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Y4eOHOro mJIaHa CHeHUuaJbHOCTH cpeaHero npodeccuoHaabHOro oodopazoanus 43.02.15
IToBapckoe n KOHAUTEPCKOE 1€710

VYyebnas mucumminaa OI1.10 JlokymeHTaIrmoHHOE oOecreueHre yIpaBIICHUs! SBISICTCS
4acThI0 OCHOBHOH MpodeccnoHaabHOi 00pa3zoBarenbHOil mporpaMMbl B cootBeTcTBHH ¢ PI'OC
CIIO no cnenunansHoctr 43.02.15 TloBapckoe U KOHAUTEPCKOE JIETO.

Hucrummmaa OI1.10 JlokyMeHTarmoHHOE 00ecIiedeHrne YIpaBIeHUs BXOIUT B IEPEUCHb
KypCOB BapuWaTUBHOW dYacTH OOMIENPO(PEeCCHOHANBHBIX TUCIUIUIMH MPOo(HEeCCHOHATHHOTO
y4e0HOT0 IHUKIIA.

Henab0 OCBOEHUS IUCUUILIUHBI SIBIsieTCS (OPMHUPOBAHUE Y CTYIAEHTOB CHCTEMBI
3HaHWUW U YMEHUM JUIg CBOOOJHON MpodeccnoHaNbHOM OPUEHTAIMU U IPUHATHS ONITUMAIbHBIX
peIleHn, IOJDKHO CIOCOOCTBOBaTh (POPMHPOBAHUIO Yy CTYJICHTOB HAaBBIKOB O(OPMIISTH
JOKYMEHTAIIMI0O B COOTBETCTBHM C HOPMATHBHOW 0a30i, HCHONB3ys WH(OOpPMAIMOHHBIC
TEXHOJIOTHH.

Jliist peanu3anuu MoCTaBICHHOM IEJIM HEOOXO0UMO PEIITUTh CIeAYIONIUE 3aAa4u:

- 3HAaKOMCTBO C MIPUHIIMIIAMU OpraHU3alNHi JOKYMEHTO000pOTa;

- U3y4YeHHE METO/10B 00pabOTKM JOKYMEHTOB;

- U3y4EHHE CHUCTeMaM aBTOMaTH3aluu 0(UCHOMN AesTENbHOCTH;

- H3YYCHHE MPABUII 3aMOJTHEHUS JOKYMEHTOB B COOTBETCTBHH C HOPMaMH U TIPaBUIIaMHU.

B pe3ysnbTaTe 0CcBOCHHS AMUCHUILUIUHBI CTYEHT JOJIKEH:

3HATH:

— TMOHATHE JOKYMEHTAa, €ro CBOICTBA, CIOCOOBI TOKYMEHTHPOBAHUS;

— TpebOBaHMS K COCTaBJIEHHUIO M O(OPMICHHIO JOKYMEHTOB: OpPraHU3allMOHHBIX,

pacropsiANTENbHBIX, UHPOPMAITMOHHO-CIIPABOYHBIX

— CHCTEMY U TUIIOBYIO TEXHOJOTHIO TOKYMEHTALMOHHOTO 00ecreueHus yIpaBIeHHS;

— OpraHu3aiui JOKYMEHTO00OpoTa: mMpueMm, o0paboTKy, perucTpaiuio, KOHTPOJb,

XpaHEeHHEe TOKYMEHTOB, HOMEHKJIATypy Jel;
— O0COOEHHOCTH JIEJIOMPON3BOJICTBA MO OOpAaIIEHUSIM TpakIaH U KOHPUIACHIIUATHHOTO
JeJI0NPOU3BO/ICTBA.

yMeTh:

— 0(hOopMIISITH OpPraHU3AMMOHHO-PACTIOPSAUTENBHBIE JOKYMEHTBI B COOTBETCTBUU C

nericrBytomum 'OCTowm;
— OCYILIECTBIATh O00pabOTKy BXOMSIIMUX, BHYTPEHHUX U HCXOISAUIMX JOKYMEHTOB,
KOHTPOJIb 32 X HUCIIOJIHEHUEM;

