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ITACTIOPT PABOYEM YUEBHO! ITPOI'PAMMBI JUCIUATIIMHBI
CTPYKTVYPA U COAEPXXAHUE JUCHUIIIMHBI

YCJIOBUA PEAJIMZALIMNA JUCHUITJIMHBI

KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUSA JTUCLUITIIMHDBI



1. MACIIOPT PABOYEM YYEFHOI POTI'PAMMBI JTUCITATLIAHBI

1.1. Ob6aacTh npuMeHeHHs1 padoueii y4yeOHOI MporpaMMbl
Y4eOHast mporpaMMa JUCIHUILTUHBI SBIISETCS YaCThI0 00pa30BaTEIBHON MPOTrpaMMbl B COOTBETCTBUU C
®I'OC CIIO no cneunanbHocTH 21.02.05 3eMenbHO-UMYIIIECTBEHHBIE OTHOIICHUS

1.2. MecTO TUCHUIIMHBI B CTPYKTYpe MPOrpaMMbl MOATOTOBKH CHEIHAIMCTOB CPeIHEro 3BeHa:
I1. ITpoheccroHabHBINA UK
OII O6menpodeccrnonanbHbIe AUCITUTLTHHBI
OI1.05 lokymeHTaIImOHHOE 00ecredeHne yIpaBIeHHs

1.3. llesn ¥ 3a1a4M JMCUMILUIUHBI — TPEOOBAHMS K Pe3y/JIbTATaM OCBOEHHS IMCUMILIUHBI:
B pe3ynbraTe 0CBOCHUS TUCHUIUIMHBI O0y4YaIOUIUIICs T0KEH YMETh:
- 0OopMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30ii, MCTIONB3Ys
WH(OPMaLIMOHHBIE TEXHOJIOTUH;
- OCYUIECTBJISTH aBTOMATH3AIUI0 00OPaOOTKH TOKYMEHTOB;
- yHU(UIHUPOBATH CUCTEMBI JOKYMEHTAIUH;
- OCYILECTBJISATh XpPAaHEHHUE U MTOUCK IOKYMEHTOB;
- OCYIIECTBISITH aBTOMATU3AIMIO 00Pa0OTKH IOKYMEHTOB;
- HCIIOJIb30BaTh TEJIEKOMMYHHKAIIHOHHBIEC TEXHOJIOTUHU B 3JIEKTPOHHOM JJOKYMEHTO00O0pOTE.
B pe3ynbrare ocBOeHUS AUCHUIIIMHBI 00YyYaOIIUICS JOKEH 3HATh!
- IOHATHE, 1IeNY, 33Jja4d U PUHIUIIBI JeIONPON3BO/ICTBA;
- OCHOBHBIE MTOHATHS TOKYMEHTAMOHHOTO 00eCreYeHUs YIpaBICHHUS;
- CHCTEMBbI IOKYMEHTALIUOHHOTO 00eCTIeUeHHs YIIPABIICHUS;
- KJIacCH(pUKAIHUIO JOKYMEHTOB;
- TpeOOBaHMA K COCTABJICHUIO U O()OPMIICHUIO TOKYMEHTOB;
- OpraHM3alyio JOKyMEHTO000poTa: mpueM, 00padoTKy, perucTpaIuio, KOHTPOIIb, XpaHEHUE
JOKYMEHTOB, HOMEHKJIATYypy Aell

[IK u OK, xoTopsIe akTyalIu3upyr0oTCs IPH U3y4YeHUH y4eOHON IUCIMITIIMHBL:

OK 1. [ToHumaTth CymHOCTh M COIIMAIHYIO 3HAYMMOCTh CBOEU Oymyiei mpodeccuu, MposBIiTh K HEl
YCTOWUYMBBIN MHTEPEC.

OK 2. AHanm3upoBaTh COLMATBHO-’KOHOMHYECKHE U TOJUTHYECKHE TMPOOIeMbl U MPOLECCHI,
WCIIOJIH30BaTh METO/IbI TYMaHUTAPHO-COIIMOJIOTHUECKIX HAYK B Pa3IUYHBIX BUAAX MPOo(ecCHOHATBHON U
COIIMAIbHOU I€ATETbHOCTH.

