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1.

OBIIASI XAPAKTEPUCTHUKA PABOYENl ITPOTPAMMBI YYEBHOWM
JTACIATITAHBI

1.1. MecTo ucuMILIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrpaMMbl
VYuebnas paucuumuHa «JlOKyMEHTAalMOHHOE O00OecredeHue YIpaBlIeHHUs» SBISETCA

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

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

OK 01

Breibupats cnocoObl pemieHus 3agad  NpoQecCHOHAIbHON  AeSITeNbHOCTH
MPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM

OK 02

Vcrnonb30BaTh COBPEMECHHBIC CPEACTBA IMOKMCKA, aHAIM3a M HHTEPIPETALUU
uHpopManuu W WHQPOPMALMOHHBIE TEXHOJOTHM MJISi BBINOJHEHUS 337134
po(ecCHOHATTLHOM e TEIbHOCTH

OK 03

[InanupoBaTh ¥ peanu3OBbIBaTh COOCTBEHHOE MPOQECCHOHATBHOE U
JUYHOCTHOE pa3BUTHE, IpeIPUHIUMATEIBCKYIO JeSITeNIbHOCTD B
npodeccuoHanbHOM cdepe, UCMOIb30BaTh 3HAHUSI IO MPABOBOM M (PMHAHCOBOM
IPaMOTHOCTH B Pa3INYHBIX )KH3HEHHBIX CUTYaIUsAX

OK 04

OddexTuBHO B3aUMOICHCTBOBATh U PA00OTATh B KOJUIGKTHBE U KOMaH/IC

OK 05

OcCyHIeCTBISITh YCTHYIO M MUCbMEHHYI0 KOMMYHUKAIUIO Ha TOCYAapCTBEHHOM
sa3pike Poccuiickoit Denepanuu ¢ y4eToM OCOOEHHOCTEH COIUANBHOTO H
KYJIbTYPHOI'O KOHTEKCTA

OK 06

HpOﬂBJ’IHTL Irpa’kAaHCKO-IIATPHUOTHYICCKYIO IIO3UIIHIO, JACMOHCTPUPOBATDb
OCO3HAaHHOC TOBCACHUC Ha OCHOBC TpaJuIWOHHBIX 06III€‘ICJ'IOBGLI€CKI/IX
HCHHOCTeﬁ, B TOM YHCJIC C Y4Y€TOM TapMOHM3AlIUHU MCKHALWOHAJIBHBIX H
MCKPCIIUTHUO3HBIX OTHOIHCHHfI, MNPUMCHATE CTAaHAAPTBl AHTHUKOPPYINIIHUOHHOT'O
IIOBCACHUA

OK 07

ConelicTBOBaTh COXPAHEHUIO OKPYKAIOIIEH Cpelpl, pPecypcocOepekeHuto,
NPUMEHATh 3HaHUA OO0 W3MEHEHWH KIMMaTa, TNPHHLIUIBI OepeKINBOTO
NPOM3BOACTBA, YPPEKTUBHO IEHCTBOBATH B YPE3BBIYANHBIX CHUTYAIUSIX

OK 08

Hcnonw3oBath cpenctBa (pU3MYECKOW KYIbTYpPbl JUISl COXpaHEHUs U
YKpEIUIEHUs1 370pOBbs B IpolLecce NPOPECCUOHATBHON JESATEIBbHOCTH U
noAJepKaHusl HEOOXOAMMOI0 YPOBHS (PU3NYECKON MTOATOTOBICHHOCTH

OK 09

[Tonb30BaTbes MpodeccCHOHaNbHON JOKYMEHTAllMed Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKax

IIK 1.2.

HpI/IMCHHTL HOpMBI IIpaBa s PpCHICHUA 3ala4d B HpO(I)CCCHOHaHBHOﬁ
JACATCIIBHOCTH

IIK 1.3.

BraneTes HaBbIKaMu MOATOTOBKH KOPUAMYECKUX JTOKYMEHTOB, B TOM YHUCIE C
MCIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHM

1.2. lleab ¥ nJIaHUpyeMble pe3yJIbTAaThl 0CBOEHUS IHCIUIIIMHbI:
B pamMkax nporpammbl yueOHOM JUCHUIUIMHBI 00y4YarOIIUMUCS OCBAaUBAIOTCS YMEHUS

Y 3HAHUS
Kon Ymenust 3nanus
IIK, OK
OK 01, [Ipumenars Ha npaktuke | TepMuHoNOTHIO B obnactu
OK 02, rOCyIapCTBEHHBIE CTaHJIapThl, | TOKYMEHTAIHOHHOTO obecrieueHus
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OK 03,
OK 04,
OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
IIK 1.2,
IIK 1.3.

