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1. PABOUYAJSA ITPOI'PAMMA JUCHHUIIJINHBI
OI1.04 JoxkymeHTAlIMOHHOE o0ecneyeHre YIPaBJIeHUusl
1.1. O0JacTh NpuMeHeHus1 padoyeil NPorpaMMbl
PabGowyas mporpaMMa JUCHUIUIMHBI  SBISETCS  YacThbl0  OCHOBHOM  IpodeCCHOHATBHON
obpaszoBarensHOi mporpammbl B cootrBerctBuu ¢ PI'OC mo cnenmansHoct 38.02.03 Omneparmonnas
JESITEIbHOCTD B JIOTUCTHKE.

1.2. MecT0 AUCUMILIMHBI B CTPYKType OCHOBHOl mnpodecCHOHAJIbHOI 00pa3oBaTebHOMI
NPOrpaMMmbI:
O6menpodeccoHaTbHBIN UK.

1.3. eau u njaHupyeMblie pe3yJbTaThbl OCBOCHHS IMCLHMIIJIMHbI:

Conepxxkanne nporpammbl guctuiinabl - OIT 04 JlokymeHTalimoHHOE OOECTeUeHUE YIPaBICHUS
HaIpaBJIEHO HA JOCTHKEHHE PE3YIbTAaTOB €€ N3yueHus B cooTBeTcTBUU ¢ TpeboBanusamu OI'OC CIIO.

B PE3YIbTATC OCBOCHUA JUCHUIIIMHBI CTYACHT JOJIKCH YMETh!

- 0pOpPMIISATH JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMAaTHUBHOW 0a30f, B T.4. HCHOIB3Ys
WH(OPMAIMOHHBIE TEXHOJIOTHH;

- YHU(UIIUPOBATH CUCTEMBI JOKYMEHTALINH;

- OCYILECTBIIATh XPaHEHUE U IIOUCK JOKYMEHTOB;

- OCYILECTBJIATh aBTOMATHU3aLMI0 00pabOTKU JOKYMEHTOB;

- UCTOJIb30BATh TEJICKOMMYHHUKALIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKyMEHTO000pOoTE

B PE3YIbTATEC OCBOCHUA JUCHUIIJIMHBI CTYJCHT NJOJIPKCH 3HATDh:

- IOHATHE, 1IEJTH, 33]]a491 U IPUHITUIIBI 1eTTOTIPOU3BO/ICTBA;

- OCHOBHBIE TIOHSITHS JOKYMEHTAIIMOHHOTO 00ECTICUCHUsI YITPaBICHUS;

- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTICUeHHUs YIIPABICHHUS;

- KJIacCU(UKALIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABIECHUIO U O(DOPMIIEHUIO JOKYMEHTOB;

- OpraHu3zalyio JOKyMEHTOOO0OpOTa: MpueM, 00paboTKa, perucTpanus, KOHTPOJIb, XPaHEHUE
JIOKYMEHTOB, HOMEHKJIaTypa Jel

1.4. Pe3yJbTaThbl 0CBOCHHS AUCHUIIUHBI
Pesynbrarom ocBoeHus pabodeil MpoOrpaMMbl JTUCHUIUIMHBI  sBiseTcs  (OpPMUPOBAaHUE
npodeccnonanbubix (I1K) u 06mux (OK) komneTeHmii, THUHOCTHBIX pe3yabTaToB (JIP):

Kog HaunmMeHoBaHue pe3ynbraTa 00y4eHus!

MK 1.1. OcyniecTBIsATh CONPOBOKIEHHUE, B TOM YHCIE JOKYMEHTAIMOHHOE, MPOLEAYPHI 3aKYIOK

IIK 1.3. OcCyIecTBIATh JOKYMEHTAITMOHHOE COMTPOBOXKICHUE CKIAICKUX
onepanun

OK 1. BriOupates  cmocoObl  pemenust  3amgad | JIP 2 [IposBnsronMii  aKTHBHYIO TIpaKIaHCKYIO
npodeccuoHaIbHON JIeATENBHOCTH MO3UIINIO, JIEMOHCTPHUPYIOIIU I
MIPUMEHUTENHHO MIPUBEPKEHHOCTh TPUHIIUIIAM YECTHOCTH,
K Pa3JIMYHBIM KOHTEKCTaM MOPSAZ0YHOCTH, OTKPBITOCTH, SKOHOMUYECKH

AKTUBHBIA U yYaCTBYIOUIUHN B CTYACHUYECKOM
U TEPPUTOPHUATHLHOM CaMOYIPABICHUH, B
TOM YHCJIE Ha yCIIOBUAX TOOPOBOJIHUYECCTRA,
MNPOIYKTUBHO  B3aUMOJCUCTBYIOIIUUA U
Y4acCTBYIOIIUH B eI TETLHOCTH
0OIIIeCTBEHHBIX OPTraHU3aIIHH.

