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AHHOTALIMSA
PABOUYEI MPOT'PAMMBI YUEBHOM JUCLHUTLIMHBI
OI1.04. TOKYMEHTAIIMOHHOE 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
3



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  yueOHoit  nucuumuubel  OIL04  «JlokyMeHTaMOHHOE
oOecrieyeHue yINpaBieHUs» SBISETCA 4YacTbl0 OCHOBHOM NpodeccrOoHaIbHOM
o0OpazoBaTeIbHON TporpaMMbl 0a30BOM MOATOTOBKU B cooTBeTcTBUM ¢ DPI'OC mo
cnenuanbHocTd 38.02.01 «DxoHOMHKA M OyXrajiTepckuil yder (10 OTpaciisiM)»
(yrnyOneHHass TOArOTOBKa), KBanudukauusg — Oyxraiarep, CIEHHATUCT IO
HAJIOT000JI0KEHUIO u BXOJIUT B npodeccruoHaIbHBIMI LUK
o01enpohecCUOHAIBHBIX JUCITUTLINH.

[Iporpamma y4eOHOW JUCHUIUIMHBL MOXET OBITh HCIIOJIb30BaHA B
JIOTIOTHUTENBHOM MPO(deCcCHOHAIBHOM 00pa30BaHUU (B MpOrpamMMax IMOBBIIICHUS
KBAIM(DUKAIIMK M TEPENOATrOTOBKM) M MPOPECCHOHATLHON TMOATOTOBKE, TI/Ie
peycMOTpeH Kypce «JlokymMeHTallmoHHOe 00ecTieueHre ypaBIeHUs.

VYuebnas  gucnumimuHa  OI1.04  «JlokymeHTanMOHHOEe  obOecrieueHue
yIpPaBICHUS» BXOJUT B MNPOPECCHOHANBHBIN MUK 00nenpodeccuoHambHbIX
JTUCIUIUIMH OCHOBHOM MpodecCrOHaNBHONW 00pa3oBaTeIbHON TPOrPAMMBI.

1.2, Hear ®W nJaHupyeMble pe3yJbTaTbl OCBOEHHUSI Y4eOHOM
AUCIHUNIMHBI

Henab n3yyeHus: TUCHUIIMHBI 3aKII0OYAETCS B OBIAJEHUU O00yUYaIOIIUMHUCS
OCHOBaMHM TMPaBUIBLHOTO O(POPMIICHUSI JOKYMEHTOB U HaJUIeKalleld opraHu3almei
IOoKyMeHTooOopoTa cornacHo TpedoBanusiM ['OCTa.

3agaum:

- (hopMHpOBaHHE y CTYJICHTOB YETKOTO IPEJCTABICHUSA O IPEIMETE U €ro
COJIepKaHUH;

- TOJIyYCHHE  KOMIUICKCHOTO  TPEACTABICHHS O  MCTOJIOJIOTHH
JOKYMEHTOBEICHHUS,

- TOATOTOBKAa TPAMOTHBIX CHEIHAINCTOB B OOJACTH YNPaBICHYECKOM
JESTEHPHOCTH U OpTraHU3aIMH JIETIOTPON3BOJICTBA;

- obecreueHre pAIMOHAIBFHOTO WCIOIB30BAHMUS JIOKYMEHTOB B JIEIOBOM
MpPAKTUKE TMPEAnpUsTHs, B T. Y. COCTaBICHHS U O0O0pabOTKU JeI0BOMU
KOPPECTIOHICHIINH.

Kon HaumenoBaHnue 001X KOMIIeTeHIUI

OK 0L Breibupates cnocoObl  pemieHuss 3amad  Mpo(ecCHOHANBHON  esSTENbHOCTH
NIPUMEHUTENILHO K pa3JINYHBIM KOHTEKCTaM

Hcnonb3oBare COBpEMEHHBIE CpEACTBA IIOMCKA, aHAlW3a W HWHTEPIPETALUHU
OK 02. | undopmaniuu u WHGOPMALMOHHBIE TEXHOJIOTUM JUISI BBIMIOJIHEHUS 3a]ad
podecCHOHAIBHON IeSATETHbHOCTH

[TnanupoBaTh U peaTu30BBIBATh COOCTBEHHOE MPO(ECCHOHANLHOE U JIMYHOCTHOE
pa3BHUTHE, TPEINPUHUMATEIBCKYIO JIEATEIBHOCTh B MpodeccrnoHalbHOM cdepe,
WCIOJIb30BaTh 3HAHMS MO (PUHAHCOBOW TPAMOTHOCTHU B Pa3IMUYHBIX KU3HEHHBIX
CUTYyalUsAX

OK 03.




