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1. MACIOPT IMPOIrPAMMBbI YYEBHOM JJUCHUITIIUHBI
JoKkymenmayuonnoe odecneuenue ynpaeienus

1.1. O6a1acTh NPUMEHEHUS] TPOTPAMMBbI

[IporpamMMa y4ueOHOW AWCHMILIMHBI SBISETCS YaCThIO OCHOBHON MpOQeCcCHOHATBHON
oOpazoBarenbHOI porpaMmbl B cooTBeTcTBUU ¢ DI'OC no cnenuansuoct CI1O:
38.02.01 «DxoHOMHUKA U OyXranTepckui yueT (1o OTpaciisiM)»

[IporpaMma y4eOHOW JUCHUIUIMHBI MOXET OBbITh MCIOJNb30BaHa NpU pa3paboTke
OporpaMM  JIOMOJHUTEIBHOTO  NPO(EeCCHOHANBHOrO  00pa3oBaHUs  (NOBBILICHUS
KBaIM(UKALUM U TEpPENnoJroTOBKH) pPAOOTHUKOB B 00JACTH JOKYMEHTAI[MOHHOTO
oOecrieyeHus yrpaBJIeHUS

1.2. Mecro AUCHMIVIMHBI B  CTPYKTYpe OCHOBHOH  mnpogeccHOHAIbHOM
o0pa3oBaTeJbHON MPOrpaMMbI:

JIOKyMEHTAILIMOHHOE obecrieueHue YIIPaBJICHUS SIBIISIETCS 4acCTbhIO
obmenpodeccCuoHaIbHOTO UK

1.3. Heau wm 3agauyMm JUCUMIUVIMHBI — TpPeOOBaHUSI K pe3yJbTaTaM OCBOEHUSsI
AMCHHUILINHBI

B pe3ynbraTe 0CBOCHUS TUCHUILUIMHBI 00yUYarOITUICS TOKEH YMeTh:

- 0hOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBHM ¢ HOPMATHBHOM 0a30if, B TOM YHCIIC C
HCIIOJIb30BaHEeM MH(POPMAIIMOHHBIX TEXHOJIOTHH;

- OCBaMBaTh TEXHOJOTUHM aBTOMATU3UPOBAHHON 00pabOTKU TIOKYMEHTAITUH;

- UCTIOJIB30BaTh YHU(PHUIIMPOBAHHBIE CUCTEMbBI IOKYMECHTAITUH;

- OCYIIIECTBIIATH XPAHCHHE M MIOUCK JOKYMEHTOB;

- HWCIOJNIB30BaTh  TEIICKOMMYHUKAIMOHHBIC  TEXHOJOTHH B DJIEKTPOHHOM
JTIOKYMEHTO000pOTeE.

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yUarONIUNCS TOKEH 3HATh:

- TIOHATHE, TSN, 33191 ¥ IPUHIIUIIBI JETONPOU3BOICTRA,;

- OCHOBHBIC IMOHATHS JOKYMEHTAITMOHHOTO OOCCTICUCHHS YIIPABIICHUS;

- CUCTEeMBbI JJOKYMEHTAIIHOHHOTO 00€CTICUeHUs YIIPaBICHUS;

- KJIacCU(PUKAILIUIO TOKYMEHTOB;

- TpeOOBaHMS K COCTABJICHHUIO U OPOPMIICHUIO JOKYMEHTOB;

- OpraHu3alyio JOKYMEHTO00OpoTa: mpueMm, oOpaboTKy, PErucTpaluio, KOHTPOIb,
XpaHEHHE IOKYMEHTOB, HOMEHKJIATYPY Je.

[1K u OK, xoTOpbI€ aKTyanu3upyIOTCS MPU U3YUCHUU YUEOHOU TUCUUTIIINHBL:

OK O0I. BeiOupate crmocoObl pemeHuss 3anad  OpopecCHOHATBHOW  JIEATENIbHOCTH
MIPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymiecTBisTh MOUCK, aHATU3 U HWHTEpPHpETalnio WHPOpMAIUU, HEOOXOTUMON s
BBITIOJTHEHUS 33124 PO eCCHOHATbHON e TeIbHOCTH;

OK 04. Paborath B KOJJIEKTHBE M KOMaHe, 3()()EeKTUBHO B3aUMOIEHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMU;



OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B IPOPECCHOHATBHOM NEATETbHOCTH;

IIK 1.1. O6pabaTbiBaTh MIEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

Kon VMenus 3Hanusg

K, OK

OK 01, |- odopMiIATh TOKYMEHTALIUIO B | - TIOHATHE, IC/IH, 3aJaYl U TTPUHIUIIBI

OK 02, | coorBercTBum C HOPMAaTUBHOM | 1€JIONPOU3BO/ICTBA;

