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1.

OBIIASI XAPAKTEPUCTHUKA PABOYENl ITPOTPAMMBI YYEBHOWM
JTACIATITAHBI

1.1. MecTo tucuMIIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbl
VYuebnas paucuumuHa «JlOKyMEHTAalMOHHOE O00OecredeHue YIpaBlIeHHUs» SBISETCA

00s13aTeNbHON  4YacThl0  OOIIENPO(ECCHOHATBHOIO IMKJIAa 00pa30BaTEIbHOM MPOrpaMMbl B

cootBercTBUU ¢ ®I'OC CIIO no cnennansaoctu 40.02.04 FOpucnpyneHmus.
Oco0oe 3HaueHUE TUCIUIUTMHA UMEET MPU (POPMUPOBAHUHN U PA3BUTHH KOMITCTCHITHI:

OK 01

Beibupath cnocoObl pemieHus 3agad  NpoQeccCHOHANbHON JesTeNIbHOCTU
MPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM

OK 02

HMcnonb30BaTh COBPEMEHHBIC CpEJICTBA IMOMCKA, aHAIM3a W HMHTEPIPETAI[UH
uHpopMaMd M HWH(POPMALMOHHBIE TEXHOJOTMM JJIS BBIIOJHEHUS 3a/1ad
po(heCcCHOHATTLHOM e TEIbHOCTH

OK 03

[InanupoBaTh W  peanu3oBbIBaTh COOCTBEHHOE MpOdecCHOHANbHOE U
JUYHOCTHOE pa3BUTHE, IpeIPUHUMATEIBCKYIO JeSITeNIbHOCTD B
npodeccuoHanbHOM cdepe, UCMOIB30BaTh 3HAHUS 10 MPABOBOM M (PMHAHCOBOM
TPAaMOTHOCTH B Pa3IUYHBIX )KU3HEHHBIX CUTYaIUsAX

OK 04

O} dexTuBHO B3aUMOICHCTBOBATh U PA0OTATh B KOJUICKTHUBE M KOMaHIE

OK 05

OcCymecTBISTh YCTHYIO M MUCbMEHHYI0 KOMMYHHUKAIUIO HAa TOCYAapCTBEHHOM
sa3pike Poccuiickoit denepanuu ¢ y4eToM OCOOEHHOCTEH COIUANBHOTO H
KYJIBTYPHOTO KOHTEKCTa

OK 06

HpOHBJ'IHTL IrpakIaHCKO-IIATPUOTHYICCKYIO IIO3UIIHIO, JACMOHCTPUPOBATDb
OCO3HAHHOC IOBCACHUC Ha OCHOBC TpaduIMUOHHBIX O6HI€‘-I€JIOB€‘~ICCKI/IX
IIGHHOCTGI;'I, B TOM 4YHCJIC C Y4Y€TOM TapMOHHM3alMU MCKHAIIUOHAJIIBHBIX M
MCKPCIIUTUO3HBIX OTHOHICHI/Ifl, MNPUMCHATH CTAaHAAPThl AHTUKOPPYINIIHOHHOI'O
IIOBCACHUA

OK 07

ConeiicTBOBaTh COXPAaHEHUIO OKpPYKAlOIEH cpelpbl, pecypcocOepeKeHuo,
OPUMEHATh 3HAaHUSA 00 M3MEHEHUHM KJIMMaTa, MPUHIUIBI OepexIINBOro
POU3BOJICTBA, 3P(PEKTUBHO JAEHCTBOBATH B UPE3BBIYANHBIX CUTYaLIUAX

OK 08

Hcnonp3oBaTth cpenctBa (pU3MYECKOW KYIbTYpbl Ul COXpaHEHUs U
YKpEIUIEHUs1 370pOBbs B Ipolecce NpOPEecCHOHATBHON JEATEIBbHOCTH U
nojJep>KaHusl HEOOXOAUMOI0 YPOBHS (PU3NUYECKOM MTOATOTOBICHHOCTH

OK 09

[Tonb30BaTbes MpOQECcCHOHANBHON JTOKyMEHTalluel Ha TOCYAapCTBEHHOM U
WHOCTPAHHOM S3BbIKax

IIK 1.2.

[IpuMeHsT HOpPMBI TpaBa Ul pELIeHUs 3a7ad B NpodecCHOHATbHOM
JEATEIIBHOCTH

IIK 1.3.

