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1. OBIIASI XAPAKTEPMCTHUKA PABOYEN MPOTPAMMBI YYEBHOWM
TUCIATLITAHBI

1.1. MecTo AMCUUILINHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI MporpaMMbl

VYuebHast auciumuinHa —«JlOKyMEHTalMOHHOE O00€CleYeHUe YIPaBICHUS»  SIBISETCS
o0s3aTeNbHOM  YacThio  OO0IIENpo(eccHOHANIBHOTO IMKJIa 00pa30BaTENIbHOM MporpamMmbl B
cootBercTBUU ¢ PI'OC CIIO no cnenmansHoctu 40.02.04 FOpucnpyaeHuus.

Oco6oe 3HaueHne JUCIUIUIMHA UMEET pU (OPMUPOBAHUM U PA3BUTUN KOMITETEHIIMI:

OK 01 Bribupate cnocoObl pemieHMs 3agad  OpodEecCHOHATBHOM IEATEIbHOCTH
MPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTAaM

OK 02 Hcnons30BaTe COBpEMEHHBIE CPEACTBA IOWUCKA, AHAIW3a W HMHTEPIpETaluu
uHbopMaluu M HH(POPMALMOHHBIE TEXHOJOTMM JUIsl BBINOJHEHUS 3ajad
npo¢eCCHOHATBHOU IEATETLHOCTH

OK 03 [InanupoBaTh W  pEaTM30BBIBATH COOCTBEHHOE MPOPECCHOHAIBHOEC U
JUYHOCTHOE pa3BUTHE, IpeIPUHUMATEIBCKY IO JESITENIbHOCTD B
npodecCHoHaNbHOM cdepe, UCIOIb30BaTh 3HAHUS M0 MPAaBOBOM U (hHMHAHCOBOU
FPAMOTHOCTH B Pa3IUYHbBIX )KM3HEHHBIX CUTYaIUsX

OK 04 O} dexTuBHO B3aUMOICHCTBOBATh U PA0OTATh B KOJUIGKTHBE U KOMAaH/IC

OK 05 OcCy1ecTBIATh YCTHYIO U MMCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM
s3pike  Poccuiickoit denepanui ¢ y4eToM OCOOCHHOCTEH COIMAIBHOTO U
KYJIETYPHOT'O KOHTEKCTa

OK 06 [IposBIATE  IpakJaHCKO-NATPUOTUYECKYIO  IO3ULMIO, JAEMOHCTPHUPOBATH
OCO3HAaHHOE TIOBEJICHHE HAa OCHOBE TPAJUIMOHHBIX OOIICUETOBEYECKUX
LEHHOCTEH, B TOM 4YHCJIE€ C Y4Y€TOM TrapMOHHU3allUM MEXHALMOHAIBHBIX U
MEXXPEIUTMO3HBIX OTHOIIEHUH, MPUMEHATh CTaHAApPThl aHTUKOPPYILIUMOHHOIO
MOBE/ICHUS

OK 07 ConeicTBOBaTh COXPAHEHHUIO OKPYXKAIoMIeH Cpelbl, pecypcocOepekeHHIo,
OPUMEHATh 3HaHWs 00 W3MEHEHUU KIUMaTa, MPUHIUIBI OepexIINBOro
MPOU3BOJCTBA, Y()(PEKTUBHO JEHCTBOBATH B YPE3BBIYANHBIX CUTYAITHIX

OK 08 Hcnonp3oBate cpeictBa  (U3MYECKOW KyJIbTYpbl s COXpAaHEHHUA U
YKPEIUICHUsI 3J0pOBbS B Ipolecce NpOPecCHOHATBHON NESATEIbHOCTH U
HoJ/IepKaHusl HeOOXOAMMOTO YPOBHS (PH3HMUECKOM MO OTOBICHHOCTH

OK 09 [Tonb3oBatbest mpodecCHOHATBPHOM JOKyMEHTAllMe Ha TOoCylapCTBEHHOM H
MHOCTPAHHOM $SI3bIKaX

IIK 1.2. [IpuMeHaTh HOPMBI TpaBa JJIA pEIICHUS 3a7ad B MpodecCHOHAIBHOU
JeATETbHOCTH

IIK 1.3. BnaaeTer HaBbIKaMU MOATOTOBKH HOPUINYECKUX JOKYMEHTOB, B TOM YHUCIE C

UCTIOJIb30BaHUEM WH(POPMAIIMOHHBIX TEXHOJIOTHMA

1.2. Heab ¥ muianupyembie pe3yJbTAThl 0CBOEHHUS JUCUMILIUHbI:
B pamkax nporpamMmbl y4eOHON AUCHUIUIMHBI 00Y4YaIOUUMUICS OCBaWBAIOTCS YMEHUS

Y 3HaHUS
Kon Ymenust 3nanus
K, OK
OK 01, IIpumeHnATH Ha npaktuke | TepMuHOIOrMIO B oOnactu
OK 02, TOCYJIapCTBEHHBIE CTaHAAPTHI, | JOKYMEHTAIIMOHHOT'O obecrieueHus
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OK 03,
OK 04,
OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
K 1.2,
IIK 1.3.