8§ gg’ O0a3oii, B TOM YHCIE C |- OCHOBHEBIC ITOHSTHS

K 1.1 | UCTONB30BaHKUEM JIOKYMEHTAI[MOHHOTO obOecrieueHUs
UH(OPMAITMOHHBIX yIpaBJIeHUS;
TEXHOJIOTHI; - CUCTEMBbl  JOKYMEHTAI[MOHHOTO
- OCBaWBaTh  TEXHOJIOTHUH | OOECIICUCHHUS YIIPABICHUS;
aBTOMATU3WPOBAHHOMN - KJ1acCU(PUKaIUIO TOKYMEHTOB;
00pabOTKH TOKYMEHTAITUH; - TpebOBaHUS K COCTaBJICHHIO W
- HCIIOJIb30BaTh | 0(hOPMIICHHUIO IOKYMEHTOB,;
YHUDUITUPOBAHHBIE  CHUCTEMBI | - OPTaHM3alMI0 JIOKYMEHTO000pOTa:
JIOKYMEHTAIUU; npueM, 00paboTKy, perucrpaluio,
- OCYHIECTBJISITh XPAHEHHUE U | KOHTPOJIb, XpPAHEHHWE JIOKYMEHTOB,

MOUCK JIOKYMEHTOB;
- HCIOJIb30BaTh
TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJOTHH B AJICEKTPOHHOM
JIOKyMEHTOOOOPOTE.

HOMCHKIJIATYPY ACII.

1.4. PexoMeHayeMoO€e KOJMYECTBO YACOB HA OCBOEHHE MPOTrPaAMMBbI AU CHUTIIHHBI:
MaKCUMabHOU y4eOHOM Harpy3ku oOydarormierocs 46 Jgac., B TOM YHCIIe:
o0s3aTenpbHas ayJuTOpHas yueOHas Harpys3ka oOyudatomierocs - 38 gac. (20+18).
camocTosTelbHas paboTa oOy4Jarorierocs - 8 yac.




2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHUE YYEBHOM

T CHUILIAHBI

2.1. O0bem yueOHOI TUCHUIJIMHBI M BUABI Y4eOHOH padoThI

Buja yueOHoii padoTnl

O0BeM yacoB

O0bem 00pa3zoBaTeIbHON NPOrPaMMBbI IO THCHHUIINHE 46

O0bem padoThl 00yYaAIOIIMXCSI BO B3aUMOACHCTBUM € MPenoJaBaTeiemM 38
B TOM YHCJIE:

TEOPETUIECKOe 00ydeHne 20

MPAKTUYECKHE 3aHATUS 18

CamocTosTenbHas pabora 8

HpOME?KyTO‘lHaH aTrecranud — 3a4erT




2.2. IllpuMepHbBIi TeMaTHYECKUI IJIAH U coJlepPKaHue YUeOHOM JUCIMILIUHBI .
JlokyMeHTAllHOHHOEe 00ecneYeHne YIPaBJIeHUA

Koabl koMneTeHuuid,

HauMeHoBamme Copaepxanne y4e0HOro MaTepHaJia, JJabopaTopHble H MPaKTHYeCKHe O0bem yacoB O0bem yacoB (¢opmupoBanuio
paIEIOB 1 Tem padoThl, caMOCTOsITeIbHAsI paGoTa 00yUaloIuXcs, KypcoBasi padoT TEOPEeTHYECKOr0 | MPAKTHYECKUX KOTOPBIX
(mpoexr) o0yueHust 3aHATHH crnocodocTByer
3J1EMEHT MPOrpaMMbl
1 2 3 4 5
Copeprkanre yaeOHOTO MaTepuana 2 OK 01, OK 02,
Tema 1. 1 | Onpenenenmne qOKyMEHTAIIMOHHOTO OOECTIEUEHUs YIIpaBIeHH (anee OK 04, OK 09,
OcHOBHBIE TOHATHSA JA0Y) K 1.1
AeJIONPOU3BOACTBA. Poxs IOV B opranuzanuu ynpaBlieHUs NPEAIPUITHEM
JloKyMeHT u ero Onpenenenns OCHOBHBIX TepMHUHOB B obnact JJOY: moxyMeHT,
pyHkun nHpOpMAaILUs, HOCUTETh HUHPOPMALIUH, JOKYMEHTHPOBAHHE,
ouIMaTBHBIN JOKYMEHT, THYHBIH JOKYMEHT
XapaKkTepuCTHKa OCHOBHBIX (DYHKITHH JOKYMEHTa
XapakTepuCcTHKa JOKYMEHTOB, CO3/IaHHBIX Pa3HBIMHU CIIOCOOAMHU
JOKYMEHTHPOBaHUS
ConepxaHue yueOHOTO MaTepraa 2 OK 01, OK 02,
Tema 2. 1 | [lonarue «yHuduuMpoBanHas cuctema gokymeHtanum» (YCJ) OK 04, OK 09,
YauduuupoBannas CocraB YC/| IK 1.1
cucremMa Knaccndukanys 70KyMEHTOB 10 pa3IMYHBIM [IPU3HAKAM
OPTaHN3alHO0HO-
pacnopsIuTeabHBIX
aokyMmenToB (OP/I).
Kaaccupukanus
JOKYMEHTOB
Coneprkanre yu4eOHOTO MaTepuania OK 01, OK 02,
Tema 3. 1 | INousiTust: peKBU3UT, POPMYIISAP JOKYMEHTA, THIIOBOW (hOPMYJISp, 4 OK 04, OK 09,
T'OCT P 6.30-2003. dbopmysp-obpaser K 1.1