Bianers HaBpIKaMU MOATOTOBKHM IOPUAMYECKUX JOKYMEHTOB, B TOM YHCIE C
MCIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHH

1.2. eap 1 niiaHupyeMble pe3yJbTaTbl 0CBOCHHS M CIHMIIIMHbI:
B pamMkax nporpammbl yueOHOM JUCHUIUIMHBI 00y4YarOIIUMHUCS OCBAaUBAIOTCS YMEHUS

Y 3HAHUS
Kon Ymennst 3Hanus
MK, OK
OK 01, [IpumensaTh Ha npaktuke | TepMuHOIOTHIO B obnactu
OK 02, TOCYJapCTBEHHBIE CTaHAAPTHI, | JOKYMEHTAIIUOHHOTO oOecrieueHus
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OK 03,
OK 04,
OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
IIK 1.2,
IIK 1.3.

Jpyrue HOPMaTUBHO-METOJINYECKHE
JOKYMEHTBI,  perjJaMeHTUPYIOLIHE
OpraHM3alIl0 JTOKYMEHTAllHOHHOIO

oOecrieyeHus yrpaBieHUs;

CocraBidrtb u IIPaBUJIbHO
oopMIATH OCHOBHBIC BUJIBI
OpraHu3aIMoOHHO-
pacropsaAUTEIbHBIX JOKYMEHTOB;
OdopmaTs nH(}OpMaIMOHHO-
CIPAaBOYHYIO JOKYMEHTAIHIO;
OdopmisTh KaJIpOBYIO
JOKYMEHTAIHUIO;

OdopmisTh MPETEH3UOHHO-

HCKOBYIO JOKYMCHTAIHIO.

yIpaBIeHUS;

Hopmarusabie JIOKYMEHTBI
y 5

pEerilaMeHTUPYIOUIUE  COCTaBJIEHUE U

odopmieHHE TOKYMEHTALUU U TMOPSIOK
ee 00padoTKH;
[IpaBuna cocraBieHus U oQOpPMIICHUS
OpraHU3alMOHHO-PACHOPSAUTEIBHBIX
JIOKYMEHTOB,
YHU(DULIIPOBAHHYIO
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX
YHUDUITUPOBAHHYIO
IIEpBUYHON Y4ETHOU

BXO/JISINX B
CUCTEMY

JIOKYMEHTOB,
CUCTEMY
JIOKYMEHTAllMd B YacTH JIOKYMEHTAallUH
0 y4eTy Tpy/a,
[Topsgok  mpoBeneHus
[EHHOCTH JOKYMEHTOB M TOJTOTOBKHU
JIeNT K apXUBHOMY XPAaHEHHUIO.

OKCIICPTHU3BI

Texnonoruro OpraHHU3aLUH
JIOKyMEHTOO0OpoTa B

(YupexaeHusx).

OpraHu3aLusaX




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4e0HOH padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 36

B T.4. B (pOpMe NPAKTHYeCKOI MOATOTOBKH 14

BT. 4.:

TEOpETHYECKOe 00yUueHne 16
IIPaAKTUYECKUE 3aHATUS 14
Camocmosmenvuas paboma -
IIpome:xxyTouHasi aTTecTANMS 6




2.2. TemaTnyecKkuii IJIAH U COJAepPKaAHME YUeOHON TUCUMIIJIMHBI

Oo0beM, akaj. 4

/ Koapl komneTeHIuid,
HaumeHnoBanue Conep:xkanue yueOHOro Marepuasa u GopMbl OPraHU3anuM AeITeJIbHOCTH B ToM ARCAe B ¢dopmupoBanunio
pa3aesioB U TeM 00yJamuxcs (popre . KOTOPBIX CIOCOOCTBYET
NMPaKTHYECKOi
3JIEeMeHT NMPOrpaMMbl
MOJATr0TOBKH,
aKaj. 4

Pa3zgen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 52
Tema 1.1 IlousiTue o Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05, OK
AOKYMEHTAIIHOHHOM OcHOBHBIE CBOWCTBa JIOKYMEHTOB M WX (YHKIMH B CHCTEME YIPaBJICHUA. 09
odecrne4yeHUH [Tonstue noxymenrta. Mudopmanus u nokyment. Knaccupukanus 10KyMEHTOB: IIK 1.2, 11K 1.3
yIpaBJeHUs, no BuAy oGOpMIICHHS; MO COJEPKaHUIO; MO (QopMe; MO MPOUCXOXKACHUIO; TIO
AOKyMEeHTe H cpeactBaM  (QUKcAalMM; IO CpOKaM XpaHeHus. MaTepuaibHble HOCUTEIH 1
cnocodax uHpopmanuu.
AOKYMEHTUPOBAHUS [lonsitue nmokymeHtupoBaHus. (OCHOBHBIE CIOCOOBI  JTOKYMEHTHPOBAHUSI.

