[loKyMeHT NoAnucaH NpocToit 3NeKTPOHHOM NOAMUCHI0
Nudopmaums o snagensue: MUHUCTEPCTBO HAYKU U BBICIIETO OBPA3OBAHNA POCCHUICKOM ®EJEPALIUN
OU0: Wnnomaesa IRFHHERARHQE IOCYIAPCTBEHHOE ABTOHOMHOE OBPASOBATEJIBHOE YUPEXK/IEHUE BBICILIEIO O5PA3OBAHHS

JloMKHOCTb: ﬂ,MpEKTop(’ﬁM@CKOBCKI/II/I IMOJUTEXHUYECKUU YHUBEPCUTET»
[Jlata nognucanus: 01.04.2026 09:32:52 (MOCKOBCKHﬁ HOJ‘[I/ITEX)

YHWUKanbHbI MPOrpaMMHbIN KIKOY: T .
8b264d3408be5f4f2bdach7cfae7e625(7b6d62e YUKOBCKHH (uianan
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PABOYAS ITIPOTPAMMA YUEBHOM JUCIHUATLIAHBI
OIL.12 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YTIPABJIEHUA

10 CIIEUAIBHOCTH
23.02.04 TexHnueckas SKCILUTyaTalus NOJbeMHO-TPAHCIIOPTHBIX,
CTPOMTEIBHBIX, TOPOKHBIX MAalIMH U 000pyA0BaHUs (IO OTPACIISIM)

TYUYKOBO 2026



Pabouas nporpamma ydebHoi mucruminasl OIL12. JJOKYMEHTAILIMOHHOE
OBECIIEUEHUE  VIIPABJIEHUA  pa3paborana Ha ocHoBe ®DenepaibHOro
rOCyJIapCTBEHHOTO  00pa30BaTENIbHOTO CTaHAapTa CpeaHero mpodeCcCHOHAIBLHOTO
oOpa3zoBanua 1o crneuraibHocTH 23.02.04 TexHuueckasd SKCIUTyaTalusl MOIBEMHO-
TPAHCHOPTHBIX, CTPOUTEIBHBIX, JOPOXKHBIX MAallMH U 000pyaoBaHus (MO0 OTPACIsIM),
yrBepkaeHHoro Ilpukazom MunuctepctBa obpasoBanusi U Hayku PO ot 23 suBaps 2018
rozaa Ne 45 u [IpumepHoif 0CHOBHOI 00pa30BaTENbHON POTrPaMMBI.

Opranuzanus-pazpadotunk: TyukoBckuil ¢unuan MOCKOBCKOTO MOJIUTEXHUYECKOTO
YHUBEPCUTETA

Pa3paboTunk:

TutoBa Cetnana CepreeBHa — IMpemnojiaBaresib 00pa3oBaTelbHON mporpammel 23.02.04
TexHuyeckass 3KcIuTyaTays MOABEMHO-TPAHCIIOPTHBIX, CTPOUTENBHBIX, JTOPOKHBIX MAaIlluH
1 000pynoBaHus (IO OTPACIISIM)

PaGouas mnporpamMmma y4eOHOW JUCHUIUIMHBI PACCMOTPEHA M PEKOMEHJIOBaHAa K
YTBEPXKJICHUIO Ha 3acelaHud METOJAMYECKoro coBera TyuykoBckoro —Quimana

MOCKOBCKOTO MOTUTEXHUYECKOTO YHUBEPCUTETA
[IpoTtokon Ne 2 ot 20.03.2026.



CO/IEP,KAHHUE

OBIIASA XAPAKTEPUCTHUKA PABOYEl NPOTPAMMBI YYEBHOWN 4
TV CHUTIIMHBI

CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILINHBI 4

YCJIOBUSI PEAJM3AIIMM PABOYEN TIPOTPAMMBI YYEBHOW 11
TV CHUTIIMHBI

KOHTPOJIb W OIEHKA PE3VJbTATOB OCBOEHMSI YYEBHOW 12
TACIATITAHBI



1. OBIIAS XAPAKTEPUCTUKA PABOYEN ITIPOT'PAMMBbBI YUEBHOM
JUCHUITJIMHBI
OI1.12. lokymeHTallHOHHOE O0ecnieyeHue yIpaBJIeHHs

1.1. MecTo IHCHMIIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMMbl

VYuebHas  aucuumiuHa — «JloKyMeHTaMOHHOEe  OOeclieYeHHEe  yNpaBJIEHUE»  SIBIISETCS
00s13aTeNIbHONM YacThio 00mIEenpo(ecCHOHAIBHOTO IMKJIAa OCHOBHOM 00pa3oBaTeNbHON MPOrpaMMBbl B
cootrBercTBUM ¢ PI'OC CIIO mno cneunansHocty 23.02.04 TexHuueckas 3KCIUTyaralysi IOIBEMHO-
TPAHCHOPTHBIX, CTPOUTENBHBIX, JOPOXKHBIX MAIIMH U 000pYyA0BaHUA (110 OTPacisM).

Ocoboe 3HaueHne qucuuIuinHa umeet npu popmupoBanuu u pazsutur OK 01, OK 02, OK 03, OK 04,
OK 05, OK 09, OK 10.

