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1 OBIIASA XAPAKTEPUCTHKA PABOYEW ITPOTPAMMBI YUEBHOU
JUCIHUIIVIMHBI OI1.06 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 MecTo AUCHMILINHBI B CTPYKTYpPe OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbl:

VYuebnas nucuumimaa OI1.06 JlokyMeHTalMOHHOE oOecriedeHue yIpaBiIeHUs SIBISETCS
00s3aTeNbHOM  YacThi0  00IIENTPO()EeCCHOHAILHOTO — LUKJIa OCHOBHOW  00pa3oBaTesIbHON
nporpammsel B cooTBeTcTBHH ¢ PI'OC mo crenmansuoctu 40.02.04 IOpucnpyaeHIus.

Pe3ynbraToM OCBOEHUS IUCHMIUIMHBI SIBISAETCS OBJIAQJCHHE OOYYAIOUIMMHUCSA OOIINX
komrereHmuil (OK):

OK 01. BeiOupats cmocoObl pemeHus 3anad4 MNpo(ecCHOHAIBHOW esTeIbHOCTH

MPUMEHUTEIHHO K Pa3IMUYHBIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpEICTBAa IOMCKA, aHaIUW3a M HMHTEPIpETalUU
uHpopMaluu ¥ UHOOPMALMOHHBIE TEXHOJIOTMU MJI BBIMOJIHEHHs 3a1ad MpodeccuoHaIbHON
JeSITEIbHOCTH;

OK 03. [TmanupoBaTh U pean30BbIBATH COOCTBEHHOE MPO(PECCHOHATBHOE U INYHOCTHOE
pa3BUTHE, MPEIIPUHIMATENBCKYIO ICITEIbHOCTh B MPO(ECCHOHANBHON cdepe, HCIOIb30BaTh
3HAHUS 110 PABOBOM M (PMHAHCOBOI I'PAaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUsX;

OK 04. D¢ddexTrBHO B3anMOACHCTBOBATH M pabOTATh B KOJUIEKTHBE 1 KOMaH/IE;

OK 05. OcymiecTBisTh YCTHYIO M NMUCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit ®exepanuu ¢ y4eToM OCOOEHHOCTEW COLMANBHOTO U KYJIBTYPHOIO
KOHTEKCTa;

OK 06. IlposBisaTh TIpakIaHCKO-MATPUOTUYECKYIO IO3UIIMIO, JIEMOHCTPUPOBATH
OCO3HAHHOE IIOBEJICHUE HAa OCHOBE TPAIULIMOHHBIX O0IEYEIOBEYECKUX LIEHHOCTEH, B TOM 4HCIIe
C Y4eTOM TrapMOHHU3ALMU MEXKHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOIICHUN, MPUMEHSTh
CTaHapThl aHTUKOPPYILIUOHHOIO IIOBE/ICHUS;

OK 09. Tlonb3oBaThCcsi NMpPOQPECCHOHAIBHON JTOKyMEHTalUUEd Ha TroCyAapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

OOyuaromuecs JOMHKHBI 001a1aTh podeccruonanbHbiMu KomneTeHmusiMu (I1K):

I[IK 1.2. IlpumeHsTh HOPMBI TpaBa g peHIeHHs 3a7ad B MNpodecCHOHATBHOU
JeITEeIILHOCTH,

[IK 1.3. Bnagerp HaBbIKAMH TOATOTOBKH HOPHAMYECKHX JOKYMEHTOB, B TOM YHUCIE C
WCIIOJIb30BaHNEM HUH(POPMAITMOHHBIX TEXHOJIOTHIA.

1.2 llenp 1 niIaHupyemble pe3yJIbTaThl 0CBOCHHUS AW CHMIIJIMHBI:
B pamkax mporpamMmbl yueOHOW IHCHUIUIMHBI O0Oy4YarOIMMUCS OCBAaUBAIOTCS YMEHUS U
3HAHMUS.

Kon YMeHnus 3Hanusn
MK, OK
OK 01 - IPUMEHSTH Ha IIPAKTUKE - TEPMHUHOJIOTHUIO B 00J1aCTH
OK 02 TOCYJIapCTBEHHBIE CTAHAAPTHI, JIOKYMEHTAIIMOHHOTO 00ecreueHust
OK 03 JIpyrie HOpMaTUBHO-METOAMUYECKUE | YIIPABIICHUS;
OK 04 JIOKYMEHTBI, pErJIaMeHTUPYIOLIUE - HOpPMaTUBHBIE JOKYMEHTBHI,
OK 05 OpraHu3aINI0 TOKYMEHTAIIMOHHOTO | PErJIaMEHTHUPYIOIIHE COCTABICHUE U
OK 06 o0ecrieyeHus yrpaBiIeHUs; odopmiIeHHe JOKYMEHTAIMH U TIOPSI0K




OK 09
I[IK 1.2
IIK 1.3

- COCTaBJIATh U MPABUILHO
0(pOpPMIISATH OCHOBHBIE BUIbI
OpraHu3aIMOHHO-
pacropsAaUTENbHBIX JOKYMEHTOB;
- ohopmtsATH MHGOPMAITHOHHO-
CIPAaBOYHYIO JJOKYMEHTAIUIO;

- 0OpPMIISITH KaJIPOBYIO
JIOKYMEHTAIIUIO;

