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Pabouas nporpamma ob6uenpoheccHoHaNbHOM y4eOHoit JUCLIUTUIMHbI
«JlokymMeHTauMoHHOe OfecreyeHne ynpaBieHns» MpefHasHa4YeHa [ pearusalii OCHOBHO#
npodeccuoHanbHOIT  006pa3oBaTeNbHON  MPOrPaMMbl CIIO0 Ha 6ase OCHOBHOro 0OwIEro
00pa3oBaHusi C OJHOBPEMEHHBIM TONYyYEHHEM CPEIHEro obwero obpasosanus. Ilporpamma
paspabotaHa ¢ yderom TpeGosanuil denepanbHOro rocynapCTBEHHOTO 00pa3oBaTeabHOTO
craunapta (nanee — ®I'OC) no cneuManbHOCTH CPEIHEro npoeCcHOHAIBHOro 00pa3oBaHus
40.02.01 TIpaBo u OpraHM3aLHs COUMATLHOrO ObOECTeUeH s (Ipuka3 MunoOpHayku Poccun ot
12.05.2014 Ne 508 «O6 yrBepxkaeHnu (enepansbHOro rocy1apCTBeHHOro 00pa3oBaTeabHOTO
CTaHJapTa CpeaHero npodeccHoHanIbHOro o0Opa3zoBaHMsl MO CrELHaIbHOCTH 40.02.01 ITpaBo u
OpraHM3aLusi COLHMAIbHOTO 00ECTeYeHUs», 3aperucTpUpoBaH B Muntocte Poccun 29.07.2014 Ne
33324) ua ocHosauun Ilpumepnoii IIporpammbl  BOCTHTAHHA (Omobpena  pelieHneM
denepanbHOro yueOHO-METOAMYECKOTO oBbeiHenus o 0bueMy 06pa3oBaHuIO (MPOTOKOJ OT 2
mtons 2020 r. Ne 2/20)

Opranuszauusi-paspaborunk: [10 UY «TexHukyMm S5KOHOMHKH H TIpasa»

Paspaborunk: Komapuyk Okcana BiaaMMupoOBHA, — MPENoAaBatciib
BKOHOMW{CCKgX JUACLIUTUIMH [1I0 UV «TexHuKyM SKOHOMHUKH W MpPaBay.
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1. OBILIASI XAPAKTEPUCTUKA PABOYEN TTIPOT'PAMMBI VUEBHOI
JIACLUTUINHBI

OI1.13. lokyMeHTaIlHOHHOE oDecriedeHne yIpaBJIeHUs

11. MecTto AUCHMIUIMHBI B  CTPYKTYype

00pa3oBaTeILHON MPOrpaMm

OCHOBHOH  MNpPo(ecCHOHATbHOMI

Pabouas nporpamma yuebHo#i mucumrmumabl OI1.13 JlokymeHTanmnoHHOEe oOecreueHue
yIpaBIeHUs SBISIETCSI YacThIO OCHOBHOM Mpo(eccHOoHANbHON 00pa3oBaTeIbHOH HpPOrpaMMbI B
coorBercTBUM ¢ PI'OC CIIO no crnemmansHoctr 40.02.01  IIpaBo u opranuzanus COIHAIBLHOTO

oOecrieueHus.

JucuumuimHa obmenpodeccuonanbHas BXOAUT B MPO(PECCHOHATBHBIN UK.
Ocoboe 3HaueHHEe TUCIUILIMHA nMeeT TTpu hopmupoBannn 1 pa3sutuu OK 1-OK 9, T1K 1.1-

I[IK 1.4, IIK 1.6

B cinyuae aucraHuMoHHOro oOyueHMs AaHHas paOouas ImporpamMma NpUMEHMMa. 3alucu
BUICOYPOKOB MOTYT pa3MemaTbcs Ha OQHUIMATBHOM CaiiTe TEXHUKYyMa, B TPYIIAax COHAIBHBIX
CETeM, MepechuIaThes M0 NIEKTPOHHOU IOYTE, a TAKXKE C IMOMOIIBIO IpYrux cpeacts MHrepHeT-
koMMyHuKauil. TloscHenus k paborte oOyuarolmuxcs Haja 3aJaHUSIMM MOTYT MHPOBOJIUTBHCS BO
BpeMsl OH-NIaiiH ypokoB Ha Iutar¢popme ZOOM, Buaeozanuceidl ypokoB, KOTOPbIE TOXKE MOIYT
pa3memarses B IHTEpHETE, € MOMOLIBIO pa3anyHbIX FIHTEpHET-KOMMYHUKALIUN.

