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Pabouas nmnporpamMmma y4eOHOM  JUCHMIUIMHBI  «/[OKyMEHTallMOHHOE
obecrieyeHne  ympaBleHHA»  pa3paboraHa Ha  OcHOBe  DenepasbHOrO
rOCy/IapCTBEHHOTO  00pa3oBaTesbHOrO cTaHjpapra crnenuanbHoctd  09.02.07
WupopmalimonHple  CUCTEMbl M NPOrpaMMHpOBaHUE, KBaludukauums —
TEXHUUYECKUI MHcaTelb, yTBEPKIEHHOTO MPUKa30M MUHHCTEpCTBAa 00pa30BaHuUs U
Hayku Poccuiickoii @enepanuu ot 09.12.2016 r. Ne 1547 u IIpumepHoil 0OCHOBHOM
oOpazoBaTeIbHON  MporpaMmbl,  pa3pabotanHoit  dDeaepaibHbIM  y4eOHO-
MeroanueckuM oobeanHenreM B cucteme CIIO nmo YI'C 09.00.00 Mudopmatuka u
BBIYHMCIIUTEIbHAS TEXHUKA.

Pa3paboTuunk:
CmupunonoBa H.H., npenopaBatens oOmiectBeHHbIX gucuuiuind OI'ATIOY
CIIK

Penensenr:
Tpyoun O.A., ct. npenogaBatenb Kadeapbl 3KOHOMHKH, MAaTEMaTUKH WU
unpopmaruku COD HUY benl'yY

PaGouas mporpamma paccmotpena Ha 3acemanuu [II[K mpemonaBareneit
COIMANIEHO-TYMaHUTApHBIX quciutuinH (mpoTtokos Ne 01 ot «31» aBrycra 2018 1.)
u mpu3HaHa cootBercTByromed TpedoBarusiMm PI'OC CIIO u ydyebHOro miaHa
cneuuanbHoctd 09.02.07 HMudopmManrioHHble cHUCTEMbl W TPOrpaMMHUpPOBAHMUE,
KBTH(PUKAIIAS — TEXHHYECKUI TTHCATEIb.
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1. IACIIOPT PABOYEH ITPOI'PAMMBbBI YUEEHOM JUCITUATLINHBI

1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI

Pabouas nporpamma yueOHOM qucuuruinHbl seasercsa dacteio [HIICC3 nmo
cneruanbHoctd 09.02.07 UndopmanmoHHble CUCTEMBI U MPOTPaMMHUPOBAHUE,
KBTI (PUKALIUA — TEXHUYECKHUI MHcaTelb.

1.2. Mecto mucuuniaunbl B cTpykrype HIICC3: nucuunnmHa BXOIWUT B ITUKII
o01enpodhecCUOHAIBHBIX UCITUTLINH.

1.3. Heau 1 3axa4u JUCHMILVIMHBI — TPeOOBAHUS K pe3yJibTATaM OCBOCHMS
AUCHUTITHHBI:

B pe3ynbTaTe OCBOCHHMSI TUCIUTUIMHBI 00YJaIOMIHIACS 10IKEH YMETh:

e 0oQopMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHUBHOW 0a3oii, B
T. 4. UCTIONIB3ys HH()OPMAIIMOHHBIE TEXHOJIOTHH;

OCYIIECTBIISITH aBTOMATH3AI[MI0 00Pa0OTKH JJOKYMEHTOB
YHU(PHUITUPOBATH CUCTEMBI JJOKYMCHTAIIUY;

OCYIIECTBIISATH XPAHCHHUE U TIOUCK TOKYMEHTOB;

OCYIIECTBIISITH aBTOMATH3AIIMI0 00PaOOTKH TOKYMEHTOB;

UCIIOJIb30BaTh TEJIEKOMMYHUKAIMOHHBIE TEXHOJOTHH B JJIEKTPOHHOM
JIOKYMEHTO00O0pOoTeE.

