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PabGouass mporpamMma AMCIUIUIMHBI OJI00peHa Ha
PKOHOMMKHU U OyXTaJTEepCKOro yyera.

[Tporokon ot 20.12.2023 1. Ne 5.

3aBeayromuii kKaheapon

3aceqaHuu  Kadeapsl
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(3aHMMaeMast JOJDKHOCTB) (moamuce)
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H.I1. CemelikuHa, nipenogaBarteib

(MHUTMANEI, (haMUTHs)



1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI
JUCHUIIIAHBI

OI1. 04 JlokyMeHTAIIMOHHOE 00ECIIEUEHNE VIIPABICHUS
(MHIEKC, HANMEHOBAHHE JUCITUIINHBI)

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

VYyebnass aucnuiimHa «JlOKyMEHTAIMOHHOE OO0EeCreYeHUEe YIIPaBICHUS
SBIISIETCSL 00S3aTENBbHOM YacThi0 OOHIEMPOPECCHOHATBHOIO LHUKIA MPUMEPHON
OCHOBHOHM o0OpasoBarenbHOi mporpammbl B cooTBerctBuH ¢ PI'OC CIIO mmo
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 ciocoOsI penieHus 3a1a4 npodecCHoOHaIbHOM AeSITEIIBHOCTH

MMPHUMCHUTCIIBHO K PA3JIMYHBIM KOHTCKCTAM;

Hcnonp30BaTh COBpEMEHHBIE CPE/ICTBA TIOUCKA, aHAIM3a  UHTEPIIPETAIIH
OK 02 nHpopmanuu 1 uHGOPMAITMOHHBIE TEXHOJIOTHH JIJIS1 BBITIOJHEHHUS 3a/1a4
npoecCHOHANBHOM e TeNbHOCTH,

HJ'IaHI/IpOBaTB H PCaJIM30BLIBATDH COOCTBEHHOE HpOCI)GCCI/IOHaHLHOG u
JJUMYHOCTHOC pa3sBUTHUC, IPCAIIPUHUMATCIIECKYIO ACATCIbHOCTD B

OK 03 npodeccuoHansHOM chepe, UCIONIb30BaTh 3HAHUA MO (PUHAHCOBOUM IPaMOTHOCTH
B PA3JIMYHBIX )KU3HEHHBIX CUTYALIUSIX;

OK 04 DddexTuBHO B3auMoIeHCTBOBATh U pabOTATh B KOJUIEKTHBE M KOMaHIe
OcCy1ecTBISATh YCTHYIO U TUCBbMEHHYIO KOMMYHHKAIUIO HA TOCYAapCTBEHHOM

OK 05 s3bike Poccuiickoit denepanyy ¢ yueToM 0cOOEHHOCTEH COIMaIbHOTO U
KYJIbTYPHOTO KOHTEKCTa

OK 09 [Tonp3oBaTbest MpodeccuoHanbHOM JOKYMEHTalMe Ha rocy1apcTBEHHOM U
WHOCTPAHHOM SI3bIKAX.

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

IIK 1.3 OcyecTBISITh JOKYMEHTAlMOHHOE CONTPOBOXACHNUE CKIIAJACKUX ONEpaluil.

1.2. Illeqb ¥ UIAHUPYeEMBbIe Pe3yJIbTATHI OCBOCHUS TN CHUIINHBI:
B pamkax nporpammbl y4eOHOM TUCIUTUTMHBI 00y4YalOIIUMHKCS OCBAaUBAIOTCS
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 ITIOHATHS
OK 03 TEXHOJIOTHH; JIOKYMEHTAllMOHHOTO
OK 04 YHUGPUIUPOBATH CUCTEMBI 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
0(OPMIICHHIO IOKYMEHTOB;
OpraHu3aIUIo
JIOKYMEHTOO00pOTAa: TIPUEM,
00paboTKa, perucrparus,
KOHTPOJIb, XpaHCHUE
JIOKYMEHTOB, HOMCHKJIATypa
Jen




