIMHBI:

B pesynbrate ocBoenus muctuiuinabl OI1.05 JlokyMeHTanmbHOE oOecrieueHHue YIpaBICHUS:
o0yJaronuiics JOMKEeH
ymemp:
-0OpMIISTh JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMAaTHBHOW 0a30ii, MCHOJIB3ysd HH(DOpMAIIMOHHBIC
TEXHOJIOTUH;
-OCYIIECTBIIATH aBTOMATU3AINI0 00PaOOTKHU TOKYMEHTOB;
-YHU(PHUIIMPOBATH CUCTEMBI IOKYMEHTAIUU;
-OCYUIECTBIIATh XpPaHEHUE U NTOUCK JOKYMEHTOB;
-OCYILECTBIISATh AaBTOMATH3AINI0 00pabOTKH JOKYMEHTOB;
-HCIO0JIH30BATH TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B AJIEKTPOHHOM JIOKYMEHTO000pOTE;
3Hamb:
-[IOHATHE, LEJIH, 3aJ1a4 U IPUHIIMIIBI 1€J0IPOU3BO/ICTBA;
-OCHOBHBIE TMIOHATHS JJOKYMEHTAI[HOHHOTO 00ECTICYCHUS yIIPABIICHHS,
-CHUCTEMBI JJOKYMEHTAlMOHHOI'O 00ECIICUEHNUs YIIPABIICHMUS;
-KJ1IacCU(UKALIUIO TOKYMEHTOB;
-TpeOOBaHUS K COCTABICHHUIO U ODOPMIICHUIO JOKYMEHTOB;
-OpraHu3aluioo JOKYMEHTOOOOpoTa: mpueM, oO0pabOTKy, pErucTpanuio, KOHTPOJb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYPY Jel
Ilepeyenn popMupyeMbIX KOMIIETEHIIHI
Obwue komnemenyuu (OK):
OK 1. [ToHumarth CyIIHOCTh U COMANBHYIO 3HAUUMOCTh CBOEH Oyayuiei npodeccuu, NposBIsATh K HEH
YCTOWYUBBIN UHTEPEC.
OK 2. Ananu3upoBaTh COLUUAIbHO-DKOHOMUYECKHE M MOJIUTHUYECKHE NPOOJIEMbl M IPOLECCHI,
HCMOJIb30BaTh METO/Ibl T'YMaHUTAPHO-COIIMOJIOTMYECKUX HAYK B pa3IMYHBIX BUJAX MPO(ecCHOHANTbHOM
Y COUHAIBHOM JAESATETbHOCTH.
OK 3. Opranu3oBblBaTh CBOK COOCTBEHHYIO JEATEIBHOCTb, ONpPENENsATh METOAbl M CHOCOOBI
BBITIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, OLIEHUBATh UX 3PPEKTUBHOCTh U KaueCTBO.
OK 4. Pematp npoOembl, OLIEHUBATh PUCKH U IPUHUMATD PEIICHUSI B HECTAHIAPTHBIX CUTYaIIUsX.
OK 5. OcymecTBisTh MOUCK, aHAJIW3 U OLEHKY HH(OpMalNUH, HEOOXOAWMOH JUIsl NMOCTAHOBKH U
pereHust mpohecCUOHAIBHBIX 3a/1a4, TPOPECCHOHATBHOTO U TMYHOCTHOTO PAa3BUTHS.
OK 6. PaboraTh B KOJUIEKTMBE M KOMaHje, oOecneuyuBaTh €€ cIjioueHue, 3pQPeKTUBHO oOmarbes ¢
KOJIJIETaMH, PYKOBOJICTBOM, TIOTPEOUTEIISIMHU.
OK 7. CamoCTOATEeNbHO ONpenensaTh 3amayd Mpo(ecCHOHATBPHOTO W JUYHOCTHOTO Pa3BHUTHS,
3aHUMAaTbCsA CaMOO0pa30BaHNEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHHE KBATH(PHUKALINY.
OK 8. CtaBuTh 11€711, MOTUBHPOBAThH JI€ATEIHHOCTh TOJYMHEHHBIX, OPraHU30BbIBATh U KOHTPOJIUPOBATD
ux paboTy ¢ MpUHATHEM Ha ceOsl OTBETCTBEHHOCTH 3a PE3Y/IbTAT BHIIIOJHEHUS 3aJaHNH.
OK 9. BbITh TOTOBBIM K CMEHE TEXHOJIOTUI B MPOPECCHOHATBHON AESITETbHOCTH.
OK 10. Oco3HaBaTb ¥ TpPUHUMATh OTBETCTBEHHOCTh 32 OKOJOTMYECKHUE MOCIEACTBUS
MpoeCCHOHAIBHON JEATENHPHOCTH, COOJIIOAaTh PErJIAaMEHTHI TI0 HJKOJOTUYECKOW O€30MacHOCTH |
IPUHIUIB PAIMOHAIBHOTO MPUPOJOIONB30BaHNs, BBIOUPATh CIIOCOOBI MOBBIIICHUS SKOJIOTHYECKOM
0e30macHOCTH MPO(hEeCCUOHATBLHON IeATeTLHOCTH OPTaHU3aIuH.
OK 11. Mcnonp30BaTh NPUHLUIIEI COLMATIBHOTO MMAPTHEPCTBA B PETYJIUPOBAHNUU COLIMAIBHO-TPYJOBBIX
OTHOIICHUH B MOJIpa3/ielIeHNH, OPTaHnu3alllH.
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OK 12. Hcnonb3oBaTh pe3yiabTaThl HAYYHBIX HCCIEAOBAHUN B MPOPECCHOHATBHON IesITeIbHOCTH,
Y4acTBOBATh B MPOBEJCHNUH U OPTaHM3ALMN HAYyYHBIX MCCIEAOBAHUI MOJ PYKOBOJCTBOM, IPOBOJUTH U
OpTraHU30BBIBATH JIOKAJbHBIC HAYYHBIE UCCIIEIOBaHM B 0071acTH MpodecCHOHaTbHOM eI TeTbHOCTH.
OK 13. CoOmtonath mpaBujiia TEXHUKH O€30MAaCHOCTH, HECTH OTBETCTBEHHOCTh 3a OPraHU3alIUIO
MEpPONPUATHIA 1T0 00ECTIeYeHHIO O€30MTacCHOCTH TPYAa.