Jpyrue HOPMaTUBHO-METOJINYECKHE
JOKYMEHTBI,  perjJaMeHTUPYIOLIHE
OpraHM3alIl0 JTOKYMEHTAllHOHHOIO

oOecrnieueHus ynpaBIcHUS;

CocraBnsTth u IIpaBUWIbHO
oopMIATH OCHOBHBIC BUJIBI
OpraHu3aIMoOHHO-
pacropsaAUTEIbHBIX JOKYMEHTOB;
OdopmaTs nH(pOpMaIMOHHO-
CIPAaBOYHYIO JOKYMEHTAIHIO;
OdopmisTh KaJIpOBYIO
JOKYMEHTAIHUIO;

OdopmisTh MPETEH3UOHHO-

HCKOBYIKO JOKYMCHTAIHIO.

yIpaBIeHUS;

Hopmarusabie JIOKYMEHTBI
y 5

pEerilaMeHTUPYIOUIUE  COCTaBJIEHUE U

oopMIICHHE JTOKYMEHTAIIMH M TOPSIOK
ee 00padoTKH;

[IpaBuna cocraBieHus U OQOPMIICHHS
OpraHu3aIMOHHO-PACTOPSAUTEIBHBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO CHCTEMY
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB, YHUDHUIIPOBAHHYIO
CUCTEMY IIEpBUYHON Y4ETHOU

BXOAAIIMX B

JOKYMCHTAlUU B YaCTHW JOKYMCHTAUUH

10 y4eTy TpY/a;
[Topsimok ~ TpoBeNeHHS  SKCIEPTH3BI
IIECHHOCTH JIOKYMEHTOB M TOATOTOBKH
JIeT1 K apXUBHOMY XPaHEHHUIO.

Texnonoruro OpraHHU3aLUH
JIOKyMEHTOO0OpoTa B

(YupexaeHusx).

OpraHu3aLusaX




2. CTPYKTYPA Y COAEPKAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIITHHBI 36
B T.4. B (pOpMe NPAKTHYECKOI MOATOTOBKH 14
BT. 4.:

TEeOopeTu4ecKoe o0ydyeHue 6
PAKTUYECKUE 3aHSITUS 10
Camocmosmenvras paboma 14
I[Ipome:xyTouHAsI aTTeCTALMA 6




2.2. TemaTnyecKkuii IJIAH U COJAepPKaAHME YUeOHON TUCUMIIJIMHBI

Oo0beM, akaja. 4

/ Koanl kommeTeHIui,
HaumeHnoBanue Conep:xkanue yueOHOro MaTtepuasa u GopMbl OPraHU3anUM AeATeIbHOCTH B TOMHHEIe B ¢dopmupoBanuio
pa3aesioB U TeM 00yJamuxcs (oprie . | KOTOpPBIX CIOCOOCTBYET
NMPaKTHYEeCKOii
3JIEeMeHT NMPOrpaMMbl
MOJATr0TOBKH,
akaa. 4

Pa3zgen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 5/2
Tema 1.1 IlousiTue o Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05, OK
AOKYMEHTAIHOHHOM OcHOBHBIE CBOWCTBa JIOKYMEHTOB M WX (YHKIMH B CHCTEME YIPaBJICHUA. 09
odecrne4yeHUH [Tonstue noxymenta. Undopmanus u nokyment. Kinaccupukanus 10KyMEHTOB: IIK 1.2, 11K 1.3
ynpaBJieHus, no BuAy oGOpMIICHHS; MO COJEPKaHUIO; MO (QopMe; MO MPOUCXOXKACHUIO; TIO
AOKyMEeHTe H cpencTBaM  (pUKcanMu; IO CpPOKaM XpaHeHWs. MaTepuanbHble HOCUTEIN 1
cnocodax uHpopmanuu.
TOKYMEHTHPOBAHUS [Tonsitue nmokymeHtupoBaHusa. (OCHOBHBIE CIOCOOBI  JTOKYMEHTHPOBAHUSI.

