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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:

- (hopMHpOBaHNE y CTYJICHTOB YETKOTO IMPEICTABICHUS O MPEIMETE U €ro
COJICp KaHWH;

- TIOJIyYCHHE  KOMIUIEKCHOTO  TPEACTABICHHS O  METOJIOJIOTHH
JTOKYMEHTOBEICHHUS,

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

- oOecrieueHrWEe PAIMOHAIBLHOTO MCIOJIB30BaHMUS JIOKYMEHTOB B JICJIOBOM
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,
UCIIOJIB3YsI HH(POPMAIIMOHHBIE TEXHOJIOIMH B 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 U TIPUHIIMITBI JACJIONPOU3BOJICTBA;

- OCHOBHBIC TTOHSTHUS JOKYMEHTAITMOHHOTO O0CCTICUCHHSI YITPABICHHUS;

- CHCTEMBI IOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIPABICHNUS;

- KJTacCU(PUKAIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHUIO ¥ O(DOPMIICHHUIO JOKYMEHTOB;

- OpraHu3alui JOKyMEHTOOOOpoTa: mpueM, 00pabOTKy, pPETHCTpaIuio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB, HOMEHKIIATYpY JCIL.

I/I3yquI/Ie I[aHHOﬁ JUCIHITITMHBI HaIIPpaBJICHO Ha JOCTHXKCHHC
O6H_ICO6p330BaTeJ'II)HI)IX, BOCIIMTATCIIbHBIX W IIPAKTHUYCCKHX 3aaa4, Ha I[EUIBHGIEIHCC
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pa3BUTHE JTUYHOCTHBIX CIIOCOOHOCTEHN M JalbHEUIIETO MPO(ECCHOHATBHOIO POCTa
BBIITYCKHUKA-OyAYIIEro CrenuainucTa.
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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
cnenuanbHocTd 38.02.01 «DxoHOMHKa M OyXraiaTepckuil yder (1o OTpacisiM)»,
KBanpukanus — Oyxraarep ¢ BXOAMT B  Npo(ecCHOHANbHBIA LUK
o01enpohecCUOHAIBHBIX JUCITUTLINH.

[Iporpamma y4eOHOW JUCUUIUIMHBL MOXET OBITb HCIIOJIb30BaHA B
JOTIOTHUTENBHOM MPO(ecCHOHAIBHOM 00pa30BaHUU (B MpOrpamMMax IMOBBIIICHUS
KBaJIM(DUKALIMK M TEPENnoArOTOBKM) M MPOPECCHOHATLHON MOJATOTOBKE, TI/Ie
peycMOTpeH Kypc «JlokyMeHTallMoOHHOE 00ecTieueHre yIpaBICHUS.

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

1.2. Heasr W 1IaHUpYeMble Ppe3yJbTATHI OCBOEHHSI Y4eOHOI
AUCIHUNIMHBI .

Leap u3y4eHus: IMCHUIIMHBI 3aKJIIOUAETCS B OBJIAJCHUM O0yUYaIOLIUMUCS
OCHOBaMH NpPaBUIBHOIO O(QOPMIIEHHS JOKYMEHTOB M HaJyleXkallled opraHu3alueit
IOKyMeHTooOopoTa coryiacHo TpeboBanusM 'OCTa.

3agaum:

- (hopMupoBaHHUE y CTYJICHTOB YETKOT'O MPEICTABJICHUS O MPEIMETE U €ro
COJICP)KaHNH;

- TOJyYeHHE  KOMIUIEKCHOTO  TIPEACTaBICHHs] O  METOJIOJIOTHUHU
JIOKYMEHTOBEICHHS;

- TIOATOTOBKAa TI'PAMOTHBIX CIICIUAIMCTOB B OO0JIACTH YIPAaBICHYCCKOM
JESATEILHOCTH U OPTaHU3AIMH JEIONPON3BOICTBA,;

- obecreueHre paIMOHAIBFHOTO WCIOIB30BAHMS JIOKYMEHTOB B JIEIOBOM
MpPaKTUKE TMPEAnpusiTHs, B T. Y. COCTaBICHHS U OO0pabOTKU JeIOBOMU
KOPPECTIOHICHIINH.

