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1 OBIIASI XAPAKTEPUCTHUKA PABOYENl ITPOIPAMMBI YUYEBHOM
TACIATIIAHBI

1.1 MecTO JTUCUMILJIMHBI B CTPYKTYPe OCHOBHO 00pa30BaTe/IbHOM MPOrpaMMbl:

VYuebnas nucrumiuHa OI1.06 JlokymMeHTanmoHHOE OOeclieueHne YIpaBJICHUs SBISETCS
00s13aTeNbHOM  4YacThi0  OOIIENpPO(ECCHOHANBHOTO IMKJIAa OCHOBHOW — 00pa3oBaTebHON
nporpammsbl B cootBeTcTBUM ¢ PI'OC 1o cnermansaoctr 40.02.04 KOpucnpyaeHuus.

Pe3ynpTaToM OCBOGHHS AMCLMIUIMHBI SBISIETCS OBJAJCHHE OOYYAIONIMMUCS OOIIMX
komnerennuit (OK):

OK 01. Bsibupats cmocoObl pemeHus 3anad MNpo(ecCHOHAIBHOW JesTeIbHOCTH

MPUMEHUTEIHHO K Pa3IMUYHbIM KOHTEKCTaM;

OK 02. Hcnosib30oBaTh COBPEMEHHBIE CpEICTBAa IOMCKA, aHAIUW3a M HHTEPIpETalUU
uHpopMaluu ¥ UHOOPMALMOHHBIE TEXHOJIOTUU MJI BBIMOJIHEHHS 3a1ad MpodeccuoHaIbHON
JESITEIIbHOCTH;

OK 03. ITnanupoBath U peann30BbIBATh COOCTBEHHOE NMPO(PECCHOHAIBHOE U JIMYHOCTHOE
pa3BUTHE, MPEINPUHUMATEIBCKYIO JEATEIbHOCTh B NMPOPECCHOHAIBHON Ccdepe, UCIO0Ib30BaTh
3HAHUS 110 PABOBOM M (PMHAHCOBO I'PAaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUsIX;

OK 04. D¢ddexTrBHO B3aMOACHCTBOBATH M pabOTATh B KOJUIEKTUBE M KOMaH/IE;

OK 05. OcymiecTBisiTh yCTHYIO M NMUCbMEHHYI0 KOMMYHUKAILIUIO Ha TOCYJapCTBEHHOM
sa3pike  Poccuiickoit ®epeparuu ¢ y4eToM OCOOEHHOCTEH COLMATBHOTO U KYJIBTYPHOTO
KOHTEKCTa;

OK 06. IlposBisaTh TrpakJaHCKO-MATPUOTUYECKYIO TMO3UIMIO, JIEMOHCTPUPOBATH
OCO3HAHHOE IIOBEJICHUE HAa OCHOBE TPAJIMLIMOHHBIX OOIIEUETIOBEYECKUX IIEHHOCTEH, B TOM YHUCIIE
C Y4YeTOM TrapMOHHU3AlMM MEXKHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOIIECHUH, MPUMEHSTh
CTaH/IapThl aHTUKOPPYNIIMOHHOTO TIOBE/ICHUS;

OK 09. Tlonb3oBaThcsi NMpOQecCHOHAIBHON JTOKyMEHTallMel Ha TOCylapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

OOyuaromuecs 10JKHBI 0051a1aTh podeccuonanbHbIMU KomnereHusmu (11K):

I[IK 1.2. IlpumeHsTh HOPMBI TpaBa JUid pelIeHHs 3anad B MpodecCHOHATBHOU
JeITeIILHOCTH,

IIK 1.3. Bnamerp HaBbIKAMH TOATOTOBKH HOPHIAMNYECKHX JOKYMEHTOB, B TOM YHCIE C
WCITOJIH30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHIA.

1.2 Heab ¥ mu1aHupyemble pe3yJbTAThl 0CBOCHHUS JUCUMIIIUHbI:
B pamkax mporpamMmbl y4eOHOM IHUCIUIUTMHBI 00yUYaIONUMUCS OCBAaMBAIOTCS YMEHUS U
3HAHUA.

Kon YMeHnus 3Hanusn
IIK, OK
OK 01 - IPUMEHSTH Ha NIPAKTUKE - TEPMHUHOJIOTHUIO B 00J1aCTH
OK 02 TOCYJapCTBEHHBIE CTAHAAPTHI, JIOKYMEHTAITMOHHOTO 00ecreueHus
OK 03 JIpyrie HOpMaTUBHO-METOANYECKHUE | YIIPABIICHUS;
OK 04 JIOKYMEHTBI, PETJIAMEHTUPYIOLIUE - HOPMaTUBHBIE JJOKYMEHTBHI,
OK 05 OpraHU3aluio JOKYMEHTALMOHHOIO | PErNIAMEHTUPYIOLUE COCTaBICHUE U
OK 06 oOecrieyeHus yrpaBieHUS; odopmiIeHHEe JOKYMEHTAIMH U TIOPSI0K




OK 09
I[IK 1.2
IIK 1.3

- COCTaBJISATh U MPABUILHO
0(pOpPMIISTH OCHOBHBIE BUJIbI
OpraHu3aIMOHHO-
pacropsAaUTENbHBIX JOKYMEHTOB;
- ohopmtsATH MHGOPMAITMOHHO-
CIPaBOYHYIO JOKYMEHTAIHUIO;

