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1. OBIIASA XAPAKTEPUCTHUKA PABOYEH ITPOIPAMMbBI YUEBHOM
JUCIHUIIVIMHBI

1.1. MecTo AMCUUIIMHBI B CTPYKTYPe OCHOBHOH 00pa30oBaTe/IbHOI MPorpaMMbl

VYuebnas pucnumimHa «JlOKyMEHTallMOHHOE OOecreueHre YIpaBJICHUS» SBISIETCS
00s13aTeNbHON  4YacThl0  0OIIENPOGECCHOHATBHOTO IMKJIAa 00pa30oBaTeJIbHOW IPOrpaMMbl B
cootBercTBUH ¢ ®I'OC CIIO no crienmansHocTi 40.02.04 KOpucnpynenmus.

Oco6oe 3HaueHne TUCIUIUTMHA IMEET TPH (POPMUPOBAHUH U PA3BUTUN KOMITETCHIINA:

OK 01 BeiOupare cnocoObsl  pemieHust 3amad  IpoQecCHOHATBHON JIeSTebHOCTH
IMPUMCHHUTCIIBHO K Pa3JIMYHBIM KOHTCKCTaAM

OK 02 Hcnonp30BaTe COBPEMEHHBIE CpPEACTBA IMOWCKA, aHAIW3a W HMHTEpIIpETalun
nHpopMaud W HMHPOPMAIIMOHHBIE TEXHOJOTMM JUISl BBIIIOJIHEHUS 3a/Ja4
1pohecCHoHATBHOM IeATeTEHOCTH

OK 03 [InanupoBaTh U  pealn30BbIBaTh COOCTBEHHOE TNPOQECCHOHAIBHOE U
JIUYHOCTHOC pasBUTHC, NpeaANIPUHNUMATEIILCKYTO ACATCIIbHOCTD B
npodeccuoHaNbHOM cdepe, UCTOIB30BATh 3HAHUS 10 MTPABOBOM U (PUHAHCOBOM
TpaMOTHOCTHU B Pa3JINYHBIX )XU3HCHHBIX CUTYyallUAX

OK 04 D¢ deKTUBHO B3aMMOICHCTBOBATh U pa0OTATh B KOJIJICKTHBE M KOMaH/IE

OK 05 OcCyIecTBISATh YCTHYIO U MMCBbMEHHYI0 KOMMYHUKAIIMIO HA TOCYAAPCTBEHHOM
s3pike  Poccuiickoit depepanui ¢ y4eTOM OCOOEHHOCTEH COIMAIbHOTO |
KYJIbTYPHOT'O KOHTEKCTa

OK 06 [IposiBIIATE  TpaXAAHCKO-NIATPUOTUYECKYKD  MO3ULHI0, JEMOHCTPHUPOBATH
OCO3HAaHHOE IIOBEJCHME Ha OCHOBE TPAJUIMOHHBIX OOILICUEIOBEUYECKUX
LIEHHOCTEH, B TOM YHUCJIE€ C Y4E€TOM TapMOHH3AlMU MEXHAMOHAJIBHBIX M
MEXPEJIUTHO3HBIX OTHOIIEHUH, MPUMEHATh CTAHAAPThl aHTUKOPPYNLIUOHHOTO
MIOBEJICHUSI

OK 07 CopeiicTBOBaTh COXPAaHEHHMIO OKpYKAIOLIEH Cpellbl, pecypcocOepexeHuIo,
OPUMEHSTh 3HaHUS OO0 W3MEHEHUU KIuMaTa, MPUHIUIBI OepexINBOro
POU3BOJICTBA, 3 ()EKTUBHO NEICTBOBATH B UPE3BBIYANHBIX CUTYALIUAX

OK 08 Hcnonb3oBath cpeactBa (PU3MYECKOM KyJAbTYpPbl JUISI COXpaHEHUS H
YKpEIJICHUsI 370pOBbsl B Tpoliecce Mpo(ecCHOHANbHON NESATEIbHOCTH U
HOAJepKaHUS HEOOX0AUMOT0 YPOBHS (PU3NUECKON MOATOTOBICHHOCTH

OK 09 [Tonb3oBatbest mpoecCHOHATBHOM JOKYMEHTallMeld Ha TOCYIapCTBEHHOM U
MHOCTPAHHOM S3bIKaxX

IIK 1.2. [IpumeHsTr HOpPMBI TpaBa s pelIeHUus 3agad B NpodecCHOHaTbHOU
JEeSATENbHOCTH

IIK 1.3. Bnaners HaBbIKaMu MOATOTOBKU HOPUIAMYECKUX JOKYMEHTOB, B TOM YHCIE C

HCIIOJIb30BAHUECM I/IHCI)OpMaI_II/IOHHBIX TEXHOJIOT Ui

1.2. Ileab ¥ nJIaHUpyeMble pe3y/IbTaThl 0CBOCHHUS IUCHHMIJIMHBI:
B pamkax nporpaMmel yueOHOM TUCHUIUIMHBI 00y4YalOIIMMHCS OCBAUBAIOTCS YMEHUS
Y 3HAHUA

Kon Ymenus 3HaHusA
IIK, OK
OK 01, [IpumeHrATH Ha npaktuke | TepMHHOIOTHIO B obnactu
OK 02, roCy/lapCTBEHHbIE CTaHJApPThI, | JOKYMEHTAIIMOHHOTO obecrieueHus
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OK 03,
OK 04,
OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
K 1.2,
IK 1.3.

