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1. OBHIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI YYEBHOWM
JTACIATITAHBI

1.1. MecTO AUCHUNJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOH MPOrpaMmbl

VYyeOHass aucHUIUIMHA «/[OKyMEHTAllMOHHOE OO0CCICUeHUE YIPABICHUS»)  SBISCTCS
00s13aTeNbHOM  YacThio  O0mIeNTpoecCHOHANIEHOTO IMKJIa 00pa3oBaTebHONM TMpPOTpaMMbl B
cootBercTBUU ¢ ®I'OC CIIO no cnenunansHoctu 40.02.04 IOpucnpyaenuus.

Oco6oe 3HaueHHE TUCIUITIINHA UMEET TPU (POPMUPOBAHUHN U PA3BUTHH KOMIICTCHITHI:

OK 01 Breibupats cnocoObl pemieHus 3agad  NpoQecCHOHAIbHON  AeSITeNbHOCTH
MIPUMEHUTEIBHO K Pa3IUYHBIM KOHTEKCTAM

OK 02 Hcnonbs30BaTh COBPEMEHHBIE CPEACTBA IIOMCKA, aHAIM3a M HHTEPIPETALMU
uHpopManuu W WHQPOPMALMOHHBIE TEXHOJOTHM MJISi BBINOJHEHUS 337134
po(ecCHOHATTLHOM e TEIbHOCTH

OK 03 [InanupoBaTh ¥ peanu3OBbIBaTh COOCTBEHHOE MPOQECCHOHATBHOE U
JUYHOCTHOE pa3BUTHE, IpeIPUHUMATEIBCKYIO JesITeNIbHOCTD B
npodeccuoHanbHOM cdepe, UCMOIb30BaTh 3HAHUSI IO MPABOBOM M (PMHAHCOBOM
IPaMOTHOCTH B Pa3IMYHBIX )KH3HEHHBIX CUTYaIUsAX

OK 04 OddexTuBHO B3aUMOICHCTBOBATh U PA00OTATh B KOJUIGKTHBE U KOMaH/IC

OK 05 Ocy1ecTBISATh YCTHYIO U MMCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCY/IapCTBEHHOM
sa3pike Poccuiickoit @Denepanuu ¢ y4eToM OCOOEHHOCTEH COIUANBHOTO H
KYJIbTYPHOTI'O KOHTEKCTA

OK 06 [TposiBNAT,  IPa)KAAHCKO-TMIATPUOTHYECKYIO  IO3MIIHI0,  JIEMOHCTPUPOBATH
OCO3HAHHOE I[IOBEJCHME Ha OCHOBE TPAJAMIMOHHBIX OOIEYEIOBEUECKUX
[IEHHOCTEH, B TOM YHCJIE C YYETOM TapMOHHU3AIMH MEXKHAIIMOHAIBHBIX |
MEXPEJIUTUO3HBIX OTHOIICHHM, MPUMEHITh CTaHAAPTHl aHTUKOPPYHIIMOHHOTO
MTOBEJICHUS

OK 07 ConelicTBOBaTh COXPAHEHUIO OKpPY)KAIOUIEH Cpelbl, pPecypcocOepekeHulo,
OPUMEHATh 3HAaHUSA OO0 M3MEHEHUH KJIMMaTa, MHPUHLUIB OEepexIMBOro
POU3BOJICTBA, 3P (PEKTUBHO JAEHCTBOBATH B UPE3BBIYANHBIX CUTYALIUAX

OK 08 Hcnonw3oBath cpenctBa (pU3MYECKOW KYIbTYpPbl JUISl COXpaHEHUs U
YKpEIUIEHUs1 370pOBbs B IpolLecce NPOPECCUOHATBHON JESATEIBbHOCTH U
nojJepKaHusl HEOOXOAMMOI0 YPOBHS (PU3NUYECKOM MOATOTOBIEHHOCTH

OK 09 [Tonp3oBaTbest podeCcCHOHATIBHON JTOKYMEHTAllMEe Ha TOCYJapCTBEHHOM |
MHOCTPaHHOM SI3bIKax

IIK 1.2. [IpumeHsTH HOpPMBI TpaBa Uil pEUICHUs 3aJad B NpodecCHOHATHHOMN
JESATEIBHOCTH

IIK 1.3. Bianers HaBbIKaMHM MOATOTOBKH HOPUIWYECKUX JOKYMEHTOB, B TOM YHCIE C

MCIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHM

1.2. Leap 1 niiaHupyeMble pe3yJibTaThbl 0CBOCHHUS M CIHMIIIMHbI:
B pamMkax nporpammbl yueOHOM JUCHUIUIMHBI 00y4YarOIIUMUCS OCBAaUBAIOTCS YMEHUS
Y 3HAHUSA

Kon Ymenust 3nanus
IIK, OK
OK 01, [Ipumensars Ha npaktuke | TepmuHoNOrHIO B obnactu
OK 02, rOCy1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAIIHOHHOTO obecrieueHus
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OK 03,
OK 04,
OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
IIK 1.2,
IIK 1.3.