JP 5 JleMOHCTpHpYIOIIMI  TPUBEPKEHHOCTh K
POJHOM KYJbTYpE, UCTOPUUECKON TaMATH Ha
ocHoBe Jit00BU K PosyHe, pogHOMY Hapoay,




MaJioli POJWHE, MPUHATHIO TPAIUIIMOHHBIX
LIEHHOCTEH MHOTOHAIMOHAIBHOI'O Hapoja
Poccun.

JIP 6

[IposiBnsironii  yBakeHHE K  JIIOJSM
CTapIIEero IOKOJCHUS U TOTOBHOCTH K
Y4acTHUI0O B COLMAJIBHON TOJAEPXKKE MU
BOJIOHTEPCKUX ABHKECHUSX.

OK 2.

Hcnonp3oBath
TOHCKa,

COBpEMEHHBIE  CpENCTBA
aHalm3a
u WHTEPIIpEeTaluu nH(pOpMaIu,
U  WHQOPMAIMOHHBIE TEXHOJOTHU IS
BBITIOJTHEHHUS 337ad  MpodecCuoHaIbHON

JCATCIIBPHOCTH

JIP 3

CooOumoarommii
CIACAYIOIMA  HWaealaM  TPakJaHCKOTO
obmecTBa, oOecneyeHHs 0€30IIaCHOCTH,
npaB u cBoOo rpaxaan Poccun. JlosutbHBIH
K YCTaHOBKaM u MIPOSIBIICHUSIM
MpecTaBuTeNeil CyOKyIbTyp, OTIHYAIOITHIA
WX OT Tpynn C [AECTPYKTHBHBIM H
JCBUAHTHbBIM IIOBECACHUECM.
JeMoHncTpupyromuii HETIPUATHE 5
MPEIyPEXIAIONINA  COIMAaTbHO OIaCHOE
MOBEJICHUE OKPY>KAFOIIIHX.

HOPMLBI  IIPaBOIIOpPsAAKA,

JP 5

JeMoHCTpupyrOImMii OPUBEPKEHHOCTh K
POAHOM KYJbTypE, UCTOPUUYECKOU MaMSITH Ha
OcHOBe JtoOBH K PojriHe, potHOMY Hapoay,
MaQJIOH pOAMHE, NPUHITHIO TPATULHMOHHBIX
LEHHOCTE MHOTOHALMOHAJIBFHOI'O HapoJa
Poccun.

JP 6

[IposiBnsitonuii  yBa)keHHE K  JIIOJSM
CTaplIero IOKOJEHHS W TOTOBHOCTb K
Y4acTHIO B COLMAJIBHONW TOJAEPKKE W
BOJIOHTEPCKUX JABHKCHUSX.

JIP 10

3a0oTsAmuMiACS O 3aluTe OKpYXKArolei
cpenbl, cOOCTBEHHOM 17§ qyXKOi
0e301acHOCTH, B TOM yHciie HUPPOBOH.

OK 3.

IInanuposarts

u peann30BbIBATh
npodeccuoHanbHOe

u JTIUYHOCTHOE pasBuTHE,
MpeANPUHUMATENBCKYIO JIeSITeNIbHOCTh
B ipoeccroHanbHOH cdepe, UCTI0NIL30BaTh
3HaHUsI 10 (UHAHCOBOM TI'PaMOTHOCTH
B Pa3IUYHBIX )KU3HEHHBIX CUTYaIUIX

coOCTBEHHOE

JP3

Cobro garoniuit
CIENYIONIMHA  WaealaM  TPaKIAHCKOro
obmiecTBa, obOecneyeHuss 0O€30IIaCHOCTH,
paB u ¢cBo00 rpaxaan Poccuu. JIosuibHBIM
K YCTaHOBKaM u MIPOSIBICHUSIM
MpeJIcTaBUTeNed CyOKyIbTYp, OTIHYAIOIIHIA
WX OT TIpynn C JCCTPYKTHBHBIM H
JIEBUAHTHBIM [TOBEJICHHEM.
JemoHCcTpupyromuit HENpUATHE u
MPEIyNPEXKIAIONINA  COIIMATbHO OIaCHOE
MOBEICHUE OKPYIKAIOIIIMX.

HOPMBI  [PaBOIOPsIJIKA,

JP 5

JleMOHCTpUpYyIOIINT  TPUBEPKEHHOCTh K
POJHOM KyJbTYp€E, UCTOPUUECKON TAaMATH Ha
ocHOBe JTI00BU K Poauae, ponHOMY Hapomy,
Majol poAuHe, MPUHITUIO TPAAULIMOHHBIX
LIEHHOCTEl MHOTOHAIMOHAJILHOI'O Hapoa
Poccun.