- 0OPMIISITH KAJIPOBYIO
JOKYMEHTAIIUIO;

- 0OPMIIATH MPETCH3MOHHO-
HCKOBYIO JIOKYMEHTAIIHIO

ee 00paboTKw;

- IpaBHJIa COCTABJICHUS U O(hOPMIICHUS
OpraHu3alMOHHO-PACHOPSAUTEIBHBIX
JIOKYMEHTOB, BXOJISIIIIUX B
YHU(PUIIUPOBAHHYIO CUCTEMY
OpraHU3aMOHHO-PACTIOPAIUTENbHBIX
JIOKYMEHTOB, YHU(DHUIIUPOBAHHYIO
CHUCTEMY MEPBUYHON YUYETHOMN
JOKYMEHTAIIUH B YaCTH JTOKYMEHTAIUU
0 y4YeTy Tpy[a;

- IOPAZIOK MPOBEACHUS IKCIIEPTHU3HI
[EHHOCTH JOKYMEHTOB U HOJTrOTOBKH
JIeNT K apXUBHOMY XPaHEHHUIO,
TEXHOJIOTHIO OPTaHU3alun
JIOKyMEHTO000pOTa B OpraHU3aIUsiX

(Y4pexIeHusx).




2. CTPYKTYPA U COAEPXKAHUE YUYEFHOU JUCIHUATLIAHBI

2.1 O0beM y4eOHOM NMCHUILIMHBI U BUAbI YU4eOHO# padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIIMHbI 36

B TOM YHUCJIC:

TEOpeTUIEeCKoe o0ydeHne 18
MIPaKTUYECKHE 3aHATHS 18
B TOM 4HCIIe: B GOopMe MPAKTHUECKON OATOTOBKU 18

6 MmoM vucie sapuamueHas 4acniob -

KypcoBasi pabota (IPOEKT) (eciu npedycmompeno) -

CamocrosTensHas pa60Ta -

IIpome:xxyTouHasi aTTecTanus 2

B TOM YHCIJIC:

KOHCYJIbTalluH -

JuddepeHmpoBaHHbIN 3a4eT 2




TeMaTuuecKuil JIaH y4eOHOM TUCIMILIHHBI

KoanuyecTBo AYAUTOPHLIX YaC0B

HaumeHnoBanue pa3jaesioB H TeM BT.iL. B (hopne TeopeTuy. HpakTirs
Bcero HPAKTHYECKO (cemuHapck
_ il MOATOTOBKH 0byuennue ue) 3aHATHSA
Pa3nesn 1. OCHOBBI JOKYMEHTHUPOBAHUSA YIIPABJIEHYECKOU 8 2 6 2
JAEATEJBHOCTH
Tema 1.1 [ToHsiTHE O TOKYMEHTALIMOHHOM O0ECIIEUYEHUH YIIPABIICHHUS, TOKYMEHTE 2 - 2 -
U CII0CO0ax JTOKyMEHTHPOBAHUS
Tema 1.2 HopMmaTuBHO-1IpaBoBasi 0a3a JOKyMEHTAlMOHHOTO 00ecreYeHus 2 - 2 -
yIpaBIeHUS
Tema 1.3 CriocoObI 1 mpaBmIIa CO3AaHUS JOKYMEHTOB 4 2 2 2
Paznen 2. OPTAHU3AIUA CUCTEMbI JOKYMEHTALHIUMOHHOI'O 20 12 8 12
OBECIIEYEHUA
Tema 2.1 Odopmnenue nHPOPMAITMOHHO-CIIPABOYHOI IOKYMEHTAIlUN 4 2 2 2
Tema 2.2 OdopmieHue opraHu3aluoOHHO-PACTIOPSIAUTEIHLHON JOKYMEHTAIINH 4 2 2 2
Tema 2.3 O¢dopmieHue kaapoBoil U JOTOBOPHO-TIPaBOBasi JOKYMEHTAIMU 8 6 2 6
Tewma 2.4 ITpeTeH3MOHHO-UCKOBAsl JOKYMEHTAIUs 4 2 2 2
Pasznen 3 OPTAHU3AIIUA PABOTHI C JIOKYMEHTAMMU B 6 2 4 2
OPTAHU3ALUAX (YUPEKIAEHUSAX)
Tema 3.1 TexHonorust opraHu3aluu JOKYMEHTO000pOTa B OpraHu3alMsIX 4 2 2 2
(yupexnenusx). OcoOEHHOCTH JeIO0NPOU3BOICTBA 10 OOPALEHUSAM IpaskIaH U
KOH(HJIEHIIMATIBHOTO I€TONPOU3BOJICTBA
Tema 3.2 Cucremartuzanus JOKYMEHTOB, (popMHpoBaHHe UX B JieJia U Mepeiava B 2 - 2 -
apXMB OpraHU3aluu
JAnddepenuupoBannblii 3auer 2 2 - 2
Bcero mo qucuumninze 36 18 18 18




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YHeOHOM JUCUMIIIIMHBI

HaumenoBanmue Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHu3anuM JAesiTeJIbHOCTH Oo0bem Koani
pa3/iesioB M TeM o0yyammuxcsi B Yyacax KOMIEeTeHIIHIA,
¢dopmupoBanuio
KOTOPBIX
crocoo0cTByeT
3J1eMeHT
NPOrpaMMmbl
1 2 3 4
Pa3zaen 1. OCHOBBI JOKYMEHTHUPOBAHMUS YIIPABJEHUYECKOM JAESATEJIBHOCTH 8
Tema 1.1 Conep:xanue yueOHOro MaTepuasa 2
IMonsaTue 0 OcHoBHbIE CBOICTBA TOKYMEHTOB U UX (PYHKI[UM B CHCTeMe YIPaBJIeHHS.