JApyrue HOPMAaTUBHO-METOAUYECCKUE
JOKYMEHTBI,  perJIaMEeHTUPYIOLIUE
OpraHu3aluI0 JIOKYMEHTallMOHHOTO
oOecrieyeHus yrpaBIeHHS;

CocraBisiTh u IIPaBUJIbHO
0pOPMITSITH OCHOBHEBIE BH/IBI
OpraHu3aIMoHHO-
pacropsIUTENbHBIX JOKYMEHTOB;
Odopmitsats UH(POPMAIMOHHO-
CIPaBOYHYIO JOKYMEHTAIHIO;
Odopmitsate KaJIpOBYIO
JOKYMEHTAITHIO;

OdopmnsaTs MPETEH3UOHHO-

HCKOBYIO IOKYMCHTAIUIO.

yIpaBJICHUS;
Hopmatusnbie JOKYMEHTBI,
pErJaMEHTUPYIOLIUE  COCTABJIEHUE U

odopMIICHHE JOKYMEHTAIlMU M TOPSIOK
ee 00paboTKu;

[IpaBuna cocraBneHus W OQOpMIICHUS
OpraHu3alMOHHO-PACTIOPSAAUTEITBHBIX
JIOKYMEHTOB,
YHUPUIUPOBAHHYIO
OpraHN3alMOHHO-PACTIOPSAAUTEITBHBIX
JIOKYMEHTOB, YHUDUITIPOBAHHYIO
NIEPBUYHOMN Y4ETHOU

BXOJIAIINX B
CUCTEMY

cucTeMy
JOKYMEHTAIlMM B YacTH JOKYMEHTAIUH
10 y4eTy TpyAa;
[Topsimok ~ TpoBeAEHUS  DKCIIEPTH3HI
[IEHHOCTH JOKYMEHTOB H TMOJIOTOBKH
JIeTT K apXUBHOMY XPaHEHHIO.
Texnomoruro OpraHu3auu
JOKyMEHTOOO0OpoTa B

(YupexIeHusx).

OpraHu3aIusaX




2. CTPYKTYPA U COJAEPKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOI IMCUMITIMHBI M BU/ABI Y4eOHOH padoThl

Buja yueoHoi padoThi O0beM B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl y4eOHOM AN CUMIIIMHBI 36
B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH 14
BT. U..

TEOpPETHYECKOE 00yUueHue 12
MPaKTUYECKHUE 3aHITH 10
Camocmosmenvhas paboma 8
IIpoMe:kyTouHasi aTTeCTALUSA 6




2.2. TemaTnuyeckuii IUVIaH U co/iep:KaHMe Y4eOHOM TUCHUIINHBI

O0beMm, akaa. 4

/ Koabl koMneTeHIUid,
HaumenoBanue Coaepikanue yueOHOro MaTepuaia 1 GopMbl OPraHU3aALMH /1eSITeIbHOCTH B TOM HEIe B ¢opmupoBanuio
pa3iesioB U TeM o0yyarommxcst npal?:::zeckoﬁ KOTOPBIX CIIOCOOCTBYET
3JIeMEeHT MPOorpaMmbl
MOATO0TOBKH,
akaj. 4

Pasznea 1. OCHOBBI JIOKYMEHTHUPOBAHMUS YIIPABJIEHYECKOM NEATEJIbHOCTH 5/2
Tema 1.1 IlousiTue o Copep:xxanue yuyeOHOro marepuasa 1 OK 01, OK 02, OK 05, OK
AOKYMEHTAIlHOHHOM OcHOBHBIE CBOWCTBAa JOKYMEHTOB U HX (YHKIHHM B CHUCTEME YIPaBIICHUS. 09
o0ecrnieyeHNH [lonstne noxymenra. Mndopmanust u nokyment. Krnaccudukanus 10KyMEHTOB: K 1.2, IIK 1.3
ynpaBJieHus, o BUIy O(OPMIIEHHUS; MO COJAEPKAHUIO; TIO (GopMe; MO MPOUCXOXKACHUIO; MO
AOKYMEHTE H cpeactBaM  (pukcanuu; MO CpoKaM XpaHeHus. MarepuanbHble HOCUTENIN 1
crnocodax nHpOpMaIuu.
AOKYMEHTHPOBAHHUSA [lonsitne pokymeHtupoBaHus. (OCHOBHBIE CHOCOOBI  JIOKyMEHTHUPOBAHMSL