®opmyJsip-odpasen
OPJ1. CocTaB
pexBu3uToB OP /|

DopMmysip JOKYMEHTA U €r0 COCTABHBIE YACTH

I'OCT P 6.30-2003 «YHUPHUIUPOBAHHBIE CUCTEMBI TIOKYMEHTALMH.
YCOP/. Tpeboanus k 0OpMIICHUIO JOKYMEHTOBY». O0J1acTh
npumeHeHus. CTpykTypa




Cocras pexsuszuroB OPJ] mo 'OCT P 6.30-2003, BapuaHTHI NX
pacrooKeHus
Dopmynsip-o0paszel] Kak cxeMa pacloyIOKEHHUs PEKBU3UTOB

[pakTuueckoe 3ansatue Ne 1 CocraBienue ¢popmynsapa-oopasia Ha ¢. A4

Coneprkanre yueOHOTO MaTepuaia OK 01, OK 02,
Tema 4. 1 | lonsTHE «ONMAaHK JOKYMEHTa», €T0 POjib B 0(pOpMIICHUH JOKYMEHTOB OK 04, OK 09,
TpeboBanus Bupl 61aHKOB: 00muii O1aHK, OIaHK NHChMa, OIaHK KOHKPETHOTO BH/A IK 1.1
opopmiIeHUI0 JIOKYMEHTa
G1anKoB. Buanl CocraB peKBU3UTOB OJIaHKA B 3aBUCHMMOCTH OT €TI0 BU/Ia
0s1ankoB Pasmepsl noneit 6nankos B cootBerctBuu ¢ TOCT P 6.30-2003
BapuanTsl pacrosnosxeHust peKBU3UTOB B OJIaHKe
Copep:xanne yueOHOTO MaTeprana OK 01, OK 02,
Tema 5. OK 04, OK 09,
TpeGoBanus K 1 | TpeOoBanust K OPOPMIICHHIO MTOCTOSHHBIX PEKBU3UTOB (HAUMEHOBaHUE K 1.1
odopmTeHHIo OpraHu3aluu, CHOpaBOYHBbIE JaHHble 00 opranmzanmu, WHH/KIIIL,
pekBH3HTOB OPJ[ OI'PH ropuanyeckoro juma u T.1.)
2 | TpeboBanmss K OGOPMIIGHHIO TIEPEMEHHBIX PEKBU3UTOB (71aTa,
PErUCTPalOHHBIA HOMED, TEKCT, 3aT0JIOBOK K TEKCTY, HOIMHKCH U T.1.)
3 | TpeboBanus kK 0pOPMIICHHIO CITY)KEOHBIX OTMETOK (O HAJTHUUH
MPUIOXKEHUS, 00 UCIIOTHUTEIE, 00 UCTIOIHEHUH U HalpaBJICHUHX B JIEJI0,
0 MOCTYIUIEHUH JOKYMEHTa B OPraHU3alHMIo U T.J.)
Copepxanue yueOHOro Marepuaa OK 01, OK 02,
Tema 6. 1 | XapakTepucTika M COCTaB OPTaHWU3AlMOHHBIX JOKYMEHTOB (YCTaB, OK 04, OK 09,
TpebdoBanus K MOJIOKEHUE, HWHCTPYKLUMS, JOJDKHOCTHAs HMHCTPYKLHSA, IITATHOE MK 1.1
oopmJIeHUIO 2 | pacnucaHue u Ip.)
OpraHU3alHOHHBIX TpeboBanus kK 0hOpMIICHUIO OPTaHNU3AIMOHHBIX JIOKYMEHTOB
AOKYMEHTOB
Tema 7. Copepxanue yueOHOro Marepuaia OK 01, OK 02,
TpebdoBanus k 1 | XapakTepucTka ©  COCTaB  PaCIOPSIWUTENBHBIX  JOKYMEHTOB OK 04, OK 09,
0(popMIICHUIO (mocraHOBNIEHUE, PELICHNE, TPUKA3, PACHIOPSDKEHHE, YKa3aHHe). MK 1.1
pacnopsaauTeabHbIX | 2 | TpeOoBanuss K OQOPMIICHHIO M COCTABICHHIO PACHOPSANUTENBHBIX
JTOKYMEHTOB JIOKYMEHTOB

[paktrdeckoe 3ansitie Ne 2 Cocraienue u ohopmileHHE IPUKA3Z0B T10
OCHOBHOM J€STEIBHOCTU




