Canxkr-IlerepGyprekoe rocyrapersennoe Oro1:keTHOE npodeccHOHANBHOE
o0pa3oBaTe/IbHOE yYpeKIeHHe

«AKajieMHs1 yIpaBIIeHHsI TOPOCKOI cpe/Ioi, rpagoCTPOUTEIbCTBA H NeYaTH»

IIPUHATO

Ha 3acenannu memarorageckoro copera Mupexrop: CII6 TBHOY «AVE

&

Iporoxon Ne. 5.

« 52» oF 2007-/‘ r

//-A.M; Kpusonocon

PABOYAS TIPOTPAMMA YYEBHOM JUCIIUTIIINHBI

Hoxkymenmayuonnoe obecneuenue ynpaenienus
AJIS CTIeHAJIBHOCTH

21.02.05 - 3eMeTbHO-UMYIeCTBEHHbIE OTHOMICHHS

0azoBas MOATrOTOBKA

Cankr-IlerepGypr

2021 r.



Pabouaa nporpamma y4e0HOH QHCUMILIMHLI pa3padoTaHa Ha ocHOBe (eaepanbHOro 0dmeodpa-
30BATEJLHOrO CTAHAAPTA MO CMENHAILHOCTH (CHEIHANLHOCTIM) CpeIHero npogeccuoHalILHOro
obopazoBanus 21.02.05 — 3emensHO-HMYyIecTBeHHBIE OTHOIIEHHS

PachOTpeHa Ha 3acCeJaHHH METOOJHYECKOI'0 COBETA

o’

IIporoxon Nej

« 'ﬂ’//’; £ 20 924

Opofpena Ha 3aceJaHHH HHK/I0BOH KOMHCCHH
Mamemamuxyu u UHGOPMAYUOHHBIX MEXHONOUU
IIpoToxoa Ne /7

«?if?;’_é_f_ 209

Ilpencenare,ib NHKI0BOH KOMHCCHH

%P’ HN. A Muubko
{-f/ rd

PazpaboTunkm:

Kpartanuiok E.A. npenogasarens ungopmaruku CII6 I'BIIOY AYI'CI'ull



COJAEP/KAHUE

CcTp.

1. [TACIIOPT PABOYEN ITPOI'PAMMGBI YUEEHOU JIUCITATIIVHBI 4
2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCLIVITJIMHEI 7
3. YCJIOBUS PEAJIM3ALIMU YUYEBHOU JIUCLIUTIJIMHBI 12
4. KOHTPOJIb N1 OLEHKA PE3VJIbTATOB OCBOEHHUS YYEb- 16

HOM JUCLIUITINHBI



4
1. HACHOPT PABOYEN MPOI'PAMMBbBI YYEBHOM JJUCLIUILJIAHBI

JlokymMeHTallnOHHOe o0ecrieyeHne yIpaBJIeHus!

1.1. Ob6aacTs npuMeHeHus1 padoyeil NporpaMmel
PaGouas mporpamma ydeOHON AMCHMIUIMHBI «/lOKyMEeHTallMOHHOE oOecneueHne YyIpaBiICHU
ABJIIETCS YaCThIO IPOTPaMMbl IIOJTOTOBKH CIIELUAINCTOB CPENHETO 3B€HAa B cooTBeTcTBUU ¢ PI'OC
CIIO cnemuanbHoctu 21.02.05 «3eMenbHO-UMYIIIECTBEHHBIE OTHOIICHUS (0a30Basi MOATOTOBKA)
1.2. MecTo y4e0HOIi IMCUMIJIMHBI B CTPYKTYpe MPOrpaMMbl NOATOTOBKH CIEUATUCTOB CPeIHero
3BeHa : JlucuuniuHa Bxoaut B [IpodeccnonanbHblil yueOHbIN LUK
1.3. Hean u 3apaum y4yeOHOH AMCHMILIMHBI — TPeOOBAHMA K pe3y/bTaTaM OCBOCHHMS y4eOHOM
JUCIHUILINHALI B cooTBeTcTBHN PI'OC CIIO:
B pe3ynbraTe ocBoeHUs y4eOHOM TUCHUIUINHBI 00YYarOIUICs TOKEH 3HAmb:
31. [lonsTue, nenu, 3aAa4M U IPUHIMIIBI 1€IOIPOU3BO/ICTBA;
32. OcHOBHbIE MTOHATHUS JTOKYMEHTAIIMOHHOTO 00eCTICUeHUs YIPaBJICHHUS;
33. Cucrembl JOKyMEHTAIIMOHHOTO 00eCTIeYeHus YITPaBICHHUS;
34. Knaccudukanuio J10KyMEHTOB;
35. TpeGoBaHuUs K COCTABICHHUIO U O(POPMIICHHIO JOKYMEHTOB;
36. OpraHuzanuio JOKyMEHTOOOOpOTa: MpueM, o0pabOTKy, pPerucTpanuio, KOHTPOJb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypy A€l
B pe3ynbraTe ocBoeHMs y4eOHOM TUCHUIUINHBI 00YYaroIUiCs TOJIKEH yMenb:
V1. OpopMisTh JOKYMEHTAIUIO B COOTBETCTBUM C HOPMAaTUBHOM 0a30ii, NCHONb3ys HHPOPMALIUOH-
HBIE TEXHOJIOTHH;
V2. Ocy1iecTBasATh aBTOMaTU3aLMI0 00paObOTKU JOKYMEHTOB;
V3. YaudunupoBath CUCTEMBbI JOKyMEHTAIUH;
V4. Ocy1mecTBIATh XpaHEHUE U TIOUCK JOKYMEHTOB;
V5. OcymiecTBiATh aBTOMATH3a1MI0 00pabOTKU JOKYMEHTOB;
V6. Ucnonb30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJOTUH B 3JIEKTPOHHOM JIOKyMEHTOO00pOTE

B pesynbrare ocBoeHMs yueOHOW IUCHUIUIMHBI OOyyaroluiicss JODKEH o0nanaTh odujumu
KoMnemeHyuamu:
OK 1. [loHumMaTh CyIIHOCTb M COLMAJIbHYIO 3HAUMMOCTh CBOEH Oymymied mpodeccuu, MposBIsATh K
HEH yCTOWYMBBIN UHTEPEC.
OK 2. Ananu3upoBaTh COLMAIBLHO-3KOHOMMYECKHE W TOJUTUYECKUE MPOOJIIeMbl M MPOLECCHI,
UCIIOJIb30BaTh METO/Ibl F'YMaHUTAPHO-COLIMOJIOTHYECKUX HAYK B Pa3IMUYHBIX BUJaX NPOpEeCcCCHOHATBHON
Y COLIMATIbHOMN JESITEIbHOCTH.

