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PABOYAS ITPOTPAMMA YUYEBHOI AUCHHATILIMHBI
OIL12. JloxymenTannonHoe o6ecnedenne yupaBJieHus

CremmanbrocTs 23.02.04 Texanyeckas SKCILTyaTallksl OABEMHO-TPAHCIIOPTHBIX,
CTPOMTENIBHBIX, IOPOXKHBIX MAIINH ¥ 000PYIOBAHHS
(o otpacisam)
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PaGowas  mporpamma y4eOHOH  mucummmmsr  OIL12. HOKYMEHTAILIMOHHOE
OBECIIEYEHUE VIIPABJIEHIS paszpabotaHa Ha OCHOBe @enepanpHOro TrOCyTapCTBEHHOIO
00pazoBarensHOro CTaHZIaApTa CPEAHETO NPOGECCHOHATEHOrO 00pa3oBaHHUs MO CIeMHATBHOCTH 23.02.04
Texumeckass  skcrutyararms TIO(bCMHO-TPaHCTIOPTHBIX,  CTPOUTEIIBHBIX, JAOPOXHBIX MAallMH H
obopynoBanus (o OTpacyIsM), YTBEPKIECHHOIO IIpukazom Mumncrepersa o0pasoBanus u Hayku P® or 23
sHBaps 2018 roma Ne 45 u IIpumepHoii 0OcHOBHOH o0pa3oBarebHOi NIPOrpaMMEI.

Opranu3sanus-paspaGoramk: TyuxoBckmii puman Mockogckoro TIOJIUTEXHUIECKOrO YHUBEPCHTETA

Pa3paGorunx:

TuroBa Caernana CepreesHa — npemnonasares o0pa3oBareabHOi nporpammbr 23.02.04 Texauueckas
SKCIUTyaTalyisl  [OABEMHO-TPAHCIIOPTHBIX, CTPOUTENBHBIX, MOPOXHBIX MAllHH K obopynoBarus (o
OTpacysiM)

Pa6ouas mporpamma YYEeOHOH IMCIMILTHHEI PaCcCMOTpEHa M PEKOMEHIOBAaHA K YTBEPXKACHHIO Ha
34CCIaHHH KOMHCCHH 00pa3oBaTeIbHOIM nporpamMmer 23.02.04 Texnuueckas 9KCIUTyaTalys I10bEMHO-
TPaHCTIOPTHBIX, CTPOUTENBHBIX, IOPOXKHBIX MAIIMH U 00opynoBaHus (o OTpacsm)
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PEIIEH3USA
Ha pabo4yio IporpamMmy oOLIENPOPECCHOHAIBHOM AUCIUIIIAHBI
OIL12 «JlokyMeHTallHOHHOE O0eCTieYeHHe YIIPaBIEHHI
cnenuanbHocTH 23.02.04 TexHuueckas SKCILTyaTalus II0{bEMHO-TPAHCIIOPTHBIX,
CTPOHUTEINBHBIX, JOPOXKHBIX MAIMH U 000PYIOBaHHMS
(o oTpacisam)

Ilporpamma  cocraBmena Ha  ocHoBe  (MejepalbHOrO  TOCYAapCTBEHHOIO
00pa3oBaTeNbHOrO CTaHAAPTA CPENHETO TNPOMECCHOHANFHOTO O6pa30OBaHUS IO
cnenuanpHocTH  23.02.04 Texmmdeckas 9KCIUTyaTaldss — IIOXBEMHO-TPAHCIIOPTHBIX,
CTPOMTEIIBHBIX, TOPOXKHBIX MAIIMH U 060pyIOBaHUS (TI0 OTPACIIIM).

Pabouas mporpamMma y4e6HOM JUCIHUILIMHBI HMEET YETKYIO CTPYKTYPY M BKIIOYAeT
BCS HEOOXONHMMBIE 3JIEMEHTBI: CTPYKTYpa M COJAEP)KaHHe y4eOHOW IUCIHUILIHHEL
YCIIOBHS pealu3allii MpOrpaMMbl y4eOHOM IUCHWIUIMHBI, KOHTPOJIb M OLEHKA
Pe3yIbTaTOB OCBOCHUS YIEOHOM MUCIMILIAHEL

B macnopre pa6oueii mporpamMmsl yueGHON AMCHMIUIHHBI COCTABUTENb MOJIHO H
TOYHO OIMCal BO3MOXXHOCTH HCIOJIE30BaHMS JAHHOM HpOrpaMMbl, TpeGOBaHHS K
YMEHHSAM M 3HaHUSM, pe3yJbTaTaM OCBOEHMs IHUCLUILUIMHBI, KOTOPEIE COOTBETCTBYIOT
OI'OC.

Pabouas mporpamMma y4eGHOM IMCLUMIUIMHEI COCTaBI€HA JOTHYHO, pa3feibl
BBIZIENICHBI TUAKTHIECKH 11enecoobpasHo. [locneoBaTensHOCTh TeM, IPEAIaraeMbIX K
M3YHCHHIO, HaNpaBlIeHa Ha KayeCTBEHHOE OCBOEHHME ydeGHOro Marepuaia. Buisl
CaMOCTOSATENBHEIX PaboT MO3BOJIAIOT OOOOIIUTE U yrIIyGHTh M3yYaeMEI MaTepHal, U
HalpaBJIeHbl Ha 3aKpeIUIeHHEe YMEHHUS IIOUCKa, HAKOILIEHHs U 00paboTKy MH(GOpMaIHH.

AHanus pasfena «YCI0BUs pealn3allii IpOrpaMMBbD», II03BOJISET CAENATh BEIBOJ,
YT0 00pa3oBaTeNbHOE YUPEXEHHE DAcIoaraeT MAaTepUATbHO-TEXHUYECKONW O6a3oi,
OTBEYAIOLIe#l COBPEMEHHBIM TPeOOBaHUSIM MOATOTOBKH CIIELHATUCTOB, 00ECIIeYMBAET
[IPOBCICHHE BCEX BHUJOB NPAKTUYECKMX 3aHATHH. [lepedeHp peKOMEHIAyeMOH W
AOTIOJIHUTENBHOM JIMTEPaTyphl BKIIOYAaeT OOIIENOCTYNHbIE MCTOYHHKM, M3IaHHBIE B
II0CIIEIHEE BpeMS.