1.2. e u niiaHupyemMble pe3yabTaTbl 0CBOCHUS AMCHUILIHHBI
B pamkax nporpammbl y4ebHON ANCLMMNMHBI 0OYYaIOLLMMMUCA OCBANBAIOTCA YMEHUA U 3HAHWA

Koabi Ymenust 3uanus
KOMIIEeTeHIHM
OK 01 — ohopMIATH  JOKYMEHTAllMO B | — IMOHATHE, IEJIH, 3aJa4d |
OK 02 COOTBETCTBUM C HOPMATHBHOM 0a30i, B | IPUHIIUIILI AETONPOM3BOJICTBA;
OK 03 TOM  4YHUCI€ C  HCIOJIB30BAHUEM | — OCHOBHBIE MOHATUSA
OK 04 MH(OPMAIMOHHBIX TEXHOJIOTHH; JIOKYMEHTAITMOHHOTO  00eCIeueHUs
OK 05 —  OCBauBATh TEXHOJIOTUH | YIIPABJIEHUS;
OK 09 aBTOMATH3MPOBAHHOI 00pabOTKH | — CcHCTEMBI  JOKYMEHTAI[MOHHOTO
OK 10 JIOKyMEHTAIUH; o0ecrieyeHus yIpaBIeHHs;
1K 2.4 — HCIONb30BaTh YHH(MHIMPOBAHHBIC | — KIACCU(DHUKALHIO JOKYMEHTOB;
JIP 4, JIP 6, (OpMBI TIOKyMEHTOB; — TpebOBaHUS K COCTaBICHHUIO U
JIP 14, JIP 16, | _  ocymectnars xpaHeHHe M MOHCK 0(hOPMIIEHHIO TIOKYMEHTOB;
JIP 18, JIP 19, | noxymentos; —  OpraHu3aluIo
JIP 20 —  -HCIIOJb30BaTh JIOKYMEHTOO00pOTA: TIpHEM,
TEICKOMMYHHUKAIHOHHbIC TEXHOJIOTHH B | 00paboOTKy, PErMcTpaliio, KOHTPOIb,
3JIEKTPOHHOM JJOKYMEHTOOGOPOTE. XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATYPY JIEL.

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU JUCITUTIJIMHBI
2.1. O0bem y4eOHOIl IMCUMILVIMHBI U BU/IbI Y4eOHO padoThl

Bun yuyeoHoi# paGoThl O0bem B yacax
O0BbeM 00pa3zoBaTeIbHOI MPOrpaMMBbl YUeOHOM AU CHMIIIMHBI 48
B T.4. B popMe NPAKTHYeCKOIl MOATOTOBKH

TeopeTniecKoe o0ydeHue B hopme NpakTUIecKoi MOArOTOBKU 10
MPaKTUYECKUE 3aHATHS B (POPME NPAKTHUECKON MOATOTOBKU 10
caMocTosTeIbHas padoTa B popMe NPaKTHUECKOM MOATOTOBKU 3
BT. 4.:

TEOpETHYECKOe 00yIeHre 12
MPAKTUYECKUE 3aHATUS 8
camocTosITeIpbHas padoTa 3
IIpomeskyTouHas arrecranus — AMpepeHIMPOBAHHbIN 3a4eT 2




