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1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI
JUCLUTIJIMHBI

OI1. 04 JTokyMEHTAIIMOHHOE 00€CIIeYEHNE YIPABJICHHUS
(MHIeKC, HANMEHOBAHKE TUCITUTUTAHBI)

1.1. MecTro aMCHUIUIMHBI B CTPYKTYpe OCHOBHOH o00pa3oBare/IbHOM
NPOrpaMMBbli:

VYyeOHnass aucuuiuimHa «JloKkyMeHTaIllMOHHOE OOecleYeHue YIpaBiICHUs»
SBIIAETCS 00s3aTeIbHOM YacThio 00mIenpodhecCUOHANBHOTO IMKIAa MPUMEPHOU
OCHOBHOHM 0Opa3zoBarenbHONM mporpamMmbl B cooTBercTBUU ¢ DOI'OC CIIO mo
CHEIUATBLHOCTH.

Ocoboe 3HaueHne AUCIUILUIMHA UMeeT TIpu GopMupoBaHuu U pa3sutuu 1K
1.1, IIK.1.3, OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

Kon
HanmenoBaHue koMIieTeHIIMU
KOMIIETEHINH
OK 01 Br16upaTh ciocoObl perieHus 3a1a4 npopeccCHoHaNbHON AEITeIbHOCTH

NPUMCHUTCIILHO K pa3/JIMYHBIM KOHTCKCTAaM;

Hcrnonmb30BaTh COBpEMEHHBIC CPEJICTBA TTOMCKA, aHAIM3a M HHTEPIPETAITTH
OK 02 uH(popMaluy U HHPOPMAITMOHHBIE TEXHOJIOTHH VIS BBIIOJIHEHHUS 33129
mpodheCCHOHATBHON ACATCIIbHOCTH,

[TnanupoBaTh U peanu30BbIBATh COOCTBEHHOE MPOPECCUOHATBLHOE U
JMYHOCTHOE Pa3BUTHE, IPEANPHHAMATEIBCKYIO JEITEIFHOCTD B

OK 03 . .
npodeccuoHanbHOM cepe, UCToNb30BaTh 3HAHUS 110 (PUHAHCOBOK
I'PAMOTHOCTH B Pa3JIUYHbIX )KM3HEHHBIX CUTYaLUsX;

OK 04 Db (dHEeKTUBHO B3aUMOACHCTBOBATh M pa00OTATh B KOJUIEKTHBE U KOMaHC
OcCy1IecTBIISTh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAILIMIO HA TOCYIAPCTBEHHOM

OK 05 s3pike Poccuiickoit denepanuu ¢ y4eTOM 0COOCHHOCTEH COIUAIIBHOTO U
KYJBTYPHOI'O KOHTEKCTA

OK 09 [Tonp30BaTbest NpodecCHoHaTBHON TOKYMEHTANEH Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX.

K 1.1 OcymiecTBISTh CONMPOBOXKICHNUE, B TOM YHCIIE JOKYMEHTAITMOHHOE, TTPOLIETyPhI
3aKyTOK.

K 1.3 OcCymecTBISITh TIOKYMEHTAIIMOHHOE COMPOBOXKICHHUE CKIAJICKUX OTEepaIii.

1.2. Ilesq1b ¥ MUIAHUPYeEMBbIE Pe3YJIbTATHI OCBOCHUS TUCIHUIINHBI:
B pamkax nmporpamMMbl yueOHOU TUCIUTITUHBI 00YUYalOIUMHUCS OCBANBAIOTCS
MEHHUSI M 3HAHUS

Konx YMmenusa 3HaHus
I1K, OK

IK.1.1 0hOpMIIATH TOKYMEHTAIIMIO B | TIOHSTHE, 11U, 33J1a4l 1
I1K.1.3 COOTBETCTBUU C HOPMATUBHOM | IIPUHLIMIIBI
OK 01 0a30M, B T.4. UCIIOJIB3YSI JIETIONPOU3BO/JICTBA;
OK 02 UH(POPMALIMOHHBIE OCHOBHBIE ITOHATHUSA
OK 03 TEXHOJIOTHH; JIOKYMEHTallMOHHOTO
OK 04 YHUDUIIMPOBATH CUCTEMBbI oOecIeueHus yIpaBICHUs;