OK 3. Opranu3oBbIBaTh CBOIO COOCTBCHHYIO [IESATCIBHOCTH, OIMPEHCISATh METOABl U CIOCOOBI
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BBITIOJTHEHHSI MPO(ECCUOHANBHBIX 3a/1a4, OIICHUBATh UX dPPEKTUBHOCTh U KaUECTBO.
OK 4. Pemats mpo0IeMBbl, OIICHUBATH PUCKHU M IPUHUMATH PEIICHUS B HECTAHIAPTHBIX CUTYaIUsX.
OK 5. OcymecTBisiTh TIOWCK, aHAIM3 U OICHKY HHGOpPMAIMK, HEOOXOIWMOMN IJIsi TMOCTAHOBKH H
penieHus: mpodeccuoHaIbHBIX 3a7a4, TPoheCCHOHATBHOTO U IMYHOCTHOTO Pa3BUTHSL.
OK 6. PaboraTth B KOJUIEKTUBE W KOMaHje, 00ecreunBaTh ee CIUIoueHue, F3PPEeKTUBHO 0OLIAThCs C
KOJIJIETaMH, PyKOBOJICTBOM, ITOTPEOUTEISIMH.
OK 7. CamocTosTenpbHO OMPEAeNsiaTh 3aJaud MPOPECCHOHATBHOTO W JUYHOCTHOTO DPa3BHUTHS,
3aHUMAThCSl CaMO0Opa30BaHUEM, OCO3HAHHO MJIAHUPOBAThH MOBBINIEHUE KBATU(UKALIUH.
OK 8. BBITh TOTOBBIM K CMEHE TEXHOJIOTHI B PO ECCUOHATIBHOMN 1eATETEHOCTH.
OK 9. YBaxxuTenbHO U 0€peXHO OTHOCUTHCA K UICTOPUUYECKOMY HACJIEIUIO U KyJIbTYPHBIM TPAIULIMSIM,
TOJIEPAHTHO BOCTIIPUHUMATH COI[MANIbHBIE U KYJIbTYPHbBIE TPAIUIIHH.
OK 10. Cob6monate mpaBuia TEXHUKH O€30MaCHOCTH, HECTH OTBETCTBEHHOCTHh 3a OpPTaHM3AIHI0

MEpONPHUATHH IO 00eCTIeYeHNIO0 OE30MTaCHOCTH TPYAA.

B pesynprare ocBoeHus y4eOHOM AMCHMIUIMHBI OOyd4aromuiics JOJDKEH —o0sajaTh
npogeccuonanbHbIMU KOMREMEHYUAMU:
YnpasieHue 3eMeJIbHO-UMYIIECTBEHHBIM KOMILIEKCOM.
[1K 1.1. CoctaBnsTh 3eMeIbHBIN OallaHC palioHA.
[1IK 1.2. IlogroraBnuBarh AOKyMEHTAIUIO, HEOOXOAUMYIO JJIsi MIPUHSITHS YNPABICHUECKUX PeIIeHUM
0 3KCIUTYaTallud U Pa3BUTHIO TEPPUTOPUIA.
[1K 1.3. ['0TOBUTH MpeIoKEHUs IO ONPEICIEHUI0 YIKOHOMUYECKON 3(PPEKTUBHOCTH UCIIOIb30BAHUS
MMEIOLIET0Cs] HEIBUKUMOTO UMYIIIECTBA.
I[IK 1.4. VYyactBoBaTh B MNPOEKTUPOBAHUM W AaHAIU3E COLHMAIBHO-DKOHOMHYECKOTO pPA3BUTHS
TEPPUTOPHH.
[IK 1.5. OcyiiecTBasiTh MOHUTOPUHT 3€MEIb TEPPUTOPHH.
OcyuiecTBiIeHHE KaJaCTPOBBIX OTHOIIEHHIA.
[1K 2.1. BRINOJHATH KOMIUIEKC KaAaCTPOBBIX MPOLIETY].
I1K 2.2. OnpenensTs KaIaCTPOBYIO CTOUMOCTD 3€MEJIb.
[1K 2.3. BeINOJHATH KaIaCTPOBYIO CHEMKY.
1K 2.4. OcyuiecTBisATh KaJaCTPOBBIM U TEXHUYECKUI YUET 0ObEKTOB HEABMKUMOCTH.
Kaprorpado-reoae3nyeckoe conpoBo:kieHne 3eMelbHO-UMYIIECTBEHHbIX OTHOIIIEHUIA.
[1K 3.1. Beimonssats paboThl 1Mo kapTorpado-reoe3ndeckomy 00ecredeHni0 TepPUTOpuil, co3/1aBaTh
rpaduveckre MaTepHuasibl.
IIK 3.2. Ucnons3oBaTh TOCYyAapCTBEHHBIC TE€OAC3WYECKHE CETH W HMHBIE CETH JJIA MPOU3BOJICTBA

