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1. MACIIOPT PABOYEN ITPOT'PAMMBI YYEBHOM JUCITATIINHBI
«/lokymeHTanMOHHOE 00ecneyeHre yIPaBJIeHHUD)

1.1. PabGouas mnporpamMma y4eOHOWH JIUCHUIUTMHBI «J{OKyMEHTallMOHHOE obecneueHune
yIpaBIeHUS» SBISETCS YaCThbIO OCHOBHOH IMpodeccnoHalbHO 00pa3oBaTebHON MPOrpamMmbl IO
cnenranbHocTH 21.02.05 «3eMenbHO-UMYIIECTBEHHBIE OTHOLICHHS» W €IWHa s BceX (opMm
oOy4eHwUs.

1.2. Mecto y4yeOHOW IUCHMIUIMHBI B CTPYKType OCHOBHOW Tpo(ecCHOHAIbHOM
o0Opa3oBaTenpHON MporpaMMbl: y4yeOHas JucHUIUIMHA «JloKyMeHTanmoHHOe o0ecreueHue
YIIPaBJICHUS» OTHOCUTCS K IPOPECCHOHATBHOMY ITHKITY.

1.3. lenu u 3ana4yn y4eOHOM NUCIMIUIMHBI — TpEOOBaHUS K pe3ysIbTaTaM OCBOCHHS y4eOHOM
JUCHUTUTUHBI:

B pe3ynbraTe ocBoeHMs y4eOHOM TUCIUIUIMHBI CTYIEHT J0KEH

HMeTh NPAKTUYECKUI ONbIT:

— oopmIteHUS U COCTABICHHS OPraHU3AIIOHHO-PACTIOPSIUTENLHBIX TOKYMEHTOB;

yYMeThb!

— 0ohOopMIATh [IOKYMEHTAllMI0 B COOTBETCTBMM C HOPMAaTUBHOH 0a30if, HCHONB3YS
MH(OPMALIMOHHBIEC TEXHOJIOTUU;

— OCYIIECTBJIATH aBTOMATH3AIHIO 00pabOTKH JOKYMEHTOB;

— yHUGUIUPOBATH CUCTEMBI JOKYMEHTAIINH;

— OCYIIECTBIISITh XPaHEHUE U MOUCK JJOKYMEHTOB;

— OCYIIECTBJISTh aBTOMATH3AIUI0 00pabOTKU JOKYMEHTOB;

— HCIOJb30BATh TEJIEeKOMMYHUKAIIMOHHbBIE TEXHOJIOTHH B ANEKTPOHHOM
JOKYMEHTO000poTe.

B pe3synbrare ocBoeHUS y4eOHOM NUCIMIUIMHBI CTYJEHT JOKEH 3HATh.

— TIOHSTHE, 1IeJIY, 33J1a4U ¥ MPUHIIUIBI JEIONPOU3BOICTBA;

— OCHOBHBIE TIOHATHS JOKYMEHTAIMOHHOTO O0EeCTIeueHus yIpaBIeHUS;

— CHCTEMBI JOKYMEHTAIlMOHHOTO 00eCTeYeHHs YIpaBIeHUS;

— KJaccU(UKAIUIO TOKYMEHTOB;

— TpeOOBaHUS K COCTABIICHUIO U OPOPMIICHUIO TOKYMEHTOB;

— OpraHu3alvi JOKYMEHTO00OpoTa: TmpueM, oOpabOTKy, pEerucTpaiuio, KOHTPOJb,
XpaHeHue T0KyMEHTOB, HOMEHKJIaTypy Jel.

B pe3ynbraTe ocBoeHHs yueOHOM TUCIUTUIMHBI CTYACHT JOHKEH 0BJIa1eBaTh!

00UUMU KOMNEeMEHYUAMU, BKIIOYAIOWUMU 8 ceDsl CNOCOOHOCMb

— OK 1. [loHuMath CYIIHOCTh U COLMAIBHYIO 3HAYMMOCTh CBOeH Oynymiei mpodeccuw,
IIPOSIBJIATD K HEW YCTOWYMBBINA MHTEPEC.

— OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JCATEIHHOCTh, OMPEICNIATh METOJIBI M CIIOCOOBI
BBITIOJTHEHUS TIPO(ECCHOHATBHBIX 33/1a4, OIICHUBATh UX 3(PPEKTHBHOCTh M KAYECTBO.

— OK 3. Opranu3oBbIBaTh CBOK COOCTBEHHYIO AESTEIHHOCTb, OINPEACTSATh METOAbl U
CIIOCOOBI BBIMTOJTHEHHUS MTPOPECCHOHAIBHBIX 3314, OIEHUBATh X A()(PEKTUBHOCTH U KaueCTBO.

— OK 4. Pematp npo6ieMbl, OIIEeHUBATh PUCKH M MPUHUMATh PEUICHHUS B HECTAHIAPTHHIX
CUTYaIHsX.

— OK 5. OcymiecTBisiTh IMOUCK, aHaIM3 W OIEHKY HHQOpMAIMH, HEOOXOAUMOH JUis
MOCTAHOBKM M peIllleHuss NpopeCcCHOHANbHBIX 3a1a4, MNPOPECCHOHATBHOIO M JHMYHOCTHOTO
pa3BUTHSL.

— OK6. PaGorath B KOJUIGKTMBE W KOMaHIe, oOOecredrnBaTh €€ CINIOYCHUE,
3¢ (deKTUBHO 00IIaThCs ¢ KOJUIEraMU, PyKOBOJICTBOM, MTOTPEOUTEISIMH.

— OK 7 CaMocTosTenbHO ONpeneNsITh 3aJaud MNPOPECCHOHANBHOTO U JHUYHOCTHOTO
Pa3BUTHUS, 3aHUMATKLCSI CAaMO0Opa30BaHUEM, OCO3HAHHO TUTAHUPOBATH MOBBIIICHUE KBATH(PUKAIUH.

— OK 8 BBITh TOTOBBIM K CMEHE TEXHOJIOTHHA B MPOGECCHOHATBHOM IeATeTLHOCTH.



— OK 9 YBaxuTenbHO U OEpeKHO OTHOCUTHCS K HCTOPUUECKOMY HACIIEAHNIO U KYJIbTYPHBIM
TPaAULIUASM, TOJIEPAHTHO BOCIIPUHUMATH COIIMATLHBIC U KYJIbTYpPHBIC TPAIUIIUH.

— OK 10 CoOmonate mnpaBwia TEXHHKH O€30MACHOCTH, HECTH OTBETCTBEHHOCTH 3a
OpraHM3alNI0 MEPONPUATUI IO oOecriedeHnIo 0e30MacHOCTH TPYAa.