12. e wm 3agaud JUCHUIIMHBI

— Tpe0OBaHHSl K Ppe3yJabTaTaM OCBOCHHS

JAUCHHITHHBI:
Konx YmMmenusa 3HaHusg
I1K, OK, JIP
OK1,0K2,0K3, | 1) oOpMISATh OpraHM3alroOHHO{ 1) MTOHSTHE JOKYMEHTA, erq
OK 4, 0K 5, 0K 6, | paciopsiquTenbHble  TOKYMEHTBI  E CBOMCTBA, CIOCOOBI IOKYMEHTHPOBAHHUS;
OK7,0K8,0K9 | coorercraun c JEHCTBYIOIINN 2) npaBuIIa COCTaBJICHHS Y
IIK1.1,1IK 1.2, I'OCTowm; oopmenus OpraHU3alMOHHO
TK 11'1315 1IH6< 1.4, 2) OCYLIECTBIISATh 00paboTKy pacrnopsauTenbHbIX 10KyMeHToB (OP/I);
P 1-JIP 25 BXOJISIINX, BHYTPSHHUX U HCXOSIHY 3) CHCTEMY M THIIOBYIO TE€XHOJIOTHK]
JOKyMEHTOB,  KOHTPOJIb 32  MX JOKYMEHTaI[MOHHOTO obecrieueHus
UCIIOJTHEHUEM; ynpasnenus (I0Y);
3) ohopMIIATE  TOKYMEHTHI  uts 4) 0COOEHHOCTH  JIeIOTPOU3BOICTBS
nepeiavr B apXuB OpraHU3aluu o oOpareHusmM rpakIaH Y
KOH(MICHIIMAIBHOTO IETONPOU3BOCTBA
5) HOPMAMUBHO-MeMoOUYECKYI0
bazy O0OKYMEHMAYUOHHO20
obecneuenus ynpasieHus;
6) K1accugurayuio 0OKyMeHmos,
7) 8UObL OOKYMEHMO8,
8) cucmemy INEKMPOHHO20

OOKYMEHmMOo0obopoma u UCNONb308AHUE
cpeocme menekOMMYHUKAYUL,

9) OOKYMeHmMayuio no
npogeccuoHanbHol 0essmenbHOCHU.

1.3 KosinuecTBO 4acoB Ha 0CBOeHHe padoueil NporpaMMbl Y4eOHOH AMCHUIIINHBI:
MaKCHUMaJbHON ydeOHOU Harpy3ku oOydatomierocst 90 yacos, B TOM 4HcIIe:
00s13aTeNIbHON ay TUTOPHOM yueOHoIl Harpy3ku oOydaromierocst 60 4acos;
CaMOCTOSITENILHOM paboThl oOyvaromierocs 30 4yacoB.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThl.

Bujbl yueOHol padoThl

O0BeM B yacax

1 2
O0bem o00pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHOM THCHUTIHHBI 90
B 1.4. O6s13aTesibHAs ayAUTOPHAsI yueOHAsi HATPY3Ka (Bcero) 60
B TOM YHCIIE:
TEOpeTUIeCcKoe 00ydeHne 40
nabopatopHbIe pabOTHI (eciu npedycmMompeno)
MPaKTUYECKHE 3aHATHUSA (eCiu npedyCMompeHo) 20
KypcoBasi paboTta (IIpOeKT) (eciu npedycmompeHro OJisl
cneyuanbHocmetl)
KOHTPOJIbHAsI paboTa (eciu npedycmompeno)
CamocrosiTesibHasi padoTa o0yuyawuierocs (Bcero) 30

nphepeHIpOBaHHbBIN

IIpoMeskyTOUHasI aTTeCTALUSA Huddep 3a1111£




2.2.

TemaTn4yecknii IVIaH U cofepKaHHe Y4eOHOM TMCIUILIHHBI «[OKyMeHTalMOHHOe o0ecnieyeHne ynpaBJIeHUs»

HaumeHnoBanue Coaepixanue yueOHOro MaTeprasia, NpaKkTHYeCKoe 3aHsATHEe, CAMOCTOSITeIbHAS padoTa CTy1eHTOB O0bem | OcBauBae
pa3iesioB U TeM 4acoB Mble
3J1eMEeHThbI
KOMIIeTEeH
110707
Pa3jnen 1. [lokyMeHTHpPOBaHHE YIIPABJIeHYECKOii AeATeJJbHOCTH. CHCTeMbI TOKYMEHTAIIMU. 26/12/20
Tema 1.1. Coaeprxkanue y4eOHOIro MaTepuasa 2/0/4
Conepxanue u OObekT, menp u3ydeHws, npeamer, poib JOY B gedarenbHocTH opraHu3auud. OCHOBHBIC TOHSATHS 2 OK 1-OK
HOPMaTHUBHO- JOKyMEHTalMOHHOro olecrieyeHus ynpasieHus. HopmarusHo-meronuueckas 6a3a 10Y. I'ocynapcTBenHas 3,JIP 1,
meroandeckas 6aza | cucrema JIOY (I'CAOY). JIP 6
JOY.I'CAOY KontpoabHnas pa6ora l
IIpakTnyeckoe 3ansTHE -
CamocrosiTeibHas pabora 4
1.U3yyenne u koHcnektupoBanue ocHOBHBIX acnektoB ['OCT P 7.0.97-2016 «Cucrema craHmaapToB IO
uHpopManuy, OUONIMOTEUHOMY M M3JAaTEIbCKOMY  JIEny. Opranu3almoHHO-PACIIOPSIUTENbHAS
JnokyMeHTanus. TpeboBaHus K 0OPMIEHUIO JOKYMEHTOB)
2. W3yueHue M KOHCIIEKTMPOBAaHHME  OCHOBHBIX acIEKTOB JIOKyMeHTa «l'ocynapcTBeHHas cucrema
JOKYMEHTAIMOHHOTO obecrieueHust ynpasieHus. OCHOBHBIE MoJioxkeHus. O0mue TpeboBaHus K JOKyMEHTaM
U ciyk0aM JOKYMEHTAI[MOHHOTO 00ecreueHus»
Tema 1.2. Conepxanue y4e0HOro MaTepuaja 8/2/6
Knaccudukanus 1 | [lonsitne «cTaHmapTH3alMK» W  «yHUQUKAUUW» JOKYMeHTOB. TpebGoBaHusi K pa3paboTke 1 OK 1-OK
JIOKYMEHTOB. YHU(PULIHPOBAHHBIX ()OPM JIOKYMEHTOB 5,IIK 1.3
OcHOBHBIE JIP 6,JIP 7
TpeOOBaHUS K MX 2 | YHUHUUMpOBaHHAs CUCTEMa OPraHU3aIllMOHHO-PACHOPSAUTEIbHON JOKYMEHTAIUH 1 OK 1-OK
COCTAaBJICHHUIO U 5, 11K 1.3
0(OpPMIICHHIO. JIP 1, JIP
2
3 | Knaccudukanus 10KyMEeHTOB, X CBOWCTBA U (DYHKIIMH, TPEOOBAHMS K COCTABJICHUIO U O()OPMIICHHUIO 1 OK 2-OK
4, OK 5,
IIK 1.4
JIP 3, JIP
5




