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1. acnopT paGoueii IPOI'PAMMBI YYEFHOM JUCIIUIIIAHBI
OI1.05. lokymeHTALMOHHOE O0eceyeHue yIpaBJeHus
1.1. O6s1acTh npuMeHeHus1 padoveil MPOrpaMmbl

PabGouas nporpamma yueOHOM nuctuiuinHbl sBisietcss yactbio [IIICC3 B cooTBETCTBUU C
®I'OC CIIO no cnenuansHoctr 21.02.05 3eMenpHO-UMYIIIECTBEHHBIE OTHOIICHHS C LETBIO
MOJIy4YEHHUsI JIOTOJHUTENbHBIX KOMIIETCHIIMH, YMEHHM U 3HAHWM s pacHIMpeHUs
(YHKIMOHATBHBIX 00S13aHHOCTEHN, COOTBETCTBYIONIUX MOTPEOHOCTAM pabOTOAATENIEH.

1.2. ®opmupoBaHue KOMIETEHIHI:

OK 1. moHMMaTh CyIIHOCTh M COLIMAIBHYIO 3HAYMMOCTH CBOEH Oynyiei mnpodeccuu,
IIPOSIBIIATH KT HEW YCTOMYUBBIN UHTEPEC.

OK 2. AHaimuM3upoBaTh COIMATBHO-DPKOHOMHUYECKHE U TIOJUTHYECKHE NPOOJIEMbl U
MPOLIECCHI, HCIOJIb30BATh METOMAbl T'YMaHUTAPHO-COLMOJIOTUYECKUX HAyK B Pa3IUYHBIX
BH1aX NMPO(EeCCHOHAIIBHOU U COLIMAIBHOM JI€SITETLHOCTH.

OK 3. OpraHuzoBbIBaTh CBOIO COOCTBEHHYIO J€ATEIbHOCTb, OIpPENETSATh METOAbl U
CHOCOOBI BBINOJIHEHUSI NPO(ECCHOHANBHBIX 3ajad, OLEHUBaTh UX 3(P(EKTUBHOCTHh U
Ka4eCTBO.

OK 4. Pemate npo6sieMbl, OLIEHUBaTh PUCKU U MPUHUMATh PEIICHHS B HECTAHAAPTHBIX
CUTYaLUSX.

OK 5. OcymecTBisiTh TOWUCK, aHadW3 M OIEHKY HWH(OpMaIuu, HEOOXOAUMOU s
MOCTAaHOBKU U pelIeHHs] NPOPECCHOHANBHBIX 3ajad, MPo(hecCHOHATBHOTO U JTMYHOCTHOTO
pa3BUTHSL.

OK 6. PaboTath B KOJUIEKTUBE M KOMaHJle, 00€CIeUnBaTh €€ CIUIOYeHHe, 3(PPEeKTUBHO
o0IIATHCA € KOJUIETaMU, PYKOBOJCTBOM, IOTPEOUTEISIMHU.

OK 7. CaMOCTOSTENbHO ONpenensiaTh 3agaud Npo(ecCHOHATBHOTO W JIMYHOCTHOIO
pa3BUTHS, 3aHUMAThCA CaMOOOpPa30BaHHWEM, OCO3HAHHO IUJIAHUPOBATh MOBBILIEHUE
KBaJIM(PUKALIMH.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTHH B TPO(PECCHOHAILHOMN JAESITEIIBHOCTH.

OK 9. YBaxurenbHO U OEpEKHO OTHOCUTCS K UCTOPHUUECKOMY HACIEAUIO U KYJIbTYpPHBIM
TPaJAULIMAM, TOJEPAHTHO BOCIIPUHUMATD COLIMAIIBHBIE U KYJIBTYPHBIE TPAJULIUIO

OK 10. CobGmromath mpaBWJIa TEXHHKH O€30MacHOCTH, HECTH OTBETCTBEHHOCTH 3a
OpraHM3aINI0 MEPONPHUATUH TIO0 00ecriedeHnI0 0€30acHOCTH TPY/aa.

IIK 1.1 CocraBasaTh 3eMeIbHBIN OanaHC palioHAa.

[1IK 1.2. TlogroraBnuBath JOKYMEHTAIMIO, HEOOXOAUMYIO JJISl IPUHATHUSL YIIPABICHUECKUX
PELIECHUN T10 IKCIUTyaTalluy U Pa3BUTUIO TEPPUTOPUM.

[IK 1.3. ToToBUTH OPEASIOKEHHUS MO OMNPEACICHUI0 SKOHOMHUYECKOW 3(PPEKTUBHOCTH
MCIIOJIb30BAHUS UMEIOIIETOCs HEABUAKUMOTO UMYILIECTBA.

