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PaGouas mporpamMma AMCIUIIIMHBI OJI00peHa Ha 3acelaHuu Kadeapbl
PKOHOMMKHU U OyXTaJTEepCKOro yyera.

[Tpotokon ot 27.12.2022 Ne 5.

3aBeayromuii kKaheapon H.IT. Cemeiiknna

(3aHMMaeMast JOJDKHOCTB) (MHULHATEI, aMIIIHs)

Pa3paboTumk: <7
[IpenogaBaTeib V%24 T.H. Boranosa

(3aHMMaeMasi J0JKHOCTD) (‘ﬁonnnﬁ) (MHUIMANKI, haMUINs)



1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI
JUCHUIIIAHBI

OI1. 04 JlokyMeHTAIIMOHHOE 00ECIIEUEHNE VIIPABICHUS
(MHJEKC, HANMECHOBAHUE JTUCITUTIIMHBI)

1.1. MecTo OMCHUIVIMHBI B CTPYKTYpe OCHOBHOII 00pa3oBaTe/bHOM
MPOrpaMMbl:

VYyebnass aucnuimHa «JloKyMEHTAIMOHHOE OOecCIeueHue YIpaBICHUS
SBIISIETCSL 00S3aTENBbHOM YacThi0 OOHIEMPOPECCHOHATBHOIO LHUKIA MPUMEPHON
OCHOBHOW o0OpasoBarenbHON mporpammbl B cooTBercTBuM ¢ PI'OC CIIO mo
CHELUATbHOCTH.

Ocoboe 3HaueHne AUCIUILUIMHA UMEET NIpu popMUpoBaHuU U pa3Butuu [1K

1.1, IIK.1.3, OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

Kon
HanMmeHoBaHne KOMIETEHITNN
KOMIIETEHIINHU
OK 01 Br16upath ciocoObI penieHus 3a1a4 npodecCHOHaIbHOM IS TEIIBHOCTH

MMPHUMCHUTCIIBHO K PA3JIMYHBIM KOHTCKCTAM;

Hcnonp30BaTh COBpeMEHHBIE CPEICTBA MOMCKA, aHAIU3a U HHTEPIPETAIIH
OK 02 nHpopmanuu 1 uHGOPMAITMOHHBIE TEXHOJIOTHH JIJIS1 BBITIOJHEHHUS 3a/1a4
npoecCHOHANBHOM e TeNbHOCTH,

HJ'IaHI/IpOBaTB H PCAJIM30BLIBATDH COOCTBEHHOE HpO(i)CCCI/IOHaJIBHOC n
JJUMYHOCTHOC pa3sBUTHUC, IPCAIIPUHUMATCIIECKYIO ACATCIbHOCTD B

OK 03 npodeccuoHansHOM chepe, UCIONIb30BaTh 3HAHUA 110 PUHAHCOBOI rPaMOTHOCTHU
B PA3JIMYHBIX )KU3HEHHBIX CUTYALIUSIX;

OK 04 O} dexTuBHO B3auMOIEHCTBOBATh U PabOTATh B KOJUIEKTHBE U KOMaHJIE
OcCy1ecTBISATh YCTHYIO U TUCBbMEHHYIO KOMMYHHKAIUIO HA TOCYAapCTBEHHOM

OK 05 a3bike Poccuiickoit denepanyy ¢ y4eToM 0COOEHHOCTEN COLMATIbHOTO U
KYJIbTYPHOTO KOHTEKCTa

OK 09 [Tonp3oBaTbest MpodeccuoHanbHOM JOKYMEHTalMe Ha rocy1apcTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

K 1.1 OcCy1IecTBIATh CONPOBOXKIEHUE, B TOM YUCIIE JOKYMEHTAlMOHHOE, IPOLIELyPBI
3aKYTIOK.

IIK 1.3 OcyecTBISITh JOKYMEHTAlMOHHOE CONPOBOXKACHHUE CKIIAJCKUX ONEpaLnil.

