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1. MACIIOPT TPOIr'PAMMBbI YYEBHOM JTUCIIUILIUHBI
OI1.06 lokymMeHTAlIMOHHOE 00ecneyeHne yIpaBJIeHus

1.1. O6saacTh NpUMeHeHHsI NPOTPAMMBI

[Tporpamma yue6HOU mucuurumnabl OI1.06 JlokyMeHTanmoHHOE OOecreueHne yrpaBlieHUs
Hortapuar sBisieTcss COCTaBHOM 4YacThl0O OCHOBHOW MPOQECCHOHAIBHOW 00pa30oBaTeIbHOMN
OporpaMMbl MOJMUTEXHUUYECKOro Koiviemka ¢wmana MITY B mocenke SI610HOBCKOM B
COOTBETCTBUU C (eaepaabHbIM TOCYIapCTBEHHBIM 00pa30BaTeIbHBIM CTaHAAPTOM CpPETHETO
npodeccuonanbHoro oopaszoBanus o cneruaibHoctu 40.02.04 FOpucnpyaeHuus.

1.2. MecTO AUCHHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHOM MPOrpaMMbl
VYueonas mucnumumaa OI1.06 JlokymMeHTanmroHHOE oOecreueHrue YIpaBJICHHS SBISETCS
JTUCITUTLIMHON 001enpodecCHOHATBFHOTO IHUKIIA.

1.3. Hean wu 3agauyM JMCHUIUVIMHBI — TpPe0OBaHMA K pe3yJabTaTaM OCBOCHHS
JAUCHMILTUHBI

B pe3ynbrare 0ocBOE€HUS NUCUUIUIMHBI O0yUYaOLIUIICs TOJIKEH:

yMeTh:

V1-  odopmidATh OpraHuM3alMOHHO-PACIIOPSIUTENbHBIE JOKYMEHTHl B COOTBETCTBHM C
neicreyromuM 'OCTowm;

V2-  ocymecTBIATE 00pabOTKy BXOISIIMX, BHYTPEHHUX M HCXOISIINX JIOKYMEHTOB,
KOHTPOJIb 3@ UX UCIOJHEHUEM;

V3-  odopmiATh JOKYMEHTHI JUIsl IEpEAauu UX B apXUB OpraHU3aluy;

Y4-  opopMIATh JOKYMEHTALMI0O B COOTBETCTBUM C HOPMAaTHUBHON 0a30il, MCIIONB3Ys
MH(OPMaLIMOHHBIE TEXHOJIOTUH;

V5-  yHuUUIUPOBATH CUCTEMBI JOKYMEHTALIUY;

Y6-  ocyliecTBIsATh XpaHEHUE U MTOUCK IOKYMEHTOB.

3HATh:

31- MOHSITHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TJOKYMEHTHPOBAHUS;

32-  TpeOOBaHUS K COCTAaBIEHUIO M O(QOPMIICHHIO JOKYMEHTOB: OpraHM3allMOHHBIX,
pacnopsAUTENbHBIX, THPOPMAIIMOHHO-CIIPABOYHBIX;

33-  cuCTeMy U THIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO 00ecieueHus YIpaBJIeHHUs;

34-  opraHu3zanuio JOKYMEHTOOOOpoTa: mpueM, oOpabOTKy, pEerucTpaiuio, KOHTPOJIb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATYpY Ael;

35-  0COOEHHOCTH JEJIONPOU3BOJICTBA MO OOPALICHUSIM IpakJaH U KOH(UICHIIMAIBLHOTO
JIeNTOTIPOU3BO/ICTBA.

1.4. KommnereHuuu oOyyamoumerocsi, ¢opMupyemble B pe3yJbTarTe OCBOEHHA
AU CHUITHHBI

OOpazoBaTenbHas M BOCIUTATENIbHAs JAEATEIbHOCTh HallpaBiieHa Ha (OpMHpOBaHUE Yy
00yJarommxcs CIeIyIINX KOMIIETSHIIN]:

OK O0l1. Bsibupare cmoco0bl pemeHuss 3anad  NpoecCHOHATbHON JesTeNbHOCTH
NPUMEHHUTEIBHO K PA3INIHBIM KOHTEKCTaM.

OK 09. TIlomb3oBaThCcsi NpodeCCHOHATBHONM TOKYMEHTAllMel Ha TOCYZapCTBEHHOM U
MHOCTPAaHHOM SI3bIKAX.

I1K 1.1. OcymiecTBasTh mpoecCHoHATbHOE TOJIKOBAHUE HOPM TIpaBa.

I[IK 1.2. IlpumeHaTh HOpPMBI TMpaBa [Uisl peleHus 3aaad B NpodecCHOHaIbHOU
NeSITeTbHOCTH.



[IK 1.3. Brnamerp HaBbIKaMU TOATOTOBKU IOPHAMYECKHX TOKYMEHTOB, B TOM YHCIIE
UCTIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHH.

1.5. KoinuecTBO 4acoB Ha OCBOEHHE MPOTrPAMMBI:
- MakcHMaJlbHas ydeOHas Harpyska oOydaromierocsi — 36 4acoB, B TOM YHCIIE:
- o0s3aTeNnbHas ayIuTOpHAs yueOHast Harpy3ka ooy4varomierocst — 36 4acos.