2.2. TemaTUYeCKUM NnaH U coaepskaHue yyebHoM ANCUMNANHbI

HaumenoBanue pa3ueios Conep:xxanue y4eOHOro MaTtepuaa v (pOpMbl OPraHU3aAUMHU AeATeIbHOCTH 00YyYAKOIIMNXCH O0ném| Koabr komnerennui,
U TeM 4acoB (dhopmupoBanuio
KOTOPbIX
CImocoocTBYET
3JIEMEHT NPOrPaMMBbI
1 2 3 4
Pa3nes 1. /lokyMeHTHpPOBaHHE YIIPABJIEHYECKOM e TeJbHOCTH.
Tema 1.1. IlonsaTusa, nean, | Jlekuus. Coaepkanue y4eOHOro MaTepuasia 2
3aJa4 ¥ NPUHIUIBI — —
1e/ONPOH3BO/ICTEA B IlonsiTHe 0 TOKYMEHTaX, CBOMCTBAX U (GyHKIMAX JOKYMEHTOB B NPo(deccnoHaAIbHOI
npodgeccHoHaTLHOMN AEATETLHOCTH
eSITeIbHOCTH [ToHsITHSA «ZIETTOPOU3BOJICTBOY, «JIOKYMEHTAIIMOHHOE oOecnedyeHue ympasierus (AOY)». JOY OK 01
Kak (QYHKIMS yOpaBleHUs, €€ MecTo cpelau Apyrux (GpyHKuui ynpasieHus. Jlenompou3BOACTBO, OK 02
KaKk cucremMa padoThl C JOKYMEHTaMH. YTIpaBJIeHYECKas NeATeNbHOCTh U JIEJOTPOHU3BOJCTBO. OK 03
3HaueHue JOKYMEHTOB [UIsl pealu3allid  YIpaBJICHYECKUX pemieHuil. [7maBHas 1menb OK 04
JIENTOTIPOU3BOCTBAa — MH(OPMAIIMOHHOE OOecreueHe yrpaBieHus. 3a1a4l JOKYMEHTAI[HOHHOTO OK 05
oOecriedeHrs yIpaBlIeHUs: CO3[JaHUE JOKYMEHTOB; Iepeada TOKyMEHTOB [UIsl UCTHOJHEHHS U OK 09
MPUHSTHS PELICHUH; perucTpanus JOKYMEHTOB; KOHTPOJIb 3a UCIOJHEHUEM, MOUCK TOKYMEHTOB. OK 10
VYaudukanus W CTaHIApPTH3AIMs  YIPaBICHYECKUX  JOKYMEHTOB. DyHKUIMU  CIykKObI K 2.4
JIEIIONPOU3BOJICTBA B CTPYKTYyp€ OpraHu3auuy. THUIIOBbIE OpraHU3allMOHHBIE CTPYKTYPbI CITyXObI JIP 4, JIP 6,
JENONpPOU3BOACTBA. JIOMKHOCTHOM cOCTaB CHyKObl Jenonpou3BoAcTBa. (OpraHu3alnuoOHHbIC JIP 14, JIP 16,
dopmbl paboTBl ¢ JOKyMeHTaMu. JlOJDKHOCTHBIE WHCTPYKIMH KaK OCHOBHOW HOpPMaTHBHBIN JIP 18, JIP 19,
JIOKYMEHT, ONpEIENSIIOIINA OpraHU3allMOHHO-TIPaBOBOE MOIOXKeHHe paboTHuka. HopmupoBaHue JIP 20
Tpyaa paboTtHukKoB ciayxObl /IOY, THIIOBBIE HOPMATHUBBI BPEMEHH Ha JEIONPOU3BOIACTBEHHBIE
paboTel. Pa3zmerienue cTpyKTypHBIX noapasaeneHuii ciyx0el JJOY. YcnoBus Tpyna, opranusamus
u obopynoBanue pabounx MecT. [lopsaok XpaHeHUs medaTei, OJIaHKOB M MpaBUJiIa TOJB30BAHUS
UMHU.
Tema 1.2. Opranuzauus Jleknus. Conepxanue y4eOHOro MaTepuasa 2 OK 01
AOKYMEHT0000poTa: Opranunsanus 10KyMeHT0000poTa, Y4€T 1 ero 00béM B Npo(hecCHOHAIBLHOM 1eTeJIbHOCTH. OK 02
npuém, odopadorka, [TonsiTHe TOKyMEHTOOOOPOT. OK 03
perucrpaunusi, KOHTpoJab, | [lepeueHb TOKYMEHTOB, He NoJuIexamux perucrpauun B ciayxoe JOY. Kiaccuduxarop OK 04
XpPaHeHHe 10KYMEHTOB, KOPPECTIOH/IEHTOB. Knaccudukarop CTPYKTYPHBIX MIOAPA3ACIICHUMN. [TopsinkoBeie OK 05
HOMEHKJIATYpa JeJ1 B perucTpallMoHHble HOMepa. JlONOJHUTENbHbIE PEKBU3UTHI, UX ompeaeneHue. (OcCHOBHbIE OK 09
npogeccuOHAIbHOM perucTpaloHHble (GOPMBI: KypHaJIbHAs M KapTouyHasi. PerucTpalinoHHO-KOHTPOJIbHbBIE KapTOUKU OK 10
AesITeJIbHOCTH (PKK) wux 3amonnenue. DOpMBI PETUCTPALMOHHBIX KYPHAJIOB BXOMSIINX, HCXOASIIUX U 11K 2.4




BHYTPCHHHX JOKYMCHTOB.

IpakTnueckoe 3ansitue. [IpakTuueckast padora Nel

OdopmuTts xkypHan perucrpanuu. [Ipoussectu peructpanuto gokymeHTanuu. [loaroroBka aen k
apXMBHOMY XPAaHEHUIO.

CamocTosiTesibHAsi padoTa 00y4aIMXCs

[Tpoananu3upoBaTh U M3YYUTh OPTraHU3AIMIO JOKYMEHTOOOOpOTa 0a3bl MPAKTUKU MPEATPHSITHUSA. HJII)Plj’ Jjg ?’6
BersButh ero ocodbeHnoctu. CoctaBUTh MOJIENb OPraHU3alui JOKYMEHTO000poTa. JIP 18’ JIP 19’
Pa3zpaborate M 00OCHOBaTh MPEAJIOKEHHUS IO OPraHU3ALUU PETHCTPALUU M HH(OPMAIIOHHO- Hl,’ 20 ’
CIPaBOYHOM pabOTh! AJIsi KOHKPETHOT'O MPEAPUSITHSI.

Tema 1.3. Cucrembl Jleknus. Conepxxanue y4eOHOro Mmarepuasa OK 01

AOKYMEHTAIHOHHOI0 OO0mue TpeGoBaHHsT K OQOPMJIEHHMI0 JAOKYMEHTOB. YHUQUIMPOBAHHBIE  CHCTEMBI OK 02

olecnieueHust JOKYMEHTalluu, TpuMeHsieMble B cdepe ympasineHus. CraHgapTbl Ha  YIPaBIEHUYECKYIO OK 03

ynpasJieHUsl B nokymeHTanuio.  OcoOEHHOCTM ~ aBTOMATU3MPOBAHHOM  CHCTEMBI:  IPEUMYIIECTBEHHOE OK 04

npogeccHOHAIbHOM HCIIOJIb30BAHNE; BBIIIOJIHEHUE TPYAOEMKHUX IMpOLEAYp MO COIJaCOBAaHUIO; IPUMEHEHHE OK 05

AeATeIbHOCTH perucTpalMoHHbIX (GOpM; BelleHHe KOHTPOJs. BbIOOp KOHKPETHOrO MpOrpaMMHOIO MPOIYKTa ISt OK 09
aBTOMAaTH3ALUU JIEIO0NPOn3BoACTBA. KoMmbroTepu3anys AeI0NpOoU3BOICTBAa HA MPEANPUATUH KaK OK 10
ycioBHe BHeApeHUs ['ocy1apCTBEHHOM CHCTEMBI TOKYMEHTAIlMOHHOTO 00eCleYeHus YIPaBICHHUS. I1IK 2.4
MammHountaemas JOKyMeHTauusa. Hocurenn, nmpuMeHsieMble TpPU CO3JaHUHM JTOKYMEHTOB, M JIP 4, JIP 6,
TpeboBanuss k ux opopmiuen6buro. CocraB, MOPAIOK PACHOJIOKEHHS M HpaBuia odopmieHus JIP 14, JIP 16,
OCHOBHBIX PEKBHU3HUTOB JOKYMEHTOB. OJIEKTPOHHBIA JTOKYMEHTOOOOPOT. DIEKTPOHHAs TII0YTa. JIP 18, JIP 19,
Hasznauenue u Bo3moxxHoctu MlHTepHeT. JIP 20
IpakTnueckoe 3ansitue. [lpakTuueckasi padora Ne2
Pabora B cucteme.

