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1.

OBIIASI XAPAKTEPUCTHUKA PABOYENl ITPOTPAMMBI YYEBHOWM
JTACIATITAHBI

1.1. MecTo ucuMIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOI IPOrpaMMBbl
VYuebnas paucuumiuHa «JlOKyMEHTAallMOHHOE oOecreueHne YIpaBIeHHs» SBISETCA

00s13aTeNbHON  4YacThl0  OOIIENPO(ECCHOHATBHOIO IMKJIAa 00pa30BaTEIbHOM MPOrpaMMbl B

cootBercTBUU ¢ ®I'OC CIIO no cnenmansaoctu 40.02.04 FOpucnpyneHmus.
Oco0oe 3HaueHUE TUCIUIUTMHA UMEET MPU (OPMUPOBAHUHN U PA3BUTHH KOMITCTCHITHI:

OK 01

Breibupats cnocoObl pemieHus 3agad  NpoQeccCHOHAIBHON AESTeTbHOCTH
MPUMEHUTEIBHO K PA3IMYHBIM KOHTEKCTaM

OK 02

HMcnonp30BaTh COBPEMEHHBIC CpEJICTBA IMOWMCKA, aHAM3a W HMHTEPIPETAI[UH
uHpopMaMd M WH(POPMALMOHHBIE TEXHOJOTMM JJIs BBIIOJHEHUS 3a/1ad
po(hecCHOHATTLHOM e TEIbHOCTH

OK 03

[InanupoBaTh ¥  peamu30OBbIBATh COOCTBEHHOE MPOQPECCHOHANBHOE U
JUYHOCTHOE pa3BUTHE, MpeaNPUHUMATETBCKYIO JESITENIbHOCTD B
npodeccuoHansHOM cdepe, UCIOIB30BaTh 3HAHUS TI0 MPABOBOM M (PMHAHCOBOM
TPAaMOTHOCTH B Pa3IUYHBIX )KU3HEHHBIX CUTYaIUsX

OK 04

O} dexTuBHO B3aUMOICHCTBOBATH U PAa00OTATh B KOJUIGKTHBE U KOMaH/IC

OK 05

OcCyHIeCTBISTh YCTHYIO M MMUChbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCY/IapPCTBEHHOM
sa3pike Poccuiickoit denepanuu ¢ y4eToM OCOOEHHOCTEH COIUAIBHOTO H
KYJIBTYPHOTO KOHTEKCTa

OK 06

HpOHBJ'IHTL IrpakIaHCKO-IIATPUOTHYCCKYIO IIO3UIIHIO, JACMOHCTPUPOBATDb
OCO3HAHHOC IOBCACHUC Ha OCHOBC TpaJuIHUOHHBIX 06III€‘I€JIOB6‘-I€CKI/IX
HeHHOCTef/'I, B TOM 4YHCJIIC C Y4YC€TOM TapMOHHM3allMM MCKHAIWOHAJILHBIX M
MCKPCIIUTHUO3HBIX OTHOHICHI/II\/'I, MPUMCHATH CTAaHAAPTbl AHTUKOPPYHNIIHOHHOT'O
IIOBCACHUA

OK 07

ConelicTBOBaTh COXPAHEHUIO OKPYKAIOUIEH Cpelbl, pecypcocOepekeHuto,
OpPUMEHATh 3HAaHUSA 00 M3MEHEHUM KJIMMaTa, HPUHIUIBI OepexINBOro
POM3BOJICTBA, 3((HEKTUBHO AEHCTBOBATH B UPE3BBIYANHBIX CUTYALIUAX

OK 08

Hcnonw3oBath cpenctBa (pU3MYECKOW KyNbTYpbl Ul COXpaHEHUs U
YKpEIUIEHUs1 370pOBbs B Ipolecce NpOPEecCHOHATBHON JEATEIBbHOCTH U
HnoAJepKaHUsl HEOOXOAUMOI0 YPOBHS (PU3NYECKON MTOATOTOBICHHOCTH

OK 09

[Tonb30BaTbes MpodecCHOHANbHON JTOKYMEHTalMed Ha TOCyJapCTBEHHOM U
WHOCTPAHHOM SI3BIKaxX

IIK 1.2.

HpI/IMeHHTL HOpMBI T1TipaBa JId PpCeIICHUA 3ada4 B HpO(I)CCCHOHaHBHOﬁ
ACATCIIBHOCTH

IIK 1.3.

