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1. MACIIOPT IMPOTPAMMBI YUEBHOM JUCIHUILIVNHBI
okymenmauuonnoe odecneuenue ynpasieHus

1.1. Ob6saacTh NPpUMeEHEeHHUs TPOrPAMMBI

[Iporpamma y4eOHOM NTUCHUIUIMHBI SBJISIETCS YacThIO OCHOBHOM Ipodeccu-
OHaAJILHOM oOpa3zoBaTenbHOM MporpaMmbl B cooTBeTcTBUM ¢ PI'OC mo crnernuanb-
Hoctu CITO 39.02.01 CoumansHas padora.

PabGouas mporpamma y4yeOHOW IUCHMIUIMHBI MOXKET OBITh HCIIOJb30BaHa B
JIOTIOJIHUTEILHOW TIpodeccroHaIbHOM MOAT0TOBKE B pamMKkax creraibaocta CI1O
39.02.01 CounanpHas padora.

1.2. MecTo QMCHUIUVIMHBI B CTPYKTYpe OCHOBHOM mnpodeccHOHAJIbHON 00pa3oBaTeIbLHOM
NMPOrpamMmbl

JlucuuniuHa BXOJUT YUCIO 001menpoecCHOHATBHBIX AUCIUILTUH MpodeCcCHOHAIBLHOTO
mukota (OI1.03). YememnHoe 0ocBOCHHE TaHHON JUCIHMILIMHBI SIBIACTCS YCIOBHEM OCBOCHHUS CTY-
JIeHTaMH MaTepHana JUcHUIIuH « Teopus 1 MeToarKa couraabHOU paboTs», «MeToauka comu-
aJIbHOM pabOTHI C pa3HBIMU KaTErOpUsAMU HaceneHus». Juciuminaa « Teopust 1 MEeToIUKa COIH-
aNbHOW paboOThD» OTHOCUTCA K 0OIIENnpodeccHOHANBbHBIM JUCIUIUIMHAM MPOPECCHOHATBHOTO
L[MKJIa, HallpaBJieHa Ha popmupoBanue cienyromux komnerenuuii: OK 10K2 OK3 OK 6

OK7 OK9 OK11OKI12IK 1.1TIK 1.2TIK 1.3TIK 1.5 IIK 2.1 TIK 2.2 TIK 2.3

IK 2.511K 3.1TIK 3.2TIK 3.311K 3.4I1K 3.511K 4.1TIK 4.21IK 4.3 [IK 4.4

1.3. leap 1 32524y JUCHUILIHHBI
Lensamu yuebHot oucyuniunsl «/JokymenmayuornHoe obecneuenue ynpasieHus» s6uaomcs.:
— ¢opMupOBaHUE CIIOCOOHOCTH aHAJIM3UPOBATH COBPEMEHHOE MPaBOBOE, HOPMATUBHOE M METO-
JTUYECKOE PETyIUPOBAHUE JEIOMPOU3BOICTBA;
— (GopMupoBaHue CIIOCOOHOCTH aHATU3UPOBATH TEXHOJIIOTUH JOKYMEHTAIIMOHHOTO 00ecTeueHHs
yIOpaBleHUs B COLUAIbHON paboTe;
— BBISIBIIEHUE U PACCMOTPEHHE COBPEMEHHBIX MPOOIeM HOPMATUBHOM perIaMEeHTAIluu JeI0MIpo-
HW3BOJICTBA.

3aoauamu yuebnoti  Oucyuniunvl «/JokymenmayuoHHoe obecneueHue YnpasieHus» s16-
JASIIOMCAL:
— paccMOTpPEHUE UCTOPUU PETTIAMEHTALIMH JIETTOTPOU3BO/ICTBA,;
— 03HAKOMJICHHE C MIPOIIECCOM OpraHU3aIuu JOKYMEHTO000pOTa B OpraHU3alliu;
— U3y4eHHEe HOPMATHUBHO-METOUYECKON 0a3bl JEIOMPOU3BO/ICTBA B COIUANIBHON paboTe;
— BBISIBJICHUE CIIEU(PUKN JOKYMEHTAIIMOHHOTO O0ECTICYSHHS YIIPABIICHUS COIMATBbHON PaOOTHI.

1.4. TpeGoBanus K pe3yJbTaTaM OCBOCHHUS COACPKAHUA TUCHUIINHBI

[Ipouiecc u3yueHus: TUCUUILUIMHBI HAapaBlieH Ha (OPMUPOBAHUE HJIEMEHTOB CIIETYIOIINX
komnereHMi B coorBerctBuu ¢ @PI'OC CIIO n OIIOII CIIO no nanHOMY HanpaBiIeHHUIO OATO-
TOBKH (CHELHaTIbHOCTH):

a) oommx (OK):
Kon HaunmeHnoBaHue pe3yJjibTaTa 00y4eHHs
OK 1 [TonnMaTh CymIHOCTh U COLIMAJIBHYIO 3HAUMMOCTh CBOEH Oyaymiei npodeccun,

IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTD, ONMPEACTSAThH METOIBI U CIIOCOOBI
BBITIOJTHEHHS NTPOPECCUOHAITBHBIX 3aja4, OLICHUBATh UX 3PHEKTHBHOCTh U Ka-
YECTBO.
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OK3 Pemate po0iembl, OIICHUBATh PUCKU M IPUHUMATh PEIICHHs B HECTaHJAPTHBIX
CUTYalHsAX.

OK 6. Paboratp B KOJUIEKTHBE M KOMaH/e, (P (HEeKTUBHO OOIIATHCSA C KOJUIETaMH, PY-
KOBOJICTBOM, ITOTPEOUTENISIMHU.

OK 7. CraBuUTh L1€1IM, MOTUBUPOBATh ACATEIBHOCTD MIOJYNHEHHBIX, OPraHU30BbIBATh U
KOHTPOJIMPOBATh UX PabOTy C MPUHATHEM Ha ce0s OTBETCTBEHHOCTH 32 PE3YJib-
TaT BBIIIOJIHCHUS 3aJaHUM.