Coneprxanue yueOHOTO MaTepuana 2 OK 01, OK 02,
. OK 04, OK 09
T 'lﬁ"eMa 8 1 | TpeboBanus kK 0GOPMIICHUIO TTPOTOKOIA HI& L1 ’
PEOOBAHN K 2 | TpeboBanus Kk 0HOPMIICHHIO aKTa ‘
0popmIeHuIo 3 | TpeboBanust K OGOPMIICHHIO CIIPABOK, AOKIATHBIX M OOBSICHUTEIHHBIX
UHG(pOpMaLMOHHO- 4 | sammcox
CHpaBOHBIX 5 | TpeboBanus kK 0pOpPMIIEHHUIO CITY>KEOHBIX MTHUCEM
KYMEHTOB
AOKYMEHTO TpeboBanus kK opopMIIeHHIO Tenerpamm, TeaedoHorpaMm
[pakTrueckoe 3ansitue Ne 3 CocrarieHue U 0)OpMIICHHE TIPOTOKOJIA
IIpaktrueckoe 3anstre Ne 4 CocraBieHue U 0oQOpMIICHHE aKTOB, CITPABOK
IIpaktrueckoe 3amstue Ne 5 CocraBiieHHe W O(QOPMIICHHE TOKIAIHBIX H
O0BSICHUTENHHBIX 3aIIUCOK, CITY>KEOHBIX MUCEM
Copep:kanne yueOHOTO MaTepuana 2 12 OK 01, OK 02,
Tema 9. 1 | OcHoBHbIE 3TaIBl PaOOTHI C JOKYMEHTAMH: TIPHUEM U TIEpBUIHAS OK 04, OK 09,
Opranuzanust 00paboTKa, periucTpanus, pacCMOTPEHHE PYKOBOAUTENEM, KOHTPOJIb MK 1.1
PadoThI ¢ 2 | UCTIOJNIHEHUSI JOKYMEHTOB, OTIpaBKa
JOKYMEHTaMM 3 | Opranuzanus onepaTUBHOTO XpaHESHUS IOKYMEHTOB: HOMEHKIIATypa Jel
[IpaBuna odopmienus u GopMUpOBaHHS AET
O0bem padoThI 00y4arOIIMXCH BO B3aMMO/ECTBHH ¢ NPeNnoaaBarTeiemM 20 16
I[IpomexyToUHasI aTTECTAIMSA - 324eT 2

CamocTosiTeibHAas padoTa 00yyalonuxcs

- COCTaBJICHHE CXEMBI PACTIOJIOKEHHS PEKBU3UTOB Ha popmate A4

- COCTaBJICHHE CXeMBI PaCIOJIOKEHHs PEKBH3UTOB Ha (hopmare AS

- pa3paboTKa OJIAHKOB OpraHU3aINU

-cocTaBiieHue u oopmiieHue pekBu3ntoB OPJ]

-TIOATOTOBUTH Mpe3eHTaIri0 «OCHOBHBIEC BUIBI PACTIOPSIUTEILHBIX
JIOKYMEHTOBY

- cocTaBjeHue B 0(hOpPMIICHHE OTICITHHBIX BU0B HHPOPMAITMOHHO-
CIIpaBOYHBIX JOKYMECHTOB

- MOATOTOBUTH Ipe3eHTannto «OCHOBHBIE BUIBI HHPOPMAIIMOHHO-
CIIPpaBOYHBIX JOKYMEHTOB»

- INOATOTOBUTH IPE3CHTALNIO ((OpFaHI/I3aHI/I$I pa6OTBI C OTOKYMCHTaMmu» M




((OpFaHI/I3aI_II/I$I XpaHCHHUA JOKYMCHTOB B ACJIOIIPOU3BOACTBCH

Bcero:

46




3. YCJIOBUS PEAJIMZAIIUU ITPOT'PAMMBI AN CIHUAIT/IMHBI

3.1. TpeboBaHussi K MHUHUMAJIBHOMY MAaTepHAJbLHO-TEXHUYECKOMY
o0ecrneuyeHuIo

Peanuzanmsi mporpaMMbl TUCIUIIIMHBI TPeOyeT HaIW4us ydeOHOTO KaOWMHETa
«JlOKyMEHTAIIMOHHOTO 00ECIIEUEHUSI YIIPABIICHUS

O6opynoBanne yueOHOTO KaOUHETA:

- ITOCAJIOYHBIC MECTa 110 KOJIMYECTBY CTY/ICHTOB,;

- pabouee MecTo mperoaaBaTes;

- YMK mo mucrurummae «J{okyMeHTannoHHOe 00ecriedeHne yIpaBICHUS
- yuyeOHas J1ocka

TexHu4eckue cpeacTBa 00yUCHUS:

- DKpaH;

- MyJIbTUMEIUUHBIN TPOECKTOP;

3.2. UudopmaumnonHoe odecnevyeHne 00yueHust

IlepeyeHp pexkoMeHAyeMbIX Y4eOHbIX uU3AaHuii, WHTepHeT-pecypcoB,
JTOTOJHUTEJIbHOM JIUTEPATYPbI

OCHOBHBIE HCTOYHUKMU:

- Pympinuna JILA. JlokymeHTammoHHoe obecrniedeHue yrpaBieHus. — M.: U1
«Axagemusy, 2014.