OcHOBHBIE TOKa3aTeNW OLEHKM pe3yibTaTa IO3BONSIOT JUATHOCTHPOBATH
YCBOCHHE COOTBETCTBYIOUIUX 3HAHHM U YMEHHUH.

IIpencrasnennas mporpamMma y4eGHoN aucuummuael OIT.12 «J[oKyMEHTAaLHOHHOe
obecrieyeHre ynpaBIeHHs» COLEPXKATelbHa, UMEET NPAKTHIECKYI0 HAIPABIEHHOCTS,
BKJIFOYACT OCTaTOYHOE KONHUYECTBO PAa3sHOOOPA3HBIX 3JIEMEHTOB, HAIpPaBIEHHHIX Ha
Pa3BUTHE YMCTBEHHBIX, TBOPYECKUX CIIOCOOHOCTEM 00yYarOIIIXCH.

B uemom, nporpaMMa y4eGHOM MMCHMIUIMHEI NOCTATOYHA IS MOATOTOBKH
CHENHaTUCTa CPEAHETO 3BE€HA IO crienuanbHOCTH 23.02.04 TexHuueckas 3KCILTyaTalys
TIObEMHO-TPAHCIIOPTHBIX, CTPOUTENbHBIX, JOPOXHBIX MalllMH W 00O0pynoBaHHs (IO
OTPacysiM). " = )
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CO/IEP,KAHHUE

OBIIASAA XAPAKTEPUCTHKA PABOYEIl NPOTPAMMBI YYEBHOWN 4
TUCHUTIIMHBI

CTPYKTYPA M COJEP)KAHUE YUYEBHOM JUCIUILINHBI 4

YCJIOBUSI PEAJM3AIIMM PABOYEN TIPOTPAMMBI YYEBHOW 11
TUCHUIINHBI

KOHTPOJIb M OLEHKA PE3VJbBTATOB OCBOEHMSI YYEBHOW 12
JTUCHMUIIIMHBI



1. OBIIASA XAPAKTEPUCTUKA PABOYEM ITPOTPAMMbBI YUEBHOM

1.1.
VYyeOHas

JUCIUITIJIMHBbI

OI1.12. lokymeHTalHOHHOE O0ecnieyeHue YIpaBJIeHHUs

MecTO0 IMCHUIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI NMPOrpaMMbl

JUCHUITIIIMHA QHOKyMeHTaHHOHHOG

obecrieueHue

yIpaBJICHUE

00s3aTenbHON YacThio 001IenpodecCHOHAIBHOIO KA OCHOBHOM 00pa3oBaTENbHON MpOrpaMMbl B
cootrBerctBUU ¢ PI'OC CIIO mno cneumansHocTH 23.02.04 TexHuueckass 5SKcIUTyaTalysi MOIBEMHO-
TPAHCIIOPTHBIX, CTPOUTENBHBIX, TOPOKHBIX MAIIMH U 000PYIOBaHUS (IO OTPACIISIM).

Oco0oe 3HaueHue AMCUUIUIMHA uMeeT npu popmuposanuu u pazsutur OK 01, OK 02, OK 03, OK 04,
OK 05, OK 09, OK 10.

1.2. Leap 1 niianupyemblie pe3yJIbTaThbl 0CBOCHUS M CHMIIJIMHbI
B pamkax nporpamMmsl y4ebHON ANCUUMAVHBI 00yYaloWwmMMNCA OCBaNBalOTCSA YMEHUS
N 3HaHUA
Koapl YMenus 3Hanus
KOMIIeTEHIIU
OK 01 - 0hOopMIATH JOKYMEHTALUIO B | - TIOHATHE, LeNH, 3a7a4u u
OK 02 COOTBETCTBUHM C HOPMATHBHOM 0a30M, B | MPUHIIMIIBI AEJIONPOU3BOJICTBA;
OK 03 TOM  4YuCJI€ C  WCHOJIb30BAHUEM | - OCHOBHBIE MOHATHUS
OK 04 MH()OPMAITMOHHBIX TEXHOJOTHUIA; JIOKYMEHTAllMOHHOTO obecrnieueHust
OK 05 - OCBauBaThb TEXHOJIOTHH | YIPaBIICHHUS,
OK 09 aBTOMATHU3UPOBAaHHOMN 00pabOTKH | - CHCTEMBI JIOKYMEHTAIlMOHHOT O
OK 10 JOKYMEHTALUU; obecrieueHrs ynpaBleHus;
I1IK 2.4 - WUCIIOJIb30BaTh YHU(UIIMPOBAHHBIC | - KIACCU(PUKAIMIO TOKYMEHTOB;
JIP 4, JIP 6, (hOpMBI TOKyMEHTOB; - TpeOOBaHUS K COCTABICHUIO H
JIP 14,JIP 16, | -  oOCYILIECTBIATH XpPAHEHHWE U MOUCK | OPOPMIIEHUIO JOKYMEHTOB;
JIP 18, JIP 19, | nOKyMEHTOB; - OpraHu3aIuio J0KyMEHTO000poTa:
JIP 20 - -HCIOJbh30BATH nmpueM, 00pabOTKy, pErucTpaluio,
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUH B | KOHTPOJIb, XpPaHEHHE JIOKYMEHTOB,
AJIEKTPOHHOM JIOKyMEHTO000pOTE. HOMEHKJIaTypy JIe.

2. CTPYKTYPA U COAEP KAHHUE YUEBHOU JUCHUIJINHBI
2.1. O0bem y4eOHOIl JMCUMIVIMHBI U BUIbI Y4e0HOIi padoThl

Bun yyeOHo# padoThI O0bem B yacax
O0beM 00pazoBaTe/IbHON IPOrpaMMbl YU4eOHOH JUCHUTIIUHBI 48
B T.4. B (popMe NpaKTHYECKOl MOATOTOBKHU

TeopeTHuecKoe o0ydeHue B (popMe MpaKTHIECKOH OATOTOBKH 10
NPaKTHYECKHE 3aHATHS B OPME IPAKTHICCKOI MOJITOTOBKU 10
caMocTosTeNbHas paboTa B popMe MPaKTUIECKOH MOATOTOBKU 3
BT. 4.