I[IK 1.4. VYyacTtBOoBaTh B NPOEKTUPOBAHMU M AHAIU3E COLUAIBHO-3KOHOMUYECKOIO
Pa3BUTHUS TEPPUTOPUI.

ITIK 1.5. OcymiecTBasiTb MOHUTOPUHT 3€MEJIb TEPPUTOPHIA.

[1IK 2.1. BbINOAHATH KOMILJIEKC KaJaCTPOBBIX MPOLETYP.



[IK 2.2. Onpenensts KaJacTPOBYIO CTOUMOCTb 3€METIb.

I1K 2.3. BBINOJHATH KaJaCTPOBYIO CHEMKY.

[1K 2.4. OcyuiecTBiATh KaJaCTPOBbIM U TEXHUUYECKUN YUET 0OBEKTOB HEABUKUMOCTH.

IIK 2.5. ®opmupoBaTh KagacTpoBOE JEIO.

[1K 3.1. BeimonsaTs paboThl MO KapTorpado-reoae3snueckoMy 00eCIIeYeHUI0 TEPPUTOPUIA,
co3/1aBaTh rpapuueckre MaTepuasbl.

IIK 3.2. Hcnosbp3oBaTh IOCYJAapCTBEHHBIE TI'€OJE3UMYECKHUE CETH W HHBIE CETH JJIA
MIPOM3BOJICTBA KapTOrpado-reoie3nueckux pador.

1K 3.3. Mcnonp30BaTh B MPAKTUYECKOM IEATEITHHOCTH T€OMH(POPMAIIIOHHBIE CUCTEMBI.
I[IK 3.4. Onpenensatp KOOpPAMHATBHI TPAHMI] 3E€MEJBHBIX YYacCTKOB W BBIYUCIATH HX
IUIOLIA /.

[1K 3.5. BInoaHATE IPOBEPKY U FOCTUPOBKY T'€0J€3MUECKUX TPUOOPOB U HHCTPYMEHTOB.
I1IK 4.1. OcyuiectBasaTh cOop U 00pabOTKy HEOOXOAMMOM U JOCTATOYHON MH(pOpManuu 00
OOBEKTE OLIEHKU U aHAJIOTUYHBIX OOBEKTOB.

[IK 4.2. IlpoBonuTh pacueTbl MO OIEHKE OOBEKTa OLEHKH Ha OCHOBE MPUMEHUMBIX
IIOIXO/I0B U METOJ0B OLICHKH.

[IK 4.3. 0600mare pe3yibTaThl, IMOJYYECHHbIE MOAXOJAaMHU, U JaBaTh OOOCHOBAaHHOE
3aKJII0UYE€HUE 00 UTOrOBOM BEIMUMHE CTOUMOCTU OOBEKTa OLIEHKH.

IIK 4.4. PaccunThIBaTh CMETHYIO CTOMMOCTH 3/IaHHW M COOPYKEHHH B COOTBETCTBUHU C
JNEHUCTBYIOIIMMH HOPMATHBAaMU U IPUMEHIEMBIMU METOIUKAMM.

I[IK 4.5. KnaccupuuupoBaTh 3[aHHS U COOPYXEHUS B COOTBETCTBHHM C MPUHATON
THIOJIOTUEN.

I[IK 4.6. OdbopmisATh OLEHOYHYIO IJOKYMEHTAIMI0O B COOTBETCTBHUM C TpeOOBaHUAMHU
HOPMAaTHBHBIX aKTOB, PETYJIUPYIOUIUX MPABOOTHOILIEHHUS B 3TOM 001aCTH.

PaGouass mporpamMma y4eOHOM  JUCHMIUIMHBI  MOXET OBITh  HCMOJb30BaHA B
JIOTIOJTHUTEIBHOM MPO(ECCHOHAIIBHOM 00pa30BaHUM U MPOGECCUOHATBHON MOATOTOBKE IO
cnermanbHocT  21.02.05 3emenbHO-UMYIIECTBEHHBIC OTHOIIEHUS, a TakkKe TIpH
pa3paboTKe mporpamMm JOMOJHUTEIHHOTO MPOGEeCCUOHATIBHOTO 00pa30BaHusl.

