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esab ocBOCHUA YU4eOHOM TMCHUTIIHHBI

[lenr ocBOoeHHME JOUCHUIUIMHBI - (OPMHUPOBAHME HOBBIX  KOMIIETEHIIUH,
HEOOXOJMMBIX ISl BBITIOJIHEHHMS HOBOTO BHJAa TPO(EeCcCHOHATBHON IesTeIbHOCTH,
pUOOPETEHUST HOBOW KBaTU(hUKAITUH.

B pesynbrate 0CBOCHUS JUCHUILIMHBI 00YUYarOIIUNCS TOJKEH:

3HATb

® UCTOPHUIO 3apOXKIEHUS PYCCKOM CHCTEMBI JEJIONPOM3BOJCTBA, OCOOEHHOCTH €€

YIOPABJICHUS, CIEHU(PUKY COCTABIECHUS U OPOPMIIEHUSI JOKYMEHTOB Ha Ha4aJIbHOM

JTAaIe;

OCOOEHHOCTH HUCTOPUHU PA3BUTHUSL CHUCTEMbI FOCYIapCTBEHHOTO JIE€JIONPOU3BOJICTBA

B Poccnu u CCCP;

® 11esd, 3a/1a4¥ ¥ OCHOBHBIE IPUHIIUIIBI COBPEMEHHOTO JIEJIONPOU3BO/ICTBA;

® CTPYKTYpY COBPEMEHHOU CUCTEMBI OPTaHOB I'OCYIAPCTBEHHOIO yIipaBiicHus: PO

0053aHHOCTH OpPraHOB YIPaBJICHUS WM JIOJDKHOCTHBIX JIMI, BBIIYCKAIOIINX

JOKYMEHT;

® HOpMaTHBHbBIE JOKYMEHTBI, COJIepKalllhe MPaBUiia JOKYMEHTHPOBAHNUS;

® BUbI JOKYMEHTOB U UX OTJIMYUTEIbHBIC YEPTHI;

OCHOBHBIE (DYHKIIMOHAJIBHBIE CUCTEMBI JJOKyMeHTanuu B Poccuiickoit denepanuu,

UX XapaKTEPUCTUKY;

® colepKaHWe TMOHATHA YHU(QUUHUPOBAHHBIX CHUCTEM JOKYMEHTALMM, WX LEJH,
KaTeropuu;

® OCHOBHBIE BUJIbI JOKYMEHTHOMN JNEATEIbHOCTH;

3Tarbl Npoliecca IBMKEHHUsI UHPOpMAIMK OT OTIPABUTENS K TOTy4aTelo;

® (yHKUMH, HOPMAaTUBHO-METOANYECKYIO 0a3y yIpaBiIeHHUs JOKYMEHTALHEH;

® opraHu3aiyio HHOOPMAIIMOHHO-TIOMCKOBBIX CUCTEM YUPEKICHUM

® cymHocTh U cTpyKTypy HOVY yupexnenus;

® mpaBa M OTBETCTBEHHOCTHU CIYKObI IOV

® NOXKHOCTHOM M TEXHMYECKH cocTaB pabOTHUKOB ciyxk0bl JIOY u ux
(GyHKLIHMOHATIbHBIE 00S3aHHOCTH;

® Opra’u3anuio J0KyMeHTO000pOTa OpraHu3allNy;

oIpejieJIeHUe LIEeHHOCTH JOKYMEHTOB U IOKYMEHTHON HH(pOpMaIIH;

® o6mue TpeOoBaHMs K CHCTEMaTU3alUK JOKYMEHTOB U (POPMHUPOBAHUIO JET;



BUJIbI HOMCHKJIATYPHI JIET;
MOPSZIOK COCTaBJICHUS HOMEHKJIATYPHI IeT OPTaHU3allNN;

MOPSIIOK XPAaHCHHS JIOKYMEHTOB U (DOPMHUPOBAHHE JIET

OpraHu3alMOHHO-PACTIOPS AUTEIIbHbBIE U uH(OPMAIMOHHO-CITPABOYHbIE
JTOKYMEHTBHI;