JApyrue HOPMAaTUBHO-METOIUYECKUE
JOKYMEHTBI,  pErJIaMEHTUPYIOIINE
OpraHU3alMI0 JTOKYMEHTAlMOHHOIO

oOecrnieueHus ynpaBiIeHUs;

CocTtaBnth u MIPaBUIIbHO
ohopmIIATH OCHOBHBIE BUJIBI
OpraHU3aUOHHO-

PacHOPSIUTENBHBIX JOKYMEHTOB;
Odopmisate UHPOPMAIIMOHHO-

CIIPAaBOYHYIO JTOKYMEHTALHUIO;

Odopmisate KaJIpOBYIO
JIOKYMEHTAIHUIO;
OdopmisaTs MPETEH3UOHHO-

HCKOBYIO JIOKYMEHTAIIHIO.

yIpaBJIeHUS;

HopmatusHsbie JOKYMEHTBI
Yy )

pPErIaMEHTUPYIOIIUE  COCTABICHHE U

odopmiieHHE JOKYMEHTAIIMH U TOPSIOK
ee 00paboTKH;

[IpaBuna cocraBneruss W oQoOpMIICHHS
OPTaHU3aIMOHHO-PACTIOPSAAUTEITbHBIX
JIOKYMEHTOB, BXOJISIINX B
YHUPUITUPOBAHHYIO CUCTEMY
OpraHU3alUOHHO-PACIIOPAAUTCIbHBIX
JOKYMEHTOB, YHH(PULIUPOBAHHYIO

CUCTEMY IIEPBUYHOU Y4ETHOU

JOKYMCHTAIMU B YaCTH JOKYMCHTalWU
0 yUYeTy TPpy/a;
[Topsimox ~ TpoBeACHUST  DKCHEPTH3BI
[ICHHOCTH JOKYMEHTOB M IOJIIOTOBKH
JIeNT K apXUBHOMY XPaHEHUIO.
Texnonoruto OpraHHU3aINH
JIOKyMEHTOO0OpOTa B  OpraHU3aIUsaX

(YdpexaeHusx).




2. CTPYKTYPA ¥ COJAEP)KAHUE YUEBHOW JUCIHUILINHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BUABI Y4e0HOIl padoThI

Bup y4yeoHoii padoThI O0bem B yacax

O0beM 00pa3zoBaTeIbHOM IPOrpaMMbl Y4eOHON AUCHUILIMHBI 36
B T.4. B ()OpMe NPAKTHYeCKOM NOATOTOBKH 14
BT.Y..

TEOpPEeTUYECKOe 00yUeHUE 6
MIPAKTUYECKUE 3aHATUSA 10
Camocmosmenvras paboma 14
IIpomexyTouHas aTTecTANMA 6




2.2. TemaTn4yecKuil IJIaH U coJep:KaHUe Y4eOHOM TN CUMILIHHBI

Oo0beM, akaa. 4

/ Koanl koMneTeHIui,
HanmenoBanue Conep:xanue y4eOHOro MaTepuasa U (pOpMbl OPraHU3ALMHU AEATEIbHOCTH BroMAmeIe B ¢popmupoBanuro
pa3aesioB H TeM o0yuyarmuxcs (bopuie . | KOTOPBIX CIOCOOCTBYET
NPAKTHYeCKOI
3J1eMeHT NMPOrpaMMbl
MOAr0TOBKH,
aKaj. 4

Pazznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 52
Tema 1.1 IlonsiTue o Conep:kanue y4e0HOro MaTepuaa 1 OK 01, OK 02, OK 05, OK
AOKYMEHTAIIHOHHOM OcHOBHBIE CBOWCTBAa JOKYMEHTOB M HMX (YHKIMH B CHCTEME YIPaBJICHHUS. 09
odecmeyeHNH [Tonstue noxymenra. Undopmanusa u nokyment. Knaccudukanus 10KyMEHTOB: IIK 1.2, 1IK 1.3
ynpaBJjieHus, 1o BUIY O(OPMIIEHUS; MO COAEP)KAaHUIO; MO (GopMe; MO MPOHCXOXKACHUIO; IO
AOKYMEHTe u cpeiacTBaM (puUKcaluu; MO CpOKaM XpaHEHUs. MarepuanbHble HOCHTEIH 1
crocodax UHpOpMaLINH.
AOKYMEHTHPOBAHMSA [Tonstne nmoxymeHTHpoBaHus. OCHOBHBIE CHOCOOBI  TOKYMEHTHPOBaHHUSI.

