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1. IACHIOPT PABOYEM ITPOI'PAMMBI JJUCITUTIIMHBI OI1.09
JlokyMeHTaAllMOHHOE o0ecnevyeHue YpaBJaeHust

1.1. O6s1acTh NpuMeHeHus1 padoveil MPOrpaMmbl

Pabouas nporpamma qucuuminasl OI1.09 "JlokymeHTanionHoe oOecreueHne
yOpaBiIeHUS" SBISICTCS YacThl0 OCHOBHOW MPOQECCHOHAIBHONW 00pa3oBaTeIbHOMN
nporpaMmmbl ®I'OC CIIO u paspaborana B coorBerctBun PI'OC CIIO mo
crietmanbHOCTH 21.02.05 3eMenbHO-UMYIIIECTBEHHBIC OTHOLICHMUS.

1.2. MecTO THCUMIIVIMHBI B CTPYKTYP€e OCHOBHOI NMPodeCcCHOHATILHOM
00pa3oBaTeIbHOM POrpaMMBbI

Jucnumummaa otHOCUTCA K UKy OII mporpaMmel MOArOTOBKY CIEHHAAINCTOB
CpeIHEero 3BeHa, HampapiieHa Ha (opmupoBaHHE NPO(ECCHOHATIBHBIX U OOLINX
KOMIIETCHLIAMN.

[lepeuenp (popmHupyeMBbIX PE3yJIbTATOB OCBOEHHUSI 00pa30BaTENIbHOM IMPOTrPAMMBbI

(xommeTeHLui) B pe3ynbTare 00yuyeHus 0 JUCIUILINHE!

OK4 Pemarep mnpoOsieMbl, OLEHUWBATb PUCKA M TPUHUMATH PEIICHUS B
HECTaHJAPTHBIX CUTYalUsX.;

I[IK 1.2 TloaroraBiuBaTh  JOKYMEHTAI[MIO, HEOOXOAUMYIO  JUISi  NPUHATHS
YIPABJICHYECKUX PEIICHUN M0 SKCILTyaTallMi U Pa3BUTHIO TEPPUTOPHIL. ;

IIK 1.3 T'oToBUTH MIPEITOKEHHUS o ONPEAECITICHUIO DKOHOMHUYECKOMN
3¢ (HEKTUBHOCTH UCTIONb30BaHMS UMEIOIIEr0Cs HEABMKMMOIO UMYIIECTBA.

I[IK 1.4 VYwyacTBOBaTh B MPOEKTUPOBAHHHM M AHAIHM3E COLUAIBHO-3KOHOMHYECKOIO
Pa3BUTHS TEPPUTOPUHU. ;

[IK 4.1 OcywmectBiarb cOop U 00pabOTKYy HEOOXOAMMOW M  JOCTATOYHOM
uH(popmauu 00 00bEKTE OLEHKH U aHAJIOTUYHBIX 00bEKTaX.;

[IK 4.2 Tlpou3BoauTh pacyeThl IO OIEHKE OO0BEKTa OIEHKH Ha OCHOBE
IPUMEHUMBIX MTOJXO/I0B U METO/0B OLIEHKH.;

[1K 4.3 OGoOmaTh pe3yiabTarhl, HOJyYEeHHBIE NTOAX0/IaMHU, U JaBaTh 000OCHOBAHHOE
3aKII0YE€HNE 00 UTOTOBOM BEINYHHE CTOUMOCTH OOBEKTA OLIEHKH.

[IK 4.4 PaccuuthiBaTb CMETHYK) CTOMMOCTh 3JIaHUM U  COOPYXEHUH B
COOTBETCTBUM C JCHCTBYIOUIMMU HOpPMAaTUBAMU M MPUMEHSIEMBIMU
METOJANKAMHU. ;

[IK 4.5 KnaccuduumpoBath 34aHUS U COOPYKEHHUSI B COOTBETCTBUU C IMPHUHATOM
TUIIOJIOTHUEH. |

[IK 4.6 OdopmiaTh OLIEHOUHYIO TOKYMEHTALHUIO B COOTBETCTBUU C TPEOOBAHUSIMU
HOPMATUBHBIX aKTOB, PETYIHUPYIOIIUX MPABOOTHOIICHUS B 3TON 00JIaCTH.