JIP 6

[IposBusironuii  yBaskeHHEe K JIIOJSM
CTapuiero TIOKOJICHUS ¥ TOTOBHOCTh K
VYaCTHIO B COIMAJIBHOM TOIACPKKE W
BOJIOHTEPCKUX JBMKCHUSIX.




JIP 10

3aboTsAmmuiicss O 3amuTe  OKPY’KaoIIeH
cpensl, COOCTBEHHOM u qyKOM
0€30I1acCHOCTH, B TOM YHUCIIC ITU(PPOBOIA.

OK 4.

OddexTnBHO

B3aMOJIECTBOBATH

n pa60TaTL B KOJIJICKTUBC 1 KOMaH/IC

JP3

CoOmromaronuii  HOPMBI  IIPABOIIOPSIIKA,
CIENYIONMHA  WIealaM  TPaKIaHCKOTO
oOmiecTBa, oOecreyeHuss OE30MAaCHOCTH,
paB ¥ cBoOO rpaknan Poccun. JIOsTbHBIHN
K yCTaHOBKaM u TIPOSIBIICHUSIM
MpeACTaBUTENCH CyOKYIbTYp, OTIHYAIONTHI
WX OT Tpymm ¢ JeCTPYKTUBHBIM H
JICBUAHTHBIM MTOBEJICHUEM.
JleMoHCTpUpyrOmUit HETPHUSITHE "
MPEIyNPEKIAIONINA  COIIMATBLHO OIACHOE
MOBEJICHUE OKPYKAIOIIHX.

JP 5

JleMOHCTpUpYIOIINI  MPUBEPKEHHOCTh K
POAHOM KYJbTYpE, UICTOPUUECKON NaMATH Ha
ocHOBe Mo0BH K PoamHe, pogHOMy Hapoy,
MaJIOW pOJWHE, NPUHATUIO TPaAULHUOHHBIX
LIEHHOCTEl MHOTOHALMOHAJIBHOTO HapoJaa
Poccun.

JIP 6

[IposBndromMid ~ yBaXKEHHUE K  JIIOJSM
CTaplIero IOKOJEHUS U TOTOBHOCTh K
YYaCTHIO B COLUUAIBHOM MOJACPKKE U
BOJIOHTEPCKUX JIBHXKCHUSIX.

JIP 10

3a0oTsmuiicss 0 3aluTe OKPYXKAIOMIeH
cpenpl, coOCTBEHHOH u qyKOU
6e30macHOCTH, B TOM 4ucie HU(POBOIL.

OK 5.

Ocy1ecTBIATh
" MMUCEMEHHYIO

YCTHYIO
KOMMYHHUKAIIHIO

Ha TOCyJapCTBEHHOM s3blke Poccuiickoi
Qenepari ¢ y4eToM  OcoOeHHOCTeH

COMaJIbHOI'O

U KyJIbTYPHOI'O KOHTEKCTA

JIP 4

[IposiBisitonuiik. ¥ JEMOHCTPUPYIOIIHIA
yBa)XEHHE K JIOJAAM TpyJa, OCO3HAIOLIHI
IIEHHOCTh COOCTBEHHOTO TpyJa.
Crpemsmuiicst K GOpMUPOBAHUIO B CETEBOM
cpele JIMYHOCTHO M TNPO(hecCHOHAIHHOTO
KOHCTPYKTHBHOTO «IIH(POBOTO CIIEAA».

JP 5

JeMoHCTpUpyIOIINT  IPUBEPKEHHOCTh K
POAHOM KYJIbTYpE, UICTOPUUECKON NaMATH Ha
ocHOBe J100BH K PoauHe, pogHOMY Hapoy,
Majoll poAuHE, MPUHITHIO TPaJAULIMOHHBIX
LIEHHOCTEl MHOTOHAIMOHAJILHOI'O Hapoa
Poccun.

JIP 6

[IposiBnsironuii  yBakeHHEe K  JIIOJSM
CTapuiero TIOKOJIGHUS ¥ TOTOBHOCTHh K
YYaCTHIO B COIMAJIBHOM TOIACPKKE W
BOJIOHTEPCKUX JBMKCHUSIX.

JIP 10

3a00Tsmuics 0 3alUTe OKpYKaomei
Cpelbl, COOCTBEHHOH M UyXOU
0e301acHOCTH, B TOM 4yHciie HUPPOBOH.