NPOGheccuoOHanbHbIMU — KOMNEMEeHYUSIMU,  COOMBEMCmSylouue  OCHOBHbIM  BUOAM
npogheccuoHanbHol 0essmenrbHOCmu

- TIK 1.1. CoctaBnsTh 3eMeIbHBIN OallaHC paiioHa.

- TIK 1.2. IloaroraBiuBaTth JIOKYMEHTALIHIO, HEOOXOIUMYIO U1 MIPUHATHUSA
YIPaBIEHYECKUX PEILIEHUN M0 IKCIUTyaTallud U Pa3BUTHUIO TEPPUTOPHIA.

- IIK 1.3. ToTOBUTH MNpEUIOKEHUS IO ONPEACICHUIO SKOHOMUYECKOH 3(P(HEKTUBHOCTH
HCII0JIb30BAaHUS UMEIOLIET0Cs HEIBUKUMOTO UMYILIECTBA.

- [IK 1.4. VYuactBOoBaTb B MNPOEKTHUPOBAHWM W aHAIM3€ COLMAIBHO-3KOHOMUYECKOIO
Pa3BUTHUSL TEPPUTOPHH.

- TIK 1.5. OcymecTBasaTh MOHUTOPUHT 3€MENIb TEPPUTOPHUH.

- IIK 2.1. OnenuBarb KpeauTOCIIOCOOHOCTH KJIUEHTOB.

- [IK 2.2. Onpenensite KaAacTPOBYO CTOMMOCTb 3€MEb.

- [IK 2.3. BeInoaHATh KaAaCTPOBYIO ChEMKY.

- TIK 2.4. OcymiecTBisATh KaJaCTPOBBIM U TEXHUYECKUN yUET 0ObEKTOB HEABUKHUMOCTH.

- IIK3.1. BemonHate paboTel 1O  KapTOrpado-reoe3nIeCKOMy  OOCCIICUCHUIO
TEePPUTOPUH, cO3/1aBaTh rpaduyecKre MaTepHabl.

- IIK 3.2. Hcnonp30BaTh TOCYIapCTBEHHbIE T'€0OJC3UYECKHE CETH W HWHBIE CETH MJIs
MIPOU3BOJICTBA KapTOrpad)o-reoie3nIecKix padorT.

- IIK 3.3. Mcnonp30BaTh B MPAKTUYECKOM EATEIBHOCTH FeOUH(DOPMAIIMOHHBIE CUCTEMBI.

- [IK 3.4. Omnpenensith KOOPAWHATHI TPAHUI] 3EMEIBHBIX YYACTKOB M BBIUHUCIATH HUX
TUIOMIA/IH.

- IIK 3.5. BeInonHATh MOBEPKY U IOCTUPOBKY I'€0I€3UYECKUX TPHUOOPOB U HUHCTPYMEHTOB.

- TIK 4.1. OcymecTBisiaTh c60p U 00pabOTKy HEOOXOIUMON M JTIOCTaTOYHON MH(OpMaIK
00 00BEKTE OIIEHKN U aHAJIOTMYHBIX 00BEKTAX.

- TIK 4.2. IIpou3BoauTh pacdeThl MO OLIEHKE OOBEKTa OIEHKH Ha OCHOBE MPUMEHHMBIX
MIOJIXOJIOB U METO/IOB OLIEHKH.

- [IK4.3. O6GoOmaTh pe3ynbTarhl, MOJyUYEHHbIE MOAXOJaMH, M JaBaTh OOOCHOBaHHOE
3aKJII04YEeHHE 00 UTOrOBOM BEIMUYMHE CTOUMOCTU OOBEKTa OLIEHKH.

- [IK 4.4. PaccunThiBaTh CMETHYIO CTOMMOCTb 3/IaHUM U COOPY>KEHUH B COOTBETCTBUU C
JCHCTBYIONUMHU HOPMATHBAMH U TPUMEHICMBIMU METOIMKAMHU.

- [IK4.5. KnaccudumnupoBaTh 37aHHSIT U COOPYKEHUS B COOTBETCTBUU C MPHUHSATOU
THUIOJIOTUEH.

- I[IK4.6. OdopMisATh OLIEHOYHYIO JOKYMEHTAIIMI0 B COOTBETCTBHUHM C TpeOOBaHUSIMU
HOPMAaTUBHBIX aKTOB, PEryJIUPYIOIIUX MPABOOTHOIICHUS B 3TOW 00JIaCTH.

1.4. Kotn4ecTBO 4acoB Ha 0CBOeHHE padoyeil MPporpaMMsbl y4eOHOM THCHUIIIMHbI:
MaKCUMaJIbHOU y4eOHO Harpy3ku oOydatomnierocs 96 4acoB, B TOM YuCIIe:
- 00s3aTenbHON ayIuTOpHOU yuyeOHOM Harpys3ku oOyuaromierocs 64 yaca, caMOCTOSATENbHON —
32 gaca.



2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHO# TMCHUIIMHBI U BBl Y4€0HO# padoThl

O0BeM yacoB

. OYHast 3a04Hast
Buna yuyeOHo# padoThl
¢popma (¢popma
o0y4eHust | o0y4eHHsI
MaxkcumaJjibHasi yueOHasi Harpy3ka (Bcero) 94 96
Oo0s3aTeibHAsA ayIMTOPHAsA yuyeOHas1 Harpy3Ka (Bcero) 64 14
B TOM YHCIIE:
JIEKLIUA 32 8
nabopaTopHbie pabOTHI
MIPaKTUYECKHE 3aHATHUS 32 6
KOHTPOJIbHBIE PaOOTHI
KypcoBasi pabota (Ipoekt) (eciu npedycmompero)
CamocrosiTesibHas padoTa o0y4yawierocs (Bcero) 32 82
B TOM YHCIIE:
Pabora ¢ nHpOpMaAIIMOHHBIMU HCTOUHUKAMHU 4 20
Cocrasnenue Ta0auIy 2 10
CocraBiieHue TE3UCOB 3 16
Pedeparusnas pabora 3 16
BreaynuropHas camoctositenbHas paborta 6 20