2. CTPYKTYPA U COAEP/KAHUE JUCIIUITJIMHBI

2.1. O0bem TUCUMILIUHBI U BUABI y4e0HOI padoThI AJ1s1 04HOH GOpMBbI

o0yueHust

Bun yuebHoi paboThI O6bpeM gacoB
MakcumaibHas yueOHast Harpy3Ka (Bcero) 36
O0s3arenpHbIC ayAUTOPHBIC yueOHBIE 3aHsTHS (BCETO) 36
B TOM YHUCJIC:

JAeKyuu 20

npakmuyeckue 3aHAmus (8 mom 4ucie npoMelCcymoyHas ammecmayus) 16
CamocTosiTenbHas pabota o0yuatronierocs (BCero) -

[TpomexxyTouHas aTTecTauus B GopMe umoz060i KOHMpPOabHOU pabombl

2.2. O0beM TUCHUILIMHBI U BUABI Y4eOHO# padoThI /15 3204HO hopMBbI

o0yueHust

Buy yuebHoi pabOTHI O0Bem yacoB
MakcuManbHas yueOHasl Harpy3ka (Bcero) 36
O0s13aTeNnbHBIC Ay TUTOPHBIE YYeOHBIC 3aHATHUS (BCETO) 28
B TOM YHCIIE:

JeKyuu 4

npakmuyecKkue 3aHAmus (8 mom 4ucie npomMelCcymoyHdas ammecmayiis) 4
CamocTosiTenbHas pabota o0yuatonierocs (BCero) 28

ITpomexyTouHas arrecTauusi B GopMe 3auumul 0OMauiHel KOHMpPOoabHOU pabomol U UMO20601l
KOHMPObHOU pabomul




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

Konp! koMITeTeHITNH,

HaumenoBanue pasnenon 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.
[lonsiTHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHE», «IOKYMEHTAI[MOHHOE OOecreveHne
yrOpaBicHus». YHU(QUKANUA W CTaHJAPTU3AlMU  YIPABICHYCCKUX JOKYMEHTOB. OCHOBHBIC 6 IIK.1.1, TIK.1.3, OK 01,
Tema 1.1. JlokymMeHT u MOHATHUS Jeionpou3BoacTea. Kinaccudukanms T0KyMEHTOB opranu3anuu. OyHKIUU JOKYMEHTOB. OK 02, OK 03, OK 04,
cucrema gokymeHTtanuy | [loHATHE M cOCTaB PEKBU3UTOB NOKyMeHTa. CXEMBI PaCIONOKeHUA peKBU3UTOB. IIoHATHE U BUABI OK 05, OK 09, JIP 13,
0JIaHKOB JOKyMEHTOB. HopMaTnBHO-TIpaBOBOE 0OecrieyeHre IEeIONPOU3BOJICTRA. JIP 14, JIP 15
Jlexmu 4
ITpakTHueckoe 3aHsTHE 2
CamocTosiTenpHas paborta -
Copep:kanne yueOHOTO MaTeprala
[lonsTHE ® TPUHIOUNBI OpTraHu3amuu JoKymeHTooOopora. CoctaB M yder oObema
JIOKYMEHT0000poTa npeAnpusaTuii. Opranusanus padoThl ¢ BXOJAIICH, UCXOASIICH U BHYTPSHHEH
JnokyMmeHTtanueld. KoHTponb HcnoigHeHus: JOKyMeHTOB. Pabora ¢ BHYTpEeHHUMH JOKYMEHTAaMHU. 6 [IK.1.1, TIK.1.3, OK 01,
Tema 1.2. Opranusanus ba3bl qaHHBIX 11 XpaHEHUs TOKYMEHTOB. 3aKOHOJATEIbHBIE aKThl 1 HOPMATUBHO-METOIUYECKUE OK 02, OK 03, OK 04,
JOKYMEHTO000pOTa Ha JIOKyMEHTBI 110 apXUBHOMY XpaHEHHIO JOKyMeHTOB. Pabora ¢ 3ampocamu. PaGora ¢ OK 05, OK 09, JIP 13,
Tpe/HpHATII JJIEKTPOHHBIMU JTOKYMEHTaMHU. JIP 14, JIP 15
Jlekuun 4
ITpaktuueckoe 3ansitue Nel Pabora c 3ampocamu 2
CamocrosiTensHas paboTa -
Pasnen 2. Busbl JOKYMEHTOB M HOPSIOK Pa0OTHI ¢ HUMH 12/14
Copepxanne yueOHOTO MaTepuala
OpraHu3alMiOHHBIE  JOKYMEHTBI —  YCTaB, YYpEeOUTEIbHbIE  JIOTOBOpP,  MOJOXKEHHE.
Tema 2.1. PacriopsauTensHble JOKYMEHTHI — MPHUKa3, paclopshKeHUE, YKa3aHWe, TIOCTaHOBJICHHE, PEUIeHHE, 10 TIK.1.1, TIK.1.3, OK
OpranusamonHo- WHCTPYKIMS, TpoToKon. CrpaBoYHO-MHPOPMAIMOHHBIE JOKYMEHTHI: CiIy)kKeOHasi —3aIncka, 01, OK 02, OK 03, OK
00BsSICHUTENIbHAS 3aIMCKa, aKT, CIIPaBKa, CIIy>KeOHbIEC MHUChMa
pacnopsaIuTeNbHbIE Texwn 1 04, OK 05, OK 09, JIP
AOKYMEHTEL IIpakTHyecKkue 3aHITUS 13, JIP 14, JIP 15
[pakTrueckoe 3anstue Ne 1. CocTtapiieHue 1 0(pOpMIICHUE PaCIOPSDKEHUS 6