1.3. Hesaun 1 321244 JMCHUIVIMHBI — TPeOOBAHUS K Pe3y/JbTaTaM 0CBOEHUS
AUCUMILTHHBI



Obyuenne no guctumiuHe nukiaa OI1.05 "JlokymeHTannoHHOe obecrieueHune
yOpaBiIeHU" MPEATNoaraeT, 4To M0 €ro pe3ysibTaraM 00yJaromuics OyaeT:
3HaTh:
MOHSTHE, 11eJIM, 33]1a4l U MPUHIIUIIBI AeJIONPOU3BOJICTBA;
OCHOBHBIE TTOHATHS JJOKYMEHTAIIMOHHOTO 00€CIeueHuUsl YIIPABICHHUS;
CUCTEMBI IOKYMEHTAIIMOHHOTO 00ECIIEYeHUS YIIPABIICHUS;
KJ1acCU(UKAIUIO TOKYMEHTOB;
TpeOOBaHUS K COCTABICHHUIO 1 O(OPMIICHHIO TOKYMEHTOB;
OpraHM3aluio JOKyMEHTOOOOpoTa: mpueM, o0paboTKy, perucrparus,
KOHTPOJIb, XpaHEHUE IOKYMEHTOB, HOMEHKJIATYpy JeJ
YMeTs:
oQopMIIATh JOKYMEHTAllMI0O B COOTBETCTBUM C HOpPMAaTHBHOW 0a30H,
UCTIOJIb3Ys] HHPOPMAIIMOHHBIE TEXHOJIOTHH;
OCYILIECTBIISATh ABTOMATU3ALIUI0 00paOOTKHU JOKYMEHTOB;
YHU(PHUIIIPOBATH CUCTEMBI IOKyMEHTAIINH;
OCYIIECTBIISITH XPAaHEHHUE U TTOUCK IOKyMEHTOB;
WCIIONIb30BaTh TEIIEKOMMYHHUKAIIMOHHBIE TEXHOJOTUU B DIEKTPOHHOM
JOKyMEHTO000pOTE.

1.4. Kosin4yecTBO 4acoB Ha 0CBOeHHE padovell MPOrpaMMbl JUCHHUIIUHbBI

MakcumanbHOU yueOHON Harpy3ku odyuyatomierocst 90 4acoB, B TOM YHCIIE:
- 00s13aTeIBLHOM ayIUTOPHOM yueOHOU Harpy3ku oOyyaroiierocs: 60 yacos;
- CAaMOCTOSITENIBLHOM padoThl oOy4varoiierocs: 30 yacos.

1.5. Ucnoan3oBanue yacos BapuatuBHoii yactu IIIICC3



2. CTPYKTYPA U COAEPKAHUE JUCIUITJIMHbI

2.1. O0beM TMCHHUILVIMHBI U BUABI Y4eOHO# padoThI

. Oo0bem
Buna yueOHoii padoThl
4acoB

MakcumanbHasi yueOHasi Harpy3ka (BCero) 90
O0s3arenpHas ayquTOpHas yueOHasi Harpy3Ka (BCero) 60
B TOM YHCIIE:
Jlexuus 40
[TpakTyeckoe 3aHsTHE 20
CamocrosTenpHas paboTta oOy4daromierocs (Bcero) 30
B TOM YHCIIE!
CamocrosiTenpHas padbora 30
Wrororas arrecranus B hopme nuddepeHImpoBaHHOTO 3a4eTa




2.2. TemaTuyeckuii IJIAH U coiep:kaHue IUCHUILTHHBI HuKIa OI1.09 /lokyMeHTAlITMOHHOE 00ecTieueHre YIIPABJIECHUSA

Koabl koMneTeHIuiM,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopMupoBaHmI0
HaumenoBanue NpaKTHYecKue padoThl, CAMOCTOATEIbLHAS padoTa KOL-B0 1aCOE YpoBenn KOTOPBIX
pa3/iesioB U TeM o0y4yarommxcs, GopMbl OPraHU3aLNHU 1eSITeJILHOCTH OCBOCHMA crocodeTByeT
ofyqaromuxcs 3JIeMEHT MPOrpPaMMbI
1 2 3 4 5
Paznen 90
JoxkymMeHTAaLIMOHHOE
ol0ecreyenue
ynpasJieHHUs
Tema 1.1 lokyment u | Cozmeprkanue yueOHOTO MaTepuaa: 8
CHCTEMBI
JOKYMEHTAIUH.
Knaccudukanus
JOKYMEHTOB.
8
1. ConeprxaHue 1 3HaU€HUE JUCUUIUIMHBI «/loKyMeHTallnoHHOe
o0ecrieueHre yrpaBiIeHUs» U CBSI3b €€ C IPYTUMH JTUCHUIUIMHAMU
00111€00pa30BaTENLHOTO U CIEHUAIBHOTO HUKIOB. 2. OCHOBHBIE
MOHATHUS TUCIHUILIHNHBI «J{OKyMeHTaIMOHHOE oOecrieueHue
yrpasieHus» 3. OOBEKT U peaMeT n3yueHus.4. PeKBU3UTHI
JOKYMEHTa. Y HU(UKAIMS U CTaHAApTU3aLUs JOKYMEHTALUH. 5.
Knaccugukanus 10KyMeHTOB.
[IpakTHyeckue 3aHATUSA 2
1. «IHCTpYMEHTBI CO3J1aHUs JOKYMEHTOB. TEKCTOBBIN peaaKkTop
Word.»
2. «PexkBU3UTHI JOKYMEHTA 2
CamocrosTenbHas paboTa o0ydyaroumxcs 4
ITonroToBka Jokiaaa
Tema 1.2 Coneprxanne yueOHOTO MaTepuaa: 6
JIOKyMEHTaI[MOHHOE