TEOpETHUIECKOe 00yIeHNE 12
MIPAKTUYECKUE 3aHATUS 8
caMoCTOsATeNbHAA padoTa 3
IIpomeskyTouHasi arrecranus — AU depeHUpPOBAHHBIN 3a4eT 2

ABIIACTCA




2.2. TeMaTU4YeCKNM NaaH 1 cogep>xaHne y4ebHom ancumnianHbl

HaumeHnoBanue pa3nesion Conep:xaHue yueOHOro MaTepuasa u (pOpMbl OPraHU3aANMU AeSITeIbHOCTH 00YYAKIINXCSA O0ném| Koabl komnerenumii,
U TeM 4acoB ¢opmupoBanuio
KOTOPBIX
cnocodcTByeT
3JIEMEHT IPOrpaMMBbI
1 2 3 4
Paszgea 1. lokymeHTHpPOBaHHE YIIPaBJIEeHYECKOM 1eATeJIbHOCTH.
Tema 1.1. IlonsiTus, neau, | Jexkuusa. Cogepxxanue yueOHOro marepuaJia 2
3aa4M U NPUHIUIBI — -
1e10NPON3BOICTEA B Ilonsitue 0 1OKyMeHTaX, CBOMCTBAX U (PYHKUMAX JOKYMEHTOB B PO ecCHOHAIBHOMU
npo¢eccuoHaIbLHOM ACATEILHOCTH
NeHTENbHOCTH [ToHsTHS «1ETOMIPOU3BOJICTBOY, «JIOKyMEHTallMOHHOE obecneuenue ympasieHus (JOY)». OV OK 01
KaK (yHKIMs yOpaBlieHUs, €€ MECTO Cpelu Apyrux (pyHkuuii ynpasieHus. Jlenonpou3BOACTBO, OK 02
Kak cuctemMa paboThl C JOKYMEHTaMHU. YIIpaBJieHUYECKas AEATeIbHOCTh M JEJIOMPOU3BOACTBO. OK 03
3HaueHne JOKYMEHTOB JUIsl peajlu3allid  YIpaBJIEHYECKUX pemeHuil. [7naBHas  wmenb OK 04
JIENONPOU3BOCTBA — WH(OPMALIMOHHOE OOecreueHue ynpaBlieHus. 3aauydl JOKYMEHTAIMOHHOTO OK 05
oOecrieueHNs YIPaBJICHUSA: CO3/laHUE JOKYMEHTOB; Iepejadya JOKYMEHTOB JJsi WCHOJHEHUS U OK 09
MPUHATHS PEUICHUI; perucTpaius JOKYMEHTOB; KOHTPOJIb 33 MCIOJHEHHEM, MOUCK JTOKYMEHTOB. OK 10
VYHuukanus W CTaHZAPTU3aLUs  YOPaBICHUYECKHX  JIOKyMEHTOB. DyHKIMH  CIIyXObI [IK 2.4
JIEJIONPOU3BOJICTBA B CTPYKType OpraHu3anuu. TUIOBbIE OpraHU3aIlMOHHBIE CTPYKTYPBI CIY>KOBI JIP 4, JIP 6,
JIeNIOTIPOU3BOACTBA. JIOMHKHOCTHOM cOCTaB  CIy>KOBI  J1eOnpon3BOACTBa. OpraHu3alnoHHBIC JIP 14, JIP 16,
dbopMbl paboThl ¢ AOKyMeHTamH. JIOMKHOCTHBIE HHCTPYKIIMM KaK OCHOBHOM HOPMATHUBHBIN JIP 18, JIP 19,
JIOKYMEHT, ONpEJENSIIOIINNA OpraHu3allMOHHO-TIPaBOBOE MOJI0XkeHue paboTHMka. HopmupoBanue JIP 20
Tpyna paboTHUKOB ciayxO0bl JIOY, THUMOBBIE HOpMATHBBI BPEMEHH Ha JEIONPOU3BOICTBEHHBIE
paboTel. Pa3menienue cTpyKTypHBIX noapasaencHuii ciry k0t JIOY. YcenoBus Tpyna, opraHu3aus
u obopynoBanue padbounx mect. [lopsiiok xpaHeHus meuyaTeil, OJaHKOB W MpaBWiIa MOJIb30BAHUS
UMHU.
Tema 1.2. Opranuszanus Jlekuusi. Coep:xkaHue y4eOHOIr0 MaTepuajia 2 OK 01
JAOKYMEHT0000poTa: Opranuzanus 10KyMeHT0000poTa, YYET U ero 00bEéM B IpohecCHOHAILHOM JesiTeIbHOCTH. OK 02
npuém, 00padoTKa, TToHATHE TOKYMEHTOOGOPOT. OK 03
perucrpanus, KOHTPoJab, | [lepeueHr AOKyMEHTOB, He moJUIekalMX peructpauun B ciayx6e JJOVY. Knaccuduxarop OK 04
XpaHeHue J0KYMEeHTOB, KOPPECIOH/IEHTOB. Knaccudukarop CTPYKTYPHBIX NOJIpa3AciICHU M. IlopsinkoBeie OK 05
HOMEHKJIATYypa JeJl B perucTpallMoHHble HoMepa. JlOMOJHUTENbHbIE PEKBU3UTHI, UX omnpezaeneHue. OCHOBHbBIE OK 09
npogeccnoHaIbHOM peructpanoHHble (JOPMBI: KypHaJIbHAs U KapTOoyHas. PerucTpalimoHHO-KOHTPOJIbHBIE KapTOUKU OK 10
NAeATeIbHOCTH (PKK) ux 3anonnenue. @DopMbl pEruCTPALMOHHBIX KYPHAJIOB BXOISIIMX, HCXOAAIIUX U I1K 2.4




BHYTPEHHHUX JOKYMEHTOB.

IpakTnyeckoe 3ansiTue. [lpakTnyeckasi padora Nel

Odopmuts x)ypHan peructpanuu. [lpomsBectn peructpanmo gokymeHTanuu. [loaroroska mem
apXMBHOMY XPaHEHHUIO.