OCHOBHBIE COBPEMEHHBIE TEXHOJIOTHH, TPUMEHSEMbIE TTPH OPTaHU3AIUN PAOOTHI

C JOKYMEHTaMH B OpraHU3aNMsIX (YUPEKICHUAX ).
Tema 1.2 Coaep:xxanue yueOHOro MaTepuaJia 1
HopmatusHo- HopmaTuBHO-IIpaBOBBIE aKThI, pETYIUPYIOIINE JOKYMEHTAIMOHHOE oOecreueHne OK 01, OK 02, OK 05, OK
npaBoBas 6a3za ynpasieHus. YHU(UKAIMA M CTaHAAPTU3alMs KaK OCHOBHBIE HaIPaBJICHUS 09
JAOKYMEHTAIMOHHOI0 | COBEPLICHCTBOBAaHMUA JOKYMEHTOB M  JOKYMEHTAI[MOHHOTO  OOecTedYeHus K 1.3
o0ecnieyeHust yIpaBJICHUs.
ynpasJieHus [lepeyeHb OCHOBHBIX TOCYAAapPCTBEHHBIX CTAaHIAPTOB Ha YHH(DUIIMPOBAHHEIC 1

CUCTeMBbl JOKyMeHTaluu. OCHOBHBIE MOJIOXKEHUS TOCYAapCTBEHHOW CHUCTEMBI

JIOKYMEHTallMOHHOTO obecriedenust ympasieHus. CocTaB yHUPHUIIMPOBAHHBIX

CHUCTEM  JOKYMEHTAIlMH:  OpraHU3allMOHHO-PACTIOPAIUTENbHAS,  OTYETHO-

CTaTUCTHYECKasi, pUHAHCOBas U Ip.
Tema 1.3 Cnocodbl 1 | Conep:xkanne y4eO0HOro Mmarepuajia 3/2 OK 01, OK 02, OK 03, OK

nmpaBuJjia Co31aHusl

Xapakrepuctuka, coctaB u coaepxkanue ['OCTa Ha cucreMy opraHU3al[MOHHO-

04, OK 05, OK 06, OK 07,
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JOKYMEHTOB

pacnopsiAuTEIbHON JIOKYMEHTAlL1H. YHuduuupoBaHHas cucrema
OPraHU3aLMOHHO-PACIOPAIUTEIBHON JOKYMEHTALUH. TpeGoBanust K
odopmiieHn0 T0KyMeHTOB. Dopmyisip-odpaszerr OPJI. IlpaBuna odopmieHus
pekBU3UTOB, periameHTupoBaHHbIX ['OCTomMm.

OK 08, OK 09
K 1.2, 11K 1.3

B TOoM umciie NpakTHYeCKUX 3aHATHI 2

[TpakTuyeckoe 3ansatue Nel. OdopmiieHue peKBU3UTOB Ha IOKYMEHTAaX. 2

CamocTrosiTe1bHasA padoTa 00y4YarOIMXCs -
Pazaen 2. OPTAHU3ALIUA CUCTEMbBI JOKYMEHTALIMOHHOI'O OBECIIEYEHUSA 17/10
Tema 2.1 Coaepxxanue y4yeOHOTr0 MaTepuaJia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue XapakTepucTuka W  COCTaB  CIPaBOYHO-MH(POPMAIIMOHHBIX  JIOKYMEHTOB 04, OK 05, OK 06
uHGpOpPMAIIUOHHO- (cmy>xe0OHBIX THCEM, CIPAaBOK, 3asBJICHHI, aKTOB, MPOTOKOJOB, IOKJIAJHBIX U | IIK1.2,1IK 1.3
CIPaBOYHOM 00BSCHUTENBHBIX 3aMMHCOK), TPeOOBaHUA K X 0popMiIeHUIO. [JOKyMEHTHPOBaHKE
AOKYMEHTALNHU JeSITebHOCTH KOJIJIETHAJIBHBIX OPTraHoB.

B TOM 4Hc/ie IPAKTHYeCKUX 3aHATHI 2

[TpakTuueckoe 3ausatue Ne2. Odopmiienrne nHPOpMaMOHHO-CIIPABOYHOMN )

JIOKYMEHTal1H.

CamocTosiTesibHAsi padoTa 00y4ar0IuXxcst -
Tema 2.2 Coaepxxanue yueOHOro MmaTrepuaJia 3/2 OK 01, OK 02, OK 03, OK
Od¢opmienue OcHOBHBIE TPYIIIBI OpraHU3aIMOHHO-PACTIOPSAIUTEIBHBIX JIOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpPraHu3anMoOHHO- XapakTepucTUKa U COCTaB OpPraHU3allMOHHBIX JOKYMEHTOB (yCTaBa, IOJIOKEHMS, OK 08, OK 09
pacnopsiiuTe1bHOM UHCTPYKLUUHU, JOJDKHOCTHOM HWHCTPYKUUH), TpeOoBaHUs K OQOPMIICHHUIO. I[IK1.2,1IK 1.3
AOKYMEHTAIlUH XapakTepucTuka M COCTaB PACHOPAIUTENIbHBIX JTOKYMEHTOB (IIOCTaHOBJICHMS, 1

MpUKasa, pelieHus, PacopsHKEHUs, yKa3aHus ), TpeOOBaHUS K UX OPOPMIICHHIO.

