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AHHOTALIMSA
PABOUYEI MPOT'PAMMBI YUEBHOM JUCLHUTLIMHBI
OI1.07. TOKYMEHTAILIMOHHOE OBECHEYEHUE YIIPABJEHUS

esiu 1 321244 y4eOHOI JUCUUIINHBI:

Henap wu3ydyeHWsi MUCHMUIUIMHBI 3aKIIOYACTCS B OBJIAJICHUH OCHOBAaMHU
MpaBWIBLHOTO  OGOPMIICHHST JOKYMEHTOB M  HAJJISKAIeW OpraHu3amueH
JTOKyMeHTOo000opoTa corjiacHo TpeboBanusim ['OCTa.

3amaum:

- (hopMHpOBaHUE y CTYJICHTOB YETKOTO IPEJCTABICHUSA O MPEAMETE U €0
COJICp KaHWH;

- TIOJIyYCHHE  KOMIUIEKCHOTO  TPEACTABICHHS O  METOJIOJIOTHH
JTOKYMEHTOBEICHHUS,

- TIOATOTOBKAa TPAaMOTHBIX CHCIHAINCTOB B OOJACTH YIPaBICHYCCKOM
JESATEITPHOCTH U OpTraHU3aIMH JISJOPOU3BO/ICTBA;

- oOecrieueHrWe PAIMOHAIBLHOTO WCIOIB30BaHMUS JIOKYMEHTOB B JICJIIOBOM
NPAaKTHKE, B T. 4. COCTaBJICHUSA U 00paOOTKH JIEJIOBOM KOPPECTIOH ICHITNH.

OcHOBHBIE TUIAKTHYECKHE eIMHULBI (TEMBbI):

Tema 1. O611Me HOPMBI U MpaBMIa OPOPMIIEHUS TOKYMEHTOB.

Tema 2. TpeOGoBanust K coaepkaHuio U OGOPMIICHHIO OTACIBHBIX BHJIOB
JIOKYMEHTOB.

Tema 3. Opraau3zanus AeJIONPOU3BOJICTBA U JOKYMEHTOO00OPOTA.

Tema 4. DneKTpOHHBIN JOKYMEHTOOOOPOT.

B pe3ynbraTe 0CBOCHMS TUCIUILUIMHBI 00 YIAIOIIMHCS JOKEH YMETh:

- oOopMIIATH JTOKYMECHTAIIMIO B COOTBETCTBUHM C HOPMATHBHOHM 0a3oif,
UCII0JIb3YsI HH()OPMAIIMOHHBIE TEXHOJIOIHH U CPEICTBA OPITEXHHUKH;

- HCII0JIb30BaTh YHU(DHUIIMPOBAHHBIC CHCTEMbI IOKYMEHTAIINH;

- OCYIIECTBJIATh XpaHCHHE, TOMCK JOKYMEHTOB;

- WCIOJb30BaTh TEICKOMMYHHKAIIMOHHBIC TEXHOJIOTHH B JJICKTPOHHOM
JIOKyMEHTO000pOTE.

B pe3ynbTaTe 0cBOCHUS TUCIUTUIMHBI CTYICHT JOJDKEH 3HATH!

- IOHSITHUE, TIEJIN, 3a/1a41 ¥ TIPUHIIMIIBI ACIONPOU3BOJICTBA;

- OCHOBHBIC MTOHSTHUS JOKYMEHTAITMOHHOTO OOCCTICUCHHSI YITPABICHUS;

- CHCTEMBI IOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIPABICHNUS;

- KJTacCU(PUKAIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHUIO ¥ O(DOPMIICHHUIO JOKYMEHTOB;

- OpraHu3aluio JOKyMEHTooOOpoTa: mpueM, 00paboTKy, pEeTHUCTpaIHIio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKJIATYpY JIeIl.