OK 04. | DddexTruBHO B3aUMOICHCTBOBATH U PabOTATh B KOJUIGKTUBE M KOMAH/IC;
OcymecTBIATh YCTHYIO M NUCbMEHHYIH0 KOMMYHHUKAIMIO Ha TOCYIapCTBEHHOM
OK 05. | s3pike Poccuiickoit ®@eneparmuu ¢ y4eToM OCOOEHHOCTEW COLMAIBHOTO H
KYJIbTYPHOI'O KOHTEKCTa
[IposiBnsiTh  Tpa)AaHCKO-NATPUOTHUYECKYIO  IO3MIMIO,  JEMOHCTPUPOBATH
OK 06, | OCO3HAHHOE MOBE/ICHNE HA OCHOBE TPAAULIHOHHBIX 00111e4€eTI0BEUECKUX IEHHOCTEH,
B TOM YHCJE C Y4ETOM TIapMOHM3ALMM MEKHALMOHAJIBHBIX U MEXPEIUTHO3HBIX
OTHOIIEHUH, IPUMEHATh CTaHAapPThl aHTUKOPPYIIIMOHHOTO TIOBEICHUS
CopelicTBOBaTh COXPAaHEHHUIO OKpYXKAIOUIEH cpelbl, pecypcocOepeKeHHtIo,
OK 07. | npuMeHATh 3HaHUS OO0 W3MEHEHMM KJIMMAara, MPUHLUIBI OepexIINBOro
MPOU3BOICTBA, YQ(PEKTHUBHO ACHCTBOBATH B UPE3BBIYAMHBIX CHTYAITUSIX
Hcnonb3oBath cpeacrBa GpU3MUECKON KyIbTYphl ISl COXpAHEHUS U YKPEIUICHUS
OK 08. | 3m0poBbsi B Tporiecce MPO(PECCHOHAIBHON JEATEIHPHOCTH € TOJCPKAHUS
HE00X0IMMOT0 YpOBHS (pU3MUECKOM MOATOTOBIEHHOCTH
OK 09. [Tonb3oBarbest mpodeccHOHANbHONW JOKYMEHTAllMeil Ha TroCyJapCTBEHHOM U
MHOCTPAHHBIX SI3bIKaX
Kon HaunmeHnoBaHue npogecCHOHATbHBIX KOMITETEHIIUI
K 1.1 OO6pabaTpIBaTh NEPBUYHbIE OYXTalTEPCKHE TOKYMEHTHI
K 2.7 BbINOHATE KOHTPOJIbHBIE MPOLIETYPHl U UX JOKYMEHTUPOBAHUE, TOTOBUTH U
0hOpMIISTH 3aBEpUIAIOIINE MAaTEPHUAIIBI [T0 Pe3yJIbTaTaM BHYTPEHHETO KOHTPOJIS
JIMYHOCTHBIE Pe3yJbTATHI
JINYHOCTHBIE Pe3yJibTAThI Koa imuHoCcTHBIX
peajM3anuy NporpamMMsbl BOCIIMTAHUSA pe3yabTaToB
peaju3anuu
NPOrpamMMbl
BOCIIUTAHMUSA
Oco3Haronuii ce0si rpak JaHUHOM U 3alIUTHUKOM BEJTUKOMN CTpaHbL. JP 1
[IposBasrommii AKTHUBHYIO I'PAXKJIAHCKYIO MO3ULINIO,

,Z[eMOHCTpPIpy}OIHI/Iﬁ IIPUBCPKEHHOCTh IMPUHIMUIIAM YCCTHOCTH,
OoPAA0OYHOCTH, OTKPBLITOCTH, O9KOHOMUYCCKHU aKTHUBHBIN n

y4YacCTBYIOIIMHA B CTYZIEHYECKOM U TEeppUTOPHATIBLHOM JIP 2

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

Cobmofaromuii  HOpMbI  TPABONOPSIKA, CISAYIOUIUN Hieanam

rpaxJaHckoro oOmiecTBa, obecredyeHus O€30MacHOCTH, MpaB H
cBoOoJ1 rpaxxkad Poccun. JlosabHBIN K yCTaHOBKAaM U MIPOSIBICHUSAM
npeJcTaBUTeNIel CyOKylbTYyp, OTIMYAIOIIUNA HX OT Tpymnm ¢
JNECTPYKTUBHBIM M J€BUAHTHBIM MOBEACHHEM. JleMOHCTpUpYrOMUi
HENPUIATHE U NPENYNPEKIAIOIINN COLMAIIBHO ONaCHOE MOBEACHUE
OKPYKAIOILHKX.

