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1.

OBIIIASI XAPAKTEPMCTUKA PABOUEM ITPOTPAMMBI YYEBHOI
JTACITUTUTAHBI

1.1. MecTo AMCLMIUIAHBI B CTPYKTYPe OCHOBHOW 00pa30BaTe/IbHON MPOrpaMMbl

YuebHasi [gucHUIUIMHA «/IOKyMeHTalMOHHOe obecrieueHHe —YIIpaB/IeHUs»  SIBJISIETCS
o0si3aTenbHOM  YacThiO  00IenpodeCcCOHANbHOTO LWKAa 00pa3oBaTeNbHOM TIpOrpaMMbl B
cootBercTBUM ¢ PI'OC CIIO no crieruanpHocTy 40.02.04 FOpucripy geHIus.

0cob60e 3HayeHue gucuunanHa umeeT npu GOpPMUPOBAHUU U Pa3BUTUN

KOMMeTeHUNA :

OK 01

Bbibupats crocoObl pelieHust 3aziau  MpOQeCCHOHATBHOU 1€ Te/TbHOCTH
TPUMEHHUTEeTbHO K Pa3/IMUHbIM KOHTEeKCTaM

OK 02

Vcrnonb30BaTh COBpeMeHHble Cpe/ICTBAa TIOMCKA, aHaaW3a U WHTepIipeTalyn
vHbopMalid W UH(DOPMALIMOHHBIE TEXHOJIOTUM i BBLITIOJTHEHUS 3a/iau
ripoecCMOHA/ILHOM JiesiTeTbHOCTU

OK 03

[TnaHupoBaTh U  peayu30BbIBaTH COOCTBeHHOe TpodeccHoHalbHOE U
JUYHOCTHOE  pa3BUTHE, MpeJNPUHUMATeIbCKYI0  JesITe/TbHOCTb B
ripodeccoHa/bHOM cepe, UCTO/b30BaTh 3HAHUS T10 TIPaBOBOM 1 (pMHAHCOBOM
I'PaMOTHOCTH B Pa3/IMYHbIX )KU3HEHHBIX CUTYaL[USIX

OK 04

O¢deKTHBHO B3aMO/|€1ICTBOBATh U pab0TaTh B KOJITIEKTUBE U KOMaH/[e

OK 05

Ocyl11ecTBAATh YCTHYIO U MTMCbMEHHYI0 KOMMYHMKAL[MIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoirt @efepaliuii ¢ yueToM OCOOEHHOCTeH COLMaNbHOTO |
KY/JIbTYPHOT'O KOHTEKCTa

OK 06

HpOHB]’IHTb rpaXXAdHCKO-TIATPUOTHUYECKYTO IIO3uLHIo, AE€MOHCTPUPOBATH
OCO3HdHHO€ T1I0BeJeHWe Hd OCHOBE TpaAWULJUOHHbIX O6H_[e‘JEJIOBeIJECKI/IX
HEHHOCTeﬁ, B TOM 4UuCjle C ydyeTOM TI'dpPMOHH3dlJMM MEXHAIJUOHAJ/IBHBIX K
MEXXPeJ/IMT'MO3HbIX OTHOMEHHﬁ, NMPpUMEHATL CTAHAAPTBI dAHTUKOPDPYIIWUOHHOI'O
rnose/eHusda

OK 07

CojielicTBOBaTh COXPAaHEHWIO OKDY’KaloILel Cpefibl, pecypcocOeperkeHHto,
NpUMEHSITh 3HaHUSI 00 W3MeHeHUM K/uMaTta, TPUHLUILI  OepexxIuBOro
TIPOU3BO/ICTBA, 3P HEKTUBHO /IeHCTBOBATh B UPe3BbIYaHBIX CUTYaLIUSAX

OK 08

Wcrnonb3oBaTh cpeficTBa (U3MUECKOM KyJbTypbl [Jii  COXPaHEHUs] U
VKperieHusi 3[0pOBbsi B TMpoliecce TMNpodecCHOHANBHON [JesiTeIbHOCTU U
To/iiep>KaHust He0OXOAMMOTO YPOBHS (PU3UUECKOU TTO/[TOTOB/IEHHOCTH

OK 09

[Tonp3oBaTbcsl MpoecCUOHANIBHOW [JOKYMEeHTallMell Ha TOoCyJapCTBEHHOM M
VMHOCTPaHHOM $I3bIKaxX

IIK 1.2.

[lpuMeHsATh HOpPMBI TMpaBa /[Jisl pelleHUsl 3ajady B MpodecCHOHANTbHOU
JesiITeIbHOCTH

IIK 1.3.

