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TexHo0TrHs NPOAYKIMH 00IIECTBEHHOT0 MUTAHUS.

OpFaHI/I3aHI/I}I—p33pa6OT‘II/IK: ABTOHOMHas HCKOMMCPUYCCKaA 06p2130BaT€JIBHa$I

opranusanys "BraagumMupckuil TEXHUKYM SKOHOMMKH U IpaBa Biagkooricorosza.

Pazpaborunk: TI'omsxoBa Taresina HwukonaeBHa — mpernojaBaTeNb CHEIIACIHUILUIAH

AHIIOO BTOIL
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1. MACHOPT PABOYEM ITIPOIr'PAMMbBI YYEFHOM U CHUTLIAHBI

OIl1.12 JlokymMeHTallMOHHOE 00€ecTieueHre yIpaBICHHUS
1.1. O61acTh NpUMEHEHUS TPOTPAMMBI:

PaGouass mporpamma y4yeOHOW JUCIUIUIMHBI SIBISIETCS YacTbl0 OCHOBHOM
npodeccuoHanbHOM 00pa3zoBaTesbHOM mporpamMmbl B cooTBercTBUU ¢ DPI'OC mo
ciemanbHoctT CIIO  mns cneuuwansHOocTH  19.02.10 TexHosiorusi NpoayKIUU
00111eCTBEHHOT0 MU TAHMS.

1.2. Mecro AMCHUILINHbBI B CTPYKTYype OCHOBHOM
npodeccuoHAIbHOM 00pa30BaTEIbLHOI MPOTPAMMBI:

VYyeonas nucuumiuna OI1.12 «JlokyMeHTaloHHOEe 00ecrieyeHre ypaBICHUD)
OPUHAJUICKUT K [UKITY 00IIepOoPecCHOHANBHBIX TUCIUIIINH.
1.3. deau wm 3agauM JUCHMUIUIMHBI - TPe0OBAHMSI K Pe3yJbTaTaM OCBOEHUS
AUCHHUIJIMHBI:

B pe3ynomame oceoenus oucyuniunsvl 00y4arOUULicsi QOAHCEH YyMemby.

0hOpMIISITE JTOKYMEHTAIlUI0 B COOTBETCTBMU C HOpPMATHBHOM 0a30#i, B T.4.
UCTIOJIb3YsI HH(OPMAIIMOHHEIE TEXHOJIOTHH;

- OCYHIECTBIIATH aBTOMAaTHU3AIIUI0 00pa0OTKH IOKYMEHTOB;

- YHUPUIUPOBATH CUCTEMBI TOKYMEHTAIIUH;

- OCYIIECTBJISATh XpaHEHHUE U TOMCK JOKYMEHTOB;

- OCYHIECTBJIATH aBTOMATU3AIIMI0 00pa0OTKU IOKYMEHTOB,;

- WCHOJIb30BaTh  TEJICKOMMYHHUKAIIMOHHBIE  TEXHOJOTMM B  3JIEKTPOHHOM
JTIOKYMEHTOO000pOTE;

B pezynomame oceoenus oucyunaunsl 06y4arouuticsi O0IHCeH 3HAmb .

MOHSTHE, 1IN, 33/1a9H U IIPUHITUIIBI JICIONIPON3BOJICTBA;
- OCHOBHBIC ITOHATHS JOKYMCHTAIIMOHHOTO OOCCIICUCHHS YIIPABICHUS;
- CHCTEMBbI JOKYMEHTAIIMOHHOTO 00eCIIeueHUs yIIPABICHHUSI;

- KJaccu(UKaIuio JOKYMEHTOB;

- TpeOOBaHMS K COCTABJIICHHIO M O(POPMIICHHUIO JJOKYMECHTOB;

- OpraHu3aluio JOKyMEHTO0OOpoTa: mpueM, o0paboTKa, perucrpaiusi, KOHTPOJIb,
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XPaHCHHUEC JOKYMCHTOB, HOMCHKJIATypa ACII.

1.4. Pexomenayemoe  KOJHYECTBO 4YacOB HA  OCBOCHHE  IPOrpaMMbl
AUCIHUNJIMHBI:
MaKCHUMaJbHON yueOHON Harpy3ku oOydaromierocst 72 4acoB, B TOM YHCJIE:

00s3aTeNIbHON ayAUTOPHON yueOHOU Harpy3ku oOyyvarouierocs 48 4acos;

caMoCTOSITEIbHON paboThl 00yyatouierocst 24 4acos.