OK 3. Opranu3oBbiBaTh CBOI COOCTBEHHYIO JESTEIHHOCTh, OMNPENETSATh METOABl M  CIIOCOOBI
BBIMIOJTHEHHS MPOPECCUOHANBHBIX 3a/1a4, OIIEHUBATh X dPPEKTUBHOCTh U KAUYECTBO.

OK 4. PemaTte po0s1eMbl, OIIEHUBATh PUCKH U IPUHUMATDH PEIICHUS B HECTAHIAPTHBIX CUTYaIIUSX.

OK 5. OcymiecTBisTh MOUCK, aHAIU3 U OLEHKY HH(POPMAIIIH, HEOOXOIUMOM 711 TOCTAaHOBKU U PEIICHUs
npodeccuoHaNbHBIX 3a1a4, IPO(ECCHOHATBLHOTO U TMYHOCTHOTO PA3BUTHSL.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJOTHH B MPOPECCHOHATBHON ACSITENFHOCTH.

OK 9. VBaxutenbHo 1 O0epeKHO OTHOCUTHCS K MCTOPUUYECKOMY HACIIETUIO U KYJIbTYPHBIM TPaIULIUSAM,
TOJIEPAHTHO BOCIPUHUMATh COLIMAJIbHBIE U KYJIbTYPHBIE TPAIUIUU.

OK 10. Cob6mromate mpaBuja TEXHUKHA O€30MACHOCTH, HECTH OTBETCTBEHHOCTh 3a OpPTaHU3AIHIO
MEpONPUATHIA 10 00ecTIeYeHUI0 0€30MacCHOCTH TPYAA.

IIK 1.1. CocTaBnarh 3eMenbHBIN OaiaHCc palioHa.
[1K 1.2. [loaroraBnuBaTh JOKYMEHTAIMIO, HEOOXOAUMYIO JUISl MIPUHSATHUS YIIPABICHUECKUX PEIICHUN Mo
9KCIITyaTalliy ¥ Pa3BUTHIO TEPPUTOPUI.



[IK 1.3. T'OTOBUTh TPENIOKEHUS IO ONPEACICHHI0 KOHOMHYECKOW 3(()EKTUBHOCTH HMCIOJIb30BaHUS
MMEIOIETOCS HEABUKMUMOTO UMYILIECTBA.

[1K 1.4. YyacTBOBaTh B IPOCKTUPOBAHUY U aHAIHN3E COLUATBHO-I9KOHOMUYECKOTO PAa3BUTHS TEPPUTOPHUH.
[IK 1.5. OcyiiecTBiasTh MOHUTOPHUHT 3€MENIb TEPPUTOPHUH.

[1K 2.1. BeINOJHATH KOMIUIEKC KaJaCTPOBBIX MPOLIEAYD.

[IK 2.2. Onpenensite KaIacTPOBYIO CTOMMOCTb 3€MEb.

I1IK 2.3. BINOJHATH KaAaCTPOBYIO ChEMKY.

[1K 2.4. OcyuiecTBasTh KaJaCTPOBBIM U TEXHUUECKUI yUeT 0O0bEKTOB HEABHUKHUMOCTH.

[1IK 2.5. ®opmupoBath KaJacTpoBOE AEO.

[IK 3.1. Bemonsasats paboTsl M0 KapTorpado-reo1e3ndeckoMy O00ECIICUeHUI0 TePPUTOPHIA, CO31aBaTh
rpaduyueckue MmaTepuaibl.

[IK 3.2. Hcnonb3oBaTh TOCyAapCTBEHHBIE T'€OJIE3UUYECKUE CETH W HWHBIE CETU JJIA MPOU3BOACTBA
KapTorpado-reoie3nueckux pador.

1K 3.3. Mcnonp30BaTh B MPAKTUYECKOH AESTEIHHOCTH T€OMH(POPMALIMOHHBIE CHCTEMBI.

I1K 3.4. Onpenenars KOOpAUHATHI TPAHMI] 3€MEJIbHBIX YYaCTKOB M BBIYMCIISATh UX TIJIOIIAIH.

[IK 3.5. BeINOAHATH NOBEPKY U FOCTUPOBKY I'€OJE3NYECKUX TPUOOPOB U MHCTPYMEHTOB.

[1IK 4.1. OcymecTBusath c60p U 00pabOTKy HEOOXOAMMOM M JOCTaTo4HON WHpopManuu 00 oOBeKTe
OIICHKH M aHAJIOTHYHBIX O0BEKTaX.