2.CTPYKTYPA U COAEPKAHUE OEPA3OBATEJII>HOI:/:I U BOCIUTATEJIBHOM
JAEATEJBHOCTH 110 PEAJIM3AIIMU YYEBHOU JTUCHUIIJIMHBI

OI1.06 /TokyMeHTAIITHOHHOE 00ecreuyeHe YIpaBJIeHus

2.1. O0beM y4eOHOM IMCUMIIMHBI M BUJbI Y4e0HOI padoThI

Bun yueOHo# padoThI Koun4ecTBo CemecTpnl
yacoB (Bcero)
4
Oobs13aTesibHAs ayUTOPHAsI ydyeOHasi HATPYy3Ka 36 36
B TOM YHUCIJIE:
TeopeTnueckue 3aHsaTus (JI) 20 20
npaktuueckas padora (I1P) 16 16

CamocrosiTesibHAass  padota
(Bcero)

ooyuaromuxcsa (CPC)

@opMOH ITPOMEKYTOUHOM aTTECTALUU SBIIAECTCS: 3a4eT C
OLICHKOH

3a4€eT C OLICHKOU

324€ET C OLICHKOU

O01asi TPy10eMKOCTh

36

36




2.2. Tematnueckuii miiad yuyeoHnoii gucuuniannsl OI1.06 JlokymeHTaumoHHOe o0ecnevyenne ynpaBJjieHust

KoauuecTBO 4acoB
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Pa3nen 1. lIokyMeHTHpPOBaHHUE 1eATEJIHLHOCTH OPraHU3alUH, NPEANPUSTHS, YUPeKICHUSs
1 1 [lonsiTHe 0  JOKyMEHTax, cmocobax JOKyMEHTUPOBAHHs, HOCHUTENSIX 2 9 - -
' nHbopManuy 1 QYHKIHIX JOKYMEHTA
5 e OcHoBHBIE TIeNH, 3aJa4d, MPUHIMIBI JOKYMEHTAIIMOHHOTO O00ecreYeHUs 2 9 - -
' ynpasneHusi. HopmarusHo-nipaBoBoe obecneuenue JJIOVY.
3 IP1 CocraBieHue U o(hopMIIEHHE pPa3IMYHBIX BHJIOB OJIaHKOB (0OImero OsaHka, 2 5 )
' 0JlaHKa TUChMa, KOHKPETHOTO OJIaHKa).
4 he ®opmyinsip-oOpasen], peKBU3UTH U OJaHKH. YHUHUKAIMSI U CTaHIApTU3ALUSL 2 9 - - -
' JOKYMEHTOB. Y HU(PHUIIMPOBAHHBIE CHCTEMBI JIOKYMEHTAIHH
Odopmnenre OCHOBHBIX pekBU3UTOB B cooTBeTcTBUU ¢ ['OCTom P.6-2003 -
5 P2 «YHUPUIHPOBAHHBIE CUCTEMBI TOKYMEHTAIMU. YHUQUIIMPOBAHHAS CHUCTEMa 5 5
' OpraHU3aLMOHHO-PACHOPSAUTEIBHOM JTOKYMEHTAIUH. TpeboBanus K
0(OPMIICHUIO IOKYMEHTOB)
5 4 [TpaBuna opopmiieHHsI OCHOBHBIX BHOB OPTaHU3aIlMOHHO-PACTIOPSIUTEIHHBIX 9 9 -
' JOKYMEHTOB
7 IP3 CocraBieHne W OQOpMIICHHE OpraHU3AlMOHHBIX M  PACHOPSAUTEIHEHBIX 9 9 - -
' JOKYMEHTOB (yCTaB, MOJI0KEHUE, HHCTPYKIINSA)




CocraBinenue u odopmieHne HHOOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

8. [1P4 2 2
(IPOTOKOJI, aKT, IOKJIAHAs 3aITUCKa, O0BICHUTEIbHAS 3aITUCKA)

9. JI5 [TpaBusa opopmiieHHs U BBIJIA4YX KOHIA JOKYMEHTOB 2 2 -

Pa3znes 2. TexHOJI0IMM JOKYMEHTAMOHHOTO o0ecnevyeHusi YIpaBJIeHusl

10. | 716 Opranuzanus TOKYMEHTOOOOpOoTa B yupexaeHud. KOHTpOIb HCHOJHEHUs 9 9 -
JOKYMEHTOB.

11. | IIPS CocTaBiieHHEe CXeMBI IOKYMEHTO000pOTa B OpraHu3allnu. 2 2

12 |17 Homenknarypa nen: Buisl U TpeboBanus Kk odopmienuto. [loaroroBka aen K 9 5 -
apXMBHOMY XPaHEHHUIO.

13. | 1IP6 Perucrpanuss ucxomsmero  gokymenra. CocraBnenne u  odopmieHue 9 i 9
HOMEHKJIATYPHI JIe]I.

14. | 718 OOmiast  XapakTepUCTHKA OPTaHMW3AalMOHHBIX TEXHUYECKHX CPEICTB B 9 9 i
«JlOKYMEHTAITMOHHOM 00ECIICUCHHH YITPABJICHUS.

15. | IIP7 HenoBass wurpa: «Pemaktop. MHcnosnp3oBanue 1mabmona Microsoft Office 2 - 2
Publisher npu co3manum OykieTa

16. | J19 KomnbroTepHsle  cpeacTtBa  HMOATOTOBKH — JTIOKYMEHTOB.  M3roTtoBienwe, 9 9 i
KOITMPOBAHUE M TUPAKHPOBAHUE JIOKYMEHTOB.