OCHOBHBIE COBPEMEHHBIC TEXHOJIOTHUH, IIPUMEHSEMBIC TIPH OpTaHU3aAIUH PabOTHI

C IOKYMEHTaMH B OpraHu3anusix (yupexIeHHUsIX).
Tema 1.2 Copepxanue yueOHOro MmaTepuasa 1
HopmatusHo- HopmaTuBHO-IIpaBOBBIE aKThI, pETyIUpPYIOIINE JOKYMEHTAIMOHHOE obecreueHue OK 01, OK 02, OK 05, OK
npasoBasi 6a3za yrpaBieHUs. YHHU(DHUKAIWMS W CTaHJAAPTH3AIUs KaK OCHOBHBIC HaITpPaBJICHUS 09
AOKYMEHTAIIMOHHOIO | COBEPIICHCTBOBAHUS JOKYMEHTOB U JOKYMEHTAI[HOHHOTO  OOeCTICUeHUs IIK 1.3
ol0ecrieyeHust YIIPABJICHUS.
ynpaBJieHHsl [TepeueHs OCHOBHBIX TOCYAApCTBEHHBIX CTaHIAAPTOB Ha YHH(PHUIIMPOBAHHBIC 1

cucteMbl JokyMeHTanuu. OCHOBHBIE IOJOKEHUSI TOCYIApCTBEHHOW CHCTEMBI

JTOKyMEHTAIlMOHHOTO obecrnieueHus ympasieHus. CocTtaB yHU(DUIIMPOBAHHBIX

CUCTeM  JOKYMEHTAIlMH:  OpPraHW3alMOHHO-PACTOpPSAIUTENIbHAS,  OTYETHO-

cTaTHCTUYECKasi, GUHAHCOBAS U JP.
Tema 1.3 Cnoco0nlI u Conep:xanue yueOHOro MaTepuaJia 3/2 OK 01, OK 02, OK 03, OK
NpaBuJIa co31aHUA Xapakrepuctuka, coctaB u coaepkanue ['OCTa Ha cucteMy OpraHu3arioOHHO- 1 04, OK 05, OK 06, OK 07,
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AOKYMEHTOB

pacnopsiAuTeIbHON JIOKYMEHTaL1H. YHuduurpoBaHHas cucrema
OpPraHU3aLMOHHO-PACTIOPAIUTEIBHON JOKYMEHTALUH. TpebGoBanus K
opopmiieHnI0 MOoKyMeHTOB. Dopmymsip-oopazerr OP/l. [lpaBuna odopmiieHus
PEKBU3UTOB, periaMeHTupoBaHHbIX [[OCToMm.

OK 08, OK 09
K 1.2,1IK' 1.3

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3ansatue Nel. OdopmiieHrEe peKBU3UTOB Ha IOKYMEHTaX. 2

CamocrosiTe1bHas padoTa 00y4yarommxcst -
Paznea 2. OPTAHU3ALIIUA CUCTEMbBI 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()OPMAIMOHHBIX  JOKYMEHTOB 04, OK 05, OK 06
HH(POPMATHOHHO- (cmy>keOHBIX THCEM, CIIPaBOK, 3asBICHHI, aKTOB, MPOTOKOJIOB, IOKJIAJHBIX U 1 IIK1.2,IIK 1.3
CIPaBOYHOM 00BSCHUTENBHBIX 3aIHCOK), TPEOOBaHUA K UX 0popMIIeHUIO. [JoKyMEeHTHpOBaHKE
AOKYMEHTAIlUH JESITEIbBHOCTH KOJUIETHAJIbHBIX OPTraHoB.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue No2. Odopmiienue nHHOPMAITMOHHO-CIIPABOYHON 9

JIOKYMEHTaL1H.

CamocrosiTeibHas padoTa 00y4yaommxcst -
Tema 2.2 Copepxanue yueOHOro Mmarepuasa 3/2 OK 01, OK 02, OK 03, OK
Odopmienue OcHOBHBIE  TpyHIbl  OPraHU3ALMOHHO-PACTIOPSIUTENbHBIX  JOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpPraHu3alMOHHO- XapakTepHucTUKa U COCTaB OpraHU3alMOHHBIX JOKYMEHTOB (yCTaBa, MOJIOKEHMUS, OK 08, OK 09
pacnopsiaAuTe1bHOM UHCTPYKLUHU, JOJUKHOCTHOM HMHCTPYKIMHM), TpeOoBaHHA K O(OPMIIECHUIO. K 1.2,TIK 1.3
AOKYMEHTAIlUH XapakTepuCTUKAa U COCTaB PaCIOPAAUTEIbHBIX JOKYMEHTOB (TIOCTaHOBJIECHUS, 1

NpUKa3a, pelieHus, pacliopsDKeHMs, yKa3aHHs), TpeOoBaHUs K UX OQOPMIICHHIO.