[1IK 4.2. Ilpou3BoauTh pacueThl MO OLIEHKE OOBEKTa OIICHKM Ha OCHOBE NMPUMEHUMBIX MOJIXOAOB U
METOJIOB OLIEHKH.

[1IK 4.3. O6006mare pe3ynbTaThl, MOJy4YEHHBIE MOJXOJAaMHU, U JlaBaThb OOOCHOBAaHHOE 3aKitoueHHEe 00
UTOTOBOW BEJTMYMHE CTOUMOCTH OObEKTa OIICHKH.

[1IK 4.4. PaccuuThIBaTh CMETHYIO CTOUMOCTb 3JaHHI U COOPYKEHHH B COOTBETCTBHUU C JACHCTBYIOLIUMU
HOPMATHBaMH U TPUMEHSEMBIMU METOIUKAMHU.

[1K 4.5. KnaccuduuupoBarb 34aHUS U COOPYKEHHS B COOTBETCTBUHU C MPUHATOM TUIIOJIOTHEH.

IIK 4.6. OpopMIIATE OIICHOYHYIO TOKYMEHTAIIMIO B COOTBETCTBUH C TPEOOBAHUSIMA HOPMATHBHBIX aKTOB,
PEryIupYIOIIUX MPAaBOOTHOILIEHHUS B 3TON 001acTH.

1.4. PexomeHayeMoe KOJIHYECTBO YaCOB HA OCBOEHHE MPOTPAMMBbI AU CHUTIIMHBI:
MaKCHUMaJIbHON ydeOHOU Harpy3ku oOydaromerocs: 90 yacos, B TOM 4ucIe:
00s13aTeNIbHON ayJTUTOPHOM yueOHOM Harpy3ku obydatomierocs 60 4acos;
CaMOCTOSTENILHOM paboThl oOyuaromerocss 30 4acos.

2.CTPYKTYPA U COAEP KAHUE JUCLHUIIJINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThl

Buj yueOHoi1 padoThI Oobvem uacos
MaxkcumanbHas yyeOHas Harpys3ka (Bcero) 90
O06si3aTeIbHAs AyINTOPHAs yueOHAast HArpy3Ka (Bcero) 60
B TOM YHCJIE:
JIEKINH 30
nabopaTopHbIie padOTHI -
MPAKTUYECKHUE 3aHATUS 30

KOHTPOJIbHBIE pabOThI -
KypcoBas paboTa (poekt) (eciu npedycmompero) -
CamocrosiTesibHass paboTa o0yuyawuerocs (Bcero) 30
B TOM YHCIIE:
caMmocTosiTeNlbHass paboTa Haja KypcoBOM paboroil (mpoekToMm) (ecau | -
npeoycMOmpeHo)