JIP 10

3aboTsammuiicss O 3amuTe  OKPY’KAoIIeH
CpeIbl, CcOOCTBEHHOI u qyKOU
0€30MacHOCTH, B TOM YHCJIe HU(PPOBOH.

OK9

[onw3oBaThCst MpodeccnoHaATbHON
JOKYMEHTAallMel Ha TOCyJapCTBEHHOM H

HMHOCTPAHHOM A3BIKaX

JIP7

Oco3Haromui NPUOPUTETHYIO ILIEHHOCTH
JIUYHOCTH YEJI0BEKA; YBayKaIOMIUH
COOCTBEHHYI0O M YYXYI YHHUKQJbHOCTh B




Pa3IMYHBIX CUTYaIUsIX, BO BCeX (opMmax H
BHJaX AESITEIHHOCTH.

OcBoenne conepxanus aucuumuasl OIl 04 JlokymeHTalMoHHOE oOecreueHHe YIpaBICHHS
o0ecreynBaeT JOCTH)KCHUE CTYICHTAMH IUIAHUPYEMBIX JIMYHOCTHBIX PE3yJbTaTOB Yepe3 peau3alhio
[IporpamMmbl BocniuTanust U couuanuzauuu cryaeHTtoB ['BIIOY «3natldK» B pamkax HampaBieHUH U

IIPOCKTOB:
Hanpasnenus ITpoekThl Meponpusarus
I'paxxnancko- - «['paxaaHCKO-TATPUOTHYECKOE
MaTpUOTUYECKOE BOCITUTAaHUE KaK OCHOBA Pa3BUTHUS
ymaHoCTH « 51 yacTs Poccun!»
[IpodeccuonanpHo- - «[lepcieKTUBBI MOEH CIIEITUATEHOCTI - TUCKYCCHOHHBIE KavelH (C yJacTueM
OpPUCHTHPYIOIIEE paboTonaTencii)

- MEPONPUSTHUS JICKAIbI CIICHUATBHOCTH
38.02.03 OnepannonHast AeSITeIbHOCTD
B JIOTHCTHKE

- KOHQEepEeHIIUS 110 MPAKTHKE

KyneTypHO-TBOpUECKOE

- «IIyTb K ycnexy»

- Akt «OpaHKeBbIit Oym»

CnopTuBHOE U

- «Hacummro — met! [IpodmmakTrka

30poBbecOeperaroliee | Oy/UIMHTa U KHOSPOYIUTHHTa»
OKOJIOTHYEeCcKOe - «[Ipupona, Me1 psgom!»

- [Iporpamma «Moli Taranaii»
busznec- - «@uHaHCOBAasi TPAMOTHOCTB)» - «OTKpoOH CBOE JIEN0»
OpUEHTHpYIOLIEe - [lenoBas urpa « JkoHOMUYECKast

WHTYULIUS




2. CTPYKTYPA U COAEPKAHUE JTUCIIUITJIMHDbI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHOIl padoThbl

Bup yueOHoii padoThbl

Oovem uacos

O0bem o0pa3oBaTeIbHOM NPOrpaMMbl JHCHUIINHBI 32
YueOHasi Harpy3Ka BO B3aUMO/IeiiCTBHH ¢ NpenojgaBaresieM (Bcero) 32
B TOM YHUCIIE:

1a00paTOpHbIE 3aHATHUS

IPAKTUYECKHUE 3aHSITUS 18
KypcoBasi pabota (IIpoeKT)

CamocrosiTesibHasi padoTa cTyeHTa (Bcero)