B pesynbTaTte 0cBOEHHUS TUCHIUILIIMHBI 00YYaIOIUNCS J0IKEeH 3HATh:
MOHSITHE, LI€TH, 33]]a4H U MIPUHIUIIBI 1eTOTPOU3BOJICTBA;

OCHOBHBIE TIOHSITHS JOKYMEHTAIIMOHHOTO 00€CTIeueHus YIPaBICHUS,
CUCTEMBI IOKYMEHTAITMOHHOTO 00ECTICUeHUSI YITPABICHUS;
KJIaCCU(UKAITUIO IOKYMECHTOB,;

TpeOOBaHUS K COCTABJICHUIO M OPOPMIICHHIO TOKYMEHTOB,;

OpraHu3aIri0 JOKYMEHTOOOOpoTa: mpueM, oOpaboTKa, peructpaius,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATypa Je.

1.4. Kosim4yecTBO 4aCOB HA OCBOEHHUE MPOTrPaMMbI TUCIHIJIMHBI:
MaKCUMaJIbHON yueOHO# Harpy3ku oOyuaromierocst — 50 4acoB, B TOM 4uCII€:
00s3aTeNBHON ayIUTOPHON Y4eOHOM Harpy3ku o0ydaromierocsi — 46 4acos.



2. CTPYKTYPA U COAEP)KAHUE YUEBHOM JUCIUIIJINHBI

2.1. O06beM yueOHOH TMCUUITIMHBI U BU/bI Y4eOHOH padoThl

Bua yyeOHoM padoThI Oonem
4acoB
MakcumasibHasi yueOHasi HArpy3Ka (Bcero) 50
Oo6s13aTes1bHAA AYAUTOPHAA yyeOHAsi HATPY3Ka (BCero) 46
B TOM YHCJIE:
TEOPETHYECKOE 00yUeHNE 28
MPAKTUYECKUE 3aHATHS 18
KypcoBasi paboTa (IIpOeKT) -
CamocTosiTesibHasi padoTa o0yuyarouerocs (Bcero) 4

B TOM YHUCIIC:

caMoCTOsITeNIbHAs paboTa HaJl KypcoBOil paboToil (IpOeKTOM)

KoncyabTanuu

IIpomexxkyTouHast arrectanus B ¢popme nud¢epeHIMpOBAHHOTO

3adgeTa




2.2. TemaTnuyecKkuii VIAH U co/lePKaHUE Y4eOHOMN JUCIUILINHBI

HaunmenoBanme Conepxxanue y4eOHOro MaTepuaJa, JJabopaTopHbie H NPaAaKTHYECKHE PadoThI, O0bem yacoB YpoBenb
pa3iesioB U TeM CaMOCTOsITe/IbHASA padoTa o0yualoumxcs, KypcoBasi padbot (IIpoeKT) (eciu OCBOEHUS
npedycmMompeHul)
1 2 3 4
Pazpeua 1.
OcHOBHBbIE MOHATHS
JeJIONPOU3BOACTBA
Tema 1.1. Conepxxanue y4eOHOro mMartepuaJia 2 1
Beenenue. Hcroxn 1 | IIpeameT aucuunumHbL 1leny v 3a1a4y TUCIUIIIAHEBI, €€ CBA3b C
ACIONPOU3BOACTBA 00mmenpodecCHOHATBLHBIMA IUCHHUILUTHHAMH, POJIb U 3HAYEHHE B CHCTEME
1poheCCHOHAITBHOM TTOATOTOBKH.
2 | OcHOBHBIC TIOHATHS U ONIPEICICHUS TUCITUTUTHHEIL.
3HayeHrWe JOKYMEHTAIMM B YIPABJICHYECKON JEATEIBHOCTH. MecTo W poJib
JIeIONPOM3BOJICTBA B YIpaBIeHUH. J{e10nmpon3BOACTBO KaK (DYHKIIMS YIIPaBICHUS
IIpakTHYecKkue 3aHATHS -
Tema 1.2. Conep:xxaHue y4eOHOro MarepuaJia 2
HopmatuBHo-npaBoBoe | 1 | HopmaruBHas 6a3a, permaMmeHTUpyromas padoTy ¢ JokyMeHTamu. FOpuandyeckoe 2
ol0ecrieyeHmne 3HA4YECHHE JIOKYMEHTA.
AeJIONPOM3BOACTBA 2 | [lonstue o nokymenrtax. Kinaccudukanusa nokymeHToB. FOpunndyeckoe 3HaueHHE
JOKYMEHTA.
OcobGeHHocTH paboOTHI C OJaHKaMu € TepOOBOM CUMBOJUKON. DopMaTh
OyMa)kKHBIX TOKYMEHTOB
IIpakTHYeckne 3aHATHS 2
HanmenoBanue pa6ornl Ne 1: «CocraBiieHne u opopmiieHHe Pa3JIMYHbIX BH/I0OB
0JIAHKOB)
Tema 1.3. Coaepikanue y4eOHOro MaTepuajia 2 2
CocraB H cxeMblI 1 | ®opmynsip COBpEeMEHHOTO yIPaBICHUYECKOTO JOKYMEHTA.
PAacCIoJIOKEeHU S [Tonsarue o pexBuszute. CocTaB peKBU3UTOB, UX PACIIOJIOKEHHE.
PEKBU3MTOB 2 | TpeboBanus k oopmieHII0 pekBU3UTOB. HazHaueHue, cocTaB peKBU3UTOB U
MOPSIIOK 0POPMIICHHUS CITY>KEOHBIX TTHCEM.
IIpakTnuyeckune 3aHATHS 2