KapTorpado-reoaesndeckux pador.
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I1K 3.3. Mcnonb30BaTh B IPaKTHYECKON AEATEIBHOCTH T€OMH()OPMAIIIOHHBIE CUCTEMBI.
I1K 3.4. Onpenenars KOOpAUHATHI TPAHUI] 3€MEJIbHBIX YUYAaCTKOB M BBIYUCIIATH UX IJIOLIA/IH.
1K 3.5. BeINOAHSATH MOBEPKY U IOCTUPOBKY I'€0e3NUEeCKIX MPHUOOPOB U HHCTPYMEHTOB.
OnpeneseHne CTOMMOCTH HEIBHKMMOT0 HMYILIECTBA.
I1K 4.1. OcymecTtBiare c60p 1 00pabOTKy HEOOXOAMMOM M j0ocTaToyHON HMHpopManuu 06 oObeKTe
OLICHKH 1 aHAJIOTMYHBIX O0BEKTaX.
[1IK 4.2. TIpon3BoauTh pacyeTsl MO OIEHKE OOBEKTa OIEHKM Ha OCHOBE MPUMEHHUMBIX IMOJAXOJI0B U
METOJIOB OLIEHKH.
I1K 4.3. O6Go0mare pe3ynbTaThl, HOJYYECHHBIEC MMOJX0AAMHU, U /J1aBaTh 0OOCHOBAHHOE 3aKIIOUEHHE 00
UTOTOBOW BEJTMYMHE CTOMMOCTH O0BEKTa OICHKH.
IIK 4.4. PaccuuTbiBaTh CMETHYIO CTOUMOCTh 3JaHUA W COOPYXEHHH B COOTBETCTBUHU C
JEHCTBYIOIMMHU HOPMaTUBaMH U IPUMEHIEMBIMU METOJUKAMHU.
1K 4.5. KnaccupuuupoBath 37JaHUs U COOPYKEHUSI B COOTBETCTBUH C IPUHATON TUIIOJIOTHEH.
IIK 4.6. OpopmiIATh OLIECHOYHYIO JOKYMEHTALMIO B COOTBETCTBUHM C TPeOOBaHMSIMM HOPMAaTHBHBIX

aKTOB, PErYJIUPYIOIINX IPABOOTHOIICHUS B 3TOM 00JaCcTH.

Pacnpegenenune BapuatusHon 4actn ®rOC Crio

HaumeHnoBaHmue Jo6aBjieHO NPAKTHYECKUX 3aHATHI JlobaBJIeHO TEMAaTHKH

JAMCIHUTLTHHBI Kon-po | JlomoJiHUTe/ILHBIE YMEeHUs1/ Koa-Bo | JlonojiHUuTE/IbHbIE 3HAHUS/
4aco0B yrjay0JeHue noAroToBK1 4acoB yriy0JjeHue NoaAroTOBKU

Hoxymenranuon- | 4 T 1.2 Tpebosanus x ogpopmue- 6 Tema 1.6 Uugpopmayuonno-cnpa-

HOE o0ecIIeueHne
YIpaBJiICHUS

HUIO PEeKBU3UMOE OOKYMEHMO8.
OdopmiieHnEe peKBU3UTOB Ha
dhopmare A4 (pogoIbHOE U
yraoBoe) (2 4.)

Ymems opopMnsaTs peKBU3UTEI €
COOJIIOIEHUEM TPAHUII 30H Ha
thopmate A4 yrmoBoro u
IPOJI0JILHOTO OJIAHKOB COTTIACHO
I'OCT P 7.0.97-2016..

Tema 1.6 Unpopmayuonno-
CHpagoyHvle OOKYMeHmbl.
Cocranenue u ohopmIIeHHE Je-
JIOBOT'O MHCHMa (2 4.)

Ymemw cocraBnATh nenoBoe
MMACHMO, HCTIONB3YS HE00XO0-
JUMBIH HA0Op PEKBU3UTOB; MTPH-
MEHSTD SI3BIKOBBIE 000POTHI C
y96TOM Pa3HOBUAHOCTH
InucbMa.

sounble doKyMenmbl. JlenoBoe
MUCHMO KaK JOKYMeHT. DYHKIIUU 1
Pa3HOBUIHOCTH JCJIOBBIX ITHCEM.
Oco0eHHOCTH TEKCTa JIeJI0BOTO
nuckMa (2 4.)

3uams 0COOCHHOCTH CTPYKTYPHPO-
BaHMS TEKCTa MMChMa; UCTIOJIh30Ba-
HUS S3BIKOBBIX 00OPOTOB IPU
COCTaBJICHHHU TEKCTa; HAOOP PEKBH-
3WUTOB JIJIs1 TAHHOTO BUA JOKYMEH-
Ta.

Tema 2.1 Opeanusayus pabomol c
OJokymenmamu. JKCIepTH3a LEeHHO-
¢t aokymeHToB. [lonroroBka wu
odopMieHHE Nen mepen caadcii B

apxus. (2 4.)

3namp nipaBuUiIa IPOBEIECHUS dKC-
NEePTHU3BI IEHHOCTH JOKYMEHTOB;
MOPSIOK 0(OPMIICHHUS TOKYMEHTOB
nepesl caavyeil B apXxus.

Tema 2.2 Konghuoenyuanvhrole




dokymenmul Kiaccudukanus
JOKYMEHTOB IO Tpr]y orpannyie-
Hus goctyna. KonduaeHnuanbaele
JIOKyMeHThI. [loHsaTHe KOMMepue-
CKOM TallHBI. 3al11Ta JOKYMEHTOB,
coJleprKaIIuX KOMMEPUECKYIO Tal-
Hy Opranu3zanus paboThl C
JIOKYMEHTaMH, COJepKaIluMU
KOMMEpPYECKYI0 TaiHy (24.)

3namb BUIBI TOKYMEHTOB T10
rpudy orpaHHYEHUS TOCTYIA; OCO-
OCHHOCTH OQOPMIICHHSI B TTOPSIIOK
00paboOTKH TOKYMEHTOB ¢ TpH(OM
«Kommepueckas TaiiHay.

1.4 Koan4yecTBo 4acoB Ha 0CBOCHHME NPOrPaMMBbl y4eOHOMH TUCHHUIINHBI:

MaKCHMaJlbHON yueOHO! Harpy3Kku 82 4acoB, B TOM YHCIIE:
00s13aTeIbHON ayTMTOpHOM yueOHO# Harpy3ku 54 daca;
00s3aTeTbHOM ayAUTOPHOM MpakTUdeckoil padoTsl 20 4acoB;

CaMOCTOSITENIbHON paboThl 28 4acos.