oOecrieuenne




Koabl koMneTeHIui,

Coaeprxanue yueOHOro MaTepuaJa, JabopaTopHblie U dopMupoBaHNIO
HaumeHoBaHue NpaKkTHYeCKHe PadoThl, CAMOCTOSITE/IbHAsI padoTa KoJ1-B0 9aC0B YpoBeHb KOTOPbIX
pa3iesioB U TeM o0yuaromuxcsi, (POPMbI OPraHU3aluu AeATeJbHOCTH OCBOEHMA CI0COBCTBYET
00y1arommxcs 3J1eMEHT MPOrpaMMbI
1 2 3 4 5
yIpaBIEHUs
OpraHu3aiuen.
6

1. Opranu3anvoHHO-pacnopsaIUTeNbHAs JOKYMEHTAUs.2.

JIOKyMeHTUpOBaHuE TPYA0BbIX OTHOLIEHU.3. PaboTa ¢

JOKYMEHTaMH, CoJIepKalluMU UH(OPMAIMIO OrpaHUYEHHOTO

J0CTyna

[IpakTryeckue 3aHATUSA 2

1. «TpacdaperHsie GOpMBI JOKYMEHTOBY

2. «YHauunupoBanHeie (GOPMBI JTOKYMEHTOB) 1

3. «PykonucHble JOKYMEHTBI» 1

4. «/lemoBoe MUCHMO» 1

5. YcerHbIM onpoc U 1ucKyccns 1o TeMe «TpyaoBoit 1oroBop» 2

CamocrosiTenbHas paboTa o0yJyaroumxcs 4

1. IlonroroBka K yCTHOMY OIIPOCY U JUCKYCCHH II0 TEME

«TpynoBoi 10oroBop»

2. [ToaroToBka gokiana 2
Tema 1.3 Opranmuzanus | Coxgepxanue yaeOHOro MaTepHana: 10
JIOKYMEHTO00O0pOTA.

10

1. Llenu 1 3a1aun OpraHU3aly JOKYMEHTO000pOTa;2.

JIOKyMEHTOIIOTOKH: BU/BI U XapaKTEPUCTUKU;3. CHUCTEMBI yuéTa

N0KyMeHTOB.4. OcoOeHHOCTH paboThl ¢ 0OpaILeHUIMHU TpakKIaHS.

XpaHeHUe U YHUUTOXKEHUE TOKYMEHTOB

ITpakTHyeckue 3aHATUS 1




Koabl koMneTeHIui,

Coaep:xanue yueOHOro MaTepuasa, 1a00paTopHbie U dopMupoBanuio
HanmenoBanme NpaKkTHYeCKHe PadoThl, CAMOCTOSITE/IbHAsI padoTa K Yposennb KOTOPBIX
0J1-BO 4aCOB
pa3aesioB u TeM o0yuyawiuxcs, GopMbl OPraHu3aum 1esATeJbHOCTH OCBOEHUS CrocodcTBYeT
00y4arommxcst 3JIEMEHT MPOrPaMMbIl
1 2 3 4 5
1. «MapuipyTHBIE CXEMbI TBUKCHHS TOKYMEHTOB)
2. «YU€T TOKYMEHTOB) 1
3. MaTennextyanpHblid moeAnHOK «Ilopsaok wim Gropokpatus?» 1
CamocrosTenbHas pabota o0yyaroumxcs )
1. I[TonroroBka cooOIIEeHNH K HHTEIJICKTYaJIbHOMY MOESTUHKY
2. TToaroroBKa J0KIa1a 2
Tema 1.4 Cucremsl Coneprxanue y4eOHOro MaTepuana: 6
AIEKTPOHHOTO
JIOKYMEHTOO00O0pOTA.
1. O630p HEKOTOPBIX CUCTEM IIEKTPOHHOTO JOKYMEHTO000pOTA. 6
[IpakTudeckue 3aHATHS 1
1. 1C: [Ipennpusitue
2. [TpoBepouHas paborTa. 2
CamocrosrenbHas pabota 00yJaronmxcs 2
1. ITonroroBka goknana
2. IloaroroBka K MpoOBEPOYHOM padboTe 2
Tema 1.5 Ananus Coneprxanne y4eOHOTO MaTepurana: 10
JIOKYMEHTA.
10
1. AcniekThl aHalM3a JOKYMEHTOB2. AHaNU3 JOKyMEHTa Ha
IpUMepe aHAIN3a «OOBSIBICHUS O BAKAHCHI» U «PE3IOME»
[IpakTudeckue 3aHATHS 1
1. «AHanm3 pe3romer»
2. 3ammTa J10KJIaJJ0B 2