— 0o(hOopMISTh TOKYMEHTHI IJIs Iepeaun UX B apXUB OPTaHU3AIUH;

— 0GOopMIIATh TOKYMEHTALMI0O B COOTBETCTBUM C HOPMATHBHOW 0a30i, HCMONb3YA
MH(OPMaLMOHHBIE TEXHOJIOTUU;

— YHUQPUIIUPOBATH CUCTEMBI JJOKYMEHTAIIHH,

— OCYIIECTBIJISITh XPAaHEHUE U MTOUCK JOKYMEHTOB.

BJIa/I€Th:

— CHOCOOHOCTHIO ODOPMIISATH JOKYMEHTAIMIO B COOTBETCTBHH C HOPMATUBHOM 0a3oM,

UCIONB3YsI HHGOPMAIIMOHHbBIE TEXHOJIOTUH;

— CHOCOOHOCTBIO OCYIIECTBISATH aBTOMATU3alMI0 00pabOTKU JJOKYMEHTOB

— BIIaJieHueM YHU(DUKAIIUU CUCTEMBI IOKYMEHTAIUH;

— OCYHIECTBJISITh aBTOMATHU3AINI0 00PA0OTKH TOKYMEHTOB.

O0masi TpyaoeMKOCTh Y4eOHOW IMCHMILIMHBI (Mpu Oo4YHOH ¢opMe 0O0y4UeHUA)
cocTaBiseT 74 yaca:




- AyJUTOpHBIE 3aHATUS — 62 yaca;

- caMmocTosiTeNbHas pabora — 12 gacos.

OcHoBHbIE pa3ae/ibl U TEMbI YUe0HOH TUCHHIJIMHbBI:

Cucrema TOKyMEHTAlIHOHHOTO 0OeCTIeYeHHs YIIpaBlIeHUs

OdopmiieHne yrnpaBieHYeCKOH TOKyMEHTalluN

bnanku opranuzanuu 1 006pasibl TOKYMEHTOB

[TpaBuia opopMIIEeHHS U COCTABICHUS OPTaHU3AIMOHHBIX TJOKYMEHTOB

[IpaBuiia opopmileHHs U COCTABICHUS PaCOPSAIUTENbHBIX JOKYMEHTOB

[TpaBuiia opopmiieHHs U cocTaBIeHUS HHPOPMAITMOHHO-CIIPABOYHOM TOKYMEHTAIIUN

[IpaBuia opopmiieHHs U COCTABICHUS TOKYMEHTALMH 10 TUYHOMY COCTaBY

Opranuzanus 10KyMeHT0000poTa

[Ipouenypa npuema u perucTpanuu JOKyMEHTOB

[Tpouenypa npuema v perucTpanuy JOKyMEHTOB

B xone u3ydyeHus: TUCHUIUIMHBI CTYIEHT JI0JKEH OCBOUTH 00IIMe U MpodeccnoHalbHbIe
KOMITETEHIIHH:

OK O01. BeiOuparp crnocoObl pemieHust 3amad  NpodecCHOHANTBHOW NeATEeTbHOCTH,
MPUMEHHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM.

OK 02. OcymiecTBiATh MOUCK, aHAIN3 W WHTEPIPETANI0 MHPOPMAIH, HEOOXO0IUMOM
JUTSI BBITIOJTHEHUS 337124 TPO(HEeCCUOHATEHOM e TEIbHOCTH.

OK 03. IImanupoBaTh U peaii30BBIBATH COOCTBEHHOE MPOPECCHOHATHPHOE W JTMIHOCTHOE
pa3BuUTHE.

OK 04. PaGoratp B KOJJIEKTHBE W KOMaHje, 3(P(EKTUBHO B3aMMOJCHCTBOBATH C
KOJUIETaMH, PYKOBOJICTBOM, KIIMCHTAMHU.

OK 05. OcymecTBisiTh YCTHYIO M MUCbMEHHYI0O KOMMYHHUKAIIMIO Ha TOCYJIapCTBEHHOM
SI3BIKE C YYETOM OCOOEHHOCTEH COIMAIBHOTO M KYJIBTYPHOTO KOHTEKCTA.