AokymeHTanuoHHOM | [Tonsitue noxkymenrta. Mudopmanus u nokyment. Knaccudukanus J0KyMEHTOB: OK 01, OK 02,
ol0ecrnieyeHNH 1o BUAY 0(OpMIIEHUS; TIO COJIEPKaHUIO; 10 (OpME; IO TPOUCXOKACHHUIO; 110 OK 05, OK 09
ylpaBJieHHusl, cpencTBam (GUKcaluu; 0 CPOKaM XpaHeHusl. MaTepualibHbIe HOCUTENN 2
JAOKyYMeHTe u unpopmanuu. [lonsarue nokymeHTrpoBanusi. OCHOBHBIE CIIOCOOBI

cnocodax nokyMeHTUpoBaHus. OCHOBHBIE COBPEMEHHBIE TEXHOJIOTHU, IPUMEHSIEMBIC TTPU
AOKYMEHTHPOBAHUSl | OpraHu3anuy paboThl C TOKYMEHTaMHU B OpraHU3aIusaX (YIperKICHHSIX).
Coaep:xanue yueOHOro MaTepuasia 2
T HopmaTuBHO-IpaBOBbIE AKThI, PeryJTHPYIOLIHE JOKYMEHTALMOHHOE
ema 1.2 olecreyeHue ynpapjaeHus. Y HU(UKALNS U CTAaHIAPTU3AIMS KaK OCHOBHBIE
Hopmarusro- HaMpaBIIEHUs] COBEPIIICHCTBOBAHUS JOKYMEHTOB U JOKYMEHTAI[MOHHOTO
MpaBoBas 0asa obecnieueHus ymnpasieHus. [lepeueHb OCHOBHBIX TOCYapCTBEHHBIX OK 01, OK 02,
AOKYMEHTAIHOHHOI0 2 OK 05, OK 09
GecH e e s CTaHJIapPTOB Ha YHU(DHUIIMPOBAHHBIE CHCTEMBI IOKyMeHTauu. OCHOBHBIE
0 TTOJIOKECHUS TOCYTAPCTBEHHOW CUCTEMBI JIOKYMEHTAIIHOHHOTO 00eCIICUeHUS
yHpaB-ICHH yrpaieHus. CocTaB YHU(PUITUPOBAHHBIX CHCTEM JOKYMEHTAITHH:
OpTraHHU3aIMOHHO-PACTIOPSANTEIbHAS, OTYCTHO-CTATUCTHICCKAas, (PMHAHCOBAS H
7p.
Tema 1.3. Ilpogheccuonanvno-opuenmupoeannoe cooepircanue 4 OK 01, OK 02,
Crnoco0bl M npaBuia | HopmaTuBHOe peryinpoBaHue 001eCTBEHHbIX OTHOIIEHHUI B yCIOBHSX 2 OK 03, OK 04,
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CO31aHUA epBOOBITHOTO CTposi. [Ipu3HaKK, OTIUYAIOIINE TIPABO OT COMMATBHBIX HOPM OK 05, OK 06,
JOKYMEHTOB nepBoObITHOTO oOmiecTBa. [1ytu hopmupoBanus npaBa. OCHOBHBIC TEOPUU OK 09
MPOUCXO0XKICHUS [paBa: TEOJIOrnYeCcKas, €CTECTBEHHOr O IIpaBa, K 1.2, TIK 1.3
MaTepHaTuCTUYeCKast, UCTOPUYECKast, PEryJISITUBHAS, TEOPHUS IPUMHUPEHHS
B TOM umciIe NIPAKTHYECKUX 3aAHATHI 2
IIpakTuyeckoe 3ansaTue Nel. OdopmiieHre peKBU3UTOB Ha JJOKYMEHTaX. 2*
Paznen 2. OPTAHU3ALIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 20
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue 4
XapaKkTepuCTHKA U COCTAB CIPABOYHO-HH(OPMAIHOHHBIX IOKYMEHTOB
Tema2.1. (cnp>i<66H11)>1x MUCEM, CIIPABOK sgﬂBneHHﬁ aKflr)o;) MIPOTOKOJIOB ﬂoxﬁaz{me u OK 01, OK 02,
Odopmrenne y ’ ’ > AKTOB, : 2 OK 03, OK 04,
O0OBSCHHUTEIIBHBIX 3aIIMCOK), TPeOOBaHUS K MX 0()OPMIICHHUIO.
UH(POPMALUOHHO- OK 05, OK 06
. JIoKyMeHTUpOBaHUE AEATEIbHOCTH KOJUIETHAbHBIX OPTaHOB.
CIIPABOYHOM — IIK1.2,IIK 1.3
B ToM 4Hciie IPaAaKTHYeCKUX 3aHATHH] 2
JAOKYMEHTAINU : -
IIpakTuyeckoe 3ansitue Ne 2: Oopmienne HHPOPMAITIOHHO-CIIPABOYHON o
JOKYMEHTAIHH.
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue 4
OcHoOBHbIE IPYNIbI OPraHU3AIHOHHO-PACTOPAIUTEIBHBIX JOKYMEHTOB.
XapakTepuCTUKaA U COCTAB OPraHU3AI[MOHHBIX JOKYMEHTOB (yCTaBa, MOJIOKEHUS,
T 59 WHCTPYKIIMH, JOJKHOCTHON MHCTPYKIUH), TpeOOBaHUS K 0(DOPMIICHHIO. OK 01, OK 02,
ema 2.2.
XapaKkTepucTUKa U COCTaB PACIIOPAIUTENBHBIX JOKYMEHTOB (ITIOCTAHOBJIEHMUS, OK 03, OK 04,
Odopmienue 2
MIpHUKa3a, peLeHNs], paCIIOPSKEHUsI, yKa3aHus ), TpeOOBaHuUs K X 0()OPMIICHHIO. OK 05, OK 06,
OpraHu3alMoOHHO- .
.| [lonsTHe NOUIMHHNKA, KOTIMH, BBIITUCKH, TyOInKaTa. Buasl Konuii JOKYMEHTOB, OK 09
pacnopsiAuTebHOi .
0COOEHHOCTH 3aBEpEHMsI KOIMI U BBIMTUCOK HOTApUAIbHBIMH KOHTOPAMU U I[IK1.2,1IK' 1.3
JAOKYMEHTAINU .
JOJPKHOCTHBIMU JIMIIAMU OpPTaHU3aIHi.
B ToM 4mciie NpaAaKTHYECKUX 3aHATHI 2
IIpakTuyeckoe 3anaTue Ne 3 OpopmiieHrne opraHu3aIMOHHO- o
pacropsINTeIbHON TOKYMEHTAIINH.
Tema 2.3 Ilpogheccuonanvno-opuenmuposannoe cooeprcanue 8 OK 01, OK 02, OK