I/I3yquI/Ie ,HaHHOﬁ JUCIHITITMHBI HaIIPpaBJICHO Ha JOCTHXKCHHC
O6H_ICO6p330BaTeJ'II)HI)IX, BOCIIMTATCIIbHBIX W IIPAKTHUYCCKHX 3aaa4, Ha I[EUIBHGIEIHCC
3



pa3BUTHE JTUYHOCTHBIX CIIOCOOHOCTEN U NajdbHEUIIEro Npo(hecCHOHAIBHOIO PocTa
BBIITYCKHUKA-OyAYIIEro CenuaiucTa.
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1. O0mas xapakTepuCTHKA MPOIrPaMMbI

1.1. MecTO0 AMCHMIUIMHBI B CTPYKTYpe OCHOBHOIl 00pa3oBaTeIbLHOM
NPOrpaMMbl:

[Iporpamma  yueOnHoit  nucuumuunel  OILO7  «JlokyMeHTalMOHHOE
oOecrieyeHue yINpaBieHUs» SBISETCS 4YacTbl0 OCHOBHOM MpodeccroHaIbHOM
oOpazoBaTeIbHOM TporpaMMbl 06a30BOI MOATOTOBKU B cooTBeTcTBUM ¢ DPI'OC mo
cnenuanbHoctu 38.02.07 «baHkoBckoe naeno», KBaluduKanus — CHELHAINUCT
OaHKOBCKOTO JieJIa U BXOAUT B PO eCcCUOHANbHBIN UK 001IenpodecCuOHaTbHBIX
JTUCIUIUINH.

[Iporpamma y4eOHOW JUCUUIUIMHBL MOXET OBITb HCIIOJIb30BaHA B
JOTIOTHUTENBHOM MPO(ecCHOHAIBHOM 00pa30BaHUU (B MpOrpamMMax IMOBBIIICHUS
KBaJIM(DUKALIMK M TEPENnoArOTOBKM) M MPOPECCHOHATLHON MOJATOTOBKE, TI/Ie
npeycMOTpeH Kypc «JlokyMeHTalmoHHOE 00ecTieUeHHE YIIPABICHUSI.

VYuebnas  aucuummHa  OIL07  «JlokymeHTanlMOHHOE  obOecrieueHue
yIPaBICHUS» BXOJUT B MNPOPECCHOHANBHBIN MUK 00nenpodeccuoHaIbHbIX
JUCIUIUIMH OCHOBHOM MpodeccrOHaNbHONU 00pa3oBaTeIbHON MTPOrPAMMBI.

1.2. Heasr W 1IaHUpYyeMble pe3yJbTATbl OCBOEHHS Y4YeOHOI
AUCHMUTIJINHBI:

Heab n3yyeHusi AUCHUIIMHBI 3aKII0YAETCS B OBIAJCHUU O00yUYaIOIIUMHUCS
OCHOBaMHM TMPABUIBLHOTO O(QOPMIIEHUSI JOKYMEHTOB U HaJyIeKalleld opraHu3alme
IoKyMeHTooOopoTa cornacHo TpedoBanusiMm ['OCTa.

3agaun:

- (hopMHUpOBaHUE y CTYIEHTOB YETKOTO MPEJICTABICHUS O MPEAMETE U €ro
COJIep KaHNH;

- TIOJIy4eHHE  KOMIUIEKCHOTO  TPEACTABICHHS O  METOJIOJIOTHH
JIOKYMEHTOBEICHUS,

- TOATOTOBKAa TPAMOTHBIX CHEIHAIUCTOB B OOJACTH YINpaBICHYECKOM
NESTEIHbHOCTH U OpraHU3aIMK JIETIOTPON3BO/ICTBA;

- o0ecrnedyeHre palUOHAJIbLHOTO HCIOJIB30BAaHUS JIOKYMEHTOB B JI€JIOBOM
MpaKTUKE TMpeAnpusTHs, B T. Y. COCTaBICHHS M OO0pabOTKH JeIOBOMU
KOPPECTIOHICHIINH.