Kontpoabnas pa6ora Ne 1 o remam 1.1

HpaKaneCRoe 3aHATHE

CamocrosiTejibHas padoTa 2
PaGora ¢  TepMuHOIOTHYECKMM  cioBapeM. HalWTH © 3aKOHCIEKTUPOBATH TIOHATHSA: JOKYMEHT,
JOKYMEHTHPOBaHHUE, JOKYMEHTALIMOHHOE o0ecrieueHre ypaBieHus, YyHUDUKaLKsl, CTaHAapTH3AUSL.
Copep:xanue y4eOHOro MaTepuasa
1 | IToHATHS «PEKBU3UTY», «POpMYIIsIp-00pazer». PEeKBU3UTHI JOKYMEHTOB, TPEOOBaHUS K MX 0(hOPMIICHUIO. 2 OK 1-OK
5, IIK L.5.
1.4
JIP 3, JIP
11
2 | bnank noxymenra, TpeOoOBaHMs K HEMY, CTPYKTypa IOKyMEHTa, IIpaBuiia €ro COCTAaBICHUS U 2 K 1.3-
oopmIIeHHS. IIK 1.5.,
JIP 8,JIP
10
IIpakTuyeckoe 3ansaTue Nel «Pa3paboTka OaHKa JOKYMEHTa 2 OK 1-OK
35,
JIP 5, JIP
13
KonTtpoJsabHnas pa6ora -
CamocrosiTeibHas pabora 4
N3yuenune u koHcnekTupoBaHue OcCHOBHbIX acnektoB ['OCT P 7.0.97-2016. HanumoHanbHbI CTaHAAPT
Poccuiickoit ®enepanuu. Cuctema cTaHIapTOB MO WH(MOpPMAIUU, OMOIMOTEYHOMY U M3JATEIHCKOMY JIEIy.
Opranu3aliiOHHO-PACTIOPAUTENbHAS JOKyMeHTanus. TpeOoBaHus K OGOPMIECHUIO JTOKYMEHTOB (YTB.
[Tpukazom Poccranmapra ot 08.12.2016 N 2004-cT)
Tema 1.3. Conep:xanue y4e0HOro MaTepuaja 4/4/2
OcCHOBHBIE BUJIBI 1 | Buowl ynpasnenueckux 00OKyMeHmos, 0COOeHHOCMU COCMABNLEHUs. U OQOPMIEHUSL. 2 OK 2-OK
OpraHU3alMOHHO- 5,IIK 1.3
pacropsaIUTENbHBIX JIP 16, JIP
JIOKYMEHTOB 20
2 | Cucmema pacnopsioumenvhoil O0oKyMeHmayuu. Buovl opeanu3ayuoHHblx U  pPacnopsioumenbHbix 1 OK 1-OK
O0OKYMEeHMO8. 4,
JIP 12, JIP
14