1.2. Illeqb ¥ UIAHUPYeEMBbIe Pe3yJIbTATHI OCBOCHUS TN CHUIINHBI:
B pamkax nporpamMmbl ya4eOHOM TUCHUTIITUHBI 00y4YalOIUMHCS OCBABAIOTCS
YMEHHUSI ¥ 3HAHUS

Kon YMenus 3HaHuA
I1K, OK

IK.1.1 0pOpMIIATH TOKYMEHTAIMIO B | TIOHATHE, 1IEJTH, 33791 U
I1K.1.3 COOTBETCTBUM C HOPMAaTUBHOM | IPUHIUIIBI
OK 01 0a30M, B T.4. UCTIOJIb3YS JIETTONTPOU3BOJICTBA;
OK 02 nH(pOpPMaIMOHHbIE OCHOBHBIE IIOHATHS
OK 03 TEXHOJIOTHH; JIOKYMEHTAllMOHHOTO
OK 04 YHU(PUIUPOBATH CUCTEMBbI o0ecrneyeHnst ynpaBJIeHus;




OK 05
OK 09
JIP 13
JIP 14
JP 15

JOKYMEHTAITUH;
OCYIIECTBISITH XpPAaHEHHUE U
MTOMCK JIOKYMCHTOB;
OCYIIECTBIISITh
aBTOMATHU3AIMI0 00pabOTKH
JIOKYMEHTOB;

HCIIOJIB30BAaTh
TEJICKOMMYHUKAITMOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM
JOKYMEHTO000pOTe

CUCTEMBI
JOKYMEHTAIMOHHOTO
o0ecrieueHHs yIpaBIICHUS;
KJIacCU(UKALUIO JTOKYMEHTOB;
TpeOOBaHUS K COCTABIICHUIO U
0(OPMIICHHIO IOKYMEHTOB;
OpraHu3aIUIo
JIOKYMEHTOO00pOTAa: TIPUEM,
00paboTKa, perucrparus,
KOHTPOJIb, XPAaHCHUE
JIOKYMEHTOB, HOMCHKJIATypa
Jen




2. CTPYKTYPA U COAEP/KAHUE JUCIIUITJIMHBI

2.1. O0bemM TUCUMILIMHBI U BUABI Y4e0HOI pa0doThI AJ151 04HOH GOpMBbI

o0yuyeHust

Bun yuebHoi paboThI O6bpeM gacoB
MakcumaibHas yueOHast Harpy3Ka (Bcero) 32
O0bs3arenpHbIC ayAUTOPHBIC yueOHBIE 3aHsTHS (BCETO) 32
B TOM YHCIIE:

JAeKyuu 16

npakmudeckue 3aHamust (8 Mom YUcie NPOMENCYMOYHAS AMmmeCcmayus) 16
CamocTosiTenbHas pabota o0yuatronierocs (BCero) -

[TpomexxyTouHas aTTecTauus B GopMe umoz060i KOHMpPOabHOU pabombl

2.2. O0beM TUCHUILIMHBI U BUJBI Y4eOHOU padoThI /15 3204HOH (popMbI

o0yueHust

Buy yuebHoi pabOTHI O0Bem yacoB
MakcuManbHas yaeOHasl Harpy3ka (Bcero) 32
O0s13aTeNnbHBIC Ay TUTOPHBIE YYeOHBIC 3aHATHUS (BCETO) 8
B TOM YHCIIE:

JeKyuu 4

npakmuyeckue 3aHAmus (8 Mmom 4ucie nPOMelCymoyHas ammecmayus) 4
CamocTosiTenbHas pabota o0yuatonierocs (BCero) 24

[TpomexyTouHas arrecTanusi B GopMe 3auumul 0oMauitel KOHMPOAbHOU pabombl U UMO20801
KOHMPObHOU pabomul