- bacakoB M.U. JlenonpousBoactso. — Pocros v//1; ®enukc, 2015,

- Kynesa E.IO. [lokyMeHTallmoHHOE OOECIEUeHUE YIPABICHUS. DJIEKTPOHHOE
npunoxenue. — M.: UL Axkanemus, 2015.

JlonoaHuTENbHBIE NCTOYHUKHU:

- MepkynoBa E.B. Ilpakthueckoe aemompou3BOACTBO: COCTABICHHUE W
odopmiieHre JOKyMeHTOB. — M.: Omera-JI, 2013.

- Comory6 O.I1. Jlenonpou3BOACTBO: COCTaBJICHUE, pEAAKTUPOBAHUE H
obpaboTka mokymeHToB. — M.: Omera-JI, 2012.

[Mepuonnueckue u3ganus: «CrpaBOYHUK CEKpeTaps U 0(huc-MEHEKEPa»

CnpaBouHas HHGOPMALIMOHHO-TIpaBoBasi cuctema «l apaHT».

CnpaBounas nHGopMaroHHO-TIpaBoBas cucteMa «Koncynprantlmocy.

HNuTepHeT-pecypcsr:
www.sekretariat.ru
www.top-personal.ru
www.gia.archives21.ru
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4, KOHTPOJIb 1 OLHEHKA PE3YJIBTATOB OCBOEHUS

JUCHUIIIAHBI

Pe3yabTarsl 00yueHust
(ocBOCHHBIE YMEHHS, YCBOCHHbIC 3HAHHA)

OCHOBHBIE MOKA3ATEJIN OI[EHKH
pe3yJabTat

Ymersn:
OoQOpMIISITH TOKYMEHTAILIUIO0 B COOTBETCTBUU
C HOpMaTHUBHOW 0a3oif, B TOM 4YHCIE C

CocraBnsier OpraHu3allOHHO-
pacropsuTeIbHbIe JIOKYMEHTHI B
COOTBETCTBUM C HOPMAaTUBHBIMU

UCIIOJIb30BaHUEM uH(popMaIMOHHBIX | JokyMeHTamu 1o JIOY Ha mo0bix

TEXHOJIOTUH; BHUJIaX HOCUTEIIEH

OCBaMBaTh TEXHOJIOTUHU Ucnonb3yet KOMIIBIOTEPHYIO

aBTOMATU3UPOBAHHOU 00PabOTKHU TEXHUKY TSt oopmITeHUS

JIOKYMEHTAINY; JIOKYMEHTOB

HCIIOJB30BaTh YHU(DUITUPOBaHHbIE cucTeMbl | OnpenensieT  YHUPUIUPOBAHHYIO

JIOKYMEHTAINY; CUCTEMY JOKYMEHTAaIUH, K KOTOPOi
OTHOCSITCS COCTaBJIIIEMbIC
JIOKYMEHTBI

OCYILIECTBJISITh XPAHEHUE U TTOUCK CocraBisieT HOMEHKJIATypy Jed,

JIOKYMEHTOB; ONpENeNIIeT  CPOKHM  XPaHCHHS
OyXTalTepCKUX JOKYMEHTOB

UCIIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE | OCYIEeCTBISET pErUCTpaIuIo

TEXHOJIOTUU B AJIEKTPOHHOM | TOKYMEHTOB, KOHTPOJIb

JIOKYMEHTO00O0pOTE. UCIIOJTHEHUS JIOKYMEHTOB,
oOpabartbIBaeT MOJIyYCHHbIE
JIOKYMEHTBI B PyYHOM PEKHUME U C
WCIIOJIb30BaHUEM 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

3HaTh: Ilepeuncnsier  OCHOBHBIE  LIEJNH,

MOHATHE, 1ENH, 3aJa4yd W [PUHLHUIBI | 3a0a41 u MIPUHLINIIBI

JIEJI0NPOU3BOJICTBA; JIETTONPOU3BOJCTBA

OCHOBHBIE TMOHATHS JOKyMEHTAI[MOHHOTO | JlaeT ompeneneHus JAOKYMEHTa,

obOecrieueHus: yIpaBJieHuUs; MepeyucisieT OCHOBHbIC (DYHKIUU
JIOKYMEHTOB; JlaeT  OIpeJesieHue
JOKYMEHTUPOBAHUS, TMEPEUUCISICT
OCHOBHBIE CpEJCTBA U CHOCOOBI
JIOKYMEHTHUPOBaHUS