[IpakTHueckasi moAroToOBKa 18
IIpomexyTounas arrecranus B popme: 3auéra 2

WuauBuayanbHble KOHCYIbTALNU I CTYI€HTOB HHBaNuA0B uiau ¢ OB3




2.2. TeMaTuuyeCKMil IJIAH U COAepKaHMe YUeOHON JUCUMIIIIMHBI

HpaKTI/I‘lCCKOG 3amsatue Ne 2. CocraBiieHue 1 Oq)OpMJ'IeHI/Ie JCJIOBBIX ITUCEM

IIpakTnyeckas
MOJAr0TOBKA Koabl komneTeHuii
O0beM, akaja. 4/ B TOM M JUYHOCTHBIX
HaumeHoBaHue CopepxaHue y4eOHOro MaTepuasa u (P OpMbI OPraHU3ALNH JeSATeTbHOCTH yuciae B popme pe3yabraroB’,
pa3esoB U TeM o0yyarommuxcsi NPaKTHYECKOH (hopMHpPOBAHMIO KOTOPBIX
MOATOTOBKHM, aKaJ. 4 cnoco0CTBYeT 31eMeHT
NMPOrpaMMmbl
Pa3gen 1. Opranu3amnusi J0KyMeHT0000pOTa HA NPeANPUITHH
Tema 1.1. Conep:xanue yueOHOIro MaTepHuaJa 4
HoxkymMeHT u cucTeMa | 3padenue M cojepikaHue AUCHUILIMHEL «JlOKyMEHTallMOHHOE obecledeHue
AOKYMEHTALHH yupaBieHus». [lOHATHE TEPMHUHOB «IOKyMEHT», «IOKYMEHTHPOBAHHEY, MK.1.1, TIK. 1.3,
«IOKyMCHTAIMOHHOC  OOECHeYeHHEe  yOpaBICHHs».  YHHUQUKAUWS | OK 01, OK 02,
CTaHOAPTU3AIMH  YTPABICHYCCKAX  JOKYMEHTOB. OCHOBHBIE  MOHATHSA OK 03, OK 04,
nenonpou3BoacTBa. Kiaccuukaius JOKyMEHTOB oOpraHusaundu. OyHKIUU OK 05, OK 09
JOKYMEHTOB. ITonsTHE W COCTaB pPEKBU3HTOB JIOKyMEHTa. (CXeMBbl
pacrioioxeHuss pekBH3HTOB. [loHATHE W BUABI OJAHKOB JOKYMEHTOB.
HopmaTuBHO-TIpaBoBOe 00ecredeH e AeI0NpPOU3BOICTBA.
Tema 1.2. Conep:xanue yueOHOro MaTepuasa 2
Opranusanus [loHaTHe W NPHUHLIMIBI OpPTaHM3AIMH JOKyMeHTooOopora. CocTraB M yd4er K11 TIK.1.3
AOKYMEHT0000poTa o0bemMa IOKyMEHTO000poTa MpeAnpuaTHid. Opranusanus paboThl ¢ BXOSIIEH, OK. 61’ OK. 0'2 '
Ha NpeINpHATHH UCXOZsImed ¥ BHYTpeHHeH gokyMmeHrtanmeil. KoHTpomb  nCTONHEHUS OK 0 3’ OK 0 4’
JOKyMeHTOB. PaboTa ¢ BHYTpEeHHHUMH JOKyYMEHTaMH. ba3bl IaHHBIX IS OK 0 5’ OK 0 9’
XpaHeHHs JOKyMEHTOB. 3aKOHOJATENbHbIC aKThl 1 HOPMAaTHBHO-METOIMYECKHE ’
JOKYMEHTHI ITI0 apXWBHOMY XpaHEHHMIO JIOKyMeHTOB. Pabora ¢ 3ampocamu.
Paborta ¢ 371eKTpOHHBIMH JOKYMEHTaMH.
Pa3gen 2. Buabl 10KyMeHTOB M MOPSAA0K PadoThl ¢ HUMHU
Tema 2.1. Coaep:xanue yue0HOT0 MaTepuasa 2
OpraHu3anmoHHO- OpraHu3anoHHbIE TIOKYMEHTHI — YCTaB, yUpeIUTEIbHbIE IOTOBOP, TIOJIOKEHHUE.
pacnopsauTeabHbIe PacnopsinutensHble  JOKYMEHTBI — TIpUKa3, pacloOpshKEHUE, YyKa3aHHe, IIK.1.1, [IK.1.3,
JAOKYMEHTbI IIOCTAHOBJICHHWE,  PCIIEHUE, HUHCTPYKLUS, npotokon.  CrpaBouHO- OK 01, OK 02,
HH(POPMAMOHHBIC TOKYMEHTHI: CIY)KeOHas 3aIicKa, OObICHUTEIbHAS 3aIIHCKa, OK 03, OK 04,
aKT, CIIpaBKa, CIIy)KeOHBIE MUChMa OK 05, OK 09
B ToM uMciie NPaKTHYeCKUX 3aHATHI
[Ipaxtrueckoe 3aaarue Ne 1. CoctaBrneHue U 0opMIICHHE PACIIOPSHKEHUS 6 6

! B coorsercruu ¢ Ipunoxenuem 3 ITOOTI.




[paktryeckoe 3ansatue Ne 3. OdopmiieHne cripaBok, TOKIAHOW U CITyKeOHOH
3aIICKH, aKTa.