2.2. TemaTu4eckuii JiaH u coaep:xkanue yueoHoi mucuunauabl OIl. 05. JlokyMeHTalMOHHOE o0ecrieyeHUue YIpaBJIeHHs

HaunmeHoBaHMe pa3ieioB U Copep:xanue yueOHOI0 MaTepHaJia, JIaGopaTopHble PadoThl U MPaKTHYECKHE 3aHATHA, Oo0bem yacos Yposensn
TeM caMoCTOosITeJIbHAsA padoTa 00y4alomuxcs, Kypcopas padora (IpoeKT) O0CBOEHHS
1 2 3 4
Pazpen 1. 18
O0mas xapaKkTepucTHKA
JOKYMEHTAIIMOHHOTO
obecrieyeHusl ynpaBJIeHUs
Tema 1.1. Coaep:xkanue yueOHOr0 MaTepuasia
OcHoBHbIE nousitust | 1 Tonamue, yenu, 3a0auu u npuHYUNGL 0EIONPOU3BOOCMEA. 6 1
JOKYMEHTALHOHHOT 0 HcTopus nenonpon3BoACTBa KaK HAyKH.
olecneyeHusl ynpapJaeHUst OcnosHble noHAMUA OOKYyMeHmayuonnozo obecnevenus ynpaeienus. KitodeBble MOHATHA:
JIOKYMEHT, IOKYMEHTO000POT, JIeJIONPOU3BOJICTBO, YHU(HUKALIUS, CTaHAAPTH3aLHs.
2 Cucmembl OOKyMeHmMayuoHHo2o obecneueHus ynpasieHus
Emnnas TocymapctBeHHas cuctema npenonpomsBonctea (EI'C IOVY), apxuBHOe [nerno,
oprrexHuka. Knaccuguxayus 0okymenmos.
IIpakTuueckue 3aHATHUS -
KoHTposbHbIE pabOTHI -
CamocrositenbHast paboTa CTyeHTa 2
Oouiepoccuiickue knaccupukaropst OKIIO, OKY /], OI'PH.
OcHoBHbIe yHH(UIIMPOBaHHBIE cucTeMbl B coctaBe OKY 1.
Tema 1.2. Coaep:xkanue yue0HOT0 MaTepuasa
TpeooBanust k odpopmiienuro | 1 Tpebosanus k opopmaenuio cocmasienuto 0oxymenmos. Oghopmienue OOKyMeHmayuu & 12 1,2
U COCTABJIECHUIO JOKYMEHTOB coomeemcmeuy ¢ HOpMAamueHou 0a3ol, 8 MoM Yucie ¢ UCNONbL30BAHUEM UHDOPMAYUOHHBIX
mexnonozuti. OcHOBHBIE TpaBuiia oopmiieHnst TekctoB. TpeGoBaHust K (HOpPMATHPOBAHUIO
TEKCTA.
2 OCHOBHBIE PEKBH3HWTHI JOKYMEHTa, WX KIACCU(pHUKAIWA, MpaBWwia OQOPMICHHUI B
cootBercTBUM ¢ 'OCTom. @opmymsip u O1aHK JOKyMEHTA.
IIpakTHueckue 3aHATUSA 4
OdopmiteHre TPOCTHIX PEKBU3UTOB JOKYMEHTA
OdopmireHHe cI0XKHBIX PEKBU3UTOB JIOKYMEHTA.
KonTponbHbIe paboThl -
CamocrosrenbHas paboTta cTyJeHTa 4

TpeboBanust kK GOpMaTHPOBAHUIO TEKCTA.

TpeboBaHusI K COCTABIEHHIO JOKYMEHTOB.

I'OCT P 6.30-2003 «YHu(pUIMPOBaHHBIE CUCTEMBI JOKYMEHTALUK. Y HUPUIIMPOBAHHAS CHCTEMA
OpraHU3aMOHHO-PACTIOPANTENILHON JoKyMeHTannu. TpeboBaHus K 0OPMIICHHIO JOKYMEHTOBY