BraneTes HaBbIKaMU MOATOTOBKH HOPUAMYECKUX JTOKYMEHTOB, B TOM YHUCIE C
HCIIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOIOT U

1.2. Leap 1 niiaHupyeMble pe3yJbTaTbl 0CBOCHHS M CIHUIIIMHbI:
B pamMkax nporpammsbl yueOHOM JUCHUIUIMHBI 00y4YarOIIUMUCS OCBAaUBAIOTCS YMEHUS

1 3HAHUA
Kon Yvennn 3Hanuna
IIK, OK
OK 01, [Ipumensars Ha npaktuke | TepMuHONIOTHIO B obnactu
OK 02, rOCy1apCTBEHHBIE CTaHJIAPTHI, | TOKYMEHTAIHOHHOTO oOecrieueHns
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OK 03, JIpyTie HOPMATUBHO-METOJUYECKHUE | YIPABIICHUS;
OK 04, JOKYMEHTBI,  pernameHtupyomue | Hopmarusabie JOKYMEHTHI,
OK 05, OpraHU3anuil0 JOKYMEHTALMOHHOIO | PEIVIAMEHTUPYIOIUE  COCTABICHUE U
OK 06, oOecrnieueHus ynpaBIcHUS; oopmiieHHE TOKYMEHTALUU U TMOPSIAOK
OK 07, CocraBnath u MPaBUIIBHO | ee 00paboTKH;
OK 08, 0hOpMIIATH OCHOBHbBIE Bunbl | [IpaBmiia cocraBieHuss U 0hOpMIICHUS
OK 09, OpraHu3aIlMOHHO- OpPraHU3alMOHHO-PACTOPSAUTEIBHBIX
[1K 1.2, pacropsiAUTEIbHBIX IOKYMEHTOB; JIOKYMEHTOB, BXO/JISAINX B
IIK 1.3. OdopmaTs nH()OPMAITMOHHO- | YHU(DHITUPOBAHHYIO CUCTEMY
CIPABOYHYIO JOKYMEHTALUIO; OpraHU3alMOHHO-PACIOPSAUTEIbHBIX
Odopmitsate KaJIpOBYIO | TOKYMEHTOB, YHUDUITUPOBAHHYIO
JOKYMEHTAIUIO; CUCTEMY IIEpBUYHON Y4ETHOU
Odopmisate IPETEH3UOHHO- | JOKYMEHTAllUl B YacTH JOKYMEHTalluu
HCKOBYIO IOKYMEHTAIIHIO. 0 y4eTy Tpy/a;
[lopsmoxk  mpoBeneHUsT  SKCIEPTU3BI
[EHHOCTH JOKYMEHTOB M TOJTOTOBKHU
JIeNT K apXUBHOMY XPAaHEHHUIO.
TexHonoruto OpraHu3aIuu
JIOKYMEHTOOOOpOTa B  OpraHU3aIMIX
(YupexaeHusx).
2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCHUILIAHBI
2.1. O0beM yueOHOI TUCIUNJIMHBI M BHAbI Y4e0HOIH PadoThI
Buj yueOHoit padoThl O0bem B yacax
O0bem o0pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHO 1M CHHMIIJIMHbI 36
B T.4. B (pOpMe NPAKTHYECKOH NMOATOTOBKH 14
BT. Y..
TEOpeTUIEeCKoe 00yueHne 12
MPAKTUYECKHUE 3aHSITUS 10
Camocmosmenvras paboma 8
IIpomexyTouHasi aTTEeCTALMA 6




2.2. TemaTnyecKkuii IJIAH U COJAepPKaAHME YUeOHON TUCUMIIJIMHBI

Oo0beM, akaja. 4

/ Koanl kommneTeHIuii,
HanmenoBanme Coaep:xxanue yueOHOro MaTepuaJa M (pOpMbl OPraHU3aALMU AeATeIbHOCTH oM meIe s (¢popmupoBanuro
pa3aesioB U TeM 00yJamuxcs (oprie . | KOTOpPBIX CIOCOOCTBYET
NPaKTHYeCKO
3JIeMEHT NMPOrpPaMMbl
NOATOTOBKH,
aKaa. 4

Pazzea 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJEHYECKOM JESATEJIBHOCTH 5/2
Tema 1.1 IlousiTue o Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05, OK
AOKYMEHTAIHOHHOM OcHOBHBIE CBOWCTBAa JIOKYMEHTOB M WX (YHKIMHU B CHCTEME YIPABIICHUS. 09
odecrne4yeHUH [Tonstue noxymenta. Undopmanus u nokyment. Knaccupukanuus 10KyMEHTOB: IIK 1.2, 11K 1.3
ylpaBJIeHHS, no BuAy ohOpMIIEHHS; MO COJAEPKaHUIO; MO (Gopme; MO MPOUCXOKACHHUIO; TIO
AOKyMEeHTe H cpeactBaM (puKcanuu; MO CpOKaM XpaHEHWs. MarepuanbHble HOCHTEIH 1
cnocodax uHpopmanuu.
AOKYMEHTHPOBAHUS [Tonsitue  noxymentupoBaHusi. (OCHOBHBIE CHOCOOBI  JOKYMEHTHUPOBaHUS.