[TonsiTHe MONTMHHKUKA, KOMIUH, BBITUCKHU, TyOnuKaTa. Buasl konuil TOKyMEHTOB,

0COOEHHOCTH 3aBEpPEHHsI KOIMUI M BBIMHCOK HOTApUAIbHBIMH KOHTOpaMHM H

JOJDKHOCTHBIMU JIMIIAMH OpTaHU3aluil.

B ToM unciie NpaKTHYECKHUX 3aHATHH 2

[Tpaktuueckoe 3anstue Ne3. OdhopmiieHre OpraHU3aMOHHO-PACTIOPSANTEIIBHON 9

JIOKYMEHTAIUU.




CamocrosiTe1bHast padoTa 00y4yarommxcst

Tema 2.3 | Coaep:xkanue yueOHOro MaTepuajia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue 3asBNeHUS W TPUKA3bl [0 JUYHOMY cocTaBy. JInunas kaprtouka dopmer 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. OdopmiieHHe KaIpoBOi JOKYMEHTAIUH. 2

CamocrosiTeibHast padoTa 00y4yarommxcst -
Tema 2.4 loroBopHo- | Cogep:kanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
NnpaBoBas [Tonsitue nmoroBopa. OcHOBHbIE pa3zaenbl 10roBopoB. llopsaok odopmiieHus 5 04, OK 05, OK 06
AOKYMEHTAIUs TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, I0IOBOPA KYILUIU-TIPOJAXKH. K 1.2, IIK 1.3

B TOM uHciIe IPAKTHYeCKUX 3aHATHI 2

[TpakTraeckoe 3anstue Ne5. OdopmiieHre J0roBOpPOB. 2

CamocrosiTeibHasA padoTa 00y4yaommxcst -
Tema 2.5 | Copep:xkanne y4eOHOro MaTepuajia 4/2 OK 01, OK 02, OK 03, OK
IIpeTeH3uoHHoO- OCHOBHBIE PEKBU3UTBI W TOPSAIOK O(GOpPMIICHUS TPETCH3UH, OTBETOB Ha 04, OK 05, OK 06, OK 07,
HCKOBas nperensuto. lOpuanueckast cinyx0a, BBIMONHAIOMAS MPETEH3HMOHHO-HCKOBYIO OK 08, OK 09
AOKYMEHTalusA paboty Ha npeanpusaTHU. KypHas perucTpauuy npeTeH3 . 2 I[IK1.2,1IK 1.3

[Topsimox  odopMieHHsT HMCKOBBIX 3asBJICHUNH U MPEICTABICHHE UX B

ApOUTpaKHBIH CYA.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktueckoe  3aHatne  Neb. OdopmiieHne  IpPeTEH3MOHHO-UCKOBOM 5

JOKYMEHTAL1H.
Pazgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUN B OPTAHU3ALIUAX 8/2
(YUYPEXKAEHUSX)
Tema 3.1 Texnosiorusi | Cogep:kanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
OpPraHM3anuu VYnpasnenue " JIEONPOU3BOJICTBO. Opraau3anoOHHbIE (hopMbI 04, OK 09
AOKYMeHT0000opoTa B | nenonpou3BojacTBa. Ciyx0a JOKYMEHTAlMOHHOTO OOECIeUYeHUs YIpaBlIeHUs, 9 I[IK1.2,1IK' 1.3

OpraHu3anusax
(Yupe:xxaeHusx)

OCHOBHasi 3ajaya, (QYHKIUH, THIIOBBIE CTPYKTYpBI, JTOJDKHOCTHOH COCTaB.
Permamenrarus 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 [TonsATHS Tpe/UIOKEHUs, 3asBICHUS M kajoObl. Ilpuem M permcrpanus mucem 04, OK 05, OK 06, OK 07,
AEJIONPOM3BOACTBA 0 | rpaxaaH. PaccMoTpeHue M paspelieHue MUCEeM, CPOK PacCMOTpEHHUs. AHaIu3 OK 08, OK 09
o0paleHusIM MHACEM TPaXK/IaH. IIK 1.2, 11K 1.3
rpaxiaaH u Konduaenuuansnoe naenonpousBoacTBO. ['pud orpaHnuueHus AocTyna K 2
KOH(PHUAECHIHATBHOIO | TOKYMEHTY. ABTOMAaTHU3UPOBAaHHBIE CUCTEMbI paboThI ¢ ToKymMeHTamu. CpencTBa
AeJI0NPOU3BOACTBA W3TOTOBJICHHSI, KOIUPOBAaHUS U Pa3MHOXKCHHS JOKYMEHTOB. OpraHuzanus

pabouux MecT.