Jpyrue HOPMaTHUBHO-METOJINYECKHE
JOKYMEHTBI,  perjJaMeHTUPYIOLIHE
OpraHM3alHI0 JTOKYMEHTAllHOHHOIO

oOecrnieueHus ynpaBIcHUS;

CocraBnsTth u IIpaBUWIbHO
oopMIATH OCHOBHBIC BUJIBI
OpraHu3aIMoOHHO-
pacropsAUTEIbHBIX JOKYMEHTOB;
OdopmaTs nH(}OpMaIMOHHO-
CIPAaBOYHYIO JOKYMEHTAIHIO;
OdopmisTh KaJIpOBYIO
JOKYMEHTALHUIO;

OdopmisTh MPETEH3UOHHO-

HCKOBYIKO JOKYMCHTAIHIO.

yIpaBIeHUS;

Hopmarusabie JIOKYMEHTBI
y 5

pEerilaMeHTUPYIOUIUE  COCTaBJIEHUE U

oopMIICHHE JTOKYMEHTAIIMH U TMOPSI0K
ee 00padoTKH;
[IpaBuna cocraBieHus U OQOPMIICHHS
OpraHu3aIMOHHO-PACTOPSAUTEIBHBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX
YHUDUITUPOBAHHYIO
IIEpBUYHON Y4ETHOU

BXOJISINX B
CUCTEMY

JIOKYMEHTOB,
CUCTEMY
JIOKYMEHTAllMd B 4YacTH JOKYMEHTAallUH
0 y4eTy Tpy/a;
[Topsgok  mpoBeneHus
[EHHOCTH JOKYMEHTOB M TOJTOTOBKHU
JIeNT K apXUBHOMY XPaHEHHUIO.

OKCIICPTHU3bI

Texnonoruro OpraHHU3aLUH
JIOKyMEHTOO0OpoTa B

(YupexneHusx).

OpraHMu3aLusaX




2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0#l padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIITHHBI 36
B T.4. B (pOpMe NPAKTHYECKOI MOATOTOBKH 14
BT. 4.:

TEeOopeTu4ecKoe o0ydyeHue 6
IIPAKTHUYECKUE 3aHATUS 10
Camocmosmenvras paboma 14
IIpome:xxyTounas arrecTanust 6




2.2. TemaTnyecKkuii IJIAH U COJAepPKaAHME YUeOHON TUCUMIIJIMHBI

Oo0beM, akaja. 4

/ Koapl komneTeHIuid,
HaunmeHnoBanme Coaep:xxanue yueOHOro MaTepuaJa M (pOpMbl OPraHU3aALMU AeATeIbHOCTH oM meIe s ¢popmupoBanuio
pa3aesioB U TeM 00yJamuxcs (oprie . | KOTOpPBIX CIOCOOCTBYET
NPaKTHYEeCKO
3J1IeMEeHT NMPOrpaMMbl
NOATOTOBKH,
aKaj. 4

Pazznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJEHYECKOM JESATEJIBHOCTH 52
Tema 1.1 IlousiTue o Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05, OK
AOKYMEHTAIHOHHOM OcHOBHBIE CBOWCTBa JIOKYMEHTOB M WX (YHKIMH B CHCTEME YIPaBJICHUA. 09
odecrne4yeHUH [Tonstue noxymenta. Undopmanus u nokyment. Kinaccupukanus 10KyMEHTOB: IIK 1.2, 11K 1.3
ylpaBJIeHHS, no BuAy oGOpMIICHHS; MO COJEPKaHUI0; MO (QopMe; MO MPOUCXOKACHHUIO; TIO
AOKyYMeHTe U cpeacTBaM  (UKcanuu; IO CpoKaM XpaHeHus. MatepuanbHble HOCUTENN 1
cnocodax uHpopmanuu.
AOKYMEHTHPOBAHUS [Tonsitue  noxymeHtupoBaHusl. (OCHOBHbIE CHOCOOBI  JJOKYMEHTHPOBAHUS.