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




ITpaktuueckoe 3ausitue Ne 3. Oopmienne cupaBoK, JOKIaJHOH U CITy>KeOHOW 3alMCKH, aKTa

CamocTosTeapHas pa60Ta

Copep:xanne yueOHOTO MaTeprana

JoxkyMeHTHpOBaHHE TPYAOBBIX mpaBooTHomeHnd. CoctaB W 0co0eHHOCTH OGhOpPMIICHHS

JOKYMEHTOB TI0 JTUYHOMY cocTaBy. KommuiekroBanue nuuHoro aena. ABroomorpadus. Pestome. 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

[IpaxTrueckoe 3anatue Ne 5. OdopmieHrne TpyIOBOrO IOTOBOpa, IMPHKa3a O MpueMe Ha paboTy,

odopMIIeHHE TPYAOBOH KHIKKH.

CamocrosiTensHas padoTa -

Copep:kanne yueOHOTO MaTepuana

[lomsituss moroBopa. Buael moroBopoB. OOsi3aTenbHBIE PEKBU3UTHI H0TOBOpOoB. IlpaBmma

odopmienus: morosopoB. [IpaBuia opopmiieHHs NPETEH3HMOHHBIX THceM. DopMynsap HCKOBOTO 6

3asBlicHUs, TpeOoBaHUS K ero odopmicHuo. 3aKOHOJATEIbHBIE AaKThl W HOPMATHBHO- IIK.1.1, TIK.1.3, OK 01,
Tewma 2.3. JloroBopHo- METOANYECKHE TOKYMEHTHI IO JOTOBOPHBIM JOKYMEHTAM. OK 02, OK 03, OK 04,
MpaBoBasi JOKyMeHTalms | Jlekuuu 4 OK 05, OK 09, JIP 13,