CUCTCMbI NOKYMCHTAITMOHHOT' O oOecrneueHus
YHPaBJICHUS,

[lepeuncrisier OCHOBHBIE CHUCTEMBI
OV, naet ux xapakTepUCTUKY

TpeOOBaHMS K COCTABJIICHUIO M O(DOPMIICHHIO
JIOKyMEHTOB;

JlaeT ornpeneneHns: OCHOBHBIM
Bunam OP/I, nepeuncnser
PEKBU3UTHI, U3 KOTOPHIX COCTOUT
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Ka)XJIbIA BUJI IOKYMEHTA, U3Jlaraet
TpeOOBaHUSI K TEKCTY KaKJI0TO
JIOKYMEHTa

KJIaccU(UKALUIO JOKYMEHTOB; Jaet omnpenenenue KinaccupuKaiuu
JIOKyMEHTOB, MIEPEUUCIISIET
OCHOBHBIE TPU3HAKU
KJIacCU(UKALINHU, HA3bIBAET BUJIBI
JIOKyMEHTOB, OTHOCSIIIIMXCA K
NEPEYUCIICHHBIM NPU3HAKaM

OpraHu3alvio JIOKyMeHTooOopoTa: TmpueM, | Jlaet onpeneneHue

00paboTKy, pEerucTpaluio, KOHTPOJIb, | JOKYMEHTO000POTa, OpraHU3aINH
XpaHEHHE TOKYMEHTOB, HOMEHKJIATYPY Jed. | JOKYMEHTOO0OO0pOTa; MepeUnCIIsieT
OCHOBHBIE ATarbl
JIOKYMEHTO000pOTa, pACKPHIBAET UX
CyIIHOCTb. [aeT onpeneneHue
HOMEHKJIATYpHI JI€J1, Ha3bIBAET €€
PEKBU3UTHI, PACKPHIBAET MOPSIOK
€€ COCTaBJICHUS, YTBEPKJICHUS U
corsacoBanus. [lepeuncnser
npaBuiia XpaHEHUsl JOKYMEHTOB

PE3VJIbTATBI OCBOEHU I KOMITETEHIINIA

Pe3yabTaTsl 00yuyeHus
(ITK) OcHOBHBIE IOKA3aTeJI OLIEHKH pe3yJbTara
IIK 1.1. O6pabaTsiBaTh NEPBUYHBIC [TpoBoauT 06pabOTKY TOKYMEHTOB
OyXxrajaTepckue JT0KyMEHThI [Tpumensiet nmpaBuia paboThI ¢ JOKYMEHTaMH B
COOTBETCTBUU
HanMeHoBaHHe 001X KOMIIETEHIINHA YMeHnus, 3HAHUA

OK 01. BeiOuparb criocoObl pemieHusi 3a1ad | YMeHMsl: pacro3HaBaTh 33a4y W/Wiu npodiaemMy B

npogeccuoHaTbHON NeSITeIbHOCTH | MPO(ECCHOHATEHOM H/UITU COLIMAIbHOM KOHTEKCTE;

MIPUMEHMUTEIBHO K Pa3IMUHbIM KOHTEKCTaM aHAJIM3UPOBATh 33/1a4y U/UIIHU polIemMy U

BBIJIETISITH €€ COCTaBHBIC YAaCTH; OMPEACIATH TAIbI
pEIICHUS 33]]a4H; BBISABIATEH U 3()(PEKTUBHO NCKAThH
uHpOpMaINIo, HEOOXOUMYIO JIJIsl pEIIeHUS 3a/1a4H
W/Uii TpoOJIEMBI,

COCTaBUTb IJIaH JICHCTBUS; ONPEACTUTH
HEO0OXOMMBIE PECYPCHI;

BJIQ/IETh aKTyaJIbHBIMU METOIaMU PabOTHI B
npodeccuoHanbHOM U CMEXHBIX chepax;
pean30BaTh COCTABICHHBIN TUIaH; OI[CHUBATH
pe3yJbTaT U MOCJIEACTBUS CBOUX JCHCTBHI
(caMOCTOSATETHHO WJIHM C TOMOIIHIO0 HACTABHHUKA)
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3HaHUsA: aKTYyaIbHBIN MPOheCCHOHATBHBIA U
COIMANTLHBIA KOHTEKCT, B KOTOPOM MIPUXOAUTCS
paboTaTh M KUTh; OCHOBHBIE HCTOUHUKHU
uH(OPMAIIUU U PECYPCHI JUIS PEIICHUS 33129 U
mpo0sieM B TpoeCCHOHATTBHOM W/HJTH COITMAIBHOM
KOHTEKCTE;