OK 9. BEITh TOTOBBIM K CMEHE TEXHOJIOTUH B TPO(EeCCHOHANBHOM eI TeIbHOCTH.

OK 11 BoITh TOTOBBIM OpaTh Ha ce0si HPAaBCTBEHHBIE 0053aTENIbCTBA 110 OTHOIICHUIO K
pUpo/e, o0IIECTBY, YETOBEKY.

OK 12 OpranuzoBbIBaTh pabouee MECTO ¢ COOI0IeHuEM TpeOOBaHUM OXpaHbl TPYyAa,

IIPOM3BOJICTBEHHOW CaHUTApUH, NH(EKIIMOHHOW U MPOTUBOIIOKAPHOU Oe3omac-
HOCTH.

a) npodeccuonaibubix (IK):

Kon HaumeHnoBaHue pe3yJjibTaTa 00y4eHHs
IK 1.1. HuarnoctupoBats TXXC y nun mnoxuioro Bo3pacTa M UHBAIMIOB €
OIpeJIeIeHHEM BUJI0B HEO0X0AUMOM MOMOIIH.
IK 1.2. KoopaunuposaTh paboTy 10 coluanbHO-ObITOBOMY 00CITYKMBaHHUIO KJIMEHTA.
I1K 1.3. Ocy1ecTBISITh COLMANBHBIN MAaTPOHAT KJIWEHTA, B TOM YHCIIE COJACHCTBOBATH B
OKa3aHUU MEIHUKO-COLIMAIBLHOIO MMaTPOHAXKA.
IIK 1.5. [TpoBoauTh NpOoQHIAKTUKY BOSHUKHOBEHHS HOBBIX TOKC y JHII MOXKUIIOTO BO3-
pacTa ¥ MHBAJIHU/IOB.
IIK 2.1. Juarnoctuposats TOKC cembu 1 fieTelt ¢ onpeaeraeHneM BUI0B HEOOXOu-
MOM IIOMOIIHN
[1K 2.2. Koopaunuposats padoty no npeodpazoBanuto T)KC B cembe u 'y nereil.
I1K 2.3. OcyiecTBiATh MaTpoHaT ceMel u aerei, Haxoasmuxcs B TXKC (conpoBox-
JIeHUE, ONIEKYHCTBO, IIONEYUTEIBCTBO, TATPOHAK).
IIK 2.5. [TpoBoauTh npodunakTuky Bo3HUKHOBEHUS! HOBBIX TOKC B pa3ianuHbIX
TUIIAX cEMEN U y AeTel
IIK 3.1. Huarnoctuposars TXKC y nun U3 rpynmn pucka.
I1K 3.2. Koopaunuposats padoty no npeodpazoBanuio TXKC y nuil U3 rpymnn pucka.
I1K 3.3. Ocy1ecTBIATh NaTPOHAT JIML U3 TPYIN pUCKa (CONPOBOXKIEHUE, ONEKYH-
CTBO, MTOTIEUUTENHCTBO, TATPOHAK).
IIK 3.4. CoznaBaTh HEOOXOAMMBIC YCIIOBUS JIJISl afanTalliy U COIMAIbHON peaduiin-
TalWK JIML U3 TPYII PUCKA.
IIK 3.5. [TpoBoauTh npodunakTuky Bo3HUKHOBEHUS! HOBBIX TOKC y nuiy u3 rpynm

pHCKa.
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I1IK 4.1. Ocy1ecTBIATh OpraHU3aliOHHO-YIIPABICHUECKYIO AESITEIbHOCTh B COOTBET-
CTBUH CO CHENU(DUKON HAMPABICHUS COIUATBLHON paOOTHI.

I1IK 4.2. Hcnonb30Bath pazauyHbie GOPMBI, METOBI M TEXHOJIOTUHU COLIMATIBLHOM pa-
00TbI B IPO(HEeCCHOHAIBHON AEATEIbHOCTH.

I1K 4.3. Onpenenars cnenuduky 1 00beM IeATeTLHOCTH, a TAKKE KPYT He00X0/11-
MBIX CIIEIMAJIMCTOB ISl pELICHUsI KOHKPETHBIX 3371a4 [0 OKA3aHHIO MO-
MOIIM ¥ HOJACPKKHU KIHEHTY.

IIK 4.4. OcymiecTBISTh B3aUMOJICHCTBHE CO CIEIUATUCTAMU U YUPEKICHUSIMU UHBIX
cucTeM (MEXBEJIOMCTBEHHOE B3aUMOJICHCTBUE).

B pesynbTare 0CBOCHUS IUCHUILTUHBI 00YYaIOIIUICS JOKEH YMeTh:

— 0QOpPMIISITh TOKYMEHTAIIUIO B COOTBETCTBUHM C HOPMATHBHOW 0a30il, B TOM YHCIIE UC-
1013yl HH(POPMAIIMOHHbIE TEXHOJIOTUH;

— YHA(DUIMPOBATH CHCTEMbI JOKYMEHTALINY;

— OCYIIECTBIISATh XPAaHEHUE U TIOMCK JJOKYMEHTOB;

— OCYIIECTBIISATH AaBTOMATHU3aLUI0 00pabOTKU TOKYMEHTOB;

— UCIIONIb30BaTh TEJICKOMMYHHKALMOHHBIE TEXHOJIOTHU B AJIEKTPOHHOM JOKYMEHTOO00O-
pore;

B pe3ynbTare 0CBOCHHUS TUCHUIUIMHBI OOYYarOIIUICs T0JKEH 3HATH.