1.3. MecTo y4eOHOIl AMCUMILVIMHBI B CTPYKTYpe OCHOBHOW mNpogecCHOHAIBLHOI
o0pa3oBaTe/IbHOI MPOrpaMMbl: IUCIUIUIMHA OTHOCUTCA K 0O0menpodeccuoHaaIbHbIM
JUCLMILTMHAM U BXOJUT B IPO(HECCUOHATIBHBIN ITUKIT

1.4. Hean u 3a1a4u y4yeOHOIl TMCHUIIMHBI — TPeOOBAHMS K Pe3yJIibTATAM OCBOEHMS
Y4eOHOM IUCHMILIIMHBI:

B pesynbTaTe ocBoeHUs y4eOHOW AUCITUTUTMHBI 00 YYAIOIITUIICS JOJIKEH YMETh:

o ohopMISTH JOKYMEHTAIIMIO B COOTBETCTBMM C HOpPMAaTHBHOW 0a30i, B T.4.
UCTIONTB3Ysl HH(GOPMAIIMOHHBIE TEXHOJIOTHH;

e OCYIIECTBJIATh AaBTOMATHU3AINIO0 00Pa0OTKH JOKYMEHTOB;

o YHU(DUIMPOBATH CUCTEMBI JIOKYMCHTAIINH;

e OCYIIECTBJIATH XpaHEHUE U MOUCK JOKYMEHTOB,



e HCIIOJIL30BAaTh TEJIEKOMMYHUKATHBHbBIE TEXHOJIOTUH B AIEKTPOHHOM
JIOKYMEHTO000pOTE.

B pesynbraTe ocBoeHUs y4eOHOM TUCIUIUIMHBI 00YJaroMiics JOKEeH 3HATh:

o TIOHSITHUE, LIETH, 33]1a4U IPUHLIUIIBI JIETOMPOU3BOICTBA;

e OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00€CTICUeHUs yIIPaBICHUS;

e CHUCTEMBI JOKYMEHTAIIMOHHOI'O 00ECTICUeHUs YIIPaBICHHUS;

o KJAacCU(UKAIMIO JOKYMEHTOB U UX BUJBL;

o TpeOOBaHUS K COCTaBICHUIO U OPOPMIICHUIO JTOKYMEHTOB;

e OpraHM3aluio JOKYMEHTOOOOpOoTa: mpueMm, 00paboTka, perucrpanus, KOHTPOJIb,
XpaHEeHUe JOKYMEHTOB, HOMEHKJIATYPY 1€

PaGouast mporpamma y4eOHOW AUCIUIJIMHBI MOKET OBITh aJalTUPOBAHA IS O0ydYCHUS
nHBanua0B U Jini ¢ OB3.
1.5. KosimuecTBO 4acOB Ha 0CBOEHUE MPOrPaMMbl Y4eOHOM TN CHUTIITUHBI:

MaKCUMaJIbHOM y4eOHON Harpy3Ku 00ydaromerocs — /5 4acoB, BKIIIOUas:
- 00s13aTEeNBLHOM ayTUTOpHOM yueOHOM Harpy3ku obyuaroierocs — 50 4acos;
- CaMOCTOSITENIbHOU paboThl 00yUaromierocs — 17 4acoB; KOHCYJIbTAIIMH — 8 YaCOB,;



2. CTPYKTYPA U COJIEPKAHME YYEBHOH JIMCLIUTI/IMHBI

2.1. 06'beM y4eOHOM AUCHUIIIMHBI M BUAbI Y4€OHOM PpaGOThbI

Buj yye6HOM paboThI O6sem
4yacoe
MakcuMmasibHasi yye6Has Harpyska (Bcero) 75
06s13aTe/IbHAsA AyAUTOPHAs y4yeOHas Harpy3ka (Bcero) 50
B TOM YHUCJIE:
JlJabopaTOpHble PabOThI -
NpaKTHUYeCKHe 3aHATHUSA 20
KOHTPOJIbHbIE PabOThI -
KypcoBas paboTa (npoekt) (ecsiu npedycmompeHo) -
CamocTosTe/IbHAasA pa6oTa oo0yyawuerocs(scero) 17
B ToM 4yuciie:
paboTa C KOHCIIEKTOM JIEKIIUU UJIM C UCTOUHUKOM 15
JINTEPATYPHhI
pedepaThbl TBOPYECKHE 3aHATHUS 2
KoHcysibTanumn 8

Hmoecosas ammecmayusl 6 d)OpM@ 3auema.