- 0OPMIIATH MPETEH3MOHHO-
HCKOBYIO JIOKYMEHTAIHIO

ee 00paboTKw;

- MpaBUJIa COCTaBIIEHUS U OhopMITeHUS
OpTraHU3aIMOHHO-PACTIOPS AU TSI LHBIX
JIOKYMEHTOB, BXO/ISIIIINX B
YHUGUIIMPOBAHHYIO CUCTEMY
OpraHU3aIMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB, YHU(DULIUPOBAHHYIO
CHUCTEMY MEPBUYHON YUETHOMN
JIOKYMEHTAIIU! B YaCTH JJOKYMEHTAINH
0 y4eTy Tpy/a;

- TIOPSIIOK TTPOBECHUS SKCTIEPTU3HI
[IEHHOCTU JOKYMEHTOB U MOJITOTOBKH
JIeJT K apXUBHOMY XPaHEHHUIO,
TEXHOJIOTHIO OpTaHu3alun
JIOKyMEHTOO00pOTa B OpraHU3alusaX
(YUpexaeHusx).




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1 O0bem yyeOHOM AUCHMILVIMHBI U BUAbI Y4eOHOH padoThl

Buj yueOHoi1 padoThl O0bem B yacax

O0Bem 00pa3oBaTe/IbHOM MPOrPaMMbI Y4eOHOM U CIUANINHBI 36

B TOM YHUCJIC:

TEOpeTUIeCcKoe 00ydeHne 18
MIPaKTUYECKHUE 3aHATHS 18
B TOM 4HcCIIEe: B pOopMe MPAKTHUECKON OATOTOBKU 18

6 MOM qucie sapuanmueHas 4acniob -

KypcoBasi pabota (IPOEKT) (eciu npedycmompeno) -

CamocrosTenbHas pa60Ta -

IIpome:xkyTouHasi aTTecTanus 2

B TOM YHCIJIC:

KOHCYJIbTalun -

JuddepeHmpoBaHHbIN 3a4eT 2




TemaTnueckuii miian yyeonoii aucuuniauab OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

Makec.

KoanuecTBO AYAUMTOPHLIX YaC0B

yueo. BT B NpaKkTH4
HaumeHoBaHMe pa3aesioB U TeM Harpyska (bopme TeopeTud. | (cemuHapc
CTyATA Beero TpAKTHHECK o0y4eHue KHe)
(4ac) o 3aHATHA
_ MOATOTOBKH
Paznen 1. OCHOBBI JOKYMEHTUPOBAHUSA YIIPABJIEHYECKOU 8 8 2 6 2
AEATEJBHOCTH
Tema 1.1 [loHsiTHE 0 TOKYyMEHTAIMOHHOM 00€CIIEYeHUH YIIPaBICHUS, 2 2 - 2 -
JIOKYMEHTE U croco0ax TOKYMEHTUPOBAHHUS
Tema 1.2 HopmaTuBHO-1IpaBoBasi 06a3a JOKyMEHTALMOHHOTO 00ecreueHUs 2 2 - 2 -
yIpaBiIeHUS
Tema 1.3 Crioco6b!I 1 ipaBujIa Co3AaHUs JOKYMEHTOB 4 4 2 2 2
Paznen 2. OPTAHUBAIUA CUCTEMbI JOKYMEHTALHIUMOHHOI'O 20 20 12 8 12
OBECIIEYEHUA
Tema 2.1 Odopmienue HHPOPMAITMOHHO-CIIPABOYHOM TIOKYMEHTALIUN 4 4 2 2 2
Tema 2.2 OdopmiteHne opraHU3aMOHHO-PACTIOPSIINTEIEHON JOKYMEHTAIIHH 4 4 2 2 2
Tema 2.3 OdopmieHue KaapoBoii U JOTOBOPHO-TIPaBOBasi JOKYMEHTAIUH 8 8 6 2 6
Tewma 2.4 ITpeTeH3MOHHO-UCKOBasl JOKYMEHTAIUs 4 4 2 2 2
Pa3znen 3 OPTAHU3ALIUSA PABOTHI C JOKYMEHTAMMU B 6 6 2 4 2
OPTAHM3ALUAX (YUPEXKIEHUSAX)
Tema 3.1 TexHoNOrHsI OpraHU3aluu JOKYMEHTO000POTa B OPraHU3aIUsIX 4 4 2 2 2
(yupexnenusx). OcoOeHHOCTH JEIOMPOU3BOICTBA M0 OOPAIEHUSIM TpaskKIaH U
KOH(UICHIIMATBEHOTO JISTOMPOU3BOCTBA
Tema 3.2 CucremaTu3anus TOKyMEHTOB, JOPMHUPOBAHHUE X B JIeNa U Iiepeiada 2 2 - 2 -
B apXMB OpraHU3alUU
JuddepeHunnpoBaHHbIN 3a4eT 2 2 2 - 2
Bcero no gucunninHe 36 36 18 18 18