Odopmaenue OcobennocTu opopmiieHHsI KaAPOBOI ¥ I0TOBOPHO-NIPABOBOM 03, OK 04, OK 05,
Ka/IpOBOH H AOKYMEHTaluH. 3asBJICHNS U IPUKA3bl 110 JINYHOMY cocTaBy. JINuHas kapTouka 2 OK 06, OK 09,
JA0roOBOPHO-NPaBoBoi | ¢popmbl T-2 u nuunsle nena. [Tonstre goroBopa. OCHOBHBIE pa3/ieibl JOTOBOPOB. IIK1.2,1IK' 1.3
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AOKYMEHTAIlUH [opsimok oopmieHHs TPYIOBOTO OTOBOpaA, JOTOBOPA OCTaBKH, IOTOBOPA
KYIUIM-TTPOJAXKH.
B ToM 4unciie NPpaKTHYeCKUX 3aHATHIH 6
IIpakTuyeckoe 3ansaTue Ne 4 OdopmiieHre 3asBACHUS U TPUKA30B 110 TUIYHOMY o
COCTaBy
IpakTuyeckoe 3anaTue NeS Odopmiienue Jlnunoit kaprouku Gopmer T-2 u o
JUYHOTO Jea
IIpakTuyeckoe 3ansitue Ne6 OpopmieHre Tpy10BOro J0roBopa. 2*
Ilpogpeccuonanvrno-opuenmupogannoe cooepicanue 4
OcHOBHBIC PEKBU3UTHI U NOPSAAOK 0OpMJICHHUS NIPETEH3UH, OTBETOB HA OK 01, OK 02,
Tema 2.4. nperen3u1o. KOpunndeckas ciyx6a, BBIIOIHAOLIAs IPETEH3MOHHO-HCKOBYIO 2 8§ 82’ 8§ 82’
IIperen3uonno- paboty Ha npeanpustuu. JXKypHan peructpauuu nperensuil. [lopsaok OI,< 09 ’
HCKOBas o(opMIIeHHST UCKOBBIX 3asBJICHUN U MPEJCTABICHUE UX B APOUTPAXKHBIN Cy/I. K 1.2. TIK 1.3
JIOKYMEHTAIMS B TOM 4nciIe NPAKTHYECKUX 3aHATHIA 2 T '
IIpakTuyeckoe 3ansitue Ne 7 OhopmieHne npeTeH3nOHHO-HCKOBOM o
JOKYMEHTaLUH.
Paznea 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMM B OPTAHU3AIIUAX 5
(YYPEXIEHUAX)
Tema 3.1. Coaep:xanue yueOHOro MaTepuasia 4
TexHos0rus YupasiieHue u ge10npou3BoAcTBo. OpraHu3alioHHbIe POPMBI
OpraHu3anuu nenorpoun3BojicTBa. Ciryx0a JOKyMEHTAITMOHHOTO 00ECTICYeHUS YIIPaBICHUS,
AOKYMEHT0000poTa B | OCHOBHas 3a/1a4a, (YHKIIUHU, TUIIOBBIE CTPYKTYPBI, TOJDKHOCTHOM cOCTaB. OK 01. OK 02
OpraHu3anuax Pernamenranus padotsl ciayx0b1 IOY. [IpumepHoe nosoxeHue o ciyxoe OK 03’ OK 0 4’
(YupexkaeHHsx). JOKYMEHTAI[MOHHOTO 00eCTIeYeHNs yIpaBIeHUs U JODKHOCTHBIE HHCTPYKLIUH. OK 05 ’ OK 06 '
Ocobennoctu [TonsaTHs npeanoxeHus, 3asBieHus 1 xkanoOsl. [Ipuem u perucrpanus niucem 2 OI,< 09 ’
AeJONPOU3BOACTBA MO | rpaxkaaH. PaccMoTpenue U paspelieHre muceM, CpoK pacCMOTPEHUs. AHaIN3
o0paueHusAM nuceM rpaxkaad. Kondunenuunansaoe aenonpousBoactso. ['pud orpannuenus
rpakaaH u JIOCTyTAa K TOKYMEHTY. ABTOMaTU3UPOBaHHbIE CUCTEMbI paOOTHI C JOKYMEHTaMH.
KoH(uaeHINaNbHOro | CpeacTsa U3rOTOBIICHHUS, KOMUPOBAHUS M Pa3MHOXKEHHUS JOKYMEHTOB.
aeaonpousBoacrea | Opranuzanus paboYnx MecT.
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B ToM 4mciIe NPAKTHYECKHUX 3aHATHI 2
IpakTuyeckoe 3ansaTue Ne§ OdhopmieHue oOpanieHU rpakIaH. 2
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue 6
IMonsiTe 1OKyMeHTO00O0pOoTAa. O01IMe NMPUHIIUIIBI OPraHU3AMUMN
Tema 3.2. JOKYMEHT0000p0oTa, €r0 OCHOBHBIC 3TAIlbl: IPUEM U TIEpBUYHAS 00paboTKa OK 01, OK 02,
Cucrematusanus JOKYMEHTOB; pacipe/ielieHHe MOCTYIUBIINX JOKYMEHTOB; pEerucTpalius OK 03, OK 04,
JOKYMEHTOB, JIOKYMEHTOB U IIPEIBAPUTEIBHOE UX PACCMOTPEHUE; PACCMOTPEHUE IOKYMEHTOB OK 09
(¢opMupoBaHHe UX B | PYKOBOJCTBOM Opranu3aiuu (yu4pexIeHHs) U HalpaBJICHUE UX HA UCTIOJHEHUE; 2% IK 1.2, TIK 1.3
JeJia U mepeAavya B | MCIOJIHEHHE U KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB; TEKYIIEe XpaHEHHE
apxuB opraHu3zanum | 1oxkymeHToB. Homenkmnarypa nen. O6paboTka e Ais mOCIeayIonero
XpaHeHus. JKCIepTH3a [IEHHOCTH IOKYMEHTOB, O(hopMIIeHUE /IeTI, COCTAaBIICHUE
onuceil. Cnava e B apXuB.
JuddepenuupoBannblii 3aueT (IlpakTnyeckoe 3ansaTHe Ne9) 2
Bcero: 36
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3 YCJIOBHUSA PEAJIN3AIIMA ITPOT'PAMMBbBI YUEBHOM JUCIUILINHBI

