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1. HACHHOPT INPOI'PAMMBI YYEBHOT'O NIPEJIMETA
OcHOBBI 1€10NIPOU3BOACTBA

1.1. Ob61acTh NIpMeHEeHUsI MPOrPaMMBbI

[Iporpamma y4eOHOroO MpeaMeTa SIBISETCS YacTbl0 OCHOBHOM mpodeccroHalIbHON
oOpazoBatenbHOil TporpamMmbl B cooTBeTcTBUU ¢ DPI'OC mo mnpodeccusm CIIO,
BXOJSIIUM B cocTaB ykpymHeHHOU Tpymibl npodeccuit 39.00.00 CounanbHbie HayKH ,
39.01.01 CounanbHelil paOOTHHUK.

[Iporpamma yueOHOro mpeaMeTa MOXKET ObITh HCIOIb30BaHAa B JOMOJIHUTEIHHOM
npodeccuoHaIbHOM 00pa3oBaHUM (B MporpaMmax TMOBBIIEHUS KBAIM(PUKALUUU U

NEPENnoArOTOBKH).

1.2. MecTo y4eOHOr0 npeaMera B CTPYKType OCHOBHOM npogeccuoHaIbHOM

o0pa3oBaTeIbHOM MPOrpaMMBbl: IIPEMET BXOAUT B 001IenpodecCuOHaTBHBIN ITUKIL.

1.3. Hesun 1 3ag1a4mn y4eOHOT0 nMpeiMeTa— TPeOOBAHUSA K Pe3yibTaTaM OCBOEHMS
npeamera:

B pesynbTaTte ocBoeHus yueOHOro mpeaMera o0ydaromuiics T10MKEeH YMETh:

- COCTaBJISITh CIIYKEOHbBIEC JOKYMEHTHI, B T.4. MMUCbMa, IPOEKTHI IPUKA30B U
pacnopsiKEHUN;

- 3aTIOJTHSATH MIEPBUYHBIC YUETHBIE JOKYMEHTHI TI0 PO IO TIPpodhecCHOHaTbHOM
NEeATEbHOCTH;

- MOJIb30BATHCS CPEICTBAMU KOIUPOBAHUS U TUPAKUPOBAHUS;

- TIOJI30BATHCS PA3TUYHBIMU CPEICTBAMH CBSI3H, B TOM YHCIIE (PAKCUMUIBHON U
3JIEKTPOHHOM.

B pesynbrare ocBoeHUs1 yueOHOT0 MpeaMeTa 00yUaIOIINIICs TOJKEH 3HATD:

- PUHIIMIBI OPraHU3alNKU pabOThl C JOKYMEHTAMU;

- IpaBUJIa COCTaBIICHUS U 0OPMIICHUS TOKYyMEHTOB;

- yHU(UIIUPOBAHHBIE (POPMBI MIEPBUYHBIX YUETHBIX IOKYMEHTOB TIO MPOQUITIO
npodeCcCHOHAIBHOM AEATEIbHOCTH;

- MPaBWJIa TEKYIIETO XPAaHEHUS IOKYMEHTOB;

- HIOATOTOBKY NOKYMCHTAIMU JJIA JJIMTCIBbHOI'O XPaHCHMA,



- CpEICTBAa KONMMPOBAHUS U OTIEPATUBHOTO PA3MHOKEHUS JOKYMEHTOB;
- CpEICTBA THPAXKUPOBAHUS JOKYMEHTOB;

- CpeJICTBa CBSI3U.

1.4. PexoMeHayemoe KOJIMYECTBO YACOB HA OCBOEHHeE NPUMePHOM MPOrpaMMbl
y4eOHOro nmpeamera:

MaKCUMaJIbHON y4eOHOM Harpy3ku oOydaromuxcs 51 yacoB, B TOM yucIe:
00s13aTeNbHON ayAUTOPHON YUeOHOM HArpy3Kku ooydaromuxcs 34 4acos;

CaMOCTOATENbHOM paboThl 00yyaroniuxcs 17 yacos.