OcHOBHbBIE COBPEMEHHBIE TEXHOJIOTHUH, IPUMEHSEMbIE TIPU OpraHU3ali paboThI

C IOKYMEHTaMH B OpraHu3alusixX (yUpeKJIeHUsX).
Tema 1.2 Copepxanue yueOHOro MmaTepuasa 1
HopmatusHo- HopmaTuBHO-IIpaBOBBIE aKThI, pETyIUpPYIOIINE JOKYMEHTAIMOHHOE obecreueHue OK 01, OK 02, OK 05, OK
npasosas 0a3a yhnpasieHus. YHUUKAIMS MU CTAaHAAPTH3aLUs KaK OCHOBHbBIE HAaIpaBJICHUS 09
AOKYMEHTAIMOHHOIO0 | COBEpIICHCTBOBAHUS JOKYMEHTOB M  JOKYMEHTAlUOHHOTO  OOecrneyeHus K 1.3
ob0ecneueHust yIpaBiIeHUs.
ynpaBJieHUs [lepeueHbr OCHOBHBIX TOCYAApCTBEHHBIX CTaHAAPTOB Ha YHU(PUIMPOBAHHBIC 1

CUCTEMBbl JOKyMeHTaluu. OCHOBHBIE IOJIOKEHUS TOCYJapCTBEHHOW CHUCTEMBbI

JIOKYMEHTAIMOHHOTo obecrnieueHust ynpasieHus. CocTaB yHU(UIIMPOBAHHBIX

CUCTEM  JOKYMEHTAallMM:  OpPraHU3alMOHHO-PAaCHOpSAOUTENbHAsA,  OTYETHO-

CTaTUCTHYECKasi, GUHAHCOBAs U Jp.
Tema 1.3 Cnoco0nlI u Conep:xanue yueOHOro MaTepuaJia 3/2 OK 01, OK 02, OK 03, OK
NpaBUJIa CO3aHUSA XapaxTepuctuka, coctaB U cogepxkanue 'OCTa Ha cucTteMy OpraHu3alliOHHO- 1 04, OK 05, OK 06, OK 07,
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AOKYMEHTOB

pacnopsiAuTeIbHON JOKYMEHTAL1H. YHuduurpoBaHHas cucrema
OpPraHU3aLMOHHO-PACTIOPAIUTEIBHON JOKYMEHTALUH. TpebGoBanus K
opopmiieHHI0O TOKyMeHTOB. Dopmyisip-oopazenr OPJI. IlpaBuna odopmieHus
PEKBU3UTOB, persiiaMeHTupoBaHHbIX [[OCTom.

OK 08, OK 09
I[IK1.2,1IK' 1.3

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3anstue Nel. OdhopmiieHre peKBU3UTOB Ha IOKYMEHTaX. 2

CamocTtosiTe1bHast padoTa 00y4yaommxcst -
Paznea 2. OPTAHU3AIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 17/10
Tema 2.1 Coaep:xanue yueOHOIro MaTepuaJia 32 OK 01, OK 02, OK 03, OK
Od¢opmienue XapakTepucTuka U COCTaB  CIPaBOYHO-MH(POPMAIMOHHBIX  JOKYMEHTOB 04, OK 05, OK 06
HH(POPMATHOHHO- (cmy>keOHBIX THCEM, CIPABOK, 3asABJICHHI, aKTOB, MPOTOKOJOB, MOKIAIHBIX U 1 IIK1.2,1IK 1.3
CIPaBOYHOM 00BSCHUTENBHBIX 3alHCOK), TPeOOBaHUA K UX 0popMiIeHUI0. [JoKyMeHTHPOBaHKE
AOKYMEHTAIlUH JESITEIbHOCTH KOJUIETHAJIbHBIX OPraHOB.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[TpakTrueckoe 3ansatue Ne2. OdopmiieHne nH(pOpMalmOHHO-CIIPABOYHON 5

JIOKYMEHTAIUH.

CamocrosiTeibHas padoTa 00y4yaommxcst -
Tema 2.2 Copepxanue yueOHOro Mmarepuasa 3/2 OK 01, OK 02, OK 03, OK
Odopmienue OcHOBHBIE  TpyHIbl  OPraHU3ALMOHHO-PACIIOPSIUTENbHBIX  JOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpPraHu3alMOHHO- XapakTepHucTUKa U COCTaB OPraHU3alMOHHBIX JOKYMEHTOB (yCTaBa, IMOJIOKEHMS, OK 08, OK 09
pacnopsiaAuTe1bHOM UHCTPYKIMHU, JOJUKHOCTHOW MHCTPYKIMHM), TpeOoBaHHA K OG(OPMIIEHHUIO. K 1.2, 11K 1.3
AOKYMEHTAIlUH XapaKkTepuCTUKAa U COCTaB PACIOPSAAUTEIbHBIX JOKYMEHTOB (IIOCTAHOBJIEHHS, 1

NpUKa3a, pelIeHus, paclopsLKEHMs, yKa3aHHs), TpeOOBaHUs K UX OPOPMIICHHIO.