B ToM YHc/Ie MPAKTHYECKUX 3aHATHI 2

[TpakTuueckoe 3austue No7. OdopmiieHue oOpaiieHuit rpax/iaH. 2

CamocrosiTesibHas padoTa 00yYarOIuXCcst -
Tema 3.3 Conep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
CucreMaTusanus ITousiTue JIOKyMEHTO000pOTA. OO6mmue TIPUHIIATIBI OpraHu3aIu 04, OK 09
JAOKYMEHTOB, JIOKyMEHTOO0OpOTa, €ro OCHOBHBIE JTambl: MPUEM M IEepBHYHAs 00paboTKa K 1.2,1IK 1.3
(popmupoBaHHe MX B | IOKYMEHTOB; pacCIpeAeiCeHHe TOCTYNUBIINX  JOKYMEHTOB;  PErHCTpAIIMs
AeJia M nmepefava B JIOKYMEHTOB M MPEABAPUTEIHHOE UX PACCMOTPEHHUE; PACCMOTPEHUE TIOKYMEHTOB
apXuB OpraHu3aluu PYKOBOJCTBOM OpraHu3aiiuu (yUpexJAeHHs) U HAMpaBlICeHWE WX Ha HCIIOJTHEHUE; 5

UCTIOTHEHUE U KOHTPOJIb 33 HCIONHEHHEM [OKYMEHTOB; TEKYIIee XpaHEHHE

JIOKYMEHTOB.

Homenkmarypa nen. O6paboTka Je st TOCIEYIOIIEr0 XpaHeH!sI. DKCIepTUu3a

LIEHHOCTHU JIOKYMEHTOB, OpOpMIIEHHE JeJl, cocTaBieHue onuceid. Crava nen B

apXUB.
IIpomexyTouHas arrectanus B gopmMe IK3aMeHA 6
Bcero: 36/14
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3. YCJIOBUA PEAJIN3AIIMA TPOTPAMMBI YUEBHOM TUCHUILIMHBI

3.1 MarepuajbHo-TeXHHYECKOe o0ecnieyeHue

Peanmuzanus mporpamMmbl  ydyeOHOM — JUCHUIUIMHBI ~ MPOU3BOAUTCS C  NPUMEHEHUEM
JMCTAHIIMOHHBIX TEXHOJIOTUH M TpeOyeT HalIW4us 3JCKTPOHHOH 00pa3oBaTelbHOH Cpeibl; yd4eOHOTro
KaOuHeTa.

OobopynoBanue yueOHOro kaduHera:

® KJIacCHas J10CKa;

® [10Ca/I04YHbIE MECTA 10 KOJIUYECTBY 00yUarOUINXCs;

e paboyee MeCTO IMpernoJaBaTes;

¢ yueOHO-TIPaKTUYECKOe 00O0pyI0BaHHE, HEOOXOAMMOE Ui MPOBEACHUS MPETyCMOTPEHHBIX
nporpamMmoil npaktuueckux 3aHsatuil. B coorBerctBue ¢ m.4.4 ®I'OC CIIO nomyckaercs 3ameHa
000pyIOBaHUs €r0 BUPTYaJIbHBIMH aHAJIOTaMHU.

TexHu4veckue cpeacTBa 00yyeHus :

® KOMIIBIOTEPHI C BBIXOJIOM B ceTh Internet;

e caiir «JIuuHas cTyaus» C BO3MOXKHOCTBIO PabOTHI C 3JIEKTPOHHBIM 00pa30BaTEIHHBIM
pecypcomM;

® 3JEKTPOHHBIE OMOIMOTEUHBIE PECYPCHI.

Y4yeOHO-MeTOoAUYeCKOe 00ecTieyeHue AU CUMILIMHbI:

* METOIMYECKUE YKa3aHUs M0 OpraHU3aIuu MPAKTUYECKUX 3aHITHIA,

* METOIMYECKUE YKa3aHUs TI0 CAMOCTOSTENbHOI paboTe.