JIP 3




2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O0bem yueOHOM JMCHUIIMHBI M BUBI Y4e0HOH padoThl

Bua yueOHo# paGoThl

O0beM yacoB

MaxkcumanbHas yaeOHast Harpy3Ka (BCero) 52
Oobs13aTesqbHAs ayIUTOPHAsI ydueOHasi HATPY3Ka (Bcero) 48
B TOM 4HuCIIe B (popMe MPaKTUUECKON MOATOTOBKHU:

B TOM YHUCIIE:

JIEKIINOHHBIE 3aHATUS 14
MPaKTUUYECKHUE 3aHITH 34
B T. 4. IPaKTHUECKas MMOJArOTOBKA 6
KypcoBasi paboTa (IIpoeKT) -
CamocrosiTesqibHast padoTa o0yuyawiuerocs (Bcero) 4
HNrorosas arrecraums B (popMe TECTHPOBAHUA 2




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

Koabl koMmnereHum

JIMYHOCTHBIX
pe3yabTaToB,
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
Conep:xanue 11
1.1. O6mue TpeGoBanus 0(OPMIICHHUS IEIOBBIX JOKYMEHTOB
1.2. CocTaB peKBU3UTOB JICTIOBBIX JOKYMEHTOB
1.3. biranku nenoBBIX JOKYMEHTOB: PAacCIiOJIOKEHHE PEKBU3UTOB Ha OJIaHKaX, MPOJOJBHBIA W yrioBd 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 1

CYOBEKTOM.
[ToaroToBKa JOKIIAIOB.

[IpopaboTka KOHCIIEKTA.




Tema 2. TpebGoBanust
K COJIeP’KAHUIO U
oopMIIEHH IO
OT/IeJIbHBIX BUJI0B
AOKYMEHTOB

Conepxanue 23
2.1 OpranuzanvoHHble (OpPraHuW3allMOHHO-TIPABOBBIE) JIOKYMEHTBI: CYIIHOCTb, KJIacCH(UKAIMs,
0COOEHHOCTH pa3pabOTKU, 00s3aTeIbHbIE PEKBU3UTHI, TOPSJIOK YTBEPKICHHS, BHECEHUE N3MEHEHUH.

2.2 PacmopsmuTenbHbIE JOKYMEHTHI: CYINIHOCTh, OCHOBaHHS ISl HM3JaHUS JOKYMEHTOB, BHIIBI, 4
MMO/ITOTOBKA MTPOEKTOB JJOKYMEHTOB, 00sI3aTeIbHBIC PEKBU3UTHI.

2.3 MHdpopMaIrmoHHO-CIIPaBOYHBIC JOKYMEHTHI: CYITHOCTH, BUIBI.

IIpakTHYecKkue 3aHATHS:

1. VI3ydenue u opopmiieHHE OPraHU3aLMOHHO-IIPABOBBIX TI0KYMEHTOB:

- [Tosiosxenue 00 opraHu3zanuy;

- [Tosoxxenue o nepconaie;

- [Tosio’xeHue o0 nepcoHaNbHBIX JaHHBIX;

- [lItaTHOE pacnucanue;

- JIoIKHOCTHBIE MHCTPYKIMH. 18

2. zydenue u opopmIiIeHHE PACTIOPSIUTENbHBIX JOKYMEHTOB:

- [Ipukas;

- Pacniopsixenue;

- Yka3aHue.

3. Uzydenue u opopmienrne nHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB:
- JloknazHas 3anucka;

- OObsACHUTEIbLHAS 3aImcKa,

10

IIK 1.1, 2.7
OK1-9
JP 1-3




- 3asBJICHHE.

4. Cemunap:

4.1 IloaroroBka TOKJIAI0B.

4.2. O0cyxaeHue JEKIMOHHOTO MaTepuaa (1o Bormpocam).

5. 3anonHEeHUE JOKYMEHTOB (IIPUKa3, paclopsHKeHNE, yKa3aHue, 0K HAs 3aIUCKa, O0BICHUTEIbHAS
3aIucKa, 3asBJICHUE).

6. Permenrie cuTyallmOHHBIX 3a/1a49 HA COCTABJICHUE YIIPABICHYCCKON IOKyMEHTAIUH.

7. TectupoBaHue.

B T. 4. npaKkTHYecKasi MOATOTOBKA:
PerieHre CUTyalMOHHBIX 3aj1a4 Ha COCTABJICHUE YIPABICHYCCKOW NOKYMEHTAluH (10 CUTyalusM Ha
MPEATNPUSITHH)

CamocrosiTesibHas padora:
M3yuenue TpeOoBaHM K 0()OPMIIEHHUIO YCTaBa, YYPEIUTEIBLHOTO JOTOBOPA, KOJUIEKTUBHOIO JI0TOBODA,
PEriIaMCHTA, BBIITMCKU W3 IpUKa3a, IIOCTAHOBJICHUSA, PCIICHHAS, CIIPABKU, aKTa, IIPOTOKOJIA.