— HOHSTHE, LENU, 33]]a4H U IIPHHIUIIGI e0ONPOM3BOICTRA;

— OCHOBHBIC IMOHATUA JOKYMCHTAIITMOHHOT O oOecrieyeHus YHPaBJICHUA,

— CUCTCMbI JOKYMCHTAIITUOHHOT' O oOecrieyeHus YHOPpaBJICHUA,

— KJIACCU(PUKALIUIO TOKYMEHTOB;

— TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO TOKYMEHTOB;

— OpraHu3aIUIo JTOKyMEHTO000pOoTa: MpHeM, 00paboTKy, perucTpamnnio, KOHTPOJb, Xpa-
HEHME JOKYMEHTOB, HOMEHKJIATypy JIel.

1.5. PexomeHnayeMoe KOJIMY€CTBO YACOB HA OCBOEHHE POrPAMMBI IMCHUTINHBI:

MaKCHUMaJbHON y4eOHOU Harpy3ku oOydaromierocsi 32 4acoB, B TOM YHUCIIE:
00s13aTeNIbHON ay TUTOPHOM yueOHOI Harpy3Kku oOydaromerocst 16 4acos;
CaMOCTOSITEIILHOM paboThl 0OyJaromierocs 16 gacos.

2. CTpyKTYypa M colepkaHue y4eOHOH AUCHHIINHBI

2.1. O0beM y4eOHOI TMCHUIIIMHBI U BUAbI Y4eOHOH padoThl

Bup yuyeoHoi# padoTbi O0beM yacosB

MakcumanbHas yyeOHass Harpys3ka (Bcero) 121
Oos3aTesibHAsI Ay IUTOPHAs YueOHAasi HArpy3Ka (Bcero) 85
B TOM YHCIIE:

JICKIIMOHHBIE 3aHSITHS 48

n1abopaToOpHbIE 3aHATHS -

MIPAKTUYECKHUE 3aHATUS 48

KOHTPOJIbHBIE paOOThI -

KypcoBas paboTa (poekT) (eciu npedycmompero) -
CamocTrosiTeibHasi padoTa odyuaromerocs (Bcero) 23
KouncyabTanus 2

Hmozosasa ammecmayus 6 popme 3K3aMeH.







2.2. TemaTnyeckuii IJIAH U COJePKAHUE YUEOHOH TMCHUIIMHBI «/loKyMeHTanmoOHHOe o0ecnevyeHne ynpaBJjaeHu s

Copep:xaHue y4eOHOI0 MaTepHaJia, JIaGopaTOpHbIe H MPaKTHYeCKUe PadoThI, CAMOCTOSI- OBBeM YaCOB Yposens

HaunmeHoBaHMe pa3eioB U TeM
TeJbHasi padoTa 00y4yamuxcs, KypcoBasi padoT (IIPoeKT) (eciu npedycmomperul) OCBOEHUS

1. 2. 3. 4.

Pasnen 1. Beenenue B IUCHUIUIMHY

Tewma 1.1. Ilpenmer u 3apauun Kypca Cozepranue y4ebHOro MaTepuala

1.«JlokymeHTannoHHoe o0ecnieueHre yrnpaBieHs» Kak yueOHas AUCLUILINHA,
ec LeNb U 3a/lauH. 2
2.CBsi3b C IpyTrUMH YU€OHBIMH JUCIUATUTMHAMH U 00JIaCTSIMH 3HAHUH.
3.3HayeHue AUCHUILIMHBI B CHCTEME OJrOTOBKU CIEMAINCTa 110 COL[UaIbHON
pabore.

JlaGopaTopHbIie paboThI -

[IpakTHyecKue 3aHATHS 4

Pe(bepaT 10 TCMC: ((I[eHOHpOI/IBBO,Z[CTBO U ero crtaHoBieHue B Poccun» 2

KoHTposibHbIe paboThI -

CamocrosiTenpHast paboTa 00yJaronuxcsi: caMOCTOATENbHOE TOBTOPEHUE U
yrayOJeHHOe U3yUeHue JEKIMOHHOTO MaTepuana. 2 2

Pa3nen 2. JlokymeHTHpOBaHNE yIIpaB-
JICHYECKOM JESITEIIbHOCTH

Tema 2.1. OcHOBHBIE OHATHS JIEJIO- Coneprxanue yueOGHOro MaTepuana
IIPOM3BOJCTBA 1.HOH$ITI/I€, e, 3agav U MMPpUHIUIIBL ACJIOITPOMU3BOACTBA.

2.3HaueHue AEeTOMPON3BOICTBA B JACSITEILHOCTH CIIECIIUATNCTA IO COIIHAIEHOM
pabore.

3.0OcHOBHBIE TTOHSTHSI IOKyMEHTAIIMOHHOTO oOecrieueHus ynpapineHus. Kmac-
cuduKanys JOKyMEHTOB. 2
4. Hopmbl 1 ipaBuiia oopmiteHus TOKyMeHTOB. COCTaB PEKBU3UTOB JIOKY-
MeHTOB. briaHku TOKyMEHTOB U UX BUABL. TpeOoBaHUs K U3TOTOBIECHHUIO JOKY-
MCHTOB.

JlaGopatopHblie paboThI -

[TpakTudeckue 3aHATH 4




1.0dopmiieHnE OTIEIBHBIX PEKBU3UTOB JIOKYMEHTOB.

KoHTponbHbIe paboThI

CamocrosTenbHas pa60Ta 06yqa}ou11/1xc;1: CaMOCTOATECJIIbHOC IMOBTOPCHHUC U yFJ'IyGJ'IeHHOG n3y-
YCHUEC JICKIIMOHHOI'O MaTe€puala.

l.I/IBy‘leHI/IC HOPMATHBHO-IIPABOBOI'O obecreyeHus JICJIOIIPON3BOJICTBA.

Tema 2.2. Cuctemsbl JOKYMEHTaUU

CopepxaHne y9eOHOro MaTrepuaia

1.Cucrema opraHu3alMOHHO-TIPABOBOM JIOKYMEHTALIUH.