TpeOOBaHUSI K CTUIIIO U O(popMITeHHIO ODUITHAIBHBIX JJOKYMEHTOB;

MOPSJIOK YIOTPEOIeHHUs] TEPMUHOB, CJIOBOCOYETaHUHN 1 a00OpeBuaTyp;

cBoiicTBa wuHpopMmanuu s obecrnieueHuss >HPEKTUBHOTO HHPOPMAITMOHHOTO
oOMeHa B cepe ynpaBiieHuUs;

SI3BIK ¥ CTHJIb O(UIIHATTEHBIX TOKYMEHTOB

BH/IbI IEPBUYHBIX IOKYMEHTOB TPYAOYCTPOUCTBA M UX OTIUYUTEIIBHBIC YEPTHI;
coJiep>KaHue TPYAOBOIO JOTOBOpA U 0011IHMe TpeOOBaHUS K €ro 0(hOpMIICHHUIO;
COCTaB JIOKYMEHTOB MIEPCOHAIILHON JTOKYMEHTAIINH;

KOMITJIEKC TOKYMEHTOB KaJpOBOW yUYETHON JOKYMEHTAIIHH;

KJIaCCU(PHKAITIO YIETHBIX JOKYMEHTOB 110 (PMHAHCOBOH JOKYMEHTAIIHH;

OCHOBHBIE JJOKYMEHTBI IO CHA0KEHHUIO U COBITY

HA3HAYCHUE U KJIACCU(DUKAIUIO JIETOBBIX MTUCEM;

OCHOBHBIE TPeOOBaHMUS, IPEABSIBISIEMBIC K JICTIOBOM MEPETIHCKE;

BU/IbI, KATETOPUH TIOYTOBBIX OTIPABICHUN U UX OCOOCHHOCTH;

0COOEHHOCTH 0(OPMIICHHS MUCbMEHHON KOPPECTIOHICHIINH

OCHOBHBIE (hOpMaThl OyMaru Mo MeXIyHapOJHBIM CTaHIapTaM;

cymecTBytomue pacxoxaeaus ¢ popmaramu NCO;

TpeOOBaHMUSI K 3aMIOJIHEHUIO OJIaHKOB Ha MEXyHapPOIHOM YPOBHE;

OCHOBHBIC PEKBH3UTHI MK TyHAPOIHOTO MHChMa, MPaBHIa UX 0(POPMIICHHUS;
OCHOBHBIE BU/IbI JIEJIOBOM KOPPECTIOHICHIIUU IS 3apYOEKHBIX MTAaPTHEPOB

TPYIIBI TOKYMEHTOB, OTHOCSIITUXCS K KOH(DUICHITNATHLHON HH(POPMAIINH;

MpaBuJIa 3alIUuThl JOKYMEHTOB, COACPKANTUX KOMMEPUECKYIO TalHY;

MpoIecC padoThI ¢ JOKYMEHTaMH, COACPKAIIUMU KOH(UICHIINATBLHBIC CBEICHUS;
TEXHOJIOTUIO 00PabOTKH KOHPUACHIIMAIBHBIX TOKYMEHTOB;

ATambl MOATOTOBKU JEIONPOU3BOAUTEIIEM KOHPUACHIINAIBHBIX IOKYMEHTOB;
OCHOBHBIC OTICPAIIMOHHBIE TEXHOJOTHYECKHE CHUCTEMBI OOpabOTKM W XpaHCHUS
KOH(HICHIINATIbHBIX JOKYMEHTOB;

OpraHu3allii0 MPONEAYPHl IMepeAayd W YHHUTOXKEHHUS JIOKYMEHTOB, Jel U

HOCHUTEINeH nHpopManuu



® HOpPMATHBHBIC JJOKYMEHTHI 110 ApXUBHOMY JIEITY;

® crnenu(UKy XpaHEHUs JOKYMEHTOB;