Tema 3. Opranuszanus
1eJ10NPOU3BOACTBA U
TOKYMEHT0000poTa

Conep:xanue

11

3.1 [IpuHIUIIEI OpraHu3aluy JOKYMEHTO000poTa

3.2 IIpuHIUIIBI OpraHU3aly AJIONPOU3BOICTBA

3.3 [lopsimok opranu3aiuu padboThl C TOKYMEHTaMHU

3.3.1 Ilopsmok opraHu3anuy padoThl ¢ BXOIAIIUMU JOKYMEHTaAMHU
3.3.2 Tlopsmok opraHu3amyu padoThl ¢ UCXOIANTUMU JOKYMEHTaAMHU
3.3.3 Tlopsiok opranu3amuy padoThl ¢ BHYTPEHHUMH JOKYMEHTAMHM
3.4 OCHOBHBIE CTAJIUH JICTIONPOU3BOICTBA

IIpakTH4ecKkue 3aHATUA:

1. Cemunap:

1.1 IloaroroBka JI0KjIag0B

1.2 ObcyxaeHue TeKIUOHHOTO MaTepuana (1o BOIpocam).
2. Periennie cuTyallnOHHBIX 33/1a4.

3. TectupoBaHue.

OK1-9
JIP 1-3

CaMocTosiTe1bHAs1 padoTa: U3ydeHUE OpraHu3alru padoThl ¢ 0OpaleHUsIMU TpakaH

11




Conepxanue 5
4.1 TloHsITHE U BUJIBI CUCTEMBI JJIEKTPOHHOTO JTOKyMeHTooOopoTa (CO/I)
4.2 CO/1: uenu u 3a1a4M BHEAPCHUS, Ha3HAUCHUE, (PYHKITUH, TPHHIIUATIBI 2
4.3 IlpeumymiectBa u Hegoctatku COJ]
[IpakTHyeckue 3aHATHS:
.|1. Cemunap: OK1-9
Tema 4 Dj1eKTPOHHBIH
1.1 IMoaroToBKa JOKIAIOB. 2 JP 1-3
AOKYMEHTO0000poT
1.2 OGcyxieHne JEKIUOHHOTO MaTepuaa (1o Bompocam).
2. TectupoBaHme.
CamocrosiTesibHas padora:
00630p cymiecTByOMUX Ha peIHKE TporpamMm CHO/I, n3ydeHue pe3yibTaToB BHEIPEHUS U UCIIOJIH30BaH 1
Co
Hrorosas arrecranms auddepeHuMpoBaHHbIN 3a4eT 2
Bcero 52

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.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 omnpexaeneHusi» (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»  (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
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

KOHTpOJIB N OLCHKA PEC3yJIbTaTOB OCBOCHHA IUCHUILIMHBI OCYIICCTBIIACTCA

MpernojaBarejieM B IMPOLIECCE IMPOBEACHUS AayIUTOPHBIX 3aHATHH,

B T. Y.

MPaKTUYCCKHX 33,H$ITHI>1, TCCTUPOBAHUA U T.O., 4 TAKKC B IMPOHCCCE BBIITOJTHCHUA
O6y‘laIOH_II/IMI/IC$I HHAUBUAYAJIBbHBIX U CaMOCTOATCIIbHBIX SaﬂaHHﬁ.

Pesynbratel 00ydeHus

Kpurepun onenku

Metopl 00yueHus

B pesyaprare u3ydeHus

00yyaroUIuIics T0KEH YMeTh:
- 0opMIISTH JOKYMEHTAIINIO B
COOTBETCTBUU C HOPMaTUBHOI 0a30M,

CpEIICTBA OPTTEXHUKH,

- HCTI0JIb30BaTh YHU(PUIIMPOBAHHBIE
CHUCTEMBI JIOKYMCHTaIII/II/I;

- OCYIIECTBJIATh XpaHEHHUE, TIOUCK
JTOKYMEHTOB,

- UCITIOJIB30BAaTh TCIICKOMMYHHUKAIIMOHHEBIC
TCXHOJIOTHUH B DJICKTPOHHOM
JTIOKYMEHTOO0O0POTE;

JUCHUITIINHBI

WCTIOJB3YsI HH(HOPMAIMOHHBIE TEXHOJIOTUU U

OTIANYHOY - TEOPETHUECKOE
coJiep>KaHue Kypca
OCBOEHO MOJHOCTHIO, 0€3
po0eoBs, YMEHHUS
chopMUpOBaHbI, BCE
PETyCMOTPCHHBIE

IpOrpaMMon y4eOHbIe
3a/aHus BBITIOJTHEHBI,
Ka4eCTBO WX BBITTOJTHEHUS
OIICHEHO BBICOKO.