Tema 1.4 Jleknus. Conepxxanue y4eOHOro MaTepuasa

Kaaccupurkauus Cnoco0bI cO31aHUA TOKYMEHTOB, CIIOCO0bI UX PUKCAIMU HA PA3JIUYHBIX HOCUTEJISAX

AOKyMEHTAaINH. @OyHKIMM JOKyMEHTa: HH(pOpMAIMOHHAs, KOMMYHMKATHUBHAs, YIpaBlieHUYeCKas, IpaBoOBasi,

TpeGoBanus yu€THas, CoOIMalbHas, KyJbTypHas, wucropuueckasd. OCOOEHHOCTH O(HUIMATBHBIX JHYHBIX

COCTaBJICHUIO M JIOKYMEHTOB. JIOKyMEHTBHI OOIIMM, aAMHHUCTPATHBHBIM BONpOcaM, MO (YHKIMSAM YIpPaBICHHUS.

o opMIIeHUIO Cny>xeOHble TOKYMEHTBI, UCTIOJIb3yeMble B TEKYIIEH NEATEIbHOCTH Ha MPEANPUATUSAX TOPTOBIIH.

JAOKYMEHTOB B OOmepoccuiickuii  kinaccudukarop ynpasiendeckoi gokymenrtamuu (OKVY]). Texuuueckas

npogeccnoHaIbHOI nokyMmeHrtanus. Kraccudukanuss TOKyMEHTOB IO HAUMEHOBAHMSM, MECTY OCTaBJIE€HUS, I10

AeATeJbHOCTH COJIepKaHuIo, IO (opMe, CPOKaM HCIIOIHEHHSI, TPOUCXOXKACHUIO, BULY MH(OPMAIMH, CPEICTBOM

¢ukcanuu. XapakTepucTHKa MOJIMHHUKA, KOITUH, BHITUCKH, TyOJIMKaTa.
[Tonstue pexBu3uTOB. I'paduyeckre peKBH3UTHI: repd, meyaTh, HMOIeMa, TOBapHBIA 3HAK (3HAK




oOciykuBaHus1). TEeKCTOBbIE PEKBU3UTHL: MPOCThIE (BUA JOKYMEHTa, JaTa, HOMEp JHCTa) U
cnoxubeie  (rpudbl  yTBEpXKACHHUS, corjacoBaHue, anapecar). OOs3aTelbHbIE PEKBU3HTHI:
HAaUMEHOBAHME OpraHU3alluy, Jara JAOKYMEHTa, PErucTpPalMOHHBIM HOMEpP, TEKCT, IOJIHUCH.
[locTosiHHBIE pPEKBU3UTHI: HAMMEHOBAaHWE BHJA JOKYMEHTa, HAMMEHOBAHHME OpTaHU3AlNH,
CIIPaBOYHBIE JAHHBIE OT OpraHu3auuu o Ap. [lepeMeHHble peKBU3UTHL: 1aTa JOKYMEHTA, 3ar0J0BOK
K TEKCTY, OTMETKa 00 ucrnoiaHeHuu, Tekct u ap. ['oct P 7.0.97-2016. YHUGUIMPOBaHHBIE CUCTEMBI
JOKyMeHTaluu. PacnosnoxkeHne peKBU3UTOB M TpaHMIl 30H Ha ¢opmare A4 yrioBoro OjaHka U
npofoiapHOoro Onanka. @opmynsp — oOpaszen gokymeHTa. TexHudyeckue TpeOoOBaHUS K
o opMIIeHHIO TOKYMEHTA.

IpakTnyeckoe 3ansitue. [lpakTuyeckas padora Ne3

[Topsinok pacnonoxenus pekBu3uToB. Padora c ['oct P 7.0.97-2016.