[IpakTHyecKue 3aHITUS JIP 14, JIP 15

ITpaktuaeckoe 3ansTue Ne 6. OopmieHre J0roBopa KyIIu-poaaxH 2

ITpakTrueckoe 3anstue Ne 7. OdopmieHre U 00padoTKa MPETEH3MOHHBIX TUCEM

CamocrosiTenpHast padoTa -
[TpomexyTouHas aTTecTarys
Bcero 36




2.4. TemaTu4eCKHUil IVIAH U COAEPKAHNE TUCHUIINHBI IS 3204HOH (OpMBbI 00yUeHH S

Konp! koMIteTeHITNH,

HaumeHnoanue pasnenos Ob6Bem (hopMHPOBaHHIO
Copnepxanne yueOHOro MaTepuaina u (OpMbl OpraHU3aNH ACITEIbHOCTH 00yJaroIuXcs
U TeM 4acoB | KOTOPBIX COCOOCTBYET
IEMEHT NPOrPaMMBbl
Paznen 1. Opranuzanus JOKyMEHTOO00pOTa Ha MPEATIPUITHN 2/-
Conepxanne yueOHOro MaTepuana
3HaueHWe M COIEpXKAaHWE MOUCLMIUIMHBL «/lOKyMeHTalMOHHOEe O0ecIeueHue YIPaBICHU.
[loHATHE TEPMHHOB («JOKYMEHT», «IOKYMEHTHPOBAaHHE», «JOKYMEHTAllMOHHOE OOecreueHue
yhpaBieHus». YHHQUKAUS W CTaHAApPTU3AlMH  YIPAaBICHYECKHX JOKYMEeHTOB. (OCHOBHEIC 4
MOHATHUS Jenonpoun3BoacTBa. Kinaccudukanus 1oKkyMeHTOB opranu3anui. OyHKIINN 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
[IpakTHyeckoe 3aHiTHE -
CamocTosiTenpHas paborta
1.Pabota c peKOMEHIOBaHHOH Y4eOHOI TUTEpaTypOH; 4
2. IloaroToBka JOKIIAI0B HA TEMBI: «JTalbl HCTOPHS PAa3BUTHSI JEIONPOU3BOJICTBA B Poccumy.
Copnepxanue yueOHOro Marepuana
IloHsTHE W TPUHLUIBI OpraHU3alMu  JoKymeHTooOopora. CoctaB M yder oObema
JIOKYMEHT0000poTa npeanpusaTuii. Opranusanus padoThl ¢ BXOJAIICH, UCXOASIICH U BHYTPSHHEH
nokyMmeHTtanue. KoHTponb HCIoMHEeHUs JOKyMEeHTOB. PaboTa ¢ BHYTPEeHHHUMH JIOKYMEHTaMH. 8
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. [Moaroroeka rpaduka J0KyMEHTO000pOTa 6
3. IloaroroBka 3ampocoB B pa3iIWYHbIC OpPraHU3aluy 1 BEOMCTBa
4. CocTaBiieHrE OTBETOB Ha Pa3INYHbIE 3aIPOCHI
Pasnen 2. Busibl JOKYMEHTOB U OPSIOK PabOThI ¢ HUMHU 2/4
Tema 2.1. CopeprxaHue yueOHOIro Marepuaa IIK.1.1, TIK.1.3, OK 01,
OpraHu3anoHHO- OpraHuzallioHHbIE  JAOKYMEHTBI —  YCTaB,  YUYpPEIUTENIbHBIE  JIOTOBOP,  IOJOXEHHUE. 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

TIpakTHueckue 3aHsATUA

IIpaktraeckoe 3amstre Ne 1. CocraBieHue 1 0ohOpMIICHHE PaCTIOPSKEHUS

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

Conepxanue yueOHOro MaTepuana

JlokyMeHTHpOBaHUE TPYAOBBIX MpaBooTHOomeHnd. CoctaB W ocoOeHHOCTH OhOpPMIICHHUS 10

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

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

Jlexun 2

[IpakTuueckoe 3aHsTHe TIK.1.1, IIK.1.3, OK 01,
Tema 2.2. Kagposas Ipaktuueckoe 3ausaTue Ne 4. OQopmiieHHE TIPUKA30B MO JIMYHOMY COCTABY. 5 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. VI3yueHne peKOMEHIyeMO JTUTepaTyphl

2. PaboTa ¢ HOpMaTUBHBIMHU aKTaMH. 6

3. CocraBieHue onucei sl TOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHHS JIOKYMEHTOB, eI T10

JMYHOMY COCTaBY.