OcHOBHBIE COBpEMEHHbIE TEXHOJIOTHUH, IPUMEHSIEMBbIE TIPU OpraHu3aIi paboTh

C IOKyMEHTaMHU B OpraHu3anusix (yu4pexIeHusx).
Tema 1.2 Conep:xanue y4yeOHOro MmaTepuaJja 1
HopMmatuBHo- HopmaTuBHO-TIpaBOBBIEC aKThI, PETYIUPYIOIINE JOKYMEHTAIIMOHHOE 00eCTIeYeHIE OK 01, OK 02, OK 05, OK
npasosas 0a3a yrnpaBieHus. YHudUKanus M CTaHAApPTH3alMs KaK OCHOBHBIE HaIlpaBJICHUS 09
AOKYMEHTAIIMOHHOI0 | COBEPUICHCTBOBAHUS JIOKYMEHTOB U  JOKYMEHTAIIMOHHOTO  OOecreueHus IIK 1.3
obecneueHust yIpaBICHUS.
ynpaBJIeHHUS [lepeueHbr OCHOBHBIX TOCYJApCTBEHHBIX CTAHIAPTOB HAa YHUDUIIUPOBAHHBIE 1

CUCTEMBI JOKyMeHTauuH. OCHOBHBIE IIOJIOKEHUS TOCYIAapCTBEHHOW CHUCTEMBI

JOKYMEHTAIlMOHHOTO obecrnieueHus ympasieHus. CocTaB yHU(DUIIUPOBAHHBIX

CUCTEM  JOKYMEHTAllMM:  OpPraHU3alMOHHO-PAaCHOpPAIUTENbHAsA,  OTYETHO-

cTaTucTU4eckasi, GuHaAHCOBAS U Ap.
Tema 1.3 Cnnoco0bI 1 Conepxanue y4eOHOro Marepuasia 3/2 OK 01, OK 02, OK 03, OK
MPaBHJIA CO3IAHUSA XapakrepucTtika, cocrtaB u coaep:xxkanue I'OCTa Ha cucreMy OpraHu3allMOHHO- 1 04, OK 05, OK 06, OK 07,

7




AOKYMEHTOB

pacnopsaIuTeNbHOM JOKYMEHTAIL1H. YauduuupoBaHHas cucrema
OPraHu3alMOHHO-PACTIOPSAUTENBHON JOKYMEHTALMH. TpeboBanus K
opopmiieHn0 JMOKyMeHTOB. Dopmymsip-oopazenr OPJI. IlpaBwia odopmiteHus
PEKBU3UTOB, perinameHTHpoBaHHbIX [[OCTom.

OK 08, OK 09
K 1.2,1IK 1.3

B ToM yuncie npakTHYeCKUX 3aHATHH 2

[IpaxTueckoe 3anarue Nel. OpopmiieHne peKBU3UTOB Ha TOKyMEHTAaX. 2

CamocrosiTesibHast paboTa 00y4yarommxcst -
Paznen 2. OPTAHU3ALUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUSA 17/10
Tema 2.1 Conep:xxanue y4eOHOro Marepuaja 3/2 OK 01, OK 02, OK 03, OK
Od¢opmirenne XapakTepucTUKa U  COCTaB  CIPaBOYHO-UH(DOPMAIIMOHHBIX  JIOKYMEHTOB 04, OK 05, OK 06
HHG(pOpMaHOHHO- (cmy>keOHBIX MHCEM, CIPaBOK, 3asBJIEHHI, aKTOB, MPOTOKOJIOB, NOKIAIHBIX U 1 K 1.2, IIK 1.3
CIIPaBOYHOM 00BSACHUTENBHBIX 3alHCOK), TpEOOBAHUS K UX 0QopMIiIeHHIO. [IOKyMEHTHpOBaHKE
AOKYMeHTaluH NEeSITeIbHOCTH KOJUIETHAJIbHBIX OPraHOB.

B TOM 4mciie NpaKTHYECKUX 3aAHATHI 2

[Ipaktuueckoe 3anstue Ne2. OdopmieHue nHGHOPMAITMOHHO-CITPABOYHOM 5

JOKYMEHTAIUH.

CamocTrosiTesqibHasi padoTa 00y4aroIMXxcs -
Tema 2.2 Conep:xanue y4yeOHOro MmaTepuaJja 32 OK 01, OK 02, OK 03, OK
Odopmiienne OCHOBHBIE TPYIIIbI OPraHU3aAIMOHHO-PACTIOPSATUTEITBHBIX JIOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpPraHu3auuOHHO- XapakTepucTHKa U COCTaB OPraHU3alMOHHBIX JOKYMEHTOB (YCTaBa, MOJIOKEHHU, OK 08, OK 09
pacnopsiiuTe1bHOI WHCTPYKIUHU, JIOJDKHOCTHOM HWHCTPYKIMH), TpeOoBaHUS K OQOPMICHHUIO. K 1.2, IIK 1.3
AOKYMEHTAIUH XapakTepucTUKa M COCTaB PACMOPATUTEIBHBIX JOKYMEHTOB (IIOCTaHOBJICHHS, 1

IIpUKa3a, pelleHNs, pacOPsLKEHUs, yKa3aHus), TpeOOBaHUs K UX O(POPMIICHHIO.