OK 05
OK 09

JOKYMCHTAllUU,
OCYIIECTBIIATh XPAHEHUE U
IMMOUCK NJOKYMCHTOB,
OCYIIECTBIIATh
aBTOMATH3aIHI0 00pabOTKH
JIOKYMEHTOB;

VICIIOJIb30BaTh
TEJICKOMMYHHUKAIHOHHBIC
TCXHOJIOTMHU B 3JICKTPOHHOM
JIOKYMEHTO000pOTE

CHCTEMBI
JOKYMEHTAIMOHHOTO
oOecTieYeHns yrpaBIICHHS,
KJIacCHU(PUKAITUIO
JIOKYMEHTOB; TP€OOBaHUSI K
COCTABJICHUIO U

0 OpPMIICHHIO TOKYMEHTOB;
OpTaHU3aIHIo
JIOKyMEHTOO000pOTA: TIPUEM,
00paboTKa, perucrparus,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATypa
Jen




2. CTPYKTYPA U COAEP KAHUME JUCIHUIIJIMHBI

2.1. O0bem JUCUHMILIMHBI U BUABI Y4e0HOM padoThl 1jist 04HOH GOpMbI

00y4eHuUs

Bua yae6HO# paboThI O0BeM YacoB
MakcuManbHas yaeOHast Harpy3ska (Bcero) 70
O0s3aTenbHbIC aYTUTOPHBIC YIeOHBIE 3aHATHS (BCET0) 60
B TOM YHCJIC:

AeKuuu 40

NPAKMUYECKUE 3aHAMUsL (6 MOM YUCAE NPOMEICYMOYHAS. Ammecmayus) 20
CamocTosiTeapHas paboTa o0ydaromerocs (Bcero) 10

[IpoMexxyTouHast arTecTanus B GOpMe umo2060u KOHMPOIbHOU pabombl

2.2. O0beM TUCUMILIUHBI U BUAbI Y4e0OHOI padoThI 11l 3204HOH ()OPMBI

o0yueHust

Buj yaeOHOI paboTHI O0beM JacoB
MakcumanbHas yaeOHas Harpys3ka (Bcero) 70
O0s13aTeNIbHBIC Ay IMTOPHbBIC YUCOHBIC 3aHATHUS (BCETO) 8
B TOM YHCJIE:

JIeKyuu

NPaKmuyecKue 3aHsmus (6 mom yucie nPOMeNCymouHas ammecmayus) 8
CamocTosiTeapHas paboTa oOy4varomerocs (Bcero) 62

[TpomexyTouHas arTectanysi B GopMe 3aiyumsl 0oMauineli KOHMpOabHOU pabomvl U UMo2080l
KOHMPONbHOU pabombl