OCHOBHBIE COBPEMEHHBIE TEXHOJOTUH, TPUMEHSIEMBIE TIPU OPTaHU3aIUN pPadOTHI

C IOKYMEHTaMH B OpraHu3anusix (yupexIeHHUsIX).
Tema 1.2 Copepxanue yueOHOro MmaTepuasa 1
HopmatusHo- HopmaTuBHO-IIpaBOBBIE aKThI, PETyIUPYIOIINE JOKYMEHTAIMOHHOE O0ecreueHne OK 01, OK 02, OK 05, OK
npasosas 6a3za yopaBieHus. YHUQUKAIUS W CTaHAApTU3aIlUsl KAaK OCHOBHBIC HaIlpaBJICHUS 09
AOKYMEHTAIMOHHOI0 | COBEpIICHCTBOBAHUS JOKYMEHTOB M  JOKYMEHTAlMOHHOTO  OOecrneyeHus K 1.3
ob0ecneueHust yIpaBiIeHUs.
ynpasBJjieHUst [lepeyeHh OCHOBHBIX TOCYIApCTBEHHBIX CTaHIAPTOB Ha YHUDUIIMPOBAHHBIC 1

cucTeMbl JOoKyMeHTaruu. OCHOBHBIE TOJOKEHHUSI TOCYJAAPCTBEHHOW CHUCTEMBI

JTOKyMEHTAIlMOHHOTO obecrnieueHus ympasieHus. CocTtaB yHU(DUIIMPOBAHHBIX

CUCTEM  JIOKYMEHTAllMU:  OpraHU3allMOHHO-PACTIOPSAUTENbHAS,  OTYETHO-

cTaTHCTUYECKasi, GUHAHCOBAS U JP.
Tema 1.3 Cnoco0nlI u Conep:xanue yueOHOro MaTepuaJia 3/2 OK 01, OK 02, OK 03, OK
NpaBuJIa co31aHUuA Xapaktepuctuka, coctaB u coaepkanue ['OCTa Ha cucteMy OpraHu3arioOHHO- 1 04, OK 05, OK 06, OK 07,
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AOKYMEHTOB

pacnopsiAuTeIbHON JIOKYMEHTaL1H. YHuduurpoBaHHas cucrema
OPraHU3aLMOHHO-PACTIOPAIUTEIBHON JOKYMEHTALUH. TpebGoBanus K
opopmiieHnI0 TOoKyMeHTOB. Dopmymsip-oopazenr OPJI. IlpaBuna odopmiieHus
PEKBU3UTOB, periaMeHTupoBaHHbIX [[OCToMm.

OK 08, OK 09
I[IK1.2,1IK' 1.3

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3ansatue Nel. OdopmiieHre peKBU3UTOB HAa JOKYMEHTaX. 2

CamocrosiTe1bHas padoTa 00y4yarommxcst -
Paznea 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUA 17/10
Tema 2.1 Coaep:xanue yueOHOIro MaTepuaJia 32 OK 01, OK 02, OK 03, OK
Od¢opmienue XapakTepucTuka U COCTaB  CIPaBOYHO-UH(DOPMALMOHHBIX  JOKYMEHTOB 04, OK 05, OK 06
HH(POPMATHOHHO- (cmy>keOHBIX THCEM, CIPAaBOK, 3asBJICHHI, aKTOB, IMPOTOKOJOB, IOKJIAJHBIX WU 1 IIK1.2,1IK 1.3
CIPaBOYHOM 00BSCHUTENBHBIX 3aIHCOK), TPEOOBaHUA K UX 0popMIIeHUIO. [JoKyMEeHTHpOBaHKE
AOKYMEHTAIlUH JESITEIbBHOCTH KOJUIETHAJIbHBIX OPTraHoB.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue No2. Odopmiienue nHHOPMAITMOHHO-CIIPABOYHON 9

JIOKYMEHTAIUH.

CamocrosiTeibHas padoTa 00y4yaommxcst -
Tema 2.2 Copepxanue yueOHOro Mmarepuasa 3/2 OK 01, OK 02, OK 03, OK
Odopmienue OcHOBHBIE  TpyHIbl  OPraHU3ALMOHHO-PACIIOPSIUTENbHBIX  JOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpPraHu3alMOHHO- XapakTepHucTUKa U COCTaB OpraHU3alMOHHBIX JOKYMEHTOB (yCTaBa, MOJIOKEHMUS, OK 08, OK 09
pacnopsiaAuTe1bHOM UHCTPYKIMHU, JOJUKHOCTHOM HWHCTPYKLUH), TpeOOBaHHUS K OQOPMIICHHUIO. K 1.2,1IK 1.3
AOKYMEHTAIlUH XapakTepuCTUKAa U COCTaB PaCIOPAAUTEIbHBIX JOKYMEHTOB (TIOCTaHOBJIECHUS, 1

NpUKa3a, pelIeHus, paclopsLKEHMs, yKa3aHHs), TpeOOBaHUs K UX OPOPMIICHHIO.