2.Ha3znaueHue 1 cOCTaB OpraHU3allMOHHO-TIPABOBON JOKYMEHTAIIHH.

3. CucreMa pacropsIuTeIbHON TOKYMEHTAIIHH.

4. HopMmaTuUBHBIN XapaKTep paclopsiAUTEIbHBIX TOKYMEHTOB.

5. Cucrema cripaBouHO-MH(GOPMAITMOHHON JOKyMeHTanuu. Haznauenue u co-
CTaB MH(POPMAIIMOHHO- CIIPABOYHOM JOKYMEHTAIUH.

6. [lepenncka. O0IIas XapaKTePUCTHKA CITy>)KeOHOU mepenucku. PasHoBHIHO-
CTH CITy>K€OHBIX IMHCEM.

JlabopaTopHbie paboThI

IIpakTHueckue 3aHATUS
1.CocraBnenue u O(l)OpMJ'IeHI/Ie JAOKYMCHTOB B COOTBCTCTBUHU C HOpMaTHBHOﬁ
0a301.

KonTtpospHbIe paboThI

CamocTtosTenbHast paboTa 00yUaronuxcs: CaMOCTOSITENIbHOE TOBTOPEHUE U YIITyOJIeHHOE U3Y-
YEeHHUE JIEKIIMOHHOTO MaTepHala.

1.Pedepar no Teme: CocraBienue 1 opopmiieHHe 00pa31i0B OpraHU3aMOHHO-
IIPaBOBOM JOKYMEHTAILUH.

2.Pedepar no Temam: Cocraienue 1 opopmiieHHe 00pa3lioB pacHopsIUTeNb-
HOM nokyMmeHTanuu. CoctaBienne u ohopmieHne 00pas3oB HHHOPMAITMOHHO-
CIPAaBOYHOU JOKYMEHTAIIHH.

3.Pedepat no Teme: CoctapyieHre u 0hopMIIeHHE 00PA3IOB CITYKEOHBIX MTHCEM.

Pazgen 3. TexHnonoruu aenonpous-
BOJICTBA

Tema 3.1. Opranuzanus JOKyMEHTO-
o0opoTa. XpaHeHHE JOKYMEHTOB

Coneprxanue y4eOHOro MaTepHuaia
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1 [MoHsATHE ¥ IPUHIIUIIBEI OPTaHU3ALNN JOKYMEHTO000POTa, €r0 KOJTMYECTBEH-

HbIE U KaYECTBEHHbIE XapaKkTepucTUku. Macmrad nokymeHtoobopota. [Joky-

MEHTOIOTOKH. TeXHOIOTHsI 00pabOTKH BXOASIIUN ¥ HCXOISAIINX JOKYMEHTOB.
BrayTpenHuii 10KyMeHTOO0O0POT.

2. Cucrematu3zanus JoKyMeHTOB. [IpaBuiia cocTaBiieHUss HOMEHKJIATYPHI JIEI.

®opmupoBaHue iea. XpaHeHHe JOKYMEHTOB.

JlaGopaTopHble pabOThI

HpaKTI/I‘IeCKI/Ie 3aHATHA
1.0Odopmiienure aena sl Ciauu B apXHB.

KonTposbHble paboThI

CamocrosTenpHast paboTa 00y4JaIOIUXCs: CaMOCTOSATENILHOE TTOBTOPEHUE U YIIIyOJICHHOE H3Y-
YeHHe JIeKIIMOHHOTO MaTepuana.

2.I[0KJ'IaI[ no teMe: «lloaroroBka JOKYMCHTOB K apXHBHOMY XPAHCHUIO).

Tema 3.2. Opranusanus paboThI ¢
KOH(PHUICHIIMAIIBHBIMU JOKyMEHTaMHU

Copneprxanne yueOHOTO MaTepHajia

1.IToHATHS: «1IEHHOCTh U 0€30MacHOCTh HMH(POPMALUN», «KOH(UICHLIUAIb-
HOCTBY», «yrpo3a KOH(QUAECHIHAIBbHOCTH», «3aummTa uHpopmauuuy. lleHHas
nHpopmalvg W KOHPUACHLMAIbHBIE JOKYMEHTHl. PermameHtanusi coctaBa
KOH(HIEHIIMATbHBIX CBEJACHUN U JOKYMEHTOB.

2. JlokyMeHTHUpOBaHUE KOH(HIEHUUANbHBIX cBefneHuil. [lopsmok paboTel ¢
KOH(UIEHIIMATbHBIMU TOKYMEHTaMu U Matepuanamu. Odopmienue, o6padoT-
Ka U XpaHeHHEe KOHQUACHINAIbHBIX MaTepuanoB. KonpuaeHnuansHas uHPop-
Mallyisi ¥ CBEJICHUsS B JISSITEIbHOCTH CIIEHUAIUCTA TI0 COLMAJIbHON paboTe..

JlabopaTopHbie paboTHI

HpaKTHqCCKI/IC 3aHATHA
1.Opranuzanus paboTsl ¢ KOHOUICHIMATBHBIMUA JOKYMEHTAMU CIIEIMATTUCTA
0 COIMAIBHOM padoTe.

KoHTposnbHbIe paboThI

CamocrosTelbHas pa60Ta 06yqa}0mnxc;1: CaMOCTOATEJIIbHOC IMOBTOPEHUC U yFJ'Iy6J'IeHHO€ n3y-
YCHUC JICKIIMOHHOI'O MaTepualia.

Pedepat no teme: «be3onacHOCTh IEHHBIX NHGOPMAIIMOHHBIX PECYPCOBY.
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Tema 3.3. JlokymeHTHpOBaHUE pabOTHI
C MePCOHAIIOM

Coneprxanne yueOHOTO MaTepHaia

1.ITonsiTHE U CTPYKTypa NEPCOHATBHBIX JAaHHbBIX.