Kon HaumeHoBaHHe 00IIMX KOMIIETCHIMIH

OK 0L BeiOupare cmocoObl  pemieHus 3agad  Npo(ecCCHOHAIBHOM  JeATEeIbHOCTH
NPUMEHUTENBHO K PA3JIMYHBIM KOHTEKCTAM

Hcnonp30BaTh COBpPEMEHHBIE CPEACTBA IIOMCKA, AaHAIM3a M HMHTEPIpETAlUU
OK 02. | unpopmanuu U HH(POPMAIMOHHBIE TEXHOJOTUM JJs BBIOJHEHUS 3a7a4
poheccHOHaNBbHON 1A TEIbHOCTH

[InanupoBaTh M peayn30BBIBATE COOCTBEHHOE MPO(ECCHOHAIBHOE U JTUYHOCTHOE
pa3BUTHE, NPEANPUHUMATENIBCKYIO JIEATEIbHOCTh B HpodeccuoHanbHOR cdepe,
UCIOJb30BaTh 3HAHUSA MO (PUHAHCOBOW I'PaMOTHOCTH B PA3IMYHBIX KU3HEHHBIX
CHATYyaluIX

OK 04. | D¢ddexTuBHO B3aMMOAECHCTBOBATH M pabOTATh B KOJUIEKTUBE M KOMaHJIE;

OK 03.




OK 0s.

OCYH_ICCTBJISITB YCTHYKO W THMCBMCHHYIO KOMMYHHKAIIMIO Ha TIOCyAapCTBCHHOM
s3pike  Poccuiickoit denmepanuu € y4eTOM OCOOCHHOCTEH COIMAIBHOIO |
KYJIbTYPHOI'O KOHTEKCTa

OK 0e6.

[IposiBiIATE  IpakJaHCKO-NIATPUOTUYECKYIO  IIO3ULHIO,  JIEMOHCTPUPOBATh
OCO3HAHHOE NIOBEJICHNUE HAa OCHOBE TPAJUIIMOHHBIX OOLIEUEI0OBEYECKUX LIECHHOCTEH,
B TOM YHMCJE C y4E€TOM IapMOHH3ALUU MEXKHALMOHAIBHBIX U MEKPEIUTHO3HBIX
OTHOIIECHUH, IPUMEHSATh CTaHJIAPThl aHTUKOPPYIIMOHHOTO NOBECHUS

OK 07.

ConeiicTBOBaTh COXPAaHEHHUIO OKpYXKAIOUIEH cpelbl, pecypcocOepeKeHHtIo,
NPUMEHATh 3HAaHUSA 00 M3MEHEHUM KIUMara, MPUHIUIBL OepeKIMBOro
MIPOU3BOICTBA, YQ(PEKTHBHO ACHCTBOBATH B UPE3BBIYAMHBIX CHTYAITUSIX

OK 08.

Hcnonp3oBath cpenctBa (pu3nYecKOr KyIbTYpBl JUISI COXPAaHEHHS M YKPETUICHHS
3I0pOBbsi B Tpolecce Mpo(eccCHOHATbHOM NeATENbHOCTH U HOJIEpKAHHS
HE00X0IMMOT0 YPOBHS (pU3MUECKOM MOATOTOBIEHHOCTH

OK 009.

[Tonb3oBatrbest mpodeccHoHANbHONW JOKYMEHTAllMeil Ha TroCyJapCTBEHHOM U
HMHOCTPAHHBIX SA3bIKaX

Kon

HaumeHoBaHue npogecCHOHAJIbHBIX KOMIIETEHIM I

K 1.1

OO6pabaTpIBaTh NEPBUYUHBIE OYXTalTEPCKHE TOKYMEHTHI

IIK 2.7

BbINoHATE KOHTPOJIbHBIE MPOLIETYPHl U UX JOKYMEHTUPOBAHUE, TOTOBUTH U
0hOpMIISTH 3aBEpUIAIOIINE MAaTEPHUAIIBI [T0 Pe3yJIbTaTaM BHYTPEHHET0 KOHTPOJIS

JInuHOCTHBIE pe3yJIbTaThl

JINYHOCTHBIE Pe3yJibTAThI Koa imuHoCTHBIX
peanu3aluu NporpaMMbl BOCIIUTAHUS pe3yJbTaToB
peaju3anuu
NPOrpamMMmbl
BOCIIUTAHUS