JITOPUTMBI BHITIOJIHEHUS padoT B
po(heCcCHOHATTLHON U CMEXHBIX 00JIACTSIX; METO/IBI
paboThl B IpoeCCHOHAIEHON U CMEXHBIX chepax;
CTPYKTYpY IUIaHA JIJIS PEUICHHsI 3a/1a4; TIOPSI0K
OILICHKH PE3YJIbTATOB PEUICHHS 3324
po(heCcCHOHALHOM IS TEIIbHOCTH

OK 02. OcymecTBiaarh MNOWCK, aHaIW3 U
MHTEepHpeTanuio HHGOpMaIul, He0OX0 MO
JUTSL BBITIOJTHEHUS 3a7a4 Mpo¢eCcCHOHATBHOM
JIeITEIbHOCTHU

YMeHuUsI: onpesenaTh 3aJa4M ISl TIOMCKa
uH(pOpPMAILINK; ONIPEENIATh HEOOXOIUMbIE
MCTOYHHMKH MH(OpMANNH; MITAHUPOBATH ITPOIIECC
IIOUCKA; CTPYKTYPHPOBATH M1OIy4aeMYIO
MH(OpPMAIHIO; BBIACTATH HanOoJIee 3HaYNMOE B
nepeyHe HHPOPMAaLUH; OLECHUBATH MPAKTUIECKYIO
3HAYUMOCTb PE3yJIbTATOB MOUCKA; OPOPMIIATH
pe3yJIbTaThl MOUCKA

3HaHuUs: HOMEHKJIATypa HH(POPMALIMOHHBIX
MCTOYHHUKOB IIPUMEHSIEMBIX B IPO(ECCHOHATBHOM
JeSTeIbHOCTH; IPUEMBI CTPYKTYPHUPOBAHUS
uHpopmanuu; popmar opopMIICHHUS PE3yIIHTATOB
NOKCKa UHPOPMALIUU

OK 04. Paborars B KOJUIEKTHBE M KOMAHJIE,
3¢ pexTUBHO B3aUMO/ICHICTBOBATh c
KOJUIETaMH, PYKOBOJICTBOM, KITMCHTAMU

YMeHusi: opraHu30BbIBaTh PadOTy KOJUICKTHBA U
KOMAaH/Ibl; B3aMMOJIEUCTBOBATh C KOJJIEraMH,
PYKOBOJICTBOM, KJIMEHTAMH B X0J1€
npodeccuoHaNbHOM e TEIbHOCTH

3HaHuA: 0COOEHHOCTHU B3aUMOIEHCTBUSA B
KOJIJICKTHBE, IPaBUiia pabOThI B TPYIIIE

OK 09. Mcnonbs3oBaTh HHPOPMAIIMOHHBIE
TEXHOJIOTUH B MPO(hecCHOHATbHON
JeSTeTbHOCTH

YMeHuAA: IPUMEHTH CPEACTBA NH()OPMALIMOHHBIX
TEXHOJIOTUH [T pelIeHHs TPOPECCUOHATBHBIX
3aj1a4; UCIOJIb30BaTh COBPEMEHHOE MPOrPAMMHOE
obecneyeHne

3Hanus: COBPCMCHHBIC CPCACTBA U YCTpOﬁCTBa
I/IH(l)OpMaTI/ISaIII/II/I; MOPAIOK UX IMPUMCHCHUA U
MporpaMmMHOC obecrnieueHue B HpO(l)eCCI/IOHaJIBHOfI
JACATCIIbHOCTH
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5.OCOBEHHOCTH OPIrAHU3AIMU YYEBHOI'O IPOLECCA JJIA
OBYYAIOIIUXCHA C OI'PAHUYEHHBIMHU BO3MOXHOCTAMU 310POBbS C
HAPYHIEHUAMMU OIIOPHO-ABUI'ATEJIBHOI'O AIIITAPATA

5.1. JIns oOydJaronuxcsi U3 4YMClia JIMI C OTPAHUYCHHBIMA BO3MOXKHOCTSIMH 3JIOPOBbSI
oOydeHHe TMPOBOJUTCS C Yy4ETOM OCOOCHHOCTEW  MCUXO(U3MUECKOTO  Pa3BUTHSA,
WH/IMBUYAJIbHBIX BO3MOXKHOCTEH W COCTOSIHHSI 3J0POBbsl TakKMX OOydJaroIuxcs (manee -
WH/IMBUyaJIbHbIE 0COOCHHOCTH).