2. CTPYKTYPA U COAEP KAHUE YUYEBHOU JUCIHUTIJIMHBI

2.1. O0beM Y4eO0HOM NTMCHUILINHBI M BUALI VI€0HOH PA0OTHI

Bupa yueOHoii padoThI Obvem uacos/
3au.eo.

MaxkcumajibHas yyeOHast HATpy3Ka (Bcero) 82/2,3

Oos3aTenibHAst ayIMTOPHAsA yuyeOHas Harpy3Ka (Bcero) 54/1,5

B TOM YHCIIE:

TeopeTnyeckue 3aHATUA 34

71a00paTOpHBIE 3aHATHUS 20

CamocrosiTesibHasi padoTa o0yuarouierocs (Bcero) 28

Ilpomesicymounass ammecmayus 8 popme oughghepenyuposannozo 3avema




2.2. TemaTn4yecKkuii IJIaH u COIECPKaAaHUEC yqeﬁnoizi JAUCHHUIIINHBbI I[OKyMeHTaIII/IOHHOC o0ecrneueHue YHunpaBJi€cHUA

HaunMenoBanue pa3jiesioB u Copnepxxanue yueOHOro MmaTepuaJa, 1a0opaTtopHbie padoThl H IPAKTHYC- O6bem yacoB/3auer- Yposennb
TeM CKHe 3aHATHS, CAMOCTONATEIbHAsI padoTa 00yyammuxcs HBIX eIHHHIL OCBOEHMA
1 2 3 4
Pasznes 1.
OCHOBHbIC NOHATHUS ¥ JIEMEHTbI JOKYMEHTAIMOHHOIO 12/0,33
o0ecrnieyeHHsl VIIPABJICHUSA

Tema 1.1. [Tonsitue, uenu, 3a- | Llenu, 3a1aun ¥ NIPUHIUIIBI JOKYMEHTAIIMOHHOTO 00€CTIieUeHUs YIIpaBIeHUS
Jlauu ¥ IPUHIUIIBI IOKyMeHTa- | (memompou3BoacTBa). OcHoBHBIE MOHATHS. HopMaTHBHO-TIpaBoBas 6a3a Jerno-
[IMOHHOTO O0OeCIeueHus yrnpaB- | Mpou3BOACTBa. ['ocynapcTBeHHas cucTeMa JJOKyMEHTAllMOHHOTO 00ecTieyeHus 2 1
neHus (AeI0npOU3BOICTRA. ). ynpapiieHus. Y HU(UKAKS U CTaHAapTH3aAIUs JoKyMeHTanun. Kiaccudukarus

JTOKYMEHTOB.

3unauenue IOV B 1e4Te€IbHOCTH CHENMATIUCTA 110 3€MEIbHO-UMYIIECTBEHHBIM ) 1

OTHOIIICHHUSIM.

CamocrosiTesbHasa padora. Pedepar mo uctopuu aenonpousBoactsa B Poc-

CHUU. 2 3
Tema 1.2. TpeGoBanus x YHuunmpoBaHHas cUCTeMa OpraHU3allMOHHO-PACTIOPSIUTEIBHON IOKYMEHTa-
0hOPMIICHUIO PEKBU3UTOB i (OPT). TOCTer Ha OP/]. CocTaB peKBHU3UTOB 1 X PACIIONIOKEHUE HA 2 1
JIOKYMEHTOB. dopmare A-4.

*TIpakTueckoe 3ansatue Ne 1. OdbopmieHue pekBu3uToB Ha hopmare A4 ) )

(IPOAOIEHOE M YTIIOBOE)

CamocrosiTesibHas padora. Opopmienue obmiero 6jJaHka U OJIaHKA KOH- ) 3

KPETHOTO BUJa JIOKYMEHTA C MCII0JIb30BAHUEM TEKCTOBOT'O PEIaKTOPA.

Paznen 2. 45/0.97
TpeGoBaHus K cOCTABJCHUIO K 0OPMJICHHUIO JOKYMEHTOB ’

Tema 2.1. OpranuzanoHHbIe OpraHu3annoHHbIE JOKYMEHTHI — YCTaB, YUPEIUTEIbHbIN JOTOBOP, MOJI0KEHUE
JOKYMEHTBHI, TIpaBWIa UX (00 opraHm3anuy, 0 CTPYKTYPHOM TOJpa3IesICHIH, JODKHOCTHASI MHCTPYKIIHS, ) 1

COCTaBJICHUA U O(I)OpMJ'IeHI/IH.

IpaBHJia BHYTPCHHCTO TPYAOBOI'O pacriopsiaka, KOJIICKTUBHBIHN AO0roBOp, MITaT-
HasA YMCJICHHOCTD MPCAIPHUATHSA, IITATHOC PACIIMCAHUC OPraHMU3alum.




CamocrosTesbHas padora. [logroroBka coobmenus mo Teme « [lonoxenue,
IITATHOE PaCIUCaHME, JOJKHOCTHAS HHCTPYKITUS.

Tema 2.2. PacnopsaurenbHble
JIOKYMEHTBI, ITpaBUJIa UX
coCTaBJIeHUS U 0(OPMIICHHUS.

PacniopsimuTenbHble TOKyMEHTHI yIpaBiIeHUs] — MPUKa3 [0 OCHOBHOW JesTelNb-
HOCTH, pacHoOpsDKEHME, YKa3aHHe, MOocTaHOBIeHue, peweHue. llpasuna u
HOPMBI UX O(hOpMIIEHUSI.

IIpakTnyeckoe 3ansatue Ne 2. Coctapnenue 1 opopMIIeHHE MPUKa3a M0 OCHOB-
HOU JeSATEILHOCTH.

CamocrositeibHasi padora. OdopmiieHne BBINMMCOK U3 IPHUKa3a, COCTaBlIe-
HHE PELICHUS ¥ TOCTAHOBJICHHUSL.

Tema 2.3. JlokyMeHTBI 110 JIUY-
HOMYy cocTaBy. [IpaBuna
COCTaBJICHUS U OPOPMIICHHUS.