OK 06. [IlIposBISATE TpakTAHCKO-MATPUOTUYECKYIO MMO3UILHIO, JAEMOHCTPUPOBATH
OCO3HAHHOE MOBE/ICHUE HAa OCHOBE TPAIUIIMOHHBIX O0IIEYETIOBEYECKIX [ICHHOCTEH.

OK 07. CopneiicTBOBaTh COXPAaHEHHIO OKpPYXKAIOMIEH CpEIbl, PECypCcOCOEPEKECHHUIO,
3¢ (HEeKTUBHO ACHCTBOBATH B YPE3BHIYANHBIX CUTYAIIHSIX.

OK 08. HUcrnonb30Bath cpeAcTBa GU3HMUECCKON KYJIbTYPHI U COXPAHEHUS U YKPETUICHHS
3I0pOBbsl B TIporecce MNpo(EeCCHOHAIBHOW MAEATENIbHOCTH M MOJACPKaHUS HE0O0XOIMMOTO
ypOBHS (PU3HUECKOIN MOArOTOBIEHHOCTH.

OK 09. MHcnonp3oBaTh HH(MOPMAIMOHHBIE TEXHOJIOTMH B  MpOdecCHOHATHLHON
JESITeIbHOCTH.

OK 10. ITonb3oBarbcsi MpohecCHOHAIBHONW JOKyMEHTAalMeld Ha TOCYAapCTBEHHOM U
MHOCTPAHHOM SI3bIKE.

OK 1.1. IlnanupoBaTh NpeIIPUHUMATEIBCKYIO ICATEIBHOCTh B MPOPECCHOHATHLHON
chepe.

I1K 1.3. IIpoBOAUTH NPUTOTOBICHHUE M MOJATOTOBKY K peau3aiu noiayhadpukaToB s
0Jr0 1, KyTMHAPHBIX U3/ CII0KHOTO aCCOPTUMEHTA.

[IK 1.4. OcymiecTBiaTh pa3paboOTKy, aJanTalHui0 PEUenTyp noryhadpuKaToB ¢ y4eTOM
MOTPEOHOCTEHN PA3IMIHBIX KaTEropuid MOTpeOuTeNeH, BUAOB B PopM 00CITY KHUBAHUS.

I[IK 2.1. Opranu3oBbBaTh MOATOTOBKY pab0ouyux MeCT, OOOpYJOBaHUS, CHIPbS,
MaTepuasoB Ui MPUTOTOBIEHUS TOPSYUX ONIOJ, KYJIWHApHBIX M3JETUM, 3aKyCOK CJI0KHOTO
ACCOPTHMEHTA B COOTBETCTBUU C HHCTPYKIMSIMHU U PETIIAMEHTAMHU.

I[IK 2.2. OcymecTBisTh NPUTOTOBIEHHE, TBOpYECKOE OMOPMIICHHME M TOATOTOBKY K
peayu3aly CyMoB CIIOKHOTO aCCOPTHMEHTa C Y4eTOM MOTPeOHOCTEH pa3IMuYHBIX KaTeTrOpHi
noTpeduTenei, BUI0B 1 popM 00CTyKUBaAHUS.

IIK 2.3. OcymecTBisTh NPUTOTOBIEHUE, HEMPOJOJKUTENBHOE XPAaHEHHUE TOpSAYUX
COYCOB CJIO’)KHOTO aCCOPTUMEHTA.

[IK 2.4. OcymecTBisITh MPUTOTOBICHUE, TBOpYECKOoe O(opmIIeHHE M TIOATOTOBKY K
peanu3anuy TopsYuXx OJII0J ¥ TapHUPOB M3 OBOIIEH, Kpyml, 0000BBIX, MAaKapOHHBIX H3EITHI



CJIO’)KHOTO aCCOPTUMEHTA C YUETOM MOTPEOHOCTEN pa3IMyHbIX KaTeropHil MoTpeduTenel, BU0B
1 hopm 0OCTy)KUBAHHUS.