[loHsiTMe MOATMHHUKA, KOIIUH, BBIIUCKU, TyOnukata. Buasl konuii TOKyMEHTOB,

0COOEHHOCTH 3aBEPEHHs KONMUI M BBINHCOK HOTapUAIbHBIMU KOHTOpaMU U

JOJKHOCTHBIMH JIMIIAMH OpraHU3aluil.

B ToM 4Hc/Ie NPAKTHYECKUX 3aAHATHI 2

IIpaktrnyeckoe 3ansTre Ne3. OdopmiieHne opraHu3allMOHHO -PACHOPSAUTEIBHON 5

JOKYMEHTAIUU.




CamocrosiTesibHast padoTa 00y4aromMXcst

Tema 2.3 | Conep:xanue yueOHOro MaTepuajia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue 3agBieHUs] W TPUKA3bl 10 JTUYHOMY cocTaBy. JluuHast kaptouka ¢opmer T-2 u 1 04, OK 05, OK 06,09
KaJpoBOii JIMYHBIC Aelia IIK 1.3
AOKYMCHTAlUH B ToM 4uc/Ie NPAKTHYECKUX 3aAHATHI 2

[IpaxTueckoe 3anarue Ne4. OpopmiieHre KaapoBoil TOKyMEHTAIUH. 2

CamocrosiTesibHast paboTa 00y4yarommXxcst -
Tema 2.4 loroBopHo- | Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
npasoBasi [Tonsitne noroBopa. OcHOBHBIE pa3ienbl A0roBopoB. Ilopsnox odopmiieHus ) 04, OK 05, OK 06
AOKYMEHTalUs TPYAOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, TOTOBOPA KYIUIA-TIPOJAXKH. K 1.2, IIK 1.3

B TOM 4mnciIe NPAKTHYECKUX 3AHATHH 2

[Tpaktuueckoe 3anstue NeS. OdopmieHue 10roBopos. 2

CamocrosiTesibHas padoTa 00y4aroLuXCcst -
Tema 2.5 | Conep:xanue y4yeOHOro MaTepuaja 4/2 OK 01, OK 02, OK 03, OK
IIpereH3uoHHO- OCHOBHBIE PEKBU3UTBl W TMOPSAIOK O(OpPMIICHHS TNPETEeH3Wi, OTBETOB Ha 04, OK 05, OK 06, OK 07,
HCKOBasl npeteHsuio. FOpuaudeckass ciayk0a, BBITIONHSIONIAS MPETEH3MOHHO-UCKOBYIO OK 08, OK 09
AOKYMEHTalUs paboty Ha npeanpusTuu. JKypHaa peructpanuu MpeTeH3uM. 2 K 1.2, IIK 1.3

Ilopsinok odopmileHHsT MCKOBBIX 3asBICHMH U MpPEJCTAaBICHHE UX B

ApOUTpaXKHBIH CY/I.

B TOM 4mciie NpaKTHYECKUX 3aAHATHI 2

[Ipaktuueckoe  3ansarue  Neb. Odopmienue  MNPETEeH3MOHHO-HCKOBOU 5

JOKYMEHTAIUH.
Pazgen 3 OPTAHU3AIUSA PABOTHBI C JOKYMEHTAMU B OPTAHU3ALUAX 8/2
(YUYPEXKJEHUSX)
Tema 3.1 Texnosnorusa | Conepxanue y4eOHOro MmarepuaJia 2 OK 01, OK 02, OK 03, OK
OpraHM3auuu Ympasnenue u JIETIONIPOU3BOICTBO. OpranuzanvoHHbIE bopmbl 04, OK 09
JAOKYMEHT0000poTa B | jenonpou3BojacTBa. Ciyx0a JOKYMEHTAIMOHHOTO O0eCHeueHUs! YIpaBJieHHUS, 5 IIK 1.2,1IK 1.3
OpraHu3anusx OCHOBHas 3ajaya, (yHKLUWH, THUIOBBIE CTPYKTYpbI, JOJDKHOCTHOM COCTaB.
(yupexnaeHusx) Permamenrarus pa6otel ciyxOel JIOY. IlpumepHOe monoxkeHHe o0 ciayxoOe
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AOKYMCHTAIITMUOHHOT'O obecrieueHus YIpaBJICHUA U JOJDKHOCTHBIC HHCTPYKIIUH.

Tema 3.2 Conepxxanue yueOHOro Marepuaja 4/2 OK 01, OK 02, OK 03, OK
Oco0enHocTH [Tonarus mpemioxkeHus:, 3asBiICHUST U kanoObl. [IpueM u perucrpanus mucem 04, OK 05, OK 06, OK 07,
JAeI0NPOU3BOACTBA O | rpaxaaH. PaccMoTpeHHe M pas3pelieHHE IHCEM, CPOK pAacCMOTPEHHs. AHanIu3 OK 08, OK 09
o0pameHusiM MHUCEM TPaK/IaH. IIK 1.2, 11K 1.3
rpaxIaH u Koudunenmnumaneaoe jgenomnpou3BoAcTBO. ['pud orpaHudeHus JgocTyma K 2
KOH(QUIECHIUATBHOIO | JIOKYMEHTY. ABTOMaTU3WPOBAHHBIC CUCTEMBI PabOTHI ¢ JokymMeHTamu. CpeacTBa
JeJIONPOU3BOACTBA W3TOTOBJICHUS, KOMHUPOBAHHWS W PA3MHOXKEHUS JIOKYMEHTOB. OpraHu3amus

pabouux MecT.