OCO3HaIOHlPII>'I cebs IpaxaaHMHOM U 3allITUTHUKOM BEJINKOM CTPAHBbI. JP 1

[IposiBstromuii aKTUBHYIO IPaxaaHCKYIO MO3UIHIO,
JEMOHCTPUPYIOIIUNA MPUBEPKEHHOCTh TMPHUHIMIIAM YE€CTHOCTH,
MOPSIIOYHOCTH, ~ OTKPBITOCTH, SKOHOMHMYECKHM  aKTHUBHBIA H

y4YaCTBYIOIIMH B CTYZIEHYECKOM U TEeppUTOPHATIBLHOM JIP 2

CaMOYTpaBlICHUH, B TOM YHCJIE€ Ha YCIOBUAX JOOPOBOJIbUECTBA,
MPOIYKTUBHO  B3aUMOJCWUCTBYIOIIMM W y4YacTBYIOIIMNA B
NESATETHHOCTH OOIIECTBEHHBIX OpPraHu3aIui.

Cobmofaronmuii  HOpMbI  TPABOMNOPSIKA, CISAYIOUIUN HIeanam

rpaxJaaHckoro oOmiecTBa, obecredeHus O€30MacHOCTH, MpaB H
cBoOoJ1 rpaxxkad Poccuu. JlosabHbIN K yCTaHOBKAaM U IIPOSIBICHUSAM
npejcTaBuTeNiell CyOKynbTyp, OTIMYAIOIIMNA HX OT Tpymnm ¢
JNECTPYKTUBHBIM M J€BUAHTHBIM MOBEACHHEM. JleMOHCTpUpYOMU
HENPUIATHE U NPENYNPEKIAIOIINN COLMAIIBHO ONaCHOE IMOBEACHUE
OKPY>KAIOILKX.

JIP 3




2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O0bem yueOHOM JUCHUIIMHBI M BUBI Y4e0HOH padoThl

Bua yueOHo# paGoThl

O0beM yacoB

MakcumanbHasi yueOHasi Harpy3ka (BCero) 54
Oobs13aTesqibHAs ayIUTOPHAsI ydueOHAsi HATPY3Ka (Bcero) 48
B TOM 4HCJI€ B JOpME MPAKTUUECKON TTOJATOTOBKHU:

B TOM YHCIIEC:

JIEKI(MOHHBIE 3aHATHS 16
MPaKTUUYECKHUE 3aHITH 32
B T. 4. MPaKTHYeCKasi MOJArOTOBKA 6
KypcoBasi paboTa (IIpoeKT) -
CamocrosiTesqibHass padoTa o0yuyawiuerocs (Bcero) 6
Hrorosas 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 y4eOHOT0 MaTepuasia, NPAKTHYECKHE 3aHATHS, BHEAYTUTOPHAA (caMocToATeIbHAasA O0beM ¢popmupoBanuio
pa3iesioB U TeM yuyeOHasi padoTa 00y4yaromuxcs u popMbl OPraHU3aIUM AeSITETbHOCTH JyacoB KOTOPBIX
CIocoo0cTByeT
3JIeMEHT
NMPOrpamMMblI
1 2 3 4
Conepxxanue 13
1.1. O6mue TpeGoBanus 0(OPMIICHHUS IEIOBBIX JOKYMEHTOB
1.2. CocTaB peKBU3UTOB JICTIOBBIX JOKYMEHTOB
1.3. banku AeMoBBIX JOKYMEHTOB: PAcloJIOKEHHE PEKBU3UTOB Ha OJIaHKaX, MPOJIOJIBHBIA U yrioBou| 4
OJaHK, IEHTPOBAaHHOE U (JIaroBO€ pacrnojokKeHHe PEKBU3UTOB Ha OJIaHKe.
IIpakTUYecKue 3aHATHS:
Tema 1. O6uute HOPME| . [3yuenne mpaBmi 0(OPMICHHS PEKBH3UTOB JOKYMEHTOB: pekBu3uThI 01-30
U NIpaBHJIA 2. CeMuHap: 5 OK1-9;
o opmireHust 2.1. IToaroroBka HOKJIAI0B. JP1-3.
AOKYMCHTOB 2.2. O6cyxaeHue JICKIIMOHHOTO MaTepHuaa (1o Bormpocam).
3. TectupoBaHnue.
CamocrosiTesibHas padora:
M3y4uTh UCTOPUIO BOSHUKHOBEHHUS IOKYMEHTOB U JIEJIONPOU3BOJICTBA, CYIIIHOCTh, 3HAUEHUE U
POJIb JOKYMEHTOBEICHUS U JIEJIONPOU3BOJICTBA B COBPEMEHHOM YIIPABICHUH XO3SHCTBYIOIIUM 3
CYOBEKTOM.
[loaroToBKa MOKIAIOB.
[IpopaboTka KOHCIIEKTA.
Tema 2. TpedoBanusiCoaep:xkanue 25 K 1.1, 2.7