IIK 2.5. OcymecTBisITh MPUTOTOBIEHUE, TBOpYECKOe O(oOpMIIEHHE M TIOATOTOBKY K
peanu3anuy ropsuux OJroA U3 SUll, TBOPOT'a, ChIPa, MYKH CIOXHOIO aCCOPTHUMEHTa C y4ETOM
NOTPEOHOCTEN pa3TUYHbBIX KaTeropuil morpeduTenet, BUAOB U (opM 00CTyKUBaHUS.

I[IK 2.6. OcymecTBisTh NPUTOTOBIEHHE, TBOpYECKOE O(OPMIICHHME M TOATOTOBKY K
peanu3anuy TOpsiuuX OJFO U3 PHIOBI, HEPHIOHOTO BOJHOTO CHIPhS CIIO)KHOTO aCCOPTUMEHTA C
y4eTOM MOTPEOHOCTEH Pa3INYHBIX KaTeropuid moTpedurtesnei, BUI0B U (OpM 00CITY)KHUBaHUS.

[IK 2.7. OcymecTBisITh MPUTOTOBIEHUE, TBOpYECKOe O(opMIIeHHE M TOATOTOBKY K
peanuzany ropsyux OO W3 Msca, JOMAalIHEH MNTUIBI, AUYM M KpPOJHMKA CJIOKHOTO
ACCOPTUMEHTA C y4eTOM IOTPEOHOCTEH pa3lMYHbIX KaTeropuil morpeduresnei, BUIOB U (Gopm
00CITy>)KMBaHUS.

[IK 2.8. OcymiecTBisTh pa3pabOTKy, aJanTaIli0 PEIENTyp TOPSIUUX OJIF0/, KyTUHAPHBIX
U3JIEJIHIA, 3aKyCOK, B TOM YHCJI€ aBTOPCKUX, OPEHIOBBIX, PETHOHAIBHBIX C YUETOM MOTPeOHOCTEN
pPa3IUYHBIX KaTeropuil moTpeduTeneii, BUI0B u hopM 00CTyKUBAHUS.

I[IK 3.1. Opra#au3oBbiBaTh TOATOTOBKY pabo4Mx MeECT, OOOpyAOBaHUS, CBIPHS,
MaTepuaioB Ui TPUTOTOBICHHUS XOJOMHBIX ONIOJ, KYJIHMHAPHBIX W3JICNUN, 3aKyCOK B
COOTBETCTBUU C MHCTPYKIMSIMH U PETIaMEHTaMHU.

[IK 3.2. OcymecTBisiTh HTPUTOTOBICHUE, HEMPOIOKUTEIBHOE XPAHEHUE XOJIOAHBIX
COYCOB, 3aMpPaBOK C Y4ETOM MOTPEOHOCTEH pa3IMUHBIX KaTErOpUi MOTpeOuTENeH, BUIOB B (OpM
00CITyKUBaHUSI.

IIK 3.3. OcymecTBisaTh NPUTOTOBIEHHE, TBOpYECKOE OMOPMIICHHME M TOATOTOBKY K
pearu3ainnuy caaaToB CIOXKHOTO aCCOPTUMEHTA C YYETOM MOTPEOHOCTEH pa3IMYHBIX KAaTETOPHid
noTpeduTenei, BUI0B 1 popM 00CTyKUBaAHUS.

K 3.4. OcymecTBisITh MPUTOTOBIEHUE, TBOpYECKOe O(OpMIIEHHE M TIOATOTOBKY K
peanu3any KaHame, XOJIOJHBIX 3aKyCOK CJIOKHOTO acCOPTHMEHTa C Y4eTOM HOoTpeOHOCTei
Pa3IUYHBIX KaTeropuil moTpeduTeneii, BUI0B u hopM 00CTyKUBAHUS.