OcHOBHBIE COBPEMEHHBIE TEXHOJIOTHH, IPUMEHSEMbIE TIPYU OpraHU3alKU PadOTHI

C IOKYMEHTaMM B OpraHu3alusix (yupexIeHHUsIX).
Tema 1.2 Copepxanue yueOHOro MmaTepuasa 1
HopMmatusHo- HopmaTuBHO-IIpaBOBBIE aKThI, pETyIUpPYIOIINE JOKYMEHTAIMOHHOE obecreueHune OK 01, OK 02, OK 05, OK
npasosas 0a3a yhnpasieHus. YHUUKAIMS M CTaHAAPTU3alUs KaK OCHOBHBIE HAaIlpaBJICHUS 09
AOKYMEHTAIMOHHOI0 | COBEpIICHCTBOBAHUS JOKYMEHTOB M  JOKYMEHTAlMOHHOTO  OOecrneyeHus K 1.3
ol0ecrieyeHust YIIPABJICHUS.
ynpaBJieHUs [lepeueHbr OCHOBHBIX TOCYAApCTBEHHBIX CTaHAAPTOB Ha YHUQPHUIMPOBAHHBIE 1

CUCTeMBbl JOKyMeHTaluu. OCHOBHBIE IMOJIOKEHUS TOCYAapCTBEHHOW CHUCTEMBbI

JIOKYMEHTAIMOHHOro obecrieueHust ynpasieHus. CoctaB YHU(PHUIIMPOBAHHBIX

CUCTEM  JOKYMEHTAallMM:  OpPraHU3alMOHHO-PAaCHOpSAOUTENbHAsA,  OTYETHO-

CTaTUCTHUECKasi, GUHAHCOBAs U Jp.
Tema 1.3 Cnoco0nlI u Conep:xxanue yueOHOro MaTepuaJa 32 OK 01, OK 02, OK 03, OK

npasuJjia Co31aHusA

Xapaxrepuctuka, coctaB u cogepkanue ['OCTa Ha cucrteMy OpraHu3alliOHHO-

04, OK 05, OK 06, OK 07,
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AOKYMEHTOB

pacnopsiAuTeIbHON JIOKYMEHTaL1H. YHuduurpoBaHHas cucrema
OpPraHU3aLMOHHO-PACTIOPAIUTEIBHON JOKYMEHTALUH. TpeGoBanwus K
opopmiieHHI0 TOoKyMeHTOB. Dopmymsip-oopazenr OPJI. IlpaBuna odopmieHus
PEKBU3UTOB, periaMeHTupoBaHHbIX [[OCToMm.

OK 08, OK 09
K 1.2,1IK' 1.3

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3ansatue Nel. OdopmiieHrEe peKBU3UTOB Ha IOKYMEHTaX. 2

CamocrosiTe1bHas padoTa 00y4aromMXCcs -
Paznea 2. OPTAHU3ALUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUA 17/10
Tema 2.1 Coaep:xanue yueOHOIro MaTepuaJia 3/2 OK 01, OK 02, OK 03, OK
Od¢opmienue XapakTepucTuka U COCTaB  CIPaBOYHO-MH()POPMAIMOHHBIX  JOKYMEHTOB 04, OK 05, OK 06
HH(POPMAITHOHHO- (cmy>keOHBIX THCEM, CIPAaBOK, 3asBJICHHI, aKTOB, IMPOTOKOJOB, IOKJIAJHBIX WU | IIK1.2,IIK 1.3
CIPaBOYHOM 00BSCHUTENBHBIX 3aIHCOK), TPEOOBaHUA K UX 0popMIIeHUIO. [JoKyMEeHTHpOBaHKE
AOKYMEHTAIlUH JESITEIbBHOCTH KOJUIETHAJIbHBIX OPTraHoB.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue No2. Odopmiienue nHHOPMAITMOHHO-CIIPABOYHON )

JOKYMEHTAL1H.

CamocrosiTeibHas padoTa 00y4yaommxcst -
Tema 2.2 Copepxanue yueOHOro Mmarepuasa 3/2 OK 01, OK 02, OK 03, OK
Odopmienue OcHOBHBIE  TpyHIbl  OPraHU3ALMOHHO-PACIIOPSIUTENbHBIX  JOKYMEHTOB. 04, OK 05, OK 06, OK 07,
OpraHu3anMoOHHO- XapakTepHucTUKa U COCTaB OpraHU3alMOHHBIX JOKYMEHTOB (yCTaBa, IMOJIOKEHMUS, OK 08, OK 09
pacnopsiaAuTe1bHOM UHCTPYKLUHU, JOJUKHOCTHOM MHCTPYKIMHM), TpeOoBaHHA K OG(OPMIIECHHUIO. K 1.2,TIK 1.3
AOKYMEHTAIlUH XapakTepuCTUKAa U COCTaB PacloOpsSIUTEIbHBIX JTOKYMEHTOB (IOCTaHOBJIEHUS, |

NpUKa3a, pelIeHus, paclopsLKEHMs, yKa3aHHs), TpeOOBaHUs K UX OPOPMIICHHIO.