[TonsiTve MONTMHHNKA, KOMTUH, BBITUCKH, TyOnuKaTa. Buasl Konuil 10KyMEHTOB,

0COOEHHOCTH 3aBEpPEHHs] KOMUM M BBIMHCOK HOTAapUAJIbHBIMM KOHTOpAMHM H

JOJDKHOCTHBIMU JIMIIAMH OpTaHU3aluil.

B ToM unciie NpaKTHYECKUX 3aHATHH 2

[Tpaktuueckoe 3anstue Ne3. OdhopmiieHre OpraHU3aMOHHO-PACTIOPSANTEIIBHON 9

JIOKYMEHTAIUU.




CamocrosiTe1bHast padoTa 00y4yarommxcst

Tema 2.3 | Coaep:xkanue yueOHOro MaTepuajia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue 3asBNeHUS W TPHUKA3bl [0 JUYHOMY cocTaBy. JInunas kaptouka (opmer T-2 u 1 04, OK 05, OK 06,09
Ka/pOBoii JIMYHBIE Jiena I[IK' 1.3
AOKYMCHTAIMH B TOM 4nc/Ie IPAaKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHue KaIpoBOi JOKYMEHTAIUH. 2

CamocrosiTeibHast padoTa 00y4yarommxcst -
Tema 2.4 JloroBopHo- | Cogep:kanue yueOHOro MaTepHaJia 4/2 OK 01, OK 02, OK 03, OK
NnpaBoBas [Tonsitue noroBopa. OcHOBHBIE pa3Aenbl 10ToBOpoB. [lopsmox odopmieHus 5 04, OK 05, OK 06
AOKYMEHTAIUs TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, I0IOBOPA KYILUIU-TIPOJAXKH. K 1.2, TIIK 1.3

B ToM Yuc/ie NPaKTHYECKUX 3aHATHI 2

[TpakTraeckoe 3anstue Ne5. OdopmiieHre J0roBOpPOB. 2

CamocrosiTeibHasA padoTa 00y4yaommxcst -
Tema 2.5 | Copep:xkanne y4eOHOro MaTepuajia 4/2 OK 01, OK 02, OK 03, OK
IIpeTeH3uoHHoO- OCHOBHBIE PEKBU3UTBI W TOPSAIOK O(GOpPMIICHUS TPETCH3UH, OTBETOB Ha 04, OK 05, OK 06, OK 07,
HCKOBasl nperen3uto. FOpunuyeckas ciy:x0a, BBIIOJHAIOMIAS PETEH3MOHHO-HCKOBYIO OK 08, OK 09
AOKYMEHTalUsA paboty Ha npeanpusTHU. KypHal perucTpauuy nIpeTeH3 . 2 I[IK1.2,1IK' 1.3

[Topsimox  odopMieHHMsT HUCKOBBIX 3asBICHUA M TNPEACTABIEHUE HUX B

ApOUTpaKHBIH CYA.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktueckoe  3aHatne  Neb. OdopmiieHne  IpPeTEH3MOHHO-UCKOBOM 5

JOKYMEHTAL1H.
Pazgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUA B OPTAHU3ALUAX 8/2
(YUYPEXKAEHUSX)
Tema 3.1 Texnosiorusi | Cogep:kanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
OpPraHM3anuu VYnpasnenue " JIEIOTIPOU3BOJICTBO. OpranuszanuoHHbIE bopMbI 04, OK 09
AOKYMeHT0000opoTa B | renonpou3BojacTBa. Crnyx0a JOKYMEHTAlMOHHOTO O0eCHeueHHs! YIpaBIeHHMS, 9 I[IK1.2,1IK' 1.3

OpraHu3anusax
(Yupe:xxaeHusx)

OCHOBHasi 3ajaya, (QYHKIUH, THIIOBBIE CTPYKTYpBI, JTOJDKHOCTHOH COCTaB.
Permamenrarus paboter ciyx0b1 JIOY. IlpumepHoe monoxeHue o cCiyx0e
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JOKYMCHTAITUOHHOT'O obecrnecueHuUs yrpaBJICHUA U JOJDKHOCTHBIC MHCTPYKIIHH.