HaumenoBanue padornl Ne2: «O¢gopmieHue 0CHOBHBIX PEKBH3HTOB B




coorBercTtBuu ¢ 'OCT P 6.30-2003»

Paznea 2.
Buabl u opopmitenune
OpPraHu3anoOHHO-
pacnopsiiuTeIbHOM
AOKYMEHTAaluH
Tema 2.1. Conepxxanue y4eOHOro mMartepuajia
Opranusannonnpie 1 | Kiaccudukanus opraHu3allMOHHBIX JOKYMEHTOB (yCTaB, MOJIOKEHUE,
AOKYMEHTbI MHCTPYKIHH).
[Topsimox cocraBiienusi, 0HOPMIICHHUS U UCTIOIB30BaHMS OPraHU3aIMOHHBIX
2 | TOKyMEHTOB.
Haznauenne opraHm3allMOHHBIX JOKYMEHTOB M UX XapaKTE€pPHUCTHKA.
IIpakTHyeckue 3aHATHS
HaunmenoBanue padornl Ne3: «CocraBienue u opopMieHre OPraHu3aMOHHBIX
AOKYMEHTOB)
Tema 2.2. Conep:xxaHue y4eOHOro MarepuaJia
PacnopsiaurenbHbIe 1 | Kinaccudukanus pacnopsauTenbHbIX JOKYMEHTOB (TIPUKa3bl, PaCTIOPSKEHUS,
AOKYMEHTHI yKa3aHusl, IOCTAHOBJICHHUS], PEILICHUS).
2 | Ilopsanok cocTaBieHUs], MOANMCAHUS U UCTIOIb30BAHUS PACHIOPSAUTEIBHBIX
JOKYMEHTOB.
Ha3naueHnue pacnopsauTeNbHbIX JOKYMEHTOB U UX XapaKTEPUCTHKA.
IIpakTHYeckue 3aHATHS
HaumenoBanue padornl Ned: «CocraBiienne 1 opopmiieHre PACTIOPAIUTETILHOM
AOKYMEHTAIlUN»
Tema 2.3. Conepxanue yueOHOro Marepuasia
HNudopmannonno- 1 | Kinaccudukanus nadopMamoHHO-CIIPABOYHBIX TOKYMEHTOB (IIPOTOKOJIbI, aKThI,
CIIPaBOYHbIEC JOKJIaJTHBIE 3aMHUCKH, CIIPABKH, CITyKEOHbBIE THChMA).
AOKYMEHTBI Iopsinok cocraBienus 1 0popMIIeHHs HHPOPMALIMOHHO-CIIPAaBOYHBIX

JOKYMCHTOB.

2 | Haznauenne MHPOPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB U X XapaKTepUCTHKA.
OOpartenus rpaxnaas. Buel oOpaieHui.

IIpakTHYecKkne 3aHATHA
HanmenoBanme pa6ornl Ne 5: «CocraBienne u opopmiieHue MHGOPMAIMOHHO-
CNPABOYHBIX JOKYMEHTOB)




HaumenoBanue padornl Ne 6: «CocrasiieHne u oGopMiIeHHE CIIYKeOHBIX
nucem»

Paznea 3.
JlokymMeHTaIUs 110
TPYAOBBIM OTHOIIEHUAM

Tema 3.1.
Buabl 1o0KkyMeHTANMU 11O
TPYAOBBIM OTHOIIEHUAM

Conepxxanue yueOHOro Marepuaja

1 | 3nauenue KaApOBbIX TOKYMCHTOB. CocraB n BUJIbI JOKYMCHTAIIUU 110 JINYHOMY
COCTaBY.