Tema 1.5. Jlekuusi. Coaep:kanue y4e0HOIro MaTepuasia OK 01
OpranusannoHHo- Buabl v Ha3Havyenune qokymentanuu. Knaccudukanus OP/I. OK 02
pacnopsiiuTesibHbIe OK 03
JOKYMEHTBI. OK 04
Kaacenpuxanus OP/L. OK 05
Tema 1.5.1. Jleknus. Conepxxanue y4eOHOro MmaTepuasa OK 09
OpraHu3anMoHHbIe Buabl u HazHayeHue JokymeHTanuu. CoctaB ¥ OCOOEHHOCTH O(QOPMIICHUS OPraHW3allnOHHBIX OK 10
JAOKYMEHTBI. JTOKyMEeHTOB. OpraHu3anioHHAs [TOKyMCHTAIMs: TIOJOXKEHHUE, YCTaB, HHCTPYKIUs. Ilopsmok 1K 2.4
0(hOpMIIEHH S, PEKBU3UTHI, OTIHYMTEIbHbIE OCOOEHHOCTH OPraHU3alMOHHbIX JOKYMEHTOB. JIP 4, JIP 6,
IIpakTHyeckoe 3ansaTue. [IpakTuyeckas padora Ned JIP 14, JIP 16,
Pabota ¢ oOpraHM3anMOHHOM JOKyMeHTanue#. IlpaBuia cocTaBlieHHsS OpPTraHU3aIMOHHBIX JIP 18, JIP 19,
JIOKYMEHTOB. JIP 20
Tema 1.5.2. JleknuonHoe 3ausitue B popMe NPAKTHYECKOH OATOTOBKHU OK 01
PacnopsizuresbHbIe Conep:kanue y4e0HOIro MaTepuaJa OK 02
AOKYMEHTBI. Buabl 1 Ha3HavyeHne JOKyMeHTanuH. COCTaB U OCOOCHHOCTH O(OPMIICHHUS PACTIOPSAUTEIBHBIX OK 03
JIOKYMEHTOB. OK 04
PacriopsiiuTebHbIe JOKYMEHTHI: IPUKA3bI, PEIICHHS, PACTIOPSHKEHHSI, YKa3aHHsI, TOCTAHOBJICHHUSL. OK 05
IIpakTHyeckoe 3ausiTue B (OpMe NPAKTHYECKOM MOAT0TOBKH. OK 09
IpakTuyeckas pagora Ne5. OK 10
OcO0GEHHOCTH TOATOTOBKH PACIIOPSAMTEBHBIX JOKYMEHTOB. OCOOEHHOCTH TOATOTOBKH TPHKA30B 1K 2.4
no nuuHoMy coctaBy. COCTaBMTH NpHKas 00 urorax paboTel ¢ gokymentamu 2021r. B JIP 4, JIP 6,
KOHCTaTHPYIOLIEH 9acTH yKa)KMTe HA HU3KYIO TPeOOBaTeIbHOCTh PYKOBOAMTENEH 10Apa3aeieHuil JIP 14, JIP 16,
K KaueCTBY MOATOTOBKH JOKYMEHTOB U KOHTPOJIS 32 MX MCIOIHEHHEM. B pacniopsuTeIbHOlM yacTu JIP 18, JIP 19,




o0OpaTuTe BHUMaHHUE PYKOBOAMTENEH HA MOBBIIMIEHHE TPEOOBATEIBHOCTH K pAOOTHHKAM B YaCTH JIP 20
paboTel ¢ gokymeHTamu. [laiiTe 3amaHue paOOTHHKY, OTBEYAIOIIEMY 3a JIEJIOMPOU3BOJICTBO,
pa3paboTaTh MEpHI 10 YIYULIEHHUIO 3TOH paboThI.
[ToaroToBETE MPOEKT PACTIOPSKEHHUS O MMPOBEJACHUN PEMOHTHBIX paboT. B KOHCTaTHpyIOmIel YacTu
yKa3zaThb LeJNb U3JaHUs PacHoOpsDKEHUs (B CBS3UM C aBapUHBIM COCTOSIHUEM OTOINUTENIbHOU
cucrteMbl). B pacnopsmuTensHOW YacTH yKa3aTb CpPOKH MPOBEACHUS PEMOHTHBIX paldoT,
OTBETCTBEHHBIX.
Tema 1.5.3. JleknuoHHoe 3ausaTHE B opMe NPAKTUYECKOH MOATOTOBKHU OK 01
HNudopmanunonHo- Conep:kaHue y4e0HOTr0 MaTepuaJa OK 02
CIpPaBOYHbIE JOKYMEHThI | Buabsl n HasHavyeHue JokymMeHTauuu. CoctaB M 0coOeHHOCTH O(opmieHHs WHPOPMALUOHHO- OK 03
CIIPaBOYHOM JOKyMeHTanuu. JlokymMeHTHpoBaHHE WH(POPMAIIMOHHO-CIIPABOYHBIX MaTEPHUAIIOB: OK 04
CTIpaBKH, JOKJIAJHbIC U OOBSICHUTEIbHBIC 3aIMCKHU, aKThl, TEJIIETPAMMBI, Tee(OHOTPAMMBI, (PAKCHI. OK 05
OdopmiieHHE JIEJTOBBIX TTUCEM. OK 09
IMpakTHyeckoe 3aHsaTHE B POpMe MPAKTHYECKOIl MOATOTOBKH. OK 10
IpakTuyeckast paéora Ne6. IIK 2.4
OCcoOEHHOCTH MOATOTOBKHM HMH(DOPMALMOHHO-CIPABOYHEIX J0KyMeHTOB. COCTaBUTE IOKIAJHYIO JIP 4, JIP 6,
3aMMCKy ceKpeTaps-pedepeHTa PyKOBOIUTEINO IIPEANpUaTUs 06 yTepe paboTHUKOM CTENaHOBHIM JIP 14, JIP 16,
[U. nmceMa-3ampoca, MOCTYNHMBINETO B ajapec Npeanpuatus 2 Mecsua Haszaa. CoCTaBUTH JIP 18, JIP 19,
JIOKJIQJIHYIO 3alHMCKY O MPUYMHAX HECBOEBPEMEHHOT'O NMPEICTaBIeHUS HH(POPMAIIUK O BHIITOJHEHUN JIP 20
npukasa qupexropa. OcTaabHble pEKBU3UTHI yKa3aTh CAMOCTOSATENBHO.
CocTaBUTh OOBSCHUTEIBHYIO 3aIIUCKY O MPUYMHAX MPOITYCKOB 3aHATHUH 110 TEXHUKE O€30MaCHOCTH,
KOTOpble OBUIM OpTaHW30BaHHBI Ui BCeX paboTalImuX Ha mnpeanpusThun. Hemocraromme
PEKBU3UTHI YKa3aTh CAMOCTOSTENBHO.
Ha ocHoBe mpukasza qupekTopa MpeanpusTHs COCTaBUTh aKT O CIIMCAHUH TOBAPHO-MAaTEPUATBHBIX
neHHocte «O NpOBEIEHUM MHBEHTApU3alMM TOBApHO-MAaTE€pHAJIbHBIX LEHHOCTEH». B akre
JOJDKHO OBITH OTMEYEHO, YTO HE MOAJAIOTCS PEMOHTY W HE MOTYT OBITh pEalM30BaHbl yKa3aHHBIE
HIDKE LICHHOCTH, U OHU TOJUIEXKAT CIIMCAHUIO M NCKIIOUYEHUIO U3 yYeTa.
Tema 1.5.4. lokyMeHTBI JlekunonHoe 3aHsATHE B (pOpPMe NPAKTHYECKOM MOATOTOBKHU OK 01
10 JIMYHOMY COCTABY Coaep:xaHue y4eOHOro MaTepuaJia OK 02
(KaapoBbIe JOKYMEHTBI) Buael 1 HazHAYeHHE JOKYMEeHTAauuU. [JOKyMeHTHPOBaHHe TPYAOBBIX PABOOTHOLICHU I OK 03
CoctaB U 0COOEHHOCTH OGOpPMJIEHHSI JOKYMEHTOB IO JMYHOMY cocTaBy. KommiekroBaHue OK 04
auyHoro nena. Aproouorpadus. Pesrome. 3asBnenue o npuéme Ha padoty. IIpukasbsl o Jn4HOMY OK 05
cocraBy. JInuHbIi MCTOK 10 YUETY KajpoB. TpynoBoit qorosop. [lpaBuna Beaenus u opopmiaeHUs OK 09
TPYAOBBIX KHUKEK. OK 10