2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AU CHMIINHBI

HaumeHoBaHue Conep:xanue yuedOHOro MaTepuaa u (popMbl OpraHU3anMM JeTeJbHOCTH O0bem Koapbl
pa3esioB U TeM o0y4Jaommxcs B Jacax KOMTIIeTEeHIIHIA,
(opmupoBanuio
KOTOPBIX
crnocod0cTByer
3JIeMEeHT
NMPOrpamMMbl
1 2 3 4
Pasnen 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJEHYECKOM JESATEJBHOCTH 8
Tema 1.1 Coaep:xanue yueOHOro MaTepuaJia 2
IousiTue o OcHoBHbIE CBOICTBA TOKYMEHTOB 1 UX (PYHKI[HM B CHCTeMe YIPaBJIeHHS. OK 01. OK 02
AOKyMeHTauuoHHOM | [Tonsitue noxkymenta. Mupopmanus u nokymenT. Knaccupukaius 10KyMEHTOB: OK 0 5’ OK 0 9’
olecreyeHUH 1o BUAY 0hOpMIIEHUS; TIO COJIEPKaHUIO; 10 (OpME; IO TPOUCXOKACHHUIO; T10 K 1 2’ K 1.3
ylpaBJieHHusl, cpencTBam (GUKcaluu; 0 CPOKAM XpaHeHUsl. MaTepualibHbIe HOCUTENN 2 o '
JAOKYMEHTe H unpopmanuu. [lonsrue nokymeHTupoBanus. OCHOBHBIE CIIOCOOBI
cnoco0ax AOKYMCHTHUPOBAHUA. OcCHOBHEBIE COBPCMECHHBIC TCXHOJIOTUH, IPUMCHACMBIC ITPU
AOKYMEHTHPOBAHHUS | OpraHu3aluy paboThl C TOKyMEHTaMU B OpraHU3alusaX (yUpeKIeHHIX).
Coaep:xanue yueOHOro MaTepuaJia 2
HopMaTuBHO-IpaBOBbI€ AKThI, peryJIMpyloLie J0KyMeHTAHOHHOe
Tema 1.2. olecneyenue ynpapjaeHus. Y HU(DUKALINS U CTAaHIAPTU3AIMS KaK OCHOBHEIE
HopMmaTuBHO- HaMpaBJICHUs1 COBEPIICHCTBOBAHMSI JOKYMEHTOB M JOKYMEHTALMOHHOTO OK 01. OK 02
npaBoBasi 6a3za obecrieyeHus ynpapieHus. IlepeueHb OCHOBHBIX IOCYAapCTBEHHBIX OK 0 5’ OK 0 9’
AOKYMEHTAIHOHHOI0 | CTaH/apTOB Ha YHU(DUIIMPOBAHHBIE CUCTEMBI TOKyMeHTaluu. OCHOBHbIE 2 HK’ 13
ob0ecnieyeHust MIOJIOXKEHUS TOCYIapCTBEHHON CUCTEMBI IOKYMEHTAIIMOHHOTO 00ecTIeyeH s '
ynpasJjeHus ynpasneHusi. CoctaB yHUPUIIMPOBAHHBIX CHCTEM JOKYMEHTAIUH:
OpraHnu3alOHHO-PACIIOPAANUTCIIbHAA, OTYCTHO-CTAaTUCTUYCCKA, CbI/IHaHCOBaﬂ u
ap.
Tema 1.3. Conep:xanue yueOHOro MaTepuaJia 4 OK 01, OK 02,
Cnoco0b1 1 npaBuiia | HopmaTuBHOe pery/inpoBaHue 001eCTBEHHBIX OTHOLIEHHUI B YCIIOBHSIX 2 OK 03, OK 04,
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cO31aHuA nepBOOBITHOTO cTposi. [Ipu3HaKy, OTIMYAIOINE PABO OT COLUATBHBIX HOPM OK 05, OK 06,
JOKYMEHTOB nepBoObITHOTO 00mIecTBa. [lyTi popmupoBanus npasa. OCHOBHBIE TEOPUU OK 09
MPOMCXO0KICHUS [IpaBa: TEOJIOTNYECKas, ECTECTBEHHOIO IIPaBa, K 1.2, IIK 1.3
MaTepUATUCTUUECKasl, ICTOPUUECKAsl, PETYJIATUBHAS, TEOPUS IPUMUPEHUS
B TOM uMciIe NIPAKTHYECKUX 3aAHATHI 2
IpakTuyeckoe 3ansaTue Nel. OdhopmiieHHEe PEKBU3UTOB Ha JJOKyMEHTAX. 2
Paznea 2. OPTAHU3ALIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA 20
Conep:xanue yueOHOro MaTepuaJia 4
T 51 XapakTepucTHKA M COCTAB CIIPABOYHO-MH(OPMALMOHHBIX 10KYMEHTOB
ema 2.1. .
(cmy>xe0HBIX MHCeM, CIIPABOK, 3asBICHUHN, aKTOB, IPOTOKOJIOB, TOKIAIHBIX U OK 01, OK 02,
Od¢opmiienue 2
O0OBSCHHUTEIIBHBIX 3aITMCOK), TPeOOBaHUS K MX 0()OPMIICHHUIO. OK 03, OK 04,
HH(POPMAIIHOHHO-
. JIOKyMEHTUPOBaHUE EATEIbHOCTU KOJUIETUATIbHBIX OPTraHOB. OK 05, OK 06
CIIPaBOYHOM =
B TOM uMc/Ie NIPAKTHYECKUX 3aHATHI 2 K 1.2, IIK 1.3
AOKYMEHTalluH _
IIpakTnueckoe 3anaTue Ne 2: OpopmieHne HHGOPMALIMOHHO-CITPABOYHON 5
JOKYMEHTaI1H.
Conep:xanue yueOHOro MaTepuaJia 4
OcHOBHBIE TPyNIIbI OPraHNU3AUHOHHO-PACTIOPAAUTEIBHBIX JOKYMEHTOB.
XapakTepuCTHKA M COCTAB OPraHU3aIllMOHHBIX JJOKYMEHTOB (yCTaBa, MOJIOKEHHUS,
T 29 WHCTPYKIIUH, JOJKHOCTHOW MHCTPYKIIMH ), TpeOOBaHUs K 0(DOPMIICHHIO. OK 01, OK 02,
ema 2.2.
0b XapaKkTepruCTUKA U COCTaB PACIIOPSIUTENbHBIX TOKYMEHTOB (IIOCTaHOBJIEHUS, 9 OK 03, OK 04,
opMJIeHHue
P MIpHUKa3a, peLICHUs], paCIOPsHKEHUS, yKa3aHus), TpeOoBaHus K X 0()OPMIICHHIO. OK 05, OK 06,
OPraHu3anoOHHO- .
P . | [loHsiTHe MoAMMHHMKA, KOTIUHU, BBIMUCKH, NyOnukaTa. Bunpl konuii JOKyMEHTOB, OK 09
pacnopsAuTeIbHOI .
0COOEHHOCTH 3aBEpEHMsI KOIMH U BBIITUCOK HOTapUATIbHBIMH KOHTOPAMU U I[IK1.2,1IK' 1.3