BJ'Ia,E[ETb HaBBIKdAMHU TIOATOTOBKH HODUAWUUYECKHUX NOKYMEHTOB, B TOM 4HC/Ie C
HCII0/Ib30BdHHEM I/IH(i)OpMaL[I/IOHHLIX TeXHOJIOTUM

1.2. e ¥ VIaHUpPYeMble pe3y/IbTaThl 0CBOEHUS JUCIIUTL/INHBI:
B pamkax rporpaMMbl yuebHOM AUCIUTIIMHBI 00YUaroI[UMHICS OCBaUBalOTCS YMEHUSI

Y 3HaHUs
Kop YMmenun 3Hanus
IIK, OK
OK 01, [IpyMeHATH Ha npakTuke | TepmuHOIOrHIO B obmactu
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OK 02,
OK 03,
OK 04,
OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
MK 1.2,
TK 1.3.

roCcyJilapCTBeHHbIE CTaHJApTHl,
Jpyrve HOpPMaTHMBHO-MeTOZUuYecKue
JOKYMEHTBI,  perjaMeHTUpYIoLue
OpraHM3alvio [JOKYMEHTal[MOHHOT O

obecrieueHus yIipaBIeHHS;

CocraB/iATh u TNIPaBUJILHO
ohopMrATh OCHOBHbIE BU/IBI
OpraHu3alMOHHO-
pacropsiiuTeNbHbIX 10KYMEHTOB;
OdopmsiTh yHGbOpPMaI[MOHHO-
CTPaBOYHYIO JIOKyMeHTalHIo;
OdopmsisTh KaJIpOBYIO
JIOKyMeHTaL[}1Io;

OdopmiisTh TIpeTeH3UOHHO-

HNCKOBYIO JOKYMEHTalHUIO.

JIOKYMeHTaliOHHOT0 obecrieueHUst
yTpaB/ieHus;

HopmaTuBHbIe JIOKYMEHTBI,
perjiaMeHTUpYIOLe  COCTaBjeHHe WU

odopmieHre [OKyMEHTAl[iK W TOPSI0K
ee 00pabOTKY;

[TpaBuia cocTaB/ieHWss W OGOPM/IEHHUsS
OpraHM3al[MOHHO-PACIIOPSIUTETBHBIX
JIOKyMEHTOB,
YHUDUIIMPOBAHHYO CUCTEMY
OpraHu3aI[MOHHO-PACIIOPSIUTETbHBIX
JIOKyMEHTOB,
CHCTEMY

BXOAAIHNX B

YHU(PULIMPOBaHHYIO
MepBUYHOMN y4eTHOU
JIOKyMeHTal[id B YacTH [OKyMeHTaluu
IO yueTy Tpy/a;

[Topsiiok  TIpoBefieHUs1  SKCIIepPTU3bl
LIeHHOCTU [JOKYMEHTOB M MOJrOTOBKU
JieJ1 K apXUBHOMY XpaHeHHUIO.

Texnonoruto OpraHusaluu

JOKyMeHTooOOpoTa B
(YupexxneHUsIx).

OpraHM3aluax




2. CTPYKTYPA U COJAEPKAHUE YYEBHOU JVCITUTI/INHBI

2.1. O6peM yueOHOM AMCLHMIIINHBI U BUABI YUeOHO0# padoThI

Buj yue0HOI padoThI

O0BeM B yacax

O0BeM o0pa3oBaTe/IbHON MPOrpaMMbl y4eOHOH JUCIMILTHHBI 36
B T.4. B (JopMe NMPAaKTUUYECKOH MOATOTOBKH 14
BT. U.:

TeopeTHUecKoe o0yueHue 6
TpaKTUYeCKUe 3aHATUS 10
CamocmosmenbHas paboma 14
IIpoMe)XyTOUHasi aTTecTalus 6




2.2, TeMaTH4eCKHU# IJIaH U cojiep>KaHHe yUeOHOH JUCLUTIMHBI

Oo0beM, akaj. u

/ Kopabl KoMneTeH1um,
HaumeHoBaHue Copep)xaHue yue0HOro MaTepuasa U ()OpMbI OpraHU3aLiH /|eATeTbHOCTH BroMHmcIe B (¢hopMupoBaHNI0
pas/iesioB  TeM o0yuarommxcs npag::tﬁixoﬁ KOTOPBIX CIIOCOOCTBYeT
3/1eMeHT NPOrpaMmMbI
MOATOTOBKH,
akaj. 4

Pa3gen 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPAB/JIEHUECKOU JEATE/TbHOCTH 5/2
Tema 1.1 ITousatue o Copep:xaHue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 05, OK
AOKYMEHTALIOHHOM OCHOBHbIE CBOMCTBAa [OKYMEHTOB U MX (PYHKLMM B CHCTeMe YIIpaBJeHUsl. 09
o0ecrieueHUH [MonsTue nokymenTa. IHbopmarysa u gokymeHT. Knaccrdukaius 10KyMeHTOB: I[IK 1.2, TIIK 1.3
ylpaBJ/ieHH], 1o BUAYy O(OpPMI/IeHHs; MO COZep)KaHUIo; Mo (opMe; MO MPOUCXOXKAEHHIO; 10
AOKYMeHTe 1 cpeAcTtBaM (UKcaluM; 10 CpPOKaM XpaHeHWs. MaTepuasibHble HOCUTENN 1
cocodax MH(pOopMaL1u.
AOKYMEeHTHPOBaHUs [TousiTue  fokymMeHTHMpoBaHUs. OCHOBHblE CTHOCOOBI  [JOKYMEHTHPOBAHWSI.