KonTpoabHas padora Ne 2 o teme 1.2, 1.3 1
IIpakTuuyeckoe 3ansiTue Ne 2 «Pa3paboTka u oopmIIeHHE OPTraHU3ALMOHHBIX JTOKYMEHTOB MPEIIPUSTH 2 OK 5, JIP
13,JIP 17,
JIP 21
IIpakTuyeckoe 3ansaTue Ne 3 «Pa3paboTka u ohopMIICHHE PACTIOPSAUTEILHON JOKYMEHTAITUN 2 K 2.2,
OK 4
JIP 13, JIP
15
CamocrosiTeibHas padora. 2
CoctaBuTh cxemy KIacCH(HUKAIMK BUIOB YIIPABICHUYECKUX JOKYMEHTOB
Tema 1.4. Coaep:xanue yueOHOro MaTepuaJia 41214
JlokymeHTanua mo | 1 | Budwl dokymenmayuu no iu4HoMy cocmasy. 2 OK'5, OK
JUYHOMY COCTaBY 3,
JIP 12, JIP
15
2 | OCOOCHHOCTH COCTaBJICHUS U OPOPMIICHHUS JOKYMEHTAIUH 10 JITYHOMY COCTaRBYy. 2 OK 1-OK
5
JIP 12, JIP
16
IIpakTnueckoe 3ansaTue Ned Pa3paborka u opopmiieHrnEe JOKYMEHTAIMH 110 INYHOMY COCTaBy» 2 OK 5, 0K
Odopmuts: pestome, 3asiBiIeHNE, aBTOOHOrpaduio, MpuKas o nprueMe Ha padory. 4,1IK 1.3
JIP 17, JIP
20
KonTtpoJsbHnas padora -
CamocrosiTeibHasi pabota CocTaBieHHe IPUKA30B HA OTITYCK, HA KOMAaHAUPOBKY, Ha YBOJIbHEHHUE 4
pabOTHHKA TIO HHIUBUIYATEHBIM KapTOUKaM
Tema 1.5. Conepxanue y4e0HOro MaTepuaja 6/2/4
CnpaBoyHo- 1 | Cucmema ungpopmayuonno-cnpasourol OOKyMeHmayuu. 2 K 2.2,
UH(POPMaILIMOHHbIE OK 5
JIOKYMEHTBHI. JIP 3, JIP
4
2 | Buowvl unghopmayuonno-cnpagoyHvlx OOKyMeHmos 2 OKS,
JIP 12, JIP

7




21

IIpakmuueckoe 3auamue Ne 5 «Pazpabomra u oghopmienue un@dopmayuoHHO-CNpasoUHbIX OOKYMEHMO8» 2 K 2.2,
IIK 1.3
JIP 15, JIP
25
KounTtpoJsbHas pa6ora -
CamocrosiTe/ibHasi padoTa. 2
CocTaBUTh rapaHTUHHOE U COTPOBOIUTEIHHOE MUCHMO IO MHIUBUIYATHHBIM KaPTOUKaAM
Conep:kaHue y4eOHOIro MaTepuaJa
OcobenHoctu cocTaBieHUuss W OGOpMIICHUS HMH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JCJIOBOM 2 K 2.2,
KOPPECIIOHICHIIU Y. OK 4
JIP 10, JIP
14
IlpakTH4Yeckoe 3aHsATHE -
KonTpoabHasi padora -
CamocrosiTe/ibHas1 padoTa. 2
CocTaBuTh 00513aTENHCTBO MO0 MHIUBUIYAJIbHBIM KapTOUKaAM
Tema 1.6. Coaep:xkanue y4e0HOro MaTepuasa 21210
JlokyMeHTamus no
npodeccronanbrol | JOKyMermbl no npogeccuonanshol 0esmenbHOCHU: npago u CoYUaIbHoe obecneuerue 1 K 2.2,
eI TENIbHOCTH OK 4
JIP 22, JIP
23
Kountpoabsnas padora Ne 3 mo teme 1.4 1
Ilpakmuueckoe 3anamue Ne 6 «Pazpabomka u ogpopmnenue oenosoii koppecnonoenyuu. Cocmagnenue 2 OK 1-OK
O0OKYMEHmMO8 N0 NPOPeCcCUOHANbHOU OesIMENbHOCTIUY 5, 11K 1.4,
1. OdopmMuUTh: MHCBEMO - 3aPOC, THUCHMO - OTBET, TeIe(HhOHOIpaMMy IIK 2.2
2. CocTaBHTH 3asBJICHHE O HA3HAUCHUU OIEKYyHA, HCKOBOE 3asBJICHUE, TPETCH3HIO. JIP 12, JIP
17
CamocrosiTe/ibHasi padoTa. -
Paznen 2. Opranuzanusi padoThl ¢ JOKYMEHTaAaMH 10/4/8
Tema 2.1. Copep:xanue y4eOHOro MaTepuaa 41214
TunoBas 1 | Opranuzanuu paboTsl ¢ TOKyMeHTaMH. JJOKyMEHTOOOO0POT, MPUHIIUIIBI €r0 OPTaHU3aAINH 1 K 2.2,
TEXHOJIOTHS OK 5