Kon HanMeHoBaHue 00X KOMIIETCHIINIA
OK 1. BeiOupate crmocoObl  pemieHus 3a1ad  MpOQeCcCHOHANBbHON  /1eATeNIbHOCTH
MIPUMCHUTCIIBHO K PA3JIMYHBIM KOHTCKCTAM
OK2. OcyLLI,eCTBJ'IﬂIb NMOWCK, aHanu3 n MHTepnpeTaumio Mchopmavu,mm,
HeobxoaMMOW ANs BbINONHEHWS 3a4a4 NPpodeCcCMOoHarIbHON AeATENbHOCTH
HJ’IaHI/IpOBaTb " PCaIn30BbIBATH coOCTBEHHOE HpO(l)eCCI/IOHaJ'ILHOG 1 JIMYHOCTHOC
Pa3sBUTUC
PaboTaTtb B KONNekTuBe N koMaHae, apeKkTMBHO B3aMMo4eNCTBOBATL C
OK 4. Konreramu,
PYKOBOACTBOM, KIMEHTaMu

OK 3.




OcyLecTBNATb YCTHYIO U MUCbMEHHYK KOMMYHUKaLMIO Ha rocyAapCTBEHHOM
OK 5. a3blke Poccunckon denepaumm ¢ y4eToM 0COBeHHOCTEN coumanbHOro m
KyNbTYPHOIro KOHTEKCTa
[MposaBnATh rpaxgaHcKo-NaTpUoTUYECKY NO3nLMI0, AEMOHCTPUPOBaTh
0CO3HaHHoe
OK 6. noBeJeHne Ha OCHOBE TPaAMLMOHHbIX 06LLevenoBeyYecKnx LEHHOCTEN,
NPUMEHSATb
CTaHAapTbl aHTUKOPPYNLUNOHHOIO NoBeAeHns
OK 7. CopgencreoBaTb COXpaHeHuto Opr>|<a+0Lvue|7| cpeabl, pecypcochepexxeHuio,
3dPeKTMBHO AEeNCTBOBATbL B Ype3BblHanHbIX CUTYaLUSAX
Mcnonb3oBaTb cpeacrtBa omM3n4ecKkomn KynbTypbl AN COXPaHEHUS U
OK 8. YKpenneHus 30opoBbs B rnpouecce npodeccuoHanbHon AeATeNbHOCTU U
noanepXaHus
HeobX0AMMOro YpOBHS (pM3MYECKOW NOArOTOBNEHHOCTH
OK 9. Hcnons3oBath nHGOPMAIIMOHHBIE TEXHOJIOTHUU B MMPO(GECCHOHATBHOU
JIEATEIIbHOCTH
OK 10. [Monb3oBaTbcs NpodpeccrMoHanbHOM AOKyMeHTaumnen Ha rocyaapcTBEHHOM U
WHOCTPaHHOM fA3blKax
OK 11 Mcnonb3oBaTb 3HaHMs Mo PMHAHCOBOW rPaMOTHOCTHU, NNaHNpoBaTb
' npeanpuHMMaTenbCKy OesaTENbHOCTb B NpodyeccuoHanbHon cdepe
Kon HaunmeHnoBanue npogecCHOHATbHBIX KOMIIETEHIIUI
MK 1.1 OcCymiecTBIATh paCuyeTHO-KaCCOBOE 0OCTYKMBAHHE KIMEHTOB
K 1.2 OcywecTtBnaThb 663Hanmq|:|b|e MnaTexm ¢ NCronb30BaHNEM PasnnyHbIX dopm
pacyeToB B HALUWOHarnbHOW U MHOCTPaAHHOW BanoTax
JINUHOCTHBIE Pe3yabTaThl
Koa imuHoCTHBIX
pe3yabTaToB
JINYHOCTHBIE pPe3yJIbTaThl
peaau3anuu
peajM3anuy NporpaMMbl BOCIIMTAHUSA
NPOrpamMMbl
BOCIIUTAHMS
Oco3Haronuii ce0si rpak JaHUHOM U 3alIUTHUKOM BEJTMKOMN CTpaHbI. JP 1
[IposiBnsrommii AKTHUBHYIO I'PAXKJIAHCKYIO MO3HULINIO,
JEMOHCTPUPYIOIIUN MPHUBEPKEHHOCTh IPHUHIMIIAM  YECTHOCTH,
MOPSAAOYHOCTH,  OTKPBITOCTH, HSKOHOMHUYECKHM  aKTUBHBIA U
Yy4acCTBYIOIIHM B CTYJIEHYECKOM u TEPPUTOPUATBHOM JIP 2
CaMOYTpaBlICHUH, B TOM YHCJIE€ Ha YCIOBUAX JOOPOBOJIbUECTBA,
MPOAYKTUBHO  B3aUMOJCHMCTBYIOIIMIA M y4YacTBYIOIIMA B
JeSITeIbHOCTH OOIIECTBEHHBIX OPraHU3alHi.
Cobmofaromuii  HOpMbI  TPABOTOPSIKA, CIEAYIOUIUN HIeanaM
rpaXJaHCKOTo oOmiecTBa, oOecredyeHuss O€30MacHOCTH, MpaB U
cB00o rpaknan Poccun. JIosuibHBIN K ycTaHOBKAM M MPOSIBICHHSIM
npeJcTaBUTeNIel CyOKYNbTYyp, OTIMYAIOIIUNA HX OT Tpymnm ¢ JIP 3
JNECTPYKTUBHBIM U JIEBUAHTHBIM IOBEACHUEM. J[EMOHCTPUPYIOLINIA
HENPUATUE U NPEIYNPEKIAAOINN COLUATIBHO OINACHOE MOBEICHUE
OKPYKaKOLIHUX.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIIUILJINHBI

2.1. O0bem yueOHOM JUCHUIIMHBI M BUBI Y4e0HOH padoThl

Bua yueOHo# paGoThl

O0beM yacoB

MaxkcuMmanbHas yaeOHast Harpy3Kka (BCero) 66
Oobs13aTesibHAs Ay UTOPHAsI y4yeOHAasi HATPY3Ka (Bcero) 48
B TOM 4HCJI€ B JOpME MPAKTUUECKON TTOJATOTOBKHU:

B TOM YHCIJIE:

JIEKI(MOHHBIE 3aHATHS 28
MPaKTUYECKHUE 3aHITHS 20
B T. 4. MPaKTHYeCKasi MOJATOTOBKA 6
KypcoBasi paboTa (TIpoeKT) -
CamocrosiTesbHast padora o0yuaroierocs (Bcero) 18
HUrorosas arrecrauus B popme qud. 3auer 2




2.2. TeMaTH4eCKUH IUIAH U COAEP:KaHHUE Y4eOHOU IMCUUILIMHBI «/[0KyMeHTAllHOHHOEe 00ecreYeHre YIPaBJICHU»

Koabl koMmnereHum

JIMYHOCTHBIX
pe3yJbTaToB,
HaumenoBanue | Coaep:kaHue y4eOHOr0 MaTepHasia, NPAKTHYECKHE 3aHATHS, BHEAYTUTOPHAs (caMocTosATeabHasgO0beM ¢popmupoBanuio
pa3iesioB U TeM yuyeOHasi padoTa 00y4yaromuxcs u popMbl OPraHU3aAIUH eI TeJTLHOCTH JyacoB KOTOPBIX
CIocoo0cTByeT
3JIeMeHT
NMPOrpamMMblI
1 2 3 4
Conep:xanue 14
1.1 O6uue TpeboBanusa 0pOpMIIEHUS JEIOBBIX JOKYMEHTOB
1.2 CocTaB peKBU3UTOB JI€JIOBBIX JOKYMEHTOB
1.3 [IpaBuna opopMiieHUsT PEKBU3UTOB JOKYMEHTOB: n3ydeHue pekBu3uTon 01-30. 8
1.4 bnaHku 1eNOBBIX TOKYMEHTOB: PACIIOJIOKEHHE PEKBU3UTOB Ha OJlaHKAX, MPOJOJIBHBIA M YTIIOBOH
OJIaHK, IICHTPOBAHHOE U ()JIaroBOE PacIoJIOKEHHE PEKBU3UTOB Ha OJaHKE.
Tema 1. O6uue
HOPMBI U paBuia ([IpakTHYecKHe 3aHATHS: OK1-11;
oopmJIeHUA 1. Cemunap: JP1-3.
JIOKYMEHTOB 1.1 IloaroroBka JOKJIad0B. 2
1.2. O6¢cyxaeHue JISKITMOHHOTO MaTepraia (1o BOImpocam).
2. TectupoBaHnue.
CamocrosiTesibHas padora:
W3y4nTh UCTOPUIO BOSHUKHOBEHHUSI IOKYMEHTOB U JICIIONPOU3BOICTBA. 4

[loaroroBka JOKIaI0B.