2.3. TemaTu4yeckMid IJIAH M COAEPKAHNE TUCIUIUIMHBI JJIA 0OYHOUH (POPMBI 00yUeHUs

Konp! koMITeTeHITNH,

HaumenoBanue paznenon O0BeMm (hopMHUPOBaHUIO
Copeprxkanne yueOHOTO MaTeprana u (POpMbI OpTaHU3AINH A TETFHOCTH 00YJIarOIINXCS
U TeM 4acoB | KOTOPBIX CIIOCOOCTBYET
3JIEMEHT POTPaMMBI
Paznen 1. Opranuzanus JOKyMEHTOO00pOTa Ha MIPESATIPUITHN 4/2
Conepxanue yueOHOro MaTepuana
3HaueHne W COoAepXKaHWe TUCIUIUTUHBI «/OKyMEeHTarMoHHOEe oOOecleueHne YIpaBICHHS.
IloHsiTHE TEPMHUHOB «IOKYMEHT», «IOKYMEHTHPOBaHHE», «IOKYMEHTAlMOHHOE OOecledeHne
yrOpaBicHus». YHU(QUKANUA W CTaHJAPTU3AlMU  YIPABICHYCCKUX JOKYMEHTOB. OCHOBHBIC 2 IIK.1.1, TIK.1.3, OK 01,
Tema 1.1. JlokymMeHT u MOHATHUS Jeionpou3BoacTBa. Knaccudukaims 10KkyMeHTOB opranu3anuu. OyHKIUU JOKYMEHTOB. OK 02, OK 03, OK 04,
cucrema gokymeHTtanuy | [loHATHE M cOCTaB PEKBU3UTOB NOKyMeHTa. CXEMBI PacION0OKeHU peKBU3UTOB. IloHATHE U BUIBI OK 05, OK 09, JIP 13,
0JIaHKOB JOKyMEHTOB. HopMaTnBHO-TIpaBOBOE 0OecrieyeHre IEeIONPOU3BOJICTRA. JIP 14, JIP 15
Jlexun 2
[TpakTHdeckoe 3aHsITHE
CamocTosiTenpHas paborta
Copep:kanne yueOHOTO MaTeprala
[lonsTHE ® TPUHOUNBI OpraHu3amuu  JoKymeHTooOopora. CoctaB M yder oObema
JIOKYyMEHT0000poTa npeAnpuaTuii. Opranusanus padoThl ¢ BXOJAIICH, UCXOASIICH U BHYTPSHHEH
Tea 1.2. Ovranmsa nokymeHranueld. KoHTponb ucnoigHeHus JOKyMeHTOB. PaboTa ¢ BHYTPEHHHUMH JOKYMEHTAaMHU. 4 [IK.1.1, TIK.1.3, OK 01,
Ma 1.2. Opranuzanus
p 1 ba3pl jaHHBIX 111 XpaHEHUs TOKYMEHTOB. 3aKOHOJATENIbHBIE aKThl 1 HOPMATUBHO-METOIUYECKUE OK 02, OK 03, OK 04,
JIOKYMEHTO000pOTa Ha
JOKYMEHTBI 10 apXMBHOMY XpaHEHHWIO JOKyMeHToB. Pabora ¢ 3ampocamu. Paborta c OK 05, OK 09, JIP 13,
MPEPUATHN
ANEKTPOHHBIMU TOKYMEHTaMHU. JIP 14, JIP 15
Jlekuun 2
ITpaktuueckoe 3ansitue Nel Pabora c 3ampocamu 2
CamocrosiTensHas paboTa
Pasnen 2. Busbl JOKYMEHTOB M HOPSIOK PAa0OTHI ¢ HUMH 12/14
Copepxkanne yueOHOTO MaTepuana
OpranuzaioHHbIE  JOKYMEHTHI —  YCTaB, yUYpEIUTENIbHBIE  JIOTOBOpP,  TIOJOXCHHE.
PacnopsautensHble TOKYMEHTHI — MPUKa3, paclopsbkeHue, yKa3aHue, TOCTaHOBIEHUE, pelleHne 12
Tema 2.1. psix JIOKY o p aq)p p > Y > p Y s MK.1.1, TIK.1.3, OK
UHCTPYKIUS, TpoTokos. CrnpaBoYHO-WH(POPMAIMOHHBIE JIOKYMEHTBHI: CIy)XeOHas 3alucKa
OpraHH3aIHOHHO- PYKIHA, - TP P p Y Y ’ 01, OK 02, OK 03, OK
00BsSICHUTENIbHAS 3aIMCKa, aKT, CIIPaBKa, CIIy>KeOHbIEC MHUChMa
pacnopsiauTENbHBIE Texunn 7 04, OK 05, OK 09, JIP
JOKYMEHTBI
Y ITpakTHYECKHE 3aHATHS 13, JIP 14, JIP 15
[Ipaktrueckoe 3anatue Ne 1. CoctaBieHue u 0opMIICHHE PACTIOPSHKCHIS 8

HpaKTI/I‘IeCKOG 3ansaTue Ne 2. CocTaBlieHUE B 0(1)0pMJ'IeHI/I€ JCJIOBBIX ITHCEM




ITpaktuueckoe 3ausitue Ne 3. OdopmieHne cupaBoK, JOKIAJHOH U CITy>KeOHOW 3alMCKH, aKTa

CamocTosTeapHas pa60Ta

Copep:xanne yueOHOTO MaTeprala

JoxyMeHTHpOBaHHE TPYMOBBIX MpaBooTHOmeHnd. CoctaB u ocoOeHHOCTH O¢hOpPMIICHHUS

JOKYMEHTOB TI0 JTUYHOMY cocTaBy. KommiekroBanue nuuHoro jaena. ABroomorpadus. Pesrome. 8