OCHOBHBIE COBpEMeHHbIe TeXHOJIOTHH, TIPUMeHsieMble TIPH OpraHu3aLu paboThI

C JIOKyMeHTaM{ B OpraHu3aLusx (yupexxeHUusix).
Tema 1.2 CojepxaHue yueOHOro MaTepuasia 1
HopmatusHo- HopmaTtuBHO-TIpaBOBbIe aKThl, pery/vpyloliie JOKYMeHTalMOHHOe obecrieueHue OK 01, OK 02, OK 05, OK
npaBoBas 6a3a ynpaB/ieHus. YHU(UKALMA M CTaHJapTU3als KaK OCHOBHbIE HarlpaB/eHUs 09
AOKYMEHTAIlMOHHOI'0 | COBEpILEHCTBOBAHUS JIOKYMEHTOB U  [OKyMEHTAL[MOHHOTO obecrieueHus K 1.3
obecrieueHust yTpaBJ/ieHus!.
ylpaBJ/IeHUs [lepeueHb OCHOBHBIX T'OCYAAapCTBEHHBIX CTaHZAPTOB Ha YHU(ULMPOBAHHBIE 1

cucTeMbl JOKyMeHTalMd. OCHOBHbIE TIOJIOKEHUSI TOCY/lapCTBEHHOW CHUCTeMbl

JOKyMeHTaLMOHHOTO obecrieyeHusi ympasieHus. CocTaB YHUPUIMPOBAHHBIX

CUCTeM  [OKyMeHTalMM:  OpraHU3aljMOHHO-paclopsiiuTe/IbHas,  OTYeTHO-

CTaTUCTUYecKasi, (PMHAHCOBAas U Jp.

CopepxaHue yueOHOro MaTepuasa 3/2




Tema 1.3 Crioco0b1 1

XapakTepucTHKa, cocTaB U copepxkaHue I'OCTa Ha cucteMy opraHv3aljuOHHO-

OK 01, OK 02, OK 03, OK

npaBuia Co3/jaHUA pacrnopsiiUuTeTbHON JOKYMeHTaLUH. YHuduipoBaHHas cucrema 04, OK 05, OK 06, OK 07,
AOKYMEHTOB OpraHM3alMOHHO-PaCcopSAUTeIbHON JIOKYMEeHTaLIUH. TpeboBanust K 1 OK 08, OK 09

oopmnennto mokymeHToB. dopmysnsip-obpaszer; OP/I. IIpaBuia odopmiieHHs K 1.2, I[IK 1.3

PEeKBU3UTOB, perjameHTHpoBaHHbIX ['OCToMm.

B Tom umnc/ie NpakTUYeCKHX 3aHATUH 2

[TpakTnueckoe 3aHsiTHe Nel. OdopmiieHre peKBU3UTOB Ha JOKYMEHTax. 2

CamocrosTe/IbHasi padoTa 00yuyarommxcs -
Pazgen 2. OPTAHU3ALINASA CUCTEMBI JOKYMEHTAIIMOHHOTI'O OBECITIEYUEHUSA 17/10
Tema 2.1 Copep)xanue yue0HOro Mmarepuaa 3/2 OK 01, OK 02, OK 03, OK
Odopmnenue XapakTepucTMKa W  COCTaB  CIPABOYHO-WH(OPMALIMOHHBIX  [JOKYMEHTOB 04, OK 05, OK 06
UH(OPMaLIUOHHO- (cmykeOHBIX THMCEM, CIIPABOK, 3asiBJIeHUH, aKTOB, MPOTOKOJIOB, AOK/IAJHBIX W 1 IK 1.2, 11K 1.3
CIIPaBOYHOM 00OBSICHUTE/TBHBIX 3aMHMCOK), TpeboBaHUs K UX opopMieHH0. [JoOKyMeHTHpOBaHKe
AOKyMeHTaLuu JlesiITeIbHOCTH KOJUIerMajlbHbIX OpraHoB.

B TOM unC/Ie NPaKTUYeCKUX 3aHATHH 2

[TpakTnueckoe 3aHsTHe Ne2. OdopmiieHre MHPOPMaLMOHHO-CIIPaBOYHON )

JIOKyMeHTaL1H.

CamocrosTeibHass pabora o0ydarommxcs -
Tema 2.2 Cojiep)kaHue yue0HOro MaTepuasia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue OcCHOBHBIE  TpyNIbl  OPraHU3alMOHHO-PACIOPSAUTENbHBIX  [JOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpraHv3aloOHHO- XapakTepycTUKa U COCTaB OPraHU3allMOHHBIX JOKYMEHTOB (yCTaBa, T0JI0XKeHus, OK 08, OK 09
pacnopsiauTe/1bHON WHCTPYKLUY, JIO/DKHOCTHOM WHCTPYKUMH), TpeboBaHusi K odopmiIeHHIO. I[IK 1.2, IIK 1.3
JAOKyMeHTaLu1 XapakTepyucTUKa U COCTaB pacloOpsiAUTENTbHBIX JOKYMEHTOB (TIOCTaHOBJIEHUS, 1

TIpYKa3a, PellleHus], pacTiopsDKeHUs], yKa3aHusl), TpeboBaHUs K UX 0OPMIIEHHIO.