Tema 3.2 Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
Ocobennoctu [TonsATHS Tpe/UIOKEHUs, 3asBICHUS M kajoObl. Ilpuem M permcrpanus mucem 04, OK 05, OK 06, OK 07,
AEJIONPOM3BOJACTBA O | rpaxaaH. PaccMoTpeHue M paspelieHue MUCEeM, CPOK PacCMOTPEHHUs. AHaIU3 OK 08, OK 09
o0paleHusIM MHACEM TPaXK/IaH. IIK 1.2, 11K 1.3
rpakaaH u Konduaenuuansnoe naenonpousBoacTBO. ['pud orpaHnuueHus AocTyna K 2
KOH(HUAECHINATBHOIO | TOKYMEHTY. ABTOMaTHU3UPOBAaHHbIE CUCTEMbI padOTHI ¢ JokyMeHTamu. CpeacTBa
JeJIONPOU3BO/CTBA W3TOTOBJICHHSI, KOMUPOBAaHUS W Pa3MHOXKEHUS JOKyMEeHTOB. OpraHuzanus

pabouux MecT.

B ToM YHc/Ie MPAKTHYECKUX 3aHATHI 2

[TpakTuueckoe 3austue No7. OdopmiieHue oOpaiieHuit rpax/iaH. 2

CamocrosiTesibHas padoTa 00yYarOIuXCcst -
Tema 3.3 Conep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
CucreMaTusanus ITousiTue JIOKyMEHTO000pOTA. OO6mmue TIPUHIIATIBI OpraHu3aIu 04, OK 09
JAOKYMEHTOB, JOKYMEHTOO0OpOTa, €r0 OCHOBHBIC JTallbl: NMPUEM M MEepBHYHAs 00paboTKa I[K 1.2, 11K 1.3
(popmupoBaHHMe HX B | IOKYMEHTOB; pacClpeleiCHHEe TOCTYNUBIIUX JOKYMEHTOB;  PErHCTpPAIIMs
AeJia M nmepefava B JIOKYMEHTOB M MPEABAPUTEIHHOE UX PACCMOTPEHHUE; PACCMOTPEHUE TIOKYMEHTOB
apXMB OPraHU3aIlUu PYKOBOJCTBOM OpraHu3aiiuu (yUpexJAeHHs) U HAMpaBlICeHWE WX Ha HCIIOJTHEHUE; 5

UCTIOTHEHHE U KOHTPOJIb 332 HCIOJHEHHUEM JOKYMEHTOB; TEKYIee XpaHEeHHE

JIOKYMEHTOB.

Homenkmarypa nen. O6pabGoTka fen st TOCIeAYIOIIEro XpaHeHUsl. DKCIepTH3a

LIEHHOCTHU JIOKYMEHTOB, OpOpMIIEHHE JeJl, cocTaBieHue onuceid. Crava nen B

apXUB.
IIpomexyTouHas arrecTanus B gopmMe IK3aMeHA 6
Bcero: 36/14
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3. YCJIOBUA PEAJIN3AIIMU TPOTPAMMBI YUEBHOM TV CHUILIMHBI

3.1 MarepuajbHo-TeXHHYECKOe o0ecnieyeHue

Peanmu3zanuss  mporpamMmbl  yueOHOM — AMCHUIUIMHBI  MPOU3BOAMTCS € MPUMEHEHHEM
JUCTAaHIIMOHHBIX TEXHOJIOTUH U TpeOyeT Hauuyus SJEKTPOHHOH 00pazoBaTelbHOM Cpeibl; ydeOHOro
KaOuHeTa.

OobopynoBanue yueOHOro kaduHera:

® KJIacCHas J10CKa;

® [I0CaJJOYHBIE MECTA M0 KOJIMYECTBY 00YJAIOIIUXCS;

e paboyee MeCTO IMpernoJaBaTes;

¢ yueOHO-TIPaKTUYeCKoe O00OpyIOBaHUE, HEOOXOIUMOE Ui MPOBEACHHUS MPEAYCMOTPEHHBIX
nporpamMmoil npaxktuueckux 3aHatuil. B coorBercTBHE ¢ 1.4.4 ®I'OC CIIO pomyckaercs 3aMeHa
000py/I0BaHUs €ro BUPTYAIbHBIMHU aHATIOTAMHU.

TexHu4veckue cpeacTBa 00yyeHus :

® KOMIIBIOTEPHI C BBIXOJIOM B ceTh Internet;

e caiir «JIuuyHas CcTymus» C BO3MOXKHOCTBIO PAOOTBHI C AJIEKTPOHHBIM 00pa30BATEIbLHBIM
pecypcom;

® SJCKTPOHHBIC OMOIMOTEYHBIE PECYPCHI.

Y4yeOHO-MeTOoAUYeCKOe 00ecTieyeHue AU CUMILIMHbI:

* METOIMYECKUE YKa3aHUS TI0 OpraHU3aI[uH MPAKTUYECKUX 3aHITHIA;

* METOIMYECKUE YKa3aHUs 110 CAMOCTOSITENbHOI paboTe.