2.0OCHOBHBIE BUIBI KaIPOBOH TOKYMEHTAIINH.

3. [lopsanox or6opa nepconana. JJokyMeHTHpOBaHHE MTpHEMa Ha paboTy.
4. Tlopsinok opopmIIeHHs JOKYMEHTOB 110 TPYIOBBIM ITPABOOTHOIIICHHUSIM.

JlabopaTopHbie paboThI

IIpakTHueckue 3aHsATUS

KoHTposbHbIe paboThI

CamocrosTenbHas padoTa 00yJaromuXCs: CaMOCTOSATEIBLHOE MOBTOPEHHUE U YIIIyOJICHHOE U3Y-
YeHHe JICKIIMOHHOTO MaTepuala.

[IpesenTanus no teme: OO011ast XapaKTEPUCTHKA U 3HAUEHUE JOKYMEHTOB I10
TPYAOBBIM IPABOOTHOLICHUSM.

Paznen 4. Texuuueckue cpencTpa
0(pUCHOM JESITEIHHOCTH

Tema 4.1. Texuuueckue cpencraa, uc-
MI0JIb3YEMBIE B JIEJIONPOU3BOICTBE

Copepxanne yueOHOT0 MaTepuaia

1.ITonsTre «oprrexHukay. KoMmneloTepHbie CpecTBa MOATOTOBKH JOKYMEHTOB.
OCHOBHEBIE BHU/IbI OpFaHI/I?;aIII/IOHHOI\/JI TCXHHUKH.

2. UzrotoBneHue, KOMUPOBaHUE U TUPAKUPOBAHHUE JOKYMEHTOB. CpencTBa 00-
pabotku gokymeHTOB. [IpaBuia 6e30macHoit pabOThI C OPTTEXHUKOM.

14

HpaKTI/I‘IeCKI/Ie 3aHATHA

14

I.OCYH.[€CTBJ'I€HI/I€ aBTOMaTHU3alllun 06pa60TKI/I JAOKYMCHTOB C MCHOJIb30BAHUECM TCJICKOMMYHU-
KallMOHHBIX TEXHOJIOTUI B JJICKTPOHHOM I[OKyMeHTOO60p0TG.

CamocrosTelbHas pa60Ta 06yqa}0n11/1xc;{: CaMOCTOATEJIIbHOC MOBTOPCHUC U yFJ'Iy6J'ICHHOC usy-
YCHUEC JICKIIMOHHOI'O MaTepualia.

HPGSCHTaHI/ISI 110 TCMCE: <<ABTOMaTI/I31/Ip0BaHHI)Ie CHCTCMBI JIOKYMeHTOO60pOTa>>.

11

KoHcynbranus

Bcero:

138

JUi1st XapaKTEpUCTHKH YPOBHSI OCBOEHHsI yUeOHOTO MaTepHaia UCTIONB3YIOTCS ClIeAYIoIne 0003HaAUYSHHUS:

1 — o3HakoMHTENbHBIN (y3HABAHUE paHee U3YUEeHHBIX 00BEKTOB, CBOWCTB);

2 — penpoAyKTHUBHBIH (BBHITIOIHEHHUE JEATEILHOCTH M0 00pasily, MHCTPYKIMH UITH 10T PYyKOBOJICTBOM)

3 — IPOAYKTHUBHBIN (MJIAHUPOBAHKE M CAMOCTOSITEIILHOE BBIMOJIIHEHHUE IEATEILHOCTH, pelieHHEe IPOOIEeMHBIX 3a1a4)
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3. YCJOBUSA PEAJTIM3ALIUU TPOT'PAMMBI JUCHUITJIMHBI
3.1. O6pa3oBaTe/ibHbIE TEXHOJIOTHH

Jlexmus,
MpoOJIEMHBIX BOITPOCOB.

npoOJieMHast  JICKIHs,

JIUCKYyCCHS,

IMPAKTUYCCKOC 3aHATHUC,

o0CyKIeHHe

3.2. UHTepakTHBHBbIE 00pa3oBaTejJbHble TEXHOJOTMH, HCIOJb3yeMble B ayAUTOPHBIX

3AHATHAX
Bun
Hcnons3yemble HHTEPaKTHBHBIE
Cemecrp AN Tema sansrus o0pa3oBaTe/IbHbIE TEXHOJOTHH
(1, TIP, JIP) P
JI Tewma 1.1. [Ipenmer u 3aauu Kypca [TpoGeMHast JSKITUs
it Tema 2.1. OCHOBHBIC TIOHATHS JEIO- [Ipobnemuas mekuwms, AUCKyccus, 00-
TIPOM3BOJICTBA CYXJICHHE NTPOOIEMHBIX BOIIPOCOB
1 Tema 2.2. CucteMbl TOKyMEHTALUU [Ipobnemuas nekuwus, AUCKyccus, 00-
CYXJICHHE ITPOOJIEMHBIX BOIIPOCOB
it Tema 3.1. Opranuzanus 10KyMeHTO- IIpobnemHas nekuus, AUCKyccus, 00-
8 obopoTta. XpaHeHHE JOKYMEHTOB CYXJICHHE ITPOOIJIEMHBIX BOPOCOB
it Tema 3.2. Opranuzanus paboTsl C IIpobnemHuas nekuus, o6cyxaeHue
KOH(bI/I]IeHHI/IaHI)HI:IMI/I JOKYMCHTaMU HpO6HeMHI>IX BOIIPOCOB
J Tema 3.3. lokymentupoBanue padotsl | [IpobiemHas neknus, Tuckyccusi, 00-
C IEPCOHAIIOM CYXJICHHE ITPOOIJIEMHBIX BOIIPOCOB
JI Tema 4.1. Texuuueckue cpecTBa, [IpobnemHas JeKnus, TUCKYCCHsi, 00-
UCIIOJIb3yEMBIE B JICTIONPOU3BOJICTBE CYXJIeHHE MTPOOJIEMHBIX BOIIPOCOB

3.3. Tpe6oBaHUsI K MUHUMAJbHOMY MaTepHAJIbHO-TEXHUYECKOMY 00ecnedeHUI0
Peanusanus nporpaMmbl IUCIUIUIMHBI TpeOyeT HaMUus Y4eOHOTo KaOMHeTa TEOPHH U METO/IH-
KM COLIUATTbHOMN paOOTHI.