IIpogheccuonanvnvie komnemenyuu (I1K):

[1K 1.1. CoctaBnsaTh 3eMeIbHBIN OallaHC paiioHAa.

IIK 1.2. IlogroraBnuBath JOKYMEHTAIHMIO, HEOOXOUMYIO JJISI IPUHATHUS YIPABICHUCCKUX PEIICHHUH T10
9KCILTyaTaluy U pa3BUTUIO TEPPUTOPUIL.

IIK 1.3. T'oTOBHUTH MpEeIOKEHUS IO ONPEACICHUIO YKOHOMHYECKOW d(PPEKTUBHOCTH HCIIOIH30BAHUS
HUMEIOLIET0Cs HEIBUKUMOT'O UMYIIIECTBA.

I[IK 1.4. VYuactBoBaTb B NPOEKTUPOBAHMM M aHAIU3E€ COLMAIBHO-D)KOHOMUYECKOIO pPa3BUTHS
TEPPUTOPUH.

[IK 1.5. Ocy1iecTBiasiTh MOHUTOPUHT 3€MEJIb TEPPUTOPHH.

IIK 1.6. Ananu3upoBaTbh BapuaHThl IPUMEHEHUS MOJIEIEH TEPPUTOPUATBHOIO YIIPABICHMUSL.

[IK 1.7. OnpenensiTe MHBECTULIMOHHYIO TPUBJIEKATEIBHOCTh IPOEKTOB 3aCTPOUKU TEPPUTOPUI

[1IK 2.1. BeIMOTHATH KOMILIEKC KaJaCTPOBBIX TIPOLIETYP.

[IK 2.2. Onpenensite Ka1aCTPOBYIO CTOUMOCTb 3€MEJIb.

[1K 2.3. BeInoaHATh KaAaCTPOBYIO CHEMKY.

[IK 2.4. OcyiiecTBasATh KaAaCTPOBBIM U TEXHUYECKHI

[IK 2.5. ®opmupoBaTh KaaacTpoOBOE JIENIO.

[IK 3.1. Beimonnare paboTsl mo kaptorpado-reoie3nueckoMy o0ecreyeHHI0 TePPUTOpUi, co31aBaTh
rpaduyecKkue MaTepuanbl.

[IK 3.2. Hcnosnb30oBaTh TI'OCYAApCTBEHHBIE TI'€OJE3UYECKUE CETHU U HHbIE CETH ISl MPOU3BOJICTBA
KapTorpago-reo1e3ndecKux padorT.

1K 3.3. Mcnonp30BaTh B MPAKTUYECKOM IEATEIBHOCTH T€OMH(POPMAIIMOHHBIE CUCTEMBI.

[1K 3.4. Onpenenarbs KOOpAUHATHI TPAHUL] 3€MEJIbHBIX YYAaCTKOB U BBIYUCIIATH UX IJIOLIAAHN.

1K 3.5. BBINONHATE NOBEPKY M FOCTUPOBKY Ire€0Ie3NYEeCKUX MPUOOPOB U MHCTPYMEHTOB.

[1K 3.6. BbInonHATE MoJieBblE U KaMepalibHbIE T€0Ae3UUeCKe PadOThI 110 Pa3BUTHIO U PEKOHCTPYKLIHUU
CeTel CIeUalbHOIO Ha3HAYEHUsI (OIIOPHBIX MEKEBBIX CETEH).