® WCTOYHHMKH KOMILJICKTOBAHHS rOCYIapCTBEHHBIX U MYHHUIIUIIATBHBIX apXHBOB;

® CPOKH BPEMEHHOI'O XpaHEHHS JJOKYMEHTOB,;

® TEXHHYCCKYIO XapaKTEPUCTUKY IEPEIBIIKHBIX M CTAIIMOHAPHBIX CTCIUIAMXKCH;

® CPOKH BPEMCHHOTO XpaHCHHS JOKYMEHTOB apXUBHOTO (poHIa

® OCHOBHBIC BO3MOXKHOCTH KOMITBIOTEPHBIX TEXHOJIOTHH B JCIONPOU3BOICTBE;

® MOJIOXKHUTEIbHbIE M OTPHUIATEIbHBIC CTOPOHBI HCIOIL30BAHUS KOMIIBIOTEPHBIX
TEXHOJIOTUH B JIOKYMEHTOO0OPOTE;

® mpaBuiIa WCIIOJIb30BAHUS JICKTPOHHOTO JJOKYMEHTA,;

® mpuUMeEpbI IPOTPaMMHBIX CPEACTB JICKTPOHHOrO oduca;

® METOJIMKY pabOThI MO CO3/aHNI0, (DOPMATUPOBAHUIO U PEIAKTUPOBAHUIO TEKCTA

yMeThb

® ompenesnATh  MOJIOKUTEIBHBIE W OTPULATEIbHBIE  CTOPOHBI  Pa3BUTHUA
JEIONPOU3BOACTBA HA PA3JIMYHBIX ITANlaX €ro pa3BUTHS,

® XapakTepu30BaTh PA3JIUYHBIE YPOBHU DPa3BUTUS CHUCTEMBI JEIONPOU3BOACTBA W
IIPOBOJAUTH UX CPABHUTEIIbHBIN aHAJIN3;

® ompenenATrb poJib U MECTO JEJIONPOU3BOACTBA B CTPYKTYpPE YNPABICHUECKOIO
TpyAa

® pa3nuyaTh MOHATHUS «TOKYMEHT», KU3IAHHUEY, «JIUTEPATypay, «IIyOIuKaLus»;

® omnpenenATs BUI JOKYMEHTA;

® pasiM4aTh BUAbI CEPUATIbHBIX U3JAHUM;

® kinaccu(UUIUPOBATH CUCTEMBI JOKYMEHTAINH;

® ompenesATh YPOBHH YIIPABICHUS JOKYMEHTALMEN;

® BpIOMpATH TEXHOJIOTHUIO BEICHUSI HHPOPMALIMOHHO-TIOUCKOBOM CUCTEMBI

® COCTaBIATH rpauK JTOKyMEHTOOOOPOTA;

® OCYLIECTBIATh OPraHU3aLUI0 pabOThl C JOKYMEHTAMH;

® IPOBOJMTH PETUCTPALMIO U KOHTPOJIb UCIIOIHEHUS TOKYMEHTOB;

® COCTaBJIATb HOMEHKJIATYPY JI€J1 OpTraHU3alNH;

® ompenenaTh U yCTaHABIMBATh CPOKU XPAHEHHUS JEN

® OCyHIECTBIATH OPOPMIICHUE YIIPABIEHYECKON JOKYMEHTAIIHH;



® pa3MyaTh U COCTABIISITH OCHOBHBIE BUbI PACIIOPAIUTEIbHBIX JOKYMEHTOB;

® CcOCTaBJIATh HHPOPMALIMOHHO-CIIPABOYHBIE TOKYMEHTHI;

® IpaBWJIBHO UCIOJIB30BATh TEPMUHBI U CJIOBOCOYETAHUS

® paznuuath 00s13aTeIbHBIE U JOTIOTHUTEIBHBIE YCIOBHS TPYAOBOIO TOTOBOPA;

® BBIICNATH 003aHHOCTHU KaJpOBOT0 OpraHa Mo BEJCHUIO JINYHBIX J1ET;