Obopyoosanue yuebHozo kabunema:

- CTOJI ¥ CTYJI JUIsl TIPENoJaBaTes;

- CTOJIBI M CTYJIbSI JUISI CTYJICHTOB;

- TOCKa;

- HOPMaTHBHBIE aKThI IO COLMAIIBHOM 3alUTE HACEICHNUS;

- TOJIKOBBIE CIIOBAPH.

3.4. UudopmanuonHoe odecriedeHne 00y4YeHust

ITepeyenn pexomMeHayeMbIX YueOHbIX H3aaHuii, IUHTepHeT-pecypcoB, 10N0THUTEILHON JH-

TepaTypsbl

OCHOBHbIE MCTOYHUKHU:

1. Texnonorus coumanmbHOW padoTel: yuebnuk : [16+] / E.N. Xonocrosa, JI.U. KoHoHoga,
I''. KimumanToBa u ap. ; mox pea. E.W. Xonoctosoi, JI.M. Kononosoii. — 4-e usn., crep. —
Mockga : Jlamkos u K°, 2020. — 478 c. — (Yuebnble uzganus ais 6akanaBpoB). — Pexum no-
cryma: mo moxamucke. — URL: https://biblioclub.ru/index.php?page=book&id=573159 (narta
obpamienus: 01.06.2022).

2. Mangens, b.P. Ilcuxonorus conuanbHoil pabotel. MoynbHbI Kypc B cooTBeTcTBHH ¢ PI'OC

: yueOHOe 1mocoOue JIJIsl CTYJICHTOB BHICIINX Y4eOHBIX 3aBe/ieHui (OakanaBpuar, MarucTparypa) /

b.P. Mannens. - Mocksa : M3narensctBo «®muaTan, 2014, - 303 c. - bubmwmorp. B kH. - ISBN

978-5-9765-1870-4 ; To xKe [D71EeKTpOHHBIN pecypc]. - URL:

http://biblioclub.ru/index.php?page=book&id=363700 (01.06.2022).

I_[OHOJIHI/ITCJII)HLIC HCTOYHUKMU:



https://biblioclub.ru/index.php?page=book&id=573159
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1. Spruna, }FO.B. TexHonoruu couuanbHoi padboTh : yuebHoe nocodue / FO.B. fApruna;
[TOBOIKCKMI TOCYHApPCTBEHHBINH TEXHOIOIHYECKUl yHHBepcHTeT. — Mommkap-Omna: Ilo-
BOJDKCKHUH TOCY/IapCTBEHHBIN TEXHOJOrn4eckuil yausepcurer, 2017. — 184 c.: nn. — Pe-
KM JOCTYyTIA: o [IOJITHCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=476517 (nata oopamenus: 01.06.2022).

2. T'anacrok, M.H. Ilcuxomnorus comuansHOi pabotsl: yueOnuk : [16+] / M. H. I'anacrok,
O.B. Kpacnoga, T.B. lllununa ; pen. O.B. KpacnoBa. — 2e u3sn., crep. — Mocksa : Jlami-
koB 1 K°, 2020. — 303 c. : wi. — (YueOHble u3nanus ajs 6akanaBpoB). — Pexxum gocryna:
no noxnucke. — URL: http://biblioclub.ru/index.php?page=book&id=573160 (nara 06-

pamenus: 01.06.2022).

HuTepHeT-pecypcesl:

.

soc-work.ru - mopran «CouunansHas paboTa
Www.minzdravsoc.ru - MUHHCTEPCTBO 3paBOOXPAHEHHUS M COLIMATBHOM 3a1uThl PD

3. www.basw-ngo.by - xxypuan «CouuanbHas pabora» bemopycckoit accoruanuu corm-

AJIBHBIX pa6OTHI/IKOB

4. www.admlr.lipetsk.ru/rus/adm/dep_sza.php - Ynpagsnenue conuanbHo# 3amuThl Jlumerr-

KOH o0Jractu

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JUCIUITJIMHbI

4.1. (I)OpMLI H ME€TOAbI KOHTPOJIA U OHCHKHU PE3yJbTaTOB oﬁyqem/m

Pe3yabTaTsl 00yueHus
(ocBOeHHBIE YMEHHs1, yCBOECHHbIE
3HAHUSA)

OcHOBHBIE OKA3aTeJIM OLIEHKH pe-
3yJabTaTa

DopMBbI M METO/IBI KOHTPOJISI
OLICHKH Pe3y/IbTATOB 00y4YeHHs

YMenue odopmiATh JOKY-
MEHTALMI0 B COOTBETCTBUHU C
HOpPMaTHBHON 0a30i, B TOM
quciIe MCIONB3ys HHpOpMa-
IIMOHHbIE TEXHOJIOTUU

JleMOHCTpUpOBaTh IOHUMaHHE
cnenuuKy AesITeNbHOCTH (1IeMb,
3aJ1a4uM, HAaIIPaBJIEHUSI U UHOE)
YUpEXKAECHUHN COLMaIbHOM cephl

Coo01ienust, onpoc, auc-
KYyCCHUH, TECTUPOBAHUE.

YMeHue yHUQHUUHUPOBATH CH-
CTEMbI JOKYMEHTAIU1

JleMOHCTpUpOBaTh YMEHUE
000CHOBaTh HEOOXOJUMOCTh
B3aUMOJCUCTBUS YUPEKACHUN
COLIMAJIbHOMU c(epsl C yupexie-
HUSIMU ¥ OPTaHU3ALUSMH HHBIX
CUCTEM

Coo0rienus, onpoc, Jauc-
KYCCHH, TECTUPOBAHHE.