IIK 3.5. OcymecTBisaTh NPUTOTOBIEHUE, TBOpYECKOE OMOPMIICHHME M TOATOTOBKY K
peanu3anuy XOJIOHBIX OO U3 PBIOBI, HEPHIOHOTO BOAHOTO CBHIPhS CIIOKHOTO aCCOPTUMEHTA C
y4eTOM MOTPEOHOCTEH Pa3INYHBIX KaTeropuid moTpedurtesnei, BUI0B U (OpM 0OCITY)KHUBaHUS.

IIK 3.6. OcymecTBisITh MPUTOTOBIEHUE, TBOpYECKOe O(opMIIeHHE M TOATOTOBKY K
peanu3anuy XOJOAHBIX ONI0J M3 Msca, AOMAIIHEW MNTHIbI, AUYM CJIOKHOTO aCCOPTHMEHTa C
Y4ETOM MOTPEOHOCTEN PA3IMYHBIX KaTErOpHid MOTpeOUTENeH, BUIOB U (OPM OOCITYKUBAHHMSI.

I[IK 3.7. OcymectBisiTh pa3paboTKy, aJanTalydio pPelenTyp XOJOIHBIX OJoI,
KYJIMHAPHBIX M3/IETHUH, 3aKyCOK, B TOM YHCIIe aBTOPCKUX, OPEHIOBBIX, PETHOHATIBHBIX C YIETOM
MOTPEOHOCTEHN PA3IMIHBIX KaTErOpuid MOTpeOuTEeNeH, BUAOB B PopM 00CITY KHUBAHUS.

I[IK 4.1. Opranu3oBbBaTh MOATOTOBKY pabdouux MeCT, OOOpyJOBaHUS, CHIPbS,
MaTepuasoB JJIsl MPUTOTOBICHUS XOJOIHBIX U TOPSYMX CIAAKUX ONIOA, 1eCEpTOB, HAITUTKOB B
COOTBETCTBUU C UHCTPYKIMSIMH U PETIAMEHTAMHU.

I[IK 4.2. OcymecTBisaTh NPUTOTOBIEHHE, TBOpYECKOE OMOPMIICHHME M TOATOTOBKY K
peanu3anuy XOJIOAHBIX JECEPTOB CII0KHOTO aCCOPTUMEHTA C YY€TOM MOTPEOHOCTEH pa3IMuHbIX
KaTeropuii morpeduTenei, BUI0B U (HopM 00CTyKUBAHHUS.

IIK 4.3. OcymecTBisITh MPUTOTOBIEHUE, TBOpYECKoe O(opmIIeHHE M TOATOTOBKY K
peanu3alyy ropsYux JIeCepTOB CIOKHOTO aCCOPTUMEHTA C YUETOM MOTpeOHOCTEN pazIuyHbIX
KaTeropuii morpeduTeneid, BUI0B U GopM 00CTyKUBAHUS.

I[IK 4.4. OcymecTBisaTh NPUTOTOBIEHUE, TBOpYECKOE OMOPMIICHHME M TOATOTOBKY K
peanu3ainnuy XOJIOIHBIX HAITUTKOB CJIOKHOTO aCCOPTUMEHTA C YUETOM MOTPEOHOCTEH pa3TUIHBIX
KaTeropuii morpeduTeneid, BUI0B U (HopM 00CTyKUBAHHS.

IIK 4.5. OcymecTBisITh MPUTOTOBIEHUE, TBOpYECKoe O(opmIIeHHE M TIOATOTOBKY K
peau3aiyy TopsiuuX HAMUTKOB CJIOKHOTO aCCOPTUMEHTA C YY4eTOM MOTPeOHOCTEH pa3iuyHbIX
KaTeropui motpedurenet, BUIOB U HopM 0O0CITyKUBAHHUS.



I[IK 4.6. OcymecTBasaTh pa3paboTKy, aJanTalyio PelenTyp XOJOAHBIX U TOPSYUX
JIECepTOB, HAMHUTKOB, B TOM 4YHCIIE€ aBTOPCKUX, OpPEHIOBBIX, PETHOHAIbHBIX C Y4YETOM
NOTPEOHOCTEN pa3TUYHBIX KaTeropuil morpeduTenet, BUAOB U (opM 00CTyKUBaHUS.