K COJeP/KAHUI0 U
opopMIIEHH IO
0T/JeJIbHBIX BU/IOB
JOKYMEHTOB

2.1 OpranuzanoHHbIe (OPraHU3alMOHHO-TIPABOBBIC) JIOKYMEHTHI: CYIIHOCTh, KJIacCHU(UKAIIHA,
0COOEHHOCTH pa3pabOTKH, 00s3aTeIbHbIE PEKBU3UTHI, TOPSJIOK YTBEPKICHHS, BHECEHUE N3MEHEHUH.
2.2 PacmopsmuTenbHble JOKYMEHTHI: CYINIHOCTb, OCHOBAaHHS ISl HM3JaHUS JOKYMEHTOB, BHIIBI,
[MOATOTOBKA IMPOEKTOB JOKYMEHTOB, 00s513aTE/IbHbIE PEKBU3UTHI.

2.3 NH(popMalilnOHHO-CIIPABOYHbIE JOKYMEHTBI: CYIIIHOCTb, BUIBI.

IIpakTHYecKkue 3aHATHS:

1. U3yuenue u oopmiieHre OpraHu3aluOHHO-TIPABOBBIX JOKYMEHTOB:
- [TonmosxeHue 00 opraHu3anmy,

- [lonosxxenue o nepcoHaie;

- [Tosio’xeHne 0 MepCOHANbHBIX JIaHHBIX;

- lllTaTHOE pacnucaHue;

- JIO>KHOCTHBIE MHCTPYKLIHH.

2. U3ydenue u opopmIiIeHHE PACTIOPSIUTENbHBIX JOKYMEHTOB:

- [Ipukas;

- Pacniopsixenue;

- YKka3aHue.

3. Uzydenue u opopmienne nHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB:
- JloknagHas 3anucka;

- OOBsicHUTENbHAS 3aIHCKAa;

- 3asBJICHHE.

4. CeMuHap:

4.1 [loaroroBka JOKIIAOB.

4.2. O6cyxaeHne TeKIIMOHHOTO MaTeprana (1o BOIpocam).

18

10

OK1-9
JP 1-3




5. 3anojHeHue JOKYMEHTOB (IIpHKa3, pacropsbiKeHe, ykazaHue, TOKIaaHas 3anucka, 0ObsICHUTENbHAs
3aIucKa, 3asBJICHUE).

6. Pemenue cuTyallmOHHBIX 33724 Ha COCTABIICHHUE YIPABICHYECKON JOKYMEHTAIIHH.

7. TectupoBaHHe.

B T. 4. npaKkTHYecKasi MOATOTOBKA:
PelieHre CUTyaIlMOHHBIX 3aj1a4 Ha COCTABJICHUE YIPABICHYECKOW NOKYMEHTAaluH (M0 CUTyalusM Ha
MPEATPHUITHH)

CamocrosiTe1bHAs padoTa:
M3yuenne TpeOboBaHM K 0()OPMIIEHUIO YCTaBa, YYPEIUTEIBLHOIO JOTOBOPA, KOJUIEKTUBHOIO JI0TOBODA,
periamMeHTa, BHIIUCKU U3 MIPHUKa3a, IOCTAHOBJICHUS, PELIEHHS], CITPaBKH, aKTa, IPOTOKOJIA.