JAOKYMEHTAluU .
JOJPKHOCTHBIMU JIMIIAMH OpTaHU3aIHi.
B ToM 4nciie NpaKTHYECKUX 3aHATHI 2
IpakTuyeckoe 3anaTue Ne 3 OdopmiieHre opraHu3alMOHHO- 9
pacnopsAUTEIbHON JOKYMEHTAIUH.
Tema 2.3 Conep:kaHue y4eOHOIro MaTepuaJa 8 OK 01, OK 02, OK
Odopmiaenue OcobennocTu opopmiIeHHs KAAPOBOI 1 10TOBOPHO-NIPABOBOM 03, OK 04, OK 05,
Ka/IpOBOH H AOKYMEHTAaIuH. 3asBJICHNS U IPUKA3bI 110 JINYHOMY cocTaBy. JIMuHas KkapTouka 2 OK 06, OK 09,
JA0TOBOPHO-NPaBoOBOM | ¢hopmbl T-2 u nuunblie nena. [TonstTue goroBopa. OCHOBHBIE pa3/ieibl JOTOBOPOB. I[IK1.2,1IK' 1.3
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AOKYMEHTAllUH [opsimok oopmieHHs TPYIOBOTO AOrOBOpa, JOTOBOPA OCTaBKH, IOTOBOPA
KYIUIU-TIPOJIAXKH.
B ToM 4mnciie NpakTHYeCKUX 3aHATHH
IIpakTuyeckoe 3anaTue Ne 4 OdopmiieHre 3asBICHUS U TPUKA30B 110 JTUIHOMY
COCTaBYy
IpakTuyeckoe 3anaTue NeS Odopmiienne JInunoit kaprouku Gopmer T-2 u
JUYHOTO Jea
IIpakTuyeckoe 3ansitue Ne6 OgopmiieHre TPyI0BOTO JOrOBOpA.
Coaeprxanue yueOHOro MaTepuasa
OcHOBHBIE PEKBH3UTHI U NOPAI0K 0(popMIIeHUs NPeTEeH3Nii, 0OTBETOB Ha SE g;’ SE 8‘21’
Tema 2.4. nperensuro. FOpunndeckas ciyx06a, BBIIOIHAOLIAS IPETEH3MOHHO-HCKOBYIO OK 05’ OK 06’
IIperen3uonHo- paboty Ha npeanpustuu. JXKypHai peructpanuu nperensuil. [lopsaok OI,< 09 ’
HCKOBas o(opMIIeHHST UCKOBBIX 3asBJICHUI U MPEJICTaBICHUE UX B APOUTPAXKHBIN CY/I. K 1.2. TIK 1.3
JAOKYMeHTalus B ToM 4uciie NpaKkTHYeCKUX 3aHATHH ’ '
IIpakTnueckoe 3ansaTue Ne 7 OdopmieHure NpeTeH3NOHHO-UCKOBOH
JOKYMEHTAIUH.
Pazgen 3 OPTAHU3BAIIUA PABOTHI C JOKYMEHTAMMU B OPTAHU3ALUAX
(YYPEXKAEHUSX)
Tema 3.1. Coaep:xanue yueOHOro MaTepuaJia
TexHos0rus Yupasiienue u ge10npou3BoacTBo. Opranu3aoHHble pOpMbI
OpraHu3anuu nenonpousBojcTsa. Ciy:x0a J0KyMEHTallMOHHOTO 00ecTIeYeH sl YIIpaBJIeHuUs,
JAOKYMEHT0000p0Ta B | OCHOBHas 3a/1a4a, (YHKIIUHU, TUIIOBBIE CTPYKTYPHI, TOJKHOCTHOM COCTaB. OK 01, OK 02,
OpraHu3anusx Pernamenranus pabotsl ciayx0b1 JIOY. IlpumepHoe nonoxxeHue o ciyxoe OK 03, OK 04,
(YupekaeHHsx). JOKYMEHTAIMOHHOTO 00EeCTIeYeHUs YIIPaBIEHHUs U JOKHOCTHBIE HHCTPYKIIUH. OK 05, OK 06,
Ocobennoctu [TonsaTus npeanoxeHus, 3asBieHus 1 xkanoOsl. [Ipuem u peructpanus nucem OK 09
AeJONPOU3BOACTBA N0 | rpaxkaaH. PaccMoTpenue U paspelienre nuceM, CpoK pacCMOTPEHUs. AHAIN3 I[IK1.2,1IK' 1.3
o0paleHusamM nuceM rpaxkaad. Kondunenuuanbaoe aenonpousBoactso. ['pud orpannuenus
rpa:kaaH u J0CTyMNa K IOKyMEHTY. ABTOMaTU3UPOBAHHbBIE CUCTEMBI pabOTHI C TOKYMEHTaMH.
KOHGpuaeHIHAaNBbHOro | CpeacTBa U3rOTOBIICHUS, KOMUPOBAHUS M Pa3MHOXKEHUS JOKYMEHTOB.
aeaonpoussoacTsa | OpraHuzanus paboYnx MecT.
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B ToM 4nciie NpaKTHYECKUX 3aHATHI 2
IpakTnyeckoe 3ansaTue Ne§ OdopmieHue oOpanieHU rpakaaH. 2
Conep:kaHue y4eOHOIro MaTepuaJa 6
IMousiTe nOKyMeHTO00O0pOoTA. O01IMe MPUHIMIIBI OPTraHU3AIUN
Tema 3.2. AOKYMEHT0000pOTAa, €r0 OCHOBHBIE 3TaIlbl: IPUEM U NepBUYHASL 00paboTKa OK 01, OK 02,
Cucremarusanus JOKYMEHTOB; pacIpeieleHHe MOCTYMUBIINX JOKYMEHTOB; pEerucTpaus OK 03, OK 04,
JOKYMEHTOB, JIOKYMEHTOB U IIPEABAPUTEIBHOE UX PACCMOTPEHHUE; PACCMOTPEHUE IOKYMEHTOB OK 09
(¢popMupoBaHHe UX B | PyKOBOJCTBOM OpraHM3alluu (YUpekKJACHHS) U HAMPABICHUE UX HA UCTIOJHEHUE; 2 IK 1.2, TIK 1.3
Jejia M nepefAavya B | MCIOJHEHUE U KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTOB; TEKYILEE XPAHEHHE
apxuB opraHu3anmu | noxkymeHToB. HomeHnkmarypa nen. O6paboTka femn Ajsl mOoCIeayoero
XpaHeHus. JKCIepTH3a [IEHHOCTH IOKyMEHTOB, O(popMIIeHUE JIeTI, COCTABIICHUE
onuceil. Cnava J1ea B apXuB.
JuddepenunpoBannblii 3a4er. [IpakTnyeckoe 3ansitue Ne9 2
Bcero: 36
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3. YCJIOBUS PEAJIU3ALIMU ITIPOT'PAMMBI YYEBHOM JTACIUTLIAHBI