Paznen 2 54
CucreMsl
JOKYMEHTAIIMOHHOTO
obecrieyeHusl ynpaBJeHUs
Tema 2.1. Oprannzanuonnasa | CoaepikaHue y4e0HOro MaTepuasia
AOKYyMeHTalusl. 1. YCOP[ - YHU(DHUIUPOBaHHAS cucreMa OpraHU3aLMOHHO—PACHIOPSIIUTETbHON 6 1,2
nokymenraiuu: coctaB YCOPJI, obnactu ee npumeHenust. OpraHu3aliioHHBIE JTOKYMEHTHI,
WX Ha3HaueHume, QopMmymspsl-o0pasnel. [Ipomemypa coctaBieHHS #  OGOPMIICHUS
OpPraHW3aIMOHHBIX JOKyMeHTOB. OOnacTh NPUMEHEHHS OpPraHW3alMOHHBIX JOKYMEHTOB.
Hcnonvzosanue ynuguyuposarnnvix gpopm.
[IpakTryeckue 3aHATHA 2
CocraBneHune u 0oopMIEHHE OCHOBHBIX BHJIOB OPTraHN3aIMOHHBIX JOKYMEHTOB
KonTponbHbIE paboThI -
CamocrosTensHas paboTa cTyJeHTa 2
CocraBneHue n 0oopMIEHHE OCHOBHBIX BIJIOB OPTaHU3AIIMOHHBIX TOKYMCHTOB
Tema 2.2. PacnopsigurenbHas | Coaep:kaHue yueOHOro MaTepuaJia
JOKYMEHTalusl 1 PacnopsmutensHple  nOKyMeHTHL. X HazHaueHue, ¢opMyssipel-oopasusl  [Iporenypa 18 1,2
COCTaBJCHUS M OGOPMIICHHSI PpaCIOPSIUTENbHBIX NOKyMEHTOB. O0iacTh NpPUMEHEHHs
pacHopsIUTENIbHBIX JOKYMEHTOB. M cnoav3osanue yHupuyuposantvix opm.
[MpakTuyeckue 3aHATHS 6
CocraBnenue n o(popMIIeHHE OCHOBHBIX BHJIOB PACIIOPSANTEIBHBIX JOKYMEHTOB
Hcnonvzosanue ynuguyuposannwix popm
KonTtposbHbIe paboThI -
CamocrodrensHas paboTa CTyJeHTa 6
CocraBneHue u o(opMIIeHHE OCHOBHBIX BHJIOB PACIIOPSINTEIBHBIX JOKYMEHTOB
Tema 2.3. Uudopmanuonno- | Coaep:kaHue yuefGHOro MaTepuaia
cnpaBoYHasi J0OKyMeHnTauus. | 1 WudopmanmoHHo-cripaBoYHbIe  JTOKYMEHTBl. X HasHauyeHue, (GopMysspbI-00pasibl. 18 1,2
IMpouenypa cocraBienuss ¥ 0OGOPMICHUS HWHPOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.
OO6mactp mpuMeHEHHsT HWH()OPMALMOHHO-CIPABOYHBIX  JIOKYMEHTOB. Hcnonv3osanue
VHUDUYUDOBAHHBIX POPM.
[MpakTryeckne 3aHATHA 6
CocraBnenne n oopMiIeHHE OCHOBHBIX BHJI0B HH()OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Hcnonvzosanue ynuduyuposannvix popm
KonTposnbHbIe paboThl -
CamocrosrenbHas paboTta cTyJeHTa 6
CocraBneHne n oopMiIeHHE OCHOBHBIX BHJIOB MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Tema 2.4. lokymentanusi no | Conepskanne y4e0HOro MaTepuaia
JIMYHOMY COCTABY. 1 [Taker nOKyMeHTOB 10 JM4HOMY cocraBy. OcoOeHHOCTH pPaboOThl C KaIpOBBIMHU 12 1,2

JOKyMeHTaMu. JlokyMeHTHpOBaHME TPYIOBBIX IMPAaBOOTHOLIEHUH. Vcnonb3oBaHue
YHUPHUIUPOBAHHBIX (GOPM JOKYMEHTOB IO JHUYHOMY COCTaBy. l3IaHWE NPHKA30B IIO
JU4YHOMY cocraBy. @opMHpoBaHUE M BEICHME JIMYHBIX Aesl. BeneHue TpyJdoBBIX KHUKEK




| paboTHHUKOB. Hcnoabsosanue yHuguyuposanhvix gopm.