CamocTtosiTesibHasA padoTa 00y4YaloImMXcst

[Tpoananu3upoBaTh W M3YYUTh OPTaHU3AIMIO JOKYMEHTOOOOpOTa 0a3bl MPAKTUKUA MPEATNPHUITHS. HJ}I,PIj’ ﬁg ?’6
BrisiButh ero ocobennoctu. CocTaBUTh MOJIENIb OpraHU3aIK JOKyMEHTO000pOTa. 1P 18, JIP 19’
Pa3zpaGoraTte M 00OCHOBaTh MPEAJIOKEHHUS IO OPraHU3alUU PETHCTPALUU U HH(OPMAIIOHHO- HI” 20 ’
CIPaBOYHOU pabOTHI AJisi KOHKPETHOTO NPEIIPUSATHSI.

Tema 1.3. Cucrembl Jlekuusi. Copep:kaHue y4eOHOI0 MaTepuaia OK 01

AOKYMEHTAIHOHHOTO O0mme TpeGoBaHusi K O0GOPMIIEHHUIO JOKYMEHTOB. YHUQPUIMPOBAHHBIE  CHCTEMBI OK 02

ol0ecrieyeHust JNOKYMEHTAallui, NpHUMeHseMble B cdepe ympasineHus. CTaHgapThl Ha YIPaBICHUYECKYIO OK 03

ylnpaBJieHusl B JIOKYMEHTAIIUIO. OcobeHHOCTH ABTOMAaTU3HPOBAHHOM CHUCTEMBI: MIPEUMYIIECTBEHHOE OK 04

npo¢ecCHOHATBLHOM UCIIOJIb30BAHUE; BBINIOJIHEHUE TPYAOEMKHUX IMpOLEAYp IO COIJaCOBAaHUIO;, IPUMEHECHHE OK 05

AeATeJIbHOCTH perucTpanMoHHbIX (OpM; BelleHHe KOHTPOJs. BbIOOp KOHKPETHOrO MpOrpaMMHOIO MPOIYKTa AJIs OK 09
aBTOMAaTHU3ALMU JIEIO0NPOn3BoACTBA. KoMIbroTepr3anys AeI0NpOU3BOICTBA HA MPEANIPUSTUN KaK OK 10
ycioBue BHeApeHus: ['ocy1apcTBEHHON CHUCTEMBI JOKYMEHTAIIMOHHOTO OOECTeueHuUs yIpaBIeHHUs. I1IK 2.4
Mamunountaemass JokyMeHTauus. Hocutenn, npuMeHseMble IIPU CO3JAAHMM JTOKYMEHTOB, H JIP 4, JIP 6,
TpeboBaHus K ux odopmiieH6uto. CocTaB, MOPSJAOK PACIOJIOKEHUS W TpaBHiIa OGOPMIICHUS JIP 14, JIP 16,
OCHOBHBIX PEKBU3UTOB JIOKYMEHTOB. OJIEKTPOHHBIN JOKYMEHTOOOOpOT. DJEKTpOHHAs I04Ta. JIP 18, JIP 19,
Hasznauenue u Bo3amoxxkHoctu IHTEpHET. JIP 20
IpakTnueckoe 3ansitue. [lpakTuueckas padora Ne2
Pabota B cucreme.

Tema 1.4 Jlekuusi. Coep:xkanue y4eO0HOIro0 MaTepuasa

Kaaccnpuxanus Cnoco0bl co31aHus JOKYMEHTOB, CIIOCOOBI HX (PMKCAIMM HA Pa3IUYHbIX HOCUTEISAX

AOKYMEHTALIMHU. OyHKIMA AOKyMEHTa: HH(OpMaIMOHHAs, KOMMYHUKAaTHBHAs, YIIpaBJI€HYECKas, IMpaBoOBas,

TpeGoBanus yu€THasi, COLMalbHas, KyJbTypHas, wucropuyeckasd. OCOOEHHOCTH OQUIMAIBHBIX JUYHBIX

COCTABJIEHUIO U JIOKYMEHTOB. JIOKyMEHTHI OOLINM, aJMUHHCTPATHUBHBIM BOMpoOcaM, MO (YHKIUSM YIIPaBICHUS.

opopMIIeHUIO Cny>xeOHble TOKYMEHTbI, UCIIOJIb3yEMbIE€ B TEKYIIEH AEATEIbHOCTU Ha MPEANPUATUSAX TOPTOBIIH.

AOKYMEHTOB B OOmepoccuiickuii  knaccudukarop ynpaieHdeckod pokymenramuu (OKVY]l). Texuuueckas

npogeccnoHaIbLHOM nokyMmeHrtanus. Knaccudukanuss [OKyMEHTOB IO HAMMEHOBAHMUSM, MECTY OCTaBJIEHUS, I10

AeATeJILHOCTH CoJIepKaHuIo, Mo GopMe, CpoKaM HCIOTHEHUS, TPOUCXOKACHUIO, BULy HHPOPMAIIHH, CPEICTBOM

¢dukcammu. XapakTepuCTHKA MOUTMHHUKA, KOITUH, BBIIACKH, Ty0OIuKaTa.
[Tonsitue pexBU3UTOB. ['paduueckue peKBU3HUTHI: repl, meuaTh, SMOIeMa, TOBAPHBIA 3HAK (3HAK




obOcimyxuBaHusi). TEKCTOBBIE PEKBHU3WTHI: MPOCThIC (BUA JOKYMEHTa, Jara, HOMEp JIMCTa) U
cinoxHble (rpudbl yTBEp)KIEHUS, corjacoBanue, azapecar). OOs3aTenbHble PEKBU3HTHI:
HAaMMEHOBAaHME OpraHu3alluM, Jara JOKYMEHTa, PErHMCTPAllMOHHBIM HOMEp, TEKCT, IOJIHUCH.
[locTosiHHBIE pPEKBU3UTHI: HAMMEHOBAHWE BHJA [OKYMEHTa, HAWMEHOBAHHME OpraHU3AlINH,
CIIpaBOYHbIC JIAaHHBIE OT OpraHu3anuu o jp. [lepeMeHHbIe PEKBU3UTHI: AaTa JOKYMEHTA, 3ar0JI0BOK
K TEKCTYy, OTMETKa 00 UCIOoJIHeHUH, TeKCT U ap. ['oct P 7.0.97-2016. YHuHUIMpoBaHHbIE CHCTEMBI
JIOKyMEHTaIlMu. PacmonoxeHne peKBU3UTOB U TpaHUI] 30H Ha (opmare A4 yrimoBoro OiaHka u
npogoiapHoro Osanka. @opmynsp — oOpasen [goKymeHTa. TexHuueckue TpeOOBaHHS K
0(hOPMJICHHIO JIOKYMCHTA.