IIK 4.1. OcymectBiare c6op U 00pabOTKy HEOOXOAUMOW M AOCTAaTOYHOW MH(popManuu o0 00BbEKTe
OLIEHKU M aHAJIOTUYHBIX 00bEKTaX.

[IK 4.2. IIpou3BoauTh pacyeTsl MO OIEHKE OOBEKTa OLIEHKM Ha OCHOBE MPUMEHUMBIX IOAXOJ0B U
METOJIOB OLIEHKH.

IIK 4.3. O606mate pe3ynbTaThbl, MOITYYEHHbIE MOAXOAaMH, U JaBaTb OOOCHOBAaHHOE 3aKJIIOUEHHE 00
UTOTOBOM BEJTMYMHE CTOUMOCTH 00BEKTA OLIEHKH.

[1IK 4.4. PaccunuThiBaTh CMETHYIO CTOUMOCTb 3[JaHUI U COOPYKEHUI B COOTBETCTBHHM C JEHCTBYIOLIUMU
HOPMAaTHMBaMU U IPUMEHSAEMBbIMA METOIUKAMH.

[1IK 4.5. KnaccuduuupoBaTh 34aHUS U COOPYKEHHSI B COOTBETCTBUHU C IPUHATOMN THUITOJIOTHEH.

IIK 4.6. OdopMiIATh OLIEHOYHYIO JOKYMEHTAIMI0 B COOTBETCTBUU C TPEOOBAHUSMHU HOPMATHUBHBIX
aKTOB, PETYJIMPYIOIIUX PABOOTHOIICHUS B 3TOM 00JIaCTH.

IIK 5.1. OpranuzoBbiBaThb CBOK J€ATENBHOCTh KaK WHIMBHUIYaJbHOTO IpPEINPUHUMATENS
(KagacTpoBOr0 MH)KEHEpa) WM KOJJIEKTHBAa OPraHU3alldd B COOTBETCTBHM C BBIIICIPUBEAECHHBIMU
BHUJIAMH JI€ATEIBHOCTH.

[IK 5.2. [ImannpoBatk 3a NpeaIpUHUMATENBCKYIO JEATEIbHOCTh M OTYUTHIBATHCS 32 HEE.

IIK 5.3. VYcranaBnuBaThb NapTHEPCKHE CBSI3M, 3aKIOYaTh XO3siCTBEHHble norosopa. IIK 5.4.
ObecneunBaTh NOJIyYEHHE MPUOBUIH OT XO3IHCTBEHHOU NEATEIbHOCTH.

I1.K 5.4. Criermanuct 1o 3eMeIbHO-UMYIIECTBEHHBIM OTHOIIEHUSM YIITYOJICHHON MOJTOTOBKH JOJKEH
o0nanate NpohecCHOHATBEHBIMA KOMITETEHIIUSIMH, COOTBETCTBYIOIIMMHU BHUJIaM €SI TEIbHOCTH.
Jluunocmmusie pesynomamol(JIP)::

JemoHcTpupyronii ymeHue 3(QQeKTUBHO B3aUMOJAEHUCTBOBaTh B KOMaHJIE, JIP 16
BECTH JIMAJIOT, B TOM YHUCIIE C UCIIOJIB30BAHUEM CPEACTB KOMMYHUKALIUU
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JleMOHCTpUpYIOLMIT HaBBIKM aHalIM3a WU HWHTEpPIpeTalud HHPOpMalUU U3 JIP 17
Pa3IUYHBIX UICTOYHUKOB C YY€TOM HOPMATUBHO-TIPABOBBIX HOPM

JleMOHCTpUPYIOLTHIT TOTOBHOCTh U CIIOCOOHOCTh K 00Pa30BaHUIO, B TOM YHUCIIE JIP 18
caM000pa30BaHUI0, HA MPOTSHKEHUU BCEH KU3HU; CO3HATEIHHOE OTHOILICHUE K

[IposiBAATE  rpakIaHCKO-NIATPUOTHYECKYI0  MO3ULUIO, JI€MOHCTPUPOBATH JIP 20

OCO3HAHHOE TIIOBEIEHME Ha OCHOBE TPAJUIHMOHHBIX OOIIEYETIOBEYECKUX
IICHHOCTEH, MPUMEHATh CTaHAAPTHI aHTUKOPPYNIIMOHHOTO MOBEACHUS (B pe.
ITpuxaza Munnpocsemenust Poccun ot 17.12.2020 N 747)

[TposiBNATH 10OPOKENATENBHOCTh K OKPYKAIOLIUM, JIE€IUKATHOCTb, YYBCTBO JIP 28
TaKTa U TOTOBHOCTh OKAa3aTh YCIYT'y KaXJI0MY KTO B HEMl HY)KJIaeTCsl.