17. | 1110 Opranuzanus paboTel ¢ oOpameHusMH rpaxaad. OpraHuzanus paboThl ¢ 2 2 -
JOKYMEHTaMH, UMEIOIIUMU TpU(dbI OTpaHUYSHHSI JOCTYTIA.

18. | 1Ip8 CocraBienne, o0GOpMIIEHHE JIOKyMEHTOB C  HCIIOJIb30BAaHUEM  CPEJICTB 5 - 5
OPITEXHHUKH.
UTOro 36 20 16




2.3. Conep:xanne yueonoi aucuuminibl OI1.06 JlokyMeHTALIMOHHOE 00ecnieuyeHne VIIPABJIEHNs)

Koabt
HaumeHoBaHue pa3ieioB Conep:xanue y4e0OHOIro MaTepuasa, IpakKTU4ecKue 3aHATHS, O6nem popmMupyembIx
AUCHUIINHBI caMocCTosiTe]IbHAs padoTa 00y4aroImMXCcs 4ACOB KOMIIeTeHIHIA,
0CBaMBaeMbIX
3HAHMH M YMEHUI
Conep:xanue yueOHOro MaTepuaJa 18
[Monsatue JIOVY. «/lokymMeHTanmoHHOE OOECIeUeHHE YIpaBJICHUs» Kak ydeOHas
muctumiuHa. Henn u 3agaun «JloKyMEHTAlMOHHOTO OOECTIeUeHUsl YIPaBICHUS.
OcHOBHBIC 1LeNM, 3aJa4d, [PUHOWINB JTOKYMEHTAIMOHHOTO  OOeCTeYeHHs
ynpasienus. HopmatuHo-nipaBoBoe obecneuenue JJOVY.
Teopernyeckue 3aHATHS 10
1. [ToHsATHE O TOKYMEHTAX, CIIOCO0aX MOKYMEHTHPOBAHUS, HOCUTEISIX WH(POpMALIUN 2
1 QYHKIUSIX JOKYMEHTa
2. OcHOBHBIC TII€NH, 3aJaud, TNPUHIUIE JOKYMEHTAI[HOHHOTO OOECTIeYeHuUs 2
ynpasyieHusi. HopmatusHo-npaBoBoe obecneuenue J10Y.
3. @opmymsp-o0pasen, pEeKBU3UTHI M ONAHKU. YHH(UKAIUS W CTaHAAPTH3AIUS 2
JOKYMEHTOB. Y HU(PHUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIH
4. IlpaBuna ogopMiIeHHS OCHOBHBIX BMJIOB OpPIraHU3AllMOHHO-PACTIOPSIUTEIbHBIX 9
JOKYMEHTOB
5. [IpaBuiia opopmileHHs U BbIIaYK KOMTUN JOKYMEHTOB 2 OK 01, OK 09,
IMpakTuyeckas padora 8 IIKL.1 - IIK1.3,
V1,¥2,31,32 33 35
1. CocraBnenne u oQoOpMIIEHHE DA3IUYHBIX BUIOB OnaHKOB (oOuiero OJaHKa, 9
OJ1aHKa NMHUChMa, KOHKPETHOTO OJIaHKa).
2. OdopmiieHre OCHOBHBIX pekBU3UTOB B cooTBercTBUUM ¢ ['OCTom P.6-2003
«YHUQHUIUPOBAHHBIE CUCTEMbl JOKYMEHTAIMH. YHUQUIMPOBAHHAS CHUCTEMaA 9
Pazgen 1. OpraHU3AIMOHHO-PACTIOPSAIUTEHFHON JOKyMEHTAIuu. TpeboBaHus K 0(pOPMIICHHUIO
JIOKyMeHTHpOBaHHUe JOKYMEHTOBY
AeATeIbHOCTH opranu3aumu, | 3. CocraBneHne © OQOpPMIICHHE OPTraHMW3AMUOHHBIX M  PACTIOPSIANTEIHLHBIX 2




NpeAnpUsITHSA, YUpPe:KIeHUsI

JIOKYMEHTOB (YCTaB, MOJIOKEHUE, HHCTPYKITHUS).