2. CTPYKTYPA U COAEPKAHUE YYHEBHOI'O ITPEIMETA

2.1. O0bem yueOHOro npeaMera ¥ BUAbI Y4eOHOM padoThI

Bua yyeOHoM padoThI Konuuecm
60 uacoe
MaxkcumanbHas y4eOHasi Harpy3Ka (Bcero) 51
Oobs13aTesibHAs ayIMTOPHAs y4eOHAsi HArpy3Ka (Bcero) 34
B TOM YHUCJIE:
MPAKTUYECKUE 3aHATHS 12
CamocTosiTesibHasi padoTa o0yuyarouerocs (Bcero) 17

B TOM YHUCIJIC:

TEMATHUKa BHG&Y}II/ITOpHOﬁ CaMOCTOSITCJILHON pa6OTI)I

Hmozosan ammecmayusn 6 popme oughghepenyuposannozo 3auema




2.2. TemaTnuyeckuii IVIaH U cojiep:KaHue y4eOHOro npeamera «OCHOBBI J1€J10NPOU3BOACTBAY»

HaumenoBaHue pa3ieioB H TeM Conep:xanue y4e0HOro MaTepnaJia, JiabopaTopHbie padoThl M NPAKTHYECKUE 3aHATHS, O6bem Yposenns
€caMOCTOsITe/IbHASA PadoTa 00yyalommXxcst 4acoB OCBOCHHS
1 2 4 4
Tema 1. lokymeHT, ero GpyHkuum, Conep:xanue yueOHOro MaTepuajia 1
NMPU3HAKH, CTPYKTypa
1.IlonsiTHe O MOKyMEHTax, cmocodax JOKYMEHTHUPOBAaHUS, HOCHTEISIX WH(OpMamu. OTamnbl 2 1
CTaHOBJIEHHS AenonpousBozcTea B Poccun. [Ipusnaku, QyHKIMK 1 CTPYKTYpa TOKYMEHTa
Tema 2. CucreMbl JOKYMEHTAUMHU Cojaep:xkanue yueOHOr0 MaTepuajia 4
1.0OcHoBHBIE 11e1M YHUPHUKAIMU TOKYMEHTOB. [IoHsATHE «cHCcTeMa JOKYMEHTAIHI.
YHu(UIMpPOBaHHBIE CUCTEMBI IOKYMEHTAI[MH. BBl cTaHIapTOB, MPUMEHsIEMbIE B HAIlIeH CTpaHe. 1 1
JlenoBble TOKyMEHTHI, 00pallarolecst Ha MPEANPUITHSIX U B opranuzanusx. [Ipumenenne
¢dhopmynsip-obpasiua
IlpakTHyeckue 3aHATHS 3
1.Iloctpoenue pyrnspa-odpazua OPJ]
Tema 3. IIpaBuia ogpopmiaeHust u Conep:xaHue y4yeOHOro MaTepuaa 11
COCTABJICHUS IOKYMEHTOB
1.06ume HOpMBI W mpaBwia OQOpMIIEHHS JTIOKYMEHTOB: ¢Qopmar Oymaru, pa3Mmepbl MOJeH,
HyMepalusl CTpaHHIl, Crioco0bl 0(OpPMIICHHUSI JaT, JONMYCTHMBbIE COKpAIICHHs CJIOB, odopmileHHe 2 1
TaOJINL, KOPPEKTYpHbIE 3HAKH HCIIONb3yeMBble NPH MpaBKe JEIOBBIX JAOKYMEHTOB; odopmieHHe
pexsusutoB OP/I.
2.IlpaBuna odopmiieHus ocHOBHBIX BuaoB OPJI: mpaBuiia oopMieHHS NPHKa30B, BBITUCKU M3 1
MPUKa30B; O(QOpMIIEHHE CIY)KEOHOr0 MHUCbMa, TEeNerpaMmbl, Tene()OHOrPaMMBbL;, TPeOOBaHUS,
TpenbsBIsieMble K 0OPMIICHHIO aKTa, IPOTOKOJIA, IOTOBOPA. 1
3.IlpaBuna oopMiIeHUSI U BbIOaYW KOIMI JOKYMEHTOB: HOIUIMHHHK O(QHLHAIBHOIO JTOKYMEHTA,
MIOHSATHE «KOIMSD», 3aBEPEHHE KONUHM HOTApPUYCOM; CTaHIApTHBIC NpaBMJa Uil OpPraHU3aLuf |, 1
W3TOTABIHMBAIOIINX KOIMHMU O(HIMAIBHEIX TOKYMEHTOB; (haKCUMWIIBHBIE M CBOOOIHBIC KOIHH;
0COOEHHOCT O(OpMIIEHHsT BBHINMCKM; IIpaBWia BBIAAYM IyONMKaTa; BHIBI JOKYMEHTOB HeE 1
pa3pelnieHHbIe KOMMPOBATh U 3aBEPAThH
IIpakTHyeckue 3aHATUSA 6
1.0dopmnenne ocHoBHBIX BUI0B OP/]
3
2.0dopmIieHre 1 BbIIa4a KOMHIH TOKYMEHTOB 3
Tema 4. Opranmu3amus padoTsI ¢ Conep:xaHue y4eOHOro MaTepuaia 12
AOKYMEHTaMH
1. Ciryx0a TOKyMEHTAaIIMOHHOTr0 obecnedeHusi ynpasieHus. TpeOoBaHus K OpraHu3aiyu 2 1