B TOM 4nciIe NPAKTHYECKUX 3AHATHH 2

[Tpaktuueckoe 3anstue Ne7. Oopmienue oOpamieHnii rpaxaaH. 2

CamocrosiTesibHast padoTa 00y4aroIuXCst -
Tema 3.3 Copep:xxanue yuyeOHOro marepuasa 2 OK 01, OK 02, OK 03, OK
Cucremarunsanus Tlousitue JTOKYMEHTO000pOTa. Oormue MPUHIATIBI OpraHu3aluu 04, OK 09
AOKYMEHTOB, JOKYMEHTOOOOPOTa, €ro OCHOBHBIC JTallbl: NMpPUEM M TEepBUYHAs 00paboTKa K 1.2, IIK 1.3
(¢popmupoBaHHe HX B | IOKYMEHTOB; paclpeiiefieHue TOCTYNUBIINX JOKYMEHTOB; pEerucTparus
Aeja M mepeaaya B JOKYMEHTOB U NPEABAPUTEIbHOE UX PACCMOTPEHHUE; PACCMOTPEHUE IOKYMEHTOB
apXuB OpraHu3aluu PYKOBOJICTBOM OpraHu3aiuu (y4pexAeHus) U HalpaBJICHHE UX Ha HCIOJIHEHHUE; 5

HCIIOJIHEHUE M KOHTPOJb 3a HCIHOJHEHHEM JOKYMEHTOB; TEKYIlee XpaHEHUe

JOKYMEHTOB.

Howmenxknarypa gen. O6paboTka aen A MOCIeAYyIOEero XxpaHeHus. JKCIepTusa

LIEHHOCTU JOKYMEHTOB, 0opMIIeHHE JIell, cocTaBienue onuceit. Cnaya ien B

apXWuB.
IIpomeskyTOoYHas aTTecTaUMs B (pOpMe IK3aMeHa 6
Bceero: 36/14
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3. YCJIOBUS PEAJIM3AIIAU TPOTPAMMBI YYEBHOM TUCIHATLIINHBI

3.1 MarepuajbHoO-TeXHHYECKOe o0ecniedeHue

Peanuzanuss nporpammbl  y4eOHOM — JUCHMIUIMHBI ~ IPOU3BOJUTCS € NIPUMEHEHUEM
JTMCTAHIIMOHHBIX TEXHOJIOTHA M TPeOyeT HaJM4MUs IJICKTPOHHOW 00pa30oBaTENBHON Cpelbl; y4eOHOTO
KaOHWHeTa.

OGopynoBanue yueOHOro KaOnHeTAa:

® KJIaCCHasl JI0CKa;

® [T0CaI0OYHBIE MECTA 10 KOJIMYECTBY 00YJAIOLTNXCS;

e pabouee MeCTO MPEeTo1aBaTels;

¢ yueOHO-TIpaKTUYECKOEe 000pyJOBaHHE, HEOOXOAMMOE JUIsl NMPOBEACHHS NPETyCMOTPEHHBIX
MporpaMMoi mpakThuueckux 3aHiaTuil. B coorBerctBue ¢ m4.4 ®I'OC CIIO nomyckaercss 3ameHa
000pyI0BaHUs €TO BUPTYaJIbHBIMHU aHAIOTaMH.

Texnnyeckue cpeacTBa 00yyeHusi:

® KOMITBIOTEPHI C BBIXOJIOM B ceTh Internet;

e cailt «JIluyHas cTyaus» € BO3MOXKHOCTBIO pabOThl C AIIEKTPOHHBIM 00Opa30BaTEIbHBIM
pecypcom;

® 3JEKTPOHHbIE OUOIMOTEUYHBIE PECYPCHI.

Y4eOHo-MeTOoAMYECKOE 00ecnieyeHue TUCIMIIINHBI:

* METOJIMYECKUE YKA3aHUs 110 OpraHu3alMy IPaKTUYECKUX 3aHATUH;

* METOJIMYECKUE YKA3aHUs 110 CAMOCTOSITENIbHON padoTe.