IpakTnueckoe 3ansitue. [lpakTuueckas padora Ne3

[Topsnoxk pacnonoxxenus: pekBu3utoB. Padora ¢ ['oct P 7.0.97-2016.

Tema 1.5. Jlekuus. Conep:xxanne y4e0HOro marepuajia OK 01
OpranusannonHo- Bunpl u HazHavYenne qokymenTanuu. Knaccudukanus OP/L. OK 02
pacnopsiiuTe/IbHbIe OK 03
AOKYMEHTBI. OK 04
Kaacenpurxanus OP/L. OK 05
Tema 1.5.1. Jlexnus. Coaepxanue y4e0HOro MaTepuaJa OK 09
Opranu3annoHHbIe Buasl 1 HazHaueHue JokyMeHTamuu. CocTaB U 0COOCHHOCTH O(QOPMIICHHUS OpPTraHU3aIlMOHHBIX OK 10
JOKYMEHTBI. NOKyMeHTOB. OpraHu3allioHHas JOKyMEHTAIMsl: TIOJOXKEHHE, ycTaB, HHCTpyKuus. llopsimox 1IK 2.4
oopmiteHHs, pEKBU3UTHI, OTIIMYUTEIbHbIE 0COOCHHOCTH OPTaHU3AIIMOHHBIX JOKYMEHTOB. JIP 4, JIP 6,
IpakTuyeckoe 3ausitue. [IpakTuyeckas padora Ned JIP 14, JIP 16,
Pabota ¢ opraHumzanuoHHOW JokymeHTanuei. IIpaBuna cocraBieHHs OpPraHU3aLMOHHBIX JIP 18, JIP 19,
JIOKYMEHTOB. JIP 20
Tema 1.5.2. JlekuuonHoe 3ansTHe B GopMe NPAKTHYECKOH OATOTOBKH OK 01
PacnopsiguresibHbIe Coaep:xanue yueOHOro MarepuaJia OK 02
JOKYMEHTBI. Buabl u Ha3HaveHHe JoOKyMeHTauuH. CoCcTaB U 0COOCHHOCTH O(OPMIICHHS PACIIOPSAUTENBHBIX OK 03
JIOKYMEHTOB. OK 04
PacniopsinuTenbHble TOKYMEHTBI: IPUKA3bl, PELICHUs, PACHOPSKEHUS], YKAa3aHHsl, TOCTAaHOBJICHHUSI. OK 05
IIpakTHuyeckoe 3ansiTHE B (POPMe NPAKTHYECKOM MOATOTOBKH. OK 09
IlpakTHyeckas padora Ne5. OK 10




Oco0eHHOCTH TIOATOTOBKH PACTIOPSAUTEIBHBIX TOKyMEHTOB. OCOOCHHOCTH MOATOTOBKH MPHUKA30B
mo Jau4HOMYy coctaBy. CocTaBUTh IpUKa3 00 wuTorax paboTel ¢ jgokymeHtamu 2021r. B
KOHCTATHPYIOIICH YacTH YKa)KUTE Ha HU3KYIO TPEOOBATEIHHOCTh PYKOBOJUTENCH MOIpa3AciieHUui
K KauecTBY MOATOTOBKH JIOKYMEHTOB U KOHTPOJIS 33 UX HCIIOJHEHHEM. B pacnopsauTenbHON YacTu
oOpaTnTe BHUMaHUE PYKOBOJIUTENICH Ha TIOBBIIICHHE TPeOOBATETHLHOCTH K PabOTHHKAM B YacTH
paboTel ¢ pokymeHTamu. JlaliTe 3amaHue pabOTHUKY, OTBEYAIOUIEMY 3a JEJIOMPOU3BOJCTBO,
pa3paboTaTh MEpHI MO YIYUIICHUIO dTONH PaOOTEHI.

[ToAroToBbTE MPOEKT PACTIOPSHKEHUS O MPOBEACHUN PEMOHTHBIX padoT. B koHcTaTHpyIOLIel yacTu
yKa3aThb 1elb M3JaHUsl PacCHoOpsOKEHUs (B CBSI3M C aBapUMHBIM COCTOSIHUEM OTOIUTEIbHOM
cuctembl). B pacnopsauTenbHOW dYacTh yKa3zaTh CpPOKM HPOBEACHHS PEMOHTHBIX padoT,
OTBETCTBEHHBIX.

I1IK 2.4
JIP 4, JIP 6,
JIP 14, JIP 16,
JIP 18, JIP 19,
JIP 20

Tema 1.5.3.
HNudpopmannonno-
CIIPABOYHbIE IOKYMEHTbI

JlekuuoHHoe 3aHATHE B (JopMe MPAKTHUECKO MOATOTOBKHU
Conep:kaHue y4e0HOI0 MaTepuaJia

Buabl u HazHaveHue nokymeHTauuu. CoctaB U 0COOCHHOCTH OdopMIIeHHsS HH(POPMAIIMOHHO-
CIIPaBOYHOM JTOKyMEHTaluu. JlOKyMeHTHpOBaHUE WH(GOPMAIMOHHO-CIIPABOYHBIX MAaTepPHAIIOB:
CITpaBKH, JOKJIAIHbIE U OOBSICHUTEIBHBIE 3aIIUCKU, aKThl, TEIETPAMMBI, TEIe(POHOTPAMMBI, (aKCHI.
OdopMieHre JEIOBbIX THCEM.

IIpakTnyeckoe 3ansitue B GopMe NPaAKTHYECKOH MOATOTOBKH.
IIpakTuyeckas padora Ne6.