[TonsiTHe MONTMHHKUKA, KOMTUH, BHITUCKH, TyOnuKaTa. Buasl Konuil TOKyMEHTOB,

0COOEHHOCTH 3aBEpPEHHsI KOMUI U BBIMHCOK HOTApUAIbHBIMM KOHTOpaMHM H

JOJKHOCTHBIMU JIMIIAMH OpTaHU3aIUii.

B ToM unciie NpaKTHYECKUX 3aHATHH 2

[Tpaktuueckoe 3anstue Ne3. OdhopmiieHre OpraHU3aMOHHO-PACTIOPSANTEIIBHON 9

JIOKYMEHTAIUU.




CamocTtosiTe1bHast padoTa 00y4yarommxcst

Tema 2.3 | Coaep:xkanue yueOHOro MaTepuajia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue 3asBNeHUS W MPHUKA3bl [0 JUYHOMY cocTaBy. Jlnunas kaptouka ¢opmer T-2 u 1 04, OK 05, OK 06,09
Ka/pOBoii JIMYHBIE Jiena I[IK' 1.3
AOKYMCHTAIMH B TOM 4nc/Ie IPAaKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHre KaJpoBOil JOKYMEHTAIHH. 2

CamocrtosiTeibHasA padoTa 00yyarommMxcs -
Tema 2.4 JloroBopHo- | Cogep:kanue yueOHOro MaTepHaJia 4/2 OK 01, OK 02, OK 03, OK
NnpaBoBas [Tonsitue nmoroBopa. OcHOBHbIE pa3zaenbl 10roBopoB. llopsaok odopmieHus 5 04, OK 05, OK 06
AOKYMEHTAIUs TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, 10IOBOPA KYIUIU-TIPOJAXKH. K 1.2, TIIK 1.3

B ToM Yuc/ie NPaKTHYECKUX 3aHATHI 2

[Ipaktuueckoe 3anstue Ne5. OdopmiieHre 10roBopos. 2

CamocrosiTeibHasA padoTa 00y4yaommxcst -
Tema 2.5 | Copep:xkanne y4eOHOro MaTepuajia 4/2 OK 01, OK 02, OK 03, OK
IIpeTeH3uoHHoO- OCHOBHBIE PEKBU3UTBI M TMOPSAIOK O(GOpPMIICHHS TPETCH3UH, OTBETOB Ha 04, OK 05, OK 06, OK 07,
HCKOBasl nperensuto. FOpunudeckas ciy:x0a, BBIIOJNHAIOMAS MPETEH3MOHHO-HCKOBYIO OK 08, OK 09
AOKYMEHTalusA paboty Ha npeanpusATHU. JKypHal perucTpanun IpeTeH3 . 2 I[IK1.2,1IK' 1.3

[Topsimox  odopMieHHsT HMCKOBBIX 3asBICHUH M MPEACTABIEHUE UX B

ApOUTpaKHBIH CYA.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktnueckoe  3amatue  Neb. Odopmienne  IpPeTEH3MOHHO-UCKOBOM 5

JOKYMEHTal1H.
Pa3znea 3 OPTAHU3ALIUA PABOTBI C JOKYMEHTAMM B OPTAHU3ALIUAX 8/2
(YYPEXKAEHUSIX)
Tema 3.1 Texnosiorusi | Cogep:kanue yuedOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
OpPraHM3anuu VYnpasnenue " JIEIONPOU3BOJICTBO. Opranu3anroOHHbIE (bopMbI 04, OK 09
AOKYMeHT000opoTa B | enonpou3BojacTBa. Ciyx0a JOKYMEHTAMOHHOTO OOeCleUeHus YIpaBlieHUs, 9 I[IK1.2,1IK' 1.3

OpraHu3anusax
(Yupe:xxaeHusx)

OCHOBHasi 3ajaya, (QYHKIUH, THUIOBBIE CTPYKTYpBI, JTOJDKHOCTHOH COCTaB.
Permamenrtarnus paboter ciyx0b1 JIOY. IlpumepHoe monoxeHue o cCiyx0e
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JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPABICHUS U JODKHOCTHBIE HHCTPYKIIUH.

Tema 3.2 Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
Ocobennoctu [ToHsATHS TpeIOKEHHs, 3asBICHUS M kanoObl. Ilpuem M permcrpanus mucem 04, OK 05, OK 06, OK 07,
AEJIONPOM3BOJACTBA O | rpaxaaH. PaccMoTpeHue M paspelieHue MUCeM, CPOK PacCMOTpPEHHUs. AHaIU3 OK 08, OK 09
o0paleHusIM MHACEM TPaXK/IaH. IIK 1.2, 11K 1.3
rpakaaH u Konduaenuuansnoe naenonpousBoacTBO. ['pud orpanuueHus AocTymna K 2
KOH(PHUAECHIHATBHOIO | TOKYMEHTY. ABTOMAaTHU3UPOBAHHBIE CUCTEMbI paboThl ¢ ToKymMeHTamMu. CpencTBa
JeJIONPON3BOCTBA U3TOTOBJICHHSI, KOMUPOBAHUS W Pa3MHOXKEHHUS JOKyMEHTOB. OpraHuzanus

pabouux MecT.