Tema 3. Opranusanus
1eJ10NpPON3BOACTBA U
TOKYMEHT0000poTa

Conep:xanue

10

3.1 IlpuHune! opraHu3anuy J0KyMeHTO000poTa

3.2 IIpuHIUIIBI OpraHU3aly JAJIONPOU3BOICTBA

3.3 [lopsimok opranu3aiuu padboThl C TOKYMEHTaMHU

3.3.1 Ilopsmok opranu3amnuu paboThl ¢ BXOASIIAMHU JOKYMEHTaMHU
3.3.2 Tlopsamok opranu3amyu padoThl ¢ UCXOIANTUMU JOKYMEHTaMHU
3.3.3 Tlopsmok opranu3amuu padoThl ¢ BHYTPEHHUMH JOKYMEHTAMH
3.4 OCHOBHBIE CTAIUH IETIONPOU3BOACTBA

IIpakTUYecKue 3aHATHS

1. Cemunap:

1.1 IloaroroBka J0KJIag0B

1.2 O6cyxkaeHue TEKIMOHHOTO MaTepHraa (1o Bompocam).
2. Periennie cuTyallnOHHBIX 33/1a4.

3. TectupoBaHnue.

OK1-9
JP 1-3

Tema 4.
DJIEKTPOHHBII
AOKYMEHTO0000pOT

Conep:xanue

4.1 TIoHsATHE ¥ BUBI CUCTEMBI JIEKTPOHHOTO JOKyMeHTooOopoTa (CD/I)
4.2 CO/1: uenu u 3a/1a4y BHEAPEHUs], Ha3HAUEHHUE, QYHKIIUH, TPHUHLIUIIBI
4.3 IIpeumyiectBa u HepocTaTku CO/]

IIpakTHYecKne 3aHATHSA:

11

OK1-9
JIP 1-3




1. Cemunap:

1.1 I[oaroroBka TOKIAI0B.

1.2 OGcyxeHre JEeKIUOHHOTO MaTepuaa (1o Bompocam).
2. TectupoBaHme.

Hrorosas arrecrauus AudpepeHUMpOBaHHbIN 3a4eT

Bcero

54

12




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.AndopmanuonHoe odecnevyeHue peaju3alu NporpaMmsl

Jns  peanuzanuu  miporpaMmbl  OuOIMOTEUHBIM (GOHA 00pa3oBaTEILHON
OpraHu3aliy JIOKEH UMETh MeYaTHbIe W/WIU 3JEKTPOHHBIE 00pa3oBaTeNIbHbIC U
UH(GOPMAIIMOHHBIE  PECYpPChl,  PEKOMEHJIyeMble Il  MCIOJb30BaHHUS B
o0pa3oBaTeIbLHOM MPOIIECCE.

3.2.1. Oos13aTeIbHbIE TEYATHBIC U3IaHUA

1. TOCT P 7.0.97-2016. HattmonaneHsliii ctanaapt Poccuiickoit denepanuu.
«Cucrtema CTaHIapTOB MO MHGOPMALMK, OUOIUOTEYHOMY U U3/1aTEILCKOMY JIETy.
OpraHu3aIMoHHO-pAaCIOPSAIUTENbHAS JOKYMeHTalusa. TpeboBaHus 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,
OMOIMOTEeUHOMY M U3JIaTeIbCKOMY Aeny. Jlenonpous3BOICTBO 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. ®enepanpabiii 3aKk0H Nel25-D3 ot 22.10.2004 «OO6 apxuBHOM Jeje B
Poccmiickoii  ®enmeparuu»  (pexn. 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
¥ MPAKTUKYM JJIs1 cpeHero npodeccnoHanbHoro oopasosanus / H. H. lllysanosa.
- 2-¢ u311. - Mocksa: FOpaiir, 2021. - 265 c.

2. Jloponuna, JI. A. JlokymeHTarimoHHOe oOecrieueHne yrpaBiaeHs : YIeOHIK
U IPAKTUKYM JUIsl cpeliHero npodeccuonaibHoro oopazosanus / JI. A. JlopoHuHa,
B. C. Uputukosa. - Mocksa: FOpair, 2021. - 233 c.
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4. KOHTPOJb U OLIEHKA PE3YJbTATOB OCBOEHUSI
JTUCHUATIUHBI

KoHTponps n oneHka pe3yabTaTOB OCBOEHHs JUCLHUILIMHBI OCYIIECTBISACTCS
IIPENOAABATENEM B NPOLECCE MPOBEACHUS AayAUTOPHBIX 3aHATHM, B T. W.
MPAKTUYECKUX 3aHATHI, TECTUPOBAHUS U T.H., @ TAKXKE B IPOLECCE BBITOIHEHUS

O6yanOH_II/IMI/IC$I HHAUBUAYAJIBHBIX U CAMOCTOATCIIbHBIX BaﬂaHHﬁ.