[IpopaboTka KOHCIIEKTA.




Tema 2. TpeGoBanus
K COJIePKAHUIO U
oopMIIEHH IO
OT/JeJIbHBIX BH/I0B
JAOKYMEHTOB

Conepxanue

28

2.1 OpranuzanoHHbIe (OPraHU3alMOHHO-TIPABOBBIC) JIOKYMEHTHI: CYIIHOCTh, KJIacCHU(UKAIIHA,
0COOEHHOCTH pa3pabOTKH, 00s13aTeIbHBIC PEKBU3HUTHI, TIOPSIIOK YTBEP)KICHHSI, BHECEHUE N3MEHEHHIA.
2.1.1 [lonoxenue 06 opraHu3auu

2.1.2 TlonokeHue o mepcoHae

2.1.3 [lonoxxeHue o nepcoHaIbHbIX JaHHBIX

2.1.4 lltaTHOE pacmucanue

2.1.5 J10JoKHOCTHBIE HHCTPYKIIUU

2.2 PacnopsinuTenbHble JAOKYMEHTBI: CYIIHOCTb, OCHOBaHHUS JUId W3JaHUSI JIOKYMEHTOB, BH/BI,
[MOATOTOBKA IMPOEKTOB JOKYMEHTOB, 00s13aTE/IbHbIE PEKBU3UTHI.

2.2.1 Ilpuxkas

2.2.2 PacnopsixeHnne

2.2.3 Yka3zanue

2.3 UndopMallnoOHHO-CIIPABOYHbIE JOKYMEHTHI: CYIIIHOCTb, BUIBI.

2.3.1 JloknmagHas 3anucka

2.3.2 OOBsicHUTENNbHAS 3alCKa

2.3.3 3asaBicHue

12

IIpakTHYecKkue 3aHATHS:

1. Cemunap:

1.1 IloaroroBka JOKJIad0B.

1.2. O6¢cyxaeHue JICKIIMOHHOTO MaTepHasia (1o Borpocam).

2. 3arnoJiHeHue JOKYMEHTOB (TIpUKa3, pacnopsbKeHue, yKkazaHue, JOKIaqHas 3amucka, 0ObsCHUTENIbHAS
3arucKa, 3asBJICHUE).

3. Perennie cuTyallnOHHBIX 33/1a4 Ha COCTABJICHUE YIIPABIEHYECKOHN IOKyMEHTAIUH.

4. TectupoBaHue.

10

B T. 4. npaKkTHYeCKAasi MOAr0TOBKA:
PerieHne CUTYallMOHHBIX 3324 HAa COCTABJICHUE YIPABICHYECKOW JOKYMEHTAIUH (10 CHTYyalusiM B
0aHKe)

CamocrosiTesibHast padoTa:
M3yuenue TpeOboBaHM K 0()OPMIIEHUIO yCTaBa, YUpeIUTeNIbHOIO JOTOBOPA, KOJUIEKTUBHOTO JIOTOBOPA,

PCrJIaMCHTA, BBIIIMUCKU U3 ITpHUKA3a, MIOCTAHOBJICHUSA, PCIICHNU, CIIPABKU, dAKTa4, IIPOTOKOJIA.