3.1 [asi peanu3auuud NpPOrpaMMbl Y4eOHOH JUCHMIUIMHBI MPeIyCMOTPEHbI
cJIeyIolue crenuaabHble MOMEeIeHHUs:

Kabuner «/loKyMEHTaIlMOHHOTO 00ECTICUSHUS»
OCHAIIleH 000py/10BaAHHEM:

— pabouune mecta 00ydJaromuxcst (CTOIbI, CTYJbsI) — 25 MIT.;
— pabouee mecTo npenoaaBaress — 1 mr.;

— yueOHas qocka — 1 wir;

— KHIWKHBIN mkad — 1 mrT.;

— y4eOHO-METOAMYECKas TUTepaTypa Mo AUCIUILITHE
— KOMIUIEKT y4eOHO-HaTJISIHBIX OCOOUi
TEeXHHYECKHUMH CPeICTBAMH 00y4YeHUsI:

— HOYTOYK ¢ JinneH3noHHbM [10 — 1 mT;

— TeneBu3op (3KpaH) — 1 wr.

3.2 UndopmanmnonHoe odecriedeHne peaaTu3amun NporpamMmmbl

Jis peanm3anuu MPOrpaMMbl  OMOJIMOTEYHBINH (OHJ WHCTHTYTa HMEET IIeYaTHBIC H
AJIEKTPOHHBIE 00pa3oBaTeNbHbIE U HH(OOPMALIMOHHBIE PECYPCHI, B TOM YHCIIe PEKOMEH/I0BAHHBIE
OYMO, nmna ucnonb3oBaHUS B 00pazoBaTesibHOM Iporecce. CHUCOK JOMOJIHEH HOBBIMU
U3JIAaHUSIMU.