3asiBiieHue o nmpueMe Ha padory. [Ipukasel o muuHoMy cocraBy. lllTaTHOe pacniucanue. IIK.1.1, TIK.1.3, OK 01,
Tema 2.2. Kagposas Jlexmm 4 OK 02, OK 03, OK 04,
JOKYMEHTALUS IIpakTraeckoe 3aHITHE OK 05, OK 09, JIP 13,

IIpakTudeckoe 3ansaTtre Ne 4. OdopmMieHre MPUKa30B 10 THIHOMY COCTaBY. 4 JIP 14, JIP 15

IIpakTudeckoe 3ansaTre Ne 5. OdopmiieHne TpyZOBOTO AOTOBOpa, MPUKa3a O MpHeMe Ha padoTy,

odopMIIeHHE TPYAOBOH KHIKKH.

CamocrosiTensHas padoTa

Copep:kanne yueOHOTO MaTepuana

[lomsituss moroBopa. Buael moroBopoB. OOsi3aTenbHBIE PEKBU3UTHI JOTOBOpoOB. IlpaBmia

odopmienust moroBopoB. [IpaBuna odopmiieHHs MPETEH3MOHHBIX HHceM. DopMynsp HCKOBOTO 6

3asBlicHUs, TpeOoBaHUS K ero odopmicHuo. 3aKOHOJATEIbHBIE AaKThl W HOPMATHBHO- IIK.1.1, TIK.1.3, OK 01,
Tewma 2.3. JloroBopHo- METOJUYECKHE JOKYMEHTEHI 110 IOTOBOPHBIM JOKYMEHTAM. OK 02, OK 03, OK 04,
nmpaBoBasi JOKyMeHTalus | Jlekiuu 4 OK 05, OK 09, JIP 13,