Jugppepenyuposannvlii 3auem




2.2. TemaTn4yecKkMii IJIAH U cCoJepKaHNe YUeOHOH TUCHUIIMHBI «/{oKyMeHTaunoHHOoe o0ecnievyeHre yIpaBJaeHHus»

HaunmMeHoBaHue pa3jeiioB u Coaepsxanue yueOHOro MaTepmuaJia, JadopaTopHble padoThl M MPAKTHYECKUE 3aHITHS, O0bem Yposenn
TeM CaMOCTOSITeJIbHASL Pad0Ta CTyAeHTOB, KypcoBasi padoTa (IIpoeKT) 4yacoB OCBOEHMA
Paznen 1. JlokyMeHTHPOBaHNe YIIPaBJeHYECKOH AeATeJbHOCTH. 22
Tema 1.1. Beenenue. | Copepixanue yueGHOro MmaTepuaiia 2
Conepxanue W OCHOBHBIC | ] O6wexr, npeamer JJOY. 1
3a7a4u COBPEMEHHOTO
JOKyMEHTALUOHHOTO 2 | Llenb n3y4eHust AUCIUIUINHEIL. 1
obecrneveHr yIpaBIeHHA. 3 | Obmas xapakTepuCTHKa Kypca, CBS3b C IPYTUMH JUCIUTLTHHAMU. 1
4 Pone IOV B nesTensHOCTH OpTraHU3aIliy. 1
5 | 3nauenue 3HaHMt U ymMeHui B obnactu JOY ang cnenmanucra. 1
6 Cnyx06a TOKyMEHTAIIMOHHOTO 00eCTIeUeHus YIIpaBIeH s, ee 3aa9H, CTPYKTypa, TOIKHOCTHON 1
COCTaB.
Pernamenranust pabotsl ciyx661 IOV, 1
8 | OcHOBHBIE TOHATHS «IOKYMEHTa», «IOKYMEHTHPOBAHMS, «IOKYMEHTAIIMOHHOTO 1
o0ecreyeHus! yIpaBJICHHUs.
9 | 3agauu 1OV. 1
10 | MecTo u poJib TOKYMEHTOB B YIIPaBJICHUN HA COBPEMEHHOM 3Tarle. 1
11 | Uadopmarus. 1
12 | CgoiicTBa U QPyHKIMH JOKYMEHTA. 1
13 | Knaccudukariysi JOKyMEHTOB. 1
IIpakTu4yeckue 3aHATHS -
CamocTrosiTeibHast padoTa CTyAeHTA -
Tema 1.2. Hcropust passurus | CogepikaHue y4eGHOro MaTepuasa 2
CUCTCMBbI FoCyMapCTBEHHOIO | 1 HenonponsBoactso B [peBHeit Pycu. 1
AOKYMCHTHPOBAHNS. 2 [Ipukasznoe aenonpousBoactso XV-XVII Ba. 1
3 | Konnexckoe nenonpon3BoJICTBO. 1
4 Munucrepckoe nenonpou3BoacTo XIX Havana XX BB. 1
5 Hcropus ynpaBieHus U 1eJI0IPOU3BOJICTBA B X X BB. 1




6

OcHOBHEBIE XapaKTCPUCTHUKU 3TAIIOB PA3BUTUA ACJIOIPOU3BOACTBA.

IpakTHyeckne 3aHATUA

CamocTrosiTeqibHasi padoTa cTyJAeHTa

CocTaBuTh Ta6n1/1uy «I/ICTOpI/IH ACJIOMPOU3BOJACTBA B Poccuny

Tema 1.3.  HopmarusHo- | Cogep:kaHue y4eOHOro MaTepuasia
meroxmdeckas 6aza JIOY. 1 | Tomstre HOpMaTHBHO-MeTOMMYECKOH Gazbl [JOVY. 1
2 CocTaB HOpMaTUBHO-MeTOAMUeCcKOH 0a3bl JJOY. 1
3 [NonsTre «yHUPUKAIIL. 1
4 locynapcTBenHble YHHQUIIPOBAHHBIE CUCTEMBI JJOKYMEHTAIINH. 1
5 [onsiTHE «cTaHIAPTU3AIMS JOKYMEHTOB. 1
6 TpeboBanus k pa3padoTke YyHH(PHUIIUPOBAHHBIX (POPM TOKYMEHTOB. 1
7 Knaccudukanms yHupuuupoBaHHbIX GOPM JOKYMEHTOB. 1
8 Obmepoccuiickie KIacCUPUKATOPHI JOKYMEHTAIINH. 1
9 I'ocynapctBennas cuctema JIOVY. 1
IIpakTuyeckue 3aHATHS
CamocTosiTesIbHAsA padoTa CTyIeHTa
Wzyuuth (uTeHME TeKcTa) IOKyMeHT «[ocynapcTBeHHass cCHCTeMa JIOKYMEHTAI[HOHHOTO 3
obecrnieueHus ynpasneHusi. OCHOBHbIe mojokeHus. OOmue TpeOoBaHUs K JIOKyMEHTaM H CITy:KO0am
JIOKYMEHTAIIHOHHOTO 00€CTIeYeHUs» 1 3aKOHCTIEKTUPOBATh B TETPaJX MaTepHal Mo BOIIPOCaM:
1. Ocuosusie uemu I'CJIOV.
2. Ocuosusle nonoxenus [CIOY.
Conepxanue pasjena JOKYMEHTHPOBaHUS YIIPaBIEHUYECKON AESTEIbHOCTH.
Tema 1.4. OcHoBHEIE Conep:kanue y4e0HOro MaTepuajia
TPEOOBAHHUS K COCTABICHUIO 1 1 [lonsATHE «ONMaHK JOKYMEHTaY. 1
O(opMIICHHIO JOKYMEHTA. 2 OcHoBHbIE TpeOOBaHUs K OJIaHKY JOKYMEHTA. 1
3 CtpykTypa JOKyMEHTA. 1
Tpebopanus k opopmitenuto gokymeHToB o 'OCT P 6.30-2003 «YuuduupoBaHHbie 1
4 CHCTEMBI JIOKYMEHTAMH. Y HU(DUIIMPOBaHHAs CHCTEMA OPraHU3allMOHHO-PACTIOPSANTEIBHON

JAOKYMCHTAIWH.




TpeOGoBaHus K 0POPMIICHUIO TOKYMEHTOBY.

[TonsTHS «pEeKBU3UTY, «POPMYIIIP-00pazeI.

PCKBI/ISI/ITBI, HCIOJIB3YEMBIC ITPU IMOATOTOBKE U O(I)OpMJ'IeHI/II/I JOKYMCHTOB.

O|N[OO|O1

Tpe6OBaHI/Iﬂ K O(pOpMHeHI/IIO PCKBHU3UTOB NOKYMCHTOB.