2. CTPYKTYPA U COAEP KAHUE YUYEBHOM JUCIUATLITAHBI



2.1. O0beM yueOHOM ITUCHMIIMHBI U BUAbI Y4e0HOH padoThI

Buabl yueOHoii padoThI O0bem
4acoB

MakcumaJjibHasi ydeOHasi Harpy3ka (Bcero) 72
Oo0s13aTesibHAs AyIMTOPHAsI YueOHAasi HArpy3Ka (Bcero) 48
B TOM UYHCIJIE:
MIPAKTUYECKUE 3AHSATHS 22
CamocTosiTesibHasi paboTa o0y4yaloierocs (BCero) 24
B TOM YHCIIE:
pemenue B cucreme KoncynpranT Ilmroc 6
paboTa ¢ yu4eOHOM TUTEepaTypoil, KOHCIICKTAMH 18

Hrorosasi arrecranusi B (popMe KOHTPOJIBHOM padoThI




3. YCJIOBUSA PEAJIM3AIINU ITPOT'PAMMBI IUCHUITINHBI
3.1. TpeOoBanusi K MHUHMMAJBLHOMY  MATEPHAJIbHO-TEXHHUYECKOMY
o0ecrne4yeHH0:

Peanuzanust mporpaMmbl JAUCIUIUIMHBI  TpeOyeT Haau4yus Y4eOHOro
kabuHera «JlOKyMEHTaIMOHHOE OO€cCIeueHne yIpaBiCHUS», OWOIHOTEKH,
YUTAJIBHOTO 3aj1a C BBIXOJOM B ceTh IHTEpHET.

OoOopynoBanne y4eOHOro KaOUHeTA:

- KOMIUIEKT YYEHUYECKON Mebenu,

- pabodee MeCTO IpenoaaBaTersi.

TexHnuyeckue cpeacrsa 00yuYeHus:

- KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIICH3MOHHBIM MPOTrPAMMHBIM OOECIICUeHUEM,
- MyJIbTUMEIUNHBIA IIPOEKTOP.

3.2. MudopmanuonHoe odecrneyeHne 00y4eHus :

Ilepeyenbr pexkoMeHayeMbIX Yy4eOHbIX u3AaHuii, WHTepHeT-pecypcos,

JAOMOJTHUTEIbHOM JIUTEPATypPbl

Hopmamuenaa numepamypa

1. Koncturyums Poccuiickon @enepanuu.- M.: IIpocnekt, 2004.

2. "O6 wuHbopmany, HUHPOPMAIMOHHBIX TEXHOJIOTHSIX M O 3allUTe
uHpopmarn". Genepanbublil 3akoH PO ot 27.07.2006 Ne 149-D3.

3. "OO snexTponHOM 1UdpoBoi noamucu". deaepanbHblii 3aKkoH oT 10.01.2002
Ne 1-@3.

4. "O TexHnueckoMm perymnpoBanun" @enepanpHbil  3akOH Poccuiickon
Oenepanuu ot 27 nexadbps 2002 1. No 184-D3

5. T'paxnanckuii kogekc PO (wactu 1,2,3) - M.: [Ipocnekt, 2002.

6. "O xommepueckoi TaiiHe". @enepanbHblil 3aK0H 0T 29.07.2004 Ne 98-D3.

7. TOCT P 51141-98. [denonpou3BOACTBO W apXuBHOE [e€n0. TepMUHBI H
onpenenenus (y1B. [loctanoBiaenuem 'occtannapra PO ot 27.02.98 Ne 28).

8. TOCT P 6.30-2003. VaubuuupoBaHHBIE CHCTEMbl JOKyMEHTAIUH.

YHI/I(I)I/IIII/IpOBaHHaH CUCTCMA OpFaHI/IBaIII/IOHHO-paCHOpﬂlII/ITGJIBHOﬁ



NoKyMeHTauu. TpeboBaHus K OGOPMIICHUIO JTOKYMEHTOB. YTBEpXkIcH
nocranoBiaenneM ['occrangapra PO or 03.03.2003 Ne65-ct.- M.: U3zn-BO
crangapTos, 2003.

9. TumoBasg MHCTPYKLHMS IO JEJONPOU3BOACTBY B (penepanbHbIX OpraHax
ucrosHuTeNnbHOM Biacth (yTB. Ilpukazom MuHHcTEpcTBa KyJNbTYphl M
MaccOBBIX KOMMYHUKaIil PO ot 8 Hos0ps 2005 r. Ne 536)- M., 2008.