[MpakTHyeckue 3aHATHSA 4
OdopmiteHre OCHOBHBIX BHJIOB IOKYMEHTOB I10 JUYHOMY COCTaBY.
OdopmiteHHe MPUKa30B 10 JINYHOMY COCTaBY, BEJICHUE JIMYHBIX JIET.
Hcnonvzosanue ynuguyuposannvix gpopm
KoHTposnbHbIe paboThI -
CamocrostenbHast paboTa cTyJeHTa 4
OdopmireHre OCHOBHBIX BHJIOB IOKYMEHTOB I10 JUYHOMY COCTaBY.
OdopmireHne NpUKa3oB M0 JINIHOMY COCTaBY, BEICHNE JIMIHBIX JIEIT
YCOPJI — yauduimpoBaHHas crcTeMa OpraHA3allHOHHO—PAaCIOPIANTENFHON foKyMeHTanuu: coctas YCOP/I,
00J1acTH ee IPUMEHEHUS.
Paspgea 3. 18
Opranuszanus
JIOKYMeHT000opoTa
Tema 3.1 Coaep:xkanue yueOHOro MaTepuaJa
TexHosornd ¥ npuHUMOGL | 1 Opeanuszayus 0OKyMeHmMmooOopoma: npuem, o6pabomxa, pecucmpayus, KOHMpPoib, XpaAHeHue 6 1,2
Opranu3anuu 00KyMeHmos, Homenxaamypa Oen. TpeboBaHWS K 3aroyioBkam nen. PopMHUpOBaHHE MEIN.
JOKYMEHT0000poTa Cucremaruszanusi TOKyMeHTOB BHYTpH jena. Odopmienune aen. TUnoBble CPOKH XpaHEHHS
JIOKYMEHTOB.
[IpaxkTryeckue 3aHATHA 2
Xpanenue u nouck 0OKyMeHmog
KonTtposbHble paboThI -
CamocrodrensHas paboTa CTyZeHTa 2
Cucremaru3anusi JOKYMEHTOB BHYTpH Jiesa
Tema 3.2 Coaep:xkanue yue0HOT0 MaTepuasia
TexHosorus 1 ABTOMaTH3UPOBAHHBIE CUCTEMBI JIEJIOIIPOU3BO/ICTBA. Cuctema 3JIEKTPOHHOTO 12 1,2
aBTOMATH3UPOBAHHOM nokymenroobopora (C3O/l), ee cTpykrypa, HacTtpoiika cucteMbl. O030p COBpPEMEHHBIX
00paboTKH TOKYMEHTAlNH CPEACTB OPITEXHUKH Ul Tepeqadd W mepepaboTku mHpopmanmu. L{udposas moamucs.
DneKTpoHHas royra. Cucrembl OINITHYECKOTO pacrio3HaBaHus TEKCTOB.
TenexommyHukayuonuvle mexHono2uU 8 9NEKMPOHHOM 00KyMeHmoobopome
Asmomamuszuposannas 00padbomra 0OKyMeHmos, Xxpanenue u NOUCK.
[MpakTryeckne 3aHATHA 6
OdopmiieHre, TOKYMEHTOB B aBTOMaTH3UpoBaHHOH cucteme JJOY. Pacro3HaBaHue JOKYMEHTOB.
OpraHuzanuu 3JeKTPOHHOTO JoKyMeHToo0opoTa. [lepenada nHpopManny 1o KOMIbIOTEpHEIM ceTsiM B CO /]
(crcTeMax3JIeKTPOHHOTO TOKYMEHTO000pOTa).
KonTtposnsHbie paboThI -
CamocrosrenbHas paboTa CTyIeHTa 4
3amura nHGOpMAIIH
Hcnonp3oBanue npaBoBeIX HHMopMamoHHbIX cucteM Pabdora ¢ CIIC Koncymnsrant [limroc
PaboTa ¢ 251eKTpOHHO# MOYTOMH
HUTOI'O 90




1. — o3HaKOMHTENBHBIH (Y3HaBaHHE paHee H3YUEHHBIX 00BEKTOB, CBOICTB);
2. — penpoAYKTHBHBIHN (BBIIOJIHEHHE JIESITEILHOCTH 110 00pa3ily, MHCTPYKIMH HIIH MO PYKOBOJICTBOM)
3. — IPOJYKTHUBHBIH (IJIAHUPOBAHUE U CAMOCTOSITEJILHOE BBINOJHEHUE AEATEIBHOCTH, PElleHHE TPOOJIEMHBIX 3a/1a4)



3. YCJOBUSA PEAVIM3ALIMA JUCHUIIIMHBI
3.1. TpeboBaHMsA K MMHUMAJIBHOMY MaTEePHAJbHO-TEXHHYECKOMY 00ecneYeHH IO

3aHATUS NPOBOIATCA B KOMIBIOTEPHOM KJIACCE, OCHAIIEHHOM HEOOXOAMMBIM Y4eOHBIM,
METOAMYECKUM, HH(POPMALMOHHBIM, IIPOTPAMMHBIM 00ECIIEYCHUEM.

B npernonaBanuy UCHONB3YIOTCS JEKIUOHHBIE (DOPMBI IIPOBEACHUS 3aHATHH, MPAKTUKYM,
UH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH.

KoHcynbTaniioHHass IMOMOIIb CTYAEHTaM OCYILIECTBISETCS B HWHAMBUAYAIBHOM U
rpynIoBoi ¢popmax

O06opynoBaHue yueOHOTO KaOHWHETA:

- IOCAZI0YHbIE MECTA M0 KOJMUYECTBY O0YUArOIIUXCS;

- pabouee MeCTO IpenoJaBarTes;

- QIIEKTPOHHBIC JIEMOHCTPAIIMOHHBIE TIOCOOHS.

TexHuueckue cpercTBa 00ydeHus:

- KOMIIBIOTEPHBI, IPOrpaMMHOE 00eCIIEUEHHUE.