I

IIpakTHyeckue 3aHATHS

CamocTrosiTeqibHasi padoTa cTyAeHTa

Coctasutp koHCTEKT « [[OCT P 6.30-2003 «YHH(PHUIHPOBAHHBIE CUCTEMBI TOKYMEHTAITHI.
W3yuuTh pacnonokeHue PEeKBH3HTOB W TPaHMILI 30H Ha (opmare A, yrioBOro ¥ HpOIOIHHOTO
0JIaHKOB, pa3MeIICHHE HayaJl TIeYaTaHWs pPEKBU3UTOB [0 TOPU3OHTAIM W WX B3aUMHOE
pacIoioKeHHE.

Paspnen 2. CucreMbl JOKYMEHTALMH.

54

Tema 2.1. Pazpabotka u
odopMIIeHHE TTPUKa3a MO0

OCHOBHOH J€SITCIILHOCTH.

Conep:xanue yueOHOro MaTepuasa

1 Bunb! ynpaBneHuecKHX TOKYMEHTOB, 0COOCHHOCTH COCTaBJICHHUS U O(POPMIICHHS.

2 Cucrema pacnopsiiuTeIbHON JOKYMEHTAIUH.

3 BI/II[I)I OpraHU3allMOHHBIX U PACTIOPAAUTCIIbHBIX JOKYMCHTOB.

l'[paRanecmle 3aAHATUSA

Ne 1. Pa3paboTka u odopMiIeHHE TPHUKa3a 0 OCHOBHOH EATEIHHOCTH.

CamocrosiTesibHast paboTa CTyAeHTA

Tema 2.2. Pa3pabotka u
oopmiieHne puKasa 1o

OCHOBHOH J€SITEIILHOCTH.

Conep:xanue yueOHOro MaTepuasa

1 OcoOEHHOCTH cOocTaBIEeHUsI U 0(hOPMIICHHSI PACTIOPSIINTEIBHBIX JJOKYMEHTOB.

2 Bunbl paciopsiiuTeNbHBIX TOKYMEHTOB.

IIpakTu4yeckue 3aHATHS

Ne 2. PazpaboTka 1 oopmileHHE PUKa3a 10 JIUIHOMY COCTaBY.

CamocTosiTeJbHas paﬁoTa CTyACHTa

Tema 2.3. Pa3paborka u
odopmIIeHHE TPOTOKOJIA

Cogaeprxanue y4e0HOro MaTepuaJia

1 Cuctema HH()OPMAIMOHHO-CIPABOYHOH JOKYMEHTAIIHH.

2 Bupl nHQOpMaIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

3 OcoOeHHOCTH cocTaBieHUsI U 0(hopMIIeHHSI HHPOPMAITHOHHO-CITPABOYHBIX JOKYMEHTOB.

IIpakTH4eckue 3aHATHSA

Ne 3. PazpaboTka 1 ohopmiieHHE IPOTOKOJIA.

CamocTosiTeJbHast paﬁoTa CTyACHTA

Tema 2.4. Pazpabotka u

Conep:xanue yueOHOro MaTepuasa




odopMIICHHE aKTa

1 OcobeHHOCTH cocTaBieHUsI U 0hopMIIeHHSI HHPOPMALOHHO-CITPABOYHBIX JOKYMEHTOB.

IpakTHyeckne 3aHATUA

Ne 4, Pazpabotka u ohopMIICHHE aKTa.

CamocTrosiTesqibHasi padoTa CTyAeHTa

Tema 2.5. Pazpabotka u
odhopMIICHHE TOKIIATHOM,
CITy)eOHOU U 00BAICHUTEITBHON
3aIUCOK.

Conep:xanue yueOHOro MaTepuasa

1 OcoOeHHOCTH cOCTaBIIEHUS B 0OpMIICHNST HHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

IIpakTHyeckune 3aHATUA

Ne 5. Pa3paboTka u oopMIICHHE JOKIAHOM, CITy’)KeOHOM U OOBSICHUTEIIBHOM 3aIHCOK.

CamocTrosiTeJIbHas paﬁoTa CTyAeHTa

Tema 2.6. Pa3paborka u
odopmIIeHUE TEJIETPAMMBI,
TenedoHorpaMMmEl, (hakca.

Conep:xanue yueOHOro MaTepuaJia

1 ‘ Oco0eHHOCTH cOCTaBICHUS 1 0(OpMIICHUS WHPOPMAIIHOHHO-CIIPABOYHBIX JTOKYMEHTOB.

l'[paRanecm/le 3aAHATUSA

Ne 6. PaspaboTka u oopMIICHUE TellerpaMMBbl, TeICPOHOTPaMMEI, (akca.

CamocTosiTe/ibHast pad0oTa CTyJAeHTA

Tema 2.7. CoctaBieHnue u
odopmienue aBrodrorpaduu.

Conep:xanue yueOHOro MaTepuaJia

1 ‘ Oco6eHHOCTH cocTaBieHHs U 0(OpMIICHHS HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

HpaKaneCKne 3aAHATUSA

Ne 7. Cocrasnienue u opopmieHre apToOnorpagum.

CamocrosiTesibHast padoTa CTyAeHTA

Tema 2.8. CoctaBienune u
o opMIIEHHE pe3loMe.

Conep:xanue yueOHOro MaTepuasa

1 ‘ Oco0eHHOCTH cocTaBieHHs U 0(OpMIICHHS HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

IIpakTu4yeckue 3aHATHS

Ne 8. Cocrasnenuie U oOpMIICHUE pE3IOME.

JlokyMeHTalIbHOE 0(OPMIICHUE OIIEHOYHOM JeaTebHOCTH. COCTaBHUTh JOTOBOP OLICHKH

CamocTosiTeJbHas paﬁoTa CTyACHTa

Tema 2.9. OOmme OCHOBBI
JIETIOBOM KOPPECTIOHAEHIIUH.

Conep:xanue yueOHOro Marepuasia

OcoOEHHOCTH COCTaBJICHHS AETIOBOM KOPPECTIOHACHIIUH.

Oco6eHHOCTH 0QOPMIICHUS JIETIOBON KOPPECTIOH ICHIIHH.

CrnyxeOHas iepenvicka Ha IpeANpPHUITHH.

Buasr mucem.

TpeboBaHus K IETOBOU peyn.

OO B WIN|F

I'pammaTHueckue 0COOEHHOCTH JIETIOBOM peyHn.

I L




7 Jlornyeckoe mOCTpOCHUE TOKYMEHTOB.

IIpakTHyeckne 3aHATUA

CamocTrosiTesqibHasi padoTa CTyAeHTa

Hanucats acce «llenecoobpazHocTs ucnonb3oBanws 01aHkoB B X X| Beke»

Paznen 3. Opranusanusi padoTsl

¢ TOKYMEeHTaMHU.