2.3. TemaTH4eCKHUil IUIAH U COJEePKAHME JUCHHUILIUHBI 15l 04UHON GopMBbI 00yUeHU s

Konapr koMITeTeHITHH,

HaumeHoBaHue pasnenos O0bem (hopMHPOBaHUIO
Coneprkanne yaeOHOro Marepraia u GopMbI OpraHU3aHH IeATETHHOCTH 00y IarOIIIXCS
U TeM 9YacoB | KOTOPBIX CIIOCOOCTBYET
JJIEMEHT MPOTPaMMBI
Pazgen 1. Opranuzanus JOKYMEHTO000poTa Ha MIPSAIPHUSITHN 4/2
ConepxaHue yueOHOro MaTepuaia
3HaueHWe U COJCpXAHWE JUCIUILIUHBI «J{OKyMEHTAaIlMOHHOE OO0CCIICUCHUE YIPaBICHUSY.
[loHsiTHE TEPMUHOB <«JIOKYMEHT», «IOKYMEHTHPOBAHHE», <«JIOKyMEHTAI[MOHHOE o0ecrieueHue
ynpasieHus». YHUDUKAKUS W CTaHJAPTU3AlMU  YIPaBJICHYECKUX JOKYMEHTOB. OCHOBHBIC 14 K 1.1. TIK.1.3. OK 01
Tema 1.1. JlokymeHT u MOHSTHSA Jienonpou3BoacTea. Knaccudukanus noKkyMeHTOB opranu3aiui. OyHKIUN JOKYMEHTOB. OK’ 62’ OK. 0:3 ’ OK 04 ’
cucreMa qokymeHTtanuu | IloHsTHE M cocTaB peKBU3UTOB JOKyMeHTa. CXeMBbl PACIONIOKEHUs] pEKBU3UTOB. [loHATHE U BUIBI OI,< 05 OI’< 09 ’
05aHKOB TOKyMeHTOB. HopMaTHBHO-TIpaBoBOe obecriedeHne 1eI0MpPOn3BOACTRA. ’
Jlexmun 8
[IpakTHyueckoe 3aHATHE 4
CamocrosTenbHas paboTta 2
Coneprkanue yueOHOTO MaTepuaa
[lonsATHE W TPUHIWNBI OpTaHMW3AIMH  TOKyMeHTooOopotra. CoctaB W ydeT oO0bema
JOKYMEHTO000pOoTa npeanpusaTuii. Opranu3aius padoThl ¢ BXOASIIEH, HCXOAIICH U BHYTPEHHEH
nokyMeHTanued. KOHTpoib UCHONHEHUs JOKyMEHTOB. Pa0oTa ¢ BHYTpEHHHMMH JOKYMEHTaMHU. 14
Tema 1.2. Oprasusamms y p Y YTP Y TK.1.1, TIK.1.3, OK 01,
baspl maHHBIX 1715 XpaHeHHS TOKYMEHTOB. 3aKOHOJATEIbHbIE aKThl 1 HOPMAaTHBHO-METOINIECKHE
JIOKYMEHTO000pOTa Ha OK 02, OK 03, OK 04,
JOKYMEHTBl 10 apXMBHOMY XpaHEHHWIO JOKyMeHTOB. Pabora c 3ampocamu. PaGorta ¢
MpeanpUATAN OK 05, OK 09
AJICKTPOHHBIMH JJOKYMEHTAMU.
Jlexuun 8
[TpakTueckoe 3ansaTre Nel PaboTa ¢ 3ampocaMu 4
CamocrosiTenpHas padoTa 2
Paznen 2. Buapl JOKYMEHTOB M HOPSAOK pabOTHI ¢ HUMH 12/14
CojepxaHne yu4eOHOro MaTrepuana
OpraHuzalioHHBIE  JOKYMEHTHI —  yCTaB, y4YpeOUTEIbHBIE  JIOTOBOP,  IIOJIOKEHUE.
Tena 2.1 PacniopsiutesbHble TOKYMEHTHI — IPUKa3, PaclopsbKEHUE, YKa3aHue, MOCTAHOBJICHUE, PEIICHNUE, 14
. HHCTPYKIHUS, TPOTOKoNI. CrpaBoYHO-MH(POPMAIMOHHBIE JOKYMEHTBI: CIy)KeOHas 3armcka, IIK.1.1, IIK.1.3, OK
Opranu3auoHHO-
PACIIOPSTHTENBHEIE 00BSICHUTEIIbHAS 3aIIUCKA, KT, CIIPABKA, CIIY)KEOHbIE MMCbMa 01, OK 02, OK 03, OK
Jlexuuu 8
JIOKYMEHTBI 1 04, OK 05, OK 09
IIpakTrdeckue 3aHIATUS
[paktuueckoe 3anstue Ne 1. CoctaBnenne u 0popMICHUE PaCIIOPSIKEHHS 4

H‘paKTI/I‘-IeCKOC 3aHsaTue Ne 2. CocTaBiCHHUE U O(bOpMJ'IeHI/IC JCJTOBBIX ITHCEM




[Ipaxtrueckoe 3ausarue Ne 3. OdopmireHre CupaBoK, JOKIAJHON U CITyKeOHOH 3aITMCKH, aKTa

CamocrosTenbHas paboTta 2

CojepxaHne yu4eOHOro Marepuania

JlokyMeHTHpOBaHHE TPYIOBBIX MpaBOOTHOIIEHUH. CocTaB U OCOOEHHOCTH OQOpMIICHUS 14

JOKYMEHTOB TI0 JIMYHOMY cocTaBy. KommiekToBanne nudHOro nena. ABroduorpadus. Pesiome.