3.1 s peanu3anuu MNPOrpaMMbl Y4eOHOH JAMCHMUIUIMHBI NPeIyCMOTpPEHbI
cielyolue crenualbHble IOMeIeHus

Kabuner «lokyMeHTaITMOHHOTO 00ECIICUYCHHUS
OCHAaIlleH 000py/A0BaHHEM:

— paboure MecTa 00yJarommxcs (CTOJbI, CTYJIbs) — 25 IIT.;
— pabouee mecTo npenoaasarens — 1 mr.;

— yueOHas qocka — 1 mir;

— KHIKHBIA mKad — 1 mrT.;

— y4eOHO-METOINYeCcKas JINTEPaTypa Mo JUCIUTUTHHE
— KOMIUIEKT y4eOHO-HaTJISTHBIX TTOCOOHIA
TeXHHYECKMMH CPeICTBAMH 00yYeHUsI:

— HOYTOYK C nuueH3uoHHbM [10 — 1 mT;

— TeneBu30p (9KkpaH) — 1 mT.

3.2 UndopmanuonHoe odecrieyeHne peajsn3aluu NporpaMmmal

Jlns peanu3anuu mporpaMMbl  OMOJIMOTEYHBINH (DOHJ HHCTHTYTa MMEET IICUaTHBIC U
AJIEKTPOHHBIE 00pa30BaTeNIbHbIE M NHPOPMALIMOHHBIE PECYPCHI, B TOM YMCJIE PEKOMEHI0BaHHbIE
OYMO, ansa ucnoib3oBaHus B oOpa3oBaTenbHOM Imporecce. CHUCOK JOMOJIHEH HOBBIMU
U3JaHUAMUA.