2 CTpyKTypa M cofepKaHHe TN CUUILTHHbI

2.1. O0beM QMCHUILIMHBI H BUAbI Y4eOHOI padoThI

Oobvem uacoes
Bup y4eOHoii padoThI
O0beM 00pa3oBaTeIbHOM NPOrPaMMBbI JUCHHUIIIMHBI 48
B TOM YHcJe B (popMe NMPAKTUYECKOH MOATOTOBKHU 10
B TOM YHCIIE:
TEOpPETUYECKOE 00yIeHNE 16
NPAaKTUYECKHUE 3aHATHS 16
KOHCYJIbTAIlNH
camocmosamenvHas paboma 16
[TpomexxyTouHas aTTectanus B popme JAnddepeHuupoBaHHbIH
3a4yer
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2.2. TemaTu4eckuii miian u coaep:xxkanue Jucuuminubl OI1.05 JlokymeHTa/IbHOE 00ecniedeHHe YIPaBJIeHUs

HaumeHoBaHue pa3aesioB Coaeprxanue yuedOHOro MaTepuaJia, NpakTuieckue 3auaTusi, CamocrositesibHasi padora Ne Oo0bem OcBanBaemble
U TeM 4acoB 3J1€eMEeHTBI
KOMIIETCHIUH U
JIMYHOCTHBIE
Pe3yJabTATHI
1 2 3 4
1 cemecTp
Pasnen 1. lokymeHTHPOBaHME
Tema 1.1 Coaepxanne yueOHOr0 MaTepuaJia 2 OK1-13
ITonsiTHe 0 TOKyMeHTax 1 1.IlpenMeT ¥ OCHOBHBIE TIOHSTHUS TUCIMIUTHHBI «JlOKyMEHTAIMOHHOE 00EeCTICYeHUE YITPABICHHS 2 K 1.1 -1.7,
crocobax 2.IlonsTHE TOKYMEHTOOOOPOTA U TOKYMEHTALMOHHOTO 00ECICUCHHUSI. 21-25,
JOKYMEHTHUPOBaHUS 3.Yaudukauus u cTanaapTU3aus JOKYMEHTOB. 3.1-356,
4.CucteMa M TUTIOBBIC TEXHOJIOTHH JJOKYMEHTAIIMOHHOTO obecnieuenus ynpasieHus (JJOVY). 4.1-4.6,
5.'ocynapcTBeHHBIH cTaHAApPT HA OPTaHU3ANMOHHO-PACTIOPSIINTENBbHYIO JoKyMenTaruto (OP/]). 51-54
JIP 16-18, 20, 28
Tema 1.2. Coaepxxanne yueOHOro MaTepHuasia OK1-13
Oo6mue TpedoBaHMs K 110 6 IIK 1.1 -1.7,
COCTABTCHIIO 1 2. OHSATHE O PEKBU3UTAX, (OPMYJISIpe- 00pasle JOKYMEHTa, TOCTOSHHBIEC PEKBU3UTEHI. 21-25,
.Dopmyisip-o0pasel] ¢ yriIoBbIM PaCIION0KEHHEM PEKBU3UTOB.
O(OPMIICHHIO JIOKYMEHTOB 3.@opmyisip-o6paser ¢ IPOJI0IEHBIM PACTIONIOKEHUEM PEKBH3HUTOB. 3.1-36,
4.PexBusutsl «[ocynapcTBeHHbIll Tepd PD», «repd cyOwbekta PDy», «dMOiiema opraHM3aniumy», «KOJ 4.1-45,
opranmzanuny, «OI'PH», « MHH», kox ¢hopmbl TokymeHTa. JSHJ; i 65;8 20 28
5.PexBm3utel «HamMeHOBaHWE  OpraHW3aliU», «CIPABOYHBIE JaHHbIE 00  OpraHU3aALUN»,) P
HaMMEHOBAaHUE BHJA JOKYMEHTa», «Iara JOKYMEHTa», «PETHCTPAI[MOHHBIH HOMEpP», «CCBUIKA Ha
pETUCTPAIMOHHBIA HOMEP H AaTy JOKYMEHTa», «MECTO COCTABIICHUS JIOKYMEHTa.
CamocTrosiTesqbHasi paboTa yqaluxcsi 4
CamocrosrenbHast padora Ne 1:IIoaroroBuTh KOMIBIOTEPHYIO TIPE3CHTALMIO «SI3BIK W CTHIIb
o(pHUIIMATTBHBIX JTOKYMEHTOBY
Tema 1.3. Conep:xanue ydeOHOro MaTepuasia 6 OK1-13
OCHOBHBIE PEKBU3HUTHI 1.PekBH3UTHI «Asipecary, «Tpud yTBEPKAEHHS TOKYMEHTA, «PE30TIOLHUS. 4 IK1.1-17,
JOKyMEHTa 2.PexBU3UTHI «3aT0JIOBOK K TEKCTY», KOTMETKA O KOHTPOJIE», «TEKCT JOKYMEHTay. 21-25,
3.PexBU3UTBHl «OTMETKAa O HAIMYMU HPWIOKEHHW», «IIOAIUCH», «TPU(] COrIacoBaHUS JOKYMEHTa», 3.1-36,
«BU3BI COTTIACOBAHUS IOKYMEHTay. 4.1-4.6,
4.PeKBU3HUTHI «OTTUCK ME€YATH», KOTMETKA O 3aBEPEHUH KON, KOTMETKA 00 UCTIOIHUTEE 51-54