2 | I'pymma JOKYMEHTOB, OTPAXKAIONINX MTPABOBYIO, TPYIOBYIO M CITYKEOHYIO
NEeSITETbHOCTh pA0OTHUKOB. JIOKyMEHTHPOBAHKE MPOIECCOB ABUKEHUS KaJIPOB.
Benenue xaapoBoii qokymeHTaruu. TpeOoBaHUs K COCTABICHHUIO KaIPOBBIX
JTIOKYMEHTOB.

KontponbHas padoTa (Tect)

IIpakTHyeckue 3aHATHS

HaumenoBanue padornl Ne 7: «CocraBiienne u opopmiieHre MPUKA3a M0
JMYHOMY COCTaBY»

HaumenoBanue padorbl Ne 8: «CocraBiieHre JOKYMEHTOB 10 TPYAOBbIM
OTHOLIEHHUSIM))

CamocTrosiTesqibHasi padoTa 00y4arOIMXCs

[ToxaroroBka nokinana, pedepara, cooOIICHUS, MPE3EHTAIIMN HA TEMY:
TpynoBas kHIKKa: BbIIaua, 0popMIIEHUE U XpaHEHUE
JIOKyMEHTHpPOBaHUE TPYJOBBIX OTHOIIEHUHN

Pa3znean 4.
JdoxymeHT0000pPOT 1
¢opmbI ero
OPraHM3annu

Tema 4.1.
Opranu3anus
AOKYMEHT0000poTa

Conepxanue yueOHOro Marepuasa

1| Opranu3zanus paboThl C TOKyMEHTaMU (BXOJSIINE, BHYTPEHHHE, UCXOSIINE).
@opMbI perucTpaluu JOKYMEHTOB M MOPSAOK UX 3arojHeHus. L{enn u ocHOBHbIE
MIPUHIIUIIBI PETUCTPAIIUHU TIOKYMEHTOB.

2| Perucrpanusi TOKyMEHTOB pPa3JIMYHbIX TOTOKOB COCTaBIEHNE CXEMBbI
JOKYMEHTO0000pOTa NpEeANpUSITHSI.

3 cDOpMLI pEerucTpaiv I0KYMCEHTOB U NOPAAOK HUX 3allI0JTHCHUS. X(ypHaJ'IBHa}I
(bopMa perucTtpanmnu. PCFI/ICTpaLII/IOHHO - KOHTpPOJIbHAd KapTO4YKa.
KOHTpOJ'IL HCIIOJIHCHU A JOKYMCHTOB.




4\ Howmenknarypa nen. Dkcneprrsa IEHHOCTH IOKYMEHTOB. XpaHEHUE JOKYMEHTOB.

IIpakTnuyeckune 3aHATHS

HaumenoBanue padornl Ne 9: «CocraBiieHHe cXeMbl I0KYMeHT0000poTa B
OpraHu3anumw»

HaumenoBanue padornl Ne 10: «Co3znanue peructpaniuoHHoii ¢gopmbl 1UId
perucTpauyuy BXOASIIIMX U HCXOASIIIUX JOKYMEHTOB

HaumenoBanue padornl Ne 11: «CocraBiienne u opopmiieHHe HOMEHKJIATYPbI
i (N

Tema 4.2.
HNupopmannoHHble
TEXHOJIOTHHU B
AOKYMEHTAIlHOHHOM
o0ecrnieyeHNH
ylpaBJieHHs

Conep:kanue y4eGHOr0 MaTepuaa

1| Obmas xapakTeprucTUKa MPOrpaMMHOT0 0OecrieyeHus

2| CrienmamM3upoBaHHBIE TPOTPAMMHBIC TMPOAYKTHl JUIS  CIYXO  yIpaBieHUs
IEPCOHATIOM

IIpakTHyeckue 3aHATHS

HaunmenoBanue padornl Nel2: «Ilepexnaya nHpopmanmu ¢ MCNOJIb30BAHUEM
CPEACTB TEJIEKOMMYHHMKALIUID)

HaumenoBanue padornl Ne 13: «CocraBJiieHue, opopMiIeHHE TOKYMEHTOB C
HCIO0Jb30BAHNEM CPEACTB OPITEXHUKID)

3auer

CamocrosiTesibHasi padoTa 00y4YarOIIMXCS

[ToxaroroBka noknana, pedepara, CoOoOIICHUS, MPE3EHTAIIUN

Cocrasienue u opopmileHUE TOKYMEHTOB ¢ Ucnojb3oBaHuem [1K.