3asiByieHue o npueme Ha pabory. [Ipukasel mo JuuHOMY cocrany. lllTaTHOe pacnucaHue.
Tema 2.2. Kagposas Jlexuuu 8 TK.1.1, TIK.1.3, OK 01,

OK 02, OK 03, OK 04,

JTOKYMEHTAITHSI [IpakTrueckoe 3aHATHE OK 05. OK 09

[pakTrueckoe 3ansrue Ne 4. OdopMiieHrE TPUKA30B 0 JUYHOMY COCTaBY. 4 ’

[IpakTrueckoe 3ansatue Ne 5. OdopmieHne TpyIoBOTO JOTOBOPA, MPpHUKa3a O MpueMe Ha padory,

oopMIICHHE TPYJIOBOH KHMKKH.

CamocrosTenbHas paboTta 2

CojnepxaHne yu4eOHOro Marepuana

[lonsitus  goroBopa. Buael moroBopoB. OOsi3aTenbHBIE PEKBU3UTHI JTOTOBOpOB. IlpaBmia

odopmiieHust 1oroBopoB. llpaBuia odopmieHns NpeTeH3NMOHHBIX mHceM. POpPMyJIsip HCKOBOTO 14

3asiBJIeHUs, TpeOoBaHUS K ero odopmieHuo. 3aKOHOAATEIbHBIE AaKThl W HOPMATHBHO-
Tema 2.3. JloroBopHO- METOIMYECKHE JOKYMCHTEI 110 IOTOBOPHBIM JIOKYMCHTAM. IIK.1.1, IIK.1.3, OK 01,
mpaBoBas JokyMeHTanus | Jlekuun 8 OK 02, OK 03, OK 04,