4. CocraBnenue u odopmieHrne HUHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB

(IpOTOKOJ, aKT, TOKJIaAHAas 3alKUCKa, OOBSICHUTEIbHAS 3aITUCKA). 2
Conep:xanue y4e0OHOIro MaTepuasa
[Tonatne «10KyMEHTO000pOT». [IpHHLMIIEI OpraHU3alMK JOKYMEHTOOOOpOTa.
@®opMbl opraHu3aluu paboThl C JTOKYMEHTaMU. DJIEKTPOHHBIA JOKYMEHTOOOOPOT.
Pasne 2. Texnoaorun Opranmzanusi paboTbl ¢ JOKyMEHTauued BHYTpu opranuzauuu.  KoHTpousb 18
UCIOJHEHUs 10KyMeHToB. HoMeHkaTypa ei: BUbl U TpeOoBaHMs K 0(OPMIICHUIO.
AOKYMEHTAILHOHHOTO OOmiass xapakTepUCTUKAa OpPraHU3alMOHHBIX TexHUYeckux cpeacts B JIOVY.
obecreveHus ynpaBJieHust KoMImbroTepHbIe CcpecTBa MOArOTOBKU JOKYMEHTOB. M3roTOBIICHHE, KOIMPOBAHUE
U THPKUPOBAHHUE JOKYMEHTOB.
Teoperuueckue 3aHATHS 10
6. Opranu3anuss JOKYMEHTOOOOpOTa B YyupexJaeHHMH. KOHTpoiab HCIOIHEHUS 9
JOKYMEHTOB.
7. Homenknarypa nen: BuAbl U TpeboBaHus K odopmienuto. IloaroroBka aen k 9
apXMBHOMY XPaHEHHUIO.
8. OOmas XapakTepuCTUKa OpIraHU3ALMOHHBIX TEXHMYECKHX CpPEICTB B 9
«/lokyMeHTalmOHHOM 00€CIIeYeHUH YIIPABICHUSI. OK 01, OK 09,
9. KowmmbloTepHBIE  CpeACTBa MOJATOTOBKH  JOKYMEHTOB.  M3rotomienwue, 5 [IK1.1 - TIK1.3,
KOIIMPOBAHHUE U THPAXKUPOBAHUE JOKYMEHTOB. V4,34,36 37, 38,30
10. Opranmzamnmst paboTel ¢ oOpameHusMH rpaxaaH. OpraHuzanus padOTHI ¢ 2
JOKYMEHTaMH, UMEIOIIUMU TpU(bI OrpaHUYEHHsI JOCTYMa
IIpakTnueckas padora 8
5. CocraBieHne cxembl JOKyMEHTO000pOTa B OpraHU3aIiH. 2
6. Peructpamus ucxomsmero jgokymeHta. CocraBieHue U odopMIiIeHHUE 2
HOMEHKJIATYPHI Jedl.
7. JlenoBas urpa: «Penakrop. Ucnons3oBanue mabdiaona Microsoft Office Publisher 2
IIpH cO3/1aHNH OyKIIeTa»
8. CocraBnenue, o¢opmiIeHHE JOKYMEHTOB C HCIOJb30BAaHUEM CpEACTB 2
OPTTEXHHUKH.
Hroro 36

10




3. KAJEHIAPHBIN I'PA®UK BOCIIUTATEJIBHOM PABOTHI IO JIUCIIUILIMHE

Monyne 6. Jlocyrosas, TBOpYeCKasi U COLMAIBHO-KYJIbTYPHAsl AEATEIbHOCTb IO OPraHU3ALMH U
IPOBEICHUIO 3HAUUMBIX COOBITUN M MEPOIPUSATHIA

Mara, MecTo, | HazBanme dopma OtBeTcTBeHHBIN | JloCTHXKEHUS
MIPOBEICHUS MEPOTIPUSITHS MIPOBE/ICHUS 00yJaroImuxcst
MEPOTIPHUATHS
Mapr, 2026 1. Henoas urpa: I'pynmosas Heryu M. A. CdopMHUpOBaHHOCTH

[Momurexuuueckuit | «Pemakrop. OK 01, OK 09
Koyuiek unmana | Mcrons3oBaHue
MITY B mocenke | madmoHa Microsoft
S16;10HOBCKOM Office  Publisher

npu CO3/IaHHUU

Oykiera»

4. YCJIOBUS PEAJIM3ALIMU TIPOT'PAMMBbI YYEBHOM JUCIHUATIJIAHBI
OI1.06 lokymMeHTALMOHHOE O0ecniedeHne YIpaBJeHus!

4.1. TpeOoBaHMA K MaTepHAJIBLHO-TEXHMYECKOMY 00ecneyeHH 0
Peanuzanus nporpammsl yueOHoit quctuminael OI1.06 «JlokyMeHTarmoHHOEe obecrieyeHue
Tpebyer Hamuuus ydyeOHOro kabunera JIOKyMEHTAIlMOHHOTO OOECIICUECHHS

yIpaBICHUS
yIIpaBJICHUSL.

OoGopynoBanue yueOHOro KabuHeTa:
- IOCA/I0YHBIE MECTa MO KOJUYECTBY 00YyUaIOIINXCS;
- paboyee MecTO MpernojaBaTes;
- KOMIUIEKThI y4eOHO-HATIAAHBIX TOCOOUHt 10 pa3zenam JUCHUILIMHEI,

- y4eOHO-METOINYECKUI KOMIUIEKC «J[0KyMEeHTallMOHHOE 00eCTIeYeHHE YIIPABICHUS.
TexHnuyeckue cpeacTBa 00y4eHus:
- pabouas 10cKa;
- KOMIUIEKT y4eOHO-HarJIsIHbIX TOCOOMIA;
- KOMIIBIOTEP I MPErnogaBaTeiisad ¢ JJMICH3MOHHBIM IPOTpaMMHBIM oOecrieueHrueEM

4.2. UndopmanuonHoe odecrieyenne 00yuyeHus

Ilepeuennb yueOHbIX M3JaHUIl OCHOBHOI M JONMOJHMTEJIbLHOH JuTepaTypbl, UHTEpHeT-

pecypcoB

OcHoBHasi iuTEepaTypa:

1. Bapmynn, B.B., [lokymeHTanmoHHoe oOecriedeHue ympasieHus: y4deOnuk / B. B.
Bapmyna. — Mocksa: FOcrturms, 2024. — 271 c¢.. — URL: https://book.ru/books/951739