JloKkyMeHTHupOBaHHNE TPYJOBBIX MPaBOOTHOIIEHHH. COCTaB 1 OCOOEHHOCTH
odopmIIeHHS TOKYMEHTOB TI0 JIMYHOMY COCTaBy. ABTOOMOTpadus, pe3rome, 3asB-
JICHUE, aHKETA.

IIpakTnuyeckoe 3ansitue Ne 3. CoctaBiieHUE PE3IOME, 3asIBIICHUI.

CamocrosiTesbHas padora. CocTaBieHre KOHCIIEKTa 10 TeMe « TpyaoBoii
JIOrOBOpY», uctonb3yst TK PD.

[lonsaTue TpynoBOM KHIXKKH, TPYJIOBOro aorosopa. OcoOeHHOCTH HX odopmie-
HUsI, BEJICHUS, XPaHEHMUSI.

[Tpuka3 no MMYHOMY cocTaBy (cocTaBHOI). OCOOEHHOCTH €ro PeJaKTUPOBAHUSL.
YHuduumpoBaHHas KaapoBasi JOKYMEHTAIIHSI.

IIpakTnueckoe 3ansaTue Ne 4. CocraBieHue 1 oopMIICHHE COCTABHOTO MPHKa3a
110 JINYHOMY COCTaBYy.

CamocrosiTebHast padora. PaboTa ¢ mouckoBbIMU cucTeMaMu MIHTepHeT 1o
TeMe «Y HUPHUIMPOBAHHbBIE TOKYMEHTBI».

Tema 2.4.1adpopmanioHHO-
CIpaBOYHBIC JJOKyMEHTHI. [Ipa-
BHJIA COCTABJICHUS U 0popmITe-
HUSL.

*[IpaBuiia coctaBiieHus: M 0QOPMIIEHUS HHPOPMAITIOHHO-CITPABOYHBIX JIOKYMEH-
TOB: CITy>KeOHast, TOKJIaHasl, 00ObSICHUTEIbHASI 3aITUCKH, CIIPaBKa, Teje-
dboHorpamma, daxc.

IpakTuuyeckoe 3ansiTue Ne 5. CoctaBienue u opopmiIeHHE CITyKEeOHBIX,
JTOKJIa/IHBIX, OOBSICHUTEIIbHBIX 3aIIMCOK, CITPABOK.

CamocrosTenbHas padora. CocraBnenue u opopMIIeHHE TelIerpamMM, Teje-
dboHOTpaMM.

TpeboBanus K COCTaBICHUIO 1 0(OPMIICHHIO aKTa, MPOTOKOJIA, IOBEPEHHOCTH.
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IIpakTnyeckoe 3ansitue Ne 6. CocraBienue u opopMIIEHUE ITPOTOKOJIA, AKTa.

2
IIpakTnyeckoe 3ansitue Ne 7. CocraBiieHHE TPETEH3MOHHO-UCKOBOM JOKYMEH- )
TaIuu.
CamocrosiTesbHas padora. Pabota o cocraBieHuto u ohopMIIeHUIO JOBEPEH- 3
HOCTH (TIPOCTast PyKOMHCHAs hopma).
JlenoBoe mUChMO Kak TOKYMEHT. OYHKIUU U Pa3HOBUAHOCTH JETIOBBIX THCEM. )
Oco0eHHOCTH TEKCTa JIETTOBOTO MHUCHMA.
*[IpakTuuyeckoe 3ausaTue Ne 8. Cocrapnenue 1 0popMIICHHE JIEIIOBOTO MMHUChMA. )
CamocrosTeabHas padora. CocraBneHne Tabauibl « BUbl rceM 1 0COOEHHO- )
CTH SI3bIKOBOTO CTHJIS.
Pasznea 3.
10/0,27
Opranusanus padorTbl ¢ JOKYMEHTAMM.
Tema 3.1. Ilonstue noKyMeH- [TonsiTue noKkyMeHTO000pOTa. ITanbl 00paOOTKH BXOIAIIEH, BHYTPEHHEH U HC-
TOO0OPOTA, PETUCTPAITUU Xo[sme JokyMeHTanwu. lloHATHE © IeNlb  PErucCTpalui  JOKYMEHTOB. )
JIOKYMEHTOB, KOHTPOJIS Ucnoi- | HaekcupoBanue NOKyMEHTOB. Peructpanuonnsie ydeTHble (GOpMBI (KapTod-
HEHUSL. Hasi, )KypHaJbHasi, KOMIbloTepHasi). KOHTpOJIb HCIIOHEHUS] JOKYMEHTOB.
CamocrosiTeabHasi padora. Opranuzaiys U TEXHUKA KOHTPOJIS UCTIOTTHEHHS 1
JIOKYMEHTOB (COCTaBJIEHHE KOHCIIEKTA 110 TEME).
Tema 3.2.0pranusanus orme- CucremaTu3aius JOKyMEHTOB U uX xpanenue. Homenknatypa nen. TpeGoBaHus
pPaTHBHOTO XpaHEHUS M MIOUCKA | K (GOPMHUPOBAHHMIO JIe. XPaHCHHE JIENT B CTPYKTYPHBIX MOAPA3/ICIICHUSX. 2
JIOKYMEHTOB.
CamocrositebHas padora. KoncnektupoBanue TeMbl «ApPXUBBL, UX BUJIBDY,
COCTaBIICHHE CXEMbI aPXUBOB. 1
*DKkcnepTr3a HEHHOCTH TOKyMeHTOB. [ToroToBka 1 oopMIIeHHE Jies iepes caaydeit )
B APXMB. Y HUYTOKEHUE JOKYMEHTOB.
CamocrositesbHas padora. CoctaBnenue rioccapus no reMe «Opranuzanus )
paboThI C JOKYMEHTAMM.
Paznen 4.
PabGora ¢ JoKyMeHTaMu, CoJepPKANMMU 7/0,19

KOHg}I/IZ!eH!!I/Ia.HI)HLIe CBCICHU.
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Tema 4.1. KonduneHumanbHbie