B ToM YHc/Ie MPAKTHYECKUX 3aHATHI 2

[TpakTuueckoe 3austue No7. OdopmiieHne oOpaiieHuit rpaxk/iaH. 2

CamocrosiTesibHas padoTa 00yYarOIuXcst -
Tema 3.3 Conep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
CucreMaTusanus IlousTue JIOKYMEHTO000pOTA. O06mmue TIPUHITATIBI OpraHu3aIu 04, OK 09
JAOKYMEHTOB, JIOKyMEHTOO0OpOTa, €ro OCHOBHBIE JTambl: MPUEM M IepBUYHAs 00pabOTKa I[K 1.2, 11K 1.3
¢popMupoBaHue HX B | JOKyMEHTOB;  pPAaCIpeielicHUe TOCTYNMUBIIUX  JIOKYMEHTOB;, PETUCTPAIIHS
JeJia M nepeaya B JIOKYMEHTOB M MPEABAPUTEIHHOE UX PACCMOTPEHHUE; PACCMOTPEHHUE JIOKYMEHTOB
apXMB OPraHU3aIlUu PYKOBOJICTBOM OpraHu3aiiuu (yUpexJAeHHs) U HAIMpaBlICeHWE WX Ha HCIIOITHEHUE; 5

UCTIOTHEHUE U KOHTPOJIb 332 HCIONHEHHEM JOKYMEHTOB; TEKyIIee XpaHEHHE

JIOKYMEHTOB.

Homenkmarypa nen. O6pabGoTka fen st TOCIeAYIOIIEro XpaHeHUsl. DKCIepTH3a

LIEHHOCTHU JIOKYMEHTOB, OpOpMIIEHHE JeJl, cocTaBieHue onuceid. Cnava nein B

apXUB.
IIpomexyTouHas arrecTanus B gopmMe IK3aMeHA 6
Bcero: 36/14




3. YCJIOBHUA PEAJIN3AIIMA TPOTPAMMBI YYEBHOM TUCIHUIIINHBI

3.1 MarepuajbHo-TeXHHYECKOe o0ecnieyeHue

Peanmusanus  mporpamMmbl  y4eOHOM — AMCHUIUIMHBI — MPOU3BOAMTCS € MPUMEHEHHEM
JUCTAHIIMOHHBIX TEXHOJIOTUH M TpeOyeT HaIW4Hs 3JICKTPOHHOM 00pa3oBaTeNbHOH cpenbl; y4eOHOTro
KaOuHeTa.

OobopynoBanue yueOHOro kaduHera:

® KJIacCHAs J10CKa;

® [10CaJJOYHBIE MECTA M0 KOJIMYECTBY 00YUaIOIIUXCS;

e pabouee MeCTO MpenoaBaTes;

¢ yueOHO-MIPAaKTUYECKOe O0OpyIOBaHUE, HEOOXOIUMOE Ui MPOBEACHHS MPEAYCMOTPEHHBIX
nporpammoil npaktuueckux 3aHatuil. B coorBerctBHe ¢ 1m.4.4 ®I'OC CIIO npomyckaercss 3aMeHa
000py/I0BaHUs €ro BUPTYaIbHBIMHU aHAJIOTAMHU.

Texnuveckue cpeacTBa 00y4eHuUs:

® KOMIIBIOTEPHI C BBIXOJIOM B ceTh Internet;

e cailr «JIuyHas cTynus» € BO3MOXHOCTBIO PAOOTHI C AJIEKTPOHHBIM OOpa30BaTEIbHBIM
pecypcom;

® 3JEKTPOHHBIE OMOIMOTEUHBIE PECYPCHI.

Y4yeOHO-MeTOoAHYEeCKOe oOOecniedeHUe TUCHUIIINHBI:

* METOIMYECKUE YKa3aHUS TI0 OpraHU3aI[uH MPAKTUYECKUX 3aHITHIA;

* METOIMYECKUE YKa3aHUs 110 CAMOCTOSTENbHOI paboTe.

IIporpamMmmHoe ob0ecnievyeHue:

[IporpamMmMHOe  obOecrieueHHe,  SBIAIOIIEECS  YacThIO  JJEKTPOHHOW  HMH(OPMAIMOHHO-
o0pa3oBaTenbHOI cpebl M 0azupyrolieecs Ha TeNeKOMMYHUKAITMOHHBIX TEXHOIOTHSIX:

- KOMIIBIOTEpHBIE 00yUarolue NPOrpaMMBbl;

- TPCHHHTOBBIC ¥ TECTUPYIOIIUE TIPOTPAMMBIL;

- UHTEJJIEKTyaJIbHbIE POOOTHU3HPOBAHHBIE CUCTEMBI OIIEHKH Ka4eCTBA BHITIOJIHEHHBIX paloT;

- CIIPaBOYHO-IIpaBoBas cucrema «KOHCYynbTaHT IIIrOCY, «l'apanTy;