[IpakTHyecKue 3aHITUS JIP 14, JIP 15

[IpaxTrueckoe 3arstre Ne 6. OdopMieHrEe TOroBOpa KyTLTH-TIPOIAXKH 2

ITpakTrueckoe 3anstue Ne 7. OdopmieHre U 00pad0TKa NPETEH3UOHHBIX TUCEM

CamocrosiTenpHast padoTa
[TpomexyTouHas aTTecTarys
Bcero 32




2.4. TemaTu4eCKHUil IVIAH U COAEPKAHNE TUCIUILINHBI VISl 3204HOH (DOpPMBI 00y4eHHUsI

Konp! koMIteTeHITNH,

HaumeHnoanue pasnenos Ob6Bem (hopMHPOBaHHIO
Copnepxanue yueOHOTo MaTepuaia v GOpMbI OpraHU3aNN AITEILHOCTH 00yYarOIuXCs
U TeM 4acoB | KOTOPBIX COCOOCTBYET
IEMEHT NPOrPaMMBbl
Paznen 1. Opranuzanus JOKyMEHTOO00pOTa Ha MPEATIPUITHN 2/-
Conepxanne yueOHOro MaTepuana
3HaueHWe M COIEpXKAaHWE MOUCLMIUIMHBL «/loOKyMeHTalMOHHOe O0ecHeueHne YIIPaBICHUS.
[loHATHE TEPMHHOB («JOKYMEHT», «IOKYMEHTHPOBAaHHE», «JOKYMEHTAllMOHHOE OOecreueHue
yhOpaBieHus». YHHQUKAIUS W CTaHAApPTU3ALUH YIPaBICHYECKHX JOKYMEHTOB. (OCHOBHEIC 4
MOHATHUSA Jenonpoun3BoacTea. Kinaccudukanus 1oKkyMeHTOB opranu3anui. OyHKIIMN JOKYMEHTOB. IIK.1.1, TIK.1.3, OK 01,
Tema 1.1. JJokyMeHT u IlonsaTHe M cocTaB peKBU3UTOB AOKYMEHTA. CXEMBI pacloyioKeHNsT peKBU3HTOB. [IoHATHE U BUIBI OK 02, OK 03, OK 04,
cucTeMa JOKyMeHTaluu | 6JaHKOB JOKyMeHToB. HopMmaTuBHO-TIpaBoBoe o0ecneueHre 1e0npOU3BOICTBA. OK 05, OK 09, JIP 13,
Jlexuuu JIP 14, JIP 15
IIpakTHyeckoe 3aHaTHe
CamocTosiTenpHas paborta
1.Pabota c peKOMEHIOBaHHOH Y4eOHOI TUTEpaTypOH; 4
2. IloaroroBka OKIaJI0B Ha TEMBI: «ITallbl HCTOPHS pa3BUTHUS JI€TIONPOU3BOACTBA B Poccumy.
Copnepxanue yueOHOro Marepuana
[lonsaTHE W TPUHLUIBI OpraHU3alMu  JoKymeHTooOopora. CoctaB M yder oObema
JIOKYyMEHT0000poTa npeAnpusaTuii. Opranu3anus padoThl ¢ BXOJAIICH, UCXOASIICH U BHYTPSHHEH
JnokyMmeHTtanued. KoHTposb HcnoigHeHus JOKyMeHTOB. PaboTa ¢ BHYTPEHHUMH JIOKYMEHTaMHU. 6
ba3bl gaHHBIX U1 XpaHEHHsT JOKYMEHTOB. 3aKOHOJATEIbHbIE aKThl 1 HOPMAaTUBHO-METOINUECKUE
JMIOKYMEHTBI TI0 apXWBHOMY XpaHEHHWIO JOKyMeHTOB. Pabora c¢ 3ampocamu. PaGora c [IK.1.1, TIK.1.3, OK 01,
Tema 1.2. Opranuzanus
50noTa 1A 3IEKTPOHHBIMHU JOKYMEHTaMH. OK 02, OK 03, OK 04,
iggﬁ;ﬁ;ﬁﬁﬂ p Jlekuun 2 OK 05, OK 09, JIP 13,
[IpakTuueckoe 3aHaTue JIP 14, JIP 15
CamocrosTensHas paboTta
1. PaGoTa ¢ HOpMaTUBHBIMH aKTaMH
2. lloaroroBka rpaduka TOKyMEHTO000pOTa 4
3. IloaroroBka 3ampocoB B pa3iIW4HbIC OPraHU3alMy 1 BEOMCTBA
4. CocTaBiieHrE OTBETOB Ha Pa3INYHbIE 3aIPOCHI
Paznen 2. Buapl JOKYMEHTOB U IOPSIOK PaOOTHI ¢ HUMHU 2/4
Tema 2.1. CopeprxaHue yueOHOIro Marepuaa IIK.1.1, TIK.1.3, OK 01,
OpraHu3anoHHO- OpraHuzallioHHblE  JAOKYMEHTBI —  YCTaB,  YUYpPEIUTENbHBIE  JOTOBOpP,  IOJOXKEHHE. 8 OK 02, OK 03, OK 04,
pacnopsiAuTeNbHbIE PacriopsauTensHble JOKYMEHTHI — MIPHUKa3, paclopshKeHUE, YKa3aHue, TIOCTaHOBJICHHE, PELIeHHE, OK 05, OK 09, JIP 13,
JIOKYMEHTBI WHCTPYKIMs, mpoTokos. CrpaBo4HO-MHQOpPMAIIMOHHBIE JOKYMEHTHI: CiIy)kKeOHasi 3aIucKa, JIP 14, JIP 15




OOBSICHUTEILHAS 3aIllMCKa, aKT, CIIpaBKa, CJ'Iy)Ke6HI)Ie nrucpbmMa

Jlekunu

TIpakTUyueckue 3aHsATUA

IIpaktraeckoe 3anrsitrie Ne 1. CocraBieHue U opopMIICHHE PacCTIOPSKEHHUS

2

[pakTrueckoe 3anstre Ne 2. CocTaBlieHUE B O(OPMIICHHUE JISTOBBIX TTHCEM

[Tpaktuueckoe 3ausitue Ne 3. OdopmieHne cupaBoK, JOKIaJHOH U CITy>KeOHOW 3alMCKH, aKTa

CamocrosTenpHas pabota

1. VI3yueHne HOpMaTUBHO-TIPABOBO 0a3bl 110 TeMe 6

2. VI3ydeHue yupeuTeNnbHbIX JOKYMEHTOB OpraHn3alin

Conepxanne yueOHOro MaTepuana

JlokyMeHTHpOBaHHE TPYAOBBIX MpaBooTHomeHnd. CocTtaB W 0COOCHHOCTH OGhOpMIICHHS 8

JIOKyMEHTOB TIO JINYHOMY cocTaBy. KomrmekroBanue TU4HOTO nena. ABroomorpadus. Pestome.

3asBnenue o npueMe Ha padboTy. [Ipukassl mo nuaHoMy coctay. lllTaTHOe pacnucanue.