3.2.1 OcHOBHbIE HCTOYHHUKHU
1. 1. Ky3neno, W.H. JlokymMeHTanMOHHOE OOCCIICUYCHUE  YIPABICHHUS.

JloKkyMeHTOOOOpPOT W JCJIONPOM3BOJACTBO : YUYEOHMK H  MPAKTUKYM JUISI  CPEIIHETrO
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakos, M. H., JlokymMeHTaMOHHOEe obOecneueHue ymnpaBieHUs (C OCHOBaMH
apxuBOBeZieHUs) : yueObHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢c. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724

3.2.2. OCHOBHBIE 3JIEKTPOHHbIC U3IAHUA

1. Bapmynn, B. B., lokymenTanimonHoe ooecnieueHue ynpasieHus : yueonuk / B. B.
Bapmynn. — Mocksa : KOctunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707— TekcT : 37€KTPOHHBIIA.

2. Kopuees, U. K. JlokyMeHTanMoHHOE OOECHeueHUE YNPaBICHUS : YYEOHUK U
HOPaKTUKYM JUIsl cpeaHero npogeccuoHansHoro obpazosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypnes. — 3-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —

438 c. — (IlpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523611

3. Ky3Hernos, H. H. JlokyMeHTalmoHHOE o0ecrnieueHne yIpaBiIeHUS.

JIokyMeHTOOOOpPOT ¥ JCJONMPOM3BOJACTBO | YYEOHHK H MPAKTHKYM JUISI  CPETHETO
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e uzn., mepepad. u gorn. — Mocksa :
UznarensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-16004-8. — TexkcT : anekTpoHHbIi // Obpa3oBarenbHas iatdopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613
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4, Kysnemnora, M. B. JlokymeHTanmoHHOEe oOecreyeHue YIMpaBlieHUs : y4eOHOe

nocodue mis CIIO / W. B. Kysumenoa, I'. A. Xauwarpsn. — 2-¢ m3a. — CapatoB :
[TpodobpazoBanne, Al ITu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 2JIEKTPOHHBIN // DNEKTPOHHBIA pecypc mudpoBoi 00pa3oBaTeIbHON
cpeabt CITO PROFo6pasosanue : [caiit]. — URL: https://profspo.ru/books/80326

S. HlysanoBa, H. H. JlokymMeHTannmoHHOEe OOECleYeHHEe YIpPAaBJICHUS : YUCOHUK U
NPaKTUKyM Ui cpenHero npodeccnonanbHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3n.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2023. — 247 ¢. — (IlpodeccronanpHoe

obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snexrponHbiid // OOpa3zoBarenbHas
mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531240
3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. AnpOOM TEpPBHYHBIX JOKyMeHTOB: OnekrtponHas kuura (1 CD).- M.. U]]
«PaBHoBecue».- (Cepust JlenoBble TOKYMEHTBI», BBIIL. 6).

2. PookakoB A.II. OOpa3subl AOKYMEHTOB AJisi IpakaaH: OJeKTpoHHas kHura (1
CD).- M.: U] «PaBHOBECHEY.

3. CnpaBouHo-nipaBoBasi cucrema «l apanr.

4. CnpaBouno-npaBoBas cucrema «Koncynbrantllntocy.

5. I'oCT P 7.0.97-2016. Hamuonaneublii ctanaapt Poccuiickoit ®enepanuu.
Cucrema crapaaptoB 1o wuHPOpMalUHM, OUONIMOTEUHOMY M H3JATEIbCKOMY  JIemy.
OpranuzalvoOHHO-PACTIOPAIUTENbHAS ~ JOKyMeHTauus.  IpeboBaHuss K  O(QOpMIICHUIO
JIOKYMEHTOB.

6. PoxnstoBckas, U. P. JlokymeHTanimonHoe obecnieuenue : yuebHnoe mocobue / U.
P. PoxxnsitoBckas. — Cumdeporons : YHUBEpCUTET SKOHOMHUKH U yripasnenus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : OQJIEKTPOHHBIA // DJIEKTPOHHBIA pecypc HHPPOBOIA
o0Opa3oBarenbHON cpenbl CIIO PROFo6pa3zoBanue : [caiT]. — URL:
https://profspo.ru/books/73265

7. bacakoB, M. W. [enonpousBoactBo [/lokyMmeHTarmoHHoe oOecredeHue
ynpasinenusi] : yueOnuk / M. U. Bacakos, O. W. 3ambiukoBa. — PoctoB-Ha-JloHy : deHUKC,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TekcT : 31eKTPOHHBIH // DNEeKTpOHHBIN pecypc
uudposoit  obpazoBatenbHOUM cpenbl  CIIO PROFoOpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345
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4. KOHTPOJIb M OILEHKA PE3YJbTATOB OCBOEHHMS YYEBHOM

JTACIATIIAHBI

PesyabTaThl 00y4yeHHs

KpnTepml OICHKH

MeToanl oleHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUITIIMHEI

- TEPMHUHOJIOTUS B 00nacTu
JOKYMEHTallHOHHOI'O
oOecrnieueHnsl yIpaBiIeHUs;

- HOPMaTHUBHbIE JOKYMEHTHI,
periiaMeHTUpYIOLIHe
cocTaBiieHUE U opopmieHHe
JOKYMEHTAaLUU U HOPSI/I0K ee
00paboTKu;

- IpaBUJIa COCTABIICHUS U
odopmIteHUs
OpraHU3alMOHHO-
pacropsauTeIbHbIX
JIOKYMEHTOB, BXOJISIINX B
YHU(PULIPOBAHHYIO CUCTEMY
OpraHu3alMOHHO-
paciopsAUTEIbHBIX
JIOKYMEHTOB,
YHUPUIUPOBAHHYIO CUCTEMY
IIEPBUYHOMN YUETHOU
JOKYMEHTAIIUH B YaCTH
JOKYMEHTALIUH 110 YUETy
TPyAa;

- IOPSIIOK ITPOBEACHUS
AKCIEPTU3BI IEHHOCTU
JOKYMEHTOB H ITOJATOTOBKH
JIeJ1 K apXUBHOMY XPaHEHHUIO;

- TEXHOJIOTHUS OpTaHU3aAINN
JIOKYMEHTO000pOTa B
OpraHHU3aIuUsIX
(YUpexKIeHUsX).