OpraHu3auu JIP 1, JIP
JIOKYMEHTO000POTA. 16
2 | [IpoxoxneHne M TOPSAOK HWCHOJTHEHUS BXOJSIIUX JOKYMEHTOB. lIpoxokaeHune uUCXomsimmx | 1
BHYTPEHHUX JOKYMEHTOB.
3 | Buedpenue cucmemvl  21eKMpPOHHO20 — OOKYyMeHmoobopoma Ha  npeonpusmuu. Opeanuzayus 2 K 2.2,
00OKYMeHMO0b0poOma ¢ UCNOIb308AHUEM CPEOCME MEeNeKOMMYHUKAYUU OK 5
JIP 17,JIP
19
IlIpakmuueckoe 3auamue Ne 7 «Opeanuzayus 00KymMeHmoobopomay 2 OK 1-OK
OdopMuUTh: KypHaIl PETUCTPALIUU BXOAIICH KOPPECIOHICHIINHU, UCXOIAIIeH, caenaTs 3anucu. PadoTta ¢ 5
3JIEKTPOHHBIM 00Pa3I[OM KapTOUYKH JIOKYMEHTa JIP 15, JIP
16
KonTtpouabnas padora -
CamocrosiTeibHast paboTa cTyaeHTa 4
[ToaroroBka pedeparoB Mo Temam:
1. JIokyMeHTOOOOPOT: MPUHLIUIIBI OPTaHU3AIH, OCHOBHBIE JTAIIbI.
2. KonduneHuuanbHOe AETONPOU3BOACTBO U 0opMieHHE rprda OrpaHUUYCHUS JOCTYyNa K JIOKyMEHTY.
3. Pabora ¢ BXOZSMIIUME, UCXOAAIIMMH U BHYTPEHHIUMHU JOKYMEHTaMHU
4. Pabota c MHQOPMALIMOHHO - CIPAaBOYHOM U CPOKOBON KapTOTEKOM
Tema 2.2. Coaep:xanue yueOHOro MaTepuaJia 4/2/2
dopmMupoBaHue U 1 | [lonsaTus «HOMEHKIATYpa Aei», «Aeno». CocTaBieHne HOMEHKIATYphl Jes. DopMUpoBaHUE U 2 OK 3, OK
XpaHeHue Jedl. odopmIIeHHE Aed. 4,TIK 1.3
JIP 5, JIP
8
2 | OpraHu3anus TeKyIero (OnepaTuBHOTO) XPaHESHUS JIeI. 1 OK 3, OK
4,1IK 1.3
JIP 10, JIP
11
3 | DkcnepTH3a HIEHHOCTH JOKYMEHTOB. 1
IIpakTnueckoe 3ansiTue Ne 8 «CocraBienue 1 opopmIiIeHHEe HOMEHKIATYPBI JeI. 2 K 1.3,
Ha nmpumepe KOHKpeTHOTO IpeanpusaTHs COCTABUTh HOMEHKIIATYPY JIE. I[IK 1.4
JIP 15, JIP
16

KonTtposabnas pa6ora




CamocrosiTeibHas padora
PaboTa ¢ TEpMUHOJOIMUYECKUM CIOBAapeM: HAalTHU U 3aKOHCIEKTUPOBATh MOHATHS :HOMEHKJIATypa Jiel, AeJIo,
KOH(HICHIIMATIbHOCTh, KOMMEpUECcKas TaliHa

Tema Copep:kanue y4eOHOro MaTepuaa 2/0/2
2.3.Kondpunenumans | 1 | PaGora ¢ KOHQUICHIMAILHBIMU JOKYMEHTAMH. 1 MK 2.2,
HOE OK 4
JIETIONPOU3BOJICTBO JIP 3, JIP
23
KountposabsHas pa6ora Ne 4 o teme 2.2 1
IIpakTnyeckoe 3aHsITHE -
CamocrosiTeibHas padoTa. M3yyeHne 1 KOHCIIEKTUPOBAHNWE OCHOBHBIX acnekToB denepanbHOro 3aKkoHa 2
«O KOMMepUecKOil TaitHe»
Paznen 3. /le1onpou3BoACTBO M0 00paLEeHHAM I'PaKIaH 41412
Tema Conep:xanue y4eOHOT0 MaTepHaja 4/4/2
3.1.0cob6ennocTn 1 | HopMaTtuBHO-METOAMYECKHE TOKYMEHTBI, perIaMeHTUPYIOIUEe padoTy ¢ OOpalleHusIMU TpakIaH. 2 OK 1-OK
ACIOIPOU3BOACTBA Buasl oOpanienuil rpaxaaH, Cpoku UCIOIHEHUS oOpalieHuil. TexHOJoTHs U paBuia BeIeHUs 5, 1IK 1.4,
10 00paneHusAM JIEJIONPOU3BO/ICTBA 110 MUCHbMEHHBIM U YCTHBIM OOpaIlleHUsM IPax/IaH. JIP 12, JIP
rpaxziaas 14
KourpoJabHas padora -
IpakTuyeckoe 3anaTue Ne 9 «Pabota ¢ TokyMeHTaMu 110 0OpaIIeHUSIM TPaXKIaH» 2 OK 1-OK
CocTaBuTh 3asBlieHUE, Xall00y, KOIJIEKTUBHOE OOpallleHne Tpax/aaH M0 WHAUBUAYAIbHBIM KapTOYKaM 5
JIP 21, JIP
22
IIpakTnueckoe 3ansaTue Ne 10 «AHanu3 padoThl ¢ JOKYMEHTaMH 110 00pallleHUsIM Tpak1aH» 2 OK 1-OK
CocraBUTh OTBETHl Ha MNHUChbMa TpakaaH corjacHo mnonoxkeHud PenepanpHoro 3akoHa «O mopsake 5,1IK 1.4,
paccMoTpenus oOparieHuit rpaxaad Poccuiickoit deneparumy. K 2.2
JIP 14, JIP
20
CamocrosiTe/ibHasi padoTa. 2
N3ydenne n KOHCIEKTUPOBAHUE OCHOBHBIX acnekToB DenepanbHOro 3akoHa «O MopsIKe pacCMOTPEHUS
oOpamenuii rpaxknan Poccuiickoit @eneparum» ot 2 mas 2006 roga N 59-D3
JuddepeHunpoBanHblii 3a4eT 2
Bcero 90