Jlexun 2

[IpakTuueckoe 3aHaTue TIK.1.1, IIK.1.3, OK 01,
Tema 2.2. Kagposas Ipaktuueckoe 3ausaTue Ne 4. OQopmiIeHHE TIPUKA30B MO JIMYHOMY COCTABY. 9 OK 02, OK 03, OK 04,
JIOKYMEHTAaIHs [TpakTrueckoe 3anatue Ne 5. OdopmieHrne TpyI0BOro JOTOBOPa, MpHUKa3a O mpueMe Ha paborTy, OK 05, OK 09, JIP 13,

o(opMIICHUE TPYJOBON KHHKKH. JIP 14, JIP 15

CamocrosiTensHas padoTta

1. I3yueHne peKOMEHIyeMO JTUTEePaTyphl

2. PaboTa ¢ HOpMAaTUBHBIMHU aKTaMH. 4

3. CocraBieHue onucei sl TOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHHS JOKYMEHTOB, el T10

JMYHOMY COCTaBY.

Copepxkanne yueOHOTO MaTepuana

[lonsituss pmoroBopa. Buael moroBopoB. OOsi3aTenbHBIE PEKBU3UTHI J0TOBOpOoB. IlpaBmma

odopmienust poropopoB. [IpaBuia odopmiieHHs MPETEH3MOHHBIX IHceM. DopMynsp HCKOBOTO 6

3asBJICHUS, TpeOOBaHUs K ero oQopMICHHIO. 3aKOHOJATeNbHBIE aKThl W HOPMAaTHBHO-

METOJIUYECKHE JOKYMEHTEHI 110 JIOTOBOPHBIM JOKYMEHTAM. IIK.1.1, TIK.1.3, OK 01,
Tema 2.3. JloroBopHO- Jlexun OK 02, OK 03, OK 04,
mpaBoBas fokyMeHTanusa | [IpakTudeckue 3aHATHS OK 05, OK 09, JIP 13,

ITpaktuaeckoe 3ansTue Ne 6. OdopmieHre J0roBopa KyIIu-poaaxu JIP 14, JIP 15

IIpaktudeckoe 3austrie Ne 7. OdhopmieHre 1 00paboTKa MPETEH3MOHHBIX ITHCEM

CamocTosTenpHas paborta

1.M3y4yeHue peKOMEHLyeMOii IUTepaTyphl 6

2.PaboTa c HOpMATHBHBIMHU aKTaMHU.

IIpoMexxyTouHas aTTecTaius

Bcero

32




10
3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI INCHUIIJIMHBI

3.1. [Ina peanu3anuu NporpaMmbl y4eOHOW JUCHMIIMHBI JTOJIKHBI
OBITH PeAyCMOTPEHBI CJIeAyIoNIUe cieHaJIbHbIe OMelleHN s :

Kabuner «JlokyMeHTallUOHHOTO OOecIeYeHusl yNpaBiIeHUs», OCHAICHHBIH
o0opyZ0oBaHUEM: JTIOCKa y4yeOHasi, paboyee MECTO MpernoiaBaress, CTONbI, CTYJIbs
(Mo yuciay 00y4aroluxcs), TEXHUYECKUMH CPEJICTBAMH: KOMITBIOTED C JIOCTYTIOM K
UHTEPHET-pecypcaM, CpeACTBa BU3yalu3allii, HATJIsIIHbIE TIOCOOUSI.

3.2. UudopMmanmnonHoe odecnevyeHue peain3auuy NporpaMmbl

Jist  peanuzanmm  mporpaMMbl  OMOIMOTEUHBIH (HOHI 00pa30BaTEILHOM
OpraHM3alMy JOJDKEH WMETh MeYaTHhIC W/WIIHM 3JIEKTPOHHBIE 00pa3oBaTelbHbIE U
uH(GOPMAIIMOHHBIE PECYPCHI AJI UCIOJIb30BaHUS B 00pa30BaTENLHOM IMPOIIECCE.
[Ipu dopmupoBanuu OuGIHOTEUHOrO0 (DOoHIAa 0Opa3oBaTEILHON OpraHu3aluen
BbIOHMpAETCs] HE MEHEEe OJHOIO W3/IaHUsl U3 IEPEUMCIICHHBIX HIKE MEYaTHBIX U
(unM) SJIEKTPOHHBIX W3/IaHUN B KAaue€CTBE OCHOBHOI'O, MPHU 3TOM CIHCOK MOXKET
OBITH JOTOJIHEH IPYTUMHU U3TaHUSIMHU.