IIporpammHuoe oGecnieuenue:

[IporpamMmmHoe  obOecrieueHHe,  SBIAIOIIEECS  YacThIO  JJEKTPOHHOM  HMH(OPMALMOHHO-
o0pa3oBaTenbHOI cpebl M 0azupyrolieecs Ha TEIEKOMMYHUKAIIMOHHBIX TEXHOIOTUSX:

- KOMITBIOTEpHBIC 00yUaIOIINe TPOTPAMMBIL;

- TPCHHHTOBBIC U TECTUPYIOIIUE TIPOTPAMMBIL;

- HHTEJUIEKTYaJIbHBIC POOOTH3UPOBAHHBIC CUCTEMBI OIICHKH Ka4eCTBa BHITIOJTHCHHBIX PadoT;

- crIpaBOYHO-TIpaBoBas cuctema «KoHCynbTaHT Tumrocy, «l'apanTy;

- anekTpoHHOo-0nbInoreynHas cucrema (ObC) ObC «IPRbooks» http://iprbookshop.ru/;

- mporpamMma ympaBieHus oOpazoBaTenbHbIM mpoueccom B OUOC (MudopmanmnonHas
texHojorus. [Iporpamma ynpasnenust oopasobarensHbiM mpouieccom. KOMBAT).
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3.2. UupopMmanoHHOe o0ecniedyeHne peau3aluu NpPOrpaMmMbl

OcHOBHbIE HCTOYHHKH

1. Ky3nenona, U. B. JlokymeHTarmonHoe odecrieueHre yrpasieHus : yaeOHoe rmocodue s
CIIO / M. B. Kyznenosa, I'. A. Xauarpsa. — 3-e uza. — Caparos : [IpodoOpaszosanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — Texkcr : anektponssiii // LudpoBoit obpazoBaTenbHbii pecypc IPR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/135470.html

2. JlokyMeHTaloHHOe obOecrieueHue yrpasieHusi. CocTtaBieHHe U OGOPMIICHUE JEIOBBIX
noKyMeHTOB : yueOHoe mocobue s CIIO / cocraButenu E. U. bammakoBa. — CapatoB, Mocksa :
[IpodobpazoBanue, Aii [Tu Ap Menua, 2021. — 144 ¢c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — Tekcr : amekTpoHHBIN // DnexTpoHHO-OMOMMoTeuHas cuctema IPR BOOKS : [caiir]. — URL:
http://www.iprbookshop.ru/103343.html

3. Kopuees, U. K. JlokymeHTanmoHnHoe oOecriedeHue yrpaBieHUs : y4eOHUK M HMPAKTUKYM
g cpeanero npodeccuonansHoro odpazosanus / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypies. —
3-e u3a., nepepad. u mor. — Mocksa : U3garensctBo FOpaiit, 2026. — 438 c. — (Ilpodeccnonanproe
obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT : snexTpoHHbIl / ObpazoBaTenbHas 1iathopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/585550 (nara obpamenus: 01.07.2026).

HNuTepHer-pecypcsl  (0a3bl  JTaHHBIX, WH(POPMANMOHHO-CIIPABOYHbIE W TMOHCKOBBIE
CHCTEMbI):

e www.delpro.narod.ru/
dogovor.helpery.ru/
e DOnektpoHHO-0MbMUoTeyHas cucreMa (ObC) ObC «IPR SMART) http://iprbookshop.ru/
WwWw.eos.ru/
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4. KOHTPOJIb H OIEHKA

TACIATLITAHBI

PE3YJIbTATOB OCBOEHHMS YYEBHOM

PesyabTaTnl 00yyeHus

Kpurtepun onenkn

MeToabl OLIEeHKH

Hepequb 3HaHHI>i, OCBanMBaCMBbIX B paMKax JUCHUIIIMHBI

TepMmunonorus B 0objacTu
JOKYMEHTAI[MOHHOT O

o0ecrieyeHus yIpaBIeHHUS;

HOpMaTI/IBHBIe AOKYMCHTHI,
periIaMeHTHPYIOIINE
cocTaBieHHe u odopmieHHe

JOKYMEHTallul M TOPSIOK ee
00paboTKH;
[IpaBuia

odopmileHHs OpraHU3aluOHHO-

COCTaBJICHHUA n

pacnopsAUTEIbHBIX
JOKYMEHTOB,  BXOJSALIMX B
YHU(DUIUPOBAHHYIO  CHCTEMY
OpraHU3alOHHO-
pacnopsAUTEIbHBIX
JOKYMEHTOB,
YHU(UIUPOBAHHYI0  CHCTEMY
NIEPBUYHON Y4ETHOMU
JOKYMEHTaluu B 4acTu
JOKYMEHTAIUH 110 yYeTy TpyAa;
[Topsnox [IPOBEACHUS
AKCIIEPTU3BI LEHHOCTHU

JOKYMEHTOB W TIOJTOTOBKH JCIT
K apXMBHOMY XPaHEHHUIO.
Texnonorus OpTraHu3aIuu
JOKYMEHTO000poTa B
opranmuzanusx (y4pexaeHusx).