IIporpammHoOe oOecnieyeHue:

[Iporpammuoe oOecrneueHue, ABIAIOIIEECS YACThIO  ANIEKTPOHHOM  MH(OPMAILMOHHO-
oOpa3oBaTesbHOU cpeibl U Oasupyroleecs Ha TEIeKOMMYHUKAIIMOHHBIX TEXHOJIOTHAX:

- KOMIIBIOTEpHBIE 00YyYaroLIe IPOrpaMMBbl;

- TPEHUHIOBbIE U TECTUPYIOLINE IPOrpPaMMBbl;

- UHTEJIJIEKTYyaJIbHble POOOTU3MPOBAHHbIE CUCTEMBI OLICHKH Ka4eCTBa BBIIIOJHEHHBIX padoT;

- CIIpaBOYHO-TIpaBoBas cucreMa «KoHCyabTaHT Iutocy, «I'apanTy;

- aniekTpoHHO-O0ubmoTeunas cucrema (ObC) DbC «IPRbooks» http://iprbookshop.ru/;

- @mporpamma ympasieHHMs oOpaszoBarenbHbIM mpoueccoM B DOMOC (MudopmaunonHas
texHoJsorus. [Iporpamma ynpasienust oopazoBarenbHbIM nporeccom. KOMBAT).
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3.2. UupopmannoHHOe o0ecnieyeHne peaju3aluy NporpaMmMbl

OCHOBHBIE HCTOYHHKH

1 Kysnenona, . B. JlokyMeHTaimOHHOE OOECTICUeHHE yIIpaBIeHUs: ydeOHOe TTocoOue st
CIIO / W. B. Ky3nenona, I'. A. Xauarpsa. — 3-e u3n. — Caparos: [Ipodpobpazosanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — Texkcrt: anextpoHHbIi // Lludposoii oOpazoBatensHbii pecypc IPR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/135470.html

2 AnekceeBa, T. B. JlokymeHTtamuonHoe oOecrieuenue ympasieHus: yuebnuk / T. B.
AnexkceeBa, O. A. CrpaxoB. — Mocksa : YauBepcutetr «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-
4257-0402-3. — TekcT : 21eKTpOHHBIN // DnekTpoHHO-OMbIHoTeunas cucrema IPR BOOKS : [caiit].
— URL.: http://www.iprbookshop.ru/101344.html

3 JlokymeHTarmonHoe obecrnieuenne ympapieHus. CoctaBieHue U 0(OPMIICHHE JEIOBBIX
NoKyMeHTOB : yyebHoe nocobue s CIIO / cocraButenu E. Y. bammakoBa. — CapatoB, Mocksa :
[TpodobpazoBanue, Aii [Tu Ap Menua, 2021. — 144 ¢. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — Tekcr : ameKkTpoHHBIN // DnexkTpoHHO-OnOmMoTeunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/103343.html

4 Hobposonbeckass  C.C.  JIokyMEeHTHpOBaHWE  YIPABICHUYECKOW  JICATEIBHOCTH.
[DmexTpoHHBIN  pecypc]: paboumit  yueOnmk /  JloOpomosibekas — C.C. - 2021, -
https://library.roweb.online

5 Job6pososbekas C.C. Opranuzaius pabOThl ¢ JOKyYMEHTaMU. [DJIEKTPOHHBIA pecypc]:
pabounii yaeouuk / Jloopososasckas C.C. - 2021. - https://library.roweb.online

JlonoJTHUTEeIbHbIEe HCTOYHUKH

1. Kyszuenona, 1. B. JlokyMeHTannmoHHOE oOecIieueHue ympaBjeHus : ydeOHOoe mocooue s
CIIO / N. B. Ky3nenona, I'. A. Xauatpsa. — 2-¢ u3a. — CaparoB : [IpodoOpazoBanue, A ITu Dp
Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : 2IEKTPOHHBIH //
DNeKTpOHHO-ONOIHOTEeUHAS cucrema IPR BOOKS : [caiT]. — URL.:
http://www.iprbookshop.ru/80326.html

2. AnekceeBa, T. B. JlokyMeHTanmnoHHoe oOecriedeHue ympapienus : ydeOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcuter «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-
4257-0402-3. — TekcT : 2JIeKTpOHHBIN // DnekTpoHHO-0mOmnoTeunas cucrema IPR BOOKS : [caiit].
— URL: http://www.iprbookshop.ru/101344.html

HNurtepuer-pecypebl  (0a3bl  JaHHBIX, HH(POPMAIHOHHO-CIPABOYHbIE W MOHCKOBBIE
CHCTEMbI):

e www.delpro.narod.ru/

o OnextponHo-0ubnuoTeunas cucrema (3bC) DBC «IPRbooksy http://iprbookshop.ru/
dogovor.helpery.ru/
e Www.eos.ru/
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4. KOHTPOJIb
JUCIHUIIVIMHBI

N OLEHKA PE3YJbTATOB

OCBOEHMSI YYEBHOM

PesyabTaTsl 00yyeHus

Kpurepuu onenku

MeToabl OLIEHKH

HepequL 3H3,HPII>1, OCBAaMBACMBIX B paMKaxX JUCHUIIIMHBI

Tepmunonoruss B obaacTu
JOKYMEHTAI[HOHHOTO
oOecrieyeHns yrpaBiCHHS,
HopmaruBHble JTOKYMEHTHI,
perJIaMeHTUPYIOIINE
cocTaBiieHue U odopmiieHHue
JOKYMEHTAIIMH ¥ TIOPSIZIOK €€

00paboTKy;

[IpaBuna cocrtaBiieHHS ©
odopmIIeHUS
OpraHu3aIMoOHHO-
pacropsIUTeTHHBIX
JOKYMEHTOB, BXOJSIIAX B
YHUPHUIIMPOBAHHYIO CHUCTEMY
OpraHu3aIMoOHHO-
pacnopsauTeNbHBIX
JIOKYMEHTOB,
YHU(DUIIMPOBAHHYIO CHCTEMY
MEePBUYHOM YYETHOM
JOKYMEHTallMd B 4YacTH
JOKYMEHTallud IO  Y4YeTy
TpyHna;

[opsinok MIPOBEICHUS
9KCHEPTU3BI LEHHOCTHU

JOKYMCHTOB MW IIOATOTOBKH
ACJ K apXUBHOMY XpaHCHHUIO.