OK 05, OK 09

IIpakTudeckue 3aHATHS

[IpaxTrueckoe 3anarue Ne 6. OdopmiteHnEe T0TOBOpa KYTUTH-TIPOJAKH 4

[Ipaxtrueckoe 3ausatue Ne 7. Odopmienne H 00pabOTKa IPETEH3HOHHBIX IMHCEM

CamocrosTenbHas paboTta 2

HDOMC)KYTO‘{HEUI aTTeCTaluAa

Bcero

70




2.4. TemaTu4ecKMii IJIAH M CO/iep:KaHNe TUCIUILIMHBI J1JIs1 32049HOI GopMbI 00yUeHHsI

Konapr koMIreTeHITNM,

HaumeHoBaHue pasnenos O0bem (hopMHpPOBaHUIO
Coneprkanue yaeOHOTo Marepraia u (popMbI OpraHU3aINH IeATETHHOCTA 00y IAFOIIIXCS
U TeM 9acoB | KOTOPBIX CIIOCOOCTBYET
JJIEMEHT MPOTPaMMBI
Paznen 1. Opranuzaiys JOKYMEHTO000pOTa Ha MPEAIPHATHN 2/-
ConepxaHue yueOHOro MaTepuaia
3HayeHne M COJEepXaHWEe MAUCHMIUIMHBI «JoOKyMeHTalMOHHOEe oOecreyeHne YIpaBICHUS.
[lonsiTHE TEPMUHOB «JIOKYMEHT», «IOKYMEHTHPOBAHHE», <«JIOKyMEHTAI[MOHHOE o0ecTieueHune
yrpaBieHUs». YHUHUKAIUS W CTaHAapTHU3alMH  YIPaBICHYECKUX JOKYMEHTOB. (OCHOBHEIC 14
MOHATHS Iesionpon3BoacTBa. Knaccugpukanus qoOkyMeHTOB opranu3anui. OyHKIMH JOKYMEHTOB. K 1.1 TIK.1.3. OK 01
Tema 1.1. JIokyMeHT u [lonsiTne 1 cocTaB peKBU3UTOB JOKyMEHTa. CXEMBI pacloNoKeHNsl peKBU3UTOB. [IoHATHE U BUABI OK‘ 62’ OK‘ 0'3 ’ OK 04 ’
chcTeMa JOKyMeHTanuu | OnaHkoB JoKyMeHTOB. HopMaTHBHO-IIpaBOBOE 00eCIeUCHHE IEIONPOU3BOACTRA. OI,< 05 OI’< 09 ’
Jlexun - ’
[IpakTuueckoe 3aHsITHE 1
CamocrosTensHas paboTa
1.Pabota ¢ pekoMeHIOBaHHON yIeOHOU TUTEPATYPO; 13
2. [loaroroBka JOKJIAIOB HA TEMBI: «JTalbl HCTOPHS Pa3BUTHSI JEJIONMPOU3BOACTBA B Poccumy.
Cojmepxanne yueOHOro MaTepuaia
[lonsiTHE W TPUHOWOBI OpraHU3aluu  JOKyMeHTooOopoTa. CocraB W ydeT oObeMma
TIOKyMEHTO000poTa npeanpustuii. OpraHu3aius padoThl ¢ BXOISIIEH, UCXOIAMIEH W BHYTPEHHEH
nokymeHTanueil. KoHTpons ucnonHeHust AOKyMeHTOB. PaboTa ¢ BHYTPEHHHMH OKYMEHTaMH. 14
Ba3bl maHHBIX 171 XpaHEHHS TOKYMEHTOB. 3aKOHOJATEIbHbIC aKThl 1 HOPMAaTHBHO-METONYCCKHUEC
Tema 1.2. Oprasusans gggzx)eo}:;mfloﬂo If}}:;:ﬁﬁ;);ag XpaHeHWIo JOKyMeHTOB. Pabora c¢ 3ampocamu. PaGorta c MK.1.1, TIK.1.3, OK 01,
JIOKYMEHTO000pOTa Ha - OK 02, OK 03, OK 04,
MIPEANPHUATAN Jlexupn - OK 05, OK 09
[IpakTuueckoe 3aHsTHE 1
CamocrosTensHas paboTa
1. Pab6oTta ¢ HOpMaTHBHBIMHU aKTaMH
2. [loaroroBka rpaguka TOKyMEHT0000pOTa 13
3. [loxroToBka 3ampocoB B pa3lUYHbIE OpTraHU3aIMH U BEIOMCTBA
4. CocraBlIeHHE OTBETOB Ha Pa3IMYHBIC 3aIIPOCHI
Paznen 2. Buasl JOKYMEHTOB M HOPSJIOK pabOThI ¢ HUMH 2/4
Tema 2.1. Cojmepxanne yueOHOro MaTepuaia K.1.1. TIK.1.3. OK 01
OpraHu3anoHHO- OpraHuszalioHHBIE  JTOKYMEHTBI —  yCTaB, YUYpEOUTEIbHBIE  JIOTOBOp,  IIOJIOKEHHE. 15 OK' 62’ OK‘ 0'3 ’ OK 04 ’
pacropsiiuTenbHbIe PacniopsiaurensHbIE TOKYMEHTHI — TIPUKa3, paclopsbkeHne, yKazaHue, IIOCTAHOBJICHNE, PEIIeHNE, g y ’

JIOKYMEHTBI

MHCTPYKIUS, TpOTOKoJ. CrnpaBoyHO-UHGOPMAIMOHHBIC JTOKYMEHTBI: CiyKeOHasi 3aIlncKa,