3.2.1 OcHOBHBIEC HCTOYHUKH

1. Ky3Henos, N. H. JlokymeHTalmOHHOE obecrieueHue YIIPABJICHUS.
JIOKyMEeHTOOOOpOT U  JIEJONpPOM3BOJCTBO : Y4YEOHMK U  NPAKTUKYM Ui CPEIHEro
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e uzn., nepepad. u gorn. — Mocksa :
WznatenberBo FOpaiit, 2024. — 545 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8. — Texct : snexTpoHHbI // OOpa3oBarenvHas miaardopma FOpaiT [caiiT]. —
URL.: https://urait.ru/bcode/537146

2. bacakoB, M. U., JlokyMeHTallmoHHOE OOecreueHnue yrpaBieHHus (C OCHOBAMHU
apxuBoBezieHHsl) : yueObHoe nocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2024. — 216 c. —
ISBN 978-5-406-12836-7. — URL: https://book.ru/book/952778— Tekct : 31eKTPOHHBIH.

3. Kopuees, U. K. JlokymeHTannoHHoe oOecreyeHne YIpaBiIeHHs : Y4EOHUK H
MPaKTUKYM JiJIs cpeaHero nmpodeccuonanbHoro oopazosanusi / U. K. Kopuees, A. B. ITmenko,
B. A. MamypneB. — 3-¢ u3a., nepepad. u jon. — Mocksa : U3natensctBo FOpaiit, 2024, —

438 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
AIIEKTPOHHBIN /l OO6pazoBaTenpHas maTdopma Opaiit [caiit]. —
URL: https://urait.ru/bcode/539262

4. lysanosa, H. H. /lokymeHTannoHHoe obecrieueHHe yNpaBieHUs : y4eOHUK U
OPaKTUKYM JJIsi cpeaHero npodeccuonanabHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3n.,

nepepad. u jmon. — Mocksa : M3garenscTBo Opaiit, 2024. — 247 ¢. — (IlpodeccronanbHOe
oOpaszoBanue). — ISBN 978-5-534-16538-8. — Texkcr : anekrponHslii / OOpa3zoBarenbHas
iatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/536969

3.2.2. OCHOBHBIE 3JIEKTPOHHbIE U3IAHUA

1. Bapmynn, B. B., JlokymeHnTanmonHoe obecrieuenue ympasieHus : yueOuuk / B. B.
Bapmyan. — Mocksa : KOctunus, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707— TekcT : 31eKTPOHHBIH.

3.2.3. JlonoJTHUTEIbHbIe HCTOYHUKH
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https://urait.ru/bcode/537146
https://urait.ru/bcode/539262
https://urait.ru/bcode/536969

1. AnpOOM TEpPBHYHBIX JOKyMeHTOB: OnektponHas kHura (1 CD).- M.. U]]
«PaBHOBecuey.- (Cepust JlenoBbIe TOKYMEHTBI», BHIIL. 6).

2. PepkakoB A.Il. OO6pa3ibl JOKYMEHTOB ISl TpakaaH: DJjekTpoHHas kHura (1
CD).- M.: U] «PaBHOBECHEY.

3. CnpaBouHo-nipaBoBas cucrema «l apanr».

4. CnpaBouHo-nipaBoBas cucrema «Koncynbrantllmrocy.

o. I'OCT P 7.0.97-2016. Hauuonanwubiii cranmapt Poccuiickoir ®enepanuu.

Cucrema cra"maptoB 1o HWHPOpPMALUH, OUOIMOTEUHOMY M M3JATEIBLCKOMY  JIENy.
OpranuzalioOHHO-pACTIOPAIUTENbHAS ~ JOKyMEHTauus.  IpeOoBaHuss K  O(OpMIICHUIO
JIOKYMEHTOB.

6. PoxusitoBckas, WM. P. JlokymeHnTarmonHoe odecrnedenue : yuebnoe mocoodue / U.
P. PoxusroBckas. — Cumdeporons : YHUBEPCUTET SKOHOMUKH | yrpaBienus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : DSJEKTPOHHBIM // DJEKTPOHHBIA pecypc UU(POBOMA
o0Opa3oBarenbHON cpenbl CIIO PROFo0GpazoBanue : [caiT]. — URL:
https://profspo.ru/books/73265

1. bacakoB, M. W. [enonpousBoactBo [okymeHTarmonHoe oOecrieueHune
ynpasienus] : yueOnuk / M. U. Bacakos, O. U. 3ambiukoBa. — PoctoB-Ha-Jlony : deHUKC,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKcCT : 3JeKTPOHHBIN // DNEKTPOHHBINA pecypc
nugppoBoit  obpazoBatenbHOl cpenpl  CIIO  PROFo6OpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345
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4 KOHTPOJIb U OIEHKA PE3VJbTATOB OCBOEHUS YYEBHOM

JTACIATIIAHBI

Pe3ysnbTarnl 00y4eHus

Kpurepum oneHku

MeTtoabl OLICHKH

HepequL 3HaHHﬁ, OCBAMBACMBIX B paMKax JUCHUIIIMHBI

- TEPMUHOJIOTHIO B 00J1aCTH
JOKYMEHTAI[HOHHOTO
oOecrnieueHus ynpaBIeHUS;

- HOPMaTHBHBIE JJOKYMEHTHI,
periiaMeHTHPYIOIINe
cocTaBJeHHE U 0(OpMIICHHE
JOKYMEHTAIINH U TTOPSIOK ee
00paboTKu;

- IpaBHJIa COCTABJICHUS U
odopmIteHUs
OpraHu3aIMOHHO-
PacHopSIUTENbHBIX
JOKYMEHTOB, BXOISIIINX B
YHUPHUIMPOBAHHYIO CUCTEMY
OpraHU3aluOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO CUCTEMY
MIEPBUYHOMN YUETHOU
JOKYMEHTAITUH B YaCTH
JOKYMEHTAIUH 110 Y4eTy
TPyAa;

- IOPAZIOK MIPOBE/ICHUS
HKCHEPTHU3bI IIEHHOCTU
JIOKYMEHTOB H MTOJITOTOBKH
JIeJT K apXUBHOMY XPaHEHHUIO,

TEXHOJIOTUIO OpraHU3al1u
JIOKyMEHTO0000pOTa B
OpraHu3aIusIx
(Y4pexIeHusx).