IIpakTH4yeckoe 3aHATHE B (DOPMeE NMPAKTHYECKOM MOATOTOBKH. I[IK 2.4
IIpakTHyeckas padora Ne7. JIP 4, JIP 6,
CocraBieHue TpyJI0BOIO JI0roBopa, opopMiIeHHE TPYAOBBIX KHIKEK. Hamucars aBroOHorpadguio, JIP 14, JIP 16,
HEOOXOAUMYIO JJisi OpOpMIIEHHUSI JOKYMEHTOB IPHU MOCTYIUICHUH Ha paboTry. Hammcars 3asBrnenue JIP 18, JIP 19,
O TPENOCTAaBICHUM aJIMUHHCTPATUBHOIO OTIYCKa MO ceMeHHbIM oOcTosTenbecTBaM. OcTanbHble JIP 20
PEKBU3UTHl yKa3aTh CaMOCTOSATENbHO. COCTaBHTH MPOEKT TPYIOBOTO JOTOBOpA IPH TpPHEME Ha
paboty. Bce peKBU3HUTHI yKa3aTh CAMOCTOSITEIBHO.
CamocrosiTesibHasi padoTa 00y4amuxcs
CocraButh aBTOOMOTpaduio, pe3oMe, Hamucarh 3asBiIeHHE O npuéMe Ha padoTy (yKazaTb Bce
HE00XOIUMbIE PEKBU3HTHI).
Tema 1.6. Texuuueckasi Jleknus. Conepxxanue y4eOHOro MmaTepuasa OK 01
AOKYMEHTalusA OcHoBonosaranue J0KyMeHTBI 110 0Ka3aHuIo ycayr no TO u pemonTy aBToMo0unieit B P®: OK 02
[TonoxxeHre 0 TEXHUUECKOM OOCITy)KMBaHUH U PEMOHTE aBTOTPAHCIIOPTHBIX cpelcTB. TumnoBoit OK 03
nepeyeHb OCHOBHON HOPMaTHBHO-TEXHUYECKON, OPraHU3allMOHHOMN U TEXHOJIOTHYECKON OK 04
JIOKYMEHTAIMU JJIsl IPEeIpUiTUid, OKa3bpiBarouX ycayry mo TO u peMoHTYy aBTOMOOMIIEH OK 05
JlekunonHoe 3aHsATHE B (pOpMe NPAKTHYECKOH MOATOTOBKHU OK 09
Coaep:xanue y4eGHOro MaTepuasia OK 10
EanHasi cucTeMa KOHCTPYKTOPCKOM M TEXHOJOTHYHOM JoKkyMeHTamuu: OOIIMe MOJI0KEHHS [IK 2.4
€IMHOM CUCTEMBI KOHCTPYKTOPCKOM JoKyMeHTanuu. [IpaBuiia oopMIeHHsT pEMOHTHBIX YEPTEKEN. JIP 4, JIP 6,
TpeboBaHusT K BBIMOJHCHHIO TOKYMEHTOB Ha DOBM. OOmMe MOJOXKEHUS E€IUHONW CHUCTEMBI JIP 14, JIP 16,
TEXHOJIOTHYECKOU JTOKyMeHTanuu. GopMbl U IpaBuiia 0(GOPMIIEHUS JOKYMEHTOB Ha TEXHUYECKHUIMA JIP 18, JIP 19,
KOHTpOJb. PopMbI U MpaBmwia opopMIICHUS MapUIPYTHHIX KapT. @opMbl U mpaBuia 0hopMIICHUS JIP 20
ornepanuoHHbIX KapT. [IpaBuia 3amucu omepanuii ¥ NMEpexoJ0B B MapHipyTHoW kapre. OOmme
TpeOOBaHUS K KOMIUIEKTHOCTH U O(GOPMIICHHIO KOMIUIEKTOB JIOKYMEHTOB Ha €IUHUYHBIC
TEeXHOJOrMueckue mpouecchl. OOmpe mnpaBwia 3amUuCH TEXHOJIOTMYecKoM HH(opMmanuu B
TEXHOJIOTUYECKUX JJOKYMEHTaX Ha TEXHOJIOTMYECKHE MPOLIECCHI U ONEPaLIUH.
IIpakTHyeckoe 3aHsiTHE B (pOpMe NPAKTHYECKOI MOATOTOBKH.
IIpakTnueckas pabora Ne8.
[TpakTnueckoe 3ausatue. OpopmiieHrne MapIIPyTHONW KapThl HA TeXHoJorndeckue npoueccol TO u
TP. OdopmieHnue oneparmoHHO KapThl Ha TexHonoruueckue mnpoueccsl TO u TP
CamocrosiTeibHast padoTa B (popMe NpaKTHUYECKOMH MOATOTOBKH
OdopMUTH 2NIEKTPOHHYIO MapUIPYTHYIO KapTy
Tema 1.7.0¢popmienue JlekunoHHOe 3aHsATHE B (D)OpPME MPAKTUYECKOI MOATOTOBKH OK 01