3.2. UudopmannonHoe odecrieyeHue 00y4eHus
OcHoBHas nuTeparypa:
1. JlenmompousBoACTBO B KapoBoii ciryx0e: yueOHuk / SAukosuu . A. — FOuuTu-/lana,
2012. - 160 c.
2. Ymupapnenue opucom: yueobnoe nocodue / Aukopuy 1. A. — FOuuTH-/lana, 2012. — 255 c.
JononHuTenpHas tuTeparypa:
1. TlomoBa H.®. JlokyMeHTaMOHHOE OOecleueHUe YIPaBICHUS: MPAKTHKYM IS
skoHomuctoB / H.®. ITomoBa. — PoctoB u//l: ®enuke, 2007. — 160 c. — (CIIO). — Hom.
MO
2. bacakoB M.U. JlokymeHTanmmoHHOE oOecrieueHue ympasieHus (Jlemompon3BoacTBO):
yuebnuk / M.U. bacakoB. - PocroB u/Jl : ®denukc, 2009. - 413 c. — (Cpennee
npogdeccuonanpHoe odopazoBanue). — Jon. MO
3. IImenko A.B. JlokymeHTannoHHOe oOecrieueHre yrpaBieHus: yued. mocodue s CTYy.
cpen. mpod. yued. 3aBenmenuit / A.B. Ilmenko. — 8-¢ usm., crep. — M.: U3n. meHTp
Axagemusi», 2009. — 176 c. — lon. MO

4. KOHTPOJIb W OIEHKA PE3VJBTATOB OCBOEHUSI YUYEBHOM
JUCIHHUIIVINHBI

KoHTposib M oOmeHKa pe3ylbTaTOB OCBOEHUS Y4YEOHOM AMCUMILIMHBI OCYIIECTBISETCS
[IPENOJABaTeNIEM B IIPOLECCE IMPOBEACHUSA NPAKTUYECKUX 3aHATUH, TECTUPOBAHUA, A TaK¥Ke
BBITNIOJTHEHUS 00yYaroMMHCS HHIUBUAYaIbHBIX 3a/1aHUN, IPOEKTOB, UCCIIEI0BAaHUI.

Pe3yabTaTnl 00yyeHus ®opMBbI M METO/AbI KOHTPOJIS ¥
(ocBOCHHBIC YMEHHS1, YCBOCHHbIC 3HAHMA) OLICHKH Pe3YJIbTATOB 00y4eHHusi
YmeHus:

opOpMIIATH JOKYMEHTAllMI0 B COOTBETCTBUU C
HOPMAaTUBHOM 0a30H, HCNONb3yss HHPOPMAIOHHBIE

TEXHOJIOTHH;
OCYIIECTBIISTh aBTOMAaTHU3alIUIO 00paboTKn [IpaKTHYECKHE 3aHATHS,
JIOKYMEHTOB; JIoOMalIHss pabora.

YHI/I(I)I/II_[I/IPOBB.TB CUCTCMbI JOKYMCHTAIIUW

OCYIICCTBJIATE XPAHCHUC U TTIOMCK JOKYMCHTOB,

OCYILIECTBJIIATD aBTOMAaTHU3aLUIO0 o0paboTku
JIOKYMEHTOB;
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UCIIOJIb30BATh TEICKOMMYHUKAI[HOHHBIC TEXHOJIOTHH
B DJIGKTPOHHOM JOKYMEHTOOOOpOTE.

3HanuA:
IIOHATHC, neiau, 3aJa4uyn u IMPUHIUIIBI
JIeJIONPOU3BO/ICTBA;
OCHOBHbIE HOHATUSA JOKYMEHTALHOHHOTO
oOecrnieueHus ynpaBIeHUS;
CHCTEMBI JOKYMEHTAL[MOHHOI'O o0ecrieueHus
yIpaBJICHUS;

KJ'IaCCI/I(bI/IKaI_[I/IIO JOKYMCHTOB;,

TpeOOBaHUS K COCTaBJICHHIO U  O(POPMIICHHIO
JIOKYMEHTOB;

OpraHHU3aINIo JOKYMEHTO00opoTa: IpHUEM,
00paboTKy, pErucTpanuilo, KOHTPOJIb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATYpY JAeIl.

Jomarnsist pabora,
TECTHPOBAHHUE.
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