K 1.1, 1.2
OK1-11
JP 1-3

10




Tema 3. Opranunsanus
1eJ10NPON3BOACTBA M
IOKYMEHT0000poTa

Conepxanue

12

3.1 IlpuHumne! opraHu3anuy J0KyMEHToo00poTa

3.2 IlpuHIUIIBI OpraHU3aluy 1eJI0IPOU3BOJICTBA

3.3 Tlopsinok opranu3anuu paboThl C JOKYMEHTaMH

3.3.1 Ilopsimok opranu3aiuu padoThl C BXOAAIIUMU JOKYMEHTaMHU
3.3.2 Tlopsok opranu3aiyu padoThl ¢ UCXOAIUMU JOKYMEHTaMHU
3.3.3 Tlopsiiok opranu3aiuu paboThl ¢ BHYTPEHHUMH JOKYMEHTAMHU
3.4 OCHOBHBIE CTaJNH JIETOTPONU3BOJICTBA

[pakTHyeckune 3aHATHS:

1. Cemunap:

1.1 IloaroroBka AOKIAA0B

1.2 OGcyxeHre JEKIUOHHOTO MaTepHuaa (1o Bompocam).
2. Permiennie cuTyallnOHHBIX 3a/1a4.

3. TecTtupoBaHnue.

OK1-11
JP 1-3

CamocrosiTesibHasi padoTa: U3yuyeHUue OpraHu3au padboThl ¢ OOpALIEHUSIMU TPaKIaH

Tema 4 Jj1eKTPOHHBbII
JOKYMEHTO0000pOT

Conep:xanue

10

4.1 TloHsiTHE W BUJIBI CHCTEMBI JJIEKTPOHHOTO TOKyMeHTooO0poTa (CO/T)
4.2 CO/I: nenu u 3a7a4u BHEAPEHUS, Ha3HAYCHUE, (DYHKIIMH, TIPUHITAITHI
4.3 [IpeumymiectBa u HegoctaTtku COJ1

I[IpakTUYecKkue 3aHATUSA:

1. Cemunap:

1.1 IloaroTroBka IOKJIag0B.

1.2 ObcyxaeHue TeKIUOHHOTO MaTepuana (1o BOIpocam).
2. TectupoBaHnue.

CamocrosiTesibHas padora:
0O0630p cylIecTBYIOMMX Ha phIHKE Mporpamm COJI, u3ydeHue pe3ynbTaToB BHEAPSHUS U UCTIOIB30BaAHUS
Cod

OK1-11
JIP 1-3

Hrorosas arrecranus aud@epeHunpoBaHHbINi 3a4eT

Bcero

66




3. YCJIOBUA PEAJIMBALIAUA ITPOI'PAMMBI U CHUAIIIMHBI

3.1. MaTepuanbHO-TEXHHYECKOMY olecredeHmne:

Peanuzanusa mnporpaMmbl  AUCHUIUIMHBI  TpeOyeT Hamuuusg Y4eOHOTO
KaOuHeTa.

TexHuueckue cpeacTBa o0yueHus:

- KOMIIBIOTEP C JIMLIEH3UOHHBIM MTPOTPAMMHBIM 00€CTICUCHUEM ;

- MYJIBTUMEIUATIPOCKTOP.

Ob6opynoBanme yueOHOro kabmHera:

- OCaJI0YHBIC MECTA MO KOJIMYECTBY O0yYaIOIIUXCS,

- pabodee MECTO Mperno1aBaTes;

- y4eOHO-HATJIsTHbIE TTOCOOUSI.

3.2.AndopmannonHoe obecnedyeHue peasu3aluy NporpaMmmel

Jns  peanuzanuu  miporpaMmbl  OuOIMOTEUHBIM (GOHA 00pa3oBaTEILHON
OpraHu3aliy JIOKEH UMETh MeYaTHbIe W/WIU 3JEKTPOHHBIE 00pa3oBaTeNIbHbIC U
UH(GOPMAIIMOHHBIE ~ PECYpPChl,  PEKOMEHJyeMble Il  MCIOJb30BaHUS B
o0pa3oBaTeIbLHOM MPOIIECCE.