2.2. TemaTnuyeckuii mjian u coaepxanue yueonoii nucuumiauabl OI.05JokymenTanmonHoe odecneyenue yrnpanBjaeHust

HaumenoBanue Coaep:xanue yueOHOro MaTepuaJa, jadoparopHbie padoThI M IPAKTHYECKUE 3aHATHS, O0beM yacos Yposenn
pa3aesioB U TeM CaMOCTOsSITe/IbHASL padoTa o0yualouuxcs, KypcoBasi padora (IpoeKT) (eciu OCBOEHUS
npeoycmMompenbl)
1 2
Pa3zpea 1. 54
JoxkymeHTHpOBaHUE
YIPaBJIeHYECKOM
NeSTeIbHOCTH
Tema 1.1. IlousiTHE Coaep:xanue y4eOHOro MaTepuaa
Beenenue. 3naueHue u coaepkaHue TUCHUIUIMHBI «/{0KyMeHTalMOHHOE 00eCIIeueHUs
MOKYMEHTAUMOHHOIO | yynapenns» CBA3b C APYTUMU JUCHUILIMHAME. [I0HATHE TEPMUHOB «TOKYMEHTY,
odecneyeHus «IOKYMEHTHUpOBaHUEe». VIcTopus pa3BUTHs HAyYHBIX NPEACTAaBICHUN O JOKYMEHTAIUOHHOM
yIpaBJIeHus obecrieuenun ynpasieHus. HopmMatuBHo- mpaBoBas 6aza opraHnu3aiuu JOKYMEHTAIIHOHHOTO
' obecrieueHust yrpaBiIeHUsI KaK OCHOBA TEXHOJIOTHH MIPOIIECCOB yng)aBneHm. Cocras 4 1
YIPaBJICHUYECKUX TOKYMEHTOB. [TloHsTHE cucTeM nokymeHTanuu. OyHKIMOHAIBHBIE U
OTpacJIeBbIE CHCTEMbI IOKYMCHTAIUN. Y HU(PUKAIUS U CTAHJAPTU3AMNS YIIPABICHICCKIX
JIOKYMEHTOB.
CamocrosiTesibHasi padoTa 00y4aOIIMXCS,B TOM YUCJI€ KOHCYJIbTAllUU 6
1. Pa0ota ¢ KOHCIIEKTOM JIEKIIAI
2. Bompocsl mist caMOIIpoBEpKH
Tema 1.2 Coaep:xkanye y4eOHOro MaTepuajia
Opranu3anmoHHoO- YHUpUIUpPOBaHHAs CUCTEMA OPraHU3alIMOHHO- PACTIOPSAUTEIbHON JOKYMEHTALMH.
pacnopsiiutenbubie H | TpeOoBanue x opopmiaenuro 10KymMeHToB. Knaccuukanus opranus3alyuoHHO-
HH(oOpMaAIMOHHbIE pacrops,ANTENILHON JOKYMEHTAIIUU: OpTraHU3allOHHbBIE, PACTIOPSAUTENbHBIC, CTPABOYHO-
CIIPaBOYHbIEC uH(popMalmonHbie. OpraHu3alOHHbIE TOKYMEHTHI YCTaB, YUPEAUTEIbHBINA JOTOBOD, 4 1
MOJIOKEHUE, IPABUIIA BHYTPEHHETO TPYIOBOTO pacnopska. PacnopsauTenbHble TOKYMEHTBI
MIPUKAa3bl, PACTIOPSHKEHUS, YKa3aHUs, TOCTAHOBIICHUS, PEIICHUS, HHCTpYKIuH. [IpoTokon
[IPaBOYHO- I/IH£OPM3.LII/IOHHLIC JOKYMEHTBI: TOKJIaaHas (coy>keOHast) 3ammcka,
00BsICHUTENBbHAS 3aMHUCKa, aKT, CIpaBKa, CIyXeOHbIe MICchbMa, (hakc, TererpaMma.
CamocrosiTe/ibHasi padoTa 00y4aIOIIUXCSI,B TOM YHCJI€ KOHCYJIbTAMH. 6