[ToHsATHE TIO/TMHHUKA, KOTIMH, BBITUCKH, AyO/IMKaTa. BUbI KO JOKYMEHTOB,

0COOEHHOCTH 3aBepeHHs KOMWN ¥ BBIMMCOK HOTApHAIbHBIMKA KOHTOpaMH U

JOJDKHOCTHBIMHU JIMLIAMUA OpraHU3aLjii.

B TOM unC/Ie NPaKTUYeCKUX 3aHATHH 2




[Tpaktryeckoe 3aHsTHe Ne3. OdopmiieHHe OpraHr3aLOHHO-PACTIOPSAAUTETbHOM

JIOKyMeHTaL1H. 2

CamocTosTeIbHasA padoTa 00yJarmmxcs -
Tema 2.3 | Copep)xaHue yueOHOro MaTepuasa 3/2 OK 01, OK 02, OK 03, OK
Odopmnenue 3asiB/ieHMs1 M TpUKa3bl 10 JTMUHOMY cocTaBy. JIMyHas kaprouka (opmsl T-2 u 1 04, OK 05, OK 06,09
KaAipoBou JIMYHbIe Jefna [IK 1.3
JAOKyMeHTaLuu B TOM uHC/Ie IPaKTUYeCKUX 3aHATHHI 2

[TpakTuueckoe 3aHsTHEe Ned. OdopmiieHre KaJpOBOU JOKyMeHTaLWH. 2

CamocTosTesTbHasi paboTa 00yJarmuxcs -
Tema 2.4 [loroBopHo- | Co/ep;kaHue yueOHOro Marepuasia 4/2 OK 01, OK 02, OK 03, OK
npasoBas [oustue pgoroBopa. OcHOBHbIe pa3jenbl A0roBopoB. [lopsimok odopmieHus 5 04, OK 05, OK 06
AOKYMeHTausa TPYZ0BOI'0 AOr0BOpPA, AOr0BOpa IOCTaBKH, JOrOBOPa KYIUIU-TIPOJaKU. I[IK 1.2, TIK 1.3

B TOM unC/Ie NPaKTUYeCKUX 3aHATHH 2

[MpakTuueckoe 3aHsitie Ne5. OopmieHue 10roBOpOB. 2

CamocTosTe/IbHas padoTa o0yuarommxcs -
Tema 2.5 | Coaep)xaHue yueGHOro MaTepuasia 4/2 OK 01, OK 02, OK 03, OK
IIpeTeH3UOHHO- OcCHOBHbIE pEKBU3UTHI M TIOPSAOK O(MOpPM/IeHUs TIpeTeH3WM, OTBeTOB Ha 04, OK 05, OK 06, OK 07,
HCKOBas npeteHsuto. HOpugnueckass ciyk0a, BBITIOHSIONIAS TPETEH3MOHHO-UCKOBYIO OK 08, OK 09
AOKyMeHTaLus paboty Ha npeanpusTUd. JKypHa perucTpalyiy peTeH3uil. 2 I[IK 1.2, T1IK 1.3

[opsimok  ogopmyieHUsT WCKOBBIX 3asiBleHUHM W  TIpeJCTaBieHde UX B

ApOUTPaXKHBIH Cy/.

B TOM unC/Ie NpaKTUYeCKUX 3aHATHH 2

[IpakTiueckoe  3aHaTHe  Neb. OdopmiieHre  TpeTeH3MOHHO-UCKOBOM ’

JIOKyMeHTaL1u.
Paszpen 3 OPTAHUBAILIA PABOTBI C IOKYMEHTAMM B OPTAHU3ALINAX 8/2
(YUPEXJEHUSAX)
Tema 3.1 Texnosorust | Cojep)xaHue yueGHOro MmaTepuasia 2 OK 01, OK 02, OK 03, OK
OpraHu3alyu YrnipaBneHue u JleJIONIPOU3BO/ICTBO. OpraHusalioHHbIe dhopmbl ) 04, OK 09
AOKyMeHTo000poTa B | nenonpousBozctBa. Crykba [OKYMEHTAl[MOHHOIO 0O0eCrieueHusi yIpaBJieHus], MK 1.2, IIK 1.3
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opraHu3anMax OCHOBHasi 3ajjaua, (QYHKLMH, TUIIOBble CTPYKTYpbI, /[O/DKHOCTHOM COCTaB.
(YupexaeHHusX) PernamenTaruss pabotel cayxOber [JOY. TlpumepHoe T0/I0KeHHEe O Cy»xbe