- ohopMIICHHE TOKYMEHTOB U
pelIeHne TPAKTHIECKIX
CUTYyaIlMii C HOPMATHBHBIM
MIPABOBBIM 0O0OCHOBAHHUEM;
- HCTIOJIb30BAHUE PA3TTMYHBIX
HMCTOYHUKOB, BKITIOYAs
AJIEKTPOHHBIC PECYPCHI,
Menua pecypcesbl, IHtepHer-
pecypchl, IEPUOTUIECKUE
W3JIaHUs TI0 CIIEIUATBHOCTH
IUTSL PEUICHUS
npodeccroHATBHBIX 33]1a4;
- IEMOHCTpAIHs
OTBETCTBCHHOCTH 32
MIPUHSATHIC PEUICHUS,
000CHOBAHHOCTb
caMoOaHaJN3a U KOPPEKITHS
Pe3yJIBbTaTOB COOCTBEHHOU
paboTHI;

- HCTIOJIH30BAHUE
3aKOHOJIATEIIbHBIX U
HOPMAaTHUBHO-TIPABOBBIX
aKTOB MPH TUTAHUPOBAHUH
MPEIPUHUMATETHCKON
JeSITeTbHOCTH B
npodeccuonanbHoOM chepe;
- IEMOHCTpanus 3HaHUi B
obnactu (hUHAHCOBOM
TPaMOTHOCTH;

- KOHCTPYKTUBHOCTh

B3aUMOJEHCTBHS C
o0ydJaronmmucs,
MPENOaBaTeIIIMUA B XO/IC
00yd4eHUsI, pyKOBOJUTEISIMU
y4eOHO 1
MPOM3BOACTBEHHON TPAKTHK;
-co0roIeHne HOpM
npodeccCHnoHaNTBEHON STUKY;

- IOCTPOEHHE
npodeccrnoHalbHOTO
OOIIIEHUS C yUeTOM
COITMAITBHO-
po¢eCCHOHATILHOTO CTaTyca,
CUTYaIMH OOIIEHUS,

Texkymui KOHTPOJIb:
—  OLEHKA BBIMOIHEHHUS
MPaKTUICCKUX PaboT
—  YCTHBII/(pOHTANBHBIN/
MUCHbMEHHBINA OITPOC
—  OIICHKA pelIeHUs 3a/1a9
— TECTHUpPOBaHHE

IIpome:xxyTouHasi aTTecTanMsA:

- ougpepernyuposanbiii
3auem
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0COOEHHOCTEH TPyl U
HUHAWBUYAJIbHBIX
0COOEHHOCTEH yYaCTHHKOB
KOMMYHHKAIUU;

- IPaMOTHOCTb YCTHOU U

MUCHbMEHHOU peuu;

- ohopMIICHHE TOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- ICHOCTB (POPMYITHPOBAHUS
U U3J10KCHHUS MBICIICH;

- IPOABJICHUC TOJICPAHTHOCTHU
B IIPOLIECCE OOLICHHS;
- co0roIeHue HOpM

MOBEJICHHSI BO BpEMSI
y4eOHBIX 3aHSATHIA;

- coOII0IeHNE CTaHAAPTOB
AHTUKOPPYIIMOHHOTO
TIOBE/ICHYS,;

- cO0JII0/1aeT HOPMBI

SKOJIOTHYECKOU
0e30I1aCHOCTH;

— OIlpeneNsieT HallpaBICHUS
pecypcocOepekeHus B
pamKax npodeccuoHaIbHON
JESATSIILHOCTH T10
CHEIHAIbHOCTH;

- 3 pexTUBHOCTH
WCIIOJIb30BAHUS CPENICTB
(U3HYECKOM KYJIBTYPBI JUIS
COXPAHEHUS U YKPETIJICHHS
3II0OPOBBSI B TIpoIIecce
npodeccnoHanbHOM
JESTSIILHOCTH U
MoAIep>KaHusl HE0OXOJUMOTO
YpOBHS (PU3UIECKOI
MOATOTOBJICHHOCTH;

- 9(ppeKTUBHOCTH
WCIOJIb30BaHUS B
npogecCuoHaIbHON
JEeSITeIbHOCTH HE00XO0IMMOA
JIOKYMEHTAIlUH, B TOM YHCIe
Ha MHOCTPAHHOM SI3BIKE