IIporpamMmmHoe ob0ecnievyeHue:

[IporpaMmmHoe  oOecriedeHHe, SBISIONIEECS YacThIO  ANEKTPOHHOW  HHQPOPMAIMOHHO-
00pa3oBaTeNnpHOM cpeibl H 0a3upyroleecs Ha TeIEKOMMYHUKAIIMOHHBIX TEXHOIOTHUSIX

- KOMIIBIOTEpPHBIE 00yUYaIOIINe MPOTPAMMBI;

- TPCHHHTOBBIC U TECTUPYIOIIUE TIPOTPAMMBIL;

- UHTEJJIEKTyaJIbHbIE POOOTHU3HPOBAHHBIE CUCTEMBI OIIEHKH Ka4eCTBA BHITIOJIHEHHBIX paloT;

- clIpaBOYHO-TIpaBoBasi cucreMa «KoHCynbTaHT miocy, «["apanTy;

- anekTpoHHO-0mbmuoreyHas cucrema (bC) ObC «IPRbooksy http://iprbookshop.ru/;

- TporpaMma ympamieHus oOpazoBarenbHbIM mporeccoMm B DUOC (MudopmarmonHas
texHozorus. [Iporpamma ynpasneHus: oopasoBarenbHbiM mporieccom. KOMBAT).
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3.2. UapopmanoHHOe o0ecniedeHre peaju3aluu NporpaMmbl

OcCHOBHBIE HCTOYHUKH

1. Kysnenosa, . B. JlokyMmeHTallmoHHOE 0OECIICUeHHE yIIPaBICHHs | yueOHOE mocooue st
CIIO / 1. B. Ky3uenona, I'. A. Xauatpsia. — 3-¢ u31. — Caparos : [Ipodobpazosanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — Tekct : snexrponHsiii // LludpoBoi oOpa3zoBarensHblil pecypc IPR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/135470.html

2. JlokyMeHTaIoHHOe oOecrieueHue yrpasieHus. CocTaBieHre U 0pOPMIICHHE JETOBBIX
IOKyMeHTOB : yueOHoe mocobue st CIIO / cocraBurenu E. WM. bammakoBa. — CaparoB, Mocksa :
[IpodobpazoBanue, Ait [Tu Ap Menua, 2021. — 144 c¢. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — Tekcr : anekTpoHHBIN // DnexTpoHHO-OMOMMoTeuHas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/103343.html

3. Kopsnees, U. K. JlokymeHTanmoHHoe 00ecliedeHUE YIIPaBICHUS | YUEOHUK U IPAKTUKYM
1uig cpeanero npodeccuonanbHoro oopazosanus / U. K. Kopuees, A. B. [Tienko, B. A. Mamypues. —
3-e m31., mepepad. u mon. — Mocksa : U3narensctBo FOpaiit, 2026. — 438 ¢. — (IIpodeccronaibaoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Texkcr : anekTpoHHbIN // OO6pa3oBarenbHas miatgopma
IOpaiit [caiit]. — URL: https://urait.ru/bcode/585550 (nara obpamenus: 01.07.2026).

HNurepuer-pecypebl  (60a3bl  JaHHBIX, HHGPOPMAIMOHHO-CIIPABOYHbIE W NOHCKOBBIE
CHCTEMBI):

e www.delpro.narod.ru/

e  DiekrporHo-O0ubHoTeuHas cuctema (ObC) OBC «IPR SMART» http://iprbookshop.ru/

e dogovor.helpery.ru/

e www.eos.ru/
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4. KOHTPOJIb
JUCLMUIIINHBI

N OIEHKA

PE3YJIbTATOB OCBOEHHMS YYEBHOM

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToabl OIEHKH

Hepequb 3HaHHI>i, OCBanBAaCMBbBIX B paMKax JUCHUIIINHBI

TepmuHonorus B obnacTu
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBiIeHHUs;
HopmaTtuBHBIE JTOKYMEHTHI,
perJIaMeHTHPYIOIINE
cocTaBlieHHEe M O(OopMIICHHE
TOKYMEHTAIH 1 TIOPSJIOK ee
00paboTKH;
[IpaBuna

odopMIIeHUS

COCTaBJICHHUA u

OpTraHU3aIMOHHO-
pacropsIuTeIbHBIX
JTOKYMEHTOB,
YHU(DUIUPOBAHHYIO CHUCTEMY
OpraHU3aOHHO-
pacnopsIIUTEIbHBIX

BXOOAIIUX B

JOKYMEHTOB,
YHU(UIIUPOBAHHYIO CHCTEMY

[IEPBUYHON Y4ETHOU
JNOKYMEHTallul B YaCTH
JOKyMEHTalMuu 10  Y4eTy
TpyAa;

[Topsimok MPOBECHUS
JKCIEPTU3BI LIEHHOCTH

AOKYMCHTOB M IOATOTOBKH
ACII K apXUBHOMY XPAHCHUIO.

TexHonorus  opraHuzanuu
JIOKYMEHTO000poTa B
OpTaHU3aIHIX
(YupexaeHusx).