Koabl koMneTeHIui,

Conepaxanue y4eOHOro MarepuaJia, 1a00paTopHbie 0 dopMupoBanuio
HanmenoBanme NpaKkTHYeCKHe PadoThl, CAMOCTOSITE/IbHAsI padoTa K Yposennb KOTOPBIX
0JI-BO YaCOB
pa3/1esioB U TeM o0yuaomuxcs, (pOpMbI OPraHU3aNUH AeITeJIbHOCTH OCBOEHHU CI0COBCTBYET
00y4arommxcst 3JIEMEHT MPOrPaMMbIl
1 2 3 4 5
CamocrosTenbHas paboTa 00yJaronuxcst 2
1. IlonroroBka noknaja
2. [TogroroBka k auddepeHIInpoBaHHOMY 3aUETy 2
JuddepeHunpoBanHbIi 3a4eT )
AHaJIN3 T0KYMEHTA. 22
6 Copepxanue yueOHOr0o MaTepHana; 5
JuddepenunrpoBaHHbIit
3ayer
Bcero: 112




3. YCJIOBUSI PEAJTA3AIIAN PABOYEN ITPOTPAMMBI
JUCHUILIAHBI

3.1. Jlns peanm3anyu NporpamMmbl y4e0HOM JUCUUIJINHBI J0JKHBI ObITH
Npe1ycMOTPEHbI CJIeyIlHe ClelHalbHbIe MOMeleHUs:
VYyeOHas AMCHMIUIMHA peanu3yeTcss B KaOMHeTax: KaOMHET ISl TPOBEICHUS

3aHATUN  JIEKIIMOHHOTO THIA, KOMIIBIOTEPHBIA KaOWHET Uil POBEICHMUS
MPAKTUYECKHUX 3aHATHH, TPYNIOBBIX U UHIWBUIYaIbHBIX KOHCYJIbTALlUN, TEKYIIETO
KOHTPOJISI M TPOMEXKYTOYHOW aTTecTal, KaOWHEThl [JIsI CaMOCTOSITENbHOM
paboThl,

MuHUManbHO  HEOOXOJIMMOE  MaTepHAIbHO-TEXHUYECKOEe  OOecreyeHue
BKJIFOYAET B ceOs:

Mono6aok Lenovo AIO 520 Intel core 15,4I'c O3Y, HDD 1000I'6 28mT.

Tenesuzop Samsung UE60ES6101

KOMIUIEKT MeOenu Jisi 00yJarommxcs.

[lepconanbubiii kommeroTep Intel core 15,810 O3V, HDD 50016 291ur.

Monwutop Viewsonic VA 23498 28mirt.

Monurop Samsung E2320

Tenesuzop Samsung UE55d6100;

KOMIUIEKT  CHEIUaJM3UpOBaHHOM  meOenu  ayig  o0yvaromuxcs U
IperoaaBaTess.

bubmuoTexka, YUTATbHBIN 3ai (cnenmanu3upoOBaHHBINA KaOWHET),
000pyIOBaHHBINM KOMITBIOTEPAMH C BBIXOJIOM B ceTh MHTEpHET.

[lepconanbubiii kommneroTep Intel core 2 duo, 21'6 O3Y, HDD 500I'6 7 wit.

Momnuntop Samsung 943n 7 mwr.

KowmmbroTepHsiii kabuHeT

[Tepconanbnbiit kommeroTep Intel core [5,81°6 O3V, HDD 50016 29 mir.

Monutop Viewsonic VA 2349S 28 mir.

Monunrtop Samsung E2320

Tenesuzop Samsung UE55d6100;

KOMIUICKT  CHEIHAIM3UpPOBAaHHOW  MeOenw  ayisg  oOydaromuxcs U
Ipero1aBaTers.