18

Tema 3.1. Opranuzanus

Coaepsxanue yueOHOro MaTepuaJia

JIOKyMEHT0000pOTA.

I[BI/I)KCHI/IC AOKYMCHTOB Ha NPEANPHUATUN C MOMEHTA UX CO3JaHUA 40 3aBEPUICHUSA UCITOJTHCHU
HJIN OTIIPABKH.

[TonsiTHE «TOKYMEHTO000POTY.

[TpuHIMITEL OpraHU3ay JOKYMEHTOO00pOTA.

®DopMBI OpraHu3ay padoThl ¢ JOKYMEHTAMH.

HpOXO)KI[CHI/Ie 1 NIOPAAOK MCIIOJHECHUS BXOAAIIUX JOKYMCHTOB.

[IpoxoxaeHne UCXOIAIINX U BHYTPEHHIUX JTOKYMEHTOB.

Pabora ¢ koH(DHUIESHITTATHFHPIMU TOKyMEHTaAMHU.

IlonsiTHE «KOMMEpYECKast TallHaY.

O[NNI [WIN| -

PaboTa ¢ nmucemMaMu 1 0OpalIeHUSIME TPaKIaH.

I I

IIpakTuyeckue 3aHATHS

CamocTosiTeJbHas paﬁoTa CTyACHTaA

Ha mpumepe KOHKPETHOTO MPEANPUATHS COCTABUTH CXEMY JIOKYMEHTOO0OpPOTa U OTBETUTh
MMACBbMEHHO Ha BOIIPOCHI.

1. Yro Takoe TOKyMEHTOOOOPOT MPEANPUATHS, ¥ KAKOBBI TIPHHIIUIILI €70 OPraHU3aIiu?

2. KakoB MopsaoK NPOXOXkKIAEHUS U UCTIOIHEHNS BXOASAIINX JOKYMEHTOB?

3. B yeM 3aki09aroTcst 0cO0EHHOCTH pabOTHI C MOCTYMAKNIMMHE JJOKYMEHTAMH?

Tema 3.2. DopmupoBaHue u

Cogeprxanue y4e0HOro MaTepuaJia

XpaHCHHUE IEJI.

IIpouecc GpopMupoBanus Ae.

CocTraBiieHne HOMEHKIATYPHI JET.

TToHATHS «KHOMEHKIJIATYPA JET», «IST.

33[[8,‘11/1 1 NIOPAAOK CUCTEMATU3aAllUN JOKYMCHTOB.

OcobenHocTi HOpMHUPOBAHUS PA3IUIYHBIX IPYII JOKYMEHTOB.

Poutb HOMeHKIaTyphI Jien npu GOPMHUPOBAHUM JOKYMEHTOB B JIeJa.

DopmupoBaHue U 0POPMIIEHUE JEIL.

N |W|IN|F-

Opl"aHHBaL{I/Iﬂ TEKYyLICTrO (OHepaTI/IBHOFO) XpaHCHHUA OCIT.

R

10



9 HOI[I‘OTOBKa U nepeaadya JOKYMCHTOB Ha apXUBHOC XpaHCHUC.

10 | DkcmepTr3a IEHHOCTH JOKYMEHTOB.

IIpakTuyeckue 3aHATUA

CamocTrosiTesqibHasi paboTa CTyAeHTa

1. CocraButh coobuieHne Ha TeMy: «OcoOCHHOCTH (POpPMHUpPOBaHHS M XpaHEHUS Oel B

KaJacTPOBOM CITy:KOe»
2. Ha npumMepe KOHKPETHOTO NPEINPHUATHSI COCTABUTh HOMEHKIIATYPY A€ NPEIIPHUSITHSL.

Pasznen 4. ABTomaru3zamus
npoueccos J0Y.

Coaepsxanue yueOHOro MaTepuaJia

XapaKTepI/ICTI/IKa TEXHUYCCKUX CPEACTB, NPUMCHACMBIX B JCJIONPOU3BOACTBC.

TupaxxupoBaHue TOKYMEHTOB.

BO3MOKHOCTH NPHUMEHEHHsS KOMIBIOTEPHBIX TEXHOJOIMH B  JIOKYMEHTUPOBAHHUH
OpraHM3alMy JOKYMEHTO000pOTa.

u

BHeapenne cucTeMbl SIEKTPOHHOTO JOKYMEHT0000pOTa Ha TIPEATIPUSTHH.

ABToMaTH3upOBaHHEBIE paboune Mecta (APM).

oo~ W N

Opranunzanus JOKYMEHT0000pOTa C UCIIOJIB30BAaHUEM CPEICTB TEICKOMMYHUKALIH.

Bcero

96

JJ1s XapaKTepUCTHKH YPOBHSA OCBOCHHS Y4e0OHOI0 MaTepHaia HCIOJIb3YHTCS Ciledylole 0003HaYeHN

1 — o3HakoMHuTeNbHBIN (Y3HABaHHE PaHee U3YYeHHBIX 00bEKTOB, CBOICTB);

2 — penpoAyYKTHBHBII (BbINMOJIHEHHE IeATETbHOCTH M0 00pa3iy, HHCTPYKIUH HJIH MO PYKOBOJACTBOM);

3 — NpoaAYKTHBHBIH (INIAHMPOBAHHE U CAMOCTOSITEJIbHOE BbINOJHEHHE IEATETbHOCTH, pellleHHe MPo0JeMHBIX 3a1a4).

11



3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM TV CIHUILIVNHBI

3.1. TpeGoBaHus K MaTEPUAJTbHO-TEXHUYECKOMY 00ecIe4eHnI0
Y4eOHbIi KaOUHET 10 TUCHUIUTHHE «J{OKyMEHTAIIHOHHOE 00eCTIeYeHNE YIIPABICHUSY.
O6opynoBanue yueOHOro KaOuHera: cTeHIbl («OO0pa3zerr pacroyioKEHUs PEKBU3UTOB
JOKyMEHTa Ha yIJIOBOM OnaHke», «OOpasen pachoioXKeHUs PEKBH3UTOB JIOKyMEHTa Ha
MPOJOJIBHOM OJlaHKe»), miakatbl («CTpyKTypa AelIOoNpou3BOJCTBAY», «PEKBH3HTHI JOKYMEHTa»),
pa3marounbslii mMarepuan («MeToandeckre pPEKOMEHIAIMHM MO IUIAHMPOBAHUIO, OPraHU3alud U
MPOBEJICHUIO TPAKTUYCCKUX 3aHATUH», «METOAMYecKrue PEKOMEHIANUU T0 TUIAHUPOBAHUIO U
OpTaHU3aIlH CAaMOCTOSATEILHON PabOThI CTYIACHTOBY, «/lenoBas urpa).
TexHU4ecKue cpecTBa 00yUICHUs: MYIbTUMEIMUHBIA KOMILIEKC
— HOYTOYK
— TIPOEKTOp
— 9KpaH
— HHTEpaKTUBHAs JI0OCKa
O6opynoBanue naboparopuu U paboune MecT JabopaTopuu: He MPETyCMOTPEHBI.