JOKyMEHTALMOHHOTO obecriedeHust yrpaB/ieHns ¥ JO/DKHOCTHBIE MHCTPYKLIUH.
Tema 3.2 Copep)xanue yue0HOro Marepuasa 4/2 OK 01, OK 02, OK 03, OK
OcoOeHHOCTH [ToHATHS TIpeJIOXKEHUs, 3asiB/IEHUS W >KajnoObl. IIpuemM W perucrpanus IUceM 04, OK 05, OK 06, OK 07,
Je/IONPOM3BO/ICTBA M0 | TpakJaH. PaccMoTpeHue M paspelleHue NUCeM, CPOK pacCMOTpeHUs. AHanu3 OK 08, OK 09
o0pareHuAM TCeM TPaK/jaH. K 1.2,TIK 1.3
rpaXk/iaH u KondupeHnnyansHoe /1e10npousBoACTBO. I'pud orpaHvueHuss [ocTymna K 2
KOH(HAEHIIMA/IbHOI0 | TOKyMEHTY. ABTOMAaTH3UPOBaHHbIE CCTEMBI PabOThI C JoKyMeHTamu. CpejcTBa
Ae/10NPOU3BOACTBA V3rOTOBJIEHNs], KOMWPOBaHUS U Ppa3MHOXXeHWUs [JOKyMeHTOB. OpraHusarys

pabouux mecr.

B ToM umc/ie NpaKTHYeCKHX 3aHATHH 2

[MTpakTrueckoe 3aHsTre Ne7. Odopmienne oOpalieHHid rpaXiaH. 2

CamocTosTe1bHasA padoTa 00yJaromuxcs -
Tema 3.3 CopepxaHue yueOHOro MaTepuasia 2 OK 01, OK 02, OK 03, OK
Cucremarusanus [TonsiTHe JOKyMeHTO00OpOTa. O6mme TIPUHLUIIBI OopraHusalyu 04, OK 09
JAOKYMEHTOB, JOKyMEeHTOO0OpOTa, ero OCHOBHBbIE 3Tambl: TPHEM M TepBUYHasi oOpaboTka I[IK 1.2, TIK 1.3
dbopMupoBaHHe HX B | IOKYMEHTOB;  pacripeZie/ieHle  TOCTYMUBIIMX  JAOKYMEHTOB; PEerucTpariys
Jejia U mepejaua B JIOKYMEHTOB U Tpe/iBapyTeNbHOe UX PaCCMOTPeHUe; paCCMOTpPeHUE JOKyMEHTOB
apxXuB OpraHu3anuv PYKOBOZICTBOM OpraHu3saluu (yupeXxJeHus) ¥ HarpaB/ieHHe UX Ha HCIIO/IHEeHUE; 5

VCTIOJIHEHWE W KOHTPOJIb 3a MCIOJHEHWeM [OKYMEHTOB; TeKyllee XpaHeHue

JOKYMEHTOB.

Homenknatypa fen. O6paboTka fien AJist oc/eyroiiero XpaHeHus. DKCIlepTi3a

L|eHHOCTH ZJOKyMeHTOB, O(popMJIeHHe flefl, cocTaB/ieHre onuceld. Crava fen B

apXuB.
IIpomexyTouHas aTTecTaiusa B popme 3K3aMeHa 6
Bcero: 36/14

10




3. YCJIOBUS PEAJTU3AIIAN ITPOT PAMMbBI YUEBHOM AU CITUIL/TNHBI

3.1 Marepua/JbHO-TeXHHYECKOe oDecreyeHue

Peanu3aiusi  mporpaMMbl  yueOHOM  JUCIIMIIMHBI ~ TIPOM3BOJUTCA C  MPUMEHEHUEM
JUCTaHIIMOHHBIX TEXHOJIOTUH W TpebyeT Ha/MuuMs 37eKTPOHHOM 00pa3oBaTeNbHOM Cpefibl; yueOHOro
KabuHeTa.

O6opy/oBaHue yueOHOT0 KabuHeTa:

® Kj1accHas [JOCKa;

® 10Ca/I0UHbIe MecTa 10 KOJIMUeCTBY 00yuaroIuxcs;

® paboyee MeCTO TperozaBareis;

* yueOHO-TIpaKTHYeCKoe 00o0py/JoBaHHe, HeoOXoAuMoe /sl TIPOBe/leHUs] TPeAyCMOTPEeHHBIX
MporpaMMoOM TIpaKTUUecKux 3aHsAThNd. B cooTtBeTcTBUe c 1.4.4 ®PI'OC CIIO pomyckaeTcsi 3amMeHa
000py/ZI0BaHUsI ero BUPTya/JTbHBIMHU aHAI0OTaMHu.

TexHUUeCcKHe CpeCTBA 00yUeHHUsI:

® KOMITBIOTEPHI C BBIXOZIOM B CeTh Internet;

® calit «/IuuHasi CTyAus» C BO3MOXKHOCTBbIO PabOTHI C 3/IEKTPOHHBIM 00Opa3oBaTebHBIM
pecypcowm;

® 3/IeKTPOHHbIe OMOIMOTEUHbIE pECYPCHI.