Pesynbratel 00ydeHus

Kpurepun onenku

Meto b1 00ydeHus

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, TEOPETHIECKOE
- TpeOOBaHUS K COCTABIICHUIO U coJepKaHue Kypca
0(hOPMJIEHHIO JOKYMEHTOB; OCBOEHO YaCTHYHO, HO
- COBpeMEHHbBIC HH(POpPMAITMOHHBIC po6ebl HE  HOCST
TEXHOJIOTUU CO3JIaHUS JOKYMEHTOB U CYIIIECTBEHHOTO
aBTOMAaTHU3AIMH JOKYMEHTOO00pOTa Xapakrepa,
BHUJIbI OPI'TEXHUKH B JOKYMEHTALITHOHHOM HEOOX0UMBbIE YMEHHUA
o0ecreyeHn! yrpaBaeHUs paboTbl € OCBOEHHBIM
OpraHU3aINIo PadOTHI C AITEKTPOHHBIMU MaTepHalioM B OCHOBHOM
JOKyMEHTaMu chopMHUPOBaHHI,
OOIBIINHCTBO
MPEyCMOTPEHHBIX
nporpaMMoil  00y4eHus
yueOHBIX 3aJaHui
BBITIOJTHEHO, HEKOTOPbIE

B pesympraTte wu3ydeHus JUCHUIUIMHBL | OTINYHO» - | - yCTHBIH ompoc;
00yyaroUIUIiCs T0KEH YMeTh: TEOPETUYECKOE

- 0(hOpMIIATH TOKYMEHTALIUIO B coJiep>KaHue Kypca | - TECTUPOBAHHUE;
COOTBETCTBUHU C HOPMATHUBHOU 0a30H, OCBOEHO TIOJIHOCTKIO, O€3 | - BBITIOJTHCHHE
UCIO0JIb3YS] THPOPMAILIMOHHBIE TEXHOJIOTUU | TIPOOEOB, YMEHHUS | UHIMBUyaIbHBIX

U CPEJICTBA OPITEXHUKMU; chopMHUpOBaHHI, BCE | 3aJaHUM PA3NMYHON
- HCTI0JIb30BaTh YHU(PUIIMPOBAHHbBIE pelyCMOTPEHHbIE CJIOKHOCTH;
CUCTEMBI JOKYMEHTAIIHH; nporpaMMoil  ydueOHbIe

- OCYUIIECTBJIATh XpaHEHUE, MOUCK 3a/1aHus BBITIOJIHEHBI, | - OI[EHKAa OTBETOB B

XOJ€ IBPUCTUYECKOU
oecenpl;

JTIOKYMEHTOO0O0POTE; «Xopo1io» - | - OIleHKa JIOKJIaZOB
B pe3ynbTaTe 0CBOCHUS JUCHUILIAHBI TCOPETUICCKOC 110 TEMATHKE,
00yJarOIINICS JOJKEH 3HATh. CoJiepKaHue Kypca

- OCHOBHBI€ ITOHATHUS NOKYMEHTAIIMOHHOro | OCBOCHO IIOJIHOCTBIO, 0e3 | - MOArOTOBKA
obecrieueHust yIpaBiaeHUs po6eos, HEKOTOPbIC | IPE3CHTAIU.
- OCHOBHBIE 3aKOHOJATEIbHbIE U yMeHusi  c()OPMUPOBAHBI

HOPMAaTUBHBIE aKThl B 001acTH HEN0CTATOYHO, BCC
JOKYMEHTAITMOHHOTO 00ecreueHus npeayCMOTPCHHBIC

YIpaBJICHHUS, nporpaMMoil  yueOHbIe

- [IeJIH, 33/1a491 ¥ IPUHIATIBI 3aaHusd BBIIIOJIHEHBL,
JOKYMEHTAITMOHHOTO 00ecreueHus HEKOTOPBIC BH/IbI
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u3 BBITNIOJTHEHHBIX
3a1aHU I cozepxar
OILITMOKH.

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

yMEHUs HE
c(OpMHUPOBaHEI,

BBITIOJIHCHHBIC y‘Ie6HI>IC
3a1aHus cozepxKat

rpyObie OTUOKH
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