Tema 2.2. Copep:xaHue yuedOHOro MaTepuaJia 2

Kagposasn JloKyMeHTHpOBaHHE TPYAOBHIX MpaBooTHoIIeHHH. CocTaB W OCOOCHHOCTH

AOKYMEHTALHS odopMIIeHHsT JJOKyMEHTOB I10 JINYHOMY cOCTaBy. KoMIIEKTOBaHHE JHUYHOTO IIK.1.1, [IK. 1.3,
nena. Aproouorpadus. Pestome. 3asBnenue o npueme Ha padoty. [Ipukassr mo OK 01, OK 02,
Ju4HOMY cocTaBy. lllTaTHoe pacnucanue. OK 03, OK 04,
B ToM uMciie IPAKTHYECKUX 3aHATHIA OK 05, OK 09
[paxtrueckoe 3ararue Ne 4. OopmieHHE IPUKA30B IO TMIHOMY COCTaBY.
[Ipaktraeckoe 3amartue Ne 5. OdopmieHue TpymOBOrO JOTOBOpa, MpHKasza O 4
mpueMe Ha paboTy, 0hopMIIEHHE TPYAOBOW KHIKKH.

Tema 2.3. Conep:xaHue y4eOHOTr0 MaTepuasia 2

JorosopHo-npaBoBas | Iloustust goroBopa. Bunbsl noroBopos. O0si3aTenbHbIE PEKBU3HUTHI JTOTOBOPOB.

JOKYMEHTALUS IIpaBuna odopmieHus A0roBopoB. IIpaBuna oQopmiCHHS MMPETCH3HMOHHBIX [K.1.1, TIK. 1.3,
nceM. DopMyssip MCKOBOTO 3asiBIICHHs, TPeOOBaHHS K €ro o(opMIeHHIO. OK 01, OK 02,
3aKoHOJATENbHbIE AaKThl W HOPMAaTUBHO-METOAMYECKUE JOKYMEHTHI IO OK 03, OK 04,
JIOTOBOPHBIM JJOKYMEHTaM. OK 05, OK 09
B Tom uyMciie npaKTHYeCKUX 3aHATUHI
[paktraeckoe 3ararue Ne 6. OopmieHne qoroBopa KymIn-IPOaaKu 8
[paktryeckoe 3ansatre Ne 7. OdopmiieHne u 00paboTka NPEeTEeH3UOHHBIX TUCEM

3auér 2

Bceero: 32




3. YCJIOBUSA PEAJIM3ALIMU JUCHUIIJIMHBI
3.1. Jlasg peajm3anuM NPOrpaMMbl JUCHUIIMHBI JOJKHBI ObITh MPEIyCMOTPEHbI CJeAYIOIIne

cnenuajJbHble MOMEIeHHsT:

VYueOnbIil KaOuHET «/[oKyMeHTallmOHHOE 00eCcTIeUueHHE YIIPaBICHUS»; MACTEPCKUE HET;
JlabGopaTopuu HerT.

O6opynoBanue y4eOHOT0 KaOMHETa:

- pabouee MecTO IpernoiaBaTers;

- pabourie MecTa CTYACHTOB — 32 MecTa

- pabourie mecta obopynoBanubie [IK — 9 mect

- mporpammuoe obecnieuerue (MS Office, 'apant, MuaTepuet, 1C — Byxrantepus (Bepcus 8.3), TokaibHas
CETh);

- JIOCKa.

TexHuueckue cpencTBa 00ydeHus:

- KOMIIBIOTEPHI C JIMIICH3MOHHBIM IIPOTPAMMHBIM 00CCIICUCHUEM;

- cpeacTBa MyJbTHMeHA (TIPOSKTOP, IKPaH).

O06opynoBaHre MacTepCKO 1 paboOUnUX MECT MacCTEPCKOM: -

O6opynoBanue 1aboparopun U paboOUNX MeCT JT1abopaTOpUu: -

3.2. UnpopMmannoHHoe obecniedeHHe peajn3alui NporpaMmMbl

OcCHOBHbBIE HCTOYHUKH:

1. I'po3oBa, O. C. [lenompousBOACTBO : YyueOHOe mocoOue s CpeAaHero MpoQeccuOHAIBHOTO
obpazoBanus / O. C. I'po3oBa. — Mocksa : U3narensctBo FOpaiit, 2024. — 126 c¢. — (IIpodeccuonanshoe
obpazoBanue). — ISBN 978-5-534-08211-1. — Tekcr : anexkTpoHHbIN // OOpa3oBarenbHas miaTdhopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/472842.