HepequL YMeHI/II\/'I, OCBaMBACMbBIX B paMKaX JUCHHUITIIMHBI

- IPUMEHSTH Ha TTPAKTHKE
roCy/IapCTBEHHBIC CTAHIAPTHI,
JIpyrre HOPMaTHUBHO-
METOJINICCKHIE IOKYMEHTHI,
perJIaMeHTHPYIOIIHE
OpraHu3aINIo
JIOKYMEHTAIlMOHHOTO

- ohopMIICHHE TOKYMEHTOB U
pelieHue NpaKTUYECKUX
CUTYaIMil C HOPMATUBHBIM
MPaBOBBIM 00OCHOBaHHUEM;

- HCII0JIb30BAHUE PA3ITMYHBIX
MCTOYHUKOB, BKJIIOYAs
AJEKTPOHHBIE PECYPCHI,
Meaua pecypcesl, MTHTepHeT-

Texkymui KOHTPOJIb:
—  OLEHKA BBIOJIHEHUS
MPaKTHYECKUX paboT
—  YCTHBII/(QpOHTANBHBIN/
MUCbMEHHBIN OMPOC
—  OIICHKA pemIeHus 3a/1a4
— TECTHUpPOBaHHE

Hp OMEXKYTOYHASA aTTeCTallus:
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obecrieueHust yrpaBIeHUs;

- COCTaBJISITh ¥ IPABHIIBHO
0(hOpPMIIATH OCHOBHBIC BUJIBI
OpraHM3aluOHHO-
PacnopsIIUTEIBHBIX
JIOKYMEHTOB;

- 0OpPMIIATH
UH()OPMAIMOHHO-CIIPABOYHY IO
JIOKYMEHTALUIO;

- 0hOpPMIIATH KaJPOBYIO
JIOKYMEHTALUIO;

- 0OpPMIIATH IPETEH3MOHHO-
UCKOBYIO JIOKYMEHTAIHIO

pecypchl, IEpUOTUIECKUE
W3JIaHUs TI0 CIICIUATBHOCTH
IUTSL PEeUICHUS
npodeccroHabHBIX 33]1a4;
- IEMOHCTpAIIHS
OTBETCTBEHHOCTH 32
MPUHATHIC PEUICHUS,
000CHOBaHHOCTb
camMoOaHaIn3a U KOPPEKIHs
pE3yJIBTaTOB COOCTBEHHOU
paboTsr;

- HCTIOJIh30BaHUE
3aKOHOJATEIbHBIX U
HOPMAaTHUBHO-TTPABOBBIX
aKTOB IPH TUTAHUPOBAHUH
MPEIINPUHUMATEICKON
NESTCIILHOCTH B
npodeccuoHaIbHOU cdepe;
- IEMOHCTpauus 3HaHUH B
obactu (hUHAHCOBOM
TPaMOTHOCTH;

- KOHCTPYKTUBHOCTh

B3aUMOJICHCTBHS C
o0yyJaronmmucs,
MIPETIoIaBaTeNs MU B XO/I€
00y4YeHHS, PYKOBOUTEISIMH
yueOHO! n
MIPOU3BO/ICTBEHHOM MPaKTHK;
-co0I0IeHue HOPM
npodeccHoHaNbHON STUKY;

- IOCTPOEHHE
po¢eCCuOHAIBHOTO
OOIIIEHUS C yUeTOM
COIIMAITBHO-
po¢eCCHOHATIBHOIO CTaTyca,
CUTYaIUU OOIIEHUS,
0COOEHHOCTEH IrpynIbl U
WH/IMBHTY aTbHBIX
0COOEHHOCTEH yYaCTHUKOB
KOMMYHUKAITIH,

- [PaMOTHOCTb YCTHOU U
MUCHbMEHHOW peuH;

- ohopmIiIeHNE TOKYMEHTOB B
cootBeTcTBUH ¢ ' OCToMm;

- ICHOCTbh (pOPMYJIMPOBAHUS
H U3JI0KCHUS MBICJICH;

- IPOSIBJICHUE TOJICPAHTHOCTHU
B MPOIIECCE OOIICHUS;
- co0roIeHNue HOpM

- Jughepenyuposannwiii 3auem
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MOBEJICHHSI BO BpEMSI
y4eOHBIX 3aHSATHIA;

- COOJIFOJICHUE CTaHIAPTOB
AHTUKOPPYILIMOHHOTO
HIOBE/ICHNUS;

- co0Ir0/1aeT HOPMBI

3KOJIOTHYECKON
0€e30I1aCHOCTH;

— OnpeeNsieT HalpaBJICHUS
pecypcocOepekeHus B
paMKax mpodecCuOHATBHOM
JESTEIILHOCTH T10
CIEIUATBHOCTH;

- 3 pexTUBHOCTH
WCTIOJIb30BAHUS CPE/ICTB
(bU3NYIECKON KYIbTYPBI IS
COXPAHCHHUS U YKPEIUICHHS
3II0POBBS B IIpoOIIEcce
npodeccHOHATLHON
JESITEIBHOCTH U
MOJIICPIKaHUsT HEOOXOJIMOTO
ypOBHS (hHU3HUECKOMN
MOJITOTOBJICHHOCTH;

- 3 pexTUBHOCTH
WCIIOJIb30BAHUS B
npodeccnoHaTBEHOM
JeSITeIbHOCTH HEOOX0AUMON
JOKYMCHTAIIUH, B TOM YHCJIC
HA MHOCTPAHHOM SI3bIKE
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