3.2.1. OcHOBHBbIE eYaATHbIE U JJIEKTPOHHbIE U3TAHUS
1. I'po3zoBa, O. C. Jlemonpou3BOJCTBO : y4eOHOE MOCOOHE JJIs CPEIHETO

npodeccuoHanbHoro oopazosanus / O. C. I'po3zoBa. — Mocksa : M3naTenbcTBo
FOpaiit, 2021. — 126 ¢. — (IIpodeccuonanbroe obpazoBanme). — ISBN 978-5-
534-08211-1. — Texkcrt : snexTpoHHBIH // OOpa3oBarenpHas maatdopma FOpaiit

[catit]. — URL.: https://urait.ru/bcode/472842.

2. JlokyMeHTallMoHHOe oOecrnieueHue ympapieHus. CocTaBlieHHE U
oopMIIeHUE JETOBBIX HOKYMEHTOB : yueOHoe mocooue st CIIO / cocraButenu
E. U. bammakoBa. — CapatoB, Mocksa : [IpodoOpazoBanue, At [lu Ap Menua,
2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497- 0964-6. — Tekcr :
AJIEKTPOHHBIN // DNEKTPOHHBIN pecypc nudpoBoit obpazoBarensHoit cpeabt CI1IO
PROFo6pazosanue : [caiit]. — URL.: https://profspo.ru/books/103343

3. Hoponuna, JI. A. JlokymeHTallmoHHOE OOECIeYeHHE YIpaBICHUS :
y4eOHUK U MPAKTUKYM IS CpeaHero npodeccuoHaibHoro obpazoBanus / JI. A.
Hoponuna, B. C. UputukoBa. — Mocksa : U3narensctBo FOpaiit, 2021, — 233 c.
— (ITpodeccnonansuoe obpazoBanne). — ISBN 978-5-534-05783-6. — Tekcer :
aneKkTpoHHbI // OOpaszoBarenwHas 1atdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802

4. Kopuees, U. K. JlIokyMeHTallMOHHOE 00€CTIeUeHNE YIIPABICHHUS ;| yUeOHUK
U MPaKTUKYM JJi cpeaHero npodeccuonanbHoro odpaszoBanus / U. K. Kopuees,
A. B. Ilmenko, B. A. Mamypues. — 2-e¢ uza., nepepadb. u mon. — MockBa :
N3narenscTBo IOpaiit, 2021. — 384 ¢. — (IlpodeccnonanpHoe oOpazoBaHue). —
ISBN 978-5-534-05022-6. — Tekct : oamexktpoHHblii // OOpa3zoBarenbHas
wiatdopma FOpaii [caiir]. — URL.: https://urait.ru/bcode/472550

5. KyszuenoB, N. H. JloxkymeHTarmonHoe oOecrieueHrue YIpaBICHUS.
JIoKyMeHTOOOOPOT U JEIOMPOU3BOACTBO : YUEOHUK M MPAKTUKYM JJISi CPEIHETrO
npodeccuonansuoro oopazosanus / . H. Ky3neros. — 3-e uzn., nepepald. u gor.



https://urait.ru/bcode/472842
https://profspo.ru/books/103343
https://urait.ru/bcode/473802
https://urait.ru/bcode/472550
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— Mocksa : M3gatensctBo HOpaiit, 2021. — 462 c. — (Ilpodeccronanshoe
obpazoanue). — ISBN 978-5-534-04604-5. — Tekctr : 2JIEKTPOHHBIN //
Oo6pazoBaTenbHas iatgopma Opaiit [caiT]. — URL:

https://urait.ru/bcode/470020

6. KysnemoBa, M. B. JlokymeHTallmoHHOE O0OECIICUCHHUE YIMpPABIICHUS :
yauebHoe nocodue s CIIO / U. B. Kysnenona, I'. A. XauatpsH. — 2-¢ uza. —
Caparos : IIpodobpazosanue, Ait [1lu Op Menua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : 3MEKTPOHHBIA // DIEKTPOHHBIN

pecypc mmudpoBoit oopazoBatenbHon cpenbl CIIO PROFo6pa3oBanue : [cait]. —
URL: https://profspo.ru/books/80326

3.2.2. /lonoJHUTEIbHBbIE HCTOYHUKH

1. Konctutynusa Poccuiickon denepannn

2. I'paxnanckuii komekc Poccuiickoit ®enepanmm, 4. 1, 2, 3, 4 (B
JEHUCTBYIOIEH pelaKIIim)

3. Tpynosoit koaekc Poccutickoii deneparuu ot 30 nexkadbps 2001 r. N 197-
@3 (TK P®D) (B aeiicTByrOIICH peaaKIIim)


https://urait.ru/bcode/470020
https://profspo.ru/books/80326
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4. KOHTPOJIb U OIIEHKA PE3YJIBTATOB OCBOEHUA