2. Kopnees, U. K. JlokymMeHTanmoHHOe oOecredeHrne ynpaBiaeHHs: yYeOHUK U MPAKTUKYM
st cpeaHero mpodeccuonanpHoro obpaszoBanus / M. K. Kopuee, A. B. Ilmenko, B. A.
MamrypreB. — 3-e u3f., nepepad. u gon. — Mocka: M3natensctBo HOpaiit, 2024. — 438 ¢. —
URL.: https://urait.ru/bcode/539262

JlonotHUTEILHAS JIUTEPATYypa:

11




1. Ky3nenos, U. H. JlokyMeHTanmmOHHOE O0ecriedeHUe YIpaBiICHHUS MEPCOHATIOM: YICOHHUK
U TPAaKTUKyM Ui cpefHero npogeccuoHansHoro obpasosanus / M. H. Kysnenos. — 2-e usn.,
nepepadb. u jgom. — MockBa: M3parensctBo FOpait, 2023. — 393 ¢. — URL:
https://urait.ru/bcode/530256

2. Ky3nenos, . H. JlokymeHTalimoHHOE oOecrniedueHune yrpasiaeHus. JJokyMeHTO000pOT 1
JIEIONIPOU3BOJICTBO: YICOHUK M MPAKTUKYM JUISI CPEAHETO MpodecCHoHanbHOro oopasoBanus / .
H. Ky3nenoB. — 4-¢ u3j., nepepad. u mon. — Mocksa: U3marensctBo FOpait, 2024. — 545 ¢. —
URL: https://urait.ru/bcode/537146

3. lllyBamoBa, H. H.  JlokymMeHTamMOHHOE oOOecCreYeHUue YIpaBiICHUSA: Y4YEOHUK U
NPaKTUKyM Ui cpeaHero mpodeccuonanbHoro obpasosanus / H. H. IllyBamoBa. — 3-e wu3n.,
nepepadb. u jgomn. — MockBa: M3parensctBo FOpaiit, 2023. — 247 c¢. — URL:

https://urait.ru/bcode/531240

4. PoxnsroBckas, M. P. JlokymeHTanmoHHoe oOecnedeHue: ydeOHoe mocobue / M. P.
PoxnusToBckas. — Cumdepononb: YHUBEPCUTET IKOHOMHUKH M yrpasieHus, 2016. — 104 c.—
URL.: https://profspo.ru/books/73265

HuTepHer - pecypcesbi:

1. JlenompousBoicTBo. - Pexxum nocrymna:http://www.delpro.narod.ru

2. VnTennextyanbHble HU(POBbIE IPOLECCH U JOKYMEHTBI: 3JIEKTPOHHBIH JOKYMEHTO000pOT U
aBTOMATH3aIMsl OU3HEC-TIPOIIECCOB CO BCTPOSHHBIM MHTEIUICKTOM.- Pexxum ocryma:
http://www.directum.ru

3. Bce o menonpoussojcTee. - Pexxum pocryma: http://delo-ved.ru/

4. CnpaBouyHo-npaBoBasgs  cucrema Koncynprant Ilmoc. -  Pexum  nmocryna:
http://www.consultant.ru/

5. DnexTpoHHBIN (OH MPAaBOBOM M HOPMATHBHO-TEXHHYECKOHN JTOKYMEHTAUU. — Pexum
nocryna: http//www.docs.cntd.ru

4.3. lIpuMepHBbIe TeMbl KYPCOBBIX NMPOEKTOB (pPadoT)
KypcoBoil mpoekT no JaHHON AMCLUUIIIIMHE HE IPETyCMOTPEH.
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5.KOHTPO.J/Ib 1 OHEHKA PE3YJIbTATOB ObYYEHM U BOCIIUTAHUSI 11O
PEAJIM3AIIMN YYEBHOU JUCHUIIJINHBI

OI1.06 /TokxyMeHTAIITHOHHOE 00ecreuyeHne YIIpaBJIeHus

Pe3ysabTarnl 00y4eHus

Kpurepum ouenkn

MeTtoabl OLIEHKH

3HaTh:

TEPMUHOJIOTHIO B 00JIacTH
JOKYMEHTAIITMOHHOTO 00eCTIeUeHHS
yIpaBJICHUS;

HOPMAaTHUBHBIEC JOKYMEHTHI,
periaMeHTUPYIOLIE COCTABICHUE U
odopmIIeHHE JOKYMEHTAIUHU 1
MOPSIIOK €€ 00padOTKH;

NpaBUjIa COCTABICHUS 1 0(OPMIICHUS
OpraHU3alMOHHO-PACHOPSAUTEIIBHBIX
JOKYMEHTOB, BXOJISIIIIUX B
YHUPUUUIPOBAHHYIO CUCTEMY
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB, Y HUGHUIIMPOBAHHYIO
CHUCTEMY IIEPBUYHON YUETHOU
JOKYMEHTAIUH B YaCTH
JOKYMEHTAIUH 10 YUETy TPYy/a;
HOPSI0K IPOBEIEHUS SKCIIEPTU3bI
[EHHOCTH JOKYMEHTOB U TIOJTOTOBKH
JIe1 K apXUBHOMY XPaHEHHUIO.
TEXHOJIOTUIO OpPTaHU3aAIHN
JIOKYMEHTO000pOTa B OpraHu3alusix
(YupexIeHusx).