3Ha4YeHHE KOMIIBIOTEPU3AINH JOKYMEHTO000pOoTa 1t paboThl ciyx0b1 JIOY.

Bcero:

50

J1J1s XapaKTepUCTUKH YPOBHSI OCBOCHHS yueOHOT0 MaTepHalia UCIOIb3YIOTCS ClIeayone 0003HaYeHHUS:
1. — 03HaKOMUTENBHBIH (y3HaBaHUE paHee H3yYCHHBIX 0OBEKTOB, CBOMCTB);
2. — penpoAYKTUBHBIN (BBIIIOIHEHHUE ACATEIHHOCTH MO 00pa3Ily, HHCTPYKIIMH WU MOl PYKOBOJICTBOM)

3. — HpO,Z[YKTI/IBHHﬁ (HJ'IaHI/IpOBaHI/Ie H CaMOCTOATCIIbHOC BBIIIOJIHCHUC ACATCIbHOCTHU, PCIHICHUC Hp06HeMHLIX 3aL[aq)




3. YCJOBUS PEAJU3ALIMM PABOUYE IPOTPAMMBI YUEBHOM
JTUCHUATNIUHBI

3.1. TpeOoBaHUA K MUHMMAJIbHOMY MATEPHAJIbHO-TEXHUYECKOMY 00eCIedeHUI0
Peanuzanust y4eOHOW IOUCHUIUIMHBI TpeOyeT Hanuyus ydyeOHOro kaOuHeTa
JOKYMEHTAILIMOHHOE 00€CIIeYeHUE YIPaBICHUS.
Ob6opynoBanme yueOHOro KabmHeTa:
1. TlocanouHbie MecTa MO KOJIUYECTBY O0yUaIOIMINXCA.
2. PaGouee mecTo mpernojaBaTens.
3. MarnuTHas nocka.
4. HaOop Tabaui, cxem, HarjsIHbIX TOCOOUH.
5. HopmaTuBHO-TIpaBOBbBIE aKThI.
Texnuyeckue cpeacTsa 00y4eHus:
1. [lepcoHanbHble  KOMOBIOTEPHl  C  JIMLUEH3UOHHBIM  MPOTPAMMHBIM
oOecrieueHueM U HHGOPMAIIMOHHBIMU CIIPABOYHO-TIPABOBBIMHU CUCTEMaMHU.
2. llepudepuiinbie yCTPOMCTBA: MYJIbTUMEIUNHBIN IIPOEKTOP,
UHTEpaKTUBHAsA JOCKa, NPHUHTEPHI, CKaHephl, Teledakc, BHEIIHUE
HAKOIUTEJIM HA MAarHUTHBIX U ONTUYECKUX TUCKAX.
3. CpenctBa OOJbIION M MaJOW OPraHU3alMOHHOM TEXHHUKHU: IIpEep,
OpomiropoBajibHas MalllMHA, KapTOTEYHOE O0OpyIOBaHHE, JAMUHATOP,
CTEIUIEp, ABIPOKOJ, HyMEpaTop, pe3aK, OCHACTKa I Ie4aTH U JIpyrue
KaHLEJSAPCKUE TPUHAIIEKHOCTH, PACXOHbIE MaTEPUAJIBL.

3.2. UudopmanuoHHoe odecrieueHre 00ydeHust

IlepeyeHb pexkOMeHT0BAHHBIX Y4eOHbIX U31aHUI, HHTEPHET-PECyPCOB,
AOMOJIHUTEIbHOM JIUTEPATYPHI

OcHOBHBIC HCTOYHUKH

1. AGynanmze, . I'. JlokyMeHTalIMOHHOE O0ECIICUeHHUE YIIPABICHHS TIEPCOHAIIOM :
yuebnuk u npaktukym st CIIO / 1. I'. A6ynanze, U. b. Bempsokkuna, B. M.
Macnosa. — M. : FOpaiir, 2018. — 299 c.