- opopMmieHHE IOKYMEHTOB U pEILICHHE

MPAKTUIECCKHUX CUTYyaIui Cc
HOpMaTI/IBHBIM HpaBOBBIM
000CHOBaHHEM;

- HCIIOJIb30BaHUC Pa3IUYHBIX
HCTOYHHKOB, BKJIFO4Yas BHCKTPOHHBIG

pecypcel, Meaua pecypchl, MHTepHer-
pecypchbl, MEPUOJMYECKHE W3AaHUs 10
CIeIUATbHOCTH JUIst penieHus
npodeccHOHaNBHBIX 33124

- JACMOHCTpanud OTBCTCTBCHHOCTH 3a
NPUHATBIE peIIeHUs, OOOCHOBAaHHOCTH
CaMOaHaJIN3a M KOPPEKIHs pe3yIbTaToB
COOCTBEHHOM pabOTHI;

- HCIIOJIb30BAHHUC 3aKOHOJATCIIbHBIX U

HOPMATHBHO-IIPABOBBIX ~ aKTOB  TPH
IUIAHUPOBAHUH  TIPEANPUHUMATEIIbCKOM
NESITEIbHOCTH B TPO(EeCCHOHATBHOM
cepe;

- JIEMOHCTpauus 3HaHUH B 0OJacTH
(uHaHCOBO I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aMMOJCHCTBHS C
0o0ydJarouMucs,
XoJ1e o0OyueHus,
y4eOHOI 1 IPOU3BOJICTBEHHOH MTPAKTHK.

IpenojaBaTeyisiMi B
PYKOBOIUTEIAMU

-co0JI0/IeHne HOpM Mpo(dhecCuoHaTbHOM

ITUKHY;
—  TOCTpOeHHE  MpodecCHOHATHLHOTIO
OOIEHHS C  YY4eTOM  COIHMaJbHO-

npoeCCHOHATIBHOTO CTaTyca, CUTYaIHH
oOlIeHusi, OCOOEHHOCTEW TpYIIbl U
WHIUBUAYAJIbHBIX 0COOEHHOCTEM
Y4aCTHUKOB KOMMYHUKAIIIH;

- TPaMOTHOCTb YCTHOM M IHUCBMEHHOU
peun;

- odopmiieHne JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowMm;

- SCHOCTb dbopmynupoBaHUs |
HU3J0KEHUS MBICIIEH;

- IMPOSABJICHUC TOJICPAHTHOCTHU B

- TECTUPOBAHUE;

- BBINIOJIHEHUE 3aJaHUM
Ha DK3aMEHE;

- BBITIOJIHEHHE
MPAKTUYECKUX 3aJaHUN
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mporecce OOIIeHUs;

- CcoONIoficHHEe HOPM TIOBEACHUS BO
BpeMsl YUEOHBIX 3aHSTUI;
- coOitoieHne CTaHJapTOB

AHTUKOPPYIIHUOHHOI'O IOBCACHUS

- COOJI0J]aeT HOPMBI  IKOJOTHYECKOU
0e30IacHOCTH;

- orpenenser HaIpaBJICHUS
pecypcocoepexeHus B pamKax
npo(ecCHOHANTEHOW  AEATEIBHOCTH  I10
CHCIUATBHOCTH;

- 3 HEKTUBHOCTD HCIIOJIb30BAHUS

cpencTB  (U3MYECKOW KYIbTYpBl IS
COXpaHEeHMsI M YKPEIUICHHUS 3J0POBbS B

mporecce po(hecCHOHATILHOM
JIEATENHLHOCTH u HOIICPIKAHUS
HEOOXOIUMOTO0  ypOBHS  (hU3HUECKOMN
ITOJTOTOBJIEHHOCTH;

- 9(QQeKTUBHOCTh HCIIOJIIL30BAaHUS B
poQeCCHOHAIBHON NeATeTbHOCTH

HEOOXOIUMOM JIOKYMEHTallUd, B TOM

YHUCJIC HAa UHOCTPAHHOM S3BIKC

Hepeqeﬂb yMEHHﬁ, 0CBaAaMBACMbIX B paMKax JHCHUIIJIMHBI:

IIpuMeHAT HaA  IpaKkTHUKE
roCyZapCTBEHHBIE
CTaHJapTHI, apyrue

HOPMaTHBHO-METOINYECKUE
JOKYMEHTHI,
periaMeHTHpYIoLHe
OpraHu3aIHI0
JOKYMEHTAI[HOHHOT'O
o0ecrnieueHuns yrpaBIeHUS;
CocTaBiATh M NPaBUIBHO
0(pOpMJIIATH OCHOBHBIC BHJIBI
OpTaHU3aIMOHHO-
pacropsIuTeIbHbIX
JOKYMEHTOB;
Odopmisath
MH(POPMAIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHIO;
OdopmsaTs
JOKYMEHTAIHIO;