OK 05, OK 09




00BIICHUTEILHAS 3a11McCKa, akKT, CIIpaBKa, CJIy}Ke6HBIe nruchbMa

Jlexun

HpaKTI/I‘-ICCKI/IC 3aHATHA

[Ipaktuueckoe 3ansitue Ne 1. CoctaBnenne u 0popMIEHUE PaCIIOPSHKEHUS

2
[IpaxTrueckoe 3ansTue Ne 2. CocTtaBieHue U 0popMIIEHHE IEIOBBIX THCEM
[Ipaxtrueckoe 3ausatue Ne 3. OdopmiieHre COpaBoK, JOKIaJHON U CITyKeOHOH 3aIIMCKH, aKTa
CamocTtosTensHas paboTta
1. 3ydeHnne HOpMaTHBHO-TIPaBOBOI 0a3kl 1O TeMe 13
2. M3y4yeHne yIpeIuTeNIbHBIX JOKYMEHTOB OPraHU3allHI
ConepxaHue yueOHOro MaTepuaia
JloKkyMEeHTHpOBaHHE TPYAOBBIX HpaBooTHOmEHUH. CocTaB W  0COOEHHOCTH OGOPMIICHHUS 15
JOKYMEHTOB TI0 IMYHOMY cocTaBy. KomriiexkToBaHne nTU4HOTO Aena. ABroOuorpadus. Pesrome.
3asBnenue o npreMe Ha padoTy. [Ipukassl o audHOMY coctaBy. lllTaTHoe pacncaHue.
Jlexun -
[IpakTuueckoe 3aHsTHE K.1.1. TIK.1.3. OK 01
Tema 2.2. Kagposast [MpakTuueckoe 3austue Ne 4. OpopmiicHHE IPUKA30B 10 JIUYHOMY COCTABY. ) OK 02’ OK 03 ’OK 04 ’
JOKyMEHTalUs [IpakTrueckoe 3ansatue Ne 5. OdopmieHre Tpya0BOTO OTOBOPA, MPpHKa3a O IMpueMe Ha padory, OI,< 05 OI,< 09 ’
odopmiteHNe TPYJOBON KHIKKHL. ’
CamoctosiTensHas padoTa
1. I3y4yeHne peKoMeHIyeMOii TUTepaTyphl
2. Pabora c HOpMaTUBHBIMU aKTaMH. 13
3. CocraBneHne onucel JUisl IIOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHUs JJOKYMEHTOB, JIEI TI0
JIMYHOMY COCTaBY.
CojepxaHne yu4eOHOro Marepuana
[lonsitus  goroBopa. Buael moroBopoB. OOsi3aTenbHBIE PEKBU3UTHI J0TOBOpoB. IlpaBmia
oopmitenust moroBopos. [IpaBuia opopMiIeHHS TPETCH3UOHHBIX MHCceM. POPMYIISIp HCKOBOTO 12
3asBJICHUS, TpeOOBaHUs K ero oQopMIeHHIO. 3aKOHOAATENbHBIE AaKThl W HOPMAaTHBHO-
METOJIMYECKHEe JOKYMEHTEHI 110 JIOTOBOPHBIM JOKYMEHTAM.
Tema 2.3. JloroBopHo- Jlexnuu * ° : - MK.1.1, TIK.1.3, OK 01,
OK 02, OK 03, OK 04,
npaBoBas gokyMmeHTauus | [IpakTudeckue 3aHATUS OK 05. OK 09
[IpaxTrueckoe 3anarue Ne 6. OdopmireHne T0TOBOpa KYTITH-TIPOJAKA 2 ’
[Ipaxtrueckoe 3ausatue Ne 7. Odopmienune u 00pabOTKa IPETEH3HOHHBIX IMHCEM
CamocTtosTensHas paboTa
1.M3yueHne peKkoMEeHAyEeMO TUTepaTyphl 10
2.PaboTa ¢ HOpMATUBHBIMH aKTaMH.
ITpoMmexyToUyHas aTTeCTAIUs -
Bcero 70
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3. YCJI0OBUSA PEAJIMBAIIUUA ITPOTI'PAMMBI INCHUITVINHBI

3.1. Jlnsa peajm3anvud NPOrpaMMmbl Y4eOHOW JAUCHMUILUIMHBI [1OJKHBI
OBITH MPEeyCMOTPEHBI CJIeYIOlHe ClleNHalbHbIe IOMEIeHUs:

Kabuner «JlokyMeHTaIIMOHHOTO OOECTIeYeHHs YIPaBICHUN», OCHAIEHHBIN
o0opysoBaHuEM: J0cKa yueOHas, pabouee MEeCTO MpernofaBaresis, CTOJbI, CTYIbs
(Mo yuciy 00y4aromuxcs), TEXHHYECKUMH CPEeICTBAMU: KOMITBIOTEDP C TOCTYIIOM K
UHTEPHET-pecypcam, CpeICTBa BU3yaIU3allMU, HATJIAIHbIE TOCOOUS.

3.2. MupopmanuonHoe odecneyeHne peaju3anu NporpaMmmbl

Jlns  peanuzanuu  mporpaMMbl  OMOIHMOTEYHBIM (GOHJ 00pa3oBaTeIbHON
OpraHM3aIfK JODKEH MMETh TeYaTHbIC W/WIIU AJICKTPOHHBIE 00pa3oBaTelbHBIC U
WHPOPMAITMOHHBIE PECYpPCHI Ui HCIOJIb30BaHUS B 00pa30BaTEILHOM IIpOIIECCe.
[Ipu dopmupoBanuu OubIHOTEYHOrO (hOHAA 00pa30BATENBHON OpraHu3aluen
BBIOWpaeTCd HE MEHEE OJIHOTO WM3JaHWs M3 TEPEUMCICHHBIX HIDKE NMEYATHBIX U
(M) DIEKTPOHHBIX W3JIAHWWA B KaueCTBE OCHOBHOTO, MPHU ATOM CIUCOK MOXKET
OBITH JOTOTHEH IPYTUMHU U3TaHHSIMHU.