1. Pa0ota ¢ KOHCIIEKTOM JIEKIIAI
2.  Bompocs! s caMOIIpOBEPKH




IIpakTuyeckoe 3aHsITHE 6
ocTaplieHHE U 0OpMIICHHE OpraHN3alMOHHO-PACIIOPATUTEIBHBIX U HHPOPMAIIIOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
Tema 1.3 Coaep:xaHue yueOHOI0 MaTepHaJia
Kanposas JlokyMeHTHupOBaHUE TPYOBbIX TPaBOOTHOIIEHUH. COCTaB U 0COOEHHOCTU O(DOPMIICHUS
AOKYMEHTAIUs JOKYMEHTOB TI0 JIMYHOMY cocTaBy. KomrekroBanue nuaHoro aena. ABroouorpadus. Pesrome. 4
3asiBiieHus 0 mpuemMe Ha padoTy. Ilpruka3el 10 TUYHOMY COCTaBY.
CamocrosiTesibHasi padoTa 00y4alOIIMXCS,B TOM YUCJI€ KOHCYJIbTAIlUMU.
4
1. PaboTa ¢ KOHCIIEKTOM JIEKIIUH
2. Bormpocsl 151 caMOnIpOBEpPKU
IIpakTu4yeckoe 3ansiTue 6
O(%OpMJIeHI/IG KaJIpOBO# TOKYMEHTAIIUH
Tema 1.4. lene:xkunie u | Coaepxxanue yueOHOro MmarepuaJjia
¢unaHCOBO-
pacueTHble OCcOOEHHOCTH COCTABIICHUS U O(E}OpMJ‘IeHI/IH JEHEKHBIX U (PUHAHCOBO-PACYETHBIX JOKYMEHTOB. 2
JOKYMEHTBI. Odopminenne 1oBepeHHOCTEH OPUIMATBHON U TUUHOM.
CamocTosiTesibHas padoTa 00y4alOIUXC,B TOM YHCJI€ KOHCYJIbTAUNHU
4
1. Pabota ¢ KOHCIIEKTOM JIEKIIUH
2. Bompocs! 1y1s caMOTIpOBEPKHU
IIpakTnyeckoe 3ansitue 2
CocraBnenue u 0OpMIIEHHE TOTOBOPOB, MPETEH3MOHHO-UCKOBON JJOKYMEHTAITUH.
Tema 1.5. Torosopuo- | Coaepxxanue yueOHOro MmarepuaJjia
mchpaBOBgﬂ [TonsiTust toroBopa (KOHTpakTa), COIallleHue, IPOTOKOJIA. TUnoBas (popMa KOHTPAKTA.
AOKYMEHTALU OcHOBHBIE pa3zelibl KOHTpaKkTa. BUibI 1OTOBOPOB: KYIUTH- MPOJaKH, MEHBI, TOCTABKH, Ha
BO3ME3/IHOE OKa3aHHe yCIIyT, HOpyYEHUs,, KOMUCCUU U JIp. I[I())KYMGHTI)I 0 OPMIISIOIIHNE MTOPSTOK 4
pPaccMOTpPEHHUS CIIOPOB MEXKTy IOpUINYEeCKUMH Tuliamu. [IpaBuiia oopmIiIeHNs MPETEH3NOHHBIX
nuceM. O0pa3iibl MpeTeH3uH K nepeBo3unKy. @opMysisip 0T3bIBa Ha IpeTeH3ur0. OOpasibl
0T3bIBOB. DOPMYIISIp UCKOBOTO 3asiBJIeHUs. | peboBaHus K 0()OPMIICHUIO HCKOBBIX 3asBJICHUH.
[Topsimok HampaBiaeHHs 1 0(OPMIICHHSI OT3bIBA HA HCKOBOE 3asBJICHHUE.
IIpakTuyeckoe 3aHsATHE 2
CocraBnenue 1 0OpMIICHHE IOTOBOPOB, MPETEH3MOHHO-UCKOBOW JJOKYMEHTAITUH.
Pazpnean 2. 21

Opranunsanus padoTsl
¢ JOKYMEHTaMH.

Tema 2.1. [lousiTue
AOKyMeHTo00opoTa,
perucrpaunus

Conep:kanue y4eOHOTr0o MaTepuaJia

CocraB 1 y4er 00beMa JOKYMEHTO000pOTa MPEANPUATHN U opranusanui. Opranusanus
paloTHI ¢ IOKYMEHTAIMEH, TIOCTYNAIONIEH B YUPEKICHNS, TPEANPHUITHS, OPraHU3alUU; IPUEM




JOKYMEHTOB BXOJISIIIMX JOKYMEHTOB, SKCIEAUIIMOHHAsE 00pabOTKa, MPeABAPUTEIILHOE PACCMOTPEHUE U
%acnpez[eneHHe, perucrparusi, pacCMOTPEHHUE JOKYMEHTOB PYKOBOJICTBOM, UCIIOJIHEHUE.
TIIpaBKa UCXOAIINX TOKYMEHTOB. Ilepenada qOKyMEHTOB BHYTPH OpraHu3aluu. YueT
KOJIMYECTBA JIOKYMEHTOB.
CamocrosiTesibHasi pa0oTa 00y4alOIIMXCS,B TOM YUCJI€ KOHCYJIbTAIlUU
1. PaboTta ¢ KOHCIIEKTOM JIEKIIUH
2. Bompocs! n1s camonpoBepKu
Tema 2.2 Conep:kanue y4eOHOT0 MaTepuaJia
Hcnoanenne KonTposab ucnosnenus: J0KkyMeHToB. Opranusaius U TEXHHKa KOHT}IT)<0J1${ HCTIOJHEeHUS. TUIOBbIC
AOKYMCHTOB. Y MHIUBUIyaJIbHbIE CPOKHU UCHIOJIHEHUS ToKyMeHTOB. Cucrema AC-KI /|
KonTpoan
HCIIOJIHEHH .
Tema 2.3. Coaep:xanue yueOHOro MmaTepuaJia
Opranunsanus CucrtemaTu3anus 10KyMEHTOB U UX xpaHeHue. Homenkiatypa aen. IHauBuayaibHbIe,
OIlepaTHBHOIO