- IGMOHCTpANus OTBETCTBEHHOCTH 32
MPUHSTHIE perIeHns, 000CHOBAHHOCTb
camMoaHaliu3a U KOPPEKIUs
pEe3yIbTaTOB COOCTBEHHON PabOTHI;

- UCTIOJIH30BAHNE 3aKOHOIATEIIBHBIX U
HOPMAaTHUBHO-TIPABOBBIX aKTOB IPU
TUTAHUPOBAHUH
MpeIPUHUMATEIBCKON 1eATeIbHOCTH
B IpodeccuoHanbHOM chepe;

- IEMOHCTpaIMsl 3HaHUH B 00J1aCTH
(uHaHCOBOW I'PaMOTHOCTH.

- KOHCTPYKTHUBHOCTD
B3aMMOJEHCTBUS C 00y4arOIUMUCS,
MpenoaaBaTeNs MU B X0 00y4YeHHUs,
PYKOBOJUTEISAMH YYCOHOU U
MIPOU3BOJICTBEHHON MPAKTHK.
-c00JII0/IeHuE HOPM
pohecCHOHANBEHOM STUKH;

— MOCTPOEHUE MPO(PECCHOHATBHOTO
OOLIEHHS C yUETOM COIUAIbHO-
npodeCCHOHATIBLHOTO CTaTyca,
CUTyallMu OOIIEeHUs, 0COOCHHOCTEN
TPYIIBI ¥ MHAUBHTYaTbHBIX
0Cc0OEHHOCTEH yUaCTHUKOB
KOMMYHHKAITUH.

- TPaMOTHOCTh YCTHOM M MUCEMEHHOM
peuwu;

- oopMIICHHE JOKYMEHTOB B
coorBeTcTBUM ¢ 'OCTowMm;

- ICHOCTb (POPMYJIMPOBAHUS U
U3TI0KEHUS MBICTIEH;

- TPOSIBIIEHUE TOJIEPAHTHOCTH B
nporiecce OOIEeHHs.

- COOTFOZICHUE HOPM TTOBEJICHUS BO
BpeMsl Y4eOHBIX 3aHSTUH;

- COOJTIOZICHUE CTaHAAPTOB
AHTUKOPPYIIIMOHHOTO MTOBEICHUSI.

- cOOJTIOIaeT HOPMBI SKOJIOTHUECKOU
0€30I1aCHOCTH;

— OmpeeNsieT HanpaBJICHUS
pecypcocOepexeHus: B paMKax
poeCCHOHAIBHON EATETHHOCTH 10
CHEHaTbHOCTH.

- 9(peKTUBHOCTH MCTIOJIB30BAHUS

- DKCIIEPTHOE
HaAOJIFOICHUE
BBIIIOJIHEHNS
MPAKTUICCKUX
3aJIaHUi,

- OLIEHKA I10
UTOTaM YCTHOTO
orpoca
CTYJCHTOB,

- HaOJIFOIEHUE 110
ATOTaM
TECTUPOBAHUS.
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cpeAcTB (PU3NYECKON KYIbTYpPbI IS
COXpaHEHUS U YKPEIUICHUS 3J0POBbSI
B Iporiecce npodeccuoHaIbHOMI
JeATEIILHOCTH U MOICPKAHUS
HE00X0AUMOTO YPOBHS (PU3NYECKOM
HOATOTOBJICHHOCTH.

- 3¢ (peKTUBHOCTH UCTIONB30BAHUS B
npodeccHoHaIbHON AATETPHOCTH
HE00X0IMMOW JOKYMEHTAINH, B TOM
YHCIJIe HA HHOCTPAHHOM SI3bIKE.

YMers:

IPHUMEHSATh Ha IPAKTUKE
rOCyJapCTBEHHBIE CTAaHAAPTHI, IPYTUe
HOPMAaTHUBHO-METOANYECKHUE
JOKYMEHTBI, PETJIAMEHTUPYIOIIHE
OpraHu3alMI0 TOKYMEHTALMOHHOTO
oOecrnieueHus ynpaBIeHUS;
COCTaBJIATh U NPABUIBLHO O(OPMIIATH
OCHOBHBIE BH/JIbI OPTaHU3AIIOHHO-
pacropsaUTeNbHbIX JOKYMEHTOB;
oopmIsATh HHPOPMAITMOHHO-
CIPAaBOYHYIO JOKYMEHTAIUIO;
0(QOpMIISITH KaJIpOBYIO
JIOKYMEHTALUIO;

0(pOpPMIIATH MPETEH3NOHHO-UCKOBYIO
JIOKYMEHTALHIO.

- oopMJICHHE TOKYMEHTOB U
pelIeHHEe TPAKTUISCKUX CUTYAIUi ¢
HOPMAaTUBHBIM IIPABOBBIM
000CHOBaAHHEM;

- IEMOHCTpAIIHsI HABBIKOB PaOOTHI C
HOPMATHUBHBIMH IPABOBBIMHU aKTaMH,
B T.4. C HCIIOJIb30BAaHUEM
UH(POPMAIIMOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHIA.