3.2.1. OcHOBHBIE NIeYaTHbIE U IJIEKTPOHHbIE U3IAHUA
1. TIpozoBa, O.C. Jlenonpous3BOACTBO : Y4YEOHUK JJIS  CPEIHETO

npodeccronansHoro ooOpazoBanus/ O. C. I'po3oBa. — 2-e wu3a. — Mocksa :
NznarensctBO FOpaiit, 2025. — 131 ¢. — (IIpodeccuonansHoe oOpazoBaHue). —
ISBN 978-5-534-15986-8. — Tekct : oanekrpoHHslii // OOpa3zoBareibHas

matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/563440

2. AOGymamze, /[ I JlokymMeHTallMOHHOE oOecleueHrue ympaBIICHUS
NEPCOHANIOM :  y4eOHMK W  mpakTukym ansa  By3oB/ [ I'. AGynanse,
U. b. Bempsxkuaa, B. M. MacnoBa. — 3-e usa., nepepad. u jgorn. — Mocksa :
M3narenscTBo Opaiit, 2025. — 374 c. — (Bricmiee obpazoBanue). — ISBN 978-
5-534-16669-9. — Tekct : anexTponnsiii // OOpa3zoBarensHas mwiargopma FOpait
[caitT]. — URL: https://urait.ru/bcode/560795

3. Hoponuna, JI. A. JIokyMEHTaUMOHHOE OOECIEUYECHUE YINPABICHUS :
y4eOHUK M TPAKTUKYM JUIsl CpeIHero mnpogecCHuoHalIbHOro oOpa3oBaHus /
JI. A. loponuna, B. C. UputukoBa. — 2-e¢ u3f., nepepad. u gon. — Mockaa :
N3narensctBo FOpaiit, 2025. — 270 ¢. — (IIpodeccuonanpHoe oOpazoBaHue). —
ISBN 978-5-534-16017-8. — Tekct : oanektpoHHblidi // OOpa3zoBarenabHas
miargopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/563264

4. KopueeB, /. K. JlokyMeHTaMOHHOE OOECIEYEHUE YIPABJICHHUS :
y4eOHUK M TPAKTUKYM JUIsl CpelHero mnpodecCHuoHaIbHOro o0pa3oBaHus /
. K. Kopnees, A. B. ITmienko, B. A. Mamypues. — 3-e u3n., nepepad. u A0m. —

MockBa : WzmarenbctBo IOpaiit, 2025.— 438 c.— (IIpodeccrnonanbpHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct : D2JICKTPOHHBIN //
OO6pazoBaTenbHas matgopma Opaiit [caiit]. —

URL: https://urait.ru/bcode/563193
5. Kysneuo, H. H. JIOKyMEHTallMOHHOE OOECIEYEHHUE YIIPABICHUS.
JIOKyMEHTOOOOpOT M JETOMPOU3BOJICTBO | YUCOHUK M MPAKTUKYM JIsl CPEIHETO
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npodeccuonansHoro ooOpazoanusi/ W. H. Ky3nenos. — 5-e u3n., mepepad. u
non. — Mocksa : M3marensctBo FOpaiit, 2025. — 425 ¢. — (IIpodeccronanbpHoe
obpazoBanue). — ISBN 978-5-534-20025-6. — Tekct : DJJIEKTPOHHBIN //
OG6pa3zoBarenbHas matgopma Opaiit [cailt]. —
URL: https://urait.ru/bcode/581141

3.2.2. /lonoJiHUTEIbHbIE HCTOYHUKH

1. Konctutynusa Poccuiickonn @enepannn

2. I'paxnanckuii komekc Poccuiickoit depepamuu, u4. 1, 2, 3, 4 (B
JEeNUCTBYIOIIEH PeIaKIINM )

3. TpynoBoii kogekc Poccutickoit deneparuu ot 30 nexadps 2001 r. N 197-
@3 (TK PD) (B neiicTByIOIICH peIaKIIUN)



https://urait.ru/bcode/581141
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4. KOHTPOJIb 1 ONEHKA PE3YJIBTATOB OCBOEHUA