XpaHCHUA TOKYMEHTA

CBOJIHBIE, IPUMEPHBIE U TUIIOBbIE HOMEHKIATYpHI Jes. OdopMiieHne HOMEHKIATyphl €.
TpeboBaHus K 0POPMIICHUIO JIe)1. XpaHEHHE JOKYMEHTOB B CTPYKTYPHBIX OJPa3/ICIICHUSX.

IIpakTnyeckoe 3ansiTue
COCTAaBJICHUC HOMCHKJIATYPbI ACJI, TIOATOTOBKA JOKYMCHTOB K apXMBHOMY XPaHCHHIO.

Tema 2.4. Coaep:xxanue yueOHOro MmatepuaJia
3KCHepTI/I3ua DKCIepTh3a LICHHOCTH AJOKYMEHTOB. [IoIroToBKa /1€ K cjaue B BEIOMCTBEHHbBIN ApXUB.
ICHHOCTCH 3aKOoHOJATENbHbIE aKThl U HOPMAaTUBHO- METOIMYECKUE TOKYMEHTHI DesiepaibHON apXUBHOM
MOKYMEHTOB ci1y>k0bl Poccum 1o apXuBHOMY XpaHEHHIO IOKyMeHTOB. Bzaumogeiicteue ciayx0 1OV u
BEJIOMCTBEHHBIX apXUBOB IIPU (POPMHUPOBAHUN OCHOBBI TSI IIOCIEAYIOIIETO XPAHEHUS U
MCIIOJIb30BaHUs JOKYMEHTOB. EAMHCTBO TpeGoBaHM K XpaHEHUIO JOKYMEHTAIlUU B
JIEJIOIIPOU3BOJICTBE U B apXHBE.
IIpakTH4yeckoe 3aHsiTHE
IToaroroBka fen K caade B BEIOMCTBEHHBIM apXUB
Tema 2.5. Conep:kanue y4eOHOTr0o MaTepuaJia
chﬁg‘ﬁff :H“e Kommnprotepusanus Je10IpoU3BOACTBA HA IPEANPUATHI KaK YCIOBUE BHEAPEHUS
J1eJ10TIPON3BOICTEE ["ocynapcTBeHHOM CUCTEMBI JOKYMEHTAIMOHHOTO 00ECTIeYeHNs yIIpaBJIeHUs.

CamocrosiTesibHasi padoTa 00y4alOIIMXCS,B TOM YUCJI€ KOHCYJIbTAllUU

1. Pa0ota ¢ KOHCIIEKTOM JIEKI[AI
2. Bormpocs! 11 caMOIIpoBEpKH




3. YcaoBus peammzanuu YHEBHOW nucuuminHbl
3.1. TpeGoBaHus K MUHIMAJILHOMY MaTepUaIbHO-TEXHUYECKOMY 00€CIICUCHHIO

Peanuzanusi y4eOHON OuCHUIUIMHBI TpeOyeT Haiauuus y4deOHOro KabOuHeTa
JIOKYMEHTAIlMOHHOTO 00ECTIEUEHUs YIIPaBICHHUS

O6opynoBanne yueOHOTO KaOMHETA:

¢ TIOCAJIOYHBIC MECTA MO KOJMYECTBY O0YUIAIONMUXCS;
e pabouee MECTO MpernoaaBaTes;
e Y4eOHO-HAIJISITHBIC TOCOOUS

TexHruecKkue cpeacTra 00yyeHus:

e KOMIIBIOTEP C JTUIICH3UOHHBIM IPOTPAMMHBIM 00eCIICUCHUEM
o 00pa3ibl 0OUCHOM TEXHHKHU.