[TonsiTHEe MONIMHHKKA, KOIIUH, BHITUCKU, NyOnuKaTa. Buabl konuil JOKYMEHTOB,

0COOEHHOCTH 3aBEpPEHUsl KONMUM M BBIMHCOK HOTAapUAIbHBIMM KOHTOpaMHM H

JOJKHOCTHBIMHU JIMIIAMH OpTaHU3aIni.

B ToM 4Hc/Ie IPAKTHYeCKUX 3aHATHH 2

[Ipaxktuueckoe 3anstue Ne3. OdopmiieHre OpraHU3anOHHO-PACTIOPSAUTEIBHON )

JOKYMCHTAlHU.




CamocTtosiTe1bHasA padoTa 00y4YarOIMXCs

Tema 2.3 | CoaepxxaHue yueOHOI0 MaTepuaJia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue 3asBIEHUs W TpPUKa3bl M0 JUYHOMY cocTaBy. JInunas kaptouka ¢opmbl T-2 u 1 04, OK 05, OK 06,09
Ka/JpoBOii JINYHBIE AeTia IIK 1.3
AOKYMEHTAIUH B TOM 4mc/Ie NPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3ausatue Ne4. OdopmiieHue KaJIpoBoil JOKyMEHTAIUH. 2

CamocrosiTeibHas padoTa 00y4YaromuXxcs -
Tema 2.4 JloroBopHo- | Conep:xanue y4eOHOro MaTrepuaJjia 4/2 OK 01, OK 02, OK 03, OK
npaBoBasi [Tonsitue moroBopa. OcHOBHBIE pa3fienbl 10roBopoB. [lopsimok odopmiaeHus ) 04, OK 05, OK 06
JOKYMEHTAIUs TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, 10IOBOPA KYIUIU-IPOAAXKH. IIK 1.2, 11K 1.3

B ToM 4ynciie NpaKTHYECKHUX 3aHATHH 2

[TpakTudeckoe 3ansatue Ne5. OdgopmiieHre J0roBOpoB. 2

CamocTrosiTe1bHas padoTa 00yuyaromuxcs -
Tema 2.5 | Conep:kaHue y4eOHOT0 MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
IIpeTeH3noOHHO- OCHOBHBIE PEKBHU3UTBI W TOPSAIOK O(GOpPMIICHUS TPETCH3UH, OTBETOB Ha 04, OK 05, OK 06, OK 07,
HCKOBasA nperensuto. lOpuandeckast cinyx0a, BBINONHAIONAS MPETEH3MOHHO-UCKOBYIO OK 08, OK 09
AOKYMEHTalUsA paboty Ha npeanpusTuy. JKypHan perucTpaiuy NpeTeH3uil. 2 I[IK1.2,1IK' 1.3

[Topsimok  opopmieHHS HCKOBBIX 3asBJICHUH W TpPEACTAaBICHHE UX B

ApOuTpaxHbIil Cy.

B ToM umciie NpakTHYeCKUX 3aHATHI 2

[IpakTtnueckoe  3aHatue  Neb. Odopmienne  MPETEH3MOHHO-HCKOBOM )

JIOKYMEHTaI1H.
Pazngen 3 OPTAHU3ALUSA PABOTBI C JOKYMEHTAMMU B OPTAHU3AIIUAX 8/2
(YYPEXXAEHUSX)
Tema 3.1 Texnonoruss | Conep:xanue y4eOHOro MmarepuaJjia 2 OK 01, OK 02, OK 03, OK
OpraHu3anuu VYmpasnenue u JIEJIONPOU3BOCTBO. Opranu3zalinoHHbIE bopMbI 04, OK 09
AOKYMeHT0000poTa B | jenonpon3Bojacta. Ciyx0a JOKYMEHTAI[MOHHOTO OOeCIeYeHHs YIPaBJICHUS, ) IIK 1.2, 11K 1.3

OpraHu3anusx
(y4pexaeHusIX)

OCHOBHasl 3ajaya, (YHKIHUM, THUIOBbIE CTPYKTYphl, JOJDKHOCTHOH COCTaB.
Pernamenranust pabotsl ciayx0bl JIOY. IlpumepHoe mnonoxeHue o ciyxoe
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JOKYMCHTAlITUOHHOT' O obecneueHuUs yopaBJCHUA U JOJDKHOCTHBIC HHCTPYKIHH.