5.2. Ilpu opranu3zanuu oOyueHus: obecreunBaeTcst COONMIOICHUE CIETYIONUX

00X TpeOoBaHMIA!

o0y4eHue Ui JHIl ¢ OTPAHUYCHHBIMH BO3MOKHOCTSIMHU 37I0POBbSI B OJHOHM ayAMTOPUHU
COBMECTHO C OOYYalOIIMMHKCS, HE HMEIOIIMMU OTPAHUYEHHBIX BO3MOXKHOCTEH 370pPOBbBS,
JIOITYCKAETCS, €CIIM ATO HE CO3/1aeT TPYAHOCTEHN ISl 00YHarOIMXCs;

oOecrieueHre BBITYCKa MTEYaTHBIX MM AJIEKTPOHHBIX MAaTEPHAJIOB,;

MPUCYTCTBUE B ayJUTOPUM ACCHUCTEHTA, OKA3BIBAIOIIECTO OOYUYAIOMIMMCS HEOOXOAMMYIO
TEXHHYECKYIO IIOMOILb C Y4ETOM UX MHIUBHIYAILHBIX OCOOCHHOCTEH (3aHATh pabouee MecTo,
HOHATH ¥ 0O(OPMHTH 33aHNE, OOIIATHCS C MPETIOAABATEIIEM);

MOJIb30BaHHE HEOOXOTMUMBIMU  OOYYarOIIMMCS TEXHHYECKUMH CpEICTBaMH  IpPHU
00y4YeHHH, BBITTOJHEHUH 33JaHUH C YYETOM MX MHIUBUIYAIbHBIX OCOOCHHOCTEH;

obecrieueHre BO3MOKHOCTH OECIPEISTCTBEHHOTO JOCTYIa 00YYaIOMIUXCsl B ayIUTOPHH,
TyaJIeTHBIC U IpYTHe TIOMEIICHUS, a TAK)Ke UX MPEOBIBAaHMS B YKa3aHHBIX TOMEIICHUSX.

5.3. Ilpu 00y4eHnr 1O AUCIUTIIMHE BO3MOKHO:

UCIOJIb30BaHNE TOMOIIM COTPYIHUKOB, MPOLIEANINX HHCTPYKTUPOBAHKE WM 00yUYEeHHE,
KOMIIETEHTHBIX B aJanTaluu HHQOpMalMM JUisi OO0yYarolMXCsi C OrpPaHUYEHHBIMU
BO3MOXXHOCTSIMU 37I0POBbsI C HAPYIICHUSIMH OIIOPHO-/IBUTATEIILHOTO aliapara;

OOBSICHEHHE HOBOTO MarepHaja ¥ MpPOBEACHHUE NPAKTUYECKUX 3aHATHH C y4eTOM
WHAUBUAYAIbHBIX 0COOEHHOCTEH 00yJaronnxcs;

nyOonupoBaHUE HEOOXoauMoil ydyeOHOW wuHGOpMalu, O00yJarolmero Marepuaia
TEKCTOBBIMM U TpapUUECKUMH H300paXKEHUSMH WM B BHUJE 3JIEKTPOHHOIO JIOKYMEHTa,
JIOCTYITHOTO € TIOMOIIIbIO KOMIIBIOTEPA;

IIpeoCTaBIeHUE 00ydarolMMcs ITpaBa BIOOpa 3alaHus JUIsl CAMOCTOSATEIbHOM padoThI.

OOyuvaromuecs C OrpaHUYEHHBIMH BO3MOXKHOCTSMM 3JI0pPOBbS, B OTJIIMYUE OT
OCTaJIbHBIX, HMMEIOT CBOM CIelU(pHUECKHe OCOOCHHOCTH BOCHPUATHS, IepepaboTKu
MaTepuaa, BHIIOJTHEHUS IPOMEKYTOUHBIX (POPM KOHTPOJIS 3HAHUH.

OHM NOMKHBI OBITH OOECHeueHbl MEYAaTHBIMU U 3JIEKTPOHHBIMH 00pa30oBaTeIbHBIMU
pecypcamu (MporpaMMbl, y4eOHUKH, Y4eOHBIE MOCOOUs, MaTepuaibl JJIsi CaMOCTOSITEIIbHON
paboThl U T.1.) B opMax, aJanTUPOBAHHBIX K OTPAHUYEHUSAM MX 370POBbS M BOCIPHUATHS
uH(popManuu. [l Iui ¢ HapyIeHUSIMU OITIOPHO-/IBUTaTEIbHOTO anmapara:

- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

5.4. O0mue pekoMeHAAlMK TMPENOoJaBaTEeNI0 NMpyU OOYYCHUU TUI] C OTPAaHUYECHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSI C HAPYIICHUSIMH OMTOPHO-/IBUTATENILHOTO armapaTa Claeaykollue:

- Yame obmarbes ¢ o0y4aronumcs, aKkTUBU3HPOBATh €ro, oOpamarbcs K HEMY IO
UMEHU;

- HWzberater mepeyTOMJIEHHUS OOYyYaromerocs, J03MPOBaTh YYEOHYIO HarpysKy;
UCTIOJTF30BaTh YIPAKHEHHUS Ha PellaKCaIlnio;
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- He mpeapsBiaTh k oOydaromemycs TOBBIIICHHBIX TPeOOBaHWI, HE CpPaBHUBATH
00yJaroIIerocss ¢ OKPYXKAIOIIMMH; 4Yallle IOOIIPATh €ro; CIOCOOCTBOBATH ITOBBIMICHUIO
CaMOOIICHKH 00yJaromierocs.
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