YueOHO-MeTOAUECKOE 00ecreueHne AUCIUITIMHbBI:

* MeTO/IMYeCKre yKa3aHUsi 110 OpraHU3aluu MpakTUYeCKuX 3aHSTUM;

* METOZIMUECKHe YKa3aHUs 110 CAMOCTOSITe/TbHOM paboTe.

ITporpammMHoe oGecieueHue:

[TporpammHoe obecrieyeHue, SIBMSIOLIEECS UYaCTbIO  JJIEKTPOHHOW  WH(OPMAIMOHHO-
oOpa3oBaTesibHOM Ccpefibl U Oa3upyroleecs: Ha TeJIeKOMMYHHUKALMOHHBIX TEXHOJIOTHSIX:

- KOMIBIOTEpPHBIE 00YUalOII[He MPOrPaMMBbl;

- TPDEHUHTOBbIe U TeCTHUPYIOLL[1e TIPOTPaMMBbl;

- UHTeJUIeKTya/TbHble pOOOTH3UPOBAaHHBIE CUCTEMBI OL[€HKH KaueCTBa BHITIOJTHEHHBIX paboT;

- ClIpaBOYHO-MpaBoBas cucrteMa « KoHCynbTaHT 11t0C», «['apaHT»;

- 3n1eKTpoHHO-0ubmmoTeunas cucrema (OBC) DBC «IPRbooks» http://iprbookshop.ru/;

- TIporpaMMa yripaBjeHusi oOpa3oBaTesibHbIM TpoijeccoMm B OUOC (MHbopmalroHHas
TexHomorus. [Iporpamma ympas/ieHusi oo6pa3oBareibHbIM Tipoiieccom. KOMBAT).
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3.2. la¢opmariuoHHOe ofecrieueHHe peaan3aliii MporpaMmbl

OcHOBHbI€ HCTOUHHKHA

1. Ky3nerioBa, 1. B. [lokyMeHTaI[MoHHOe obecrieueHre yTpaB/jieHus : yuyeOHOe rocobue
anst CI1IO / U. B. Ky3neroBa, I'. A. XauaTpsiH. — 3-e u3zn. — Caparos : [Ipodobpa3oBanue, 2024. —
168 c. — ISBN 978-5-4488-1051-0. — TekcT : snekTpoHHbIH // [ludporoit 06pa3oBaTe/bHBIN pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/135470.html

2. HokymeHTal[oHHOe obecrieyeHue yrpaBrieHusi. CoctaBieHre U o(opmsieHHe [1eOBbIX
JOKyMeHTOB : yueOHoe rocobue s CITO / cocraBurermu E. U. BammmakoBa. — CapaTtoB, MockBa :
[Tpodobpazosanue, At [Tu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — TekcT : 3/1IeKTPOHHBIN // DneKTpoHHO-0ubmmoTeuHas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/103343.html

3. Kopnees, U. K. [lokymeHTal[ioHHOe obecrieueHre yrpaB/ieHus : yueOHUK U TIPaKTUKYM
JU1s1 cpefiHero npodeccruoHanbHOro obpaszoBanus / Y. K. Koprees, A. B. ITimenko, B. A. MarypiieB. —
3-e u3g., nepepab. u momn. — Mockga : U3garenbctBo FOpaiit, 2026. — 438 c¢. — (TIpodeccroHansHOe
obpazopanue). — ISBN 978-5-534-16002-4. — TekcT : s/meKkTpoHHbIHM // Obpa3oBaTe/ibHasi riaTdhopMa
FOpaiir [catiT]. — URL: https://urait.ru/bcode/585550 (mara obpartenusi: 01.07.2026).

HNuTepHeT-pecypchl  (0a3bl  AaHHBIX, HWH(OPMALMOHHO-CIPABOYHbIe ¥ TOHUCKOBBIE
CHUCTEMBI):

e  www.delpro.narod.ru/

®  DjeKTpoHHO-0MO/mMoTeuHast cucrema (36C) OBC «IPR SMART» http://iprbookshop.ru/

¢ dogovor.helpery.ru/

*  www.eos.ru/
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4. KOHTPOJIb
TACITUTUIAHBI

N OIEHKA PE3YJ/IbTATOB

OCBOEHHMA YYEBHOM

Pe3ysbTaTel 00yueHUust |

Kputepuu onjeHKu

MeTo/bl OLIeHKH

Hepequb 3HaHHﬁ, OCBdMBAEMBIX B PdAMKAX AWUCLUIT/INHBI

TepmuHonoruss B obsactu
JIOKYMEHTaL[IOHHOT'O
obecrieueHys yripaB/ieHUs;
HopMmaTuBHBIE [JOKYMEHTBI,
peryiaMeHTHpYIoL1e
cocTaB/ieHUe U odopMieHHe
JOKyMeHTaLuM M TIOpPs/J0K
ee 00paboOTKY;

ITpaBusia
odopMeHUs
OpraHM3alIOHHO-
pacnopsiAUTebHBIX
JOKyMEHTOB, BXOJMIUX B
YHUPULIMPOBaHHYIO
CUCTeMY OpraHH3alOHHO-
pacIopsiAUTe/bHBIX
JIOKYMEHTOB,
YHUDULMPOBAHHYIO
cucremy TepBUYHOMN
YUeTHON [OKyMeHTallui B
YacTu JIOKyMEeHTallud TIo

COCTaBJ/IeHUsd U

yUeTy Tpy/a;

IMopsimok TIPOBE/IEHUS
9KCTEePTHU3bI L[EHHOCTH
JOKYMEHTOB M TO/[TOTOBKH
nen K apXUBHOMY
XpaHeHHUI0.