10




3.  YCJIOBUS PEAJIM3AIIAU YUYEBHOM JUCIHUATLJINHBI
3.1. TpeOoBaHMsA K MATePHAIBLHO-TEXHHYECKOMY 00ecne4YeHH 0

Peanuzanmuss mporpaMMmbl  JUCHUIUIMHBI  TpeOyeT Hamuuus ydyeOHOro kabuHeTra
JOKYMEHTAIMOHHOTO 00eCTIeYeHNs yIpaBICHUS;
OO6opyaoBaHue yueOHOTO KaOHWHETA:
- MeOenb JUIs: OpraHu3any paboyero Mecra MpernoAaBaTelis; OpraHu3alud pabouyux MecT
00y4aromuxcsi; A5 OpraHu3aliy UCIOJIb30BaHUS alapaTyphl.
- KOMILUICKT 3aKOHOAATEIbHBIX 1 HOPMAaTHBHBIX JOKYMEHTOB,;
- KOMIUIEKT YHU(DUIIUPOBAHHBIX (POPM TOKYMEHTAIUU;
- KOMIUIEKT Y4eOHO-METOAMYECKON JOKYMEHTAINH;
- KOMIUIEKT 00pa31ioB 0()OPMIICHHBIX TOKYMEHTOB;
- KOMIUIEKT Y4eOHO-METOAMYECKIX MaTePHAaJIOB.
O6opyaoBaHue J1a0OPATOPUHU M pabOYHUX MECT JIA0OPATOPHH:
- KOMIIBIOTEPHI
- IPUHTEP
- MporpaMMHOE 00€ecTieueHne 00IIeTr0 Ha3HAYEHUS
- KOMIUJIEKT Y4eOHO-METOANYECKON JOKYMEHTAIIUH.
TexHuueckue cpencTra 00y4eHusI:
- MyJIbTUMETUATIPOEKTOP
-baimopoe  xpanwmuiie [10 YUY «TDIl» (myte k daitmoBomy xpanmimuty: Z://Server-
1/Komapuyk OB/OII JIokyMeHTannoHHOEe 00eCeYeHIE YIPaBICHUS)

3.2. UndopmanuonHoe odecnieyeHne 00ydeHust
Ilepeyens yueOHbIX U3aaHUl, UHTepHET-pecypcoB, 10NOTHUTEIbHOM JUTEPATYPbI
OcCHOBHBIC HCTOYHHKH:
1. NokymenranmonHoe obecneuenue yrpasinenus : yaeonuk / C.A. I'moroBa, A.JO. Konbkoga,
KO.M. Kykapuna, E.A. Ckpurnko ; mog oo6mr. pea. T.A. beikoBoii. — Mocksa : KHOPYC, 2020.
— 266 c. — (Cpennee npodeccuonansHoe oopazoBanue).ISBN: 978-5-406-05649-3
2. [lenonpoun3BoAcTBO [JlokyMeHTannoHHOE obecrieuenue ynpapieHus]: yueonuk /M.M. bacakos
O. U. 3amebrikoBa.- 3. 13-e, crep.- PocroB Ha-Jlony : ®ennkc, 2015. - 376 c. ISBN 978-5-222-
23063-3
JlonoJiHuTeIbHbIE HCTOYHUKH:
3. Ky3nenos, 1. H. JlokymeHTanmonHoe obecrieueHue ymnpasieHus. JJOKyMeHTOO00pOT U
JIETIOTIPOU3BOJICTBO : yUeOHUK U MPAKTHKYM JJIs IpukiagHoro Oakanaspuara / Y. H. Ky3nemnos.
— 3-e u3A., nepepad. u gon. — M. : MsmarensctBo IOpaiit, 2017. — 461 c¢. — Cepus :
bakanasp. [Ipuknagaoii kype. ISBN 978-5-534-04275-7
4. Jlapnonosa, Mapuna bapueBna. JI 25 [IlpakTukyM 0O OpraHu3allMOHHOMY U
JIOKYMEHTAllMOHHOMY OO€CIIEYeHMIO JIeATENbHOCTH OpraHu3anuu: ydyebHoe nocobue / M. b.
Jlapuonosa, Y. E. CapponoBuu. ExarepunOypr: 13a-so Poc. roc. npod.-nea. yH-ta, 2019. 206
c. URL: http://elar.rsvpu.ru/ 978-5-8050-0683-9. Tekct: anekrponusiid. ISBN 978-5-8050-0683-
9
S. Bapmynn B.B. [lokymenTtanmonHoe oOecrnieueHune ympaBieHus: ydeOHuk / B.B.
Bapmynn- Mocksa: FOCTULINA,2018.- 272¢. — (Cpennee npodeccruoHanbHOe 00pa3oBaHUE)
ISBN 978-5-4365-1585-4
6. Metonuueckue pexkomennauuu no npumeHenuto ['OCT P 7.0.97-2016 «cucrema
CTaH/IapTOB [0 UHPOPMAIINH, OMOITUOTEYHOMY U U3/1aTEIbCKOMY AeNy. OpraHU3aMOHHO-
pacriopsiaAuTenbHas JOKyMeHTalus. TpeboBaHus K 0(OPMIICHHUIO TOKYMEHTOB)

HopMmatuBHas auTeparypa:
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1. "Koncturynuus Poccuiickoit @enepanuu" (mpuHsITa BCEHAPOAHBIM TojiocoBanueM 12.12.1993
C U3MEHEHUSIMH, 0I00pEHHBIMHU B X0J1€ ob1epoccuiickoro romocoBanus 01.07.2020)

2. 3akoH P® «O06 wmndopmaruu, uHboOpMaTH3alMd ¥ 3aluTe WHPOpMAUU» OT

20 despaist 1995 r., Ne 24-@3. (pen. ot 19.07.2018)

3. 3akoH P® «O cranmaptuzamum» ot 29.06.2015 N 162-D3 (¢ u3MeHEHUSIMH U AOTIOTHECHUSIMU
ot 03.07.2016).