3.2. UndopmanuonHoe odecrieyeHne o0ydeHust

Hopmamueno-npaeosasa 00Kymenmayus:

1. TOCT P 6.30-2003. YHuuuupoBaHHble CUCTEMbI JOKYMEHTALUH. YHUUIMPOBAHHAS
cucTeMa OpraHU3allMOHHO-PACIOPSAAUTENbHON  JOKyMeHTaruu. TpeGoBaHus K  O(GOPMIIECHHIO
nokymeHToB. - M.: 'occtanaapt Poccuu, 2003.

2. I'ocynapcTBeHHas cucTeMa JIOKYMEHTAlMOHHOTO oOecrieueHus: ynpapiieHHs. OCHOBHbIE
nojoxenus: O6mmue TpeOoBaHMs K TOKYMEHTaM U cIyk0aM JOKyMEHTallMOHHOTO o0ecrieueHus. - M.,
1994.

Jlureparypa

Ocnosna:

1. Kasanuesa, I'.B. JIuyHble IOKyMeHTBI: TpeOOBaHUS K O(QOPMIICHHIO M 0O0pa3Ibl
nokymenToB / I'.B. Kazannesa. — 6-e u3zn., crepeorun. — Mocksa : ®nunTta, 2017. — 40 c. — Pexum
noctyna: mo noamucke. — URLhttp://biblioclub.ru/index.php?page=book&id=103531. — buGnuorp.
B KH. — ISBN 978-5-9765-0311-3. — TekcT : 371€KTPOHHBIA.

2.  Bemxkyposa, A. b. JlokyMeHTaIlmoHHOE OOECIIeYeHUE YIpaBleHUs: yaeOHoe mocobue
JUIS CTYJIEHTOB CpeAHEero npodeccuoHanbHoOro oopasosanus : [12+] / A. b. BemkypoBa. — Mockaa ;
bepnun : {upexkr-Menua, 2020. — 169 c. : ni., Tabn. — Pexxum noctyna: no nmoxanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=570999

3. ApacnanoBa, B. A. JlokyMeHTallMOHHOe oOOecreueHre YIpaBjieHUs: Y4eOHO-
MpaKTUYEeCKoe MocoOue B cxeMax, Tabmumax, obpasmax : ydeOHoe mocobme : [12+] / B. A.
ApacnaHoBa. — 2-¢ u3Jl., 101 1 niepepad. — Mocksa ; bepnun : Tupekr-Meaua, 2020. — 266 c. : ui.,

TadmI. — Pexum JOCTYyTIA: o TTOTIHCKE. — URL:
https://biblioclub.ru/index.php?page=hook&id=578394

Honoanumenvnasn:

1. Oprasuzanuss ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOCCIICYCHUS YIPABIICHHUS:
ANEKTPOHHOE yueOHoe mocodue : yuebHoe mocodue : [16+] / coct. C. E. Mumenun ; KemepoBckuit
TOCYJapCTBCHHBI YHMBEPCUTET, VIHCTHTYT WCTOpUH, TOCYJAapCTBEHHOTO YIpPAaBICHHUS U
MEXyHAPOJIHbIX OoTHOMmICHHUU U 1ip. — KemepoBo : KeMepoBckuii rocyiapcTBeHHbIM YHUBEPCUTET,
2017. — 478 c. - Pexum JIOCTyTIA: 1o MIOJINUCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=481592
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https://biblioclub.ru/index.php?page=book&id=570999
https://biblioclub.ru/index.php?page=book&id=578394
https://biblioclub.ru/index.php?page=book&id=481592

2. Kysuenos, U. H. [lenonpousBoactso : yuebnoe nocodue : [16+] / . H. Ky3nenos. — 9-¢
u3., nepepadb. — Mocksa : JlamkoB u K°, 2020. — 406 c. : w1 — Pexxum goctyma: mo mojamucke. —
URL: https://biblioclub.ru/index.php?page=book&id=572967

Ilepuoauveckue u3naHus

1. CrangapTsl U Ka4eCTBO

2. CnpaBOYHHUK KaJIpOBHKa + HOPMaTHUBHBIE aKThI
HNudopmannonHbie pecypebl

Koncynsrantlntoc
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4. PEAJIM3ALIUA TPOT'PAMMBI JUIA JIMI] C OTPAHUYEHHBIMU
BO3MOXKHOCTAMH

1. OO6pazoBanue O0O0ydYaIOUIMXCS C OrPAaHUMYCHHBIMH BO3MOXHOCTSIMH 3I0pOBbs (IIpU
HIMYMHA KOHTUHTEHTA) MOXKET OBITh OPraHM30BaHO KaK COBMECTHO C JIPYTMMHU OOY4YarOUIMMHUCH,
TaK U B OT/EJIbHBIX IpyIHIax.

B ocBoeHMM IMCHMIIMHBI MHBAJUAAMU M JIMIAMHU C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3I0pOBbsI OOJIBIIOE 3HAYEHUE HMMEET WHAMBHIyalbHas paboTa, MojapasymeBaromias Be (opMbl
B3aMIMOJICHCTBUS C TIpEnojiaBaTeleM: HHIWBHIyalbHas yueOHas pabora (KOHCYIbTAlUU), T.C.
JIONOJTHUTEIbHOE DPa3bACHEHHE Yy4eOHOro marepuana, M yrIyOJeHHOE H3yuyeHHe Marepuaia U
WHAMBUJyaJIbHAs BOCHMTaTeslbHas pabora. WHAMBHIyanbHble KOHCYJBTAllMM IO IpEeIMETY
SIBIISTIOTCSI B&YKHBIM (DaKTOPOM, CITOCOOCTBYIOIINM WHIMBHUIYaIH3AIMA O0YYECHUS U YCTAHOBJICHUIO
BOCIIMTATEIbHOTO KOHTaKTa MEXJy IpenojaBaresieM M OOydarolUMCS HWHBAIMJIOM WJIU
00y4aroIuMCsi ¢ OrpaHUYEHHBIMU BO3MOKHOCTSIMU 3/J0POBBSI.