YMeHue ocCymecTBIATh Xpa-
HEHUE U MOUCK JOKYMEHTOB

JleMOHCTpUpOBaTh YMEHUE
OTpeesATh BO3MOKHOCTb HC-
MOJIb30BaHMS 3apyOEKHOTO OTIbI-
Ta COLUaIbHON pabOTHI B CBOEH
JESITEIBHOCTH

Coo0rienus, onpoc, Jauc-
KYCCHH, TECTUPOBAHHE.

YMeHnue ocymecTBISTh aBTO-
MaTHU3alnio 00paboTKH JTOKY-
MEHTOB

JIeMOHCTpHUpPOBATh YMEHUE OCY-
HIECTBIIATH aBTOMATH3aIHIO 00-
pabOTKH JOKYMEHTOB

Coo0mienust, orpoc, auc-
KYyCCHUH, TECTUPOBAHUE.

YMeHne HCIonb30BaTh TeEle-
KOMMYHUKAIIMOHHBIE ~ TE€XHO-
JIOTUN B SHGKTpOHHOM JIOKy-
MEHT0000pOTE

JleMOHCTpHUpOBaTh yMEHUE UC-
10JIb30BATh TEJIEKOMMYHUKAIIH-
OHHBIE TEXHOJIOTUU B DJIEKTPOH-
HOM JIOKYMEHTO0000pOoTe

Coo0mienust, orpoc, auc-
KYyCCHUH, TECTUPOBAHUE.

3Hanue MOHATHH, ILEeJeH, 3a-
a4 1 HpI/IHI_II/IHOB I[GJIOHpOI/B-

3HaHue NOHATHH, IIeJIeH, 3a1a9 U
MIPUHIIMIIOB JEJIOMPOU3BOACTBA

- 3auer;
-TeCTUPOBAHHUE;
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BOJCTBa

- 9KCICPTHU3a PCUICHUA CHU-
TYallUOHHBIX 3a1a4;

- OKCIICPTHU3a BLIITIOJHCHUA
CaMOCTOSATEILHOM pa6OTBI.

3HaHWEe OCHOBHBIX ITOHATHI
JIOKYMEHTAIIMOHHOTO 00ecIie-
YCHHSI YIIPABIICHUS

3HaHWe OCHOBHBIX IMOHATHH JI0-
KYMEHTAIIMOHHOT'O 00ECIICUCHUS
YIIPaBJICHUS

- 3auer;

- TECTUPOBAHUE;

- OKCHEepTU3a PEIICHUs CHU-
TyallMOHHBIX 3a]1a4;

- OKCIIEPTHU3a BHIMIOTHCHHUS
CaMOCTOSITEJIbHOM paOOTHI.

3HaHHME CHCTEMBI JOKYMEHTa-
IIIOHHOTO obecrieueHus
yIpaBJICHUS

3HaHUE CUCTEMBI AOKYMCHTAaI 1~
OHHOI0 oOecre4YeHns yipaBie-
HHUA

- 3auer;

- TECTUPOBAHHUE;

- JKCIIEpTHasl OLIEHKA aHa-
JaM3a pe3ysIbTaTOB  CBOEH
IIPAKTUYECKONH paboThl 10
uzydaemoit teme (pedruek-
CUSl CBOEH JESATEIILHOCTH);

- SKCIIEpPTU3a PELIeHUs CH-
TYalMOHHBIX 337134,

- 9KCIIEPTU3a BBIIIOJIHEHUS
CaMOCTOSITENIbHOM pabOTHI.

3HaHue Ki1acCH(pUKAIMK J0-
KYMEHTOB

3HaHue KIacCU(pUKALUU TOKY-
MEHTOB

- 3auer;

-TECTUPOBAHUE;

- HKCIEPTU3a BBIIOJHEHHUS
CaMOCTOSITENIbHOM pabOTHI.

3HaHue TpeOOBaHMI K COCTaB-
JICHUI0 U OOPMIICHHUIO JTOKY-
MEHTOB

3HaHue TpeOOBAaHUM K COCTaBIIe-
HUIO ¥ 0(OPMIICHHIO IOKYMEH-
TOB

- 3auer;

-TECTUPOBAHUE;

- DKCIIEPTHU3a BBIIOJHEHUS
CaMOCTOSITENIbHOM pabOTHI.

3HaHME OpraHu3alHHu JOKY-
MeHTOOOOpOTa: TIpUeM, 00pa-
0O0TKy, perucrpamui, KOH-
TPOJIb, XpaHCHUEC NOKYMCHTOB,
HOMEHKJIATypy A€

3HaHHe OpraHU3aIH TOKYMEH-
TOOOOpOTA: MpueM, 00paboTKy,
pETUCTpaInio, KOHTPOIb, XpaHe-
HHE JOKYMEHTOB, HOMEHKIIATyPy
nen

- 3auer;

-TECTUPOBAHUE;

- DKCIEpTU3a PEIICHUsl CHU-
TyallMOHHBIX 3aj1a4;

- DKCIIEPTH3a BBINOIHEHUS
CaMOCTOSITENIbHOM pabOTHI.

BOl'lpOCbl K 3K3aMEHY

1. «Z[OKYMCHTaI_[I/IOHHOC obecrnieueHue YHOPpaBJICHUSA» KaK yqe6Ha;1 JAUCIMIIIIMHA, e Ociib U 3aaa-

4qu.