I'pozosa, O. C. [denonpounsBoactro : yued. mocodue mis CI1IO / O. C. I'po3osa. —
M. : FOpaiit, 2018. — 126 c.

2. JlokymenToBenenue : yaeOHUK U npaktukym st CI1O / JI. A. Joponuna [u ap.]
; mox pexa. JI. A. JloponnHoi. — 2-¢ u3 ., mepepad. u gor. — M. : FOpaiir, 2018. —
309 c.

3. Jloponwuna, JI. A. JlokyMeHTaIlmOHHOE O0ECIICUCHHE YIIPABIICHUS ;| YICOHHUK U
npaktukym st CI1O / JI. A. JHoponuna, B. C. Uputukosa. — M. : FOpaiit, 2018.
—233 ¢

4. Kazakesuu, T. A. JlokyMeHTaIImoOHHOE 00€CTICUCHHUE YITPABICHUS | YICOHUK U
npaktukyMm st CITO / T. A. KazakeBuy, A. . Tkanud. — 2-¢ u3A., HCTIP. U JIOTL.
— M. : FOpaiit, 2018. — 177 c.



I[OHOJIHI/ITCJILHLIe HCTOYHHUKH

1.

banr, B. C. JlokymeHTanumoHHoe obOecneueHue yrpasieHus. FOpunuueckas
TexHuka : yued. mocoodue st CIIO / B. C. bsnr. — 2-e uzn., ucnp. u gon. — M. :
Opaiit, 2018. — 103 c.

JHoponuna, JI. A. Opranuzanus u TEXHOJOTHUS JOKYMEHTAIIMOHHOTO 00€CTICUCHUS
yIpaBleHUs : YYEOHUK U IPAKTUKYM JJisl akajgeMuyeckoro Oakanaspuara / JI. A.
Hoponuna, B. C. Uputukosa. — M. : FOpaiir, 2018. — 233 c.

Konbrmmikuna, T. b. [enoBas kynerypa : yue6. mocobue mis CIIO / T. b.
Konbrmukuna, W. B. llyctuna. — 2-¢ usn., ucnp. u gon. — M. : FOpaiit, 2018. —
163 c.

Konpimkuna, T. b. JlenoBble KOMMyHHMKalMHM, JOKYMEHTOOOOPOT U
JIEJIOMPOU3BOJICTBO : yueO. mocobue sl mpukiagHoro OakamaBpuata / T. b.
Konbrkuna, W. B. llyctuna. — 2-¢ usn., ucnp. u gomn. — M. : FOpaiit, 2018. —
163 c.

KysnenmoB, WM. H.  JlokyMeHTanMOHHOE  OO€ClEYEeHUE  yIpaBJCHUS.
JIoKyMeHTOOOOPOT M JIeTONPOU3BOJCTBO : yueOHUK U mpakTtukym s CI1O / U.
H. Ky3nenos. — 3-e uza., nepepad. u gom. — M. : FOpaiit, 2018. — 462 c.

HNuTepHer pecypcebl

1.
2.

ook

~

Hudopmanuonno - npaBosoii cepsep TAPAHT - http://www.garant.ru
OoOmmepoccuiickas ceTh pacnpocTpaHeHus mpaBoBoi mHpopmanuu KoHcynbraHT
ITroc - http://www.consultant.ru

NudpopMaiimoHHOE  areHTCTBO MO  DKOHOMHKE W [PABOBEACHHUIO -
http://www.akdi.ru

3akoHomaTebCcTBO Poccun - http://www.systema.ru/

KommenTapuu k 3akonomareascTBy PO - http://www.labex.ru/page/about.html
OOmuii mopran MpaBoBOM HMH(GOPMAIMH — HOBOCTH M IOCICIHHE M3MCHEHHS -
http://www.legis.ru/news/news.asp

MBI Poccuu - http://www.mvd.ru

[TyreBoauTEIb IO IPABOBBIM UCTOYHHMKAM B MHTEepHETE - WWW.ilrg.com

HOpMaTHBHO-HpaBOBLIe AKTBI

1.