- 000CHOBaHHOCTbH ITOCTAHOBKH IICJIH,
BBIOOPA U IPUMEHEHUS METOJIOB H
CHOCOOOB peIICHHUSI
poQeCCHOHANIBHBIX 337124,

- UCTIOJIb30BAHUE PA3THYHBIX
HUCTOYHUKOB, BKJITFOYAs SJICKTPOHHBIC
pecypcesl, Menua pecypebl, MHTepHeT-
pecypchl, IEPUOINICCKUE U3TAHHS 10
CHEIUAIBHOCTH ISl pEIICHUS
podecCHOHANIBHBIX 3a/1au.

- IKCIIEPTHOE
HaOJIFOICHUE
BBIIIOJIHEHNS
MPAKTUICCKUX
3aJIaHNi,

- OIEeHKa IO
UTOTaM  yCTHOTO
orpoca
CTYJCHTOB,

- HaOJIIOAEeHUE 0
ATOTaM
TECTUPOBAHUS
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6. ATATITAIIAS PABOYEI ITPOTPAMMBI YYEBHOW JUCIUATIIAHEBI ITPA
OBYUYEHUWM MHBAJIMJIOB 1 JINI[ C OTPAHMYEHHBIMHA BO3MOKHOCTAMHA
3/IOPOBbBSI

Ananranus pabdodeir mporpammbl guctuiiuabl OI1.06 JlokymeHTannonHoe oOecrieueHue
VIpaBICHUS TPOBOAWTCS TIPU peaH3allKi aJalTUBHON 00pa3oBaTeNbHON NPOTPAaMMBI  —
porpaMMbl  TTOATOTOBKM  CHEIMATMCTOB CpPeAHEro 3BeHa 1o crneruanbHoctH  40.02.04
Opucnpynennuss B 1emsx oOeCHedeHuss TpaBa WHBAIWIOB M JHUI[ C OTrPaHMYCHHBIMU
BO3MOXXHOCTSIMU  37I0POBbsI Ha TMOJIydeHHE TPOPECCHOHATBLHOTO O00pa3oBaHUs, CO3JAHUS
HEOOXOIUMBIX JJIsl TMOJYYEHHs] CPEAHEro MpoQeccCHOHAIBHOrO OOpa3oBaHMs YCIOBUH, a Takxke
obecrieueHUsT JOCTHXKEHUSI OOYYarOUIUMHUCA UWHBAIMJIAMU U JIMIAMH C OTrpaHUYEHHBIMHU
BO3MOXXHOCTSIMU 37I0POBbsI pe3yJIbTaTOB (POPMUPOBAHUS TPAKTUUECKOTO OBITA.

Oobopyooeanue yueonozo kabunema /[OKymeHmayuoHHo20 obecneuenus ynpaeieHus 0
o0yuarowmuxca ¢ paznudHsIMU 6UOAMU 0ZPAHUYEHUS 300D 06D

Ocnamenue kabunera J[oKyMEeHTAIIMOHHOTO OOECHEYeHUsl YIpPaBICHUS JOJKHO OTBEUYaTh
0CcOOBIM 00pa3zoBaTENbHBIM MOTPEOHOCTAM O0YYAIOIIMXCS MHBAIUAOB M JIUIl C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3710pOBbsl. KaOuHET JoJKeH ObITh OCHAIlEH OOOpylOBaHUEM U YUeOHBIMU
MECTaMH C TEXHMYECKHMHU CpEICTBaMU OOYYEeHHS i1 OOYy4arolMXCs C Pa3IUYHBIMU BUAaMU
OTpaHUYECHUH 310POBbSI.

Kabuner, B KkoTOpoM 0OyuaroTcs JuIla C HapylIIEHUEM cllyXa JOJKEeH ObITh 000pyaoBaH
palHOKIacCcOM, KOMIIBIOTEPHOW TEXHUKOH, ayJIHOTEXHUKOW, BHUJICOTEXHUKOH, 3IJIEKTPOHHOM
JIOCKOM, MYJIbTUMEIUUHON CUCTEMOI.

st cmaboBUAIIMX 00yYarONIUXCsl B KAOMHETE MPEeyCMaTpUBAIOTCA MPOCMOTP yIaICHHBIX
O0OBEKTOB MpHU TOMOIIM BHUACOYBENUUMUTENCH [UIs yIajleHHOro mpocMmoTpa. Kcmons3oBaHue
bpaiineBcKol KOMIIBIOTEPHOW TEXHMKH, 3JIEKTPOHHBIX JIYI, IIPOrpaMM HEBU3YaJIbHOI'O JOCTYIA K
uH(pOpMallMK, TEXHUYECKUX CPEICTB MpHeMa-mepenayn y4deOHONW HH}opManuu B JOCTYMHBIX
dbopmax.

s oOyyaronuxcs ¢ HapylleHHEeM ONOpPHO-IBUTATENLHOTO amnmapara KaOWHET MOJIKeH
ObITH 000PYI0BaH NEPEABUKHON PETYIUPYEMOM MAPTOM.

BrimeykasanHoe OCHallleHUE yCTaHABIUBAETCS B KaOMHETEe MPU HATUYUHM 00yUYaIOLUXCsl 10
aJlanTUPOBAHHOM 00Pa30BATEIHLHOM MPOrPaMME C YIETOM MUMEIOIIETOCs TUTIAa HAPYIICHHU I 3T0POBbsI
y 00y4aromerocs.