[TonsiTHe MONTMHHKUKA, KOMIUH, BBITUCKHU, TyOnuKaTa. Buasl konuil TOKyMEHTOB,

0COOEHHOCTH 3aBEpPEHHsI KOIMUI M BBIMHCOK HOTApUAIbHBIMH KOHTOpaMHM H

JOJDKHOCTHBIMU JIMIIAMH OpTaHU3aIui.

B ToM unciie NpaKTHYECKUX 3aHATHH 2

[Tpaktuueckoe 3anstue Ne3. OdhopmiieHre OpraHU3alMOHHO-PACTIOPSANTEIIBHON 5

JIOKYMEHTAIUU.




CamocrosiTe1bHast padoTa 00y4yarommxcst

Tema 2.3 | Coaep:xkanue yueOHOro MaTepuajia 3/2 OK 01, OK 02, OK 03, OK
Odopmienue 3asBNeHNUS W TPHUKA3bI 10 JUYHOMY cocTaBy. Jlnunas kaptouka dopmer T-2 u 1 04, OK 05, OK 06,09
Ka/pOBoii JIMYHBIE Jiena I[IK 1.3
AOKYMCHTAIMH B TOM 4nc/Ie IPAaKTHYECKUX 3aHATHI 2

[Tpaktudeckoe 3anstue Ne4. OdopmiieHue KapoBOi JOKYMEHTAIUH. 2

CamocrosiTeibHast padoTa 00y4yarommxcst -
Tema 2.4 JloroBopHo- | Cogep:kanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
npaBoBas [Tonsitue nmoroBopa. OcHOBHbIE pa3zaenbl 10roBopoB. llopsaok odopmiieHus ) 04, OK 05, OK 06
AOKYMEHTAIUs TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, 10IOBOPA KYIUIU-IIPOJAXKH. K 1.2, IIK 1.3

B ToM umciie npakTHYeCKUX 3aHATHI 2

[TpakTraeckoe 3anstue Ne5. OdopmiieHre J0roBOpPOB. 2

CamocrosiTeibHasA padoTa 00y4yaommxcst -
Tema 2.5 | Copep:xkanne y4eOHOro MaTepuajia 4/2 OK 01, OK 02, OK 03, OK
IIpereH3uonHo- OCHOBHBIE PEKBU3UTBI W TOPSAIOK O(GOpPMIICHUS TPETCH3UH, OTBETOB Ha 04, OK 05, OK 06, OK 07,
HCKOBas nperensuto. lOpuanueckast cinyx0a, BBIMONHAIOMAS MPETEH3HMOHHO-HCKOBYIO OK 08, OK 09
AOKYMeEHTalusA paboty Ha npeanpusTHy. KypHas perucTpanuy NpeTeH3uil. 2 I[IK1.2,1IK 1.3

[Topsimox  odopMieHHMsT HUCKOBBIX 3asBICHUA M TNPEACTABIEHUE HUX B

ApOUTpaKHBIH CYA.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktueckoe  3aHatne  Neb. OdopmiieHne  IpPeTEH3MOHHO-UCKOBOM )

JOKYMEHTaL1H.
Pazgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUN B OPTAHU3ALIUAX 8/
(YUYPEXKAEHUSX)
Tema 3.1 Texnosiorusi | Cogep:kanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
OpPraHM3anuu VYnpasnenue " JIEIOTIPOU3BOJICTBO. OpranuszanuoHHbIE bopMbI 04, OK 09
AOKYMEHT0000poTa B | enonpoun3BojacTBa. Crnyx0a JOKYMEHTAlMOHHOTO O0eCHeueHHs! YIpaBIeHHS, ) I[IK1.2,1IK' 1.3

OpraHu3anmusax
(Yupe:xaeHusx)

OCHOBHasi 3ajaya, (QYHKIUU, THUIOBBIE CTPYKTYpHI, JTOJDKHOCTHOH COCTaB.
Permamenrarus paboter ciyx0b1 JIOY. IlpumepHoe monoxeHue o cCiyx0e
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JOKYMCHTAITUOHHOT'O obecrnecueHuUs yrpaBJICHUA U JOJDKHOCTHBIC MHCTPYKIIHH.