- anekTpoHHOo-0nbInoreynas cucrema (ObC) ObC «IPRbooks» http://iprbookshop.ru/;

- TporpamMma ympaBieHus oOpazoBaTenbHbIM mpoueccom B OUOC (MudopmannonHas
texHojorus. [Iporpamma ynpasnenust oopasobarensHbiM mpouieccom. KOMBAT).
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3.2. UaopManioHHOe o0ecniedeHne peain3auuu NporpaMmmbl

OCHOBHbIE HCTOYHHKHU

1 Kyszuenona, 1. B. JlokymeHTaninoHHOE 0OECIIeUeHHE YIpaBIeHUs: yueOHOe MOcCo0ue s
CIIO / N. B. Ky3nenosa, I'. A. Xauarpsin. — 3-e u3a. — Caparos: [IpodoOpazoBanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — Tekct: snekrponHbii // Iludposoit oOpazoBarensHbiii pecypc PR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/135470.html

2 AnekceeBa, T. B. JlokymeHTammoHHoe oOecrieueHue ymnpasieHus: ydeOHuk / T. B.
AxnexceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcurer «Cuneprus», 2020. — 132 ¢. — ISBN 978-5-
4257-0402-3. — Texkcr : 27eKTpOHHBIH // DnekrponHo-0nbanoTeunas cucrema [PR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/101344.html

3 JlokyMeHTalmoHHOe obecrieuenue ympasieHusi. CocTtaBieHre U 0pOpMIICHUE IETOBBIX
nokyMeHTOB : ydeObHoe mocodbue s CIIO / cocraBurenu E. M. bammakoa. — CaparoB, Mocksa :
[IpodobpazoBanue, Aii [Tu Ap Meaua, 2021. — 144 ¢c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — Tekcr : snmexkTpoHHbIH // DnexTpoHHO-OMOMuoTeunas cuctema IPR BOOKS : [caiir]. — URL:
http://www.iprbookshop.ru/103343.html

4 JloOpoBoibckast C.C. JlokymeHTHpOBaHUE YIPaBJICHUYECKOM JeSTeTbHOCTH.
[DnexTpoHHBIH pecypc]: padounii yueonuk / looposossckas C.C. - 2021. - https://library.roweb.online

5 JobpoBonbekass C.C. Opranuzanusi paboThl ¢ JTOKYMEHTaMU. [DIEKTPOHHBIA pecypc]:
pabouuii yueoHuk / loopososasckas C.C. - 2021. - https://library.roweb.online

Jlono/THUTeIbHbIe HCTOYHUKHU

1. Kyznenosa, U. B. JlokymeHTanmoHHOe obOecrieueHue ympasieHHs : ydeOHoe mocobue uis
CIIO / U. B. Ky3neuona, I'. A. Xauatpsan. — 2-e uzn. — Caparos : IIpodo6pa3zoBanue, Ail ITu DOp
Menaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : 3MeKTPOHHBIH //
DNeKTpOHHO-OUOIMoTeUHAs cucTema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/80326.html

2. AnekceeBa, T. B. JlokymeHTanmmoHHOe oOecriedcHne ymnpasieHus : yueOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YauBepcurer «Cuneprusi», 2020. — 132 c. — ISBN 978-5-

4257-0402-3. — Texkcr : 27eKTpOHHBIN // DnekTpoHHO-0MOaMoTeuHast cucrema [IPR BOOKS : [caiir]. —
URL: http://www.iprbookshop.ru/101344.html

HNuTtepHer-pecypcebl (0a3bl JaHHBIX, HHPOPMALIMOHHO-CIIPABOYHbIE  TOMCKOBbIE CHCTEMBI):
e www.delpro.narod.ru/

. OnektpoHHO-O0ubmoreunas cucrema (ObC) DBC «IPRbooksy http://iprbookshop.ru/
dogovor.helpery.ru/

e WWW.eos.ru/
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4. KOHTPOJIb H OIEHKA

JUCHUIIINHBI

PE3YJIbTATOB OCBOEHHMS YYEBHOM

PesyabTaTnl 00yyeHus

Kpurtepun onenkn

MeToabl OLIEeHKH

HepequL 3HaHHI>i, OCBAMBACMBIX B paMKax AUCHUIIIIMHBI

Tepmunonoruss B oOmactu
JTOKYMEHTAI[HIOHHOTO
o0ecrieyeHus yIpaBIeHHUS;
HopmaruHubie JOKYMEHTHI,
periIaMeHTHPYIOIIHe
cocTaBieHne u odopmieHHe
JOKYMEHTAIlMH M TIOPS/IOK ee
00paboTKH;
[IpaBuia

odopmIileHHs OpraHU3alUOHHO-

COCTaBJICHUA n

pacIoOpsIAUTENBHBIX
JOKYMEHTOB,  BXOJSIIMX B
VHU(PUITUPOBAHHYID  CHUCTEMY
OpraHU3alMOHHO-
pacnopsiAUTENbHBIX
JOKYMEHTOB,
YHUPUIUPOBAHHYIO  CUCTEMY
IIEPBUYHON Y4ETHOU
JOKYMEHTALUH B 4acTH
JOKYMEHTALUU 110 YUETY TPY/Ia;
ITopsanmok MPOBEAECHUS
JKCIEPTU3BI LIEHHOCTH

JOKYMEHTOB W TIOJTOTOBKH JICIT
K apXMBHOMY XPaHEHHUIO.
Texnonorus OpTraHu3aIuu
JOKYMEHTO000poTa B
opranmuzanusx (y4pexaeHusx).