2. JlokyMeHTaIoHHoe obecrieueHue yrnpasieHus. CocraBieHue n 0hOpMIICHHE JIEIOBBIX JOKYMEHTOB :

yauebnoe nocodue s CIIO / cocraputenu E. . bammakosa. — Caparos, Mocksa : [Ipodobpa3zoBanue,
Ant IIm Ap Memma, 2024. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcrT :
AJIEKTPOHHBIN // DIEKTpOHHBIA pecypc nudpoBor odpazoBarensHol cpenasl CIIO PROFo6pa3oBanue :
[caiir]. — URL.: https://profspo.ru/books/103343

3. HoponuHa, JI. A. JlokyMeHTanlMOHHOE 00ecTieyeHre yIpaBIeHus | yAeOHUK U MIPAKTUKYM JJIsl CPETHETO
npodeccuonansuoro obpazosanus / JI. A. Joponuna, B. C. UputukoBa. — MockBa : M3aarenscTBO
FOpaiir, 2024. — 233 c. — (IIpodeccronansnoe odpasosanue). — ISBN 978-5-534-05783-6. — Tekcr :
aneKTpoHHbIHN // O6pazoBatenbHast miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/473802

4. Kopnees, 1. K. JlokymeHTarimoHHOE 00eCriedeHNe yIpaBIeHUs : YYCOHUK U MPAKTHKYM JIJIsI CPETHETO
npodeccronansHoro obpazosanus / M. K. Kopuees, A. B. Ilmenko, B. A. Mamrypues. — 2-e u3f.,
nepepad. u gom. — MockBa : M3marensctBo [Opaiit, 2023. — 384 c¢. — (IIpodeccrnonamsHoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : anexkrpoHHsblii // OOpa3oBarenbHas miathopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550

5. Kyzuenos, WM. H. JlokyMeHTanmoHHoe obecrieyeHne ympaBieHUs. JloKkyMeHTooOOpoT U
JIEIOTIPOU3BOJICTBO : YUYEOHHK WM MPAKTUKYM JUIs cpeaHero npodeccuoHanbHoro obpasosanus / U. H.
Ky3nenoB. — 3-e¢ u3nm., mepepad. m gon. — Mocksa : M3garensctBo [Opaiit, 2023. — 462 ¢. —
(ITpodeccronansaoe obpazoBanme). — ISBN 978-5-534-04604-5. — Tekct : SJEKTpOHHBIA //

OopasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/470020

6. Kysnenosa, 1. B. Jlokymentanmonnoe odecreueHre ymnpasienus : yaueonoe nocooue ais CI10O / 1. B.
Kysnenona, I'. A. Xauatpsin. — 2-e uzg. — Caparos : [IpodoGpaszoBanue, Aii Ilu Op Menua, 2022. —
166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TeKcCT : 31€KTPOHHBIH // DIEKTPOHHBIN pecypc
mudpoBoit  obOpazoBarenvHoi  cpeasl  CIIO  PROFo6pazoBanme :  [caiit]. —  URL:
https://profspo.ru/books/80326


https://urait.ru/bcode/472842./

7. ITaBnosa, P. C. JlokymeHTanimonHoe obecreuenue ymnpasiaeHus : yaeonuk mis cmo / P. C. [laBnoBa. —
Cankr-IlerepOypr : Jlans, 2024. — 416 c. — ISBN 978-5-8114-6959-8. — Tekcr : anexkTponHsIii // JIanb
: aeKTpoHHO-O0ubmmoTeunas cucrema. — URL: https://e.lanbook.com/book/173087

8. [TaBnoga, P. C. JlokyMeHTHpOBaHUE YIIPaBIEHYECKOH NEATETBHOCTH : yueOHoe nocodue s crio / P. C.
[TaBnoBa. — Cankrt-IlerepOypr : Jlanp, 2023. — 272 c¢. — ISBN 978-5-8114-7067-9. — TexkcrT :
ANIEKTPOHHBIH // Jlansb : anekTpoHHO-OnbanoTeuHas cucrema. — URL: https://e.lanbook.com/book/173092

JlonoJHUTe/IbHbIE HCTOYHUKM:

1. Koncturynuus Poccuiickoit denepanuu

2. I'paxxnanckuii koneke Poccuiickoit enepanuy, 4. 1, 2, 3, 4 (B ACCTBYIONIEH peaaKIum)

3. Tpynosoii konekc Poccuiickoit @eneparuu ot 30 nekadps 2001 r. N 197-03 (TK PD) (B neiicTByromeit

peIaKiym)

4. TTaBnoBa, P. C. JlokyMeHTaIimoHHOE oOecrieueHue yrnpanieHus. JlenoBas nmepenucka : yaeOHoe mocooue
st crio / P. C. TlaBnoBa. — Cankr-IletepOypr : Jlanp, 2022. — 152 c¢. — ISBN 978-5-8114-8298-6. —
Texkcr : onextponnsni // Jlamb @  JnekTpoHHO-OmMOmmorewnas  cucrema. —  URL:
https://e.lanbook.com/book/193314