5.PexBU3UTHl «OTMETKa 00 HCIOJHEHHM [OKYMEHTAa W HalpaBICHUH €ro B JelI0» «OTMETKa O
MOCTYIIJIEHUU JIOKYMEHTa.
6.PexBU3NT «lIeHTH(UKATOP DIICKTPOHHOM KOTIHHU JIOKYMEHTaY.

JIP 16-18, 20, 28




7.IlonsiTue OJ1laHKA TOKYMEHTA.
8.Buipl 0:1aHKOB, X XapAKTEPUCTHKA.

CamocTrosiTeqibHasi paboTa yyaluxcs. 2

CamocrositensHas padota Ne 2:IToaroroButs pedepar «TpedoBaHMs K JOKYMEHTaM, H3rOTABINBAEMBIM

C TOMONIBIO TIEYATAIONINX YCTPOHCTBY
Tema 1.4. Coaep:kanue y4eOHOro MaTepHaJa 12 OK1-13
Ocobennoctu coctapnenust | 1.IToHsATHE OPraHU3aIMOHHBIX JOKYMEHTOB. 2 K 1.1-1.7,
1 opopMIIEHHS 2.ITpaBusia 0pOpPMIIEHHS OPraHU3aLUOHHBIX JOKYMEHTOB. . 2.1-25,
OpPraHHU3alHOHHBIX U 3.IloHsITHE U BUABI IPUKA30B. 3.1-3.6,
pactopsANTENHHBIX 4.CocTraBHbIE YacTH TIPHKA3a. 4.1-4.6,
JOKYMEHTOB 5.0co6enHocty 0OpMIICHHSI TPUKA30B 0 TUYHOMY COCTaBY. 51-54

IIpakTHYecKOe 3aHsTHE 8 JIP 16-18, 20, 28

KonTponbHas padota o reme «OCHOBHBIC PEKBH3UTHI JOKYMEHTA

[IpakTnaeckas padoraNe 1:0dopmieHne TOHDKHOCTHOW HHCTPYKITHH

[IpakTuueckas padoraNe 2:CocTaBlieHUE MPUKA3a 110 OCHOBHOM JCSITEILHOCTH2

[TpakTuueckas padoralNe 3:CocTaBlieHUE MPUKA3a M0 TMYHOMY COCTABY

CamocrosiTeqibHas paboTa y4aluxcs. 2

CamocrostenbHas pabota No 3:BBITOTHUTE HCCIEIOBAaTENbCKYIO padboTy «Bunbl pamscudukanun

JIOKYMEHTOBY»
Tema 1.5. Coaep:xanue yueOHOro MaTepuaJa 10 OK1-13
[Ipasuia opopmieHus IpakTHYecKoe 3aHATHE 8 MK 1.1-1.7,
MH(OPMALHOHHO- [Ipaktnueckas padoraNe 4:0dopmienue ciay>xeOHOTo MuchbMa 2.1-25,
CHPaBOYHBIX JOKyMEHTOB | [IpakTuueckas paboraNe 5:CocTaBieHre akToOB, CIIPABOK JIMYHOTO XapaKTepa 3.1-3.6,

[pakriueckas padoraNe 6:0dopmieHHe TererpamMm, TeeOHOrpaMM, JOKIIHbIX 1 00bICHUTEIbHBIX 4.1-4.6,

3aIICOK 51-54

ITpaktrueckas paboraNe 7:CocTaBieHne KPATKOTO M IIOJHOTO IPOTOKOJ JIP 16-18, 20, 28

CamocTtosiTeqibHasi paboTa yyaluxcs. 2

CamocrostenbHas pabora Ne 4:CoctaButh cxemy «Buibl akTOBY

CamocrosrenbHas pabora Ne 5:IToaroroButs pedepar «HPOpMaIMOHHO-CIIPAaBOYHBIE JIOKYMEHTBD)

Paspen 2.0prannsanus padoTsl ¢ JOKYMEHTAMHA

Tema 2.1. Coaep:xanue yueOHOro MaTepuasa 4 OK1-13
OO6pabotka noctynarommx | 1.Opranuzarus paboTsl ¢ JOKYMEHTaMH. 2 1K 1.1 -1.7,
JIOKYMEHTOB 2.06paboTKa NOCTYNAIOIINX JOKYMEHTOB 2.1-25,

CamocTtosiTeqibHast pa0oTa y4alIUXCs 2 3.1-3.6,

CamocrositensHast padora Ne 6: gi : gi'