OcoO6eHHOCTH TOJATrOTOBKM HH(OPMALMOHHO-CIIPABOYHBIX JOKyMEHTOB. COCTaBUTE JOKJIAJHYIO
3alUCKy ceKpeTaps-pedepeHta pyKOBOIUTENIO MPeanpusiTus 00 yrepe paboTHukoM CTernaHoBBIM
I'. nucema-3anpoca, NOCTYNHMBIIErO B ajgpec npeanpusatus 2 wmecsua Hazan. CocTaBuTh
JOKJIQ/IHYIO 3alHMCKy O MIPUYMHAX HECBOCBPEMEHHOTO MPEICTaBICHUsI HH()OPMAIH O BHITIOJTHEHUU
IpuKa3a Aupexkropa. OcTalbHbIe PEKBU3UTHI YKa3aTh CAMOCTOSTEIIBHO.

CocTaBUTh OOBSCHUTEIBHYIO 3aIIUCKY O MPHYUHAX MPOITYCKOB 3aHATUH 1O TEXHUKE 0€301acHOCTH,
KOTOpble OBUIM OpraHU30BaHHBI I Bcex palorarommx Ha npeanpustuu. Hepoctaromue
PEKBU3UTHI YKa3aTh CAMOCTOSTEIBHO.

Ha ocHoBe npukasa aupeKkTopa NpeJIpHUATAs COCTaBUTh aKT O CIIMCAaHUU TOBAPHO-MAaTEPUATIbHBIX
neHHocte «O MpOBENEHMH HWHBEHTapU3allUd TOBAapHO-MAaTEpUAIbHBIX LIEHHOCTEW». B akre
JIOJDKHO OBITH OTMEYEHO, YTO HE MOAJAI0TCS PEMOHTY UM HE MOTYT OBITh PEaIM30BAHbl yKa3aHHbIE
HIDKE LIEHHOCTH, U OHU IIOJJIEXkKAT CIIMCAHUIO U UCKIIIOYEHHIO U3 y4eTa.

OK 01
OK 02
OK 03
OK 04
OK 05
OK 09
OK 10
I1IK 2.4
JIP 4, JIP 6,
JIP 14, JIP 16,
JIP 18, JIP 19,
JIP 20

Tema 1.5.4. JlokyMeHTBI
10 JUYHOMY COCTABY
(kaapoBbIe JOKYMEHTHI)

JlekunoHnHoe 3aHsTHE B JOpMe NPAKTHYECKOH MOATOTOBKH
Conep:kanue y4e0HOIro MaTepuaJia

Buabl 1 Ha3HAYEHHE AOKYMEHTAIUU. I[OKyMeHTI/IPOBaHI/Ie TPYAOBLIX I[paBOOTHOIHeHI/Iﬁ

OK 01
OK 02
OK 03




CoctaB U 0COOCHHOCTH OQGOpPMJICHHSI JOKYMEHTOB IO JIMYHOMY cOCTaBy. KomrmiekroBaHue OK 04
nugHoro nena. ABroouorpadus. Pestome. 3asBienne o npuéme Ha padoty. [Ipukassl 1o TuaHOMY OK 05
cocrtaBy. JIMuHBINA TUCTOK MO yu€Ty KaapoB. TpymnoBoii moroop. [IpaBuna Beaerus u ohopmieHUS OK 09
TPYAOBBIX KHUKEK. OK 10
IIpakTH4yeckoe 3aHsATHE B (POPMe NPAKTHYECKON IMOATOTOBKH. I1IK 2.4
IMpakTnueckas padora Ne7. JIP 4, JIP 6,
CocraBieHne TpyJI0BOTO JIOTOBOpa, 0POpMIICHHE TPYIOBBIX KHIKEK. Hamucars aBroOuorpaduto, JIP 14, JIP 16,
HEoOX0ouMYI0 JUTsi 0oopMIIeHHS JOKYMEHTOB IPH MOCTYIUIEHHH Ha paboTy. Hamucartes 3asBreHnue JIP 18, JIP 19,
0 TPEIOCTABIICHUU aJMUHUCTPATUBHOTO OTIyCKa IO CEeMEHHBIM oOcTosiTenscTBaM. OcTanbHBIC JIP 20
PEKBHU3HUTHI yKa3aTh caMoOCTOATENbHO. COCTaBUTH MPOEKT TPYAOBOTO JOrOBOpa HpU NMpUEME Ha
paboty. Bce pekBH3HUTHI yKa3aTh CAMOCTOSITEIHHO.
CamocrosiTesibHasi padoTa 00y4auuxcs
CoctaButh aBTOOMOTpaduio, pe3oMe, HamucaTh 3asiBICHHE O NpuéMe Ha paldoTy (ykaszaTb Bce
HE00XOIUMbIE PEKBU3HTHI).
Tema 1.6. Texuuueckasn Jleknusi. Coepkanue y4eOHOro MaTepuajia OK 01
AOKyMeHTalus OcHoBononarapuue J0KyMeHTHI 110 0Ka3aHuIo ycayr no TO u pemonTy aBTomMo0uieit B P®: OK 02
[TonoxeHne 0 TEXHUYECKOM OOCITY)KMBAaHUN U PEMOHTE aBTOTPAHCIIOPTHBIX CPeACTB. THUIOBOM OK 03
IepeyeHb OCHOBHOM HOPMaTUBHO-TEXHUUECKOM, OPraHN3alluOHHON U TEXHOJOTUYECKON OK 04
JIOKYMEHTAITMHU JUTsl TPEINPHUATHH, OKa3bIBalOIMX yciuyry 1o TO u peMOHTY aBTOMOOHMIICH OK 05
JlekunoHHoe 3aHsATHE B (hopMe NPAKTHYECKOH MOATOTOBKHU OK 09
Conep:kanue y4e0HOIro MaTepuaJia OK 10
Enunas cucreMa KOHCTPYKTOPCKOH M TEXHOJOrMYHOH AOKyMeHTamuu: OOIIME TOJIOKESHHUS IIK 2.4
€IMHOM CUCTEMBI KOHCTPYKTOPCKOM JoKyMeHTanuu. [IpaBuina ohopMIICHHS PEMOHTHBIX YEPTEKEM. JIP 4, JIP 6,
TpeboBaHust K BBINOJHCHHIO JOKYMEHTOB Ha DBM. OOmuMe IMOJOKEHUS €IMHONW CHCTEMBI JIP 14, JIP 16,
TEXHOJIOTUYECKON JTOKyMeHTanuu. GopMbl U IpaBuiia 0(OPMIIEHUS JOKYMEHTOB Ha TEXHUYECKUI JIP 18, JIP 19,
KOHTpOJb. PopMBI U MpaBmiia 0POPMIICHUS MapLIPYTHHIX KapT. POpMbI U mpaBuia 0hOpMIICHUS JIP 20