4. 3akon P® «O rocymapcrBerHoi Taiine» ot 20 uroist 1993 roga Ne5485. (pex. ot 29.07.2018).
5.3akoH P® «O cranmaprusaium» ot 29.06.2015 N 162-d3 (pex. ot 03.07.2016).

6. ®enepanbHblii 3aKk0H Poccuiickori @eneparuu «O0 37IeKTPOHHOW HMUGPOBOM  MOIIMUCKH» C
u3Mm. Ha 23.06.2020r

7. ®epnepanpubiii 3ak0oH Poccuiickoit ®deaepanmu ot 29.06.2015 N 162-®3 «O mnopsake
paccMoTpenus oOpamieHuii rpaxxaan Poccuiickoit @eneparun» (pex. ot 27.11. 2017)

8. ITomoxxenne o denepaqbHOM apXUBHOM areHTCTBE, YTBEpkIeHO Yka3zoM [Ipesmmenta PD No
293 ot 22 .05.2016.

8. IlepeueHb TUIMOBBIX YNPABICHYECKUX APXUBHBIX JOKYMEHTOB, O0pa3yIOLIMXCS B IpoIecce
JESTSIIbHOCTH TOCYJaPCTBEHHBIX OPTraHOB, OPTaHOB MECTHOT'O CAMOYIIPABJICHHS M OPTaHU3AIIHIA,
¢ ykazaHueM cpokoB xpanenust Ne 558 or 25.10 2008 (pex. ot 16.02.2016 ).

9. TOCT P 7.0.97-2016. Hauwmonamenbiii cranmapt Poccuiickoit ®enepanuun. Cucrema
CTaHAapToB Mo uHMOpManuu, OHOTMOTEYHOMY M H3JaTeNbCKOMy jaeny. OpraHu3alnuoHHO-
pacnopsiauTeNnbHas TOKyMeHTanus. TpeboBanuss K opopMieHHIO JOKyMeHTOB (yTB. [Ipukazom
Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

HNHTepHET-pecypchl

1. Hoponuna, JI. A. JIOKyMEHTallMOHHOE  OOECIICUCHUE YIpPABICHUS . YYCOHUK U
OpakTUKyM Ui cpeaHero  npodeccronanibHoro  oOpazoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — Mocksa : M3natennsctBo FOpaiit, 2019. — 233 ¢. — (IIpodeccuonanpHoe

obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr : anexrponnsiii // OBC KOpaiiT [caiit]. —
URL.: https://urait.ru/bcode/438586 (marta obpamenus: 20.08.2021).

2. Jlexuus 5. JloxymeHTanmonHoe o0ecnieuyeHne yIpaBJICHUS. URL:
https://www.intuit.ru/studies/courses/76/76/lecture/27927 (nata obpamenus: 26.08.2021).
3. JIOKyMEHTalMOHHOE oOecrnieueHue rporecca yIIpaBIE€HUSA

URL.:https://spravochnick.ru/gosudarstvennoe_i_municipalnoe_upravlenie/dokumentacionnoe_o
bespechenie_processa_upravleniya/ (nara obparmienus: 26.08.2021).

4, HopmatuBHbIe qokyMeHTHI AeionpousBoactea URL: http://odiplom.ru/lab/normativnye-
dokumenty-deloproizvodstva.html(zara o6pamienus: 26.08.2021).
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http://archives.ru/documents/decree/ukaz293_2016.shtml
https://urait.ru/bcode/438586
https://www.intuit.ru/studies/courses/76/76/lecture/27927
https://spravochnick.ru/gosudarstvennoe_i_municipalnoe_upravlenie/dokumentacionnoe_obespechenie_processa_upravleniya/
https://spravochnick.ru/gosudarstvennoe_i_municipalnoe_upravlenie/dokumentacionnoe_obespechenie_processa_upravleniya/

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA JUCIUIIJINHbI
KoHTposb u onieHka pe3ysbTaToB OCBOECHUS TUCLUIUIMHBI OCYIIECTBIISETCS MIPENOJaBaTeIEM
B IIPOLIECCE MPOBEIEHUS MPAKTUYECKUX 3aHATUH, BBINOJHEHHsI OO0YYalOIIMMUCS KOHTPOJBHBIX
pabot, paboThl MO HMHAMBUAyaTbHBIM KapToukam, pabotel ¢ HIIA, nanucanue pedeparos,
3all0JIHEHUE TEPMHMHOJIOTUYECKOTO CJIOBapsl, BBIIIOJHEHHE CXEM, a TaKKe BO BpEMsl UTOIOBOM

aTTeCranuu.