- ohopMIICHHE TOKYMEHTOB U
pelIeHHE MTPAKTHYCCKIX
CI/ITyaL[I/If/'I C HOPMATHBHBIM
MPaBOBBIM 00OCHOBAHKEM;

- HCTIOJIb30BAHUE PA3TTMYHBIX
WCTOYHUKOB, BKITFOYAs
9JIEKTPOHHBIE PECYPCHI,
Meaua pecypcebl, IHTepHeT-
pecypchl, IEpUOIUIECKIE
W3JIaHHS 110 CHICIIMATbHOCTH
IUISL PEeUICHUS
npoeCCHOHAIILHBIX 3a]1aY;
- IEMOHCTpAIHs
OTBETCTBCHHOCTH 32
MIPUHATHIC PEICHUS,
000CHOBAHHOCTb
caMoOaHaJN3a U KOPPEKIHUS
pe3yabTaTOB COOCTBEHHOM
paboThI;

- HCTIOJIH30BAHUE
3aKOHOAATETbHBIX U
HOPMAaTHUBHO-TIPABOBBIX
aKTOB MPU TUIAHUPOBAHUU
MpeANPUHIMATENHCKON
JeSITETbHOCTH B
npodeccuonanbHoOM chepe;
- IEMOHCTpAII¥sl 3HAaHHUH B
obnactu (hUHAHCOBOM

T'paMOTHOCTH;
- KOHCTPYKTUBHOCTH

B3aUMOJICHCTBHS C
o0yJaronmmMucs,
MPENOaBaTeIIMUA B XO/IC
00y4eHUs1, pyKOBOAUTEISIMU
y4eOHOU 1
MIPOU3BOJICTBEHHOM MPAKTHK;
-co0roIeHne HOpM
npodeccHoHaNBEHON STUKY;

- TOCTPOEHHE
po¢eCcCHOHAIBLHOTO
0OIIIEHUS C y9eTOM
COIMAJIBHO-
npoheCCHOHATIFHOTO CTaTyca,
CUTYaIluu OOIICHHUSI,

Texkyluii KOHTPOJIb:
—  OIICHKA BBHITIOJTHEHUS
MPaKTUICCKUX PaboT
—  YCTHBIW/(ppOHTATBHBIH/
MUCHbMEHHBINA OITPOC
— OIIEHKA pelleHus 3a/1a4
— TECTHUpPOBaHHE

IIpomeskyTouHasi aTTeCTALUA:

- ougpepernyuposanmbiii
3auem
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0COOEHHOCTEH IpyMITbl U
WHIUBUAYAIbHBIX
0CcOOEHHOCTEH YyUaCTHUKOB
KOMMYHHKAIUH;

- TPAaMOTHOCTb YCTHOM U
MUCbMEHHOU peuu;

- ohopMIICHHE TOKYMEHTOB B
coorBercTBUn ¢ 'OCToM;

- ICHOCTH (POPMYITHUPOBAHUS
U U3J10KCHUS MBICIICH;

- IPOSIBJICHUE TOJICPAHTHOCTH
B IpOIIECCE OOIICHUS;
- co0roIeHue HOpM

MIOBEJICHHSI BO BpeMs
y4EOHBIX 3aHATUH;

- cOOJII0/IEHUE CTaHJapTOB
AHTUKOPPYIIIHOHHOTO
MOBEICHUS;

- cO0JII0/1aeT HOPMBI

SKOJIOTHYECKOU
0e30I1aCHOCTH;

— OIIpeNeNseT HAIIPaBICHUS
pecypcocOepekeHus B
pamKax mpogeccHOHATBHON
JEeSITeTBHOCTH TIO
CHEIHATEHOCTH;

- 3¢ pexTUBHOCTD
WCIIOJIb30BAHUS CPEJICTB
(bU3NYECKON KYIbTYphI IS
COXPaHCHHS U YKPEILJICHHS
3JI0pOBbSA B IIpoliecce
npogecCuoHaIbHON
JeSITeIIbHOCTH U
MOJI/IEPKaHUsT HE0OXOJUIMOTO
ypPOBHSI (PU3HUECKON
MTOJITOTOBJICHHOCTH;

- 3¢ pexTUBHOCTD
WCIIOJIb30BAHUS B
npodeccroHanbHOI
JIESITENLHOCTA HEOOXOIUMOMI
JOKYMCHTAIUH, B TOM YHCIIC
Ha MHOCTPAHHOM SI3BIKE

HCpC‘-ICHL yMCHHfI, OCBAaWBACMbIX B paMKaxX OJUCHUIIJIMHBI

- IPUMEHSTH Ha TTPAKTHKE
roCyJapCTBEHHbBIE CTAaHIAPTHI,
JIpyTrre HOPMaTUBHO-
METOJIUYECKHE TOKYMEHTHI,
perjJaMeHTUpyIolre
OpraHHU3aIIIo
JOKYMEHTAIlMOHHOTO