[ToaroroBuTh nokian «Pabora ¢ BHyTpEHHUMH TOKYMEHTaAMI JIP 16-18, 20, 28
Tema 2.2. Coaep:xanue y4eOHOro MaTepuasa 4 OK1-13




Oo6paboTtka ormpasisiembix | 1.Comepikanue yaeOHOro MaTepualia 2 MK 1.1-1.7,
JIOKYMEHTOB 2.0Opranu3zaiysi paboThl ¢ TOKYMEHTaMH. 21-25
3.06paboTKa OTIPaBISIEMBbIX JOKYMEHTOB. 3.1-3.6,
CamocTtosiTesqibHasi paboTa YUaIIUXCS 2 4.1-4.6,
CamocrositensHast pabora Ne 7: 51-54
IToaroToBHTH N0KIaA Ha TeMy «O6paboTKa MOCTYNAIMIUX U OTIPABISEMBIX JOKYMEHTOB) JIP 16-18, 20, 28
Tema 2.3. Coaep:kanue y4e0HOro MaTepHaJa 4 OK1-13
CocraBnenue 1.IloHsiTHE HOMEHKIATYPHI JeI. 2 K 1.1-1.7,
HOMEHKJIATYPBI 7T 2.Ilopsok cocTaBIeHUS] HOMEHKIIATYPBI JIET1. 2.1-2.5,
3.0KkcrnepTu3a EHHOCTH JJOKYMEHTOB 3.1-3.6,
4. lndopmalinoHHBIE TEXHOJIOTHH B ICJIONPOHU3BOCTBE. 4.1-4.6,
5.CucreMa 3JIeKTPOHHOT0 JJOKYMEHTO000pOoTa 51-54
CamocTosiTeibHAas padoTa yyanuxcst 2 JIP 16-18, 20, 28
CamocrosTenbHas pabora Ne 8:
CoctaBuTh cxemy «Homenkiarypa nem»
[IpomexyTounas JuddepeHtmpoBaHHbIi 3a4eT OK1-13
aTTecTalug TIK1.1-1.7,
2.1-2.5,
3.1-3.6,
4.1-4.6,
51-54
JIP 16-18, 20, 28
Bcero: 48




3. YcaoBusi peaim3anui AHCHUIIIMHbI

3.1. TpeGoBaHus K MATEPHATbHO-TEXHUYECKOMY 00ecIeyeHuIo

Jiis  pealu3aldd  MPOrpaMMbl  JAUCHUIUIMHBL JOJDKHO OBITh MPEIyCMOTPEHO  CIEAYIOIee
crenuanbHoe nomenieHne: Kabuner 10kyMeHTAlMOHHOTO o0eclieYeHHsl YIIPaBJIeHU,
[Tomemienne kabMHETa JOHKHO COOTBETCTBOBATH TpeboBaHuAM CaHUTAPHO-3MUAECMUOIOTHIECKUX
MpaBWJI U1 HOPMATHBOB OCHAIICHO TUIIOBBIM OOOPYJOBaHHEM, B TOM YHUCJE CIEHUATU3UPOBAHHOM
yaeOHO MeOelbl0 W cpelcTBaMu OOyYeHHs, HEOOXOTUMBIMU I BBITIOJHEHHUS TPeOOBaHUU K
YPOBHIO MOATOTOBKH 00YYarOIIUXCSl.

KaOuHer 10KyMeHTallMOHHOI0 00ecreYeHUus1 yIpaBJIeHHS .

Obopyoosanue yuebrHoco kabunema:

[TapTs! (2-x MecTHas)

Crynbsa

Cron npenojaBarens

Cryn npenoaaBatens

Komnerotep

Jlocka MenoBas

KaOuner nOoKyMEHTallMOHHOTO 00ecledeHUsl yIpaBieHus 00ecreyeH HEOOXOAUMbBIM KOMILIEKTOM
JMIEH3UOHHOIO IIPOIPaMMHOI0 00€CTIeUeHUs

bubaunoreka, uMTadbHBI 3ad ¢ BbIxoaoMm B MWuHrepHer Mamepuanvnoe ocHaweHue,
KOMNbIOMEPHOEe U UHMEPAKmugHoe 000py0o8anue:

ABTOMaTH3UpOBaHHOE pabouee MecTo OuOIMOTeKapsi ABTOMATH3UPOBaHHOE pabdouee MecTo
yuTaTeNeu

ABTOMaTHU3upoBaHHOE pabouee mecTo s smi ¢ OB3

[IpunTep

Ckanep

Crennaxu 1Jisi KHUT

Kadenpa

BricTaBouHBIN cTEmIaX

Karanoxusrii mikada

[Tocamounble MecTa (CTOJMBI U CTYJIbS JUISl CAMOCTOSTEIbHON PabOThI)

ITomemenne 1Jisi CaMOCTOATEIBLHOM PadOTHI

MamepuanvHoe ochawjenue, KOMIbIOMEPHOE U UHMEPAKMUBHOE 000PYO08aHUe:
ABTOMaTH3UpOBaHHbIE paboune MecTa 00yJarOIINXCs

[TapTs! (2-X MecTHBIE)

Crynes

ABTOMAaTU3UPOBaHHBIE paboune MeCTa 0OECIEUEHBI IOCTYIIOM B 3JIEKTPOHHYIO MH(OPMAIIMOHHO-
obpazoBatensHylo cpeny AHOIIO «YensOunckuit komnemx KoMmuTeHT», ¢ BBIXOJOM B
MH(OPMALIMOHHO-KOMMYHHKAIIMOHHYIO ceTh «HTepHeT».