npeanpuATHAMHA Coaep:xxanue yueOHOro MaTepuaJia OK 02
JOKYMEHTAIlUM NPH ITopsinok npuema 3aka3oB Ha TO u TP aBTomoOuIIeii. OK 03
npueMKe-BbIIaYe IpakTuueckoe 3ausitue B popMe NPAKTHUECKO MOATOTOBKH. 2 OK 04
apromoduieii ¢ TO u P IIpakTHueckas padora Ne§. OK 05
OdopmiieHne 3asBKH 1 3aKa3 HapsJa HAa OKa3aHUE YCIIYT 10 TEXHUYECKOMY OOCITY>KUBaHHIO U OK 09
PEMOHTY aBTOMOOMIIECH OK 10
K 2.4
JIP 4, JIP 6,

JIP 14, JIP 16,

JIP 18, JIP 19,
JIP 20
Tema 1.8. JlekunoHHOe 3aHsATHE B (DOPMeE MPAKTUYECKOI MOATOTOBKH 2 OK 01
TexHoornyeckas Coaepxxanue yueOHOro MmaTepuaJia OK 02
aoxkymenranus npu TO u | [Topsok pa3paboTKK TEXHOJIOTHYECKHX TporieccoB. [TocTpoenue miana onepanuii. [Topsimok OK 03
peMoOHTe aBTOMOOH. e pa3paboTKN TEXHOJIOIMYECKHX MPOIIECCOB Ha pa30opo-cOopouHbie paboThl. [Topsaok pazpaboTku OK 04
TexHoJiorndeckux nporeccoB Ha TO aBTomoOuiei. [lopsamok pazpaboTKH TEXHOJIOTHIECKUX OK 05
MPOIIECCOB HA PEMOHTHBIC PAOOTHI. OK 09
IIpakTHyeckoe 3ausiTe B (OpMe NPAKTHYECKOM MOATOTOBKH. 2 OK 10
IpaxkTuyeckas pagora Ne9. IK2.4

JIP 4, JIP 6,

O¢opMiIeHHe KOMIUIEKTa TEXHOJIOTHYECKUX JOKYMEHTOB HA TEXHUYECKOE 00CITy)KUBAHUE U JIP 14, JIP 16,

PEMOHT aBTOMOOMJICH JIP 18, JIP 19,
JIP 20

HuddepennmpoBaHHbIii 3a4eT 2
Hroro 48
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3. YCJIOBUSA PEAJIM3ALIMU ITPOI'PAMMBI U CIIAITJIMHBI

3.1. lus peaju3auvu NmporpaMmbl y4eOHOH NMCHUIUIMHBI NMPEAYCMOTPEHbI CJeaylonue
crenuaJbHble OMeEIeHHs:

KabuneTr mOKyMEHTAaIlMOHHOTO YIIpaBJeHUs, OCHAIICHHBI 000OpyAOBaHUEM: yucOHast MeOelb,
KOMITBIOTEP C OTKPBITBIM JOCTynoM B WHTEpHET, 3KpaH, MyIbTUMEAHUHBIA MPOCKTOP, KOMILIECKT
0JIaHKOB TEXHUYECKOM JOKYMEHTAIUH.

3.2. UndopmanuonHoe odecniedeHne peaau3aluu nporpaMmmsl

3.2.1. OcHOBHBIE 3JIEKTPOHHbIC U3JAHUSA:

1. bacakoB M.M. [lenonpoun3BoaCcTBO (JOKyMEHTAIIMOHHOE 00ecIieueHrne yIpaBieHUus Ha
ocaoBe ['OCT p 7.0.97-2016): yuebHoe mocobue, WM3marensctBo "KHOPyC", 2019.
https://e.lanbook.com

2. Hoponuna, JI. A. JlokyMeHTallMOHHOE oOOecreueHne YIpaBlIeHHUs: Y4YeOHUK H
MPaKTUKYM JUJIs1 cpeHero npodeccuoHabHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznarensctBo IOpaiit, 2021.— 233 c.— (IIpodeccuonansuoe obOpazoBaHue). —
ISBN 978-5-534-05783-6. — Tekcr : oanektponnbii // OBC IOpaiit [caiit] — URL:
https://urait.ru/bcode/473802 (nara obpamenus: 17.04.2021).