Pe3yabTarsl 00yyeHus
(oCBOEHHBbIE YMEHUS1, YCBOEHHbIE

Kputepum oueHkum

MeTtoabl OLEeHKHN

3HAHNSA)
Y.l  Odopmisith  OpraHu3alUOHHO- XapaKTepUCTUKH
pacuopsauTeNIbHbIE  TOKYMEHTHI B AEMOHCTPUPYCMBIX 3HAHHUH,

cootBeTcTBHH ¢ AeicTByommM ['OCTom

KOTOpBIE MOTYT OBITH IIPOBEPEHBI

V.2 Ocy1ecTBIATH 00paboTKy | «5» (OTIMYHO) — 3a TIIyOOKOE NunuBuayansHOE

BXO/SIIIUX, BHYTPEHHUX M MCXOIOAIMX | IIOJHOC OBJIIAACHNE CONCPIKAHUEM IIPOEKTHOE 3aaHue
JIOKYMEHTOB, KOHTPOJIb 3a yx | Y4eOHOro mMarepuana, B KOTOpOM NHnuBuayaabHbIC

VCTIOTHEHHEM; CTYJIEHT CBOOOIHO M YBEPEHHO 3a71aHu,

V.3 OdopMisaTh ITOKYMEHTHI IS
repeiayyl B apXuB OpraHU3allnu;

3.1 [lonsitue HOKyMEHTa, €ro CBOICTBa,
CHoCO0OBI TOKYMEHTHPOBAHHSI;

3. 2 IIpaBuna cocraBieHus U 0GOPMICHHS
OPraHM3allMOHHO —  PACIOPSAAUTEIBHBIX
noxkymeHToB (OPJ1);

3. 3 CucremMa W THOOBAsI TEXHOJIOTHS
JIOKYMEHTAIIHOHHOTO oOecrieueHust
ynpasienus (JJOY);

3.4 OCOOEHHOCTH JENIONPOU3BOJICTBA T10
oOpalieHusIM rpaxaaH U
KOH(MICHIIMAIBHOTO AEJIONPOU3BOJICTBA

OpPHUEHTHUPYETCS]; HAyYHO-
MOHATUIHBIM amnmapaToM; 3a
YMCHHE NPAKTUYCCKU IPUMCHATH
TEOPETUYECKUE 3HAHUS,
Ka4€CTBCHHO BBIIIOJIHATH BCE
BUIBI Ta0OPATOPHBIX U
MPaKTHYECKUX pabdoT,
BBICKa3bIBaTh U 0OOCHOBBIBATb
CBOH CYXIICHHS.

«4» (X0pOo1I0) — €CIU CTYACHT
MIOJTHO OCBOMJI Y4eOHBIN
MaTepHal, BiajeeT HayqHo-
MOHSATUHHBIM arraparom,
OPHEHTHPYETCS B U3yUYECHHOM
MaTepHale, 0CO3HaHHO
IIPUMEHSIET TEOPETUUECKUE
3HaHUs Ha IPaKTHKE, TPAMOTHO
u3jaraeT oTBeT (B YCTHOM nin
MUCBMEHHOH (opMe), HO
cojJiepkanue U popma OTBETa
HUMEIOT OTJeNbHbIE HETOYHOCTH.
«3» (Yy10BJ1E€TBOPUTEIBHO) —
€CIIU CTYJICHT OOHapYKUBaeT
3HaHHE ¥ IOHUMaHHE OCHOBHBIX
MOJIOKEHUH yueOHOro MaTepHaa,
HO W3J1araet ero HeroJHoO,
HETIOCIIEI0BATEIbHO, JOMYCKAET
HETOYHOCTH B ONpPEIEICHUH
HOHS[TPIfI, B IPUMCHCHUN
TEOPETHUYECKUX 3HAHUN ITPU
OTBETE Ha NMPAKTUKO-
OpPUECHTUPOBAHHBLIC BOIIPOCHI; HE
yMeeT JIoKa3aTelnbHO 000CHOBAThH
COOCTBEHHBIE CY)KICHUSI.
«2» (Hey/10BJICTBOPUTEJIHHO) —

KonTposib 3Hanwmii -
TECTUPOBAHUE T10 TEME
OdopmieHne NOHATHITHOTO
cJoBaps;
Pedepatsl, noxnaasl mo
3a/IaHHBIM TEMaM
DKcrepTHas OleHKa
BBITIOJIHCHHS
CaMOCTOSITENIbHOM paboTHI
Paznuunsie hopmel onpoca
Ha ayJUTOPHBIX 3aHATHIX;
Pedepatsl, noxnaas no
3a/IaHHBIM TEMaM
Pewenne 3amau no
OTZIETIbHBIM TEMaM Kypca;
Pemnth curyanmoHHbie
3a/1a4y;
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€CJIA CTYJICHT UMEET

Pa3pO3HEHHKIE, OECCUCTEMHBIC
3HAHUS TI0 MEXKIUCITUTUTMHAPHBIM

Kypcam, IOIyCKaeT OITNOKH B
orpeAeNeHn: 0a30BBIX MMOHITHHA,

HCKaXaeT UX CMBICI; HE MOXKET

MPAKTHYECKH TPUMEHSTH
TEOpETHUIECKHE 3HAHUS
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