3.2. UnpopmannoHHOe oOecnedeHne peain3anuu NPorpaMmMbl

Ocnoenas numepamypa.

1 Ky3neno, MW. H. JlokyMeHTalMOHHOE oOOeCreUYeHre ympaBieHHus. JIOKyMEHTOOO0OpOT U
JIeTIONPOU3BOJICTBO : YUEOHHK M TMPAKTUKYM JUISl CpPeHero mnpodecCHOHANIbHOrO oOpa3oBaHws /
. H. Ky3nenoB. — 3-¢ wu3z., nepepadb. u gon. — Mocksa : UsnatensctBo FOpaiit, 2022. —
462 c. — (ITpodeccuonanpHoe odpazoBanue). — ISBN 978-5-534-04604-5

Llononnumenvnas numepamypa:

1.I'manuii, E. B. lokymeHTanmonHoe odecrieueHue ynpasiaeHus : yueonoe nmocooue / E.B. ['manuii.
— Mocksa : PUOP : UTHOPA-M, 2020. — 249 c. — (Cpennee mpodeccnoHanibHOe 00pa3oBaHUe).
— DOI: https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - Tekct : 3MeKTPOHHBI. -
URL.: https://znanium.com/catalog/product/1065817
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2.beikoBa, T. A. JlokyMeHTaIlMOHHOE OOECIeueHNe YIpaBlIeHUs (AETOMPOU3BOJCTBO) : yuyeOHOE
nocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna ; mox o6m. pea. T.B. Ky3nenoBoi. — 2-¢
u3 ., mepepad. u gon. — Mocksa : UHOPA-M, 2021. — 304 c. + [omn. maTepuansl [ DIEKTPOHHBIH
pecypc]. — (Cpennee npodeccuonansaoe obpaszoBanme). - ISBN 978-5-16-013913-5. - Teker :
anektponHbii. - URL: https://znanium.com/catalog/product/1141796

OcHogHble HopMamueHvle aKmbl:

1.Konctutynus Poccuiickoii @enepanuu.

2.DenepanbHBId KOHCTUTYIIMOHHBIN 3aK0H «O I'ocymapctBeHHOM repbe Poccuiickoit deneparmy
ot 25.12.2000 2-®K3 (B pex. ot 30.06.2003).

3.'OCT P 6.30-2003. YHudpuupoBaHHbIC CUCTEMbI TOKYMEHTAUH. YHU(PUIIMPOBAHHAS CHCTEMa
OpraHHU3aIlMOHHO-PACTIOPSAUTEILHONU JOKyMeHTauu. TpeboBaHus K 0pOPMIICHUIO JOKYMEHTOB.

4. denepanbHbiii 3akoH «O0 3nekTpoHHON ¢ poBoi moamucu» oT 10.01.2002 Ne 1-d3
5.®enepanbHblil 3ak0H «O0 apxuBHOM Jene B Poccuiickoit @denepanuu ot 22.10.2004 Ne 125-D3.
6.Denepanbubiii 3ak0H «O rocynmapcTBeHHOM si3bike Poccuiickoit @eaepamum» ot 01.06.2005 Neo
53-@3.

7.3axon Poccuiickoit @enepanun «O TOBapHBIX 3HAKaX, 3HAKaX OOCITY)XKMBaHHS U HAaUMEHOBAHUU
MECT IIPOUCXOXKACHHS TOBapOB» OT 23.09.1992 Ne 3520-1.