TV CTUTILIAHBI

Pe3ynbrathl 00yueHwust

Kpurepuu oneHku

MeToBI OIIEHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUIIJIMHBI

3HaTh:

MIOHSATHE, LEJH, 3a/1a41 U
TIPUAHITAIIBL
JIeNIOTIPOU3BO/ICTBA;
OCHOBHBIE TTOHSTHS
JIOKYMEHTAIHOHHOTO
o0ecrnieueHus ynpaBIeHUs;
CHCTEMBI
JOKYMEHTAIHOHHOTO
obecrieyeHus yrpaBieHHs;
KJIaCCU(PUKAITHIO
JIOKYMEHTOB; TPEOOBaHUS K
COCTaBJICHUIO 1 0()OPMIICHUIO
JIOKYMEHTOB; OPTaHU3aLHIO
JIOKYMEHTO000pOTa: TIPUEM,
00paboTKa, perucTpanus,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKJIaTypa
Jen

JEMOHCTPHUPYET 3HAHHE
OCHOBHBIX IIOHSTHH,
NPUMEHSIEMBIX TIPU
OpraHu3aIu
JIOKyMEHTO000pOTa Ha
NpeNpUSTHH;
JEMOHCTPHUPYET 3HAHHE
1ene, 3a1a4 ¥ NPUHIIMIIOB
JIeTTOTIPON3BOICTBA;
JIEMOHCTPHUPYET 3HAHHUE
CHUCTEMBI
JOKYMEHTAIUOHHOT'O
oOecrieueHus ynpaBieHUs;
JIEMOHCTPHUPYET 3HAHHUE
KJIaCCU(UKALUU TOKYMEHTOB,
TpeOOBaHUI K COCTABICHUIO U
0(OPMIICHHUIO IOKYMEHTOB;
JIEMOHCTPUPYET 3HAHHUE
OpraHu3aIH
JIOKYMEHTO000pOTa: MIPHEM,
00paboTka, perucrparus,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIaTypa
Jel

YcTHBI onpoc.
TectupoBanue.
KonTponbHble paboThI.
[TpoBepouHble pabOTHI.
OneHka BbITOTHEHUS
IIPAKTUYECKOT0 3aJaHUs

HepequL YMGHHﬁ, OCBAMBACMBIX B paMKaX JUCIHMIIJIMHBI

YMeTs:

0o(pOpMIIATH TOKYMEHTAIHIO B
COOTBETCTBUU C HOPMaTUBHOU
0a30i1, B T.4. UCIIOJIb3YsI
MH(POPMAaLMOHHbIE
TEXHOJIOTHH; YHU(DUIIUPOBATH
CUCTEMBI JIOKYMEHTAIIHH;
OCYIIECTBIISATh XpPaHCHHUE U
MOVCK IOKYMEHTOB;
OCYIIECTBIISATH
aBTOMATH3AIHIO 00pabOTKH
JIOKyMEHTOB; UCTIOJIb30BaTh
TeJIeKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO0000pOTe

JIEMOHCTPHUPYET YMECHHE
0(QOpMIISITH TOKYMEHTAIUIO B
COOTBETCTBUU C HOPMATUBHOU
0a30M, B T.4. UCIIOJIb3YSI
UH(POPMALIMOHHBIE
TEXHOJIOTHH; IEMOHCTPUPYET
yMeHHe YHUDUITUPOBATH
CUCTEMBI JIOKYMEHTAIIHH;
JEMOHCTPHUPYET YMEHHE
OCYIICCTBIIATh XpaHECHUE H
MOUCK JIOKYMEHTOB;
JIEMOHCTPHPYET YMCHHE
OCYIIECTBIIATh
aBTOMATHU3AINI0 00pabOTKH
JIOKYMEHTOB; IEMOHCTPUPYET
YMEHHE HCITOJIb30BaTh
TEJIeKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B AJICKTPOHHOM
JIOKYMEHTO0000pOTE

DKcrepTHOE HAOIIOICHUE U
OLICHUBAHUE BHITIOJTHEHUS
WHIUBUAYATbHBIX U
rpynnoBbIX 3a1anuii. O1ieHka
pe3yibTaTa BBIMOJIHCHUS
MPaKTUYECKHUX PadoT.
Texymmii KOHTPOJIb B (hopme
cobeceToBaHuUs, PEIICHHS
CUTYallMOHHBIX 33/1a4.
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