2. Y4eOHO-MeTOoIMYeCKHe MaTepualbl Uil OOy4arolUXCcs W3 4Kcia MHBAJIMIOB M JIUI] C
OTPaHUYECHHBIMH  BO3MOXXHOCTSIMH ~ 3/I0POBBbSl  TPEAOCTABISIOTCS B OOHOW U3 (opm,
aIalTHPOBAHHBIX K OTPAaHHYEHHSIM UX 3JI0POBbBS U BOCIIPUATHS HH(POPMAITUH.

[Tepeuenpb yueOHO-METOAMUYECKOTO OOECTIeYeHUs 1)1 00yJaromuXcs N0 AUCHUIUINHE:

— C HapylLIEHHUEM cllyXa: B Ie4aTHoi Gopme, B popMe 31EKTPOHHOTO TOKYMEHTA;

— C HapyUIEHHEM 3peHus: B IedaTHO (opme yBelnyeHHBIM MIPU(PTOM, B (POpME IIEKTPOHHOTO
TOKYMEHTA;

— C HapylIEHHWEM ONOPHO-JIBUraTEeNIbHOTO anmnapara: B e4atHoil ¢opme, B popMe 3IEKTPOHHOTO
JOKYMEHTa;

JlaHHBI mepedeHb MOXKET OBITh KOHKPETHU3UPOBaH B 3aBHCHMOCTH OT KOHTHHIEHTa
o0y4Jaronmxcs.

3. OcBoeHME IWCUWIUIMHBI WHBAIWAAMU M JIUIIAMH C OTPAHWYCHHBIMH BO3MOXXHOCTSIMH
3/I0pOBbSl OCYILECTBISIETCS C HUCIOJB30BaHUEM CpEACTB OOYy4YeHHs] OOIEro M CrenuaIbHOro
HA3HAYEHUS: MYJIbTUMEIUHHOE OOOpYJOBaHUE C BO3MOXKHOCTBIO SKPAaHHOTO YBEIWYEHUS IS
CTY/ICHTOB C HAapyLIEHHEM 3pEHHUs, MCTOYHHKH IUTaHUA JI HHIUBUAYAIbHBIX TEXHUYECKHUX
CPEICTB.

B xaxmoil ayauropuu, Tr/€ OOYYarOTCs WHBAIUABI W JIMIA C OrpaHUYCHHBIMHU
BO3MOKHOCTSIMH ~ 3/I0pPOBBSI, IPEIyCMaTPUBAETCSI COOTBETCTBYIOIIEE KOJIMYECTBO MECT ISt

o6yqa101u1/1xc;1 C YUCTOM OT’ paHI/IquI/Iﬁ HX 300POBbA.
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5. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHHMS YYEFHOM JJUCHUILIAHBI

5.1. KoHTpOJIb pe3yJIbTATOB OCBOEHUN Y4eOHOI AU CIUIIIHHbI

KoHTpons u oOmeHKa pe3ylbTaTOB OCBOCHHUS Y4e€OHON JMWCIUILIMHBI OCYLIECTBISETCS

npenoaaBarejicM B IIPOLCCCC MPOBCACHHA IPAKTUUYCCKHUX SaHHTHﬁ, TCCTUPOBAHHA, a TaAKIKC

BBIITOJIHCHU AL O6y‘IaIOH_II/IMI/IC$I HUHAUBHUAYAJIIbHBIX 3a,HaHHfI.

OcHOBHBIE TOKA3ATEIH OILICHKHU pe3yjabTaTa

®opMbI 1 METOAbI KOHTPOJISI H
OlIeHKH pe3YJIbTATOB 00y4eHusl

B pe3ynbrare ocBoeHUs y4eOHOM AUCIUIIIIMHBI
00yYaroImuics T0HKEH YMETh:

—  ohopMIIATH JOKYMEHTAIlMI0 B COOTBETCTBUU C
HOpPMAaTHBHOM  0a30d, wHcHoib3ys HMH(DOpMAalMOHHBIC
TEXHOJIOTHHU;

—  OCYUIECTBIISITH aBTOMAaTH3aLIUIO0 00paboTku
JTOKYMEHTOB;

—  yHH(UIUPOBATH CUCTEMBI TOKYMEHTALINH;

- OCYHICCTBJIATD XPAHCHUC U ITOMCK JOKYMCHTOB,

—  OCYLLECTBIISATH aBTOMAaTHU3ALIUIO 00paboTku
JIOKYMEHTOB;

—  HCIIONB30BaTh TEIICKOMMYHHKAIIMOHHBIE TEXHOJIOTUU
B 3JICKTPOHHOM JIOKYMEHTOOOOPOTE.

@DopMBbI KOHTPOJIS:

- TECTUPOBAHUE

- nuddepeHITUPOBAHHBIN 3a4eT
MeTo1bl KOHTPOJISA:

- YCTHBIN UHAUBUYAJIbHBIN U
(GpOoHTaNbHBIHN OIIPOC

- CTaHJapTU3UPOBAHHBINA KOHTPOJIb
(TecTupoBaHue)

- CAMOKOHTPOJIb

B pesynbrate ocBoeHUS yUeOHON JTUCIUILTIHBI
0Oy4Jaronuiicst JOJMKEH 3HATD:

—  TOHATHE, e, 3a7jauu u MPUHIUITBL
JIeTIOTIPOU3BOICTBA;

- OCHOBHBIC IIOHATHA JOKYMCHTAITUOHHOT' O
o0ecrieueHus yrnpaBJIeHUS;

—  CHCTEMBI JIOKYMEHTAIUOHHOTO obecrieyeHus
yIIpaBJICHUS;

—  KJIaccu(PUKaIHIO JOKYMEHTOB;

— TpeOOBaHUS K COCTaBJICHUIO ¥  O(POPMIICHHUIO
JOKYMEHTOB,

—  OpraHM3aLMI0 JOKYMEHT0000pOoTa: MpHeM, 00paboTKy,
pETHCTpalli0,  KOHTPOJb,  XpaHEHHE  JOKYMEHTOB,
HOMEHKJIATYPY AeJl.

DOopMBI KOHTPOJIS:

- DKCIIEPTHOE HAOII0ICHUE

- OLIEHKA Ha MPAKTUYECKUX 3aHATHUSAX
IIPU BBIIIOJIHEHUH padboT

Metoabl KOHTPOJIA:

- YCTHBIA HHAUBHUAYAJIbHBINA U
(bpoHTaIBHBIN ONpOC

- TECTUPOBAHUE

- HaOroieHue

- pelieHue 3aaa4

5.2. [lepeyeHb BONMPOCOB /sl MOATOTOBKH K 324eTy

IOpuauueckas cuna JOKyMEHTA.