® omnpeaensTh OCHOBHBIE 3Talnbl Pa0OTHI ¢ 0OpAIEHUSIMH TPAXK/IAH;

® omnpeaensTh K1acCU(PUKALMIO YUETHBIX TOKYMEHTOB;

® omnpeaensTh BUAbI U GYHKIIMHA JTOKYMEHTOB MO (PMHAHCOBO-PACUYETHBIM OMEPALIUSIM

® COCTaBJIATb OCHOBHBIE BUBI JEJIOBBIX ITHCEM;

® omnpeaensaTh KaTErOpuu M pas3psibl HIOYTOBBIX OTIPABIICHUN;

® pa3nensaTh NUChMa M0 Pa3IUYHBIM 00JIaCTSIM JCIOBOM JIESITEIHLHOCTH;

® BECTH JIEJIOBYIO MEPENUCKY C PA3HBIMH KOPPECTIOHICHTAMU

® paznuyath opMaTel Oymaru o MexayHapodHbIM CTaHAapTaM;

® 3anoJHATH OJaHK B COOTBETCTBUH C MEXAYHAPOJHBIMU CTaHIAPTAMH;

® omnpeaensTb OCHOBHbBIE PEKBU3UTHI MEXAYHAPOIHOIO MTUCHhMA;

® omnpenenATh BUAbI MUCEM B MEXIYHAPOIHON KOPPECTIOHACHIUY;

® NpaBUIIBLHO COCTABIIATh U OTBEYATh HAa MUChMa 3apyOEKHBIX TAPTHEPOB

® pasznuy4aTh JOKYMEHTBI, COJIeprKaliie KOH(PHUIeHIIHAIbHYI0 HH(POPMAIIUIO;

® o0ecneynBaTh 3alIUTY JOKYMEHTOB, COJIEPKAIINX KOMMEPUYECKYIO TaliHY;

® OpaBWIBHO  ONpPENENSATh  ATambl  JIOKYMEHTUPOBaHUS  KOH(UIEHIHUATBLHON
uHdopmanuy;

® [OJATrOTaBIUBAThH M 00padaTHIBATh KOH(DHUICHIIMATBLHBIN JOKYMEHT

® 000CHOBaTH 11€J1€CO00PA3ZHOCTh XPAHEHHUSI IOKYMEHTOB;

® NpaBWJIbHO OPraHU30BbIBATH XPAHEHUE U YUET APXUBHBIX TJOKYMEHTOB;

® o0ecneyuTh COXpPaHHOCTb JOKYMEHTOB OpraHU3alui

® omnpenensaTh KIHYEBbIE MOMEHTBI CUCTEMbI ABTOMATH3ALUHU JAEJIONPOU3BOICTBA;

® OpenoTBpallaTh MOpPUy U NOTEPIO0 HH(POpMaALUK;

® UCHOJIb30BaTh ABTOMATH3ALIMIO PA0OTHI C TOKYMEHTAMH;

® npaBWIbHO 0GOPMIIATH TEKCTOBOM U TpapruecKuii MaTepual;

® HCTOJB30BaTh OCHOBHBIE METOIbI O(DOPMIICHHS TEKCTa

BJIAJIEeTh



METOJMKON paboOThl C HWCTOYHWKAMU (OPMHUPOBAHMSI PYCCKOM  CHCTEMBI
JeJI0NPOU3BOCTBA;

HaBBIKaMHU ompeaesieHus auddepeHImanuu pa3InyHbIX YPOBHENH pa3BUTHUSI CUCTEM
JEJIOTTPOU3BOICTBRA.

HOPMAaTHBHO-METOJMYECKON 0a30ii, perJaMEeHTHUPYIOIICH MPOIECChl CO3/IaHus,
00paboTKH, XpaHEHUS ¥ UCTIOJIb30BAHUS JOKYMEHTOB;

TEOPETUYECKUMHU OCHOBAMHU MOUCKA, PETUCTPAIIMU U UHJEKCAIIUU JOKYMEHTOB.
HaBBIKAMH pabOTHI IO CUCTEMATH3AIIMU JOKYMEHTOB ¥ (POPMUPOBAHUIO JEN.
HaBBIKAMH 0(DOPMIICHHS CITYKEOHBIX TOKYMEHTOB;

CIIOCOOHOCTBIO pa3padaThiBaTh OCHOBHBIE BU/IbI IOKYMEHTOB;

SI3LIKOBBIMM HOPMaMH M CTUJIEM OQUIIHMAIBHBIX JJOKYMEHTOB.