I[IK 5.1. Opraau3oBbiBaTh TOATOTOBKY pa0o4Mx MeECT, OOOpyAOBaHUS, CBIPHS,
MaTepuajoB s MPUTOTOBIEHUS XJIEOOOYIOYHBIX, MYYHBIX KOHAUTEPCKUX H3ICIUN
Pa3Ho00Pa3HOr0 aCCOPTUMEHTA B COOTBETCTBUU C MHCTPYKIUSAMU U periiaMeHTaMH.

I1IK 5.2. OcymecTBiATh NPUTOTOBICHNE, XPaHEHHE OTACIOYHBIX MOy(haOpuKaToB st
xJ1€000yIOUHBIX, MyYHBIX KOHAUTEPCKUX U3IEIHI.

I[IK 5.3. OcymiecTBiaTh NPUTOTOBIEHUE, TBOpUYECKOE O(OpMIIEHUE, MOATOTOBKY K
peanu3anuu XJaeO000yJTOYHBIX HW3MECTUNH W TPA3gHUYHOrO Xjeda CI0KHOTO acCOPTUMEHTa C
Y4ETOM MOTPEOHOCTEN PA3IMYHBIX KaTErOpHid MOTpeOUTeNeH, BUIOB U (OPM OOCITYKUBAHHSI.

I[IK 5.4. OcymecTBiasiTh MNPUTOTOBICHHE, TBOpPUYECKOEe OGMOPMIICHHE, TMOJATOTOBKY K
pearu3anuyi MyYHBIX KOHIUTEPCKUX H3ACITUHN CI0KHOTO aCCOPTUMEHTA C YYETOM MOTpEeOHOCTEH
Pa3IMYHBIX KaTETOPHi MOTpeOUTENeH, BUIOB U (HOPM OOCTY)KUBAHHUS.

I[IK 5.5. OcymiecTBiaTh NPUTOTOBIEHUE, TBOpUYECKOE O(OpMIIEHUE, MOATOTOBKY K
peanu3any MUPOKHBIX U TOPTOB CJIOKHOTO aCCOPTUMEHTA C YU€TOM MOTPEOHOCTEN pa3iIuyHbIX
KaTeropuii morpeduTeneit, BUI0B U GopM 00CTyKUBaHUS.

IIK 5.6. OcymiecTBisaTh pa3pabOTKy, aganTalydio perenTyp XjaeO00yTOYHBIX, MYYHBIX
KOHAUTEPCKUX W3JIENHA, B TOM YHCIE aBTOPCKHUX, OPEHIIOBBIX, PETHOHAIBHBIX C YYETOM
MOTPEOHOCTEN PA3TMYHBIX KaTErOPUi TOTPEOUTENCH.

I[IK 6.1. OcymecTBisaTh pa3padOTKy acCOPTUMEHTA KyIWHAPHOH W KOHAUTEPCKOM
OPOAYKIMH, pPAa3IMYHbIX BHJIOB MEHIO C YYeTOM TMOTpeOHOCTEeH pa3INYHbIX KaTeropuit
notpedureneit, BUIOB U POpM 0OCITyKUBAHHSL.

I[IK 6.2. OcymecTBiadaTh TEKylllee IUIaHUPOBAHUE, KOOPAMHALMUIO JEATEIIbHOCTH
MOIYMHEHHOTO TIEPCOHAIA C YIETOM B3aUMOACHCTBHSI C JPYTUMHU MTOAPA3ICICHUSMHU.

I[IK 6.3. Opranu3oBbIBaTh pPECypcHOE oOOecredeHue ACATENbHOCTH TMOTIYMHEHHOTO
nepcoHaa.

I[IK 6.4, OcymecTBisiTh OpraHu3alMl0 W  KOHTPOJb TEKyIEed JeATeIbHOCTH
MOTYMHEHHOT'O TIEPCOHAIA.

Bun  nmpomMexyTouHO arTecTauuu npu o4yHOi  (dopme  oOyuyeHus:
auddepeHPOBAHHBIN 3a4eT B 3-eM cemecTpe.