- odopMiIeHHE TOKYMEHTOB U
pelieHue MIPAKTUYECKHUX
CUTyalluii ¢ HOPMAaTUBHBIM
MPaBOBBIM 00OCHOBAHUEM,;

- HCIIOJIb30BAaHUE PA3THUYHBIX
HWCTOYHHUKOB, BKJIIOYAst
ANEKTPOHHBIE PECYpPChl, Meana
pecypcsl, HHTepHeT-pecypchl,
MEePUOJUYECKHEe H3TaHUs TI0
CHEIHMAbHOCTH I PEIICHUS

npoeCCHOHATTFHBIX 3314

- JICMOHCTpAIHsI
OTBETCTBEHHOCTH 3a MPHHSATHIC
pelIeHus, 000CHOBaHHOCTb
caMoaHajaM3a M  KOPPEKIHUs
pe3yabTaToB COOCTBEHHOI
padoTHI;

- UCTIOJIb30BaHUE
3aKOHOJIATeIILHBIX "

HOpPMATHBHO-TIPABOBBIX aKTOB
npu TUTAHUPOBAHUHN
MPEIINPUHUMATETCKON

TSI TeTbHOCTH B
npogeccuoHanbHOU cdepe;

- JIeMOHCTpalMs 3HaHUA B

obnacTu (duHaHCOBOM
I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTh
B3aUMOJCICTBUSA c
o0ydJaroImmMucs,
MperoiaBaTeNisiMd B XOJIe
o0y4eHHs, PYKOBOAMTEISIMHU

y4eOHOW M MPOU3BOJICTBEHHON
MPAKTHK.

-cobmroieHue HOpM
npodeccnoHaNTBEHON STUKY;
- MOCTPOCHHE

npoecCHOHATLHOTO OOIIECHUS
c Y4ETOM COIHATIbHO-
npodeCcCHOHAIBHOTO  CTaTyca,

- TECTUPOBAHUE;
- BBIINOJHEHHE
JK3aMEHE;

- BBIITOJIHCHUC
3aJaHui

3aJaHuid = Ha

MIPaKTUYECKUX
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CUTYyalu oOmIeHws,
ocoOeHHOCTEH  Tpynmsl U
WHIBUTYaIbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHUKAIUH,

- TIPaMOTHOCTb YCTHOW H
MUCbMEHHOU peuu;

- odopmileHHE TOKYMEHTOB B
coorBercTBun ¢ 'OCToM;

- SCHOCTh (POPMYJIMPOBAHUS U
HU3JI0KEHHS MBICIICH;

- TPOSIBICHUE TOJEPAHTHOCTU
B TIpoIiecce OOIIEeHMS,

- coOuroIcHHE HOpM
MOBEJICHHSI BO BpeMsl Y4eOHBIX
3aHATHH;

- coOuwIeHHe CTaHAapTOB
AHTUKOPPYIIIHOHHOTO
MTOBE/ICHHUS,

- co0ioaer HOPMBI
HKOJIOTUYECKOM 0e30MacHOCTH;
— OIpeneNseT HarpaBJICHUS
pecypcocOepexeHuss B paMmKax

npodeccroHanbHOM
NeSTebHOCTH o
CHCIHATEHOCTH;

- 3¢ PeKTUBHOCTD
WCTIOJIH30BAHUS CPEICTB

¢u3nueckoil KyJapTyphl — JUIs
COXpaHEHUs U  YKpEILICHHUs

3J10pOBbS B nporiecce
npodeccroHanbHOM
JEATENILHOCTH U TOJICPKaHUs
HEe00X0IMMOT0 YpOBHS
¢buznueckoi
MOJITOTOBJICHHOCTH;

- 3¢ PeKTUBHOCTD
UCIIOJIb30BAHUS B
npodeccroHanbHOI

JACATCIIBHOCTHU HCO6XO,HI/IMOI>'I
AOKYMCHTAallMKM, B TOM YHCIIC
Ha UHOCTPAHHOM SA3BIKC
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Hepeqem, yMeHHﬁ, 0CBaAaMBACMbIX B paMKax JTUCHUIIJIMHBI:

[IpumenaTH Ha [IPaKTUKE
roCyZapCTBEHHBIE
Ipyrue HOPMaTUBHO-
METOINYECKUE JOKYMEHTHI,
perIaMeHTHPYIOIINE