JIOKYMEHTO000pOTAa: TUIIOBAsI CTPYKTYpa YIPABJICHHUS JICIaMU; IPABOBBIC AKTEHI,
pernamenTupyromre padory cyx6osl JIOY; dyrakun cryx6sr JOY; mousTre
«ITIOKYMEHTO000POTay; OCHOBHBIC ATAIThI JJOKYMEHTOO00POTa; OCHOBHBIC TIPHUHITHITHEI OPTaHU3aIIIHI
JIOKYMEHT0000pOTa; OpraHN3aIMOHHEIE (JOPMEI JIEITONPON3BOJICTBA

2. IahopMarmoHHO-CIIpaBOYHast paboTa: 1eNTh CO3IaHKs MHPOpMAaIOHHO-TIONCKOBO# crctembl (UIIC) B

opraHmanuy; nprHaky moctpoenus UIIC; pyOpyKY CripaBOYHBIX KAPTOUCK; TEXHOIOTUS PAOOTHI ¢ 1
KapTOTEeKaMH
3. Oprasuzaryist OTIPaBKU HCXOMSIIMX JOKYMEHTOB: COPTHPOBKA JIOKYMEHTOB TPH OTIPABKE; CIIOCOObI 1
OCYILIECTBIICHHS aPECOBAHMS JOKyMEHTOB; CpPEZCTBA OTIPABKH; CUCTEMBI SIEKTPOHHOM MOYTHL
IpakTuueckue 3aHsITUS 9
1.Opranusais mpueMa, PacCMOTPEHHS U PETUCTPAIMU JOKYMEHTOB: TMPHUEM TOCTYMAOIIHNX 3
JOKYMEHTOB, OpTaHU3allis [OCTaBKH JOKYMEHTOB; OpTaHM3allksi PACCMOTPEHHsI TOKYMEHTOB;
perucTparus J0KyMeHTOB
2. Texnonorust paboThI C KAPTOTEKAMU 3
3..Perucrpanwst v oTnpaBka JJOKyMEHTOB 3
KonTtpoabHas padora no Teme «OpraHuzariys paboTsl C JOKYMEHTaMID) 2

Tema 5. CucremaTu3alus  XpaHeHue Conepsxanue y4e0HOr0 MaTepuaia

JOKYMEHTOB 5
1.TpeGoBaHUs K OpraHU3aIMU XPaHEHHS HCIIOJHEHHBIX JOKYMEHTOB B JIEJIONPOU3BOICTBE. 1
Homenknarypa nen. TpeOoBanus k 0ohOpMIICHHIO e B Iei10npou3BozcTBe. OCHOBHBIC TIOHATHUS 00
apXUBHOM XpaHEHUH
IIpakTHYecKHe 3aHATHSA 4
1.TpeGoBaHust K OOPMIICHHIO A€M B ACIOINPOU3BOICTBE 2
2..IToarotoBka Jien K apXMBHOMY XPaHEHHIO 2
IIpuMepHasi TeMaTHKA BHeAyIUTOPHOI CaMOCTOSATEIbHOI padoThI 17