HaBBIKAMH pabOThl C KaJpOBOHM, OTYETHO-CIIPABOYHOW, (PHUHAHCOBO-pacyeTHOM
JOKYMEHTAIINH;

METOJMKOM COCTABJICHUSI OCHOBHBIX JIOKYMEHTOB IO TPYI0yCTPOUCTRY.

HaBBIKaMU Pa0OTHI C JIETTOBON KOPPECTOHACHIINEH;

CIIOCOOHOCTBIO COCTABJISITH M PEJAKTUPOBAThH PA3TMUHbIE BUIBI IETOBBIX MTHCEM.
HAaBBIKAMM  3aIIOJIHCHHS OJIAHKOB B  COOTBETCTBHU C  MEXIYHAapPOJHBIMU
CTaHJapTaMu;

HaBBIKAMHU MMPABWILHOTO HAMKMCAHUS MUChMa 3apyO0eKHBIM MTapTHEPaM.

HABBIKAMH MOJTOTOBKH U 00paOOTKM KOH(PHUICHIIMATBHBIX TOKYMEHTOB;
METOJIMKOU 3alATHl KOMMEPUYECKOU TANHBI.

METOJMKOU MOJrOTOBKH JIOKYMEHTOB JJIsl IEPEIaul Ha ApXUBHOE XPaHEHUE;

HaBBIKaMH OLICHKU U oOecrieucHus COXpPaHHOCTHU JOKYMCHTOB.

TpynoeMKOCTb AMCIUTIIHAHBI

OO6miast Tpy10€MKOCTh JUCHUIUIAHBI COCTABIISCT:
- s TpynoeMkocty 252 ak.4. JIIII - ak.4.;

- s tpynoemkoctu 288 ak.u. JIIII - ak.4.;

- s Tpynoemkoctu 324 ak.y. JIIIT - ak.4.;

- s Tpynoemkocty 576 ak.u. JIIII - ak.4.;

- g tpynoemkoctu 620 ak.u. JIIII - ak.4.;

A3bIk 00pa3oBaHus (A3bIK 00y4eHMS)



S3b1K 00pa3oBaHMs (SI3bIK 00YUEHUS): PYCCKUM SI3bIK.

YueOHO-MeTOAMYECKOE o0ecriedeHue Y4eOHOM U CIIUTITHHbBI

a) OCHOBHasl JIUTepaTypa:

JlokyMeHTaImoHHOe 00ecTIeueHre YIPaBICHHsI 00pa30BaTEIHbHON OpraHu3aInuei:
KypC JIEKIIUH / KOJUIEeKTUB aBTOpOB. - Mockaa : U3n. nentp AHO JITO «MockoBckas
akajgemus mpodecCUOHANIBHBIX KoMneTeHIni», 2019. - (2019). - TekcT : 371eKTPOHHBIH -
URL: https://pedcampus.ru/chapter/?chapter=264440,
https://rosprosvet.ru/chapter/?chapter=264440, https://eped.ru/chapter/?chapter=264440,
https://znaum.ru/chapter/?chapter=264440 (tpeOyeTcs aBTopU3aIus)

0) TONOJIHUTENIbHAS JIUTEpaTypa:

B KauecTBEe JIOMOJHUTEIBHOW JUTEpaTyphl PEKOMEHIYEeTCS HCIOJIb30BaTh
IuTEepaTypy, INepeueHb KoTtopoil coaepxkutcsi B Hacrosmed OIl JIIT B crucke

JOTIOJIHATEIIBHON JINTEPATYPBHI.