3aKOHBI, pEeriIaMEHTUPYIOLIUE EITOIPOU3BOJACTBO.

A A

JICIIOTIPOU3BOJICTBO.

OcHoBHbIE IOHATHE AETONPON3BOACTBA. JJokyMeHT. JloOKyMeHTOOOO0POT.

OcnoBubie 'OCT5I 110 JOKYMEHTOOOOPOTY ¥ apXUBHOMY JCITY.

Bo3HukHOBEHHE OTCUCCTBCHHOI'0O  ACJIOIIPOU3BOACTBA. HpHKa3H0e N KOJIJICXKCKOC

6. MuHHCTEpCKOE NeIONPOU3BOACTBO. COBETCKOE JICIOPOU3BOJICTBO.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

22.
23.

24,
25.
26.
217.

28.
29.
30.
31.
32.
33.
34.
35.
36.

CoBpeMeHHOE rocy1apcTBEHHOE PEryIMpOBaHUE JOKYMEHTOO0O0pOTa.

OdopmieHne T0KyMEHTOB. PEKBU3HTEHI.

[Tonatue OnaHka JOKyMEHTa U UX KJlacCU(UKanus.

YHUpHUKaAIMA U CTaHAAPTU3ALNS YIIPABICHUYECKUX JJOKYMEHTOB.

Knaccudukanus 1e10BbIX TOKyMEHTOB.

Odopmiienre TOKyMeHTOB. TpeOoBaHUS K TEKCTY.

DNEeKTPOHHBIA JOKYMEHTOOOOPOT U €ro crenuduka.

OCOOEHHOCTH S3bIKa U CTHUIIS CIIYXKEOHBIX TOKyMEHTOB. Mopdoorusi.

OcoOEeHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX TOKYMEHTOB. JIekcuka.

OCoOEHHOCTH S3bIKa U CTUJIS CIYKEOHBIX TOKYMEHTOB. CUHTaKCHUC.

Komnozunus 1okymeHra.

Penakropckast mpaBka ci1yKeOHBIX JJOKYMEHTOB.

OdopMieHre OpraHU3alMOHHBIX JOKyMEHTOB. YcraB. [lonoxenue. JloroBop. MHCTpYKIHS.
HITatHoe pacniucanue. [IpaBuiia BHyTpeHHET0 pacropska.

TpynoBoii 1orosop u ero opopmiIEHHE.

[TogroroBka pacnopsauTenbHbIX JOKyMeHTOB. [Ipuka3. Pacnopsbxkenume. Ykaszanue.
Pewenne. IloctanoBnenue.

[IpaBuiia BeeHUS NPOTOKOIA.

WudopmanmoHHO-CIIpaBOYHblE  TOKYMEHTHI.  JloknaaHas/cinyxeOHast/00bsICHUTENbHAs
3anucka. Crnpaska. Tenerpamma.

AKT. JIOBEpEHHOCTb U MpPaBUJIA €€ COCTABIICHHUSI.

Odopmiienne nenoBbIX MuceM. THUIIbI TUCeM.

Tenedaxc. Paxc. Tenetaiin. 1eKTpOHHBIE THCHMA.

Opranuzanus JOKYMEHTOOOOpOTa Ha MpeanpusTHHU. JIOKYMEHTBHI MO JUYHOMY COCTaBy.
Amnkera. JInunas xkaprouka pabotHuka. [Ipukassl. 'paduk otmyckoB. TpynoBas KHUXKKA.
[IpaBuna HanucaHus pe3roMe.

Perucrpanus 10KyMeHTOB.

Pabora c nuceMamu U 0OpaIEHUSIMU TPAXKAAH.

Pabota ¢ koHbUaEHITNATFHBIMHU TOKYMEHTAMH.

JlenoBoii 3TUKET NpU TeNe(POHHBIX EPEroBopax.

Opranu3zanus TEKYyIEro XxpaHeHus JoKyMeHToB. HomeHknarypa aei.

DopMHUpPOBAaHUE U XPAHEHNUE €I

[ToaroroBka nen k apxuBHOMY xpaHeHuto. Omnucu nen. [lepenaya nen B apxus.

XpaHeHre JOKYMEHTOB B JICKTPOHHOH (hopme.
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6. UCITIOJIb3OBAHUE AKTUBHbBIX U UHTEPAKTUBHbBIX ®OPM U METO/J10OB

OBYUYEHUA
No AKTHUBHBIE U HTHTEPAKTUBHBIE ()OPMBI Tema KonnuectBo Kon
¥ METOJIbI O0yUYCHHS 3aHATHS 4acoB bopMHUpyeMbIX
KOMIICTCHITUMN
1 Pabota B KOMIIEIOTEPHOM KJ1acce. Tema 1.2 2 OK2, OK3, OK4,
N3ydyeHne HOpMaTUBHOM 0a3bl. OK 5, OK 8§, TIK
Pabora B cucremax «KoHcynbTant 1.1.
[Tmroc», «I"apanT»
2 WNurepaktuBnas nexuus «OcHoBubie | Tema 1.3 2 OK2, OK3, OK4,
TpeOOBaHUS K COCTABICHUIO U OK 5, OK 8, IIK
0 OPMIICHHUIO TOKYMEHTOB)» 1.1, IIK 1.2, TIK
1.3, I1IK 1.4, IIK
1.6
3 HenoBas urpa «3aceganue Yuenoro | Tema 2.2 2 OK2, OK3, OK4,
Coseta» OK 5, OK 8§, IIK
1.1
4 Henosas urpa «CocraBieHue u Tema 2.3 2 OK2, OK3, OK4,
odopMIIEHHE UCXOISAIICH OK 5, OK 8, TIK
JIOKYMEHTAIUU B OaHKE» 1.1,,IIK 1.2, TIK
1.3, [IK 1.4, TIK
1.6
5 NurtepaktuBHas nexuus «O01me Tema 2.3 2 OK2, OK3, OK4,
OCHOBEI JICJIOBOM OK 5, OK 8§, IIK
KOPPECIIOHICHITUN» 1.1, TIK 1.2, [IK
1.3, [IK 1.4, TIK
1.6, I1K-2.1-2.4
6 Keiic «CocraBnenue ycraBa Tema 2.4 2 OK2, OK3, OK4,
OpraHu3aLn» OK 5, OK 8§, I[IK
1.1, TIK 1.2, TIK
1.3, I[IK 1.4, I[IK
1.6, I1K-2.1-2.4
Hroro 12
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