Tema 3.2 Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03, OK
Ocobennoctu [TonsATHS Tpe/UIOKEHUs, 3asBICHUS M kajoObl. Ilpuem M permcrpanus mucem 04, OK 05, OK 06, OK 07,
AEJIONPOM3BOJACTBA O | rpaxaaH. PaccMoTpeHue M paspelieHue MUCEeM, CPOK PacCMOTPEHHUs. AHaIU3 OK 08, OK 09
o0paleHusIM MHACEM TPaXK/IaH. IIK 1.2, 11K 1.3
rpakaaH u Konduaenuuansnoe naenonpousBoacTBO. ['pud orpaHnuueHus AocTyna K 2
KOH(HUACHINATBHOIO | TOKYMEHTY. ABTOMaTHU3UPOBAaHHbIE CUCTEMbI padOTHI ¢ AJokyMeHTamu. CpeacTBa
AeJI0NPOU3BOACTBA W3TOTOBJICHHSI, KONMPOBAaHUS W Pa3MHOXKEHUS JOKyMEeHTOB. OpraHuzanus

pabouux MecT.

B ToM YHc/Ie MPAKTHYECKUX 3aHATHI 2

[TpakTuueckoe 3austue No7. OdopmiieHue oOpaiieHuit rpax/iaH. 2

CamocrosiTesibHas padoTa 00yYarOIuXCcst -
Tema 3.3 Conep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03, OK
CucreMaTusanus ITousiTue JIOKyMEHTO000pOTA. OO6mmue TIPUHIIATIBI OpraHu3aIu 04, OK 09
JAOKYMEHTOB, JIOKyMEHTOO0OpOTa, €ro OCHOBHBIE JTambl: NpPUEM U IEpBUYHAs 00paboTKa K 1.2,1IK 1.3
(¢opMupoBaHHE HX B | TOKYMEHTOB;  paclpeieseHue IOCTYNUBIIUX JIOKYMEHTOB; PETUCTPALUs
AeJia M nepefava B JIOKYMEHTOB M MPEABAPUTEIHHOE UX PACCMOTPEHHUE; PACCMOTPEHUE TIOKYMEHTOB
apXMB OPraHU3aluH PYKOBOJICTBOM OpraHu3aiiuu (yUpexJAeHHs) U HAMpaBJICeHWE WX Ha HCIIOJTHEHUE; )

UCTIOTHEHHE W KOHTPOJIb 33 HCIOJNHEHHUEM JOKYMEHTOB; TEKYIee XpaHEeHHE

JIOKYMEHTOB.

Homenkmarypa nen. O6pabGoTka fen st TOCIeAYIOIIEro XpaHeHUsl. DKCIepTH3a

LIEHHOCTHU JIOKYMEHTOB, OpOpMIIEHHE JeJl, cocTaBieHue onuceid. Crava nen B

apXWuB.
IIpome:xxyTouHast arTrecTanusi B GopMe 3K3aMeHa 6
Bcero: 36/14
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3. YCJIOBUA PEAJIN3AIIMA TPOTPAMMBI YUEBHOM TUCHUILIMHBI

3.1 MarepuajbHO-TeXHHYECKOe o0ecreyeHHe

Peamuzanus nporpammbl  y4eOHOM — JUCHMIUIMHBI — IPOU3BOJUTCS C  MPUMEHEHHEM
JMCTAaHIIMOHHBIX TEXHOJIOTUH M TpeOyeT HaIWYHs 3JCKTPOHHOM 00pa3oBaTeNbHOH cpenbl; y4eOHOro
kaOuHeTa.

OobopynoBanue yueOHOro kaduHera:

® KJIacCHas J10CKa;

® [I0CaJJOYHBIE MECTA M0 KOJIMYECTBY 00YJAIOIIUXCS;

e paboyee MeCTO IMpernoJaBaTes;

¢ yueOHO-MIPaKTUYECKOe 000pyI0BaHHE, HEOOXOAMMOE Ui MPOBEACHUS MPETyCMOTPEHHBIX
nporpamMmoil npaktuueckux 3aHatuil. B coorBerctBue ¢ m4.4 ®I'OC CIIO nomyckaercs 3ameHa
000pyIOBaHUs €r0 BUPTYaJbHBIMH aHAJIOTaMH.

TexHu4veckue cpeacTBa 00yyeHus :

® KOMIIBIOTEPHI C BEIXOJIOM B ceTh Internet;

e caiir «JIuuHas cTyaus» C BO3MOXKHOCTBIO PabOTHI C 3JIEKTPOHHBIM 00pa30BaTEIHHBIM
pecypcomM;

® SJCKTPOHHBIC OMOIMOTEYHBIE PECYPCHI.

Y4eOHO-MeTOoAUYEeCKOe 00ecTieueHue AU CUMIIMHbI:

* METOIMYECKUE YKa3aHUs TI0 OpTaHU3aI[UH MPAKTUYECKUX 3aHITHIA;

* METOIMYECKUE YKa3aHUs TI0 CAMOCTOSTENbHOI paboTe.