3.2. CIIMCOK JTUTepaTyphbl

HopmaTnBHO-IPaBOBbIE TOKYMEHTbI
1. TpynoBoit konekc Poccuiickoit @eaepanuu ot 30.12. 2001 Ne197-D3 (B pen. ot
27.12.2018) http://docs.cntd.ru/document/901807664/

2. I'paxnanckuii konekc Poccuiickoit @eneparuu ot 30.11.1994 Ne 51 - @3
(uactb niepBas) (B pexn. Ot 23 gexadbpst 2003r.) http://docs.cntd.ru/document/9027690

3. I'paxxnanckuii koaeke Poccuiickoii @enepanun ot 30.11.1994 Ne 51 - @3
(uactb BrOpas) (B pea. Ot 23 nexabps 2003r.) http://docs.cntd.ru/document/9027703

OcHoBHas JuTEparypa

1. A6ynanze, JI. I'. JlokyMeHTalluOHHOE OOECTICYCHHE YITPABICHUS TIEPCOHATIOM :
yueOHuk u npaktukym ans CIIO / 1. T'. A6ynanze, U. b. Bempsoxkkuna, B. M.
MacnoBa. — M. : I3narensctBo FOpaiit, 2018. — 299 c. — (Cepus :
[IpodeccuonansHOe 00pazoBanue). — https://biblio-online.ru/book/FOB93350-
FABA-44E3-9EE7-DSEFF609E7D3/dokumentacionnoe-obespechenie-
upravleniya-personalom

2. KazakeBuy, T. A. JlokyMeHTallMOHHOE OOECrieYeHUE YIIPaBICHUS : yUeOHUK U
npaktukyM s CI1IO / T. A. KazakeBuu, A. W. Tkanud. — 3-e u3., UCTp. U JO1I.
— M. : U3znarenbctBo FOpaiit, 2018. — 177 ¢. — (Cepus : [IpodeccuonanpHoe
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obpaszoBanue). — https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-
215DF86091B5/dokumentacionnoe-obespechenie-upravileniya

3. Ky3nenos, 1. H. JlokymeHTaniOHHOE 00€ecIieueHre yIpaBIeHUs TEPCOHATIOM :
yueOHuk u npaktukym ais CIIO / U. H. Ky3neno. — M. : U3natenscTBo FOpaiiT,
2018. — 521 ¢. — (Cepus : [Ipodeccuonanbroe odopasoBanue). — https://biblio-
online.ru/book/E9FDBAS53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-
obespechenie-upravleniya-personalom

4. lllysanosa, H. H. JlokyMeHTaIimoHHOE 00ecIieueHUe yIpaBiIeHUs | yAeOHUK U
npaktukyM juist CI1O / H. H. HlyBanoBa. — M. : U3patensctBo FOpaiit, 2018. —
221 ¢. — (Cepus : Ilpodeccuonanproe oopazoBanue). — https://biblio-
online.ru/book/012C672A-DD8A-4082-B4E7-
380217EE5CQ7/dokumentacionnoe-obespechenie-upravieniya

JlonoJiHUTEIbHAS JINTEPaTypa

1. JoxymeHTalimoHHoe obecrieueHue ynpasienus : yueouuk / T.A. boikoBa, E.A.
Ckpunko, I0.M. Kykapuna, A.1O. KonrskoBa, C.A. I'noroBa. — Mocksa :KnoPyc,
2018. — 266 ¢. — Imusa CI1O. — https://www.book.ru/book/926891

2. lokyMeHTalMOHHOE 0OeCcreueHne yIpaBieH!s (C OCHOBaMHU apXHUBOBEICHHUS )
yueOHoe nocobue / M.M. bacakoB. — Mocksa :KunoPyc, 2018. — 216 c. — [Ins
CIIO u HITO. — https://www.book.ru/book/926606

3. JokyMeHTaImoHHoe o0ecrieueHue ynpapieHus : yaeonuk / B.B. Bapmyna. —
Mocksa : FOctunuums, 2018, — 271 ¢. — CIIO. —
https://www.book.ru/book/924242

4. TTwenko A. B. JlokyMeHTallMOHHOE 00€CTIeueHrEe yIPABICHUS; YYEOHUK IS
CTYJIEHTOB YUPEXJACHHUI cpeHero npopeccuoHaibHOro oopasoBanus / A. B.
[Tmenko — 11-e uznanue; u3narenbCkuil eHTp «Akanemus», 2012-176c¢.

4 KOHTPOJIb M OLIEHKA Pe3YyJbTATOB OCBOCHHUS Y4e0OHOU IMCUUIIIMHBI

KoHTpons W olleHKa pe3ydbTaTOB OCBOCHHS JUCIMIUIMHBI OCYIIECTBIISICTCS
MpernojiaBatesieM B TPOIECCe MPOBEACHUS TMPAKTUYECKUX 3aHSATHH U
nabopaTOpHBIX PadOT, TECTUPOBAHMS, a TAKXKE BBHIMOJHEHUS OOYYAIOIIMMUCS
VHIUBUIYAJIbHBIX 33JJaHUH, TPOEKTOB, UCCIICIOBAHUN.