4. KOHTPOJIb M OLIEHKA Pe3yJIbTATOB OCBOECHMSI AU CIUTIIUHBI

MeTtoabl OLIEHKH

Pe3yabTaThl 00yueHust

Kpurepum onenkun

ymems: Ornenka «OTIIUYHOY BbIcTaBIsieTcs | [IpoBepka
-0)OPMIATH JOKYMEHTAIHIO B o0OyJaromemMycsi, eclii OH TJyOOKO M IPOYHO | KOHCIIEKTOB.
COOTBETCTBHHU C HOPMATHBHOI | YCBOWII MPOrpaMMHBII 3aciymuBaHue
6a30ii, HCTIOIIB3YsI MaTepuan Kypca, ucuepnbIBarolle, | moknanoB. [Ipoepka
I/IH(bOpMaLII/IOHHI)IC IOCICa0BATCIIbHO, YCTKO M JIOTMYCCKH CTpOI7[HO BBIINTIOJTHCHUA
TEXHOJIOTHH; €ro W3JIaraet, yMeeT TECHO YBS3bIBATh TEOPHUIO C | MPAKTHYCCKHX 3a]1ad,
-OCYILECTBIATH MPAKTUKOM, CBOOOIHO CIPABISETCS C 3a/1a4aMH U | TETpajcH.
ABTOMATH3ALIHIO 06PaGOTKH BOMIPOCaMH, HE 3aTpyAHsercs ¢ orBetamu TnpH | AuddepenuupoBanHsl
JIOKYMEHTOB; BUIOU3MEHEHUHU 3aJaHui, NpaBWIBHO | i 3a4er.
00OCHOBBIBAECT TPHUHSATHIC PEIICHHS, BIAJCET

-YHH(DUIPOBATH CUCTEMBI
JIOKyMEHTALUH;

Pa3SHOCTOPOHHUMHU JUCKYCCHMOHHBIMH HaBbIKaMH

U TpHeMaMH, AaKTHBHO TIpOsABISeT cebs B
-OCYIIECTBIIATh XPaHEHUE U DVIIIOBOM DaBoTe:
MOHCK JOKYMEHTOB; é) Y P ’

IIeHKa «XOPOIIO» BBICTABJIAETCSA
~OCYHICCTBILATE 00y4aroIEMyCsl, €CITH OH TBEPJIO 3HAET MaTepHall
ABTOMATH3AIHIO 06pabOTKH Kypca, [PaMOTHO H IO CYIIECTBY H3JIaract ero, He
AOKYMCHTOB, JOIyCKas CyLIECTBEHHBIX HETOYHOCTEH B OTBETE
~HCIOJIb30BATh Ha BOIIPOC, IIPaBUJIILHO MIPUMECHAET
TCJICKOMMYHHKAllMOHHBIC TCOPETHUYECKHE  MOJOXKCHHUS NpU  PEUICHHU

TEXHOJIOTUH B 3JICKTPOHHOM

AUCKYCCHUOHHBIX BOIPOCOB W 3aJa4, BJIAJACCT

JIOKYMEHTO000pOTeE; HEOOXOJIMUMBIMM HaBbIKAMH UM TIpUEMaMH  HX
3Hambo: BBIMIOJIHEHUS, CIIOCOOEH TMpOSABIATH ce0s B
-MIOHATHE, LN, 330a4U U rpyIIoBoii padore;

MIPUHLUIIBI OneHka «yZIOBJIETBOPUTENBHO»  BBICTAaBIIAETCS
JIEJIONIPOU3BOJICTBA,; o0y4JaroemMycsi, eClIi OH UMEET 3HaHHUs TOJIbKO

~OCHOBHBIC ITOHATHA
JOKYMCHTAIlMOHHOI'O

OCHOBHOI'O MaT€puajia, HO HEC YCBOUI €ro
,Z[GTaHCfI, A0IMyCKACeT HETOYHOCTH, HEAOCTATOYHO

obecrieueHus ypaBIICHNUS; NpaBHJIbHBIC popmynnposkw, HapymeHus
—CHCTEMEL JIOTHYECKON TIOCIIEIOBATEIIbHOCTH B H3IIOKEHHN
JIOKYMEHTAIHOHHOTO MPOTPaMMHOTO MaTepuaa, UCTIBITHIBAET
0BeCTIeYeH s YIPABICHHS 3QTPY/HCHMA TPH  BBITONHCHMH MPAaKTHICCKHX
3aja4, He aKTHBEH B I'PYIIOBOIi pabore;

-KJ1acCU(UKALHIO

. OneHka «HEYAOBJIETBOPUTEIBHO» BBICTABISIETCS
JOKYMEHTOB;

'Tpe60BaHI/I$I K COCTaBJICHHUIO

o0yyaromemycs, KOTOPBIH HE 3HAET
3HAYUTEIHLHON YacTH MPOTPaMMHOTO MaTepHala,
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u O(l)OpMJ'IeHI/I}O JTOKYMCHTOB, AOITYCKAacT CYIIECCTBCHHBIC OH_II/I6KI/I, HEYBEPCHHO,
-OpraHu3aluo C OOJIBIIUMHUA 3aTPYAHCHUAMUA pemaeTt
I[OKYMGHTOO60pOTaZ TIpUEM, MNPAKTUYCCKUE 3aJadd WM HC CIPaBIACTCA C
06p360TKy, pETHUCTpAaLHnIO, HUMHU CaMOCTOATEIIbPHO, HE IPUHUMAET Y4aCTUEC B
KOHTPOJIb, XpaHCHUE IPYIIOBO#i pabore.

JOKYMEHTOB, HOMCHKJIATYPY

pi ()¢