IIporpamMmmHoe ob0ecnievyeHue:

[IporpamMmmHoe  oOecriedeHHe, SBISIONIEECS YacThIO  AJNEKTPOHHOH  HHQPOPMAIIMOHHO-
00pa3oBaTeNnpHOM cpeibl H 0a3upyroleecs Ha TeIEKOMMYHUKAIIMOHHBIX TEXHOIOTHUSIX

- KOMIIBIOTEPHBIE 00yUYaIOIINe MPOTPAMMBI;

- TPEHHHTOBBIC U TECTUPYIOIIUE TIPOTPAMMBIL;

- HHTEJUIEKTYaJIbHBIC POOOTH3UPOBAHHBIC CHCTEMBI OIICHKH Ka4eCTBa BHITIOJTHCHHBIX PadoT;

- crIpaBOYHO-TIpaBoBas cuctema «KoHCynbTaHT Tutrocy, «I'apanTy;

- anekTpoHHOo-0nbmuoreyHas cucrema (ObC) ObC «IPRbooksy http://iprbookshop.ru/;

- TporpaMma ympamieHus oOpaszoBatenbHbIM mporeccom B DUOC (MudopmarmonHas
texHozorus. [Iporpamma ynpasneHus: oopasoBarenbHbiM mporieccom. KOMBAT).
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3.2. UapopmanoHHOe o0ecniedeHre peaju3aluu NporpaMmbl

OcCHOBHBIE HCTOYHUKH

1. Kyszuenona, . B. JlokyMmeHTalimoHHOE 0OecIieueHNe yIpaBieHus : yaeOHoe mocobue ais
CIIO / N. B. Ky3nenona, I'. A. Xauarpsin. — 3-e uzn. — Caparos : [Ipodobpazosanue, 2024. — 168 c.
— ISBN 978-5-4488-1051-0. — Texkcr : anexkrponHslit // Lludpposoii odpazoBarensubiii pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/135470.html

2. JlokyMeHTaloHHOe obecrieueHue ympasieHus. CoctaBieHre U 0pOpMIICHHE JETOBbIX
nokyMeHTOB : ydeOHoe mocooue st CIIO / cocraButenmu E. WM. bammakoBa. — CaparoB, Mocksa :
[TpodobpazoBanue, At [Iu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-
6. — Texkcr : anekTpoHHBIN // DnexkTporHO-O0nOmHMoreuHas cuctema [IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/103343.html

3. Kopnees, U. K. JlokymeHTanmonnoe obecriedeHrue yrnpaBieHUus : YUeOHUK U MPAKTHUKYM
I cpeHero npodeccruonanbHoro oopazosanus / M. K. Koprees, A. B. [Tmenko, B. A. Mamypies. —
3-e u3a., nepepad. u non. — Mocksa : UznarensctBo FOpaiit, 2026. — 438 c. — (IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-16002-4. — TexkcT : snexTponHslii // Obpa3oBarenbHas miaTgopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/585550 (nara obpamenus: 01.07.2026).

HNuTepHer-pecypcsl  (0a3bl  JTaHHBIX, WH(POPMANMOHHO-CIIPABOYHbIE W TMOHMCKOBBIE
CHCTEMBI):

e  www.delpro.narod.ru/

e  DiekrporHo-oubmoTeunas cuctema (ObC) OBC «IPR SMART» http://iprbookshop.ru/

e dogovor.helpery.ru/

e  www.eos.ru/
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4. KOHTPOJIb
JUCLMUIIINHBI

N OIEHKA

PE3YJIbTATOB OCBOEHHMS YYEBHOM

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToabl OIEHKH

Hepequb 3HaHHI>i, OCBanMBaCMBIX B paMKax JUCHUIIIMHBI

TepmuHonorus B obnacTu
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBIeHHUS;
HopmaTtuBHBIE JTOKYMEHTHI,
periIaMeHTHPYIOIINE
cocTaBlieHHEe M O(opMIICHHE
JTOKYMEHTAIH 1 TIOPSJIOK ee
00paboTKH;
[IpaBuna

odopmMIIeHUs

COCTaBJICHHUA u

OpTraHU3aIMOHHO-
pacropsIuTeIbHBIX
JTOKYMEHTOB,
YHU(DUIUPOBAHHYIO CHUCTEMY
OpraHU3aOHHO-
pacnopsIIUTEIbHBIX

BXOOAIIUX B

JOKYMEHTOB,
YHU(UIIUPOBAHHYIO CHCTEMY

[IEPBUYHOMN Y4ETHOU
JOKYMEHTallul B YaCTH
JOKYMEHTalluu 10  Y4eTy
TpyAa;

[Topsimok MPOBECHUS
JKCIEPTU3BI LIEHHOCTH

AOKYMCHTOB M IOATOTOBKH
ACJI K apXUBHOMY XPAHCHUIO.