Copepxkanne yueOHOTO MaTepuana

[lonsituss nmoroBopa. Buael moroBopoB. OOsi3aTenbHBIE PEKBU3UTHI 0TOBOpOB. IlpaBmia

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

3asBJCHUS, TpeOOBaHUs K ero oQopMICHHIO. 3aKOHOJATEeNbHBIE AaKThl W HOPMATHBHO-

METOJIUYECKHE JOKYMEHTEHI 110 JIOTOBOPHBIM JTOKYMEHTAM. 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,

[Ipaktnueckoe 3ansaTre Ne 6. Odopmiienue 1oroBopa Kymiu-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

36
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3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI INCHUIIJIMHBI

3.1. [Ina peanu3anuu NporpaMmbl y4eOHOW JUCHMIIMHBI JTOJIKHBI
OBITH PeAyCMOTPEHBI CJIeAyIoNIUe cieuaJIbHbIe OMeIeHNs :

Kabuner «JlokyMeHTallMOHHOTO OOECHeUYeHUsl YNpaBJICHUs», OCHAIICHHBIH
o0opyZ0oBaHUEM: JTIOCKa y4yeOHasi, paboyee MECTO MpernoiaBaress, CTONbI, CTYJIbs
(Mo yuciay 00y4aroluxcs), TEXHUYECKUMH CPEJICTBAMH: KOMITBIOTED C JIOCTYTIOM K
WHTEPHET-pECypcam, CPEACTBA BU3YaTIU3alllU, HATJIAIHbIE TIOCOOUS.

3.2. UupopMmanuoHHOe oOecneyeHue peau3alu NporpamMmmbl

Jist  peanuzanmm  mporpaMMbl  OMOIMOTEUHBIH (HOHI 00pa30BaTEILHOM
OpraHM3alMy JOJDKEH WMETh MeYaTHhIC W/WIIHM 3JIEKTPOHHBIE 00pa3oBaTelbHbIE U
uH(GOPMAIIMOHHBIE PECYpPCHI JJI HCIOJB30BaHUS B 00pa30BaTENbHOM IMPOIIECCE.
[Ipu dopmupoBanuu OuOIHMOTEUHOTO (DOHIA OOpa3oBaTEILHON 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 IPYTUMH U3JaHUSIMHU.

3.2.1. OcHOBHBbIE eYaTHbIE U JIEKTPOHHbIE U3TAHUSA
1. TIpozoBa, O.C. Jlenonpou3BOJCTBO : Yy4€OHMK [JII  CPEIHEro

npodeccuonansHoro odpazoBanusi/ O. C.['pozoBa. — 2-e u3m. — Mocksa :
NznarensctBo FOpaiit, 2025. — 131 c. — (IIpodeccuonanproe oOpa3oBaHue). —
ISBN 978-5-534-15986-8. — Tekct : omektponHbi // OOpa3zoBaTenbHas

wiatgopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/563440

2. Aoymanze, /[ I JlokyMeHTanmMOHHOE OOECIeYeHUE YIpaBICHUS
NEepPCOHANIOM :  y4yeOHMK W  npaktukyM giua  By3oB/ JI. I'. AOynange,
. b. Bempsokkunaa, B. M. MacnoBa. — 3-e u3z., nmepepad. u gomn. — Mocksa :
NznarensctBO FOpaiit, 2025. — 374 c. — (Bwicmiee obpazoBanue). — ISBN 978-
5-534-16669-9. — Tekcr : anexTponnsiit // OOpa3zoBarensHas miatdopma FOpait
[caiiT]. — URL.: https://urait.ru/bcode/560795

3. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECTIEUeHUE YMPABICHUS '
y4eOHUK W TIPAKTUKyM U1 CPEAHEro NpopecCHOHATBLHOrO 0o0pa3oBaHus /
JI. A. oponuna, B. C. UpurukoBa. — 2-¢ u3z., nepepadb. u jgom. — Mocksa :
NznarenscTBo FOpaiit, 2025. — 270 c. — (IIpodeccuonanproe oOpazoBaHue). —
ISBN 978-5-534-16017-8. — Tekct : omektponHbd // OOpa3zoBarenbHas
wiatgopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/563264

4. KopueeB, /. K. JlokymeHTauMOHHOE OOECIEYEHUE YNPABICHUSA :
y4eOHMK W TIPAKTUKyM IS CPEAHEro NpOoPEeCCHOHATBLHOrO 0o0pa3oBaHuMs /
. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 3-¢ u3f., nepepad. u 101, —

MockBa : UsnmarensctBo IOpaibit, 2025.— 438 c.— (IIpodeccrnonanbHoOe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct : 2JIEKTPOHHBIA //
OO0pazoBaTenbpHas miatgopma Opaiit [cailt]. —

URL: https://urait.ru/bcode/563193
5. Kysnenos, /. H JIoKyMEHTAIlMOHHOE OOECIEYCHHE YIPABIICHHUS.
JIOKyMeHTOOOOPOT M JIETOMPOU3BOJICTBO | YUEOHUK M TPAKTUKYM JUIsI CPEIHETO



https://urait.ru/bcode/563440
https://urait.ru/bcode/560795
https://urait.ru/bcode/563264
https://urait.ru/bcode/563193
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npodeccuonansHoro obpaszosanus / U. H. Ky3nenos. — 5-e u3a., mepepab. u
non. — Mocksa : U3narensctBo FOpaiit, 2025. — 425 ¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-20025-6. — Tekct : 2JIEKTpOHHBINA //
Oo6pazoBaTenbHas wiargopma FOpaiit [caiT]. —

URL.: https://urait.ru/bcode/581141

3.2.2. JIonoJIHUTEJIbHbI€ HCTOYHUKH

1. Konctutynus Poccuiickoit @eaepanuu

2. I'paxnanckuii xomexkc Poccuiickoit ®enepaumu, u. 1, 2, 3, 4 (B
JNEUCTBYIONIEH PeAaKIINM)

3. TpynoBoit koaekc Poccuiickoit @enepaunu ot 30 nekadps 2001 r. N 197-
@3 (TK PD) (B nelicTByIONIEH peaaKIIUN)



https://urait.ru/bcode/581141
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4. KOHTPOJIb U OIEHKA PE3YJIBTATOB OCBOEHUA

JUCHUILIAHBI

Pesynbrarel 00yueHus

Kputepuu oneHku

MeTtoarb! orieHKH

HepequL 3HaHHfI, OCBAMBACMBbIX B paMKax JUCHUIIJIMHBI

3HaTh:

MIOHATHE, LENH, 3a/1a41 U
TPUHIUITBL
JIeTTOTIPOU3BOICTBA; 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 IIOHSTHH,
MPUMEHSIEMBIX TTPH
OpTraHu3aII’
JOKYMEHTO000pOTa Ha
MIPEANIPUSATHH,
JIEMOHCTPHUPYET 3HAHHE
Lesnen, 3a1a4 U IPUHLUIIOB
JIeTIOTIPOU3BOJICTBA;
JEMOHCTPHUPYET 3HAHHE
CHCTEMBI
JOKYMEHTAIMOHHOTO
oOecIeYeHus yIpaBIICHHSI,
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. KontponbHbie
pabotsl. [IpoBepounsbie
paboTel. O1ieHKa BBITIOTHEHMS
MIPAKTUYECKOT0 3aJaHus

HepequL yMCHHﬁ, OCBAaNBACMbIX B paMKax NUCHUIIJINHBI

YMers:

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

JIEMOHCTPUPYET yMEHHE
0pOpMIIATH TOKYMEHTAIUIO B
COOTBETCTBUH C HOPMATUBHOU
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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