ornepanuoHHbIX KapT. [IpaBuia 3amucu omepauuii U MepexoJoB B MapHIpyTHOM kapre. OOruiue
TpeOOBaHUS K KOMIUIGKTHOCTH U O(OPMIICHUIO KOMIUIEKTOB JOKYMEHTOB Ha €IWHUYHBIC
TEeXHOJOruueckue mponecchl. OOmue mnpaBuia 3aliCH TEXHOJIOTMYeCKOol uHbopManud B
TEXHOJIOTMUECKUX JIOKYMEHTaX Ha TEXHOJIOTMYECKHE MTPOLIECCHI U OTEpalUU.

IIpakTH4yeckoe 3aHATHE B (p)OPMe NPAKTHYECKOI MOATOTOBKH.
IIpakTnueckas padbora Ne8.




[Tpaktuueckoe 3anstue. OpopmieHne MapmIpyTHON KapThl Ha TEXHOJIOrH4Yeckue mpoueccol TO u
TP. Odopmienue oneparmoHHON KapThl HAa TeXHOJIorndeckue mnporeccsl TO u TP

CamocrosiTesibHasi padoTa B (hopMe NPAKTHYECKON MOATOTOBKHU

OdopMUTH JIEKTPOHHYIO MAPHIPYTHYIO KapTy 3
Tema 1.7.0¢opmienune JlekuuonHoe 3ansTHe B GopMe NPAKTHYECKOH OATOTOBKH 2 OK 01
npeanpuATHAMUA Coaep:xanue yueOHOro MaTepuaJia OK 02
AOKYMEHTANH NPH [Topsimok npuema 3aka3oB Ha TO u TP aBromoOuIIe. OK 03
npHeMKe-Bblaaye IIpakTuyeckoe 3ansitue B popMe NPAKTHYECKOIl MOATOTOBKH. 2 OK 04
apromodu.eii ¢ TO n P IIpakTHueckas paéora Ne§. OK 05
Odopmiienne 3asBKH 1 3aKa3 Haps/Ja Ha OKa3aHUe YCIyT [0 TEXHUYECKOMY OOCITy>KUBAHUIO U OK 09
PEMOHTY aBTOMOOMIIEH OK 10
[1IK 2.4
JIP 4, JIP 6,
JIP 14, JIP 16,
JIP 18, JIP 19,
JIP 20
Tema 1.8. JlekuuonHoe 3aHsTHE B OpMe NPAKTHYECKOH MOATOTOBKHU 2 OK 01
TexHosornueckas Conep:kanue y4e0HOIro MaTepuaJia OK 02
noxymentauus npu TO u | [Topsinok pa3paboTku TEXHOJIOTHYECKHX MpolieccoB. [locTpoenue miana onepauuii. [lopsok OK 03
peMOHTe aBTOMOOWJIEi pa3pabOTKH TEXHOJIOTHYECKHUX MPOIIECCOB Ha pa3z0opo-cOopounbie paboThl. [Topsaok pazpaboTku OK 04
TEXHOJIOTHUECKUX MporeccoB Ha TO aBromobuieil. Ilopsinok pa3paboTku TEXHOIOTHUECKUX OK 05
MIPOIIECCOB HA PEMOHTHBIC Pa0OTHI. OK 09
IIpakTHyeckoe 3aHsiTHe B (popMe NPAKTHYECKOI MOATOTOBKH. 2 OK 10
IpakTuueckast padora Ne9. IK 2.4
JIP 4, JIP 6,
OdopmiieHre KOMIIEKTa TEXHOJIOTHYECKUX JOKYMEHTOB Ha TEXHUYECKOE 00CTyKUBaHUE U JIP 14, JIP 16,
PEMOHT aBTOMOOMIIEH JIP 18, JIP 19,
JIP 20
JuddepeHurpoBaHHbIi 3a4eT 2
Hroro 48
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3. YCJIOBUA PEAJIM3ALIIMU ITPOI'PAMMBI TIUCHUITJINHBI

3.1. las peanu3anuy NporpaMMbl y4eOHOH NUCHHUINUIMHBI NPEIyCMOTPEHBI CICAYIOLIHEe
cnenuajIbHble MOMeIleHH:

KabuHer NOKyMEHTAllMOHHOTO YINpaBJIEHUs, OCHALCHHBIH 000pyAoBaHHEM: yuyeOHas MeOelb,
KOMIIBIOTEP C OTKPBITBIM JOCTYNOM B VHTEpHET, 9KpaH, MyJIbTUMEIUWHBIA TPOEKTOpP, KOMILIEKT
0JIAHKOB TEXHUYECKOM TOKYyMEHTaLUH.

3.2. UndopmanuonHoe odecriedeHne peaau3auuu NporpaMmsl

3.2.1. OcHOBHBIE 3JIeKTPOHHbIE U3IAHUS:

1. bacakoB M.M. [lenonpon3BoaCTBO (IOKyMEHTAIIMOHHOE 00ecrieueHre yrpaBieHus Ha
ochoe I'OCT p 7.0.97-2016): yueOHoe mnocobue, W3zmarensctBo "KuoPyc", 2019.
https://e.lanbook.com

2. Hoponuna, JI. A. JIoKyMEHTallMOHHOE OOecreueHHe YIpaBlIeHHs: YYEOHUK MU
MPAaKTUKYM UIS cpeaHero npodeccruonansHoro odpazosanus / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UsparensctBo HOpaiit, 2021. — 233 c.— (IlpodeccuonanbHoe obOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Texkcr : oanekrponHsid // OBC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/473802 (mara obpamenus: 17.04.2021).