TexHonorus  opraHuzanuu
JIOKYMEHTO000poTa B
OpTaHU3aIHIX
(YupexaeHusx).

- opopmieHHE AOKYMEHTOB U pEILICHHE

MPAKTUIECCKHUX CUTYyaIui Cc
HOpMaTI/IBHBIM HpaBOBBIM
000CHOBAHHEM;

- HCIIOJIb30BaHUC pa3IMYHBIX
HCTOYHHKOB, BKJIFO4Yas BHCKTPOHHBIG

pecypcel, Meaua pecypchl, MHTepHerT-
pecypchbl, MEPUOJMYECKHE W3AaHUs 10
CIeIUATbHOCTH JUISt penieHus
npodeccHoHaNBHBIX 33124

- JACMOHCTpanud OTBCTCTBCHHOCTH 34
NPUHATBIE peIIeHUs, OOOCHOBAaHHOCTH
CaMOaHaJIN3a U KOPPEKIUs Pe3yabTaTOB
COOCTBEHHOM pabOTHI;

- HCIIOJIb30BAHHUC 3aKOHOJATCIIbHBIX U

HOPMATHBHO-TIPABOBBIX ~ aKTOB  MpH
IUIAHUPOBAHUH  TIPEANPUHUMATEIIbCKOM
NESITEIbHOCTH B TPO(ECCHOHATBHOM
cdepe;

- JEMOHCTpauus 3HaHUH B 0OJacTH
(uHaHCOBO I'PaMOTHOCTH;

- KOHCTPYKTUBHOCTH B3aUMOJICHCTBUS C
00ydJarouMucs,
XoJe o0y4eHus, PYKOBOJIUTENSAMU
y4eOHOI U POM3BOJICTBEHHOH MPAKTHK.

npenoaaBarcjisiMu B

-co0o/IeHne HOpM Mpo(dheccuoHaTbHOM

ITUKHY;
—  TOCTpOeHHE  MpodecCHOHATHLHOTIO
OOIleHHsT C  YY4eTOM  COLUaJbHO-

HpO(I)eCCI/IOHaJ'ILHOFO craryca, CUTyalluu

TPYyNIBIL |
0co0eHHOCTEH

oOmennst, 0coOEHHOCTEH
WHIUBUTYATbHBIX
YYaCTHHUKOB KOMMYHUKAIIUH;

- TPaMOTHOCTb YCTHOW M NHCBMEHHOU
peun;

- odopmiieHne JIOKYMEHTOB B
cootBercTBUM ¢ 'OCTowMm;

- SCHOCTb dbopmynupoBaHUs |
HW3J0KEHUS MBICIEH;

- IMPOSABJICHUC TOJICPAHTHOCTHU B

- TECTUPOBAHUE;

- BBINIOJIHEHUE 3aJaHui
Ha DK3aMEHE;

- BBITIOJIHEHHE
MPAKTUYECKUX 3aJaHUN

13




mporecce OOIIeHUs;

- coOnroficHHe HOPM TMOBEACHUS BO
BpeMsl YUEOHBIX 3aHSTUI;
- coOuoieHne CTaHJapTOB

AHTUKOPPYIIHUOHHOI'O IIOBCACHU S,

- COOJI0JaeT HOPMBI  IKOJOTHYECKOU
0e30IacHOCTH;

- orpenenser HaIpaBJICHUS
pecypcocOepexeHus B pamKax
po(ecCHOHANTLHOW  AEATEIBHOCTH  I10
CHELUATBHOCTH;

- 3pGEKTUBHOCTL  HCIIOJIB30BAHUS

cpeactB  (U3MUECKOW KYIbTYpBl IS
COXpaHEHUsS] W YKPEIUICHUS 3J0POBbSI B

mporecce po(hecCHOHATILHOM
JIEATENHLHOCTH u HOIICPIKAHUS
HEOOXOIUMOTO0  ypOBHS  (hU3HUECKOMN
MTOJTOTOBJIEHHOCTH;

- 9(QQeKTUBHOCTh HCIIOJIIL30BAHUS B
poQeCCHOHAIBHON NeSATeTbHOCTH

HEOOXOIUMOM JIOKYyMEHTAallUU, B TOM

YHCJIC HAa UHOCTPAHHOM S3BIKC

Hepeqeﬂb yMEHHﬁ, 0CBaAaMBACMbIX B paMKax JHCHUIIJIMHBI:

IIpuMeHAT HaA  IpaKkTHUKE
roCyZapCTBEHHBIE
CTaHJapTHI, apyrue

HOPMaTHBHO-METOIUYECKUE
JOKYMEHTHI,
periaMeHTHpYIoLHe
OpraHu3aIHI0
JOKYMEHTAI[HOHHOT'O
o0ecrnieueHus yrpaBIeHUS;
CocTaBiATh M NPaBUIBHO
0(pOpMIIATH OCHOBHBIC BHJIBI
OpTaHU3aIMOHHO-
pacropsIuTeIbHbIX
JOKYMEHTOB;
Odopmisath
MH(POPMAIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHIO;
OdopmsaTs
JOKYMEHTAIHIO;

KaJpOBYIO

OdopMIsaTs NPETECH3UOHHO-

- oopmIIeHHE TIOKYMEHTOB U PpEIlICHUE

HpaKTI/ILIeCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHI)IM HpaBOBI)IM
000CHOBaHHEM;

- HCIIOJIb30BaHHE pa3IMYHBIX
HUCTOYHUKOB, BKIIOYash DIIEKTPOHHBIE

pecypcsl, menuna pecypebl, MHTepHeT-
pecypcsl, NEPUOAUYECKHE W3LAHMS TI0
CHEIHaIbHOCTH IS

npodeccuoHaNbHBIX 3a7a4

peteHus

- JCEMOHCTpanud OTBETCTBCHHOCTH 34
OPUHSTBIC peIlieHHs, O00O0CHOBaHHOCTH
caMoaHalln3a U KOPPEKIHs pPe3yIbTaTOB
COOCTBEHHOM paboTHI;

- HCIOJIb30BAHUEC 3aKOHOAATCIIbHBIX U

HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  TpH
IUTAHUPOBAHUH  TPEANPHUHUMATEIIbCKOM
NESTeIbHOCTH B TPO(eCcCHOHATBHOM
chepe;

- JIeMOHCTpanus 3HaHWH B o0iacTu
(rHAHCOBON TPAaMOTHOCTH;

- TECTUPOBAHUE;

- BBITIOJTHEHHE 3aJaHui
Ha dK3aMeHe;

- BBITOJIHEHHE
MPaKTUYECKHUX 3a/IaHUI
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HCKOBYIO IOKYMCHTAIIHIO.

- KOHCTPYKTHUBHOCTH B3aMMOJICHCTBUS C
oOyyarlmuMucs, MpPenojaBaTesiMu B
xone  OOyueHHs,  PYKOBOJUTEISIMH
y4eOHOU ¥ MPOU3BOACTBCHHOW MPAKTHK.

-co0IoIeHue HOpM TTPO(HeCcCHOHATLHOM
ITHUKH;

—  [OCTpoeHHEe  HpodecCHOHATHLHOTO
oOlmeHUsT C  Y4eTOM  COLHMajJIbHO-
npoecCHOHANBHOTO CTaTyca, CUTYalluu
o0ImIeHnus, OCOOEHHOCTEH TpPYIIBI U
WHIUBUAYAIbHBIX 0COOEHHOCTEMH
YY4aCTHUKOB KOMMYHUKAIIHH,

- TPaMOTHOCTb YCTHOW M IIMCBMEHHOU
peuu;

- odopmiieHne JIOKYMEHTOB B
cootBeTcTBUM ¢ ['OCTowMm;

- SCHOCTD dbopMynupoBaHUs |
U3II0’KEHUS MBICTIEH;

- TMpOSIBIIGHWE  TOJEPAHTHOCTH B
IpoIecce OOIIEHUS;

- COOJIIOJICHME HOPM TIOBEJIEHUSI BO
BpeMsl Y4eOHBIX 3aHSTUH;

- co0oieHne CTaH/apTOB
AHTUKOPPYIMIIUOHHOTO TTOBEICHUS;

- coOirogaeT HOPMBI  DKOJIIOTUYECKOM
0€30ITaCHOCTH;

— orpenenser HaIpaBIECHUS
pecypcocOepexeHus B pamKax
MPOPECCHOHAIBHONW ~ ACSITEIIBHOCTA IO
CICIUATLHOCTH;

- 3¢ PEeKTUBHOCTH HCMOJIb30BAHMS
cpencTB  (u3MUecKOW KYIBTYPBI  JUIS
COXpaHEHHUS] W YKPEIUICHUS 3J0POBbS B
nporecce npodeccuoHanbHOI
JESITEIIbHOCTH " MOIIEPKAHUS
HEOOXOIUMOTO  ypOBHS  (hU3HUECKOM
MIOJITOTOBJICHHOCTH,

- 3¢ (}EeKTUBHOCTh HCIOIH30BAHUS B
poQeCCHOHATBHON NeSATeTbHOCTH
HEOOXOAMMOM JOKYMEHTAIlMH, B TOM
YrCIie HA HHOCTPAHHOM SI3BIKE
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