Tema 3.2 Copaepxxanue yueOHOT0o MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
Oco0eHHocTH [TonsiTsa TpenokeHusi, 3asBiICHUS U kamoObl. [Ipuem m permcrpanus mucem 04, OK 05, OK 06, OK 07,
AEJIONPOM3BOACTBA MO | rpaxjaH. PaccMoTpeHue M pa3pelieHue MUCEM, CPOK PacCMOTpPEHHs. AHalu3 OK 08, OK 09
oOpameHusIM MHACEM TPaXKJIaH. IIK1.2,1IK 1.3
rpakIaH u KondpuaennuansHoe naenonpousBoAcTBO. ['pud orpaHuueHuss goctyna K 2
KOH(PUAECHIMATBHOI0 | TOKYMEHTY. ABTOMaTH3UPOBAaHHBIE CUCTEMBI pa0OTHI ¢ JokyMeHTamu. CpeacTsa
JeJIONPON3BOJACTBA U3TOTOBJICHHSI, KOMUPOBAHUS W Pa3MHOXKEHUS JOKyMEeHTOB. OpraHuzanus

pabovmx MecT.

B ToM umciie NpakTHYeCKUX 3aHATHI 2

[TpakTrueckoe 3ansatue Ne7. OdbopmiieHre oOpameHnii rpak/IaH. 2

CamocrosiTesibHasi padoTa 00y4arouuxcst -
Tema 3.3 Copaepxxanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
CucreMaTu3zanus ITousiTue JIOKyMEHTO000pOTa. Oo6mme MIPUHITUTIBI OpraHu3aluu 04, OK 09
AOKYMEHTOB, JOKYMEHTOO0OpOTa, €r0 OCHOBHBIC JTallbl: TPHUEM H IepBHYHAs 00paboTKa I[IK1.2,1IK 1.3
(opmupoBanue HX B | TOKYMEHTOB; paclpejiesiecHue TOCTYNMHUBIIAX  JIOKYMEHTOB,  PETHCTPAIHS
AeJia M mepeaaya B JIOKYMEHTOB M NPEABAPUTEIHHOE UX PACCMOTPEHHUE; PACCMOTPEHHE JTOKYMEHTOB
apXMB OPraHU3aluu PYKOBOJICTBOM OpraHu3anuu (y4pekJeHHs) U HalpaBiIeHHE UX Ha UCIOJHEHHE, )

UCTIOTHEHUE U KOHTPOJIb 332 HUCIOJHEHHEM JTOKYMEHTOB; TEKYIee XpaHEHUE

JIOKYMEHTOB.

Homenkmarypa gen. O6paboTka Aein A MOCIeAYIOMEro XpaHeH . DKCIepTru3a

[IEHHOCTH JOKYMEHTOB, O(OPMIICHHE JIeJI, COCTaBJIeHue onuceit. Crada Jien B

apXUB.
IIpome:xxyTouHasi arTecTanus B popMe 3K3aMeHa 6
Bcero: 36/14

10




3. YCJIOBUS PEAJIM3AIIAU ITIPOTPAMMBI YYEBHOM JJUCHUTLIAHBI

3.1 MarepuajibHO-TeXHHYECKOE 0O0ecneuyeHue

Peanmuzamust  mporpamMmbel  y4eOHOW — AMCIUIUIMHBI ~ MPOU3BOAUTCS C  NPUMEHEHHEM
JTUCTAHIIMOHHBIX TEXHOJIOTHH W TpeOyeT HaJIW4Ws DJIEKTPOHHOW 00pa3oBaTeNbHOW Cpejbl, yueOHOTO
kaOuHeTa.

Oo6opynoBanne y4eOHOro kabuHera:

® KJIacCHasl IOCKa;

® 110Ca/I04HBIE MECTA IO KOJIMYECTBY 00yUaIOIINXCS;

® paboyee MECTO MPETNOAaBaTes;

® yyeOHO-IIPAKTUYECKOE 00O0pYyJAOBaHHE, HEOOXOAMMOE IS TMPOBEICHUS MPETyCMOTPEHHBIX
nporpaMMoil mpaktudeckux 3aHsaTHi. B coorBercTBue ¢ 1m.4.4 ®I'OC CIIO pomyckaercsi 3aMeHa
000pyI0BaHUs €ro BUPTYyaIbHBIMU aHAJIOTAMHU.

TexHuuyeckue cpeacTBsa 00y4eHusi:

® KOMIIBIOTEPHI C BEIXOAOM B CeTh Internet;

e caiit «JIuyHas cTyaus» C BO3MOXKHOCTBIO PAaOOTHI C 3IEKTPOHHBIM O0pa30BaTEIbHBIM
pecypcom;

® 3JIEKTPOHHBIC OUOIIMOTEYHBIE PECYPCHI.