TexHuveckue cpeacTsa 00y4eHus :
Ucnons3yercs:

- TOJHBIA KOMIUIEKT JJMIOCH3MOHHOI'O IIPOIrpaMMHOI0 O6eCHe‘-IeHI/I}IZ
Microsoft Windows 7, 10; Microsoft Word 2010; Microsoft Excel 2010;
Microsoft PowerPoint 2010; Microsoft Access 2010; Mozilla Firefox;

- UMEETCS IOCTYN B UHTEpHET, moAkItoueH WiFi;

- YCTaHOBJICHA CITpaBOYHasA IpaBoOBas CUCTEMaA KOHCYJIBT&HT-HJIIOC;

- KOMIIJICKT OJIA 06yquI/I$I B BBICIIINX U CpeI[HI/IX y‘-Ie6HLIX 3aBCACHUAX



1C «IIpenmpusitue 8».

3.2. UndpopMaunmoHHOe o0ecneyeHue 00yueHust

OcHOBHBIE HCTOYHUKH:

Ne /i bubnuorpaduueckoe onucanue

1 CoBpemeHHas opraHu3alus rocy1apCcTBEHHbIX yupexaeHui Poccun. (yueOHoe
nocobue, aBT. B.I1. Eropos, A.B. CiunbkoB) M. IOpunnueckuit uactutyr MUUTa,
2019

2 Jlenonpoun3BoICTBO M PEKUM CeKpeTHOCTH. (yuebHoe rmocobue, aBT. B.I1. Eropos, A.B.
CiunapkoB) M. IOpuanueckuit uactutyr MUNUTa, 2019

J_IOHO.]IHI/ITCJ'IBHBIC HCTOYHHUKMU:

Ne ni/m bubnuorpaduueckoe onucanue

1 DTHKa JeN0oBbIX OTHOIIeHUH (yueOHoe nocodue, aBT. B.I1. EropoB) M. FOpuanueckuii
unctutyr MUUTa, 2019

HNuTepHeT-pecypcesl

denepanbHOe apxuBHOE areHTcTBO (PocapxuB)

1. www.archives.ru

Pocculickas razera

1. www.rg.ru

[TapnameHTCKas rasera

1. www.pnp.ru

Cobpanue 3akoHonatenbcTBa Poccutickoit @enepanun
1. www.szrf.ru

3.3. ConpoBoxkaeHue peajusanuu 00pa3oBaTe/IbHON MPOrPamMMBbl €
NPUMEHeHNEeM IJIEKTPOHHOT0 00yUeHHUs U JUCTAHIIMOHHBIX 00Pa30BaTEILHbBIX
TEeXHOJIOTH I

OcBoeHMe MpPOrpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHUEM JJIEKTPOHHOTO
oOy4eHHsI M NUCTAaHIIMOHHBIX 0OpaszoBarenbHbIX TexHoJorui (manee — JIOT) mpu
HaJUYMH  OOBEKTUBHBIX  YBAXKHUTEIBHBIX TPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPeooMMMON  cuiibl  (POpC-MaKOPHBIX  OOCTOSITENICTB), MPEMATCTBYIOIINUX
oOyJaromuMcsl W/Wiau TOpernoiaBaTesisiM JIMYHO MPHUCYTCTBOBATH IMPHU MPOBEIACHUU
3aHSATHUS.

B stoM ciyuae qomyckaeTcsi MpOBOAUTD 3aHATHE YIAJICHHO B COOTBETCTBUH C

pacrucaHieM, yYTBEP)KICHHBIM PYKOBOAHMTEIEM CTPYKTYpHOTO IMOJpa3ieieHHus Ha
miardopmax: Zoom, MS TEAMS.




4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
TV CHUILITAHBI IIUKJIA

KoHTposIb 1 OIlEHKa pe3yNbTaTOB OCBOEHUS JUCUUIUIMHBI OCYIIECTBISETCA
[Earorn4eckuM pabOTHUKOM B MPOILECCE NMPOBEACHUS AYAUTOPHBIX 3aHATHM, UTO
NO3BOJIIET NPOBEPUTh y OOy4yaroUMXxcs HE TOJbKO C(HOPMUPOBAHHOCTD
npo(eCCUOHATIBHBIX KOMIETEHLUH, HO W pa3BUTHE OOIIMX KOMIIETEHUUN W
o0OecreunBaroINX X YMEHUH.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pEe3ylbTaToOB  OOy4YEHUs
perilaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeactB (POC) nmo
yueOHoM aucuuruimHe nukina  OIL09  "JlokymeHTanMoHHOE — oOecreyeHue
YIpaBIICHHUS .