*Knaccugukanus T0KyMEeHTOB 110 rpudy orpanuyeHus nocryna. Konpuaenuu-

JIOKYMEHTHI. anbHbIE JOKYMEHTHI. [IoHsATHE KOMMEpUecKoi TaliHbl. 3amuTa TOKyMEHTOB, CO- 2
JIepKAUX KOMMEPYECKYIO TalHYy.
CamocrosiTeqbHas padora. IOpuaudeckre U SJKOHOMUYECKUE acMeKThl obec-
MEYCHUST OE30IMaCHOCTH KOMMEPYECKHUX JOKYMEHTOB. 1
Opranuzanus padoThl ¢ JOKyMEHTaMH, COAEPKAIMMUA KOMMEPUECKYIO TaiiHy. 2
CamocTosiTeqbHast padora. CocTaBiieHUE KPOCCBOPJIOB IO JICTIONPOU3BOI- )
CTBY.
Pazzen S. 9/0,25
ABTOMATH3AINMA 00PA0OTKH JOKYMEHTOB. ’
Tema 5.1. ABTomaru3anus 00- | Kommnbsrorepusamnus AeI0nporu3BOACTBa B OpraHu3anuy. MammHounTaeMas
pabOTKH JOKYMEHTOB. nokymeHTaiusi. Hocurenu, npumeHsieMbie IpU CO3/1aHuH IOKyMeHTOB. Co3ia- 2
HUE 11a0JIOHOB OCHOBHBIX JOKYMEHTOB YIIPaBJICHHUS C UCTIOIh30BaHHEM TEK-
CTOBOT'O PEJIAaKTOPA.
IIpakTnueckoe 3ansaTue Ne 9. Pabota mo co3ganuro mabIoHOB JOKYMEHTOB B )
TEKCTOBOM PEIAKTOpE.
IIpakTnyeckoe 3anstue Ne 10. Pabota no co3nanuro mabIoHOB JOKYMEHTOB B )
TEKCTOBOM penaktope. AuddepeHumpyemslii 3a4erT.
CamocTosiTejibHasi padoTa. M3ydueHne KOHCIIEKTa U CTICIUAIbLHON JTUTEpaTy- 3
pHBI 17151 TOATOTOBKH K pabote Ha [1K.
Hroro: 82

*/[uoakmuueckue eOUHUYBL BBEOEHbL 3A CYEM BAPUAMUBHOU YACTIU.

na xapakmepucmuku yposHs 0C80eHUs Y4eOH020 MaAMePUANa UCNONb3YIOMCA Cledyrouue 0003HAYeHUs:

1 — o3Haxkomumenvuwill (Y3HABAHUE PaHee U3YUEeHHbIX 00BEeKMOo8, C80UCMB),

2 —penpodyKkmuehslil (8bINOIHEHUe 0esIMeIbHOCIU N0 00pA3YY, UHCIPYKYUU UTU NOO PYKOBOOCMBOM)

3 — npodyKmueHbwlil (NIAHUPOBAHUE U CAMOCMOSIMENbHOE BbINOIHEHUE 0esIMENbHOCIU, peleHue NPODIeMHbIX 3a0ay)
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3. YCJIOBUS PEAJIM3ALIMU YYEBFHOU JUCIHUATIJIMHBI

3.1. TpeOoBaHMs1 K MUHHMAJIBLHOMY MATEPHAJIbHO-TEXHHYECKOMY 00ecrnedeHHI0

Peanuzanus yyeOHOW AMCHUIUIMHBI TpeOyeT Haiuuus ydyeOHoro kaOuHeTa J{OKyMEHTAallMOHHOTO

oOecrieyeHHs yIpaBlICHUS.

Oo6opynoBanue yue0HOro kabnHera:

1. [Tocamounbie MecTa IO KOJTHMYECTBY CTYACHTOB.

2. PabGouee mecTo mpemnoiaBaTens.

4. AyauTtopHasi JOoCKa JIJIsl MUChMa.

5. KomnbroTepHbIE CTOJNBI MO YUCTY pab0YMX MECT CTY/IEHTOB.

6. BentunsunonHoe o6opyaoBanue, odecneurBaonme KoMGpOpTHbIE YCIOBUS MPOBEACHUS 3aHITHH.
TexHu4eckue cpeacTBa 00yUeHUsI:

1. MynsTUMeIHa TPOSKTOP; MHTEPAKTHUBHAS JIOCKA.

2. [lepcoHanbHBIE KOMITBIOTEPHI C TUIICH3UOHHBIM MPOTPAMMHBIM 00ECTICUCHUEM.
3. JlazepHblit pUHTED.

3.2. UndopmanuonHoe odecrniedeHne 00yuyeHus

HOPMATHUBHBIE JIOKYMEHTbI

T'OCT P 51141-98. JIenonpon3BOJCTBO U apXHUBHOE Aes0. TepMHUHbBI U onpeieaeHUs

2. TOCT P 54471-2011/ISO/TR 15801:2009. Cuctembl 371€KTPOHHOTO JOKYMEHTO00OpOTA.
VYopasnenue pokymentanuei. MuHdopmanus, coxpaHsemas B 3JIEKTPOHHOM Bujue. Pe-
KOMEH/IAlUU TI0 00ECTIEYCHHIO TOCTOBEPHOCTH U HAJICKHOCTH.

3. 06 uadpopmanmu, HOOPMAITMOHHBIX TEXHOJOTUAX M O 3amuTe nHpopManmu. DenepaibHbINA
3aKkoH oT 27.07.2006 Ne 149-03 .

4. T'OCT P 50922-2006. 3amuTa nndopmarmu. OCHOBHBIC TEPMUHBI U ONIPEICICHHS.

5. OO0 yTBepkIeHWH YHUDHUIIMPOBAHHBIX (HOPM MEPBUYHOM YUETHON TOKYMEHTAIIMU IO YYETY
Tpyna u ero omnarel. [locranosnenue ['ockomcrara Poccun ot 05.01.2004 1. Nel.