- odopMieHHE TOKYMEHTOB U
pelieHue MIPAKTUYECKHUX
CUTyalluii ¢ HOPMAaTUBHBIM
MPaBOBBIM 00OCHOBAHUEM,;

- HCIIOJIb30BAaHUE PA3THUYHBIX
HWCTOYHUKOB, BKJIFOYAst
AJNIEKTPOHHBIE PECypChl, Meaua
pecypcsl, HHTepHeT-pecypchl,
MEePUOJUYECKHEe H3TaHUs TI0
CHEIHMAbHOCTH I PEIICHUS

npoeCCHOHATTFHBIX 3314

- JICMOHCTpAIHsI
OTBETCTBEHHOCTH 3a MMPHHSTHIC
pelIeHus, 000CHOBaHHOCTb
caMoaHajaM3a M  KOPPEKIHUs
pe3yabTaToB COOCTBEHHOI
padoTHI;

- UCTIOJIb30BaHUE
3aKOHOJIATEILHBIX "

HOpPMATHBHO-TIPABOBBIX aKTOB
npu TUTAHUPOBAHUHN
MPEINPUHUMATETbCKON

TSI TeTbHOCTH B
npogeccuoHanbHOU cdepe;

- JIeMOHCTpalMs 3HaHUM B

obnacTtu (buHaHCOBOM
IPaMOTHOCTH;

- KOHCTPYKTHBHOCTH
B3aUMOJCHCTBUSA c
00ydJaroImmMucs,
MperoiaBaTeNisiMd B XOJIe
o0y4eHHs,  PYKOBOAMTEISIMHU

y4eOHOW M MPOU3BOJCTBEHHON
MPaKTHK.

-cobmroieHue HOpM
npodeccnoHaNTBEHON STUKY;
- MOCTPOCHHE

npoecCHoHATLHOTO OOIIEHUS
c YYETOM
npodecCHOHAIBHOTO  CTaTyca,

COLMAIILHO-

- TECTUPOBAHUE;
- BBIINOJHEHHE
JK3aMEHE;

- BBIITOJIHCHUC
3aJaHui

3aJaHuid = Ha

IIPaKTUYECKUX
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CUTYyalu oOmIeHws,
ocoOeHHOCTEH  Tpynmsl U
WHIBUTYaIbHBIX
ocoOeHHoCTeH YYaCTHHUKOB
KOMMYHHKAIUH;

- TPaMOTHOCTb YyCTHOH WU
MUCbMEHHOU peuu;

- odopmiieHHUE JOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- SCHOCTh (POPMYIIMPOBAHUS U
HU3JI0KEHHS MBICIICH;

- TIPOSIBIICHUE TOJICPAHTHOCTHU
B IPOIIECCE OOIICHUS;

- co0roieHne HOPM
MOBE/ICHUS BO BpeMsl Y4eOHBIX
3aHSATHH;

- CcOOmIOJIeHUE  CTaHIapTOB
AHTUKOPPYIIIHOHHOTO
MTOBE/ICHHUS,

- coOnronaer HOPMBI
IKOJIOTHYECKOH 0€301acHOCTH;
— oOmpelenseT HallpaBJICHUS
pecypcocOepexeHus: B paMmKax

npodecCHOHATLHOU
JeSTeNIbHOCTH o
CHCIHATEHOCTH;

- 3¢ PeKTUBHOCTH
WCTIOJIH30BAHUS CpEICTB

¢u3nueckoil KymbTypbl —AJs
COXpaHEHUs U  YKpEILICHHUs

3J10pOBbS B nporiecce
npodeccroHanbHOM
JEATENILHOCTH M TOJICPKaHUs
HE00X0IMMOro YpOBHS
¢busnueckoi
MOJITOTOBJICHHOCTH;

- 3¢ PeKTUBHOCTH
UCIIOJIb30BAHUS B
npodeccroHanbHOI

JACATCIIBHOCTHU HCO6XOHHMOﬁ
AOKYMCHTAaIlMKM, B TOM YHCIIC
Ha HHOCTPAHHOM S3BIKC

Hepeqeﬂb yMe}mi'[, OCBauBa€MbIX B paMKax JUCUHMIIJIMHBI:
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[IpumeHATH Ha [IPaKTUKE

roCy/1apCTBEHHbIE

npyrue
MCETOAUYCCKUC

CTaHJaPThI,
HOPMaTUBHO-

JIOKYMEHTHI,
periiaMeHTHPYIOLIe
OpraHU3alHIo
JOKYMEHTAIL[MOHHOTO
oOecrnieueHus yrnpaBIeHUS;

CocraBniTb ¥ IPABHIIBHO
oopMIIATE  OCHOBHBIC  BHJIBI
OpraHU3alOHHO-
pacnopsITUTEIbHBIX
JTOKYMEHTOB;

Odopmisate  uHGOPMAIIMOHHO-
CIPABOYHYIO JOKYMEHTAIIHIO;

OdopmnsaTh KaJpOBYIO
JOKYMEHTAIHIO;
OdopmisaTs MIPETEH3UOHHO-

HCKOBYIO IOKYMCHTAIHIO.