CoBpeMeHHasl perJaMeHTalys 1 OpraHU3alHsl CIIyKOBI 1eTI0NPOU3BOCTBA

3aKoHOATENbHbBIE 1 HOPMAaTUBHO-METOANIECKUE JOKYMEHTBI

Opranuzanus ciryObl JeT0NpPON3BOICTBA

@dopMHIpOBaHKE U XPAHEHNE JOKYMEHTOB

OKcnepTu3a EHHOCTH JOKYMEHTOB

[IpoGriemsl pa3BuTHs WH()OPMALMOHHBIX M JOKYMEHTALMOHHBIX TEXHOJIOTMH B COBPEMEHHOH
COLMaIIbHOU paboTe

OueHNTh pe3ynbTaThl BHEAPEHHUS TEXHOIOI MY HHTEPHET-TIONCKOB B COLMAIBHOIN padoTe
Pa3paborka anroputMa JOKYMEHTAIIMOHHOTO OOECIIEYeHHUs Imporecca OOCTYy)KHBaHUS KIHCHTA B
COOTBETCTBHH CO CHEUATLHON CUTYaI[HH

CocTaBHUTh TOIKHOCTHBIE MHCTPYKIIUH JUIS CTICIIMAINCTA IO COLMAIBHON paboTe C MOIPOCTKaMH; C
OCYKJIEHHBIMH; C MHOTOJIETHOM CEMbEN; C MOJIOOM CEMbE; C MUTPAHTAMMU; C JETBMH

[IpoBeneHne KPUTHYESCKOTO aHAJIM3a Y cTaBa OHOW COIMAIILHOM CITYOBI (110 BEIOOPY ydaIerocsi)

Bcero:

51




3. YCJIOBUSA PEAJIMBALIMHU YYEBHOI'O IPEJIMETA

3.1. TpeOoBaHUA K MUHMMAJIbHOMY MATEPHATBbHO-TEXHUYECKOMY
oldecneyeHHuIo

Peanuzanus yueOHOTO nipemera TpedyeT Hanuuus yueOHoro kabunera «OCHOBBI
JIEJIOMPOU3BOICTBAY

O6opynoBaHue yuyeOHOTO KaOMHETA!

- IOCaJI0YHBIE MECTA M0 KOJIMYECTBY O0YHAIOIINXCS;

- paboyee MeCTO MpenoiaBaTels;

- yueOHas TUTepaTypa;

- yueOHO-MeTOouYecKas JOKyMEeHTAIHSI.

TexHuueckue cpeacTa oOydeHUs:

- KOMITBIOTEP C JTUIEH3UOHHBIM IPOrPaMMHBIM 00ECIIEYEHUEM U MYJIbTUMEANA
IPOEKTOP;

- IPUHTED;

- (paxc;

- KCCPOKC.

3.2. UudopmanuoHHoe odecrieueHne 00ydeHust

Ilepeuenb pexkoMeHayeMbIX YUeOHBIX U31aHuil, UHTepHeT-pecypcos,
JAOMOJHUTEIbHOH JTUTEPATYPbI

OCHOBHBIE HCTOYHUKHU:

1. denonpousBoacto: yueonuk / T.A.beikosa, JI.M.Bsnoga, I'.}FO0.MakcumoBudy,
JI.B.Cankwuna; mox o6mr. pea. npod. T.B.Ky3nenosoit. — Mocksa: MILI®OP, 2018.
2. [enompous3BOACTBO: 0O0Opasibl, JOKYMEHTHI, OpraHu3alus W TEXHOJIOTHSs
pa6otsl. [Tox pen. M.K. KopueeBa —M.: TK Benbun, m3garensctso IIpocnekr, 2020.
3. Jlemompou3BOACTBO: 0O0pa3lbl JOKYMEHTOB C KOMMeHTapusimu/ E.A.
JlomatHuKOBa.- 2-¢ u3A., momnp. M momn. — M.: M3a-Bo Omera, 2010 — 319 c.

4. Pymbinuna JILA. JlokyMmMeHTallMOHHOE oOecrledYeHUe yIpaBieHUs: Y4EeOHUK,

MockBa; uznaTeabCKui HeHTp «Akagemus», 2019 r. — 222 c.



JIOTIOJTHUTENBHBIE HCTOYHUKMU:

1. Caran C. denonpou3BoACTBO Ha KomImbioTepe. [lomynsapHbIA caMOy4YUTElb.-
CII6: ITutep, 2019

2. CepoBa I'.A. Yuumcs pabotaTh ¢ 0pUCHBIMU IporpaMmamMu. —M.: UHAHCHI U
cratucTtuka, 2018.- 320 c.

3.CreniokoB M.B. Jlenonpous3BOACTBO: KOHCMEKT jdekiuid. — Mocksa: Ilpuop-
n3nat, 2018.