- ohopMIICHHE TOKYMEHTOB U
pelieHue NpaKTUYECKUX
CUTYallMil C HOPMATUBHBIM
MPaBOBBIM 00OCHOBAHHUEM;

- UCIIOJIb30BAHUEC PA3JIMYHBIX
HMCTOYHUKOB, BKIIOYAst
3JIEKTPOHHBIE PECYPCHI,
Menua pecypceol, IHTepHer-

Texkylmuii KOHTPOJIb:
—  OlICHKA BBIMOJHEHUS
MPaKTHYECKUX paboT
—  YCTHBII/(pOHTAIBHBIN/
MUCbMEHHBIN OMPOC
— OLEHKa peueHus 3a1ad
— TECTUPOBaHUE

HpOMe)KyTO‘{Haﬂ arrecranusa:
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obecrieueHus yrpaBIeHUs;

- COCTaBJISITh ¥ IPABHIIBHO
0(hOpPMIIATH OCHOBHBIC BUJIBI
OpraHM3aluOHHO-
PacnopsIUTEIbHBIX
JIOKYMCHTOB;

- 0OpPMIIATH
UH()OPMAIIMOHHO-CIIPABOYHYIO
JIOKYMEHTALUIO;

- 0hOpMIIATH KaZPOBYIO
JOKYMEHTALUIO;

- 0OpPMIIATH IPETEH3MOHHO-
UCKOBYIO JIOKYMEHTAIUIO

pecypchl, IepuOIUIECKUe
W3JIaHHS TI0 CIICTIHATbHOCTH
JUISL pEeUICHHUs
npodeCCHOHATILHBIX 3a]1ad;
- IEMOHCTpAIIHs
OTBETCTBEHHOCTH 32
MIPUHATHIC PEUICHUS,
000CHOBaHHOCTb
caMOaHaJN3a U KOPPEKIHs
pe3yabTaTOB COOCTBEHHOM
paboTsr;

- HCTIOJIH30BaHUE
3aKOHOJATEIbHBIX U
HOPMaTHUBHO-TIPABOBBIX
aKTOB IPH TUTAHUPOBAHUH
MPEIINPUHUMATEICKOMN
JeSITeTbHOCTH B
npodeccuoHaIbHOU cdepe;
- ICMOHCTpAIlHs 3HAHUH B
obiactu (PUHAHCOBOM

I'pPaMOTHOCTH;
- KOHCTPYKTHUBHOCTBH

B3aUMOJICHCTBHS C
0o0yJaronmumMucs,
MIPEToIaBaTesIMHU B X0O/IE
o0OyueHus1, pyKOBOJIUTEISIMU
y4ueOHOHU U
MIPOU3BO/ICTBEHHOM MPaKTHK;
-co0I0IeHuEe HOPM
npodeccHoHaNbHON STUKY;

- IOCTPOEHHE
npodeccrnoHanIbHOTO
0OIIIEHUS C yYeTOM
COLMAJIBHO-
po¢eCCHOHATFHOTO CTaTyca,
CUTyaluu oOIIeHus,
0COOEHHOCTEH rpynIbl U
WH/IMBUTyaTbHBIX
0COOEHHOCTEN y4acCTHUKOB
KOMMYHUKAITUH,

- [PaMOTHOCTb YCTHOH U
MUCHbMEHHON peuH;

- ohopmIiIeHHE TOKYMEHTOB B
cootBeTcTBUU ¢ 'OCTowm;

- ICHOCTbh (pOPMYJTUPOBAHUS
M U3JIO’KEHUS MBICIIEH;

- IPOSIBJICHUE TOJICPAHTHOCTH
B IIPOILIECCE OOIICHUS;
- co0IoIeHue HOpM

- Jugpghepenyuposannwlii 3auem
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MTOBEJICHHSI BO BpEMsI
y4eOHBIX 3aHATH;

- coOIMI0IeHNEe CTaHIapTOB
AHTHKOPPYIIIHOHHOTO
MOBEJICHMUS;

- co0Ir0/1aeT HOPMBI

SKOJIOTHYECKON
0€e30I1aCHOCTH;

— OIlpeNeNseT HAIPaBICHUS
pecypcocOepekeHus B
pamKax mpogeccCHOHATBHON
NeSITeTbHOCTH TI0
CHEIHAIBHOCTH;

- 3(ppeKTHBHOCTH
WCIIOJI30BAHUS CPEJICTB
(bU3NYECKON KYIbTYphI IS
COXPAHCHUS U YKPEIUICHHSI
3II0POBBSI B TIpoOIIeCCe
npodeccnoHaTBEHOM
JeSITeIIbHOCTH U
MOJI/IEPKaHUsT HE0OXOIUIMOTO
ypOBHS (pU3HUECKOU
MMOATOTOBJICHHOCTH;

- 3(ppeKTUBHOCTH
WCIIOJIb30BAHUS B
npodeccnoHanbHOM
JEeSITENNLHOCTA HEOOXO0IUMOM
JOKYMEHTAIUH, B TOM YHCJIe
Ha WHOCTPAHHOM SI3bIKE
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