TexHonmorust  opraHu3aluu
JIOKyMeHT0000opoTa B
OpraHu3arLusx
(YupeXxJieHusIX).

- odopmieHUe JOKYMEHTOB W pelleHue

MPaKTUYECKUX CUTYarh C
HOPMAaTHUBHBIM MIPaBOBBIM
000CHOBAHKEM;

- WICIT0/Ib30BaHNe Pa3/IUYHbIX
HMCTOYHMKOB, BK/IOUasi 3/JIeKTPOHHbIE

pecypchbl, Meiua pecypchbl, VIHTepHeT-
pecypchl, Tiepyoinueckue W3ZaHusi o
CreLaJbHOCTH AJist pereHus
rpodeccroHanbHbBIX 3a/ja4

- [JIeMOHCTpaLisi OTBETCTBEHHOCTH 3a
MIPUHSTBIE pellieHNs, 000CHOBAaHHOCTb
CaMoaHa/M3a U KOPPeKLsi pe3y/IbTaToB
CcoOCTBEHHOU PaboTHI;

- HCI0JIb30BaHWEe 3aKOHOZJATeNbHbIX U
HOpPMAaTHBHO-TIPABOBbIX ~ aKTOB  TpH
MJIaHMPOBaHUM  TIpeANPUHUMATE/IbCKOU
JlesITeTbHOCTU B TIPOQeCCHOHAIbHOM
cdepe;

- [JeMOHCTpalus 3HaHWi B o0sacTu
(rHaHCOBOM rPaMOTHOCTH;

- KOHCTPYKTHMBHOCTb B3aUMO/Ie€HCTBUS
¢ 00yuaroLUMMUCS, TIPerofaBaTe/isiMi B
xofe  oOyueHMs,  PYKOBOJUTEJSIMU
yueOHO 1 TIPOU3BO/ICTBEHHOM MPAKTHUK.
-cobsrofieHre HOPM TpogeCcCUOHaTbHOM
3THKY;

— TIOCTpoeHHe  TPO(ecCHOHATbHOTO
o0leHUsT C  y4eTOM  COLMaIbHO-
npoecCOHAMBHOTO CTaTyCa, CUTYyalun
o01rieHws, Ipynnbl U
VH/IUBHU/y a/TbHBIX ocobeHHOCTeN
y4YaCTHUKOB KOMMYHHKaLIWK;

- TPaMOTHOCTb YCTHOW W THCbMEHHOU
peuw;

- opopmiieHre  JOKYMEHTOB B
cootBeTcTBUU € I'OCToM;

- scHOCTb  (OpMyIMpOBaHUS U
W3JI0K€HMST MBICJIEH;

- TposiBlieHWe  TOJEePaHTHOCTU B

ocobeHHOCTEN

- TeCTUPOBaHMUE;
- BBITIOJIHEHHUE 3aflaHUM
Ha JK3aMeHe;

- BBITOJIHEHHE
TpaKTUUeCKUX 3alaHuM
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riporiecce oOIIeHNs;

- co0O/oJieHe HOPM  TIOBEJIEHHSI BO
BpeMsl yUeOHbIX 3aHSATHIA;
- cobsroieHue CTaH/IapTOB
aHTUKOPPYTILMOHHOTO TIOBe/IeHUS;

- coOyofaeT HOPMBI  3KOJIOTHUECKOH
6e30macHOCTH;

- oripejiesisieT HarpaBJieHuUs
pecypcocheperxeHust B paMKax
rnpodecCcroHaNbHONW /IeSiTeIbHOCTA  TI0
CTeLManbHOCTHY;

- 9(deKTUBHOCTbL  MCI0JIb30BaHUSs
cpeAcTB  (U3NYECKON KYIbTYphl AJist
COXpaHeHUsi U YKpeIUIeHUs! 37I0POBbsI B
ripotiecce ripogeccoHa/IbHOM
JlesITe/TbHOCTH U To/IieP>KaHuUsT
HeoOXoUMOro  ypoBHS — (DH3MUECKOMN
TMO/ITOTOB/IEHHOCTH;

- 9(deKTUBHOCTh UCIMOJb30BaHUS B
npodhecCHOHATBHON JesITeTIbHOCTU
HeoOXOIUMOU TOKyMEHTallid, B TOM
YKC/ie HA THOCTPAHHOM SI3bIKe

Hepeqenb yMEHHﬁ, 0CBaMBd€MBbIX B PaMKdX MUCLHHUIIVIMHbI:

[lpuMeHsITb Ha TPAKTHKe
rocyJjapCTBeHHbIe
CTaHZAapThI, apyrve
HOPMAaTHBHO-MeTO/JuuecKue
JOKYMEHTBI,
periaMeHTUpYIoLe
OpraHu3aruio
JOKYMEHTaL[IOHHOT'O
obecrieueHust yripaBJieHUs;
CocTaBnsiTb Y TPAaBUIBHO
o(opM/ISIT OCHOBHBIE BU[BI
OpraHu3alMoHHO-
PacIiopsiANTeTbHBIX
JIOKYMEHTOB;
OdopmnaTs
MHGbOpPMaLMOHHO-
CIIPaBOYHYIO
JOKyMEHTaI[H1IO;
OdopmnsTe
JOKYMEHTaI[1IO;
OdopMsTE TIPeTeH3UOHHO-

KaJIpOBYIO

- odopM/ieHUe AOKYMEHTOB U pellieHue

MPaKTUUECKUX CUTYaL[{i C
HOPMAaTUBHBIM MIPaBOBLIM
obocHOBaHKEM;

- HCTIO/Ib30BaHKe Pa3/IMUHbIX
HUCTOUHHWKOB, BKJIIOUasi 3/IeKTPOHHbIE

pecypchl, MeAua pecypchl, VHTepHeT-
pecypchl, TepuoAuueckue H3JaHus TI0
CTeLabHOCTH Jist pelieHust
rpodeccroHabHbBIX 3a7a4

- JIeMOHCTpAlUsi OTBETCTBEHHOCTH 3a
TIPUHSATBIE pellieHusi, 000CHOBAHHOCTb
camoaHa/iM3a ¥ KOPpeKLUsl pe3y/ibTaToB
coOCTBEHHOM PabOTHI;

- WCIOJIb30BaHUWEe 3aKOHOJATeNbHBIX U
HOPMAaTHUBHO-TTPABOBBIX npu
MIAHUPOBAaHUM  TIPeATIPUHUMATE/TECKOU
JIesITeTBHOCTH B TIpOdeCCHOHATBHOM
cdepe;

- [IeMOHCTpalusl 3HaHWKW B 00JacTu
(rHaHCOBOV rPaMOTHOCTH;

dKTOB

- TeCTUPOBaHUe;
- BBITIOJTHEHWE 3a/laHul
Ha 5K3aMeHe;

- BBITIOJTHEHUE
MpaKTUUeCKUX 3aaHui
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WCKOBYIO JIOKyMEHTAIHIO.

- KOHCTPYKTHUBHOCTH B3aUMO/I€HCTBUS
C 00yyYaroLUMHKCs, TIPETo/jaBaTeIsIMA B
xoze  oOyueHWs,  PYKOBOJUTESIMH
yueOHOU U TIPOU3BO/ICTBEHHOM MPAKTHUK.
-cobmoieHre HOpM TpodeCcCHOHaMbHON
3TUKH;

— TIOCTpOeHHe  TMpodecCHOHATbHOTO
o0IeHUss C  y4eTOM  COLMAabHO-
npodecCUOHAIBHOTO CTaTyCca, CUTyaluu
o01ieHusi, 0coOeHHOCTel Tpymnbl U
WH/IMBU/YaTbHbIX ocobeHHOCTeM
yUaCTHUKOB KOMMYHMKALWH;

- IPaMOTHOCTb YCTHOW W TIMCbMEHHOM
peuy;

- odopmiieHre JIOKYMEHTOB B
cootBetcTBUH € ['OCToMm;

- sicHOCTb  (GOpMyIMpOBaHUSI U
U3JI0’KEHUST MBIC/IeH;

- TposiB/ieHWe  TOJEPAaHTHOCTH B
riporiecce o0IeHUs;

- cobmogeHre HOPM TIOBEJIeHUST BO
BpeMsl yueOHbIX 3aHSTHIA;

- cobroieHue CTaHJApPTOB
AHTUKOPPYIILHOHHOTO TIOBE/IeHHSI;

- CoO/roZlaeT HOPMBI  9KOJIOTHUECKOU
0e30macHOCTH;

- oripeziesisieT HaTpaB/IeHUs
pecypcocbepexxeHust B paMKax
ripoecCHOHANLHOM  /leITeTbHOCTH  TI0
CreLyanbHOCTH;

- 30GdeKTUBHOCTbL  UCIIO/Ib30BAHUS
cpeAcTB  (U3WYECKOH KY/IbTYphl ISt
COXpaHeHUsI U YKDeIUIeHUS 370pPOBbsl B
riporjecce nipodeccroHaIbHON
JIeSITeJTbHOCTH U T0/IIeP>KaHUs
HeobxoquMOro  ypoBHS — (hH3UUECKOM
TMO/ITOTOB/IEHHOCTH;

- 9(QdeKTUBHOCTh UCMOJb30BaHUST B
rpodeccroHanbHOM JesiTeTlbHOCTH
HeoOXOIUMOM TOKyMeHTallud, B TOM
YKC/ie HA THOCTPAHHOM SI3bIKe
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