TexHosnorust  opraHu3aiyu
JTOKYMEHT0000pOTa B
OpraHu3aIusIX
(yupexaeHusx).

- odopMIICHHE IOKYMEHTOB W pEIICHUE

HpaKTI/ILIGCKI/IX CI/ITyaIII/Iﬁ C
HOpMaTI/IBHI)IM Hp ABOBBIM
000CHOBaHMEM;

- HCITOJIb30BaHUE Pa3IMYHBIX
HCTOYHUKOB, BKJIFO4Yas BJIGKTpOHHBIG

pecypcsl, Meaua pecypcbl, MHTepHer-

pecypchl,
CIIEIIHAIBHOCTH

NEpUOANYCCKUC H3JaHUA 110
IS
npodeccuoHanbHBIX 3a7a4

peumeHus

- JACEMOHCTpanus OTBETCTBCHHOCTH 3a
MPHUHATBIE PEIICHUs, O0O0O0CHOBAaHHOCTH
caMOaHall3a W KOPPEKIUsS Pe3yIbTaTOB
coOCTBEHHO paboTHI;

- WCTIOJIb30BaHUE 3aKOHOJATENBHBIX W
HOPMAaTHBHO-TIPABOBBIX ~ AKTOB  TIPH
IUIAHUPOBAHUM  MIPEANPHHUMATEIBCKON
NEATeNPHOCTH B MPOQeCcCHOHATBHOM
chepe;

- JIeMOHCTpanus 3HaHMH B oOmactu
(¢rHAHCOBOH IPaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJEHCTBHUS C
00y4JaromuMUCs, TPErnoJaBaTe/siMd B
Xxone  OoOydeHHs,  PYKOBOIMTEISIMH

yueOHOM U MPOU3BOJCTBEHHON MPAKTHK.

-COOJIIOJIcHUE HOPM ITPO(eCcCHOHATILHOM
JTHKHU;

—  mocTtpoeHue  IpoeCCHOHATBLHOIO
oO1eHus C y4ETOM
po(e€CCHOHATILHOTO CTaTyca, CUTYalluu
oOmieHusi, OCOOEHHOCTEW Tpynmbel U
WHIUBUIYaIbHBIX 0COOCHHOCTEH

COIIMaJIbHO-

Y4aCTHHUKOB KOMMYHUKAIIUH
- TI'PaMOTHOCTbH YCTHOﬁ U MOHUCBMEHHOM

peuu;
- odopmieHne JOKYMEHTOB B
cootBercTBUM ¢ [[OCToM;

- SACHOCTh  (OPMYJIUPOBaHUS  H
U3JI0KCHHS MBICIICH;

- TpOSIBJICHWE  TOJICPAHTHOCTH B

- TECTUPOBAHHE;
- BBIIIOJIHCHHE 3aJaHUMN
Ha DK3aMEHE;

- BBIIIOJTHCHHE
MPAKTUYECKUX 3aJaHUI
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mporecce OOIIeHuUS;

- coOnrofieHHEe HOPM TOBEACHHUS BO
BpeMs y4eOHBIX 3aHITUH;
- coOmoieHne CTaHJapTOB

AHTUKOPPYILIMOHHOTO MTOBEICHUS;

- CcOONIIOMAeT HOPMBI SKOJOTUYECKOU
0e3011aCHOCTH;

— oTpenenser HaTPaBIICHUS
pecypcocOepekeHus B pamKax
npoECCHOHAIBHONW ~ JIEITEIbHOCTH  TIO
CICIMATLHOCTH;

- 3¢ pexTUBHOCTD HCMOJIb30BAHUS
cpencTB  (pU3MYECKOW KYIbTYPHI  JUIS
COXPAaHCHUS W YKPEIUICHUS 3J0POBbSI B
nporecce npoecCHOHATBFHON
JESTEITbHOCTH u IO IJICPIKAHUS
HEOOXOJIMMOTO  YpOBHSA  (PU3UUECKOU
MTOATOTOBJICHHOCTH;

- 3¢ dEeKTUBHOCTh HCIOJB30BAHUS B
npohecCuoHATBHOU e TETLHOCTH

HEOOXOAMMOUW JOKYMEHTAIIUH,
YHUCJIe HA HHOCTPAHHOM SI3BIKE

B TOM

Ilepeuennb ymeHnii, o0cBauBaeMbIX B PAMKAaX JMCHUNIMHbI:

[Tpumenars
rocy/iapcTBEeHHbIE

Ha TIPaKTHUKe

CTaH/IapTHl, apyrue
HOPMAaTHBHO-METOANYECKHUE
JTOKYMEHTHI,
perIaMeHTHPYIOIINe
OpraHHU3aLuIo
JTOKYMEHTAIIHOHHOTO
o0ecrieueHHs yIpaBJICHHS;
CocraBisiTh ¥ TPaBHIBHO
o(opMIIATE OCHOBHBIE BH/IBI
OpraHU3aluOHHO-
pacropsIuTeIbHbIX
JOKYMEHTOB;
OdopmisaTe
HH(pOpPMAaIMOHHO-
CIPaBOYHYIO
JTOKYMEHTAIHIO;
OdopmitsaTe Ka/IpOBYIO
JOKYMEHTAIHIO;
OdopMiATe TPETEH3UOHHO-

- odopMieHHE AOKYMEHTOB U pELICHHE

MPAKTHYCCKUX CUTYyaIui c
HOPMAaTHUBHBIM MIPABOBBIM
000CHOBAHMEM;

- HCITIOJIb30BaHUE pa3IMYHBIX
UCTOYHUKOB, BKIIIOYas  JJICKTPOHHBIC
pecypcel, Memua pecypchl, MHTepHer-
pecypchl, TMEPUOANYECCKUE HW3IAHHS 10
CIEIHUATBLHOCTH JUTS peleHus

npodecCHOHATBHBIX 3a/1a4

- JIEMOHCTpalysi OTBETCTBEHHOCTH 32
IPUHATBIE pelieHus, O000CHOBAHHOCTh
caMoOaHaIM3a U KOPPEKLUS pPe3yTbTaToB
COOCTBEHHOI palboTHI;

- WCIOJIb30BaHHE 3aKOHOJATEIbHBIX U
HOPMAaTHBHO-TIPABOBBIX ~ aKTOB  IIPH
IUIAHUPOBAHUM  TMPEANPHHAMATEIbCKON
JEATeIPHOCTH B MPOQECCHOHATBHOM
cepe;

- JeMOHCTpalys 3HaHWW B O00JACTH
(MHAHCOBOH IPaMOTHOCTH;

- TECTUPOBAaHHC,

- BBIIIOJIHEHHUEC Sa,Z[aHI/Iﬁ
Ha 3K3aMCHC,

- BBITIOJIHEHUEC
IMPAKTUYCCKUX 3a,I[aHHI>i
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HCKOBYIO IOKYMCHTAIIUIO.

- KOHCTPYKTHBHOCTb B3aUMOJICHCTBHUS C
00y4YaromUMUCs, TIPENoJaBaTeIIMU B
xone  OOydeHHs,  PYKOBOIUTEISIMH
y4eOHOMW ¥ IPOU3BOACTBCHHOW PAKTHK.

-coOurroieHue  HopM TTpo(ecCHOHATEHOM
ITHUKU;

—  TOCTpOEHHE  TPO(ecCHOHATBHOTO
OO0IIeHHsT C  y4eTOM  COLHUAIBHO-
po(ecCHOHATLHOTO CTaTyca, CHTYAIlHH
oOlIeHusi, OCOOEHHOCTEW Tpynmbel U
WHIUBUTyJIbHBIX 0CoOeHHOCTEH
YYaCTHUKOB KOMMYHUKAIIHH;

- TPaMOTHOCTb YCTHOW W IIMCBMEHHOU
peuw;

- odopmIieHne JOKYMEHTOB B
cootBeTcTBHH ¢ 'OCToMm;

- SCHOCTB (hopMynupoBaHUs "
HM3JI0KEHHUS MBICIICH;

- TPOSIBJICHWE  TOJIEPAHTHOCTH B
npoiiecce OOIIeHMS;

- coOmrofeHne HOpPM TOBEACHUS BO
BpeMs Y4eOHBIX 3aHATH;

- coOmronenne CTaHIapTOB
AHTUKOPPYMIIMOHHOTO MOBEACHNUS;

- coOirogaeT HOPMBI  AKOJIOTUYECKOM
0€e30I1aCHOCTH;

— ornpezenser HaIpaBJICHUS
pecypcocOepexeHus B pamKax
npodeccuoHanbHOM  IeATENbHOCTH 10
CHEIHAIbHOCTH;

- 3¢ heKTUBHOCTD HCIIOJIb30BaHMS
cpenctB  (pu3MUecKoW KyIbTYphl JUIf
COXPAaHEHUS M YKPEIUICHUS 3J0POBbsSI B
nporecce npodeccuoHaIbHOM
JEeSITeIbHOCTH u MO ITIepKAHUS
HEeoOXoauMOro  ypoBHS  (husHueckoi
MOATOTOBJICHHOCTH;

- 9(deKTUBHOCTh HCIONB30BaHUS B
npodeccroHanbHOM JeSITeNEHOCTH
HEOOXOIUMOM JOKyMEHTallud, B TOM
qrclie HA HHOCTPAHHOM SI3BIKE
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