Y4yeOHO-MeTOAUYECKOe oOOecTieyeHHe JUCHUIINHBI:

* METOJMYECKUE YKa3aHUs 110 OPraHU3aIMH NPAKTUICCKUX 3aHATHH;

* METOJJMYECKUE YKa3aHUs 110 CAMOCTOSTEIILHON padoTe.

IIporpammHuoe o0ecnevenue:

[IporpamMmMHOe  oOecriedeHue, SBISIONIEECS] YacThiO  AJIEKTPOHHOW — MHGOPMAIMOHHO-
00pa3oBaTenbHOM cpeibl U 0azupyrolieecs Ha TeIEKOMMYHUKAIIMOHHBIX TEXHOIOTHSX:

- KOMITBIOTEpHBIE 00yYarOIINe TPOTPAMMBI;

- TPEHHHTOBBIC U TECTUPYIOIINE TIPOTPAMMBI;

- HHTEJUIEKTyaJIbHbIe pOOOTU3MPOBAHHBIE CHCTEMBI OLIEHKH Ka4eCTBa BBHITIOJHEHHBIX padoT;

- CIIpaBOYHO-TIpaBoBas cuctemMa «KoHCympTaHT TUTtOCY, «I apaHTy;

- anexkTpoHHO-O0nOmmoTeyHas cucteMa (ObC) OBC «IPRbooks» http://iprbookshop.ru/;

- mporpamMma ympamieHHs oOpaszoBarenbHbIM TiporieccoM B DUOC (MudopmanmonHas
texHosorus. [IporpamMmma yrpasieHust oopazoBarenbHbiM mpoiieccoM. KOMBAT).
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3.2. UndopMannoHHOe o0ecrieyeHre peaTu3aluy NporpaMmbl

OcHOBHBIE MCTOYHHUKH

1. Ky3nernosa, 1. B. JlokymMeHTanmoHHOe obecrieueHue yrnpaBieHus : yaueOHoe mocooue s
CITIO / 1. B. Ky3nemnosa, I'. A. XagarpstH. — 3-¢ m31. — Capartos : [Ipodobpazosanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — Texkcr : anexktponHblit // Lludposoii obpazoBatensHblil pecypec IPR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/135470.html

2. JlokyMeHTanmoHHoe obecrieueHne ymnpapieHus. CocraBieHne U oopmieHUE ETOBBIX
JIOKyMeHTOB : ydeOHoe mocobue misi CIIO / cocraBurenu E. Y. bammakoBa. — CaparoB, Mocksa :
IIpodoGpaszoBanue, At [Iu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — Tekcr : amekTpoHHBIN // DnexkTponHo-OmOMMoreuHas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/103343.html

3. Kopnees, U. K. JlokyMeHTallMoOHHOE 00€CIIeUeHUE YNPABICHUS | YUEOHUK U IPAKTUKYM
Ui cpeanero npodeccuonanbHoro oopasosanus / U. K. Kopuees, A. B. [Tiienko, B. A. Mamypues. —
3-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2026. — 438 c. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr : anekTpoHHbIN // OOpa3oBarenbHas miaTgopma
IOpaiit [caiit]. — URL: https://urait.ru/bcode/585550 (nara obpamenus: 01.07.2026).

HNuTepHeT-pecypcsl  (6a3bl  JTaHHBIX, HWH(POPMANMOHHO-CIIPABOYHbIE W TMOHCKOBBIE
CHCTEMBI):

e  www.delpro.narod.ru/

e  DnekrponHo-OmbMMoreuHas cucrema (36C) DBC «IPR SMART) http://iprbookshop.ru/

* dogovor.helpery.ru/

*  www.eos.ru/
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4.
TACIATITAHBI

KOHTPOJIb W OILEHKA PE3VJBTATOB OCBOEHUSI YYEBHOU

Pe3yabTaThl 00yuyeHus |

Kpurepun onenkn

MeToabl OLIEHKH

Hepequb 3HaHHI>i, OCBaMBACMbIX B paMKaX JUCHUIIIMHBI

Tepmunonorus B o0nacTu
JOKYMEHTaIlHOHHOTO
o0ecrieueHus yrpaBiieHHs;
HopmatuBHBIE  TOKYMEHTHI,
periIaMeHTHPYOIINE
cocTaBiieHue U O¢OopMIIEHHE
JTOKYMEHTAIlNH U TOPSAJIOK ee
00paboTKu;
[IpaBuna

odopmieHus

COCTaBJICHHUA n

OpraHHU3alOHHO-
pacnopsaUTENbHBIX
JOKYMEHTOB, BXOJSIIUX B
YHU(PUIIMPOBAHHYIO CHUCTEMY
OpraHU3alMOHHO-
pacnopsIuTeIbHbIX
JIOKYMEHTOB,

YHU(DUIUPOBAHHYIO CHCTEMY

IIEpBUYHON Y4ETHOU
JOKyMEHTalluh B 4acTu
JOKyMEHTallul 10  y4eTy
TPyAa;

[Topsimox NIPOBEICHUSA
JKCIIEPTU3BI LEHHOCTHU

JOKYMCHTOB MW IIOATOTOBKH
ACII K apXUBHOMY XPAHCHUIO.