3.2.1. Oo0s13aTeIbHbIC MEeYATHBIC U3aHUA

1. TOCT P 7.0.97-2016. HattmonaneHsliii ctanaapt Poccuiickoit denepanuu.
«Cucrtema CTaHIapTOB MO MHGOPMALMK, OUOIUOTEYHOMY U U3/1aTEILCKOMY JIETy.
OpraHu3aIMoHHO-pacopsAIUTENbHAs ToKyMeHTalus. TpeboBanus K 0(hOpMICHUIO
nokymeHToB» (yTB. IIpukazom Pocctanmapra ot 08.12.2016 Ne 2004-cT) (pexn. ot
14.05.2018 r.) Pexxum moctyna: http://www.consultant.ru.

2. TOCT 7.0.8-2013 «Cucrema CcTaHZapTOB 1O HHPOPMAIIUH,
OMOIMOTEUHOMY M HU3JIaTeIbCKOMY Jeny. Jlelonmpou3BOJICTBO U apXUBHOE EIO.
Tepmunbsl u omnpeaeneHusi» (ytB. Ilpukazom @enepanbHOr0 areHTCTBA IO
TEXHUYECKOMY peryiupoBanuio u metpoiorun ot 17.10.2013 r. Nel185-cT).
Pexxum mocryna: http://www.consultant.ru.

3. ®enepanpbiii 3ak0H Nel25-D3 or 22.10.2004 «O6 apxXuBHOM J1eiie B
Poccmiickoii  ®enmeparuu»  (pen. ot 28.12.2022 r1.) Pexum pgocryma:
http://www.consultant.ru.

4, Psabosa, C. B. JlokyMeHTanlMOHHOE OOECICUYCHUE YIPABICHUYCCKON
nesTenbHOCTU: ydueOHoe mocobme. - C. B. PsboBa; YibsH. roc. TexH. yH-T. —
Vapsaosck: Yal'TY, 2021. — 340 c.

JlonosiHUTe/IbHBIE eYaTHbIE H3IAHUA:
1. [llyBanosa, H. H. JlokxymeHTanimonHoe o0ecriedyeHue yrnpapieHus : yueOHUK
Y MPAKTUKYM JJIs1 cpeHero npodeccnoHanbHoro oopasosanus / H. H. lllysanosa.
- 2-e m31. - Mocksa: FOpaiit, 2021. - 265 c.
2. Jloponuna, JI. A. JlokymeHTarimoHHOe oOecrieueHne yrpaBieHs : YIeOHIK
U IPAKTUKYM JUIsl cpeliHero npodeccuoHaibHoro oopazosanus / JI. A. JlopoHuHa,

B. C. Uputukosa. - Mocksa: FOpair, 2021. - 233 c.
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4. KOHTPOJb U OLIEHKA PE3YJbTATOB OCBOEHUSI
JTUCHUATIUHBI

KonTposib 1 onieHKa pe3ysbTaTOB OCBOCHUS JAUCUUILUIMHBI OCYIIECTBIISIETCS
MpEnoaBaTeieM B MPOLECCE MPOBEACHUS aAyAUTOPHBIX 3aHATUH, B T. Y.
MPAKTUYECKUX 3aHSITUM, TECTUPOBAHUS U T.H., 4 TAKKE B MPOIECCE BBHIMNOJIHEHUS

O6yanOH_II/IMI/IC$I HHAUBUAYAJIBbHBIX U CaMOCTOATCIIbHBIX SaﬂaHHﬁ.

Pesynbrarsl 0o0yueHus

Kpurepun onenku

Metop1 00yueHus

JIOKYMEHTOB;
- UCIIOJIb30BaTh TEIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTUU B AJIEKTPOHHOM

yIpaBleHUs,

- CUCTEMbI IOKyMEHTAI[MOHHOTO
obecrievueHus yrpaBiIeHHUS,

- o01mKe npaBuiia Opranu3anuu paboThl ¢

Ka4yCCTBO HX BBIIIOJIHCHUA
OII€HEHO BBICOKO.

3aaHU  BBITOJHEHBl C
OILIMOKaMU.