6. OO yrBepxkaeHnd MHCTPYKIMK 10 3aMONHEHHIO TPynoBbIX kHkek (I[loctanoBnenne Mus-
tpyaa Poccum ot 10.10.2003 1. Ne 69).

7. IlepeveHb THUIOBBIX YIPABICHYECKUX JOKYMEHTOB, 00Pa3yIONIMXCS B JEATENIbHOCTH OPraHHU-

3alii, ¢ ykazaHueM cpokoB xpaHneHus. Pocapxus 06.10.2000 r.
8. TumoBas MHCTPYKIMS TIO JIEJIONPOU3BOJICTBY B (heICpPaTbHBIX OpraHax HCIIOJHUTEIBHON BIIACTH



http://www.termika.ru/dou/docs/detail.php?ID=1658
http://www.termika.ru/dou/docs/detail.php?ID=1652
http://www.termika.ru/dou/docs/detail.php?ID=1652
http://www.termika.ru/dou/docs/detail.php?ID=1646
http://www.termika.ru/dou/docs/detail.php?ID=1551
http://www.termika.ru/dou/docs/detail.php?ID=1551
http://www.termika.ru/dou/docs/detail.php?ID=1660
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(yTBepiKaeHa MprKka3oM MuHKCTEpCTBa KyIbTYphl M MacCOBBIX KOMMYyHHKanuid Poccuiickoit de-
neparuu ot 08.11.2005 1. Ne 536).
9. O Tpynossix kuuxkkKax. [locranosnenue IIpaBurenscrea PO ot 16 anpensa 2003 r. Ne 225.

10. O tpynoBbix kHIKKaX. [Ipukaz Munduna Poccun ot 22.12.2003 1. Ne 1170.

11. O xommepueckoii TaiiHe. DenepanbHblil 3ak0H 0T 29.07.2004 1. No 98-D3.
12. O6 snexrponnoit noanucu.denepanbueiii 3akoH oT 06.04.2011 Ne 63-D3.

13. O6 apxuBHOM gene B Poccuiickoii @enepanuu.d®enepanbubiii 3akoH oT 22.10.2004 Ne 125-
D3.
14.TOCT P 6.30-2003. YHuGUIHMPOBAHHBIE CHCTEMbI JOKYMEHTAIMH. Y HU(DUITMPOBaHHAS CH-

CTEeMa OPraHU3aIlMOHHO-PACHOPSIIUTEILHON TOKyMeHTauu. TpeGoBaHus K OQOpMIIEHUIO
IOKYMEHTOB.

15. Metonuueckue pexomenmamuu o BHeapenuto 'OCTa P 6.30-2003. OpranuzaimoHHO-pac-
nopsAAUTeNbHAs JOKyMeHTanus. TpeGoBaHust K oQOpMIECHUIO JOKYMEHTOB. MeToaudeckue
pexomengannu o BHeapenuto ['OCT P 6.30-2003.

16. Tpynosoit Konexce Poccuiickoii @enepanuu. @enepanbubiii 3akoH oT 30.12.2001 Ne 197-D3.

OcHOBHas JauTeparypa

JlokymeHTanIuOHHOEe o0OecneuyeHue ynpapJjenus : yueOHuk / C.A. I'motoBa, A.IO.
KonrnkoBa, FO.M. Kykapuna, E.A. Cxpurnko; moja o6mr. Pen. T.A. beikoBoii.- Mockaa :
Kuopyc, 2020. — 266 c. — (Cpennee npodeccruonansnoe oopazoBanue). — 50 7Kk3.

JokymMeHTanmonHoe odecneyenue ynpasjeHusi : yueOHuk / C.A. I'morosa, A.1O.
KonpkoBa, FO.M. Kykapuna, E.A. Cxpurniko; moja o61mr. Pen. T.A. beikoBoii.- Mockaa :
Knopyc, 2021. — 266 c¢. — (Cpennee npodeccuonanbnoe obpazopanue). — URL:
https://www.book.ru. — Pexxum gocTtyra: mo mojmmcke.

Ilysanoa H. H. JlokymMeHTaliMoOHHOE OOecriedeHre ypaBiIeHUs : YICOHUK U MpaK-
tukym st CI1O / H. H. IllyBanoBa. — 2-e u3a. — Mocksa : MznarensctBo FOpaiit,
2021. — 265 c. — (IIpodeccuonanbHoe obpazoBanue).— URL: https: // urait.ru. —
PexuMm nocrymna: o noanucke.

Ky3nenos U. H. JlokymeHTanmoHHOE oOecrieueHue yrpasieHus. JJokyMeHTo000pOT

U JIeT0oNpOu3BOJACTBO : yueOHUK M mpaktukyM miga CIIO / U. H. Ky3nenos. — 3-e
u3l., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 462 c¢. — (Ilpo-
dbeccuonanbHoe obpazoBanue). — URL: https: // uvrait.ru. — Pexxum nmocrtyna: 1o
TIOJIITUCKE.

JonoaHuTeabHas JUTEpPaTypa



https://www.book.ru/
http://www.termika.ru/dou/docs/detail.php?ID=1659
http://www.termika.ru/dou/docs/detail.php?ID=1659
http://www.termika.ru/dou/docs/detail.php?ID=1659
http://www.termika.ru/dou/docs/detail.php?ID=1531
http://www.termika.ru/dou/docs/detail.php?ID=1644
http://www.termika.ru/dou/docs/detail.php?ID=1648
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Aoyaanze JI. I'. JlokyMeHTarmoHHOE OOECIICUCHUE YIPABICHUS IIEPCOHATIOM © y4eO-
Huk u npaktukym st CITO / 1. I'. A6ynamze, U. b. Bempsokkuna, B. M. Macno-
Ba. — MockBa : UzmarensctBo [Opaiit, 2021. — 299 c. — (Ilpodeccuonansroe
obpazoBanue). — URL: https: // urait.ru. — Pexum qocTtyna: mo noJmnucke.