10.00mepoccuiickuil  knaccupukarop ymnpasieHuecko gokymeHTamuun OK
011-93 (OKV). (YTBEepxaeH U BBEACH B JICUCTBHE IOCTaHOBJICHUEM

INoccrangapra PO ot 30.12.1993 No299 (¢ uzm. u gom.ot 1999-2002 rr.).

Y4yeOHast IuTEpaTypa M CIIPABOYHBIE N1OCOOUS

1. beikoBa T.A. JlokyMeHTalMoHHOE oOecTieueHue yIpaBieHus: YdeOHoe

nocobue — 2 u3 ., nepepad. u gon. — M.: HULl UHOPA — M, 2016 — 304c.

2. I'maguii E.B. JlokymeHTanmoHHOe oOecleueHue yIpaBieHus: YueOHoe
nocobue — 2 uzn., nepepad. u gon. — M.: U1l PUOP: HUI] UHOPA — M,
2016 —249c.

3. Kupcanoa M.B. Kypc ngenmompoms3BojacTBa:  TOKyMEHTallMOHHOE
obOecrnieueHue yrpaniieHus: YueOHoe mocodue — 6 u3a., ucrp. u aom. - M.:

HUIl UTHOPA - M, 2015 — 256¢.

4. KprokoBa H.II. JlokyMEHTMpOBAaHME YNPABICHUYECKOW JESITEIbHOCTH:

Vuebnoe nocobue — M.: UHOPA-M, 2016 — 268c.

5. Kyszuenor N.H. [enonpousBoacTBo: YueOHO-CIIpaBOYHOE mocodue - 6

u3 1., nepepad. u gom. — M.: M3narenscko-Topropast kKopriopanus «Jlamkos

u K%, 2016 — 520c.



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOBOCBOEHUS
JUCHUATUIMHBI

KonTpoar ®  omeHka

OCYIICCTBIACTCA MpCroaaBaTciicM B

3aHATHN W J1a0OpaTOpHBIX PabOT, TECTUPOBAHMSI,

pe3yIbTaToOB

OCBOCHHUS  JTUCLUILIAHBI
MpOLECCE MPOBEACHHUS NPAKTUYECKUX

a TaxiKC BbIIIOJIHCHUA

O6y‘IaI-OHII/IMI/ICH HHAWBUIYAJIbHBIX SaﬂaHI/Iﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3yibTaThl 00y4eHust
(ocBOCHHBIE YMEHHUS1, YCBOCHHBIE
3HAHUSA)

3HAHUA)

®opMbI U METOIbI KOHTPOJISI U
OIIEHKHU Pe3yJIbTATOB 00y4eHH sl

YMmenusa

OdopMIIATh JOKYMEHTALMIO B COOTBETCTBUU C
HOpPMAaTUBHOM 0a30i, B T.4. HUCHOJB3Ys

MH(OPMaLIMOHHBIE TEXHOJIOTHUH.

OcymiecTBISITh  aBTOMATHU3AIMI0  00pabOTKH
JIOKYMEHTOB.

yHI/I(bI/ILII/IPOBaTB CUCTCMbI NOKYMCHTAIIUH.

Ocy1iecTBIsITh u TOUCK

JAOKYMCHTOB.

XpaHCHHE

OcymiecTBISITh  aBTOMATHU3AIMI0  00pabOTKH

DKcHepTHAs OI[EHKA OTYETOB TI0 MPAKTUIECKUM
paboTam.

JIOKYMEHTOB.
Ucnonb3oBarh TENIEKOMMYHHUKAI[HOHHBIE

TE€XHOJIOTUH B 3JIEKTPOHHOM

JIOKYMEHTO000pOTE.

3nanus

[TonsTne, wenw, 3agaud W OPUHUMUIBI| Y CTHBIM ONPOC, TECTUPOBAHUE.
JEJIONPOU3BOCTBA.

OCHOBHbBIE  MOHATHUS  JTOKYMEHTAaLHOHHOTO

oOecrnieueHus ynpaBieHusl.

CucremMbl JOKYMEHTAITMOHHOTO OOCCTICUCHHS
yYIpaBJICHHUS.

Knaccudukanuro 10KyMEHTOB.




TpeboBanust K COCTaBIEHUIO M O(OPMIICHHUIO
JTOKYMEHTOB.

OpraHu3ainyioo  JOKyMEHTO00OpOTa: IpHUEM,
o0paboTka, perucrpanus, KOHTPOJIb,
XpaHeHHe JOKYMEHTOB, HOMEHKJIATypa Jell.
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