TexHomoruss  OpraHM3alUH
JOKYMEHT0000poTa B
OpraHH3aLusIxX
(YupexaeHusx).

- O(I)OpMJ'IeHI/IC JAOKYMCHTOB U PCHICHUC

MPAKTUYCCKUX CUTYyaIui c
HOpMaTI/IBHBIM HpaBOBBIM
000CHOBaAHUEM;

- UCIIOJIb30BaHUE Pa3INnIHbBIX
NCTOYHHUKOB, BKJIFOYast 3HeKTpOHHI)Ie

pecypcel, Meama pecypcel, WMHTepHer-
pecypcbl, TEpHOANYECKHE H3MaHUS II0
CIIeNATIbHOCTH TSt peuieHus
npodecCHOHATBHBIX 3a1a4

- JACMOHCTpanusa OTBCTCTBCHHOCTU 34
NPUHATBIE PEUIeHUs, OOOCHOBAHHOCTH
camMoaHaliu3a M KOPPEKIUS pe3yJbTaToB
cOOCTBEHHOMI paboThI;

- HCIIONIb30BAHUE 33aKOHOAATENBHBIX H
HOPMAaTHBHO-IIPABOBBIX npu
IUIAHUPOBAHUK  TPEANPUHIUMATEIIBCKON
NESITEeNbHOCTH B MpO(eCcCHOHATBLHON
cdepe;

- JIEMOHCTpalusi 3HaHUW B o001acTu

aKTOB

(uHAHCOBON TPAMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aUMOJICHCTBHUS C
O0y4YarOIIMMUCS, TPENoJaBaTeIsIMU B
Xone  OoOydeHHs,  pPYKOBOJHUTEISIMH
y4eOHO! ¥ IPOU3BOACTBEHHON MPAKTHK.
-coOmoeHne HOpM MPOoQecCHOHATIBHOM
ITHKY;

—  TOCTpoeHHEe  MpOo(hecCHOHAIBHOTO

OOImICHUsI C  yY4€TOM  COIMAJIbHO-
npoeCCHOHATTFHOTO CTAaTyca, CHUTYalluu
oOlIeHHs, OCOOEHHOCTEH Tpymnmel U
WH/IUBUTY ATBHBIX 0CcOOEHHOCTEH
YYaCTHUKOB KOMMYHHKAIIHH;

- TPaMOTHOCTh YCTHOH W NHChMEHHOMN
peuu;

- odopmiieHne JIOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- SICHOCTh  (OpPMYJNHMPOBaHUS U
HU3JI0KCHHS MBICIICH;

- IIPOABJICHUC TOJICPAHTHOCTHU B

- TECTUPOBAHMUE;
- BBINIOJIHEHUE 3aJaHUN
Ha DK3aMEHe;

- BBITIOJIHEHHE
MPAaKTUYECKUX 3aJaHUI
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polecce OOIIeHNS;

- coOiroieHne HOpPM TIOBEACHHUS BO
BpeMs YUEOHBIX 3aHATUH;
- coOroieHne CTaH/IapTOB

AHTUKOPPYILIUOHHOTO TIOBE/ICHUS;

- coOJIOIaeT HOPMBI  JKOJIOTUYECKOM
0€301aCHOCTH;

— ornpezenser HaTpaBJICHUS
pecypcocOepekeHus B pamkax
poecCHOHALHON  JCSITELHOCTH IO
CHCIHATLHOCTH;

- 3¢ PeKTUBHOCTH HCIIOJIb30BaHUS

CpPeICTB (U3NYECKOM KyJIbTYpbl IS
COXPAaHEHHUS U YKpEIUICHHs 3/10pOBbs B

nporecce npodecCUuOHaTbHON
NS TeIbHOCTH u MOAJIEP>KaHUS
HEOOXOUMOTO  ypOBHS  (PU3UYECKOM
IIOATOTOBJIICHHOCTH,

- 3(0(hEeKTUBHOCTh HCIIOJB30BAHHS B
npoQeCcCuoHAIBHON NEeSATeTbHOCTH

HEOOXOAUMOUW JIOKYMEHTalluh, B TOM

YHUCJI€ HAa MHOCTPAHHOM S3BIKC

Ilepeyenb yMeHMi, OCBanBae

MBIX B paMKaX IUCHUIIJIUHBI:

IIpuMeHAT HA  IIPaKTHUKE
rOCyJJapCTBEHHBIE
CTaHJapTHI, apyrue

HOPMAaTHBHO-METOANYECKHUE
TOKyMEHTEI,
peryIaMeHTHPYIOLIHe
OpraHHU3aLHUI0
JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBieHHs;
CocTaBisiTb W NpaBUIBHO
oGOpMIISITH OCHOBHBIC BH/IBI
OpTaHU3aIMOHHO-
pacropsIIUTEIbHBIX
JOKyMEHTOB;

OdopmnsTth
UH(POPMAIIMOHHO-
CIPAaBOYHYIO JOKYMEHTAIHIO;
OdopmnsTh
JOKYMEHTAIHUIO;

KaJIpOBYIO

OdopmisaTe NPETEH3MOHHO-
HCKOBYIO JIOKYMEHTAIHFO.

- oopMmiIeHHE JTOKYMEHTOB M peIICHUE
MIPAKTUYECKUX CUTyaluin c
HOPMAaTUBHBIM IIPaBOBBIM
000CHOBaHHUEM;

- UCIIOJIb30BaHUE pa3IMYHBIX
HUCTOYHUKOB, BKJIIOYas DJICKTPOHHBIE

pecypchl, Meauwa pecypcebl, HMHTepHeT-
pecypchl, MEepUOJUYECKUE H3JaHHUs IO
CTEeLUATBHOCTH ISt peuieHus
npodeCCHOHATBHBIX 3a7a4

- JIEMOHCTpAIMsi OTBETCTBEHHOCTH 3a
NPUHATBIE pPEUICHUs, OOOCHOBAHHOCTH
camMoaHaliu3a M KOPPEKIUS pe3yJbTaToB
coOCTBEHHOM pabOTHI;

- WCIOJBb30BAHUE 3aKOHOJATEIBHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TpHU
IUIAHUPOBAHUK  MIPEIIPUHAMATEIHCKON

NESITEeIbHOCTH B MpO(eCcCHOHATBHON

cdepe;
- JIEMOHCTpalys 3HaHUW B 00JacTH

(buHaHCOBOH T'PaMOTHOCTH;

- TECTUPOBAHUE;
- BBIIIOJIHEHUE 3aJaHUuN
Ha ’K3aMcHE;

- BBIMTOJTHEHHE
MPAKTUYECKUX 3aJaHUI
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- KOHCTPYKTHUBHOCTb B3aUMOJICHCTBUS C
00ydJaromuMHUCs, TPEroJaaBaTeliiMi B
xone  oOydeHus,  PYKOBOIUTEISIMU
y4eOHOU U TPOU3BOACTBEHHOMN MPAKTHUK.
-co0oiIeHne HOpM MpodhecCHOHATBLHOM
STHUKU;

—  TOCTpoeHHe  MpodhecCHOHATBLHOTO
OOIIeHHsI C  y4eTOM  COIMAJIbHO-
po(hecCHOHALHOTO CTAaTyCca, CUTYaIllH
o0ImIeHusi, O0COOEHHOCTEH TpyNIbl U
WHIVBUTYJTBHBIX 0COOEHHOCTEH
YYaCTHUKOB KOMMYHHKAITUH;

- TPaMOTHOCTb YCTHOM W THUCbMEHHOWU
peuu;

- odopmiieHne JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- sAcHOCTh  (OpMyNIHpOBaHHS U
HU3JI0KEHUS MBICTICH;

- TpOSIBIEHWE  TOJIEPAaHTHOCTH B
rpoIiiecce OOIICHMS;

- coOmro/ieHne HOPM TIOBEJIEHUS BO
BpeMs YUEOHBIX 3aHSITUH;

- coOnroieHue CTaH[IapTOB
AHTUKOPPYIIIMOHHOTO TTOBEICHUS;

- coONIoIaeT HOPMBI  JKOJOTHYECKON

0C30I1acHOCTH;
— orpeaenseT HATIPaBIICHUS
pecypcocOepekeHmst B pamMKax

MPOPECCUOHATBHONU  JEATEIHLHOCTH  TI0
CHEIHaIbHOCTH;

- 3¢ peKTUBHOCTD HCITOJIH30BaHUS
CpencTB (U3NYECKOM KyJIbTYpHl ISt
COXPAaHEHHUS U YKPEIUICHHs 3/10pOBbS B
mporecce npodeccroHanbHOM
JeSTEIbHOCTH u MOIJIEPKAHUS
HEOOXOUMOTO  ypOBHS  (PU3UUCCKOM
MOJITOTOBJICHHOCTH,

- 9(}dexTUBHOCTh HCMONB30BaHUS B
npodeccroHanbHOM NeSITeNIbHOCTH
HEO0OXOIUMOM JOKYMEHTAIlMl, B TOM
Yyclie HA THOCTPAHHOM SI3bIKE
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