«Xopo1io» -
TEOPETUYECKOE

B pe3ynbraTe 0CBOCHUS AUCIATIIMHBI
00yJaroIINICs JOJKEH 3HATh.

oOecriedeHus yIpaBICHUsI

- OCHOBHBIC 3aKOHO/ATEJIbHBIC U
HOPMaTUBHBIC aKThI B 00J1aCTH
JTOKYMEHTALOHHOTO 00eCIIeUeHNUS
YIIPaBIICHHS,

- LEJH, 3a1a4¥ ¥ IPUHIUIIBI
JTOKYMEHTALHOHHOTO 00eCIIeUeHNUs
yIpaBIICHUS;

- CHCTEMBI JIOKYMEHTAIIHOHHOTO
oOecriedeHus yIpaBiIcHUs,

- o01I¥e mpaBuiIa OpraHu3aiu paboThl ¢
JTOKYMEHTaMH;

- TpeOOBaHMS K COCTABICHUIO U
0(OPMIICHHUIO TOKYMEHTOB;

- COBpeMEHHbIe HH(POPMAIIMOHHBIE
TEXHOJIOTUHU CO3/IaHHS JOKYMEHTOB U
aBTOMAaTHU3aIMU JJOKYMEHTO000pOoTa
BUJIbI OPITEXHUKH B JOKYMEHTAIIHOHHOM
oOecreyeHnn yrnpaBIeHHs
OpraHU3anuio paboThI C AIEKTPOHHBIMU
JTOKyMEHTaMH

- OCHOBHBIC ITOHATHUA AOKYMCHTAMMOHHOI'O

COJIepKaHHE Kypca
OCBOCHO IOJIHOCTHIO, 0€3
npo0OeoB, HEKOTOPBIC
yMeHUsI  c(hOpMUPOBAHBI
HEIOCTaTOYHO, BCE
IPeyCMOTPECHHBIC

IPOTPaMMO ydeOHBIC
3a[aHus
HEKOTOPbIC BHIIBI 3a/IaHUI
BBITIOJTHEHBI C OTIUOKAMH.

((YI[OBJ'IeTBOpI/ITeJ'IBHO » -

TEOPETHUYECKOE
CoJIepIKaHKe Kypca
OCBOCHO  YaCTU4YHO, HO
poOeIbI HE HOCHT|
CYILECTBEHHOTO

XapakTepa, HE0O0XOAUMbIC
YMEHHUS paboTHI v

OCBOCHHBIM MaTEpHajOM B
OCHOBHOM c(hOpMUPOBAHBHI,

0OJBIIMHCTBO
MPeyCMOTPEHHBIX
MpOrpaMMoit oOyueHus
yaeOHBIX 3aJaHui
BBHITIOJTHEHO, HEKOTOPBIE M3
BBIIOJIHEHHBIX 3aaHui

COJIepKaT OIIUOKH.

BBIIIOJTHCHHI,

- YCTHBIHA OMpOC;

- TECTHPOBAHHUE;

- BBITIOJTHCHHE
WHIUBHTyJTbHBIX
3aJlaHUM  pa3InYHOMN
CJIOJKHOCTH;

OLIEHKAa OTBETOB B
XOJIe  IBPHUCTHYCCKOM
Oecenpl;

- OILICHKA JOKJIAJ0B II0
TEMATHUKE;

- MOATOTOBKA
Mpe3eHTaLUM.
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«HeynoBneTBOpUTENBHOY -

TEOPETUICCKOE
COJIep)KaHMe Kypca HE
OCBOEHO, HEOOXOIUMEIE
YMEHHUS HE
c(OpMHUpPOBaHEI,

BBITIOJTHEHHBIE ~ y4COHBIE
3alaHusl CojepKaT rpyobie
OIITNOKH

15




	3.2. Информационное обеспечение реализации программы
	Для реализации программы библиотечный фонд образовательной организации должен иметь печатные и/или электронные образовательные и информационные ресурсы, рекомендуемые для использования в образовательном процессе.

	3.2.1. Обязательные печатные издания

		2023-11-24T14:43:32+0300
	Астахова Наталия Вениаминовна