- odopMIeHHE TOKYMEHTOB M
pelnieHue MPAKTUIECKHUX
CUTyalluii ¢ HOPMATHBHBIM
MPaBOBBIM 00OCHOBAHUEM;

- HCHOJb30BAaHUE PA3IUYHBIX
HCTOYHUKOB,
AJIEKTPOHHBIE PECYpChl, Meaua

pecypcsl, HHTepHeT-pecypchl,

BKJIIO4asa

NEpUOAUYCCKHUEC U3JAHUA 110
CIICHUAJIBHOCTU [IJId PCIICHUA
npoecCUOHANBHBIX 3a/1a4

- JIEMOHCTpAITHS
OTBETCTBCHHOCTH 3a MPHHSATHIC
peleHws, 000CHOBaHHOCTb
caMoaHaiM3a M  KOPPEKIHUs
pe3yabTaToB COOCTBEHHOI
padoTHI;

- UCTIOJIb30BaHUE
3aKOHOATEIBHBIX "

HOPMATUBHO-IIPABOBBIX AaKTOB

npu IUIAHUPOBAHUHU
MpeANPUHUMATEIbCKON
NEeATEIbHOCTH B

npodeccuoHalbHOU cdepe;
- JIEMOHCTpalusi 3HaHUU B

oOnactu ¢uHaHCOBOM
TpPaMOTHOCTH;

- KOHCTPYKTHBHOCTb
B3aUMOJCHCTBUSA c
o0yJaroImuMucs,
npenojaBaTeNsiMM B XOJe
o0y4eHHs, PYKOBOAMUTEISIMHU
y4eOHOI M IPOU3BOJICTBEHHOM
MPaKTHK.

-cobmroieHue HOpM

npodeccHoHaNTBEHON ATUKY;
- MOCTPOCHHE
PO eCCUOHAIIBHOTO OOIICHHS

c y4eToM COIHAIIBHO-
npodecCHOHATIBHOIO  CTaTyca,
CHUTYyaIlUH O0IeHHS,
ocoOeHHOCTeH  Tpynmsl U
WH/IMBUTyaTbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHKAIIUU;

- TECTUPOBAHUE;
- BBINOJHEHHE
SK3aMCHE;
- BBINOJHEHHE
3aJaHuN

33JJaHud =~ Ha

MIPAKTUYECKUX
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- TIPAaMOTHOCTb YCTHOM H
MIACbMEHHOU peuH;

- oopmiieHUE JOKYMEHTOB B
coorBeTcTBUH ¢ ' OCToM;

- SICHOCTb (POPMYIUPOBAHUS U
W3JI0’KEHUS MBICIIEH;

- MPOSBIIEHUE TOJIEPAHTHOCTHU
B IPOIIECCE OOIICHUS;

- colOuoieHne HOpM
MOBEJICHHSI BO BpeMsl Y4eOHBIX
3aHSATHI;

- cOOJIOJIeHHE  CTaHIapTOB
AHTUKOPPYIMIUOHHOTO
MOBE/ICHNUS;

- coOmrogaer HOPMBI
9KOJIOTHUECKOM 0€30MacHOCTH;
— ompenenseT HalpaBJICHUS
pecypcocOepekeHrsl B paMKax

npodeccrnoHaIbHOM
JEeSATCIIEHOCTH 1o
CHEIHATLHOCTH;

- 3¢ PeKTUBHOCTH
WCIIOJIb30BAHUS CpeicTB

¢bu3nyeckoil KymnbTypel Uis
COXPAaHEHHS U  YKpEIICHUS

3II0POBBS B nporecce
npodecCuoHaNTbHON
JESITeIPHOCTH M TIOJICPIKaHMUS
HE00X0IMMOr0 YpOBHS
¢buznyeckoin
MOJITOTOBJICHHOCTH;

- 3¢ (HEeKTUBHOCTH
UCIOJIb30BAHUSA B
npodecCuoHaNIbHON

JNIEITEIbHOCTA  HEOOXOIUMON
JOKYMEHTAIlMU, B TOM YHCJE
Ha WHOCTPAHHOM SI3bIKE
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