4. Cankuna JI.B. CnpaBoyHUK MO KaJpOBOMY JEJIONPOU3BOJICTBY. — 2-€ W31.,
nepepab. u ngomn. — Mocksa: MLI®DP, 2019.

5. SuxoBckas B.D., UykoBenkoB A.B. IlpaBuna odopmieHuss JOKYMEHTOB.
Kommentapuit k T'OCT P 6.30-2003 «YHuuuupoBaHHbIE  CHCTEMBbI
JOKYMEHTAIIHH. Yuudunmposannas cucrema OpraHMU3alMOHHO-
pacnopsauTeNbHON JOKyMeHTaluu. TpeboBanus K 0QOPMIICHUIO TOKYMEHTOBY. —
Mockga: TK Ben6wu; [Ipocnekr, 2018.

6. SIakoBckas B.®. Kak opranuzoBarh aenonpou3BojcTBo. — MockBa: MIIDDOP,
2018.

7. KypHai «/lenonpous3BoacTBO»

8. XKypHan «cekpeTrapckoe Jero»
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUA YYEBHOI'O

NPEAMETA

Koutposb ® omeHka pe3yiabTaToOB

OCBOEHHS  y4eOHOro  mpeameTa

OCYHCCTBIIAACTCA IMPEIOJAaBaTCJIicM B IIPOOECCE IMPOBCACHUA IMPAKTHYCCKUX

3aHATHM M 7a00paTOpHBIX paboOT, TECTUPOBAHMS, a TaKKe

BBIITOJIHCHUA

O6y‘laIOI_HI/IMI/IC$I HMHANBUAYaJIbHBIX 3aI[aHI/II‘/’I, ITPOCKTOB, HCCHCHOB&HHﬁ.

PesyabTaTsl 00yyeHus
(ocBOEHHbIE YMeHHs1, YCBOCHHbIE 3HAHUA)

@DopMBbI U METObI KOHTPOJISI M OLIEHKHU
pe3yabTaToB 00y4YeHusl

1

2

YMmenus:

COCTaBJISATh CIIY’K€OHbIE JOKYMEHTHI, B T.U.
MACHbMa, IPOEKTHI IPUKA30B U PACIOPSKEHUN

[IpakTnueckue 3ananus

3aIOJHSTH TIEPBUYHBIC YICTHBIC IOKYMEHTHI TI0
npohuITIo
poheCcCHOHANTBHOM IEATeTLHOCTH

[IpakTrueckue 3aaaHus1, KOHTPOJIbHAS padoTa

MOJIb30BaThCSI CPEICTBAMU KOITUPOBAHUS U
TUPAXKUPOBAHUS

[IpakTnyeckue 3amanus

M0JIb30BAThCS PA3IMUHBIMU CPEJICTBAMU CBS3H, B
TOM 4HCIIe PaKCUMHIIBHON U 3JIEKTPOHHOM

[IpakTnyeckue  3agaHus,
paboTta

CaMOCTOATECIIbHAA

3HaHus:

MPHUHIUIIBI OPraHU3auy padoThI ¢ JokyMeHTaMu | CamocTosiTenbHast ~ padoTa, KOHTPOJIbHAS
pabora

npaBHiIa COCTaBIICHHS " odpopminenus | [IpakTuyeckue 3ananus

JOKYMEHTOB

yHUGDUIUPOBAHHBIE (OPMBI TIEPBUYHBIX y4eTHBIX | [IpakTndeckue 3ananus

JOKYMEHTOB TIO0 TPOQHI0 MpohecCHOHAILHON

JeSATEIbHOCTH

MpaBHJIa TEKYIIET0 XpaHEHHsI TOKYMEHTOB KontpomnrsHas pabora

MOATOTOBKY JOKYMEHTanuu Juisi JuidrenbHoro | CamocrositenbHas — pabora, KOHTpOJIbHAS

XpaHCHHUA

pabota

CpCACTBA KOITMPOBAHUSA U OIICPATUBHOTO
Pa3MHOXKCHUA JOKYMCHTOB, CPEACTBA CBA3U

HpaKTI/I‘leCKI/IC 3aaHusd
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