2. CBs3b C APYTUMHU y4eOHBIMU TUCITUILIMHAMY U 00JacTSIMH 3HAHUH. 3HAYeHHUE TUCITUTUINHBI B
CUCTEMeE MOATOTOBKH CIIELUaINCTa O COIMAIbHOM padoTe.
3. IlonsTHe, uenu, 3aja4l U MPUHLHUIIBI JEI0NPOU3BO/ICTBA. 3HAYEHUE JEIONPON3BO/ICTBA B J€-
ATEIHHOCTHU CIHEMAIUCTA [0 COLMaIbHON padoTe.
3. OcHOBHBIE MOHATHUS TOKyMEHTAIIMOHHOTO obOecrieueHus ymnpasieHus. Knaccudukanus A0Ky-

MCHTOB.

4. Hopms! 1 ipaBuia 0OpMIICHHS TOKyMEHTOB.
5. Cucrtema OpraHu3alMOHHO-TIPABOBOM JNOKyMeHTalnu. Ha3HaueHne u coctaB opraHu3alluoOH-

HO-HpaBOBOﬁ JAOKYMCHTAIUU.

6. Cucrema pacnopsIUTENbHOW MOKyMeHTanui. HopMaTHBHEIN XapakTep pacmopsAUTEIbHBIX

JAOKYMCHTOB.

7. CucteMa cnpaBoYHO-UH(OpMALMOHHON AokyMeHTanuu. Ha3sHauenue u coctaB mHpopMaiu-
OHHO- CIIPaBOYHOM TOKyMEHTALIUH.
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8. Ilepenucka. OOmIasi XapakTEPUCTHKA CIy>KEOHOW MepenucKu. PazHOBHUIHOCTH CITyKEOHBIX
MIHCEM.

9. IlonsiTHE W NPUHIMIIBI OpraHU3aUU JOKYMEHTOO00POTa, €ro KOJUYECTBEHHbIE U KAUYECTBEH-
HbIE XapaKTepucTHUKU. Macmrabd nokymeHtoobopora. JlokymeHnTomnoToku. TexHomorust oOpa-
OOTKH BXOJASAIIUN U UCXOJIIINX JOKYMEHTOB. BHYTpeHHUN JOKYMEHTOOOOPOT.

10. Cuctemarusanus 10KyMeHTOB. [IpaBuna coctaBieHHs HOMEHKIATYpHI . PopMupoBaHue
nenn. XpaHeHue JOKYMEHTOB.

11.ITonsITHS: «IIEHHOCTh W 0€30macHOCTh HH(POpPMAHH», «KOHPUACHIMATHLHOCTE», «Yyrpo3a
KOH(UICHIIMATBHOCTY, «3amuTa nHpopmarum». Llennas nundopmanus u KoHPUACHINATIbHbIC
JOKYMEHTHI. Pernmamenranus cocraBa KOH(pHICHINATbHBIX CBEICHUI U JOKYMEHTOB.

12. JlokyMeHTHpOBaHUE KOH(MUICHIUATLHBIX cBeaeHU. [lopsamok paboThl ¢ KOH(DHICHIIHATb-
HBIMU JIOKyMeHTaMu U Mmatepuanamu. Odopmienue, o0paboTka U XpaHeHHe KOH(UICHINATIb-
HBIX MartepuanoB. KonpuaenuuanbHas unpopmanusi U CBEACHUS B JAESATEIbHOCTH CIEIUAINCTA
10 COLIMANIBHOM padoTe..

13. [loHsATHE U CTPYKTYypa MEePCOHAIBHBIX JaHHBIX. OCHOBHBIC BUABI KQAPOBOW JOKYMEHTAIUH.
[Topsimok orbopa mepconana. JJokymeHTHpoBaHHE Npuema Ha padoTy. Ilopsgok odopmieHus
JIOKYMEHTOB 1O TPYJOBBIM MPAaBOOTHOIICHUSIM

14. Tlonstne «oprrexHukay. KommbproTepHbIE CpeacTBa MOATOTOBKH JTOKYMEHTOB. OCHOBHBIE
BUJIbl OPTaHHU3AI[MOHHON TEeXHHUKHU. M3roToBIEeHHE, KOMMPOBAHUE U TUPAKHUPOBAHHE TOKYMEH-
TOB.

15.CpencrBa o0paboTku fokyMeHTOB. [IpaBuia 6e3omacHoi pabOThI C OPTTEXHUKOM.

4.2. Conep:kaHue TeKyIero KOHTPOJIf

Ne HaumenoBanue ®opmMa KOHTPOJIs,
pasnena pasnena Tema sausitus CPOKH
1. 2. 3. 4.
1. Paznen 1. Bemenue B | Tema 1.1. IIpenmer u 3amaum Kypca Ompoc, TecTupoBa-
JUCIUTUIAHY HHE.
2. Paznen 2. Jlokymentu- | Tema 2.1. OcHOBHBIE OHATHSA Aeionpon3BoAcTBa | Ompoc, TecTHpoBa-
pOBaHHME  yIpaBJeHYE- HHE.
CKOI1 JIeATEIIbHOCTH Tema 2.2. CucteMsl JOKyMEHTAIMN Omnpoc, TecTHpOBa-
HHE.
3. Paszgen 3. Texuomormm | Tema 3.1. Opranmsamms mokymeHTo000poTa. Xpa- | Ompoc, TecTupoBa-
JIETIOTIPOU3BOICTBA HEHHE JOKYMEHTOB HHE.
Tema 3.2. Opranmzamms pabotsl ¢ kKoHpuAeHIM- | Ompoc, TecTUpoBa-
IBHBIMH JIOKyMEHTaMH HHE.
Tema 3.3. lokyMeHTHpOBaHKE paboTHI ¢ mepcoHa- | Ompoc, TecTupoBa-
JIOM HHE.
4 Paznen 4. Texuuueckue | Tema 4.1. Texunueckue cpeacTBa, ucnonb3yemsle | Ompoc, TecTHpOBa-
cpencrBa oQUCHOM ses- | B JIETONPOU3BOJICTBE HHE.
TEJIHOCTH