((yI[OBJ'IeTBOpI/ITeJ'ILHO» -

JTOKyMEHTaMH, TEOPETHYECKOE
- TpeOOBaHUS K COCTABIICHUIO U coJiepKaHue Kypca
0(hOPMJIEHHIO JOKYMEHTOB; OCBOEHO YaCTHYHO, HO
- COBpeMEHHbBIC HH(POpPMAITMOHHBIC po6ebl HE  HOCST
TEXHOJIOTUU CO3JIaHUS JOKYMEHTOB U CYILIECTBEHHOTO
aBTOMAaTHU3AIMH JOKYMEHTOO00pOTa Xapakrepa,
BHUJIbI OPI'TEXHUKH B JOKYMEHTALITHOHHOM HEOOXOUMBIE YMEHHUA
o0ecreyeHn! yrpaBaeHUs paboTbl € OCBOEHHBIM
OpraHU3aINIo PadOTHI C AITEKTPOHHBIMU MaTepHalioM B OCHOBHOM
JOKyMEHTaMu chopMUPOBaHHI,
OOIBIIMHCTBO
MPEyCMOTPEHHBIX
nporpaMMoil  00y4eHuUs
yueOHBIX 3aJaHui
BBITIOJTHEHO, HEKOTOPbIE

B pesynpraTte wu3yueHus AUCUUIIUHBI | OTIUYHO» - | - yCTHBII ompoc;
00yyaroUIUIiCs T0KEH YMeTh: TEOPETUYECKOE

- 0(hOpMIIATH TOKYMEHTALIUIO B coJiep>KaHue Kypca | - TECTUpPOBAHHUE;
COOTBETCTBUHU C HOPMATHUBHOU 0a30H, OCBOEHO TIOJIHOCTHIO, 0€3 | - BBITIOJTHEHHE
UCIO0JIb3YS] THPOPMALIMOHHBIE TEXHOJOTHUHU | MPOOETIOB, YMEHHUS | UHAWBUIYyaJIbHBIX

U CPEJICTBA OPITEXHUKMU; c(hopMHUpOBaHBI, BCE€ | 3aJlaHUN PA3IUYHON
- HCTI0JIb30BaTh YHU(PUIIMPOBAHHbBIE peyCMOTPEHHbIE CJIOKHOCTH;
CUCTEMBI JOKYMEHTAIIHH; nporpaMMoil  yueOHbIe

- OCYUIIECTBJIATh XpaHEHUE, MOUCK 3a/1aHus BBITIOJIHEHBI, | - OLIEHKAa OTBETOB B

XOJI€ ABPUCTUYECKOU
oecenpl;

JTIOKYMEHTOO0O0POTE; «Xopo1io» - | - OIEeHKa [OKIaJI0B
B pe3ynbTaTe 0CBOCHUS JUCHUILIAHBI TCOPETUICCKOC 110 TEMATHKE,
00yJarOIINICS JOJKEH 3HATh. CoJepKaHue Kypca

- OCHOBHBIE MOHATHUSA JOKYMEHTAIHOHHOI'O | OCBOCHO IOJIHOCTBIO, 0e3 | - MOAroTOBKa
obecrieueHust yIpaBiaeHUs po6eoB, HEKOTOPbIE | TPE3CHTALIHUM.
- OCHOBHBIE 3aKOHOJATEIbHbIE U yMeHus1  c(HOPMUPOBAHBI

HOPMAaTUBHBIE aKThl B 001acTH HEA0CTATOYHO, BCC
JOKYMEHTAITMOHHOTO 00ecreueHus npeayCMOTPCHHBIC

YIpaBJICHHUS, nporpaMMoil  yueOHbIe

- [IeJIH, 33/1a491 ¥ IPUHIATIBI 3aaHusd BBIIIOJIHEHBI,
JOKYMEHTAITMOHHOTO 00ecreueHus HEKOTOPBIE BH/IbI
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u3 BBITNIOJTHEHHBIX
3a1aHU I cozepxar
OLITMOKH.

«HeynoBneTBOpUTENBHO»
- TEOPETUYECKOE
COJIep’)KaHHUE Kypca He
OCBOEHO, HEOOXOIUMbIE

yMEHUs HE
c(OpMHUPOBaHEI,

BBITIOJIHCHHBIC y‘-Ie6HI)Ie
3a1aHus cozepxat

rpyObIe OLTUOKU
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