TV CHUILIAHBI

Pesynbrarel 00yueHus

Kputepuu oneHku

MeTtoarb! orieHKH

HepequL 3HaHHfI, OCBAMBACMBbIX B paMKax JUCHUIIJIMHBI

3HaTh:

MIOHATHE, LENH, 3a/1a41 U
TPUHIUITBL
JIeJTOTIPOU3BOICTBA; OCHOBHBIE
MOHATHUS TOKYMEHTAIIMOHHOTO
oOecrnieueHus ynpaBIeHUS;
CHCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrieueHUs yIpaBIICHHS,
KJIacCU(UKAIUIO IOKYyMEHTOB;
TpeOOBaHUS K COCTABICHHUIO H
0(hOPMIICHUIO TOKYMEHTOB;
OpraHu3aIuIo
JIOKYMEHTOO00O0pOTa: TIPUEM,
00paboTKa, perucrparus,
KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMCHKJIATypa
nen

JIEMOHCTPHUPYET 3HAHHE
OCHOBHBIX IIOHSITHH,
MPUMEHSIEMBIX TTPH
OpTraHu3aII’
JOKYMEHTO000pOTa Ha
MIPEANIPUSATHH,
JIEMOHCTPHUPYET 3HAHHE
Lesnen, 3a1a4 U IPUHLUIIOB
JIeTIOTIPOU3BOJICTBA;
JEMOHCTPHUPYET 3HAHHE
CHCTEMBI
JOKYMEHTAIMOHHOTO
oOecIeUYeHus yIpaBIICHHS,
JIEMOHCTPHUPYET 3HAHHE
KJ1accu()UKALUU TOKYyMEHTOB,
TpeOOBaHMIT K COCTABJICHHIO H
o(hopMIICHHIO TOKYMEHTOB;
JIEMOHCTPHUPYET 3HAHHE
OpraHu3aIu
JIOKYMEHTO000pOTa: TIPHEM,
00paboTKa, perucrparus,
KOHTPOJIb, XpaHECHUE
JIOKYMEHTOB, HOMEHKJIATypa
Jen

YcTHbIi onpoc.
TectupoBanue. KontponsHbie
pabotsl. [IpoBepounsbie
paboTel. O1ieHKa BBIMOTHCHHUS
MIPAKTUYECKOT0 3aJaHus

HepequL yMCHHﬁ, OCBAaNBACMbIX B paMKax NUCHUIIJINHBI

YMers:

0hOpMIIATH TOKYMEHTAIUIO B
COOTBETCTBUM C HOPMATHUBHOM
0a30ii, B T.4. UCTIOJIb3YS
MH(pOpMallMOHHbIE
TEXHOJIOTUH; YHU(PUIIUPOBAThH
CHCTEMBI JOKYMEHTAIIHH;
OCYILECTBIISATh XPAaHEHUE U
MIOWCK JJOKYMEHTOB;
OCYILECTBIISATh
aBTOMAaTHU3aINI0 00pabOTKH
JIOKYMEHTOB; MCII0JIb30BaTh
TEJIEKOMMYHUKAI[TOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKyMEHTO0000pOoTe

JIEMOHCTPUPYET yMEHHE
0pOpMIIATH TOKYMEHTAIUIO B
COOTBETCTBUM C HOPMATUBHOM
0a30ii, B T.4. UCTIOJIb3Ys
nH(pOpMaLIMOHHBIE
TEXHOJIOTHH; IEMOHCTPUPYET
yMeHHE YHU(ULIUPOBATH
CHCTEMBI JJOKYMEHTAI1H;
JIEMOHCTPUPYET yMEHHE
OCYILECTBIATh XpaHEHUE U
MOMCK JJOKYMEHTOB;
JIEMOHCTPUPYET yMEHHE
OCYILIECTBIISTh
aBTOMaTH3alni0 00paboTKU
JTOKYMEHTOB; IEMOHCTPUPYET
YMEHHUE UCIIOIb30BaTh
TEJIIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTO000poTe

DKcrepTHOE HAOIIOIEHUE U
OLICHMBAHHE BBITOJHECHHS
WHIUBHIyIbHBIX U
rpynnoBbIX 3aaaHuil. O1eHka
pe3ysbTaTa BHIIOTHEHUS
NPaKTHYECKUX padoT.
Texyuuii KOHTpoOIb B (hopme
cobeceJoBaHuUs, peIIeHUs
CHUTYallMOHHBIX 3a7a4.
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