3. Kopnees, 1. K. JlokymeHTanmoHHOE 0OecreueHNe yIpaBICHH: yUeOHUK U TPAKTUKYM
TUTSE CpeIHEro npodeccrnoHaIbHOTO obpazoBanus / . K. Kophees, A. B. ITrenko,
B. A. Mamypues. — 2-e u3a., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2021. — 384 ¢. —
(ITpoeccuonanbrnoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texkct : snexTpoHHbIi // IBC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550 (nara obpamenus: 17.04.2021).

4. Ky3nenos, . H. JloxymeHTannmonHoe obecrieueHue ynpasieHus. JJokyMeHToo00poT 1
JEJIONPOU3BOJACTBO | YUYEOHHK M MPAKTUKYM Uil CpelHero mnpodeccuoHanbHOro o0pa3oBaHus /
. H. Ky3nenoB. — 3-e u3j., nepepad. u non. — Mocksa : M3natenbcrBo IOpaiit, 2021. — 462 c. —
(ITpoeccronansuoe obpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr : anexrponssii // DBC
IOpaiit [caiiT]. — URL: https://urait.ru/bcode/470020 (mara o6pamenus: 17.04.2021).

5. Kysueno W.H. [enompousBoactBo MzmarenbctBo "damkos u K". 2019r.
https://e.lanbook.com
6. Mumenun C.E. Opranuzanmss ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO oOecreueHus

yIpaBJIeHUs: AIEKTPOHHOE yueOHoe mocobue KemepoBckuii rocymapcTBeHHBbI yHHBEpcHTeT2021T.
https://e.lanbook.com

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. bepr O.H. Odopmnsem JUYHOE JIeTI0 COTpYIHUKA N3paTenscTBO
"I'poccMenua",2012https://e.lanbook.com

2. Haywmoga P.JI., CynsieBa FO.1O. IIpuka3 u gemnoBoe nucbmo: TpedoBanus K odhopmiienuro. 1
o0pa3iel qokyMmeHToB M3mgarensctBo "I'poccMenna"2012. https://e.lanbook.com

3.2.3. OcHOBHBIE 3JIEKTPOHHbIE U3TaAHUS

CIIC «Koncynwrant [Tmroc» (http://www.consultant.ru)

Poccutickas ceThb 11eHTpOB npaBoBoi nHdopmaruu «Koaeke» (http:// www.kodeks.ru)

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

Kypnan «/lenonpousBoacTBoO u JIOKYyMEHTOO0OpOT Ha MPEIIPUITHI
(www.delo-press.ru/documents-it/index.html)
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https://ppt.ru/cons/?n=216461

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JNUCHUITJIMHBI

Pe3yabTarsl 00yyeHus

Kpurepun ouenku

MeToanl OLIeHKH

[lepeuenb 3HaHMI, OCBAaUBAaEMBbIX B
paMKax JUCHUTUIMHBI
— TOHATHE, UENH, 33a/la4d W TPUHIIUIBI

JIEJIONIPOU3BO/ICTBA;
— OCHOBHBIE MOHATUS
JIOKYMEHTAIHOHHOI'O o0ecrieueHus
YIpaBJIEHUS;

— CHUCTEMBI JIOKYMEHTAllMOHHOT'O

oOecrieueHus yIpaBJIeHUs;

— KJIaCCU(UKAIHIO TOKYMEHTOB;

— TpeOOBaHMsI K  COCTaBJICHUIO U
oopmIIeHHIO TOKYMEHTOB;

— OpraHHU3aIfio JTOKyMEHT0000poTa:
IpHUeM, 00paboTKy, PETUCTPAIHIO,
KOHTPOJIb, XpaHeHue JOKYMEHTOB,

HOMEHKJIATypy JIe.

Ilepeuenb yMeHUM, OCBAMBAEMbIX B
paMKax JUCHUTUIMHBI

— 0pOpMITSITH JIOKYMEHTAITHIO B
COOTBETCTBUU C HOpPMATHBHOU 0a3oi, B
TOM qrcie C UCTIOJIb30BaHUEM
UH(POPMAIMOHHBIX TEXHOJIOTHIA;

— OCBauWBaTh TEXHOJIOTHH
aBTOMAaTHU3UPOBAHHOMN 00paboTku
JIOKYMEHTAIUH;

— HUCIOJIb30BaTh YHUPHUITIPOBAHHBIC

(bOpMBI TOKyMEHTOB;

—  OCYUIECTBIISITh XpaHEHUE U TIOUCK
JIOKYMEHTOB;

— -HCMOJb30BaTh
TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
3JIEKTPOHHOM JIOKyMEHTO000pOTE.

OcymiecTBIsIETCS TPEnoiaBaTeyieM
B IIPOIIECCE MPOBEIACHUS
MPAKTUYECKHUX 3aHITHH, a TAKXKE
BBITIOJTHCHHSI 00YJarOIIMMHUCS
WHIUBUTy TBHBIX 3aJaHUN

DKcrnepTHas
OLICHKA
pe3yIbTaTOB
CaMOCTOSTECIbHOM
paboTHI.
HaG6monenue u
OLICHKA
BBIIIOJTHCHHS
KJIIOUEBBIX
TEXHOJIOTHYECCKUX
omnepaunuii B
paborte ¢
JIOKyMEHTaMH C
MpUMEHEHUEM
OpraHU3aIMOHHON
51
BBIUMCIUTEIHHOM
TEXHHKH.

Onenka
pe3yabTaToOB
CaMOCTOSATEILHON
paboTsl ¢
JIOKyMEHTaMHU.
VYeTHBI onpoc
Onenka
pe3yabTaToOB
CaMOCTOATEILHON
paboTsl

3amura
WH/IMBUTyJIBHOTO
JIOMAIIHEr o
3aJJaHUs
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