3. Kopsnees, 1. K. JlokymeHTanlMoHHOE 0O€ecrieueHre yIpaBIeHUs: y4€OHUK U IPAKTUKYM
e CpeaHero npodeccruoHaIbLHOIO oOpa3oBaHus / H. K. Koprees, A. B. [lmenko,
B. A. Mamypues. — 2-e u3f., nepepab. u gon. — Mocksa : M3parenscto FOpaiit, 2021. — 384 c. —
(ITpodeccnonanbnoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texkct : snextpoHHbIil // OBC
IOpaiit [caiit]. — URL: https://urait.ru/bcode/472550 (nara obpamenus: 17.04.2021).

4. Kysnenos, U. H. JlokymeHTaloHHOe oOecrieueHune ynpapieHus. JJoOKkyMeHTO000poT U
JIETIOTIPOM3BO/ICTBO : YUYE€OHWK W TIPAKTHKYM [UIsi CpPEIHEro mnpodeccHoHaNbHOr0 00pa3oBaHus /
. H. Ky3nenoB. — 3-e u3z., nepepad. u non. — Mocksa : U3natensctBo FOpaiit, 2021. — 462 c. —
(ITpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-04604-5. — Texkct : anextpoHHbIi // IBC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/470020 (nata obpamenus: 17.04.2021).

3. Kysnenoe W.H. [enompousBoactBo M3marensctBo "JlamkoB u K". 2019r.
https://e.lanbook.com
6. Mumennn C.E. Opranuzanuss ¥ TEXHOJOTHS JOKYMEHTAIMOHHOIO oOOecreyeHus

yHOpaBJeHHs: AJIEKTpoHHOE ydyeOHoe mocobOue KemepoBckuii rocynapcTBeHHbIN yHHBepcuTeT2021T.
https://e.lanbook.com

3.2.3. JlonoJIHUTEIbHbIE HCTOYHUKH

1. bepr O.H. Odopmusiem JMYHOE iEh COTpYJIHUKA W3natenbcTBO
"I'poccMenua",2012https://e.lanbook.com

2. Haywmosa P.JI., Cynsesa [0O.10. Ilpuka3 u genoBoe nucbMo: TpeboBaHus K opopmieHuto. 1
o0pa3sisl nokymeHnToB M3narensctBo "I'poccMenna"2012. https://e.lanbook.com

3.2.3. OcHOBHBIE 3JIEKTPOHHbIE U3IAHUA

CIIC «Koncynprant [Tmtoc» (http:/www.consultant.ru)

Poccwiickas ceth neHTpoB mpaBoBoii nHGopmarmu «Konexe» (http:/ www.kodeks.ru)

Kypnan «lenonpousBoactso» (www.top-personal.ru/page.html?60)

Kypnan «/Jlemonpon3BoaCTBO u JOKYMEHTO000POT Ha MIPEATPUATHI
(www.delo-press.ru/documents-it/index.html)
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4. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUA JUCHUITJINHBI

Pe3yabTarsl 00yyeHus

Kpurepun ouenku

MeToabl OLIEHKH

Ilepeuenb 3HaHUI, OCBAUBAEMBbIX B
paMKax JUCIUTUTHHBI
- TMIOHATHE, IENH, 3a/Ja4d W TPUHIIUAIIBI

JIeJIONPOU3BO/ICTBA;
- OCHOBHbIE MOHSTUSA
JIOKyMEHTAIMOHHOTO obecrnieueHus
yIpaBlIeHUS;

- CHUCTEMBbI JIOKYMEHTAIMOHHOTO

o0ecrieYeH s yIpaBICHHUS;

- KJIacCU(UKAIIIO TOKYMEHTOB;

- TpeOOBaHMS K  COCTAaBJICHHIO |
0(OPMIICHUIO TOKYMEHTOB;

- OpraHu3alHio JOKyMEHTO000pOTA:
pueM, 00paboTKy, PETUCTPALIHIO,
KOHTPOJIb, XpaHEeHHE JIOKYMEHTOB,

HOMEHKJIaTypy J€.

[IepeueHb yMEHUI, OCBAMBAEMBIX B
paMKax JUCLUIUIMHBI

- ohopmiATh JTOKYMEHTAIHIO B
COOTBETCTBUHM C HOPMATHUBHOW 0a30ii, B
TOM qucIe c UCTIOJIb30BaHUEM
WH(POPMAIMOHHBIX TEXHOJIOTHI;

- OCBauBaTh TEXHOJIOTHH
aBTOMAaTHU3UPOBAHHOU 00paboTKn
JOKYMEHTaIUH;

- WCIIOJIb30BaTh yYHUDUITUPOBAHHBIC

(OpPMBI TOKyMEHTOB;

- OCYWIECTBIATh XpaHEHHE W TIOUCK
JIOKYMEHTOB;

- -HCIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
AJIEKTPOHHOM JIOKyMEHTO000pOTE.

Ocy1ecTBIsIETCS IPEToaBaTeeM
B IIPOIIECCE TPOBEACHUS
MIPAKTUYECKUX 3aHIATHH, a TAKKE
BBITIOJTHCHHS 00YYIArOIIIMMHUCS
WHIUBUTy JTBHBIX 3aJJaHUI

DKcrnepTHas
OILICHKA
pe3yIbTaTOB
CaMOCTOSTEIbLHOMN
paboTHI.
Habmoaenue u
OLICHKAa
BBITIOJIHECHHS
KJIIOUEBBIX
TEXHOJIOTHYECKUX
onepaunui B
paborte ¢
JIOKyMEHTaMU C
IPUMEHEHUEM
OpraHU3aIMOHHON
51
BBIYMCIUTEIbHOM
TEXHHKH.

Ornenka
pe3yabTaToOB
CaMOCTOATENLHON
paboThI €
JIOKyMEHTaMH.
VYeTHBIN onpoc
Ornenka
pe3yabTaToOB
CaMOCTOATENLHON
paboTsl

3amura
WH/IMBUTyJILHOTO
JIOMAIITHEro
3aJJaHMS
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