Hugopmayuonnoe u memoouueckoe obecneuenue 00y4arOuyuxcs

JHoctyn k nHGOpPMALMOHHBIM U OMOIHOTrpaduIecKiM pecypcam J0HKEeH ObITh MpeCTaBlIeH
B (opmax, aJanTUPOBAHHBIX K OTPAHUYCHHSIM 370POBbS OOYYAIOIIMXCS WHBAIUIOB M JIHUI[ C
OTPaHUYEHHBIMH BO3MOXHOCTSMHU 37JOPOBBSL:

Jyist i1 ¢ HapyHIeHUsIMH 3peHHs (HE MEHEe OJTHOTO BUIA):

- B Me4aTHOH (hopMe yBeIUYEHHBIM HIPU(TOM;

- B popMe 2JIEKTPOHHOTO JIOKYMEHTA,

- B (hopme aynnodaiina;

- B neyaTHo# ¢opMme Ha si3bike bpaiins.

JIist vn ¢ HapyUIEHUsMH CIlyXa:

- B Ie4aTtHo opme;

- B hopme 2IeKTPOHHOTO TOKYMEHTA.

Jyist vTn ¢ HapyIIeHUsSIME OTTIOPHO-JIBUTATEIHLHOTO anmapara (He MeHee OJTHOTO BH/IA):

- B IEUaTHOH (opme;

- B popMe 2JIEKTPOHHOTO JIOKYMEHTA,

- B (hopMme ayanodaiina.

JIist U1l ¢ HEPBHO-TICUXWYECKUMH HapyIIEHUSIMH (PacCTpPOHMCTBO ayTUYECKOTO CIIEKTpa,
HapyIICHUE ICUXWUYECKOTO pa3BUTHsI) (HE MEHEe OJTHOTO BUA):

- ICTIOJIb30BaHUE TEKCTA C WILTIOCTPALHSIMU;
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- MYJIbTUMEIUIHHBIE MATCPHAIIBL.

Bo Bpems caMoCTOSTENbHOW TMOATOTOBKM OOydaromuecs WHBAIMABI M JIMIA C
OTrPaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBbsl JIOJDKHBI OBITH OO€cHeueHbl JOCTYHNOM K CETH
NurtepHer.

Dopmbl u MemoOvl KORMPONA U OUEHKU Pe3ynbmamos 00yuenus

[Ipumensiemple mpu  peanusanuu  paboueir  mporpamMmel  aucuumiuasl  OI1.06
JlokyMeHTalMoHHOEe oOecrieueHue yrpasieHus: (JOpMbl U METOJIbI KOHTPOJISI IPOBOAATCS C Y4ETOM
OTPaHUYEHUS 3T0POBbs 00YUIAIOIIUXCS.

[lenpro TeKymero KOHTPOJISL SIBISETCS CBOEBPEMEHHOE BBIABICHUE 3aTPyJHEHUH U
OTCTaBaHMA, OOYYAIOIIErocsi C OrPaHUYEHHBIMH BO3MOXKHOCTSMHU 370pPOBbS M BHECCHHE
KOPPEKTHBOB B Y4EOHYIO J€SITEIbHOCTD.

dopma IPOMEXKYTOUHOM aTTECTAllMM YCTAHABIMBAETCS C YYETOM HWHAMBHUAYAJIbHBIX
NCUXO(PU3MUECKUX OCOOEHHOCTEH OO0yJaromuxcs UWHBAIWIAOB H JIML C OrPaHUYEHHBIMHU
BO3MOXKHOCTSIMH 3/I0pOBBsI (YCTHO, MMCBMEHHO Ha Oymare, MMCbMEHHO Ha KOMITbIOTEpE, B opme
TECTUPOBAHUS U T.IL.).

[Ipu npoBeaeHNH MPOMEKYTOUHON aTTECTAllMK 00yJYaroUIeMycsl IPEIOCTaBISETCS] BpeMsl Ha
HOJTrOTOBKY K OTBETY, yBEJIMUEHHOE He 0ojiee yeM B TPpU pa3a, yCTAaHOBJIEHHOT'O AJIS MOJATOTOBKH K
OTBETYy 00YUYaIOMIMMCS, HE UMEIOIUM OTPAaHUYCHHUN B COCTOSTHUH 3/I0POBbSI.
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7. JUCT BHECEHHBIX UI3MEHEHUI

JlonoyiHeHNs1 ¥ U3MEHEeHUs1 B padoyeil mporpamMmme

Ha / yueOHbIil 1o

B pa6ouyro mporpammy OI1.06 JlokymMeHTaIlMOHHOE 00ECTICUCHHUE YIIPaBICHUS

no cneranbHocTH 40.02.04 FOpucnpyneHus
BHOCSTCS CIEAYIOIINE TOMOJHEHUSI U U3MEHEHUS:

JlonoaHeHUs 1 U3MEHEHHS BHEC M. A. Heryu
(monuce) N.0. Gamunus

PaGouas mporpamma nepecMoTpeHa U 0J00peHa Ha 3aceJaHuU MPEeIMETHON (IIUKJIOBOM) KOMUCCUU
TYMaHUTAPHBIX U COLUATbHO-D)KOHOMHYECKUX TUCLUHUILIINH

« » 20 T.

IIpencenarens npeaMeTHOM

(LIMKIIOBOIT) KOMUCCUU Heryu M.A.
(Tomnuck) N.0. amumnus
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