OopraHu3alnuro

CTaHJapThl,

AOKYMCHTALITMUOHHOTI'O
o0ecrieyeHus yIpaBiIeHHS;

CocTtaBiiTb ¥ IPABHIIBHO
oopMIIATE  OCHOBHBIC  BHJIBI
OpraHU3aOHHO-
pacropsIuTeIbHbIX
JOKYMEHTOB;

Odopmisate  uHGOPMAIMOHHO-
CIPABOYHYIO JJOKYMEHTAIIHIO;

OdopmnsaTh KaJIpOBYIO
JOKYMEHTAIHIO;
OdopmisaTs MIPETEH3UOHHO-

HCKOBYIO IOKYMCHTAIHIO.

- odopMIIeHHE TOKYMEHTOB U
peuieHue IIPaKTUYECKUX
CUTyalui ¢ HOPMAaTHBHBIM
IIPaBOBBIM OOOCHOBAHUEM;

- HCIOJb30BAHUE PAIUYHBIX
HCTOYHUKOB, BKJIIOYast
3JIEKTPOHHBIE PECYPCHI, MeaAua
pecypcebl, HHTepHET-pecypcsl,
NEpUOAUYCCKHUEC U3JAHUA 110
CIICHUAJIBHOCTU [IJId PCIICHHUA

npoecCHOHANBHBIX 3a/1a4

- JIEMOHCTpAIIHSI
OTBETCTBCHHOCTH 3a MPHHSATHIC
peleHus, 000CHOBaHHOCTb
caMoaHaiM3a M  KOPPEKIHUs
pe3yIbTaToOB coOCTBEHHOM
paboTHI;

- UCTIOJIb30BaHUE
3aKOHOJIATEITHHBIX u

HOPMATHUBHO-IIPABOBBIX 4dKTOB

npu TUTAHUPOBAHUU
MIpeANPUHIMATENHCKON
NEeSATEIbHOCTH B

npodeccuonanbHoOM chepe;
- JEMOHCTpauMsi 3HaHWd B

oOnactu ¢uHaHCOBOM
TpPaMOTHOCTH;

- KOHCTPYKTHUBHOCTh
B3aUMOJICHCTBHS c
o0yJaroImuMucs,
IpernojiaBaTeNisiMd B XOJe
o0y4eHHs,  PYKOBOAMUTEISIMHU
y4eOHON M TPOU3BOICTBEHHOM
MPAKTHK.

-coOroieHmne HOPM

po¢eCCUOHAIBHON ITUKH,
— MTOCTPOCHHE
poeCCUOHAIBHOTO OOIIECHHS

c y4eTOM COIIMATBHO-
npo¢ecCUOHABHOTO  CTaTyca,
CHUTYyaIlUH o0rieHus,
ocoOeHHOCTEH  Tpynmsl U
UHAWBUAYAJIbHBIX

0COOEHHOCTEH YY4aCTHUKOB

- TECTUPOBAHUE;
- BBIINOJHEHHE
9K3aMeHe;
- BBIIOJHEHHE
3aJaHun

3alaHUA =~ Ha

IMPAKTUYCCKUX
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KOMMYHHKAITUH;
- TIPAaMOTHOCTb YCTHOH H
IIACbMEHHOU peuH;

- oopmiieHUE JOKYMEHTOB B
cootBetcTBUM ¢ 'OCTom;

- SICHOCTh (POPMYJIUPOBAHUS U
W3JI0’KEHUS MBICIIEH;

- MpPOSBIIEHUE TOJIEPAHTHOCTHU
B IpOIIECCE OOIICHUS;

- coOutoieHne HOpM
MOBEJICHUS BO BpeMsl Y4EOHBIX
3aHATHI;

- CcOOmIOJIeHUE  CTaHIapTOB
AHTUKOPPYIMIIUOHHOTO
MOBE/ICHNUS;

- coOmrogaer HOPMBI
9KOJIOTHUECKOM 0€30MacHOCTH;
— OINpeJeNseT HallpaBJIeHUS
pecypcocOepekeHrsl B paMKax

npodeccrnoHaIbHOM
JeSITEIbHOCTH 1o
CIEIUATbHOCTH;

- 3¢ (HEeKTUBHOCTH
WCTIOJIb30BAHUS CpeicTB

¢u3nyeckoil KymnbTypel IS
COXpPaHEHHUS U  YKpPEIJICHUs

3I0POBBS B nporecce
npodecCuoHaIbHON
JCATEILHOCTH U TOJICPIKAHUS
HE00X0AUMOTO YPOBHS
¢buznyeckoin
MIOJITOTOBJICHHOCTH;

- 3¢ (HEeKTUBHOCTH
UCIIOJIb30BAHUS B
npodecCuoHATBHON

NESTEILHOCTH  HEOOXOIUMOM
JOKYMEHTAIlMA, B TOM YHCJE
Ha UHOCTPAHHOM S3bIKE
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