2.
3.

denepanbHbIi KOHCTUTYITMOHHBINA 3aK0H OT 25 mexabpst 2000 r. Ne 2-OK3 "O
I'ocynapctBennom repoe Poccuiickoit @enepanun’.

®enepanbHbiii 3aK0H 0T 6 anpenst 2011 r. Ne 63-D3 "OO6 snexTpoHHOM oamHCcH".
®enepanbHbiii 3aKk0H 0T 22 okTa0pst 2004 r. No 125-®3 "OO6 apxuBHOM Jeje B
Poccuiickoit @eneparuu’.

®enepanbHbiii 3akoH OT 2 Masg 2006 r. Ne 59-®03 "O mopsinke paccMOTpeHUs
obpamenunii rpaxaan Poccutickort denepamnun’.

Oenepanbubiii 3akoH oT 27 wurona 2006 r. Ne 149-®3 "O6 wundopmaruwy,
MH()OPMAIIMOHHBIX TEXHOJIOTUAX U O 3allluTe uHPpopmaruu'.

@enepanpabiii 3akoH oT 27 wmionsgs 2006 r. Ne 152-®3 "O mnepcoHambHBIX
JTAHHBIX .


http://www.garant.ru/
http://www.consultant.ru/
http://www.akdi.ru/
http://www.systema.ru/
http://www.labex.ru/page/about.html
http://www.legis.ru/news/news.asp
http://www.mvd.ru/
http://www.ilrg.com/

Oenepanbhbiii 3aK0H 0T 9 PeBpans 2009 r. Ne8-d3 "O6 obecnieueHnn 10CTymna K
nH(pOpPMAIMU O AESITEIbHOCTH FOCYJAapCTBEHHBIX OPIaHOB U OPIaHOB MECTHOIO
CaMOYITpaBJICHUA .

[ToctanoBnenue IIpaButennctBa Poccuiickont denepanuu ot 27 nexadbps 1995 r.
Nel268 "OO ymopsimo4eHUU U3TOTOBJICHUS, WCIOJB30BAHUS, XpPAHCHUS U
YHUUTOXKEHHUsI TedyaTeil M OJIaHKOB C Bocmpou3BeaeHueM ['ocynapcTBEHHOrO
rep0a Poccuiickoit ®enepauun’.

IIpuka3z Munucrepctsa KynbTypbl Poccniickoii ®enepaunu ot 25 aBrycra 2010
r. Ne558 "OO yrBepxknenun "llepedHs TUIOBBIX YNPABIECHYECKUX APXUBHBIX
JIOKYMEHTOB, O0pa3yloIIUXCi B MPOLECCe JeATEIbHOCTH TOCYIapCTBEHHBIX
OpraHoB, OPraHOB MECTHOI'O CaMOYIpPAaBJIEHUS W OpraHu3alui, C yKa3aHHEM
cpokoB xpaHeHus" (3apeructpupoaHo B Muntwocte Poccuun 8 centsiops 2010 r.,

Ne18380).

10.'OCT P 7.0.97-2016 "Cuctema ctanaapToB 1o HHGoOpMauu, OMOINOTEUHHOMY U

U3JaTeIbckoMy  aelry. OpraHu3allMOHHO-PAcCHOPSIUTEIbHAS  JTOKYMCHTAITHS.
TpeboBanuss K OQOPMIICHHUIO JOKYMEHTOB", YTBEP)KICHHBIH IPUKA30M
Poccrannmapra ot 8 nexabpst 2016 r. No2004-cT.



4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHHUS YUYEBHOM

JTUCHUATIUHBI

KonTposib 1 olieHKa pe3ylbTaTOB OCBOCHHS NUCUUILUIMHBI OCYIIECTBIISIETCA
MpernojaBaTeyeM B MPOIECCe MPOBEJICHUS MPAKTUYECKUX 3aHATUN U J1a00paTOPHBIX
paboT, TECTUPOBAHUSA, a TAKXKE BBINMOJHEHUS] OOYYAIOIIMMUCA HWHIWBHUIYATbHBIX
3aJlaHul, IPOEKTOB Y UCCIICTOBAHUM.