Pe3yabTarsl 00yueHust
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@®opmMBl U METOABl KOHTPOJS M OLEHKU PE3yNbTaTOB OOydeHHsS (OCBOCHHBIC

YMCHWSI, YCBOCHHBIC 3HAHUS).
YmMmenus:

- IPUMCHATH HOPMATHBHOC PCTYJIUPOBAHUC

10 JOKYMCHTAlIHOHHOMY 00eCIIeUeHHIO YIpaBJICHUA.

- O(bOpMJISITI) AJOKYMCHTAIUIO B COOTBETCTBUU

C HOpMaTUBHOU 0a30i

OneHka pe3yabTaToB

[IpakTnueckue padoThI

- COCTaBJIATh U 0()OPMIISITH JOTOBOPa

[IpakTHueckue paboThl

- OCYHICCTBJISITE XPAHCHUC U ITOMCK NOKYMCHTOB

[IpakTHueckue paboThl

HCIIOJIB30BaTh TCICKOMMYHUKATHBHBIC
TCXHOJIOI'MH B 3JICKTPOHHOM I[OKYMGHTOO60pOTG

[IpakTuueckue padoThbl

3HaHuA:
Onpoc, HWHIMBUAYAIbHBIE 3aJaHUs
- TOHATHS, e, 3a7aud ¢ OPUHIMNBI(IOKIAael,  pedepaTbl,  HPOCMOTP
JEJIONPOU3BOCTBA unpopmaruu B CMU, HHaTtepher,
HAYYHO-TIOMYJISIPHBIX CTAThSIX)
TecTtupoBanue, WHIUBUAYaJIbHbBIC
3aaHus OKJIaJIbI edepatbl
- OCHOBHBIE TOHATHUS JOKYMEHTAIIMOHHOTO g (n AbL pedepare,
npocMoTp uHpopmamuu B CMU,
obecrieueHns yIpaBICHUs
WNurtepHer, Hay4YHO-TIOMYJISPHBIX
CTaTbhsIX)

- CUCTEMBI JJOKYMEHTAIIHOHHOTO 00eCTIeUeHHUSI
YIIPaBJICHUSA

NunuBuayalibHble 3a0aHUs (TOKIAbI,
pedepaTsl, mpocMOTp HHGOPMAIIUH B
CMMU, UHTepHET, HAyYHO-TIOMYJISIPHBIX
CTaThsIX)

- KJacCU(PUKAIMIO TOKYMEHTOB

TectupoBaHue

- TpeOOBaHUS K COCTABJICHUIO U 0(DOPMIICHUIO
TTOKYMCHTOB

TecTupoBanue, MpakTUUECKHE PadOTHI

- 001IMe NMpaBUiia OpraHU3aluKl PadoThI C
JTOKYMEHTaMU

[IpakTuueckue padoThI

- TpeOOBaHUS K TEKCTY CIYXKEOHBIX TOKYMEHTOB

TectupoBaHue

- CUCTEMY JOTOBOPHO-TIPABOBOM TOKYMEHTAIUU:
BU/IbI IOTOBOPOB, TUMIOBBIE (DOPMBI

[IpakTrueckue 3aHATHS,
WHIUBUYJIbHBIE 3aJaHus (HOKIIAbI,
pedepatsl, IpocMOTp UHGOPMALIUHU B
CMMU, NHTepHEeT, HayYHO-TIOYJISIPHBIX
CTaThsIX)

- OpraHU3aIUIo0 JOKYMEHTOO00pOTa: IPUEM,
00paboTKy, perucTpanuio, KOHTPOJIb, XpaHEHUE

[IpakTrueckue 3aHATHS




M ITIOMCK JOKYMCHTOB, HOMCHKJIATYPY ACJI

- 0bOpPMIISITH IOKYMEHTALIUIO B COOTBETCTBUH C
HOpPMATHUBHOM 0a30i1, B TOM YHCJIE C
MCII0JIb30BAaHUEM WH(OPMAIMOHHBIX
TEXHOJIOTUHI

[IpakTrueckue 3aHATHS

- IPUHIIUITBI paboThI 0O(PUCHOI

o HpaKTI/I‘IGCKI/Ie 3aHATUA
OpraHnM3allMOHHON TCXHHUKHN