5. Eropos, B. II. Jlenonpou3BoACTBO U PEXUM CeKpeTHOCTH : yueOHuK it cno / B. I1. Eropos, A. B.
CnunbKOB. — 2-€ u3l., crep. — Cankr-IletepOypr : Jlanp, 2022. — 312 c. — ISBN 978-5-8114-9442-2.
— Teker : omextpoHHsli //  Jlamb @ 9nekTpoHHO-OMONHMOTeyHas cucrema. —  URL:
https://e.lanbook.com/book/195428

6. Eropos, B. II. [lokymeHTOBeieHHE M JOKYMEHTAIIMOHHOE OOECIICYCHHE YIIPABICHUS B YCIOBHUAX
uupposoit skonomuku / B. I1. Eropos, A. B. CnunbkoB. — 2-e u3., crep. — Cankrt-IlerepOypr : Jlaus,
2022. — 372 ¢. — ISBN 978-5-507-44331-4. — Tekct : 3neKTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oubnmoreunas cucrema. — URL.: https://e.lanbook.com/book/220493

7. ITaBnoBa, P. C. KoHpuaeHIMansHOE IEIOMPOU3BOJICTBO : yueOHoe mocooue mis cro / P. C. Tlasnosa.
— Cankr-IlerepOypr : Jlanp, 2021. — 308 c¢. — ISBN 978-5-8114-7000-6. — TekcT : 31€KTpOHHBIH //
Jlaub : anexkTpoHHO-OnOMHoTeuHas cuctema. — URL: https://e.lanbook.com/book/169795

8. ITaBnora, P. C. Jlemompon3BoACTBO 1O OOpaIieHusM TpaxKaaH : ydeOHoe mocoodme s crmo / P. C.
ITaBnoBa. — Cankrt-IlerepOypr : Jlanp, 2021. — 280 c. — ISBN 978-5-8114-7002-0. — Texkcr :
3JIEKTPOHHBIN // JIaHb : 31eKTpoHHO-OnOIMnoTeunas cucrema. — URL: https://e.lanbook.com/book/169797
9. Eropos, B. II. [lokymeHTanmonHoe OOecrieueHre YIpaBICHUSI HETOCYJAapCTBEHHBIX OpPTaHU3aINi B

ycIoBUsX U(pOBOIi SKOHOMUKH : yueOHoe mocobue 1ist cro / B. I1. Eropos, A. B. CnunbkoB. — CaHKT-
[TerepOypr : Jlanp, 2021. — 216 c. — ISBN 978-5-8114-7924-5. — TekcT : snekTpoHHbIH // JlaHb :
ANMEeKTPOHHO-OnbOIMoTeunas cucrema. — URL: https://e.lanbook.com/book/180803



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JTUCHUIIJIMHBI

PesyabTaTsl 00yyeHust
(ocBOCHHBIE YMEHHUSI, YCBOCHHbIC 3HAHUA)

®opMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJabTaToB 00y4eHHsl

CTYACHT JOJDKCH YMETh.

- 0hOpMIATH  JTOKYMEHTAlMI0O B  COOTBETCTBHU  C
HOpPMATHUBHOM 0a30H, B T.4. UCHOIB3ysd HH(OPMAIIOHHBIC
TEXHOJIOTHH;

- YHU(PUIUPOBATH CUCTEMBI JOKYMEHTALIUH;

- OCYIIECTBJIATH XPAaHEHUE U MTOUCK JOKYMEHTOB;

- OCYILECTBIIATH ABTOMATH3ALUI0 00PabOTKU JOKYMEHTOB;

- HCIIOJIb30BaTh TEICKOMMYHHMKALMOHHBIE TEXHOJIIOTHH B
AIIEKTPOHHOM JIOKYMEHT0000pOTE

CTYACHT NOJIKCH 3HATh.

- IOHATHUC, OCIIHU, 3aJa41 U IPUHLUIIBI ACTIOIPOU3BOACTBA,

- OCHOBHBIC TIIOHATUA JOKYMCHTAIIMOHHOI'O oOecrieueHus
yIIpaBJICHUS;

- CUCTE€MBbI JJOKYMEHTAIIMOHHOTO 00ECIICUEHHsI YIIPaBICHUS;
- KJITacCU(DUKALINIO JOKYMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHHIO JOKYMEHTOB;
- OpraHu3alMi0 JTOKYMEHTOOOOpoTa: mpueM, o0paboTka,
perucrpanus, KOHTPOJIb, XpaHeHUe JIOKYMEHTOB,
HOMEHKJIaTypa JIe

VYcrHblit onpoc.

TectupoBanue.
[TpoBepouHbie pabOTHL.
Ouenka BBITIOJTHEHUS HPaKTHIECKOTO
3a/1aHMs.
3auér.

* s CTYJCHTOB-UHBAIHIOB WK cTyaeHToB ¢ OB3
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