Pe3yabTaTnl 00y4yeHnust Koanl @D opMbI U METObI KOHTPOJISI
(ocBOEeHHBbIE YMEHUS, YCBOEHHbIE popMmupyembix OLIEHKH Pe3yJIbTATOB 00y4YeHUs
3HAHMSA) npo¢ecCHOHATBLHBIX
H 001X
KOMIIeTeHuii
1 2 3

3Hanus:
nousitue, 1enu, 3agaun u npuHiunel | OK 1; OK 2; OK Ne; | Texkymiuii KOHTPOJIh 3HAHUH.
JIEIOTIPOU3BO/ICTBA; OK 4; OK 5; OK 6; | Pe3ynabTaT TECTUpPOBAHUSI.

OCHOBHBIC ITOHATHSA
JTOKYMEHTAITMOHHOTO 00ECTICUeHHS
yIIpaBJICHUS;

CHUCTEMBI TOKYMCHTAlIUOHHOT'O
obecrieueHus yrpaBIeHUS;
KJIaCCU(UKAIUIO JOKYMEHTOB;
TpeOOBaHUS K COCTABIICHUIO U
0(hOPMIICHHIO JIOKYMEHTOB;
OpraHu3aIuIo TIOKyMEHTOO00poTA:
npueM, o0paboTKa, perucTparus,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypa JIe

OK 7; OK 8; OK 9;
[IK 2.5
1K 4.4-4.5

[IpoBepka mpaBHIBHOCTH
BBITOJIHEHUS TPAKTUYECKOU
paboTHI.

CBOEBPEMEHHOE BBITIOJTHEHHE
CaMOCTOSITENIbHOI pabOThI,
IIPOBEpKa PE3YyIbTaTOB PabOTHI C
Mpe3eHTalue Wik JOKIaJ0B.

YMmenus:

0(pOPMIISTH TOKYMEHTAITHIO B
COOTBETCTBUHU C HOPMATHBHOMN
0a30i, B T. 4. HCIIOJIB3Ys
MH()OPMALMOHHBIC TEXHOJIOTHH;
OCYIIECTBIISITH ABTOMATH3AIIUIO
00paboOTKH JOKYMEHTOB
YHUDUITUPOBATH CUCTEMBI
JTOKYMCHTAIVH;

OCYIIECTBIISITH XPAaHEHHUE U TIOUCK
JOKYMEHTOB;

OCYIIECTBIISATH ABTOMATH3AIIUIO
00pabOTKH JOKYMEHTOB;
HCIT0JIh30BaTh
TEJIEKOMMYHHUKAIIHOHHBIC
TEXHOJIOTUH B AJIEKTPOHHOM
JOKyMEHTO000pOTE;

OK I; OK 2; OK Ne;
OK 4; OK 5; OK 6;
OK 7; OK 8; OK 9;
IIK 2.5

[1K 4.4-4.5

PesynbTar TecTupoBaHusi.
[TpoBepka NpaBUIBHOCTH
BBITIOJTHEHHSI IPAKTHYECKON
paboTHI.

DKCnepTHOE HAOII0CHUE 32
JIEHUCTBUSAMU 00yJarOIINXCS.

DKcrepTHas OLIEHKA BBIOJIHEHUS
NPaKTUYECKUX padoT,
WHAWBUAYaAbHBIX 3aJJaHHH,
JOKJIaJIOB.

DKcrepTHOE HAOM0ICHUE U
OIICHKA BBITIOJIHEHHUS COOOIIEHUH,
JOKJIaJI0B, OTBETHI HA
KOHTPOJIbHBIE BOTIPOCHI.

Amnanu3 BbICKa3bIBaHUM,
apryMeHTOB O0yJaroLuXcs Ipu
IIPOBEJICHUH IUCKYCCHH.




	ОП.13 ДОКУМЕНТАЦИОННОЕ ОБЕСПЕЧЕНИЕ УПРАВЛЕНИЯ
	СОДЕРЖАНИЕ
	1. ПАСПОРТ РАБОЧЕЙ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ
	2. СТРУКТУРА И СОДЕРЖАНИЕ УЧЕБНОЙ ДИСЦИПЛИНЫ
	2.2.  Тематический план и содержание учебной дисциплины
	3. УСЛОВИЯ РЕАЛИЗАЦИИ РАБОЧЕЙ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ
	4. КОНТРОЛЬ И ОЦЕНКА РЕЗУЛЬТАТОВ ОСВОЕНИЯ УЧЕБНОЙ ДИСЦИПЛИНЫ