KaJpOBYIO

OdopMIsaTs MPETECH3UOHHO-

- oopmIIeHHE JTOKYMEHTOB W DEIICHUE

HpaKTI/ILIeCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHI)IM HpaBOBI)IM
000CHOBaHHEM;

- HCIIOJIb30BaHHE pa3IMYHBIX
HUCTOYHUKOB, BKIIOYash DIIEKTPOHHBIE

pecypcsl, menua pecypebl, MHTepHeT-
pecypcsl, NEPUOAMYECKHE W3AAHMS IO
CHEIHaIbHOCTH IS

npodeccuoHaNbHBIX 3a7a4

peteHus

- JCEMOHCTpanud OTBETCTBCHHOCTH 34
NPUHSTBIC peIlieHHs, O00O0CHOBAaHHOCTh
caMoOaHalln3a U KOPPEKIHs pPe3yIbTaTOB
COOCTBEHHOI paboTHI;

- HCIOJIb30BAHUEC 3aKOHOAATCIIbHBIX U

HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  TpH
IUIAHUPOBAHUH  TPEANPUHUMATEIIbCKOM
NESTeTbHOCTH B TPO(ECCHOHATBHOM
chepe;

- JIeMOHCTpanus 3HaHWH B o0iacTu
(rHAHCOBON TPAaMOTHOCTH;

- TECTUPOBAHUE;

- BBITIOJIHEHHWE 3aJaHui
Ha dK3aMEHE;

- BBITOJIHEHHE
MPaKTUYECKHUX 3a/IaHUI
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HCKOBYIO IOKYMCHTAIIHIO.

- KOHCTPYKTHBHOCTH B3aMMOJEHCTBHS C
oOyyarlmuMucs, MpPenojaBaTesiMu B
xone  OOyueHHs,  PYKOBOJUTEISIMH
y4eOHOM U TPOU3BOACTBEHHOM MPAKTHK.

-co0IoIeHue HOpM TTPO(HeCcCHOHATBLHOM
ITHUKU;

—  [OCTpoeHHEe  HpodecCHOHATHLHOTO
oOlmIeHUsT C  Y4eTOM  COLHUaIbHO-
npoecCHOHaNBHOrO CTaTyca, CUTyalluu
oOIIeHnusl, OCOOEHHOCTEH TpPYIIBI U
WHIUBUAYAIbHBIX 0COOEHHOCTEH
YYaCTHUKOB KOMMYHUKAIIHH,

- TPaMOTHOCTb YCTHOW M IIMCBMEHHOU
peuu;

- odopmiieHne JIOKYMEHTOB B
cootBeTcTBUM ¢ 'OCTowMm;

- SCHOCTD dbopMynupoBaHUS U
U3II0’KEHUS MBICTIEH;

- TpOSIBIIGHWE  TOJEPAHTHOCTH B
MpOIIeCcCce OOIICHUS;

- COOJIIOJICHHME HOPM TIOBEJIEHUSI BO
BpeMsl Y4eOHBIX 3aHSTUH;

- co0oieHne CTaH/1apTOB
AHTUKOPPYIMIIMOHHOTO TTOBEICHUS;

- coOJrogaeT HOPMBI  DKOJIIOTUYECKOM
0€30ITaCHOCTH;

— orpenenser HaIpaBIECHUS
pecypcocOepexeHus B pamKax
MPOPECCHOHAIBHONW ~ JACSTEIIBHOCTA IO
CICIUATEHOCTH;

- 3¢ PEeKTUBHOCTH HCMOJIb30BAHMS
cpencTB  (u3MUecKOW KYIBTYPBI  JUIS
COXpaHEHHUS] W YKPEIUICHUS 3J0POBbS B
nporecce npodeccnoHanbHOM
JESITEIIbHOCTH " MOIIEPKAHUS
HEOOXOIUMOTO  ypOBHS  (hHU3HUECKOMH
MIOJITOTOBJICHHOCTH;

- 3¢ (}EeKTUBHOCTh HCIOIH30BAHUS B
po¢eCCHOHATBHON NEeSATeTbHOCTH
HEOOXOAMMOW JOKYMEHTAIlMH, B TOM
YrCIie HA HHOCTPAHHOM SI3BIKE
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