KopueeB U. K. JlokyMeHTallMOHHOE OOecrieueHne ynpaBlieHUs : Y4eOHUK U MPaKTH-
kym misa CIIO / U. K. Koprees, A. B. ITmenko, B. A. MamypueB. — 2-¢ u3j., nepe-
pab. u gon. — Mocksa : U3parensctBo IOpaiit, 2021. — 384 ¢. — (IIpodeccuonarns-
Hoe oOpazoBanue). — URL: https: // urait.ru. — Pexum goctyna: 1o nojimucke.

Hoponuna JI. A. JlokyMeHTainoHHOE OOECIIeUeHUE YIPABICHHS : YICOHUK U TIPaK-
tukym st CIIO / JI. A. Hoponuna, B. C. UputukoBa. — Mocksa : M3naTtenscTBo
FOpaiit, 2021. — 233 ¢. — (IIpodeccuonansuoe obpazoBanue). — URL: https: //
urait.ru. — PexxuM qoctyna: mo noJmnucke.

HHTEPHET PECYPCbI
http://www.termika.ru
http://delpro.narod.ru
http:// http://working-papers.ru/
http://delpro.narod.ru/Index.html
http://www.docdelo.ru/

http://www.edou.ru/enc/vvedenie.php

http://www.bibliotekar.ru

http://ivo.garant.ru

e A o

http://www.consultant.ru/

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHMS YUEFHOM JTUCIATLIMHBI

KonTpons 1 omieHka pe3ynbTaToB OCBOSHHS yUe€OHOM TUCIUIUIMHBI OCYIIECTBIIETCS MPEenoaa-
BaTeJIEM B IIpoliecce MPOBEACHUS MPAKTUUECKUX 3aHATUN, TECTUPOBAHMUS, @ TAKXKE BBIIIOJIHEHUS 00y-
YaIOIMMHUCS WHIUBUAYAJIbHBIX 3aIaHUN U IPOMEKYTOYHON aTTECTALlUCH.

Metoabl KOHTPOJISL HANIPaBJIECHbI HA MPOBEPKY 00yUarOUTUXCSI:

v — BBIIOJIHATH YCJIOBUS 3IaHHs Ha TBOPYECKOM YPOBHE C IPEACTABICHUEM COOCTBEHHOM I10-
3UIUN,

v\ — Jlenarth 0CO3HAHHBIN BBIOOP CIIOCOOOB JEHCTBHI U3 paHEe U3BECTHBIX;

v\ —OCYILECTBIATH KOPPEKLUIO (MCIPABIECHUE) CAETaHHbIX OIIMOOK Ha HOBOM YPOBHE
IpeUIaracMbIX 3aJaHHUI;

v - pa6OTaTb B rpynne n npeAcrtaB/iATb Kak CBOKO, TaK U NO3ULUMUIO rpynnbl

| Pe3ynbTarel 00yueHus (OCBOCHHbIE YMEHHUS, | @DOopMBI U METOJIBI KOHTPOJISI U OLICHKU



http://ivo.garant.ru/
http://www.bibliotekar.ru/
http://www.edou.ru/enc/vvedenie.php
http://www.docdelo.ru/
http://delpro.narod.ru/Index.html
http://working-papers.ru/
http://delpro.narod.ru/
http://www.termika.ru/
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YCBOEHHBIE 3HAHUs)

pPE3yIbTAaTOB OOYYCHHSI

B pesynbrate u3ydeHus y4eOHOW JAUCIUTLTAHBI
«/lokymeHTanmonHoe oOecreyeHue ympaBiie-
HUSD» CTYACHT JIOJDKCH:

3HaTh
TOHATHS, UENH, 3aJa4ydl W TMPHHIUIBI JEJ0-
POM3BO/JICTBA;
OCHOBHBIC MOHATHUS JOKYMEHTAIIMOHHOTO 00ec-
NICUCHHSI YIIPABJICHNU;
CHUCTEMBl JIOKYMEHTAIIHOHHOTO OOECIIeYeHUs
yIpaBJICHUS;
KJIacCU(UKAIUIO IOKyMEHTOB yIpPaBJICHUS;
TpeOOBaHUS K COCTABJICHHUS IOKYMEHTOB YIIPaB-
JICHUS;
OpraHu3aIMI0 JTIOKyMEHTO00OpOoTa: mIpueMm, 00-
paboTka, perucrpanuss KOHTpPOJIb, XpaHEHUE
JOKYMEHTOB, HOMEHKJIATypa Jedl.

Ymernb

oopMIISATh JOKyMEHTAIlMI0 B COOTBETCTBUH C
HOpPMATHUBHOW  0a30if, ¢  UCHOJIB30BAaHUEM
UH(POPMALMOHHBIX TEXHOJIOTHH;
UCIIOJIB30BaTh  YHU(PHUIMPOBAHHBIE  (HOPMBI
JIOKYMEHTOB;
OCYILECTBIISATh XPAHEHUE U TIOUCK JOKYMEHTOB;
OCBanWBaTh TEXHOJOTMHA AaBTOMATHU3WPOBAHHOMN
00paboTKH TOKYMEHTOB;
UCII0JIb30BaTh TEJICKOMMYHHUKAIMOHHBIC TEXHO-

JIOTHH B 3JICKTPOHHOM JIOKYMEHTO000pOTE

[IpakTuueckue 3auarTus,

BHEAYJJUTOPHAs CAMOCTOsITEIbHAs padoTa;
ayJJUTOPHBIC IPOBEPOUYHBIE PAOOTHI;
MIpaKTUYECKUe paboThl C HCIOJIb30BAHUEM
KOMITbIOTEPHOM TEXHUKH;

TCCTUPOBAHUC.




	СОДЕРЖАНИЕ
	1. ПАСПОРТ РАБОЧЕЙ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ
	2. СТРУКТУРА и содержание УЧЕБНОЙ ДИСЦИПЛИНЫ
	3. условия реализации учебной дисциплины
	4. Контроль и оценка результатов Освоения учебной дисциплины
	3. условия реализации УЧЕБНОЙ дисциплины
	3.2. Информационное обеспечение обучения
	4. Контроль и оценка результатов освоения УЧЕБНОЙ Дисциплины

